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1 Hesn u 3axa4M N3y4YeHUs] TUCHUILIMHBI (MOLYJI51)

1.1 Ilean ocBOEeHUST TUCUUILIHHBI

Henu: ¢opmupoBanue mnpodecCHOHATBHBIX KOMIETeHIMH B cooTBeTrcTBUU ¢ PI'OC BO,
KOMIUIEKCa 3HaHWH, YMEHUH U HaBBIKOB B OOJIACTM HOPMATHUBHO-IIPABOBOIO U OPraHU3alMOHHO-
JOKYMEHTAIIMOHHOTO OOECTeUeHHs YNpaBJICHUS B OOJACTH YINpaBJICHUS IEPCOHAJIOM Ha OCHOBE
paLlMOHATBHBIX, HAYyYHO-OOOCHOBAaHHBIX IPHHLMIIOB M METOJOB HX COBEpUIEHCTBOBAHMS,
¢dbopMHpOBaHHE NPOTPECCMBHOTO TOJXO0JAa K PEHICHUI0 BAaXHEHIIMX YNPABICHYECKUX 3a/1ad Ha
HPEANPUATHH.

1.23apaun:

- YCBOEHHE OCHOBHBIX TMOHATUH B OO0JIACTH HOPMATHBHO-TIPABOBOTO U
JOKYMEHTAllMOHHOTO O0ECleYeHusl YIpaBIeHUEM TPYAOBbIX OTHOUIEHWH Ha MNpeanpustuud (B
OpraHu3aIym);

- W3y4YeHue BUIOB O(QUIMAIBHBIX JOKYMEHTOB U TpeOOBaHMH K HX COCTaBIECHUIO H
oopmienuio;

- OoIpejeseHue criocoO0B TOKYMEHTUPOBAHUS U CUCTEM JIOKYMEHTAIIUH;

- NpUMEHEHHE NPaBUJI OpraHU3alU padOThI C TOKYMEHTAMHU CIIyKObI IEpCOHaa,

- OCBOEHHME IMOpsAKa OpraHu3alud padoT IO JEJIONPOU3BOACTBEHHOMY OOCIY>KHBaHUIO
TPYIOBBIX OTHOIICHU;

- mpuobOpereHue yMeHMH O(QOpPMIICHHS PEKBU3UTOB, CO3[aHME IIa0JIOHOB JIOKYMEHTOB C
MOMOUIbIO CHEIMATU3UPOBAHHBIX [TPOTPAMM;

1.3 MecTo AucuunanHbl (MOAYJIs) B CTPYKTYype 00pa3oBaTe/ibHOI NPOrpaMMbl

Jucuunnuna b1.B.02 «HopmatuBHO-1IpaBoBO€ U JOKYMEHTALMOHHOE O0ECIIeUeHUE TPYAOBbIX
OTHONICHMI» OTHOcUTCA K 0a3zoBoil wactu bnoka 1 "Iucuurminuasl (Moaynu)" y4eOHOro IJIaHa,
dopmupyemMasi yqacTHUKaMH 00pa30BaTeIbHBIX OTHOIICHUN y4eOHOTO TIIaHa.

B MeronuueckoMm ImilaHe IMCLMIUIMHA ONMPACTCS HA 3HAHUS, MOJyYEHHbIE NPU H3YYEHUH
CICNYIOMUX  Y4Y4EOHBIX  KypCOB:  «VYIpaBlICHHE  MEPCOHAIOM  COBPEMCHHOM  OpraHM3aidm,
((MQ)K,I[I/ICLII/IHJ'II/IHapHBIC HCCICAOBaHUA B cq)epe yHpaBJICHUA nepcoHaIOM» u Ap.

1.4 IlepeueHb IUIAHHUPYEMBIX pe3yJabTATOB O0y4YeHUS] IO AUCHMILIMHE (MOAYJIO0),
COOTHECEHHBIX € INIAHUPYEMBIMH Pe3yJIbTATAMH OCBOCHHA 00Pa30BaTEJIbLHOM IPOrPaMMBbI

N3yyenne naHHOM y4yeOHOM AMCUMILIMHBI HANpaBiI€HO Ha (OPMUPOBAHUE Yy OOyYaroUIuxcs
CIIEYIOIIMX KOMIIETCHIIUN

Koz u HaumeHoBaHme PesynbTaTel 00yueHus O JUCIUILTUHE

UHIUKaTopa™

MK-1. CHOCOBEH PABPABATBIBATH CUCTEMY CTPATEITHYECKOI'O U ONEPAIIMOHHOT' O
YIPABJIEHUSI HEPCOHAJIOM

IIK-1.1U1IK- 1. BrnanmeeT oTnensHBIME 3HAHUSIMHA B 00JIACTH 3aKOHOAATENbECTBA PO 0 mepcoHambHBIX
3HATh OCHOBBI JIAaHHBIX, OCHOBBI TPYJOBOTO, apXMBHOI'O, aJMUHUCTPATUBHOIO, MUIPALMOHHOTO,
3aKoHoAaTeabcTBa PD o HAJIOTOBOT'O 3aKOHOJIATEIILCTBA, 3aKOHOAaTeNbCTBa B chepe OT

NEePCOHAJIBHBIX JAHHBIX, B menom, Buanmeer 3HaHHAMHU B O0JIACTH 3aKOHOAATENLCTBA PD 0 mepcOHAITBHBIX
OCHOBBI TPYA0BOI'0, aPXUBHOI'0, | JTaHHBIX, OCHOBBI TPYJAOBOT0, apXMBHOTO, aAMHUHUCTPATHUBHOTO, MUI'PAIIMOHHOTO,
AJMMHUCTPATHBHOIO , HAJIOTOBOT'O 3aKOHOJIaTENhCTBA, 3aKOHOAATEIhCTBA B chepe OT

MHUIPAITMOHHOI0 , HAJIOr0OBOI'0 VYBepeHHO BiajieeT 3HAHUSMHU B 00JIACTH 3aKOHOAATENhCTBA PP 0 mepcoHaIbHBIX
3aKOHOAATEJILCTBA, JAaHHBIX, OCHOBBI TPYJOBOI'0, apXMBHOI'0, aAMHHHCTPATUBHOIO, MUIPAIITMOHHOTIO,

3aKonoaareabcTBa B cepe OT | manorosoro 3aKoHONATENLCTBA, 3aKOHOAATENLCTBA B chepe OT
MK-2. CIIOCOBEH PEAJIN30BBIBATb CUCTEMY CTPATETHUYUECKOI'O U OITEPAIITMOHHOI'O
YIHPABJIEHUUS IEPCOHAJIOM

MK-2.1IIK - 1. OO0namaeT 3HAHWUSAMH B O0JIACTH peaM3allid CHUCTEMBI CTPATErMYecKOTO U
CnocodeH peajin30BbIBATH OIIEPaLIMOHHOTO YIIPABJIEHHUS IEPCOHATIOM

CHCTEMY CTPATErH4YeCKOro u B nenoMm, ¢ mnoMOIBIO 3KCHIEPTOB croco0eH pPeaTn30BBIBATE CHCTEMY
ONEePANMOHHOI0 YIIPABJIECHUA CTPaTErMYE€CKOro M ONEPAllMOHHOr0 yIpaBJCHUs IIEPCOHAIOM

nepcoHaoM Croco0eH  CcaMOCTOSITENIbHO — pPEajlM30BBIBATH  CHCTEMY CTPAaTETHYECKOro M

ONEPALMOHHOTO YIIPAaBJICHHUS IEPCOHATIOM
IIK-3. CIIOCOBEH A IMUHUCTPHUPOBATDH NTPOLUECCHI U JOKYMEHTOOBOPOT 11O
CTPATEI'HTYECKOMY U OIIEPAIIMOHHOMY YIIPABJIEHUIO ITEPCOHAJIOM
HOK-3.UIIK - 1 3HaeT OTAEIbHBIC TOKYMEHTHI, HCOOXOAUMBIC IJIsi COMPOBOMKACHUS IPOILECCOB IO
YOPABJICHUIO TIEPCOHAIOM B COOTBETCTBHH C TPEOOBAHHUSIMHU 3aKOHOIATEIILCTBA




Kon u HanmenoBanue
WHAUKAaTOpa™

PC3yJ’II)TaTI>I O6y‘I€HI/I${ 0 AUCLHUIIIINHC

YMeTh 00ecnieuyuBaTh
JOKYMEHTAIIHOHHOE

B nenom, ymeeT oGecrieunBaTh JOKYMEHTAIMOHHOE COTIPOBOXKIICHNE MTPOIIECCOB TI0
YIPaBICHHUIO IEPCOHAIIOM B COOTBETCTBHH C TPEOOBaHMSIMH 3aKOHOJATEIECTBA

COIIPOBO K/ICHHE MTPOLIECCOB MO
yHpaBJeHHIO TIEPCOHAIOM B
COOTBETCTBUHU € TPeOOBAHUSAMU
3aKOHOJATeIbCTBA

YMeeT CcaMOCTOSATENBHO O0ECHeYnBaTh JAOKYMEHTAIIMOHHOE COMPOBOKACHHE
MPOLIECCOB 110 YNPABICHUIO MEPCOHATOM B COOTBETCTBUH C TPEOOBAHUSIMHU
3aKOHO/ATEIbCTBA

PesynbraTel 00y4eHUs MO TUCLMILIMHE JOCTUrAlOTCA B paMKaxX OCYIIECTBIECHUS BCEX BMJIOB
KOHTAKTHOM M CaMOCTOATEIbHON paboThl 00y4alOUIMXCsl B COOTBETCTBUU C YTBEP)KICHHBIM yUEOHBIM

IIJITaHOM.

WuaukaTtopel JOCTHKEHHUST KOMIETEHIMH CYMTAIOTCS C(HOPMUPOBAHHBIMU
COOTBETCTBYIOIMX UM PE3yJIbTATOB O0YUYEHHUS.

2. CTpyKTypa M cojiep:KaHue JUCIHIIIHHbI
2.1 Pacnpenesienne TPyA0EMKOCTH JUCHMILIMHBI 110 BUIaM padoT
OO6miast Tpya0EMKOCTh JTUCHHUILIMHBI COCTaBISIET 4 3a4eTHBIX €IMHUIL

ACIIPECACIICHUC 10 BUAAM pa60T IMMPEACTAaBJICHO B Ta6nnue

npu AOCTHUKCHUUN

(144 w4acoB), ux

Buns padot Bcero dopma oOydeHus
4acoB OYHO- OYHas
3a04Hast sa0uHAs
1 2 X X
ceMecTp ceMecTp ceMecTp ceMecTp
(gacsr) (gacsr) (gachl) (gachl)

KonTakTHas padoTa, B TOM 4HCJIe:
AyIuTOpHBIE 3aHATHS (BCEro0): 12,3 12 0,3
3aHATHS JICKIIMOHHOI'O THIIA 6 6 -
71a00paTOPHBIE 3aHATHS - - -
MIPAKTUYCCKHE 3aHATHS - -
CEeMHMHAPCKHE 3aHSTHS 6 6 -
HNHasi KOHTaKTHas padoTa:
KoHTposs camocTosTenbHOM paboTh
(KCP) i i i
[TpomexyTounas arrecraims (MKP) 0,3 0,3
CamocTosiTeIbHasI padoTa, B TOM 123 9% 97
qucie:
Pedepar/acce (moaroToska) 8 4 4
CamocCTosTEeNIbHOE H3Yy4YeHHE pa3JielioB, 106 86 20
CaMOIIOITOTOBKA
[ToaroToBKa K TECTHPOBAHHIO 9 6 3
KontpoJsb: 8,7 - 8,7
[ToAroToBKa K 9K3aMeHY
Oo0mas qac. 144
TPYA0EMKOCTh B TOM YHCJIe

KOHTAKTHAas 8,3 8 0,3

padorta

3a4. ey 4

2.2 Copep:xanne TUCUMUIIIMHBI

Pacnpenenenue Bu10B yueOHON pabOTHI M UX TPYJOEMKOCTHU O pa3JieaM JAUCIUIITUHBIL.
Pasnensr (Tembl) mucuuruinebl, u3ydaembie B 1 um 2cemectpe (1 kypce) (3aounas ¢opma

o0yueHwus)



KosuectBo yacos
Ne HaunmeHoBaHue pa3nenos (Tem) AyuTopHas Bueaymuropras
Bcero pabota paboTa
JI 113 JIP CPC
1 Paznen.1 Ilonstue u 3HaUYEHHE JOKYMEHTALUOHHOTO m 2 2 i 40
" |obecrieyeHus yrpaBiIeHUsI IEPCOHAIOM
5 Paznmen 2. OCHOBBI TOKyMEHTAIIMOHHOTO O0eCTICUCHHS 47 5 5 i 43
YOPABJICHHS IEPCOHATIOM
3 Pazpen 3. Cucremaruzanust u XpaHeHHE JOKYMEHTOBKAIPOBOH m 5 5 i 40
CITYKOBI
HUTOI'O no pazderam oucyuniumvl 135 6 6 - 123
Kontpoinb camocrostensHoil pabotsl (KCP) 8,7 -
[Mpomexytounas arrecranus (MKP) 0,3 -
O01u1ast TpyI0EMKOCTb IO JTUCIUTUINHE 144 -

[Tpumeuanue: JI — nexiuwn, [13 — npakTuueckue 3ansatus / cemunapsl, JIP — nabopaTopHble 3aHsTHS,
CPC — camocrosTenbHas paboTta CTyieHTa
2.3 Conep:xanue pa3iesioB (TeM) THCHUTITHHBI
2.3.1 3aHsATHA JeKINOHHOI0 THIIA

