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Pabouass mporpamma aucuuimHbel b1.B.04 DnekTpoHHBIE JOKYMEHTHI B
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«Ky0baHckuit Tocy1apcTBeHHBIN arpapHbiii yauBepcuteT uMmenu U.T. TpyOununay,
podeccop



1 Hesn u 3axa4y N3y4eHUs JUCHUUILIMHBI (MOLYJI51)

1.1 Ilean ocBOeHUSI TUCHHUILIMHBI

OCHOBHOM LIETBIO JUCHUIUIMHEI SBIAETCS (HOpMUpOBaHHE KOMIIETCHIIMN, HAIIPABICHHBIX
Ha OCBOCHME CTYJICHTaMU IIPaBUJI PabOThI C AJIEKTPOHHBIMHU JOKYMEHTaMH B c(epe ynpaBieHUs
NEPCOHAIIOM, U HAaBBIKOB Pa0OTHI B CHCTEMax 3JIEKTPOHHOTIO JOKYMEHTOOOOpoTa B 001acTu
KaJpOoBOM pabOTHI.

Llenu AUCHUNINHGL:

— (opMupoBaHue NpeACTaBICHUM O NMPUHLUINAX (YHKIHOHHPOBAHUS U IPUMEHEHUS
3JIEKTPOHHOTO KaJpOBOI'0 JOKYMEHTOOO0POTa;

— MpuOoOpeTeHne 3HAaHUK O JOKYMEHTAlMOHHOM 00eCIIeUeHUH YIPABJICHUS TIEPCOHAIIOM,
CTPYKTYpe ¥ (DyHKIIMOHAJIBHBIX BO3MOKHOCTSIX KaJpOBOIO 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa B
COBPEMEHHBIX OpraHMU3aLUIX;

— OBJIaJICHHE HaBbIKAMU PAOOTHI C JIEKTPOHHBIMU JOKYMEHTaMHU B cepe YIpaBiIeHUs
[IEPCOHAJIOM.

1.2 3agaun AUCHMILINHbBI

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

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

— BBIJICJIUTH ATAIBI BHEIPSHUS AJICKTPOHHOTO JIOKYMEHTO000pOTa B CUCTEME YIIPABIICHHUS
MIEPCOHAIOM OPTaHU3AIINH;

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

1.3 MecTo AucHMILVINHBI B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMMbl

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

JlaHHas QUCLIMIUIMHA U3Y4aeTcsl BO BTOPOM CEMECTPE Ha OYHOI (hopMe U Ha BTOPOM Kypce
3a04HOM popme 00yueHus1, 0a3upyeTcs Ha 3HAHUAX, YMEHUSAX M HABbIKaX, MOJYYEHHBIX HA IEPBOM
Kypce mnoAarotoBku. JlucuumiauHa oOecneunBaeT (OpPMUPOBAHHME 3HAHUM UM HABBIKOB
MarucTpaHTOB B cdepe HUCIOIb30BaHUS 3JEKTPOHHBIX KaJpOBBIX JOKYMEHTOB M BHEIPEHUS
CHCTEMBI IEKTPOHHOIO KaJPOBOT0 I0OKYyMEHTO000pOTA.

B cBoro ouepenp oOHa o0ecmeyMBaeT U3yuy€HHE  CIEAYIOIUX  JAMCLUUIUINH:
«HpOopMaIMOHHBIE TEXHOJIOTMH B JIOKYMEHTOBEACHMM U apXWBOBEIACHHUMN», «YIIpaBlIeHUE
KOPIIOPaTUBHBIM KOHTEHTOM) U JP.

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

dI'0C BO.



1.4 IlepevyeHb MJIAHMPYeMbIX Pe3yJbTATOB O0Oy4YeHHMs IO AMCHMILIMHE (MOIYJIO0),
COOTHECEHHBIX € IVIAHNPYEMBbIMH Pe3y/IbTaTAMH 0CBOCHHs 00pa30BaTeJbHOI MPOrpaMMBbl

N3yuenne

JAHHOW y4eOHOW JAMCIUILIMHBI

HampaBliecHO Ha (OPMUPOBAHHE Y

00y4JaronuuXxcs CICIYIONUX KOMITETSHITUN

KOI[ U HAaMMCHOBAHUC MHUKATOpA

PesynbTaTel 00yueHus 0 AUCIHUILTUHE

[1K-2 TlocTpoeHue cucTeMbl IOKYMEHTAllMOHHOTO 00ecreYeH sl YIPaBJIECHUSI OpraHU3aliu

NIIK 2.1 — CIO0COOEH
aHAJIM3UPOBATh nepeaoBoi
OTEYECTBEHHBII U 3apyOEeKHBIA OMBIT
B o0jmacTu  JOKYMEHTalHOHHOIO
o0ecrieyeHus yrpaBieHUs

HIIK 2.2 — criocoOeH TIaHupoBaTh

B3aUMOJICICTBUE NIOAPAa3ACIICHUN
OpraHu3aly Mo BoIpocaM paboThl ¢
JIOKyMEHTaMU;

HIIK 2.3 — cnocoOeH opraHu30BaTh
paboTBl 1O TOCTPOCHHUIO CHCTEMBI
JOKYMEHTAIlMOHHOTO  00ecre4yeHus
YIPaBIICHUS] OPTaHU3AINH

3Haer:

- MEpPeIOBOM OTCUECTBEHHBIM OMNBIT B 00JacTH
AJIEKTPOHHOTO  JOKYMEHTOOOOpOTa B KaJpOBOM
JICIIONTPOU3BO/ICTRE;

- HOpPMAaTHUBHYIO 0a3y W METOIAUKU pPa3padOTKH U
BHEJJPEHHUS CHUCTEM 3JIEKTPOHHOTO JOKYMEHTO000pOTa B
KaJpoBOH pabore

Ywmeer:

- OCYLIECTBJISITH AaHaIU3 BUJIOB U  (QoOpMaToB
AIIEKTPOHHBIX JJOKYMEHTOB B paboTe KaJIpOBOM CITy>KOBI
Ha OCHOBE CUCTEMHOTO0 MOJX0/4;

- MOJEIUpPOBaTb W MPOEKTUPOBATh JEATEIbHOCTD
noJipa3JieliecHuii o paboTe C 3JIEKTPOHHOM KaJapoBOil
JIOKYMEHTaLUen

Buaneer:

- HaBbIKAMU aHaJjM3a HOPMATUBHOW 0a3bl B 00jacTu

aHaNM3a IoKa3areneil JesTeTbHOCTH
o JIOKYMEHTAIUOHHOMY
00€ECIIeUeHHIO YIIPaBIICHUS;

HIIK 3.2 — cnoco0eH 11aHupoBaTh
paboty mo cbopy U cuUCTeMaTHU3AINH
CBEJICHUU O TMOJIOKEHUH el B chepe
JTOKYMEHTAIMOHHOTO  O0ecreueHus
yIpaBIICHUs] OPTaHU3AIIH;

UIIK 3.3 — cnocoOGeH opraHnnzoBaTh
paboThI MO BBISIBJICHUIO HAPYIICHUH B
paboTe ¢ JOKyMEHTaMHU OpraHHU3allny,
OTIPEICIIEHUIO MEp T10 MX YCTPAHSHHIO

AJIEKTPOHHOTO  JOKYMEHTOOOOpOTa B KaJpOBOM
JIeTIOTIPOU3BOJICTBE;
- METOIMKOW OPraHM3aIMOHHOTO TPOSKTUPOBAHUS

CHUCTeMBbl  yNpaBJICHHs  DIEKTPOHHOM  KaJpoBOM
JIOKYMEHTaluen

IIK-3  OcymiecTBieHne KOHTPONs  (QYHKIMOHMPOBAHUS CHUCTEMBI  JOKYMEHTAI[MOHHOTO

obecrniedeHus yIpaBIeHHUS OPraHu3anun

HIIK 3.1 — BnageeT MeTOAMKaMHU 3Haer:

- OCHOBHBIE TPHUHIHUIBI OPOPMIICHUS DIEKTPOHHBIX
KaI[I)OBI)IX I[OKYMGHTOB;

- METOABl  YIpaBieHHs  KaJpoBoWl  paboToi
opraHu3aiu Ha 0a3e WUCIMOJIb30BAaHUS TPUHIUIIOB U
TEXHOJIOTHI 3JIEKTPOHHOTO TOKYMEHTOO00pOTa.

YmMmeer:

- IJIAaHUPOBATh PaboTy Mo cOOpy U CHUCTEeMAaTHU3AINH

CBEJICHUM 0 MOJIOKEHUHN nen B chepe
JOKYMEHTAIlMOHHOTO o0ecredeHus padoThl KaapoBOit
CITyXOBI;

- HUCTOJB30BaTh  COBPEMEHHBIE  MPOTPaMMHbBIC
NPOAYKTBI B chepe  DJIEKTPOHHOTO  KaJpPOBOTO
JTIOKYMEHTO000pOTa;

Bnaneer:

- HaBelkaMH  (QOPMYIHPOBAHUS U  pEIICHUSA
NPHUKIAIHBIX  337ad 10 CO3JaHHIO  DJICKTPOHHBIX

KaJIpOBBIX JOKYMEHTOB;
- HaBbIKAMM BBISIBICHMSI HapylleHUHd B pabore ¢
JJIIEKTPOHHBIMU KaJIPOBBIMHU JTOKYMEHTAMU




PesynbraTel 00yueHHs] MO TUCHMIUIMHE JOCTHUTAIOTCS B paMKaX OCYIIECTBJICHHUS BCEX
BUJIOB KOHTAKTHOM U CAMOCTOSATENIBHOM paOOThl 00Yy4arOLINXCsl B COOTBETCTBUHM C YTBEPKIACHHBIM
y4€OHBIM IIJIaHOM.

WHaukaTtopel  JOCTMXKEHMS KOMIIETEHLUMH  CUMTAlOTCs  CHOPMHUPOBAHHBIMU  IIpU
JIOCTUKEHUHU COOTBETCTBYIOLINX UM PE3YJIbTaTOB O0yUEHUS.

