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1. [losicHUTeIbHAA 3aDIMCKA
11. eas u 33124 AUCHUILTIHHBI (MOTYJIA)
Lenv Oucyunaunbl: TOATOTOBUTH BBITYCKHHMKA, BJIAJICIONICTO HABBIKAMHU BEICHHS KaJpOBOTO

ACIOIMPOMU3BOACTBA.

3agauy JMCHUILIMHDI .

° CdhopmupoBats y CTyaeHTa KOMITETEHIIUH, TO3BOJISIONIME €My BBITIOJIHATH BECh
KOMIIJIEKC Pa0oT MO KaJIPOBOMY JICIIONIPOU3BOJICTRY;

° ChopmupoBaTh y HEro KOMIUIEKCHOE TIPEICTABJICHUE O CHCTEME JTOKYMEHTAIINH TI0

JUYHOMY COCTaBY;

. Jate mipeactaBieHre o0 ypoBHE perjaMeHTalliy KaJpOBOTO JEJIOMPOU3BOJICTBA B
PO,

. Hayuutp crynenta cocTaBisiTb W OQOPMIISATH OpraHU3alMOHHBIE KaJpPOBBIE
JIOKYMEHTHI;

J Hayuuth cTyneHTa JOKYMEHTHPOBaTb OCHOBHBIE KaJpOBbIE€ MIPOLEAYphl B
COOTBETCTBUU C TPEOOBAHUSAMM 3aKOHOJIATEIbCTBA;

o Hayuutp cTyneHTa OpraHus3oBbIBaTh pabOTy KaapoOBOH CilyXObl, COCTaBIIATh
JIOKaJIbHbIE HOPMATHBHBIE aKThI, PETIIAMEHTUPYIOLIUE €€ NEATCIBHOCTD.

o OOyunTh OCHOBHBIM TEXHOJOTMYECKHMM IpHUeMaM  JIeIONPOU3BOJCTBEHHBIX

onepaunﬁ, opraHu3allv XpaHCHUA KaﬂPOBOﬁ JOKYMCHTAIIUU.

1.2. IlepeyeHb ILUIAHHMPYEMBIX Pe3yJbLTATOB OOyYeHHSI MO0 IHCHHUILIMHE (MOOYII0),

COOTHECECHHBIX ¢ MHAUKATOPAMH JOCTHKCHUHA KOMHETEHHHﬁ:

B pe3yibTare OCBOCHHA JUCHUIIJIMHBL 06yqafomm71051 JOJDKCH ACMOHCTPUPOBATH

CJICAYIOIUC PE3YJIbTATHL 06pa30BaHI/I$IZ

Koowu Cooepiicanue komnemenyui Ilepeuenv naanupyemvix pe3yiomamos
Komnemenuuu 00yuenus no oucyuniune
OK-04 CMOCOOHOCTh MCIIOJIB30BaTh OCHOBBI 3HAaTh:
IIPABOBBIX 3HAHUU B PA3JIMYHBIX - HOPMAaTUBHO-IIPABOBYIO 6azy
cdepax AeATEIbHOCTH KaJIpoOBOTO  JCIONPOMU3BOACTBA B

Poccuiickoit denepanuu;

- TOpAJOK  NIPUMEHEHUS  HOPM
TPYAOBOIO NIpaBa;

-CII0COOBI MOJTy4eHUs HHPOpMAIIHH;
-MCTOYHHUKHU uHpOpMaLIUU u




0COOCHHOCTH PabOTHI C HUMU;
-KpUTEpUU  OIICHKM  HMCTOYHHUKOB
uHpOpMaLUU 1 caMoi HH(OpaLny;

YMers:

- paboTaTb C TPaBOBBIMH aKTaMH,
periaMeHTUPYIOLUMA BOIIPOCHI
JOKYMCHTHPOBAHUA TPYAOBBIX
OTHOLIEHUH U PAabOTHI C KaIpOBBIMU
JOKYMEHTaMH,

- OIpeneNsiTh MO HOPMAaTHBHOW 0a3e
COCTaB O0s3aTENbHBIX M  YCIOBHO-
00s3aTeNbHBIX JIOKYMEHTOB,
0OPMIISIONIMX TPYAOBBIE OTHOIICHUS
¢ paboTHUKAMU;

Bmaners:

- HaBBIKAMHU aHaM3a TMPaBbIX aKTOB,
BBISIBJIEHUS HEo0X0JUMOH
periaMeHTHpYIoNIe uHGOpMaIuu 0
JTIOKYMEHTHPOBAHUH TPYIOBBIX

OTHOIIEHHH u paboTe ¢ KaapoBoi
JTIOKYMEHTaINEH;
- HaBbIKAMH TNPUMEHEHHUS  HOPM

TPYIOBOTO npaBa B
npo(eCCHOHATLHON ISATEILHOCTH.
-HaBbIKAMH pedepupoBaHus
nHpopMmanuu;

-HaBbIKAMHM OpraHU3allMd XpPaHEHUs
pa3ianuHoi nHpopmanuu;

-HaBbIKAMH M3BJICUEHUS] UHGOpMALUU
u3 CUCTEM JTAHHBIX u ee
MCIOJIb30BAHUS.

OIIK-6

CIIOCOOHOCTH pelaTh CTaHAAPTHBIC
3a7a4M IpoQecCHOHATBHOM
JeATeILHOCTH Ha OCHOBE
MH()OPMAIIMOHHOU U
O6ubnrorpadguueckoi KyinbTypbl €
IpUMEHEHHEM HH(OPMALOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH U C
y4EeTOM OCHOBHBIX TPeOOBaHUI
UH(POPMALIMOHHON 0€3011acCHOCTH

3HaTh:
- JelicTBylonue TMpaBOBbIE aKThI,
METOIUYECKUE pa3paboTkH,

JNOCTYNHbIE  WHPOPMAIMOHHBIE U
JNIEKTPOHHBIE  PECypChl,  JaloLIue
UHGOPMALIMI0O O TOPSIIKE BEICHHS
KaJpOBOTO JEONPOU3BOICTBA;

- TpeboBaHuMs  HWHGPOPMAIMOHHON
0e30MacHOCTH MPH paboTe ¢ KaapoBOi
JIOKYMEHTALUEH;

YMers:

- COCTaBJIATh JOKaJIbHbIE
HOpPMATHBHBIE  aKThl, COJEpIKallue
TpeboBaHUs K  HMH(pOPMAIMOHHON
0€30MaCHOCTH  JIOKYMEHTalluu |
coJiepxarieiicst B uHpopMaluu;

- OCYLIECTBIISTh IMPO(HECCHOHAIBHYIO
JIeSITeTIbHOCTh Ha OCHOBE




YCTAaHOBJICHHBIX ~METOJIUK  BEIEHUs
KaJIpOBOTO JEJIONPOU3BOICTBA;

- CUCTEMaTU3UPOBaTh HH(POPMAIIUIO;
-(opmMHpOBaTH TOKYMEHTHI B JIENa;
-OpraHu30BbIBATh IIPaBUIILHOE
XpaHEHMs JOKYMEHTALNH;

Bnanets:

- JOKYMEHTUPOBAHUA KaJpoOBOH
JESTENIbHOCTH, paboThl C KaJpoBOU
JOKYMEHTalMe, OpraHu3aluu €€
XpaHEHUs Ha OCHOBAHWUU TpPeOOBaHUU

MPABOBBIX  aKTOB,  METOIMYCCKUX
MaTepUaJIOB M C YYETOB OOECredeHUs
COXPaHHOCTH " 0e30ImacHOCTH
uHpoMpanuu.

1.3.

MecTo MuCHMILUIMHBI (MOYJIf1) B CTPYKTYpPe OCHOBHOM 00pa30BaTe/IbHOI MPOrpamMMbl

JucuumnnuHa (MOIysb)

«KazpoBoe Neonpon3BOJICTBO» BKIFOYEHA B 0a30BYIO 4YacTh

HpO(beCCI/IOHaJ'IBHOFO OuKiIa JUCHUIIINH yqe6H0r0 IJIaHa I10 HaIlpaBJICHUIO IIOATOTOBKH

«HOK}’MGHTOBCI{CHI/IC H apXUBOBCIACHUC)).

X0JI€ H3YUYCHHA

Opranuzanus u texnosorus JJOY.

JIst OCBOCHMSI TUCIMIUIMHBI (MOJIYJIs1) HEOOXOAMMBI KOMIIETEHITUH, CPOPMUPOBAHHBIE B

B pesynbrare

CIEAYIOMUX JAUCITUTUTNH

OCBOCHHUA JUCHUIIIIMHBI

U TPOXOXKAEHUA MpakTHK: TpynoBoe mpaso,

(Monmynst)  OPMHUPYIOTCS  KOMIICTCHIIHH,

HEOOXOUMBIE ISl M3YYEHHUS CIACAYIOMUX JUCIUIUIMH (MOIyJel) M TPOXOXKICHUS IMPAKTHK:

3amura U 00paboTKa MEPCOHANBHBIX JAaHHBIX, 3allUTa KOH(UIEHIMAIbHON HHQOpMAIUHU B

KaJIpOBOH Ciryx0e.

2. CTpyKTYypa IMCUMILIMHBI (MOXYJIs1)

Cmpykmypa oucyuniunst (Mo0yns) 011 04HOIU hopmul 00yueHUA

Obwas mpyooemrxocms oucyuniunsl cocmasisem 3 3.e., 108 u., 6 mom yucne xonmaxmuas
paboma obyuarowuxcs ¢ npenooasamenem 42 u., npomedxcymounas ammecmayus 18 u.,

camocmosmenvras paboma ooOyuarowuxcs 48 u.

Bupsl yueOHOM paboThI
Pazoen (B "acax)
No Jucyunnunot

n/n

Cemecmp

KOHTAKTHast

Dopmul mexyujeco
Koumponsa
ycnesaemocmu (no
Heldenam cemecmpa)
Dopma




|

e | 2 | E NPOMEINCYMOUHOIL
= g S 5 £z g 5 ammecmayuu (no
% = E E § E 5 é cemecmpam)
= 8| 28 &§3-=
= | S FE
1 Bregenue 5 |2 4 Cobecedosanue
2 PernamenTanus 5 |4 8 IIposepra oomawinux
JOKYMEHTUPOBAHUS 4 3a0anuii U NPAKMu4eckux
KaJIpOBOM pabom
JCSITSIILHOCTH H
paboThI €
KaJIpOBBIMHU
JOKyMEHTaMH
3 Opranuzanus 5 |2 IIposepka u oyenxa
paboTHI KampoBOit 4 8 1abopamopuou pabomol
CITYKOBI
4 CocraB KaapoBOit 5 |6 Koumponvnasa paboma Ne
JIOKYMEHTALUH. 10 10 |1,
JloxymeHTHpOBaHuE npoeepka u oyeHKa
IPYIOBEIX npakmuyecKux pabom
OTHOILIEHHUH.
5 VYyer nmuuHoTo 5 |2 8 IIposepra u oyenka
COCTAaBA. 2 npaKmu4ecKux pabom
6 Opraauzanus 5 |2 Koumponvnas paboma Ne
paboThI ¢ 4 10 |2
KaJpOBBIMH IIposepka u oyenka
OKyMEHTaMH npakmuyecKux pabom
7 DK3aMeH 5 18 Hmoeosas xoumponvHas
paboma
NUTOIO: 18 24 18 | 48
3. Copaepixanue U CUUIIMHBI
Ne | HammenoBanme pa3aesia Coaepixanue
AUCHUTLINHBI
1 | Benenue [Ipenmer, 3amaum, coaepkaHue Kypca.

XapaKTepI/ICTI/IKa COBpCMCHHOfI CHUCTCMBI Ka,HPOBOf/'I
JAOKYMCHTAIUH. BzaumocBs3b mponeccoB

YIpaBJICHUSA IIEPCOHAJIOM € COCTABOM U MOPAIKOM
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dbopMupoBaHUs CUCTEMBI JIOKYMEHTALMU IO
JUYHOMY cOCTaBy. MecTo Kypca cpeau Apyrux
HAay4YHbIX  JAUCUUIUIMH:  «/OKyMEHTOBEIECHUEY,
«Opranuzaiusi 1 TEXHOJOTUS JTOKYMEHTAIMOHHOTO
obecrneyeHus YIPABJICHUS», «YnpaBieHue
nepcoHasiom», «TpynoBoe npaso» u ap. Mctounuku
M3y4eHUs Kypca. 3aKOHOAATENIbHbIE 1 HOPMATUBHO-
MPaBOBBIE aKTBhl, HOPMAaTHUBHO-METOUYECKUE

nokymeHThl. OTeuecTBeHHasi HCTOpUoTpadus.

PernamenTtarmsa
JOKYMEHTUPOBAHUS KaJIpOBOI
NeSITeIbHOCTH U paboThI C
KaJIpOBBIMHU JJOKYMEHTAMH.

3aKOH0)IaTeHBHBIe 1 HOPMAaTHBHO-IIPABOBLIC AKThI.

TpynoBoil konexkc Poccuiickoit ®enepanun
KaK OCHOBOM IPAaBOBOM aKT, ONPEAEISAIOIINNA COCTAB
U TOpsAIoK Oo(OopMIICHHS JOKYMEHTOB o
YCTAHOBJICHUIO TPYJOBBIX OTHOILIEHUH U TPYIOBOM
JEeSITeIbHOCTH pabOTHHMKA. 3aKOHOJIATENIbHBIE AKThI
Poccun o JOKyMEHTHpPOBAaHUU OTIEIBHBIX CTOPOH
TPYAOBOM JEATEIBHOCTA  PA3UYHBIX KaTEropuid
pabOTHUKOB. 3aKOHOJATENbHBIE AaKThl CYOBEKTOB
Poccuiickoit  ®enepaunu, Ykasel IIpe3unenra,
[TocranoBneHus U pacHOpPSHKEHUS MPAaBUTEIHCTBA

Poccuiickoit deneparum.

HOpMaTI/IBHO'MeTOI[I/I‘leCKI/Ie AOKYMCHTHI .

KpanudukannmoHHbIN CIIPABOYHUK u
npodeccuoHanbHble CTAHAAPTHI, KaK OCHOBHBIC
HOpPMATHBHBIE JOKYMEHTBI, pErJIaMEHTUPYIOIIHE
TpeOOBaHUs K KBATU(UKALIUK, 3HAHUSIM U YMEHUSM
pabotHukoB. OOmmepoccuiickue Kiaccu(pUKaTopbl
TE€XHUKO-3KOHOMUYECKOH U COLMANIbHOU
UHPOpMaIINH, YCTaHABIMBAIOLIUE COCTAB U MOPSAIAOK
3aI0JIHEHHSI KaJIPOBBIX TOKYMEHTOB.

Tumnosklie nepeyHn MU CPOKHU XpaHCHHUA
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JIOKyMEHTAIUU o JTUYHOMY COCTaBYy.
PerynupoBanue opranuzanuyd apXUBHOTO XPAHECHUS
JOKYMEHTalldhd [0  JIMYHOMY  COCTaBy B
HOPMAaTUBHO-METOJUYECKUX TOKYMEHTax PO.
Pazpabotku l'ockomcrara PO 1o
yHU(DUKATIU bopm MIEPBUYHOMN YYETHOU

JIOKYMEHTaIWH.

Opranu3zanust paboThl KaJIpOBOM

CITYKOBI

CTpyKTYyphI KaIpoBbIX cly:k0. UncieHHbIH
U JIOJDKHOCTHOM coctaB ciayxObl. Hopmartusbl
BpEMEHH Ha pabOTHI MO YYETY KaJIpOB.

