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1 Hesn u 3axa4y N3y4YeHHUs] T CUUILIMHBI (MOLYJI51)

1.1 Ilean ocBOeHUSI TUCHHUILIMHBI

OCHOBHOM LIETBIO JUCHUIUIMHEI SBIAETCS (HOpMUpOBaHHE KOMIIETCHIIMN, HAIIPABICHHBIX
Ha OCBOCHME CTYJEHTaMU IIPABUJI PabOTHI C JIEKTPOHHBIMH TIOKYyMEHTaMU B cepe yrnpaBieHUs
IIEPCOHAJIIOM, U HABBIKOB pabOThl B CUCTEMAaxX AJIEKTPOHHOI'O JOKYMEHTOO0OOpoTa B 00sacTu
KaJpOoBOM pabOTHI.

Llenu AUCHUNINHGL:

— (opMupoBaHue NpeACTaBICHUM O NMPUHLUINAX (YHKIHOHHPOBAHUS U IPUMEHEHUS
3JIEKTPOHHOTO KaJpOBOI'0 JOKYMEHTO000POTa;

— MpuOOpeTeHne 3HAaHUH O JOKYMEHTAllMOHHOM 00eCIIeUeHUH YIPABJICHUS IEPCOHAIOM,
CTPYKTYpe ¥ (DyHKIIMOHAJIBHBIX BO3MOKHOCTSIX KaJpOBOIO 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa B
COBPEMEHHBIX OpraHMU3aLUIX;

— OBJIaJICHUE HaBbIKAMU PAOOTHI C 3JIEKTPOHHBIMU JOKYMEHTaMHU B c(epe ynpaBiIeHUs
[IEPCOHAJIOM.

1.2 3agaun AUCHMILINHbBI

— W3YyYUTh HOPMATHUBHYIO OCHOBY paOOThl C 3JICKTPOHHBIMH JOKYMEHTaMH B cdepe
KaJpOBOI paboThI;

— HW3Y4YUTh OCOOCHHOCTH PalOTHI C AIICKTPOHHBIMU JOKYMEHTaMHU B KaJpPOBOH CiTyk0e
OpTraHM3aIny;

— BBIJICJIUTH ATAIBI BHEIPSHUS AJICKTPOHHOTO JIOKYMEHTOO0OPOTA B CUCTEME YIIPABJICHUS
MIEPCOHAIIOM OpPTaHU3AIINH;

— HAYYWTBCS OPraHU30BBIBATH PA0OTy C AJIEKTPOHHBIMH JOKYMEHTaMH B KaJpOBOM
paboTte B OpraHu3aluu.

1.3 MecTo AucHMILVINHBI B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMMbl

JucuumuimHa «OCHOBBI AJIEKTPOHHBIX JIOKYMEHTOB B KaJpoBOH paboTe» OTHOCUTCS K
brnoky 1 Juctuminusael (MOmynu) dYacTH, (GOPMHUPYEMOW YYaCTHHKAMH OOpa30oBaTEIbHBIX
oTHowmeHn, Moaynp 4 «{uppoBble TEXHOIOTMH B YHpPaBICHUHM JOKyMEHTalUe» y4eOHOro
IUIaHA.

JlaHHas TUCIMITIIMHA U3y4YaeTcsl B TPETbEM CEMECTpe Ha OUHON popMe U Ha BTOPOM Kypce
3a04HOM (popme 00yueHus1, 6a3upyeTcs Ha 3HAHUSAX, YMEHUSIX U HaBbIKaX, OJyUYEHHBIX HA IEPBOM
Kypce NoAroToBKu. JuciunianHa odecneunBaeT GOpMUpOBaHHE 3HAHUI U HABBIKOB CTYJ/IEHTOB B
cdepe UCIOoIb30BaHUS AIEKTPOHHBIX KaJIPOBBIX JOKYMEHTOB U BHEIPEHUS CUCTEMbI KaJIpOBOTO
3JIEKTPOHHOT'0 IOKyMEHTO000pOTA.

B cBoro odepenp oOHa o0ecrneyuMBaeT U3y4EHUE  CIEIYIOIUX  JUCLUIUIMH:
«MHbopMaIMOHHO-T0KYMEHTAIIMOHHOE O0ecledeHrne TPYIOBBIX OTHOIIEHHI», «DIEKTPOHHbIE
apXuBbl W apXWUBHBIM ayTcopcuHr», «LludpoBble TEXHOIOrMM B JIOKYMEHTOBEICHUH U
apXUBOBEACHUMN», « CTpaTErnYeCcKOe yNpaBIeHUE TOKyMEHTAIMEW OpraHu3alim» U Ap.

VYyeOHass mporpamma AMCUMIIINHBI «OCHOBBI 3JIEKTPOHHBIX JOKYMEHTOB B KaJpOBOM
paboTte» mpeaycMaTpUBaeT MPOBEACHUE 3aHATUNA B (QOpMe JEKIMHA U NMPAKTHUECKUX 3aHATHH.
[IporpaMmMa moAroToBiieHa B COOTBETCTBUM TPeOOBAaHUSMU, NMPEABIBIECHHBIMU C TPEOOBAHUIMU

dI'0C BO.

1.4 IlepevyeHb MJIAHMPYEeMBbIX Pe3y/JbTATOB O0y4eHHs] MO JMCHUILIMHE (MOAYJIIO),
COOTHECEHHBIX € IVIAHUPYEMBbIMH pPe3yJbTATAMM 0CBOEHHSI 00Pa30BaTeJIbHOM MPOrpaMMBbI

W3ydenne naHHOM y4yeOHOM AMCUMIUIMHBI HAalpaBleHO Ha (OpPMHpPOBAHUE Y
00yJaroNUXCs CICTYIONNX KOMITETEHITAN



KOI[ U HAMMCHOBAHUC MHUKATOpA Pe3y.]'H>TaTbI 06y‘-IeHI/I$I 10 AUCHUIIIIUHEC

[IK-2. CnocobOeH k opraHu3aluy JTOKyMEHTUPOBAHMS YNPABICHUECKON [EATEIbHOCTH B
OpraHu3aluu

HIIK-2.1. - OpraHu3yer 3Haer OpraHU3aIUIO JTIOKYMEHTHUPOBAHMUS
JIOKYMEHTUPOBAHUE YIPABJICHUYECKOM | yIPABICHUECKOW  JIEATENIBHOCTH W KaJpOBOIO
JeSITeIbHOCTH B OpraHu3aIuu AIIEKTPOHHOI'O JOKYMEHTO000poTa

YMeeT  OpraHu3oBbIBaTH  JOKYMEHTHPOBAaHUE
YOpPaBIEHYECKOW  JEATeIbHOCTH, (OPMUPOBAHUE
AIIEKTPOHHBIX KaJIPOBBIX IOKYMEHTOB

Bnaneer HaBbIKAMU OpraHu3alnu
JIOKYMEHTUPOBAHUSI yNPABICHYECKON ACSATEIHHOCTH,
0 OopMIICHHUS INEKTPOHHBIX KaJPOBBIX IOKYMEHTOB

HIIK-2.2. — MPUMEHSIET 3Haer nH(pOpMaIMOHHBIC CHCTEMBI B
nH()OpPMAIMOHHBIC CHUCTEMBI B | YIPABIICHUYECKOW JIESITEIIBHOCTU B OpTaHMU3alluu,
yOpaBICHYECKOH  AESITENbHOCTH B | METO/BI yIPaBIEHUS KaJIpoBOi paboOTOM OpraHu3anuu
OpraHu3aluu Ha 0ase WCIOJIh30BAHUS MPHUHIIUIIOB M TEXHOJIOTHI

QJICKTPOHHOI'O ,[[OKYMGHTOO60p0Ta

VYMeeT npumMeHATh UH(POPMALIMOHHBIE CUCTEMBI B
YIPAaBIEHYECKONW JIEATENBHOCTH B  OpraHU3alluy,

METO/IbI OpraHu3aluu AJIEKTPOHHOTO
JIOKYMEHTO00O0pOTa B KaJIpOBOH Ciryx0e
Bnaneer HaBBIKAMHU MIPUMCHCHUS

WH(OPMALIMOHHBIX  CHCTEM B  YIPaBIEHYECKOM
NESITeTLHOCTH B OpraHu3anyu, (GOpMYJIHPOBAHUS H
pellieHuss MPUKIAAHBIX 3a7ad B cdepe KaapoBOTo
AJIEKTPOHHOIO JJOKYMEHT0000poTa

Pe3ynbpTaTel 00y4eHMs] N0 AMCLUMIUIMHE JOCTHTAIOTCS B paMKax OCYIIECTBIIEHHS BCEX
BUJIOB KOHTAaKTHOM U CAMOCTOSATEIbHOM pabOThl 00YUYaIOIIMXCS B COOTBETCTBUHU C YTBEPKIEHHBIM
y4€OHBIM IJIAHOM.

WHaukaTtopel  JOCTM)KEHMS] KOMIETEHLMH  CcuMTaloTcs  CPOPMHUPOBAHHBIMU  IpU
JIOCTUKEHUH COOTBETCTBYIOLINX UM PE3YyJIbTaTOB O0yUEHUSI.