2. CTpyKTYypa u colepKaHue IUCHUILTHHBI

2.1 Pacnipenesienne TPYA0EMKOCTH JUCHUILIMHBI 110 BHAaM padoT

O6miass TpyI0EMKOCTh JUCHUIUIMHBI COCTABIIACT 2 3a4eTHhIX eauHunbl (72 dyaca), ux
pacripeiesieHre 1o BUaaM paboT MpeCTaBICHO B TAOIHIIE

Buggsr pabot Bcero dopma
4acoB 0o0yUeHHS
OYHasl
2 cemectp
(72 gaca)
KonTakTHas padota, B TOM 4mciie: 60,2 60,2
AyanTopHbIe 3aHATHUS (BCEro): 60 60
3aHATHS JICKIITMOHHOI'O TUIIA 30 30
J1a00PaTOPHBIC 3aHATHS
MPaKTUYECKUE 3aHATHUS
CEeMHMHAPCKUE 3aHITUSL 30 30

HNunas koHTaKTHAs1 padoTa:

Kortpons camocrositensHo# padoTs (KCP)

[pomexyrounas arrecrarws (KP) 0,2 0,2
CamocrosTenbHasi paboTa, B TOM 9HCJIe: 11,8 11,8
Pedepar / acce (moaroroska) 3 3

CamocTosTeIpHOE H3YYCHHC pPa3/iCjioB, CaMOIIOArOTOBKa (Hpopa60T1<a U HOBTOPCHHC

JICKHMOHHOI'O0 MaTepralia U MaTepualia y‘IC6HI/IKOB u y‘le6HBIX HOCO6I/II>1, noATOTOBKA 48 4.8
1 H

MPaKTUYCCKUM 3aHATUAM U T.I[.)

IToaroToBka K TEKyIeMy KOHTPOIIO 4 4

Konrtpoas: - -

[MoaroroBka k 3a4eTy/sK3aMeHy - -

O0mmas Tpya0eMKoCTh yac. 72 72

B TOM 4MCJIe KOHTAKTHasi paboTa 60,2 60,2

3a4. efl 2 2




2.2 Copepxanue IMCIHUNIHHBI
Pacnipenenenue BuoB yueOHOM pabOTHI M X TPYIOEMKOCTH TIO pa3/ieiiaM JUCIUIITHHBL
Paznensr (TeMbl) TUCIUIUIMHBL, H3y4aeMbIe BO 2 CEMECTpE (0uHas popma oOyyerus)

KoamgecTBo yacoB

AynutopHas Breay -
Ne HaumenoBanue pa3zaenos (Tem) Beero y’ua601g TOpHast
P pabota

JI I3 | JIP CPC

OJeKTPOHHBIN TOKYMEHTOOO0pOT B Chepe TPYIOBBIX OTHOLICHHIA:

1. | nossTHE, POJIL B COBPEMEHHBIX YCJIOBHSX, HOPMAaTHBHO-TIPABOBOE 14 6 6 2
peryJnupoBaHHe
2. | JlokyMeHTHpOBaHHE MPOLIECCOB JABMKCHHS KaPOB 18 8 8 2
3 Benenue 1 xpaHeHHE TPYIOBBIX KHIKEK. DJICKTPOHHBIC TPYIOBbIC 10 4 4 5
" | KHWXKKH
4. | OdopmiieHHE IEKTPOHHBIX JIMCTKOB HETPYJOCTIOCOOHOCTH 9,8 4 4 18
5 Oco0OEHHOCTH pEeTYJIMpOBaHKUs TpyJa M O(GOPMIICHHUS KaJpOBBIX 10 4 4 5
' | JOKYMEHTOB JIMCTAaHIIMOHHBIX PaOOTHHKOB
6 CoBpeMeHHBIC TEXHOJIOTHH JIICKTPOHHOTO OKYMEHTAIIHOHHOTO 10 4 4 5
" | obecrnieueHyst KaApOBOH PabOTHI
UTOI'O no pazoenam oucyuniurol 71,8 30 30 11,8

Kontpomns camoctosTensHoit pabotsl (KCP) -

ITpomexxyrounas arrecrarms (IKP) 0,2

HOHFOTOBK& K KOHTPOJIIO -

OO0mmast Tpy10eMKOCTb TI0 TUCIUTLTIHE 12

[Tpumeuanue: JI — nekuuu, [13 — mpaktudeckue 3anatus / cemunapsl, JIP — mabopatopHsie
sansitusi, CPC — camoctosiTenbHast paboTa CTyAeHTa

2.3 Conep:xanue pa3aesioB (TeM) THCHUTLTHHBI
2.3.1 3aHATHA JIEKIMOHHOT0 THIIA

HanmenoBanue dopma TEeKyLIErO
No Conepxanue pazjena (TeMbl)
paszfena (TeMbl) KOHTPOJIS
[onsttus «IIOKYMEHTY, «JIETOTIPOU3BO/ICTBOY,
«IOKYMEHT0000pOT», «OIIEKTPOHHBIN JIOKYMEHTY,
«QNIEKTPOHHBIA  JIOKyMEHTOO00pOT»,  «DIEKTPOHHBII
JIOKyMEHTOO0OPOT B c(epe TPYAOBBIX OTHOIICHHUID».
TpeboBanus, TIpeIbsIBIISIEMbIE K 0(hopMIICHHIO
JnokymeHtoB.  CymHOcTb, (yHKIMH, KiIaccupHUKaIms
. KaJIpOBOH  JTOKYMEHTAIIWH. Ponme  3rexTpoHHOTO
DNEKTPOHHBIN
P JOKyMEHTO000pOTa B  KaApPOBOM  JIETIONPOU3BOACTBE.
JIOKYMEHT0000poT B cdepe o
._|Opranmzanust  TOKyMEHTOOOOpOTa KaJpOBOW  CITyXKOBL.
TPYJIOBBIX OTHOILICHHIA:
OTBETCTBEHHOCTh 3a HapyLICHUs NOpsAka paboTel ¢
1. |monstwe, poIb P

JOKyMeHTaMH. HopmaTHBHO-TIpaBoBast 6a3a JIEKTPOHHOTO
JIOKYMEHT0000poTa B cdepe TPYAOBBIX OTHOIICHHH.
DNEeKTpOHHAs MOJIMKUCH: MOHATHE U BHIbL. DJIEKTPOHHbIE
TIOAIMNCH, HCIIOJIB3YEMBIE B KaJIpPOBOM OJICKTPOHHOM
JIOKyMEHTO00OpPOTEe PabOTHHUKOM H Pa0dOTOHATENIEM IpH
o(opMITeHIH Pa3ITHYHBIX KaIPOBBIX JOKyMEHTOB. [Topsmok
BBEJICHHSL KaJ[POBOTO 3JIEKTPOHHOTO JOKYMEHTO00OpOTA.
OcobenHoctr B3aUMOJICHCTBHS paboTHHKa u
paboTomaTtenst MOCPEACTBOM KaJpPOBOTO 3JIEKTPOHHOTO
JIOKyMEHT0000pOTA.

[opsimok  ydera  kaapoB. Ilopsmox  odopmieHus
JOKyMEHTOB TpU TpHeMe Ha padoTy, MpU IEepPeBOje
pabotanka. Ilopsmok oQopMiIeHHS JTOKYMEHTOB TIO
MIPEAOCTABIICHUIO OTITYCKOB, KOMaHIHPOBOK. OhopmieHue T
TOOIIPEHUH U JUCHMIUIMHAPHBIX B3bICKAHUN. Y CIIOBUS U
MOPSAAOK PacTOPXKEHUsI TPY0BOro oroeopa. Ilpukasel no
JMYHOMY COCTaBy, WX KIacCU(UKAIA, TOPSAOK HX
MOJITOTOBKHU MPHKA30B.

COBPEMEHHBIX  YCIIOBUSIX,
HOPMAaTHBHO-TIPABOBOE
peryaupoBaHue

JIOKyMEHTUPOBaHKE
2. |mporeccos JIBWKEHUS
KaJIpoB




Benenne u  xpaHeHue
TPYIOBBIX KHIDKEK.

Ilonsitne TpynoBot kHWkKW. HopmaruBHO-IIpaBoBas
0a3za, perIaMECHTHpPYIOIIAasi TOPSIOK VyueTa, BEICHUS,
XpaHEHWsI TPYIOBBIX KHIDKEK W BKIAABIICH K HHM.
TpeGoBaHUs K 3aMIOTHEHUIO TPYAOBBIX KHIKEK, BHECEHHS

3. M3MEHEHMH W HCHPABICHUII B TPYJOBYIO KHHUKKY. P
OJNEeKTpPOHHBIE  TPYAOBbIE ‘
KHEKKH ONeKTpOHHbIE  TPYHOBBIE  KHIDKKM:  HOPMAaTUBHO-
MIPaBOBOE PETyIMPOBAHKE, 0COOCHHOCTH O(OPMIICHHS U
BeaeHusa. Otuer B IIOP «CemeHus o TpyaoBoi
JESATEILHOCTH PAOOTHHKOBY.
ONEKTPOHHBIH JIUCTOK HETPYIOCIOCOOHOCTH: IIOHSITHE,
MOPSAOK BBLAAYH, TPOMVICHHA. OJIEKTPOHHBIM JIMCTOK
HETPYJOCIOCOOHOCTH IO OEpPEeMEHHOCTH M pojaaM, IO
OdopmiieHre 3JIeKTPOHHBIX |yX0ay 3a OombHBIM pebeHkoM. Cpokd Ha3HA4YeHHS U
4. |nmucTKoB BBIIUIATHl ITOCOOWSI 1O BPEMEHHOW HETPYIOCIIOCOOHOCTH. T
HETPYAOCIOCOOHOCTH OcoOeHHOCTH B3aUMOZCHCTBHS C paboTomaTteneM ¢
DoHnom COLIMATIBLHOTO CTPaxOBaHHUsA PO 1o
NPE/ICTAaBIICHUIO CBEACHMI JUI BBIIUIATHI IIOCOOMS MO
BpPEMEHHOU HETPYI0CTIOCOOHOCTH.
OcobeHHOCTH [Nonsitre aucraHmMoHHON padoThl U ee Gopmel. TTopsimok
PETYJIMPOBaHUS TpPyAa H|3aKIIOYEHHS TPYJOBOTO JOTOBOpA, JAOIOJHHUTEIEHOTO
5 odopmieHus KaJpOBBIX |COMTAIIEHHS K TPYAOBOMY JIOIOBOPY, MpPEKpAICHUS )
" |moxymenTOB TPYJOBOTO JIOTOBOpAa C AWCTAHIMOHHBIM PAaOOTHHUKOM.
JVCTaHIIMOHHBIX OcobeHHocTH 0(opMIIeHHs! KaJIPOBBIX U B3aUMOACHCTBUS
PpabOTHHKOB JMCTAHIIMOHHOTO pabOTHHKA U paboToaaTeIs.
KoMnploTepHBIE TEXHOJOTHMH B JIOKYMEHTAI[MOHHOM
oOecrieyeHUH yMpaBieHUs IepcoHaioM.  DPopMbl U
MeTofpl  oOpabOTKM  JOKYMEHTOB  Ha  OCHOBE
CoBpeMEHHBIE TEXHOJIOTUU
HCIIOJIb30BaHUsA COBPEMCHHBIX I/IH(bOpMaIlI/IOHHI)IX
3JIEKTPOHHOTO o
TexHonmorui.  TpeGoBanmst K  MHGOPMALOHHBIM
6. |1OKyMEHTaIlMOHHOTO 2
.| cucTeMaM IIpU NPUMEHEHUH KaJpOBOTO AJIEKTPOHHOIO
obecrieueHnst KaJpOBOH . o
paboTLI JoKyMeHTooOopoTa. Vcnonp3oBanue equHON udpoBoi

wiaTdopmbl B chepe 3aHATOCTH U TPYIOBBIX OTHOIICHHI
«Pabora B Poccum» TpH KagpoOBOM 3JIEKTPOHHOM
JIOKYMEHT0000pOoTe.

