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1 Hesn u 3axa4y N3y4eHUs JUCHUUILIMHBI (MOLYJI51)

1.1 Ilean ocBOeHUSI TUCHHUILIMHBI

OCHOBHOM LIETBIO JUCHUIUIMHEI SBIAETCS (HOpMUpOBaHHE KOMIIETCHIIMN, HAIIPABICHHBIX
Ha OCBOCHME CTYJEHTaMU IIPABUJI PabOTHI C JIEKTPOHHBIMH TIOKYyMEHTaMU B cepe yrnpaBieHUs
NEPCOHAIIOM, U HAaBBIKOB Pa0OTHI B CHCTEMax 3JIEKTPOHHOTIO JOKYMEHTOOOOpoTa B 001acTu
KaJpOoBOM pabOTHI.

Llenu AUCHUNINHGL:

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

— MpuOoOpeTeHne 3HAaHUK O JOKYMEHTAlMOHHOM 00eCIIeUeHUH YIPABJICHUS TIEPCOHAIIOM,
CTPYKTYpe ¥ (DyHKIIMOHAJIBHBIX BO3MOKHOCTSIX KaJpOBOIO 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa B
COBPEMEHHBIX OpraHMU3aLUIX;

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

1.2 3agaun AUCHMILINHbBI

— W3yYUTh HOPMATHUBHYIO OCHOBY paOOTBI C 3JCKTPOHHBIMH JOKYMEHTaMHU B cdepe
KaJpOBOI paboThI;

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

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

— HAYYHWTBCS OPraHU30BBIBATH Pa0OTy C DIICKTPOHHBIMH 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 Juctmmmusasl (MOmynu) dYacTH, (GOpPMHPYEMOW YYaCTHHKaMH OOpa3oBaTEIbHBIX
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, 6a3upyeTcst Ha 3HAaHUSAX, YMEHUSIX U HABBIKAX, TOJYYEHHBIX HA IEPBOM
Kypce NoAroToBKu. JuciunianHa odecneunBaeT GOpMUpOBaHHE 3HAHUI U HABBIKOB CTYJ/IEHTOB B
cdepe UCIOoIb30BaHUS AIEKTPOHHBIX KaJIPOBBIX JOKYMEHTOB M BHEJPEHMSI CUCTEMBI KaJIpOBOTO
AIIEKTPOHHOTO IOKYMEHTO00O0POTA.

B cBowo odepenp oHa o0ecmeyMBaeT = U3yYEHHE  CIEAYIOIUX  AUCLUIUINH:
«MHbopMaIMOHHO-T0KYMEHTAIIMOHHOE O0ecledeHrne TPYIOBBIX OTHOIIEHHI», «DIEKTPOHHbIE
apXuBbl W apXWUBHBIM ayTcopcuHr», «LludpoBble TexHOIOTMM B JIOKYMEHTOBEJIEHUU 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 TPEOOBaHUSIMHU, MPEAbIBICHHBIMU C TPEOOBAHUSIMU

dI'0C BO.

1.4 IlepedyeHb MJIAHMPYyeMbIX Pe3yJbTATOB O0Oy4YeHHsl IO JAMCHMILIMHE (MOAYJI0),
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 HaBBbIKAMU OpraHu3aluu
JIOKYMEHTUPOBAHUS YIPABIECHYECKOU NESTEINBHOCTH,
0 OopMIICHHUS INEKTPOHHBIX KaJIPOBBIX IOKYMEHTOB

HIIK-2.2. — MPUMEHSIET 3Haer nH(pOpMaIMOHHBIC CHCTEMBI B
nH()OpPMAIMOHHBIC CHUCTEMBI B | YIPaBJICHUYECKOW JIESITEIIBHOCTH B OpraHU3allvu,
yOpaBICHYECKOH  AESITENbHOCTH B | METO/BI yIPaBIEHUS KaJIpoBOi paboTOl OpraHu3ainuu
OpraHu3aluu Ha 0ase WCIOJIH30BAHUS MPHUHIUIIOB M TEXHOJIOTHI

QJICKTPOHHOI'O ,[[OKYMGHTOO60p0Ta

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

METO/IbI OpraHu3aluu 3JIEKTPOHHOTO
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

Pe3ynbpTarel 00y4eHMs] MO NHUCUUIUIMHE JOCTHTAIOTCS B PaMKaxX OCYIIECTBIEHHUS BCEX
BUJIOB KOHTaKTHOM U CAMOCTOSATENIbHOM pabOoThl 00yUYaIOIIMXCS B COOTBETCTBUHU C YTBEPKAEHHBIM
y4€OHBIM IJIAHOM.

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



2. CTpyKTypa U conepkaHue TUCHHUIINHBI

2.1 Pacnipeesienre TPYA0EMKOCTH JUCHUILIMHBI IO BHIaM padoT

OO0rmrass TpyaI0EMKOCTh AMCIMILIMHBI COCTaBsleT 3 3a4eTHbIX eauuuiel (108 dacos), ux
pacripeiesieHe 10 BUaM paboT MpeCTaBIeHO B Ta0IUIe

Bunsl pabot Bcero ®opma
9acoB | oOydeHus
OuHast
3 cemectTp
(108
JacoOB)
KonTtakTHasi paboTa, B TOM YHCJIe€: 70,2 70,2
AYIUTOPHBIE 3aHATHS (BCEr0): 68 68
3aHATHUA JIEKIIMOHHOTO THIIA 34 34
71a00paTOPHBIC 3aHATHS
MIPAKTUICCKUE 3aHITUS
CEMHHAPCKHUE 3aHSTH 34 34
HMnasi koHTaKTHAasi padora:
KonTponb camocrositensHoi padotsl (KCP) 2 2
[Tpomexyrounas arrecrarus (MKP) 0,2 0,2
CamocTosiTesibHasi padoTa, B TOM YHCJIE: 37,8 37,8
Pedepat / acce (moaroroBka) 6 6
CaMocTosTeIbHOE U3YUYEeHHE Pa3/Ie/IOB, CAMOIIOATOTOBKA (ITPOpaboTKa 1
IIOBTOPEHHE JICKIIMOHHOIO Marepuajga M Marepuana ydeOHukoB u | 23,8 23,8
y4eOHBIX MOCOOMH, IMOATOTOBKA PAKTHYCSCKUM 3aHATHSIM U T.11.)
[TonroToBka K TeKyIeMy KOHTPOJTO 8 8
KonTpoJs: - -
[ToaroroBka k 3auery/sK3aMeHy - -
Oomas yac. 108 108
TPYAOEMKOCTh B TOM YHCJIe KOHTAKTHas1 padoTa 70,2 70,2
3a4. efl 3 3

2.2 Conepxxanue TUCHUILIAHBI
Pacnipenenenue Bu1oB yueOHOM pabOThI U X TPYIOEMKOCTH O pa3/ienaM JUCHUIIUHBL
Pa3zzensl (TeMbl) AUCHMIUIMHBI, U3y4YaeMble B 3 CEMECTpe (ouHas gpopma obyuenus)

KonmnuecTBo yacos
Bneayn
Ne HanmeHnoBanue pasnienos (Tem) AyTOpHas -
Bcero pabota TOpHast
pabota
J |03 | JIP | CPC
1 [TonsiTHe W pPONB 3IEKTPOHHOTO JOKyMeHTooOopoTa B | 6,8 2 2 2,8
KaJIPOBOM JICJIOTIPOHM3BOICTBE
2. | CocraB 1 BHJIbI KaJIPOBOM JIOKYMEHTALIUU 11 4 4 3
3 HopmaruBHo-nipaBOBO€  perynupoBaHue  Kajaposoro | 12 4 4 4
" | DIEKTPOHHOTO JIOKYMEHTO000pOTa
4 [Topsimok ~ BBemeHHWsT  KagpoBOTO  AJIEKTpoHHOro | 12 4 4 4
" | moKyMeHTo00OopoTa
5 [IpuMeHeHnEe DIEKTPOHHOM MOMNMCH B  KaJpOBOM 6 2 2 2
" | DIEKTPOHHOM JIOKYMEHTO000pOTe
6. | JlokyMEeHTHpOBaHHUE MPOIIECCOB IBMKEHUSI KaIPOB 20 6 6 8
v Benenne w = XpaHeHHE  TPYIOBBIX  KHUIKEK. 12 4 4 4
" | DyeKTpOHHBIE TPYIOBBIE KHIKKH




8 Odopmnenne AJIIEKTPOHHBIX JIMCTKOB 6 2 2 2
" | HETPYAOCITOCOOHOCTH
9 OcoOenHoctr perynupoBaHusi Tpyaa u odopmieHus | 12 4 4 4
" | KaIPOBBIX JIOKYMEHTOB JIMCTAHIIMOHHBIX PAOOTHUKOB
10 | CoBpemeHHbIE TEXHOJIOTHH AIIEKTPOHHOTO 8 2 2 4
JIOKYMEHTAIIMOHHOTO 00ecrieueH sl KapoBOi paboThI
HUTOIO no pazoenam oucyuniumol 1058 | 34 | 34 37,8
KonTpousb camocrositensHol padotel (KCP) 2
ITpomesxyrounas arrectaus (MKP) 0,2
[ToaroroBka K KOHTPOJIO -
OO6111ast TPYA0EMKOCTb IO JTUCIUILIMHE 108

[Tpumeuanue: JI — nekmuu, [13 — mpaktuyeckue 3ansatus / cemuHapsl, JIP — maboparopusie
sansitusi, CPC — camocTosiTenbHast paboTa CTyAeHTa