2. CTpyKTypa u coepkaHue TUCUUIIINHBI

2.1 Pacnipeesienre TPYA0EMKOCTH JUCHUILIMHBI IO BHIaM padoT

OOm1ast TpyIO0EMKOCTh JMCIMIUIAHBI COCTaBisieT 3 3a4yeTHbIX enuHuipl (108 uwacom), mx
pacripeiesieHie 10 BiiaM paboT MpeCTaBIeHO B Ta0IUIe

Bunsl pabot Bcero ®opma
9acoB | oOydeHus
3a04Hast
2 Kypc
(108
4acoB)
KonTrakTHasi padoTa, B TOM YHCJIe€: 14,2 14,2
AyIMTOPHBbIE 3aHATHA (BCEr0): 14 14
3aHSTHS JICKUMOHHOTO TUIIA 4 4

71a00paTOPHBIC 3aHATHS
MIPAKTHYCCKUE 3aHATHS
CEMHHAPCKUE 3aHSTHS 10 10
HMNnas xonTakTHas padora:

KonTponb camocrositensHoi padotsl (KCP)

[Tpomexyrtounas arrecraius (MKP) 0,2 0,2
CamocrosiTeibHasi pad0Ta, B TOM YHCIe: 90 90
Pedepar / acce (moaroroBka) 8 8
CaMocTosTeIbHOE U3YYEeHUE Pa3/IesioB, CAMOIIOATOTOBKa (ITpopaboTka u
MMOBTOPEHHE JICKIIMOHHOIO MaTepuasia M Marepuajga y4YeOHHKOB U 72 72
y4eOHBIX TTOCOOMH, TOATOTOBKA MPAKTUYECKUM 3aHSATHSIM M T.J1.)
[TonroroBka K TeKyIeMy KOHTPOJTIO 10 10
KontpoJin: 3,8 3,8
[TonroToBka K 3a4eTy/3K3aMEeHY 3,8 3,8
Oo6masn yac. 108 108
TPYAOEMKOCTh B TOM YHCJIe KOHTAKTHas1 padoTa 14,2 14,2
3a4. e/y 3 3




2.2 Copepxanue IMCIHUNIHHBI
Pacnipenenenue BuoB yueOHOM pabOTHI M X TPYIOEMKOCTH TIO pa3/ieiiaM JUCIUIITHHBL
Pa3zzesnbl (TeMbl) JUCIMIUIMHBI, H3y4aeMbie Ha 2 Kypce (3aounas ¢popma obyuenus)

KosimuecTBo yacoB
No HaumenoBanue pasnenos (Tem) AyauTopHas BHeay/TOpHAs
Bcero aborta paboTa
J | 113 | JIP CPC
1 [ToHsiTHE ¥ POJIL ATEKTPOHHOTO JOKYMEHTOO00pOTa B 10 10
KaJIPOBOM JICJIONPOU3BOICTBE
2. |CocTaB ¥ BHJIBI KaIPOBOU JTJOKYMEHTAIIUN 10 | 1 1 8
3 HopmaTtuBHO-TIpaBOBOE PETyJIMpPOBaHUE KaJAPOBOTO 10 | 1 1 8
" [PTEKTPOHHOTO IOKYMEHTO000pOTa
4 [Topsimox  BBEACHHS  KaapOBOTO  SJICKTPOHHOTO 9 1 8
" |mokymeHToobopoTa
5 [IpuMeHeHHE DSIEKTPOHHOM IOJANUCH B KaJpOBOM 9 1 8
" [2IEKTPOHHOM JIOKYMEHTO000pOTE
6. |JJokyMeHTHpOBaHHE MPOIECCOB JIBMKEHUs Kaapos | 13 | 1 | 2 10
7 Benmenne W XpaHCHHE  TPYIOBBIX  KHHKEK. 12 |1 1 10
" |D7EKTPOHHBIC TPYIOBbIE KHHIKKH
8 Odopmnenue AIICKTPOHHBIX THCTKOB| g 1 8
" |[HETPYA0CTTIOCOOHOCTH
OcoOeHHOCTH peryaupoBaHus Tpyaa U oopMiIeHus
9. |[kazmpoBBIX JIOKYMEHTOB IUCTAaHIMOHHEBIX| 11 1 10
pabOTHHKOB
CoBpeMeHHbIS TEXHOJIOTHH 3JICKTPOHHOTO
10.|1oKyMEHTalIlMOHHOTO o0ecrieyeHus KaapoBoit| 11 1 10
paboThI
UTOI O no pazdenam oucyuniurvl 104 | 4 | 10 90
KonTpons camoctositenpHol padotsl (KCP)
[Tpomexyrounas arrectauus (MKP) 0,2
[ToaroToBKa K KOHTPOJIIIO 3,8
OO0mast TpyA0€eMKOCTh 0 JTUCITUTIIINHE 108

ITpumeuanue: JI — nexuu, [13 — npakTrueckue 3anatus / cemuHapsl, JIP — maboparopHsie
3anstusa, CPC — camocrosTensHas paboTa CTyAeHTa

2.3 Conep:xanue pa3iesioB (TeM) THCHUTITHHBI
2.3.1 3aHATHA JIEKIMOHHOT0 THIIA

®opma
Hanmenosanue
No Coneprkanue pasjena (TEMbl) TEKYIIEro
paszzena (Tembl)
KOHTPOJISI
[onsarus «JTIOKYMEHT»,
«JIEI0MIPOU3BOJICTBOY, «TOKYMEHTO000POTY,
«OJIEKTPOHHBIA JTOKYMEHT», «3JIEKTPOHHBIN
[TonsaTne U poJib| TOKyMEHTOO00pOT», «ONEeKTPOHHBIN
AEKTPOHHOTO JOKYMEHTOO0OpPOT B  cdepe TpPYAOBBIX
1. |mokymeHTOOOOpOTa B| OTHOLIEHUI». TpedoBaHUs, NPEAbIBISIEMbIE P
KaJJpOBOM K opopMIIeHHIO TO0KyMeHTOB. CyIIHOCTh U
JIEIIOTIPOU3BOCTBE GyHKIMM KaapoBOW MOKyMEHTamuu. Poib
AJEKTPOHHOTO JOKYMEHT0000poTa B
KaJIpOBOM JIEJI0NPOU3BOICTBE. Opranu3anus
JOKYMEHTO000pOTa KaJIpOBOH CIIy>KObI




CocraB u BUJIBI
KaJpOoBOi1
JIOKyMEHTAIUN

Ienmu u
JIeJIONPOU3BOICTBA.
KaJpoBOM JoKyMeHTauuu. HopmarusHO-
[IPaBOBOE  pEryJUpOBaHHE  Pa3pabOTKH
KaJpOBBIX TOKYMEHTOB. OpraHu3allioHHbIE
u pacnopsAUTENbHbIC KaJIpOBbIE
JTOKyMeHThI. JlmuHast kapTouka pabOTHHKA
(popma Ne T-2). TloHsATHE HOMEHKJIATYPHI
JIeJ1, IOPSIOK €€ COCTABIICHUSI.

3a1a4un KaJIpOBOTO

Kaccudukammst

HopmaTtuBHO-1ipaBoBoe

3akoHOJATEIbHBIE aKThl 00 00s3aTelbHOM
JOKYMEHTUPOBAHUU uHpOpMaLUH.
HopmartuBHO-1IpaBoBasi 6a3a 3JIE€KTPOHHOTO
JOKYMEHTO000pOoTa B cdepe TPYIOBBIX

Ez;;};glggﬁgaHHe OTHOLLIEHUH. OTBETCTBEHHOCTh 3a
5IEKTPOHHOTO HapyIICHUS nopsiika paboThI c
OKyMEHTOOBO0pOTa JIOKYMEHTaMH. Kognexc 00
aJIMHHHCTPATHBHBIX NIpaBoHApyIIeHUsX. O3
ot 27.07.2006 Ne 152-@3 «O nepcoHanbHbIX
JTAHHBIXY.
Dranbl BBEJEHUS KAJPOBOTO AJIEKTPOHHOIO
JIOKyMEHTO000POTA. JlokanbHbIe
HOpPMAaTUBHbIE  aKThl  paboTojarens o
ITopsnox BBECHUS
KaPOBOTo BBEJICHUU KaJpOBOTO 3JIEKTPOHHOTO
5IEKTPOHHOTO JIOKYMEHT0000poTa: TpeboBaHus K
SopoTa COJICP)KAHUIO W TOPSIKY  TPHHSITHS.
HOKYMEHTOODOP OcoOeHHOoCTH B3aUMOICHCTBUS pabOTHHKA U
paboTronartenss IMOCPEICTBOM  KaJpOBOTO
JIEKTPOHHOIO IOKYMEHT0000pOTa.
DNeKTpOHHAs TMOJAINUCH: TOHSATHE W BHIBIL.
TpnveHeHue ®denepanbHbIil 3aKOH OT Ov6.04.2011 Ne 63-
T o3 «O0 >neKTpOHHOM TTO/ITTHCH.
s KapOBOM DNEeKTPOHHBIE MOANUCH, HUCIOJIb3yeMble B
SICKTPOHHOM KaJIpOBOM 3JIEKTPOHHOM JIOKyMEHTO000pOTE
JIOKYMEHT0060pOTe paboTHHKOM W  palorojaTeneM  Ipu
odopmiieHnn Pa3TMYHBIX KaJIPOBBIX
JIOKYMEHTOB.
Ilopsmok  ydera  Kagpos. [Topsinox
oopmIleHHs AOKYMEHTOB IpHU TMpUEME Ha
pabory, ipu niepeBojie padotHuka. [lopsimok
odopmieHus JIOKYMEHTOB o
JlokymeHTHpOBaHHE MIPEOCTABICHUIO OTITYCKOB, KOMaHIHPOBOK.
IpOUECCOB ABIKCHUA | Ohopmnenne TIOONIPEHHit u
KaJapoB JTMCIUIIMHAPHBIX B3BICKAHHWNA. YCIOBUS H
TOPSTOK pacTop:KeHus TPYAOBOTO

norosopa. Ilpukasel Mo JTUYHOMY COCTaBy,
UX KJIacCHU(pUKAIN, TOPSAI0K UX MTOATOTOBKH
MIPUKA30B.

ITonsaTne TpynoBoil kKHMKKU. HopmatusHO-

MpaBoBast Oaza erJaMeHTHpYIoIIas
Benenne u XxpaHeHue P ’ P R

NOpSZIOK ~ y4yeTa,  BeJIeHHs, XpaHEHUs
TPYAOBBIX KHUXKEK. o

TPYZOBBIX KHWKEK M BKIAQJBINICH K HUM.
DNeKTPOHHBIE

TpeGoBanust K 3alOJHEHHUIO TPYAOBBIX
TPYAOBbIE KHUKKH <

KHUXKEK, BHECEHUs W3MEHEHUH u

UCHpABICHUH B TPYJAOBYIO  KHHXKKY.




DNEeKTPOHHBIE TPYIOBBIE KHIDKKH.
HOPMaTHBHO-TIPABOBOE peryiaupoBaHue,
OCOOCHHOCTH OQOpPMJICHUSI U  BEACHHS.
Otuer B IIDPP «CBenenuss o TpyAOBOM
JESTEIIbHOCTH PAOOTHUKOBY.

DJIEKTPOHHBIN JINCTOK
HETPYAOCMOCOOHOCTH: TIOHATHE, TOPSIIOK
BbIIaYH, MPOJUICHUSI. DIEKTPOHHBIH JTUCTOK
HETPYAOCIOCOOHOCTH MO OEPEeMEHHOCTH W

KaJpOBOW pabOTHI

JOKYMEHTO000pOoTa. Hcnonb3oBanue
enuHo 1MdpoBoi mardpopmel B chepe
3aHATOCTH U TPYJOBBIX OTHOIIEHUH «PaboTta
B Poccum» mpu KagpoBOM 3JIEKTPOHHOM
JIOKYMEHT0000pOTE.

