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1. IMosicHuTEILHAA 3aAIMCKA

1.1. Heanb u 320294 AUCHUILIHHBI

Llenv  Oucyuniunor:
JICIIOTIPOU3BOICTBA.

IMOATOTOBUTL BbLIITYCKHHUKA,

33}13‘11/1 JUCHUIIJIUHBI :

BJIAACIOUICIO HABBIKAMH BCACHHA KaApOBOI'O

J ChopmupoBaTh y CTyACHTa KOMIIETEHIIUH, TIO3BOJISIONINE €My BBITIOJNHATH BECh
KOMILIEKC paboT 10 KaJpOBOMY JEJIONPOU3BO/ICTRY;

J CdhopmupoBaTh y HEro KOMIUIEKCHOE IPEJICTaBICHHE O CHUCTEME JOKYMEHTALMU IO
JIMYHOMY COCTaBY;

. Jlatb npeacraBieHne 00 ypoBHE perjiaMeHTallii KaJpoBOTo JeJI0Npou3BoAcTBa B PO;

. HayuuTs cTyneHTa cocTaBiaTh U 0QOPMIISATH OpraHU3aI[MOHHbIE KaJIPOBBIE JOKYMEHTHI;
. Hayuuth cTyneHTa 1OKyMEHTHPOBAaTh OCHOBHBIE KaJPOBBIE MPOLEAYPHl B COOTBETCTBUU

C Tp€6OBaHI/I$IMI/I 3aKOHOAAaTCJILCTBA,

. Hayuuthb cTyseHTa opraHu30BBIBaTh pabOTy KaJIpOBOM CIIy:KOBI, COCTABIATH JOKAJIHHBIE

HOPMATUBHBIC aKThI, PCTIIAMCHTUPYIOINHEC €€ ACATCIIbHOCTD.

L4 O6y‘lI/ITB OCHOBHBIM TCXHOJIOTHYCCKUM IIpUEMaM ACIOIIPOU3BOACTBCHHBIX onepaunﬁ,

OpraHu3anuu XpaHCHUS KaﬂPOBOﬁ JAOKYMCHTalllU.

1.2. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00yYeHHSsI N0 JUCUHUIIJIMHE, COOTHECEHHBIX €
HHIMKATOPAMH J0CTHKEHUS KOMIIeTeHIN

Komnerenuus
(KoJl ¥ HAMMEHOBaHUE)

NHaukaTopbl KOMIETeHUHH
(Ko ¥ HAMMEHOBAHUE)

Pe3yabTaThl 00yyeHus

OIIK-2. Cnocoben
HAXOJIUTh
OpraHu3aIOHHO-
yIpaBICHYCCKHE
pELIEeHNs IIPU PELICHUN
3aja4 B cepe cBoeit
npodecCuOHATbHON
JeATENIEHOCTH

OIIK-2.2. Opranu3oBbIBaeT
paboty noapaszaeneHuit B cepe
JOKYMEHTAIHOHHOTO
o0ecrieueHns yrnpaBieHus 1
apXMBHOTO JIeNa

3HaTh: OPSIIOK PaOOTHI CITY KO
JOKYMEHTALMOHHOTO 00eCTIeYeH s
yIPaBICHUS  APXUBOB

VYMeTh: periiaMeHTHPOBaTh paboTy CITyKO
JOKYMEHTAIMOHHOTO 00eCTIeYeHHsI
YIPaBJICHUS U apXUBOB

Brnanets: HaBbIKaMU OpraHU3aIiy paboThI
nojpasiesnieHuil B cepe
JOKYMEHTAIMOHHOTO 00eCTIeYeHHsI
YIpaBJICHUS U apXUBHOTO JIeJia B
COOTBETCTBUH C HOPMATHBHBIMH
TpeOOBaHUSIMU

YK-11. Cnocoben
dbopmupoBath
HETEPITUMOE OTHOIIICHHUE K
KOpPYIIIMOHHOMY
TIOBE/ICHHIO

VK-11.3. Biragets HaBBIKAMHA
paboThI C 3aKOHOIATEIBHBIMU U
JPYTUMUA HOPMATUBHBIMU
MPaBOBBIMHU aKTaMHU

3HaTh: 3aKOHOJATENbHBIE U JPYTUMU
HOPMAaTUBHBIMH MMPABOBBIMU aKTaMU B
chepe ciry)eOHOU NeITeTbHOCTH

YMeTh: paboTaTh C HOPMATUBHO-TIPABOBOM
0a30i1 B chepe CiryKeOHOM IeaTeTbHOCTH
Bragets: HaBbIKaMU IPUMEHEHUS
AHTUKOPPYIIIUOHHBIX HOPM B
npodecCHOHAEHON IEATEIIbHOCTH U
IIOBCEIHEBHOM XU3HU




1.3. MecTo 1McuMnJIMHbI B CTPYKTYpe 00pa3oBaTe/IbHOM NPOrpaMMbl

Huctummuaa «KagpoBoe e1onpou3BOICTBO» OTHOCHUTCS K OO0SI3aTEIBHOM 4YacTH OJIOKA AMCIUILINH
y4eOHOTr0 IJI1aHa.

JlJiss OCBOCHHUS TUCHUIUIMHBI HEOOXOAMMBI 3HAHUSI, YMEHUS W BJIAJICHUs, CHOPMUPOBAHHBIC B XOJIC
W3YYEHUS CIEAYIONINX JUCIMILIMH U MPOXOXKICHUS MPAKTUK: «JlOKyMEHTOBEICHHE», « IKOHOMHUKAY,
«Opranu3anus ¥ TEXHOJIOTHUS JOKYMEHTAIIHOHHOTO 00ECTICUCHHUS YITPABICHUS.

B pesynbpTarte ocBOSHUS TUCHUILTHHBI ((OPMUPYIOTCS 3HAHUS, YMEHUS U BIAJICHUS, HEOOXOUMBIC IS
W3YYCHHSI CIICAYIOINUX JUCIUIUIMH U TMPOXOXICHUS TPAKTUK: «APXUBBI JTOKYMEHTOB 10 JTUYHOMY
coctaBy», «CraHmapTu3alus apXWBHOTO Jiena», YydcOHas (O3HAKOMHUTENIbHAs) MPAKTHKA,
MIPOM3BOJICTBEHHAS MPAKTHUKA (HAyYHO-HCCIIEIOBATENbCKas padoTa), MPeAIUIIIIOMHAS TPAKTHKA.

2. CTpyKTYpa THCHUIIHHBI
Obmas Tpya0EMKOCTh IUCHHUIUIMHBI COCTaBiseT 4 3.e., 144 akageMruecKkux Jaca.

CTpyKTypa JUCHUILIMHBI /151 04HOH (pOopMBI 00yUeHUs

O0beM IUCHUIUIMHBI B (OpMe KOHTAKTHOW pabOThl OOYYAMOIIUXCS C MeJarorm4ecKuMu
paboTHUKaMu ¥ (WJIK) JUIAMH, TPUBIEKAEMBIMH K pealu3alud o0pa30BaTeIbHOW MpOrpaMMbl Ha
MHBIX YCIIOBUSIX, IPU MTPOBEICHUH YICOHBIX 3aHSATHH:

Cemectp | Tum yaeOHBIX 3aHATHI KomnnuectBo
4acoB
5 Jlekuun 32
5 CeMuHapbl/1abopaTopHble paboThI 48
Bceero: 80

O06beM AUCHUILTUHBL B (pOpMe caMOCTOSTENbHON pabOThl 00YYAIOIIMXCs COCTaBIsAET 64
aKaJeMHUYECKHUX YacOB.

3. Coep:xaHue UCHUTIIMHBI

Ne | HaumeHoBanue pasjena Conep:xanue
AUCUHMILINHBI
1 | Beexenue IIpenmer, 3a/1a4y, cozepKaHue Kypca.
XapakTepruCTHKa COBPEMEHHONW CHCTEMBI KaJpOBOU
JOKyMEHTauuu.  B3auMocBs3b IIPOLIECCOB
YIpaBJIEHUS NIEPCOHAIIOM C COCTaBOM U MOPSAKOM
dbopmupoBaHus CUCTEMBl JTOKYMEHTallUH 10
JUYHOMY cOCTaBy. MecTo Kypca cpeau ApYTHX
Hay4HbIX  JUCHUIUIMH:  «JlOKYMEHTOBEIECHHEY,
«Opranusanus ¥ TEXHOJIOTUS JOKYMEHTAallMOHHOTO
oOecrieueHus YIIPaBJICHUAY, «Y1rpaBlleHHE
nepcoHanom», « I'pynosoe npaso» u ap. Mcrounnku
U3Yy4EeHHsI Kypca. 3aKOHOATEIbHbIE U HOPMAaTHUBHO-
IIPAaBOBbIE  aKTHI, HOPMAaTHUBHO-METOJINYECKHE
JTOKyMeHTbI. OTeuecTBeHHas: UCTOpuorpadus.

2 PernmamenTamnus 3aKOHOJIaTeJIbHbIE © HOPMATHUBHO-TIPABOBBIEC AKTHI.
JOKYMEHTUPOBAHUS KaJIpOBOU
JESTETLHOCTH M pabOTHI C TpynoBoii konekc Poccuiickoil dPenepanuy Kak




KaJApOBbIMHU JOKYMCHTAMU.

OCHOBOW IIPaBOBOM aKT, ONPENEISAIOIUN COCTaB U
HopsiIoKk  OOpMIIEHUSI  JJOKYMEHTOB 1o
YCTAHOBJICHUIO TPYJIOBBIX OTHOILIEHUUW U TPYIOBOH
JEeSATEIbHOCTH PAaOOTHHUKA. 3aKOHOJATENIbHbIE AKThI
Poccun 0 AOKyMEHTHMpPOBAaHUM OTIENIBHBIX CTOPOH
TPYLOBOW JEATEIBHOCTH  PA3JIMYHBIX KaTErOpUi
paOOTHUKOB. 3aKOHOJATEIbHBIE aAKThl CYOBEKTOB
Poccuiickoit  ®enepanmu, VYkasel IIpe3unenra,
ITocraHoBiEHMST M PACIOPSKEHUS MPABUTENBCTBA
Poccuiickoit deneparumu.
HopMaTuBHO-METOAMYECKHE JTOKYMEHTHI .

KBanudukamoHHbIi CIIPaBOYHHUK U
npodecCHOHANIbHBIE CTAHAAPTHI, KAaK OCHOBHBIE
HOPMATHBHBIE JIOKYMEHTBI, PETrJIaMEHTHPYIOLIUE
TpeOOBaHUA K KBAIM(UKALUY, 3HAHUSIM U YMEHUAM
pabotHukoB. OOmEepoccuiickie KiacCu(pUKaTOPhI
TEXHUKO-3KOHOMHUYECKON U COLIMAJIbHOU
nH(pOpMaLH, YCTaHABIMBAIOIIME COCTAB U MOPSII0K
3aII0JIHEHUS KaIPOBbIX JOKYMEHTOB.

TunoBele  nepeyHu U CPOKM  XpaHEHUus
JIOKyMEHTalluu 1o JUYHOMY COCTaBy.
PerynmpoBanue opraHu3anuy apXvMBHOTO XPAHEHUS
JOKyMEHTalluu 1[0  JUYHOMY  COCTaBy B
HOPMAaTHUBHO-METONYECKHUX JOKyMeHTax PD.
PazpaGotrku I'ockomcrara P® mno yHuduxanun
($hopM MepBUYHON yUYETHON JOKYMEHTAITUH.

Opranuzanus padoThl KaJIpoBO
CITyKOBI

CTpyKTypsl KampoBBIX CyX0. UHCICHHBII W JOIKHOCTHOW
cocTtaB cirykObl. HopMaTuBel BpeMeHH Ha pabOThHI 1O ydyeTy
KaJ{poB.

3amaun ¥ QyHKUMU KaapoBol ciayxObl. [lonoxenne
00 oTaene kaapoB (ympaBJieHUH, JeapTaMEHTE U
I[p.), KaK OCHOBHOM HOpMaTHBHLIﬁ AOKYMCHT 11O
OIPENICIICHUI0 CTPYKTYPBI, YHCIEHHOCTH, BHUIOB
pabot sToro nonpasnenenus. [lopsnok pa3paboTky,
coctaB  uHbOpMalUMU U  CTPYKTypa  TEKCTa
ITOJIOXKCHUA. 3aKpCHHCHI/IC InmpaB, OTBETCTBCHHOCTH,
B3aMMOCBSI3EH OTeNa KaJIpoB.

I[OJ'DKHOCTHLIC HHCTPYKIUHU, Kak OCHOBHOM
IIPaBOBOM aKT, ONpENEIAOMUNA  MPAaBOBOE
ITOJIOXKCHUC pa6OTHI/IKOB KaﬂpOBOﬁ CJ'Iy>K6LI n
OpraHu3aIuio ux Tpyaa. Haznauenue 10KHOCTHBIX

UHCTPYKLUH.
WNHcTpyKIus 1o KapoBOMY JEIONPOU3BOJICTBY, KaK
OCHOBHOM UHCTPYMEHT MTOBBIIICHUS

3¢ pexTUBHOCTH pabOTHl KaJAPOBBIX MOJpa3aeiIeHUI
B cpepe KaJIpoBOTO JEIOMPOU3BOCTBA.

PernamenTanuss  paboTel € HEpPCOHAIOM B
JIOKaJIbHBIX HOPMAaTHBHBIX aKTax u
OpraHU3alMOHHBIX JIOKYMEHTax (ycraB
OpraHu3aliy, MpaBuia BHYTPEHHETO TPYIOBOTO
pacnopsiika, MoJ0XKEHHEe O MEePCOHAIbHBIX TaHHbIX,




KOJUIEKTUBHBINA JOTOBOp U Jp.).

CocraB KaipoBOW JOKYMEHTALMU.
JIOKyMEHTHPOBaHHUE TPYAOBBIX
OTHOUIEHUH.

XapakTepucruka CUCTEMBI KaJIpOBOH
JNOKYMEHTallui, €€ COOTBETCTBUE OCHOBHBIM
3ajjauaMm 10 1o00py, yUeTy U pacCTaHOBKE KaJIpOB.
OO6s13aTennbHass M YCIOBHO-OOs13aTebHasl KaJapoBas
JOKYMEHTAIHSI.

OpranuzallioOHHbIE  JOKYMEHThI ~ —  IITaTHOE
pacriucanue, CTPYKTypa W IITaTHas YUCICHHOCTb,
rpaduK OTIYCKOB.

PacniopsimutensHble  JOKYMEHTBI  —  NPHUKa3bl
(pacriopspkeHHs1) 10 JMYHOMY cocTaBy. OOrmue
TpeOOBaHUS K OPOPMIICHHIO U CPOKAM MTOJATOTOBKH.
NupopMallnoOHHO-CIPaBOYHbIE  JOKYMEHTHI ~ —
3asBIICHUS, TPEACTABICHUS, YBEJIOMIICHUS, AaKTHI,
JOKJIaJTHbIE U O0BSCHUTENbHBIC 3aHCKH.

VY4erHsie GOpPMBI 1 UX Ha3HAYCHUE.

