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1 Hesn u 3axa4y N3y4eHUs JUCHUUILIMHBI (MOLYJI51)

1.1 Ilean ocBOeHUSI TUCHHUILIMHBI

OCHOBHOM LIETBIO JUCHUIUIMHEI SBIAETCS (HOpMUpOBaHHE KOMIIETCHIIMN, HAIIPABICHHBIX
Ha OCBOCHME CTYJEHTaMU IIPABUJI PabOTHI C JIEKTPOHHBIMH TIOKYyMEHTaMU B cepe yrnpaBieHUs
NEPCOHAIIOM, U HAaBBIKOB Pa0OTHI B CHCTEMax 3JIEKTPOHHOTIO JOKYMEHTOOOOpoTa B 001acTu
KaJpOoBOM pabOTHI.

Llenu AUCHUNINHGL:

— (opMupoBaHue NpeACTaBICHUM O NMPUHUUNAX (YHKIHOHHPOBAHUS U IPUMEHEHUS
3JIEKTPOHHOTO KaJpOBOI'0 JOKYMEHTO000POTa;

— MpuOoOpeTeHne 3HAaHUK O JOKYMEHTAlMOHHOM 00eCIIeUeHUH YIPABJICHUS TIEPCOHAIIOM,
CTPYKTYpe ¥ (DyHKIIMOHAJIBHBIX BO3MOKHOCTSIX KaJpOBOIO 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa B
COBPEMEHHBIX OpraHU3aLMIX;

— OBJIaJICHUE HaBbIKAMU PAOOTHI C 3JIEKTPOHHBIMU JOKYMEHTaMHU B c(epe ynpaBiIeHUs
[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 JIOKYMEHTOO0OPOTA B CUCTEME YIIPABJICHUS
MIEPCOHAIIOM OpPTaHU3AIINH;

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

1.3 MecTo AucHMILVINHBI B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMMbl

JucuumuimHa «OCHOBBI AJIEKTPOHHBIX JIOKYMEHTOB B KaJpoBOH paboTe» OTHOCUTCS K
brnoky 1 Juctummusasl (MOmynu) dYacTH, (GOpPMHUPYEMOW YYaCTHHKaMH 0Opa3oBaTEIbHBIX
oTHowmeHn, Moaynp 4 «{uppoBble TEXHOIOTMH B YHpPaBICHUHM JOKyMEHTalUe» y4eOHOro
IUIaHA.

JlaHHas TUCIMITIIMHA U3y4YaeTcsl B TPETbEM CEMECTpe Ha OUHON popMe U Ha BTOPOM Kypce
3a04HOM (popme 00yueHus1, 6a3upyeTcst Ha 3HAHUSAX, YMEHUSIX U HABBIKAX, IOJYYEHHBIX HA IEPBOM
Kypce NoAroToBKu. JuciunianHa odecneunBaeT GOpMUpOBaHHE 3HAHUI U HABBIKOB CTYJ/IEHTOB B
cdepe UCIOoIb30BaHUS AIEKTPOHHBIX KaJIPOBBIX JOKYMEHTOB U BHEIPEHUS CUCTEMbI KaJIpOBOTO
3JIEKTPOHHOT'0 IOKyMEHTO000pOTA.

B cBowo odepenp oHa o0ecmeyMBaeT = U3yYEHHE  CIEAYIOIUX  AUCLUIUINH:
«MHbopMaIMOHHO-T0KYMEHTAIIMOHHOE O0ecledeHrne TPYIOBBIX OTHOIIEHHI», «DIEKTPOHHbIE
apXuBbl W apXWUBHBIM ayTcopcuHr», «LludpoBble TEXHOIOrMM B JIOKYMEHTOBEICHUH U
apXUBOBEACHUMN», « CTpAaTETNYECKOE yIPABIECHUE TOKYMEHTAIMEW OpraHu3aluu» U Jp.

VYyeOHass mporpamma AMCUMIIINHBI «OCHOBBI 3JIEKTPOHHBIX JOKYMEHTOB B KaJpOBOM
paboTte» mpeaycMaTpUBaeT MPOBEACHUE 3aHATUNA B (QOpMe JEKIMHA U NMPAKTHUECKUX 3aHATHH.
[IporpaMmMa moAroToBiieHa B COOTBETCTBUM TPEOOBAaHUSMU, NMPEABIBIEHHBIMU C TPEOOBAHUIMU
dI'0C BO.



1.4 IlepevyeHb NMJIAHMPYeMBbIX Pe3y/JbTATOB O0y4eHHs] MO JMCHUILIMHE (MOAYJIIO),
COOTHECEHHBIX C INIAHHPYEMbIMH Pe3Y/JIbTATAMH OCBOCHHs 00pPa30BaTEJIbHOH IPOrPaMMBbI

N3ydyenne naHHOW y4eOHOW AWCHUIUIMHBI HAmNpaBlIeHO Ha (QOpPMHUPOBAHUE Y
00yyaroIuXxcsl CIeIYIOIUX KOMIETEHIIHN:

KOI[ U HAaMMCHOBAHUC MHUKATOpA

PesynbTaTel 00yueHus 0 AUCIHUILTUHE

OpraHu3aluu

[IK-2. CrnocobGeH K oOpraHu3anuyd JIOKyMEHTUPOBAHMS YIPABJICHYECKON JAESITENbHOCTH B

ACATCIIBHOCTH B OpraHusaiuu

HIIK-2.1. - OpraHu3yer
JIOKYMEHTHUPOBAHUE YIIPABICHUECKOM

3Haer OpraHu3aLuio JOKyMEHTUPOBAHUSA
YIIPaBICHYECKOU JEATEIIbHOCTH u KaJIpOBOT0
3JIEKTPOHHOI'0 IOKYMEHT0000pOTa

Ymeer OpraHU30BBIBATH JIOKYMEHTHUPOBaHUE
yIpaBlieHYeCKON NesITeNIbHOCTH, dbopMmupoBanue
AJIEKTPOHHBIX KAJPOBBIX JTOKYMEHTOB

Brnaneer HaBblkamu OpraHuzanuM JIOKYMEHTHPOBAHUS
YIPaBJICHYECKOH IESTEIBHOCTH, OQPOPMIICHUS 3IEKTPOHHBIX
KaJIpOBBIX IOKYMEHTOB

MH(pOPMalLMOHHbIE CHUCTEMBI
YIIPaBICHYECKON  JECATEIBHOCTH
OpraHu3aluu

HIIK-2.2. — MIPUMEHSIET

B
B

3HaeT nH(pOpMaAIIMOHHBIE CHCTEMBI B
yIPaBICHYECKOH ACATEILHOCTU B OPraHU3ALH, METOIbI
yIOpaBleHUs KaJIpoBOH pabOTON opraHu3aluu Ha Oasze
UCIIOJIb30BAHUS NPUHIINATIOB u TEXHOJIOTUI
3JIEKTPOHHOTO JIOKYMEHTO000pOTa

VYMeeTr  NpUMEHSATh MHPOPMAIIMOHHBIE CHCTEMBI B
YIIPABIICHUYECKOM AEATEIbHOCTH B OpPraHu3aliu, METObI
OpraHu3aluy 3JCKTPOHHOTO JIOKYMEHTOOOOpOTa B
KaJpOBOH CIryKOe

Bnaneer HaBblkaMu IpUMEHEHHs MH(OPMAIIMOHHBIX
CUCTEM B  YNpaBICHYECKOM  JIeATEIbHOCTH B
OpraHu3alui, (bopMyaMpoBaHUs u peleHus
MPUKIAIHBIX 3a7a4 B cepe KaapoBOro 3JIEKTPOHHOTO
JIOKYMEHT0000poTa

Pe3ynbraTel 00yueHHUs] MO TUCHMIUIMHE JOCTHUTAIOTCS B paMKaX OCYIIECTBJICHUS BCEX
BUJIOB KOHTaKTHOM M CAMOCTOSITENIbHOM pabOThl 00y4arOIKXCsl B COOTBETCTBUH C YTBEPKICHHBIM

y‘le6HLIM IIJIAHOM.

Nuaukatopel  TOCTHKEHUS

KOMIIETEHIIMA  CYMTAOTCS  C(OPMHUPOBAHHBIMH  MpU
JOCTH>KEHUH COOTBETCTBYIOIIUX UM PE3yJIbTaTOB O0YUYEHHUS.




2. CTpyKTypa ¥ coaepkaHue TUCHUILINHBI

2.1 Pacnipeesienre TPYA0EMKOCTH JUCHUILIMHBI IO BHIaM padoT

OOm1ast TpyIO0EMKOCTh JHMCIMIUIAHBI COCTaBiIsIeT 3 3auyeTHbIX enuHuipl (108 uwacom), mx
pacripeiesieHe 10 BUiaM paboT MpeCTaBIeHO B Ta0IUIe

Busl padot Bcero dopma
4acoB o0yueHHs
3a04Has
2 Kypc
(108 gacoB)

KonTakTHasi padoTa, B TOM 4ncJje: 14,2 14,2
AyauTopHbIe 3aHATHS (BCEro): 12 12
3aHTHS JCKIIMOHHOTO THIIA 4 4
J1a00PATOPHBIC 3aHITHS
MIPAaKTHIECKUC 3aHITHS
CEMUHAPCKUE 3aHATUS 8 8
HNuas koHTaKTHas paboTa:
KonTtpons camoctosTenbHO# padoTsl (KCP) 2 2
[Tpomexxytounas atrectanusi (MKP) 0,2 0,2
CamocTosiTeJIbHAs pad0Ta, B TOM YHCJIE: 90 90
Pedepar / acce (MOAroToBKA) 8 8
CaMmocTosATeNIbHOE M3YYEHHE Pa3zesioB, CaMOIOIrOTOBKa (MPOpadoTKa U MOBTOPEHUE
JISKITMOHHOTO MaTepHraja U MaTepHhaia y4eOHHKOB M y4eOHBIX MOCOOHMA, IMOATOTOBKA 72 72
MPaKTHYCCKUM 3aHATHSIM H T.J1.)
[NoaroroBka K TeKyIeMy KOHTPOIIO 10 10
Konrpouib: 38 38
[MoaroroBka K 3a4eTy/3K3aMeHY 38 3,8
O01mas TPy10eMKOCTh yac. 108 108

