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1 Hesan u 3axa4m U3y4eHUs AMCHHUILIMHBI (MOIYJISA)

1.1 Hean ocBoenust Aucuumuinibl 51.B.19 «/lokyMeHTannoHHOe 00ecnieyeHue ynpaBJieHUst

NepCoHAIA»

Hemn: dopmupoBanue npodeccHoHaNbHBIX KoMmmneTeHuui B cootBerctBun ¢ ®I'OC BO,
KOMIUIEKCA 3HAHWH, YMEHUH U HAaBBIKOB B 00JAaCTH OpPraHU3allMM JOKYMEHTALMOHHOTO OOeCreueHus
yIOpaBJIEHUS Ha OCHOBE pAalMOHAIbHBIX, HAay4YHO-OOOCHOBAaHHBIX IPUHLMIIOB WU METOJOB €ro
COBEPILIEHCTBOBAHMS, (OPMHPOBAHUE MPOTPECCUBHOTO TOAXOJA K PEIICHHIO BAXHEUIIMX 3a7ady
JOKYMEHTUPOBAHHUS BCEX CTOPOH YIIPAaBJIEHYECKOH 1€ATEIbHOCTH.

1.23anaum:

- YCBOEHHE OCHOBHBIX IOHSATHH B 00JaCTH JTOKYMEHTALMOHHOTO
obecnieuenusynpasieauem (JJOVY);

- U3Y4YE€HHE BUAOB OQUIMAIBHBIX JOKYMEHTOB W TpeOOBaHMW K HMX COCTaBJICHHUIO HU
0(hOpPMIICHHUIO;

- onpesesieHue crnoco00B TOKYMEHTUPOBAHUS U CUCTEM JTOKYMEHTAIUH;

- MIPUMEHEHNE TPABUJI OpraHu3aluu paboThl ¢ TOKyMeHTaMu cityx0bl JIOY;

- OCBOEHHE MOPsAKA OpraHu3alui padoT MO AEIONPOU3BOICTBEHHOMY 00CITYKUBaHHIO;

- npruoOpeTeHne yMeHui oopMIIeHHsI PEKBU3UTOB, CO3JJaHKE I1a0JI0HOB JOKYMEHTOB
canomotsio I1K;

- MIPUMEHEHNE TPUEMOB U CPECTB JEIONPOU3BO/ICTBA, B TOM YHCIIE KOMIIBIOTEPHOTO.

1.3 MecTro qucuuninHbl (MOayJisl) B CTPYKTYpe 00pa3oBaTe/ibHON NPOrpaMMbl

Huctummaa b1.B.19 «JlokymMeHTanmOHHOE 00eCTieueHre YIPABICHUS TEPCOHAIIA» OTHOCHTCS
k 0a3zoBoif yactu broka 1 "uctumamasr (Moaynu)" yaeGHOTO TIaHa.

B meromuveckoM MiaHe AMCUMILIMHA ONMUPAETCd HAa 3HAHUS, NOJY4YEHHbIE MPH U3Y4EHUU
creayromux y4eOHbIX KypcoB: «IIpaBoBenenue», «KympTypa peun U aenoBoe oOImieHue»,
«IHbopMallMOHHBIE TEXHOJIOTMM B YIpPaBIEHUM IepcoHanom», «TpynoBoe mpaBo», «OCHOBBI
KaJpoBOW MOJUTUKM U KaJpPOBOI0 IUIAHMPOBAHUSAY», «YNPaBICHUE IIEPCOHAIOM OpraHU3aLUu»,
«Pernamenranus u HOPMHPOBAHUE Tpyzna» u ap.

1.4 IlepeyeHb NJIAHHPYEeMBIX Pe3yJdbTATOB OOy4YeHHMSI MO JUCUHMIUIMHE (MOAYJIIO0),
COOTHECEHHBIX € IVIAHHPYEMBbIMH Pe3y/IbTaTAMM 0CBOCHHS 00pa30BaTeIbHOI NPOrpaMMbl

N3yuenue naHHOW y4eOHOW NMCLMILIMHBI HalpaBieHO Ha (OopMHpOBaHHME y OOydaroIuxcs
cnenyromux kommnerennuii IK-1.2, ITIK-3.4 .

Kon u HanMmeHOBaHHE Pe3ynbTaThl 00y4eHUs 10 AUCIUIUINHE
HWHAUKaTopa™

IK-1 CnocoGeH opraHu30BaTh M TNPOBECTH OHEHKY M AaTTeCTAIMI0 MEpPCOHANa, OCYIIECTBISATH
aIMMHUCTPHPOBaHHE MPOLIECCOB U IOKYMEHTO000POTA NPH NPOBEIEHUN OLEHKH H aTTeCTALIMH NepPCoHalIa

UIIK-1.2 Tlonumaer nposenenne | UTIK-1.2  Omnpenensier mopsiiok GopMupoBaHus, BeJeHHsT OaHKa NaHHBIX O
aIMHHUCTPUPOBAHKS [IPOLICCCOB U | MEPCOHAE OPraHM3alMd W MPEAOCTABICHUSI OTYCTHOCTH HPU IPOBEICHUU

JIOKYMEHT0000pOTa NP | OLICHKH M aTTECTaLlH NIePCOHANIA.
NIPOBEJICHUN OLECHKH M atrectammu | UTIK-1.2 dopmupyer TpeboBaHs pr HOPMUPOBAHIH, BEJCHUN OaHKA JTAHHBIX
HepcoHaa. 0 TIepCOHaJe OpraHW3alMH M NPEIOCTABICHUH OTYETHOCTH IPU IPOBENCHHU

OLICHKH U aTTECTAIMH TIepCOHAIA.

WIIK-1.2  PaspaGatbiBacT Mmoaxombl Npu (OPMUPOBAHUM, BEJCHHM OaHKa
JaHHBIX O TMEpCOHaJe OpPraHM3alMd M TPEIOCTABICHUH OTYETHOCTH IIpU
MPOBEICHNHN OLICHKH M ATTECTalLllH MIepPCOHANIA.

MK-3 cnocoGeH NPOBOOUTH OPraHU3ALMIO AANTANMM M CTAKHPOBKH IMEPCOHANA, OCYIIECTBIATH
aIMUHHCTPHPOBAHHE MPOLIECCOB M JOKYMEHT0000POTA N0 PAa3BUTHIO U MPodeccHoHATBHOIT Kapbepe, 00yYeHHIo,
aanTALMM U CTA)KUPOBKE MEepPcoHaIa

UIIK-3.4 Ocymectnsier | UTIK-3.4  OmnpenensieT aIMUHUCTPUPOBAHUE TIPOLIECCOB U JOKYMEHTO000pOTa
aIMUHHCTPUPOBAHUE TIPOLIECCOB M | TI0 PAa3BHTUIO W TNPO(ECCHOHANBHOM Kapbepbl, OOY4YEHHIO, aJaNTalid |
JOKYMEHTO00O0POTA 110 PA3BUTHIO U | CTAXKUPOBKE IEpCOHAIA.

npodecCHOHATBEHOM Kapbepel, | WUIK-3.4 Cobupaer, aHamM3UpyeT ¥  TNPUMEHSET  TEXHOJIOTHH
00yUYeHHIO, aJanTanuu U | aAMHHHCTPUPOBAHMS TIPOIIECCOB M JOKYMEHTOOOOpOTa TI0 pa3BUTHIO U
CTaXMPOBKE ITEPCOHATIA. npogecCHOHATIbHOM Kapbephl, 00YUESHHIO, /IaNTAINN U CTAKHUPOBKE TIEPCOHAIIA.

UIIK-3.4  Cucremari3upyeT TEXHOJNOTWH aIMHUHUCTPUPOBAHUS TIPOLIECCOB U
JIOKYMEHT0000pOTa TI0 Pa3BUTHIO M MPO(ECCHOHATEHON Kapbephl, 00yUIEHHIO,
aJIanTalyy U CTAKMPOBKE MEPCOHANA.
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Kon u HanmenoBanue Pe3ynbTaThl 00y4eHUS MO TUCIHILTHHE
WHIUKaTOopa™

PesynbraThl 00y4eHUs MO AUCHUILIMHE JOCTHTAIOTCS B PaMKax OCYILECTBJICHUS BCEX BHJIOB
KOHTAKTHOH M CaMOCTOSITENILHON pabOThl 0OYJaIOIIUXCsl B COOTBETCTBUU C YTBEP)KJICHHBIM Y4EOHBIM
IJTAHOM.

WuaukaTtopsl JOCTHXKEHUS KOMIETEHIUH CUYHMTAIOTCS C(HOPMUPOBAHHBIMHU TPH JOCTIKEHUH
COOTBETCTBYIOIIUX UM pPE3yJbTAaTOB O0OyUEHHUS.

2. CTpyKTypa M coliep:kaHHue TUCHUIIIHHBI

2.1 Pacnipeaesienre TPyA0EMKOCTH AMCUMILIMHBI IO BHAaM padoT

OOmiass TpymoEMKOCTh JIMCHMIUIMHBI cOCTaBisier 4 3aveTHbix emunul] (144 wdwacoB), ux
pacmpeiesieHre 1Mo BujaaM paboT MpeicTaBIeHO B TabIuIe

Buner pabor Bcero ®dopma oOydeHust
4acoB OYHO- 3a04Hast
OYHas
3a04Hast
7 X X X
cemecTp cemecTp cemecTp Kypc
(gacsr) (gacer) (gacer) (gacer)
KoHTakTHasi padoTa, B TOM YHCJIE: 36,3 36,3
AyauTopHBbIe 3aHATHS (BCEro): 34 34
3aHATHSI JIEKIIMOHHOTO THUIA 18 18
J1a00pATOPHBIC 3aHATHUS - -
NpaKTHYECKUE 3aHITUS 6 6
CEMUHAPCKUE 3aHSITH 10 10
HMHasi KOHTAKTHasA padoTa: 2,3 2,3
KoHnTponb camocrosTensHO# paboThl 2 2
(KCP)
[Tpomexyrounas arrecraims (MKP) 0,3 0,3
CamocTosiTeibHAs padoTa, B TOM 81 81
qHcie:
Pedepat/acce (moaroroska) 4 4
CaMOCTOSATENPHOE H3Y4YCHHE Pa3JIelioB, 71 71
CaMOIIOJITOTOBKA
[ToAroToBKa K TECTUPOBAHUIO 6 6
KoHTpoJib: 26,7 25,7
ITonroroBka K 3K3aMeHy
Oomas gac. 144 144
TPYAOEMKOCT | B TOM YHCIIE 36.3 36.3
b KOHTAaKTHas padora
3a4. e 4 4

2.2 Conepxxanme TUCUMIIMHBI
Pacnipenenenne Bu1oB yueOHOM pabOTHI M UX TPYAOEMKOCTH MO pasjesiaM AUCIHUIUTHHBL.
Paszensl (TeMbl) TUCHUIUIMHBI, U3ydaeMbie B 7 cemectpe (4 kypce) (ounast popma oOydeHws)



KonuuectBo yacos
A Bueaynut
Ne HaumeHoBaHue pa3ienoB (TeM) YAUTOpHas opHast
Bcero pabora
pabora
J I13 JIP CPC
1 Pazpnen.1 [lonsTre u 3HaUeHNE JOKYMEHTALUOHHOTO 39 6 6 i 97
" |obecniedeHus ympaBieHHs IEPCOHATIOM
5 Paznen 2. OCHOBBI TIOKYMEHTAIIMOHHOTO 00eCIeYeHuUs 39 6 6 i 97
yIpaBJICHUs IEPCOHATIOM
3 Paznen 3. Cucremarusanus 1 XpaHeHHe JOKYMEHTOBKaIPOBOH 37 6 4 i 97
CITY>KOBI
UTOI'O no pazoenam oucyuniunsl 115 | 18 16 - 81
Kontpons camocrosrensHoit padots! (KCP) 2 -
[Tpomexyrounas arrecrarms (MKP) 0,3 -
KonTpons 26,7
OO01m1ast TPYT0EMKOCTb IO JUCIUTUINHE 144 -

[Ipumeuanue: JI — nexuuu, 113 — npakruyeckue 3ansatus / cemunapsl, JIP — naboparopHeie 3aHATHSA,
CPC — camocrosTenbHas paboTa CTyIeHTa

2.3 Coneprxanue pa3iesoB (TeM) TUCHHIIHHBI
2.3.1 3aHATHSA JIEKIMOHHOI'0 THIIA

No HaumenoBanue Conepanme paszena dopma TeKyIIero
pasnena KOHTPOJIS
1 2 3 4
Paznen 1. IlonsiTHe u 3HAYeHHe JOKYMEHTALIOHHOIrO o0ecriedeHUs YNIPAaBJIeHUsS] MEePCOHAIOM
Bsenenue B kypc OOmee  mpeacTaBieHHE — Kypca. Hasuauenne  u |[IpopaGorka
comepkanme Kypca. CBs3p kypca ¢ ydeOHBIMH |yd4eOHOro
JUCUMIUIMHAMU.  3HAYeHWe Kypca B MOATOTOBKE |(TEOpPETMUECKOrO)
CIICHIHAIIUCTOB 10 YIPABICHHUIO IIEPCOHATIOM MaTepuana
[MonsTue TToHATHS «TOKYMEHT», «TIOKYMEHTOO00POTY, ITpopabotka
JOKyMEHTaIlMOHHOTO «IOKYMEHTAIIMOHHOE 00ECTIEUCHUE YIIPABIICHUSD. yaeOHOoro
obecrieueHus OcHOBHBIE TPeOOBaHUS, MPEIBABISIEMbIE K OOPMIICHHUIO (TeopeTHueckoro)
yIIpaBIICHHSI JOKyMEHTaIlnH, IpexycMoTpeHHbIe ['ocynapcTBeHHON Matepuaia
TIEPCOHAIIOM. CHCTEMOH JOKyMEHTALMOHHOTO 00eCIIeUeH s YIIPaBICHUS
TpeboBanwus, I'OCT P 7.0.97-2016. ITopsimok 0O0pabOTKH U perHCTpaiin
MPEABSIBISIEMBIE K JOKYMEHTOB, X WHIeKcanuu. Perucrpanuonssie Gpopmel u
o(hopMIICHHIO UX 3amnonHeHne. KoHTpons uenomHeHns JOKyMEHTOB.
JOKYMEHTOB OCHOBHBIE OTJIMYHSI B TIOATOTOBKE MTPOCTHIX M CIOKHBIX
IPUKA30B. YUET CIEMU(PUKH PACTIOPSIUTEIHHOTO
JOEUCTBHSI IPU COCTABIICHIH IPUKA30B IO TIPHEMY,
MIePEeBOY, YBOIbHEHHUIO PaOOTHHUKOB. [lopsimok
BH3HUPOBAHUS IIPHKA30B 10 JIMIHOMY COCTaBY, X
peTHCTpanuy.
CoctaB u BUZIBI [ousTHE U 3HAYEHUE KaJPOBOH JOKYMEHTAIIHH. [Tpopabotka
KaJpoBoi gokyMeHTannu | Knaccudukanus kaapoBoit fokymeHTarun. OCHOBHBIC yaeOHOro
BUBI TOKyMEHTOB KaJPOBOH CITY>KOBI, 0COOCHHOCTH UX (TeopeTHuecKoro)
cocraBieHns. HopmaTtuBHO-TIpaBoBas 6asa, Martepuana
periiaMeHTHpYIoNIast pa3paboTKy KaIpOBEIX JOKYMEHTOB.

