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PaGouass mporpamma nucuurunHbl «KaapoBoe aemonpou3BOACTBO» COCTaBlIEHA B
COOTBETCTBUU C TPEOOBAHUSAMU:

- @enepanbHOTO  TOCYJApCTBEHHOTO  00pa3oBaTENBbHOTO  CTaHAApTa  BBICIIETO
oOpazoBanusi mo HampasieHuo noarotoBku 38.03.03 VYmpasnenue mnepcoHanoM (ypOBEHb
OakanmaBpuaTa), yTBEpKACHHOrO mpukasoM MunobpHayku Poccun ot «14» nexabps 2015 roxa
Ne 1461,

- Ilpukaza MunoOpnayku Poccum «O06 yrBepkaenun Ilopsinka opraHuzanuu u
OCYILECTBIICHHS 00pa30BaTEeIbHON ACATEIBHOCTH MO0 00pa30BaTEIbHBIM MPOrPaMMaM BBICIIETO
oOpa3oBaHusi — ImporpaMMaM OakajlaBpuaTta, MporpaMmaM CIHEIUaIUTeTa, MporpaMMam
maructparypbi» oT 05.04.2017 Ne 301;

- yueOHoro miana ['OY BO «Komu pecmyOnuKkaHcKash akajaeMHus TOCYAapCTBEHHOM
cnyxObl u ynpapneHus» mno Hampasienuro 38.03.03 VYmpasnenue nepcoHanioM (ypOBEHb
OakanaBpuaTa) HalpaBJICHHOCTH (Mpoduis) « YpaBieHue NepCOHATIOM OPraHU3alUun.

© Komu pecmyOnrkaHcKast akaeMust
rOCy/IapCTBEHHOMU CITYKOBI
u ynpasienus, 2020
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1. Hesn u 3a1a4m y4eOHOM JUCHUILIHHBI

1.1. I{enw uzyuenus yueonoii oucyuniunbl

[lenpto ocBoeHUsT MUCHHILTUHBI «KaapoBoe IeIOmpon3BOACTBOY» SIBISCTCS MOATOTOBKA
bakanaspos ¥ Oynymeid npodecCHOHAIBHOW JAEATSIIbHOCTH Ha OCHOBE 3HAHUH O CHCTEME
KaJ[pOBOT0 JEJIOMPOU3BOJICTBA, €€ OpraHu3auy U (PyHKIIMOHUPOBAHHMS.

1.2. 3a0auu yuebHot Oucyuniunsl

3amauaMu OCBOCHUS TUCHUILTUHBI «KaapoBoe 1eI0mpon3BOICTBOY SIBIISIOTCS:

- Cq)OpMHpOBaTb IHOHATHUEC O COCTOsSHUU COBpeMeHHOﬁ CUCTCMbl HNOKYMCHTALIUU I10
JMYHOMY COCTaBY;

— copMUPOBATH 3HAHUS U HABBIKM OPTaHU3AIMU KaJIPOBOTO JCIOMPON3BOICTBA, a TAKKE
YMEHUS BECTU KaJPOBOE JICTIONPON3BOJICTBO HA OCHOBE JICHCTBYIONIETO 3aKOHOIATEIIbCTBA;

— chopMuUpOBaTh HABBIKM COCTABICHUS W O(OPMIICHUS JTOKYMEHTOB IO JIUYHOMY
COCTaBy;

— O3HAKOMHUTL C HOPMaMH U IIpaBUJIaMU CHUCTCMATHU3AllUKN U XPaHCHUA JOKYMCHTOB IIO
JMYHOMY COCTaBY.

— OCBOUTH HABBIKHN pa6OTI)I C KaApPpOBBIMH JOKYMCHTAaMH, Tpe6yeMble JJI1 OCYHICCTBIICHU A
poeCCUOHATILHOM IS TEITLHOCTH;

— Cq)OpMHpOBaTI) HaBbIKH IMPUMCHCHUA 3aKOHOB O TPYAC, MHBIX HOPMATHUBHO-IIPABOBBIX
aKTOB COLMAIBHO-TPYAOBOM c(hepbl IUTsl PEIICHHsI TPABOBBIX BOIIPOCOB TPYAOBBIX OTHOIICHUH.

1.3. Buowvl komnemenyuii, popmupyemoie 6 pezyivmamne 0C60EHUA OUCYUNTIUHDL

N3yuenne nucuumnnnsl «KaapoBoe 1e10mpon3BoICTBO» HAIPaBIeHO Ha (JOPMUPOBaHHE
CJEIYIOIINX KOMITETEHLIUMN:

[Ipodeccrnonanbhele:

[IK-8 — 3HaHWe TPHWHIMIIOB W OCHOB (OPMUPOBAHUS CHUCTEMBI MOTHBAIlUU H
CTUMYJHpPOBAaHUSl TMepcoHana (B TOM 4YHCIE OIUIaThl TpyJAa), MOpsAAKa TPUMEHEHUs
JTUCHUTIIMHAPHBIX B3BICKAHWMN, BIAJICHUE HABBIKAMH O(OPMIICHUS PE3YJIHTAaTOB KOHTPOJS 3a
TPYJOBONH W UCHOTHUTENHCKON JUCHUIUIMHON (JIOKYMEHTOB O MOOIIPEHHSIX W B3BICKAHUAX) U
YMEHUEM MTPUMEHATh UX Ha TIPAKTUKE.

ITIK-10 — 3nanme TpymoBoro kozaekca Poccuiickoit denepanuu U MHBIX HOPMATHUBHBIX
IIPABOBBIX AaKTOB, COJAEpXKAIlMX HOPMbI TPYJOBOIO IIpaBa, 3HAHWE TMPOLEAYp IpHEMA,
YBOJILHEHUS, MEpPeBOJia Ha JIPYryl0 padoTy MU TepeMelIeHHus TepcoHalla B COOTBETCTBUHU C
TpynoBeim kopekcoMm Poccuiickoit @enepauyu ¥ BiaJeHUEM HaBbIKaMH OQoOpMIIeHUs
COIPOBOKAAIOIIEH JOKYMEHTAIMH.

IIK-11 — BmageHue HaBBIKAMH pa3pabOTKM OpPraHM3AIMOHHOW M (DYHKIHMOHAIBHO-
HITATHON CTPYKTYPHI, pa3paboTKH JIOKAThHBIX HOPMAaTUBHBIX aKTOB, KACAIOIIUXCSI OpTraHU3aIuU
TpyZda (IIpaBujia BHYTPEHHETO TPYAOBOIO pacropsijika, MOJI0KEHHEe 00 OTIYCKax, MOJIOKEHUE O
KOMaH/IUPOBKaX).

[IK-12 — 3HaHWe OCHOB pa3pa0OTKM W BHEIPCHHS KAJAPOBOW W YIIPaBICHUYCCKOU
JIOKYMEHTAIIMW, ONTHMH3AIMU JTOKYMEHTOO00pOTa M CXeM (PYHKIIMOHAIBHBIX B3aWMOCBS3EH
MEXIy [MOApa3JeNeHUsIMHU, OCHOB pa3pabOTKM U BHEAPEHUS TMPOLELYp pPeryIHMpOBaHUS
TPYIOBBIX OTHOIIEHHUI W COITPOBOKIAOIIEH JOKYMEHTAIUN.