[Ipuem  paGotHukoB Ha  pabory. CocraB
MEPCOHATBHBIX JOKYMEHTOB paboTHuKa,
MPEICTaBISIEMBIX paboToaTento TUIs
YCTAHOBJICHUS TPYJOBBIX OTHOIICHWN. TpynoBou
JOTOBOpP -  3aKOHOJATENIbHOE  3aKperjicHUe
TpeOOBaHUH K CTPYKTYpe TEKCTa, TOPIIKY
coctapneHuss u  odopmuenus. IloaroroBka wu
oopMIIeHHE NPHUKA30B (PaclopsLKEHU) O ImpHueMe
Ha paboTy. AHKeThI, aBTOOHOrpaduu, pe3roMe 1 Ip.
JIOKYMEHTEI, 3aII0JTHSEMBIE TIPH TIpUeMe Ha padoTy.
BHecenue cBenieHui B TpyAOBYIO KHHXKKY M JTMYHYIO
KapTOUYKy pabOTHHUKA.

JlokyMeHTHpOBaHME JIBUKEHUS KaJpoB. Buuel
MEePEBOJIOB. CoctaB W  MOPSAIOK  M3JAHUS
JIOKYMEHTOB, 0(OpMIIAIOLINX MPOLEAYpY MepeBoa.
Coneprxanue, MOPSAOK MOJITOTOBKH B O0(OPMIICHUS

IIPUKA30B (pacriopsKeHMIA) 0 IEPEBOJIE
COTPYAHUKOB. J[OKYMEHTBI-OCHOBAaHHS K IIPUKa3aM
0 IEepPEBO/IE.

Bunsr OTILyCKOB. [Topsimox odopmiieHus

€XKEeroJHOr0 OYEPEeIHOro OIJIaYMBAEMOT0 OTITYCKa.
I'paduk oTmyckoB, coctaB, cojiep)kaHHE, MOPSIIOK
MOATOTOBKU u odopmiieHus MIPUKA30B
(pacriopskeHu#) O MPEAOCTaBICHUH OTITYCKa.
[lopsimok  mepeHoca  ormycka.  JIOKyMEHTBI-
OCHOBaHUS K MpUKa3aM 00 OTITyCKax.

[Topsimox odopMiIeHHS KOMaHIMPOBOK — COCTaB
JIOKYMEHTOB,  O(QOPMIISIIONTUX  KOMaHIUPOBAHUE
paboTHUKA, cCOIEpKaHWE U TOPSAOK MOATOTOBKH
MpUKa3a 0 KOMaHJIUPOBKE.

Buast  mooumpennit.  ConepkaHue,  MOPSAOK
MTOATOTOBKH u odopmiieHus MIPUKA30B
(pacmiopsbkeHMid) O  TMOOMIpEHHMH  paOOTHHUKA.
JIOKyMEHTBI-OCHOBaHUs K MPUKa3aM O MOOLIPEHUH.
Bunpl nucumnimuapHbeix B3bickanui. ColepxaHue,




MOPSIOK TIOATOTOBKM M O(POPMIICHHS NPUKA30B
(pacniopskeHMil) O  B3bICKaHMU.  JIOKYMEHTBI-
OCHOBaHMA K  [pHKa3aM O  HaJOXCHHUHU
JUCLUIUIMHAPHOTO B3bICKaHMs. AKTBI 00 OTKa3bl
JaBaTh OOBSICHEHUS M 3HAKOMHUTHCS C TIPUKA30M.
[lopsimox mpoBeaeHus arrecTaluud pabOTHUKOB B
opranuzaiui. CocTaB JOKYMEHTOB, 0(OPMIISIOLINX
nponenypy. CoaepxaHnue, NOpsAAOK MOATOTOBKU U
opopmieHus  TpuKazoB  (pacmopspkeHuil) 00
aTTeCTAlLUU.

[opsimox yBonmpHeHHsT pPaOOTHHUKOB. OCHOBaHHS
yBOJbHEHUs pabOTHUKOB. COCTaB JIOKYMEHTOB,
odopmistomux npouenypy. Conepxanue, mopsaoK
HOJIrOTOBKH u oopmienus IIPUKA30B
(pactiopspkeHuit) o0  yBOJIbHEHHH. J{OKyMEHTBI-
OCHOBAHMS K ITpUKa3aM 00 YBOJIbHEHUH.

Y4er IUYHOrO cocrasa.

Bunpel yueTHpIX JOKYyMeHTOB. JIMuHas Kaprouka
pabornuka (dopma T-2): cocraB wuHPOpMAIUH,
MOPSAJIOK 3aIOJHEHUS U BECHUS.

HopMmaTtuBHas u npaBoBas periaaMeHTalus Mopsiika
BeJeHUS JUYHbIX Jei. OdopMieHHe U BeACHHE
JU4YHBIX  gaen  pabotHukoB.  CocraB u
[IOCJIEZI0BATENBHOCTh PACIIONOKEHHS IOKYMEHTOB B
JIMYHOM JIEJI€.

TpynoBas KHUXKa pabOOTHHMKAa Kak  OCHOBHOM
JIOKYMEHT O TPYJOBOHW JEATENBHOCTH U TPYLOBOM
CTaXxke pabotHuka. OdopmiieHne U BeACHHE
TPYIOBBIX KHWKEK M BKIajbled Kk HUM. Ilopsaok
BbIIauM JyOnIuKaTra TPyIOBOM KHWKKHU. YUeT U
XpaHEHUE TPYNOBBIX KHIKEK B OpraHU3aluu.
OTBeTCTBEHHOCTh paboTojaTeNss 3a XpaHEHUEe u
3aII0JIHEHUE TPYAOBBIX KHHUXKEK.

Opranuzanus padoThl C KaJpOBBIMU
JIOKYMEHTaMHu

Perucrpanuss JOKyMEHTOB IO JINYHOMY COCTaBy.
IIpaBmiia  peructpauum ¥ HWHIEKCHPOBAHHUSA
KaJIpOBBIX JTOKYMEHTOB. PerucrpanuoHnsbie (popMsl
(TpamMuMOHHBIE M aBTOMaTH3UpoBaHHbIE). CocTaB
PEKBU3UTOB (IOJIEH) Ui PErucTpanuu pa3InyHbIX
BUJIOB JIOKYMEHTOB U MOPSIIOK UX 3alI0JTHEHMSL.
Cucremarnzanpss W ONEPATHBHOE  XPAaHEHHUE
JOKYMEHTOB IO JMYHOMY cocTaBy. OcoOeHHOCTH
dbopMupoBaHUs B Jella JOKYMEHTOB 10 JHUYHOMY
COCTaBy. IIpaBuia CUCTEMAaTH3alNH
paclopsAUTENbHBIX JIOKYMEHTOB, YYETHBIX (opMm,
TPYIOBBIX KHIKEK. CUcTeMmaru3anusi U XpaHEHUe
JTOKYMEHTOB-OCHOBAHUH K ITPUKa3aM.
Howmenknarypa nen kaapoBoi cimyxkObl. [Topsaok
MOJATOTOBKM,  COCTaBJI€HUS M O(OpMIIEHHS.
[TpumepHass HOMEHKJIATypa JeNl KaJpOBOU CIyKOBI.
[Tepexonsuue nena.

Cpokn  XpaHeHMS  KaJIpOBbIX  JIOKyMEHTOB.
ITonroroBka JOKYMEHTOB K CAAa4Y€ B ApXUB.
OKcnepTu3a I[EHHOCTH JOKYMEHTOB KaJpOBOM




Ciy’)kObl, €e HOPMAaTHBHO-METOJMWYECKas OCHOBA,
OpraHu3auys v MOPSIOK IPOBEACHHUS.

Cocras JOKYMEHTOB KaJIpOBOI CI1yXOBl,
NOMJICKAUX —Iepefjaye B  apXHUB. IIpaBuna
IIOJAITOTOBKU JIOKYMEHTOB 110 JMYHOMY COCTaBy K
nepenade B apxuB opranusauuu. CocraBieHue U
opopmiieHHE ONMHUCH JOKYMEHTOB 110 JINYHOMY
cocraBy. llopsAnoK YHHYTOXKEHHS IOKYMEHTOB C
UCTEKUIMMH CPOKaMH XPaHEHHUS.

4. O0pa3oBaTe/ibHbIE TEXHOJIOTHH

[lpu peanu3amyu MNpPOrpamMMbl AMCHUUIUIMHBI KCHOJB3YIOTCA pa3MyHble 00pa3oBaTelIbHBIC
TEXHOJIOTUM — BO BpEMs ayIUTOPHBIX 3aHATUHI 3aHATHS TMPOBOAATCS B (opMe JeKuuid c
ncnonb3oBanueM IIK M  KOMIBIOTEpPHOTO MNpPOEKTOpa, BO BPEMSA CEMUHAPCKHUX 3aHATHM C
3aciIyIIMBaHUEM U OOCYXKICHHEM JIOKJIaJ0oB MarucTpantoB. CamocrosTenbHas paboTa MarucTpaHTOB
noJpasymeBaeT paboTy 1OJ] pyKOBOACTBOM MpenojaBareis (KOHCYJIbTAlUU M IOMOIIb B HAIMCAHUU
pedepaToB U 10KJIAZ0B) U HHAMBUYaJIbHYIO PA0OOTY MaruCTpaHTOB B OMOJIMOTEKAX U apXUBaXx.

B nmepuon BpeMEHHOrOo MPHOCTAHOBIEHHUS TOCEHICHHS] OOYYarONIMMHCS TOMEMICHUH U
tepputopuun PITY mis opranusanuum yueOHOro mporecca ¢ IpuMEHEHUEM dJIEKTPOHHOTO 00yUYeHUs U
JTUCTAaHIIMOHHBIX ~ O0pa30BaTEIbHBIX TEXHOJOTUH MOTYT OBITh HCHOJB30BAaHBI  CIEAYIOIIHE
00pa30BaTebHbBIC TEXHOJIOTHH:

— BUJICO-JICKIINH;

— OHJIAH-JIEKIIUU B PEKUME PEATHbHOTO BPEMEHU;

— DIIEKTPOHHBIE YUEeOHUKH, YdeOHbIe MOcoOus, HayYHbIe U3/IaHUs B DJIEKTPOHHOM BHUJIE U JOCTYTI
K MHBIM 3JICKTPOHHBIM 00pa30BaTeIbHBIM PECYpCaM;

— CHACTEMBI JIJIs1 DJIEKTPOHHOTO TECTUPOBAHUS,

— KOHCYJIbTallU! C UCMOJIb30BAHUEM TE€JIEKOMMYHHUKAIIMOHHBIX CPEICTB.

5. OneHka NJIAaHUPYeMbIX Pe3yJIbTATOB 00y4eHus!

5.1 Cucrema oneHUBaHuSA

Tekyuii KOHTPOJIb OCYIIECTBIISIETCS B BHUJIE OIEHOK KOHTPOJIBHON PabOThI M BBITIOJHEHHS
3aJJaHUi Ha MpPaKTUYecKUX 3aHATHAX. KoHTponbHas paboTa MpOBOJUTCS Ha MEPBOM MPAKTHUECKOM
3aHSATUH, BBISBIIAET TOTOBHOCTh CTYJCHTOB K IPAaKTUYECKOH paboTe u oneHuBaercs a0 20 Oamos.
MakcumanbHasi OTIleHKa BBITTOJTHEHUS KaXKI0TO PAKTUIECKOTO 3aHsATHs — 10 0amios.

[TpomeXyTOUHBIH KOHTPOJb 3HAHUNA MPOBOIUTCS B (hOpME MTOTOBOW KOHTPOJIBHOW PabOTHI,
BKJIIOUAIOIIEN TEOPETHUECKHE BOIPOCHl M MPaKTHUECKOe 3ajaHue, U oueHuBaercs 10 40 6amios. B
pe3ysbTare TEKYIIEro U MPOMEKYTOUYHOTO KOHTPOJIS 3HAHUH CTYAECHTHI MOIY4aroT 3a4€T 10 KypCy».

dopma KOHTPOJIS Makc. KoJM4ecTBO 0aJIoB
3a ogHy pabdoty|  Bcero

Texymui KOHTPOJIb:

- OIpoC 5 6ansoB 20 6amnoB
-pedepar 20 G6amoB 20 6amioB
- KOHTpOJIbHAs paboTa 20 6amioB 20 6aymoB
[TpomexxyTouHast aTTecTanus (IK3aMeH) 40 6annos

Hroro 3a cemecTp (IUCIHUIUIMHY) 100 6amnoB
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[Tosry4eHHBIN COBOKYIHBIN pe3yabTaT KOHBEPTUPYETCS B TPAAUIIMOHHYIO IIKATy OI[CHOK U B IIKAITY
oueHok EBporeiickoii cuctemsl iepeHoca u HakorieHus kpeautos (European Credit Transfer System;
nanee — ECTS) B COOTBETCTBUM ¢ TaOJIHUIIECH:

100-6ammpHas mkana | TpaguimoHHAas IIKaga Ixana ECTS
95 -100

8394 OTJINYHO B

68 — 82 XOPOIIIO 3a4TEHO C

56 — 67 D

5055 YIOBJICTBOPUTEIIEHO E

20-49 FX

0_19 HEYJIOBJICTBOPUTEIBHO HE 3a4TEHO =

5.2.Kputepun BHICTaBJIICHHS OLICHKH 110 TUCIUTIIINHE

Basuibl/ Ouenka no Kpurepun oueHku pe3yJbTaToB 00yUeHHUs 110
xana AUCHHUILINHE AUCUHMITHHE

ECTS

100-83/ BricTaBnsiercs o0yyaromemMycs, €Clii OH IITyOOKO U
AB «3a4TEHO» MIPOYHO YCBOMJI TEOPETUUECKUN U MPAKTUYECKUN

MaTepHall, MOXKET MPOJIEMOHCTPUPOBATH 3TO Ha 3aHATHUSIX
U B XOJIC MPOMEXYTOYHON aTTECTAILNH.

OO0yuaromuiicst HICUEPIBIBAIOIIE U JJOTUYECKUA CTPOMHO
u3JaraeT yueOHbI MaTepuall, yMeeT yBsSI3bIBaTh TEOPHUIO C
MPAKTUKOH, CITPABIISIETCS C PEIICHUEM 3a]ad
npo¢eccHOHAbHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CIIO’KHOCTH, MPABIJILHO 00OCHOBBIBACT MTPHHSATHIC
peleHus.

CB00OIHO OpHEHTUPYETCS B YUEOHOH 1
npogeccHOHAILHOM JINTepaType.

OrneHka no JUCIUILIMHE BBICTABISIOTCS 00y4JaromeMycst ¢
Y4ETOM pe3yIbTaTOB TEKYLIEH U MPOMEKYTOUHON
aTTeCTalluU.

Komniereniuu, 3akpena€éHnabie 3a JUCUUTUIMHOMN,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKHIIY.

82-68/ BricTraBnsiercst o0ydaromemMycsi, €Clii OH 3HaeT

C «3a4TEHO» TEOPETUUECKUM U IPAKTUUECKUIM MaTepHal, FpaMOTHO U
IO CYIIECTBY M3J1araeT ero Ha 3aHITHUSIX U B XOJI€
IIPOMEXYTOYHOH aTTecTaluu, He JOIyCKas
CYILLIECTBEHHBIX HETOUHOCTEH.