Odopmnenue poaaM, Mo yxony 3a OOJbHBIM pPEOECHKOM.
g | HVIEKTPOHHBIX Cpoku Ha3HAYEHHS M BBIILIATHI IOCOOUS IO T
" | IUCTKOB BPEMEHHOMU HETPYAOCIOCOOHOCTH.
HeTpyaocnocooHoct | OcoOeHHOCTH B3aUMOJICUCTBUS c
pabotonatenieM ¢ @DOHIOM COLMATILHOTO
crpaxoBanuss P® mnmo npexncraBiieHHIO
CBEICHHM JUIs BBIIUIATBI [OCOOUS 1O
BPEMEHHON HETPYJI0CTOCOOHOCTH.
[TonsTHe IUCTAHIIMOHHOW pabOTBHI H ee
Ocobennoctu ¢dopmbl. [lopsiok 3akitoueHus TPyAOBOIO
pEryIupoBaHUs JIOTOBOPA, TOMOIHUTEILHOTO COTJIAIICHUS K
TpyAa U opOpMIICHHST | TPYZOBOMY  JIOTOBOPY,  IpEKpalleHHs
9. | xagpoBbIX TPYJIOBOTO JIOTOBOpPA C JUCTAHIIMOHHBIM €]
JIOKYMEHTOB pabotHuKOM. OcoOeHHOCTH O(OpPMIEHHUS
JUCTAaHIIMOHHBIX KaJIPOBBIX u B3aMMOJICICTBUS
paboOTHUKOB JMCTAaHIIMOHHOTO paboTHuKa u
paboroaares.
Kommnbrotepabie TEXHOJIOTHH B
JTIOKYMEHTaLMOHHOM obecrieyeHnn
yIpaBJIeHUs epcoHaaoM. @OPMBI U METOIBI
00paboOTKM  JOKYMEHTOB Ha  OCHOBE
CoBpeMeHHbIe
UCTIOTb30BaHUS COBPEMEHHBIX
TEXHOJIOTUU .
UH(OPMALIMOHHBIX TEXHOJIOTHH.
AJIEKTPOHHOTO
10. TpeboBanus K MHPOPMAILIMOHHBIM CICTEMaM €]
JOKYMEHTAIMOHHOT'O
IpU MPUMEHEHUH KaJpOBOT0 3JIEKTPOHHOTO
o0ecnieueHus

2.3.2 3aHaTus CeMHUHApPCKOro Tuma (NMpakTHYecKue / ceMHMHApcKHe 3aHATHS/

JJabopaTopHbIe padoThbI)

dopma
HaumenoBanue pasnena .
No (TeMbI) Temaruka 3aHsATHI/paboT TEKYILEro
KOHTPOJIS
ABTOMaTH3aIUA OKYMEHTallMOHHOTO
[TonsiTne u poJib H HOKY !
IEKTPOHHOIO obecrieyeHus yIpaBJIEeHUs nepcoHasiom. | Ompoc 1o
p KanpoBerit  37eKTpOHHBIA  JTOKYMEHTOOOOPOT: | BOIIpOCam
1.|noxymentroobopoTa B
KATPOBOM noHaTue,  uend,  3agayd.  OcoOeHHOCTH TEMBI.
P OpraHu3au KaJIpOBOTO AEKTPOHHOTO P
JIEJIONPOU3BOJICTBE
JIOKYMEHT0000pOTA.




CocTtaB U BUJbI KaJIpOBOH
" | HOKyMEHTaIuu

[TonsiTue u 3HaYeHUE KAIPOBOW JOKYMEHTALUU.
CoctaB OpraHu3allMOHHOM, PacCIoOpsAIUTEIIbHOM,
MH(POPMAIIMOHHO-PACUETHOM, CIIPaBO4YHOU
KaapoBoOi fokyMeHTaluu. [loaroroBka oT4eTHOM
M CTaTUCTUYECKONW MH(OpPMAIMH IO TIEPCOHATY.
CocraBieHrue JIMYHOM KapTOYKH pabOTHHUKA
(popma Ne T-2). TpeGoBanusi, npeabaBiIsieMbIe K
(hOpMHUPOBAHMIO JEJT KAAPOBOM CITYKOBI.

Ormpoc no
BOIIPOCaM
TEMBI.

T

HopmaTtusHO-1IpaBoBOE
peryiaupoBaHue

" |KaZApOBOrO 3JIEKTPOHHOI'O
JOKYMEHTO000poTa

[lonsiTHE HJIEKTPOHHOIO JOKYMEHTOOOOpOTa B
chepe TpyAOBBIX OTHOLIECHUH. PerynupoBanue u
periiaMeHTanus CHCTEMBI KaJIpOBOTO
3JICKTPOHHOTO JIOKyMEHTO000pOTa B
JIEHUCTBYIOIIMX HOPMATHUBHBIX MPABOBBIX AaKTaxX
Poccuiickoit ®epeparuu. OTBETCTBEHHOCTh 3a
HapylIeHHE TOpsAaKa pabdoThl ¢ KaJgpOBBIMH
JIOKYMEHTaMHU.

Ormpoc no
BOIIPOCaM
TEMBI.

P

[Topsimok BBCICHUS
. |[KaIpoBOIro 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa

[Iponienypa BBeaEHHS KaApOBOTO 3JIEKTPOHHOTO
nokyMeHTooOopoTta TpeGoBaHUs K CONEPIKAHHIO
JIOKAJIbHBIX HOPMATUBHBIX AaKTOB pa6OTOIIaTeH$I (6]
BBEJICHUU KaJIpOBOTO JIEKTPOHHOTO
JIOKyMEHTO000POTA. B3aumopeiictBue
pabotomarenis W pabOTHHKA TMPH KaJIPOBOM
JIEKTPOHHOM JIOKYMEHTO000pOTE.

Ormpoc no
BOIIPOCaM
TEMBI.

5

IIpumeHeHue
BJIEKTPOHHOU
MOAMKUCH B KaJIpOBOM
AEKTPOHHOM
JIOKYMEHTO0000pOoTe

[Tonstue onexkrpoHHoit mnoxmucu. Ilpocras,
yCUJICHHAs (HexBaIMpUIIMPOBAHHAS,
KBATU(UIIUPOBAHHAS) DSJEKTPOHHAS TMOJIIKCH.
OcHOBHBIE TIOJIOKECHUS (eIepalbHOTO 3aKOHA
ot 06.04.2011 Ne 63-®3  «OO6 >7eKTPOHHOM
noanuch». Buabl 3JIEKTPOHHBIX  IMOJIHKCEMH,
WCTIONB3YEMBIX B  KaJpOBOM  3JIEKTPOHHOM
JIOKyMEHTO000pOTE PabOTHUKOM u
paboronatenemM mpu OGOPMICHMHM TpHeMa Ha
paboty, TmepeBoJa, HM3MEHEHHS  YCJIOBHUH
TPYJIOBOTO JOTOBOpa, OTIYyCKa, KOMAaHIAUPOBKH,
MPUMEHEHUH JUCIHUIUIMHAPHOTO  B3BICKAHUS,
YBOJIbHEHUS U B UHBIX CIyYasiX.

Ompoc o
BOIpOCaM
TEMBEI.

P

JlokymeHTupOBaHue
IIPOLIECCOB JIBHKECHHUS
KaJpoB

CocraB JOKyMEHTOB, HEOOXOUMBIX TIPH MPUEME
Ha pabory. Ilonsatue, coaepxaHue, BHIBI,
YCJIOBHSl 3aKJIOUEHUS TPYIOBBIX JIOTOBOPOB.
[Mopsmox odopmienus npuemMa Ha paboTy.
Odopmnenne mnpukaza (pacmopsiKeHUs) O
npueme Ha paboTy. Buasl mepeBooB paboTHHUKA
JlokymeHTHpOBaHUE  TiepeBojia  pabOTHHUKA.
Odopmnenue 3asBJICHUS paboTHUKa,
JOTIOTHUTEIFHOTO COTJIAIIICHUSI K TPYJIOBOMY
JIOTOBOPY, TpHKa3za O TMepeBoJie pabOTHHUKA.
Buast OTITYCKOB. HopmarusHo-TipaBoBOE
peryiupoBaHuE€ MpPEAOCTaBIECHUE  OTIYCKOB.
[Topsimok w cpoku cocTaBieHUsi rpaduka
OTITYCKOB.

JlokymMeHTamoHHOE
3anosHeHue
(bopma  Ne
oopmienue

opopMmieHrue  OTITyCKa.
JUYHOW KapTOUYKH paboTHHKA
T-2). JlokyMeHTalnoHHOE
CIIy’)KEOHBIX  KOMaHJIMPOBOK.

Ompoc no
BOTIpOCaM
TEMBI.

T




JTUCTaHIIMOHHBIE 00pa3oBaTeNnbHbIe TeXHOJI0THHU B cooTBeTcTBUM ¢ DT'OC BO.

2.3.3 llpuMepHasi TeMATHKA KYPCOBbIX padoT (IP0eKTOB)