2.3.2 3aHATHS CEMUHAPCKOro Tuma (MpaKkTH4YecKHe / ceMHMHApPCKHMe 3aHATHS/
J1abopaTopHbIe padoThbI)

HaumenoBanue paznena . dopMa TeKyIIEero
Ne pasl Temartuka 3aHATHI/PabOT P yu
(TemMsr) KOHTPOJISA
[TonsiTne, 3HaYeHWE M COCTAaB KaJpOBOH JIOKYMEHTALWH.
ABTOMaru3zanus JIOKYMEHTaI[HIOHHOTO obecrieueHus
YIIPABJIEHUS TIEPCOHAJIOM. Kanpossrit 3JIEKTPOHHBIHN
JIOKyMEHTOO0OpOT: MOHSTHE, 1IeNH, 33/1a4l. PerynupoBanue n
periiaMeHTalusl ~ CHCTeMbl  KaJIpOBOI'O  3JIEKTPOHHOTO
DeKTpOHHBIH JIOKyMEHTO000pOTa B JEHCTBYIOINX HOPMATHBHBIX PABOBBIX
akrax Poccuiickoit denepannu. [TonsaTHE U BUIBI 3TIEKTPOHHOM
JIOKyMEHTO0000pOT B
cdhepe noBbrx | IOATHCH. OcHOBHBIE TIOJIOKEHUST  (pefiepaibHOTO  3aKOHA
p . Py o1 06.04.2011 Ne 63-03 «O06 snexTpoHHOM moxanucn». Buapt Omnpoc no
OTHOIIEGHWH:  TIOHSATHE, .
1. JJIEKTPOHHBIX  IOAIMCEH, HCIONb3YEeMBIX B  KaJpOBOM| BOIPOCAM TEMBI.
poiIb B COBPEMEHHBIX
JJIEKTPOHHOM JIOKyMEHT0000poTe paboTHHKOM u P
YCIIOBUSIX, HOPMaTHBHO-
IDABOBOG paboronareneM. Ilpouemypa BBeneHMS M OCOOEGHHOCTH
P OpraHM3aliy KaJpOBOTO 3JIEKTPOHHOIO JIOKYMEHTO00OpOTa
peryJiupoBaHue
TpeOoBaHHs K COJEPKAHUIO JIOKATHHBIX HOPMATHBHBIX aKTOB
paborojarenss O BBEISHHH  KaJPOBOIO  AJIEKTPOHHOTO
JIOKyMeHToo0opoTa.  B3amMopeiictBue  paboromatenss U
paboTHHKA MPU KaJPOBOM DIIEKTPOHHOM JJOKYMEHTO00OpOTE.
OTBETCTBEHHOCTh 33 HapylIeHHE THOpsaKa pabdoThl ¢
KaJpOBBIMH JIOKYMEHTAMH.
CocraB JIOKYMEHTOB, HEOOXO/JMMBIX IIPU NpUEMe Ha padory.
[TonsiTue, conepxanue, BUABL, YCIOBUS 3aKITIOYEHUS TPYIOBBIX
JlokyMeHTUpOBaHMe > COAEP » BUARL ¥ 24 Omnpoc no
2. noroBopoB. Ilopsnok odopmieHus mnpuemMa Ha paboTy.
NPOLIECCOB  JIBM)KEHHS BOIIPOCAM TEMBI.
B— OdopmiteHne npukasa (pacnopsHKeHUst) O pueMe Ha padory. T
P Bunpl nepeBosoB paboTHuKa JlOKyMEHTHMpOBaHHE IEpeBOJa
paboTHHKa. Odopmienue 3asBICHUS paboTHHKa,




JOIIOJHUTENFHOTO COMJIAaIeHUs K TPYAOBOMY JOTOBODY,
npukKasa o nepeBoje paboTHMKAa. Buapl  OTIYCKOB.
HopmaTuBHO-TIpaBOBOE  PEryJIMpOBaHUE  IIPEJOCTABICHHUC
otmyckoB. [Topsiiok n cpoku cocraBieHus rpauka OTITYCKOB.
JlokyMeHTaoHHoe  OoopMIIEHHE OTITyCKa. 3aroJIHeHHE
JUYHONH  KapTouku  pabotHuka  (dpopma Ne  T-2).
JlokymeHTamonHoe oopMIleHHE CITyKEOHBIX KOMaHIUPOBOK.
OdopmieHre TOOIPEHUH W AUCIUINIMHAPHBIX B3BICKAHUH.
OcHOBaHUS NPEKpaIIeHUs TPyA0BOTO noroBopa. OdopmieHne
JIOKYMEHTOB IIPH YBOJIbHCHUH COTPYAHHKOB.

Benenne wu XpaHCHUEC
TPYAOBBIX KHHNXKCK.

OCHOBHBIE HOPMaTHBHO-TIPaBOBBIEC aKTHI, PETTIAMEHTHPYIOLIHE
paboTy ¢ TpPYHOBBIMH KHIKKaMH paboTHUKOB. I[IpaBmia
BEJICHUS U XpaHEHHs TPYLOBBIX KHIDKEK M BKJIAIbIIICH K HUM.
BHecenune 3amuceld B TpPYIOBYIO KHIDKKY, MWCIPaBICHHUI.
JlokyMeHTanMss 1O yd4eTy OJIaHKOB TPYAOBBIX KHIDKEK. Omnpoc mo

obecrieyeHns KaApoBOil
paboThI

3. Ilepexon Ha 37M€KTPOHHBIE TPYJOBbIE KHIDKKH. OCOOEHHOCTH| BOIPOCAM TEMBI.
OJNeKTpOHHBIE TPYJOBHIE
CHISKKI odopmileHHS U BEAEHHS DJICKTPOHHBIX TPYIOBBIX KHHIKEK. P
Otuer B Ilencuonnsii Qoua PO «CeenmeHus o TpyHOBOM
JIeITEIbHOCTH PaOOTHHKOB»: IMOPSIIOK COCTaBJICHHS, CPOKH
H0JIa4H, aJIMUHUCTPAaTUBHAs OTBETCTBEHHOCTh 3a
HETPEICTaBICHUE.
Ilopsimox  BBIOAYW, MPOANEHHUA DICKTPOHHOIO  JHCTKa
HETPYZOCIOCOOHOCTH. 3aloJHEHHE 3JIEKTPOHHOTO JIMCTKA
HeTpynocnocoOHocTH. POpMUPOBAHUE 3IEKTPOHHOTO JIMCTKA
Odopmienne HETPY0CIOCOOHOCTH 10 OEPEMEHHOCTH M POJaM, 110 YXOy 3a Omnpoc no
4. |3MEeKTPOHHBIX  JIHCTKOB|OOIBHBIM peOeHKOM. CpOKM Ha3HAYCHUS M TOPSAAOK BHIIUIATHI| BOIPOCAM TEMBI.
HETPY0CIIOCOOHOCTH mocoous 1o BpPEMEHHOI HETPYI0CITOCOOHOCTH. T
WundopmanmonHoe  B3aUMOJECHCTBHE IPH  3JIEKTPOHHOM
oOMEHE CBEICHMAMU MEXTY MEIUIMHCKOW OpraHu3anuei,
DOHIOM COIMAaTIbHOTO cTpaxoBanus P®, padoToaarenem.
OcobeHHOCTH [MonsTre nucTaHIMOHHOM padoThl U ee popmbl. [Topsinok
peryIupoBaHusA TpPyJAa U |3aKIIOYSHUS TPYIOBOTO IOTOBOPA, HOMOIHUTEIHLHOIO Onpoc 1o
5 oopmiieHHsT  KaZpOBBIX |COTIIAICHHS K TPYAOBOMY JOTOBOPY, MIPEKPAILICHUS BOIPOCAM TEMEL
JIOKYMEHTOB TPYIOBOTO JOTOBOPA C AUCTAHIIMOHHBIM PaOOTHUKOM. 5
JUCTaHIIOHHBIX OcobeHHOCTH 0QOPMIIEHHS KaIPOBBIX U B3aNMOAEHCTBHUS
pabOTHHUKOB JIICTaHIIMOHHOTO pabOTHHUKA U paboToaaress.
Nudopmanmonnoe obecrieuenne JIOKYMEHTallUOHHOTO
CoBpeMeHHbIE oOeclieueHNH yNpaBJIeHUsT TepcoHAIOM. BpiOop cucTeMsl
TEXHOJIOTHH JJIEKTPOHHOTO  KaJpOBOTO  JIOKYMEHTOOOOpOTa.  AHaiu3 Onpoc o
6. |>IEKTPOHHOTO CYILIECTBYIOIIUX CHCTEM JJIEKTPOHHOTO IOKYMEHTO000pOTa. BOTIPOCAM TeMbI
" |TOKYMEHTallHOHHOTO Oco0eHHOCTH MCIOJIb30BaHUs eINHOM M(pPOBOi MIaThOpMBI 3 ’

B cdepe 3aHATOCTH W TPYAOBBIX OTHOWICHWHA «Pabota B
Poccuny. 3amura nHbOpMaLMK B CUCTEMax YIPaBIeHYECKOM
JIeSITENBHOCTH

IIpn  wu3ydeHun

JUCHUITIINHBI MOT'yT TIIPUMCHSATCA: QJICKTPOHHOC 06yquI/Ie,

TUCTaHIIMOHHBIE 00pa3oBaTeNbHble TexHOoJIoruu B cootBeTcTBUM ¢ PI'OC BO.