Pazgen 2. OcHOBBI JOKYMEHTAIMOHHOIO O00ecreYeHus YIMpaBJIeHUsI MEPCOHATIOM
TpeboBannus k ITtatHoe pacnucanue (ct. 57 Tpynosoro Kogexca PD)— ITpopabotka
COJIEPKAHUIO U ®opma mrratHOro pacnucanus (popma T-3) yrBepxaeHa yaeOHOT0
oopMIICHHIO noctadoBieHneM ['ockomcrara Poccum ot 5 ssaBapst 2004 (TeopeTHyeckoro)
JIOKaJIbHBIX roza Nel. MaTepuana
HOpPMaTHUBHBIX aKTOB IO [IpaBuiia BHYTpEHHETO TPYAOBOT'O pacropsiKa Kak
VIIPaBICHUIO JIOKAJIEHBIA HOPMAaTUBHO-TIPABOBOH aKT,

TIEPCOHATIOM KOHKPETU3UPYIOIINIA MOPSIIOK PEryIUpPOBaHUs KIHOUEBbIX
BOIPOCOB COIIMAJIBHO-TPYIOBBIX OTHOILIEHUH Ha
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npeapuaTd. OOmuil MOpsAIO0K MOATOTOBKH JOKYMEHTa B
coorBercTBUH c0 cT. 190 TK PD. Ocobennoctu
o(hOopMIIEHHS TIPaBUII BHYTPEHHET O TPYZIOBOTO

pacropsjka, Cofep>kaHie BOIIPOCOB, KOTOPbIE OTPaXKAIOTCS
B IIpaBUJIaX BHYTPEHHETO TPYJOBOIO PACIOPSAKA.
OcoOeHHOCTH 00palleHus C NEPCOHATBHBIMU JAHHBIMU
pabOTHHKOB B COOTBETCTBUU C MOJIOXKEeHUsIMH I1aBbl 14 TK
P®. TpeboBanust k 00pabOTKE MEPCOHATBLHBIX JaHHBIX
pabotHuKa. [IpaBuia nepenaun nHGoOpManuy,
coJiepxarieil cBeJieHns 0 pabOTHUKE, TPETHUM JIHIIAM.
OTBETCTBEHHOCTH JIOJKHOCTHBIX JIUL], BHHOBHBIX B
HapyIIEHUH HOPM, PETYIUPYIOMIUX [TOTy4eHHe, 00padoTKy
U 3alUTY NepCOHANBHBIX TaHHBIX paboTHHKA. HCTpyKIHS
10 IOKYMEHTAI[MOHHOMY 00ECIICUEHUIO YIIPaBICHUS
nepcoHaoM npeanpustusi. CTpyKTypa U cofepsKaHHe
pa3ziesioB JAHHOTO TIOKYMEHTA.

I'ocynapcTBenHas
WHCIEKUHS TPyAa U
mpolielypa MpOBEICHUS
MIPOBEPOK
JTOKYMEHTALUU
KaJIpOBOU CITYKOBI

ITomHoMoOuuss  rocylapcTBEHHOM  MHCIEKIUM  TpyJa.
IIpouenypa u npaBuiia MPOBEICHUS MPOBEPOK COOTIOACHHUS
JEHCTBYIOIEIO  3aKOHOAATENbCTBA. BuIBI  IIPOBEPOK.
[opsiiox oopMIeHHsT MEPOIPUSTHH IO KOHTPOJIO.

CoctaB JOKYMEHTOB, TpeOyeMBIX OpraHaMH Haa30pa u
KOHTpOJISI IPU MPOBEAEHUM IPOBEpPOK. OTBETCTBEHHOCTh
paboTonaTens 3a HapylLIEHHUE JEUCTBYIOIIErO
3aKOHONATEIbCTBA O TPyIE M HErpaMOTHOE O¢OpMIICHHE
KaJpoBOM  JOKyMEHTallUW, Bo3jlaraeMas  1pynoOBBIM
Komekcom P® wu Komekcom 00 aaMUHHUCTPATHBHBIX
IIpaBOHAPYIIEHMIX

ITpopabotka
yuebHOro
(TEOpEeTHUECKOro)
Marepuana

dopMupoBaHHE U
BEZICHUE JTMYHBIX JET

Jlnanoe gemo paOOTHHKA Kak OCHOBHOM  JIOKYMEHT
MEPCOHANBHOTO y4eTa, B KOTOPOM XpaHATCS HamOomee
NONHBIC CBEICHHWSI O COTPYAHHUKE M €ro CIyXeOHOH
JEATEIEHOCTH.

CocTaB M MOCIEIOBAaTEIBHOCTS JOKYMEHTOB JIMYHOT'O JIEIa.
OcoOeHHOCTH COCTaBICHHUS JOKYMEHTOB JUYHOIO JIeJia:
JMYHOTO JIUCTKA 10 yYETy KaApOB, TONOTHEHUS K JTHIYHOMY
JHCTKY, aBToOMorpadguu u 1.4. [lpaBmia BELIAYHM JTUIHOTO
Jena BO BpeMEHHOe Moib3oBaHue. [lopsamok cocraBieHHS
omucH ITuYHOro rena. Ilepenada muyHoro nena Ha apXUBHOE
xpanenne. COCTaBJICHHE 3aBEPUTENHHON HAIIUCH JTMYHOTO
Jena

[TpopaboTka
y4eOHOro
(TeopeTHUYECKOro)
Mmarepuasia

Jlnuynas xaprouka

Jlnynas kapTouka Kak OCHOBHOM JTOKYMEHT ITEPCOHAIBHOTO
ydeta pabOTHHUKOB OpraHu3anuu. JloKyMeHTHI, Ha
OCHOBaHHMM KOTOPBIX 3aIlOJIHAETCA JIMYHAs KapTouKa.
ITopsimok KoaupoBaHUS CBEICHUH B JIMYHOW KapTOUKe.
3anomHeHNe TMYHON KapTouku. [lopsaok BHECEHHs
WCTIpaBICHUN ¥ U3MCHEHHUH B IMYHYIO KapTOUKy pabOTHHUKA.

[TpopaboTka
yaeOHOro
(TeopeTHyecKoro)
MaTepuraia

JoxymeHTHpOBaHUE
MIPOLIECCOB JIBMIKEHUS
KaJlpoB

JokyMmeHTHpOBaHHE TIporiecca IBWJKEHHS KaapoB Ha
MPEANPUATHH KaK BakKHEHmas (yHKIUS OTAena KaJpoB.
Buner nmewkeHus kaapoB. CxXxeMbl TIpHeMa, IepeBOAa,
YBOJIbHCHHUS PA0OOTHHKOB.

Odopmienne mpruema paboTHHKOB. COCTaB TOKYMEHTOB,
TpeOyeMbIX MpH MpHeMe Ha pPabOTy B COOTBETCTBUU C
Tpynoseim Kogexcom POD.

[Mopsimok 3aKTF0UCHHS TPYAOBBIX IOTOBOPOB C IOCTOSHHBIMU
U BPEMEHHBIMH PaOOTHHKAMHU.
OCOOEHHOCTH ~ COCTaBIJIEHUS
NPUKA30B IO JIMYHOMY COCTaBY,
(popma T-1, T-1a).

YHAQUIMPOBAHHBIX  (OPM
KacaroIuxcsl IpuemMa

[TpopaboTka
yaeOHOro
(TeopeTnyecKoro)
MaTepuraia




Odopminenne mnepeBona, NepeMeIleHNs, KOMaHIMPOBaHUS
paboTHUKOB. OCOOEHHOCTH O(QOPMIECHUS U OCHOBAHHUS
Pa3IMYHBIX BUJIOB MepeBoa (MepeBojl Ha APYrylo paboTy Ha
TOM JK€ MpeANpHITHH; ITEepeBOx Ha paboTy Ha JApyroe
IpEANPUATHE; MEPEBOJl HA PabOTy B JAPYTYIO MECTHOCTB).
OCo0eHHOCTH ~ COCTaBIIeHUS YHH(UIMPOBAHHBIX  (opm
NPHKA30B IO JMYHOMY COCTaBy, KacaroIMXCS MepeBoia
(dbopma T-5, T-5a), komanaupoBanus (popmsr T-9, T-9a, T-
10, T-10a). Odopmienue otmycka. [IpaBuima u Ccpoku
MOATOTOBKU Tpaduka oTmyckoB (dopma T-7). OcoGeHHOCTH
COCTaBJICHHS YHH(ULIMPOBAHHBIX (opM MNpPUKA30B 110
JUYHOMY COCTaBY, Kacatomuxcs ornycka (¢popma T-6, T-6a).
Odopmiienne  yBoJbHeHHS  PaOOTHUKOB.  OCHOBaHHS
NpeKpalieHusl TPYAOBOTO JOIOBOpa B COOTBETCTBHU C
HOpPMaMH  TpPYAOBOTO TMpaBa; MpaBWia  O(QOPMIICHHUS
IpeKpalleHusi TpyAoBOro jorosopa. (OTBETCTBEHHOCTh
paboTonaTens 3a HE3aKOHHOE YBOJIbHEHHE PAOOTHHUKOB.
OcoOeHHOCTH  COCTaBICHHUA  YHH(UIMPOBAHHBIX  (hopM
MIPUKA30B 110 JUYHOMY COCTaBY, KacaroIMXCsS YBOJbHEHHS
pabotHuKOoB (popmbr Ne T-8, T-8a). ITopsaok perucrparuu
IPHKA30B M0 JUYHOMY COCTaBy

Benenue TpynoBsix
KHHKEK

ITonsitue TpynoBod KHMXKKM. DPopMa TpyHOBONH KHUKKH.
HopmatuBHO-MeTonquveckass  0aza,  periaMeHTHpyomas
NOPSIIOK ~ BEACHUSA, 3allONIHEHUS  TPYAOBBIX  KHUXKEK,

obecrieueHust UMU paboTonateneil. 3amoNMHEeHHEe CBEICHUIA O
paboTHHKe. 3anolHEHHE CBEJCHHI O pabore. 3amoiHEHHE
CBEJICHUH O HArpax<JIcHWHW. 3allojHEHHE CBEACHUH 00
VBOJIBHCHUU  (NIPEKpallleHuH  TPYJOBOrO  JIOrOBOpA).
OCOOCHHOCTH 3allOJIHEHUS CBEICHHH 00 YBOJBHCHUH H
npreMe Ha paboTy B CBS3U C MIEPEBOJIOM PaOOTHHUKA.
Bnecenne n3MeHeHUI 1 AONOTHEHUI B TPYAOBYIO KHIDKKY.
JyOonmukat TpyJAOBOH KHIKKW. Bbljaua TpymOBOH KHHKKH
NpA  yBOJILHEHUH (NIPEKpAIIEHUH TPYIOBOTO JIOTOBOpA).
Bxumagpint B TpyAOBYIO KHIDKKY. YUeT ¥ XpaHEHHE TPYAOBBIX
KHIDKEK. JlokymMeHTamusi mo ydeTy ONaHKOB TpPyJOBBIX
KHIDKEK (IIPUXOTHO-pacXofHas KHHWTa 10 y4eTy OIaHKOB
TPYIOBBIX KHIDKCK WM BKIAABIIEH K HHUM, KHUTa ydera
IOBIDKCHHUS TPYHAOBBIX KHIDKCK W BKJIAIBIIIEH K HHM).
OTBETCTBEHHOCTh 32 COONIOACHHE TIOpSNKA BEACHUS
TPYIOBBIX KHIDKEK.

ITpopabotka
yaebHOoro
(TEOpPEeTHUECKOro)
Marepuana

Pa3zgen 3.

CucreMaTu3anusi M XpaHeHHe JOKYMEHTOB KaJpPOBOiil CIyKObI

Homenxknatypa nen
KaJIPOBOU CITYKOBI

Ilonstne Homenkmatypsl nen. llopsmox
HOMEHKJIATYPBI e KaJpOBOH CITY>KOBI.

