MHHUCTEPCTBO HAVKH U BBICIIIET'O OBPA3OBAHUS POCCUCKOM ®EJIEPAIIAN
OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJUKETHOE OBPA30OBATEJIBHOE
YYPEXJEHUE BBICIIIET'O ObPA3OBAHUA
«PA3AHCKUI T'OCY JAPCTBEHHBIM YHUBEPCUTET UMEHU C.A. ECEHUHA»

YTBEpxKAAK0
Jlexan dakynpreTa
IIUOJIOTUH U YIIPABIICHUS

O.B. BacuienkoBa
31 aBrycra 2020 .

Y

PABOYAS ITPOI'PAMMA TUCIUAITINHBI

JOKYMEHTAIHMOHHOE OBECIIEYHEHUME YIIPABJIEHUA IEPCOHAJIOM

YpoBeHb OCHOBHOM TIpo(heccroHanbHOM 00pa3oBaTEIbHOM MPOTPAMMBbI

OakanaBpuaT

Hamnpasnenue nonrorosku 38.03.03 YnpasJjieHue nepcoHanom
HanpaBneHHOCTb (Ipo¢uiib) MOATOTOBKH Y IpaBJieHHe NePCOHAIOM
®opma 00yueHHUs] 3a09HAS

Cpoxku ocBoenust OIIOIT nopmaTuBHblii 4,5 roaa

DaxkynpTET COUMOJIOTHH U YIIPABJIeHUSA

Kadenpa ynpasiieHusi nepconajiom

Psizanb, 2020



BBOJIHASA YACTb

1. IEJIM OCBOEHW S YYEBHOM U COUTLITAHBI
JOKYMEHTAIHMOHHOE OBECHHEYHEHUME YIIPABJEHUSA HEPCOHAJIOM

[ensimu ocBOeHUSI y4yeOHOW IUCIUILUIUHBI «JoKyMeHTalmoHHOE obecredeHune
YIIPaBJICHUS MIEPCOHAIIOM SIBJISIFOTCSI dbopmupoBaHue poQeCCHOHATTBHBIX
komneTreHuid B cootBeTcTBUU ¢ I'OC BO, KomIiekca 3HaHW, YMEHUN U HABBIKOB B
00JIacTH OpraHu3alMi JIOKYMEHTAIIMOHHOTO O0OECIeUYeHUs YMpaBiICHUS Ha OCHOBE
palMOHAIbHBIX, Hay4YHO-000CHOBAHHBIX MIPUHIIUIIOB u METOJ/I0B ero
COBEPIIICHCTBOBaHUsA, (OPMHUPOBAHHWE TMPOTPECCHBHOIO IMOJXO0Ja K  PEIICHHUIO
BOKHEHUIIINX 3371a4 JOKYMEHTHPOBAHUS BCEX CTOPOH YIIPABICHYECKOUN AEATEIHHOCTH.

2. MECTO YUYEBHOM JUCHUILJIMHBI B CTPYKTYPE OIIOII BY3A

2.1. YueOHas aucuumiinHa JlokyMeHTauUMOHHOe o0ecrevyeHue YNpaBJIeHUs
MEPCOHAJIOM OTHOCHTCH K 00M13aTeJIbHbIM JUCHMILUIMHAM BapHMAaTHBHON YacTH
baoka 1.

2.2. Jlnsg u3y4yeHUus1 JAHHOW y4eOHOM AMCUMILIMHBI HEOOXO0AMMBI CJeAyIolIue
npeaecTByomye TUCUMIVIUHbI:

- OCHOBBI YIIPaBJICHUS [IEPCOHAIOM

- TpynoBsoe npaso

-OCHOBBI KaIpOBO MOJIUTUKH U KaJIPOBOr'0 MNIAHUPOBAHUS

2.3. Ilepedyenbp moOCJeAYWOIIUX Y4YeOHBIX JUCHHUILUIMH, /JJf1 KOTOPBIX
HEOOXO0AMMBbI 3HAHMS, YMEHHMS W HABBbIKHM, (opMupyeMble JaHHOH Yy4eOHOM
JTUCIMIIJIMHOM:

- Kagpossiit ayur

- OCHOBBI YIIPABJIECHYECKOTO KOHCYJIbTUPOBAHUS



2.4 IlepeyeHb IVIAHUPYEMBIX Pe3yJIbTATOB 00yUYEeHHUsI 0 JUCHUIJIMHE, COOTHECEHHBIX C IJIAHMPYEMbIMH
pe3yibTaTaMU OCBOCHUS OCHOBHOM NPO(eCcCHOHATBHOM 00pa30BaTe/IbHOM IPOrPaMMBbI

HSY‘-ICHI/IC ,HaHHOﬁ qu6HOﬁ JUCHUILIMHBI HAIIPABJICHO Ha q)OpMI/IPOBaHI/IC y O6y‘iaIOIHI/IX HpO(i)E?CCI/IOHaJIBHI)IX (HK)
KOMIIETEHIIH.

Ne | Homep/umexc | Coepianue KommeTeHImn . [TepeueHs TUTAHUPYEMBIX pe3yIbTaTon 00y4YeHUs 10 TUCITUTUINHE .

pe3yabTare u3y4eHHs y4eOHOW TUCIUTUTMHBI 00yJYaroIuecs TOJKHBI:

I/ | KOMIIETEHIIUU (unu ee yacTH)

3HATH YMeThb Bnanets

1 2 3 4 5 6

1. IK-11 BIIQJICHUE HaBBIKAMH | -OCHOBBI pa3pabOTKH, | - OPUEHTHPOBATHCA B CHCTEME | ~HABBIKAMU pa3paboTKu
pa3paboTku BHEAPEHUsI W H3MEHCHMs | 3aKOHOJATEJIbCTBA U | OpraHu3aluOHHON "
OpraHu3alMOHHOMN U | IITaTHOTO paclucaHu, HOPMAaTUBHBIX IPpaBOBBIX (byHKuHOHaJILHo-mTaTHoﬁ
(GYHKIMOHATBHO-IITATHOM -JIOKaJIbHbIE HOPMAaTUBHO- | 8KTOB,  PEITIAMEHTHPYIOIMX | cTpyKTYpHI,

CTPYKTYPBL, pa3pabOTKH | IIPaBOBBIE aKTBI mo | OPTAHU3ANMIO TPY A, -HaBBIKAMU aHanM3a
JOKANBHBIX ~ HOPMATHBHBIX | OpTraHM3alMM  Tpyga  Ha | IPHHUMATE  YHACTHC B | oyhrapysanponnoit u
aKTOB, KaCaloIIUXCs | MPEANPHSTHH, paspabotke IpOrpaMM | 4yyHKIHOHATBHO-IITATHOM
opraHuszaluu Tpysa (npasuna | -Tpe6oBaHus K opopmieHuro | OPTAHU3ANMOHHBIX CTPYKTYPHI, OLICHKH
BHYTPEHHETO TPYAOBOTO | OQHUIMANBHBIX  JOKyMeHTOB, | 13MCHCHHH B HaCTH | nokanbHO-HOPMATHBHBIX
pacropsika, MONOKEHHE 00 | perJaMeHTHPYHOIIHX BOIIPOCOB YUPAaBICHUA | axrop 1o BOIIPOCAM
OTIyCKaX, TOJIO)KEHHWE O | OpraHu3aluIo TpyJa. TICpCOHATIOM M OUCHHUBATD | oyrappsanuum Tpyna.
KOMAHIUPOBKAX) 3¢ (HeKTUBHOCTH 1704

OCYIIIECTBIICHHUS;

-yMETh JOKYMEHTAITBHO

oopMIsATH W TPABUILHO

paccTaBlIATh PEKBU3HUTHI Ha

JIOKAJbHBIX ~ HOPMATHUBHBIX

aKTax, KaCaroIuXCst

OpTaHHU3aIIH Tpyaa

MepCcoHaIa.

2. [1K-12 3HAHHUE OCHOB Pa3pabOTKU U | ~-OCHOBBI pa3paboTKu W | -COCTaBISATh M BHEAPSTH | - HABBIKAMH  pealiU3alliu
BHEJPCHUS KaJIPOBOH U BHEIPCHHUS KaJIpOBOM Y | THTIOBYIO HMHCTPYKIMIO IO | 33a]aq CITYKOBI
yIpaBIeHUYECKON yIpaBIeHUYECKON JOKYMEHTAIMOHHOMY JOKYMEHTAI[HOHHOTO
JIOKYMEHTAITUH, JIOKYMEHTAITUH, 00eCTICUCHNIO  yIpaBJICHUS | 00CCTICUCHUN YIPABIICHUS W




ONTUMU3ALAN -C110co0bI ONTUMU3ALMHY | IEPCOHATIOM B | Ipyrux CTPYKTYPHBIX
JOKYMEHTO000pOTa U CXeM JOKYMEHTOO0OpOTa M  CXEM | OpraHu3aluy, MIOIPa3JCJICHUI B CO31aHUN
(GYHKIMOHATBHBIX (GYHKIMOHATBHBIX -paBWIILHO O(OPMIIATh M | JOKYMEHTALMOHHOW  0a3bl
B3aMMOCBSA3EH MEKIY B3aUMOCBS3€e1 MEXIy | UCIIOJIb30BaTh PEKBU3UTHI B | OPraHU3alMM U JBUKCHHUS
MIOAPA3ACIICHUSIMHU, OCHOB MOAPA3ACIICHUSIMY; JOKYMEHTaX MO OCHOBHBIM | BXOJSAILICH/UCXOISIICH/
pa3pabOTKU U BHEPEHUS -OCHOBBI pa3paboTku KaJpOBBIM IIpOLIElypaM; BHYTPEHHEH TOKYMEHTALIUN;
IIPOLIEAYP peryJIupoBaHus BHEJIpEHUs IIPOLIEYD | -BHOCUTh  PALMOHAJIBHBIE | ~HABBIKAMU obopmIIeHHUS
TPYZOBBIX OTHOLLEHUH U peryJIMpOBaHUs TPYZOBBIX | MPEIUIOKECHHUS 10 | COMPOBOXKAAOIIEH
CONPOBOXKAAIOLLEH OTHOULIEHUI ONTUMMU3ALIUUA MOKyMEHTallM1 pasIn4HbIX
JOKYMEHTallUU CONPOBOXKAAIOLIEH JOKYMEHTOO0OpOTa M cxeM | KaAPOBBIX MPOLEIYP,
JOKYMEHTAIHH. (bYHKIIMOHATIBHBIX - HaBbIKamu  OUTHMH3AlHN
B3AMMOCBSI3E MeXIY JOKYMEHTOO00pOTa M CXeM
HO/Ipa3/ICIICHUSIMU. (byHKHHOHaHEHHX
B3aUMOCBSI3E1 MEKIY
110 Ipa3IeJICHUsIMU
[1K-13 YMEHHME  BECTU  KaJIpOBOE | ~-OCHOBBI KaJIpOBOH | -BECTHU KaJpOBO€ | -HaBbIKAMHU COCTaBJICHUSA
JEJIONPOU3BOJCTBO U | CTaTUCTHKH, JIEJIONPOU3BOJCTBO U | KaJpOBOH OTYETHOCTH,
OpraHU30BbIBATH  APXUBHOE | - OPraHU3ALUIO0 OpraHM30BBIBATh APXUBHOE | - HABBIKAMU O3HAKOMJICHUS
XpaHEeHUe KaJJpOBBIX | TOKYMEHTOOOOPOTA: PUEM, XpaHEeHue KaJIpOBBIX | COTPYAHUKOB OpPraHU3allu C
JIOKYMEHTOB B COOTBETCTBHM | 00pabOTKY, pErMCTpaIHIO, JIOKYMEHTOB B | KaAPOBOW JOKyMEHTAlUeHd U
c JNENCTBYIOINMMH | KOHTPOJIb, XPAHEHNE COOTBETCTBUH C | AEUCTBYIOIUMU
HOPMAaTUBHO-TIPABOBBIMH JOKYMEHTOB, HOMEHKJIATypy JENCTBYIOINMHA JIOKaJIbHBIMHU
aKTaMu,  3HaHME€  OCHOB | JIEll; HOPMaTHUBHO-IIPaBOBBIMU HOPMAaTUBHBIMH aKTAMH;
KaJIpoOBOM CTaTUCTHUKH, | ~-OPTaHU3aMOHHO-TIPABOBBIE aKTaMH, - HaBBIKAMHU y4YeTa KaJpoB,
BJIaJICHUE HaBBIKAMU | OCHOBBI 3aILUTHI - obecneunuTh  3AIIUTY | BEACHUSA " XpaHEeHUus
COCTABJICHUS KaJIpOBOM | IEPCOHAIIBHBIX JIaHHBIX MEPCOHANBHBIX JAHHBIX | TPYIOBBIX KHUKEK.
OTUYETHOCTH, a TaK)K€ | COTPYIHUKOB. COTPYJIHUKOB,
HaBBIKAMH 03HAaKOMJICHUS - (uxcupoBaTh MOKa3aTeIn

COTPYJHUKOB OpraHU3aluu C
KaJpOBOM JOKYMEHTAIIMEH H
JEHUCTBYIOLIMMU JIOKAJTbHBIMHU
HOpMaTI/IBHI)IMI/I aKTaMu,
YMEHHE OO0ECTeUUTh 3allUuTy
HepCOHaJ'II)HI)IX JaHHBIX
COTPYAHUKOB

KaJApoBOro cocCTaBa B
OTYECTHOCTH JJIA
COCTaBJICHHUA

CTaTUCTHYCCKHUX NaHHBIX.




2.5 KapTa koMneTeHIui TUCIUIINHBI

KAPTA KOMIETEHIMA JUCIHUILIAHBI

HANUMEHOBAHUWE NVCIHUITJIMHBI lokymMeHTalmoOHHOE 00eCTieueHUe YITPABJICHUS TEPCOHATIOM

Lenn

JUCHUITIINHBI

dbopmupoBanre MPoPeCCHOHAIBHBIX KoMmmeTeHIi B cooTBeTcTBUU ¢ PI'OC BO, komIuiekca 3HaHHWM, YMEHUH M HaBBIKOB B 00J1acTH
OpTraHU3aINH JOKYMEHTAIIMOHHOTO OOECTICUeHUs YIIPABICHUS HA OCHOBE PAIlMOHAIBHBIX, HAYYHO-00OCHOBAHHBIX TPUHITUTIOB M METOJIOB
€ro COBEpPIIECHCTBOBaHUS, (POPMHUPOBAHUE MPOTPECCUBHOIO MOJXOJa K PEIICHUI0 BaXXHEWIIMX 3a/a4 JOKYMEHTHPOBAHUSA BCEX CTOPOH
YIPaBJICHUYECKOM JIeITeIbHOCTH

B mporiecce ocBoeHMS TaHHOU TUCIUTUIMHEI CTYICHT (DOPMHUPYET U IEMOHCTPUPYET CISAYIONTUE

HpOCI)eCCI/IOHaJ'ILHLIe KOMIICTCHILINH

Texuomorun dopma v
KOMIIETEHIIUUA [IepeueHb KOMIIOHEHTOB dhopMHUpOBaHH OLIEHOYHOTO POBITH OCBOCHI
KOMIICTCHITUH
P CpEACTBA
MHAEKC | ®OPMVYJIMPOBKA
TIK-11 BJIIQJICHHEC HAaBEIKAMH | 3HATh: MOPOI'OBbIN
pa3paboTKu - OCHOBBI  pa3pabOTKH, BHEAPCHHSI U [IponemoHCTpUpOBaTh 3HAHUSA
OPraHu3allMOHHOM M | U3MEHEHMS IITATHOI'O PaclCaHus; OCHOB pa3pabOTKH, BHEAPEHUS
(GyHKIIMOHATIBHO- -JIOKAJIbHBIE HOPMAaTHUBHO-TIPABOBBIE AKTHI IO u U3MEHECHHUS IITaTHOTO
IITaTHOW CTPYKTYPBI, | OPraHU3ALMU TPY/la HA MPEANPUITUH; pacnucaHus,
pa3paboTku -TpeboBanHuss K OGOpMIICHHIO O(UIIHATHHBIX OpPraHu3allMOHHON CTPYKTYpBHI;
JIOKAJTLHBIX JIOKYMEHTOB, perIaMEeHTHPYIOIIHNX JIOKAJTLHBIX
HOPMAaTHUBHBIX AaKTOB, | OPTaHU3ALMIO TPYyAQ. TectupoBanue, | HOpMaTHBHO-TIPABOBBIX AKTOB
KaCaIOIIMXCS YMeTh: Jexumm, COOCCeNIOBAaHNE, | O OpraHM3alMH TPyJa Ha
Opranus3anuu TpyJZa | ~-OpUCHTHPOBATLCS B CHCTEME 3aKOHOJATCILCTBA H CAMOCTOSTENE HHIUBUAYAIIbHBI | MpeaANpUATHH; PCKBU3UTHI
(mpaBuia HOPMATHBHBIX MPABOBBIX aKTOB, Has pabora, € NPAKTHYECKHE | JOKYMEHTOB,
BHYTPEHHETO PEriIaMCHTHUPYIOIIMX OPraHru3aluIo Tpyaa, NPaKTHYeCKHe 3aJaHus, periiaMeHTHUPYIOLINUX
TPYAOBOTO -IIPUHAMATDE Yy4acCTUC B pa3pa6ouTI<e nporpaMm —— pedepat OCHOBHYIO eI TEIbHOCTh
pacropsixa, OpPraHU3alMOHHBIX ~ M3MEHEHWd B  YacTH JSK3aMeH OpraHM3aINH.
MIOJIOKEHHE 00 | BOIIPOCOB  YHpaBJICHUs  TICPCOHATIOM U MOBBIIIEHHBIN
OTIyCKaX, MOJIokeHue | OLICHUBATD 3hPEKTUBHOCTS nx OObyuarommiics BJIAJICET
0 KOMaHJMPOBKAX ) OCYILCCTBJICHUS; MIOHATUSAMH, CrocobeH K
-yM€Th  JIOKYMEHTaJdbHO  OQOopMIsATE | CaMOCTOSTEIbHOIM
MPAaBWIBHO  PAacCTaBlIATh  PEKBU3UTHI  Ha NIeATETFHOCTH 10 pa3paboTKe
JIOKAJIbHBIX HOPMATHUBHBIX AKTaX, KaCArOIIMXCS OpraHW3aIlMOHHONW M IITAaTHOI
OpraHu3al|y TPy/ia epCoHaIA. CTPYKTYDHI, a TaxKe
BraaneTs:




