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1. IosicHUTeIbHAS 3aHCKA
1.1. Heap u 3aga4u THCHHUILINHDBI
Lenv oucyunaunbl. TOATOTOBUTH BBITYCKHHUKA, BIAJICIOIIETO HABBIKAMHU COCTABJICHUS U PaOOTHI
C KaJIpOBOM JIOKYMEHTALIUEH.

33,2[21‘-11/1 JUCHUIITIMHBI COCTOAT B CIICAYIOIICM.

. CdopmupoBaTh y CTylIeHTa KOMIIETEHIIUH, TO3BOJISIONIUE €My BBHITIOJTHATH BECh
KOMIUIEKC paboT 1O KaJIpOBOMY JIEIONPOU3BOJICTRY;

. CdopmupoBaTh y HETO KOMILIEKCHOE MPEACTABICHUE O CHCTEME JOKYMEHTAIUH 110
JUYHOMY COCTaBY;

. Hate nipeactarieHne o0 ypoBHE perjaMeHTaIliyd KaJpOBOTO JICJIOMPOU3BOJICTBA B
PD;

. Hayuuts crymeHTa coOCTaBIATh W O(OPMIIATH OpraHU3alMOHHBIE KaJpOBHIC
JIOKYMEHTHI;

. Hayunth cTyaeHTa JOKYMEHTHPOBaTh OCHOBHBIE KaJpOBBIE TMPOIEAYpPHl B
COOTBETCTBUU C TPEOOBAHUSIMH 3aKOHOATEIIbCTBA;

. HayuuTth cTyseHTa OpraHu3oBBIBaTH pPabOTy KaJApOBOHM CIIykOBI, COCTaBISTh
JIOKaJIbHbIE HOPMATHUBHBIE AKTHI, PETJIAMEHTUPYIOLIUE €€ JeSITeIbHOCTD.

. OOy4yuTh OCHOBHBIM TEXHOJIOTMYECKUM MpPHEMaM JEJIONPOU3BOJCTBEHHBIX

onepaunﬁ, OpraHu3alnuu XpaHCHUA KaI[pOBOﬁ AOKYMCHTAIIUH.

1.2.IlepeyeHbr  IUIAHMPYEMBIX  Ppe3yJbTATOB  O0y4YeHHs 1O  JAUCHHUILINHE,
COOTHECEHHBIX C HHAMKATOPAMH JOCTHKEHUS] KOMIIeTeHIIUI

B pesynpTaTe OCBOEHHS AHUCHUUIUIMHBI OOYyYarolIMiics JOJDKEH JIEMOHCTPUPOBATH
CIIEIyIOIIME PE3yJIbTaThl 00pa30BaHUS:

KoMnerenmus WNHnukaTopsl PesynbTatsl o0yueHus
(Koa 1 HAMMEHOBaHUE) KOMIETECHIINI
(K01 ¥ HANMEHOBAHUE)
OIIK-4- Cnocoonocts | OIIK-4 .2 - CnnocoOHOCTH | 3HATB:
MPUMEHSITh COBPEMEHHBIE | BECTU JIOKYMEHTAIIMOHHOE | - HOPMAaTHBHO-TIPaBOBYIO 0a3y
TEXHOJIOTHH u METOJIbI | CONTPOBOXKICHUE KaJ[pOBOTO JICTIOTIPOW3BOJICTBA B
OTIEpaTUBHOTO  yMpaBJCHHs | yIpaBieHus mepcoHanoMm | Poccuiickoit denepanuu;
MIEPCOHAIIOM, BECTH | ¥ YUET IepcoHaa - TOPSAOK TIPUMEHEHUS HOPM
JIOKYMEHTAI[MOHHOE TPYJIOBOTO TMpaBa; - COCTaB H
COIPOBOXKCHHUE U yUET TTOPSITOK COCTaBJICHHS u
MPUMEHEHUS KaJIpOBOI
JIOKYMEHTAITUU B

YIpaBIEeHYECKON JAesITebHOCTH;
-paBwiIa paboThl € KaJpoOBOH
JIOKyMEHTallMel, OpraHu3aluu ee
MOJIyYEHU U Iepeayn;

YMmeThb:

- paboTaTh C MPAaBOBBIMU aKTaMU,
PErIaMeHTUPYIOIUMUA ~ BOTIPOCHI
JIOKYMEHTHUPOBaHUS TPYJIOBBIX
OTHOIIEHHA ®W  paboTel ¢
KaJIpOBBIMH JIOKYMEHTAMU;

- ONpeAessiTh MO0 HOPMATHBHOMU
0aze cocTaB O00S3aTeNbHBIX U




YCIIOBHO-005I3aTEIbHBIX
JTOKYMEHTOB,

-IOATOTABIUBATE W  O(OPMIIATH
KaJIpOBYK0  JIOKYMEHTauus B
COOTBETCTBMU C  NPABOBBIMHU
aktamu P®D;

- COCTaBJISATh OpraHU3alHOHHBIC,
MH(OPMaLIMOHHO-CIIPABOYHEIE,
pacropsIUTENIbHBIE  TOKYMEHTBI
KaJIpOBOH CITy>KOBI;
-OpraHU30BbIBATh
B3aUMOJICMCTBUE  CTPYKTYPHBIX
MOApPa3ICICHU U JOJKHOCTHBIX
JUI] OpraHu3aluu MpH padboTe c
KaJpOBOM JTOKYMEHTALIUEN;

- TOTOBHUTH JIOKYMEHTBI,
perynmpyromue TPYAOBBIC
OTHOIIEHHS ¢ paOOTHUKAMHU
Baagern:

- HaBbIKAMU aHaJM3a TMPABBIX
aKTOB, BBISBICHUS HEOOXOAMMOM
perIaMeHTUPYIOIIEH

uHpopmaruu 0
JIOKYMEHTUPOBAaHUU  TPYIOBBIX
OTHOIIICHUH W paboTe C KaapoBOH

JIOKyMEHTaLUEH;
- HaBbIKaMH COCTaBJICHUS,
COITIaCOBAHUA, YTBEPXKICHMUS,

noanucCaHus O3HaKOMJICHHUA C
JOKYMCHTaMU 10 JIMYHOMY

COCTaBY;

- Hasreikamu COCTaBJICHUS
pa3JIMYHBIX  BHUJOB  KaJIpOBBIX
JIOKYMEHTOB,

-HaBBIKAMU BHEIPECHUS
JOKYMEHTAallUH [0  JIMYHOMY
COCTaBy u JIOKaJIbHBIX

HOPMAaTUBHBIX aKTOB.

1.3.  Mecrto mucuuninHbl (MOayJisi) B CTPYKTYpe OCHOBHOI 00pa3oBaTe/bHOI NPporpaMMbl

Jucuunnuna«AnmunuctpupoBanue HR-mpoueccoB» BkitoueHa B 0a30Byl0 4acTb

npoeCCHOHATIBPHOIO LUKJIa AMCUUIUIMH Y4eOHOro IUIaHa [0 HaNpaBJICHUIO IOATOTOBKU
«YTpaBJIeHHE NTEPCOHATIOM.

