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1 Hesn v 3a1auM U3y4YeHU S JUCUMILIMHBI (MOXYJISA)

1.1 llean ocBOEHUS TUCHUILIHHDI

Heman: hbopmupoBanre npodeccHoHaIbHBIX KoMIleTeHInid B cootBeTcTBUU ¢ DI'OC BO,
KOMIUIEKCA 3HAHWA, yYMEHHW W HAaBBIKOB B O0JACTH OpraHHW3aIMH JOKYMEHTAIMOHHOTO
obOecrieueHUs YIpaBJIeHUsS HAa OCHOBE PAaIllMOHAIBHBIX, HAyYHO-OOOCHOBAHHBIX IMPUHIUIIOB H
METOJIOB €r0 COBEPIICHCTBOBaHMS, (OPMUPOBAHHUE MPOTPECCUBHOTO MOAXOAAa K PEIICHUIO
BOKHEUIIINX 3a71a4 JOKYMEHTHPOBAHUS BCEX CTOPOH yNPABJICHUYECKON NEATEILHOCTH.
1.23apaun:

YCBOEHHUE OCHOBHBIX IIOHATHA B 00JIACTH JOKYMEHTAI[MOHHOTO
obecrnieveHus TpyA0BBIX OTHOIICHUH;

M3y4eHHEe BUIOB O(UIMAIBHBIX TOKYMEHTOB M TPEOOBAaHUN K MX COCTABJICHHUIO U
oopmienuro;

ompeneseHue Croco00B JOKYMEHTHPOBAHHMS W CHCTEM JOKYMEHTAIlUU TIpH
0(OPMIICHUU TPYAOBBIX OTHOIICHHIA;

MIPUMEHEHUE TIPaBUI OPraHU3aluu PabOThI C JOKYMEHTaMH KaJpOBOU CITykKOBI,
OCBOEGHUE MOPSIJIKA OpraHU3aIiK PadoT MO ACIOMPON3BOJACTBEHHOMY O0CITYKHBAHHIO
TPYJOBBIX OTHOIIEHUI B OpraHU3alluy,;
npuobpereHne yMeHHH O(OpPMIICHUS PEKBHU3HTOB,
JTOKYMEHTOB criomoripbio [1K;

MPUMECHECHHE TIPUEMOB M CPEJICTB JICIOMPON3BOACTBA, B TOM YHCIIE

KOMITBIOTEPHOTO.

1.3 MecTo AucuMIuInHBI (MOYJIs) B CTPYKTYpe 00pa30BaTeIbHOIi MPOrpaMMbl

Hucuunnuna b1.B.02.02 «MHdpopManinoHHO-10KyMEHTalIMOHHOE 00ecTiedyeHIE TPYAOBbIX
OTHONICHHI» OTHOCUTCS K 4acTH, (JOPMUPYEMOH yUaCTHHUKAMHU OOpPa30BaTEIBHBIX OTHOIICHHUN
bnoka 1 "Iuctununsl (Moaynu)" y4eOHOTO MiiaHa.

B meroaudeckoM IiaHe MUCHIUTUIMHA OMUPACTCS HA 3HAHUS, TIOJTYyYSHHBIC ITPH U3YYCHUH
crenyrommx y4eOHbIX KypcoB: «lIpaBoBeneHme», «Pa3paboTka HOPMATHBHO-METOIUYCCKHX
JOKYMEHTOB opraHuzamumny, «Cucrema JOKYMEHTAllUU oOpraHu3anun», «OpraHuzanus u
texHoziorus JOY» u np.

1.4 Ilepedenb IUIAHMPYEMBIX Pe3y/IbTATOB O0y4YeHHs 1O JHCHHUILIAHE (MOAYJIO),

COOTHECEHHBIX ¢ IUIAHNPYEMBIMH Pe3yJIbTATAMHI OCBOECHHS 00Pa30BaTEJbLHOMH MPOrPaMMbI

N3yyenne paHHOW y4yeOHOW AMCHUUIUIMHBI HampaBleHO Ha (GOpMUPOBaHUE Y
00yJaroONUXCsl CIETYIONUX KOMIETEHIIUN

co3zaHue 11a0JIOHOB

Kox n HanMmeHnoBaHue
WHIUKaTopa™

PesynbpTaTel 00yueHus IO JUCIIUTLTHHE

YK-2 CnocodeH onpeaessiTb Kpyr 3a1a4 B paMKaXx IMOCTABJIEHHOI eJIN H BLIOHPATH ONTHMAJIbHBIE CIOCOOBI HX
pelleHus], MICX0/s1 U3 AelCTBYIOIIMX MPABOBBIX HOPM, HMEIOIIMXCS PeCYPCOB M OTPaHHUY eHHId

nyK-2.1 NYK-2.1 Onpenensier mopsaok GOPMHUPOBAHUS MIPABOBEIX HOPM, TIETH U 3aJa4H
[ToHuMaeT cymHOCTh MNPABOBBIX | HOPMATHBHBIX NPABOBBIX AKTOB
HODM, neneu u 3agaun | YK-1.2 ®opmupyer TpeOOBaHus IIPU UCTIONB30BAHUH ITPABOBBIX HOPM, 1IN U

HOPMAaTHUBHO ITPABOBBIX aKTOB 3a/1a91 HOPMATUBHBIX MIPABOBBIX dKTOB

NYK-1.2 PazpabarbiBaeT Moxo/bl MPU UCIIOIb30BaHUH MPABOBBIX HOPM, LIEIH
1 33/1a4¥ HOPMaTUBHBIX IIPAaBOBbIX AKTOB

NVYK-2.2. OcymecTBiseT IOUCK
HEOOXOIUMOIT MIPaBOBOM
uHpopmanmu  JUIS  peleHUs
po¢eCCHOHATIBHBIX 3a7ad

NYK-2.2. Omnpenenser MOWCK HEOOXOAMMOM MNpaBOBOW HH(GOPMAIMK IS
peneHust npoeCCHOHAIBHbBIX 331a4

NYK-2.2. ®opmupyer TOMCK HEOOXOIUMOH mpaBoBOW HHGOPMAIMK IS
peleHust IpoecCHOHAIBHBIX 33/1a4

NYK-2.2. Pa3pabaTeiBacT MOMCK HEOOXOAUMOW MPaBOBOM HMH(OPMAIMH IS
penreHust podeCCHOHABHBIX 33124

NVYK-2.3. Ucnione3yeT MpUHIUIIBI

HpOCKTHOﬁ METOOOJIOTUN  JJIA
peuicHuss HpO(l)CCCI/IOHaJ'IBHI)IX
3aJga4

NYK-2.3. OnpeznenseT NpUHIMIBI NPOEKTHOH METOJOJOTHH Uil PEIICHHS
IpodecCHOHANBHBIX 33/1a4

NYK-2.3. ®opmupyeT NpUHIUIEI MPOEKTHOH METOMOJIOTHH JUIS PEeIIeHHs
IpodecCHOHANBHBIX 33/1a4

NVYK-2.3. PazpabarsiBaeT NPUHIUIBI IPOSKTHOW METOIOJIOTHHU JUISl PELICHUS
IpodecCHOHANBHBIX 33/1a4




Kon u Hanmenosanue
HWHAUKAaTOpa™

PC3yJ’II)TaTLI 06yquH$[ 0 JTUCHUIITIMHEC

NVYK-2.4. Bribupaer
ONTHMAJBHBI CHOCOO peIIeHUs
3a7a4, UMEIOLIUXCS PECypcoB U

NVYK-2.4. OupenenseT ONTUMAIBHBIA CIOCO0 peIIeHUs 3amad, MMEFOLTIXCS
pecypcoB U OrpaHHYCHHiA, OIICHKH PHUCKOB Ha OCHOBE MPOEKTHOTO
HHCTPYMEHTAPHsI

OTpaHUYEHUI, OIIEHKH PUCKOB Ha
OCHOBE IIPOEKTHOTO
HUHCTPYMEHTapus

NYK-2.4. ®opmupyeT onTHManbHBIN COCOO pelIeHUs 3ajad, UMEIOLIUXCS
pecypcoB M OIrpaHMYEHUN, OLEHKA PHUCKOB HA OCHOBE IIPOCKTHOIO
MHCTPYMEHTapUs

NVYK-2.4. PazpabarbsiBacT ONTHMaIBHBIH C10CO0 pEeLIEHUs 33124, UMEIOLTHXCS
pecypcoB U OrpaHMYEHHH, OIIEHKHM pPHUCKOB Ha OCHOBE HPOEKTHOTO
WHCTPYMEHTapHs

IK-2 Cnocoden k OpraHu3anv 1I0KyMEHTUPOBAHUA ynpaBnquecxoifl ACATCJIbHOCTH B Opranv3anuu

UIIK-2.1.
JIOKYMEHTUPOBAHUE

Opranusyer

UIIK-2.1. Onpenenser NOKyMEHTUPOBAaHHUE YINPABIECHUECKOM NESATENbHOCTH B
OpraHU3alIMu.

YIPaBICHIECKOH NEATENPHOCTH B
OpTaHU3ALHN.

UIIK-2.1. dopmupyeT NOKYMEHTHPOBAHHE YIPABICHYECKOH IEATEIbHOCTH B
OpraHM3alHu.

HUIIK-2.1. Pa3pabatsiBacT JOKYMEHTHPOBAHHE YIIPABICHIECKOH NEATEITHHOCTH B
OpraHH3aIHIL.

UIIK-2.2. [Ipumensier
nHpOpMaNMOHHBIE CHCTEMBI B

UIIK-2.2. Omnpenenser wWHPOPMAIMOHHBIE CHUCTEMBI B YIPaBICHYECKOM
JICATEIbHOCTH B OPTaHHU3AINN

praBJ’ICH‘IeCKOﬁ JACATCIBbHOCTHU B
OpraHu3anun

UIIK-2.2. ®opmupyer wWHPOPMAIMOHHBIE CHCTEMBI B YIPaBICHYCCKOMH
JIeATEIbHOCTH B OPTaHHU3AINN

UIIK-2.2. Pa3pabareiBaeT WHPOPMALMOHHBIE CHCTEMBI B YIPaBICHYECCKOMH
JeATEIFHOCTH B OpraHHU3alUH

PesynbraTel 00yueHUs

o JUCHUIUIMHE OJOCTUTAOTCA B PaMKaX OCYIICCTBIICHHA BCCX

BUJIOB KOHTAaKTHOM M CAMOCTOSITENIbHOM pabOThl 00y4arOIIKXCsl B COOTBETCTBUH C YTBEPKICHHBIM

y4eOHBIM IJIAHOM.
Nuaukaropel

JOCTHKCHUA

KOMIIETEHIIMA ~ CUMTAOTCS  C(OPMHUPOBAHHBIMH  MpU

JOCTHKCHUH COOTBETCTBYIOIIUX MM PE3yJIbTaTOB OOYYEHHUS.
2. CTpyKTypa M cofiep:KaHue IMCHHIJIHHbI
2.1 PacnipenesieHne TPYA0EMKOCTH AUCUMIIMHBI IO BUAaM padoT
OO1iast TPyA0EMKOCTh AMCIUILUIMHBI cocTaBisgeT 3 3aueTHbIX eauuul] (108 uacos), ux
acrpeielieHue 10 BUiaM paboT MpescTaBlIeHo B Ta0iuIe

Bunsr padot Bcero ®Dopma o0yueHHs
4acoB OYHO- 3a04Hast
OYHast
3a04Hast
X X X
6 cemectp
ceMecTp ceMecTp Kypc
(gacsr)
(gacsl) (gacsr) (gacsr)

KoHnTakTHas padoTa, B TOM 4HCJIe:
AyauTopHble 3aHATHS (BCETr0): 64 64
3aHSITHS JEKIIMOHHOTO THUIA 32 32
J1a00pATOPHBIC 3aHATHUS - -
ITPAKTUYCCKUEC 3aHATUA - -
CEeMHUHAPCKHUE 3aHITHSI 32 32
HNHasi kKoHTaKTHas padoTa: - -
KonTtpomns camocTosTenbHOM paboThI
(KCP)
[IpomexxyTounas arrecrarus (MKP) 0,2 0,2
CamocTosiTeqbHasi paboTa, B TOM

SIS 438 43,8
qucJie:
Pedepar/acce (moaroToska) 8 8
CaMocCTosTeNIbHOE H3y4YeHHE pa3JielioB, 30 30
CaMOIIO/ITOTOBKA
IToAroTOBKA K TECTUPOBAHHIO 5,8 5,8
KoHTpoJb:
IToaroTroBka K 3K3aMeHy

| gac. 108




O6man B TOM 4YHCJIe

TPYA0EMKOCTH KOHTAKTHAasA 64,2 64,2
padota
3a4. e 3

2.2 Copep:xanne TUCUUIIMHBI

Pacripenenenne Bu10B yaeOHOM paOOThI U UX TPYJOEMKOCTH IO pa3fiesiaM AUCIUILTUHBL.
Pasgenbl (TeMbl) AMCHUIUIMHBI, M3y4daeMble B 6 cemectpax (3 kypce) (ounas dopma

o0yueHwsl)
KonnuecTBo yacos
Bueayaur
Ne HaunmenoBanue paznenos (Tem) AyRuTOpHaS op}fa;l
Bcero pabota
pabota
JI 113 JIP CPC
1 Paznen.1 TlonsTre u 3Ha4eHNE TOKYMEHTAIIMOHHOTO 11 11 ) 15
" |obecrieueHus ynpaBJIeHHUS IEPCOHATIOM
2 Paznen 2. OcHOBBI TOKYMEHTAIIHOHHOT'O 00ECTICYeHHS 1 11 i 15
YIIPaBJICHHS IEPCOHATIOM
3. Paznen 3. Cucremaruzanus 1 XpaHeHHE JOKYMEHTOBKAIPOBOU 10 10 i 138
CITY)KOBI
UTOI O no pazdenam oucyuniumvl 32 32 - 43,8
KoHTpoas camocTosrensHol padoTsl (KCP) -
IIpomexxyTounas arrectanus (MKP) 0,2 -
O6mas TpyJ0eMKOCTh O JUCITMILTHHE 108 -
[Tpumeuanue: JI — nekmuwm, 113 — mpaktudeckue 3aHsatus / cemuHapsl, JIP — maGopaTopHbie

sanstus, CPC — camocrositenbHas paboTa CTyieHTa
2.3 Conep:xanue pa3iesioB (TeM) THCHUTLTHHBI
2.3.1 3aHATHA JEKIMOHHOTO THIIA