3amaun W QYHKIUM KaJpOBOW  CITY)KOBI.
[Tonoxxenne 00 oraene KaapoB (yIMpaBJICHUH,
JenapTaMeHTe U Jp.), KaKk OCHOBHOW HOpMAaTHBHBIN
JOKYMEHT o OTIpEeIeNIEHUIO CTPYKTYPHI,
YHUCIIEHHOCTH, BUJIOB Pa0OT 3TOro MOJpa3AeieHHs.
[Topsmox pa3paboTku, cocTaB uHMOpPMAIUU U
CTPYKTypa TEKCTa IMOJOKEHUsS. 3aKpeIuieHue Mpas,
OTBETCTBEHHOCTH, B3aUMOCBSI3€H OTAeNa KaJapoB.

JlOoKHOCTHBIE MHCTPYKLIMHM, KaK OCHOBHOM
IpaBOBOM  aKT, ONpEeAETSIONMI  MPaBOBOE
MOJIO)KEHHE PaOOTHUKOB KaJpOBOM CIyXObl H
OpraHu3anuio ux Tpyna. Haznauenue J0IKHOCTHBIX
MHCTPYKIIUH.

Wuctpykuus o KaJpOBOMY
JENIOMPOU3BOJCTBY, KaK OCHOBHOH MHCTPYMEHT
MOBBIMICHHS 3(PPEKTUBHOCTH PabOTHl  KaIpPOBBIX
noipa3esieHui B chepe KaJpOBOTO
JIEJIONIPOU3BOICTBA.

Pernamenrtanus paboTel C TEPCOHAIOM B
JIOKAJIbHBIX HOpPMaTHBHBIX aKTax u
OpraHU3aIMOHHBIX JTOKYMEHTaxX (ycrtaB
OpraHu3aluy, TMpaBUia BHYTPEHHEro TPYIAOBOTO
pacropsiika, MOJ0KEHHE O MEePCOHATBHBIX JTaHHBIX,

KOJUIEKTUBHBIN JIOTOBOP U JIp.).
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CocraB KaJpoBOW JOKYMEHTAIMH.
JIOKyMEHTUPOBaHHUE TPYAOBBIX

OTHOIIIEHUI.

XapakTepucruka CUCTEMBI KaJIpOBOM
JOKYMEHTAIlMM, €€ COOTBETCTBUE  OCHOBHBIM
3aadaM Mo moAdopy, YUeTy U pacCTaHOBKE KaJpOB.
OO0s13aTenbHass M yCIOBHO-0043aTeNbHasl KaJpoBast
JOKYMEHTAIHSL.

OpraHu3anvoHHbIE JOKYMEHTHl — HITaTHOE
pacmucaHue, CTPYKTypa W IITaTHAs YHCICHHOCTH,
rpauk OTIYCKOB.

PacriopsiiuTenbHbIe TOKYyMEHTBI — MPUKA3hI
(pactiopsbkeHus1) 1O JMYHOMY cocTaBy. OoOmiue
TpeboBaHuUs K 0(DOPMIICHHIO i CPOKAM TMOJATOTOBKH.

WHpopManmoHHO-CTIPAaBOYHBIE TOKYMEHTHI —
3asBIICHUSI, TPEJCTABICHUS, YBEIOMJICHHUS, AaKTHI,
TOKJIA/THBIE U OOBSICHUTEITbHBIC 3ATTHCKH.

VY4yeTHble GOPMBI U UX Ha3HAYEHHE.

[Ipuem pabGotHukoB Ha pabory. CocrtaB
MEePCOHANTbHBIX JIOKYMEHTOB paboTHUKa,
MPEJICTaBISIEMBIX paboToaarento TUIs
YCTAHOBJICHUSI TPYAOBBIX OTHOIIEHUH. TpynoBoit
JOTOBOp -  3aKOHOJATENIbHOE  3aKperuIeHue
TpeOoBaHUN K CTPYKTYpe TEKCTa, MOPIKY
cocraBieHuss u  odopmuenus. IloaroroBka u
ohopMIICHHE TPUKA30B (PACIOPSHKEHUN) O TIpUeMe
Ha paboTy. AHKeTHI, aBToOOHOTpaduu, pe3roMe  JIp.
JOKYMEHTBI, 3al0IHsIeMble TIPU TpueMe Ha padoTy.
Buecenue cBezieHtii B TpyI0BYIO KHIDKKY U JIMYHYIO

KapTOuKy pabOTHHUKA.

JIOKyMEHTUpOBaHUE  JIBI)KEHUS  KaJpOB.
Bunsl nepeBosioB. CocTaB M MNOPSAAOK M3JaHMS
JOKYMEHTOB, 0(OpMIISIOLINX MPOLEAYPY MEpPeBOa.
Copneprxanue, MOpsAJOK MOATOTOBKH M O0(OpMIICHUS
IIPUKa30B (pacniopspxeHmiA) 0 IIEpPEBOC

COTPYAHUKOB. I[OKYMCHTBI-OCHOBB.HI/IH K IpUKazamMm
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0 TIepeBO/IC.

Bunst ormyckoB. Ilopsimox  odopmiaeHus
€XKEroJHOT0 OYEepPEIHOr0 OIIAYMBAEMOI0 OTIIyCKa.
I'paduk ormyckoB, cocTaB, coaep:kaHHe, MOPAIOK
IIOATOTOBKH u odopmieHHS IIPUKA30B
(pacnopsbxeHuil) o IIPEAOCTABIICHUHA OTIIyCKa.
Ilopsimoxk  mepeHoca  ormycka.  JIOKyMEHTBI-

OCHOBaHHJ K IMTpHUKasaM 00 OTITYCKax.

[Hopsinok odopMieHHs] KOMaHIUPOBOK —
cocTaB JOKyMEHTOB, 0(hOPMIISIOIINX
KOMaHJUpoBaHHEe pabOTHHKA, COAEpKaHHE U

MOPpAAOK MOATOTOBKHU IIPUKa3a O KOMaHIWPOBKE.

Bunsl noompenuit. Coxpepxanue, NMOPSIOK
MOATOTOBKH u odopmIiIeHUs MIPUKA30B
(pacniopsbkeHHMI) O  TMOOLIPEHMH  pabOTHUKA.

JIOKyMEHTBI-OCHOBaHHUSI K MPUKa3aM O TOOILPEHUH.

Bunpr JTUCIUTITMHAPHBIX B3BLICKAHUM.
Coneprkanue, OPSIOK MOATOTOBKH U O(QopMiIeHUS
MIPUKA30B (pacmiopsixeHuit) 0 B3BICKAHHU.
JIOKyMEHTBI-OCHOBAaHUS K MPHUKa3aM O HAJIOXKEHUHU
JUCIUTIIIMHAPHOTO B3bICKaHUS. AKTBI 00 OTKa3bl

JaBaTb OOBACHEHHS U 3HAKOMUTLCS C IMIPpHUKa30M.

[Topsgok  mpoBencHUs aTTecTalllu
paboTHuKOB B opranuzanuu. CocTaB JOKYMEHTOB,
odopmisiromux npouenaypy. Conepxanue, HopsaoK
[IOATOTOBKHU i ohopMIICHHS MIPUKA30B

(pacmiopsbkeHHit) 00 aTTecTalum.

[MTopsmox YBOJIbHEHUS pabOTHUKOB.
OcHoBaHus  yBOJbHEHHs paboTHHKOB. CocTaB
JOKYMEHTOB, 0(QOPMIITIOIINX poIerypy.
Coneprxanue, MoOpsAJOK MOATOTOBKH M O0(OpMIIEHUS
NOpUKa30B  (pacropsokeHuid) 00  yBOJIBHEHUH.

I[OKYMGHTLI-OCHOBaHI/ISI K IIprUKasamMm 00
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YBOJIbHCHUHU.

Yu4er 1U4YHOro cocrana.

Bunbl  ydetHbIX  JHOKyMeHTOB. JInyHas
kaprouka pabotHuka (popma T-2): cocraB

UH(POpMALNK, TTOPAJOK 3aNOJTHEHUS U BEICHHUS.

HopmaruBHass u npaBoBas peryiaMeHTanus
nopsiaka BeleHus JUYHBIX nen. Odopmienue u
BEJICHWE JHWYHBIX e paboTHHKOB. CocTaB o
IOCJIEZIOBATEIBHOCTD PACIION0KECHHS TOKYMEHTOB B

JIUYHOM J€CJIC.

TpynoBas  kHMXKKa  pabOTHHKA  Kak
OCHOBHOM JOKYMEHT O TPYJIOBOH JAEITEIBHOCTH U
TPyIOBOM cTaxke  paboTHuka. OdopmiieHne wu
BEJICHHE TPYIOBBIX KHIWKEK M BKJIAJbIIMIEH K HHUM.
[Topsimox BblAauu AyONMUKaTa TPYAOBOM KHUKKH.
Yyer U XpaHCHHE TPYAOBBIX KHIJKEK B
opranuzanui. OTBETCTBEHHOCTh paboToiarens 3a

XpaHCHHUE U 3aII0JTHCHHUE TPYJOBBIX KHHUKCK.

Opranu3zanus paboThl C KaIPpOBBIMU

JOKYMCHTAMH

Perucrpamuss ~ IOKyMEHTOB [0 JIMYHOMY
cocraBy. [IpaBuia perucrpauuu U UHIEKCUPOBAHUS
KaJpOBBIX TOKYMEHTOB. Perucrpanuonssie (opmsl
(TpaguuMOHHBIE U aBTOMaTH3upoBaHHbIE). CocTaB
PEKBU3UTOB (IOJIEH) Ui PErucTpaluil PasInyHbIX

BUJ0B JOKYMCHTOB U IIOPAAOK UX 3aIlIOJIHCHH.

CI/ICTCMaTI/BaHI/If{ U OIICPATHBHOC XPAaHCHHUC
AOKYMCHTOB 110 JIMYHOMY COCTaBY. Ocobennoctu
(1)OpMI/IpOBaHI/I${ B JACJla AOKYMCHTOB IIO0 JINYHOMY
COCTaBy. HpaBHna cucreMaTu3saluu
pacnnopAaUTCIbHBIX AJOKYMCHTOB, YYCTHBIX q)OpM,
TPYAOBBIX KHUIKCK. CI/ICTeMaTI/I3aI_[I/IH U XPAaHCHUC

HOKYMCHTOB'OCHOBaHHﬁ K ITpHUKa3aM.

HomenknaTypa Jnen  KaJpoBOH — CITYXOBI.
[TopsinoK MOATrOTOBKM, COCTABICHUS U O(OPMIICHHS.

[IpumepHass HOMEHKIIATypa JeNl KapOBOH CITyKOBI.
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[Iepexopsamue nena.

Cpoku XpaHEHUs KaJpOBBIX JOKYMEHTOB.

HOI[I‘OTOBKa JAOKYMCHTOB K Ca4€ B apXUB.

OkcnepTusa LEHHOCTHU JIOKYMEHTOB
KaJpOBOU CITyKObI, €6 HOPMAaTHBHO-METOANYECKas

OCHOBA, OpraHu3anus v Nopsaa0oK HPOBCIACHUA.

CoctaB JOKYMEHTOB KaJpOBOM CIYXOBlI,

NOJJIeKAIUX Tepefjaue B  apXUB. [IpaBuia
MOJArOTOBKU JIOKYMEHTOB IO JMYHOMY COCTaBy K
nepegadye B apxuB opranHuzanuu. CocraBieHHE U
opopMIIEHHE ONUCH JOKYMEHTOB IO JIMYHOMY
coctaBy.llopsSloK YHHUYTOXXEHHUS JOKYMEHTOB C

HNCTCKIIUMHU CPOKAMH XPaHCHUA.

4. Oo6pa3oBaTe/ibHbI€ TEXHOJOTHH

Ne | Haumenoeanue pazoena |Buowt yueonoit pavoomur| OdpazoeamenpHole mexHonozuu
n/n
1 2 3 5
1 |BBencHue Jlexyus 1. Beoounas nexuus
Camocmosmenvras
Koncynomuposanue
paboma
2 |PermamenTanus Jlexyus 2. Jlexyus ¢ npumeneruem ciatio-

AOKYMCHTHUPOBAHUS KaHPOBOﬁ
ACATCIIBHOCTH 1 pa6OTI>I C
KaJApOBbIMU JOKYMCHTaMU

Ilpakxmuueckoe 3a0anue
Nel

npoexmopa

3ansamue ¢ npumenenuem
paszoamouroz2o mamepuana
(Tpyoosoii kodekc, 8b10epIAHCKU U3
npasosvix aKmos)

Camocmosmenvhas Koncynomuposanue
paboma
3 |Opranuzanus paboTsl Jlexyus 3. Jlexyus ¢ npumeHenuem caaiio-

KaJJpOBOM CITy>KObI

IIpakmuueckoe 3a0anue
No2

npPoeKmopa, OUCKYCCUsL

3ansmue c NpuUMeHeruem
pasdammmozo mamepuaia

(8b10epIHCKU U3 NPABOBLIX AKMOS,
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mMamepuansl 0en1080U uepsl — Kelic-

Mmemoo)
Camocmosmenvras Koncynomuposanue
paboma
4 |CocraB KaapoBOit Jexyus 4. Ilpobnemnas nexyus c
JTOKYMEHTAIIUH. NnpuUMeHrerHuem Cﬂaﬁd-npoeKmopa

JlokxymeHTUpOBaHuE

o Hpaxmuttecxoe 3a0anue |3anamue c NPpUMEHERHUEM
TPYAOBBIX OTHOILICHHWHU.

Ne3-7 pazoamoynoco mamepuana
(8b10€pIHCKU U3 NPABOBBLIX AKMO8,
mMamepuansl 0en080U uepbl — Kelic-

Memoo)
Camocmosimenvras Kouncynomuposanue
paboma
5 |Yuyer nuuyHOTO COCTaBa. Jexyus 5. Jlexyus, ouckyccus

Ipakxmuueckoe 3a0anue |3anamue ¢ npumeHenuem

Ne8 pazoamoynoco mamepuana
(8bL0EPIHCKU U3 NPABOBBIX AKMO8B,
mamepuansl 0en080U uepsbl — Ketic-

Memoo)
Camocmosmenvhas Koncynemuposanue
paboma
6 |Opranuzamus paboTsI ¢ Jexyus 6 Jlexyus ¢ pazdbopom KOHKpemubix
KaJ[pOBBIMU JIOKYMEHTAMHU cumyayui

Ilpakmuueckoe 3a0anue |3anamue c npumeHenuem

Ne 9 pazoamounoco mamepuana
(8b10EPIHCKU U3 NPABOBBIX AKMO8B,
mMamepuansl 0en080U uepsl — Ketic-
Memoo)

Camocmosmenvras Koncynomuposanue
paboma

5. OneHka IaHNpPyeMbIX pe3yJIbTATOB 00y4YeHHA

5.1. CucreMa oleHUBaHUSA

TeKYH_[I/Iﬁ KOHTPOJIb OCYHICCTBJIACTCA B BUAC OLICHOK KOHTPOJBHBIX pa60T Y 3aJaHUM Ha
MPAKTUYCCKUX 3aHATHUAX. KOHTpOJ'ILHaH pa60Ta Nel BwISBISET 3HAHHUE COCTaBa M nopsAaaka
O(bOpMJ'ICHI/I}I JOKYMCHTOB B XOZIC OCHOBHBIX KaJIPpOBLIX MMPOLECAYP, U OLICHUBACTCA 10 10 6aJ'IJ'IOB,
KOHTPOJIbHAaA pa60Ta Ne 2 moka3pIBaeT 3HAHHS CTYACHTOB IO BOIIPOCAaM OpraHu3anuun pa6OTBI C

KaHpOBOﬁ ,[[OKyMCHT&I.IHCfI U BBIABJIICT T'OTOBHOCTH CTYACHTOB K HpaKTI/IquKOﬁ pa60Te,
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oneHuBaerca 10 20 OamioB. MakcuMaibHas OLIEHKA BBIIIOJIHEHUS KaXKJIOrO MPaKTUYECKOTO
3aHATUS — 5 OamnoB. IIpoMEXyTOUHBIM KOHTPOJIb 3HAHUM MPOBOAMTCS B (hopME HTOTOBOU
KOHTPOJILHOH palOoThbl, BKJIIOYAIOMICH TEOPETHYECKHE BOMPOCHI M MPAKTUYECKOE 3a/JaHue, U
oueHuBaercs 10 40 6aios.

