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1 Hesn u 3axa4y N3y4eHUs JUCHUUILIMHBI (MOLYJI51)

1.1 Ilean ocBOeHUSI TUCHHUILIMHBI

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

Llenu AUCHUNINHGL:

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

— MpHOOpeTeHne 3HAaHUH O JOKYMEHTALIMOHHOM 00€CIIeUeHIH YIPABJICHHUS TIEPCOHAIIOM,
CTPYKTYpe ¥ (DyHKIIMOHAJIBHBIX BO3MOKHOCTSIX KaJpOBOIO 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa B
COBPEMEHHBIX OpraHMU3aLUIX;

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

1.2 3agaun AU CHUIIMHBI

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

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

— BBIJICJIUTH ATAIBI BHEIPSHUS AJICKTPOHHOTO JIOKYMEHTOO0OPOTA B CUCTEME YIIPABJICHUS
MIEPCOHAIOM OPTaHU3AIINH;

— HAYYHWTBCS OPraHU30BBIBATH Pa0OTy C DIICKTPOHHBIMH JOKYMEHTaMH B KaJpOBOM
paboTte B OpraHu3aluu.

1.3 MecTo AucHMILVINHBI B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMMbl

JucuumuimHa «OCHOBBI AJIEKTPOHHBIX JIOKYMEHTOB B KaJpoBOH paboTe» OTHOCUTCS K
brnoky 1 Juctuminusabl (MOmynu) dYacTH, (GOpPMHUPYEMOW yYaCTHHKaMH 0O0pa3oBaTEIbHBIX
OTHOILLIEHUH y4yeOHOro IIaHa.

JlaHHast AMCUMITIIMHA U3YYaeTcs BO BTOPOM CEMECTpE Ha OUHOI (popMe U Ha BTOPOM Kypce
3a04HOM popme 00yueHus1, 0a3upyeTcs Ha 3HAHUAX, YMEHUSAX M HaBbIKaX, MOJYYEHHBIX Ha IEPBOM
Kypce mnoAarotoBku. JlucuumiauHa oOecneunBaeT (OpPMUPOBAHHME 3HAHUM UM HABBIKOB
MarucTpaHTOB B c¢epe HUCMOIb30BaHUS SJIEKTPOHHBIX KaJpPOBBIX TOKYMEHTOB U BHEIPEHUS
CHCTEMBI HJIEKTPOHHOI'O KaJPpOBOT0 IOKYMEHTO000pOTA.

B cBoro ouepenp oOHa o0ecmeyMBaeT U3yuy€HHE  CIEAYIOIUX  JAMCLUUIUINH:
«MHpOopMallMOHHBIE TEXHOJIOTUM B JOKYMEHTOBEACHHHM M apXHWBOBEIACHUMN», «YIIpaBlIeHUE
KOPIIOPaTUBHBIM KOHTEHTOM) U JP.

VYyeOHasi mporpaMMa JUCHHUIUIMHBI «DJIEKTPOHHbBIE JOKYMEHTBHI B KaJpoBOW paboTe»
npeaycMaTpuBaeT MpOBEACHUE 3aHATHI B (popMe JIeKIMii U IpakTH4ecKux 3aHaTuil. [Iporpamma
MOJArOTOBJIEHA B COOTBETCTBUM TpPEOOBAHUSMHU, MPEABABIEHHBIMU C TpeOOBaHUSIMU

dI'0C BO.

1.4 IlepedyeHb MJIAHMPYeMbIX Pe3yJbTATOB O0Oy4YeHHMs IO AMCHMILIMHE (MOIYJIO0),
COOTHECEHHBIX € IVIAHUPYEMBbIMH pPe3yJbTATAMM 0CBOEHHSI 00Pa30BaTeJIbHOM MPOrpaMMBbI

W3ydenne naHHOM y4yeOHOM AMCUMIUIMHBI HAalpaBlieHO Ha (OpPMHpPOBAHUE Y
00yJaroNUXCs CICTYIONNX KOMITETECHITAN

KOI[ N HAMMCHOBAHUC MHUKATOpa Pe?;y.]'H)TaTBI 06yquI/1$1 1O JUCLHMITIIMHE

I1K-2 HOCTpOCHI/IC CUCTCMbI JOKYMCHTAIIMOHHOI'O obecneueHUs YHPaBJICHUA OpraHU3alun

HIIK 2.1 - cnocoden 3Haer:
aHAIIM3UPOBATh nepeaoBon - TepeloBOM OTEYeCTBEHHBIM OMBIT B 00JacTH
OTEUYCCTBCHHBIH M 3apyOCKHBIH OMBIT | AJICKTPOHHOTO  JOKYMEHTOO0OpOTa B KaJpOBOM
JIEIIONPOU3BO/ICTRBE;




Kon n HanmMeHoBaHMe HHIUKATOpA

Pe3ynbrarel 00y4eHUs IO TUCITUTIIINHE

B 0o0jmactTh  JOKYMEHTAIHOHHOTO
o0ecrieueHns yIpaBIeHHs
NIIK 2.2 — cniocoOeH Tu1aHupoBaTh

- HOpPMAaTUBHYIO 0a3y W METOIUKU pPa3padOTKH U
BHEJIPCHHS CHCTEM DJIEKTPOHHOTO JOKYMEHTO000pOTa B
KaJpoBOH pabore

aHalM3a TMoKa3aTelel AesaTeIbHOCTU
o JOKYMEHTAIUOHHOMY
00eCIeUeHUI0 YIIPaBICHUS;

NIIK 3.2 — cniocoOeH TIaHupoBaTh
paboty mo cbopy U cuUCTeMaTHU3AIUH
CBEJICHUU O TMOJIOKEHUH el B chepe
JOKYMEHTAIMOHHOTO  o0ecredyeHus
YIpaBJICHUS] OpTaHU3AIHH;

UIIK 3.3 — cnocoGeH opraHu3oBaTh
paboTHI 1O BBHISIBIICHUIO HAPYIICHUH B
paboTe ¢ JOKyMEHTaMH OpraHu3aluH,
OTIPEJICIIEHUIO MEp T10 MX YCTPAaHEHHIO

B3alMOJIECIICTBUE noApa3AeaeHUM VYwMmeer:
OpraHM3alMy IO BOIpOcaM padOThl € - OCYIIECTBJIATH AaHAIM3 BHUJAOB U (OpMATOB
JIOKYMEHTaMHU; AIIEKTPOHHBIX JJOKYMEHTOB B paboTe KaJIpOBOM CITy>KOBbI
NIIK 2.3 — cnocoOeH opranu3oBarh | HA OCHOBE CUCTEMHOI'O IIOJIX0/1;
paboThl MO MOCTPOCHHUIO CHUCTEMBI - MOJENUPOBAaTh U MPOECKTHUPOBATH MACSITEIbHOCTD
JOKYMEHTAI[MOHHOTO  OOEeCIeYeHHUs | MOApa3IelCHHd M0 padoTe ¢ AIEKTPOHHOW KaJIpOBOMH
YIpaBJIEHUSI OpPraHU3aINH JIOKyMEHTaluen
Buaneer:
- HaBbIKAaMH aHajM3a HOPMATUBHON 0a3bl B o0jacTu
BIIEKTPOHHOTO  JIOKYMEHTOOOOpOTa B KaJpOBOM
JIEJIONPOU3BO/JICTBE;
- METOJIUKOW OpraHU3allMOHHOTO NPOCKTHPOBAHUS
CHUCTeMBbl  yMpaBJICHHs  DIEKTPOHHON  KaJpoBOM
JIOKYMEHTalUen
IIK-3  OcymecTtBieHnue KOHTPOJs  (DYHKUMOHMPOBAHUS CHUCTEMbl JOKYMEHTAI[MOHHOTO
o0ecrieyeHus yIpaBlIeHHs OpraHU3aluu
UIIK 3.1 — BrmageeT MeTOoAMKAMU 3Haer:

- OCHOBHBIE HPHUHLHUIBI OPOPMIICHHUS DJIEKTPOHHBIX
KaApOBbIX JOKYMCHTOB;,

- METOAbl  YINpaBieHHs  KaJpoBoWl  paboToi
OpraHm3any Ha 0a3e WCIOJIL30BAaHUS NPHUHIUIIOB H
TEXHOJIOTHIl 3JIEKTPOHHOTO TOKYMEHTOO00pOTa.

Ywmeer:

- IJIAaHUPOBATh PaboTy Mo cOOpy U CHUCTEeMAaTHU3AINH
CBEJICHUM 0 MOJIOKEHU U nen B chepe
JIOKYMEHTAIlMOHHOTO o0ecredeHus padoThl KaapoBOit

CITyXKOBI;

- HUCIOJb30BAaThb  COBPEMEHHBIE  IPOTrPaMMHBIE
MpPOAYKTHl B cdepe  DIEKTPOHHOTO  KaJapOBOTO
JIOKyMEHTO000pOTa;

Brnaneer:

- HaBelkamMH  (OPMYJIHpPOBaHHS W  pEIICHUs
MPUKIAIHBIX 33/lad 10  CO3/JaHHI0  DJIEKTPOHHBIX

KaJIpOBBIX JOKYMEHTOB;
- HaBbIKAMM BBISBICHHSI HapylleHUd B pabore ¢
JJIEKTPOHHBIMU KaJIPOBBIMHU JTOKYMEHTAMU

PesynbraTel 00yueHHUs] MO TUCHMIUIMHE JOCTHUTAIOTCS B paMKaX OCYIIECTBJICHHS BCEX
BUJIOB KOHTaKTHOW M CAMOCTOSITENIbHOM pabOThl 00y4arOIUXCsl B COOTBETCTBUH C YTBEPKICHHBIM

y‘le6HLIM IIJIAHOM.

I/IH)II/IKaTOpI)I JOCTHXXECHUA

KOMIIETEHITUHI

cuuTarTCid CHOPMHUPOBAHHBIMU  IPH

AOCTUIKCHUU COOTBCTCTBYIOIIHUX UM PE3YJIbTATOB 06quHI/I$I.




