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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 PacnipeesieHue TPyA0€MKOCTH AUCUMILIMHBI 10 BUAaM padoT
OO6mas TpynoEMKOCTh JUCHUIUIMHBI COCTaBJsieT 2 3a4eTHBIX eauHulbl (72 yaca), ux

pacnpesieneHte 1o BuaaM padoT MPeCTaBICHO B TAOIUIIE

®opma
00y4eHust
Bcero Y
Bunsl pabot 3a04Has
4acoB
2 Kypc
(72 yaca)

KonrakTHasi padoTa, B TOM yHcJIe: 24,2 24,2
AyauTopHbIe 3aHATHSA (BCEro): 24 24
3aHATHUA JICKIIMOHHOI'O THUIIa 10 10
nabopaTopHbIC 3aHATHUS
MIPAKTUICCKUC 3aHITUS 14 14
CEMHUHAPCKUE 3aHSTUS
HNnas koHTakTHas1 padora:
Kontpoins camocrosrensHoit padoTs! (KCP)
[Ipomesxyrounas arrecrauus (MKP) 0,2 0,2
CamocrosiTeibHAsA padoTa, B TOM YHCIe: 44 44
Pedepat / acce (moaroroBka) 8 8
CaMoCTOsATEIbHOE U3yYEeHHE Ppa3/esioB, CAaMOITOATOTOBKA (IpopadoTKa 1
MOBTOPEHHE JICKIIMOHHOIO MaTepuajia M Marepuaia y4yeOHHKOB U 26 26
yueOHBIX MOCOOUH, MOATOTOBKA MPAKTUYECKUM 3aHSATHSIM U T.1.)
[ToaroroBka K TeKymeMy KOHTPOJIIO 10 10
KouTtpoJns:
[ToaroroBka k 3a4uery/3K3aMeHy 3,8 3,8
Oomasn qac. 12 72
TPYAOEMKOCTD B TOM YHCJIe KOHTAKTHAs1 padora 242 24.2

3a4. e/l 2 2

2.2 Copnepaxanue JMCHUNITHHBI

Pacnipenenenue BuoB yueOHOI pabOTHI M X TPYIOEMKOCTH IO pa3/ieliaM JUCIUIITHHBL
Pa3zzens! (TeMbl) IUCHMILUIMHBIL, H3yYaeMble Ha 2 Kypce (3aounas gpopma obyuenus)

KonnuecTBo yacos
Bueaymn-
Ne HaumenoBanue pa3zienos (Tem) AymropHas TopI}{,asI
Bcero pabora
pabota
J | I3 | JIP CPC
DNEeKTPOHHBIN JTOKYMEHTOO0O0POT B chepe TpyAOBBIX
1. | oTHOWIEHUIT: TOHATHE, POJIb B COBPEMEHHBIX yCIOBUAX, | 14 2 4 8
HOPMAaTHBHO-TIPABOBOE PEryJIMPOBAHHE
2. | JlIokyMeHTHpOBaHUE MPOLIECCOB JBHKEHUS KaJpOB 12 2 2 8
3 Benenne u = XpaHeHHMEe  TPYIOBBIX  KHIJKEK. 14 2 2 3
" | DeKTpOHHBIE TPYIOBBIE KHIKKU
4 Odopmrenne AJIEKTPOHHBIX TUCTKOB | 4 4 2 3
" | HeTPYaOCIIOCOOHOCTH




5 OcobeHHOCTH perynupoBaHus Tpyaa U odopmiieHHs 10 2 2 6
" | KaapOoBBIX JOKYMEHTOB JUCTAaHIIMOHHBIX pAOOTHUKOB
6 CoBpeMeHHEbIE TEXHOJIOTHH SIMEKTPOHHOTO | 4 9 2 6
" | JOKYMEHTAIIMOHHOTO 00eCTieueHHs KaAPOBOM pabOThI
UTOI'O no pazoenam oucyuniumol 68 | 10 | 14 44
Kontpoins camocrosrensHoit paboTs! (KCP)
ITpomexyrounas arrecrarus (MKP) 0,2
IToaroroBka K KOHTPOIIO 3,8
OO6111ast TpyA0EMKOCTb 0 JTUCIUILTUHE 72

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

2.3 Conep:xanue pa3aesioB (TeM) THCHUINTHHBI
2.3.1 3ausaTHA JEeKINOHHOI0 THIIA

N HaumenoBanue dopma TeKyLIero
0 Conepxanue pazjena (TeMbl)

paszena (TeMbl) KOHTPOJIS
[ToHATUST <« TOKYMEHT», «JICIIOIPOU3BOJICTBOY,
«JIOKYMEHTO000POT», «QJIEKTPOHHBIN
JOKYMEHTY, «3JICKTPOHHBIN JOKyMEHTO000pOT,
«ONEeKTPOHHBI JTOKyMEHTOO0OpOT B cdepe
TPYAOBBIX OTHOLICHUI. TpeboBanus,
MpeabsBIsieMble K OQOPMIICHUIO JOKYMEHTOB.
CymHocTh, pyHKIUH, KIaccu(UKaius KaapoBoi
JTIOKYMEHTALVH. Poins 3JIEKTPOHHOTO
DJEeKTPOHHBIN JOKYMEHT0000poTa B KaJpOBOM
JOKYMEHTOOOOpOT  B|IENIONPOU3BOJICTBE. Opranuzanus
chepe TPYIOBBIX | IOKYMEHTO0O0pOTa KaJIpOBOM CITYKOBI.
1 OTHOIIICHUH: TOHATHE, OTBETCTBEHHOCTh 32 HApYyIIEHHS TOpsIKa
" |posib B COBPEMEHHBIX|paboThI ¢ ToKyMeHTaMu. HopmaTtuBHO-TIpaBoBast
YCIIOBUSIX, 0a3a AJIEKTPOHHOTO JOKYMEHTO000poTa B chepe
HOPMATHUBHO-TIPABOBOE |TPYAOBBIX OTHOIICHUNA. DIEKTPOHHAS TMOJIIHCH:
perymMpoBaHue MOHATHE W BUIBL. JIEKTPOHHBIC TTOMITUCH,
WCTOJNb3yeMble B  KaJPOBOM  JIEKTPOHHOM
JOKYMEHT0000poTe paboTHHUKOM u
paboTtonatenieM Tpu OPOPMIICHUH PaA3TUYHBIX
KaJapoBBIX JOKyMeHTOB. [lopsmok BBeneHus
KaJIpOBOTO DJIEKTPOHHOTO JIOKYMEHTOO0O0pOTA.
OcobeHHocTH B3auMoJieiicTBUsl paOOTHUKA U
pabotonatens MOCPEACTBOM KaJIpOBOTO
AJIEKTPOHHOTO JIOKYMEHTO000pOTA.
[Mopsimok yueta xaapos. [lopsimok odopmiaenus
JOKYMEHTOB TIpH TpueMe Ha paboTy, mpu
nepeBoge pabotHuka. [lopsmok odopmiieHus
JIOKYMEHTOB 110 TPEJOCTaBICHUIO OTIIYCKOB,
KoMaHAupoBOK. OdopmiieHne MOOmpeHnid U
JUCHMIUIMHAPHBIX ~ B3BICKAHUN. YCIOBUS H
MOPSAZIOK PACTOP’KEHHs] TPYAOBOTO JOrOBOpA.
[lpuka3sl 1O  JMYHOMY  COCTaBy,  HX
KnaccuuKanus, TOPSIOK WX MOATOTOBKH
MIPUKA30B.
[lonsitne TpynoBod kHwxkku. HopmarusHO-
mpaBoBasi 0asza, perjaMeHTHPYIOIasl MOPsIIOK P
yueTa, BeJICHHsI, XpaHEHHSI TPYIOBbIX KHIKEK 1

