MHUHOBPHAYKH POCCHU

%,

denepanbHOE TOCYAAPCTBEHHOE OFOKETHOE 00pa30BaTEIbHOE YUPEKIICHUE
BBICIIETO 00pa30BaHuUs

«Poccuiickuil rocy1apCTBEHHBIN T'YMaHUTapPHBIN YHUBEPCUTET)
(®T'BOY BO «PI'TV»)
Hcropuko-apXuBHBINA UHCTUTYT

CDaKy.HI)TCT JOKYMCHTOBCACHHUA U TCXHOTPOHHBIX apXUBOB

Kadenpa mokymMeHTOBEACHHS, ayTMOBU3YAIBHBIX U HAYYHO-TEXHUYECKUX APXHBOB

I[OKyMeHTa]_[I/IOHHOC o0ecrneueHue yYnpaBJ€HUSA MEPCOHATIOM

PABOYAS ITPOTPAMMA JJUCHUTIJIMHBI
Hanpasnenue 38.03.03 — VmpasieHue nepcoHaiom

HaHpaBJ'IeHHOCTI) ((praBJ'ICHI/Ie MEPCOHAIOM B MCKAYHAPOAHBIX OpPraHHU3alUiIX>»
VYpoBeHsb BbICIIET0 00pa3oBaHus: OakasaBpuaT

®opma 00yueHus: OYHasl, OUYHO-3a0UHAas

PII/I anantupoBaHa s Juil
C OTPaHUYECHHBIMHU BO3MOKHOCTSIMHU
3710pOBbSl U UHBAJIUJI0B

Mocxksa 2022



JlokyMeHTalluOHHOE o0ecnedeHne YIPaBJIeHHUs NMepCOHATIOM

PaGouas mporpamma AUCIUTUTHHBI
CocTaBHTEIb:
K.1.H., joueHt C.A. I'moroBa

OTBETCTBEHHBIN PEAAKTOP
K.M.H., noueHt FO.M. Kykaprna

YTBEPXIEHO

[Iporoxonom 3acenanus kadeaps
JOKYMEHTOBE/ICHUS, ay JUOBU3YAJIbHBIX U
HAay4YHO-TCXHUYCCKUX apXUBOB

Ne 9 ot

OI'JIABJIEHHUE

1. IlosicHUTEILHAS 3aIIMCKA

1.1 Lenp u 3aga4u JUCHUILIUHBI

1.2. Tlepedenp mIaHUPYEMBIX PE3YJILTATOB 00YUYEHUS 110 AUCIUIUINHE, COOTHECEHHBIX C
WHJIUKATOpaMu JOCTUKEHUSI KOMIETEHIINI

1.3. MecTo JuCHMIUIMHBL B CTPYKTYype 00pa30BaTeIbHOM MpOrpaMmbl



2. .CTpyKTypa TUCIUTLIAHBI

3. CoaepkaHue JUCUUTUIAHBI

4. O6pazoBareibHbIE TEXHOJIOTUU

5. OueHka IIaHUPYEMBIX Pe3yJIbTaTOB 00y4YeHUS

5.1. Cucrema onileHUBaHMS

5.2.Kputepuu BbICTaBICHUS OLIEHOK

5.3.0ueHouHbIE CpeACTBA AJIsl TEKYILIEr0 KOHTPOJIS YCIIEBAEMOCTH, TPOMEKYTOUHOM aTTecTalluu
00yJaronuxcst Mo JUCITUTUTHHE

6. YueOHO-MeToin4ecKoe U HHPOPMAIMOHHOE 00eCTieUeHNe TUCIIUTUTHHBI

6.1. Crincox HCTOYHUKOB U JIUTEPATYPHI

6.2. [Tepedens pecypcoB HHGOPMAIIMOHHO-TEIEKOMMYHHUKAIIMOHHOW ceTh «IHTepHeT»

6.3  IlpodeccronanbHble 6a3bl JaHHBIX U HH(OPMALIMOHHO-CIPABOYHbBIE CHCTEMBI

7. MaTepuanbHO-TEXHUYECKOE 00eCIIeYeHHE TUCITUTLTHHBI

8. O6ecrnieyeHne 0Opa3oBaTEIHLHOTO TIPOIIecca IS JIUII ¢ OTPAHUYEHHBIMH BO3MOKHOCTSIMHU
3JI0pOBBSI U HHBAJIUJIOB

9. MeToanueckrue MaTepuaibl

9.1. [InaHbl cEMUHAPCKUX 3aHATUI

9.2. MeTtonuyeckne peKOMEH AU 10 TIOJITOTOBKE MUCEMEHHBIX paboT

9.3 Hble maTepuabl

[Tpunoxenue 1. AHHOTanus paboueit mporpaMMbl AUCITUTLTUHBI

1. MIOSICHUTEJBHAS 3AIINCKA
1.1. leap v 3aga4y JUCUHUILINHDBI
Lenv oucyunaunbl: TOATOTOBUTH BBIITYCKHHUKA, BJIAJICIOIIETO HABBIKAMU COCTABJICHHUS M pabOTHI
C KaIpOBOW JIOKYMEHTALIUE.

3aza4y TUCUUIUINHBI COCTOAT B CIIEIYIOIIEM:
o ChopmupoBaTh y CTyJeHTa KOMIETEHIIMH, MO3BOJISIOLINE €My BBINOIHITH BECh
KOMILJIEKC paboT MO KaJIpOBOMY JI€JIONPOU3BOJICTBY;



o CdopmupoBaTh y HEro KOMIJICKCHOE MPEACTABICHUE O CUCTEME JOKYMEHTAIIUH 110
JTUIHOMY COCTaBY;

o Jatp mpencraBieHue 00 ypoBHE PETJIaMEHTAIlMN KaJpOBOTO JETIONPOU3BOJICTBA B
PO;

o HayuuTh cTynmeHTa coOCTaBIsATh U OGOPMISTH OpPraHU3AIlMOHHBIE KaJpOBBIC
JIOKyMEHTHI,

o Hayuuts cTygeHTa JOKYMEHTHPOBaThb OCHOBHBIE KaJpOBbIE MPOLEAYPHl B
COOTBETCTBHH C TPEOOBAHUSIMHU 3aKOHO/IaTEIIHCTBA;

o HayuuTh cTyneHTa OpraHM3OBBIBaTH pPAa0OTy KaJIpOBOM CIY>KOBI, COCTaBIATH
JIOKaJIbHbIE HOPMATUBHBIE aKThI, PETJIAMEHTHPYIOIINE €€ AeATEIHHOCTD.

o OOy4nTh OCHOBHBIM TEXHOJOTHYECKHUM TpHUEMaM JIEJIONPOU3BOJICTBEHHBIX

ornepanui, OpraHu3alu XpaHEeH!s KaJpoBON JOKYMEHTAIUH.

1.2.  IlepeyeHp NJIAHMPYEMBIX PpPe3yJbTAaTOB OOy4YeHHs] MO0 [UCHHUILIMHE,
COOTHECEHHBIX ¢ HHAMKATOPAMHU JOCTHKEHHA KOMIIeTEHIIUI:

B pesynpTaTe OCBOCHHS AHUCHUIUIMHBI OOYYarOIIMWCS JOJDKEH JIEeMOHCTPHUPOBATH
ClIeyIoIre pe3yabTaThl 00pa30BaHUS:

Komnerenuus Nuaukatopel Pe3ynbrarel oOy4eHus
(Koa 1 HAMMEHOBaHUE) KOMIIETEHLIN I
(Koa ¥ HAMMEHOBAHUE)
OIIK-4- Cnoco6uocts | OIIK-4 .2 - Cnoco6HocTh | 3HATH:
MIPUMEHSITh COBPEMEHHBIE | BECTU JOKYMEHTAIIMOHHOE | - HOPMAaTHBHO-IIPaBOBYIO  0a3y
TEXHOJIOTHH " METO/JIbI | COMTPOBOXKICHUE KaJIpOBOTO JEJIONPOU3BOJACTBA B
OlepaTHUBHOIO  yMpaBJeHMs | yIpaBieHus mnepcoHanoM | Poccuiickoit denepanuu;
MIEPCOHAJIOM, BECTH | U yUeT IepcoHana - TOpSAOK TPUMEHEHHUS HOPM
JOKYMEHTAI[MOHHOE TPYJOBOIO IIpaBa; - COCTaB H
COIIPOBOXICHHUE U yUET TIOPSITOK COCTaBIICHUS u
MPUMEHEHUS KaJIpOBOI
JIOKYMEHTAII! B

YIPaBJICHYECKOH IEeATEITLHOCTH,
-paBwia paboThl € KaJgpOBOU
JOKYMEHTAITUCH, OpraHu3aIliu ee
MOJIyYEHHUS U IIepefayn;

YMeTh:

- paboTaTh C MPaBOBBIMHU aKTaMH,
PETTIaMEHTUPYIOIIUMU  BOIIPOCHI
JIOKyMEHTHUPOBAHHMS TPYIOBBIX
OTHOLIEHUH U  paboTel ¢
KaJIPOBBIMH JIOKYMCHTAMH,

- OIpeneNaATh II0 HOPMaTUBHOM
O0aze coctaB 00S3aTCIBHBIX U
YCIIOBHO-00513aTEbHBIX
JIOKyMEHTOB,

-IOATOTABINBAaTh W O(GOPMIIATH
KaJIpOBYIO  JIOKYMEHTalus B
COOTBETCTBUM C  MPABOBBIMH
akTamu PD;

- COCTaBIISITh OPTaHHU3AIMOHHBIC,
WH()OPMAITMOHHO-CITPABOYHBIC,




paclopsiAUTeNbHBIE  JTOKYMEHTBI
KaJIPOBOM CITyKOBI;
-OpraHu30BbIBATH
B3aMMOJICIICTBHE  CTPYKTYpPHBIX
MoJIpa3felieHuii W JOJKHOCTHBIX
JUI] OpTraHU3alMK TpH paboTe ¢
KaJpOBOM IOKYMEHTALIUEH;

- TOTOBUTh JIOKYMEHTHI,
peryaupyrouue TPYIOBBIE
OTHOIIIEHUS ¢ PaOOTHUKAMH
Baanersn:

- HaBBIKAMH aHaJIM3a TMpPaBbIX
AKTOB, BBISBIICHUS HEOOXOIMMOI
periaMeHTUPYIOIIEH

uHpOpMaLUU 0
JOKYMEHTUPOBAHUU  TPYHOBBIX
OTHOILICHUN U paboTe ¢ KaJIpoBOM

JIOKYMEHTaIEH;
- HaBbIKAMNU COCTaBJICHHA,
COIJ1aCOBaHMS, YTBEPKICHHSI,

oA CaHus O3HAKOMJICHHUA C
JOKYMCHTaMHU o JUYHOMY

COCTaBy;
- HaBrikamu COCTaBJICHUA
paSJII/I‘IHBIX BHUJIOB KaI[I)OBbIX
JIOKyMEHTOB,

-HaBbIKaAMH BHeILpeHI/IH
JOKyMEHTAIlMd 10  JINYHOMY
COCTaBy 148 JIOKAJIbHBIX

HOPMAaTHUBHBIX AKTOB.

1.3. MecTto AucuunJIMHbI (MOLYJI5) B CTPYKTYpPe OCHOBHOM 00pa30BaTe/IbHOM NPOTrPaMMbI
Jucuunnuna«/{okymeHTanmonHoe odecredyeHue yrnpaBieH!s epcoHaIoM» BKIIOYEHA B
0a30By10 4yacTh MPOPECCUOHATBLHOTO IUKJIA AUCIHUILINH Y4eOHOr 0 IJIaHa M0 HaIpPaBJICHUIO
MOJITOTOBKU «YTIpaBJI€HHUE MEPCOHATIOM.

Jii OCBOEHUS TUCHMIUITMHBIHEOOXOAMMBI KOMIETEHIMH, C(POPMHPOBAHHBIE B XOJe
U3Y4YEHUS CIEAYIOIUX JUCHUIUINH U TPOXOXKACHUS npakThK: OCHOBBI  YIIpaBJICHUS
nepcoHasioM, Kaaposas moiauTuka v KaJipoBoe IUIaHUPOBaHKE, TpynoBoe Mpaso.

B pesynbrare OCBOGHHMS JUCHUIUIMHBI (MOAyJisi) (GOPMHUPYIOTCS KOMIIETEHIUH,
HEOOXOUMBIE JUISI U3YyUYCHMs CIEAYIOUIMX TUCHUIUIMH (MOIyNeil) M MPOXOXKIACHUS MPaKTHK:
yrpasieHue nepconanoM, CranmapTusanus U ceprudukamnms nepcoHana, [Ipodeccunonanbupie
CTaHJApThI B YIIPaBICHUU [IEPCOHAIIOM.

