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1 Hesn v 3a1auM U3y4YeHUs JUCUMILIHHBI (MOXYJISA)

1.1 llean ocBOEHUS TUCHUILIHHDI

Heman: hbopmupoBanre npodeccHoHaIbHBIX KoMIleTeHInid B cootBeTcTBUU ¢ DI'OC BO,
KOMIUIEKCA 3HAHWA, yYMEHHW W HAaBBIKOB B O0JACTH OpraHHW3aIMH JOKYMEHTAIMOHHOTO
oOecrieueHHs yIpaBlIEHUSI HA OCHOBE PallMOHAIBHBIX, HAYYHO-OOOCHOBAHHBIX IMPHUHIIMIIOB U
METO/IOB €ro COBEPIIECHCTBOBAaHUS, (OPMHUPOBAHUE MPOTPECCUBHOIO IMOAXO0JA K PELICHUIO
BaXHEHMIIINX 33/1a4 TOKYMEHTHUPOBAHUS BCEX CTOPOH YIIPABIEHYECKOU JeSTEIbHOCTH.

1.23apaun:

- YCBOGHUE OCHOBHBIX TMOHATHM B 00JacTH JIOKYMEHTAllMOHHOTO
00€eCTeueHUSTPYI0BbIX OTHOIICHHI;

- U3y4YeHHE BUJOB O(UIIMATIBHBIX JOKYMEHTOB M TpeOOBAaHUN K MX COCTaBICHHUIO U
oopmienuro;

- orpezesieHue Croco0OB JOKYMEHTHPOBAaHMS M CHUCTEM JIOKYMEHTAllUU IIpH
0(OPMIICHUU TPYAOBBIX OTHOIICHHIA;

- MIPUMEHEHUE TIPaBUI OPraHU3aluu PaboThI C JOKYMEHTaMH KaJpOBOU CITykKOBI,

- OCBOCHHME TTOPSIJIKa OPraHU3aIMH PA0OT MO JEIOTPOU3BOACTBEHHOMY 00CITY)KHUBaHUIO
TPYJOBBIX OTHOIIEHUI B OpraHU3alluy,;

- npuobpereHne yMeHuil 0QpOpMIICHHS PEKBH3HUTOB, CO3/IaHHUE IIA0JOHOB JOKYMEHTOB
cnomoisio I1K;

- NpUMEHEHHE NIPUEMOB U CPEACTB JEIONPOU3BOJCTBA, B TOM YUCIIE KOMIIBIOTEPHOTO.

1.3 MecTo AucuunanHbl (MOAYJIs) B CTPYKTYype 00pa3oBaTeibHOI MPOrpaMMbl

Juctummuaa b51.B.02.02 «IludpoBoe kaapoBoe IEI0MPOU3BOICTBO» OTHOCUTCS K YacCTH,
dbopMupyeMoil yuacTHukamMu oOpa3oBaTeNnbHbIX OoTHOIIEeHUH brioka 1 "{ucuumiuasl (Momyu)"
y4eOHOro IJIaHa.

B metoanueckoM miaHe AUCHUUIUIMHA ONMUPAETCA HA 3HAHUS, OJTyYeHHbIC TPU U3YYECHUU
ciaenyromux y4ueOHbIX KypcoB: «lIpaBoBenenme», «Pa3zpaboTka HOPMATHBHO-METOJAMYECKHUX
JIOKYMEHTOB Opranm3anun», «Cucrema AOKYMEHTAIlMU OpraHu3anuny», «OpraHuzanus Hu
texHonorus J{OY» u np.

1.4 IlepeyeHb MIAHMPYeMbIX Pe3yJabTATOB 00y4YeHHMs MO AUCHHUILUIMHE (MOAYJIIO),
COOTHECEHHBIX C IVIAHUPYEMbIMH Pe3yJIbTATAMHU 0CBOCHHS 00pa30BaTeIbHOM IPOrpaMMBbI

WN3yyenne naHHOW y4yeOHOM JAMCLUMIUIMHBI HampaBieHO Ha (OpMUPOBaHUE Y

00y4JarOIIUXCsl CASAYIOUUX KOMITETEHITHI!

Kon n HaumeHoBaHnE PesynbTarel 00y4eHHs IO TUCIUTUINHE
WHIUKaTopa™
YK-2 CniocodeH onpeneasiTh KPyr 3a1a4 B paMKaxX MOCTABJIEHHOI LieJIM U BBIOUPATh ONTUMAJIbHbIE
CIoCco0bI UX peleHus, UCX0/Isl 3 AelCTBYIOIIUX MPABOBBIX HOPM, HMEIOIIUXCS PeCypPcoB U
OrpaHuveHuii

NyK-2.1 NYK-2.1 Onpeznenset nopsaaox GOpMUPOBaHUS IPABOBBIX HOPM, LIENIU

[Tonumaer cymHocTh 337124y HOPMATHBHBIX PABOBBIX AKTOB

[IPaBOBBIX HOPM, LIEJEH U NVYK-1.2 ®opmupyet TpeOOBaHUS PU HCTIOIH30BAHUH MTPABOBBIX HOPM,

3aJ]a44 HOPMAaTHBHO IIPABOBBIX | IS ¥ 33/Ia91 HOPMATHUBHBIX MIPABOBBIX aKTOB

aKTOB NVYK-1.2 PazpabaTbiBaeT HOIXO/IbI IPU UCTIOIB30BAHUH MIPABOBBIX HOPM,
LIEJTM ¥ 331241 HOPMATHBHBIX NTPABOBBIX aKTOB

NYK-2.2. NVYK-2.2. Onpenensier MOUCK HEOOXOAMMOW TPaBOBOI WHpOpPMAILIUH

OcymiecTBseT MOUCK JUIsL petieHust MpodecCHOHANBHBIX 33124

HE00X0IMMOH TIPaBOBOM NYK-2.2. ®opmupyer mouck HEOOXOIUMOW MPaBOBON WH(pOpPMAIIH

nHGOPMALIUH ISl PELICHHS JUIsl petieHust mpoecCHOHANBHBIX 3a1a4

Hpo(ecCHOHANBHBIX 3a/1a4 NYK-2.2. Pa3zpabaTsiBaeT NOUCK HEOOXOIMMOM MPaBOBOM HH(POPMAIUH
JUIsL petieHust MpodecCHOHANBHBIX 33124

NYK-2.3. NVYK-2.3. OnpexpensieT NPUHUUIBI MPOSKTHOHM METONOJIOTHH IS

Hcnonb3yeT npuHIMIIEL peueHus npodeccHoHANIBHBIX 3a1a4

IPOEKTHOM MeToponoruu it | UYK-2.3. ®opMmupyer NpUHIMIIBI MPOSKTHOH METOIOJIOTHH IS
peneHus npodecCHOHATBHBIX 33134




Kon n nammenoBaHue
WHIUKaTopa™

Pe3ynmbTaTel 00yUeHHS IO TUCITUTLTHHE

pelIeHus PO eCCHOHATBLHBIX
3amaq

NVYK-2.3. Pa3pabaTbiBacT MPUHUMIBI MPOSKTHONH METOJONOTUN IS
peueHus npoQecCHOHANIBHBIX 33134

NYK-2.4.

Brioupaet ONTUMAJIBHBIN
cnoco0  pemieHus — 3ajad,
HMEIOIIMNXCS  PECYypcoB U

OTpPaHWYECHHH, OIEHKH PHUCKOB

UYK-2.4. Onpenenser ONTUMAIbHBIM CHOCOO peEIICHHS 3aiad,
MMEIONIUXCS PECypCOB M OTPaHMYCHH, OIICHKH PHCKOB Ha OCHOBE
MIPOSKTHOTO HHCTPYMEHTAPHS

NVYK-2.4., ®dopmupyeT ONTUMAIBHBI CHOCOO pelieHHus 3ajad,
UMEIOIIUXCSl PECYPCOB M OTpaHHYCHUH, OIIGHKH PHUCKOB HAa OCHOBE

Ha OCHOBE IPOEKTHOIO | MPOEKTHOTO HHCTPYMEHTApHsI

HHCTPYMCHTAPH NYK-2.4. Pa3zpabaTbiBacT ONTHUMAJBHBIA CHOCOO pEIICHUS 3ajad,
HUMEIOIUXCSl PECYPCOB U OrpaHWYEHUH, OLIEHKHM PHUCKOB HAa OCHOBE
IIPOCKTHOTO HHCTPYMEHTAPHUs

IIK-2 Cnoco0en K oprann3auuu J0KyMeHTHPOBAHUS YIIPABJIeHYeCKOM 1eATeJIbHOCTH B
OpraHu3aluu

HIIK-2.1. UIIK-2.1. Onpemenser  JTOKYMEHTUPOBAaHHUE yIpaBIeHIeCKOI

Opranuzyer JeATeNIbHOCTH B OPraHU3aluH.

JOKYMEHTHPOBaHME UIIK-2.1. dopmupyer JIOKYMEHTHPOBaHNE yIpaBlieHYeCcKOi

YIIPaBIEHYECKON JEATEIBHOCTU | JIEATEILHOCTH B OPraHU3alkH.

B OpraHU3aLUH. UIIK-2.1.  Pa3pabaTbiBaeT  JDOKYMEHTHPOBAaHHE  YHPABIEHYECKOMH

ACATEIIBHOCTH B OpraHMU3aliu.

UIIK-2.2.

[Ipumensier naopMaOHHBIE
CHUCTEMBl B YIPaBJICHYECKON
JEeSTeIbHOCTU B OPTaHU3aLuU

UIIK-2.2. Onpenensier ”HPOPMAITHOHHBIE CUCTEMBI B YIIPaBICHYECKOM
JESITEbHOCTH B OpraHU3aLHH

UIIK-2.2. ®opmupyet nHPOPMAIIOHHBIE CUCTEMBI B YIIPABICHYECKON
ACATCIIBHOCTH B OpraHru3aliy

HIIK-2.2. PaspabatbiBaeT  MH(MOpPMAIMOHHEIC
YIPAaBJICHYECKON JeITEIbHOCTH B OpraHU3aluy

CHUCTEMBI B

PesynbpTaTel 00yueHUs

M0 AUCHUIUIMHE JOCTUTAKOTCA B pPaMKaxX OCYIICCTBIICHHA BCCX

BHUJIOB KOHTAKTHOHN U CAMOCTOSITEIIbHOMN pa6OTLI o6yqa}oumxc;1 B COOTBCTCTBUH C YTBCPIKICHHBIM

y4€OHBIM IJIAHOM.
Nunukaropel

JOCTHIKCHUA

KOMIIETEHIIMA  CUMUTAIOTC  CHOPMUPOBAHHBIMH  IIPH

JOCTHIKCHUU COOTBETCTBYIOIIHUX UM PE3YJIbTATOB 06yquH51.




2. CTpyKTypa U cofep:KaHHue TUCIHUIITHHBI

2.1 PacnipenesjieHue TPYA0EMKOCTH JUCIHUILIMHBI 110 BUIaM padoT

OOmiast TPyA0EMKOCTh AMCHUILUIMHBI cocTaBisgeT 3 3adeTHbIX eauuul (108 uacos), ux

pacripeielieHue 1Mo BUaM paboT MpeaCTaBICHO B TAOIHULIE.

®dopma 00yIeHHS

Bcero ofHad
Buast pabot X
4acoB 6 cemecTp
- cemMecTp
("gacer)
KonTakTHasi paboTa, B TOM 4HcCJIe:
AyauTopHbIe 3aHATHSI (BCEro): 50,2 50,2
3aHATHUS JICKIIMOHHOTO THIIA 16 16
J1a00paTOPHEIC 3aHATHS - -
MPAKTUYCCKUC 3aHATUA - -
CEeMHHApPCKHUE 3aHATHUS 30 30
HNuast koHTaKTHas1 padoTa: - -
KonTpons camocrositensHO# padotsl (KCP) 4 4
IIpomeskyrounas arrecrarus (M1KP) 0,2 0,2
CamocTosiTeJibHAs1 pab0Ta, B TOM YHCJI€: 57,8 57,8
Pedepat/acce (moaroroska) 20 20
CaMocCTOsITeNIbHOE N3YYCHHE Pa3JIeNoB, CAMOIIOTOTOBKA 30 30
IToAaroTOBKA K TECTHPOBAHHIO 7,8 7,8
KonTpon:
IToaroroBka K 3auety
O6mas Jac. 108 108
TPYAOEMKOCTh B TOM YHCJIe KOHTaKTHas padoTa 503,2 50,2
3a4. el &

2.2 Conepxxanme Q¥ CHUILITHHBI

Pacnpenenenne BumoB y4eOHON pabOTHI M HX TPYJOEMKOCTH TIO pa3ieaM JUCIUTUTAHBI.
Pasnmensl (TeMbl) AMCUMIUTHHBIL, H3ydaembie B 6 cemectpax (3 kypce) (ouHas ¢opma

oOyueHus)
KomnuectBo yacos
Bueayau
Ne HaumenoBanue pasnenos (Tem) AynuTopHas TOpHas
Bcero pabota
pabora
JI I13 JIP CPC
1 Paznen.1 Ilonstue 1 3HaUYeHUE TOKYMEHTALMOHHOTO 33 6 10 ) 17
o0ecrieueHus yIpaBJICHUs IIEPCOHATIOM
2 Paznen 2. OCHOBBI JOKYMEHTAIIMOHHOTO 00ECTICUCHHUS 36 6 10 i 20
YIpaBIeHYsI IEPCOHAIIOM
3 Pazgen 3. CuctemaTusanus u XxpaHeHue HOKYMGHT?B 348! 4 10 ) 20,8
KaIPOBOH CITy>KOBI
HUTOI'O no pazderam Oucyuniutol 103,8| 16 30 - 57,8
KonTposbe camocrostensHol padothl (KCP) 4 -
[Ipomesxyrounast arrectauusi (MLKP) 0,2 -
O011as TPy10eMKOCTh MO JUCIUIIHHE 108 -

