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1 Hesan u 3axa4m U3y4eHUs AMCHHUILIMHBI (MOIYJISA)

1.1 Ileab ocBOEHUS AUCHUILIHHBI

Hemn: dopmupoBanue mnpodeccHoHANBHBIX KommneTreHuuil B coorBercTBuu ¢ @I'OC BO,
KOMIUIEKCA 3HaHWH, YMEHUI ¥ HaBBIKOB B 00JAaCTH HOPMATHBHO-TIPABOBOTO W OPraHU3alHOHHO-
JOKYMEHTAI[HOHHOTO OOECIeUeHHs YIpaBJIeHUs] B OOJACTH YyIpaBICHHsS IMEPCOHAIOM Ha OCHOBE
paloOHaIbHBIX, HAYYHO-OOOCHOBAHHBIX IPUHIUIOB U METOJIOB HX COBEpIICHCTBOBAHUS,
(dbopMHUpOBaHHE MTPOTPECCHBHOTO IMOJAXOAAa K PEUICHWIO BAXXHEWIIMX YIPABICHYECKUX 3a/1ad Ha
MPEANPUSITHH.

1.23anaum:

- YCBOEHHE OCHOBHBIX IOHATHH B 00JaCTM HOPMAaTUBHO-IIPABOBOIO u
JOKYMEHTAI[MOHHOTO 00€ecIeYeHUs YIPaBJIE€HUEM TPYAOBBIX OTHOILEHUN Ha MPEANpHUSATHH (B
OpraHu3aln);

- U3Y4Y€HHE BUAOB OQUIMAIBHBIX JOKYMEHTOB W TpeOOBaHMW K HMX COCTaBJICHHUIO HU
0(hOpPMIICHHUIO;

- onpesesieHue crnoco0oB TOKYMEHTUPOBAHUS U CUCTEM JTOKYMEHTAIUH;

- MPpUMEHEHHE TPABUJI OpraHU3alMK paboThl C TOKYMEHTaMU CIIy>KObI IEpCOHANa;

- OCBOEHHE TNOpsJKa OpraHu3aluy padoT MO JEIONPOU3BOJCTBEHHOMY OOCITYKHBAHUIO
TPYIOBBIX OTHOLIEHUH;

- npuoOpereHne yMeHui opopMIIeHHsI PEKBU3UTOB, CO3JJaHKE IIa0JI0HOB JOKYMEHTOB
C TIOMOIIIbIO CHEIMATN3UPOBAHHBIX TPOrPaMM;

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

Hucuunnuna 51.B.02 «HopmaTtuBHO-IIpaBoBO€ U JOKYMEHTAI[MOHHOE 00ECIeueHUe TPYAO0BbIX
OTHOIIIEHU» OTHOCUTCSA K 0a30Boi uwactu broka 1 "Jlucumrumuel (Momaynu)" ydeOHOTO TIIaHa,
dhopmupyemas yaacCTHUKaMH 00pa30BaTEIbHBIX OTHOIIIEHUH Y4€OHOTO TUTaHa.

B Meroguueckom IiaHe IUCHUILIMHA ONMPAETCS HA 3HAHUA, MOJYYEHHbIE NPU W3YYEHUU
CIeNYIONUX  YYEOHBIX  KypCOB:  «YIpaBlCcHHE  [EPCOHAJIOM  COBPEMEHHOM  OpraHH3aIlin,
«MexAUCIUIUIMHAPHbIE HCCIIEIOBAHUS B cthepe YIIPABIICHUS TIEPCOHAIIOM » u ap.

1.4 IlepeyeHb NJIAHUPYEMBIX Pe3yJbTATOB OOyYeHHs] MO JAUCHMILVIAHE (MOIYJIIO0),
COOTHECEHHBIX C IVIAHUPYEMBIMH pPe3yJIbTATAMHU 0CBOCHHs 00pa3oBaTeIbHOM IPOrpaMMBbl

N3ydyenue nanHOW yueOHOM IUCHMILIMHBI HANpaBieHO Ha (OPMUPOBAHHE Y OOYYAIOIIMXCS
CJIeIYIOLIIMX KOMITETEHIIUM

Kon u HanMmeHOBaHHE Pe3ynbTaThl 00y4eHUs 10 AUCIUIUINHE
HWHAUKaTopa™
IIK-1. CHIOCOBEH PA3PABATBIBATb CUCTEMY CTPATEIT'HUECKOI'O U OITEPALITMOHHOI'O
YIIPABJIEHUSI IEPCOHAJIOM
INK-1.MIIK- 1. 3Hate ocHOBBHI | Biameer oTmenpHBIMM 3HAHUSAMH B 00JacTH 3akoHomareiabcrBa PD o

3aKOHOJATEJILCTBA PO 0 | IePCOHANIBHBIX IAHHBIX, OCHOBBI TPYOBOT0, apXHBHOTO, 8 IMUHUCTPAaTHBHOTO,
MePCOHATIBHBIX JAQHHBIX, | MUTPAIIMOHHOTO, HAJIOTOBOTO 3aKOHOIATENbCTBA, 3aKOHOAATENbCTBA B chepe
OCHOBBI TPYAOBOro, apxuBHoro, | OT

aIMHHHCTPATHBHOIO , | B memom, Brmameer 3HaHMAMH B oOmacTH 3akoHonmatenbctBa PO o
MHUTPALUOHHOTO , HAJOIOBOrO | TIEPCOHANBHBIX JaHHBIX, OCHOBBI TPYIOBOT0, apXHBHOTO, & IMHHUCTPATHBHOTO,
3aKOHOIATEJbCTBA, MUTPAllMOHHOTO, HAJIOTOBOTO 3aKOHOIATENbCTBA, 3aKOHOAATENECTBA B chepe

3akoHoAaTesbcTBa B chepe OT | OT

VYBepeHHO BialeeT 3HAHWUSAMH B 0ONacTH 3akoHojartenscTBa PO o
TIePCOHATBHBIX TAHHBIX, OCHOBHI TPYIOBOT0, ApXUBHOTO, 8 IMUHICTPATHBHOTO,
MHTPAIFIOHHOT 0, HAJIOTOBOT'O 3aKOHOJATENhCTBA, 3aKOHONATENECTBA B cepe
oT

MK-2. CIIOCOBEH PEAJIM30OBBIBATb CUCTEMY CTPATETMYECKOI'O 1 OITEPAIITMOHHOI'O
YIIPABJIEHUU S IEPCOHAJIOM

IOK-2.UIK- 1. Cnocoben | O6nmamaer 3HaHMSIMH B OOJNIACTH pEATM3ALMM CHCTEMBI CTPATETHUECKOTO U
peajin30BbIBATH CHCTeMY | ONEpaMOHHOTO YIPABJICHHS IIEPCOHATIOM

CTPaTern4ecKoro u | B meinoM, ¢ HNOMOLIBIO JKCIEPTOB CIOCOOCH PEeaN30BhIBATh CHUCTEMY
ONEPallMOHHOr0  YNPAaBJIEHHsA | CTPATETHUECKOr0 M ONEePanMOHHOTO YITPaBICHHUS EPCOHATIOM

NePCOHAJIOM CriocobeH caMOCTOATENBHO PEaN30BBIBATh CHCTEMY CTPAaTETHMYECKOro H

OnCpaMOHHOr0 YrpaBJICHUS MCPCOHAIOM




Kon u HanmenoBanue Pe3ynbTaThl 00y4eHUS MO TUCIHILTHHE

WHIUKaTOopa™

NK-3. CIHOCOBEH AIMHUHHUCTPUPOBATH TIIPOIHECCBI WU JOKYMEHTOOBOPOT IIO
CTPATEITHYECKOMY U OITEPAIITMOHHOMY YIIPABJEHHWIO ITEPCOHAJIOM

MK-3.1UIIK-1 3HaeT OT/eNbHbIE JOKYMEHThI, HEOOXOAMMBIE JUISI COIPOBOXKAECHHS IPOIIECCOB
YMmern obdeceynBaTh | II0  YINPaBIEGHUIO IIEPCOHAJIOM B  COOTBETCTBHM C  TpPeOOBAHHAMH
JOKYMEHTAIIOHHOE 3aKOHOJIATENbCTBA

CONPOBOIK/IeHUE MpoLeccoB N0 | B memom, ymeeT obecnevynBaTh JOKYMEHTAIMOHHOE —COMPOBOXKICHHUE
VOPABJIEHUI0 IEPCOHAJOM B | NPOIECCOB MO YNPABJICHUIO MEPCOHAIOM B COOTBETCTBHH C TPEOOBAHHSIMHU
COOTBETCTBHU C TPEOGOBAHMSIMHM | 3aKOHOIATENILCTBA
3aKOHOAATEJHCTBA YMeeT caMOCTOSITENIbHO 00ECIIeUHBATh JOKYMEHTAIIMOHHOE COMPOBOXKICHUE
MPOIIECCOB MO YNPABJICHUIO MEPCOHAIOM B COOTBETCTBHH C TPEOOBAHHAMHU
3aKOHOJIATENbCTBA

Pe3ynbrarel 00y4yeHHs MO AMCLUMILIMHE JOCTUTAIOTCS B paMKax OCYLIECTBJICHHS BCEX BHUOB
KOHTaKTHOM U CaMOCTOSITENIbHOM paboThl 00y4YaroLUXCs B COOTBETCTBUU C YTBEP)KICHHBIM yUEOHBIM
IJTAHOM.

WHaukaTophl TOCTUXKEHUS KOMIIETEHLUUN CUMUTAIOTCS C(HOPMHUPOBAHHBIMHU MPU JOCTHKEHUU
COOTBETCTBYIOIIUX UM PE3YJIbTATOB O0YUEHHUS.

2. CTpyKTypa M colep:RaHue JUCHUILIMHBI

2.1 PacnpeaesieHue TPyAOEMKOCTH AUCHHUILIMHBI 110 BUJAM padoT

OOmiass TpymoEMKOCTh JHMCHMIUIMHBI CcOCTaBisier 4 3aveTHbix eaunul] (144 dwacoB), ux

acmpeieJIeHHe 10 BUJaM paboT MpeICTaBIeHO B TaOIuUIIe

Bunpt pador Bcero ®dopma oOydeHust
94acoB OYHO- 3a04Has
O4Has
3a04Hast
2 X X X

ceMecTp ceMecTp ceMecTp Kypc

("acer) ("acern) ("acer) ("acer)
KoHTakTHasi padoTa, B TOM 4ucJje:
AYIUTOPHBIE 3aHATHS (BCET0): 52,3 52,3
3aHATHUSA JICKIMOHHOI'O THIIA 18 18

71200paTOPHBIE 3aHSATHSI - -
[PaKTHICCKUE 3aHATHS - -
CEMUHAPCKUE 3aHSTHSI 34 34
Wuasi KoHTaKTHas padoTa:
KoHTpoe caMoCTOsTENBHOM paboTh

(KCP)
ITpomexxyrounas arrecrarms (MKP) 0,3 0,3
CamocTosiTeJibHasi pa6oTa, B TOM 65 65
qucie:
Pedepat/acce (moaroroska) 4 4
CaMOCTOSATENNPHOE U3YYCHHE Pa3JIelioB, 57 57
CaMOIIOATOTOBKA
[ToaroroBka K TECTUPOBAHHIO 4 4
KoHTpoJib: 26,7 26,7
ITonroroBka K 3K3aMeHy
Oomas qac. 144 144
TPYI0eMKOCTh B TOM YHCJIe
KOHTAKTHAaNA 52,3 52,3
padora
3ad4. e]l 4 4

2.2 ConepxaHue TMCHUILINHBI
Pacnpenenenue BuaoB yueOHOU pabOThI M UX TPYAOEMKOCTH O pa3/ieiaM JAUCIUIINHBIL.
Pa3znens! (Tembl) AMCHMIUIAHBI, H3ydaeMble Bo 2 cemectpe (1 kypce) (ounast hopma 0OydeHwMs)



KonuuectBo yacos
Bueaynut
Ne HaumeHoBaHue pa3ienoB (TeM) AymuTopHas opHast
Bcero pabora
pabora
JI I13 JIP CPC
Pazpnen.1 [lonsTre u 3HaUeHNE JOKYMEHTALUOHHOTO
1. 39 6 11 - 22
obecreyeHnst yIpaBIeHUs IEPCOHATIOM
5 Paznen 2. OCHOBBI TIOKYMEHTAIIMOHHOTO 00ecrieueHust 39 6 1 i 99
yIpaBJICHUs IEPCOHATIOM
3. Paznen 3. Cucremarusanus 1 XpaHeHHe JOKYMEHTOBKaIPOBOH 38 6 12 i 21
CITY>KOBI
UTOI'O no pazoenam oucyuniunsl 117 | 18 34 - 65
Kontpoias camocrosrensHoi padbotsl (KCP) 26,7 -
[Tpomexyrounas arrecrarms (MKP) 0,3 -
OO011ast 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 JTeKUMOHHOI0 THIIA

No HaumenoBanue Conepanme paszena dopma TeKyIIero
paszaena KOHTPOJIS
1 2 3 4
Paznen 1. IloHsTHe M 3HAYEHUE JOKYMEHTAIIMOHHOTO 00ecTieYeHHs YIIPABJIEHUsSI TEPCOHAIOM
Bsenenue B kypc OOmee  mpeacTaBieHHE — Kypca. Hasuauenne  u |[IpopaGorka
comepkanue Kypca. CBs3p Kypca ¢ ydeOHBIMH |yd4eOHOro
IUCLUIIIMHAMM. 3HaueHne Kypca B IMOArOTOBKE (TCOpCTI/I‘ICCKOFO)
CIEIMAITUCTOB 110 YIIPABICHHUIO TIEPCOHAIIOM MaTepuana
[MonsTue TToHATHS «TOKYMEHT», «TIOKYMEHTOO00POTY, ITpopabotka
JIOKYMEHTAIlHOHHOTO «TOKYMEHTAIIMOHHOE 00ecrieueHUE YIIPaBICHUSY. y4eOHOro
obecrieueHus OcHOBHBIE TPeOOBaHUS, MPEIBABISIEMbIE K OOPMIICHHUIO (TeopeTHuecKoro)
VIIpaBJICHHUS JIOKYMEHTAIIUH, TpelycMOTpeHHbIe [ ocynapcTBeHHON Matepuaia
ITEPCOHAIIOM. CUCTEMOMU JOKYMEHTAIIHOHHOTO 00eCIieueHUs YIIPaBICHHUS
TpeboBanwus, I'OCT P 7.0.97-2016. ITopsimok 0OpabOTKH U PerHCTpaIin
MIPEIbSIBIIIEMBIC K JIOKYMEHTOB, HX MHJIEKCAIH. PerucTpanuontbie (GOpMbI 1
oopMIeHHIO uX 3aronHeHne. KoHTpoIlb UCTIONHEHUS JOKyMEHTOB.
JIOKYMECHTOB OCHOBHBIE OTJIMYHS B TIOATOTOBKE IMPOCTBIX M CIIOKHBIX
MPUKA30B. YUeT CIEUPUKN PACIIOPSIUTEILHOTO
JIECTBUS TIPUA COCTABJICHUH MPUKA30B I10 MIPHEMY,
IepeBo1y, YBOJIbHEHHIO paOb0OTHUKOB. [Topsaok
BH3UPOBAHHUS NTPUKA30B TI0 JINYHOMY COCTaBY, UX
peTUCTpaIuy.
CoctaB U BHIBI ITonsiTHe 1 3HAYEHHE KaAPOBOM JOKYMEHTAIMH. [TpopaboTka
KaJpoBoi gokyMeHTanuu | Knaccudukanus kaapoBoit tokymeHTarun. OCHOBHBIC yaeOHOro
BHJIbI IOKYMEHTOB KaJIPOBOM CITYKObI, 0COOCHHOCTH HX (TeopeTHuecKoro)
cocraBiieHus. HopMaTuBHO-TIpaBoBas 0asa, Matepuana
periaMeHTUPYIoINas pa3paOd0TKy KaIpOBBIX JTOKYMEHTOB.