[IK-13 — ymeHue BecTH KaJpOBOE JEJIONMPOU3BOJICTBO M OPraHU30OBBIBATH APXUBHOE
XpaHEHUE KaJIpPOBBIX JTOKYMEHTOB B COOTBETCTBUHU C JIEUCTBYIOIIMMH HOPMATHBHO-TIPABOBBIMHU
aKTaMM, 3HaHHEM OCHOB KaJpOBOM CTAaTUCTUKH, BJIA/ICHHE HABBIKAMU COCTABJIEHUS KaJIpOBOU
OTYETHOCTH, @ TAaK)K€ HaBbIKAMU O3HAKOMIIEHHSI COTPYJHHUKOB OpraHU3alMM C KaJIpOBOU
JOKyMEHTAIMe! U JACUCTBYIONIMMHE JIOKAThbHBIMA HOPMAaTUBHBIMHU aKTaMH, YMEHUE 00eCIeqnTh
3alIUTY NEPCOHATBHBIX JAHHBIX COTPYIHUKOB.
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[1K-17 — 3HaHMe OCHOB pa3pabOTKM M BHEIPEHHUs NMPO(ECCHOHANBHBIX, B TOM YHUCIE
KOpPIIOPAaTUBHBIX CTaHAApPTOB B 00JacTU yIpaBIEHUS MEPCOHAIOM, YMEHHE COCTaBIATh
ONHCAHMS U pacrpenesaTh QyHKIUU U (YHKIHNOHATIbHBIE 00S3aHHOCTH COTPYAHMKOB, a TAKKe
(GyHKLIUU MOJpa3/ieleHuil pa3HOro ypoBHs (KapThl KOMIETEHLUH, JOJKHOCTHBIE UHCTPYKIIMH,
II0JIO’KEHUS O MOAPA3IEIECHHUSAX ).

1.4. Mecmo oucuyuniunsl ¢ cmpykmype o0pazo6amenvHoll RPOZPaAMMbL:
Hucuunnuna «KaznpoBoe Aenonpou3BOACTBO» SBISIETCS 91€KMUBHOU ISl U3ydeHUS,
OTHOCUTCS K gapuamuerot yacmu nporpammsl bioka 1 «/{ucuuninmnsl (Mogynn)y.

2. TpedoBaHus K pe3yjbTaTaM O0CBOEHUSI
Y4eOHOM M CIUILINHbBI

B pe3yiabpTaTe MU3y4YCHHUA OUCHHUIIIIMHBI «KaI[pOBOG JACJIOIIPOU3BOACTBO» o6y11aI0u11/Iec51
OOJDKHBI OBJIAACTH CICAYIOIIMMU 3HAHUAMH, YMCHHAMHW U HaBbIKaMH, COOTHCCCHHBIMU C
IJIaHUPYEMBIMU PE3YyJIbTaTaMU OCBOCHUA O6paSOBaT€HBHOﬁ IIporpaMMmbl:

®opmupyemble IInanupyemMble pe3yjbTaTbl OCBOCHH S
KOMIIETEHIIUH y4eOHO# JHCIHUILIHHBI
3HaTh ‘ Ymerb | Baanern

Ilpogpeccuonanvnvie kKomnemenyuu

Buo oeamenvnocmu: op2anu3auuoOnRO-ynpasjleH4YeCcKana U IKOHOMU4ecKan

I1K-8 — 3naHue HOPMAaTHUBHO- 0hOpMIIATH YMEHUEM F'OTOBUTH
MIPUHITMIIOB U OCHOB | TIPABOBBIEC JOKYMEHTHI, | PE3yJbTAaThl KOHTPOJS | MaTepualbl s
dbopMupoBaHus periiaMeHTHPYIOLIe 3a TPyZI0BOM U MIpEeACTaBICHUS
CHUCTEMBbI MOTHBAIIUU | KaJ[POBOE HUCTIOTHUTENLCKOMN repcoHana K

Y CTUMYJIUPOBAHUSA JI€JIOTPOU3BOJICTBO; JHUCHUIINHON MOOIIPEHUSAM U
nepcoHasa (B Tom OpraHU3aIUIO (IOKYMEHTHI O HarpaxJaeHus, a
YHCIIE OILIAThI KaJIpOBOTO MOOILIPEHUSAX U TaK)Ke COCTaBJICHHS
Tpy/a), mopsiaKa JIETTONTPOU3BO/ICTBA. B3BICKAHUSX ) YCTaHOBJICHHOM
MIPUMEHEHUS OTYETHOCTH I10
JTUCIUATTHHAPHBIX KaJpam
B3BICKAHMH,

BIIaJICHUC HAaBBIKAMU

odopMIIeHHS

pe3yJIbTaTOB

KOHTPOJIS 3a

TPYIOBON U

HCIOJIHUTEIHCKOMN

JUCITUTIIMHOM

(ITOKyMEHTOB O
MOOMIPEHUSIX U
B3BICKAHUAX) U
YMEHHEM MTPUMCHSITh
WX Ha IPAKTHKE.

[1K-10 — 3Hanme METO/IbI OPTaHU3aIlA | COCTABIICHHE U HaBBIKAMHU
TpynoBoro koiekca | NpOU3BOJCTBA U odopmieHue oopmienus
Poccutickoii 3¢ HeKTUBHOM pabOTHl | TPYIOBBIX JOTOBOPOB, | TPYAOBBIX JOTOBOPOB,
@denepaliuil 1 UHBIX | TPYJAOBOTO KOJJICKTHBA | BeIEHHS JIMUHBIX JIe | BEJACHHUS JIUYHBIX JeIT
HOPMAaTHUBHBIX Ha OCHOBE COTPYAHHUKOB U

IPaBOBBIX AKTOB, COBPEMEHHBIX METOJIOB | APYron

COJIepKATNX HOPMBI | YIpaBJICHHUS YCTaHOBIICHHOM




TPYZIOBOTO TIpaBa,
3HAHUEM TPOLETYP
npuema,
YBOJIbHEHMUS,
NepeBo/ia Ha IPYTyIo
paboty u
MepeMEIICHHS
nepcoHasna B
COOTBETCTBUH C
TpynoBbIM KOJEKCOM
Poccuiickoit
®enepauuu U
BJIaJieHHE HABLIKAMU
odopmIteHUs
COTPOBOXKAAIOMIEH
JIOKYMEHTAIUU.

KaJpOoBO
IIOKYMCHTaLII/II/I

[1K-11 — Biagenue
HaBBIKAMU
pa3paboTKu
OPraHU3aLMOHHON 1
(b yHKIIMOHATBHO-
LITATHOW CTPYKTYpHI,
pa3paboTKu
JIOKQJTbHBIX
HOPMATHUBHBIX aKTOB,
KaCaroIuXCsl
OpraHu3aIy Tpyaa
(mpaBuia
BHYTPEHHETO
TPYJOBOTO
pacropsiika,
M0JIO’KEHUE 00
OTITyCKaX,
MOJIOKEHUE O
KOMaH/IUPOBKaX).

