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1. IEJTA OCBOEHMSI 1M CLIUIIJIMHBI (MOYJIST)

1.1 | OBnameHne OCHOBaMH HPaBHIBHOTO 0(OPMIICHHS JOKYMEHTOB 1 HAAJIeKAIeH OpraHu3alie JoKyMeHToo0opoTa
cornacHo TpeboBanusm 'OCTa

2. MECTO JUCHUIIJINHBI (MOAYJIA) B CTPYKTYPE OBPA3OBATEJIbHOU ITPOI'PAMMBbI

Hukn (paznen) OIT: | b1.0.14

3. KOMIETEHIIMU OB VYAIOIIETOCSsl, §OPMHUPYEMBIE B PE3YJIbTATE OCBOEHMSI JUCLUILJINHbBI
(MOJLY.1sT)

OIIK-3 CriocobeH pa3pabaThIBaTh U OCYIIECTBIATH MEPOIPHUITHS, HAPABICHHBIC HA PEATH3AIHIO CTPATETHH YIIPABICHHS
HIEpPCOHAIOM, 00ECTIeYMBaTh UX JIOKYMEHTAIIOHHOE CONPOBOXK/ICHUE M OLIEHHBATh OPIaHU3alIMOHHBIC U COLIMAIIbHBIC OCIIEACTBHUS

OI1K-3.2 JTokyMEeHTanuoHHO OOPMIISIET CTPATETUIO YIPABICHUS ITEPCOHATIOM

OIIK-4 CrniocobeH nprUMEeHSTh COBPEMEHHBIE TEXHOJIOTUU U METOBI ONIEPATUBHOTO YIIPABJICHHUS IEPCOHATIOM, BECTH
JOKYMEHTAI[MOHHOE COIPOBOXKICHHUE U YIET

OIIK-4.1 BeneT 1oKyMEHTallMOHHOE COIIPOBOXKICHHE ONIEPATUBHOIO YIIPABICHHS IEPCOHATIOM

[1K-5 CHOCO6€H MNPOBOAWUTH AIMUHUCTPUPOBAHUC ITPOLICCCOB U )IOKyMeHTOO60pOTa 110 OCHOBHBIM HAIIpaBJICHUEM pa6OTBI C
[EPCOHATIOM

ITK-5.2 Beibupaet cTpyKTypy ¥ 006eM JOKYMEHTOO0OpOTa IT0 OCHOBHBIM HAIIPaBJICHUEM pabOTHI C TIEPCOHATIOM

B pesyabraTe ocBOCHHSI AUCHHMILIMHBI (MOLYJIA) 00y4arOLIUiiCA J0JKEH

3.1 |3uaTh:

3.1.1 | - moHsATHS, LIETH, 3a1a4H U IPUHLIUIIBI IETONPOU3BOCTBA;

3.1.2 | - OCHOBHBIC TTOHSTHS JAOKYMCHTAITUOHHOI'O obecrieueHust YIIpaBJICHUS,

3.1.3 | - HOpMaTHBHO-IIPABOBBIC aKThI, PETYIUPYIOIINE TPYIOBBIC OTHOILCHUS B OpraHU3AINY;

3.1.4 | - cucTeMbl JOKYMEHTAITMOHHOTO 00ECIICUEHUS YIIPABJICHHUS,

3.1.5 | - kmaccupuKanuo JOKyMEHTOB;

3.1.6 | - TpeboBaHMS K COCTABIECHUIO M OQOPMIICHHIO JOKYMEHTOB,;

3.1.7 | - opranmu3amnmio JOKyMeHT0000pOoTa: IpreM, 00paboTKy, pETUCTPAIINIO, KOHTPOJIb, XpPaHEHHE JJOKYMEHTOB, HOMEHKJIATYpY
nen

3.2 | YmeTh:

3.2.1 |- coctaBnATh 1 0OQOPMIIATH JOKYMEHTHI 10 OCHOBHBIM BHaM CBOEH NpodeccroHaTbHON IS TeIbHOCTH;

3.2.2 | - ocymIecTBIATH PabOTy MO 3aBEACHUIO JIEIT, HX (OPMHUPOBAHHUIO U XPAHECHUIO;

3.2.3 | - ACTIONB30BATH COBPEMEHHBIE METOIBI 00PabOTKH AeTI0BOH HH(OPMAIIHH;