2.3 Conep:xanue pa3iesioB (TeM) TUCHUTTHHBI
2.3.1 3aHsaTHA JeKINOHHOI0 THIIA

®dopma
Haumenosanue
No Conepsxanue paszaena (TeMbl) TEKYILIEro
paznena (Tembl)
KOHTPOJISI
[TonsTns «IOKYMEHT»,
«JIeIOMIPOU3BOJICTBOY, «TOKYMEHTO000POTY,
«QJIEKTPOHHBIN JTOKYMEHT», «JJIEKTPOHHBIN
[lonsiTHE  ©  poJib| TOKYMEHTOOOOPOT», «ONEeKTPOHHBIN
AJEKTPOHHOTO JOKYMEHTOOOOPOT B  cdepe TPYAOBBIX
1. |gokymeHnToOOOpoTa B| OTHOUIEHUI». TpeOoBaHMs, MPEabIBISIEMbIE P
KaJIpOBOM K odopMIIeHHIO TOKyMeHTOB. CyIIHOCTH U
JIeTIOTIPOU3BOICTBE (GYHKIMH KaJpoBOM JOKyMeHTanuu. Poib
AEKTPOHHOTO JIOKYMEHTO000poTa B
KaJpOBOM Jienonpou3BoJicTBe. Opranuzamus
JIOKYMEHTO000pOTa KaJIPOBOM CITY>KOBI
Hemn U 3aaun KaJIpOBOI0
JIEJIONPOU3BO/ICTBA. Knaccudukanus
KagpoBOoH JoKyMeHTauuu. HopmaTuBHO-
Cocran " BUJIBI| TIPABOBOE  PETYJIUpPOBaHHE  pa3pabOTKH
2. |kagpoBoOM KaJpOBBIX JOKYMEHTOB. OpraHu3allioHHbIE T
TOKYMEHTaIIu! u pacropsIuTeIbHbIE KaJpOBBIE
JOKYMeHTHI. JIluuyHas kapTouka paOOTHHKA
(popma Ne T-2). IloHsATHE HOMEHKIATYPBI
JIeJ1, IOPSJIOK €€ COCTABJICHMUSL.
3akoHOHATENbHBIE AaKThI 00 00sS3aTEIbHOM
JTOKYMEHTHPOBAaHUH nH(pOpMAIIUH.
HopmartuBHO-TIpaBoBasi 6a3a 3JIE€KTPOHHOTO
HopmatuBHO-ipaBoBoE
JOKyMEeHTooOOpoTa B cepe TpyAOBBIX
peryaupoBaHue 9
OTHOIIICHH. OTBETCTBEHHOCTh 3a
3. |kampoBoro P
HapyIICHHUS nopsiika paboThI c
3JIEKTPOHHOTO
JIOKyMEHTaMHU. Konekc 00
JIOKyMEHTOO000pOTa
aJIMUHHUCTPATUBHBIX NpaBoHaApyIIeHusx. O3
oT 27.07.2006 Ne 152-@3 «O nepcoHaIbHbIX
JTAHHBIXY.
[Mopsimox BBEJICHUsI| DTambl BBEICHUS KaJIpOBOTO JJIEKTPOHHOTO
4 |KaApOBOTO JOKYMEHTO000pOTa. JlokanbHbIE 5
" |ameKTpoHHOTO HOpPMAaTHBHBIE  aKThl  paboromarens o
JOKYMEHT0000poTa BBEJICHUU KaJpOBOTO JIEKTPOHHOTO




JIOKYMEHT0000pOTa: TpeboBaHUs K
COINCPKAHUIO W  TOPSAIAKY  NPHHATHS.
OcoOeHHOCTH B3aMMO/ICHCTBHSI paOOTHHKA
paboTomarenss TOCPEICTBOM  KaJpOBOTO
ANIEKTPOHHOTO JOKYMEHTO000pOTA.

[Ipumenenue

3JIEKTPOHHOW TOJIUCH
B KaJIpOBOM

DNeKTpOHHAsl TOJIUCH: TIOHSITHE W BHJIBL.
®enepanbubiii 3akoH 0T 06.04.2011 Ne 63-
D3 «O0 3neKTpOHHOU HOIIUCH.
DNEeKTPOHHBIC TMOAMKUCH, UCTOIb3YEMbIC B
KaJIpOBOM 3JIEKTPOHHOM JIOKYMEHTO000pOTE

3JIEKTPOHHOM
paboTHUKOM ©  paboromareneM  IpHU
JIOKYMEHTO0000pOoTe
odopmiieHnn pa3IMYHBIX KaJIpOBBIX
JIOKYMEHTOB.
ITopsamok  ywera  Kazapos. [Topsanok
oopmieHHs JTOKYMEHTOB NpU TpUEME Ha
paboty, ripu nepeBoae pabotHuka. [lopsgok
odopmiteHHS JIOKYMEHTOB 1o
JlokymeHTupOBaHue

IMponeCCoOB ABUKCHUA
KaJpoB

MPEI0CTABJICHHIO OTITYCKOB, KOMaHIHPOBOK.
Odopminenue MOOIIPEHU I u
JMCHUTUTMHAPHBIX B3BICKAHWHA. YCIIOBUS U
MOPSIOK pacTopKeHuUs TPYIOBOTO
noroBopa. IIpukasel M0 JUYHOMY COCTaBY,
nux KﬂaCCH(bHKaLIHﬂ, MOPAAOK UX ITOATOTOBKH
MIPUKA30B.

Benenne u XxpaHeHue
TPYZOBBIX KHMKEK.
DNeKTPOHHBIE
TPYJOBBIE KHUKKU

[Tonsatne TpynoBoil kHMkKU. HopmarnsHO-
IIpaBoBast 6a3a, perinaMeHTHpyoLas
MOPAJIOK ~ yuyeTa, BEJIEHUs, XpPaHEHHS
TPYJAOBBIX KHIKEK M BKJIAIBIIIEH K HHUM.
TpeboBaHust K 3aMOJHEHUIO TPYAOBBIX
KHMKEK, BHECEHUS WU3MEHEHUN u
UCIpaBJIEHUH B  TPYJNOBYIO  KHUXKKY.
ONEeKTpOHHBIE TPYZOBbIE KHVKKH:
HOPMAaTUBHO-TIPAaBOBOE peryiMpoBaHue,
0COOCHHOCTH OQOpMJICHHSI U  BEACHMS.
Otuer B II®P «CBemenuss o TpyaoBou
JesITeIbHOCTH PAOOTHUKOBY.

DNEeKTPOHHBII JINCTOK
HETPYAOCMOCOOHOCTH: TIOHATHE, TOPSI0K
BBIJIAUH, MPOJUICHUS. DICKTPOHHBIH JTHCTOK
HETPYAOCMOCOOHOCTH MO OEPEeMEHHOCTH W

Odopmnenue poiaM, Mo yxony 3a OOJbHBIM pPEeOEHKOM.
ANEKTPOHHBIX Cpoxu Ha3HauYeHUS U BBHIILIATHI TOCOOUS 1O
JIUCTKOB BpPEMECHHOU HETPYAOCTTOCOOHOCTH.
HeTpyaocnocooHoct | OcoOeHHOCTH B3aMMOJICHCTBHS c
paboromareniem ¢ DOHIOM COIHMAIHLHOTO
cTtpaxoBanuss P® 1o mpeacraBIeHUIO
CBEJICHWM JUIS BBIIUIATBI  ITOCOOHUS  TIO
BPEMEHHOW HETPYAOCIOCOOHOCTH.
[TonsiTie nUCTAaHIMOHHOW PAOOTBI U ee
OcobenHoctu p
dopmel. [lopsmok 3akitoueHUs: TPYAOBOTO
pEryIUpOBaHUS
JIOTOBOPA, JIOTIOJHUTEIIEHOTO COTJIAMICHUS K
TpyJa U opopMIIeHUS
KATPOBBIX TPYJOBOMY  JOTOBOPY,  TMpEKpaIleHUs
p TPYAOBOTO JOTOBOpa C JAMCTAHIIHOHHBIM
JTOKYMEHTOB

pabotHukoM. OcoOeHHOCTH 0 OopMIICHHS




JMCTAHIIMOHHBIX KaJ[POBBIX u B3aMMOJICHCTBHS
pabOTHHKOB TUCTAaHIIMOHHOTO paboTHHKA u
paboroaarels.
KommnbroTepHbie TEXHOJIOTHH B
JIOKYMEHTaI[MOHHOM obecrnieueHnn
yIpaBJIeHUs epcoHaIoM. DOPMBI U METOIBI
00paboOTKM  JOKYMEHTOB Ha  OCHOBE
CoBpemMeHHbIE
UCTIOJIb30BaHUS COBPEMEHHBIX
TEXHOJIOTHH .
UH(OPMAITMOHHBIX TEXHOJIOTHUH.
JIEKTPOHHOTO
10. TpeboBanus kK ”HGOPMAITMOHHBIM CHCTEMaM 2
JOKYMEHTAIMOHHOTO
[IPU IPUMEHEHUHU KaJPOBOTO AJIEKTPOHHOTO
o0ecrnieueHus
o JIOKYMEHTOO0O0pOTA. Hcnonp3oBanue
KaJpOBOW pabOTHI N o
enuHoW 1MdpoBoi 1Iardpopmel B chepe
3aHSATOCTH U TPYAOBBIX OTHOIIEHHI «PaboTa
B Poccum» mpu KaapoBOM DIIEKTPOHHOM
JIOKYMEHTO00O0pOTE.