Jlis OCBOEHUS JTUCIHMIUTMHBIHEOOXOJMMBI KOMIETEHIIUH, C(POPMHPOBAHHBIE B XOJ€
U3YYECHUS  CIETYIOMMXIUCIMUILTUH U TPOXOXKJEHUs npakTUK:OCHOBBI  YIIpaBJICHUS
nepcoHasioM, Kagposas moauTka v KaJpoBoe IUIaHUpoBaHue, Tpya0Boe Ipaso.

B pesynbrare oOCBOGHHMS AMCHUIUIMHBI (MOAYNSl) (QOPMHUPYIOTCS KOMIIETEHIUH,
HEOOXOUMBIE JUISI U3YyUYEHHs CIEAYIOUIMX TUCHUIUIMH (MOAyJeH) M MPOXOXKICHHUS MpPaKTHK:
ynpasieHue nepconanoM, Crangaptuszanus U ceprudukanus nepconana, Ilpodgeccuonanbuble
CTaHJapTHI B YIIPABICHUH IIEPCOHAJIOM.



2. CTpyKTypa JUCUMILIIHHBI
OO6mmas Tpya0€MKOCTh TUCIMILUIMHBI cocTaBisieT 3 3.€., 108 akagmemuueckux yaca (0OB).
CTpyKTypa JTUCUMILIMHBI 1JI5 04HOI GopMbI 00yUeHM I

O0beM TUCIUIUIMHEI B ()OpME KOHTAKTHOW PaOOThI OOYYAIOMIMXCS C MEAaroru4ecKuMHU
paboTHUKaMu U (WJIM) JTUIIAMHU, IPUBJICKACMBIMH K pealn3aiuyd 00pa3oBaTeIbHOW MPOrpaMMbl
HA WHBIX YCJIIOBUSX, PU MPOBEICHNUN YUCOHBIX 3aHSITHIA:

Cemectp | Tun yueOHbBIX 3aHATHIA KomnnuectBo
4acoB
6 Jlexiuu 18
6 CemMuHapbl/1a00paTOpHBIE paOOTHI 24
Bcero: 42

O0beM TUCIUIUTMHBL (MOJTyJIsT) B (hOpME CaMOCTOSITENIbHON paboThl 00YJArOIIHUXCS
cocraBisieT 48 akaJieMUYECKUX yaca(oB).

CTpyKTypa JUCHUNJIMHBI VISl 04HO-3204HOI ()OpMBbI 00yUeHUsI

O0beM TUCIUIUIMHBI B (pOpME KOHTAKTHOW PabOThI OOYYArOMIMXCS C TEIaroru4eCKUMHU
paboTHUKaMU U (W) JTUIAMH, TPUBIEKaeMbIMH K peai3aliu 00pa30BaTeIbHONW MPOrpamMMbl
Ha WHBIX YCJIIOBUSX, P MPOBEICHUN YUCOHBIX 3aHSITHIA:

Cemectp | Tun yueOHBIX 3aHATHI KomnnuectBo
4acoB
6 Jlexiuun 8
6 CemuHapbl/1ab0paTopHbIe pabOTHI 16
Bcero: 24

O6beM TuctUIIMHbL (MOyJIs) B (hopMeE caMOCTOSITEIbHON paboThl 00yYaromuxcs
cocraBisieT 66 akajeMUYecKuX yaca(oB).

3. Copaep:xaHue JUCHUNIHHBI

Ne | HammenoBanue pasaesa Coaepxanue
AU CHUTIIMHBI
1 | Beenenue IIpeamer, 3amauu, coaep:KaHWe Kypca.
XapakTepucTuKa COBPEMEHHON CUCTEMBI KaJpOBOMN
JNOKyMeHTauuu.  B3aumocBs3b IIPOLIECCOB
YIPAaBIEHUS IEPCOHAIIOM € COCTABOM M MOPSAKOM
(dopmupoBaHus CUCTEMBI JIOKyMEHTALIUM IIO

JUYHOMY cocTaBy.MecTo Kypca cpeau Apyrux
HAyYHBIX AUCUMIUINH. VICTOUHHUKM M3yuyeHUs Kypca.
3akoHOAATEIbHbIE U HOPMATHBHO-TIPABOBbIE aKTHI,
HOPMAaTHUBHO-METOANUYECKNE JOKYMEHTBI.
OteuecTBeHHas ucToprorpadus.

2 | Permamenranus 3aKOHOAATEIbHBIE U HOPMATHUBHO-ITPABOBBICAKTHI.
JIOKYMEHTHUPOBAHUS KaJIPOBOU TpynoBoit koxekc Poccuiickoin @enepanun
JeSITeTIbHOCTH U PabOTHI C KaK OCHOBOM IPaBOBOM aKT, ONPEAEIAIONINI COCTAB




KaApOBbBIMH JOKYMCHTAMHU.

U TOpSIIOK O(OpMIIEHUS JIOKyMEHTOB 1o
YCTAHOBJICHUIO TPYJOBBIX OTHOIIEHUH U TPYAOBOM
JeSITeIbHOCTH pabOTHHUKA. 3aKOHOJATEIbHBIC AKTHI
Poccun 0 JOKyMEHTHMPOBAaHMM OTHENBbHBIX CTOPOH
TPYIOBOM JEATEIBHOCTH  Pa3jIMYHBIX KaTeropuu
paboOTHUKOB. 3aKOHOJATeNbHbIE aKThl CyOBEKTOB
Poccuiickoit  ®enepauunu, VYkasel Ilpe3unenra,
[locTaHOBiEHUST W PACHOPSIKEHUS IPABUTEIHCTBA
Poccuiickoit denepanumu.

HOpMaTI/IBHO'MeTOI[I/ILIeCKI/Ie JAOKYMCHTEI .

KBanudukamoHHbIi CIIPaBOYHHUK u
npodeccUOHANIbHbIE CTAHAAPTHI, KaK OCHOBHBIE
HOPMAaTUBHBIE JIOKYMEHTBI, PpErJIaMEHTUPYIOLINE
TpeOOBaHUA K KBaJIM(UKALMK, 3HAHUSIM U YMEHUAM
pabotHukoB. OOmIEpOCCUIICKHE KIIACCH(PHUKATOPHI
TEXHUKO-I)KOHOMHUYECKOU u COLIMAIbHON
nH(pOpMAINY, YCTAaHABIUBAIOIINE COCTAB M MOPSIOK
3aII0JIHEHUS KaIPOBbIX JOKYMEHTOB.

TunoBble MEpPeYHU U CPOKH XPaHEHUS
JOKYMEHTalu1 1o JUYHOMY COCTaBy.
PerynupoBanue opranuzanuy apXUBHOTO XpaHEHUS
JOKYMEHTallud [0  JMYHOMY  COCTaBy B
HOPMaTUBHO-METOIUYECKUX JOKyMeHTax PD.

PazpaboTku I'ockomcrara PO o
yHH(pUKaIuN bopm HEPBUYHOM Y4ETHOMI
JIOKyMEHTAIUU.

