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1 Ilesn ocBOeHMS QUCIUIITTHHBI

VYuebnas mucuurinHa «Teopust U mpakTUKa KaJpoBOTO JIEIIONPOU3BOICTBA» HAlpaBieHa
Ha (hopMUpPOBaHHE Y CTYACHTOB, 3HAHUN O CHCTEME KaJpOBOT0 JEIONPOU3BOACTBA B OpraHU3aINU
1 (GOPMHUPOBAHUS IPAKTUIECKUX HABBIKOB PAOOTHI C KaJIPOBOI IOKYMEHTAIIMEH B OpraHU3alluu.

2 Mecto qucuuniimabl B ctpykrype OITOII marucTpaTyphbl

Jucuunnuna «Teopus u MpakTHUKa KaJpoBOTO JEIONPOU3BOACTBA» OTHOCUTCS K 4acTH,
dhopMupyeMO# ydaCTHHKAMU 00pa30BaTEIbHBIX OTHOMIEH U 0JI0Ka TUCIIUTUIHH 00pa30BaTeIbHOU
MpOorpaMMBbI 10 HampasiaeHHO0 NoAroToBkU 46.04.02 «/lokymMeHTOBEICHHUE U apXUBOBEIACHHUEY,
kB ukanms (CTereHb) «MarucTpy. Jucuurimaa n3ydaercs Bo 2 ceMecTpe.

3 [lnanupyemsle pe3yabTaThl 00yYeHHs MO TUCHHIIHHE
W3ydyenne aucUUIIMHBI HANpaBieHO HAa (OPMUPOBAHUE CIEAYIOIIMX KOMIETEHUUN U
WHJMKATOPOB MX JOCTH)KEHUS.

Koa n HauMeHOBaHUe

HNHauKkaTopsl J0CTHKEHUS KOMIETEeH U

KOMIIETEHIIMH 3HATh yMETbh BJIAJIeTh
[IK-1 Cnoco6en ® 3aKOHOJATEILHLIE | ® COCTaBIIATH U ® HaBLIKAMHU
PYKOBOJIUTH Y HOPMAaTUBHO- 0(hopMIIITh CHCTEMHOTO
JIEeATEIIBHOCTHIO 110 MPaBOBBIC aKThl PD; MPOEKTHI KQJAPOBBIX | TOAX0JA K
JOKYMCHTAIlTUOHHOMY ® METOIHUYECKHUEC JOKYMCHTOB U aHalIu3y
00eCTIeYeHHUTO JOKYMEHTHI, JIOKYMEHTOB TIO JIOKyMEHTOB
yIPaBJICHHS e HAIMOHAIBLHBIE JUYHOMY COCTaBY OpraHu3aIu,
Opranu3amuen CTAaHIAPTHI B YUPEKICHHUI PEryJIMpYIOIINX U
obnactu paboTHI C Pa3THIHBIX OTpaKarouX
Ka[pOBOi OpraHu3aIlMOHHO- TPYZOBbIE
,Z[OKYMGHTaHPIeﬁ. IIPaBOBEIX (i)OpM, OTHOIICHMA.
® TIPUMCHSTH
TPYIOBOC
3aKOHOJIaTEIbCTBO
B 00JacTu
JIOKYMEHTUPOBaHUS
TPYAOBBIX
OTHOIIICHUM.

[lepeueHpr 000OIMIEHHBIX TPYAOBBIX (GYHKIUNA U TPYIOBBIX (YHKIMI, HMEIONINX
OTHOIICHHE K MPO(ecCHOHATBLHON IS TEIHHOCTH BBITYCKHHKA!

[Ipodeccronanbubie O060011eHHbIE TpynoBbie GyHKINN
CTaHJIapPThI TpYAOBbIE (DYHKIIHH

07.004 PykoBoacteo CoBepiieHCTBOBaHUE CUCTEMBI

[IpodeccroHanbHbIN | IEATENBHOCTHIO MO | JOKYMEHTAIIHOHHOTO obecrnieueHus

CTaHAapT JOKYMEHTAIMOHHOMY | YIIPaBIIEHUSI OpraHU3aII1

«Cnennanuct 1o | obecrneyeHuro

yIpaBICHHUIO yIpaBIeHUS

JOKYMEHTalMeu Opra"usanuen

OpTraHU3aIUI» OpranuzannoHHOe Opranuzanus Tpyna, COBPEMEHHBIE
obecrieueHue MIPOU3BOJICTBEHHBIC TEXHOJIOTHUH,
JEeSITEIbHOCTH MIPOU3BOJICTBEHHOE 00OpYIOBAaHUE U TTPABHIIA
OpraHu3aIuu €ro JKCIUTyaTallly, MPaBOBas U HOpMaTUBHAs

JOKYMEHTalsi 1o  Npodeccu, HOPMBI
BPEMEHHU Ha BBINOJIHEHHE TEXHOJOTHYECKHUX
onepanuil (pu HATMYUN)




4 O0beM, CTPYKTYpA U cOJepKaHue TUCHHMILINHBI (MOLYJIs1)

4.1 O06beM IMCUUILTHHBI (MOTYJIs1)

O0mass TpyAOEMKOCTh JWCHMIUIMHBI COCTaBIsieT 3 3aueTHble eawHunbl, 108
aKaJeMHMUYECKUX Yaca.

Jiis crymeHTOB OYHOH (DOpMBI OOydeHHS MPEIyCMOTPEHO 56 YacoB KOHTAKTHOM
(aymuropHOi) paboThl ¢ 0OydaronuMucs (28 4acoB JICKIHH, 28 4aCOB MPAKTHYCCKUX 3aHATHI),
52 yaca camocrosTenbHON paboTel. 17 wacoB (30 %) ayaurtopHOl pabOTHI MPOBOAUTCS B
WHTEPAKTUBHBIX (popMax.

Jist cTyAeHTOB 3a04HOM (popMbl 0OydeHHsI NpenycMOTpeHO 12 4YacoB KOHTAaKTHOU
(aymutopHOI) paboThI ¢ 00yJaromuMHECs (6 4acOB JICKIIH, 6 9acOB MPAKTUICCKUX 3aHATUH) 1 96
9acoB caMocTosTeNbHON pabotel. 4 waca (33 %) ayauTopHOW pabOTHl TNPOBOAWUTCS B
WHTEPaKTUBHBIX (popMax.

[IpakTryeckasi MOArOTOBKA BKIIOYAET B ceOs OTAENbHBIE 3aHATHUS JIEKIIMOHHOTO THUIA U
MPaKTUYECKUE 3aHATHSA, KOTOpble NpeaycMaTpUBalOT TIepenady ydeOHoM uHbopmanun
oOyuarouumcsi, He0OXOAUMON [UIsl TIOCJIEAYIOIEr0 BBIIIOJIHEHUS! padoT, CBSI3aHHBIX Oyaymiei
poheCCUOHANBHOM e TENHHOCTHIO.

