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1 Hesan u 3axa4m U3y4eHUs AMCHHUILIMHBI (MOIYJISA)

1.1 Ileab ocBOEHUS AUCHUILIHHBI

Hemn: dopmupoBanue npodeccHoHaNbHBIX KoMmmeTeHuui B coorBerctBun ¢ PI'OC BO,
KOMIUIEKCA 3HaHWH, YMEHUI ¥ HaBBIKOB B 00JAaCTH HOPMATHBHO-TIPABOBOTO W OPraHU3alHOHHO-
JOKYMEHTAI[HOHHOTO OOECIeUeHHs YIpaBJIeHUs] B OOJACTH YyIpaBICHHsS IMEPCOHAIOM Ha OCHOBE
paloOHaIbHBIX, HAYYHO-OOOCHOBAHHBIX IPUHIUIOB U METOJIOB HX COBEpIICHCTBOBAHUS,
(dbopMHUpOBaHHE MTPOTPECCHBHOTO IMOJAXOAAa K PEUICHWIO BAXXHEWIIMX YIPABICHYECKUX 3a/1ad Ha
MPEANPUSITHH.

1.23anaum:

- YCBOEHHE OCHOBHBIX IOHATHH B 00JaCTM HOPMAaTUBHO-IIPABOBOIO u
JOKYMEHTAI[MOHHOTO 00€ecIeYeHUs YIPaBJIE€HUEM TPYAOBBIX OTHOILEHUN Ha MPEANpHUSATHH (B
OpraHu3aln);

- HU3y4yeHUEe BHUAOB OQUIMAIBHBIX JOKYMEHTOB U TpeOOBaHMM K HX COCTaBICHUIO H
0(hOpPMIICHHUIO;

- olpejeneHue croco00B TOKyMEHTUPOBAHUS U CUCTEM JOKYMEHTALIHUH;

- TpUMEHEHHUE NMPaBUJI OpPraHU3aluu padoThl ¢ JOKYMEHTAMHU CIYKObI IEpCOHANa,

- OCBOEHHME TOpsAJKAa OpraHu3aluu paboT MO JENONPOU3BOJCTBEHHOMY OOCIYKMBaHHUIO
TPYIOBBIX OTHOLIEHUH;

- npuoOpeTeHHe yMeHUN oQOpMIIEHHUSI PEKBU3UTOB, CO3/IaHNE 11a0JIOHOB JOKYMEHTOB C
MTOMOIIBIO CHEIUATIN3UPOBAHHBIX IPOTPAMM,;

1.3 MecTro qucuuninHbl (MOayJisl) B CTPYKTYpe 00pa3oBaTe/ibHON NPOrpaMMbl

Hucuunnuna 51.B.02 «HopmaTtuBHO-IIpaBoBO€ U JOKYMEHTAI[MOHHOE 00ECIeueHUe TPYAO0BbIX
OTHOIIIEHU» OTHOCUTCSA K 0a30oBoil uwactu bnoka 1 "Jlucummmmubel (Momynu)" ydeOHOTO TuIaHa,
dhopmupyemas yaacCTHUKaMH 00pa30BaTEIbHBIX OTHOIIIEHUH Y4€OHOTO TUTaHa.

B Meroguueckom IiaHe OUCHUILIMHA ONMUPAETCS HA 3HAHMS, MOJyYEHHBIE MPU H3yYECHUH
CIeNYIONUX  YYeOHBIX  KypCOB:  «YIpaBlCHHE  [EPCOHAJIOM  COBPEMEHHOM  OpraHH3aluu,
«MexAUCIUIUIMHAPHbIE HCCIIEIOBAHUS B cthepe YIIPABIICHUS TIEPCOHAIIOM » u ap.

1.4 IlepeyeHb IJIAHUPYEMBIX Pe3yJbTATOB OOyYeHHUS M0 JAUCHUILUIMHE (MOZYJI0),
COOTHECEHHBIX C IVIAHUPYEMBIMH pPe3yJIbTATAMHU 0CBOCHHs 00pa3oBaTeIbHOM IPOrpaMMBbl

N3ydyenue nanHOW yueOHOM IUCHMILIMHBI HANpaBieHO Ha (OPMUPOBAHHE Y OOYYAIOIIMXCS
CJIeIYIOLIIMX KOMITETEHIIUM

Kon u HanMmeHOBaHHE Pe3ynbraThl 00y4eHUs 10 AUCIUIUINHE
HWHAUKaTopa™

ITIK-1. CHOCOBEH PA3PABATBIBATb CUCTEMY CTPATEI'HMYECKOI'O 1 OITIEPALIMOHHOI'O
YIHPABJIEHUS TEPCOHAJIOM

K-1.UIIK- 1. Brnaneer oraenbHBIME 3HAaHUSAME B 00JIaCTH 3aKOHOJaTeNIbCTBAa PD 0 IepcoHalbHBIX
3HATH OCHOBBI JAHHBIX, OCHOBBI TPYJOBOTO, apXMBHOT'O, aIMHWHHCTPATUBHOTO, MUTPALOHHOIO,
3aKkoHogaTeJbcTBa PO o HaJIOTOBOT'0 3aKOHO/IATENIbCTBA, 3aKOHOAATENbCTBA B chepe OT

NePCOHAJILHBIX AHHBIX, B nenom, Brnazeer 3HaHUAMHU B 00NacTH 3aKoHOmaTenscTBa PO o mepcoHambHBIX
OCHOBBI TPYJAOBOI'0, apXHBHOI'0, | JAQHHBIX, OCHOBBI TPYIOBOI'O, apXMBHOI'O, aJIMHHHCTPATHBHOTO, MHIDALOHHOTO,
aAMUHHMCTPATHBHOYIO , HAJIOTOBOT'0 3aKOHONATEIbCTBA, 3aKOHOIaTeNnbCTBa B cepe OT

MHUTPALUOHHOTO , HAJIOTOBOI'0 VYBepeHHO BiajeeT 3HAHMAMH B 00JIaCTH 3aKOHOIarenbcTrBa PO o mepcoHambHBIX
3aKOHOIATEJbCTBA, JaHHBIX, OCHOBBI TPYIOBOTO, apXHMBHOIO, aIMHUHUCTPATUBHOI'O, MUTPALIMOHHOTO,

3aKkoHogaTeabcTBa B cpepe OT | mHamorosoro 3akoHOMATENBCTBA, 3aKOHOMATENLCTBA B chepe OT
MK-2. CHIOCOBEH PEAJIN30BBIBATh CUCTEMY CTPATETMYECKOI'O 1 ONEPAITMOHHOT'O
YIPABJEHUHWSA NEPCOHAJIOM

MK-2.UIIK - 1. OOnamaer 3HaHWSAMHM B OOJACTH pEANIN3alMM CHUCTEMBl CTPATETHYECKOro U
CrniocodeH peaTn3oBbLIBATH OIEPAIMOHHOTO YIIPABJICHHUS TEPCOHAIOM

CHCTeMY CTPATern4ecKoro u B memoM, ¢ MOMOIIBIO HKCIEPTOB CIOCOOCH pEaM30BBIBATh CHUCTEMY
ONEePAMOHHOTr0 YNPABJIEHUS CTPaTErH4eCcKOro ¥ ONEPALOHHOr0 yIPaBJICHHs IIEPCOHATIOM

NEePCOHAJIOM CriocobeH  CcaMOCTOSITENBHO — PEANN30BBIBATE CHCTEMY  CTPAaTETMYecKOro U

OIEPALMOHHOTO YIIPABJICHHS IEPCOHATIOM
IIK-3. CHOCOBEH AIMUHUCTPUPOBATH NPOLECCHI U JOKYMEHTOOBOPOT 11O
CTPATEIrMYECKOMY U OIEPAIMOHHOMY YIIPABJIEHHIO NTEPCOHAJIOM
MNK-3.UIIK - 1 3HaeT OTAeNbHBIE TOKYMEHTBI, HEOOXOANMBIE U COMPOBOXKICHHUS MPOIIECCOB IO

YIIPABJICHHUIO NIEPCOHAJIOM B COOTBETCTBHH C TPEOOBAHMSIMH 3aKOHOATENBCTBA
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Kon u HanmenoBanue
WHIUKaTOopa™

Pe3yfILTaTLI 06y‘leHI/I$[ 10 JUCHUITTIMHEC

YMmerts o0ecnieynBaTh
AOKYMEHTAIIMOHHOE

COIPOB Ok/ICHNHE MTPOLIECCOB 110
YIPaBJIEHHUIO IEPCOHAJIOM B
COOTBETCTBHM ¢ TPeOOBAHUAMH
3aKOHOAATEJbCTBA

B nieniom, ymeer obecreunBaTh JOKYMEHTAIIMOHHOE COTIPOBOKICHHUE MPOIECCOB IO
YIIPABJICHUIO MEPCOHAJIOM B COOTBETCTBHHU C TPEOOBAHUSIMH 3aKOHOIATEILCTBA
YMeeT caMOCTOSTEIbHO 00eCmevYrBaTh JIOKYMEHTAIIMOHHOE COIPOBOXKICHHE
NPOIIECCOB IO YIPABICHHIO TEPCOHATIOM B COOTBETCTBHH C TPEOOBAHHSAMHE
3aKOHO/IATENbCTBA

PesynbraThl 00y4eHUs MO AWCIMIUIMHE JAOCTUTAIOTCS B paMKaxX OCYIIECTBIICHHS BCEX BHUIOB
KOHTAKTHOH M CaMOCTOSITENIbHON pabOThl 0OYJaIOIIUXCSl B COOTBETCTBUU C YTBEP)KJICHHBIM Y4EOHBIM
IJTAHOM.

WNuankaTopbl JOCTHKEHUS KOMIETEHIUH CUYUTAIOTCS CHOPMUPOBAHHBIMHU TPH JOCTIKEHUH
COOTBETCTBYIOIIUX UM PE3YJIbTATOB O0YUEHHUS.

2. CTpykTypa U coep:kaHMe TUCHUTIIHHBI

2.1 Pacnipeaesienne TPyA0EMKOCTH AMCUMILIMHBI IO BHAaM padoT

OOmiass TpymOEMKOCTh IMCHMIUIMHBI CcOCTaBisier 4 3aveTHbix emunul] (144 wdwacoB), ux

acmpeieJIeHue 1o BUJaM paboT MpeJICTaBIeHO B TabIuUIle

Bunpl pador Bcero ®dopma oOydeHust
4acoB OYHO- ouHas
3a04Has sa04HAS
1 2 X X
ceMecTp ceMecTp ceMecTp ceMecTp
(gacer) (gacer) (Jacer) (gacer)

KonTakTHas padoTa, B TOM 4ucje:
AYIUTOPHBIE 3aHATHS (BCET0): 12,3 12 0,3
3aHATHS JIEKIIHOHHOIO THITA 6 6 -
J1200paTOPHBIE 3aHSATHSI - - -
MIPaKTHYECKUE 3aHATHS - - -
CEeMUHAPCKUE 3aHSTHSI 6 6 -
HMHasi KOHTAKTHas1 padoTa:
KonTponb camocrosTensHO# paboThl
(KCP) ) ) i
ITpomexxyrounas arrecraims (MKP) 0,3 0,3
CamocTrosiTeJibHasi pa6oTa, B TOM 123 % 27
qucie:
Pedepat/acce (moaroToBka) 4 4 4
CaMOCTOATENNPHOE U3YYCHHE Pa3JIelioB, 86 86 20
CaMOIIOATOTOBKA
[ToAroToBKa K TECTUPOBAHUIO 6 6 3
KoHTpoJib: 8,7 - 8,7
IlonroTroBka K 3K3aMeHy
Oomas qgac. 144
TPYA0EMKOCTH B TOM 4HCJI€e

KOHTAKTHAA 12,3 12 0,3

padorta

3ad4. e]l 4

2.2 CopepaxaHue IMCOHUIIIMHBI
Pacnpenenenue BuoB yueOHON pabOTHI U UX TPYAOEMKOCTH O pa3/ienaM JAUCIUIINHBI.
Paszensl (TeMbl) qucHMIUTHBL, n3ydaembie B 1 u 2cemectpe (1 kypee) (ounast popma 0OyueHust)



KonuugectBo yacos
Ne HanmenoBanue paszenos (Tem) AymuTopHas Bucaymuropras
Bcero pabora pabora
J I13 JIP CPC
1 Pazpnen.1 [lonsTre u 3HaUeHNE JOKYMEHTALUOHHOTO a4 9 9 i 40
" |obecrnieueHust ynpaBiIeHUs IEPCOHAIOM
5 Paznen 2. OCHOBBI IOKYMEHTAIIMOHHOTO 00ecrieueHust 47 9 9 i 43
YIIpaBJICHUS TIEPCOHATIOM
3 Paznen 3. Cucremarusanus 1 XpaHeHHe JOKYMEHTOBKaIPOBOH 44 9 9 i 40
CITY>KOBI
HUTOI'O no pazdenam oucyuniunsl 135 6 6 - 123
Kontpons camocrosrensHoit padots! (KCP) 8,7 -
[Tpomexyrounas arrecrarms (MKP) 0,3 -
OO011ast TPyT0EMKOCTb IO JUCIUTUINHE 144 -

[Ipumeuanue: JI — nexuuu, 113 — npaktuyeckue 3ansatus / cemunapsl, JIP — naboparopHeie 3aHATHSA,
CPC — camocrosTenbHas paboTa CTyIeHTa
2.3 Coneprxanue pa3iesoB (TeM) TUCHUINIHHBI
2.3.1 3aHATHA JTeKUMOHHOI0 THIIA

No HaumenoBanue Conepranme paszena dopma TeKy1Iero
paszaena KOHTPOJIS
1 2 3 4
Paznen 1. IloHsTHe M 3HAYEHUE JOKYMEHTAIMOHHOTO 00ecTieYeHHs YIIPABJIEHUsSI TEPCOHAIOM
Bsenenue B kypc OOmee  mpeacTaBieHHE — Kypca. Hasuauenne  u |[IpopaGorka
comepkanne Kypca. CBs3p Kypca ¢ ydeOHBIMH |y4eOHOro
OUCIUTIIMHAMU. 3HaueHue Kypca B IMOATOTOBKE (TCOpeTI/I‘IGCKOFO)
CIEIMAITUCTOB 110 YIIPABIICHHUIO TIEPCOHAIOM MaTepuana
[MonsiTue [ToHATHS «TOKYMEHT», «IOKYMEHTOO00POTY, ITpopabotka
JIOKYMEHTAIlHOHHOTO «TOKYMEHTAIIMOHHOE 00eCrieueHUE YIIPaBICHUS». y4eOHOro
obecrieueHus OcHOBHEBIE TPeOOBaHUs, MPEIBABIIEMbIE K 0OPMIICHHUIO (TeopeTHuecKoro)
VIIpaBJICHHUS JIOKYMEHTAIINH, TpelycMOTpeHHbIe [ ocynapcTBeHHON Marepuana
MIePCOHAIIOM. CUCTEMOH JJOKYMEHTAIIMOHHOTO O0ECIICUeHUS YIIpaBICHUS
TpeboBanwus, I'OCT P 7.0.97-2016. ITopsimok 0O6pabOTKH B peruCTpariiu
MIPEIbSIBIIIEMBIC K JIOKYMEHTOB, HX MHJIEKCAIH. PerucTpanuontbie GOpMbI 1
oopMIeHHIO uX 3aronHeHne. KoHTpoIlb UCTIONHEHUS JOKyMEHTOB.
JIOKYMECHTOB OCHOBHBIE OTIMYHS B TIOATOTOBKE IMPOCTBIX M CIOKHBIX
MPUKA30B. YUeT CEU(PUKN pacIOPIIUTEIHLHOIO
JIEVCTBUS TIPUA COCTABJICHUH MPHKA30B I10 MIPHEMY,
MepeBoy, YBOIBHEHUIO paboTHUKOB. [Topsaok
BH3UPOBAHHUS ITPUKA30B TI0 JINYHOMY COCTaBY, UX
peTUCTpaIny.
CocTtaB W BHUIBI [ToHsiTHe M 3HaUEHHUE KaIPOBOM JTOKYMEHTAITUH. [Tpopaborka
KaJpoBoi gokyMeHTanuu | Kiaccudukanus kaapoBoit jokymeHTanuu. OCHOBHBIC yaeOHOro
BHJIbI IOKYMEHTOB KaJIPOBOM CITYKObI, 0COOCHHOCTH HX (TeopeTHuecKoro)
cocraBieHus. HopMaTtuBHO-TIpaBoBas 0asa, Matepuana
periIaMeHTUPYIoIas Pa3pab0TKy KaIpOBBIX JTOKYMEHTOB.