2.3.3 llpumepHasi TeMaTHKA KYPCOBBIX padoT (IP0EKTOB)
He npedycmompenul

2.4 llepeyeHb y4eOHO-METOAMYECKOT0 00ecIeYeHUsl AJIs1 CAMOCTOATEIbHOH padoThl
00y4aroIUXCcH Mo JUCUMILIMHE (MOTYJII0)

Bun CPC

[lepeueHn y4eOHO-METOTNIECKOTO OOECTICUECHUS TUCITUTUIAHBI 1O
BBITIOJTHEHUIO CAMOCTOSATENILHOU paOOThI

Pedepart, rcce

MeTtoanyeckre peKOMeHIal|H 10 MOIrOTOBKE MMChbMEHHBIX PadoT
cTyzleHTamMu: yueOHo-MeToandeckoe nocobue / B.B. Epmonenko,
M.P. 3Bakapsa, J.B. Jlanckas, M.A. MupoimHHYEHKO,
A.Il. CaBuenko, J[.A. /letknHa. MUHUCTEPCTBO HAyKH U BBICILETO
o0Opa3oBaHUs Poccwuiickoii ®deneparmu, Ky6anckmii
rocyaapCcTBeHHBIN yHUBepcuTeT. 2022. - 98 c.




Y4eOHO-MeTOIMYeCKHe MaTepHalibl Ui CaMOCTOSTEIbHONM pPabOThl OOydaloOIIMXCS M3
YHCITa MHBAJIHM/IOB U JIMII C OTPAaHUYECHHBIMU BO3MOKHOCTSIMU 310poBbs (OB3) npemocraBmsiorcs
B (hopMax, aJanTHPOBAHHBIX K OTPAHUYCHUSAM UX 37J0POBbS U BOCHPUATHS HH(DOPMAIIH:

JInst L ¢ HapyIeHNUSIMH 3PSHUS:

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

— B (hopMe IIEKTPOHHOTO JOKYMEHTA,

— B (popme ayamodaiina,

— B IIeyaTHOM opMe Ha s3bIke bpaiins.

JIst I ¢ HapyIIeHUSIMH CITyXa:

— B mieyaTHoM hopme,

— B (hopMe DIIEKTPOHHOTO IOKYMEHTA.

JUist a1 ¢ HapyIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO amnmapaTra:

— B IIeYaTHOM opme,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA,

— B (hopme ayauodaiina.

JlaHHBII TIepeYeHb MOXET OBITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHICHTA
00y4aromuxcs.

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

B xome wu3yueHMs OUCHMIUIMHBI IPEIyCMOTPEHO MCIIOJIB30BaHME  CIIEAYIOIIUX
00pa30BaTEeNbHBIX TEXHOJOTUH: MYJIBTUMEIUHHBIE JIEKIUHW C DJIEMEHTaMH JHCKYCCHH,
UH(POPMALIMOHHO-KOMMYHUKATUBHBIE TEXHOJOIWH, MHpolieMHoe OOydyeHHEe. MpPaKTUYEeCKHe
3aHATHUS, CAMOCTOSTENbHASI PadOTa CTYIEHTOB.

KoMmneTeHTHOCTHBIM MOAXO0A B paMKax HpernojaBaHMs TUCLUIUIMHBI peaau3yercss B
UCTIOJIb30BAaHUN HMHTEPAKTUBHBIX TEXHOJIOTUH M AKTHUBHBIX METOIOB (TPOCKTHBIX METOMMK,
pa30opa KOHKPETHBIX CUTYaLMi HHBIX (POPM) B COUETAaHUU C BHEAYIUTOPHOM pabOTOMH.

Texnonorus npobiaemMHOro OOydYeHHS: JEKIHs — JUCKYCCHs, NpoOJeMHas JIeKIus,
KOMIIbIOTEpHAs npe3eHTanus. Ha ekuusax u3nararorcss OCHOBHbIE TEOPETUUYECKHE MOJI0KEHUS U
KOHIICTIITUS Kypca, JAolIie CTYJIeHTaM HH(pOPMaIiK, COOTBETCTBYIOIIYIO ITPOrpaMMe.

3amaya CEeMUHApCKUX 3aHATHH — pa3BUTHE Yy CTYJEHTOB HABBIKOB IO NPUMEHEHHUIO
TEOPETUYECKHUX MOJIOKEHUN K pEeIIeHUI0 MpakTudeckux npodiem. C 3Toil 1enpio pazpadboTaHbl
3aJjaHusl 11 BBITTOJTHEHUS] HA CEMMHAPAX, KOTOPbIe OpPUEHTHPOBAHBI HA YCBOEHUE TEOPETUUECKOTO
Marepuala U YMEHHUS €ro WCIOJIb30BaTh JJIs pelieHHs MpaKTHYecKux 3aaad. Ha cemumHape
OTBOJUTCS BpeMsl s JUCKYCCHH, B KOTOPOH YYacTBYIOT JOKJIAT4MK, MOATOTOBUBIINI
COOOIIIEHUE MO KaKOW-TMOO0 MpakTHUUecKo mpobieme, ero onmoHeHTH (1 wiam 2 4denmoBeka),
HOJrOTOBUBIINE KOHTPAPI'YMEHTBI, U IpyTHe CTYACHTHI IPYIIIbI.

Hpyras ¢dopma opraHuzanusi paObOTBl CTYJSHTOB — HalWCaHHWe pedepaTa, KOTOpoe
npezcTasisier coboil uccnenoBanue od0bemMoM a0 5000 3HAKOB IKOHOMHYECKOH MpPOOJIEMBI C
NPeUI0’KEHNEM BapHaHTOB PEIICHHS JAHHOM MPOOIEMBI.

WudpopmanoHHbIE  TEXHOJOTMM, TPHUMEHSAEMble MpU HU3YYCHUH JIUCHUIUIUHBL:
UCTIONIb30BaHUEe  HMHMOPMAIIMOHHBIX  PECypcoB,  JOCTYNHBIX B HH(POPMAIMOHHO-
TEJIEKOMMYHHUKAIIMOHHOHN ceTu MIHTepHeT.

AnantuBHBle  00pa3oBaTeNbHBIC  TEXHOJIOTHH, TPHUMEHSEMBbIE TPH  HM3YYCHUH
JUCHMIUIMHBL — I JIMIl C OTPAaHWYEHHBIMH BO3MOXKHOCTSIMH 3I0POBBSl IPEIyCMOTpEHA
OpraHu3aIs KOHCYJIbTAUK C UCTIOIH30BAHUEM DJIIEKTPOHHOM MOYTHI.



4, OueHoOYHBIE

cpencTBa

ISl TeKyllero

NMPOMEe;KyTOYHOH aTTecTalUU
OL[GHO‘IHBIG cpeactBa MNpPCAHA3HAYUCHBI I KOHTPOJIA M OLCHKH 06pa30BaTeJII>HBIX
JOCTMDKCHHH 00yYaronuxcsi, OCBOMBIIHX IPOrpaMMy YYe€OHOW JMCIUIUIMHBI «DJIEKTPOHHBIC
JIOKYMEHTBI B KaJpOBOM padboTe.
OHCHO‘IHBIG cp€acTtBa BKIIIOYACT KOHTPOJIBHBIC MAaTCpHaJibl JJIA IIPOBCACHHUA TCKYILICIO
KOHTpPOJIA B (hopMe JTOKJIaAa-Mpe3eHTAIluU 110 IPOOJIeMHBIM BOIIpocaMm, TecTta, pedepara, scce u
MIPOMEKYTOYHOM aTTecTalii B JOpME BOIIPOCOB K 3a4ETY.

KOHTPOJIS

yYcneBaeMoCTH 4

CprKTypa OLICHOYHBIX CPEACTB NJIsA TeKyIIIeﬁ H l'IpOMC)KyTO‘IHOﬁ aTrreCcralnumn

HanmeHoBaHME OIICHOYHOTO

IUTaHUPOBATh PaboTy MO
cOOpy W CHCTEeMAaTH3AINU
CBEJICHUM O TMOJOXKEHUN
JeT B chepe
JOKYMEHTAITMOHHOTO
obecrieueHns1  ynpaBiIeHHs
OpraHu3aIliy;

HUIIK 3.3 — cmocobeH
OpraHM30BaTh PadOTHI MO
BBISIBIICHUIO HAPYIICHUH B
pabotre ¢ [IOKyMEHTaMH
OpraHu3aluy,
OTIPE/ICNICHHIO Mep 10 UX
YCTPaHEHHIO

- IJIaHWpOBaTh paboTy mo cbOopy u
CHCTEeMaTH3allui CBEICHUH O TOJIOKEHUHU
men B chepe  TOKYMEHTAITMOHHOTO
obecrieueHnst pabOTHI KapoOBOH CITyKOBbI;

- HCIIONIb30BaTh COBpEMEHHbBIE
NpOrpaMMHBIE  TIPOAYKTHI B cdepe
AIIEKTPOHHOTO KaJIpoOBOTO
JIOKyMEHTO0000poTa

Bnaneer:

- HaBBIKAMH  (OPMYJIHPOBAaHHS H
pENIeHUs TPUKIIATHBIX 33724 10 CO3JaHHUIO0
3JIEKTPOHHBIX KaJPOBBIX JOKYMEHTOB;

- HaBBIKAMU BBISABJICHUS HapymeHnﬁ B
paboTe ¢ DJIGKTPOHHBIMH  KaJIPOBBIMHU
JIOKYMEHTaMH

