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1. IEJTA OCBOEHUSI JUCLUTIIMHBI (MO1Y.J151)

1.1 |OBnazeHre OCHOBaMHM NPAaBHIBHOTO O(OPMIIEHHS JOKYMEHTOB M HaAJeXaIeil opranu3amueil JOKyMeHTo000poTa
cornacHo TpeboBanusim 'OCTa

2. MECTO JUCHUIIVIMHBI MOAYJISA) B CTPYKTYPE OBPA3OBATEJIBHOU ITPOT'PAMMBbI

Hukn (paznmen) OIT: | b1.0.13

3. KOMIETEHI[UY OB YYAIOIIETOCSl, §OPMUPYEMBIE B PE3YJIbTATE OCBOEHUS JUCLIATIINHBI
(MOJIYJIST)

OIIK-3 Criocoben pa3pabaTbIBaTh U OCYIIECTBIATH MEPOIIPUSATHS, HAIIPABJICHHBIC Ha PEATH3AINIO CTPATETHN YIIPABICHHS
HEPCOHAJIOM, 00eCeYnBaTh NX JIOKyMEHTAlIMOHHOE COIPOBOK/ICHHUE U OLICHUBATh OPTaHU3aLMOHHBIE M COLIMAIbHBIC OCIICACTBUS;

OIIK-3.2 JIokymMeHTanHOHHO O0(OPMIISIET CTPATETHIO YIPABICHHS IIEPCOHAIOM

OIIK-4 Cnioco6eH npuMeHATh COBPEMEHHBIE TEXHOIOTUH U METO/IbI OTIEPATUBHOTO YIIPaBJIEHHUS EPCOHANIOM, BECTU
JOKYMEHTALHOHHOE COIPOBOX/ICHHE U yUeT;

OIIK-4.1 Bener 1oKyMEeHTallMOHHOE COIIPOBOXKIECHIE ONEPATUBHOTO YIIPABICHHS IIEPCOHAIOM

ITK-5 CniocobGeH mpoBOIUTh 8 JMHHUCTPUPOBAHUE MPOIECCOB U JIOKYMEHTOO0OOPOTA 110 OCHOBHBIM HAINpaBJICHHEM PabOTHI C
MIEPCOHATIOM

ITK-5.2 Beibupaer cTpyKTypy U 00BeM JOKYMEHTO000pOTa MO OCHOBHBIM HAIpaBJIeHHEM PabOTHI C TIEPCOHAIOM

B pe3syabraTe ocBOCHHSI AUCHHMILNIMHBI (MOLYJISA) 00y4arOLIUiica J0/KeH

3.1 |3uaTh:

3.1.1 | - HOpMaTHBHO-IIPABOBBIC AKTHI, PETYIUPYIONINE TPYLOBBIC OTHOIIEHHS B OPTaHU3AINH U MTO3BOJIIONINE (OPMHPOBATH
CTPATETHIO YIIPABICHHUS IIEPCOHAIIOM;

3.1.2 |- 3agaun 1 GpyHKIMK TOKYMEHTAIMOHHOTO o0ecnedeHus paboTHI C IIEPCOHAIIOM;

3.1.3 | - OCHOBBI KaAPOBBIX MPOIIEAYP U KaJIPOBOTO JOKYMEHTOO00OPOTA;

3.1.4 | - cucreMy TOKyMEHTALIUH U €€ KIaCCH(UKAIINIO;

3.1.5 | - cTpyKTYypy U HEOOXOJMMBIC TOKYMEHTHI IT0 OCHOBHBIM HAIIPABICHUSAM PabOTHI C IIEPCOHATIOM

3.2 | YMeTh:

3.2.1 | - pa3pabaTbIBaTh MPOEKTHI JOKYMEHTAI[HOHHOTO COIPOBOXK/ICHNS MEPOIIPHUATHI, HAIPABICHHBIX HA PEaJIH3aIUIO
CTpaTeruy YIpaBJleHHs IIEPCOHAIIOM OpraHU3aluy;