Opranuzanus paboTsl KaapoBOii
CITYKOBI

CTpyKTyphl KaJpOBBIX CIyk0. UncieHHbIH

U JOJDKHOCTHOW  cocTaB  ciy:k0bl.HopmatuBbl
BpPEMEHU Ha pabOTHI MO yUeTy KaJpOB.

3amau W (QYHKUUMU KaJpOBOW CITyXkOBI.
[Tonoxxenne 00 otaene KaapoB (yNpaBlIEHUH,
JenapTameHTe U Jp.), Kak OCHOBHOM HOPMAaTHBHBIN
JOKYMEHT o OTIpeJICJICHUI0 CTPYKTYDBI,
YHCJICHHOCTH, BUJIOB Pa0OT ATOTO MOAPA3/EeIICHHS.
ITopsimox pa3pa®oTkH, cocTaB HHPOpPMALUU H
CTPYKTYypa TEKCTa IMOJIOKEHHs. 3aKperuieHHe IpaB,
OTBETCTBEHHOCTH, B3aUMOCBSI3€H OT/eNa KaJpoB.

JIOJDKHOCTHBIE MHCTPYKIIMM,KaK OCHOBHOH
NPaBOBOM  aKT,  ONpeAessAoIUi  MPaBOBOE
MOJIOKEHHE PAOOTHUKOB KaJIpPOBOH CITy’)KOBI W
OpraHu3aiyio ux Tpyaa. Haznauenue 10MKHOCTHBIX
WHCTPYKIHUH.

WHcTpykuus o KaJpOBOMY
JIeTIOTIPON3BOJCTBY, KaKk OCHOBHOH WHCTPYMEHT
NOBBIIEHUST 3(P(HEKTUBHOCTH PAOOTHI  KaJAPOBBIX

MOJIpa3IeIeHNI B chepe KaJpOBOTO
JIeTIOTIPOU3BO/ICTBA.

PernamenTramust paboOTBl C TEpPCOHAJIOM B
JOKaJIbHBIX HOPMAaTHBHBIX aKTax u

OpraHU3aIlMOHHBIX JOKYMEHTax (ycraB
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OpraHM3aliy, TMpaBWia BHYTPEHHETO TPYIOBOTO
pacropsiika, IMoJI0KEHUE O TIEPCOHAIBHBIX TaHHBIX,
KOJUIGKTUBHBIA JOTOBOP U Jp.).

CocraB KajpoBOH JOKYMEHTAIMH.
JloKyMeHTHpOBaHHUE TPYAOBBIX
OTHOILICHUH.

XapakTepucruka CUCTEMBI KaJIpOBOM
JOKYMEHTAlluid, €€ COOTBETCTBHE OCHOBHBIM
3aauaM 1o 1moadopy, yU4eTy U pacCTaHOBKE KaJIpOB.
OO0s3aTenbHass M yCIOBHO-00s3aTeNbHasl KaJpoBas
JTOKYMEHTAIHSL.

Opranu3aluoHHbIE JOKYMEHTHl — IITAaTHOE
pacmucaHue, CTPYKTypa M ILITaTHAs YUCICHHOCTH,
rpaduK OTIyCKOB.

PacniopsinutensHble TOKYMEHTBI — IMPHKa3bl
(pacriopspkeHus1) 1O JMYHOMY cocTaBy. OOrmue
TpeOoBaHUS K OPOPMIICHHUIO U CPOKAM MOJITOTOBKH.

NudopmaninoHHO-CIIPaBOYHBIE JOKYMEHTHI —
3asBIICHUS, NPEACTABICHUS, YBEIOMIICHUS, AaKTHI,
JIOKJIaJTHBIE U OOBSICHUTEIbHBIE 3aMHCKH.

VY4erHbie GOPMBI 1 UX Ha3HAUYCHUE.

[Ipuem pabGotHukoB Ha paboty. Cocras
MEePCOHATBHBIX JOKYMEHTOB paboTHUKa,
MIPEICTaBISIEMbIX paboToaTento L
YCTaHOBJICHUSI TPYIOBBIX OTHOLICHWH. TpynoBou
JOTOBOP -  3aKOHOJATENbHOE  3aKperieHue
TpeOOBaHUH K CTPYKTYpe TEKCTa, TOPIIKY
cocraBieHuss u  odpopmienus. IloaroroBka u
oopmienne npukazoB (pacmopspKeHUi) o mpueme
Ha paboTy. AHKeThI, aBTOOHOrpaduu, pesrome u Jp.
JOKYMEHTBI, 3aIl0JIHsIeMbIe IIPH TIpUeMe Ha padoTy.
BHecenue cBeieHuil B TpyAOBYIO KHIKKY M JTMUHYIO
KapTOUYKy pabOTHHUKA.

JIOKyMEHTHpOBaHHE  JBUKEHHUS  KaJpOB.
Bunet nepeBogoB. CocTaB M MOPSAOK U3JAHUS
JOKYMEHTOB, 0(OPMIISIOLINX MPOLEAYPY MepeBoa.
Copepxanue, MOPSIIOK MOATOTOBKH U O(QOPMIICHHUS
IIPUKAa30B (pacniopskeHHi) 0 MIEPEBOE
COTPYJIHUKOB. JIOKYMEHTBI-OCHOBAaHHUS K IpPHKa3aM
0 IepeBOJE.

Bunet ornyckoB. [lopsnox odopmieHus
€XKETOJHOr0 OYEPEIHOr0 OIIaYMBAaEMOI0 OTIIYCKa.
I'paduk ormyckoB, coctaB, coaep)kaHHe, MOPSAIOK
MIOATOTOBKH u oopmienus IIPUKA30B
(pacnopsixeHuit) o IIPEIOCTABIICEHUN OTITyCKa.
ITopsnok  mepeHoca  ormycka.  JIOKYMEHTBI-
OCHOBaHUS K ITpHUKa3aM 00 OTITyCKaX.

[Topsimoxk  odopmieHHs KOMaHIUPOBOK —
COCTaB JTOKYMEHTOB, 0(QOPMIISIOIINX
KOMaHJMpOBaHHe pabOTHHMKA, COJEpXKaHHE W
MOPSAZIOK OJArOTOBKYU MpHKa3a 0 KOMaHAUPOBKE.

Buasl noouipennii. Coaepkanue, MOPsIOK
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IIOATOTOBKH 51 oopmienus [IPUKA30B
(pactiopspkeHU) O TOOHIPEHHH  pabOOTHHKA.
JIOKYMEHTBI-OCHOBAaHHUS K MPUKA3aM O TOOIIPEHUH.

1237913 JMCIUTITMHAPHBIX B3BICKaHU.
Coneprxanue, MopsAAOK MOATOTOBKH M O(opMiIeHus
NpUKa3oB  (pacmopshKeHU) O  B3BICKAHHH.
JIOKyMEHTBI-OCHOBaHHS K MpPUKa3aM O HAJIOKEHUH
JTMCHUITMHAPHOTO B3BICKaHUS. AKTBI 00 OTKa3bl
JaBaTb OOBSICHEHHUS U 3HAKOMUTHCS C IIPUKA30M.