HaunmenoBanue ®opMa TEeKyIIEero
Neo Coxeprxkanue pasziena
pasziena KOHTPOJIS
1 2 3 4
Paznen 1. IloHsaTHe W 3HAYEHHE JOKYMEHTANMOHHOTO O0ecNeYeHUsl yNPABJIEHHs] MEPCOHAIOM
Beenenwne B kypc Oomee MpeJICTaBIICHHUE Kypca. Hasnauenue u |[Ipopabotka
cogepkanue  kypca. CBsa3p Kypca ¢ yu4eOHBIMH |y4eOHOTO
JUCUMIUTMHAMHA.  3HA4Y€HWE  Kypca B IIOATOTOBKE ((TeOPETHUECKOIO)
CICIIMATIMCTOB TI0 YIPABICHHIO ITEPCOHATIOM MaTepHana
IlonsTue [TousTHS (TOKYMEHTY, «TIOKYyMEHTOO00POTY, [IpopaboTtka
JIOKYMEHTAIIMOHHOTO «JTOKyMEHTAIIMOHHOE 00CCIICYCHUE YIIPABICHUS. y4eOHOTO
obecrieueHus OcHoBHBIE TpeOOBaHMUS, MIPEABABISIEMBIE K 0()OPMIICHHUIO (TeopeTH4ECKoro)
YIPaBICHHS JIOKyMEHTAIINH, TIPeyCMOTpeHHBIe ['0Cy1apcTBEeHHOM Marepuaia
MIEPCOHATIOM. CHUCTEMOH TOKYMEHTAIIMOHHOTO 00ECIICUCHHUS YITPaBICHHS
TpeboBanus, I'OCT P 7.0.97-2016. ITopsinox 0OpaOOTKH U PErHCTpauu
MIPEIbsIBIIEMBIE K JIOKYMEHTOB, UX UHIIeKcaluu. Perucrpannonnsie GopMel 1
0 OpMIICHHIO ux 3amnosHeHue. KoHTposb HCIIOTHEHHS TOKYMEHTOB.
JIOKyMEHTOB OCHOBHBIE OTJIUYHS B TIOJTOTOBKE MPOCTHIX U CIIOKHBIX
MPHUKA30B. YUeT creuUKH paciopsiANTENILHOTO
JICHCTBHS TP COCTABJICHUH MPUKA30B TI0 TIPHUEMY,
MIEPEBO1Y, YBOJbHEHHIO PaOOTHUKOB. [Topsiok
BH3MPOBAHMUS MPUKA30B TI0 JINYHOMY COCTaBY, UX
pETHCTpAIINH.
CocraB u BHIBI [TonsiTue 1 3HAUEHHE KaIPOBOW JOKYMEHTAIIUH. IIpopaboTtka
KaJpoBoil nokyMeHTanuu | Knaccudukanus kaapoBoi nokyMmeHTaruu. OCHOBHBIC y4eOHOT0
BH/JIBI JIOKYMEHTOB KaJIpOBOU CITYObI, 0COOCHHOCTH HX (TeopeTnveckoro)
cocraBjieHus. HopmaTtueHO-TIpaBoBas 0asa, Matepuana
peraMeHTHpyoias pa3paboTKy KaJIpOBBIX TOKYMEHTOB.

Pa3znea 2. OcHOBBI JOKYMEHTAINMOHHOIO o0ecrieyeHusl YNpPaBJeHHUs MePCOHATIOM
TpeboBanus k IHTatHoe pacnucanue (cT. 57 Tpynosoro Konexca PO)— IIpopaboTka
COJIEPKAHMIO U ®opma mratHoro pacnmcanus (popma T-3) yrBepxaeHa yaeOHOTO
0 OPMIICHHIO nocraHosienreM ['ockomerara Pocenn ot 5 suBapst 2004 |(Teopernueckoro)
JIOKaJIbHBIX roga Nel. MaTepraia
HOPMATHBHBIX aKTOB I10 [IpaBuna BHYTpEHHETO TPYAOBOTO PACIIOPSIKA KaK
YIPaBIICHUIO JIOKaTHHBIA HOPMATUBHO-TIPABOBOH aKT,

IIEPCOHATIOM KOHKPETU3HUPYIOIIHMH MOPSIOK PETYIINPOBAHUS KITFOUEBBIX
BOIPOCOB COLMAIIBHO-TPYAOBBIX OTHOILLIEHUNA Ha
npennpuatud. OO MOpAI0K MOATOTOBKU TIOKYMEHTA B
cootBeTrcTBHH €O CT. 190 TK P®. OcobenHocTn




oopmIIeHNs TIPaBHUII BHYTPEHHET O TPY0BOTO
pacnopsika, coJiep>kaHiue BOIPOCOB, KOTOPBIE OTPAXKAIOTCS
B IIpaBIJIaX BHYTPEHHETO TPYIOBOTO PACIOPSIIKA.
Oco6eHHOCTH 00pallieHHs C IEPCOHANBHBIMU JAHHBIMU
PabOTHUKOB B COOTBETCTBHH C MOJIOKeHNUAMHU T1aBbl 14 TK
P®. TpeboBanus k 00pabOTKe MEPCOHATBHBIX JaHHBIX
paboTHuKa. [IpaBuia nepenaun nadopmanmy,
cofeprKaIeii cBeieHus 0 paOOTHHUKE, TPETHUM JIHLIAM.
OTBETCTBEHHOCTH JOIDKHOCTHBIX JIHII, BAHOBHBIX B
HapyIICHUU HOPM, PETYJIUPYIONINX TOITy4YeHne, 00paboTKy
1 3aIUTy MIEPCOHANBHBIX JaHHBIX paboTHHKA. HCTPYKITHS
10 JOKYMEHTAITHOHHOMY OOECIICUCHHUIO YIIPABICHUS
nepcoHayioM npeanpusaTus. CTpykTypa u couepkaHne
pa3JeNioB IJaHHOTO JOKYMEHTA.

lNocymapcTBennas [TomHoMoOunst  TocymapcTBeHHOW — HWHcHekmmu  Tpyna.|I[Ipopabotka
HWHCHEKIUs Tpyaa u IIpouenypa u mpaBuiIa MPOBEICHUS MPOBEPOK COOMIOIEHNS |yueOGHOTO
mpoueaypa nmpoBCaACHUA HeﬁCTBy}OIHeFO 3aKOHOAaTeJIbCTBA. BI/II[])I IIPOBEPOK. (TeopeTquCKoro)
MIPOBEPOK [Mopsimox oopMIIEHHUS] MEPOTIPUATHI IO KOHTPOITIO. Marepuana
JIOKYMEHTAllu! CoctaB IOKyMEHTOB, TpeOyeMBIX OpraHaMH Ham30pa H
KaJIpoBO CITyKObI KOHTPOJISL TPH TpOBelleHHMH MpoBepok. OTBETCTBEHHOCTH
paboTtonarens 3a HapylIeHne JeMCTBYIOIIETO
3aKOHOJATENECTBA O TPYAE€ M HETPaMOTHOE OQopMIICHHE
KaJpoBO  JTOKyMEHTAalluM, Bo3jaraemMas  [pyJOBbIM
Kogekcom P® wu Komekcom 00 agMHUHUCTPaTUBHBIX
IIPaBOHAPYIIEHUIX
DopMHUpOBAHUE U JlnuHoe nenmo pabOTHMKAa Kak OCHOBHOW mokyMeHT|IIpopaboTka

BCACHUC IMYHBIX ICJI

NEPCOHAIIBHOTO y4yeTa, B KOTOPOM XpaHsITCs Hauboiee
MOJHBIC CBEACHUS O COTPYOHHKE U €ro CIy>KeOHOU
JIESATENbHOCTH.

CocTaB U MocCie0BaTeNbHOCTh JOKYMEHTOB JINYHOTO JAEA.
OCOOEHHOCTH COCTaBJICHHS [OKYMEHTOB JIMYHOTO JIeia:
JIMYHOTO JIMCTKA MO Y4eTy KaJpoB, JOMOJHEHUS K JTUYHOMY
JHCTKY, aBToOuorpaduu u T.4. IlpaBuia BbAAYM JIMYHOTO
Jlella BO BpeMEHHOe NoJjb3oBaHue. [lopsok cocTaBieHUs
onucu JuuHoro neia. [lepenaya TuuHOro €na Ha apXUBHOE
xpaHeHue. CoCTaBICHNE 3aBEPUTEIBHON HAAMUCH JINYHOTO
Jiena

y4eOHOTO
(TeopeTnveckoro)
Marepuaia

JInunas xapTouka JIudHas kapTOYKa Kak OCHOBHOW JOKYMEHT nepcoHanbHoro |[Ipopabotka
ydeTa pabOTHHKOB OpraHu3anuu. JJoKyMeHTHI, Ha y4ebHOro
OCHOBaHMH KOTOPBIX 3aIlOJIHAETCS JTUYHAS KapTOUKa. (TeopeTndeckoro)
[Topsinok KoaAUpPOBaHUA CBEACHUM B TUYHOM KapTOUKE. MaTepuana
3amonHeHue TMYHOM KapTouku. [lopsinok BHeceHUs
WCTIpaBJICHUH 1 M3MEHEHHH B JINYHYIO KapTOUKY pabOTHHKA.

JloxkymeHTHpOBaHNE JlokyMeHTHpOBaHHE TIpoliecca JBWXKEHUs KanapoB Ha|llpopabotka

MPOLIECCOB IBUXEHU MPEINpPUATAN KaK BakHeWIIas (QyHKIMs OTAena KaJapoB. y4eOHOT0

KaJpoB Buner  nBwkenust kanpo. CXxembl mpHeMa, [EPEBOJIA,|(TeopeTHYECKOro)
YBOJIbHEHUS PAaOOTHHKOB. Mateprana

Odopmnenne mpuema padoTHUKOB. CocTaB JOKYMEHTOB,
TpeOyeMbIX MpH IpHeMe Ha paboTy B COOTBETCTBHU C
TpynoseiM Konekcom PO.

[Topsiok 3aki0ueHust TPYAOBBIX JOTOBOPOB C MOCTOSTHHBIMU
U BPEMCHHBIMH Pa0OTHUKAMH.

OCOOEHHOCTH COCTaBJICHHS YHU(DHUIIUPOBAHHBIX  (QopM
NPUKa30B [0 JIMYHOMY COCTaBy, KacaroIIUXCsA IMpHeMa
(popma T-1, T-1a).

OdopmieHue mepeBona, MEPEMEHICHUS, KOMaHIMPOBAHHS
pabotaukoB. OcobeHHOCTH O(OPMIICHHS W OCHOBaHHS
pa3IMYHBIX BUJIOB IEepeBojia (MIEPEeBOI HA APYTYIO paboTy Ha




TOM K€ TpPEONPHUITHH; IEpeBo] Ha padoTy Ha JApyroe
NpEANpHUATHE; TEePEeBOA Ha paboTy B APYTYI0 MECTHOCTB).
OCOOCHHOCTH ~ COCTaBJIEHHS YHU(DUIMPOBAHHBIX  (OpM
NPUKa30B TI0 JIMYHOMY COCTaBy, KacaloIIUXCsl IIepeBOIa
(dbopma T-5, T-5a), komanauposanus (dhopmsr T-9, T-9a, T-
10, T-10a). Odopmnenue ormycka. IlpaBuima u cpoku
MOATrOTOBKH Tpaduka oTmyckoB (hopma T-7). OcobeHHoCTH
COCTaBJICHHUS YHU(DHUIMPOBAHHBIX (OpM TPUKA30B IO
JHUYHOMY COCTaBY, Kacaroummxcs ormycka (hopma T-6, T-6a).
Odopmienue  yBosbHeHUs  paboTHHKOB.  OCHOBaHHA
MpEeKpamieHus] TPYIOBOTO JOTOBOpPa B COOTBETCTBUH C
HOpMaMu TpPYJOBOTO TpaBa; MpaBwia OQGOPMIICHUS
NpEeKpaIeHusl TPYAOBOro joroBopa. OTBETCTBEHHOCTh
paboToaares 3a He3aKOHHOE YBOJIbHEHHE paOOTHHKOB.
OCOOEHHOCTH  COCTaBJICHUS YHU(DHUIIMPOBAHHBIX  (QOpPM
MPUKa30B 10 JIMYHOMY COCTaBY, KacalOIIUXCS YBOJbHEHHS
paboTaukoB ((hopmer Ne T-8, T-8a). ITopsmok perucrpanuu
MIPUKA30B I10 JINYHOMY COCTaBY

Benenue TpynoBbIx
KHIDKEK

ITonstue TpynoBoi KHIKKU. DopMa TPy LOBOH KHIKKH.
HopmaruBHO-MeTOnmdeckass  0a3a,  persIaMeHTHPYIOIIast
MOPSAJOK  BENEHMSA, 3al0JHEHHUS TPYNOBBIX  KHHXKEK,
oOecrieueHust UMM paboTomaTesnel. 3anoiHeHne CBEACHUH 0
paboTHHKe. 3amojHEHHWE CBEJCHHN O paboTe. 3amoiHEHHE
CBCJICHHHA O HarpaXJaeHWH. 3alloJIHeHUE CBEIACHUH 00
YBOJIbHEHHM  (TIpeKpalleHHuH  TPYJOBOIO  JOTOBOPA).
OCOOEHHOCTH 3allONHEHHs CBEJCHMH 00 YBOJNBHEHHH H
npreMe Ha paboTy B CBSI3H C TIEPEBOJIOM pabOTHHUKA.
BHeceHue M3MEHEHUIl U TONMOIHEHUIN B TPYAOBYIO KHIDKKY.
HdyOnukatr TpynoBOH KHIDKKHA. Bblgaua TpyJoBOM KHHKKU
NP YBOJBbHEHWH (MIPEKPALICHHH TPYIOBOTO JIOTOBOPA).
Brutagpii B TpyI0BYIO KHIKKY. YUET U XpaHEHHE TPYIOBBIX
KHIDKEK. JlokyMmeHTanust 1Mo yd4eTy OJaHKOB TpPYHOBBIX
KHIDKEK (IIPUXOJHO-PAcXoqHass KHHWTa IO YYeTy OJIAHKOB
TPYHOBBIX KHIDKEK M BKJIQJbIIed K HUM, KHUIa ydera
JNBWKECHUS TPYAOBBIX KHIKEK U BKJIAQJBIIECH K HUM).
OTBETCTBEHHOCTh 3a COOJIIOJEHHE TMOpAdKa BEICHHS
TPYJOBBIX KHUXKEK.

IIpopaboTka
y4eOHOTO
(TeopeTHyeckoro)
Mmarepuaia

Pa3znen 3.

CHCTeMaTl/I3aHl/Iﬂ H XpaHEHHE [JTOKYMEHTOB Kanposoﬁ CJ'IY)KG])I

Homenknatypa nen
KaJIPOBOH CITyKOBI

ITonsitTne HoMeHkyaTypbl Jen. llopsmok — cocraBieHHs
HOMEHKJIATYPHI JIeTT KaJJPOBOM CITY>KOBI.

IIpopaboTka
y4eOHOTO
(TeopeTndeckoro)
Mmarepuaia

®dopmupoBaHue e

TpeboBanus, NpebIBIIEMbIC K 3aTOJOBKAM JIEN. DIIEMEHTHI
3aroJOBKOB Jell.

[IpaBuna rpynmupoBKH JOKYMEHTOB B Jenia, OQOpMIICHHS
3arojioBkoB fein. [Ipu3Haku TrpynmupoBKH IOKYMEHTOB B
Jiena.