3.2.2 | - pa3pabaTbIBaTh ¥ OOPMIIATE KaJApPOBBIC JOKYMEHTEI;

3.2.3 | - BeCTH JOKyMEHTAMOHHOE COIIPOBOXKICHIE KaIpPOBOil pabOTHI;

3.2.4 |- cocTaBIATE M 0YOPMIIATH OPTAHN3AIMOHHO - PACTIOPSAUTEIBHBIE TOKYMEHTHI M JIOKYMEHTHI 10 OCHOBHBIM
HaIpaBICHUSIM PaOOTHI C IEPCOHATIOM

3.3 | Bragersn:

3.3.1 | - HaBBIKAMU JIOKYMEHTAIIHOHHOTO 00ECTICUeHHS! YIIPABICHHS TIEPCOHAIOM U OLIEHKH OPTaHU3aIMOHHBIX, COITUATEHBIX
MIOCIIC/ICTBUI OCYIIECTBICHUSI MEPOTIPHUSATHI, HAIIPABICHHBIX HA PEATH3ALUI0 CTPATCITHHU YIPABICHUS IEPCOHAIOM;

3.3.2 | - HaBBIKAMH JOKYMEHTAIIMOHHOTO 0(OPMIICHHS Pe3yIbTaTOB ONEPATUBHOTO YIPABICHUS EPCOHAIOM;

3.3.3 | - HaBBIKAMHM aHAIM3a U y4eTa JJOKYMEHTOB 10 OCHOBHBIM HAIIPABJICHHUAM PaOOTHI C TIEPCOHAIOM

4. CTPYKTYPA 1 COAEP KAHME TUCIUIIIIMHBI (MO YJIS)

Kon HaumeHoBaHue pa3ae/ioB U TeM /BUJ 3aHATHA/ Cemectp | Yacos | IIpumeuanue
3aHATHSA / Kvype

Pazgen 1. JlokyMeHTALMOHHOE 00ecniedeHre PA0OThI KaIPOBOH CIyKObI

1.1 TocynapcTBeHHOE perymupoBaHKie TPYIOBBIX OTHOIICHHH /JIek/ 2 2

1.2 Hanuonansheiii cranaapt Poccuiickoit @enepauuu I'OCT P 7.0.97-2016. 2 2
Cucrema ctagaapToB 1o HHGOpMaIK, OUOITUOTEUHOMY M U3JATEIbCKOMY Jemy.
OpraHu3aIOHHO-PACIOPSIUTENbHAs JOKYMEHTalMs1. TpeboBaHus K
oopMIIeHHIO TOKYMEHTOB /JIek/

1.3 HopmaTuBHas ocHOBa Ipolecca JOKYMEHTUPOBAaHUS YIIPABICHUS 2 2
nepconaiom /IIp/

14 CucreMa TOKyMEHTAIMU B KaJIpOBOM JeNonpou3BoacTBe. O0s3aTeNbHbIe U 2 2
JIOTIOJTHUTEIIbHBIC KaJpOBbIe TOKYMEHTHI. KaapoBbIil ayIuT CBOUMH
cunamu /Jlex/

1.5 Obs3aTenbHbIC KaapOBEIe TOKyMeHTHI /I1p/ 2 4

1.6 JlononHUTENbHBIE JOKYMEHTHI B paboTe KapoBoii ciryx0sl /I1p/ 2 4




1.7 JlokyMeHTHpOBaHUE TPYAOBBIX OTHOLIEHUH /JIex/ 2 2

1.8 Pabora ¢ nmepcoHanbHbIMU JaHHBIMU /TIp/ 2 2

1.9 PaccmoTpeHne nepcoHaNbHBIX JOKYMEHTOB IIPETEHACHTA Ha TOJIKHOCTD: 2 2
3asBJIeHHE, aBTOOMOTpadus, XapaKTepPUCTHKA, PEKOMEHJaTeIbHOE MICHMO,
pesiome, conpoBoguTeIbHOE HchMo /I1p/