2. CTPYKTYPA JUCHUITJIMHBI
Oo61mas TpyA0EMKOCTh TUCIUILUIUHEI cocTaBisieT 3 3.e., 108 akamemMudeckux yaca (OB).
CTpyKkTypa IMCUMILIMHBI I 04HOI GopMbI 00yUeHMsI

O6bemM auCHUIUITHHBI B ()OpME KOHTAKTHOW PabOThI 0OyYaromuxcs ¢ MeAaroruaecKuMu
paboTHUKaMU U (WJIH) JTUIAMH, TPUBIEKAEMBIMH K pealu3aiuu 00pa30BaTeIbHONU MPOTpaMMBbl
Ha WHBIX YCJIOBUSX, P MPOBEJICHUN YUCOHBIX 3aHITHIA:




Cemectp | Tum yueOHBIX 3aHATHI KonuuectBo
4acoB
6 Jlexuun 20
6 CemuHapbl/1a00paTOpHBIE PAOOTHI 22
Bcero: 42

O6beM AuCUUITTHHBI (MOTyJIs) B OpME CaMOCTOSITENbHON PabOThl 00YYAIOIIHUXCS
cocTaBiseT 48 akazeMuyeckux yaca(oB) ¥ dk3amMeH — 18 Jacos.

CTpyKTypa JUCHUNIMHBI 151 04HO-3204HOI (pOpMBbI 00yUeHUsI

OO0beM AUCHMIUIMHBI B (OPME KOHTAKTHOU PAGOTHI OOy4arOIUXCSl C HEJaroruuecKUMu
paboTHUKaMU U (WIM) JULAMH, TPUBJIEKaEMbIMH K pealu3alii o0pa30BaTeIbHONU MPOrpamMMbl
Ha MHBIX YCJIOBUSX, IPU MPOBEACHUN YUEOHBIX 3aHATUMI:

Cemectp | Tun yueOHBIX 3aHATHI KommnuecTtso
4acoB
6 Jlexuumn 12
6 CemuHapbl/1a00paTOpHBIE PAOOTHI 12
Bcero: 24

O0beM TUCIHMIUIAHBI (MOTYJIs) B JOpPME CaMOCTOSTENHHOW PAOOThI 00YIAOIITUXCSI
cocTaBisieT 66 akaieMUYecKux yaca(oB) U 9k3amMeH - 18 "acos.

3. COAEPKAHUE JNCHUIIJINHBI

Ne | HaumeHoBaHMe pa3aesia
JAUCIHUIIJINHBI

Conep:xanue

1 Bsenenue

[Ipenmer, 3amaum, coaepxaHUe Kypca.
XapakTepucThKa COBPEMEHHON CHUCTEMBI KaJpOBOil

JIOKYMEHTALUH. B3anmMocss13p IIPOLIECCOB
YIIPABJICHUSA IIEPCOHAIOM € COCTaBOM M IOPAAKOM
dbopMupoBaHus CHUCTEMBI JIOKYMEHTAllUK 10

JUYHOMY cocTaBy.MecTo Kypca cpenu Apyrux
Hay4HbIX JUCUMIUIMH. ICTOUHMKU M3y4YeHUs Kypca.
3akoHOAATeIbHbIE © HOPMATUBHO-IIPABOBHIE aAKTHI,
HOPMaTHUBHO-METOIUYECKUE JTIOKYMEHTBHI.
OteuecTBeHHas UcTopuorpadus.

2 Pernmamenranusa
JIOKyMEHTHUPOBAHHUS KaJIpOBOM
NeSITeNIbHOCTU U PabOTHI C
KaJIpOBBIMH JIOKYMEHTaMH.

3aKOHOIAaTeIbHbIE 1 HOPMATUBHO-IIPABOBBICAKTHI.

TpynoBoii koaexkc Poccuiickoit ®@enepanuu
Kak OCHOBOM NPABOBOM aKT, ONPEAEIISIOIINNA COCTaB
U TOpSAIOK odopmIleHHsT JOKYMEHTOB 110
YCTAaHOBJICHUIO TPYJIOBBIX OTHOLLIEHUW U TPYIOBOH
JIESITSIbHOCTH PAa0OTHUKA. 3aKOHOJIATCIIBHBIC AKThI
Poccun 0 HOKYMEHTHpPOBAaHHMU OTAENIBHBIX CTOPOH
TPYZIOBOM JEATEIBHOCTH  PAa3jIUYHBIX KaTErOpui
paboTHUKOB. 3aKOHOAATENbHBIE AaKThl CYOBEKTOB
Poccuitickoit  ®enepaumu, VYkasel [Ipe3unenra,
[locTaHOBNEHHST W PacCHOPSHKEHUS] MPABUTENIbCTBA
Poccuiickoit denepanmm.




HOpMaTI/IBHO-MeTOI[I/I‘-IeCKI/IC AOKYMCHTHI .

KpanudukanmoHHbIi CIIPABOYHUK u
npodeccHoHaNbHBIC CTAHAAPTHI, KAaK OCHOBHBIC
HOPMATUBHBIE JTOKYMEHTBI, periaMeHTHPYIOIINe
TpeOOBaHUS K KBaTU(PUKAIUHU, 3HAHUSIM U YMCHUSIM
paboTtHHuKOB. OOIIEpOoCCUiicKhe KJIacCU(PUKATOPHI
TEXHHUKO-IKOHOMHYECKON U COLMAJIbHOU
nH(bOpMalluK, YCTaHABIMBAIOIINE COCTAB U MOPSI0K
3aIOJIHCHUS KaJIPOBBIX JOKYMEHTOB.

TunoBble mEpeyHH U CPOKH XPaHEHUS
JIOKYMEHTAIU! 1o JTUIHOMY COCTaBy.
PerynupoBanue opranuzanuu apXxuBHOIO XpPaHEHUS
JOKYMEHTAIlMd 10  JUYHOMY  COCTaBy B
HOPMAaTHUBHO-METOINYECKUX TOKyMeHTax Pd.

PazpaboTtku I'ockomcrara PO 1o
yHU(DUKAITTT dbopm MIePBUYHOM Y4YETHOU
JIOKYMEHTAITUH.

Opranmzanust paboThI KaIpoBO
CITyKObI

CTpyKTypbl KaJpOBBIX cy>k0. UncIieHHbIN
U JIOJDKHOCTHOM cocTaB  ciykObl.HopmaTussl
BpPEMEHU Ha PabOTHI MO yUETY KaJpOB.

3amaun U (QYHKUUM KaJIpOBOM  CITyKOBI.
[Tonoxenne 00 otraene KaapoB (yNpaBlICHHH,
JienapTaMeHTe U Jp.), KaKk OCHOBHOW HOPMAaTHUBHBIN
JOKYMEHT o OTIpEICIICHUIO CTPYKTYDHI,
YHUCICHHOCTH, BUJIOB pabOT 3TOro MojpasjieieHusl.
[Topsimox  pa3paboTkm, cocTaB WHPOPMALUU U
CTPYKTypa TE€KCTa MOJO0XKEHUs. 3aKpersieHue Mpas,
OTBETCTBEHHOCTH, B3aMOCBSI3€H OT/Iesa KaIpoB.

JIOJKHOCTHBIE MHCTPYKIMM,KaK OCHOBHOM
NpaBOBOW  aKT,  ONpENeNSIOIUI  TpaBOBOE
MOJIOKEHHE pabOTHUKOB KaJIpoBOM CIIyKObl U
OpraHu3aIHIo UX Tpynaa. HazHaueHne MOmKHOCTHBIX
WHCTPYKIUH.

HNuctpyknns 1o KaJIpOBOMY
JIeNIONPOU3BOACTBY, Kak OCHOBHOH HWHCTPYMEHT
MOBBIIEHUST APPEKTUBHOCTH PabOTHl  KaJPOBBIX
NOpa3iesIeHui B chepe KaJpOBOTO
JIeTIONIPOU3BOACTBA.

Pernamenranust paboThl € TEpPCOHAIOM B
JIOKaJIbHBIX HOPMAaTHUBHBIX aKTax "
OpraHU3allMOHHBIX JIOKYMEHTax (ycras
OpraHu3alfy, TpaBWa BHYTPEHHETO TPYIOBOTO
pacropsifika, MoJIO)KEHHE O MEePCOHAIBHBIX JaHHbIX,
KOJIJICKTHBHBIM JOTOBOP H Jp.).

CoctaB KaJIpoBOH JOKYMEHTAIIUH.
JIOKyMEHTUPOBaHHE TPYA0BBIX
OTHOILLIEHUM.

XapakTepucTuka CHCTEMBI KaJpOBOi
JOKYMEHTAllUh, €€  COOTBETCTBUE  OCHOBHBIM
3aja4yaM 1o noadopy, yueTy U pacCTaHOBKE KaJIpOB.
OO0s13aTenbHas U YCIOBHO-00s3aTeNbHAS KaApoBas
JIOKYMEHTAIHS.




OpraHu3alMoOHHBIE JTOKYMEHTBHl — IITAaTHOE
pacnucaHue, CTPyKTypa M IUTaTHas YWCICHHOCTD,
rpaduK OTIYCKOB.

PacniopsimuTtenbHble JOKYMEHTBI — MPHUKa3bl
(pacmopsbkeHHs) TO JHYHOMY coctaBy. OOmue
TpeboBaHMsI K 0OPMIICHUIO M CPOKaM IOATOTOBKH.

HNudpopmannoHHO-CIIpaBOYHbIE JOKYMEHTHI —
3asBJICHUS, TPEJCTABJICHUS, YBEJAOMIICHUS, aKThI,
JIOKJIA/IHBIE U OOBSACHUTEIBHBIC 3aIUCKH.

VY4yetHble pOpPMBI U UX HA3HAYCHHE.

[Ipuem pabGorHukoB Ha paboty. CocraB
MEePCOHAIBHBIX JIOKYMEHTOB paboTHUKa,
NpeCTaBISIEMbIX paboTtonarento ISt
YCTAHOBJICHUSI TPYJOBBIX OTHOWICHWH. TpyaoBoit
JOTOBOp -  3aKOHOAATENbHOE  3aKperUieHHe
TpeOoBaHUl K CTPYKType TEeKCTa, TMOPSIKY
coctaBieHuss u  opopmienus. IloaroroBka u
oopMIIeHHE TIPUKA30B (PACMOPSDKEHH) O TIpHEeMe
Ha paboTy. AHKeThl, aBToOHOrpaduu, pesrome u ap.
JIOKYMEHTBI, 3all0JIHsIeMbIE TP TIpueMe Ha paboTy.
BHecenue cBeieHMit B TPYIOBYIO KHHXKKY U JINYHYIO
KapTOYKYy paOOTHHKA.

JIOKyMEHTUpOBAaHWE  JBMKEHUS  KaJpOB.
Buaelt nepeBomoB. CocTaB W THOPSIOK H3AaHUSA
JIOKYMEHTOB, O0(hOPMIISIONINX MPOLEAYPY MepeBoa.
Coneprxanue, MOPSAIOK MOATOTOBKH U O()OPMIICHHS
MPUKA30B (pacniopsikeHUi) 0 nepeBojie
COTPYAHHUKOB. J[OKyMEHTBHI-OCHOBAaHUS K TPHUKa3aM
0 TepeBOJIE.

Bunst ormyckoB. Ilopsgok  odopmineHus
€KEr0JTHOr0 OYEPEIHOr0 OIUIAYMBAEMOI0 OTITYCKA.
I'paduk OTMyCKOB, cocTaB, colep:KaHue, MOPSI0K
IIOATOTOBKH 5 oopmienus IIPUKa30B
(pacmiopspkeHuit) 0 MPEAOCTaBICHUHA OTITyCKa.
Ilopsmok  mepeHoca  ormycka.  JIOKyMEHTBI-
OCHOBAHUS K IpHUKa3aM 00 OTITyCKax.

[opsimox odopmieHUs KOMaHIUPOBOK —
COCTaB JIOKYMEHTOB, oopmIsIOmUX
KOMaHIUpOBaHWE pabOTHUKA, COJAEpXKaHWE U
MOPSAOK MOATOTOBKH MPUKa3a O KOMaHAUPOBKE.