2. CTpyKTypa H coaepkaHue IUCHUILINHBI

2.1 Pacnipeesienre TPYA0EMKOCTH JUCHUIIMHBI IO BUAaM padoT
OOmiast Tpy10EMKOCTh JUCHUIUIMHBI COCTaBJIICT 2 3a4eTHBIX eAuHuIbl (72 yaca), ux

pacupe€aciaCHue 1o BuaamM pa60T MMpCaACTaBJIICHO B Ta6J'II/H_[€

®dopma
o0y4eHus
Buner pabot Beero (?iIHaﬂ
1acoB M CeMecCTp
(72 gaca)
KonraktHas padora, B TOM 4ncJje: 60,2 60,2
AyIUTOpHBIE 3aHATHS (BCEr0): 60 60
3aHATUA JIEKIIMOHHOI'O TUIIA 30 30
nabopaTopHbIC 3aHATUS
MIPAKTUYECKUE 3aHITUS
CEeMHUHAPCKUE 3aHSTUS 30 30
HNuas koHTaKTHas1 padora:
Kontpons camoctostensHo# padotsl (KCP)
[Tpomesxytounas arrecranus (MKP) 0,2 0,2
CamocrosiTesibHasi padoTa, B TOM YHUCJIE: 11,8 11,8
Pedepar / acce (moaroroska) 3 3
CamocToATeIbHOE U3YUYEHUE Pa3IesIOB, CaMOIIOATOTOBKA (IIpopaboTKa U
MMOBTOPEHHE JICKIIMOHHOIO MaTepuajia M Marepuajga ydeOHHKOB U 4,8 4,8
y4eOHbIX TOCOOMI, MOATOTOBKA MPAKTUYECKUM 3aHSTUSM U T.11.)
[TonroToBka Kk TeKyIieMy KOHTPOJIIO 4 4
KonTpoas: - -
[TonroToBka K 3a4eTy/3K3aMeHy - -
Oourast qgac. 72 72
TPYAOEMKOCTD B TOM YHCJIe KOHTAKTHAs pafoTa 60,2 60,2
3a4. e/ 2 2

2.2 Coneprxanue QJMCHUNIHHBI

Pacnpenenenue BunoB yueOHOM pabOThI 1 X TPYIOEMKOCTH TIO pazfiesiaM JUCIUTUINHBL
Paznensr (TeMbl) TUCIMTUIHHBL, H3y49aeMbIe BO 2 CEMECTpE (0uHasi popma oOyuenst)

KosmuecTBo yacoB
B -
AynuTopHas Heaym
Ne HanmeHnoBanue pasienos (Tem) TOpHast
Bcero pabota
pabota
J | 113 | JIP CPC
ONEeKTPOHHBIA JTOKYMEHTOOOOPOT B cepe TpYIOBbIX
1. | oTHOIIEHUIl: IOHATHE, POJIb B COBPEMEHHBIX YCIOBUSX, | 14 6 6 2
HOPMAaTHBHO-TIPABOBOE PETYJIMPOBAHUE
2. | JIokyMeHTHpOBaHHUE MPOIIECCOB JIBIKEHNUS KaIpOB 18 8 8 2
Benenne w XpaHeHHE ~— TPYJIOBBIX  KHHXKEK.
3. 10 4 4 2
DJIEeKTPOHHBIEC TPYAOBBIC KHUKKH
4 Odopmnenne AJIIEKTPOHHBIX JIMCTKOB 0.8 4 4 18
HETPY10CTIOCOOHOCTH




5 OcobOeHHOCTH peryaupoBaHus TpyJda U O(GOpPMIICHUS 10 4 4 2
" | KaJpOBBIX IOKYMEHTOB IMCTAHIIOHHBIX PAOOTHUKOB

6 CoBpemeHHbIE TEXHOJIOTHH STMEKTPOHHOTO | 4 4 4 5
" | IOKYMEHTaIMOHHOTO 00ecrieueH sl KaapoBoi paboThI
HUTOIO no pazoenam oucyuniumvl 71,8 | 30 | 30 11,8

KonTposs camocrositensHOM padoTsl (KCP) -

[TpomexyTtounas arrectanus (MKP) 0,2

HO,I[FOTOBKa K KOHTPOJIO -

OO611as TpyA0€MKOCTb IO JTUCITUTLTAHE 12

[Ipumeuanue: JI — nexmuu, [13 — mpaktuyeckue 3ansatus / cemuHapsl, JIP — maboparopusie
sansitusi, CPC — camoctosiTenbHast paboTa CTyAeHTa

2.3 Conep:xanue pa3aesioB (TeM) TUCHUTNTHHBI
2.3.1 3aHsATHA JeKINOHHOI0 THIIA

N HanmenoBanue dopma TeKyLIEro
0 Conepxanue pazjena (TeMbl)

paszena (TeMbl) KOHTPOJIS
[ToHSATHST <« TOKYMEHT», <«JICIOMPOU3BOACTBOY,
«JIOKYMEHTO000POT», «QIEKTPOHHBIN
JOKYMEHTY, «3JICKTPOHHBIN JOKyMEHTO000pOT,
«ONEKTPOHHBIA JIOKyMEHTOO00OpOT B  cdepe
TPYAOBBIX OTHOLICHUI. TpeboBanus,
MpeabsBIsieMble K OGOPMIICHUIO JOKYMEHTOB.
CymHocTh, pyHKIUH, KIaccu(UKaius KaapoBoi
JOKyMEHTAIIHH. Ponp AJIEKTPOHHOTO
ONEeKTPOHHBIN JIOKyMEHT0000poTa B KaJIpOBOM
JOKYMEHTOOOOpOT ~ B|JEJIONPOU3BOJICTBE. Opranuzanus
chepe TPYJOBBIX | IOKYMEHTO0O0pOTa KaJIpOBOI CITYKOBI.
1 OTHOIICHUH: TIOHATHE,(OTBETCTBEHHOCTh 32 HAPYIICHUS TOPsIKa P
" |poib B COBpEMEHHBIX|paboThI ¢ JoKkyMeHTamH. HopmaTuBHO-TIpaBOBas
YCIIOBUSIX, 0a3a AJIEKTPOHHOTO JOKYMEHT0000pOTa B chepe
HOPMAaTUBHO-TIPABOBOE |TPYJOBBIX OTHOIICHUN. DJIEKTPOHHAS MOAMUCH:
peryiMpoBaHue MOHATHE W BHJBL. OJEKTPOHHBIE TOJIHCH,
WCIIONIb3YEMBIE B KQJPOBOM  3JIEKTPOHHOM
JIOKyMEHTO0000poTe paboTHHUKOM u
pabotonarenieM Mpu OQOPMIIEHUH Pa3IMYHBIX
KaJIpOBBIX JTIOKyMEHTOB. [lopsimok BBemeHus
KaJ[pOBOTO 3JIEKTPOHHOIO JJOKyMEHTOOOOpOTa.
OcobeHHOCTH B3auMoOJIecTBUSL paOOTHUKA U
paboronarens MIOCPEACTBOM KaJIpOBOT'O
NIEKTPOHHOT'0 IOKYMEHTO000pOTa.
[Topsgok ydera kaapos. [lopsgok odopmireHus
JOKYMEHTOB TIpH TpueMe Ha paboTy, mpu
nepeBosie paborHuka. Ilopsmok odopmieHus
JIOKYMEHTOB 0 TPEJOCTaBJIIEHUIO OTITYCKOB,
KOMaHIUpoBOK. OdopmieHre MOOmpeHuil u
JUCUUIUIMHAPHBIX ~ B3bICKAHWW. YCIOBUS U
MOPSAZIOK PACTOP’KEHHs] TPYAOBOTO JOrOBOpA.
[Ipykazsl 1O  JIMYHOMY  COCTaBy,  HX
KJIacCU(UKAIUS, TOPSIIOK HMX  IOATOTOBKH
MIPUKA30B.
3 Benenne wu xpanenue| [lonstue TpynoBon kHwxku. HopmarusHO-
" |TpymoBBIX KHUKEK.| MpaBoBasi 0a3a, perjJamMeHTHPYIOIasi MOPsI0K

JlokyMeHTUpOBaHHE
2. [IPOIIECCOB  JTBMYKEHUS
KaJIpoB




DJEeKTpOHHBIE yueTa, BEJIEHHsI, XpPaHEHHs TPYIOBbIX KHI)KEK U
TPYZOBBIE KHUKKH BKJIaJIbIIIEH K HUM. TpeOoBaHus K 3aIlI0JIHEHUIO
TPYAOBBIX KHIKEK, BHECEHUS W3MEHEHUH U
UCIIPABJICHUI B TPYAOBYIO KHIDKKY.
OJEKTPOHHBIE TPYyZlOBBIE KHUKKH:
HOPMAaTUBHO-IIPABOBOE peryJimMpoBaHue,
ocobeHHocTH oopmiteHus U BeaeHus. OTyer B
[I®P «CBeneHust o TpyIOBOH JEATEIBHOCTH
PabOTHUKOBY.

ONEKTPOHHBIA JIMCTOK HETPYAOCIIOCOOHOCTH:
IIOHATHE, TOPSAAOK  BBIAAYM,  IPOJUICHHUS.
DJEKTPOHHBIN JIUCTOK HETPYIOCIIOCOOHOCTH 10
OEpEMEHHOCTH U poJiaM, 10 yXOJy 3a OOJbHBIM

Odopmienne pebenkom. CpoKd Ha3HAYEHUS U BBIILIATHI
4. |3JeKTPOHHBIX JIMCTKOB[IIOCOOUS 1O BPEMEHHON HETPYIO0CIOCOOHOCTH. T
HeTpyaocnocooHocT  |OCOOEHHOCTH B3aMMOJICHCTBHS c

paGoronarenieM ¢  @DOHAOM  COLUAIBHOTO
cTpaxoBaHusi P® mo mpeacTaBieHUI0 CBEACHUM
JUIS  BBIUIATBI  [MOCOOMS 1O  BPEMEHHOMU
HETPYI0CIOCOOHOCTH.

