MHUHHUCTEPCTBO OBPA3BOBAHUS 1 HAYKHM POCCUHMCKOM ®EJEPAIIMA
DenepajbHOE TOCYIAPCTBEHHOE OI0KEeTHOE 00pa3oBaTe/ibHOE YUpek/JIeHHe BbICIIero 00pa3oBaHus

«TOMCKH TOCYJIAPCTBEHHBI YVHUBEPCUTET CUCTEM
VIIPABJIEHUS U PAJTMODJIEKTPOHUK
(TYCYP)

HTYOCYR| e sumprncera
‘1" UNIVERSITY JlupexTop nenapraMmeHTa 00pa3oBaHuUs

Moy saauT NOQMTHCES 3ASKTIOHMEOR NOINWCRH
Ceprugamar: 1obcfala-5laf-448-aef0-5584d2fd4820
Bragesey: Tpoawm Magen Edmpmosms

LeacTaatengs: ¢ 1001, 2016 no 16092010

PABOYAA [TPOI'PAMMA JIUCHUITVIMHD
Kagposbliii yuer

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT

HampaBnenue noaroroBku / cneruaibHOCTh: 38.03.03 YnpasieHue nepconaiom
HanpasnenHocts (po¢uip) / crienuanu3anys: YnpasjeHue MepcoHaaoM OpraHu3anuu
®dopma 00ydeHHs: 3a09HAS

QaxynbreT: 3uB®, 3a04Hblil 1 BeuepHuil paxkyabTeT

Kadenpa: menem:kmenta, Kadeapa menem:kmenra

Kypc: 3

Cemectp: 5, 6

Y4eOus1ii man Habopa 2016 rona

PaCHpe,Z[CJ'IeHI/IC paGoqero BpEMCHU

Ne Buapl yueOHO A€SITEIBHOCTH 5 cemecTp 6 cemecTtp Bcero J2B107080%000
1 |Jlekuumn 4 4 8 4acoB
2 | JIabopaTtopHbie pabOThI 4 6 10 4acoB
3 |Bcero aymuTOpHBIX 3aHATHI 8 10 18 4acoB
4 | CamocrosTenbHas paboTa 64 125 189 4acoB
5 |Bcero (6e3 sx3amMeHa) 72 135 207 4acoB
6 |IloaroroBka u crava sK3aMeHa 0 9 9 4acoB
7 | OOwas TpyI0eMKOCTh 72 144 216 4acoB
6.0 3.E.

KontponsHubie paboThl: 6 cemectp - 1
Ok3ameH: 6 cemecTp

Tomck 2018
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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHLl Ha 3aCCJaHuM Kil(i)ﬁ;{pbl
npotokot Ne 6 ot « 14 » 6 2018 1
JINCT COI'TTACOBAHU A

Pabouas mporpamma AUCIUIUIMHBI COCTaBJICHA C y4eTOM TpeOoBaHUHU (enepaabHOTO Trocynap-
CTBEHHOTO 00pa3oBaTeNbHOTO cTaHaapTa Bhiciiero oopazoBanus (CPI'OC BO) no HampaBiieHHIO MOATO-
toBKH (cnenmanbHocTh) 38.03.03 Vhpasnenue nepconanom, yreepxkaennoro 14.12.2015 roga, paccmor-

peHa u ofo0peHa Ha 3aceqaHuM KadeApbl MEHEDKMEHTA «  » 20 roma, MPOTOKOIM
No .

PazpaboTuuk:

JIOLICHT Kad). MCHEDKMEHTA A. B. boromoioBa

3aBenyronmii o0ecnieunBaromeii kad.
MEHEHKMEHTA M. A. Adonacoa

Pabouast mporpamMmMa IUCIMITIIMHBI COIIACOBaHa ¢ (DaKyIbTETOM U BBINTycKaroueil kadeapoii:

Jexan 3uB® . B. Ocurmos
3aBeAyIOIHi BRITYCKAIOIICH Kad.

MEHEKMEHTA M. A. AdonacoBa
OKCIIepTHI:

JlouieHT xadeapsl MeHeKMEHTa (Me-
HE/DKMEHTA) T. JI. CanHuKOBa

JloueHT kadeapsl MEHEKMEHTa (Me-
HE/DKMCHTA) K. H. AxcenoBa
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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
00ydeHHE CTYIEHTOB PEIICHUIO BOIIPOCOB OPraHU3alUHA CHCTEMBI JOKYMEHTAIIMOHHOTO o0ecrede-
HUS B cepe ynpaBlIeHUs] IEPCOHAIOM OpraHu3aluu, chOpMUPOBATh CUCTEMHOE MPEACTAaBICHUE 10 BO-
pocaM KaJpoBOTO JIEIOMPON3BOACTBA U MPAKTHUYECKOTO MPUMEHEHHUSI TpeOOBaHUI TPYJOBOTO 3aKOHO A -
TENbCTBA MO O(HOPMIICHHIO IOKYMEHTOB.

1.2. 3agaun IMCHMIIINHBI

—  JIaTh CTY/ICHTY ITyOOKHE U CUCTEMATU3UPOBAHHBIE 3HAHUS 00 OpTaHU3aIiy PaboThl KaapOBOMA
CITY>KOBI, HOpPMAaTUBAX YUCIEHHOCTH COTPYTHUKOB OT/ENa KaJIpOB;

—  paccMOTpeTh MpaBuia 0QOPMIICHHS YITPABICHYSCKUX JOKYMEHTOB, COCTaB PEKBU3UTOB JIOKY-
MEHTOB, TpeOOBaHUA K O(DOPMIICHHIO PEKBU3UTOB JIOKYMEHTOB;

—  paccMOTpeTh MPUMEPHI JOKYMEHTOB, PETIAMEHTUPYIOIINX yIpaBiICHHUE MEPCOHATIOM, TpaBUia
BHYTPEHHETO PacTopsiIKa, IITAaTHOE paclucaHue, JOHKHOCTHBIE HMHCTPYKIIUHU, TPYIOBOM 10TOBOD;

—  HAYYMTh CIyIIATeNsl OIICHUBAThH JESATENLHOCTh PA00OUNX KaJpoB, POPMHUPOBATH U XPAHUTH JI0-
KYMEHTBI KaJIpOBOM CITYKOBI.

2. MecTo nucuuiiuebl B cTpykrype OIIOII
Hucuumuinna «Kaapossiii yuer» (b1.5.20) otHocutes k 6moky 1 (6a3zoBas 4acts).
[IpenmecTByOMMUMI AUCHUTUTMHAMH, (HOPMHUPYIOIUMH HavalbHbIC 3HaHWs, sABIstOTCs: Kampo-
Bl yueT, MHpOpManMoHHbIe TEXHOJIOTMU B YNpaBIEHUHM MepcoHanoM, OCHOBBI OpraHu3aluu Tpyla,
TpynoBoe u rpakJIaHCKOE IPABO.
[Tocnenyromumu aucuumiInHaMu apisitoTest: Kanposeiii yuet, JlokyMeHTallMOHHOE o0OecrieyeHue
yIIPaBJICHUS TIEPCOHAIOM, YTIPaBJICHUE IEPCOHAIOM OPraHN3aIiK, YYeT U aHAJIH3.

3. TpeGoBanusi K pe3yJibTaTaM OCBOEHMS JUCUMIIIIMHbI

[Tporecc n3yueHus: AMCHUILIINHBI HAMpaBjieH Ha (JOPMUPOBAHUE CICAYIOMIUX KOMITETCHIIN:

— OIIK-2 3nanmem Kogekca 00 amMuUHHCTpaTHBHBIX NpaBoHapymeHusx Poccuiickoit denepa-
1IuH, YTOJIOBHOTO Kojiekca Poccuiickoii deaepariuu 1 MHBIX (eiepalibHbIX 3aKOHOB B YaCTH OTPECIICHUS
OTBETCTBEHHOCTH 3a HApYUIECHUS TPYIOBOTO 3aKOHOAATEIbCTBA M MHBIX aKTOB, COJICPKAIIUX HOPMBI TPY-
JIOBOrO MpaBa, ['paxxaanckoro koaekca Poccuiickorn denepauny B 4aCTU, OTHOCAILEUCS K EATENbHOCTH
KaJpOBOI CITy>KOBbI;

— IIK-12 3HaHueM OCHOB pa3paOOTKH M BHEAPEHHS KaAPOBOM M YIPaBIECHUYECKON JOKYMEHTA-
[[UU, ONTUMU3ALUN JOKYMEHTO000pOTa 1 cxeM (PYHKIIMOHAIBLHBIX B3aMMOCBSI3EH MEXTy MTOApa3IeIICHuUS -
MH, OCHOB pPa3paOOTKH M BHEIPECHUS MPOIEAYP PEryIMpOBaHUS TPYAOBBIX OTHOLIEHUH M COMPOBOXKAAIO-
el JOKYMEHTAallNH;

B pe3ynbraTe n3ydeHus TUCIUTLTAHBI 00yYaIOMUNACS TOJDKEH:

— 3HATh CHUCTEMbI JOKYMEHTAIMH, KIACCH(PUKAINIO JOKYMEHTOB KaJPOBOW CIIY>KOBI OpraHm3a-
IIMY, BUJIbI, HA3HAYEHHE U COCTaB KaIPOBOM IOKYMEHTAIIMW; TpeOOBaHMs 3akoHoIaTenbeTBa PD comepxa-
X HOPMBI TPYIOBOTO TIPaBa OTHOCSIIICHCS K IEATEIBHOCTH KaJAPOBOU CITYKOBI.

—  yMeThb pa3pabaTeiBaTh U 0POPMIISITE HOPMATHBHBIC TOKYMEHTHI KQAPOBOH CITY)KOBI OpraHHU3a-
IIUH, COCTABIIATh U O(POPMIISITH OPraHU3AIMOHHO - PACTIOPSAIUTEIBHBIC TOKYMEHTHI M JOKYMEHTHI, COTIPO-
BOXKAIOLIKE TPYAOBBIE POLECCHI, BECTH YUYET KaJAPOB; IPUMEHITh HOPMBbI TPYIOBOIO IpaBa U HOPMaTHUB-
HYI0 METOJMYECKYIO 0a3y B YaCTH, OTHOCSIICHCS K AEATEILHOCTH KaJIPOBOM CIYKOBI M KaJJpOBOTO JIEIIO-
MIPOMU3BOJICTBA.