[IpopaboTka
y4ebHOTO
(TeopeTHYECcKOro)
Marepuaia

HOpS[Z[OK MOATrOTOBKHU

JOKYMEHTOB
ApXUBHOMY XPaHEHUIO

K

[Mopsimok MOATOTOBKM JOKYMEHTOB K apXHBHOMY XPaHCHHIO.
Knaccudukanuss HOKyMEHTOB 1O CpPOKaM XpaHEHWUS.
TpeboBaHus, HpexBSIBISEMBIE APXUBHBIMH CIIy>KOaMH K
JOKYMCHTaM, CcaaBa€MbIM B apXuB. OpFaHI/I3aHI/IH
MIPOBENICHHS SKCIIEPTU3BI IIEHHOCTH JJOKYMEHTOB.
YactuuHoe U mnonHoe odopmieHue aen.  [lopsiok
odopmiieHUs] OOJOXKEK JeN MOCTOSSHHOTO W BPEMEHHOTO
cpokoB xpaneHus. CocraBieHre 1 0QOpMIICHHIE OITUCEN JICI.
CocraBiieHHe 3aBEPUTEIBHON HAIIICH JICIIA.
AJZIMUHHCTpaTHBHAsE ~ OTBETCTBEHHOCTh 3a  HapylleHHE
JICHCTBYIONIETO 3aKOHOIATENBCTBA [0 APXUBHOMY JETY.

[IpopaboTtka
yaeOHOTO
(TeopeTndeckoro)
Marepuaia




2.3.2 3aHATHSA CEMHMHAPCKOT0 TUNA (MPAKTHYECKHE / CEMUHAPCKHUE 3aHATHS)
OneHrBaHrEe MPAKTUYECKUX 3a/IaHUH BXOJUT B HAKOIUICHHYIO OIICHKY.

Ne HanmenoBanue TemaTuka NpaKTUYECKUX 3aHATHN ®opMa TeKyIIEero
B paszena (ceMuHApOB) KOHTPOJIS
1 2 3 4
1 |Pa3pen 1 TpeGoBaHus Kk 0()OPMIEHNIO JOKYMEHTOB! IIpoBonutcs
IlonsiTue W 3HAYEHHE O030p HOPMAaTHUBHO-TIPaBOBOM 0a3bl JOKYMEHTAIIMOHHOTO|(popMe
AOKYMEHTALUOHHOTO obecneuenus ynpasnenus. TOCT P 7.0.97-2016. MPaKTUYECKOTr 0
odecrieyeHust [onsATHE pEKBU3UTA TOKYMEHTA, TPEOOBAHUS, TIPEIBSIBISCMBIC |3aHATHS,
ynpaBJieHus K 0(OPMIICHUIO PEKBU3UTOB M UX PACIIOJIOKECHHUIO Ha OJaHKe|[pelroiaracTt
NEePCOHATIOM JOKYMEHTA. aHamn3
[Ipunanue NOKyMEHTY FOPUIUICCKON CHIIBI. CUTYaIIMOHHBIX
CuryannonHoe  3amanne «Ommbku B o(OpPMIICHUH |3aaHUN.
IOKYMEHTOB
2 CocTaB 1 BUABI KaJIPOBOii TOKYMEHTANH:
OCHOBHBIC KJIaCCU(PHUKAIUY KaIPOBIX TOKYMECHTOB.
[lpuka3pl 1O  JMYHOMY  COCTaBY  Kak  OCHOBHO
paCTIOpSANTENBHBI JOKYMEHT, COCTAaBIIIEMEBI B IIpoIecce
JOKYMEHTHPOBAHHS GbyHKIUI KaJIpOBOI CITy>KOBI.
CuTyalMOHHOE 33/JaHue «AHATU3 KaJIPOBOH TOKYMEHTAIIUH 10
(YHKIUSM yTIPaBIICHUS TIEPCOHATIOM
3 |Pazmen Il TpeGoBanusi K cofep:KkaHUI0 H 0POPMIIEHUIO [poBoauTest
OcHOBBI JIOKAJILHBIX HOPMATHBHBIX AKTOB 10 YIPABJIEHUIO popme
JTOKYMEHTAITOHHOTO nepconanoM. CuryaruoHHoe 3aganue «OMUOKY B IITATHOM | IPAaKTHYECKOTO
o0ecnieyeHust pacrucanumy 3aHATHSA,
ynpaBJieHUst CutyannoHHOE 33/1aHUE «AYIHUT MPABIII BHYTPCHHETO TperonaraeT
MEePCOHATIOM TPYIOBOTO pactopsinka» CHTyallHOHHOE 3aJaHue aHan3
«[Tonoxxenne 06 00pabOTKE MEPCOHANBHBIX JAHHBIX. CUTYaIlMOHHBIX
Kakum emy OBITH?» 3aJaHUH.
Pa3paboTka JOKyMEHTOB, KACAIOIIUXCS 3aIIUTHI
MEPCOHABHBIX TAHHBIX COTPYAHUKOB OpTaHU3aNN
4 dopMmupoBanne u BeaeHue JHYHBIX Aea. CoCTaBIcHUE
JOKYMEHTOB JIMYHOTO JIeNIa COTPYIHUKA IO OCHOBHBIM
3TarnaM paboThI TIepcoHaa (prUeM, MepeBol, YBOJIbHEHNUE,
arrecrays u T.1.). CocTaBieHHe BHYTPEHHEH OIICH
JOKYMEHTOB JIHYHOTO JIEIIA.
CocTapneHne 3aBepUTEIbHON HAITHICH.
[ToaroroBka JHYHOTO [eiia T IepeIadd Ha apXUBHOE
XpaHeHue.
5 JInynas kapTouka.
CocraBiieHrEe JINYHON KapTOYKH PaOOTHHKA.
BHeceHne n3MeHEHUI U UCIIPaBICHUH B JIMYHYIO KAPTOUKY.
KaproTeka TUYHBIX KapTOUYCK: MMPABHIa BEICHMS.
6 JoxyMeHTHPOBaHHE NMPOIECCOB IBUKEHUS KATPOB.

[TomaroBas npornenypa oGoOpMIICHHS OCHOBHBIX KaJIPOBBIX
npoueayp (mpuem, mepeBo/I, TepeMeIleHHe, PETOCTABICHHE
OTIYCKa, KOMAHJUPOBAaHUE, YBOJIBHEHHE).

Oco6eHHOCTH TOATOTOBKY MPHKA30B 0 THYHOMY COCTaBY.
CuTyanMoHHBIC 3a7aHUs «AHAJIN3 TPYAOBOTO JOTOBODPAY,
«[Ipuem Ha paboTy», «AyIHUT YBOJBHEHUID

Benenue m XxXpaHeHMe TPYIOBBIX KHMKeK. 3allOJHEHHE
TUTYJIBHOTI'O JINCTA TPYAOBOM KHUKKU.




3anonHenue pasnena «CBeneHuss o pabore». 3aroHEHUE
pasnena «CBelleHHUs 0 HarpaxICHUSIX.
Buecenne n3meHeHM 1 JOTIOTHEHUH B TPYIOBYIO KHUXKKY .

[lomHoe m dYacTHyHOE OPOPMIICHUE NETI.
[IpoBeneHue sKCEPTU3BI IEHHOCTH JOKYMEHTOB.

8 HomenknaTypa aen kaapoBoii ciay:xObl. Ilonarue
HOMEHKNATypsl Jen. CocTaBiieHHMEe HOMEHKJIATYpPhl JIell
KaJIpOBOil CITyKOBI.

9 |Pazpen |11 ®opmupoBaHHe ael. ITpoBoauTcs B
Cucremarusanms u TpeboBanust, npeabsaBIsieMble K HOPMUPOBAHHUIO dopwme
XpaHeHHe TOKYMEHTOB | 1el KaJpoBoi ciyx0bl. DOpMUPOBaHUE 3ar0JIOBKOB MPaKTUYECKOrO
KaJpOBOii cJIyKObI Jelt. 3aHATHS,

HPEIoNaraeT

10 Ilopanok MNOATOTOBKM JOKYMEHTOB K apXMBHOMY |agajus

XPaHEHHIO. CUTYaIlMOHHBIX
IloaroroBka HOKYMEHTOB K apXUBHOMY XpaHEHHIO. 3aaHuiA.

[Ipy u3yueHUW AMCUUIUIMHBI MOTYT MPUMEHSTCS JJIEKTPOHHOE OOyudeHHUe, JAUCTAHIIMOHHBIE
obpasoBarenbHble TexHoJoruu B cooTBeTcTBUM ¢ DI'OC BO.

2.3.3 KypcoBbie padoThI

— He NPeayCMOTPEeHbI.

2.4 IlepeueHb y4yeOHO-METOAMYECKOr0 oOecleyeHUs ISl CAMOCTOSITEJIbHOW PadoThI
00y4YAIIUXCH 10 JUCHHUILINHE (MOYJII0)

IepedyeHs yueOHO-METOAMIECKOTO OOECIICUeHHUS TUCIIUILIHHEI IO BHITIOTHEHUIO
Ne Bun CPC CaMOCTOSATEIFHON pabOTHI
1 |I[IpopaboTka TeOpETUIECKOTO
MaTepHaia (MoAroTOBKa K
POOJIEMHBIM CEMHHAPaM) Metoauueckie peKOMEHJAIMKM JJIsl  CTYJIEHTOB HAmpaBieHHsl YMpaBICHHUE
2 |BbInojiHEHVME WHIMBUAYAIbHBIX [IEPCOHATIOM IO BBIMOJIHEHHIO MHCbMEHHBIX PabOT, CaMOCTOSATEIbHOW pPabOTBhI,
3a/1aHui (MTOATOTOBKA yTBEpXKJeHHbIE KadeApoll ympaBlIeHHS TMEPCOHAJIOM |  OpPTaHU3AI[MOHHOMN
COOOIICHNH, TIPE3CHTAINH) TICUXOJIOTHEN
3 |[loaroroBka K TeKyLieMy
KOHTPOJIIO

Y4yebHO-MeTOANYECKUE MaTepuaibl JJII CaMOCTOSITEIbHOW pabOThl OOYyYaroIIUXCsl W3 YHUCiIa
MHBAJIUOB U JIUL C OTPaHUYEHHBIMU BO3MOKHOCTSAMH 3710poBbst (OB3) npenocrapistoTcs B popmax,
Q/IaTITUPOBAHHBIX K OTPAaHUYEHUSIM HX 3I0POBBS U BOCTIPHATHS HHPOPMALIUH:

Jiis U1 ¢ HapyIICHUSIMU 3PEHUS:

— B ieyaTHOM (popme yBeTMUEHHBIM HIPUPTOM,

— B (hopMe 2IEeKTPOHHOTO TOKYMEHTA,

— B ¢popMe ayauodaiina,

— B re4atHoi (opme Ha s3bike bpaits.
JInst an ¢ HapyIIEHUAMH CITyXa:

— B I1e4aTHoi (opme,

— B (hopMe 3IIEKTPOHHOI' O IOKYMEHTA.
JUist Tu1 ¢ HapyIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO amnmapaTta:

— B TIe4aTHOU (opme,

— B (popMe 2IEKTPOHHOTO TJOKYMEHTA,

— B ¢popMme ayauodaiina.

JlaHHBI TIepedYeHb MOXKET OBITh KOHKPETH3HUPOBAaH B 3aBUCHMOCTH OT KOHTHHIEHTa
oOydJaronuxcs.
3. O6pa3oBaTejibHbIC TEXHOJIOTHH, IPUMEHsIeMble IPH OCBOCHUM TMCIUIIIHHBI (MOAYJIsT)




B xoz1e u3y4eHus: IUCIUIINHBI TPEeyCMOTPEHO UCIIOIB30BaHUE CIEIYIOINX 00pa30BaTeIbHBIX
TEXHOJIOTUH: JIEKIMH, MPAKTUYECKHE 3aHATHUA, MpoOJieMHOe OOydeHHue, MOAYJIbHas TEXHOJIOIus,
MOJrOTOBKA MUCHbMEHHBIX aHAIUTUYECKUX paboT, caMocTosITeNIbHast paboTa CTYACHTOB.

KoMmneTeHTHOCTHBIM OAXO0A B paMKax MPernojaBaHUs TUCHMIIMHBI peaJu3yercss B
MCIIOJIb30BaHUU MHTEPAKTUBHBIX TEXHOJIOIHI U aKTUBHBIX METOJI0B (IIPOEKTHBIX METOAMK, MO3TOBOTO
HITypMa, pa300pa KOHKPETHBIX CUTyalui, aHajJW3a MeJarorMyeckux 3aaad, IeAaroruyeckoro
HKCIIEPUMEHTA, MHBIX ()OPM) B COUETAHUH C BHEAYAUTOPHOU pabOTOM.

WNHdopmanvoHHbIE TEXHOIOIUH, IPUMEHSEMbIE MPU U3yYEHUM JUCLMILIMHBI: UCIOJIb30BaHUE
UH(POPMALIMOHHBIX PECYpPCOB, JOCTYNHBIX B HH(POPMALMOHHO-TEIEKOMMYHUKAIIMOHHOW CETH
Nurtepner.

AnantuBHbIe 00pa30BaTeNbHBIC TEXHOJIOTHH, IPUMEHIEMbIC TPU N3YYEHUH TUCIMITIMHBI — JUIs
JUIl C OTPAHUYEHHBIMHU BO3MOXKHOCTSMH 3/10pOBBSI IIPEyCMOTPEHA OpPraHu3alysl KOHCYJIbTALUi C
MCII0JIb30BAaHUEM 3JIEKTPOHHOM MOYTHI.

4. OueHoYHbIEe CPeACTBA /UIA TeKYyIIero KOHTPOJISI YCIeBAeMOCTH W INPOMEKYTOYHOM
aTrecTauuu

O1eHOUHBIE CpeICTBA MPEAHA3HAYCHBI U1 KOHTPOJIS U OLIEHKH 00pa30BaTEIbHBIX JOCTHKEHHUH
0o0y4Jaromuxcsi, OCBOMBIIMX MporpaMMy YyuyeOHOW aucuuminHbel «HopMmaTuBHO-IpaBOBOE U
JIOKYMEHTAllMOHHOE 00ECIIeUEeHUE TPYIOBbIX OTHOILIEHU.

