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JICIIONPOU3BOCTBOY» COCTABIIEHA B COOTBETCTBUU C (Pe/iepalIbHbIM TOCYIapCTBEHHBIM
oOpa3oBaTelbHBIM  CTaHAAPTOM BbIcHiero oOpaszoBanus (PI'OC BO) 1o
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3aBenyromuii Kadeapoit o01iero, CTpaTeruiecKoro,
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podeccop



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
METOJIOB €r0 COBEPIICHCTBOBaHMS, (OPMUPOBAHHUE MPOTPECCUBHOTO MOAXOAAa K PEIICHUIO
BaXHEHIIINX 33/1a4 TOKYMEHTHPOBAHUS BCEX CTOPOH YIIPABIEHYECKON e TEIbHOCTH.

1.23apaun:

- YCBOGHUE OCHOBHBIX TMOHATHM B 00JacTH JIOKYMEHTAllMOHHOTO
00ecreueHUSTPYIOBBIX OTHOIIICHUH;

- U3y4YeHHE BUAOB O(PUIMATILHBIX TOKYMEHTOB M TPeOOBAaHUMN K UX COCTABJICHUIO U
oopmienuro;

- onpezesieHue CrocoOOB JTOKYMEHTHPOBAHHMS M CHUCTEM JIOKYMEHTAllUU Tpu
0(OPMIICHUU TPYAOBBIX OTHOIICHHIA;

- MIPUMEHEHUE TIPaBUI OPraHU3aluu PabOThI C JOKYMEHTaMH KaJpOBOU CITykKOBI,

- OCBOCHHE TOPSIIKA OPTaHU3aIMK PaOOT M0 JIEJTOMPOU3BOICTBEHHOMY O0CITYKUBAaHUIO
TPYJOBBIX OTHOIIEHUI B OpraHU3alluy,;

- npuoOpereHue yMeHUWd O(OpMIICHHS PEKBU3HTOB, CO3JIaHUE Ia0JIOHOB
JTOKYMEHTOB criomoripbio [1K;

- MPUMEHEHUE TPUEMOB U CPEJCTB JIETOMPOU3BOICTBA, B TOM YHCIIC
KOMIIBIOTEPHOTO.

1.3 MecTo Aucuunjinubl (MOAyJisl) B CTPYKType 00pa3oBaTe/ibHOI NPOorpaMMbl

Jucrummuaa b1.B.02.02 «I{udpoBoe kampoBoe 1eI0nporu3BOACTBOY» OTHOCHTCS K YaCTH,
dbopMupyeMoil yuacTHuKaMu oOpa3oBaTeNbHbIX OoTHOIIEeHUH bioka 1 "{ucuumiunasl (Moxynu)"
y4eOHOro IJIaHa.

B MeroanueckoMm 1utaHe AMCIUIUIMHA OMMPAETCA HA 3HAHUS, MTOJYUYEHHBIC IPU U3YUCHUN
ciaenyromux y4ueOHbIX KypcoB: «lIpaBoBenenme», «Pa3zpaboTka HOPMATHBHO-METOJIMYECKHUX
JOKYMEHTOB opraHuzamumny, «Cucrema JOKYMEHTAllUU oOpraHu3anun», «OpraHuzanus u
texHoziorus JOY» u np.

1.4 Ilepedenb IUIAHMPYEMBIX Pe3yJbTATOB O0y4YeHHsl MO AUCHHUILINHE (MOIY.JIIO0),
COOTHECEHHBIX C MJIAHUPYEMbIMH Pe3yJIbTATAMHU 0CBOeHHs 00pa30BaTeIbHOM NPOrpaMMbl

N3yyenne paHHOW y4yeOHOW AMCHUUIUIMHBI HampaBleHO Ha (GOpMUPOBaHUE Y

00yJaroONUXCsl CIETYIONUX KOMIETEHIIUN

Kon 1 HaumeHoBaHue PesynpTarel 00y4eHHs IO TUCUUTUINHE
WHAUKATOpa™
YK-2 Cnocoden onpenensiTe KPyr 3a1a4 B paMKaX MOCTABJIEHHOI 111 U BLIOUPATH ONTUMAIbHBIE
CIOCO0bI UX peleHusl, HCXO/Isl M3 AeliCTBYIOLIUX PABOBbLIX HOPM, MMEIOILMXCS PecypcoB 1
OrpaHuYeHuil

NyK-2.1 NVYK-2.1 Onpenenser nopsaok GOpMUPOBAHUS TPABOBBIX HOPM, 1IENTH U

[Monumaer cymHoOCTh 331241 HOPMaTHBHbIX MPABOBBIX AKTOB

MIPaBOBBIX HOPM, LeNeH NYK-1.2 ®opmupyeT TpeOOBaHUS MPH UCTIOIL30BAaHUH MIPABOBBIX HOPM,

3aJaud HOPMATHBHO MPABOBLIX | IIEJIM M 33/1a4M HOPMATUBHBIX MIPABOBBIX aKTOB

aKTOB NVYK-1.2 PazpabaTbiBaeT OIXO/IBI IIPU UCTIONH30BAHUY TIPABOBBIX HOPM,
LIEJTU U 33/1a41 HOPMATHBHBIX MPABOBBIX aKTOB

NYK-2.2. NVYK-2.2. Onpegensier nouck HeoOXOAMMOW MpaBOBOH WHGPOPMALUH

Ocy1iecTBIsieT MOUCK JUIsl petieHust mpoecCHOHANBHBIX 3a1a4

He00X0 MO TIPaBOBOM NVYK-2.2. ®opmupyer NOUCK HEOOXOJMMOW MPaBoBOW WHQOPMAIUH

nHGOPMALIUH ISl PELICHHS JUIsL pelieHust MpodecCHOHANBHBIX 33124

Hpo(eCCUOHANBHBIX 3a/1a4 NYK-2.2. Pa3zpabaTsiBaeT NOUCK HEOOXOIUMOM MPaBOBOI WH(POPMAITUH
JUIsl petIeHust mpoecCHOHANBHBIX 3a1a4

NYK-2.3. NYK-2.3. Onpexensier NPUHIUIBI MPOSKTHOH METONOIOTHH JIIs
peneHus npodecCHOHABHBIX 33134




Kon n nammenoBaHue
WHIUKaTopa™

Pe3ynmbTaTel 00yUeHHS IO TUCITUTLTHHE

Hcnonb3yeT NpuHIUIIBI
MIPOCKTHOW METOHOIOTHH IS
pereHus mpodecCHOHATBHBIX
3a7a4

NYK-2.3. DopmupyeT NpHHIUNBI NPOEKTHOH METOJONOTUN JUIS
peueHus npoQecCHOHANIBHBIX 33134

NYK-2.3. Pa3pabaTbiBacT NPUHIMIIBI IPOSKTHOH METOAOIOTHH IS
penieHus npoeCCHOHANBHBIX 3a7a4

NYK-2.4.

Brioupaet ONTUMATBHBIH
croco0  pemmeHus — 3amad,
UMEIOIUXCS  PecypcoB U

OFpaHH‘lCHI/Iﬁ, OLICHKH PUCKOB

UVYK-2.4. Onpenenser onTtuMaibHBIH CHOCOO pelIeHUs 3aaad,
MMEIOIINXCS PECYpPCOB M OTPAaHMYCHUH, OIEHKH PHUCKOB Ha OCHOBE
MPOEKTHOTO HHCTPYMEHTapHSI

UVYK-2.4., ®opmupyeT ONTUMAalIbHBI CHOCOO pemeHus 3ajaad,
HUMEIOIIUXCSl PECYPCOB U OrpaHMYCHUH, OLIEHKHM PHUCKOB Ha OCHOBE

Ha OCHOBE IPOEKTHOTO | MPOEKTHOTO UHCTPYMEHTApUsI

WHCTPYMEHTApUs HNYK-2.4. Pa3pabaTpiBacT ONTHMAaJbHBIA CIOCOO pEIICHHS 3aaad,
MMEIOLINXCSA PECYpCOB M OTpaHMYECHHH, OLIEHKH PHCKOB Ha OCHOBE
MPOEKTHOTO HHCTPYMEHTAPHUS

IIK-2 CnocodeH Kk opraHu3aiyi 10KyMEeHTHPOBAHHS YIIPABJIEHYECKOii 1eATeJIbHOCTH B
OpraHu3aluu

HIIK-2.1. HIIK-2.1. Ompenenser JIOKYMEHTHPOBaHUE yIpaBICHYECKON

Opranuzyer JEATEJIbHOCTH B OPraHU3alHHN.

JOKYMEHTUPOBAaHUE UIIK-2.1. ®opmupyer JIOKYMEHTHPOBaHUE YIpaBIEHYECKON

YIIPABICHYECKON JEATEILHOCTH | IEATEIbHOCTH B OPraHH3alliH.

B OpraHU3aLUM. UIIK-2.1.  Pa3pabaTbiBaeT  JOKYMEHTHPOBAaHHE  YHpaBIEHYECKOM

ACATCIIbHOCTH B OpraHrU3aluu.

UIIK-2.2.

[Mpumensietr nHGOpMaAIIMOHHBIC
CUCTEMBI B YIIPABICHYECKOU
JESATEHOCTH B OpTaHU3aluu

UIIK-2.2. Onpenensier nHGOPMAIIMOHHBIE CUCTEMBI B YIIPABICHUECKON
ACATCIIBHOCTH B OpraHru3aliy

UIIK-2.2. ®opmupyeT HHPOPMAIOHHBIE CUCTEMBI B YIIPABICHYECKOM
JeSTeITbHOCTH B OpPraHU3aluH

UIIK-2.2.  Pa3pabaTtpiBaeT  WHPOPMANMOHHBIE  CHCTEMBI B

YHpaBIeHYECKOH JIEITeIbHOCTH B OPTaHU3aLuU

PesynbraTel 00yueHUs

o JUCHUIIMHE OJOCTUTAKOTCA B PaMKaX OCYIICCTBIICHHA BCCX

BUJIOB KOHTAaKTHOM M CAMOCTOSITENIbHOM pabOThl 00Yy4arOIKXCsl B COOTBETCTBUH C YTBEPKICHHBIM

y4eOHBIM TJIAHOM.
Nuaukaropel

JOCTHKCHHUA

KOMIIETEHIIMA ~ CYMTAOTCS  C(OPMHUPOBAHHBIMH  MpU

AOCTHIKCHUHU COOTBECTCTBYIOIIHUX UM PE3YJIbTATOB 06yLIeHI/I$[.