METO/IbI Pa3padOTKU
OpraHU3alluOHHON U
(byHKIIMOHATBHON
LITaTHOU CTPYKTYpHI,
HOPMATHUBHBIX aKTOB,
KacCaroluxcs
OpraHu3aluu Tpyaa

(mpaBuiIa BHYTPEHHETO

TPY/IOBOTO
pacropsiaka,
MOJIOKEHHE 00
OTITyCKaXx, IMOJIOKEHHUE
0 KOMaH/IUPOBKaXx).

pa3pabaTbIBaTh
JIOKaJIbHbIE
HOPMAaTUBHBIE aKThI
Ha OCHOBaHUH
HOPMAaTUBHBIX
MPaBOBBIX aKTOB

HaBBIKAMHU
pa3paboTku
OpraHu3aIMOHHON H
(byHKIMOHATIHHO-
IITATHOW CTPYKTYPBHI,
pa3paboTku
JIOKAJIbHBIX
HOPMATHBHBIX aKTOB

[1K-12 — 3Hanme
OCHOB pa3paboTKU U
BHEJIPEHUS KaJIpOBOI
U YIIPaBIIEHYECKOU
JIOKyMEHTaIluH,
ONTUMU3ALNH
JIOKyMEHTO000poTa
U CXEM
(GYHKIIMOHATIBHBIX
B3aUMOCBS3EH
MEXY
NOJIpa3IeJICHUsIMH,
OCHOB pa3pabOTKU U
BHEJPEHUs
poLesyp
peryJIMpOoBaHuUs
TPYAOBBIX

OCHOBBI pa3pabOTKH U
BHEJPEHUS KaJIpOBOI
JOKYMCHTAlI1

COCTaBJIATH KaAPOBBIC
AOKYMCHTBI

3HAaHUEM OCHOB
pa3paboTKu U
BHEJIPEHUS KaJIpOBOMI
JOKYMEHTaluu




OTHOUIEHUH U
COIIPOBOXKAAIOLIEH
JIOKYMEHTaIUH.

[1K-13 — ymenue

paBujia BCACHUA

BECTH KaJ[POBOE

YMCHHUEM BCCTU

BECTH KaJpOBOE KaJpOBOTO JIeJIONPOU3BO/ICTBO, KaJpoBOE
JIEJIONPOU3BOJICTBO U | AEIONPOU3BOACTBA U OCYIIECTBIISATh NeJIONPOU3BOCTBO,
OpraHU30BBIBATh OpraHu3aluu dbopmupoBaHue, COCTaBJIATh Ka/IPOBYIO
APXUBHOC XpaHCHUC APXUBHOI'O XpaHCHUA XpaHCHUEC KaApPOBbIX OTYCTHOCTDb U
KaJpOBBIX KaJ[pOBBIX TOKYMEHTOB | JOKYMEHTOB, 3allIUTy | CTaTUCTHUKY,
JOKYMCHTOB B B COOTBCTCTBHUH C NEPCOHAIIBbHBIX 3HAaKOMUTH
COOTBETCTBUHU C JeHCTBYIOIIUMU JTAaHHBIX B COTPYIHUKOB
HeﬁCTBYIOIHHMH HOPMAaTUBHO- COOTBECTCTBHHU C opraHusanuvu €
HOPMAaTHUBHO- [IPaBOBBIMH aKTaMU, JeHCTBYIOIIUMU KaJpOBOH
IMIPpaBOBbBIMHU aAKTaMH, OCHOBBI KB.IIpOBOfI HOPMAaTUBHO- ZIOKYMCHTaHI/IE':ﬁ u
3HaHUEM OCHOB CTaTUCTHKH, KaJPOBON | IPAaBOBBIMHU AKTaMHU. JEeUCTBYIOIUMHU
Ka[[pOBOI\/JI OTUYCTHOCTHU, ITpaBUJIa JJOKAJIbHBIMHU
CTaTUCTHKH, 03HaKOMJICHHUS HOpPMAaTHBHBIMU
BJIaACHHUEC HaBbIKaMU COTPYAHHUKOB aKTaMu
COCTaBJICHUS OpraHu3aluy ¢

KaJIpOBOI KaJIpOBOM

OTYETHOCTH, a TAKXK€ | JJOKyMEHTaluen u

HaBbIKaMH IIGIZCTBYIOIHHMH

O3HAKOMJICHHUS JIOKAJIbHBIMHU

COTPYIHHUKOB HOpMaTUBHBIMU

OpraHM3aliy C aKTaMH, paBuIa

KaJpOBOM obOecrieueHust 3aIuThl

JOKyMEHTaluen u NIEPCOHAJIBHBIX

I[eﬁCTBYIOHIHMH JaHHBIX COTPYAHUKOB.

JOKaJIbHBIMHU

HOPMAaTUBHBIMHA

aKTaMH, yMEHUE

o0ecneunTh 3aluTy

NIEPCOHAJIBHBIX

JaHHBIX

COTPYIHUKOB.

[1K-17 — 3Hanue OCHOBBI pa3pa00OTKH U | COCTABIIATh OMUCAHUS | HaBBIKAMU

OCHOB pa3paboTKU U
BHEJIPCHUS
npohecCHOHANBHBIX,
B TOM YHCJIC
KOPITOPATHBHBIX
CTaH/IapTOB B
obrnacTu yrnpaBieHUs
MEPCOHAIIOM, YMEHUE
COCTaBIISITh
OTIMCAHUS U
pacnpenensrtb
GYyHKIMH |

(G yHKIIMOHATHHBIS
00513aHHOCTH
COTPYIHUKOB,
TaKke PyHKITUU

BHEJIPEHUS
poQeCCHOHANIbHBIX, B
TOM YHUCJIe
KOpIIOpaTUBHBIX
CTaH/JapTOB B 00JaCTH
yIIpaBJICHUS
MEePCOHAIOM

U pacrpeiessTh
GYHKIIH 1
(bYHKIOHAIIbHbIE
00513aHHOCTH
COTPYAHHUKOB, a TaKXkKe
byHKIIUN
MoJpa3IeICHUI
Pa3HOro ypOBHS
(KapThl KOMIIETEHIIUH,
JIOJDKHOCTHBIE
MHCTPYKIINHY,
MIOJIOKEHHUS O
MoApa3aesICHUsIX )

COCTaBJICHUS KapT
KOMIIETCHITUM 115
Pa3IMYHBIX KaTErOPHiA
IepcoHala,
JIOJDKHOCTHBIX
UHCTPYKLUH,
IMOJIOKEHHUH 1O
3JIEMEHTaM CHUCTEMBI
YIPaBJICHUS
MEePCOHAIIOM
OpraHu3alu




nopa3ieICHU
Pa3HOIr0 YpPOBHS
(kapThI
KOMIICTCHITNM,
JIOJDKHOCTHEIC
WHCTPYKIUH,
MTOJIOKEHHS O
MO/APa3/ICJICHUSIX )

3. O0béM yueOHO# TUCUUIJINHBI

Ounas popma 00yueHus:

Buabl yueOHoii padboThI

Pacnpeue.ﬂe}me yqeﬁnoro

BpeMeHH
Konmaxmmuas paboma 56,35
AynuropHble 3aHATHS (BCETO): 94
Jlexyuu 18
Ilpaxmuueckue 3anamus 36
Jlabopamopnule 3anamus
[TpomesxyTouHas arTecTanus 2,35
Kouncynomayus nepeo sxsamernom 2
DOx3amen 0,35
3auem
Koumponvuasn paboma
Pyxosodcmeo kypcosoii pabomoii
Camocmosmenvnasn paboma 87,65
Camocmosmenvnas paboma 6 meuenue cemecmpa 51,65
Iloozomoexa KoHmponbHOU pabomol
Hanucanue xypcosoii pabomot
Iloocomoeka Kk npomesicymouHol ammecmayuu 36
Bun Texymeit arrectanuu mecmupoganue
Oowan mpyooémkocmep OUCUUNIUHBL:
uacwl 144
3auémmuvle eOUHUYbl 4

3aounas popma 00ydyeHUs

JlucuuruimHa peanu3yercs B 2-X CeMecTpax:
1 cemecmp peanuzayuu

Buabi yueOHoii padboThl

Pacnpenesienue yueOHoOro

BpeMeHU
Konumaxkmmuan paboma 12
AynauTopHble 3aHATHS (BCETO): 12
Jlexyuu 6
Ilpakxmuueckue 3anamusl 6
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Jlabopamopnvie 3anamus