[opsimox  mpoBeneHUs aTTecTaluu
paboTHuKOB B opranu3anuu. CocTaB JOKYMEHTOB,
oopmisrommx npouenaypy. Conepikanue, mopsIoK
MOATOTOBKH u odopmiteHus MIPUKA30B
(pacmiopskeHuit) 00 aTTeCTaIuy.

[opsanox YBOJIbHEHUS pabOTHUKOB.
OcHoBaHust  yBOJbHEHUs paboTHHKOB. CocraB
JIOKYMEHTOB, oopmitsTFOTIIIX IIpoLenypy.

Conepxanwue, MOPSIOK MOATOTOBKH U O(POPMIICHHUS
NMpuKazoB  (pacnopsbkeHuil) 00  yBOJIbHEHUH.
JIOKYMEHTBI-OCHOBaHUSI K MprUKa3am 00
YBOJIbHCHUHU.

VYyer TUYHOTrO COCTaBa.

Buabl  yueTHBIX  JOKyMeHTOB. JIuuHas
kapTtouka pabotHuka (popma T-2): cocraB
UHPOPMAIIHMH, TOPSAIOK 3aNOTHEHHS U BEICHUS.

HopMmaruBHass w mnpaBoBas periaMeHTauus
nopsaka BeAeHHs nUYHbIX Aen. OdopmieHue u
BEJICHUE JIMYHBIX Jel paboTHukoB. CoctaB u
MOCIIEA0BATEIILHOCT PACIIOJIOKEHUS IOKYMEHTOB B
JIMYHOM JIEJI€.

TpynoBas  KHMKKa  pabOTHMKa  Kak
OCHOBHOM JOKYMEHT O TPYJIOBOH JNEATEIBHOCTH U
TPyZAOBOM cTaxke  paboTHuka. OdopmieHue Hu
BEJICHHE TPYAOBBIX KHI)KEK M BKJIAIBIIIEH K HUM.
[lopsimox BblmauM ayOnuKaTta TPYAOBOW KHUKKH.
Yyer U XpaHEHHE TPYAOBBIX KHHWXKEK B
opranu3aiuy. OTBETCTBEHHOCTh paloTomarens 3a
XPAaHECHUE U 3aII0JIHEHUE TPYIOBBIX KHIKEK.

Opranu3zanus paboTsl ¢ KaAPOBBIMU
JIOKYMEHTaMHU

Perucrpanuss ~ 1OKyMEHTOB IO JINYHOMY
cocraBy. [IpaBuna peructpauuu U UHIEKCUPOBAHUS
KaJpOBBIX JIOKyMEHTOB. Perucrpanuonssie Gopmsl
(TpaguLIMOHHBIE M aBTOMaTu3uUpoBaHHbIE). CocTaB
PEKBU3UTOB (IOJIEH) Ul PErMCTpali pa3IMYHbIX
BUJIOB JIOKYMEHTOB U TIOPS0K UX 3aIIOJTHEHHUSI.

Cucremaru3zanus U OINEpPATUBHOE XpaHEHUE
JOKYMEHTOB M0 JUYHOMY cocTaBy. OCOOEHHOCTH
dbopMupoBaHHsS B JeNa JIOKYMEHTOB IO JHYHOMY
COCTaBy. IIpaBuna cUCTeMaTu3aluu
pacHOpSANTENBHBIX JOKYMEHTOB, YUYETHBIX (opM,
TPYAOBBIX KHHXKCK. CI/ICTeMaTI/ISaHI/ISI U XpaHCHHC
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ILOKYMGHTOB-OCHOBaHI/Iﬁ K IIpUKa3aM.

Homenkmatypa nmen KaapoBOM — CITy>KOBI.
[TopsiToK MOATOTOBKH, COCTABIICHUS U O(hOPMIICHUS.
[IpumepHass HOMEHKJIATypa JAed KaJpOBOH CITykOBbI.
[Tepexonsmue nena.

Cpoku XpaHEHHUS KaJpOBbIX JOKYMEHTOB.
[ToaroroBka TOKYMEHTOB K C/ladye B apXUB.

OkcnepTusa LIEHHOCTH JIOKYMEHTOB
KaJIpoBOM CIIy>KObl, €6 HOPMaTHUBHO-METOIMYECKas
OCHOBa, OpraHHu3alMs U MOPAJOK IPOBEACHUS.

CoctaB JOKYMEHTOB KaJpOBOH CIIyKOBl,
NOJUICKAIINX —Tepefade B  apXwHB. [TpaBuia
NOATOTOBKHU JOKYMCHTOB II0 JIMYHOMY COCTaBY K
nepenadye B apxuB opraHuzanuu. CocTaBieHHE H
oopmieHre ONMUCH JOKYMEHTOB IO JINYHOMY
cocraBy. IlopsgoK yHHYTOXKEHHS JIOKYMEHTOB C
HUCTCKIIMMHU CPOKAMHU XpaHCHHA.

4. Obdpa3oBare/ibHbI€ TEXHOJIOTHH

I[J'ISI IMPOBCACHUA y‘~I€6HI>IX 3aHATHA 110 AUCHUIUIMHE HCIIOJIB3YIOTCA pPa3JIMYHBIC
oOpa3zoBatenbHble TexHOJOTMH. JlJis opraHu3anmuu y4eOHOro Tmpolecca MOXET ObITh
MCIIOJIb30BAHO JIEKTPOHHOE O0y4eHHE U (MJIH) IUCTAHIIMOHHBIE 00pa30BaTENbHbBIEC TEXHOJIOTHH.

Ne |  Haumenosanue pazoena |Buowt yueonoit pavomot| Odpazosamenvrvie mexnoaocuu
n/n
1 2 3 5)
1 |BBenenue Jlexyus 1. Beoonas nexuyus
CamocmosmenvHas
Kouncynomuposanue
aboma
2 |PernmamenTanus Jlexyus 2. Jlexyus ¢ npumenenuem caauo-
TIOKYMEHTHUPOBAHUS KaJIpOBOI npoexmopa
JeSITEIbBHOCTH U paboThI C
KaJIpOBBIMH IOKYMEHTaMH Cemunapckoe sauamue |3ansamue ¢ npumeHeHuem
Nel pazoamounoco mamepuana
(Tpyooeoii kodekc, 8b10epIHCKU U3
npagosvixX aKmos)
CamocmosmenvHas Koucynomuposanue
aboma
3 |Opranuzanus paboTsl Jlexyus 3. Jlexyus ¢ npumenenuem cnaio-
Kaﬂpo]goﬁ CJ'IY)K6BI npoexkmopa, auCKyCCM}Z
3auamue ¢ npumenenuem
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CeMMHClpCKOQ 3arsamue pasaamouﬂoeo mamepuaia

No2 (6b10epIHCKU U3 NPABOBBIX AKMOS,
mamepuansl 0e10801 uepvl — Kelic-
Memoa)
Camocmoamenvras Koncynemuposanue
aboma
4 |CoctaB KaJpoBOit Jexyus 4. IIpobnemnas nexyus ¢
JIOKyMEHTAIHH. npuUMeHeHueM C1ato-npoeKkmopda

JlokyMeHTupOBaHue
Cemunapckue sauamus  |3ansamue ¢ npumeHeHuem

No3-7 pazoamouroco mamepuaid
(6bl0epIHCKU U3 NPABOBBIX AKMOS,
mamepuanvl 0en0601 uepvl — Kelic-

TPYXOBBIX OTHOILICHUM.