OneHouyHbIE CpElCTBAa BKIIOYAET KOHTPOJIbHBIE MaTepHalibl [AJs MPOBEACHHUS TeKYyUIero
KOHTpPOJIA B (OpMe TECTOBBIX 3aJaHUM, JOKJIaJa-Ipe3eHTalUd [0 IPOOJIEMHBIM BOMIPOCAM,
pPa3HOYPOBHEBBIX 3a/IaHUH, CUTYalIMOHHBIX 33/1a4 U MPOMEKYTOYHOM aTTecTanuu B opMe BOMPOCOB
K DK3aMEHY.

CTpyKTYypa OLICHOYHBIX CPEACTB AJIsl TEKYIIel U MPOMEKYTOUHOM aTTeCTANNU
HanMmeHoBaHHE OLICHOYHOTO CpPEeCTBA
Ne | Kom u HanMeHOBaHHE ~
Pe3ynbraTel 00ydeHUs Texkymuit IIpomexyTounas
/Tl | MHOUKATOpa
KOHTPOJIb aTTecTanys
Brnaneer ormensHBIMH  3HaHWSAMH B | Bompockr st Bompoc Ha
obmact  3akoHOoAarenbctBa P® o | ycTtHOrO JK3aMEHE
HEPCOHAIBHBIX JIaHHBIX, OCHOBBI | (IMCBMEHHOTO) 1-5
1 TPYLOBOT'O apXUBHOIO, | OIIpOca IO TEME
K- 1.MTIK - 1. by ’ P > | P :
a/IMUHUCTPATUBHOTO, MHUTPALMOHHOTO, | pa3aery
3HATb OCHOBBI
HaJIOTOBOTO 3aKOHOJATEIbCTBA,
3aKoHoAaTe1bcTBa PD 0
3akoHozaTesbeTBa B chepe OT
TEPCOHAJIBLHBIX JaHHBIX,
B nenom, Bageer 3HaHUAME B oOnacté | Pemenue Bompoc Ha
OCHOBBI TPY/J10BOTO,
ADXHBHOLO 3aKOHOJaTeNbCTBa PD 0 mepcoHanbHBIX | CHTYallMOHHBIX M | 9K3aMeHe
p i JTAaHHBIX, OCHOBBI TPYJIOBOTO, apXUBHOTO, | MPaKTHYECKUX 6-10
2 aIMHUHUCTPATHBHOIO ,
aJIMUHHCTPATUBHOTO, MHTPALMOHHOTO, | 3a/1a4 IO IIaHy
MHIPAIlMOHHOTO ,
HaJIOrOBOT'O 3aKOHOJIATENbCTBA, | MPOOIEMHOTO
HAJIOTOBOTO
3aKoHOJIaTeNnbCTBa B chepe OT ceMHHapa
3aKOHO/aTeJILCTBA,
YBepeHHO BiasieeT 3HaHUAMH B obactu | [loarotoBka Bompoc Ha
3aKOHOJaTeIbCTBA B o
cdepe OT 3aKOHOJATENhCTBA PD 0 MepCOHANBHBIX | COOOIICHHI O 3K3aMeHEe
3 ' JIAaHHBIX, OCHOBBI TPYI0BOI'0, ApXUBHOI'O, | IJIAHY 11-15
a/IMUHUCTPATUBHOTO, MHUTPALUOHHOTO, | IPOOIEMHOIO
HaJIOTOBOTO 3aKOHOJIATENbCTBA, | CEMHHAapa
3aKOHOJIaTeNhCTBA B chepe OT
Bompocsr st Bompoc Ha
Obnamaer 3HaHMAMH B 00JacTu p P
eaTM3alii CUCTEMBl CTPAaTETHUECKOTO yerHoro JK3AMEHE
4 | IK-2.MIIK - 1. p (TIMCBEMEHHOTO) 16-20
u OIIePaAIIOHHOTO yIpaBJIeHUS
Cnocoben orpoca 1o TeMe,
HEePCOHANIOM
PealM30BBIBATH CHCTEMY pasgeny
CTPaTern4ecKoro U Pemenne Bonpoc Ha
ONepanoHHOr0 B 1menom, c moMONIpIO 3KCIEPTOB | CHTYAllMOHHBIX M | SK3aMeHe
5 | ympasenns CHOCOOEH  pealn3OBBIBATH  CHUCTEMY | IPAKTHYECKUX 21-25
NepPCOHAIOM CTPaTEernieckoro ¥  ONEPAlOHHOTO | 3a/1a4 IO IJIaHy
YTIpaBIIECHUS IEPCOHATIOM poOIEMHOTO
ceMHHapa




ITonroroska Bomnpoc Ha
Criocoben CaMOCTOSITENIEHO .
€aTN30BbIBATH CHCTEM coobmenm 1o JK3amene
6 p Y| wrany 26-30
CTPATeTHYECKOTO M ONEPAIMOHHOTO
IIPOOJIEMHOTO
YIpaBJICHUs [IEPCOHATIOM
ceMuHapa
3Haer OTJETIbHBIE JIOKyMeHTBbI, | Bompocsr st Bompoc Ha
HEOOXOAUMBIE JUIS  CONPOBOXJIEHHS | YCTHOTO 9K3aMeHe
7 MPOLIECCOB MO YIPABJICHUIO IEPCOHAIOM | (ITHCEMEHHOTO) 31-35
NK-3.UIIK - 1 B COOTBETCTBUM C TpeOOBaHUSAMHU | OIpOca IO TEME,
Ymerb o0ecneuynBaThL | 3aKOHOJATEIbCTBA paszzeny
AOKYMEeHTAHOHHOE Pemenne Bomnpoc Ha 3auere
B menmom, ymeer oOecmeuynBaTth
CONPOBOKIEHHE CUTYaIlMOHHBIX U | 3K3aMEHE
JOKyMEHTAI[MOHHOE  COIPOBOKACHHE
MpoLEeCcCOB no MIPAaKTHIECKUX 36-40
8 MPOLIECCOB MO YIPABICHUIO IEPCOHATIOM
yHnpaBJeHHI0 3a7ad M0 IUIaHy
B COOTBETCTBUHM C  TpeOOBaHUSIMHU
MepCcoHAIOM B MIPOOIEMHOTO
3aKOHO/ATEIbCTBA
COOTBETCTBHH c ceMHHapa
TpeGoBaHUAMU Ymeer camocroaTensHO obecneunBaTh | [loaroroBka Bompoc Ha
3aKOHO/JaTeJbCTBA JIOKyMEHTAI[MOHHOE  COIPOBOXKACHHUE | COOOIIEHHUH MO 9K3aMEHe
9 MIPOIIECCOB MO YIPABJICHUIO IEPCOHAJIOM | IJIaHY 41-45
B COOTBETCTBUHM C TpPeOOBaHUSAMH | IPOOJIEMHOIO
3aKOHO/IaTeJIbCTBA ceMHHapa

HOK333TCJII/I, KPUTEPHUHA M IIIKAJA OCHKHU C(l)OpMI/IpOBaHHI)IX KOMIIeTeHI Uil

CooTBeTCTBUE YPOBHEH OCBOCHHS KOMIIETEHIIMH [UIAHUPYEMBIM Pe3yJibTaTaM O0y4eHHS 1
KpUTEPUSIM UX OLCHUBAHUS

Kox n HanmeHnoBaHue

WHJUKaTopa

IOPOTOBBIN 6a30BbIif IPOJBUHYTHII
OreHka
VY 10BIIETBOPUTEIIBHO Xopowo OT1nu4HO

IIK-1. CIIOCOBEH PA3PABATBIBATH CUCTEMY CTPATEI'HYECKOI'O 1 OIIEPAIIMOHHOT' O
YIPABJIEHUS TEPCOHAJIOM

IIK-1.1UIIK - 1. Bnaneer oTaelbHeIMU | B LIEJIOM, BlIaZICeT | YBEPEHHO BIAJEET 3HAHUSMHU B
3HaTh OCHOBBI | 3HaHUSIMM B 00JIaCTH | 3HaHUSAMH B oOJlacTH | obOjacTH 3aKoHomarelbecTBa PD o
3akoHoaatenbcTBa P® | 3akoHomarensctBa P® o | 3akoHozmarenbcTBa PO 0 | mepcoHaNbHBIX AAHHBIX, OCHOBBI
0 NMEPCOHAJBHBIX | TICPCOHANBHBIX  JAaHHBIX, | IEPCOHANBHBIX JAaHHBIX, | TPYAOBOTO, apXUBHOTO,
JAHHBIX, OCHOBBI | OCHOBEI TPYIOBOTO, | OCHOBBI TPYIOBOTO, | aAMUHUCTPATUBHOTO,
TPYAOBOr0, apXHBHOI0, | APXUBHOTO, ApPXUBHOTO, MUTPAIHOHHOTO, HaJIOTOBOI'O
aJIMUHUCTPATHBHOIO , | aJIMUHUCTPATUBHOTO, aJIMUHUCTPATHUBHOTO, 3aKOHO/IaTeIhCTBA,
MHUTPALHOHHOTO , | MUTpaIoHHOrO, MUTPAIMOHHOTO, 3aKoHOaTeabCcTBa B chepe OT
HAJIOTOBOI'0 HAaJIOTOBOI'0 HAaJIOTOBOI'0

3aKO0HOJATEIbCTBA, 3aKOHOJATEILCTBA, 3aKOHOATEILCTBA,

3aKO0HOAATeJIbCTBA B | 3aKOHOJATEIILCTBA B Chepe | 3aKOHOAATEIHLCTBA B

cepe OT oT coepe OT

IIK-2. CIIOCOBEH PEAJIN30OBBIBATh CUCTEMY CTPATEITMYECKOI'O 1 OHEPALITMOHHOI'O
YIPABJIEHUUSA TIEPCOHAJIOM

MNK-2.1IIK - 1. O6namaer 3HaHMsMH B | B menom, ¢ momomisio | CiocoOeH CaMOCTOSITEIIBHO
Cnocoben obiacti peanu3anyy | HKCIEPTOB croco0eH | pean30BhIBATh cucTeMy
peaiu3oBbIBATH CHUCTEMBI CTPATErMYECKOTO | PEaTU30BLIBATh CHCTEMY | CTPAaTErHYECKOTO u
CUCTEMY u OTIEPAITMOHHOTO | CTPATErHYECKOTO W | ONepalMioOHHOTO YIIpaBJICHUS
CTpaTernyeckoro U | yIpaBleHUs TIEPCOHATIOM OTIEPaITMOHHOTO TIePCOHATIOM

ONepaluoOHHOT0 YIIPaBIICHUS TIEPCOHAIOM

ynpaBJieHust

NEePCOHAJIOM

IK-3. CIHOCOBEH AJIMHUHHUCTPHUPOBATH THNPOLECCBI MW JAOKYMEHTOOBOPOT IIO
CTPATEITMYECKOMY U ONTEPAIIMOHHOMY YIIPABJEHHWIO NIEPCOHAJIOM

MNK-3.UIIK - 1 3HaeT oTaensHble | B LIEJIOM, ymeer | YMeer CaMOCTOSTENBHO
YMers o00ecmeduBAThH | JOKYMCHTBI, HEOOXOAMMEIC | 00eCIIeYnBaTh obecrieunBaTh
JOKYMEHTALHOHHOE JUTSt COMPOBOXKJCHUS | JOKYMEHTAIIHOHHOE JIOKYMEHTAaLIMOHHOE
CONMpPOBOKAEeHHE MPOLIECCOB MO | COMPOBOXKJIEHUE COMPOBOXKJCHUE TMPOLIECCOB IO
NMpoueccoB MO | YNPaBJICHUIO TIEPCOHAIIOM | TPOIECCOB 10 | YIPaBJICHHIO  TIEPCOHAIIOM B




ynpaBJIeHHI0 B COOTBETCTBUH ¢ | ynpaBneHuto COOTBETCTBMU C TpPeOOBaHHUSIMHU
NEePCOHAJIOM B | TpeOOBaHUSIMU MepCOHATIOM B | 3aKOHOJATEJILCTBA
COOTBETCTBUH ¢ | 3aKOHOIATENBCTBA COOTBETCTBUH c

TpeGOBaAHUAMHU TpeOOBaHUSIMHU

3aKOHOJATEJILCTBA 3aKOHO/IATENILCTBA

TunoBbie KOHTPOJIbHBIC 3aJaHUs HJIM HMHbIC MaTEepHaAJIbl, HCOﬁXOHHMbIe AJIdd OLEHKH

3HAHMH, YMeHMil, HABBIKOB M (MJIH) ONBITA /JAeATEJbHOCTH, XAPAKTEPHU3YIIIHUX 3TANbI
(popMupoBaHus KoOMIIeTEHIIMI B IIpolecce 0CBOEHUS 00pa30BaTeILHON NPOrPaMMbl

[
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20.

21.
22.
23.
24.
25.
26.
27.

28.

29.
30.
31.

32.
33.

34.

©WooNe O A~

4.1.1. Bomnpocsl no NpodJieMHbIM CEMUHapaM

Crny>x6a TOKyMEHTAllMOHHOTO O0eCTieueHus yIpaBJIeHUsl, eH, 3a7a4d, (QyHKIUU.
Tpu ¢hopMBI OpraHU3aIuy IIOMPOU3BOJICTBA.

Bxonsime 10KyMeHTbI, POLEcce TBUKCHHUS.

Hcxopsimuye JOKYMEHTBI, Mpoliecce ABMKECHHUS.

Perucrpanus u nnaexcanus 10KyMeHTOB, OIIpe/ieJIeHUE, TPUHIUIIBI BHITOJIHEHUS,

byHKIIH.
Howmenkmnarypa aen, onpeneincHue, BUAbL, IOPSI0OK COCTABICHUS, (DYHKIIHH.

dopmupoBaHue Jiei, MpeiHa3HauYeHue, STarbl.

OpranuzaioHHO — IPAaBOBas JOKYMEHTAIHS, OpeieNieHue, IpeIHa3HauCHuE.

PacnopsimuTenbHble JOKYMEHTBI, OTIpeiefieHUe, IpeIHa3HaueHuE.
NudopmaninoHHoO - cripaBoYHbIE JOKYMEHTHI ONpeieNiCHUE, TpeIHa3HauYCHHE.
YcraB, npeaHa3HaueHue, CTPYKTypa, TpeOoBaHus K 0(OPMIICHHIO.

ITonmoxxeHue o CTPYKTYPHOM NOAPA3ACIICHUH, IPCAHAZHAUCHUC, CTPYKTYpPAa, Tpe6OBaHI/I$I K
OPMIJICHHUIO.