Buasl noompennii. Conepkanue, MOPsIOK
MOJrOTOBKH u oopmienus IIPUKA30B
(pacmiopsbkeHMid) O  TMOOMIPpEHMH  paOOTHHKA.
JIOKyMEHTBI-OCHOBaHHMS K ITPUKA3aM O MOOLIPEHHH.

Bunnl TACUUIUIMHAPHBIX B3BICKAHUH.
Coneprxanue, MOPSAIOK MOATOTOBKH U O()OPMIICHHS
IIPUKA30B (pacniopsieHMI) O  B3bICKAHWH.
JIOKyMEHTBI-OCHOBaHUs K TMPUKAa3aM O HAJIOXKEHUU
JTUCITUTUTMHAPHOTO B3BICKAHUS. AKTBI 00 OTKAa3bl
JIaBaTh OOBSICHEHUS U 3HAKOMHUTBCS C TIPUKA30M.




[Topsmoxk  mpoBeneHus aTrTecTaluu
paboTHUKOB B opraHm3anud. COCTaB JOKyMEHTOB,
odopmisiromux nporeaypy. CoaepxaHue, MOpsIOK
MOJITOTOBKH " oopmieHus MIPHUKA30B
(pacnopsikeHwii) 00 aTTecTaluu.

[lopsimox  yBonbHEHHsT ~ paOOTHUKOB.
OcHoBanust yBOJbHEHUS paboTHHKOB. CocraB
JIOKYMEHTOB, oopmIsIOIIMX poLETypYy.
Coneprxanue, MOPSAOK MOATOTOBKH M O(OpPMIICHUS
nmpuka3oB  (pacmopsbkeHui) 00  yBOJBHEHUH.
JIOKyMEHTBI-OCHOBaHHUS K MpUKa3am 00
YBOJIbHEHUHU.

Y4er 1U4HOrO cocrasa.

Bunbl  yueTHbIX  AOKYMEHTOB. JInuHas
Kaprouka pabotHuka (dopma T-2): cocraB
UH(POPMALINY, TOPAIOK 3aNOTHEHUS U BEICHHUS.

HopmatuBHas m mnpaBoBas periiaMeHTaLUs
nopsiika BeAeHus NU4UHBIX Jen. Ocdopmienue u
BeJICHWEe JMYHbIX Jes paborHukoB. CocrtaB u
IIOCJIE0BATENBHOCTh PACIIOIOKEHH TOKYMEHTOB B
JIUYHOM JIEeJI€.

TpynoBas ~ kHIKKa  paOOTHHMKAa  Kak
OCHOBHOM JOKYMEHT O TPYAOBOH IEATECIBHOCTH U
TpyAOBOM cTaxke  pabotHuka. OdopmiieHue u
BEJICHUE TPYIOBBIX KHIKEK M BKJIAJBIIIEH K HUM.
[Topsimox BbImaunM JyOiMKaTa TPYJOBOM KHIDKKH.
VYyer U XpaHCHHE TPYIOBBIX KHIKEK B
oprauzanuy. OTBETCTBEHHOCTh palorojarens 3a
XPaHEHUE U 3aI0JHEHHUE TPYJOBbIX KHIKEK.

Opranuzaiusi padoThI C KaJpOBBIMU
JIOKYMEHTaMHu

Peructpanuss ~ 1OKyMEHTOB 10 JIMYHOMY
coctaBy. [IpaBuia peructpanyy U UHAECKCUPOBAHUS
KaJpOBBIX JIOKYMEHTOB. Peructparnuionusie (opmbl
(TpamuuMOHHBIE M aBTOMaTH3MpoBaHHBIE). CocTaB
PEKBU3UTOB (I10JIEH) Ui pErucTpaliy pasindHbIX
BUJIOB JIOKYMEHTOB U MOPSIIOK UX 3aIOJTHEHUS.

CucremaTuzanuss 4 OlepaTUBHOE XpaHEHHE
JIOKYMEHTOB 10 JHMYHOMY cocTaBy. OcoOeHHOCTH
¢dbopmMupoBaHUs B JieNia JOKYMEHTOB MO JIMYHOMY
COCTaBYy. IIpaBuna CUCTEMaTU3ALIUU
pacTopsANTENbHBIX JOKYMEHTOB, YYETHBIX (OpM,
TPYZAOBBIX KHIKEK. CHcTeMaTu3alus M XpaHEHHUE
JIOKYMEHTOB-OCHOBAHHUH K IIPUKa3aM.

Homenknarypa gen KkagpoBoil — ciyKOBblI.
[Topsimok MOATOTOBKH, COCTABIICHUSI U O()OPMIICHHSI.
[TpumepHas HOMEHKIATypa J1ed KaapoBOil CITyXOBI.
[Tepexonsmue nena.

Cpoku XpaHEHHUS KaJpOBBIX JOKYMEHTOB.
[ToaroroBka TOKyMEHTOB K C/laye B apXUB.

:‘)KCHepTI/ISa NCHHOCTH JOKYMCHTOB
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KaJpOBOH CIy>KObI, €6 HOPMATUBHO-METOHUYECKas
OCHOBa, OpraHU3alys U MOPSIOK MPOBEACHUS.

CoctaB JOKYMEHTOB KaJpOBOW CIIyKOBI,
NOJJISKAINX [epefaye B apXWB. [TpaBuna
MOJATOTOBKU JTIOKYMEHTOB IO JINUYHOMY COCTaBy K
neperade B apxuB opranuzanuu. CocraBieHHe H
oopmieHne OMUCH JTOKYMEHTOB IO JIMYHOMY
coctaBy. Ilopsgok yHHYTOXEHHUS [TOKYMEHTOB C
UCTEKIIUMH CPOKAMHU XPAHEHHS.

4. Ob0pa3oBare/ibHbIE TEXHOJIOTHMH

Jns mpoBeneHUs Y4eOHBIX 3aHATUH MO JUCHUIUIMHE UCIONB3YIOTCS pPa3iIUyuHbIC
oOpa3oBarenbHble TexHOJOruu. [l opraHu3anuu ydeOHOro rmpolecca MOXKET ObITh
UCIIOJIb30BAaHO AIEKTPOHHOE 00y4YeHre U (WIIN) TUCTaHIIMOHHBIE 00pa30BaTeIbHbIC TEXHOIOTHH.

Ne
Haumenosanue pazoena |Buowl yueonoii pabomut| QdpazosamenvHnvie mexnonozuu
n/
n
1 2 3 5
1 |BBenenue Jlexyus 1. Besoounas nexyus
Camocmosmenvras
Koncynemuposanue
paboma
2 |PernamenTanms Jlexyus 2. Jlexyus ¢ npumenenuem ciario-
JIOKYMEHTHUPOBAHUS KaJIpOBOK npoexmopa
JESITENIbHOCTH U PabOTHI C
KaJ[POBBIMU JIOKYMEHTAMH Cemunapckoe sanamue |3anamue c npumeHenuem
Nel pazoamounoz2o mamepuania
(Tpyooesoii kooekc, 8blOEPIHCKU U3
npagosvix aKmos)
Camocmosmenvras Koncynomuposanue
paboma
3 |Opranuzanus paboTsl Jlexyus 3. Jlexyus ¢ npumenernuem cuatio-
KaJIPOBOH CITy>KOBI npoeKmopa, OUCKYccus
3anuamue ¢ npumeneHuem
Cemunapckoe 3anamue |pazoamouno2o mamepuana
No2 (8b10€PIAHCKU U3 NPABOBHIX AKMOS,
Mamepuansl 01080 Uepvl —
Ketic-memoo)
Camocmosamenvras Koncynemuposanue
paboma
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4 |CoctaB KaapoBoOi Jlexyus 4. Ilpobaemnas nexyus c
JIOKYMEHTALIUH. npuUMeHeHueM Clano-npoeKmopa
JloxymeHnTupoBanue

Cemunapckue 3anamus  |3auamue ¢ npumeHeHuem

Noe3-7 pazoamoynoco mamepuanid
(8b10€epoicKU U3 NPABOBBIX AKMO8,
Mamepuansl 0080l uepvl —
Ketic-memoo)

TPYXOBBIX OTHOILLICHHM.

Camocmosmenvras Koncynomupoeanue
paboma
5 | Yder IMYHOro COCTaBa. Jlexyus 3. Jlexyus, ouckyccus

Cemunapckoe sauamue |3anamue c npumeHenuem

Ne§ pazoamounoco mamepuaid
(8b10EpPIHCKU U3 NPABOBHIX AKIMOS,
mMamepuansl 0e1080U uspvl —
Ketic-memoo)

Camocmosmenvras Koncynomupoeanue
paboma
6 |Opranuzanus padoThI ¢ Jlexyus 6 Jlexyus ¢ pazdopom KOHKpemHubix
KaJpOBBIMU JOKYMEHTAMU cumyayuu

Cemunapckoe sauamue |3anamue c npumeHenuem

Ne9 pazoamoynoco mamepuand
(8b10€epIHCKU U3 NPABOBBIX AKINOS,
mMamepuansl 0en080U uspvl —
Ketic-memoo)

Camocmosmenvhas Koncynemuposanue
paboma

5. OHEHKA IINIAHUPYEMBbIX PE3YJIbTATOB OBYUEHMUSI
5.1. CucreMa olieHUBAHUSA

Texymuii KOHTPOJIb OCYIIECTBIISIETCS B BUJIE€ OLIEHOK KOHTPOJIBHBIX paboT U 3aaHUl Ha
ceMHHapckux 3aHATUsAX. KouTponpHast paGota Nel BhISBIsSIET 3HaHHME COCTaBa M IMOpsAKa
oopMIIEHHUST TOKYMEHTOB B X0OJI¢ OCHOBHBIX KaJIPOBBIX MIPOLIEIYDP, U OolleHuBaeTcs 10 10 6aos,
KOHTpOJIbHas paboTta Ne 2 mokaspIBaeT 3HaHUS CTYIEHTOB 10 BOIPOCAM OpraHU3aluu paboThl ¢
KaJpOBOM JOKyMEHTAallue M BBIABISET TOTOBHOCTh CTYACHTOB K IpakTH4eckod pabote,
ouenuBaercss 70 20 GawioB. MakcuMasbHas OIEHKAa KaKJOTO0 CEMHUHApCKOro 3aHATUS — 5
6amioB. [IpoMexyTOUHBIN KOHTPOJL 3HAHUN MPOBOAMTCA B (OpME HMTOTOBOMl KOHTPOJIBHOM
paboThI, BKIIIOYAIOIIEH TeOpeTHYECKHE BOMPOCH! M MPAKTUYECKOe 3aJaHne, U olleHuBaercs 10 40
0asoB.

B pesynbpraTe Tekymero M NpoMeEKyTOYHOTO KOHTPOJISI 3HAHMM CTYJIEHTHI IOJY4aroT
COOTBETCTBYIOIIYIO OLIEHKY 3a 3K3aMEH.
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Dopma konmponn Makxc. Konuuecmeo b6annos
3a oowny pabomy]  Bcezo
Texymuii KOHTPOJIb:

- Konrponbnas padora Ne 1 (temsl 1- 20 6annos 20 6annos
4)

- Korrponbrast padota Ne2 (Temsr 5- 10 6annos 10 bannos
6)

- ceMUHapcKue 3a1anus (TeMbl 2-0) 5 bannos 30 bannos
[IpomexyTouHas arTecTanus 40 6annos
(3a4er ¢ oIeHKOMN)

HUroro 3a cemectp (AuCUMIUIAHY) 100 6annos

OreHKa «yJIOBIETBOPUTEIIBHOY BBICTABISIETCS 00y4aronemycs, Habpasmemy ot 50 10 67
0ayoB 0ayIoB, OLIEHKA «XOpPOIIO» BBICTaBIIAETCS oOydarouieMmycs, HaOpasiemy ot 68 no 82
0aJIoB, OLIEHKA «OTJIMYHOY» BBICTABIICTCS oOydaromiemycsi, Habpasmemy oT 83 1o 100 Gamios,
C()OPMHUPOBAHHBIX B PE3yJIbTaTe CYMMHUPOBaHMs OAJUIOB, IOJTYYEHHBIX IIPU TEKYILEM KOHTpOJIE
U MIPOMEXYTOUHOM aTTectanuu. [lomyueHHbI cOBOKYNHBIN pe3yibraT (MakcumyM 100 6amioB)
KOHBEPTHPYETCS B TPAJAMLUOHHYIO ILKaJIy OLEHOK M B IIKaJTy OLEHOK EBporeiickol cuctembl
nepenoca u HakoreHus kpeautoB (European Credit Transfer System; mamee — ECTS) B
COOTBETCTBHHM C TaOIHLEH:

100-6annpHas TpajiHonHas mkaia [xana
IKasga ECTS
95 -100 A
304 OTJIIMYHO B

68 — 82 XOPOIIO 3a4TEHO C

56 —67 D
5055 YZIOBJIETBOPUTEIBHO E
20-49 FX
0-19 HEYJIOBJIETBOPUTEIBHO HE 3a4TEHO F

5.2.Kpurtepnu BbICTABJICHHUA OLICHKH 110 JUCHHUILINHE
OneHka MO JUCUMIUIMHE BBICTABISAIOTCA OOydaroleMycs ¢ Y4ETOM pe3yJbTaToB TEKyIed M
IIPOMEKYTOUYHOM aTTECTALUU.

banabl/ Ouenka no Kpurtepun oueHku pe3yabTaToB 00y4eHHs 110

Hlkana AUCHMILINHE AUCHUIINHE

ECTS

100-83/ «OTITUYHOY/ BricraBisiercs o0yvaromemMycs, €Clii OH IIyO0Ko U

A,B «3a4TEHO MIPOYHO YCBOMJI TEOPETUYECKUN U MPAKTUUECKUI
(oTm4HO)»/ MaTepuai, MOKET IPOJEMOHCTPUPOBATh 3TO HA 3aHATUAX
«3aUTEHO» U B XO/I€ IPOMEXKYTOYHOH aTTeCTalUH.