Memoo)
CamocmosmenvHas Koucynomuposanue
paboma
5 |Yder nmuuHOTrO COCTaBa. Jlexyus 5. Jlexyus, ouckyccus

Cemunapckoe sauamue |3ansamue ¢ npumeHeHuem

No§ pazoamounoco mamepuana
(6b10€pIHCKU U3 NPABOBHIX AKMNOS,
mamepuansl 0e10801 uepvl — Kelic-

Memoo)
Camocmosmenvuas Koucynomuposanue
aboma
6 |Opranuzanus paboThl C Jlexyus 6 Jlexyus ¢ paz6opom KOHKpemHbvlx
KaJIpOBBIMHU JOKYMEHTaAMU cumyayuu

Cemunapckoe 3ansamue |3anamue ¢ npumeHeHuem

Ne9 pazoamounoz2o mamepuaia
(8b10€epIAHCKU U3 NPABOBBIX AKMOS,
Mamepuansl 0esl0801U Uepbl — Kelic-
Memoo)

Camocmosmenvhas Koncynomuposanue
paboma

5. OneHka JIAHMPYEMBbIX Pe3yJIbTATOB 00y4YeHUs
5.1. Cucrema oneHMBaHUS

Texymmii KOHTPOJIb OCYLIECTBISIETCS B BUJIE OLIEHOK KOHTPOJBHBIX padOT U 3a/laHUil Ha
ceMuHapckux 3aHATUsIX. KoHTponbHas pabora Nel BbISIBiIsSIeT 3HaHHE cOCTaBa M TMOpsSAKa
oopmIIeHHs JOKYMEHTOB B X0/I€ OCHOBHBIX KaJIpOBBIX MPOILEAYp, U olleHuBaercs 10 10 6anos,
KOHTpOJIbHAs paboTa Ne 2 moka3bpIBaeT 3HaHUS CTYAECHTOB 110 BOIIPOCAM OpraHU3aluu paboThl C
KaJpOBOM JOKyMEHTAllMell U BBIABISET TOTOBHOCTh CTYJIEHTOB K IpaKTHU4YecKoH pabote,
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orneHuBaerca A0 20 OamwioB. MakcuMaibHasi OICHKAa KaXKIOTO CEMHHAPCKOTO 3aHATHS — 5
6amtoB. [IpoMeXyTOUYHBIN KOHTpPOJIb 3HAHHM MPOBOIUTCS B (hOpME HTOTOBOW KOHTPOJIHHOM
paboThI, BKIIOYAIOIICH TEOPETUIECKHUE BOIIPOCHI U MPAKTUUECKOE 3a/IaHKe, U olleHnBaeTcs 10 40
0ayoB.

B pesynbpTare TEKylIero M MpPOMEXKYTOYHOTO KOHTPOJIS 3HAHUM CTYACHTHI MOJIY4YaroT
COOTBETCTBYIOIIYIO OLICHKY 3a 3K3aMEH.

Dopma kKonmpons Makc. konuuecmeo 6a1108
3a oony pabomy)  Bcezo
Texymuil KOHTPOIb:

- Koutponbhas padora Ne 1 (temsr 1- 20 bannos 20 bannos
4)

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

- CeMHMHapCKHe 3a1auus (TeMbl 2-6) 5 6annos 30 bannos
[IpomexxyTouHast arTecTanus 40 b6annos
(3a4eT ¢ OIECHKON)

Hroro 3a cemecTp (IUCIUTLITHHY) 100 6annos

O1eHKa «yZ0BJIETBOPUTEIIbHOY» BBICTaBIIsIETCS 00yyJarolemycs, Habpasiiemy ot 50 10 67
Oay10oBOANIOB, OLIEHKA «XOPOLIO» BBHICTABIIAETCA OOydarolieMmycsi, HaOpaBuiemy oT 68 no 82
0aIIoB, OLIEHKA «OTJIMYHOY» BBICTaBisieTcs oOydaroniemycsi, Habpasmemy ot 83 go 100 6amios,
c(OpMUPOBAHHBIX B PE3yJbTaTe CyMMHPOBAHUS OAJIJIOB, OJYyUYEHHBIX IIPH TEKYIIEM KOHTpOJIE
U NIPOMEXYTOUYHOH aTTectanuu. [lonydyeHHbIN COBOKYIHBIN pe3yiabTaT (MakcumyM 100 Gasios)
KOHBEPTUPYETCA B TPAJMLIMOHHYIO IIKaJly OLICHOK M B LKAy OLIEHOK EBpomelickoll cucTeMsl

nepenoca u HakorieHuss kpenutoB (EuropeanCreditTransferSystem; mamee — ECTS) B
COOTBETCTBUU C TAOJIMLIEH:
100-6annbHast [xana
. Tpanunuonnas mkana ECTS
95-100 A
8304 OTJIMYHO B
68 — 82 XOpOIIIOo 3a4TEHO C
56 —67 D
50 55 YIOBJIETBOPUTEIHHO E
2049 FX
0-19 HEYJIOBJIETBOPUTEIBHO HE 3aUTEHO =
5.2.Kputepuu BbICTABJIEHHS OLEHKH MO TUCIHUIIJIHHE
Banasl/ Ouenka no KpuTtepuu onenkn pe3yabTaToB 00y4eHuUs 1o
kana AUCHMILINHE AUCHMILIHHE
ECTS
100-83/ COTIIUIHOY/ BricTaBisiercst o0y4aromemMycsi, €CIIi OH TITyOOKO U
AB «3aUTEHO MIPOYHO YCBOWJ TEOPETUYECKUI U MPAKTUUECKUI
(oTHuHO)»/ MaTepuai, MOXXeT IPOJEMOHCTPUPOBATh 3TO Ha 3aHATUSIX
«3aYTCHO» U B X0JI€ POMEKYTOYHOHN aTTeCTallUH.

OO0yuaromuiicst HCUEPITBIBAIOIIE U JJOTUIECKUA CTPOMHO
M3naraet yueOHbI MaTepuan, yMeeT yBSA3bIBaTh TEOPHUIO C
MPAKTUKOM, CTIPABIISIETCS C PEIICHUEM 3a/1a4
npodeccnoHanbHOM HAMIPaBIEHHOCTH BHICOKOTO YPOBHS
CJIO)KHOCTH, MPABHJIBHO 000CHOBBIBAET MIPHHSITHIC
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Banael/
HIxanaa
ECTS

OuneHka mo
JUCHUILIMHE

Kpurtepun oneHkn pe3y1bTaToB 00y4eHUs 10
AUCHMILIAHE

peLICHHS.
CB000/IHO OpUEHTHPYETCS B YUeOHOH 1
npodecCHOHaIBHOMN JIUTEpaType.