JloIDKHOCTHASI MHCTPYKIMSA, IPETHA3HAYCHUE, CTPYKTYpa, TpeOOBaHMs K 0POPMIICHHIO.
[ItaTHOE pacnucaHue, NpeJHa3HaYeHUEe, CTPYKTYpa, TpeOOBaHHs K 0(OPMIICHUIO.
[Ipouenypa nu3ganus npukasa.

[Tponentypa co3ganus NpoTOKOJIA.

JloknamHas 3ammcka, onpeesieHune, MOPsIOK COCTAaBICHUs, TpEOOBaHHS K 0POPMIICHHIO.
Cury>xeOHas 3amucka orpesiesieHre, TOPSIOK COCTAaBIICHUS, TPEOOBaHUS K 0POPMIICHHIO.
OOBsicHUTETIbHAS 3allMCKa ONPE/IeTICHNE, TOPSIIOK COCTAaBJICHUS, TPEOOBaHUS K

0 OpMIICHHUIO.

PexomMeHnaTeapHOE MICEMO OIpEIeTICHUE, TOPSIIOK COCTABICHNUS, TPEOOBAaHHS K
opMIleHHIO. YHUPHKAUSA GOPM JOKYMEHTOB, CYIIHOCTh, (DYHKIIUH, IPUHIIUT TPOBEICHHUS
(Tabens popm, AnsboM popm).

AKT U cripaBKa pelHa3HaueHHEe, COCTABICHUE, PEKBU3UTHI.
Anroput™m npuema Ha paboTy.

AJroput™M mepeBoja Ha JIpyryro paboTy.

AJNTOpUTM YBOJIbHEHHSI COTPYAHUKA.

ANropuT™M NpenoCTaBICHUS OTIyCKa.

JInunast kapTouka T-2, MOpsAI0K 3aMOTHEHHUS.

TpynoBoit 1oroBop, CTPYKTypa, peiHa3HaueHNue, OCOOCHHOCTH COCTAaBIICHUS U
MO/ANIACAHUS.

Benenne TpynoBoi KHIKKH: OOIITHE TTOTOKESHHUSI.
Bxmaneimn u 1y0auKkaT B TPYIOBYIO KHUKKY, YCIIOBUS BBIJAYH, AITOPUTM 3aTIOTHEHUS.

JIOBEpEHHOCTh Ha MOJIyYEHUE MATEPUATIbHBIX IEHHOCTEM.
OdopmiieHre TUYHOTO JieN1a COTPY IHUKA.

ITopsinok XpaHeHus: JOKYMEHTOB U IIepeadyl B apXUB.
JIOKyMEeHTAIHsI 110 MOOIIPEHUIO0 PAOOTHUKOB U TUCIUITIHHAPHBIM B3bICKAHUSIM.




Ilepeuenv uacmu KomnemeHyull, NPoGepsEMbIX OUYEHOUHbIM CPEOCTNBOM.:

[TK-3.1UIIK- 1 YmeTh obOecrieunBaTh JOKYMEHTAIIMOHHOE COMPOBOXKICHUE MPOIIECCOB IO
VIPaBJICHUIO TEPCOHAIOM B COOTBETCTBUM C TpeOoBaHusMH 3akoHoaatenbcTtBa [1K-3.MJ1- 1
YMeTp oOecrneunBaTh JOKYMEHTAllMOHHOE COIIPOBOXJEHUE IIPOLECCOB 110 YIPABICHUIO

HIEPCOHAIOM B COOTBETCTBUU c TpeOOBaHUAMU 3aKOHOJIaTEIbCTBA

4.1.2 Coo01ieHUsI COTJIACHO IJIAHY MPO0JIeMHOI0 ceMUHApa

1. Cozmaiite WORD - nokyment ¢opmarta A-4 corsmacHo mnpaBuiiaM odopMieHUs
KOHCTPYKIIMOHHOM CETKH C PA3IMYHBIMU PEKBH3UTAMHU.

2. CornacHo mpaBujaM IOCTPOCHHMsI TEKCTa PACHOPSAUTENBHOTO JTOKYMEHTa
NPUBEIUTEIIPUMED TEKCTa JOKYMEHTa (HarevyaraiiTe TeKCT Ha JiucTte opmata A4).

3. Yem orimyaercs opopMieHHE MpHUKaza IO JIMYHOMY cocTaBy? B paznuuHbIx

UCTOYHUKAX HaWauTe oOpasel MmpuKasa 1o JIMYHOMY COCTaBy (pacmedaTaTh Ha JMcTe Gopmara
A4).

4. Hcnonw3ys matepuan u3 [Ipunoxenus 1 «PekoMeHnamnuu 1o ucroib30BaHUIO IPU
HalMCaHUM JIOKYMEHTOB OT/ENbHBIX Hamboyiee 4acTo YHOTPEOJIIEMBIX CIIOB M YCTOWYMBBIX
COYETaHUI» COCTaBbTE 3 pa3IMUYHBIX JOKyMEHTa (IHCBbMO, IpUKa3, akT U ap.). Odopmurs Ha
aucrax Qopmara A4, pyykoll MIM MapKepoM OTMETUTh HCIOJb3yeMble CJOBAa WM
CJIOBOCOYETAHHUSA, MOJNKICATh K KaKOMY OJOKY pPEKOMEHIAIMi OTHOCHTCS (HAIpHMEp, 0OKa3amb
NOMOWb - YCTOMUUBBII 000POT peun).

Hepequb yacmu KOM}’lemeHLfMZZ, npoeepsiemovlx OYeHOUYHbIM Cp€()CI’I’l€0M.'
[IK-1.UIIK- 1. 3nath ocHOBHI 3aKOHOAaTeNbCTBA PD 0 mepcoHanbHBIX JAHHBIX, OCHOBBI
TPYJOBOT0, ApPXUBHOT0, aIMUHUCTPATUBHOTO , MUTPALIMOHHOTO , HAJIOTOBOTO 3aKOHO1aTENIbCTBA,
3akoHosaTenbCcTBa B cepe OT
[MK-2.1IIK- 1. CrnocobeH peann30BbIBaTh CUCTEMY CTPATETHYECKOr0 M ONEPalMOHHOTO
yIpaBJI€HUs IEPCOHAIOM
[MK-3.UIIK- 1 Ymeth obecnieunBaTh JOKYMEHTAIIMOHHOE COMPOBOKICHUE MPOIECCOB IO
YIPaBIEHUIO IEPCOHAIOM B COOTBETCTBUHU C TPEOOBAHUSIMU 3aKOHOATEIbCTBA
4.1.3 Pemienne cuTyalimoOHHBIX 3224 10 IJIAHY IPO0JEMHOr0 CeMHHApa
1. CocraBpTe U O(OpPMHUTE NpPHUKa3bl MO OCHOBHOH JEATENBHOCTH, B Cllydae
HE00X0IMMOCTHA00aBbTE HEJOCTAIOIIYI0 HH(POPMALIUIO:

C uenbro IpUBIEYEHUS CIIOHCOPOB JUIsl 0OecTieueHus] IPOM3BOACTBEHHOMN /1€ATEIbHOCTH
redepanbHblil qupexktop OOO «Montep» (r. ExarepunOypr) O. I'. CokonoB 20 ceHTS0ps
TEKYILEro roja M3Jajl NPHUKa3 O CO3AAaHMM KOMMEPUYECKOrO OTAENa CO CIEIYIOIIHMM INTaTHBIM
COCTaBOM: KOMMEPUECKUH AUpEeKTOp — 1 mT. ex., Beaynuii cnenuanuct — 1 mT. efl., ClenuaincT

— 1 mrr. en.

I'maBHOMY Oyxrantepy npeanpustus I'. A. T'opsiueBy ObIJIO MOPYUYEHO BHECTH U3MEHEHUS
B ILITATHOE pacnucaHue MpeanpusITHs Ha 4-i1 KBapTal TEeKYILEro rojia U BHIHECTU Ha yTBEPKACHHE
HOBBII JOKyMeHT K 1 okTsa0psi. HauanbHuky otnena kxaapos T. H. WrnatheBy npenmnucano
YKOMITJIEKTOBAHHUE OT/IENIa KaIPaMH € BBICIIAM 3KOHOMUYECKHM 00pa3oBaHueM K 10 okTsOpsi.

OTBETCTBEHHOCTb 3a MCIIOJIHEHHE MPHKa3a AUPEKTOP OCTaBUI 3a cOOOU. JIaHHBIN MPOEKT
MpUKa3a COCTABJISI CEKpETaph renepainbHoro aupexkropa M. M. Biacosa.

Hepequb yacmu KOMnemeHL;uu”, npoeepiaemblx OyeHO4YHbIM cpedcmeom:

[IK-1.1IIK- 1. 35aTh OCHOBBI 3aKOHOJATENbCTBA PP 0 MEpCOHANBHBIX JAHHBIX, OCHOBBI
TPYJOBOI0, ApXUBHOT0, aIMUHUCTPATUBHOTO , MUTPAILIMOHHOTO , HAJIOTOBOI'0 3aKOHO/1ATEILCTBA,
3aKoHOJaTeNnsCTBa B chepe OT

[MK-2.1IIK- 1. CnocobeH peann30BbIBaTh CUCTEMY CTPATETMUYECKOr0 M ONEPaLMOHHOIO
YIPaBIEHUS EPCOHAIOM

[TK-3.UITK- 1 YMeTb obecrieunBaTh JOKYMEHTAITMOHHOE COTIPOBOXKIACHHUE MPOIIECCOB IO
YIPaBJIEHUIO TIEPCOHAIIOM B COOTBETCTBUU C TPEOOBAHUSAMH 3aKOHO/IaTENILCTBA



4.1.4 IloaroroBKa coO0LIEHNH 10 MJIAHY MPOOJIEMHOI0 CEeMHUHApa

[Tpoanamuzupyiite [OCT P 7.0.97-2016. Cucrema ctanmapToB mo uH(pOpMaIuu,
OubnuoTeyHOMYy U u3JaTenbckoMy  aeny. OpraHm3allMOHHO — -pacHopsAUTeNbHas
JNoKyMeHTanusi. TpeOoBaHUS K O(OPMIICEHHIO JOKYMEHTOB, OTBEThTE Ha CIEIyIOIIue
BOIPOCHI:

1) Haiite ompeneneHue MOHATUIO  «PEKBU3UT». CKOIBKO PEKBU3UTOB
CYILLIECTBYET y IOKyMeHTa (110 JaHHOMY IOCYJapCTBEHHOMY CTaHIapTy)?

2)  Kakue TpeOoBaHMS B COOTBETCTBUU C JAHHBIM HOPMATHBHBIM JIOKYMEHTOM
JOJIKHBI IPEIBABIATHCS K OJJTaHKaM JOKYMEHTOB?

HepelleHb yacmu KOMI”I@I’I’Z@HL;MIZ, npoeepsiemovlx OYEeHOUYHbIM cpedcmeom:

[TK-1.1IIK- 1. 3HaTh OCHOBBI 3aKOHOAATEILCTBA PP 0 MepCOHAIBHBIX JAHHBIX, OCHOBBI
TPYIOBOT0, apXUBHOT0, aIMUHUCTPATUBHOTO , MUTPAIIMOHHOTO , HAJIOTOBOI'O 3aKOHO/1aTEIbCTBA,

3aKoHO1aTeabcTBa B chepe OT

[MK-2.UTIK- 1. CrnocoGeH peaqn30BhIBATh CHCTEMY CTPATETHYECKOr0 M ONEPalMOHHOTO

yHpaBJICHUA IIEPCOHAIIOM

[IK-3.UIIK- 1 YMmerb obecrieunBaTh JOKYMEHTAIIMOHHOE COMPOBOXKICHHUE MTPOIIECCOB IO

YHOpaBJICHUIO IEPCOHAIIOM B COOTBETCTBUH C Tpe6OBaHI/I$IMI/I 3aKOHOJaTCJIbCTBA

4.1.5 IlpuMepHbIe BONPOCHI HTOTOBOI0 TECTHPOBAHUS (IIPOBOAUTCH MO BCEM TeMaM

y4e0HOro Kypca):

Bapuant 1. (mpumep)
2. K opranu3aiimoHHBIM IOKyMEHTaM OTHOCHUTCSI:
A) osioxenue 00 opraHu3anuu;
b) ykazanue;
B) mporoxo.
3. PykoBoactBo OO0 «CtpoiicyneprHBECTTOPI» PELIWIO MPU 0(POPMICHUH MHUChMa-
MPEIOKEHUST O COTPYJIHHUYECTBE CBOMM TmapTHepam «MHBECTCTPOUKOMKUPIUD)
UCIIOJIb30BaTh U300paXKeHUE TOCyAapCTBEHHOro repba PO.
Hackonbko mpaBomMouHBbI JieicTBUs pykoBoacTBa O6miectBa? [logTBepanTe cBOi OTBET
CCBUIKOHA HOPMATUBHbBIE JOKYMEHTHI.

4. OdopmuTE HECKOIBKO BUJIOB peKBU3UTA « OTMETKA O TIPHIIOKEHUN !
® IPUJIOKEHUH B JOKYMEHTE HECKOJIBKO;

® IPUJIOKEHHUE COPOIITIOPOBAHO;

5. Ha xaxue 8u0bi 00KyMeHmo8 He pacnpoCcmpansiemcs
oeticmeuel OCT P 7.0.97-20167

a) yCTaB, MOJIOKEHUE, aKThI, TTNCbMA, CITPABKH;

0) ycTaB, 3aUueTHbIE KHUXKKH, aKThI, TUCbMA,

CTPaBKH; B) YCTaB, TIOJOKECHUE, aKTHI,

yIOCTOBEPEHHUSI, CIIPABKH.

6. I1o pacnonosicenuro pekeuzumos 8bloesion ciedyiouue uobl OJIAHKOS.!
a) YIJIOBOW U IIPOAOJIbHBIN;

0) yriioBoit u

[EHTPUPOBAHHEII; B)

YIJIOBOM U

[EHTPaTN30BaHHBIN.