2.3.2 3aHATHA CEMHHAPCKOrO THNA (NMPaKTH4YeCKHe / CeMHMHAPCKHE 3aHATHA/

JlabopaTopHbie padoTh)

paboronatens M pabOTHUKA MpPH KaJAPOBOM
JIEKTPOHHOM JIOKYMEHTO000pOTe.

dopma
HaumenoBanue pasnena N
No (Tembl) Temaruka 3aHsATHI/paboT TEKYILEro
KOHTPOJISI
Momstie " poIth ABTOMaTH3aLUA JIOKYMEHTAallMOHHOTO
51EKTPOHHOIO 066CH€‘I€EII/I$I YNpaBICHHS nepcorasioM. |  Ompoc o
KanpoBbiii  25IeKTpOHHBI  JOKYMEHTOOOOPOT: | BOMpOCaM
1.|noxymentoobopoTa B
KaIpOBOM MOHSTHE, LN, 3aJ1a4H. OcobenHocTH TEMBIL.
OpraHu3aLu KaJIpOBOTO JJIEKTPOHHOTO P
JIEJIONPOU3BOJICTBE
JIOKYMEHTO000POTA.
[lonsaTne u 3HaueHUE KagpOBOM NOKYMEHTAIUH.
CocTaB OpraHuM3allMOHHOM, paclopsAUTEIbHOM,
MH(pOPMAaIMOHHO-PACUETHOM, cnpasoyHoii | Ompoc no
2 CoctaB 1 BuAbI KaJpoBOH| KajpoBoi jokyMeHTauu. [loaroroBka oT4eTHol | Bompocam
"|mOKyMeHTanuu U CTaTHUCTUYECKOM MH(POpPMALMU MO MEePCOHAIY. TEMBI.
CocraBneHue JUYHOM KapTOUKU pabOTHUKA T
(popma Ne T-2). TpeGoBanusi, npeabsBiIsieMble K
(hopMUPOBAHUIO JIEJT KAAPOBOM CITYKOBI.
[loHATHE SNIEKTPOHHOIO JOKYMEHTOOOOpOTa B
chepe TpyAOBBIX OTHOIIEHUH. PeryaupoBanue u
HopmaTtusHO-11paBoBOE periaamMeHTanus CUCTEMBI kagposoro |  Omnpoc no
3 [Pery mposanne DJEKTPOHHOTO JIOKYMEHTO000poTa B | BOIpocaMm
KaJpOBOTO 3JIEKTPOHHOIO| JEHCTBYIOIIMX HOPMATHUBHBIX IIPABOBBIX aKTaxX TEMBI.
JIOKyMEHTO000pOTa Poccuiickoit ®enepanuu. OTBETCTBEHHOCTh 3a P
HapyIlleHHe Topsaka paboTel € KaJpOBBIMH
JIOKYMEHTaMH.
[Ipouenypa BBeneHUs KaApOBOIO AJIEKTPOHHOTO
TOKyMeHT0000poTa TpeboBaHMs K COACPKAHUIO Omboc 1o
[Topsanox BBEJICHUS| JIOKAIbHBIX HOPMAaTUBHBIX aKTOB paboToaTeNs O P
4.|KagpoBOro 3JIEKTPOHHOIO| BBEJIEHUU KaJIpOBOT'O AIIEKTPOHHOTO Bompocam
JOKYMEHTO000poTa JOKYMEHTO000pOTa. Bzaunmonericteue Tel\:;BI.




IIpumeHeHue
AJIEKTPOHHOU
MOJIMCH B KaJpOBOM
ANEKTPOHHOM
JIOKYMEHTO000pOoTe

Ilonsatne osnekTpoHHOM noxnucu. Ilpocras,
yCUJICHHAs (HexBanmuduIIIpOBaHHAS,
KBaJTM(HUIMPOBAHHAS) 3JCKTPOHHAS IOMAIUCH.
OcHOBHBIC TIOJIOXKEHHS (PeepaibHOTO 3aKOHA
or 06.04.2011 Ne 63-®3  «O06 37€KTPOHHOM
MOJNIUCH». BUABI AJIEKTPOHHBIX  TOIIHKCEH,
UCTOJB3YEMBIX B  KaJPpOBOM  3JEKTPOHHOM
JIOKyMEHTO000pOTE PabOTHUKOM u
paboronmareneM mpu OGOPMIICHMHM TpHeMa Ha
paboty, TmepeBOJa, W3MEHEHHS  YCIIOBHI
TPYAOBOTO JOTOBOpaA, OTITyCKa, KOMAaHIHPOBKH,
MPUMEHCHUH JMCUUIUIMHAPHOTO  B3BICKAHMUS,
YBOJIbHEHUS M B MHBIX CITyYasiX.

Onpoc no
BOIIpOCaM
TEMBI.

P

JlokymeHTupOoBaHue
IIPOLIECCOB JIBUKECHMS
KaJpoB

CocTaB OKyMEHTOB, HEOOXOAUMBIX IIPU ITpUEME
Ha pabory. Ilonstue, coxmepkaHue, BUJBI,
YCIIOBUSL 3aKJIIOYEHUS TPYJIOBBIX JOTOBOPOB.
[Mopsimox odopmienuss mnpuema Ha padoTy.
Odopmnenne mnpukaza (pacmopsDKeHUS) O
npueme Ha paboTy. Buasl nepeBooB paboTHUKA
JlokyMeHTUpOBaHHWE  MepeBoja  pabOTHHKA.
Odopminenue 3asIBJICHUS paboTHHKA,
JOTIOJIHUTEIBHOTO COTJIAIICHUS K TPYAOBOMY
JOTOBOpY, TpHKa3a O TMepeBojie pabOTHHKA.
Bunsr OTITYCKOB. HopmatuBHo-npaBoBoe
peryIupoBaHHe  NPEAOCTABICHHE  OTITYCKOB.
[lopssmoxk W Cpoku cocTaBieHUs Tpaduka
OTITYyCKOB.

JIoKyMeHTallMoHHOe ~ OOpMIIEHHE  OTITyCKa.
3amoysHeHNe JIMYHOW KapTOYKH  pabOTHHKA
(popma  Ne T-2). JloKyMeHTalmoHHOE
opopmiieHHE  CIYXKEOHBIX  KOMaHIUPOBOK.
OdopmiieHre TOOIIPEHUH U TUCIUITIIMHAPHBIX
B3BICKAHHH. OcHoBaHHS NpeKpaIieHus
TpyaoBoro goroopa. OdopmieHne 10KyMEHTOB
MIPH YBOJIbHEHUH COTPYTHUKOB.

Ompoc o
BOIIPOCaM
TEMBI.

T

Benenue u xpanenue
TPYNOBBIX  KHUXKEK.
DJIEKTPOHHBIE
TPYAOBbIE KHHXKKHU

OcHoBHbIE HOPMAaTUBHO-IIPABOBbIE aKTBhI,
pernameHTupyromue paboTy ¢  TpPyIOBBIMH
KHWKKaMH paboTHUKOB. IlpaBuina BeneHus u
XPAaHEHUS! TPYJAOBBIX KHMKEK M BKJIAJBIIIEH K
HUM. BHecenue 3amuceil B TPyJOBYH) KHHKKY,
WCIIPABIICHUM. JokymeHTanus mno  y4ery
OnmaHKOB TPYIOBBIX KHIKeK. Ilepexox Ha
AJIEKTPOHHBIE TPYAOBbIe KHIKKH. OCOOEHHOCTH
oopMIIeHNs 1 BEIEHUS IIEKTPOHHBIX TPYIOBBIX
kamwkek. Otuer B IleHcuonnsit ¢onny PO
«CBefeHMsT O  TPYNOBOM  AESITEIBHOCTU
paOOTHHUKOB»: TOPSIOK COCTABJIEHUS, CPOKH
[I0Jja4y, aIMUHUCTPATUBHAs! OTBETCTBEHHOCTH 3a
HENPEJICTaBICHHUE.

Onpoc o
BOIIPOCaAM
TEMBEI.

P

Odopmnenue
AJIEKTPOHHBIX
JIUCTKOB
HETPYAOCIMOCOOHOCTH

[Topsimok  BBIZAYW, TPOMJIICHUS SJICKTPOHHOTO
JUCTKA  HETPYAOCIOCOOHOCTH.  3amojHeHue
ANEKTPOHHOTO JUCTKA HETPYAOCHOCOOHOCTH.
dopmupoBaHue AJIEKTPOHHOTO JMCTKA
HETPYAOCIOCOOHOCTH 1O OEpeMEHHOCTH H

Onpoc o
BOIIPOCaM
TEMBEI.

T




ponam, o yxoxay 3a 00bHBIM pedeHKOM. Cpoku
Ha3HAYEHUS U TMOPAJOK BBIILJIATHI MOCOOUS O
BpEMEHHOU HETPYI0CIIOCOOHOCTH.
Nudopmannonnoe B3aMMOJIeICTBHE npu
JNIEKTPOHHOM OOMEHE CBEJCHUSMH MEKIY
MEIUIIMHCKON OpraHu3aluei, donnom
colayIbHOrO cTpaxoBanusi P®, paboToaarenem.

KaJIpOBOM pabOThI

Ocobennoctu [TonsiTHe TUCTAaHIMOHHOM paboThl H ee (OPMBI.
peryIupoBaHHs ITopsimok 3aKkitO4eHUst TPYAOBOIO JOTOBODA, Onpoc 10
TpyZna u opOpMIICHUS JONOJTHUTETIBHOTO COTJIAIICHUS K TPYJOBOMY Bompocan
9.| xampoBbIX JI0TOBOPY, MPEKpaIeHHs TPYIOBOIO JOrOBOpa C
JTOKyMEHTOB JMCTAaHIMOHHBIM  paboTHUKOM. (OcOoOEHHOCTH Tegm'
JMCTAaHIIMOHHBIX oopmieHHs KagpOBBIX M B3aUMOJEHCTBHA
pabOTHHKOB JMCTAaHIMOHHOTO pPabOTHHUKA U paboToaaTes.
HNudopmannonnoe obecrieyeHue
JOKYMEHTALMOHHOTO O0ECIeYCHNUHU YIIPABICHUS
CoBpeMeHHbIE MepCOHaIOM. BBIOOp CHCTEMBI 3JEKTPOHHOTO
TEXHOJIOTUU KaJpOBOTO JOKyMEHTOO0O0POTA. Anammz | Omnpoc no
10 2"EKTPOHHOTO CYIIECTBYIOIIUX cHCTEM ANIEKTPOHHOTO | BOINpPOCAM
JTOKYMEHTaIIOHHOTO JTOKyMEHTOO00pOTA. Ocobennoctu TEMBI.
obecrieyeHus WCTIOJIB30BAaHUS €MHON UPPOBON MIaT(HOpPMBEI C)

B cepe 3aHATOCTU U TPYAOBBIX OTHOIICHHM
«Pabora B Poccum». 3ammra mHpopmanmu B
CHUCTEMax YIPaBJICHYECKON JACATEIHbHOCTH

[Ipy wu3y4YeHWH JUCHUIUIMHBI MOTYT TPUMEHSTCS: OJCKTPOHHOE  OOydYeHHe,
JTUCTaHIIMOHHBIC 00pa3oBaTelibHbIC TeXHOJIoruu B coorBercTBHH ¢ PI'OC BO.