- HaBBIKAMH DPa3paOOTKH OPTaHHU3AI[MOHHOW W JIOKQIBHBIX HOPMAaTUBHBIX
(G YHKIIMOHAIBLHO-IIITATHON CTPYKTYPHI; aKTOB
-HaBbIKAMH aHAJIM3a OPTraHMU3AIMOHHOW U
(YHKIIMOHATLHO-IIITATHON CTPYKTYPHBI, OIEHKH
JIOKQJIbHO-HOPMATHBHBIX aKTOB II0 BOIIPOCaM
OpraHu3aIyu Tpyaa.
TIK-12 3HAHHE OCHOB 3HaTh:
pa3paboTKu 1 -OCHOBBI Pa3pa0OTKU U BHEIPEHUS KaIpPOBOU U [HOPOTL'OBBIIi
BHEIPEHUS KagpOBOil IPaBJICHUYECKON JOKYMEHTAIIUH, o
Ap Ap N yip HOKY TIHH, OO6yuarommiics
U yIIpaBJICHYECKOM -CIIOCOOBI ONTUMU3ALNU TOKYMEHTOO00pOTa U
o JNEMOHCTPUPYET  TOHMMAaHUE
JIOKYMEHTAIUH, cxeM (DYHKIMOHAIBHBIX B3aUMOCBSI3CH MEXKITY
. ponu CITyXOBI, 0a3oBbIC
OIITUMU3ALIUA oApa3ieICHUsIMH,
MIPEICTABICHHS 0
JOKYMEHTOO0OPOTa U | -OCHOBBI Pa3paOOTKH W BHEIPCHHS MPOLEIAYP
N JIOKYMEHTAIMOHHOM
CXEM pEerylMpoBaHUs  TPYAOBBIX OTHOLICHHH U
. o0ecrieyeHnn yIIpaBIICHHUS,
(YHKIIMOHATBHBIX COIPOBOXKIAOIICH JOKYMEHTAIUH.
o 3HAHUE BHYTPEHHUX
B3aMMOCBS3EH MEXKIY | YMETh:
—_ JIOKyMEHTOB,
MO/Ipa3 ICIICHUSIMH, -COCTaBJIATh 51 BHEJIPATH TUTIOBYIO
pErIaMeHTHPYIOIINUX
OCHOB pa3pabOTKHU 1 HUHCTPYKIUIO o JIOKYMEHTAIMOHHOMY TecTupoBanue, OCHOBHLIE ——
BHEJPCHUS MPOLIEAYP | OOSCIICUCHUIO YIIPABJICHHUS TEPCOHAIIOM B cobecemoBaHue, P
i Jlexuu, yIpaBIeHUs MEPCOHATIOM,
PEryJIUpOBaHUS OpraHH3aINy; WHIUBUIYalIbHbI
o CaMOCTOSITEID CIIOCOOBI
TPYIOBBIX OTHOIICHUH | -TIPaBUILHO O(QOPMIIATE W  HCIIOJIb30BaTh ¢ MMPaKTUICCKUE .
N Has pabora, pEermaMeHTHPOBAHUS TPYIOBOH
Y COTIPOBOXKAAIOIIEH PEKBU3UTHl B JOKYMEHTaX [0 OCHOBHBIM 3aaHMA, .
TOKYMEHTAILHI S MIPAKTUICCKHEC edepar " HCIIOJIHUTEIBCKON
™ P P ypam, 3aHATHUSA pedepat, JIUCIMIUINHEL, PEKBU3HUTHI
-BHOCUTh pAallMOHAIbHBIE TPEATOKEHUs IO JK3aMeH

ONTUMM3AIMKU JOKYMEHTOO0OpOTa U CXEM
(YHKLIMOHAJIBHBIX ~ B3aMMOCBs3€H  Mexay
[oApa3AeICHUsIMU.

Buajers:

- HaBBIKAMH peaTM3allMd 3a/1a4  CITy)KOBI
JIOKYMEHTAI[HOHHOTO o0ecrieyeHnn
YIIpaBIECHUA 5 Ipyrux CTPYKTYPHBIX

MOApa3IeJICHUI B CO3/IaHNU
JOKYMEHTAIIMOHHOW 0a3bl OpraHu3aluu WU
JIBIDKCHHSI BXOIAIICH/UCX 0 IsIIei/

BHYTPEHHEN JOKYMEHTAIINH;
oopmiteHUs

-HaBBIKAMU CONPOBOXKAAIOIICH

IMPHUKAa30B, U HHBIX JOKYMCHTOB
110 JINYHOMY COCTaBYy.

MOBBINIEHHBIN
OObyuaromumiics crocobeH
CaMOCTOSITEIILHO
pa3pabarbiBaTh W  BHEAPSTH

KaJpOBYIO U YIPABICHYECKYIO

JOKYMEHTAIUIO u
COBEPIIECHCTBOBATH
JIOKYMEHTOO0O0POT B
OpraHHu3aluu




JIOKYMEHTAI[MK Pa3IMYHBIX KaJPOBBIX MPOLCAYD;

- HaBBIKAMH ONTHMH3AIMHA JOKYMEHTOOOOpOTa
U CcXeM (YHKIMOHAIBHBIX B3aUMOCBSI3EH
MEXIy OAPa3ICICHUASIMH.

IK-13

yMEHHE BECTHU
KaJpoBOE
JIEJIONPOU3BOJCTBO U
OpraHU30BbIBATh
apXUMBHOE  XpaHEHHE
KaJpOBBIX
JIOKYMEHTOB B
COOTBETCTBUU c
JNENCTBYIOIUMHA
HOPMAaTHUBHO-
[IPaBOBBIMU  aKTaMH,
3HaHUe OCHOB
KaJpoBOi1

CTaTUCTUKHU, BIIAJICHUE
HaBbIKaMU
COCTAaBJICHUS
KaJpoBOi1
OTUETHOCTH, a TAKXKE
HaBbIKaMU
03HaKOMJICHHUS
COTPY/HUKOB
OpraHu3alyu c
KaJIpoBOM
JOKYMEHTalUen 5
JNENCTBYIOIUMHA
JIOKaJIbHBIMU
HOPMAaTHUBHBIMHU
aKTamu, yMeHUe
o0ecneunTh  3aluTy
MIEPCOHANIBHBIX
JTAHHBIX COTPYIHUKOB

3HaTh:

-OCHOBBI KaJ]pOBOW CTaTUCTHKH;

- OPraHU3aIUIO JIOKYMEHTO000POTa: TIPHEM,
00paboTKy, perUCTPAIINIO, KOHTPOIb,
XpaHEHHE JJOKYMEHTOB, HOMEHKJIATYPY eI,
-OpraHU3aIOHHO-TIPABOBBIC OCHOBBI 3AIIUTHI
NIEPCOHABHBIX JaHHBIX

COTPYIHUKOB.
YMeTh:

-BECTHU  KaJpOBOE  JICJIONPOU3BOACTBO U
OpraHU30BbIBaTh apXUBHOE XpaHEeHHE

KaApOBbIX HJOKYMCHTOB B COOTBCTCTBUU C

JIEHCTBYIOIIUMU HOPMAaTHUBHO-TIPABOBBIMH
AKTaMU;

-00€CTeuuTh 3allUTy MEePCOHATBHBIX TaHHBIX
COTPYIHHUKOB,

-QuKcHUpoOBaTH MOKA3aTeIN KaJIpOBOTO COCTaBa
B OTYETHOCTHU IUTS COCTaBJICHUSA
CTAaTUCTHYECKUX JaHHBIX

BiageTs:

-HaBBIKAMU COCTaBJICHUS KaJpoBOI
OTYETHOCTH;

-HaBbIKAMU  O3HAKOMJIEHUSI  COTPYJIHUKOB

OpPraHu3alu C KaJpOBOM JOKYMEHTAIMEd U
JEUCTBYIOIUMH JIOKAJIBHBIMU HOPMATUBHBIMU
aKTaMu;

-HaBbIKAaMU  y4eTa  KaJpoB,
XPaHEHHS TPYJOBBIX KHUKEK.

BCACHUA n

Jlekuuwu,
CaMOCTOSITENb
Has paborTa,
MPaKTUYECKHE
3aHATHUSA

TectupoBanue,
cobecenoBaHue,
WHJUBUTyaJIbHBI
€ TIPaKTUYECKUE
3a/1aHusl,
pedepar,
9K3aMEH

MMOPOI'OBBIN
OOyuarormiics
I[eMOHCTpI/IpyeT 3HAaHHUsA OCHOB
METOAUYECKOr0 PYKOBOICTBA
KaApOBOro AacJoIpon3BOACTBA
B YUPCIKJICHUAX, IPaBUII
cucreMatrui3anus ,Z[OKyMeHTOB,
OCHOB CO31aHus

apXHBad, OCHOBHBIX JIOKAJIbHBIX
HOpMaTI/IBHBIX AKTOB.

MOBBLILIEHHBIN

OO6yuarommiics crocoOeH
CaMOCTOATENIbHO  BECTH U
OpraHU30BHIBATH KaJIpOBOE
JeNONPOU3BOJICTBO, CTHOCO0EH
COCTaBJISITh KaJIpOBYIO
OTUYETHOCTb, 3HAKOMUTH
COTPYIHHUKOB C  KaJIpOBOH

HOKYMCHTaHHCﬁ, obecneunBas
3aluTy IEPCOHAJIBHBIX
JaHHBIX




OCHOBHAA YACTD

1. OBbEM YUEBHOM JUCIUILJIMHBI 1 BUJIbl YYEBHOM PABOThHI

Kypc
. Bcero
Bun yue6HO# paboThI qacOB Ne 4
4acoB
1. KonraktHas paboTa 00ydarommxcs ¢ 12 12
npenoasaresieM (1o BUAaM y4eOHBIX 3aHITHI) BCETO:
B ToM uucne:
Jlexmmm (J1) 4 4
[Tpaktaeckue 3anstust (I13), cemunapsr (C) 8 8
JlabopaTtopusie padoTs (JIP) - -
CamocTosTenbHas paboTa cTyAeHTa (BCero) 87 87
B ToM uncine
CPC ¢ cemecmpe 87 87
. KII - -
KypcoBoii npoekT (padota) KP - -
Hpyrue Bugel CPC:
ITonroroBka Kk NMCbMEHHBIM paboTaMm (TecTsl, pedepar) 14 14
PabGoTa ¢ HOpMaTUBHO-TIPABOBBIMH aKTaMU 14 14
BrinosiHeHue 3a1aHui IpU MOATOTOBKE K CEMUHAPCKUM 14 14
3aHATUAM
Pabora co cripaBoYHBIMU MaTepHallaMu 14 14
V3ydenune 1 KOHCIEKTUPOBAHUE JIUTEPATYPHI 14 14
BrinosiHeHNE MHIMBUAYAIBHBIX JOMAITHUX 33 IaHUI 17 17
CPC 6 nepuoo ceccuu
Bun npomexxytouHon 3ayer (3) - -
aTTecTaluu sK3ameH (D) 9 yac 9 yac
4acoB 108 108
HUTOI'O: obmias Tpy10eMKOCTh —— 3 3




2. COJEP)KAHUE YYEFHON JUCIUTLINHBI

2.1. Conep:kanue pa3iesioB y4eOHOH AU CIUATIIHHBI

<
o 2| e 8| HaumeHnoBanue paszzena
S T2 = N Conepskanue pasziena B JUAAKTUYECKUX SIUHUIIAX
& e y4eOHON JUCHUTIITMHBI
=%
4 JloKyMeHTHUpOBaHUE 5 Tema 1. [lousiTHE, HA3HAYEHHE U OPTAHU3ALNMOHHO-
opraHuzamusi paboThl C NMPaBoOBbIe OCHOBBI JIOKYMEHTAIIMOHHOTO 00ecrevYeHust
JIOKyMEHTaMu ylpaBJieHHs MEePCOHATIOM

[loHATHE TOKYMEHTALIMOHHOTO 00eCIIeYeHNs YIPaBICHUs
nepcoHayIoM. JJoKkyMeHTHpOBaHUE YIIPABICHUYECKON AEATEIbHOCTU
OpraHu3aluy. YIpaBieHue JoKyMeHTauuel oprauusanuu. Liens u
3aJjauu J1eN0NpPOU3BOJICTBA opranu3auuu. OCHOBHbIE (PYHKIIUU
JIeTIONPOU3BOCTBA U UX XapakTepucTHKa. [IoHsITHE OCHOBHBIX
IIPUHLIUMIIOB OCYILIECTBIICHUS J1€IONPOU3BOJICTBA.

ITonsarue HOPMAaTUBHO-METOAMYECKON OCHOBBI
JOKYMEHTAllMOHHOTO 00€CHeYeHUs YIPaBIEHUS IEPCOHAIOM.
3aKOHOIaTEIbCTBO, HOPMAaTHBHO-TIPABOBBIE aKTBhl,
OpraHU3alMOHHO-PACIOPSAIUTENbHbIE u HOpPMaTUBHO-
METOAMYECKHE JOKYMEHThI, HA OCHOBE KOTOPBIX OCYILECTBIISETCS
oOmiass  perjamMeHTanus JOKYMEHTAIlMOHHOTO  0OecredeHHs.
JlokanbHbIE ~ aKThl, OPraHU3ALUOHHO-PACIIOPAIUTEIbHBIE U
HOPMAaTUBHO-METO/IUYECKUE JIOKYMEHTBI, KOHKPETU3UPYIOILKE
HOPSI0K BEICHUS TOKYMEHTAIlMOHHOTO 00ecieYeHusl.

Opranuzanus JIOKYMEHTAIlMOHHOTO obecrieueHus
yIpaBJIeHUs] MEPCOHAJIOM KakK Ipolecc YHpaBlIeHUS M Kak
CTpYKTypa, obecrneuuBaroniasi MOTPeOHOCTH OpraHu3aluu B
JOKYMEHTHpOoBaHHOH uHpopmauuu. IloHatme u cTpyKTypa
CIy)KObl ~ JOKYMEHTAI[MOHHOTO  OOECIEYEeHHs]  yIpaBJICHMUS.
OcHoBHble 3amaun ciayx0bl JIOY. Tlopsiok KOMIUIEKTOBaHHUS
ciyxOb1  JIOY. Opranuzanuss HOpMHUpOBaHMs  padOT 1O
JIeNonpon3BoACTBY. TpeboBaHUs K OpraHu3alul pabounx MecT U
TpyZda nepconaina ciayxosl I0Y.

Tema 2. [lokyMeHTHpPOBaHHUE

CooTHolIeHNE TMOHATUN «UMHPOPMALUA» U  «IOKYMEHT).
[TonsiTne noxymeHTa. 3HAa4eHHE JOKYMEHTOB B YIIPABJICHHH.
OO6mme wu crneuuanbHble (QYHKIMUA JoKymMeHTa. Hocurens
JOKyMeHTHpoBaHHOH uH(popmamuu. CpenctBa U cHOCoOBI
JIOKyMEHTHPOBAHMUS.

[lonatue  knaccupukanuum  JAOKyMEHTOB.  llpu3Haku
KJIacCU(pUKaUU JTOKyMEHTOB. [loHSTHE IOpUAMYECKON CHIIbI
nokymeHTa. Ilonartne pokymentanuu. CucreMa JOKYMEHTALUU.
[TonsTve, Ha3HayeHWE W BHUJbl YHU(PUIUPOBAHHBIX CHCTEM
JOKYMEHTallMU. YTpaBlIeHYECKass TOKYMEHTALUs OpraHU3alluu.
CoctaB u ¢yHKUIHMOHANBbHOE Ha3HaueHHe. OCHOBHBIE BHUIBI
OpraHU3alMOHHO-PACHIOPSAUTENBHBIX JOKYMEHTOB. Tabenb u
ap00M (popM JOKYMEHTOB, UX (DYHKIIMOHATHLHOE HA3HAYCHUE.

Crpykrypa ymnpaBieHUecKOro JokyMmeHTa. (CocraBieHue
yIpaBJIeHYECKUX JOKyMeHToB. ®opmynsap nokymeHTta. Ponb




colepxaHus  JOKyMeHTa B  d3(G(EeKTUBHOW  peanu3aruu
(YHKIMOHATIBHOTO HA3HAYCHHUS YIIPABICHUECKUX TOKYMEHTOB.

OO6mue mpaBuiia MOATOTOBKH COAEPMKAHUS YIPaBICHUECKUX
JOKYMEHTOB.  CTPYKTypU3alUsi  TEKCTOB  YIPABICHYECKHX
JIOKYMEHTOB. 0COOEHHOCTHU CTPYKTypHU3alUU Haubosee
pacrpoCTpAaHEHHbIX  BHUJOB  YIPABICHYECKUX  JIOKYMEHTOB.
OCHOBHbIE (DOpPMBI MPEACTAaBICHHUS TEKCTOB YIPABIECHYECKUX
JOKYMEHTOB. ~ OCHOBHBIE TpEOOBaHHMS K CTHIIO W3JIOKCHHS
JIOKYMEHTOB. OOIIasi XapaKTepUCTHUKA JEJIOBOIO CTUJIS. MOHSATHE
SI3BIKA CITY>KEOHBIX JIOKYMEHTOB U €r0 OCOOCHHOCTH.

CocraB PEKBU3HUTOB JIOKYMEHTA, ux KpaTkas
xapaktepuctuka. IIpaBuna odopmiieHus peKBU3UTOB. bianku
JOKYMEHTOB, UX BHUJBI M KpaTKas XapaKTepUCTHKa. PeKBU3UTHI
OAaHKOB W BapUaHTBl HUX pacrnoyiokeHus. TpeOoBaHHs K
o(popMIICHHIO OJAaHKOB IOKYMEHTOB.