JlokyMeHTUpOBaHHE
2. |IPOIIECCOB  JTBMYKEHUS
KaJpoB

3 Benenne u xpaHeHue
" |TpyIOBBIX KHUKEK.




DJEeKTpOHHBIE BKJIa IbIIEH K HUM. TpeOoBaHus K 3aIlI0JIHEHUIO
TPYAOBbIE KHUKKU TPYOBbIX KHWKEK, BHECEHUS HM3MEHECHUH U
WCIIPABIICHUI B TPYIOBYIO KHUXKKY.
DJIEKTPOHHBIE TPYJIOBbIE KHUKKU:
HOPMaTUBHO-TIPABOBOE peryaupoBaHue,
ocobeHHOCTH OopmIieHHs U BeneHus. OTdeT B
[I®OP «CBenenusi 0 TPyAOBOH AESITEILHOCTH
PaObOTHUKOBY.

DNEKTPOHHBIA JIUCTOK HETPYJI0CTIOCOOHOCTH:
MOHATHE, TOPSJIOK  BBIAYM,  POJUICHHUS.
DNEKTPOHHBINA JTMCTOK HETPYAOCHOCOOHOCTH T10
OEpEeMEHHOCTH U POJAAM, 10 YXOAy 32 OOJIBHBIM

Odopmienue pebenkoM. CpokM Ha3Hau€HHs M BBIUIATHI
4. |3MeKTPOHHBIX JIMCTKOB|IIOCOOHS 1O BPEMEHHON HETPYIO0CHOCOOHOCTH. T
HeTpyzaociocodHocT  |OcoOeHHOCTH B3aUMOJICHCTBUS c

paboromarenieM ¢  @DOHAOM  COLMAIBHOTO
ctpaxoBanus P® 1o mpeacTaBiIeHUIO CBEIECHUN
JUIs  BBIUIATBl  1OCOOMS 1O  BpPEeMEHHOMU
HETPYAOCIOCOOHOCTH.

[ToHsiTHEe TUCTAHITMOHHON PaOOTHI | €€ (POPMBIL.

Ocobennoctu
[MTopsimox 3aKiIroYeHHs TPYAOBOTO JOTOBOPA,
peryMpoBaHus TpyIa U
JONIOJIHUTEIBHOTO COTJIAIICHUS K TPYAOBOMY
o(hopMIIEHHST KaJIPOBBIX
5. TOKYMEHTOB JIOTOBOPY, MPEKPAIICHUS TPYIOBOTO JIOrOBOpa C C)
Y JMCTaHIMOHHBIM  pabOTHUKOM. OcoOeHHOCTH
JHMCTAHIIMOHHBIX o
AGOTHIKOR oopmiieHHsT KagpOBBIX W  B3aWMOACHCTBUS
P JMCTaHIIMOHHOTO pa0OTHUKA M PabOTOIaTeIIs.
KommnbrotepHbie TEXHOJIOTUH B
JOKyMEHTAI[HOHHOM OOECIICUCHNH YIIPABICHHUS
nepcoHasioM. Dopmbl U METOIBI 00pabOTKH
CoBpemeHHbIE
JOKyMEHTOB Ha OCHOBE  HCIIOJIb30BaHMUS
TEXHOJIOTUH .
COBPEMEHHBIX MH(POPMAIMOHHBIX TEXHOJIOTHH.
AIIEKTPOHHOTO
6. TpeOoBanus K HMH(OPMALMOHHBIM CHCTEMaM €]
JOKYMEHTAI[HOHHOTO
.| IpM TPIMEHEHUH KaJpOBOTO 3JIEKTPOHHOTO
obecrieueHus: KaJipoBoOi o
paBOTEI JIOKyMeHTooOopoTa. lcronb3oBaHue equHon

uudpoBoii miarpopmsl B chepe 3aHATOCTH U
TPYAOBBIX OTHOIIEHHH «Pabota B Poccum» npu
KaJpOBOM 3JIEKTPOHHOM JIOKYMEHTO000pOTE.

2.3.2 3aHATHS CEMHHApPCKOro THNa (MpPaKTH4YecKHe / CeMHMHApPCKHe 3aHATHS/
JlabopaTopHbie padoThl)

dopma
HanmenoBanue .
Ne Tematuka 3aHsATHIi/paboT TEKYILEero
paszzena (Tembl)
KOHTPOJIS
. [lonsiTe, 3HaueHWe W  COCTaB  KaJpOBOM
ONEeKTPOHHBIN
JOKYMEHTAIUH. ABTOMaTH3aIUSA
JIOKYMEHTOO0O0pOT B
JOKYMEHTAITMOHHOTO  OOECIICYCHUST  YIIPaBICHUS
cdepe TPYAOBBIX N .
. IIEPCOHAJIOM. Kanpossrii DIIEKTPOHHBIN
OTHOIIICHUM: Onpoc o
JOKYMEHTOOOOpOT:  TOHATHE, LeiH, 3aJayu.
MOHATHE, POJb B BOIIpOCaM
1. PerynupoBanne u©  permamMeHTamusi  CHUCTEMBI
COBPEMEHHBIX TEMBI.
CHOBISIX KaJIpOBOTO 3JIEKTPOHHOTO JIOKYMEHTOO0OpOTa B P
Y ’ NEHCTBYIOIIMX HOPMATHUBHBIX MPABOBBIX aKTax
HOPMATHUBHO- N
DABOBOG Poccuiickoit  ®@enepanun. [loHstne wu  BHUIBI
epr DOBAHIE AMeKTpoHHOW ToAmucH. (OCHOBHBIE —ITOJIOKEHUS
PeryJup denepanpHoro 3akoHa ot 06.04.2011 Ne 63-®3