3.2.4 | - aHaM3UPOBATH MPOBECHHYIO JICTIOBYIO BCTPEUY M Pa3rOBOP C IIEIBbI0 KPUTHIESCKOHN OLICHKH CBOETO MOBEICHHUS U ydeTa
COBEPIICHHBIX OIUOOK;

3.2.5 |- aganTHpOBaTH CYIIECTBYIOIINE MTPABIJIA U TEXHOJIOTHH, COCTABJICHUSA U O(OPMIICHHS YIPABICHYCCKIX TOKYMEHTOB K
KOHKPETHBIM YCIIOBHSAM OTPACJICBOH cepsl OM3Heca U MPEANPUATHI;

3.2.6]|- MNPUMCHSATH MCTOABI JJICKTPOHHBIX KOMMyHI/IKaI_[I/Iﬁ IpUu OCYLICCTBICHUN Z[eHOBOfI MNEPCIMUCKU C BHCIITHUMU
OopraHn3anusaIMun

3.2.7 | - pa3pabaThIBaTh MPOEKTHI JOKYMEHTAIOHHOTO COMPOBOXKICHUS MEPOIPHATHH, HAIIPABICHHBIX HA PEaN3aniio
CTpATEruy YIpaBJICHUs! IEPCOHATIOM OpraHU3aluu

3.2.8 | - pa3paboTaTh 1 BHEAPHUTH NPO(ECCHOHATBHBIC X KOPIOPATHBHEIX CTAHAAPTOB B 00JIACTH yIPaBICHUS IIEPCOHATIOM

3.2.9 |- cocTaBnATh M 0QOPMIIATH OPTaHU3AIIOHHO - PACIIOPAAUTENIHHBIC TOKYMEHTHI M IOKYMEHTHI IT0 OCHOBHBIM
HAaIpaBIeHHSIM pabOTHI C IIePCOHATIOM

3.3 | Bragersn:

3.3.1 | - npodeccHOHATEHBIMI KOMITETEHIIUSIMHE, COBPEMEHHBIMH TEXHOJIOTHSIMU YIPABICHHSI TOBBIICHHEM 3THUECKOTO YPOBHS
JIeNT0BOTr0 OOIIEHUS, METOANKONW MpUMEHEHHUs HH(OPMALMOHHBIX TEXHOJIOTHHA AJISl pelieH sl MpoQecCHOHATBHBIX 3aau C
y4eTOM MH(DOPMAIIMOHHON 0€30MaCHOCTH MPH B3aUMOJICHCTBHH C BHEIITHUMU OPTaHU3AIHSIMU;

33.2]- MMPaKTUICCKMMHU HaBbIKaMHU I/IH(I)OpMaL(I/IOHHOFO obOecreueHust IpOLECCOB BHYTPECHHUX KOMMyHPIKaL[PIﬁ, BJIaICHUA
HHCTPYMCHTAJIBHBIMH CPCACTBAMU IJIsI COCTABJICHUA KaAPOBBIX JOKYMCHTOB,

3.3.3 | - HaBBIKaMH aAMHHUCTPHPOBAHHS IIPOLIECCOB IOKYMEHTAI[IOHHOT'O 00€CIICUEHNs TIEPCOHAJIOM U OLICHKH
OpTaHM3aIMOHHBIX, COIIHATBHBIX TOCTEICTBAN OCYIIECTBICHHS MEPOIPHATHH, HAallPaBICHHBIX HA PEaJI3aIliI0 CTPATETHH
YIIPaBJICHHS IEPCOHATIOM;

3.3.4 | - HaBBIKAMH TOKyMEHTAIIMOHHOTO O(OPMIICHHS PE3yIIbTATOB ONEPAliOHHOTO YIIPABICHHS IIEPCOHATIOM;