Paznea 2. OcHOBBI AOKYMEHTAIIMOHHOTO 00ecnieYeHUsl yNpaBJeHUs MEPCOHATIOM
TpeboBanus K [HrtaTtHoe pacnucanue (ct. 57 Tpynosoro Kogexca PD)— [Ipopabotka
COJICPIKaHHIO 1 ®dopma mratHoro pacnucanus (popma T-3) yTBepkaeHa yaeOHOro
oopMIICHHIO noctadoBieHneM ['ockomcrara Poccum ot 5 staBapst 2004 (TeopeTHyeckoro)
JIOKaJIBHBIX roza Nel. MaTepuaa
HOpPMaTHBHBIX aKTOB IO [IpaBwiia BHYTpEHHETO TPYAOBOTO pacIopsKa Kak
YIIPaBJICHUIO JIOKaJIbHBIA HOPMATHBHO-TIPABOBOM aKT,

IEPCOHATIOM KOHKPETU3UPYIOIIUN TTOPSIOK PETyTUPOBAHUS KITFOUEBBIX
BOIPOCOB COIUATILHO-TPY/IOBBIX OTHOIIIEHUH Ha
npeAanpusTar. OO MOPSIOK MOATOTOBKH JOKYMEHTA B
cootBercTBHH cO CT. 190 TK P®D. Ocobennoctn




o(hOopMIIEHHS TIPaBUII BHYTPEHHETO TPYAOBOTO

pacropsjka, Cofep>kaHie BOIIPOCOB, KOTOPbIE OTPaXKAIOTCS
B IIpaBUJIaX BHYTPEHHETO TPYJOBOIO PACIOPSAKA.
Oco0OeHHOCTH 00palleHus C NEPCOHATBHBIMU AAHHBIMU
pabOTHHUKOB B COOTBETCTBHUH € MOJOkKEeHUAMU TaBbl 14 TK
P®. TpeboBanus k 00pabOTKe NEPCOHANBHBIX JAHHBIX
pabotHuKa. [IpaBuia nepenaun nHGoOpManuy,
coJiepxarieil cBeJieHns 0 pabOTHUKE, TPETHUM JIHIIAM.
OTBETCTBEHHOCTh AOKHOCTHBIX JIUIl, BUHOBHBIX B
HapyIIEHUH HOPM, PETYIUPYIOMIUX [TOTy4eHHe, 00padoTKy
U 3alUTy NePCOHAIBHBIX JaHHBIX paboTHUKA. HCTpyKIHs
0 TIOKYMEHTAI[MOHHOMY O0€CIIEUEHHUIO YIIpaBJIeHUS
nepcoHaoM npeanpustus. CTpyKTypa U cofepskaHue
pa3ziesioB JAHHOTO TIOKYMEHTA.

I'ocynapcTBenHas
WHCIEKUHS TPyAa U
npoleaypa MpoBeAcHHs
IIPOBEPOK
JOKYMEHTALUU
KaJpOBOH CITyKOBI

ITomHoMoOuuss  rocylapcTBEHHOM  MHCIEKIUM  TpyJa.
[Ipouenypa u npaBuiia MPOBEICHUS MPOBEPOK COOIIOACHHUS
JEHCTBYIOIEIO  3aKOHOAATENbCTBA. BuIBI  IIPOBEPOK.
[opsiox oopMIeHHsT MEPOIPUATHH IO KOHTPOJIO.

CocTaB JOKYMEHTOB, TpeOyeMbIX OpraHaMH Haji30pa u
KOHTPOJISI TPU MPOBEACHUH TPOBEPOK. OTBETCTBEHHOCTH
paboTonaTens 3a HapylIEHHUE JEUCTBYIOIIErO
3aKOHONATEIbCTBA O TPyIE M HErpaMOTHOE O¢OpMIICHHE
KaJpoBOM  JOKyMEHTallUW, Bo3jlaraeMas  1pynoOBBIM
Komekcom P® wu Komekcom 00 aaMUHHACTPATHBHBIX
IIpaBOHAPYIIEHMIX

ITpopabotka
yuebHOro
(TEOpEeTHUECKOro)
Martepuana

dopMupoBaHue U
BEJICHUE JTUYHBIX AE

Jlmuynoe geno paboOTHMKA Kak OCHOBHOM  JOKYMEHT
NEPCOHABHOTO y4eTa, B KOTOPOM XpaHATCS HamOomee
NONHBIC CBEICHHWSI O COTPYAHHUKE M €ro CIyXeOHOH
JEATEIEHOCTH.

CocTaB M MOCIEIOBAaTEIBHOCTS JOKYMEHTOB JIMYHOT'O JIEIa.
OcoOeHHOCTH COCTaBICHHS JOKYMEHTOB JHUYHOIO JIeJia:
JMYHOTO JIUCTKA 10 yYETy KaApOB, TONOTHEHUS K JTHIYHOMY
JHCTKY, aBToOMorpadguu u 1.4. IlpaBmia BBLIAYM JTUIHOTO
Jena BO BpeMEHHOe mojib3oBaHue. [lopsamok cocraBieHHS
omucH ITuYHOro rena. Ilepenada muyHoro nena Ha apXUBHOE
xpanenne. COCTaBJICHHE 3aBEPUTENHHON HAIIUCH JIMYHOTO
nena

ITpopabotka
y4eOHOro
(TeopeTHUYECKOro)
Mmarepuasia

Jlnuynas xaprouka

Jlnynas kapTouKa Kak OCHOBHOM JIOKYMEHT ITEPCOHAIBHOTO
ydeta pabOTHHKOB opraHu3anuu. JJoKyMeHTHI, Ha
OCHOBaHMM KOTOPBIX 3aIlOJIHAETCA JIMYHAs KapTouKa.
ITopsimok KoaupoBaHUS CBEICHUH B JIMYHOW KapTOUKE.
3anomHeHNe TMYHON KapTouku. [lopsaok BHECEHUS
WCTIpaBICHUN 1 U3MCHEHHUH B TIMYHYIO KapTOUKy pabOTHHUKA.

[TpopaboTka
yaeOHOro
(TeopeTHUYECKOro)
marepuaa

JoxymeHTHpOBaHUE
MIPOLIECCOB ABMKEHUS
KaJpoB

JokyMmeHTHpOBaHHWE TIporiecca IBMJKEHHS KaapoB Ha
MIPEANPUATHH KaK BakKHEHmas (yHKIOUS OThena KaIpoB.
Buner nmewkenums kazpoB. CxeMbl TIprieMa, IepeBOAa,
YBOJIbHCHHUS PA0OOTHHKOB.

Odopmitenne npuema paOGOTHHKOB. COCTaB JOKYMCHTOB,
TpeOyeMBIX TpH TNpueMe Ha padoTy B COOTBETCTBHU C
Tpynoseim Kogexcom PD.

[Mopsimok 3aKTF0UCHHS TPYAOBBIX IOTOBOPOB C IOCTOSHHBIMU
U BpEMECHHBIMH PaOOTHHKAMH.

OCOOCHHOCTH ~ COCTaBJICHUS  YHU(HUIIMPOBAHHBIX  (hopMm
NPUKA30B [0 JIMYHOMY COCTaBY, Kacalolluxcs IpHeMa
(popma T-1, T-1a).

Odopmienue mepeBoAa, IEpeMEIICHIs, KOMaHAUPOBAHUS
paboTHHKOB. OCOOEHHOCTH OQOPMIICHUS U OCHOBAaHUS
Pa3IUYHBIX BUJOB IepeBoa (IepeBo Ha APYryio paboTy Ha

[TpopaboTka
yaeOHOro
(TeopeTHyecKoro)
MaTepuraia
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TOM JK€ MpeANpHITHH; ITEepeBOA Ha pabdoTy Ha JApyroe
HpeanpusaTHe; TepeBo] Ha paboTy B JPYTyI0 MECTHOCTB).
OCo0eHHOCTH ~ COCTaBNIeHWS YHH(UIMPOBAHHBIX  (opm
NPUKAa30B 110 JIMYHOMY COCTaBy, KacaroIIMXCsS IepeBoja
(popma T-5, T-5a), xomanmupoBauus (hopmer T-9, T-9a, T-
10, T-10a). Odopmienue ormycka. llpaBuiaa W CpokH
MOATOTOBKU Tpaduka oTmyckoB (dopma T-7). OcoGeHHOCTH
COCTaBJICHHs YHH(UIMPOBAHHBIX (opM MpPUKA30B 110
JUYHOMY COCTaBY, Kacaromuxcs ornycka (¢popma T-6, T-6a).
Odopmiienne  yBoJbHEHHS  PaOOTHUKOB.  (OCHOBaHHS
IpeKpanieHusl TPYAOBOTO JOIOBOpa B COOTBETCTBHU C
HOPMaMH TpPYAOBOTO TIpaBa; MpaBWia O(QOPMIICHUS
IpeKpamieHust TpynoBoro joropopa. OTBETCTBEHHOCTbH
paboTonaTens 3a HE3aKOHHOE YBOJIbHEHHE PAOOTHHUKOB.
OcoOeHHOCTH ~ COCTaBICHHUA  YHH(UIMPOBAHHBIX  (hopM
MIPUKA30B 10 JUYHOMY COCTaBY, KacarolMXCsS YBOJbLHEHHS
pabotHuKoB (popmer Ne T-8, T-8a). ITopsaaok perucrparuu
NPHKA30B M0 JINYHOMY COCTaBY

Benenue tpynoBbix
KHUKEK

ITonsitue TpynoBoi kHuxkKU. PopMa TPYAOBOM KHUKKU.
HopmaTtuBHO-MeTonmnyeckas  0a3a, periaMeHTHpYIoIIas
TMOPA 10K BCACHUA, 3aIIOJIHCHU A TPYAOBBIX KHHXKCK,
obecrieueHust UMU paboToaaTeneil. 3anoTHEHHE CBEICHUH O
paboTHHKe. 3anolHEHHE CBEJCHHWI O pabore. 3amoiHEHHE
CBEJICHUH O HArpaxJIeHWHU. 3alloHEHHE CBEACHUH 00
yBONIbHEHHH  (TMPEKpalleHHHd  TPYIOBOrO  JIOrOBOPA).
OcoOeHHOCTH 3amoNHEHHS CBEIACHUI 00 YBOJIBHEHHH U
npueMe Ha paboTy B CBSI3U C TIEPEBOAOM PaOOTHHKA.
Bnecenne n3MeHeHUI U AONOTHEHUI B TPYAOBYIO KHIDKKY.
Jlyonmukat TpyJAOBOM KHIKKW. Bbljjaua TpymoOBOH KHMKKH
NpU  yBOJILHEHUH (NIPEKpAIIEHUH TPYIOBOTO JIOTOBOpA).
Bxuazapin B TpyAOBYIO KHIDKKY. YUeT U XpaHEHHE TPYOBBIX
KHIDKEK. JloKyMeHTamusi mo ydery ONaHKOB TPYyIOOBBIX
KHIDKEK (IIPUXOTHO-pacXofHass KHHWTa 10 y4eTy OIaHKOB
TPYIOBBIX KHIDKCK M BKJIAABIIIEH K HHUM, KHUTA ydera
IOBIDKCHHUS TPYHAOBBIX KHIDKCK W BKJIAIBIIIEH K HHM).
OTBETCTBEHHOCTh 32 COONIOACHHE TIOpSNKA BEACHUS
TPYIOBBIX KHIDKEK.

ITpopabotka
yuebHOro
(TEOpPEeTHUECKOro)
Marepuana

Pa3zpgen 3.

Cucremaruzauust 1 XpaHCHHE JAOKYMEHTOB Kauposoﬁ C.l'ly)l(ﬁbl

Homenknatypa men
KaJIpOBOU CITYKOBI

ITonsitue HomeHknatypsl gen. Ilopsmok —cocTaBieHHs
HOMEHKJIATYPHI IE]T KaAPOBOU CITY>KOBI.

[TpopaboTka
yaeOHOro
(TeopeTHyecKoro)
MaTepuaia

DopMHpOBaHUE JEI

TpebOoBaHwMs, IPeIbABIAEMBIC K 3aT0JIOBKAM €. DJIEMEHTBI
3aroJ0BKOB €]l

[IpaBuia rpynmupoBKHA TOKYMEHTOB B JAeia, O(QOPMICHHUS
3arojgoBKoB jein. I[Ipu3Haky TIpynnmupoBKH AOKYMEHTOB B

[TpopaboTka
yaeOHOro
(TeopeTHyecKoro)

MaTepuaa
Jiena.
Iopsmok  moxaroroku | I[1opsaok MOAroTOBKM TOKYMEHTOB K apXMBHOMY XpaHeHHIO. [[IpopaboTka
JOKYMEHTOB k | Knaccupukanus JIOKyMEHTOB 1O  CpPOKaM  XpaHEHHS. |yueGHOro
ApXUBHOMY XPaHEHUIO TpeGoBaHusi, NpeAbSBIIEMbIC APXMBHBIMH CIYXKOaMH K |(TeopeTHECKOro)

JOKyYMEHTaM, claBaeMblM B  apxuB. OpraHuzanus
MPOBEICHUS HKCIEPTU3BI IEHHOCTH JOKYMEHTOB.