Tema 3. Opranusanus padoTsl ¢ JOKyMeHTAMH

JlokymeHTo000pOoT U ero cocrapisomue. OCHOBHbBIE
TpyNIel AOKYMEHTOB. OCOOCHHOCTH OpraHW3allui YIpPaBJICHUS
BXOJSIIUMH  JOKyMeHTaMH. llopsimox pa®oTel ¢ BXOIAIIMMHU
JOKyMEHTaMHU. OTambl 00pabOTKM BXOAAIIUX JOKYMEHTOB.
OcoOenHoctu OpraHu3aluu yIIpaBJIECHUS UCXOSAIINMU
nokymenTtamu Ilopsimok paGoThl ¢ BXOASIIMMHU JOKYMEHTaMH.
Oranbsl  00pabOTKM  BXOAALIMX JOKYMEHTOB. (OcCOOEHHOCTH
OpraHu3ally YIpPaBIEeHUs BHYTPEHHUMH JOoKymMeHTamu. OOMeH
BHYTPCHHUMH JOKyYMEHTaMHU. OJTamnbl 00paOOTKH BHYTPEHHHUX
ToKyMeHTOB. [Ipouenypa co3ganus BHyTPEHHUX TOKYMEHTOB.

[lonatne m (QyHKIMOHATBFHOE HAa3HAYCHHWE HOMEHKIIATYPHI
nen. Buabl HomeHknatypsl fen. CoaepxaHue HOMEHKIIATYphI Jel.
[Topsimox pa3paboTKM HOMEHKJIATyphl nen. [loHsTHe W TOpsIoK
dopmupoBanus u odopmienus aen. [loHsrue, Ha3HayeHHE U
OpraHu3aIys ONepaTUBHOTO XpaHeHus aei. [lopsaaok Beigaun aen
pabOTHUKAaM M CTOPOHHUM OpTaHU3aLUsIM.

Opranm3anuss TOATOTOBKM Jiel K Tiepefade B apXUB.
DKcnepTu3a IEHHOCTH JOKYMEHTOB. Y HUUTOKEHHE JOKYMEHTOB C
UCTEKIUMH cpokamu xpaHeHus. OdopmiieHHEe TOKYMEHTOB,
c/laBaeMbIX B apxuB. [lepenaya nen B apXuB.

Oco0eHHOCTH yTMpaBIIEHHUs] JTOKYMEHTaMHU, COCTOSIIMMH Ha
ApXMBHOM XpaHEHUHU. Bplgaua apXUBHBIX €1 BO BpPEMEHHOE
nojp30BaHue. [IpoBepkr HaMW4Msl M COCTOSIHUSI apXHBHBIX JIEII.
CpoKH XpaHEeHHs] OCHOBHBIX BUJIOB JOKYMEHTOB B apXHUBE.

Jenonpon3BoicTBO
YIpaBJICHUH EPCOHATIOM

B

Tema 4. O011Me MOHATHS KAaJAPOBOI0 AeJI0ONPOU3BOACTBA

[lonatue u 3HaueHHe KagpoBoW AokymeHTanuu. [loHsTue
KaJpOBOTO JeTOTIPON3BO/ICTBA. OcHOBHBIE 3aaun
JIeTTOTIPOU3BO/ICTBA B YIIPABICHUH NEPCOHAITIOM.

[Ipobnembl  cHucTeMaTHU3allMMl  KaJIpOBBIX  JIOKYMEHTOB.
OcHOBHBIE TpPU3HAKH KJIACCHU(PUKAIMK KaJPOBBIX JIOKYMEHTOB.
Knaccudukanmm  KagpoBBIX — JOKYMEHTOB 1O IEJIEBOM
NPUHAAIEKHOCTH, MO OCHOBHBIM KaJIpOBBIM THpoOIeaypaM, IO
00s3aTEIbHOCTH ~ COCTaBJICHWS W BemeHWs, 1o  Qopme
JIOKYMEHTHPOBaHUs, 1o cdepe (Macmrady) peryaupoBaHHs, IO
BUAY NOKyMEHTa B CHCTEME JOKYMEHTAI[MOHHOTO OOECIIeYeHUs
ynpaBieHusi nepcoHasoM. OCHOBHbBIE TpYIIBl JTOKYMEHTOB,




00pa3yeMbIX B CUCTEME KaJPOBOT0 JIEIONPOU3BOICTBA.

YHuduuupoBanusle ¢GOpMbI  KaAPOBOH  JOKYMEHTAIIHH.
YHuduuupoBaHHsie (GOpMbI EPBUYHON YUETHOH TOKYMEHTALUU
II0 Y4eTy KaJpoB, IO YYETy pabouero BPEMEHH U PacueToB C
IIEPCOHAJIOM I10 OIUIaTe TPpyJa.

TpeboBanust K OGOPMICHUIO KaJIpOBOH JOKYMEHTAIUH.
[Topsimox  npugaHus  AOKYMEHTaM  IOPUAMYECKONW  CHJIBL
PekBu3uThl, oOecneunBaroe OPUIMIECKYIO CUITY JOKYMEHTOB.

Tema 5. Opranu3anMoHHO-IPABOBasi KaJpoBasi
AOKYMEHTAIUs

[lonatne W  Ha3HaueHHE  OpraHU3alMOHHO-IPABOBOM
KaJIpoBOM JoKyMeHTanuu. OCHOBHbIE OpraHU3alMOHHO-TIPAaBOBbIE
KaJJpOBBbIE JTOKYMEHTBI. O0s3arenbHble PEKBU3UTHI
OpraHU3alMOHHO-TIPABOBBIX JTOKYMEHTOB.

[IpaBuna BHYTpEHHEro TPYJOBOIO pACHOpsKa: IOHATHE,
HazHaueHue, odopmienue. [IpumepHas cTpykTypa MpaBHII
BHYTPEHHEI'0 TPYJIOBOTO pacropsiKa.

[lonsiTne,  Ha3HayeHWE W  COJAEpXKAHME  IITATHOIO
pacnucanus. JIOKyMEHTbI, KOTOpble HEOOXOJMMO HCIOIb30BaTh
npu  paspaboTke ImTarHoro pacnucanus. CocraBieHue U
o(opMIIEHHE IITATHOTO PaCIUCAHUS.

[lonoxkeHne O CTPYKTYpHOM MOApa3ACICHUU: IIOHATHE,
Ha3zHaueHue, opopmienue. IlpumepHas CTpyKTypa HOJOKEHUS O
CTPYKTYPHOM I0JIpa3/IeJIeHUN.

[lonsiTe, Ha3HaueHUWE U  COJAEpPNKAHUE JIOJKHOCTHOM
UHCTPYKLUUU. JIOKyMEHTBI, HCIOJIb3yeMble TpU pa3paboTKe
JOJKHOCTHOM — mHeTpykuuu. CocraBiieHue u - opopMIeHUE
JOJPKHOCTHOW MHCTPYKLIUU.

[lonsTie, Ha3HaueHUe U cojAepKaHHUE TrpaduKa OTIYCKOB.
CocraBnenue u opopmiieHHe rpaduka OTIyCKOB.

Tema 6. [lepconasibHasi JOKyMeHTaLUsI

[lonaTne ¥ Ha3HAUYE€HUE TMEPCOHAIBHBIX JIAHHBIX U
MEePCOHAIILHOU JIOKYMEHTAIUH. CocraB MEePCOHAIBHOMN
nokyMmeHTanuu. Paspabotka u cogepxanue Ilomoxenus o
NIEPCOHATBHBIX JAHHBIX PAaOOTHHUKOB.

Ha3znauenue u conepxanue Tpy10Boi KHIDKKU. Citydan
odopmIeHHs TPyIOBOH KHMXKH. HOpMaTHBHBIE aKThI,
periaMeHTHpYyIoLIHe mporecc opopMIICHHS, BEACHUS U XPaHEHUS
TPYAOBBIX KHIDKEK. @opMa OJaHKOB TPYIOBOW KHUKKH H
BKJIQ/IbIIIA B TPYAOBYIO KHIDKKY. Vcnonp30BaHNe BKJIaIbIIICH B
TPYAOBYIO KHIIKKY.

OcoOeHHOCTH BHECEHUS 3aliCel B TPYJIOBYIO KHIDKKY.
3anonHeHue CBeJeHUH 0 pabOTHHKE, BHOCUMbIE TIPU 0POPMIIEHUN
TPYAOBOM KHMXKH. 3allOJIHEHUE CBEACHUI 0 paboTe. 3arnoiHeHue
CBeJIeHU 00 YBObHEHUH (TIPEKPAIICHUH TPYIOBOTO JOTOBOPA).
3arnosHeHHE CBEICHUH 0 HarpaxeHH. BHeceHne n3meHeHui u
WCTIPABJICHUH B TPYAOBYIO KHIDKKY. YUET M XpaHEHHE TPYIOBBIX
KHIKeK. Citydau BbIJIa4M TPYIOBOW KHUKKH, KOIIMU TPYIOBOM
KHWKKH W BBIITACKU U3 TPYIOBOH KHIDKKU. Brimaua myOnmkara
TPYAOBOM KHUKKH.

Tema 7. JloroBopHasi KaapoBasi JOKyMeHTaLUs

IloHaTHe, cocTaB M Ha3HAYeHHE JOTOBOPHOM KaapoOBOM




JokyMeHTauu. KoJIeKTUBHBIA OrOBOp: HMOHATHE M 3HAY€HHE.
Cornamenuss U ux Buabl. IloHsTHE TpynOBOro M 3Ha4YeHHE
noroeopa. Bunsl TpynoBbeix noroBopoB. Cojep:kaHue TpyHoBOro
noroBopa. Obs3arenbHble U (paKyIbTaTHBHBIE YCIOBUS TPYIOBOTO
norosopa. CyliecTBeHHbIE YCIOBUS TPYAOBOTO IOrOBOPA.

JIOKYMEHTBI, MpEABABISAEMbIE NPU 3aKIIOYEHUH TPYAOBOTO
norosopa. Ilopsnok odopmienus tpynosoro gorosopa. Cocras
00sA3aTEeNbHBIX PEKBU3UTOB TPYAOBOTO JIOrOBOpa. XpaHEHHE
TPYAOBBIX IOTOBOPOB.

Tema 8. PacnopsiauresbHasi KaApoBasi JOKYMEeHTALMSA

IloHnsATHe, Ha3HAYEHUE U COCTAB PACTIOPAIUTEIBHON
KaJpoBOH JoKyMeHTauu. [IoHsATHE U KTacCU(pUKAIHS TPUKA30B
10 IMYHOMY COCTaBY.

OdopmueHne MpuKka3oB Mo JTUYHOMY cocTtaBy. CocTaB
00s13aTeJIbHBIX PEKBU3UTOB IIPUKA30B 10 JUYHOMY COCTaBY.
Odopmienue Tekcra mpuKasa 1mo JMYHOMY cocTaBy. OCHOBHBIE
IpaBUJIa COCTABJICHUS MPUKA30B M0 JIMYHOMY COCTaBY.
Perucrpanus u xpaHeHne IpUKa30B 110 JUYHOMY COCTaBY.

YHuduuupoBaHHsie GOPMBI MPUKA30B 110 JTTIHOMY COCTaBY:
Ha3zHaueHue u oopmieHue.

Tema 9. YueTHast kaapoBasi JOKyMeHTAaIUsl

[loHATHe M Ha3HaueHHE YYETHOW KaJpOBOM TOKYMEHTAILHH.
CocraB y4eTHON KaJpoBoil ToKyMeHTauuu. [lepBuuHble yuyeTHbIe
JIOKYMEHTBI: JIMYHBIN JHMCTOK IO y4YeTy KaJpOB U JIOTOJIHEHHE K
HeMy. CocTaB HPOM3BOJHBIX YYETHBIX JTOKYMEHTOB: JOKYMEHTBI
[0 y4eTy KaJpoB, JOKYMEHTALUs IO y4eTy pabodyero BpeMEHU U
pacyeToB C MEPCOHATIOM.

[londaTne ¥ Ha3HAuYe€HUE JMYHOM KapTOUKM pabOTHHKA.
JIoKyMeHTbI, HeOOXOIUMBbIE ISl 3allOJIHEHUS JIMYHOM KapTOUKH.
PexkBu3UTHI 1 conepkaHue pa3enoB JUYHOM KapTouku. [IpaBuna
3alloOJIHEHHE W O(QOpPMIICHHE JMYHOM KapTO4YKu paOOTHHKA.
XpaHEeHME JTUYHBIX KAPTOYEK.

[TonsiTHE U Ha3HAYEHME JTMYHOTO JieJa pabOTHHUKA.
dopmupoBanue, opopmieHrnEe U BEJCHUE JIUYHBIX Je]l.
CopepxaHue TUYHBIX 7€)1 pA0OTHUKOB. YUET U XpaHEHHE JTUYHBIX
nen. OdopmieHne JIMYHBIX A€ PH Nepeaye e B apXuB.
Bb11aya JIMYHBIX /1€71 BO BpEMEHHOE NOJIb30BAHHUE.




2.2. Pa3nenbl y4eOHOM JMCUMININHBI, BU/IbI Y4eOHOU AesTeIbHOCTH U (POPMBI KOHTPOJIS

< . ®opMbI
| B Bunpl yaeOHOM A€STENbHOCTH, TEKYIIIEro
2l Y HaumenoBanwue pasnena BKJTIOYasi CAMOCTOSITEIIbHYIO paboTy
S & o KOHTPOJIS
- y4€OHON TUCIUILIMHBL CTYJCHTOB (B 4acax) yCIIEBAEMOCTH
R (no neoensim
= JI JP | II3 | CPC BCETO cemecmpa)
JloKyMeHTHpOBaHME H
4 | 1 | opranuzauus padoTsl C 2 - 4 30 36
AOKYMEHTAMHU
[lonsTHe, HA3HAYCHUE U
4 | 1.1 | opraHu3anMOHHO-TIPABOBBIC OCHOBBI 2 - - 10 12
JIeJIOTIPOU3BOICTBA
4 | 1.2 | JlokyMEHTUPOBAHHE - - 2 10 12
4 | 1.3 | Opraauzanus padOThI C JOKYMEHTaAMHU | - - 2 10 12
4 |2 Jle10npoOU3BOICTBO B YIIPABJIEeHUH 5 ) 4 57 63
MEePCOHATIOM
4 |21 OO11re MOHATHUS KaJPOBOTO ) ) 5 10 12
JIeJIONIPOU3BOICTBA
4 |22 OpraHu3annoOHHO-TIPABOBAs KaJIpOBast 5 ) ) 10 12
JOKYMCHTAITHS
4 | 2.3 | IlepconanmpHas JOKYMEHTAITHUS - - 2 10 12
4 | 2.4 | JloroBopHas KaJpoBasi TOKyMEHTAIUs | - - - 10 10
4 | 25 PacnopsinurensHas kaxposas ) ) ) 10 10
JOKYMEHTAITHS
4 | 2.6 | YuerHas KaJpoBasi JOKYMEHTAITUS - - - 7 7
9 9K3aMeH
4 HUTOTO 4 8 87 108
2.3. JIabopaTopHbIii NPAKTHKYM
He npenycmotpen
2.4. IlpuMepHas TeMaTHKa KypPCOBbIX (IIPOEKTHBIX) padoT
He npenycmoTpensl
3. CAMOCTOATEJIBHASA PABOTA CTYJIEHTA
3.1. Buasl CPC
< < HanmenoBanue
Q (0] o
< paszena yueOHoit Bcero
) o)
: s JUCLATIIINHBI Buner CPC 42COB
= | &
HokymentupoBanue u | IloaroroBka k mucbMeHHBIM paboTaMm (TecTsl, pedepar) 10
opranusaius padotsl ¢ | Pabota ¢ HOpMaTHBHO-IPAaBOBBIMU aKTaMU 10
4 { | AOKymeHTamu Beinonnenue 3ajanuii Ipu MOATOTOBKE K CEMUHAPCKUM 10
3aHATHSIM
PaboTta co cripaBoOYHBIMU MaTepuaIaMu 10
W3ydyeHune n KOHCTIEKTUPOBAHUE JTUTEPATYPHI 10




BrlinonHeHNE HHAUBUAYATBHBIX JOMAITHUX 3aaHUN

HTtoro no pasneny o7

[ToaroToBka k MUCbMEHHBIM paboTaMm (TeCThl, pedepar) 5

Pabora ¢ HOpMaTUBHO-IIPAaBOBBIMH AKTaMU 5)

JenonpousBoAcTBo B | BeinmonHenue 3ajanuii npu NoAroToBKE K CEMUHAPCKUM 5
yIIpaBJICHUU 3aHATHSIM

MEPCOHAIOM Pabora co cipaBOYHBIMU MaTepUagaMu 5

W3yyeHne 1 KOHCTIEKTUPOBAHHE JIUTEPATYPHI 5

BrinonHenne nHIMBUAYaIbHBIX JOMAIIHUX 3aJaHUH 5

HToro no pazneny 30

HNTOTI'O B cemectpe 87




3.2 I'pa¢guk padoOTHI CTyIEHTAa B ceMecTpe
(3anonHseTcs A1t ouHOM (HOpPMBI OOyUEHUS)

3.3. IlepedyeHb y4eOHO-METOANYECKOr0 o0ecneyeHus I CAMOCTOSATEeILHOM PadoThI
o0yuarmuxcsi Mo JUCHUNIHHE

CamocTtosTenbHass paboTa, Hapsaay C JEKUHOHHBIM KypCOM M IPaKTHYECKUMU
3aHATUAMH, SBISIETCA HEOTBEMJIIEMOM YAaCThIO M3Y4YEHHs Kypca «JlOKyMEHTalMOHHOE
oOecrieueHne yrnpaBIeHUsI IEPCOHATIOM).