OOyyaronuiicst UCYEPIBIBAIOIIE U JJOTHYECKH CTPOHHO
u3JaraeT yueOHbIN MaTepuall, yMeeT yBsI3bIBaTh TEOPHUIO C
IIPAKTUKOMW, CIIPABIISIETCS C PELIEHUEM 3ajad
npo¢ecCuOoHaIbLHONW HANIPABIEHHOCTH BBICOKOT'O YPOBHS
CJIO’KHOCTH, TIPABHIILHO OOOCHOBBIBAET ITPUHSATHIC
peneHusl.

CB000/IHO OpUEHTHUPYETCS B YUeOHOH U
npodeccuoHaIbHON JTUTEepaType.

Onenka no JUCHUILTUHE BBICTABISIOTCS 00ydaromemMycs ¢
YYETOM PE3YIBTATOB TEKYUIEH U MPOMEKYTOUHOMU
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Banael/
HIkanaa
ECTS

OueHka no
JUCHUILIMHE

Kpurepun oneHkn pe3ybTaToB 00y4eHHUsI 110
AUCHHILINHE

aTTeCTalUu.
Komnierenumu, 3akpeni€éHnble 3a JUCUUIIMHOM,
c(hOpMHUPOBAHbI HA YPOBHE — «BBICOKUIY.

82-68/

«XOpOomIo»/
«3a4TCHO
(xopor1o)»/
«3a4TCHO»

BericTaBnsiercsa 00y4aromemMycsi, €Ciii OH 3HaeT
TEOPETUUECKUN U IPAKTUYECKUN MaTEpUai, FPaMOTHO U IO
CYILLIECTBY M3JIaraeT €ro Ha 3aHATHSIX U B X0/
IIPOMEXKYTOYHOM aTTECTAllMH, HE TOIyCKasl CylIECTBEHHBIX
HETOYHOCTEMN.

OOyuatomuiics NpaBUIbHO NMPUMEHSET TEOPETHUECKUE
MOJIO’KEHUS IPU PEILICHUU NPAKTUYECKUX 3a/1a4
npogeccnoHaIbHON HAIIPAaBICHHOCTH PA3HOTO YPOBHS
CJIO’KHOCTH, BJIa/ICET HEOOXOMMBIMH IS ’TOTO HaBBIKAMH
Y MpUEMaMH.

JlocTaTOYHO XOpOIIO OPUEHTUPYETCS B yUEOHON U
npogeccuoHaIbHOM TUuTeparype.

OneHka no JUCHMILIMHE BBICTABISAIOTCS 00ydaroeMycs ¢
Y4ETOM pe3yJIbTaTOB TEKYIIEH U MPOMEKYTOUHON
aTTecTaluy.

Komnerenunu, 3akperui€HHbIe 3a JUCHUIUIMHOM,
c(OpMHPOBAHBI HA YPOBHE — «XOPOIIHIAY.

67-50/
D.E

«YIOBJIETBOPH-
TEBHO»/
«3aUTCHO
(ynosneTBopu-
TEJIBHO)»/
«3aUTCHO

BricTaBnsiercs oOydaromemMycsi, €clii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUUECKUI MaTepuall,
JOTYCKaeT OTJENIbHbIE OMIMOKH MPH €T0 U3JI0KEHUU Ha
3aHATHUAX U B XOJ€ IPOMEXKYTOYHOM aTTECTALH.
OOyuaronuiics UCTIBITHIBAET OMPEICIEHHbIE 3aTPyAHECHUS
B IIPUMEHEHNUN TEOPETUYECKUX MTOJIOKEHUHN IIPU PEIIEHUN
MPaKTHYECKUX 3a7a4 MpodhecCHOHaTbHON HAMIPABIEHHOCTH
CTaHAAPTHOI'O YPOBHS CIIOKHOCTH, BJIAJICET
HEOOXOIUMBIMU AJIS1 TOTO 0a30BBIMU HABBIKAMU U
puEéMamu.

JleMOHCTpUpYEeT JOCTaTOYHBINA YPOBEHb 3HAHUS YUEOHOH
JUTEPATYPBI 110 AUCLUIUIMHE.

OreHka mo JUCHUILTUHE BBICTABISIOTCS 00ydaromeMycs ¢
y4E€TOM PE3yJIbTATOB TEKYIIEH U IPOMEKYTOUHOM
aTTeCTaluH.

Komnierenumu, 3akpeni€éHHble 3a JUCUUIIIMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBIII).

49-0/
F,FX

«HCYOOBJICTBOPHUTE

JIBHOY/
HE 3a4TEHO

BeicTaBisercs o0yuaromemycs, €ClIM OH HE 3HAaeT Ha
0a30BOM ypOBHE TEOPETUUECKUNA U MPAKTHYECKUIT
MaTepua, JoIycKaeT rpyOble OMNOKU IPU €ro
M3JI0’)KEHUU HA 3aHATUAX U B XOJ€ IPOMEKYTOUHON
aTTeCTallUu.

OOy4arouuiicss UCTIBITHIBACT CEPbEIHBIE 3aTPYAHEHUS B
NPUMEHEHUHU TEOPETUYECKUX MOJIO0XKEHUH NP pelieHnn
NpPaKTUYECKUX 3a/1a4 MTPO(eCCHOHATbHON HANPaBIeHHOCTH
CTaHJAPTHOI'O YPOBHS CIIOKHOCTH, HE BIIaJIEET
HEOOXOIMMBIMU JUIsl 3TOTO HABBIKAMU U ITPUEMAMH.
JlemoHcTpupyeT (hparMeHTapHbIe 3HaHUS Y4eOHON
JUTEPATYpPhl 110 JUCLUILINHE.
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Banasl/ Ounenka no Kpurepun oneHkn pe3ybTaToB 00y4eHHUsI 110
Hlkana AUCHHILINHE AUCHHILINHE
ECTS

OneHka 1o JUCLUIUIMHE BBICTABIIAIOTCS 00YYarOIEMYCs C
y4E€TOM PE3yJIbTATOB TEKYILEH U IPOMEKYTOUHON
aTTecTaluu.

Kommnerenuyu Ha ypoBHE «JIOCTaTOYHBII), 3aKPEIUIEHHBIE
3a AMCUUIUIMHON, He COPMHUPOBAHBI.

5.3. Ouenounble cpeacTBa (MaTepHAJIbI) AJIs1 TEKYLIEr0 KOHTPOJISA yCIIeBaeMOCTH,
NPOMEKYTOYHOH aTTeCTAMH 00y4aIOLIUXCS M0 TUCIHUIIUHE

Bapuanmuvr konmponwvnoit pavomuer Ne 1

Bapmuanr 1

1.B kakux ciydasx KajapoBas Cy»x0a HMeeT MpaBo BbIaTh TyOauKaT TpyaoBod KHMKKU? Kak
3TOT TIOKYMEHT odopmiisieTcs?

2.Ilepeuncnure BUABI JOKYMEHTOB, NMpHMEHSEMBIE MPH TepeBoje Ha Apyryro padory. Kak
odopMIIseTCs KaXKIbIH U3 HUX ?

3. HazoBuTE NOKyMEHTBHI, IpeAOCTaBIsieMble pAOOTHUKOM IIPU MTOCTYIUIEHUH Ha padoTy.
4.KakuM JIOKaJIbHBIM HOPMATUBHBIM aKTOM PETIaMEHTHPYETCsl paboTa KaJApOBbIX CHEIMAINCTOB
C MEpCOHAJIbHBIMU JaHHbIMU? JlaliTe eMy XapaKTepUCTHUKY.

Bapuant 2

1.XapakTepucTuka Ha3HAu€HHUs TPYIOBOM KHMXKKH. B Kakoll cpok JomkHa OBITH 3aBeleHa
TPYIOBasi KHUKKA MPHU MOCTYIJICHUU Ha paboTy BEpBbIE?

2.Ilepeuncnute BUABI JOKYMEHTOB, IPUMEHSIEMbIE TIPU yBOJIbHEHUH. Kak odopMisieTcs KaxIblii
13 HUX?

3.Kakoll 5OKaJabHBIII HOPMATHBHBIM aKT OINpPEAENSIeT OPraHU3aLMIO0 TPyAa COTPYJHHKOB B
KOMNaHuH. /[aiiTe emy XapaKTEpUCTHUKY.

4.HazoBure nHpopMaIuio, 00s3aTeabHYI0 sl BKIIOYEHUS B TPYJIOBON JOTOBOD.

Bapuanmuvt konmponwvnoit paoomor Ne 2

Bapmuanr 1
1. Tlepeuncnure cocTaB JOKYMEHTOB JIMYHOTO Jeia paboTHHKa. KakuMu HOpMaTHBHBIMU
JOKYMEHTaMHU 3TO OIpeieieHo?
2. HazoBure 10KyMEHTBI KaJpOBOil CIIy>KOBbI, IOUIEKAIIME [Iepelade B ApXUB.
Bapuant 2
1.KaxoBBI 0COOCHHOCTH COCTABJICHUS HOMEHKIIATYPBI JIENT KaIPOBOM CITYKObI?
2. HazoBure o0s3atebHbIe PETUCTPALIMOHHBIE (POPMBI KaIPOBON CITyKObI?

ITpumepnsvie KOHmMpPoOBLHBIE 6ONPOCHL 0151 RPOMENCYMOUHOU AMMECMAY UL

1. Ilepeuncauth 3aKOHO/IaTEJIbHBIC aKTHI, KOTOPBIMHU perilaMeHTHpYyeTCs
JOKYMEHTHUPOBAaHUE KaJPOBOM IEATEIBHOCTH B HACTOSIILEE BPEMS?



15

2. llepeuncauth HOPMAaTHUBHO-METOINYECKUE JIOKYMEHTHI, pernamMeHTHpyoIne

JNOKYMEHTHUPOBAHME KAJPOBOU NEATEIBHOCTH.

Ha3zBaTh BBl JOKYMEHTOB, IIPEIbsBIIsieMble pAOOTHUKOM MpH MpHeMe Ha paboTy.

4. Ha3Bate BuABl JOKYMEHTOB, YCTaHOBJEHHble TpynoBbIM  KojxekcoM  P®D,
JOKYMEHTHUPYIOIINE pueM paboTHHUKA Ha paboTy.

5. IlepeuncnuTh BHUIBI JTOKYMEHTOB, OGOpPMIISIONINE H3MEHEHHE YCIOBUIl TpPyAOBOTO
JOrOBOPA.

6. IlepeuncnuTe BHIBI JOKYMEHTOB, YCTaHOBJIEHHbIE TpynoBeIM KojekcoM P® i
pEryMpoBaHMsl TPYIOBBIX OTHOILIEHUH.

7. Cpokn TOATOTOBKH, KakMX JOKYMEHTOB IO JOKYMEHTHPOBAHHMIO  KaJIpOBOM

JESTEILHOCTH YCTAHOBJIEHBI 3aKOHOIATEIBHO?

Kaxue @yHkumu kagpoBoit ciry>kObl CBSI3aHBI C YYETOM JIMYHOTO cOCTaBa?