OOyuaromuiics IpaBUIbHO NMPUMEHSET TEOPETHUECKUE
MIOJIOXKEHUS ITPH PEIICHUN MTPAKTUUECKHX 3a]a4
npo¢ecCHOHATLHON HANPABIEHHOCTH Pa3HOTO YPOBHS
CII0)KHOCTH, BJIaJIe€T HEOOXOIUMBIMHU JJIsl 3TOTO
HaBbIKAMU U IIPUEMAMHU.

JlocTaTogyHO XOPOIIO OPUEHTUPYETCS B YUCOHOU U
npo¢eCCUOHATILHOM IUTepaType.

OneHka 1o JUCHUIUIMHE BBICTABIIAIOTCS 00YYarOMEMYCs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTECTALUH.
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Banael/
HIxkaJnaa
ECTS

OneHka mo
JUCHUILIMHE

Kpurtepun oneHkn pe3yibTaToB 00y4eHuUs 10
AUCHMILIAHE

Kommnerenium, 3akpernaéHuble 3a AUCIUIUTMHOMN,
c(hOpMHUPOBAHEI HA YPOBHE — «XOPOIIHII).

67-50/
D,E

«3a4YTCHO»

BrictaBisiercst o0yyaromemMycs, €ciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUIN U IPAKTUYECKUNA MaTepual,
JIOTTYCKAaeT OT/CNIbHBIC OMIMOKH P €T0 W3JI0KEHUU Ha
3aHATHUSAX U B XOJ€ IPOMEKYTOYHOM aTTeCTALNH.
OO0yuaromuiicst HCIIBITHIBAET OMPEICAEHHBIC 3aTPYIHECHUS
B IPUMEHEHHUH TEOPETUYECKUX MOJ0KEHUM MPU PEILICHUH
MIPAKTUIECKHX 337a49 MpodeccnoHaIbHON
HaIpaBJIEHHOCTH CTaHAAPTHOTO YPOBHS CI0KHOCTH,
BIIaJICeT HEOOXOUMBIMHU IS STOTO 0A30BBIMH HABBIKAMU
A OpuEMaMU.

JleMOoHCTpUpYyEeT JOCTaTOUHBIM YpOBEHb 3HaHUS yUeOHOU
JIUTEpaTyphl 0 JUCUUILIMHE.

OneHka no JUCHUILIMHE BBICTABISAIOTCS 00ydarolemMycs ¢
y4E€TOM PE3yJbTATOB TEKYIIEH U MPOMEKYTOUHOU
aTTeCTaluu.

Komnerenium, 3akpeniéHuble 3a AUCIUIUIMHOM,
c(hOopMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBIIN.

49-0/
F,FX

HE 3a4TCHO

BrictaBisiercs o0yuaromemycs, €Ciii OH He 3HaeT Ha
0a30BOM ypOBHE TEOPETUUECKHUI U MPAKTUIECCKUN
MaTepHal, 1oMycKkaeT rpy0oble OIIMOKH MpU ero
M3JI0’KEHUU Ha 3aHATHUSAX U B XOJI€ TPOMEKYTOUHON
aTTEeCTalLlUN.

OOyyaromuiicst UCIIBITHIBAET CEPhEIHBIE 3aTPYAHEHUSI B
MIPUMEHEHUH TEOPETUUECKHUX TOJIOKEHUH NPU PELIEHUN
MPaKTUYECKHUX 3a]a4 MpodeccrnoHalIbHON
HaIPaBJIEHHOCTH CTaHAAPTHOTO YPOBHS CIOXKHOCTH, HE
BJIa/IeeT HEOOXOJUMBIMU JJI TOTO HaBbIKAMU U
IPUEMAMH.

JlemoHcTpHpyeT (hparMeHTapHbIe 3HaHUS yueOHOU
JIUTEPATYyPHhI 110 TUCLHUIIIINHE.

OneHka no JUCHUILIMHE BBICTABISIOTCS 00y4daromeMycs ¢
y4E€TOM PE3YNIbTATOB TEKYILEH U IIPOMEKYTOYHOU
aTTECTALlNN.

KomMmnereHu Ha ypoBHE «OCTaTOYHBINY, 3aKPETUIEHHBIE
3a TUCIUILIMHOM, HE CPOPMUPOBAHBI.

5.3. OueHo4yHbIe cpeAcTBAa (MATEPHAJIBI) AJISl TEKYLIEr0 KOHTPOJISA yCIIeBaeMOCTH,
NMPOMEKYTOYHOM aTTeCTANMHU 00y4aOIHUXCS 10 JUCIUIITIHHE

Bapuanr 1

Bapuanmul konmponawvnoi padomor Ne 1
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1.B kakux ciydasx KaapoBas ciayk0a HMeeT MpaBoO BBAATH MyOJUKAT TPYIOBOM KHIKKH? Kak »TOT
JTOKyMeHT odopmisiercs?

2.Ilepeuncnute BUIBI JOKYMEHTOB, MpPUMEHSEMble MpU  MepeBoje Ha Apyryio pabory. Kak
odopmsieTcs: KKl U3 HUX?

3. HazoBuTe 1OKyMEHTHI, MpeocTaBisieMble pAOOTHUKOM IPH MOCTYIJICHUH Ha padoTy.

4.KakuM JIOKaJIbHBIM HOPMAaTHBHBIM aKTOM periaMeHTHUpyeTcs paboTa KaJpOBBIX CIIEIHAIMCTOB C
MepCOHANbHBIMU JaHHBIMU? [laiiTe eMy XapaKkTepHUCTHUKY.

BapuanT 2

1.XapakTepucTuka Ha3HauU€HUs TPYJAOBOM KHWKKH. B Kakol Cpok JoykHa OBbITh 3aBEIEHA TPYJ0Bast
KHIKKA IIPH [TOCTYIJIEHUH Ha paboTy BrepBble?

2.Ilepeunicnute BUIBI JOKYMEHTOB, IPUMEHsAEMbIC TP yBOJbHEHUHU. Kak odopmisiercss Kaxablid u3
HUX?

3.Kaxoii nokaJIbHbII1 HOPMATUBHBIN aKT OINpPENEseT OpraHU3aluo TpyJa COTPYAHUKOB B KOMITAHUU.
JlaliTe eMy XapaKTEpUCTHUKY.

4.Hazoswure nH(pOpMaInio, 00s3aTSILHYIO ISl BKITIOUSHUS B TPYAOBOM JIOTOBOP.

Bapuanmuv konmponwvnoiu pabomor Ne 2

Bapuanr 1

1. [lepeuncnure cocTaB JOKYMEHTOB JIMYHOTO Jena paboTHuka. KakumMu HOpMaTUBHBIMH
JOKyMEHTaMH 3TO OMpeIeNIeHO?

2. HazoBuTe m1oKyMEHTHI KaJpoBOil ciy>k0bl, OJISKAIIHE [Tepe/iade B apXUB.

Bapuant 2

1.KakoBbI 0COOEHHOCTH COCTaBJICHUS HOMEHKJIATYpPHI A€ KaJpoBOil ity Ob1?
2. HazoBure o0s3aTenbHble pETUCTPAallMOHHBIE (POPMBI KaIpOBOM CITyKObI?

Ilpumepusle KOoRmMpoaLHBIE BONPOCHL 015 RPOMENCYMOUHOU Ammecmayuu:

1. [lepeuncnuth 3aKOHOJATENbHBIE AKTHI, KOTOPBIMU PErJIAMEHTUPYETCS TOKYMEHTHPOBAHHE
KaJIpOBOM €ATEIbHOCTU B HACTOSLIEE BpeMs?

2. [epeuncnanutpb HOPMaTHUBHO-METO/IUYECKUE JIOKYMEHTHI, peraamMeHTHpyolye
JOKYMEHTHUPOBAHUE KaIPOBOH EATENBHOCTH.

3. HazBatb BUIbI TOKyMEHTOB, NPEAbsIBIsIEMble pAOOTHUKOM IIPU ITpHEME Ha padoTy.

4. Ha3BaTh BHIIBI JOKYMEHTOB, YCTAHOBJICHHbIE TpyaoBbIM KojiekcoM P®, nokyMmeHTHpyrolIHe
npueM paboTHHKA Ha paboTy.

S. [lepeuncanTh BUABI TOKYMEHTOB, OhOPMIISIOIINE H3MEHEHUE YCIOBHUI TPYA0BOTO JOrOBOPA.

6. [lepeunciinte BHIBI JOKYMEHTOB, YCTAaHOBJEHHblE TpyaoBbIM KojgekcoM P® s
peryIupoBaHusl TPYAOBBIX OTHOLICHHUH.

7. CpokHu MOATOTOBKH, KaKUX JOKYMEHTOB IO JIOKYMEHTUPOBAHMIO KaJpPOBOW N€ATEIbHOCTH
YCTaHOBJIEHBI 3aKOHOIATENBHO?

8. Kaxue QpyHkuum kaapoBoil ciry:kObl CBS3aHBI C YYETOM JIMYHOTO cOCTaBa?

9. Kakue ¢yHKIMM TODKHA BBIMOIHATE KaJpoBas ciayxk0a mnpu odpopMIIeHUH YBOJbHEHUS
paboTHuKa ¢ paboTsl ?

10.  Kaxumu njokymeHTaMu 0(opMIIIeTCsl YBOJIbHEHHE paOOTHHUKA?

11. HazoBute GyHKIIUM KaApOBOH CITyKObl CBSI3aHHBIE C TPYIOBBIMH KHIKKaAMH?

12. Kaxumu nokymeHTamu opopMIIseTcs arTecTanusi pabOTHUKOB?

13. HazoBuTe 0cOOEHHOCTH HOMEHKIIATYPHI JIET KaapPOBON CITY>KOBI.

14. Kakue nema xaapoBoil ¢y Obl OTHOCSTCS K KATETOPUU MEPEXOIAIINX ?

15. [Tepeunciuth ocobeHHOCTH (POPMUPOBAHUS JTUIHOTO Jiea pabOTHUKA ?

6. YueOHO-MeTOAMYECKOEe U HH(OpMALIMOHHOE 00ecTiedeHne TN CIHILTHHBI
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6.1 Cnucok HCTOYHUKOB M JIUTEPATYPHI

Koncrurtynus Poccuiickoit @enepanuu (¢ namenenusmu Ha 30 gexabpst 2008r.). M. 2004
TpynoBoit konekc Poccuiickoit ®@enepanun ot 30.12.2001 Ne 197-®3. Ilpunsar 'ocymapcTBeHHON
Hymotii 21 nexabps 2001r. (B pea. ot 29.12.2010) // [Dnextponnsiit pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.
3akon Poccuiickoit @eneparuu ot 25 okTs6ps 1991 r. Ne 1807-1  «O si3pikax HaponoB Poccuiickoii
denepanuny» //[DnexkTpoHHbii pecype]. — M., 2019. — Pesxum moctyna: http://www.consultant.ru.
@Oenepanbhbiii 3akoH PO ot 27.07.2004 Ne 79-03 «O TOCYIapCTBEHHOW TpakJaHCKOW CiryxOe
Poccutiickoit ®eneparun» (B pea. @enepanproro 3akona ot 12.04.2007 Ne 48-D3) // [DnexkTpoHHBIN
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.
Oenepanbubiii 3ak0H Poccuiickoit denepannn ot 01.06.2005 Ne 53 «O rocymapcTBEHHOM
s3p1ke PDy// [Dnextponnsiii pecype]. — M., 2019. — Pexxum pocryna:http://www.consultant.ru.
Oenepanbublit 3aKk0H Poccuiickoit @eneparuu ot 06.12.2011 Ne 402-D3 «O Oyxrantepckom
yaete»// [DnexTponnsiii pecypc]. — M., 2019. — Pexum nocrymna:http://www.consultant.ru.
Odenepanbublii  3akoH Poccuiickoit @enmeparuun ot 02.05.2006 Ne 59-03 «O mopsinke
paccMoTpeHusi oOpamieHuil Tpaxnaan»// [DnektpoHusii pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.
®enepanbublii 3akoH oT 27 urons 2006 r. N 152-®3 "O nepcoHanbHbIX AaHHBIX"// [DIEKTPOHHBIM
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

®enepanbaebiii 3akoH oT 01.10.2004 Ne 125-03 «O6 apxuBHoM nene B Poccuiickoit @eneparum» //
[DnekrponHslii pecype]. — M., 2019. — Pexxum mocrtyma:http://www.consultant.ru.
®enepanbHblii 3akoH oT 29.07.2004.  Ne 98-®3  «O xommepueckoil TaitHe» // [DIEKTPOHHBIN
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.
Vka3 Ilpesunenrta Poccuiickoit ®denepanuu ot 0.03.1997 Ne 18 «O0 yTBep:K/I€HNUHU NTEPEUHs CBEICHUI
KOH(HIEHIIMAILHOTO  XapaKTepay // [OnextpoHHbi pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.
Vka3 Ilpesugenra PD or 01.02.2005. Ne 110 «O mnpoBeneHuM arTecTallMd TOCYJApPCTBEHHBIX
rpaxaaHckux ciyxamux Poccuiickoin @enepauun». [lomokeHne o0 MNOpOBEACHUWH aTTECTalUU
TOCYJapCTBEHHBIX IpaxaaHCKuX ciayxamux P® // [Dnextponssii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.
Vka3 [lpesunenta PO or 01.02.2005. Ne 111 «O mnopsake coauu KBaTM(PUKALMOHHOIO 3K3aMeHa
rOCy/IapCTBEHHBIMU I'PaXKJIaHCKUX citykanux Poccuiickoin deaepanum U OLEHKE UX 3HAHUH, HABBIKOB
U yMeHH. // [DnektponHslit pecypc]. — M., 2019. — Pesxum poctyna:http://www.consultant.ru.
Vxa3 Ilpesunmenta or 01.02.2005. Ne 112 «O koHKypce Ha 3aMeIIeHHWE BaKAaHTHOW TOHKHOCTH
rOCyJJapCTBEHHOI rpaxaaHckoil ciyxkObl Poccuiickoit denepaunn» // [IneKTpoHHBIH pecypc]. — M.,
2019. — Pexxum gocrtyma:http://www.consultant.ru.
Vka3 Ilpesunenrta PO ot 16.02.2005r. Ne 159 «O mpumepHoit ¢opme ciaykeOHOI0 KOHTpAaKTa O
MPOXOXKJICHUHN TOCYAAapCTBEHHOW TpaKIaHCKOW ciykO0bl Poccmiickoit ®enmepanuu U 3aMemICHUH
JOJHKHOCTH TOCYAApCTBEHHOUW TpakaaHckou ciykObl Poccuiickoit ®@eneparun». // [DneKTpoHHBII
pecypc]. — M., 2019. — Pesxum noctyma:http://www.consultant.ru.
Vka3 Ilpesunenta Poccuiickoit @eneparuu ot 30.05.2005. Ne 609 «O nepcoHanbHBIX JaHHBIX
rOCYJIapCTBEHHOI'O0 TpaXkKJaHCKOro ciyskamero Poccuiickoii ®enepallud U BEACHUU €r0 JIUMYHOTO
nenay» /[ [DnexTponHsIit pecypc]. — M., 2019. — Pexxum mocryna:http://www.consultant.ru.
Vka3 llpesunenta Poccuiickonn ®@enepanuu ot 18.06.2005. Ne 813 «O mnopsinke U yCIOBHSX
KOMaHAMPOBaHUs (peJepabHbIX TOCYIapCTBEHHBIX TPAXIAHCKHX CiyKamux» // [DneKTpoHHBIH
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.
IlocranoBnenue IlpaButensctBa Poccuiickoit ®enepaunn ot 16.04.2003. Ne 225 «O TpyAoBbIX
KHIDKKaX» // [Dnekrponnsiii pecypc]. — M., 2019. — Pexxum poctyma:http://www.consultant.ru.
Pacniopstxkenue [lpaButensctBa PO ot 21.03.1994. No 358-3 «O6 obecnie4eHHH COXPaHHOCTH
JOKYMEHTOB 10 JIMYHOMY cocTaBy» // [DnektpoHHbIi pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.
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Pacnopsokenue IlpaButensctBa PD ot 23.04.1992 Ne 781-p «OO06 ymydineHWH XpaHEHUS H
WCITOJIb30BaHMsI JJOKYMEHTOB IO JTUYHOMY COCTaBY»// [DmexTpoHHBIA pecypc]. — M., 2019. —
Pexxum goctyna:http://www.consultant.ru.