2.3.3 llpumepHasi TeMAaTHKA KYPCOBBIX padoT (IP0OEKTOB)
He npedycmompenul

2.4 IlepedyeHb y4eOHO-METOANYECKOr0 O0ecnedeHus JJIsi CAMOCTOATEIbHOH PadoThI
o0y4yaomuxcs Mo AMCHUILIAHE (MOLYJII0)

No Buxg CPC

[TepedyeHn yueOHO-METOIUYECKOTO 00ECTICUeHUS TUCIUTIITUHEI 10
BBITIOJTHEHUIO CAMOCTOSATEIHHOU PabOThI

1. |Pedepart, scce

Meroauueckue peKOMEHJAIMKM MO IOJrOTOBKE IHChbMEHHBIX paboT
CTyZeHTamMH: ydeOHo-MeToauueckoe mnocobue / B.B. Epmonenxo, M.P.
3akapsn, J.B. Jlanckas, M.A. Mupomnnuenko, A.Il. CaBuenko, JI.A.
Jerkuna. MUHHCTEPCTBO HAayKM M BhICIIEro oOpa3zoBaHus Poccuiickoit
®enepanyu, Kybanckuii rocynapctseHsslil yausepeuret. 2022. - 101 c.

Meroauueckre peKOMEHIALMK 110 IPOBEACHUIO CEMUHAPCKUX 3aHATHM,
KPYTJBIX CTOJIOB, AUCKyccHi: MeTo. pexomeHmarmu / B.B. Epmonenko,
J.B. Jlanckas, M.A. Mupomnnyenko, M.P. 3akapsu, M.B. Tonuka, A.IL
Caguenko, J[.A. Jlerkuna. MUHHCTEpCTBO HAyKU U BhICHIETO 00Opa30BaHUs
Poccwuiickoit ®enepanun, KybGaHckuii rocyaapcTBeHHBI YHUBEPCHUTET. -
Kpacunonap: Kybanckwii roc. yH-T, - 2022. - 87 c.

Y4yeOHO-METOAMYECKHE MaTepuaibl JIs CaMOCTOSATEIBHON paboThl O0YyYaIOIIUXCS W3
Yrclia MHBAIHU/IOB U JIUI] C OTPAaHUYCHHBIMU BO3MOXKHOCTSIMH 310poBbs (OB3) npemocTaBisiroTcs
B (hopMax, aJanTHPOBAHHBIX K OTPAHUYEHUSM UX 3[JOPOBBS U BOCIIPUATHS HH(DOpMALIUU:

JList L ¢ HapyLEHUSIMU 3PEHUS:




— B [1€4aTHOW (hopMe YBEIUYECHHBIM HIPUPTOM,

— B hopMe 3JIEKTPOHHOT'O IOKYMEHTA,

— B (popme ayauodaiina,

— B IIeyaTHOM opMe Ha si3bike bpaitns.

JUist a1 ¢ HapyIIEHUSIMH CITyXa:

— B IIeYaTHOM ¢opme,

— B (popMe 3IIEKTPOHHOTO TOKYMEHTA.

Jljig au11 ¢ HapyIeHUsIMA OIIOPHO-JBUTATEILHOTO amnmnapara:

— B IIeYaTHOM ¢opme,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA,

— B (hopme ayauodaiina.

JlaHHBIN TIepeYeHb MOXET OBITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHICHTA
oOyyJaronuxcs.

3. Oopa3oBaTejibHbIe TEXHOJOIMH, NPHMeHsieMble NPH OCBOCHHH JAUCHMILIUHBI
(Mmonxy.Jist)

B xome wu3yueHMs [UCHMIUIMHBI IPEIyCMOTPEHO HCIOJIb30BAaHUE  CIEIYIOLINX
00pa30BaTEeNbHBIX TEXHOJIOTUH: MYJIbTHUMEAMWHBIC JIEKIUHA C OJIEMEHTaMH JHCKYCCHH,
UH(POPMALIMOHHO-KOMMYHUKATUBHBIE TEXHOJOIWH, MHpoOieMHOoe OOydyeHHEe. HpPaKTUYEeCKHe
3aHATHUS, CAMOCTOSTEIbHASI PadOTa CTYIEHTOB.

KoMmneTeHTHOCTHBIM MOAXO0A B paMKax HpernojaBaHMs JUCLUIUIMHBI peaau3yercss B
UCTIOJIb30BAaHUM HMHTEPAKTUBHBIX TEXHOJIOTUH M AKTHUBHBIX METOIOB (IPOCKTHBIX METOMMK,
pa30opa KOHKPETHBIX CUTYalMi HHBIX (POPM) B COUETAaHUU C BHEAYIUTOPHOM pabOTOMH.

Texnonorus npobiaemMHOro OOydYeHHS: JEKIHs — JUCKYCCHs, NpoOJeMHas JIeKIus,
KOMIIbIOTE€pHAs Npe3eHTanus. Ha ekuusax u3nararorcs OCHOBHbIE TEOPETUUYECKHE MTOJIOKEHUS U
KOHIICTIIIUS Kypca, JAolIe CTyJIeHTaM HH(pOpMaIiK, COOTBETCTBYIOIIYIO IPOrpaMMe.

3ajauya CEMHHAPCKUX 3aHATUNH — pa3BUTHE Y CTYJIEHTOB HABBIKOB IO NPUMEHEHUIO
TEOPETUYECKHUX IOJIOXKEHUN K PEIICHUI0 MpakTudeckux rnpodiem. C 310l 1enpio pa3padboTaHbl
3aJjaHusl U1 BBITTOJTHEHUS] HA CEMMHAPAX, KOTOPbIe OpPUEHTUPOBAHBI HA YCBOEHUE TEOPETUUECKOTO
Marepualia U YMEHHUS €ro WCIOJIb30BaTh IS pelieHHs MpaKTHYecKux 3aaad. Ha cemumHape
OTBOJUTCS BpeMsl A JUCKYCCHH, B KOTOPOH YYacTBYIOT JOKJIAT4MK, MOATOTOBUBIINI
COOOIIIEHNE MO KaKOW-TMOO0 MpakTHUUecKo mpobieme, ero onmoHeHTH (1 wiam 2 denmoBeka),
HOJrOTOBUBLINE KOHTPAPI'YMEHTBI, U IpYTHe CTYACHTHI IPYIIIbI.

Hpyras ¢dopma opraHuzanusi paObOTBl CTYJSHTOB — HalWCaHWe pedepaTa, KOTOpoe
npezcTasisier coboil uccienoBanue od0bemMoM a0 5000 3HAKOB IKOHOMHYECKOH MpPOOJIEMBI C
NPeUI0’KEHNEM BapHaHTOB PEIICHHS JAHHOM MPOOIEMBI.

NHbpopmalMoOHHbIE  TEXHOJOTMM, MPHUMEHSAEMble MpH HU3YYCHUHM JIUCHUIUIMHBL:
UCTIONb30BaHUEe  HMH(OPMAIIMOHHBIX  PECypcoB,  JOCTYNHBIX B HH(OPMAIMOHHO-
TEJIEKOMMYHHUKAI[MOHHOM ceTu MIHTepHeT.

AnantuBHble  00pa3oBaTeNbHBIE  TEXHOJIOTHUHM, TPHUMEHSEMBbIE TPU  HM3YYCHUH
JUCHMIUIMHBL — I8 JIMII C OTPAaHWYEHHBIMH BO3MOXKHOCTSIMH 3I0POBBSl IPEIyCMOTpEHA
OpraHu3aIs KOHCYJIbTAUN C UCTIOIH30BAHUEM DJIIEKTPOHHOM MTOYTHI.

4, OIICHO‘IHI)IC cpeacrea JJIA TEKYyLIEro KOHTPOJIA ycneBaeMoCTH )|
NMPOMEKYTOUHOI aTTeCTANNU

OrneHOYHBIC CpENCTBAa TpeAHA3HAYEHBI 11 KOHTPOJIS M OICHKH 00pa3oBaTelbHBIX
JTOCTHKEHUH O00YyYaronIuxcs, OCBOMBIIUX IMPOTpaMMy Y4eOHOW IUCHMILIUHBI «DIEKTPOHHBIC
JIOKYMEHTBI B KaJIpOBOM padboTe.

OrneHOYHBIE CPEACTBA BKIIIOYAET KOHTPOJBHBIC MAaTepUANbI ISl MPOBEICHUS TEKYIIETrO
KOHTPOJIS B JopMe JOKJIaa-Mpe3eHTaH 1Mo IpoOJIeMHBIM BOTIpocaMm, Tecta, pedepara, scce u
MIPOMEKYTOUHOM aTTecTali B JOpME BOIIPOCOB K 3a4ETY.