[Tpumeuanue: JI — nekmuu, [13 — nmpaktuueckue 3ansaTus / cemuHapsl, JIP — maGopaTtopHble

saasaTusi, CPC — camocrositennpHas paboTa CTyIeHTa
5



2.3 Conep:xaHue pa3iesioB (TeM) TUCHUILIHHBI

2.3.1 3ausaTHA JEeKINOHHOI0 THIIA

HanmenoBanne dopma TeKyIero
No Coneprxanue pazzaena
paszzmena KOHTPOJIA
1 2 3 4
Pazgen 1. IloHsTHe W 3HaYeHHe JOKYMEHTAUMOHHOrO o0ecreYeHUsl yNPABJIEHUS IMEPCOHAIOM
Benenwne B kypc OOmee mpencrasiende Kypca. Hasmasenwe u |IIpopaGoTka
cogepskanme Kypca. CBsa3p Kypca ¢ y4eOHBIMH |yd4eGHOTO
OUCLUIUIMHAMHU. 3HAa4YEHHE Kypca B IOATOTOBKE (TeOpeTI/I‘IGCKOFO)
CHEIHUAJIUCTOB TI0 YIPABICHUIO EPCOHATIOM MaTepuaia
IonsTHe [oHATHS «TOKYMEHT», «TOKYMEHTOO00POTY, [IpopaboTtka
JOKYMEHTALIMOHHOTO «JIOKyMEHTAIIMOHHOE 00eCIIeYeHUE YITPABICHU. yaeOHOTO
obecrnieueHust OcHOBHBIE TPeOOBaHUS, MPENBSIBISIEMbIE K (TeopeTHyecKoro)
yIpaBIeHUS 0 OpPMIIEHUIO TOKYMEHTAIIUH, IPETYCMOTPEHHBIE MaTepuana
MIEPCOHATIOM. l'ocynapcTBeHHOM crcTEMOM TOKYMEHTAIMOHHOT O
TpeboBanus, obecneuenust ynpasienus [[OCT P 7.0.97-2016.
TPEIBSBISIEMBIE K [Mopsimox 0O6pabOTKU U PETUCTPAINN TOKYMEHTOB, X
oopmireHIIO uHAeKcanuy. PeructpanrorHsie GOpPMEI U HX
JOKYMEHTOB 3amonHeHne. KOHTpOIIb HCHIONMHEHHS JOKYMEHTOB.
OCHOBHBIC OTIIMYHA B TIOATOTOBKE IIPOCTHIX U
CJIO’KHBIX TIPUKA30B. YUeT Celu(pUKu
PaciopsIANTENILHOTO JEHCTBUS TIPU COCTaBJICHUN
MIPUKA30B I10 MPUEMY, IIEPEBOY, YBOILHEHHIO
paboTtHuKOB. [Topsiiok BU3UPOBAHUSI IPUKA30B I10
JIMYHOMY COCTaBY, X PETHUCTPAIIHU.
CoctaB U BHIBI [TonsiTue M 3HaYEHHNE KaPOBOW JOKYMEHTAIIUH. ITpopaboTtka
KaJIpOBOM Knaccuduxanus kaapoBoil qokymenTaiuyu. OCHOBHBIE  |y4eGHOTO
JIOKyMEHTAIIH BUJIbI JIOKYMEHTOB KaJIPpOBOM CITyKObI, 0COOEHHOCTH (TeopeTHuEecKoro)
uXx coctaBjieHus. HopmaTtuBHo-mipaBoBas 6aza, MaTepuana

permaMeHTHpyomast pa3paboTKy KaIpoBBIX
JOKYMEHTOB.

Paznen 2. OcHOBBI JOKYMEHTALIMOHHOIO o0ecnedeHHs1 yHpaBJieHUs Il

€pCoOHAJIOM

TpeboBanus k
COZICPKAHUIO U

0 OpMIICHUIO
JIOKAJIBHBIX
HOPMATHBHBIX aKTOB
10 YIPaBJICHHIO
[EPCOHATIOM

[ItatHOE pacncanue (ct. 57 Tpynooro Konekca
P®)- ®opma mraTHoro pacnucanus (popma T-3)
YTBEPKJICHA MOCTaHOBIIEHHEM ['ockomcTaTta Poccuu ot
5 staBaps 2004 roma Nel.

[IpaBuna BHYTpEHHETO TPYJOBOTO pacoOpsIKa KaK
JIOKJIbHBI HOPMAaTUBHO-IIPABOBOM aKT,
KOHKPETHU3HUPYIOLIHH MOPSATIOK PETyTUPOBAHHUS
KITIOUEBBIX BOIIPOCOB COLUATILHO-TPYIOBBIX
OTHOIIICHUH Ha npeanpusTHr. OOIIHA TOPSIOK
TTOATOTOBKH JIOKYMEHTa B COOTBETCTBUU co cT. 190 TK
P®. OcobennocTr ohopMIICHHS IPABIIT BHYTPEHHETO
TPYAOBOTO pacrlopsKa, CoAep >KaHUue BOIIPOCOB,
KOTOpBIC OTPAXKAIOTCS B MIPAaBHIIaX BHYTPEHHETO
TPYJOBOTO pacropsiiKa.

OcobeHHOCTH 00paIleHHs C MEPCOHATEHBIMU
JAHHBIMU PaOOTHHKOB B COOTBETCTBHU C
nonokeHusimu r1aBbl 14 TK PO. TpeboBanus k
00paboTKe MepCOHATBLHBIX TAHHBIX PAOOTHHKA.
[TpaBuna nepenaun nHGOPMAIIHU, COACPIKAIICH
CBeZICHUs 0 paOOTHHKE, TPETHHM JIMIIAM.
OTBETCTBEHHOCTH JIOJPKHOCTHBIX JIUII, BAHOBHBIX B
HaApYIICHUH HOPM, PETYJIUPYIOLINX TOTy4YeHNUE,
00pabOTKY ¥ 3aIIUTY IePCOHATBHBIX TAHHBIX

IIpopaboTka
y4eOHOTO
(TeopeTnueckoro)
Mmarepuaia
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pabotHuKa. MHCTPYKIHS O TOKYMEHTAIITHOHHOMY
00ECIIEUCHHIO YIPABIICHHUS IIEPCOHATIOM MPEATIPHSTHSL.
CtpyKTypa U coiep)kaHle pa3iesioB JaHHOTO
JIOKYMEHTA.

I'ocynapcTBenHas [TomHOMOYHS TOCYIAPCTBEHHON HHCIECKIIUH TPYAA. [IpopaboTtka
MHCTICKITUSI TPyJa U [Ipouexnypa u npaBuiia NpoOBeIEHUs POBEPOK y4e0HOTO
npoueaypa COOJIFO/ICHIIS JICHCTBYIOLIETO 3aKOHOAATeNbCTBA. BUIBL  |(Teopernyeckoro)
NpOBE/ICHHs POBEPOK  |TIpoBepokK. ITopanok odopmileHNsT MEPOIIPUSTHI IO Marepuana
JIOKyMEHTAIuH KOHTPOJIIO.
KaJIpOBOM CITyKOBI CocTaB JOKYMEHTOB, TpeOyeMbIX OpraHaMu HaJ30pa u
KOHTPOJISA IIPU TIPOBEACHIH IPOBEPOK. OTBETCTBEHHOCTh
paboToarens 3a HapyIIEHUE IEHCTBYIOLIETO
3aKOHOJATENBCTBA O TPYIC U HErpaMOTHOE 0(hOpMIICHHE
Ka/IpOBOM IOKyMEHTAIUH, Bo3iaraeMas TpyJoBbsIM
Konekcom PO n Konekcom 06 aAMUHUCTPATHBHBIX
MIPaBOHAPYILEHUIX
®opmupoBaHUE U Jlmanoe neno paboTHHUKA KaK OCHOBHOM JOKYMEHT [IpopaboTtka
BE/ICHHE JINYHBIX &1 |IEPCOHATLHOIO Y4€Ta, B KOTOPOM XPaHATCSA HauboJIee  |yueGHOro
IIOJTHBIC CBCACHUSA O COTPYAHUKE U €TI0 CJ'IyX(C6HOﬁ (TeopeTquCKoro)
JeSITENbHOCTH. Marepuana
CocraB # IOCIIEIOBATEIEHOCTD JOKYMEHTOB JIMTHOTO
nena. OcoOeHHOCTH COCTaBIEHHS JOKYMEHTOB JIMYHOTO
JieTia; JIMYHOTO JIMCTKA 10 YUeTy KaapoB, JOTIOJHEHHS K
JIMIHOMY JINCTKY, aBToOHOorpaduu u T.1. [IpaBuia
BBIIaYM JTUYHOTO JieJia BO BPEMEHHOE MOJIb30BaHHUE.
[Topsinok cocTaBieHHs ONMUCH INYHOTO nena. [lepenaya
JUYHOTO JIeNia Ha apXuBHOe xpaHeHue. CocTaBieHne 3a
BEPUTEIHHON HAJMUCH JUYHOTO Jesa
JInuHas kapTouka JInyHas KapTO4YKa KaK OCHOBHOU JTOKYMEHT [IpopaboTka
MEPCOHAILHOTO yUueTa pabOTHUKOB OPTaHU3aIHH. y4eOHOTO
JIoOKyMeHTBI, Ha OCHOBaHUU KOTOPBIX 3aMOJHIETCS (TeopeTn4eckoro)
JIu4Has kaproudka. Ilopsanok konupoBaHus cBeICHUN B Marepuaa
JIMYHOW KapTOUKe. 3aloJHEHNE TNIHON KaPTOUKH.
ITopsinok BHeCeHUs HCIIPaBICHUN U U3MEHEHUH B
JIMYHYIO KapTO4YKy paOOTHHUKA.
JokymeHTHpOBaHUE JoKyMeHTHpOBaHuE NpoLecca IBUKEHUA KaApOB Ha IIpopaboTka
TIPOIIECCOB NPEANPUATUN KaK BaKHeHas QyHKIUS OTIeNa KaapoB. |yueGHOro
JIBUKCHUS KaJpOB Bunp! nemkenns kaapos. CxeMbl IpreMa, IepeBoaa, (TeOopeTHIecKoro)
YBOJIIbHEHUsI PAOOTHHUKOB. Marepuana

Odopmienne npuema padboTHUKOB. COCTaB IOKYMEHTOB,
TpeOyeMbIX MpU prUeMe Ha pabOTy B COOTBETCTBUU C
Tpynossim Kogexcom POD.

[Mopsiox 3axiTr04eHHs TPYAOBBIX TOTOBOPOB C
MMOCTOSIHHBIMH U BPEMEHHBIMH Pa0OTHUKAMH.
Oco0eHHOCTH COCTaBICHUS YHUDUIIMPOBAHHEIX GOopM
MIPHUKA30B I10 JUYHOMY COCTaBY, KACAIOMINXCS IIpUEMa
(popma T-1, T-1a).

Odopmnenne nepeBo/a, epeMerieHus,
KOMaHIUPOBaHH PabOTHUKOB. OcOOEHHOCTH

0o OpMIIEHUSI U OCHOBAHHS PA3IMYHBIX BUIOB IIEPEBOJIa
(mepeBox Ha APYTYIO paboTy Ha TOM K€ IPEIIPUITHY;
nepeBost Ha paboTy Ha Ipyroe NpeAnpHusTHE; TIepeBo Ha
paboTy B APYTyr0 MECTHOCTH). OCOOEHHOCTH
COCTaBJICHUS] YHU(PUIIUPOBAHHBIX (POPM IMPUKA30B IO
JUYHOMY COCTaBY, Kacarommxcs neperoa (popma T-5,
T-5a), komanaupoBanus (¢popmsel T-9, T-9a, T-10, T-
10a). Odopmiienue otnycka. [IpaBuna u cpoku
MOJrOTOBKH rpaduka ormyckos (hopma T-7).
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Oco0eHHOCTH COCTaBJICHUS YHUDUIIMPOBAHHEIX (hopm
MIPHUKA30B 10 JUYHOMY COCTaBY, KACAIOIMINXCS OTITYCKA
(popma T-6, T-6a).

OdopmiieHue yBobHEHHs paO0THUKOB. OCHOBaHUSI
MIPEKpaIIeHUs TPYAOBOTO TOTOBOPa B COOTBETCTBUH C
HOpPMaMH TPYAOBOTO IPaBa; IpaBmia 0OPMICHHUL
MpeKpalleHus TpyJ0BOro Jorosopa. OTBETCTBEHHOCTD
paboTojarens 3a HE3aKOHHOE YBOJIbHEHHE paOOTHUKOB.
OCOOEHHOCTH COCTaBJICHUS YHU(DUITUPOBAHHBIX (hOpM
MPUKA30B I10 JUYHOMY COCTaBY, KACAIOIIUXCS
yBOJBbHEHHST paOOTHUKOB ((popmbr Ne T-8, T-8a).
[opsiIoK perucTparuy MPUKa3oB IO JINIHOMY COCTaBY

Benenune tpynoBsix
KHIDKEK

ITonstre TpynoBOM KHIKKH. DOpMa TPy LOBOU KHIKKU.
HopmartuHo-MeToandecKas 0asa,
periaaMeHTupyolias NOpsAA0K BEIEHUs, 3alI0JHEHNS
TPYAOBBIX KHI)KEK, oOecTrieueHusl UMU paboToaaTeNei.
3anosHeHue CBeIeHUH 0 paboTHUKE. 3aroIHEHNE
CBEJICHUH 0 paboTe. 3aloTHEHUE CBEJICHHH O
HarpaxJIeHuH. 3arnoHeHHe CBEACHUN 00 YBOJIbHEHUU
(npexpailieHUH TPYAOBOTO J0roBopa). OCOOEHHOCTH
3aITOJTHEHUS CBEACHNUH 00 YBOJIHHEHHUH U IIpUeMe Ha
paboTy B CBSI3U C MEPEBOJOM paOOTHHKA.
BHecenne n3mMeHeHH 1 JOTIOTHEHUH B TPYIOBYIO
KHIDKKY. JlyOIMKaT Tpy10BOH KHWKKY. Bbimaua
TPYIOBOH KHIKKH TIPH YBOJIbHEHHH (TIPEKPAIICHUN
TPYAOBOTO IOTOBOPA). BKiIaabII B TPYJIOBYIO KHHXKKY.
VY4er u xpaHeHue TPYAOBbIX KHMKEK. JloKyMeHTaIus 1mo
y4eTy OJaHKOB TPYAOBBIX KHIDKEK (IIPUXOIHO-PACXOIHAS
KHHTA 110 Y4eTy OJIaHKOB TPYOBBIX KHUKEK U
BKJIAJIBIIICH K HUM, KHUTA yueTa JBHKCHHUS TPYIOBBIX
KHIDKEK U BKJIJbIIeH K HUM). OTBETCTBEHHOCTh 3a
COOJIIO/ICHUE TOPSIKA BEICHUS TPYIOBBIX KHHKEK.

IIpopaboTka
y4eOHOTO
(TeopeTnveckoro)
MarepHuaia

Paznen 3. Cucremarusammsi M XpaHeHHe JOKYMEHTOB KaJpPOBOii CiIy:KObI
Howmenknatypa nen [TonsTe HOMeHKIaTyph! nen. [lopsinok cocraBieHus [IpopaboTtka
KaZIpoBOil CITy kOBl HOMEHKJIATYPBI JIe Ka{POBOH CIIy>KOBI. yueGHOro

(TeopeTndeckoro)
MaTepHana
DopMupoBaHUe Iei TpeboBanus, MpeAbIBIIEMBIC K 3aTONOBKaM JEII. IIpopaboTka
D1eMEHTHI 3ar0JIOBKOB JIEN. y4e6HOro
[IpaBuiia rpynnupoBKy JOKyMEHTOB B [1€71a, OOPMIICHHS (Te0peTHIECKOr0)
3aroJIoBKOB fen. IIpu3Haku rpynnupoBKY JOKYMEHTOB B Matepuana
Jena.
ITopsimok  moarotoBku |IIopsAIOK MOATOTOBKM NTOKYMEHTOB K apXUBHOMY [IpopaboTka
JOKYMEHTOB K |xpaHeHuto. Kimaccugukanys T0KyMEHTOB IO CPOKaM y4e0HOTrO
apXMBHOMY XpaHEeHHI0 (XpaHeHUs. TpeGoBaHUs, IpENbBIsIEMbIC APXUBHBIMU (TeopeTHuEecKoro)
ciryx0aMu K JOKYMEHTaM, CIaBaeMbIM B apXHB. Marepuaia

Opraauzaiiys IpoBEACHMSI SKCIIEPTHU3BI IIEHHOCTH
JIOKYMEHTOB.