«O0 37eKTPOHHOM MoANMUCH». BUIBI 31eKTPOHHBIX

MOIHCEHN, HCITOJTB3YEMBIX B KaJIpOBOM
ANIEKTPOHHOM JIOKYyMEHTOOOOpOTEe PaOOTHUKOM U
paboTonaTenem. [Tponenypa BBEICHUS n
0COOEHHOCTHU OpraHu3aluu KaJIpoOBOT0

ANEKTPOHHOrO JOKyMeHToobopoTa TpeGoBanus K
COJICPKAHUIO JIOKAIBbHBIX HOPMAaTHBHBIX aKTOB
paboTtonarens 0 BBEJICHUU KaJI[pOBOTO
AJIEKTPOHHOTO JTOKYMEHTO000pOTA.
B3aumoneiictBue paboromarens u paOOTHHUKA MpU
KaJpOBOM  DJIEKTPOHHOM  JIOKYMEHTOOOOpoOTe.
OTBETCTBEHHOCTH 32 HapyIICHHUE MOPsIKa PadOTHI C
KaJIPOBBIMU JIOKYMEHTAMH.

JlokymeHTupOBaHue
IIPOLIECCOB JIBUKECHUS
KaJpoB

CocTaB 10KyMEHTOB, HEOOXOUMBIX MPU IIpUEMe Ha
pabory. Ilonstue, conmepkaHue, BHIBI, YCIOBHUS
3aKJIIOYEHUs TPYAOBBIX J0roBopoB. Ilopsimok
oopmnenuss npuema Ha pabory. OdopmiieHue
npuKasza (pacmopsbkeHus) O TpueMe Ha paboTy.
Bunsr nepeBonoB pabotHuka JlokymMeHTHpOBaHUE
nepeBoga paborHuka. OdopmieHue 3asBlIEHUs
pabOTHUKA, JIOMOJHUTEIBHOIO  COIJIAlIEHUS K
TPYZIOBOMY JIOTOBOpY, TMpHUKaza O IEpPeBOJE
pabotHuka. Buasl  ornyckoB.  HopmatusHO-
MIpaBOBOE peryaupoBaHue IIPEA0CTaBIICHUE
otnyckoB. [lopsa/10k 1 cpoku cocraBiieHus: rpaduxa
OTITYCKOB.

JloKyMeHTaIlMOHHOE odopmiieHre OTITyCKa.
3anonHeHne TUYHON KapTOouku paboTHHKA (popma
Ne  T-2). JlokymeHTanmoHHoe  0odOpMIICHHE
CITy’KeOHBIX KOMaHAHPOBOK. Odopmnenue
MOOUIPEHUH W  JUCHUIUIMHAPHBIX  B3bICKAHUHU.
OcHoBaHMsI TpeKpalleHus TPYAOBOIO JIOrOBOpA.
Odopmienne JTOKYMEHTOB TP  YBOJbHEHUU
COTPYJIHUKOB.

Ompoc o
BOIIPOCaM
TEMBI.

T

Benenue u xpanenue
TPYAOBBIX  KHHUKEK.
ONEeKTPOHHBIE
TPYAOBbIC KHUKKH

OcHoBHbIE HOPMaTUBHO-TIPABOBBIE aKThI,
perinaMeHTHpymomue  pabory ¢ TPYAOBBIMHU
KHWKKaMu paOoTHuKoB. [lpaBuna BeneHus u
XpaHEHUs TPYIOBBIX KHM)KEK M BKJIAJBIIIECH K HUM.
Buecenne 3ammcelli B TPyAOBYKO  KHMIXKKY,
ucnpanieHuil. JIOKyMeHTalus 1o ydeTy OJIaHKOB
TPYIAOBBIX KHIDKEK. Ilepexox Ha dJIEKTpOHHbBIE
TPy/AOBbIe KHIKKH. OcoOeHHOCTH O(pOpMIIEHUS U
BEJICHUS JIEKTPOHHBIX TPYAOBBIX KHUXKEK. OTueT B
[Mencuonnnit goung PO «Cremenuss o TpyaoBOM
JeSITeIbHOCTH paOOTHHUKOBY: MOPSAIOK COCTABIICHUS,
CPOKH 1oJ1a4H, aMUHUCTpaTUBHAs
OTBETCTBEHHOCTbD 3a HENIPECTaBICHUE.

Ompoc no
BOTIPOCaM
TEMBI.

P

Odopmienue
AIIEKTPOHHBIX
JIMCTKOB
HETPYI0CTTIOCOOHOCTH

[Mopsiok BbIIAYHM, TTIPOICHHS AIEKTPOHHOTO JTUCTKA
HETPYIOCIIOCOOHOCTH. 3aIrojHEeHHEe DIEKTPOHHOTO
JaMCTKa  HeTpyaocmnocoOHocTH.  DopmupoBaHue
ANIEKTPOHHOTO JIMCTKA HETPYIOCHOCOOHOCTH 10
OEepeMEHHOCTH M poJaM, MO yXOXIy 3a OOJbHBIM
pebenkoM. CpoKr Ha3HAYCHUS M TIOPSIOK BBIILIATHI
nocobusi MO0 BPEMEHHOM HETPYJI0CIOCOOHOCTH.

Ompoc no
BOTIPOCaM
TEMBI.

T




WNudopmannonnoe B3aUMOJICHCTBUE Ipu
JNEKTPOHHOM  OOMEHE  CBEIEHHUSMU  MEXIy
MEIHUIIMHCKOMN OpraHu3aluen, DoHa0M
coluangbHOro crpaxoBanusi PO, paboronarenem.
Ocobennoctu [loHATHE MMCTAHIMOHHOW PabOTHI U €€ (OPMBI.
peryIupoBaHus [Topsanok 3akitoueHust TPyI0BOTO JI0TOBOPA, Onpoc 10
TpyZAa 1 0(hOPMIICHHUS | TOTIOTHUTEIBHOTO COTJIAICHUS K TPYI0BOMY
5. [KaJIpoBbIX JIOTOBOPY, IPEKpALICHHS TPYIOBOTO IOTOBOPA C pompocam
JTOKYMEHTOB JTUCTAHIIMOHHBIM paboTHUKOM. OCOOEHHOCTH Tegm'
JUCTAHIIMOHHBIX o(opMIIeHUS KaJIPOBBIX U B3aUMOJICHCTBUS
pabOTHHUKOB JMCTAHIIMOHHOTO paOOTHHUKA U pabOTOIATENsI.
HNudopmanmnonnoe obecrieueHue
JOKYMEHTAITMOHHOTO  O0ECIIEYeHUH  YIPaBICHUS
CoBpemeHHbIE nepcoHanoM. BpiOop CHUCTEMBI  3JIEKTPOHHOTO
TEXHOJIOTUH KaJIpOBOTO JOKYMEHTO000pOTA. Ananmu3|  Ompoc no
6. [PIEKTPOHHOTO CYIIECTBYIOIIUX CUCTEM AJIIEKTPOHHOTO|  BOIIpPOCaM
" |TOKYMEHTAIlMOHHOTO |10KYMEHTO000poTa. OCOOEHHOCTH MCTOIB30BAHMS TEMBI.
obecrieueHus eAnHON 1U(PPoBOH MIaTPopmsbl B chepe 3aHITOCTH C)
KaJIpOBOK pabOTHI U TpyIoBbIX oTHomeHuit «Pabotra B Poccumy».
3amuTa nHGOPMALIUK B CUCTEMAaX YIPaBJICHYECKOM
JeSITeIbHOCTH