1.10 JlokyMeHTHpOBaHHUE TipueMa Ha padoTy. TpymnoBoii gjoroop /JIek/ 2 2

1.11 IMpuka3 o mpueme Ha paboTy. JuctannuonHas padbora. OdopmieHne TpyIOBBIX 2 2
oTHOLIeHHH nipu yrnanenke /IIp/

1.12 JInunast kapTouka (dhopma T-2). [IpaBuia opopmiIeHHS pa3aeoB THYHON 2 2

KapTOYKH. YUeT U XpaHCHHE

JlmuHoe neno paboTtHrka. Benenne muunbix nen. OgopmieHne 00JI0KKY 1
BHYTpEHHEH OmucH JINYHOTO fena. [IpaBuiia BeIAaYH JINYHBIX AEN A pabOTHI.
Mp/

1.13 Tpynosas kHmwkKa. OdhopmMireHre 00710XKKH, TUTYIEHOTO JIUCTA U 2 2
COJEP>KATENIbHON YaCTH TPYAOBOM KHUKKH.

IIpaBuna BeaeHus ¢ yueroM npukasa Muntpyga ot 19.05.2021 Ne 3201 «O
TPYIOBBIX KHIDKKaX»

OnexTpoHHas TpynoBas kHxka /T1p/

1.14 JlokyMeHTHpOBaHUE IPEIOCTABIICHHUS OTITycKa paboTHUKaM /JIex/ 2 2

1.15 I'padux oTmyckoB. Buasl oTiyckoB. PeryanpoBanue OTIYCKHBIX CPOKOB. 2 4
[puka3 o mpeJoCcTaBICHHH OYEPEHOTO OIIauyMBaeMoro otiycka /I1p/

1.16 JlokyMeHTHpOBaHUE TiepeBoia pabOTHUKA Ha Ipyryio padoty /Jlek/ 2 2

1.17 Bunst nepesonos. [Ipasuna mepesoaa Ha apyryro padory. Ilpencrasnenue u 2 4

npeuIoxkeHne Ha nepeo. [Ipukas o nepeBojie paboTHUKA HA APYTYIO
noiokHOCTE /TIp/

1.18 JloKkyMeHTHpOBaHNE YBOIBGHEHUS (TIPEKPAICHUS TPYIOBBIX OTHOIICHHUH) 110 2 2
MHUIMATHUBE PaOOTHMKA W 10 MHUNMATHBE paboTonarens /Jlex/

1.19 IMpuka3 06 yBonsHeHUH paboTHHKA. ['0CynapCTBEHHBIH HAA30P U KOHTPOIIb 2 4
cobmrofeHus paboToAaTeIsIMU TPYAOBOTrO 3aKoHOAaTenbcTBa /I1p/
1.20 DJIEKTPOHHBIN TOKYMEHTOOOOPOT B TPYAOBBIX OTHOIIEHUSX. OTBETCTBEHHOCTD 2 2

3a BEJICHUE U COXPAHHOCTh KaJpOBO# ToKymeHTanuu /JIex/

1.21 TlocymapcTBeHHBIH HAI30p U KOHTPOJIb COOTIOAEHHS pab0TOMATEIIMH TPYTOBOTO 2 4
3aKOHOJATeNbCTBA. PrcKk-OpueHTUpOBaHHbIN Haa30p B npoBepkax [N T:
KPUTEpUH OTHECEHUs OpraHU3alllK K KaTeropusam pucka. MadpactpykTypa
KaJpOBOH CITyKOBI. B3anmMmopelicTBie kKaapoBOH CIyXOBI C OpraHaMH
rocynapcTBeHHoM BiactH. 3agaun u Gyakiun GR-menemxepa /TIp/