[TonsTHe MUCTaHIIMOHHON PabOTHl U €€ (HPOPMBIL

Ocobennoctu
[Topsimox 3aKIIOYCHUsST TPYIOBOTO JOTOBOPA,
peryIupoBaHus Tpyaa u
JIOTIOJTHUTEIBHOTO COTJIAIICHUSI K TPYJOBOMY
o opMIIEHHUST KaJPOBBIX
5. TOKYMEHTOB JIOTOBOPY, MPEKpaIIeHus] TPYA0BOIO JIOTOBOpa C €]
Y JTUCTAaHIIMOHHBIM ~ paboTHUKOM. (OCOOCHHOCTH
JMCTAHIIMOHHBIX .
AGOTHIKOR oopMmieHHsT KaAPOBBIX M B3aUMOJCHCTBUS
p JIMCTAHITMOHHOTO paOOTHHKA M pab0TOAATE]IS.
KomnbroTepHabie TEXHOJIOTHU B
JOKYMEHTAIIHOHHOM O0€CTIeYeHIH YIPaBICHUS
nepcoHasioM. DopMBI U METOABl 00pPAOOTKH
CoBpemeHHbIE
JOKYMEHTOB ~Ha  OCHOBE  HCIOJb30BaHUS
TEXHOJIOTHH .
COBPEMEHHBIX MH(OPMAIIMOHHBIX TEXHOIOTHH.
AIIEKTPOHHOTO
6. TpeboBanust k HMHGOPMALMOHHBIM CHUCTEMaM €]
JOKYMEHTAI[HOHHOTO
.| IpY TPUMEHEHHH KaJIpOBOTO AJIEKTPOHHOTO
oOecrieyeHus: KaJpoBoi .
paBoTE! JOKYyMEHT0000poTa. Vcrons30BaHue €IUHOMN

uudpoBoii miarpopmsl B chepe 3aHATOCTH U
TPYyJIOBBbIX OTHOWIEHUH «Pabota B Poccum» mpu
KaJpOBOM 3JIEKTPOHHOM JIOKYMEHTO00O0pOTE.

2.3.2 3aHATHS CEMHHApPCKOro THNa (MpaKTH4YecKHe / CeMHMHApPCKHe 3aHATHS/
JlabopaTopHbie padoThbl)

®dopma
HaumenoBanue o
Ne Temaruka 3aHsATHI/paboT TEKYLIETO
paszzena (Tembl)
KOHTPOJIA
DNEeKTPOHHBIN [lonsTne, 3HaueHWe W COCTaB  KaJIpOBOM
JIOKyMEHTOOOOPOT  B|IOKYMEHTAIIUH. ABTOMAaTH3aINA
chepe TPYIOBBIX|TOKyMEHTAIMOHHOTO  00eCNevYeHnus yIpaBlIeHUs
OTHOIIICHUM: TIEPCOHAIIOM. Kanpossrit 3NEKTpOHHBIM|  Omnpoc o
1 |[MOHATHE,  POb B|IOKYMEHTOOOOPOT:  TOHATHE, [N, 3a7auu. BOIIPOCaM
" |COBpEMEHHBIX PerynupoBanne u  pernaMeHTanus  CHCTEMBI TEMBEIL.
YCIOBUSIX, KaJ[pOBOTO DJIEKTPOHHOTO JIOKYMEHTO0OOpOoTa B P
HOPMAaTHBHO- JICACTBYIOIIMX HOPMATHUBHBIX IPABOBBIX AaKTax
IPaBOBOE Poccuiickoit  ®enepauuu. [lonstne wu  BHUIBI
peryJIMpoBaHue SJEKTPOHHOW noAnucu. OCHOBHBIE TOJIOKECHUS




denepanpHoro 3akoHa ot 06.04.2011 Ne 63-®3
«O0 ANEKTPOHHOW TMOAMUCKY». BUIBI 3JIEKTPOHHBIX

MOAIIHUCEN, UCIIOJIb3YEMBIX B KaJpOBOM
JJIEKTPOHHOM JOKYMEHTO000pOTE pPAaOOTHUKOM U
paboToarenem. [Ipouenypa  BBeACHHS |
0COOCHHOCTH OpraHu3aIiu KaJpOBOTO

3JIEKTPOHHOIO JOKyMeHTooOopoTa TpebGoBanus k
COJICPKAHUIO JIOKAIBHBIX HOPMATHBHBIX aKTOB
paboronarens 0 BBEJICHUU KaJIpOBOT'O
JIEKTPOHHOTO JTOKYyMEHTO000pOTa.
BsaumopeiictBue paboromarens U paOOTHHKA TPH
KaJpOBOM  3JIEKTPOHHOM  JIOKyMEHTO0OOpoTe.
OTBETCTBEHHOCTH 32 HAPYIICHUE MOPSAIKA PAaOOTHI C
KaJpOBBIMHU JIOKYMEHTAMH.

JIoKyMeHTUpOBaHUE
MPOIIECCOB JIBHXKCHHUS
KaJIpoB

CocTtaB JOKyMEHTOB, HEOOXOAUMBIX TPH MPHEME Ha
paboty. Ilonsarue, conepxaHue, BHJIbIL, YCIOBHUS
3aKIIIOYCHHUST  TPYAOBBIX  JTOrOBOpoB. llopsimox
opopmiieHus mpuema Ha pabory. OdopmieHue
npuKasza (paclopspkeHus) O mpueMe Ha paloTy.
Bunsl nepeBonoB paboTHuka JloKyMeHTHpOBaHUE
nepeBoga paborHuka. OdopmieHUEe 3asBICHUS
paOOTHHKA, JOMOJIHUTEIBHOIO COIVIALIEHUA K
TPYZOBOMY JOTOBOpY, TIpHKa3a O TIEpeBOJE
paGotHuka. Bunel  ormyckoB.  HopmarusHo-
IPaBOBOE perynmupoBaHue MPEJOCTaBICHUE
otiyckoB. [Topsok u cpoku cocTaBieHus rpaduka
OTITyCKOB.

JIOKyMEHTaIlMOHHOE oopmienue OTITyCKa.
3anojaHeHue JIMYHOW KapTOouku paboTHHKA (dopma
Ne  T-2). [dokymeHTanmoHHoe  odopMieHUE
CITyKeOHBIX KOMaHHPOBOK. Odopmrnenue
MOOIIPEeHUH ¥ JUCHUIUIMHAPHBIX  B3bICKaHUH.
OcHOBaHMsI TPEKpalIeHHsT TPYJOBOTO JOTOBOpA.
OdopmiieHre  JTOKyMEHTOB TPH  YBOJIbHEHHH
COTPYAHHKOB.

Ompoc no
BOIIPOCaM
TEMBI.

T

Benenue u xpanenue
TPYNOBBIX  KHUXKEK.
DJIEKTPOHHBIE
TPYAOBbIE KHHXKKHU

OcHoBHbIE HOPMAaTHUBHO-IIPABOBBIE aKTBI,
pernameHTupyromue  paboTy ¢ TpPYJIOBBIMHU
KHWKKamMu paboTHukoB. IlpaBuna BeaeHus W
XpaHEHUs TPYAOBbIX KHUKEK M BKJIAJBIIIECH K HUM.
Buecenne 3ammceli B TPYJOBYKO  KHMIXKKY,
ucnpasieHui. JlokymeHTanusa mo ydery OJaHKOB
TPYZAOBBIX KHWKeK. Ilepexox Ha dJEeKTpOHHBIE
TpyZOBble KHIXKKU. OcoOeHHOCTH OhOpMIIEHUS U
BEJICHUSI DJIEKTPOHHBIX TPYAOBBIX KHIKEK. OTYET B
[Tencuonnnii ¢ouag PO «Ceemenust o TpymaoBOi
JeSITeIbHOCTH pAOOTHUKOBY: TIOPSIIOK COCTaBJIEHUS,
CpOKHU nojiayw, aJIMMHHUCTpaTUBHAs
OTBETCTBEHHOCTb 3a HENIPE/ICTABICHUE.

Onpoc o
BOIIpOCaM
TEMBI.

P

Odopmienue
AIIEKTPOHHBIX
JIMCTKOB
HETPYI0CTTIOCOOHOCTH

HOpS[)IOK BbIJIA4YH, ITPOAJICHUA DJICKTPOHHOI'O JINCTKA
HETPYJIOCIIOCOOHOCTH. 3aroJIHeHHE SJIEKTPOHHOTO
JTUCTKa  HeTpynocmocodbHoctn.  DopmupoBaHHe
ANEKTPOHHOTO JIMCTKAa HETPYIOCIOCOOHOCTH IO
OCpEeMEHHOCTH M poOJiaM, IO yXOAy 3a OOJbHBIM
pebenkoM. CpoKy Ha3HAYEHUS U TIOPSIOK BBIILIATHI

Ompoc no
BOTIpOCaM
TEMBI.

T




JTMCTaHIIMOHHBIC 00pa3oBaTelibHbIC TeXHOJIoruu B coorBeTcTBHH ¢ PI'OC BO.