[Ipy  wu3ydyeHMM  OUCHUIUIMHBI MOTYT TMPUMEHSTCS.  DJIEKTPOHHOE  OO0yueHue,
JTMCTaHIIMOHHBIE 00pa3oBaTeIbHbIC TEXHOIOTHU B cooTBeTcTBUU ¢ DI'OC BO.

2.3.3 llpumepHasi TeMATHKA KYPCOBBIX padoT (MIPOEKTOB)
He npedycmompensi

2.4 IlepeyeHb y4eOHO-METOAMYECKOT0 00ecIeyeHusl AJIsl CAMOCTOAITEIbHON pPadoThI
o0yyaromuxcs Mo JMCHUIIHHE (MOYJII0)

[TepeueHb y4eOHO-METOIMUECKOTO 00ECTICUeHNs TUCIUIUTHBI IO
Ne Bun CPC BBITNOJIHEHUIO CAMOCTOSATENILHON pabOThI

1. |Pedepar, rcce Mertoueckne peKOMEHIalMH O MOJIT0TOBKE MMChbMEHHBIX PadoT
CTyAeHTaMu: ydueOHO-MeToauueckoe nocodue / B.B. EpmorneHnko,
M.P. 3akapsn, /J.B. Jlanckas, M.A. Mupomnnuenko, A.IlL
CaBuenko, [[.A. JletknHa. MUHHCTEPCTBO HAayKM M BBICILIETO
o0pa3zoBaHUs Poccwuiickoit ®denepannn, Ky6anckuit
rocyJapcTBeHHbIl yHuBepeuteT. 2022. - 101 c.

Meronmyeckre pEeKOMEHJAIMKM IO IMPOBEIEHUID CEMHUHAPCKUX
3aHATUH, KPYIJIBIX CTOJIOB, JAMCKYCCHM: METOZ. PEKOMEHJAIMu /
B.B. Epmonenko, J[.B. Jlanckas, M.A. MupomHndenko, M.P.
3akapsH, M.B. Tomuka, A.Il. CaBuenko, J.A. JlerkuHa.
MHUHHCTEPCTBO HayKM M BbIciiero oOpaszoBanusi Poccuiickoii
Oenepany, KyOaHckuif ToCyAapCTBEHHBIH YHHBEPCHTET. -
Kpacnonap: Kybanckwuii roc. yH-T, - 2022. - 87 c.

Y4yeOHO-METOANYECKHUE MaTepuajbl I CAaMOCTOATEIBHONW pabOThl OOYYalONMIUXCS W3
Yrclia MHBAIKU/IOB | JIUI] C OTPaHUYCHHBIMU BO3MOKHOCTSIMH 310poBbs (OB3) nmpempocTaBisiroTcs
B (hopMax, aanTHPOBAHHBIX K OTPAHHYCHUSAM HX 3]JOPOBBS M BOCIIPHSATHS HH(DOpMAIIHH:

JITst I ¢ HapyIICHUSIME 3PCHUS:

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



— B (popMe 2IEKTPOHHOTO TOKYMEHTA,

— B (hopme ayauodaiina,

— B re4atHoi (opme Ha s3bike bpaits.

Jjig U1 ¢ HapyIIeHUsIMU CyXa:

— B mieyaTHoM hopme,

— B popMe IIEKTPOHHOTO TIOKYMEHTA.

JUist 1 ¢ HApyIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO anmapaTra:

— B IIeYaTHOM (opme,

— B popMe JIEKTPOHHOTO IOKYMEHTA,

— B (popme ayamnodaiina.

JlaHHBIN TepedyeHb MOXET ObITh KOHKPETHU3UPOBAaH B 3aBUCUMOCTH OT KOHTHUHIE€HTa
o0yyarouuxcsi.

3. OOpa3oBaTesibHbIe TEXHOJIOIMH, NPHMeHsieMble NPH OCBOCHUM IMCIHIIIMHBI
(Momy.Jis)

B Xozme wu3ydeHHs JUCHUIUIMHBI TPEAYCMOTPEHO HCIIOJIb30BAHME  CIIEIYIOIIMX
00pa30BaTeNbHBIX TEXHOJIOTUH: MYJIbTHUMEAMHHBIE JIEKIMU C 3JEMEHTaMHU JUCKYCCHH,
MH(OPMALlMOHHO-KOMMYHHUKATUBHBIE TEXHOJIOTMH, MpOOJIEMHOE OOyueHUe. NPaKTHUECKUE
3aHATHS, CAMOCTOSATENIbHAS paboTa CTYICHTOB.

KoMmeTeHTHOCTHBIA MOAXO0J B paMKax MpenojJaBaHusl JUCLMIUIMHBL peallu3yercss B
UCIOJIb30BAaHUM HHTEPAKTUBHBIX TEXHOJIOTUH M aKTHUBHBIX METOIOB (IPOEKTHBIX METOMMK,
pa3bopa KOHKPETHBIX CUTYalUil HHBIX ()OPM) B COUETAaHUH C BHEAYAUTOPHOU PaOOTOM.

Texnonorus npobiaemMHoro oOyueHMs: JEeKIMs — JUCKYCCHsl, HpoOjeMHas JeKLus,
KOMIIbIOTEpHasl pe3eHTanus. Ha nekuusx usnararoTcsi OCHOBHbBIE TEOPETUUECKUE TTOTOKEHUS U
KOHIIETILUS Kypca, JAalolle CTyJeHTaM HH(OpMaIiK, COOTBETCTBYIOILYIO IPOrpaMMe.