COCTaBJICHHUA

[Tpopaborka
yaeOHOro
(TeopeTHyecKoro)
MaTepuraia

DopMHpOBaHUE JEI

TpeOoBaHus, MpeqbABISIEMBIC K 3aTOIOBKAM Ael. DJIEMEHTHI
3aroj0BKOB JeJl.

[IpaBuna rpynmupoBKH NOKYMEHTOB B Jeia, O(QOPMIICHHUS
3arojoBKoOB jel. [Ipu3Haku rpynnupoBKY JOKYMEHTOB B JI€Na.

[TpopaboTka
yaeOHOro
(TeopeTnyecKoro)
MaTepuraia

ITopsoox
JIOKYMEHTOB

ApXUBHOMY XPaHEHUIO

IOATrOTOBKH

K

[TopsioK MOArOTOBKM JIOKYMEHTOB K apXMBHOMY XPaHEHHIO.
Knaccupukanmss TOKyMEHTOB IO CpOKaM  XpaHCHHS.
TpeOoBaHUs, NpPENBIBIACMBIE aPXWBHBIMH CIY)KOaMH K
JOKYMEHTaM, CllaBaeMbIM B apxuB. OpraHuzanus NpoBeAeHUS
SKCIEPTU3bl LIEHHOCTH JI0KYMEHTOB.

Yactmunoe wu monHOe odopmieHue nen.  [lopsmox
oopmiieHHST OOJIOJKEK Jed ITOCTOSHHOTO W BPEMEHHOTO

ITpopaboTka
yaeOHOro
(TeopeTnyecKoro)
MaTepuaia




cpokoB xpaHeHus. CocTaBieHue U oopmieHHe omuceil aem.
CocraBiieHHE 3aBEpUTEIBHON HAMUCH JeNa.
AJMUHHUCTpaTHBHas  OTBETCTBCHHOCTb 32  HapylleHUE
JEHCTBYIOILET 0 3aKOHOAATENBCTBA 110 APXUBHOMY JIENY.

2.3.2 3aHATHSA CeMHUHAPCKOI0 TUNA (MpaKTHYecKHe / CEeMUHAPCKUE 3aHATHA)
OL[GHI/IBaHI/Ie MPAaKTUYCCKUX 3aI[aHHI>i BXOIHWT B HAKOIIJICHHYIO OLICHKY.

Ne HanmenoBanue TemaTnka MPaKTUUECKUX 3aHITUN ®opma TEKYILEro
B pasnena (cemuHapoB) KOHTPOJIS

1 2 3 4

1 (Pazgen 1 Ilonsitue wm|TpebGoBaHusi K 0OpPMIIEHHIO TOKYMEHTOB: [IpoBoauTcs
3HAYEeHUe O030p HOPMATHBHO-IPABOBOM 0a3bl  JOKYMEHTAIIMOHHOTO|hopme
JAOKYMEHTAMOHHOI0 obecnieuenus ynpasienus. [OCT P 7.0.97-2016. IIPaKTHUYECKOT O
o0ecrneyeHuns [TonsiTve pekBU3UTa JTOKyMEHTA, TPEOOBAHUS, TPEIbIBIIIEMbIC |3aHATHS,
ylpaBJjieHuUst K 0)OPMJICHHIO PEKBU3UTOB M WX PACIOIOKECHUIO Ha ONaHKE|[Ipe/ronaraet
NePCOHATIOM JOKyMEHTA. aHaI3

IIpunanue JOKYMEHTY IOPUAUYECKON CHUIIBIL. CHUTYallHOHHBIX
CuryanuonHoe 3a1anne «OmuoKy B 0pOpMIICHUH JJOKYMEHTOB |33 JITaHHH.

2 CocTaB M BUABI KAPOBOii TOKYMEHTALHHU:
OCHOBHBIC KJIACCU(PHUKALNH KaJPOBBIX TOKYMEHTOB.
Ilpuka3zsl MO  JIMYHOMY  COCTaBy  Kak  OCHOBHOWM
pacTopIIUTEeIbHBIA JOKYMEHT, COCTaBIIsIEMBbId B Ipollecce
JIOKyMEHTHPOBaHUS byHKIHN KaJpoBOM CITYKOBI.
CuryanmoHHoe 3a7jaHue «AHaJIN3 KaJIpoBOM IOKYMEHTAIIHH 110
(YHKIUSM yIIPaBIICHUS IIEPCOHATIOM)

3 (Pazmen Il TpedoBaHusi K cojep:KaHUI H 0(POPMIIEHUIO [Tposoxutcs
OcHOBBI JIOKAJILHBIX HOPMATUBHBIX AKTOB IO YNPABJIEHHUIO dopme
JAOKYMEHTALHOHHOIO nepconasioM. CuryaiponHoe 3aganne «OmmOKy B IITATHOM [[IPAKTHYECKOTO
obecneyeHust pacrucanum» 3aHATHS,
ynpaBJeHUst CuTyalMoHHOE 3aJaHUe KA YIUT IPABHJI BHYTPEHHETO MpeAroiIaraer
NepPCOHATOM TPYIOBOTO pacnopsanka» CHTyaIllHOHHOE 3aJaHue aHaIM3

«[Tonmoxxenne 00 00pabOTKEe IMEPCOHAIBHBIX JAHHBIX. CUTYaLlMOHHBIX
Kakum emy OBITE?» 3aJITaHWH.
PazpaboTka ZOKyMEHTOB, KacalOIINXCs 3aIATHI
NEPCOHATBHBIX JAHHBIX COTPYIHHKOB OpPTraHU3ALNH
4 ®opmupoBaHue U BeleHHe JUYHBIX Aej. CocraBieHue
JOKYMEHTOB JIMYHOTO Jela COTPYIHHUKA TI0 OCHOBHEBIM
JTamaMm paboThI TIepcoHana (IIprueM, IepeBojl, yBOJIbHEHHE,
arrecramus u T.7.). CocTaBieHNE BHYTPEHHEN OMTUCH
JOKYMEHTOB JIMYHOTO JIeNa.
CocTaBneHue 3aBEpUTETHLHON HAIITHCH.
[loaroroBka THMYHOTO fefa U IIepeaadr Ha apXUBHOE
XpaHCHHE.
5 JInunas Kaprouka.
CocraBiieHHE THIHOW KapTOUYKU PabOTHHKA.
BHeceHne n3MeHeHU U UCIPABICHUN B IMYHYIO KAPTOUKY.
Kaproreka TUYHBIX KapTOYEK: MIpaBUiIa BEICHISL.
6 JoxyMeHTHPOBaHHE NMPOIECCOB IBUKEHUS KATPOB.

[Momarosas mporemypa oopMIIEHHSI OCHOBHBIX KaIpOBBIX
nporenyp (Ipeem, mepeBo, MepeMeleHue, MPeI0oCTaBICHHE
OTIyCKa, KOMaHAUPOBAaHUE, YBOJIbHEHHE).

Oco0eHHOCTH MOATOTOBKH ITPUKA30B 10 JTUYHOMY COCTaBY.
CuTyalunMoHHbIE 3aJ]aHusl «AHAJIU3 TPYAOBOIO JOr0OBOpPaY,
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«[Ipuem Ha paboTy», «AyAUT YBOJIbHEHUI»

Benenne u XpaHeHHe TPYAOBBIX KHILKEK. 3arlolHEHHE
TUTYJIBHOT'O JIUCTA TPYIOBOH KHUXKKH.

3anonHenue pasgena «CeelneHus o paboTe». 3anogHEHHE
pasnena «CBeIeHUs 0 HArPAKICHHUSIX).

BHecenune u3MeHEHUH U TOMOTHEHUH B TPYIOBYIO KHIKKY.

8 Homenkiiatypa gen kaapoBoii ciayxObl. Ilonsatue
HOMEHKIaTypsl J1en. CocTaBieHHE HOMEHKIATyphl el
KaJpOBOH CITyKOBI.

9 (Pasmeux I1I. dopmupoBaHue 1e. [poBoauTest B
Cucremaruzanus u TpeOGoBaHus, MpeabsIBIsIeMbIe K (HOPMUPOBAHHIO bopme
XpaHeHue JOKYMEHTOB | Jel KaJpOBOH ciy:x0bl. DOpMHUPOBAaHNE 3aTr0JIOBKOB MPAKTHYECKOT O
Ka/IpOBOIi CJIYXKObI Jien. 3aHATHS,

IpeArnogaraer

10 Iopsinok MOATOTOBKH JAOKYMEHTOB K apXUBHOMY |apaius

XPAaHECHHIO. CUTYaL[MOHHBIX
IoaroroBka JOKYMEHTOB K apXMBHOMY XpaHEHHIO. 3aaHui.

[lomHoe m dYacTHuHOE OPOpPMIICHUE JET.
[TpoBeneHne IKCIEPTU3BI IICHHOCTH JOKYMEHTOB.

[Ipy M3ydeHWUW TUCHUIIIUHBI MOTYT TPHMEHSTCS SJICKTPOHHOE OOy4deHWe, TUCTAHIIMOHHBIE
obOpazoBatenbHbIe TexHoJoTHH B cooTBeTcTBHH ¢ DI'OC BO.
2.3.3 KypcoBble paGoThl — He MPeIyCMOTPEHBL.

2.4 IlepeueHb Y4eOHO-METOAMYECKOr0 olecmeveHHs] JIs1 CAMOCTOATEJbHON PadoThI
00y4aromuxcs Mno JUCHUIIHHE (MOTYJII0)

Ilepedens y4eOHO-METOANIECKOTO 0OECTICUeHHs TUCIUIUINHEI 110 BBHITIONTHEHUIO
Ne Bug CPC CaMOCTOSITENTFHON pabOTHI
1 |lIpopaboTka  TEOPETHYECKOrO
MaTepuana  (TMOArOTOBKAa K
poOJIEeMHBIM CEMHHAPAM ) Meroandeckie peKOMEHIOAMK [UIS CTYACHTOB HANpaBICHHUS YIIPaBICHHUE
2 |BbIIOJHEHHE MHIMBUAYAIbHBIX| TEPCOHANIOM MO BBIIOTHEHHIO NMHCBMEHHBIX PabOT, caMOCTOSTEIbHOH pPaboTHI,
3aJjaHuM (moAroToBKa| yTBEp)KACHHBbIE Ka(eApod YNpaBiIeHHS MEpPCOHAIOM U OpraHH3aLHOHHOM
co00IIeHHUH, Mpe3eHTaIni) NICUXOJIOTHEH
3 |[logrotoBka K  TEKyIIEMY
KOHTPOJIO

Y4ebHO-MeToinYeCKUe MaTepualibl A CaMOCTOATENIbHOW paboThl 0OydarolIMXCsl U3 4Hcia
MHBAJINUJIOB U JIMIl C OTPAHUYEHHBIMU BO3MOXKHOCTAMU 3710poBbs (OB3) mpenocrasnstorcs B popmax,
alalTUPOBAHHBIX K OIPAaHUYEHHSIM UX 3JI0POBbsI U BOCIIPUATHUS UH(POPMALIUH:
JUis UL ¢ HapyLIeHUSIMU 3pEHMSL:

— B I1e4aTHOM (hopMe yBeTUUEeHHBIM HIPUPTOM,

— B (pOpMeE AIIEKTPOHHOI0 JOKYMEHTA,

— B popme ayauodaiina,

— B r1e4aTtHoi (opme Ha si3pike bpaitns.

JUist U1 ¢ HapyLIeHUSIMU CITyXa!

— B 1eyatHoi dopme,

— B (JopMe FIIEKTPOHHOTO JIOKYMEHTA.

Jlist U1 ¢ HapyIeHUsIMM OTIOPHO-/IBUTATEIbHOTO anmapara:

— B re4atHoi dopme,

— B pOopMe AIIEKTPOHHOTO JOKYMEHTA,

— B popme ayauodaiina.

JlaHHBI TepeYeHb MOXKET OBbIThb KOHKPETH3HUPOBaH B 3aBUCHUMOCTH OT KOHTHUHIEHTA
oOyJaronuxcs.




3. Obpa3oBaTejibHbIE TEXHOJIOTHH, IPUMEHsIeMble IPH OCBOCHHH JMCHUIIINHBI (MOYJIs1)

B xoJ€e u3ydeHus JUCUMILIMHBI IPEYCMOTPEHO UCII0JIb30BAHUE CIIEIYIOIINX 00pa30BaTENbHbBIX
TEXHOJIOTHI: JIEKIMH, MPAKTUYECKHE 3aHATHUA, NpoOieMHOe OoOydeHHue, MOAYJIbHas TEXHOJIOTHS,
MOJITOTOBKA MMCHbMEHHBIX AaHATUTHYECKUX PadOT, CAMOCTOsITeNIbHAs paboTa CTYy/IEHTOB.

KoMIeTeHTHOCTHBI MMOAXOJA B paMKax NpernojaBaHUsl JUCLUUIUIMHBI pEalu3yeTcsi B
WCI0JIb30BAHNN MHTEPAKTUBHBIX TEXHOJOIUI U aKTUBHBIX METOJIOB (IIPOEKTHBIX METOAMK, MO3TOBOTO
HTypMa, pa30opa KOHKPETHBIX CHUTyallUd, aHaiu3a IeJarorn4ecKux 3ajad, I[eJaroruueckoro
AKCTIIEPUMEHTA, HHBIX ()OPM) B COUETAHUH C BHEAYAUTOPHOU pabOTOM.

WNudopmanioHHbIE TEXHOJOTHH, TPUMEHSIEMbIE P M3YYEHUH JUCIUIUTUHBI: UCTIOIh30BAHUE
MHPOPMAIIMOHHBIX PECYPCOB, JOCTYMHBIX B  HH(POPMAIMOHHO-TEICKOMMYHUKAIIMOHHOW CETH
Hutepner.