B pesynpraTe TeKymero U ImpoMeXYTOUHOTO KOHTPOJS 3HAHMM CTYJEHTHI MOJY4aroT

COOTBCTCTBYIOILIYIO OLICHKY 3a 5K3aMCH.

Dopma Konmpona Makc. konuuecmeo 6an106
3a 0ony pabomy|  Bceeo
Tekylmuii KOHTPOJIb:

- Konrponbsnas pabora Ne 1 (temsr 1- 20 6annos 20 6annos
4)

- Konrponbnas pabora Ne2 (Tembl 5- 10 6annos 10 6annos
6)

- [IpakTuveckue 3amanus (Tembl 2-6) 5 6bannos 30 6annos
[IpomexxyTounas arrecranus 40 6annos
(3a4er c OIeHKoMn)

Hroro 3a ceMecTp (AUCITUTUIHHY) 100 6annos

Or1eHKa «yI0BJIETBOPUTEILHOY BBICTABIISIETCS 00ydaromemycs, Hadpasmiemy ot 50 1o 67
OayIoB OaJIJIOB, OIEHKA «XOPOIIO» BBICTABIIAETCS OOydaromeMycsi, HabpaBmemy ot 68 10 82
0aJIJIOB, OLIEHKA «OTJIMYHOY» BBICTABIIsIeTCA oOydaroniemycs, Hadpasmemy ot 83 g0 100 6amios,
cOpMUPOBAHHBIX B PE3y/IbTaTe CYMMHUPOBAHUS 0AJIOB, MOJYYSHHBIX IIPU TEKYILEM KOHTPOJIE
Y IPOMEKYTOUHOH artectanuu. [lomydeHHbI COBOKYMHBIN pe3ynbTaTr (Makcumym 100 GamioB)
KOHBEPTHPYETCS B TPAJAUIIMOHHYIO IIKaJly OLICHOK M B IIKaJly OlleHOK EBpomeiickoil cuctembl
nepeHoca u HakoruieHus: kpenutoB (European Credit Transfer System; mamee — ECTS) B

COOTBCTCTBHH C Ta6JII/II_ICI>'IZ

100-6annpHas TpazionHas mKaa lkana
1IKayia ECTS
95 - 100 A
8304 OTJINYHO B

68 — 82 XOpOLIO 3a4TEHO C

56 — 67 D

50 55 yIOBJIETBOPUTEILHO E
20-49 FX
0_19 HEYJOBJIETBOPUTETHHO HE 3a4TCHO =

5.2.Kpurtepun BbICTaBJIEHUS] OLIEHKH IO AUCHUILIHHE
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Bananl/

Mlkana
ECTS

OueHka nmo
MUCHUILINHE

Kpurtepuu onenkn pe3yibTaroB 00y4eHHUs 110
AUCUMIIIHHE

100-83/
AB

«OTIIMYHOY/
«3a4TEHO
(oTm4HO)»/
«3a4TEHO»

BricTaBmisieTcst 00yJaromemMycsi, €Clii OH TITyO0KO |
IIPOYHO YCBOMJI TEOPETUYECKUN U MPAKTUYECKUI
MaTepHall, MOKET IPOJIEMOHCTPUPOBATH 3TO HA 3aHATHIX
U B XOJIE POMEKYTOYHOH aTTeCTaIIH.

OO0yuaromuiicsi HICUEPIIBIBAOIIE U JIOTUYECKUA CTPOMHO
u3Jaraet ydeOHbIi MaTepuall, YMEET yBS3BIBATh TEOPHUIO C
NPaKTUKOH, CIIPABIISETCS C pEIICHHEM 3a7a4
npoeCCHOHATBLHON HAIIPABIEHHOCTH BEICOKOTO YPOBHSI
CJI0KHOCTH, TIPAaBUIILHO 00OOCHOBBIBACT IIPHHSTHIC
peteHwus.

CB0OOIHO OpHEHTUpYETCS B y4eOHOM U
npoeCcCHOHATBLHOMN JInTepaType.

OreHKa Mo TUCHHUTUTNHE BBICTABIISIOTCS 00y4JaromeMycs ¢
Y4ETOM PE3YNIBTATOB TEKYLIEH U MMPOMEKYTOUHON
aTTeCTalUU.

Komnereniuu, 3akpeniaéHnpie 3a TUCIUTITAHOM,
chopMUpOBaHBI HA YPOBHE — «BBICOKHII.

82-68/

«XOpOomIoy/
«3a4TEHO
(xoporo)y»/
«3aYTCHOY

BricTaBisiercst 00ydaromemycsi, €Cii OH 3HaeT
TEOPETUYECKUI M IPAKTUYECKUI MaTepHall, FPAMOTHO U 10
CYILECTBY M3JIaraeT €ro Ha 3aHATUAX U B XOJ€
IIPOMEXKYTOUHON aTTECTAllMH, HE JIOITyCKasl CYIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiicst MpaBUIHLHO MPUMEHSET TEOPETHUCCKHE
MOJIOKEHUS MTPU PEIICHUH TPAKTUYECKUX 33]1a4
npodeccuoHanbHOM HalIPaBICHHOCTH Pa3HOTO YPOBHS
CJIOHOCTH, BJIaJIe€T HEOOXOAUMBIMHU JIJIsl 3TOTO HABBIKAMHU
Y IPUEMAaMHU.

JlocTaTouHO XOPOILIO OPHUEHTUPYETCS B y4eOHOM U
npodeccuoHanpHOM TUTEpaType.

Onenka no JUCIUILIMHE BBICTABIISAIOTCSA 00ydaromeMycs ¢
Y4€TOM pE3yJIbTATOB TEKYLIEH U MPOMEXKYTOUHON
aTTeCTalUu.

Komnerennuu, 3akperi€éHnple 3a AUCHUIUIMHOMN,
c(hOpMUPOBAHBI HA YPOBHE — «XOPOIIHII».

67-50/
D,E

«YIIOBJICTBOPH-
TEILHO»/
«3a4TEHO
(ymoBnerBopu-
TEJIBLHO)»/
«3a4TEHO»

BericraBnsercs oOyyaromemMycs, €ciid OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUECKUN U IIPAKTUYECKUI MaTepuall,
JIOITYCKAeT OTAEIbHbIE OIIMOKU IPH €ro U3JI0KEHUU Ha
3aHATUAX U B XOJ€ IIPOMEXKYTOYHOHN aTTECTALIUU.
OOyuaromuiicss UCTIBITHIBACT ONPEACIEHHBIE 3aTPYIHEHHS
B IPUMEHEHUH TEOPETUUECKUX MTOJI0KEHUN IIPU PELICHUU
NPaKTUYECKUX 3a]a4 Mpo(hecCHOHATBbHON HANPaBIEHHOCTH
CTaHIAPTHOT'O YPOBHS CJIIOKHOCTH, BJIAJIEET
HEO0XOIMMBIMU JJIS 3TOT0 0a30BBIMHM HAaBBIKAMU U
IpUEMAMH.

JleMOHCTpHpYET I0CTaTOUYHBIA YPOBEHb 3HAHUS y4eOHOM
JIUTEPATYPBI 110 JUCLUIIIIMHE.

OreHka 1Mo JUCHUITIMHE BBICTABIAIOTCSA 00yJaromeMycs C
Y4€TOM PE3yJIBTATOB TEKYILIEH U MPOMEKYTOUHOU
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Baanbl/ Ouenka no Kpurtepuu onenkn pe3yibTaroB 00y4eHHUs 110
M xama AUCHUILINHE AUCHUILINHE
ECTS

aTTeCTaLlUU.

Komniereniuu, 3akperiéHnpie 3a JUCUUILIAHOM,
c(hOpMHPOBAHBI HA YPOBHE — «IOCTATOYHBIN».

49-0/ «HeynoBueTBopute | BricTaBnsercs o0ydaromemycs, €Ciid OH HE 3HaeT Ha
F.FX JTBHOY/ 0a30BOM ypOBHE TEOPETUUECKUIN U MPAKTUUECKUI
HE 3a4TE€HO MaTepual, I0MycKaeT rpyobie OMMOKH MIPU €ro
M3JI0KCHUHU Ha 3aHATHAX U B X0OJ€ MPOMEKYTOUHON
aTTECTAIlHH.

OOyyaromuiics UCIIBITHIBAET CEPhE3HBIE 3aTPYIHEHNUS B
IPUMEHEHUH TEOPETUUECKUX MOJIOKEHUN NPU pElIeHUH
IPAKTHYECKUX 33/1a4 Ipo(dhecCuOoHaTbHOM HallpaBI€HHOCTH
CTaHJAPTHOIO YPOBHS CJIOKHOCTH, HE BIIAJIEET
HEO0OXOIMMBIMHU ISl 3TOTO HABBIKAMU U MpUEMaMHU.
JlemoHcTpHpyeT (hparMeHTapHble 3HaHUS y4eOHOM
JUTEPaTyphl MO TUCHUIUINHE.

OneHka 1o JUCHUIUIMHE BBICTABJIAIOTCS 00YyJaoLIeMycsl ¢
Y4ETOM PE3YJIBTATOB TEKYIIEH U MPOMEKYTOUHOU
aTTeCTallUu.

KomnereHnyu Ha ypoBHE «J1I0CTaTOUYHBIN», 3aKPENIEHHbIE
3a JUCUUIUIMHOMN, He CPOPMHUPOBAHBIL.

5.3. OneHo4HblIe cpeacTBa (MaTepuaJIbl) I/ TEKYILIEro KOHTPOJIS yCIeBaeMOCTH,
NMPOMEKYTOYHOM aTTeCTAMU 00YYAKIIMXCH 10 TUCHUIINHE (M00YI110)

Bapuanmuvt konmponwvnoit paoomot Ne 1

Bapuant 1

1.B xakux cinydasix KaapoBas ciayx0a HMeeT IMpaBo BbIAATH AyOIUKAT TPYAOBOM KHIKKH? Kak
3TOT JOKYMEHT oopmiisercs?

2.Ilepeuncnute BUIBI TOKYMEHTOB, MPUMEHsAEMble IIPU TepeBoje Ha JApyryro padory. Kak
odopmIIsieTcs KaKIblid U3 HUX?

3. HazoBuTe HOKyMEHTHI, MpefocTaBisieMble pAOOTHUKOM MPH MOCTYIJICHUH Ha paboTy.
4.KakuM JOKaJIbHBIM HOPMaTHUBHBIM aKTOM perjaMeHTHpYyeTcs: paboTa KagpOBbIX CIEIUATNCTOB

C MepCOHAILHBIMU JaHHBIMU? JlaiiTe eMy XapaKTepUCTHKY.

Bapuanr 2
1.XapakTepucTUKa Ha3HA4YE€HUs TPYJOBOW KHIKKH. B Kakoi cpok JOJpKHA OBITH 3aBeieHa

TPyZlOBasi KHIKKA IIPU TOCTYIUIEHUH Ha paboTy BHepBbie?
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2.IlepeunicnuTe BUABI JOKYMEHTOB, NpHUMEHseMble Tpu yBoJbHeHMH. Kak  odopmisercs
Ka)KIbIi U3 HUX?

3.Kakoil 5okanbHBIH HOPMATUBHBIN aKT ONIPENEIsET OPraHU3aLUI0 TpyJda COTPYIHUKOB B
KOMITaHHUH. J[aiiTe eMy XapaKTEpUCTHUKY.

4.HazoBute nndopmaiinio, 00a3aTeabHyI0 Ul BKIIOUYEHUS B TPYAOBOM JOTOBOD.

Bapuanmuvt konmpoavnoit pabomot Ne 2

Bapnanr 1
1. TIlepeuncnute cocTaB JOKYMEHTOB JIMYHOTO Jena paboTHHMKA. KakMMH HOpMaTHBHBIMU
JOKYMEHTaMH 3TO OTpPeAeSIeHO?
2. Ha3oBuTe TOKYMEHTHI KaIpOBOH CITYy>KOBI, TIOJIEKAIIHNE TIepeaade B apXuB.
Bapwnanr 2
1.KakoBbl 0COOEHHOCTH COCTaBJIEHUSI HOMEHKJIATYpPhl Je]1 KaJpOBOM CITy>KObI?

2. HazoBute 00s13aTenbHBIC PETUCTPAIIMOHHBIE ()OPMBI KaIPOBOU CITY>KOBI?

Ilpumepnvie KOHmMpoABLHBIE 60NPOCHL 1A NPOMENHCYMOYUHOU AMMEC AUUU:

1. Tlepeuncnuts 3aKOHOJIaTeIbHbIE aKThlI, KOTOPBIMU periiaMeHTHpYeTCs
JOKYMEHTUPOBAHHUE KaJPOBON JEATEIbHOCTH B HACTOALIEE BpeMsi?

2. Ilepeuncnautsb HOpPMAaTHUBHO-METOJUUECKHE JTOKYMEHTBHI, peryiiaMeHTHpYIoII1e
JOKYMEHTUPOBAHUE KaJIPOBOU IESATEIBHOCTH.

3. Ha3zparb BU/bI TOKYMEHTOB, NIPEeIbIBIIEMblE PAOOTHUKOM IIpU IIpUEMe Ha paboTy.

4, Ha3Barb BUIBI  JOKYMEHTOB, YyCTaHOBJICHHbIe TpymoBeiIM  Koaekcom  Pd,
JOKYMEHTHUPYIOIKE IIpueM paboTHHUKA Ha paboTy.

5. Ilepeuncnuth BHUABI JTOKYMEHTOB, OGOPMIISAIOLUIME HM3MEHEHHE YCIOBHM TPYyIOBOIO
JI0rOBODA.

6. IlepeuncnuTh BUABI JOKYMEHTOB, YCTaHOBJIEHHbIE TpynoBBIM KoJekcoM P® s
PeryaupoBaHus TPYIOBBIX OTHOIIECHUH.

7. CpokM TOJIrOTOBKM, KakMX JIOKYMEHTOB 10 JIOKYMEHTHPOBAHHUIO  KaJIpOBOIi
NeATeIbHOCTH YCTaHOBJICHbBI 3aKOHO1aTENIbHO?

8. Kakue ¢pyHKkuMH KaapoBoil ciykObl CBA3aHBI C YYETOM JINYHOTO cOCTaBa?

9. Kakue  ¢yHKUMH JOJDKHA BBINIOJHATH KaapoBas Ciyx0a npu  opopMIICHUN
YBOJIbHEHHUSI pabOTHHKA ¢ PabOTHI ?

10. Kakumu noxymeHTaMu opopMIIsieTcss YBOJIbHEHHE pabOTHUKA?
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11. HazoBute GyHKIIMH KaJIpOBOH CIyKOBbl CBSI3aHHBIE C TPYIOBBIMU KHMKKaMU ?
12. Kakumu nokymeHTaMu oQopMIIsieTcs aTTecTanus paboTHUKOB?

13. HazoBuTe 0COOCHHOCTH HOMEHKJIATYPHI JIe] KaAPOBOU CITyKOBI.

14. Kakue nena kaapoBOH CIIyObl OTHOCATCS K KATETOPUH NEPEXOASIINX?

15. Tlepeuncnuth ocobeHHOCTH (POPMUPOBAHHSI IMTHOTO Jieia padOTHUKA ?

6. YueOHO-MeTOAMUYECKOE M HH(POPMALIMOHHOE 0O0ecnieYeHUe TUCIIHIIINHBI

6.1. Cnmcoxk MCTOYHUKOB M JIMTEPATYPbI

Hcrounukm (o0s13aTesibHbIE)

Koncrutynus Poccuiickoit @enepanun (¢ uamenenusimu Ha 30 nexadps 2008r.). M. 2004

TpynoBoit komekc Poccuiickoir ®Depeparmun ot 30.12.2001 Ne 197-®3. Ilpunst
lNocynapctBennoit Jlymoit 21 nexabpss 2001r. (B8 pem. ot 29.12.2010) // Cobpanue
3akoHoaarenscTBa PO. 2002. Ne 1. Cr. 3.