Paznen 2. OcHOBBI AOKYMEHTAIIMOHHOTO o0ecnieYeHUsl yNpaBJeHUs MEPCOHATIOM
TpeboBanus K [HrtaTtHoe pacnucanue (ct. 57 Tpynosoro Kogexca PD)— [Ipopabotka
COJICPIKaHHIO 1 ®dopma mratHoro pacnucanus (popma T-3) yTBepkaeHa yaeOHOro
oopMIICHHIO nocra”oBiieHneM ['ockomcrara Poccun ot 5 stuBaps 2004 (TeopeTHyeckoro)
JIOKaJIBHBIX roza Nel. MaTepuaa
HOPMAaTHUBHBIX AKTOB I10 [IpaBuna BHYTpEeHHETO TPYIOBOTO PACIIOPSIKA KaK
YIIPaBICHUIO JIOKQJIbHBIA HOPMATUBHO-TIPABOBOM aKT,

IEPCOHATIOM KOHKPETU3UPYIOIINN TTOPSIOK PETyTUPOBAHUS KITFOUSBBIX
BOIIPOCOB COIUATILHO-TPY/IOBBIX OTHOIIIEHUH Ha
npennpusiTii. OOl MOPSIOK MOTOTOBKH JIOKYMEHTA B
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coorBercTBUU cO cT. 190 TK PD. Ocobennoctu
ohopMIICHHS TTPAaBUII BHYTPEHHETO TPYIOBOTO

pacnopska, CoJepkaHue BOIIPOCOB, KOTOPBIE OTPAYKAIOTCS
B IIPaBIJIaX BHYTPEHHETO TPYOBOTO PACIOPSIKA.
OcobeHHOCTH 00palIeHus ¢ IePCOHANIbHBIMH JaHHBIMU
PabOTHHKOB B COOTBETCTBHU C MOJOKEHUIMU Ti1aBel 14 TK
P®. TpeboBanust k 00pabOTKE MEPCOHATBLHBIX JaHHBIX
pabotHuKa. [IpaBuia nepenaun nHGoOpManuy,
coJiepxarieil cBeJieHns 0 pabOTHUKE, TPETHUM JIHIIAM.
OTBETCTBEHHOCTh JIOKHOCTHBIX JIUIl, BUHOBHBIX B
HapyIIEHUH HOPM, PEryIHPYIOLINX MOy4eHHe, 00paboTKy
U 3aIUTYy NEPCOHATBHBIX JaHHBIX paboTHUKA. MHCTpYKIIHS
0 JIOKYMCHTAIIMOHHOMY O0ECIICUCHUIO YIIPABICHHS
nepcoHanoM npeanpustus. CTpyKTypa U CoAepiKaHie
pa3aesoB JAaHHOTO JOKYMEHTA.

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

ITomHOMOUMS ~ TOCYAApCTBEHHOM  MHCHEKUMH  TpyJa.
IIpouenypa u mpaBuia MPOBEACHUS IIPOBEPOK COOIIOACHUS
JEMCTBYIOIIETr0 3aKOHOIaTENbCTBA. Byl nposepok. ITopsaok
o(hopMIICHHSI MEPOIIPUSTHH IO KOHTPOIIO.

CocTtaB JIOKyMEHTOB, TpeOyeMbIX oOpraHamMu HaJI3opa H
KOHTpOJISI IpU TIPOBENEHUM IpoBepokK. OTBETCTBEHHOCTh
pabortonarens 3a HapylLIeHHUe JEUCTBYIOIIETO
3aKOHONATEIbCTBA O TpylIe W HErpaMoTHOE odopMIeHHE
KaJIpoBOH JOKyMeHTaluu, Boznaraemasi TpynossiMm Konexcom
P® u KonekcoM 00 aqMHUHHCTPATHBHBIX IPaBOHAPYIICHHSIX

ITpopabotka
yuebHOro
(TEOpEeTHUECKOro)
Marepuana

dopmMupoBaHuE U
BEJICHUE JTUYHBIX AE

Jlmynoe gmeno paboTHMKA KAk OCHOBHOW  JOKYMEHT
MIEPCOHAIBHOTO YU€eTa, B KOTOPOM XpaHATCs Hanbosee MoJIHbIe
CBEIICHHS O COTPYIHHKE U €r0 CIy)KeOHOH AESTEIHHOCTH.
CocTaB ¥ MOCIEAOBATENBHOCTh JOKYMEHTOB JIMYHOIO JeETa.
OcCoOeHHOCTH COCTAaBIICHHUA JIOKYMEHTOB JIMYHOTO JIeja:
JMYHOTO JINCTKA TI0 y4YeTy KaJIpoB, AOMOJHEHUS K JTUIHOMY
THCTKYy, aBrobmorpadun m T.n. IlpaBmia BbImA4M JIHYHOTO
Jena BO BpeMEHHOE Mojib3oBaHue. [lopsmok cocTaBieHus
omucH JU4YHOro nena. Ilepemada nugHOro mena Ha apxXHUBHOE
xpanenne. CocTaBieHHE 3aBEPUTENBHON HAAMHUCH JIMYHOTO
Jena

ITpopabotka
y4eOHOro
(TeopeTHUYECKOro)
Mmarepuasia

Jlnunas xaprouka

Jlnynas kapTouka Kak OCHOBHOM JOKYMEHT NEPCOHAIBHOIO
ydeta pabOTHUKOB OpraHu3anuu. JloKkyMeHTHl, Hda OCHOBaHHU

[TpopaboTka
yaeOHOro

KOTOPBIX 3aIloNHAeTCA IMYHas KapTouka. [Topsaok (TEOpPeTHYECKOro)
KOAMPOBAHUS CBEJICHUH B JINYHOW KapTOUYKE. 3aIOITHEHHE Marepuana
TuaHON KapTouku. [Topsimok BHECEHUS UCTIPABICHUHN 1
WM3MEHCHUH B INYHYIO KAPTOUKY paOOTHHKA.

JoxymeHTHpOBaHUE JokyMmeHTHpoBaHHE Tporecca JABIDKeHHs KaapoB  Ha|llpopabGorka

MPOIIECCOB ABUKCHHS
Ka/IpOB

MIPEATIPUSATHH KaK BakHeHITas QYHKINS OTAeNa KaapoB. Buis
IBIDKEHHUS KanpoB. CXeMBl IpreMa, IepeBoja, YBOIHHEHUS
pabOTHHKOB.

Odopmienne mpuema paboTHUKOB. COCTaB JOKYMEHTOB,
TpeOyeMbIX TpW TpHeMe Ha paboTy B COOTBETCTBUU C
Tpynoseim Kogexcom PD.

[Mopsimok 3aKTFOUCHHS TPYIOBEIX TOTOBOPOB C IIOCTOSSHHBIMHU
U BpEMECHHBIMH PaOOTHHKAMHU.

OCOOCHHOCTH  COCTaBJieHHS  YHU(UIMPOBAHHBIX  (HopM
[IPUKA30B 110 JINYHOMY COCTaBY, Kacaroumxcs mpuemMa (popma
T-1, T-1a).

Odopmienne mepeBoma, NEPEeMEIICHUS, KOMAaHIUPOBAHISI
paboTHHKOB. OcoOeHHOCTH OQOpPMIICHHS ¥ OCHOBAaHHS
Pa3IUYHBIX BUAOB IepeBoja (MEpeBOa Ha APYTyIo padoTy Ha
TOM K€ NPEINPHITAU; TEepeBon Ha paboTy Ha Jpyroe

yaeOHOro
(TeopeTHyecKoro)
MaTepuraia
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NpeIpusaTHe; TIepeBo]] Ha paboTy B JAPYTYI0 MECTHOCTB).
Oco0eHHOCTH  cOCTaBJieHHS  YHHU(DUIMPOBAHHBIX  (OpM
NPUKAa30B [0 JIMYHOMY COCTaBY, KacalolIMXcs IIepeBoja
(popma T-5, T-5a), komanguposanust (popmsl T-9, T-9a, T-10,
T-10a). Opopmirenne ormycka. I1paBnia n cpokr TOATOTOBKH
rpaduka ormyckoB (popma T-7). OcOOEHHOCTH COCTaBICHUS
YHU(HULIMPOBAHHBIX (OPM INPHKA30B 10 JIMYHOMY COCTaBy,
Kacatomxcs otmmycka (popma T-6, T-6a).

Odopmiienne  yBonbHEHUS  paboTHHKOB.  OCHOBaHUsA
IpeKpalieHus] TPYAOBOTO JIOTOBOPa B COOTBETCTBHU C
HOpPMaMH  TpPYIOBOTO IIpaBa; TNpaBwia  O(QOpPMIICHHS
HpeKpamieHust TPyZoBOro joroBopa. OTBETCTBEHHOCTh
paboTonaTens 3a HE3aKOHHOE YBOJIbHEHHE PA0OOTHHUKOB.
OCOOEHHOCTH  COCTaBJICHUS  YHU(PUIMPOBAHHBIX  (OpM
MIPUKA30B IO JIMYHOMY COCTaBY, KACAOLIUXCS YBOJIBHEHMS
pabotHuKOB (popmbr Ne T-8, T-8a). Ilopsaok perucrparuu
NPHKA30B M0 JINYHOMY COCTaBY

Benenue tpynoBbix
KHUKEK

ITonsitue TpynoBoll KHIDKKH. DopMa TpPyJOBOM KHHXKKH.
HopmaTtuBHO-MeTOAMYECKasT Oa3sa,
peTJIaMEHTHPYIOIIAass ~ HOPSAJOK  BEICHMSA,  3allOJHECHUS
TPYIOBBIX KHIDKEK, OOecHeueHHs MMM paboTomaTesei.
3amonHeHue CBeJICHUH 0 paboTHUKE. 3aNOTHEHHE CBEICHUN O
paborte. 3amoIHEHUE CBEICHUN O HAarpakKICHUH. 3aIllOIHEHHE
CBelicHUH 00 yBONbHEHHMH (TPEKpalllecHHd TPYJOBOTO
noropopa). OcCOOEGHHOCTH  3alONHEHHSI CBEICHMH 00
YBOJILHCHHH W TIpUeMe Ha paboTy B CBSI3U C IEPEBOJOM
paboTHHKA.
Bnecenne n3mMeHeHUI W JOMONHEHUNA B TPYAOBYIO KHIDKKY.
JyOmukat Tpy0BOi KHIDKKU. Bbimaua Tpy10Bol KHUKKH MTPH
YBOJIFHEHHH (TIPEKPAIICHUN TPYAOBOTO JOroBopa). Briamprm
B TPYIOBYIO KHIDKKY. YUET U XpaHCHHE TPYHOBBIX KHHKEK.
JokymeHTanuss 1O ydeTy OJAHKOB TPYIOBBIX KHIDKEK
(mpuxomHO-pacxomHasi KHUTA MO y4YeTy OJIAHKOB TPYZOBBIX
KHIDKEK M BKJIQABIIICH K HHUM, KHHATAa yd4era JIBUKEHHS
TPYIOBBIX KHIKEK M BKJIAbIIIEH K HUM). OTBETCTBEHHOCTD 32
COOJTIOIeHNE TIOPSIIKA BEJCHUS TPYAOBBIX KHIDKEK.

ITpopabotka
yuebHOro
(TEOpPEeTHYECKOro)
Marepuana

Pa3zpgen 3.

Cucremaruzauust 1 XpaHCHHE JAOKYMEHTOB Kauposoﬁ C.l'ly)l(ﬁbl

Homenknatypa men
KaJIpOBOU CITYKOBI

ITonsitue Homenkmatypel fen. I[lopsmox  cocraBieHUs

HOMCHKJIATYPHI IC]T KaAPOBOU CITY>KOBI.

[TpopaboTka
y4eOHOro
(TeopeTHUYECKOro)
marepuaia

DopMHpOBaHUE JEI

TpeOoBaHMs, MPEeTbBIIEMBIE K 3aTOIOBKAM Oel. DJIEMEHTHI
3aroJ0BKOB JEJI.

[IpaBuia rpynmupOBKH NOKYMEHTOB B Jeia, O(POPMIICHHUS
3arojoBKoB jel. [Ipu3Haku rpynnupoBKY JOKYMEHTOB B JI€Na.

[TpopaboTka
yaeOHOro
(TeopeTHyecKoro)
MaTepuraia

ITops ok mOArOTOBKH

JTOKYMCHTOB K

ApXUBHOMY XPaHEHUIO

[opsmok MOATrOTOBKHM TOKYMEHTOB K apXHBHOMY XpaHCHHIO.
Knaccupukanmss TOKyMEHTOB IO CpOKaM  XpaHCHHS.
TpeOoBaHUs, NpPENBIBISCMBIE aPXWBHBIMH CIY)KOaMH K
JOKyMEHTaM, cIJaBaeMBIM B apxuB. Opranuzaiys IpoBeAeHUS
9KCIEPTU3HI IEHHOCTH TOKYMEHTOB.

YactnyHoe W TonHOe odopmieHue nen.  Ilopsjgok
oopMieHHsT OOJIOKEK JIeNT IMMOCTOSHHOIO M BPEMEHHOI'O
cpokoB xpaHeHns. CocraBieHne U opopMIICHHE OMHCeH Je.
CocraBiieHHE 3aBEpUTEIEHON HAIHCH JIeNa.
AJIMUHHUCTpaTHBHAsT  OTBETCTBCHHOCTh 32  HapyIICHUE
JEUCTBYIOIIETO 3aKOHOAATENECTBA IO ADXUBHOMY JIEITY.