3.3.5 | - HaBBIKAMH aHAIN3a U y4da€Ta JOKYMCHTOB 11O OCHOBHBIM HAIIPpaBJICHUAM pa6OTLI C IICPCOHAJIOM

33.6




4. CTPYKTYPA U COJEPKAHUE IMCIUILINHBI (MO YJIST)

Kon HanmeHoBaHue pa3aenaoB H TeM /BU] 3aHATHUS/ Cemectp | Yacos | Ilpumeuanne
3aHATHS / Kype
Paznen 1. lokyMeHTaMOHHOE O0ecnieyeHrue padoThl KaAPOBOi CJIYKObI
1.1 TocynapcTBeHHOE perynupoBaHUe TPYIOBBIX OTHOIIECHUH /JIex/ 2 2
1.2 HopmatuBHas ocHOBa mpoliecca TOKyMEHTUPOBAHUS YIPaBICHHS 2 2
niepconaom /I1p/
1.3 CucreMa TOKYMEHTAIIMH B KaJpOBOM JIeJIONpon3BoacTBe. O0s3aTeIbHbBIC U 2 2
JIOTIOJTHUTEIbHBIC KaJPOBBIC TOKYMEHTHI. KapoBeIit ayauT cBOMMHI
cunamu /Jlex/
1.4 OO0s13atenbHbIe KaapoBbie ToOKyMeHTHI /I1p/ 2 2
1.5 JlomonHNTENbHBIE TOKYMEHTHI B paboTe KaapoBoit cyx0sr /T1p/ 2 2
1.6 JloKyMeHTHUpPOBaHKE TPYHIOBBIX OTHOIEeHNUH /JIex/ 2 2
1.7 Pabora ¢ nmepcoHanbHbIMU JaHHBIMH /TTp/ 2 2
1.8 PaccMoTpeHue epcoHaNbHBIX JOKYMEHTOB IIPETEHICHTA Ha JOJKHOCTD: 2 2
3asBJICHHE, aBTOOHOrpadusi, XapaKTepUCTUKA, PEKOMEHJATEIbHOE TTHCEMO,
pe3roMe, conpoBoauTeNnbHOe miuckMo /I1p/
1.9 JlokyMeHTHpOBaHue preMa Ha paboTty. TpymnoBoii gorosop /JIek/ 2 2
1.10 Ipuka3 o mpueme Ha padory. JucranmuonHas padora. OpopmieHNE TPYTOBBIX 2 2
OTHOLICHMI Tpu ynaneHke /I1p/
1.11 Jlnunas kaprouka (popma T-2). ITpaBuia opopMIeHHS pa3eoB JTAIHON 2 2
KapTOYKH. YUeT U XpaHCHHE
JlmuHoe neno paboTHUKa. Benenue muynbix aen. OpopMieHne o0I0KKA U
BHYTpEHHE! OMKCH JIMYHOTO Jena. [IpaBuiia BbI1auy JIMYHBIX A€ Ui paboThl.
Mp/
1.12 TpynoBas kamxka. OpopMieHHE 00JI0KKH, THTYJILHOTO JICTA H 2 2
COZIEP>KaTENbHOM YacTU TPYIOBON KHIKKU.
IIpaBuna BeneHus ¢ yueToM npuka3a Muntpyaa ot 19.05.2021 Ne 3201 «O
TPYZAOBBIX KHIXKKaX)
OnexTpoHHAs TpynoBas KHKKa /T1p/
1.13 JIoKyMEeHTHpOBaHUE MPEIOCTABIICHNUS OTITycKa paboTHUKaM /JIek/ 2 2
1.14 I'padux ormyckoB. Bunel otmyckoB. PerynupoBaHue OTIyCKHBIX CPOKOB. 2 4
IIpuka3 o mpemgocTaBIeHUH OYEPEIHOTO OIuIaunBaeMoro otmycka /I1p/
1.15 JlokyMeHTHpOBaHHUE MepeBoa paboTHHKA Ha Ipyryto padoty /JIek/ 2 2
1.16 Bunst nepesonos. [Ipasuia nepeBoaa Ha apyryro padory. [IpeactaBnenue u 2 4
npeuiokeHne Ha nepesoz. [lpukas o nepeBoae pabOTHUKA HA APYTYIO
nomkHOCTh /TIp/
1.17 JloKyMeHTHpOBaHNE YBOIBHEHHUS (IPEKPAIICHAS TPYIOBBIX OTHOMICHHUI) TIO 2 2
HMHUIATHBE paOOTHHKA U TI0 HHUIMATHBE paboronaTens /JIex/
1.18 [Ipuka3 06 yBonpHeHHH pabOTHUKA. [ ocy1apCTBEHHBINH HAA30p U KOHTPOIIb 2 4
coOroIeHus paboToaaTeNsIMU TPYIOBOro 3aKoHonarensctea /Ip/
1.19 DNEKTPOHHBIN JIOKYyMEHTOOOOPOT B TPYIOBBIX OTHOLICHHSIX. OTBETCTBEHHOCTb 2 2
3a BeJICHHE U COXPAHHOCTH KaJIpoBOH TOKyMeHTaIH /JIex/
1.20 TlocynapcTBeHHBIH HAA30p U KOHTPOJIb COOIIOACHUS paboToIaTeNISIMU TPYIOBOTO 2 4
3aKOHOMATENbCTBA. PUcK-opueHTUpOBaHHBIN Haa30p B IpoBepkax I UT:
KpUTEPHU OTHECEHUsI OpTaHU3alMy K KaTeropusm pucka. UadpactpykTypa
KaJpOBOH CITy>kObI. B3anmoneicTBre KaapoBoil CITykOBI ¢ OpraHamMu
rocynapcTBeHHOU BiacTd. 3axaqun u pyakunn GR-menemxepa /Ip/
Pa3nen 2. CamocrosniTesbHast padoTa
2.1 NOAIOTOBKA K JIEKIUAM /Cp/ 2 8
2.2 [NOAI'OTOBKA K ITPAKTUYECKUM 3AHATUAM /Cp/ 2 32
2.3 Homenknarypa nen. @opmupoBaHie JOKyMEHTAIBHOTO (POHIa OpraHU3aIHH. 2 4
Buner Homenknatyp /Cp/
2.4 Kontpons ucnonaenus mokymeHToB /Cp/ 2 6