4.2 CTpyKTYypa AUCHHUTLINHBI
Ounas gpopma obyuenus

Buasbl yueOHoii padoThl 1
Ne Pa3nenbl/TemMmbl g TPYAOCMKOCTE (b 9acaY) | Mureparr. P
n/n AHCHHMILINHBI = IIpakTH4eckue popuer CPO
O | Jlexkunn SAHSITHS] o0yuyeHust
Pa3zoen 1. 3akonooamenvnoe u HOpMAMUBHO-MEeMOOUUECKOE ODecneyueHue 6e0eHUs
Kaopoeozo 0e10npou3e00cmaed
1.1 | CoBpeMeHHas 2 2 2 Jlexmust 6
periameHTaIus Oecena
JOKYMEHTUPOBAHUS
TPYAOBBIX
MIPaBOOTHOIIIEHU B
3aKOHOJATEIbHBIX u
HOPMAaTHUBHBIX aKTax.
[Tonsitue KaJI[pOBOTO
JIeIONPOU3BOICTBA.
1.2 | JlokanbHbIE HOPMATHBHBIC | 2 4 4 4
aKTBI u JTOKYMEHTBHI,
pEryIUpYIOIIKUe TPYIOBBIC
OTHOIIECHUS
Pazoen 2. Jlokymenmuposanue mpyooewvix OmuowieHuil padbomuuKka u padomooamens
2.1 | lIokyMeHTUpOBaHHE 2 2 2 Jlexuus 6
TPYAOBBIX OTHOIICHU Oecena
paboTHUKA U paboToAATENS
2.2 | JlokyMeHTHpOBaHUE Npuema | 2 4 4 [Tpo6nemua 4
Ha padoTy S KIS,
Huckyccns
2.3 | Odopmiienue mnepeBoga H | 2 2 2 4
MepeMeIeHusT Ha JAPYryro
paboty
2.4 | lIokyMEHTUPOBAaHHE 2 2 2 4
MPEIOCTABJICHUS OTITYCKOB
pabotaukaMm. OcoOeHHOCTH




opopMIICHUS  CITY)KEOHBIX
KOMaHTUPOBOK
2.5 | Odopmiienue moourpeHuit | 2 2 2 4
pabOTHUKOB W HAJIOKCHUS
TUCIIATUTMHAPHBIX
B3bICKaHUI
2.6 | Ilpekpamenue neucTBus | 2 4 4 [IpoGnemua 4
TPYIOBOTO  JIOTOBOpa M| ST TICKITHS,
odopmIICHHE YBOJBHEHUS C Huckyccust
paboThl
Pazoen 3. Opzanuzayus pabomel ¢ 0OKyMeHMAMU RO TUYHOMY COCHLABY
3.1 | Opranmzarus paboTsI ¢ 2 2 2 Huckyccus 4
MePCOHATBHBIMU JTAHHBIMH
pabOTHUKOB
3.2 | OdopmiieHre U BeieHNE 2 2 2 6
JUYHBIX AeT (J0Che)
COTPYIHHKOB, TPYIOBBIX
KHIDKEK W BKIIJIBITICH K
HuUM. JKypHaiel yyera.
3.3 | Cucremarm3anus u 2 2 2 6
XpaHeHHUE JIOKYMCHTOB
KaJIpOBOM CITY>KOBI
Bcero yacos B 17 (30 %)
HHTEePaKTUBHOM opme:
Hroro: 28 28 52
3ayer
3aouHas Gopma 0OydeHHs
Buawbi yueOHo# padoTsl
Ne Pa3nenbl/Tembl g 1RO KOGk (B HACAY)  MwrTepac. CPO
n/n AHCHHMILINHBI s IIpakTH4eckue (popmbt
O | Jexkuun SAHSITILS o0yueHust

Pazoen 1. 3axonooamenvrnoe u HOpMAMUBHO-MEMOOUYECKOE ODecneueHue 6e0eHUs
Kaopoeozo 0e10npou3eo0cmaea

1.1 | CoBpeMeHHas 2 2 2 Jlexuus 10
periiaMeHTanus Oecena
JTOKYMEHTHUPOBAHUS
TPYIOBBIX
MIPABOOTHOIIEHUH B
3aKOHOJIaTeIbHBIX "

HOPMAaTHUBHBIX aKTax.
ITonstue KaJ[pOBOTO
JIeTIOTIPOU3BOICTBA.

1.2 | JlokanpHble HOpPMAaTUBHBIE | 2 10
aKThl u JOKYMEHTHI,
peryaupyomue  TpyJloBbIe
OTHOIIEHUS

Pazoen 2. Jlokymenmupoeanue mpy0ooewvix omuouwienuil pabomHuKka u pabomooamens




2.1

JlokymMeHTUpOBaHue
TPYIOBBIX OTHOILICHU I
paboTHUKA U paboTOAATEIS

2 2 2 Jlexkmusa
Oecena

10

2.2

JlokyMeHTHUpOBaHHE MpremMa
Ha paboTy

10

2.3

Odopmiienue mepeBoga u
MEPEeMEIICHUSI Ha JIPYryIo
paboty

24

JloxymeHTUpOBaHuE
MPEOCTABICHUSI OTITYCKOB
pabotaukaM. OcoOeHHOCTH
ohopMIIEHHUSI  CITYXKEOHBIX
KOMaHTUPOBOK

2.5

Odopmiierne  TOOIIPEHHI
pabOTHUKOB W HAJOXKECHUS
TUCIIMTUTAHAPHBIX
B3BICKaHUU

2.6

IIpexpamenne JICUCTBUS
TPYAOBOTO  JOTOBOpa |
ohopMIICHHE YBOJBHEHUS C
paboThI

2 1 1 [Tpobremua
ST JICKIIHSA,
Huckyccus

10

Pazoen 3. Opzanuzayus p

abombl ¢ 00Kymeumamu no jlud4HOMy cocmaey

3.1

Opranuzanus paboThl ¢
MePCOHATBHBIMU JTAHHBIMH
pabOTHHKOB

2 1 1 Huckyccus

10

3.2

Odopmnenue u BeaeHNE
JIMYHBIX ACI (I0ChE)
COTPYIHHUKOB, TPYIOBBIX
KHIDKEK U BKJIAJIBIIICH K
HuM. JKypHaibl ydera.

10

3.3

Cucremaruzanus U
XpaHEHHE JIOKYMEHTOB
KaJIpOBOM CIIY>KOBI

Bcero yacos B
HHTEPaAKTUBHOM hopme:

4 (33 %)

Hroro:

96

3averT

4.3 Conep:xkaHue TUCHUILTUHBI

Ne
n/n

Copnep:kanue (pa3aenl /
TeMbl)

Buabl o1ieHOYHBIX
cpeacTs; GpopMbl

PesynbTaTsl 00yyeHus TeKylero KOHTpoJis,

MPOMEKYTOYHOM
arTecTanuu

Pazoen 1. 3akoHoaarelbHOEe H HOPMATHBHO-METOAMYECKOEe 00ecneueHue BeeHus
Ka/IPOBOI0 1eJI0NPOU3BOJACTBA.