2.3.3 llpumepHasi TeMATHKA KYPCOBbIX padoT (IPOeKTOB)

He npedycmompensi

nocobuss MO BPEMEHHOH HETPYI0CIOCOOHOCTH.
Nudopmanmnonnoe B3aUMOJICHCTBHE npu
JJIEKTPOHHOM ~ OOMEHE  CBEACHUSIMH  MEXIY
MEIULIMHCKON OpraHu3aiuen, donnom
coluayibHOro cTpaxoBanusi P®, paboToaarenem.
OcobenHoctu [loHATHE TUCTAHIMOHHON PabOTHl U €€ GOPMBI.
peryIupoBaHUs [Mopsaok 3aKII0YeHUs: TPYI0BOTO I0TOBOPA, Onpoc 1o
TpyAa U 0pOPMIIEHHS|JONOIHUTEIBHOTO COTIALIEHUs K TPYI0BOMY
5. [KagpoBbBIX JI0TOBOPY, IPEKpaIleHHs TPYAOBOTO JOTOBOPA C porpocam
JOKYMEHTOB JTMCTAaHIIMOHHBIM pabOTHUKOM. OCOOEHHOCTH Tegm'
TMCTAaHIIMOHHBIX oopmIeHHs KapOBBIX U B3aUMOJCHCTBUS
pabOTHHUKOB JMCTAHIIMOHHOTO pabOTHHUKA U paboToaTesl.
WNudopmannonnoe oOecnieueHue
JOKYMEHTAllMOHHOTO  O0ECIIEYEeHUN  yIpaBIECHUS
CoBpemeHHbIE nepcoHagoM. BpIOOp cHCTEMBI  DJIEKTPOHHOTO
TEXHOJIOTUU KaJpOBOTO JOKYyMEHTO000pOTa. Anamus|  Ompoc no
6. [PEKTPOHHOTO CYIIECTBYOIIUX cCHCTEM AIIEKTPOHHOTO|  BOMPOCaM
" |AIOKyMEHTAIL[MOHHOI'O |1I0KyMEeHT0000poTa. OCOOEHHOCTH UCIOIB30BaHUS TEMBI.
obecrieyeHus ennHoi QpoBor maTGOpMbI B chepe 3aHATOCTH €]
KaJpoBOi paboTel  |M TpyAOBBIX oOTHoueHuil «PaGora B Poccum».
3ammra nHGOPMAIUN B CUCTEMAaX YIPaBIEHYECKOH
JeSITebHOCTH
IIpy wW3ydyeHUM  JAUCUUIUIMHBI MOTYT IPUMEHSTCA:  JIEKTPOHHOE  OOy4yeHHE,

2.4 IlepedyeHb y4eOHO-METOANYECKOr0 O0ecmedeHHs JJIsl CAMOCTOAATEIbHOM PadoThI
o0y4yamuxcs Mo AMCHUILIHHE (MOLYJII0)

Bun CPC

[lepeueHn yueOHO-METOINYECKOTO OOECTICUEHUS TUCITUTUIUHBI 10
BBITIOJIHEHUIO CAMOCTOSITENTLHON paboThI

Pedepar, rcce

MeTtoanueckne peKOMEHIalUH 10 MOJIrOTOBKE MMCbMEHHBIX PadoOT
CTyZleHTaMu: yueOHo-MeToandeckoe nocobue / B.B. Epmonenko,
M.P. 3akapsn, J.B. Jlanckas, M.A. Mupomnnuenko, A.Il
CaBuenko, JI.A. JletkuHa. MUHHCTEPCTBO HAyKH M BBICILIETO
00pa3oBaHUs Poccuiickoi ®denepaunu, KyOGanckuit
rocynapcTBeHHbI yauBepentet. 2022. - 101 c.

Meroauueckue pEeKOMEHAALMU 10 NPOBEIEHUIO CEMHHAPCKHUX
3aHATHH, KPYIJIBIX CTOJIOB, JMCKYCCHH: METOJA. PeKOMEeHJaluu /
B.B. Epmonenxo, JI.B. Jlanckas, M.A. Mupomnnuenko, M.P.
3akapsH, M.B. Tomuka, A.Il. Casuenko, J[[.A. Jlerkuna.
MuHucTepCcTBO HayKd M BbICIIEro oOpa3oBaHusi Poccuiickoit
®enepauun, KybOanckuif rocynapcTBEHHBIH YHMBEPCHUTET. -
Kpacuaomap: Kybanckwuii roc. yH-T, - 2022. - 87 c.

Y4eOHO-METONUYECKHUE MaTepuambl ISl CaMOCTOSITENIbHON pPabOThl OOYyYaIOIIUXCS U3
YHUCiIa MHBAJIUIOB M JIUI] C OTPAHUYCHHBIMHU BO3MOKHOCTSIMH 3710poBbst (OB3) npegocraBisroTcst
B (popmax, amanTHPOBAaHHBIX K OTPAHHMYCHUSIM MX 3I0POBBSI U BOCIPHUATHS HH(OPMAITUH:

JIist vL ¢ HapyLIEHUSIMU 3PEHHUS:




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

— B popMe JIEKTPOHHOTO TIOKYMEHTAa,

— B (popme ayauodaiina,

— B IIeyaTHOM opMe Ha si3bike bpaitns.

JUist a1 ¢ HapyIIEHUSIMH CITyXa:

— B IIeYaTHOM ¢opme,

— B (popMe 3IIEKTPOHHOTO TOKYMEHTA.

Jljig au11 ¢ HapyIeHUsIMA OIIOPHO-JBUTATEILHOTO amnmnapara:

— B IIeYaTHOM ¢opme,

— B (popMe 2IEKTPOHHOTO TOKYMEHTA,

— B (hopme ayauodaiina.

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

3. Odpa3oBaTejibHbIe TEXHOJOIMH, NPHMeHsieMble NPH OCBOCHUM JHCHMILIMHBI
(Mmonxy.Jist)

B xome wu3yueHMs OUCHMIUIMHBI IPEIyCMOTPEHO MCIIOJIB30BaHME  CIIEAYIOIIUX
00pa30BaTEeNbHBIX TEXHOJIOTUH: MYJIbTHUMEAMWHBIC JIEKIUHA C OJIEMEHTaMH JHCKYCCHH,
UH(POPMALIMOHHO-KOMMYHUKATUBHBIE TEXHOJOIWH, MHpoOieMHOoe OOydyeHHEe. HpPaKTUYEeCKHe
3aHATHUS, CAMOCTOSTEIbHASI PadOTa CTYIEHTOB.

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

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

3ajaya CEMHHAPCKUX 3aHATUNH — pa3BUTHE Y CTYJICHTOB HABBIKOB I10 IMPUMEHEHHIO
TEOPETUYECKHUX IOJIOXKEHUN K PEIICHUI0 MpakTudeckux rnpodiem. C 310l 1enpio pa3padboTaHbl
3aJjaHusl U1 BBITTOJTHEHUS] HA CEMMHAPAX, KOTOPbIe OpPUEHTUPOBAHBI HA YCBOEHUE TEOPETUUECKOTO
Marepuaja U YMEHHUS €ro HWCIOJb30BaTh JJIs pElIeHHs MpaKTHYecKuX 3amad. Ha cemuHape
OTBOJUTCS BpeMsl A JUCKYCCHH, B KOTOPOH YYacTBYIOT JOKJIAT4MK, MOATOTOBUBIINI
COOOIIIEHNE MO KaKOW-TMOO MpakTHUecKo mpobieme, ero onmoHeHTH (1 wiam 2 denoBeka),
HOJrOTOBUBLINE KOHTPAPI'YMEHTBI, U IpYTHe CTYACHTHI IPYIIIbI.

Hpyras ¢dopma opraHuzanusi paObOTBl CTYJSHTOB — HalWCaHWe pedepaTa, KOTOpoe
npezcTasisier coboil uccienoBanue od0bemMoM a0 5000 3HAKOB IKOHOMHYECKOH MpPOOJIEMBI C
NpeUIO’KEHNEM BapUaHTOB PELICHUS JAaHHOW MPOOIEMBI.

NHdpopmalMoOHHbIE  TEXHOJOTMM, TPHUMEHSEMble TIpPH U3YyYEHUHM JUCLUIINHBL
UCTIONb30BaHUEe  HMH(OPMAIIMOHHBIX  PECypcoB,  JOCTYNHBIX B HH(OPMAIMOHHO-
TEJIEKOMMYHHUKAI[MOHHOM ceTu MIHTepHeT.

AnantuBHble  00pa3oBaTeNbHBIE  TEXHOJIOTHUHM, TPHUMEHSEMBbIE TPU  HM3YYCHUH
JUCHMIUIMHBL — Ui JIMII C OTPaHUYEHHBIMH BO3MOKHOCTSIMH 37I0POBbSl IPEIyCMOTpEHA
OpraHu3aIs KOHCYJIbTAUN C UCTIOIH30BAHUEM DJIIEKTPOHHOM MTOYTHI.

4. OueHo4yHble CpeACTBAa UIS  TeKYUIero KOHTPOJIS  YCNeBaeMOCTH H
MPOMEKYTOYHOM aTTeCTAMHU

OneHoYHBIC CPEACTBA MPEIHA3HAYCHBI JUIS KOHTPOJIS M OIEHKH O00pa30BaTEIIbHBIX
JMOCTHKEHUH O00YyYaronIuxcs, OCBOMBIIUX MPOTrpaMMy Y4YeOHOW AMCHMIUIUHBI «DIEKTPOHHBIC
JIOKYMEHTBI B KaJIpOBOM padboTe.

OHCHO'—IHBI@ Cp€acTtBa BKJIIIOYACT KOHTPOJIBHBIC MaTCpHaJIbl JJIA IMPOBCACHUA TCKYIICTO
KOHTpOJISI B hopMe JTOKJIa1a-IIpe3eHTany 10 IpoOJIeMHBIM BOTIpocaMm, TecTa, pedepara, acce u
MIPOMEXKYTOYHOM aTTecTall B JOpMe BOIIPOCOB K 3a4ETy.