9. Kakue ¢yHKIMHM JOJDKHA BBINOJHATH KaapoBas Ciyx0a npu  oopmIeHUN
YBOJIbHEHUS pabOTHUKA ¢ pabOTHI?

10. Kakumu gokymMeHTaMu oopMiIsieTcst yBOJIbHEHHE paOOTHHUKA?

11. HazoBute pyHKLINU KaapOBOH CITy:KOBI CBSI3aHHBIE C TPYIOBBIMU KHIKKaMU?

12. Kakumu gokymMeHTaMu opopMiIseTcst aTTecTalus paboOTHUKOB?

13. HazoBuTe 0COOEHHOCTH HOMEHKIIATYPHI J€JT KaJAPOBOM CITYKOBI.

14. Kakue nena kapoBoii ci1yKObl OTHOCATCS K KaTETOPUH MEPEXOAIuX?

15. Ilepeuncauth 0cOOCHHOCTH (HOPMHUPOBAHMSI JIMYHOTO Jesia paboTHUKA?

(98]

*®

6. YueOHO-MeTOAMYecKOe U MH(OPMAIITHOHHOE o0ecneyeHue TUCIUTIINHbI
6.1. CnHcOK MCTOYHHMKOB M JIUTEPaTyphbl

HUcTounuku (00s3aTe1bHbIE)

1. Koucruryumsi Poccuiickoii ®exmepanuu (C MOCIEAYIONAMH HW3M. U JIOIL.) //
Koncynprantllntoc. Bepcusillpod  [DnekTponHbIl pecypc]. — DnekTpoH. gaH. - Pexum
noctyma : http://www.consultant.ru/.

2. TpynoBoii komekc Poccuiickoit Denmeparuun ot 30.12.2001 Ne 197-®3. [lpunsar
l'ocynapctBennoit ymoir 21 pexkabps 2001r. (c mocnemyromyMd UW3M. W jgom.)  //
Koncynerantllmoc. Bepcusillpod  [DnexTpoHHBIH pecypc]. — DNeKTpoH. AaH. - Pexum
nocrtyta : http://www.consultant.ru/.

3. 3axon Poccwuiickoii @eneparmu ot 25 oktsaops 1991 r. Ne 1807-1  «O s3bIkax HapoOAOB
Poccuiickoit ®enepanun» // Bemomoctn CHJI P® u BC P®. 1991. Ne 50. Ct. 1740; (c
nocneaytomumu u3M. u gom.) // Koncynerantllmtoc. Bepcusllpod [Dnekrponnsrit pecypc]. —
DneKkTpoH. aH. - Pexum goctyna : http://www.consultant.ru/.

4. ®enepanbhbiii 3ak0H PO ot 27.07.2004 Ne 79-d3 «O rocyaapcTBEHHOH TpakIaHCKOI
ciyx0e Poccuiickoit ®enepammmn» (¢ mocienyrommmu u3M. U jgon.) // Koncynerantllnroc.
Bepcusllpod [Onextponnbiii  pecypc]. — OnekTpoH. JgaH. - Pexum pocrtymna
http://www.consultant.ru/.

5. ®enepanbhblii 3akoH Poccuiickoit deneparyn ot 01.06.2005 Ne 53 «O rocynapcTBEeHHOM
s3pike  PD» (¢ mocmenyrommmvu wsM. u gom.)  // Kouncymerantllmoc. Bepcusllpod
[DnekTpoHHBIHI pecypc]. — DAEKTpoH. JaH. - Pexxum moctyma : http:// www.consultant.ru/.

6. Oecnepanbublit 3akoH Poccuiickoit ®Penepaumun ot 06.12.2011  Ne 402-03  «O
OyxranrepckoMm ydere» (¢ mociemyrommmu u3M. u jor.) // Koncynerantllmtoc. BepcuslIpod
[DnekTpoHHBIH pecypc]. — DAEKTpoH. JaH. - Pexxum moctyma : http:// www.consultant.ru/.

7. ®enepanbubiii 3akoH Poccuiickoit ®enmeparmu ot 02.05.2006 Ne 59-d3 «O mopsiake
paccMOTpeHHs oOpalieHui rpaxaan» (¢ mocuenyromuMu u3M. u gon.) // Koncynerantlmroc.
Bepcusllpod [OnexTponHnblit  pecypc]. — DOnekTpoH. pgaH. - Pexum jgocryna
http://www.consultant.ru/.
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8. ®cnepanpupii 3akoH or 27 wmions 2006 r. N 152-®3 "O mnepcoHanbHBIX JaHHBIX'"(C
nocienyomuMu u3M. u gom.) // Koncymnsrantllmroc. Bepcusillpod [Dnextponnsrit pecypc]. —
OneKTpoH. naH. - Pexxum noctyna : http://www.consultant.ru/.

9. ®enepanbhbiii 3akoH oT 01.10.2004 No 125-®3 «O0 apxuBHOM Jene B Poccuiickoit
Oenepanun» (¢ mocnenyromumu u3M. u  gom.)  // Kowcymprantllmoc. Bepcusllpod
[D1eKTpOHHBIN pecypc]. — DIeKTpoH. AaH. - Pexxum poctyna : http://www.consultant.ru/.

10. denepanbubiii 3akon ot 29.07.2004. No 98-®3 «OxommMmepueckoit TaitHe» // (c
nocneaytomumu u3M. u gom.) // Koncynerantllmtoc. Bepcusllpod [Dnekrponnsrit pecypc]. —
DneKTpoH. JaH. - Pexxum poctyna : http://www.consultant.ru/.

11. TIpaBuna BeeHUS U XpaHEHHS TPYAOBBIX KHIKEK. (C MOCICIYIONIMMH U3M. M J01.) //
Koncynerantllmoc. Bepcusillpod  [DnexTpoHHBI pecypc]. — DNeKTpoH. maH. - Pexum
nocrtyna : http://www.consultant.ru/.

12. UHcTpyKIns 10 3aroHEHHIO TPYAOBBIX KHMXEK (yTB. [locTaHoBieHneM MuHHCTEpCTBA
Tpyna W comuanbHoro pas3Butus Poccuiickoir ®enmeparmuu ot 10 okTaops 2003r.).
3apeructpupoBana MunuctepcTBoM tocturu Poccuiickoit ®@enepamuu 11 wHosiOps 2003 r.
perucTpanoHHbii HOMep 5219.(c mocnenyromumu usM. u non.) // Koncynerantllmroc.
Bepcusllpod [OnexkTponnblit  pecypc]. — OnekTpoH. pgaH. - Pexum jgocryna
http://www.consultant.ru/.

HNcrounuku (0NMO0JTHUTEIbHbIE)

13. ®enepanbupiii 3akon PO ot  27.07.2006 Ne 149-®3 «O6 wuHpopmanuH,
MH()OPMAITMOHHBIX TEXHOJIOTHAX W 3aIuTe HHGOpMauuy (C MOCISAYIONIMMH U3M. U J0mM.) //
Koncynerantllmoc. Bepcusillpod  [DnexTponHBIH pecypc]. — DNeKTpoH. gaH. - Pexum
noctynma : http://www.consultant.ru/.

14. denepanpubiii 3akoH 0T 26.12.1995. Ne 208-®3 «O0 akimoHEepHBIX 0O0IIECTBaX» (C
nocienyomuMu u3M. u gom.) // Koncynerantllmroc. BepcuslIpod [DnexktponHslit pecypc]. —
DnexTpoH. naH. - Pexxum nocryna : http://www.consultant.ru/.

Oo6mepoccutickuii  kiaccudukarop mnpodeccuit pabouyux, JAOHKHOCTEH CIyXaIlluX |
tapuubx paspsaos OK 016-94. M.: Muntpya Poccun, 1995.

O6mepoccutickuii knaccupukatop napopmarmu o Hacenenun OK 018-95. M.: MuHTpy
Poccun, 1996

OO6mepoccuiickuii  kiaccudukarop ymnpapieHueckoi gokymeHtamuu OK 011-93. M.:
I'occrannapt Poccun, 1994.

OO6mepoccuiickuii KiaccupukaTop creruanbHocTel mo oopazoBanuto OK 009-93. M.:
I'occrannapt Poccun, 1995.

[Ipuka3z PocapxuBa ot 23.12.2009 N 76 "OO6 yTBepkaAcHHH METOIUYECKUX
pexoMeHaanuii mo pazpaboTke MHCTPYKUUH MO JEIONPOM3BOJCTBY B (heAepalibHBIX OpraHax
WCIIOJIHUTENIbHOM BIAcTH'.

YHauduuupoBaHHele GOPMBI MIEPBUYHON YUETHOH TOKYMEHTALMH 110 YYETy TpyAa U ero
orutatel, yTBepkiaeHHbIe IloctanoBnennem I'ockomcrara P® ot 05.01.2004 Ne 1. M.:
HUITHcratuadopm 'ockomcrara Poccu, 2004.

15. TapudHo-KBaTHUPHUKAIMOHHBIH CIIPABOYHHK. // Koncynprantllmoc. Bepcusllpod
[DneKTpoHHBIN pecypc]. — DIeKTpoH. AaH. - PexxuM noctyna : http://www.consultant.ru/.

16. KBanudukaoHHbIH CIIPaBOYHUK JOJDKHOCTEH PYKOBOIAMTEINCH, CIICIIUATMCTOB U IPYTUX
ciyxamux. M.: Muntpya Poccun, 2000. / KoncynbsrantlLntoc. Bepeusllpod [DnexkrpoHHbIi
pecypc]. — DiekTpoH. faH. - Pexxum nocryma : http:/www.consultant.ru/.

Me:xoTpacneBble YKpyIHEHHbIE HOPMAaTUBbI BPEMEHU Ha padOThl IO KOMILJIEKTOBAaHUIO U
yuety kanpos. M.: LIBHT Muntpyna CCCP, 1991.


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
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[lepeyeHbp THUMOBBIX YNPABICHYECKUX AapPXMBHBIX JOKYMEHTOB, 0Opasymoommuxcs B
nporiecce JAeATENIbHOCTH TOCYAaPCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CAMOYIIPABICHHS W
OpraHM3alMi, ¢ yKa3aHUEM CpPOKOB XpaHeHus. M., 2011.

[lpaBuna opraHu3any XpaHEHHs, KOMIUICKTOBAaHHS, Yy4€Ta W  HCIIOJIb30BAHHUS
IOKyMeHTOB ApxuBHoro ¢onga Poccuiickoit ®@enepaiuu U APYruxX apXUBHBIX JIOKYMEHTOB B
opraHax TOCYIapCTBEHHOH BJACTH, OpraHax MECTHOTO CaMOYIIPABJICHHWS W OpraHH3aIHsX,
YTBEPXKACHHBIX ITpHKa3oM MuHKyIbTypsl PO ot 31.03.2015 Ne 526.

Jluteparypa (ob6si3aTenpHAs)

Bynar, P. E. JlokymeHTanmoHHOE obOecrieueHue YIpaBiIeHUs IMEpCOHaIoM: YdeOHoe
nocobue/bynar P. E. - Mocksa : HUL] UHOPA-M, 2015. - 234 c. (Beiciiee oOpa3zoBaHue:
bakanaBpuat)[SBN  978-5-16-010318-1. -  Tekct : osnektponnbii. -  URL:
https://znanium.com/catalog/product/488066

XKypasnesa, 1. B. KanpoBoe nenomnpousBoactBo: Haunnaem ¢ Hyns. AyJUT CBOMMH
cuwiamu / W1.B. XKypasnesa, M.B. XKypagnesa. - 2-e uzn. - Mocksa : HUL[ UTHOPA-M, 2014. -
184 c. + ( Hom. mat. znanium.com). - (IIpocto, kpatko, 6sicTpo). ISBN 978-5-16-008986-7. -
Texkcer : anextponnsiit. - URL: https://znanium.com/catalog/product/417566

Jluteparypa (IOTMOTHUTEIbHAS)

brikoBa, T. A. JlokyMeHTaIllMOHHOE OOecCIeueHHe yMIpaBlIeHUs (JIeIOMPOU3BOJCTRO):
Vu. noc. / T.A.beixoBa, T.B.Ky3nenosa, JI.B.Cankuna - 2 u3n., nepepad. u gom. - Mockga :
NHO®OPA-M, 2012. - 304 c. + CD-ROM. - (Briciiee oopazoBanue). ISBN 978-5-16-004805-5. -
Texkcer : anextponnsiit. - URL: https://znanium.com/catalog/product/238519

6.2. Tlepedenb pecypcoB HHGOPMAIMOHHO-TEJIEKOMMYHUKANMOHHOM ceTH « UHTEepHET»

- I'apant [OnektpoHHBIA pecypc]. — DnekTpoH. gaH. — M., cop. 2019. — Pexxum pnoctyna:
http://www.garant.ru.