ITpopaboTka
yaeOHOro
(TeopeTnyecKoro)
MaTepuraia




2.3.2 3aHATHA CEMUHAPCKOI0 THNA (MPaKTHYeCKHe / ceMUHAPCKUE 3aHATHA)
OHeHI/IBaHI/Ie MPAaKTUYCCKUX 3aI[aHI/II\/'I BXOJHWT B HAKOIIJICHHYIO OLCHKY.

Ne HanmenoBanue TemaThka MPaKTUUECKUX 3aHITHNA dopma TEKYILEro
B pasnena (cemuHapoB) KOHTPOJISt

1 2 3 4

1 |Pa3men 1 TpeboBaHusi kK 0OpPMJIEHHIO TOKYMEHTOB! [IpoBoguTcs
Ilonsitue u 3Havenme/OO30p HOPMATHBHO-NPABOBOM 0a3bl  JOKYMEHTAIIMOHHOTO|hopme
AOKYMEHTALHOHHOTO obecnieuenus ynpasnenus. 'OCT P 7.0.97-2016. MPAKTUYECKOT O
o0ecrneyeHns [TonsiTve pekBU3UTa TOKyMEHTa, TPEOOBAHUS, TTPEAbABIIEMbIC |3aHATHS,
ylpaBJjieHuUst K 0)OPMJICHHIO PEKBHU3UTOB M WX PACIOIOKEHHIO Ha ONaHKe|[peronaraer
NePCOHATOM JOKyMEHTA. aHaII3

IIpunanue JOKYMEHTY IOPUAUUECKON CHUIIBIL. CHUTYallHOHHBIX
CuryanuonHoe 3a1anre «OmuoKu B 0pOpMIIEHUH JJOKYMEHTOB [33JTAHHH.

2 CocraB 4 BUBI Ka/IPOBOIi JOKYMEHTAIINHU:
OcHoBHBIE KITacCH()HUKAINN KaJAPOBBIX JOKYMEHTOB.
IIpuka3sl MO  JIMYHOMY  COCTaBy  Kak  OCHOBHOM
pacopsaIuTeNbHBIA JOKYMEHT, COCTaBIIsiEMBbId B IpOLIECCe
JIOKyMEHTHPOBaHUS byHKIHN KaJpoBOM CITYKOBI.
CuryanmoHHoe 3aJjaHue «AHaJIN3 KaJIpoBOU IOKYMEHTAIHH 110
(YHKIUSM yIIPaBIICHUS IEPCOHATIOM)

3 |Pazpea Il TpeGoBaHusi K cofepkKaHUI0 U 0(OPMIICHHIO [Iposoxutcs
OcHoBBbI JIOKAJbHBIX HOPMATUBHBIX AKTOB MO YNPAaBJIEHUIO popme
JOKYMEHTALMOHHOIO nepconanoM. CuryarpioHHOE 3aaHne «OMUOKH B IITATHOM [[IPAKTHYECKOTO
obecneyeHust pacIucanum» 3aHATHS,
ynpaBJeHUst CuTyaloHHOE 3aJaHUe KA YIUT PABHJI BHYTPEHHETO Ipearnonaraer
NePCOHAJIOM TPYIOBOTO pacnopsanka» CUTyallMOHHOE 3aJaHue aHaIM3

«[Tonmoxxenne 06 00pabOTKEe MEPCOHAIBHBIX JAHHBIX. CUTYaLMOHHBIX
Kakum emy ObITE?» 3aJITaHUM.
PazpaboTka JOKyMEHTOB, KacalOIINXCs 3aIUTHI
NEPCOHATBHBIX JAHHBIX COTPYIHHKOB OpPraHU3ALNH
4 ®opmupoBaHue U BeleHHe JUYHBIX Aej. CocraBieHue
JOKYMEHTOB JIMYHOTO JeJla COTPYTHHUKA MO0 OCHOBHBIM
3TanaMm padoThI TIepcoHana (IIprueM, epeBojl, yBOJILHEHHE,
arrecranus u T.7.). CocTaBjeHNE BHYTPEHHEN OMUCH
JOKYMEHTOB JIMYHOTO JIeNa.
CocTaBneHue 3aBEpUTEIHLHON HAIITUCH.
[loaroroBka THMYHOTO fefa UL IIepeaadr Ha apXUBHOE
XpaHCHHE.
5 JInuHasg KapTouKa.
CocraBiieHHE THYHOW KaPTOYKH PabOTHHUKA.
Buecenne n3meHeHM 1 UCIIPABICHAN B TUIHYIO KAPTOUKY.
Kaproreka TUYHBIX KapTOYeK: IIpaBUiIa BEICHISL.
6 JoxyMeHTHPOBaHHE NMPOIECCOB IBUKEHUS KATPOB.

[omarosast mporemypa oopMIIeHHSI OCHOBHBIX KaIpOBBIX
mpouenyp (mpuem, epeBojl, epeMeleHne, MPEI0CTaBICHUE
OTIyCKa, KOMaHIUPOBAHHE, YBOJIHHEHIUE).

OcoOeHHOCTH TTIOATOTOBKY IPHKA30B IO IMYHOMY COCTaBY.
CHTyallMOHHBIC 3aJ[aHUs «AHAIM3 TPYJIOBOTO JOrOBOPA»,
«IIprieM Ha pabOTy», KAYIUT yBOILHECHHN»

Benenne wu XpaHeHHEe TPYIAOBbIX KHHIKEK. 3anogHeHHE
TUTYJBHOTI'O JIUCTA Tp}Q[OBOﬁ KHHWKKH.
3aronHeHne pasacia «CBe,I[eHI/IH 0 pa60Te». 3aronHeHNE
pa3acia ((CBCZ[CHPI?I O Harpa>xacHusAax».
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BHeceHue u3MeHEeHUI U NOMOIHEHUH B TPYAOBYIO KHIKKY.

8 HomenkyaTypa gen kaapoBoii ciay:xObl. IloHsTue
HOMEHKIaTypsl Jen. CocTaBieHME HOMEHKIATYyphl el
KaJpOBOH CITyXOBI.

9 (Paspeux I1I. dopmupoBaHue 1e. [poBoauTest B
Cucremaru3anus u TpeboBanus, npeabsBIsieMble K GOPMUPOBAHHUIO dopme
XpaHeHHe JOKYMEHTOB | el KaapOBOi cayX0bl. ©OPMUPOBAHUE 3aTrOIOBKOB PaKTHYECKOTO
Ka/IPOBOIi CJIYKObI Jien. 3aHATHS,
Openonaraet
10 IMopsiaok MOArOTOBKH JOKYMEHTOB K AapXHBHOMY |apamum3
XpaHeHHI0. CUTYaLlMOHHBIX
IMomroroBka MOKYMEHTOB K apXHBHOMY XPaHCHHIO. 3a1aHuii.

[lonmHoe u dYacTHUHOE OPOPMIIEHHUE JE.
[TpoBeneHue 3KCIEPTU3BI IIEHHOCTU JOKYMEHTOB.

[Ipy u3yyeHUM AUCUUIUIMHBI MOTYT TNPUMEHSTCS 3JIEKTPOHHOE OOydeHHUE, JHUCTAaHIMOHHBIE
obpazoBarenbHbIe TexHoJorun B cooTBeTcTBUM ¢ DI'OC BO.

2.3.3 KypcoBble paGoThl — He MPeIyCMOTPEHBL.

2.4 IlepeueHb Y4eOHO-METOAMYECKOr0 olecmedyeHMs] IJIsI CAMOCTOSITEJbHOH PadoThI

00y4aroIuXCcs M0 JUCHUILIMHE (MOTYJII0)
HepequL y‘le6HO-MeTO}IH‘{eCKOFO O6CCHC‘IGHI/ISI JUCHHUIUINHBI 110 BBIITOJITHECHUIO
Ne Bun CPC CaMOCTOSITENILHOM PabOThI

1 |IIpopaboTka  TEOPETHYECKOro
MaTepuana  (TMOArOTOBKAa K

NpoOJIeMHBIM CEMHHAPaM ) Mertonudeckue peKOMEHIAIMKM Ui CTYACHTOB HANpaBliCHHUS YIpaBJICHUE
2 |BbIIOJIHEHHE MHIMBUIYAIbHBIX |IEPCOHANIOM IO BBINONHEHUIO MHCbMEHHBIX PabOT, CaMOCTOSTEIbHOH pPaboTHI,
3aJJaHUMN (moAroToBKa|yTBep)KACHHbIE Kadenpoil  YIpaBieHUS IEPCOHAIOM M OpraHH3aLHOHHOM
cO00IIeHHUH, Tpe3eHTaIHNN) TICUX OJIOTHEH
3 |[logrotoBka K  TeKylleMmy
KOHTPOIIO

VY4ebHO-MeToAnYeCKHe MaTepuabl A CaMOCTOATENBHOM paboThl 0OydarolMXcs M3 4Hcia
MHBAJIXUJIOB U JIMIl C OTPAHUYEHHBIMU BO3MOXKHOCTAMU 3710poBbs (OB3) mpenocrasisaorcs B popmax,
aJlalTUPOBAHHBIX K OIPAaHUYEHHSIM UX 3JI0POBbsI U BOCIIPUATHUS UH(DOPMALIUH:

JUia U1 ¢ HapyIIEeHUAMY 3PEHHUS:

— B [1€4aTHOU (hopMe yBEeTUUYEHHBIM HIPUPTOM,

— B (pOpMeE FIIEKTPOHHOI'0 JTOKYMEHTA,

— B (hopme ayaunodaiina,

— B [TIeYaTHOM opMe Ha s3bike bpaiins.

JUid U1 ¢ HapyLIEHUSAMH CIyXa:

— B [IeYaTHOM opme,

— B (popMe 3IIEKTPOHHOT'O JIOKYMEHTA.

JUia 1 ¢ HapyIIeHUsAMH ONIOPHO-BUTaTEIbHOTO anmapara:

— B 1eyatHoi dopme,

— B (JopMe AIIEKTPOHHOT'O JTOKYMEHTA,

— B popme ayauodaiina.

JlaHHBI TepeYeHb MOXKET OBbITh KOHKPETH3UpOBaH B 3aBUCHUMOCTH OT KOHTHHIEHTA
oOyuaronuxcs.

3. O0pa3oBaTe/ibHbIC TEXHOJIOTHH, IPUMEHsIEMbIe IPH OCBOCHHUH M CHMIIJIMHBI (MOIYJIsT)

B xo/1€ u3y4eHus: TMCIUILTUHBI IPEyCMOTPEHO MCIOIB30BaHHE CIEAYIOIUX 00pa30BaTeNbHBIX
TEXHOJIOTUI: JIEKIIMH, MPAKTUYECKHE 3aHATHUA, MpoOiieMHOe oOydeHHue, MOAYJbHas TEXHOJIOTHS,
MOJITOTOBKA MUChbMEHHBIX aHATUTHYECKUX PabOT, CAMOCTOsITENIbHAs paboTa CTYJICHTOB.




KoMneTreHTHOCTHBI MMOAXOJ B paMKax MpenojaBaHUsl JUCLUUIUIMHBI pealu3yercss B
HCI0JIb30BAHUN MHTEPAKTUBHBIX TEXHOJOIUI U aKTUBHBIX METOJIOB (IIPOEKTHBIX METOAMK, MO3TOBOIO
mTypMa, pa30opa KOHKPETHBIX CHUTYallMi, aHaJln3a I[eJarormuecKuX 3a7ad, IeJaroru4eckoro
HKCIIEPUMEHTA, HHBIX ()OPM) B COUETAHUH C BHEAYAUTOPHOU pabOTOM.

WNudpopmaniioHHbIE TEXHOJIOTHH, TPUMEHSIEMbIE TIPH W3YYEHUH JUCIHILIMHBI: HCIIOJIb30BaHUE
WHPOPMAIIMOHHBIX PECYPCOB, TOCTYMHBIX B HH(POPMALMOHHO-TEICKOMMYHUKAIIMOHHOW CETH
Hutepner.

AnanTuBHBIE 00pa3oBaTENbHBIC TEXHOJIOTHH, IPUMEHSIEMbIC TTPU U3YYCHUN AUCIUTUINHBI — JIJIS
JUI] C OTPaHMYEHHBIMU BO3MOKHOCTSIMHM 3/I0pPOBbSl IIPEIYCMOTPEHA OPraHM3alMsl KOHCYIbTALUNA C
HCII0JIb30BAHUEM JIEKTPOHHOM MOYTHI.

4. OueHOYHBbIe CpeAcTBA A TeKYyLero KOHTPOJISI YCIeBAeMOCTH H IPOMEKYTOYHOM
arTecTanuu

OneHouHble CpesiCTBA MPeJHA3HAUYEHBI /1151 KOHTPOJIS U OLIEHKHU 00pa30BaTeNbHBIX JOCTHKEHUN
oOyyarouuxcs, OCBOMBIIMX @porpamMmy ydeOHoM aucuumianHbel «HopmatuBHO-paBoBOE H
JOKYMEHTAI[MOHHOE 00eCTeueHUE TPYIOBbIX OTHOILIEHUI».

OneHouHbIE CpEACTBAa BKIIOYAET KOHTPOJIbHBIE MaTepualbl s IPOBEJIEHUS TeKYylIero
KOHTpoOJIA B (opMe TeCTOBBIX 3aJaHUl, [OKJIaJa-IPe3eHTAllUd 10 MPOOJIEMHBIM BOIPOCAM,
Pa3HOYPOBHEBBIX 33aJJaHU, CUTYallHOHHBIX 33/1a4 U MPOMEKYTOYHOM aTTecTanuu B opMe BOIPOCOB
K JK3aMEHY.