[Ipuctynmass K H3y4EHMIO IHUCLHMIUIMHBL, CTYAEHTHI JOJDKHBI O3HAKOMHTBCSA C
yueOHOU MporpaMMoii, yaeOHOM, Hay4YHOI 1 METOAMYECKOMN TUTEpaTypoil, UMEIOIIEHCS B
OuONIMOTEKe, MOJY4YUTh B OHOIMOTEKE pPEKOMEHJOBaHHbIE YYEOHUKH M Yy4eOHO-
METOJMYECKHE TOCOOMs, 3aBECTM TETpaau il KOHCHEKTHUPOBAaHUS JIEKIMH U
IPaKTUYECKUX 3aHIATHI.

B xone camocToATenbHON pabOThl U3yUYUTh OCHOBHYIO JIUTEPATYPY, 03HAKOMUTHCS
C JOINOJIHUTEJILHON JIMTEpaTypOU, Hay4HbIE CTaTbU U MaTepHasbl aHAIN3a OpPraHU3aluu
Tpyaa mnepcoHana. Ilpu 3TOM ydecTb peKOMEHJAlUu MpenojaBaTeisi U TpeOOBaHUs
yueOHOW mporpaMmbl. [loAroToBUTH TE3UCHI Ui BBICTYIUIEHUI IO BCEM Y4E€OHBIM
BOIpOCaM, BBIHOCUMBIM Ha ceMuHap. ['0ToBACh K JAOKIaAy WM pedepaTUBHOMY
COO00I1IeHNI0, 00paIlaThCs 32 METOAUYECKON MOMOIIBIO K IPETIOAABATEITIO.

IIpr moaroroBke K 3a4eTy NOBTOPITH NPOWAECHHBIM MaTepuanl B CTPOrOM
COOTBETCTBUM C Y4Y€OHOU Mporpammoil, IpUMEPHBIM MEPEYHEM YUYEOHBIX BOIPOCOB,
BBIHOCAIIMXCA HA 3a4eT M COJAEpXKalMxcs B JaHHOW Iporpamme. Mcmonb3oBaTh
KOHCIIEKT JIEKLIMA W JUTepaTypy, PEKOMEHIOBaHHYIO mpenonaasateneM. OOpaTtuthb
0oco00oe BHUMaHUE Ha TeMbl y4E€OHBIX 3aHSATHH, MPOMYLIEHHBIX CTYAEHTOM IO Pa3HbIM
npuurHaMm. [Ipy HEoOXOaUMOCTH O0OpaTUThCA 3a KOHCYJNbTAlME M METOAMYECKOU
IIOMOLIBIO K IIPENOAABATEIIIO.

B nmpounecc ocBoeHMs IUCHMIUIMHBI BBIACIAIOT [JBa BHAA CaMOCTOATEIIBHOU
paboTHI:

- ayAUTOpHAs;

- BHEAyAUTOPHAs!.

AyoumopHnasa camocmoamenvuas paboma TO JUCUUIUIMHE BBIIOJIHSAETCS Ha
y4eOHBIX 3aHATUAX MOJ HEMOCPEICTBEHHBIM PYKOBOJCTBOM MPENOAABATENS U IO €ro
3aJIaHUIO.

Bneayoumopuas camocmosmenvhas paboma BBIIOIHIETCA CTYJEHTOM IIO
3a/IaHHIO TIPEToaBaTesi, HO 0€3 ero HeMmoCPEeACTBEHHOTO YYacTHsl.

ConepxaHve BHEAyAUTOPHOW CaMOCTOATENIBHOM paboOThl ompenensercs B
COOTBETCTBUM C PEKOMEHAYEMBbIMU BHUAAMH 3aJaHMI COTJIacHO paboueil mporpamme
y4eOHON AUCIUIUIUHBI.

Bunamu 3aganuii 171 BHeay IUTOPHON CaMOCTOSTEILHON pabOTHI SBIISIOTCS:

e I OBNAJACHHUA 3HAHUSAMHU: UTEHHE Tekcta (y4eOHMKa, JOIMOJHUTEIbHON
JUTEPATYPBHI), COCTABIECHUE IUIAHA TEKCTa, KOHCIIEKTUPOBAHUE TEKCTA, BBIIUCKH W3
TEeKCTa, ydeOHO-HccienoBaTeNnbckas  paboTa,  HCHOJB30BaHHWE — ayauo- |
BUJICO3AMUCEN, KOMIIBIOTEPHON TEXHUKHU U MHTEepHETa U 1p.



® ISl 3aKPETUICHHWS W CHUCTEMATH3alliu 3HAaHWN: paboTa C KOHCIIEKTOM JICKITWH,

00paboTKa TeKcTa, MOBTOpHAs paboTa HaJ y4yeOHbIM MaTepuaioM, (COCTaBIICHHE

TUTaHa, COCTABJICHUE TAOJMII Il CHCTEMaTH3allii y9eOHOTO MaTepuasa, OTBET Ha

KOHTPOJIbHBIE BOTIPOCHI, 3aNI0JTHEHHE pabodeil TeTpaau, aHaTTHIecKasi 00padoTka

TEKCTa), TMOJATOTOBKA MYJIBTHMEAHa COOOIIECHUI/MOKIA0B K BBICTYIUICHHUIO HA
CeMHHape, MOATr0TOBKa pedepara, TECTUPOBAHHUE U JP.

o it (OPMHUPOBAHHST YMEHHI: pEIICHUE TMPAKTUICCKUX CHUTYyalluid W

3aJlaHu#, MOATOTOBKA K JIETIOBBIM UTPaM, PEIICHHE TECTOB U T.JI.

CamocrosiTenibHast paboTa MOXET OCYHIECTBISTHCA UHIAUBUIYAIbHO WM
IpyNIiaMd CTYAEHTOB B 3aBUCHUMOCTH OT LEIU, O0OBbE€Ma, KOHKPETHOM TEMATHKHU
CaMOCTOSITEJIbHOM paOOThl, YPOBHS CJIOKHOCTH, YPOBHSI YMEHUI CTYJEHTOB.

KOHTposib pe3ynbTaTOB BHEAYAUTOPHOM CAMOCTOSATEIBHOM pabOThl CTYAEHTOB
MO>KET OCYILECTBIIATHCS B MIPEEIax BPEMEHHU, OTBEIEHHOTO Ha 00s3aTelIbHbIE yueOHbIE
3aHATHS M0 JUCUUIUIMHE U BHEAYJAUTOPHYIO CaMOCTOSITENbHYIO pabOTy CTYIEHTOB IO
JUCUUIUIMHE, MOYKET MPOXOJIUTh B MUCbMEHHOM, YCTHOW MJIU CMEIIAHHOU (popme.

JIjis onTUMM3aIMM OpraHU3alliy U MOBBIIIEHUS KauecTBa O0yUYEHUS 10 JUCLUILIINHE
«JloOKyMEHTallMOHHOE o0ecrieueHne  YOpaBJIEHUS  MEPCOHATIOM» CTyJIEHTaM
PEKOMEHYETCSI PYKOBOJACTBOBATHCA CIEAYIOIIMMU METOAUYECKUMHU PEKOMEHIALUAMU,
UMEIOLIMMHUCS Ha Kadenpe yrpaBieHUs NEPCOHAIOM U O(QULIMATBHOM CaiiTe!

1. B.B. CrpaxoB E.H. TopoxoBa T.B. Kpemeneukas @PopMbl opranuzanuu

yaeOHoro mporiecca B Byse // http://www.rsu.edu.ru/official/methodical/methodological-
support

2. MeToauyeckre PEKOMEHIAIMK TI0 OpPraHU3allid M IPOBEICHUIO TEKYIIETro H
IPOMEKYTOUYHOTO KOHTPOJIS

3. Meroauuecknue PEKOMEHJAIMKM IO TOJTOTOBKE K IMPAKTUYCCKHM 3aHATUSM H
paboTe ¢ JCKIMOHHBIM MaTepHUaIOM

3.3.1 KonrpoJabHblie padoTsl/ pedepatbl
MeToanueckre peKOMEH/IAIUH 110 BRITIOJTHEHUIO U IPUMEPHBIC TEMBI pedepaToB.

BaxxHOl cocTaBisOmEe CaMOCTOSITEIbBHOM paboThl SBISETCS MOJATOTOBKA K
MPaKTUYECKUM 3aHATHSIM, B TOM uucie B popme pedepara.
Pedepar npeacrasnsier coO00# BbIAEPKKHU U3 UCIIONIB30BAHHBIX HCTOYHUKOB, OJHAKO
HE MCKJIOYAET CaMOCTOATENbHBIX BBIBOJOB. Pedepar Tpebyer riyOOKOro u3ydeHUs
NEPBOMCTOYHUKOB, YMEHHS  CBSI3bIBATb UX  TEOPETUYECKHE  TOJIOKEHHUS  C
COBPEMEHHOCTBIO, IPOBOAUTH aHAJIH3.
Lenb Hanncanus pedepaTa COCTOUT B TOM HAYUUTh CTYJIEHTOB CBSI3bIBATH TEOPHUIO
C TPAKTUKOM, TMOJNb30BAThCS JIUTEPATYpPOH, CTATUCTUYECKUMHU JIaHHBIMHM, YMETh
MOMYJISIPHO U3JIaraTh CJI0KHBIE BOMIPOCHI.
Jlyqimine pedeparsl cioy’kaT OCHOBOM [JIsi HamlHMCaHUA CTYAEHYECKUX pador,
IpeCTaBIsIeMbIX Ha KOHKYPC.



CnoBo «pedepat» nMeeT ABa 3HAYEHHS: C OJHOW CTOPOHBI, OHO MPEIOJIaraeT:
KpaTKkoe u3JiokeHue pedepupyemoid HaydyHOM paOoThl, KHHUTH, cTaThu. C apyroi —
JOKJIa/] Ha 3a/IaHHYIO0 TEMY, CACJIAaHHBIA Ha OCHOBE KPUTHUYECKOTO 0030pa JIUTEepaTyphl U
JIPYTUX UCTOYHUKOB. PedepaThl CTYIEHTOB yalle COOTBETCTBYIOT BTOPOMY 3HAUYECHHIO
ATOTO CJIOBA.

PaboTa ctynenTa Haja pedepaToM COCTOUT U3 CIETYIOUIUX ITAIOB:

- BBIOOp TEMbI Ha OCHOBE TEMATUKH, pa3paboTaHHOM Kadenpoii;
- HaKOIUIeHHEe HH(OPMALIMOHHOTO MaTepuaa;

- IOATOTOBKA 1 HaMMcaHue pedepara;

- 3amuTa pedepaTta Ha CEeMUHApE WK KOH(PEPEHIINH.

Crynentsl ouyHBIX (hopM oOyueHus MpeAcTaBisAloT pedepar Ha Kadeapy B
TE€YEHUE Y4eOHOro roja.

Pedepat momkeH UMeTh CIETYIOMIYIO CTPYKTYPY:

- [IJ1aH,

- KpaTKO€ BBEICHHUE,

- U3JI0’KEHUE OCHOBHOT'O COJICPKAHUSI TEMBI,

- 3aKJIIOYEHUE,

- CIIUCOK MCTIOJIb3yEeMOM JINTEPATYPHI.

Pa3paboTka n30paHHON TeMbl HAUMHAETCSI C 03HAKOMJIEHUSI C COOTBETCTBYIOLIEH
autepatypoil. Ho mpexne, yeM mpUCTynuTh K €€ 1moadopy, LeaecooOpa3HO HAMETHUTh
oO1mmii npeaBapuTeNbHbIN MaH pedepata. [IpenBapurenbHblil iaH pedepara cOCTOUT
OOBIYHO U3 TPEX-4EeTHIPEX BOMPOCOB, B TpoOIEccCe paldOThl OH YTOUHSAETCA W
KOHKPETHU3UPYETCSI.

[Inan - 970 JMOTMYECKast OCHOBA pedepaTa, OT MPABMILHOTO €TO0 COCTABIICHHUS BO
MHOTOM 3aBHUCUT CTPYKTypa, Coaep)kaHue, Jormdeckas cBsizp udacteil. llemecooOpasHo
NpeaBapuUTeIbHO HaMEUEHHBIH IIaH pedepara corjacoBaTh Ha KOHCYJIbTAlMH C
npenoaaBareneM Kadeapbl, BEAYIIMM CEMUHApPCKUE 3aHATUS WIM  YHUTAIOIKUM
JIEKIIMOHHBIN KYpC.

[Inan He cienyeT U3NUIIHE ETaIU3UPOBATh, B HEM MEPEUHCIIAIOTCS OCHOBHBIE,
LEHTpaJbHbIE BOMPOCHI TEMbl B JIOTUYECKOM MOCIEA0BATEIbHOCTH. ['J1aBbl MOXKHO HE
pa3buBaTh Ha naparpadsl. [lepeueHb OCHOBHBIX BOIIPOCOB 3aKaHUMBAETCS 3aKJIIOUYECHUEM
U KpaTKMMHU BBIBOJAMHM, KOTOPbBIE MPEICTABISAIOT 0000IeHNEe BaKHEHIINX MOJIOKEHUH,
BBIIBUHYTBIX U PACCMOTPEHHBIX B pedepare.

Nmest mpenBapuTeNbHBI IJIaH, CTYyAEHT oOpamjaercs K Oubimorpadumu.
CyliecTBEHHYIO MTOMOIIb B O3HAKOMJIEHUHM ¢ OuOnnorpadueil CTyIeHTy MOTYT OKa3aTb
OMOINOTCUHEIC KaTaJoTu (andaBUTHBIH, CUCTEMAaTHUYECKHUM, IpEAMETHBIN),
oubimorpaduueckue ykazareiu (y4eTHO-pEerucTpalioOHHbIe, HAyYHO-BCIIOMOTaTeIbHbIE,
pEKOMEHIaTeNbHbIE, KPUTHUECKHE), CIIpaBOYHAs JUTepaTypa (PHIUKIONEINH, CIOBaPH,
peaIMeTHBIC yKa3aTen! B TpyJdaxX OTACIbHBIX YICHBIX-3KOHOMHICTOB).

OmnpeneneHHyl0 TMOMOIIb MOTYT OKa3aTh ydeOHble M HaydyHble HU3JaHUS, B
YaCTHOCTH KypHaJbl, a TaKXKe pa3indHbie onbmuorpaduyeckue nocodbus. Kpome Toro,
KpymHeime OnbIMoTeKu CTpaHbl, Takue kKak Poccuiickas HanmMoHaiabHas OuOIMOTEKa,
['ocynapcTBeHHass  HalMOHajbHash OMOMMOTEKa, BBIIYCKAIOT PEKOMEHJATeIbHbIE
ounbnuorpaduueckue ykazaTem.

[Ipu pabore wHax pedepatoM HEOOXOAMMO  BHHUMATEIBHO  H3YYHTh



COOTBETCTBYIOIIYI0O TeME JUTEpaTypy, BKJIOYas MOHOTpaduu, CTaTHCTHYECKHE
COOpHUKH, MaTepualibl, MyOJUKyeMble, B TOM 4YHCIIe, B HAy4YHOM OJIEKTPOHHOU
oubmmoreke eLIBRARY.RU. u ap.

HcrounrkamMu (pakTUYECKOro MaTepuajia MOTYT CIY)XHUTh CTaTUCTUYECKUE
COOpPHUKH, TA3€ThI, JKypHAJIbI.

BaxxHbIM MOMEHTOM SIBIIsIETCS YMEHHE 3amuchiBaTh HMH(opmanuio. Hauboree
pacnpoCTpaHEHHBIMHU SABJISIIOTCA JBE (OpPMBI 3amMcu W XpaHEHUs Marepuaia —
KOHCIICKTUPOBAaHUE M BeleHHE KapToTeku. OHM HE HCKIIOYAIOT, a B PAIEC CIydacB
JOTOJHSIOT APYT ApyTa.

Korma cTymeHT B JOCTAaTOYHON CTEMEHW HAKOMWJI W WM3YyYWJ Marepuan To
COOTBETCTBYIOIIECH TeME, OH MPUHUMACTCS 32 €0 CUCTEMATU3AIMIO U Pa3paboTKy Oomee
MOJIHOTO TuTaHa pedepara. BHUMaTensHO TIepeunThIBas CBOM KOHCIIEKT WJIM 3aITUCH Ha
KapTOYKaxX, OH pacrmojlaracT MaTepual B TOW IOCJIEIOBATECILHOCTH, KOTOpas
MPE/ICTaBIACTCS eMy HauOoJiee CTpOMHON U 1iesnecoodpa3Hoii. OMHOBPEMEHHO CTYACHT
buKCUpyeT COOCTBEHHBIE MBICIHM, KOTOPHIE OH CUMUTAET HYXHBIM H3JI0KHUTh B TEKCTE
pedepara.

OcHOBHOMY TEKCTYy B pedepare MpeaiiecTByeT BBeaeHne. B HeM HeoO0xoaumo
MOKa3aTh 3HAYEHHE, AaKTyaJlbHOCTh paccMaTpUBaeMOM MpoOJIeMbl, 00OCHOBAHHOCTh
IpPUYMUHBI BbIOOpa Tembl. Kpome TOro, ciemyer OTMETHTh, B KaKUX MPOU3BEIACHUSIX
U3BECTHBIX  YUYCHBIX-DKOHOMHCTOB  paccMaTpuBaeTcsa  M3ydaemas  mpolsiema,
chopMyTUpOBaTh OCHOBHYIO 3a/1auy, KOTOpasi CTaBUTCA B pedepare.

B ocHoBHO# wacTu pa®oThl 0OJBIIOE BHUMAaHHUE CIEAYET YACIUTH TITyOOKOMY
TEOPETHUECKOMY OCBEIICHHUIO KaK TEMbI B IIEJIOM, TaK W OTJACIBHBIX €€ BOIPOCOB,
MPaBUIBHO YBS3aTh TCOPETUUYCCKHUE TOJOKECHHUS C TPAKTUKOW, KOHKPETHBIM
dakTHdeckuM 1UMEGPOBBIM  MaTepuajioM. M3i0KeHHWe ITODKHO OCYIIECTBISATHCS B
COOTBETCTBUH C COCTABJICHHBIM TUTAHOM.

Pedepar nmomkeH ObITh HaMmKMCaH SICHBIM SI3LIKOM, 0€3 ITOBTOPEHUM, COKpAICHUH,
MPOTUBOPEUYHI MEXTY OTJEIBHBIMH IMOJIO0KEHUSIMH.