Pazgen 2. CamocTosiTeibHast padoTa

2.1 MNOAIOTOBKA K JIEKIUAM /Cp/ 2 8

2.2 MNOATOTOBKA K ITPAKTUYECKHUM 3AHSTHUSAM /Cp/ 2 32

2.3 Kontpons ncnonnenust 1okymeHToB /Cp/ 2 6

2.4 dopmupoBaHue U 0HOpMIICHHUE JeT B TEKYIIEM JCTIOMPOU3BOJICTBE. 2 4
Odopmitenne o6noxku aena /Cp/

2.5 Iepenaua nen B apxuB opranm3anun. CocraBienue omwuceit gen /Cp/ 2 4

2.6 O0paboTKka Jen sl MOCIeayroniero xpaneHus. [I0AroToBka aen ciyk0bl KaapoB 2 6

K Iepeaade B apxuB opranuzarmu /Cp/

2.7 IMopsimok 006paboTKK MOCTYMAOMUX (BXOISANINX) JOKYMEHTOB. 2 3
IIpenBapuTensHOE pacCMOTpeHUE JOKYMEHTOB /Cp/

Pa3nen 3. KonTakTHBIE Yachl

3.1 3K3AMEH /K3/ 2 2,35

5. OIEHOYHBIE MATEPHAJIbBI

OrneHoYHbIe MaTepUanbl A IPOBEACHHS MPOMEKYTOUHOM aTTecTaly O0OyJaloIUXCcs MPUBEAEHBI B MPUIOKEHUH K
paboueii mporpaMme AUCIUTUIHHBL

@DOpMBI ¥ BHIBI TEKYIIETO KOHTPOJIA [0 AUCHUILINHE (MOIYIIO), BHIBI 3aJJaHUH, KPUTEPUH X OI[CHUBAHUS,
pacoperenenue 6aIoB M0 BUAAM TEKYIEro KOHTPOII pa3pabaThIBaOTCs MpernoiaBaTeNieM AUCHUILTHHEL C yIeTOM €€ CelU(UKH U




JIOBOZSITCS 10 CBEICHUSI 00yJaromuXxcsi Ha MEPBOM YIeOHOM 3aHATHH.

Texylnuii KOHTPOJIb YCIIEBAEMOCTH OCYIIECTBISICTCS MPENOoIaBaTeNieM IUCIUILTHHBI (MOIYIIS), KaK MPaBHIIO, C
ucnonb3oBanrueM DMOC wuimu myTeM IpOBEPKU MUCHbMEHHBIX PaboT, MPETyCMOTPEHHBIX pa0OYHMH MIPOTpaMMaMH JHUCIUILINH B
paMKax KOHTaKTHOW PabOThI M CAMOCTOSITENBHOM paboThl 0Oydaromuxcs. s GukcupoBaHus pe3ynbTaTOB TEKYIIETO KOHTPOJIS
MOJKeT ucnonb3oBatbes DMOC.

6. YAEBHO-METOINYECKOE U UHOOPMAIIMOHHOE OBECIIEYEHUE JUCIHUIIJIMHBI (MO YJIS)

6.1. Pexomenayemas JiuTeparypa

6.1.1. OcHoBHas JuTEpaTypa

ABTOpBI, COCTaBUTEIH 3arnaBue Nznatensc 1. agpec
TBO, TOJ
JI1.1 [Coxomnosa O.H., JlokyMeHTaIlMOHHOE O0ecIedeHHE YIIPaBIeHHS B MockBa:  //www.book.ru/book/937
AxumoukuHa T.A. OpraHu3aIuy. KHnoPyc,
2020
JI1.2 | Abymanze 1. T, JloxymeHTalmoHHOE 00OecTieueHe ypaBiIeHusl IEPCOHATIOM: Mocksa:  [tps://urait.ru/bcode/5116
Brmpsokkuna U. b., yIeOHHK U TPAKTUKYM IS BY30B IOpaiir,
Macnosa B. M. 2023