Ne Kon u HaumeHoBaHMe Pe3ynbraTel 00y4yeHus CcpencTBa
n/m HHIUKaTOpa Texymmii IIpomexyTounas
KOHTPOJIb aTTecTanus
1 UIIK 2.1 — cmocobeH 3HaeT: Bomnpocs! s Bomnpocs! Ha
aHaIM3UPOBATh NEPeOBOI - TepeloBOM OTCUECTBEHHBIH OMNBIT B YCTHOTO 3agere 1-13,
OTCYCCTBCHHBIN u | obmactu 3JIEKTPOHHOTO | (MHUCHMEHHOTO) 30-33
3apyOeXHBII  ONMBIT B | TOKYMEHTOOOOpOTa B KaJpOBOM ompoca 1o
obmactu JIEJIOTIPOU3BOICTBE; TeMme, paszieny.
JOKyMEHTAIlMOHHOTO - HOpMaTHBHyI0 0a3y u wMeromukd | Pedepar, acce
oOecIicueHUs ypaBicHUs | pa3pabOTKM U BHEAPCHHS  CHUCTEM
UIIK 2.2 — cmocobOeH | 3MeKTpOHHOTO  JOKYMEHTOO0OpOoTa B
ITaHUPOBATH KaJpoBo# pabore
B3aUMO/ICHCTBIC VYmeert:
oJpa3iesieHuit - OCYIIECTBISITh AaHANIW3 BHUAOB W
OpraHU3al|y [0 BOIPOCaM | (pOpMaTOB 3JIEKTPOHHBIX JOKYMEHTOB B
paboTHI ¢ TOKYyMEHTaMH; pabote KampoBoil ciayxkObl Ha OCHOBE
UIIK 2.3 — cmocoOeH | cUCTeMHOrO MOAX0/1a;
OpraHu30BaTh pabOTHI IO - MOIENHpOBaTh W IPOSKTHPOBATH
MTOCTPOCHHUIO CHCTCMBI | AEATENBHOCTh MOApa3eleHui o paboTe ¢
JIOKYMEHTAI[MOHHOTO 9JIEKTPOHHOM KaJpOBOM JOKYMEHTALMEH
oOecricueHnsT  yIpaBIeHHs Brnaneert:
OpraHu3anuu - HaBbIKAMHU aHallu3a HOPMAaTUBHOM
6a3bl B oOmacTtu 3JEKTPOHHOTO
JIOKYMEHT0000poTa B KaJpOBOM
JIEIIOTIPOU3BOICTBE;
- METOOUKOM  OpraHUu3alMOHHOTO
MPOCKTUPOBAHUS CHUCTEMBI  yIIPABICHUS
3JIEKTPOHHOU KaJpOBOM JOKYyMeEHTaluen
2 HUIIK 3.1 — Buazgeer 3HaeT: Bormpocsr mist Bormpock! Ha
METOIUKAMHU aHanM3a - OCHOBHBIC TPHHIIHITEI OPOPMIICHHS YCTHOTO 3agere 14-29,
oKazaTeneit ANIEKTPOHHBIX KaJPOBBIX JOKYMEHTOB; (TTMCBEMEHHOTO) 34-38
JeATSITFHOCTH 1o - METOIBl yINpaBIICHUS  KaIpOBOH ormpoca 1o
JOKyMEHTalluOHHOMY paboroit OpraHu3aIx Ha Gaze | Teme, pa3zeny.
o0ecTieueHHIo WCTIOJIb30BaHUS PHUHIIUIIOB U TEXHOJIOTHI Amnanmus
yTIpaBJICHUS; JIEKTPOHHOTO JIOKYMEHT0000pOTa. MIPAKTUIECKUX
UIIK 3.2 — cnocobeH VYwMmeerT: CUTyalun




TunoBbie KOHTPOJIbHbIE 32/IaHUS UJIM HHbIE MATePHAJIbl, HEOOXOAMMBbIE 1JI51 OLEHKHU
3HAHUM, YMEHH i, HABBIKOB U (MJIM) ONbITA AeATEJIbHOCTH, XaPAKTEPU3YOIHUX ITAMBI
(opMupoBaHUA KOMIETEHUNH B IIpoLiecce OCBOeHHs 00pPa30BaTeIbLHOI MPOrpPaMMbl

Ilepeuennb Tem pedeparoB (3cce)
[TprHIUIBI 37IEKTPOHHOTO T0KYMEHTOO00pOTa B paboTe KaapoBOi CIykObl
Knaccugukaius kaapoBbIX JTOKyMEHTOB
Knaccugukanus cucteM ynpasiieHUs] JOKYMEHTaMH B YIIPAaBICHUHU IIEPCOHAIOM
CoBpeMeHHbIE MTOIXO0/Ibl K aBTOMATH3aIMK YIIPaBIeHHs JOKYMEHTalueH
[TpoGiieMa npuiaHus IOPUAUYECKOTO CTaTyca 3JIEKTPOHHBIM JOKYMEHTaM
[Tpumenenne HMHMOPMAILIMIOHHO-KOMMYHHUKAaTUBHBIX TEXHOJOTHMM Kak CpeiCTBO
NOBBIIIEHUS 3()(HEKTUBHOCTH KaJpOBOTO JOKYMEHTOO0O0pOTA

7. BHeapeHue 371€KTPOHHOIO KaJpOBOI0 TIOKYMEHTOO0OPOTa: PUCKU U BO3MOXKHOCTH

8. IIpobaembl BHEAPEHUS IEKTPOHHOTO KaJPOBOTO JOKYMEHTO000pOTa

9. IOpuanyeckast 3HaYMMOCTb IEKTPOHHBIX JOKYMEHTOB

10. PesynbpraThl sKcnepuMeHTa MUHHCTEpPCTBA TPyAa M COLUUANbHOW 3amuTel PO mo
BHE/IPEHUIO JIEKTPOHHBIX TOKYMEHTOB, CBSI3aHHBIX C paboTOM

11. DnexTpoHHBIN (HopMAT 3aKIIOYESHHUS TPYIOBOTO JOTOBOPA

12. TpynoBast KHMXKKa: UCTOPUS U COBPEMEHHOCTb

13. MadpopMannoHHO-KOMMYHUKAIIMOHHBIC TEXHOJIOTHH 3JIEKTPOHHOTO
JIOKYMEHTALMOHHOT0 00eCeyeH sl yIpaBIeHUs IEPCOHAIOM

14. Beibop mporpammHoro oOecrneyeHus UIsl KaapoBoM ciyxObl. [lpukiamnbie
IpOTrpaMMHBIE IPOAYKTHI IO YIIPABJICHUIO IEPCOHAIOM

15. TpebGoBaHMs K cUCTEMaM XpaHEHUS JIEKTPOHHBIX JOKYMEHTOB

16. ABromaru3anus XpaHEHHUs SJIEKTPOHHBIX JTOKYMEHTOB

17. DnekTpoHHBIN apXUB IOKyMEHTOB 10 JUYHOMY COCTaBY

ocourwnE

3adeTHbIe MaTepHaJIbl (BOIPOCHI) JIS1 IPOMEKYTOYHOM aTTecTauuu (3a4er)

1. TlonsaTHE OSJIEKTPOHHBI JIOKYMEHT, JOKYMEHTOOOOPOT, pOjJb 3JIEKTPOHHOTO
JIOKYMEHTO000pOTa B KaJIpOBOM JEJIONPOU3BOCTBE
TpeboBaHMs K KaJIpOBBIM JOKYMEHTAM B 3JIEKTPOHHOM BHUJIE
[TonsiTve 1 CTPyKTypa KaJpOBOT0 JOKyMEHTO0O0pOTa
CocraB OpraHn3allMOHHON, PACIIOPAIUTENBHON KaApOBOM TOKyMEHTALIUN.
Bunbl vHQOpMaIOHHO-pacueTHON U CIIPAaBOYHON KaJIpOBOM TOKyMEHTALUN
CocraB mI1aHOBOM, OTYETHO-CTATUCTUYECKOM KaJApOBOW JOKYMEHTAUU
Kanpogas ciyx6a: ee nienu, 3a1a4u U (PyHKITHH.
. HopmaTuBHO-IIpaBoBO€ peryInMpoBaHue KaApOBOI0 3JIEKTPOHHOIO IOKYyMEHTO000pOTa
B Poccuiickoit denepanun

8. BHeznpeHue KaJpoBOro 3JIEKTPOHHOIO JIOKYMEHTOOOOpOTa: PHCKH, BO3MOXKHOCTH,
poOJIeMbl BBEICHUS

9. Buapl KagpoBBIX JOKYMEHTOB, O(OPMIIIEMBIX TOJBKO Ha OyMa)kHOW HOCHTENeE, Ha
OyMa)XHOM HOCHTEJ]E WM AJIEKTPOHHO, TOJIBKO JJIEKTPOHHO IPHU HCIOJIB30BAHUU KaJIpOBOTO
3JIEKTPOHHOT'0 IOKyMEHT0000pOTa

10. TTopsimok BBeIEHUS KaIpOBOTO JIESKTPOHHOTO JIOKYMEHTOO000pOTa

11. TpeGoBaHHs K COJAEPXKAHUIO JIOKAJHHBIX HOPMATHBHBIX aKTOB paboTojaTens o
BBEJICHUH KaJPOBOT0 3JIEKTPOHHOTO TOKYMEHTOO000pOTa

12. AnMuHUCTpaTUBHAs OTBETCTBEHHOCTh 32 HapyleHue JIENCTBYIOILETO
3aKOHOJATEIbCTBA B paboTe C KaJApOBBIMU JOKyMeHTaMu PO

13. Buzsl 31eKTPOHHBIX MOANUCEH, UCHOIB3YEMBIX B AJIEKTPOHHOM JOKYMEHTO000pOTE
npu 0(OPMIICHUH PA3IMUHBIX KaJpOBbIX JOKYMEHTOB

14. BezneHue nepBUYHBIX YUETHBIX JOKYMEHTOB B AJIEKTPOHHOM BH/JIE

15. CopeprxkaHne OCHOBHBIX Pa3fenioB JMUHOW KapTouku (popma NeT-2) m mpaBuia ee
3aM0JIHEHUS

16. Tlopsmok odhopmiieHHS TOKYMEHTOB IIPU IPHEME Ha padoTy

Noook~wbdPE



17. Tlopsnok oopmieHns: JOKYMEHTOB IIPH MIEPEeBOIe paOOTHUKA

18. Tlopsmox  odopmiieHHS JOKYMEHTOB TIO  TPEAOCTAaBICHUIO  OTIYCKOB U
KOMaHIUPOBAHHIO COTPYJHUKOB OpTaHU3aLUN

19. Ilopsnok odopmieHus pacTOpKEHUs TPYJOBOTO 1I0r0BOPA

20. Topsaok MOArOTOBKM MPUKA30B MO JIUYHOMY COCTaBY

21. TpeOoBaHUS K 3aMOTHEHHUIO TPYIOBON KHUKKH

22. Tlopsinok BHECEHUS U3MEHEHUI M UCIPABJICHUN B TPYJOBYIO KHIDKKY

23. OpraHusanus yueTa TpyAOBbIX KHHKEK B OpraHU3aluu

24. HopMmaTHBHO-IIpaBOBOE PETYJIUPOBAHUE HJIEKTPOHHBIX TPYAOBBIX KHUKEK

25. Otuer B IIOP «CBemeHuss o TPYIOBOH JESATEIBHOCTH PAOOTHHUKOBY: IOPSIO0K
COCTaBJICHUS], CPOKU IIOJJauH, aIMUHUCTPATUBHAsI OTBETCTBEHHOCTb 3a HEIPEACTaBIECHUE