IIpomexyTouHas arrecranus

Koucynomayus nepeo sxzamenom

Ix3amen
3auem
Konmponvnasn paboma
Pyxosoocmeo kypcosoii pabomoii
Camocmosamensnan paboma 96
Camocmosmenvras paboma 6 meyeHue cemecmpa 96
Iloocomoska KoHmpoabHOU pabomul
Hanucanue xypcoeoti pabomuwl
Iloocomoeka Kk npomedicymouHol ammecmayuu
Bupn texymen arrectanuu mecmupoeanue
Oowan mpyooémkocmos OUCYUNIAUHDBL:
yacwl 108
3auémmuovie eOUHUYbl 3

2 cemecmp peanuszayuu

Buabl yueOHoii padboThI

Pacnpeneﬂeﬂne yqeﬁﬂoro

BpeMeHH
Konmaxmmuasn paboma 6,35
AynuropHble 3aHATHS (BCETO): 4
Jlexyuu 2
IIpakmuyeckue 3ansimus 2
Jlabopamopnule 3ansamus
[IpomexxyTouHas arrectaus 2,35
Kouncynomayus nepeo sxsamernom 2
Dx3amen 0,35
3auem
Konmponvnas paboma
Pyxosoocmeo kypcosoii pabomoii
Camocmosmenvnas paooma 29,65
Camocmosmenvras paboma 6 meyeHue cemecmpa 20,65
Iloozomoeka KoHmpoabHOU pabomol
Hanucanue xypcosoii pabomot
Iloozomoeka k npomedxncymouHol ammecmayuu 9
Bun Texymeit arrecranuu mecmupoganue
Oouwan mpyooémkocmep OUCUUNTUHBL:
yacwl 36
3a4émHbvle eOUHUYbL 1

N3yuyenne aucuumiiuHel «KaapoBoe Oenonpou3BOJACTBO» HE NPEAYyCMaTpPUBAET IMOATOTOBKY

KYPCOBOM pabOTHI.




4. Conep:xkanue TeM y4eOHOH TMCUMILINHBI

Ne HaumenoBanue TemMmbl
N Conep:xanue TeMbl

n\n Y4eOHO# JIMCIUIIHHBI

1 HopmaruBHo-MeTonuueckass | OCHOBHbIE 3aKOHOJaTeJIbHbIE u HOpPMAaTUBHO-
0a3a KagpoBon METOJMYECKUE TOKYMEHTHI, PErJaMEHTUPYIOIINE MOPSI0K
JTOKYMEHTaIUH COCTaBJIEHUSI U OQOPMIICHHS KaJpOBBIX JIOKYMEHTOB:
(ITK-8, TIK-10, ITIK — 11 [IK | Tlocranosnenue IIpaButenscrBa PO ot 16.04.2003 Ne 125
— 12, TIK-13) «O TtpynoBeix kHWXKax», [OCT P 7.0.97-2016 u T.1.

Tpynosoii konekc Poccuiickon @denepanny Kak OCHOBHOU
JOKYMEHT,  ONpeleNsIoIUid  COoCTaB M IMOPSJIOK
opopmieHHS ~ JOKYMEHTOB IO JIMYHOMY  COCTaBy.
OcHOBHBIE BEJIOMCTBEHHbBIE pa3paboTKuy,
pEerJaMeHTUPYIOIIUE COCTaB U COJEp)KaHUE JIOKYMEHTOB
no JU4YHOMY cocrtaBy. Paspabotrku ['ockomcrara
Poccuiickoit  ®enepaumn  mo  yHupuKamun  Gopm
IIEPBUYHON YYETHOU JOKYMEHTAIUU.

2 Oprannzannonseie Gopmbl, | 3amaun U QYHKIUU KaapoBoil ciyxObl. Ilomoxenue 00
CTPYKTYpa M IITATHBIN oThene KajpoB (YNpaBieHUH, JenapTaMeHTe, CIykOe U
COCTaB KaJIpOBbIX CIYkKO T.J1.) Kak OCHOBHON HOPMATHUBHBIA JIOKYMEHT IIO
(ITK-8, IIK-10, IIK — 11 [IK | onpeneneHuto CTPYKTYpbl, YHCIECHHOCTH, BUJOB padoT.
— 12, [IK-13, T1K-17) [Topsimox pa3paboTku, coctaB HH(POPMAIUH, CTPYKTYpa

TekcTa. JIOJJKHOCTHBIE HHCTPYKLIIMH KaK OCHOBHOM
HOpPMAaTHUB 10 OpraHU3alUy TPyAa paOOTHHUKOB KaJpPOBBIX
cinyx0. CTpyKTypbl KaJpoBBIX CIyk0. JlomKHOCTHOM
coctaB. HopMaTuBbl BpeMeHu Ha pabOThI [0 Y4ETy KaJpoB

3 CocraB u Buael kagpoBol | KagpoBas  mokymeHTamuss -  Kak  yHNOpPsJOYEHHas
JOKYMEHTAI1H. COBOKYITHOCTh JTOKYMEHTOB, OTpPa)KaIOUIUX COJIEp’KaHUE
OcobenHoctu CHCTEMBI | KapoBoi paboTsl. TpeOoBaHUs, NpeAbABIsSEMble K
KaJIpOBOM JIOKYMEHTALIHH. oopMIIEHHIO KapoBOW AokymMeHTanuu. Knaccudukanus
(TTIK-8, TIK-10, IIK-11 TIK- | kanpoBbIx JIOKyMEHTOB B COOTBETCTBUU c
12, ITK-13) (yHKIIMOHAJIbHBIM Ha3HAYEHHEM.

OcHOBHBIE  KJacCU(UKAUU  KaJpPOBBIX JOKYMEHTOB:
OpraHU3aI[IOHHO-TIPAaBOBBIE JIOKYMEHTHI,
pacnopsiAUTENbHbIE JOKYMEHTBI, IUIAHOBBIE JOKYMEHTHI,
OTYETHBIE JIOKYMEHTHI, WH(OPMallMOHHO-CIPABOYHBIE U
MH(POPMALMOHHO-aHAIUTHYECKUE KaJpPOBbIe JOKYMEHTHI,
JIOTOBOpHAsl ~ JIOKYMEHTAllUs, = OCHOBHbIE  y4YE€THBIE
JIOKYMEHTHI.

OO6mme TpeboBaHusi K  O(GOPMIICHHIO H  CpOKam
noArotoBku. Ha3HadueHune KagpoBBIX JOKYMEHTOB U HX
COOTBETCTBUE OCHOBHBIM 33/ayaM KaJpoBOil CIIy>KObI 110
noa00py, yueTy U pacCTaHOBKE KaJIpOB.