3akon Poccuiickoit ®eneparuu oT 25 okTs0ps 1991 r. Ne 1807-1  «O s3pIKkax HaApOJIOB
Poccuiickoit @enepannny // Bemomoctt CHJI P® u BC P®. 1991. Ne 50. Ct. 1740; (¢ u3m. ot
24 uronst 1998 1. Ne 126-®3) // CobOpanue 3akonomarenberBa PO, 1998. Ne 31.Ct.3804.

®enepanbubiii 3aKk0H PO ot 27.07.2004 No 79-®3 «O rocymapCTBEHHOM T'pakIaHCKOU
ciyx0e Poccuiickoit denepanum» (B pen. Penepanpaoro 3akona ot 12.04.2007 Ne 48-D3) //
Co6panue 3akononarenberBa PO. 2004, Ne 31. Cr. 3215.

Oenepanpublii 3akoH  Poccuiickoit  ®@enepaunu ot 01.06.2005 Ne 53 «O
rocyaapcTBeHHOM si3bike P®Dy»// "Cobpanue 3akonomarenscrea PO", 06.06.2005, N 23, cr.
2199.

OenepanbHplii 3akoH Poccuiickoit @eneparuu ot 06.12.2011 Ne 402-d3 «O
OyxranTepckoM yudere»// "Cobpanue 3akoHomarensctea PO", 12.12.2011, N 50, ct. 7344.

Oenepanbuplii 3ak0H Poccuiickoit ®denepammu ot 02.05.2006 Ne 59-03 «O
MOPAJIKE paccMOTpeHust oOpamieHuil Tpaxnan»// "CobOpanue 3akoHOIATEIBCTBA PD",
08.05.2006, N 19, cr. 2060,

@enepanbHblii 3akoH oT 27 wutons 2006 r. N 152-®3 "O nepcoHanbHBIX JaHHBIX'//
"Poccwuiickoii razere" ot 29 urons 2006 . N 165.

®enepanbublif 3akoH oT 01.10.2004 Ne 125-®3 «O06 apxuBHOoM nene B Poccuiickoit
®enepanuny» //Cobpanue 3akoHonatenbetBa PO. 2004. Ne 43.Cr. 4169.
®epnepanpHbiii 3ak0oH oT 29.07.2004. Ne 98-®3 «O xommepueckoit TaiiHey» //

Cobpanue 3akoHOomaTenbeTBa PO, No 32 .CT.3283
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Vxa3 Ilpesunenta Poccuiickoii @enepanuu ot 0.03.1997 Ne 18 «O06 yrBepkaeHUH
NepevHs CBEeJCHUN KOH(pUICHINATBHOTO XapakTepa» // CoOpanue 3akoHoaarensctBa PD. 1997.
Ne 10. c1.1127.

Vka3 Ilpesugenra P® or 01.02.2005. Ne 110 «O mnpoBeaeHuM aTTeCTalUU
TFOCYJApCTBEHHBIX TpaXJaHCKUX ciyxamux Poccuiickon ®Penepauuun». Ilonoxkenune o
MPOBEACHUU aTTECTAllMM TOCYNAPCTBEHHBIX TpakgaHckux ciuyxammx P® // Cobpanue
3akoHonarensctBa PO. 2005. Ne 6. Cr. 437.

Vxa3 Ilpesunenta PO ot 01.02.2005. Ne 111 «O mnopsiake ciraun KBaau(pUKalMOHHOTO
3K3aM€Ha rOCYyAapCTBEHHBIMU TPaXIAaHCKUX ciyxamux Poccuiickoil denepanuy U OLEHKE UX
3HAHWN, HAaBBIKOB U yMeHui». // Cobpanue 3akonoaarensbcrsa PO 2005 Ne 6. Cr. 438.

Vxa3 Ilpesunenta ot 01.02.2005. Ne 112 «O koHKypce Ha 3aMelleHHE BAaKaHTHOU
JIOJDKHOCTH TOCYJApCTBEHHOUW TpakaaHCcKou cimykObl Poccuiickoit ®@enepanmm» // CoOpaHue
3akoHosarenbeTBa Poccniickort @enepannn.2005. Ne 6. Cr. 439.

Vka3 Ilpesupenta PO ot 16.02.2005r. Ne 159 «O npumepnoit dopme cmyxeOHOTO
KOHTPAaKTa O MPOXOKIACHUH TOCYIapCTBEHHON Ipask1aHCKou ciry:k0b1 Poccuiickoit deneparuu u
3aMEeNIeHUH JOJKHOCTH TOCYIapCTBEHHON TpakIaHCKOM cirykOb1 Poccuiickoit deneparuny. //
Co6panne 3akononarenbctBa PD. 2005. Ne 8. Ct. 629

Vka3 [Ipesunenta Poccuiickoit @eneparuu ot 30.05.2005. Ne 609 «O nepcoHanbHBIX
JAHHBIX TOCYAApCTBEHHOTO TPaXKIaHCKOro ciyxkaiiero Poccuiickoin denepanyu U BEACHUU €ro
nuyHoro aenay // Coopanue 3akononarenbctBa PO, 2005. Ne 23 . Cr. 2242.

Vka3 Ilpesunenta Poccuiickoit ®enepannu ot 18.06.2005. Ne 813 «O mopsinke u
YCIOBUAX KOMaHIUPOBaHUs (eAepaabHbIX TOCYIAapPCTBCHHBIX TPAXKAAHCKHX Chyxammx» //
Co6panne 3akononatenbctBa PD. 2005. Ne 30 . Cr.3134.

[TocranoBnenue IlpaButenbctBa Poccuiickoii denepaunu ot 16.04.2003. Ne 225 «O
TPYIOBBIX KHIDKKaX» // Cobpanue 3akoHogatenscTBa PO. 2003. Ne 16. cT1.1589.

Pacniopsokenue IlpaButenbctBa PO ot 21.03.1994. Ne 358-3 «O06 obecriedueHun
COXPaHHOCTH JOKYMEHTOB IO JH4YHOMY cocTaBy» // CobOpanue aktoB IIpesunenra u
[IpaButenbctBa PO. 1994. No 13. Cr. 1048

Pacniopsixenue IlpaButensctBa PO ot 23.04.1992 Ne 781-p «OO6 ymydieHUU
XpaHEHUs W HMCIOJIb30BaHUS JOKYMEHTOB 0 JTUYHOMY cocTaBy»// "Poccuiickue Bectu", N
11, 1992.

[IpaBuna BeneHWss W XpaHEeHUA TpPyHOBbIX KHUXkeK. (yrB. IlocraHoBneHueM
IIpaBurensctBa PO ot 16 anpens 2003 r. Ne 225 // CobOpanue 3akoHogarenbctBa PD. 2003. Ne
16. cT.1589.
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WHcTpykius 1o 3aroJIHEHUIO TPYIOBBIX KHMKEK (yTB. IlocTaHOBIIeHMEM MuHucTepcTBa
Tpyaa u couuanpHoro pasutus Poccuiickoii ®enepaunn ot 10 oxTa6ps  2003r.).
3apeructpupoBana MuHuctepcTBoM toctuiun Poccuiickoii @enepamuu 11 nHosiOpst 2003 T.
perucTpanoHHblii HoMep 5219. BromneTeHb HOPMATHBHBIX akKTOB (helIepajbHBIX OpPraHoOB

ucrnoauresHor Biaactu. 2003. Ne 49,

HcTouHuKkM (IONOJHHUTEIBHbBIE)

@enepanbhblii  3akoH PO ot  27.07.2006 Ne 149-®3 «OO6 wuHpopmanmu,
MH(OPMAaLMOHHBIX TEXHOJOTUAX M 3amure nHdopmauuny» // Codbpanue 3akoHoaTenbctBa PO.
2006. Ne 31 (1 u.). Cr. 3448.

®enepanpHblii 3ak0H OT 26.12.1995. Ne 208-03 «OO6 akuuoHEpHBIX OOIIEecTBax» //
CoOpanue 3akononarenberBa PO, 1996. Ne 1. cr.1. (ot 18.07.2009 N 181-D3).

O6mepoccuiickuii  kinaccudukarop mpodeccuit pabodnx, MODKHOCTEH CIyKaluX |
tapudHbIx pazpsagos OK 016-94. M.: Muntpya Poccun, 1995.

O6mepoccutickuii knaccudukatop napopmanuu o HacerneHuun OK 018-95. M.: MunTtpyn
Poccun, 1996

O6mepoccuiickuii kiaccudukarop ymnpabieHdeckor aokymentanmu OK 011-93. M.:
l'occranmapt Poccun, 1994.

Ob6mepoccuiickuii kinaccupukarop cnenuaibHocTeld mo oopazoBanuto OK 009-93. M.:
I'occranmapt Poccun, 1995.

[Ipuka3z PocapxuBa ot 23.12.2009 N 76 "OO yrBepkaeHUH MeTOIUYECKUX
peKoMeHAalui Mo pa3paboTke MHCTPYKLMM MO JAEIONpPOU3BOACTBY B (helnepaibHBIX OpraHax
WCIIOJHUTENBHON BiIacTu".

Yuubunuposanusie GOpPMbI IEPBUUHON YUETHON JOKYMEHTALMU IO yYETYy TPyAa U €ro
omuarel, yrBepxkAeHHble IlocranoBnenuem I'ockomcrata P® ot 05.01.2004 Ne 1. M.:
HUIIMcratuadopm 'ockomcrara Poccu, 2004.

Tapuduo-kBanudukanmonnsiit cnpasounuk. M.: "Uznarensctso [IPUOP". 2001.

KBanudukanoHHbI  CIIPaBOYHUK JOJDKHOCTEH pPYKOBOJIUTENEH, CHEIHATUCTOB U
apyrux ciayxamux. M.: Muntpyza Poceun, 2000.

MesxoTpacneBble YKPYITHEHHbIE HOPMAaTUBbI BPEMEHU Ha paOOThI IO KOMILIEKTOBAHUIO U
yuety kaapos. M.: IBHT Muntpyna CCCP, 1991.

[lepeueHr THUMOBBIX YIPABICHUYECKUX AapPXUBHBIX JOKYMEHTOB, OOpa3yloIIUXCS B
IIPOLIECCE AEATENBHOCTH TOCYNAapPCTBEHHBIX OPraHoB, OPraHOB MECTHOTO CaMOYNPABICHUS U

OpraHM3aluii, ¢ yKkazaHuEM CpOKOB XpaHeHus. M., 2011.
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IIpaBuima opraHusanuu XpaHEHWs, KOMILUIEKTOBAHMs, Y4€Ta M  HCIOJIb30BAHUS
nokyMeHTOB ApxuBHoro (onna Poccuiickoii @enepanun U APYruxX apXMBHBIX TOKYMEHTOB B
opraHax TIOCYAApCTBEHHOM BJIACTH, OPraHax MECTHOIO CaMOYIPAaBJICHUS W OPraHU3alusX,

YTBEP)KJICHHBIX IPHUKa30M MuHKYIbTYpsl PO oT 31.03.2015 Ne 526.

JlutepaTtypa (o0si3aTe/ibHasN)

I'morora C.A., A.1O. Konbkona, FO.M. Kykapuna, E.A. Cxpunko [JoxymeHTaIimoHHOE
obecnieuenue ynpasienus. M.: «1C-ITa0aummnary, 2016. — 350 c.

Kysnemnosa T.B., Ky3uenos C.JI. KagpoBoe nenompousBoactBo. M: « TEPMUKA»,
2015. -432 c.

Cankuna JI.B. CrpaBouHUK IO KaJpoBOMY JAen0mpou3BoAcTBY. C ydyeToM HOBOTO

TpynoBoro koaekca P®. Uzn-e 4 nepepad u gon. M.: MLIOP, 2006. 432 c.

Jluteparypa (10MOJHUTEIbHASN)
brikoBa T.A., Ky3nemoma T.B., Cankumna JI.B. JlokyMeHTanmnoHHOE oOecredeHne
ynpasieHus (aenonpon3BoAcTBo): Yueb. [Tocobue. — 2-¢ m3a. — M.: UHOPA-M, 2012, 304 c.

https://new.znanium.com/catalog/document?id=113941

brixoBa T.A., Bsnora JI.M., Cankuna JI.B. [denonpousBoactBo: YueOHuk. — 3-¢ uzi.,./
[Tox o6m. pen. IIpod. T.B. Ky3zuenosoii. — M.: UTHOPA-M, 2012, 364 c.

https://new.znanium.com/catalog/document?id=4810

Ilepuoanyeckne M3IaHNA

CnpaBounuk kaapoBuka 1999-2018. MIIDP.
Tpynosoe npaso. 1997-2018. Top Personal.

VYupasnenue nepcoraiom 1997-2018. Top Personal.

6.2. IlepeyeHb pecypcoB HHGOPMAIMOHHO-TEJEKOMMYHHUKAIMOHHOW ceTH «MHTepHeT»,
HEe00XOAMMBIi ISl 0CBOCHHS M CHMIIJIMHBI
- I'apant [OnexTpoHHbINl pecypc]. — OnekTpoH. maH. — M., cop. 2013. — Pexum poctyna:

http://www.garant.ru.


https://new.znanium.com/catalog/document?id=113941
https://new.znanium.com/catalog/document?id=4810
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- Koncynprant Ilmoc [DnekTpoHHbIil pecypc]. — DnekTpoH. gaH. — M., cop. 2013. — Pexxum

nocryma: http://www.consultant.ru.

7. MarepuajibHO-TeXHHYECKOe o0ecneyeHne JTUCIMILINHBI (MO1YJIs1)

B xadectBe MaTCpHUaJIbHO-TCXHUYCCKOTI'O obecrieueHust AVUCHUIUIMHBI  YKa3bIBACTCA

HeoOxomuMoe i OOYYeHHs JIMIICH3MOHHOE NPOrpaMMHOE oOecredeHrne, 0o00pyaoBaHUE,

JIE€MOHCTPAIIMOHHBIE TPUOOPHI, MYIbTUMEAUWHBIE CPEACTBA, ydeOHBbIe (DUIBMBI, TPEHAXEPHI,

KapThbl, IJIAKATBI, HArJIAOAHBIC HOC06I/I$I; Tpe6OBaHI/I$I K ayIuTOpUSAM — KOMIIBIOTCPHBLIC KJIACCHI,

aKaJeMHUYECKHEe WIH CIIeHUalbHO 000PYA0BAHHbIE ayAUTOPUH U 1a00paTOPUH, HATMYUE JOCKU U

T.1.

Cocras nporpammHoro odecneuenus (I10), coBpemMeHHBIX Ipo(eccHoOHAIBHBIX 0a3
nanubix (bJ1) u nndopmanuonno-cnpasounbie cucrem (MCC) (2016 r.)