26. HopmaTuBHO-TIpaBOBOE pETYIUPOBAHHE WCIOIb30BAHUS DJICKTPOHHBIX JIUCTKOB
HETPY0CIOCOOHOCTH

27. Cpoku Ha3HA4YeHUs, BBIIIATHl M TMOPSAJOK pacyera IMOCOOUS IO BPEMEHHOM
HETPY0CIIOCOOHOCTH

28. BzaummopeiictBue ¢ padoronatenem ¢ @CC PO no mpepcTaBieHUIO CBEICHUN UIS
BBIIJIATHI TIOCOOMS [0 BPEMEHHOW HETPY10CIIOCOOHOCTH

29. DJEeKTPOHHBIN JUCTOK HETPYAOCIIOCOOHOCTH 10 OEPEMEHHOCTH U POJIaM, 110 YXOIy 3a
0OJILHBIM PEOCHKOM

30. HopmatuBHO-TIpaBOBOE pETyIMpPOBAHKE TPYAa AUCTAHIIMOHHBIX PAOOTHUKOB

31. OcobeHHOCTH B3aUMOACHCTBHUS TUCTAHIIMOHHOTO paOOTHUKA U paboTomaTens

32. OcobenHoctn  opOpMIIEHHS  KAJAPOBBIX  JOKYMEHTOB C  JAMCTAaHIIMOHHBIMH
pabOTHUKAMU

33. Iopsimoxk BBeACHMS MAMCTAHIIMOHHOTO TpyJda JUIS JCHCTBYIOIIMX pPaOOTHUKOB.
BpemeHnHblii nepeBo pabOTHMKA Ha JUCTAHIMOHHYIO paOOTy MO MHUIMATUBE paboTojaTess B
UCKITFOUUTENFHBIX CITyqasx

34. OOpaboTKa MepCcOHANBHBIX JaHHBIX PAOOTHUKOB B KaJIpOBOH cIy>k0e: HOPMATUBHO-
IIPaBOBOE PETYIMPOBAHUE U MTPAKTUYECKOE IIPUMEHEHUE

35. TexHuueckoe M MPOrpaMMHOE OOecHeueHUe CUCTEMBbI KaJpOBOTO 3JIEKTPOHHOIO
JIOKyMEHTO000pOTa

36. TpeboBanuss K UWHGOPMALMOHHBIM  CHCTEMaM  KaJpOBOIO  3JIEKTPOHHOTO
JIOKyMEHTO000pOTa

37. OO0uue NPUHLIKIBI XpPAaHEHUS JIEKTPOHHBIX JOKYMEHTOB

38. 3amuTa nHGOpPMANIMK B KAJPOBOM 3JIEKTPOHHOM JJOKYMEHTOO00POTE

Kpurtepun oneHuBanus pe3yibTaToB 00y4eHus:

IToporu oneHok BapuanTsl napameTpoB
BBICTABIISICTCS CTYJICHTY, €CJIM CTYJICHTOM JIaH MOJIHBIA, pa3BEPHYTHII OTBET
3a4TEHO Ha IIOCTaBJICHHBIN BONPOC, [IOKA3aHO YMEHUE OIUCATh U UHTEPIIPETUPOBATH

CUTYAIUIO WM COBOKYITHOCTh (PaKTOB, OOHAPYKUTh UX CBSA3H, 3aBUCHUMOCTH
n T.0. OTBET YETKO CTPYKTYpUPOBaH, JIOTUYEH, MU3JIOKEH JUTEPATyPHBIM
S3BIKOM C HCIIOJIb30BAHMEM COBPEMEHHOH TEpMHHOJIOTUU. MoOryT ObITh
JIOTIYIIEHBI 2-3 HETOUHOCTH WJIM HE3HAYUTENIbHbIE OLINOKH, NCTIPAaBICHHbIE
00y4YaroLIMMCs C TIOMOIIBIO MPENoIaBaTessl.

BBICTABJISIETCSI TIPU HECOOTBETCTBHM OTBETA 33JaHHOMY BOIIPOCY, OTBET
HE 3a4TE€HO MPEeACTABISIET COO0M pa3pO3HEHHBIE 3HAHUSI C CYIIECTBEHHBIMU OITMOKAMU
o Bompocy. [IpucyTcTByIOT hparMeHTapHOCTh, HETOTUYHOCTD U3JIOKEHUSI.
OTCYTCTBYIOT BBIBOABI, KOHKPETHU3alWA KW OOKa3aTCJIIbHOCTH M3JIOKCHMUA.
JlonoaHuTENbHBIE M YTOUHSIOLIME BOMPOCHI IPenoAaBaTelis He MPUBOAST K
KOPPEKIMHU OTBETa 00y4aroIIerocs.




OneHouHbIC CpeACTBA JUIsi WHBAIWAOB M JIMII C OTPAHUYCHHBIMH BO3MOXXHOCTSIMU
3JI0POBbSI BRIOMPAIOTCS C YUETOM UX WHIUBUAYATBHBIX MCUXO(PU3NISCKIX OCOOCHHOCTEH.

— IIpY HEOOXOMMOCTH UHBATIUIAM | JIUIIaM C OTPaHUYCHHBIMU BO3MOXXHOCTSIMU 3I0POBbSI
IPEOCTABIISCTCS JOTIOJHUTEFHOE BPEeMs JJIs IIOATOTOBKM OTBETA HAa SK3aMEHE;

— MPU MPOBEICHUU MPOIIETYPHI OLICHUBAHUS PE3yJIbTATOB O0yUEHUs HHBAIUOB U JIUI] C
OTPaHUYCHHBIMH BO3MOXHOCTSIMH 3JIOPOBBSI TPETYyCMAaTPUBACTCS MCIIOJIb30BAHUE TEXHUYCCKHX
CpeICTB, HEOOXOIUMBIX UM B CBSI3U C UX WHAUBHUIYATbHBIMH OCOOCHHOCTSIMU;

— TIpY HEOOXOAUMOCTH ISl 00YUAKOIIUXCS ¢ OTPAHMYCHHBIMH BO3MOKHOCTSIMHU 37I0POBbSI
U WVHBAIWIOB TIPOIEAypa OICHUBAHUS pPE3YJIbTaTOB OOYYEHHUS 1O JHUCIUILUIMHE MOXKET
IIPOBOJUTHCS B HECKOJIBKO ATAIIOB.

[Iponienypa oneHMBaHUS PE3yJIbTATOB OOYUYCHHS WHBAIWIOB U JIUI[ C OTPaHUYCHHBIMU
BO3MOXHOCTSIMH 3JI0OPOBbSI IO JUCHUIUIMHE (MOJIYJIO) MpelycMaTpUBaeT IPel0oCTaBICHUE
uHpopManuu B QopMmax, aTanTHPOBAHHBIX K OTPAHUYCHHUSIM WX 3J0POBbS H BOCIPHUSTHS
uHpOpMaLUu:

Jist 11 ¢ HapYIICHUSIMH 3PEHUS:

— B I1e4aTHOW (hopMe YBEIMYCHHBIM HIPUPTOM,

— B (hpopMe 3IIEKTPOHHOTO IOKYMEHTA.

J1J1st JIUI ¢ HApYIICHUSIMH CITyXa:

— B IIeYaTHOM opme,

— B (hpopMe 3IIEKTPOHHOTO IOKYMEHTA.

JUist 1 ¢ HapyIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO armapaTra:

— B mieyaTHoOU hopme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

JlaHHBIN TepeueHb MOXET OBITh KOHKPETU3HPOBAaH B 3aBUCUMOCTH OT KOHTHHTCHTA
oOyyJarouuxcsi.

5. IlepeueHnb yueOHOI TUTEPATYPHI, HH(YOPMAIMOHHBIX PECYPCOB H TEXHOJIOTHIi

5.1. YueOHas 1uTepaTypa

1. AGynamze, [I. I'. JlokymeHTanoHHOE OOeCIieYeHHE YIPABIICHUS IIEPCOHAIOM: YUeOHHK
U npakTukyM 1yt By3oB / JI. I'. A6ynamze, U. b. Bempsokkuaa, B. M. MacoBa. — 2-¢ u3j., iepepao.
u gon. — Mocksa: M3garensctBo KOpaiit, 2023. — 370 c. — (Bricmiee o6pazoBanue). — ISBN 978-5-
534-14486-4. — Texct: nsnektpoHHbi // OOpa3zoBarenbHas minatgopma FOpaiT [caiit]. —
URL.: https://urait.ru/bcode/511693

2. Noponnna, JI. A. Opra#auzanus U TEXHOJOTHS TOKYMEHTAI[MOHHOTO OOecreyeHus
yIpaBJICHUS: YIeOHUK U TpakTuKyM Juist By3oB / JI. A. Jloporuna, B. C. UputnkoBa. — 2-¢ u31.,
nepepad. u pon. — Mocksa: M3natensctBo FOpaiit, 2023. — 270 c. — (Beicinee obpa3oBaHue). —
ISBN 978-5-534-16016-1. — Tekcr: anekTpoHHbIH // OOpa3zoBaTenbHas matdopma FOpai [caiir]. —
URL.: https://urait.ru/bcode/530251

3. INaBnosckas, O. FO. IIpaBoBoe obecrieueHne KaapoBOTo ASTOMPON3BOACTBA: YUeOHOE
nocobue nns By30B / O. lO. IlaBnoBckas. — MockBa: M3narensctBo FOpaiit, 2023. — 213 c. —
(Beicmee oopazoBanme). — ISBN 978-5-534-11565-9. — Teker: anexkTponusii / OOpa3oBarenbHas
wiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/518436