AnantuBHbIe 00pa30BaTeNIbHBIE TEXHOJIOTUH, IPUMEHSIEMbIE TPU U3YYEHUN JUCHMILTUHBIL — JUIS
JUI] C OTPaHMYEHHBIMU BO3MOKHOCTSIMHU 3I0POBbsI MPEAyCMOTpPEHAa OpraHU3alUsi KOHCYJIbTALUil C
HCI0JIb30BAHNUEM JIEKTPOHHOM MOYTHI.

4. OueHoYHBbIe CpeAcTBA A TeKYyLIero KOHTPOJISI YCIeBAeMOCTH H IPOMEKYTOYHOM
arTecTanuu

OneHouHbIe Cpe/iCTBA PeIHA3HAUYEHBI /1151 KOHTPOJIS U OLIEHKU 00pa30BaTeNbHBIX JOCTHKEHUN
oOyuaronuxcs, OCBOMBLIMX NporpamMmy y4eOHON IUCHUIUIMHBI «J[OKyMeHTallMoHHOEe olecredeHue
YIPaBJIEHUS IEPCOHAIIAY.

OneHoYHBIE CpEACTBA BKJIIOYAET KOHTPOJIBHBIE MaTepHalbl JUIsl IPOBEACHHUS TEKYLIero
KOHTpoJIA B (opMe TECTOBBIX 3aJaHHM, [OKJIaga-Npe3eHTalud 10 MPOOJIEMHBIM BOIPOCAM,
Pa3HOYPOBHEBBIX 33aJJaHUI, CUTYallHOHHBIX 33/1a4 U IPOMEKYTOYHOM aTTecTauuu B opMe BOIPOCOB
K DK3aMEHY.

CTpyKTYypa OlIEHOYHBIX CPEICTB IS TeKYIIeld U MPOMEKYTOYHOM aTTeCTAIMU
No Kon u HanmMeHoBaHMe OLIEHOUHOT'O CPeACTBa
- /;1 HauMEHOBAaHUE Pe3ynbraTsl 00ydeHust Texymuni IIpomexyrounas
MHAUKATOpa KOHTPOIIb aTTecTalys
UIIK-1.2 Ompenensier  mopsinok | Bompocs! s Bomnpoc Ha
¢opMupoBaHus, BeleHWS OaHKAa MJaHHBIX O | YCTHOTO 9K3aMeHE
1 MIepCOHAle OPTaHM3aIlMH M TPEAOCTaBICHUS | (MUCEMEHHOIO) 1-10
OTYETHOCTH )73 OBEJICHWH OLEHKH M | Ompoca 110 TeMe
WIK-1.2 Tloxnumaer opu Tp P ’
aTTeCTAIMH TIePCOHAA. paszeny
NIPOBEICHUE
Pemenue Bonpoc Ha
anmuHuctpupoBanus | UITK-1.2 ®opmupyer TpeOOBaHUS TIpH
OLIECCOB U | GOPMHUPOBAaHUY, BENCHHM OaHKA [aHHBIX O CHTYALIHOHIBIX H | SKIAMEHE
P ’ MPaKTHYECKUX 11-16
2 | mokymenroobopora NEPCOHANE OPTAHH3AINM H IPENOCTABICHIM | oo oo nany
u NIPOBEACHUH | OTYETHOCTH )73 OBEJCHUH OLEHKH |
P P 1PH - TIPOBE/L ! pOOIEMHOTO
OLICHKH U aTTEeCTalli{ | aTTECTAIHH IIepCOHaa.
HeDCOHA ceMHHapa
P ' UIIK-1.2 Pa3pabateBaer momxomer mpu | IlomroroBka Bompoc Ha
(opMupoBaHWH, BeNCHNH OaHKAa MAaHHBIX O | COOOIICHHWH MO JK3aMeHe
3 MepPCOHAJe OpraHM3aliKd W IPEIOCTABICHUH | TUIAHY 17-28
OTYETHOCTH TPH TPOBEACHHH OLEHKH U | MPOOJIEMHOro
aTTeCTaIMH TIepCoHaa ceMHHapa
Bomnpocs! s Bonpoc Ha
UIIK-3.4 UIIK-3.4  Onpenensier aIMHUHHCTPUPOBAHUE p A P
OcylecTBisieT OLIECCOB U J10KyMEHT0060POTA [0 PASBHTHIO | 3o o' O JK3AMCHE
TIST
4 yi 1P YMEH P P (IIMCBEMEHHOT 0) 29-30
aMHHICTPUPOBaHWe | U TNPOGECCUOHATBPHON Kapbepbl, 00y4EeHUIO, OIbOCA 110 TeMe
TPOIIECCOB M | ajanTalyy U CTAKHUPOBKE MEPCOHAA. aiI:ﬂCJI ’
JIOKyMEHT0000pOTa i Y
Pemenue Bonpoc Ha
mo passuruio u | UTIK-3.4 Cobmpaer, aHammBHUpyeT W
. CHTYallMOHHBIX M | DK3aMeHE
npoeCcCHOHANBPHONH | MPUMEHSET TEXHOIOTUH aIMHHHUCTPHPOBAHHUS
MPaKTHYECKUX 31-37
5 | xapbepsl, 00y4eHHIO, | TPOIECCOB U JOKYMEHTOOOOPOTA TI0 Pa3BUTHIO 3814 110 1IaHY
aJanTanii 1 | 1 mpodecCHOHATBEHON Kapbepbl, OOy4YEHHIO
npod PbEpbl, 0¥ > | mpobsieMHOT0
CTaKHPOBKE aJlanTayy U CTaKMPOBKE ITEPCOHANIA 3a/1a. commHapa
TIepCcoHaa.
6 P UIIK-3.4 Cucrematmsupyer TexHonorun | [loaroroBka Bonpoc Ha
aJIMUHHCTPUPOBAHUS TIPOIIECCOB 1 | cooOmeHun o 9K3aMeHe
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JIOKYMEHT0000pOTa 0  Pa3BUTHIO U | IUIaHy 38-45
npo)ecCHOHATIBHON  Kapbephl,  00y4eHHIo, | IMPOOIEMHOro
aJlanTalyy ¥ CTaKMPOBKE ITEPCOHATIA. ceMHHapa

HOK&Z}&TQJ’IH, KPUTCPUU UM LLIKAJA OICHKHA C(l)OpMPIpOBaHHLIX KOMIIeTeHII il

Kon u HaumenoBanue
HUHIMKATOpa

CooTBeTCTBUE ypOBHeﬁ OCBOCHM KOMIICTCHIIUH IIJIAHUPYEMBIM PE3yJIbTaTaM
06yqu1/Is[ 1 KPUTCPHUAM HUX OLICHUBAHUS

MOPOT OBBIN 0a30BBbIi | IIPOJIBUHYTHIN
OmeHka
Y 0BIETBOPUTETHHO Xoporo/3a4TeHo OTaMYHO /3a4TEHO
/3a4TeHO

IIK-1 Cnioco0eH oprann3oBaTh M MPOBECTH OLEHKY U ATTECTALMIO MIEPCOHAJIA, OCYIIECTBJISITH
aIMHHUCTPUPOBAHUE MPOLECCOB M JOKYMEHTO000POTA NPU NPOBEEHUH OLIEHKH U ATTeCTAIIMU MEPCOHAIA

HIIK-1.2

ITonumaer mpoBeneHue
aJIMUHUCTPUPOBAHUS
TIPOLIECCOB u

JIOKYMEHT0000pOTa  TIpH
MpOB€ACHUN OLICHKHU U
aTTeCTalMH MTePCOHAA.

HIIK-1.2 Onpenensier
nopsiZIoK  (hopMHUpOBaHUS,
BellcHUs OaHKa JIaHHBIX O
HepcoHaie OpraHu3aluyd 1

NPEIOCTABIEHUS
OTYETHOCTH npu
IPOBEICHUM  OLUEHKM U

aTTeCTaluu nepcoHajia.

UTIK-1.2 Dopmupyet
TpeOoBaHUs npu
(hopMUpOBaHUH, BEICHUH
OaHka JIAHHBIX 0
MepCoHae OpraHU3alum
u MpeaAOCTaBJICHUN
OTYCTHOCTU Tpun
MpOBECACHNUN OLECHKU U
aTTeCTAIMH TIePCOHAA.

WIIK-1.2  PazpabarbiBaet
TIOZTX OZTBI pH
(hopmMupoBaHHN,  BEICHHUU
0aHKa JaHHBIX O IIEpPCOHAJIE
OpraHu3aIyu "
HPEROCTaBICHUH

OTYCTHOCTH npu
TMPOBCACHNN OLCHKHA )51

aTTeCTaliuu 1nepcoHajia.

oﬁyqeﬂmo, AJaNTAlMH U CTAKHUPOBKE TIEPCOHATIA

ITK-3 criocoGeH NpoBOAMTH OPraHU3aNUI0 AANTAIIMI U CTAKHPOBKH MEPCOHAJA, OCYIIECTBISATH
aIMHHUCTPUPOBAHHE MPOIECCOB U IOKYMEHTO0G0POTA 110 PA3BUTHIO U NMPOodeCcCHOHAILHOI Kapbepe,

WIIK-3.4

OcymecTBisieT
aIMUHHCTPUPOBAHUE
MPOLIECCOB u
JIOKYMEHT0000pOoTa 10
Pa3BUTHIO u
npodeCcCHOHATIBHO
Kapbephl, 00y4eHHIO,

aJanTalyy ¥ CTAXKHPOBKE
TIepcoHaIa.

UIK-3.4 Ormpenensier
aJIMUHHCTPUPOBAHUE
IPOLIECCOB U
JIOKyMEHT0000pOTa o
Pa3BUTHIO U
npodecCHOHANBHOI
Kapbephl, 00yUEeHHIO,

aJanTandil ¥ CTaXKHUPOBKE
TIepCcoHaa.

UIIK-3.4 Cobupaer,
QHATIM3UPYET U
NPUMEHAET TEXHOJIOTUH
aIMUHHCTPUPOBAHUS
HPOLIECCOB "
JIOKyMEHTO00OpoTa  TI0
Pa3BHUTHIO "
npodecCroHaNbHOMI
Kapbephl, 00y4eHHIO,

aJlanTalii U CTAXUPOBKE
TIepCcoHana 3a1ad.

UIIK-3.4
CucremaTmupyer
TEXHOJIOTHH
AIMUHICTPUPOBAHUS
HPOLIECCOB u
JIOKyMEHT0000pOTa o
Pa3BHUTHUIO u
npodecCHOHANTBHOM
Kapbephl, 00y4eHHIO,

aJanTalid ¥ CTaXXKHPOBKE
HepCcoHala.

TunoBbie KOHTPOJIbHBbIE 33/IaHUS MM UHbIE MATEPHAJIbI, HeO0OX0AMMbIe JJsl OLEHKH
3HAHMH, yYMEHHH, HABBIKOB M (MJHM) ONBITA JeSATEJbHOCTH, XAPAKTEPHU3YKIOIIHUX 3TAlbI

¢dopmMupoBaHus KOMIIETEHIMH B Mpollecce 0CBOEHHUsI 00Pa30BaTeJbLHOM MPOrpaMMBbl

4.1.1.

Bomnpocsl

no mnpodjeMHOMY ceMUHapPY «/loKymMeHTaUMOHHOe o0ecneyeHHue

ylpaBJIeHHs MepcoHaIa»
1.  Cnyx0a Z0KyMEHTAIHOHHOTO OOCCIICUeHNUs YIIPABJICHHUS, 1IENH, 3a1auk, (HYHKIIUH.

GbyHKIUH.

©WooNe g Moo

Tpu Gpopmbl opranu3anuu 1eJI0IpPOU3BOJICTBA.
Bxonsmme T0KyMeHTBI, MPOLECCE ABUKEHUS.
Hcxopsaimme qOKyMEHTBI, IPOLECCE IBUKCHUS.
Peructpanus u nHaeKcanusa 10KyMEHTOB, ONIPEIEICHNE, IPUHIIUIIBI BBIIIOJIHEHUS,
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HOMCHKJ'IaTypa ACJI, OIPCACIICHNUEC, BUJIbI, TIOPAO0K COCTABJICHUA, (I)yHI(I_II/II/I
CDOpMI/IpOBaHI/IC ACH, TPEAHA3HAYCHHUE, DTAllIbI.
OpraHI/I3aL[I/IOHHO — IIpaBOBad JOKYMCHTal U, OPCACIICHUEC, TPCAHA3HAUCHUC.
PaCHOpH,Z[I/ITCJ'ILHLIC JAOKYMCHTBI, OIIPECACIICHUEC, TPCAHA3HAUCHUC.




10. HudopmannoHHo - cipaBOYHbIE JOKYMEHTBI ONpeeieHHE, TPeHA3HAUCHHE.

11. Vcras, npenna3zHaueHue, CTPyKTypa, TpeOoBaHHS K 0(OPMIICHHIO.

12 [TonosxeHne o0 CTPYKTYpHOM I0JIpa3/ieIeHUH, IpeHa3HaYeHNne, CTPYKTYypa, TpeOOBaHuUs
" K 0opOpMIICHHUIO.

13.  JloymKHOCTHAS MHCTPYKIMS, TIPEIHA3HAYCHUE, CTPYKTYpa, TpeOOBaHHs K 0()OPMIICHHUIO.

14. 1lraTtHOE pacnucaHue, peAHa3HAYEHHUE, CTPYKTYPa, TPEOOBaHKS K 0()OPMIICHUIO.

15. Tlpouemypa u3gaHus MpuKasa.

16. TIpouemypa co3aaHust NPOTOKOJIA.

17.  oxnanuas 3amnucka, onpeeieHue, HOpsAI0K COCTaBICHUs, TPeOOBaHUS K O(OPMIIEHHIO.