CTpyKTypa OLEHOYHBIX CPEICTB /sl TeKyLleil U MPOMEe:KYTOYHOM aTTecTalun



HanmeHnoBaHue oLieHOYHOTO
Konu
Ne PesynbraTel 00yueHus CpeacTBa
HaNMEHOBaHUE =
/i Texymuit [IpomexyTounas
WHIMKATOpa
KOHTPOJIb aTTecTalys
1 | UIIK-2.1. - 3Haer opranuzauuio | Bonpocsl s Borpocer Ha
OpraHu3yeT JIOKYMEHTHPOBAHUS YCTHOTO 3ayere 1-8, 15-
JOKYMEHTHPOBAHHE | YIPABICHYECKON NESTENbHOCTH | (IMMCHMEHHOTO) 23
yIpaBIeHYECKON M KaJpoOBOrO  3JIEKTPOHHOrO | OIpoca MO TeME,
JICSATEIILHOCTH B JOKyMEHT0000pOTa pazzeny.
OpraHu3aluu Pedepar, acce
2 | UTIK-2.2. - Ywmeer npuMeHATh | Borpocsk! st Borpocer Ha
MPUMEHSET UH(POPMAIIIOHHBIE CHCTEMBI B YCTHOTO 3auere 8-14,
WH(POPMAIIMOHHBIE | YIIPABICHYECKOU AEATENFHOCTH | (TMCHMEHHOTO) 24-38
CHCTEMBI B B OpraHu3alu, METOJIbI | OIpoca Io TeME,
yIpaBIeHYECKON OpraHu3aluu AJIEKTPOHHOTO | pa3zeny. AHauu3
JIeSITEILHOCTH B JOKYMEHTOOOOPOTa B KaAPOBOM | TMPAKTUYECKUX
OpraHu3alun ciy>x0e CUTYaIH
TunoBble KOHTPOJIbHBIE 3aJaHUS WIM HHBIE MaTepuajbl, HEOOXOIUMBIE IJS OICHKHU
3HAHWA, YMCHHH, HABBHIKOB U (WJIM) OIBITa JEATSIBHOCTH, XapaKTCPU3YIOIMUX OTaIlbl

dbopMUpOBaHU KOMIIETEHIIH B MPoliecce OCBOEHUsI 00pa30BaTeNbHOM MPOrpaMMbl

Ilepeyennb Tem pedeparoB (3cce)
[TpuHIMIBEI TOCTpOCHUS 0e30yMaXKHON TEXHOIOTUH
[TpuHIUIBI 37IEKTPOHHOTO T0KYMEHTOO00pOTa B paboTe KaapoBOi cykObl
Knaccugukaius kaapoBbIX JTOKyMEHTOB
Knaccugukanus cucteM ynpaBieHHUs! JOKYMEHTaMH B YIPABJIEHUH NTEPCOHAIOM
CoBpeMeHHbIE MOAX0AbI K aBTOMAaTH3aIMK YIIPABIEHUS JOKyMEHTaluen
[Tpobnema npugaHus IOPUINYECKOTO CTAaTyCa 3JEKTPOHHBIM JOKYMEHTaM
[Ipumenenne WHGOPMAIMOHHO-KOMMYHHUKATUBHBIX TEXHOJOTUH Kak CpeICTBO
NOBBIIIEHUS 3()(PEKTUBHOCTH KaJpOBOTO JJOKYMEHTOO00pOTA

8. BHeapenue d1eKTPOHHOTO KaJPOBOTO JIOKYMEHTOOOOPOTA: PUCKU M BO3MOKHOCTH

9. IIpobaembl BHEAPEHUS IMEKTPOHHOTO KaJPOBOTo JOKYMEHTO000pOTa

10. IOpunnveckasi 3HAYUMOCTD AIIEKTPOHHBIX JOKYMEHTOB

11. PesynbTaThl SKCHepuMeHTa MUHHUCTEpPCTBA TpyAa M COLUalbHOW 3amuThl PO 1o
BHEJIPEHUIO 3JIEKTPOHHBIX IOKYMEHTOB, CBSI3aHHBIX C pabOTOI

12. DnexTpoHHBIH (opMaT 3aKIIOYEHUS TPYIOBOIO J0TOBOpa

13. TpynoBast KHM)KKa: UICTOPHUS M COBPEMEHHOCTb

NookrwnpE

14. NHdpopMalnOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH 3JIEKTPOHHOTO
JOKYMEHTAIIMOHHOTO 00ECTICUSHHSI YIPABICHUS TIEPCOHAIIOM
15. BeiGop mporpammHoro oOecrneyeHus [UIsi KaapoBoM ciyxObl. IIpuxiannbie

MPOrpaMMHBIE TPOTYKTHI MO YIIPABJIEHUIO [TEPCOHATIOM
16. TpeGoBaHMs K cUCTEMaM XpaHEHUs SJIEKTPOHHBIX JTOKYMEHTOB
17. ABromaru3zaius XpaHEHUs 3JIEKTPOHHBIX JTOKYMEHTOB
18. DaeKTpOHHBIH apXUB TOKYMEHTOB MO JUYHOMY COCTaBY

3adeTHbIe MaTepHaJbI (BOIPOCHI) JIS1 IPOMEKYTOYHOM aTTecTannu (3a4er)

1. [lonsATHEe DSIEKTPOHHBIA JOKYMEHT, JOKYMEHTOOOOPOT, pOJIb  3JIEKTPOHHOTO
JIOKYMEHTO000pOTa B KaJIpOBOM JIEJIONIPOU3BOICTBE

1. TpeGoBaHust K KaAPOBBIM JJOKYMEHTaM B 3JIEKTPOHHOM BUJIE

2. TloHsATHE U CTPYKTYpa KaJAPOBOTO JTOKYyMEHTO000pOTa

3. CocTaB opraHU3alMOHHOM, PACTIOPSAUTEIHPHON KaJAPOBOI TOKYMEHTAIIHH.

4. Buapl ”HPOPMALIMOHHO-PACYETHOM U CIIPAaBOYHOM KaJAPOBOM TOKYMEHTALUU




5. CocTaB IJIaHOBOM, OTYETHO-CTATUCTUUYECKOMN KaIpOBON JOKYMEHTAIIUU

6. Kagposas cimyx0a: ee 1ienu, 3aga4i ¥ PyHKITUH.

7. HopMaTuBHO-TIPaBOBOE PETYIMPOBAHUE KAJAPOBOTO JIEKTPOHHOTO TOKYMEHTO000pOTa
B Poccuiickoit @enepanuu

8. BHeznpeHue KaIpoBOTO 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa: PHCKH, BO3MOXKHOCTH,
poOIeMbl BBEJICHUS

9. Buapl KagpoBBIX JOKYMEHTOB, O(OPMIIIEMBIX TOJBKO Ha OyMa)kKHOW HOCHTENE, Ha
OyMa)XHOM HOCHTEJE WM AJIEKTPOHHO, TOJBKO JJIEKTPOHHO IPHU HCIOJIB30BAHUU KaJIpOBOTO
3IEKTPOHHOTO JOKYMEHTO000pOoTa

10. TTopsimok BBeIEHUS KaIpOBOTO SIEKTPOHHOTO JTIOKYyMEHTOO000pOTa

11. TpeOGoBaHuS K COJEP)KAHUIO JIOKAIBHBIX HOPMATHUBHBIX AaKTOB paboTojarens o
BBEJICHUU KaJPOBOT'0 3JIEKTPOHHOTO JOKYMEHTOO0OpOTA

12. AnMuHuUCTpaTUBHAs OTBETCTBEHHOCTh 3a  HapylleHue  JeHCTBYIOIIEro
3aKOHOJATENbCTBA B pabOTE C KaAPOBBIMU JOKyMeHTaMu PO

13. Buabl 51e€KTPOHHBIX MOJMUCEH, UCIOIB3YEMBIX B 3JIEKTPOHHOM JIOKYMEHTO000pOTE
npu 0pOPMIICHUN PA3ITUYHBIX KaJIPOBBIX JTOKYMEHTOB

14. Benenue nepBUYHBIX YYETHBIX IOKYMEHTOB B DJIGKTPOHHOM BUJIE

15. Coneprxkanue OCHOBHBIX paseioB JUYHOW kKapToukw (popma NeT-2) m mpaBmia ee
3aMoJHEHUS

16. IMopsmok oopmieHHsT JOKYMEHTOB IIPH ITpHEME Ha PadoTy

17. Tlopsimox opopmiieHHs TOKYMEHTOB MpHU NepeBojie paboTHUKA

18. Ilopsimox  odopmileHHs] JOKYMEHTOB IO  MPEJOCTaBICHUIO  OTIYCKOB M
KOMaHJAUPOBAHUIO COTPYJHUKOB OPraHU3aINU

19. Topsmox odopmieHUsT pacTOP>KEHHS TPYAOBOTO JOTOBOPA

20. TTopsaok MOATOTOBKH MPUKA30B MO TUYHOMY COCTABY

21. TpeGoBaHUS K 3aMOJTHEHUIO TPYIOBON KHIKKU

22. Tlopsaok BHECEHUSI U3BMEHEHUH U UCIIPABICHUN B TPYAOBYIO KHIKKY

23. OpraHuzanus yueTa TPYAOBBIX KHIDKEK B OpraHU3aIHN

24. HopmaTHBHO-TIpaBOBOE PETYJIUPOBAHHE AIIEKTPOHHBIX TPYAOBBIX KHIKEK

25. Oruer B IIOP «CBemeHusi o TPYIOBOH MEATENBHOCTH PaOOTHUKOBY: TOPSIOK
COCTaBJIEHUS, CPOKU NOJJauH, aIMUHUCTPATUBHAsI OTBETCTBEHHOCTb 3a HENPEACTaBICHUE

26. HopmaTHBHO-TIpaBOBOE pETYJIMPOBAHHE WCIOIB30BAHUS DJIEKTPOHHBIX JINCTKOB
HETPY0CIOCOOHOCTH

27. Cpoku Ha3HA4YeHHUs, BBIIUIATHl M TMOPSAJOK pacdyera IOCOOUS 10 BPEMEHHOM
HETPY0CIOCOOHOCTH

28. BzammopgeiictBue ¢ padoronatenem ¢ @CC PO mo mpepcTaBieHUIO CBEICHHUNA IS
BBINJIATHI TOCOOMS IO BPEMEHHOW HETPY10CIIOCOOHOCTH