2. CTpyKTypa U cofep:KaHHue TUCIHUIITHHBI

2.1 PacnipenesjieHue TPYA0EMKOCTH JUCIHUILIMHBI 110 BUIaM padoT

OOmiast TPyA0EMKOCTh AMCHUILUIMHBI cocTaBisgeT 3 3adeTHbIX eauuul (108 uacos), ux
pacmpezenieHue Mo BuaaM padoT IPeCTaBICHO B TAOIHIIC.

dopma 00yIeHHS
Beero 3a04Hasl
Bugs! pabot 5 6
4acoB
ceMecTp cemMecTp
("acen) ("gacer)

KonTakTHasi paboTa, B TOM 4HcCJIe:
AyauTopHbIe 3aHATHS (BCero): 30,2 16 14
3aHATHUS JICKIIMOHHOTO THIIA 14 8 6
J1a00paTOPHEIC 3aHATHS - - -
MPAKTUYCCKUC 3aHATUA - - -
CEeMHHApPCKHUE 3aHATHUS 14 8 6
HNuast koHTaKTHas1 padoTa: - - -
KonTpons camocrositensHO# padotsl (KCP) 2 - 2
IIpomeskyrounas arrecrarus (M1KP) 0,2 0,2
CamocrosiTeqibHasi paboTa, B TOM YHCJIE: 74 56 18
Pedepat/acce (moaroroska) 8 4 4
CamocTosTensHOe U3yUYCHHE pasieros, 60 48 12
CaMOMOATOTOBKA
[ToaroroBKa K TECTUPOBAHUIO 6 4 2
KonTpoJn: =
[loaroToBka K 3a4eTy 3.8 3.8
Oomasn qac. 108 72 36
TPY/10eMKOCTh B TOM YHCJIe KOHTAKTHAsI 30,2 16 14.2

paborta

3a4. el 3

2.2 Conepxxanme Q¥ CHUNLTHHBI

Pacnpenenenne BumoB y4eOHON pabOTHI M KX TPYJOEMKOCTH TIO pa3ieaM JAUCIUTUTAHBIL.
Paszernsl (TeMbl) TUCIUILIMHBI, U3y4daemblie B 5-6 cemectpax (3 kypce) (3aouHas popma

o0y4eHwusl)
KonmuecTBo yacos
Breaynu-
Ne HawumenoBanue pasnenos (Tem) AyauropHas TOpHAas
Bcero pabora
pabora
JI 3 |JIP CPC
Paznen.1 Ilonstre u 3HaUYECHUE TOKYMEHTAITMOHHOTO
1. 34 4 4 - 26
o0ecriedeHus yIpaBJIeHHUs IIEPCOHATIOM
2 Paznen 2. OcHOBBI JOKYMEHTAIIMOHHOTO O0ECTICUSHHSI 36 4 6 ) 26
YIpaBIeHYsI IEPCOHAIIOM
3 Paznen 3. CuctemaTu3zanus U XpaHeHne ZIOKYMEHTOB 32 6 4 ) 29
KaJIPOBOH CITYKOBI
HUTOI'O no pazoenam oucyuniuHol 102 | 14 14 - 74
KonTtpoias camoctositensHoi padotsl (KCP) 5,8 -
ITpomexyrtounas arrecrarms (MKP) 0,2 =
OO611ast TpyT0€MKOCTB TI0 TUCITUTUIIHE 108 -




[Tpumeuanue: JI — nexmuu, [13 — mpaktudeckue 3ansaTus / cemuHapsl, JIP — maGoparopHbie
sansitusi, CPC — camocrositenbHas paboTa cTyIeHTa

2.3 Conep:xanue pa3iesioB (TeM) TUCHUNTHHBI

2.3.1 3aHATHA JEeKIUOHHOI0 THIIA

perimaMeHTupyomas pa3paboTky KaJIpoBBIX
JTIOKYMEHTOB.

HanmenoBanue ®opMa TEKyILEero
Ne Coxeprxanue pasziena
paszena KOHTPOJIS
1 2 3 4
Paznen 1. IlonsiTue U 3HAYeHHe JOKYMEHTAIIMOHHOIO 00ecmedYeHHsl YIPaBJIeHUsl IepPCOHAIOM
BBenenue B Kypc O6mee mpexacraienve Kypca. Haswmauenmnme wu |[Ipopaborka
comepxanne Kypca. CBs3p Kypca C y4eOHBIMH |yueGHOTO
JUCIMIUIMHAMYA.  3HAYeHHE Kypca B IOJTOTOBKE |(TEOpETUYECKOTO)
CHEUIHATUCTOB TI0 YIIPABICHUIO TIEPCOHATIOM MaTepHana
[onsTue [oHATHA «TOKYMEHT», «TOKYMEHTO000POTY, [IpopaboTka
JOKYMEHTAalMOHHOTO «IOKYMEHTAIIMOHHOE 00eCIICUeHNE YIIPABICHIID». y4eOHOTO
obecrieuenus OCHOBHBIE Tpe6OBaHI/I§I, IPEABABIIACMBIC K (TeOpeTI/I‘{eCKOFO)
VIIpaBIICHAUS o(opMITEHIIO JOKYMEHTAITNH, TIPELyCMOTPECHHEIC Martepuana
TIEPCOHAIIOM. lNocynapcTBeHHOM crCTEMOM TOKYMEHTAIMOHHOTO
TpeboBaHnus, obecneuenus ynpasnenus [[OCT P 7.0.97-2016.
MpeIbsIBIIIEMBbIC K [Topsinok 06pabOTKK U perucTpaluy J0KyMEHTOB, UX
0(pOpMIIEHUIO WHJeKcaluu. Peructpanuontsie GoOpMbI U UX
JIOKyMEHTOB 3anonHeHue. KoHTposb UCTIONHEHHs TOKYMEHTOB.
OCHOBHBIE OTIUYHUS B TIOATOTOBKE MPOCTHIX U
CIIO’KHBIX IIPUKA30B. YUET CIeIUPUKH
PaCTIOpSAUTEFHOTO JEUCTBHS MIPU COCTABICHIH
MIPHUKA30B II0 IIPUEMY, IIEPEBOY, YBOIHHEHHIO
pabotHuKOB. [TopsnoK BU3HPOBaHHS PUKA30B IO
JUYHOMY COCTaBY, X PETHCTPAIIHH.
CoctaB u BUABI [NonsTHE U 3HaYEHUE KaIPOBOH JOKYMEHTAITUL. [IpopaboTka
KaJIpOBOMA Knaccuduxanus kaapoBoit nokymenTarun. OCHOBHBIE  |y4eOHOIo
JIOKyMEHTAIUH BHJIbI IOKYMEHTOB KaJIPOBOH CIIy’KObl, 0COOEHHOCTH MX  |(TeOpPETHUECKOTO)
coctapnenns. HopmatuBHO-TIpaBoBast 6asa, Martepuana

Pazgen 2. OcHOBBI AOKYMEHTAIIMOHHOIO O0eclevYeHNs YNPABJIEHUS MEPCOHATIOM

TpeboBanus k
COZICPXKAHUIO

0 OpMITCHUIO
JIOKAITbHBIX
HOPMAaTHUBHBIX aKTOB
0 YIIPaBJICHHIO
MIEPCOHANIOM

[lItarHoe pacrucanue (ct. 57 Tpynosoro Koxekca
P®)- ®opma mrarhoro pacrnucanus (Gopma T-3)
yTBEpAkieHa nocTanoBieHueM I'ockomcrara Poccun ot
5 sauBaps 2004 roga Nel.

[IpaBunia BHYTpEHHETO TPYJAOBOI'O paclopsika Kak
JIOKAJIbHBI HOPMATHBHO-TIPABOBOI aKT,
KOHKPETU3UPYIOLIUI MOPAIOK PEryTUPOBAHUS
KITFOUEBBIX BOIIPOCOB COIUATBHO-TPYIOBBIX
OTHOIIICHUH Ha nipeAnpusiTid. OOIIHHA TOPATOK
MOATOTOBKH JIOKYMEHTa B COOTBETCTBUH co cT. 190 TK
P®. Ocobennoctn ohopmiIeHHS IPABIII BHYTPEHHETO
TPYAOBOTO PacIoOpsiAKa, COAEPIKAHNE BOIIPOCOB,
KOTOpBIE OTPaXKaloTCs B MPaBUIaX BHYTPEHHETO
TPYAOBOTO paclopsaka.

OcobeHHOoCTH 00paIleHus ¢ TIEPCOHATBHBIMH JAHHBIMH
pabOTHUKOB B COOTBETCTBUU C MOJIOKEHUSIMH TJIaBbI 14
TK P®. TpeboBanus k 00pabOTKe MEPCOHANBHBIX
JIaHHBIX paboTHHKa. [IpaBuna nepenaun naGOpMALINH,
coJeprKaIeii cBeIeHuUsI O PaOOTHHUKE, TPETHUM JIHIIAM.
OTBETCTBEHHOCTD JIOJKHOCTHBIX JIHIL, BHHOBHBIX B

[Ipopabotka
yueOHOro
(TeopeTn4eckoro)
Marepuaia

6




HapyLEHUU HOPM, PETYJIUPYIOLIUX MOTyUYeHHUE,
00pabOTKy U 3aIlUTy IEPCOHATBHBIX JaHHBIX
paboTHuKa. MHCTPYKIMSA O TOKYMEHTallUOHHOMY
00ecIIeYeHHI0 yIPaBICHUS IEPCOHATIOM MPEATIPUATHSL.
CTpyKTypa U cofep>KaHHe Pa3/iesioB JaHHOTO
JOKyMEHTA.

T'ocynapcreennas
MHCHEKIS TPyAa u
npoueaypa
MPOBEJICHUS IIPOBEPOK
JOKYMEHTALUU
KaJIPOBOM CITYKOBI

[TostHOMOUYHMS TOCYJAPCTBEHHON HHCIIEKLIUU TPY/Ia.
[Ipouexnypa u npaBuiia NpoOBeIEHUs POBEPOK
COOJFOICHUS IEHCTBYIOIIETO 3aKOHOIATeNILCTBA. BHIIbI
npoBepok. [lopsimok ohopMIIeHHUS MEPOTIPUATHH 11O
KOHTPOJTIO.

CocTaB JOKYMEHTOB, TpeOyeMBIX OpraHaMH HaJa30pa u
KOHTPOJIS TIPY TIPOBEICHUH MTPOBEPOK. OTBETCTBEHHOCTh
paboToarens 3a HapyIIEHUE JIEHCTBYIOLIETO
3aKOHOJIATENILCTBA O TPYJIE ¥ HErpaMoTHOE opopMIIeHHE
Ka/IpOBOM IOKyMEHTAIUH, Bo3iaraeMas TpyJoBbsIM
Konexcom P® u Konexkcom 06 aAMUHUCTPATUBHBIX
MpaBOHAPYIICHHSIX

ITpopaboTka
y4eOHOTO
(TeopeTHIecKoro)
MarepHuaia

DopMHUpOBaHUE U
BEJICHUE JIMYHBIX JEII

Jlugnoe neno pabOTHHUKA Kak OCHOBHOW JOKYMEHT
MEPCOHAILHOTO Y4eTa, B KOTOPOM XpaHsITCs Hanboee
MIOJIHBIE CBE/ICHUS O COTPYAHUKE U €T0 CIIyKeOHOU
JIEATETLHOCTH.

CocTaB 1 TIOCIEI0BATENBHOCTD JOKYMEHTOB JINYHOTO
nena. OcoOEHHOCTH COCTaBIEHHS JOKYMEHTOB JIMYHOTO
JieJTa; JIMYHOTO JINCTKA 110 YYETy KaJpoB, JONOTHEHUS K
JIUYHOMY JIUCTKY, aBToOMOrpaduu u T.1. [IpaBuna
BBIJIa4M JIMYHOTO JIEJIa BO BPEMEHHOE ITOJIb30BaHHUE.
Ilopsimok cocTaBiieHHs ONKCH JIMYHOTO Aena. [lepemada
JIMYHOTO JIejIa Ha apXuBHOe XpaHeHue. CocTaBIcHHE 32
BEPUTEIBHON HAIMUCH JHYHOTO Jeja

ITpopaboTka
yueOHOro
(TeopeTUIecKoro)
Marepuaia

JInynas kaprouka

JInyHas kapTOUKa KaK OCHOBHOW TOKYMEHT
MEPCOHATIBHOTO yueTa PabOTHUKOB OpraHU3allNu.
I[OKyMeHTI)I, Ha OCHOBAHHWU KOTOPLBIX 3aNOJIHACTCA
nu4Has kaprouka. [lopspok konupoBaHus cBeIEHUH B
JIMYHOW KapTOUKe. 3aloJTHEHNE TNIYHON KaPTOUKH.
ITopsinok BHECEHUsI UCIIPABICHUN U U3MEHEHUH B TMUHYIO
KapTO4Ky pabOTHHKA.

[Tpopabotka
yueOHOro
(TeopeTn4eckoro)
Marepuaia

JoxymMeHTHpOBaHUE
IPOLIECCOB
JIBUKEHUSA KaJpOB

JlokyMeHTHpOBaHUE TIPOLiecca IBMKEHHUS KaJpoB Ha
OPEANPUATHH KaK BaKHEHIIIass QYHKIUS OT/eIa KapoB.
Bunp! nemkenns kaapos. CXeMbl IpreMa, IepeBoa,
YBOJIBHEHHS PAaOOTHHUKOB.

Odopmienne npuema padboTHUKOB. COCTaB IOKYMEHTOB,
TpeOyeMbIX NIPH TIpHeMe Ha pa0OTy B COOTBETCTBHUH C
Tpynossim Kogexcom POD.

[Nopsinok 3akiroueHust TPYJAOBBIX TOTOBOPOB C
MMOCTOSIHHBIMH ¥ BpEMEHHBIMH Pa0OTHUKAMH.
Oco0eHHOCTH COCTaBICHUS YHUDUIIMPOBAHHEIX GOpM
MPUKA30B I10 JINYHOMY COCTaBY, KaCaroIMXCs IpremMa
(popma T-1, T-1a).