HanmenoBanune ®opMa TEeKyIIEero
Ne Coneprxanue pazaena
paszzmena KOHTPOJIA
1 2 3 4
Paznen 1. IlonsiTue u 3HAYeHHE JOKYMEHTAIMOHHOIO 00ecmedYeHNsl YIPABJIEHUs IEePCOHAIOM
Beenenue B Kypc O6miee  mpencraBinenwe  kypca. Haswauenme wu |I[IpopaGotka
cogepikanne kypca. CBsa3p Kypca ¢ y4eOHBIMHU |ydeOHOIO
JIUCUMIUIMHAMHU. 3HAaueHHEe Kypca B HOJTOTOBKE |(TEOpETUYECKOTO)
CHENIHATUCTOB TI0 YIIPABICHHUIO TIEPCOHATIOM Matepuana
[onsTHe [oHATHA «TOKYMEHT», «TOKYMEHTOO00POTY, [IpopaboTka
JOKYMEHTAalMOHHOTO «IIOKYMEHTAIMOHHOE 00eCIICUCHNE YIIPABICHIID». y4eGHOTO
obecrieueHus OcHOBHBIE TPeOOBaHUS, MPENBSIBISIEMBIE K (TeopeTH4ecKoro)
YIpaBJIEHUS o(opMITeHHIO JOKYMEHTAINH, TIPELyCMOTPEHHEIC Marepuana
TIEPCOHAJIOM. lNocynapcTBeHHOM crcTeMOl TOKYMEHTAIMOHHOTO
Tpeboranus, obecnieuenus ynpasienus [OCT P 7.0.97-2016.
MPENbIBIIAEMBIE K [Mopsimox 06pabOTKH U PETUCTPALUN TOKYMEHTOB, X
odopmiteHHIO uHAeKcanuy. PerucrpanoHHbie (OPMBI U HX
JIOKyMEHTOB 3anonHeHue. KoHTposb UCTIONHEHHS JOKYMEHTOB.
OCHOBHBIE OTJINYHUS B IOATOTOBKE MPOCTHIX U
CIIOKHBIX TIPUKA30B. YUeT CeIUPHKH
PacHopsIAUTENILHOTO JEMCTBUS IIPU COCTaBICHUN
MPUKA30B I10 [IPUEMY, IIEPEBOLY, YBOJIBHEHUIO
paboTtHuKOB. [Topsiiok BU3UPOBAHMSI TPUKA30B T10
JINYHOMY COCTaBY, MX PETUCTPALIMHU.
CoctaB U BH[IBI [TonsiTue u 3HaUEHUE KaJPOBOW JOKYMEHTALIUH. [IpopaboTka
KaJpoBOH Knaccuduxamus xagposoit fokymenTanuu. OCHOBHBIE  |yueGHOTO
JIOKYMEHTAIUH BUJIbI JIOKYMEHTOB KaJIPOBOM CITyKObI, 0COOCHHOCTH HX
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COCTaBJICHHUA. HOpMaTI/IBHO-HpaBOBaﬂ 6333,
PEriIaMCHTUPYIOII A pa3pa60TI<y KaJapOBbIX
JOKYMCHTOB.

(TeopeTHIecKoro)
Marepuaia

Paznen 2. OcHOBBI AOKYMECHTAIIMOHHOT'0 odecneveHus YupaBJjieHUsd I

€pCoHAJIOM

TpeboBanus k
COZICPKAHUIO
oopmeHuo
JIOKAJTbHBIX
HOPMaTHBHBIX aKTOB
T0 YIIPaBJIEHHIO
MIEPCOHAIOM

[tatHoe pacnucanue (ct. 57 Tpynosoro Konekca
P®)- dopma mraTHoro pacnucanus (popma T-3)
yTBEpIKIeHa mocTaHoBieHneM [ ockomcTara Poccun ot
5 auBaps 2004 roga Nel.

[IpaBuina BHYTpEHHETO TPYIOBOTO PACHOPSIKA KaK
JIOKAJIBHBIA HOPMATHBHO-TIPABOBOM aKT,
KOHKPETH3UPYIOIIHUH MOPSIOK PETyITHPOBAHHSI
KITIOYEBBIX BOIIPOCOB COLUATBLHO-TPYAOBBIX
OTHOIICHUH Ha npeanpusatun. OOMIHi MOPSITOK
MOATOTOBKH JIOKYMEHTa B cOOTBeTCTBHHU co cT. 190 TK
P®. Ocobennoctn ohopMiIeHUs IPaBUII BHYTPEHHETO
TPYIOBOTO PacIOpsIKa, COIepKaHUE BOIIPOCOB,
KOTOPBIE OTPa)XatoTCs B IPaBIIIaX BHYTPEHHETO
TPYIOBOTO PaCIIOPsIKA.

OcobennocTr 00palleHus ¢ IepCOHANBHBIMH JAHHBIMH
PabOTHHUKOB B COOTBETCTBHH C MOJIOKEHUSIMH TJIaBbI 14
TK P®. TpeboBanus k 00paboTKe epCOHATBHBIX
JTaHHBIX paboTHWKA. [IpaBwiia nepeaaun HHGOPMAITUH,
coJeprkaleii cBeIeHusI 0 paOOTHHUKE, TPETHUM JIHIIAM.
OTBETCTBEHHOCTH JODKHOCTHBIX JIHII, BAHOBHBIX B
HaApPYIICHUH HOPM, PETYJIMPYIONIUX MOTyYCHNUE,
00pabOTKy M 3alUTy NePCOHATBHBIX JAHHBIX
paboTHuka. MHCTPYKIMS O TOKYMEHTAIIHOHHOMY
00ECIICUCHHIO YIPABIICHUS IEPCOHATIOM MPSATIPHUSATHSL.
CTpyKTypa U coAepiKaHHe pa3/eoB JaHHOTO
JOKYMEHTA.

ITpopaboTka
y4eOHOro
(TeopeTHIecKoro)
Marepuaia

T'ocynapcreennas
MHCIEKLIHS TPyAa U
npouenypa
MIPOBEICHUS IIPOBEPOK
JOKYMCHTallun
KaJpOBOH CITy>KOBI

ITostHOMOYHMS TOCYJaPCTBEHHON UHCIIEKLIUY TPY/a.
[Iponienypa v mpaBuiia MpoBEIEHUSI TPOBEPOK
COOJTFOIEHUS ICHCTBYIONIETO 3aKOHOIATeNIbCTRA. BHIbI
npoBepok. ITopsaok opopMIIeHHS MEPOTIPUATHI 11O
KOHTPOJIIO.

CocraB JOKYMEHTOB, TpEOYEMBIX OpraHaMu Ha/30pa u
KOHTPOJISL Y IPOBEAEHUH MTPOBEPOK. OTBETCTBEHHOCTh
paboTojarens 3a HapylICHHE JIEHCTBYIOIIETO
3aKOHOJIaTENILCTBA O TPY/IE U HErpaMoTHOE 0pOpMIICHHE
KaJpoBOW TOKYMEHTALNH, Bo3iaraemasi TpyI0BBIM
Konekcom PO u Konekcom 06 aAMUHUCTPATHUBHBIX
NPaBOHAPYIICHUIX

ITpopaboTka
yueOHOro
(TeopeTUIecKoro)
Marepuaia

dopMupoBaHUE U
BCACHUC JIMYHBIX OCII

Jlugnoe aeno pabOTHHUKA KaK OCHOBHOW JJOKYMEHT
MEPCOHATLHOTO YUYeTa, B KOTOPOM XpaHsTCs Hanboee
TMIOJIHBIEC CBEJICHUS O COTPYAHUKE U €T0 CITyKeOHOU
JIeSATCILHOCTH.

CocraB u oce10BaTeIbHOCTh JOKYMEHTOB JINYHOTO
nena. OcoOEHHOCTH COCTABIICHUS JOKYMEHTOB JIMYHOTO
Jleia: JUYHOTO JINCTKA M0 YYeTy KaJpOoB, AOMOJIHEHUS K
JIMYHOMY JIUCTKY, aBToOHOrpaduu u T.1. [IpaBuna
BBIJIAUM JIMYHOTO JI€JIa BO BPEMEHHOE M0JIb30BaHUE.
ITopsimok cocTaBiieHHs ONKUCH JTUYHOTO aena. [lepemaua
JIMYHOTO JIeJ1a Ha apxuBHOE XpaHeHue. CocTaBieHne
3aBEPUTENHLHON HAMMCH JINYHOTO Jieia

[Ipopabotka
y4eOHOro
(TeopeTH4ecKoro)
MaTepHana

Jlnynas xkaprouka

JInuHas kapTOoUKa Kak OCHOBHOW JOKYMEHT
MIEPCOHAIBFHOTO y4eTa paOOTHUKOB OpTaHN3aIlHH.
JIoKyMeHTBI, Ha OCHOBAaHUW KOTOPBIX 3aIOJHICTCS
JIu4Has kaprouka. [lopsgok KonupoBaHus cBeICHU B
JIMYHOH KapTouKe. 3aloIHEHUE TUYHON KapTOUKH.

[IpopaboTka
y4eOHOTrOo
(TeopeTU4ecKoro)
MaTepHana
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[Topsinok BHECEHUS UCTIPABICHUI U U3MEHEHUN B JTIMYHYIO
KapTOuKy pabOTHHKA.

JoxymeHTHpOBaHUE
MIPOLIECCOB
JIBIDKEHUS KaJpOB

JlokyMeHTHpOBaHUe TIpoliecca ABM)KEHHUS KaapoB Ha
MPEINPHUATHN KaK BaKHEHITas QyHKIUS OTaeNna KaJpoB.
Bunpr nBrmxenns kagpo. CxeMsl IpreMa, IepeBosa,
YBOJIbHEHHsI paOOTHHKOB.

Odopmitenne npuema paboTHUKOB. COCTaB IOKYMEHTOB,
TpeOyeMbIX TIpH TIpHeMe Ha padoTy B COOTBETCTBHUH C
TpynoseiM Konekcom PO.

[Mopsmox 3aKI04YeHNs TPYIOBEIX TOTOBOPOB C
MTOCTOSIHHBIMH ¥ BpEMEHHBIMH Pa0OTHHKAMH.
OcobeHHOCTH cocTaBIIeHHUs YHU(DUIIMPOBaHHBIX (GopM
MIPUKa30B I10 JINYHOMY COCTaBY, KacaroliXcs IpremMa
(dopma T-1, T-1a).

Odopminenune nepeBosa, epeMerieHns, KOMaHIUPOBaHUS
paboTHHKOB. OCOOEHHOCTH O(OPMIICHHUS U OCHOBaHHUS
Pa3IUYHBIX BUIIOB ITepeBoa (TIepeBol Ha OPyTyIo padboTy
Ha TOM XK€ IPEeANpUsATHH; IIEPEBO Ha pabOTy Ha Ipyroe
MpeANpUATHE; IEPEBO/] Ha PabOTy B IPYTYIO MECTHOCTB).
OCOOCHHOCTH COCTaBJICHUS YHU(DUITUPOBAHHBIX (hOpM
MIPHUKA30B 110 JUIYHOMY COCTaBY, KacaloIInuXcs IIepeBoIa
(popma T-5, T-5a), komanauposanus (popmsl T-9, T-9a,
T-10, T-10a). Odopmitenue otmycka. [IpaBmia u cpoku
MMOJArOTOBKH rpaduka oTimyckos (dpopma T-7).
Oco6eHHOCTH COCTaBJICHUS YHU(UIIMPOBAHHBIX (hopm
MIPUKa30B I10 JINYHOMY COCTaBY, KacaroIXCsl OTITyCKa
(dbopma T-6, T-6a).

Odopmiienne yBosbHeHHs pabOTHUKOB. OCHOBaHUS
MpeKpalleHns TPyJOBOTO JOrOBOpa B COOTBETCTBHUH C
HOpPMaMH TPYAOBOTO TPaBa; IpaBmiIa 0POPMICHHUSL
HPEKpaIICHUs TPYA0BOT0 10roBopa. OTBETCTBEHHOCTh
paboTosaTes 3a He3aKOHHOE YBOJILHEHHE PAOOTHHUKOB.
OCOOCHHOCTH COCTaBJICHUS YHU(DUITUPOBAHHBIX (OpM
MIPHUKA30B I10 JUIYHOMY COCTaBY, KACAIOIINXCS
yBoNbHeHHs PaboTHUKOB (hopmbr Ne T-8, T-8a). [Topsamok
PETUCTPALUH MTPHUKA30B 0 JHIYHOMY COCTaBY

[Ipopabotka
y4eOHOTO
(TeopeTH4ecKoro)
Marepuaia

Benenue TpynoBbix
KHIDKEK

ITonstue TpynoBoit kHKU. opMa Tpy1OBOK KHUKKH.
HopmatuBHo-MeToanueckas 0asza,
perITaMeHTHPYIOMAsI TOPSIIOK BEICHNUS, 3aIIOTHEHUSI
TPYAOBBIX KHIKEK, 0OecTieueHYsI UMU paboToIaTeNeH.
3anonHeHue cBeJieHH 0 paboTHHKE. 3aMoTHeHHE
CBEJICHUH 0 paboTe. 3anoHEHUE CBEICHHIA O
HarpakICHNH. 3aIl0JIHCHNE CBEACHUH 00 YBOJTHHEHUH
(mpexpaiiieHUH TPYAOBOTO J0roBopa). OcoOOEHHOCTH
3aITOJTHEHUSI CBEACHUH 00 YBOJIBHEHHH U IIpHUEME Ha
paboTy B CBSI3H C NIEPEBOJIOM PabOTHHUKA.
Buecenne n3mMeHeH 1 JOTIOTHEHHUH B TPYIOBYIO
KHIKKY. JlyOnukat Tpy1oBoi KHIDKKY. Beinaua
TPYAOBOI KHIKKHU IIPU YBOJIbHEHUH (IPEKpalleHUH
TPYAOBOTO IOroBOpa). BKiaaasi B TPYJOBYIO KHHXKKY.
VY4er u XpaHeHue TpyAOBbIX KHMXKEK. JlIoKyMeHTalus 1o
y4eTy OJIaHKOB TPYIOBBIX KHIKEK (IIPUXOTHO-PACXOTHAS
KHHUTA TI0 y4eTy OJaHKOB TPYAOBBIX KHIDKEK U
BKHa}IBH.Heﬁ K HUM, KHUT'A YU€Ta ABUKCHUSA TPYAOBBIX
KHIDKEK ¥ BKJIaJbIIel K HUM). OTBETCTBEHHOCTh 3a
COOITIOICHUE TTOPSITKA BEICHUS TPYIOBBIX KHIKEK.

ITpopaboTka
yueOHOro
(TeopeTUIecKoro)
Marepuaia

Paznen 3. Cucrematusammsi M XpaHeHHe TOKYMEHTOB KaJpPOBOii CJIy:KObI




HomenkaTtypa men INonsTie HOMeHKIAaTyphl Aen. Ilopsaok cocTaBaeHuUs IIpopaboTka

KaJpOBOH CITyKOBI HOMEHKJIATYPBI A€ Ka{POBOH CITy>KOBI. y4e6GHOrOo
(TeopeTH4ecKoro)
Marepuana
DopmupoBaHue A€l TpeGoBanus, IpeabABIsAEMbIE K 3ar0JIOBKAM €. ITpopaboTka
OJeMEeHTHI 3ar0JIOBKOB €. y4eOHOro

[IpaBuia rpynimmpoBKy JOKyMEHTOB B 1€s1a, 0QOPMIICHHS |(Te0peTHIecKoro)
3arojIoBKOB Jieil. [Ipu3Haku rpynnupoBKY JOKYMEHTOB B Matepuaa

Jena.
IMopsimok  moaroroBku |[Iopsmok MOATOTOBKU JOKYMEHTOB K apXUBHOMY [Tpopabotka
JIOKyMEHTOB K |xpanenmto. Kiaccnpukanus TOKyMEHTOB IO CpPOKaM y4e6HOr0
ApXMBHOMY XPaHEHHUIO |XpaHeHus. TpeboBaHuUs, IPEAbsBIIEMble APXUBHBIMU (TeopeTHYecKoro)
CITy’)kKOaMH K JOKyMEHTaM, CIaBaeMbIM B apXHB. Marepuaa
Opranusanus IpOBEICHUS IKCIEPTU3bI HEHHOCTH
JIOKYMEHTOB.