[IpaBuiia BeaeHUs U XpaHEHUsS TPYIOBBIX KHIKEK. (yTB. I[locranoBnenuem IlpaButensctBa PO ot 16
ampens 2003 1. Ne 225 /I [DnekTpoHHBI pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

WNucTpykuusa 1o 3amnoiHeHu0 TpyAoBbIX KHIKEK (yTB. IloctanoBnenumem MuHucrepcTBa Tpyaa u
couumanpHoro pasButus Poccuiickorr ®enepammu ot 10 oktsabps 2003r.). 3apermcrpupoBana
MunucrepctBoM roctuiiuu Poccuiickoit @eneparuu 11 HOs0pst 2003 1. perucTpamoOHHBIA HOMEP
5219. bronnereHb HOPMATUBHBIX aKTOB (pe/lepaIbHBIX OPraHOB UCTIONMHUTENbHON BracTu. 2003. Ne 49,
Il [Dnexrponnsiii pecypc]. — M., 2019. — Pexxum gocryma:http://www.consultant.ru.

®enepanpubiii 3akoH oT 16.12.2019 No 439-03 «O BHeceHUM H3MEHEHHH B TpynoBOMl KOJEKC
Poccuiickoit ®egepanuu B uyactu (OPMUPOBAHUS CBEIEHUN O TPYIAOBOM JAESITEILHOCTH B
3JIEKTPOHHOM BUTIC» [DneKTpOHHBIH pecypc] /l
URL:http://publication.pravo.gov.ru/Document/View/0001201912160070 (mara oOparnieHus
01.10.2020 r.)

HcTounukH (10MOJTHUTEIbHbIE)

@Oenepanbubiii 3akoH PO ot 27.07.2006 Ne 149-®3 «0O6 wundopmanuu, HHPOPMAIMOHHBIX
TEXHOJIOTUSX W 3ammre uHQOpMmanuw» // [DnekrpoHHsd pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

denepanbublii 3ak0H 0T 26.12.1995. Ne 208-®3 «O06 akimoHepHbIX 00miecTBax» // [DneKTpOHHBIH
pecypc]. — M., 2019. — Pexxum noctymna:http://www.consultant.ru.

Ob6mepoccuiickuii  kaaccupukaTop mpodeccuit padoumx, JOHKHOCTEH CIyXaluxX W TapU(HBIX
paspsanos OK 016-94. M.: Muntpyxn Poccun, 1995 // [Dnextponnslii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

O61epoccuiickuii knaccudukatop nudopmaryu o Hacenennu OK 018-95. // [DnekTpoHHsIi pecypc].
— M., 2019. — Pesxxum poctymna:http://www.consultant.ru.

OG6mepoccuiickuii kinaccudukarop ymnpasieHueckoil mpokymentamuu OK 011-93. // [DnexTpoHHSBIi
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

OG1epoccuiickuii knaccuukarop crnenuaibHOCTed mo oOpasoBanuio // [DnekTpoHHBIH pecypc]. —
M., 2019. — Pexxum moctyma:http://www.consultant.ru.

ITpuka3 PocapxuBa ot 23.12.2009 N 76 "OO6 ytBepxkaeHMHM MeETOAMYECKMX PEKOMEHJAIMi IO
pa3pabOoTKe WHCTPYKIIHIA 11O JAEIOMPOU3BOICTBY B (eiepaabHbIX OpraHax MCHOJHUTEIbHOM BiacTu" //
[DnexTponHkIi pecypc]. — M., 2019. — Pesxum nocryma:http://www.consultant.ru.

YHaudunupoBanHsle GOpMbI MEPBUYHON YYETHOW JOKYMEHTAIMH 1O Y4YeTy TpyAa M €ro OIUIATHI,
yrBepxkaeHHbIe [loctanoBnenuem ['ockomcrara PO ot 05.01.2004 Ne 1 // [DnexTpoHHBINA pecypc]. —
M., 2019. — Pexxum nocrymna:http://www.consultant.ru.

KBanugukaoHHbIi CIPpaBOYHUK JODKHOCTEH PYyKOBOAMTENEH, CIIEHUATMCTOB U JIPYTUX CIyXKalluX
Il [Dnextponnsii pecype]. — M., 2019. — Pexxum goctyma: [DaekTpoHHbIH pecypc]. — M., 2019. —
Pexxum noctyna:http://www.consultant.ru.

MesxoTpacneBble YKPYITHEHHbIE HOPMATHUBHI BPEMEHH Ha PAa0OTHI 1O KOMIUIEKTOBAHHIO W Y4YETY
kaapoB // [DnexkrponHslii pecype]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

[lepeyeHbp THIIOBBIX YIPABIEHYECKUX aPXUBHBIX JOKYMEHTOB, OOpa3yIONIMXCS B TIpoIecce
JeSITeIbHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPTaHOB MECTHOT'O CAMOYIIPABICHHS M OpraHU3aIUi, C
yKazaHHeM CpokoB xpaHenums [/ [DmextpoHubiii  pecypc]. — M., 2019, — Pexwum
noctyna:http://www.consultant.ru.

IIpaBuina opraHu3anuu XpaHEHUs, KOMIUIEKTOBaHMs, y4€Ta U UCIOJIb30BaHUsl JOKYMEHTOB APXUBHOIO
¢onnma Poccuiickoit denepany U OpyTUX apXUBHBIX JOKYMEHTOB B OpraHax TroCyIapCTBEHHOU
BJIACTH, OpraHax MECTHOIO CaMOYIpAaBICHHUS M OpraHu3alMsX, YTBEP)KICHHBIX MPHUKa30M


http://www.consultant.ru/cabinet/stat/hr/2019-12-18/click/consultant/?dst=http%3A%2F%2Fpublication.pravo.gov.ru%2FDocument%2FView%2F0001201912160070%23utm_campaign%3Dhr%26utm_source%3Dconsultant%26utm_medium%3Demail%26utm_content%3Dbody&c=B6349A10D31EE36F3AC3B7D0048FEBB9F372A5A930F8FAA20CB6DC6E8C10331BA56C0C863256984852D13B9F2A6AA3F1C5D3B2E9ACD96B1210CA89215A39E764111FC52F01A5EDE5E442660B7ADB2A24AC30764C009ABE766DCAD146D10996A424A3D41AA7ACC7F8F7DDCDD756E556478115E7854262030D456F2561DD9A437881ADA5F01DE8B20E4DAD5CD19F88A05D4B9227E8B1467D707D461C0F584D6B107809977604FB311C22E16A79FFEC564F
http://www.consultant.ru/
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MuskyasTypel P® ot 31.03.2015 Ne 526 // [Daextponnsiii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

IIpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrtBepkaeHuu IlepedHss TUMOBBIX YNpPaBJICHUYECKUX
ApPXUBHBIX JIOKyMEHTOB, OOpa3yIoIUXcs B MPOIECCe JEATEIHbHOCTH TOCYAapCTBEHHBIX OpPraHOB,
OpraHOB MECTHOTO CaMOYIpaBJIeHUS M OpraHu3anuii, ¢ YyKa3aHHEM CpPOKOB HX XpaHEeHUs"
(3apeructpuposano B Munrocte Poccun 06.02.2020 N 57449) [Dnexkrponssiit pecype] / CripaBouHo-
MOMCKOBAst cucrema «Koncynbrant TUTEOCY.
URL:http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW &n=345020& fld=134&dst=1
000000001,0&rnd=0.5989149124283691#09893595070554722 (nara ob6pamenus: 19.10.2020)
@enepanbhblil 3akoH oT 24.04.2020 N 122-®3 "O npoBeneHUU 3KCHEPUMEHTA M0 HCIOJIb30BAaHUIO
AJICKTPOHHBIX JTIOKYMEHTOB, CBSI3aHHBIX ¢ paboToii'"// MHTepHeT-mopTan mnpaBoBOM HH(OpManuu
http://www.consultant.ru/document/cons_doc LAW 351124/ (nata obpamienus: 19.10.2020)

[Ipukaz Muntpyna Poccum ot 14.05.2020 N 240H "OO6 yrtBepxacHuu IlomokeHUss o mopsiake
MIPOBEJICHUST IKCIIEPUMEHTA 10 HCIOJIh30BAHUIO JIEKTPOHHBIX JOKYMEHTOB, CBS3aHHBIX ¢ paboToi"”
(BapeructpupoBano B Muntocte Poccun 17.06.2020 N 58674)// HutepHer-mopTal NpaBOBOU
nnpopmanuu https://www.garant.ru/products/ipo/prime/doc/74170714/, nata obpamenus 01.10.2020.

JlutepaTtypa (o0si3aTesibHas)

Abymnanze, /1. I'. JlokymeHTalmOHHOE OOECIIeYeHUE YIIPaBICHHSI TIEPCOHAIOM | Y4eOHUK M MPAKTUKYM
sl akagemudeckoro OakanaBpuarta / J[. I'. AOynanze, 1. b. Bempsokkuna, B. M. MacmoBa. —
Mocksa : U3narensctBo FOpaidt, 2019. — 299 c. — (bakanaBp. Axkagemuueckuii kypc). — ISBN 978-
5-534-00875-3. —  Tekcr : osnektponHeid //  DOBC  IOpait [caiit]. —  URL:
https://urait.ru/bcode/433411 (mara obpamenus: 30.11.2019).

beikoBa T.A. JIoOKyMEHTAI[HOHHOE OOECIIeUYeHHE YIPABICHUs (IEIOMPOU3BOJICTBO) [DNEKTPOHHBIMH
pecypc] : yaeoHoe mocobue / T. A. Beikoa, T. B. Ky3Henona. - 2-e¢ u3j., mepepad. u jom. - Mocksa :
Nudpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL http://znanium.com/go.php?id=942800.
I'motoBa C.A. IlpodeccnoHanbpHbli CTaHAAPT CIELMATIUCTA [0 YIPABIECHUIO IEPCOHAIIOM B
JesITeIbHOCTH KaJJpOBOM CITyK0bI [DnekTpoHHbIH pecype] / ['moroBa Cetnana AnexkcanapoBHa; C.

A. T'noroBa // YnpaBieHue JOKyMEHTallMel: IpoIIoe, HacToswlee, Oyayiee : Mmarepuainsl [11-ei
MesxayHap. Hayd.-pakT. KoHQ., mocs. namsat mpo¢. T. B. Ky3uenosoii, Mocksa, PITY, 23-24
mapta 2017 r. / M-Bo obpa3zoBanus u Hayku Poc. deneparuu, @enep. roc. OIOKET. YUPEKI. BBICIII.
obpazoBanus "Poc. roc. rymanuTapHslii yH-T", UcT.-apX. uH-T, Pak. 10KyMEHTOBEJACHUS U
TEXHOTPOHHBIX apX., Kad. nokymenroBenenus. - Mocksa : Tepmuka.py, 2017. - C. 451-457. - Pexum
nocryma : http://elib.lib.rsuh.ru/elib/000013004.

I'motoBa C.A. TenaeHIMU pa3BUTHSI KaJpOBOT0 AEIONPOU3BOACTBA B paMkax mporpammsl "Lludposas
skoHOMUKA" [DnekTpoHHbIH pecypc| / [moroBa Ceernana AnekcanapoBHa; Ceernana A. ['mortosa //
Ynpasiienue JoKkyMeHTaMH B mu(poBoii skoHOMHEKe. - Mocka : PITY, 2019. - C. 98-103. - Pexum
nocryma : http://elib.lib.rsuh.ru/elib/000013245.

KanpoBoe nenompousBoactBo. YueOnuk. / C.JI. Kysnmemos, C.A. I'moroBa — M.: H3marenbcTBO
«TEPMHMKA», 2020. — 492 c.

Kanposoe nenonpounsBoactso: Haunnaem ¢ myns. Ayaut csoumu cuiamu / U.B. XKypasnesa, M.B.
XKypasnesa. - 2-e uza. - Mocksa : HUL[ UHOPA-M, 2014. - 184 c.: 60x88 1/16 + ( om. mart.
znanium.com). - (ITpocto, kpaTtko, O66ICTpO). (0) ISBN 978-5-16-008986-7 - TeKCT : 3JIEKTPOHHBIN. -
URL.: https://new.znanium.com/catalog/product/417566 (nata o6pamenus: 30.11.2019)

[TaBnoBckas, O. 0. IIpaBoBoe oGecnieueHue KaapoBOTO JETOMPOU3BOACTBA ;| yueOHOE TTocoOue s
By30B / O. IO. IlaBnoBckas. — MockBa : UsnmarenbctBo FOpaiit, 2019. — 213 c. — (Bsiciiee
obpazoBanmne). — ISBN 978-5-534-11565-9. — Texkcr : anexrponusiii / 3bC FOpaiir [caiiT]. — URL:
https://urait.ru/bcode/445662 (nata oopamenus: 30.11.2019).



http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/document/cons_doc_LAW_351124/
https://www.garant.ru/products/ipo/prime/doc/74170714/
http://znanium.com/go.php?id=942800
http://elib.lib.rsuh.ru/elib/000013004
http://elib.lib.rsuh.ru/elib/000013245
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JlutepaTypa (10NM0JHUTEIBHASA)

Kykapuna FO.M. CoBpemeHHbIE OpraHM3allIOHHbIE U PErJIaMEHTHbIE TOKYMEHTbHI: (YHKIUH U
pasHoBugHocTH // Becthuk PITY. 2016. Ne2. [DnektponHnslii pecypc]. — M., 2019. — Pexxum poctyna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik _daizi%202(4)-16.pdf.
Muxaitinna .M. Yrpasnenue nepconanom, 3-¢ u3a. - Mocksa :Jlamkos u K, 2018. - 280 c.: ISBN
978-5-394-01749-0 - Tekcr : snextponnsiii. - URL: https://new.znanium.com/catalog/product/415303
(nara obpamenus: 30.11.2019)

6.2 IlepeueHnb pecypcoB HHGOPMALHOHHO-TEIeKOMMYHUKANIMOHHOM ceTn « AHTEpHETY.

HanumonaneHas anextponHnas 6ubnmuorexa (HOb) www.rusneb.ru
ELibrary.ru Hayunas snexkrponHast 6udarorexa Www.elibrary.ru
Onekrponnas oudianorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

6.3 IIpodeccuonanbHble 6a3bl JAHHBIX U HHPOPMAMOHHO-CIIPABOYHbIE CHCTEMbI

Joctyn k npodeccuonanbHbiM 0a3am nanubix: https://liber.rsuh.ru/ru/bases

WHpopmanoHHbIE CIIPABOYHbIE CUCTEMBI:
1. Koncynbrant Ilmoc
2. Tapanr

7. MaTepuajibHO-TeXHHYECKOe ofecredeHue JUCHUILIHHBI

Jnst obecrnieyeHHWs  UCUMIUIMHBI ~ HMCTIOJB3YeTCS  MaTepUalbHO-TEXHUYECKas  0aza
00pa30BaTENBHOTO YUPEKICHUS: y4eOHbIe ayAUTOPHUH, OCHAIIEHHBIE KOMIBIOTEPOM U MPOEKTOPOM
JUTSI IEMOHCTPAIIMU y4eOHbIX MaTepUasoB.