1. Mlepeuens 1O

Tabnuya 1
Nenn Haumenosanune 110 [TpownsBoauTenH Croco6
/n pacpocTpaHeHUs
(ﬂuL;eHSuOHHoe unu
c80000HO
pacnpocmpamnsiemoe)
1 Adobe Master Collection CS4 Adobe JIMIIEH3HOHHOE
2 Microsoft Office 2010 Microsoft JIMIIEH3HOHHOE
3 Windows 7 Pro Microsoft JIMIIEH3HOHHOE
4 AutoCAD 2010 Student Autodesk cBO0OIHO
pacrpoCTpaHsIeMOe
5 Archicad 18 Rus Student Graphisoft cB00OIHO
pacrpoCTpaHsIeMoe
6 SPSS Statisctics 22 IBM JINIIEH3UOHHOE
7 Kaspersky Endpoint Security Kaspersky JIMIIEH3HOHHOE
2. Ilepeuenb Bl u UCC
Tabnuya 2
NQH/H HanmenoBanue
1 Mexnynapoansie pedeparuBHbie HaykomeTpuueckue bJl, noctymHbie B paMkax
HaIlMOHAJILHOU rmoanucku B 2016 T.
Scopus
2 IIpodeccuonansHbie monHOTEKCTOBBIE b/, JOCTYNHbBIE B paMKaX HaLlMOHAJIBHOMN
noanucku B 2016 1.
Kypuansr Oxford University Press
SAGE Journals
Kypuansr Taylor and Francis
3 [IpodeccuonansHble MONMHOTEKCTOBBIE B[
JSTOR
I/I3,I[aHI/I$I 110 O6H_ICCTBCHHBIM U T'YMAaHUTApPHBIM HayKaM
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4 KomnprorepHble CripaBOYHBIE IPABOBBIE CUCTEMBI
Kouncynsrant Ilntoc,
I'apant
8. Olecnieuenue 00pa3oBaTeJbLHOIO Mpouecca ISl JHUI € OrPAaHUYEHHBIMU

BO3MOKHOCTAIMHU 3/10POBbS U UHBAJIU/I0B

[Tpu HeoOxoauMocTH paboyast mporpamMMa JTUCIMIUTHHBI MOXET OBITh aJanTHpOBaHA IS
obecrieueHust 00pa3oBaTENBHOTO TIpoIlecca JUIAM C OrPAaHHMYCHHBIMA BO3MOXHOCTSIMU
3I0pOBbs, B TOM 4YHCJE Il TUCTAaHIIMOHHOTO o0y4yeHus. J{js 3TOro oT cTyaeHTa Tpedyercs
MIPEJICTaBUTh 3aKIIOYEHHE ICUX0s0ro-Meauko-nenarornueckoi komuccuu (IIMIIK) u nuuynoe
3asiBJIEHUE (3asBJICHUE 3aKOHHOTO IIPEJICTABUTEIS).

B 3akmouennn [IMIIK no/mKHO OBITE TPOTIHCAHO:

- pekoMmeHayemasi yueOHass Harpyska Ha oOydaromierocs (KOJIMYeCTBO THEH B HEAECIIO,
4acoB B JICHbB);

- 000pyI0BaHNe TEXHUUECKUX YCIOBHM (ITpU HEOOXOAUMOCTH);

- COMPOBOXJICHHE W (WJIM) TPHUCYTCTBUE pOAMTENEH (3aKOHHBIX MPEACTABUTENCH) BO
BpeMsi yaeOHOTo mpoiriecca (TIpu HeOOXOIMMOCTH);

- OpraHu3alus ICHUXOJOI0-TIearoTHYecKoro COMPOBOXKICHHE O0Oydarolerocs ¢
yKa3aHHUEM CIHEIHAIMCTOB U TOMMYCTUMOM Harpy3Kku (KOJIMYECTBa YaCOB B HEJIEIIO).

Jlyis ocylecTBICHHS MPOLEAYP TEKYIIEro KOHTPOJISI YCIEBAEMOCTH U MPOMEKYTOUHOMN
aTTecTallui OOYYaloIIMXCs MPH HEOOXOJUMOCTH MOTYT OBITh CO3/1aHbl ()OHIIBI OIIEHOYHBIX
CPEICTB, aJanTUPOBAHHbIE JUIsI JIMI C OrPAaHMYEHHBIMA BO3MOXXHOCTSIMU 3[I0POBBSL U
MO3BOJISIFOIIME OICHUTh JOCTHKEHHE MMM 3alJTAHUPOBAHHBIX B OCHOBHOM 00pa3zoBaTelbHOMN
porpaMMe pe3yiabTaToB OOyUeHUS U YPOBEHb C(HOPMHPOBAHHOCTH BCEX KOMIIETECHIIUH,
3asIBJICHHBIX B 00pa30BaTelIbHOM MporpaMmme.

dopma mpoBeneHUsT TEKYIIeM W HTOTOBOM aTTecTallud AJis JIUMI C OrPaHUYCHHBIMU
BO3MOHOCTSIMU 3/IOPOBBSl YCTAHABJIMBACTCS C YYETOM HWHIAMBUAYAJIbHBIX MCUXO(U3NUECKUX
0coOeHHOCTE (YCTHO, MUCBbMEHHO (Ha Oymare, Ha KOMIbIOTEpeE), B JopMe TEeCTUPOBAHUS U T.I1.).
[Ipn HEOOXOOUMOCTH CTYAEHTY NPEIOCTABISETCA JOMOJHUTENBHOE BpEMS [UIsl MOATOTOBKU
OTBETa Ha 3a4eTe WJIH SK3aMEHE.

9. MeToauveckne MaTepuaJibl

9.1. IInaHbl NPAKTHYECKUX 3aAHATHIA.
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TEMAL. (4 u4.) 3AKOHOJIATEJIbHAS PETJIAMEHTALIAST IOKYMEHTUPOBAHM S
KAJIPOBOI IESTEJILHOCTH B PO

3AIAHUSL

[Ipoananuzupyiite Tpynosoit kogekc Poccuiickoit @enepanuu u onpeneaute TpeOOBaHUS K
cocTaBy u 0(hOPMIICHUIO JOKYMEHTOB, PETJIAMEHTUPYIONIUX TPYJAOBBIC OTHOIICHHUS.
[Ipoananuzupyiite TpymoBoit kogexc Poccuiickoit @enepaiiuu u onpenenute TpeOOBaHUS K

(GYHKIMSAM KapOBOH CITyKOBbI.

YKA3AHWS 10 BBITTOJIHEHUIO 3AJTAHUIA

N3yunte  TpynoBoll KOIEKC W BBIICHATE, KAKUMHA JOKYMEHTaMH MPEAYCMOTPEHO
obopMmIIeHHE TIpHEMa, T[EePeBOJa, YBOJBHEHHUS, KOMAHIUPOBAHUS, IUCIHUILTHHAPHOTO
B3bICKaHUSI W MPEAOCTABICHUs OTIycKa paboTHUKaM. CoCcTaB JOKYMEHTOB (PUKCHUPYETCs 110
KaXJI0M oTAenbHOM mporeaype. OOpatuTe BHUMaHHWE HAa CPOKH TIOJTOTOBKH JOKYMEHTOB,
YCTaHOBJIEHHBIE 3aKOHOIaTEIbHO.

Pe3ynbrathl 3aanus MOTYT OBITH NPEACTABICHBI B BUJIC TAOJIHIIBI:

IIpouenypa

Bunnl
JOKYMEHTOB

Homep
CTATBbH

Cpoxu,
CBSI3aHHbIE C
JAOKYMEHTOM

Conep:xanue,
opopmiieHue

[Ipuem Ha paboTy

ITepeBon

[IpenocraBnenue
OTIyCKa

[Toompenue

Z[I/ICL[I/IHJII/IHapHOG
B3BICKAHHUC

KOMaHI[I/IpOBaHI/Ie

YBoJbHEHHNE

2. Wzyuute TpynoBoil KoJeKC U ompeaenuTe 00A3aHHOCTH paboToAaTeNs MO OTHOLICHUIO K

pa6OTHI/IKy, KOTOPBIC YCTAHOBJICHBI B KOZ[CKCG IIpyU BO3HUKHOBCHUH TPYIOBBIX OTHOIIICHUI.

Ha 3T0i1 0OcHOBE cocTaBbTe MepeueHb (PYHKIIHIA, BBIMOIHAEMBIX KaJPOBOH CITy>KOOH.

KOHTPOJIBHBIE BOITPOCHBI.

1. HCpC‘-II/ICJ'II/ITL OCHOBHBIC BHUJbI HOOKYMCHTOB, HCIIOJIB3YEMbIC [UIA HOOKYMCHTUPOBAHUA

TPYAOBBIX OTHOHJCHHﬁ, YCTAHOBJICHHBIX B TPYAOBOM 3aKOHOJATCIILCTBEC.

2. Hazosure THNoBble GYHKIUHU KaJAPOBOH CITYKOBI.
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NCTOUYHUKHU

TpynoBoii konekc Poccuiickoit ®epepanuu ot 30.12.2001 Ne 197-@3. Ilpunsar
Tocynapcrennoii J{ymoii 21 nexadpst 2001r. (B pen. ot 29.12.2010) // [DnekTpoHHBIN pecypc].
— M., 2019. — Pexxum poctyma:http://www.consultant.ru.

JIMTEPATYPA

Abynanze, /1. I'. JlokymMeHTallMOHHOE 00€cIieYeHHe YIpaBIEHUSI IEPCOHAIIOM :
y4eOHUK M MpakTUKyM s akajgemuueckoro OakamaBpuara / JI. I'. AOymamze, U. b.
Bempsokkuna, B. M. MacnoBa. — Mocksa : U3zgarensctBo HOpaiit, 2019. — 299 c. —
(PakamaBp. Axamemuueckuii kypc). — ISBN 978-5-534-00875-3. — Tekct : 31eKTpOHHBIH //
OBC Opaiir [caiit]. — URL: https://urait.ru/bcode/433411 (mara obpamenus: 30.11.2019).

KanpoBoe nemompousBojactBo: Haumnaem ¢ wyna. Aymautr cBoumu cuiamu / W.B.
XKypasnesa, M.B. XKypasnea. - 2-e¢ u3a. - Mocksa : HUL] MTH®PA-M, 2014. - 184 c.: 60x88
1/16 + ( Jom. mar. znanium.com). - (ITpocto, kparko, OsicTpo). (0) ISBN 978-5-16-008986-7 -
Texcr : onextponnsiid. - URL: https://new.znanium.com/catalog/product/417566 (mata
obpamenus: 30.11.2019)

[TaBnoBckas, O. 1O. IIpaBoBoe obecnieyeHre KaapoBOro ACIONPOU3BOACTBA : yueOHOE
nocobue s By30B / O. 1O. [TaBnoBckas. — Mocksa : M3narensctBo FOpaiit, 2019. — 213 ¢. —
(Bricmee oopazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anexrponnsiii // DbC KOpaiit
[caiit]. — URL.: https://urait.ru/bcode/445662 (nara obpamienus: 30.11.2019).

MaTepl/IaJILHO-TeXHI/I'—IeCKOG oOecneyeHne 3aHITHS:

1.TpynoBoii koaekc P®.

TEMA 2. (4 4.) PASPABOTKA OPTAHU3AILIMOHHbBIX JIOKYMEHTOB B KAJIPOBOI
CJIVKBE

3AZIAHUA

1. TIpoananusupyiite opranuzamnuio padboTs! ¢ kagpamu B 3A0 “Beimnen”.

2. Pazpabotaiite [lonoxxenue 06 oraene kaapos 3A0 “Beimmen”


http://www.consultant.ru/
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3. PaspaboTaiite 10JKHOCTHYIO HHCTPYKIHIO JUIS OJHOTO U3 COTPYIHUKOB KaJPOBOH CITYKOBI

YKA3AHUMA 110 BBITIOJIHEHUIO 3ATAHUA

1. Ilpoananusupyiite KomIiuiekc a0KyMeHTOB 3AO “BpiMmmen”, BBISBIAS €ro CTPYKTYpY,
YHCJICHHOCTh, HampaBlieHusl JesrenpHocTH OOmectBa W OCOOCHHOCTH OpTraHHM3alUuU
KaJIpoBOM pabOTEHI.

2. Ha ocHoBe KBamM(UKAIIMOHHONH XapakTEPUCTUKH PYKOBOJMUTENS KaJPOBOH  CITyXKOBbI,
YCOP/Jl, TpynoBoro koaekca W TpeOOBaHMM HWHBIX HOPMATHUBHBIX U METOJAWYECKUX
JOKYMEHTOB pa3pabotaiite u odopmure npoekt llonoxkenus o0 otnmene kaapos 3A0
“Bpimmen”.

3. Ha ocHoBe kBaMM(pUKAIMOHHBIX XapaKTEPUCTUK pabOTHHUKOB KaapoBoi ciyxObi, YCOP/]
pazpaboTaiiTe mpoeKT JOJKHOCTHON HMHCTPYKIMHU OJHOTO U3 COTPYAHHUKOB OTHENa KaJpoOB

3A0 “BoiMnien” u 0opMHUTE €70 B COOTBETCTBUU C YCTAHOBJIEHHBIMU TPEOOBaHUSIMHU.

KOHTPOJIBHBIE BOITPOCHI

1. Tlepeuncnute 3amaun ¥ GYHKITUU KaIPOBOU CITY>KOBI.

2. Kakue OKyMEHTBI perjIaMeHTHPYIOT padoTy ¢ TIEPCOHATIOM OpraHH3aIHn?

3. Ha ocHoBe, Kakux JOKYMEHTOB pa3palaThIBAIOTCA TIOJIOKECHHE O KaJApOBOW CIyxOe u
JOJDKHOCTHBIC MHCTPYKIIUH €€ COTPYIHUKOB?

4. KakoBa CTpyKTypa TEKCTOB MOJIOKEHHUS O KaJPOBOU CIIY)KO€ W JIOJHKHOCTHOUW MHCTPYKIIUH ?

5. Korpa monoxeHue o KaapoBoil ciuyxOe mpuoOperaer ropuandeckyro cuiy? Korma oHo
TpedyeT nepepadboTku?

6. Ilepeuncnute oOmme TpeOoBaHUS K O(POPMIICHUIO OPraHU3AUOHHBIX JOKYMEHTOB.

NCTOUYHUKHU

TpynoBoit koaekc Poccuiickoit ®enepanmu ot 30.12.2001 Ne 197-®3. IIpunst

I'ocynapcrBennoit lymoit 21 nexabps 2001r. (B pea. ot 29.12.2010) // [DnexkTpoHHBIH pecypc].

— M., 2019. — Pexxum nocryna:http://www.consultant.ru.

yHI/I(l)I/H_[I/IpOBaHHaH CUCTCMa OprT aHI/I3aI_II/IOHHO'paCHOpHHHTeHBHOﬁ JAOKYMCHTAIIUH.
YHI/I(bI/IHI/IPOBaHHBIC (I)OpMBI, HHCTPYKOHUU U MCTOAUYCCKHUEC MATCPUAJIBI MO UX MPHUMCHCHUIO.

M.1982 // I [Dnexrponnsiii pecypc]. — M., 2019. — Pesxxum pocryma:http://www.consultant.ru.
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KBanudukannoHHBI CIPABOYHUK JOJDKHOCTEH PYKOBOJIUTENCH, CHEIHAIUCTOB U
ciykamux. M., 2002/ /I [Dnektponnsiii pecypc]. — M., 2019. — Pexum

noctyna:http://www.consultant.ru.

JIMTEPATYPA

I'moroBa C.A. IlpodeccHoHaNbHBIA CTaHAAPT CHEIHATNCTa 10  YIPABJICHUIO
MEPCOHAJIOM B JIEATEILHOCTH KaJIpOBOM CIY:KObI [DnexkTpoHHBIM pecypc] / ['moroBa Cernana
AnexkcannpoBHa; C. A.I'motoBa // VYmpaBieHue IOKyMEHTAIlMEH: TMPOIIJIOE, HACTOSIIEE,
oynymee : marepuansl [II-eit Mexaynap. Hayd.-mpakt. KoH}., mocsml. naMsaTa npod. T. B.
Ky3nenoroii, MockBa, PITY, 23-24 mapra 2017 r. / M-Bo o0Opa3oBanus u Hayku Poc.
Oenepanun, Denep. roc. OIOMKET. YUIpPEXI. BBICII. 00pa3oBanus "Poc. roc. ryMaHUTapHBIN yH-
1", UcT.-apx. un-1, @ak. 10KyMEHTOBEIEHHS U TEXHOTPOHHBIX apx., Kad. nokymeHToBeneHuUS. -
MockBa :  Tepmuka.py, 2017. - C. 451-457. - Pexum  jgocTyna
http://elib.lib.rsuh.ru/elib/000013004.