YactuuHoe u nosHoe opopmiteHue nen. [lopsmgox
oopmIIeHHsI 00JIOKEK JIeJ TOCTOSTHHOTO M BPEMEHHOTO
cpokoB xpaHeHus. CocTaBieHne u 0popMIIeHHE ONUCei
nen. CocTaBiieHne 3aBEepUTEIILHOM HaIIUCH Jielia.
AJIMUHUCTpATHBHASI OTBETCTBEHHOCTD 32 HAPYIICHHE
JICUCTBYIONIET0 3aKOHO/IATENIHCTBA [0 APXUBHOMY JIEITy.

2.3.2 3aHATHSA CEMHUHAPCKOr0 TUNA (IPAKTHYeCKHe / CEeMUHAPCKHE 3aHATHSA)
OIIeHI/IBaHI/Ie MMPAKTUYCCKUX Sa}:[aHI/Iﬁ BXOJUT B HAKOIJICHHYIO OLICHKY.

HaumenoBanne TeMarnka MpakTHYECKUX 3aHATHI dopma TeKyIIero
pasnena (cemMuHapoOB) KOHTPOJIA
2 3 4
Paznen 1 Ilousitue n |TpeGoBanusi k oopMIIEHHIO JOKYMEHTOB: IIpoBonutcs B
3HaYeHue 0030p HOPMATHBHO-TIPABOBO 0a3bl TOKYMEHTAIIMOHHOTO |(hopMe
JOKYMEHTAIHOHHOro |oOecmedenwns ympasienus. [OCT P 7.0.97-2016. MPaKTHYECKOTO
odecnmeueHHnst [TonsTue pekBU3NTa JOKYMEHTA, TPEOOBAHMS, 3AHSTHUS,
ynpaBJieHUst MpeIbIBIIEMBIE K O(OPMIICHUIO PEKBU3UTOB H MX MpearoiaraeT
MEepPCOHATIOM PAacIIONOXKCHUIO Ha OTaHKE TOKYMEHTA. aHaJm3
IIpunanue JOKYMEHTY FOPUAUUECKON CUIIBL. CHUTYallMOHHBIX
CuryanuonHoe 3ananue «Omuoku B 0opMIICHUH 3a/laHui.
JIOKYMCHTOB

CocTaB u BUIBI KA/IPOBOii IOKYMEHTAINH

OCHOBHBIE KJTACCHU(HMKAIIMHA KJIPOBBIX TOKYMEHTOB.
[Tpuka3el 0 TMYHOMY COCTaBY KaKk OCHOBHOM
pacopsSIUTEeNLHBINA JJOKYMEHT, COCTABIISICMBIH B MpoIiecce
JIOKyMEHTHPOBaHUs (YHKIIMH KaIpOBOU CITYKOBI.
CurtyalmoHHOE 3aJjaHue « AHAJIN3 KaJpOBOM
JOKYMEHTAIMH 10 (DYHKLUSIM yTIPABIICHUS IIEPCOHATIOM»

Pazpen |1 TpebGoBanusi K COIEPKAHUIO U O(POPMIIEHHIO [Tposoautes B

OcHOBBI JIOKAJLHBIX HOPMATHBHBLIX AKTOB 110 YNpaBjenuio |hopme

JIOKYMEHTAIIMOHHOTO | mepconasom. CuryanuoHHoe 3ananue «OumbKu B IPAKTUYECKOTO

odecneyeHust IITaTHOM PACITUCAHHI 3aHATHS,

ylpaBJieHust CHUTyallMOHHOE 3a[IaHHueE «AYIUT MPABUI BHYTPEHHETO  |IPEATIONaraeT

EePCOHATIOM TPYOBOTO pacropsiakay CUTYalMOHHOE 3aIaHHe aHanm3
«ITonoxenne 06 00pabOTKE MEPCOHAIBHBIX JAHHBIX. |CHTYaIOHHBIX
Kakum emy OBITH?» 3a/IaHUM.

Pa3paboTka JOKYMEHTOB, KacarolIUXCsl 3alIUThI
MIEPCOHATILHBIX JIAHHBIX COTPYIHUKOB OpPTaHU3AIIH




@DopMupoOBaHHE U BeleHHE JUYHBIX JeJ.
CocTaBneHre JOKYMEHTOB JIMYHOTO Jejla COTPYTHHUKA I10
OCHOBHBIM 3TamnaM paboThI NiepcoHaa (IpuemM, nepeBo,
yBOJIbHEHHE, aTTecTanus U T.4.). CocTaBieHue
BHYTpPEHHEH OIMHCH JTOKYMEHTOB JIMYHOTO JeTia.
CocraBneHue 3aBEpUTETHHON HAITUCH.

[ToaroroBka JTUYHOTO JieNa AJIs TIepeIadrl Ha apXUBHOE
XpaHeHue.

[lonmHoe m wacTHuHOE OGOPMIICHHUE NETI.
[IpoBeneHue FKCIEPTU3BI IEHHOCTH JJOKYMEHTOB.

5 JInyHasi kKapTo4Ka.
CocTraBlieHHE TUYHOW KapTOYKK pabOTHHKA.
Bnecenne n3meHeHnit 1 NCIIPABICHUN B TUIHYIO
KapTouky. KapToTeka THYHBIX KapTOUeK: IpaBuiIa
BE/ICHUSL.
6 JlokyMeHTHpOBaHHE NMPOIECCOB IBUKEHUS KATPOB.
[omaroBas  mpomexypa  opOpPMIICHHS  OCHOBHBIX
KaJIpOBBIX Tpolueayp (mpHeM, mepeBol, MepeMelieHue,
Ipe/iocTaBIeHne OTITyCKa, KOMaH/IMPOBaHHE,
YBOJILHEHHE).
Oco6eHHOCTH OATOTOBKY MPUKA30B IO IHYHOMY
COCTaBYy.
CuryanoHHBIE 3aJjaHUsl «AHAIM3 TPYIOBOI'O
noroBopay, «lIpuem Ha paboTy», «AYIAUT YBOJIbHEHHI»
Benenne m xpaHeHWe TPYIOBBIX KHH:KEK. 3alOJHCHUE
TUTYJIFHOTO JTUCTA TPYAOBON KHIKKH.
3amonHeHue pasnena «CeefaeHus o paboTe». 3amoIHEHHE
paznena «CBefeHHs O HATPaXKICHHUIXY.
BHeceHnne n3MeHEHU U JOMOTHEHUH B TPYIOBYIO KHIDKKY.
8 Homenkiiatypa aen kaapoBoii cayxObl. Ilonsartue
HOMeHKNaTypsl jen. CocTaBieHHE HOMEHKIIATYpBI
JIeNT  KaJpOBOU CITy»XKOBI.

9 |Pazmeu IlI. dopmMupoBaHue el [TpoBoauTest B
CucremaTu3zauus u TpeboBanus, NpenbsaBIsIeMble K (HOPMUPOBAHUIO hopme
XpaHeHHe JOKYMEHTOB | el KaapoBoi ciayk0s1. @opMupoBaHne MIPaKTUIECKOTO
KaJIpOBOii CIY:KOBI 3aroJIOBKOB JETI. 3aHATHS,

npennoiaraer

10 IMopsiiok MOATOTOBKHM JOKYMEHTOB K apXHBHOMY |apanu3

XPaHCHUIO. CHUTYallHOHHBIX
[ToarortoBka JOKYMEHTOB K apXMBHOMY XPaHCHHMIO. |3ayaHmii.

[Ipn  wn3yuyeHun

JUCHMIUTMHBL ~ MOTYT  TPUMEHSITCS  3JEKTPOHHOE  00ydYeHHe,
JMCTAaHIIMOHHBIE 00pa3zoBaTebHbIe TexHoNoruu B coorBercTBuu ¢ ®I'OC BO.
2.3.3 KypcoBble paGoThl — He MPeIyCMOTPEHBI.

2.4 IlepeyeHb y4eOHO-METOAMYECKOT0 00eceYeHUs AJIs1 CAMOCTOATEIbHOH padoThl
00y4aouUXCH M0 JUCUHUILIIMHE (MOTYJII0)

[Tepedensb yueOHO-METOUIECKOTO 00ECTICUSHHS TUCITUTUINHBI 10
Ne Bug CPC BBITIOJTHEHUIO CAMOCTOSITETLHON paboThI
1 |I[IpopaboTka TEOPETHUECKOTO
MaTepuana (IIOJrOTOBKAa K
POOJICMHBIM CEMHHAPAM) Meronnueckue peKOMEHAAUMU Jil CTYIEHTOB HaIlpaBJICHUs YIpaBieHHUE
2 |BemonHeHue MIEPCOHAJIOM IO BBIITOJTHCHHIO THCEMEHHBIX pa00T, CAMOCTOSITEIBHOM PadOTHI,
WHIMBUAYAIbHBIX  3aJaHui




(moaroroBka COOOIICHHH, |yTBEPKACHHBIC KadeApod YNpaBlICHHUs IMEPCOHAIOM W OpPraHU3AllMOHHOM
MIPE3CHTALHI) TICUXOJIOTUEH

3 |IloarotoBka K  TEKyIIEMY
KOHTPOJIIO

Y4eOHO-MeTOIMYeCKHe MaTepHalibl Ui CaMOCTOSITEIBHONH pPabOThl OOydaIOMIMXCS M3
Yyciia UHBAJIMJIOB U JIML C OTPaHMYEHHBIMHM BO3MOKHOCTSAMHU 310poBbs (OB3) npenocrasistoTcs
B (hopMax, aJanTUPOBAHHBIX K OTPAHUYCHUSAM UX 37J0POBbS U BOCHPUATHS HH(DOPMAIIH:

Jlist 11 ¢ HapyIIEHUSIMU 3pEHMSL:

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

— B (hopMe 2IIEKTPOHHOTO JOKYMEHTA,

— B (popme ayauodaiina,

— B IIeyaTHOM opMe Ha si3bike bpaiins.

JUnist i1 ¢ HapyIIEHUSIMH CITyXa:

— B IIeYaTHOM ¢opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

Jist a1 ¢ HapyIIEHUSIMU OTIOPHO-/IBUTATEJIBHOTO anapaTra:

— B TieyaTHOU hopme,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA,

— B popMe ayauodaiina.

JlaHHBINA TepeyeHb MOXET ObITh KOHKPETU3MPOBAH B 3aBUCHUMOCTH OT KOHTHHI€HTA
oOyyJaroumxcsi.

3. Oopa3oBaTejibHbIe TEXHOJOIMH, NPHMeHsieMble NPH OCBOCHHUH JAUCUHMILIUHBI
(Mmonxy.Jist)

B xome wu3yueHMs OUCHMIUIMHBI IPEIyCMOTPEHO MCIIOJIB30BaHME  CIIEAYIOIIUX
00pa30BaTeNbHBIX TEXHOJOTHH: JIEKIIMH, NPAKTUYECKUE 3aHATHSA, NpoOJieMHOe oOydeHwue,
MOJyJIbHasi TE€XHOJIOTHUS, MOJAIOTOBKA NMHUCHbMEHHBIX AHAJIMTUYECKMX PabOT, CaMOCTOSATENIbHAs
paboTa CTyJeHTOB.

KoMmneTeHTHOCTHBIM MOIXO0A B paMkKax MNpenojaBaHMs TUCLHUIUIMHBI peaau3yercss B
UCTIOJIb30BaHUN HMHTEPAKTUBHBIX TEXHOJIIOTUH M AKTUBHBIX METOJOB (TIPOCKTHBIX METOMMK,
MO3rOBOIO INTypMa, pa300opa KOHKPETHBIX CHUTyalldil, aHaiaM3a IeJarorn4eckux 3ajad,
Mearorn4eckoro SKCIepuMeHTa, MHBIX (POpPM) B COUETAHUHU C BHEAYJUTOPHOU pabOTOM.

NHpopmalMoOHHbIE  TEXHOJOTMM, TPHUMEHSEMble TpPH U3YyYEHUM JAUCHUIUIUHBL:
UCTIONIb30BaHUE  HMHMOPMAIIMOHHBIX  PECYpCOB,  JOCTYNHBIX B HWH(OPMAIHUOHHO-
TEJIEKOMMYHHUKAI[MOHHOM ceTu MIHTepHeT.

AnantuBHBIE 00pa30BaTeNbHBIE TEXHOJIOTHH, IPUMEHIEMbIE IPH U3YYCHUN JUCIUTUTNHBI
— JUIA JMIl C OrPaHMYEHHBIMH BO3MOXKHOCTSMH 3[I0POBbsSl IpPEIyCMOTpEHa OpraHU3alus
KOHCYJIBTAIMH C MCIIOJIb30BAaHUEM AJIEKTPOHHON TIOYTHI.

4. OueHoYHbIE CPEACTBA AJ TeKylLIero KOHTPOJIA yCIeBaeMOCTH M IPOMeXKYTOYHOM
aTrecTanuu

OneHouyHble CpeACTBa MpeIHa3HAYeHbl MJIS1 KOHTPOJS U OLEHKH OOpa30BaTeIbHBIX
JOCTH>KEHUH 00y4JaroInXcsi, OCBOMBIIUX MTporpamMmy ydeOHo! aucturuinibl « MHpopMaiioHHo-
JIOKYMEHTAIlMOHHOE 00EeCTIeueHUE TPYIOBbIX OTHOIIEHUN».

OneHouHbIE CpeCTBA BKIKOYAET KOHTPOJIbHBIE MaTEpHaibl JUIsl IPOBEACHUS TEKyLIero
KOHTPOJIAA B (popMe TECTOBBIX 3a/laHui, JOKJIaJa-Ipe3eHTallud MO MPOOJIEMHBIM BOIpOCaM,
Pa3sHOYpPOBHEBBIX 3a/IaHUM, CUTYallMOHHBIX 3aJad U MPOMEKYTOYHOH aTTrecTauuu B (opme
BOIIPOCOB K 3K3aMEHY.