2.5 DopmupoBaHue 1 0hOpPMIICHHE JIe]T B TEKYIIEM JICTOIPON3BOICTBE. 2 4
Odopmnenune obaoxku aena /Cp/

2.6 Ilepenaua nen B apxuB opranuzanuu. CocraBnenue onuceit aen /Cp/ 2 4

2.7 OO6paboTka J1en JJ1s1 ocieyronero XxpaneHus. [IoAroToBka el ciry»k0bl KaapoB 2 8
K mepenaue B apxuB opranuzamuu /Cp/

2.8 Iopsimok 00pabOTKH MOCTYNAIOMIMX (BXOISIINX) JOKYMEHTOB. 2 3

[IpenBapuTensHOE paccMoTpeHHe T0KyMeHTOB /Cp/

Pa3nen 3. KoHTaKTHBIE Yachbl

3.1 9K3AMEH /K3/ 2 2,35

5. OHEHOYHBIE MATEPHAJIBI

OreHOYHBIC MaTEePHANBI IS IPOBEJICHNS TIPOMEXYTOYHOM aTTeCTaluy 00yJaloIMXCsl IPUBEACHB! B MPIUIOKEHIH K
pabouyeii mporpamMMe JUCUUIIMHBL.

@DopMBI U BHABI TEKYIIETO KOHTPOIS 110 AUCLIUIUIMHE (MOZIYIIO), BUABI 3aJaHUH, KPUTEPHU HX OLICHUBAHMS,
pacnpezeneHne 6aIoB 110 BUAAM TEKYIET0 KOHTPOMS pa3padaThIBalOTCs MPETIOAaBATEIEM IUCIUIIIMHEI C yI€TOM €€ CIeU(BHUKU U
JIOBOZIATCS 10 CBEACHHS O0YJaIOMMXCS HA IIEPBOM yIeOHOM 3aHSTHH.

Tekywuii KOHTPOJIb YCIIEBAEMOCTH OCYIIECTBISIETCSI MIPEIoaBaTeieM JAUCLHUIUIMHBI (MOYJIs) B paMKax KOHTaKTHOW
PaboTHI U CaMOCTOSTENILHON PadoThI 00ydatomuxcst. s puKkcHpoBaHUS Pe3yIIbTAaTOB TEKYIETO KOHTPOIS MOXKET UCIIONIB30BATHCS
BUOC.