OneHka no JUCHUILTMHE BBICTABISIOTCS 00y4daromeMycs ¢
y4E€TOM PE3yNIbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTalUu.

Kommniereniuu, 3aKkpeniénnple 3a JUCUUILIMHON,
c(hOpMHUPOBAHbI HA YPOBHE — «BBICOKUIIY.

82-68/

«XOpouIo»/
«3a4TCHO
(xopor10)»/
«3a4TCHO»

BricTaBisiercs: o0yyaromemMycs, €Cii OH 3HaeT
TEOPETUYECKUN U IPAKTUYECKUNA MaTepHas, FPaMOTHO U IO
CYILIECTBY M3JIaraeT €ro Ha 3aHATUAX U B X0/
IIPOMEXYTOYHOH aTTeCTaluy, He JOITyCKasi CyLIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiics IpaBUIbHO PUMEHSAET TEOPETHUECKHE
IIOJIOYKEHUS [IPU PEIICHNUH TPAKTUYECKUX 3a/1a4
npo¢ecCHOHAIBLHON HANPaBIEHHOCTH Pa3HOI'O YPOBHS
CIIO’KHOCTH, BJI/ICET HEOOXOMMBIMH IS TOTO HABBIKAMHU
W OIpUEMaMU.

JIOCTaTOuHO XOPOIIO OPUEHTHPYETCS B YIEOHOH U
npo¢ecCUOHAIILHOM JINTepaType.

OneHka no JUCHUILIMHE BBICTABIISIOTCS 00y4JaroleMycst ¢
Y4YETOM PE3yIbTATOB TEKYLIEH U IPOMEKYTOYHON
aTTeCTaluu.

Komnerenuu, 3akpeni€HHuble 3a AUCUUTIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — KXOPOIIHN».

67-50/
D,E

«yIOBIETBOPH-
TEIBLHOY/
«3a4TEHO
(ymoBieTBOpHU-
TEIILHO)»/
«3a4TECHOY

BricTaBisiercs o0yuaromemMycs, €Ciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUN U ITPAKTUYECKHUI MaTepuall,
JIOIyCKAeT OTAEIbHbIE OIINOKH MPH €ro U3JI0KEHUHU Ha
3aHATUAX U B XOJ€ IPOMEXYTOYHOU aTTECTALIUH.
OOyuaromuiics UCTIBITHIBACT ONpeAEIEHHbIE 3aTPyAHEHUS
B IPUMEHEHHUH TEOPETUYECKUX ITOJI0KEHHUN IPU PEILICHUH
MPAKTUYECKHX 3a/1a4 MPO(heCCHOHAIbHONW HApaBI€HHOCTH
CTaHJAPTHOI'O YPOBHS CIIOKHOCTH, BJIAJIEET
HEOO0XOAUMBIMHU JJIsl 3TOT0 Oa30BBIMH HAaBBIKAMU U
NpUEMaMHU.

JIeMOHCTpHUpYET 10CTaTOYHBIN YPOBEHb 3HAHUS y4eOHOM
JIUTEPaTyphl 110 JUCLHUIIIMHE.

OneHka 1Mo JUCHHUIUIMHE BBICTABIISIOTCS 00YYaromEeMycs C
YYETOM pE3yIbTaTOB TEKYIIEH U IPOMEKYTOYHOU
aTTeCTaluu.

Komniereniuu, 3aKkpeni€HHble 3a TUCIUTIITMHOM,
c(OpPMHPOBAHBI HA YPOBHE — «JIOCTATOUHBIN».

49-0/
F.FX

«HEYOOBJICTBOPUTE

JIBHOY/
HE 3a4TEHO

BeicraBnsercs oOyuaromemycs, €Cli OH HE 3HAeT Ha
6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUYECKUI
MaTepual, 10IMycKaeT rpyOble OMMOKH MPH €To
U3JI0’KEHUU Ha 3aHATHAX U B XO€ IPOMEXYTOYHON
aTTeCTallUH.

OOyuaronuiics UCTIBITHIBACT CEPhE3HBIE 3aTPYAHEHUS B
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Banasl/ Ounenka nmo Kpurtepun oneHkn pe3y1bTaToB 00y4eHUs 10
Ikana AUCHMILIAHE AUCHMILIAHE
ECTS

IIPUMEHEHUH TEOPETUYECKUX TI0JI0KEHUH IIPU PELICHUH
MPAKTUYECKHX 33124 MPO(HEeCCHOHAIBHONW HAPABICHHOCTH
CTaHapTHOI'O YPOBHS CIIO)KHOCTH, HE BJIaIeeT
HEOOXOAMMBIMU JIJIS1 3TOTO HABBIKAMU U MPHUEMaMHU.
JleMoHCTpHpYeT (pparMeHTapHbIe 3HaHUS y4eOHOM
JUTEPATYPBI 110 AUCLUILIMHE.

OneHka 1o JUCLHUIUIMHE BBICTABIISAIOTCS 00Y4ar0OEMyCs C
y4E€TOM PE3yJbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTECTaLlUU.

KommnereHumn Ha ypoBHE «JIOCTaTOYHBIN», 3aKPEIUVIEHHBIC
3a AMCLUUIUIMHON, HE COPMHUPOBAHBI.

5.3. OueHouHble cpeacTBa (MaTepHAJIbI) JAJIsl TEKYLIET0 KOHTPOJIA yCIIeBA€MOCTH,
NMPOMEKYTOYHOH aTTecTAUMU 00y4AIOIIMXCS 110 TUCIUIITTHHE

Bapuanmuvr konmponwvnoii padomur No 1

BapuanT 1

1.B kakux cirydasx KajpoBas CIy»0a HMMeEeT IMPaBo BBLIATH JAyOJIMKAT TPYA0BOM KHIDKKH? Kak
3TOT JOKYMEHT oopmiisercs?

2.Ilepeunciute BHIBI JOKYMEHTOB, NMPUMEHSEMbIC TIPH IEpeBojie Ha Ipyryro pabdory. Kax
oopmIIsieTcs KaXKIblid U3 HUX?

3. HazoBuTe 1OKYMEHTHI, IpeIOCTaBIsieMble paOOTHUKOM TP MOCTYIUICHUH Ha padoTy.
4.KakuM JTOKaIbHBIM HOPMATHUBHBIM aKTOM perflaMeHTHpYyeTcs paboTa KaJIpOBhIX CIEUATNCTOB
C IEPCOHANILHBIMU JaHHBIMH? JaliTe eMy XapaKTepUCTUKY.

Bapuant 2

1. XapakTepucTuka Ha3HauY€HUs TPYJIOBOM KHUXKKU. B Kakoil cpok JomkHa OBITH 3aBeleHA
TPYIOBasi KHUXKKA NP MOCTYIIJICHUU Ha paOoTy BrepBbie?