CTpyKTypa OLIEHOYHBIX CPEACTB JJIsl TeKYLIeil U MPOMEKYTOYHOM aTTecTAlluU
HaunmMmeHoBaHME OLIEHOYHOIO CPEJICTBA
PesynbraTel 00y4yeHus Texkymuit IIpomexxyTounas
KOHTPOJIb aTTecTauus

Ne | Kox u HauMeHOBaHHE
/Tl | MHOUKATOpa
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NyK-2.1

nyK-2.1 Onpenensier MOPSI0K

Bompochr mist

BOHpOC Ha 3a4€TC

IHonnmaer (OpMHpOBaHMS TIPABOBBIX HOPM, LIEJIH | YCTHOTO 1-4
CYIIHOCTH W 337a4d HOPMATHBHBIX IPABOBBIX | (IIMCHMEHHOTO)
NMpPaBOBBIX  HOPM, | aKTOB orpoca 1o TeMe,
nejged H  3aaauu pazzeny
HOPMATHBHO NYK-1.2 ®opmupyer TpeboBanust npu | Pemenue Bonpoc Ha 3auete
MPaBOBBIX AKTOB UCIIOJb30BAaHUH TIPABOBBIX HOPM, II€NM | CUTYallMOHHBIX U | 5-8
W 3a7a4d HOPMATHBHBIX IIPABOBBIX | MPAKTHYECKUX
aKTOB 3a7ad M0 IUIaHy
MIPOOIEMHOTO
ceMHHapa
HNYK-1.2 PaspadatbiBaeT moaxoanbl | [Togroroska Bonpoc Ha 3adere
NpH  HCNHOJB30BAHUU  TMPABOBBIX | COOOMICHUII MO 9-11
HOPM, LeJIM U 3224l HOPMATHBHBIX | TUIaHY
MPaBOBBIX AKTOB IPOOJIEMHOTO
ceMHHapa
HNYK-2.2. NYK-2.2. Omnpenensier nouck | Bonpocsr nis Bomnpoc Ha 3auere
OcymecTBasier HEOOX0AMMOH MPaBOBOH HH(OPMALIUK | YCTHOTO 12-14
MOMCK HEOOXOAMMOM | /uIs  pelieHuss Npo(ecCHOHANTBHBIX | (THCHMEHHOIO)
NPaBOBOIi 3a1a4 orpoca Io TeMe,
uHpopmanmn A pazzeny
peleHust NYK-2.2. ®opmupyer nouck | Pemenue Bonpoc Ha 3auete
1npodecCHOHANBHBIX | HE0OXO0MUMO NpaBoBOii | cutyanuoHHbIXx 1 | 15-20
3aaa4 uHpopmanun A pellleHust | MPaKTHYECKUX
npodgeccHOHATBHBIX 32124 3a7ad 10 IUIaHy
IPOOIEMHOTO
ceMHHapa
NVYK-2.2. PazpabareiBaer mouck | [logroroka Bormpoc Ha 3auere
HE00X0AUMOH MPaBOBOI HH(pOPMAIIMK | COOOIICHUIT MO 21-25
JUIL  pemieHus pOoQeCcCHOHANBHBIX | TUIaHYy
3a1a4 IIPOOIEMHOTO
ceMHHapa
NYK-2.3. NYK-2.3. Omnpenensier nupuHuunsl | Borpocs! mis Bonpoc Ha 3auete
Hcnoas3yer HPOEKTHOM METOJI0JI0TUH JUIsl | YCTHOTO 26-30
NPUHIHIIBI peeHust poQecCHOHAIBHBIX 33/1a4 (TIMCBEMEHHOTO)
NPOEKTHOM NYK-2.3. ®dopmupyeT NpUHLUILI | OPOCa IO TEME,
METONOJOTHH ISl | MPOSKTHOU METOJI0JIOTUHI JUIsl | paszeiry
peleHust peneHust MpoQecCHOHANBHBIX 33134 Pemenne
npodeccuoHanbHbIX | UYK-2.3. PaspabarbiBaeT NPUHLMILI | CHTYalHOHHBIX U
3aaa4 npoeKTHOﬁ METOI0JIOTHH I | TPaAKTUYECKUX
penreHust MpoeCCHOHATBHBIX 33124 3aja4 Mo IviaHy
IPOOIEMHOTO
CeMHHapa
NYK-2.4. NVYK-2.4. Onpenensier ontuManbsHblil | Borpocs! mis Bomnpoc Ha 3auete
Brioupaer CIoco0 peleHus 3a4a4, UMEIOLIUXCsl | YCTHOTO 31-36
ONTHMAJILHBII pecypcoB U OrpaHHYEHHH, OIEHKH | (IIMCHMEHHOTIO)
cnocod pellleHUs] | PUCKOB HAa OCHOBE MPOEKTHOTO | OIpoca MO TeMe,
3a7a4, MMEIOINMXCSl | MHCTpPYMEHTapus pazneiny
pecypcoB u | UVK-2.4. ®opmupyer onTuMmaibHblil | Pemenne
OrpaHuYeHmuii, CIoco0 peleHus 3aj1a4d, UMEIOUIUXCs | CUTYAl[MOHHBIX U
OLICHKH PHCKOB HA | pECypCcOB U OIPAaHWYEHUH, OIEHKH | MPAKTUYECKHX
OCHOBE IPOEKTHOr0 | PUCKOB HAa OCHOBE MPOEKTHOIO | 3aj1ad IO IUIaHy
HHCTPYMeHTApHUS WHCTPYMEHTapHs po0JIeMHOTO
NYK-2.4. PaspabarsiBaer | ceMHHapa
OINITHMAJIBHBIH CII0CO0 perIeHus 3a1ad,
HMEIOIINXCS pecypcoB "
OTpaHHMYEHH, OLEHKH pPHCKOB Ha
OCHOBE IPOEKTHOI'0 HHCTPYMEHTAPHSI
WIIK-2.1. HIIK-2.1. Onpenensier | Bonpocs yis Bomnpoc Ha 3auere
Opranuzyer JIOKyMEHTUPOBAaHUE  YIIPABJIEHYECKON | YCTHOTO 37-41
JOKyMEHTHPOBaHHE JICATENLHOCTH B OpPraHHU3alUH. (nMChMEHHOT0)
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yIpaBJIEHUECKON HIIK-2.1. dopmupyeT | ompoca 1o Teme,
JESTENbHOCTH B | JOKYMEHTHPOBAaHUE YIPABICHUYECKON | pasferny
OpraHHU3alHH. JIeATeNIbHOCTH B OpraHU3allH. Pemenne
WIIK-2.1. PaspabatpiBacT | CUTYallUOHHBIX U
JOKYMEHTUPOBaHHE  YIPABJICHYECKOH | MPAKTHYECKUX
JeATENFHOCTH B OpraHHU3alUH. 3ajad 10 IJIaHy
MIPOOIEMHOTO
ceMHHapa
HIIK-2.2. UIIK-2.2. Omnpenensier | Bonpocsr ms Bonpoc Ha 3adere
[pumensier WHPOPMALNOHHBIE CHUCTEMBI B | YCTHOTO 42-45
HH(pOpPMALMOHHbIE | YIPABICHYECKOH AEATEIBHOCTH B | (ITMCBMEHHOTIO)
CHCTEeMbI B | OpraHM3aLuH orpoca 1o TeMe,
yIpaBJ/ieH4ecKoi HIIK-2.2. @opmupyet | pasmeny
10 | AeATEIBHOCTH B I/IH(bOpMElLIPIOHHE;IC CHCTEMBI B | Peenue
OpraHu3anuu YIPaBIEHYECKOW  JESTENHOCTH B | CUTYyallMOHHBIX M
OpraHM3aIuu MPaKTHYECKUX
HUIIK-2.2. PaspabateiBaer | 3a[a4 Mo IiaHy
UH(POPMAIUOHHBIC CHUCTEMBbI B | MpoOIEMHOrO
YIPAaBICHUYECKOW  JEATEIIbHOCTM B | CEMHUHAapa
OpraHu3aluu

HOK333TCJII/I, KPUTEPHUHA U IIIKAJA OCHKHA C(l)OpMI/IpOBaHHI)IX KOMIIeTeHI Uil

Kox n HanmenoBaHue
WHIUKATOpa

CooTBeTCTBUE YPOBHEHN OCBOCHHS KOMIIETCHIIMY TUIAHUPYEMBIM pe3ysIbTaTaM
00y4eHHs U KPUTEPUSIM UX OLICHUBAHUS

IOPOTOBBIN 6a30BbIif IPOJBUHYTHII
Ornenka
Y 10BIETBOPUTETHHO XopoIio/3auTeHO OTIUYHO /3aYTECHO
/3a4TeHO

YK-2 CnocodeH onpenesiTh KPYT 3a/1a4 B pAMKAX MOCTABJIEHHO 11eJIH ¥ BLIOUPATH ONTHMAJIBHBIE CIIOCOOBI
HX pelleHust, UCXO/s U3 JefiCTBYIONINX NPABOBBLIX HOPM, MMEIOIIMXCS PeCYPCOB U OrpaHMYeHU

nyK-2.1 NyK-2.1 Omnpenenster | UYK-1.2 ®opmupyer | UYK-1.2  PaspabateiBacT
IMonnmaer CYIIHOCTH | MOpARoK  (popMupoBanus | TpeOoBaHMS TIPH | TIOZIXOJIBI Tpu
MIPAaBOBBIX HOPM, [IEJI€H U | MPAaBOBBIX HOPM, LEMH M | MCHOJIb30BaHHU WCTIOJNB30BAaHNH  TIPABOBBIX
3a71a4u HOPMaTHBHO | 3a/laudl HOPMATHBHBIX | NPaBOBBIX HOPM, IIENM M | HOPM, LeNd U 3aJadu
TIPAaBOBBIX AKTOB MPaBOBBIX aKTOB 331491 HOPMATHBHBIX | HOPMAaTHBHBIX  NPaBOBBIX
MPaBOBBIX aKTOB aKTOB
NYK-2.2. Ocymectpnsier | UYK-2.2. Omnpenensier | UYK-2.2.  ®opmupyer | UYK-2.2. Pa3pabarsiBacT
IIOUCK HEOOXOANMOHN | MOUCK HEOOXOANMOMN | MOUCK HEOOXOIUMOHN | TIOUCK HEo0X0uMOMH
NpaBOBO HH(pOpPMaNMU | MpaBoBOi  MH(GOPMAIMK | IPAaBOBOM HMH(OpMAIMHU | MPaBOBOl  MHpOpMAIMK
JUIst peuieHust | st peuieHus | st pewenus | st peuieHus
npodeccCHOHANBHBIX npodeccHoHaNbHBIX 33/1a4 | MPOoeCcCHOHATBHBIX npodeccroHaNBHBIX 3a/1a4
3a1adq 3a1a4
NYK-2.3. HUcnomnesyer | MYK-2.3. Ompepnensier | UYK-2.3.  ®opmupyer | UYK-2.3. PaspabatsiBaer
NPUHOUIBL  TIPOEKTHOW | TPHHIMITBI MIPOEKTHOHM | MPUHIMOBI  TPOEKTHOW | MPUHIUIIEI MPOEKTHOH
METO/I0JIOT U JUIs | METOJOJIOTHH JUISL | METOIOJIOTHH JUISl | METOZIOJIOTHH JUISL
pereHus peneHus pemeHus pemeHuns
IpodecCHOHANBHBIX npodeccHOHANBHBIX 33/1a4 | MPOQeCcCHOHAIBHBIX MpodeCCHOHANBHBIX 33/1a4
3a1aq 3a1a4
NVK-2.4. Bribupaer | UYK-2.4. Ompepnensier | UYK-2.4.  ®opmupyer | UYK-2.4. PaspabatsiBaer
ONTHMAIBHBI  Ccroco0 | ONTUMaJIbHBINA croco0 | ONTHMaJIBHBIA  croco0 | ONTUMAaJIBHBINA crocob
peteHus 3aja4, | peleHus 3aja4, | peleHus 3aja4, | pelieHus 3ajad,
HUMEIOLINXCSl PECYPCOB U | MMEIOIIMXCS PECYpCOB M | MMEIOIIUXCSI PECYPCOB U | MMEIOILIMXCS PECypcoB U
OrpaHMYEHUN,  OIEHKHU | OTpaHUYECHUH, OLIEHKH | OIpaHUYEHUN,  OIEHKH | OTpaHUYEHUH, OLICHKH
PHCKOB  Ha  OCHOBE | PHUCKOB Ha OCHOBE | pUCKOB ~ Ha  OCHOBE | PHCKOB Ha OCHOBE
MIPOEKTHOTO MPOEKTHOT'O MPOEKTHOT'O HPOEKTHOTO
HHCTPYMEHTapHUs MHCTPYMEHTApUsI MHCTPYMEHTapUsI UHCTPYMEHTapusi

IIK-2 CniocodeH k opraHu3anuy J0KyMEeHTHPOBAHMSI YIIPABJIEHYECKOIi 1eSITeJILHOCTH B OPraHU3alluK
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WIIK-2.1.  Opranumsyer | UITK-2.1. Ompepensier | UTIK-2.1.  ®opmupyer | MIIK-2.1. PazpabarsiBaer

JOKyMEHTHPOBaHNE JIOKyMEHTUPOBaHNE JIOKyMEHTUPOBaHHE JOKyMEHTHUpPOBaHHE
yIpaBIeHYECKOH yIpaBIeHYECKOI yIpaBIeHYECKOI yIpaBIeHYECKO
JIeATEeTIbHOCTH B | AEATENBHOCTU B | AEATENBHOCTU B | JEATEIbHOCTH B
OpraHHU3alHH. OpraHM3aIyu. OpraHU3aIHH. OpraHH3aLyHy.

UIIK-2.2.  Ilpumensier | UIIK-2.2. Ompepnensier | UI1K-2.2.  ®opmupyer | UIIK-2.2. PaspabateiBaer

WHPOPMALINOHHBIE WHPOPMALMOHHBIC HHPOPMALNOHHBIC WHPOPMALNOHHBIE
CHCTEMBI B | CHCTEMBI B | CHCTEMBI B | CHCTEMBI B
YIIpaBJIEHYECKON YIIPABJIEHYECKOU YIIPABJIEHYECKOU YIPaBJIEHYECKOU
JEATETbHOCTH B | IESTEIBHOCTH B | IESATEIBHOCTH B | AEATEIBHOCTH B
OpTaHH3aIix OpTaHM3aIN OpTaHH3aIN OpTaHM3aINH

TunoBbie KOHTPOJIbHBIC 3a/laHUf MJIH HHBIC MaTepHaJIbl, HCOﬁXOI[I/IMbIe JIsA

OICHKH 3HaHHﬁ, yMeHHﬁ, HAaBBbIKOB H (I/I.TII/I) OnbITa JC€ATCJIBHOCTH, XaPaAKTCPU3YIOIIIUX

3Tanbl

¢dopmMupoBaHusi KOMIETEHHUI B IMpolecce OCBOeHUsI 00pa3oBaTeIbLHOM

NPOrpaMMblI

4.1.1. Bompocsl no mnpobsemHomMy cemuHapy «CocTaB W BHIAbI KaJIpOBOM

AOKYMEeHTAIUI)

1. Cnyx06a 1OKyMEHTAIIMOHHOTO 00CCIICUCHHUS YIIPABIICHHUS, 1IeJIH, 3314, (PYHKIIMH.

2. Tpwu dhopmbI OpraHu3anuy JeIOMPOU3BOACTRA.

3. Bxopsiiue TOKYMEHTBI, MPOILECCE ABUKEHHUSL.

4.  Hcxopnsiue TOKYMEHTBI, TPOIeCcCe IBUKCHUS.

5 Perucrpanus u unaexcamus 10KyMEHTOB, OIpe/ieJIeHUE, TPUHIUIIBI BHITOJIHEHUS,
byHKIIH.

6. Howmenkiarypa aen, onpeesieHue, BUAbl, MOPAI0K COCTaBICHUS, (yHKIIUH.

7.  ®opmupoBaHHE JIeN, IPEAHA3HAYCHUE, dTAIIbI.