1.1| CoBpemennas ®opmupyemsle komnereHuuu: | IIposepka
peryiaMeHTanus [IK-1 CriocoGen pyKoBOIUTH pE3yJIbTATOB
JOKYMEHTUPOBAHUS JESITEIbHOCTBIO 110 MPaKTUYECKUX
TPYJAOBBIX MPABOOTHOIICHUM JOKYMEHTAaHOHHOMY 3aJlaHUi;  TECTOBBIM
B 3aKOHOJATECNBbHBIX U 00€eCTIeUeHUIO YITpaBICHUS KOHTPOJIb
HOPMAaTUBHBIX aKTax. opraHuzaiuen
[TonsiTue KaJIpOBOTO
JIEJIONIPOU3BOICTBA. B pesynbrare uzydeHus
OcHoBHOE COJIepyKaHue TEMBI CTYJCHT JOJIKEH:
TEMBI: 3HAMb.
[TonsTue OpraHU3aINH. 3aKOHOAAaTENbHbBIE 1
[IpeameTt, 0OBEKT, METOIBI U HOPMAaTHBHO-TIPABOBBIE AKThHI
GyHKIIII KaJIpoBOro P®, metonuueckue
JIEJIONIPOU3BO/ICTBA. JIOKYMEHTBI, HAIIMOHAJIbHBIE
Hopmatusnoe CTaHJapTHI B 00J1acTH pabOThI
peryJIipOBaHHUE  KaJgpOBOTO C KaJIpOBOM TOKyMEHTAIIUEH.
Jenonpoun3Boictea B PO yMemsy:
COCTaBJISITh U OPOPMIISATH
MIPOEKTHI KAJAPOBBIX
JIOKYMEHTOB U JIOKYMEHTOB IO
JTUIHOMY COCTaBY
YUPEKICHUN Pa3INnIHBIX
OpraHM3alMOHHO-TIPAaBOBBIX
opm;
IIPUMEHATH TPYJIOBOE
3aKOHOIATEILCTBO B 00JIaCTH
JOKYMEHTUPOBaHUS
TPYAOBBIX OTHOIICHHA.
enademsn:
HaBbIKAMU CUCTEMHOT'O
noaxoaa K aHaIu3y
JOKYMEHTOB  OpraHHM3aluH,
PEryIUpPYIOIINX u
OTPAKAFOIINX TPYJIOBbIE
OTHOLLIEHUS.
1.2| JlokanpHble  HOPMATHBHBIC ®opmupyemsblie komnereHuuu: | IIposepka
aKThI u JOKYMEHTBI, [TIK-1 CnocobeH pyKOBOIUTH pe3ynbTaTOB
peryaupyommue  TPYyAOBBIE JESTEIbHOCTBIO 110 MPaKTUYECKUX
OTHOLUEHUS JOKYMEHTAallHOHHOMY 3alaHUi,  TECTOBBII
00ecrevyeHnIo ypaBIeHHs KOHTPOJIb
OcHoBHOE coJiepKaHue opraHuzanuen
TEMBI:

ITonsaTue BUIBI JOKAILHBIX
HOPMATUBHBIX 4AKTOB U HX
XapaKTCPUCTHKA

B pesynbrare nuzyyeHus
TEMBI CTYJEHT JOJIKEH:
3HAMD.

3aKOHOJIaTeJIbHBIE 1
HOPMAaTHUBHO-TIPABOBbIE AKThI
P®, meToguueckue
JIOKYMEHTBI, HAIIUOHAJIbHbIE
CTaHJapTHI B 001aCTH pabOTHI
C KaJIpOBOM TOKyMEHTALIUEM.




ymemy:
COCTaBIIATh U 0(HOPMIISTH
MPOCKTHI KQJAPOBBIX
JOKYMEHTOB U IOKYMEHTOB TIO
JTUYHOMY COCTaBY
YUPEKICHUN Pa3InUHbIX
OpraHu3aIMOHHO-TIPABOBBIX
dbopM; IPUMEHSITh TPYIOBOE
3aKOHOJATEILCTBO B 00JIACTH

JIOKYMEHTUPOBAHHUS
TPYAOBBIX OTHOIIEHHUM.
enademsn.:

HaBBbIKaMH CHUCTEMHOTO
MoIX0/1a K aHanm3y
JOKYMEHTOB  OpPraHHU3allMH,
PETrYJIUPYIOIINX u
OTpaXKaroIINX TPYIOBBIE
OTHOIIEHUS.

Pa3zoen 2. /lokymenmuposanue

mpyooevlx OmHoOuWleHUIl padomHuKa u pabomooamens

2.1

JloxymeHTHpOBaHuE
TPYZAOBBIX OTHOIIEHUI
paboTHHKa U paboTomaTens
OcHoBHOE coJiep)KaHue
TEMBI:

JlokyMeHTHUpOBaHHE
TPYAOBBIX OTHOIIICHUM.
COBOKYTHOCTb IOKYMEHTOB,
B KOTOPBIX 3a(pUKCHUPOBAHBI
3Tarnbl TPYAOBOMH
JeSITeIbHOCTH COTPYIHUKOB,
Ha3bIBAETCS JOKYMEHTalUen
0 JINYHOMY COCTaBY
(kagpam, mepconainy). K
TaKUM JJOKyMEHTaM
OTHOCSTCS: TPYJOBBIE
KOHTPAKTHI (JJOTOBOPHI),
3aKJIIOUEHHBIE
MIPEANPUITHEM C
pabOTHUKOM; TIPUKA3BI 10
JTUYHOMY COCTaBYy (O
rpueMe, yBOJbHEHUH,
MepeBoJie COTPYAHHKA);
TPYAOBBIE KHUKKU; JINYHBIC
KapToukH Gopmsl — T-2;
JIMYHBIE JIeT1a; JINLIEBbIE
cdera 1o 3apaboTHOM 1aTe.

dopmMupyemMble KOMITCTEHITHH:
[TIK-1 CnocobeH pykoBOIUTH
NEeSITeTbHOCTHIO TI0
JOKYMEHTaIMOHHOMY
00€CTICUCHUIO YITpaBICHUS
Oopra"uzaruen

B  pesynbpTare nzydeHus
TEMBbI CTYJICHT JIOJIKEH:

3Hamo:

3aKOHOJATEIbHbIEC U
HOPMAaTUBHO-TIPABOBBIE AKThI
P®, metonnueckue
JOKYMEHTBI, HallHOHAJIbHBIE
CTaHJApTHI B 00J1acTH PabOTHI

C KaJpOBOil TIOKyMEHTaIUeH.
yMemy:

COCTaBIIATh U 0(hOPMIIATH
MPOEKTHI KaJAPOBBIX
JOKYMEHTOB U JIOKYMEHTOB IO
JUYHOMY COCTaBY

YUPEKIECHUIN pa3sIuIHbIX
OpraHU3aIMOHHO-TIPABOBBIX
dbopM; MPUMEHSITH TPYAOBOE
3aKOHOJATENIBCTBO B 00IACTH
JOKYMEHTHUPOBAHUS

TPYAOBBIX OTHOIIIEHUH.
enademn:

HABBIKAMU CUCTEMHOT'O MOIX01a
K aHAIINU3Y JTOKYMEHTOB
OpTraHH3aIUH, PETYIUPYIOMIUX U
OTpaXaroIMX TPYIOBBIE

OTHOLIICHHUA.

IIpoBepka
pe3yabTaToB
MPAKTUYCCKUX
3aJIaHHM,

TECTOBBIN KOHTPOJIb




2.2

JIOKyMEHTUpOBaHUE MpUEeMa
Ha padoTty

OcHoBHOE
TEMBI:
Anroput™m
paboTHHKA
3aI0JTHCHHE
JOKYMEHTOB

co/iepyKaHue

npuemMa
Ha paboty w
HEOOXOIUMBIX

dopmupyemMble KOMIIETESHIIHH:
[IK-1 CriocoGen pyKoBOIUTH
NEeSITeIbHOCTHIO TI0
JOKYMEHTAITHOHHOMY
00€eCIeYeHNIO YIIPaBICHUS
Opra"uzanuen

B pesynbprare uzydeHus
TEMBI CTYJCHT JOJIKEH:
3HAMb!

3aKOHO/IaTEeIIbHBIC 1
HOPMAaTHUBHO-TIPABOBBIC AKThI
P®, meToguueckue
JIOKYMEHTHI, HallMOHAITLHBIC
CTaHJApTHI B 00J1acTU pabOTHI
C KaJIpOBOM TOKyMEHTAIIUEH.
ymemy.