Odopmienne nepeBo/a, epeMelrieHns, KOMaHIUPOBaHNS
paboTHHKOB. OCOOCHHOCTH O(OPMIICHHUS U OCHOBAHHUS
Pa3IMYHBIX BUIIOB IepeBoa (TIEpeBol Ha JPYyTYIO paboTy
Ha TOM K€ TIPEANPUATHH; TIEPEBOI Ha paboOTy Ha Ipyroe
MpeANpPUITHE; IEPEBO]] HA PabOTy B IPYTYIO MECTHOCTB).
OcobeHHOCTH COCTaBJICHUS YHU(UIIMPOBAHHBIX (hopm
MIPUKa30B T10 JINYHOMY COCTaBY, KacaloIiXcs IepeBoa
(popma T-5, T-5a), komargupoBanust (popmer T-9, T-9a,
T-10, T-10a). Ocdopmienue ornycka. [IpaBuna u cpoku

ITpopaboTka
y4eOHOTO
(TeopeTUIecKoro)
Marepuaia
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MOJrOTOBKH rpaduka ormyckos (hopma T-7).
OCOOEHHOCTH COCTaBJICHUS YHU(DUITUPOBAHHBIX (HOpM
MIPUKa30B I10 JINYHOMY COCTaBY, KacaroIXCcs OTITyCKa
(popma T-6, T-6a).

Odopmitenne yBosibHeHUS pabOTHUKOB. OCHOBaHMS
MIPEKpaIIeHUs TPYAOBOTO TOTOBOPa B COOTBETCTBUH C
HOpPMaMH TPYIOBOTO NPaBa; MpaBHia 0pOpMIICHHS
MIPEKpaIIeHUs] TPYLOBOrO 10roBopa. OTBETCTBEHHOCTD
paboTojarens 3a He3aKOHHOE YBOJIbHEHHE paOOTHUKOB.
OcobeHHOCTH cocTaBIeHHs YHU(DUIIMPOBAHHEIX (hOopM
MIPUKa30B I10 JINYHOMY COCTaBY, KaCArOIHXCs
yBONbHEHHS PaboTHUKOB (popmbr Ne T-8, T-8a). [Topsmok
perucTpanuy NpUKa3oB MO JINYHOMY COCTaBY

Benenue TpynoBbix
KHIDKEK

ITonsTre TpynoBOM KHIKKH. DopMa TPy LOBOU KHIKKU.
HopmaTuBHO-MeTOIMYecKas 0asa,
perinaMeHTupyomast MopsioK BEJICHNUS, 3alI0THEHUS
TPYIOBBIX KHIDKEK, 0OecTiedeH sl UMH paboToaaTesnei.
3anoHeHne CBeJIeHU 0 paboTHHKE. 3aIoTHeHHE
cBezleHUH 0 paboTe. 3amnoHeHNE CBEACHUH 0
HarpaxJeHHHU. 3aloIHeHNE CBEACHUH 00 YBOIbHEHUH
(IpexpaieHiu TpyA0BOro J0roBopa). OcoOeHHOCTH
3aITOJTHEHUS CBEACHNUH 00 YBOJIHHEHHUH U IIpHeMe Ha
paboTy B CBSI3U C IEPEBOAOM PAOOTHHKA.
Buecenne m3mMeHeHMI 1 JOTIOTHEHUH B TPYIOBYIO
KHIDKKY. JlyOIMKaT Tpy10BOH KHWKKY. Beimaua
TPYAOBOI KHIXKKHU TIPH YBOJIbHEHUH (TIpEKpaIlieHUH
TPYZOBOT0O JOroBOpa). BKJIaABIII B TPYIOBYIO KHUXKKY.
VY4er u XpaHeHue TPyAOBbIX KHMKEK. JlIOKyMeHTalus 1o
yueTy OJaHKOB TPYIOBBIX KHUXEK (IPUXOTHO-PACXOHAS
KHHTA 110 YYeTy OJIaHKOB TPYJOBBIX KHUKEK U
BKJIAJIBIIIEN K HUM, KHUTA yYeTa JBHKEHUS TPYIOBBIX
KHUXKEK 1 BKIIaabIIel K HuM). OTBETCTBEHHOCTD 32
co0JIIOICHUE MOPSIJIKA BEICHUSI TPYJOBBIX KHIKEK.

[Ipopabotka
y4eOHOTO
(TeopeTH4ecKoro)
Mmarepuaia

Pazgen 3. Cucremaruszanusi ¥ XpaHeHHe JIOKYMEHTOB KaJpOBOM CJIYKObI

Homenknatypa nen [onsTHe HoMeHKknaTypsl Aen. [lopsaok cocTaBaeHust ITpopaboTka
KaJIpOBOM CITYKOBI HOMEHKJIATYPBI JIeN KaJpOBOH CITYKOBI. y4eOHOro
(TeopeTUIecKoro)
MaTepHana
®dopmupoBaHue e TpeboBanus, MpeABIBIIEMBIC K 3aTONOBKaM JEII. [IpopaboTka
OreMeHTBHI 3ar0JIOBKOB JIEN. y4e0HOro
HpaBI/IHa rpynmnupoBKU JOKYMEHTOB B /€A, O(bOpMJ'IeHI/IH (TeopeTquCKoro)
3arojioBKOB /ie/1. [Ipu3HaKu rpyNMMpPOBKH JOKYMEHTOB B |yarepuana
Jena.
Iopsimox  moaroroBku |IIopsaok NOATOTOBKK TOKYMEHTOB K aDXMBHOMY ITpopaboTka
JOKYMEHTOB K |xpanenuto. Kiaccngukanus 10KyMEHTOB IO CpOKaM y4e0HOro
ApXHWBHOMY XpaHEHHIO |XpaHeHHs. TpeOoBaHNMs, IpeIbABIAEMbIe APXUBHBIMH (TEOpPETHYECKOro)
ciryx0aMH K JOKYMEHTaM, CIaBaeMbIM B apXHB. MaTepuaia

OpFaHI/I3aHI/IH IIPOBEACHUA OKCIIEPTHU3bI HEHHOCTHU
JOKYMEHTOB.

YactuuHoe n osHOe odopmireHne nen. [lopsmox
oopmIteHHsI 00JI0KEK /I MOCTOSTHHOTO M BpEMEHHOTO
cpoxoB xpaneHus. CocTaBieHue U 0(OpPMIICHHE OTHCEH
nen. CocTaBieHne 3a BEpUTEILHON HAAUCH Jiera.
AHMI/IHI/ICTpaTI/IBHaH OTBCTCTBCHHOCTD 3a HAPYIICHUEC
JCHCTBYIOMIETO 3aKOHOAATEIHCTBA IO ApXUBHOMY JICTY.

2.3.2 3aHATHSA CEMHHAPCKOI0 THNA (MPaKTHYeCKHe / CeMMHAPCKHE 3aHATHS)
OHCHHBaHI/Ie IPaAKTUYCCKUX SaJIaHI/II\/'I BXOJUT B HAKOIVICHHYIO OLICHKY.
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Hanmenosanue
paszznena

TemaTuka MpakTUIECKUX 3aHITHH
(cemuHapoB)

KOHTpOJIA

2

3

4

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

71

Tpe6oBaHus Kk 0opMIIEHUIO TOKYMEHTOB:

0O0630p HOPMATHUBHO-TIPABOBOM 0a3bl JOKYMEHTALIMOHHOTO
obecnieuenus ynpasnenus. [OCT P 7.0.97-2016.

[MousiTre PEKBH3HTA JOKYMEHTA, TpeOOBaHMS,
OpeIBABIIEMBbIE K O(QOPMIICHHUIO pPEKBH3HTOB U UX
PAcIIONIOAKEHUIO Ha OlaHKe TOKYMEHTA.
[Ipumanne OKyMEHTY IOPUANYECKOMN CHIIBI.
Cutyarnonnoe 3amanue «OmmOku B
JIOKYMEHTOB

odopmiteHNH

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

Cocras ¥ BU/bI Ka/IpOBOii JOKYMEHTALINU:

OcHOBHBIE KIacCU(pHUKAINHN KaIpOBEIX TOKYMEHTOB.
Ilpuka3sepl 1O JMYHOMY COCTaBy Kak  OCHOBHOI
pacropsiANTeIbHbIN JOKYMEHT, COCTaBIIIEMbIH B Ipolecce
JOKYMECHTHpPOBaHHMS  (GYHKIMH  KaJpoBOH  CIy>KOBI.
CutyaunoHHOE 331aHue «AHaIN3 KapOBOH JOKYMEHTALU!
10 (YHKIUSIM YIIPABJICHUS IEPCOHATIOM»

Pasznen |l

OcHoOBBI
JOKYMEHTALHOHHOTO
odecneyeHust
ynpaBJieHUsI
NepCcoHAIOM

TpeGoBaHus K cofep:kaHUI0 U O0(POPMJICHUIO
JIOKAJILHBIX HOPMATHBHBIX AaKTOB MO YIPABJIEHUIO
nepcoHasioMm. CutyarnmonHoe 3aganue «ONIMOKy B
IITaTHOM PaCHICAHII»

CuTyannoHHOE 33/1aHUE «AYIUT IIPABIII BHYTPCHHETO
TPYAOBOTr0 pacrnopaaka» CUTyallMOHHOE 3afaHue
«[Tomoxxenne 006 00pabOTKE TEPCOHATBHBIX IAHHBIX.
Kakum emy OBITE?»

PazpaboTka JOKyMEHTOB, KacaIOMINXCs 3aIUTHI
MEPCOHAJIIbHBIX JAaHHBIX COTPYAHHUKOB OpTraHHU3alun

IIpoBogutcs
hopme
MPaKTUYECKOTO
3aHATHUS,
MIpPEATNONaraetT
aHanu3
CUTYaIMOHHBIX
3aJaHuMN.

dopMupoBaHNe U BeJdeHHE JIMYHBIX €.
CocraBiieHre TOKYMEHTOB JINYHOTO JIeJia COTPYAHHUKA IO
OCHOBHBIM 3Tarnam padoThI MepcoHaa (IpueM, epeBoI,
YBOJIbHEHHE, aTTecTanus u T.1.). CocTraBieHue
BHYTPEHHEH OMKCH TOKYMEHTOB JINYHOTO JICTA.
CocraBiieHre 3a BEPUTEILHON HAIIIHCH.

IToaroroBka JMYHOTO Jeia I IepeIadyl Ha apXUBHOE
XpaHeHue.

JInyHasg KapTo4Ka.

CocTaBieHne TUIHOH KapTOUKH pabOTHHKA.
Bnecenue u3MeHeHui U UCIIpaBIEHUN B JINYHYIO
KapTouky. KaproTeka TMUHBIX KapTOUeK: IpaBuiIa
BEJCHHUA.

JloKyMeHTHpPOBaHUE MPOLECCOB IBHKEHUS KA/IPOB.
[omaroBas  mpoueaypa  OpOPMICHHS  OCHOBHBIX
KaJpoBBIX Tpouenyp (mpuem, mepeBoj, MnepeMeleHue,
MIPEIOCTaBICHUE OTITyCKa, KOMaHInpOBaHUE,
YBOJIbHEHHE).

Oco0eHHOCTH TTOATOTOBKH PUKA30B 0 THIHOMY
COCTaBY.

CutyallioHHbIC 3a/IaHUsI «AHAJIHU3 TPYIOBOTO
noroBopay, «l[Ipuem Ha paboTy», «AYIUT YBOJIbHEHHI»

dopma TeKyIIero




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

IlogroroBka IOKYMEHTOB K apXHBHOMY XPaHEHMIO. |3anaumii.
[MostHoe W yacTHuHOE OopMIICHHE aeI.
[TpoBenenne sKCTIepTU3HI IEHHOCTH TOKYMEHTOB.

[Ipy wW3yyeHWUW  OUCHUIUIMHBI MOTYT TPUMEHSATCS  DJIGKTPOHHOE  OOy4YeHHE,
JMCTaHIIMOHHBIE 00pa3oBaTeIbHbIC TEXHOIOTHU B cooTBeTcTBUU ¢ DI'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

1 |[IpopaboTka TEOPETHYECKOTO

MaTepuana (MOATOTOBKAa K MeTtoandeckne peKOMEHAAIUH 0 MOJTOTOBKE MHCbMEHHBIX

MPOOJIEMHBIM CEMUHApaM) paboT cryaeHTamu: ydeOHO-MeTonu4eckoe mocodue / cocT.
2 |BrimoaneHue B.B. Epmonenko, M.P. 3akapsu, /.B. Jlanckas, M.A.