8.  OpraHu3zaioHHO — IPaBOBasi JTIOKyMEHTAIMsI, ONIpeiesieH e, TpeHa3HaueHUE.

9.  PacnopsauTenbHBIE TOKYMEHTHI, ONpe/IeNieHHE, TIpeHa3HaueHNUE.

10. HMupopmanmoHHO - CIIpaBOYHbBIE JOKYMEHTHI ONIPE/eNICHNE, TPeAHa3HAuCHHE.

11. Vcras, npenHa3HadeHue, CTpyKTypa, TpeOOBaHHS K 0(OPMIICHHUIO.

12 [TonoxeHne 0 CTPYKTYpPHOM TIOpa3IeIeHUH, IPeAHa3HaYeHNE, CTPYKTYypa, TpeOOBaHUS
K 0(pOPMIICHHIO.

13.  JloymKHOCTHAs MHCTPYKIMS, TIpeIHa3HAYCHUE, CTPYKTYpa, TPeOOBaHHs K 0(OPMIICHHUIO.

14. IlltatHOe pacmnmcanue, NpeAHAa3HAYCHHE, CTPYKTYpa, TpeOOBaHUS K OQOPMIIEHHIO.

15. TlIporenypa u3maHus nmpukasa.

16. TIpomemypa co3maHus MPOTOKOIA.

17.  Jloxnamuas 3ammcka, onpeeseH e, HOPsAI0K COCTABICHUS, TPeOOBaHUS K O(OPMIICHHIO.

18. Cnyxe6Has 3amucka onpeseneHue, mopsaoK COCTaBIeH s, TpeOOBaHks K 0)OPMIICHHIO.

19, OOBscHUTETbHAS 3aITUCKa ONpEIeTICHUE, TOPSAOK COCTaBIEHUS, TPEOOBAHUS K
0(OPMIICHHUIO.

20. PexomeHaTepHOE MUCBMO ONpeieTIeHNE, MOPSI0K COCTaBICHUS, TPEOOBaHUS K

0(pOpMIIEHHIO.

21, Yuauduxams GopMm J0KyMEHTOB, CYyITHOCTh, (QYHKIMH, TpUHIMI poBeneHus (Tabens
dbopm, Ate6oM Gopm).

22. AXT ¥ cripaBKa MpeHa3HaYeHue, COCTaBICHNE, PEKBU3HUTHL.

23. Anroput™m mpuema Ha paboTy.

24.  AnropuTM mepeBoja Ha JpYyryro pabory.

25. AJropuT™M YBOJIBHEHHUS COTPYTHHUKA.

26. AJropuT™M MpEeIOCTaBICHUS OTITYCKA.
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27. Jluunast kapTouka T-2, HOPSIOK 3aMOTHCHUSL.

28, TpynoBoii 10roBop, CTPYKTYpa, MpeAHa3HAYeHUE, 0COOCHHOCTH COCTABJICHUS U
TIOJIITHCAHUSI.

29. Benenue TPYA0BON KHIKKH: OOIINE ITOJOMKEHUS.

30. Bxuampli 1 1yOIHKAT B TPYAOBYIO KHUKKY, YCIOBHS BBIIa4H, AITOPHTM 3al0THCHUSI.

31. JloBepeHHOCTH Ha MOTyUYECHHE MATCPHAITBHBIX [IEHHOCTEIA.
32.  OdopmiieHue JIUYHOTO Jiesla COTPYIHUKA.
33. Tlopsimok XpaHEeHUsI JOKYMCHTOB U MEPEIadu B apXUB.
34. JloxyMeHTAuusi 1O MOONIPEHUIO PAOOTHUKOB M TUCIUILTMHAPHBIM B3BICKAHHSIM.
Ilepeuensv yacmu komnemeHyuti, NPOGEPIEMbIX OYEHOUHBIM CPEOCNBOM:
NVYK-2.1. [loHumaer CyIIHOCTb IIPABOBBIX HOPM, LIEJIM U 3a/a4d HOPMATHUBHBIX IPaBOBBIX
aKTOB,;
NYK-2.2. OcymecTBiseT MOUCK HEOOXOAMMOW NpPaBOBOW HH(GOPMAIUK Ui pPELICHUS
npodeccuoHaIbHBIX 33/au,;
NYK-2.3. Mcrionb3yeT NpUHIUITBI POEKTHOW METOIOJIOTHH JUIS PEUICHUs TPO(EeCCHOHATBHBIX
3ajady;
4.1.2 Coo0ureHHs COTJIACHO MJIAHY MPO006JEeMHOI0 ceMUHapa

1. Cozpaiite WORD - nokymenT ¢opmara A-4 coriacHo mnpaBuwiaMm o(opmileHus
KOHCTPYKLIMOHHOM CETKH C Pa3jIN4YHbIMU PEKBU3UTAMH.

2. CornmacHO mpaBWiIaM IIOCTPOEHMsI TEKCTa PACIOPSAUTENBHOIO JOKYMEHTa
NPUBEIUTEIIPUMED TEKCTa TOKYMEHTa (HarevyaraiiTe TeKCT Ha JiucTe popmara A4).

3. Yem orimyaercs opopMiIeHHE MpHUKaza MO JIMYHOMY cocTaBy? B paziauuHbIx
MCTOYHUKAX HainuTe oOpaselr mpukasa 1o JUYHOMY COCTaBy (pacrneuyaTaTh Ha Jiucte ¢opmara
A4).

4. Ucnonw3ys matepuan u3 [Ipunoxenus 1 «PexoMenanuu rno ucmnonb30BaHUIO IPU
HalMCaHUM JIOKYMEHTOB OT/ENbHBIX Hauboyiee 4acTo YHOTPEOJIIEMBIX CIOB M YCTOWYMBBIX
COUYETaHMI» coCTaBbTE 3 pa3NUYHBIX JOKYMEHTa (IIMChbMO, IpUKa3, akT u 1p.). Opopmurs Ha
muctax  Qopmara A4, pyuykoll HMIM MapKepoM OTMETUTh HCHOJb3yeMble CJOBa WM
CJIIOBOCOYETAaHMsI, MOANKNCATh K KaKOMYy OJIOKY peKOMEHAAlMii OTHOCUTCS (HampuUMep, oKa3amb
HOMOWb - YCTOMUUBBII 000POT peun).

Hepeqeﬂb yacmu Komnemenuuﬁ, npoeepAaemovlx OYeHOUYHbIM Cp@@CWlGOM.'

NIIK-2.1. OpranusyeTr JOKyMEHTUPOBAaHHE YIIPABICHYECKOH JIETEIbHOCTH B OpraHU3aluu

NVYK-2.1. IloHnMaeT CymHOCTh IPABOBBIX HOPM, LIETU U 33a4d HOPMAaTHBHBIX IIPABOBBIX
aKTOB;

NYK-2.2. OcymecTBiseT MOUCK HEOOXOAMMOM MpaBoBOW HHGPOPMALMU [Js pelIeHHs
npodeccuoHaNbHbIX 3a/a4;

NVK-2.3. Hcnonp3yeT  NOpUHLUIIBI  NPOEKTHOM  METOAOJOTMM s pELIEHUs
poeCCHOHAIBHBIX 3a]1aY;

4.1.3 Pemienne cuTyalimoOHHBIX 3224 10 IJIAHY IPO0JIEMHOr0 CeMHHApa
1. CocrtaBpTe U O(OpMHTE NpHUKa3bl IO OCHOBHOH JEATEIBHOCTH, B Cllydae
HE00X0IMMOCTUA00aBbTE HEJOCTAIOIIYIO HH(POPMALIUIO:

C 1enpio NpUBJIEYEHHs CIIOHCOPOB Ul 00eCeueHHs MTPOU3BOICTBEHHOM JIeSTETbHOCTH
reHepanbHbll qupekTop OO0 «Montep» (r. ExarepunOypr) O. I'. CokosnoB 20 ceHTAOps
TEKYyIIEero roja U3Aajl MpUKa3 O CO3/laHUM KOMMEPYECKOrO OTHEeNa CO CIEAYIOUIMM IITaTHBIM
COCTaBOM: KOMMEPYECKUN TUPEKTOP — 1 MIT. e/, BeAynuil crenuaiiucT — 1 mT. ea., CueruaniucT

— 1 mr. en.

I'maBHOMY Oyxrantepy npennpustus . A. I'opsiaeBy ObUIO TOPYYEHO BHECTH N3MEHECHHS
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B IITATHOE PaCIUCaHUE IPENIPHUATHS Ha 4-11 KBapTaJl TEKYILEro I'0/1a U BBIHECTH Ha YTBEPKIACHUE
HOBBIM JOKyMeHT K 1 okTs0psi. Hauanpuuky otnena xaapo T. H. WrnateeBy npenmnucano
YKOMIIJIEKTOBAHHUE OT/IeJ1a KaipaMHU € BBICIIUM 3KOHOMUYECKUM oOpa3oBaHueM K 10 okTsa0ps.

OTBETCTBEHHOCTH 32 UCIIOJIHEHHUE MPHKa3a AUPEKTOP OCTABUI 3a COOOU. JlaHHBINA MPOEKT
IIPMKa3a COCTaBIIsUI CeKpeTaphb reHepanbHoro aupexkropa M. M. Biacosa.

HepelleHb yacmu KOMI’I@WZ@HL;MIZ, npoeepsiemovlx OYeHOUYHbIM cpedcmeofw:
HIIK-2.1. OpranusyeT 10KyMEHTUPOBAHKUE YIIPABICHUECKON ACSITEIIbHOCTH B OpraHU3aluu
NIIK-2.2. [IpumeHnsieT HHPOPMALMOHHBIE CUCTEMBI B YIPABICHYECKON NEATEIHLHOCTH B

OpraHu3aluu

4.1.4 IloaroToBKa co001IeHMI 110 NJIAHY NPOOJIEMHOr0 CeMHHAPA

[Tpoanammsupyiite 'OCT P 7.0.97-2016. Cucrema ctangapToB 1Mo MH(POPMAIIHH,
OuOnMMOTeYHOMY W UW3JaTelnbcKoMy  neny. OpraHu3allMOHHO — -pacHopsIUTENbHAs
nokyMmeHTanus. TpeOoBaHusi K O(GOPMIICHHIO JOKYMEHTOB, OTBETbTE Ha CIIEQYIOIINE
BOIIPOCBI:

1) Jlaiite  ompeznenieHHE TOHATUIO  «PEKBU3UT». (CKOJIBKO PEKBU3UTOB
CYLLIECTBYET y IOKyMEHTa (110 JaHHOMY I'OCYJJapCTBEHHOMY CTaHIapTy)?

2)  Kakue TpeOoBaHMs B COOTBETCTBUH C JaHHBIM HOPMATHBHBIM JIOKYMEHTOM
JOJIKHBI IPEBABIATHCS K OJTaHKaM JOKYMEHTOB?

Hepeqenb yacmu KOMI’IGI’I’Z@HL!MZZ, npoeepsiemvlx OyeHOYHbIM cpedcmeom:

NYK-2.1. [lonnmaer CymHOCTh MPABOBBIX HOPM, L€ U 3a/a4dl HOPMATHUBHBIX IMPABOBBIX
aKTOB,

NYK-2.2. OcymectBiseT MHOUCK HEOOXOIMMOW MpaBOoBOW WHGOpMAIMU OIS pPEUICHHS
npodeccuoHaNbHbIX 3a/1a4;

NYK-2.3. Ucnonb3yeT NpUHILIUIIBI TPOSKTHON METOAOJIOTHH JIJIs pEIIeHUs TPO(heCcCHOHATBHBIX
3aj1ad;

NYK-2.4. BpiOupaer onTUMalbHBI CHOCOO pelleHus 3a/ady, HUMEIOIIUXCS PecypcoB U
OTpaHWYCHUH, OIECHKN PUCKOB HAa OCHOBE TIPOSKTHOTO HHCTPYMEHTAPHUS

4.1.5 IlpuMepHbIe BONPOCHI HTOTOBOT0 TECTUPOBaHMS (IPOBOAMTCS MO BCeM TeMaM

y4eOHOro Kypca):

Bapuant 1. (mpumep)
2. K opranu3aisioHHbIM JOKYMEHTaM OTHOCHTCSI:
A) nonoxenue 06
opranuzaiuu;b)
yKa3aHHE;
B) nporoxo.
3. PyxoBoactBo OO0 «CTpoiCyneprHBECTTOPT» PEIIMIIO0 TPU 0GOPMIICHUH MTUChMa-
OpPEUIOKEHUsT O COTPYIAHMYECTBE CBOMM mapTHepaM «HHBECTCTPONKOMKHPINY
MCIIOJIH30BaTh U300pakeHHe rocynapcTBeHHoro repba Pd.
Hackonpko npaBomMouHb! AelcTBHs pykoBoacTBa O6mectBa? [logrBepante cBOi OTBET
CCBIJIKOMHA HOPMATUBHBIC TOKYMCHTEI.

4. OdopmuTe HECKOJIBKO BUAOB pekBU3HUTa «OTMETKA O MPHIOKEHUNY:
® IPIIOKCHUH B JIOKYMEHTE HECKOJIBKO;

® IPIIIOKEHNE COPOIITIOPOBAHO;

5. Ha kakue 8u0bl 00OKyMeHmMo8 He pAcnpoCmpaHsIemcs

oeticmeuel OCT P 7.0.97-20167

a) yCTaB, MOJIOKEHHE, aKThI, TUChMa, CIIPABKU;

0) ycTaB, 3aueTHbIE KHWKKH, aKThI, TUCbMA,

CIIPABKU; B) YCTaB, MOJOXKEHUE, aKTHI,

yIOCTOBEPEHHUSI, CIIPABKH.
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6. I1o pacnonosicenuio peksu3umos auloenaom ciedyouue 8Uuobl OIAHKOS!
a) YIJIOBOW W TIPOJIOJIBHBIN;

0) yriioBoit u

LEHTPUPOBAHHBIIL; B)

YIJIOBOM U

HEHTPaIN30BaHHBIN.