Yactnynoe w monHoe odopmieHue Aen.  [lopsmok
oopmileHHS OOJOKEK el TOCTOSHHOTO U BPEMEHHOTO
cpokoB xpaHeHust. CocraBneHne u ohOpMIICHUE OIHCEH Nel.
CocraBiieHUe 3aBepUTENbHON HAAMUCH JeNa.
AJIMMHHMCTpAaTUBHAs  OTBETCTBEHHOCTb 32  HapylleHHe
JICHCTBYIOIIETO 3aKOHOJATENIBCTBA 110 APXUBHOMY JIENY.

MaTepuaa
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2.3.2 3aHATHA CEMUHAPCKOI0 THNA (MPaKTHYeCKHe / ceMUHAPCKUE 3aAHATHA)
OHeHI/IBaHI/Ie MPAKTUYCCKUX 3aI[aHI/II\/'I BXOIHWT B HAKOIIJICHHYIO OLCHKY.

Ne HanmenoBanue TemaThka MPaKTUUECKUX 3aHITHNA ®opma TEKYILEro
B pasnena (cemuHapoB) KOHTPOJISt

1 2 3 4

1 |Pazgen 1 TpedoBaHus K 0(hopMJIEHNIO TOKYMEHTOB! IIpoBoguTcs
IlonsiTue u 3HAYEHHE O0630p HOPMATUBHO-TIPaBOBOH 0a3bl JOKYMEHTAlIMOHHOTO [(hopMe
AOKYMEHTALHOHHOTO obecnieuenns ynpasnenus. 'OCT P 7.0.97-2016. MPAaKTUYECKOT O
o0ecnieyeHust [TonsiTue peKkBU3UTA TOKYMEHTA, TpeOOBaHUS, IPEAbABIIsIEMbIEC |3aHATHS,
ylpaBJjieHuUst K O()OpPMJICHHIO PEKBH3UTOB U MX PACHONOKEHHMIO HA OJaHKE|[peAroaraer
NePCOHATIOM JOKyMEHTA. aHaIM3

IIpunanue JOKYMEHTY IOpPUAUYECKON CHUIIBIL. CHUTYallHOHHBIX
CuryanuonHoe 3amanue «OmmbOkn B opopMIICHUH [3aJaHUN.
JIOKYMEHTOB

2 CocraB 4 BUBI Ka/IPOBOIi JOKYMEHTAIINHU:
OcHoBHBIE KITacCHU(DHUKAINN KaJAPOBBIX JOKYMEHTOB.
Ilpuka3zel 1O  JIMYHOMY  COCTaBy  Kak  OCHOBHOM
pacIOpsITUTENbHBIM JTOKyMEHT, COCTaBISIEMBI B IIporecce
JIOKyMEHTHPOBaHUS byHKIHIA KaJpoBOit CITYXKOBI.
CuryanmoHHoe 3a/laHne « AHaIN3 KaAPOBOH TOKYMEHTAIMH 110
(YHKIUSM yIIPaBIICHUS IEPCOHATIOM)

3 |Pazpea Il TpeOoBaHusi k coaepkaHui0 U oopMiIeHUIO [poBoauTest
OcHOBBI JIOKAJILHBIX HOPMATHUBHBIX AKTOB IO YNPABJIEHHUIO dopme
JAOKYMEHTALHOHHOTO nepconasioM. CuryaiponHoe 3aganne «OMmmOKy B IITATHOM [[IPAKTHYECKOTO
obecneyeHust pacrucanum» 3aHATHS,
ynpaBJeHUst CuTyanoHHOE 3a/1aHUE A YIUT IPaBHJI BHYTPEHHETO Ipearnonaraer
NePCOHAJIOM TPYIOBOTO pacnopsanka» CUTyallMOHHOE 3aJaHue aHaJIu3

«[Tonmoxxenne 06 00pabOTKEe MEPCOHAIBHBIX JAHHBIX. CUTYaL[MOHHBIX
Kakum emy ObITE?» 3aJITaHUM.
PazpaboTka ZOKyMEHTOB, KacalOIINXCs 3aIATHI
NEPCOHATBHBIX JAHHBIX COTPYIHHKOB OpPTraHU3ALNH
4 ®opmupoBaHue U BeleHHe JUYHBIX Aej. CocraBieHue
JOKYMEHTOB JIMYHOTO JeJla COTPYTHHUKA IO OCHOBHBIM
3TanaMm padoThI TIepcoHana (IIprueM, epeBojl, yBOJILHEHHE,
arrecranus u T.7.). CocTaBjeHNE BHYTPEHHEN OMUCH
JOKYMEHTOB JIMYHOTO JIeNa.
CocraBieHne 3aBepUTEITHHON HaIIHICH.
[loaroroBka ITHMYHOTO fefa U IIepeaadr Ha apXUBHOE
XpaHCHHE.
5 JInunas KapTouKa.
CocraBiieHHE TMYHOW KaPTOYKH PabOTHHUKA.
BHeceHne n3MeHeHU U UCIPABICHUN B IMYHYIO KAPTOUKY.
Kaproreka TUYHBIX KapTOYEK: MIpaBUiIa BEICHISL.
6 JoxyMeHTHPOBaHHE NMPOIECCOB IBUKEHUS KATPOB.

[Nomarosast mporemypa oopMIIeHHSI OCHOBHBIX KaIpOBBIX
mpouenyp (mpuem, epeBojl, epeMeleHne, MPEI0CTaBICHUE
OTIyCKa, KOMaHAUPOBAaHUE, YBOJIbHEHHE).

Oco0eHHOCTH MOATOTOBKH ITPUKA30B 10 TUYHOMY COCTaBY.
CutryalnoHHbIE 3aJjaHusl «AHAJIU3 TPYIOBOTO JOrOBOPaY,
«[Ipuem Ha paboTy», «KAyIUT YBOJbHEHHUII»

Benenne mu XpaHeHHe TPYAOBBIX KHHIKEK. 3anoHeHHE
TUTYJBHOTI'O JIUCTA TPYZ[OBOI\/'I KHHWKKH.
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3anonHenne pasznena «CeeneHust 0 paboTe». 3aloiHEHUE
pasznena «CBeICHHS O HATPAXKICHHUSIXY.
BHeceHue n3MeHEeHUH U TOMOTHEHUH B TPYAOBYIO KHIKKY.

8 HomenkiaTypa gen kaapoBoii ciay:xObl. IloHsTue
HOMEHKIaTypsl Jen. CocTaBieHHE HOMEHKIATYyphl el
KaJpOBOH CITyKOBI.

9 (Pasmeux I1I. dopmupoBaHue 1e. [IpoBoauTest B
Cucremaruzanus u TpebGoBaHus, MpeabsIBIseMble K (HOPMUPOBAHHIO bopme
XpaHeHHe JOKYMEHTOB | Jie] KaJpoBoH ciy:kObl. DOopMHpPOBaHHE 3ar0JIOBKOB IIPaKTHUYECKOT O
KaJpPOBOii cJ1yKO0bI JEIL. 3aHATHS,

IIpearonaraet

10 Ilopsinox MNOATOTOBKH JOKYMEHTOB K apXMBHOMY |apanu3

XPAaHECHHIO. CUTYaL[MOHHBIX
IlonroroBka [OOKYMEHTOB K apXMBHOMY XpaHEHHIO. 3a/1aHui.

[lomHoe u YacTHUHOE OPOPMIIEHHUE JE.
[TpoBeneHue 3KCIEPTU3BI IIEHHOCTU JOKYMEHTOB.

HpI/I HU3YUYCHHUHN JUCHUIINIMHBI MOTYT HNPHUMCHATCA SJICKTPOHHOC 06yquI/1e, JUCTAHIIMOHHBIC

obOpazoBatenbHbIe TexHoJoTHH B cooTBeTcTBUH ¢ DI'OC BO.

2.3.3 KypcoBble paGoThl — He MPeIyCMOTPEHBL.
2.4 IlepeueHb Y4eOHO-METOAMYECKOr0 olecmedyeHUs] IJIsi CAMOCTOSTEJbHOH PadoOThI

00y4aroIuXcs M0 JUCHUILIMHE (MOTYJII0)

Hepequb y‘le6HO-MeTO}IH‘{eCKOFO O6eCHe‘IeHI/Iﬂ JUCHUIIINHBI I10 BBIITIOJITHECHUIO
Ne Bun CPC CaMOCTOSITENILHOM PaOOThI
1 |lIpopaboTka TEOpETUIECKOr0
MaTepHaia (IIOAroToBKa K
poOJIeMHBIM CEMHHAPaM ) Mertonudeckue peKOMEHIAIMK MU CTYACHTOB HAIPaBJICHUS yIIpaBIICHHE
2  |BblOJHEHHE MHAMBHIYAIbHbIX |IEPCOHANIOM TIO BBINOJHEHNUIO MHCBMEHHBIX pPabOT, CaMOCTOSTETbHOH paboTHI,
3a7aHui (IOATrOTOBKA yTBepXkKIeHHbIe Kaenpoil yIpaBieHUs IEPCOHAIOM U  OpraHMU3alOHHOU
co00IIeHHUH, Tpe3eHTaIHH) TICUX OJIOTHEH
3 |[loaroroBka K TeKyIiemy
KOHTPOJIO

qu6Ho-MeTozmqec1<He MaTcpurajibl JJIsA CaMOCTOSATEIIbHON pa6OTbI 06yt1a}01u1/1xca U3 4uciia

WHBAJIUOB U JIUI] C OTPAaHUYEHHBIMU BO3MOKHOCTAMHU 3710poBhs (OB3) mpenocrasnsores B popmax,
aIalITUPOBAHHBIX K OTPAaHUYCHUSAM UX 3/I0POBbS U BOCHPUATUS HHPOPMAIUH:

Jljis U1 ¢ HapyIIeHUSIMH 3PEHUS:

— B IIe4aTHOU opme yBeTMYeHHBIM HIpUdTOM,

— B (hopMe PIIEKTPOHHOTO JOKYMEHTA,

— B (hopme ayaunodaiina,

— B ITIeYaTHOM opMe Ha s3bike bpaiins.

Jyig 11 ¢ HapyIIEHUSAMHU CIyXa:

— B reyatHoi (opme,

— B (JopMe AIIEKTPOHHOTO JTIOKYMEHTA.

JUig 1 ¢ HapyIIEeHUsAMHA ONIOPHO-BUTaTEIbHOTO anmapara:
— B reyatHoi dopme,

— B (pOpMeE AIIEKTPOHHOTO JOKYMEHTA,

— B popme ayauodaiina.

JlaHHBI TepeYeHb MOXKET OBbIThb KOHKPETH3HUPOBaH B 3aBUCHUMOCTH OT KOHTHHIEHTA

oOyJaronuxcs.

3. OOpa3oBaTejibHbIC TEXHOJIOTHH, IPUMEHsIEMbIe IPH OCBOCHHMH JMCHUILINHBI (MOAYJIs1)




B xoJe u3ydeHus JUCUMILIMHBI IPEYCMOTPEHO UCII0JIb30BAHUE CIIEIYIOINX 00pa30BaTENbHbBIX
TEXHOJIOTHI: JIEKIMH, MPAKTUYECKHE 3aHATHUA, NpoOieMHOe OOydeHue, MOAYJIbHas TEXHOJIOTHS,
MOJITOTOBKA MMCHbMEHHBIX AaHATUTHYECKUX PadOT, CAMOCTOsITeNIbHAs paboTa CTY/IEHTOB.

KoMIeTeHTHOCTHBI MMOAXOJA B paMKax MpernojaBaHUsl JIUCLUUIUIMHBI pealu3yeTcss B
HCI0JIb30BAHUN MHTEPAKTUBHBIX TEXHOJOIUI U aKTUBHBIX METOJIOB (IIPOEKTHBIX METOAMK, MO3TOBOTO
mTypMa, pa30opa KOHKPETHBIX CHUTyallUd, aHaiu3a IeJarorn4eckux 3ajad, I[eJaroruyeckoro
OKCTIIEPUMEHTA, HHBIX ()OPM) B COUETAHUH C BHEAYAUTOPHOU PabOTOM.

WNudopmanioHHbIE TEXHOJOTHH, TPUMEHSIEMbIE P M3YYEHUH JUCIHUIUTUHBI: UCTIOIh30BAHUE
MHPOPMAIIMOHHBIX PECYPCOB, TOCTYMHBIX B  HH(POPMALIMOHHO-TEICKOMMYHUKAIIMOHHOW CETH
HNuTtepner.

AnanTuBHBIE 00pa3oBaTENbHBIC TEXHOIOTHHU, IPUMEHSIEMbIC IPU U3YYCHUH AUCIUTUTUHBI — JIJIS
JUI] C OTPaHMYEHHBIMU BO3MOKHOCTSIMHU 3I0POBbsI MPEAYCMOTpPEHa OpraHU3alUsi KOHCYJAbTAlUil C
HCI0JIb30BAHNEM JIEKTPOHHOM MOYTBHI.

4. OueHoYHBbIe CpeAcTBA A TeKYyLero KOHTPOJISI YCIeBAeMOCTH H IPOMEKYTOYHOM
arTecTaluu

OneHouHbIe CpesiCTBA IPeIHA3HAUYEHBI /111 KOHTPOJIS U OLIEHKHU 00pa30BaTeNbHBIX JOCTHKEHUN
oOyyaronuxcs, OCBOMBIIMX @porpamMmy ydeOHoM aucuuminHbel «HopmatuBHO-paBoBOE H
JOKYMEHTAI[HOHHOE 00eCrieueHUe TPYIOBbIX OTHOILICHUI.

OneHoYHBIE CpPEACTBA BKJIKOYAET KOHTPOJIBHBIE MaTepHalbl JUIsl IPOBEACHHUS TEKYLIero
KOHTpOJIA B (opMe TeCcTOBBIX 3aJaHUM, [OKJIaJa-IPEe3eHTAllUd 10 MPOOJIEMHBIM BOIPOCAM,
Pa3HOYPOBHEBBIX 33aJJaHUI, CUTYallHOHHBIX 33/1a4 U MPOMEKYTOYHOM aTTecTanuu B opMe BOIPOCOB
K JK3aMEHY.