B TOM YMCJI€ KOHTAKTHasi paboTa 14,2 14,2

3a4. e 3 3

2.2 Coaeprxanue TUCHUILIAHBI
Pacnipenenenue BuioB yueOHOI pabOThI M MX TPYIOEMKOCTH O pa3jienaM JUCHUIIUHBL
Pazzesbl (TeMbl) AUCHMITUIMHBIL, H3yYaeMble Ha 2 Kypce (3aounas gpopma obyuenus)

KomngectBo yacos
IBueayu-
Ne Hammenosanue pa3nenos (Tem) AyautopHas TOpIZEiI
Bcero pabora
pabora
JI 113 JIP CPC
1 [TonsiTve M poib 3MEKTPOHHOTO AOKYMEHTO00OOpoTa B KajapoBoMm| 10 10
JICJIOIIPOU3BOJICTBE
2. |CocraB ¥ BUJIbI KaJIpOBOM JOKYMEHTAIHH 10 1 1 8
3 HopmarusHo-npaBoBoe peryiaupoBaHue kazposoro| 10 1 1 8
" |2J1€KTpPOHHOrO JIOKYMEHT0000pOoTa
4.  |Ilopsmok BBeJECHUs KaJPOBOro 3JEKTPOHHOTO NOKYMEeHTooOopoTa| 9 1 8
5 [Ipumenenue 3M€KTPOHHOW MOANMCH B KaJpOBOM BJIEKTPOHHOM| 9 1 8
" |moxymenToobopoTe
6. |/lokyMeHTHpOBaHHE MPOLECCOB JIBIKEHHUS KaJJpOB 13 1 2 10
7 Benenue u xpaHeHue TPy 10BBIX KHIDKEK. DJIEKTPOHHBIE TPy IOBbIE| 12 1 1 10
KHWXKKH
8.  |OdopmieHne AIeKTPOHHBIX JIMCTKOB HETPYIOCIOCOOHOCTH 9 1 8
9 OcobeHHOCTH peryaupoBaHust TpyJaa u odopmiieHus kaapoBwix| 10 10
" |TOKYMEHTOB JIMCTaHIIMOHHBIX paOOTHHKOB
10 CoBpeMeHHBIE TEXHOJOTHH 3JIEKTPOHHOTO JOKyMeHTaruoHHoro| 10 10
" |obecnieueHmsI KaIpoBOH PabOTHI
UTOI'O no pazoeram oucyuniurvl 102 4 8 90
Kontpois camocrosrensHoi padotsl (KCP) 2
[Ipomexxyrounas arrecrarus (MKP) 0,2
IToaroToBKa K KOHTPOIIO 3,8
Oo0urast TpyA0EMKOCTb 110 JUCIUTUINHE 108

[Tpumeuanue: JI — nexuu, [13 — npakTrueckue 3ansatus / cemuHapsl, JIP — maboparopHsie
sarsaTusi, CPC — camocrositennpHas paboTa CTyIeHTa



2.3 Conep:xanue pa3iesioB (TeM) THCHUNTHHBI
2.3.1 3ausaTHA JEeKINOHHOI0 THIIA

Haumenosanue dopma TeKyIIero

No Coneprkanue pasjena (TeMbl)

pazniena (Tembl) KOHTPOJIS
[MonsiTus «JIOKyMEHT», «JIeTIONPOU3BOJICTBOY,
«JOKyMEHTOO0OpOT»,  «QNEKTPOHHBIH  JOKYMEHT»,
[lonsiTne u POJB |[«ANEKTPOHHBIN  TOKYMEHTOO00POTY»,  «DIEKTPOHHBINA
JJIEKTPOHHOTO JOKyMEHTO000pOT B cdepe TPYyAOBBIX OTHOIICHHUID.

1. |moxymeHnToobopoTa B|TpeboBanus,  mpembpsBiIsieMble K  O(QOPMIICHUIO P
KaJpOBOM JOKyMEHTOB. CymHOCTe W (QYHKOWH  KaIpOBOH
JeTIOIPON3BOJICTBE JOKyMEHTAaIMu. PoJb 371€KTPOHHOTO JOKyMEHTO000pOTa

B KaJpoBOM  Jesonpou3BopcTBe.  OpraHuzanus
JIOKyMEHTO0000pOTa KaJpOBO# CITyKObI
Hemn w 3amaum  KagpoBOTO  JEJIONPOU3BOJCTBA.
Knaccudukarus KaJpoBOH JIOKyMEHTaI1H.
., |[HopMaTHBHO-IIpaBOBOE  PETYJIHPOBaHUE pPa3pabOTKH
CocTtaB ¥ BUJBI KaJPOBOM P P perymp pasp

2. OKVMCHTALIT KaJpOBBIX  JIOKYMEHTOB. OpraHu3alMOHHbIE U T

HOKY H pacropsiiuTeNbHble  KaJpoBble JOKYMEHTHI. JlnmdHas
kaprouka pabotHuka (popma Ne T-2). TlomsTue
HOMEHKJIATYPBI JIeJI, TOPSIIOK €€ COCTaBIICHUSI.
3aKoHOATEIbHBIC aKTBI 00 00s13aTeNbHOM
OKyMEHTHpoBaHWH  HH(popmammu.  HopmaTuBHO-
HopwmaTuBHO-TIpaBoBOE AOKY P op p
mpaBoBasi 0a3za 3JIEKTPOHHOTO JOKyMEHTO0OOpoTa B
pETyINpOBaHNE KaJpOBOTO .
3. S EKTPOHHOIO chepe TpymOBBIX OTHOUIEHHH. OTBETCTBEHHOCTh 3a P
P HapylUIeHHUs mopsiaka paboTsl ¢ JokymeHTamu. Komekc
JIOKYMEHT0000poTa
00 aIMHHUCTPAaTHBHBIX TNpaBoHapyueHusx. 3 or
27.07.2006 Ne 152-@3 «O nepcoHaIbHBIX JAHHBIX).
Orarsl BBEJ/ICHHS KaJpOBOTO 3JIEKTPOHHOTO
JOKyMeHTooOopoTa. JIokanbHble HOPMATHBHBIE aKThI
Iopstmox BBEJICHUsI|paboToaTeNsl O BBEICHUHM KaApPOBOTO 3JIEKTPOHHOTO
4. |KaJpoBOrO  BIEKTPOHHOIO|JOKYMEHTO00OpOTa: TpeOOBaHHA K COACPXKAHUIO H 9
JOKyMEHT0000pOoTa nopsinky npuHATHS. OCOOCHHOCTH B3aMMOAEHCTBUS
paboTHMKa W paboTonmaTeis IMOCPEICTBOM KaJpOBOTO
IEKTPOHHOTO JOKYMEHT0000pOTa.
DneKTpoHHas MOJIIKCH: TOHATHE U BUABL. DenepanbHbIit
[Ipumenenne snekTpoHHOH 3ak0oH 0T 06.04.2011  No 63-®3  «O0 smekTpoHHON

g |TOAUMCH B KAJPOBOM MOJTIHCH. OJIeKTPOHHBIC IIOAINCH, HWCIIOJIL3yEeMbIE B P

" |amexTpoHHOM KaJpOBOM 3JIEKTPOHHOM JIOKyMEHT0000pOTE
JIOKYMEHTO000pOTe paboTHHKOM U paboromaTeseM TPH  OPOPMIICHHU

Pa3IMYHbBIX KaJIPOBBIX JJOKYMEHTOB.

Ilopsimox yuera kampoB. Ilopsmox —odopmienus

JOKyMEHTOB IIpU INpHeMe Ha paboTy, MpH IepeBojie

aborHuka. [lopsnok oGOpMIICHHS JIOKYMEHTOB IO
JlokyMeHTupOoBaHue P AL (bop HOKY

IPEJOCTaBICHUIO OTILYCKOB, KOMaH/IUPOBOK.

6. |mporeccos TBYDKEHUS 8 T

e OdopmiieHrne  moomIpeHWH M JTUCHUILIMHAPHBIX

P B3bICKAHUH. YCIIOBHS W  TIOPS/IOK  PACTOPKEHUS
TpyoBoro aorosopa. [Ipruka3sl o JIMYHOMY COCTaBY, UX
KJaccuQUKaIys, MopsI0K UX NOATOTOBKHU IPHUKA30B.
Ilonarue TtpynoBoil kHmxku. HopmaTuBHO-mpaBOBas
6aza, periaaMeHTUpyollas IOpSIOK yd4eTa, BEICHUS,
XpaHeHHs OBBIX KHIDKEK M BKJIQIBIIIEH K HHM.
Benenne u  xpaHeHue P TPy .
TpeboBanust K 3aMOJTHEHUIO TPYIOBBIX KHHKEK,
TPYAOBBIX KHIKEK. . o

7. BHECEHHMS H3MEHEHWH W WCIIPaBICHHH B TPYIOBYIO P
OJEeKTpOHHBIE  TPYIOBBIE )

N KHUKKY. DJeKTPOHHbIE TPYIOBbIE KHUOKKH:

HOPMAaTHBHO-IIPABOBOE PETyJIMPOBaHUE, OCOOEHHOCTH
opopmienus u BeneHus. Oruer B [IOP «CBenenus o
TPYJIOBOH AESITEILHOCTH PAOOTHHKOBY.