—  BJIaJIeTh METOJaMU BEACHUS JCIIONPOU3BOJICTBA B KJIPOBOH CIIyk0€; TEXHOJOTHEH COCTaBIIe-
HUSL 1 OOPMIICHHUSI TOKyMEHTOB TI0 JTUYHOMY COCTaBY; MPABWJIAMH COCTABJICHHUS HOMEHKJIATYPHI €T U
MOATOTOBKU JOKYMEHTOB JUIsl XpPAaHEHUS B apXUBE; HABbIKAMU COCTABJICHUS KaJIPOBBIX IOKYMEHTOB C UC-
MOJIb30BAaHUEM KOMITBIOTEPHBIX TEXHOJIOTUH, 00pa0OTKH U XpaHEHUs JOKYMEHTOB B 3JIEKTPOHHOU (opme.

4. O6beM IMCUMIJIMHBI M BU/ABI Y4e0HOI padoThI
OO011ast TPYI0€MKOCTb JUCHUILUINHBI cOCTaBIseT 6.0 3aUeTHBIX eIMHMIIBI U IIPECTaBIeHa B TaOIu -
ue 4.1.
Tabmuna 4.1 — Tpy10eMKOCTh AUCITUILUIMHBI

Bunbl yueOHO nesTeNIbHOCTH Bcero yacos CemecTpsl
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5 cemectp 6 cemecTp
AynuTtopHble 3aHATUSA (BCETO) 18 8 10
Jlexknuu 8 4 4
JlabopaTtopHbie pabOThI 10 4 6
CamocTosiTenbpHas paboTa (Bcero) 189 64 125
OdopmiteHre 0TYETOB 10 JIA0OPATOPHBIM 58 12 46
pabotam
IIpopaboTKa JEeKIMOHHOTO MaTepuaa 70 32 38
CamocTosTenbHOe H3ydyeHne TeM (BOIpOoCoB) 38 20 18
TEOPETHUUYECKON YacTH Kypca
BrImotHeHHE KOHTPOJIBLHBIX padoT 23 0 23
Bcero (0e3 ax3aMeHa) 207 72 135
IToaroroBka 1 caya sK3amMeHa 9 0 9
OO6miast Tpy1I0€MKOCTb, 4 216 72 144
3aueTHnie EquHuIibs 6.0
5. Conepxxanue QMCUMILITHHBI
5.1. Pa3nenbl AMCUMILIMHBI M BUABI 3aHATHI
Pazniensl TUCIUIUTMHEI ¥ BUBI 3aHATUN PUBEICHBI B Ta0muiie 5.1.
Tabnuna 5.1 — Pa3aensl AUCHMIUIMHBL U BUJIBI 3aHATUN
_ o]
2 = 2 g Z =
- ° o S o = =
- ‘8 ‘g gz > 5
Haszeanus paznenoB QuCHUIUITMHBL 5‘ o (=¥ o O % 5
S © s g O = E
=t s o 9 3 %
5 cemecTp
1 Ilpenmer, 3aiaun, CTpYKTypa, COACpIKAHUE 2 0 16 18 OIIK-2, I1K-12
Kypca.
2 CoBpeMeHHas IpaBoBas perylaMeHTalus 10- 2 0 16 18 OIIK-2, IIK-12
KYMEHTHPOBAHUS KaJIpOBOU JEATETHHOCTH B
3aKOHOJATEIHHBIX HOPMATHUBHBIX aKTaX
3 MecTo KaJpoBOH CITy>KObI B CUCTEME YIIPaB- 0 4 32 36 OIIK-2, IIK-12
JICHUS TIEPCOHAIIOM. 3a7]aui KaJ[pOBOU CITyK-
OBl B JOKYMEHTAIIMOHHOM 00eCIeueHnn
ynpasieHus nepconaigom. [loustue kaapoBo-
TO IETIOTIPOU3BOICTBA
Hroro 3a cemectp 4 4 64 72
6 cemecTp
4 O0mumii cocTaB ¥ BUABI KaIJPOBBIX JOKYMEH- 2 2 22 26 OIIK-2, TTIK-12
ToB. CHcTeMa ydeTa KaJpOBbIX IOKYMEHTOB.
5 ®yHKIMM C1yXO0bl KaJPOB MO JOKYMEHTH- 0 2 46 48 OIIK-2, IIK-12
POBAHUIO IBIKECHUS MEPCOHANA U YUETY JIHY-
HOTO COCTaBa
6 O6mme TpeOoBaHUS K COCTABICHUIO U 2 2 39 43 OIIK-2, I1K-12
0(OpPMIIEHUIO TOKYMEHTOB yIPABJICHHUS.
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OCHOBHBIE JOKYMCHTHI YIIPABJICHUS IIEPCOHA-

JIOM.
7 TpeboBanus Kk pa3paboTke U 0POpPMICHUIO 0 0 18 18 OIIK-2, ITIK-12
TexHoslorys yyera u XpaHeHHs KaJpoBOH J10-

KyMEHTaLUH.

Hroro 3a cemectp 4 6 125 135

Hroro 10 189 207
5.2. Conep:xanue pa3aesioB JMCHUILIHHBI (110 JIEKIIASIM)
ConeprkaHne pa3IesoB TUCIUIUIAH (TI0 JICKITHSAM) IPUBEICHO B Tabmwmie 5.2.
Tabmuua 5.2 — CopeprkaHue pa3ienaoB TUCIUILIKH (TI0 JEKITHSIM)
3 =
2 = g
2 > 5
HasBanus paznenos CopneprkaHue pa3ieioB TUCIUIUIUHEI (TTO JEKIIUSIM) z - &5
o) E
X g =
al >
= S
5 cemecTp
1 TIlpenmer, 3amaum, [Ipenmer, 3anaun, CTPyKTypa, COAEPAKAHUE Kypca. 2 OIIK-2,
CTPYKTYpa, coaepxanue |CBs3b ¢ APYTUMH JUCUMIUIMHAMU: TOKYMEHTOBE/IE- [IK-12
Kypca. HUE, OPraHu3alys U TEXHOJIOTUS JOKYMEHTAIIMOHHO-
ro o0ecreueHus yrpasieHus, TPyJI0BOe, aIMUHUCTpA-
THUBHOE NPaBoO, YIPABJIEHUE IEPCOHATIOM, JOKYMEHTH-
pOBaHUE TPYAOBBIX MPABOOTHOLIECHUH U JP.
Hroro

2 CoBpemeHnHas npaBoBas | [IpaBoBas perimaMeHTanus AeATEIbHOCTH CITYKObI OIIK-2,
periaMeHTalus yIpaBJlIeHUs TiepcoHanom B TpynoBoM koxekce Poc- [IK-12
JOKYMEHTUPOBAHUS cutrickoil ®enepanuu. OenepanbHblii 3akoH Poccnii-

KaJIpOBOM JIEITEIILHOCTH
B 3aKOHOJATCJIbHBIX
HOPMATHUBHBIX aKTax

ckoit deneparm «O06 nHDopmaru, HHPOPMAITUOH-
HBIX TEXHOJIOTHSX U O 3aIIuTe HHPOopMAaIum» o pabdo-
T€ C IEPCOHAJIbHBIMU JAHHBIMH, OTHECEHHBIMU K Ka-
Teropuu KoH(pUIeHIHANbHOM nHpopManuu, u 00 00s-
3aTeJIbHOCTU JOKYMEHTHpOBaHus. [leHcnoHHoe 3aKo-
HozaTenbcTBO.DeepanbHbIe 3aKOHBI O OPAIKE T0KY-
MEHTUPOBAHUS TPYAOBBIX OTHOILLICHUH. YKa3bl [Ipe3u-
JIeHTa, noctaHosiieHus IIpaBurenscTa Poccuiickoin
®enepanuu. HopMaTtuBHbBIE aKThI, COAEpKaIIUE HOP-
MBI TPYAOBOTO TIpaBa, u3IaHHbIe (eaepaTbHBIMU Op-
raHaMH UCTIIOJTHUTENIbHOM BacTH.ATbOOM yHUDUIIH-
POBaHHBIX (hOPM MEPBUYHON YUETHON TOKYMEHTALIUU
10 TPYZY U €ro OIuIaTe, MEXOTPaCJIeBble YKPYITHEH-
HbIE HOPMAaTHBBI BpEMEHH Ha PabOTHI IO KOMILJIEKTO-
BaHUIO U YUYETY KaJpOB, KBaTH(PHUKAI[IOHHBIE CIIpa-
BOYHMKU JOJDKHOCTEN PYKOBOIAUTEIIECH, CIIELIUAIIUCTOB
U JPYTUX CIY’KalluX, a TAK)KE NHbIE HOPMAaTUBHBIE,
HOPMAaTHUBHO-METOINYECKHUE aKThl U HOPMATUBHO-
CIIPaBOYHBIE TOKYMEHTBI, IPUMEHSIEMbIE B JEATENb-
HOCTH CIy0 ynpasieHus nepconanom.Mcnomnbs3oBa-
HHE 00IEePOCCUNCKHUX KIIaCCU(PUKATOPOB TEXHUKO-
SKOHOMHYECKOH U CONMAbHON HH(pOpMALIUU Kaapo-
BBIMHU CITy>KOamu.
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Uroro

Hroro 3a cemectp
6 cemecTp

4 OOuwmii coctaB u BuAbl | EnunbIil nopsaaok oopmieHus TpyJOBbIX IPaBOOT- 2 OIIK-2,
KaJpOBbIX JOKYMEHTOB. |HOIIeHH (YHU(DUIIMPOBAHHBIE CUCTEMBI IEPBUYHOMN [IK-12
Cucrema ydeTa KaJpOBbIX | YYETHOM TOKYMEHTAIMU). BUIbI KaApOBBIX TOKYMEH-
JIOKYMEHTOB. TOB (TPYZIOBOM JOTOBOP, TPYAOBask KHIKKA U BKJIA-

JbILI K HEH, MpHUKa3bl O IprUeMe, epeBoJie, YBOJIbHE-

HUH, TIOOIIPEHHUH, TpadUK OTITYCKOB U Ap.). DOpMbI

ydeTa. Perucrpanus kaIpoBbIX pacoOpsIATEIbHBIX

JIOKYMEHTOB B 3aBUCUMOCTH OT CPOKOB XPaHEHHS.