4 OpranuzannonHo-npasosas | Haznauenue CUCTEMBI OpraHU3alMIOHHO-TIPAaBOBOM

JTOKYMEHTAIUS TIPEIIPUSTHS
U KaIpOBOH CITyXOBI

(TIK-8, IIK-10, ITK-11 IIK-
12, I1K-13)

nokyMmeHTanuu. OpraHu3alMoHHO-TIPaBOBbIE IOKYMEHTbI—
IpaBuJIa BHYTPEHHETO TPYAOBOI'O pacnopsxa,
MOJIOKEHHE 00 oruiare TpyJda, MOJOKEHHE O 3alluTe
NEPCOHAIBHBIX JAHHBIX, IOJOKEHUE O CTUMYJIUPOBAHUU
TpyZa, TMOJOXKEHHS O CTPYKTYPHBIX MOJIPa3JeICHUIX,
JNOJDKHOCTHBIE ~ MHCTPYKIUMM — Pa0OTHHKOB,  IITaTHOE
pacnucaHue, WHCTPYKIUS 1o KaJIpOBOMY
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JIeNTOTPON3BOACTBY. TpeOoBaHUS K UX COCTaBJICHUIO,
CTPYKTypa TEKCTOB, MOPSITOK yJIOCTOBEPEHHSL.
JIOKyMEHTBI, periIaMeHTHPYIOIIUE JeSITEITLHOCTh
KaJpOBOW CIyXObI: MpaBWJia BHYTPEHHETO TpPYIOBOTO
pacriopsiika; TOJOXEHHE O 3allUuTe IePCOHATBHBIX
JAHHBIX; TOJPKHOCTHBIC MHCTPYKIIUU COTPYIHUKOB OT/EINA
KaJ[pOB; IITAaTHOE paclUCaHHE W WHBIC OpraHU3aIlOHHO-
npaBoBble  JTOKYMEHTHl. (OCOOCHHOCTH  COCTaBJICHUS,
ohopMIICHHS.

Pacniopsaurenshas,
IJTAaHOBAs
JOKYMEHTalus
(IIK-8, IIK-10, TIK-11 IIK-
12, ITK-13)

KaJapoBas

Pacniopsaurenbuble KaapoBele NOKyMeHThI. [Ipukasbl 1o
auuHOMy coctaBy. llopsinox peructpanuu. Kazaposble
MpHUKa3bl, HMEWIUe yHupHUIHpoBaHHY0 Qopmy. He
yHU(ULIUpPOBaHHbIE  KaJIpoBble  npukasbl.  [lopsmok
3allOJIHEHUS ~ 3arojIOBOYHOM,  oQopmisiomed  4acTu
IPUKA30B.

PacniopsimuTenbHble JOKYMEHTBI- PaCHOPSHKEHUS, IPUKA3bl
0o JIMYHOMY cocTaBy. IlopsIok HuX COCTaBICHMS H
opopmieHns. YHUPHUIMPOBAHHBIC KaJIpPOBBIE IPUKA3HI.
JlokymeHTHpOBaHHE OTOOpa MepcoHaja M IpuemMa Ha
paboty. JlokyMeHTHpOBaHHUE MIPENOCTABICHUS OTIIYCKOB U
HalpaBlIeHUss B KOMaHAMPOBKH. JloKymMeHTauus 110
0(pOpMIIEHHIO JUCLMITIMHAPHBIX B3BICKAHHH "
nooipenuit. OdopmieHue nepeBoja Ha APYryro padorty,
nepeMenieHus: paboTHHKa. JIOKyMEHTHpOBaHUE Mep
B3bICKaHMS u MTOOLIPEHUS. JIOKyMeHTUpOBaHUE
UCIIOJIb30BaHusl paboyero BpemeHH. TpeOoBaHHS K HX
COCTaBIEHUIO W  MNOpANOK  3aximoueHus.  IIpsapok
opopmiienus rpa¢pukoB otmyckoB. OdopMieHne oTIycKa
U JIOKYMEHTUPOBaHHE  CIyXeOHOM  KOMaHAMPOBKH.
JlokyMeHTUpOBaHUE MNpEKpalleHNus TPYAOBOTO JI0TOBOpa
(YBOJIbHEHHS).

JIoroBopHasi TOKyMEHTALIHs
(TIK-8, TIK-10, TIK-11 IIK-
12, ITK-13)

JloroBopHbI€ KaApOBBIE JOKYMEHTHI - KOJUIEKTUBHBIN
JIOTOBOp, ~ TPYAOBBIE  JOTOBOPBI,  JIOTIOJHUTEIIBHBIE
coriami€eHusdd K TPYAOBBIM JOTOBOpaM, JOTOBOPBI O
MaTEepUaIbHOW OTBETCTBEHHOCTH. IlopsAnok 3akirodeHus
TpyaoBoro jaoroopa. Cpounsle U O6eccpoyHbIe TPYIOBBIE
noroBopbl.  [lopsgok  odopmileHUST U perucTpanus
TPYAOBBIX J0rOBOpoB. O0s13aTENbHBIE U TONOJHUTENbHbIE
yCIIOBUSL ~ TPYAOBOrO  J0roBopa.  JlomogHUTENbHOE
coIylallleHue K TpyaoBoMmy jorosopy. Ilpoanenue
CPOYHBIX TPYJOBBIX IOTOBOPOB.

WudopmannonHo-
CIpaBOYHast KaJIpoBast
JTOKYMEHTAIHSL.

(TTIK-8, ITK-10, ITK-11 TTK-
12, I1K-13)

NudopmanonHo-cipaBoyHasi ~ JOKyMEHTalusi  ee

COCTaBJICHUE " oopmienue. 3asBIiIeHUS,
OOBSCHUTENbHbIE  3alMCKHM,  JOKJIaJHas  3aIlucKa,
NpeJCTaBlIeHNUEe, YBEIOMIICHHE, CIy>XKeOHble 3aIUCKH,

mrucbMa, aKThbl, JOBECPCHHOCTH, XaPAKTCPHUCTHKHU, PEZIOMCE,
cinpaBku. OOs3aTenbCTBA O HEPA3TIAIICHUW CBEACHUM,
corjacue Ha cOop, 00paboTKy M XpaHEHHE MEPCOHATBHBIX
JAHHBIX. 3aBEpEHHUE KONMI KaJPOBBIX JOKYMEHTOB.

VYueTHBIE KaJpOBbIC
I[OKYMGHTI:I .
JlokymMeHTaImsi 1Mo y4eTy

VY4yeTHble KaapOBble JOKYMEHTBHI: TMOPSAIOK BeIEHUs
JKYpHAJIOB B KaapoBoi ciyx0Oe. CocTaB PeKBU3HTOB IS
pPETUCTpallMK Pa3IMYHBIX BUIOB JIOKYMEHTOB MU MOPSAOK
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TpyJa U €ro OIIaThl.
(TIK-8, TIK-10, TIK-11 TIK-

UX 3aI10JIHCHHA.

12, TIK-13)

9 Ocobennoctu Ocobennoctu TOKYMEHTHUPOBaHHS KaJpOBOU
JOKYMEHTUPOBaHUs JEeATEIBHOCTH. JIOKyMEHTBI MO ajanTalMd U aTTECTALUH
KaJIpOBOH J€ATEIbHOCTU pabOTHUKOB, 1O MOTUBAllMM PaOOTHUKOB, OpPraHU3aLMU
(T1K-8, IIK-10, TIK-11 IIK- | BOMHCKOTO ydeTa PabOTHHKOB, KOHTPOJUIUHTY
12, I1K-13) pabOTHUKOB, pOTAIIH PAOOTHUKOB, PEKPYTUHTY

10 | TpynoBas kumxka. [Ipasuna | TpynoBas kHikka. JluuHoe penmo. JluyHas KapTouka
3aII0JIHEHUS U BEJCHUS paboOTHHKA, y4YEeTHasl KapTOuykKa Hay4HO-IIEAAroruyecKoro
(ITIK-8, TIK-10, IIK-11 IIK- | paborHuka. Tabens ydyera paboyero BpeMeHH.