[TIK-1.MUIIK- 1. 3HaTth OCHOBHI 3aKOHOAaTEeNbCTBA PD 0 mepcoHaNbHBIX TaHHBIX, OCHOBBI
TPYyAOBOTO, aPXUBHOI'0, A AMUHUCTPATUBHOI'O , MUTPALIMOHHOTO , HAJIOTOBOI'0 3aKOHOIATEbCTBA,

3akoHozarenbcTBa B chepe OT



[TK-2.UITK- 1. CnocobeH peanu3oBhIBaTh CUCTEMY CTPATETHYECKOTO U ONEPaIlMOHHOTO
yIpaBJeHUs] IEPCOHATIOM

[TIK-3.UITK- 1 YMeTrb obecrieunBaTh JOKYMEHTAITMOHHOE COTPOBOXIACHHUE MPOIIECCOB IO
YIPaBJICHUIO TIEPCOHAIIOM B COOTBETCTBUU C TPEOOBAHUSAMU 3aKOHOAATEIbCTBA

3adeTHO-3K3aMEeHAIlMOHHBbIE MaTepuajbl [Jsi INPOMEXKYTOYHOH  aTTecTAlMU
(3x3amen)
1. IlonsTHe cucTteMbl JOKYMEHTAMOHHOIO OOECIIEUEHNUs YIIPABICHUS IEPCOHATIOM.
2. TpeboBanus, NpeabsBIsieMble K O)OPMIICHUIO PEKBU3UTOB KaJAPOBOM TOKYMEHTALIUH.
3. Ilpunanue 1OKyMEHTaM IOPUANYECKON CHIIBL.
4. Tlopsnok oOpabOTKM U pEerucTpalyy JOKYMEHTOB, UX MHJEKcaluu. PerucrpannoHssle
(OpMBI TOKYMEHTOB U UX 3alIOJHEHHUE.

5. KoHTposb UCIIOTHEHUS JOKYMEHTOB.

6. Krnaccugukanus kaIpoBbIX JOKyMEHTOB.

7. O1nnuMs B HOArOTOBKE IPUKA30B 110 JIMYHOMY COCTaBY U MPUKA30B 110 OCHOBHOM
NEeATEIbHOCTH.

8. HopmaruBHo-MeToauueckas 0a3a, perjaMeHTUpPYoIas OAr0TOBKY KaJpOoBO
JOKYMEHTAIUU.

9. IIpoctble U ClIOKHBIE IPUKA3bl: OCOOCHHOCTH O(POPMIICHHUS.

10. IlonsiTHE TPYAOBOTO JOTOBOPA, 00S3aTEIBHBIX U IOTIOJIHUTEIBHBIX YCIOBHIA TPYIOBOTO
JI0rOBOpa.

11. IlpaBuna opopmieHHS PEKBU3UTOB TPYIOBOTO JOTOBOPA.

12. Ocobennoctu 0(hopMIIEHUS KypHAJIa PErUCTPALU TPYIOBbIX J10TOBOPOB.

13. CocraB 10KyMEHTOB, TpeOyeMBbIX OpraHaMH HaJ30pa U KOHTPOJIS PHU NMPOBEICHUN
IIPOBEPOK.

14. Odopmienne mporenypsl IPOBEPKH KaJpOBON JOKYMEHTAIIHH.

15. OcobeHHOCTH COCTaBICHMS XKypHaJIa yueTa MEPOIIPUATHI 110 KOHTPOJIIO.

16. Buapl mpoBepok.

17. OTtBeTcTBEHHOCTH paboToAaTeNsd U PU3NUECKUX JIMIl Ha HEHA/IIeKalllee COCTOSHUE
KaJIpOBOM TOKYMEHTALINH.

18. Ha3HaueHre HHCTPYKIMU MO JOKYMEHTAI[MOHHOMY 00€CIIeueHHI0 YIIpaBIeHUs
nepcoHanioM. CocTaB pa3ziesos.

19. OcobenHocTu pa3pabOTKH U COCTABIEHUS IITATHOTO PACITUCAHUS.

20. [TpaBuia BHyTPEHHETO TPYIOBOTO PACHOPs/IKa: Ha3HAYEHUE U OPSAOK 0pOopMIICHHSI.

21. IlepcoHanbHble JaHHbIE paOOTHUKA: COOp, XpaHEHUE, OTBETCTBEHHOCTD 32
JOCTOBEPHOCTh M HE3aKOHHOE PacIIpOCTPaHEHHE.

22. OCHOBHBIE HOPMATUBHO-IIPABOBBIE aKThl, pETJIaMEHTUPYIOIIKE paboTy C TPYAOBBIMU
KHM)KKaMH paOOTHHUKOB.

23. [IpaBuna opopmiieHHs TPYAOBBIX KHIDKEK, BHECEHUS JIOMOJIHEHUS M UCTIPaBJIEHUH B
HETPAaBUIILHO BHECEHHBIE 3aITHCH.

24. Tlops10K BBIJaUM TPYIOBOM KHIKKUA PAOOTHHUKY

25. BKItaipI B TPYTOBYIO KHUKKY.

26. Brigaua qyOnukaTa TpyI0BON KHUKKH

27. YdeT IBWKECHHUS TPYIOBBIX KHIDKEK W BKIIQJBIIICH K HAM.

28. Odopmiienue nmpuema paboTHUKOB. CocTaB JOKYMEHTOB, TpeOyeMbIX MIPU IIpUEMeE Ha
pabory.

29. OdopmiteHue nepeBoia pabOTHUKOB Ha JIPYTYIO paboTy

30. OopmiteHne poreypbl KOMaHIUPOBAHHS PAOOTHUKOB.

31. OdopmiteHue oTIycKa.

32. TIpaBuia U CPOKH MOATOTOBKH rpaduka oTimyckoB (dhopma T-7).

33. OdopmiieHne mpoueaypsl yBOJIbHEHUS! paOOTHUKOB

34. OcoOeHHOCTH COCTaBIICHUS! YHUPHUIIMPOBAHHBIX (OPM MPHUKA30B 0 TUIYHOMY COCTABY.



35.
36.
37.

dopmupoBaHue U BeleHUE JINYHBIX fei. CocTaB JOKYMEHTOB JIMYHOIO Aeia.
Benenue nmuuHbIX kapTrodek. [IpaBuna BHECEHUS UCIIPABICHUN B TUYHBIE KAPTOUKHU.
ITonsTe HoMeHKnaTypsl Aei. [Iopsnok cocTaBieHNsT HOMEHKIIATYpBI J€N KaIpOBOn
CITYKOBI.

TpeboBanusi, npeabaBIsieMble K 3ar0JI0BKaM JIeJl. DIEMEHTHI 3ar0JIOBKOB JIEII.
[Mopsimox popmupoBanus aen. [IpusHaku rpynmnupoBKH JOKYMEHTOB B JI€la.
[TopsA0K NOArOTOBKY JOKYMEHTOB K ApXMBHOMY XPAHEHHUIO.

Knaccugukanus 10KyMEHTOB IO CPOKaM XpaHEHHUS.

YacTruHOE U MOIHOE 0OpMIICHHE Al

CocraBnenue u opopmiieHHE OMUCEH JIel.

Opranuzanys NpoBeICHHS dKCIEPTU3bI LICHHOCTH JOKYMEHTOB.
AJIMUHUCTpaTUBHAsl OTBETCTBEHHOCTb 3@ HApYILIEHUE JIEHCTBYIOLIETO 3aKOHOJATEIbCTBA
110 APXUBHOMY JIEILY.

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

Kpurepun oueHnBaHus pe3yJbTaTOB 00y4eHUs

Onenka Kpurepun onieHMBaHusI 110 3K3aMEHY
OLICHKY «OTJIMYHO»/3a4TE€HO 3aCITy’>KHBAET CTYJIEHT, OCBOMBIIHNN 3HAHMUS,
Beicokuii YMEHHUsS, KOMIIETEHLIMM M TEOpeTHdYecKHid Marepuan Oe3 mnpobesos;
YPOBEHBb «5» BBINTOJIHUBIIMK BCE 3aJaHUs, MPEIyCMOTPEHHbIE y4eOHBIM IJIAHOM Ha
(oTNIMYHO) BBICOKOM KauyeCTBEHHOM YPOBHE; IIPAKTUYECKHE HaBBIKU
1podeCCHOHATBLHOTO IPUMEHEHHUSI OCBOCHHBIX 3HAHUN C(OPMHUPOBAHBI.
Cpemit OLICHKY «XOpOH_IO»/Sil‘ITeHO 3aCIYXKUBACT ~ CTYJCHT, MPAKTHYECKH
ypoBeHD <y IIOJIHOCTBIO OCBOMBIIMY 3HAHUS, YMEHHUs, KOMIIETEHIIUN 1 TEOPETUYECKHUN
(xoporo) Mmarepual, ydeOHble 3a/laHUsi HE OLIEHEHbl MAaKCHMAJbHBIM YHCIIOM
0aJ10B, B OCHOBHOM C(hOpPMHUPOBAJ MPAKTHUECKUE HABBIKH.
IToporosslii OLIEHKY «YJIOBJIETBOPUTEIBHO»/3aUTEHO 3aCITy’KUBAET CTYJCHT, YACTHYHO
YPOBEHB «3» ¢ mpobenaMu  OCBOMBIIMK  3HAHMS, YMEHHS, KOMIETCHLHUU U
(YZoBIETBOPUTEN | TEOPETUUYECKHM MaTepHall, MHOTHE yueOHbIe 3a/1aHus TUOO HEe BBHIIOIHUII,
bHO) aM00 OHHU OLIEHEHBl 4YHCIOM OamaoB ONM3KUM K MUHUMAIbHOMY,
HEKOTOpbIe MPAKTUYECKHE HaBbIKU HE C(POPMUPOBAHBI.
MuHuManbHbI | OLIGHKY «HEY/JI0BJIETBOPUTENILHO»/HE 3aUTEHO 3aciy’KUBAET CTYAEHT, HE
YPOBEHB «2» OCBOMBIIUH 3HaHUS, YMEHUS, KOMIIETCHIIMM U TEOPETUYECKUI MaTepuall,
(HEey1OBIETBOPUT | yueOHBIE 3aJaHMUsI HE BBIIOJHWI, TPAKTUYECKUE HABBIKM HE
€JIbHO) c(OpPMHPOBAHBI.
OneHouHble CpeAcTBa JUIsl MHBAJIMAOB M JIMII C OIPAaHUYEHHBIMH BO3MOXHOCTSMU

3/10pOBbsI BHIOMPAIOTCS C YUETOM MX MHIUBUAYAIbHBIX ICUXO(PU3NUIECKHX OCOOCHHOCTEM.

— IpY He0OXOAMMOCTH UHBAIM/IAM M JIULIAM C OTPaHUYE€HHBIMU BO3MOKHOCTSIMH 3/I0POBbS
MIPEIOCTABIISETCS ONOJHUTENBHOE BpEMs JUIsl TOATOTOBKHM OTBETA HA SK3aMEHE;

— IIpU MPOBEJICHUH TPOLEAYPHI OIIEHUBAHUS PE3YyIbTATOB 00yUeHHs] HHBAIUIOB M JIUIL C
OTpaHUYEHHBIMHU BO3MOXKHOCTSIMHU 3/10POBbsI MPEAYCMaTPUBAETCA HCIIOJIb30BAHHE TEXHUYECKHX
CpeACTB, HEOOXOIUMBIX UM B CBSI3U C UX WHAWBUIYAIbHBIMU OCOOCHHOCTSIMY,

— IIpU HEOOXOAUMOCTH JJIsl 00YyHaIOIIMXCSl C OTPAHUYEHHBIMUA BO3MOXHOCTSIMU 3/10POBbS
U MHBAJIWAOB TpOILEAypa OLCHUBAHUS pE3yJbTAaTOB OOYYEHHUS IO JUCHUIUIMHE MOXKET
MIPOBOAMTHCS B HECKOJIBKO 3TAIOB.

[Iponietypa orneHMBaHUsI Pe3yJIbTATOB OOYYEHHMsS WHBAIMIOB U JIUI[ C OrpaHUYEHHBIMU
BO3MOXXHOCTSIMU 37I0POBbSl 1O JUCHMILIMHE (MOAYJIO) MpEeAyCcMaTpUBAaeT MpPeOCTaBlIEHUE
uHpopMmanuu B (opMmax, AJANTUPOBAHHBIX K OTPAaHMYEHHMSIM HX 3J0POBbS U BOCIPHUATHUSA
uH(popMauu:

JUid au1 ¢ HapyLIEHUSIMH 3pEHUS:

— B rieyaTHOM popme yBeITHMUEeHHBIM HIpUPTOM,

— B (popMe 3IEKTPOHHOTO TOKYMEHTA.



Jlia U1 ¢ HapyIIeHUsIMU CyXa:

— B Ie4aTHoi (opme,

— B popMe IIEKTPOHHOTO TIOKYMEHTA.

JUig au1 ¢ HapyLIeHUsIMA OIIOPHO-BUTaTEIbHOTO alapara:

— B IIeYaTHOM ¢opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

JlaHHBIN TepeueHb MOXET ObITh KOHKPETU3MPOBAaH B 3aBUCUMOCTH OT KOHTHUHIE€HTA
oOyyarouuxcsi.

5. IlepeyeHb y4eOHOM JJUTEPATYPbI, HHPOPMAIMOHHBIX PECYPCOB M TEXHOJIOTH A

5.1. YueOnas 1uteparypa

1. Abynaose, /[. I'. JIokyMeHTaIlMOHHOE 00ECIICUECHUE YIIPABJICHUS TICPCOHATIOM ;| YYCOHUK U
npaktukym ais By3oB / JI. I'. AGynanze, U. b. Bempsokkuna, B. M. MacnoBa. — 2-e¢ u3n., mepepab. u
nor. — Mockaa : MznatensctBo FOpaiit, 2023. — 370 ¢. — (Bericiiee oopaszosanue). — ISBN 978-5-534-
14486-4. — Texkct : omektpoHHwrid // OOpasoBarenpHas 1utatdpopma IOpalt [caiiT]. —
URL: https://urait.ru/bcode/511693 (nata obpamenus: 12.05.2026).

2. Kysneyos, Y. H. JIokyMeHTaIlIMOHHOE OOECIICUCHUE YIPABICHHS MIEPCOHAIIOM ;| YUCOHHMK
u npaktukym s By3oB/ U. H. KysnenoB. — 2-e u3n. — MockBa : UznatensctBo Opaiit, 2023. —
393 c. — (Bwicmee o6pasoBanue). — ISBN 978-5-534-14830-5. — Tekcr : »dneKTpoHHBIA //
Oo6pasoBarenpHas mnardopma FOpait [caiit]. — URL: https://urait.ru/bcode/511202 (nata obpamnieHus:
12.05.2026).

3. Paznopoxubii A.A. JIOKyMEHTHpPOBAHME YIPaBIECHUYECKON JESTEIbHOCTU:
yue0. mocobue amns CTyJeHTOB By30B / A. A. Paznopoxnsiit. - M. : UHOPA-M, 2015. - 304 c.