COCTaBJISITh U OPOPMIISATH
MIPOEKTHI KaJPOBBIX
JIOKYyMEHTOB U JIOKYMEHTOB TIO
JTUIHOMY COCTaBY
YUPEKICHUN Pa3INnIHBIX
OpraHU3aIMOHHO-TTPABOBBIX
(dhopM; MPUMEHSTH TPYAOBOC
3aKOHOIATEILCTBO B 00JIaCTH
JIOKYMEHTHUPOBAHUS
TPYAOBBIX OTHOIIICHUM.
e1a0emn:

HaBBIKAMHU CUCTEMHOTO
MoJX0/Ja K aHAIU3Y
JIOKYMEHTOB OpraHU3AIIHH,
PETYIUPYIOMIUX 1
OTPAKAIOIINX TPYAOBBIC
OTHOIIICHUSI.

IIpoBepka
pe3yNnbTaToOB
IIPAaKTUYECKUX
3a/laHAN

2.3

Odopmiienne nepeBona Hu
IepeMeIlleHus] Ha JApYryro
paboty

OcHoBHOE
TEMBI:

AnroputM
pabOTHMKa  Ha  JPYryIo
paboTy M 3aloJIHEHUE
HEOO0XOAUMBIX IOKYMEHTOB

COACPIKAHUC

nepeBojia

dopmupyemMble KOMIIETEHIUN:
[TIK-1 CnocobeH pyKOBOIUTH
JIeSITENLHOCTBIO T10
JOKYMEHTAallHOHHOMY
00ecreyeHnI0 yIpaBIeHUs
Opra"uzanuen

B pesynbraTte nzydeHus
TEMBI CTY/IEHT JIOJIKEH:
3HAMDb!

3aKOHOJIaTeNIbHbIE U
HOPMAaTHBHO-TIPABOBbIE AKTHI
P®, meToguueckue
JOKYMEHTbI, HallHOHAJIbHbIE
CTaHJapTHl B 001aCcTH pabOTHI
C KaJpOBOM TOKyMEHTAUEH.
ymemy:

COCTaBJISITh U 0OPMIISTH

IIpoBepka
pe3yNbTaToOB
MPaKTUYECKUX
3aJaHul




MPOCKTHI KaJPOBBIX
JOKYMEHTOB U JIOKYMEHTOB TIO
JUYHOMY COCTaBY
YUPEKICHUN Pa3IUUHBIX
OpraHU3aIMOHHO-TIPABOBBIX
dbopM; IPUMEHSITh TPYIOBOE
3aKOHOJATEILCTBO B 00JIACTH
JOKYMEHTHPOBAHHUS
TPYAOBBIX OTHOLIECHHUM.
61a0emv:

HABBIKAMU CHCTEMHOTO
MOJIX0J1a K aHATA3Y
JOKYMEHTOB OpTaHU3AIIHH,
PETYIIUPYIOMIUX H
OTPaXKaIOIIUX TPYIOBBIC
OTHOIICHHSI.

2.4| JlokyMeHTHpOBaHHE ®opmupyemsle komnereHuuu: | IIposepka
IIPEIOCTABIIEHUS  OTIIYCKOB [TIK-1 CnocobeH pykoBOIUTH pe3yabTaToB
pabotaukaM. OcOOEHHOCTH NEATENIFHOCTRIO 110 MPaKTUYECKUX
ohOpMIIEHHSI  CIyXKEOHBIX | JIOKYMEHTAllMOHHOMY 3aJlaHui
KOMaHIUPOBOK 00ecrevYeHnIo yIpaBIeHHs
Oopra"uzanuen
OcHoBHOE coJiep)KaHue
TEMBI: B pesynpraTte n3ydeHus
ANropuT™M NPENOCTABICHUS | TEMBI CTYACHT JOJKCH:
OTIyCKOB PAaOOTHUKAM W | 3HAMb:
3all0JIHEHHE HEOOXOIUMBIX | 3aKOHOJATEJIbHbIE U
JOKYMEHTOB HOPMAaTHUBHO-TIPAaBOBBIC AKThI
Anroputm ohopMIICHUS P®, meToanueckue
CIIy’K€OHbIX KOMAaHIMPOBOK | JIOKYMEHTbI, HAllHOHAJIbHbIE
paOOTHMKAM M 3alOJHEHUE | CTaHJIapThl B 001acTH paboThI
HEOO0XOAUMBIX IOKYyMEHTOB C KaZpOBOM TOKyMEHTaLEN.
ymemy:
COCTaBJISITh U 0(OPMIIATH
IIPOEKTHI KaJAPOBBIX
JOKYMEHTOB U IOKYMEHTOB 110
JMYHOMY COCTaBYy
YUPEKICHUHN Pa3IndHbIX
OpraHU3alMOHHO-TIPaBOBBIX
(bopM; IPUMEHATH TPYJOBOE
3aKOHOJIaTEeNILCTBO B 00JIACTH
JOKYMEHTUPOBAHHUS
TPYAOBBIX OTHOLIEHUH.
enademn:
HaBbIKAMU CCTEMHOT'O
NO/IX0/1a K aHAJIU3Y
JOKYMEHTOB OpraHU3alHH,
PETYJINPYIOIUX U
OTpaXarolIUX TPYIOBBIE
OTHOIICHHSL.
2.5| Odopmiienne  moompeHuH ®opmupyemsbie komrnereHuu: | IIposepka

pabOTHUKOB H HAJOKEHUS

ITK-1 CriocobeH pyKoBOIUTb

pe3yJabTaToOB




JUCIUTUTUHAPHBIX JESITEILHOCTBIO 110 MPaKTUYECKUX
B3bICKaHUH JOKYMEHTallUOHHOMY 3a/laHAN
00ecreueHHIO yIpaBIICHUs
OcHoBHOE COJIEpKaHue opraHuzanuen
TEMBI:
Anroput™m HOOLIPEHUIN B pesynbrare nsydeHus
pabOTHUKOB M HAJOXKECHUS TEMBI CTYJCHT JOJIKEH:
JTUCIUTUTHHAPHBIX 3HaMb:
B3bICKAHUM U 3al0JIHEHHE | 3aKOHOJATeNIbHBIC U
HEO0OXO0IMMBIX JJOKYMCHTOB HOPMAaTHBHO-TIPABOBBIE AKThI
P®, meToguueckue
JIOKYMEHTBI, HAIIMOHAJIbHBIE
CTaHJapThI B 00J1acTH PabOThI
C KaJIpOBOM TOKyMEHTAIIUE.
ymemsw.
COCTaBJISITh U OPOPMIISTH
MIPOEKTHI KAJAPOBBIX
JIOKYMEHTOB ¥ JIOKYMEHTOB 10
JUYHOMY COCTaBY
YUPEKICHUN Pa3INIHBIX
OpraHU3aIMOHHO-TIPABOBBIX
dbopM; IPUMEHSTH TPYAOBOE
3aKOHOIATEILCTBO B 00JIaCTH
JOKYMEHTUPOBaHUS
TPYAOBBIX OTHOIIEHUM.
enademsn:
HaBBIKAMHU CUCTEMHOTO
oAX0Ja K aHAIU3y
JIOKYMEHTOB OpraHU3aLINH,
PETrYIUPYIOLINUX U
OTPAKAIOIIUX TPYAOBBIE
OTHOLLIEHUS.
2.6| Ilpekpamenue NEeNCTBUSA ®opmupyembie komnereHuuu: | [IpoBepka
TPYyIOBOTO  JOroBOopa | [1K-1 CiocobeH pyKoBOIUTh pe3yJabTaTOB
odopMIIeHHE YBOJBHEHHUS C JeSATEIBbHOCTBIO 110 MPaKTUYECKUX
paboThI JOKYMEHTAallHOHHOMY 3a/laHui
OcHoBHOE coJiepKaHue 00ecreYeHnI0 yIpaBIeHUs
TEMBI: opraHuzanuen
Anroputm IpeKpalieHnue
NeNcTBUA TPYAOBOTO B pesynbrare nuzyyeHus
noroBopa W OQOpPMIIGHHE | TEeMbI CTYACHT JOJIKEH:
YBOJIHEHUSI C pabOTbl W | 3HAMb:
3aloJHeHHEe HEOOXOMUMBIX | 3aKOHOJATENbHBIE U
JIOKYMEHTOB HOPMAaTHUBHO-TIPABOBbIE AKThI