DNEKTPOHHBIA JIUCTOK HETPYIOCTIOCOOHOCTH: TOHSTHE,
MOPSIIOK  BBIJIAUM, IPOJUIEHHS. OJEKTPOHHBIN JIMCTOK
HETPYIOCIIOCOOHOCTH O OCPEMEHHOCTH U pOoJaM, IO
OdopmIieHre IEeKTPOHHBIX [yX0ay 3a OonbHBIM pebeHKoM. CpoKM Ha3HaueHHs U
8. |mmctkoB BBIIUIATHI TIOCOOUS 110 BPEMEHHOM HETPYA0CIIOCOOHOCTH. T
HETPYAOCIIOCOOHOCTH OcoOeHHOCTH B3aMMOJCUCTBHSL C paboTojmareneM c
@oHIOM  coLMAIBHOrO  crpaxoBaHus P®  mo
MIPEACTABICHUIO CBEICHUH U BBIIUIATHI MOCOOUS II0
BPEMEHHON HETPYI0CIOCOOHOCTH.
INonsTre aucTaHMOHHOHN PaboTHl U ee hopmbl. [Topsmox
OcobeHHOCTH A ! p Gop pAR
3aKIIIOYCHUST TPYNOBOTO JOTOBOPA, IOTOJHHTEIHLHOTO
peryiaupoBaHusl TpyZAa H
COTTIALICHUSI K TPYJOBOMY JOTOBOPY, TPEKPALICHUS
odopmIIeHHS KaJIPOBBIX
9. TOKYMEHTOB TPYZOBOTO [IOTOBOpA C IWCTAHIMOHHBIM PaOOTHHUKOM. 2
Y OcobenHoctu odopmitenus KaJpOBBIX u
JIMCTaHIIMOHHBIX .
B3aUMOJEHCTBUSL  JWUCTAHIIMOHHOTO  pab0OTHHKA U
PabOTHHUKOB
paboronarens.
KoMmbroTepHBIE TEXHOJIOTHH B JIOKYMEHTALOHHOM
o0ecreueHnN yNpaBieHus IepcoHamoM. Dopmbl H
MeTonbl  00pabOTKM  JIOKYMEHTOB Ha  OCHOBE
CoBpeMeHHbIE TEXHOJIOTHU
UCIIONIb30BAaHUS ~ COBPEMEHHBIX  MH(OPMAIMOHHBIX
AJIEKTPOHHOTO .
tTexHonornid.  TpeOoBanuss K  WH(POPMALMOHHBIM
10. |1OKyMEHTaIllMOHHOTO 2
.| cucTeMaM Tp¥W NMPUMEHEHHH KaJPOBOTO 3JIEKTPOHHOTO
obecrieueHus KaJpoBOU N
AGOTEL JOKyMEHT0000pOTa. Hcnonb3oBaHue eIMHOMN
p uudpoBoii arhopmsl B chepe 3aHATOCTH U TPYJOBBIX
orHomennit «Pabora B Poccum» mpum KampoBom
3JIEKTPOHHOM JJOKyMEHTO00O0pOTE.

2.3.2 3aHATHS CEMHUHAPCKOro Tuma (MpaKTH4YecKHe / ceMHMHApCKHe 3aHATHS/
JabopaTopHblie padoThI)

HanmeHnoBanue pasnuena . dopma Texymero
Ne pas Temaruka 3aHATHI/PabOT P yu
(Temsr) KOHTPOJIA
TTonsitue i1 pois| ABTOMaTH3aIuUs JIOKYMEHTAaIIMOHHOTO obecrieueHust
3JIEKTPOHHOTO YIpaBICHUSL MIEPCOHAIIOM. Kanpossrit AJIEKTPOHHBIN Omnpoc 1o
1. |moxymeHTOoO60OpOTA B|IOKYMEHTOOOOPOT: MOHATHE, Lenu, 3amadd. OcoOeHHOCTH| BONPOCaM TEMBI.
KaJpOBOM OpraHu3aIy KaJpOBOTO JIEKTPOHHOT'O JJOKYMEHT0000pOTA. P
JISTIONIPOU3BOICTBE
[TonsiTne u 3HayeHWe KaapoBoil gokyMmeHTanuu. CocTaB
OpPraHU3aI[HOHHOM, PaCIOPSIUTEIBHON, HHPOPMAIUOHHO-
.. |pacueTHOI CIIPaBOYHOM KaJpOBO OKYMEHTaIUH. Omnpoc 1o
CocrtaB 1 BUJIBI KaJ:[pOBOI/Ip ’ paso P PO H P
2. TOKYMEHTALIH IToaroToBka OTYETHOW M CTATUCTHYSCKOW HH(POPMAIMU IO BOIMPOCAM TEMBI.
y nepconairy. CocTaBieHHE JHYHOM KapTOYKH pabOTHHKA T
(popma Ne  T-2). TpebGoBaHUs, TpeabsIBIIEMBIE K
(hOpMHUPOBAHHMIO €T KaJIPOBOH CITYKOBI.
[loHATHE DIEKTPOHHOTO IOKyMEHTOoOOOpoTa B  cdepe
HopMmaTuBHO-TIpaBOBOE  |TPYHOBBIX OTHONICHWH. PerymmpoBaHme W periaMeHTamus Omboc 1o
3 |peryimposanue CHCTEMBI KaJpPOBOTO JJIEKTPOHHOTO JTOKYMEHTOOOOpOTa B - O([:)aM TeMbl
" |KaIpOBOTO AMEKTPOHHOTO |ICHCTBYIOIIUX HOPMATHUBHBIX IIPABOBBIX akTaXx Poccuiickoi P P ’
JIOKyMEHTO000pOTa ®Deneparnun. OTBETCTBEHHOCTH 32 HAPYIICHUE MOPSIKA paOOTHI
C KaJIPOBBIMHU JIOKYMEHTAMH.
[Tpouenypa BBEJICHUS KaJpOBOTO 3JIEKTPOHHOTO
OKyMeHTo0o0opoTa TpeboBaHHsA K COAEPKAHUIO JIOKAIbHBIX
Topsnok BBeseHmsA| p P siep Omnpoc 1o
HOPMAaTUBHBIX aKTOB paboTojarenss O BBEACHHU KaJIPOBOTO
4. |kampoBOTO AIEKTPOHHOTO " BOIIPOCAM TEMBI.
AIIEKTPOHHOTO JIOKyMEHTO000poTA. BzaumoelicTBre
JIOKYMEHTO0000poTa c)
paboromatens ¥ pabOTHUKA MPH KaJPOBOM 3ICKTPOHHOM
JIOKYMEHTO000pOTE.




JTUCTaHIIMOHHBIE 00pa3oBaTeNibHble TexHOoJI0ruu B coorBeTcTBUU ¢ PI'OC BO.

[Tonsatue »snexkrpoHHo¥ mnoanucu. Ilpoctas, ycuineHHas
(HexBanMpUUUpPOBaHHAs, KBUIU(QHUIUPOBAHHAS) JJIEKTPOHHAS
noanuck. OCHOBHBIE TOJIOKEHMSI (peIepalbHOrO  3aKOHa
IIpumenenue o1 06.04.2011 Ne 63-03 «O0 31eKTPOHHOW TOAMUCH». Bub Onpoc 1o
9JIEKTPOHHOM TMOJNKCH B|3JEKTPOHHBIX  IOJIMUCEH, HCIOJIB3yeMBIX B  KaJpOBOM
> KaJpOBOM 3JIEKTPOHHOM |3JIEKTPOHHOM JIOKyMEHTO0000poTe paboTHHKOM u BOHpOC?JM TEMBL.
JIOKyMEHTO0000poTE paboronareneM mpu OQOpPMIEHHHM IpueMa Ha padoTy,
MepeBo1a, N3MEHEHNUS YCIIOBHH TPYIOBOTO TOTOBOPA, OTITYCKa,
KOMaHIMPOBKH, MPHUMEHCHUH IUCHUIUIMHAPHOTO B3BICKAHHUSA,
YBOJILHEHUS M B MHBIX CIIyYasX.
CocTaB TOKYMEHTOB, HEOOXOAUMBIX IIpU IIpHeMe Ha padoTy.
[NonsTHE, CONEpKaHNe, BUBI, YCIOBHS 3aKIIOUCHHS TPYIOBBIX
nmoroBopoB. [lopsmok odopmieHns mnpuema Ha pabory.
OdopmiteHne npukasa (pacopsHKeHUst) O MpuemMe Ha padory.
Bunbr nepeBonoB pabotHuka J[OKyMEHTHpOBaHHE IEpeBOAA
paOoTHUKA. Odopmienue 3asIBJICHUS paboTHUKA,
JlokyMeHTHpOBaHHE JIOTIOJTHUTENBHOTO COTJALIeHUs K TPyAOBOMY JOrOBOpY, Onpoc o
6. |mim— [E— npukKasa o0 nepeBoje paboTHMKAa. Buapl  OTIYCKOB. BOMPOCAM TEMb.
oo HopmatuBHO-TIpaBOBOE  peryluMpoBaHHE  MPEIOCTaBICHHE T
oTIrycKoB. [TopsI0K U CpOKH cocTaBICHHUS rpadrka OTITYyCKOB.
JlokyMeHTanmMoHHOe  OOpPMIICHHE OTITyCKa. 3alloJIHEHUE
IUYHOW  KapTouyku  pabortHuka  (popma Ne  T-2).
JlokyMeHTaImoHHOe 0OPMIICHHE CITYKeOHBIX KOMaHAUPOBOK.
OdopmiieHre TMOOMIPEHNA W AUCIHUIDIMHAPHBIX B3BICKAHHH.
OcHOBaHUS MPEKpaIIeHUs TPYJ0BOTO noroBopa. OpopmicHne
JIOKYMEHTOB IIPH YBOJIbHEHHU COTPYIHUKOB.
OCHOBHBIE HOPMAaTHBHO-IIPABOBBIE AKThI, PETJIAMEHTHUPYOIHE
paboTy C TpPYINOBBIMH KHIDKKaMH paboTHHKOB. IIpaBuia
BEJICHHSI U XPAHEHUS TPYJOBBIX KHW)KEK U BKJIAJABIIIECH K HUM.
BeleHHe H XpaHeHHe BHeceHue 3amuceii B TPYAOBYI KHUXKKY, MCIIPaBICHUM.
JlokyMeHTalMss 1O yd4eTy OJIaHKOB TPYAOBBIX KHIDKEK. Omnpoc 1o
7. [IPYZOBBIX KHIDCK Iepexon Ha 3TMEKTPOHHBIC TPYIOBBIC KHIDKKA. OCOOCHHOCTH| BOIIPOCAM TEMEI.
DJNEeKTPOHHBIE TPYIOBEIC
N oQOpMIICHHS ¥ BEACHHUS DIICKTPOHHBIX TPYIOBBIX KHIDKEK. P
Otuer B Ilencnonnwii Qoux PD® «CeemeHus o TpymoBoi
JESTETPHOCTH PA0OTHHUKOBY»: MOPSIOK COCTABICHUS, CPOKU
0JTavH, aJIMUHUCTPAaTHUBHAS OTBETCTBCHHOCTh 3a
HETIpe/ICTaBJICHHUE.
[opsimox  BBIHAYW, TPOMJCHHUS DICKTPOHHOTO  JIMCTKa
HETPY/I0CIIOCOOHOCTH. 3aloJHEHHE JJIEKTPOHHOTO JIMCTKA
HeTpyaocnocooHocTH. POpMUPOBAHUE IJIEKTPOHHOTO JINCTKA
Odopmienue HETPYI0CIIOCOOHOCTH 10 OEPEMEHHOCTH U POJIaM, [0 yXOIy 3a Ompoc o
8. |PNMEeKTPOHHBIX  JIMCTKOB|OONBHBIM peOeHKOM. CpOKH Ha3HA4YEHHs M MOPSIOK BBIILUIATHI| BONPOCAM TEMBI.
HETPYA0CIIOCOOHOCTH mocoous no BPEMEHHOU HETPYJ0CTIOCOOHOCTH. T
WudopmanmoHHOoe  B3aWMOJEHCTBHE TPH  3JIEKTPOHHOM
oOMEeHE CBEICHHSAMU MEXIY MEIUIIMHCKOW OpraHW3aluei,
DoHIOM cormaabHOTO cTpaxoBaHus PD, paboTomarenem.
OcobeHHOCTH [onsTHE MUCTAaHIIMOHHO paboTHl U ee popMbl. [lopsaok
pETyIUpPOBaHMS TPYJAa H|3aKIIOYCHHUS TPYIOBOTO IOTOBOPA, IOTIOIHUTEIHHOTO Onpoc 1o
9 odopmileHHsT  KaJpOBBIX |COTIIAIICHHS K TPYAOBOMY JIOTOBOPY, NPEKPaLICHUS BOMPOCAM TeMb.
JIOKYMEHTOB TPYIOBOTO JIOTOBOPA C AUCTAHIIMOHHBIM paOOTHHKOM. 5
JMCTaHIMOHHBIX OcobeHHOCTH 0QOPMIIEHHS KIPOBBIX U B3aUMOAEHCTBUS
pabOTHUKOB JIMCTAHIIMOHHOTO paOOTHUKA U paboToaTeIsl.
NudopmanmonHoe oOecrieueHne JIOKyMEHTAIIHOHHOTO
CoBpeMeHHbIE obecrieyeHNH yOpaBICHUS TEepcoHaIoOM. BrIOOp cucTemsbl
TEXHOJIOTHH ANIEKTPOHHOTO  KaJpPOBOTO  JIOKYMEHTOOOOpOoTa.  AHamu3 Onpoc 1o
10, [PrrexTpoHHOro CYIIECTBYIOIINX CHCTEM OJJIEKTPOHHOTO IOKYMEHTO000pOTa. BOMPOCAM TEMBI.
JIOKYMEHTaLlMOHHOI'O OCO0OEeHHOCTH MCTIOIBb30BaHMs eINHON MU(PPOBOH MIaTHOPMBI 5
obecrieueHnst KaJpoBOH|B cdepe 3aHATOCTH W TPYINOBHIX OTHomeHHWH «Pabora B
paboTsl Poccumy». 3amunTa nHpopmannm B cUCTEMax YNpaBIeHYECKOH
JIeSITeJIbHOCTH
HpI/I HU3Yy4YCHUU JUCHUITIIMHBI MOTYyT HpI/IMeHSITCSI: QJICKTPOHHOC 06yquHe,