12, 1IK-13) TpynoBass KHM)KKa — OCHOBHOW JOKYMEHT O TPYyIOBOM
CTaX€ M TPYNOBOH JesTeabHOCTH paboTHHKaA. [lopsmok
3allOJIHEHUS TUTYJABHOTO JIUCTa TPYJOBOW  KHMIKKH.
3anonHenue pasgena «CeeneHus o paborey, pasnena
«CBeneHust o HarpaxiaeHusx». Ilopsanok 3anogHeHUs
BKJIQ/bllla ¥ AyOnuMKaTa B TPYIOBYIO  KHHXKKY.
DNEeKTpOHHAas TPY/I0Bask KHUKKA.

11 | ®dopmupoBanue aen u JlokymeHTO000pOT KaJIpOBBIX JIOKYMEHTOB.
XpaHCHUE JIOKYMEHTOB Homenknarypa nen kaapoBoi ciyk0bl. DopMupoBaHue
KaJ[POBOH CITYKOBI nen. OnepaTMBHOE XpaHEHUE KaJIpOBbIX JIOKYMEHTOB.
(TIK-8, TIK-10, MK-11, TIK- Cpoku XxpaHeHus: AOKyMeHTOB. CHpaBOYHO-IIOMCKOBAs
12, [1K-13) cucTeMa 10 KaapoBbIM JokyMmeHTaM. [loaroroska

JOKYMEHTOB K cJad€ B  apxuB  INPEANPUATHUS.
OcoOenHocT pabOTBl € KaApOBBIMH JIOKYMEHTAMHU
KpaTKOTO CpOKa XpaHEHWs. OKCIepTH3a LEHHOCTH
JOKYMEHTOB, OpraHM3alusl W TMOpPSJIOK IPOBEICHUS.
ITopssioOK  YHUYTOXKEHHS  KaJpOBBIX JOKYMEHTOB C
MCTEKIIMMH CPOKaMH XPaHEHUS.

12 | UHcnekuus Tpyaa: Bunel u  mopsanok  mposeneHus — l'ocynapcTBEHHOU
ITOJITHOMOYHS Y CAaHKIIMH uHcnekuuedn Tpyna (I'MT) mnpoepok cobimtoneHus

(TK-8, TIK-10)

TPYZAOBOIO 3aKOHOZATeNnbcTBA. llepeueHb NTOKyMEHTOB,
npeabssisiemelx uHcnekropy I'MT. HMucneknus Tpyna:
MIOJIHOMOYHS u CaHKIMH. Buner IIPOBEPOK:
JIOKyMEHTapHasi, KOMIUIEKCHasl, Bble3/Has (0COOEHHOCTH
nposeneHus). IlpaBa wWHcmekropa Mo Tpyay U €ro
nogHoMouusi.  OTBETCTBEHHOCTh  paboTojarenei  3a
HapyIIEHHs TPYJOBOI0 3aKOHOJATEIbCTBA.

IOHuTH-/lana,

5.1. Ocnosnaa rumepamypa:

5. Y4eOHo-MeTOAMYeCKOEe U HH(POPMALMOHHOE o0ecnedeHre y4eOHOH TUCIMIINHBI

1. MunaeBa, H.B. KagpoBoe nenompousBoactBo: yued. - meroa. mocoome / H. B.
MunaeBa; Komu pecnyOnukaHckas akad. Toc. cIyKObl U ympasieHus. - CoIKThIBKap: M31-BO
KPAI'CuVY, 2013.-218 c.

2. Sluxosuy, HI.A. JlenonpousBoactBo B kaapoBou cimyxode / IILA. SAakoBuu. — M.:

2015. - 161

c. —

Pexxum nocryma: mo mommucke. — URL:

http://biblioclub.ru/index.php?page=book&id=119021.
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5.2. /lononnumenvnas numepamypa:

1. T'punGepr, A.C. JlokymeHTanmoHHoe obecneuenue ympasieHus / A.C. I'punbepr,
H.H. T'op6aués, O.A. Myxamermmmaa. — M.: FOuutu-/lana, 2015. — 391 c.: Tabmn., rpad., un.,
CXEMBI - Pexum JOCTYTIA: o IIOJITHCKE. - URL:
http://biblioclub.ru/index.php?page=book&id=115031.

2. Kab6amos, C.1O. Jlenonpous3BoacTBO U apXUBHOE JIE]0 B TEPMUHAX U OMPEIICICHUSIX
/ C.YO. Kabamos, N.I'. AchannusipoBa. — 3-¢ usn., crep. — M.: U3narensctBo «@nuaTan, 2018.
- 295 c. - Pexum JOCTYyTIA: o IIOITHCKE. - URL:
http://biblioclub.ru/index.php?page=book&id=69168.

3. Kazannesa, I'.B. JIuunple NOKyMEHTBHI: TpeOoBaHUS K O(GOPMIICHUIO M OOpa3IlbI
nokymentoB / I'.B. Kazanuesa. — 6-e¢ u3z., crepeorun. — M.: U3natensctBo «@munHTan, 2017. —
40 C. - Pexum JOCTYyTIA: o IIOAITHCKE. - URL:
http://biblioclub.ru/index.php?page=book&id=103531.

4. Kysunenos, U.H. denonpoussoactso / M.H. Ky3nenos. — 6-e¢ u3z., nepepad. u gom. —
Mocksa: U3narenscko-ToproBas kopropamus «/lamkos u K°», 2014. — 460 c.: Tabn. — Pexum
nocryma: o nmoanucke. — URL: http://biblioclub.ru/index.php?page=book&id=452846.

5. Manryposa, H.C. Kanposoe nenonpousBoxactso / H.C. ManTtypoBa. — YensiOnHCK:
UT'AKH, 2013. — 100 c.: un. — (AxkageMuueckuii mpoekT). — Pexum mocTymna: mo moJamucke. —
URL.: http://biblioclub.ru/index.php?page=book&id=492203.

6. Muxaitno, FO.M. Jluunble [ena COTPYAHUKOB KOMIIAHWU: KaK MPaBUIBHO
odopmitsiTh, BecTd U xparuTth / KO.M. Muxaiinos. — M.; bepiun: dupekr-Menna, 2014. — 160 c.:
50 8 — Pexum JOCTYyTa: 1o [IOJIIHCKE. — URL:
http://biblioclub.ru/index.php?page=book&id=25369.

7. HosocanoBa, O.M. Kanps! pemator Bcé!: HR-nocobue / O.M. HoBocanoBa. — 2-e
u3a., nepepad. u pom. — M.; bepnun: upekr-Menua, 2018. — 153 c¢. wun., Tabn. — Pexum
nocryma: o nmoamucke. — URL: http://biblioclub.ru/index.php?page=book&id=493643.

8. Poroxwun, M.IO. [lenonpousBoacTBO B kaapoBoi ciyxbe / M.IO. Poroxun. — 3-¢
u3f., nepepad. u jgon. — M.; bepnun: upexr-Menua, 2014. — 783 ¢. — Pexxum noctyna: no
noanucke. — URL: http://biblioclub.ru/index.php?page=book&id=253703.

9. Poroxun, M.IO. JlenonpousBonactso: kypc aekuuit / M.JO. Poroxun. — M.; bepnun:
Hupext-Memma, 2014. — 229 c.. wmn. — Pexumm pgocryma: mo mommucke. — URL:
http://biblioclub.ru/index.php?page=book&id=253702.

10. Poroxwun, M.IO. Opranmzanms kaapoBoit padotsl mpeanpustus / M.1O. PoroxwuH. —
M.; bepnun: Hdupexkr-Menua, 2014. — 240 c.: un. — Pexxum poctyna: mo moamucke. — URL:
http://biblioclub.ru/index.php?page=book&id=253710.