CTpYKTYpa OlIEHOYHBIX CPEICTB I TeKYIIeld M MPOMEKYTOYHOM aTTeCTAIMU
Ne | Kon u  mamvenosarme HanmMeHoBaHMe OLIGHOUHOT'O CPeACTBa
- /;1 HHAMKATOpA PesynbraThl 00yueHus Texymmii ITpomexyrounas
P KOHTPOIIb aTTecTalys
Bnageer otrnensHbIMM  3HaHusAMU B | Bompocsl aiis Bonpoc Ha
obmact  3akoHOmatenbctBa P® o | ycTHOro JK3aM€EHE
MIEPCOHAIBHBIX JIAHHBIX, OCHOBBI | (MMUCHMEHHOTO) 1-5
1 TPYZOBOTO apXUBHOT'O, | OMpOca 110 TeMe
K-1.MIIK - 1. ’ ’ ’
3 aJIMHHHCTPATHBHOTO, MUTPALMOHHOTO, | pa3mely
HATb OCHOBBI
PD HaJIOTOBOTO 3aKOHOZATEeNILCTBA,
3aKOHOIATeJbCTBA 0
A 3akoHonarenbeTa B chepe OT
MePCOHAIBHBIX JAHHBIX,
OCII:OBH N OB(I)!FO > | B menom, Brnasieer 3HaHUSIMU B obnactu | Pemenne Bormpoc Ha
a xnnﬂorlt))yn ’ 3aKoHOZAaTeNnbCTBa PO 0 mepcoHaNbHBIX | CUTYaLOHHBIX H | 3K3aMeHe
2 apMHHHCT ’aTPlBHOFO JIAHHBIX, OCHOBBI TPYJIOBOT'0, QDXUBHOT'0, | MPAKTHYECKUX 6-10
MZ:” a no?moro ’ aJIMUHHCTPATHBHOTO, MUTIPAIMOHHOTO, | 3a/ad I0 IUIaHy
Ha.ml))r(:;oro ’ HaJIOTOBOT'0 3aKOHOZATENILCTBA, | MPOOIEMHOrO
3AKOHOIATE/ILCTA 3aKoHozarenscTa B chepe OT ceMHHapa
3aKOH0}13TeJ‘lLCTBa’B YBepeHHO BiageeT 3HaHUSAME B obiactu | [logroroka Bonpoc Ha
chepe OT 3aKoHOHaTeNhcTBa PO 0 MepcoHANbHBIX | COOOIIEHUI Mo JK3aMEHe
3 ' JAHHBIX, OCHOBEI TPy OBOT'0, ApXUBHOTO, | IUIAHY 11-15
aJIMHHUCTPATHBHOTO, MUIPAlMOHHOTO, | MPOOIEMHOr0
HaJIOTOBOT'0 3aKOHOZIATENILCTBA, | CEMHHApa
3aKoHoAaTenbcTBa B chepe OT
Bonpocer gist Bonpoc Ha
OOmamaer 3HaHMAIMH B oOJlacTH p A P
€aJIM3alliy CHCTEMbl CTPAaTeTHYECKOro yerHoro DKIAMEHE
4 | IK-2.MIIK - 1. p (TICBEMEHHOT 0) 16-20
u ONEePaIlHOHHOTO VIIpaBJICHUS
Cnocoben HEDCOHATOM ornpoca 1o TeMe,
peanu3oBBIBATH CHCTEMY P pasneny
CTpaTern4yecKkoro U Pemenue Bonpoc Ha
ONepPaMoOHHOr 0 B 1menom, ¢ mMOMOIIBIO BKCIEPTOB | CHTYaIlMOHHBIX M | 9K3aMeHe
5 | YnpasbjeHus CIOCOOEH  pealn30BBIBATh  CHUCTEMY | MPAKTHYECKHUX 21-25
NepPCOHAJIOM CTPAaTerMuecKoro W  ONEpaIMOHHOIO | 3a/1a4 IO IUIaHy
YIIpaBJIEHUSI IEPCOHATIOM POOJIEMHOTO
ceMuHapa
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[Tonroroeka Bonpoc Ha
Criocoben CaMOCTOSITEITLHO N
€aJIN30BBIBATH CHCTEM coobmenut o JK3amere
6 P y TUTaHy 26-30
CTPATETHUECKOTO W OMNEPAIMOHHOTO
IPOOJIEMHOTO
VIIpaBJICHUS TIEPCOHATIOM
ceMuHapa
3HaeT OTACIBHEBIC JIOKYMeHTHI, | Bompockr s Bompoc Ha
HCOOXOMUMBIE JUIS  CONPOBOXKICHHUS | YCTHOTO 9K3aMEHE
7 MIPOIIECCOB IO YIIPABIICHHUIO TIEPCOHANIOM | (ITUCEMEHHOT'0) 31-35
MK-3.UIIK - 1 B COOTBETCTBHH C TPeOOBAHUAMH | OIpOCa IO TEME,
Ymetsn o0ecreunBaTh | 3aKOHOJNATEIbCTBA paszeny
JIOKYMEHTAllHOHH0€ Pemenue Bonpoc Ha 3auere
B  memom, ymeer  obecreumBaTth
COIIPOBOK/IEHHE CUTYaIlMOHHBIX U | DK3aMCHE
JIOKYMCHTAITMOHHOE  COIMPOBOXKJICHUE
NMpoueccoB no MPaKTUUYECKUX 36-40
8 MPOLIECCOB MO YIPABIICHUIO ITEPCOHAIOM
YIPaBJIEHUIO 3a/1a4 1o TiaHy
B COOTBETCTBHMHM C TPcOOBaHUAMU
MEePCOHAJIOM POOJIEMHOTO
3aKOHOJIATEbCTBA
COOTBETCTBHH c ceMuHapa
TpedoBaAHUSIMU YmMeer camoctosTenbHO obecmeunBath | [logroroBka Bomnpoc Ha
3aKOHOAATEJILCTBA JIOKYMCHTAI[AOHHOE  COMPOBOXKICHUE | COOOIEHUIT MO 9K3aMeHe
9 MIPOIECCOB IO YIPABIECHUIO MIEPCOHATIOM | TUIAHY 41-45
B COOTBETCTBHMHM C TPeOOBAaHUAMHU | MPOOIEMHOIO
3aKOHOJIATENbCTBA CeMHHapa

IHokazaTeu, KpUTEPHH M IIKAJIA OLEHKH C()OPMHPOBAHHBIX KOMIIETEHIIUI

CooTBeTCTBUE ypOBHeﬁ OCBOCHHSA KOMIIETCHIIUU IITITAaHUPYEMBIM PE3YJIbTaTaM o6yqemxm u

KPUTCPHUAM X OLICHUBAHU

Kox 1 HaumenoBanue

WHJUKaTOopa

TIOPOT OBBIN | 0a30BbIH I IPOJBUHYTHII
OreHka
VY 10BJIETBOPUTEIIBHO Xopomuio OTin4HO

IIK-1. CHOCOBEH PA3PABATBIBATb CUCTEMY CTPATEI'HYECKOI'O U OIIEPAIMOHHOI'O
YIIPABJIEHUS TIEPCOHAJIOM

IIK-1.1MIIK - 1. Brnaneer oTHIenpHBIMU | B LICJIOM, BJIaJiceT | YBEpEHHO BiaJeeT 3HAHUSAMH B
3HaTh OCHOBBI | 3HaHMAMU B  00JacTd | 3HaHMSIMH B  oOjacTd | o0JlacTH 3aKoHOJATensCcTBa PD o
3akoHonateabcTBa P® | 3akoHomarensctBa P® o | 3akoHomarensctBa PD 0 | mepcoHaJbHBIX AAHHBIX, OCHOBBI
0 MEPCOHAJILHBIX | NIEPCOHATBHBIX  IaHHBIX, | IEPCOHANBHBIX MAAHHBIX, | TPYHAOBOIO, ApPXUBHOTO,
JAHHBIX, OCHOBBI | OCHOBBI TPYZOBOTO, | OCHOBBI TPYAOBOTO, | aAMUHUCTPATUBHOTO,
TPYAOBOro, apXuBHOIr0, | apXUBHOIO, ApPXUBHOTO, MUTPAIMOHHOTO, HAaJIOTOBOT'O
AIMMHUCTPATUBHOIO , | aJMHHUCTPATUBHOIO, aJIMUHUCTPATUBHOTO, 3aKOHOIAaTEIbCTBA,
MHUTPALOHHOT 0 , | MUTpaMOHHOTO, MUTPAIMOHHOT O, 3akoHonarenbeTa B cepe OT
HAJIOTOBOI'0 HaJIOroBOIro HaJIOTOBOI'O

3aKOHOJATEJILCTBA, 3aKOHO/IATENLCTBA, 3aKOHOJATENLCTBA,

3aKOHOJAATEJLCTBA B | 3aKOHOJATENBCTBA B cepe | 3aKOHOIATENILCTBA B

cepe OT oT cdepe OT

IIK-2. CHOCOBEH PEAJ/IM30BBIBATb CUCTEMY CTPATETHYECKOI'O 1 OTEPAIIMOHHOTI'O

YIPABJIEHUW S TIEPCOHAJIOM

IIK-2.MIIK - 1. O6nagaer 3HaHmaMu B | B memoM, ¢ momoripio | CnocodeH CaMOCTOSITEBLHO
Cnocoben obmactu peanu3anuy | SKCIEPTOB CHOCOOCH | peaTn30BBIBATH cUCcTEMY
peanu3oBbIBATh CHCTEMBI CTPATETHUECKOTO | PEaN30BBIBATE CHCTEMY | CTPATETHYECKOTO u
cUCTEMY n OTEPaMOHHOTO | CTPATErn4ecKoro U | ONEepaIrioHHOrO YIIpaBIICHAS
CTPaTerun4ecKoro M | yIpaBJICHHUS NEPCOHATIOM OIEPAIIMOHHOTO TIEPCOHAIIOM

OTNepPanMoOHHOr0 YTIPaBIIEHUSI IEPCOHATIOM

ynpaJeHus

MePCOHAJIOM

IIK-3. CIHOCOBEH A/MUHUCTPHUPOBATH TIIPOLHECCBI MW JAOKYMEHTOOBOPOT 11O
CTPATEIrMTYECKOMY U OIIEPAIMOHHOMY YIIPABJEHHWIO NTEPCOHAJIOM

MK-3.UIIK - 1 3Haer otAenbHbIE | B LEJIOM, yMmeeT | YMeer CaMOCTOSITEIILHO
YMers o0ecmeyuBaTh | TOKYMEHTBI, HEOOXOIMMEIE | 0OECTICUUBATh obecrieunBaTh
JAOKYMEeHTALIMOHHO0e ULt CONPOBOXKACHUS | JOKYMEHTAIlHOHHOE JIOKyM EHTAI[IOHHOE

COIIPOB OK/IEHHE MIPOLIECCOB TI0 | COTIPOBOYK/ICHHE COTNPOBOXKACHHE TIPOIIECCOB  TI0
NPO1ECCOB Mo | yIpaBJICHUIO TEPCOHAJIOM | MPOLIECCOB 10 | YIpaBJICHUIO  MEpPCOHAJIOM B
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ynpaBJeHHI0 B COOTBETCTBUHU C | yIpaBJIEHUIO COOTBETCTBHHM C TpeOOBaHUSIMU
NepPCOHAJIOM B | TpeOoBaHUAMH MIEPCOHAJIOM B | 3aKOHOJATEIBbCTBA
COOTBETCTBUM ¢ | 3aKOHOAATENbCTBA COOTBETCTBUU c

TpeOOBaHUSIMHU TpeOOBaHUSIMH

3aKOHOAATEJIbCTBA 3aKOHOJATEIbCTBA

TunoBblie KOHTPOJIbHBIC 3aJaHUSsI HJIM MHbLIEC MaTepHaJibl, H606X0)II/IM[>IC AJIsi OICHKH

3HaHI/II7[, yMeHHﬁ, HABbIKOB H (I/IJ'[I/I) OonbITa OACATEIBHOCTH, XaAPAKTCPUIYIOLIHUX ITallbI
(l)OpMI/IPOBaHI/IH KOMIIeTEHIIMii B nmpouecce OCBOCHUA Oﬁpa3OBaTeJ'II)HOﬁ nmporpaMmmbl

N
= o

[EY
N

el
© N U AW

=
©w

20.

21.
22.
23.
24,
25.
26.
217.

28.

29.
30.
31.

32.
33.

34.

©CoNe O b~

4.1.1. Bomnpocsl 1o Npod1eMHBIM CEMHHApPaM

Criyx0a TOKyMEHTAallMOHHOTO 00ECTICUeHHsI YIIPaBJICHUS, IEJH, 33/1a41, (YHKIHU.
Tpu Gopmbl Oprann3anuu IeI0IPOU3BOICTBA.

BXO)I?IHII/IG JOKYMCHTBI, IMPOLECCC NABUKCHUI.

I/ICXOIUHHI/IG JAOKYMCHTBI, IMPOLECCC NIBUKCHUA.

PCFI/ICTpaIII/ISI 1 MHACKCAIMA JOKYMCHTOB, OIIPECACICHUEC, TPUHIUIILI BBIITOJITHCHUA,

GyHKIUU.
Howmenknarypa nen, onpeaenenue, BUIbI, TOPSI0K COCTaBIEHUs, (QYHKIUU.

@opMHpoOBaHUE AEI1, TPEAHAZHAYECHUE, ITAIIBI.

OpraHu3anroHHO — ITPaBOBas TOKYMEHTAIIUs, OTIpE/ICIICHUE, TpeTHa3HAuUCHHE.

PacnopsmurensHble TOKyMEHTBI, OIIPEIEICHUE, IPEIHA3HAYCHHE.
HNHbopManmoHHO - cripaBOYHBIEC JJOKYMEHTHI ONpEIeICHIE, TPeIHAa3HAYCHHE.
VYcraB, npeaHazHaueHue, CTPyKTypa, TpeboBaHus K 0(hOPMIICHHIO.

[TonoxeHue o CTpyKTypHOM MOpa3ieieHUH, IpeJHa3HaueHue, CTPYKTYypa, TpeOOBaHuUs K
OPMJIEHHIO.

JloJDKHOCTHAS MHCTPYKIIMS, PeIHA3HAYCHHE, CTPYKTYpa, TPeOOBaHUA K 0(hOPMIICHHIO.
[lITaTHOE pacnucaHue, MpeIHa3HAUYCHUE, CTPYKTYpa, TpeOoBaHUs K 0(hOPMIICHHIO.
[Ipouenypa uznanus mpukasa.

[Tponeaypa co3ganust mpoOTOKOIIA.

JloxnaaHas 3amucka, onpeaesieHre, MopsIoK COCTaBICHUS, TpeOOBaHUS K 0(DOPMIICHHIO.