18. Cnyxkebnas 3anmcka onpeeeHue, MOPAJA0K COCTaBICHHUS, TPEOOBAHUA K O)OPMIIEHHIO.

19. OOmBsicHUTENBHAS 3aITUCKa OTIPE/ICTICHUE, TOPSIOK COCTABICHUS, TPEOOBAaHUS K
0(hOpPMIICHHUIO.

PexomeHnaTenpHOE MICEMO OTIPEZIeTICHHE, TIOPSIIOK COCTABIICHHS, TPEOOBAaHUS K

0(hOpPMIICHHUIO.
Yuudukanusa Gopm JOKYMEHTOB, CYIIHOCTb, (DYHKIIUH, IpUHIMI 1TpoBeaeHus (Tabens
dhopm, Antboom dopm).

22. AKT u CIIpaBKa IIPeHA3HAYEHHE, COCTABIIEHHE, PEKBU3HTEL

23. Anroput™m Tmpuema Ha padoTy.

24.  Anroput™m IepeBoja Ha APYTyIO padoTy.

25.  ANroput™ yBOJLHEHHS COTPYIHHUKA.

20.

21.

26.  AnropuT™ MNpenoCTaBIEHHS OTIYCKA.

27. JInunas kapTouka T-2, HOPSAIOK 3aI0JIHEHUS.
28 TpymoBoii JOroBOp, CTPYKTYpa, MPEAHA3HAYECHHE, OCOOEHHOCTH COCTABICHUS U
" IIOONHCAHUS.

29. BeneHue TPYIOBOU KHIKKHU: OOIINE ITOJOKEHUS.

30. Bkmampim u 1yOaMKaT B TPYAOBYIO KHIDKKY, YCIOBHS BBIIAUHU, aJTOPUTM 3all0IHEHUSL.
31.  OdopmiieHHE IMYHOTO JIeNa COTPYIHHKA.

33. Tlopsaok XpaHeHus JOKYMEHTOB U IEpeJadl B apXUB.

34. JlokymeHTaLus 110 MOOIIPEHUIO PAOOTHUKOB U JUCHUILIHHAPHBIM B3bICKAHHSIM.

Ilepeuens yacmu KomnemeHyuil, NPoOGePAEMbIX OUYEHOUHbIM CPEOCTBOM.:
HIIK-1.2 [Tonnmaer mpoBepeHUE aIMUHUCTPUPOBAHUS IPOLIECCOB U JOKYMEHTOOOOpOTa TIpH
MIPOBE/ICHUU OLIEHKH U aTTECTAIlH MIepCOHAa.

4.1.2 CooO01eHus cOrJIacHo MJIaHy NPoGJIeMHOr0 ceMUHApPa

1. Coznmaiite WORD - nokyment dopmara A-4 corimacHo mpaBuiiaM O(pOPMIICHHUS
KOHCTPYKIIMOHHOM CETKH C Pa3INYHBIMH PEKBU3UTAMHU.

2. CornacHo mpaBWiIaM MOCTPOSHHS TEKCTa PACTIOPSIUTEILHOTO TOKYMEHTA IPUBEIUTE
pUMEp TEKCTa JOKYMEHTa (HaledaTaiTe TeKCT Ha Jucte opmara A4).

3. YeM omimuaercss oQOpMIICHHE TMpHKa3a IO JIMYHOMY cocTaBy? B  pasiamuHbIX
MCTOYHUKAX HalauTe 00pasell MpuKasa Mo JMYHOMY COCTaBY (pacmedaraTh Ha jucte Gopmara A4).

4. Ucnonb3ys marepuan u3 llpunoxenus 1 «PexoMeHIaMy Mo MCHOJIB30BAHUIO MPU

HAIKMCAaHUU JIOKYMEHTOB OTICIBHBIX HaumOoJiee YacTo YHOTPEOISIeMBIX CIIOB M YCTOWUYUBBIX
COYETAaHUI» COCTaBbTE 3 PA3IMUHBIX JOKYMEHTa (TUChMO, IPHKa3, akT u Ap.). OPopMUTh Ha JHCTaX
dopmata A4, pydykod WM MapKepOM OTMETHUTh HCIOJb3yeMbIC CJIOBA HIIH CIOBOCOYCTAHUS,
MOJITUCATh K KAKOMY OJIOKY pEKOMEHIAIN OTHOCUTCS (HAIPUMEp, 0KA3amb NOMOWb - YCTONIHUBBIH
000pOT peun).

HepelleHb yacmu Komnemem;ud, npoeepsAemsblx OYeHO4YHbIM cpedcmeom:



NIIK-3.4 OcymiecTBiseT aAMUHUCTPUPOBAHKE MTPOLIECCOB U JOKYMEHTOO00pOTa
M0 Pa3BUTHUIO U MPOQPECCUOHATHLHON Kapbephbl, OOYUYECHHIO, aTanTallid U CTAKUPOBKE

NepCcoHaa.
4.1.3 Pemrenne cCHTYallMOHHBIX 32/1a4 M0 IJIAHY POOJIEMHOr0 CEeMHUHapa
1. CocraBpTe W oQopMuTe TNpPHUKA3bl IO OCHOBHOH JEATENILHOCTH, B Cllydae

HE00X0IMMOCTHI00aBhTE HEJOCTAIOITYI0 HH(DOPMAIIHIO:

C nenbio NMpUBJIEYEHUS CIHOHCOPOB AJIsi OOECHEeUEHHUs IMPOU3BOJCTBEHHON AEATEIbHOCTU
re”HepanbHblil qupekrop OO0 «Moutep» (r. Exatepun6ypr) O. I'. CokoiioB 20 ceHTSI0ps TEKyIIEro
roja u3Jgajl IOpHUKa3 O CO3JaHMM KOMMEPUYECKOIO OTJeNa CO CIEAYIOIIMM IITATHBIM COCTaBOM:
KOMMEPUYECKHI AUPEKTOp — 1 1IT. €., Beynuid crienuaaucT — 1 mT. €., CIenraaIucT

— 1 mrr. en.

I'maBHOMY Oyxranrtepy npeanpusitus I'. A. T'opsueBy ObUIO OPYYE€HO BHECTH U3MEHEHUS B
LITaTHOE paclucaHue MPeAnpusTUs Ha 4-i KBapTal TEKYLIEro rojaa U BBIHECTH Ha YTBEpPXKACHUE
HOBBIM JOKyMeHT K | okrsa0ps. HawanpHuky otnena kagpo T. H. HraateeBy mnpeamucano
YKOMITJIEKTOBaHHUE OT/IENIa KaIpaMH € BBICIIMM YKOHOMHYECKHM 0Opa3oBanueM K 10 okTsa0psi.

OTBETCTBEHHOCTh 3a HCIIOJHEHHE MpHKa3a JTUPEKTOP OCTaBHII 3a cOOOW. JlaHHBIN MpoeKT
IIpUKa3a COCTABIISUI CEKpeTaph reHepanbHoro qupekropa M. M. Binacosa.

Ilepeuensv yacmu komnemeHnyuil, NPOBEPIEMbIX OYEHOUHBIM CPEOCHBOM.
HIIK-3.4 OcymiecTBiusieT aIMUHACTPUPOBAHKE TTPOIIECCOB M JIOKYMEHTOO0OPOTA 10 PA3BUTHIO
1 nnpoeccruoHaIbHOM Kapbepbl, 00YUEHHIO, afalTalluy U CTAKUPOBKE MEPCOHAA.

4.1.4 IloaroroBKa co00IIEHNH 10 NJIAHY IPOOJIEMHOr0 CeMUHAapa
[Mpoanammzupyiite 'OCT P 7.0.97-2016. Cucrema cranmapToB mo uHpopmaimwu,
OuOIMOTEeYHOMY W U3JaTeslbckoMy  neny.  OpraHu3allMOHHO — -PaclopsIUTENbHas
nokymeHnTanus. TpeboBanus kK 0OPMICHHUIO TOKYMEHTOB, OTBETHTE HA CIIEIYIOIINE BOIIPOCHI:
1) JlaiiTe onpeneneHne NOHATUIO «PEKBU3UT». CKOJIBKO PEKBU3UTOB CYIIECTBYET Y
JTOKyMeHTa (TI0 JaHHOMY TOCYAapCTBEHHOMY CTaHIapTy)?
2)  Kakue TpeOoBaHHs B COOTBETCTBHH C JaHHBIM HOPMATHBHBIM JTOKYMEHTOM
JOJIKHBI TPEIBABIATHCS K OJJaHKaM JTOKYMEHTOB?
llepeuens yacmu KomnemeHyuil, NPoOGePSAEMbIX OUYEHOUHbIM CPEOCTBOM.:
HIIK-3.4 OcymecTBiseT aIMUHACTPUPOBAHNE TIPOIIECCOB U JOKYMEHTOO00pOTa TI0 Pa3BUTHIO U
npodecCHOHANBHOM Kapbepbl, 00y4eHHIO, aIalTallii U CTAXKUPOBKE MepCoHAaa.

4.1.5 IlpumMepHbIe BONPOCHI MTOrOBOI0 TeCTHPOBAHMs (MPOBOAUTCS MO BCEM TeMaM
y4e0HOro Kypca):

BapwuanT 1. (mpumep)
2. K opranu3aiioHHbIM IOKyMEHTaM OTHOCHUTCSI:
A) nonoxenue 06
opraHuzamuu;b)
yKa3zaHue;
B) nporoxou.
3. PykoBoacteo OOO «CtpoiicynepuHBECTTOPr» peImiIo npu o(OPMICHUN MUChMa-
NPEAIOKEHUSI O COTPYAHHYECTBE CBOMM THapTHepaMm «l/HBeCTCTPONKOMKUPITHYY
UCIIONIb30BaTh H300pakeHHe rocyJapcTBeHHOro repoa Pd.
Hackonbko mpaBOMOYHBI JieiicTBUS pykoBoacTBa OoOmectBa? [lonrBepanTe cBoil OTBET
CCBUTKOHa HOPMAaTUBHBIE TOKYMEHTHI.

4, O(I)OpMI/ITC HCECKOJIbKO BUOB PCKBU3UTA «OT1MeTKa 0 MMPUIIOKCHU):
- HpI/IJ'IO)KCHI/Iﬁ B IOKYMCHTC HCCKOJIBKO;
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- MPUIIOXKEHUE COPOIIIOPOBAHO;
5. Ha kaxue 8udvl O0OKyMeHmos He pacnpocmpansiemcs
oeticmeuel OCT P 7.0.97-20167
a) ycTaB, MOJI0KCHHUE, aKThl, TUChMa, CIIPABKH;
0) ycTaB, 3aueTHbBIC KHI)KKH, aKThI, TUChbMA,
CIPaBKH; B) YCTaB, MOJOXKCHUE, aKThI,
yI0CTOBEPEHUSI, CIIPABKH.

6. I1o pacnonoosicenuio pekeuzumos 8vl0esiiom ciedyioujue 6uobl OJIAHKOS.

a) YIJIOBOM U TIPOJIOJIHHBIN;

0) yrioBoit u

LIEHTPUPOBAHHBIN; B)

YIJIOBOUM U

LEHTPAITM30BAHHBIM.
llepeuensv uacmu komnemeHyuil, NPOBEPIEMbIX OYEHOUHbIM CPEOCMBOM.
HIIK-3.4 OcymecTBisieT aAMUHACTPUPOBAHKE TTPOLIECCOB M JIOKYMEHTOOOOPOTA 10 PA3BUTHUIO

1 TIPOoeCCHOHATBHON Kapbhepbl, 00yIEeHHIO, a/IalTallii U CTAXKUPOBKE TIEPCOHAIA.
3a4eTHO-IK3aMeHAIMOHHbIE MATEPHAJIBI /ISl MPOMEKYTOUYHOM aTTeCTAlUH

1. TlonsiTHe cucTeMbl JOKYMEHTAIIMOHHOTO OOECIIeUeHUs YIIPABIECHUS [TEPCOHATIOM.

2. TpeGoBaHus, MpenbIBIIEMbIe K 0POPMIICHHIO PEKBU3UTOB KaJIpPOBOH JTOKYMEHTAIINH.

3. Tpumanume MOKyMEHTaM FOPUAMYECKON CHIIBL.

4. Tlopsnok o0pabOTKH U PErucTpalvi JOKYMEHTOB, UX HUHJEKcalu. PerucrpannoHHbie
(OpMBI JOKYMEHTOB U UX 3aII0JHEHHUE.

5. KoHTpouib HCTIOJIHEHHS JOKYMEHTOB.

6. Krnaccuduxamus kaIpoBbIX JOKYMEHTOB.

7. OTnuuMs B OArOTOBKE MPUKA30B MO JIMYHOMY COCTaBY U MPUKA30B I10 OCHOBHOM
JESITEIBHOCTH.

8. HopmatuBHO-MeTonmueckas 6a3a, perjiaMeHTHpPYIollas HOArOTOBKY KaJlpoBOM
JOKYMEHTaLUH.

9. TIpocThie U CI0XKHBIE TPUKA3BI: 0COOCHHOCTH 0(OPMIICHHSL.

10. IToHsATHE TPYIOBOTO JOTOBOPA, 00SI3aTEIBHBIX U JIOTIOJIHUTEIBHBIX YCIOBHU TPYIOBOTO
JI0TOBODA.

11. IpaBuna opopmiteHHsI PEKBU3UTOB TPYIOBOTO JOTOBOPA.

12. OcobenHocTr 0opMIICHUS KypHAIA PETUCTPALIMH TPYAOBBIX JOTOBOPOB.

13. CoctaB JOKyMEHTOB, TPEOYEMbIX OpraHaMy HaJ[30pa U KOHTPOJIS TIPU MPOBEICHUN
MIPOBEPOK.

14. Oopmiienue nporeaypsl MPOBEPKH KAAPOBOM JOKYMEHTAIIHH.

15. OcobeHHOCTH COCTaBJICHUS )KypHaja ydeTa MEPOIPHUSATHI 10 KOHTPOJIIO.

16. Buasl npoBepok.

17. OtBercTBEHHOCTH paboToaTeNsa U (U3MYECKUX JIUI] Ha HeHaJIexkKallee COCTOSTHUE
KaJJpOBOH JJOKyMEHTAIIUH.

18. Ha3HaueHre HHCTPYKLUH 10 JOKYMEHTAlMOHHOMY 00€CIIEUEHHUIO YIIPABICHHS IEPCOHATIOM.
CocraB pa3zienos.

19. OcobenHocTu pa3pabOTKH U COCTABJIEHUS IITATHOI'O PACITUCAHUS.

20. [IpaBuna BHYTPEHHETO TPYIOBOTO PACHOpsAKa: Ha3HAYEHUE U MOPSAA0K 0(hopMIIeHHUS.