CTpyKTYypa OlIEHOYHBIX CPEICTB I TeKYlIIel U MPOMEKYTOYHOM aTTecTaluu
Ne | Kot u  manvenosanue HaI/IMeHOBavHI/Ie OIIEHOYHOT'0 CPEJICTBA
/i | mHmEKaTopa Pe3ynbTarhl 00ydeHus Texymui ITpomexxyrounas
KOHTPOJIb arTecranuia
Bnageer otrnensHbIMM  3HaHusAMU B | Bompocsl aiis Bonpoc Ha
obmact  3akoHOmatenbctBa P® o | ycTHOro JK3aMeEHE
MIEPCOHAIBHBIX JIAHHBIX, OCHOBBI | (MMUCHMEHHOTO) 1-5
1 TPYIOBOIO, apXHMBHOTO, | Ompoca 10 TeMe,
I1K-1.MIK- 1. aIMUHKMCTPATHBHOTO, MMIPALOHHOTO, | Pa3jieiy
3nars, ocHoBbI HaJIOrOBOT'0 3aKOHOJIATENLCTBA,
3aKO0HO1ATE1hCTBA P® 0 3akoHonarenbeTa B chepe OT
MEPCOHATRHLIX TaHHEIX,  Tp LIEJIOM, BJIQJIEET 3HAHUSIMHU B oOyiactu | Pemenue Bormpoc Ha
OCHOBLI TPYI0BOLO, 3aKoHOMaTenbcTBa PO 0 mepcoHANBHBIX | CUTYAIlMOHHBIX U | 9K3aMeHe
2 251’\(1]:1]:{““(::;;3THBHOF0 , JIAHHBIX, OCHOBBI TPYJIOBOT0, QPXUBHOT'0, | MPAKTHYECKUX 6-10
aJIMUHHUCTPATUBHOTO, MHUTPALMOHHOTO, | 3a/1a4 1O IUIaHy
MHUTPaliOHHOTO , HAJIOTOBOI'O 3aKOHOJATENLCTBA, | MPOOIEMHOr0
HaJIoroBoro 3akoHonarenbeTa B chepe OT ceMuHapa
:Zigzgizzzﬁzgiz’s YBepeHHO BIa/iceT 3HAHUSAMU B 00JIACTH HOZ[FOTOBIia Bonpoc Ha
chepe OT. 3aKoHOHaTeNhcTBa PO 0 MepcoHANbHBIX | COOOIIECHUI Mo JK3aMeHE
3 JAHHBIX, OCHOBEI TPy OBOT0, ApXUBHOTO, | IUIAHY 11-15
aJIMUHHUCTPATUBHOTO, MUTPAIMOHHOTO, | MPOOIEMHOro
HAJIOTOBOT'0 3aKOHOJATENLCTBA, | CEMHHApa
3akoHonarenbeTa B chepe OT
OOmamaer 3HaHMSIMH B oOJlacTH Bonpockr ans Bompoc ha
YCTHOTO 9K3aMeHe
4 peanu3anuy CUCTEMBbl CTPATErH4ecKoro - 16-20
u OreparymoHHOro yIpaBIleHUsS
orpoca 1o TeMe,
MEPCOHATIOM
K-2.AIK- 1. CnocoGen P =
peau30BBIBATE CHCTEMY | o clieHHe orpoc fa
LENOM, C TIOMOIbIO SKCIEPTOB | CHTYAI[MOHHBIX U | IK3aMEHE
5 (c)1T1E :;Zr:o:e::f:(fo " | crocoGen peanu30BbIBATh  CHCTEMY | MPAKTHYSCKUX 21-25
CTPATEeruueckoro ¥  ONEPAIMOHHOrO | 3a/a4 MO IUIaHy
yHpaBJIenmst YIIPABJICHUSI IEPCOHATIOM MpOOIEMHOTO
NepPCOHAJIOM commHapa
Criocoben camocrosaTenbpHo | [loaroroBka Bormpoc Ha
6 pean30BbIBATH CHCTEMY | COOOIIeHHUIT 0 9K3aMeHe
CTPAaTETMYECKOr0 M OMNEPAalMOHHOIO | MIaHy 26-30
YIIPABJICHUsI IEPCOHATIOM
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IPOOJIEMHOTO
ceMuHapa
3Haer OT/IENbHBIE JIOKYMEHTEHI, | Bompocsr aist Bormpoc Ha
HEOOXOAWMBIE /ISl CONPOBOXIIEHUS | YCTHOT'O 9K3aMeHe
7 TIPOLIECCOB IO YIPABJIECHHIO IIEPCOHAIOM | (TTMCEMEHHOT0) 31-35
K-3.UIK- 1 B COOTBETCTBHH C TPeOOBAHUAMH | OMpOca MO TEME,
YMeTh 06ecieunBaTh 3aKOHOJIATENIbCTBA pazzpeny
JIOKYMEHTALlHOHH 0€ Pemmenue Bonpoc Ha 3auere
B  memoMm, ymeer  obecreumBaTth
COIIPOBOK/IEHHE CHTYallIOHHBIX U | DK3aMEHe
JOKyMEHTAIlHOHHOE  COMNPOBOXK/ICHHE
MPOLECCOB O MPaKTUUYECKUX 36-40
8 MPOLIECCOB MO YIPABIICHUIO ITEPCOHAIOM
ynpaBJeHHI0 3aj1ad4 110 TUIaHy
B COOTBETCTBUM C TpeOOBaHUAMHU
MEPCOHAJIOM B POOJIEMHOTO
3aKOHOJIATEIbCTBA
COOTBETCTBHH C ceMuHapa
TpeOOBaHUSAMHU Ymeer camocrosTeIbHO oOecrieunBarh | [lonroroska Bormpoc Ha
3aKOHOAATEJILCTBA JOKyMEHTAI[MOHHOE  COIPOBOXK/IECHHE | COOOLICHUIT 1O 9K3aMeHe
9 MIPOIECCOB IO YIPABIECHHUIO MIEPCOHATIOM | TUIAHY 41-45
B COOTBETCTBUM C TpeOOBaHUSIMHU | MPOOIEMHOTO
3aKOHOJIATENbCTBA ceMuHapa

HOK833Te.ﬂl/l, KPUTCPHUU M ILIKAJIA OICHKHA C(l)OpM]/IpOBaHHbIX KOMIIeTeHInii

CooTBeTCTBUE ypOBHeﬁ OCBOCHHSA KOMIIETCHIIUU IITITAaHUPYEMBIM PE3YJIbTaTaM 06yqum{ u
KPUTCPHUAM X OLICHUBAHU

Koz 1 HanmeHOBaHME TIOPOT OBBIN | 0a30BbIH I IPOJIBUHYTBII
WHIUKATOpa Or1eHKa
Y 10BNIETBOPUTENBHO Xopoio OTnuyHO

IIK-1. CIIOCOBEH PA3ZPABATBIBATH CUCTEMY CTPATEIT'HYECKOI'O U OIEPAIIMOHHOI'O
YIIPABJIEHU S TIEPCOHAJIOM

IIK-1.UIIK-1.
3HATh OCHOBBI
3aKoHojaTeJbcTBa PP

Bnaneer otaenbHbIMHA | B LICJIOM, BJIaJieeT
3HaHMAMH B 00JacTd | 3HaHMAMH B 00JacTH
3akoHomarenbctBa P® o | 3akoHomarensctBa PD o

VYBepeHHO BlajeeT 3HAHUAMHU B
oOactu 3akoHozarenbcrsa PO o
MEPCOHANBHBIX JTAHHBIX, OCHOBBI

0 MepCOHAJbHBIX MEPCOHANBHBIX  JaHHBIX, | IEPCOHAIBHBIX JAAHHBIX, | TPYAOBOIO, ApXUBHOTO,
AAHHBIX, OCHOBBI OCHOBBI TPYIOBOTO, | OCHOBBI TPYIOBOTO, | aAMHUHUCTPATUBHOIO,

TPYAOBOr0, APXHBHOI'0, | apXHMBHOIO, apXHUBHOTO, MUTPalMOHHOT O, HaJIOTOBOT'O
aAMHMHUCTPATHBHOIO , | aJAMHHHCTPATHBHOIO, aJIMUHHUCTPATUBHOTO, 3aKOHOZATENbCTBA,
MHUTPALUOHHOTIO , MUTPALIOHHOTO, MUTPALIOHHOT'O, 3aKoHozaTenscTBa B chepe OT
HAJIOT0BOI'0 HaJIOTOBOT'O HaJIOTOBOTO

3aKOHOIATEJbCTBA, 3aKOHOJATENbCTBA, 3aKOHOZIATENbCTBA,

3aKOHOIATEJbCTBA B 3aKOHOZATENbCTBA B chepe | 3aKOHOIATEeNbCTBA B

cepe OT oT cdepe OT

IIK-2. CHOCOBEH PEAJ/IM30BBIBATb CUCTEMY CTPATETHYECKOI'O 1 OTEPAIIMOHHOI'O
YIPABJIEHUU S TIEPCOHAJIOM

IIK-2.MIIK-1. O6nagaer 3HaHmaMu B | B memoM, ¢ momoripio | CiocodeH CaMOCTOSITEIBHO
Cnocoben obmactu peanu3anuy | SKCIEPTOB CHOCOOCH | peaTn30BBIBATH cucTeMy
peain3oBbIBATH CHCTEMBI CTPATETHUECKOTO | PEaN30BBIBATE CHCTEMY | CTPATETHYECKOrO "
cUCTEMY u OIEPAMOHHOTO | CTPATErn4ecKoro U | OIEPaLIOHHOTO YIIpaBJICHHS
CTPaTeru4ecKoro u YIIpaBJIEHUS IEPCOHATIOM OIEPaAIIOHHOTO MEPCOHATIOM

OIepPALHOHHOT 0 YIIPaBIIEHUSI IEPCOHATIOM

ynpasJieHus

NePCOHAJIOM

NK-3. CIHOCOBEH AJMUHUCTPUPOBATH MNPOLECCbBI H JOKYMEHTOOBOPOT IIO

CTPATEIrMTYECKOMY U OIIEPAIMOHHOMY YINPABJEHHMIO TEPCOHAJIOM

IK-3.UIIK- 1 3Haer oTAenbHbIE | B LEIOM, yMeeT | YMeeTcaMOCTOATENBHO

YmeTh 00ecnieyuBaTh JOKyMEHTBI, HEOOXOANMBIE | o0ecrednBaTh obecrieunBaTh
AOKYMEHTAHOHHOE a1t CONPOBOXKACHUS | JOKYMEHTAIlHOHHOE JOKYMCHTAIIHOHHOE
CONPOBOKICHHE IIPOLIECCOB IO | COIPOBOXJICHHE COTNPOBOXKAEHHE TIPOIIECCOB  TI0
1IPoLecCcoB I0 YIIPaBICHUIO TIEPCOHAJIOM | MPOIIECCOB 10 | YIpaBICHUIO  IEPCOHAIOM B
ynpaBJeHHI0 B COOTBETCTBHHU C | ympaBIIeHHIO COOTBETCTBHHM C TpeOOBaHUSIMHU
MePCOHAJIOM B TpeOOBaHUSIMH TIEPCOHAIOM B | 3aKOHO/ATENHCTBA

COOTBETCTBHUHU C 3aKOHOJATENbCTBA COOTBETCTBHH c
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TpeOOBaHUSIMH TpeOOBaHUSIMH
3aKOHOAATEJIbCTBA 3aKOHOJATEIbCTBA

TunoBbie KOHTPOJIbBHBIC 3aJaHUA UJIH HHbIC MaTE€pHUaJibl, H606XOL[HMLIC AJIsi OICHKH
3HaHI/lﬁ, yMeHHﬁ, HaBbBIKOB H (I/I.]'[I/I) OonbITa JOCATEJIBHOCTH, XAPAKTCPU3YIOUIHUX I3Tallbl
(l)OpMI/IPOBaHI/IH KOMIIeTEHII Ml B nmpouecce OCBOCHUA 06pa30BaTeJ’[bH0ﬁ NnmporpaMmmabl

4.1.1. Bomnpocsl o Npod1eMHBIM CEMHHApPaM

1.  Cnyx6a 10KyMEHTAIHOHHOTO OOECIICUCHNUS YIIPABIICHHUSL, IEIH, 3a1a4H, (DYHKIIUH.
2. Tpu hopMbl OpraHU3aIKU JETONPOU3BOICTBA.
3. Bxojsiue JOKYMEHTBI, MPOIECCE JBIKEHHUS.
4. Hcxopsiye JOKyMEHTBI, MPOIECCe IBIKCHHS.
5. PGFI/ICTpaIII/ISI 1 MHACKCAIHMA JOKYMCHTOB, OIIPECACICHUEC, TPUHIUIILI BBIITOJITHCHU A,
(GyHKIMH.
6. Howmenkiatypa e, onpeneneHue, BUIbl, MOPSIO0K COCTaBICHUS, (PyHKINN.
7.  ®opmupoBaHHE /€], TPEeIHA3HAYCHHE, ITATIbI.
8.  OpraHu3aiMOHHO — MPABOBas JOKYMEHTAIHsI, ONIPE/ICIICHIE, TIPS THA3HAYCHHE.
9.  PacmopsauTenbHbIC JOKYMEHTHI, ONpEICICHHUE, TIPS THA3HAYCHHE.
10. UudopmaroHHo - CipaBOYHbBIE JOKYMEHTHI ONPEIEIICHUE, TPEIHa3HAYEHHE.,
11. VYcras, npeanasHadeHne, CTpPyKTypa, TpeOOBaHUS K 0(hOPMIICHHIO.
12, [omosxeHwe 0 CTPYKTYpHOM TOJIpa3/ieIieHNH, IpeHa3HaYeHNE, CTPYKTYpa, TpeOOBaHUs K
OPMJICHHIO.
13. JomxHOcTHas MHCTPYKIWS, TIPEAHA3HAYCHUE, CTPYKTYpPa, TpEOOBaHUS K 0(OPMIICHHIO.
14, IllrarHoe pacmnucanue, npeaHa3sHaYCHUE, CTPYKTYPa, TPEOOBaHUS K 0()OPMIEHHIO.
15. Tlponemypa uzgaHus nmpukKasa.
16. TlIpouemypa co3maHus MPOTOKOIIA.
17, oxnamHas 3amucka, ompejiesieHne, MOPsI0K COCTaBIICHNUsI, TPEOOBAHUS K O)OPMIICHHIO.
18. Cnyxebnas 3amucka onpeaenenue, MOPAA0K COCTABIECHHs, TPEOOBaHMS K 0(POPMIIEHUIO.
19. OObsicHUTENbHAS 3aIIUCKa OTPEIETICHUE, TOPAJJOK COCTaBIEHUS, TPEOOBAaHUS K

0(hOPMIICHHIO.
20 PexomeHnaTenpHOE MUCHMO OTIPEICTICHHE, TIOPSIIOK COCTABIICHHS, TPEOOBaHUS K
" opmuteHUI0. YHUPHUKAH GOpM TOKYMEHTOB, CYITHOCTh, PYHKIMH, TPUHIUIT TPOBEIACHUS

21 (Tabens popm, AtbboM hopm).

22. AKT U cipaBKa NpeJHa3sHaueHUe, COCTABIICHUE, PEKBU3HTHIL.
23.  AnropuT™ mnpuema Ha paboTy.

24.  AnropuT™M mepeBojia Ha JAPYryro paboTy.

25.  AJropuT™ YBOJILHEHHS COTPYIHHUKA.

26. AnropuTM npenocTaBJIEHUS OTIYCKA.

27.  Jluunas kapTouka T-2, HOPAIOK 3aMOIHEHUSL.

08 TpynoBoii 1oroBop, CTpyKTypa, MpeIHa3HadYeHHe, 0COOCHHOCTH COCTABJICHUS U
" IOAIHUCAHUA.

29. Benenue TPYI0BON KHUKKH: OOIIHME MOIOKEHHS.
30. Bxuaapiun ¥ ay0JMKaT B TPYJAOBYIO KHMXKKY, YCIOBHS BbIauH, aJITOPUTM 3AIIOTHEHHUS.