CryxeOHas 3arucka ornpe/esieHie, OPsI0K COCTaBICHHsI, TPEOOBaHUI K 0OPMIICHHIO.
OOmBsicHUTENbHAS 3aITUCKA OTIPE/ICIICHUE, MTOPSIOK COCTABICHUS, TPEOOBAHUS K
0(hOPMIICHHIO.

PexomeHnmaTenpHOE TUCHMO OTIPEICTICHHE, TIOPSIIOK COCTABIICHHS, TPEOOBaHUS K
opMIiieHHI0. YHUDUKAUs GOpPM JOKYMEHTOB, CYIIIHOCTb, (DYHKIIUH, IPHHIIUI IPOBEICHUS
(Tabens popm, AtbboM hopm).

AKT ¥ cripaBKa IpeIHa3HaYeHHe, COCTaBICHUE, PEKBU3HUTHI.
Anroput™m mnpuema Ha padoTy.

ANropuT™M mepeBoja Ha IPYryro padoTy.

ANTOpUTM YBOJIbHEHUS COTPYAHUKA.

ANTOpUTM TNPEAOCTaBICHHS OTITYCKA.

JInuHast kapTouka T-2, MOpsAI0K 3aMOJTHEHMS.
TpynoBoii 1oroBop, CTpyKTypa, peiHa3HaueHHe, 0COOCHHOCTH COCTaBJICHUS U
MOJITUCAHUS.

Benenue pr,[[OBOfI KHUXKKH: O6H.[I/Ie IIOJIOKCHU .
Bxmagei u ,ZLY6J'II/IK3T B TPYAOBYIO KHUKKY, YCIIOBUA BbIAa4U, AJITOPHUTM 3aIIOJIHCHUS.

I[OBepeHHOCTL Ha MOJIY4CHHE MAaTCPUATIbHBIX LIECHHOCTEH.
O(I)OpMJ'IeHI/Ie JIMYHOTIO JCJIa COTpYAHUKA.

HOpH,I[OK XpaHCHHA JOKYMCHTOB U IIEPCaavun B apXUB.
I[OKYMGHTaLII/Iﬂ 10 TOOLIPCHUTO pa6OTHI/IKOB U JUCHUTIIIMHAPHBIM B3bICKAHUSM.
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llepeuenv yacmu Komnemenyuii, NPOGEPSAEMbIX OYEHOUHBIM CPEOCNBOM.:

[MK-3.1IIK- 1 YMeTs obecriednBaTh JOKYMEHTAIIMOHHOE COMPOBOXKICHUE MPOIIECCOB IO
YIPABJICHUIO TIEPCOHAJIOM B COOTBETCTBUHU ¢ TpeOoBaHmsiMH 3akoHomarenbctBa [IK-3.UJ- 1
Ymerp oOecrneynBaTh JAOKYMEHTAIIMOHHOE COIPOBOXKIEHHE IMPOIECCOB IO  YIPABICHUIO

MEPCOHATIOM B COOTBETCTBHHU c TpeOOBaHUAMU 3aKOHOJIaTEIIbCTBA

4.1.2 Coo0uieHus COTJIACHO MJIAHY MPO0JEMHOI0 ceMHUHAPa

1. Co3maiitre WORD - nmokymeHnt Qopmara A-4 coriacHo mpaBuiiaM OQOPMIICHHS
KOHCTPYKIIMOHHOM CETKH C Pa3INYHBIMH PEKBH3UTAMHU.

2. CornacHO TmpaBWJaM TIOCTPOEHHSI TEKCTa PACIOPAJUTEIHHOTO JIOKyMEHTa
MIpUBEAUTETIPUMED TEKCTA JOKYMEHTa (HameyaTaiTe TeKCT Ha qucte popmata A4).

3. Yem otnmuaercs odopmieHHE NpUKaza MO JMYHOMY cocTaBy? B pasamuHbIxX

UCTOYHMKAX HaWauTe 0oOpasel MpHKasa M0 JIMYHOMY COCTaBy (pacredaraTb Ha JucTe (opmara
A4).

4. Hcnone3ys marepuan us [puwioxenus | «PekoMeH1anny 1o uCnoJib30BaHUIO MpU
HalMCaHUM JOKYMEHTOB OT/IEJIbHBIX HauOoJyiee 4acTo YMOTPeOIseMBbIX CIOB M YCTOMYMBBIX
COUETaHMiI» cocTaBbTE 3 Pa3IUYHBIX AOKYMEHTa (IMCbMO, MpUKa3, akT U Ap.). Odopmure Ha
muctax Qopmata A4, pydkol WIM MapKepoM OTMETHTh HCHOJb3yEMbIE CJOBa WM
CJIOBOCOYETAHMS, MOJNHNCATh K KAKOMY OJIOKY pEKOMEHJAlMi OTHOCUTCS (HAIIpUMEp, oKaszamb
NOMOWb - YCTOMYUBBII 000POT peun).

Ilepeuensv uacmu komnemeHyuil, NPOBEPIEMbIX OYEHOUHBIM CPEOCMBOM.
[TK-1.UTIK- 1. 3HaTh OCHOBBI 3aKOHOaTENbCTBA PD 0 mepCcOHaNBHBIX JTaHHBIX, OCHOBBI
TPYZIOBOIO, apXUBHOTO, a/IMUHUCTPATUBHOTO , MUTPALITMOHHOTO , HAJIOTOBOI'O 3aKOHOJATENbCTBA,
3akoHoaarenbcTBa B cepe OT
[TK-2.UTIK- 1. CnocoGeH peaan30BBIBaTh CUCTEMY CTPATETHYECKOTO U ONEPAIMOHHOTO
YIPaBJIECHUS IEPCOHAIOM
[TK-3.UTIK- 1 YMerh obecrieunBaTh TOKyMEHTAITMOHHOE COTIPOBOXKICHHUE MPOIIECCOB IO
YIpaBIEHUIO IEPCOHATIOM B COOTBETCTBHH C TPEOOBAHUSIMH 3aKOHOJATEILCTBA
4.1.3 PemieHue CUTYallMOHHBIX 32/1a4 110 IJIAHY PO0JIEMHOr0 ceMUHapa
1. CocrtaBpTe U OQOpMHUTE MpPHUKa3bl IO OCHOBHON JEATEIbHOCTH, B CiIydae
HE00X0IMMOCTH100aBbTE HEJOCTAIOIIYI0 HH(OPMALIHIO:

C menbro IPHUBJICUYCHUS CTIOHCOPOB Il 00€CTICUeHUs MPOU3BOJICTBEHHON JEATEIHHOCTH
reHepasibHbld aupektop OO0 «Montep» (r. ExarepunOypr) O. I'. CoxkomoB 20 ceHTsOps
TEKYyLIEro roja M3Aajl IpHUKa3 O CO3JaHUM KOMMEPUECKOro OTJeNa CO CIEAYIOUIUM IITaTHbIM
COCTaBOM: KOMMEpPUYECKUH AUPEKTOp — 1 1mIT. ex., Beayuiuii cnenuanuct — 1 mr. ex., cnenuanuct

— 1 mrr. en.

I'maBHOMY Oyxrantepy npeanpusitus ['. A. I'opsiueBy ObLIO TOPYYEHO BHECTU U3MEHEHUS
B LITATHOE paclucaHue NpeanpusaTus Ha 4-i1 KBapTaj TEKYLIEro rojia U BHIHECTU Ha YTBEPKICHUE
HOBBIM JOKyMeHT K 1 okrs0ps. Hawanenuky otaena xaapoB T. H. UrnatbeBy mpeamucano
YKOMILJIEKTOBAaHUE OT/elNa KaApaMu C BBICITUM SKOHOMHYECKUM oOpa3zoBaHueM K 10 oKTaOps.

OTBETCTBEHHOCTD 3a HCIOJIHEHHE MPUKa3a AUPEKTOP OCTABHII 32 cO00M. [laHHBIN MpoeKT
MpUKa3a COCTABIISUI CEKpeTaph reHepanbHoro qupekropa M. U. Brnacosa.

Hepeqeﬂb yacmu KomnemeHuud, npoeepsAemblx OYeHO4YHbIM Cp@@Cl’l’lGO]l/l.'

[IK-1.UTIIK- 1. 3HaTh OCHOBBI 3akOHOAaTeNbCTBA PD 0 mepcoHanbHBIX JAHHBIX, OCHOBBI
TPYZIOBOTO, APXUBHOTO, a/IMUHUCTPATUBHOTO , MUTPALITMOHHOTO , HAJIOTOBOT'O 3aKOHO/1ATEIbCTBA,
3akoHOJaTenbCTBa B chepe OT

[MK-2.UTIK- 1. CnocoGeH peann30BbIBaTh CUCTEMY CTPATErHUECKOTO M OTEPAIlMOHHOTO
yIPaBIICHUS IEPCOHATIOM

[MK-3.UIIK- 1 YmeTs obecnieunBaTh JOKYMEHTAIIMOHHOE COTIPOBOKJIEHUE MPOIIECCOB MO
YIPaBJICHHUIO TIEPCOHAIOM B COOTBETCTBUHU C TPEOOBAHUSIMH 3aKOHOAATEIHCTBA



4.1.4 lloaroroBka coodLIeHMI N0 IUIAHY NPO0JIEMHOr0 CEeMHUHapa
[Ipoananuzupyiite 'OCT P 7.0.97-2016. Cucrema cranmaptoB 1o MHGOpMaLUH,
OubIMoTeYHOMY U HM3AaTeNbcKOMy  aeny. OpraHu3anioHHO — -PacHoOpsAWTENbHAS
noKyMmeHTanus. TpeboBaHus K OGOPMIIEHHIO JOKYMEHTOB, OTBETHTE Ha CIEIYyIOIIUE
BOIIPOCHI:
1) Haiite ompeneneHre MHOHATUIO  «PEKBU3UT». (CKOJBKO  PEKBU3UTOB
CYIIECTBYET y JOKYMEHTA (110 JaHHOMY IOCyIapCTBEHHOMY CTaHIAPTY)?
2)  Kakue TpeOoBaHMs B COOTBETCTBUH C JIaHHBIM HOPMATHBHBIM JIOKYMEHTOM
JIOJIKHBI IPEIBABIATHCS K OJJaHKaM JI0KYMEHTOB?

Hepe'-lel—lb yacmu KomnemeHuuﬁ, npoeepiemblx OYeHO4YHbIM cpe()cmeom:

[TK-1.UTIK- 1. 3HaTh OCHOBHI 3aKOHOAaTeNbcTBA PD 0 mepcoHambHBIX JaHHBIX, OCHOBBI
TPYIOBOTO, APXUBHOTO, a/IMUHUCTPATUBHOTO , MUTPAIIMOHHOTO , HAJIOTOBOT'O 3aKOHO/1aTEIILCTBA,

3aKoHoJarenscTBa B chepe OT

[NK-2.1IIK- 1. CnocoGeH peann30oBbIBaTh CUCTEMY CTPATErMUYECKOr0 M ONEPALlMOHHOTO

YIPABJIEHUS IEPCOHAIOM

[TK-3.UTIK- 1 YMerh obecrieunBaTh TOKYMEHTAITMOHHOE COMPOBOK/IEHUE MPOIECCOB 10

YIpaBJICHUIO IEPCOHATIOM B COOTBETCTBUU C TpC6OBaHI/I$IMI/I 3aKOHOAAaTCIbCTBA

4.1.5 IlpumepHbIe BONPOCHI UTOTOBOI0 TeCTUPOBAHHUS (MPOBOJMTCS 1O BCeM TeMaM

y4eOHOro Kypca):

Bapuant 1. (mpumep)
2. K opranu3aiiioHHBIM JIOKYMEHTaM OTHOCHUTCS:
A) mosioxxeHne 006 opraHu3aIuy;
b) ykazanue;
B) mportoxkos.
3. PykxoBoactBo OO0 «CtpoiicynepruHBECTTOPr» PEIINIO TIPH 0()OPMIICHUH MHChMa-
MpeNIoKEeHUss O COTPYOHHYECTBE CBOUM mapTHepaM «VHBeCTCTPOUKOMKHPIHY»
HCIIOJIb30BaTh H300pakeHne rocynapcTBeHHoro repba Pd.
Hackonbko mpaBoMo4HBI JielicTBHS pykoBojacTBa O6mecta? [loarBepante cBOi OTBET
CCBUJIKOMHA HOPMATHUBHbBIE JIOKYMEHTHI.

4. OdopmMuTE HECKOIBKO BUIOB PeKBU3UTA «OTMETKA O TIPUIIOKECHUI:
® NIPWIOKEHUI B IOKYMEHTE HECKOJIBKO;

® IIPUIIOKEHUE COPOLITIOPOBAHO;

5. Ha xaxue 6uodvl 00KyMeHmMO8 He pacnpoCmpaHsiemcs
oeticmeuel OCT P 7.0.97-20167

a) ycras, TI0JIO)KECHHUE, aKThl, TUChMa, CIIPABKH;

0) ycTaB, 3aUeTHbBIC KHI)KKH, aKThI, TUChMA,

CIIPaBKH; B) YCTaB, MOJOXKCHUE, aKTHI,

yIIOCTOBEPEHUS, CTIPABKH.

6. I1o pacnonosicernuro pexeusumos 8vloesom ciedyujue uobl OJIAHKO8!
a) YIJI0BOM U MPOJIOJIbHBIN;

0) yrioBoit u

LIEHTPUPOBAHHBIH; B)

YIII0BOM U

LEHTPAJIN30BAaHHbIH.

[IK-1.UTIK- 1. 3HaTh 0cHOBBI 3akOHOAaTeNbCcTBA PD 0 mepcoHanbHBIX JAHHBIX, OCHOBBI
TPYAOBOTO, apXUBHOTO, A/IMUHUCTPATUBHOIO , MUTPAIIMIOHHOTO , HAJIOTOBOTO 3aKOHO1aTEIbCTBA,

3akoHOJaTenbCcTBa B chepe OT
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[MK-2.1TIK- 1. CnocoGeH peann30BbIBATh CUCTEMY CTPATETHYECKOTO M OTIEPAIMOHHOTO
yIIpaBJIEHUS IEPCOHAIOM

[MK-3.UTIK- 1 YmeTh obecnieunBaTh JOKYMEHTAIIMOHHOE COTPOBOXKICHHUE TPOIIECCOB TI0
YIIPaBJICHHUIO TIEPCOHAIIOM B COOTBETCTBUU C TPEOOBAHUSIMH 3aKOHOIATEIILCTBA

3adeTHO-IK3aMeHAIlMOHHbIE MaTepUaabl JI1 NPOMEKYTOYHOH  aTTecTaluH
(3x3amen)
1. TlonsTHE cHcTEMBl JOKYMEHTAI[MOHHOTO O0ECIIEUEHUs YIIPABIECHUS [IEPCOHATIOM.
2. TpeGoBaHus, MpenbsIBIIEMbIe K 0POPMIICHHIO PEKBU3UTOB KaIPOBOH JTOKYMEHTAIIMH.
3. Ilpunmanue qOKyMeHTaM IOPUAMYECKON CHIIBL.
4. Tlopsimox 06pabOTKH U PETHCTPALUU TOKYMEHTOB, HX HHICKCAllMU. PerucrpanoHHble
(hOopMBI TOKYMEHTOB U MX 3aIl0JIHEHUE.