2.Ilepeuncnute BUABI JOKYMEHTOB, PUMEHsIEMbIE MIPH yBOJIbHeHHH. Kak odopmiisercs Kakapii
u3 HUX?

3.Kakoii 5OKanbHBII HOPMATHBHBIM AKT OMNPENENSIeT OpPraHU3alfi0 TPyAa COTPYJAHUKOB B
KOMIaHUH. /[aiiTe eMy XapaKTEpUCTHUKY.

4.Hazoute nHdopmainio, 00s3aTebHYIO sl BKIIOYEHHUS B TPYIOBOM TOTOBOP.

Bapuanmuvi konmponwvnou pabomor Ne 2

Bapuanr 1
1. Tlepeuncnure cCOCTaB MTOKYMEHTOB JIMYHOTO jeiia paboTHuka. KaknuMu HOpMaTHUBHBIMH
JOKyMEHTaMH 3TO ONpPEAETIECHO?
2. Ha3zoBuTe TOKyMEHTHI KaJPOBOH CITY>KOBI, TIOJICKAIIHE TIepeIade B apXUB.
Bapuant 2
1.KakoBbI 0COOEHHOCTH COCTaBJIEHUS HOMEHKIIATYPHI JACN KaAPOBOM CITyKObI?
2. HazoBute o0s13aTenbHbIe PETUCTPALIMOHHBIE ()OPMBI KaIPOBOM CITYKObI?



15

Ilpumepnsvle KOHmpobHbLIE 60RPOCHL 011 RPOMEHCYMOYHOU AMMECAYUN:

1. Ilepeuucnutsb 3aKOHO/IaTeIbHbIC aKThI, KOTOPBIMU peraaMeHTHpYyeTCs
JIOKYMEHTHUPOBAHUE KaJIPOBOU JEATEILHOCTH B HACTOSAIIEE BpeMsi?
2. llepeuncnuth HOPMAaTUBHO-METOAUYECKUE JIOKYMEHTHI, perJaMeHTHpyolne

JIOKYMEHTHPOBAHUE KaJIPOBOH 1€ATEIbHOCTH.

Ha3zBatb BUIbI TOKYMEHTOB, IPEAbSIBIISIEMbIe pAOOTHUKOM MpU IpUEMe Ha padoTy.

Haseate  BuObl  JOKYMEHTOB, yCTaHOBIJIEHHble TpynoBeIM  Kkoaekcom PO,

JTOKYMEHTHUPYIOIIKE IpueM paboTHHUKA Ha paboTy.

5. Ilepeuncnauth BHIBI JOKYMEHTOB, O(GOPMIISIONINE H3MEHEHHE YCIOBHHA TPYJOBOTO
JIOTOBOpA.

6. IlepeuncnauTh BHUABI JOKYMEHTOB, YCTaHOBJIEHHbIE TpyHOBBIM KojaekcoM P® s
pEryJIupoBaHus TPYIOBBIX OTHOILICHUH.

7. Cpoku TOAIOTOBKH, KAaKMX JIOKYMEHTOB II0 JOKYMEHTHPOBAHMIO  KaJpOBOM
JESITEIIbBHOCTH YCTaHOBIICHBI 3aKOHOAATENEHO?

8. Kakwue ¢pyHKIMM KagpoBOH CITy>KOBI CBSI3aHBI C YyUETOM JINYHOTO cOCTaBa?

9. Kakue ¢yHKUMU JOKHA BBIIONHATH KaJapoBas Ciryxo0a npu  ohOpMIICHUH
YBOJILHEHUS PAOOTHHKA ¢ PabOTHI?

10. Kakumu goxkymeHTamu oopMisieTcsl yBOJIbHEHHE paOOTHHUKA?

11. HazoBure ¢pyHKIUYU KaApOBOH CIyKObICBA3aHHbBIE C TPYIOBBIMU KHUKKAMH?

12. Kakumu nokymeHTamu oopMIIsieTcs aTTecTarus pabOTHUKOB?

13. Ha3oBuTe 0COOEHHOCTH HOMEHKJIATYPHI JIe]T KaJAPOBOM CITyKOBI.

14. Kakue nena kaapoBO CITyKObI OTHOCSTCS K KATETOPUU MEPEXOAALITUX ?

15. IMepeuncnuth ocoOeHHOCTH (HOPMHUPOBAHHMSI IMIHOTO Jieia paOOTHUKA?

How

6. YueOHO-MeTOAMYECKOE M HH(POPMALIMOHHOE 0O0ecevyeHrue TUCIHHIINHBI
6.1. Cnucok MCTOYHMKOB M JTUTEPATYPHI

HcTounuku (00s3aTeIbHbIEC)

1. Koncrurymus Poccuiickoit ®enmepanuu (C  MOCACIYIONMMH H3M. W JIOIL.) Il
Koncynsrantllntoc. Bepcusllpod [Dnextponnsiii pecypc]. — DneKTpoH. aaH. - Pexxum noctyma
-http://www.consultant.ru/.

2. Tpynmosoii komekc Poccuiickoit ®emeparuu ot 30.12.2001 Ne 197-®3. Ilpunsar
TocymapctBennoit  Jlymoit 21 nekabps 200Ir. (¢ nocmeayromumu u3M. u jgom.) [/
Koncynsrantllntoc. Bepcusllpod [Dnextponnsiii pecypc]. — DneKTpoH. aaH. - Pexxum noctyma
-http://www.consultant.ru/.

3. 3axon Poccuiickoit ®eneparmu ot 25 okTsopst 1991 1. Ne 1807-1  «O si3bIkax HapoJ0B
Poccuiickoit ®enepaunn» // Bepomoctu CHJ PO u BC P®. 1991. Ne 50. Cr. 1740; (c
nocneaytomumu u3M. u gom.) // Koncynerantllmoc. Bepcusillpod [Dnextponnsiit pecypce]. —
DJeKTpoH. aaH. - PexxuM moctyma :http://www.consultant.ru/.

4, ®epepanpublii 3ak0H PO ot 27.07.2004 Ne 79-®3 «O rocyaapCTBEHHON TIpaskaaHCKON
cnyk6e Poccuiickoit @enepanun» (¢ mocieayommmu uw3M. U gomn.) // Koncymerantlhmroc.
Bepcusllpod [OnexTpoHHblli  pecypc]. — OnexkTpoH. JgaH. - Pexum gocryna
-http://www.consultant.ru/.

5. ®enepanbHblit 3akoH Poccuiickoii epeparmu ot 01.06.2005 Ne 53 «O rocynapcTBeHHOM
s3pike  PO» (¢ mocnemyrommmu u3M. u gon.)  // Koncymerantllmioc. BepcuslIpod
[DneKkTpoHHBIH pecypc]. — DneKTpoH. AaH. - Pexxum goctyna :http://www.consultant.ru/.
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6. ®enmepanbubiii  3akoH Poccuiickoii  ®emepammu ot 06.12.2011  Ne 402-®d3  «O
OyxranTepckoM ydere» (¢ mociemyrommmu usM. u non.) // Koncynerantllnroc. Bepcusllpod
[DnexTpoHHBIi pecypc]. — DiaekTpoH. AaH. - Pexxum goctyna :http://www.consultant.ru/.