P®, meToguueckue
JIOKYMEHTBI, HAIIMOHAJIbHbIE
CTaHJapTHl B 001aCcTH pabOTHI
C KaJIpOBOM TOKyMEHTALIUEM.
ymemsw:

COCTaBJISITh U OPOPMIIATH
MPOEKTHI KaAPOBBIX
JJOKYMEHTOB U JIOKYMEHTOB 10




JUYHOMY COCTaBY
YUPEKICHUN Pa3IUUHBIX
OpraHu3aIMOHHO-TIPABOBBIX
dbopM; IPUMEHSITHh TPYIOBOE
3aKOHOJATEILCTBO B 00JIACTH
JIOKYMEHTHUPOBAHHUS
TPYAOBBIX OTHOLIECHHUM.
61a0emv:

HABBIKAMU CHCTEMHOTO
MOJIX0Ja K aHAIA3Y
JOKYMEHTOB OpTaHU3AIIHH,
PETYIIUPYIOINX
OTPaXKaIOIIUX TPYIOBBIC
OTHOIICHHSI.

Pazoen 3. Opzanuzayus pabomel ¢ 0OKyMeHMAMU RO TUYHOMY COCHLABY

3.1

Opranuzanus paboTsl ¢
MePCOHATBHBIMU JTAHHBIMH
pabOTHUKOB
OcHoBHOE
TEMBI:
[TonaTHe nepcoHabHBIE
nanubeie. HopmatuBHas 6a3a
1o paboTe ¢
MepPCOHAIbHBIMU JAHHBIMHU.
AJTOPUTM PIIOOTHI C
MepPCOHATbHBIMU JTAHHBIMH B
OpraHu3anun

coJiepyKaHue

dopmupyemMble KOMITETESHITHH:
[TIK-1 CnocobeH pykoBOIUTH
JEeSITeNIbHOCTBIO TI0
JOKYMEHTAITHOHHOMY
00ecrevyeHnIo yrpaBIeHHs
Oopra"uzanuen

B  pesynbrare nzydeHus
TEMBI CTYJICHT JOJIKEH:
3HAMb:

3aKOHOJIaTeIbHBIC U
HOPMAaTHBHO-TIPABOBBIC aKThHI
P®, metonnueckue
JTIOKYMEHTBI, HAIITHOHAJIbHBIE
CTaHJApTHI B 00J1acTH pabOTHI
C KaJIpOBOM IOKyMEHTAIIUEH.
ymemn.

COCTaBJIATh U 0(hOPMIISATH
MIPOCKTHI KaJAPOBBIX
JOKYMEHTOB ¥ IOKYMEHTOB TIO
JUYHOMY COCTaBY
YUPEKICHUH pa3IMUIHBIX
OpraHu3aIMOHHO-TTPABOBBIX
(dhopM; IPUMEHSATH TPYAOBOC
3aKOHOJIaTEeIILCTBO B 001aCTH
JIOKYMEHTHUPOBaHUS
TPYAOBBIX OTHOIIIEHU.
enaoemn:

HaBBIKAMH CHCTEMHOTO I10IX0/1a|
K aHaIU3y JIOKYMEHTOB
OpTraHH3aIUH, PErYIUPYIOMIUX U
OTPAKAFOIIMX TPYAOBBIE
OTHOIIICHUS.

IIpoBepka
pe3yabTaToOB
MPAKTUYCCKUX
3aJaHuid

3.2

Odopmienue u BeieHHE
JIUYHBIX AeI (J0Che)
COTPYIHHKOB, TPYJAOBBIX
KHUKEK U BKJIAAbIIIECH K HUM.

dopmupyemMble KOMIIETEHIINN:
[TK-1 Crioco6eH pyKoBOIUTH
NeSITeIbHOCTBIO TI0

JOKYMCHTAIITUOHHOMY

IIpoBepka
pe3yNnbTaToOB
MIPaKTUYECKUX
3aJaHui




KypHane! ygera.

[TonsiTue nuuHoOE €TI0
paboTHuka. Meroanka
pabOThI C TMYHBIMU JICIIAMHU
paboTtHuka. Tpynossie
KHUXKKH MX BEICHHE U
XpaHEeHHE

00eCTeueHHIO yIpaBIICHUS
Opra"uzanuen

B pesynbprare uzyueHus
TEMBI CTYJCHT JOJIKEH:
3HAMb!

3aKOHO/IaTEIIbHBIC 1
HOPMAaTHBHO-TIPABOBBIE AKThI
P®, meToguueckue
JIOKYMEHTBI, HAIIMOHAJIbHBIE
CTaHJApTHI B 00J1acTU pabOTHI
C KaJIpOBOM IOKyMEHTAIIUEH.
ymemn.

COCTaBJISITh U OPOPMIISTH
MIPOEKTHI KaJPOBBIX
JIOKYMEHTOB U JIOKYMEHTOB 10
JTUIHOMY COCTaBY
YUPEKICHUN Pa3InIHBIX
OpraHU3aIMOHHO-TTPABOBBIX
dbopM; IPUMEHSTH TPYAOBOE
3aKOHOJATEILCTBO B 00JIaCTH
JTIOKYMEHTHPOBAHHUS
TPYAOBBIX OTHOIIECHUM.
e1a0emn:

HaBBIKAMHU CUCTEMHOTO
MoJX0/Ja K aHAIHU3Y
JIOKYMEHTOB OpTaHU3AIIHH,
PETYIUPYIOMIUX 1
OTPAKAIOIIUX TPYAOBBIC
OTHOIIICHUS.

3.3

CucreMaruzanus 1 XpaHeHHE
JOKYMEHTOB KaJIpOBOi
CITYXOBI

HopmaruBHas periaaMeHTarus
XpaHeHHs JOKYMEHTOB
KaJpoBo# ciyx0b1. Cucrema
XpaHeHHs KaJpOBbIX
JTOKYMEHTOB.
OTBeTCTBEHHOCTh pabOTHHKA
KaJIpOBOM CITy>KOBI.

dopmupyemMble KOMIIETEHIUN:
[1K-1 CniocobeH pyKoBOIUTh
JESATEIbHOCTBIO 110
JOKYMEHTAallHOHHOMY
00ecreyeHnI0 yIpaBIeHUs
OpraHm3aien

B pesynbrare nuzyuyeHus
TEMBI CTYJEHT JOJIKEH:
3HAMDb!