CocraB nporpaMMHOT0 00€CTICUCHHUS
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

8. Obecneuenne 006pa3oBaTEJHLHOTO MPOIECCA IJISl JUI[ C OTPAHHYEHHBIMH BO3MOKHOCTSIMH
310POBbSI H HHBAJIW/I0B

B xozme peamm3zanmMy JUCHUIUIMHBI HCIIOJNB3YHOTCS CIEAYIOIINE JONOJHUTEIBHBIE METOJBI
o0OydeHusl, TEKYyIIEero KOHTPOJSI YCHEBA€MOCTH W MPOMEXKYTOUHOH aTTecTaluy OO0ydaroumxcs B
3aBUCUMOCTH OT UX MHIMBHUIYaIbHBIX 0COOEHHOCTEMH:

® Uil CJEMBIX W CIA0OBUIAIIMX: JIEKUUH O(QOPMIISIIOTCS B BHJE AJIEKTPOHHOTO JTOKYMEHTA,
JOCTYITHOTO C TIOMOLIbI0 KOMIIBIOTEPA CO CHELMATU3MPOBAHHBIM HPOrPAMMHBIM O0ECIIEUCHHEM;
IIUCBMEHHBIE 3aJjaHMsl BBINOJHAIOTCA Ha KOMIIBIOTEPE CO CIELUUAIM3UPOBAHHBIM IPOIPaMMHBIM
o0ecreyeHneM WIM MOTYT ObITh 3aMEHEHbl YCTHBIM OTBETOM; OOECIEeUMBAETCS WHAMBHUIYyalbHOE
paBHOMepHOE ocBemeHue He MeHee 300 JIOKC; A BBIMOJHEHHUS 3aJaHus NMPH HEOOXOIUMOCTH


https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://liber.rsuh.ru/ru/bases
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IIPEJOCTABIIAETCS YBEIMYMBAIOLIEE YCTPOWCTBO; BO3MOXHO TaKXe MCIIOJIb30BaHHE COOCTBEHHBIX
YBEIUYMBAIOUINX YCTPONCTB; MUCHbMEHHBIC 3aJaHUs O(OPMIIIOTCS YBEIIMYEHHBIM HIPU(PTOM; SK3aMeH
1 3a4€T MPOBOSATCA B YCTHON (hOpMe MM BBIMOJIHAIOTCS B MUCbMEHHOHN (popMe Ha KOMIIbIOTEpE.

o Ui INIyXUX M CJIA0OCIHBILIAIINX: JIEKIUH OQOPMIISIOTCS B BHJE 3JIEKTPOHHOI'O JOKYMEHTA,
au00  IpenocTaBisAeTCsl  3BYKOYCWIMBAMOLIAS — anmapaTypa HWHAMBUAYAJIBHOTO  IHOJIb30BAaHUS;
MUCHbMEHHBIE 3aJaHUs BBIMOJHSAIOTCS Ha KOMIIBIOTEPE B MHCbMEHHOW (opMme; dK3aMeH H 3a4yéT
IIPOBOJIATCS B MUCBMEHHOM (hopMe Ha KOMIIbIOTEPE; BO3MOKHO IIPOBEACHUE B (POPME TECTUPOBAHMSL.

® Ul JIMILl C HapyLIEHUSMHU OINOPHO-JBUIATEILHOIO ammapara: JIEKIUU Oo(GOpMIISIIOTCS B BHJIE
AJIEKTPOHHOTO JOKYMEHTa, JOCTYIHOIO C TIIOMOIIbIO KOMIIBIOTEPA CO CIIELHUAIU3UPOBAHHBIM
IIPOrpaMMHBIM ~ OO€clieYeHUEeM; IHCbMEHHbIC 3a/laHUsl  BBIIOJHAIOTCS HAa KOMIBIOTEpE CO
CIELUAIM3UPOBAHHBIM MPOTPaMMHBIM OOecrieueHHeM; IK3aMeH U 3a4€T IMPOBOJATCS B YCTHOH (hopme
WM BBINOJIHAIOTCS B IUCbMEHHOM (popMe Ha KOMIIbIOTEpE.

[Tpu HEOOXOMUMOCTH TIPETyCMaTPUBACTCS YBEITNYCHUE BPEMEHHU IJIsl TIOATOTOBKH OTBETA.

[Iponenypa npoBeneHHs MPOMEKYTOUHON aTTeCTAlMM JUlsl OOy4yaroIIMXCs yCTaHABIMBACTCS C
y4€TOM MX MHIUBHIYaJbHBIX NcuXoduzndecknx ocodenHocreil. [IpomexxyTounas arrecTamus MOXKeET
IIPOBOAMTHCS B HECKOJIBKO 3TAIIOB.

[Ipu mpoBexaeHWMH TPOULEAYPHl OLCHUBAHHUSA PE3YJIBTaTOB OOyYEHHS IpeIyCMaTpUBACTCA
UCIOJIb30BaHNE TEXHUYECKUX CPE/ICTB, HEOOXOAUMBIX B CBS3M C MHAMBUIYaJbHBIMU OCOOCHHOCTSAMU
oOydJarommxcsi. OTH CpeACTBA MOTYT OBITh MPEJOCTABICHBl YHUBEPCHUTETOM, WIH MOTYT
HCIOJIb30BaThCsl COOCTBEHHBIE TEXHUUECKUE CPE/ICTRA.

[IpoBenenue npoueaypsl OLEHUBAHUS PE3YIbTaTOB OOYYEHMsI JOIYCKAETCS C MCIOIb30BAaHUEM
JMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOIHH.

ObecneunBaeTrcs AOCTYN K HHGOpPMAIMOHHBIM W OubOmmorpaduyeckuM pecypcam B CETH
WuTepHeT uist Kaxaoro odydaromierocs B opMax, alaiTUPOBAHHBIX K OTPAaHUUYEHUSM UX 37J0POBbS U
BOCTIPHUSATHS HHPOPMALINH:

e ISl CIENBbIX WU CHA0OBUIANIMX: B IE€YAaTHOM ¢opMe yBEIWYEHHBIM LIPUPTOM, B (opme
3JIEKTPOHHOTO JIOKYMEHTa, B (hopMme ayanodaiina.

® JUUIs TIIyXUX U CJIa0OCIBIIAIIUX: B Te4aTHOU ¢opMe, B GopMe IEKTPOHHOTO JOKYMEHTA.

® 1151 00Y4YarOLINXCSl C HApyILIEHUsIMU ONOPHO-/IBUraTeIbHOTO amnmapara: B meyaTHoil gpopme, B
(dhopme 2IEeKTPOHHOTO JOKYMEHTa, B popMme aynuodaiina.

VY4eOHble aylUTOpUU A1 BCEX BHUJOB KOHTAKTHOM M CaMOCTOSITEIbHOM paboThl, HaydHas
OubnnoTeka M WHBIE TMOMELIEHHUs Ui OOY4YEeHHs OCHAILEHbl CIEHUAIbHBIM OOOpYJOBaHUEM U
y4eOHBIMU MECTaMH C TEXHUYECKUMHU CPEICTBAMU O0YUEHHUS:

® ISl CIIENBIX U CIa0OBUASIIUX: YCTPOWCTBOM /Il CKAHUPOBAHMS M YTEHUs ¢ kKamepoid SARA
CE; nucruteem Bpaiis PAC Mate 20; npuntepom bpaiins EmBraille ViewPlus;

eI TIHYXUX M CHA0OCHBIIIAIIUX: ABTOMAaTH3MPOBAaHHBIM pabouynM MecTOM Ui JHoAed ¢
HapylLIeHHEM CiIyXa U c1a0O0CIbIIalINX; aKyCTHUECKUI YCHUIIUTENb U KOJIOHKH;

o isi OOy4aroUMXCs € HapyLIEHUSIMH OIOPHO-IBUTATENILHOTO ammapaTa: MepeIBUKHBIMHU,
perymupyeMbIMu 3proHoMudeckuMu naptamu CH-1;, KOMIBIOTEPHON TEXHUKOW CO CIIeIHATbHBIM
IPOrpaMMHBIM 00€CTIEYECHHEM.

9. MeToanyeckue MaTepHaJIbl

9.1 IInanbl ceMUHAPCKUX 3aHATHI

TEMAL. 3AKOHOJIATEJILHAS PETJIAMEHTAIVA JIOKYMEHTHUPOBAHU S KA JIPOBO
JEATEJIBHOCTU B P®

SAJTAHUMA.
1. IIpoananmmsupyiite TpynoBoit kogekc Poccuiickoit ®enepanuu U onpenenure TpeOOBaHUS K
COCTaBy ¥ 0()OPMIICHUIO IOKYMEHTOB, PErJIAMEHTUPYIOLIUX TPYJOBbIE OTHOILICHHS.
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2. Tlpoanammsupyiite TpynoBoit komekc Poccuiickoit denepanun U onpeaeaute TpeOOBaHHS K
(GYHKIMAM KapOBOH CITyKOBI.

VYKA3AHMSA 110 BIIIOJIHEHHWIO 3A JAHUI

1. Usyuure TpynoBoil KOAEKC U BBIICHUTE, KAKUMHU JOKYMEHTaMH IPEILyCMOTPEHO OpOopMIIeHHE
rpueMa, rnepeBojia, yBoJIbHEHUS, KOMAHIUPOBAHUS, JUCIIUTUIMHAPHOTO B3BICKAHUS U MPEIOCTaBICHUS
orrnycka paboTtHukaM. CocTaB JOKYMEHTOB (HUKCUpYETCs MO KaxJOW OTAEIbHOW mpoleaype.
OOpaTtuTe BHUMaHKE HA CPOKHU MOJITOTOBKU JOKYMEHTOB, YCTAHOBJICHHBIE 3aKOHOIATEIBHO.
Pe3ynbTathl 3aaHusi MOT'YT OBITh PEACTABICHBI B BUJIE TAOIHUIIbI:

IIpoueaypa Buasbi Homep Cpoxkmn, Conep:xanue,
JOKYMEHTOB CTATBH CBSI3aHHBIE C odopmiieHHE
AOKYMEHTOM

[Ipuem Ha paboty

IlepeBon

IIpenocrasienne
OTITyCKa

[Tooupenue

HI/ICHI/IHHI/IHapHOe
B3bICKaAHHC

KOMaHI[I/II)OBaHI/Ie

YBonbHEHUE

2. Wsyuute TpynoBoil kojekc U ompenenute 00s13aHHOCTH paboTojaTens MO OTHOIICHUIO K
paboTHUKY, KOTOpBIE yCTaHOBIIEHBI B Kojiekce mpy BO3ZHUKHOBEHUU TPYAOBBIX OTHOIICHHH. Ha 310k
OCHOBE COCTaBbTE NepeUYeHb (PYHKIIH, BHITOTHAEMBIX KaAPOBOU CITYKOOH.

KOHTPOJIBHBIE BOITPOCEHI.

1. TlepeuncnuTh OCHOBHBIE BUJBI JOKYMEHTOB, HCIIOJIB3YEMBIE /ISl TOKYMEHTHPOBAHUS TPYAOBBIX
OTHOILIEHHUH, YCTAHOBJIEHHBIX B TPYAOBOM 3aKOHO/IaTEIbCTBE.

2. Ha3zoBwure THIOBBIE (QYHKIINU KaAPOBOH CITY’KOBI.

NCTOYHUKN

Tpynosoit konekc Poccuiickoit @enepauuu ot 30.12.2001 Ne 197-@3. Ilpunar I'ocyaapcTBeHHON
Hymoit 21 nexabpsa 2001r. (B pea. ot 29.12.2010) // [DnexTponHsIi pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

JIMTEPATYPA

Abynanze, JI. T'. JlokymeHTanMoHHOE oOecreyeHue yMpaBleHUs MEePCOHAIOM : Y4eOHUK U
NpPaKTUKyM Ui akajaemuueckoro OakanaBpuara / JI. I'. AOymamze, W. b. Bempsokkuna, B. M.
Macnosa. — Mocksa : U3natensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AkajgeMHUYeCKHiA Kypc).
— ISBN 978-5-534-00875-3. — Tekctr : oanekrponHsii // 3BC HOpaiir [caiit]. — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2019).
Kanposoe nenonpousBozctBo: Haunnaem ¢ Hyns. Ayaut ceoumu cunamu / M.B. XKypasnesa, M.B.
XKypasnesa. - 2-¢ u3n. - Mocksa : HUI[ UH®PA-M, 2014. - 184 c.: 60x88 1/16 + ( Hdom. wmart.
znanium.com). - (ITpocto, kpaTtko, O6bIcTpO). (0) ISBN 978-5-16-008986-7 - TeKCT : 3JIEKTPOHHBIM. -
URL.: https://new.znanium.com/catalog/product/417566 (nara obpamienuns: 30.11.2019)
[TaBnoBckas, O. 0. IlpaBoBoe obecnieueHne KaapoBOro AEIONPOU3BOACTBA : yueOHOE mocodue s
By30B / O. lO. IlaBnoBckasi. — MockBa : UsmarensctBo FOpaiit, 2019. — 213 c¢. — (Bricmee
obpaszoBanue). — ISBN 978-5-534-11565-9. — Tekct : anexrponnsiii / ObC FOpaiir [caiit]. — URL:
https://urait.ru/bcode/445662 (mara obpamenus: 30.11.2019).

TEMA 2. PABPABOTKA OPI'AHU3AITMOHHBIX JOKYMEHTOB B KAJIPOBOI CJIYKBE


http://www.consultant.ru/
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3AJJAHUA

1. Tlpoananuzupyiite opranusanuio padotsl ¢ kagpamu B 3AO “Beimmen’.

2. Paspa6otaiite [lomoxxenue o6 otaene kaapo 3A0 “Beimnen”

3. PazpabotaiiTe JOKHOCTHYIO HHCTPYKIIHIO JIJIsi OJTHOTO U3 COTPYAHUKOB KaIPOBOM CITYKOBI

YKA3AHUS 110 BBIITOJIHEHUIO 3A JIAHU A

1. IlpoanamusupyiiTe KOMIUIEKC JTOKyMeHTOB 3AQO “BpiMrien”, BBISBIISS €ro CTPYKTYypYy,
YHCJICHHOCTb, HAmpaBieHUs JesTeabHocTH OOImecTBa M OCOOCHHOCTH OpraHH3allMyd KaapOoBOU
paboTHI.