5. KoHTposib ucnosHeHus TOKyMEHTOB.

6. Kuaccudukarus kaapoBbIX JOKYMEHTOB.

7. Otauuus B IOATOTOBKE MPUKA30B [0 JTUYHOMY COCTaBY U MPUKA30B 110 OCHOBHOM
JeSITEIbHOCTH.

8. HopmartuBHO-MeTom4eckas 6a3a, periiaMeHTHPYIOIIask MOArOTOBKY KaJlpOBOM
JOKYMEHTAI1H.

9. TIpocTsie U CI0XKHBIE TPUKA3BI: 0COOEHHOCTH 0(OPMIICHHSL.

10. ToHsATHE TPYIOBOTO JOTOBOPA, 00SI3aTEIHHBIX U IOTIOJIHUTEIBHBIX YCIOBHU TPYIOBOTO
JIOTOBODA.

11. lIpaBuna opopMieHHs] pEKBU3UTOB TPYAOBOIO JOTOBOPA.

12. OcobenHOCTH 0(hOPMIICHHS KypHAJIA PETUCTPAIIUN TPYIAOBBIX JOTOBOPOB.

13. CocTaB TOKyMEHTOB, TPEOYEMBIX OpraHaMu HaJA30pa U KOHTPOJISA MPU IPOBEICHUH
IIPOBEPOK.

14. OdopmiteHre poIeayphl MPOBEPKH KaIPOBOU TOKYMEHTAITUH.

15. OcoOeHHOCTH COCTaBJICHHS KYpPHAJIa Y9€Ta MEPOIIPHUATHI TI0O KOHTPOJIIO.

16. Buast mpoBepok.

17. OTBeTcTBEHHOCTh paboToaaTens U (PU3NUECKUX JINI] Ha HEHAIIS)KAIIIee COCTOSTHUE
KaJJpOBOH JJOKyMEHTALUH.

18. Ha3HaueHre HHCTPYKLMU 10 JOKYMEHTALIMOHHOMY 00€CIICUEHHUIO YIIPABICHHUS
nepconanoM. CocraB pa3iesnos.

19. OcobenHocTu pa3pabOTKK U COCTABIICHUS IITATHOTO PACITUCAHMSL.

20. [IpaBuia BHYTPEHHETO TPYLOBOTO PACHOPsAKA: Ha3HAYEHUE U NOPSAA0K 0(hopMIIeHHUS.

21. IlepcoHanpHble TaHHBIE PAOOTHHUKA: COOP, XpaHEHUE, OTBETCTBEHHOCTh 3a
JOCTOBEPHOCTh U HE3aKOHHOE PaclpOCTPaHEHHUE.

22. OcHOBHbIE HOPMATHBHO-TIPABOBbIE AKTHI, PErVIAMEHTUPYIOIIKE PadOTy C TPYJOBBIMU
KHHUKKaMH paOOTHUKOB.

23. [IpaBuna oopmiieHUs TPYAOBBIX KHU)KEK, BHECEHUS JOMOIHEHUS U UCIIPABJICHUN B
HENPaBUIbHO BHECEHHbIE 3AIHCH.

24. TlopsaoK BbIIAUU TPYIOBOM KHIDKKH paOOTHUKY

25. BxuyiagpIl B TPYIOBYIO KHUXKKY.

26. Brimaua ny0nukata TpyI0BOI KHIDKKH

27. YdeT IBUKEHHsI TPYIOBBIX KHIKEK U BKJIAbIIIEH K HUM.

28. Oopmienue npuema paboTHUKOB. COCTaB JOKYMEHTOB, TpeOYeMBbIX IIPU MIpUeMe Ha
pabory.

29. Odopmienue nepeBoa pabOTHUKOB Ha APYTr'yro paboTy

30. Odopmienue npoueaypbl KOMaHAUPOBAHUS paOOTHUKOB.

31. Odopmienue oTmycka.

32. IpaBuiia 1 CpOKH NOATOTOBKH Tpaduka otmyckoB (popma T-7).

33. OdopmIieHne npoueaypsl YBOJbHEHUsT PAOOTHUKOB

34. OcoOeHHOCTH COCTaBJICHUSI YHU(PUIIMPOBAHHBIX (POPM MPHUKA30B IO JUYHOMY COCTaBY.
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35. ®opmupoBaHue U BeJieHHE JINYHBIX Aed. COCTaB TOKYMEHTOB JINYHOTO JIeJa.

36. Benenue nuynbIX Kaprouek. [IpaBuia BHeCEHHS UCTIPABICHUH B IMYHBIE KAPTOUKH.

37. IlonsiTue HOMEHKIIATYpHI Aet. [Topsaok cocTaBieHNs] HOMEHKIIATYphI J1e) KaJpOBOH
CITYKOBI.

38. TpeboBaHus, MpeIbsIBIIEMBIC K 3ar0JIOBKaM JI€J1. DIEMEHTHI 3aT0JIOBKOB JIEII.

39. lopsnok hopmupoBanus aein. [Ipu3Haku rpynmnupoBKH JOKYMEHTOB B JeJIa.

40. TTopsitoK MOATOTOBKH IOKYMEHTOB K QpXUBHOMY XPaHEHHUIO.

41. Knaccudukanus JOKYMEHTOB 110 CPOKaM XpaHEHHSI.

42. YacTU4HOE | MOJTHOE 0(hOpMIICHUE JICT.

43. Cocrasienue u ohopmIIeHUE ONUCEH JIe.

44. Opranu3zauus IpoBEICHUS dKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB.

45. AIMUHHUCTpAaTUBHAS OTBETCTBEHHOCTh 3a HAPYIICHUE JCHCTBYIOIIETO 3aKOHOIaTEIHCTBA
10 ApXUBHOMY JIEITy.

Kputepuu oneHuBanus pe3y/ibTaToB 00y4eHUs!

Onenka Kpurepun oneHnBanus no 3K3aMeHy
OLIEHKY «OTJIIMYHOY»/3a4TE€HO 3aCIy’)KUBAeT CTYIEHT, OCBOMBIINN 3HAHUS,
Bricokuit YMEHHMsI, KOMIIETEHIMH M TEOpEeTUYECKU MaTepuan 0e3 MpoOenos;
YPOBEHB «5» BBITIOJIHUBIINM Bce 3aJjaHMsl, IPEIyCMOTPEHHbIE Y4EOHBIM IUIAHOM Ha
(OTJ'II/I‘-IHO) BBICOKOM Ka4Y€CTBEHHOM YPOBHE; MMPAKTUYCCKUC HaBBbIKH

Mpo(ecCHOHAIILHOTO MPUMEHEHUS! OCBOEHHBIX 3HAHUH c(pOpPMUPOBAHBI.
OLIEHKY «XOpOLIO»/3a4T€HO  3aClIy)KUBAeT CTYJIEHT, IPaKTUYECKU

CpeHHmZ MTOJTHOCTHIO OCBOMBIINN 3HAHMSI, YMEHUS, KOMITETEHITHH ¥ TEOPETUICCKHIMA

yrziggg;;)» MaTepuall, y4eOHbIE 3aJaHUsl HE OICHEHBl MaKCHUMAIBHBIM YHCIOM
0aJIJI0OB, B OCHOBHOM C(POPMUPOBAT MPAKTHICCKHUE HABBIKH.

[ToporoBerit OIICHKY «YIOBJIETBOPHTEIBHO»/3aYTCHO 3aCITy)KHBAET CTYACHT, YaCTHYHO

YPOBEHB «3» ¢ mpoOenaMu OCBOWBINWI 3HAHWS, YMCHHS, KOMIICTCHIIMH U

(YIOBIETBOPUTEN | TEOPETHUECKUIT MaTeprall, MHOTHE ydeOHBIC 3aaHus INOO HE BHITIOTHIII,

bHO) au00 OHHU OIICHEHBI YHUCIOM OauioB ONM3KMM K MHUHHUMAJILHOMY,

HEKOTOPBIC MPAKTUYCCKUEC HABBIKU HE C(l)OpMHpOBaHBI.
MuHUMaJIbHBIA OLCHKY «Hey,I[OBJ'IeTBOpI/ITeJ'II)HO»/He 3a4TCHO 3aCiIyKHUBAC€T CTYACHT, HC

YPOBEHB «2» OCBOMBIIINI 3HAHUS, YMCHUS, KOMIICTCHIIMH M TEOPETUUYCCKHIA MaTepHa,
(HEyIOBJICTBOPUT | yueOHBIC 3aJaHMs HE  BBINOJHWJI, TPAKTHYECKHE HABBIKA  HE
€JIHHO) c(hopMUPOBAHBI.

OneHouHble cpeAcTBa Ui HMHBAJIMIOB U JIMII C OIPAaHUYEHHBIMH BO3MOXKHOCTSIMU
3JI0POBBS BEIOUPAIOTCS C YYETOM UX WHAWBUIYAIBHBIX MICUX0()U3NIECKIX 0COOCHHOCTEH.

— IIpY HEOOXOAMMOCTH HHBAJIUAAM U JIIIAM C OTPAHUYEHHBIMU BO3MO)KHOCTSIMH 3/10POBbS
NPEIOCTaBISCTCS JOTIOJHUTEIBHOE BPEMS JUIs NOATOTOBKH OTBETA Ha SK3aMEHE;

— IIPY MIPOBEJICHUH MPOLEAYPHl OLICHUBAHHS PE3yIbTaTOB OOYYCHUST MHBAIHMIOB M JIUIL C
OTPaHMYCHHBIMH BO3MOYKHOCTSMU 3/I0POBbS IIPEAyCMATPUBAETCS MCIOJIb30BAaHHE TEXHUYECKUX
CpeACTB, HEOOXOIMMBIX UM B CBSI3M C UX MHIMBUAYATIbHBIMU OCOOCHHOCTSIMH;

— IIPU HEOOXOIUMOCTH 1l 00YJarOIIUXCsl ¢ OTPaHUYEHHBIMU BO3MOKHOCTSAMH 37I0POBbS
U UHBAJIKAOB IMpolelypa OLEHUBAHUA pPE3ylbTaTOB OOYYEHUS MO JUCLUIUIMHE MOXET
IIPOBOJIUTHCS B HECKOJIBKO ITAIOB.

IIpouenypa oueHHBaHUS PE3yIbTaTOB OOy4YEHUs MHBAIMJOB U JIUI| C OTPaHUYEHHBIMU
BO3MOJKHOCTSIMH 3/I0pPOBbSl 110 JUCHMIUIMHE (MOJYJI0) MpenycMaTpuBaeT IpeloCTaBICHHUE
uHpopmManuu B (Qopmax, aJanTUPOBAHHBIX K OrPAaHUYEHHUSIM HMX 3J0pPOBbS U BOCIPHUATHA
UH(pOpMAIINHU:

Jist U1 ¢ HapyIIEeHUSIMU 3PSHHUSL:

— B I1e4aTHOM (hopMe yBeTUUYEeHHBIM HIPUPTOM,

— B JOopMe AIEKTPOHHOTO JIOKYMEHTA.
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Jlist 1AL ¢ HapyleHus MU CIyXa:

— B rie4atHoi (opme,

— B (hopMe AIIEKTPOHHOTO IOKYMEHTA.

Jlist 1AL ¢ HapyleHUussMUM OIIOPHO-BUIaTEIbHOTO anrapara:

— B rie4atHoi (opme,

— B (hopMe AIIEKTPOHHOTO IOKYMEHTA.

I[aHHI)II\/JI MNEPCUYCHb MOXKCT OBITH KOHKPCTHU3UPOBAH B 3aBHCHMOCTH OT KOHTHUHI'CHTA
00yJaromuxcs.

5. Ilepeyenn y4eOHON JUTEPATYPHI, HH(POPMAIMOHHBIX PECYPCOB U TEXHOJIOTHIA

5.1. YueOnas 1utepaTypa

1. Abynaose, /. I'. JlokyMeHTaIIMOHHOE 00ECIICUCHUE YITPABJICHHUS TIEPCOHANIOM : YICOHUK U
npaktukym ais By3oB / JI. I'. AGymanze, U. b. Bempsokkuna, B. M. MacnoBa. — 2-e u3j., nepepad. u
nor. — Mocksa : MznatensctBo FOpaiit, 2023. — 370 c. — (Briciiee oopazoBanue). — ISBN 978-5-534-
14486-4. — Tekct : onektpoHHbli // OOpasoBarenbHas 1iatdgopma IOpadt [caiit]. —
URL.: https://urait.ru/bcode/511693 (mata obparienus: 12.05.2023).

2. Kysneyos, Y. H. JIokyMeHTallMOHHOE 00ECIIEUCHUE YIIPABJICHUS TIEPCOHAIIOM | y4eOHUK
u npaktukyMm i By3oB / M. H. Ky3znemoB. — 2-e uzn. — Mocksa : M3natenscrBo Opaiit, 2023. —
393 c.— (Bsicuiee o0OpasoBanue). — ISBN 978-5-534-14830-5. — Teker : 2yeKTpOHHBINA //
O6pazoBatenpHas miatdopma FOpaiir [caitr]. — URL: https://urait.ru/bcode/511202 (zata obGpareHwus:
12.05.2023).

3. Paznopoxssiii A.A. JIOKyMEHTUpPOBaHUE YIPABICHYECKON JIEATEIBHOCTH:
yuae0. mocodue s CTyJeHTOB By30B / A. A. Paznoposxusrid. - M. : UTHOPA-M, 2015. - 304 c.

4, «I'OCT P 7.0.97-2016. Hanumonanenbslii ctangapt Poccuiickoii dPenepanuu.
Cucrema craHmaptoB 1o wuHPOpMAIMH, OUOIMOTEUHOMY U  HM3JATEIHCKOMY  JEIy.
Opranu3allioOHHO-  pacmopsAuTeNbHas  JOKyMeHTarus. TpeboBaHuss K  o(OpMIICHHIO
nokymeHToB» (yTB. [Ipukazom Poccranmapra ot 08.12.2016 Ne2004-cT);

5. Tlocranosnenue ['occranmapra PO ot 03.03.2003 Ne65-cT «O npuHSITHH U BBEACHUT
BJICHCTBUE TOCYAapCTBEHHOTO cTaHmapta Poccuiickoit @enepanumn» (Bmecte ¢ «['OCT P 6.30-
2003. T'ocymapctBenHbIii ctanmgapt Poccuiickoit ®dexepanuu. YHUPUIIUPOBAHHBIC CHCTEMBI
JIOKYMEHTAIUH. YuudunupoBaHHas cucreMa OpraHu3alMOHHO-PACTOPSIAUTETLHOM
nokymeHTaruu. TpeboBanus K 0POPMIICHUIO TOKYMEHTOBY);

6. «I"OCT P 7.0.8-2013. HatmonansHsbiii ctangapt Poccuiickoit @eneparuu. Cucrema
CTaHAApTOB MO WH(popMaIuu, OMOIUOTEUHOMY M HM3JaTEIIbCKOMY Jeny. Jlelonpou3BOACTBO U
apxuBHOE neno. Tepmunbl u omnpeneneHus» (yrB. Ilpukaszom Poccranmapra ot 17.10.2013
Ne1185-cT).