He npedycmompenvi

OdopmieHre MOOUIPEHUNH W JUCIHUILTHHAPHBIX
B3bICKaHUU. OcHoBaHus MPEKpAILICHUS
TpyaoBoro goroopa. OdopmieHne 10KyMEHTOB
IIPU YBOJIbHEHUHU COTPYIHUKOB.
OcHoBHbIE HOPMAaTUBHO-TIPABOBbHIC aKThI,
pernmameHTupyromue paboTy ¢ TpPyIOBBIMH
KHIDKKaMH paboTHUKOB. [IpaBuia BeneHus u
XpaHEHUsl TPYAOBBIX KHMKEK U BKJIAQJBIIIEH K
HUM. BHecenue 3amuceil B TPyJOBYHO KHMKKY,
Benenue u xpanenue HCTIPABJICHUMN. HokymenTtanust 1o yuery | Omnpoc no
7 | TPYZIOBBIX  KHIDKEK. OnmaHKOB TPYIOBBIX KHIDKEK. Ilepexox Ha | Bompocam
| DneKTpoHHBIE AIEKTPOHHBIE TPYAOBbIE KHIKKH. OCOOEHHOCTH TEMBI.
TPYJIOBbIE KHUKKHU o OpMIICHUS ¥ BEJICHUS DJICKTPOHHBIX TPYAOBBIX P
kamwkek. Otuer B IleHcwonnsli ¢dona PD
«CBefeHMsT O  TPYNOBOM  AESITEIBHOCTU
pabOTHUKOBY»: TMOPSAJOK COCTaBIEHUS, CPOKH
MoJa4u, aIMUHUCTPATUBHAS OTBETCTBEHHOCTD 3a
HEMpeJICTaBICHHUE.
[Topsimok BhIAYM, MPOMJICHUS DBJIECKTPOHHOTO
JUCTKAa  HETPYJOCIOCOOHOCTU.  3amoiHEHHE
AJEKTPOHHOTO JIUCTKA HETPYAO0CIHOCOOHOCTH.
dopmupoBaHue 3IEKTPOHHOTO JUCTKA
Odopmienune HETPYIOCOCOOHOCTH 10 OepemMeHHoctd u | Ompoc 1no
g, | PTCKTPOHHBIX ponam, o yxoxay 3a 6onbHbIM pedeHkoM. CpokH |  BoIpocam
"| TUCTKOB Ha3HAYCHUS W TOPSIOK BBILIATHI MOCOOUS TIO TEMBI.
HETPYAOCIOCOOHOCTH BPEMEHHOMN HETPYAOCIOCOOHOCTH. T
WNudopmannonnoe B3aUMOJICHCTBUE npu
JIEKTPOHHOM  OOMEHE CBEJCHMSAMU MEXIY
MEIUITMHCKOMN OpraHu3anuei, dornom
colMangbHOro cTpaxoBanusi PO, paboTonarenem.
OcobenHoctu [TonsTHe AUCTaHIMOHHON PaboTHl U €€ POPMBI.
peryiaupoBaHus [Topsimok 3akiroueHus TPYyAOBOrO JOTOBOPA, Onpoc 110
TpyJa U opopMIIEHUS JIOTIOIHUTEIBHOTO COTJIAIIEHUS K TPYAOBOMY
9.| xagpoBbIX JIOTOBOPY, MPEKPAIIEHUs TPYAOBOIO I0TOBOPA C ponpocam
JTOKYMEHTOB JTUCTAHIIMOHHBIM  paOOTHUKOM. (OCOOEHHOCTH Tegm.
JTUCTAaHIMOHHBIX opopMIIeHHS KaJpPOBBIX M B3aUMOJEUCTBHUSA
pabOTHUKOB JUCTAaHIIMOHHOTO pabOTHHKA M pabOTOaTesL.
WNudopmannonHoe obecrieueHue
JIOKYMEHTAIlMOHHOTO 00€CIeYeHUH YIIpaBJICHUS
CoBpemeHHbIE NepCcoHaIoOM. BBIOOp cHCTEMBI 3JEKTPOHHOTO
TEXHOJOTHH KaJpOBOTO JIOKYMEHTO000POTA. Anamu3 | Onpoc o
10| 2"€KTPOHHOTO CYILIECTBYIOIINX CUCTEM AJIEKTPOHHOTO | BOIpOCaM
JOKYMEHTAIlMOHHOTO JIOKYMEHTO000poTa. OcoOenHoctu TEMBI.
obecrieyeHus WCIIONIb30BaHUs €IUHON 1U(GPOBOH MIaTHOPMBI 2
KaJIpOBOI pabOTHI B cdepe 3aHATOCTH W TPYIOBBIX OTHOIICHHI
«Pabota B Poccum». 3ammra uHdpopmanuu B
CUCTEMaXx YIPaBJICHUYECKOH 1eTeIbHOCTH
[Ipy w3y4eHWW  OUCHUIUIMHBI MOTYT TIPUMEHSTCS.  DJIEKTPOHHOE  OOyueHue,




2.4 llepeyeHb y4eOHO-METOAMYECKOT0 00ecIeYeHUsl AJIs1 CAMOCTOATEIbHOH padoThl
00y4aroIUXCcH M0 JUCUMUILIMHE (MOTYJII0)

IlepeyeHp yueOHO-METOUUECKOr0 00eCIeueH s JUCLUIUIMHEI 110
Ne Bun CPC BBITOJIHEHUIO CAMOCTOSITEIBHOM paboThI

1. |Pedepar, scce |[Meroauueckue pEeKOMEHJALMM 110 IOJATOTOBKE IHCbMEHHBIX pPadoT
CTyJleHTaMH: y4eOHo-MeToauveckoe mocooue / B.B. Epmonenko, M.P.
3akapsn, J.B. Jlanckas, M.A. Mupomnuuenko, A.Il. CaBuenko, J[.A.
Jerkuna. MuHMCTEpCTBO HaykKud M BbIciiero oOpaszoBaHus Poccuiickoit
®denepammu, Kybanckuii rocynaperBennbiid yauepcuter. 2022. - 101 c.

Meroanueckre peKOMEHJAIMU MO MPOBEICHUI0 CEMHHAPCKUX 3aHSTHM,
KPYIJIBIX CTOJIOB, TUCKyCCUi: MeToJ. pexkomeHnauuu / B.B. Epmornenko,
J.B. Jlanckasi, M.A. Mupounnyenko, M.P. 3akapsan, M.B. Toauka, A.Il.
CaBuenko, J[.A. JlerknHa. MUHHCTEPCTBO HAyKU U BBICLIETO 00pa30BaHUs
Poccuiickoit @eneparyn, KyOaHCkuii rocyapCTBEHHBI YHUBEPCUTET. -
Kpacnomap: Ky6anckwuii roc. yH-T, - 2022. - 87 c.

Y4eOHO-MeTOIMYeCKHe MaTepHalibl Ul CaMOCTOSTENBHOW PabOThl OOYyYaroUIMXCs W3
YHCiIa MHBAIK/IOB U JIML C OTPAHUYEHHBIMU BO3MOXHOCTSIMHU 3/10poBbst (OB3) npenocTasistorcs
B (hopMax, aJalTUPOBAHHBIX K OTPAHUYEHUSAM UX 3JOPOBbS U BOCIIPUATHS HHPOPMALUH:

JUist I ¢ HapyIIEHUSIMU 3pEHMSL:

— B I1€4aTHOW (hopMe YBEINICHHBIM HIPUPTOM,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA,

— B popMe ayauodaiina,

— B IIeyaTHOM opMe Ha s3bIke bpaiins.

JUig U1 ¢ HapyLIeHUsIMU CiyXa:

— B I1e4aTHOM (opme,

— B (popMe 3JIEKTPOHHOTO IOKyMEHTA.

JUnist T ¢ HapyIIEHUSIMHM OTIOPHO-/IBUTATEIBHOTO anmapaTta:

— B TIle4aTHOU opme,

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA,

— B popMme ayauodaiina.

JlaHHBINA TepeyeHb MOXeET OBbIThb KOHKPETM3MPOBAH B 3aBUCHUMOCTH OT KOHTMHI€HTA
oOyyJaronuxcs.

3. OOpa3oBaTeibHble TEXHOJIOTHHM, NMPUMeHsieMble NMPH OCBOEHMHU JIMCHUILIHHBI
(Mmoxy.ns)

B Xxozme wu3ydyeHHMs JUCHUIUIMHBI TNPEAYCMOTPEHO HCIOJIb30BAaHUE  CIIEAYIOLIUX
00pa30BaTEeNbHBIX TEXHOJIOTUH: MYJIbTHUMEAMWHBIE JIEKIMHM C OJIEMEHTaMHU JHCKYCCHH,
MH(OPMALMOHHO-KOMMYHUKATUBHBIE TEXHOJIOTMH, MpOOJIeMHOE OOydeHHe. MpaKTHUYeCKHe
3aHATUS, CAMOCTOSTENbHAsL paboTa CTYIEHTOB.

KoMmeTreHTHOCTHBIA MOAXOJ B paMKax MPEnoJaBaHus JUCHUIUIMHBI pealu3yercs B
UCIOJIb30BAaHUM HMHTEPAKTUBHBIX TEXHOJIOTUM M AKTUBHBIX METOJOB (IPOEKTHBIX METOMAMK,
pa30opa KOHKPETHBIX CUTYalluii MHBIX (JOPM) B COUETAHUU C BHEAYAUTOPHON pabOTOM.

Texnonorus npobiaemHoro oOyueHHs: JEKIHMS — JUCKYCCHsl, NpoOJeMHas JeKuus,
KOMIIbIOTEpHasl pe3eHTanus. Ha nekuusix usnaratoTcsi OCHOBHbIE TEOPETHUECKUE TIOJIOKEHUS U
KOHIIETIIIUS Kypca, AAoIe CTyJeHTaM HH(POPMaIlUH, COOTBETCTBYIOILYIO IPOrpaMMe.

3ajaya CEMUHAPCKUX 3aHSATUN — pa3BUTHE Y CTYACHTOB HABBIKOB IO MPHUMEHEHUIO
TEOPETUYECKHUX TMOJO0KEHUH K PELIeHHI0 MpakThuyeckux npobieM. C 3Tol 1enbio pa3paboTaHbl
3aJJaHus JUIs BBIIIOJIHEHHUS HA CEMUHAPax, KOTOPbIe OPUEHTHPOBAHBI HA YCBOEHUE TEOPETHUECKOTO
MaTepuaiga U yMEHMsI €ro HCIOJIb30BaTh JUIsl PEIIEHUs NpPaKTHYecKHX 3anad. Ha cemmHape
OTBOJAUTCS BpeMsl A JUCKYCCHH, B KOTOPOM YYacTBYIOT MJOKIAJ4MK, HOArOTOBHUBLIMN



COOOIIeHNEe MO0 KaKOH-THOO MpaKTHUECKO mpobiieme, ero ommoHeHThl (1 wimu 2 yenoBeka),
MOATOTOBUBIINE KOHTPAPTYMEHTBI, U APYTHE CTYIACHTHI TPYIIIIHI.

Hpyras ¢opma opraHuzanus pabOThl CTYACHTOB — HamucaHue pedepara, KOTOPOE
npeacTaBisieT cobor uccinenoBanue oobemMoMm 10 5000 3HAKOB SKOHOMHUYECKON MPOOJIEMBI C

MPEIJIOKEHUEM BapUAHTOB PEILICHUS TAHHON ITPOOJIEMBI.

Nudopmanronusie
UCIIOJIb30BaHUE

MH(POPMALIMOHHBIX

TEXHOJIOTHH,
pecypcos,

TCHCKOMMYHHK&HHOHHOﬁ CETH I/IHTepHeT.

NUCHUIIIUHEL —

AnannTUBHEBIE

O6paSOBaTeHBHBIe
g JMi ¢ OrpaHMYCHHBIMHM  BO3MOJXKXHOCTAMHU  3J0POBbA HNPCAYCMOTpPCHA

TCXHOJIOI'UH,

IIPpUMCHACMBIC
AOCTYIIHBIX B

npu

IMPUMCHACMBIC

OpraHn3anusa KOHCYJ'II)TaI_II/II‘/'I C UCIIOJIB30BaHUCM BHeKTpOHHOﬁ IIOYTHI.