2. Ha ocHoBe kBanu(pUKAMOHHOW XapaKTEPUCTHUKU PYKOBOIAUTENS KaapoBoil ciyxObl, YCOPI,
TpynoBoro xojekca u TpeOOBaHUN WHBIX HOPMATUBHBIX U METOJUYECKHX JOKYMEHTOB pa3paloTaiite
u opopmuTe mpoekT [lonoxxenus 06 ornene kaapos 3A0 “Beivmen”.

3. Ha ocHOBe KBamu(UKAIMOHHBIX XapaKTEPUCTUK PAaOOTHUKOB KajapoBoil ciyx0bl, YCOP]]
pa3paboTaiiTe TPOEKT MTOJPKHOCTHOM WHCTPYKIIMU OJHOTO M3 COTPYIHUKOB oTAena kaapoB 3A0
“Bpimnen” 1 oopMHTE €ro B COOTBETCTBUH C YCTAHOBJICHHBIMU TPEOOBAHUSIMH.

KOHTPOJIBHBIE BOITPOCBI

1. Tlepeuncnure 3anaun u QyHKIUN KaTIPOBOH CITY>KOBI.

2. Kakue 1oKyMeHTbI periiaMeHTHPYIOT padoTy ¢ IEPCOHAIOM OpraHu3aluu’?

3. Ha ocHoBe, Kakux JOKYMEHTOB pa3palaThIBalOTCS IMOJIOKEHHE O KaJapoBOW CiyxOe u
JOJPKHOCTHBIE MHCTPYKLIUU €€ COTPYAHUKOB?

4. KakoBa CTpyKTypa TEKCTOB IOJO0XKEHUS O KaIpOBOH CIIy:K0€ U JOKHOCTHOW MHCTPYKUUU?

5. Korna nonoxxenue o kagpoBoi ciykOe mnpuoOpetaer ropuauueckyto cuiry? Korna ono tpeOyer
nepepadoTku?

6. Ilepeuncnure oOmue TpeboBaHMS K 0OPMIICHHIO OpraHU3allMOHHBIX JTOKYMEHTOB.

NCTOYHUKN

TpynoBoit koxexc Poccuiickoit ®@enepanuu or 30.12.2001 Ne 197-®3. Ilpunar I'ocyaapcTBeHHOM
Hymoii 21 nexadpst 2001r. (B pexa. ot 29.12.2010) // [DnextponHnsiii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

YHupUuupoBaHHas cucrema OpraHU3alMOHHO-PACTIOPSAUTEIBHOM JOKYMEHTAIHH.
VYHu¢unupoBanHbie GOpMbl, HHCTPYKIMK U METOINYECKUE MaTepHallbl IO UX NMpuMeHeHuto. M.1982
I Il [ DnexTponnslit pecype]. — M., 2019. — Pesxxum gocryma:http://www.consultant.ru.
KBanuduxaoHHbIil cripaBOYHUK JOJKHOCTEH pPYKOBOAWUTENEH, CHEUUANIMCTOB U ClyXamux. M.,
2002/1 Il [9nextponnslit pecypc]. — M., 2019. — Pexxum goctyna:http://www.consultant.ru.

JIMTEPATYPA

I'moroBa C.A. IlpodeccnoHanbHblil CcTaHAAPT CHENUANINCTAa [0 YIPABIECHUIO IIEPCOHAIOM B
NesTeIbHOCTH KaJIpoBOM ciykObl [DaekTpoHHbIH pecypc] / I'motoBa CBernana AnekcanaposHa; C.
A.TnoroBa // YmpaBneHue AOKyMEHTAIMel: mpoluioe, Hacrosiee, Oyaymee : martepuansl I1I-eit
MexnyHap. Hayd.-ipakT. KoH(., mocBsnl. namsata npod. T. B. Kysnenosoii, Mocksa, PITY, 23-24
mapta 2017 r. / M-Bo oOpa3oBanus u Hayku Poc. ®eneparnuu, @enep. roc. OFOKET. YUPEXI. BBICIII.
obpazoBanust "Poc. roc. rymanurtapuelii yH-T", Hcrt.-apx. uH-T, ®Dak. JAOKyMEHTOBEICHHS U
TEXHOTPOHHBIX apx., Kad. nokymenToBeaenus. - Mocksa : Tepmuka.py, 2017. - C. 451-457. - Pexxum
nocryma : http://elib.lib.rsuh.ru/elib/000013004.

Kykapuna }O.M. CoBpemeHHBbIE OpraHHU3allIOHHBIE W PETJIAMEHTHBIE JOKYMEHTBHI: (QYHKIMH U
pasznoBuaHoctH // Bectuk PITY. 2016. No2. [DnekTpoHHsIi pecypc]. — M., 2019. — Pexxum noctymna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik _daizi%202(4)-16.pdf.
[TaBnoBckas, O. 0. IlpaBoBoe obOecrieueHre KaJpoBOTo JAEIOMPOU3BOJACTBA : yueOHOe mocoOue ams
By30B / O. lO. IlaBnoBckasi. — MockBa : UsmarensctBo FOpaiit, 2019. — 213 c¢. — (Bricmiee
obpaszoBanue). — ISBN 978-5-534-11565-9. — Tekct : anexrponnslii / 9bC FOpaiir [caiit]. — URL:
https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://elib.lib.rsuh.ru/elib/000013004
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TEMBI 3-7. JOKYMEHTHPOBAHHME KAJIPOBOM JEATEJIBHOCTH

3AJJAHUA:

1. U3yunte 3akoHOAaTeNbHbIE TPEOOBAHUS K COJEPKAHUIO U OPOPMIICHHUIO TPYAOBOIO JIOTOBOpA.
[ToaroToBbTE MPOEKTHI JOKYMEHTOB TI0 IIpUEMY Ha padoTy.

2. [loaroroBbTE MPOEKTHI JOKYMEHTOB 110 TEPEBOAY Ha JPYryIo paldoTy.

3.IToaroToBbTE MPOEKTHl JOKYMEHTOB O NPEAOCTABICHHH OTIYCKA, HPOEKTHl JOKYMEHTOB O
KOMaHAUPOBAaHUH paOOTHUKA

4.I1oaroToBbTE MPOEKTHI IOKYMEHTOB O MOOIIPEHWH PAOOTHHKA W  IMPOEKTHl JOKYMEHTOB O
BBIHECEHUHU JUCLUUIITIMHAPHOTO B3BICKAHMS.

5.IToaroToBbTE MPOEKTH JOKYMEHTOB 00 M3MEHEHHH (paMUIHH paOOTHUKA U MPOEKTHI TOKYMEHTOB O
PacTOpPKEHUHU TPYIOBOTO AOTOBOPA.

YKA3AHU 10 BBITIOJITHEHUIO 3AJIAHUN

1. Ha ocHoBe MarepuanoB [el0BOH WIrpbl (CHPAaBOYHBIE JaHHbIE O pabOTHHKE) W TpeOOBaHUU
TpynoBoro kojekca MOArOTOBUTH TPYAOBOW JIOrOBOp C pabOTHUKOM, O(OpPMHUTE MpHUKa3 O MpHEMe
paboTHHKa Ha paboOTy (CTYIEHTHI MOTYT COCTaBHTH INPHUKA3 MO OOIMM NpaBuWiIaM O(OPMIICHHUS
NPUKA30B WK BOCIOJIB30BaThCs yHHGMUIMPOBaHHOH (opmoit T-1). 3amonnute JIMYHYHO KapTOUKy
pabotauka (popmy T-2.) Onpenenuts cOCTaB JOKYMEHTOB, UCTIOIB3YEMBIX U CO3JAHHBIX TPU TPHUEME
Ha paboTy, KOTopble GOPMHUPYIOTCA B JINYHOE JIeJI0 paOOTHHKA.

2. Hcmonp3ys MaTepualibl JIEJIOBOW WIphI (CIpaBOYHBIC JaHHBIE O pAOOTHHKE) W YUYUTHIBAs
TpeboBanuss TpymoBoro kojekca Oo(GOpPMUTH MepeBOj pabOTHHKA (110 €ro MHUIMATUBE U IO
WHUIMATUBE PYKOBOJAWTEINS CTPYKTYPHOTO TIOJpa3/eieHUsi) Ha JApPYrylo paboTy B TOW IKe
opranuzanuu. CocTaBUTh 3asBJICHUE, MTPEJCTABICHNUE, YBEIOMIIEHHE U 0OPMUTH IPUKa3 O MepeBoe
paboTHHKA Ha APYryro padbory (mo oOmuM mpaBuiaM oGOpMIIEHUS TTPUKA30B WM BOCIOJIB30BATHCSA
yHuduimpoBanHoi ¢opmoit T-5). Buectn nannsie B JInuHyro kaprouky padorHuka (popmy T-2.)
Onpenenutb coCcTaB TOKyMEHTOB, MCIOJIBb3YEMbIX M CO3JaHHBIX IIPU MEPEBOJE Ha JIpyryro paboTy,
KOTOpbIE (POPMUPYIOTCS B IMUYHOE JETI0 PAOOTHHUKA.

3. Hcxonms w3 MaTepualioB JeNOBOH HWIphI (CIIpaBOYHBIE JaHHBIE O pabOTHHKE) , O(QOpPMHUTH
©XKErofHbII OuepeHON OIIauMBaeMbIil OTHYCK M OTIYCK O€3 COXpaHEHUs 3apa0OTHOM IUIATHI.
CocTaBuTh rpaguK OTIHYCKOB, 0OPMUTH MPHUKA3 O MPEJOCTABIEHUHU OTIyCKa (IO OOIMM IpaBUIaM
ohopMIIeHHs PUKA30B KM BOCIOJIB30BaThCs YHUHUIMPOBaHHOH (opmoii T-6) . BHecT naHHbIe B
JInynyro kapTouky padotHuka (popmy T-2.).

Wcnone3ys maTepuaibl AeI0BONW UTPHl (CIpaBOYHbIE JaHHbIE O PaOOTHUKE) MOATOTOBUTH MPHUKA3 O
HalpaBlICHUU pPAaO0OTHUKA B KOMAHIUPOBKY (MO oOmMM mpaBwiaM OGOPMIICHHS NPUKA30B WIH
BOCITOJIb30BaThCs YHUPHIIUPOBaHHOU hopmoii T-9).

4. Vcnonb3ys MaTepuaibl 1€J10BOM UrphI (CIpaBOYHbIE JaHHBIE 0 pabOTHHKE), O(OPMHUTH MPUKA3 O
MOOIIpeHnn paboTHUKA (o oO0mUM npaBwiaM o¢GOPMIIEHHS NPUKA30B MM BOCIIOJB30BATHCA
yauuimpoBannoit popmoit T-9). BHectn naHHbIe 0 mMooIIpeHHUH B JIMYHYIO KapTOUKy pabOTHHKA
(popmy T-2.). Onpenenutb COCTaB JOKYMEHTOB, HCHOJB3YEMBbIX NPH O(QOPMICHUM MOOIIPEHUS,
KOTOpPbIE (POPMUPYIOTCS B IMYHOE AETI0 PAOOTHHUKA.

Ha ocHoBannmu MaTrepuraioB )IGJ'IOBOf/i HUI'Pbl COCTABUTDH 06T)$ICHI/ITGJ'IBHYIO 3aIMMCKy O JUCHUITIIMHAPHOM
MPOCTYIIKE, MNOKIAAHYI 3allMCKy O HAapyUIICHUU TpYI[OBOﬁ AUCHOUIINIMHBI, TIPHUKA3 O HAJOXKCHHUU
AUCHUILIMHAPHOI'O B3bICKAHUS.

5. Hcnonp3yss wmaTepwalibl JeOBOM WIphl (CIpaBOYHBIC JaHHBIE O pabOTHUKE) O(QOpPMUTH
IpeKpalleHue TPyAOBOro J0roBopa IO MHUIMATHBE PaOOTHHKA, O MHHUIMATHBE paboTomarelns, 1o
OOCTOSITENILCTBAM, HE 3aBUCSIIUM OT BOJH CTOpOH. OmNpenenuTh COCTaB JAOKYMEHTOB, KOTOPBIMHU
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oopmisiercst kaxxaast curyarus. OGOpMHUTE NMPHUKa3 O MPEKPANICHUN IEHCTBUS TPYIOBOTO JOrOBOpa
(mo obmuM mpaBmwiaM 0(OPMIICHHUSI IPUKA30B WM BOCIIONB30BaThcsa yHU(DUIIMpOBaHHOH Gopmoit T-
8). BHectu nannbie 00 yBoJbHeHHMH B JIM4Hyr KapTouky padotHuka (popmy T-2.). Onpenenutsb
COCTaB JIOKyMEHTOB, MHCIIOJb3yeMbIX IpH O(OPMIIEHUH YBOJIbHEHHS, KOTOpbIe (HOPMHUPYIOTCS B
JMYHOE JETI0 Pa0OTHUKA.

CocrtaBbTe MPOEKT MpHKa3a 00 n3MEeHEeHU! (aMIITUH, TPUBEIUTE BO3MOXKHBIC OCHOBAHUS JIJIsl U3/1aHUS
TaKOTO MPHKa3a.

KOHTPOJIBHBIE BOITPOCHI:

1. BrwigenuTte OCHOBHbBIE JOKYMEHTHPYEMBbIE 331a4H KaJAPOBOW AEATEILHOCTH.

2. OxapakTepusyiTe CTPYKTypy TEKCTa TpPYAOBOTO JIOTOBOpA, IIEPEUUCIUTE CYyIIECTBEHHBIC
MOJI0KEHHSI TPYIOBOTO JJOTOBOPA.

3. SBnstorcst i yHUGHUIMPOBaHHBIE POPMBI 00sI3aTETHHBIMU ?

4. Ha ocHoBe TpeOOBaHMH K TpPYJOBOMY JIOTOBOPY, OHNPEACIUTH TOPSAAOK O(OpMIICHHS
JOTIOJTHUTEIBHOTO COTTIameHHsI (M3MEHEHHUS K TPYIOBOMY JIOTOBODY).

5. Kakumu TpeOOBaHUSAMHU JTOJDKHA PYKOBOJCTBYETCS KaJIpoBasi CIIy0a rnmpu o(hOpMIICHHN MTPUKA30B
B TEKCTOBOM popme?

NCTOYHUKN

Tpynosoit koaexe Poccuiickoit @enepanuu. [punsar 'ocygapcreennoii Jymoii 21 nexadps 2001r.
. (cu3m. u gon.) // [DaekTponHslii pecypc]. — M., 2019. — Pexxum pocryma:http://www.consultant.ru.
YHaudunupoBanusie (HOpMbI NMEPBHYHON YYETHOH JOKYMEHTAI[MH 10 y4YETy TpyJa W €ro OILIaThl.
Y.1. M.,2004// // [Dnexkrpounsiii pecypc]. — M., 2019. — Pexxum noctymna:http://www.consultant.ru.