2.3.3 llpuMepHasi TeMATHKA KYPCOBbIX padoT (IP0eKTOB)
He npedycmompenul

2.4 llepeyeHb y4eOHO-METOAMYECKOT0 00ecIeYeHusl AJIs1 CAMOCTOATEIbHONH padoThl
00y4aroIUXCcH Mo JUCUMUILTIMHE (MOTYJII0)

ITepeuenb yueOHO-METOAMUECKOTO 00ECIeUeHH ST JUCIUILIUHBI
Ne Bun CPC T10 BBITTOJIHEHUIO CAMOCTOSITEIBHON paboThI

1. [Pedepar, acce Meronuueckue pPEKOMEHJAUMM MO MOATOTOBKE NUCbMEHHBIX
paboT  cTyAcHTamMHu:  ydeOHO-METoJau4YecKoe Tmocobue  /
B.B. Epmonenko, M.P. 3akapsn, J.B. Jlanckas, M.A.
Mupounnuenko, A.I1. CaBuenko, J[.A. Jletkuna. MuHuctepcTBo
HayKd W BbIcmiero oOpasoBanust Poccwuiickoii denepanuu,
Ky0aHckuii rocyapcTBeHHbIH yHUBEpCUTET. 2022. - 98 c.

VY4eOHO-MeTOIUYECKHE MaTepuasbl JUIsl CaMOCTOSITENIbHOM pPadOThl 00ydaroIUXCs U3
YHCiIa MHBAIK/IOB U JIMI] C OTPAHUYEHHBIMU BO3MOXHOCTSIMHU 3/10poBbst (OB3) npenocTasistorcs
B (hopMax, aJanTUPOBAHHBIX K OTPAHUYEHUSIM UX 3[JOPOBbS U BOCIPUITHS HH(POpMALIUU:

JUist I ¢ HapyIIEHUSIMU 3pEHMSL:

— B I1€4aTHOW (hOpMe YBEIMYCHHBIM HIPUPTOM,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA,

— B popMe ayauodaiina,

— B IIeyaTHOM opMe Ha s3bIke bpaiins.

JUig au1 ¢ HapyLIeHUsIMU CiyXa!

— B IIeYaTHOM opme,

— B (popMe 3JIEKTPOHHOT'O IOKYMEHTA.

JUist 11 ¢ HapyIIEHUSIMU OTIOPHO-/IBUTATEIBHOTO amnapaTra:

— B mieyaTHoOU hopme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA,

— B ¢popMme ayauodaiina.

JlaHHBINA TepeyeHb MOXeT OBbITh KOHKPETM3MPOBAH B 3aBUCHUMOCTH OT KOHTHMHI€HTA
oOyyJaronuxcs.

3. OOpa3oBaTesibHbIe TEXHOJIOTMH, NPHMeHsieMble NPH OCBOCHHH JUCHUILIHHBI
(Mmoxy.ns)

B Xozme wu3ydyeHHMs JUCHUIUIMHBI TPEAYCMOTPEHO HCIIOJIb30BAHME — CIEIYIOIIMX
00pa30BaTEeNbHBIX TEXHOJOTUH: MYyJIbTUMEAUNHHBIE JIEKIMU C 3JIEMEHTaMHM JHCKYCCHH,
MH(OPMALlMOHHO-KOMMYHHUKATUBHBIE TEXHOJIOTMH, MpOOJIeMHOE OOydeHHe. MPaKTHUECKUe
3aHATUS, CAMOCTOSTENbHAs pPaboTa CTYIEHTOB.

KoMmneTeHTHOCTHBIA MOAXO0J B paMKax MpenojaBaHusl IJUCIHMIUIMHBL pean3yercss B
UCITIOJIb30BAaHUM HMHTEPAKTUBHBIX TEXHOJIOTUH M aKTHUBHBIX METOIOB (IPOEKTHBIX METOMAMK,
pa30opa KOHKPETHBIX CUTYalluii HHBIX (JOPM) B COUETAHUU C BHEAYAUTOPHON pabOTOM.

Texnonorus mnpoGieMHOro OOy4YeHHS: JIeKIMsS — JAUCKYyCCHs, MpoOJeMHasi JEKUHs,
KOMIIbIOTEpHasl pe3eHTanusd. Ha nekunsx nsnararoTcsi OCHOBHBIE TEOPETUUECKUE TTOJIOKEHUS U
KOHUEMNIHS Kypca, TAalolue CTyAeHTaM HH(OpMallii, COOTBETCTBYIOIIYIO POTrpaMMe.

3ajaya CEMUHApCKUX 3aHATUN — pa3BUTHE Yy CTYACHTOB HABBIKOB IO IPHUMEHEHUIO
TEOPETUYECKHUX MOJIOKEHUN K pEelIeHUI0 MpakTudeckux npodiem. C 3Toil 1enpio pazpaboTaHbl
3a/1aHus 1Sl BBITIOJIHEHUS] HA CEMUHAPax, KOTOPbIE OPUEHTHPOBAHBI HA YCBOEHUE TEOPETUUECKOTO
MaTepuaiga U yMEHHsl €ro HCIIOJIb30BaTh JUIsl pellleHus MpakTHYecKux 3adad. Ha cemuHape
OTBOJUTCS BpeMs I JHUCKYCCHUH, B KOTOPOM YYacTBYIOT JOKJIAT4YMK, ITOATOTOBHUBIIUI
coo0lIlleHne Mo Kakoi-mubo mpakTUyeckoil mpobieme, ero omnmoHeHTHl (1 umm 2 yenoseka),
MOJArOTOBUBILINE KOHTPAPIYMEHTBI, U IPYTUE CTYACHTHI TPYIIIbIL.



Hpyrast ¢dopma opraHuzanus pabOThl CTYICHTOB —

Hanucanue pedepara, KOTOpoe

npeacTaBisieT cobor uccrnenoBanue oobemMoMm 10 5000 3HAKOB SKOHOMHYECKOW MPOOJIEMBI C
MPEJIOKEHUEM BapUAHTOB PEIICHUS TAHHOU MTPOOJIEMBI.

Nudopmanronusie
UCII0JIb30BaHUE

MH(POPMALIMOHHBIX

TE€XHOJIOTHH, IIPUMCHACMBIC

pecypcos,

TCHCKOMMYHHK&HHOHHOﬁ CETH I/IHTepHeT.

JUCLIUILUIMHBL —

AanTUBHEIE

o0pa3oBaTenbHBIC
JUIA JIMI] C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH 37I0POBbSI MPEIYCMOTpPEHA

TEXHOJIOTHUH,

npu
JNOCTYyIHBIX B

MMPUMCHACMBIC

HU3YUYCHUU

OpraHn3anusa KOHCYJ'II)TaI_II/II‘/'I C UCIIOJIB30BaAHUCM BHeKTpOHHOﬁ IIOYTHI.