Kykapuna IO.M. CoBpeMeHHBbIE OpraHUW3allMOHHBIE W PETrJIAMEHTHBIE JOKYMEHTHI:
¢byakuuu u pazHoBugHocTH // BectHuk PITY. 2016. Ne2. [DnexkTponnsiit pecype]. — M., 2019. —
Pexum JOCTyIa: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik_daizi%202(4)-16.pdf.

[TaBnoBckas, O. 1O. IlpaBoBoe oOecnieueHre KaapoBOro ACIONPOU3BOACTBA : yUeOHOE

nocobue s By30B / O. 1O. [TaBnoBckas. — Mocksa : M3narensctBo FOpaiit, 2019. — 213 ¢. —
(Bricmiee oopazoBanue). — ISBN 978-5-534-11565-9. — Texkcr : anekrponnsiii // DbC KOpaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara o6pamenus: 30.11.2019).

MaTepI/IaJIbHO-TeXHI/I'—IeCKOG obecrneyeHue 3aHATHSI:

Tpynosoii konexkc PO
YCOP/

KBanudukannoHHbIe XapaKTEPUCTUKH paOOTHUKOB KaJPOBOM CITyKOBbI

M w0 D P

Kommnekr nokymenros 3A0 “Beimnen”

TEMBI 3-7 (10 u.). IOKYMEHTHUPOBAHUE KAJIPOBOM JEATEJbHOCTH

3AJIAHUS:


http://www.consultant.ru/
http://elib.lib.rsuh.ru/elib/000013004
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
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1. W3yunre 3aKoHOJATEIbHBIE TPEOOBAaHUS K  COACPKAHUIO M O(OPMIICHHUIO  TPYAOBOTO
noroBopa. [1oAroToBbTe MPOEKTHI JOKYMEHTOB 110 IPUEMY Ha PaboTy.

2. [ToAroToBHTE MPOEKTHI JOKYMEHTOB 10 TIEPEBOAY Ha JAPYTYIO padoTy.

3.IloAroToBBETE MPOEKTHI JOKYMEHTOB O MPEJOCTABICHUH OTIYCKA, MPOEKTHI JOKYMEHTOB O
KOMaHJIMpPOBaHUU pabOTHUKA

4.1ToAroToBBTE MPOEKTHI AOKYMEHTOB O IMOOMIPEHWH PA0OTHHKA W MPOEKTHl TOKYMEHTOB O
BBIHECEHUH JUCLUIIMHAPHOTO B3bICKAHUS.

5.IloaroroBbTe NPOEKTHI JOKYMEHTOB 00 uU3MeHEHUM GaMuwind pabOTHUKA M IMPOEKTHI

AOKYMCHTOB O pPaCTOPKCHHUU TPYAOBOT'O JOTOBOPA.

YKA3AHWS 10 BBITTOJIHEHUIO 3AJTAHUIA

1. Ha ocHoBe MarepHnasioB A€JIOBON UTPHI (CIIpaBOYHbIE JaHHbIE O PaOOTHHKE) M TpeOOBaHUM
TpynoBoro kojekca MOArOTOBUTH TPYJAOBOM JOTOBOP ¢ pabOTHUKOM, OQoOpMHUTE MPUKA3 O
npueMe pabOTHUKA Ha paboTy (CTYACHTBHI MOTYT COCTaBHUTh MPHKa3 MO OOIIHMM IpaBUiIaM
oopMIICHHS TPUKA30B MM BOCIIOIB30BATHCSA YHHPHIIMPOBaHHOMH popmoii T-1). 3amoaHuTh
Jlmuayro kaptouky pabotHuka (dopmy T-2.) Omnpegenutrb cocTaB JOKYMEHTOB,
HCIOJIb3YeMbIX M CO3JIaHHBIX MpPU MpHEMe Ha PadoTy, KOTOpble (POPMUPYIOTCS B JINYHOE
JIeJI0 paOOTHHKA.

2. Hcnonw3ys maTepuanbl J1€JI0BOM UIphl (CIIPaBOYHBIE JaHHbIE O PAaOOTHUKE) W YUUTHIBas
TpeboBanusi TpynoBoro kojekca opopMHUTH MepeBo]i paboTHUKA (M0 €ro MHUIIMATHBE U 110
WHUILMATUBE PYKOBOJUTENSI CTPYKTYPHOTO TOJpa3AeieHus) Ha JPYrylo paboTy B TOU ke
opranu3zanuu. CocTaBUTh 3asBJICHUE, MPECTABICHUE, YBEAOMIICHHE U OPOPMUTH MPHKA3 O
nepeBojie paboTHUKA Ha APYryro paboTy (Mo oOmuM npaBuiaM oGopMICHUS TPUKA30B UITU
BOCIIONIb30BaThCsl YHUUIIMPOBaHHOH Gopmoii T-5). Buectu nanusie B JInuHyro KapToUKy
paboruuka (dbopmy T-2.) OnpenenuTs coCcTaB JOKYMEHTOB, HCIOJB3YEMBIX M CO3JaHHBIX
IIpH MEPEBOJIe HA JIPYTYIO paboTy, KOTOpbie (POPMUPYIOTCS B JIMYHOE JIEJI0 paOOTHHUKA.

3. Hcxons m3 marepuanoB AeI0BOI MIpbl (CHpaBOYHBbIE JaHHBIE O pabOTHHKE) , OQOPMUTH
©XKEroJIHbII OuYepesHOM OIuIauMBaeMbli OTIYCK M OTIYCK 0e3 COXpaHeHMs 3apaboTHOM
miatel. CocTaBuTh rpaduK OTIYCKOB, O(OPMUTH MPHUKA3 O MPEAOCTABICHUH OTIycKa (IO
obuuM mpaBuwiaM OGOpPMIICHHS] TPHKA30B MM BOCIOIB30BATHCA YHUDHUIIUPOBAHHOMN

¢dopmoii T-6) . Buectn nannbie B JlmuHyro kaprouky padotHuka (popmy T-2.).
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Hcnonw3ys maTepuaibl JeI0BOM Hrpbl (CIPaBOYHBIC JAaHHBIE O PaOOTHUKE) MOATOTOBHUTH
NpUKa3 O HalpaBJIeHHMH paOOTHUKA B KOMAHIMPOBKY (IO OOMM mpaBuiaM O(OpPMIICHHUS

MPUKA30B WM BOCHOJIB30BaThCsl yHUUIIMPOBaHHOH hopmoit T-9).

4. Hcnonp3ys Marepuaibl AEIOBOW Urpbl (CIPABOYHBIE JAaHHBIE O paOOTHUKE), O(OPMUTH
MpHUKa3 O TOoUIpeHUH paboTHMKA (MO OOmMM mpaBmwiaM OQGOPMIICHHS MPHUKA30B WIH
BOCIIOJIb30BaThCs  yHH(pUIIMpoBaHHOH ¢opmoii T-9). Buectn naHHBIE O MOOIIPEHHH B
Jlmunyro kaprouky pabotHuka (dopmy T-2.). Ompeaenutb cocTaB JOKYMEHTOB,
HCIOJIb3YeMBIX HpU O(OPMIIEHUH MOOLIPEHMSI, KOTOpPble (OPMHUPYIOTCS B JIMYHOE €TI0

paboTHHKA.

Ha ocHoBanmmu MaTcpurajioB }ICHOBOﬁ HUI'pbl COCTAaBUTH O6L${CHI/ITG.]'H)HYIO 3a1ucCKy O
JAUCHUILUIMHAPHOM MPOCTYINKE, NOKIAAHYIO 3aIlIMCKY O HApYIICHHUUN pr,)lOBOﬁ JAUCIHUIIIINHBI,

IMpHUKa3 O HAJIOXCHUH JUCHHUIIJIMHAPHOI'O B3bICKAHUA.

5. Hcrmonw3yst marepuainbl JEIOBOW WIPhl (CIIpaBOYHBIE N@aHHBIE O pabOTHHKE) OQPOPMHUTH
MpeKpalleHue TPYIOBOTO JOTOBOpa MO HMHHIMATHBE pPa0OTHHWKA, 10 WHHUIMATHBE
paboToaaresns, Mo 0OCTOSATENbCTBAM, HE 3aBHCSAILIMM OT BOJH CTOPOH. ONpeaennTh COCTaB
JOKYMEHTOB, KOTOpPBIMH odopmirsieTcss Kaxnas cutyanmus. OdQopMmuTeh mnpukas o
MpeKpaIleHud JCHCTBUS TPYJOBOrO JOoroeopa (1o oOmmMm mpaBwiaM oOQOpMIICHHS
MPUKA30B WJIM BOCIIOJIB30BaThCs yHUUIMpoBaHHOW ¢dopmoii T-8). BHectn nanHpie 00
yBOJIbHEHUHW B JInuHyro KapTtouky paboTHuka (dopmy T-2.). OnpemenuTs cocraB
JOKYMEHTOB, HCIIOJIb3YEMbIX TpU O(GOPMIICHHH YBOJBHEHHUS, KOTOPbIE (OPMUPYIOTCS B
JMYHOE JIeTI0 PaOOTHUKA.

CocraBbTe MPOCKT MpHUKa3a 00 U3MEHCHUU (aMUIMH, MPUBEIUTE BO3MOXKHBIC OCHOBAHUS

IJI1 U3AaHUA TAKOT'O IIpUKasa.

KOHTPOJIbHBIE BOITPOCHI:

1. Belnenurte 0OCHOBHBIE JOKYMEHTUPYEMBIE 3a/1a4l KaJpOBOM JAEATEIbHOCTH.

2. OxapakTepu3yiTe CTPYKTYpY TEKCTa TPYAOBOIO JIOTOBOPA, MEPEUUCIUTE CYIIECTBEHHbIE
MIOJIOKEHHSI TPYIOBOTO JOTOBOPA.
SBnsrorcs T yHUGHUIMPOBaHHBIE (POPMBI 00s3aTENBHBIMU ?

4. Ha ocHoBe TpeOOBaHMH K TpPyJOBOMY JOTOBOpY, ONPEACIUTh MOPSAOK OdopMieHus

JOIIOJIHHUTCIIBHOTO COTJIallICHUA (I/ISMCHCHI/IH K TPyAOBOMY ,Z[OFOBOpy).



31

5. Kakumu TpeGoBaHMSIMU [OJDKHA PYKOBOJCTBYETCS KaJapoBas ciyk0a mpu odopMIICHUH

MIPUKA30B B TEKCTOBOM hopme?

NCTOUYHUKU

Tpynosoit kogexc Poccuiickoit ®@enepauuu. IIpunsar I'ocynapcrBennon ymoi 21
nekabpss 2001r. . ( ¢ mm. m gom.) // [DnekrpoHHeli pecypc]. — M., 2019. — Pexum

noctyna:http://www.consultant.ru.

YHudunupoBanHueie GopMbl IEPBUYHON YUETHON JOKYMEHTALMU MO Y4YeTy TpyJa U €ro
OTLJIATHI. 4q.1. M.,2004// /I [Dnekrponsblii pecypc]. — M., 2019. — Pexum

noctyna:http://www.consultant.ru.

Ob6mepoccuiickuii kinaccupukarop mpodeccuii pabodmnx, JODKHOCTEH CIIy)Kalux U
tapudubx paspsaoB OK 016-94. M.: Muntpyn Poccuwn, 1995. ///] [Dnextponnsiii pecypc]. — M.,

2019. — Pexxum nocrtyma:http://www.consultant.ru.

O6mepoccuiickuii  knaccubukarop wHbopmanuu o Hacenennn OK 018-95. M.:
Muntpyn Poccum, 1996 //ll  [Dnexkrponnsiii  pecypc]. — M., 2019. — Pexum

nocrymna:http://www.consultant.ru.

O6mepoccuiickuii kiraccudukarop ynpasieHdeckoit mokymentanuu OK 011-93. M. :
l'occranmapt Poccun, 1994 // [OnexTponnbii pecypc]. — M., 2019. — Pexum

nocryma:http://www.consultant.ru.

O6mepoccuiickuii kinaccudukaTop crnenuaibHocTe mo obpazoBanuio OK 009-93.
M. : Toccranmaptr Poccum, 1995 //// [Dnexktponnsii pecypc]. — M., 2019. — Pexum

nocryma:http://www.consultant.ru.

JIMTEPATYPA

Abynanmze, /1. I'. JlokymeHTallMOHHOE 0OecIiedeHHEe YIPaBIECHUS IEPCOHAIOM : YIeOHUK
U MPaKTUKYM JUIsl akajemudeckoro OakamaBpuata / 1. I'. AGynamze, U. b. Beimpsokkuna, B. M.
MacnoBa. — Mocksa : U3aarensctBo Opaiit, 2019. — 299 c¢. — (bakanaBp. AkageMudeckui
kypc). — ISBN 978-5-534-00875-3. — Texkcr : anektponnsiii / DbC FOpaiit [caiiT]. — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2019).

KanpoBoe nenompousBojactBo: Haumnaem ¢ Hyns. Ayaut cBoumu cuiamu / W.B.
XKypasnesa, M.B. XKypasnesa. - 2-e u3a. - Mocksa : HUL] MTHOPA-M, 2014. - 184 c.: 60x88
1/16 + ( Jom. maT. znanium.com). - (IIpocto, kpatko, ObicTpo). (0) ISBN 978-5-16-008986-7 -


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

32

Texct : osnekrponnsni. - URL: https://new.znanium.com/catalog/product/417566 (mata
oOpamenus: 30.11.2019)

MarepuajibHO-TeXHUYECKOE o0ecriedeHne 3aHATHS:

Tpynosoii konekc PO.

YuauduuupoBanHbie GOPMBI IEPBUIHON YIETHOH TOKYMEHTALIH.

Marepuansl I€IOBOW WUIPHI, COJEPIKAIINE CIIPABOYHBIA JaHHbIE O pabOTHHKE, WH(POPMAIHIO O
€ro TPyZA0BOM JAEATEIbHOCTH.

Oob1epoccuiickre KiacCU(PUKaTOPBI.

Tema 8 (2 u.) TPYJIOBASI KHIDKKA

3AIAHUA
1. IlpoanammsupoBate TpynoBoit konexc P®, I[lpaBuia BeneHuss U XpaHEHUS TPYAOBBIX
KHIKEK, MHCTPYKLMIO IO 3alOJIHEHUIO TPYJOBOW KHWKKH. BBIICHUTH TpaBuiia
3aBe/IeHUs U TOPSAAO0K BEICHUS TPYIOBbIX KHUKEK.
2. 3anoJiHUTH OJaHK TPYAOBOW KHMKKH CBEICHUSIMU O pabOTe U YBOJHLHCHHH.
3. Ilpoananu3upoBaTh NpPEIOKEHHbIE KOMUH TPYIOBBIX KHI)KEK, OOBSICHUTH OMIMOKH B
0(hOpPMIICHUU U BEJICHUU.

4. 3apeructpupoBaTh 0(QOPMIECHHYIO TPYIOBYIO KHUXKKY.