6. YAEBHO-METOJUYECKOE 1 HH®OPMAIIMOHHOE OBECIIEYEHUE JUCHUIIJIMHBI (MOXYJISA)

6.1. Pexomenayemas aurepatypa

6.1.1. OcHoBHas JIMTEpaTypa

ABTOpBI, COCTaBUTEIH 3arnaBue Wznatensc On. aapec
TBO, O
J1.1 [A6ymamze 1. T, JloKyMeHTaI[MoHHOe 00eCIIeYeHUE YIPABICHUS IEPCOHATIOM: Mocksa:  [tps://urait.ru/bcode/5116
Brmpsokkuna U. b., Y4EOHUK ¥ TPAKTUKYM JIJIsl By30B IOpaiir,
Macnosa B. M. 2023
JI1.2 | Cokonosa O.H., JlokyMeHTaoHHOe oOecTieueHue yIpaBiIeHus B Mocksa: //www.book.ru/book/932
AxumoukuHa T.A. OpraHH3alHH. KuoPyc,
2020

6.1.2. JlonoTHUTeIbHAS JIUTEPaTypa

ABTOpBI, COCTaBUTENH 3arnaBue W3narennc On. aapec
TBO, TOIL
JI2.1 | Iupokosa JI.B., JIokyMeHTaIOHHOE 00eCIIeYeHUE YIPaBICHISCKUX MockBa: //www.book.ru/book/934
Actadrena 1L.A. MPOIIECCOB: YdeOHOe mocodue Pycaiinc,
2020

6.2 UndopManmoHHbIE TEXHOJIOTUH, HCI0JIb3yeMble IPH OCYIIeCTBJIeHUN 00pa30BaTeJLHOI0 NpoLecca no AUCHUMUIJINHE
(Mony.a10)

6.2.1 IlepeyeHb TNLEH3MOHHOIO H CBOOOIHO PACIIPOCTPAHSEMOI0 POrPAMMHOI0 o0ecniedeHust

6.2.1.1 | Microsoft Office

6.2.2 Ilepeuyenb npodeccHOHATBHBIX 023 JaHHBIX 1 MH(POPMAIHOHHBIX CIPABOYHBIX CHCTEM

6.2.2.1 | I'ocynapcTBeHHas cucteMa mpaBoBoi HH(opManuu - ohUIHaIbHBIA HHTEPHET-NOPTaJ IPABOBOM HHPOpMAIH
http://pravo.gov.ru/

6.2.2.2 | baza nannbix —3akoHoaarenscTBo ctpad CHI - http://www.spinform.ru/




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

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHHUIIJIMHBI (MO YJISA)

7.1 | YaeOHBIe aymUTOPHH JUTS TIPOBEICHHUS 3aHATHI JIEKIIMOHHOTO THITA, YKOMITJIEKTOBAHHBIC CIICIHATIM3UPOBAHHON MeOEIhI0
U TEXHHYECKUMH CPEICTBAMH O0yJIEHHs: MyIbTUMEIUIHHOEe 000pyIOBaHUE IS IPEIOCTaBICHUS yIeOHOH HHPOpMALUH
OOJIBIIION ayTUTOPHUHU /WK 3BYKOYCHITHBAIOIIEe 000pyI0BaHKE (CTAIIMOHAPHOE WITH MEPEHOCHOE).

7.2 | YaeOHble ayqUTOPHH AJISl IPOBEACHUS 3aHATHI CEMHUHAPCKOr0 THIIA, TPYNIOBBIX U HHAUBHIYAILHBIX KOHCYIBTAIHH,
TEKYIIEr0 KOHTPOIISI U IPOMEXKYTOYHOM aTTeCTAllNK, YKOMILIEKTOBAHHBIE CIIEIUATM3UPOBAHHON MEOEIbIO 1
TEXHUYECKUMH CPEICTBAMHU O0YUEHHMS: MYJIbTHMEIHIHOE 000pYI0BaHIE H/UIIH 3BYKOYCHIIMBAIOIIEe 000pY/I0BaHHE
(cTanoHapHOE WK TIEPEHOCHOE)

7.3 | [TomerieHus AT CAMOCTOATENTFHON pabOTHI, OCHAIIEHHBIE KOMITBIOTEPHON TEXHUKOH C BO3MOKHOCTBIO TTOJKITIOYEHHS K
cetu "MHTepHET" M 0OecredeHHeM JOCTyIa B 3NEKTPOHHYIO HH(OPMAIOHHO-00pa30BaTEIbHYIO CPEIy YHHBEPCUTETA.

7.4 | [TomerneHus AT XpaHEHUS M TPOPIIAKTUIECKOT0 00CITyKUBaHUS yIeOHOTO 000pyTOBaHHS