HepelleHb yacmu Komnemeimud, npoeepAaemvlx OYyeHOUYRbIM cpec)cmeom:

NVYK-2.1. [loHumaer CyIIHOCTb IIPABOBBIX HOPM, LIEJIM U 3a/a4d HOPMATHUBHBIX IPaBOBBIX
aKTOB,;

NVYK-2.2. OcymecTBiseT MOUCK HEOOXOAMMOW NpPaBOBOW HH(POPMAIUK Ui pPELICHUS
npodecCHOHATIBHBIX 33/au,;

NYK-2.3. Mcronp3yeT NpUHIHUITBI TPOEKTHONW METOIOJIOTHH JUIS PEHIeHuUs MPo(ecCHOHANTBHBIX
3ajady;

3ayeTHO-IK3aMeHAIMOHHbIE MATEPHAJIBI IJ1s1 POMEKYTOYHOM aTTecTallM (324eT)

1. TlonsTHe cuCTEMBI JOKYMEHTAIMOHHOTO OOECIICUeHHUs YIPABICHHS IEPCOHATIOM.

2. TpebGoBanwusi, mpeabSIBIIEMbIC K 0)OPMIICHUIO PEKBU3UTOB KaPOBOI IOKyMEHTAIIUH.

3. Ilpmpanue qOKyMeHTaM HOPUINYECKON CHIIBL.

4. Tlopsmok 00pabOTKH U PErUCTPAIUU JTOKYMEHTOB, X WHICKCAIIUU. PerucTpanuoHHbie
(hOpMBI TOKyMEHTOB U MX 3aIll0JIHEHUE.

5. KoHTpoab UCTIONIHEHHS TOKYMEHTOB.

6. Kiaccudukanus kaIpoBbIX TOKyMEHTOB.

7. OTnMuus B MOATOTOBKE MPUKA30B IO JIMYHOMY COCTaBY M MPHUKA30B 110 OCHOBHOM
IEeITEILHOCTH.

8. HopmaruBHO-MeToam4ueckas 60a3a, periiaMeHTUPYIOMIas TIOJrOTOBKY KaJpOBOM
JOKYMEHTAIUH.

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

10. ITonsiTHE TPYAOBOTO JJOTOBOPA, 003aTEIbHBIX U JIOTIOJIHUTENBHBIX YCIOBUHA TPY10BOTO
J0TOBOpA.

11. IlpaBuna opopmieHHs PEKBU3UTOB TPYIOBOIO JOTOBOpA.

12. OcobennocTr 0OPMIICHHS KypHAIA PETUCTPALUN TPYAOBBIX JOTOBOPOB.

13. CocraB 10KyMEHTOB, TpeOyeMbIX OpraHaMu Ha30pa U KOHTPOJIS IPU MPOBEJCHUN
TIPOBEPOK.

14. Odpopmnenue nporerypsl IPOBEPKU KaJpOBOH JOKYMEHTAIUH.

15. OcoGeHHOCTH COCTaBIICHUS )KypHAJIa y4eTa MEPOTIPHUATHI IO KOHTPOJIIO.

16. Busp! npoBepok.

17. OtBercTBEHHOCTH paboTOAaTENsA U PUBNUYECKUX JIUI] HA HEHAAJIeXKalllee COCTOSIHIE
KaJpOBOH JOKYMEHTALHH.

18. Ha3HaueHre HHCTPYKIMU N0 JOKYMEHTAIIMOHHOMY 00€CIIeUeHHI0 YIIPaBIeHUs
nepconanoM. CocTaB pa3/eioB.

19. Ocobennoctu pa3pabOTKH U COCTABIEHHS IITATHOTO PACITUCAHUS.

20. [TpaBuia BHYTPEHHETO TPYIOBOTO PACHIOPs/IKA: HA3HAYEHUE U TOPSIOK 0(pOpMIICHHSI.

21. IlepcoHanbHble JaHHbIE paOOTHUKA: COOp, XpaHEHHE, OTBETCTBEHHOCTD 32
JOCTOBEPHOCTh U HE3aKOHHOE PACIPOCTPAHEHHE.

22. OCHOBHBIE HOPMATHUBHO-IIPABOBBIE aKThl, pETJIAMEHTUPYIOIINE pabOTy C TPYAOBBIMU
KHI)KKaMH paOOTHHUKOB.

23. [IpaBuia opopmiieHHs TPYAOBBIX KHIDKEK, BHECEHUS IOTIOJIHEHUS U UCTIPABJICHUH B
HETPAaBUIIFHO BHECEHHBIE 3aITHCH.

24. Tlopsi0K BBIJAUU TPYIOBOM KHIDKKH PAOOTHUKY

25. BKI1apI B TPYTOBYIO KHUKKY.

26. Brigaua qy6nukata Tpy10BOY KHHKKH

27. YdeT IBUKEHUS TPYIOBBIX KHHKEK M BKJIQBIIIEH K HUM.
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28.

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

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

Odopmnenne npuema paboTHHKOB. COCTaB JOKYMEHTOB, TPEOYEMBIX TPH MPHUEME Ha

Odopmienne nepeBojia pabOTHUKOB HA JIPYTyIO paboTy

Odopmiienne mporenypsl KOMaHIUPOBAHUS PAOOTHUKOB.

Odopmiienue oTiycka.

[TpaBuia u cpoku NOAroTOBKH rpaduka otmyckos (popma T-7).

Odopmiienne npouenypsl yBoJIbHEHUS! pAOOTHUKOB

OcobeHHoCTH cOCTaBlIeHHs YHU(PHUIMPOBAHHBIX (DOPM MPUKA30B 1O JINYHOMY COCTaBY.
dopmupoBaHUe U BeieHUE JUYHBIX Jie. CocTaB JOKYMEHTOB JIMUHOTO Jeja.

Benenue nmuunbIX kapTrodek. [IpaBuna BHECEHUS UCIIPABICHUN B TUYHBIE KAPTOUKHU.
ITonatue HomeHKIaTYpbl €. Ilopsiok cocTaBieHUsI HOMEHKIIATYPbI J1eJ KaJpOoBOH

TpeboBanust, npeabaBIsieMble K 3ar0JIOBKaM JieJl. DIeMEHTbI 3ar0JIOBKOB JIElI.

[Mopsimox popmupoBanus aen. [IpusHaku rpynmnupoBKH JOKYMEHTOB B JI€la.

[TopsA10K TOArOTOBKY JOKYMEHTOB K ApXUBHOMY XPAHEHHIO.

Knaccudukanus 1o0KyMEHTOB 1O CPOKaM XpaHEHHUS.

YactuuHoe U MoHoe opopMIIEHHE Jell.

CocraBnenue u 0popMIIEHHE ONUCEH JIe.

Opranuzanys NpoBeJEHHS KCIEPTU3bI LICHHOCTH JOKYMEHTOB.

AJIMAHHCTpPAaTUBHAsI OTBETCTBEHHOCTH 3a HApyLIEHUE ACHUCTBYIOLIETO 3aKOHO1AaTEIbCTBA

10 apXUBHOMY ACITY.

Kpurepun oueHnBanus pe3yJbTaTOB 00y4eHUs

Ouenka Kpurepun orieHMBaHMSI 110 3K3aMEHY
Bricoknii OLICHKY «OTJIMYHO»/3a4TE€HO 3aCITy’>KHBAET CTYJIEHT, OCBOMBIIHNN 3HAHMUSI,
YPOBEHB «5» YMEHHS, KOMIIETEHIIMM M TEOPETUYECKUN MaTepuan 0e3 MpoOesos;
(oTuuHO)/ BBHITIOJTHUBIIMIA BCE 3aJaHHS, TPETyCMOTPECHHBIC yYeOHBIM TUIAHOM Ha
3a4TEHO BBICOKOM Ka4eCTBEHHOM YPOBHE; MPAKTHYECKHE HaBBIKU
po(eCcCHOHATLHOTO MPUMEHEHHS] OCBOSHHBIX 3HAHUH C(DOPMHUPOBAHBI.
Cpennuii OIICHKY «XOpOII0»/3a4T€HO  3acly’KUBAaeT CTYICHT, NPAaKTHUECKU
YPOBEHB «4» MOJTHOCTHIO OCBOMBIIUH 3HAHUS, YMEHUS, KOMIIETCHIINH ¥ TCOPSTHUSCKUAN
(xopormo)/ MaTepuain, y4eOHbIe 3a/llaHds HE OIIEHEHbl MAaKCHUMAalbHBIM YHCJIOM
3a4TEHO 0ayuT0B, B OCHOBHOM C(HOPMHPOBAIT MTPAKTUICCKHIE HABBIKH.
[Toporosrii OIICHKY «YJIOBJICTBOPHUTEIHHO»/3a4TCHO 3aCTYKUBACT CTYACHT, YACTUIHO
YPOBEHB «3» ¢ mpobenaMyd OCBOMBIIMK 3HAHWS, YMEHHUS, KOMIETCHLIUH U
(YZIOBIIETBOPUTEN | TEOPETHUCCKHIA MaTepra, MHOTHE YIeOHBIC 3aJaHuUs JINOO HE BBITIOIHWUII,
bHO)/3a4TEHO 700 OHHU OILIGHEHBl YHCIOM OannoB ONMM3KUM K MHUHUMAIbHOMY,
HEKOTOPBIC MPAKTHYCCKHE HABBIKK HE CHOPMHUPOBAHHEI.
MuHUMaNbHBI | OIICHKY «HEYJOBJICTBOPUTEIILHO»/HE 3a4TEHO 3acly’KUBAaeT CTYACHT, HE
YPOBEHB «2» OCBOMBIIIVH 3HAHUS, YMEHUS, KOMIICTCHIINN U TEOPETUICCKUI MaTepHall,
(HeyIOBNETBOPUT | yueOHBbIC 3adaHHUs HE BBHINOTHII, TPAKTHUYECKUE HABBIKM HE
enbHO)/He c(OpMHUPOBAHBI.
3a4TEHO
OrneHouHBIE CpeACTBA ISl WHBAJIWAOB M JIMII C OTPAaHUYCHHBIMH BO3MOXHOCTSMHU

3I0POBBSI BEIOMPAIOTCS C YUYETOM MX WHIWBUIYATHHBIX TICUXO(PHU3NIECKUX OCOOEHHOCTEH.
— IIpY HEOOXOMMOCTH UHBATTUAAM U JIUIIaM C OTPAaHUYEHHBIMU BO3MOXXHOCTSIMU 3I0POBbSI
MPEIOCTABIIACTCS JOTOJIHUTEILHOE BpEMsI ISl MOJATOTOBKU OTBETA HA K3aMEHE;
— MPU MPOBEICHUU MPOILETYPHI OLICHUBAHUS PE3yIbTATOB 00YyUEeHUS MHBAIHU/IOB U JIUI C
OTPAaHUYEHHBIMUA BO3MOKHOCTSIMU 3JI0POBbSI MPEIYCMATPUBAETCS MCIOIb30BAHUE TEXHUYECKUX
CPEICTB, HEOOXOAUMBIX UM B CBSI3M C UX MHIUBUIYaTbHBIMUA OCOOCHHOCTSIMU,
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— TIpY HEOOXOAUMOCTH JIJISl O0YYAFOIIUXCSI ¢ OTPAHUICHHBIMUA BO3MOKHOCTSIMH 370POBBS
U WHBAJIWIOB IIpOLEypa OICHUBAHUS PE3yIbTaTOB OOYYECHHUS 10 JUCIHUILUIMHE MOKET
MIPOBOJUTHCS B HECKOJIBKO ATAITOB.

[Ipouenypa oleHUBaHUs PE3yJIbTATOB OOYYCHHS WHBAIUAOB U JIMI[ C OTPAHUYCHHBIMH
BO3MOXHOCTSIMH  3JIOPOBbSI 10 JTUCHUIUIMHE (MOJIYJIIO) TMpeIyCMaTpUBaeT IPEIOCTABICHUE
uHpopManuu B QopMmax, aJanTHPOBAHHBIX K OrPAHUYCHHSIM WX 3J0POBbS M BOCIPHUSATHUS
nHpopmanuu:

Jist 11 ¢ HapyIICHUSIME 3PEHUS:

— B I1e4aTHOW (hopMe YBEIMYCHHBIM HIPUPTOM,

— B (popMe 3IIEKTPOHHOTO TOKYMEHTA.

Jli1st JIU1 ¢ HApYIICHUSIMH CITyXa:

— B mieyaTHo opme,

— B (popMe 3IIEKTPOHHOTO IOKYMEHTA.

Jist 111 ¢ HapyIICHUSIMHA OTIOPHO-IBUTATEIILHOTO armapara:

— B IIeYaTHOM opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

JlaHHBII TEepeYeHb MOXET OBbITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHI'CHTA
o0yyJaroumxcsi.

5. [lepeveHb y4eOHOI JIUTEPATYPhl, HHPOPMANMOHHBIX PECYPCOB H TEXHOJIOTHii
5.1. YueOnas auteparypa

1. AbGynamze, /. I'. JlokymMeHTanMOHHOE oOOecrleueHUue YMpaBICHU
MEPCOHAIOM : Y4eOHHK U mpakTukyM it By30B / JI. I'. AGynamze, U. b. Beimpsokkuna, B.
M. MacnoBa. — MockBa : HznmatensctBo IOpaiir, 2020. — 299 c. — (Bsicuee
obpazoBanue). — ISBN 978-5- 534-00875-3. — Tekcr : onekrponnsii //  DBC
FOpaiit [caiit]. — URL: https://urait.ru/bcode/450813

2. beikoBa  T.A.  JloKyMeHTalMOHHOE  OOecleueHue  YIpaBJICHUS

(menonpou3BoOACTBO): yueb. mocobue s crydaeHtoB By3oB / T. A. beikoBa, T. B.
Kysuenona, JI. B. Cankuna ; mox oomr. pea. T. B. Ky3uemnosoii. - 2-¢ u3., nepepad. u Jo1I.
- M. : UHOPA-M, 2015. - 304 c

3. Ky3nenos, M. H. JlokymeHTannoHHOEe oOOecCHeueHue YIpaBIeHUs
NEPCOHAJIOM : Y4eOHUK M IPAaKTUKYM JUIs MpuKiagHoro Oakanaspuara / M. H. Ky3nernos. —
Mocksa : UznatensctBo Opaiit, 2019. — 520 c. — (bakanasp. [IpuknagHoit kypc). —
ISBN 978-5-9916-4000-8. — Tekct : anekrponnsiii // DbC IOpaiir [caiit]. — URL:
https://urait.ru/bcode/426321

4. Pa3znopoxusiit A.A. JIokyMEHTHPOBaHHUE YIIPABICHYECKOM NE€ATEIbHOCTH:
yueb. mocobue st cTy1eHTOB By30B / A. A. Paznopoxssrid. - M. : THOPA-M, 2015. - 304
c.

5. «['OCT P 7.0.97-2016. Haunonanehnsbiii cranaapt Poccuiickoit denepanun.
Cucrema craHaapToB 1o wuHpopManuu, OUOTMOTEYHOMY U H3AATEIbCKOMY JIENy.
OpraHM3anoOHHO- pPacHOpSAUTENbHAs JOKyMeHTalus. TpeOoBaHHs K O(OPMIICHHIO
nokyMmeHToB» (yTB. [Ipukazom Poccrannapra ot 08.12.2016 Ne2004-c1);

6. [TocranoBnenue ['occrangapra P® ot 03.03.2003 Ne65-ct «O mpuHATHU U
BBEJICHUU BJEWCTBUE TOCYJapCTBEHHOTo cTaHjaapra Poccuiickoit ®eneparum» (BMecTe ¢
«'OCT P 6.30- 2003. TocymapctBeHHbIH craHmapt Poccuiickoit ®enepammn.