YKA3AHU 10 BBITIOJIHEHUIO 3AJIAHUIA

1. Usyuuts TpynoBoii xonekc P®, IlpaBuna BeneHUS U XpaHEHUS TPYHOBBIX KHUXKEK,
MHCTPYKLUIO T10 3al0JHEHUIO TPYJIOBbIX KHUKEK .
YCTaHOBUTE:
-3aKOHOJIaTEJIbHbIE U HOPMATUBHBIE MOJOKEHUS O CTaTyce TPYAOBOM KHMXKKE, MOPSIKE ee
odopMIIeHHS] U BEACHHUS,
- HOpPMAaTUBHBIE TPEOOBaHUS O TyONIHUKaTe TPYJOBOM KHIDKKH;
- HOPMATUBHBIE TPEOOBAHUS O BKIIAJBIIIE K TPYTOBOM KHIKKE.
2. Vcmonb3ys mpelioKEHHbIE MaTepHallbl AEeNOBOM Wrphl M MaTepuaibl 3aHATHH O

JAOKYMCHTUPOBAHUU IIpUCMA, IIEPCBOJA, YBOJIBHCHUA BHCCTHU COOTBCTCTBYIOIIHUEC 3allCU

B TPYJIOBYIO KHIDKKY.
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3. W3yunTh mpemioKeHHbIe KOMUU TPYAOBBIX KHIKEK, BHIIBUTH OUIMOKKA B O(OPMIICHHH H

WCHPABJICHUSAX HA TUTYJIBHOM JIUCTE, B pazene «CBeneHus 0 padboTey.

KOHTPOJIBHBIE BOITPOCHI

1. B xako# cpok J0JKHA OBITh 3aBEACHA TPYIOBas KHUXKKA IPU MOCTYIUIEHUH paOOTHHKA Ha
paboty BrepBbie?

2. B xakux cioy4asx KaapoBas ciyk0a HMMeeT IpaBO BbIIATh AyOJUKAT TPYAOBON KHUKKU?

3.B kakoii cpok nocie yBoJIbHEHUs pa0OTHUKY BbIIA€TCs TPYA0Bast KHIKKA?

4. Kak odopmiisiercs Bbljaya BKJIaAblIa K TPYA0BON KHUXKKE?

5. Kakoe cTpykTypHOE TOHpa3/eleHue OpraHu3allii XPaHUT OJIAHKH TPYJOBBIX KHIKEK W
BKJIAABITIIENR K HAM?

6.Kax ucnpaButh ommOKku, 0OHapy>KEHHbIE Ha TUTYJILHOM JIUCTE TPYAOBON KHUKKU?

7.Kax ucnpaBuTh omimOKu, 0OHapy>KEHHBIE B 3alI0JHEHUH pazfena «CBeaeHus o pabore»?

NCTOUYHUKU
Tpynosoii konexkc Poccuiickoit @enepanun. [Ipunar rocygapcteennon dymoit 21
nexabps  2001r.  //  [Onektponneii  pecypc]. - M., 2019. -  Pexum

nocrymna:http://www.consultant.ru.

[IpaBuna BexmeHuss © XpaHeHUss TpydoBbIX KHUkeK. (yrB.IlocranoBnenuem
[IpaButensctBa P® ot 16 ampens 2003 r. Ne 225 // [DnextponHbIil pecypc]. — M., 2019. —

Pexxum nocryma:http://www.consultant.ru.

WHucTpykius 1o 3amoJiHeHuIo TpyaoBbIX kHIDKEK (yTB. IlocTaHoBiennem MuHucTepcTBa
Tpyna W conuaiabHOoro pasButus Poccmiickoit ®enmeparuu ot 10 oxTabps  2003r.).
3apeructpupoBana MunuctepctBoM toctuiiun Poccuiickoii @enepanuu 11 Hoa6ps 2003 r. Ne

5219. // [2nexrponuslii pecypc]. — M., 2019. — Pexxum mpoctyma:http://www.consultant.ru.

JIMTEPATYPA
I'motoBa C.A. TenneHuMM pa3BUTHS KagpOBOTO JEIONPOM3BOACTBA B paMKax
nporpammbl  "LludpoBas  skoHoMuKa"  [DnekTpoHHbBIH  pecypc] / I'moroBa CBeTiana
AnekcanapoBHa; Ceriana A. ['1oTosa // YnpaBieHue 10KyMeHTaMu B HU(POBOM SIKOHOMUKE. -
Mocksa : PITYVY, 2019. - C. 98-103. - Pexxum noctyna : http://elib.lib.rsuh.ru/elib/000013245.
KanpoBoe nenompousBojactBo: Haumnaem ¢ Hyms. Ayaut cBoumu cuinamu / W.B.

XKypasnesa, M.B. XKypasnesa. - 2-e uza. - Mocksa : HUL] MTHOPA-M, 2014. - 184 c.: 60x88
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1/16 + ( Jom. mat. znanium.com). - (IIpocro, kpatko, 6bicTpo). (0) ISBN 978-5-16-008986-7 -

Texct : osnekrponnsni. - URL: https://new.znanium.com/catalog/product/417566 (mata
oOpamenus: 30.11.2019)

[TaBnosckas, O. FO. [IpaBoBoe obecrieueHre KaapoBOTO JCIOMPOU3BOJICTBA | YIeOHOE
noco6ue as By30B / O. HO. ITaBnoBckast. — Mocksa : M3garensctBo FOpaiit, 2019. — 213 ¢. —
(Beicmee oopazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrponnsiii / O6C FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

MarepuajibHO-TeXHUYECKOE oD0ecriedeHne 3aHATHS:

NHCcTpyKus 110 3aI0JIHEHUIO TPYIOBBIX KHUKEK
[IpaBuia BeleHNs U XpaHEHMS TPYIOBBIX KHUKEK
biraHkM TpyIOBBIX KHHKEK

[Ipumepsb! 3aNI0THEHHBIX TPYAOBBIX (KHMKEK C OIIMOKaMH)

Tema 9 (4 u.) CACTEMATH3AIIAA IOKYMEHTOB KAJIPOBOM CJIYKBBL.

SAJJAHUA

1. TIpoananu3upyiiTe HOMEHKIATYPY Jea KaapoBoi ciyx0bl 3A0 “Beimmen”.

2. CocraBbTe MPOEKT HOMEHKIJIATYpHI jaenl oTaena kaapoB 3A0 “Beimmen” Ha CleayrOIIUi
KaJICHAAPHBIN TO/I.

3. Ilpoananusupyiite TpeOOBaHHE 3aKOHOAATEIbHBIX U HOPMATHUBHBIX JOKYMEHTOB K COCTaBY
JOKYMEHTOB JINYHOTO JIEeNa.

4. Cdopmupyiite nuuyHoe neno corpyanuka 3A0 “Beimmen” u cocTaBbTE BHYTPEHHIOIO OIKUCH

JAOKYMCHTOB JIMYHOI'O Acja.

YKA3AHU 10 BBITIOJIHEHUIO 3AJTAHUIA

1. C yueroMm TpeOOBaHMI HOPMATHBHBIX JOKYMEHTOB HpOaHAIM3HPYHTE HOMEHKJIATYpY el
3A0 “BeiMmen”, ompenenss ee BHJ, KJIACCH(QUKALUOHHYIO CXeMY, OCOOEHHOCTH
(dbopMynMpOBaHHS 3aroJIOBKOB, HMCTOYHUKM W TPaBWIBHOCTh YCTAHOBJIEHHS CpPOKOB

XpaHCHU. OHpe,Z[CJ'II/ITC nepexoadamuce acjiia, BKIIFOYCHHBIC B 9TY HOMCHKIIATYPY.
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2. Ha ocHoBe TpebGoBanmii OCHOBHBIX MpPaBHJ PAaOOTHI apXWBOB OPraHMU3ALUNA M THUIIOBOTO
NEepeyHs YIPABICHYECKHMX JOKYMEHTOB CO CpPOKaMU XpaHEHUS  COCTaBbTE IPOEKT
HOMeHKJaTypsl nen 3A0 “BriMmien” Ha cienyromuil kaneHaapusii roa. [Ipoekt opopmuTte B
COOTBETCTBUH C YCTAHOBJICHHBIM MOPSAKOM.

3. Wzyuuts Yka3 [Ipesunenrta PO VYka3 Ilpesunenta Poccuiickoit @enepanuu ot 30 mas 2005

r. Ne 609 «O nepcoHanbHbBIX TaHHBIX TOCYIAPCTBEHHOIO TPAXKIAAHCKOTO ciyxaiiero Poccuiickoit

@enepaniyi 1 BEACHUU €r0 JUYHOTO aAena» M3yuuts p.8 TumoBoro mepedHst ynpaBiIeHUYECKHX

JOKYMEHTOB U ONPEIENIUTh COCTaB JOKYMEHTOB JINYHOTO Jiefia paOOTHHUKA.

4.Vcnionb3ys TOKYMEHTHI, pa3paboTaHHBIE HA MPEABIIYIINX 3aHATHAX, CHOPMUPYHTE JTUYHOE

7Ie7I0 pabOTHHUKA C YYETOM YCTAaHOBIICHHBIX HOPMAaTHBHBIX TpeboBaHuid. i copmupoBaHHOTO

JIMYHOTO Acjia COCTAaBbTC BHYTPCHHIOIO OIMUCh JOKYMCHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. KakoBo Ha3zHaYeHHE HOMEHKJIATYPHI JIe] B KaIpOBOU CIIyx 0Oe?

2. KakoBbl TpebGoBaHus K (POPMYTUPOBKE 3aroJIOBKOB JOKYMEHTOB IO JUYHOMY COCTaBY B
HOMEHKJIaType aei?

3. Ilepeuncnute cocTaB JOKYMEHTOB JIMYHOTO Jeia pabOTHUKA; TOCYAapCTBEHHOTO
CITY’KalIero.

4. Kak onpenenstoTcsi CpPOKU XpaHEHUS KaJIPpOBBIX IOKYMEHTOB?

5. Kakas cnyx6a B opraHu3anuu J0JKHA pa3paboTaTh HOMEHKIATYPY JEN KaJIpOBOM CITy:KObI?

6. Kakue ocoOeHHOCTH XapaKTepHbI A1 HOMEHKJIATYpPbI e KaIpOoBOil CIIy:KOb1?

NCTOUYHUKHU

Vka3 Ilpesugenta  Poccuiickoit ®enepanun ot 30 mas 2005 r. Ne 609 «O
MePCOHAIBHBIX JAHHBIX TOCYJApPCTBEHHOTO IpaskaaHcKoro ciyxaiiero Poccuiickoit denepanuu
W BeAEHHH €ro JuyHoro gena» [/ [Dmektponnsiii pecypc]. — M., 2019. — Pexum

nocryna:http://www.consultant.ru.

IIpukaz PocapxuBa ot 23.12.2009 N 76 "OO0 yrBepkaeHHMH MeTOAUYECKUX
peKOMEHJaui 1Mo pa3paboTKe MHCTPYKLUH MO JIEIONPOU3BOJCTBY B (efepalbHBIX OpraHax
UCTIONHUTENbHON  Brmactu"//[[DnexTpoHHblii  pecypc]. — M., 2019. —  Pexum

nocryna:http://www.consultant.ru.

HepequL THUIIOBBIX YIIPABJIICHYCCKUX APXUBHBIX JOKYMCHTOB, o6pa3y10umxc;1 B

mnponecce NCATCIbHOCTU TOCYAAapCTBCHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPABJIICHUA U


http://www.consultant.ru/
http://www.consultant.ru/
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OpraHu3alii, ¢ ykazaHueMm cpokoB xpaneHus. M.,2010// [Onekrponnsiii pecypc]. — M., 2019. —

Pexum nocryna:http://www.consultant.ru.

JIMTEPATYPA

beikoBa T.A. JlokyMeHTallMOHHOE OOECICUECHUE YIPaBICHUS (JIEIOMPOU3BOJICTBO)
[DnmexkTponHbIi pecype] : yuebHoe mocoome / T. A. beikoa, T. B. Ky3nemnosa. - 2-¢ wu3n.,
nepepad. u jmon. - Mocksa : Madpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

MarepuajibHO-TeXHUYECKOE o0ecriedeHne 3aHATHS:

Metonuueckre peKkoMeHAauuid 1o pa3paboTKe HWHCTPYKUUH IO JEeNONPOU3BOJACTBY B
(benepanbHbIX OpraHax UCIOJHUTENBHON BIACTH.

Kowmmnekt nokymentoB 3A0 “Beimnen”.
[lepeueHp TUNOBBIX YIPABIEHYECKHUX APXHMBHBIX JTOKYMEHTOB, 00Opa3yloIIHUXCs B Ipolecce
JESTEIILHOCTH T'OCYAAPCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CAMOYITPABJICHHS W OPraHU3ALNN,

C YKa3aHUEM CPOKOB XpaHCHHUSI.


http://www.consultant.ru/
http://znanium.com/go.php?id=942800
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Ipunoxenue 1

Annomauusa oucyuniaunvt (Mooyis)

HMucuunnuna  «KazpoBoe — IelONpOM3BOACTBO» — BXOJUT B 0a3oBylH0  4acTh
npodeCcCHOHANBHOTO IWKIa auciuiuiiH 1o HampasieHuio 034700 «/lokymeHTOBeneHUE W
apXUBOBEJICHHE» M aapecoBaHa OakanaBpam 3 kypca (1 cemectp). Jucuummaa peanusyercs Ha
(bakynpTeTe MOKYMEHTOBEICHHMS M TEXHOTPOHHBIX apXHBOB Kadenpoil JTOKyMEHTOBEICHMUS,

AYyANOBU3YyaJIbHBIX 1 HAYYHO-TCXHHYCCKUX apXHUBOB.

JlucuuniuHa HanpaBieHa Ha (opMUpOBaHUE TPOGECCHOHATBHBIX KOMITIETEHIIUH:

e OK-4 - cnocoOHOCTH HCMOJIb30BaTh OCHOBBI IPABOBBIX 3HAHHM B pazIUYHBIX cdepax
NeSITeNIbHOCTH;

e OIIK-6 ciocoOHOCTh peliaTh CTaHJapTHBIE 33a7a4ud MPOo(EecCHOHATbHONW AEATeIbHOCTH
Ha OCHOBe HH(popMannoOHHOW U Oubnuorpaduueckoi KylbTypbl C HPHUMEHEHHUEM
MH(OPMALIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTUN U C YI€TOM OCHOBHBIX TpeOOBaHUI

nH(pOpPMaIMOHHOM 0€30MacHOCTH;

Ilpeomemom  Oucyunnumel SIBASIETCS  KaapoBas JOKyMEHTalusi, co3JaBaeMas B
JEeSITENFHOCTH KaJIPOBBIX CIYyX0 U odopMIisionias TPYAOBbIE OTHOIICHHS ¢ pPabOTHHKaMH,
O0COOCHHOCTH € MOATOTOBKU U PaOOTHI C HEH.