Uroro
6 O6mme TpeboBanus k| OgopmileHHe OpraHU3aIMOHHO-PACTIOPSIIUTETHHON 2 OIIK-2,
COCTAaBJICHUIO U nokyMmenrtanuu ¢ npumeHenuem 'OCT P 6.30 — 2003. TIK-12
oopmieHuno Nzyuenne TpeboBaHU K 0(OPMICHHIO PEKBU3UTOB.
JIOKYMEHTOB yrpaBieHus. | binanku, Gpopmbl, 06pasibl 10KyMeHTOB.CTpyKTypa
OCHOBHBIE IOKYyMEHTHl | KaJpoBOi HH()OPMAIIMOHHO-TOKYMEHTALIMOHHOM CH-
yIpaBJeHHs IepCOHAIOM. | cTreMbl. HopmaTtuBHas 1 HOpMAaTUBHO-CIIPABOYHAS J10-

kymeHTauus.[InanoBast kagposas qokymeHTanus.Op-

raHU3alMOHHO- [IpaBoBas JokyMeHTaius.Ilepconans-

Has JoKymeHTauus. JloroBopHas qokymenramus. Pac-

MopsAUTeNIbHAS JOKYMEHTAIM. Y YeTHas KaipoBast

JIoKyMmeHTanus. JlokyMeHTanus no yyetry padbouero

BPEMEHH U pacueToB ¢ nepcoHanomM.OTueTHas v OT-

YETHO-CIPAaBOYHAs JOKYMEHTALIMSL.

Hroro 2
Hroro 3a cemectp 4
Hroro 8

5.3. Paznenbl AMCHUILIMHBI U MEKIUCIMIUIMHAPHBbIE CBSI3H ¢ 00ecneYnBAKIIMMH (TpeabIy IUMH)
U obecnneynBaeMbIMU (MOCJAEYIONIUMH) TUCHUIIMHAMHA
Paziensl AUCIIUTUIMHBI M MEKIUCITUTUIMHAPHBIC CBS3M C 00€CTICUMBAOIIMMU (MTPEABIAYIIUMA) H
obecnieunBaeMbIMU (TTOCJIEIYIONIMMHI ) AUCITUTUIMHAME TPEJICTABIEHBI B TabmuIe 5.3.
Tabmua 5.3 — Pa3aensl AMCHMIUIMHBL U MEXIUCITUIUIMHAPHBIE CBS3H

Ne pa3aciioB JIaHHOM AUCHUIUIMHBI, IS KOTOPBIX HGO6X0,[[I/IMO

HauMeHOBaHHE TUCIUILIMH U3y4eHHe 00ECTIeYMBAIOIIUX U 00€CIIeUNBAEMbIX JUCLUILUINH

1 2 3 4 5 6 7

[IpeamecTByrOmMME TUCITUATIIUHBI

1 Kagposslii yuer + + + + + + +
2 NadopmanoHHbIe TEXHOIOTUHU B N N N N
YIPABJICHUH EPCOHATIOM

3 OcHOBBI OpraHU3alUM Tpyaa

4 TpyoBO€ U IpaKIaHCKOE TIPaBO + + + + + + +

[Tocnenyromue TUCIUTIITUHBL

1 KagpoBblii yuer + + + + + + +
2 JIokyMEeHTaAITMOHHOE 00ECIICUCHHE N n n N . N N

YIIpaBJICHUS IEPCOHAIOM
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3 VhpaBieHue nepcoHaioM OpraHu- n n . n
3a1uu
4 Yder n aHanus + + + + + + +

5.4. CooTBeTcTBHE KOMIIETEeHIIMIi, GOPMHUPYEMBIX PH U3YyYEeHUM TUCHHUILUIMHBI, U BUA0B 3aHATHI
CooTBeTcTBHE KOMIETEHIUH, (POPMUPYEMBIX MpPU HM3YUYEHUH IUCHUIUIMHBI, M BHJIOB 3aHATHN
MIPEICTAaBICHO B Tabmuiie 5.4.
Ta6muia 5.4 — CooTBETCTBHE KOMIIETEHIIMN, (DOPMUPYEMBIX NIPU U3YUYEHUH AUCIUIUIUHBI, U BUOB 3aHS -

TUH
§ Bunwr zagsatuit
= ) :
5 © O
= ; s 8 ®DOpMBI KOHTPOJISI
Y % o, o, p P
= . .
= = 'S 2
<z = @)
OIIK-2 + + + KoHnTponbHas paboTa, JK3aMeH,
Ot4er no maboparopHoii paboTe,
Omnpoc Ha 3ansTusx, Tect
IK-12 + + + KonTpomnsHas pabora, Dk3aMeH,
Ot4er no naboparopHoii padote,
Onpoc Ha 3anarusx, Tect

6. UuTepakTHBHBIE MeTOAbI U (JOPMBI OPraHU3aANNU 00yUeHUsI
He npenycmorpeno PVYII.

7. JIaGopaTtopHbie padoThI
HaumenoBanue nabopaTopHbIx padboT npuBeaeHo B Tabmuue 7.1.
Ta6muna 7.1 — HaumeHnoBanue 1abopaTopHbIX paboT

3 =
Q ==
Z 25
]
Haspanus paznenon HaumenoBanue nabopaTtopHbIx padboT z 7 &5
=) S E
= o, =
2 o' g
~ S
5 cemecTp
3 Mecto kaapoBoi Onucanne QyHKIMI Ci1y>k0bI IO paboTe ¢ mepcoHa- 4 OIIK-2,
CIIy’KOBI B CUCTEME soM. OG11Ke MoJIOKeHUs 0 KaJpoBOH ciry»k0e 1o pa- IIK-12
yIpaBJIeHUsI IEPCOHAIIOM. | 00Te ¢ IepcoHaIOM B opranu3anuu.PazpaboTka opra-
3amaun KaapoBOi HU3ALMOHHON CTPYKTYypa OTJielia Mo paboTe ¢ mepco-
CITyKOBI B HAJIOM.
JTIOKYMEHTAIIMOHHOM Wroro 4
o0ecrnieueHuu
yIPaBICHHS IEPCOHATIOM.
[TonsiTue kanpoBOIO
JIeJIOTIPOU3BOJICTBA
Hroro 3a cemectp 4
6 cemecTp
4 O0mwmii coctaB 1 BUABl | KoMIiekchl KaapoBol JOKYMEHTAIIMH B OpraHu3a- 2 OIIK-2,
KaJIpOBBIX JJOKYMEHTOB. | LIMH. TIK-12
CucremMa yyera KapOBbIX Hroro 2
JTIOKYMEHTOB.
5 OyHKIUH CITyXOBI Odopmnenue npuema Ha paboTy (TpyIOBOI 2 OIIK-2,
KaJIpOB TI0 noroBop).Odopmiienue nepeBojaa. Yuert, BeeHue, Xpa- ITK-12
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JAOKYMCHTHPOBAHUTIO HCHHUC TPYHAOBLIX kHmxkek. [l raTHoe paciiuCaHuc.

JIBHKCHUS NIEPCOHANA M |y 2
y4eTy JUYHOTO COCTaBa

6 O6mme TpeboBanus k| [Topsimok oopmiteHUsI U peruCcTpaui MPUKA30B. 2 OIIK-2,
COCTaBJICHUIO U ®opMbI MPUKA30B 110 JIMYHOMY cocTaBy.llepBuyHbie [IK-12
o opMIIEHUTIO y4eTHbIe JOKyMEHTHI. [ [pon3BoiHbIE (BTOPUYHBIE)

JIOKYMEHTOB YIPaBJICHHUS. | YUETHbIE TOKYMEHTHI. Y HU(pULIMPOBaHHbBIE POPMBI J0-
OCHOBHBIE IOKyMEHTHl | KYMEHTOB JJIsl y4eTa pabodero BpeMeHH U pacueTa 3a-
yIpaBJIeHUsI IEPCOHATIOM. | paOOTHOM IIIATHI.

Hroro 2
Hroro 3a cemectp 6
Hroro 10

8. [IpakTHyeckue 3aHATHS (CEMUHAPHI)
He npenycmotrpeno PVYII.