Obmepoccuiickuil kiaccudukarop npodeccuit paboumx, JOHDKHOCTEH ciayXalux U TapuHBIX
paspsaoB OK 016-94. M.: Muntpyn Poccun, 1995. //// [Dnexrponnsriii pecype]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

O6mepoccutickuii knaccudukarop uHbopmanuu o Hacenennn OK 018-95. M.: Muntpyn Poccun,
1996 //l/ [9nextponHsIii pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

Oo6mepoccuiickuii kiaccupukarop ynpasiendeckoin nokymentanuu OK 011-93. M. : T'occranmapt
Poccun, 1994 // [Dnekrponnsiii pecypc]. — M., 2019. — Pesxum poctyna:http://www.consultant.ru.

Ob6mepoccuiickuii  kiaccuukarop crennaibHocTed 1o obpazoanuio OK 009-93. M.
I'occranmapr  Poccum, 1995 ////  [Dnextponnsiii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

JIMTEPATYPA

Abynanze, J. I'. JlokymeHTallMoHHOE O0ecrieueHne ypaBIeHUs IEPCOHAIOM : YYEOHUK U MPAKTUKYM
s akajgemuueckoro Oakanmaspuata / J[. I'. AOynamze, U. b. Beinpsokkuna, B. M. MacnoBa. —
Mockga : U3patenbctBo FOpaiit, 2019. — 299 c. — (bakanaBp. Akagemudeckuid kypc). — ISBN 978-
5-534-00875-3. —  Tekcr : omektpoHHslt //  OBC  IOpait [caiit] — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2019).

Kanposoe nenonpousBozactBo: Haunnaem c¢ Hyss. Ayaut ceoumu cuiamu / 1.B. XKypasnesa, M.B.
Kypasnesa. - 2-e uzn. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16 + ( [om. mar.
znanium.com). - (ITpocto, kpaTtko, O6bIcTpO). (0) ISBN 978-5-16-008986-7 - TeKCT : 3JIEKTPOHHBIM. -
URL.: https://new.znanium.com/catalog/product/417566 (nara obpamienus: 30.11.2019)

Tema 8. TPYIOBAS KHNXKKA

3ATTAHUS


http://www.consultant.ru/
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1. [IpoananusupoBate TpynoBoi kogekc PD, [IpaBuia BeneHuss U XpaHEHHS TPYAOBBIX KHIKEK,
HHCTPYKIHIO IO 3aIIOJIHCHUIO TpYHOBOﬁ KHIDKKHA. BLIICHUTE ImpaBujia 3aBCACHUA U TOPAAOK BEACHUA
TPYJOBBIX KHUXKEK.

2. 3arosHUTH OJIaHK TPYIOBOM KHIKKH CBEACHUSAMH O paboTe U YBOJIBbHCHHU.

3. [Ipoananu3upoBaTh MpPEUIOKEHHBIE KONUHM TPYJOBBIX KHHKEK, OOBSCHHTH OIIMOKH B
o OpMIICHNY U BEICHUMU.

4. 3aperucTpupoBarh 0(OPMIICHHYIO TPYIOBYIO KHUXKKY.

YKA3AHU 10 BBITIOJIHEHUIO 3AJIAHUI

1. N3yunts  TpynoBoi koxekc P®, IlpaBuiia BeneHMss M XpaHEHUS TPYHAOBBIX KHUXKEK,
MHCTPYKLHIO 10 3aII0JTHEHUIO TPYIOBBIX KHHUXKEK .
Y CTaHOBUTB:

-3aKOHOJ[ATENIbHBIE W HOPMATHBHBIC TMOJOKEHHS O CTaTyce TPYJAOBOW KHHUXKKE, MOPAAKE e¢
oOpMIICHUS W BEJICHHS,

- HOpMaTHBHbIC TPEOOBAHUS O TyOJIHUKATE TPYIOBOM KHIKKH;

- HOpPMAaTUBHBIC Tpe6OBaHI/I$[ O BKJIQJBIIIC K TPYI[OBOﬁ KHUXKCEC.
2. Hcrons3yst MpeUIoKEHHbIE MaTepHaibl JIEIOBOM HIPhl W MaTepuayibl 3aHATHH O
AOKYMCHTHPOBAHUU IIPpUCMA, IICPEBOAA, YBOJbHCHUA BHCCTU COOTBCTCTBYIOUIMUC 3allCHU B TPYAOBYIO
KHHKKY.
3. W3yunTh TpeioKeHHbIE KONUH TPYIOBBIX KHW)KEK, BBIIBUTH OIIMOKH B OQOPMIICHHH H
UCIIPABJICHUAX HA TUTYJIHLHOM JIKCTE, B paszeie «CBeaeHus 0 paboTey.

KOHTPOJIBHBIE BOITPOCHI

1. B xakoii cpok 0KHA OBITH 3aBe/ieHA TPYAOBasi KHIKKA MPU MOCTYIICHUU pabOTHUKA Ha paboTy
BIIEpBBIE?

2. B xakux cimyyasix KaJapoBas ciay’k0a HMMeeT MpaBo BbIJIATh AyOJIUKAT TPYIAOBON KHUKKU?

3.B kakoit cpok rocine yBoJbHEHHs paOOTHUKY BbIIAETCs TPYAOBask KHUXKKa?

4. Kax oopmiisiercs Bbl1aya BKJIaIbIIa K TPYAOBON KHUXKKE?

5. Kakoe cTpyKTypHOE Moipa3ieJieHle OpraHu3aliy XpaHUT OJIaHKU TPYJOBBIX KHUKEK U BKJIAbIILIEH
K HUM?

6.Kak ncnpaButh ommoKu, 0OHapyKEHHbIE HA TUTYJIHHOM JIUCTE TPYIOBON KHMXKKH?

7.Kax ucnpaButh ommOKu, oOOHapyKEHHbIE B 3alI0JHEHUH pazfena «CeeneHus o padbore»?

NCTOUYHUKHU

Tpynosoit konekc Poccuiickoit @enepaunu. [Ipunst rocynapcrsennoit Jymoit 21 nexadps 2001r.
Il [Dnextponnsiii pecypc]. — M., 2019. — Pexxum goctyma:http://www.consultant.ru.

IIpaBuia BeneHus u xpaHeHus TpyAoBbIX KHIKEK. (yTB.IlocTtanoBnenuem IlpaBurenscrsa PO ot
16 ampens 2003 r. Ne 225 /" [OnextpoHHblii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.
WNHcTpykuysa mo 3amoiHeHuo TpyAoBbIX KHMKEK (yTB. IloctaHoBnenmem MuHucrepcTBa Tpyaa u
coumansHoro passutus Poccuiickoir ®enepamuu ot 10 oktabps 2003r.). 3aperucrpupoBana
MunucrepctBoMm toctuninu Poccuiickoit @eneparuu 11 wHosOpst 2003 1. Ne 5219. // [DnexTpoHHBIHA
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

JIMTEPATYPA

I'moroBa C.A. TeHIeHIMM pa3BUTUS KaIpOBOTO JIEIONPOM3BOJICTBA B paMKax MPOTrPaMMBI
"IudpoBas skonomuka" [DnexkTpoHHBIM pecypc| / 'moroBa Cernana AmnekcanapoBHa; CBeTiiaHa
A. T'motoBa // YnpaBieHue ToKyMeHTaMu B Lu(ppoBoii sxoHOoMHEKe. - Mocksa : PITY, 2019. - C. 98-
103. - Pexxum nocrtyma : http://elib.lib.rsuh.ru/elib/000013245.
Kanposoe nenonpousBozactBo: Haunnaem ¢ Hyns. Ayaut ceoumu cunamu / M.B. XKypasnesa, M.B.
Kypasnera. - 2-e u3a. - Mocksa : HUL[ UHO®PA-M, 2014. - 184 c.: 60x88 1/16 + ( Jlom. mar.
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znanium.com). - (ITpocro, kpatko, O66icTpo). (0) ISBN 978-5-16-008986-7 - TeKCT : 3JIEKTPOHHBIN. -
URL: https://new.znanium.com/catalog/product/417566 (nara ob6pamienus: 30.11.2019)

[TaBnosckas, O. 0. IIpaBoBoe obOecrieueHre KaJpoBOTO JAEIONPOU3BOICTBA : yUeOHOe TocoOue s
By30B / O. O. IlaBnoBckas. — Mocksa : UsnmatensctBo IOpaiit, 2019. — 213 c. — (Bsicmiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Texkcr : anexrponusiii // OBC HOpaiir [caiit]. — URL:
https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

Tema 9. CACTEMATHU3AIIMA JOKYMEHTOB KAJIPOBOM CJIYKBbI.

SAJJAHMA

1. Tlpoananu3upyiTe HOMEHKIATYPY A€ KaapoBou ciyx0b1 3A0 “Breimmen’.

2. CocraBpTe TPOEKT HOMEHKIATYphl Jen othaena kaapoB 3A0 “BeiMmmen” Ha clieqyromui
KaJICHIapHBII TO/I.

3. Tlpoanamusupyiite TpeOOBaHHME 3aKOHOJATEIHHBIX M HOPMATHBHBIX JIOKYMEHTOB K COCTaBY
JOKYMEHTOB JINYHOTO JIeNa.

4. Cdopmupyiite nuuHoe aeno corpyaHuka 3A0 “BwiMmen” u cocTaBbTe BHYTPEHHIOI OMNHCH
JIOKYMEHTOB JINYHOTO JIeNa.

YKA3AHU 10 BBITIOJITHEHUIO 3AJIAHUN

1. C yderom TpeOOBaHMH HOPMATHUBHBIX AOKYMEHTOB MpPOAHATM3HPYWHTE HOMEHKIATypy nen 3A0
“BpiMmienn”, ompeaensss ee BHJ, KJIACCU(PUKALMOHHYIO CXeMy, OCOOCHHOCTU (OPMYJIHPOBAHUS
3arojIOBKOB, HUCTOYHMKM U IPaBWIBHOCTb YCTaHOBJIEHUS CPOKOB XpaHeHus. Omnpexnenute
HepexoAsIue elia, BKIIOUYEHHbIE B 3TY HOMEHKIATYpY.

2. Ha ocnoBe TpeboBanuii OCHOBHBIX NpaBWJI pabOTHl apXWBOB OpPraHU3aIMii M TUIIOBOTO IEPEYHS
YIPaBIEHYECKUX JOKYMEHTOB CO CPOKaMHM XPAaHEHMsI COCTaBbTE IPOEKT HOMEHKJIATypbl aen 3A0
“Bpimnen” Ha cienyromuil kanenaapHelii rof. [Ipoekt odpopMuTe B COOTBETCTBUU C YCTAHOBJICHHBIM
MOPSAIKOM.

3. Wsyuuts Yka3 [Ipesunenta PO Yka3 [Ipesunenra Poccuiickoit ®enepannu ot 30 mas 2005 r. Ne
609 «O mnepcoHaNBHBIX JaHHBIX TIOCYIAPCTBEHHOIO TpakJaHCKOro ciykamiero Poccuiickoin
@enepanli U BEJIEHUU €ro Ju4yHoro nena» M3yuuts p.8 TumoBoro mnepeyHs ynpaBIeHUECKHX
JOKYMEHTOB U OIPEJIeIUTh COCTAaB JOKYMEHTOB JIMYHOTO Jies1a pabOTHHKA.

4.Vcrionb3yst TOKYMEHTBI, pa3pa0OTaHHbIE Ha MPEIbIAYIIMX 3aHATHSAX, CHOPMUPYHTE JIMYHOE /€0
pabOTHHKA C y4eTOM YCTAHOBJIEHHBIX HOPMAaTHUBHBIX TpeOoBaHuil. [y chopMUPOBAHHOTO JTMYHOTO
JieJla COCTaBbTE BHYTPEHHIOO OIUCH JIOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. KakoBo Ha3HaueHHE HOMEHKIATYPHI Jel B KaIpoBOil ciyx0e?

2. KakoBbl TpeOoBaHUST K (HOpPMYyITMPOBKE 3aroiOBKOB  JIOKYMEHTOB IO JIMYHOMY COCTaBy B
HOMEHKJIAType Aein?

3. Tlepeuncnure cocTaB TOKyMEHTOB JJHYHOTO Jejia pabOTHHKA; TOCYJAPCTBEHHOTO CITYKAIIEeTO.

4. Kak onpeaensiroTcsi CPOKU XpaHEHHS KaJPOBBIX TOKYyMEHTOB?

5. Kakas cnyx6a B opraHu3aluy JI0OJDKHA pa3padoTaTh HOMEHKIATYPY JeT KaApOBOH CITy)ObI?

6. Kakue 0coOEHHOCTH XapaKTepHBbI A1 HOMEHKJIATYPbI JIeN KaJpOBOU CITy>KObI?

NCTOYHUKN
Vka3 [lpesugenta Poccuiickoit @eneparuu ot 30 mast 2005 r. Ne 609 «O nepcoHaTbHBIX TaHHBIX
TOCYJapCTBEHHOTO TpakJaHCKoro ciyxamero Poccuiickoit denepanin ¥ BeIEHUM €0 JMYHOTO
nena» I/ [Dnextponuslit pecype]. — M., 2019. — Pesxxum poctyna:http://www.consultant.ru.

[Tpuka3 PocapxuBa ot 23.12.2009 N 76 "OO6 yTBepxkaeHMH METOAMYECKHX PEKOMEHIAIMHA 10
pa3paboTKe UHCTPYKIMH IO JEeJONPOMU3BOACTBY B (peAepalbHBIX OpraHax HCIOJIHUTEIBHOM
Biactu"//[DnexTponHslii pecypc]. — M., 2019. — Pexxum nocryna:http://www.consultant.ru.
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[lepevyeHb THIIOBBIX YNPABICHYECKUX AapXWUBHBIX JOKYMEHTOB, OOpa3yloIuXcs B Ipolecce
NEeSATEIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPABIICHUS W OPTaHM3AIHM, C
yKa3zaHueM CpokoB XpaHeHus. M.,2010// [DnektponHblii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

JINTEPATYPA
beikoBa T.A. JIoKyMEHTAallMOHHOE OOECICUEHHE YIPaBICHHS (IEIOMPOU3BOACTBO) [DIEKTPOHHBIM

pecypc] : yaebHoe mocobue / T. A. beikoBa, T. B. Ky3nenona. - 2-e u3., mepepad. u gom. - Mocksa :
Hudpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL http://znanium.com/go.php?id=942800.

9.2 MeToan4yeckue peKOMeHIalMH M0 MOAr0TOBKe MUChbMEHHBIX padoT

[TucemeHHBIe pabOTHI (pedepaThl, PELEH3UH) MPOSBISIOT KaK TEOPETUYECKHE 3HAHUSA, TaK U
MPAKTUYECKH HABBIKK CTYACHTOB. Teopus mojpa3ymMeBaeT 3HAKOMCTBO C TMOHATUSIMH «IOKYMEHT),
«MCTOPUYECKUH MCTOYHUK», «IOKYMEHTaJlbHasg MNyONuKalus» H Ap. U HX KIacCU(DUKAIUSIMH.
[IpakTrueckre HABBIKM 3aKJIIOYAIOTCS TakKXK€ B YMEHUU IOATOTOBUTH Ha MPAKTHKE, B KayeCTBE
MPUIOKEHUs K paboTe, MOKyMEHTAIbHYIO MYOJMKAIMIO, OLUEHUTh M IPOAHATU3UPOBATH YiKe
MMEIOLIUECS U3/1aHus, a TAKXKE I'PaMOTHO U3JIOKUTh Pe3yJIbTaThl CBOMX HAOJIIOJIEHUI B COOTBETCTBUU
¢ mpaBuiamMu ohopMIIeHUS KBaTU(UKAIMOHHBIX PaboT.