4, «'OCT P 7.0.97-2016. Hanuonanwusiii cranmapt Poccuiickoit ®enepanumn.
Cucrema crapmaptoB 1o wuHPOpManuH, OUOIMOTEUHOMY M  HM3AATEIbCKOMY  JIEiy.
Opranu3anuoHHO-  pacmopsauTeNIbHAs  JIOKyMEHTanus. [peboBaHus K  o(opMIICHUIO
nokymeHToB» (yTB. [Ipukazom Poccrannapra ot 08.12.2016 Ne2004-c1);

5. IlocranoBnenue I'occrangapra P® ot 03.03.2003 Ne65-cT «O npUHATUYN U BBEICHUU
BJICHCTBUE TOCyIapcTBeHHOro cranaapra Poccuiickoii denepanun» (Bmecte ¢ «I'OCT P 6.30-
2003. T'ocymapctBenHblii crannmapt Poccuiickoit ®enepanuu. YHUPHUIHPOBAHHBIE CHCTEMBI
JIOKYMEHTAIUU. YaudunmpoBaHHas cucrema OpraHU3alMOHHO-PACIOPAIUTEIbHON
ToKyMeHTaluu. TpeboBaHus K OPOPMIIEHUIO TOKYMEHTOBY);

6. «'OCT P 7.0.8-2013. HanmoHnaieHbI# cTanaapt Poccutickoit @eaeparuu. Cucrema
CTaHAapTOB MO MH(OpMAIHK, OMOTUOTEYHOMY M H3AaTeIbCKOMY Aeny. Jlemompou3BOACTBO U
apxuBHOe zaeno. TepmuHbl u ompeneneHus» (yrB. Ilpukaszom Poccrammapra ot 17.10.2013
Ne1185-cT).

5.2 llepuoanyeckue U31aHUA

1. Basel ganaeix komnaauu «IBUC» https://eivis.ru/
2. ITlomrOTekcToBas KoJUIEeKIus KypHaioB Ha muiatrhopme PLIHU (DnekTponHbie Bepcuun
Hay4uHbIX xkypHanoB PAH) https://journals.rcsi.science/

5.3 NHTepHeT-pecypchl, B TOM YHCJIe COBPeMEHHbIe NpodeccuoHaIbHbIe 0a3bl JAHHBIX U
HH(OPMALIMOHHBbIE CIIPABOYHbIE CHCTEMbI

JuiekTpoHHas1 Oudauorexka Hayunoii 6udauorexu Kyol'y
http://megapro.kubsu.ru/MegaPro/Web
DJNEeKTPOHHBINA KaTaJlor
[Toctynnenus nurepatypsl B OnbinoTeku puimanon
[Toctynnenus auccepraiuii u aBTopedeparon
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Crarbu U3 NEPUOIUKHN U HAYIHBIX COOpHUKOB ¢ 2016 T.
Crtarbu U3 IEPHOJUKH U HAYIHBIX COOPHUKOB 110 2016 T.
["azeTsl U KypHaJIBI

DnekTpoHHass OMOIMOTEKa TPY1OB yueHbIX Kyol'yY

J1eKTPOHHO-0u0InoTeYHbIe cucTeMbl (IBC)

orwdPE

OBC «YHuBepcureTckas oubanoreka ommain» hitp://www.biblioclub.ru/
OBbC «Jlanwy https://e.lanbook.com

OopasoBarenbHas miathopma «tOpaiir» https://urait.ru/

3bC «ZNANIUM» https://znanium.ru/

9BC «BOOK.ruy» https://www.book.ru

Ipodeccnonanbubie 0a3bl JAHHBIX POCCUIICKHUE

1.

2.
3.
4

o o

HarnuonaneHas sekTponHas oudauoreka https://rusneb.ru/

Basel nanusix kommanun « IBUC https://eivis.ru/

Hayunas snexkrponnas 6udnunoreka eLIBRARY.RU (HOB) http://www.elibrary.ru/
MMUAH. IlonHOTEKCTOBasA KOJUIEKLMA MATEMATHUYECKUX KYPHAJIOB
http://www.mathnet.ru

XKypuan Kanroas anexrponuka https://quantum-electron.lebedev.ru/arhiv/
Kypuan Ycenexu pusndeckux Hayk https://ufn.ru/

[TonHoTEKCTOBASI KOJUIEKIMS )KypHaIoB Ha miardpopme PITHU (DnexTponHble Bepcuun
Hay4HbIX xkypHaioB PAH) https://journals.rcsi.science/

[Ipesuaentckas oubmoreka um. b.H. Enpumna https://www.prlib.ru/
DeKTpoHHas OMOIMOTEYHas cCHcTeMa colno-rymMmanuTapHoro 3Hanust «S SOCHUM»
https://sochum.ru/

I/IH(l)OpMaIIHOHHLIe ClIPaBOYHBLIC CHCTEMbI

1.

Koncynsrant [Intoc - cipaBoyHas mpaBoBasi cucTema (JI0CTYI 10 JIOKaJIbHON CEeTH C
KOMITBIOTEPOB OUOINOTEKH )

IIpodeccnonanbHbie 6a3bl JAHHBIX 3apy0eKHbIE

1.
2.

B

Kypnanst nuznarenscrsa Wiley https://onlinelibrary.wiley.com/

[TonnoTtekcroBas komtekius kHur eBook Collections m3narensctBa SAGE Publications
https://sk.sagepub.com/books/discipline

IMonuorekcroBas komtekmus kaur EBSCO eBook https://books.kubsu.ru/

Pecypcsr Springer Nature https://link.springer.com/, https://www.nature.com/
Chemical Abstracts Service (CAS) SciFinder Discovery Platform https://scifinder-
n.cas.org

Questel. baza manubix Orbit Premium edition https://www.orbit.com
IToHOTEKCTOBBIE KOJICKIIMK KHUT M3aaTeascTBa American Institute of Physics
Publishing (AIPP Ebook) https://pubs.aip.org/books

[MosHOTEKCTOBAS apXUBHASI KOJUICKIIHS KYPHAIOB n3aarenbcTBa American Institute of
Physics Publishing (AIPP Digital Archive) https://pubs.aip.org/

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

ba3nbl AAHHBIX OTKPLITOIo J0CTyma

1. KwubepJlenunka http://cyberleninka.ru/;
2. AwmepukaHckas maTeHTHas 0a3a maHHbIX Nhitps://www.uspto.gov/patents/search/patent-

public-search
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3. Jlektopuym TB - Bumeonekiuu Beaymux JektopoB Poccuu http://www.lektorium.tv/
4. llpuopurerHsie HayuHble HanpasieHus PY JIH. CneunanbHble KOIIEKINN
https://priority-lib.rudn.ru/

ba3b1 nannbix Kyol'yY
1. OrtkpeiTasg cpena MOILyJIBHOTO JUHAMU4ecKoro ooyuenus: Kyol'y
https://openedu.kubsu.ru/
2. baza yueOHBIX IIIaHOB, y4eOHO-METOJMUECKUX KOMIUIEKCOB, TyOIUKaui 1
koH(pepeHumin http://infoneeds.kubsu.ru/
3. DnekrponHsblii apxuB gokymentoB KyoI'Y _http://docspace.kubsu.ru/

6. MeTonnueckne yKa3aHus JJisl 00y4aOUIUXCS 10 OCBOEHHUIO I CHUILIMHBI (MOTYJIs1)

JlekIMOHHOE 3aHATHE TMPEJCTABIsAET COOOM CHCTEMaTHYECKOe, IOCIeI0BaTeIBHOE,
MOHOJIOTHYECKOE M3JI0KEHUE IPENnoaaBaTesIeM-JIEKTOPOM yueOHOTO MaTepHuaia, Kak MpaBUIo,
TEOPETHYECKOr0 XapakTepa. Takoe 3aHATHE TMPEACTaBISAET COOOW DIIEMEHT TEXHOJOTHUH
MPEICTaBICHUS yYeOHOr0 Marepuaiia IyTeM JIOTUYECKH CTPOWHOT0, CHCTEMAaTHYCCKU
MOCJICIOBATEILHOTO U SICHOTO M3JI0KEHHUS C UCII0JIb30BaHUEM MHTEPAKTUBHBIX 00pa30BaTEIbHBIX
TEXHOJIOTHH (MYJIbTUMEIUNHBIX, JTCKIUN-TUCKYCCUHU, JCKIIUN-TEMOHCTPALINH ).

enr nexuum — oOpraHu3amus IEJICHANPABICHHOW IT03HABATCIIBHOW JEATEIbHOCTH
00y4YarouXxcs 1Mo OBJIAJICHUIO MPOTPAMMHBIM MaTepHUAIOM YUEOHOU AUCIUIUIMHBL. YTeHune Kypca
JIEKIIMH ITO3BOJIAET JaTh CBA3aHHOE, ITOCIICIOBATEILHOE U3JI0’)KCHUE MaTepraia B COOTBETCTBUH C
HOBEHINIMMHU JIAHHBIMH HAyKH, COOOIIMTH CIIYIIATEISIM OCHOBHOE COJCpXAaHHE IpeIMeTa B
1IEJIOCTHOM, CUCTEMATU3UPOBAHHOM BHJIC.

3amaun JEKIUU 3aKII0YA0TCS B OOSCriedeHUH (OPMHUPOBAHUS CHCTEMbl 3HAHUU TI0
y4eOHOM JUCHUIUIMHE, B YyMEHHHM apryMEHTHPOBAHHO U3JaraTh HAy4yHBId Marepual, B
dbopMupoBaHUH TPO(HECCHOHATHLHOTO KPyro3opa W OOMIeH KyJIbTYpbl, B OTPAKEHUHU eIle HE
MOJyYMBIIUX OCBEIIEHUS B y4eOHOW JIUTEpaType HOBBIX JOCTHKEHHI HAyKH, B ONTUMHU3ALUU
Ipyrux GopM OpraHu3aluu yueOHOTo mpolecca.

[IpakTuueckue 3aHATUA — SABISAIOTCA (HOPMOIT yueOHOW ayTuTOpHOUM pabdOThHI, B paMKax
KOTOpOU (OPMHUPYIOTCS, 3aKPEIUIAIOTCS U TPEICTaBIAIOTCS 3HAHUSA, YMEHHS W HaBBIKH,
UHTETPUPYIOLINE DPE3yJIbTaThl OCBOCHMS KOMIIETCHIIMH Kak B JIEKIMOHHOM QopmaTe, Tak B
pasnmuuHbIX ¢GopMax CcaMoCTOSATEIbHOM paboThl. K KaxgoMmy 3aHATHIO MpenojaaBaTesieM
bopMynUpyIOTCS MpaKTUYECKUE 3a/aHus, TPeOOBaHUS W METOAMYECKUE PEKOMEHIAIMU K UX
BBITIOJIHEHHIO, KOTOPBIE MPECTABISAIOTCS B (DOHE OLIEHOYHBIX CPEICTB YUEOHOM TUCIIUTLTAHEI.

KonTponb camocTosTensHOM paboThI: AN CTYyJEHTOB AHEBHOW M 3a04HOU (POpMBI
00y4YeHUs1 — TEKYIIUA KOHTPOJIb OCYIIECTBISAECTCS B COOTBETCTBHE C MPOTPAMMON 3aHSATUH
(e’>keHeIeTTBHO VIS CTYICHTOB OUHOM (DOpMBI 00YUYEHHS; 10 CEMECTpaM — JUIsl CTYIEHTOB 320YHOM
dbopmbl  00yYeHUS); TPOMEKYTOUHBIH KOHTPOJIb IO WTOTaM OCBOCHUSI JIUCIMILIAHBI
ocymiecTBIsieTcs: B (opmMe pPEUTHHTOBOM CHUCTEMBI OIEHOK. Onucanue 3amgaHuid IS
CaMOCTOSITEIbHOW paboThl CTYACHTOB W TpeOOBaHMM TO WX BBIMOJHEHUIO BBIIAIOTCS
mpernojaBaTeieM B COOTBETCTBUM C pa3pabOTaHHBIM (POHIAOM OIEHOYHBIX CPEACTB IO
NUCILIUILINHE.

CaMocTtosiTenpbHasi paboTa CTYACHTOB MO JaHHOMY Yyd4eOHOMY Kypcy Mpezrnoiaraet
MOATAMHYIO TIOJITOTOBKY MO KKIOMY pa3/ielly B paMKaX COOTBETCTBYIOIINX 3aJaHUMN:

[lepBBIii ATam caMOCTOATENHHOW pPabOTHI CTYIEHTOB BKIIOYAaeT B ceOsl THIATENHHOE
M3y4eHHE TEOPETUUYECKOro MaTepuana Ha OCHOBE JICKIIMOHHBIX MAaTepUajoB TMpErojaBaTels,
PEKOMEHyEMBIX pa3[eliOB OCHOBHOM M  JOMOJHUTENbHOW JMTEPATYphl, MaTEpHAJIOB
MEePUOINYECKUX HAYIHBIX U3JIaHNN, HEOOXOMUMBIX JIJIsI OBJIAICHUS TTOHITHIHO-KATErOpUaTbHBIM
anmapaTtoM u (OpPMHUPOBAHUS MPEICTABICHUI O KOMIUIEKCE aHATUTHUYECKOTO MHCTPYMEHTApHs,
HCITOJIB3YEMOTO KaK B paMKax JJaHHOW OTPACIW 3HAHWS, TaK U ITyOJIMYHON MTPAKTHUKE;

Ha BTOpOM »Tame Ha ocHOBE COPMUPOBAHHBIX 3HAHHWKA M MPEJCTABICHUN MO JaHHOMY
paszieny CTyACHTHI BBITIONHSIOT MTPAKTUUECKUE 3aaHus, HAlleJICHHBIC Ha (HOPMUPOBAHUE YMEHUIA
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U HaBBIKOB B PaMKax 3asBJICHHON kommereHIMHU. Ha naHHOM 3Tame CTyJeHTHI OCYIECTBISIOT
CaMOCTOSITENIbHBIM TMOUCK SMIIMPUYECKUX MAaTEpUAlIOB B paMKax KOHKPETHOI'O 3aJlaHus,
0000IIal0T M aHAIM3MPYIOT COOpaHHBI MaTepuag IO CXeMe, PEeKOMEHJOBAaHHOU
npernojasareneM,  (GOpPMyNHUPYIOT  BBIBOJABI, TOTOBST  INPAKTHUYECKUE  PEKOMEHJAIHH,
IPE3eHTalMOHHbIE MaTepUabl U1 TyOIMYHOIO UX MPEACTaBIECHUS U 00CYKICHHUS.