CTpyKTypa OLEHOYHBIX CPEICTB JJIfl TeKylleil U MPOMeKYTOYHOH aTTecTaluu

HanmenoBaHue OIieHOYHOT'O

Kon u
Ne PesynbraTsl 00y4yeHus CpeacTBa
n/m HaMMCHOBANHE Texymmit [IpomexxyTounas
WHAUKATOpa
KOHTPOJIb aTTecranus
1 UIIK 2.1 - 3Haer: Bomnpocsr qis Bomnpocs! Ha
croco0eH - nepeaoBon YCTHOTO 3agere 1-13,
aHaJIM3UpPOBaTh OTEUECTBEHHBIH  ONBIT B | (IUCBMEHHOIO) 30-33
nepeaoBoi obnactu AJIEKTPOHHOTO orpoca 1o
OTEYECTBEHHBII U | JOKyMEHTOO0OOpoTa B | TeMe, pazzeny.
3apyOeXHBI OIBIT B | KQJPOBOM JEIIONPOU3BOACTBE; | Pedepar, scce
obnactu - HOpMAaTHBHYKO 0azy w
JOKYMEHTAI[MOHHOTO | METOAMKU  pa3paboTKu U
obecrieueHus BHEIPCHHUS CHCTEM
yIpaBICHUS AIIEKTPOHHOTO
UIIK 2.2 — | JOKyMeHToOoOOopoTa B
crocodeH KaJIpoBOM pabore
TUIAHUPOBATh Ymeer:
B3aUMO/ICHICTBHUE - OCYWIECTBIATH AaHAJM3
NOJpa3eIICHUN BUJIOB u dbopmaroB
OpraHu3aIuu 10 | BJIEKTPOHHBIX JOKYMEHTOB B
BOIIpOcaM paboTBl ¢ | paboTe KaJpoBOW CIIy)KObI Ha
JIOKYMEHTaMH, OCHOBE CUCTEMHOT'0 TIOJIX0/1a;
HIIK 23 — - MOJICIIUPOBATH u
crocodeH MIPOEKTHPOBATH JIEATEIBHOCTh
OpraHu30BaTh PabOTHI | moapas3AeiacHuil 1Mo pabore ¢
o IIOCTPOEHUIO | BIIEKTPOHHOMN KaJpOBOM
CHCTEMBI JIOKYMEHTaluen
JIOKyMEHTAI[IOHHOTO Brnaneer:
o0ecrieueHus -  HaBBIKAMM  aHaJIM3a
YIPaBJICHUS HOpPMAaTHUBHOM 6a3bl B 00JacTu
OpraHM3aIn AIIEKTPOHHOTO
JIOKYMEHTO000pOTa B
KaJIpOBOM JI€JI0NIPOU3BOJICTBE;
- METOJIUKOMN
OpraHu3aIMOHHOTO
IPOEKTHPOBAHUS CUCTEMBI
yIIpaBJICHUSA JJIIEKTPOHHOMU
KaJpOBOW IOKYMEHTALIUEN
2 HIIK 3.1 — Bnanmeer 3Haer: Bomnpocs! qms Bomnpocs! Ha

METOJIMKAaMH aHaJIn3a - OCHOBHBIC  TIPWHIIHITBI YCTHOTO 3agere 14-29,
nokasarenen oopMmiIeHHs ~ DJEKTPOHHBIX | (MMIMCHMEHHOTO) 34-38
NeSITEIIHOCTH 0 | KaJpOBBIX JJOKYMEHTOB; orpoca 1o
JOKyMEHTaI[HOHHOMY - METOJbl  YIpaBIIEHUS | TeME, pazlieny.
00ecCIIeueHHIO KaJpOBOi1 paboToit AHnanus
yIIpaBIICHUS; OpraHu3aIH Ha 0aze | MPaKTHYECKUX

HIIK 32 — | ICNIOJIB30BaHUSI TPUHLUIIOB U CUTYyalHi
crocobeH TEXHOJIOTUI ~ AJIEKTPOHHOTO
IJIAHUPOBATh PadOTY | TOKYMEHTO00OpOTA.




1o coopy U VYwmeer:
CHCTEMAaTH3alUuH - IUTAaHUPOBATh PabOTy IO
CBEJICHUI 0| cbopy ® cHcTeMaTU3aLUU
MOJIOKEHUH  JIeJT B | CBEJCHUN O TIOJIOKCHUU JIEN B
chepe chepe  TOKYMEHTalIMOHHOTO
JOKyMEHTAI[HOHHOTO | oOecreueHust paboThI
obecrnieveHus KaJIpOBOM CITYKOBI;
yIpaBICHUS - UCIOJIb30BATh
OpraHM3aIIH; COBPEMEHHBIE TMPOTPaMMHBIE
HIIK 33 — | IPOYKTHI B chepe
crocobeH AIIEKTPOHHOTO KaJpOBOTO
OpraHM30BaTh PadOTHI | TOKYMEHTO00OpOTa
1o BBISIBJICHHIO Bnaneer:
HapyuieHuii B padore - HaBBIKAMU
c JOKYMEHTaMH | (GOPMYJHUPOBAHUS M PEIICHUS
OpraHM3aIH, MIPUKJIATHBIX 3a/1a4y o
OTIPEJICTICHUIO MEP TI0 | CO3AaHHUI0 AIEKTPOHHBIX
UX YCTPAHEHHIO KaJ[pOBBIX JOKYMCHTOB;
- HaBBIKAMH  BBISIBIICHUS
HapylmieHH B pabore ¢
DJIEKTPOHHBIMU  KaJPOBBIMHU
JIOKYMEHTaMHU

TumnoBble KOHTPOJIBHBIC 3aJaHUS WIH HWHBIE MaTepHajbl, HEOOXOIUMBIC ISl OIICHKHU
3HAaHWW, YMEHUW, HABBIKOB M (WMJM) ONBITA JCSITEIBHOCTH, XapaKTEPU3YIOMIMX ATallbl
dbopMHUpPOBaHMS KOMIIETEHIIUHN B MTPOIIECCE OCBOCHUS 00pa30BaTEIHLHOM MPOTrpaMMBbI

IIepeyens Tem pedeparos (3cce)
[TpuHIMIBI 37IEKTPOHHOTO TOKYMEHTOO0O0pOTa B paboTe KaapoBOi CIy kOBl
Knaccudukanus kagpoBbIX JOKYMEHTOB
Knaccugukamnus cucteM ynpaBiieHUs JOKYMEHTaMH B YIIPaBJICHUHU IIEPCOHAIOM
CoBpeMeHHbIE MOAX0AbI K aBTOMAaTH3aIMK YIIPABIEHUS T0KyMEHTaluen
[Tpobnema npugaHus IOPUINIECKOTO CTAaTyCa SJEKTPOHHBIM JOKYMEHTaM
[Ipumenenne WHGOPMAIMOHHO-KOMMYHHUKATUBHBIX TEXHOJOTUH Kak CpeICTBO
NOBBIIIIEHUS 3()(PEKTUBHOCTH KaJpOBOTO JOKYMEHTOO0O0pOTa

7. BnHenpeHue 31eKTPOHHOTO KaJApOBOTO JOKYMEHTO000pOTa: pUCKHU U BO3MOXKHOCTHU

8. IIpobGaembl BHEIPEHUS IEKTPOHHOTO KaJPOBOro JOKYMEHTO000pOTa

9. IOpuanyeckast 3HAYMMOCTb HNEKTPOHHBIX TOKYMEHTOB

10. PesynbraThl sKCcHepuMeHTa MUHHCTEpPCTBA TpyAa M COLUalbHOU 3amuThl PO 1o
BHEJIPEHUIO 3JIEKTPOHHBIX IOKYMEHTOB, CBSI3aHHBIX C pabOTOM

11. DnexTpoHHBIH (opMaT 3aKIIOYEHUS TPYIOBOIO J0TOBOpa

12. TpynoBasi KHI)KKa: UICTOPHUS M COBPEMEHHOCTb

oakrwdE

13. NudpopMannoHHO-KOMMYHUKAIIUOHHBIE TEXHOJIOTHH JJIEKTPOHHOTO
JOKYMEHTAIMOHHOTO 00ECTICUSHHSI YIPABICHUS TIEPCOHAIIOM
14. BeiGop mporpammHoro oOecrneyeHus Uil KaapoBoM ciyxObl. IIpuxiannbie

IIPOrpaMMHBIE MPOAYKTHI 10 YIPABICHUIO IEPCOHATIOM
15. TpebGoBaHMs K cUCTEMaM XpaHEHUs SJIEKTPOHHBIX JOKYMEHTOB
16. ABromarm3anms XpaHEHHUs dJICKTPOHHBIX JTOKYMEHTOB
17. DnexTpOHHBIH apXUB TOKYMEHTOB IO JIUYHOMY COCTaBY

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

1. [lonATHEe DSIEKTPOHHBIM JOKYMEHT, JOKYMEHTOOOOPOT, pOJIb  AJICKTPOHHOTO
JIOKYMEHTO000pOTa B KaJIpOBOM JIEJIOTIPOU3BOICTBE

1. TpeGoBaHust K KaAPOBBIM JJOKYMEHTaM B 3JIEKTPOHHOM BUJIE

2. TloHsATHE U CTPYKTYpa KaAPOBOTO JTOKYyMEHTO000pOTa



. CocTaB opraHu3aliiOHHON, paclopsIAUTENbHON KapOBOI TOKYMEHTALINH.
. Buasr nadopmanimoHHO-pacyeTHON U CIIPAaBOYHON KaJIPOBOM JTOKYMEHTAIIUH
. CocTaB 11aHOBOM, OTUETHO-CTATUCTUUYECKOM KaJApOBOH JOKYMEHTAUU
. Kagposas ciyx0a: ee nenu, 3a1auu U GyHKLIUH.
. HopmatuBHO-TIIpaBOBOE peryIrMpoBaHKE KaAPOBOT0 3JIEKTPOHHOTO IOKYyMEHTO000pOoTa
B Poccuiickoit @enepanuu

8. BHeznpeHue KaIpoBOrO 3JIEKTPOHHOTO JOKYMEHTOOOOPOTa: PHCKH, BO3MOXKHOCTH,
po0sIeMbl BBECHUS

9. Buzapl KagpoBbIX JAOKYMEHTOB, O(OPMIIIEMBIX TOJBKO Ha OyMakKHOM HOcHTese, Ha
OyMa)KHOM HOCHUTEJIE WU JIEKTPOHHOM, TOJIBKO AJIEKTPOHHOM IPU HCIIOJIB30BAaHUH KaJPOBOTO
3JIEKTPOHHOTO JIOKYMEHT0000pOTa

10. TTopsimok BBeIEHUS KaIpOBOTO 3JIEKTPOHHOTO JIOKYyMEHTOO000pOTa

11. TpeGoBaHMsI K COJAEPKAHUIO JIOKAJIbHBIX HOPMATHBHBIX aKTOB paboTojaTens o
BBEICHUHU KAJPOBOT'0 3JIEKTPOHHOTO JOKYMEHTOO0OpOTa

12. ApMuHucTpaTHBHAsA OTBETCTBEHHOCTb 3a  HapylleHue  JeHCTBYIOIIEro
3aKOHOJaTENbCTBA B pabOTeE € KaApOBBIMU JOKyMeHTaMu PO

13. Bugsl 31€KTpOHHBIX MOANHUCEH, HCIONb3YEMBIX B 3JIEKTPOHHOM JOKYMEHTO0O0pOTE
npu 0opOpPMIICHUN Pa3ITMYHBIX KaIPOBBIX JTOKYMEHTOB