Bonwimoe 3nauenue nuMeer npasuwibHoe oopmieHue pedepara. Ha turynsHOM
JUCTE HEOOXOIMMO YKa3aTh Ha3BaHUE By3a, (akynbTera, pedepara, Tpymiy, CBOIO
dbaMunuoo U UHULNHATBI, (GaMUJIUI0 HAydHOro pykoBoauTens. Ha cremyromem numcrte
NPUBOAUTCS TUIaH paboThl, TIaH pedepaTa ¢ yKa3aHHEM CTPAHHI] COOTBETCTBYIOIIUX
pasnenos.

Pedepar nomken ObITh HamucaH pa3oopunBo. [IpUBOgMMBIC B TEKCTE ITUTATHI U3
HDKOHOMHYECKOW JIUTEpaTyphl, a TakKKe CTATUCTUYCCKHUE JaHHBIC JOJDKHBI OBITh
CHA0XXCHBI CO OTBETCTBYIOIIMMH CCBHUIKAMH Ha MCTOYHHKH, M3 KOTOPBIX OHH B3ATHI, C
yKa3aHUEM aBTOpa, Ha3BaHUA PaOOTHI, TOMA, CTpAaHMIBL. TeKCT pedepaTa MUIIETCA C
OZHOM CTOPOHBI JINCTA C OCTABJICHUEM I10JIEH, KaXKIAbIM ITYHKT IUIaHA C HOBOM CTPAHHULIBI.
Crpanunupl J0JDKHBI ObITh NpoHyMepoBaHbl. OOveM pedepara 10—I15 cTpanun
MaITUHOMKICHOTO TeKCTa uepes3 1,5 narepnana.

B konme pedepata mpUBOIUTCA CIHUCOK HCIIOIB3YEMOUW JUTEPATYPhl, KOTOPHIH
COCTABJISIETCS B CIIEMYIONIEH MTOCIIeIOBATEIHHOCTH:

1. OdunmanpabIe MaTEpUANBI (3aKOHBI, YKa3bl).

2. OcranpHbIE UCTIOJIL30BAaHHBIE B pedepare UCTOUYHUKH B al(aBUTHOM MOPSIKE
(dbamunnii aBTOpOB.



[TonroroBneHHblil pedepar, Kak MPaBUIIO, CTYJEHTAMH JHEBHOTO OTICJICHUS
3alMIIAETCS HA CEMUHAPCKOM 3aHSTHH.

[lenecooOpa3Ho Te3UCHl BBICTYIUICHUS, a TOYHEE - OOO3HAUCHHE Pa3/ClIOB U
nojipaszienioB pedepara, COKpalieHHOE U3JI0KEHHE OCHOBHOTO Matepuaia (ompeencHue
BOKHEUIIUX TOHATUHM, ynoMuHaHue wuPp u @akrtoB, QGOpMYIHpPOBKA BBIBOJIOB)
COMPOBOXKAATH MOJATOTOBICHHOM MPE3eHTAIINEH.

3akaHuyMBasg TOJIOTOBKY K BBICTYIUIGHHIO C pedeparoM Ha CEMUHAPCKOM
3aHATUH, TMOJIE3HO MPOUYUTATh BECh €r0 TEKCT «JIs ceds». ITo OyAeTr crnocoOCTBOBAThH
3aKpeIICHUIO MaTepraja B MaMsATH U MO3BOJIUT BO BpeMs BBICTYIUICHHS JIMOO COBCEM HE
3aryIsA/IbIBaTh B KOHCIIEKT (IUIaH, TEKCT), TM00 CBECTH OOpaIIeHUs K HEMY 10 MUHIMYMa.

[Tocne obcyxnenuss pedepata B rpymme padoTa CTyACHTa OICHUBACTCS
IpernojiaBaresieM W MPUHUMACTCS pPEIICHHEe O ajbHEHIne pa3paboTKe STOW TEMbI
aBTOPOM ISl HAIMCAHUSI KOHKYPCHOU pabOoThI.

Ecnu pedepar He 3acuMThIBAaeTCs, TO C Yy4€TOM 3aMEUaHUN OH JIOJKEH OBITh
nepepadoTaH.

[IpumepHBIe TeMBI pedepaToB
1. JlokyMeHTalMOHHOE O0ecreueHue yIpaBIeHuUs.
2. 3HaueHHE  KaJpOBOr0  JEJIONPOM3BOACTBA B  YIPaBICHUU  IMEPCOHAIOM
OpraHU3alHH.

3. HopmatuBHast 0a3a, perJaMeHTUpPYIOLass OpraHu3alii0 U TEXHOJIOTHIO
MH(OPMAIMOHHO-JOKYMEHTAIIMIOHHOTO 00€CIEUeHUSI IEATEbHOCTH PEPUATHUS
TpeOoBaHUs K COCTABICHUIO U O(DOPMIIEHHIO TOKYMEHTOB
Cucrema OpraHM3allMOHHON JTOKYMEHTAUU
Cucrema pacnopsiuTEIbHON TOKYMEHTAlUN
Cucrema cripaBOYHO-UH(POPMALMOHHON TOKYMEHTAUN
Opranu3zaius ciay>k0bl JOKYMEHTAIIMOHHOTO 00€CTICUeHUsT yIIpaBICHUSI
. Opranuzaiusi JOKyMEHTO000poTa
10 Tekyliee XxpaHeHHE U TTOATOTOBKA JIJIS Ca4Yu JIe]l B apXUB
11.3nayeHre  JTOKYMEHTAIIMOHHOTO  OOCCIICUEHMs]  YIPABJICHUS  IEPCOHATIOM

OpraHU3alHH.

12. OcHoBHBIE (GYHKIHUU CIYXObl MO TMOAOOPY M YMPABICHUIO TEPCOHAIOM B

OpraHu3alMy U UX JOKYMEHTAlMOHHOE O(hOpMIICHHE.
13.3HayeHrie  KagpoBOrO  JEJIONPOM3BOACTBA B  YIPABJICHUU  IE€PCOHAJIOM

OpraHu3allyu.
14.TlepedeHb KaApOBBIX JOKYMEHTOB, 00s3aTeNIbHBIX JIJIsl OpraHU3allUu.

15. Opranu3aioHHble JOKYMEHTBI B KaIpOBOU CITy:k0€ MpeAnpUsTUs.

16.0¢opmiieHre CTPYKTYPHI U IITATHON YUCICHHOCTH.

17. Coneprxanue u nopsaa0K 0pOpMIIEHUS IITATHOTO PACIIUCAHMUS.

18.0OcHOBHBIE pacnopsAUTENbHBIE TOKYMEHTHI B OpTaHW3allid, WX IMOATOTOBKA,
oopMIICHUE U XpaHEHUE.

19.MudopmarimoHHO-CTIpaBOYHBIE  JTOKYMEHTBI, HEOOXOIuUMBbIE Il paboThl C

KaJpamu.
20.0OcHOBHBIE  JTOKYMEHTBI, pPETyJUPYIOLIUME TPYIOBBbIE MPABOOTHOIIECHUS B

OpraHU3alHH.

21. JIOKyMEHTBI, IPEbSIBIsIEMbIE TIPU 3aKIIOUEHUHU TPYIOBOTO JIOTOBOPA.
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22.JIOKYMEHTHI, CIIy>Kalllie OCHOBAaHUEM JIJIsl IPUKA30B 0 JTUYHOMY COCTABY

23.JIOKyMEHTBI, MOJUIeXkKallMe aHaJIu3y MpU OTOOpE CHEUUAINCTOB B PE3EPB
PYKOBOJSIIMX KaJpOB.

24. IlopsoK coCTaBJIEHUs CITUCKA PE3EPBa HA BbIIBUIKEHUE.

25. Bupl, MOpAOK COCTABICHUS U YTBEPXKACHUS, OCHOBHBIE PEKBU3UTHI TPYIOBOTO
JIOTOBOpA.

26.Bujipl IprKa3oB M0 JUYHOMY COCTABY, HOPSAAOK UX HOATOTOBKU U 0(OPMIICHHUS.

27. JlucumninuHa TpyJa ¢ KOHTPOJb €€ HCHOJHeHHs. JIOKyMeHTaIlMOHHOE
o¢opMIICHIE TTOOIIPEHUIA U B3BICKAHUH.

28.JI0KyMEHTBI 110 KOMaHUPOBAHUIO PAOOTHHUKOB.

29.0cHOBHBIE JTOKYMEHTBI, HEOOXOJMMBIC [JIsI TpPOBEACHUS U  OGOpPMIICHHUS
pe3yJIbTaTOB aTTECTAI[MH PAOOTHUKOB.

30.0OcHOBHBIE ~ JOKYMEHTBI, HEOOXOAMMBIE I MPEJOCTABICHUS  OTIYCKOB
pabOTHUKAM OpraHMU3allH, OCAEA0BATEIBHOCTD U MOPSIIOK UX 0)OpPMIICHUS.

31.0OcHoBaHMs NOpPEKpalIeHUs] TPYAOBOIO JOrOBOpa, MOPSAIOK OCBOOOKICHHUS
pabOTHUKOB OPraHU3alUU OT PabOTHI.

32.Benenue MTMYHBIX KapTOUEK: Ha3HAUEHUE, IpaBUJa 3al0JHEHNS, XpaHEHUS.

33.0OcHoBHbIE TPeOOBaHUS K MTUCHMEHHOMN XapaKTepUCTUKE paOOTHHKA.

34.0Opranuzanus JOKYMEHTO000pOoTa Mo KajipaM Ha MPEeANPUSTHH.

35.CucreMa perucTpaluy 1 KOHTPOJIS UCIIOJIHEHUSI TJOKYyMEHTOB

36.0OcHOBHBIE 11eTM KOHTPOJIS 32 UCIIOJIHEHHUEM JJOKYMEHTOB TI0 KaJipaM, MOPSA0K €To
IPOBEICHHSL.

37.Homenknarypa zien B KaJpoBoii ciryk0e. TpeboBaHHs K COCTaBJICHUIO 3aT0JIOBKOB
pi(Sh)

38.0OcHoBHBIE TIpaBHJIa XPAaHSHHSI TUYHBIX 7€)1 PA0OTHUKOB

39.BHYTpeHHSS ¥ BHEIIHSISI OTYETHOCTH CITY>KOBI yIIPaBICHHS TIEPCOHATIOM.

4. OHEHOYHBIE CPEACTBA IS KOHTPOJIsSI YCHEBAEMOCTH H
PE3YJIbTATOB OCBOEHUSA YYEBHOU JUCHUIIJINHBI
(cMm. DoH OLIEHOYHBIX CPEJICTB)

5. YYEBHO-METOJUYECKOE n NHPOPMALIMOHHOE
OBECIIEYEHME YYEBHOU JNCIUIIINHBI

5.1.0cHoBHas1 JJuTEpaTypa

n/n HM31aTeJbCTBO, IO/ H3YYCHUHM Pa3iesioB B 0ubamoTexe

KoauyecTBo 3K3eMILISIPOB
Kypc Ha
Kadenpe

ABTOp (bI), HANMEHOBaHHE, MecTO u3AaHud U | Ucnoan3yercs npu

2 3 4 5 6

Abymamze, 1. I'. JlokymeHTannoHHOE
o0ecrieyeHne YIpaBJICHHUsS NEPCOHATIOM
[DnexTpoHHBIN pecypc]| : y4eOHHK H
OPaKTUKYM M aKaJeMHYeCKOTO
OakanaBpuata / JI. I'. AGymamze, U. b.
Bempsoxkkuna, B. M. Macnosa. —
MockBa : IOpaiit, 2018. — 299c. —
Pexxum nmocryma:  https://www.biblio-
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https://www.biblio-online.ru/bcode/%20433411

online.ru/bcode/ 433411
obpammenus: 25.08.2020).
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Kysnenos, M. H. [JoxymeHTanuoHHOE
oOecrieueHrue yIpaBiIeHHs MEPCOHATIOM
[DneKTpoHHBIN pecype]| : yU4eOHHWK H
npakTukyMm. — Mocksa : FOpaiit, 2018. —
520 ¢. - Pexum  mocryna:
https://www.biblio-online.ru/bcode

426321 (nara obpamenus: 25.08.2020).
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SukoBuy, L. A. Jlenonpon3BoacTBO B
KaJIpOBOM city»k0e [ DNeKTpOHHBIH
pecypc] : yue6Huk. — Mocksa: FOHuTH-
Hana, 2015. — 161 c. — Pexxum nocrymna:
http://biblioclub.ru/index.php?page=boo
k&id=119021 (narta oOparieHus:
25.08.2020).

1-2

OBC

5.2. JlonoJIHUTEJIbHAS JINTEPATYPA

ABTOp (bI), HAUMEHOBAHUE, MECTO U3TAHUS U
H31aTebCTBO, O/

Hcnoas3yerc
sl Ipu
HM3YYeHUH
pa3aenoB

Kype

KosamnyecTBo 3K3eMILISAPOB

B onoanorexe

Ha
Kadeape

2

3

5

6

ABepunnkoB, B. WM. Cuyxb6a 3ammrsl
uH(pOpMAIIMU: OpraHu3allis H YIpaBJICHUE
[DnexTpoHHBII pecypc] : yueOHOe mocobue
nis By3oB / B. U. AepumnkoB, M. IO.
PortoB. — MockBa: ®aunTa, 2016. — 186 c. —
Pexum JlocTyna:
http://biblioclub.ru/index.php?page=book&id
=93356 (maTa obparmenwus: 25.08.2020).

1-2

OBbC

I'OCT P 6.30-2003 "YHu¢unupoBaHHble
CUCTEMBI TIOKYMEHTalMH. Y HUUIUPOBaHHAS
CHUCTEMA OpraHU3alMOHHO-
pacnopsAUTENbHON TOKyMEHTAlUH.
TpeboBanus kK 0OPMIIEHUIO TOKYMEHTOB"
(IpUHSAT U BBEJIEH B JeiCTBHE
nocraHoBieHueM I'occrannapra PO ot 3
mapta 2003 r. N 65-cT) [DneKTpoHHBIN
pecypc] // KoncynsrantlLmtoc. — Pexxum
J0CTyma:
http://www.consultant.ru/document/cons_doc

LAW 44595 (nara obpareHust:
25.08.2020).

1-2

OP

I'OCT P 7.0.97-2016. Opranu3zanuoHHO-
pacropsiAnTeNbHAs JOKYMEHTAIHSL.
TpeboBanus kK 0(OpMIIEHUIO TOKYMEHTOB
[DnexTponHbIi pecypc] : Brenen:
2016.12.08. — MockBa, 2016. — Pexxum
JIOCTyTIA!

1-2

OP
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http://ppt.ru/newstext.phtm1?id=8194684 ,
cBOOOAHBIN (aTa obopamenus: 25.08.2020).

IroCT P 7.0.8-2013 CUBU.
Jlenonpou3BoACTBO U apXHWBHOE  JIEIIO.
Tepmunbl u omnpeneneHus [DICKTPOHHBIN
pecypc] : Been. 2014.03.10. — Mocksa, 2014
// Konexc. — Pexum JIOCTYTIA:
http://docs.cntd.ru/document/1200108447,
cBoOOHBIN (n1aTa obOpamenus: 25.08.2020).

1-2

OP

['ocynapcrBenHast cucrema
JIOKYMEHTAIMOHHOTO obecrnieueHus
yrnpasieHus. OcHoBHbIe ToJokeHus. OOmiue
TpeOOBaHUS K JIOKyMEHTaM U CIyx0am
JTOKYMEHTAIMOHHOTO obecrieueHus"
(omobpena kosuteruerr ['nmaBapxuBa CCCP
27.04.1988, Ilpuxa3 I'maBapxuBa CCCP or
25.05.1988 N 33) (Bmecre c "IIpaBmiiamu
3aMoJHEHUS OCHOBHBIX PEKBHU3UTOB
PETHCTPAIIMOHHO-KOHTPOJIBHBIX bopMm
(PK®)", "IlpumepHBIM IOJOKEHHEM O
cnyx0e JTOKYMEHTAIIMOHHOTO OOeCTeUeHUs
ynpasienusn") [Dnextponnsiii  pecype] [/
Crynonenusl. - Pexxum JOCTyTA:
https://studopedia.ru/16 117462 _gosudarstve
nnaya-sistema-dokumentatsionnogo-
obespecheniya-upravleniya.html (mara
obparmenus: 25.08.2020).

OBC

Muxainos, 10. M. JIngHbIe aena
COTPYIHUKOB: KakK MpaBWJIbHO OQOPMIISTH,
BECTH W XPAaHWUTh [DJIEKTPOHHBIN pecypc]| :
npakTudeckoe nocooue / HO. M. Muxaiinos.
— Mocksa, bepnun: Qupexkr-Meaua, 2014. —
160 c. — Pexxum JOCTYyTIA:
http://biblioclub.ru/index.php?page=book&id
=253691 (mara obpamenus: 25.08.2020).

OBbC

06 undpopmanuu, HHGOPMAITMOHHBIX
TEXHOJIOTHSX U O 3aluTe UHPOpMaIUH
[DnekTpoHHbIH pecypc] : PenepaibHbIN
3akoH oT 27.07.2006 N 149-®3 //
Koncynbrantlntoc. — Pexxum nocrymna:
http://www.consultant.ru/document/cons_doc
_LAW_61798/ (narta obpaiieHus:
25.08.2020).

1-2

OP

OK 011-93. O6mepoccuiickuit
KJIaCCU(UKATOP yIpaBIeHUECKON
JOKYMEHTAIUH [ DIeKTPOHHBIN pecypc] : (YTB.
ITocranoBnenueMm ['occtanapra Poccun ot
30.12.1993 N 299) (pen. ot 20.02.2019).
//Koncynprantlmtoc. — Pexxum nocrymna:
http://www.consultant.ru/document/cons_doc
_LAW 43631 (mata obpamenwus: 25.08.2020)

1-2

OP
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O nepcoHaNbHBIX JTaHHBIX [ DIEKTPOHHBIN

pecypc] : @enepanbHblil 3akoH oT 27.07.2006

N 152-®3 //Koncynsrantllmtoc. — Pexum

JIOCTYyTIA: 1-2 4 )

http://www.consultant.ru/document/cons_doc
LAW _ 61801/ /(nata obpaieHus:

25.08.2020)

Poroxun, M. O. CnpaBouHuK KaJpOBHKA.
OdopmieHne TOKyMEHTOB: crnpaBoyHUK. FO.
Poroxxun Mocksa, bepnun: [Iupexr-Menua,
2014. — 399 c¢. - Pexum jgocrymna:
http://biblioclub.ru/index.php?page=book&id
=253715 (mara obparenus: 25.08.2020).