3ajaya CEMUHApCKUX 3aHATUN — pa3BUTHUE Y CTYACHTOB HABBIKOB IO IPHUMEHEHUIO
TEOPETUYECKUX MOJ0XKEHUH K PELICHUI0 MpakTuyeckux npobdieM. C 3Toil nenbio pazpaboTaHbl
3a/1aHus 1Sl BBIIOJIHEHUS] Ha CEMUHApax, KOTOPble OPUEHTUPOBAHBI HA YCBOEHUE TEOPETUUECKOTO
MaTepuaiga U yMEHMsI €ro HCIOJIb30BaTh JUIsl PEIIEHUs NpPaKTHYecKuxX 3anad. Ha cemmHape
OTBOJUTCSL BpeMsl JJs JHUCKYCCUH, B KOTOPOM Y4YacTBYIOT JOKJIAT4MK, I[OATOTOBUBILUI
cooO0IlleHre MO KaKoH-MuOO MpakTUYecKoil mpobieme, ero ommoHeHTH! (1 umm 2 yenoBeka),
MOJIFOTOBUBIINE KOHTPAPTYMEHTBI, U IPYTUE CTYAEHTHI TPYIIIIbI.

Hpyras ¢dopma opraHuzanuss pabOThl CTYJEHTOB — HalucaHHe pedepaTa, KOTOpoe
npejcTaBisier codoi ucciaenoanue oobeMom a0 5000 3HAKOB 3KOHOMMUYECKOH MpPOOJIEMBbI C
IpeI0’KEHNEM BapUaHTOB PELIeHUs JaHHOU MPOoOIeMBbl.

NupopmaniioHHble  TEXHOJIOTUH, TMpPUMEHSEMble TIPU HW3YYEHUH JAMCLUILIMHBL
UCMOJb30BaHUE  MH(MOPMAIMOHHBIX  PECypcoB,  JOCTYNHBIX B HMH(OPMALMOHHO-
TEJIEKOMMYHUKAIIMOHHOMN ceTu MHTepHeT.

AnantuBHble  00pa3oBaTeNbHbIE  TEXHOJIOTHMHM, TPHUMEHSEMble MpU  HU3YYEHUH
JUCHUIUIMHBL — JJIsl JIMII C OTPAaHUYEHHBIMH BO3MOXHOCTSIMHU 3/0pPOBbsS MPEIyCMOTpEHa
OpraHM3alys KOHCYJIbTALUN C UCIIOIb30BAaHUEM JIEKTPOHHOM MOYTHI.

4. OueHo4YHBIe CpeACTBA UIA TEKYIIero KOHTPOJsI  YCIeBAeMOCTH H
NMPOMEKYTOYHOM aTTecTalluu

OneHouHbIe CpeACTBa IMpeIHa3HAYeHBbl JJIsi KOHTPOJS M OLEHKH 00pa3oBaTeNbHBIX
JTOCTYDKCHUH O00yYaronuxcsi, OCBOMBIIUX MPOTrpamMMy Y4e€OHOW JMCIHUIUIMHBI «DJIEKTPOHHBIE
JIOKYMEHTHI B KaIpOBOU paboTe».

OueHoYHbBIE CPE/ICTBA BKJIIOYAET KOHTPOJIbHBIE MaTepHalbl JJis MPOBEACHUS TEKYILETO
KOHTpOJIs B hopMe JT0KJIa/1a-IIpe3eHTaluy 0 IpoOJIeMHBIM BOMpocaMm, TecTa, pedeparta, scce u
MPOMEKYTOUHOM aTTecTaliu B JopMe BOIIPOCOB K 3a4eTy.



CTpyKTypa OLEHOYHBIX CPEJICTB /sl TeKylleill U MPOME:KYTOYHOM aTTecTallun

HaunmenoBanue o1ieHOYHOTO

Kon n
Ne Pe3ynbrarel oOyueHus CpelCTBa
HAaUMEHOBAHHE =
/o Texymunii ITpomexyTouHas
WHMKATOpa
KOHTPOJIb aTTecraius
1 HIIK 2.1 - 3Haer: Bomnpocs qist Bomnpocsl Ha
crocobeH - IepeoBOU YCTHOTO 3ayere 1-13,
aHaJIM3UpPOBaTh OTEUECTBEHHBIH  ONBIT B | (IMCBMEHHOIO) 30-33
nepeoBoi obnactu AIEKTPOHHOTO orpoca 1o
OTEYECTBEHHBIH U | TOKyMeHTo0oOOpoTa B | TeMe, pa3zeny.
3apyOeKHBII OIBIT B | KaJpOBOM JAenonpon3Boactse; | Pedepar, scce
obsactu - HOpMaTHBHYIO 0a3y U
JOKYMEHTAIlMOHHOTO | METOAMKH  pa3paboTKu U
o0ecreyeHus BHEJPEHUs CUCTEM
YIpaBJICHUS AIIEKTPOHHOTO
HIIK 2.2 — | JOKyMeHTo0O0opoTa B
croco0eH KaJpoBOM paboTe
TUTAHAPOBATH Ywmeer:
B3aUMO/ICHCTBHE - OCYUIECTBISITh  aHATHU3
noipa3AeTCHHUMA BHJIOB u ¢dbopmaroB
OpraHM3aIN IO | OJICKTPOHHBIX JOKYMEHTOB B
BOIIpocaM paboThl ¢ | paboTe KaJpoBOW CIyKObI Ha
JIOKYMECHTaMH, OCHOBE CHCTEMHOTO MOJIX0/1a;
HIIK 2.3 — - MOJIETTUPOBATH u
croco0eH MPOEKTUPOBATh JESATEILHOCTD
OpraHM30BaTh PadOTHI | Mojapa3eicHuil 1Mo pabore ¢
o IIOCTPOECHHUIO | 3JICKTPOHHOM KaJIpOBOit
CHUCTEMEI JIOKyMEHTaIen
JIOKYMEHTAIIMOHHOTO Bnaneer:
obecrieueHus - HaBBIKAMH  aHaM3a
VIpaBJICHUS HOPMAaTUBHOM 0a3bl B 00JacTH
OpraHu3aIuu AJIEKTPOHHOTO
JIOKYMEHTO000poTa B
KaJIpOBOM JIEJIOTIPOU3BO/ICTBE;
- METOIUKOHN
OpTraHU3aI[IOHHOTO
MIPOSKTUPOBAHUS CUCTEMBI
yIpaBlIeHUs ANEKTPOHHOU
KaJIpOBOM IOKYMEHTALEH
2 UIIK 3.1 — Bnaneer 3Haer: Bomnpocsr qist Bomnpocs! Ha

METOAMKAMHU aHaIHu3a - OCHOBHBIE TPHUHIIUIIBI YCTHOTO 3auete 14-29,
noKa3zaTesein obopmIIeHHUsT  DJIEKTPOHHBIX | (MUCBMEHHOTO) 34-38
JEeSITeTTbHOCTH 0 | KaJpOBBIX JJOKYMEHTOB; orpoca 1o
JOKYMEHTAIIHIOHHOMY - METOHIBl  YIpaBIICHUS | TeMe, pa3leny.
00€eCIIeYUeHUTO KaJIpOBOi pabotoit Ananns
yIpaBJICHUS; OpTraHu3aIuu Ha 0aze | MpaKTHUYECKUX

NIIK 3.2 — | UICTIOJIB30BAHUS TPUHLIUIIOB U CUTyanumn
croco0eH TEXHOJOTHIl  DJIEKTPOHHOTO
IUVIAHUPOBATh paboTy | TOKYMEHTO00OopoTa.