WHIUBUJYAIbHBIX  3aJaHUM Mupomunyenko, A.JIl.  CaBuenko, [[.A. JleTkuHa.

(moaroToBka  COOOIICHUH, MUHHUCTEPCTBO HAYKH U BBICIIEr0 o0pa3oBaHus Poccuiickoii

MIpe3eHTAINN) Oenepanun, Kpacnomap: KyOanckuil rocynapcTBeHHBIN
3 |llogroroBka K TEKyHIEeMY yHHBepcutert, 2022. - 101 c.

KOHTPOJIIO MeTtoaudeckre peKOMEHIAINH 110 TPOBEJCHUIO CEMHUHAPCKUX

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.
ONTUMAJIBHBIA CMOCO0 | ONMTHUMAJBHBIM  CIOCO0 | OMTUMalbHBI crocob | PaspabaTeiBaet
pereHus 3ajad, | peleHus 3ajad, | peleHus 3a7ay, | ONTUMAJIBHBIM  CIOCO0
HUMEIOIUXCS PECYPCOB | MMEIOIUXCS PECYPCOB U | UMEIOIIUXCS PECYPCOB | PEILICHUS 3ajady,
u OTpaHUYEHMH, | OTPAaHUYEHUH, OIEHKH | U OTpaHMYEHHM, | UMEIOIIHNXCS PECYPCOB U
OLIEHKM pHUCKOB Ha | PUCKOB  HAa  OCHOBE | OLIGHKM PUCKOB HA | OTPAaHUYEHUI, OLICHKU
OCHOBE  IPOEKTHOIO | IPOEKTHOTO OCHOBE  IIPOEKTHOIO | PUCKOB ~ Ha  OCHOBE
WHCTPYMEHTapHs MHCTPYMEHTapHs MHCTPYMEHTapUs IIPOEKTHOTO
UHCTPYMEHTapHs
IK-2 Cnocofen k opranu3anuu J0KyMeHTHPOBAHUS YIIPABJIE€HYECKOI 1eATeJbHOCTH B
OpraHu3aluH
UIIK-2.1. Opranmsyer | UIIK-2.1.  Omnpenensier | UTIK-2.1. Popmupyer | UT1K-2.1.
JOKyMEHTHPOBaHKE JIOKYMEHTHpPOBaHHE JIOKYMEHTHpPOBaHHE PazpabatpiBaet
YIIPaBJICHYECKOU YIPaBICHYECKOU YIPaBICHYECKOU JIOKYMEHTHPOBAaHUE
JeSITeIbHOCTH B | AEATENBHOCTU B | I€ATENHHOCTU B | yIIpaBIE€HYECKON
OpraHU3alLuHy. OpraHu3alyy. OpraHu3alyy. JIeSITeNbHOCTH B
OpraHu3aLuH.
UIIK-2.2. Tlpumensier | UIIK-2.2. Omnpenensier | UT1K-2.2. ®opmupyet | UTIK-2.2.
WHPOPMAILMOHHBIE WHPOPMaIMOHHEIE WHPOPMAaIMOHHEIE PaspabatriBaet
CUCTEMBI B | CUCTEMBI B | CHCTEMBI B | mH(GOpPMAIMOHHBIE
YIIPaBIEHUYECKOU YIIpaBICHUYECKOU YIIpaBICHUYECKOU CUCTEMBI B
JeSITeIbHOCTH B | JEeSTETBbHOCTH B | ACSATEIBHOCTH B | yIpaBiIeHUYECKOM
OpraHu3aluu OpraHu3anuu OpraHu3anuu JIeSTeIbHOCTU B
OpraHu3alyu

TunoBsie KOHTPOJIBHBIC 3a/IaHUSI WM MHBIE MaTepHalibl, HEOOXOAMMBIE JJISI OLCHKH
3HaHUH, YMEHMH, HaBBIKOB M (WJIM) OIBITa JESATEIbHOCTH, XapaKTepU3YIOIIUX 3TaIbl
(GbopMUpOBaHKS KOMIIETEHIIUH B Mpoliecce OCBOEHUsI 00pa30BaTeNbHOM MPOrpaMMbl

4.1.1.
AOKYMEHTALUN»

Bonpocsl mo mnpodiaemHomy cemunapy «CocTtaB M BHABI KaJApPOBOH

1.  Cnyx06a TOKyMEHTAIIMOHHOTO 00CCIICUCHHUS YIIPABIICHHUSI, 1I€JIH, 331U, (DYHKIIMH.

byHKIMN.

©WooNe g ko

el
= o

[EY
N

K 0(pOPMIICHHIO.

N
No ok~ w

Tpu ¢hopMbI OpraHu3aluy 1eI0MNpOU3BOJICTBA.
Bxonsmme T0OKyMEHTbI, IPOLECC IBUKECHUS.

Hcxopsimue JOKYMEHTBI, MPOLECC ABUKECHHUS.
Perucrpanus u uHaeKcays JOKYMEHTOB, ONpe/ieieHNe, TPUHIUIBI BBITOJTHEHUS,
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Homenknartypa nien, onpeeneHue, BUIbl, TOPsI0K COCTaBIeHUs, GYHKINU.
dopmupoBaHue /1€, IpeIHa3HAUYEHUE, ITAIIbI.
OpranuzanioHHO — IPAaBOBask JOKYMEHTAIM, OIPEEIICHUE, IPEAHA3HAUCHUE.
PacniopsintenbHble TOKYMEHTBI, ONPEEIICHNE, IPEAHA3HAUECHHUE.
WHdopMalinoHHO - CIIpaBOYHbIE JOKYMEHTHI ONpeieieHne, peHa3HaueHHE.
VYcraB, npeaHa3HayeHue, CTPyKTypa, TpeOoBaHuUs K 0(OPMIICHUIO.
[TonoxxeHre 0 CTPYKTYpHOM MO/pa3IeIeHNH, peAHa3HaueHue, CTPYKTypa, TpeOoBaHUs

JloipKHOCTHAS MHCTPYKIIHS, PeIHAa3HAYCHHE, CTPYKTYypa, TpeOoBaHUs K 0(OPMIICHHUIO.
[lItaTHOE pacnucaHue, NpeHa3HauYeHUE, CTPYKTYpa, TpeOoBaHUs K 0()OPMIIEHUIO.
[Ipouenypa u3zmanus mpukasa.
IIpouenypa co3ganus MpOTOKOJIA.
JlokitagHas 3amicKa, onpeeieHne, MopsSa0K COCTaBIeHUs, TpeOOBaHUs K O)OPMIICHHUIO.




18. CnyxeOHas 3amucka onpeaeaeHue, MopsiI0K COCTABICHUS, TPEOOBAHUS K 0(OPMIICHHIO.
19 OOBscHUTETBHAS 3aITUCKa ONPEICICHUE, TOPSAOK COCTaBICHUS, TPEOOBAHUS K
0 OpMIICHHUIO.
PexomeHngaTenpHOE MHUCBMO ONPEETICHNE, TOPSIOK COCTABICHUS, TPEOOBAaHUS K
0(pOpMIICHHIO.
Yuuduxkanus Gopm 10KyMEHTOB, CYyIIIHOCTh, GYHKIIUU, TPUHIUN npoBeaeHus (Tadenb
dbopm, AtbO0oM Gopm).
22. AKT 4 cripaBKa IpeHA3HAYCHUE, COCTABICHHIE, PEKBU3UTHL.

20.

21.

23. AusroputM mpuema Ha paboTy.

24.  AnroputM mepeBoja Ha JPYyryro pabory.

25.  AJTOpUTM YBOJBHEHHUS COTPY/IHUKA.

26. AJropuT™M MpEROCTABICHUS OTITYCKA.

27. Jluunast kapTouka T-2, HOPSIOK 3aMOTHCHUSL.

28, TpynoBoii 1OroBOp, CTPYKTYpA, MpeIHA3HAYEHUE, OCOOCHHOCTH COCTABJICHUS U
MOIIIHCAHUSI.

29. Bejenue Tpy10BOM KHHKKHU: OOIINE TOJOKEHHSL.

30. Bxkuamplim 1 yOIMKaT B TPYAOBYIO KHUKKY, YCIOBHS BBIIa4H, AITOPHTM 3alOIHCHUSI.

31. JloBepeHHOCTH Ha MOyYEHUE MaTePHAIbHBIX [IEHHOCTEN.

32.  OdopmiieHHE JIUYHOTO JIeJIa COTPYTHUKA.

33. Tlopsaok XpaHeHHs JOKYMEHTOB U [Iepeayn B apXUB.

34.  JlokyMeHTauus Mo MOONUIPEHUIO PA0OOTHUKOB M JUCIUIIMHAPHBIM B3BICKAHHSIM.

Ilepeuenv yacmu komnemeHyutl, NPOGEPAEMbIX OYEHOUHBIM CPEOCNBOM:
NVYK-2.1. [lornmaet CyniHOCTb IPaBOBBIX HOPM, LIE€IH U 33/1a4i HOPMAaTUBHBIX IPABOBBIX aKTOB;
NVYK-2.2. OcymecTBiasieT TOUCK HEOOXOAMMOH TpaBoBOW WHGOpMAIMKM JJIs  PELICHHUS
npodeccuoHaIbHBIX 33/1ay,;
NVYK-2.3. Ucnonb3yer NpuHIUIBI IPOEKTHOW METOAOJIOTHH JUIsl pelIeHus MPo(ecCHOHATIbHbBIX
3azay,

4.1.2 Coo011eHuUsI COTJIACHO IVIAHY NMPO0JIeMHOr0 ceMHUHAPa

1. Co3maiire WORD - noxyment ¢opmara A-4 cormacHo mpaBwiaM oGOpMIICHUS
KOHCTPYKLIMOHHOM CETKH C Pa3jINYHbIMU PEKBU3UTAMH.

2. CornacHo mpaBHJIaM IIOCTPOCHUS TEKCTa PACIOPSIIUTENIEHOTO JOKYMEHTA TIPUBEINTE
IpUMep TEKCTa JJOKyMeHTa (HareyaTaite TeKcT Ha jJucte ¢popmara A4).

3. Uem omimyaercss odopMIIEHHE TMpHKa3a IO JUYHOMY cocTaBy? B pasnmndnbIx
UCTOYHHKAX HalauTe oOpasel MpuKasa 1o JIMYHOMY COCTaBy (pacmeudaTaTh Ha JMCTe Gopmara
A4).

4. MW cnonw3ys marepuan u3 [lpunoxenus 1 «PexoMeHAaluu Mo MCIOJIB30BAaHUIO TPU
HAllMCaHUM JIOKYMEHTOB OTAENbHBIX Hanbojiee 4acTo YMOTPeOIsIeMbIX CIOB U YCTOWYMBBIX
COYeTaHUi» COCTaBbTE 3 pa3IMUHBIX JOKyMEHTa (IHCbMO, IpUKa3, akT U Ap.). OpopmMuTs Ha
muctax (opmara A4, pydkol WIM MapKepoM OTMETUTb HCHOJb3yeMble CJOBa WIH
CJIOBOCOYETAHHUS, MOJNKNCATh K KaKOMy OJOKY pPEKOMEHJAIMi OTHOCHUTCS (HAalpHUMep, oKazamby
NOMOW{b - YCTOMUUBBII 000POT peun).