YactruyHoe 1 nojiHOe oopmieHue aei. [Topsaaok

o opmIIeHHsI 00JIOMKEK JIeJ MOCTOSTHHOTO M BPEMEHHOTO
cpoxoB xpaneHus. CocTaBieHue U 0(OpPMIICHHE OTIHCEH
nen. CocraBieHue 3a BEPUTEILHON HAJIUCH Jiena.
AIIMUHUCTpaTHBHAS OTBETCTBEHHOCTH 32 HAPYIICHUE
JICHCTBYIOIIETO 3aKOHOIATEIILCTBA 110 APXUBHOMY JICHTY.

2.3.2 3aHATHSA CEMHHAPCKOI0 THNA (MPaKTHYeCKHe / CeMMHAPCKHE 3aHATHS)
OueHrBaHre MTPAKTUUYECKUX 33/IaHUN BXOJUT B HAKOTJIEHHYIO OLIEHKY.
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Hanmenosanue
paszznena

TemaTuka MpakTUIECKUX 3aHITHH
(cemuHapoB)

dopma TeKyIIero

KOHTpOJIA

2

3

4

Pa3zgen 1 Ilonsartue
3HAYEHHE
JOKYMEHTAIHOHHOTO
obecneueHus!
ynpaBJ/ieHHs
NepCcoOHAJIOM

71

TpeGoBanusi kK 0popmMJIEHUIO TOKYMEHTOB!

0630p HOPMaTHBHO-TIPAaBOBOMN 0a3bl
JIOKYMEHTAIIMOHHOTO obecriedenus ympasieHus. [OCT
P 7.0.97-2016.

IlonsaTHe  pexkBHU3UTa  JOKYMEHTa,  TpeOOBaHUS,
npenbsBisgeMble K O(QOPMIICHHIO PEKBU3UTOB HU HX
PAacCTIONIOKEHUIO Ha OJaHKE TOKYMEHTA.

IIpunanue JOKyMEHTY FOPUANYECKON CHUIIBL.
CuryanmonHoe 3amaHue «Omubku B 0(hOpPMIICHUU
JOKYMEHTOB

CocTaB 1 BUABI KaJIPOBOii TOKYMEHTANH:

OCHOBHEIE KJIaCCU(PHUKANH KaIPOBBIX TOKYMECHTOB.
[lpuka3pl 1O JUYHOMY COCTaBy KaK OCHOBHOM
paCTIOpSIIUTENBHBIA ~ JOKYMEHT,  COCTaBISIEMBIH B
mporecce JOKYMEHTHPOBaHHA (DYHKIUH  KaIpoBOM
cinyx0bl. CUTyallMOHHOE 3ajjaHue «AHaJIN3 KaJpOBOM
JOKYMEHTAIUH 10 (YHKIUSAM yIIPABICHUS TIEPCOHATIOM

IIpoBonutcs
¢bopme
MPAKTHYECKOTO
3aHATHSI,
npeanoaraeT
aHaIn3
CUTYaAIIMOHHBIX
3aJaHUMN.

Pazgen |1

OcHoOBBI
JOKYMEHTAIlMOHHOI'0
odecneueHus
ynpaBJieHUsI
NMepCcoOHAIOM

TpeGoBaHus K cofep:kaHUI0 U O0(POPMJICHUIO
JIOKAJBHBIX HOPMATHBHBIX aKTOB MO YNPaBJIEHHIO
nepconasioMm. CutyanuonHoe 3aganue «OmuoKky B
IITaTHOM PaCHICAHII»

CuryanoHHOE 3aJjaHue «AYIUT IPaBUI BHYTPEHHETO
TPYIOBOTO pactopsinka» CHTyallHOHHOE 3aJaHue
«[Tomoxxenne 006 00pabOTKE TEPCOHATBHBIX IAHHBIX.
Kakum emy OBITE?»

Pa3paboTka JOKyMEHTOB, KacalOMUXCs 3aIUTHI
MEPCOHAJIIbHBIX JAaHHBIX COTPYAHHUKOB OpTraHHU3alun

@dopMupoBaHUE U BeleHUE JUYHBIX Je.
CocTaBneHre JOKYMEHTOB JIMYHOTO JieJia COTPYTHHUKA IO
OCHOBHBIM 3TamnaM paboThI TiepcoHana (Ipuem, mepeBo,
YBOJIbHEHHE, arTecTanus u T.1.). CocTaBneHue
BHYTpPEHHEH OIMHCH JIOKYMEHTOB JIMYHOTO Jeia.
CocTaBneHue 3a BEpUTEIbHON HAJIHCH.

[ToaroroBka JUYHOTO JieiIa JJIs TIepeIadr Ha apXUBHOE
XpaHeHue.

JlnuHasi kapTouKa.

CocraBieHHe JIMIHOW KapTOYKH pabOTHHKA.
BHeceHue n3MeHeHH 1 UCTIPaBICHUH B IMYHYIO
KapTouky. KaproTeka TUUHBIX KapTO4eK: MpaBuiIa
BEJICHUS.

JlokyMeHTHpOBaHHEe NPOIECCOB IBUKEHUS KAIPOB.
[omaroBas  mpoueaypa  OpOPMICHHS  OCHOBHBIX
KaZpoBBIX Tpoueayp (IpueM, MepeBoi, MepeMelleHue,
MIPEIOCTaBICHUE OTITyCKa, KOMaHINPOBaHUE,
YBOJIbHEHHE).

Oco0eHHOCTH TIOATOTOBKY MPUKA30B 10 IHYHOMY
COCTaBY.

CutyannoHHBIE 3a7aHUs «AHAIH3 TPYIOBOTO
noroBopay, «Ilpuem Ha paboOTy», «AYAHUT YBOJIHHEHHI»

IIpoBonutcs
hopme
IIPAKTUYECKOTO
3aHATHS,
IIpEIoIaracT
aHaIMn3
CUTYalluOHHBIX
3aJaHuMN.




Benenue u XxpaHeHHe TPYAOBBIX KHUKeK. 3allOJIHEHUE
TUTYJIBHOTO JINCTA TPYJAOBOM KHIKKH.

3amonHeHue paszgena «CeneHus o paboTe». 3amoNHEHUE
pazznena «CBelieHHUs O HATPaXICHUSIX.

BHecenne n3aMeHeHH U JOTIOJIHEHUH B TPYJIOBYIO KHIKKY.

8 HomenkiaTypa nen kaapoBoii cay:x0bl. [lonsatue
HOMEHKNATypbl nen. CocTaBiieHHE HOMEHKIATYpEI
JIeJT  KaJpOBOH CITy»KOBI.

9 (Paszmeu IlI. @DopMupoBaHuUeE J1eJl. IIpoBonutcs B
Cucremaruszanus u TpeboBanus, mpeAbABIIEMbIe K HOPMHPOBAHUIO ¢dopme
XpaHeHHe JOKYMEHTOB | Jiell KaJpoBoii ciyx0b1. DopMUpOBaHHE MPaKTHYECKOTO
KaJpPOBOii CJY:KOBI 3aroJIOBKOB JIEN. 3aHATHSA,
IpeAroaraet
10 [opsanok MOATOTOBKH TOKYMEHTOB K apPXUBHOMY |amamms
XPaHEHMIO. CUTYAIIMOHHBIX
[TonrotoBka MOKYMEHTOB K apXMBHOMY XPaHEHHMIO. |3ajmaHmii.
IMomHoe W dYactuyHOE OGOPMIIEHHE eI
IIpoBemeHme 3KCIEPTH3BI IEHHOCTH JOKYMEHTOB.
[Ipy wW3yyeHWUW  OUCHUIUIMHBI MOTYT TPUMEHSATCS  DJIGKTPOHHOE  OOy4YeHHE,

JTUCTaHIIMOHHBIE 00pa3oBaTeNbHble TeXHOoJIoruu B coorBeTcTBUM ¢ PI'OC BO.
2.3.3 KypcoBble padoThl — He IPeyCMOTPEHbI.

2.4 llepeyeHb y4eOHO-MeTOAMYECKOI0 00eceYeHUs AJIs1 CAMOCTOATEIbHOH padoThl
00y4yarouuxcs Mo JUCHUIINHE (MOIYJII0)

[lepeueHb yueOHO-METOUUECKOTO 00CCIICUCHHS JUCIIUTIIMHBI 110

No Bux CPC o
BBIMOJIHEHHUIO CAMOCTOSITEIBHOM paboThI

[TpopaboTKa TEOPETUIECKOTO
MaTepuana (MOATOTOBKAa K
MPOOJIEMHBIM CEMUHApaM)

MeTtoandyeckne peKOMEHIAIUH MO MOJTOTOBKE MHChMEHHBIX
paboT cTyAeHTaMu: y4eOHO-MeToJIu4ecKkoe mocodue / CocT.
B.B. Epmonenko, M.P. 3akapsu, /.B. Jlanckas, M.A.

2 |BoImonHeHue Mupomnnyenko, AL, CaBuenko, [.A. JleTkuHa.
WHIUBUJYAIbHBIX  3aJaHUM MUHHUCTEPCTBO HAYKH U BBICIIEr0 o0pa3oBaHus Poccuiickoii
(moaroToBka  COOOIICHUH, Oenepannu, KpacHomap: KyOaHckuii TocyaapCTBEHHBIN
MIpe3eHTAINN) yHuBepcuret, 2022. - 101 c.

3 |[logroroBka K TEKyIIeMy
KOHTPOJTIO Metoandeckre peKOMEH 1AM 110 TPOBEICHUIO CEMUHAPCKUX

3aHATHHA, KPYTJIBIX CTOJIOB, JUCKYCCHIA: METOA. PEKOMEHIAINN
/ B.B. Epmonenxo, /[.B. Jlanckas, M.A. MupormHn4eHKo,
M.P. 3akapsia, M.B. Tonuka, A.Il. CaBuenko, /[.A. JleTkuHa.
MWUHHCTEPCTBO HAYKH U BhICIIEro oOpa3zoBaHusi Poccuiickoit
®enepanun, KyOaHckuil rocyJapCTBEHHBIH YHHUBEPCUTET. -
Kpacnonap: Kybanckuii roc. yH-T, - 2022. - 87 c.

VY4eOHO-MeTOIUYECKNE MaTepuasbl ISl CaMOCTOSITENIbHOM pPadOThl 00ydaromUXcs U3
YHCiIa MHBAIK/IOB U JIUI] C OTPAaHUYEHHBIMH BO3MOKHOCTSAMU 310poBbs (OB3) npenocrapistoTcs
B (hopMax, aJanTUPOBaHHBIX K OTPAHHMYCHUSM UX 37I0POBbS U BOCHIPUSATHS HH()OPMAITIH:

Jist T ¢ HapyIIEHUSIMH 3pEHHSL:

— B MieyaTHOM popme yBeIHMUEHHBIM HIpUPTOM,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA,

— B ¢popMe ayauodaiina,

— B re4atHoi (opme Ha s3bike bpaits.
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JUist U1 ¢ HApyIIEHUSIMH CITyXa:

— B mieyaTHoM hopme,

— B (popMe 3IIEKTPOHHOTO IOKYMEHTA.

Jist 11 ¢ HapyIICHUSIMHA OTIOPHO-JIBUTATEIILHOTO amnmapara:

— B IIeYaTHOM ¢opme,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA,

— B (hopme ayauodaiina.

JlaHHBIN TepeueHb MOXET OBITh KOHKPETHU3UPOBAH B 3aBUCHUMOCTH OT KOHTHHTEHTA
oOyyJaronuxcs.

3. O0pa3oBaTe/jibHbIe TEXHOJOIMH, NPHMeHsieMble NPH OCBOCHHH JAUCHMILIUHBI
(Mmomyuis)

B xome wu3yueHMs [OUCHMIUIMHBI IPEIyCMOTPEHO MCIIOJIb30BaHHME CIEAYIOIIUX
00pa30BaTEeNbHBIX TEXHOJOTHH: JIEKIHMH, MPAKTUYECKHE 3aHATHA, MpoOJieMHOe oOyueHwue,
MOJyJIbHasi TE€XHOJIOTHUS, MOJAIOTOBKA NMUCHbMEHHBIX AHAJIMTUYECKMX PabOT, CaMOCTOSATENIbHAs
paboTa CTyJeHTOB.

KoMneTeHTHOCTHBIM MOAXO0A B paMkKax HpernojaBaHMs JUCLUIUIMHBI peaau3yercss B
MCIIOJIb30BAaHUU HMHTEPAKTUBHBIX TEXHOJOTMH M AaKTHBHBIX METOAOB (IPOEKTHBIX METOIUK,
MO3rOBOI0 INTypMa, pa300opa KOHKPETHBIX CHUTyalluil, aHaiM3a IeJarornyeckux 3ajad,
[earorn4eckoro SKCIepUMEHTa, MHBIX (POPM) B COUETAHUU C BHEAYJUTOPHOU pabOTOM.

NHdpopmanMoOHHbIE  TEXHOJOIMM, IPHUMEHSAEMble IpU HU3YYCHUM JIUCLUIUIMHBL
UCTIONb30BaHUEe  HMHOOPMAIIMOHHBIX  PECypcoB,  JTOCTYNHBIX B HH(OPMAIMOHHO-
TEJIEKOMMYHHUKAL[MOHHOM ceTu MIHTepHeT.

AnantuBHbIe 00pa30BaTENIbHBIE TEXHOJIOTUH, IPUMEHAEMBIE IIPU U3YUEHUN JUCIUILINHBI
— JUIA JMIl C OrPaHMYEHHBIMM BO3MOXKHOCTSMH 3]I0POBbsSI IPEAyCMOTpEHa OpraHU3alus
KOHCYJIbTAI[Mi C NCIIOJIb30BAaHUEM 3JIEKTPOHHOM MOYTHI.

4. OueHoYHbIE CPEACTBA AJ TeKylLIero KOHTPOJISA yCIeBaeMOCTH M IPOMeXKYTOYHOM
aTTecTalnu

OneHouyHble CpeACTBa MpeIHa3HAYeHbl MJs KOHTPOJS M OLEHKM 0Opa3oBaTeIbHBIX
JOCTIDKEHUH o0yvarolmuxcs, OCBOMBIIMX Iporpammy ydeOHoM aucuuruiibel «Lugposoe
KaJIpOBOE JI€JIOMPOU3BOJICTBOY.