21. IlepcoHanbpHbIE TaHHBIE pAaOOTHHUKA: COOP, XpaHEHUE, OTBETCTBEHHOCTH 3a JOCTOBEPHOCTh U
HE3aKOHHOE paclpocTpaHeHHe.

22. OcHOBHbIE HOPMATUBHO-TIPABOBBIE AKTHI, PETJIAMEHTUPYIOIIKE PadOTy C TPYJIOBBIMH
KHIUKKaMH paOOTHHKOB.

23. [IpaBuna oopmiIeHUs TPYAOBBIX KHI)KEK, BHECEHUS JIOTIOTHEHUS U UCTIPABJICHUI B
HENPaBUIbHO BHECEHHBIE 3aAIHCH.
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24,
25.
26.
27.
28.

29.
30.
31.
32.
33.
34.
35.
36.
37.

38.
39.
40.
41.
42.
43.
44,
45.

[Topsiiok BbIIauM TPYJOBONM KHUKKHU pAaOOTHUKY

Bkiazpiin B TpyJI0BYIO KHIDKKY.

Brinaua qyonukaTa TpyA0BOM KHIKKA

VY4eT 1BHKEHHS TPYIOBBIX KHUKEK M BKJIQJBIIICH K HUM.

Odopmienue npuema paboTHUKOB. CocTaB JOKyMEHTOB, TPEOYEMBIX IPH IpUeMe Ha
pabory.

Odopmitenue nepeBoa pabOTHUKOB Ha IPYTYIO paboTy

Odopmitenue mporenypsl KOMaHINPOBAaHHUS PAOOTHUKOB.

OdopmiieHne oTIycka.

[MpaBuiia u cpoku NOAroToBKH rpaduka ormyckos (popma T-7).

Odopmitenue mporenypsl yBOJIbHEHUS! pAOOTHHKOB

Oco0OeHHOCTH cOCTaBJIEHUS! YHU(DUIIUPOBAHHBIX (DOPM MPUKA30B MO JTUYHOMY COCTaBY.
®dopmupoBaHue U BeieHUE JINYHBIX Jien. CocTaB JOKYMEHTOB JIMYHOTO Jiena.
Benenue nuunbsix kaprouek. [IpaBuia BHECEHUs UCTIPABICHUH B IMUHbIE KAPTOUKH.
[TonsTe HomeHknaTypsl aeid. [lopsIok cocTaBeHUsT HOMEHKIIATYpPBI Je]T KaJJpOBOM
CITYXOBI.

TpebGoBanus1, MpeabABIsSEMBbIE K 3ar0JIOBKaM JIeJ1. DIIEMEHTHI 3ar0JIOBKOB JIEJI.
[opsinox dopmupoBanus aein. [IpusHaku rpynnupoBKY JOKYMEHTOB B JIEJa.
[Topsiiok MOArOTOBKM AOKYMEHTOB K apXHBHOMY XpaHEHHUIO.

Knaccudukanus JOKyMEHTOB 110 CPOKaM XpaHEHHUS.

YacTtuyHOe 1 IOJHOE OOpMIIEHUE ATl

CocraBiienne u 0(hopMIICHHE OTIUCEH JICIT.

Opranuzanys NpoBeIeHHUs KCIIEPTU3bI LIEHHOCTH JOKYMEHTOB.

AJMUHUCTpaTHBHAsI OTBETCTBEHHOCTD 32 HApyLIEHHUE JEHCTBYIOLIET0 3aKOHOIATENbCTBA 10
apXUBHOMY J€Ty.

Kpurepun oueHuBanusi pe3yJbTaToB 00y4YeHHs

Ouenka Kputepun onieHuBanus no 3K3aMeHy
OIICHKY «OTJIMYHO»/3aU4TEHO 3aCly’KUBAET CTYICHT, OCBOMBILUNA 3HAHUS,
Bricokuit YMEHHMsSI, KOMIIETEHIIMM M TEOPETUYECKUN MaTepuan 0e3 MpoOeos;
YPOBEHB «5» BBITIOJTHUBIIMM BCe 3aJaHUs, MPEIyCMOTPEHHbIE y4eOHBIM IUIAHOM Ha
(OTaM4HO) BBICOKOM KauyeCTBEHHOM YpPOBHE; MIPaKTHYECKUe HaBbIKU
podeccHoHaNBFHOr0 MPUMEHEHHS] OCBOCHHBIX 3HAHUN C(HOPMHUPOBAHBIL.
Cpennuit OIICHKY «XOpOIL0»/3a4T€HO  3aCly>KUBAaeT CTYACHT, HPaKTUYECKU
YPOBEHB «4» MOJIHOCTHIO OCBOMBIIUH 3HAHUSA, YMEHHSI, KOMIETEHIIUU U TEOPETUUECKUI
(xoporo) MaTepuain, ydeOHbIe 3a/laHusi HE OLIEHEHbl MAaKCHUMAaJbHBIM YHUCIOM
0aJI0B, B OCHOBHOM C(HOPMUPOBAJ MPAKTUYECKUE HABBIKH.
[Toporoserit OIICHKY «YIOBJIETBOPUTEIHHO»/3aYTEHO 3aCITYKHBAET CTYICHT, YACTUYHO
YPOBEHB «3» ¢ mpobenaMyd OCBOMBIIMK 3HAHUSA, YMEHHS, KOMIIETCHIIMH U

(y,Z[OBJ'IeTBOpI/ITCJ'I TGOpCTI/I‘IeCKI/Iﬁ MaTcpuall, MHOTHUC y‘Ie6HbIe 3aJaHus 1100 He BBITIOJIHUII,

bHO) au00 OHU OLIEHEHBI YHCIOM OamioB OJIM3KMM K MHHUMaJIbHOMY,
HEKOTOPBIE MPAKTHUECKHUE HABBIKU HE CPOPMHUPOBAHBI.

MunuMaabHBIM OLCHKY «Hey,[[OBJ'IeTBOpI/ITeJIBHO»/ HC 3a4YTCHO 3aCIY’>KHBACT CTYACHT, HC
YPOBCHB «2» OCBOMBIIHI 3HAaHUW, YMCHHUA, KOMIICTCHIINU U TeOpeTI/I‘{eCKI/Iﬁ Marepuall,
(Hey,Z[OBJ'IeTBOpI/IT y‘IC6HLIe 3aaHuA HC  BBIIIOJIHUII, MMPAKTHUYCCKUC HaBBIKM  HC

€JIbHO) c(OpPMHUPOBAHBI.

OL[GHO‘IHLIC CpeaAcCTBa I MHBAJIUJ0B U JIUI C OrPpaHUYCHHBIMU BO3MOXKXHOCTAMU 3J0POBbBA

BLI6I/IpaIOTC$I C YUCTOM UX UHAUBUAYAJIbHBIX HCI/IXO(I)I/BI/I‘-ICCKI/IX 0COOCHHOCTEH.

— [Ipu HCO6XO,Z[I/IMOCTI/I HHBAJIMJAAM WU JIMlaM C OIpaHUYCHHBIMU BO3MOXKXHOCTAMU 3J0POBbA

npeaoCTaBIACTCA JOIMOJIHUTCIIBHOC BPEMA IJI IOATOTOBKU OTBCTA HA 9K3aMCHC,

15



— NpPHU MPOBEJCHUU TPOLEAYPbl OLEHUBAHUS PE3yJbTaTOB OOY4YECHHs MHBAIUIOB M JIHIl C
OTPaHUYECHHBIMH BO3MOXKHOCTSIMU 30POBBSI IMPEIYyCMATPUBACTCS HCIOJIb30BAHUE TEXHUYECKUX
CpeACTB, HEOOXOIMMBIX UM B CBSI3M C UX MHIMBUIYAIbHBIMUA 0COOCHHOCTSIMH,

— MPU HEOOXOAUMOCTH I O0YJAIOUINXCSl C OTPAaHUYEHHBIMU BO3MOKHOCTSMU 3/I0POBBS U
WMHBAJINJIOB MIPOIEypa OLIEHUBAHUS PE3YIHTaTOB O0OYUYEHHUS MO TUCHUILIMHE MOXET MPOBOAUTHCS B
HECKOJIBKO 3TaIoB.

[Iponiemypa oIeHMBaHUSI PE3YNbTATOB OOYYEHWS HHBAJIMIOB W JIUI] C OTPAHUYCHHBIMU
BO3MOXHOCTSIMU 3JIOPOBbSl 10 JAMCHUUIUIMHE (MOJYJIO) IpPEeAyCMaTpUBaeT IPelOCTaBICHUE
nHbopmanmi B (opMmax, aganTUPOBAHHBIX K OrPAaHUYEHHUSAM UX 370POBbS M BOCIPHATHS
nHGOpMAITHH:

JUist U1 ¢ HApYIISCHUSIMUA 3PSHHS:

— B IIeYaTHOU Gopme yBeIMYEHHBIM HIPUPTOM,

— B (hopMe JIEKTPOHHOTO JOKYMEHTA.

JInst man ¢ HapylmeHus MM ClTyXa:

— B IIe4aTHOU opme,

— B (hopMe JIEKTPOHHOTO JOKYMEHTA.

JUjig 11 ¢ HapyIIEHUSIMHU OTIOPHO-JBUTaTENILHOTO anmnapara:

— B IIeUaTHOM opme,

— B (hopMe 3JIEKTPOHHOTO JOKYMEHTA.

JlaHHBIIA TIepeYeHb MOXKET OBITh KOHKPETH3UPOBAaH B 3aBUCHMOCTH OT KOHTHHICHTA
00yJaronuxcs.

5. [lepeuyeHb y4eOHOIi TuTEpPaTypPhl, HHPOPMALMOHHBIX PECYPCOB H TE€XHOJIOT Ui
5.1. YueOHasi 1uTepaTypa

1. Kysneyos, Y. H. JIokyMeHTallMOHHOE 00CCIICUCHHE YIIPABICHHS [IEPCOHAIIOM | YUCOHUK U
npaktukyM it By30B / M. H. Ky3ueroB. — 2-e u3a. — Mocksa : U3natenscro FOpaiit, 2023. — 393 ¢. —
(Briciiee oopazopanue). — ISBN 978-5-534-14830-5. — Texkcr : aaekTponHbli // OOpa3oBaTenbHas
mratdopma FOpaiit [caiit]. — URL.: https://urait.ru/bcode/511202 (mara obparenwus: 12.05.2023).

2. Abynaosze, J[. I JlokyMeHTallMUOHHOE OOECII€UeHHEe YIIPaBJIEHUs IIEPCOHAJIOM : YYEOHUK H
npaktukyM ais By3os / JI. I'. A6ymanze, M. b. Bempsokkuna, B. M. Macnosa. — 2-e u3g., mepepa0d. u gomr. —
Mocksa : U3parensctBo IOpaiit, 2023. — 370 c. — (Bricmee o6paszosanue). — ISBN 978-5-534-14486-4.
—  Texker : aNekTpoHHBIH  //  OOpazoBarenbHas — 1iatrgopma  FOpaiit [ca#iT]. —
URL.: https://urait.ru/bcode/511693

3. «I"OCT P 7.0.97-2016. Hanmonaneubiii crangapt Poccuiickoit deneparuu. Cucrema
CTaHIapTOB 10 uHpOpMaluy, OUOIMOTEUHOMY M H3JAaTeNbcKoMy Jeny. OpranuszalioHHO-
pacnopsiauTensHas JAoKyMeHTanusi. TpeGoBaHus Kk odopMieHHIO TOKyMeHTOB» (yTB. [Ipukazom
Poccrannmapra ot 08.12.2016 Ne2004-cT1);

4.  Tlocranosnenue ['occranmapra P® ot 03.03.2003 Ne65-cT «O npuUHITHHN ¥ BBEJCHUU B
JeiicTBre rocyaapcTBeHHOTo cTannapra Poccuiickoit @enepauun» (Bmecte ¢ «['OCT P 6.30- 2003.
locynapctBennbiit  cranmapT  Poccuiickoit  @enepanmu.  YHUQUUHUPOBAHHBIE  CHCTEMBI
JOKYMEHTAIU. YHUPUIMPOBAHHAS CUCTEMA OPraHU3alMOHHO-PACTIOPSIIUTETHHON JOKYMEHTAITHH.
TpeGoBanus K 0POPMIIEHUIO TOKYMEHTOBY);

5. «'OCT P 7.0.8-2013. HauumonansHblii crangapt Poccuiickoit denepanuu. Cucrema
CTaHIapTOB TO UH(OpMAIUHU, OHOIMOTEYHOMY W H3JAaTeNbcKOMY Jeny. Jlemompou3BOACTBO U
apxuBHoe nieno. Tepmunsl U onpeaenenus» (yrB. [Ipukasom Poccrannmapra ot 17.10.2013 Ne1185-
cT).