11. Poroxwun, M.IO. CrnpaBounuk kaaposuka / M.IO. Poroxun. — M.; bepnun: [{upexrt-
Memua, 2014. — 399 c¢.:. wi — Pexum pgocryma: mno mnoxamucke. — URL:
http://biblioclub.ru/index.php?page=book&id=253715.

5.3. Inekmponuno-oudaUOMeEUnAn cucmema.

1. DnexTpoHHO-OMOMMOTEYHAsT cucTeMa «YHUBEPCUTETCKas OMOIMOTEeKa OHIIAWH»
(wwwe.biblioclub.ru).

2. HanmonanbHast snektponHas oudmunoreka (https:/H36.pb).

5.4. IIpogheccuonanvnsvie 6azvt 0annvlX, UHPOPMAUUOHHO-CRPABOUHDBLE U NOUCKOBbIE
cucmemul:

1. CnpaBouno-nipaBoBas cucteMa «Koncynbrant [Tmocy.

2. CrnpaBo4HO-TpaBoBasi cucrema «l apanrty.

3. DIEKTPOHHO-OMOMMOTEUHAsT CHCTeMa «YHHUBEPCHUTETCKas OMOJIMOTEeKa OHJIAH»
(www.biblioclub.ru).

4. Hayunas snektponHast oudanoreka (www.e-library.ru).

5. HaumonanbHast anekrponHas oudauoreka (https://H36.pb).
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5.5. Pecypcel ungpopmayuonno-ooxymenmayuonnoii cemu «HMumepnemy
1. KagpoBslii mopran — O(UUIMANBHBIA CAlT MO KaJpOBOMY JIEIONPOHU3BOJICTBY

http://vdk.pro-personal.ru

Kanpossriii moprair: www.hrm.ru

Kanpossiit moprain: www.aup.ru

Kypnan «CripaBouHUK cekpeTaps U orc-MeHeKepay:

https://www.sekretariat.ru/

Kypuan «Cekperapb-pedepent»: https://www.profiz.ru/sr/rubric/2/

[Mopran denonpoussonctso: https://delo-pro.ru

ITopran «Bce o genonpousBoactee»: http://delo-ved.ru

[Mopran «/lenonpousBoactBo»: Www.delo-press.ru

Caiit Beepoccuiickoro Hay4HO-UCCIIEIOBATEILCKOTO HHCTUTYTA

JOKYMEHTOBEICHHS ¥ apXUBHOTO jena http://www.vniidad.ru/

o

©oo~NoO

5.6. Hopmamuenvle npasogvle akmoi:

1. Tpynogoii Konekc Poccuiickoii @enepanuu ot 30.12.2001 Ne 197-D3.

2. @enepanbHblii 3aK0H OT 27.07.2006 Ne 152-D3 «O nepcoHATBHBIX JaHHBIXY.

3. ®enepanbnbiii 3ak0H oT 22.10.2004 Ne 125-03 «OO6 apxuBHOM Jnene B Poccuiickoi
denepaunum.

4. Oepepanbubiii 3akoH oT 27.07.2006 N 149-03 «O06 undopmanuu, nHHOPMAIUOHHBIX
TEXHOJIOTUSIX U O 3AIIUTE UH(OPMAIII.

5. IlocranoBnenne IIpaButensctBa PD® ot 16.04.2003 No 225 «O TpyHOBBIX KHHIKKAX)
(Bmecte ¢ «llpaBunamu BedeHUS M XpaHEHUS TPYAOBBIX KHMXKEK, W3TOTOBJIEHMSI OJIAHKOB
TPYAOBOM KHMUXKKH U o0ecriedeHnss UMM paboToaaTesein»).

6. Ilocranomnenue IIpaBurenscrBa Poccmiickoit ®enepammu ot 13.10.2008 Ne 749 «O6
0COOEHHOCTSIX HampaBiieHUs paOOTHUKOB B CIIy)KeOHble KOMaHIUPOBKW» (BMecTe ¢
«[TonoxxeHnrem 00 0COOEHHOCTSIX HAMPABIICHUS] PAOOTHUKOB B CITY)KEOHBIE KOMaHIUPOBKNY).

7. TlocranoBnenue MuHucTepcTBa Tpya U conraabHoro pazsutus PO ot 10.10.2003 Ne 69
«O06 yTBep:K/I€HUU UHCTPYKIUH 110 3aMI0JIHEHUIO TPYAOBBIX KHIKEK).

8. IlocranoBnenne I'ockomcrata Ne 1 ot 05.01.2004 «OO6G  yTBepkIEHHUH
YHU(PUIIMPOBAHHBIX (JOPM MEPBUYHON YUETHOM JOKYMEHTAIMU 110 YYeTy TPpyZAa U €ro orjiaThl».

9. Tlocranosnenue IlpaButensctBa Poccuiickoit @enepaunn ot 15.06.2009 Ne 477 «O6
YTBEPKACHUM MTPaBUII JeI0NPOou3BOCTBa B DeieparabHbIX OpraHax UCIOJIHUTEIbHON BIACTH.

10. IIpuxa3z Munkynetypsl Poccun ot 25.08.2010 Ne 558 «OO6 yrBepxkaenun «llepeuns
TUIIOBBIX YIPABICHUYECKUX APXHMBHBIX JOKYMEHTOB, OOPa3yOIIUXCS B MPOIECCE AEATEeIbHOCTU
rOCy/IapCTBEHHBIX OPIaHOB, OPraHOB MECTHOI'O CaMOYIIPABJIEHUS U OpraHU3aluil, C yKa3aHUEM
CPOKOB XpaHEHUS».

11. TIlpuka3 Poccrannapta ot 08.12.2016 N 2004-ct «['OCT P 7.0.97-2016. HaumnonanbHbIH
crannapt Poccuiickoit denepanuu. Cucrema cTaHIapToB 1Mo MHGoOpMaluu, OMOINOTEYHOMY U
u3garenabckoMy Jeny. OpraHu3allMOHHO-paclopsauTeNnbHas JokyMeHTauus. TpeGoBaHus K
0(OPMIICHUIO TOKYMEHTOB.

12. OcHoBHble mpaBuiia paboThl apxXuBOB opraHuzanuii. Ono0pens! pemenueMm Koserun
Pocapxusa ot 06.02.2002.

13. O6mepoccuiickuil  knaccudukarop mnpodeccuit paboUYMX, MOIDKHOCTEH CIyXalux Hu
tapudubx pazpsnaoB OK016-94.M.: Muntpya Poccun, 1995 (OKIIITP).