Ilepeuens wacmu komnemeHnyuil, NPOBEPIEMbIX OYEHOYHBIM CPEOCHBOM.
NIIK-2.1. Opranu3syer 1OKyMEHTHPOBAaHHE YIIPABICHUECKON IEATENBHOCTH B OpraHU3alluu
NVYK-2.1. [lonnMaeT CylHOCTh NPABOBBIX HOPM, LIE€IHU U 3a/1a4 HOPMAaTHBHBIX MPABOBBIX
aKTOB,;
NVYK-2.2. OcyuecTBisieT NOUCK HEOOXOAMMOMN MpaBOBOW MH(OpPMAIMM JIJs pelleHus
npodeccuOHAIBHBIX 33/ay,
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NYK-2.3. Hcnonb3dyeT TPUHUMIOBI TMPOEKTHOHM  METOAOJIOTHM ISl  PELICHHS
npoecCHOHANBHBIX 33/1a4;

4.1.3 Pemienune cuTyallMOHHBIX 3224 10 IJIAHY IP00JIEMHOr0 ceMHHApa
1. CocraBbTe M 0¢GOpMHUTE MNPHUKA3bl IO OCHOBHOM JAEATENBHOCTH, B Cllyyae
HE00X0UMOCTH100aBbTE HETOCTAIONIYI0 HH(DOPMAIIHIO:

C nenpio mpUBJICUEHHS CIOHCOPOB I 00ECHeueHHsI MPOU3BOACTBEHHOMN J1€ATEIbHOCTH
reHepasibHbld aupektop OO0 «Montep» (r. ExarepunOypr) O. I'. CoxonoB 20 ceHTSOps
TEKYyIIEero roja u3Aajl IpUKa3 O CO3/laHUM KOMMEPYECKOrO OTJEeNa CO CIEAYIOUIUM IITaTHBIM
COCTaBOM: KOMMEPUECKUH AUpeKTop — 1 mT. ex., Beaymuii cnennanuct — 1 . ef., CnenuaincT

— 1 mrr. en.

I'maBHOMY Oyxrantepy npeanpustus I'. A. T'opsiueBy OblJI0 HOPYUYEHO BHECTH U3MEHEHUS
B IITATHOE PaCCaHUE MPEANPUATH Ha 4-if KBapTall TEKYILEro roja ¥ BHIHECTH Ha YTBEPXKICHHE
HOBbIM JOKyMeHT K 1 okTsa0ps. HawansHuky otnena kaapos T. H. HruateeBy npeanucano
YKOMITJIEKTOBAaHHUE OT/IEJIa KAIPaMHU C BBICIIUM 3KOHOMUYECKHM o0pa3oBaHueM K 10 okTsaOpsi.

OTBETCTBEHHOCTb 3a UCIIOJIHEHHE MPHKa3a AUPEKTOP OCTABUI 3a cOOOU. J[aHHBIN MPOEKT
IIPUKa3a COCTaBIISI CEKpeTaph reHepainbHoro aupexkropa M. M. Brnacosa.

Ilepeuensv yacmu komnemeHyutl, NPOBEPIEMbIX OYEHOUHBIM CPEOCNBOM:

NIIK-2.1. Opranu3syer 10OKyMEHTHPOBAaHHUE YIIPABICHYECKOMN JIEITEIbHOCTH B OPraHU3aluu

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

4.1.4 TloaroTroBKa cOO0IIEHHUI N0 IUVIAHY MPOOJIEMHOI0 CeMHUHAapa
[Ipoananuzupyiite [OCT P 7.0.97-2016. Cucrema crangapToB 1mo WH(QpOpMAIIHH,
OuOnMMoTeYHOMY W HW3JaTelnbcKoMy neny. OpraHu3alliOHHO — -pacHopsIUTENbHAs
JNoKyMeHTalusi. TpeboBaHMs K O(OPMIIEHHIO JOKYMEHTOB, OTBEThTE Ha CIeIylollue
BOITPOCHI:
1) Jlaiite  ompenencHWe TMOHATUIO  «PEKBU3UT». (CKOIBKO  PEKBHU3HUTOB
CYILLIECTBYET y IOKyMeHTa (110 JaHHOMY rOCYJJapCTBEHHOMY CTaHIapTy)?
2)  Kakwue TpeboBaHHS B COOTBETCTBHH C JaHHBIM HOPMATHBHBIM JTOKYMEHTOM
JIOJIKHBI IPEBABIATHCS K OJJaHKaM JOKYMEHTOB?
Ilepeuens yacmu Komnemenyuil, NPOBEPAEMbIX OYEHOYHBIM CPEOCBOM.
NVYK-2.1. [ToHnmaet cyiHoCTh NPaBOBBIX HOPM, LI€TU U 33/1a41 HOPMAaTUBHBIX IPABOBBIX aKTOB;
NYK-2.2. OcymecTBiasieT MOUCK HEOOXOAMMON MpaBOBOM WHGOpPMALUK AN  PEHICHUS
poeCCHOHANIBHBIX 3a]1aY;
NYK-2.3. Ucnonb3yeT NPUHIUIBI MPOSKTHOW METOAOJIOTHH ISl pelieHus] MpodeccuoHaIbHBIX
3a/ad4;
NYK-2.4. BpiOupaer ontuManbHBId CHOCOO pelIeHUS 3a4ady, HMMEIOIIUXCS PECYypcoB U
OTPaHUYEHUH, OLICHKH PUCKOB HA OCHOBE MPOEKTHOI'O HHCTPYMEHTAPHS

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

Bapuant 1. (mpumep)
2. K opranu3aiioHHbIM JOKYMEHTaM OTHOCHUTCSI:
A) monoxeHue 00 OpraHu3aluu;
b) yxazaunue;
B) npotoxkon.
3. PyxoBoactBo OO0 «CTpoiCyneprHBECTTOPT» PEHIMIIO0 TPU 0GOPMIICHUH MTUChMa-
OpPEUIOKEHUsT O COTPYIAHMYECTBE CBOMM mapTHepaM «HHBECTCTPONKOMKHPINY)
HCITOJIH30BaTh N300pakeHUe TOCynapcTBeHHOro repba PD.
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Hackonbko paBoMouHBI AeiicTBUs pykoBojcTBa ObmectBa? [loarBepaure cBO OTBET
CCBIHKOfIHa HOpMaTI/IBHBIG IIOKYMGHTBI.

4. OdopmMuTE HECKOIBKO BUIOB peKBU3UTa «OTMETKA O MPHIIOKESHUI»:
® IIPIJIOKEHUH B IOKYMEHTE HECKOJIBKO;

® IPUJIOKEHUE COPOIIIOPOBAHO;

5. Ha xaxue 6udvl 00KyMeHmMO8 He PACNPOCMPAHAECSL

oeticmeuel OCT P 7.0.97-20167

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

0) ycTaB, 3aU€THbIC KHUXKKH, aKThl, IMCbMA,

CIIPaBKH; B) YCTaB, MOJOXKEHUE, aKThI,

yIOCTOBEPEHHUSI, CIIPABKH.

6. I1o pacnonoosicenuro pekeuzumos 8vloesion ciedyioujue uobl OJIAHKOS.!

a) yIJI0BOM U MPOJOJIbHBIN;

0) yriaoBOi U LIECHTPUPOBAHHBII;

B) YIJIOBOH U LIEHTPAIM30BAHHBIM.

Ilepeuenv yacmu komnemeHyuti, NPOGEPAEMbIX OYEHOUHIM CPEOCNBOM:
NVYK-2.1. [lJoHuMaeT CyIHOCTb IPABOBBIX HOPM, LIEJIM U 331a4l HOPMATUBHBIX IIPABOBBIX aKTOB;
NVYK-2.2. OcymecTBiasieT MNOUCK HEOOXOAMMOM MNpaBoBOM HHGOpMaLUU s PpELICHUs
npodeccuoHaIbHBIX 33/ay,;
NYK-2.3. Ucnonb3yeT NPUHIHUIBI IPOSKTHOW METOMOJIOTUH IS peIIeHUs] TPOPECCHOHATBHBIX
3ajau,
3ayeTHO-IK3aMeHAIMOHHbIE MATEPHAJIBI IJ1s1 POMEKYTOYHOM aTTecTallM (324eT)

1. TlonsTHE CUCTEMBI JOKYMEHTALMOHHOTO 00eCeueH sl yIPaBICHUS IEPCOHAIIOM.

2. TpeboBanwus1, MpeabsBIsieMbIe K 0)OPMIICHUIO PEKBU3UTOB KaJAPOBOH IOKYMEHTALINH.

3. Ilpunanue 1OKyMEHTaM IOPUANYECKON CHUJIBI.

4. Tlopsimok 00pabOTKM M pEruCcTpaluy JOKYMEHTOB, UX UHAEKcAuu. Peructpanuonsbie
(G OopMBI TOKYMEHTOB U UX 3alIOJTHEHHUE.

5. KoHTpomab ucnonHeHns JOKYMEHTOB.

6. Krnaccugukaius kaapoBbIX JOKyMEHTOB.

7. OTnanuus B OATOTOBKE MIPUKA30B MO JUYHOMY COCTaBY U MPUKA30B 10 OCHOBHOM
JESATEIIBHOCTH.

8. HopmaruBHO-MeTOaMuecKas 0a3a, perJaMeHTHPYIOIas TOATOTOBKY KaJpOBOM
JOKYMEHTALMH.

9. TIpocTble U CIIOKHBIEC TIPUKA3BI: OCOOCHHOCTH O(POPMIICHHSI.

10. ITonsiTHE TPYAOBOTO JJOTOBOPA, 003aTENbHBIX U JOTIOJIHUTENbHBIX YCIOBUHA TPYI0BOTO
J0TOBOpA.

11. IlpaBuna opopmieHHs PEKBU3UTOB TPYIOBOTO JOTOBOPA.

12. Ocobennoctn 0(hopMIICHUS JKypHAJIa PETHCTPAIlUH TPYIOBBIX JTOTOBOPOB.

13. CocraB 10KyMEHTOB, TpeOYyeMbIX OpraHaMu Ha30pa U KOHTPOJIS IIPU MPOBEJCHUN
TIPOBEPOK.

14. Odpopmnenue mporenypsl IPOBEPKU KaJpOBON JOKYMEHTAIUH.

15. OcoGeHHOCTH COCTaBIICHUSI JKypHAJIA y4eTa MEPOTIPHUATHI IO KOHTPOJTIO.

16. Buzb! nmpoBepok.

17. OtBeTcTBEHHOCTH paboTomaresns U GU3NIECKUX JIUI] HAa HEHAIJIEKAIIEEe COCTOSTHUE
KaJpOBOH JOKYMEHTAIHH.

18. Ha3HaueHwe WHCTPYKIIMU TI0 JOKYMEHTAIIHOHHOMY O0ECTICUeHHIO YIPaBICHUS
nepconanoM. CocTaB pa3/ienos.

19. OcobennocT pa3pabOTKH U COCTABICHHS IITATHOTO PACTTUCAHUS.

20. [TpaBuia BHyTPEHHETO TPYIOBOI'O PACHOpPsIKa: Ha3HAYEHUE U MOPATI0K 0POPMIICHHUS.
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21.

22.

23.

24,
25.
26.
27.
28.

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

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

[lepconanbHble naHHble pabOTHUKA: COOP, XpaHEHUE, OTBETCTBEHHOCTD 32
JOCTOBEPHOCTh U HE3aKOHHOE PACIPOCTPAHEHHUE.

OcHOBHbBIE HOPMATUBHO-IIPABOBBIE AKTHI, PETVIAMEHTUPYIOIIUE padOTy C TPYAOBBIMU
KHIKKaMH paOOTHUKOB.

[IpaBuiia opopmiieHHs TPYJOBBIX KHUKEK, BHECEHUS JJOTIOJIHEHUS U UCTIPABJICHUI B
HETPAaBUIbHO BHECEHHBIE 3aITHCH.

[Topsanox BeIIauM TPYIOBOW KHIKKU PAOOTHHUKY

BxuagpIi B TpyIOBYIO KHUXKKY.

Boigaua ny6nukara TpyAOBON KHUKKU

VYder NBUKEHUS TPYAOBBIX KHIKEK M BKJIQIBIIICH K HUM.

Odopmnenue npuema paboTHUKOB. COCTaB IOKYMEHTOB, TPeOYEeMbIX MU IIPUEME Ha
pabory.

Odopmienne nepeBojia pabOTHUKOB HA IPYTYIO paboTy

Odopmiienne mporenypsl KOMaHIUPOBAHUS PAOOTHUKOB.

Odopmrnenue oTmycka.

[MpaBuia u cpoku NoAroToBKH rpaduka ormyckos (popma T-7).