4. Ky3ueno, M. H. JlokymeHTanmMOHHOE OOECIICUCHUE YMPABICHUS TIEPCOHAIOM:
y4eOHUK M MPAKTUKyM Ui cpefaHero npodeccuoHanbHoro obpazosanus / M. H. Kysneros. —
2-e w31, mepepad. u gom. — Mocksa: M3natenscTBo FOpaiit, 2023. — 393 c. — (IIpodeccrnonanbaoe
obOpazoBanme). — ISBN 978-5-534-16749-8. — Tekct: asmekrponHbIii // OOpa3oBaTelbHas
wiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530256

5. lllyBamoBa, H. H. Opranuzanus 1 TEXHOJIOTHS TOKYMEHTAIIMOHHOTO O0OecreueHus
yIOpaBleHUs: y9eOHUK 1 TpakTUKyM st By30B / H. H. IllyBanoBa. — 3-e u3n., mepepad. u J01. —
Mocksa: UznarensctBo FOpaiit, 2023. — 247 c¢. — (Beicuiee o6pazoBanue). — ISBN 978-5-534-
16537-1. — Tekct: amektponHbIii // OOpa3oBatenbHas miatdopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/531239

5.2. Ilepuoanyeckasi JuTepaTrypa

1. XKypnan «Ympasienue nepcoraiom» http://www.top-personal.ru
2. XKXypnan «Pabota ¢ nepconamom» http://www.hr-journal.ru

3. Kypnan «Kanposuk» panor.ru/journals/kadrovik


https://urait.ru/bcode/530251
https://urait.ru/bcode/531239

4. Dnexrponnas oudanoreka GREBENNIKON.RU https://grebennikon.ru/

5. XKypnan «O0Opa3oBareabHbIC TEXHOJIOTHIDY

https://elibrary.ru/contents.asp?id=37347690

[TewaTtHble mepuogUYecKHe W3AaHUSA BXOIAT B «llepedeHb MEUaTHBIX MEPUOTUICCKIX
W3/IaHHH, XPAHSIIAXCS B donze Hayunou OMOIMOTEKH KyoI'V»
https://www.Kubsu.ru/ru/node/15554, W/WIM  DJIGKTPOHHBIE TEPHOJUYECKHE W3JaHUS, C
yKa3aHHEM ajJipeca caiTa IJICKTPOHHOW BEPCHH JKypHajia, U3 0a3 JaHHBIX, JOCTYN K KOTOPBIM
umeet KyoI'Y:

1. Baser manusix kommanun « ABUCy https://eivis.ru/

2. Dnexrpounas 6ubimoreka GREBENNIKON.RU https://grebennikon.ru/

5.3. UHTepHeT-pecypchbl, B TOM 4YHCJe COBpeMeHHble TpodeccHOHATbHBIE 0a3bl
AAHHBIX U HHPOPMALMOHHBIE CIIPABOYHbIEC CHCTEMBI

OnexkTpoHHO-0nbMoTeunbie cucteMsl (ObC):

1. O6pasoBarensnas miatpopma «FOPAUT» hitps://urait.ru/

2. 9BC «YHUBEPCUTETCKA S BUBJIMOTEKA OHJIAMH» http://www.biblioclub.ru/

3. OBC «BOOK.ruy» https://www.book.ru

4. ObC «ZNANIUM.COM» www.znanium.com

5. ObC «JIAHb» https://e.lanbook.com

IIpodeccnonanbHbie 6a3bl JAHHBIX

1. BupryampHplii dHTadbHBIA 3an Poccmiickot TocymapctBenHoit OmbOmmoreku (PI'B)
https:/Idiss.rsl.ru/;

2. Kypnan «Ycnexu puzndecknx Hayk» (31ekTpoHHas Bepeus) https://ufn.ru/;

3. MUAH. IoaHOTEKCTOBAs KOIUIEKIINSA MaTEMATHIECKUX KypHaIoB http://www.mathnet.ru/;

4. Kypnan «KBanrtoBas 3JIEKTPOHUKA (31eKkTpoHHAs BepCHs)
https://quantumelectron.lebedev.ru/arhiv/

5. Hayunas snextponnas oubnmmoreka eLIBRARY.RU (HDB) http://www.elibrary.ru/;

6. HanmonanbHas 1eKTpoHHas 6ubimoreka https://rusneb.ru/;

7. Ilpesunentckas 6ubnmoreka um. b.H. Enbrna https://www.prlib.ru/;

8. Bl CSD-Enterpris KemOpumkckoro nenrpa kpuctamuiorpagpuueckux nanHeix (CCDC)
https://www.ccdc.cam.ac.uk/structures/;

9. BJl oxypHamoB 1m0 pa3nM4yHbIM oTpacisM 3HaHmid  Wiley Journals Database
https://onlinelibrary.wiley.com/;

10. BJ1 eBook Collection (SAGE) — https://sk.sagepub.com/books/discipline;

11. IMonHOTEKCTOBAST KOJUIEKIIUS KYPHATIOB KOMIIAHUH AMEPUKAHCKOTO (PH3HYECKOTO 00IIecTBa
American Physical Society (APS) https://journals.aps.org/about;

12. BJI matentHoro moucka Orbit Premium edition (Questel) https://www.orbit.com/;

13.  Pecypcer  Springer  Nature  (kypHaibl,  KHHIH): https://link.springer.com/
https://www.nature.com/ https://experiments.springernature.com/sources/springer-protocols
http://materials.springer.com/

14. ApxuBbl Hay4HbBIX XypHasoB Ha Poccuiickoii mnardopme HayuHbix xypHasoB HOWKOH
http://archive.neicon.ru/;

15. VYuuBepcuterckas ~ uHpopmammonnas — cuctema  POCCHUS  (YUC  Poccus)
http://uisrussia.msu.ru/;

16. "Jlexktopuym TB" - Buneonekuuu Beaymx gekropos Poccuu hitp://www.lektorium.tv/;

17. B[ SciFindern (CAS) (oHtaiiH-CcepBHUC IS TOMCKA HHPOPMALIMK B 00JIACTH XUMUH, ONOXHUMUH,
XUMUYECKOH HHXKEHEPUH, MaTepHaJIOBEACHU, HAHOTEXHOJIOTUH, (PU3NKHU, T€OJIOTUH, METAJUTYPrud U Ip.)
https://scifinder-n.cas.org/;

18. Freedom Collection — mosHOTEKCTOBasT KOJUICKIIMS 3JICKTPOHHBIX KYPHAJIOB 110 Pa3InuHBIM
oTpaciisM 3HaHu# n3narenbcerBa Elsevier https://www.sciencedirect.com/;

19. BA  Academic Reference (CNKI) (eamnas  mowuckoBas  1uiaTgopMa 10
Hay4yHoMccieoBaTenbckiM padoram KHP. Temartnka mOKpbIBaeT BCE OCHOBHBIE JHCIUIUTMHAPHEBIC
obnactu https://ar.cnki.net/ ACADREF.

HNudopmannonnbie cipaBoYHbIe CHCTEMbI

1. Koncynerant Ilmoc - copaBouHas mpaBoBasi cucTeMa (JZOCTYN IO JIOKAJbHOH CEeTH C
KOMITBIOTEPOB OUOIHOTEKN)

Pecypcebl cBOOOAHOTO JOCTYNA

1. KubepJlennnka http://cyberleninka.ru/;
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2. AMepukaHckas mateHTHas 0asa maHHbIx http://www.uspto.gov/patft/

3.  MuHHECTepcTBO HAyKM W  BeICHIero  oOpa3oBanusi  Poccuiickoit  Denmepariu
https://www.minobrnauki.gov.ru/;

4. ®denepanpubiii mopran "Poccuiickoe obpasosanue” http://www.edu.ru/;

5. Enunas xosutekims nudpoBeix 00pazoBaTebHbIX pecypcos http://school-collection.edu.ru/

6. I[Ipoext I'ocymapcTBeHHOTO HHCTUTYTa pycckoro s3bika umeHu A.C. Ilymkuna "O6pa3zoBanue
Ha pycckoM" https://pushkininstitute.ru/;

7. CripaBouHO-uH(pOpMaMoHHKIH opTan "Pycckuit s3pik" hitp://gramota.ru/;

8. Ciyx0a TeMaTH4eCKHX TOJKOBBIX ciioBapeit http://www.glossary.ru/;

9. CrnoBapwu u sHImKIoNeauu http://dic.academic.ru/;

10. O6pazoBarenbHbIi mopTan "Yueda" http://www.ucheba.com/.

Co0cTBeHHbBIE Y)IeKTPOHHBbIE 00pa3oBaTe/ibHbIe U HH(pOpMaLHOHHBIE pecypchbl Kyol'yY

1. Dnextponnsrit katamor Hayunoit oudaunotexu Kyol'Y http://megapro.kubsu.ru/MegaPro/\Web

2. OneKTpoHHAs Ooubnmorexa TPYIOB YYEHBIX Kyol'y
http://megapro.kubsu.ru/MegaPro/UserEntry?Action=ToDb&idb=6

3. OTkpbITast cpeia MOIYJIbHOTO TuHaMHIYecKoro ooyuenus Kyol'Y https://openedu.kubsu.ru/

4. Baza y4yeOHBIX TJIAHOB, Y4eOHO-METOIMYECKUX KOMIUIEKCOB, MyOnHMKauii u KoH(epeHIHHd
http://infoneeds.kubsu.ru/

5. DnexTponHbIH apxuB qokyMmeHToB KyOI'Y http://docspace.kubsu.ru/

6. MeTonnueckne yKazaHusi 1Jis1 00y4arolUXCs 110 0CBOEHUIO I CUMILIMHBI (MOYJIs1)

OcBoenue AUCHUIUIMHBL IPEAYCMATpPpUBACT IIPOCIIYIIHBAHUC JICKHPIIZ H TPOBCACHUC
MPAKTHYECKUX padoT.

I[JI?I FJIY6OKOFO HU3YYCHUA JUCHUIIJIMHBI HACTOATCIIBHO PCKOMCHAYCTCS:

— CHUCTEMATHYECKU TOTOBUTHCA K MPAKTUYECKUM 3aHATUAM MO Y4eOHBIM TOCOOHSIM,
Hay4HBIM CTaTbhsM B J)KyPHAJIAX, a TAKXKE C UCIOJIb30BaHUEM pecypcoB MHTepHET;

— CBOEBPEMEHHO BBITIONHSATH IPAKTHUUECKUE 3aJJaHHsl, TOTOBUTH pedepaTsl U 3cce.