9. CamocrosiTesqibHasi pabdoTa
Bunel camocrosTensHOM paboThl, TPYIOEMKOCTh U (pOpMHUpyeMble KOMITETEHITMH TPEICTaBICHbI B
tabmune 9.1.
Tabmuua 9.1 — Buasl caMoCTOSATENBHOM pabOThI, TPYIOEMKOCTh M JOPMHUPYEMbIE KOMIIETEHIINN

3 =
: i
Buner camoctosaTensHOU & > ©
HasBanus paznenon = = = DopMbl KOHTPOJIS
paloTEI L s 2
X g8 =
a e g
= S
5 cemecTp
1 Ilpenmer, 3amaun [IpopaboTka TeKIHOHHOTO 16 |OIIK-2 Omnpoc Ha 3aHsTUAX, Tect
b b b b
CTPYKTYpa, COJIEp)KaHUE | Marepuana [IK-12
Kypea. Hroro 16
2 CoBpemenHas mpaBoBasi | [IpopaboTka JICKITMOHHOTO 16 |OIIK-2, |Omnpoc Ha 3aHsATUSIX, TecT,
periiaMeHTauus Marepuaia [K-12 DK3aMeH
JIOKYMEHTHPOBAHHS Wroro 16
KaJIpOBOU JIEATETHLHOCTH B
3aKOHOJATEIbHBIX
HOPMAaTUBHBIX aKTaX
3 Mecto KaJpoBoit CamocrosiTenbHOE U3yde- 20 |OIIK-2, |Omnpoc Ha 3aHsATHsIX, OT-
CILy>KOBI B CUCTEME HUE TeM (BOIPOCOB) Te€Ope- [IK-12 YeT 10 JIabopaTopHOil pa-
yIpaBJIeHUs IEPCOHATIOM. | THUECKOM YacTH Kypca 6ote, Tect
3aziasu KazpoBO# CIyKOEI OdopmiteHre 0TIETOB TIO 12
B TOKyMCHTALHOHHOM nabopatopHbeIM paboTam
00eCTeYeHnn YIpaBIeHUs
nepconanom. [lonsrue Hroro 32
KaJIpOBOTO
JIEJIONPOU3BOICTBA
Hroro 3a cemectp 64
6 cemecTp
4 O6mmii coctaB u BUaAbl | [IpopaGoTka JIEKITMOHHOTO 10 |OIIK-2, Onpoc Ha 3aHaTusx, Ot-
KaJpOBBIX JOKYMEHTOB. | Marepuasa [K-12 4eT 110 JJabopaTopHOil pa-
CucremMa y4era KaJpOBbIX OQOPMICHHE OTUETOR 110 12 oore, Tect, Dx3ameH
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JTIOKYMEHTOB. nabopaTtopHbeIM paboTam

Hroro 22
5 OyHKIMH CITyXOBI Brimonnenne koutponbhbix | 12 |OIIK-2, | KouTponpHas pabora,
KaJIpOB TIO pabort IK-12 Ompoc Ha 3ausaTusax, OT-
JIOKYMEHTHPOBAHHIO CaMOCTOSITEBHOE H3ytC- 18 YeT 10 JIabopaTopHOil pa-

JIBIDKEHUS TIEPCOHANIA U oote, Tect, DK3aMeH

YUYCTY JIMYHOTO COCTaBa

HHE TeM (BOIIPOCOB) TEOpE-
TUYECKON 4acTu Kypca

OdopmiteHre 0TIETOB TIO 16
JabopaToOpHBIM paboTam
Hroro 46

6 O6mue TpeboBanus Kk | Beimonnenue kouTposibHbix | 11 |OIIK-2, | KonTponbHas pabota,
COCTaBJICHUIO U pabot IK-12 Omnpoc Ha 3aHsaTHAX, OT-
0(QOpPMIIEHUIO JJOKYMEHTOB 4eT 1o JJabopaTtopHoil pa-

o [TpopaboTka JIEKIMOHHOTO 10 5 Teer.
ynpasieHns. OCHOBHEBIC |\ 1oy i ore, TecT, Dk3ameH
JIOKYMEHTBI yIIPaBIICHUS
TIEPCOHAJIOM. OdopmieHre 0T4ETOB 110 18

JabopaToOpHBIM paboTam
Hroro 39
7 TpeboBanus K [TpopaboTka JIEKITMOHHOTO 18 |OIIK-2, |Ompoc Ha 3ansTUsAX, Tecr,
paspaboTke u Marepualia [K-12 DK3aMeH
opopmenuio Texaomorns | ;- oro 18
yueTa U XpaHCHHUS
KaJIpOBOM IOKYMEHTAIIH.
Hroro 3a cemectp 125
TlonroroBka u caaya dK3a- 9 DK3aMeH
MEHa
Hroro 198

10. KypcoBoii npoekr / KypcoBasi padora
He npenycmorpeno PVYII.

11. PeiiTunroBas cucremMa Jisi OlleHKH YCIIeBAeMOCTH 00yYaloIIUXCs
PeittuHroBas cucrema He UCIIOIB3YETCA.

12. YueOHo-MeTOAUYecKOe U MHPOPMANIMOHHOE 00ecTiedeHrue TUCIHIIINHBI

12.1. OcHoBHas JuTepaTypa
1. JIoKyMEHTallMOHHOE OOECIIEYCHHE YIPABIECHUS MEPCOHATIOM [DJIeKTpOHHBIN pecypc]: Yueb-
Hoe nocobue/bynar P. E. - M. HUL] UHOPA-M, 2015. - 234 c. 60x90 1/16. - (Briciiee obpa3oBanue ba-
KaJlaBpHar) ISBN 978-5-16-010318-1, 500 9K3. - Pexxum JIOCTyma:
http://znanium.com/catalog/product/488066 (nara obpamenus: 30.07.2018).

12.2. lonosiHUTEIbHAS JIUTEPATYpPa

1. KanpoBoe nenonpon3BoAcTBO [DNEKTpOHHBIN pecypc]|: Haunnaem ¢ Hyms. Ayoqut CBOMMH CH-
namu / U.B. Kypasnesa, M.B. Xypasnesa. - 2-¢ uza. - M. HUL] UH®PA-M, 2014. - 184 c. 60x88 1/16 +
( Hom. mar. znanium.com). - (IIpocto, kpaTtko, 66I1CcTpO). (0) ISBN 978-5-16-008986-7 - Pexxum moctyna:
http://znanium.com/catalog/product/417566 (nara obpamenus: 30.07.2018).

2. Abynagze, 1. I'. JlokymeHTalmonHoe oOecrieyeHne YIpaBiaeHUs NePCOHATIOM [ DIEKTPOHHBIN
pecypc]: yueOHUK U MPAKTUKYM IS akajgemudeckoro OakanaBpuata / J[. I. AGynanze, U. b. Bempsokku -
Ha, B. M. Macnosa. — M. UznarensctBo FOpaiit, 2018. — 299 c. — (Cepus bakanaBp. AxkaneMuueckuii
kypc). — ISBN 978-5-534-00875-3. - Pexxum moctyma: https://biblio-online.ru/book/8F9C2312-2C6D-
48BC-87FE-0B062BB243CE (nata obpamenus: 30.07.2018).

CornacoeaHa Ha noprane Ne 41269 ?



12.3. YueOHO-MeTOAHYECKHE MTOCOOUHA

12.3.1. O0s3aTenbHbIC y4eOHO-METOAMYECKHE TOCOOHS

1. Kysnenos, 1. H. JlokymeHTanimoHHoe obecreyeHne ynpaBieHus IepCOHaIoOM [ DIeKTPOHHBIN
pecypc]: yueOHUK U IPAKTUKYM JUIs pUKiIagHoro 6akanaspuara / . H. Ky3snenoB. — M. U3narenscTBo
FOpaiir, 2019. — 520 c. — (Cepus bakanasp. [Ipuknagnoit kypc). — ISBN 978-5-9916-4000-8. - Pexxum
noctyna: https://biblio-online.ru/book/94A27CF0-A144-45FB-AC69-1E2AE0B0861D (mara oOparie-
Hus: 30.07.2018).

2. boromoinoBa, A. B. KanpoBblil yueT [DneKTpoHHBIN pecypc|: Meronudeckue ykazaHus 10 Op-
raHU3aIMK JJa0OPATOPHBIX 3aHITHI U CAMOCTOSTEIBHON paboThl [DnekTpoHHbIi pecypc] / A. B. boromo-
aoBa. — Tomck TYCVYP, 2018. — 25 c. - Pexxum noctyna: https://edu.tusur.ru/publications/8459 (nara
obpamenus: 30.07.2018).

12.3.2. Y4yeOHO-MeTOAMYECKHE OCOOUS ISl JIUI] C OTPAHUYEHHBIMH BO3MOKHOCTSIMU 310POBbS U
HHBAJINI0B

Y4eOHO-METOIMYECKIE MaTepUaIbl IJIs CAMOCTOSTEIFHOU M ayTUTOPHON pabOThl 00YJarOITUXCS
U3 YHCTia JIUI ¢ OTPAHMYEHHBIMA BO3MOYKHOCTSIMU 3JIOPOBBSI U WHBAIHJIOB MPEAOCTABISAIOTCS B PopMax,
aJlaNTUPOBAHHBIX K OTPAHUYCHHAM UX 37I0POBBS U BOCIIPHUATHS HH(DOPMAITHH.

Jlis1 i1 ¢ HApyIIeHUSIMU 3PeHust:

- B (hopMe IIEKTPOHHOTO JIOKYMEHTA;

- B IeYaTHOW (hopMe YBEITMUEHHBIM MIPUGTOM.

JlJis1 U1 ¢ HAPYIIEHUSIMHU CJIyXa:

- B (popMe DIIEKTPOHHOTO IOKYMEHTA;

- B Ie4yaTHoOU opme.

Jlais1 NI ¢ HAPYIIeHUSIMU OTIOPHO-ABUIaTeIbLHOTO aNnapara:

- B (hopMe AIIEKTPOHHOTO TIOKYMEHTA;

- B Ie4aTHoOU (opme.

12.4. IIpodeccuonanibHbie 0a3bl JAHHBIX U MH(POPMANMOHHDBIE CIIPABOYHbIE CHCTEMBI
1. http://www.elibrary.ru/

2. http://www.consultant.ru/

3. http://www.kadrovik.ru

4. http://www.pro-personal.ru/

13. MaTtepuaibHO-TEXHMYECKOE O0ecneyeHue JUCIUILJIMHBI U TPpedyeMoe MPorpaMMHoe
o0ecreueHue

13.1. O6uue TpedGOBaHUA K MATEPHAJIBHO-TEXHHYECKOMY H IIPOIPAMMHOMY 00€eCIIeYCHH IO
AUCHHUTIMHBI

13.1.1. MaTepuaJIbHO-TeXHHUYECKOE U POrPAMMHOE o0ecneyeHue sl JIEKIIMOHHBIX 3aHATHH
Jlyist ipoBeieHus 3aHATUH JICKITMOHHOTO TUTIA, TPYIIIIOBBIX M MHIWBUYyaTbHBIX KOHCYJIBTALIUH, TE€-
KYILIETO0 KOHTPOJIS ¥ MMPOMEXYTOYHON aTTEeCTAllMU UCIIONb3YeTCsl yueOHasi ayTuTOpHUs ¢ KOJMUYECTBOM TO-
CaJIOUHBIX MECT He MeHee 22-24, obopynoBaHHAsl JOCKOW M CTaHAAPTHOM yueOHOH mebenbio. MMerorcs
JIEMOHCTPAIIMOHHOE 000PYIOBAaHUE U YU4eOHO-HATIIAIHBIE TTOCOOMsI, 00€CTIEUNBAIOIINE TEMATHUECCKUE HJI-
JIOCTPAIMHU TI0 JIEKIIMOHHBIM pa3ielaM TUCIUTUINHEI.