Odopmrnenue npoueaypsl yBoJIbHEHUS PaOOTHUKOB

OcobeHHocTH cocTaBleHHs YHH(PUIMPOBAHHBIX (HOPM MPUKA3Z0B 110 JIUIHOMY COCTABY.
dopmupoBaHue U BeJleHue JINYHBIX ei1. CocTaB JOKYMEHTOB JIUYHOTO Jena.
Benenne nmuynpix kaprouek. [IpaBuina BHECEHUS UCTIPABICHUH B TMYHBIE KAPTOUKH.
[TonsTre HoMeHKIATYpHI Ael. [lopsaok cocTaBieHrss HOMEHKIIATYPhI JIe] KaJpoBOn
CITY>KOBI.

TpeboBanusi, mpenbsABIsieMbIe K 3ar0JIOBKaM Jell. DJIE€MEHTHI 3ar0JIOBKOB JIEI.
[Mopsimox hopmupoBanus aen. [IpusHaku rpynnupoBKH JOKYMEHTOB B JIEla.
[Topsiiok MOATOTOBKU JOKYMEHTOB K apXMBHOMY XPAaHEHHUIO.

Knaccudukanus 10KyMEHTOB IO CPOKaM XpaHEHHUS.

YactuuHoe U MoHoe odopMIIeHHE Jell.

Cocranenue u opopMIIEHHUE OTTHCEH JIeT.

Opranu3anys NpoBeIeHHs SKCIEePTU3bI LIEHHOCTH JOKYMEHTOB.

AJMUHUCTpATHBHAS OTBETCTBEHHOCTD 32 HAPYIICHHUE ACUCTBYIOMIETO 3aKOHOIATEIILCTBA
110 apXUBHOMY JIEITy.

Kpurtepun oneHuBaHus pe3yibTaTOB 00y4eHHUs!

IToporu oneHok BapuaHTtsl napameTpoB

HE 3a4TEHO MpEJCTaBIsIeT CcOOOW pa3pO3HEHHbIE 3HAaHUS C CYLIECTBEHHBIMU

BricTaBnsercs IIpHU HECOOTBCTCTBHUU OTBCTA 3aJaHHOMY BOIIPOCY, OTBET

ommnbOkamMu  mo  Bompocy.  IIpucyrctByror  parmMeHTapHOCTB,
HEJIOTMYHOCTh U3J0kKeHHUsS. OTCYyTCTBYIOT BBIBOJABI, KOHKpETU3ALUs U
JIOKA3aTeIbHOCTh M3JIOKEHMS. JIOMOJHUTENBHBIE W YTOYHSIOIIME
BONIPOCHI  MpernojaBareisi HE MPUBOAIT K KOPPEKIHH OTBETa

00yyYaromerocs.
BeIcTaBsieTcs CTY/IEHTY, €CJIM CTYICHTOM JIaH TOJHBIN, pa3BepHYTHII
3a4TECHO OTBET Ha IIOCTABJCHHBI BOMPOC, IOKA3aHO YMEHHE OIUCaTh M

WHTEPIPETUPOBATH CUTYAIUIO UM COBOKYITHOCTH (JAaKTOB, OOHAPYKHUTh
UX CBSI3M, 3aBUCUMOCTH U T.J1. OTBET YETKO CTPYKTyPUPOBAH, JTOTHYEH,
W3JI0KEH JINTEPATYPHBIM SI3BIKOM C HCIIOJIB30BAaHUEM COBPEMEHHOMN
TEPMUHOJIOTHH. MOTyT OBITH JONYyIIEHBI 2—3 HETOYHOCTH WM
HE3HAYUTETbHbIC OIIMOKH, UCTIPABICHHBIE O0YYAIOIIUMCS C TIOMOIIBIO
MIpEnoIaBaTensl.

OHCHO'—IHBIG cpeacrtBa i HHBAJIMAOB W JIMI C OI'PaHUYCHHBIMU BO3MOXHOCTIMU

3JI0POBbSI BRIOMPAIOTCS C YUETOM UX WHIUBUAYATBHBIX MCUXO(PHU3NIECKIX OCOOCHHOCTEH.
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— Ip¥ HeOOXOAMMOCTH HHBAIM/IAM | JIUIIAM C OTPaHUYEHHBIMU BO3MOKHOCTSIMH 37I0POBbSI
IPEOCTABIISCTCS JOTIOJHUTEFHOE BPEMS JJIs IIOATOTOBKM OTBETA HA SK3aMEHE;

— IIpH TPOBENICHUH TIPOLICAYPhI OIICHUBAHUS PE3yJIbTATOB 00yUEHHSI WHBAIUIOB H JIUIL C
OTPaHUYEHHBIMU BO3MOXHOCTSIMH 3/I0POBBS IPEAyCMATPUBAETCS UCIIOIBb30BAHUE TEXHHUUYECKUX
CpeICTB, HEOOXOUMBIX UM B CBSI3U C X WHIUBUIYAITBHBIMH OCOOCHHOCTSIMU;

— IIpU HEOOXOAUMOCTH JJIsl 00YHAIOIIUXCS C OTPAHUYCHHBIMUA BO3MOKHOCTSIMH 370POBBS
U WVHBAIWIOB TIPOIEypa OIICHUBAHUS pPE3YJIbTaTOB OOYYEHHUS 1O JUCIUIUIMHE MOXKET
IPOBOJUTHCS B HECKOJIBKO ATAIIOB.

[Iponienypa oneHUBaHUsI Pe3yJIbTATOB OOYYCHHS WHBAIWIOB U JIUI[ C OTpaHUYCHHBIMU
BO3MOXHOCTSIMH 3JI0POBbSI 10 JUCHUIUIMHE (MOJIYJIO) MpelycMaTpuBaeT IPel0CTaBICHUE
uHpopMmanuu B (opMax, aJaNTUPOBAHHBIX K OTPAHHYCHHSIM WX 3J0POBbS U BOCIPHSITHS
uHpOpMaLUu:

J1J1st T ¢ HApYIICHUSIMH 3PEHHSL:

— B [1€YaTHOW (hopMe YBEIUYCHHBIM HIPUPTOM,

— B (hpopMe 3IIEKTPOHHOTO IOKYMEHTA.

JUist i1 ¢ HapyIIEHUSIMH CITyXa:

— B IIeYaTHOM opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

J1J1s1 JIUI C HApYIICHUSIMH OTIOPHO-JIBUTATEIBHOTO arapara:

— B mieyaTHOU hopme,

— B (hpopMe 3IIEKTPOHHOTO IOKYMEHTA.

JlaHHBIN TIepeYeHb MOXKET OBITh KOHKPETH3HPOBAH B 3aBUCHMOCTH OT KOHTHHICHTA
00y4aromuxcs.

5. Ilepeyenb y4eOHOM JJUTEPATYPHI, HHPOPMAIMOHHBIX PECYPCOB M TEXHOJIOTH A

5.1. YueOHasi auteparypa

1. Abymnanze, . I'. JlokyMeHTaliMOHHOE OOecrieueHHe YIpaBIeHHs IEPCOHAIOM :
y4eOHUK U npakTukyM 11t By3oB / [. I'. AGynanze, U. b. Boinpsokkuna, B. M. Macnosa. —
Mockaa : U3parensctBo FOpaiit, 2020. — 299 c. — (Bsiciiee obpazoBanue). — ISBN 978-

5- 534-00875-3. — Tekcr : oanekrtponnsiii // OBC IOpaiitr [caiit]. — URL:
https://urait.ru/bcode/450813
2. brixoBa T.A. JIOKyMEeHTalnoOHHOE oOecrnieueHue YIIpaBJICHUS

(menonpou3BoOACTBO): yueb. mocobue s crydaeHtoB By3oB / T. A. beikoBa, T. B.
Kysnenona, JI. B. Cankuna ; mox oomr. pea. T. B. Ky3uenosoii. - 2-e u3j., nepepad. u JoII.
- M. : UH®PA-M, 2015. - 304 ¢

3. Kysnenos, 1. H. JlokyMeHTaImoHHOE 00ECTICYCHHE YIIPABIICHUS TIEPCOHAIOM :

y4eOHUK U TMPAaKTUKYM Ul npukiaaHoro Oakanaspuara / U. H. KysnenoB. — Mocksa :
NznatenberBo FOpaiit, 2019. — 520 c. — (bakanasp. [Ipuxmagaoii kypc). — ISBN 978-5-
9916- 4000-8. — Tekcr : omektponubiii // OBC IOpaiit [caiit]. — URL:

https://urait.ru/bcode/426321

4. Paznopoxxublii A.A. JJokyMeHTHpOBaHUE YIIPaBIEHUYECKOH AATEIbHOCTH: yuel.
nocoOue Jutst CTyeHTOB By30B / A. A. PazmopoxHsrii. - M. : UTHOPA-M, 2015. - 304 c.

5. «I'OCT P 7.0.97-2016. HammonanwHbiii ctanmapt Poccuiickoit denepanuu.
Cucrema craHgaptoB 1o uHpOpMaluu, OUOIMOTEUHOMY U H3AATEIbCKOMY JENy.
OpraHu3allMOHHO- pacHopsAuTeNbHas JOKyMeHTanus. TpeOoBaHus K OQOPMIICHHIO
nokymeHToB» (yTB. [Ipukazom Poccrannapra ot 08.12.2016 Ne2004-c1);

6. Ilocranosnenue I'occrannmapra P® ot 03.03.2003 Ne65-ct «O mnpuHsATHH U
BBEJICHUH BJICHCTBHE TOCYJAapCTBEHHOrO cTaHmapTta Poccuiickoit denepannm» (BMECTE ¢
«I'OCT P 6.30- 2003. TocynapctBeHHblii cranaapT Poccuiickoit ®enepauuu.
YHuuuupoBaHHble CUCTEMBI JIOKYMEHTalIUH. YHudunmpoBaHHas cucrema
OpraHU3alMOHHO-PACHIOPSAUTENILHOM  JJOKyMEeHTauu. TpeboBaHUs K  O(QOPMIICHHIO
JIOKYMEHTOBY);
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7. «'OCT P 7.0.8-2013. Hammonanbnsiii ctangapt Poccuiickoit ®eneparuu.
Cucrema craHaapToB 1o uHpopManuu, OHOIMOTEYHOMY U H3JATEIBCKOMY JETy.
Jlenonpou3BoACTBO M apXWBHOE Jjeno. TepmuHbl u omnpeaeneHus» (ytB. I[Ipukazom
Poccranmapra ot 17.10.2013 Nel185-cr).

5.2. Ilepuoauyeckas Jureparypa

[ledaTHple mepuoanyeckre U3AaHus BXOAAT B «llepedeHp MeYaTHBIX MEPHOAMYECKHX
W3/IaHHH, XPAHSIIAXCS B donze Hayunou OuOIMOTEKH KyoI'V»
https://www.kubsu.ru/ru/node/15554, w/vunu 31€KTPOHHBIC IEPUOMYESCKUE U3TAHMS, C YKa3aHUEM
ajZipeca caiTa JIEKTPOHHOM BEPCHUHM KypHAJIa, U3 0a3 TaHHBIX, TOCTYII K KOTOPhIM uMmeeT Kyol'V:

1. bazsl narnabix kommanuu «MIBUCy https://eivis.ru/

2. Dnextponnas oudauoreka GREBENNIKON.RU https://grebennikon.ru/

5.3. NHTepHeT-pecypcbl, B TOM 4YHCJIe COBpeMeHHble NpodeccHoHAIbHbIE 0a3bl
AAHHBIX U MHGOPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

DJIeKTPOHHbIe HHPOPMALIMOHHbIE Pecypchl

OneKTpoHHas 6ubimoreka Hayunoin 6ubnuorexku KyoI'y
http://megapro.kubsu.ru/MegaPro/\Web

—  DIIEeKTPOHHBIN KaTajor;

— llocrymnnenus nurepatypsl B OMOIMOTEKH (PUnanos;

— llocrynnenus auccepTanuii u aBTopedeparos;

—  CraTbu U3 NepUOAUKH U HAYYHBIX COOpHUKOB ¢ 2016 1.;

—  CraTpu U3 NEpUOAUKH U HAYYHBIX cOOpHUKOB 110 2016 T.;

— T'a3zersI 1 KypHabL;

— DnektpoHHas 6ubnnoTeka TpyaoB yueHbix KyoI'y.