CamocrosiTennbHasi paboTa CTYJIEHTAa - OJWH K3 BaXHEUIIUX HTAllOB B IOJTOTOBKE
cnenuanvctoB. OHa MPHOOIAET CTYJCHTOB K HCCIIeI0BaTEIbCKON paboTe, 000raiaeT onbIToM U
3HaHUAMU, HCO6XOI[I/IMI>IMI/I JJISL I[aJII)HGfIHIeFO HUX CTAHOBJICHUSA KaK CIICHUAJIMCTOB, ITPUBHUBACT
HABBIKU pabOTHI C TUTEPATYPOM, CTATUCTUYECKUMU TaHHBIMH.

Ilenp camocTOSATENBHONH pabOTBI - CUCTEMATH3allus, 3aKpeIUICHHE W PaCIIUpPCHHE
TEOPETUYECKUX M MPAKTHUECKUX 3HAHWUN C UCTIOJIH30BAHUEM COBPEMEHHBIX MH(OPMAIIMOHHBIX
TEXHOJIOTHI U JTUTEPaTYPHBIX UCTOYHUKOB. (11 pa3BUTHS HABBIKOB CAMOCTOSITEIIHHON PaOOTHI
CTYJIEHTaMH BO BpEMsI CaMOCTOSITENIbHON PaOOTHI BHIMOTHSIOTCSA pedeparhl, dcce, TOMAILTHUE
3a/laHusl 10 NOUCKY B VIHTepHeTe MHpOpMalMM Ha 3aJaHHYI0 HAy4YHYIO T€MYy M IOJIOTOBKE
JOKJIaja.

Pedepar wunmm scce TOTOBATCS CTYAEHTOM CAaMOCTOSTENBbHO, B HHUX 0000IIai0TCS
TEOPETUYECKHE MaTepualbl MO HCCIAEAyeMO TeMe C WCIOJb30BaHUEM MaTepHalioB U3
CIELMAJbHON  JIUTEpAaTypbl, HOPMATHUBHO-IIPABOBBIX JOKYMEHTOB, CTaHIAAPTU3UPYIOIINX
paccmatpuBaemyro chepy. B comepkanum paboT mqomkeH OBITh COOCTBEHHBIM aHAINU3 U
KPUTUYECKHM TIOAXOJ K pEHIeHHUI0 TNpoOsieMbl 1O BBIOpAHHOM TeMe HCCIeIOBaHU,
MOJIKPEIIJICHHBIN CTaTUCTUYECKHUMH JAaHHBIMA U KOPIIOPATUBHON OTYETHOCTHIO HM3BECTHBIX
Kopnopaunﬁ. MaTepI/IaJ'H)I JTOJIPKHBI OBITH W3JI0KEHBI HAa BBICOKOM TECOPETUICCKOM YPOBHE, C
MPUMEHEHUEM CTAaTHYECKUX JIaHHBIX U MPUMEPOB.

CTYJIGHTaM PEKOMEHAYCTCA HCHIPCPBIBHO MPOBOJUTH HAYYHBIC HWCCICOAOBAHUA I10[
PYKOBOJICTBOM TIperno iaBaress kKadeapsl o n30paHHON TeMe U TOTOBUTH COOOIICHHS Ha HAyYHbIe
KoH(pepeHuH, ctatbi B COOPHUK MOJIOJBIX HCCIEA0BaTeNeH U HayYHbIE KYpPHAIIbI.

OOy4eHne CTy/ICHTOB C OTPAaHUYEHHBIMUA BO3MOYKHOCTSIMU OPTaHU3YETCSl B COOTBETCTBUU
¢ TpeOoBaHUSIMH «METOINISCKUX PEKOMEH/IAINI TT0 OpTaHu3aluy 00pa30BaTEIILHOTO IpoIecca
JUIsi  OOy4YeHHs] WHBATUAOB W JIMIl C OrPAaHUYCHHBIMH BO3MOXKHOCTSMU 3JI0POBbS B

00pa30BaTeNbHbIX OpraHU3alUsAX BBICIIET0 Mpo(eccHnOHaTbHOrO 00pa30BaHUsM» OT «8» ampens
2014 r.


http://www.uspto.gov/patft/
https://www.minobrnauki.gov.ru/
http://www.edu.ru/
https://pushkininstitute.ru/
http://gramota.ru/
http://www.glossary.ru/
http://dic.academic.ru/
http://www.ucheba.com/
http://megapro.kubsu.ru/MegaPro/Web
http://megapro.kubsu.ru/MegaPro/UserEntry?Action=ToDb&idb=6
https://openedu.kubsu.ru/
http://infoneeds.kubsu.ru/

B ocBoeHWM MUCHUTUIMHBI WHBAIUAAMU M JHUIIAMH C OTPAHUYCHHBIMH BO3MOXXHOCTSMU
3I0POBBSl OOJIBIIIOE 3HAYCHUE HMMEET WHIAWBUIyallbHas yudeOHast pabora (KOHCYJIbTAaIMH) —
JOTIOTHUTEITFHOE PA3bsICHEHHE yIeOHOT0 MaTepuara.

WunuBuayanbHble KOHCYJIbTAlMM IO TPEAMETY SBISIOTCS BaXXHBIM  (DakTOpoM,
CIOCOOCTBYIOIIUM HHJIMBUYaTU3alMd O0yUEHUSI U YCTAHOBJICHHUIO BOCITUTATEILHOTO KOHTAKTa
MEXIy TMpernojaBaTesieM W O00y4arollMMCS HWHBAJIWIOM WM JHUIOM C OrPaHUYCHHBIMU
BO3MOXKHOCTSIMH 37I0POBBSI.

7. MaTepuajibHO-TEXHHYECKOe oDecredeHne 1o JUCHUIIHHE (MOIYJTI0)

I[Io Bcem Bugam y4eOHOH IEATENBHOCTH B paMKax JUCIHUIUIMHBI HCHOJB3YIOTCS
ayJIMTOpUH, KaOMHETHI U JIA0OPATOPUH, OCHAIEHHBIE HEOOXOTUMBIM CHEIUATU3UPOBAHHBIM U
71a00paTOPHBIM 000PYIOBAHUEM.

HaunmeHnoBanue crienmanbHbIX OcHalieHHOCTh [Iepeuenn
MIOMEIICHU I CHEIHATbHBIX TIOMEIICHHUH JIMIICH3UOHHOTO
IPOrpPaMMHOTO
obecrnieueHust
VueOHbIe ayIUTOPHU st | MeOenb: yueonas meoens | Microsoft Office: Word;
npoBeacHUs 3aHsATHi JekuuonHoro | Texunueckue — cpexactsa | Excel; PowerPoint.
THMA 00yueHus: JKpaH,
POCKTOP, KOMITBIOTEP
VYueOHbIe ayIUTOPHU st | MeOenb: yueonas meoens | Microsoft Office: Word;
npoBeacHUs 3aHATHI cemuHapckoro | Texunueckue — cpexactsa | Excel; PowerPoint.
THIIA, IPYIIIOBBIX ¥ | 00yueHHUS: JKpaH,
WHUBUIYAIBHBIX  KOHCYJIBTAIHi, | IPOCKTOP, KOMITBIOTEP
TEKYIIEero KOHTPOJIS u
MIPOMEKYTOYHOM aTTECTAIIH

Jlist

CaMOCTOSITEILHOMN

paboThl  0Oy4YaroLINXCS

MPEAYCMOTPEHBI

IMOMCIICHHA,

YKOMILJICKTOBAHHBIC CHCHI/IaJ'H/IBI/II)OBaHHOI\/’I MC6€HBIO, OCHAIICHHBIC KOMHBIOTGpHOfI TEXHUKOU C
BO3MOXXHOCTBIO MOAKIIOUEHUS K ceTu «HTepHeT» U obecrneueHueM JocTymna B JIEKTPOHHYIO
nH(pOpPMaAIMOHHO-00Pa30BaTEIBHYIO CPEly YHUBEPCUTETA.

HanmenoBanue OcHaIeHHOCTb MMOMEIIEHUH JJI11 CaMOCTOSITEIbHON Ilepeuenn
MIOMEIICHUH 17151 paboThI 0OyJarOLTNXCS JIMIIEH3MOHHOT O
CaMOCTOSITEITbHOU IPOTPaAaMMHOTO
paboTsI obecrnievyeHus
o0ydJaronmxcs
[Tomemenne s | MeGenb: yueOHast Mebemb Microsoft
camocrosTenbHol | KoMrutekt CIeIHATM3UPOBAHHON mebenu: | Office:  Word;
paboThI KOMIIBIOTEPHBIE CTOJIBI Excel;
oOydJaronuxcs O6opyoBaHue: KOMIIBIOTEpHAS TEXHHUKA ¢ | PowerPoint.
(YMTaNBHBIA  3aJ | MOJKIFOUYSHUEM K HH(POPMAIIHOHHO-KOMMYHHKAIIHOHHOM
Hayunoiu cetn «MHTEpHET» W JIOCTYIIOM B D3JEKTPOHHYIO
O6ubIMOTEKN) UH(pOpMaIIMOHHO-00pa30BaTEIbHYIO cpeny
oOpa3zoBaTenbHON OpraHu3aluu, BeO-Kamephl,
KOMMYHHUKAIIMOHHOE 000pYZOBaHUE, 00eCcreyrBaroIiee
JOCTYII K CETH WHTEpHET (IIPOBOJHOE COCIAWHEHHE W
OecrpoBoiHOE coeauHeHue 1o TexHosorud Wi-Fi)
[Momemenne s | Mebenb: ydeOHast MeOesb Microsoft
camocrosiTenbHol | Komruiekt CIeUATU3UPOBAaHHON mebenu: | Office:  Word;
paboThl KOMITBEOTEPHBIE CTOJIbI Excel;
O6opynoBanue: KOMIThIOTEpHAsI TEXHUKA c | PowerPoint.

MOJKIIOYEHHEM K HTHPOPMaIlMOHHO-KOMMYHHUKALIMOHHOM
ceth  «MHTEpHET» M JAOCTYNOM B 3JIEKTPOHHYIO




UH()OPMAIMOHHO-00Pa30BaATEBHYIO cpeny
oOpa3oBaTenbHON OpraHu3aIlNH, BeO-Kamephl,
KOMMYHHKAIIMOHHOE 000pYyJ0BaHUE, 00ECIIeUMBaroIIee
JOCTYIl K CETH WHTEpHET (IIPOBOJHOE COCIAMHEHUE W
OecrpoBoiHOE coeauHeHue o Texnosoruud Wi-Fi)