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. Ilepeyennb yueOHOI1 auTepaTypbl, HHGOPMAIHOHHBIX PECYPCOB M TEXHOJIOTUH

5.1. YueGHas iuTeparypa

1. XKnanosa IO.A., Jlanckas JI.B. Teopus u mnpakTHKa peryaspHOTO KaJapOBOIrO
MEHE/PKMEHTA B YCIOBHAX ITUGPOBU3AIMH TIPU TIEPEXOe Ha IEKTPOHHBIC JOKYMEHTHI M ayIUT
TpynoBbiX oTHOIIeHHH. YueOHuk. [log pen. B.B. Epmonenko. r. Kpacromap. 2023. — 342 c.

2. Jlanckas J[.B., CenuBanoBa E.Il. HopmartuBHo-MeTomanyeckoe obOecrieueHue
AJIEKTPOHHOTO J0KyMeHTooOopoTa. YueOnuk. [lox pen. B.B. Epmonenko. r. Kpacuomap. 2023.
—188c.




3. Abymamze, JI. I'. JlokyMeHTalIMOHHOE OOECTICYCHUE YIIPABICHUS IEPCOHATIOM: YUEOHUK
u pakTukyM 1y By30B / 1. I'. AGymanze, 1. b. Bempsbkkuaa, B. M. Maciosa. — 2-e u3 ., mepepao.
u jom. — Mocksa: M3narensctBo FOpaiit, 2023. — 370 c¢. — (Briciiee oopa3zoBanue). — ISBN 978-5-
534-14486-4. — Tekcr: anekrponnbli // OOpa3zoBarenbHas 1uiargopma HOpaiiTt [caiit]. —
URL.: https://urait.ru/bcode/511693

4. Jloponuna, JI. A. Opranuzanus ¥ TEXHOJIOTHSI JTOKYMEHTAIMOHHOTO OOeCHeueHUs
yIIpaBJICHHS: YUeOHUK U MpakTukyM s By3oB / JI. A. Jloponuna, B. C. UpurukoBa. — 2-¢ u3g.,
nepepad. u gon. — Mocksa: M3narensctBo FOpaiit, 2023. — 270 ¢. — (Beiciee oOpa3oBaHue). —
ISBN 978-5-534-16016-1. — Tekcr: anekTponHbIH / OOpa3zoBaTenbHas miaTdopma FOpaidt [caiir]. —
URL.: https://urait.ru/bcode/530251

5. ITaBnosckas, O. }0. IIpaBoBoe obOecniedeHUE KaIpOBOTO JACIOPOU3BOJICTBA: YU4eOHOE
nocooue s By3oB / O. FO. ITaBmoBckas. — MockBa: M3garensctBo FOpaiit, 2023. — 213 c. —
(Beicmee oopazoBanue). — ISBN 978-5-534-11565-9. — Tekcr: anexTponHsiii / O6pa3oBarenbHas
wiatdopma HOpaiir [caiit]. — URL: https://urait.ru/bcode/518436

6. Ky3nenoB, M. H. JlokyMeHTallMOHHOE OOCCIICUCHHE YIIPABJIICHUS II€PCOHAIOM:
y4eOHUK M MPAKTUKYM Ui cpefaHero npodeccroHanbHoro obpazosanus / M. H. Ky3neros. —
2-e u3 ., nepepad. u gom. — Mocksa: M3garensctBo FOpaiit, 2023. — 393 c. — (IIpodeccuonanbuoe
obpaszoBanme). — ISBN 978-5-534-16749-8. — Tekcrt: anmekTpoHHbI // OOpa3oBareiabHas
wiatdopma tOpaiir [caiit]. — URL.: https://urait.ru/bcode/530256

7. lllyBanoBa, H. H. Opranuzanus ¥ TEXHOJOTHUS JTOKYMEHTAlIMOHHOTO O0ECIICUCHHS
yIOpaBlieHUs: y9eOHUK U TpakTuKyMm st By30B / H. H. lllyBanosa. — 3-e usn., mepepad. u aorm. —
Mocksa: UznarensctBo FOpaiit, 2023. — 247 c¢. — (Boicmiee oOpa3zoBanue). — ISBN 978-5-534-
16537-1. — Texkct: smekTponHbI // OOpa3oBatenbHas miardopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/531239

5.2. llepuoauueckasi JuTepaTypa

[ledaTHble mepuoanyeckre u3gaHus BXOAAT B «llepeueHb Me4yaTHBIX MEPUOAUYECKHX
W3/IaHHH, XPAHAIIMXCA B donne Hayunon OoubnInoTeKu KyoI'V»
https://www.kubsu.ru/ru/node/15554, W/WIM  DJIGKTPOHHBIC IEPHOIUYECKHE H3JaHUS, C
yKa3aHHMEM ajipeca caiiTa AJIEKTPOHHOW BEpPCHUHU KypHaja, U3 0a3 JaHHBIX, JOCTYN K KOTOPBIM
umeet KyoI'Y:

1. ba3sl nannbix kommanuu « UBUCy https://eivis.ru/

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

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

DJIeKTPOHHbIE HHPOPMAIIMOHHbIE PecypChl

OneKTpoHHas 6ubnmoreka Hayunoit o6ubnnorexku KyoI'y
http://megapro.kubsu.ru/MegaPro/Web

— DIIeKTPOHHBIN KaTajor;

- [Toctynuenus aurepaTypsl B OMOINOTEKH (PUITHATIOB;

- [Toctynnenus auccepranuii u aBTopedeparos;

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

- CraTbM U3 NEPUOJTUKU M HAYYHBIX COOPHUKOB 10 2016 T.;

- ["a3eTsl U KypHAIIBI;

- OnexTpoHHas 6ubimoreka Tpy10B yueHbIx Kyol'V.