14. BeneHue nepBUYHBIX YUETHBIX JOKYMEHTOB B 3JIEKTPOHHOM BH/JIE

15. Coneprxkanue OCHOBHBIX paseiioB JUYHOW kKapToukw (popma NeT-2) m mpaBmia ee
3aI10JIHEHUS

16. IMopsmok oopmieHHsT JOKYMEHTOB IIPH ITpHEME Ha padoTy

17. Tlopsimox opopmiieHHs JOKYMEHTOB MpH NepeBojie paboTHUKA

18. Ilopsimox  odopmileHHs] JOKYMEHTOB IO  MPEJOCTaBICHUIO  OTIYCKOB M
KOMaHIUPOBaHUIO COTPYJHUKOB OpraHU3aLuN

19. Tlopsmox odopmieHHsT pacTOP>KEHHS TPYAOBOTO JOTOBOPA

20. Tlopsaok NOArOTOBKM MPUKA30B IO JIMYHOMY COCTaBY

21. TpeGoBaHUS K 3aTOTHEHUIO TPYIOBOW KHIKKH

22. Tlopsaok BHECEHUS U3MEHEHUI M UCIPABICHUN B TPYJOBYIO KHIDKKY

23. OpraHuzanus ydeTa TPyAOBBIX KHIDKEK B OpraHU3aIAN

24. HopmaTHBHO-TIpaBOBOE PETYJIUPOBAHHE HIIEKTPOHHBIX TPYAOBBIX KHIKEK

25. Otuer B I[IOP «CBemeHuss o TPYIOBOH JESATEIHHOCTH PAOOTHHKOBY»: MOPSIOK
COCTaBJIEHUS, CPOKU NOJJauH, aIMUHUCTPATUBHAsI OTBETCTBEHHOCTb 3a HENPEACTaBICHUE

26. HopmaTHBHO-TIpaBOBOE pETYJIMPOBAHHE WCIOIB30BAHUS DJIEKTPOHHBIX JINCTKOB
HETPY0CIOCOOHOCTH

27. Cpoku Ha3HA4YeHUS, BBIIUIATHl M TMOPSAIOK pacdyera IOCOOMS 10 BPEMEHHOMH
HETPY0CIOCOOHOCTH

28. BzammopueiictBue ¢ pabotomarenem ¢ ®CC PD mo npeacTaBIeHUIO CBEICHUN IS
BBIMJIATHI TOCOOMS IO BPEMEHHOW HETPY10CIIOCOOHOCTH

29. DJEeKTPOHHBIN JIMCTOK HETPYAOCIIOCOOHOCTH 0 OEPEMEHHOCTH U POJIaM, 110 YXOIy 3a
00JIbHBIM peOeHKOM

30. HopmatuBHO-TIpaBOBOE pETyIMPOBAHKE TPY/Aa JUCTAaHIIHOHHBIX PAOOTHUKOB

31. OcoGeHHOCTH B3aUMOICHCTBHSI JUCTAHIIMOHHOTO paOOTHHKA U paboToIaTeNs

32. OcobenHocTH  OGOpPMIIEHHS  KAJAPOBBIX  JTOKYMEHTOB C  JAHCTAaHIIMOHHBIMH
pabOTHHUKaMU

33. lopsmok BBeACHWS MAMCTAHIIMOHHOTO TpyJda JUIS JCHCTBYIOIIUX pPaOOTHUKOB.
Bpemennslii nepeBoa paboTHMKA Ha JUCTAHIIMOHHYIO pabOTy MO MHUIMATHUBE paboTojaTess B
UCKITFOUUTEITFHBIX CITyJastx

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

35. TexHuueckoe U TMPOrpaMMHOE O0ECHEeueHUE CHUCTEMBbI KaJpOBOI0 3JIEKTPOHHOTO
JIOKYMEHTO0000poTa

36. TpeboBanuss K  UWHGOPMALMOHHBIM  CHCTEMaM  KaJpOBOIO  3JIEKTPOHHOTO
JIOKyMEHTO000pOTa

~No o1k~ w



37. OOmuue NPUHLIKIBI XPAaHEHUS JIEKTPOHHBIX JOKYMEHTOB
38. 3amura nHGpOpPMAIUK B KAAPOBOM IEKTPOHHOM JOKYMEHTOOOOPOTE

Kpurepun oueHuBanusi pe3yJbTaTOB 00yUYeHUs

[Toporu oueHOK BapuanTsl napamMeTpos
BBICTABJISIETCSI CTYJICHTY, €CJIM CTY/ICHTOM JIaH MOJIHBIN, pa3BEPHYThII OTBET
3a4TE€HO Ha MOCTaBJICHHBINA BOMPOC, TOKA3aHO YMEHHE ONUCATh U UHTEPIIPETUPOBATh

CHUTYaLIMIO MM COBOKYITHOCTbH (DaKTOB, OOHAPYKHUTh MX CBS3H, 3aBUCIMOCTH
n T.4. OTBET YETKO CTPYKTYPUPOBAaH, JIOTMYEH, U3JI0KEH JUTEPaTypHBIM
S3BIKOM C HCIIOJIb30BAHHEM COBPEMEHHOH TEPMHHOJIOTUU. MOryT OBITh
JIOTIYIIEHBI 2-3 HETOYHOCTHU WJIM HE3HAYUTENIbHbIC OLINOKH, UCTIPABICHHbIC
00yJaOLIMMCS C TIOMOIIBIO MPETOIaBaTEeIIsl.

BBICTABIIIETCA MPU HECOOTBETCTBMM OTBETa 3aJlaHHOMY BOIPOCY, OTBET
HE 3a4TE€HO MpeACTaBISIET COOOM pa3pO3HEHHBIC 3HAHUSI C CYIIECTBEHHBIMU OLIMOKaMU
o Bompocy. [IpucyTcTBytoT ¢pparMeHTapHOCTh, HETOTUYHOCTD U3JIOKEHUSI.
OTCYTCTBYIOT BbBIBOAbI, KOHKPCTHU3aUWA KW OOKa3aTCIIbHOCTH M3JIOKCHUA.
JIoTIOIHUTENbHBIE U YTOUHSIOIIKE BOIIPOCHI IIPEToIaBaTelis He MPUBOIAT K
KOPPEKIIMU OTBETa 00YJarOIIerocs.

OrneHouHble cpencTBa Ul HMHBAJIMIOB W JIMII C OIPAaHUYEHHBIMH BO3MOXKHOCTSIMH
3J1I0pOBbsI BEIOUPAIOTCS C YUETOM MX MHAUBUAYAIBHBIX MICUXO(U3NIECKUX OCOOCHHOCTEH.

— IpY He0OXOAMMOCTH UHBAIMIAM U JINLIAM C OTPaHUYE€HHBIMU BO3MOKHOCTSIMU 37I0POBbS
IIPEIOCTABIISAETCS ONOJHUTEIBHOE BpEeMs JUIsl TIOATOTOBKHM OTBETA HA SK3aMEHE;

— IpH TPOBEJICHUH MPOLEAYPHI OIICHUBAHUS PE3YyIbTaTOB 00yUCHHSI MHBAIUIOB U JIUI] C
OTPaHUYECHHBIMH BO3MOXHOCTSIMH 3/I0POBBS TPETyCMAaTPUBAETCS MCIIOIB30BaHUE TEXHUYECKHIX
CpeACTB, HEOOXOTUMBIX UM B CBSI3U C X WHAWBHIYATbHBIMH OCOOCHHOCTSIMU;

— TIpY HEOOXOAUMOCTH ISl 00YUAIOIIUXCS C OTPAHUYCHHBIMH BO3MOKHOCTSIMH 37I0POBbS
U MHBAJIUAOB TpOLEIypa OLEHMBAHUS pE3yJbTaTOB OOYYEHHUS MO JAUCHUIUIMHE MOXKET
IPOBOJUTHCS B HECKOJIBKO ATAIIOB.

ITponetypa oneHMBaHUs Pe3yJIbTATOB OOYYEHMsS MHBAIWIOB U JIUI] C OrpaHUYEHHBIMU
BO3MOXHOCTSIMM 3JI0POBbsSI 110 JUCHUIUIMHE (MOJYJIO) IpelycMaTpuBaeT IpeloCTaBIeHUe
uHpopMmanuu B (opMmax, aJaNTHUPOBAHHBIX K OTPAaHUYEHUSM HUX 3/0pOBbSI M BOCHPUSATHUS
uH(popMauu:

JUist T ¢ HApyIICHUSIMH 3PEHHS:

— B MieyaTHOU (popme yBeIMUEHHBIM HIPpUPTOM,

— B (popMe JIEKTPOHHOTO IOKYMEHTA.

JIig U1 ¢ HapyLIeHUsIMU CiIyXa:

— B I1e4aTHOM (opme,

— B (popMe 2IIEKTPOHHOT O IOKYMEHTA.

JUist a1 ¢ HapyIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO amnmapaTta:

— B I1e4aTHoM (opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

JlaHHBINA TIepeYeHbh MOXET OBITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHTEHTA
oOydJaronuxcs.

5. IlepeueHnb yueOHOM IUTEPATYPhI, HHPOPMALMOHHBIX PECYPCOB U T€XHOJIOTHii

5.1. YueGnas auteparypa

1. Xnanosa [O.A., Jlanckas JI.B. Teopus m mnpakTHKa peryJISpHOTO KaJIpOBOIO
MEHEKMEHTa B YCIIOBHAX IM(POBU3ALUYU MIPU MEPEXO0JIE HA HNEKTPOHHBIE JOKYMEHTHI U ayAUT
TpyaoBbIX oTHoweHUH. YueOnuk. [lox pen. B.B. Epmonenko. r. KpacHonap. 2023. — 342 c.




2. Jlanckas JI.B., CenuanoBa E.Il. HopmaruBHo-MeTomnyeckoe obOecrieueHue
3JICKTPOHHOTO JIOKyMeHTooOopoTa. YueOnuk. [lox pen. B.B. Epmonenko. r. Kpacnomap. 2023.
—188c.