1-2 4 9bC

Poroxun, M. 1O. Ynpasienue nepcoHaaom:
100 BOpoCOB ¥ OTBETOB O CAMOM HAaCyIIHOM
B COBPEMEHHOM KaJIpoBOii paboTe
[DIIeKTpOHHBIN pecypc] | MPaKTHYECKOe
rmocodue / M. 1O. Poroxun. — Mocksa, 1-2 4 9BC
bepnun: lupexkr-Menua, 2014. — 176 ¢. —
Pexxum nocryna:
http://biblioclub.ru/index.php?page=book&id
=253717 (nara obparenus: 25.08.2020).

TpynoBoii konekc Poccuiickoit dexneparuu
[DnexkTpoHHBIN pecypc] : odwui. TEKCT OT
30.12.2001 N 197-®3 (pen. ot 03.07.2016, ¢
U3M. U J0m., Bcrym. B cuiy ¢ 03.10.2016) //
Koncynsrantlntoc. — Pexxum nocryna:
http://www.consultant.ru/cons/cgi/online.cqi?r
eq=doc;base=LAW; n=200979#0, cBoOOaHEII
(mata oopamenus: 25.08.2020).

1-2 4 OP

5.3. ba3bl 1aHHBIX, HHGOPMALMOHHO-CIIPABOYHbIE M MOMCKOBbIE CHCTEMbI:

1. BOOK.ru [OnexTpoHHBbIi pecypc] : a1ekTpoHHas 6nbanoTeka. — JIocTyn K HOJIHBIM TEKCTaM I10
napoJtio. — Pesxum moctyma: http://www.book.ru (nata odpamienus: 25.08.2020).

2. Moodle [DnekTponHbIit pecype] : cpena TUCTaHIMOHHOTO 00yueHus / Ps3. roc. yH-T. — Psi3anb,
[b.r.]. — Hoctyn, nocne peructpauuu u3 cetu PI'Y umenu C. A. Ecenuna, u3 mo0Ooi TOYKH,
umetonielr noctyn k MaTtepHery. — Pexxum moctymna: http://e-learn2.rsu. edu.ru/moodle? (mara
obpamienus: 25.08.2020).

3. KubOepJlennnka [DnekTpoHHBIH pecypc] @ HaydHas SJIEKTpOHHas OuOnMoTeka. — Pexum
noctyna: http://cyberleninka.ru, cBoboanslii (1ata oopammenus: 25.08.2020).
4. Koucynprantllmroc [DnekTpoHHbId pecypc] : odunumaneHblii caiiT. — Pexum mgocryna:

http://www.consultant.ru, ceo6oausIii (1ata ooparmenus: 25.08.2020).

5. Hayunas 6uGmuoreka PI'Y mmenu C. A. Ecenuna [DnexTpoHHBIH pecypc] : caiiT. — Pexxum
nocryma: http:/library.rsu.edu.ru, ceo6oansIi (nata oopamenus: 25.08.2020).

6. Tpyasl mpernonaBaTeneil [DnekTpoHHBIH pecypc] : Kosekuus // DaexTpoHHas OHOIMOTEKa
Hayunoii 6ubnuorexu PI'Y umenu C. A. Ecernna. — JIocTym K MOJHBIM TEKCTaM IO MAPOJTIO. —
Pexxum moctyma: http://dspace.rsu.edu.ru/ xmlui/handle/123456789/3 (mara oOpaieHus:
25.08.2020).

7. Yuusepcuterckas 6ubnuoreka ONLINE [DnexktpoHHBII pecypc] : aneKTpoHHas 6ubimoreka. —
Hoctyn K MTOJTHBIM TEKCTaM o MapoJTIo. - Pexum JOCTyTA!
http://biblioclub.ru/index.php?page=main_ub_red (nata oopamenus: 25.08.2020).

8. DOmnextponnsiit katagor Hb PI'Y umenn C. A. Ecennna [DnekTpoHHBIN pecype] : 6a3a JaHHBIX
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COJICPKHUT CBEJCHMS O BCEX BUAAX JUTepaTypbl, nocrynatomux B Goua Hb PI'Y umenu C.A.
Ecenuna. — Ps3anb, [1990 - ]. — Peskum mgocryma: http://library.rsu.edu.ru/marc, cBo6oaHbIi
(mata oopamenus: 25.08.2020).

9. IOpaiit [DnexTpoHHBIA pecypc] : dnekTpoHHas OmOnmoreka. — JIOCTyn K MOJTHBIM TEKCTaM IO
napoJito. — Pexxum poctyna: https://www.biblio-online.ru (mata oopamienus: 25.08.2020).

5.4. Ilepeuennb pecypcoB HH(OPMALMOHHO-TEJEKOMMYHUKANUOHHON CeTH
«HTEpHET», HEOOXOAMMBIX /Il OCBOCHUS IUCHMILIMHBI:

1. Delo-ved.ru. Bce o aenmonpousBojicTBe [DICKTpOHHBIH pecypc] : caiit. — Pexum mocryna:
http://delo-ved.ru, ceobGoausIii (1aTa oopamenwus: 25.08.2020).
2. OOpasupl W IIa0JIOHBI JOKYMEHTOB [DIeKTpoHHBIH pecypc] : cait. — Pexum pgoctyna:

http://working-papers.ru, ceoboansiii (1ara ooparenus: 25.08.2020)

DHIUKIIONEIUS JEIONPOU3BOCTBA [ DIIeKTpOoHHBIH pecypc] / LleHTp KOMITETEeHIIMHU IO BOIIPOcaM
JOKYMEHTAI[MOHHOTO  OOecleueHusl YIpaBlieHHWs MW apXWBHOro Jena. — Pexum poctyna:
http://www.edou.ru/enc/vvedenie.php, ceo6oansiii (1ata oopamenus: 25.08.2020).

6. MATEPUAJIBHO-TEXHUYECKOE OBECHHEYEHUE YYEFHOHN
AN CIUIIJINHBI

6.1. TpeOoBanusi kK ayauropusim (IOMeLIEHUSIM, MeCTaM) /JIsl NPOBeJIeHUS
3aHATHH:

JIEKIMOHHBIE ayJIUTOPUU, OCHAILCHHBIC BUICOMPOCKIIMOHHBIM O0OpPYIOBaHUEM,
CpeACTBaMM 3BYKOBOCIPOU3BEICHUS M 3KpaHOM, 00OpyJO0BaHHbIC y4eOHOU MeOeIblo;
OoubnuoTeka, uMeromas ydeOHble MecTa ISl CTYJIEHTOB, OCHAICHHBbIE KOMITbIOTEPHOU
TEXHUKON C JOCTYyNnmoM K 0a3am JaHHBIX U ceTH VHTepHEeT; KOMIbIOTEPHBINA Kiacc,
MYJIbTUMEIUNHBIN KYpC JICKLIHM.

6.2. TpeGoBanusi Kk 000pyAOBaHMI0 padoYMX MeCT IMpenogaBarTeasi M
00y4aroImMXxcs:

BupaeonpoekTop, HOyTOYK, MEPEHOCHOM 3KpaH. B KOMIIBIOTEPHOM KJ1ACCE JTOJKHBI
ObITh ycTaHoBleHbI cpeacTBa MS Office nnu ananornyssie.

6.3. TpeOoBaHMA K CIEHUAJIN3ZUPOBAHHOMY 000PYA0BAHMIO: OTCYTCTBYET.

7. OBPA3OBATEJIBHBIE TEXHOJIOT'MH
(3anmosHsieTcs ToabKo Ang cranaapra @1 OC BIIO)

8. METOJAMYECKUE VYKA3ZAHUS JUISI OBYYAIOIIUXCS MO
OCBOEHMUIO TUCHUTIUHBI

Buj yueOHbBIX 3aHATHH Opranusanms 1eATeJJbHOCTH CTY/ACHTA

Jlekus Hanucanne koHCHEKTa JEKIM: KpPaTKO, CXEMAaTU4YHO, IOCIEI0BATEIHHO
(¢uKcUpOBaTh  OCHOBHBIC  TOJIOKEHHS,  BBIBOJABI,  (POPMYIUPOBKH,
000O0IICHHS;, TOMEYaTh Ba)XXKHBIC MBICIH, BBIJENATH KIFOUEBBIE CJIOBA,
TepMHUHBI. KOHCTIEKT JEKIUU JTy4Ille MOAPA3IeNsITh Ha MYHKTHI, maparpadsl,
coOmroiass KpacHyH CTpoOKy. [IpuHIHMMNUanbHBIE MECTa, OIpEAcIICHHUS,
dbopMynbl U Apyroe cleayeT CONMPOBOXKIATh 3aMEUYaHUSIMU «BAKHO,
«0Cc000 BaXXHOY», «XOPOMIO 3allOMHUTH» W T.I. MOXHO JaelaTh 3TO U C



http://library.rsu.edu.ru/marc/
https://www.biblio-online.ru/
http://delo-ved.ru/
http://working-papers.ru/
http://www.edou.ru/enc/vvedenie.php

MOMOUIBI0 PAa3HOIBETHBIX MapKepoB WM pydek. OO0O03HAUUTH BOMPOCHI,
TEPMUHBI, MaTepuaj, KOTOPBHIM BBI3BIBAET TPYAHOCTH, MOMETUTH U
MOMBITATBCS HAWTH OTBET B peKkoMeHayemoil mjutepatype. Ecnu
CaMOCTOSITENIPHO HE YyJaeTrcs pa3o0parbCsi B MaTepuale, HE0OXO0IuMO
chopMyIupoBaTh BONPOC U 3aJaTh IMPENoJaBaTelll0 Ha KOHCYJIbTAlluU, Ha
IIPAKTUYECKOM 3aHSATHH.

[pakTHueckue 3aHsATUS
(ceMuHap)

IlonroToBka K KakIOMy IPAaKTHUYECKOMY 3aHATUIO JOJDKHA HayaTbCs C
O3HAaKOMJIEHHSI C IUIAHOM CEMMHAPCKOTO 3aHATHUS, KOTOPBIA OTpakaer
COJiepKaHUE MPEUIOKEHHOW TeMbl. TmiareabHOe NPOAYMbIBaHME U
M3yYeHHE BOIPOCOB IUIaHA OCHOBBIBAECTCS Ha NPOpPabOTKE TEKYIIEro
MaTepuaia JIeKLIUU, a 3aTeM HU3Yy4eHUs 005A3aTeIbHOW U JIOMOJIHUTEIIBHON
JUTEPATYPBl, PEKOMEHJIOBaHHYK0 K JaHHOM Teme. Ha  ocHoBe
UHAWBUJYAIbHBIX MPEJIOYTEHUN CTYAEHTY MOXHO CaMOCTOSTEIIBHO
BbIOpaTh TeMy JOKIaJa IO MpoOiieMe CeMUHapa W IO BO3MOXKHOCTHU
MOJIrOTOBUTh IO HEMY Ipe3eHTaluio. Ecny nperycMOTpeHO BBINOJIHEHHUE
MPAKTUYECKOTO 3aJaHus, TO €ro HeOOXOIMMO BBHIOJHUTH C YYETOM
[PEUI0KEHHONH MHCTPYKLUH (YCTHO WJINM MUCbMEHHO).

[Ipu nOArOTOBKM K CEMUHAPCKUM 3aHSTHUSM, HEOOXOIUMO 00OpaTUTh 0co00e
BHUMaHME Ha CAaMOCTOSITEIbHOE H3YyYeHHE PEKOMEHIOBAaHHON y4yeOHo-
METOJINYECKOM (a TaKkKe Hay4YHOU U MOMYJISIPHO ) TUTEPATYPBHI.
KoHcnektupoBanue HCTOYHMKOB. PaboTa ¢  KOHCIIEKTOM — JICKLMH,
MOATOTOBKA  OTBETOB K  KOHTPOJBHBIM  BOIpOCaM,  MPOCMOTP
pEeKOMEHAYeMOM JuTepaTypbl, pabora ¢ TEeKCTOM (yKa3aTb TEKCT U3
HMCTOYHHUKA U Jp.), MPOCIYIIUBAHUE ayJu0- U BUJCO3AMKCEN 1O 3aJlaHHOM
TEME U JIp.

NuauBunyanbHbIe
3aaHus (3ammra /
MIPE3CHTALINS
BBITIOJTHEHHON PabOoThI)

Tema nokmnana (3agaHust) JOJDKHA COOTBETCTBOBATh TEME YU€OHOTO 3aHTHS.
Marepuanbsl Npu €ro MNOATOTOBKE, NOJDKHBI OBITh yKa3aHbl B JIOKJIAJE.
HeoOxonumMo cobOmonaTe periamMeHT, OrOBOPEHHBIM MpH  MOJIYyYeHHH
3agaHus.  MumocTpaumu  JOMDKHBI  OBITH  IOCTaTOYHBIMH, HO  HE
ype3MepHbIMHA.  Jls  TOATOTOBKM  TMPE3EHTAMH  PEKOMEHIYEeTCS
ucnonb3oBate: Microsoft PowerPoint. Yerko chopmynupoBars 1eib
npe3eHTarmn. OnpeaenuTs KI0YeBble MOMEHTHI B COJIEPYKAHUH TEKCTa U
BbIIENUTh MX. PaboTa cTyneHTa HaJ JOKJIAIOM-Tpe3eHTalMel BKIIOYaeT
0TpabaTKy YMEHHUs CaMOCTOSTEILHO 00001IaTh MaTEPHAIT U JIeNIaTh BBIBOJIBI
B 3aK/IIOYEHHM, YMEHHUS OpUEHTHPOBAThCS B MaTepualle M OTBe4YaTh Ha
JIOTIOJTHUTEJIBHBIE BOIIPOCHI CIyIIaTesnel, oTpaboTKy HaBBIKOB OpaTOPCTBA,
YMEHUS IPOBOANUTH AUCHYT.

[Touck nurepaTypsl U cocTaBiieHue 6udIMOrpaduu, UCIoIb30BaHKUE OT 3 110
5 HaydHBIX pa0oT, M3JI0’)KEHHE MHEHHUS aBTOPOB U CBOETO CYXJICHHs IO

Pedepar BBIODAHHOMY BOTIPOCY; H3JIOKEHHWE OCHOBHBIX aCIEKTOB MPOOJIEMEI.
(O3HAaKOMUTKCS CO CTPYKTYpOil 1 oopMIeHreEM pedepara.
Konnoksuym PaGota ¢ KOHCHEKTOM JIEKIIMH, TOATOTOBKA OTBETOB K KOHTPOJIHHBIM

BOIIPOCAM M JIp.

IloaroroBka K 3K3 aMCHY

[Ipu noaroToBKe K 3K3aMeHy HEOOXOAMMO OPUEHTUPOBATHCS HAa KOHCIEKTHI
JEKIUH, pEKOMEHAYEMYIO JIUTEpATypy U Ap. I'0TOBSICH K SK3aMEHY, CTYAEHT
JUKBUIMPYET  HUMeloIMecs  mpoOesnbl B 3HAHMAX,  yIIYOJIsierT,
CUCTEMATU3HPYET U YIOPSIOYNBAET CBOU 3HAHUSI.

9. INEPEYEHDb NHO®OPMAIIMOHHBIX TEXHOJIOT'UH,
HUCITIOJIB3YEMBIX 1P OCYHECTBIEHUU OBPA3OBATEJBHOI'O
MPOLECCA IO JUCHUIIJIMHE, Brirovas nepeyeHb NpOrpaMMHOTO 00ECTICUSHHUSI




¥ MTHPOPMAIIMOHHBIX CIIPABOYHBIX CUCTEM:

® YTCHUE JICKIIUH C UCIIOJIb30BaHUE CITal/I-IPe3eHTAIN, IpaduuecKuX 00BEKTOB, BUICO- Ay IHO-
MartepuaioB (depe3 MaTepHer);

® pACIPOCTPAHECHHME JOMAIIHEr0 3aJaHus, €ro IPOBEPKAa M KOHCYJIbTUPOBAHUE IIOCPEICTBOM
ANEKTPOHHOMU MOYTHI;

e - IpUMEHEHHE CPEICTB MyJIbTUMEMA B 00pa3oBaTeIbHOM Mpolecce (Ipe3eHTaIlH, BUIEO);

® - KOHCYJIbTUPOBAHUS 00YYAIOIIUXCS U MHTEPAKTUBHOE 00IIeHUE B JIF000€ BpeMs U B JII000H
TOYKE MTPOCTPAHCTBA MOcpecTBOM cet MHTepHeT (coricets «BKonTakTey).