OneHouHbIE CpecTBa BKIKOYAET KOHTPOJIbHBIE MAaTEpHaibl JUIsl IPOBEACHMS TEKyLIero
KOHTPOJIAA B (popMe TECTOBBIX 3a/laHui, JOKJIaJa-Ipe3eHTallud MO IMPOOJIEMHBIM BOIpOCaM,
Pa3sHOYpPOBHEBBIX 3a/laHUM, CUTYallMOHHBIX 3aJlad U NMPOMEKYTOYHOH aTTrecTauuu B (opme
BOIIPOCOB K 3K3aMEHY.

CTpyKTYypa OLICHOYHBIX CPEACTB AJIsl TEKYIIed U MPOMEKYTOUYHOM aTTeCTANMU

HanmMeHnoBanue o1ieHOYHOIO
Kon u
No CpesicTBa
HauMEHOBaHHUE Pesynbrarel 00yueHus v
/o Texymui [IpomexyTounas
WHANKATOpa
KOHTPOJIb aTTecTaus
NyK-2.1 NYK-2.1 Onpenensier mopsyiok | Bonpockr st Bormpoc Ha 3auete
[Tonumaer (GOopMUpOBaHUST TIPABOBBIX HOPM, | YCTHOTO 1-4
1 | cymHoCTb HenM W 33Ja4d  HOPMATUBHBIX | (ITMCBMEHHOTO)
MPaBOBBIX  HOPM, | MTPABOBBIX aKTOB ormpoca o Teme,
neire u  3amaudu pazaeny
HOPMAaTUBHO NYK-1.2 ®opmupyer TpeGoBanus | Pemenue Bompoc Ha 3auere
IIPaBOBBIX aKTOB NPy HCHOJIB30BAHWM IPABOBBIX | CUTYallMOHHBIX | 5-8
2 HOPM, e " 3aa9 | U MPAKTHYECKUX
HOPMAaTUBHBIX PABOBBIX aKTOB 3a]a4 10 MJIaHy
poOIEeMHOrO
ceMuHapa
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NYK-1.2 PazpabateiBaer noaxoxasl | [logroroska Bomnpoc na 3auere
IPY  HKCIOJIb30BAaHWU TIPABOBBIX | cooOIieHui mo | 9-11
HODM, LemH u 3a7a4d | TIaHy
HOPMaTHBHBIX [IPABOBBIX aKTOB npoOIEeMHOTO
ceMHHapa
NYK-2.2. NYK-2.2. Ompenenser nouck | Bompocsr mis Bormpoc Ha 3auete
OcymiecTBnsier HEOOXO0IUMOi MIPaBOBOH | YCTHOTO 12-14
MOUCK uHpOpMauK sl pemieHus | (MMCbMEHHOTO)
HEOOXOIMMOMH podeCCHOHATTLHBIX 3a/1a4 ompoca 1o TeMe,
MpaBoOBOM pazaeny
unpopmanun  ana | UYK-2.2.  ®opmupyer mowuck | Pemienue Bomnpoc na 3auere
peleHus HEOOXO0TUMOi NpaBoOBOH | cuTyaumoHHbIX | 15-20
npodeccHoHaNBHBIX | HHpOPMAMK U PEIICHUS | U MPAKTHYCCKUX
3a1a4 npogecCHOHANBHBIX 3a1a4 3a7ad4 1o MIaHy
npoOIEeMHOTO
ceMHHapa
NYK-2.2. PazpabarsiBaeT mowmck | [logroroBka Bomnpoc na 3auere
HEOO0XOIUMOM MPaBOBOH | COOOIICHUI IO 21-25
WHPOpPMAlMK IS peIleHUs | TUIaHy
pohecCHOHATBHBIX 3329 MPOOIIEMHOTO
ceMHHapa
NYK-2.3. NVYK-2.3. Onpenenser npuHuuiiel | Borpocs! qs Bormpoc Ha 3auete
Ucnonezyet MPOEKTHOM  METOJOJIOTHH  JUIS | YCTHOTO 26-30
TIPUHIIATIBI penreHus Mpo(eCCHOHANBHBIX | (ITMCEMEHHOTO)
MIPOEKTHOM 3azad oIpoca 110 Teme,
Merogonorun it | UYK-2.3. @opmupyeT NpUHIMIEI | a3ty
peeHus NPOEKTHOM  METOMOJIOTHH  AJIS
Npo(ECCHOHANIBHBIX | pEIICHHs npodeccuoHanbHbIX | Pemenue
3amaq 3aga4 CUTYaIIMOHHBIX
NYK-2.3. PazpaOarbiBaer | 1 MPaKTUIECKUX
MPUHIIMIIBI MPOEKTHOH | 3aAa4 M0 IUIaHy
METOMOJNOTUM Ui pelIeHust | IPOOIEMHOro
npodecCHOHANBHBIX 33124 ceMHHapa
NYK-2.4. NVK-2.4. Omnpenenser | Bonpocs! mist Bomnpoc na 3auere
Brioupaer ONTUMABHBIN CIMOCOO pEUIeHHs | YCTHOTO 31-36
ONTUMAJIbHBIN 3a/1a4, WMEIOIINXCS PECYpPCOB U | (MHCHMEHHOTO)
crnoco0  pelleHus | OrpaHMYCHHH, OLEHKH PHCKOB Ha | OIpoca Io TeMe,
3aja4, MMCIOLIUXCS | OCHOBE MPOEKTHOTO | pasneiy
pecypcoB U | MHCTPYMEHTapus
OTPaHUYCHHH, NVYK-2.4. ®opmupyer | Pemrenne
OLIEHKU PHCKOB Ha | ONTHUMAaJbHBIM CIIOCOO pelIeHHs | CUTYyallMOHHBIX

OCHOBC ITPOCKTHOI'O

3aa4, UMCHOMUXCA PECypCOB U

" MMPAKTHYCCKUX

WHCTPYMEHTApUs OTpaHUYEHH, OLIEHKH PUCKOB Ha | 33a]a4 IO IUIaHy

OCHOBE MPOEKTHOrO | POOIEMHOrO

WHCTPYMEHTApHUS ceMHHapa

NVYK-2.4. PazpabarsiBaer

ONTHMAJBHBIN CITOCOO pemeHus

3a1a4, MMEIOIIMXCS PECypCcoB M

OrpaHUYEHHH, OLIEHKH PUCKOB Ha

OCHOBE MPOEKTHOTO

WHCTPYMEHTAPHS
HIIK-2.1. UIIK-2.1. Onpegnensier | Bonpocs! mist Bomnpoc na 3auere
Opranunzyer JIOKYMEHTHPOBaHHE YCTHOTO 37-41
JOKYMEHTHPOBAHUE | YIPABJIEHYECKOW JEATENLHOCTH B | (TMCHMEHHOTO)
yIIpaBIeHYECKON OpraHM3alrH.
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JEATENbHOCTH B | UIIK-2.1. dopmupyer | ompoca o TeMe,

OpTaHM3aLNH. JIOKYMEHTHPOBaHHE pazneny
YIPaBJIEHUECKOH AEATENbHOCTH B
OpraHU3aLUU. Pemenue
UIIK-2.1. PazpabarsiBaeT | CUTYalMOHHBIX
JIOKYMEHTHPOBaHHE Y TIPaKTUIECKIX
YIPaBJIEHUECKOH IEATEIBHOCTH B | 3a4a4 IO IUIaHy
OpraHu3aIyy. MPOOJIEMHOTO

ceMuHapa

UIIK-2.2. UIIK-2.2. Onpenenser | Bonpocs! mjist Bormpoc Ha 3auete

[Ipumensier WHQOPMALMOHHBIE CHUCTEMBI B | YCTHOTO 42-45

WH(GOPMAITMOHHBIE | YIPABICHUYECKOW NEATENHHOCTH B | (MMTMCHMEHHOTO)

CUCTEMBI B | OpraHH3alHN ormpoca 1o TeMe,

YIIPaBICHYECKOMN HIIK-2.2. dopmupyer | pasgeny

10 | AeATebHOCTH B | ”HQOpMAIIMOHHbIE CHCTEMBI B

OpraHM3alnN VIpaBJICHYECKON JesTenbHoCTH B | Pemenne
OpraHH3alnn CUTYaIIMOHHBIX
HNIIK-2.2. PaspabarbiBaeT | M IPAKTHIECKUX
WHGOPMAITMOHHBIC CUCTEMBbI B | 32/1a4 110 TUIAHY
YIPABJIECHYECKOU JIEATENLHOCTU B | MPOOJIEMHOIO
OpraHu3alyu ceMHHapa

Iloka3aTenu, KpUTEPUHU U MIKAJIA OL[eHKU c()OPMHUPOBAHHBIX KOMIIETEH It

CooTBeTcTBUE YPOBHEH OCBOCHHS KOMIIETEHIIMH IJIAHUPYEMBIM pe3yiibTaTaM
00y4YeHHsI M KpUTEPHAM MX OLICHUBAHHUS

Kon n naumeHoBaHue

WHJIUKaTOpa

[IOPOrOBBIN 0a30BbIl IIPOJIBUHYTHIN
Onenka
Y I0BJICTBOPUTEIIHLHO XopoI110/3a4TeHO OTJIMYHO /3a4TEHO
/3a9TEHO

YK-2 Cnoco0eH onpeaejsiTh KPYr 3aJ1a4 B pAMKAaX MOCTABJIEHHOI 1eJIM M BLIOMPATH ONTUMAJILHBIE

CIOCO0bI UX peleHusl, HCXO/Isl M3 AelCTBYIOLIUX PABOBbLIX HOPM, MMEIOLIUXCS PEeCYPCOB H

OrpaHvyeHMit
NyK-2.1 NYK-2.1  Omnpenensier | UYK-1.2 ®opmupyer | MYK-1.2 Pa3pabarbiBaet
[MoHnmaer cymHOCTH | MOPSAOK (GOPMUPOBAHHUS | TpeOOBaHHS NP | TIOAXO/IBI npu
MIPaBOBBIX HOPM, | TIPAaBOBBIX HOPM, LIEJIM M | UCIIOIb30BAHUH UCIIOIb30BaHUN
mesied W 3ajauyd | 337aud = HOPMATWBHBIX | MIPABOBBIX HOPM, 1M | MPABOBLIX HOPM, LEIH H
HOPMAaTHBHO MPABOBBIX aKTOB W 331241 HOPMATUBHBIX | 337a4d  HOPMATHUBHBIX
MIPaBOBBIX AKTOB MPABOBBIX aKTOB IPaBOBBIX aKTOB
NYK-2.2. NYK-2.2. Omnpenenser | UYK-2.2. ®opmupyer | UYK-2.2.
OcymIecTBIIET TOWCK | TIOUCK HEOOXOAMMOK | MOUCK HeoOxoaumoli | Pa3pabareiBaeT  MOMCK
HEOOXOAMMOMN MpaBOBOW HWH(OPMAIINK | TTPABOBOM HE00X0IMMOH TIPaBOBOM
MPaBOBOM JUIst pewenus | nHGoOpMaMK i | uHpopManun Uit
nHpOpPMaLUH Ui | mpo)ecCHOHaNIbHBIX pereHus peleHus
peleHus 3aja4 npo¢eCcCHOHANBHBIX npodeCcCHOHATBLHBIX
po¢eCCHOHANTBHBIX 3aga4 3a1a4
3aj1a4
NVYK-2.3. Ucnonssyer | UYK-2.3. Omnpenenser | UYK-2.3. ®opmupyer | UYK-2.3.
MPUHIMIBI TPOSKTHOM | MPUHIMITBI  MPOEKTHON | MPHHIMUITBI TPOeKTHOW | Pa3pabarsiBaeT
METOAOJIOTUHI IS | METOJIOJIOTHH IS | METOJIOJIOTHH JUIs | IPUHLIMIOBI  TPOEKTHOM
peeHus pereHus pereHus METO/I0JIOTHH st
podhecCHOHaTbHBIX po(heCCHOHATBHBIX po(heCCHOHATIBHBIX pereHus
3aga4 3aj1a4 3aga4
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podeccHoHaTbHBIX
3a71a4

NVYK-2.4. Beibupaer | UYK-2.4. Omnpenenser | UYK-2.4. ®opmupyer | UYK-2.4.
ONTHMAJIBHBIH CTOCO0 | ONTUMAIBHBIA  CIIOCO0 | OMTUMaIBHBIA crmocol | Pa3zpabareiBaeT
pereHus 3ajad, | peleHus 3ajad, | peleHus 3ajay, | ONTUMAJIBHBIM  CIOCOO
HMMEIOLINXCS PECYpPCOB | UMEIOLIUXCSA PECYPCOB U | UMEIOIIMXCS PECYpPCOB | pEIIEHUs 3azad,
u OTpaHWYCHHH, | OTPAHUYCHUH, OLEHKHU | U OTpaHUYEHHH, | UIMEIOIINXCS PECYPCOB U
OLIEHKM pHUCKOB Ha | PUCKOB  HAa  OCHOBE | OLIGHKM PHUCKOB HA | OTPAaHUYEHUI, OLICHKU
OCHOBE  IPOEKTHOTO | IPOEKTHOTO OCHOBE  IIPOEKTHOIO | PUCKOB ~ Ha  OCHOBE
WHCTPYMEHTApHUS WHCTPYMEHTAPHUS WHCTPYMEHTAPHS MPOEKTHOTO
HHCTPYMEHTAPHUs
IK-2 Cnocofen k opranu3anuu J0KyMeHTHPOBAHUS YIIPABJIEeHYECKOI 1eATeJbHOCTH B
OpraHu3aluu
UIIK-2.1. Opranmsyer | UT1K-2.1.  Omnpenensier | UT1K-2.1. Dopmupyer | UT1K-2.1.
JOKYMEHTHPOBaHHUE JIOKyMEHTHPOBaHHUE JIOKyMEHTHPOBaHHUE PazpabatbiBaet
YIIPaBJICHYECKOU YIPaBICHYECKOU YIPaBICHYECKOU JIOKYMEHTHPOBAaHUE
JCATCIIBHOCTHU B | JCATCIBbHOCTH B | ACATCIbHOCTHU B praBnquecxof/'I
OpraHU3alLuHy. OpraHU3aIIrH. OpTaHU3aIIMH. JeATETIBHOCTH B
OpraHu3aLuH.
UIIK-2.2. Tlpumensier | UIIK-2.2. Omnpenensier | UT1K-2.2. ®opmupyet | UTIK-2.2.
WHPOPMAILMOHHBIE WHQOPMAaIMOHHEIE WHPOPMAaIMOHHEIE PazpabateiBaet
CHCTEMBI B | CHCTEMBbI B | CHCTEMBbI B | MH(popMaMOHHbIE
YIIPaBIEHUYECKOU YIIpaBICHUYECKOU YIIpaBICHUYECKOU CUCTEMBI B
ACATCIIbHOCTU B | ACATCIIbHOCTHU B | ACATCIBHOCTHU B ynpaBnquecxoiz'I
opranuvsanuu opraHnu3anuu opranu3anuu ACATCIIbHOCTU B
OpraHu3aluu

TunoBble KOHTPOJIbHBbIE 33aJaHHSl WJIM HMHble MaTepHajbl, HeOOXOAUMBbIE JIA
OLICHKH 3HAHUI, YMEeHMii, HABBIKOB W (WJIH) ONBITA JAeSAITEIbHOCTH, XapaKTepH3YIOIHX

ITaNbI
NPOrpamMmbl

4.1.1.
AOKYMEHTALUN»

dopMHupoBaHUST KOMIETEHIIMII B MpoIlecce OCBOEHHS 00pa3oBaTeJbLHON

Bonpocsl mo mnpodiaemHomy cemunapy «CocTtaB M BHABI KaJApPOBOM

1. Cnyx06a 1OKyMEHTAIIMOHHOTO 00CCIICUCHHUS YIIPABIICHHUSI, 1I€JIH, 3a1auH, (DYHKIIHH.

2.