5.2. Ilepuoauyeckas JJureparypa
1. Basw ganssix komnauun «Mct Bero» http://dlib.eastview.com
2. Dnexrponnas oudanoreka GREBENNIKON.RU https://grebennikon.ru/
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NG A~W

KypHan "Yrpasnenue nepconaiom" http://www.top-personal.ru

xypHan «Pabota ¢ mepconanom» http://www.hr-journal.ru

Kypnan «ram» www.hrmedia.ru

Kypnuan «Kagposuk» panor.ru/journals/kadrovik

DJeKTpOHHBIH KypHaI «/{upekrop mo nepconany» http://e.hr-director.ru

. Kypuan «[eHepanbHBII JAPEKTOP» (pazmen «VpaBieHue HEPCOHAIOM

www.gd.ru/rubric/view/id/122-upravlenie-personalom.

9.

Kypnan «Cormosiornueckue uccienoBanus» https://wwwe.isras.ru/

5.3. I/IHTepHeT-pecypcm, B TOM YMCJI€ COBPEMECHHBIC npoc[)eccnonaﬂbume 0a3bl JAHHBIX

1 HH(POPMAIHOHHBIE CTIPABOYHBIE CHCTEMBI
DJ1eKTPOHHO-0ubInoTeuHbIe cucTteMbl (IBC):

1. OBbC «YHusepcuteTckas oubnuoreka onnaitn» http:// www.biblioclub.ru/
2. OBC «Jlanuby https://e.lanbook.com

3. O6pazoBarenpHas mwiathopma «tOpaiit» https://urait.ru/

4. 3BC «ZNANIUM> https://znanium.ru/

5. OBC «BOOK.ru» https://www.book.ru

6. Ob OULI «Akamemus» https://academia-moscow.ru/elibrary/

IIpodeccuonanbHblie 0a3bl JTaHHBIX:
poccuiickue
1. BupryanbHbiii uutaneHblii 3an Poccuiickoit rocynapcrBeHHoir Oubnuotexu (PI'B)

https://Idiss.rsl.ru/

2. HarmmonasbHast anekTpoHHas 0nbaroTeka https://rusneb.ru/

3. basbr gannpix komnannu «MBUC» https://eivis.ru/

4. Hayunas snextponsas onbauorexka eLIBRARY.RU (HOB) http://www.elibrary.ru/

5. MUAH. TTomHOTEKCTOBAS KOJUICKITHS MaTeMAaTHUECKUX KypHaAIoB http://www.mathnet.ru
6. Xypuan Kpanrosas anekrponuka https://quantum-electron.lebedev.ru/arhiv/

7. Kypnan Ycnexu ¢puzundeckux Hayk https://ufn.ru/

8. TlomHoTekcToBas KoJuleKIus xkypHanoB Ha miatdopme PIIHU (DnekTpoHHBIE Bepcuu

Hay4HBIX )KypHaIOB PAH)

https://journals.rcsi.science/
9. Ilpesuaentckas 6uomuorexka um. b.H. Enbrinna https://www.prlib.ru/
10. DnexkTpoHHas OWONIMOTEYHAs cHCTeMa colmMo-ryManutapHoro 3HaHusa «SOCHUM»

https://sochum.ru/

IIpodeccuonaibHbie 6a3b1 JAHHBIX 3apy0eKHbIE

1. XKypnans! usnarensctBa Wiley https://onlinelibrary.wiley.com/

2. NonnotekcroBas xoutekuusa kHur eBook Collections n3garenscrBa SAGE Publications
https://sk.sagepub.com/books/discipline

3. TonuorekcroBast kosutekuus kuur EBSCO eBook https://books.kubsu.ru/

4. Pecypcor Springer Nature https://link.springer.com/, https://www.nature.com/

5. Chemical Abstracts Service (CAS) SciFinder Discovery Platform https://scifinder-n.cas.org
6. Questel. baza mannsix Orbit Premium edition https://www.orbit.com

7. TTonHOTEKCTOBBIE KOJUIEKIIMU KHUAT U3aareiapcTBa American Institute of Physics Publishing

(AIPP Ebook) https://pubs.aip.org/books

8. TMonHOTEKCTOBasE apXWBHAs KOJUICKIMS KYpHAJIOB M3marenscTBa American Institute of

Physics Publishing (AIPP Digital

Archive) https://pubs.aip.org/
9. China National Knowledge Infrastructure. BJI CNKI Academic Reference (AR)

https://ar.oversea.cnki.net/
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NudopmannoHHbie CIPABOYHBIE CHCTEMBbI:
1. Koncynbrant Ilmtoc - cmpaBouHasi mpaBoBasi cHCTEMa (JIOCTYI MO JIOKAIBHOW CETH C
KOMITLIOTEPOB OMOIMOTEKH )

Pecypchl ¢cB0OGOTHOTO 10CTYNA:

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

2. AmepukaHCKas TareHTHas Oa3a maHHBIX https://www.uspto.gov/patents/search/patent-
public-search

3. Jlektopuym TB - Bugeonekuu Beaymux jJekropoB Poccun http://www.lektorium.tv/

CoOcTBeHHBbIE 3J1eKTPOHHBbIE 00pa3oBaTe/ibHbIe U MH(popManuonHbie pecypebl Kyol'y:

1. OTkpsITas cpena MOYJAbHOTO AuHaMuyeckoro ooyuenus Kyol'y

https://openedu.kubsu.ru/

2. ba3za yueOHbIX MJIaHOB, y4eOHO-METOIUYECKHX KOMIUIEKCOB, MyOJUKalUi U KOHpEepeHIn
http://infoneeds.kubsu.ru/

3. DnextpouHbIi apxuB gokymenToB KyoI'Y http://docspace.kubsu.ru

6. MeToauyeckue yKa3aHus J1JIsl 00y4AIOIIHUXCS 10 OCBOSHUIO THCIUTIIHHBI (MOTYJI51)

JlekiMOHHOE 3aHATHE TIPEACTABIAET COO0OM CHCTEMaTHYECKOe, TOCIe0BATEIbHOEC,
MOHOJIOTHYECKOE H3JIOKEHHE IIPEroaBaTeeM-JIeKTOPOM Y4eOHOT0 MaTepHalia, Kak MPaBHIIo,
TEOPETHYECKOTO XapakTepa. Takoe 3aHATHE TWPEACTaBISICT COOOW DSJIEMEHT TEXHOJOTHH
MPEACTaBICHUS y4eOHOTO Marepuaja IyTeM JIOTHYECKH CTPOWHOTO, CHCTEMaTUYECKH
MOCJIEIOBATEIILHOTO M SICHOTO M3JIOKEHHUSI C MCIOJIb30BAaHMEM HHTEPAKTHBHBIX 00pa30BaTENbHBIX
TEXHOJIOTUH (MYTbTUMEIUNHBIX, JTCKIIUU-TUCKYCCUH, JTCKITUA-TEMOHCTPALIHH ).

lenp nekmuu — opraHu3anus IEJICHANPaBJICHHOW IMO3HABATEJIbHOW JEATEIbHOCTH
00yJaroIuMXxcsi 0 OBJIAJCHHUIO NTPOTPAMMHBIM MaTepHaIOM Y4eOHOW MUCHUIUIMHBI. UTeHue Kypca
JIEKIIMWA TO3BOJIAET JaTh CBSI3aHHOE, MOCJEA0BATEIbHOE U3JI0KEHUE MaTepuajia B COOTBETCTBUU C
HOBCUIIMMH JAaHHBIMH HAyKH, COOOIIUTH CIYIIATENIIM OCHOBHOE COJIEp)KaHHE TIpenMera B
1IEJIOCTHOM, CUCTEMATU3UPOBAHHOM BUJIE.

3amauu JEKIUU 3aKI0YalTCs B o0ecreueHur (GOPMUPOBAHUS CUCTEMbI 3HAHUH 110 Y4EOHOM
JTUCIUILIMHE, B YMEGHHHM apryMEHTHPOBAHHO H3JIaraTh HAydHbIH Marepuan, B (OPMHUPOBAHUU
poheCCHOHANTBHOTO KPYro30opa v 001Iel KyJIbTYPhl, B OTPAKEHUH €III¢ HE TIOJYYHBIIHUX OCBEIICHUS
B y4eOHOH JHTEepaType HOBBIX JOCTH)KCHHH HAayKd, B ONTHUMH3ALMHA IPYruX (HOpPM OpraHU3alHH
y4eOHOTrO IMmpoIiecca.

[IpakTueckue 3aHATHS — SBISIOTCS (GopMoil ydeOHOI ayauTOpHON paboThl, B pamKax
KOTOpOil (OPMHUPYIOTCS, 3aKPEIUIAIOTCS U TPEACTaBIAIOTCA 3HAHMS, YMEHHS U HAaBBIKH,
UHTETPUPYIOIINE pPE3yAbTaThl OCBOCHHS KOMIETCHLUH Kak B JICKIIMOHHOM Qopmare, TaKk B
pa3nuuHbIX (popmax camocTosATenbHOM paboTel. K KakIOMy 3aHATHIO IpernojaBaTelieM
bopMynupyroTCS TMpakTUYEeCKHe 3a7aHus, TPeOOBaHUS U METOJMYECKHE PEKOMEHIAlMH K HX
BBITIOJIHEHUIO, KOTOPBIE MPECTABIAIOTCA B (DOHIE OIICHOYHBIX CPEJICTB YUCOHON JUCIUILTUHBIL.

KoHTpons camocTosiTensHOM paboThl: Ui CTYIEHTOB THEBHOM U 3a04HOM (PopMBbl 00yUeHuUs
— TEKYIIUHA KOHTPOJb OCYIIECTBIISIETCS B COOTBETCTBHE C MPOTrPaMMOM 3aHATUHN (€KEHEAETbHO IS
CTYIACHTOB OYHOU (GOpMBI 00YyUEHHS; IO CEMECTpaM — AJIsi CTYIEHTOB 3a0YHOM (OopMbI 0OyUeHUS);
MIPOMEXYTOYHBIN KOHTPOJbh IO HWTOTaM OCBOCHMSI JUCIMIUTUHBI OCYIIECTBISETCS B (opMme
PEUTHHTOBOM cHCTeMBI OlleHOK. OmnucaHue 3aaHuil I CaMOCTOSITeNbHOM paboThl CTYJEHTOB U
TpeOOBaHUI MO MX BHITIOJHEHHUIO BBIJAIOTCS MPENoaBaTeieM B COOTBETCTBUU C Pa3pabOTaHHBIM
(hOH/IOM OLIEHOYHBIX CPEJCTB MO JUCIUILTUHE.

CamoctosaTenbHass paboTa CTYAGHTOB IO JaHHOMY Y4eOHOMY Kypcy MpeArnoaaraer
MOATANHYIO MOATOTOBKY MO KaKJIOMY pa3Jiely B paMKaX COOTBETCTBYIOIIUX 3aJJaHUM:

[TepBsIii aTam caMOCTOATENBHON pabOTHI CTYIEHTOB BKJIIOYAET B CEOS TIIATENFHOE U3YUCHUE
TEOPETHUECKOT0 MaTepHalla Ha OCHOBE JIEKIIMOHHBIX MaTEPHAJIOB MPENOAaBaTeNsl, PEKOMEHIYEMBbIX
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pa3aesioB OCHOBHOW M JIONOJHUTEIBHOW JIMTEPATyphbl, MAaT€pUAIOB IEPUOJUYECKUX HAYUHBIX
M3aHUNA, HEOOXOAUMBIX JUIS OBJIAICHUS MOHATUIHO-KaTErOpUAIbHBIM armapaTtoM ¥ (GOpMUPOBAHHS
IIPEJICTAaBICHUM O KOMILUIEKCE aHAaJIMTUYECKOT0 MHCTPYMEHTApHsl, MCIOJIb3YEMOIO Kak B paMKax
JTAHHOM OTpaciv 3HaHMA, TaK U ITyOJIHMYHOM MPAKTUKE;

Ha BrOopom sTanme Ha OcHOBE C(OPMHPOBAHHBIX 3HAHUM W MPEICTABICHUN MO AAHHOMY
paszeny CTyJEHThI BBINOIHAIOT IPAKTUUECKUE 3a/1aHus, HalleJICHHbIE Ha (OPMUpPOBAaHUE YMEHUH U
HaBbIKOB B paMKax 3asBICHHOM KoMmIeTeHUMH. Ha mgaHHOM »3Tame CTyIeHThl OCYLIECTBIISIIOT
CaMOCTOSITEJIbHBIN MOMCK ASMIUPUUYECKUX MAaTEPUATIOB B paMKaxX KOHKPETHOTO 3aJlaHusi, 000011at0T
U aHaJU3UPYIOT COOpaHHBIA Marepuall [0 CXEME, PEKOMEHJIOBAaHHOW IpenoiaBaTeseM,
(GOopMYIHPYIOT BBIBOJIBI, TOTOBSIT MPAKTUYECKAE PEKOMEH AN, IPE3EHTAMOHHBIC MaTePHAIIbI JUIS
MyOJIMYHOTO MX TPEACTABICHUS U 00CYKICHHS.

Kpurepuu onieHku 3aaHuil B paMKax cCaMOCTOSITEIIbHON pabOThI CTYICHTOB (DOPMYIUPYIOTCS
IpernojaBaTesieM B (pOHAE OIIECHOUHBIX CPEICTB.

B ocBoeHun AUCUMIUIMHBI WHBAJUAAMU M JIMLIAMH C OTPaHMYEHHBIMU BO3MOXHOCTSMU
310pOBbsl 0OJBIIOE 3HAYEHHWE HMEET WHIUBUAyalbHas Yy4yeOHas palOoTa (KOHCYJbTal[MH) —
JIOTIOJTHUTEIBHOE pa3bsiCHEHUE y4eOHOro MaTepuaa.