10. TPEBOBAHUS K TIPOTPAMMHOMY OBECTIEYEHUIO YYEBHOT'O
[TIPOLIECCA

Ha6op I1O B KOMIIBIOTEPHBIX KJIaccax
Hazpanue [10 Ne nuniensun
Omneparmonnas cucrema Windows Professional 7 | norosop NeTr000043844 ot 22.09.15r
Awnrtusupyc Kaspersky Endpoint Security Jorosop Ne 14-3K-2020 ot 06.07.2020r.
Oducuoe npunoxenue LibreOffice cB0001HO pacmpoctpansemoe [10
ApxwuBarop 7-zip cB00OTHO pactpoctpansiemoe [10
bpaysep nm3o6paxxenuii FastStonelmageViewer cB00OIHO pacnpoctpansemoe [10
PDF punep FoxitReader cB000HO pacnpoctpansemoe [10
Menua npourpsiBatens VLC media player cB00OTHO pacnpoctpansemoe [10
3anuck quckos ImageBurn cB000IHO pacnpocTpansemoe [10
DJVU 6paysep DjVu Browser Plug-in cB00OTHO pacmpoctpansiemoe [10
Ha6op 110 nyist kageapanbHbIX HOYTOYKOB
Antusupyc Kaspersky Endpoint Security Jorosop Ne 14-3K-2020 ot 06.07.2020r.
Oducnoe npunoxenue LibreOffice cB000IHO pacnpocTpansemoe [10
Apxwuarop 7-zZip cB00O0HO pactmpocTpansemoe [10
bpaysep n300pakeHuH cB0OOHO pacnpocTpansemoe [10
FastStonelmageViewer

PDF punep FoxitReader

cB0001HO pacnpocTpansiemoe [10

Memua npourpsiBatens VLC media player

cB00OTHO pacnpocTpansemoe [10

3anuchk quckoB ImageBurn

cB0001HO pacnpocTpansiemoe [10

DJVU 6paysep DjVu Browser Plug-in

cB00OTHO pacnipocTpansemoe [10

[lpu peanuzanuy AUCHUIUIMHBI C TNPUMEHEHHEM (YaCTHUYHBIM TMPUMEHEHHEM)
JMICTAaHIIMOHHBIX 00pa30BaTENIbHBIX TEXHOJOTUH HCHOIB3YIOTCS: BeOWHapHas Iardopma
Zoom (moroBop 6/ ot 10.10.2020r.); cuctema snexkTporHoro odyuenus Moodle (cBo6oHO
pacmnpoctpansemoe [10)



HHPUJIO’KEHHUE 1

CDOH,ZI OOCHOYHBIX CPCACTB IJIA ITPOBCACHUSA HpOMC)KYTO‘IHOﬁ aTTcCTalnu 06yqa10m14x051
10 AN CHUIIJINHC «I[OKYMGHT&HI/IOHHOC obecricueHue YIIpaBJICHUA IICPCOHAIIOM)»

Ilacnopm ¢ponoa ouenounvix cpedcme no OUCUUNIUHE O NPOMENHCYMOUHO20 KOHMPOTIA
ycnesaemocmu

Ne TI/TI

KonTponupyemsble paznens

Koa xonTponupyemoi

HaumenoBanue

JUCIIUTLITHHBI KOMIIETCHIIMH OIIEHOYHOT'O CPEJICTBA
1. JIOKyMEHTHPOBAHKE ¥ OpPraHU3aLKs

paboTsI ¢ TOKyMEHTAMU [K-11, TK-13 IK3aMeH
2. €JIONPOM3BOJICTBO B YIIPABICHUM

A1CTONPOUSBOICTEO B yIIp IK-12, TIK-13

HEPCOHAIOM




TPEBOBAHUS K PE3YJIbTATAM OBYYEHUSI 11O YYEBHOM

JTUCLHUNJIUHE
HNunexc Coneprxanue JIEMEHTEI KOMIIETEHIINU HNunexc
KOMIIETEH KOMITETCHIIH 3JeMEeHTa
02078
[IK-11 | BnageHue HaBBIKAMU | 3HATH:
pa3paboTKu -OCHOBBI pa3pa0OTKW, BHEAPCHUS M HW3MCHEHUS IK-11 31
OpraHU3allMOHHOMW ¥ | IITAaTHOTO PaCIUCAHUS
(hyHKIIMOHATIBHO- -JIOKaJIbHbIE ~HOPMATUBHO-TIPABOBBIE ~ AKTHI IO IK-11 32
IITAaTHOM CTPYKTYpBI, | OpraHu3aluu TpyJa Ha MPeanpUsTUN
pa3paboTKu -TpeboBaHusA K  O(QOPMIICHHIO  O(HUITMATBHBIX ITK-11 33
JIOKaJIbHBIX JIOKYMEHTOB, PErJIAMEHTUPYIOUIUX OpraHU3aIuio
HOPMAaTUBHBIX aKTOB, | TpyAa
Kacaroluxcs Ywmerts:
OpraHM3alMi  TpyJAa | -OPHEHTHPOBATHCS B CHUCTEME 3aKOHOAATEIbCTBA W [IK-11 V1
(mpaBumia HOPMATHBHBIX MPABOBBIX AKTOB, PErJIaMEHTUPYIOLIUX
BHYTPEHHETO OpraHH3alNIo TpyJa
TPYIOBOTO -IIpUHUMATh ydacTUE B pa3paboTKe Mporpamm K-11 V2
pacropsiixa, OpraHU3aIlMOHHBIX MU3MEHEHHM B 4YacTH BOIPOCOB
TOJIOKCHIUE 06 | ynpaBieHus MEePCOHATIOM u OILICHUBATh
oTImyckax, nojoxenne | XPPEKTHBHOCTD HX OCYIIECCTBICHNUS;
0 KOMaH/IUPOBKaX) -yMeTh JIOKYMEHTaIbHO O(GOPMISATH U MPABHILHO K-11 V3
paccTaBIsATh PEKBUBHTHI Ha JIOKaJIbHBIX
HOPMATUBHBIX aKTaX, KacaloIIUXCS OpraHU3aluu
Tpy/la IepcoHasa
Bianers:
-HaBbIKAMU  pa3pabOTKU  OpPraHU3AIMOHHOW U [IK-11 B1
(GYHKIIMOHATBHO-IIITATHON CTPYKTYPHI
-HaBbIKAMU  aHaJIW3a  OPTraHM3allMOHHOWM U IK-11 B2
(GYHKIIMOHATBHO-IITATHON  CTPYKTYPBI,  OLIEHKH
JIOKaJbHO-HOPMATUBHBIX ~ aKTOB TI0  BOIpOCaM

OpraHu3aluy TpyAaa.




[IK-12 | 3HaHue OCHOB | 3HATh:
pa3paboTku U | -OCHOBBI pa3pabOTKM M BHEAPEHUS KagpOBOW U [IK-12 31
BHEJIPEHUsI KaJpPOBOM | yIPaBIEHYECKON TOKYMEHTALIMH
u YIIPaBIIEHYECKOH | -CIOCOOBI  ONTUMU3AIMHM  JOKYMEHTOO0OpOTa U [K-12 32
JOKYMEHTALUH, cxeM (YHKIIMOHAJIbHBIX B3aMMOCBSA3ECH Mexay
ONTUMU3ALUU MoApa3ieCHUSIMHU
JIOKYMEHTOO0OpOTa U | -OCHOBBI Pa3paOOTKH H BHEAPEHUS IPOLEIYp IK-12 33
CXEM peryJaupoBaHusi  TPYAOBBIX  OTHOIICHUH U
(GyHKIIMOHATIBHBIX CONPOBOXAAKOLIEH JOKYMEHTAIIUU
B3aUMOCBA3EH MEXAY | YMETh:
MOJIpa3IeICHUSIMH, -COCTaBJISATh U BHEJAPSATHh TUIOBYK) MHCTPYKIIUIO MO I[IK-12 V1
OCHOB DPa3pabOTKH W | JOKYMEHTAIIHOHHOMY OOECHEeUeHHIO YIpPaBICHUS
BHEJIPEHUsI MPOLENYp | IEPCOHAIOM B OpraHU3alun
peryJmpoBaHus -IIPaBUJIBHO oopMIATh u HCIOJIb30BAThH [IK-12 V2
TPYZIOBBIX OTHOILLIECHUN | PEKBU3UTHI B JOKYMEHTAX M0 OCHOBHBIM KaJpOBbIM
U COINPOBOXAAIOIIEH | IpoLexypam
JOKYMEHTaluu -BHOCUTh  palMOHAJbHbIE  MPEMIOKEHUS  T0 TIK-12 V3
ONTUMM3ALMU  JIOKYMEHTOO0OpOTa U CXEM
(YHKIIMOHATTBHBIX B3aUMOCBsI3el MEXy
Mo/Apa3ieICHUIMU
Bianers:
- HaBBIKAMHM  pealu3alMu  3a7]a4  CIIYKObI T1IK-12 B1
JIOKYMEHTAIlMOHHOT'O OOECIEUYEeHUN YIPaBICHUS U
JPYrUX CTPYKTYPHBIX MOJpa3IeieHUI B CO3JaHUU
JOKYMEHTAallMOHHOM  0a3pl  OpraHuszalud H
IBWKEHUS BXOIAIIEH/UCXOqAIIeit/
BHYTPEHHEH TOKYMEHTAIIUH
-HaBBIKAMH ohopmIIeHUSI COIPOBOKIAIOIICH [IK-12 B2
JAOKYMCHTAIIUU Pa3JIMIHbIX KaJIPOBBIX IPOLECAYP
- HaBBIKAMH ONTUMH3AIMH JIOKYMEHTOOOOpOoTa U I1K-12 B3
cxeM (YHKIIMOHAJIbHBIX B3aMMOCBSA3EH MeEXIy
1oJipa3iesIeHusIMU
I1K-13 | ymenue BECTH | 3HATH:
KaJpoBOE -OCHOBBI KaJIpOBOM CTaTUCTUKH IK-11 31
JIeTIOTIPOU3BOACTBO M | -  OpPraHU3alUIl0  JOKYMEHTO0OOpOTa:  IpueM, IK-11 32
OpraHU30BBIBATH 00paboTKy, perucrpanmio, KOHTPOJIb, XpaHEHHE
apXMBHOE€  XpaHEHHWE | JOKYMEHTOB, HOMEHKIATYPY Jel
KaJIpOBBIX -OpPraHU3alHOHHO-TIPABOBBIE OCHOBBI 3AIIUTHI MK-11 33
JOKYMEHTOB B | IEPCOHAIBHBIX JAHHBIX
COOTBETCTBUH C | COTPYJIHUKOB
JEACTBYIOIIUMH YmeTs:
HOPMAaTHBHO- -BECTHU KaJpoBOE JIETTOTTPOU3BOJICTBO Hu TIK-13 V1
MPaBOBBIMU  aKTaMH, | OPraHU30BBIBaTh APXUBHOE XPAHEHUE KaJpPOBBIX
3HaHUE OCHOB | JOKyMEHTOB B COOTBETCTBHHM C JAEHCTBYIOLUIUMU
KaJIpOBOI CTaTUCTHKH, | HOPMATUBHO-IIPABOBBIMH aKTaMU
BJIQJICHUE HaBbIKaMU | - OO0ECNeYuTh 3aIIUTy [EPCOHAJIBHBIX JIAHHBIX [IK-13 V2
COCTaBJICHUS COTPYAHHUKOB
KaJIpOBOM OTYETHOCTH, | - (PUKCHUpPOBATh MOKa3aTeIu KaJpOBOIO COCTaBa B [IK-13 V3
a TakKe HaBBIKAMM | OTYETHOCTH JUIS COCTaBJIEHUS CTATUCTUYECKUX
03HAaKOMJICHHUS JTAHHBIX
COTPYJHUKOB Braners:
OpTraHu3alnu C | ~-HaBbIKAMU COCTABJICHUS KaJPOBOU OTYETHOCTH T1IK-13 B1




KaJIpOBOMI -HaBBIKAMH 03HAaKOMJICHHUSA COTPYIHHUKOB
JOKyMEHTaluen U | OpraHM3aluu C KaJpoBOM JOKYMEHTALlUEHn W
JNEUCTBYIOIUMU JEUCTBYIOIIMMHU  JIOKAJIBHBIMM ~ HOPMaTUBHBIMU
JIOKaJIbHBIMHU aKTamMu

HOPMAaTUBHBIMU - HaBbIKAMHU Yy4YeTa KaJpoB, BEICHUA U XPaHCHHUS
aKTaMH, YMEHUE | TPYIOBBIX KHUKEK.

obecrneynTs  3aluTy

IIEPCOHAIIBHBIX

JAHHBIX COTPYIHHUKOB

[1K-13 B2

ITIK-13 B3

KOMILIEKT OHEHOYHBIX CPEJCTB IS IPOMEXYTOYHOM ATTECTAIIUHA

(OK3AMEH)
No ConeprkaHue OlEHOYHOTO CPEJICTBA HNupexc oueHnBaeMoi
KOMIIETEHIIMH U €€ DIIEMEHTOB
Bonpocs! sx3ameHa
1. |llonstne W Ha3HAYeHUE JOKyMeHTanumoHHOro obecneuenus | [IK-13 31,32, V1, V3

YIIpaBJICHHUS IICPCOHATIOM

2. HopmaTtuBHo-meTonnueckne  ocHOBBI  gokymeHTanmonHoro | [1K-13 31, 32, V1, V3
o0ecrnieueHurs ynpaBIeHUs EPCOHATIOM.
3. Opranu3zaiioHHbIE OCHOBBI JOKyMeHTanmoHHoro obecneuenus | [1K-13 31,32, V1, V3
yIpaBJICHHS MIEPCOHATIOM

4. | Ilonsarue nokymenta. CiocoObl JOKYMEHTUPOBAHMSL. I1K-13 31,32, V1, V3

5. | Knaccudukauusi 1TOKyMEeHTOB. [IK-12 31, 32, V1, V3;
IK-13 31, 32, V1, Y3, IIK-12
Bl

6. Cucrembl JOKyMEHTAIUH. IIK-12 31, 32, V1, V3;
IK-13 31, 32, V1, Y3, IIK-12
B1, B2, B3

7. | CTpyKTypa U cojiepsKaHue yIpaBIeHYECKOI0 TOKYMEHTA. IT1K-13 31,32, V1, V3

8. | IlpaBuna opopmieHUs: JOKYMEHTOB. I1K-13 31, 32, V1, V3, 1IK-12
B1, B3

9. | byiaHku JOKYMEHTOB U UX o(popMIIeHHE. IT1K-13 31,32, V1, V3

10. | JTokyMeHTOOOOPOT M €r0 COCTABIISIONIHE. IIK-13 31, 32, V1, V3

11. | Pabora c BXOASIIMMU JOKYMEHTAMH. IIK-13 31, 32, V1, V3

12. | Pabora ¢ HCXOISIUMU TOKYMCHTAMH. IIK-13 31, 32, V1, V3

13. | Pabora c BHyTpeHHUMH JOKYMEHTaMHU. IK-13 31, 32, V1, Y3, IIK-12
B1, B2

14. | Homenknarypa nein. IIK-13 31, 32, V1, V3

15. | ®opmupoBanue 1 opopmIICHHE Jedl. I1K-13 31,32, V1, V3

16. | OnepaTuBHOE XpaHEHUE JIEL. IIK-13 31,32, V1, V3

17. | TlonroroBka Aen K nepegave B apXuB. IIK-13 31, 32, V1, V3

18. | ApxuBHOE XpaHECHHE JICIT. IIK-12 31, 32, V1, V3;
IMK-13 31,32, V1, V3

19. | INoHsTHE M Ha3HAYCHHUE KAIPOBOTO JICTONPOU3BOJICTBA. IIK-12 31, 32, V1, V3;
IMK-13 31,32, V1, V3

20. | CocraB 1 BHJIBI KQJPOBOM JJOKYMEHTAIHH. IIK-12 31, 32, V1, V3;
IK-13 31, 32, V1, Y3, IIK-12
B1, B2

21. | YaudumupoBanabie GOpMBI KaJpOBOW JOKYMEHTAIHH I1K-12 31, 32, V1, V3;

ITK-13 31, 32, V1, V3




22.

TpebGoBanus K 0pOPMIIEHUIO KaAPOBON JOKYMECHTAIIMH.
[Ipyuianue JOKyMEHTaM IOpUIAYECKON CUJIIbI

IK-11 32, 33, VI, V2, V3;
I1K-12 31, 32

23. | TlonsTHe M cocTaB OPraHU3aIMOHHO-TIPABOBOM KaIPOBOM IIK-11 32, 33, V1, V2, V3,
JIOKYMEHTalUU I1K-12 31, 32
24. | TlpaBwia BHYTPEHHETO TPYIOBOTO paclopsiIKa IK-11 32, 33, V1, V2, V3;
ITK-12 31, 32, TIK-13 B2
25. | llltaTHOE pacmnucaHue IIK-11 31, Y3, I1K-12 33
26. | TlomoxkeHHe O CTPYKTYPHOM TOJIpa3IeICHUS IK-11 31, V3, TIK-12 33
27. | NomKHOCTHAS HHCTPYKITUS IIK-12 31, 32, V1, V3, IIK-13
B2
28. | I'paduk oTITyCKOB IIK-12 31, 32, V1, Y3, IIK-13
B2
29. | TlonsTHE M COCTaB MEPCOHATBHOM TOKYMEHTAIIUH. IIK-12 33, V2
30. | IlonoxeHne o0 NepCOHANBHBIX JaHHBIX paOOTHUKOB. I1K-12 33, V2
31. | Ha3nauenue u copepkanue TpyIAOBON KHUKKH. IIK-12 31, 32, V1, V3;
ITK-13 31,32, V1, VY3
32. | Benenue TpynoBOil KHUKKH. IIK-12 31, 32, V1, ¥3; IIK-12
B1, B2
I1K-13 31,32, V1, VY3
33. | Yuer, XxpaHeHHUe ¥ BbIJa4a TPYAOBBIX KHIKEK. IIK-12 31, 32, V1, V3;
I1K-13 31,32, V1, VY3
34. | TlonsiTHe 1 COCTaB JOTOBOPHOM KaJpPOBOW JOKYMEHTAIUH. I1K-12 31,32, V1, V3
35. | IlonsiTHe U coaepKaHue TPYJOBOTO JIOTOBOPA. I1K-12 31,32, V1, V3
36. | 3akmroueHne U oOpMIICHHE TPYAOBOTO I0TOBOPA. I1K-12 31,32, V1, V3
37. | TlonsiTHE U COCTAB paCHOPSAIUTEILHON KaJPOBOU IK-12 31, 32, V1, Y3, IIK-12
JIOKYMEHTalUH. B1, B3, IIK-13 B2
38. | OdopmiieHre MPUKA30B MO JHYHOMY COCTaBY. IK-12 31, 32, V1, V3;
IK-13 31, 32, V1, V3 IIK-12
B1,B3
39. | YauduuupoBaHHbsie GOpMbI IPUKA30B MO TUMYHOMY COCTaBY. I1K-12 31, 32, V1, V3, 1IK-13
B3
40. | TlonsaTre U cocTaB YYETHON KaapOBOM TIOKYMEHTAIIUH. IK-12 31, 32, V1, Y3, IIK-13
B3
41. | Jlmunas kapTOouka paOOTHHKA. IIK-12 31, 32, V1, V3, IIK-13
y2
42. | Jlnanoe aeno pabOTHUKA. IIK-12 31, 32, V1, V3;
I1K-13 31, 32, V1, V3, T1IK-13
y2
43. | JlokyMeHTalMoHHOe 0(hopMIIeHUE TTOOLIPEHUI U B3bICKAaHUN I1K-12 31, 32, V1, ¥3; 1IK-12
B1, B3, I1K-13 31, 32, V1, V3,
I1K-13 B2, TIK-13 B3
44. | CucremMa perucTpauy 1 KOHTPOJIS UCTIOTHEHUS TOKYMEHTOB IK-12 31, 32, V1, V3;
IT1K-13 31,32, V1, VY3
45. | OCHOBHBIE 1IeTTM KOHTPOJIS 32 UCTIOJTHEHHUEM JOKYMEHTOB 10 IIK-12 31, 32, V1, V3;
KaJpam, IOPsII0K €ro MPOBEICHUS IK-13 31, 32, V1, Y3, IIK-13
B3
46. | JlokyMeHTBHI, ojsIealime aHanu3y npu oroope cnenuanucros B | [1K-12 31, 32, V1, V3;
pe3epB PYKOBOSIINX KaIPOB IK-13 31, 32, V1, ¥3, TIK-13
VY2
47. | JIoKyMeHTBI, ciiyXalllie OCHOBaHHEeM JUIsl mpuka3oB no jquyHomy | [1K-12 31,32, V1, V3;