3.

4.

> GyHKIIH.
6.

7.

8.

9.

10.

11.

12.

K 0OpMIIECHHIO.

13.

14.

Tpu Gopmbl opraHn3anuy JeI0NpOU3BO/ICTBA.
Bxopsiiiue 1oKkyMeHTBI, MPOLECC IBUKEHUSI.

Hcxopasimye JOKYMEHTBI, MPOLecC ABUKECHHUS.
Perucrpanus u unaexcamus J0KyMEHTOB, OIIpe/ieJIeHUEe, IPUHIUIIBI BHITOJIHEHUS,
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Howmenknarypa e, onpeaeneHue, BUAbL, HOPsI0K COCTaBICHUS, GYHKIINU.
dopmupoBaHKE JIe]1, TpeAHA3HAYEHUE, ITAIbI.
OpraHu3anroHHO — MPaBOBas TOKYMEHTAINs, ONpe/IeTICHHE, TpeTHa3HAYCHHE.
PacriopsimuTensHbIe TOKYMEHTHI, OTIpe/IeIICHNE, TpeTHA3HAYCHHE.

WHpOopManmoHHO - CTIpaBOYHEIE JOKYMEHTHI OTIpeIeIeHue, TpeHa3HAuYCHHE.

VYcraB, npeaHa3sHaueHue, CTPYKTypa, TpeOoBaHUS K 0(hOpPMIIEHUIO.

[TonoxeHne o0 CTPYKTYpPHOM TIOIpa3IeIeHUH, IPeAHa3HauYeHNE, CTPYKTypa, TpeOOBaHUS

JlomKHOCTHAS! HHCTPYKIMS, IPeAHa3HaYeHUe, CTPYKTypa, TpeOOBaHUs K OPOPMIICHHIO.
[lItaTHOE pacnucaHue, NpeHa3HauYe€HuE, CTPYKTypa, TpeOoBaHUs K 0)OPMIIEHUIO.



15. TlIponenypa u3manus npuKasa.

16. TlIpouemypa cozmaHus MPOTOKOIIA.

17.  Jloxnamuas 3amucka, onpeeneHue, HOpsAI0K COCTABICHUS, TPeOOBaHUS K O(OPMIICHHIO.

18. CnyxeOHas 3amucka onpeaeacHue, mopsiIoK COCTaBICHUSI, TPEOOBAHUS K 0(OPMIICHHIO.

19. OOBsicHUTEIbHAS 3aMCKa ONIPE/IeTICHNE, TOPSIIOK COCTABICHUS, TPEOOBaHUS K

0(OPMIICHHUIO.

PexomMennaTeapHOE MHUCEMO OIIpEIETICHUE, OPSIIOK COCTABICHNUS, TPEOOBAHHUSA K

0 OpMIICHHUIO.

21, Yuauduxamus GpopM JI0KYMEHTOB, CyITHOCTh, QYHKIMH, TpUHIHMI TpoBeneHus (Tabens
dopm, Ans6oMm popm).

22. AKT 4 cripaBKa IpeHa3HAYCHUE, COCTABIICHHE, PEKBH3UTHL.

23. AuroputrM mpuema Ha padory.

24. Anroput™m mepeBoja Ha IPYyryro paboTy.

25. AJropuT™ YBOJIBHEHHUS COTPYTHHUKA.

26. AJropuT™M MpPEIOCTABICHUS OTITYCKA.

27. Jluunas kapTouka T-2, HOPSIIOK 3aMONTHEHHS.

28, TpynoBoii 10roBop, CTPyKTypa, NpeAHa3HauYCHHE, OCOOCHHOCTH COCTABIICHUS U
HOJNYCAHNUS.

20.

29. BeneHue TPpyI0BOW KHUKKHU: OOIINE TOJOKCHHSL.

30. Bxuamplin 1 1yOIHKAT B TPYAOBYIO KHUKKY, YCIOBHSI BBIIAYH, AITOPHTM 3alI0THCHUSL.
31. JloBepeHHOCTh Ha MOIyYCHUE MATCPHATbHBIX [IEHHOCTEH.

32.  OdopmiieHne JIMYHOIO Aeia COTPYAHMKA.

33. Tlopsiaok XpaHEHHs JOKYMEHTOB U [epeIadn B apXUB.

34. JIoKyMeHTaIHs [0 MOOMIPEHHIO PAOOTHUKOB M JUCIUIUTHHAPHBIM B3bICKAHHSIM.

Ilepeuensv yacmu komnemeHyutl, NPOBEPIEMbIX OYEHOUHBIM CPEOCNBOM:
NVYK-2.1. [ToHnmaet cyiHoCcTh NPaBOBBIX HOPM, LI€TU U 33/1a41 HOPMAaTUBHBIX IPAaBOBBIX aKTOB;
NVYK-2.2. OcyuecTBiasieT NOUCK HEOOXOAMMOM mpaBoBOW MHGOpMANMM s pELIeHUs
poeCCHOHANIBHBIX 3a]1aY;
NVYK-2.3. Ucnonb3yeT NPUHLIUIBI TPOEKTHOM METOI0JIOTUH Ul pelieHus] TpodecCHOHATbHBIX
3az1ay,

4.1.2 Coo01ieHHs COTJIACHO MJIAHY MP006JEMHOr0 ceMUHapa

1. Co3pmaiite WORD - nokymeHnt ¢opmara A-4 coryiacHO npaBuiiamM o(OpMIIEHHUs
KOHCTPYKLIMOHHOMN CETKH C Pa3INYHbIMU PEKBU3UTAMH.

2. CornmacHO mpaBWJIaM IOCTPOEHMSI TEKCTa PACIOPSAUTENBHOIO JOKYMEHTa
IpUBEAUTEIIPUMED TEKCTa TIOKyMEHTa (HareuaTaiiTe TeKCT Ha Jiucte popmata A4).

3. Yem ornmyaercs oopMiIeHHE NMpHKa3a MO JMYHOMY cocTaBy? B paszamuHbIX
HCTOYHUKAX HaiinuTe oOpaselr] mpukaza 1o JUYHOMY COCTaBy (pacreuaTaTh Ha JMcte ¢opmara
A4).

4. Hcnons3ys matepuan n3 [Ipunoxenus 1 «PekoMeH1anuu 1o ucroib30BaHUIO PU
HalMCaHUM JIOKYMEHTOB OT/ENbHBIX Hamboyiee 4acTo YHOTPeOJIIEMBIX CIIOB M YCTOWYHMBBIX
COUYETaHMI» coCTaBbTE 3 pazNUYHBIX JOKYMEHTa (TUChbMO, MpHUKa3, akT u ap.). Opopmurs Ha
mucrtax  Qgopmara A4, pyuykoll HMIM MapKepoM OTMETUTh HCHOJb3yeMbIe CJOBAa WM
CJIOBOCOYETAHMSI, MONNCATh K KaKOMYy OJIOKY peKOMEHJAllMii OTHOCUTCS (HAapUMep, OKa3amb
HOMOWb - YCTOWUMBBII 000pOT peun).

Ilepeuenv uacmu komnemeHyuil, NPOGEPIEMbIX OYEHOUHbIM CPEOCMBOM.:
NIIK-2.1. OpranusyeTr JOKyMEHTHPOBAaHHUE YIIPABICHYECKOH IESTEIbHOCTY B OPraHU3aluu
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NVYK-2.1. IloHuMaeT CyniHOCTh MPABOBBIX HOPM, LEIW M 3aJa4d HOPMATHUBHBIX MPaBOBBIX
aKTOB;

NYK-2.2. OcymiecTBiaseT TOWCK HEOOXOAMMOW TMpaBOBOM HWHGOPMAIMU JJIs PEIICHHS
npodecCHOHANBHBIX 33]1a4;

NYK-2.3. Ucrionb3yeT NPUHIUIIBI TPOSKTHOW METOJI0JIOTHH JIJIs pelIeHUs PO eCcCHOHATbHBIX
3azay,

4.1.3 Pemienune cuTyallMoOHHBIX 32124 10 IJIAHY IP00JIEMHOr0 ceMHHApa
1. CocraBbTe M 0¢GOpMHUTE MNPHUKA3bl IO OCHOBHOM JAEATENBHOCTH, B Cllyyae
HE00X0UMOCTH100aBbTE HETOCTAIONIYI0 HH(POPMAIIHIO:

C nenpio MpUBJIEUEHHS CIOHCOPOB I 00ECTeueHHsI MPOU3BOACTBEHHOMN JI€ATEIbHOCTH
reHepasibHbld aupekTop OO0 «Montep» (r. ExarepunOypr) O. I'. CoxonoB 20 ceHTSOps
TEKYIIEero roja M3Aajl IpUKa3 O CO3/laHUM KOMMEPYECKOrO OTJEeNa CO CIEAYIOUIUM IITaTHBIM
COCTaBOM: KOMMEPUECKUH AUpeKTop — 1 mT. ex., Beaynuii cnenuanuct — 1 1mT. efl., CnenuaiucT

— 1 mrr. en.

I'maBHOMY Oyxrantepy npeanpustus I'. A. I'opsiueBy OblJI0 OPYUYEHO BHECTH U3MEHEHUS
B IITaTHOE PacHHCaHue MPEANPUATH Ha 4-if KBapTall TEKYILEro rojia ¥ BEIHECTH Ha YTBEPXKICHHE
HOBbIM JOKyMeHT K 1 okTsa0ps. HauanbHuky otnena xaapos T. H. HruateeBy npeanucano
YKOMITJIEKTOBAHHUE OT/IEJIa KAIPAMH C BBICIIUM 3KOHOMUYECKHM o0pa3oBaHueM K 10 okTsa0psi.

OTBETCTBEHHOCTb 3a UCIIOJIHEHHE MPHKa3a AUPEKTOP OCTABUI 3a cCOOOU. J[aHHBIN MPOEKT
IIPUKAa3a COCTaBIISI CEKpeTapb reHepainbHoro aupekropa 1. M. Brnacosa.

Ilepeuensv yacmu komnemeHyutl, NPOBEPIEMbIX OYEHOUHBIM CPEOCNBOM:

NIIK-2.1. Opranu3yer 10OKyMEHTHPOBAaHHUE YIIPABICHYECKOMN JIEITEIbHOCTH B OPraHU3aluu

NIIK-2.2. [IpumeHseT MHPOPMALMOHHBIE CUCTEMbI B YIPABICHUYECKON JEATEIbHOCTH B
OpraHu3aluu

4.1.4 TloaroroBka coO0IIEHHUI N0 IVIAHY MPOOJIEMHOI0 CEeMHUHAapa
ITpoanamuzupyiite 'OCT P 7.0.97-2016. Cucrema ctanmapToB no uH(poOpmMaiu,
OMOIMOTEYHOMY ©  HW3JIaTeIbCKOMy  Jneiny. OpraHu3allioOHHO  -pacropsiANTeNIbHAs
JoKyMeHTalusi. TpeboBaHMs K O(OPMIIEHHIO JOKYMEHTOB, OTBEThTE Ha CIeIyrollue
BOIIPOCHI:
1) Jlaiite  ompenencHWe TMOHATUIO  «PEKBHU3UT». (CKOIBKO PEKBHU3HUTOB
CYILLIECTBYET y IOKyMeHTa (110 JaHHOMY rOCYJJapCTBEHHOMY CTaHapTy)?
2)  Kakwue TpeOoBaHHS B COOTBETCTBHH C JAaHHBIM HOPMATHBHBIM JOKYMEHTOM
JIOJIKHBI IPEBABIATHCS K OJJaHKaM JOKYMEHTOB?
Ilepeuensv yacmu komnemeHyutl, NPOBEPIEMbIX OYEHOUHBIM CPEOCNBOM:
NVYK-2.1. [ToHnmaeT cyiHoCTh PaBOBBIX HOPM, 1I€TU U 33/1a41 HOPMAaTUBHBIX IPABOBBIX aKTOB;
NVYK-2.2. OcyuecTBiasieT MNOUCK HEOOXOAMMOH mpaBoBOW HMH(POpPMAIMK JJIs  peIIeHHs
poeCCHOHAIBHBIX 3a]1aY;
NVYK-2.3. Ucnonb3yeT NPUHLIUIBI TPOEKTHOW METOI0JIOTUH IS pelieHus] TPpopecCHOHATbHBIX
3ajady;
NVYK-2.4. BbiOupaer oONTUMalbHBIA CIIOCOO peIIeHUs 3a/ady, HMEIOLIUXCS PECypcoB U
OTpaHUYEHUH, OLIEHKU PUCKOB Ha OCHOBE IIPOEKTHOTO MHCTPYMEHTAPHUSI

4.1.5 IlpuMepHbIe BONPOCHI HTOTOBOT0 TECTUPOBAHUS (IIPOBOJAUTCA MO BCEM TeMaM
y4e0HOro Kypca):

Bapuant 1. (mpumep)
2. K opranu3aiiuoHHbIM TOKyMEHTaM OTHOCHUTCSI:
A) monoxeHue 00 opraHu3aluu;
b) ykazanue;
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B) mpotoxkon.

3. PyxoBoactBo OO0 «CTpoiCynepruHBECTTOPI» PEIIUIIO MPU 0POPMIICHUH MUChMa-
MPEIOKEHUST O COTPYJIHUYECTBE CBOMM TmapTHepaMm «MHBECTCTPOUKOMKHUPIUY)
UCIIOJIb30BaTh N300paKCHHE TOCyAapCTBEHHOT0 repba PD.

Hackonbko mpaBoMOYHBI AeiicTBUsA pykoBojcTBa Ob6mectBa? [ToarBepaure cBOi OTBET
CCBUIKOWHA HOPMATUBHbBIE JJOKYMEHTHI.