29. DJEeKTPOHHBIN JIMCTOK HETPYAOCIIOCOOHOCTH TI0 OEPEMEHHOCTH U POJIaM, 110 YXOIy 3a
00JIbHBIM peOeHKOM

30. HopmatuBHO-TIpaBOBOE PeTyJIUpOBAaHHE TPY/1a IUCTAHIIMOHHBIX PAOOTHIUKOB

31. OcoGeHHOCTH B3aUMOICHCTBHSI JUCTAHIIMOHHOTO paOOTHHKA U paboToIaTeNs

32. OcobenHocTH  OGOpPMIIEHHS  KAJAPOBBIX  JTOKYMEHTOB C  JAHCTAaHIIMOHHBIMH
pabOTHHUKaMHU

33. lopsmok BBeACHWS AMCTAHIIMOHHOTO TpyJda JUIS JCHCTBYIOIIUX pPaOOTHUKOB.
Bpemennslii nepeBoa paboTHMKA Ha JUCTAHIIMOHHYIO paboTy MO MHUIMATHBE paboTonaTelns B
UCKITFOUNTEITFHBIX CITyJassx

34. OO6paboTka nepcoHaIbHBIX JAHHBIX pAaOOTHHUKOB B KaJIpOBOM Ciry:k0e: HOpMaTUBHO-
NIPaBOBOE PETYIMPOBAHUE U MTPAKTHYECKOE TIPUMEHEHUE

35. TexHuueckoe W TMPOrpaMMHOE oOOecreueHHe CHUCTEMBI KaJpOBOI0 3JIEKTPOHHOTO
JIOKYMEHTO0000poTa

36. TpeboBanuss K  UWHGOPMALMOHHBIM  CHCTEMaM  KaJIpOBOIO  3JEKTPOHHOTO
JIOKYMEHTO0000poTa

37. OO0muue NPUHLIKIBI XpPAaHEHUs JIEKTPOHHBIX JOKYMEHTOB

38. 3amura nHpOpPMAIIUK B KAAPOBOM IEKTPOHHOM JOKYMEHTOOOOPOTE



Kpurtepun oneHuBanus pe3yibTaToB 00y4eHUs!

IToporu oueHok BapuanTtsl napameTpoB
BBICTABJIACTCA CTYACHTY, €CIIU CTYJEHTOM JaH IIOJIHBIM, pa3BEPHYTHII OTBET
3a4TEHO Ha IIOCTAaBJICHHBIN BONPOC, IOKA3aHO YMEHHUE OIIUCATh U MHTEPIIPETUPOBATH

CUTYAIMIO WJIK COBOKYITHOCTh (h)aKTOB, OOHAPY>KUTh UX CBS3H, 3aBUCUMOCTH
U T.4. OTBET YETKO CTPYKTYPUPOBAH, JIOTHYEH, W3JIOKEH JUTEpPaTypHBIM
SI3BIKOM C HCIOJb30BaHHEM COBPEMEHHOW TEPMHUHOJIOTHH. MOTyT OBbITh
JOTIYIICHBI 2—3 HETOYHOCTH WIJIH He3HAYUTEIbHBIC OMNOKY, UCTIPABICHHBIE
00yYaronMmMcsi ¢ MOMOIIbIO IIPEero/iaBaTels.

BBICTABJISICTCS. IPU HECOOTBETCTBHM OTBETA 3aJaHHOMY BOIPOCY, OTBET
HE 3a4TE€HO MIpeJICTaBIsIeT CO00M pa3pO3HEHHBIE 3HAHUS C CYIIECTBEHHBIMU OIIMOKaMU
1o Bompocy. [IpucyTcTByIOT hparMeHTapHOCTh, HEIOTUYHOCTD U3JIOKEHUSI.
OTCyTCTBYIOT BBIBOJIbI, KOHKPETH3aLUsI W JIOKA3aTE€IbHOCTh H3JI0KEHUS.
JIOnOIHUTENBHBIE U YTOYHSIOIIME BONPOCHI IPENOJABATEIA HE NPUBOIST K
KOPPEKIIMU OTBETa 00YyYarOIIErocs.

OrneHouHble CpencTBa Ul HMHBAJIMIOB W JIMII C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMU
3JI0pOBbsI BEIOUPAIOTCS C YUETOM MX UHAUBUAYAIBHBIX ICUXO(U3NIECKUX OCOOCHHOCTEH.

— IpY He0OXOAMMOCTH UHBAIMIAM M JINLIAM C OTPaHUYE€HHBIMU BO3MOKHOCTSIMU 3/I0POBbS
IIPEIOCTABIISAETCS ONOJHUTEIBHOE BpEeMs JUIsl TIOATOTOBKH OTBETA HA SK3aMEHE;

— IIpH TPOBEJICHUH TPOLEAYPHI OIICHUBAHUS PE3YyIbTaTOB 00yUCHHSI MHBAIUIOB U JIUI] C
OTPaHUYECHHBIMH BO3MOXHOCTSIMH 3/I0POBBS TPETyCMAaTPUBACTCS MCIIOIBb30BaHUE TEXHUYECKIX
CpeACTB, HEOOXOIUMBIX UM B CBSI3U C X WHAWBHIYATbHBIMH OCOOCHHOCTSIMU;

— IIpU HEOOXOAUMOCTH ISl 00YUAIOIIUXCS C OTPAHUYCHHBIMH BO3MOKHOCTSIMH 37I0POBbSI
U MHBAJIUIOB IpOLEAypa OLEHUBAHUS pE3yJbTaTOB OOyYEHHs MO JAUCLHUIUIMHE MOXKET
IPOBOJUTHCS B HECKOJIBKO ATAIIOB.

IIponenypa oneHMBaHUS Pe3yJIbTATOB OOYUYEHMs MHBAIWIOB U JIUI[ C OrpaHUYEHHBIMU
BO3MOXHOCTSIMM 3JI0POBbsSI 10 JUCHUIUIMHE (MOJYJIIO) TMpelycMaTpuBaeT IpeloCTaBIeHUe
uHpopMmanuu B (opMmax, aJaNTUPOBAHHBIX K OTPAaHUYEHUSM HUX 3/0pOBbSI M BOCHPUATHUS
uH(popMauu:

JUiist T ¢ HApyIICHUSIMH 3PEHHS:

— B MieyaTHOU (popme yBeIMUEHHBIM HIPUPTOM,

— B (popMe 3JIEKTPOHHOTO IOKYMEHTA.

Jlig U1 ¢ HapyLIeHUSIMU CiyXa:

— B I1e4aTHOM (opme,

— B (popMe 2IIEKTPOHHOT O TOKYMEHTA.

JUist T ¢ HapyIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO amnmapaTta:

— B I1e4aTHOM (opme,

— B (popMe 2IIEKTPOHHOT O IOKYMEHTA.

JlaHHBIN TIepeYeHbh MOXET OBITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHICHTA
oOydJaronuxcs.

5. Ilepeyensb yueOHOI1 TuTEpaTypbl, ”THGOPMALHOHHBIX PECYPCOB M TEXHOJIOTUH

5.1. YueGHas iuTeparypa

1. XKnanosa 10.A., Jlanckas /I.B. Teopust 1 npakTHKa peryssipHOro KaJpoBOro MEHEIKMEHTA B
YCIIOBUAX HHq)pOBH3aHHH Inpu Iepexoae Ha JJICKTPOHHBIC NOKYMCHTHI U ayAUT TPYAOBBIX OTHOIIICHUH.
Yueonuk. [lox pen. B.B. Epmonenko. r. Kpacnomap. 2023. — 342 c.

2. Jlanckas J1.B., Cenusanosa E.I1. HopMaTHBHO-METOqUYECKOE 00ECIIEUCHHE IIEKTPOHHOTO
nokymeHTtooboporta. Yueouuk. [lon pen. B.B. Epmonenko. r. Kpacuonap. 2023. — 188 c.

3. Abynamze, /1. I'. JlokymMeHTalmoHHOE 0OecTiedeHe YIIPaBICHUS IEPCOHATIOM: YIeOHUK
U nipakTHKyM 11 By30B / JI. I'. AGynamze, U. b. Bempspkkuaa, B. M. Macnosa. — 2-e u3j., mepepao.
u gon. — Mocksa: M3garensctBo KOpaiit, 2023. — 370 c. — (Bricmee o6pazoBanue). — ISBN 978-5-
534-14486-4. — Texkcr: osnekTpoHHbli // OOpa3oBarenbHas mmiardgopma HOpaiit [caiiT]. —
URL: https://urait.ru/bcode/511693



4. Noponuna, JI. A. OpraHuzamus U TEXHOJOTHS JTOKYMEHTAIMOHHOTO OOeCreueHHs
yIpaBieHUs: YIeOHUK U TpakTukyMm Juist By3oB / JI. A. Jloponuna, B. C. Uputnkosa. — 2-¢ u3n.,
nepepad. u gon. — Mocksa: M3narensctBo FOpaiit, 2023. — 270 ¢. — (Beicmiee oOpa3oBaHme). —
ISBN 978-5-534-16016-1. — Tekcr: anekTponHbIi / OOpa3zoBaTenbHas miaTdopma FOpaidt [caiir]. —
URL.: https://urait.ru/bcode/530251

5. ITaBnosckas, O. 10. IIpaBoBoe obecniedeHre KaIpoOBOTO JAEIOMPOU3BOJICTBA: YUEOHOE
nocobue s By3oB / O. 0. IlaBnoBckas. — MockBa: U3narensctBo FOpaiit, 2023. — 213 c. —
(Beicmiee oopazoBanme). — ISBN 978-5-534-11565-9. — Tekcr: anekTpoHHbIi / OOpa3oBareabHas
mwiatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/518436