13.1.2. MaTepuaJbHO-TEXHHUYECKOE H MPOrPAMMHOE obecreveHne IS JI1adopaTOPHbIX padoT

Brruncnurtensnas naboparopus / KomnbroTepHsIii kitacc

yueOHas ayIuTOpHsl 1715l IPOBEACHUSI 3aHATHI MPAaKTUYECKOro TUIa, ydeOHas ayauTopus Ui Mpo-
BEJICHUS 3aHITHIA 1a00OpaTOPHOTO THUMA

634045, Tomckast obmactsb, T. Tomck, yi. KpacHoapmetickast, 1. 146, 505 ayn.

Ornucanue UMeIerocs 000pyI0BaHUS:

- [I1IBM DX6100M (9 mir.);

- [I3BM INTEL CORE 2 DUO (6 mt.);

- MaranTHO-MapKepHas T0CKa;

- Kommnekr cnenuanuzupoBanHoi yueOHo# mebenu;
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- PaGouee mecto mpenogaBarens.
[TporpamMHOe obecrieueHue:

— FoxitReader

— Google Chrome

— Microsoft Windows 7 Pro

— Mozilla Firefox

— OpenOftice

— Koncynprant [lmroc

13.1.3. MarepuajibHO-TeXHUYECKOE U MIPOrPaMMHoOe o0ecrneuyeHue 1Jisl CAMOCTOSATeIbHOI padoThI
Jiiss caMoCTOsTENbHON pabOThl UCTIONB3YIOTCS y4eOHBIE ayAUTOPHH (KOMITBIOTEPHBIE KIIACCHI),
PacIOJIOKEHHBIE TI0 aJIpecaM:
- 634050, Tomckast o6macTs, r. Tomck, Jlennna npocnexr, a. 40, 233 ayn.;
- 634045, Tomckas obmacTs, T. Tomck, yin. KpacHoapmeiickas, 1. 146, 201 ayn.;
- 634034, Tomckast 06nacTh, r. Tomck, Bepmmnuna ynuua, 1. 47, 126 ayn.;
- 634034, Tomckast obmacTh, T. Tomck, Bepmmanna ymuna, 1. 74, 207 aya.

CocTtaB 000py/IOBaHUSA:

- yueOHast mebenb;

- komneroTepsl kinacca He Hke [IDBM INTEL Celeron D336 2.81'Tw. - 5 miT.;

- KOMOBIOTEPHI MOJIKIIOUYCHBI K ceTu «/HTepHeT» U 00eCreYnBarOT JOCTYI B AJIEKTPOHHYIO HH-
(hopMalOHHO-00pa30BaTEIbHYIO Cpely YHUBEPCUTETA.

[Tepedens mporpaMMHOTO 00ECIICUCHUS:

- Microsoft Windows;

- OpenOftice;

- Kaspersky Endpoint Security 10 s Windows;
- 7-Zip;

- Google Chrome.

13.2. MaTepuaibHoO-TeXHHYecKoe o0ecniedeHne TUCHMIIIMHBI VIS JIMIL[ C OFPAHMYeHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

OcBoeHHE NUCHMIUIMHBI JUIIAMHA C OTPaHUYEHHBIMH BO3MOKHOCTSIMH 3/I0POBbSI U WHBAIWIAMHU
OCYILECTBIISIETCS C UCIIOIb30BAHUEM CPEIACTB 00ydeHHs OOIIEro U CHEelMaIbHOI0 Ha3HAUYeHUS.

[Tpu 3aHATHAX ¢ O0YYAIOUIMMHUCS ¢ HAPYIIEHUAMH CJIyXa MPEyCMOTPEHO UCIIOJIb30BaHUE 3BYKO-
YCUJIMBAIOLLEH anmapaTypbl, MyJIbTUMEIUNHBIX CPEICTB U JPYTUX TEXHUYECKUX CPEACTB IIpUeMa/mepena-
4yi y4yeOHOM nH(pOPMALIUU B TOCTYIHBIX (PopMax, MOOMIIBHOM CUCTEMBI MTPETIOaBaHus il 00YJatOLTHXCSI
C MHBAJIUAHOCTbIO, IOPTATUBHOM MHIYKIIMOHHOHN CHCTEMBbl. YueOHas aynuTOpHus, B KOTOPOH 3aHUMAIOTCS
oOydaroryecsi ¢ HapylIEeHHEM ClIyXa, 00OpYy/I0BaHA KOMITBIOTEPHOW TEXHHMKOM, ayAMOTEXHUKOH, BUIEO-
TEXHUKOMU, FJICKTPOHHOM JTOCKOH, MYJIbTUMEIUMHON CUCTEMOM.

[Tpu 3aHATUAX ¢ OOYUYAIOLIMMUCS ¢ HAPYLIEHUSIMU 3PEHUSAMM IIPETYCMOTPEHO HUCIIOJIb30BAaHUE B
JIEKIIMOHHBIX U YYEOHBIX ayAUTOPHUAX BO3MOKHOCTH IPOCMOTPA YAAJIEHHBIX 0OBEKTOB (HAIIpUMeEp, TEKCTa
Ha JIOCKE WM CJIaiijia Ha SKpaHe) P MOMOIIH BUACOYBEINIUTEIEH A1 KOM(POPTHOTO IPOCMOTPA.

[Tpu 3aHATHAX ¢ O0YYarOUIMMUCS ¢ HAPYLIEHUSIMM ONOPHO-ABUIaTeJbHOI0 ANNAPATA HCIOJIb-
3YIOTCS aJbTEPHATUBHBIE YCTPOHCTBA BBO/IA HH(OPMAIIMHK U IPYTHE TEXHUUECKUE CPENICTBA ITpreMa/epe-
Jau yuyeOHOM MHpOpMaluu B AJOCTYIHBIX (opMax, MOOMIIBHOW CHCTEMbl OOy4eHUs JUIs JIOAEH ¢ UHBaA-
JIUTHOCTBIO.

14. OneHovHbIE MaTepuajJabl 1 METOAUYECCKUEC PEKOMEHIAIUHU IO OPraHu3alluv U3yUCHUSA
AUCHHUITJINHBbI

14.1. Conepmalme OLCHOYHBIX MATCPHAJIOB U METOANIECCKUEC PEKOMECHAAIIUH
I[J'ISI OLICHKHU CTCIICHU C(bOpMI/IpOBaHHOCTI/I H YPOBHA OCBOCHHA 3aKPCIIJICHHBIX 3a ﬂHCHHHHHHOﬁ
KOMITC TEHITHUM HCIOJIB3YIOTCA OLCHOYHBIC MaTCpHUajibl B COCTABE!
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14.1.1. TecToBble 3agaHus
1. HopmatuBHBIE TTPaBOBBIE aKThI MOT'YT OBITh B 3aBUCHMOCTH OT C()ephI ICHCTBHIA:
a) o0ITUMU;
0) OTpaciieBBIMA U MEKOTPACIEBBIMU
B) YKa3aHHBIMU B OTBETax a) u 0).

2. NokyMeHTHI (POPMUPYIOTCS B ieTia B COOTBETCTBHH:

a) C MOJIOXKEHUEM 00 yUpexKICHUH;

0) ¢ mepeyHeM JOKYMEHTAIbHBIX MAaTePUAIOB C YKa3aHUEM CPOKOB XPaHEHHUS;
B) ¢ 'OCTom Ha opraHu3arimoOHHO-PACTIOPSIUTEIBHYIO JOKYMEHTAIIHIO;

I') C HOMEHKJIaTypOil 1eNl yUpeKICHHUS;

1) C MHCTPYKLMEH MO AeTONPOU3BOJICTBY JAHHOTO YUPEKACHHUS.

3. UtoroBas 3amuch K HOMEHKJIATYPE JIe] COACPKUT HH(DOPMAITHIO:
a) 00 o0IeM KOJIMYECTBE 3aBEACHHBIX JICIT;

0) 0 TOBPEXKICHHBIX MPU XPaHCHHUH JIeJax;

B) O CIaue JIeNT Ha apXUBHOE XPAHCHUE;

T') O HE3aBEJACHHBIX JIeJIax.

4. K m1aHoBOM TOKYMEHTAllUH OTHOCSITCS:

a) CTPYKTypa U IITaTHASl YUCICHHOCTh TPEANPHUSATHUS;

0) mTaTHOE paclHUCaHuE;

B) rpa)uK OTITYCKOB pabouuX U CIYXKAaIUX;

T') IPOrpaMMBbI U IJIaHbl PACHIUPEHHUS WIH COKPAILIEHHUS YHCIIa COTPYIHUKOB;
1) IPUKAa3bl.

5. CtpykTypa ¥ mTaTHAs YUCICHHOCTh OPTaHU3alMU UMEIOT B COACPIKATEIIHHON YacTH Tpadbl:
a) HAMMEHOBAHKE CTPYKTYPHBIX MOJPA3JICIICHUIA 1 JTOJDKHOCTEH;

0) mTaTHas YMCICHHOCTD

B) MECTO PACITOJIOKECHHUS OPTaHN3AIIHH.