31. I[OBepeHHOCTL Ha MOJIY4CHHUE MATCPUATIbHBIX LIECHHOCTEH.
32 O(I)OpMJ'IeHI/Ie JIMYHOTO JCJIa COTpYAHUKA.

33. TlopsAmoK XpaHeHHs JOKYMEHTOB U TEPEIAul B ApXUB.
34.  JloxyMeHTaIus 110 TOOUIPEHHIO PAOOTHUKOB U JUCIMILTMHAPHBIM B3BICKAHHUSM.
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llepeuenv yacmu Komnemenyuii, NPOGEPSAEMbIX OYEHOUHBIM CPEOCNBOM.:

[MK-3.1IIK- 1 YMeTs oOecrieuynBaTh JOKYMEHTAIIMOHHOE COMPOBOXICHUE MPOIIECCOB IO
YIPABJICHUIO TIEPCOHAJIOM B COOTBETCTBUHU ¢ TpeOoBaHmsiMH 3akoHomarenbctBa [IK-3.UJ- 1
Ymerp oOecrneynBaTh JAOKYMEHTAIIMOHHOE COIPOBOXKIEHHE IMPOIECCOB IO  YIPABICHUIO

MEPCOHATIOM B COOTBETCTBHHU c TpeOOBaHUSAMHU 3aKOHOJIaTEeIbCTBA

4.1.2 Coo0uieHus COTJIACHO MJIAHY MPO0JEMHOI0 ceMHUHAPa

1. Co3maiitre WORD - nmokymeHnt Qopmara A-4 coriacHo mpaBuiiaM OQOPMIICHHS
KOHCTPYKIIMOHHOM CETKH C Pa3INYHBIMH PEKBH3UTAMHU.

2. CornacHO TmpaBHWJaM IIOCTPOSHHS TEKCTa PACHOPSAAUTEIBHOTO JOKYMEHTa
MIpUBEAUTETIPUMED TEKCTA JOKYMEHTa (HameyaTaiTe TeKCT Ha qucte popmata A4).

3. Yem otnmuaercs odopmieHHE NpUKaza MO JMYHOMY cocTaBy? B pasamuHbIxX

UCTOYHMKAX HaWauTe 0oOpasel MpHKasa M0 JIMYHOMY COCTaBy (pacredaraTb Ha JucTe (opmara
A4).

4. Hcnone3ys marepuan us [puioxenus 1 «PekoMeH1anuy 1o ucroyib30BaHUIO MpU
HalMCaHUM JOKYMEHTOB OT/IEJIbHBIX HauOoJyiee 4acTo YMOTPeOIseMBbIX CIOB M YCTOMYMBBIX
COUETaHMiI» cocTaBbTE 3 Pa3IUYHBIX AOKYMEHTa (IMCbMO, MpUKa3, akT U Ap.). Odopmure Ha
muctax Qopmata A4, pydkol WIM MapKepoM OTMETHTh HCHOJb3yEMbIE CJOBa WM
CJIOBOCOYETAHMS, MOJNHNCATh K KAKOMY OJIOKY pEKOMEHJAlMi OTHOCUTCS (HAIIpUMEp, oKaszamb
NOMOWb - YCTOMYUBBII 000POT peun).

Ilepeuensv uacmu komnemeHyuil, NPOBEPIEMbIX OYEHOUHBIM CPEOCMBOM.
[TK-1.UTIK- 1. 3Hath OCHOBBI 3aKOHOJATENLCTBA PD 0 mepCOHANbHBIX TaHHBIX, OCHOBBI
TPYZIOBOIO, apXUBHOTO, a/IMUHUCTPATUBHOTO , MUTPALITMOHHOTO , HAJIOTOBOI'O 3aKOHOJATENbCTBA,
3akoHoaarenbcTBa B cepe OT
[TK-2.UTIK- 1. CnocoGeH peaan30BBIBaTh CUCTEMY CTPATETHYECKOTO U ONEPAIMOHHOTO
YIPABJIEHUS IEPCOHAIOM
[TK-3.UTIK- 1 YMerh obecrieunBaTh TOKyMEHTAITMOHHOE COTIPOBOXKICHHUE MPOIIECCOB IO
YIpaBIEHUIO IEPCOHATIOM B COOTBETCTBHH C TPEOOBAHUSIMH 3aKOHOJATEILCTBA
4.1.3 PemieHue CUTYallMOHHBIX 32/1a4 110 IJIAHY PO0JIEMHOr0 ceMUHapa
1. CocrtaBpTe U OQOpMHUTE MpPHUKA3bl IO OCHOBHOW [EATEIBHOCTH, B CIydae
HE00X0IMMOCTH100aBbTE HEJOCTAIOIIYI0 HH(OPMALIHIO:

C menbro IPHUBJICUYCHUS CTIOHCOPOB Il 00€CTICUeHUs MPOU3BOJICTBEHHON JEATEIHHOCTH
reHepasibHbld aupektop OO0 «Montep» (r. ExarepunOypr) O. I'. CoxkomoB 20 ceHTsOps
TEKYyLIEro roja M3Aajl IpHUKa3 O CO3JaHUM KOMMEPUYECKOro OTIeda CO CIEAYKOUIUMM IITaTHBIM
COCTaBOM: KOMMEpPUYECKUH AUPEKTOp — 1 1mIT. ex., Beayuiuii cnenuanuct — 1 mr. ex., cnenuanuct

— 1 mrr. en.

I'maBHOMY Oyxrantepy npeanpusitus ['. A. I'opsiueBy ObLIO TOPYYEHO BHECTU U3MEHEHUS
B LITATHOE paciucaHue NpeanpusIThs Ha 4-i1 KBapTaj TEKYLIEro rojia ¥ BHIHECTU Ha YTBEPKICHUE
HOBBIM JOKyMeHT K 1 okrs0ps. Hawanenuky otaena xaapoB T. H. UrnatbeBy mpeamucano
YKOMILJIEKTOBAaHUE OT/elNa KaApaMu C BBICITUM SKOHOMHYECKUM oOpa3zoBaHueM K 10 oKTaOps.

OTBETCTBEHHOCTD 3a HCIOJTHEHHE MPUKa3a TUPEKTOP OCTABHII 3a cO00M. JlaHHBIN MpoeKT
MpUKa3a COCTABIISUI CEKpeTaph reHepanbHoro qupekropa M. U. Brnacosa.

Hepeqeﬂb yacmu Komnemem;ud, npoeepsAemblx OYeHO4YHbIM Cp@@Cl’l’lGO.M.’

IIK-1.1IIK- 1. 3HaTh 0CHOBBI 3aKOHOATENbCTBA PP 0 NEpCcOHANBHBIX NaHHBIX, OCHOBBI
TPYAOBOTO, apXUBHOTO, a/IMUHUCTPATUBHOTO , MUTPALIMOHHOTO , HAJIOTOBOT'O 3aKOHO/IATENbCTBA,
3akoHOJaTenbCTBa B chepe OT

[IK-2.UIIK- 1. CriocobeH peaan30BbIBaTh CUCTEMY CTPATETHUECKOTO U OTEPallMOHHOTO
YIIpaBJIEHUS IEPCOHAIOM

[MK-3.UIIK- 1 YmeTs obecrieunBaTh JOKYMEHTAIIMOHHOE COTIPOBOKICHHE MPOIIECCOB IO
YIIPaBJIEHUIO TIEPCOHAIIOM B COOTBETCTBUU C TPEOOBAHUSMH 3aKOHOIATEIBCTBA



4.1.4 lloaroroBka coodLIeHMI N0 IUIAHY NPO0JIEMHOr0 CEeMHUHapa
[Ipoananuzupyiite 'OCT P 7.0.97-2016. Cucrema cranmaptoB 1o MHGOpMaLUH,
OubIMoTeYHOMY U HM3AaTeNbcKOMYy  Aeny. OpraHu3anioHHO — -PacHoOpsAWTENbHAS
noKyMmeHTanus. TpeboBaHus K OGOPMIIEHHIO JOKYMEHTOB, OTBETHTE Ha CIEIYyIOIIUE
BOIIPOCHI:
1) Haiite ompeneneHre MHOHATUIO  «PEKBU3UT». (CKOJBKO  PEKBU3UTOB
CYIIECTBYET y JOKYMEHTA (110 JaHHOMY IOCyIapCTBEHHOMY CTaHIAPTY)?
2)  Kakue TpeOoBaHHs B COOTBETCTBUHU C JAHHBIM HOPMATHUBHBIM JOKYMEHTOM
JIOJIKHBI IPEIBABIATHCS K OJJaHKaM JI0KYMEHTOB?

Hepe‘lel—lb yacmu KomnemeHuuﬁ, npoeepiemblx OYeHO4YHbIM cpe()cmeom:

[TK-1.UTIK- 1. 3HaTh OCHOBHI 3aKOHOAaTeNbcTBA PD 0 mepcoHambHBIX JaHHBIX, OCHOBBI
TPYZIOBOTO, apXUBHOTO, aIMUHUCTPATUBHOTO , MUTPAIIMOHHOTO , HAJIOTOBOTO 3aKOHO/1aTENILCTBA,

3aKoHoJarenscTBa B chepe OT

[NK-2.1IIK- 1. CnocoGeH peann30oBbIBaTh CUCTEMY CTPATErMUYECKOr0 M ONEPALlMOHHOTO

YIPABJIEHUS IEPCOHAIOM

[TK-3.UTIK- 1 YMeTth obecrieunBaTh JOKYMEHTAITMOHHOE COTIPOBOXKIACHHUE MPOIECCOB IO

YIpaBJICHUIO IEPCOHATIOM B COOTBETCTBUU C TpC6OBaHI/I$IMI/I 3aKOHOAAaTCIbCTBA

4.1.5 IlpumepHbIe BONPOCHI UTOTOBOI0 TeCTUPOBAHHUS (MPOBOJMTCS 1O BCeM TeMaM

y4eOHOro Kypca):

Bapuant 1. (mpumep)
2. K opranu3aiiioHHBIM JIOKYMEHTaM OTHOCHUTCS:
A) monoxenue 06
opranuzamuu;b)
yYKa3aHHe;
B) mportoxkos.
3. PykxoBoactBo OO0 «CtpoiicynepuHBECTTOPT» PEIINIO TTPH 0(OPMIICHUH MMHChMa-
TIPEVIOKEHUST O COTPYIHHYECTBE CBOMM TmapTHepaMm «MHBECTCTPOUKOMKUPIUY
HCIIOJIb30BaTh H300pakeHne rocynapcTBeHHoro repba Pd.
Hackonbko mpaBoMouHBI JeiicTBUS pykoBojacTBa O6mecta? [ToarBepaute cBOi OTBET
CCBUIKOWHA HOPMATHUBHBIC JJOKYMEHTHI.

4. OdopmMuTE HECKOIBKO BUIOB PeKBU3UTA «OTMETKA O MPUIIOKECHUI:
® NIPWIOKEHUI B IOKYMEHTE HECKOJIBKO;

® IIPUIIOKEHUE COPOLITIOPOBAHO;

5. Ha xaxue 6udvl 00KyMeHmMO8 He pacnpoCmpansiencsi
oeticmeuel OCT P 7.0.97-20167

a) ycras, T0JIO)KECHHUE, aKThl, TUChMa, CIIPABKH;

0) ycTaB, 3aUeTHbBIC KHI)KKH, aKThI, TUChMA,

CIPaBKH; B) YCTaB, MOJIOKEHHUE, aKThI,

yIIOCTOBEPEHUS, CTIPABKH.

6. I1o pacnonosicernuro pekeusumos 8vioeisom ciedyujue uobl OJIAHKO8!
a) YIJI0BOM U MPOJIOJIbHBIN;

0) yrioBoi u

LEHTPUPOBAHHBII; B)

YIII0BOM U

LEHTPAJIN30BaHHbIH.
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[IK-1.1IIK- 1. 3HaTh 0CHOBBI 3aKOHOIaTENIbCTBA PP 0 nepcoHalIbHBIX JaHHBIX, OCHOBBI
TPYAOBOI'0, ApXUBHOT'0, aIMUHUCTPATUBHOTO , MUT'PALIMOHHOTO , HAJIOTOBOT'O 3aKOHOJATEIbCTBA,
3akoHo aTenbCcTBa B chepe OT

[MK-2.1TIK- 1. CrocoGeH peann30BbIBATh CUCTEMY CTPATETHUECKOTO M OTIEPAIMOHHOTO
yIIpaBJIEHUS IEPCOHAIOM

[TK-3.UTIK- 1 YMmeTh obecnieunBaTh JOKYMEHTAIIMOHHOE COTIPOBOKICHHUE TIPOIIECCOB TI0
YIPaBJIEHUIO IEPCOHATIOM B COOTBETCTBUU C TPEOOBaHUSIMH 3aKOHOIATEIbLCTBA

3adeTHO-IK3aMeHAIlMOHHbIE MaTepUabl I NPOMEKYTOYHOH  aTTecTAlUH
(3x3amen)
1. TlonsTHE cHcTEMBl JOKYMEHTAIMOHHOTO O0ECIIEUEHUs YIIPABIECHUS [IEPCOHATIOM.
2. TpeGoBanus, MpebsIBIIEMbIE K 0POPMIICHHIO PEKBU3UTOB KaIpPOBOH JTOKYMEHTAIINH.
3. Ilpunmanue TOKyMEHTaM FOPUIAMYECKON CHIIBL.
4. Tlopsimok 0OpabOTKH M PETUCTPAIIMH TOKYMEHTOB, UX UHJIEKCAIIMH. Perucrpaimonsbie
(hopMBI TOKYMEHTOB U MX 3aIl0JIHEHUE.