[Ipu BEIOOpE TEMBI HCCIENOBaHMA, a TaKKE NpeaMeTa U OOBEKTa HW3YYCHHUS CIEAyeT
OpPUEHTHPOBATHCS HA Yy’K€ MMEIOLIUICS B 3TOM Jeje ombIT. PaboTsl mo apxeorpaguu MoryT OBITH
MOCBSAIICHBI BOIPOCAaM TEOPHH, HCTOPUU WIM METOIUKU apxeorpaduu. TeopeTmueckne acmeKThl
CBSI3aHBI, KaK NPaBWJIO, C TpaHHUIIAMH apxeorpaduu Kak HAyYHOW TUCIUIUIMHBI, €€ 3aJadyaMu U
COOTHOIIECHUEM C IPYTUMH TUCIHUILUIMHAMH W HAIPABICHUSIMH.

Hctopust apxeorpaduu BKIIOYAET aHAIU3 HM3AAHUA HCTOYHHMKOB OINPEAETEHHBIX BHJIOB WIIU
30X, WM HUCTOYHUKOB, OOBEIUHEHHBIX TEMaTHUeCKU. BO3MOXHO Takke pacCMOTpEHHE BKJIaJa B
apxeorpaduo OTAeNbHO B3ATOTO JIUIA W YUPESKICHUS.

MeTtonuyeckue acneKkThl MOJPa3yMEBAIOT M3YUYEHHS! OTAENbHBIX 3TalloB apxeorpapuueckoin
paboThl, TaKWX, HAIpPUMeEp, KaK Mepeaada TeKCTa MCTOYHHKOB WIJIM BBHIOOp TecTa AJs MyOIHKaIuu.
[IpoGnemsbl, cBs3aHHBIE C COAEpPNKAHMEM pacCMAaTPUBAEMBIX H3aHUM (TO €CThb OMyOJIMKOBaHHBIX
HMCTOYHUKOB), TaKK€ MOTY COCTaBJISITh MpEAMET JUisi u3ydeHus. B oJHOI BBIMYyCKHOW paboTe Ha
MPaKTUKE BO3MOKHO COYETAHHE CPa3y HECKOJIBKUX MOAXO0JI0B.

XpoHONOTHYeCKHe M TeMaTHYeCKHe TPaHUIbl MPH BHIOOpPE TeMbl pabOoTHI MO apxeorpaduu
JOCTaTOYHO IIMPOKH, YTO IO3BOJSIET JIOCTATOYHO JIETKO NPUOIM3UTh MX K HAyYHBIM HHTEpecam
CTYJIEHTA.

[Ipn wHanucanuu pa®oThl BHauaje, KaK MpaBWJIO, CTYJEHT Ha OCHOBAaHUU CBOETO
MEPBOHAYAIILHOTO 3HAKOMCTBA C UCTOYHUKAMH M JUTEPATypOd M TPH KOHCYNIbTAllUU C HAYyYHBIM
PYKOBOAMTENIEM OTPEIEsIeT OOIIYI0 HCCIEA0BATEIbCKYI0 MPOOJieMy, PEIIeHHI0 KOTOopoil Oyner
MOCBSIIEHA ero paboTa. B TekcTe 3aKOHUEHHOTO HCCIeI0OBaHuUs ATa MpobdiemMa J0KHA ObITh BHIHA U3
Ha3BaHUs palOTHI, €¢ O0BEKTa W Tpeamera. s yTOYHEHHUs HampaBleHUs] MATbHEWIINX IEHCTBUN
CTYACHTY CJEIyeT, C yUeTOM BHIOPaHHOTO F€HEPATILHOTO MyTH, 00Jiee OCHOBATEIbHO MO3HAKOMUTHCS C
HMCTOYHUKAMU M JIUTEPaTypol MO MHTEPECYIOIUM ero npobiemam. Pe3ynbTaTom 3TOro 3HaKOMCTBA
SBIIIETCS COCTaBJICHHE CTYJEHTOM TIUIaHAa paldoThl W MpPEeABApUTEIHHOTO BapHaHTa CIHCKa
WCIOJIb30BaHHBIX HMCTOYHUKOB W JUTEepaTyphl. W miaH, M CHHCOK COIJIaCOBBIBAIOTCS C HAYYHBIM
pykoBoauTeneM. JlanbHelne IEHCTBUS CTYACHTA 3aKIOYaloTCs B PEIIEHUH TOCTaBJIECHHBIX UM
3amad. [Ipu 5TOM HEOOXOAMMO YUUTHIBATH CIICTYIOITHE MOMEHTHI.

Jlrobas muchbMeHHass paboTa MMEET ONPEICIICHHBIN COCTaB: TUTYJIBHBIA JIMCT, OTJIABIICHUE,
BBEJICHUE, IJIaBbl, 3aKII0YEHHE, CIIMCOK MCIOJIb30BAaHHBIX MCTOYHUKOB U JIUTEPATYPHI, MPUITOKECHHS
(BO3MOXHBI).

Kaxnas cocraBHas yacTth pabOThl UMEET CBOIO CTPYKTYPY U CTPOMUTCSI B COOTBETCTBHM C HAy4YHOMU
JIOTUKOW W (OpMalbHBIMU TpeOoBaHUAMHU K odopmieHuto pador. Hanbomnee crporo cobimomaroTcs
TpaJAUIMN HAIMMCAHUS BBEJICHUS, KOTOPOE TPAAUIIMOHHO MMEET CIEAYIOIIHUE Pa3Aelibl: aKTyaJbHOCTh
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TEMbl HCCIICJIOBaHUs, WCTOYHUKHA HCCICIOBaHus, HcTopuorpadus. PaccmoTpeHue 3Toro Oioka
BBCACHHUA OIPCACIIACT O6’beKT, npeamMeT, Ueii U 3aaa4yu paGOTbI, a TaKkK€C MCTOABI HMCCIICAOBAHUA,
HAYYHYI0 HOBH3HY U CTPYKTYpY pa0oThl. ITOpsIoK pa3aesoB B HEKOTOPBIX CIyYasX MOXKET MEHSATHCS,
HO WX Hajmuyhe 00s3aTeIbHO BO BBeACHUU K padote. [IpM WU3JI0KEHHWH PE3yIbTAaTOB CBOETO
MCCIICIOBAaHKSI CTYICHT JIOJDKCH BJIAIETh HEOOXOMUMOM KYIbTypOl IIUTHPOBAHMUS, KOTOPAst MO3BOJISIET
CTPOTO OTJENATH BBIBOJBI aBTOpa OT HaOMIOJCHUN W (DAKTOB, 3a)MKCHPOBAHHBIX B HMCTOYHHMKAX U
nautepatype. TONbKO TakoW MOAXO/ IMO3BOJISET BIOJIHE OICHHUTH CTENCHb HOBH3HBI M 3HAYUMOCTH
paboTtel. B 3akmoueHnn K paboTe B 11eJI0M (a TakKe B 3aBepIIaroiux ad3amax B KOHIIE IJIaB) TOJIKHBI
OBITh PUBEICHBI BHIBOIbI, K KOTOPBIM CTY/CHT MPHIIET B pe3yJIbTaTe MPOBEICHHONW paboThl. BIBOIBI
JIOJDKHBI OBITH ApTyMEHTUPOBAHBI.
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IIpunoxenne 1. AHHOTAITHSA
paboueil mporpaMMbl JUCIUTTHHBL

AHHOTAIIUS PABOYEM ITPOT'PAMMBI JTUCIHUILIAHBI

Jucuunnuna «KanpoBoe 1enonpou3BoJCTBO» peanu3yercs Ha (akyJIbTeTe apXUBOBEICHUS U
JOKYMEHTOBe/IeHUs] Kadenpoil TOKYMEHTOBEACHHUS, ayIMOBH3YalIbHbIX M HAyYHO-TEXHHUYECKUX
apXHBOB.

[enp quCHUIUIMHBL: U3yYEHHE OCHOBHBIX IIPaBUJI JOKYMEHTHUPOBAHUS TPYIOBBIX OTHOLICHUN B PO u
opraHu3anuu paboThl ¢ JOKYMEHTaMHU 110 JUYHOMY COCTaBY.

3ajgauu :

J O3HaKOMHUTH CTYJIEHTOB C OCHOBHBIMH IIPaBOBBIMH aKTaMH B cdepe  KaapoBOTO
JIeJI0NIPOU3BOICTBA;

J CdhopMupoBaTh KOMILJIEKCHOE IPEACTaBICHHE O COCTOSHUM COBPEMEHHON CHCTEMBI
JOKYMEHTAIUH 10 JUYHOMY COCTaBY;

J JlaTh XapakTEepUCTHKY O00s3aTeIbHBIM, YCIOBHO-0053aTElIbHBIM U PEKOMEHyEeMbIM
JTOKYMEHTaM KaJIpOBOi CITyKOBbI;

J Omnwucate 0COOCHHOCTH COCTAaBJICHUS M O(GOPMIICHUS JIOKAIBHBIX HOPMATHUBHBIX aKTOB,
periIaMeHTUPYIOIUX AeITEeIbHOCTH KaJPOBBIX CIIYXO0;

J BbIsBUTH OCHOBHBIE IOKYMEHTHPYEMBIE 3aJ]au KaJpOBOil C1ykOBbI;

J VYCTaHOBUTH COCTaB JOKYMEHTOB I10 OCHOBHBIM JOKYMEHTHPYEMBIM KaJpPOBBIM
pouenypam;

J [TomaroBo onucarh NOPSA0K JOKYMEHTUPOBAHHS ATHX TPOLIEAYD;

. CdopmupoBaTh HaBBIKM COCTaBIEHUS U O(QOPMIICHUS [IOKYMEHTOB IO JIMYHOMY
COCTaBYy;

J OOy4YnTh OCHOBHBIM TEXHOJIOTHUECKUM TPHEMaM JICTIOMPON3BOICTBEHHBIX OIEPAIINN;

o O3HaKOMHTH C HOPMAaMH W TPAaBWJIAMH CHUCTEMATH3allMd W XpPAHEHUS JTOKYMEHTOB TIO

JIMYHOMY COCTaBY.
Z[I/ICL[I/IHJ'II/IHEI HaIlpaBJICHA Ha (I)OpMI/IPOBaHI/Ie CIICAYIOIHNX KOMIIETEHITHI:

OIIK -2. Cioco0eH HaXOAUTh OPTaHU3AIMOHHO-YIIPABIIEHYECKUE PEIICHUS IIPU PEIICHUH 3a/1a4 B
cdepe cBoeil mpodheccuoOHaTBHOM IS TEIIBHOCTH.
YK-11. Crioco6eH ¢popMupoBaTh HETEPIUMOE OTHOIICHHE K KOPPYIIITHOHHOMY TOBEICHHIO

B pesynbrare 0CBOCHUS TUCIUIIMHBI 00YYaIOUUiCs JOKEH:

3namo:

J COBPEMEHHYI0 3aKOHO/IaTEIbHYIO0 U HOPMaTHUBHO-TIPaBOBYIO 0a3y, periaMeHTHPYIOUIYIO
paboTy ¢ KaJpoBOH JOKYMEHTAIHEH;

OCHOBHBIE NTPOOJIEMBI COBPEMEHHOT'O KaJpOBOTO JETIONPOU3BOICTBA;

cneun(uKy KaJpoBOil TOKYMEHTALMU B TOCYIapCTBEHHON M HErOCyJapCTBEHHOI cepax;
coCTaB 00s13aTeIbHBIX JJOKYMEHTOB KaJIpOBOil CITyKOBI;

MOPSIOK TOKYMEHTHUPOBAHMSI KaJIPOBBIX MPOLENYP, CPOKU U3IaHUS JOKYMEHTOB;
TpeOoBaHUS K OPOPMIICHHIO TOKYMEHTOB I10 JUYHOMY COCTaBY;

TEXHOJIOTHIO Pa0OTHI C IOKyMEHTaMHU KaJIpOBOH CITy:KOBI;

MOPSAIOK BEACHUS JIMUHBIX Je]l paOOTHUKOB;

IIpaBUJIa CUCTEMATH3AIMH U XPAHEHUS JOKYMEHTOB I10 JINYHOMY COCTaBYy.

Ymems:

J paboTaTh C HOpMATUBHO-TIPABOBOI 0a30ii B cepe KaApOBOTo EIONPOU3BOJICTBA;

. IPUMEHSATh HOPMBI TPYIOBOTO TPaBa, Kacaroluecs KaJpoBoi JOKYMEHTAI[MH, Ha MPAKTUKE;
. OpPraHU30BBIBATH PA0OTY KaIPOBOU CITYKOBI;
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o COCTaBISATh M O(hOPMIISTE JIOKATbHBIC HOPMATUBHBIC AKThI KAJPOBOU CITYkKOBI;

J MIPOBOAUTH BECh KOMILJIEKC paboT MO TOKYMEHTUPOBAHUIO OCHOBHBIX KaJPOBBIX MPOLIEYP;

J MPaBUIBHO 0QOPMIISATE U OQOPMIIATH OTJIEIbHbBIE KaAPOBBIE JOKYMEHTHI,

J OpraHu3oBaTh paboTy ¢ KaApOBOM TOKyMEHTALMEH B OPraHU3aIMIX U YUPEKACHUIX
Pa3IMYHBIX OPTraHU3AIMOHHO-TIPABOBBIX (HOPM.

Bnaoemsv:

J aHaJlM3a TPaBbIX aKTOB, BBIABICHUS HEOOXOAMMOHN perlaMeHTUpYIoLleH HHpOopMaIu O
JOKYMEHTHPOBAHHUU TPYAOBBIX OTHOIICHHIA,

J paboTHI C TUIIOBBIMHU M YHU(PUITUPOBAHHBIMU (DOPMaMU JOKYMEHTOB;

J COCTaBIICHUS PA3IUYHBIX BUJOB JOKYMEHTOB, OGOPMIISIONIMX TPYAOBHIC OTHOIICHHS C
paboTHUKAMU;

J COCTaBIICHUS JIOKALHBIX HOPMATUBHBIX aKTOB, PETIAMEHTHUPYIOIIUX padoTy KaapoBOi
CITyXOBlI;

. MOJICJIMPOBAHUS YNPABICHUYECKUX CUTYallMid IO BOMPOCAM JOKYMEHTHPOBAHMS TPYJIOBBIX
OTHOIIICHUI;

. paboThI ¢ KapOBOM IOKYMEHTAIIUEH;

J CHCTEMaTH3aluX KaJAPOBOH TOKYMEHTAINY M OPTaHU3alNN €€ XpaHCHHUS.

[lo nucuumuvHe nperycMOTpEeHa IPOMEXKYTOUHas aTTecTalus B popme dK3aMeHa.
OO01w1ast TPyA0EMKOCTh OCBOCHHUS AUCLHUIUIMHBI COCTABIISACT 4 3a4ETHBIX €UHHULIBL.