6. llITarHoe pacnucanue (popma Ne T-3) comepkut B TaOIMIHON YacTH rpadbl:
a) KOJI ¥ HANMEHOBAaHUE CTPYKTYPHOTO MO/Ipa3AeiICHUs;

0) KO 1 HAMMEHOBAaHHE JOJDKHOCTH; KOJTMYECTBO IITATHBIX €IUHMUII;

B) JIOJDKHOCTHBIE OKJIAJbl; HaI0aBKH (IIepCOHATBHBIC U TIP.);

T') MeCSTYHBIN (POH]T 3apabOTHOM TUIATHI;

1) IPUMEYAHUE.

7. I'padux otmyckoB (popma Ne T-7) B TaGNU4HOM YacTh COAEPKUT rpadbl:

a) TabenbHBIN HOMED;

0) hbamumus, UMs, OTYECTBO;

B) JIOJDKHOCTB; MECSIBI A1 (PUKCHPOBAaHMS IMPOJIODKUTEIBHOCTH OTITYCKa M M3MEHEHUI ATkl
yX0/1a B OTIIYCK U BBIXOJIa Ha paboTy;

') OCHOBaHHME U3MEHEHHS JIaThl yXO/ia B OTIYCK M BBIXO/a Ha paloTy.

8. B aBToOMOTrpaduu 10KHBI YKA3hIBATHCS CBEIICHUS:

a) pammus, UMsl, OTYECTBO;

0) MpUYMHBI U3MEHEHUS (HDaMIIINN;

B) TOJl 1 MECTO POXKACHHMSI, COIIMAIILHOE MOJIOKEHUE, 00pa30BaHUE;

T') Kakue y4eOHbIC 3aBEICHUS 3aKaHYMBAJI M 11O KaKOW CHEeIHaIbHOCTH,

1) TPYAOBAs ICATEIHHOCTD C YKa3aHUEM B MPSMOM XPOHOJOTHIECKOM MOPSIIKE BPEMEHH.

9. K n1oKymMeHTaMm 10 JINYHOMY COCTaBY OTHOCATCS:
a) TPYZIOBBIE IOTOBOPHI, 3aKIIFOUEHHBIE MEX Ty padoToaareneM U pabOTHUKOM;
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0) mpuKasbl 0 IpreMe, IEPeBOIe Ha IPYTyI0 paboTy, yBOJIbHEHHH;
B) 3asBJICHUs O NIpHEMe Ha paboTy, NepeMeIleHNH, YBOJIIbHEHUH;
T') TPYZOBbIE KHUKKH;

1) INYHBIC KApPTOUKH;

) aprobuorpaduu;

K) XapaKTEPUCTHKU;

3) aTTECTAllMOHHbIE JIUCTHI COTPYIHUKOB.

10. TTogroroBka MpUKa30B U PACIOPSHKEHUM 110 KaJpaM BKIIOYALT:

a) TIOJITOTOBKY MPEABAPHUTEIHLHOTO (UYEpPHOBOT0) BapHaHTa TEKCTA TOKYMEHTA,;

0) penakTupoBaHHE M KOPPEKTUPOBAHUE TPEBAPUTEITHHOTO BApUaHTa TEKCTA JOKYMEHTA;
B) COIJIACOBaHUE YTOYHECHHOTO BapHAHTA TEKCTa IOKYMEHTA;

r) 0ohOpMIICHHE OKOHYATEIPHOTO BapUaHTa TEKCTAa JOKYMEHTA,;

1) yTBEepXkAcHUE (TOAMICaHUE) TOKYMEHTA;

€) pErUCTpaIUIO JOKYMEHTA;

) THpOXKUPOBAHKE JOKYMEHTA.

11. PekBU3UT «Ha3BaHKE BUJA JOKYMEHTa» HE CTABUTCS:
a) Ha JOKJIQJTHOM 3aIuCKe;

0) Ha yKa3aHWH;

B) HA TUCHME;

') Ha MPEeCTaBICHUH.

12. JInunble Aena, TUYHBIE KAQPTOUYKU COTPYAHUKOB UMEIOT CPOK XPaHEHUS:
a) 3 rona;

6) 10 ner;

B) 75 ner;

T') IOCTOSTHHBIM.

13. AKTBI O BBIJICJICHUH JI€JT K YHUYTOXKEHUIO UMEIOT CPOK XPAHEHUS:
a) 3 rona;

0) 10 ner;

B) 75 ner;

T') IIOCTOSTHHBIM.

14. JInanbie nena ohOpMITIIOTCS Ha BCEX COTPYAHUKOB:

a) 0e3 UCKITIOYCHHUS;

0) KpoMe BOEHHBIX PaOOTHHUKOB;

B) KpOME€ BPEMEHHBIX paOOTHUKOB, pab0YMX U MIIAAIIET0 OOCITYKUBAIOIIETO IIEPCOHAIA.

15. ApxuB opraHu3alvi B COOTBETCTBHH C MOJOKEHUEM O HEM KOMILIEKTYETCS JeJIaMH JI0JITOBPE -
MEHHOTO XpaHEHHUSI:

a) cepime 10 mer;

0) cBhIle 7 JIET;

B) CBbIIIE 9 JI€T.

16. Onuck nen CTpyKTYpHOTO MOJpAa3AesieHUs MOAMKUCHIBAETCS COCTABUTENEM C YKAa3aHUEM €ro
JOJDKHOCTHU M YTBEP)KIaeTCsl:

a) CelUaIu3upPOBaHHON UHCTICKIIUEH;

0) pyKOBOAMTENEM CTPYKTYPHOTO MOAPA3ICICHUS;

B) 3aMECTHUTEJIEM PYKOBOAUTEIS CTPYKTYPHOTO MOAPA3IEICHUSI.

17. Cpok XpaHeHHsI JOKYMEHTHOW MH(OPMAIIMK HA KOMIIBIOTEPHBIX HOCUTENSAX JaHHBIX OIpese-
JsieTcsl Ha 00X OCHOBaHMSX MO COOTBETCTBYIOIIUM CTaThsM nepeuneit. [IpaBuna PocapxuBa onpenens-
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IOT, 9TO IOKyMEHT JIOJDKEH XPAHUTHCS:
a) B DJIGKTPOHHOM BapHaHTE;
0) B OyMa)XHOM BapHaHTE;
B) HA TOM HOCHUTEJe HHPOPMAIIUH, HA KOTOPOM OH OBLT CO3/IaH.

18. ApXuBHBIE TOKyMEHTBI, U3bATHIE B KaUECTBE BEIIECTBEHHBIX JOKA3aTeIbCTB B COOTBETCTBUU C
3aKOHOATeabCTBOM PD, mpuHamiexar:

a) COOCTBEHHUKY WY BJaJIebIly apXUBHBIX JOKYMEHTOB;

0) rocyIapCcTBEHHOMY MY3€l0;

B) BO3BpATy HE MOJICHKAT.

19. [y mpoBeneHus MPOBEPKH HAJIMYUS M COCTOSIHUS JEJ, HaXOIIIINXCS B TIOCTOSSHHOM XpaHe-
HUH, OTIPEJIEJIEH CPOK:

a) pa3 B 5 JieT;

0) pa3 B 10 neT;

B) pa3 B 7 JIeT.

20. 3arosoBKH /€I, BKJIIOYEHHBIE B TOJIOBOM pa3fiei CBOAHOM OMUCH NI MMOCTOSHHOTO XPaHEHUS
HYMEPYIOTCS:

a) B BaJIOBOM TTOPSIJIKE;

0) B CBOOOTHOM TOPSIIIKE;

B) 00a OTBETa BEPHBIE.

14.1.2. Dx3aMeHALIMOHHBbIE BONPOCHI

1 3apaun u GyHKUIUU CITYXKOBI IEPCOHATIA.

2 [IpaBoBBIE OCHOBBI IOKYMEHTHPOBAHUS JAESITEILHOCTH CIYKObI IIEpCOHAIA.

3 KaznpoBas city>x6a Kak HaKOIHUTEIb JOKYMEHTUPOBAHHBIX IEPCOHATIbHBIX JAHHBIX.

4 3amura nepcoHaibHbIX JAHHBIX paOOTHUKA.

5 CucreMa KapoBOM JOKYMEHTALUH.

6 [IpaBmiia cocTaBieHUs U YTBEPKIEHUS OJJAaHKOB U ()OPM TOKYMEHTOB.

7 O01wmii cocTaB U BUJIbI KAPOBON JOKYMEHTALINH.

8 JlokanbHbIE HOPMATUBHBIE TOKYMEHTBI, PETJIAMEHTHPYIOIINE JAESITEbHOCTD CIY>KObI IIepcoHaIa.

9 Opranu3anMoOHHbIE JOKYMEHTbI, 0COOEHHOCTH U HOPSI0K UX O(hOpMIICHUS.

10 PacniopsinuTenbHble JOKYMEHTBI KaJIpOBOM CITY»KObl, 0COOEHHOCTH U MOPSAOK UX OopmiIeHUs
yHU(ULIIPOBaHHbIE (POPMBI, TEKCTOBBIE (POPMBI, HOPSIIOK PErUCTPALIUU U XPAHEHHUS).

11 MudopmannoHHO-CIpaBOYHbIE JOKYMEHThI, 0OCOOEHHOCTH U MOPSA0K UX 0OPMIICHHUS.

12 TpynoBast KHM>KKA: BEIEHUE, XPAHEHUE, BblJ1auya IIPU YBOJIbHEHHH.

13 TpynoBoii goroBop: pa3padoTka OjaHKa, cofepkanue, opopMiIeHUE MPU TTpHUeMe Ha padboTy, B
Clly4ae U3MEHEHHUs yCIOBUI

14 Ilpouecc TOKYMEHTUPOBAHUS yuyeTa W OTUYETHOCTU IO Kajpam: cTagus (GOpMUpPOBAHUS YYET-
HBIX MacCCHBOB, CTaJusi OOHOBJICHUS, BHECEHUS] U3MEHEHHUH U JOMOJIHEHUH, CTajus COCTABJICHUS OTYET-
HOCTH, BbIIaYM CIIPaBOYHON MH(POPMAIUH.