4, OrueHoyHbIe

cpeacTBa IS

NMPOMEKYTOYHOM aTTeCTAllUN
OneHouyHble CpeAcCTBa MpeIHa3HAYeHbl MAJIsi KOHTPOJS M OLEHKH 00pa3oBaTeIbHBIX
JOCTHKEHUH O0OYYarolINXCsi, OCBOMBIIMX IMPOTPaMMy yUeOHOH IUCIMIUIMHBI «DJIEKTPOHHBIC
JIOKYMEHTHI B KaIpOBOW paboTey.
OneHouyHbIE CPEACTBA BKJIIOYAET KOHTPOJBHBIE MaTepualbl JUIsl IPOBEIEHUS TEKYILEro
KOHTpOJIs B opMe JTOKJIa1a-IIpe3eHTaluy o IpobieMHBIM BOMpocaMm, TecTa, pedepara, scce u
POMEKYTOYHOM aTTecTalu B (hOpME BOIPOCOB K 3a4ETy.

TeKyIIero

KOHTPOJIS

U3y4YCHUH
MH(POPMAIMOHHO-

npu

IUCHUILUIAHLI:

U3Yy4YCHUU

YCnneBaeMoOCTH H

CprKTypa OLCHOYHBIX CPEACTB IJIsA TeKyIHeﬁ H HpOMe)KyTO'lHOﬁ aTreCcralnumn

Ko u HanmenoBaHue oLeHO4YHOTO
Ne Pe3ynbraTsl 00yueHus CpeacTaa
HalMEHOBaHHE =
n/n Texkymi IIpomexyToynas
MH/IMKaTOpa
KOHTPOJIb aTTecTalysl
1 | UIIK-2.1.— 3Haer opranusauuio | Bompocs! s Bonpocs! Ha
OpraHu3yeT JIOKYMEHTUPOBAHUS YCTHOTO 3auere 1-8, 15-
JIOKyMEHTHPOBAHUE | YIIPABIEHUECKOM AEATENbHOCTU | (IIMCBMEHHOIO) 23
yIpaBIeHYECKON M KaJpoBOTO  3JIEKTPOHHOIO | OIpoca IO TEME,
JIEATEIIbHOCTH B JIOKyMEHT0000pOTa paszeny.
OpraHu3aIuu Pedepar, acce
2 | UIIK-2.2. - Ymeer IIPUMEHATH | Bormpoce! mis Bonpocs! Ha
NPUMEHSIET MH(POPMAIIIOHHbIE CHCTEMBI B YCTHOTO 3ayere 8-14,
UH(OpPMAIIOHHBIE | YIIPABJIEHYECKONW JESATENIbHOCTH | (IMChbMEHHOIO) 24-38
CHCTEMBI B B OpraHu3aLuy, METOJIbI | OIpoca Io TEME,
YIpaBJIEHYECKON OpraHu3anuu AJIEKTPOHHOIO | pas3zeny. AHaIN3
JIeSTEIbHOCTH B JOKYMEHTOOO0OpOTa B KaJpOBOM | MpaKTUYECKUX
OpraHu3anuu ciyx0e CUTYaLUH

3HaHPII>i, YMCHHﬁ, HaBBIKOB H (I/IHI/I) OIlbITa OCATCIBHOCTH,

Tumnossie KOHTPOJIBHBIC 3aJlaHUs WM HWHBIC MaTCpualbl, HGO6X0}II/IMLIG JJIs1 OICHKH

XAPaKTCPUIYIOINHUX STallbl

dbopMHUpPOBaHMS KOMIIETEHITUI B MPOIIECCE OCBOSHUS 00Pa30BaTEIIHLHOM MPOTPaMMBbI

Ilepeyens Tem pedeparos (3cce)

ogakrwdE

[TpuHIMITBEI TOCTPOCHUS 0€30yMaKHOM TEXHOIOTHH
[TpuHIIUTIBI DTIEKTPOHHOTO TOKYMEHTO000pOTa B pabOTe KaJAPOBOM CITYKOBI
Knaccudukanus kaapoBbIX JOKYMEHTOB
Knaccudukanus cucrem ynpapieHus JOKyMEHTaMHU B YIPaBICHUH [1€PCOHATIOM
CoBpeMeHHbIE TTOAXOABI K aBTOMATH3AIMH YIIPABIECHUS JOKyMEHTaluen
[Tpobnema npuaaHus IOPHINIECKOTO CTATyCca SJCKTPOHHBIM JOKYMEHTaM




7. Ilpumenenne WHPOPMAITMOHHO-KOMMYHUKATUBHBIX TEXHOJOTHH Kak CpEeICTBO
MOBBIICHHS 3PPEKTUBHOCTH KaJAPOBOTO JOKYMEHTOO000pOTa

8. Baeapenue 3eKTPOHHOTO KaJpOBOTO JTIOKYMEHTOOOOPOTA: PUCKU M BOZMOKHOCTH

9. IlpoGnembl BHEAPEHUS IEKTPOHHOTO KaJIPOBOTO I0OKyMEHTOO00pOTa

10. HOpunuveckas 3HaYMMOCTB HJIEKTPOHHBIX JOKYMEHTOB

11. PesynwpTaThl SKcriepuMeHTa MUHHCTEPCTBA TpyJa U CONMAIBbHOW 3amuThl PD 1o
BHEJIPEHUIO 3JIEKTPOHHBIX IOKYMEHTOB, CBA3aHHBIX C pabOTOM

12. DnekTpoHHBIN GopMaT 3aKIHOUYEHHS TPYIOBOTO JOTOBOpa

13. TpynoBasi KHMKKA: UICTOPHSI U COBPEMEHHOCTD

14. MudopmMannoHHO-KOMMYHUKAIIUOHHBIE TEXHOJIOTUH AJIEKTPOHHOIO
JOKYMEHTAIlMOHHOTO 00ecreueHrs yIpaBIeHUs IepPCOHATIOM

15. BeiGop mporpammuoro oOecrneyeHus [Isi KaapoBoM ciyxObl. Ilpukiamnbie
MPOrpaMMHBIE IPOTYKTHI MO YIPABICHUIO [IEPCOHATIOM

16. TpeGoBaHMs K cUCTEMaM XpPaHEHUS SJIEKTPOHHBIX JTOKYMEHTOB

17. Apromaru3zaius XpaHEHHs 3JIEKTPOHHBIX JTOKYMEHTOB

18. DAeKTpOHHBIN apXUB TOKYMEHTOB IO JIMYHOMY COCTaBY

3adeTHbIe MaTepHaJIbl (BONPOCHI) IS IPOMEKYTOYHOM aTTecTauuu (3a4er)

1. IlonsTHE SJIEKTPOHHBIA  JIOKYMEHT, JOKYMEHTOOOOPOT, pOjib 3JIEKTPOHHOIO
JIOKyMEHTO00O0pOTa B KaJIpOBOM JIEJIONPOU3BOCTBE
TpeboBaHMs K KaJIpOBbIM JOKYMEHTaM B 3JIEKTPOHHOM BHUJIE
[TonsiTHE ¥ CTPYKTYpa KapOBOTO JOKYMEHTO000pOTa
CocTtaB OpraHu3alMOHHON, pacOPSIIUTENILHON KaApOBOM T0KYMEHTALUH.
Buer uHGOpPMAIMOHHO-PACYETHOM U CIIPAaBOYHON KaJAPOBOM TOKYMEHTALUU
CocraB 11aHOBOM, OTUETHO-CTaTUCTUYECKON KaJpOBOM TOKYMEHTALUU
Kanposas cimyx0a: ee nienu, 3a1a9u 1 QyHKITUH.
. HopmatuBHO-1IpaBoBO€ peryanMpoBaHue KaJApOBOIo 3JIEKTPOHHOTO JIOKYMEHTO000poTa
B Poccuiickoit @enepanuun

8. BHeznpeHue KaJIpoBOro 3JIEKTPOHHOIO JIOKYMEHTOOOOpOTa: PHCKH, BO3MOYKHOCTH,
poOJIeMbl BBEICHUS

9. Buapl KagpoBBIX JOKYMEHTOB, O0(OPMIIIEMBIX TOJbKO Ha OyMa)KHOW HOCHTENe, Ha
OyMa)XHOM HOCHTEJE WM AJIEKTPOHHO, TOJIBKO 3JIEKTPOHHO IPHU MCIOJIIB30BAHUM KaJIpOBOTO
3JIEKTPOHHOI'0 IOKYyMEHT0000pOTa

10. TTopsimok BBeIEHUS KaIpOBOTO JIEKTPOHHOTO JIOKYyMEHTOO000pOTa

11. TpeGoBaHHs K COJAEPXKAHUIO JIOKAJHHBIX HOPMATHBHBIX aKTOB paboTojaTens o
BBEJICHUH KaJPOBOr0 3JIEKTPOHHOTO JOKYyMEHTOO00pOTa

12. ApMuHuCTpaTHBHAs OTBETCTBEHHOCTh 32 HapyleHue JIENCTBYIOILETO
3aKOHOJATENbCTBA B pabOTe ¢ KaJpOBBIMU JOKyMeHTaMu PO

13. Buzsl 31eKTpOHHBIX MOANUCEH, UCIONIB3YEMBIX B AJIEKTPOHHOM JOKYMEHTO000pOTE
npu 0(OPMIICHUH Pa3IMUHbIX KaJIpPOBbIX JOKYMEHTOB

14. BeneHue nepBUYHBIX YUETHBIX JJOKYMEHTOB B AJIEKTPOHHOM BH/JIE

15. CopeprxkaHue OCHOBHBIX Pa3fesioB JMUHOW KapTouku (popma NeT-2) m mpaBuma ee
3ar0JIHEHUS

16. TMopsmok oopmieHHs JOKYMEHTOB IIPH ITpHEME Ha padoTy

17. Tlopsinok oopmieHus: JOKYMEHTOB IIPH MIEPeBOIe paOOTHUKA

18. Tlopsimoxk  odopmileHHs]  JOKYMEHTOB IO  MPEJOCTaBICHUIO  OTIYCKOB M
KOMaHAMPOBaHUIO COTPYJHUKOB OPraHU3alUN

19. Topsmok odopMiIeHUsT pacTOPKEHHS TPYAOBOTO TOTOBOPA

20. Tlopsaok MOArOTOBKM MPUKA30B MO JUYHOMY COCTaBY

21. TpeGoBaHUS K 3aIOJTHEHUIO TPYIOBON KHIKKA

22. Tlopsaok BHECEHUS U3MEHEHUN U UCIIPABICHUN B TPYJOBYIO KHHKKY

23. OpraHu3anus ydeTa TPYAOBBIX KHIDKEK B OpraHU3aIHN

24. HopmaTHBHO-TIPaBOBOE PETYIUPOBAHHE AIIEKTPOHHBIX TPYAOBBIX KHIKEK

Noook~whPE



25. Otuer B IIOP «CBemeHuss o TpPyIOBOM MEATENBHOCTH PaOOTHUKOBY: IOPAIOK
COCTaBJICHUS, CPOKHU NOJjauH, aAMUHUCTPATUBHAsI OTBETCTBEHHOCTb 3a HENPEACTaBIECHUE