DJ1eKTPOHHO-0u0IM0oTeuHbIe cucTeMbl (IBC)

1. OBC «YHuBepcurerckas Oubanorexa oninain» http://www.biblioclub.ru/

2. OBC «Jlanmby https://e.lanbook.com

3. O6pazoBarenpHas mnatgopma «tOpaitt» https://urait.ru/

4. ObC «ZNANIUM» https://znanium.ru/

5. OBC «BOOK.ruy» https://www.book.ru

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

IIpodeccnonanbHbie 6a3bl JAHHBIX POCCHIICKHE

1. Bupryanbublii uuTanbHbiii 3a1 Poccuiickoit rocynapctBenHoit 6mbnuorexku (PI'B)
https://ldiss.rsl.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

2. HanmonaneHas anekTponHas oubnuoreka https://rusneb.ru/

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

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

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

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

7. Kypuan Ycnexu ¢usnueckux Hayk https://ufn.ru/
8. [TomHOTEKCTOBAS KOJIIEKIIMSI )KypHaioB Ha maTdopme PLIHU (3nexkTpoHHBIE BEpCHH HAYIHBIX
xypuainoB PAH) https://journals.rcsi.science/

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

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

NudopmManmoHHble CIPABOYHbIE CUCTEMbI

1. Koncynbrant Ilntoc - cipaBouHas mpaBoBasi cucTeMa (AOCTYII 10 JIOKAJIbHOM CEeTH ¢
KOMITBIOTEPOB OMOITMOTEKH )

IIpogeccuonanbHbie 6a3bl JAHHBIX 3apy0eiKHbIE

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

2. IlonaoTekcroBas kosuekius kKaur eBook Collections m3narensctBa SAGE Publications

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

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

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

8. [TonHOTEKCTOBAs apXMBHAs KOJUICKIHUS JKypHAJIOB u3aarenbcTBa 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 - Buneonexnuu Bexymmx gekropos Poccun http://www.lektorium.tv/

bassbl 1annbix KyoIl'Y

1. OTkpBITas cpena MOIyJIBHOTO AuHaMudeckoro ooydenus Kyol'y

https://openedu.kubsu.ru/

2. ba3za yueOHBIX TUIAaHOB, Y4Y€OHO-METOJUYECKMX KOMILJIEKCOB, MyONUKalui u
koHpepenmmii http://infoneeds.kubsu.ru/

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

6. MeTonnueckne yKazaHusi 1Jisl 00y4arOUIUXCS 110 OCBOCHHUIO T CHMIJIMHBI (MOY/JIs1)

OcBoeHHE AWCHMILIUHBI TPEIyCMAaTPUBACT MPOCTYIIMBAHUE JEKIUNA M MPOBEICHUE
MPAKTUYECKUX padoT.

Jis Tiry60KOro U3y4eHuUs: JUCIUILTUHBI HACTOSTETFHO PEKOMEHTYETCSI:

— CHCTEMATHUYCCKU TOTOBUTHCA K HpaKTquCKHM 3aHATUAM II0 yqe6HBIM HOCO6I/I${M,
HAYYHBIM CTaThsIM B )KypHaJlaX, a TAK)Ke C UCTIOJIb30BaHUEM pecypcoB MHTepHET;

— CBOGBpeMeHHO BBIITOJIHATH HpaKTI/I‘-IeCKI/Ie 3aJaHus, TOTOBUTH peq)epaTBI U 3CCEC.

CaMocTtosiTenbHasi paboTa CTyJIEHTa - OJWH W3 BAKHEHIIMX JTalloB B IOJTOTOBKE
crienanucToB. OHA MPUOOIIAET CTYICHTOB K MCCIIE0BATENBCKOM paboTe, 00oTaaeT onsITOM 1
3HAHUSIMH, HEOOXOIMMBIMH JIJIsl JAIBHEUIIET0 UX CTAHOBJICHUS KaK CIEIHAIMCTOB, MPUBUBAET
HABBIKU pa0OTHI C JTUTEPATYPOH, CTATHCTUYCCKUMU JTAHHBIMH.


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/

Ilenb caMocTOSITEIBHONH pPabOTHI - CHCTEMAaTH3allMs, 3aKPEIUICHUE U PACHIMPCHUE
TEOPETHUYCCKUX M TMPAKTUYCCKUX 3HAHUH C MCIOIb30BAHHEM COBPEMECHHBIX HH()OPMAIIMOHHBIX
TEXHOJIOTHI U JUTEPaTyPHBIX UCTOYHHUKOB. {11 pa3BUTHsI HABBIKOB CaMOCTOSITEIBHONH PabOThI
CTy/ICHTaMH BO BPEMsi CaMOCTOSTENIbHON PabOThI BBIMOJHSIOTCS pedeparsl, cce, TOMAIIHUES
3alaHuA 110 IIOUCKY B I/IHTepHeTe I/IH(i)OpMaI_[I/II/I Ha 3aJaHHYKO HAY4YHYIO TCMY W IOJATIOTOBKE
JIOKJIa/a.

Pedepar wmimm 3cce TOTOBATCS CTYIEHTOM CaMOCTOSTENIBHO, B HHUX 0000LIAOTCS
TEOPETHUYCCKHE MaTephalibl 10 KCCICAyeMOH TeMe C HCIOIb30BAaHUEM MAaTepPHAIOB W3
CTELUATbHON  JIUTEpaTypbl, HOPMATUBHO-TIPABOBBIX JOKYMEHTOB, CTaHIAPTH3HPYIOIIAX
paccmarpuBaemyro chepy. B comepkanum paboT MOMKEH OBITH COOCTBEHHBIM aHAINA3 U
KPUTHUYCCKHI TOAXOJ K PEHICHHI0 MpoOjeMbl 10 BBIOPAHHOW TeMe HCCIIeIOBaHUS,
HOI[erHHeHHbIﬁ CTATUCTUYCCKUMU HaHHBIMU U KOpHOpaTPIBHOI;'I OTYETHOCTBO H3BCCTHBIX
Kopropaiii. Marepuayibl TO/DKHBI ObITh H3JI0KEHBI Ha BBICOKOM TEOPETHUECKOM YPOBHE, C
MPUMCHCHUCM CTATUYCCKUX NAHHBIX U IIPUMCPOB.

CTyaeHTaM pPEKOMEHIyeTCs HEMPEepPhIBHO MPOBOANUTh HAyUYHBIC HCCIICAOBAHUS O]
PYKOBOJICTBOM IpenoaaBaresis Kageaphl o H30paHHON TeMe U TOTOBUTH COOOIIECHHUS Ha HAYYHbIC
KOH(pepeHIHH, cTaTbil B COOPHUK MOJIOJBIX UCCIICIOBATEIICH U HAYYHBIC KYPHAIBI.