4, OueHoOYHBIE

cpeacTBa I TeKYIIero

NMPOMEKYTOYHOM aTTeCTAIlUN
OneHouyHble CpeAcCTBa MpeIHa3HAYeHbl MJIsi KOHTPOJS M OLEHKH 00pa3oBaTeIbHBIX
JOCTIKEHUH 0OY4YarolINXCsi, OCBOMBIIMX IMPOTpaMMy y4eOHOH IUCHMIUIMHBI «DJIEKTPOHHBIC
JIOKYMEHTHI B KaJIpOBOU paboTey.
OneHouyHble CPEACTBAa BKIIOYAET KOHTPOJBHBIE MaTepuaibl JUIs MPOBENEHUS TEKYILEro
KOHTpOJIs B opMe JTOKJIa1a-IIpe3eHTaluu 1o IpobieMHBIM BOMpocaMm, TecTa, pedepara, scce u
IPOMEKYTOYHOM aTTeCTallMK B (hOpPME BOIPOCOB K 3aUETYy.

KOHTPOJIst

pu

JMCIUTITIHBIL:
MH(POPMAIMOHHO-

H3y4YEHUU

ycneBaeMoCTH H

CprKTypa OLICHOYHBIX CPEACTB IJIsA TeKyIHeﬁ H HpOMe)KyTO'lHOﬁ aTrecraunumn

HamvenoBanue OIICHOYHOI'0 CpCACTBA

Ne Kon u HameHoBaHue PesyneraTe! 00ydeHms "
W — Texymui IIpomesxyTounas
KOHTPOIIb arrecTanys
1 | UIIK-2.1. — opranusyer 3HaeT  OpraHu3aluI0  JOKYMEHTHPOBAHUS Bonpocsr st Bomnpocs! Ha
JIOKyMCHTHPOBAHIE YIpaBIeHYECKON NIESATEIHHOCTH M KaJpOBOTO YCTHOTO 3auete 1-8, 15-23
yTIpaBIEHYECKOH 3JIEKTPOHHOT'O IOKYMEHTO000pOTa (TTCHMEHHOTO)
JEATENIBHOCTH B ompoca Io TeMe,
OpraHu3aLUx pazzeny.
Pedepar, acce
2 | UIIK-2.2. — npumensier Ymeer NIPUMEHSATh UH(OPMAIMOHHBIE Bonpocs! s Bomnpocs! Ha
MH(POPMAIMOHHBIE CHCTEMBI B YIPaBJIEHUECKOH JESATEILHOCTH B YCTHOTO 3auere 8-14,
CHCTEMEI B OpraHu3aLHY, METO/IbI opraHu3anyy | (IMMCBMEHHOTO) 24-38
yIIpaBIeHYECKOH 3JIEKTPOHHOTO IOKYMEHTO000pOTa B KaJIpoBOil |  ompoca Mo TeMe,
JICATETIbHOCTH B ciryx0e pazneny. AHaH3
OpraHH3aLin MPaKTHYECKNX
CUTYyaLui

TunoBbie KOHTPO/IbHBbIC 32JaHUSI MJIH HHbIE MaTePHAJIbl, HCOOX0AMMBbIE JI1 OLCHKH
3HAHMH, YMEHH, HABBIKOB H (MJIM) ONBLITA AEATEIbHOCTH, XapaKTePU3YyOIIHX ITAMbI
(popMHpPOBAHUSI KOMIIETCHI[HI1 B poLecce OCBOCHHUsI 00Pa30BaTeIbHON NPOrPaMMbl

Ilepeuensb Tem pedeparoB (3cce)

NogakrwnpE

[TpuHLIMIIBI TOCTPOCHUS 6€30yMa’kHOM TEXHOIOTHH
[TpUHIUIBI 37IEKTPOHHOTO IOKYMEHTOO0OpOTa B paboTe KaJpoBOi cIykKObI
Knaccudukanus kagpoBbIX JOKYMEHTOB
Knaccugukamus cucteM ynpaBieHHUs! JOKYMEHTaMH B YIPABJIECHUH ITEPCOHAIOM
CoBpeMeHHbIE MOAX0AbI K aBTOMAaTH3aIMK YIIPABICHUS TOKyMEHTaluen

[Tpobnema npugaHus IOPUINIECKOTO CTAaTyCa 3JIEKTPOHHBIM JOKYMEHTaM
[Ipumenenrne WHGOPMAIMOHHO-KOMMYHHUKATUBHBIX TEXHOJOTUH Kak CpeICTBO

NOBBIIIIEHUS 3()(HEKTUBHOCTH KaJpOBOTO JOKYMEHTOO0OpOTa
8. BHeapeHue AEeKTPOHHOTO KaJPOBOTO JIOKYMEHTOOOOPOTA: PUCKH W BO3MOKHOCTH
9. IIpobaembl BHEAPEHUS IEKTPOHHOTO KaJPOBOTo JOKYMEHTO000pOTa

10. IOpunuveckasi 3HAYUMOCTB DIIEKTPOHHBIX JOKYMEHTOB

11. PesynbTaThl SKCHepuMeHTa MUHHCTEpPCTBA TpyAa M COLUalbHOU 3amuThl PO 1o
BHE/IPECHUIO JIEKTPOHHBIX TOKYMEHTOB, CBSI3aHHBIX C paboTOM




12. DnexTpoHHBIN (opMaT 3aKIIOYESHUS TPYIOBOTO JOTOBOpa

13. TpynoBas KHM)KKA: UCTOPUS U COBPEMEHHOCTh

14. MudopmMannoHHO-KOMMYHUKAIIUOHHBIE TEXHOJIOTUH AJIEKTPOHHOIO
JIOKYMEHTALMOHHOTO 00eCieueH sl yIPaBIE€HUs IEPCOHAIOM

15. BeiGop mporpammuoro oOecrneyeHus [Isi KaapoBoM ciyxObl. [lpukiamnbie
IPOrpaMMHBIE IPOAYKTHI IO YIIPABJIEHUIO IEPCOHAIOM

16. TpeGoBaHMs K cUCTEMaM XpPaHEHUs SJIEKTPOHHBIX JOKYMEHTOB

17. ABromaru3zanus XpaHEHHUs SJIEKTPOHHBIX JTOKYMEHTOB

18. DneKkTpoHHBIH apXUB JTOKYMEHTOB 110 JIUYHOMY COCTaBY

3ayeTHble MaTepHUAJIbI (BONPOCHI) JJI51 IPOMEKYTOUYHOM aTTecTaluM (3a4eT)

1. IlonsiTHE SJIEKTPOHHBIA JTOKYMEHT, JOKYMEHTOOOOPOT, pOJb 3JIEKTPOHHOTO
JIOKYMEHTO000pOTa B KaJIpOBOM JIEJIONPOU3BOICTBE
TpeboBaHus K KaJIpOBBIM JOKYMEHTAM B 3JIEKTPOHHOM BHUJIE
[TonsiTHE M CTPYKTYpPa KaApOBOI0 JOKYMEHTO000pOTA
CocraB opraHu3anoOHHOM, PaCOPSAUTEILHON KaIpOBOM JTOKYMEHTAIUH.
Bunsl nHGOpMaLMOHHO-pACYETHON U CIIPaBOYHOM KaJpOBOM TOKYMEHTALUU
CocraB mJ1aHOBOM, OTYETHO-CTATUCTUYECKOM KaJpOBOW JOKYMEHTAUU
Kanpogas cimyx0a: ee nenu, 3a1a4u U GyHKIUH.
. HopmatuBHO-1IIpaBOBO€E peryIMpoOBaHNE KJAPOBOTO 3JIEKTPOHHOTO TIOKYMEHTO000pOTa
B Poccuiickoit @enepanuu

8. BHenpeHne KaapoBOro 3JIEKTPOHHOTO JIOKYMEHTOOOOPOTa: PHCKH, BO3MOXKHOCTH,
po0eMbl BBEJICHUS

9. Bugpl KagpoBBIX JOKYMEHTOB, O(OPMIIIEMBIX TOJBKO Ha OyMakKHOW HOCHTENE, Ha
OyMa)XHOM HOCHUTENE WIM 3JEKTPOHHO, TOJBKO 3JIEKTPOHHO IMPH HCIOIb30BAHUHU KaJPOBOIO
AJIEKTPOHHOI'O JOKYMEHTO000pOTa

10. ITopsmox BBeAEHUS KaAPOBOIO 3JIEKTPOHHOIO IOKYMEHTO000pOTa

11. TpeGoBaHusI K COJACPXKAHUIO JIOKATBHBIX HOPMATHBHBIX AaKTOB pPa0OTOMATENs O
BBEJICHUHU KaJIPOBOT'0 3JIEKTPOHHOTO JOKYMEHTO00O0pOTa

12. AnMuHUCTpaTUBHAS OTBETCTBEHHOCTh 3a HapylLIE€HUE JICWCTBYIOILIETO
3aKOHOJIaTEeNLCTBA B paboTe C KapOBbIMU JJOKyMeHTamu PP

13. Buzasl 5IeKTPOHHBIX MOIMMCEH, NCTIOIB3YEMBIX B AJIEKTPOHHOM JOKYMEHTO000pOTE
npu 0opOpPMIIEHUHN Pa3IMUHBIX KaJIPOBBIX TOKYMEHTOB