26. HopmaTuBHO-TIpaBOBOE pETYJIUPOBAHHE WCIOIb30BAHUS DJICKTPOHHBIX JIUCTKOB
HETPY10CIIOCOOHOCTH

27. Cpoku Ha3HA4YeHUs, BBIIATHl M TMOPSAJOK pacyera IMOCOOUS IO BPEMEHHOM
HETPY0CIOCOOHOCTH

28. BzaumopeiictBue ¢ padoronarenem ¢ ®CC PO no mpeacTaBiIeHUIO CBEIECHUH A
BBINJIATHI TOCOOMS 10 BPEMEHHOW HETPYI0CIIOCOOHOCTH

29. DIeKTPOHHBIHN JIUCTOK HETPYIOCIIOCOOHOCTHU O OEPEMEHHOCTH M POAAM, 110 YXO.Iy 32
00JBbHBIM PEOEHKOM

30. HopmatuBHO-IIpaBOBO€ peryJupoBaHKE TPy1a AUCTAHIIMOHHBIX PAOOTHUKOB

31. OcoOGeHHOCTH B3aUMOICUCTBUS JUCTAHIIMOHHOTO PAOOTHUKA M pabOTOIaTeIs

32. OcobGenHocTH  0oGOpMIIEHUS  KAApPOBBIX  JOKYMEHTOB €  JAMCTaHIMOHHBIMU
paboTHUKAMU

33. Ilopsnoxk BBeAeHHS AMCTAHIMOHHOIO TpyJda JUuid JEeUCTBYIOIIUMX pPaOOTHUKOB.
Bpemennsliii nepeBoa pabOTHHKA HA JUCTAHIIMOHHYIO paboTy MO MHUIMATHBE paboTomaTelns B
UCKJTFOUUTENIbHBIX CITydasx

34. OO6paboTka nepcoHaIbHBIX JAHHBIX PAOOTHUKOB B KaJIpOBOH CIiTy>k0e: HOpMaTHBHO-
IIPaBOBOE PErYJIMPOBAHUE U IPAKTUYECKOE IIPUMEHEHUE

35. TexHudeckoe W TMPOrpaMMHOE OOecreueHHe CHUCTEMBI KaJpOBOTO 3JIEKTPOHHOTO
JIOKYMEHTO0000poTa

36. TpeboBanus Kk WHDOPMANMOHHBIM  CHCTEMaM  KaJpPOBOTO  JJIEKTPOHHOTO
JIOKYMEHTO0000poTa

37. OO0mue NPUHIUIBI XPAaHEHUS JIEKTPOHHBIX JOKYMEHTOB

38. 3ammra nHGOpMAaLIUK B KaJPOBOM 3JIEKTPOHHOM JOKYMEHTOO00pOTE

Kpurtepuu oneHnBaHus pe3yJibTaTOB 00y4eHUsI

IToporu oneHok BapuanTsl napameTpoB
BBICTABIISICTCSl CTYJICHTY, €CJIM CTYJICHTOM JIaH MOJIHBIA, pa3BEPHYTHIN OTBET
3a4TEHO Ha IIOCTaBJICHHBIN BOIPOC, [IOKA3aHO YMEHUE OIUCATh U UHTEPIIPETUPOBATH

CUTYAIMIO WM COBOKYITHOCTh ()aKTOB, OOHAPYKUTh UX CBSA3H, 3aBUCUMOCTH
n T.0. OTBET Y4EeTKO CTPYKTYpUPOBAaH, JOTMYEH, U3JIOKEH JMTEPATYPHBIM
SI3BIKOM C HCIOJIb30BAaHHUEM COBPEMEHHOW TEPMHUHOJIOTHH. MOTyT OBbITh
JIOMYIIEHbI 2—3 HETOYHOCTH MM HE3HAUYUTENIbHbIE OUIMOKHU, UCTIPaBICHHbIE
00yYaronmmMcsi ¢ TOMOIIbIO IPETo/IaBaTelsl.

BBICTABIISIETCSI MIPU HECOOTBETCTBMM OTBETA 3aJaHHOMY BOIIPOCY, OTBET
HE 3a4TE€HO MIPEACTABISIET COOON pa3pO3HEHHBIE 3HAHUSI C CYIIECTBEHHBIMU OITMOKaMU
o Bompocy. [IpucyTcTByIoT hparMeHTapHOCTh, HETOTUYHOCTD U3JI0KEHUSI.
OTCYTCTBYIOT BbIBOABI, KOHKPECTHU3alWA W OOKa3aTCJIIbHOCTH M3JIOKCHUA.
JlononHUTENbHBIE M YTOUHSIOLIME BOMPOCHI IPENoAaBaTelis He MPUBOAST K
KOPPEKIIMHU OTBETa 00yYaroIIerocs.

OueHOUHbIE CpEACTBA I HMHBAJIUIOB W JUI C OTPAHMYECHHBIMU BO3MOKHOCTSIMHU
3I0POBBSI BEIOMPAIOTCS C YUYETOM MX WHIWBHUIYATBHBIX TICUXO(PH3NIECKUX OCOOEHHOCTEH.

— MMPY HEOOXOTUMOCTH UHBAJIA/IAM | JIUIIAM C OTPAaHMYEHHBIMU BO3MOKHOCTSIMH 3JI0POBbSI
MPEIOCTABIIACTCS JOTOJIHUTEILHOE BpEMSI IS MOJATOTOBKU OTBETA HA SK3aMEHE;

— IPU MPOBEICHUU MPOLECTYPHI OLICHUBAHUS PE3YIbTATOB O0yUEHUs HHBAIUOB U JIUIL C
OTPaHUYEHHBIMU BO3MOYKHOCTSIMHU 30POBbS MPEyCMATPUBAETCS UCIIOJIB30BAHUE TEXHUYECKUX
CPEICTB, HEOOXOAUMBIX UM B CBS3H C UX MHJIMBUIYaTbHBIMA OCOOEHHOCTSIMHU;

— TIPH HEOOXOAMMOCTH JJIsl 00YJAIOIIUXCS C OTPAHHUEHHBIMH BO3MOXKHOCTSIMHU 3I0POBbSI
W UWHBaJUIOB IIpOLeypa OILICHUBAHUS pE3ylbTaTOB OOYYEHHUS 1O JUCIHUILUIUHE MOKET
MPOBOJUTHCS B HECKOJIBKO ATAIOB.

[Iponienypa olnieHMBaHUsI PE3yJIHTATOB OOyUYEHUS MHBATUIOB M JIUI[ C OTPAHUUYECHHBIMHU
BO3MOXXHOCTSIMU 37I0POBbSl MO AUCHMUILTMHE (MOAYNIO) MpeaycMaTpUBaeT MpPelOoCTaBlICHUE




uHpopmanuu B (opMmax, aJANTHPOBAHHBIX K OTPAHUYCHUSM HUX 3/0POBbSI M BOCHPUATHUS
uHpOpMaLUu:

JUist U1 ¢ HApyIIEHUSIMH 3PEHHSL:

— B [1€4aTHOW (hopMe YBEIMYCHHBIM HIPUDTOM,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

JUiist JIU1 ¢ HApYIICHUSIMH CITyXa:

— B IIeYaTHOM opme,

— B (popMe 3JIEKTPOHHOTO IOKYMEHTA.

J1J1st JIT ¢ HApYIICHUSIMH OTIOPHO-JIBUTATEIBHOTO arapara:

— B IIeYaTHOM ¢opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

JlaHHBIN TIepeYeHb MOXET OBbITh KOHKPETH3HPOBAH B 3aBUCHMOCTH OT KOHTHHI€HTA
o0yyarouuxcsi.

5. IlepeyeHb y4eOHOIl JTUTEPATYPbI, HHPOPMALMOHHBIX PECYPCOB M TEXHOJIOT Uil

5.1. YueOHas 1uTepatypa

1. XKnanosa FO.A., Jlanckas J[.B. Teopus u MpakTHKa peryJsspHOrO KagpOBOrO0 MEHEIKMEHTA B
YCIOBHSX MU(POBH3AIMH IIPH TIEPEX0ie Ha JICKTPOHHBIC TOKYMEHTBI M ayIUT TPYIAOBBIX OTHOIICHHIA.
VYuebnuk. [Tog pen. B.B. Epmonenko. r. Kpacaomap. 2023. — 342 c.

2. Jlanckas J1.B., Cenusanosa E.I1. HopMaTHBHO-METOUYECKOE 0OCCIICUCHHE AIICKTPOHHOIO
nokyMmeHToobopora. Yueonuk. ITox pen. B.B. Epmonenko. r. Kpacnonmap. 2023. — 188 c.