- Koncynprant Ilmtoc [DnekTpoHHbIM pecypc]. — DnekTpoH. gaH. — M., cop. 2019. — Pexum
nocryma: http://www.consultant.ru.

6.3.1Ipo¢eccuonasibHbIe 0a3bl JAHHBIX U HH(POPMAIIHOHHO-CIIPABOYHbIE CHCTEMBbI
Joctyn k npodeccruoHabHBIM 6a3am maHHBIX: https:/liber.rsuh.ru/ru/bases

WNubopmaninoHHbIE CTIPABOYHBIE CHCTEMBI:
1. Koncynwrant [Lmroc
2. Tapanr
1.
7. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHHUE JJUCIHUIIJINHBI

Jns  obecriedeHus AMCUUIUIMHBI  HCIIOJIB3YeTCS  MaTepHallbHO-TEXHHUYEcKass 0asa
00pa30BaTeNbHOTO  YUPEXKACHUA: Yy4eOHble ayIUTOPHM, OCHAIIEHHBIE KOMIIBIOTEPOM H
MIPOEKTOPOM JIJIsl IEMOHCTPAIMH YUYeOHBIX MaTepHasIoB.

CocTtaB mporpaMMHOTO 00€CTICUCHHUS:
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security


http://www.consultant.ru/
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8. OBECIHHEYEHHUE OBPA30OBATEJIBHOI'O ITPOLHECCA AJIA JINL C
OI'PAHUYEHHBIMHU BO3MOKHOCTAMU 310POBbs 1 UHBAJIUAOB

B X0J¢€ peanu3anvn JUCHUITIIMHBI UCIIOJB3YIOTCA CICAYIOIUE JOIMOJTHUTCIbHBIC
MCTOABI 06yquI/151, TCKYIICTO KOHTPOJIA YCIICBACMOCTHU U HpOMC)KyTOLIHOI\/'I aTTCCTallun
o6yqa}01u1/1x05[ B 3aBUCHUMOCTH OT UX HHAWBUAYAJIbHBIX OCOOECHHOCTEH:

® IS CJIENBIX U CI1a0OBUISAIINX

- JeKuuu O(OPMIISIOTCS B BHJIE DJIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C TOMOIIBIO
KOMIIBIOTEpA CO CIEeNHUaIN3UPOBAHHBIM MPOTPAMMHBIM 00€CIICUeHUEM;

- THCBMEHHBIC 33JaHUS BBHINOJHAIOTCA HA KOMIBIOTEPE CO  CIHEIHAIU3UPOBAHHBIM
IIPOrpaMMHBIM 00ecTieYeHEM, UM MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieunBaeTCsl HHAMBUIYalbHOE paBHOMEpHOE ocBetieHue He menee 300 mokc;

- s BBIIOJHEHWS 3aJaHusl MpH HEOOXOAMMOCTH IMPENOCTaBIISETCS YBEIMYMBAIOIIEe
YCTPOHCTBO; BO3MOXKHO TAaK)KE€ MCIIOJIb30BaHNE COOCTBEHHBIX YBEIMYHBAIOIUX YCTPOHCTB;

- MIUCbMEHHBIE 3aJ1aHUs 0POPMIIAIOTCS YBEIMYEHHBIM HIPpU(TOM;

- 9K3aMeH M 3a4€T NMPOBOAATCS B YCTHOM (pOpME MIIM BBIMOIHSAIOTCS B MUCbMEHHOM (opMe Ha
KOMIIBIOTEPE.

® U TIIYXUX U CJIA0OCIbIIIAIINX:

- Jexkuuu OoGQOpMIISIOTCS B BHUJIE 3JIEKTPOHHOIO JOKYMEHTa, JUOO0 MpenocTaBiseTcs
3BYKOYCHJIMBAIOLIAsl annapaTypa WHAWBUIYAIBHOTO MOJIb30BaHMS;

- MIICbMEHHBIE 3aJIaHUS BHIMOIHSIOTCS Ha KOMITBIOTEPE B MMCbMEHHOU QopMme;

- 9K3aMeH M 3auéT MPOBOAATCS B NHCBMEHHON (opMe Ha KOMIIBIOTEpE; BO3MOXKHO
MpoBeJieHNE B JOpME TECTUPOBAHUS.

®  JUIs JIUII C HAPYLICHUSIMHU OMOPHO-/IBUTaTEIbHOTO alapara:

- JIeKIMH O(OPMIIAIOTCS B BUJE AJIEKTPOHHOTO JOKYMEHTA, JOCTYIHOIO C TOMOIIBIO
KOMIIbIOTEpA CO CIEIMATU3UPOBAHHBIM ITPOrPAaMMHBIM 00€CTICUeHUEM;

- THUCbMEHHbIE 3a/laHUsl BBINOJHAIOTCS HAa KOMIIBIOTEPE CO CHEIHATU3UPOBAHHBIM
IPOTPaMMHBIM 00ECTIEYCHHUEM;

- 9K3aMEeH U 3a4€T MPOBOASATCS B YCTHOU (hOpME MIIHM BBIMIOJIHAIOTCS B MUCbMEHHOM opme Ha
KOMIIBIOTEPE.

[Tpu He0OXOTUMOCTH IMpelyCMaTPUBACTCS YBEIMUEHNUE BPEMEHHU ISl TOJTOTOBKH OTBETA.

[Iponienypa  mpoBefeHHsT  NPOMEXYTOUHOM  arrectamuu Ui OOyYaroIIUXCs
yCTaHaBIMBaeTCA C YYETOM UX HMHAWBHUIYAJIBHBIX ICUXO(PU3NYECKUX OCOOEHHOCTEH.
IIpomexyTodHas arTecTanusi MOXKET IIPOBOIAUTHCS B HECKOJIBKO ATAIOB.

[Tpu mpoBeneHUH MpoLEAYphl OLICHUBAHUS PE3YNBTATOB OOYUYEHHs MpeaycMaTpUBacTCs
UCTIOJIb30BaHUE TEXHUYECKHX CpEACTB, HEOOXOAMMBIX B CBS3M C HMHIUBUAYaJIbHBIMU
OCOOCHHOCTSIMU O0y4arolmuXcsa. DTH CpeJICTBA MOTYT OBITh MPEAOCTaBIEHBI YHHUBEPCUTETOM,
WJIA MOTYT HCIIONIb30BaThCSl COOCTBEHHBIC TEXHUYECKHE CPE/ICTBA.

[IpoBenenne mpoueaypbl OLEHUBAHUS — pe3yabTaTOB  OOyuYeHHUs  JIOMyCKaeTcs C
MCTOJIb30BaHUEM JUCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTUH.

ObecnieunBaeTcsi JOCTyN K MHPOPMAIMOHHBIM U OnOinorpaduveckuM pecypcam B CETH
WuTepHer s Kakaoro oOydaromierocs B (opMax, aJanTHUPOBAHHBIX K OTPAHUYCHUSM HX
3JI0pOBbS U BOCTIPUSATHS HHPOPMAIIH:

® I CJETbIX U cIa00BUIAIINX:

- B Ie4aTHOM (hopMe YBETMUEHHBIM IIPUPTOM;

- B (hopMe 3JEKTPOHHOTO JOKYMEHTA;

- B popme ayanodaiina.

® I TIYXUX U caaboCHbIIIauX:

- B Ie4aTHOM (opme;

- B (hopMe 3JEKTPOHHOTO JOKYMEHTA.

® g 00y4aromUXCs ¢ HApYUICHUSIMU OMOPHO-BUTATEILHOTO armapara:
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- B Ie4aTHOH popme;
- B (hopme 3eKTPOHHOTO TOKYMEHTA;
- B (hopme ayanodaiina.

Y4eOHble ayAUTOpUN AJI BCEX BHUJIOB KOHTAKTHOM M CAMOCTOATEIbHON pabOThI, HaAy4YHas
O6ubsnoTeKa M WHBIE TOMEIIEHHs [UIs 00y4YeHMs OCHAIIEHBI CHEelHaTbHBIM 000pyNIOBaHUEM H
y4eOHBIMH MECTaMH C TEXHUYECKUMHU CPeICTBAaMU O0yUEHHUSI:

® I CJETbIX U cIa00BUISAIINX:

- YCTpOICTBOM I CKaHHpoBaHUA U yTeHus ¢ kamepoid SARA CE;

- nucrneeM bpaiins PAC Mate 20;

- npuHTepoM bpaiing EmBraille ViewPlus;

® I TIYXUX U caaboCHbIIIaux:

- ABTOMATH3MPOBAHHBIM pabOYMM MECTOM JJsi JIIOJeH C HapylleHHeM cllyXa H
c71a00CIIBIIIAIINX;

- aKYCTHYECKHM YyCHIIUTENb U KOJOHKH;

® s 0Oy4aIOUIMXCS ¢ HApYILIEHUSIMUA OTIOPHO-JBUTaTeIbHOTO anmapara:
- IEPEBUKHBIMH, PETYJIUPYEMBIMHU 3proHoMuYeckuMu napramu CHU-1;
- KOMIBIOTEPHON TEXHUKOH CO CIIeUaIbHBIM POrPAMMHBIM 00ECIIEYCHUEM.

9. MeToguyeckue MaTepuaJbl
9.1.11;1aHBICEMMHAPCKHUX 3aHATHIH.

TEMA1.3AKOHOJATEJIbHASL PETTIAMEHTAIIA JOKYMEHTHPOBAHIMA
KAJITPOBOU JEATEJIBHOCTU B P®

PopMa 3aHATUA — TUCKYCCHS IO pe3ybTaTaM U3y4eHHUs] MaTEpPUAIIOB

SATAHUAL.

1. TIlpoanamusupyiite Tpymooii komekc Poccuiickoit deneparuu u onpenenuTe TpeOOBaHUS K
COCTaBy U 0()OPMIICHUIO IOKYMEHTOB, PErJIaMEHTUPYIOIIUX TPYOBbIE OTHOILICHHS.

2. Ilpoanamusupyiite TpymoBoit komekc Poccuiickoit @enepanuu u onpeneauTe TpeOOBaHUS K
(bYHKIMSAM KaJApOBOH CITykKOBI.

YKA3AHV 10 BBIITOJIHEHUIO 3AJTAHUIM

1. Uzyunte TpynoBoi KoaeKc W BBIICHUTE, KAKAMHU JIOKYMEHTAMH IIPEIYyCMOTPEHO
opopmiieHHe TmpueMa, TEPeBOJa, YBOIbHEHHs, KOMAHAMPOBAHHS, AUCIUILTMHAPHOTO
B3BICKAHUS W TIPEIOCTaBIEHUs OTIMycKa paboTHukaM. CocTaB IOKYMEHTOB (DUKCUPYETCS IO
KOKIOU OTIEeNbHON mporeaype. OOpaTuTe BHUMaHHE HA CPOKU TMOJTOTOBKH JOKYMEHTOB,
YCTaHOBJICHHBIE 3aKOHOIaTEIBHO.

2. Wzyuute TpynoBoii KOAEKC | OMpeAeTUTe O0sI3aHHOCTH padOoTOAATeNs MO OTHOIICHHIO K
pabOTHHKY, KOTOphIE yCTaHOBJIEHBI B Kojekce mpu BOSHUKHOBEHUH TPYIOBBIX OTHOIIECHUH,
BBISIBUTH (DYHKITMH KaJIPOBOU CITYKOBI.
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KOHTPOJIBHBIE BOITPOCBI.

1. IlepeuncnuTh OCHOBHBIE BHIbl JOKYMEHTOB, MCIIOJIb3yeMbI€ [JISl JIOKYMEHTHPOBAHUS
TPYAOBBIX OTHOLIEHHUH, YCTAHOBJIEHHBIX B TPYJOBOM 3aKOHO/IATENIbCTBE.

2. HazoBute Tunossie (GyHKIUU KaAPOBOU CITY>KOBI.

TEMA 2.PA3PABOTKA OPTAHU3AILIMOHHBIX JIOKYMEHTOB B KAJIPOBOI
CJIY)KBE

®opma 3aHATUI — AUCKYCCHA IO pE3yJibTaTaM U3YUCHUA MATCPHUATIOB

3ATTAHUS

1. TIpoananusupyiiTe opranuzanuio padotsl ¢ kagpamu B 3A0 “Brimnen”.

2. VYcraHoBuUTE CTPYKTYpY U coaep:kanue [lonoxenus o6 oraene kagpoB 3A0 “Brimmen”

3. VYcraHOBUTE CTPYKTypy M COAEpKaHHME MOHKHOCTHOM HHCTPYKIMHCOTPYIHHKA KaJpOBOU
CITYKOBI

YKA3AHUWA 110 BBITIOJIHEHUIO 3AJIAHU A

1. Ilpoanamusupyiite KoMmIuleKC I0KyMEHTOB 3AO “BriMmen”, BbIABIAS €ro CTPYKTYpY,
YHCJIEHHOCTh, HampaBieHUsl JeATenbHOCTH OOmecTBa W OCOOCHHOCTH OpraHU3alluu
KaJpoBOM pabOTHI.