6. Kysnenos, M. H. JlokymeHTalmoHHOE OO€CIEUECHNE YMPABICHHUS TEPCOHATIOM:
y4eOHUK M MPAKTUKYM Ui cpefaHero npodeccuoHanbHoro obpaszosanus / M. H. Ky3neros. —
2-e u31., mepepad. u gom. — Mocksa: M3natenscTBo FOpaiit, 2023. — 393 c. — (IIpodeccruonanbHoe
obpazoBanme). — ISBN 978-5-534-16749-8. — Tekct: amekrponHbiii // OOpa3oBaTenbHas
wiatdopma tOpaiit [caiit]. — URL: https://urait.ru/bcode/530256

7. llyBanosa, H. H. Opranuzanus u TEXHOJOTUS JOKYMEHTAllMOHHOTO oOecreueHus
yIpaBieHus: y9eOHHUK W nTpakTukym s By3oB / H. H. lllyBanoBa. — 3-e uz., nepepad. u mom. —
Mocksa: UznatenbctBo FOpaiit, 2023. — 247 c. — (Beicmiee o6pazoBanue). — ISBN 978-5-534-
16537-1. — Tekct: anexktponnbiii // OOpa3oBatenvHas minatdopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/531239

5.2. llepuoanueckasi JuTepaTypa

1. XKypnan «Ympasienue nepcoHaaom» http:// www.top-personal.ru

2. XKypnan «Pabora ¢ nepconasom» http:// www.hr-journal.ru

3. XKypnan «Kaaposuk» panor.ru/journals/kadrovik

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

5. XKypnan «O0pa3oBarebHbIC TEXHOIOTUNY

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

[TeyatHble MepuoaUYECKUEe HM3MaHUS BXOIAT B «llepeueHb TEUATHBIX MEPUOIUUCCKUX
W3JIaHui, XpaHALIMXCS B donne Hayunoii 6ubnmorexu KyoI'Y»
https://www.kubsu.ru/ru/node/15554, W/WIA  DJIEKTPOHHBIC TMEPUOANYECKHE W3JIaHUs, C
yKa3aHHeM ajipeca caiiTa JJEeKTPOHHOW BEpCHUU KypHama, U3 0a3 JaHHBIX, JOCTYN K KOTOPBIM
umeet KyoI'Y:

1. Ba3sel mannbeix komnaauu «UBUCy https://eivis.ru/

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

5.3. UHTepHeT-pecypcbl, B TOM 4YHCJe COBpeMeHHbIe NpodeccHoHAIbHbIE 0a3bl
JAAHHBIX ¥ HH(POPMALIHOHHBIE CIPABOYHbIE CHCTEMBI

OnekTpoHHO-O0ubnoreunbie cuctemsl (DBC):

1. O6pasosarensuas muardopma «FOPAUT https://urait.ru/

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

3. ObC «BOOK.rux» https://www.book.ru

4. 9BC «ZNANIUM.COM» www.znanium.com

5. OBC «JIAHb» https://e.lanbook.com

IIpodeccuonanbHbie 6a3bl JAHHBIX

1. BupryanbHblii uuTanbHblil 3a7n Poccwuiickoii rocynapctBenHoit Oubmmoreku (PT'B)
https://ldiss.rsl.ru/;

2. Kypnan «Ycnexu Gpusndeckux Hayk» (37ekTpoHHas Bepcus) https://ufn.ru/;

3. MUHAH. [TonHOTEKCTOBAS KOJIIEKIIHS MaTE€MaTHYECKUX JKypHAJIOB
http://www.mathnet.ru/;
4. Kypnan «KBaHTOBas JJIEKTPOHUKA» (3meKTpoHHas BEpCHs)

https://quantumelectron.lebedev.ru/arhiv/
5. Hayunas snextponHas 6ubianoreka eLIBRARY.RU (H3B) http://www.elibrary.ru/;
6. HanimonanbHast asiekTpoHHast ouodaroreka https://rusneb.ru/;
7. llpesunenrckas oubnmoreka um. b.H. Enpuuna https://www.prlib.ru/;
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8. b1 CSD-Enterpris KemOpumxckoro nentpa kpucramiorpapudeckux gaaasix (CCDC)
https://www.ccdc.cam.ac.uk/structures/;

9. B/l xypHasoB 1o pa3nuuHbIM oTpaciasMm 3HaHui Wiley Journals Database
https://onlinelibrary.wiley.com/;

10. b1 eBook Collection (SAGE) — https://sk.sagepub.com/books/discipline;

11. TlonHOTekcTOBass KOJJICKIUS >KYpPHAJIOB KOMITAHUU AMEPUKAHCKOro (hU3M4ecKoro
obmrectBa American Physical Society (APS) https://journals.aps.org/about;

12. B/1 marentroro moucka Orbit Premium edition (Questel) https://www.orbit.com/;

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

14. ApxuBbI HaydHBIX >KypHaJIoOB Ha Poccuiickoil miaTdopme HaydyHBIX >KypHAJIOB
HODUKOH http://archive.neicon.ruf/;

15. VYuuBepcurerckas uHpopmammonHas cucrema POCCHUA (YUC Poccus)
http://uisrussia.msu.ru/;

16. "JlekTopuym TB" - BUJICOJIEKIIUHA BEAYILINX JIEKTOPOB Poccun
http://www.lektorium.tv/;

17. B SciFindern (CAS) (onnaitn-cepBuc st morcka nHpopMamnuu B 0071aCTH XUMHH,
OMOXUMUH, XUMHUYECKON WHKEHEPUH, MaTePUAIOBEACHHSI, HAHOTEXHOJIOTUH, (PU3UKH, T€OJIOTHUH,
MeTauTypruu u ap.) https://scifinder-n.cas.org/;

18. Freedom Collection — monHOTEKCTOBas KOJICKIUS DIIEKTPOHHBIX >KYPHAJIOB II0
pa3IMYHBIM OTpaciIsIM 3HaHU# n3natenscra Elsevier https://www.sciencedirect.com/;

19. BJl Academic Reference (CNKI) (emunas mnouckoBas miuatdopma 1o
Hay4yHouccaenoBatelbckuM — paboram  KHP. Tematuka  mOKphIBaeT BCE  OCHOBHBIC
JUCHUIIIMHApHBIE o0sactu https://ar.cnki.net/ ACADREF.

HNudopmanuoHHbie CIPABOYHBIE CHCTEMbI

1. Koncynprant Ilnroc - cipaBouHasi mpaBoBasi cucteMa (AOCTYII 1O JIOKAJIbHOM CeTH ¢
KOMITHIOTEPOB OMOINOTEKH)

Pecypcbl cBOOOAHOTO JO0CTYnA

1. KubepJlenunka http://cyberleninka.ru/;

2. AMepukaHckas mareHTHas 0a3a qaHHbIx http://www.uspto.gov/patft/

3. MunuctepcTBO HayKu U BbIcmiero oOpaszoBanusi Poccuiickoit ®Dexnepanun
https://www.minobrnauki.gov.ru/;

4. depepanbublii nopran "Poccuiickoe oopazoBanue" http://www.edu.ru/;

5. Enunas xomnekuust 1udpoBBIX oOpasoBaTenbHBIX pecypcoB  http://school-
collection.edu.ru/

6. Ilpoext T'ocymapcTBeHHOro HWHCTHTyTa pycckoro s3eika umeHu A.C. Ilymkuna
"Oo6pa3zoBanue Ha pycckom" https://pushkininstitute.ru/;

7. CnpaBouHO-uH(popMaIMoHHbIH moptain "Pycckuii si3p1k" http://gramota.ru/;

8. Ciry)x0a TeMaTHYECKHX TOJKOBBIX ciioBapeit http://www.glossary.ru/;

9. CnoBapu u sHimkionenuu http://dic.academic.ru/;

10. O6pa3oBatenbHbIi mopran "Yueba" hitp://www.ucheba.com/.

CoOcTBeHHBIC JJICKTPOHHBIC O0Opa3oBaTeJbHble M HH(OPMALMOHHBIC PeECypPChl
KyoI'Y

1. ONEeKTPOHHBIN Karajaor Hayunon o6ubnmorexku Kyol'y
http://megapro.kubsu.ru/MegaPro/Web

2. OnexTpoHHas 6ubnuoreka TPYZIOB YUEHBIX KyoI'y
http://megapro.kubsu.ru/MegaPro/UserEntry?Action=ToDb&idb=6

3. OrtkpelTass  cpeaa  MOJYJIbHOIO  JAMHamMuueckoro  oOyuenuss — KyoI'Y

https://openedu.kubsu.ru/

4. ba3za y4eOHBIX TUIAHOB, Y4YeOHO-METOJUYECKMX KOMILJIEKCOB, MyONUKAMid Hu
koHpepenmii http://infoneeds.kubsu.ru/

5. DnexTpoHHbIH apxuB nokymeHToB KyoI'Y http://docspace.kubsu.ru/

6. MeToauueckue yKazaHus /sl 00y4alOUIUXCsl 0 OCBOEHUIO THCIHHMIINHBI (MOTYJIA)
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OcBoeHne AMCHUUIUIMHBI TPEAYCMATPUBAET MPOCIYIIMBAHUE JEKIMA M TpPOBEICHUE
MPaKTUYECKUX PadoT.

Jist TIIyOOKOT0 M3y4YeHHUsl AUCHUIUIMHBI HACTOSITEIbHO PEKOMEH Ty eTCSI:

— CHUCTEMAaTHYECKU TOTOBUTHCA K MPAKTUYECKUM 3aHIATUAM IO Y4YEOHBIM IOCOOUSIM,
HAYYHBIM CTaThsIM B )KypHaJax, a TAKKe C UCIOJIb30BaHUEM pecypcoB MHTepHeT;

— CBOEBPEMEHHO BBHITIOJHSATH MIPAKTUYECKUE 3aJJaHHsl, TOTOBUTH pedeparsl U 3cce.