JIeKTPOHHO-0u0IMoTeuHbIe cucteMsbl (IBC)

1. OBC «YHuBepcuterckas Oubnuorexa onnaitm» http://www.biblioclub.ru/

2. OBC «Jlanb» https://e.lanbook.com

3. ObpasoBarenbHas mnatgopma «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/

IIpodeccnonanbHbie 6a3b1 JAHHBIX POCCHIICKHE

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

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

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

4. Hayunas snextponnas oubnuoreka eLIBRARY.RU (HOB) http://www.elibrary.ru/

3. MMHAH. ITonHoTEKCTOBAs KOJIJIEKIUS MaTeMaTUYECKUX KypHaI0B
http://www.mathnet.ru

6. XKypuan KsanToBas anekrponuka https://quantum-electron.lebedev.ru/arhiv/

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

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

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

10. DnexkTponHas OMOIMOTEYHAs] cHUCTeMa coluo-rymMaHuTapHoro 3HaHus «SOCHUM»
https://sochum.ru/

NHpopmanuoHHbIE CIPABOYHbIE CHCTEMBI

1. KoncynbranT Ilmtoc - cripaBo4Hasi mpaBoBasi cucreMa (JOCTYI MO JIOKAJbHON CeTH ¢
KOMIIBIOTEPOB OMOIMOTEKH )

IIpodeccnonanbHbie 0a3b1 JAHHBIX 3apy0eiKHbIC

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

2. ITonHoTekcToBas koyuiekius kHur eBook Collections u3narensctea SAGE Publications
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https://sk.sagepub.com/books/discipline

3. [MomuotekcroBas kosuteknust kKHUr 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. INomHoTEeKCTOBAsE apXHUBHAs KOJUICKIUS *KYyPHAIOB u3mateascTtBa American Institute of
Physics Publishing (AIPP Digital Archive) https://pubs.aip.org/

9. China National Knowledge Infrastructure. B/ CNKI Academic Reference (AR)
https://ar.oversea.cnki.net/

ba3bl JaHHBIX OTKPBITOI0 J0CTYyNA

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

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

3. Jlekropuym TB - Buaeosiekuuu Bexymux jgekropoB Poccuu hitp://www.lektorium.tv/

ba3bl nannbix KyoI'yY

1. OTkpbITas cpena MOAyIbHOTO TuHAMu4eckoro ooyuenus Kyol'y

https://openedu.kubsu.ru/

2. ba3a yueOHBIX TUIAaHOB, Y4Y€OHO-METOJUYECKHX KOMILJICKCOB, MyOJUKAlMi W
koHpepenmmii http://infoneeds.kubsu.ru/

3. DnexTpoHHbI apxuB nokymenToB KyOI'VY http://docspace.kubsu.ru/

6. MeTonnueckne yKazaHus 1Jis1 00y4arOUIUXCS 10 0CBOEHUIO T CUUILIMHBI (MOYJIs1)

JIeKIIMOHHOE 3aHATHE MpPEJCTaBIsAeT cOo00M cHucTeMaTudyeckoe, IOCiIea0BaTeNbHOE,
MOHOJIOTHYECKOE H3JI0KEHHE IMPEeroiaBaTeleM-IeKTOpoM Yy4eOHOro maTepuana, Kak MpaBuIIo,
TEOPETUYECKOr0 XapakTepa. Takoe 3aHATHE MpPEACTaBIseT CO00M 3JIEMEHT TEXHOJIOTHU
NpEJCTaBICHUs] y4yeOHOro Marepuana IyTeM JIOTUYECKH CTPOMHOr0, CHCTEMaTUYECKU
MOCJIEI0BATEIBHOTO U SICHOTO U3JI0KEHMSI C UCIIOJIb30BaHUEM MHTEPAKTUBHBIX 00pa30BaTEIbHbIX
TE€XHOJIOTUH (MyJIbTUMEIUIHBIX, TEKIUU-TUCKYCCUH, JIEKIUU-TEMOHCTpaLUN ).

Ilenp nexumm — opraHu3anus LEJNECHANIPaBICHHON I103HABATEIbHOW JESTEIBHOCTH
00y4aromuxcs o OBJIAJEHUIO IPOTPaMMHBIM MaTepHaJIOM y4eOHOW AUCIUILINHBL. UTeHne Kypca
JIEKLMH TO3BOJISET 1aTh CBSI3aHHOE, NIOCIIEA0BATENbHOE U3JI0KEHNE MaTepHalla B COOTBETCTBUHU C
HOBEHMIIMMHU JaHHBIMM HAayKH, COOOIIMTH CIIyIIATEIsIM OCHOBHOE COJEpXaHHe IpeIMeTa B
LIEJIOCTHOM, CUCTEMAaTU3UPOBAaHHOM BHJIE.

3ajaun JEKUUU 3aKIYaloTcss B oOecrieueHuu (POPMHUPOBAHUS CHUCTEMBbl 3HAHUN 110
y4eOHON IUCHMIIIIMHE, B YMEHUHM apryMEHTUPOBAaHHO U3jaraTb HayyHbBIH Marepuaj, B
dbopMupoBaHUU TPO(ECCHOHATBEHOTO Kpyrozopa M oOmied KyJabTypbl, B OTPaKEHUU ellle He
MOJYYHBILIUX OCBEIICHUS B Y4eOHOW JTUTEepaType HOBBIX JOCTH)KEHHH HAayKd, B ONTHMU3ALUU
npyrux ¢GopM opraHuszaluy yueOHoOro mnpoiecca.

[IpakTuyeckue 3aHATHS — SABIAIOTCA (OPMOM yueOHOI aynuTOpHOH paldoThl, B pamMKax
KOTOpO (OpPMUPYIOTCS, 3aKpeIUIIOTCS M TMPEACTABIAIOTCS 3HAHUSA, YMEHHMS U HaBBIKH,
UHTETPUPYIOIIME Pe3yJbTaThl OCBOECHUS KOMIIETEHIIMH KaK B JIGKIIMOHHOM Qopmare, Tak B
pa3iauuHbIX (opmax camocTosTeNbHOM paboThl. K Kakaomy 3aHATHIO MpernojaBaTesieM
(bopMyIHMpyIOTCS MpaKTUYECKHE 3a/JaHusi, TpeOOBaHUS M METOJUYECKHE PEKOMEHJALUU K HX
BBITMIOJTHEHHIO, KOTOPbIE NMPEACTABIAIOTCS B (DOH/I€ OIIEHOYHBIX CPEACTB YUEOHOM TUCIUIUINHEI.

Kontponbs camocTosiTensHOW pabOTHL: JUIs CTYJIEHTOB JHEBHOM M 3a04HOM (opMbI
0o0ydeHHs — TEeKYLIUl KOHTPOJIb OCYIIECTBISIETCSI B COOTBETCTBHE C MPOrpPaMMOIl 3aHATUN
(exeHeIeNbHO IS CTYJICHTOB OYHOM (hOpMBI 00YUEHHS; IO cEMeCTpaM — IS CTYI€HTOB 3a0UHOU
dbopMbl  00ydeHHS); TPOMEXKYTOUHBIM KOHTPOJIb IO UTOTaM OCBOCHHS  JUCIUILIAHBI
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OCYIIECTBIISIETCI B (oOpMe PEHUTHHTOBOM CHCTeMBbl OICHOK. OmnucaHue 3aJaHuil s
CaMOCTOSITENIbHOW PabOThl CTYJEHTOB M TPEOOBAHMH IO MX BBINOJHEHHUIO BBIAAIOTCS
IpenojiaBaTejieM B COOTBETCTBUM C pa3pabOTaHHBIM (DOHIOM OLEHOYHBIX CPEIACTB IO
JUCLUIINHE.

CamocrosarenbHas pa0oTa CTYJIEHTOB IO JAaHHOMY Y4YeOHOMY Kypcy Mpearnoaraer
MIO3TAIIHYIO0 MOJATOTOBKY 10 KaXKJIOMY Pa3zelly B paMKax COOTBETCTBYIOLIUX 3a/laHUM!

IlepBblif 3Tanm camMOCTOATENBHOM pPabOTHl CTYIAEHTOB BKJIOYaeT B ce0s THIATEIbHOE
U3Yy4YEHHE TEOPETHUYECKOI0 MaTepuaja Ha OCHOBE JIEKIIMOHHBIX MaTepUalIoB IIPENoAaBaTelis,
PEKOMEHIyEMBIX PA3fciIOB OCHOBHOM M JOINOJIHUTENBHOM JIUTEPATyphbl, MaTepUaJioB
NEPUOTMIECKUX HAYUYHBIX U3JIaHUH, HEOOXOIUMBIX ISl OBJIA/ICHUS MOHATUHHO-KaTErOpUaIbHbIM
anmnaparoM ¥ (pOpMHUPOBaHUS MPEACTaBIECHUN O KOMIUIEKCE aHAIUTUYECKOTO MHCTPYMEHTapHs,
MCIIOJIb3YEMOT0 KaK B paMKax JaHHOM OTpaciid 3HaHUS, TaK U MyOJNYHON IPAKTHKE;

Ha BTOpOM 3Tarne Ha ocHOBE C(HOPMUPOBAHHBIX 3HAHUHN M MPEACTaBIECHUI MO JAaHHOMY
paszieny CTYACHTHI BHIIOJIHAIOT MPAKTUYECKUE 3a/1aHUs, HAlleICHHbIE Ha ()OPMHUPOBAHNUE YMEHHMA
Y HaBBIKOB B paMKax 3asBJICHHOW KoMmIeTeHIMH. Ha gaHHOM 3Tamne CTyJIeHTBI OCYILECTBISIOT
CaMOCTOSITENIbHBIM TMOUCK SMIIMPUYECKUX MATEpUalOB B paMKax KOHKPETHOIO 3aJlaHus,
0000IIal0T M aHAIM3MPYIOT COOpaHHBI Marepual IO CXeMe, pPEKOMEHIOBaHHOU
npenojaBareneM,  (GOpPMyNHPYIOT — BBIBOJBI, TOTOBST  NPAKTHUYECKHE  PEKOMEHJAINH,
IPe3eHTAllMOHHbIE MaTepUabl JUIs IyOIMYHOTIO UX MPEACTaBICHUS U 00CYKICHHUS.

Kpurepun oueHku 3ajaHuii B paMKax CaMOCTOATEIbHOM pabOThl CTYAECHTOB
bopmyaupyroTcs npenojgaBareieM B (JOH/IE OLEHOUYHBIX CPE/ICTB.

B ocBoeHuu NHMCHUIUIMHBI MHBAJIUAAMM U JIUIAMH C OFPAaHUYEHHBIMU BO3MOKHOCTSIMHU
30pOBbsl OOJIBIIOE 3HAUEHHE HMEEeT WHAMBUIyalbHas ydeOHass paboTa (KOHCYJIbTallUU) —
JIOTIOTHUTEILHOE PAa3bsICHEHUE yUeOHOr0 MaTepuara.

WupuBuyanbHble KOHCYJNbTAMM IO MPEIMETY SBISAIOTCS BaXXHBIM  (aKTOPOM,
CHOCOOCTBYIOUIMM MHAWBUAYAIN3ALUU OOYYEHUS U YCTAHOBJICHUIO BOCITUTATEIBHOTO KOHTAKTA
MEXIy IpernojaBaTesieM M OO0y4aroIMMCs HMHBAJIMIOM WM JIMIOM C OrPaHUYEHHBIMU
BO3MO>KHOCTSIMH 3710POBbSI.

B ocBoeHnN IMCHUMIUIMHBI MHBAIUAAMM U JIMIAMH C OFPAaHUYEHHBIMU BO3MOXHOCTSMHU
30POBbsl OOJIBIIIOE 3HAYCHHE MMEST WHIWBHUIyalbHas ydueOHas pabora (KOHCYJIbTAI[MH) —
JIOTIOJTHUTEIBHOE pa3bsiCHEHUE Y4eOHOro MaTepHaa.

WnnuBuayanbHble KOHCYJIbTAllMM IO TPEAMETY SBISIOTCS BaXHBIM  (DakTOpOM,
CHOCOOCTBYIOLIMM MHAMBUIYAIU3alUU OOy4YEeHUS U YCTAaHOBJICHUIO BOCIUTATEIBHOTO KOHTAKTA
MEXJIy I[pernojaBaTeieM W OO0y4arolmMMCs HWHBAJIWJIOM WJIM JIMIOM C OrpaHUYEHHBIMU
BO3MO>KHOCTSIMH 37J0POBBS.