4. OdopmMuUTE HECKOIBKO BUIOB peKBU3UTa « OTMETKA O MPHIIOKESHUI»:
® [IPIJIOKEHUH B IOKYMEHTE HECKOJIBKO;

® IPUJIOKEHUE COPOIIIOPOBAHO;

5. Ha xaxue 6udvl 00KyMeHmMO8 He PACNPOCMPAHAENCSL

oeticmeuel OCT P 7.0.97-20167

a) yCTaB, MOJIOKEHHE, aKThl, TUChMA, CIIPABKU;

0) ycTaB, 3aUeTHbIC KHUYKKH, aKThI, TUCbMA,

CIIPaBKU; B) YCTaB, MOJOXKEHUE, aKThI,

yIOCTOBEPEHHUSI, CIIPABKH.

6. I1o pacnonoosicenuro pekeuzumos 8vloesion ciedyioujue uobl OJIAHKOS.!
a) YIJIOBOM U MPOAOIBHBIN;

0) yriaoBOi U LICHTPUPOBAHHBIIH;

B) YIJIOBOM U IIEHTPAIM30BAHHBI.

Hepequb yacmu Komnemeﬁuuﬁ, npoeepsiemovlx OYyeHOUYHbIM cpe()cmeom:
NVYK-2.1. [lToHumaet cyiHoCTh IPaBOBBIX HOPM, LI€IHU U 33/1a41 HOPMAaTUBHBIX IPABOBBIX aKTOB;
NYK-2.2. OcymecTBiasieT MOUCK HEOOXOAMMON MpaBoBOM HHGOpPMALUU AN  PEHICHUS
poeCCHOHANIBHBIX 3a]1a4;

NYK-2.3. Ucnonb3yeT NPUHIUIBI MTPOSKTHOW METOAOJIOTHH sl pelieHus] MpodeccuoHaIbHbBIX
3azay;
3a4yeTHO-IK3aMeHAIMOHHbIE MATEPHAJIBI IJIsI MPOMEKYTOYHOM aTTecTaluM (3a4eT)

1. TlonsTHe cucTeMbl JOKYMEHTAMOHHOIO 00eCIeYeH s YIPABIEHUS IEPCOHATIOM.

2. TpeboBanus, NpeabsBisieMble K OOPMIICHUIO PEKBU3UTOB KaJApPOBOH TOKYMEHTALINH.

3. Ilpunanue HOKyMEHTaM IOPUIANYECKON CHITBI.

4. Tlopsnok 0OpaOOTKM M pEerucTpali JOKYMEHTOB, UX MHJEKcalluu. PerucrpainoHHble
(OpMBI TOKyMEHTOB U MX 3aII0JIHEHUE.

5. KoHTposb HCIOTHEHUS JOKYMEHTOB.

6. Krnaccugukamnus kaIpoBbIX JOKyMEHTOB.

7. OTnnuMs B HOArOTOBKE MPUKA30B IO JIMYHOMY COCTaBY U MPUKA30B 110 OCHOBHOM
JESTEIIBHOCTH.

8. HopmartuBHo-MeToaMueckas 0aza, perJaMeHTUpPYoIas MOAr0TOBKY KaJpOBOM
JOKYMEHTAIUH.

9. TIpocTble U CIIOKHBIE PUKA3bl: OCOOEHHOCTH O(POPMIICHHUS.

10. IoHsiTHE TPYAOBOTO JOTOBOPA, 00S3aTEIBHBIX U TOTIOJIHUTEIBHBIX YCIOBHIA TPYIOBOTO
JI0TOBOpA.

11. IIpaBuna opopmiieHHs PpEKBU3UTOB TPYIOBOIO JOTOBOPA.

12. Ocobennoctu ohopMIIeHUS KypHAJIa PErUCTPALUH TPYIOBBIX J10TOBOPOB.

13. CocraB TOKyMEHTOB, TpeOyeMBIX OpraHaMH Ha30pa U KOHTPOJIS TIPH MPOBEICHUN
IIPOBEPOK.

14. Oopmnenue nporerypbl IPOBEPKH KaIpOBON JOKYMEHTAIIUH.

15. OcobeHHoCTH COCTaBICHHS KypHajla yueTa MEpOIPUATHI 110 KOHTPOJTIO.

16. Buapl mpoBepok.

17. OtBercTBEHHOCTH paboToaaTeNs U PU3NUECKUX JIMIl HAa HEHAJIEXKAIllee COCTOSHNE
KaJpOBOU TOKYMEHTALINH.
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18. Ha3znaueHue WHCTPYKITUHU IO IOKYMEHTAIUOHHOMY OOCCTIICUCHHIO YIIPABICHHS
nepconangoM. CocTaB pa3/eios.

19. OcobGeHnHocTH pa3pabOTKH U COCTABICHUS IMITATHOTO PACIIUCAHMS.

20. [TpaBuia BHyTPEHHETO TPYIOBOT'O pacHoOpsiIKa: Ha3HAYEHUE U TOPSI0K 0(pOpMIICHHUSI.

21. IlepconanbHble JaHHBIE paOOTHUKA: COOP, XpaHEHUE, OTBETCTBEHHOCTH 32
JOCTOBEPHOCTh U HE3aKOHHOE PACIPOCTPAHEHHUE.

22. OCHOBHBIE HOPMATUBHO-TIPABOBBIE AKThI, PETJIaMEHTUPYIOIIHE PaboTy ¢ TPYAOBBIMU
KHIKKaMH pPaOOTHUKOB.

23. [IpaBuna odopMieHHs TPYIOBBIX KHUKEK, BHECCHHS IOMOJIHEHHS U UCIIPABICHUN B
HETPaBUIbHO BHECEHHBIE 3aITHCH.

24. Tlopsiok BbIIa4YM TPYAOBOM KHIDKKH PAOOTHUKY

25. BxiaapI B TPYJOBYIO KHIKKY.

26. Beigaua ny06nukara Tpy10BOH KHMXKKH

27. Y4er IBWKEHUS TPYAOBBIX KHIKEK U BKIIQIBIIICH K HUM.

28. Odopmiienue npuema paboTHUKOB. COCTaB JOKYMEHTOB, TpeOyeMbIX MPHU MprueMe Ha
pabory.

29. Oopmiienue nepeBoaa pabOTHUKOB Ha IPYTyto paboTy

30. Oopmitenne poreaypbl KOMaHIUPOBAHUS PAOOTHUKOB.

31. Oopmiienue oTmycka.

32. TlpaBuiia U CpOKH MOATOTOBKH rpaduka oTmyckoB (dpopma T-7).

33. Odopmiienue nporeayps! yBOIbHEHHs] pAOOTHUKOB

34. OcoOeHHOCTH COCTaBIICHUS! YHUPHUIIMPOBAHHBIX (POPM IPUKA30B O JINYHOMY COCTABY.

35. ®opMupoBaHue U BeAeHHE JUUHBIX Aell. COcTaB JOKYMEHTOB JIMYHOTO JIENa.

36. Benenne nnyHbIX KapTouek. [IpaBuiia BHECEHUS UCTIPABICHUH B TMYHBIC KAPTOUKH.

37. Ilonsitue HOMeHKIATYyphl Ael. [lopsaok cocTaBlieHrss HOMEHKIIATYPhI J1e] KaJpoBOn
CITYKOBI.

38. TpeboBaHus, MpeAbIBIIEMbIEC K 3aT0JIOBKaM JIe1. DIEMEHTHI 3ar0JIOBKOB JIeTI.

39. [opsimok popmupoBanus aen. [Ipu3Haku rpynnmupoBKH JOKYMEHTOB B JIENa.

40. TTops10K MOATOTOBKH JOKYMEHTOB K apXUBHOMY XPaHEHHIO.

41. Knaccudukanus 10KyMEHTOB 10 CPOKaM XpaHEHHUS.

42. YactuuHoe U mosiHOe 0(OpMIICHHE JIElI.

43. Cocrapnenue u 0hOpMIICHUE OITUCEH eI,

44. Opranusanus MpoBeACHUS SKCIIEPTU3BI IEHHOCTH JOKYMEHTOB.

45. AIMUHUCTpaTHBHAsA OTBETCTBEHHOCTh 3@ HapyIlI€HUE AEHCTBYIOLIET0 3aKOHOJaTENIbCTBA
110 apXUBHOMY JIETTy.

Kpurtepun oneHuBaHus pe3y/ibTaTOB 00y4eHUs!

IToporu oneHok BapuanTsl napameTpoB
BBICTABIIAECTCS IIPY HECOOTBETCTBUU OTBETA 33JaHHOMY BOIIPOCY, OTBET
HE 3a4TEHO MpeNCTaBIsieT CcoOOW pa3pO3HEHHbIE 3HAHUS C CYIIECTBEHHBIMH

ommnOkamMu 1o  Bompocy. IIpucyrcTByror — (parmeHTapHOCTS,
HEJIOTMYHOCTh U3J0kKeHHUsS. OTCYyTCTBYIOT BBIBOZABI, KOHKpETU3aLUs U
JIOKa3aTeIbHOCTh W3JIOKEHMs. JIOMOJHUTENIBHBIE U YTOYHSIOIIME
BONIPOCHI  MpernojaBareisi HE MPUBOAIT K KOPPEKIHH OTBETa

00y4aroIerocs.
BBICTABJISICTCS CTYACHTY, €CIIH CTYJACHTOM JIaH TOJIHBIA, pa3BepHYTHIH
3a4TECHO OTBET Ha IIOCTABJICHHBIH BOMPOC, IMOKA3aHO YMEHHE OIUCaTh M

WHTEPIPETUPOBATH CUTYAIUIO UM COBOKYITHOCTH (JAaKTOB, OOHAPYKHUTh
HX CBSI3M, 3aBUCUMOCTH U T.J1. OTBET YETKO CTPYKTyPUPOBAH, JOTHYEH,
W3JI0KEH JINTEPATYPHBIM SI3BIKOM C HCIOJIb30BAaHUEM COBPEMEHHOU
TEPMUHOJIOTHH. MoOTryT OBITh JONYIIEHBl 2—3 HETOYHOCTH WM
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HE3HAUUTCIIbHBIC OH_II/I6KI/I, HCIIPABJICHHBIC 06y‘-IaIOH_II/IMC$I C IIOMOIIBIO
IIpenogaBaTclis.

OueHoYHBIE CpeACTBA U WHBAIUIOB M JIMI C OTPAaHWYCHHBIMH BO3MOXKHOCTSIMH
3JI0pOBbsI BEIOUPAIOTCS C YYETOM UX WHAMBUIYATBHBIX ICUXO()U3UYECKIX OCOOCHHOCTEM.

— IIpY HEOOXOAMMOCTH MHBAJIUAAM U JINIIAM C OTPAHUYEHHBIMUA BO3MOKHOCTSIMH 3/10POBbS
IPEOCTABIISCTCS JOTIOJHUTEIFHOE BPEMs JJIs IIOATOTOBKM OTBETA HA SK3aMEHE;

— IpY MIPOBEJICHUH MPOLEAYPHI OLCHUBAHUS PE3yIbTaTOB 00YyUEHHS MHBAINAOB U JIHII C
OTPaHUYECHHBIMU BO3MOXHOCTSIMH 3/I0POBBS IPEAYCMATPUBAETCS UCIIOIb30BAHUE TEXHHUYECKUX
CpPE/ICTB, HEOOXOAMMBIX UM B CBSI3U C X MHIMBHIYAIEHBIMH OCOOCHHOCTSAMH,

— IIpU HEOOXOAUMOCTH JJIsl 00YHAIOIIUXCS ¢ OTPAHUYCHHBIMUA BO3MOKHOCTSIMH 370POBBS
M WHBAIMAOB TMPOIEIypa OLEHUBAHUS pe3yIbTaTOB OOyYeHHS MO JAWUCHHMIUIMHE MOXKET
IPOBOJUTHCS B HECKOJIBKO ATAIIOB.

[Tpouenypa oreHMBaHMS PE3yIbTATOB OOYYEHHS] MHBAJIHMIOB U JIMIl C OTPaHUYECHHBIMU
BO3MOXXHOCTSIMH 3JI0POBbSI 110 JUCHUIUIMHE (MOJIYJIIO) TMpelycMaTpUBaeT IPeI0CTaBICHUE
uHpopManuu B QGopMax, aJanTUPOBAHHBIX K OTPAHUYEHHSIM HUX 370POBbSI M BOCIPUSATHS
uHpOpMaLNK:

JInst Tn ¢ HapyIeHNUsIMH 3pSHUS:

— B I1€4aTHOW (hopMe YBEIMYCHHBIM HIPUPTOM,

— B (hopMe DIIEKTPOHHOTO IOKYMEHTA.

JUist i1 ¢ HapyIIEHUSIMH CITyXa:

— B IIeYaTHOM opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

JInst L ¢ HapyIeHUSIMH OTIOPHO-/IBUTATEIILHOTO arIapara:

— B mieyaTHoOU hopme,

— B (hopMe PIIEKTPOHHOTO IOKYMEHTA.

JlaHHBIN TIepeYeHbh MOXET OBITh KOHKPETH3HPOBAH B 3aBUCHMOCTH OT KOHTHHICHTA
00y4aronuxcs.

5. Ilepedyennb y4eOHOI JIuTEpaTypbl, HHPOPMALMOHHBIX PeCypPcOB H T€XHOJIOT Uil

5.1. YueGnas autepatypa

1. AOynanze, 1. I'. JlokymMeHTallMOHHOE OOecrieueHre yIpaBIeHUs IEPCOHAIIOM :
yueOHUK U npakThkyM 1i1st By3oB / J1. I'. AGynanze, U. b. Beinpsbkkuna, B. M. Macnosa. —
Mocksa : M3narensctBo HOpaiit, 2020. — 299 ¢. — (Bricmee obpazosanne). — ISBN 978-

5- 534-00875-3. — Tekcr : oamektponusiii // DOBC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/450813
2. beikoBa T.A. JIOKYMEHTalMOHHOE obecreueHne yIpaBJICHHS

(memompoun3BOACTBO): y4eb. mocobuwe mna cryaeHtoB By3oB / T. A. breikoBa, T. B.
Kysnenosa, JI. B. Cankuna ; mon obur. pea. T. B. Ky3uenosoii. - 2-e uza., nepepab. u Jot.
- M. : UH®PA-M, 2015. - 304 ¢

3. Kysnenos, 1. H. JlokymeHTanimoHHOe o0ecrieueHrne ypaBIeHus IEPCOHATIOM :

y4eOHUK M MPaKTUKYM Ui mpukiagHoro 6akanaBpuata / U. H. Ky3nenoB. — Mocksa :
NznarensctBo FOpaiit, 2019. — 520 c. — (bakanasp. [Ipuxmnaguoit kypc). — ISBN 978-5-
9916- 4000-8. — Texkcr : onektponnbii // DBC IOpait [caiit]. — URL:

https://urait.ru/bcode/426321

4. PaznopoxHblil A.A. JlokyMeHTHpOBaHHE YIIPaBICHYECKOU AeITeIbHOCTHU: YUeO.
nocoOue JuIst CTyJIeHTOB By30B / A. A. PaznopoxHsiii. - M. : UHOPA-M, 2015. - 304 c.