14. O6mepoccuiickuii kiaccudukarop crenuanpHocTeil mo obpazoanuio OK 009-93.M.:
I'occranpapt Poccun, 1995 (OKCO).

15. O6mepoccuiickuii knaccupukarop napopmarmn o Hacenenuu (OKHH).
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B yuebGHOM

6. CpencrBa oGecnieueHusi 0CBOEHHS
Y4eOHOM TUCUUIIMHBI

mpolecce TMpu  peanu3anuu  y4eOHOH  TUCIUTUTHHBI

JeITOTIPOM3BOACTBOY HCIOIB3YIOTCS CIIEIYIOINE PECYPCHI:

«Kanposoe

Hngpopmayuonnwie Ilepeuenv npozcpammmnozo odecnevenus u UHPOPMAYUOHHBIX
MexHo102uU CNPAGOUHBIX cUCmeMm
Oducueiii maker g | Microsoft Office Professional
paboThI ¢ LibreOffice
JIOKYMEHTaMu
Wudopmannonno- CrnpaBouHo-nipaBoBas cucrema "Koncynbrant ITnroc"
crnpaBouHble cucTeMbl | CpaBodHO-TIpaBoBas cucrema "['apant”
DNEeKTPOHHO- OBbC «YHuBepcurerckast OnOIMOTEKA OHIIAH
OnbIMOTEYHBIE Hayunas snexkrponnas 6ubianorexa (Www.e-library.ru)
CUCTCMBbI HanmonanwsHas anekrponHas onbmuoreka (https://H30.pd)

3HeKTp0HHa${ mo4yrTa

DJeKTpOoHHAs 1mouTa B JomMeHe Krags.ru

Cpencrta st
OpraHu3aIuu

CepBuchI BeO- ¥ BUIACOKOH(PEPEHIICBI3H, B TOM YHCTIE
BigBlueButton,

BEOMHAPOB,
TEJIEMOCTOB U
KOH(EpEeHITHI

ConpoBoXkJIeHHE OCBOCHHUS JUCUHUIUIMHBI 00YYarOIIUMCS BO3MOXKHO C HCIOJIB30BaHHUEM
AIIEKTPOHHON HH(pOpMAIMOHHO-00pa3oBarenbHOi cpeapl ['OY BO KPAI'CuY, B Tom umcne

obpazoBarensHOro nmoprajia Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTepuaibHO-TeXHUUYeCKOe o0ecrevyeHue
OCBOCHUS Y4eOHOM IMCUUIITTHHBI

[Ipu mpoBeneHun y4yeOHBIX 3aHATUN MO AucuUILIMHE «KaapoBoe 1eIonpou3BOACTBO»
3a/ielicTBOBaHa MaTtepuanbHo-TexHudeckas 6aza [OY BO KPAI'CuY, B coctaB KOTOpOH BXOASAT
CJIEAYIOIINE CPEACTBA U PECYPCHl JUIsl OPraHU3alMN CaMOCTOSATEIHOM M COBMECTHOM paboThI
00yyYaromuxcs ¢ mpenoaBaTeaem:

— CHEIUaJbHbIE TIOMEUICHMs IJs pealu3alud JaHHOW JUCLUIUIMHBL IPEACTaBISAIOT
coOoi ydeOHBIE ayTUTOPUM JJIsI TPOBEACHUS 3aHATUH JIEKIMOHHOTO THIMA, 3aHATUH
CEMUHAPCKOI'0 THIIA, I'PYIIOBBIX W HWHIAWBUAYAJIBHBIX KOHCy.]'IBTZtIIPIﬁ, TEKYHIETO KOHTPOJA U
MPOMEKYTOUYHON aTTeCTallid, a TaKKe TIOMEMICHUsS JIi CaMOCTOSTEIhHOW paboThl U
MOMEILEHUs NIl XpaHEeHUs U MPOPHIAKTUYECKOTO OOCIYKHMBAaHUA y4yeOHOro oO0OpyHOBaHUS.
CHeI_[I/IaJ'II)HI)Ie IIOMCIICHUS YKOMIIJICKTOBAHBI CHCHI/I&HHSHPOB&HHOﬁ MeOEJIbI0 U TEXHUYECKUMU

cpeAcTBaMU OOY4YEeHHMs, CIYKallMMU s TpeAcTaBiIeHus ydeOHoH uHdopManuu OoJbIIOH

ayJUTOPUH.
Jlns  mpoBemeHUs ~— 3aHATANA  JIGKIIMOHHOTO  THUMA  MpeajaraloTcs  HabopsI
JEMOHCTPAIIMOHHOTO O0OpyIOBaHMS M y4eOHO-HATMSAHBIX MOcoOWi, oOecmednBaroIue

TCMATUYCCKUC UIUTIOCTPALIUU;

— TIOMEIIEHHE JUIsI CaMOCTOSITETIbHOM paboThl 00y4aromMXCsl OCHAIEHO KOMIIBIOTEpHOU
TEXHUKOM C BO3MOXKHOCTBIO MOAKIIOUEHUs K ceTH «/HTepHeT» M obecrnedeHuneM A0CTyna B
AIIEKTPOHHYIO HHPOPMALMOHHO-00pa30BaTEIbHYIO Cpely OpraHU3alny;
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— KOMIIBIOTEPHbIE KJIACChl, OCHAIIICHHBIE COBPEMEHHBIMU MTEPCOHATBHBIMU KOMIIBIOTEPAMH,
paboTaromMMKu  TOJ]  YIpPaBJICHHWEM  ONEPalMOHHBIX  cucteM  Microsoft ~ Windows,
00BEIMHCHHBIMU B JIOKATBHYIO CETh M HMEIOIIMMU BbIX0J B UHTEpHET;

— Oubmuoreka  AkaneMHuH, KHIDKHBIH  (OHI  KOTOPOH  COJAEPXKHUT  HAy4dHO-
MCCJICIOBATEILCKYIO JTUTEPATyPy, HAYUHBIC KYPHAIBI U TPY/Abl HAYYHBIX KOH(EPEHIINI, a TAaKKE
YHTAJIBHBIN 3411

— cepBepHOE 000pyI0BaHUE, BKIIIOYAIOIIEe, B TOM YHCIIe, HECKOJIBKO cepBepoB cepun IBM
System X, a Takke BUPTyalbHbIE cepBepa, paloTaolIue IMOJ YIPaBICHUEM OINEPalMOHHBIX
cucteM Calculate Linux, Bkimtouennolt B Peectp Poccuiickoro 10, u Microsoft Windows Server
U CIIY’)KalllUMU JUTSL pa3MEIICHUST Pa3IMYHbIX CEPBUCOB U CIYXO, B TOM YHCIE s 0OecredeHus
paboter CYBJI MySQL u MS SQL Server;

— CeTeBOE KOMMYTAIlMOHHOE 00O0pyJoBaHuE, olOecreunBaromee paboTy JIOKaJIbHOW CETH,
IpeoCTaBlIeHNE TOCTyma K ceTu Internet ¢ oOmieil ckopocThio moakimodyenus: 10 Mour/cek, a
Takke paboty OecripoBogHOro cermenta cet Wi-Fi B momeneHusx AkajieMuu;

— UHTEepaKTUBHbIE HHPOpMAIMOHHBIE KHOCKU «HOY;

— MporpaMMHbIE U anmapaTHbIe CPEJCTBA IS MPOBEACHUS BUICOKOH(EPEHIICBS3H.

Kpome Ttoro, B oOpa3oBaTelbHOM Mpolecce OO0YYalOUIMMUCS IMIMPOKO HCIONb3YIOTCS
CJICAYIOIINE AIICKTPOHHBIE PECYPCHI:
— cucrema Internet (ckopocTh moaKIIIOUeHUs — 5 MOUT/CeK);
— caiftr www.krags.ru;
— OecnpoBonHas ceTb Wi-Fi (B OTKpbeITOM 10CTYIIE).

KonkperHsle momemieHuss uisi opraHusanuud oOydeHus mo aucuuminHe «Kaaposoe
JEIONPOU3BOJCTBO» MpeAcTaBieHbl B ChpaBke O MaTepHAbHO-TEXHUYECKOM OO0eCreYeHUH
oOpa3oBaTenbHOl TMporpaMMbl 1o  HampasieHuto noaroroBku 38.03.03  Vmpasnenue
nepcoHasioM, CGHOPMHUPOBAHHOW B COOTBETCTBUM C pACIUCAHUEM YUEOHBIX 3aHATHH U
MIPOMEKYTOUHOM aTTecTanuu u nacnopramu kabunetos 'OY BO KPAT'CuV.
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