14. BeneHue nepBUUYHBIX YUETHBIX IOKYMEHTOB B 3JIEKTPOHHOM BUJIE

15. CopneprxkaHne OCHOBHBIX Pa3/ienoB JHMYHON kapTouku (popma NeT-2) u mpaBuna ee
3aroJIHEHUS

16. ITopsnok oopmieHuss JOKYMEHTOB IIPH ITpUeMe Ha paboTy

17. Tlopsinox opopmieHHs JOKYMEHTOB MpU NepeBojie paboTHUKA

18. Ilopsimox  odopmiieHHs] JOKYMEHTOB IO  IPEJOCTaBICHUIO  OTIYCKOB U
KOMaHAMPOBAHUIO COTPYJHUKOB OpraHU3aluU

19. Tlopsnok oopmieHus: pacTOp>KEHHs TPYAOBOTO JOrOBOpa

20. Tlopsmok MOArOTOBKH MPUKA30B IO JIMYHOMY COCTaBY

21. TpeGoBaHUS K 3aNOJIHEHUIO TPYIOBOM KHIKKU

22. Tlopsnok BHECEHHS U3MEHEHHH M HCTIPABJICHUN B TPYJOBYIO KHUKKY

23. Opranuzanus yueTa TPyAOBBIX KHIDKEK B OpraHU3aluu

24. HopmaTHBHO-TIPAaBOBOE PETYJIUPOBAHHE DIIEKTPOHHBIX TPYIOBBIX KHIKEK

25. Otuer B IIOP «CBemeHuss o TpPYyIOBOM JEATENBHOCTH PaOOTHUKOBY: IMOPAIOK
COCTaBJIEHUS], CPOKH MOJauH, aIMUHUCTPATUBHASI OTBETCTBEHHOCTh 32 HENPEICTaBICHNE

26. HopmaTuBHO-TIpaBOBOE pETyJIUPOBAaHHE HCIOIb30BAHUS DJIEKTPOHHBIX JIUCTKOB
HETPYI0CTIOCOOHOCTH

27. Cpoku Ha3HA4yeHHUs, BBIIATHl M TMOPSAJOK pacyera IMOCOOUs IO BPEMEHHOM
HETPYI0CTIOCOOHOCTH

28. BzaumopeiictBue ¢ pabotogarenem ¢ ®CC PO mo mpeacTtaBieHUIO CBEICHUN NS
BBITIJIATHI TOCOOUS IO BPEMEHHOH HETPY0CTIOCOOHOCTH

NoookrwnpE



29. DJEeKTPOHHBIN JTUCTOK HETPYAOCIIOCOOHOCTH IO OEPEMEHHOCTH U POJIaM, 110 YXOy 3a
0O0JILHBIM PEOCHKOM

30. HopmatuBHO-TIpaBOBOE peryIupOBaHKE TPYAa AUCTAHIIMOHHBIX PAOOTHUKOB

31. OcobeHHOCTH B3aUMOCHCTBHUS TUCTAHIIMOHHOTO paOOTHUKA M pabOTOaATEIIS

32. OcobGenHoct  opoOpMIIEHHS  KAAPOBBIX  JOKYMEHTOB C  JAMCTAaHIIMOHHBIMH
pabOTHUKaAMU

33. Ilopsmoxk BBeACHMS MAMCTAHIIMOHHOTO TpyJda JUIs JCHCTBYIOIIMX pPaOOTHUKOB.
Bpemennsiii nepeBosi paboTHHKA HA AUCTAHIMOHHYIO pabOTy MO MHULIMATUBE paboTojaTesns B
UCKITIOYUTENIbHBIX CIIydasiX

34. OOpaboTKa nepcoHaIbHBIX JAHHBIX PAaOOTHUKOB B KaJIpOBOH Ciry:k0e: HOpMaTHBHO-
[IPABOBOE PETYJIUPOBAHUE U NMPAKTUYECKOE TPUMEHEHUE

35. Texnuueckoe W TMPOrpaMMHOE OOecreueHHe CHUCTEMBI KaJpOBOTO 3JIEKTPOHHOTO
JIOKYMEHTO0000poTa

36. TpeboBanus K WHDOPMANMOHHBIM  CHCTEMaM  KaJpPOBOTO  DJIEKTPOHHOTO
JIOKYMEHTO0000poTa

37. OO0mue NPUHIUIBI XPAaHEHUS JIEKTPOHHBIX JOKYMEHTOB

38. 3ammra nHdopMaLUK B KaAPOBOM JIEKTPOHHOM JIOKYMEHTO000pOTE

Kpurtepun oueHnBanus pe3yJibTaToOB 00y4YeHUs

IToporu oneHok BapuanTtsl napameTpos
BBICTABJIICTCA CTYAEHTY, €CIIU CTYJEHTOM JaH IIOJIHBIMI, pa3BEPHYTHII OTBET
3a4TEHO Ha IIOCTAaBJICHHBIN BONPOC, IOKA3aHO YMEHHUE ONUCATh U MHTEPIIPETUPOBATH

CUTYAIUIO HJIK COBOKYITHOCTh (haKTOB, OOHAPYKUTh UX CBS3H, 3aBUCUMOCTH
u T.a. OTBET YETKO CTPYKTYPHUPOBAH, JIOTHYEH, H3JIOKEH JUTEPATypPHBIM
SI3BIKOM C HCIOJb30BaHHEM COBPEMEHHOW TEPMHUHOJIOTHH. MOTyT OBITh
JIOITYIICHBI 2—3 HETOYHOCTH WIJIM He3HAYUTEIbHBIC OINOKHY, UCTIPABICHHBIC
00yYaronMmMcsi ¢ TOMOMIBIO MPEeTo/iaBaTels.

BBICTABIISICTCS. IIPU HECOOTBETCTBMM OTBETA 3aJaHHOMY BOIIPOCY, OTBET
HE 3a4TE€HO MpeACTaBIseT co00il pa3po3HEHHbIE 3HAHUS C CYILECTBEHHBIMH OLIMOKaMU
1o Bompocy. [IpucyTcTBytoT pparMeHTapHOCTh, HETOTUYHOCTD U3JI0KEHUSI.
OTCyTCTBYIOT BBIBOABI, KOHKPETH3alUs M JI0KA3aTEIBHOCTb H3JIOKEHUS.
JlononHUTENBHBIE M YTOYHSIOIIME BOIIPOCHI IPENOAABATEINS HE IPUBOMAT K
KOPPEKLIMU OTBETa 00yYaroIerocs.

OneHouHble CpeAcTBa JUIsl WMHBAIMAOB M JIMII C OIPAaHUYEHHBIMH BO3MOXXKHOCTSIMU
3/10pOBbsI BHIOUPAIOTCA C YYETOM UX WHAMBUIYATbHBIX ICUXO()U3UYECKHX OCOOEHHOCTEH.

— IpY He0OXOAMMOCTH UHBAIM/IAM H JIUL[AM C OTPaHUYE€HHBIMU BO3MOKHOCTSIMH 37I0POBbS
MIPEIOCTABIISETCS OMOJHUTENBHOE BpEMs JUIsl TIOATOTOBKH OTBETA HA SK3aMEHE;

— IIPU NIPOBEJICHUU MPOLIETYPHl OLIEHUBAHUS PE3YJIbTAaTOB O0yUEHHUsI UHBAINUJOB U JIUII C
OTpaHUYEHHBIMU BO3MOXHOCTSIMHU 3/I0POBbS MPEAYCMATPUBAETCS HCIIOJIb30BAHUE TEXHUUECKUX
CPEICTB, HEOOXOAUMBIX UM B CBSA3M C X MHJIUBUIYaJIbHBIMA OCOOCHHOCTSAMU;

— IIpU HEOOXOAMMOCTH JJIsi 00YHAIOIIKUXCS C OTPAHUUYEHHBIMH BO3MOXHOCTSMHU 310POBbSI
U MHBAJIUIOB TpOILEAypa OLCHUBAHUS pE3yJbTaTOB OOYYEHHUS MO JAUCHUIUIMHE MOXKET
IIPOBOAMTHCS B HECKOJIBKO JTAIOB.

IIponietypa ornieHMBaHUsI PE3yJIbTATOB OOYYEHHMsS WHBAIWIOB U JIUI[ C OrpaHUYCHHBIMU
BO3MOXHOCTSIMM 3JI0POBbsSI 0 JUCHUIUIMHE (MOJYJIIO) IpelycMaTpuBaeT IpeloCTaBIeHUe
uHpopmanuu B (opMmax, aJaNTHUPOBAHHBIX K OTPAHUYEHUSM HUX 3/0pOBbSI M BOCHPUATHUS
uHpOpMaLUu:

JIig U1 ¢ HapyLIeHUSIMU 3PEHUS:

— B rieyaTHOM popme yBeIHMUEHHBIM HIpUPTOM,

— B (popMe dJIEKTPOHHOTO IOKYMEHTA.

Jlyig U1 ¢ HapyIIeHUsIMU CiyXa:

— B IIeYaTHOM (opme,

— B (popMe 2NIEKTPOHHOTO TOKYMEHTA.



I[HH JIAI ¢ HAPYUICHUSAMU OIMOPHO-ABUI'ATCIIBHOIO alllapara:

— B Ie4aTHoi (opme,

— B (popMe 2NIEKTPOHHOT O TOKYMEHTA.

I[aHHBIfI MNEpCUCHb MOXKCT GBITB KOHKPCTU3HUPOBAH B 3aBUCHUMOCTU OT KOHTHHICHTA
oOyyarouuxcsi.