3. Abynamze, JI. I'. JlokyMeHTalMOHHOE 0OeCIieYeHne YIIPaBIeHHs TIEPCOHATIOM: YUYEOHUK
u npakTukyM ais By30B / 1. I'. AGymanze, 1. b. Bempsbkkuna, B. M. Maciosa. — 2-e 3., mepepao.
u jom. — Mocksa: M3narenscrBo FOpaiit, 2023. — 370 c¢. — (Briciiee oopa3zoBanue). — ISBN 978-5-
534-14486-4. — Tekcr: snekrtpoHHbld // OOpazoBarenbHas mmiarpopma FOpaiit [cait]. —
URL.: https://urait.ru/bcode/511693

4. Jloponuna, JI. A. OpraHuzanus ¥ TEXHOJIOTHSI JTOKYMEHTAIMOHHOTO OOECHeueHUs
yIIpaBJICHHS: YUeOHUK U MpakTukyM s By3oB / JI. A. Jloponuna, B. C. UpurukoBa. — 2-¢ u3g.,
nepepad. u pon. — Mocksa: M3narensctBo FOpaiit, 2023. — 270 ¢. — (Beiciee oOpa3oBaHme). —
ISBN 978-5-534-16016-1. — Tekcr: anexrponHslii // OOpa3zoBarenbHas miatdopma FOpaiir [cait]. —
URL.: https://urait.ru/bcode/530251

5. ITaBnoBckas, O. }0. IIpaBoBoe oOecniedeHHE KaIpOBOTO JACIOIPOU3BOJICTBA: YU4eOHOE
nocooue s By3oB / O. FO. ITaBmoBckas. — MockBa: M3garensctBo FOpaiit, 2023. — 213 c. —
(Beicmiee oopazoBanue). — ISBN 978-5-534-11565-9. — Teker: anexTponHsiii / O6pa3oBarenbHas
wiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/518436

6. Kysnenos, M. H. JlokymeHTalmoHHOE OO€CIEUECHNUE YMPABICHHUS IEPCOHATIOM:
Y4eOHUK M TPAKTHKYM Ui cpeaHero npodeccrnoHanbHoro odpazoBanus / M. H. Ky3neros. —
2-e u31., mepepad. u aom. — Mocksa: M3natenscTBo Opaiit, 2023. — 393 c. — (IIpodeccrnonanbroe
obpazoBanme). — ISBN 978-5-534-16749-8. — Tekct: amekrponHbiii // OOpa3oBaTenbHas
wiatdopma tOpaiir [caiit]. — URL.: https://urait.ru/bcode/530256

7. lllyBamoBa, H. H. Opranuzanus ¥ TEXHOJOTHUS JTOKYMEHTAIIHOHHOTO 00ECIICUCHHS
yIpaBlieHUs: y9eOHUK U TpakTUKyMm st By30B / H. H. lllyBanoBa. — 3-e usn., mepepad. u aor. —
Mocksa: UznatenbctBo FOpaiit, 2023. — 247 c. — (Beicmiee o6pazoBanue). — ISBN 978-5-534-
16537-1. — Tekct: smekTpoHHbI // OOpa3oBatenbHas miardpopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/531239

5.2. llepuoanyeckasi JuTepaTypa

[TewatHble MepuoaUYECKUEe HW3MaHUS BXOIAT B «[lepeueHb TEUATHBIX MEPUOIUICCKUX
W3JIaHui, XpaHALIMXCS B donne Hayunoii 6ubnmorexu KyoI'Y»
https://www.kubsu.ru/ru/node/15554, W/WIA  DJIEKTPOHHBIC TEPUOANYECKHE H3JaHUs, C
yKa3aHHeM ajipeca caiiTa AJEKTPOHHOW BEpCHUHU KypHama, U3 0a3 JaHHBIX, JOCTYN K KOTOPBIM
umeet KyoI'Y:

1. bassl nannbix kommannu « UBUCy https://eivis.ru/

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

5.3. NHTepHeT-pecypchbl, B TOM 4YHCJIe COBpPeMeHHble NpodeccHOHAIbHbIE 0a3bl
JAAHHBIX ¥ HH(POPMALIMOHHBIE CIPABOYHbIE CHCTEMBI

DJIeKTPOHHBbIe HHPOPMALIMOHHbIE PecypChl

DneKTpoHHas 6ubaroreka Hayunoit O6ubIMoTeKn Kyol'y
http://megapro.kubsu.ru/MegaPro/Web

- DJEeKTPOHHBIN KaTaJor;

- [Toctynnenus nurepaTypsl B OMOIMOTEKN (HUIINATIOB,;

- [Toctynnenus auccepranuii u aBTopedeparos;

- CraTbM U3 NEPUOJTUKU U HAYYHBIX COOpPHUKOB € 2016 1.;

- Crarby U3 NEPUOAUKHU U HAyUYHBIX COOpHHUKOB /10 2016 T.;

- ["azeTsl 1 KypHAIBI;

- OnekTpoHHas 6ubIroTeKa TpyA0B yueHbx Kyol'V.

J1IeKTPOHHO-0u0IMoTeuHbIe cucteMbl (IBC)

1. OBC «YHusepcuteTckas Oubnuoreka onnaitn» http:// www.biblioclub.ru/

2. OBC «Jlanby https://e.lanbook.com

3. O6pazoBarenpHas maathopma «kOpaitr» https://urait.ru/

4. ObC «ZNANIUM» https://znanium.ru/

5. ObC «BOOK.ru» https://www.book.ru



https://urait.ru/bcode/530251
https://urait.ru/bcode/531239
https://www.kubsu.ru/ru/node/15554
https://grebennikon.ru/
http://megapro.kubsu.ru/MegaPro/Web

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

IIpodeccnonanbHbie 0a3bl JAHHBIX POCCUIICKUE

1. BupryanpHblii uuTanbHbli 3a1 Poccuiickoit rocymapcrBenHoit ombnmuoreku (PI'B)
https://Idiss.rsl.ru/

2. HanimonaneHas 31eKTpoHHast Oubnuoreka https://rusneb.ru/

3. ba3br nannbix kommnanuu «MIBUCy https://eivis.ru/

4. Hayunas snexktponHas 6udnanorexka eLIBRARY.RU (HOB) http://www.elibrary.ru/

5. MUAH. ITonHoTekcTOBAS KOJIJICKITU S MaTeMaTUYECKUX YKypHaJIOB
http://www.mathnet.ru

6. XKypuan Ksanrosas siekrponuka https://quantum-electron.lebedev.ru/arhiv/

7. XKypnan Ycnexu ¢pusundeckux Hayk https://ufn.ru/
8. IloaHOTEeKCTOBAs KOJIIEKIHS sKypHaoB Ha ratgopme PLIHU (OnekTpoHHbIe BEpCHH HAYUHBIX
xypuainoB PAH) https://journals.rcsi.science/

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

10. DnexkTpoHHas OMOJMOTEYHAsT CHUCTeMa colMo-TyMaHuTapHoro 3HaHust «SOCHUM»
https://sochum.ru/

HNudopMmanmoHHbie CIPABOYHbIE CHCTEMBI

1. Koncynbrant Ilntoc - cipaBouHas mpaBoBasi cucTeMa (AOCTYII 110 JIOKAJIbHOM CeTH ¢
KOMITBIOTEPOB OMOITMOTEKH )

IIpogeccuonanbubie 6a3bl JAHHBIX 3apy0eiKHbIE

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

2. IlonaoTekcroBas koywekius kKaur eBook Collections m3narensctBa SAGE Publications

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

3. [MomuotekcroBas kosutekust kaur EBSCO eBook https://books.kubsu.ru/

4. Pecypcst 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. TIomHOTEKCTOBBIE KOJUICKIMH KHHI u3gareiabctBa American Institute of Physics
Publishing (AIPP Ebook) https://pubs.aip.org/books

8. ITommHOTEKCTOBAsT apXKMBHAsI KOJUICKIIHS KYPHAIOB u3aaTenbcTBa 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 1aHHBIX OTKPHITOrO J0CTYNA

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

2. AmepukaHckas mateHTHast 0a3a maHHbIX https://www.uspto.gov/patents/search/patent-
public-search

3. Jlexropuym TB - Buneoneknuu Bexymmx gekropos Poccun http://www.lektorium.tv/

bassbl 1annbix KyoI'Y

1. OTKpbITas cpeaa Moy IbHOTO AUHaAMUUecKoro oOyuenust Kyol'y

https://openedu.kubsu.ru/

2. baza yueOHBIX IUIaHOB, Y4e€OHO-METOJIMYECKUX KOMIUIEKCOB, IyOJUKAMi U
koHpepenmii http://infoneeds.kubsu.ru/

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

6. MeTonnueckne yKazaHusi 1Jisl 00y4arOUIUXCS 110 OCBOSHHUIO THUCHMIJIMHBI (MOYJIs1)

OcBoeHne AMCUUIUIMHBI TPEAyCMATPUBAET MPOCIYIIMBAHUE JEKIMA M MpOBEIEHUE
MPAKTUYECKUX padoT.

Jnist T1y60KOro M3y4YeHHUs AUCHUITMHBI HACTOSTEIbHO PEKOMEH Ty €eTCsl:

— CHCTCMATHYCCKHU TOTOBUTHCA K IMPAKTUYCCKUM 3aHATUAM II0 yqe6HBIM HOCO6I/I${M,
HAYYHBIM CTaThsIM B )KypHaJax, a TakKe C UCIOJIb30BaHUEM pecypcoB MHTepHeT;

— CBOEBPEMEHHO BBINOJIHATH MPAKTHUECKHE 33/1aHNS, TOTOBUTH pedepaTsl 1 cce.


http://cyberleninka.ru/
https://www.uspto.gov/patents/search/patent-public-search
https://www.uspto.gov/patents/search/patent-public-search
http://www.lektorium.tv/
https://openedu.kubsu.ru/
http://infoneeds.kubsu.ru/
http://docspace.kubsu.ru/

CaMOCTOHTeHBHaH pa60Ta CTYZ[CHTa - OOUH U3 Ba)KHeI\/'I]_HI/IX 3TAalloOB B IIOATOTOBKE
crienanucToB. OHa MPHOOIIAET CTYICHTOB K MCCIIE0BATEIBCKOM paboTe, 00oTramaeT onbITOM 1
3HaHUAMU, HCO6XOI[I/IMBIMI/I JJIA uaanei/’Imero HUX CTAaHOBJICHHA KaK CIICHHUAJINCTOB, HpI/IBI/IBaeT
HABBIKH Pa0OTHI C JTUTEPATYPOM, CTATHCTUYCCKUMU JTAHHBIMH.