MeTtoauyeckue peKOMeHJAlUM, OMNpelesilolHe NPoUeAyPbl OLEHMBAHUS Ha
ceMHMHape:

Kpumepuu oyenxu:

«y/I0BJIETBOPUTENBLHO» - CTYJIEHT UMeeT (parMeHTapHbIe MPEICTaBICHUS 00 OCHOBHBIX
aCHeKTaX MEXJIWYHOCTHBIX M TPYNIOBBIX KOMMYHHUKAalMH, YaCTMYHO OCBOWJ TOHSTUIHO-
KaTeropHaJlbHbII anmapar.;

«XOpOILIO» - CTYACHT JIEMOHCTPUPYET OOLIMe 3HAHUS 10 pacCMaTPUBAEMBbIM BOIIPOCAM,
yMEeT YCTaHaBIMBATh CBSA3M MEXY TEOPETUUECKUMU MOHATHIMU U SMIUPUUIECKUMU (paKTaMu;

«OTJIMYHO» - CTYAEHT JIEMOHCTPUPYET CHUCTEMHbIE 3HAHHMSI OCHOBHBIX BOIIPOCOB
M3y4aeMON TUCLUIUIMHBI, YMEET YCTaHABIMBATH CBSA3H MEXKIY TEOPETUUYECKHMMH MOHSITUSIMHU U
IMIOUPUYECKUMU (aKTaMu, GOPMYJIUPYET aHATTUTHUYECKHE 0000IEHNS U BBIBOIBI.

MeTtoauyeckue peKOMeH/AalMU, ONPeIeJIAI0Ie NPOLeAYPbI OLCHUBAHUS YYACTHSA B
AUCKYCCUM:

Kpumepuu oyenxu:

«YZOBJIETBOPUTENIBHO» - CTYJIEHTOM JAONYIIEHbl 3HAYUTEIbHbIE OLIMOKH, B OTBETE HE
PacKpbITbl HEKOTOPBIE CYLIECTBEHHBIE aCIEKThl COACPKAHMS, CTYIEHT HE CMOI II0Ka3aTb
HEOOXO0JUMbIE YMEHHUS O METOAaX KOMaH/JIHOI'O B3aUMOICHCTBUS;

22



«XOpOLIO» - CTYAEHT JOIyCKaeT HECYIIECTBEHHbIE OLIMOKH, HEAOCTATOYHO IIOJHO
PacKpBLI COJIEPKAHKUE BOIIPOCA, HE CMOT B Tpoliecce Oecebl CaMOCTOATENBHO AaTh HEOOXOAUMBbIE
HOIIPABKH U JIONOJHEHHUS;

«OTIIMYHO» - CTYJCHT aKTHUBHO Y4YacTBYeT B JUCKYCCHH, JIOTUYHO M TOCJIEIOBATEIBHO
BBIP@)KAaeT CBOM OTBET, IEMOHCTPUPYET 3HAHUS HAyYHOH TEPMMHOJIOTMM B KOHTEKCTE OTBETA;
OO0BSICHAET NMPUYMHHO-CICJICTBEHHbIE M (DYHKUIMOHAIBHBIE CBS3HM;, PACKPBIBACT Ha IMpHMEpax
TEOPETUYECKHE NOJIOKEHUS U MOHATUS; (POPMYIIUPYET COOCTBEHHBIE CYXKIEHUS U apTyMEHTHI.

MeTtoanyecKkue peKoOMeHIalUH, ONpe/le/sioIHe NPoueaypbl OLeHUBAHUS YYACTHUS B
paldoTe MaJbIX Py HAJ KeliCOM M pellleHHeM CUTYAllHOHHBIX 321a4:

Kpumepuu oyenxu:

«YZOBJIETBOPUTEIILHO»/3a4T€HO - paboTa B IPYNIIOBOH JEATEIBbHOCTH HAJ PELICHUEM
CUTYallMOHHOM 3ajaun  0e3 ydacTHss B NyOJMYHOM OOCYXKIEHMM U apryMeHTaluu
c(OpMYIMPOBAHHBIX BBIBOJIOB;

«XOPOIIO»/3aUTEHO - paboTa B TPYNIIOBOI JESITEIBHOCTH HAJl pEIIEHUEM CUTYallHOHHON
3aJjaud  C COJAEp)KaTeNIbHbIM YYacTUeM B IyOJUYHOM OOCYXJAEHUM U apryMeHTaluu
c(OpMyYITHPOBAHHBIX BBHIBOJIOB;

«OTIIMYHOY»/3aYTEHO - IEMOHCTPALMS JINACPCKON MO3ULMHU B TPYIIIOBOM 1€ TETLHOCTH HAJL
pelIeHNeM CUTYAIlMOHHOW 33Jaui C COAEP)KATEIIbHBIM YYacTHEM B ITyOIMYHOM OOCYXIACHUHU H
CHUCTEMHOH apryMeHTaluuu chopMyIupOBaHHbBIX BBIBOOB.

MeTtoanyeckue peKOMEHJAIMH, OMNpeaesiIoune
pe3y/1bTaToOB 3alIUTHI pedepaTa/scce:

Kpumepuu oyenxu:

«y/I0BJIETBOPUTENILHO»/3aUTEHO — IIPOMEKYTOUHBIE Pe3yJIbTaThl 3aIUTHl pedepaTa/scce
NPECTABISIIOT COOON M3II0KEHHE HECAMOCTOSATENBHBIX Pe3yJbTaTOB HAmucaHus paboTel, 0e3
TIIATEIBHOM IPOPAOOTKU JIUTEPATYPHBIX HCTOYHUKOB;

«XOPOIII0»/3a4TEHO - IPOMEXKYTOUHBIE PE3YIIbTATHI 3AIUTHI pedhepara/scce MpeCTaBIsIOT
cO0OH CaMOCTOSITENbHBIN aHANINU3 Pa3sHOOOPA3HBIX HAYYHBIX HMCCIEIOBAHUNA M AMIIMPHUECKUX
JAHHBIX, TIPH 3TOM HE B TIOJIHOM Mepe OTpakeHbl TpeOoBaHWs, CPOPMYIHMpPOBAaHHBIE K €ro
CTPYKTYpPE U COAEPIKaHUIO.

«OTJIMYHO» - IPOMEKYTOUHBIE Pe3yJbTaThl 3aLIUTHI pedepaTa/scce MPeACTaBIAIOT COOOH
pe3yJabTaThl CaMOCTOSITENIbHOW paboThl M OTPakaloT Bce TpPeOOBaHMS, K COJEpKATEIbHOMY
HAIOJTHEHUIO ¥ CTPYKTYPHPOBAHUIO PAOOTHI.

Meroanyeckue  peKOMEHIALMH,
pPe3yJIbTAaTOB TECTUPOBAHUS

Kpumepuu oyenxu:

«y/IOBJIETBOPUTEILHO» - €CIIH CTYJICHT OTBEYaeT MpaBWiIbHO Ha 50% TECTOBBIX 3aJaHHN.

«XOPOUIO» - €CIM CTYJEHT OTBeYaeT NMpaBmiIbHO OT 51 10 90 % TecTOBBIX 3alaHUM.

«OTIUYHOY» - €CIIM CTYACHT OTBeuaeT NpaBmwibHO OT 91 10 100 % TecToBbIX 3a1aHMI.

npoueaypbl  OLEHUBAHUS

ornpeae/asarouiue

npoueaypbl  OLEHUBAHUS

7. MaTtepuajibHO-TEXHUYECKOe o0ecriedeHne 1o AUCHUIIHHE (MOIYJTI0)

ITo Bcem BUIaM yqe6HOﬁ ACATCIIBHOCTH B paMKax JUCHUIINIMHBI HMCIIOJB3YIOTCA
ayJUTOpUH, KaOMHEThl U J1TaOOPaTOPHH, OCHAIEHHbIE HEOOXOAMMBIM CHEIHATU3UPOBAHHBIM U
71a00paTOPHBIM 000PYIOBAaHUEM.

HanmenoBanmne CricoaJibHBIX

OCHaIIIEHHOCTh CHEIMAIBLHBIX

Ilepeuennb JIMIIEH3MOHHOTO

9KpaH, IPOEKTOp, KOMIIBIOTEP

HOMEILEHUN THOMEILEHUI MIPOTPAMMHOTO 00ECTICUCHHUS
YueOusie  aymutopum i | MeOenb: yueOHas MeOenb Microsoft Windows 8, 10
MIPOBEICHUS 3agsaTuil | TexHudeckue cpenctBa | Microsoft Office Professional
JIEKIIMOHHOI'O THUIIA 00yJeHMS: Plus
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YueOubie  aymutopum i | MeOenb: yueOHas MeOenb Microsoft Windows 8, 10
MIPOBEIEHMS samsaTuii | TexHnyeckue cpenctsa | Microsoft Office Professional
CEMHMHAPCKOTO THIA, IPYIMIOBBIX | O0yUYESHHUS: Plus
u UHIMBUAYAIbHBIX | SKpaH, MPOEKTOP, KOMITLIOTED
KOHCYJIbTAIIHH, TEKYILETO
KOHTPOJII U TNPOMEXYTOUHOU
aTTeCTaluu
Jnst  caMoCTOSITENIbHOM ~— pabOThl  0OyYaromuxcsi  MPEAyCMOTPEHBI  MTOMEIICHHUS,

YKOMITJIEKTOBAaHHBIE CIICIMATM3UPOBAHHON MeOebio, OCHAIIEHHBIE KOMIIBIOTEPHON TEXHUKOH ¢
BO3MOYKHOCTBIO MOJKIIOUEHUs K cetu «lHTepHeT» M olOecrieueHHeM J10CTyNa B JIEKTPOHHYIO
UH()OPMAIMOHHO-00Pa30BaATENbHYIO CPE/ly YHUBEPCUTETA.

oOydatomuxcst  (ayz.
417)

ObopynoBaHue: KOMIIBIOTEPHAsE TEXHUKA C MOJKIIOUYCHUEM K
WHPOPMAITMOHHO-KOMMYHHUKAIIMOHHON ceTn «HTepHeT» u
JOCTYTIOM B 3JIEKTPOHHYIO UHPOPMAIIOHHO-
o0pa3oBaTebHYI0 cpely o0pa3oBaTeNbHONM OpraHu3aluH,
BeO-KaMepsl, KOMMYHHKAIIHOHHOE o0opynoBaHue,
obecnieunBaroIiee JOCTyll K CETH HMHTEpHET (IPOBOAHOE

COCNMHCHUC U 6eCHpOBOI[HOG COCAUHCHHUEC 110 TCXHOJOI'MH
Wi-Fi)

HaumenoBanue OcHaIIeHHOCTh TOMEIICHUH JJIs1 CAMOCTOATENEHON paboOThI [Mepeuenn
TIOMETICHUH IS 00yJaromuxcst JMLIEH3HOHHOTO
CaMOCTOSTEIBHON MIPOTPaMMHOTO
paboThI oOecrieveHus
o0yJaronmxcs
ITomermenue st | MebGernb: yueOHas mebenb Microsoft
CaMOCTOSITETbHON KomrutekT cnennanu3upoBanHoi mebenn: kommnbtotepHbie | Windows 8, 10
paboThI CTOJIBI Microsoft Office
00y4arOIIUXCs OG6opyoBaHue: KOMITBIOTEPHAS TEXHUKA C MoakmodeHreM k | Professional
(9rTaNTBHBIHA 3an | nHGOPMAIMOHHO-KOMMYHHKAIMOHHOH cetn «WHTepHe™ U | Plus
Hayunoii JIOCTYTIOM B 3JIEKTPOHHYIO UH(POPMAIIMOHHO-
OMOIMOTEKN) o0pa3oBaTenbHYI0 cpeay O0O0pa3oBaTENbHON OpraHW3allny,
BeO-KaMepHl, KOMMYHHKAIIHOHHOE o0opynoBaHwue,
oOecrieynBaroiee JOCTyl K CETH HWHTEpHET (TPOBOAHOE
COoeIMHEHNEe M OECIpPOBOJHOE COCAMHEHHE 10 TEXHOJOTHH
Wi-Fi)
I[Tomemnienue s | Mebens: yueOHas meOenb Microsoft
CaMOCTOSITETHHON KomrutexT crnenuanu3upoBanHoi mebenn: xommnbiorepHbie | Windows 8, 10
paboThI CTOJIBI Microsoft Office

Professional
Plus
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