5. Ilepedyenb y4eOHOI UTEPaTypPhl, HH(POPMALMOHHBIX PECYPCOB M TEXHOJIOT U

5.1. YueOHas 1uTepatypa

1. Abynamze, /. I'. JlokymeHTalMOHHOE OOecIieueHNe YIIPaBJIeHuUs [IEPCOHANIOM: YUYeOHUK
u npakTukyM it By3oB / JI. I'. Abynamze, U. b. Bempsokkuna, B. M. Macnoa. — 2-e u3j., iepepao.
u jom. — Mocksa: M3marensctBo FOpaiit, 2023. — 370 c¢. — (Bricee oopazoBanue). — ISBN 978-5-
534-14486-4. — Tekcr: smexkrponHbni // OOpa3oBarenbHas Iuiargopma IOpait [caiiT]. —
URL.: https://urait.ru/bcode/511693

2. Jloponnna, JI. A. Opra#uzanys ¥ TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOCCIICUCHHUS
yIpaBIeHUs: YIeOHUK U TpakTukyMm Juist By3oB / JI. A. Jloponuna, B. C. Uputnkosa. — 2-¢ u3n.,
nepepad. u mon. — Mocksa: MznarensctBo FOpaiit, 2023. — 270 ¢. — (Beicmiee obpa3oBanue). —
ISBN 978-5-534-16016-1. — Tekcr: anekTpoHHbIH / OOpa3zoBaTenbHas miaTdopma FOpai [caiir]. —
URL.: https://urait.ru/bcode/530251

3. INaBnosckas, O. FO. IIpaBoBoe obecrieueHre KaapoBOTo ASIOMPON3BOACTBA: YueOHOE
nocooue as By30B / O. 1O. IlaBnoBckas. — MockBa: M3marensctBo FOpaiit, 2023. — 213 c. —
(Beicmee oopazoBanue). — ISBN 978-5-534-11565-9. — Teker: anexkrponusii / O6pa3oBarenbHas
mwiatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/518436

4. Ky3uneno, U. H. JlokymeHTallmOHHOE OOECIICUYCHHE YIIPABICHUS TIEPCOHATIOM:
y4eOHUK M MPAKTHUKyM Ui cpefaHero npodeccuoHanbHoro obpazosanus / M. H. Ky3nernos. —
2-e u31., mepepad. u gom. — Mocksa: M3natenscTBo Opaiit, 2023. — 393 c. — (IIpodeccrnonanbroe
obpazoBanme). — ISBN 978-5-534-16749-8. — Tekct: amekrponHbiii // OOpa3oBaTenbHas
mwiatdopma FOpaiir [caiit]. — URL.: https://urait.ru/bcode/530256

5. llyBamoBa, H. H. Opraam3amnuss © TEXHOJOTHS JOKYMEHTAIIHOHHOTO O0ECTICUCHUS
yIOpaBlieHUs: y9eOHUK U TpakTuKyMm st By30B / H. H. lllyBanosa. — 3-e usn., mepepad. u aorm. —
Mocksa: UznatenbctBo FOpaiit, 2023. — 247 c. — (Beicmiee o6pazoBanue). — ISBN 978-5-534-
16537-1. — Tekct: amekrponnbiii // OOpa3oBatenbHas miatdopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/531239

5.2. Ilepuoanyeckasi JuTepaTrypa
KypHai «YTpasieHue nepconanom» http://www.top-personal.ru
xypHai «Pabora ¢ nepconanom» http://www.hr-journal.ru
. Xypnan «Kaaposuk» panor.ru/journals/kadrovik
. Onexrponnas oudianoreka GREBENNIKON.RU https://grebennikon.ru/
. Kypnan «O6pa3zoBarenbHbIe TEXHOJIOTUN»
https://elibrary.ru/contents.asp?id=37347690
[ledaTHsle mepuoanyeckre U3JaHus BXOAAT B «llepeueHb MeYaTHBIX MEPUOANYECKHX
U3JIaHui, XpaHALIMXCs B donne Hayunoii O6ubnnoTexu KyoI'V»
https://www.Kubsu.ru/ru/node/15554, W/WIM  DIIEKTPOHHBIE TEPHOJUYECKHE U3JaHUs, C
yKa3aHHEM ajipeca caiiTa AJIEKTPOHHOW BEpCHUHU KypHaja, U3 0a3 JaHHBIX, JOCTYN K KOTOPBIM
umeet KyoI'Y:
1. Baser mannsix kommanun « IBUCy https://eivis.ru/
2. Dnexrponnas 6ubimoreka GREBENNIKON.RU https://grebennikon.ru/

g wWNE

5.3. UHTepHeT-pecypchbl, B TOM 4YHCJe COBpeMeHHbIe NMPo(ecCHOHATbHBbIE 0a3bl
AAHHBIX U HHPOPMALMOHHBIE CIIPABOYHbIEC CHCTEMBI

OnexTpoHHO-6nOMoTeunsIe cuctemsl (ObC):

1. O6pasoBatensHas miathopma «<FOPAMT» https://urait.ru/

2. 9bC «YHUBEPCUTETCKASI BUBJIMOTEKA OHJIAMH» http://www.biblioclub.ru/

3. BBC «BOOK.ru» https://www.book.ru

4. OBC «ZNANIUM.COM» www.znanium.com

5. OBC «JIAHb» https://e.lanbook.com

IIpodeccuonanbubie 6a3bl JAHHBIX
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https://elibrary.ru/contents.asp?id=37347690
https://www.kubsu.ru/ru/node/15554
https://eivis.ru/
https://grebennikon.ru/
https://urait.ru/
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1. BuprtyaneHblii untanbHbl 3an1  Poccwmiickoli rocymapctBenHoi OuOmmoteku  (PI'B)
https:/Idiss.rsl.ru/;

2. Kypnan «Ycnexu puzndecknx Hayk» (1ekTpoHHas Bepeus) https://ufn.ru/;

3. MUAH. IToaHOTEeKCTOBAs KOJUIEKIINA MaTeMaTHUYECKUX sKypHaToB http://www.mathnet.ru/;

4. Kypnan «KBaHTOBas 3JICKTPOHHUKAY (3mexkTpoHHAs BepCHs)
https://quantumelectron.lebedev.ru/arhiv/

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

6. HanmonanbHast 21eKTpoHHas oubimoreka https://rusneb.ru/;

7. Ipesunentckas 6ubmmoreka uM. b.H. Ensumna https://www.prlib.ru/;

8. BJI CSD-Enterpris KemOpumkckoro mnentpa kpuctamorpapudeckux naHaeix (CCDC)
https://www.ccdc.cam.ac.uk/structures/;

9. BbJl xypHamoB 1O pa3IMYHBIM oTpacisaMm 3HaHumi Wiley Journals Database
https://onlinelibrary.wiley.com/;

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

11. IoaHOTEKCTOBAsT KOJUICKIIUS KYPHAJIOB KOMIIAHHHA AMEPUKAHCKOTO (PH3MUYECKOro 00IecTBa
American Physical Society (APS) https://journals.aps.org/about;

12. BJ1 matentHoro morcka Orbit Premium edition (Questel) https://www.orbit.com/;

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

14. ApxuBbl Hay4HBIX XypHasoB Ha Poccuiickoii mnardopme Hayunbix xypHaioB HOWKOH
http://archive.neicon.ru/;

15. YHuBepcuteTckas — mHpopManuoHHas — cucrema  POCCUSI  (YHUC  Poccus)
http://uisrussia.msu.ru/;

16. "Jlektopuym TB" - Bumeonekuuu Beayuux jgekropos Poccun http://www.lektorium.tv/;

17. BJ SciFindern (CAS) (ormaiiH-cepBHUC AT IIOUCKAa HHPOPMAIIUN B 001aCTH XUMHAH, OHOXUMHH,
XUMHUYCCKON HHKESHEPUH, MaTEPHAJIOBEICHUS, HAHOTEXHOJIOT M, (DU3UKH, TCOJIOIMH, METAJUTYPTryH | JIp.)
https://scifinder-n.cas.org/;

18. Freedom Collection — momHoTEKCTOBAsS KOMIEKIUS SIEKTPOHHEIX XKYPHAJIOB 110 Pa3IMYHBEIM
oTpaciisim 3HaHu# u3narenbetBa Elsevier https://www.sciencedirect.com/;

19. BJA Academic Reference (CNKI) (enunHas  momckoBas  1uargpopMa 1O
Hay4JHOUcCleoBaTenbckiuM padotam KHP. Tematnka MOKphIBAeT BCE OCHOBHBIC JIHCIUIUTHHAPHBIC
oOmactu https://ar.cnki.net/ ACADREF.

HNudopmannonHpie cipaBoYHble CHCTEMBI

1. Koncynerant Ilmroc - cnpaBouHas mnpaBoBas CHCTeMa (JIOCTYN MO JIOKATBLHOH CETH C
KOMITBIOTEPOB OMOIHOTEKH)

Pecypcsnl cB0OGOIHOTO 10CTYNA

1. KubepJlennnka http://cyberleninka.ru/;

2. AMepukaHckas nateHTHas 0asa naHHbIx http://www.uspto.gov/patft/

3.  MunucrepcTBO Haykm ®W  Bbicmiero  oOpasoBanms  Poccwiickoit  Depepanmu
https://www.minobrnauki.gov.ru/;

4. ®denepanbubiii mopran "Poccuiickoe oopasoBanue” http://www.edu.ru/;

5. Enunas xosutekiums nudpoBeix 00pazoBaTelbHbIX pecypcos http://school-collection.edu.ru/

6. [IpoexT 'ocynapcTBeHHOT0 HHCTHTYTa pycckoro si3bika uMeHu A.C. [lymkuna "OOpa3oBanue
Ha pycckom" https://pushkininstitute.ru/;

7. CnpaBouHo-uH(popMaoHHbIH optan "Pycckuii si3pik" http://gramota.ru/;

8. Ciryx0a TeMaTHUECKHX TOJNKOBBIX CiioBapeit hitp://www.glossary.ru/;

9. CnoBapwu u sHuuKIoneauu http://dic.academic.ru/;

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

CoOcTBeHHBIE JIeKTPOHHBIEC 00pa3oBaTe/ibHbIe 1 HHPOPMAanHOHHBIe pecypchl Kyol'yY

1. DnekrponHsIii kKatanor Hayunoi 6ubnuorexu Ky6I'yY http://megapro.kubsu.ru/MegaPro/\Web

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

3. OTKpHITas cpeaa MOIYIBHOTO JUHAMIUecKoro ooydenus KyoI'V https://openedu.kubsu.ru/

4. Baza y4eOHBIX IUIAHOB, Y4eOHO-METOJIMYECKUX KOMIUIEKCOB, MyONHMKanuii 1 KoH(epeHui
http://infoneeds.kubsu.ru/

5. DnextponHbii apxuB qokyMmeHToB KyoI'Y http://docspace.kubsu.ru/

6. MeTonnueckne yKazaHus 1Jisl 00y4aOUIUXCS 110 OCBOCHUIO THUCHMILJIMHBI (MOYJIs1)
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OcBoeHne AMCHUUIUIMHBI TPEAYCMATPUBAET MPOCIYIIMBAHUE JEKIMA M TpPOBEICHUE
MPaKTUYECKUX PadoT.