5.2. Ilepuoguyeckas Jureparypa
Basel nanaeix komnanuu «Mct Beroy http://dlib.eastview.com
Onekrponnas oubmuoreka GREBENNIKON.RU https://grebennikon.ru/
KypHan "Ynpasienue nepconanom” http://www.top-personal.ru
xypHan «Pabota ¢ mepconanom» http://www.hr-journal.ru
Kypuan «ITtam» www.hrmedia.ru
Kypuan «Kagposuk» panor.ru/journals/kadrovik
DneKTpoHHBIN KypHan «J{upekrop mo nepconany» http://e.hr-director.ru
Kypuan «[eHepanbHblii aupekTop» (pazgen «YIpaBleHHE MEPCOHATOM»
www.gd.ru/rubric/view/id/122-upravlenie-personalom.

9. Kypuan «Cormosnoruueckue uccienaoanus» https://www.isras.ru/

NG~ NE

5.3. HHTepHeT-pecypcbl, B TOM 4HCJie COBPEeMEHHble NpodeccHOHAIbHbIEe 0a3bl
AAHHBIX M1 HHPOPMALIMOHHBIE CIPABOYHbIE CHCTEMBbI
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J1eKTPOHHO-0ubIMoTeuHbie cucteMbl (IBC):
1. DBC «IOPAUTY https://urait.ru/
2 DBC « YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAMH» www.biblioclub.ru
3. OBC «BOOK.ru» https://www.book.ru
4, 9BC «ZNANIUM.COM>» www.znanium.com
5 OBC «JIAHb» https://e.lanbook.com

IIpodeccuonasibubie 6a3bl JAHHBIX:
1. Web of Science (WoS) http://webofscience.com/

2. Scopus http://www.scopus.com/

3. ScienceDirect www.sciencedirect.com

4., Kypuansr uznarenscrea Wiley https://onlinelibrary.wiley.com/

5. Hayunas snexrponnas oudmuorexa (HOB) http://www.elibrary.ru/

6. [TonHOTEKCTOBBIE APXUBBI BEAYIIMX 3alIaJHBIX HAYYHBIX )KYPHAJIOB Ha
Poccwuiickoit miatpopme Haydnbix xypaanoB HOMKOH http://archive.neicon.ru

7. Hanmonanenas snektpoHHass OuOnuroTexka (JOCTyn K DJIEKTPOHHOW OuOIHoTeke
aucceptaiuii Poccuiickoit rocynapcreennoit 6ubmmorexu (PI'B) https://rusneb.ru/

8. [pesunentckas oubnmuoteka uM. b.H. Ensrtuna https://www.prlib.ru/

9. OnekrponHas koyuekius Oxchopackoro Poccutickoro ®onna

https://ebookcentral.proquest.com/lib/kubanstate/home.action

10. Springer Journals https://link.springer.com/

11. Nature Journals https://www.nature.com/siteindex/index.html

12. Springer Nature Protocols and Methods

https://experiments.springernature.com/sources/springer-protocols

13. Springer Materials http://materials.springer.com/

14. zbMath https://zbmath.org/

15. Nano Database https://nano.nature.com/

16. Springer eBooks: _https://link.springer.com/

17. "Jlekropuym TB" http://www.lektorium.tv/

18. VYuusepcurerckas uadopmaimontas cucrema POCCHS http://uisrussia.msu.ru

HNupopManmoHHbIe CIPABOYHbIE CHCTEMBbI.
1. Koncynberant [Tinroc - cipaBouyHast mpaBoBasi cuctema (JIOCTYII IO JIOKATbHOU
CETH C KOMITBIOTEPOB OMOIIMOTEKH )

Pecypcol cBOOOHOrO HOCTYHA:

1. AMepHKaHCKas aTeHTHas 6a3a AaHHbIX Nttp://www.uspto.gov/patft/

2. [TonHbIe TEKCTHI KaHAACKUX AuccepTanmid http://www.nlc-bnc.ca/thesescanada/

3. KubepJlenunka (http://cyberleninka.ru/);

4. MuHHCTEpPCTBO HayKH M BBICIIEro 0Opa3oBanust Poccuiickoit deneparmn
https://www.minobrnauki.gov.ru/;

5. ®enepanbusblii mopran "Poccuiickoe oopazosanue http://www.edu.ru/;

6. WNudopmanmonnas cuctema "EniHoe 0OKHO T0CTyma K 00pa3oBaTeIbHBIM
pecypcam" http://window.edu.ru/;

7. Enunas xomnexuus nudpoBeIx 00pa3zoBaTenbHBIX pecypcoB http://school-
collection.edu.ru/ .

8. denepanbHbIA LEHTP HHPOPMAITMOHHO-00Pa30BATENBLHBIX PECYPCOB
(http://fcior.edu.ru/);

9. [Mpoext 'ocynapcTBeHHOTO MHCTHTYTA pycckoro si3bika uMeHn A.C. [TymknHa
"Oo6pazoBanue Ha pycckom" https://pushkininstitute.ru/;

10. CnpaBouHo-uH(popMamoHHbIid noptan "Pycckuit s3p1k" http://gramota.ru/;

11. Ciy)x0a TeMaTHYECKUX TOJIKOBBIX ciioBapeit http://www.glossary.ru/;
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12. CrnoBapu u sanukiIoneauu http://dic.academic.ru/;

13. OopazoBarenbHbii opran "Yueba" http://www.ucheba.com/;

14. 3akonomnpoekT "O6 obpazoBanuu B Poccuiickoit deaepannn". Bormpocs! 1 OTBETHI
http://xn--273--84d1f.xn--plai/voprosy_i_otvety

CoOcTBeHHbIE 3JIEKTPOHHBbIE 00pa3oBaTe/bHbIe H HH(POPMAaLMOHHBIE PecypChl

KyoI'Vy:

1. Cpena MoaynbHOTO AMHaMu4eckoro ooyuenus http://moodle.kubsu.ru

2. ba3a yueOHBIX m1aHOB, Y4eOHO-METOJMUECKUX KOMIUIEKCOB, MyOIUKAIIA 1
koHpepennwmii http://mschool.kubsu.ru/

3. bubnnorexa nHhopMalMOHHBIX peCcypcoB Kadeapbl UHPOPMALMOHHBIX
oOpasoBaTenbHBIX TexHosorui http://mschool.kubsu.ru;

4. DnekTpoHHsIH apxuB gokymenToB KyoI'Y _http://docspace.kubsu.ru/

5. DneKTpOoHHbIE 00pa3oBaTeIbHbIE pecypchl Kadeapbl HHPOPMAIIMOHHBIX CHUCTEM U

TexHoJyiorui B oopazoBanuu Kyol'Y u nayuno-merogauaeckoro xxyprana "[IIKOJIBHBIE 'O /IbI"
http://icdau.kubsu.ru/

6. MeToanueckne yKa3aHus J1JIsi 00y4aIOIIHUXCH M0 OCBOEHUIO TUCIHIIMHBI (MOXYJIs1)

JleknIMOHHOE 3aHATHE TPEICTABIsAET COOOM CHCTEMATHYECKOE, IOCIeI0BaTEIbHOE,
MOHOJIOTHYECKOE HM3JI0KEHHUE TMPEIoaaBaTeIeM-JICKTOPOM y4eOHOTO MaTepHuaia, Kak MpaBuIIo,
TEOPETHUYECKOTO XapakTepa. Takoe 3aHATHE TMPEACTABISET COOOM DIEMEHT TEXHOJOTUU
MpEeACTaBICHUST Y4eOHOro Marepuaja TyTeM JIOTHYECKH CTPOMHOTO, CHCTEMaTHYECKU
MOCJIEIOBATEIILHOTO U SICHOTO M3JI0KEHHUSI C MCIOJIb30BAaHNEM MHTEPAKTUBHBIX 00pa30BaTEIbHBIX
TEXHOJIOTUH (MYTbTUMEIUNHBIX, JTCKIIUU-TUCKYCCUH, JTCKITUA-TEMOHCTPALIHH ).

[lenp nexuwu — oOpraHu3anus [EJCHANPABICHHONW TIO3HABATEIBHON JEATEIbHOCTH
00yJaroIIMXCsl IO OBJIAJICHUIO TPOTPAMMHBIM MaTepraaoM yaeOHOH TUCIUIUIUHEL. YTeHne Kypca
JIEKIIMIA MO3BOJISIET JaTh CBS3aHHOE, MOCIIEI0BATEIbHOE U3JI0KEHUE MaTepraia B COOTBETCTBUU C
HOBCUIIMMH JAHHBIMH HAYKH, COOOIIWTH CIyIIATEIsIM OCHOBHOE COJEpKaHHE TMpeaMeTa B
1IEJIOCTHOM, CUCTEMATU3UPOBAHHOM BUJIE.

3amaun JIGKIMW 3aKIIOYaloTCs B oOecriedeHuHd (GOPMHPOBAHUS CHUCTEMBl 3HAHHH 10
y4eOHOW JUCHMIUIMHE, B YyMEHHHM apryMEHTHPOBAHHO U3JlaraTh HAy4dHBId Marepuaj, B
dhopmupoBaHUN MPO(HEeCCHOHATHLHOTO KPyro3opa M OOIIeH KyJabTypbl, B OTPAKCHHH €IIE HE
MOJTYYMBIINX OCBEIICHUS B YYEOHOM JUTEpAType HOBBIX JOCTI)KCHMHM HAyKH, B ONTHUMH3AIUU
apyrux (popM opranuzanyu yaeOHOTo mpolecca.

[IpakTndeckue 3aHATUS — ABIAIOTCS (OpMOM yueOHOM ayqUTOpHOUM paboThl, B paMKax
KOTOpO#l (OPMHUPYIOTCS, 3aKPEIUIIOTCA M TPEICTABISIOTCS 3HAHUS, YMEHHS W HaBBIKU,
UHTETPUPYIOIINE PEe3ylbTaThl OCBOCHHUS KOMIIETEHIIMI Kak B JIEKIIMOHHOM (opmare, Tak B
pa3nuuHbIX Qopmax caMocCToATeIbHONH paboTel. K kaxaomy 3aHATHIO MpernojaBaTesieM
bopMynUpylOTCA MpPaKTUYECKUE 3a/laHus, TPeOOBaHUS M METOJAMYECKHE PEKOMEHIAMH K HX
BBITIOJIHEHUIO, KOTOPBIE MPECTABIAIOTCA B (DOHIE OIICHOYHBIX CPEJICTB YUCOHON JUCIUILTUHBIL.

KoHTponbs camocrosiTenbHOM paOOTHI: Ui CTYACHTOB THEBHOW M 3a0YHOU (OPMBI
oOyueHus: — TeKYIIUHA KOHTPOJb OCYIIECTBISETCS B COOTBETCTBHE C MPOTPAMMOMN 3aHATUI
(e’xeHeIeNbHO TS CTYJICHTOB OYHOM (POPMBI O0YUEHHSI; IO CeMeCTpaM — JIJIsl CTYJICHTOB 3a0YHON
dbopMbl  00y4eHHs); TPOMEXKYTOUHBIM KOHTPOJb IO MTOTaM OCBOCHHUS JAMCIUILIHHBI
ocyIiecTBisieTcss B (QopMe pPEHUTHHIOBOW CHCTEMBI OIIEHOK. Onucanue 3agaHuil s
CaMOCTOSITENIbHOM  paboThl CTYAEHTOB W TpeOOBaHWM 1O WX BBIMOJHEHUIO BBIIAIOTCS
MpernojaBaTeieM B COOTBETCTBHM C pa3pabOoTaHHBIM (POHAOM OIICHOYHBIX CpPEICTB IIO
JUCIUTLINHE,

CamocrosaTenbHas paboTa CTYAGHTOB MO [aHHOMY Yy4e€OHOMY Kypcy IMpearnoiaraeT
MOATANHYIO MOJATOTOBKY M0 KAKJIOMY pa3/iey B paMKaX COOTBETCTBYIOIIMX 3a1aHH:
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IlepBbIit 3Tam caMOCTOATENBHOM pabOTHI CTYACHTOB BKIIIOYaeT B ceOs TIIATENbHOE
U3Y4YEHHE TEOPETHMYECKOI0 MaTepHaja Ha OCHOBE JIEKIMOHHBIX MaTEpUajoB IPENoJaBaTelIsd,
PEKOMEHAYEMBIX DPa3feiOB OCHOBHOW M  JONOJIHUTENBbHOM JIUTEPATypbl, MaTepUaJIOB
NEPUOINYECKUX HAYYHBIX U3JaHUN, HEOOXOJMMBIX ISl OBJIAICHUS MOHITUIHHO-KATErOpHUaIbHbIM
anmaparoM u (pOpMHUPOBAHUS MPEACTABICHUI 0 KOMILIEKCE aHATUTUYECKOTO MHCTPYMEHTAPHS,
HCI0JIb3YEMOT0 KaK B paMKaX JAaHHOW OTpaciii 3HAHUS, TaK U IyOJIMYHOU MPAKTUKE;

Ha BTrOopoMm sTane Ha ocHOBEe C()OPMUPOBAHHBIX 3HAHUM U MPEJCTABICHUN MO JTaHHOMY
pa3fieiy CTy/ACHTHI BBIIOJIHSIOT IPAKTUYECKUE 3a/1aHus, HalleJIeHHbIe HA (JOPMUPOBAHUE YMEHUM
U HaBBIKOB B paMKax 3asBJICHHON komneTeHUMH. Ha naHHOM 3Tame CTYIEHTHI OCYLIECTBIISIIOT
CaMOCTOSITEJIbHBIM TMOUCK SMIIMPUYECKUX MAaTepUaJoB B paMKax KOHKPETHOTO 3aJlaHus,
0000ImIatl0oT ¥ aHAMM3HPYIOT COOpaHHBIM Marepuail IO CXeMe, PEKOMEHIOBaHHOMN
npenojaBaTesneM,  (QOpMYIMPYIOT  BBIBOJBI, TOTOBAT  NPAKTUYECKUE  PEKOMEHMALNH,
Mpe3eHTAllMIOHHbIE MaTepHaIIbl U1 MyOIMYHOTO UX MPEACTAaBICHUS U OOCYXKIACHHUS.