3aKOHOJAaTeIIbHEIC U
HOPMAaTHUBHO-TIPABOBbIE AKThI
P®, meToguueckue
JIOKYMEHTBI, HAIIHOHAJIbHbIE
CTaHAapThl B 001acTH paboThI
C KaJIpOBOM TOKyMEHTALIUEM.
ymemsw:

COCTaBJISITh U OPOPMIIATH
MPOEKTHI KaAPOBBIX
JOKYMEHTOB U JOKYMEHTOB 10
JIMYHOMY COCTaBY
YUPEKICHUN Pa3IMUHbIX

[IpoBepka
pPE3YIBTATOB
MPaKTUYECKUX
3aJlaHuM, TECTOBBIMN
KOHTPOJIb




OpraHU3alMOHHO-TIPABOBBIX
dbopM; IPUMEHSITHh TPYIOBOE
3aKOHOJIATENLCTBO B 00JIACTH
JOKYMEHTUPOBAHHUS
TPYIOBBIX OTHOILICHUH.
61a0emv:

HABBIKAMU CHCTEMHOTO
MOJIX0J1a K aHAIU3Y
JOKYMEHTOB OpPTaHU3AIIHH,
PETYIUPYIOIMIUX U
OTPaXKaIOMIUX TPYIOBBIC
OTHOIICHHSI.

5 Ob6pa3oBaTesibHbIe H MHPOPMAIHOHHO-KOMMYHUKAIIHOHHBbIE TEXHOJIOTHH

5.1 O6pa3oBaresibHbIe TEXHOJIOTHHU

B xonme o00ydeHus HCNONB3YIOTCA TPaAULMOHHBIE 00pa3oBaTENbHbIE TEXHOJIOTUH,
BKJIIOUAIOLIUE ayAUTOPHBIEC 3aHATUS B (opMe JEKUUH U MPAKTUUECKUX 3aHITHH, mpoOIeMHO-
IIOMCKOBBIC TEXHOJIOTUHN B BUJIC HpO6HeMHOFO H3JI0KCHUA JICKOHMOHHOTO MaTcpuala, }II/ICKYCCHI;'I.

OcBoenne yueOHOro MaTepuasa COIPOBOXKIAETCSI UHTEPAKTUBHBIMU (hopMaMu 0OydeHHUSI.
[Ipn opraHMzanuu JEKUUOHHBIX 3aHATHH wHcmonb3yercs (opma Jekuuu-auckyccud. Ha
MPAKTUYCCKUX 3aHATHUAX IMPCANOJaracrCsa HMCIOJb30BAHUC TaKUX HWHTCPAKTHUBHBIX q)OpM KaK
JCKYCCHS.

Jlonst ayAUTOPHBIX 3aHATUH, MPOBOJUMBIX B HWHTEPAKTUBHBIX (hopMax o0OydeHus,
cocrapnser 30% Ha ounoit dopme oOyuenus u 33% Ha 3a04uHON Qopme OOydeHHUs, UYTO
coorBeTcTByeT TpeboBanmsiMm DOI'OC BO mo HampaBinenuto mnoarotoBku — 46.04.02
«JlokyMeHTOBEZIeHHE U apXUBOBEACHUEY.

JIJ1s TMarHOCTUKY KOMITETEHIIUH CTYJEHTOB PUMEHSIOTCS Ce1yIoIe (GOPMbI KOHTPOJIS:
YCTHBII OMPOC; TECTOBBIN KOHTPOJIb, BKIIOYass KOMIBIOTEPHOE TECTUPOBaHUE; coOece0BaHUE,
3aueT. Tekymuii KOHTPOJIb 3HAHUI CTYIEHTOB OCYIIECTBIISETCS Ha MPAKTUYECKUX 3aHATHUSAX.

5.2 UndopManiMoOHHO-KOMMYHHKAIMOHHbIE TEXHOJIOTHH

CoBpeMeHHbIH y4eOHBIN MTPOIECC B BBICHICH IIKOJIE TPEOYET CYIIECTBEHHOTO PACITUPEHUS
apceHalia CpeACTB OOYYeHHUs, UIMPOKOTO HCIOJIB30BaHUSl CPEACTB  HMH(OPMAIMOHHO-
KOMMYHUKAITHOHHBIX TEXHOJIOT U, AIIEKTPOHHBIX 00pa3oBaTeIbHBIX pecypcos,
WHTETPUPOBAHHBIX B JJIGKTPOHHYIO 00pa3oBaTeibHYIO cpeny. B Xxoje W3ydeHHUs CTyIeHTaMu
y4eOHOH TUCIMIIMHBI IPUMEHEHHE MICKTPOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHIA TPEAIO0JIaraet
pasMeIleHre pa3InYHbIX DIIEKTPOHHO-00pa30BaTEIbHBIX PECYPCOB HA CalTe 3JICKTPOHHOM
obpasoBarenpHOi cpeapl Kem['MK mo web-agpecy http://edu.kemguki.ru, otcnexxuBanue
oOpalieHnii CTyJICHTOB K HUM, a TAK)KE UCIIOJIb30BaHUE HHTCPAKTUBHBIX HHCTPYMEHTOB: 3aJIaHuUE,
TeCT.

DNeKTPOHHO-00pa30BaTeNbHBIE PECypChl y4eOHOW UCHMIUIMHBI BKIIOYAIOT —TaK
Ha3bIBa€MbI€ CTAaTUYHBIC AIIEKTPOHHO-00pa3oBaTeIbHBIE PecypcChl: (ailibl ¢ TEKCTaMH JIEKI[H,
Pa3IMYHOTO PoJa M300pKEHUSMU (UIUTFOCTPAIIUH, CXEMbI, AMAarpaMMBbl), CCHUIKM Ha y4eOHO-
Meroauyeckue pecypcel MHTepHer u np. O3HaKoMIIeHHWE C JAaHHBIMH PECcypcamH JIOCTYITHO
KKJOMY CTYJEHTY IMOCPEACTBOM JIoTHHA U mapoiisi. CTyAeHTY MOTYT paboTaTh CO CTAaTUYHBIMU
pecypcamu, YuTasi UX ¢ IKpaHa WM COXPAHsIS Ha CBOM JIOKAIbHBINA KOMITBIOTEP AJIs JajbHEHIIIero
o3HaKOMJIeHHUs. B mporiecce m3ydeHUs y4eOHOW AMCUUILIMHBI JUTsl CTYIACHTAa Ba)XKHO OCBOUTH
JTAHHBIE PECYPCHI B YCTAHOBIICHHBIE MTPETIOAaBaTeNIeM CPOKH.

I[Ipn ocBoeHWM YyKa3aHHOW JUCHUIUIMHBI Hapsay CO CTaTUYHBIMU DIIEKTPOHHO-
00pa30BaTeNIbHBIMU PeCcypcaMH MPUMEHSIOTCS WHTEPAKTHBHBIC SJIEMEHTHI: 3aJaHUS, TECTHI,
cemMuHapbl U Jap. Mcmosb30BaHHME YKa3aHHBIX HMHTEPAKTUBHBIX SJIEMEHTOB HAIPaBJIICHO Ha
JNEVCTBEHHYIO OPTaHU3aIIMI0 CAMOCTOSTENBHOM paboTh CTyIeHTOB. PaboTa ¢ yka3aHHBIMH BHIIIIE



AJIEMEHTAaMU JUCLMIUIMHBI TpeOyeT aKTUBHOMN AEATEIbHOCTH CTYIEHTOB, PErJIaMeHTHUPOBAHHOMN
KaK HEO0OXOJMMOCTBIO 3allMCH Ha KypC, TaK M CPOKaMH, TPEOOBAaHUSAMH K IIPEICTABICHUIO
KOHEYHOI'O ITPOJYKTa U Jp.