3. Aobymamze, /1. I'. JlokyMeHTalMOHHOE O0ECIICUCHUE YITPABIICHHS IEPCOHATIOM: YIEeOHUK
U nipakThKyM 11 By30B / J1. I'. AGynamze, U. b. Bempspkkuna, B. M. Macnosa. — 2-e u3j., mepepao.
u gon. — Mocksa: M3garensctBo KOpaiit, 2023. — 370 c. — (Briciee o6pazoBanue). — ISBN 978-5-
534-14486-4. — Texct: osnektpoHHbli // OOpazoBarenbHas minatrgopma FOpait [caiit]. —
URL.: https://urait.ru/bcode/511693

4. Noponuna, JI. A. OpraHuzanus U TEXHOJOTHS JOKYMEHTALMOHHOTO O0OecreyeHHs
yhpaBieHus: y4eOHUK U TpakTukyMm Ui By3oB / JI. A. Jloponuna, B. C. Uputukosa. — 2-¢ u3n.,
nepepad. u gomn. — MockBa: M3garenscrBo FOpaiit, 2023. — 270 c¢. — (Briciiee oOpazoBaHue). —
ISBN 978-5-534-16016-1. — Tekcr: anekrponnslii // O6pazoBarenbhas miardopma FOpaiir [caiir]. —
URL.: https://urait.ru/bcode/530251

5. ITaBnosckas, O. 10. IIpaBoBoe obecniedeHne KaipoOBOTO AEIOMPOU3BOJICTBA: YUeOHOE
nocooue s By30B / O. 1O. TlaBioBckas. — Mocksa: M3marensctBo FOpaiit, 2023. — 213 c. —
(Bricmiee oopazoBanue). — ISBN 978-5-534-11565-9. — Tekcrt: anexkTponHslii / O6pa3oBarenbHas
wiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/518436

6. Kysuenos, M. H. JlokymeHTanMOHHOE oOOECHEeYeHHEe YIIPABICHUS MEPCOHAIOM:
y4eOHUK M MPAKTHUKYM Ui cpeaHero npodeccuoHanbHoro oopazopanus / U. H. Ky3zneros. —
2-e u3]1., nepepad. u gom. — Mocksa: M3natensctBo FOpaiit, 2023. — 393 c. — (IIpodeccuonansHoe
obpazoBanme). — ISBN 978-5-534-16749-8. — Tekcr: osnextpoHHbI // OOpa3oBarenbHas
wiatdopma Opaiit [caiit]. — URL: https://urait.ru/bcode/530256

7. lllysanosa, H. H. Opranuzanust 1 TEXHOJOTHS JTOKYMEHTAIIMOHHOTO O00eCTeUeHUs
yrpaBieHus: yueOHUK 1 mpakTukyMm it By3oB / H. H. IllyBamoBa. — 3-e u3f., nmepepad. u 011, —
Mockga: UznatenscrBo FOpaiit, 2023. — 247 c. — (Beicmee o6pazoBanue). — ISBN 978-5-534-
16537-1. — Tekct: anektponnbiii // OOpa3oBatenbHas miatdopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/531239

5.2. llepuoanyeckasi JuTepaTypa

1. XKypuan «Ynpasnenue mepconaaom» http://www.top-personal.ru

2. Xypnan «Pabora ¢ nepconanom» http://www.hr-journal.ru

3. Kypnuan «Kagposuk» panor.ru/journals/kadrovik

4. Dnexrponnas oudmnoreka GREBENNIKON.RU https://grebennikon.ru/

5. XKypnan «O0pa3zoBarenbHbIe TEXHOIOTHI

https://elibrary.ru/contents.asp?id=37347690

[TevaTtHble mepuoaMUEcKHe HW3/AaHHA BXOIAT B «llepedeHb MeYaTHBIX MEPHOTUYECKUX
U3JIaHui, XpaHsALIXCcs B donne Hayunoii O6ubInoTeKU Ky6I'V»
https://www.kubsu.ru/ru/node/15554, W/WIM  DIIGKTPOHHBIE TEPHOJUYECKHE W3JaHUs, C
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yKa3aHWEM ajpeca caiTa 3JCKTPOHHON BEPCHH KypHajia, U3 0a3 JaHHBIX, JTOCTYI K KOTOPBIM
nmeet KyoI'Y:

1. Bassl mannbix komnaauu «MUBUCy https://eivis.ru/

2. Dnexrponnas 6ubmmoreka GREBENNIKON.RU https://grebennikon.ru/

5.3. UHTepHeT-pecypchbl, B TOM 4YHCJe COBpeMeHHble TpodeccHOHATbHBIE 0a3bl
JAHHBIX U HHGOPMALMOHHBbIE CIIPABOYHBIE CHCTEMbI

DnekTpoHHO-O0ubroTeunbie cuctemsbl (DBC):

1. O6pasoBarenshas mwiardopma «FOPAUT» https://urait.ru/

2. 9BC «YHUBEPCUTETCKA I BUBJIMOTEKA OHJIAMH» http://www.biblioclub.ru/

3. OBC «BOOK.ru» https://www.book.ru

4. 9BC «ZNANIUM.COM» www.znanium.com

5. 9BC «JIAHb» https://e.lanbook.com

IIpodeccnonanbHbie 6a3bl JAHHBIX

1. BupryanpHblii unTanibHbIA 3a71 Poccuiickoit rocymapctBenHoi Oumbmmorexku (PI'B)
https://1diss.rsl.ru/;

2. Xypnan «Ycnexu pusnuecknx Hayk» (yiekTponHas Bepcus) https://ufn.ru/;

3. MHAH. [TonHOoTEKCTOBAS KOJUIEKLUS MaTeMaTHYECKUX KypHAJIOB
http://www.mathnet.ru/;
4. Kypnan «KBaHTOBas JJIEKTPOHUKA» (3meKTpOHHAas BEpCHsl)

https://quantumelectron.lebedev.ru/arhiv/

5. Hayunas snekrponnas oubmuoreka eLIBRARY.RU (HDB) http://www.elibrary.ru/;

6. HarmonanpHas a5ekTpoHHas oubdanoreka https://rusneb.ru/;

7. lpesunenrckas oubnmorexka um. b.H. Expumna https://www.prlib.ru/;

8. BJ] CSD-Enterpris KemOpumkckoro nentpa kpucramiorpapudeckux naanueix (CCDC)
https://www.ccdc.cam.ac.uk/structures/;

9. Bl xypHaioB Mo pa3iauuHbIM oTpacisiM 3Hanuii Wiley Journals Database
https://onlinelibrary.wiley.com/;

10. BT eBook Collection (SAGE) — https://sk.sagepub.com/books/discipline;

11. TlonHOoTekcTOBas KOJUJIEKIUS >KYpPHAJIOB KOMIIAHUM AMEPUKAHCKOro (hpU3M4ECKOro
obmectBa American Physical Society (APS) https://journals.aps.org/about;

12. b1 marentroro moucka Orbit Premium edition (Questel) https://www.orbit.com/;

13.  Pecypcer  Springer Nature (kypuanel, xuuru): https:/link.springer.com/
https://www.nature.com/ https://experiments.springernature.com/sources/springer-protocols
http://materials.springer.com/

14. ApxuBbl HayyHBIX XypHaJloB Ha Poccuiickoil mnaTdopMe HayuyHBIX »KYpHaJIOB
HOUMKOH http://archive.neicon.ruf/;

15. VYuuBepcuterckas wuHpopmaruonnas cuctema POCCHUSA (YUC Poccus)
http://uisrussia.msu.ru/;

16.  "Jlekropuym  TB" -  Buzaeonekuuum  Beoymux — JekTopoB  Poccun
http://www.lektorium.tv/;

17. BJI SciFindern (CAS) (onnaitH-cepBuC 1151 TOMCKa WH(POpMAIK B 00J1aCTH XHUMUH,
OMOXUMUH, XUMHUYECKON WHKEHEPUH, MAaTePUAIOBEACHHSI, HAHOTEXHOJIOTUH, (PU3UKH, TEOJIOTHH,
MeTaLTypruu u ap.) https://scifinder-n.cas.org/;

18. Freedom Collection — momHOTEKCcTOBas KOJUIEKIHUS AJICKTPOHHBIX JKYypHAJOB IO
pasIMYHBIM OTpaciIsIM 3HaHU# n3gatenscra Elsevier https://www.sciencedirect.com/;

19. BJl Academic Reference (CNKI) (emunas mouckoBas miaTdopma 1o
Hay4dHOHCcaenaoBarenbckuM — paboram KHP. Tematmka  TOKpeIBa€T BCE  OCHOBHBIC
TUCIUILIMHAPHBIE o0nacTty https://ar.cnki.net/ ACADREF.

NHpopmannoHHbIE CIPABOYHbIE CHCTEMBI

1. Koncynbrant Ilnroc - cipaBouHas mpaBoBasi cucteMa (JOCTYII 1O JIOKAJLHOW CEeTH ¢
KOMIIBIOTEPOB OMOIMOTEKH )

Pecypcbl cBOOOAHOTO JO0CTYNA

1. KubepJlenunka http://cyberleninka.ru/;
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2. AmepukaHckas mareHTHas 0a3a qannbix http://www.uspto.gov/patft/

3. MuHnuctepcTBO HaykKu U BbIcmiero oOpaszoBanmsi Poccuiickoit ®Denepanun
https://www.minobrnauki.gov.ru/;

4. ®enepanbubiii moptan "Poccuiickoe oopazosanue” http://www.edu.ru/;

5. Enmunas xomekuus IUQPOBBIX o0Opa3oBaTesnbHBIX pecypcoB  http://school-
collection.edu.ru/

6. IIpoext I'ocymapcTBeHHOro HWHCTHTyTa pycckoro s3bika umenn A.C. Ilymkuna
"O6pasoBanue Ha pycckom" https://pushkininstitute.ru/;

7. CripaBouHO-HH(POpPMAIIMOHHBIH opTan "Pycckuit s3pik" http://gramota.ru/;

8. Ciry)x0a TeMaTHYECKMX TOJIKOBBIX ciioBapeit http://www.glossary.ru/;

9. CnoBapwu u sHIMKIONe AU hitp://dic.academic.ru/;

10. O6pazoBarenbHbIii opran "Yuebda" http://www.ucheba.com/.

CoOcTBeHHBbIE JJIEKTPOHHBIE O0Opa3oBaTe/ibHble W HH(OPMAIMOHHBIE PeCcypChl

KyoI'Y

1. DNEeKTPOHHBIN KaTaJjor Hayunoii OnOIMOTEKH KyoI'y
http://megapro.kubsu.ru/MegaPro/\Web

2. OneKTpoHHas 6ubnuoreka TPYZOB YUYEHBIX Kyol'y
http://megapro.kubsu.ru/MegaPro/UserEntry?Action=ToDb&idb=6

3. OrtkpelTas  cpeaa  MOAYJIbHOrO  JAWHaMu4yeckoro  oOyuenuss  KyoI'Y

https://openedu.kubsu.ru/

4. ba3za yu4eOHBIX TIUIAHOB, Y4Y€OHO-METOJUYECKMX KOMILJICKCOB, MyOJUKalMi u
koHpepenmmii http://infoneeds.kubsu.ru/

5. DnexTpoHHbIi apxuB 1okymeHToB KyoI'VY http://docspace.kubsu.ru/

6. MeToanyeckue yKazaHus JJs1 00y4al0IMXCs 10 OCBOEHU IO THCHMIIJIMHBI (MOLYJIs1)

OcBoeHHE AMCHMIUIUHBI TPEIyCMAaTPUBACT MPOCIYLUIMBAHUE JIEKUUNA M MPOBEICHUE
IPAKTUYECKUX PadoT.