2. Ha ocHOBe KBanM(pUKALMOHHON XapaKTEPUCTUKU PYKOBOJAUTENSI KaapOBOH CIy»kKOBbl,
YCOPJl, TpynoBoro kojekca W TpeOOBaHMN HWHBIX HOPMATHUBHBIX U METOJUYECKUX
JOKYMEHTOB yCTaHOBHUTE CTPYKTypy U conepkanue [lonoxenuss o6 otnene kaapo 3A0
“Bpimnen”.

3. Ha ocHoBe KBalM(PHUKAIIMOHHBIX XapaKTEPUCTUK paOOTHUKOB KaJapoBoi ciyxkObi, Y COPJI
VYcTaHOBUTE CTPYKTYpy M COAEpKAaHHME NOJKHOCTHOW HMHCTPYKLHMU COTPYIHHUKA KaJpoBOMU
ciyx0b1 3A0 “Bpimnen”.

KOHTPOJIBHBIE BOITPOCBHI

—

[lepeuncnure 3agaun U GyHKIUN KaAPOBOU CITyKOBI.

2. Kaxue JOKyMEHTHI periaMeHTHPYIOT paboTy ¢ IEpPCOHAIOM OpraHu3anun’?

3. Ha ocHOBe, Kakux JIOKYMEHTOB pa3padaThIBAIOTCS IOJOKEHHWE O KaJpOBOM CIIyxkOe u
JOJDKHOCTHBIE UHCTPYKIUH €€ COTPYIHUKOB?

4. KakoBa CTpyKTypa TEeKCTOB IOJIOKEHHS O KaAPOBOU CIy>KO€ U JOKHOCTHON MHCTPYKIMH?

5. Korpa monoxkeHne o KaJIpoBoil ciy:x6e mpuoOperaeTr opuandeckyro cuiny? Korma ono
TpeOyeT nepepaboTku?

6. Ilepeuncnure obmue TpeGoBaHU K OPOPMICHHIO OPTraHU3aLMOHHBIX JIOKYMEHTOB.

TEMBI3-7. IOKYMEHTHPOBAHME KAJIPOBOM JESTEJBHOCTH

PopMa 3aHATUA — TUCKYCCHS IO pe3ysIbTaTaM U3y4eHHUs] MaTEPUAIIOB

SAIAHUA:

1. U3yunte 3akoHOJaTeNbHbIE TPEOOBaHUS K  COAEpPX AHUIO U O(GOPMIIEHHIO  TPYIOBOIO
JOrOBOPA.

2. YcTaHOBHTE KOMIUICKT JIOKYMEHTOB 10 TIEPEBOJIy Ha JIPYTyIO padboTy.

3.YcTraHOBUTE KOMIUIEKT JOKYMEHTOB O MPEIOCTaBICHUU OTIYCKa, NMEPEHOCE OTIYCKA, OT3bIBE
U3 OTITyCKa, IPOEKThl TOKYMEHTOB O KOMaHAWPOBAHUU PaOOTHHKA
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4.YCTaHOBUTE KOMIUIEKT JIOKYMEHTOB O TIOOIIPEHUH pabOTHUKA U O BBIHECEHHH
JUCHMITTHHAPHOTO B3bICKAHUSI.

5.YcraHoBHUTE KOMILJIEKT JOKYMEHTOB 00 U3MEHEHHH (haMuiinu pabOTHHKA

6.YcTaHOBUTE KOMIUIEKT JOKYMEHTOB O PacTOpPKEHHHU TPYAOBOTO JOTOBOpa IO pa3HbIM
OCHOBAHUSM

YKA3AHV 10 BBIITOJIHEHUIO 3AJTIAHUIM

1.Ha ocHoBe wMmarepuasioB nAen0BOW WUIphl (CIpaBOYHbIE JaHHBIE O paOOTHHKE) U
TpeboBanuil Tpy10BOro KojieKkca onpeaeanTe CoJIepKaHUEeTPYA0BOrO JI0TOBOpPa U OCOOEHHOCTH
ero opopMIICHHSI.

2.Wcnonp3ys MaTepHasl J1eJI0BOW Urphl (CIIpaBOYHBIE JaHHbIE O PAOOTHHUKE) M yUUTHIBAS
TpeboBaHus TpyJ0BOro Kojekca yCTaHOBUTE COCTaB JJOKYMEHTOB IPU MepeBojie paboTHUKA (110
€ro MHHUIMATHBE U MO0 MHHULMATHBE PYKOBOAMTENS CTPYKTYPHOTO MOJpa3JesieHHs) Ha APYTYIO
pabory B TOMl ke opranmzanuu. OnpenenuTh OCOOCHHOCTH JOKYMEHTHPOBAHHS JTOU
IIPOLEAYPHI.

3.Ucxons u3 MatepuanaoB JeI0BOM UTphl (CIpaBOYHbBIE JaHHbIE O pAaOOTHUKE) YCTAaHOBUTH
COCTaB JOKYMEHTOB I10 IPEJOCTaBICHUIO paOOTHHKA €XKErOJHOI0 OYepelHON OIUIayMBaeMOTrO
OTIlyCKa U OTHycka 0e3 coxpaHeHHs 3apaboTHOM miartel. OmpenenuTb OCOOEHHOCTH
JOKYMEHTUPOBAHHSI 3TOU MPOLETYPHI.

Hcnonb3yss MaTepuaibl A€I0BONW UTPHl (CHpaBOYHbBIE JaHHBIE O paOOTHUKE) YCTAaHOBHUTH
COCTaB JIOKyMEHTOB IIpH HAPaBJICHUU PaOOTHHKA B KOMAaHAUPOBKY U ONPEETUTh OCOOCHHOCTH
ux oopMIICHHUS.

4.Vicnonp3ys MaTepHalibl AEJI0BOM TPl (CIIpaBOYHbIE JaHHbIE O PAOOTHUKE) YCTAaHOBUTH
COCTaB JOKYMEHTOB MpH O(OpMIIECHUH MOOIIpeHus paboTHUKA. OmnpeaenuTb OCOOEHHOCTH
JOKYMEHTUPOBAHHS 3TOU MPOLETYPHI.

Ha ocHOoBanum wMmarepuasioB JelOBOM HUIPbl YCTAaHOBUTH COCTaB JIOKYMEHTOB IIpH
HAJIOKEHUH JUCUUIUIMHAPHOTO B3bICKaHUA. ONpeaeauTb 0COOEHHOCTH JOKYMEHTHPOBAHUS STON
MIPOLEYPHI.

5. Ompenenutb, KaKMMH JOKYMEHTaMHM O(OPMIISIOTCS H3MEHEHHsS B IEPCOHAIBHBIX
JTAHHBIX PAOOTHUKOB.

6.Mcnonb3ys MaTepHuasbl 1€JI0BOM UTPHI (CIIPaBOYHbIE JaHHBIE O PAOOTHUKE) YCTAHOBUTH
COCTaB JIOKyMEHTOB IpH MpeKpalleHue TPYJI0BOro JIOTOBOpa MO MHHUIMATHBE pabOTHUKA, IO
MHHUIIMATHBE paboToaTeNs, MO0 0OCTOATENBCTBAM, HE 3aBUCAILIMM OT BOJM CTOPOH. OnpenenuTsb
COCTaB JJOKYMEHTOB, KOTOpbIMH odopmisieTcss Kaxnaas cutyauusa. Onpenenutb COCTaB
JOKYMEHTOB, UCIIOJIb3YEMBIX MIPU O(hOPMIICHUH YBOJIBHEHHUS, KOTOPbIE (POPMUPYIOTCS B JIUYHOE
neno paboTHUKA.

KOHTPOJIbHBIE BOITPOCHI:

—

BriaenuTe ocHOBHBIE JOKYMEHTHpPYEMbIE 3aJ1aul KaJIpOBOH €ATEIbHOCTH.

2. OxapakTepusylTe CTPYKTypy TEKCTa TPYAOBOTO AOIOBOpA, NEPEUNUCIUTE CYIIECTBEHHBIE

MIOJIOKEHHS TPYA0BOTO JOrOBOpA.

SIBNSAIOTCS M YHU(DHUIMPOBAaHHBIE (OPMBI 00s13aTEILHBIMH 7

4. Ha ocHoBe TpeOOBaHUN K TPYIOBOMY JIOTOBOPY, OIPENEIUTh MOPSI0K OQPOpMICHUS
JIOTIOJTHUTENIBHOTO COTJaleHus (I3MEHEHUs K TPYJI0BOMY JIOTOBODY).

5. Kakumu TpeOOBaHMSAMHU JOJKHA PYKOBOJICTBYETCS KaJpoBas ciiyk0a mpu ohopMIeHUH

NIPUKa30B B TEKCTOBOM opme?

(98]

Tema 8. TPYIOBA A KHNXKA
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®opma 3aHATUI — AUCKYCCHA IO pE3yJibTaTaM U3YUCHUA MATCPHUAJTIOB

3AJJAHUA

1. IIpoanammsupoBars Tpynosoil koaekc P®, IlpaBuna BeneHus M XpaHEHUs TPYAOBBIX
KHIWKEK, MHCTPYKLIMIO IO 3alOJHEHUIO TPYAOBOM KHWKKHU. BbIACHHTH mpaBmia
3aBe/IeHUs U TOPSA0K BEJICHUS TPYAOBbIX KHIKEK.

2. YTOYHMTH, KaKue CBEICHUS O paboTe U B KAKOM IOPSIKE BHOCATCS B TPYIOBYIO KHUKKY
paboTHHKA

3. IIpoananu3upoBaTh NMPEATIOKEHHbIE KOMUHU TPYIOBBIX KHHMKEK, OOBSICHUTH OIIMOKU B
0(OpMIICHUY U BEJICHUMU.

4. WM3yuuts HOpMBI pEruCTpallui TPYJIOBBIX KHIDKEK U OJaHKa TPYAOBOM KHUKKH.

YKA3AHV 10 BBIITOJIHEHUIO 3AJTAHUIM

1. Uzyuntes Tpynosoili xonekc P®, IlpaBuia BeneHus W XpaHEHUs] TPYHOBBIX KHUXKEK,
WHCTPYKIUIO 10 3aIIOJTHEHUIO TPYIOBBIX KHUXKEK .

Y CTaHOBUTB:

-3aKOHOJATEJIbHBIE M1 HOPMATHBHBIEC ITOJIOKEHUS O CTaTyCce TPYAOBOM KHMIKKE, MOPSJIKE €€

oopMieHUsT U BEJCHUS;

- HOpMaTUBHbIE TpeOOBaHUs 0 yOiIUKaTe TPYIOBOW KHUKKH;
- HOpMaTHUBHbIE TPEOOBAHUS O BKJIAJBIIIE K TPYAOBOM KHUXKKE.

2. Hcnonw3ys mnOpeyIOoKEHHBIE MaTepuaibl JCIOBOM WIPhl M MaTepuabl 3aHATHU O
JOKYMEHTUPOBAHWUM IIPUEMA, NIEPEBOAA, YBOJIBHEHHUS ONPEIACIIUTD 3alIMCH, BHOCUMBIC B B
TPYIOBBIE€ KHUKKH.

3. U3yuuTh mpeaiiokeHHbIe KO TPYAOBBIX KHUKEK, BBIABUTH OIIMOKU B ODOPMIICHUH U
MCIPABIICHUSX HAa TUTYJIHHOM JIHCTE, B pasznese «CBeneHus o padborey.

KOHTPOJIBHBIE BOITPOCBHI

1. B kxakoil cpok JomKHa OBITH 3aBe/ieHa TPYJOBas KHIDKKA MPHU MOCTYIUIEHUH pabOTHUKA Ha
paboty BrepBbie?

2. B kakux cioyyasx KaJpoBas ciayk0a HMMeeT MpaBo BbIAATH TyOIUKAT TPYAOBOM KHIKKH?

3.B kakoii cpok mociue yBoJbHEHHsI paOOTHUKY BbIIAETCs TPYAOBas KHIDKKA?