L]env ocsoenus yuebHoU Oucyuniunbl: NI3y94eHHe OCHOBHBIX TMPABWII JOKYMEHTHPOBAHUS TPYIOBH

OTHOIIICHUM B PO n OpraHu3anuu paGOTBI C JOKYMCHTaMHU I10 JINYHOMY COCTaBYy.
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3aoauu kypca:

J O3HaKOMHTBH CTYIEHTOB C OCHOBHBIMH IIPABOBBIMH aKTaMH B cdepe KaJIpoBOTO
JEJIONPOU3BO/ICTBA;
. CdhopmupoBaTh KOMIUIEKCHOE MPEJICTABICHHE O COCTOSTHUHM COBPEMEHHOM CHCTEMBI

JOKYMEHTAIMH 10 JTMYHOMY COCTaBY;
J JlaTh XapakTepUCTHKY 00s3aTeIbHBIM, YCIOBHO-0053aTEIbHBIM H PEKOMEHTyeMbIM
JOKYMEHTaM KaJpOBOl CIIykOblI;
J Omnwucate 0COOEHHOCTH COCTaBIICHUS W OQOPMIICHHS JIOKATBHBIX HOPMAaTHBHBIX

AKTOB, PCrVIaMCHTUPYIOIIUX ACATCIIBHOCTH KaJIPOBbBIX CJ'IY)K6;

° BbIsIBUTH OCHOBHBIE IOKYMEHTUPYEMBIE 3a/1a4H KaJPOBOM CITYKOBI;

L] YCTaHOBI/ITB COCTaB JIOKYMGHTOB 110 OCHOBHBIM I[OKYMGHTI/IpyeMI)IM KaI[pOBBIM
MpoIIeIypaM;

L] HOI]_Ial"OBO OITNCaTh HOpSIJIOK }IOKyMeHTI/IPOBaHI/IH 9TUX Hpoue)lyp;

° ChopmupoBaTh HaBBIKM COCTaBJIEHUS U O(POPMIIEHUS JOKYMEHTOB IO JIMYHOMY
COCTaBy;

° OOyunTh OCHOBHBIM TEXHOJOTHYECKHM TIpHEMaM JCJIONPOU3BOICTBEHHBIX
OTepalnii;

° O3HaKOMHUTH C HOPMaMU W TIpaBUJIaMH CHCTEMATH3aIluU U XpaHCHHs JOKYMEHTOB

0 JINYHOMY COCTaBY.

B pezynvmame uzyuenus oucyuniunbvl cmyoenm 00aHCeH 3HAMb:

® COBPEMEHHYIO 3aKOHOJATEIbHYI0 U HOPMAaTUBHO-TIPAaBOBYIO 0a3y, periiaMeHTUPYIOIIYIO

paboTy ¢ KaapOBO# TOKYMEHTAIIUCIH;

® OCHOBHBIEC MPOOJIEMbI COBPEMEHHOTO KaJPOBOTO JETIOMPOU3BO/ICTRA,

e crenuduKy KaapoBOi JOKYMEHTAIIMH B TOCYIAPCTBCHHOW M HErOCy1apCTBEHHOM
chepax;

e cocraB 00s3aTeNbHBIX JOKYMEHTOB KaJIpOBO CITyKOBI,

® TOPAIOK JOKYMEHTHPOBAHHS KaJPOBBIX MPOIEAYDP, CPOKH U3JaHUS JOKYMEHTOB;

e TpeOoBaHUs K 0(DOPMIICHUIO JJOKYMEHTOB I10 INYHOMY COCTABY;

®  TEXHOJIOTHIO pabOThI C JOKYMEHTAMHU KaJPOBOM CITY>KOBI;

L4 NOpAHOK BEACHUS JIMYHBIX JACIT pa60THI/IKOB;
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o IIpaBuJjIa CUCTCMATHU3AINH U XPAHCHUSA JOKYMCHTOB I10 JINYHOMY COCTAaBY.

B pesynomame usyuenus oucyuniunsvl cmyoenm O00ANCeH YMemby.

e paboTaTh C HOPMaTHBHO-NIPABOBOI 0a30ii B chepe KaapoBOTo JIEIOMPOU3BOICTRA,;

® [IPUMEHATh HOPMBI TPYIOBOTO MpPaBa, Kacarolluecst KaJpoBOW JOKYMEHTAallUH, Ha

MIPaKTHKE;
® OpraHu30BBIBaTh pabOTy KaJIpOBOM CITYKOBI;
®  COCTaBJISITh U OPOPMIIATH JOKAJIbHBIE HOPMAaTHUBHBIE aKThl KaIPOBOM CITYKOBI;

®  [IPOBOJUTH BECh KOMILJIEKC pabOT MO JOKYMEHTHUPOBAHNUIO OCHOBHBIX KaJIPOBBIX

MIpOLEaYD;
® MpaBUWIBHO OPOPMIIATH U OPOPMIISTEH OT/IEIbHBIE KaJPOBBIE JOKYMEHTHI;

e Opranu3oBaTh pabOTy C KaJAPOBOH JOKYMEHTAIIUEH B OPTaHU3AIUAX U YIPEKICHUIX

Pa3IMYHBIX OpPraHU3alMOHHO-TIPABOBBIX (HOPM.

B pezynomame uzyuenus oucyuniunvl cmyoenm 0014ceH 001a0amsb HABbIKAMU.:

® aHajM3a MPaBbIX AKTOB, BHISBJICHHS HEOOXOIMMOIl periiaMeHTUpYIoe HHpopMauu o

JOKYMEHTUPOBAHUU TPYAOBBIX OTHOIICHHIA;
e paboThl C THNIOBBIMU M YHU(PHUIIMPOBAHHBIMH (OPMaMH TIOKyMEHTOB;

® COCTaBJICHHUS Pa3IMYHBIX BUJOB JOKYMEHTOB, O(DOPMIISIOIIUX TPYAOBBIC OTHOLICHHS C
pabOTHHKAMU;

® COCTaBJICHHUS JIOKAILHBIX HOPMATHBHBIX aKTOB, PErJIaMEHTHUPYIOIIUX pabOTy KaJIpoBOM
CITYKOBI;

® MOJICIMPOBAHUS  YIPABICHYCCKUX CHUTYallMid TI0 BONPOCaM  JOKYMEHTHPOBAHHUSI
TPYIOBBIX OTHOIICHUH;

® PabOTHI C KJPOBOH TIOKYMEHTAIUECH;

® CHUCTEMaTUu3aluu KaﬂpOBOﬁ JAOKYMCHTAIIUU U OpTaHUu3allun eé XpaHCHUA.

ITo mucuumnimze (MoOdynt0) NPeayCMOTpEHA IPOMEXYTOUHAas arTecTalus B opme
IK3AMEHA .

0611[351 TPYAOEMKOCTb OCBOCHUS JUCHHUIIJIMHBI COCTABJIACT 3 3a4cTHEIC CANHUIIBI.
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JUCT U3BMEHEHUI*
Ne | Tekct akryanusanuu wim npunaraemslid K PIT/] nokymeHT, [Hara Ne
COZEpKaIIUN U3MEHECHUS MPOTOKOJIA
1 | ObHo61éEH cnucok UCMOYHUKOS: Ykazamo

Vka3 Ilpesunenta P ot 5 mexabps 2016 r. N 646 «O06 damy 0o
yTrBepkaeHuH JIoKTpuHbI HH(pOopMalnoHHON Oe3onacHocTH | 29.06.2017 2.
Poccutickoit ®eaeparum».

2 | [Mpunoxenne Ne 1

3 | ObHosena 0CHOBHAs U OONOTHUMENbLHAS TUMEPAMYPa 31.08.2020 1
Kyp6anuiis MoBan. Yupasnenue Uuatepuert. 2016.
https://cctld.ru/files/books/kurbaliya_7.pdf

4 | IIpunoxxenne No 2

! Ipunosxenne Nel (2016 r.) — Tonsko ans OI1 BO cnenuanurera.



https://cctld.ru/files/books/kurbaliya_7.pdf
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[Ipunoxenue Ne 1 x nucty u3sMeHEHUM

CocraB nporpammuoro odecnevyenusi (II0), coBpeMeHHbIX podecCHOHATBHBIX 0a3
nanubix (b/1) u nundopmanuonno-cnpasounbie cucrem (MCC) (2017 r.)

1. Ilepeyens 11O

Tabnuya 1
Nent Haumenosanue 110 [IpousBoautens | Cnocod pacnpocTpaHEHUs
/i (ruyenzuonnoe unu
c680000HO
pacnpocmparsiemoe)
1 Microsoft Office 2010 Microsoft JIMIEH3UOHHOE
2 Windows 7 Pro Microsoft JIMIIEH3HOHHOE
3 Microsoft Office 2013 Microsoft JIMIEH3UOHHOE
2. lepeuyens B/l u UCC
Tabruya 2
Ner/m HaumenoBanne
1 [Ipodeccronanbubie MoMHOTEKCTOBBIE B/
JSTOR
W3 nanus o o0mecTBEHHBIM U TYMAHHTAPHBIM HAyKaM
2 KomnbrotepHbie cripaBOYHBIC MPABOBHIE CUCTEMBI
Koncynperant Iltoc,
lapanTt
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[Ipunoxenue Ne 2 k 1McTy U3MEHEHUM

CocraB nporpammuoro odecnevyenusi (II0), coBpeMeHHbIX podecCHOHATBHBIX 0a3
nanHbIx (B/1) u nundopmanuonno-cnpasounbie cucrem (MCC) (2018 r.)

1. Ilepeyens 11O

Tabnuya 1
Nent Haumenosanue 110 [IpousBoautens | Cnocod pacnpocTpaHEHUs
/n (ruyenzuonnoe unu
c80000HO
pacnpocmparsiemoe)
1 Microsoft Office 2010 Microsoft JTUICH3NOHHOE
2 Windows 7 Pro Microsoft JIUIIEH3HOHHOE
3 Microsoft Office 2013 Microsoft JTUICH3NOHHOE
5 Windows 10 Pro Microsoft JIUIIEH3HOHHOE
2. llepeuyens B/l u UCC
Tabauya 2
Nerr/i HaunmenoBanue
1 [Ipodeccronanbhbie MoTHOTEKCTOBBIE B/
JSTOR
W3 nanus o o0mecTBEHHBIM U TYMAHHTAPHBIM HAyKaM
2 KoMIbroTepHbIe ClIpaBOYHBIC TIPABOBBIC CHCTEMBI

Koncynperant Iltoc,
lapanTt
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[Ipunoxxenue k nucty usmeHeHuit Ne 3

1. CtpykTypa aucuumninnbl (k . 2 PIJI na 2020 )?

CTpyKTypa AMCHMILVINHBI (M00Y/15) N1 04HOI (POPMBI 00yUeHH S

Obwas mpyooemrxocmsb ucyuniunvl cocmasisem 3 3.e., 114 u., 6 mom uucie KOHMaAKMHAA
paboma obyuarowuxcs ¢ npenooasamenem 42 u., npomexcymounas ammecmayus 18 u.,
camocmosmenvhas paboma obyuarowuxcsa 54 u.

Bunel yue6HOM paboTh

Dopmbl mexkyuwiezo

Pazoen (B yacax) KOHmMpOons
Ne Hucuunaunut ycneeaemocmu (no
n/n a HeldenAm cemecmpa)
S Dopma
§ KOHTgKTHaH 5 s HPOMEIHCYMOUHOU
S | 2| &= 23 3k & ammecmayuu (no
= % % g E E 5 E S g cemecmpam)
ARAREREEEEE
S| S|29%d §E3
=957 d ©
1 Beenenue 5 2 4 Cobeceoosanue
2 PernamenTanus 5 |4 10 | Ilposepxa domawnux
JTOKYMEHTHPOBAHUS 4 3a0anull U NPAKMUYECKUX
KaJIpoBOM pabom
JeSTEeTBbHOCTH U
paboThI ¢
KaJJpOBBIMU
JOKYMEHTaMH
3 Opranuzanus 5 |2 IIposepra u oyenka
paGoTHI KaIpoOBOiL 4 8 1abopamopHotl pabomuol
CITY>KOBI
4 CocraB KkanpoBOi 5 |6 Koumponvnas paboma Ne
JIOKyMEHTAIIUH. 10 12 |1,
JIOKyMEHTHPOBAHHUE nposepka U oyerra
IpYIOBHIX npakmuyecKux pabom
OTHOLIEHHUM.

2 Bxrogaercs opu HCO6XOI[I/IMOCTI/I — B CJIy4a€ U3BMCHCHUSA PACTIPCACIICHNA YaCOB B y‘{C6HOM

I1J1aHEC.
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5 | Yuer nmm4HOTO 5 |2 8 Ilposepxa u oyenka
COCTaBa. 2 NPaKmu4ecKux pabom
6 Opranuzanus 5 |2 Koumponvnas paboma No
paGoTHI ¢ 4 12 |2
KaJpOBBIMH IIposepka u oyenka
npakmuyecKux pabom
JOKYMCHTaMHU
7 DK3aMeH ) 18 HUmoeosas konmponvras
paboma
UTOI'O: 18 24 18 | 54

2. Oo6pa3zoBarenbHble TeXHOJA0THH (K 1.4 Ha 2020 r.)

B mepuon BpeMEHHOTO NMPHUOCTAHOBJICHHS TOCEIICHHUs] OOYJarOIIUMUCA TOMEIICHUA |
tepputopun PITY. nmns opranuzanum ydeGHOro mpoiiecca ¢ NPUMEHEHHEM 3JIEKTPOHHOTO
O6y‘-IeHI/I5[ U JIUCTAaHIIHMOHHBIX 06paSOBaTeJ'H>HI)IX TEXHOJIOTUH MOr'yT OBITh HCIOJIL30BaHbI
clieAyromue o0pa3oBaTeNIbHbIE TEXHOJIOTHH:

— BUJCO-JICKIIUH,

— OHJIAaH-JIEKLIUU B PEKUME PEATIbHOTO BPEMEHU;

— DIIEKTPOHHBbIE Y4eOHUKH, ydeOHbIEe TOCOOMS, HAyUHbIE U3AHUS B 3JIEKTPOHHOM BUJE U
JOCTYI K MHBIM 3JIEKTPOHHBIM 00pa30BaTEIIbHBIM PECypcaM;

— CHCTEMBI JIJIsl JIEKTPOHHOTO TECTUPOBAHMS,

— KOHCYJIBTALMX C UCIOJIB30BAHUEM TEIIEKOMMYHUKALIMOHHBIX CPEZCTB.

3. Ilepeuenbs B u UCC (k m. 6.2 Ha 2020 r.)

Nenn HaumenoBanue
/11

1 | Mexnaynapoansie peepaTuBHbIC HayKoMeTpuueckue bJl, nocTynHple B paMkax
HaroHaIsHOU noanucku B 2020 r.

Web of Science

Scopus

2 | IIpodeccuonanbubie noaHOTeKCTOBBIE B/, JOCTYNHBIE B paMKax HallMOHAIBHOM
noamucku B 2020 r.

XKypuansr Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypuaner Taylor and Francis

3 | [IpodeccronanbHble MONHOTEKCTOBBIE B /]

JSTOR

W3nanus mo oO1ieCTBEHHBIM M T'YMaHUTAPHBIM HayKaM
DnektponHas 6ubmuoreka Grebennikon.ru

4 | KomnbroTepHbI€ CIPpaBOYHbIE TPABOBBIE CUCTEMBI
Koncynprant [roc,
l'apanTt

4. CoctraB nporpammuoro odecnedyenus (I1O) (x nm. 7 ma 2020 r.)
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Nent Haumenosanue [10 [IpousBoaurens Crnoco6
/m pacrpocTpaHeHHs
(ruyenzuonnoe unu
c60000HO
pacnpocmpansiemoe)

1 Adobe Master Collection CS4 Adobe JIUIIEH3HOHHOE

2 Microsoft Office 2010 Microsoft JIUIEH3HOHHOE

3 Windows 7 Pro Microsoft JIMLIEH3UOHHOE

4 AutoCAD 2010 Student Autodesk ¢B00OIHO

pacupocTpaHsieMoe
5 Archicad 21 Rus Student Graphisoft CBOOOTHO
pacupocTpaHsieMoe

6 SPSS Statisctics 22 IBM JINIIEH3UOHHOE

7 Microsoft Share Point 2010 Microsoft JIUIIEH3HOHHOE

8 SPSS Statisctics 25 IBM JINIIEH3UOHHOE

9 Microsoft Office 2013 Microsoft JIUIIEH3HOHHOE

10 | OC «AnbT OOpazoBanue» 8 00O «bazanst CIIO | nureH3noHHOE

11 | Microsoft Office 2013 Microsoft JIUIIEH3HOHHOE

12 | Windows 10 Pro Microsoft JIULIEH3UOHHOE

13 | Kaspersky Endpoint Security Kaspersky JIMIEH3UOHHOE

14 | Microsoft Office 2016 Microsoft JIUIEH3UOHHOE

15 | Visual Studio 2019 Microsoft JIUIEH3UOHHOE

16 | Adobe Creative Cloud Adobe JIUIEH3UOHHOE

17 Zoom Zoom JIMLIEH3UOHHOE
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