6.1.2. lonoTHUTeIbHAS JIUTEPaTypa

ABTOpBI, COCTaBUTENHU 3armaBue W3narensc On. agpec
TBO, TOJ[
JI2.1 |lIupoxosa JI.B., JIoOKyMEHTalMOHHOE 00eCTIeUCHHE YITPABICHUSCKIX Mocksa: {//www.book.ru/book/934
Actadnena 1.A. mporeccoB: YaeOHoe mocodue Pycaiinc,
2020

6.2 UndopManmoHHbIe TEXHOJIOTHH, HCIOJIb3yeMble IPH OCYIIeCTBJICHUN 00pa30BaTeJILHOIO NpoLecca o AUCHHUILINHE
(Mony.a10)

6.2.1 IlepeyeHb JINIIEH3HOHHOTO M CBOOOIHO PACIPOCTPAHSIEMOT0 MPOrPaAMMHOI0 odecneyeHnst

6.2.1.1 | Microsoft Office

6.2.2 TlepeueHb MpogeccHOHANBHBIX 023 JAHHBIX H HH()OPMANHOHHBIX CIPABOYHBIX CHCTEM

6.2.2.1 | T'ocynapcTBeHHas cucTeMa MpaBoBOi MH(GOPMAIUK - 0(QUIHATBHBII HHTEPHET-MOPTAT IPABOBOM HHPOPMALIUU
http://pravo.gov.ru/

6.2.2.2 | baza nanubix —3akoHoaarenbcTBo crpad CHI- http:/www.spinform.ru/

6.2.2.3 | UTIC «3axoHomatenbcTBO Poccum» http://pravo.fso.gov.ru/ips.html

7. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHUE JUCIUIIJIMHBI (MO YJISA)

7.1 | VaeOHbIe ayquTOPHH IS HIPOBEACHHS 3aHATHH JISKIIMOHHOTO THIIA, YKOMIIIEKTOBAaHHbIE CIICIUATN3HPOBAHHON MEOEIbI0
1 TEXHUYECKUMH CPEJCTBAMHU 00YUEeHUS: MyJAbTUMENUITHOE 000pyIOBaHUE ISl IPENOCTaBIeHUs yIeOHOH nHpOopMaIu
0O0JIBIIION ayANTOPUH W/WITH 3BYKOYCHIIMBaroIee 000pynoBaHue (CTAHOHAPHOE WK IEPEHOCHOE).

7.2 | YueOHbIe ayiUTOPHHU ISl IPOBENCHHS 3aHATHI CEMMHAPCKOTO THIIA, TPYNIOBBIX U MHIUBUAYaJIbHBIX KOHCYIbTalUH,
TEKYIIET0 KOHTPOJIS M IPOMEKYTOYHOH aTTEeCTaIlH, YKOMIUIEKTOBAaHHBIC CIICIIUATIM3HPOBAHHON MEOEIBI0 U
TEXHHYECKUMH CPEACTBAMHU 0Oy4IeHHs: MyIbTHMEANITHOE 000pyA0BaHNE H/HIIH 3BYKOYCHIMBAtoee 000py0BaHIe
(cTanoHapHOE WK IIEPEHOCHOE)

7.3 | TTomemieHus A7st CaMOCTOATENFHON paOOThI, OCHAIIICHHBIE KOMITBIOTEPHOHN TEXHUKOH € BO3MOKHOCTBIO IO JKITFOYEHUS K
cetu "UHTepHeT" M 0OecneyeHreM JOCTYNa B 3JIEKTPOHHYIO HHPOPMaLMOHHO-00pa30BaTeNIbHYIO Cpely YHUBEPCHUTETA.

7.4 | TTomemenus ajst XpaHeHUs ¥ MPOPUIAKTUIECKOTO 00CITY)KUBaHHSI y1€0HOTO 000PYIOBaHUS