15 CoctaB JOKYMEHTOB, HEOOXOIMMBIX ISl PELICHUs Bollpoca o mpueme Ha pabdoty. KoHTposs 11o-
CTOBEPHOCTHU MEPCOHAIBHBIX TOKYyMEHTOB.

16Texnonmornueckas 1ernoyka npueMa rpaxx/Jjad Ha padoTy.

17 TexHoornueckas 1enovka JOKyMEHTHPOBAaHUS TIEPEBOa paOOTHHUKA HA IPYTyIO paboTy.

18 JlokymMeHTHpOBaHHE MPOLEYPhl HOOIIPEHUS pAOOTHHKA.

19 JlokymMeHTHpOBaHUE MPOLEAYPHl IPUMEHEHUS TUCIUILUIMHAPHOTO B3bICKAHUS IIPU COBEPILIEHUU
pabOTHUK.

20 JToxkyMEHTHpPOBaHUE MTPOLETYPHI IPEIOCTABIECHUS PA3JIMYHOTO BU/IA OTIIYCKOB.

21 JIokyMeHTHpOBaHHE MPOLETyphl HarpaBieHUs paOOTHUKA B KOMAaHAUPOBKY.

22 TexHojoruyeckas LENoyka JOKYMEHTHUPOBAHUS MPOLEAYpPbl YBOJbHEHHs IO MHHUIIMATUBE pa-
OOTHHUKA.

23 TexHonoruueckas Lernoyka JOKYMEHTUPOBAHUS IPOLIEAYPhl YBOJIBHEHHMS 10 MHUIIMATUBE pabo-
TOJATEIS.
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24 Tlopsaaok odopMIIeHHS KaJpOBBIX JEJI COITIACHO HOMEHKJIATYpe Jell, UX TEKyIee U apXHUBHOE
XpaHEHHE.
25 OdopmiieHue e i nepeayn B apXyuB OpraHu3alug.

14.1.3. Tembl KOHTPOJILHBIX pPadoT

Bapnanr 1

1. IlonsiTHe, 331241 U CTPYKTYpa KapOBOH CIIyXKObI

Paccmotpers Bompochl: (YHKIMHM U 3aJlaud KaJpoBOro opraHa mnpennpustus. [lonoxenue o
nojpasaenaeHuu. Buasl opraHn3aluoHHBIX CTPYKTYp. OCOOEHHOCTH OpraHM3allMOHHOM CTPYKTYpBI Kaj-
POBOI0 OpraHa KpyIHOTO, CPETHET0 U MAJIOro IPEeaIPUATHS.

2. @opMHUPOBAaHUE ONITUMAIBHOTO KaJIpOBOT0O pe3epBa

PaccmotpeTs Bonpockl: nousitue. Meroasl nogdopa u ordopa nepconana. TpeboBaHus, NpeabsB-
JsieMble K KaHIUAAaTaM Ha BaKaHTHYIO JOJDKHOCTB. KanpoBblil peseps.

3. IlpakTryeckoe 3aaHue:

1. CocTaBbTe aIropuT™M JOKYMEHTHPOBAHUS NPOLIEYPHl YBOJbHEHHUS IO BUHE paOOTHUKA.

2-3. [loaroToBUTh NmpHKa3 O IpUEME Ha padOTy U CHENaTh 3alUCh B TPYIOBYIO KHUXKKY B pa3ziel
cBenieHus o pabote. J00aBUTh HEOCTAIOIINE PEKBU3HUTHI

C CupunoBoit AHHON AnekceeBHOH 3akitodeH TpynoBoi gorosop . C 10.10.2010 ona npunsita
Ha paboTy B IUTAHOBBIN OTAEN» () Ha JOIDKHOCTB 3KOHOMHUCTA | kateropuu ¢ oknagoM XXXX py06. 00 kor.

Bapwanr 2

1. 3HaueHue TOKYMEHTOB, PENIAMEHTUPYIOIIUX YIPABICHUE IEPCOHAJIOM U JIEATENBHOCTD Kalpo-
BBIX CITY’KO

Paccmotpets Bompocs!: IlonoxkeHnue o nepconalie, CTpyKTypa U IITaTHAas YMCIEHHOCTb, IIPaBUIIa
BHYTPEHHET0 TPYJOBOI'0 pacopsIKa.

2. ABTomatu3anus paboThl KaJApOBOil CIykKObI

PaccmotpeTs Bompochl: co3nanue U oopmiieHHe T0KyMEHTOB. BeneHnue kaapoBbix 6a3 JaHHBIX.
[TporpammHoe obecrieueHue it KaapoBoil ciayxObl. OOecrieyeHne COXPaHHOCTH JOKYMEHTOB B 3JICK-
TpOHHOMU (popme.

3. IlpakTHueckoe 3aanue

1.CocrtaBbTe aNropuT™M JOKYMEHTHPOBAHHUS IPOLEAYPbI IPEIOCTABICHUS €KETOJHOI0 OCHOBHOIO
OIJIAYMBAEMOTO OTIYCKa B CPOKH, IPEAYCMOTPEHHbIE TPa(pUKOM OTIYCKOB.

2-3. [loaroToBUTh mpHKa3 O IpUEME Ha padOTy U CHEIaTh 3alUCh B TPYAOBYIO KHUXKKY B pa3ziel
cBezieHus o pabote. J|00aBUTh HEAOCTAIOIINE PEKBU3HUTHI

IPUHATA Ha JOJDKHOCTH Kaccupa B LIEHTpaJIbHYIO OyxranTteputo -10» ¢ HEeMoiIHbIM pabodyuM JTHEM
HPOIOJDKUTENBHOCTBIO 4 yaca (¢ 9-00) ¢ omnaroil Tpyaa MponopHHOHAIBEHO OTpa00TaHHOMY BPEMEHU C
oknagoM XXXXX py6. 00 kon. Ha ocHoBanuu tpynoBoro goroopa ot 01.01.2012. McneiTanue Ha Cpok
2 Mecsna.

Bapuanr 3

1. HlTatHbiit cocTaB U npodeccuoHaabHas KBadupuKanyus pabOTHUKOB COBPEMEHHBIX KaJPOBBIX
CITYXO.

Paccmotpers Bompocel: CocTaBieHHe, W3MEHEHHME IITaTHOIO paclucaHus. YHU(PHUIMPOBaHHAS
¢dopma Ne T-3. BHeceHue U3MEHEHH B IITATHOE paclucaHue. Y TBEPKIEHUE ILTATHOIO pacluCaHusl.

2. Iopsiiox 1 opopMIIeHHE TPYAOBBIX IPABOOTHOIICHUH.

Paccmotpets Bompochl: O0s13aTenbHbIe JOKYMEHTHI, IPEabsBIIEMble TIpU TpynoycTpoiicrae. Jlo-
HOJHUTENIbHBIE TOKYMEHTBI, IPEIbsABIsIEMbIe MPU TPYAOYCTPOUCTBE, 0OOCHOBAHUE MX IPEAOCTABIICHUS.
Bunel v cpoku opopmiieHns KaJpoBbIX JOKYMEHTOB.

3. IlpakTHueckoe 3aanue

1. CocTaBbTe anroput™M JOKYMEHTHPOBAHMSI IPOLIETYPHI IpHEMa Ha paboTy

2.Kak MOXHO BHECTH HCIIpaBlieHHE (HAalpUMep, YUCIa WM OyKBBI) B YK€ TOTOBBIM M MOJAIMUCAH-
HBIN npHuKa3?

3. OdopmuTe TUTYIIBHBIN JIUCT TPYIOBOM KHUKKU:

NBanoBa Ceetnana I[lerpoBHa, pomunacek 23.09.2001 r. B . PocToBe-Ha-/lony, yuamasics 3 Kypca
JIOHCKOro rocy1apCTBEHHOIO TEXHUUYECKOTO0 YHUBEPCUTETA, IPUHUMAETCS Ha TOJDKHOCTh CEKpeTapsi C hc-
IIBITATENILHBIM CPOKOM 3 Mecsa.
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14.1.4. Tembl 0IPOCOB HA 3aHATHAX

IIpenamer, 3amaun, CTpyKTypa, coaepkanue Kypca. CBsi3b ¢ APYTUMH JUCHUIUIMHAMU: TOKYMEHTO-
BE/ICHUE, OPTaHM3aLUs M TEXHOJOTHS JOKYMEHTAIIMOHHOTO 00eCTeYeHus YIPaBIeHUs, TPYIOBOE, aIMH-
HUCTPATUBHOE MPABO, YIPABICHUE NIEPCOHAIOM, JOKYMEHTHPOBAHUE TPYIOBBIX IPABOOTHOLIEHUH U JIp.

[TpaBoBast permaMeHTalysl ASITEeIbHOCTH CIIY>KObI yIIpaBJIeHUs MEpCOHaIoM B TpylIoBOM KoJeKce
Poccutickoit ®enepanun. denepanphbiii 3akoH Poccutickoit @enepanun «O0 uapopMaluu, nHGpopMaI-
OHHBIX TE€XHOJIOTHSIX U O 3aluTe HH(OpMAIMU» 0 paboTe ¢ MEPCOHATBHBIMHU JAHHBIMU, OTHECEHHBIMH K
Kareropuu KoH(uIeHIHAIbHOW WHGOpPMAIK, U 00 00s3aTEIbBHOCTH JOKyMEHTHpOBaHus. [leHcnoHHOE
3aKOHOJATEIbCTBO.

®denepanbHbIE 3aKOHBI O TOPSAIKE TOKYMEHTUPOBAHUS TPYIOBBIX OTHOIICHHUH. YKa3bl [Ipe3uaenTa,
nocraHoBieHus [IpasurensctBa Poccuiickoit denepanuu. HopmaTuBHBIE aKThI, COnEpKAILUE HOPMBI TPY-
JIOBOTO TIpaBa, U3aHHbIE (eiepaIbHBIMU OpraHaMU UCTIOHUTEIbHON BIACTH.