Jist TIIyOOKOT0 M3y4YeHHUsl AUCHUIUIMHBI HACTOSITEIbHO PEKOMEH Ty eTCSI:

— CHUCTEMAaTHYECKU TOTOBUTHCA K MPAKTUYECKUM 3aHATUAM MO Y4eOHBIM IOCOOHSIM,
HAYYHBIM CTaThsIM B )KypHaJax, a TAKKe C UCIOJIb30BaHUEM pecypcoB MHTepHeT;

— CBOEBPEMEHHO BBHITIOJHSATH MIPAKTUYECKUE 3aJJaHHsl, TOTOBUTH pedeparsl U 3cce.

CamocrosaTrenbHass paboTa CTyACHTAa - OAMH W3 BaXXHEUIIMX O3TalloB B IOATOTOBKE
cnenuanvctoB. OHa MPHOOIAET CTYJEHTOB K HCCIeI0BaTEIbCKON paboTe, 000raiaeT OnbIToM U
3HAHUSAMHU, HEOOXOTUMBIMU ISl AAJIbHEHIIET0 X CTAHOBIIEHUS KAaK CHEIHAMCTOB, MPUBUBAET
HaBBIKU PAOOTHI C INTEPATYPOH, CTATUCTUIECKUMU JTAHHBIMH.

Lenp camocTosiTeNbHONM pabOThl - CUCTeMaTHu3alysl, 3aKpelUIeHHe U pacllupeHHe
TEOPETUYECKUX U MPAKTHYECKHX 3HAHUHU C MCIOIH30BAHUEM COBPEMEHHBIX MH(pOPMAIMOHHBIX
TEXHOJIOTHIl U JIUTEepaTypPHBIX UCTOYHHUKOB. J[J11 pa3BUTHSI HABBIKOB CaMOCTOSITEIBHON pabOThI
CTYACHTAaMH BO BpEMsI CaMOCTOSITENIbHOW pabOTHI BBIMOJIHSIOTCS pedeparsl, dcce, JOMAIIHUE
3ajaHusl 1o moucky B MHTepHere MH(OpMaMM HA 33J]aHHYI0 HAayYHYI0 TEMY M IMOATOTOBKE
JIOKJIA/1A.

Pedepar wunmum oscce TOTOBATCS CTYAEHTOM CaMOCTOATEIbHO, B HHUX 0000marTcs
TEOPETUYECKHE MaTephalibl IO HCCIEAYyeMOW TeME C HCIOJIb30BAHHEM MAaTepHajoB U3
CHEIMAllbHOM  JUTepaTrypbl, HOPMATHUBHO-TIPABOBBIX JOKYMEHTOB, CTaHIApTU3HPYIOIINX
paccmarpuBaeMyio cdepy. B comepkanmm pabOT MOMKEH OBITH COOCTBEHHBIM aHAINA3 U
KPUTHYECKHM TOAXOA K pEIIeHUI0 MpoOsiieMbl 1O BBIOpAaHHOW TeMme HcCCieI0BaHus,
MOJKPETJICHHBIM CTAaTUCTHYECKUMH JaHHBIMH M KOPIIOPATUBHOW OTYETHOCTHIO HM3BECTHBIX
Kopropanuii. Marepuaibl AOKHBI OBITH M3J0KEHBI Ha BBICOKOM TEOPETUYECKOM YPOBHE, C
NPUMEHEHHEM CTaTHYECKUX JAaHHBIX U IPHUMEPOB.

CryneHTaM pEKOMEHAYEeTCS HEMpPEephIBHO IPOBOJIUTH HAy4YHbIE WCCIEIOBAHUS 0]
PYKOBOJICTBOM IIpETOAaBaTeNs Kadeapsl 1o H30paHHOH TeMe U TOTOBUTH COOOIIECHUS Ha HAyYHbIE
KoH(pepeHuu, ctatbi B COOPHHUK MOJOJBIX HCCIEA0BATENCH U HAYYHBIE KYPHAIIBI.

OOy4eHue CTyIEHTOB C OTpaHMYEHHBIMI BO3MOXKHOCTSIMU OPTaHU3YETCSI B COOTBETCTBUH
¢ TpeboBaHUSIMHU «MeTOoIMUEeCKUX PEKOMEHIAINI IO OpraHn3alui 00pa30BaTeIbHOIO Mpolecca
Uis  OOy4YeHHs WHBAIUAOB W JIMI] C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMH 3JI0POBBSI B
00pa30oBaTeNbHBIX OPraHU3aIMIX BBICHIETO NMPO(EeCCHOHAIBHOTO 00pa30BaHUsA» OT «8» ampens
2014 r.

B ocBoeHHMH TUCHMITIMHBI MHBAJIWAAMU U JIMIAMH C OTPAaHUYEHHBIMH BO3MO>KHOCTSMHU
310pOBbs OOJIBIIOE 3HAYEHHE HMEeT WHJMBHJyalbHas ydeOHas paboTa (KOHCYJbTallUu) —
JIOTIOJTHUTEIbHOE pa3bsiCHEHUE Y4eOHOro MaTepHara.

WupuBuayanbHble KOHCYJNBTAIlMM IO TPEIMETY SBISIOTCS BaXHBIM  (PaKTOPOM,
CHOCOOCTBYIOLIUM MHAWBUIYAINU3alUU OOy4YE€HUS U YCTAHOBJIEHUIO BOCIUTATEIBHOTO KOHTAKTa
MEXIy IMpernojaBaTesieM M OOyYaroIMMCs WHBAJIHIOM WM JIMIIOM C OrpaHUYEeHHBIMHU
BO3MOYKHOCTSIMH 3/10POBbSI.

7. MaTepnajibHO-TeXHHYeCKOe o0ecneyeHHe Mo JUCHHUILINHE (MOY.T10)

ITo Bcem BUIaM yqe6H0f/'I ACATCIIBHOCTH B paMKax JHCHUINIAHBI HCIIOJIB3YIOTCA
ayJUTOpUH, KaOMHEThl U JTaOOPaTOPHH, OCHAIEHHbIE HEOOXOAMMBIM CHEIMATU3UPOBAHHBIM U
71a00paTOPHBIM 000PYIOBAaHUEM.

HauMenoBaHue crienuaibHBIX OcHaIleHHOCTD ITepeuenn
ITOMEILCHHI CIIeIIMAIbHBIX TTOMEIICHUMA JIALIEH3UOHHOT'O
MIPOTPaMMHOTO
obecrnieueHUs
VYueOHbIe ayIUTOPHU st | MeOenb: yueOnas meoens | Microsoft Office: Word;
MPOBEJICHUSI 3aHATUN JIEKIMOHHOTO | TeXHU4YecKue cpenctea | Excel; PowerPoint.
THMA 00yueHus: JKpaH,
MIPOEKTOP, KOMITBIOTEP




VYuebHble ayJUTOpUN st | MeOenb: yueonas meoens | Microsoft Office: Word;
MIPOBEICHUS 3aHATHIH CEeMHHAPCKOro | TexHuueckue cpeacrsa | Excel; PowerPoint.
THUIIA, IPYIIIOBBIX U | O0yYeHHS: 9KpaH,
UHAUBUAYAIbHBIX  KOHCYJIBTALMi, | IPOEKTOP, KOMIIBIOTEP
TEKYIIIEro KOHTPOJIS u
IPOMEIKYTOYHOM aTTECTAI[HH
Jlns  caMOCTOSATENbHOW — pabOThl  OOYYarOMIMXCS  MPEAYCMOTPEHBI  [TOMEIICHHS,

YKOMITJIEKTOBAaHHBIE CIICIMATM3UPOBAHHON MeOebi0, OCHAIIEHHBIE KOMIIBIOTEPHON TEXHUKOH €
BO3MOXHOCTBIO MOJKIIOUEHUS K ceTu «/HTepHeT» M o0ecrneyeHueM JOCTyNa B JIEKTPOHHYIO
UH()OPMALIMOHHO-00Pa30BaATENILHYIO CPEly YHUBEPCUTETA.

HanmenoBanue OcHallleHHOCTb NTOMEIIEHUH AJI CAMOCTOSITENIbHOMN Ilepeuenn
TIOMEIICHUH JUTsI paboThI 00yYAIOLTIXCS JMIIEH3UOHHOTO
CaMOCTOSITENTbHOU MIPOrPaMMHOTO
paboThI obecrieueHus
00yJaromuxcst
ITomewmenue g | MebGens: yueOHas meOelb Microsoft
CaMOCTOSITEIILHOU Komrmiekt CIeIHATM3UPOBAHHON mebenu: | Office:  Word;
paboThl KOMITBIOTEPHBIC CTOJIBI Excel;
00yJaromuXxcst OoOopynoBaHue:  KOMIbIOTEpHass ~ TexHuka ¢ | PowerPoint.
(YuTATBHBIN 3aJ1 | MOJKIFOUCHUEM K uH(pOpMaIMOHHO-
Hayunou KOMMYHHMKAIIMOHHOW ceTH «IHTepHET» U TOCTYIIOM
OMOJIMOTEKH ) B DJIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTENbHYIO
cpeny o0pa3oBaTeNbHON OpraHu3aIiy, BeO-KaMephbl,
KOMMYHHUKAIIHOHHOE 00opymoBaHue,
obecrieunBaromiee JOCTYIl K CETH  HMHTEPHET
(mpoBoZHOE  coeAMHEHHWE U OecHpoBOIHOE
coenmHenue 1o texnooruu Wi-Fi)
[Tomemenue s | MebGens: yueOHas meOelb Microsoft
CaMOCTOSITEIILHOU Komrmiekr CIIeIHATM3UPOBAHHON mebenu: | Office:  Word;
paboTsI KOMITBIOTEPHBIE CTOJIBI Excel;
OoOopynoBanue:  KOMIbIOTEpHas  TexHuka ¢ | PowerPoint.
MOJIKITFOYEHUEM K UH(POPMAITUOHHO-

KOMMYHHUKAIIMOHHOW CeTH «HTEpHET» U TOCTYIIOM
B DIIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTENbHYIO
cpemy o0pa3oBaTebHON OpraHU3aIiy, BeO-KaMephbl,

KOMMYHHKAIIHOHHOE obopynoBaHue,
o0ecrieynBaroliee JIOCTyl K CETH HMHTEPHET
(mpoBoZHOE  coeAMHEHHME U OecHpoBOIHOE

coenmHenue 1o texnojaoruu Wi-Fi)