WuTepakTHBHBINA 3JeMEHT «3aJaHue» IM03BOJIIET MPEnoJaBaTeiIio HalaIuTh OOpaTHYIO
CBS3b CO CTYJIEHTOM IOCPEICTBOM IOJYYEHHUS] OT HUX BBINOJIHEHHBIX 33/laHUN B 3JIEKTPOHHOM
BapuaHTe. C NOMOLIbIO 3JIEMEHTa «3aJaHue» CTYJEHTaM JOCTYIIHO IIpEJICTaBICHUE Ha
paccCMOTpEeHHE TMPENoAaBaTel0 CBOUX paboOT B pa3iuuHOM ¢opMe: TEKCThl, TaOIUIIbI,
npeseHTanuu. [locie mMpoBepkH BHIIOJHEHHOIO 3a/laHusl IpernojaBaTesieM BbICTABIAETCS
OTMETKA, BUJUMAasl CTYJEHTY B 3eMeHTe «OLEHKN»; pe3ylbTaT IPOBEPKU padOThl MOKET ObITh
MIPEJICTaBJIEH U B BUJIE PELIEH3UU WM KOMMEHTapUEB MPENo1aBaTesl.

Opranuzanum cCaMOKOHTPOJISL M TEKYLIET0 KOHTPOJISl 3HAaHUM 10 IUCHUIUIMHE 3HAYUTEIbHO
CIOCOOCTBYET MPUMEHEHHE WHTEPAaKTUBHOrO »3jemMeHTa «TecT», KOTOpBI MpenoCTaBiseT
BO3MOXHOCTh MCIOJIb30BaHUsl pa3HOOOpPA3HBIX THUIIOB 3a/JaHuil (BbIOpaTh OJUH WM HECKOJIBKO
OTBETOB U3 IPEIOKEHHBIX / YCTAHOBUTH COOTBETCTBHE / BIUCATh CBOM OTBET / 1aTh pa3BEPHYTHI
otBeT). IIpu OcBOEHUM CTylEeHTaMH IUCLUIUIMHBI UMEHHO TECThl MCIOJIB3YIOTCS KaK OJIHO M3
OCHOBHBIX CPEJCTB O0BEKTUBHOM OLIEHKU 3HAHUI

6 YueOHO-MeTOANYECKOE 00ecniedeHe CAMOCTOATEIbHOM PadoThl 00yYAIOIINXCS
Jlis  opraHu3alii  caMOCTOSITENIbHOM paboThl oOydarommxcsi B «OJIEKTPOHHOU
obpazoBatenbHOi  cpeae  Kem[MK»  https://edu2020.kemgik.ru/course/view.php?id=4156
pa3MelieHsbl Cleaynue yaeOH0-MeTOInYeCKe MaTepHalbl:
Opeanuszayuonusie pecypcol
e TeMaTWuecKWil TUIaH TUCITUTIIMHBI ISl CTYJICHTOB OYHOU (DOPMBI 00yICHUS
e TeMaTWueckuil MIaH JUCIUTIIMHBI TSI CTYJACHTOB 3a09HOUM (POPMBI 00yUeHUs
Yuebno-npoepammmsie pecypcoi
e Pabouyas nporpamma JAUCHUIUIMHBI
Yuebno-meopemuueckue pecypcoi
¢ DJIEKTPOHHBIE MTPE3EHTAIIMH KOHCIEKTOB JICKIIHA
Yuebno-npaxmuueckue pecypcoi
e Onucanus NpakTUYECKUX paboT
Yuebno-oubauoepaghuueckue pecypcol
e (Crucox auTeparypbl
DoHO OYeHOUHBIX cpedCcms
e TecThl A5 CAMOKOHTPOJIS
e Bompocsl Kk 9K3aMeHy.

7 ®OH/I OLIEHOYHBIX CPEJICTB

Bxiroyaer oOIeHOYHBIE CpPEICTBAa ISl TEKYHIETO KOHTPOJIS YCIIEBAaEMOCTH H IS
MIPOMEXKYTOYHOM aTTeCTallMM MO UTOraM OCBOEHHUS AUCHUIUIMHBL. CTpPyKTypa U COJep)KaHue
(oH/Ia OIICHOYHBIX CPEACTB MPEACTABIEHBI B 3JEKTPOHHON MHPOPMAIIMOHHO-00pa3oBaTeIbHON
cpene.

8 YueOHo-MeToqMYecKOe U MH(POPMALMOHHOE O0ecTieYeHne T CIMMIMHbI
8.1 Cnucok Jmmreparypbl
OCHOGHAsA umepamypa

1. A6ynanze, JI. I'. JlokymeHTanmoHHOe oOecrieueHHe YIpaBJIeHUs] MEPCOHAIOM : YUeOHHK U
npaktukym ais Bysos/ JI. I'. AGynanze, U. b. Bempsikkuna, B. M. MacnoBa. — 3-e u3f.,

nepepab. u jom. — Mocksa: W3marensctBo FOpaiit, 2023. — 374 c.— (Boicuee
oOpazoBanue). — ISBN 978-5-534-16669-9. — Tekct : anexkTpoHHbIil / Obpa3oBarenbHas
wiargpopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/531461 (mara oOpaiieHus:

20.05.2023).



2. Kyznenos, U. H. JlokymeHTanmonHoe oOecrieyeHne yrnpaBiIeHUs] NEPCOHAIOM : yYeOHHK U

npaktukym s By3oB / W. H. Kysnenos. — 3-e¢ wu3n., mepepab. um gom. — Mocksa :
WznatensctBo HOpaiit, 2023. — 397 c. — (Bricmee o6pa3oBanue). — ISBN 978-5-534-
16692-7. — Tekcrt : anexTpoHnHsIi // Obpa3oBatenbhas wiardgopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/531538 (nata oopamienus: 20.05.2023).

OONONIHUMENbHAS TUMepamypa

1. Yypunos, A.10. IOpuandeckoe IeI0NpoOM3BOACTBO @ ydeOHOE MocoOue uisi By30B /
A. 1O. UypwioB. — 3-e¢ u3n., ucnp. u jgon. — Mocksa : M3marensctBo Opaiit, 2023, —
285 c¢. — (Bricmiee oopazoBanue). — ISBN 978-5-534-15540-2. — Tekcr : 37eKTpOHHBIH //
O6pazoBarenpHas miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/518399 (nmata
obpamenwus: 20.05.2023).

2. I'po3oBa, O. C. [emonpou3BoacTBoO : yueOHOe mocobue mis By30B / O. C. I'po3oBa. — 2-¢
m3n. — Mocksa : M3narensctBo HOpaiit, 2023. — 131 ¢. — (Bricmee oOpa3oBanue). —
ISBN 978-5-534-15964-6. — Texcr : anexTpoHHsIii // OOpa3oBarensHas miardopma FOpait
[caiiT]. — URL: https://urait.ru/bcode/510372 (nara oopamienus: 20.05.2023).

3. Ulysanosa, H. H. OcHOBBI 1eonpon3BOACTBA. SI3BIK CITy’)KEOHOTO TOKYMEHTa : yIeOHUK H
npaktukym i By3oB/ H. H. lllyBanosa, A.}O.lBanoBa; mox olmel penakuuei
H. H. Illysanooii. — 3-e u3j., nepepad. u qorm. — Mocksa : UznatenberBo FOpaiit, 2023, —
384 c¢. — (Bricuree oopazoBanue). — ISBN 978-5-534-15217-3. — TekcrT : 37€KTPOHHBIH //
O6pazoBarensHas miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/511417 (mata
obpamenwus: 20.05.2023).