YHuupuupoBaHHbIe CUCTEMEI JIOKYMEHTalIUH. YHaudunmpoBanHas cHUCTEMA
OpTaHU3AIMOHHO-PACTIOPSIUTEIFHON  JOKYMEHTauu. TpeboBaHUs K  OQOPMIICHUIO
JIOKYMEHTOBY);

7. «'OCT P 7.0.8-2013. HammonanpHbiii cTanaapT Poccuiickoit deneparumu.
Cucrema craHaapToB Mo uHpopManuu, OHOIMOTEYHOMY U H3JAATEIBCKOMY JETy.
Jlenonpou3BoACTBO M apXuWBHOE jeno. TepmuHbl u omnpeaeneHus» (ytB. [Ipukazom
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https://clubtk.ru/adv/BTk0n5t1
https://clubtk.ru/adv/BTk0n5t1
https://clubtk.ru/adv/BTk0n5t1
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https://clubtk.ru/adv/BTk0n5t1
https://clubtk.ru/adv/6YZM0yZ8
https://clubtk.ru/adv/6YZM0yZ8
https://clubtk.ru/adv/6YZM0yZ8
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https://clubtk.ru/adv/TGK3wBAH
https://clubtk.ru/adv/TGK3wBAH
https://clubtk.ru/adv/TGK3wBAH
https://clubtk.ru/adv/TGK3wBAH

Poccrangapra or 17.10.2013 Nel185-cr).

5.2. llepuoanyeckasi JuTepaTypa

[Tedatnsie mepuoanueckue u3gaHus BXoAAT B «llepeueHb medyaTHBIX MEPUOIUYECKUX
U3JIaHui, XpaHsALIMXCs B donne Hayunoii 6ubimorexu KyoI'Y»
https://www.kubsu.ru/ru/node/15554, W/WIA  SJIEKTPOHHBIE IEPUOAUYECKHE H3IAHHS, C
yKa3aHHeM ajJipeca caiiTa AJICKTPOHHOW BEPCHH KypHala, U3 0a3 MaHHBIX, JOCTYN K KOTOPBIM
nmeet KyoI'Y:

1. bBa3er nawnbix kommanuum «MBUC» https:/eivisoru/ 2. DnekTpoHHas OuOIMOTEKa
GREBENNIKON.RU https://grebennikon.ru/

5.3. UHTepHeT-pecypchbl, B TOM 4YHCJ€ COBPeMeHHble Npo(eccHOHATBHBIE 0a3bl
JAHHBIX U HHPOPMAIIMOHHBbIE CIIPABOYHbIE CHCTEMBI
OnekTpoHHO-0ubHoTeunbie cuctemsl (OBC):
1. O6pasosarensras miarpopma «FOPAMT» https://urait.ru/
2. ObC «YHUBEPCUTETCKA I BUBJIMOTEKA OHJIAMH» http://www.biblioclub.ru/
3. OBC «BOOK.ru» https://www.book.ru
4. OBC «ZNANIUM.COM» www.znanium.com
5. 3BC «JIAHb» https://e.lanbook.com
IIpodeccnonanbHbie 0a3bl JAHHBIX
1. BupTyanbHblii unTaNbHbIH 3251 Poccuiickoit rocynapcrBennoii oudaunorexu (PI'B) https:/Idiss.rsl.ru/;
2. XKypnan «Ycnexu dpusznueckux HayKk» (eKTpoHHas Bepcus) https://ufn.ru/;
3. M AH. ITomHOTEKCTOBAsE KOJLIEKIIMSA MaTeMaTHIeCKUX XKypHaios http://www.mathnet.ru/;
4. Kypnan «KBanToBast 2JIeKTpOHHKa» (1eKTpoHHas Bepcus) hitps://quantumelectron.lebedev.ru/arhiv/
5. Hayunas snextponnas 6ubnuoreka eLIBRARY.RU (HOB) http://www.elibrary.ru/;
6
7
8

. HartmonaspHast ssiekTpoHHas 6ubnmmoreka https://rusneb.ru/;
. IIpesunentckas 6ubmmorexa um. b.H. Ensrna https://www.prlib.ru/;

BJ CSD-Enterpris KemOpumkckoro 1eHtpa kpucramorpagpuyeckux nanubeix  (CCDC)
https://www.ccdc.cam.ac.uk/structures/;
9. BJ KypHaioB 1m0  pa3nuMuHBIM  oTpaciusiM  3HaHuii  Wiley  Journals  Database
https://onlinelibrary.wiley.com/;
10. BT eBook Collection (SAGE) — https://sk.sagepub.com/books/discipline;
11. [NomHOTEKCTOBAS KOJUIEKITUS KYPHAIOB KOMIIAHUN AMEPUKaHCKOTO Pu3ndeckoro odmiecTsa American
Physical Society (APS) https://journals.aps.org/about;
12. BT marentHoro moucka Orbit Premium edition (Questel) https://www.orbit.com/;
13. Pecypcer Springer Nature (xypuansi, kauru): https://link.springer.com/ https://www.nature.com/
https://experiments.springernature.com/sources/springer-protocols http://materials.springer.com/
14. ApxuBbl HayuyHbIX XypHaioB Ha Poccuiickoii mnardpopme HayuHbslx xkypHaioB HOUKOH
http://archive.neicon.ru/;
15. YauBepcurerckas nadopmanmonnas cucrema POCCUS (YUC Poccus) http://uisrussia.msu.ru/;
16. "Jlexktopuym TB" - Bumeonexinu BeAyIux jgekropos Poccuu http://www.lektorium.tv/;
17. B/l SciFindern (CAS) (omnnaiin-cepBuc yis Moucka WH(OpMAIMU B OOJIACTH XUMHH, OMOXHMUH,
XUMHYECKON HHKEHEPUH, MaTePHAJIOBEIEHUS, HAHOTEXHOJIOT UM, (DU3HUKH, TE€OJOTHH, METAJUTYPTUH | JIp.)
https://scifinder-n.cas.org/;
18. Freedom Collection — mosHOTEKCTOBasT KOJUIEKIIHS SJICKTPOHHBIX KYPHAIOB 110 Pa3IHYHBIM OTPACIISM
3Ha”ui n3narenscrsa Elsevier https://www.sciencedirect.com/;
19. BI Academic Reference (CNKI) (eannast momckoBas miaTopMa MO HAayYHOHCCIIEIOBATEIBCKUM
paboram KHP. TemaTuka IIOKPBIBAET BCE OCHOBHBIE JUACHUIUIMHAPHBIE obmactu
https://ar.cnki.net/ ACADREF.
HNndopmannoHHble CIPAaBOYHbIE CHCTEMbI
1. Koncynprant [lmtoc - cripaBovHasi mpaBoBasi cuctemMa (JOCTYI MO JIOKAJbHOW CETH C KOMITBIOTEPOB
OMOIMOTEKN)
Pecypcbl cBOOOAHOTO 10CTYNA
1. KubepJlenunka http://cyberleninka.ru/;
2. AMmeprKkaHCKas TlaTeHTHas 6a3a maHHbIX http://www.uspto.gov/patft/
3. MunuctepcTBO HayKH U BBICLIETO 00pa3oBaHUA Poccuiickoit ®denepaunn
https://www.minobrnauki.gov.ru/;
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4. ®enepanbusiii mopran "Poccuiickoe obpazosanune” http://www.edu.ru/;

5. Enunas xoJutekimus nudpoBeIX 06pazoBaTeIbHbIX pecypcos http://school-collection.edu.ru/

6. IIpoekt ['ocynmapcrBeHHOro MHCTUTYTa pycckoro s3bika umenn A.C. Ilymkuna "OOpa3oBaHue Ha
pycckom" https://pushkininstitute.ru/;

7. CripaBouHO-uH(popMannoHHbIi opTai "Pycckuii s3pik" hitp://gramota.ru/;

8. Ciyx0a TeMaTHIEeCKUX TOJKOBBIX ciioBapei hitp://www.glossary.ru/;

9. CrnoBapu u sHmKIoneauu http://dic.academic.ru/;

10. O6pa3zoBarenbubiii mopran "Yueba" http://www.ucheba.com/.

CoOcTBEeHHbIE )IeKTPOHHBbIE 00pa3oBaTe/ibHbIe H HH(poOpManuoHHbIEe pecypcsl Kyol'yY

1. DnexTpoHHsIii kKatanor Hayunoii 6udimorexu KyoI'Y http://megapro.kubsu.ru/MegaPro/\Web

2. OnekTpoHHas 6ubMMoTeKa TpyAoB yueHbsx Kyol'y
http://megapro.kubsu.ru/MegaPro/UserEntry?Action=ToDb&idb=6

3. OTkpbITas cpeaa MOAyIbHOTO TuHaMI4Yeckoro ooyuenus KyoI'Y https://openedu.kubsu.ru/

4. ba3a y4eOHBIX IUIAHOB, Y4eOHO-METOAMYECKUX KOMIUICKCOB, MYONMKAMA H KOH(pEPCHIHI
http://infoneeds.kubsu.ru/

5. DnexTponHHbIH apxuB qokyMeHToB KyOI'Y http://docspace.kubsu.ru/

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

JICKITMOHHOE 3aHATHE TMPEJACTaBISET COOOM CHCTEMaTHYeCKoe, IOCIIeOBATEILHOE,
MOHOJIOTHYECKOE H3JI0KEHHE MPernoiaBaTeleM-IeKTOpOM Y4eOHOro maTepuana, Kak MpaBHIIo,
TEOPETUYECKOr0 XapakTepa. Takoe 3aHATHE TMPEACTABISET COOOM DIEMEHT TEXHOJIOTHU
MpeJICTaBICHUs] y4yeOHOro Marepuana IyTeM JIOTUYECKH CTPOWHOT0, CHUCTEMATHUYECKU
MOCJIEIOBATEILHOTO U SICHOTO M3JI0KEHHUS C UCII0JIb30BAaHUEM MHTEPAKTUBHBIX 00pa30BaTEIbHBIX
TEXHOJIOTHH (MyJIbTUMEIUIHBIX, JTCKIIUU-IUCKYCCUH, JIEKIIUU-TEMOHCTPAIIUN ).

[enp sexkuuu — oOpraHu3anus UEJICHANPABICHHONW I103HABATEIBHOM JEATEIbHOCTH
00y4aromuXxcsi MO OBJIAJCHUIO MPOTPaMMHBIM MaTepHAIOM y4eOHOM AUCIUILIINHBL. UTeHue Kypca
JIEKIMI TTO3BOJISIET AaTh CBSI3aHHOE, IMOCIIEI0BATEIIbHOE U3JI0KEHNE MaTepHraia B COOTBETCTBUU C
HOBEHMIIMMHU JaHHBIMH HayKH, COOOIIMTH CIyIIATENsIM OCHOBHOE COJEp)KaHUE IMpeaMeTa B
LEITOCTHOM, CHCTEMAaTU3UPOBAHHOM BUJIE.

3amayn JEKIUU 3aKII0YaloTcs B oOecrieueHUH (GOPMHUPOBAHUS CHUCTEMBI 3HAHUW IO
y4eOHOM JUCUUIUIMHE, B YMEHHH apryMEHTHPOBAaHHO WU3JlaraTh HAy4YHBIA Marepuai, B
dbopMupoBaHun TPO(HECCHOHATBFHOTO Kpyrozopa M oOIIed KyJabTyphl, B OTPaKEHUHU e€Ile He
MOJIYYUBIIUX OCBEUICHUSI B YUEOHOU JUTEpAType HOBBIX JOCTIKCHHHM HAayKd, B ONTUMH3AIUU
Ipyrux ¢GopM opraHu3aliy y4eOHOTro mpoliiecca.

[IpakTuueckue 3aHATHUA — SABISAIOTCA (GOPMOI yueOHOW ayUTOpHOU paldoThI, B paMKax
KOTOpO (OPMUPYIOTCA, 3aKPEIUISIOTCA M TMPEJCTABIAIOTCS 3HAHUS, YMEHUS W HaBBIKH,
WHTETPUPYIONIHNE pe3yJIbTaThl OCBOCHHS KOMIIETCHIIMI Kak B JIEKIMOHHOM (opmare, Tak B
pa3nuuHbIX (opmax caMocTosATeNnbHONH paboTel. K Kakaomy 3aHATHIO MpernojaBaTesieM
bOopMyTUPYIOTCSl MPAKTHUUECKUE 3a/JaHusi, TPEOOBaHUS W METOJUYECKHE PEKOMEHIAINH K UX
BBITIOJTHEHHIO, KOTOPBIE MPEACTABISAIOTCA B (DOH/IE OIICHOYHBIX CPEICTB YUEOHOM TUCIUTUINHEI.

KonTponb camocTosTensHOM paboThI: A CTYyJEHTOB JHEBHOW M 3a04HOU (POpMBI
0o0yd4eHHsT — TEKYIIUi KOHTPOJIb OCYIIECTBISIETCS B COOTBETCTBHE C MPOrPAMMOM 3aHATUN
(exeHeIeTBHO ISl CTYIEHTOB OYHOM (POPMBI 00YUEHUS; TT0 CeMeCTpaM — ISl CTYJICHTOB 3a09HON
dbopMbl  00yYeHHS); TPOMEKYTOUHBIM KOHTPOJb TIO UWTOTaM OCBOCHHS  TUCIUILIAHBI
OCYIIECTBIsIETCI B (opMe PEUTHHTOBOH CHUCTEMBI OIICHOK. Onucanue 3agaHud IS
CaMOCTOSITENILHOM paboOThl CTYACHTOB W TPeOOBaHWII MO WX BBHIMOJIHEHUIO BBIJAIOTCS
MpernoiaBaTelieM B COOTBETCTBHH C pa3paboTaHHBIM (POHIIOM OIIEHOYHBIX CPEACTB TO
JUCLHUILIINHE.

CamocrosiTennpHass padoTa CTYACHTOB IO J@aHHOMY Yy4eOHOMY KypCy TMpearojaraet
MOATAMHYIO0 MOJTOTOBKY 0 KaXKJOMY pa3Jiely B paMKaX COOTBETCTBYIOUIUX 3aJaHUM

[TepBbIit 3Tam camMoCTOATENbHONW pPabOTHI CTYJEHTOB BKIIOYA€T B CeOsl TIIAaTEeIbHOE
M3y4YEHUE TEOPETUUYECKOr0 Marepuana Ha OCHOBE JIEKIIMOHHBIX MAaTE€pUajoB MpEerojaBaTels,
PEKOMEHyEMBIX Ppa3[eIOB OCHOBHOM M  JOMOJHUTENBHOW JMUTEPATYPBI, MaTEPHAIOB
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NEPUOINYECKUX HAYUHBIX U3/IaHUH, HEOOXOIUMBIX I OBJIA/IEHUS MOHATUHHO-KATErOpHalbHbIM
anmaparoM u (pOpPMHUPOBAHUS MPEACTABICHUN O KOMIUIEKCE aHATUTUYECKOTO HHCTPYMEHTAPHS,
UCIIOJIb3YEeMOr0 KaKk B PaMKax JJaHHOM OTpaciiy 3HaHMsI, TaK U IyOIMYHOMN MPaKTHKE;

Ha BTOpOoM 3Tame Ha ocHOBE c(HOPMUPOBAHHBIX 3HAHUHN M MPEACTABICHUI MO JaHHOMY
paszieny CTyAEHTHI BBIIOJIHAOT IPAKTUYECKUE 3a/1aHUs, HAlleJIeHHbIE Ha () OPMHUPOBAHNUE YMEHHH
U HaBBIKOB B paMKax 3asBJICHHOM KomneTeHUMH. Ha naHHOM 3Tame CTyJIeHThl OCYIIECTBISIOT
CaMOCTOSITENIbHBI IIOUCK AMIMPUYECKUX MATepUaloB B paMKaX KOHKPETHOIO 3aJaHus,
0000IIal0T M aHANM3UPYIOT COOpaHHBIH Marepual IO CXEMe, PEKOMEHIOBAaHHOM
npenojasareneM,  (GOpPMyJNHMPYIOT  BBIBOJbI, TOTOBST  INPAKTHYECKUE  PEKOMEHJAIHH,
NPE3CHTAIIMOHHBIE MAaTEPUAIIbI I My OJIMYHOTO HX MPEACTABICHUS  00CYKICHHUS.