5. KoHTposib ucosHeHus JOKyMEHTOB.

6. Kuaccudukarus kaIpoBbIX JOKYMEHTOB.

7. Otnuyus B MOATOTOBKE MPUKA30B [0 JTUYHOMY COCTAaBY U MPUKA30B 110 OCHOBHOM
NESATENBHOCTH.

8. HopmartuBHO-MeTomm4eckas 6a3a, periaMeHTHPYIOIIast OArOTOBKY KaJlpoBOM
JOKYMEHTAIUH.

9. TIpocTsie U CI0XKHBIE TPUKA3BI: 0COOEHHOCTH 0(OPMIICHHSL.

10. TToHsATHE TPYIOBOTO JOTOBOPA, 00SI3aTEIHHBIX U IOTIOJIHUTEIBHBIX YCIOBHU TPYIOBOTO
JI0TOBODA.

11. TIpaBwia ohopmIIeHHS PEKBU3UTOB TPYIOBOTO JIOTOBOPA.

12. OcobenHocTr oopMIICHUS KypHAIA PETUCTPAIMH TPYAOBBIX JOTOBOPOB.

13. CocTaB TOKyMEHTOB, TpEOyEMBIX OpraHaMu HaJA30pa U KOHTPOJISA MPU IPOBEICHUH
MIPOBEPOK.

14. OdopmiteHre poreayphl MPOBEPKU KaIPOBOU TOKYMEHTAITUH.

15. OCOOEHHOCTH COCTABIICHHSI XKYPHAIA y4eTa MEPOIPUSATHH 10 KOHTPOIIIO.

16. Buasl npoBepok.

17. OTBeTcTBEHHOCTH paboTOAATENS U (PU3UICCKUX JIUIl HA HEHA/IJIC)KAIIIEE COCTOSTHUE
KaJpOBO JJOKYMEHTAIIHH.

18. Ha3HaueH#re WHCTPYKIIMH 110 JJOKYMEHTAIIMOHHOMY 00ECIICUCHHUIO YITPABIICHHSI
nepconanoM. CocraB pa3zieinos.

19. Ocobennoctu pa3pabOTKH M COCTaBJICHUS ITATHOTO PACIIUCAHUS.

20. [IpaBuiia BHYTPEHHETO TPYIOBOTO PAaCHOpsiiKa: Ha3HAYCHUE U MOPSAI0K 0(hopMIICHUSI.

21. TlepcoHanpHBIC TaHHBIC PA0OTHHUKA: COOP, XpPaHEHUE, OTBETCTBEHHOCTh 32
JIOCTOBEPHOCTh U HE3aKOHHOE PACIIPOCTPAHCHHE.

22. OCHOBHBIE HOPMATUBHO-IIPABOBHIE AKTHI, PETJIAMEHTUPYIOIINE paboTy C TPYJAOBBIMU
KHUKKaMH paOOTHUKOB.

23. [IpaBuna oopmiieHUs TPYAOBBIX KHH)KEK, BHECEHUS JIOTIOJHEHUS M UCIPABJICHUN B
HENPaBUIbHO BHECEHHBIE 3aMHCH.

24. Tlopsa 10K BbLAAYM TPYIOBOW KHMKKH paOOTHUKY

25. BxuiagpIl B TPYZIOBYIO KHUXKKY.

26. Brimaua qy0nukara TpyI0BOM KHIKKH

27. Yder IBUKEHHSI TPYIOBBIX KHIKEK U BKJIAJIBIIIEH K HUM.

28. Odopmienue npuema padboTHUKOB. COCTaB JOKYMEHTOB, TPeOYEMBIX IIPU MTpUEeMe Ha
pabory.

29. Odopmienue nepeBoa pabOTHUKOB Ha IPYT'yo paboTy

30. Odopmienue npoueaypsl KOMaHAUPOBAHUS paOOTHUKOB.

31. Oopmienue oTmycka.
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32. IpaBwiia ¥ CPOKH NOATOTOBKH Tpaduka otmyckoB (popma T-7).

33. OdpopmieHue MpoLeayphl YBOJIbHEHHS pAOOTHUKOB

34. Oco0eHHOCTH COCTaBJICHUSI YHU(PHUIIMPOBAHHBIX (POPM MTPHUKA30B IO JUYHOMY COCTaBY.

35. ®opmupoBaHue U BeJieHHE JTUYHBIX Ae]. COCTaB TOKYMEHTOB JINYHOTO JIeNa.

36. Benenue nuuHbIX Kaprouek. [IpaBuia BHeCEHHs HCIIPABICHUN B JIMUHbIE KAPTOUKH.

37. IlonsiTne HOMEHKIIATYpHI Aei. [Topsaok cocTaBiIeHNs] HOMEHKIIATYPhI J1e) KaJpOBOM
CITYKOBI.

38. TpeboBaHus, MpeIbSIBIIEMBIC K 3aT0OJIOBKaM JIeJ1. DJIE€MEHTHI 3aT0JIOBKOB JIEII.

39. lopsanok hopmupoBanus aein. [Ipu3Haku rpynnupoBKH JOKYMEHTOB B JeJia.

40. TTopsitoK MOATOTOBKH IOKYMEHTOB K apXMBHOMY XPaHEHHUIO.

41. Knaccudukanus JOKYMEHTOB IO CPOKaM XpaHEHHSI.

42. YacTU4HOE | MOJTHOE 0(hOpMIICHUE JICT.

43. Cocrarnenue u ohopmIIeHUE ONUCEH JIe.

44. Opranu3zanus NpoBEICHUS dKCIIEPTU3bl IEHHOCTH JOKYMEHTOB.

45. AAMMHHCTpaTUBHAs OTBETCTBEHHOCTD 32 HapyIIEHHE JIEHCTBYIONIEr0 3aKOHOAATEIbCTBA
10 ApXUBHOMY JIEITy.

Kpurtepuu oueHuBaHus pe3yabTaTOB 00y4YeHHUs

Onenka Kpurepun oneHnBaHus no sK3aMeHy
OLIEHKY «OTJIMYHO»/3a4TE€HO 3aCIIy’KUBAeT CTYJEHT, OCBOMBILNI 3HAHHUSA,
Bricokuit YMEHHMsI, KOMIIETEHIIMM M TEOpEeTUYEeCKUl MmaTepuan 0e3 MpoOenos;
YPOBEHB «5» BBITIOJIHUBIINKM Bce 3aJjaHMsl, IPEIyCMOTPEHHbIE Y4EOHBIM IUIAHOM Ha
(0oTaM4HO) BBICOKOM KayeCTBEHHOM YpPOBHE; MpaKTHYECKHe HaBbIKU

poQecCHOHATILHOTO IPUMEHEHUSI OCBOEHHBIX 3HAHUH c(POPMUPOBAHBI.
OIICHKY «XOpOIL0»/3a4T€HO  3acly>KUBAae€T CTYAEHT, HPaKTUYECKU

proI])aif{TiZ» MTOJTHOCTHIO OCBOMBIINN 3HAHMSI, YMEHUS, KOMITETCHITMH ¥ TEOPETUICCKHIMA

(xoporo) Marepual, y4eOHbIC 3aJaHds HE OIICHCHBI MaKCHMAJIbHBIM YHCIOM
0aJIJI0B, B OCHOBHOM C(hOPMHUPOBAJT MPAKTHICCKUE HABBIKH.

[Toporoserit OIICHKY «YJOBJICTBOPHTEIBHO»/3aUTCHO 3aCTY)KHBACT CTYICHT, YaCTUIHO

YPOBEHB «3» ¢ 1npoOellaMd  OCBOMBINMK  3HAHWS, YMCHHS, KOMIICTCHIIMH U

(YIOBJIETBOPHUTEN | TEOPETHYCCKHI MaTepHasl, MHOTHE YIeOHBIC 3aIJaHuUs JINOO HE BBIOJIHUII,

bHO) au00 OHHU OIICHEHBI YHUCJIOM OayioB OJHM3KHMM K MHHHUMAJIBLHOMY,

HEKOTOPBIC MPAKTUYCCKUEC HABbIKH HEC C(i)OpMPIpOBaHH.
MuHUMaJIbHBIA OLICHKY «Hey,I[OBJ'IeTBOpI/ITeJ'II)HO»/He 3a4TCHO 3aCiIyKHNBAC€T CTYACHT, HC

YPOBEHB «2» OCBOMBIIINI 3HAHUS, YMCHUS, KOMIICTCHIIMH M TEOPETUUYCCKHI MaTepHal,
(HEyIOBJICTBOPUT | yueOHBbIC 3aJaHMs HE  BBINOJHWJ, TPAKTHYCCKHE HABBIKA  HE
€JIHHO) c(hOpMHUPOBaHBI.

OneHouHble cpeAcTBa Ui HMHBAJIMIOB U JIMII C OIPAaHUYEHHBIMH BO3MOXKHOCTSIMU
3JI0POBBS BEIOUPAIOTCS C YYETOM UX WHAUBUIYAIBHBIX MICUX0()U3NIECKIX 0COOCHHOCTEH.

— Y HEOOXOAMMOCTH HHBAJIUAAM U JIIIAM C OTPaHUYEHHBIMU BO3MO)KHOCTSIMH 3/10POBBS
MIPEJOCTABIISETCS IOTIOJIHUTENFHOE BpeMs JJIsl TIOATOTOBKU OTBETA HA 3K3aMEHE;

— IIpU IIPOBEIEHUH IPOLEAYPbl OLIECHUBAHUS PE3YIbTATOB OOYyUEHMsI MHBAIMJIOB U JIMIL C
OTPaHUYEHHBIMU BO3MOXHOCTSIMU 3/I0pOBbsI IPETyCMATPUBACTCS MCIIOJIb30BAaHUE TEXHUYECKUX
CpeACTB, HEOOXOIMMBIX UM B CBSI3M C UX MHIMBUAYATIbHBIMU OCOOCHHOCTSIMH;

— IIPU HEOOXOIUMOCTH 151 00YJarOIIUXCSl ¢ OTPAaHUYEHHBIMU BO3MOKHOCTSAMH 37I0POBbS
U UHBAJIUAOB IMpolelypa OLEHUBAHUA pPE3ylbTaTOB OOYYEHUS MO JUCLUIUIMHE MOXET
IIPOBOJIUTHCS B HECKOJIBKO ITAIOB.

[Ipouienypa oueHHBaHUS PE3yIbTaTOB OOy4YEHUs MHBAIMJIOB U JIUI] C OTPAaHUYEHHBIMU
BO3MOJKHOCTSIMH 3/I0pPOBBSl 10 JUCHMIUIMHE (MOJYJIO) TperycMaTpUBaeT MpeloCTaBICHHUE
uHpopmanuu B (Gopmax, aJanTUPOBAHHBIX K OrPAaHUYEHHUSM HMX 3J0POBbS U BOCIPHUATHUA
MH(pOpMAIINHU:
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JUist U1 ¢ HapyIICHUSIMUA 3PCHHS:

— B I1e4aTHOM (hopMe yBeTU4EeHHBIM HIPUPTOM,

— B popMe AIEKTPOHHOTO JIOKYMEHTA.

Jlist AL ¢ HapyleHus MU ClyXa:

— B miedaTHou (opme,

— B opMe AIIEKTPOHHOTO JIOKYMEHTA.

JUsist U1 ¢ HapyIIEHUSIMHA OTIOPHO-/IBUTATEIBHOTO amapara:

— B TiedaTHou (opme,

— B opMe AIIEKTPOHHOTO JIOKYMEHTA.

JlaHHBIN TIepeYeHb MOXKET OBITh KOHKPETU3UPOBAH B 3aBHCUMOCTH OT KOHTHHICHTA
00yJaromuxcs.

5. llepeuens y4eOHOii TuTEpaTYphl, HHPOPMAIMOHHBIX PECYPCOB M TEXHOJIOT Wit

5.1. YueOnas 1urepaTypa

1. A6ynaose, /I. I JlokymeHTaMOHHOE OOECIIEYEHUE YITPABIEHUS IEPCOHAIIOM : YUEOHUK
u nipakThkyM Juig By3oB / JI. I'. Abynanze, U. b. Bemmpsbkkuna, B. M. MacnoBa. — 2-e 3., nepepa0. u
nor. — Mocksa : M3natensctBo FOpaiit, 2023. — 370 ¢. — (Beicuiee oopa3oanue). — ISBN 978-5-
534-14486-4. — Tekcrt : anekTpoHHbIi / ObpaszoBaTenbHas miathopma FOpait [caiiT]. —

URL.: https://urait.ru/bcode/511693 (mata obparmienus: 12.05.2023).

2. Kysneyos, M. H. JlokyMeHTallMOHHOE 00€CIIEUeHHE YITPaBJICHHUS IIEPCOHAIOM | YUESOHHUK
u nipakTukyM Juts By3oB / M. H. Kysnerno. — 2-e uzg. — Mocksa : U3narensctBo FOpaiit, 2023. —

393 ¢. — (Beiciee oopazoBanue). — ISBN 978-5-534-14830-5. — Tekcr : 351eKTpOHHBIH //
O6pasoBatenpHas miathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/511202 (maTa obparieHws:
12.05.2023).

3. Pasmopoxusrit A.A. JIokyMEeHTUpOBaHUE YIIPABIECHYCCKOHN ACATEIHPHOCTH: yIeO.
nmocobue s CTyAeHTOB BY30B / A. A. Pazmopoxusrii. - M. : UHOPA-M, 2015. - 304 c.

4, «'OCT P 7.0.97-2016. Hammonanenbiii crangapt Poccuiickoit dDenepanuu.
Cucrema craHmaptoB 1o wuHPOpMAIMH, OUOIMOTEUHOMY U  HM3JATEIHCKOMY  JEIy.
Opranu3alliOHHO-  pacmopsAUTeNbHas  JOKyMeHTarus. TpeboBaHuss K  o(OpMIICHHIO
nokymeHToB» (yTB. IIpukazom Poccranmapra ot 08.12.2016 Ne2004-cT);

5. Tlocranosnenue 'occranmapra P® ot 03.03.2003 Ne65-cT «O NpUHATHN ¥ BBEICHUH
BJICHCTBUE TOCyAapcTBeHHOTO craHmapta Poccutickoni ®eneparun» (BMecte ¢ «['OCT P 6.30-
2003. T'ocymapctBenHblii ctangapt Poccuiickoit ®denepanuu. YHUPHUIUPOBAHHBIC CHCTEMBI
JIOKYMEHTAIUH. YuudunupoBaHHas cucreMa OpraHu3aIlMOHHO-PACTOPSIAUTETLHON
nokymeHTaruu. TpeboBanus K 0POPMIICHUIO TOKYMEHTOBY);

6. «I'OCT P 7.0.8-2013. HaumonanwHsbIi crannapt Poccuiickoit @enepanuu. Cuctema
CTaHJIapPTOB MO0 HH(pOpMAIHH, OHOIMOTEYHOMY U H3JIATEIbCKOMY Jieny. J[enonpousBoaCcTBO U
apxuBHOe neno. Tepmunel u ompenenenusn» (ytB. Ilpukaszom Poccranmapra ot 17.10.2013
Ne1185-cT).