Anp00M YHU(UIIMPOBAHHBIX (OPM MEPBUYHON YUETHOM NOKYMEHTAIMH 10 TPYAY U €ro OIUIaTe,
MEXKOTpacjeBble YKPYITHEHHbIE HOPMATUBBI BPEMEHU Ha pabOThl 1O KOMILJIEKTOBAHUIO M YYETY KaJIpoB,
KBaJTH(PHUKALMOHHBIE CIIPABOYHHUKH JTOJHDKHOCTEH PYKOBOIHUTENEH, CIEHUAINCTOB U IPYTUX CIYXalluX, a
TaK)kK€ MHbIE HOPMATHUBHBIEC, HOPMATHUBHO-METOIMYECKUE AKThl 1 HOPMATUBHO-CIIPABOYHBIE JOKYMEHTBHI,
NpUMEHSIEMbIE B JICSITEILHOCTH CIYKO YIpaBIeHUs IEPCOHATIOM.

Hcnonp3oBanue 00MEPOCCUICKUX KITACCU(DUKATOPOB TEXHUKO-IKOHOMUYECKOW U COITMATLHON MH-
dbopmanuu KapoBBIMHU CITY>KOaMHU.

Enunbiil nopsaok odhopMieHus! TPyAOBbIX MPaBOOTHOIIEHUN (YHUPHUIIMPOBAHHBIE CUCTEMBI TEp-
BUYHOW y4ETHOM TOKyMEHTaluu). Busbl KapoBBIX TOKYMEHTOB (TPYAOBOM OTOBOD, TPYAOBAsk KHUKKA U
BKJIQJIBILI K HEH, MpHUKa3bl O IpueMe, MepeBo/ie, YBOJIbHEHUH, MMOOIPEHUH, TpaduK OTIYCKOB U 1p.). Dop-
MBI yuyeTa. Perucrpanus KagpoBbIX pacHOpsSIUTENbHBIX JTOKYMEHTOB B 3aBUCUMOCTH OT CPOKOB XpaHe-
HUSL.

OdopmiieHre opraHu3alnOHHO-PACTIOPAAUTENbHOM nokymeHTanuu ¢ npumenenuem ['OCT P 6.30
—2003.

N3yyenne TpeOOBaHMUH K 0POPMIICHUIO PEKBU3UTOB. biianku, popmbl, 00pa3ibl TOKYMEHTOB.

CtpykTypa KaapoBoil HHPpOPMAITMOHHO-TOKYMEHTAITMOHHOW CHCTEMBI.

HopmatuBHas 1 HOpMaTUBHO-CIIPABOYHAsL JOKYMEHTALMS.

[1nanoBas KagpoBast JOKyMEHTALMS.

Opranu3alioOHHO- IPAaBOBasi JOKYMEHTALIUS.

IlepconanbHass noxkymeHTauus. JloroBopHass nokymeHTauus. PacnopsaurenbHas JOKyMEHTAIU-
. YueTHas KapoBasi JoKyMeHTaus. JJokyMeHTaIus 1o yuety paboyero BpeMEeH! M pacueToB C IepcoHa-
10M.OTUeTHas U OTYETHO-CIPABOYHAS JOKYMEHTALIMSL.

14.1.5. Tembl J1a00opaTOpHBIX padoT
Onucanue QyHKIMHA C1yXO0bI IO pabOTe € IEPCOHAIOM.
OO0m1re moIoKEHUs 0 KaJAPOBOH Ciry)0e 1Mo padoTe ¢ MepCcoOHAIIOM B OpraHU3aIliH.
Pa3paboTka opraHu3aniMoHHON CTPYKTypa OTJielia 0 paboTe ¢ IePCOHAIOM.
Komrutekcsl kagpoBoi JOKyMEHTAIMU B OpraHU3aliH.
Odopmnenue npuema Ha paboTy (TPYIOBOIl 1OTOBOP).
Odopmiienne nepeBosa.
VYuer, BeieHHEe, XpaHEHUE TPYIOBBIX KHUXKEK.
[[ItatHOE pacnucaHue.

14.2. TpeOoBaHMS K OLIEHOYHBIM MATEPHAJIAM /JIsl JIUL C OTPAHNYEHHBIMH BO3MOKHOCTSIMH
310pOBbS 1 HHBAJIH/I0B
Jnst nui ¢ orpaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBbSI M1 MHBAJIMJIOB MPEAYCMOTPEHBI JOMOIHU -
TCIIBHBIC OIICHOYHELIC MaTepI/IaJ'IBI, HepequL KOTOpBIX YKaSaH B Ta6J'II/III€ 14
Tabmuua 14 — JlonmonHUTENbHBIE MaTepHallbl OLICHUBAHUS ISl JIUIl C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMU
SJIOpOBLSI 1 MHBAJINI0B

Kareropun Bubl TONOTHUTETBHBIX OLIEHOYHBIX ®opMbI KOHTPOJIS M OLIEHKH
00y4JaroLXCs MaTepuaioB pe3ynbTaToB 00y4eHus
C mapymenussmu | TecTbl, MICEMEHHBIE CAMOCTOSITEITBHEIC [IpenmymiecTBEHHO MMCHMEHHAS
ciyxa paloThI, BOTIPOCHI K 3a4eTy, pOBEpKa
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KOHTPOJIbHBIE Pa0OTHI

C napyueHusMu
3peHUs

CobecenoBanue 1o BOIpOcaM K 3a4eTy,
OIIPOC 10 TEPMHUHAM

[TpenMyIIeCTBEHHO yCTHAs IPOBEPKA
(MHIMBUAYATIBHO)

C HapymeHHIMHU
OIIOPHO-
JIBUTATEIILHOTO
anmnapara

Perenne qucTaHIIMOHHBIX TECTOB,
KOHTPOJIbHBIE Pa0OTHI, MUCbMEHHbIE
CaMOCTOSITeNIbHbIE pabOThI, BOIPOCHI K
3a4eTy

[Ipenmy1ieCTBEHHO TMCTAaHIHOHHBIMU
MeTOonaMH

C orpaHMuYeHUSIMH TIO
o0IIeMe TUITUHCKUM
MOKa3aHUSIM

TecThl, MMCbMEHHBIE CAMOCTOSTEIIbHbIE
paloThl, BONIPOCHI K 3a4eTy,
KOHTPOJIbHBIE Pa0OThI, YCTHBIE OTBETHI

[Ipenmy1iecTBEHHO IPOBEPKA
METO/IaMH UCXOJIS U3 COCTOSIHUS
o0y4Jaromierocst Ha MOMEHT ITPOBEPKU

14.3. Meroauuyeckne peKOMEHAAUMH M0 OLEHOYHBIM MAaTePHAJIaM JJIf JIMI C OTPAHUYEHHbIMU
BO3MOKHOCTSIMM 310POBbSI M HHBAJIU/I0B

Jnis nun ¢ orpaHMYEHHBIMU BO3MOXKHOCTSIMHU 37I0POBbSl M1 MHBAJIMJOB IpPEIyCMaTpUBAETCS J10-
cTynHas (hopMma MpeaoCTaBICHUS 3aJaHUH OLICHOUYHBIX CPEJICTB, @ UIMEHHO:

- B IeyaTHou (opme;

- B [e4aTHOU (hopMe C YBETUUECHHBIM LIPUPTOM;

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- METOJIOM UTEHHUSI ACCUCTEHTOM 3aJIaHUs BCIYX;

- MIPeIOCTaBJICHUE 3aJJaHUs C UCIIOB30BAaHUEM CYpIOTIEPEBOIA.

Jlumam ¢ orpaHMYEHHBIMH BO3MOXKHOCTSIMU 3[I0POBBSl MU MHBATUAAM YBEITUYMBACTCA BpeMs Ha
MOJITOTOBKY OTBETOB Ha KOHTPOJIbHBIE BONPOCHL. i1 TakKMX 00y4aroImuXxcsi MpeIycMaTpruBaeTCsl TOCTYII -
Hasi opMa MpeoCTaBICHUS OTBETOB Ha 3aJjaHUs, 2 UMEHHO:

- MMCbMEHHO Ha Oymare;

- HaOOp OTBETOB HA KOMITBIOTEPE;

- HaOOp OTBETOB C UCTIIOJIH30BAHUEM YCIIYT ACCUCTECHTA;

- IIPEJICTaBICHUE OTBETOB YCTHO.

[Tpouenypa oneHUBaHUS Pe3yJIbTATOB OOYUYEHHUS JIUI] C OIPAaHUYEHHBIMH BO3MOXHOCTSIMU 3710PO-
BbSl 1 MHBAIHJIOB 10 AWCIMIUTMHE MPEAyCMATPUBAET MpeAocTaBieHne nHdopmanuu B popMax, afanTu-
POBaHHBIX K OIrPaHUYCHUAM HUX 310POBbS U BOCIIPUATHA I/IH(bOpMaHI/II/IZ

JIst Jid1 ¢ HAPYLIeHUSIMH 3PeHus:

- B (hopMe AJIEKTPOHHOTO IOKYMEHTA;

- B Me4aTHOU (hopMe yBETUISHHBIM MIPUPTOM.

JIJist JiM1L ¢ HAPYIIEHUsIMU CJIyXa:

- B (hopMe AJIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU opme.

JlJis1 JINI ¢ HAPYIIeHUSIMU ONIOPHO-ABUIaTeIbHOIO ANNapaTa:

- B (hopMe FJIEeKTPOHHOTO IOKYMEHTA;

- B IIe4aTHOU hopme.

HpI/I HGO6XOI[I/IMOCTI/I JJI JIAL € OTPpaHUYCHHBIMU BO3MOKHOCTAMU 30J0POBbA U MHBAJIMJ0B IIPOIC-
Jypa OLIEHWBAHUS PE3yIbTaTOB O0yUEHHSI MOKET POBOIUTHCS B HECKOIBKO 3TAIOB.
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