CamocrosarenbHass paboTa CTyACHTAa - OAMH W3 BaXXHEUIIMX O3TalloB B IOATOTOBKE
cnenuanuctoB. OHa MPHOOIIAET CTYEHTOB K HCCIIEI0BaTENbCKOM paboTe, 0OoraiaeT OnbIToM U
3HAHUSAMHU, HEOOXOTUMBIMU ISl AAJIbHEHIIET0 X CTAHOBIIEHUS KAaK CHEIHAMCTOB, MPUBUBAET
HaBBIKU PAOOTHI C INTEPATYPOH, CTATUCTUIECKUMU JTAHHBIMH.

Lenp camocTosiTennbHONM pabOThl - CUCTeMaTHu3alysl, 3aKpelyIeHHe W pacllupeHHe
TEOPETUYECKUX U MPAKTHYECKHX 3HAHUHU C MCIOIH30BAHUEM COBPEMEHHBIX MH(pOPMAIMOHHBIX
TEXHOJIOTHIl U JIUTEepaTypPHBIX UCTOYHHUKOB. J[J11 pa3BUTHSI HABBIKOB CaMOCTOSITEIBHON pabOThI
CTYACHTAaMH BO BpEMsI CaMOCTOSITENIbHOW palOOThI BBIMOTHSIOTCS pedeparsl, dcce, JOMAIIHUE
3ajaHusl 1o moucky B MHTepHere MH(OpMaMM HA 33J]aHHYI0 HAayYHYI0 TEMY M IMOATOTOBKE
JIOKJIA/1A.

Pedepar wunmum oscce TOTOBATCS CTYAEHTOM CaMOCTOATEIbHO, B HHUX 0000marTcs
TEOPETUYECKHE MaTepHalibl IO HCCIEAYyeMOW TeMe C HCIOJIb30BAHMEM MAaTepHajoB U3
CHEIMAllbHOM  JUTeparypbl, HOPMATHUBHO-TIPABOBBIX JOKYMEHTOB, CTaHIApTU3HPYIOIINX
paccmarpuBaeMyio cdepy. B comepkanmm pabOT MOMKEH OBITH COOCTBEHHBIM aHAINA3 U
KPUTHYECKHM TOAXOA K pEIIeHUI0 MpoOsiieMbl 1O BBIOpAaHHOW TeMme HcCCieI0BaHus,
NOJKPEIJICHHBI CTATUCTHYECKUMH JaHHBIMH W KOPIOPATUBHOW OTYETHOCTHIO HW3BECTHBIX
Kopropanuii. Marepuaibl AOKHBI OBITH M3J0KEHBI Ha BBICOKOM TEOPETUYECKOM YPOBHE, C
NPUMEHEHHEM CTaTHYECKUX JAaHHBIX U IPHUMEPOB.

CryneHTaM pEKOMEHAYETCsl HENpPEepBhIBHO MPOBOJUTH HAyUYHBIE HCCIEAOBAHUS TIOJ
PYKOBOJICTBOM IIpPETIOAaBATENS KadeIpbl Mo M30paHHOH TeMe M TOTOBUTH COOOIIEHUS Ha HAYYHbIC
KoH(pepeHuu, ctatbi B COOPHHUK MOJOJBIX HCCIEA0BATENCH U HAYYHBIE KYPHAIIBI.

OOy4eHue CTyIEHTOB C OTpaHMYEHHBIMI BO3MOXKHOCTSIMU OPTaHU3YETCSI B COOTBETCTBUH
¢ TpeboBaHUSIMHU «MeTOoIUYEeCKUX PEKOMEHAINI IO OpraHnu3alui 00pa30BaTeIbHOIO Mpoliecca
Uis  OOy4YeHHs WHBAIUAOB W JIMI] C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMH 3JI0POBBSI B
00pa30oBaTeNbHBIX OpPraHU3alMIX BbICHIETO0 MPO(EeCcCHOHAIBHOTO 00pa30BaHUA» OT «8» arpens
2014 r.

B ocBoeHHMH TUCHMITIMHBI MHBAJIUAAMU U JIUI[AMU C OFPAaHUYEHHBIMH BO3MOKHOCTSAMHU
310pOBbs OOJIBIIOE 3HAYEHHE HMEeT WHJMBHJyalbHas ydeOHas paboTa (KOHCYJbTallUu) —
JIOTIOJTHUTEIBHOE pa3bsiCHEHUE Y4eOHOro MaTepHara.

WupuBuayanbHble KOHCYJNBTAIlMM IO TPEIMETY SBISIOTCS BaXHBIM  (PaKTOPOM,
CHOCOOCTBYIOLIMM MHAWBUAYAIN3ALUU OOyUYE€HUS U YCTAHOBJIEHUIO BOCIUTATEIBHOTO KOHTAKTa
MEXIy IMpernojaBaTesieM M OOyYaroIMMCs WHBAJIHIOM WM JIMIIOM C OrpaHUYEeHHBIMHU
BO3MOYKHOCTSIMH 3/10POBbSI.



7. MaTepuaibHO-TEXHHYECKOe o0ecneyeHne 1o JUCHUIIHHEe (MOAYJII0)

I[To BceM BumaM y4eOHOW JEATEIBHOCTH B paMKaxX TUCHUIUIMHBI HMCTOJIB3YIOTCS
ayJIMTOpUH, KaOMHETHI U JIA0OPATOPUH, OCHAIEHHBIC HEOOXOTUMBIM CHEIUATU3UPOBAHHBIM U
71a00paTOPHBIM 000PYIOBAHUEM.

HanmeHnoBanme ciemuaIbHBIX OcHaIIeHHOCTh [lepeuenb
MTOMEIIEHU I CIIENUAIBHBIX TOMENEHUI JIUIEH3HOHHOTO
[IPOrPaMMHOTO
obecrnicueHuUs
VueOHbIE ayJUTOPHUU st | MebGenb: yuebnas mebens | Microsoft Office: Word,;
npoBejeHUs 3aHsATHi nekuuonHoro | Texnuueckue — cpexactsa | Excel; PowerPoint.
THIIA 00yUYCHHS: 9KpaH,
IPOCKTOP, KOMIIBIOTEP
VueOHbIE ayIUTOPHUU st | MebGenb: yueOnas mebens | Microsoft Office: Word,;
poBe/IeHUs 3aHATHH cemuHapckoro | Texuuueckue — cpenctsa | Excel; PowerPoint.
THIIA, IPYIIIOBBIX U | 00yuYeHHUs: 9KpaH,
WHAUBUIYAIbHBIX ~ KOHCYJIBTAIMi, | IPOCKTOP, KOMITBIOTEP
TEKYIIEro KOHTPOJIS u
IPOMEIKYTOUYHOM aTTECTAI[HH
JUia  caMocTOoATENbHOW  paboThl  OOy4aroUIMXCs  MPEAYCMOTPEHBbl  IOMEIIECHHUS,

YKOMIIJIEKTOBAaHHbBIE CIEIMATM3UPOBAHHON MeOeblo, OCHAIEHHbIE KOMIIBIOTEPHON TEXHUKOH ¢
BO3MOXKHOCTBIO MOAKIIOUEHUs K ceTu «MHTepHeT» u obecrneueHueM JocTyna B 3JIEKTPOHHYIO
MH(POPMALIMOHHO-00pa30BaTENIbHYIO CPe/ly YHUBEPCHUTETA.

KOMMYHHUKAIMOHHON CeTH «HTEpHET» M TOCTYIIOM
B DIIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTENBHYIO
cpemy o0pa3oBaTeNbHON OpraHU3aIid, BeO-KaMephl,

KOMMYHHKAIIHOHHOE o0opynoBaHueE,
o0OecrieunBaroIee JOCTyll K CETH HMHTEPHET
(mpoBomHOE  CcOeMMHEHHME U OECHpPOBOJHOE

coenuHenue 1o texnojaoruu Wi-Fi)

HanmenoBanue OcHallleHHOCTb NTOMEIIEHUH AJI CAMOCTOSITENIbHOMN Ilepeuenn
TIOMEIICHUH JUTsI paboThI 00yYAIOLITHXCS JIMIICH3UOHHOTO
CaMOCTOSITEITbHOU IPOTPaAaMMHOTO
paboThI obecrnieueHus
o0y4Jaronmxcs
[Tomemenue g | MebGens: yueOHas meOelb Microsoft
CaMOCTOSITEIILHOM Komrmiekr CIIeIHaTM3UPOBAHHON mebenu: | Office:  Word;
paboThI KOMITBIOTEPHBIE CTOJIBI Excel;
oOyyJaronmxcs OoOopynoBanue:  KOMIbIOTEpHas  TexHuka ¢ | PowerPoint.
(4uTanbHBIN 3all | MOJKIIFOYEHUEM K uH(pOopMaLMOHHO-
Hayunou KOMMYHHMKAIIMOHHOW ceTH «HTepHET» U HOCTYIIOM
O6ubIMOTEKN) B JIEKTPOHHYIO HH(POPMALIMOHHO-00pa30BaTENbHYIO
cpemy o0pa3oBaTebHON OpraHU3aIiy, BeO-KaMephbl,
KOMMYHMKAIIHOHHOE 00opynoBaHue,
obecrieunBaromiee JOCTYIl K CETH  HMHTEPHET
(mpoBoZHOE  coeAMHEHHME U OecHpoBOIHOE
coenmHenue 1o rexnojaoruu Wi-Fi)
[Tomemnenue s | MebGens: yueOHas meOelb Microsoft
CaMOCTOSITEIILHOM Komrmrekt CIIeIHaT3UPOBAHHOM mebenu: | Office:  Word;
paboThI KOMITBIOTEPHBIE CTOJIBI Excel;
Oo0opynoBaHue:  KOMIbIOTEpHas  TexHuka ¢ | PowerPoint.
MOJIKJTFOYEHHEM K UH(POPMAITUOHHO-