8.2 IlporpaMmmHoe obecnieueHne 1 HHPOPMAIMOHHBbIE CITPABOYHbBIE CHCTEMbI
e OmneparmonHas cucreMa Windows;
e Oducusriit maket: Microsoft Office (MS Word, MS Excel, MS Power Point)
e lnurepuer-6paysep: Google Chrome, Internet Explorer, Opera, Mozilla Firefox, ap.
e bazm JaHHBIX, I/IH(bOpMaI_II/IOHHO-CHpaBOHHBIe U IIOMCKOBBIC CUCTCMBI: KOHCYJ'IBTaHT IIaroc

9. MaTepuajibHO-TEXHUYECKOE o0ecnevyeHre JUCHMIIIMHBI
Hannume ydueOHOH J1abopaTopwy, OCHAIICHHONW MPOEKIIMOHHONW W KOMIIBIOTEPHOM
TEXHUKOM, UHTETpUPOBaHHOW B IHTEpHET.

10. OcolGenHocTH peaqu3anuM JAUCHUIUVIMHBI IS HWHBAJWAOB M JHI C
OrpaHMYeHHBIMH BO3MOKHOCTSAMH 3710POBbSI

s obGecriedyeHuss 00pa3oBaHMS WHBAIMAOB M OOYYarOMIMXCS C OrPaHUYCHHBIMU
BO3MOXHOCTSIMU 3/I0POBBSI IPUMEHSAETCS WHIUBUIYAIbHBIN MOIX0A K OCBOCHHUIO AUCIUILTUHBI,
WHIUBUAyaJIbHBIE 3a/laHusl C YYEeTOM OCOOCHHOCTEH UuX TNCHUXO(PHU3UYECKOTO pa3BUTHS U
COCTOSIHHSI 3JIOPOBBSIL.

[Ipu cocraBieHUH WHIAMBUAYAIbHOTO rpaduka oOydeHUs MPEeAyCMOTPEHBI pa3iuyHbIe
BapUaHTHI MPOBEICHUS 3aHATHI: B 00pa30BaTeIbHON OpraHu3aluu (B aKaJeMUUYECKOi Tpymme u
WHIUBUAYAJIbHO), Ha JOMY C UCIIOJIb30BAHUEM JAUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHIA.

Jlnst ocyiecTBiIeHUs MPOLEAYP TEKYIIEro KOHTPOJIsl YCIEBAEMOCTH U MPOMEXYTOUHOM
aTTecTallid, OOYYaroIMUXCs CO3MAIOTCS (POHIBI OIEHOYHBIX CPEJICTB, aJalTUPOBAHHBIC IS
WHBAJIWJIOB U JIMI C OTPAHUYEHHBIMU BO3MOXHOCTSIMU 3/I0POBbSl M MO3BOJISIOLINE OLEHUTH
JTOCTHIKEHHE MMM 3allJIaHUPOBAHHBIX B OCHOBHOM 00pazoBaTeIbHON IMPOrpaMMe pe3ylbTaToB
oOyueHusi ¥ ypoBeHb COPMUPOBAHHOCTU BCEX KOMMETECHIIHMH, 3asBICHHBIX B 00pa3oBaTeNbHOM
nporpamme. C y4eToM WHINBUAYATBHBIX ICUXO(U3HOJIOTHIECKIX 0COOCHHOCTEH 00ydaronuxcs
YCTaHABIUBAIOTCS CIIEAYIONIME aJanTHpOBaHHBIE (OPMBI TPOBEACHHUS TEKYIIETO KOHTPOJIS
YCIEBAEMOCTH M MPOMEKYTOUHOM aTTecTalluu: AJIs JIMI C HapylUIeHWEM 3pEHus 3aJaHus
MIpeIaraloTcs ¢ YKpYImHEHHBIM HIpU(TOM, AJIs JIUIL C HAPYIICHUEM CITyXa — OIICHOYHbBIE CPEACTBA
MPEIOCTABISIFOTCS. B TMHCHbMEHHOW (opMe ¢ BO3MOXKHOCTHIO 3aMEHbl YCTHOTO OTBETa Ha
MUCHMEHHBIN, JUI JIUI] C HApYLICHUEM OMOPHO-ABUIaTeILHOTO ammapara JBUraTelbHbie (pOpMBI



OILICHOYHBIX CPEJCTB 3aMEHSIOTCS Ha IHCbMEHHBIC/YCTHBIE C HMCKIIOYEHHUEM JIBHTaTEeIbHON
akTUBHOCTH. Ilpn HEOOXOAMMOCTH CTYIEHTY-MHBAJIUAY IPEIOCTABISIETCS JOTOJIHUTEIHHOE
BpeMsl Ul BBIOJHEHUS 3afaHus. llpuw BBIOMHEHMM 3aJaHuil I BCeX TPYyNH JIMI C
OTPaHUYECHHBIMU BO3MOXKHOCTSIMH 370POBBSl JOMYCKAeTCS TNPUCYTCTBUE HWHIMBHIYaTbHOTO
MTOMOIIIHMKA-CONMPOBOXKAAIOMIETO JUII OKa3aHWs TEXHUYECKOH ToMou B  0oQopMIeHUn
pe3ynbTaTOB MPOBEPKU CHOPMHUPOBAHHOCTH KommeTeHIMHA. Dopma TPOBEACHHS TEKYIIEH U
MIPOMEXYTOUYHOM aTTecTalluu JJIs  CTYACHTOB-MHBAJIUJOB YCTAHAaBIMBAETCS C Yy4ETOM
UHJUBUAYAIbHBIX ICUXO(PU3NYECKUX 0COOEHHOCTEN (YCTHO, TUCbMEHHO Ha Oymare, MMCbMEHHO
Ha KOMIIbIOTEPE, B (POpME TECTUPOBAHUS U T.I1.).

[Tonbop m pa3zpaboTka ydeOHBIX MATEPUAIOB OCYIISCTBIISICTCS C YY4ETOM TOTO, YTOOBI
MPEJOCTABIATh 3TOT MaTepHUal B pa3iIMyHBIX (OpMax TakK, YTOOBI MHBAIMIBI C HAPYHICHUSMHU
cllyxa HoJjiydanu HH(OpMalrio BU3yalbHO, C HAPYLIEHUSIMH 3peHus - ayauanbHo. OOyuatonuecs
WHBAIAIB W JIMIAa C OTPAaHWYCHHBIMH BO3MOKHOCTSIMH 3JIOPOBBSI OO€credYeHbl y4eOHO-
METOIMYECKUMH pecypcaMu B popMax, afanTHPOBAHHBIX K OTPAHNYECHUSM UX 3I0pOBBs. Y4eOHO-
METOAUYECKUE PEeCypChl O JUCHUIINHE «VICTOpHS 1 METOA0JI0T S HAyKW» pa3MEIleHbl Ha caiTe
«DNEeKTpOHHAs oOpasoBatenbHast cpena KemI'MIK»
https://edu2020.kemgik.ru/course/view.php?id=4166),  koTopas  WMeeT  BEpPCHIO IS
CITa0OBUASIINX.

11 TlepeyeHb KJIK0YEBBIX CJIOB

Jlenonpoun3BoACTBO

KanpoBoe aenonpon3BoacTso
TpynoBoii 10roBop

TpynoBasi KHUXKKa

TpynoBoil KOHTPAKT

TpynoBble mpaBOOTHOILIEHUS
Kanposas cmyx6a

JInunas kapTouka

JInyHoe nesno

JlokasibHbIE HOPMATHUBHBIE AKTHI
[lepconanbHble JaHHbIE paOOTHUKA
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