J11 riry60KOro U3y4eHus: AUCHUILTUHBI HACTOATEIHbHO PEKOMEH TyeTCS:

— CHCTEMAaTHYECKH TOTOBUTHCS K IPAKTHUYECKUM 3aHATHSIM IO y4EOHBIM TOCOOHSIM,
HAyYHBIM CTaThsIM B )KypHaJlaX, a TaKKe C UCTIOIb30BaHUEM pecypcoB MHTepHET;

— CBOEBPEMEHHO BBITIOJIHATH MPAKTHUYECKHUE 3aJaHHS, TOTOBUTH pedepaTsl H ICCe.

CamocrosarenbHas paboTa CTyAE€HTa - OAMH W3 BaXXHEWIIMX 3TalloB B IOATOTOBKE
crienanuctoB. OHa MPUOOIIAET CTYIEHTOB K HCCIE0BATENBCKON paboTe, 00oraiaeT OnbITOM 1
3HAHUSIMH, HEOOXOIMMBIMH 7Sl JAIbHEHIIIET0 MX CTAHOBIIEHUS KaK CIEIHAMCTOB, MPUBUBAET
HaBBIKHA PA0OTHI C INTEPATYPOH, CTATHCTUIECKUMH JTAHHBIMH.

Ilenbp camocTosITENBHOM pPAabOTHI - CHCTEMAaTHU3allvs, 3aKpeIUIeHHE U pacHIUpeHue
TEOPETUYECKUX W MPAKTHYECKUX 3HAHWH C WCIOIH30BAHWEM COBPEMEHHBIX WH(POPMAIMOHHBIX
TEXHOJOTHI U JTUTEepaTypPHBIX UCTOYHHUKOB. J[J11 pa3BUTHsI HABBHIKOB CaMOCTOSITENBHON pabOThI
CTYACHTAaMH BO BpEMsI CaMOCTOSITENIbHOW paOOTHI BBIONHSIOTCS pedeparsl, dcce, TOManIHue
3aJaHusl 10 MOUCKY B MHTepHeTe MH(OpMalMKM Ha 3aJaHHYI0 HAy4YHYI TeMy U IHOJTrOTOBKE
JIOKJIaja.

Pedepar umm scce TOTOBATCS CTYIEHTOM CaMOCTOSITEIbHO, B HHUX 00O0OIIAIOTCS
TEOPETUYECKHE MaTephallbl 10 WCCICIyeMOW TeMe C HCIOJIb30BaHHEM MAaTepHajioB W3
CIEIUAlbHOM  JIUTepaTypbl, HOPMATHUBHO-TIPABOBBIX JOKYMEHTOB, CTaHIAPTU3HPYIOMINX
paccmatpuBaeMyio chepy. B comepxanuu paboT g0mKeH OBITh COOCTBEHHBIM aHaIu3 |
KPUTUYECKHH TMOJIXOJ K pelIeHUI0 MpoOieMbl IO BBIOpAaHHOM TeMe HCCIe0BaHUs,
MOJIKPETICHHBI CTAaTUCTHYECKUMH JaHHBIMH W KOPIOPATUBHOW OTYETHOCTHIO HM3BECTHBIX
Koproparuii. MaTtepuaiibl JTOJKHBI OBITh H3JIOKEHBI Ha BBICOKOM TEOPETHYECKOM YPOBHE, C
NPUMEHEHHEM CTaTHYECKUX JaHHBIX U IPHUMEPOB.

CryneHTaM peKOMEHAYEeTCS HEeNpephIBHO MPOBOJAUTH HAyYHbIE HCCIIEJOBAHUS O]
PYKOBOJICTBOM Iperno iaBares kKadeapsl o n30paHHON TeMe U TOTOBUTH COOOIICHHSI HAa HAyYHbIE
KOH(pepeHIMH, cTaTbil B COOPHUK MOJIO/IBIX HUCCIIeIoBaTeIel U HayUHbIe Ky PHAIbI.

OOy4eHne CTyIEeHTOB C OrpaHMYEHHBIMH BO3MOXKHOCTSIMU OPT@HU3YETCSI B COOTBETCTBHUH
¢ TpeboBaHUSIMU «MeTOIMUYEeCKUX PEKOMEH AN [0 OpraHu3aluu 00pa3oBaTeILHOIO Mpolecca
JUisi  OO0y4eHHMs] HHBAIUAOB U JIMI C OrPAaHUYCHHBIMH BO3MOXKHOCTSMHU 3JI0pOBbS B
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00pa30BaTeNbHBIX OpraHU3alUAX BBICIIETO MPO(EecCHOHATLHOTO 00pa30BaHU) OT «8» ampens
2014 r.

B ocBoeHWU NUCIUIUIMHBI WHBATUAAMH U JUIAMHU C OTPAaHUYCHHBIMA BO3MOKHOCTSIMH
3I0POBBSl OOJIBIIIOE 3HAYCHUE HMMEET WHIAMBUIyaJlbHas yudeOHass pabora (KOHCYJIbTAMHM) —
JIOTIOJTHUTEIILHOE pa3bsICHEHNE Y4eOHOr0 MaTepuara.

WupuBuayanbHble KOHCYJBTAIIMM IO TPEIMETY SBISIOTCS BaXHBIM  (PaKTOPOM,
CIOCOOCTBYIOIUM HHJIMBUYaTU3alM O0yUEHUS U YCTAHOBJICHHUIO BOCITUTATEILHOTO KOHTAKTa
MEXIy IMpernojaBaTelieM W OOYYaroIUMCS WHBAJIMIOM WM JIMIIOM C OrpaHUYCHHBIMHU
BO3MOYKHOCTSIMH 3JI0POBbSI.

7. MaTepuajibHO-TEXHHYECKOe oDecriedeHne Mo JUCHUIIHHE (MOIYJTI0)
I[To BceM BumaM y4eOHOW JEATEIBPHOCTH B paMKaxX JIUCHUIUIMHBI HMCIOJIB3YIOTCS

ayJIMTOpUH, KaOMHETHI U JIA0OPATOPUH, OCHAIEHHBIE HEOOXOTUMBIM CHEIUATU3UPOBAHHBIM U
71a00paTOPHBIM 000PYIOBAHUEM.

HaunmenoBanue crienyanbHbIX OcHaIieHHOCTh [Iepeuenn
HOMEICHU I CIeIUATbHBIX TIOMELICHUH JMLEH3HOHHOTO
POrpaMMHOTO
o0ecrnieueHust
VueOHbIe ayIUTOPHU st | MeOenb: yueonas meoens | Microsoft Office: Word;
npoBejieHHs1 3aHATHH JekunoHHoro | Texnuueckue — cpencra | Excel; PowerPoint.
THIIA 0o0y4eHus: JKpaH,
IPOEKTOP, KOMIIBIOTEP
VueOHbIe ayIUTOPHU st | MeOenb: yueonas meoens | Microsoft Office: Word;
npoBejieHHs1 3aHATHI cemuHapckoro | Texnuueckue — cpencra | Excel; PowerPoint.
THIIA, IPYIIIOBBIX U | 00yueHHUs: JKpaH,
WHIUBUIYATbHBIX — KOHCYJBTAIUH, | IPOEKTOP, KOMITBIOTEP
TEKYIIEero KOHTPOJIS u
IPOMEKYTOYHOU aTTeCTAIlN
JInst  caMOCTOSITeNbHOW — PabOThl  OOyYaroIIUXCsl  MPEAYCMOTPEHBI  ITOMEIICHHS,

YKOMILJICKTOBAHHBIC CHCHI/IaJ'H/IBI/II)OBaHHOI\/’I MC6€HBIO, OCHAIIICHHBIC KOMHBIOTGpHOfI TEXHUKOU C
BO3MOXXHOCTBIO MOAKIIOUEHUS K ceTu «HTepHeT» U obecrneueHueM JocTyna B JIEKTPOHHYIO
nH(OpMaIIMOHHO-00Pa30BaTEIBHYIO CPEly YHUBEPCUTETA.

HaumenoBanue OcHalleHHOCTh MOMEIIEHUHN AJI1 CAMOCTOSTENbHOM ITepeuenn
MMOMEILICHUN IS paboTHI O0YJAFOIIHXCS JIMLIEH3UOHHOTO
CaMOCTOSITENTbHOU MPOrPaMMHOTO
paboTsl obecrieueHus
o0yJaronuxcs
[Momemnenne st | MeGenb: yueOHast MeOenb Microsoft
CaMOCTOSITENTbHOU Kommnekr CHENMAIN3UPOBAHHON mebenu: | Office:  Word;
paboThI KOMITBFOTEPHBIE CTOJIBI Excel,
o0yJaromuxcst OOopynoBaHue:  KOMIbIOTEpHas ~ TexHuka ¢ | PowerPoint.
(unTanbHBIN 31 | MOAKIFOYEHUEM K UH(POPMALIMOHHO-
Hayunou KOMMYHHUKAIIMOHHOU ceTH «MHTEpHET» U OCTYIIOM
OMOINOTEKN) B JIEKTPOHHYIO HH(POPMAITHOHHO-00pa30BaTEIHHYIO
cpeny oOpa3oBaTebHON OpraHu3aluy, Be0-KaMephl,
KOMMYHHKAITHOHHOE o0opyoBaHue,
obecrieunBaroniee JOCTYIl K CETH  HMHTEPHET
(mpoBomHOE  coenMHEHHME U OecHpoBOJHOE
coenuHenue 1o texnoaoruu Wi-Fi)




ITomemmenue
CaMOCTOSITEIILHOU
paboThI

IS

Mebenb: yueOHas meOenn

Kommiekr CrieMaIn3upOBaHHOM MeOenu:
KOMITBIOTEPHBIC CTOJIBI

OOopynoBaHue:  KOMIBIOTEpHAas ~ TEXHHKA  C
HOAKJIFOYCHHEM K uH(pOpMaIMOHHO-
KOMMYHHUKAIIMOHHOU ceTr «/IHTepHeT» H JT0CTYIOM
B 3JICKTPOHHYIO HH(POPMALIMOHHO-00pa30BaTEIBbHYIO
cpemy oOpa3oBaTebHON OpraHu3alii, BeO-KaMephl,
KOMMYHHUKAIIHOHHOE o0opynoBaHue,
obecrieunBaromiee JOCTYIl K CETH  HMHTEPHET
(MpoBOIHOE ~ COCIMHEHWE U OECIPOBOAHOE
coenuHenue 1o rexnojaoruu Wi-Fi)

Microsoft
Office: Word;
Excel;
PowerPoint.