Kpurepun oueHku 3ajaHuii B paMKax CaMOCTOATEIbHOM pabOThl CTYyAECHTOB
bopMmyMpyroTCs penojaBarenaeM B (POH]IE OLEHOYHBIX CPEACTB.

B ocBoeHuu IMCHUIUIMHBI MHBAJIUAAMM U JIMIAMH C OFPAaHUYEHHBIMU BO3MOXHOCTSMU
3I0POBBSl OOJIBIIIOE 3HAYCHUE HMMEET WHIAMBUIyaJlbHas yudeOHash pabora (KOHCYJbTAIMH) —
JIOTIOJIHUTEIBHOE PA3bsICHEHUE yUeOHOr0 MaTepuara.

WupuBuyanbHble KOHCYJIbTAMU 110 IPEIMETY SBIAIOTCA BaXHBIM  (AKTOPOM,
CHOCOOCTBYIOLIMM MHAWBUAYAIU3AlUN OOYUYEHHUS U YCTAHOBJICHUIO BOCIUTATEIBHOTO KOHTAKTA
MEXIy IIpernojaBaTesieM M OO0y4aroIlMMCs MHBAJIMAOM MM JIMIOM C OrPaHUYEHHBIMU
BO3MO>KHOCTSIMH 3710POBBSI.

B ocBoeHMH IUCHMIIIMHBI MHBAIMJAMM M JIMLAMHU C OIPAaHUYEHHBIMH BO3MOXXHOCTSMHU
30POBbsi OOJIBIIIOE 3HAYCHHE MMEST WHIMBHUIyalbHas ydeOHass pabora (KOHCYJIbTAllMU) —
JIOTIOJIHUTEIbHOE pa3bsiCHEHUE Y4eOHOro MaTepuasa.

WunuBuayanbHble KOHCYJIbTALlMM 10 TPEAMETY SBISIOTCS BaXHBIM  (DakTOpOM,
CHOCOOCTBYIOLIMM MHAMBUIYAIU3alUU OOy4YEeHUS U YCTAHOBJICHUIO BOCIIUTATEIBHOIO KOHTAKTA
MEXJy I[pernojaBaTeieM M O00y4arollMMCs HWHBIWIOM WJIM JIMIOM C OrPaHUYEHHBIMU
BO3MOXHOCTSIMH 3/I0POBBSL.

MeTtoauyeckue peKOMeHJALMM, OMNpelesilolHe NPoUeAyPbl OLEHMBAHUS Ha
ceMHHape:

Kpumepuu oyenxu:

«y/I0BJIETBOPUTENBLHO» - CTYJIEHT UMEeT ()parMeHTapHbIEe MPEICTABICHUS 00 OCHOBHBIX
aCHeKTaX MEXJIMYHOCTHBIX M TPYNIOBBIX KOMMYHHMKAIMH, YaCTUYHO OCBOWJ IOHSATHITHO-
KaTeropuasbHbIi anmapar.;

«XOpOILO» - CTYAEHT AEMOHCTPUPYET OOIIMe 3HAHUS 110 PacCCMaTPUBAEMBIM BOIPOCAM,
yMEeT YCTaHaBIMBATh CBSA3M MEXY TEOPETUUECKUMU MOHATHIMU U SMIUPUUYECKUMU (aKTaMu;

«OTJIMYHO» - CTYAEHT JIEMOHCTPUPYET CHUCTEMHbIE 3HAHMS OCHOBHBIX BOIIPOCOB
M3y4aeMON JUCLUIUIMHBI, YMEET YCTaHABIMBATH CBSA3H MEXKIY TEOPETHUYECKMMH MOHITUSIMH U
AMIOUPUYECKUMU (aKTaMu, GOpMYJIUPYET aHATUTHYECKHE 0000IEHNS U BBIBOIBI.

MeTtoauyeckue peKOMeH/IaliHy, ONpeIeIsIoIne NPoue ypbl OeHUBAHUSA Y4ACTHS B
AUCKYCCUM:

Kpumepuu oyenxu:

«YZOBJIETBOPUTENIBHO» - CTYJIEHTOM JONYIIEHbl 3HAYUTEIbHbIE OLIMOKH, B OTBETE HE
PacKpbITl HEKOTOPBIE CYLIECTBEHHBIE aCIEKThl COACPXKAHMs, CTYJEHT HE CMOI II0Ka3aTb
HEO0OXO0JUMbIE YMEHHUS O METOAaX KOMaH/IHOTO B3aUMO/ICHCTBHUS;

«XOpOUIO» - CTYJIEHT JOMYCKAaeT HECYUIECTBEHHbIE OIIMOKH, HEIOCTaTOYHO IOJHO
PacKpbLI co/iep>KaHKe BOIIPOca, HE CMOT B Ipoliecce Oeceibl CaMOCTOATEIbHO 1aTh HE0OX0AUMbIE
MONPABKU U JIOTIOJIHEHUS;

«OTJIMYHOY» - CTYJEHT aKTUBHO Y4YacTBYeT B JMCKYCCHH, JIOTUYHO U TOCJIEI0BATEIBHO
BBIPAXKAaeT CBOM OTBET, IEMOHCTPUPYET 3HAHMsI HAyYHOH TEPMHHOJIOIMH B KOHTEKCTE OTBETA;
OOBSCHSIET MPUUYMHHO-CIEICTBEHHbIE M (YHKIMOHAIBHBIE CBSI3U; pPAacKpbhIBaeT Ha MpUMeEpax
TEOPETUYECKHE MOJIOKEHUS U TOHATHS; HOPMYITUPYET COOCTBEHHBIE CYXKIEHUS U apTyMEHTHI.

MeTtoauyeckue peKOMeH/1allM |, oNpe/ieIsIoIMe MPolelypbl OLleHUBAHUS YYACTUS B
padoTe MaJIbIX I'PYII HAJl KeiiCOM M peleHHeM CUTYallHOHHBIX 3a1a4:

Kpumepuu oyenxu:

«YIOBJIETBOPUTEIIHO»/3a4T€HO - paboTa B TPYMIIOBON JEATEIBHOCTH HaJl pelIeHHEeM
CUTYallMOHHOM 3amaun 0e3 ydyacTUss B NyOJIMYHOM OOCYXAEHMM W apryMEeHTaluu
c(OpMyIMPOBAHHBIX BBHIBOJIOB;



«XOpOUIO»/3a4TEHO - paboTa B IPyNIIOBOI JESITEIbHOCTH HAJl pEIIEHUEM CUTYallMOHHON
3aJaud  C COJACp)KATEJbHBIM y4yacTHEeM B NyOJIMYHOM OOCYXICHHHM M apryMEHTaIlUuH
c(OpMYIMPOBAHHBIX BBIBOJIOB;

«OTIIMYHOY»/3aYTEHO - IEMOHCTPALHS JINACPCKON MO3UIMHU B TPYIIIOBOM IEATETLHOCTH HAT
pELICHUEM CUTYallMOHHOM 3aJaudl C COJAEpKaTeIbHbIM yyacTHEM B IyOJIMYHOM OOCYXKIEHUH U
CHCTEMHOH apryMeHTalu# c(hopMyITUpOBAHHBIX BBEIBOOB.

MeTtonnyeckue peKOMEHJALMH, OIpeeJsiiolme NPoUeAYPbl  OLEHHBAHMA
pe3yJbTaToB 3alIMThI pedeparta/dcce:

Kpumepuu oyenxu:

«y/IOBJIETBOPUTEIFHO»/3a4TEHO — MIPOMEKYTOUHBIE PEe3yJIbTaThl 3aIUTHI pedepaTa/scce
IPEJCTABISIOT COOON H3JI0KEHHE HECAaMOCTOATENbHBIX PE3yJbTaTOB HAmUCaHUs paboThl, Oe3
TIIATEIBHON MPOPAOOTKU JIUTEPATYPHBIX HCTOYHUKOB;

«XOPOLIO»/3a4TEHO - IPOMEXKYTOUHBIE PE3YJIbTAThI 3aLUTHI pedepaTa/scce NpeCTaBIAIOT
co00i1 caMOCTOSTENbHBIN aHAIU3 PA3HOOOPA3HBIX HAYUYHBIX HMCCIEAOBAHUNW U 3MIIMPHUYECKHUX
JAHHBIX, TPU 3TOM HE B IOJHON Mepe OTpakeHbl TpeOoBaHUsA, C(HOPMYJIHPOBAaHHBIE K €ro
CTPYKTYPE U COJEPKAHUIO.

«OTJIMYHOY - IPOMEKYTOUHBIE PE3YJIbTAThl 3alUTHI pedepaTa/scce NPeCTaBIAI0T COO0M
pe3ysnbTaThl CaMOCTOSITENIbHOM pabOThl M OTpa)xaroT BCE TpeOOBaHMS, K COJEPKATEIbHOMY
HAIOJIHEHUIO U CTPYKTYPUPOBAHUIO PAOOTHI.

Mertoauyeckue peKOMEHJALMH, OINpeleJsiiOlHe MPoueIypbl  OLEeHHBAHHUS
Pe3y/IbTATOB TECTHPOBAHUS

Kpumepuu oyenxu:

«y/I0BJIETBOPUTEILHO» - €CIIM CTYJIEHT OTBeYaeT NpaBuiIbHO Ha 50% TeCTOBBIX 3aJJaHUM.

«XOpOILIO» - €CIIU CTYAECHT OTBeYaeT NpaBUIbHO OT 51 110 90 % TecTOBBIX 3aAaHUM.

«OTJIMYHO» - €CIIM CTYAEHT OTBevaeT npaBuiibHO OT 91 10 100 % TecToBbIX 3aHaHMil.

7. MaTepuajbHO-TeXHHYeCKOe o0ecrieyeHne Mo JUCHUILIHHE (MOAYJII0)

Ilo Bcem BuaaM yuyeOHOM JEATENBHOCTH B paMKaxX JIUCHMIUIMHBI HCHOJIb3YIOTCA
ayJIuTOpUH, KaOMHETHI U J1abOpaTOPUH, OCHAILlEHHbIE HEOOXOJUMBIM CHEIUAIU3UPOBAHHBIM U
1a00paTOpPHBIM 000y IOBAaHUEM.

HaumMmeHoBaHKe clieLAAIBHBIX OCHAaIIEHHOCTD CIIELUAIbHBIX IepeueHb JTUIIEH3HOHHOTO
[IOMEILEHUI [IOMEILCHUI POrPaMMHOT0 00eCIICUeHHUS

VYueOuble  aymutopun s | Mebesb: yueOHas meOenb Microsoft Windows 8, 10
MIPOBEICHUS 3aHaTUN | TeXHu4Yeckue cpenctBa | Microsoft Office Professional
JIEKIIMOHHOT'O TUIIA o0OydeHus: Plus

9KpaH, IPOEKTOP, KOMIIBIOTEP
VYueOuble  aymutopuu s | MebGesb: yueOHas meOenb Microsoft Windows 8, 10
MIPOBEICHUS 3aHaTUN | TexHu4eckue cpencta | Microsoft Office Professional
CEMHHAPCKOTO THUIIA, IPYIIIOBBIX | 00yUYCHHU: Plus
u UHIMBUAYAIbHBIX | SKpaH, IPOEKTOP, KOMITLIOTED
KOHCYJIbTAIIHH, TEKYILETO
KOHTPOJISIL M IMPOMEXKYTOUHOM
aTTeCTallUN

Jis  caMocToATenbHOW  paboThl  OOy4aroUuIMXcs MPEeAyCMOTPEHBbl  MOMEIICHHUS,
YKOMITJIEKTOBAaHHBIE CIIEIMATH3UPOBAHHON MeOenblo, OCHAIlEHHbIE KOMIIBIOTEPHON TEXHUKOH ¢
BO3MOXHOCTBIO MOJKIIOUEHUs K cetu «lHTepHEeT» M olOecrieueHHeM J1OCTyNa B IEKTPOHHYIO
UH(POPMALMOHHO-00pa30BaTEIbHYIO Cpely YHUBEPCUTETA.

HanmenoBanme OcHaleHHOCTh TOMEIICHUH JIJISl CAMOCTOSTEIBHON paboThI Ilepeuenn
TMIOMEIICHUH JIJTS oOyJaromuxcs JIMIIEH3UOHHOT' O
CaMOCTOSTEIbLHOU MPOTrPaMMHOTO
paboThl obecrieueHus
o0yJaronmxcs




[Momemenue s | Mebenb: yueOHast MmeOenb Microsoft
CaMOCTOSATEITHLHOM KommuexT crenuanmsupoBanHoii mMebenn: xommeioTepabie | Windows 8, 10
paboThI CTOJIBI Microsoft Office
00yJaronmxcs O6opymoBaHue: KOMITBIOTEpHAs TEXHUKA ¢ MOaKIIoueHreM K | Professional
(YUTATBHBIH 3a11 | uHPOPMAIIMOHHO-KOMMYHHKAIIMOHHON cetn «MHTepuer» u | Plus
Hayunoi JOCTYIIOM B ANEKTPOHHYIO nH(POPMAIIOHHO-
OMOIHOTEKN) o0Opa3oBaTenbHyI0 cpeay O0O0pa30BaTENbHON OpraHu3alluy,

BeO-KaMephl, KOMMYHHUKAIMOHHOE 00opyoBaHue,

obecrnednBaroee JOCTYI K CETH HMHTEpHET (TMPOBOIHOE

COeIMHEeHHE M OCeCIPOBOAHOE COCAMHCHUE MO TEXHOJIOTHH

Wi-Fi)
IMomermienue st | MebGernb: yueOHas mebenb Microsoft
CaMOCTOSTEITHLHOM KommiekT crenuanmsupoBantoii mMebenn: xommeioTepbe | Windows 8, 10
paboTh CTOJIBI Microsoft Office
00yJaronmxcs Oo6opymoBaHue: KOMITBIOTEPHAs TEXHUKA ¢ MOaKIIoueHreM K | Professional
(aymn.409) nH(pOPMAHOHHO-KOMMYHHUKAHOHHOM cetn «MHTepueT» u | Plus

JOCTYTIOM B ANEKTPOHHYIO MHPOPMAIIOHHO-
oOpa3oBaTenbHyl0 cpeay 0Opa30BaTENbHON OpraHu3alluy,
BeO-KaMepHl, KOMMYHHKAIIHOHHOE o0opynoBaHwue,
obOecrnieunBaromee JOCTYI K CETH HWHTEpHET (IIPOBOJHOE
coelMHEHNEe M OECIpPOBOJHOE COCAMHEHHE 10 TEXHOJOTHH

Wi-Fi)