5.2. Ilepuoguyeckasi Jureparypa
Baser nauasix komnaunu «Mcet Bero» http://dlib.eastview.com
Onexrponnas oudbmmoreka GREBENNIKON.RU https://grebennikon.ru/
KypHan "Ynpasienue nepconanom” http://www.top-personal.ru
xypHan «Pabota ¢ mepconanom» http://www.hr-journal.ru
Kypuan «ITtam» www.hrmedia.ru
Kypnan «Kagposuk» panor.ru/journals/kadrovik
DnekTpoHHBIH )XypHa1 «/{upexTop mo nepconamy» http://e.hr-director.ru
Kypnan «[eHepanbHblii aupekTOp» (pasmen «YIpaBlIeHHWE MEPCOHATOM»
www.gd. ru/rubr|CIV|eW/|d/122 -upravlenie-personalom.

9. Kypuan «Cormosnoruueckue uccieaoanus» https://www.isras.ru/

ONoGa~LNE
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5.3. UHTepHeT-pecypchbl, B TOM 4YHCJe COBPeMeHHbIe MpodeccHoHAIbHbIE 0a3bl
JAHHBIX U I/IH(l)OpMaIIHOHHLIe CIIpaBOYHbIE€ CHCTEMbI
J1eKTPOHHO-0ubIMoTeuHble cucteMbl (IBC):
1. ABC «IOPAUTY https://urait.ru/
2 ABC «YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAMH» www.biblioclub.ru
3. DBC «BOOK.ru» https://www.book.ru
4, OBC «ZNANIUM.COM» www.znanium.com
5 OBC «JIAHBb» https://e.lanbook.com

IIpodeccuonaiibHbie 6a3bl JAHHBIX:
1. Web of Science (WoS) http://webofscience.com/

2. Scopus http://www.scopus.com/

3. ScienceDirect www.sciencedirect.com

4., Kypuansr nuznarenscrea Wiley https://onlinelibrary.wiley.com/

5. Hayunast snextponnas oudnauoreka (HIB) http://www.elibrary.ru/

6. [TonHOTEKCTOBBIE APXUBBI BEAYIIMX 3aIaJHBIX HAYYHBIX )KYPHAJIOB Ha
Poccuiickoit matpopme Haydnbix xypaanoB HOMKOH http://archive.neicon.ru

7. HanmonaneHas snmekTpoHHass OuOnmoTeka (JOCTyn K DJIEKTPOHHOW OMOIHOTeKe
aucceptaiuii Poccuiickoit rocynapcrsennoit 6ubmmorexu (PI'B) https://rusneb.ru/

8. [pesunenrckas oubnmmoreka uM. b.H. Ensituna https://www.prlib.ru/

9. OnekrponHas koyuekius Oxchopackoro Poccutickoro ®onna

https://ebookcentral.proquest.com/lib/kubanstate/home.action

10. Springer Journals https://link.springer.com/

11. Nature Journals https://www.nature.com/siteindex/index.html

12. Springer Nature Protocols and Methods

https://experiments.springernature.com/sources/springer-protocols

13. Springer Materials http://materials.springer.com/

14. zbMath https://zbmath.org/

15. Nano Database https://nano.nature.com/

16. Springer eBooks: https://link.springer.com/

17. "Jlexkropuym TB" http://www.lektorium.tv/

18. VYuusepcurerckas uadopmarmontas cucrema POCCHS  http://uisrussia.msu.ru

HNupopManmoHHbIe CIPABOYHbIE CHCTEMBbI.
1. Koncynerant [Tinroc - cipaBoyHast mpaBoBasi cuctemMa (JIOCTYII IO JIOKATbHOU
CETH C KOMITBIOTEPOB OMOIMOTEKH )

Pecypcol cBOOOHOrO HOCTYHA:

1. AMepHKaHCKas maTeHTHas 6a3a JaHHbIX Nittp://www.uspto.gov/patft/

2. [TonHbIe TEKCTHI KaHAACKUX AuccepTanmid http://www.nlc-bnc.ca/thesescanada/

3. KubepJlenunka (http://cyberleninka.ru/);

4. MuHMCTEpCTBO HAayKU U BhIciIero oOpa3oBanus Poccuiickoit denepannn
https://www.minobrnauki.gov.ru/;

5. ®enepanbusblii mopran "Poccuiickoe oopazosanue http://www.edu.ru/;

6. WNudopmanmonnas cuctema "EnuHoe 0OKHO T0CTyma K 00pa3oBaTeIbHBIM
pecypcam" http://window.edu.ru/;

7. Ennnas xomnexius nudpoBeIx 00pa3zoBaTenbHBIX pecypcoB http://school-
collection.edu.ru/ .

8. denepanbHbIA LEHTP HHPOPMAITMOHHO-00Pa30BaTELHBIX PECYPCOB
(http://fcior.edu.ru/);

9. [Mpoext 'ocynapcTBeHHOTO MHCTHTYTA pyccKoro s3bika uMeHn A.C. [TymknHa

"Oo6pazoBanue Ha pycckom" https://pushkininstitute.ru/;
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10. CripaBouHo-uHpOpMaIMOHHbBIN TopTai "Pycckuit s3eik" http://gramota.ru/;

11. Ciy)x0a TeMaTHYECKUX TOJIKOBBIX ciioBapei http://www.glossary.ru/;

12. CrnoBapu u sanukioneauu http://dic.academic.ru/;

13. OopazoBarenbHbii oprain "Yueba" http://www.ucheba.com/;

14. 3akonomnpoekT "O6 obpazoanuu B Poccuiickoit deaepannn". Bormpocs! 1 OTBETHI

http://xn--273--84d1f.xn--plai/voprosy i otvety

CoOcTBeHHbIE 3JIEKTPOHHBbIE 00pa3oBaTe/ibHbIe H HH(POPMALMOHHBIE PecypChl

KyoI'Vy:

1. Cpena MoaynbHOTO AMHaAMuUYeckoro ooyuenus http://moodle.kubsu.ru

2. ba3a y4eOHBIX Mm1aHOB, Y4eOHO-METOJMUECKUX KOMIUIEKCOB, MyOIUKAINHA 1
koHpepenwmii http://mschool.kubsu.ru/

3. bubnnoreka nHhopMalMOHHBIX peCypcoB Kadenapbl UHPOPMALMOHHBIX
oOpasoBaTenbHBIX TexHoorui http://mschool.kubsu.ru;

4. DnekTpoHHsIH apxuB gokymenToB KyoI'Y _http://docspace.kubsu.ru/

5. DneKTpOHHbIE 00pa3oBaTeIbHbIE pecypchl Kadeapbl HHPOPMAIIMOHHBIX CHUCTEM U

TexHoJyiorui B oopazoBanuu Kyol'Y u nayuno-meroauueckoro xxyprana "[IIKOJIbHBIE 'O /IbI"
http://icdau.kubsu.ru/

6. MeToanueckne yKa3aHus J1JIs1 00y4aIOIIHXCH M0 OCBOEHUIO TUCIHIJIMHBI (MOXYJIs1)

JleknIMOHHOE 3aHATHE TPEJCTABIsAET COOOM CHCTEMATHYECKOE, IOCIeI0BaTEIbHOE,
MOHOJIOTHYECKOE HM3JI0KEHHUE TPEIoaaBaTeIeM-JIEKTOpOM y4eOHOTO MaTepuaia, Kak MPaBHIIO,
TEOPETHYECKOTO XapakTepa. Takoe 3aHATHE TMPEACTABISET COOOM DIEMEHT TEXHOJOTUU
MpEACTaBICHUS Y4EeOHOro Marepuaja IyTeM JIOTHYECKH CTPOWHOTO, CHCTEMaTHYECKU
MOCJIEI0OBATEIILHOTO U SICHOTO M3JI0KEHHUSI C UCIIOJIb30BAaHUEM MHTEPAKTUBHBIX 00pa30BaTEIbHBIX
TEXHOJIOTUH (MYTbTUMEIUNHBIX, JTCKIIUA-TUCKYCCUH, JTCKITUU-TIEMOHCTPALIHH ).

[lenp nexuwm — oOpraHu3anus [EJCHANPABICHHONW TIO3HABATEIBHON JEATEIbHOCTH
00yJaroIIMXCsl IO OBJIAJICHUIO TPOTPAMMHBIM MaTepraaoM yaeOHON TUCIUIUIUHEL. UTeHne Kypca
JIEKIIMIA MO3BOJISIET JaTh CBSI3AHHOE, MOCIIEI0OBATEIbHOE U3JI0KEHUE MaTepHraia B COOTBETCTBUU C
HOBCUIIMMH JAHHBIMH HAyKH, COOOIIUTH CIIyIIATEJsIM OCHOBHOE COJICpKaHHE TMpeaMera B
1I€JIOCTHOM, CUCTEMATU3UPOBAHHOM BUJIE.

3amaun JIGKIIMU 3aKIIOYaloTCcs B oOecriedeHuH (GOpMHUpPOBAHUS CHUCTEMBI 3HAHUW TIO
y4eOHOW JUCHMIUIMHE, B YyMEHHHM apryMEHTHPOBAHHO U3JlaraTh HAy4dHBIH Marepuaj, B
dhopmupoBaHUN TPO(HECCHOHATLHOTO KpPyrozopa M OOIICH KyJbTypbl, B OTPOKCHHUH €IlEC HE
MOJTYYMBIINX OCBEIICHUS B YYECOHOM JUTEPAType HOBBIX JOCTH)KCHMH HAyKH, B ONTUMH3AIUU
Ipyrux popM opraHuzaiuu yueOHoro mnpoiecca.

[IpakTnueckue 3aHATUA — ABIAIOTCA (HOpMOI yueOHOW ayauTOpHOU pabOThHI, B paMKax
KOTOpO#l (OPMHUPYIOTCS, 3aKPEIUISIOTCA M MPEACTABISIOTCS 3HAHUS, YMEHHS W HaBBIKU,
UHTETPUPYIOIINE PEe3ylbTaThl OCBOCHUS KOMIIETEHIIMI Kak B JIEKIIMOHHOM (opmare, Tak B
pa3nuuHbIX Qopmax caMoCTOATeNbHONH paboTel. K kaxaomy 3aHATHIO MpernojaBaTesieM
bopMynUpyrOTCA MpPaKTUYECKUE 33JaHus, TPEOOBAHUA M METOJMYECKHE PEKOMEHIAIMH K HX
BBITIOJTHEHUIO, KOTOPBIE MPECTABIAIOTCA B (DOHIE OIICHOYHBIX CPEJICTB YUCOHON JUCIUILTUHBI.

KoHTponbs camocTosiTensHOM paboThl: AN CTYAEHTOB JHEBHOW W 3a04HOU (POpMBI
oOyueHusi — TEKYIIMi KOHTPOJIb OCYIIECTBISIETCS B COOTBETCTBHE C MPOrPaMMOMl 3aHATUN
(e’xeHeIeNbHO TS CTYJICHTOB OYHOM (POPMBI 00YUEHHSI; [0 CeMeCTpaM — JIJIsl CTYJICHTOB 3a0YHON
dbopMbl  00y4eHHS); TPOMEXKYTOUHBIM KOHTPOJb IO WTOTaM OCBOEHHUS JIUCIUTLIMHBI
ocyliecTBisieTcss B (QopMe pPEHUTHHIOBOW CHCTEMBI OIIEHOK. Onucanve 3amgaHuid I
CaMOCTOSITENIbHOM  paboOThl CTYAGHTOB W TpeOOBaHW IO WX BBIMOJHEHUIO BBIIAIOTCS
MpernojaBaTeieM B COOTBETCTBHM C pa3pabOoTaHHBIM (DOHAOM OIICHOYHBIX CpPEICTB IIO
JUCIUATLINHE,

CamocrosaTenbHas paboTa CTYAGHTOB MO [aHHOMY Yy4e€OHOMY Kypcy IMpearnoiaraeT
MOATANHYIO MOATOTOBKY MO KaXXI0MY pa3Jie’dy B paMKaX COOTBETCTBYIOIIUX 3aJaHUI:
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IlepBbIit 3Tam caMOCTOATENBHOM pabOTHI CTYACHTOB BKIIIOYaeT B ceOs TIIATENbHOE
U3Y4YE€HHE TEOPETHYECKOI0 MaTepuaja Ha OCHOBE JIEKIIMOHHBIX MaTEpUaliOB IpernojaBaTelis,
PEKOMEHAYEMBIX DPa3fe]OB OCHOBHOW M  JONOJIHUTENBHOW JINTEPATyphl, MaTepUaOB
NEPUOINYECKUX HAYYHBIX U3JaHUN, HEOOXOJMMBIX ISl OBJIAICHUS MOHITUIHHO-KATErOpHUaIbHbIM
anmapaTroM u (GpopMUPOBaHUS MPEICTABICHUI O KOMITJIEKCE aHAIMTHYECKOTO MHCTPyMEHTapus,
HCI0JIb3YEMOT0 KaK B paMKaXx JaHHOW OTpaciii 3HAHUS, TaK U MyOJIMYHOU IIPAKTUKE;

Ha BTrOopoMm sTane Ha ocHOBEe C()OPMUPOBAHHBIX 3HAHUM U MPEJCTABICHUN MO JTaHHOMY
pa3feiy CTy/ACHThI BBIIOJIHSIOT IPAKTUYECKHUE 3a/1aHNs, HalleJIeHHbIE HAa (POPMUPOBAHNE YMEHUN
U HaBBIKOB B paMKax 3asBJICHHON komneTeHUMH. Ha naHHOM 3Tame CTYIEHTHI OCYLIECTBIISIIOT
CaMOCTOSITEJIbHBIM TMOWUCK SMIIMPUYECKUX MAaTepUalioB B paMKax KOHKPETHOIO 3aJlaHus,
0000ImIatl0oT ¥ aHAMM3HPYIOT COOpaHHBIM Marepuail IO CXeMe, PEKOMEHIOBaHHOMN
npenojaBaTesneM,  (QOpMYIHPYIOT  BBIBOJbI, TOTOBAT  IPAKTUYECKHE  PEKOMEHJaluH,
Mpe3eHTAllMIOHHBIE MaTepHalIbl I MyOIMYHOTO UX MPEJCTABICHUS U 00CYKICHUS.

Kputepun oueHkun 3agaHuii B paMKax CaMOCTOSITENIbHOM paOOThl CTYAEHTOB
bopMynupyroTcs MpenojaBaTesieM B (PoOHAE OIIEHOYHBIX CPEICTB.

B ocBoeHMM AMCHUIUIMHBI UHBATUMAAMM U JIMIAMH C OFPAHUYEHHBIMU BO3MOXHOCTSMU
310pOBbsl OOJIBIIOE 3HAYEHHME HMEET WHJAMBHJyajdbHass ydeOHas paboTa (KOHCYJIbTallUU) —
JOTIOTHUTEIBHOE pa3bsiCHEHUE y4eOHOro MaTepHaa.