COCTaBy I1K-13 31, 32, V1, V3, IIK-13
y2

48. | OcHoBHble (yHKIIMU CcayKObl 10 mombopy u ympasienuto | [1K-12 31,32, V1, V3;
MEepCOHAJIOM B oOpranu3auMu u ux JgokymeHtanuonnoe | [1K-13 31,32, V1, V3

oopmIieHHE
49. | OdopmiieHre CTPYKTYPHI M IITATHOW YHCICHHOCTH I1K-12 31, 32, V1, V3;
I1K-13 31, 32, V1, V3, IIK-13
B1, ITK-13 B3
50. | OcHoBHBIE JOKyMEHTHI, HeoOXxomumble s mpoeaeHus u | [1K-12 31,32, V1, V3;
odopmIIeHUS Pe3yabTAaTOB aTTECTAIMHA PAOOTHIUKOB IK-13 31, 32, V1, V3, T1IK-13
B1, IIK-13 B3

ITOKA3ATEJIN Y KPUTEPUM OIJTEHMBAHM S KOMITETEHIH
(IIxane! oreHUBaHWUS)

Pe3ynpTaThl BBINOJHEHU O0Y4YalOIIMMCS 3alaHU Ha HK3aMEHE OLICHUBAIOTCS 10
nATHOAIIILHOM IIKAJIE.

B ocHOBe oOneHMBAaHMSA JE€XAT KPUTEPUH IOPOTOBOTO M MOBBIMIEHHOTO YPOBHS
XapaKTEPUCTHUK KOMIETEHIIM WM HX COCTAaBJISIOIIMX dYacTeil, (opMHpyeMbIX Ha
y4€OHBIX 3aHATHSIX MO JUCHUILIMHE JlOKyMEHTauMOHHOE OOecleueHue YIpaBiIeHUs
nepconanom (Tabnuma 2.5 Paboueit mporpaMMbl JUCITUTUIMHBI)

«OT1iM4HO» (5) — OLIEHKA COOTBETCTBYET ITOBBIIIEHHOMY YPOBHIO U BBICTaBIISETCS
oOydaroneMycs, €clidM OH IJIyOOKO M MPOYHO YCBOWJ MPOTrpaMMHBIA MaTepua,
VCUYEPIBIBAIOLIE, ITOCIEA0BATEIBHO, YETKO U JIOTUYECKH CTPOMHO €ro H3J1araer, yMeeT
TECHO YBSI3bIBaTh TEOPHIO C MPAKTUKON, CBOOOIHO CIIPaBISIETCS C 3a/ladaMH, BOIIPOCAMU
U JPYTMMM BUJAMU INPUMEHEHUs 3HAHUM, NPUYEM HE 3aTPYIHSAECTCA C OTBETOM IIpU
BUJIOU3MEHEHUH 3aJlaHUil, MCMHOJb3yeT B OTBETE MaTepual MOHOTpapuuecKon
JUTEPATYPBI, MPABUILHO 00OCHOBBIBAET MIPUHATOE PELICHUE, BIAJEET PAa3HOCTOPOHHUMU
HAaBBbIKAMHU U NIPUEMAaMU BBITTOJIHEHUS MPAKTUYECKHUX 3a4a4.

«Xopouio» (4) - OlleHKa COOTBETCTBYET MOBBIILICHHOMY YPOBHIO U BBICTABIISIETCA
oOyyarouiemMycsi, €CiIM OH TBEPAO 3HAET MaTepual, IPaMOTHO W IO CYLIECTBY H3JIaraer
€ro, He JIONYyCKas CYIIECTBEHHBIX HETOYHOCTEH B OTBETE HA BONIPOC WM BBINOJHEHUH
3alaHUM, TPaBUJIBHO TPUMEHSET TEOPETHUUECKUE TIOJIOKEHHS TPU  PELICHUU
IPAKTUYECKUX BOMPOCOB M 3ajay, BajJeeT HEOOXOIUMBIMU HABBIKAMU U MPUEMaMH HX
BBIITOJTHEHUS.

«YI0OBJIETBOPUTEIBHO» - OLEHKAa COOTBETCTBYET IIOPOTOBOMY YPOBHIO H
BBICTABJIAETCS 00yUalOIIEMYCsl, €CJIM OH UMEET 3HAHUS TOJIbKO OCHOBHOTO MaTepualia, HO
HE YCBOMJI €ro JeTalled, TONYCKAeT HETOYHOCTH, IEMOHCTPHUPYET HEAOCTATOYHO
npaBWIbHbIE  (OPMYJIUPOBKH, HApYUICHHs JIOTHUYECKOM TIOCJIEeI0BaTeIbHOCTH B
W3JIOKEHUH TPOTPaMMHOI0 MAaTE€pHalia, MCHBITHIBAET 3aTPYJHECHHS IPU BBIOJIHEHUHU
MPaKTUYECKUX padoT.

«HeynoBieTBOpuTEJIBbHO» (2) - OLIEHKA BBICTABIIAECTCS 00yYaromeMycsi, KOTOPbIN
HE JJOCTUTaeT MOPOroBOr0 YPOBHS, JEMOHCTPUPYET HEMIOHUMAaHHUE MPOOJIEMbI, HE 3HAET
3HAUYUTENLHON YacTW MPOrpaMMHOrO Marepuaia, JOMYCKaeT CYIIECTBEHHbIE OIIMOKH,
HEYBEPEHHO, C OOJBIIMMU 3aTPYTHEHUSIMHU BBIOIHSAET MPAKTUYECKUE PAOOTHI.
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1. Ieab ocBOeHUsI AMCHMUIIMHBI

[lensamMu oOcBOoeHHUS Yy4eOHOM JUCHUIUIMHBI «JlOKyMeHTalmoHHOe obecrneyeHue
yIpaBJjeHUs TIePCOHATIOM» SBIAIOTCA hopMUpOBaHUE MPOPECCHOHATBLHBIX KOMIICTCHITUN
B cootBercTBUM ¢ PI'OC BO, xomriuiekca 3HaHWM, YMEHUHW M HaBBIKOB B 00JacTH

OpraHu3alMi  JIOKYMEHTAllMOHHOTO  OOecre4yeHusi  ympaBJeHWs Ha  OCHOBE
palOHAIbHBIX, Hay4YHO-00OCHOBAaHHBIX MIPUHIIATIOB u METOJI0B €ro
COBEPIIICHCTBOBaHMS, (OPMHUPOBAHHE TPOTPECCHBHOTO TOAXOAAa K  PEIICHUIO

BOKHEUIITNX 337129 JOKYMECHTHUPOBAHHS BCEX CTOPOH yIMPABICHUECKON JACATEITHHOCTH.
2. Mecto nucuunimnbl B cTpykrype OITIOII
JlucrumuinHa OTHOCUTCS K BapuaTuBHOM yacTH bioka 1.
JucnumiuHa u3ydaetcs Ha 4 kypcee (7 cemectp).

3. TpyaoeMKoOCTh TUCHMILIMHBI: 3 3a4eTHBIC eUHUIIBI, 108 akageMu4ecKux

gaca.

4, HJIaHI/IpyeMl)Ie pe3yabTaThI oﬁyqemm o JMCHUIlJIMHE, COOTHECCHHbIC
C INIAHUPYEMBIMMU peE3yJibTaTaMHU 0CBOCHUS 06p330BaTeJILHOﬁ nporpaMmmbI

Howmep/ ConensKatie [lepedeHp IaHUPYEMBIX PE3YIBTATOB O0YUEHHS 110 TUCIUILIIMHE
Ne | unpexc Aep B pe3ynbrate u3ydyeHus: yueOHONU AUCHUIUIMHBI 00yYaroIuecs
KOMITETEHINH
I/ | KOMIIET JIOJIKHBI:
(vt ee 9acTH)
CHIUHN 3HaTh VYmeTh Bnanerts
1 2 3 4 5 6
1. [IK-11 | BnageHue -OCHOBBI - OpHEHTHPOBAaThCS B | ~HABBIKAMU
HaBbIKaMU pa3paboTkH, cucTeme pa3paboTKu
pa3palboTKu BHEAPCHUS M | 3aKOHOJATCIIbCTBA U | OpraHu3allMOHHON U
OpraHU3allMOHH | U3MEHEHUS HOPMAaTHBHBIX (GYyHKLIMOHAIBHO-
oif ¥ | IITaTHOTO TpaBOBBIX aKTOB, | 11ITaTHOM CTPYKTYPBI;
(YHKIMOHATIBHO | paclMCaHus; PETTAMEHTHPYIOTIHX -HaBbIKAMHM  aHaJIN3a
N OpPraHH3aLHMIO TPYAQ; N
-IITaTHOM -JIOKaJIbHBIE OpPTraHU3aIMOHHOW |
-IPUHAMATH  y9acTHe
CTPYKTYpBHI, HOpPMAaTHUBHO- 5 A3maGOTKE (GYHKLIMOHATIBHO-
pa3palboTKu TPaBOBBIE AKTBI MO | pasp IITaTHOH CTPYKTYPHI,
JIOKAJIbHBIX OpraHu3aIu porp OLIEHKHU JIOKaJIbHO-
OpraHU3aIMOHHBIX
HOPMATHBHBIX Tpyna Ha . HOPMAaTUBHBIX  aKTOB
W3MEHEHHH B YacTH
aKTOB, NPEINIPUATHH; o BOIIpOCaM
BOIIPOCOB YIIPABICHUS
KaCaroINXCs -TpeOoBaHUs K OpraHu3aIuy TPYAA.
MepPCOHAIOM "
OpraHu3aIu oopmienuro
Tpyna (mpaBuia | opUIHaIBHBIX OLCHUBATE
124 P 3¢ PexTUBHOCTL  HX
BHYTPEHHETO JTIOKYMEHTOB,
OCYILECTBIICHHUS;
TPYAOBOTO periIaMeHTHPYIOIIN ot
pacropsiaka, X OpraHu3aIUIo ™
JIOKYMEHTAJIbHO
MmoJiokeHne 00 | Tpyna.
oQopMIIITH u
OTITyCKax,
MIPaBUIILHO
MOJIOKEHHE O
paccTaBisTh
KOMaHIUPOBKax
) PEKBU3UTHI Ha
JOKaJTbHBIX
HOPMATHUBHBIX aKTax,




Kacaromuxcs

OpraHM3aly  TpyAa
NIepCOHaIA.

[IK-12 | 3HaHue OCHOB -OCHOBBI -COCTAaBJIATH u|- HaBBIKaMU
pa3paboTKu U pa3paboTku U | BHEIPSTh  THIIOBYIO | peaM3alliu 3aa4
BHEJPCHUS BHEIPECHUS MHCTPYKIIHUIO o | CITyXOBbI
KaJpOBOU U KaJIpOBOM U | IOKyMEHTAIIMOHHOMY | JOKYMEHTAI[HOHHOTO
YIPABICHYECKO | YIIPABICHYCCKOM 00ecreYeHHIo obecrnieueHnn
i JOKYMCHTAIIHH; yIIpaBJICHUS yIpaBJICHUS M JIPYTHX
JOKYMEHTAIMH, | -CIIOCOOBI MIEPCOHATIOM B | CTPYKTYPHBIX
ONITUMH3AINN ONITUMH3AINU OpraHu3aINH; TIOJIpa3 IeIICHUI B
JOKYMEHTOO000p | TOKYMEHTOO0OpOTa | -MPaBUIHLHO CO3/IaHUU
0Ta M CXeM u cxeM | ohopMIIITh U | TOKyMEHTAIlMOHHOM
(GyHKIMOHATBH | (YHKIMOHAIBHBIX | MCIOJIB30BATh 0a3pl OpraHu3aluud |
BIX B3aMMOCBSI3CH PEKBU3UTHI B | JBIDKCHUS
B3aMMOCBSI3€H MEXITY JOKYMEHTaX 10 | BXOJSIICH/UCXOAIIE
MEXITY MOJIPA3/ICIICHUSIMU; | OCHOBHBIM KaJIPOBBIM | i/

MOJIPA3/ICICHUsT | ~-OCHOBBI IpoIIeTypaMm; BHYTpEHHEH
MU, OCHOB pa3paboTku U | -BHOCHUTH JIOKYMCHTAIHH;
pa3paboTKu U BHEIPCHHUS panroHaIbHbIE -HAaBBIKAMH
BHEJIPCHHUS poreayp NPEIOKEHUS 1o | ohopmieHus
npouenyp peryaupoBaHus OIITUMU3ALUU COMPOBOXKIAOIICH
pPEryIUpOBaHUs | TPYAOBBIX JTOKyMeHToOOOopoTa 1 | AOKYMCHTAllMH
TPY/IOBBIX OTHOIICHHU U | CXeM PasIHBIX — Ka/POBBIX
OTHOIICHHUN U COIPOBOXKIAMOIIEH | PYHKIIMOHATBHBIX TpOeayP; I
CONPOBOXKAION | IOKYMCHTALUIH. B3AHMOCBA3CH MEKAY | (oo
e TIOJIpa3/ICIICHUSIMH.
JIOKyMEHTO000poTa M
JTOKYMEHTAIIH
cXeM
(yHKIIMOHATIBHBIX
B3aUMOCBS3eH Mex1y
NOpa3ICIICHUSIMH

[1K-13 | ymeHHe BeCTH | -OCHOBBI KaJpOBOH | -BECTH KaJIpOBOE | ~-HaBBIKAMH
KaJpoBOE CTaTUCTHKH; JIETIOTIPOU3BOJACTBO U | COCTABIICHHS
JIeTIOTIPOU3BOAC | - OpPraHU3ALIUIO OpPraHU30BBIBAThH KaJIpOBOM
TBO U | JOKYMEHTO00OpOTa | apXMBHOE  XpaHEHHE | OTYETHOCTH;
OpPraHHU30BBIBATH | : IIPUEM, KaJpOBBIX - HaBBIKAMU
apXUBHOE 00paboTKy, JIOKYMEHTOB B | O3HAKOMJICHUS
XpaHeHHe perucTparuio, COOTBETCTBUU C | COTpYIHUKOB
KaJJpOBBIX KOHTPOJIb, JIeHCTBYIOIIUMHU OpTaHu3aIH c
JOKYMEHTOB B | XpaHEHHUE HOpPMAaTHUBHO- KaJpoBOMH
COOTBETCTBHH C | JIOKyMEHTOB, MPABOBBIMU aKTaMH; | JJOKyMEHTaIuen u
JEUCTBYIOIUMH | HOMEHKJIATYPY - o0ecreunTh 3alUTy | IeHCTBYIOIIMMU
HOPMAaTHUBHO- e, MePCOHATBHBIX JOKaJTHHBIMH
MIPaBOBBIMHU -OpraHu3allMoOHHO- | TAaHHBIX HOPMAaTHUBHBIMH
aKTaMH, 3HAHHWE | TIPABOBBIE OCHOBHI | COTPY/THHUKOB; aKTaMH,

OCHOB Ka/IpOBOH | 3aIUTHI - (uKcUpOBaTh | - HaBBIKAMHU  y4YeTa
CTaTUCTHKH, MePCOHATBHBIX MOKa3aTesu KaapoB, BEICHUS U
BIIQJICHUE JTAHHBIX KaJIpOBOTO COCTaBa B | XpaHEHHs] TPYIOBBIX
HaBBIKAMHU COTPYIHUKOB. OTYETHOCTH IUTSL | KHUDKEK.
COCTaBJICHHS COCTaBJICHUS

KaJpoBOi1 CTaTUCTHYECKUX

OTYETHOCTH, a

NAaHHBIX.




TaKxKe
HaBBIKAMH
03HAKOMJICHHS
COTPYHUKOB
OpraHu3alyu  C
KaJpoBOi1
JOKYMEHTaIueu
u
JEUCTBYIOIIUMH
JIOKQJIbHBIMU
HOPMaTHUBHBIMHU
aKTaMH, YMEHHE
00ecreyuThb
3allUTy
MePCOHATBHBIX
JaHHBIX
COTPYJTHUKOB

S. dopMa IPOMEKYTOYHOM aTTECTAIMM U ceMecTp (bI) MPOX0KIACHUSA

Dk3ameH (7 cemecTp).

JuctuninHa  peayi3yercs  4YacTUYHO C  NPUMEHEHUEM  JUCTaHIIMOHHBIX
00pa30BaTEIbHBIX TEXHOJIOTHM.