5. «I'OCT P 7.0.97-2016. HamumonanwHbiii ctanaapt Poccuiickoit denepanuu.
Cucrema craHaapToB 1o wuHpopManuu, OUOTMOTEYHOMY U H3AATEIBbCKOMY JIENy.
Opranu3aniioHHO- pacHopsAIUTeNIbHAs JOKyMEHTamus. TpeOoBaHus K OQOPMIICHUIO
nokyMmeHToB» (yTB. [Ipukazom Poccrannapra ot 08.12.2016 Ne2004-cT);
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6. [Ilocranosnenmne ['occrammapra P® ot 03.03.2003 Ne65-ct «O mpuHSITHH U
BBEJICHUU BJEHCTBHE TOCYJapCTBEHHOIO craHiapra Poccuiickoit denepanuun» (BMecTe C
«'OCT P 6.30- 2003. TocynmapctBeHHblli crangapt Poccuiickoii ®eneparuu.
YHupuuupoBaHHbIE CHCTEMBl  JOKYMEHTAIUH. YHuduuupoBaHHas cucrema
OpraHU3alMOHHO-PACHOPSAUTENIBHOM  JOKyMeHTauuu. TpeOoBaHMs K  O(QOPMIICHHIO
JIOKYMEHTOBY);

7. «'OCT P 7.0.8-2013. Hammonanbnplii ctangapt Poccuiickoit ®eneparuu.
Cucrema craHaapToB 1o uHpopManuu, OHOIMOTEYHOMY U H3JATEIBCKOMY JETy.
JlenonpousBoAcTBO M apxuBHOe aeno. Tepmuubl M onpeaeneHus» (ytB. Ilpukazom
Poccranmapra ot 17.10.2013 Nel185-cr).

5.2. Ilepuoauyeckas Jureparypa

[ledaTHple mepuoanyeckre U3AaHus BXOAAT B «llepedeHb MeYaTHBIX MEPHOAMYECKHX
W3/IaHHH, XPaHSIIIXCS B donze Hayunoi OuOIMOTEKH KyoI'V»
https://www.kubsu.ru/ru/node/15554, w/vunu 31€KTPOHHBIC IEPUOMYCCKHE U3TAHNS, C YKa3aHUEM
ajipeca caifta >JIeKTpOHHOM BepCUM KypHalia, u3 6a3 1aHHbIX, JOCTYH K KoTopsIM umeeT KyOI'Y:

1. bazer qarnabx kommanuu «MIBUCy https://eivis.ru/

2. Dnekrponnas oubimoreka GREBENNIKON.RU https://grebennikon.ru/

5.3. UHTepHeT-pecypcbl, B TOM 4YHCJe COBpeMeHHbIe NpodeccHoHAIbHbIE 0a3bl
JAAHHBIX M MH(POPMALMOHHBIE CIPABOYHbIE CHCTEMBbI

DJIeKTPOHHbIe HHPOPMALIMOHHbIE PecypChl

OneKTpoHHas 6ubinoreka Hayunoin 6ubnuoreku KyoI'y
http://megapro.kubsu.ru/MegaPro/Web

—  DIIEKTPOHHBIN KaTajor;

—  Tloctrymuenus nureparypbl B OMOIHOTEKH (PHUITHAIIOB;

— Tloctrymnenus nucceprauuii 1 aBTopedepaTos;

—  CraTbu U3 NepUOAUKH U HAYYHBIX cOOpHUKOB ¢ 2016 T.;

— Crarbu U3 NEPUOAUKH U HAYUYHBIX cCOOpHUKOB 710 2016 1.;

— TaszeTsl v KypHaJbI;

—  DnekTpoHHas 6ubnnoTeka TpyaoB yueHbix Kyol'y.

DJ1eKTPOHHO-0ubn0TeuHbIe cucTeMbl (IBC)

1. OBC «YHuBepcurerckas oudbanoreka onaiia» http://www.biblioclub.ru/

2. 9BC «Jlanuby https://e.lanbook.com

3. O6pasoBarenbHas muatgopma «tOpaitt» https://urait.ru/

4. ObC «ZNANIUM» https://znanium.ru/

5. OBC «BOOK.ruy» https://www.book.ru

6. Ob OUL] «Akanemus» https://academia-moscow.ru/elibrary/

IIpodeccnonanbHblie 6a3b1 JAHHBIX POCCHIICKHTE

1. Bupryanbublii unTanbHbli 3a1 Poccuiickoil rocynapctBeHHoit 6ubmmorexku (PI'B)
https://Idiss.rsl.ru/

2. HanmonanpHas anekTpoHHas 6ubnuoreka https://rusneb.ru/

3. bassl mannbix kommnanuu « MUBUC» https://eivis.ru/

4. Hayunas snextponnas oubnuorexka eLIBRARY.RU (HOBb) http://www.elibrary.ru/

3. MMUABH. ITonHOoTEKCTOBAS KOJIJIEKIUS MaTeMaTUYECKUX KypHaI0B
http://www.mathnet.ru

6. XKypnan KBanrtoBas snekrponuka https://quantum-electron.lebedev.ru/arhiv/

7. Kypuan Ycnexu pusuueckux Hayk hitps://ufn.ru/

8. ITonHoTekcTOBAs KOJUIEKIMA XypHanoB Ha miargopme PLIHU (DnexkrpoHHble Bepcuu
Hay4uHbIX xkypHanoB PAH) https://journals.rcsi.science/

9. [Ipesunentckas 6ubnmoreka um. b.H. Enbuinna https://www.prlib.ru/

10. DnexkTponHas OmMOIMOTEYHasi cUCTeMa colmo-rymManuTapHoro 3HaHus «SOCHUM»
https://sochum.ru/
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NudopManmoHHble CIPABOYHbIE CUCTEMbI

1. Koncynerant Ilmtoc - cnpaBouHas mpaBoBasi cucTteMa (AOCTYI IO JIOKAIbHOU CETH C
KOMITBIOTEPOB OMOITMOTEKH )

IIpodeccuonanbHbie 6a3bl JAHHBIX 3apy0eKHbIE

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

2. IMomuotekcroBas koymekius KHur eBook Collections n3narenscrBa SAGE Publications

https://sk.sagepub.com/books/discipline

3. IMonroTekcroBas koutekius kaur 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 nanuwix Orbit Premium edition https://www.orbit.com

7. TlomHOTEKCTOBBIE KOJUICKIIMM KHHI u3gareiabctBa American Institute of Physics
Publishing (AIPP Ebook) https://pubs.aip.org/books

8. [TonHOTEKCTOBAs apXHBHAs KOJUICKIHUS JKypHAJIOB u3aarenbcTBa 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/

ba3bpl 1aHHBIX OTKPBITOIO 10CTYyNA

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

2. AMepukaHCcKas MmaTeHTHas 0a3a jJaHHbIX Nttps://www.uspto.gov/patents/search/patent-
public-search

3. Jlekropuym TB - Buaeosiekuuu Benymux jgekropoB Poccuu http://www.lektorium.tv/

ba3b1 nannbix KyoI'yY

1. OTkpbITas cpena MOAYIbHOTO TuHaAMu4eckoro ooyuenus Kyol'y

https://openedu.kubsu.ru/

2. ba3za yu4eOHBIX TUIaHOB, Y4eOHO-METOJUYECKHX KOMILJIEKCOB, MyONUKAlMi W
koHpepentmii http://infoneeds.kubsu.ru/

3. DnexTpoHHBIH apxuB qokymMeHToB KyOI'VY http://docspace.kubsu.ru/

6. MeTonnueckne yKazaHus 1Jisl 00y4arOUIUXCS 0 OCBOEHUIO U CUMIIJIMHBI (MOYJIs1)

JIeKIMOHHOE 3aHATHE MpPEJCTaBIsAeT cOo00M cHucTeMaTudyecKkoe, IOCiIeA0BaTeNbHOE,
MOHOJIOTUYECKOE H3JIOKEHHE MPENoiaBaTeleM-IeKTOPOM Yy4eOHOro MaTepHualna, Kak MpaBHIIO,
TEOPETUYECKOr0 XapakTepa. Takoe 3aHATHE MPEICTaBIsSET COOOH HIEMEHT TEXHOJOTHH
NpEJCTaBICHUs] y4yeOHOro Marepuana IyTeM JIOTUYECKHM CTPOMHOr0, CHCTEMaTUYEeCKU
MOCJIEI0BATEIBHOTO U SICHOTO U3JI0KEHHSI C UCIIOJIb30BaHUEM MHTEPAKTUBHBIX 00pa30BaTEIbHbIX
TEXHOJIOTUH (MyJIbTUMEIUNHBIX, TEKIUN-IUCKYCCUH, JIEKIUU-TEMOHCTpaLlUN ).

Ilenp nexumm — opraHu3anus LEJNECHANIPaBICHHON I103HABATEIbHOW JESTEIBHOCTH
00y4aromuxcs Mo OBJIAEHUIO MPOTPaMMHBIM MaTepHaJIOM y4eOHOW AUCIUILINHBL. UTeHne Kypca
JIEKLMH MO3BOJISET 1aTh CBSI3aHHOE, [TOCIEA0BATEIbHOE U3JI0KEHUE MaTepHalla B COOTBETCTBUHU C
HOBEHMIIMMHU JaHHBIMH HayKH, COOOIIMTH CIIyIHIATEIsIM OCHOBHOE COJepXaHHe IpelMeTa B
LIEJIOCTHOM, CUCTEMAaTU3HUPOBAaHHOM BH/IE.

3ajaun JEKUUU 3aKIYaloTcs B oOecrieueHuu (GOPMHUPOBAHUS CHUCTEMBbl 3HAHUN 110
yu4eOHOHl IUCHMITIMHE, B YMEHHHM apryMEHTHUPOBAaHHO H3JaraTb Hay4HbI Marepuan, B
dbopMupoBaHUK TPO(ECCHOHATBEHOTO Kpyrozopa M oOmied KyJbTypbl, B OTPaKEHUHU ellle He
MOJYYHBILIUX OCBEIICHUS B Y4eOHOW JTUTEepaType HOBBIX JOCTH)KEHHH HAayKd, B ONTHMU3ALUU
npyrux ¢GopM opraHuszaluy yueOHoOro mnpoiecca.

[IpakTuyeckue 3aHATHA — SABIAIOTCA (OPMOIM yueOHOH ayTuTOpHOI paboThl, B paMmKax
KOTOpO (OpMUPYIOTCS, 3aKpeIUIIOTCS M MPEACTABIAIOTCS 3HAHUS, YMEHHMS U HaBBIKH,
UHTETPUPYIOIIME Pe3yJbTaThl OCBOECHHUS KOMIIETEHIIMH KaK B JIGKIMOHHOM Qopmare, Tak B
pa3ianuHbIX (opmax camocTosTeNnbHOM paboTel. K Kakaomy 3aHATHIO MpernojaBaTesieM
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(bopMyIMpyIOTCA NMPAKTUYECKHE 3a/aHus, TPEOOBaHMUS M METOAMYECKHE PEKOMEHAALUU K HX
BBINOJIHEHHUIO, KOTOPBIE MPEICTABIISAIOTCS B (POHAE OLIGHOYHBIX CPEJCTB YU€OHON AUCIUILTHHBI.

KoHTponbs camocTosiTenbHOW pabOThL: JUIsl CTYJIEHTOB JHEBHOM M 3a04HOM (OpMbI
00y4YeHUs1 — TEKYIIMl KOHTPOJIb OCYUIECTBJISIETCS B COOTBETCTBUE C IMPOTPaMMOM 3aHATUH
(exKeHeZIeNIbHO AJIS CTYJIEHTOB OYHOM (hOpMBI 00YUYEHHS; IO ceMecTpaM — Ui CTYA€HTOB 3a0UHON
dopmbl  00ydeHUs); TPOMEKYTOUHBIH KOHTPOJIb [0 HUTOTaM OCBOCHHS JUCIHUILTUHBI
OCyILECTBIIsIeTCSI B (opMe pPEHTHHNOBOM cuUCTeMbl OLeHOK. OmnucaHue 3ajaHuil i
CaMOCTOSITENIbHOW PabOThl CTYJEHTOB M TPEOOBAHMH IO MX BBINOJHEHHUIO BBILAAIOTCS
IpenojiaBaTejieM B COOTBETCTBUM C pa3pabOTaHHBIM (DOHIOM OLEHOYHBIX CPEIACTB IO
JUCLUIINHE.

CamocrosarenbHas pa0oTa CTYJIEHTOB IO JaHHOMY Y4eOHOMY Kypcy Ipearnojaraer
MIO3TAIIHYIO0 MOJArOTOBKY 10 KAXXI0OMY pa3zelly B paMKax COOTBETCTBYIOLIUX 3a/laHUM!

IlepBbIif 3Tanm camMOCTOATENBHOM pPabOTHl CTYIAEHTOB BKJIIOYaeT B ce0s THIATEIbHOE
U3Y4YEHHE TEOPETHMYECKOr0 MaTepuala Ha OCHOBE JIEKLIMOHHBIX MaTepUalloB IIpernojaBaTels,
PEKOMEHIyEMBIX  PA3feIOB OCHOBHOM M JOIOJIHUTENBHOM JIMTEPATyphbl, MaTepUalioB
NEPUOANYECKUX HAYUHBIX U3/1aHUN, HEOOXOAUMBIX Ul OBJIAJIEHUS IOHATUHHO-KAaTEropuaIbHbIM
anmapaTroM ¥ (pOpMHUPOBaHUS MPEACTaBICHUN O KOMIUIEKCE aHATUTUYECKOTO MHCTPYMEHTapHs,
MCIIOJIb3YEMOT0 KaK B paMKax JaHHOM OTpaciii 3HaHUS, TaK U MyOJIMYHON IPAKTUKE;

Ha BTOpOoM 3Tarne Ha ocHOBE C(hOPMUPOBAHHBIX 3HAHUHN M MPEACTaBICHUI MO JaHHOMY
pa3zaeny CTYACHTHI BBIIOIHSAIOT PAKTUIECKUE 33/1aHus, HAlleIeHHbIE Ha ()OPMUPOBAHNE YMEHHH
Y HaBBIKOB B paMKax 3asBJICHHOW KoMmneTeHUMH. Ha maHHOM 3Tame CTyJeHTBI OCYILECTBIISIOT
CaMOCTOSITENIbHBIM TMOUCK SMIIMPUYECKUX MATEpUAlIOB B paMKax KOHKPETHOIO 3aJlaHus,
0000IIal0T M aHAIM3UPYIOT COOpaHHBI Marepual IO CXeMe, pPEKOMEHIOBAaHHON
npernojaBareneM,  (GOpPMyNHPYIOT — BBIBOJABI, TOTOBST  TNPAKTHUYECKHE  PEKOMEHJIAIHH,
[IPE3eHTAllMOHHbIE MaTepUalbl Ul MyOIMYHOIO UX HPEACTaBICHUS U 00CYKICHHUS.