Ilenp camocTosTENBHONH pabOTBI - CUCTEMaTH3als, 3aKPEIUICHHE W PaCIIUpPCHHE
TEOPETUYECKUX M MPAKTHYCCKUX 3HAHUU C UCIOJIh30BAHUEM COBPEMEHHBIX MH()OPMAIIMOHHBIX
TEXHOJOTHI U JUTEePATYPHBIX UCTOYHHUKOB. [l pa3BUTHsI HABBHIKOB CaMOCTOSITEIBHONH PabOTHhI
CTYJICHTAaMH BO BPEMsI CaMOCTOSITEJIbHOM pPabOTHI BBIMOJIHAIOTCA pedeparhbl, 3¢ce, JOMAITHUE
3aJjaHus 10 MOuCKy B MHTepHeTe MH(pOpMAlMKM HA 3aJaHHYI0 HAyYHYH) TEMY M IOJTOTOBKE
JIOKJIaia.

Pedepar mmm 3cce TOTOBATCS CTYJACHTOM CaMOCTOSATEIbHO, B HHUX 0000IIaroTCs
TEOPETUYECKHE MATepUaIbl 10 HCCIEAYeMOM TeMe C WCIOJIb30BAaHUEM MAaTEpPHAliOB U3
CICIUAIGHON  JIUTEepaTypbl, HOPMATHUBHO-NPABOBBIX JOKYMEHTOB, CTaHJIAPTH3UPYIOIIHX
paccmarpuBaemyro chepy. B comepkanum paboT MOMKEH OBITH COOCTBEHHBIM aHAINA3 U
KPUTHYCCKHIA TOAXOJ K PEIICHUIO MPOOJIeMbl IO BBIOPAHHOW TeMe HCCICIOBaHUS,
HOI{erHJIeHHBII;'I CTaTUCTUYCCKUMU JTAHHBIMU U KOpHOpaTHBHOﬁ OTYCTHOCTBHO H3BCCTHBIX
Koproparuii. MaTepualibl JIOJKHBI OBITh H3JIOKEHBI Ha BBICOKOM TEOPETHYECKOM YPOBHE, C
HpI/IMeHeHI/ICM CTAaTUYCCKUX NTAHHBIX U HpHMepOB.

CryneHTaM pEKOMEHIYETCS HENPEpPBhIBHO TPOBOJAMTH HAy4YHBIC HCCICIOBAHUS TIO]
PYKOBOJICTBOM TIperiogaBareis Kadeapsl o n30paHHON TeMe U TOTOBUTH COOOIICHHS HA HAyYHBIC
KoH(pepeHIHH, cTaTbil B COOPHUK MOJIOJBIX UCCIICIOBATEIICH U HAYYHBIC KYPHAIBI.

O6y‘-I€HI/I€ CTYIIGHTOB C OFpaHI/I‘ICHHBIMI/I BO3MOXHOCTSIMHA OpFaHI/I?,yeTCSI B COOTBCTCTBUHU
¢ TpeOoBaHUAMH «METOINYECKUX PEKOMEH/IAlMI 110 OpraHu3aluyd 00pa30BaTeIbHOIO IIpolecca
JJIA 06y‘-ICHI/I$I HHBAJIMAOB HW JUAO C OFpaHI/I‘IeHHBIMI/I BO3MOXHOCTAMHU 3[[OpOBI)$I B
00pa30oBaTelIbHBIX OpPraHU3alUAX BBICIIETO MPO(EeCcCHOHATLHOTO 00pa30oBaHUs» OT «8» ampes
2014 1.

B ocBoeHMH MUCHUIUIMHBI MHBAIUIAMU M JHIAMH C OIPAaHUYCHHBIMH BO3MOXHOCTSAMHU
3I0pOBBsI OOJIBIIOE 3HAYEHHWE HMMEET WHAMBHIyajbHas ydeOHas paboTa (KOHCYJIbTAIlMH) —
JOTIOTHUTETIFHOE Pa3bsCHEHHE y4eOHOTo MaTepHana.

I/IH)II/IBI/II[yaHI)HBIG KOHCy.]'II)TaIH/II/I 10 HpC)IMeTy SABIIAOTCA BaXHBIM (1)aKTOpOM,
CIOCOOCTBYIOIUM MHIMBUIYalU3allid O0yUEHUSI U YCTaHOBJICHHUIO BOCITUTATENILHOTO KOHTAKTa
MC)KI[y HpeHOI[aBaTeHeM u 06y‘-IaIOHII/IMC${ HUHBAJILAOM HWJIX JIMOOM C OFpaHI/IquHI)IMI/I
BO3MOXKHOCTSIMH 37J0POBBSI.

7. MaTepna/JibHO-TeXHHYecKoe o0ecnedeHHe N0 JUCHHUILIMHE (MOY.T10)
ITo Bcem BuaaM y4eOHOW MAEATENBHOCTH B pPaMKax JUCHUIUIMHBI HCIOJIb3YIOTCS

ayIUTOpUH, KaOMHETHl U JTAOOpaTOPHH, OCHAIIEHHBIE HEOOXOAMMBIM CHEIHaIN3UPOBAHHBIM U
71a00paTOpPHBIM 000y IOBaHUEM.

HaumeHoBaHMe CrieMATbHBIX OCHaIIIEHHOCTh [epeuenn
MIOMEIIIeHU I CHEIHAaTbHBIX TTOMEIIECHHUH JIMIIEH3HOHHOTO
IPOrPaMMHOTO
o0ecrnieueHust
Y4eOHble ayTUTOPUHN st | MeGenb: yueOHas mebens | Microsoft Office: Word,
MPOBEJICHUST 3aHATUH JIEKIMOHHOTO | TexHu4YecKkue cpeactsa | Excel; PowerPoint.
TUTIA o0yueHHS: 9KpaH,
POCKTOP, KOMITHIOTEP
VYueOHbIe ayIUTOPHU st | MeOenb: yueOHas mebens | Microsoft Office: Word;
MpoBeJIeHUs 3aHATHI cemuHapckoro | Texnuueckue — cpenctsa | Excel; PowerPoint.
THIIA, IPYIITOBBIX U | o0yueHHS: 9KpaH,
WHMBUIYATbHBIX  KOHCYJIBTAIHi, | IPOCKTOP, KOMITBIOTEP
TEKYIIEro KOHTPOJIS u
MIPOMEKYTOYHOM aTTECTALNU




Hns

CaMOCTOSITEILHONU

paboThl  OO0yYarOIIMXCS

MIPEyCMOTPEHBI

TTOMEIICHMS,

YKOMITJIEKTOBAaHHBIE CIICIMATM3UPOBAHHON MeOebi0, OCHAIIEHHBIE KOMIBIOTEPHON TEXHUKOH €
BO3MOXKHOCTBIO MOJKIIOUEHUS K ceTu «MHTepHeT» M olecrneyeHueM JOCTyINa B JIEKTPOHHYIO
UH()OPMALIMOHHO-00Pa30BaATENILHYIO CPEly YHUBEPCUTETA.

oOpa3zoBatenbHON OpraHu3aluu, BeO-Kamephl,
KOMMYHHKAIIMOHHOE 000pyI0BaHKHe, 00ECIeUnBaIOIIEe
JOCTYIl K CETH HHTEPHET (IPOBOIHOE COECIMHEHHE M
OecrpoBoHOE coemrHeHune o TexHomoruu Wi-Fi)

HaumenoBanue OcHaIlleHHOCTb MOMEIIEHUH JJI CAMOCTOSITEIbHON Ilepeuenn
MOMEIICHUH JIJIs paboThI 00yYArOLTIXCS JIMIIEH3UOHHOTO
CaMOCTOSITEITLHOM MIPOrPaMMHOTO
paboThl obecrieueHus
o0yJaronuxcs
ITomernenne s | MeGenb: yueOHas MeOesb Microsoft
camocTosiTenbHON | KoMrutekT CIeIHATM3UPOBAHHON mebenu: | Office:  Word;
paboThl KOMITBIOTEPHBIE CTOJIBI Excel;
o0yJaromuxcst Ob6opynoBanue: KOMITBIOTEpHAs TEXHUKA ¢ | PowerPoint.
(YUTATBHBIA  3aJl | HOAKIOYEHHEM K MH(POPMAIIHOHHO-KOMMYHHKAIIMOHHOM
Hayunou cetm «MHTEpHET» M JOCTYIOM B  JIEKTPOHHYIO
OMOJIMOTEKH ) UH(POPMALIMOHHO-00Pa30BaTEIbHYIO cpeny
oOpa3zoBatenbHON OpraHu3alllH, BeO-KaMephl,
KOMMYHHUKAIIMOHHOE 00O0pYJOBaHUE, O00ECIICUMBAIOIICE
JOCTYIl K CETH WHTEPHET (MPOBOJHOE COCAWHEHHE H
OecrpoBoHOE coeanHenue mo Texuomorun Wi-Fi)
[Tomemenne s | MeGenb: yueOHast MeOemb Microsoft
camocTosTenbHOl | KoMrutekT CIeIHATM3UPOBAHHON mebenu: | Office:  Word;
paboThl KOMITBIOTEPHBIE CTOJIBI Excel;
O6opyoBanue: KOMIIBIOTEPHAS TEXHHUKA ¢ | PowerPoint.
MOJKITFOUYEHHEM K MHPOPMAaIMOHHO-KOMMYHHUKAIIMOHHOM
cetm «MHTEpHET» W JOCTYIIOM B  JJIEKTPOHHYIO
UH(pOpPMaLIMOHHO-00Pa30BaTENILHYIO cpeny