WuouBuayanbHble  KOHCYIbTAlMM 10 TNPEAMETY  SIBISIIOTCS  BaXXHBIM  (PaKTOPOM,
CHOCOOCTBYIOUIUM HMHAWBUIyaTH3aluid OOy4EHHUS] M YCTAHOBJICHHIO BOCIUTATEIBHOTO KOHTAaKTa
MeXAy TMpenojaBareleM ¢ O0O0ydalolmMMCS HWHBAIUAOM WIA JIMLIOM C OTrpaHUYEHHBIMU
BO3MOXHOCTSIMHU 3/I0POBBSI.

B ocBoeHun AUCHMIUIMHBI WHBAIUAAMU M JIMIAMH C OTPAaHMYEHHBIMU BO3MOXHOCTSMU
30POBbsi OOJIBIIOEC 3HAYCHUE HMMEET WHIMBUAyajbHas ydeOHas paboTa (KOHCYNbTAallMU) —
JOTIOTHUTEIBHOE pa3bsiCHEHHE y4eOHOro MaTepHaa.

WnnuBuayanbHble  KOHCYJIbTAlUM 10 TNPEAMETY  SIBIISIIOTCS  BaXHBIM  (PaKTOPOM,
CHOCOOCTBYIOUIUM HMHAMBHIyadU3allud OOy4eHUS M YCTAaHOBIIEHHIO BOCIHHMTATEIBHOIO KOHTAaKTa
MEXAy TpernojaBareeM M O0ydalollUMCS WHBAJIUIAOM WIM JIMIOM C OrpPaHUYEHHBIMU
BO3MOKHOCTSIMH 37J0POBBS.

MeToauyeckne peKOMeH/IaluM, oNpeae/Isiioime Mpoueaypbl OeHNBAHUS HA CEMHHApe:

Kpumepuu oyenxu:

«YIOBIIETBOPUTEIBHO» - CTYIEHT HMEET (parMeHTapHbIe IMpeACTaBIeHUS 00 OCHOBHBIX
aCIeKTax MEXJIMYHOCTHBIX U TPYIIOBBIX KOMMYHHUKAlUM, YAaCTUYHO OCBOWJ MOHSITHIHO-
KaTeropualbHbI{ armapar.;

«XOpOILIO» - CTYACHT JIEMOHCTpUPYET OOlue 3HaHHA MO0 pacCMaTPUBAEMBIM BOIPOCAM,
yMEEeT YCTaHaBIMBATh CBS3H MEXKIY TEOPETUUECKUMU MOHITUSIMU U IMIUPUIECKUMH (aKTaMu;

«OTIUYHO» - CTYEHT JEMOHCTPUPYET CUCTEMHBIE 3HAHHSI OCHOBHBIX BOIIPOCOB M3y4aeMoOi
JUCUUILIMHBI, YMEET YCTAHABIMBATH CBS3H MEXAY TEOPETUYECKUMU NOHATUAMU U SMIIUPUUYECKUMHU
dakramu, GopMyTUPYET aHATTUTHIECKHE 000OIICHUS U BBIBOIBI.

MeToauyeckne peKOMEHIALNH, ONpeNessionue Npoueaypbl OHEeHUBAHUS Y4acTHS B
AUCKYCCUM:

Kpumepuu oyenxu:

«YIOBIETBOPUTEIBHO» - CTYIEHTOM JOMYILICHbl 3HAUYUTEIbHbIE OIIMOKH, B OTBETE HE
PacKpbITBl HEKOTOPBIE CYHIECTBEHHBIE AaCIEKTHl COJEP)KAaHUSA, CTYyJEHT HE CMOT II0Ka3aTb
HE00X0AMMBbIE YMEHHSI O METO/1aX KOMaH/IHOTO B3aUMO/JICHCTBHS;

«XOpOUIO» - CTYAEHT JAOMYCKaeT HECYLIECTBEHHbIE OINOKH, HEAOCTATOUHO MOJHO PACKPHLI
coJiepKaHKe BOTPOca, HE CMOT B Ipoliecce Oecelbl CaMOCTOSITENbHO JAaTh HEOOXOIUMbIE MOTIPABKU
U JOIIOJIHEHUS;

«OTJIMYHO» - CTYJEHT aKTHBHO YYacTBYET B JAUCKYCCHM, JIOTMUHO M IOCIEA0BATEIBHO
BBIPAJKAET CBOM OTBET, AEMOHCTPUPYET 3HAHMUS HAYYHOH TEPMMHOJIOTMM B KOHTEKCTE OTBETA;
OOBSICHAET NPUYMHHO-CIEICTBEHHbIE W (YHKUIHMOHAJIbHBIE CBS3U; DPACKPBIBaeT Ha MpHMEpax
TEOPETUYECKHE MOJIOKEHUS U MOHATHS; GOPMYIHUPYET COOCTBEHHBIE CY)KJICHUS U apTyMEHTBI.

Mertoanveckne peKOMEHIALNH, ONpeNe/sionye NpoueIypbl ONCHNBAHUS Y4acTusl B
padoTe MaJBIX IPYNI HA/I KeHiCOM U pellieHHeM CHTYAallHOHHBIX 3a/1a4:
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Kpumepuu oyenxu:

«YIOBIIETBOPUTEIHHO»/3a4TEHO - paboTa B TPYNIOBOW JEATEIBHOCTH HAJ pEUICHHEM
CUTYallHOHHOM 3amayn 0e3 y4acTuss B MYOJMYHOM OOCYXKICHHMM H  apryMEHTaIlH
c(hOpMYITUPOBAHHBIX BEIBOJIOB;

«XOpOIII0»/3a4TeHO - paboTa B TPYNIOBON JEATEIHHOCTH HAJl PEUICHHUEM CUTYAIMOHHON
3aa4d  C  COJCPKATEIbHBIM YYacTHEM B TYOJMYHOM OOCYXKJCHHH ¥  apryMEHTaIluu
chOpPMYITUPOBAHHBIX BEIBOJIOB;

COTJIMYHOY/3aYTEHO - JICMOHCTPUPALIHS JIUICPCKOM TIO3HUIIMH B TPYIIIIOBOM JISATSIIEHOCTH HaJT
pelICHHEeM CHUTYAIlMOHHOW 3a/a4d C COJCpPXKATCIbHBIM y4acTHEM B MyOJIMYHOM OOCYKICHHH W
CHUCTEMHOM apryMeHTaIuu c(hopMyIUpPOBAaHHBIX BEIBOJIOB.

MeToauyeckne peKOMeHIaAMH, ONIpee/IAoNe MPoLueayPbl OlleHHBAHUS Pe3yJIbTATOB
3amMThI pedpeparta/scce:

Kpumepuu oyenxu:

«YIOBJIECTBOPUTEILHO»/3aU4TEHO — TMPOMEKYTOUHBIE PE3yIbTaThl 3alIUTHI pedepara/scce
MPEACTABIISIIOT COOOM M3JI0KEHHWE HECAMOCTOSATENBHBIX pEe3ylIbTaTOB HamucaHus paboThl, 0Oe3
TIIATEIHLHOM MPOPabOTKH IUTEPATYPHBIX HCTOUYHUKOB;

«XOPpOILI0»/3aUTEHO - MPOMEXKYTOUHbIE PE3YyNbTaThl 3aIUTHI pedepaTa/scce MPeAcTaBIsSIOT
co00i caMOCTOSITENIbHBIN aHaldN3 Pa3HOOOPAa3HBIX HAYUHBIX MCCIAEAOBAHMM M SMIUPHUECKUX
JAHHBIX, TIPH TOM HE B TMIOJTHOM Mepe OTpakeHbl TpeOoBaHMs, CPOPMYTUPOBAHHEIE K €T0 CTPYKTYPE
U COJIEP>KaHUIO.

«OTJIMYHO» - TPOMEXKYTOUHBIE PE3yJAbTaThl 3aIUTHl pedepara/scce MPeaCTaBISIIOT cOOOM
pe3ynbTaThl CaMOCTOSITEIBHOW palOThl W OTPaXarOT BCE TPeOOBaHHS, K COJEPKATCIBHOMY
HaIOJHEHHUIO U CTPYKTYPHUPOBAHHUIO PAOOTHI.

MeToanyeckue peKoOMeHAAIUH, ONipeAe/soNe Npoueaypbl OlleHNBAHNUS Pe3y/JbTATOB
TeCTUPOBAHMA:

Kpumepuu oyenxu:

«YZOBJIETBOPUTEIBHO» - €CIIU CTYJEHT OTBEYAET NMpaBUIbHO Ha 50% TECTOBBIX 3a/1laHUM.

«XOPOIIO» - €CIIU CTYACHT OTBEUYaeT NpaBuiIbHO OT 51 10 90 % TecTOBBIX 3aJaHUM.

«OTJIMYHO» - €CJIM CTYJIEHT OTBeYaeT NmpaBmwibHO OT 91 10 100 % TecToBBIX 3a1aHUH.

7. MaTepuajibHO-TeXHUYECKOe ofecriedeHne Mo JUCHUIIuHEe (MOILYTI0)

[To Bcem BuaaM yueOHOI JESITENLHOCTH B paMKaX JUCHUIUIMHBI UCIOJB3YIOTCS ayAUTOPUH,
KaOMHETHl U J1a00paTOpUH, OCHALICHHbIE HEOOXOIUMBIM CHEIHMATU3UPOBAHHBIM U JIa0OPATOPHBIM
000pyI0BaHHUEM.

HanmeHoBaHHe cHieIMATbHBIX OCHAIIEGHHOCTH CIEHaTbHBIX I[lepeueHb THIIEH3UOHHOTO
MOMEIICHUM MOMEIIEHUN MPOrpaMMHOT0 00ecCTIedeHUS

Vuebuple  ayautopun st | Mebenb: yueOHas mebenn Microsoft Windows 8, 10
MIPOBEICHHSI 3ausTuil | TexHuueckne cpencrBa | Microsoft Office Professional
JIEKITMOHHOTO THUTIA o0y4eHwUs: Plus

9KpaH, IPOEKTOP, KOMITBIOTEP
Vuebuple  ayautopun st | Mebenb: yueOHas mebenn Microsoft Windows 8, 10
MIPOBEICHHSI 3ansTuil | TexHuueckne cpenctBa | Microsoft Office Professional
CEMHHAPCKOI0 THIIA, TPYIIOBBIX | O0yUYCHHS: Plus
" WH/IMBHUYaJbHBIX | 9KpaH, IPOEKTOP, KOMIIBIOTEP
KOHCYJIbTAIIUH, TEKYLIEro
KOHTPOJISI M MPOMEKYTOUHOM
aTTecTaluu

Jns  caMocTosITENbHOM — paboThl  OOyyaromMXCsl — MPEIyCMOTPEHbI  MOMEUICHHUS,
YKOMIUIEKTOBAaHHbBIE CIIEIHAIN3UPOBAHHON MeOesblo, OCHAICHHbIE KOMIIBIOTEPHON TEXHUKOHU ¢
BO3MOJKHOCTBIO TOJKIIOUEHHUsI K ceTH «VHTepHeT» U oOecredeHHneM J0CTyNa B 3JIEKTPOHHYIO
MH(POPMAIMOHHO-00pa30BaTENbHYIO CPEly YHUBEPCHUTETA.
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HaumenoBanue OcCHaIEHHOCTh TIOMEIICHHUH TSI CAMOCTOSITEIILHOH PaOOThI [Tepeyenn
TIOMELICHHUN JIIsT o0yuaronmxcs JIMLIEH3UOHHOTO
CaMOCTOSITEIIbHOMN IpOrpaMMHOrO
paboThI obecrnieueHus
00y4aromxcs
[MTomernenue st | MeGenb: yueOHas MeOeb Microsoft
CaMOCTOSITEIILHOMN Kommiekr crenuaausupoBanHoil mebenu: kommbiorepusie | Windows 8, 10
paboThI CTOJTBI Microsoft Office
00y4aromxcs O6opynoBaHue: KOMIBIOTEPHAS TEXHUKA ¢ mojKIoYeHreM K | Professional
(4nTaNbHBIN 3a11 | “UHPOPMAIMOHHO-KOMMYHHUKAIIMOHHOH cetn «MHTepHer» u | Plus
Hayunoi JIOCTYIIOM B 3JIEKTPOHHYIO WH(POPMAaIIIOHHO-
OMOIHOTEKH ) 0o0pa3oBaTeNbHYI0 Cpely 00pa30BaTelIbHOW OpraHU3alluHy,
BeO-Kamepsl, KOMMYHUKaIIHOHHOE 000pyI0BaHUE,
obecrieunBaioliee JIOCTYll K CETH HHTEpHET (TMPOBOIHOE
COe/IMHEHNE W OECHpPOBOJHOE COEAWHEHHE IO TEXHOJOTUH
Wi-Fi)
[MTomerneHue st | MeGenb: yueOHast MmeOeb Microsoft
CaMOCTOSITEIILHON Kommiekr crenuaausupoBanHoil mebenu: xommbioTepubie | Windows 8, 10
paboTh CTOJTBI Microsoft Office
00y4aroIIMXCs O6opynoBaHue: KOMIBIOTEPHAS TEXHUKA ¢ moAKIodeHreM k | Professional
(aym.409) HH(POPMAITHOHHO-KOMMYHHUKAIHOHHOK cetn «MHTepHer» m | Plus

JOCTYTIOM B 3IEKTPOHHYIO WH(POPMAITMIOHHO-
o0pazoBarenbHyl0 cpeny o0pa30BaTeIbHOW OpraHH3alny,
BeO-KaMepHl, KOMMYHUKaIIHOHHOE 00opyI0BaHUE,

obOecrieunBaoNIee TOCTYI K CETH HHTEPHET (IMPOBOIHOE
COeQUHEHNE M OCCIPOBOIHOE COCAMHEHHE IO TEXHOJIOIMH
Wi-Fi)
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