Kputepun oueHkun 3agaHuii B paMKax CaMOCTOSITENIbHOM paOOThl CTYAEHTOB
bopMynupyroTcs MpenojaBaTesieM B (PoOHAE OIIEHOYHBIX CPEICTB.

B ocBoeHMM AMCHUIUIMHBI MHBATUMAAMM U JIMIAMH C OFPAHUYEHHBIMU BO3MOXHOCTSMU
310pOBbsl OOJIBIIOE 3HAYEHHME HMEET WHJAMBHJyaldbHas y4deOHas paboTa (KOHCYJIbTallMH) —
JOTIOTHUTEIBHOE pa3bsiCHEHUE y4eOHOro MaTepHaa.

WunuBuayanbHble KOHCYIbTAlMM 1O TPEAMETY SBISAIOTCA BAXHBIM  (AKTOpPOM,
CHOCOOCTBYIOUIUM MHJIMBUIyaNIU3allM 00YYEeHHS U YCTAHOBJIEHUIO BOCIIMTATEIBHOTO KOHTAKTa
MeXAy I[pernojaBaTesieM U OO0y4arollMMCS HWHBAJIUJIOM WM JIMIOM C OrPaHUYEHHBIMU
BO3MOXHOCTSIMHU 3/I0POBBSI.

B ocBoeHMM AMCHUIUIMHBI MHBATUAAMM U JIMIAMH C OFPAHUYEHHBIMU BO3MOXHOCTSMU
30pOBBS OOJIBIIOE 3HAYEHHWE HMMEET WHIAMBHIyaldbHas ydeOHass paboTa (KOHCYIbTALUH) —
JOTIOJIHUTEIBHOE Pa3bsICHEHNE YUeOHOTr0 MaTepHana.

WupuBuyanbHble KOHCYJIBTAllMM 10 MPEIMETY SBISAIOTCS BaKHBIM  (aKTOPOM,
CIOCOOCTBYIOIIMM MHAWBUIyaTIU3alMi OOY4EHHsI U YCTAaHOBJIEHUIO BOCIUTATEIBHOTO KOHTAKTA
MEXJy TMpenojaBareneM M OOy4arolUMCs HWHBAJIUAOM WIM JIMLIOM C OrPaHUYEHHBIMU
BO3MOXHOCTSIMHU 3JI0POBBSI.

Meroanvyeckue PpeKOMEHIALMH, ONpedeJsiiolue MpoueAypbl OLECHHMBAHUS Ha
ceMHMHape:

Kpumepuu oyenxu:

«yIIOBJIETBOPUTEIILHO» - CTYJIEHT MUMeeT ()parMeHTapHbIe MPEICTaBICHUS 00 OCHOBHBIX
aCIEeKTaX MEXJIMYHOCTHBIX M TIPYNIOBBIX KOMMYHHKAlMM, YaCTHYHO OCBOWJ IOHATHIHO-
KaTeropualbHbIN anmapar.;

«XOpOULIO» - CTYIEHT AEMOHCTPHpYeT OO0LIMe 3HaHUS 10 pacCMaTpUBAEMbIM BOIpPOCaM,
yMeeT YCTaHaBJIMBATh CBA3U MEXIY TEOPETUUECKUMU HOHATHAMU U SMIUPUUYECKUMU (aKTaMU;

«OTJIMYHO» - CTYAEHT JEMOHCTPUPYET CHUCTEMHBIE 3HAHHMS OCHOBHBIX BOIIPOCOB
M3y4aeMOM IUCUUIUIMHBI, YMEET YCTaHABJIMBATH CBS3H MEXIYy TEOPETUYECKMMH MOHATUIMHU U
SMIUPUUECKUMH PaKTaMu, GOPMYIUPYET aHATTUTHYECKHE 000OLIEHNS U BBIBOIBI.

MeToanyeckne peKOMeHAalNH, ONPeAeJIAIOIHe NPOLeAYPbl OLICHUBAHNUA YYACTHA B
AUCKYCCHM:

Kpumepuu oyenxu:

«yIIOBJIETBOPUTENILHO» - CTYAECHTOM JIOMYIIEHbl 3HAUMTENbHbIE OIIMOKH, B OTBETE HE
PacKpbITEl HEKOTOpBIE CYIIECTBEHHBIE ACIEKTHl COAEpXkKaHMs, CTYIEHT HE CMOI II0Ka3aTb
HE00X0/IMMbIE YMEHHSI O METOIaX KOMaHIHOTO B3aUMOJIEHCTBUS;

«XOpOUIO» -  CTYIEHT JOIyCKaeT HEeCYIIECTBEHHbIE OMIMOKH, HEIOCTATOYHO MOJHO
PacKphLI co/iepKaHue BOIIPOca, HE CMOT B IIpoliecce Oecebl CaMOCTOSITENbHO JaTh HEOOX0MMbIe
MONPaBKH U JIOTIOJTHEHMS],

«OTJIMYHO» - CTYJIEHT aKTUBHO Y4acTBYET B AMCKYCCHH, JIOTUYHO U IOCJIEI0BATEIBHO
BBIPAJKAET CBOW OTBET, IEMOHCTPUPYET 3HAHUS HAYYHOM TEPMHHOJIOIMH B KOHTEKCTE OTBETA;
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OOBSCHSICT MPUYMHHO-CIICJACTBCHHbIE U (DYHKIIMOHAIBHBIC CBSI3M;, PACKPBIBACT HA MpPUMEpax
TEOPETUYECKHE MMOJIOKCHUSI U IOHATHS;, POPMYITHPYET COOCTBEHHBIE CYKICHUS U apTyMEHTHI.

MeToanyeckue peKoMeHIalMU, ONpPeie/IAI0IMe MPoLeaypPhl OleHUBAHUS YUYACTHSA B
padoTe MAJBIX IPYNI HA/I KelicOM U pellieHHeM CUTYAI[HOHHBIX 3a/1a4:

Kpumepuu oyenxu:

«YIOBIIETBOPUTEIIHHO»/3a4TEHO - paboTa B TPYIIIOBOW ACATEILHOCTH HAJl PEIICHUEM
CHUTYallUOHHOM 3amauM 0e3 ydyacThs B NYONUYHOM OOCYKIACHWH H apryMEHTaluu
c(hOPMYITUPOBAHHBIX BEIBOJIOB;

«XOPOIII0»/3a4TEHO - paboTa B TPYNIIOBOM ACITEIHLHOCTH HAJl PEIICHHEM CHUTYAITMOHHON
3alauyd € COJEpP)KATEJIbHBIM YydacTUEM B IyOJIMYHOM OOCYKIEHUM U apryMeHTaluu
c(hOpPMYITUPOBAHHBIX BEIBOJIOB;

«OTIUYHOY»/3aUTEHO - IEMOHCTPAIIHS JIUASPCKON MO3UIIH B TPYIITIOBOM JIEATETLHOCTH HAJL
pelieHueM CUTYAIlMOHHOM 3a7a4uM C COJIeP KATEeIbHBIM YYaCTHUEM B IYOJUYHOM OOCYXKICHHH U
CHUCTEMHOM apryMeHTaIu chOPMYITHPOBAHHBIX BHIBOJIOB.

MeToauyeckne peKOMeHIAUMH, OIpeaesaonme
pe3yabTaToB 3alIUTHI pedepara/scce:

Kpumepuu oyenxu:

«YIOBJICTBOPUTEILHO»/3a4TEHO — MPOMEKYTOUHBIE PE3yIbTaThl 3aIIUTHI pedepaTa/scce
MPEACTABIISIIOT COOOM HM3JI0’KEHHWE HECaAaMOCTOATEIbHBIX PE3yJabTAaTOB HAMMCAHHUS padoOThI, 0e3
TIIATEIHLHON MPOPAOOTKH IUTEPATYPHBIX HCTOUYHUKOB;

«XOPOIII0»/3a4TEHO - POMEXKYTOUHBIEC PE3YIbTAThI 3AIIUTHI pedepara/scce MPeICTaABIISIOT
co00i1 caMOCTOATENbHBI aHAU3 PAa3HOOOpPA3HBIX HAYYHBIX HMCCIEAOBAHMM U SMIHMPHYECKUX
JTAHHBIX, TPU OTOM HE B TMOJHOM Mepe OTpakeHbl TpeOoBaHUs, CHOPMYTUPOBAHHBIE K €rO
CTPYKTYpE U COJCPIKAHUIO.

COTIUYHOY» - TIPOMEKYTOUHBIC PE3YJIbTATHI 3aIIUTHI pedepaTa/scce MPEeACTABISAIOT CO00
pe3yNbTaThl CaMOCTOSITENIbHOM paboThl M OTpa)XaloT Bce TpeOOBaHUS, K COJEp>KATEIbHOMY
HAIOJIHEHUIO U CTPYKTYPUPOBAHUIO PAOOTHI.

MeTtoauyeckue PpeKOMeHAALMH,
pe3yJIbTaTOB TeCTUPOBAHUS

Kpumepuu oyenku:

«YIOBIIETBOPUTEIIHHO» - €CJIM CTYJICHT OTBEYAeT MpaBMIbHO Ha 50% TECTOBBIX 3aaHUN.

«XOPOIIOY» - €CIM CTYACHT OTBeUYaeT NpaBuiIbHO OT 51 10 90 % TecTOBBIX 3aJaHUM.

«OTJIMYHO» - €CJIM CTYJIEHT OTBeYaeT npaBmwibHO OT 91 10 100 % TecToBBIX 3a1aHU.

7. MaTepuajibHO-TeXHUYECKOe ofecriedeHne Mo JUCHUIIHHE (MOLYTI0)

[Io Bcem Bumam y4eOHOIl [EATENHHOCTH B paMKax JUCIHHUIUIMHBI HCHOJB3YIOTCS
ayIUTOpUH, KaOWHETHl W JIa0OpaTOpPUU, OCHAIIEHHBIE HEOOXOTUMBIM CHEIHAIN3UPOBAHHBIM U
1abopaTopHBIM 000PYTIOBAHUEM.

npoueaypbl  OLEHUBAHUA

onpejaeasomye Npoueaypbl  OLEHMBAHUS

HaumeHoBaHKE crieluaabHbIX OCHAIIEHHOCTD CIEUaIbHbIX [epeyeHb JUIIEH3HOHHOTO
MOMEIICHHUM MOMEIIEHUN MIPOrpaMMHOTO 00eCTIedEeHUS

Vuebuple  ayautopun st | Mebenb: yueOHas mebenn Microsoft Windows 8, 10
MIPOBEICHHSI 3aHsaTHH | TexHudeckue cpencrBa | Microsoft Office Professional
JIEKIIMOHHOI'O THIIA o0y4eHus: Plus

9KpaH, IPOEKTOP, KOMITBIOTED
VYuebuple  ayauropun s | MeOenb: yueOHas meOenb Microsoft Windows 8, 10
MIPOBEICHHSI 3aHsaTHH | TexHu4eckue cpencrBa | Microsoft Office Professional
CEMHHAPCKOI0 THIIA, TPYIIOBBIX | 00ydeHuUs: Plus
u WHIMBUIYAJIbHBIX | 9KpaH, IPOSKTOP, KOMIIBIOTEP
KOHCYJIbTAIINH, TEKYIETO
KOHTPOJSI M MPOMEKYTOYHOU
aTTECTALINH

Jns  camocToATeNnbHOW — paboThl  OOydaromMXCs — MPeIycMOTPEHBbl  MOMEIICHUS,
YKOMIUIEKTOBAaHHbIE CIEIMATM3UPOBAHHON MeOelblo, OCHAIIEHHbIE KOMIIBIOTEPHON TEXHUKOM €
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BO3MOJKHOCTBIO TMOJKIIOUCHUSI K ceTu «HTepHET» M 00eCIeUeHHEeM JIOCTYyIa B JICKTPOHHYIO
nH(OPMAMOHHO-00pa30BaTEIILHYIO CPEy YHUBEPCHUTETA.

Haumenosanue OcHalIeHHOCTh MOMEIIEHHUH Il CAMOCTOSTENBHON paboThI [epeuenn
MOMEIICHUH ISt 00yJaroLXxCsl JMIIEH3UOHHOTO
CaMOCTOSITEIIbH Oi MPOrpaMMHOTO
paboThI obecrieueHust
00y4aroIMXCs
[MTomernenne st | MeGenb: yueOHas MeOeb Microsoft
CaMOCTOSITEIILHON Kommiekr crenuaansupoBanHoil mebenu: kommbiorepubsie | Windows 8, 10
paboThI CTOJTBI Microsoft Office
00y4aromxcs O6opynoBaHue: KOMIBIOTEPHAS TEXHUKA ¢ TojKIoYeHrem K | Professional
(YnTaNBHBIHI 3a1 | “UHPOPMAIMOHHO-KOMMYHHUKAIMOHHOH cetn «MHTepHer» u | Plus
Hayunoit JIOCTYIIOM B JJIEKTPOHHYIO WH(POPMAaITIOHHO-
OMOIHOTEKH ) 00pa3oBaTebHYI0 Cpely 00pa30BaTeIbHON OpraHHU3allvY,
BeO-Kamepsl, KOMMYHUKaIIHOHHOE 000pyI0BaHUE,
obecrieunBaioliee JIOCTYll K CETH HHTEpHET (TMPOBOIHOE
COe/IMHEHNE W OECHpPOBOJHOE COEAWHEHHE IO TEXHOJOTUH
Wi-Fi)
[MomernieHne st | MeGenb: yueOHast MmeOeb Microsoft
CaMOCTOSITEIILHOU Kommuekr crennaausupoBanHoil Mebenn: kommbrorepusie | Windows 8, 10
paboThI CTOJTBI Microsoft Office
00y4aroIIMXCs O6opynoBanue: KOMIBIOTEPHAS TEXHUKA ¢ moAKIodeHreM k | Professional
(aym.409) HH(POPMAITHOHHO-KOMMYHHUKAIIMOHHOK cetn «MuTepHer» u | Plus

JOCTYIIOM B 3JIEKTPOHHYIO HH(OPMAITUOHHO-
o0pazoBarenbHyl0 cpefny o0pa30BaTeIbHOW OpraHH3alny,
BeO-KaMephl, KOMMYHHUKAITHOHHOE obopynoBaHue,
oOecrieunBaromee JOCTYI K CETH HHTEPHET (IMPOBOIHOE
COC/IMHEHNE W OECHpPOBOJHOE COCJMHEHHE IO TEXHOJOTMU
Wi-Fi)
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