Kpurepun oLeHKHM 3aJaHMii B pamMKax CaMOCTOSTEIbHOH paboOThl CTYJEHTOB
bopmynHpyroTCs penogaBareiaeM B (JOH/IE OLEHOYHBIX CPE/ICTB.

B ocBoeHuMH IUCHMIIIMHBI MHBAIWIAAMU W JIMIAMM C OTPAHUYEHHBIMU BO3MO>KHOCTSMH
3I0pOBbsI OOJIBIIOE 3HAYEHHWE HMMEET WHAMBHIyajbHas ydeOHas pabora (KOHCYJIbTAIlUH) —
JIOTIOJIHUTEIBbHOE pa3bsiCHEHUE Y4eOHOro MaTepuasa.

NunuBuayanbHble KOHCYJIbTALlMM 10 TPEAMETY SBISIOTCS BaXHBIM  (DakTOpOM,
CHOCOOCTBYIOLIMM HMHAWBUYAIN3aLUH OOY4YE€HUS U YCTAHOBJIECHUIO BOCIUTATEIBHOTO KOHTAKTA
MEXJy IpernojaBaTeieM W O0y4arolIMMCs HWHBAJIWJIOM WJIM JIMIOM C OrPaHUYEHHBIMU
BO3MOYKHOCTSIMH 3/10POBbSI.

B ocBoeHuu IUCHUIUIMHBI MHBAJIMAAMM U JIMIAMH C OFPAaHUYEHHBIMU BO3MOXHOCTSMU
37I0pOBbsi OOJIBIIOE 3HAYCHHE HMEET HHAMBUAyalbHas ydeOHas pabora (KOHCYJbTAlUH) —
JIONIOJIHUTEIBHOE Pa3bsICHEHUE Y4eOHOr0 MaTepHaia.

WupuBuyanbHble KOHCYJNbTAMM IO MpPEIMETy SBISAIOTCS BaXXHBIM  (aKTOPOM,
CIOCOOCTBYIOIIMM MHJIMBUIYalU3alluid O0yUEHUs] U YCTaHOBJIEHUIO BOCIUTATEIbHOIO KOHTAKTa
MEXIy IpernojaBaTesieM MU OO0y4aroIlMMCsl HMHBAJIMAOM WM JIMIOM C OrPAaHUYEHHBIMU
BO3MO>KHOCTSIMH 3710POBBbSI.

Metoauyeckue PpPeKOMEHJALMH, OMNpedeJsiiolHe NPOUeAYPbl OLECHMBAHUS Ha
ceMHHape:

Kpumepuu oyenxu:

«YZOBIIETBOPUTENIBHO» - CTYJEHT UMEET (hparMeHTapHbIE MPEICTaBICHUSI 00 OCHOBHBIX
acleKTax MEXJIMYHOCTHBIX M TPYMNIOBBIX KOMMYHUKALUMH, YaCTHYHO OCBOMJ TOHSATHIHHO-
KaTeropHaJIbHBIN anmnapar.;

«XOpOUIO» - CTYJIEHT JIEMOHCTPUpPYET OO0IIMe 3HAHUS MO paccMaTpUBAaEMBbIM BOIpOCaM,
YMEET yCTaHABIIMBAThH CBA3H MEXKIY TEOPETUUECKUMHU MOHATHAMHI U SMIIUPUUYECKUMU (PaKTaMU;

«OTJIIMYHO» - CTYAEHT JIEMOHCTPUPYET CHUCTEMHBIE 3HAHMS OCHOBHBIX BOIIPOCOB
M3y4aeMOl TUCILUIUIMHBI, YMEET YCTaHABIMBATH CBS3M MEX]y TEOPETUUYECKHUMH MOHSITUSIMHU U
IMIUPUUECKUMU (PakTaMu, GOpMyIUpyeT aHATUTHUECKUE 0O0OIIEHHS U BBIBOJIBI.

MeTtoauyeckue peKOMeH/ a1, ONpe/ieIsIoIMe Mpouelypbl OLleHUBAHUS YYACTUS B
AUCKYCCHM:

Kpumepuu oyenxu:

«y/IOBJIETBOPUTENBFHO» - CTYACHTOM JIOMYIIEHBl 3HAYUTENbHbIE OIIMOKH, B OTBETE HE
PacKpbITl HEKOTOPbIE CYIIECTBEHHBIE aCIEKThl COJAEpKAaHMs, CTYIEHT HE CMOI' I[0Ka3aThb
HE00XO0/IMMBbIE YMEHHSI O METO/IaX KOMaHTHOT'O B3aUMOJICHCTBUS;

«XOpOULIO» - CTYAEHT JOIyCKaeT HECYIIECTBEHHbIE OLIMOKH, HEJOCTATOYHO IIOJIHO
PacKpBLI CoJIepKaHKUE BOIIPOCa, HE CMOT B Tpoliecce 6ecebl CaMOCTOATENBHO AaTh HEOOXOAUMBbIE
MOTIPABKU U JIOTIOJIHEHUS;

«OTJINYHO» - CTYJEHT aKTUBHO Y4YacTBY€T B JMCKYCCHH, JIOTUYHO U IOCJIEN0BATEIBHO
BBIpaXaeT CBOM OTBET, IEMOHCTPUPYET 3HAHMSI HAy4YHOH TEPMUHOJOTHMU B KOHTEKCTE OTBETA;
OO0BSICHAET NMPUYMHHO-CIEJICTBEHHbIE M (DYHKIMOHAIbHBIE CBS3HM; PACKPBIBACT Ha IMpHMeEpax
TEOPETUUECKHE MOJIOKEHHS U MTOHATHS; POPMYITUPYET COOCTBEHHBIE CYXKACHUS U apTyMEHTHI.

MeTtoauyeckue peKOMeH/AalMHy, ONpelesIoIne Npouelypbl OLeHUBAHUS Y4ACTHS B
padoTe MaJIbIX I'PYII HAJl KeiicOM M pellieHHeM CUTYalluOHHBIX 3a/1a4:
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Kpumepuu oyenxu:

«YIIOBIIETBOPUTEIHHO»/3a4TCHO - paboTa B TPYIIOBOH ACSITEILHOCTH HAJl PEIICHUEM
CUTyallMOHHOM 3afaun 0Oe3 ydyacTus B NyOJUYHOM OOCYXJICHHMH | apryMEHTAIluu
c(hOpMYJIUPOBAHHBIX BBHIBOJIOB;

«XOPOIIO0»/3a4TEHO - paboTa B TPYIIIOBOM EATSILHOCTH HAJ PEIICHHEM CHTYallMOHHOMN
3ala4ll  C COJEP)KATCIBHBIM y4acTHeM B TYOIHMYHOM OOCYKICHWH | apryMEHTAIUU
c(hopMyJIMPOBAaHHBIX BHIBOJIOB;

«OTJIMYHOY/3a4TEHO - IEMOHCTPAIIHS JIUJEPCKON MO3UIIUHU B TPYIITIOBOU S TEIILHOCTH HAJl
pEIICHUEM CUTYAIlMOHHOW 3a7a4M C COJEPIKATECIbHBIM YYacCTHEM B IyOJMYHOM OOCYXKICHUHU U
CUCTEeMHOM apTryMEHTaluu COPMYINPOBAHHBIX BEIBOJIOB.

MeToauyeckue peKOMeHJAAlMU, ONpeaeasIomue
pe3yJabTaToB 3aluThI pedepaTa/scce:

Kpumepuu oyenxu:

«YIOBIIETBOPUTEIHHO»/3a4TEHO — MPOMEXKYTOUHBIC PE3yIbTaThl 3allUThI pedepara/scce
MPEJICTAaBISIIOT COO0M M3NI0KEHHE HECaMOCTOSITENbHBIX PE3yJIbTAaTOB HAmUCaHHs paldoThl, 0e3
THIATEITLHOW MPOPAOOTKU JTUTEPATYPHBIX HCTOYHUKOB;

«XOPOILI0»/3a4TEHO - MPOMEKYTOUHBIE PE3yIbTAThI 3aIIUTHI peepaTa/scce MpeACcTaBIsIOT
co00i1 caMOCTOSTENbHBIN aHAIU3 Pa3HOOOpPA3HBIX HAYUYHBIX HMCCIEAOBAHUNA U SMIIMPHUYECKHUX
JaHHBIX, TPU 3TOM HE B TOJHOM Mepe OTpaKeHbl TpeOOBaHHUA, CHOPMYIHPOBAHHBIE K €ro
CTPYKTYpE U COJICPKAHUIO.

«OTJIMYHOY - TPOMEKYTOUHBIE PE3yJIbTaThl 3aLIUTHI pedepaTta/scce MPeACTaBIAIOT COO0H
pe3yabTaThl CaMOCTOSITEIBHOM PabOThl M OTPAKAIOT BCE TPEOOBaHHS, K COIEPKATEILHOMY
HATIOJHEHUIO U CTPYKTYPHUPOBAHUIO PAOOTHI.

MeTtoauyeckue PpeKOMeHIALMU,
pe3yJbTaTOB TECTHPOBAHUS

Kpumepuu oyenxu:

«YJOBJIETBOPUTEIILHO» - €CJIM CTYJEHT OTBEYAET MpaBUiibHO Ha 50% TECTOBBIX 3aJaHUI.

«XOPOIIOY - €CIIA CTYACHT OTBeUaeT mpaBuiIbHO OT 51 10 90 % TecTOBBIX 3aaHUM.

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

7. MaTtepuajibHO-TEXHUYECKOe oDecnieyeHne 1o AUCHUIINHE (MOAYJII0)

I[To Bcem Bumam yd4eOHOH [EATENHHOCTH B paMKax TUCIHUIUIMHBI HCIOJB3YIOTCA
ayIUTOPUH, KaOMHETHl U JabOpaTOpWHU, OCHAIICHHBIE HEOOXOJAMMBIM CIECIHATU3UPOBAHHBIM U
71a00paTOpPHBIM 000y IOBAaHUEM.

npoueaypbl  OUEHUBAHUS

onpeaeadomue nmpoueaypsl OICHUBaAHUA

HaumMeHoBaHKe clIeLAATBHBIX OCHAaIIEHHOCTD CIIELUAAIbHBIX IepeueHb JTUIIEH3HOHHOTO
[IOMEILEHUI [IOMEILEHUI POrPaMMHOT0 00eCIICUeHHUS

VYueOuble  aymutopun s | MebGesb: yueOHas mebenb Microsoft Windows 8, 10
MIPOBEICHUS 3aHaTUN | TexHu4yeckue cpenctBa | Microsoft Office Professional
JIEKIIMOHHOT'O THUIIA o0OydeHus: Plus

9KPaH, IPOEKTOP, KOMIIBIOTEP
VueOuble  aymuropun s | Mebesb: yaeOHas meOenb Microsoft Windows 8, 10
MPOBEICHMS 3aHaTHN | TeXHu4YecKkue cpenctBa | Microsoft Office Professional
CEMHHAPCKOTO THUIIA, TPYIIOBBIX | 00yUYCHHUS: Plus
u WHIUBUAYAIbHBIX | SKpaH, IPOEKTOP, KOMITLIOTED
KOHCYJIbTAIIHH, TEKYILETO
KOHTPOJISIL M MPOMEXKYTOUHOM
aTTeCTalluN

Jis  caMmocToATenbHOW  paboOThl  OOy4aroUIMXcs MPEeAyCMOTPEHbl  MOMEIICHHUS,
YKOMITJIEKTOBAaHHBIE CIIEIMATH3UPOBAHHON MeOebio, OCHAIEHHbIE KOMIBIOTEPHON TEXHUKOM ¢
BO3MOXHOCTBIO MOJKIIOUEHUs K cetu «HTepHET» M oOecrieueHreM J0CTyna B IEKTPOHHYIO
UH(POPMALMOHHO-00pa30BaTEIbHYIO CPEly YHUBEPCUTETA.
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HaumenoBanue OcCHaIIEeHHOCTh TOMEIICHUH JJIs1 CAMOCTOATENbHON pabOTHI [lepeuenn
MOMETICHUH IS 00yJaromuxcst JMLICH3HOHHOTO
CaMOCTOSITEIBHON HPOrPaMMHOTO
paboThI oOecrieueHus
o0yJaronmxcs
IMomermienue st | Me6Gernb: yueOHas mebenb Microsoft
CaMOCTOSTEILHON KommekT crenuanusupoBanHoii mMebenn: kommbioTepabie | Windows 8, 10
paboTh CTOJIBI Microsoft Office
00y4arOIIUXCs OG6opymoBaHue: KOMITBIOTEPHAS TEXHUKA C MoaKoYeHreM Kk | Professional
(9MTaNTBHBIHA 3a1 | HHGOPMAIMOHHO-KOMMYHHKaIMOHHOH cetn «MHTepHe™ U | Plus
HayuHoit JOCTYTIOM B JNIEKTPOHHYIO UH()OPMAIIOHHO-
OMOITMOTECKH ) o0pa3oBaTenbHYI0 Ccpeay O0Opa3oBaTENbHON OpraHM3aIlN,
BeO-KaMepHl, KOMMYHHKAIIHOHHOE ob0opynoBaHwue,
obecnieymnBaroIiee JOCTyll K CETH HHTEPHET (TPOBOIHOE
COeMHEeHHE M OECIPOBOAHOE COCAMHCHUE MO TEXHOJIOTHH
Wi-Fi)
ITomermenue st | MebGenb: yueOHas mebenb Microsoft
CaMOCTOSITETbHON KomrutexT crenuanusupoBanHoi mebenu: kommbtorepHbie | Windows 8, 10
paboThI CTOJIBI Microsoft Office
00y4arOIIUXCS OG6opymoBaHue: KOMITBIOTEPHAS TEXHUKA C MoakmodeHreM k | Professional
(ayn.409) nH(pOpPMAMOHHO-KOMMYHUKaIMOHHOW cetn «MHTepuet» u | Plus

JOCTYTIOM B ANEKTPOHHYIO MHPOPMaIIOHHO-
o0pa3oBaTenbHYI0 cpeay 00pa3oBaTENbHON OpraHW3allny,
BeO-KaMepel, KOMMYHHKAIIMOHHOE o0opyioBaHue,
obecnieunBaroIiee JOCTyll K CeTH MHTEpHET (IPOBOAHOE
coenMHEeHHe W OecrpOBOAHOE COCIMHEHHE MO TEXHOJIOTHH
Wi-Fi)
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