Kpurepun oueHku 3ajaHuii B paMKax CaMOCTOATEIbHOM pabOThl CTYAECHTOB
bopmyaMpyroTCs penoaBareiaeM B (JOH/IE OLEHOYHBIX CPE/ICTB.

B ocBoeHuu NUCHUIUIMHBI MHBAJTUAAMHM U JIMIAMH C OFPAaHUYEHHBIMU BO3MOXHOCTSMU
310pOBbsl 0OJIBIIOE 3HAYEHHWE HMMEeT WHIMBHIyajbHas ydeOHas paboTa (KOHCYJNbTAl[UH) —
JIOTIOTHUTEIbHOE Pa3bsICHEHHE yueOHOro MaTepuara.

WupuBuyanbHble KOHCYJNbTAIMM IO MpPEIMETy SBISAIOTCS BaXHBIM  (aKTOPOM,
CIOCOOCTBYIOIUM MHJIMBUIYaTU3allui O0yYEHHUS] U YCTaHOBJIEHUIO BOCIIMTATEILHOTO KOHTAKTa
MEXIy IpernojaBaTeieM W OO0y4arollMMCs HMHBAJIUIAOM WM JIMIOM C OrPaHWYEHHBIMU
BO3MOXKHOCTSIMH 37I0POBBbSI.

B ocBoeHnN IMCHUMIUIMHBI MHBAIUAAMM U JIMIAMH C OFPAaHUYEHHBIMU BO3MOXHOCTSIMHU
30POBbsl OOJIBIIIOE 3HAYCHHE WMEST WHIWBHUIyalbHas ydeOHas pabora (KOHCYJIbTAllMU) —
JIOTIOJTHUTEIbHOE pa3bsiCHEHNE Y4eOHOro MaTepHara.

WnnuBuayanbHble KOHCYJIbTAlMM IO TPEAMETY SBISIOTCS BaXHBIM  (DakTOpOM,
CHOCOOCTBYIOLIMM MHAMBUIYAIU3alUU OOY4YEeHUS U YCTAHOBJICHUIO BOCITUTATEIBHOTO KOHTAKTA
MEXJIy TMpernojaBaTeieM W o00yd4arolMMcS WHBAJIWJIOM WM JIMIOM C OrpPaHUYEHHBIMU
BO3MO>KHOCTSIMH 37J0POBBSI.

MeTtoauyeckue peKOMeHJAlLUM, OMNpele/silollHe NPoUeAYPbl OLEHMBAHUS Ha
ceMHMHape:

Kpumepuu oyenxu:

«y/IOBJIIETBOPUTEIBLHO» - CTYJEHT UMEEeT (parMEeHTapHbIEe MPEICTABICHUS 00 OCHOBHBIX
aCHeKTaX MEXJINYHOCTHBIX M TPYNIOBBIX KOMMYHHKAIMH, YaCTUYHO OCBOMJ IOHSATUHHO-
KaTeropHaJlbHbII anmapar.;

«XOpOILIO» - CTYACHT JIEMOHCTPUPYET OOLIMe 3HAHUS 10 pacCMaTPUBAEMBbIM BOIIPOCAM,
yMEeT YCTaHaBIMBATh CBSA3HM MEXY TEOPETUUECKUMU MOHATHIMU U SMIUPUIECKUMU (paKTaMu;

«OTJIMYHO» - CTYAEHT JIEMOHCTPUPYET CHUCTEMHbIE 3HaHHS OCHOBHBIX BOIIPOCOB
M3y4aeMON JUCLUIUIMHBI, YMEET YCTaHABIMBATH CBSA3H MEXK]Yy TEOPETHUYECKHMMH MOHSITUSIMHU U
SMIOUPUYECKUMU (aKTaMu, GOPMYIUPYET aHATTUTHUYECKHE 0000IEHNS U BBIBOIBI.
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MeTtoauyeckue peKOMeH/IallM 1, ONpe/ieIsIoIMe MPolelypbl OLlEeHUBAHUS YYACTHUS B
JAUCKYCCHM:

Kpumepuu oyenxu:

«y/IOBJIIETBOPUTEIFHO» - CTYACHTOM JIOMYIICHBl 3HAYMTENbHBbIC OIIMOKH, B OTBETE HE
PacKpbITl HEKOTOPbIE CYIIECTBEHHBIC aCIEKThl COAEpKAHMSI, CTYIEHT HE CMOI' I10Ka3aTh
HE0O0XOIMMBbIE YMEHHSI O METO/IaX KOMAaHTHOT'O B3aUMOJICHCTBUS;

«XOpOILIO» - CTYIEHT JIOMYCKAaeT HECYHIECTBEHHbIE OMIMOKHM, HEIOCTATOYHO IOJIHO
PacKpBLI COJIEpKAHKUE BOIIPOCaA, HE CMOT B Tpoliecce Oecebl CaMOCTOATENBHO AaTh HEOOXOAUMBbIE
MOTPABKU U JOTIOJHEHUS;

«OTJIMYHO» - CTYJCHT aKTUBHO y4YacTBYET B JAMCKYCCHH, JIOTUYHO M IOCJIEIOBATEIBHO
BBIpQXaeT CBOM OTBET, IEMOHCTPUPYET 3HAHMSI HAYYHON TEPMHHOJOTHMH B KOHTEKCTE OTBETA;
OO0BSICHAET NMPUYMHHO-CICJICTBEHHbIE M (DYHKUIMOHAIBHBIE CBS3HM; PACKPBIBACT HA IMpHMEpax
TEOPETUUECKHE MMOJIOKEHUSI U MOHATHSI; POPMYITUPYET COOCTBEHHBIE CYXACHUS U apTyMEHTHI.

MeToanyecKkue peKOMeH/IalHH, ONpe/e/siioue MpPoueaypbl OLeHUBAHUS YYACTHS B
padoTe MaJILIX I'PYII HA/l KeiicOM U pellieHHeM CUTYallMOHHBIX 3a/1a4:

Kpumepuu oyenxu:

«YIOBIIETBOPUTEIHHO»/3a4TEHO - paboTa B TPYIIOBOH AESITENRHOCTH HAJl pEIIeHHUEM
CUTYyallMOHHOM 3amaun  0e3 ydacThss B NyOJIMYHOM OOCYXKICHMM ¥ apryMEHTaluu
c(hOpMYyJIUPOBAHHBIX BHIBOJIOB;

«XOPOII0»/3aUTEHO - paboTa B TPYNIIOBOH JESITEIBHOCTH HAJl pEIICHUEM CUTYaIllHOHHON
3aJaud  C COJepXKaTelbHbIM ydYacTHeM B MyOIMYHOM OOCYXIEHHH | apryMeHTaluu
c(OpMyYITHPOBAHHBIX BBHIBOJIOB;

«OTJIMYHOY»/3a4TEHO - IEMOHCTPALIHS JIUJECPCKON MO3UIIUU B TPYIIIOBON JEATEILHOCTH HAJl
pelIeHreM CUTYAIlMOHHOW 33Jaui C COAEP)KATEIIbHBIM YYacTHEM B ITyOIMYHOM OOCYXICHUU H
CUCTEMHOM apryMeHTaluu copMyINPOBAHHBIX BHIBOJIOB.

MeTtonnyeckue peKOMEHJAlMH, ONpeAeJsiioNMe NPOUeAYPbl  OLEHHMBAHMA
pe3yJbTaToOB 3aIIMThI pedeparta/dcce:

Kpumepuu oyenxu:

«y/I0BJIETBOPUTENLHO»/3aUTEHO — MPOMEKYTOUHBIE Pe3yJIbTaThl 3aIIUTHl pedepaTa/scce
MIPEACTABISIIOT COOOM HM3JIOKEHUE HECAMOCTOSITEIBHBIX PE3yJIbTATOB HANMCAHHUS padoOThI, 0e3
TIIATEIBHOM MPOPAOOTKU JIUTEPATYPHBIX HCTOYHUKOB;

«XOPOII0»/3a4TEHO - MPOMEXKYTOUHBIC PE3YIIbTAThI 3aLTUTHI pedepara/scce MpeICTaBISIOT
cO0OH CaMOCTOSITENbHBIN aHANINU3 Pa3sHOOOPA3HBIX HAYYHBIX HMCCIEIOBAHUNA M AMIMPHUECKUX
JAHHBIX, TIPU 3TOM HE B TIOJIHOM Mepe OTpakeHbl TpeOoBaHWs, CPOPMYIMPOBAaHHBIE K €ro
CTPYKTYpPE U COAEPIKaHUIO.

«OTJIMYHO» - IPOMEKYTOUHBIE Pe3yJIbTaThl 3aLIUTHI pedepaTa/scce NPeACTaBIAIOT COOOH
pe3yJbTaThl CaMOCTOSITENIbHOW paboThl M OTpakaloT Bce TpeOOBaHMS, K COJEpKATEIbHOMY
HAIOJIHEHUIO ¥ CTPYKTYPHPOBAHUIO PAOOTHI.

MeTtonnyeckue peKOMEHJALMH, ONpeeJsiioNe NPoUeAYPbl  OLEHHWBAHMA
Pe3yJIbTaTOB TECTHPOBAHUS

Kpumepuu oyenxu:

«Y/IOBJIETBOPUTEILHOY» - €CIIH CTYJICHT OTBEeYaeT MpaBWiIbHO Ha 50% TECTOBBIX 3aJaHHN.

«XOPOIIO» - €CIM CTYJEHT OTBeYaeT MpaBMiIbHO OT 51 10 90 % TecTOBBIX 3alaHUA.

COTIUYIHOY» - €CIIM CTYACHT OTBeuaeT npaBmwibHO OT 91 10 100 % TecToBbIX 3aMaHMIA.

7. MaTtepuajibHO-TEXHUYECKOe o0ecriedeHne 1o AUCHUIIHHE (MOIYJTI0)
IIo Bcem BUIamM y‘—IG6HOI>i ACATCIIBHOCTH B paMKax JUCHUIINIMHBI HMCIIOJB3YIOTCA

ayJUTOpUH, KaOMHEThl U J1TaOOPaTOPHH, OCHAIEHHbIE HEOOXOAMMBIM CHEIHATU3UPOBAHHBIM U
71a00paTOPHBIM 000PYIOBAaHUEM.
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HaumeHOBaHue CrielUanbHBIX OCHAIIIEHHOCTh CIICIUATBHBIX IMepeveHb JUIIEH3UOHHOTO
MOMEIIeHU I MOMEIIeHUH MIPOTPAaMMHOTO 00ECTICUCHHUS

Vuebubie  aymuropun s | MebOenb: yueOHas mebenb Microsoft Windows 8, 10
MPOBEICHHUS 3aHaTUl | TexHu4eckue cpenctBa | Microsoft Office Professional
JIEKIIMOHHOTO THTIA oOydeHus: Plus

9KpaH, MPOEKTOP, KOMITLIOTED
VYueOuble  aymutopun  aus | MebGenb: ydeOHas meOenb Microsoft Windows 8, 10
MPOBEICHHUS 3aHiaTUl | TexHu4eckue cpenctsa | Microsoft Office Professional
CEMHUHAPCKOTO TUTIA, TPYTIIOBBIX | O0ydeHUS: Plus
u WHIMBHIYAIbHBIX | OKPaH, IPOEKTOP, KOMIIBIOTED
KOHCYJIbTAIIUH, TEKYIIEro
KOHTPOJII W TMPOMEXYTOUHOU
aTTecTaIun

Host

CaMOCTOSITEILHOMI

paboThl  OO0yYarOIIMXCS

IPeyCMOTPEHBI

IIOMCIICHHA,

YKOMILJIEKTOBAHHBIC CIEIMATN3UPOBAHHON MEOEb0, OCHAIIICHHBIE KOMITBIOTEPHON TEXHUKOM C
BO3MOXXHOCTBIO MOJKIIOUEeHUS K ceTu «HTepHeT» M o0ecredueHrueM JI0CTyla B AJIEKTPOHHYIO
UH(POPMALMOHHO-00pa30BaTENBHYIO CPETy YHUBEPCUTETA.

JOCTYTIOM B JIEKTPOHHYIO HHPOPMAIOHHO-
oOpa3oBaTeibHyl0 cpeay O0Opa30BaTENbHON OpraHu3alluy,
BeO-KaMephl, KOMMYHHKAIIMOHHOE obopy/oBaHue,
obecreynBaroniee JOCTyl K CETH HHTEpHET (TIPOBOIHOE

COCTMHECHHE W OECTPOBOJHOE COCIWHEHHE TI0 TEXHOJOTHU
Wi-Fi)

HaunmenoBanue OcHameHHOCTh TOMEIICHNH /ISl CAMOCTOSTENBHOM paboTHI Ilepeuenn
MIOMEIICHUH JJIsI 00yJaroIuXCst JIMLICH3HOHHOTO
CaMOCTOSATEIBHON MIPOTPaMMHOTO
paboTeI obecrnievyeHus
oOyJaronmxcs
[MTomemienue st | MebGernb: yueOHas mebenb Microsoft
CaMOCTOSITETTHHON KomrutekT crenuanu3upoBanHoi mebenn: xommbiotepabie | Windows 8, 10
paboThI CTOJIBI Microsoft Office
oOyJaronmxcs O6opymoBaHue: KOMITBIOTEpHAs TEXHUKA ¢ MoaKIIoueHreM K | Professional
(4MTATBHBIII 3an | HH)OPMAIMOHHO-KOMMYHUKaIMOHHOM cetn «WHTepHe™ U | Plus
Hayunoit JOCTYTIOM B 3IIEKTPOHHYIO MH()OPMALTIOHHO-
OMOJIMOTEKH ) oOpa3oBaTeibHyI0 cpeay 0O0pa30BaTeNbHON OpraHu3alluy,
BeO-KaMephl, KOMMYHHKaIIHOHHOE o0opynoBaHue,
o0ecnieymnBaromiee JOCTyll K CETH HHTEPHET (TPOBOIHOE
COeZIMHEHHE M OECIpPOBOJHOE COCJAMHEHHE 10 TEXHOJOTHH
Wi-Fi)
ITomemnienue s | Mebenb: yueOHas meOenb Microsoft
CaMOCTOSITeTHHON KomrutexT crienuanu3upoBanHoi mebenn: xommbtorepabie | Windows 8, 10
paboThI CTOJIBI Microsoft Office
o0yJaronmxcs O6opymoBaHme: KOMITBIOTEPHAs TEXHUKA ¢ MmoaKIIoueHreM K | Professional
(aynm. 417) HH(pOPMAHOHHO-KOMMYHHUKAIIHOHHOM cetn «MHTepueT» u | Plus
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