4. Kax oopmiisiercst Bbliaya BKJIaIbIIIa K TPYAOBON KHUKKE?

5. Kakoe CTpyKTypHOE MOJpa3/ieleHue OpraHu3allMM XPaHUT OJaHKU TPYHOBBIX KHMXKEK H
BKJIQJBIIIEN K HUM?

6.Kak ucnpaBuTh ommoOKu, 0OHapy>KEHHbIE HA TUTYJIBHOM JIUCTE TPYIOBOM KHIKKU?

7.Kak ucnipaBuTh o1InOKu, 0OHApy>KEHHBIE B 3al0JHEHUHU pazzena «CBeneHus o paborex»?

Tema 9. CACTEMATHU3AIIMS JOKYMEHTOB KAJIPOBOM CJIYKBHI.
dopMa 3aHATUA — TUCKYCCHS 110 pe3ybTaTaM U3y4eHHUs] MaTEpPUAIIOB

3ATTAHUS

—

[Tpoananu3upyiite HOMEHKIATYpPY Ael KaapoBoil ciayx0bl 3AO “Bemvmen”.

2. YCTaHOBUTH COJEpKaHNE HOMEHKJIATYpPbl A€l KaIpOBOil CIIy>KObI

3. TIpoananu3upoBaTh TpeOOBaHHUA 3aKOHOAATEIBHBIX U HOPMATUBHBIX JOKYMEHTOB K COCTaBY
JOKYMEHTOB JINYHOT'O JIefa.

4. Cpenatb BBIBOJ O COCTaBE JOKYMEHTOB JIMYHOTO Jiella, OCOOCHHOCTSAX €ro BeJIeHHs U

XpaHeHusl.
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YKA3AHVS 10 BBIITOJIHEHUIO 3AJTAHUIM

1. C yueroMm TpeOOBaHUII HOPMATUBHBIX TOKYMEHTOB MIPOAHATU3UPYHTE HOMEHKIIATYPY Jel
3A0 “Bemmmen”, onpenenss ee BUJA, KIAaCCU(DUKALMOHHYIO CXEMY, OCOOEHHOCTH
(GbopMyIIMpPOBaHUS 3aroJIOBKOB, UICTOYHUKH M MPaBWIBHOCTh YCTAaHOBJIEHUS CPOKOB XpaHEHMS.
Onpenenure nepexoAIIye 1ena, BKIOUEHHBIE B Ty HOMEHKIIATYpY.

2. Ha ocHoBe TpeboBanuii OCHOBHBIX MpPaBHJI pabOTHl apXHMBOB OpraHU3alMil ¥ THUIIOBOTO
IEpEeYHs YIPABICHYECKUX JOKYMEHTOB CO CpPOKAMM XpaHEHUs  YCTAaHOBUTb COZCpKaHUE
HOMEHKJIATyphblI J1e]1 KaJpOBOU CITYkKOBbI.

3. HM3yuuts Yka3 IIpesunenra P® Vkas [lpesunenra Poccuiickoit @enepanuun ot 30 mas
2005 r. Ne 609 «O mepcoHalIbHBIX JAaHHBIX TOCYJAAPCTBEHHOIO TPAXXIAHCKOTO CITY>KaIlero
Poccuiickoii @enepanm U BEACHMM €ro JuU4HOro aena» M3yuuts p.8 Tumosoro mnepeuns
YIPaBIE€HYECKUX JOKYMEHTOB U OMPEIENIUTh COCTAaB JOKYMEHTOB JIMYHOTO Jiesia pabOTHHKA.

4. Hcnonw3ys NOKYMEHTBI, W3y4YE€HHbIE Ha MPEABIAYIIUX 3aHATUAX, OMNPEIEIINTh COCTaB
JIUYHOTO JIeIa, YCTAHOBUTh OCOOCHHOCTH €ro 0(hOpMIICHUS U XPAHEHUS.

KOHTPOJIBHBIE BOITPOCBHI

—

KakoBo HazHaueHne HOMEHKIIATYPHI JIeTT B KaJIPOBOH Ciryx)0e?

2. KaxoBbl TpeOoBaHMA K (OPMYIHPOBKE 3arojOBKOB JOKYMEHTOB IO JMYHOMY COCTaBy B
HOMEHKJIAType Aen?

3. Ilepeuncnure cocTtaB JOKYMEHTOB JIMYHOTO Jiena paOOTHUKA; TOCYJapCTBEHHOTO
CITy>Kalllero.

4. Kak onpenenstoTcsi CpOKH XpaHeHHUs KaJpOBBIX JOKYMEHTOB?

5. Kakas cimyx6a B opraHu3aiuu J0JKHA pa3paboTaTh HOMEHKIIATYPY JIel KaJpoBOM CITyKObI?

6. Kakue 0coOeHHOCTH XapaKTepHbI 51 HOMEHKJIATYphI JIe]l KaApOBOM CITy>KObI?

9.2. MeroanuyecKkue peKOMEHAaluM 10 MOAT0TOBKE MMCbMEHHBIX padoT

9.3. Uuble MaTepHAaJIbI
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[Ipunoxenne 1. AHHOTaNMA
paboueii mporpaMmsbl IUCHUTUIAHBL

AHHOTAIIAA PABOUYEM ITPOT'PAMMBI JJUCIUILIUHBI

Juctunnuna «/lokymMeHTanmoHHoe o0ecrieueHue yrpaBieHUs IEPCOHATIOM» BXOIUT B
BapMaTUBHYIO 4acTh LIMKJIA AUCLUHUIUIMH 110 HanpasieHuto 38.03.03 Ypasnenue
nepcoHanoM(nipouiib «YIpaBieHUe EPCOHATIOM OpraHu3anum»). JucuuIuinaa peainsyercs
Ha (QakyabTeTe yIpaBICHUS.

Ilpeomemom Oucyunaunvl  SIBIAETCS KagpoBas JOKyMEHTalus, Cco3/laBaeMas B
JEeSATeNbHOCTH KaJPOBBIX CIY:KO M odopmisomas TpPyAOBble OTHOLIEHHS C pabOTHUKaMHU,
0COOEHHOCTH €# MOJATOTOBKH M pabOTHI C HEH.

Llenv oceoenus yuebHoU OuUCYunIuHbl: N3y4eHNUEe OCHOBHBIX IPABUI TOKYMEHTHPOBAHUS
Tpy0BbIX OoTHOWEHUH B PD 1 opranuzanuu padboThl ¢ JOKYMEHTAMH I10 JINYHOMY COCTaBYy.

3aoauu xkypca:

o O3HaKOMUTH CTYJEHTOB C OCHOBHBIMM IIPaBOBBIMU aKkTaMu B cepe KaJIpOoBOIO
JEJIONPOU3BOICTBA;

J CdopmupoBaTh KOMILIEKCHOE MPEACTABIEHUE O COCTOSSHUM COBPEMEHHON CUCTEMBbI
JOKYMEHTAIUH 110 JINYHOMY COCTaBY;

J JlaTh XapakTepUCTUKY 00s3aTeNIbHBIM, YCIOBHO-0053aTEIbHBIM U PEKOMEH 1yEMbIM
JOKyMEHTaM KaJIpOBOil Ci1ykKOBbI;

o Onucarb 0COOEHHOCTH COCTaBJICHUS U O(OPMIIEHHUS JIOKAJbHBIX HOPMATHUBHBIX
aKTOB, PErJIaMEHTUPYIOIIUX JIeSATEIbHOCTH KaJIPOBBIX CIIYkKO;

o BbIsIBUTH OCHOBHBIE TOKYMEHTHUPYEMBIE 3a/1a4 KaJAPOBOU CIIyKObI;

o Y CTaHOBUTH COCTaB JOKYMEHTOB II0 OCHOBHBIM JOKYMEHTHPYEMBIM KaJpOBBIM
poleypam;

o [TomaroBo onucare NOPAAOK TOKyMEHTUPOBAHUS dTUX MIPOLIENYD;
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o CdopmupoBaTh HaBBIKH COCTaBIECHUS M OQOPMIICHHUS TOKYMEHTOB TIO JIHYHOMY
COCTaBYy;

o OOy4nTh OCHOBHBIM TEXHOJOTHYECKUM TpHUEMaM JIETIONPOU3BOICTBEHHBIX
ornepaunui;

o O3HAaKOMUTH C HOPMAMH M MPABWIAMHM CUCTEMAaTH3allUd U XpaHEHUS! JTOKYMEHTOB

I10 JINYHOMY COCTaBY.

JlucuuniinHa HanpaBiieHa Ha popMupoBaHe MPOpEeCCHOHATBHBIX KOMIETEHIIHIA:

OIIK-4- CiocoOHOCTh MPUMEHSATH COBPEMEHHBIE TEXHOJOTUU U METOJIbl ONEPaTUBHOIO
YIIPABJICHU IIEPCOHATIOM, BECTH JIOKYMEHTALIMOHHOE COIPOBOXKICHHUE U YUYET

Hnouxamop -

OIIK-4 .2- CnocoOHOCTh BECTH JOKYMEHTAllMOHHOE COIPOBOXKICHUE YIPaBJICHUS
IIEPCOHAJIOM M y4YeT IIEPCOHAIA.

B pezynomame uzyuenus oucyuniunsvt cmyoenm 00NH#CeH

3HaTh:
- HOPMaTHUBHO-TIPABOBYIO 0a3y KaJpoBOTo JAenonpousBoicTBa B Poccuiickoit @eneparyu;
- TOPSJIOK TMPUMEHCHHS HOPM TPYJAOBOTO TIpaBa; - COCTaB M TOPSAOK COCTaBJICHHUS H

IIPUMEHEHNUS KaJIpOBOM JTOKYMEHTALIMU B YIIPABIEHYECKON JAESITEIbHOCTH;
-npaBuia padboThl ¢ KaJJpOBOIl TOKyMEHTalMeH, OpraHu3aliii ee MOJTyUYeHHsI U MepeiadH.

YMerTsb:

- pabotaTh C TPAaBOBBIMH aKTaMH, PETIAMEHTUPYIOIIUMHU BOMPOCHl JTOKYMEHTHPOBAHUS
TPYAOBBIX OTHOIICHUH W PAOOTHI C KAPOBBIMU TOKYMEHTAMHU;

- ompenensaTh MO HOPMATHBHOW 0a3ze cOCTaB 0OS3aTENbHBIX U YCIOBHO-00S3aTENbHBIX
JIOKYMEHTOB,

-MIOATOTAaBIUBATh U OPOPMIISITH KAIPOBYIO IOKYMEHTAIMsI B COOTBETCTBUU C MPABOBBIMH aKTaMH
PO;

- COCTaBJSITh  OpTraHM3ALMOHHBIC, HWH(MOPMAIMOHHO-CIPABOYHBIE,  PACIOPATUTEIbHBIC
JIOKYMEHTBI KaJIPOBOH CITyKOBI;

-OpraHU30BbIBATh B3aMMOJCHUCTBUE CTPYKTYPHBIX IOAPA3ACICHUN M JOJDKHOCTHBIX —JIULL
OpraHu3aluy Mpy paboTe ¢ KaIpoBOM TOKYMEHTAIIUEH;

- TOTOBUTH JIOKYMEHTHI, PEryJIUPYIOIINE TPYJOBbIE OTHOIIECHUS C paOOTHUKAMH.

Bnanets:

- HaBbIKAMU aHajdW3a TMPaBBIX AaKTOB, BBIIBICHUA HEOOXOIUMON perjJaMeHTUPYIOIICH
uHbOpMallMM O JOKYMEHTHPOBAaHHHM TPYIOBBIX OTHOIICHMH U paboTe ¢ KaapoBOM
JTOKYMEHTaIUEN;

- HAaBBIKAMM COCTABJICHUS, COIVIACOBAHUSA, YTBEPKICHHUs, IOANMCAHUSA O3HAKOMIIEHUS C
JOKYMEHTaMU I10 JJUYHOMY COCTaBY;

- HaBBIKaMU COCTAaBJICHUS PA3JIMYHBIX BUJIOB KAaJIPOBBIX JIOKYMEHTOB;

-HaBbIKAMHU BHEJPEHUS TOKYMEHTAILMU MO JIMYHOMY COCTaBY U JIOKAJIbHBIX HOPMATHUBHBIX AKTOB.

OO6mast TPyJOEMKOCTh OCBOCHHUSI JTUCHHUIUIMHBI COCTaBIIA€T 4 3a4€THHIC €IUHUIIBI.
DopMOI1 UTOTOBOT'O KOHTPOJIS SIBJIAETCS IK3aMEH.
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