O6y‘-ICHI/I€ CTYACHTOB C OrpaHUYCHHBIMH BO3MOXHOCTAMU OPraHU3yCTCs B COOTBCTCTBHUU
¢ TpeboBaHmsIMU «METOIUUECKHX PEKOMEH/IAIHMIA [0 OpraHU3aluk 00pa30BaTeIbHOTO MpoIecca
JJISL 06y‘-IeHI/I$I HHBAJIMAOB W JiML C OIpaHUYCHHBIMH BO3MOXHOCTSAMH 3I0POBbA B
00pa3oBaTe/IbHBIX OPraHU3AIUAX BHICIIETO MPO(PECCHOHATBHOTO 00pa30BaHUsD» OT «8» ampers
2014 .

B ocBOeHHMH MUCIUIUTMHBI MHBAIMIAMH U JIMIAMH C OIPAaHUYECHHBIMH BO3MOYKHOCTSIMH
3I0pOBBsI OOJBIIOE 3HAYEHHWE HMMEET WHAMBHIyajdbHas ydeOHas paboTa (KOHCYJIbTAIlMH) —
JIONIOJTHUTEIbHOE Pa3bsICHEHUE YUeOHOTO MaTepHaa.

I/IH[[I/IBI/IZIyaJIBHI)Ie KOHCYJIbTalMK 110 MPCAMCTY SBJIAIOTCA BaXXHBIM (baKTOpOM,
CIMOCOOCTBYIOIIMM WHAWBUAyaTH3ANN O0YyUCHUS U YCTAHOBJICHUIO BOCITUTATEILHOIO KOHTAKTA
MCKAY NOpCuoJaBaTciicM U 06y‘-IaIOHH/IMC$I HHBAJIMAOM WA JIMOOM C OI'paHU4YCHHBIMHA
BO3MOYKHOCTSIMH 3JI0POBbSI.

7. MaTepna/JibHO-TeXHHYeCKoe o0ecnedeHHe M0 JUCHHUILIMHE (MOY.T10)
ITo Bcem BuaaM y4eOHOHW MAEATENBHOCTH B pPaMKax JUCHUIUIMHBI HCIOJb3YIOTCS

ayIUTOpUH, KaOMHETHl W JTaOOpaTOPHH, OCHAIIEHHBIE HEOOXOAMMBIM CHEIHATH3UPOBAHHBIM U
71a00paTOPHBIM 000y IOBaHUEM.

HanmeHoBaHue crienuaibHbIX OcHaIIeHHOCTh [TepeueHsb
HOMGHIGHI/II\/'I CIrieuaJIbHbIX HOMeHIeHI/Iﬁ JJUIIECH3NOHHOI'O
IPOrPaMMHOTO
o0ecrnieueHus
VYueOHbIe ayIUTOPHU st | MeOenb: yueOHas mebens | Microsoft Office: Word;
npoBejieHuss 3aHATHH JekuunonHoro | Texuumueckue — cpencra | Excel; PowerPoint.
THIIA 00yueHuUs: 9KpaH,
POEKTOP, KOMITBIOTEP
VYueOHbIe ayIUTOPHU st | MeOenb: yueOnas meoens | Microsoft Office: Word;
npoBejieHHs 3aHATHI cemuHapckoro | Texuumueckue — cpencra | Excel; PowerPoint.
THIIA, IPYIIIOBBIX U | 00y4eHus: JKpaH,
WHUBUAYaJIbHBIX  KOHCYJBTAIUH, | IPOSKTOP, KOMIIBIOTEP
TEKYIIETO KOHTPOJISI "
POMEKYTOYHOMN aTTECTAIIMU

Jns  camocTosiTenbHOW — paboThl  OOy4YaOUIMXCS  MPEAYCMOTPEHBl  MOMEIICHUS,
YKOMITJIEKTOBAaHHbBIE CHEIMATU3UPOBAHHON MeOeNbl0, OCHAIEHHbIE KOMIIBIOTEPHON TEXHUKOH ¢



BO3MOXKHOCTBIO MOJKITIOUCHUS K ceTu «HTepHeT» U obecrneueHueM JocTyna B JIEKTPOHHYIO
nH(pOpPMaAITMOHHO-00Pa30BaTEBHYIO CPETy YHUBEPCUTETA.

Haumenosanue OcCHAIIEHHOCTE ITOMEIIEHNH I CAaMOCTOSITEIbHON [Tepeuenn

MTOMETIEHUH JIIIst paboThl 00yHJarOIIUXCSI JTUTEH3NOHHOTO
CaMOCTOSITEITbHOM MIPOrPaMMHOTO

paboThI obecrnievueHus

o0yyJaronmxcs
[Momemenne st | MeGenb: ydeOHast MeOeib Microsoft
camocrostensHoi | KoMruiekr CHeLUaIN3UPOBAHHOMN mebenu: | Office:  Word;
paboThI KOMITBIOTEPHBIC CTOJIBI Excel,
oOydJaronumxcs O6opyoBaHue: KOMITBIOTEPHAS TEXHHUKA ¢ | PowerPoint.
(YuTaNBHBIA  3a1 | MOAKIIIOYCHUEM K HH()OPMAIIHOHHO-KOMMYHHUKAITMOHHON
Hayunoi cetn «MHTEpHET» W JIOCTYIIOM B  3JEKTPOHHYIO
ONOIMOTEKH) WH(POPMALIMOHHO-00Pa30BaTEIHHYIO cpeny

o0OpazoBaTenbHOI OpraHu3alluy, BeO-KaMephl,

KOMMYHHKAIIMOHHOE 000pYyJ0BaHUE, 00ECIICUHBAIOIICe
JOCTYIl K CETH HWHTEPHET (IPOBOJHOE COCIUHEHUE H
OecripoBoiHOE coerHeHue 110 TexHomoruu Wi-Fi)

[Momemenne s | MeGenb: ydeOHas MeOeib Microsoft

camocTtosiTenbHON | KoMruiekT CICIATM3UPOBAHHON mebenu: | Office:  Word;

paboThI KOMIIbIOTEPHBIC CTOJIBI Excel,
O6opynoBanue: KOMIIBIOTEpHAS TEXHHUKA ¢ | PowerPoint.

TIOAKJIIFOYCHUEM K I/IH(bOpMaIII/IOHHO-KOMMYHHKaHHOHHOﬁ
cetn «VHTEpHET» © JOCTYIIOM B  DICKTPOHHYIO
WHPOPMALIMOHHO-00Pa30BaTEIHHYIO cpemy
o0OpazoBaTenbHON OpraHu3allvy, BeO-KaMephl,
KOMMYHHKAIIMOHHOE 000py/0BaHue, 00ecrevnBaroliee
JOCTYIl K CETH HMHTEpHET (MPOBOJHOE COEAWHEHHE U
OecrpoBoiHOE coeanHeHue o TexHomoruu Wi-Fi)