WnnuBuayanbHble KOHCYIbTAlMM 1O TPEAMETY SBISIOTCS BaXXHBIM  (PaKTOpOM,
CHOCOOCTBYIOUIUM MHJIMBUIyaNIU3allM 00YYEeHHS U YCTAHOBJIEHUIO BOCIIMTATEIBHOTO KOHTAKTa
MeXAy I[pernojaBaTeieM U OO0ydarolmIMMCs HWHBAIMJIOM WJIH JIMIOM C OrPaHUYEHHBIMU
BO3MOXHOCTSIMHU 3/I0POBBSI.

B ocBoeHMM AMCHUIUIMHBI MHBATUAAMM U JIMIAMH C OFPAHUYEHHBIMU BO3MOXHOCTSMU
30pOBBSl OOJIBIIOE 3HAYEHHWE HMMEET WHIAMBHIyalbHas ydeOHass paboTa (KOHCYIbTALUH) —
JOTIOJIHUTEIBHOE Pa3bsICHEHUE YUEOHOTO MaTepHaia.

WupuBuyanbHble KOHCYJIBTAllMM 10 MPEIMETY SBISAIOTCS BaKHBIM  (aKTOPOM,
CIOCOOCTBYIOIIMM MHAMBUIYaTIU3allMi OOY4eHHsI U YCTAaHOBJIEHUIO BOCIIMTATEIILHOTO KOHTAKTa
MEXJy TMpenojaBareneM M OOy4arolUMCs HWHBAJIUAOM WIM JIMLIOM C OrPaHUYEHHBIMU
BO3MOXHOCTSIMHU 3JI0POBBSI.

Meroanyeckue PpeKOMEHJALMH, ONpeleJsIolue NpPoueAypPbl OLCHHBAHUS Ha
ceMHMHape:

Kpumepuu oyenxu:

«yIIOBJIETBOPUTEIILHO» - CTYJIEHT MUMeeT (parMeHTapHbIe MPEICTABICHUS 00 OCHOBHBIX
aCIEeKTaX MEXJIMYHOCTHBIX M TIPYNIOBBIX KOMMYHHKAlMM, YaCTHYHO OCBOWJ IOHATHIHO-
KaTeropuaibHbIi anmnapar.;

«XOpOULIO» - CTYJIEHT JAEMOHCTPUpPYET OOIIMEe 3HAaHUs IO paccMaTpUBAaEMbIM BOIPOCAM,
yMeeT YCTaHaBIMBATh CBA3U MEX]y TEOPETUUECKUMU MOHATHSIMU U SMIUPUUYECKUMU (aKTaAMU;

«OTJIMYHO» - CTYAEHT JEMOHCTPUPYET CHUCTEMHBIE 3HAHHMS OCHOBHBIX BOIIPOCOB
U3y4aeMOM IUCUUIUIMHBI, YMEET yCTaHABIMBAaTh CBA3M MEXIY TEOPETUYECKUMU INOHATHAMHU U
SMIIUPUYECKUMU (PaKTaMu, GOPMYIUPYET aHATUTHUECKHE 0000LICHHS U BBIBOBI.

MeToanyeckne peKOMeHAalNH, ONPeAeJIAIOIHe NPOLeAYPbl OLICHUBAHNUA YYACTHA B
AUCKYCCHM:

Kpumepuu oyenxu:

«yIIOBJIETBOPUTENILHO» - CTYAECHTOM JIOMYIIEHbl 3HAUMTENbHbIE OIIMOKH, B OTBETE HE
PacKpbITEl HEKOTOpBIE CYIIECTBEHHBIE ACIEKTHl COAEpXkKaHMs, CTYIEHT HE CMOI II0Ka3aTb
HE00X0AMMBbIE YMEHHSI O METO/1aX KOMaH/IHOTO B3aUMOJICHCTBHUS;

«XOpOUIO» - CTYAEHT JOIYyCKAaeT HEeCYLIECTBEHHbIE OLIMOKM, HEAOCTATOYHO MOJHO
PacKphLI co/iepKaHue BOIIPOca, He CMOT B IIpoliecce Oecebl CaMOCTOSITENbHO JaTh HE0OOX0MMBbIe
MONPaBKH U JIOTIOJTHEHMS],

«OTJIMYHO» - CTYJIEHT aKTUBHO Y4acTBYeT B AMCKYCCHH, JIOTUUHO U MOCIEA0BATEIBHO
BBIPAJKAET CBOW OTBET, IEMOHCTPUPYET 3HAHMSI HAyYHOH TEPMHUHOJIOTMU B KOHTEKCTE OTBETA,
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OOBSCHSICT MPUYMHHO-CIICJACTBCHHbIE U (DYHKIIMOHAIBHBIC CBSI3M;, PACKPBIBACT HA MpPUMEpax
TEOPETUYCCKHE MTOJOKCHHSI U IOHSTHSI; POPMYIIHPYeT COOCTBEHHBIE CYKICHUS U apTyMEHTHI.

MeToanyeckue peKoMeHIalMU, ONpPeie/IAI0IMe MPoLeaypPhl OleHUBAHUS YUYACTHSA B
padoTe MAJBIX IPYNI HA/I KelicOM U pellieHHeM CUTYAI[HOHHBIX 3a/1a4:

Kpumepuu oyenxu:

«YIOBIIETBOPUTEIIHHO»/3a4TEHO - paboTa B TPYIIIOBOW ACATEILHOCTH HAJl PEIICHUEM
CHUTYallUOHHOM 3amauM 0e3 ydyacThs B NYONUYHOM OOCYKIACHWH H apryMEHTaluu
c(hOPMYITUPOBAHHBIX BEIBOJIOB;

«XOPOIII0»/3a4TEHO - padoTa B TPYNIIOBOM ACITEIHLHOCTH HAJl PEIICHHEM CHUTYAITMOHHON
3ala4d  C COJICPXKATCIBHBIM y4acTHEM B IMyOJUYHOM OOCYXKICHHM U apryMEHTAaIluu
c(hOpPMYITUPOBAHHBIX BEIBOJIOB;

«OTIUYHOY»/3aUTEHO - IEMOHCTPHUPALIUS JIUIEPCKON MOZHUIIMH B TPYITIOBOM JEATEILHOCTH
HaJl PEIICHUEM CUTYAIlMOHHOM 3aJ1a4¥ C COJIEPKATeIbHBIM yJYaCTHEM B MyOJIMUHOM OOCYXKICHUU
Y CHCTEMHOM apryMeHTaIuu chopMyIupOBaHHBIX BEIBOIOB.

MeToauyeckne peKOMeHIAUMH, OIpeaesaonme
pe3yabTaToB 3alIUTHI pedepara/scce:

Kpumepuu oyenxu:

«YIOBJICTBOPUTEILHO»/3a4TEHO — MPOMEKYTOUHBIE PE3yIbTaThl 3aIIUTHI pedepaTa/scce
MPEACTABIISIIOT COOOM HM3JI0’KEHHWE HECaAaMOCTOATEIbHBIX PE3yJabTAaTOB HAMMCAHHUS padoOThI, 0e3
TIIATEIHLHON MPOPAOOTKH IUTEPATYPHBIX HCTOUYHUKOB;

«XOPOIII0»/3a4TEHO - POMEXKYTOUHBIEC PE3YIbTAThI 3AIIUTHI pedepara/scce MPeICTaABIISIOT
co00i1 caMOCTOSATENbHBIN aHAIU3 PAa3HOOOpA3HbIX HAYYHBIX HCCIEIOBAHUN M SMIUPUUYECKUX
JTAHHBIX, TPU OTOM HE B TMOJHOM Mepe OTpakeHbl TpeOoBaHUs, CHOPMYTUPOBAHHBIE K €rO
CTPYKTYpE U COJCPIKAHUIO.

COTIUYHOY» - TIPOMEKYTOUHBIC PE3YJIbTATHI 3aIIUTHI pedepaTa/scce MPEeACTABISAIOT CO00
pe3yNbTaThl CaMOCTOSITENIbHOM paboThl M OTpa)XaloT Bce TpeOOBaHUS, K COJEp>KATEIbHOMY
HAIOJIHEHUIO U CTPYKTYPUPOBAHUIO PAOOTHI.

MeTtoauyeckue PpeKOMeHAALMH,
pe3yJIbTaTOB TeCTUPOBAHUS

Kpumepuu oyenku:

«YIOBIIETBOPUTEIIHHO» - €CJIM CTYJCHT OTBEYaeT MpaBMiIbHO Ha 50% TeCTOBBIX 3a/1aHUH.

«XOPOIIOY» - €CIM CTYACHT OTBeUYaeT NpaBuiIbHO OT 51 10 90 % TecTOBBIX 3aJaHUM.

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

7. MaTepuajibHO-TeXHUYECKOe ofecriedeHne Mo JUCHUIIHHE (MOLYTI0)

[Io Bcem Bumam yueOHOH [EATEIBHOCTH B paMKax JUCIHHUIUIMHBI HCHOJB3YIOTCS
ayIUTOpUH, KaOWHETHl W JIa0OpaTOpPUU, OCHAIIEHHBIE HEOOXOTUMBIM CHEIHAIN3UPOBAHHBIM U
1abopaTopHBIM 000PYTIOBAHUEM.

npoueaypbl  OLEHUBAHUA

onpejaeasomye Npoueaypbl  OLEHMBAHUS

HaumeHoBaHKE crieluaabHbIX OCHAIIEHHOCTD CIELUaIbHBIX [epeyeHb JUIIEH3HOHHOTO
MOMEIICHHUM MOMEIIEHUN MPOrpaMMHOT0 00ecCTIedeHUS

Vuebuple  ayautopun st | Mebenb: yueOHas mebenn Microsoft Windows 8, 10
MIPOBEICHHSI 3aHsaTHH | TexHudeckue cpencrBa | Microsoft Office Professional
JIEKIIMOHHOI'O THIIA o0y4eHus: Plus

9KpaH, IPOEKTOP, KOMITBIOTED
VYuebuple  ayauropun s | MeOenb: yueOHas meOenb Microsoft Windows 8, 10
MIPOBEICHHSI 3aHsaTHH | TexHu4eckue cpencrBa | Microsoft Office Professional
CEMHHAPCKOI0 THIIA, TPYIIOBBIX | 00ydeHuUs: Plus
u WHIMBUIYAJIbHBIX | 9KpaH, IPOSKTOP, KOMIIBIOTEP
KOHCYJIbTAIINH, TEKYIETO
KOHTPOJSI M MPOMEKYTOYHOU
aTTECTALINH

Jns  camocTosATeNbHOW — paboThl  OOydalomMXCs — MPEeIyCMOTPEHBbl  MOMEIIEHUS,
YKOMIUIEKTOBAaHHbIE CIEIMATM3UPOBAHHON MeOelblo, OCHAIIEHHbIE KOMIIBIOTEPHON TEXHUKOM €
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BO3MOJKHOCTBIO MOJKIIOUCHUST K ceTu «HTepHEeT» U 00ecreueHHEeM JOCTYNa B AJICKTPOHHYIO
nH(OPMAMOHHO-00pa30BaTEIILHYIO CPEly YHUBEPCUTETA.

Haumenosanue OcHalIeHHOCTh MOMEIIEHHUH Il CAMOCTOSTENBHON paboThI [epeuenn
MOMEIICHUH ISt 00yJaroLXxCsl JMIIEH3UOHHOTO
CaMOCTOSITEIIbH Oi MPOrpaMMHOTO
paboThI obecrieueHust
00y4aroIMXCs
[MTomernenne st | MeGenb: yueOHas MeOeb Microsoft
CaMOCTOSITEIILHON Kommiekr crenuaansupoBanHoil mebenu: kommbiorepubsie | Windows 8, 10
paboThI CTOJTBI Microsoft Office
00y4aromxcs O6opynoBaHue: KOMIBIOTEPHAS TEXHUKA ¢ TojKIoYeHrem K | Professional
(YnTaNBHBIHI 3a1 | “UHPOPMAIMOHHO-KOMMYHHUKAIMOHHOH cetn «MHTepHer» u | Plus
Hayunoit JIOCTYIIOM B JJIEKTPOHHYIO WH(POPMAaITIOHHO-
OMOIHOTEKH ) 0o0pa3oBaTebHYI0 Cpely 00pa30BaTelIbHOW OpraHu3alluHy,
BeO-Kamepsl, KOMMYHUKaIIHOHHOE 000pyI0BaHUE,
obecrieunBaioliee JIOCTYll K CETH HHTEpHET (TMPOBOIHOE
COe/IMHEHNE W OECHpPOBOJHOE COEAWHEHHE IO TEXHOJOTUH
Wi-Fi)
[MomernieHne st | MeGenb: yueOHast MmeOeb Microsoft
CaMOCTOSITEIILHOU Kommuekr crenuaamsupoBanHoil Mebenu: xommbioTepubie | Windows 8, 10
paboThI CTOJTBI Microsoft Office
00y4aroIIMXCs O6opynoBanue: KOMIBIOTEPHAS TEXHUKA ¢ moAKIodeHreM k | Professional
(aym.409) HH(POPMAITHOHHO-KOMMYHHUKAIIMOHHOK cetn «MuTepHer» u | Plus

JOCTYIIOM B 3JIEKTPOHHYIO HH(OPMAITUOHHO-
o0pazoBarenbHyl0 cpefny o0pa30BaTeIbHOW OpraHH3alny,
BeO-KaMephl, KOMMYHHUKAITHOHHOE obopynoBaHue,
oOecrieunBaomee TOCTYI K CETH HHTEpPHET (IMPOBOIHOE
COC/IMHEHNE W OECHpPOBOJHOE COCJMHEHHE IO TEXHOJOTMU
Wi-Fi)

22




	1.2 Задачи:
	Вариант 1. (пример)
	5.1. Учебная литература
	2. Электронная библиотека GREBENNIKON.RU https://grebennikon.ru/
	3. журнал "Управление персоналом"  http://www.top-personal.ru
	4. журнал «Работа с персоналом» http://www.hr-journal.ru
	5. Журнал «Штат» www.hrmedia.ru
	6. Журнал «Кадровик» panor.ru/journals/kadrovik
	7. Электронный журнал «Директор по персоналу» http://e.hr-director.ru
	8. Журнал «Генеральный директор» (раздел «Управление персоналом» www.gd.ru/rubric/view/id/122-upravlenie-personalom.
	9. Журнал «Социологические исследования» https://www.isras.ru/
	5.3. Интернет-ресурсы, в том числе современные профессиональные базы данных и информационные справочные системы
	Электронно-библиотечные системы (ЭБС):
	Профессиональные базы данных:
	1. Web of Science (WoS) http://webofscience.com/
	5. Электронные образовательные ресурсы кафедры информационных  систем и технологий в образовании КубГУ и научно-методического журнала "ШКОЛЬНЫЕ ГОДЫ" http://icdau.kubsu.ru/