7. ®enepanbubiii 3akoH Poccuiickoir ®exeparuu ot 02.05.2006 Ne 59-d3 «O mopsiake
paccMOTpeHHs oOpaleHui rpaxaan» (¢ mocienyomumu u3M. u aom.) // Koncynprantlliroc.
BepcuslIpod [OnexTponnblit  pecypc]. — OnexkTpoH. gaH. - Pexum gocryna
-http://www.consultant.ru/.

8. ®enepanbubiii 3akon or 27 wuroas 2006 r. N 152-®3 "O mnepcoHadbHBIX JaHHBIX"(C
nocnenyomumu u3M. u jom.) // Koncynsrantllmtoc. Bepcusallpod [DnexrponHsiii pecype]. —
DJeKTpoH. aaH. - PexxuMm noctymna :http://www.consultant.ru/.

9. ®epepanbubii 3akon or 01.10.2004 Ne 125-03 «O6 apxuBHOM jejie B Poccuiickoit
Oeneparn» (¢ mocneayromumu w3M. u jgon.)  // Kowcynerantllmoc. Bepcusllpod
[DekTpoHHBIH pecypc]. — DneKTpoH. AaH. - Pexum goctyna :http://www.consultant.ru/.

10. ®enepanbubiii 3akon oT 29.07.2004. No 98-®3 «OxommMmepueckoit TariHe» // (c
nocneaytomumu u3M. u jom.) // Koncynerantlmroc. Bepcusillpod [Dmnexkrponnslit pecypce]. —
DnekTpoH. aaH. - Pexxum mocryna :http://www.consultant.ru/.

11. TpaBuna BemeHUsT U XPaHEHUsI TPYIOBBIX KHIKEK. (C MOCICAYIOIIUMA U3M. U joi.) //
Koncynwsrantllmoc. Bepcusllpod [Dnexkrponnsiit pecypc]. — DnekTpoH. aaH. - Pexum gocrtymna
-http://www.consultant.ru/.

12. MHCcTpyKIWs 110 3aI0JIHEHUIO TPYAOBBIX KHIKEK (yTB. [TocTaHoBeHrneM MuHHCTEpPCTBA
Tpyda U couumanpHoro pasutus Poccuiickoit @enepauuu ot 10 oxta6ps 2003r.).
3apeructpupoBana MunuctepctBoMm toctuiuu Poccuiickoit ®@epepanuu 11 nHosiops 2003 r.
peructpanuonuslii Homep 5219.(c mochenyromumu u3M. U gon.) // Koncymerantllmoc.
Bepcusllpod [OnexkTpoHHbIi  pecypc]. — OnekTpoH. JgaH. - Pexum gocryna
-http://www.consultant.ru/.

HceTouyHuKkH (10MOJTHUTEIbHBbIE)

13. ®epepansubiii  3akon  P® ot 27.07.2006 Ne 149-®3 «O6 wuH(bOpMAaImu,
UH()OPMAIIMOHHBIX TEXHOJOTHUAX M 3alUTe MHGOPMAIUI» (C MOCIEAYIOIUMH U3M. U Jom.) //
Koncynpsrantllmoc. Bepcusllpod [DnexTponHslil pecypc]. — DnekTpoH. naH. - Pexum rocryna
:http://www.consultant.ru/.

14. ®enepanbubiii 3akoH 0T 26.12.1995. Ne 208-®3 «O06 axIMOHEPHBIX 00IIEeCTBaX» (C
nocnenyromumu u3M. u gom.) // Koncynerantllntoc. Bepcusallpod [Dnextponnsiii pecypc]. —
DnekTpoH. AaH. - Pexxum mocrtyna :http://www.consultant.ru/.

Ob6mepoccuiickuii  kiaccudukarop mnpodeccuit pabodmx, MOHKHOCTEH CIyXKalUX H
tapuHbx paspsanoB OK 016-94. M.: Muntpyxa Poccun, 1995.

O6mepoccutickuii knaccupuxatop nadopmarmu o Hacenennn OK 018-95. M.: Muntpyn
Poccun, 1996

Ob6mepoccuiickuii kiaccudukarop ympapieHueckor mokymentanmu OK 011-93. M.:
I'occrannapt Poccun, 1994.

Oo6mepoccuiicknil knaccuukaTop crenuaibHocTel mo obpazoanmio OK 009-93. M.:
I'occrannapt Poccun, 1995.

IIpukaz PocapxuBa ot 23.12.2009 N 76 "OO yrBepxkaeHUH MeToIUYECKUX
pekoMeHaalui 1o pa3paboTke MHCTPYKLUUH MO JIEIONPOM3BOJCTBY B (efepalbHBbIX OpraHax
VCITOJIHUTENIBHON BIIAcTH".

YHuduuupoBaHHsle GOpPMbI EPBUYHON YUETHON JTOKYMEHTAllUU O y4YeTy TpyJa U ero
oruiatel, yrBepkaeHHble I[locranoBnennem ['ockomcrata P® ot 05.01.2004 Ne 1. M.:
HUITHUcratuadopm I'ockomerata Pocen, 2004.

15. TapudHo-KBaTH(UKAIMOHHBIA CIIPABOYHHUK. // Koncynperantllmoc. Bepcusllpod
[DneKkTpoHHBIH pecypc]. — DneKTpoH. AaH. - Pexxum noctyna :http://www.consultant.ru/.
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16. KanuduKauoHHbIM CIIPAaBOYHUK JTOJKHOCTEH PYKOBOAUTEICH, CIIEHAIMCTOB U IPYTUX
ciyxamux. M.: Muntpya Poccun, 2000. // Koncynsrantllmoc. BepcuslIpod [DnekrponHbiit
pecypc]. — DiekTpoH. faaH. - Pexxum gocryma :http://www.consultant.ru/.

MesxoTpacneBble YKpyITHEHHbIE HOPMAaTUBbI BPEMEHU Ha pabOThI 0 KOMILJIEKTOBAHUIO U
yuery kaapos. M.: LIBHT Muntpyna CCCP, 1991.

[lepeueHp THUMOBBIX YIPABIECHYECKHX apPXUBHBIX JOKYMEHTOB, 0Opasyioumxcs B
IIPOLIECCE JIEATENBHOCTU TOCYJApPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYINpaBIEHUS U
OpraHu3aIui, C yKazaHueM CpOKOB XpaHeHus. M., 2011.

[IpaBuna opraHu3zanuu XpaHEHHs, KOMIUICKTOBAaHUS, Y4y€Ta U  HCIOJIb30BAHUS
noKyMeHTOB ApxuBHoro ¢onma Poccuiickoit denepanvii U Ipyrux apXUBHBIX JTOKYMEHTOB B
OopraHax TOCyJapCTBEHHOW BIIACTH, OpraHaXx MECTHOIO CaMOYIPABJIEHUS M OpraHMU3alMsIX,
YTBEPKJACHHBIX IPpHKa3oM MuHKyIbTYpsl PD o1 31.03.2015 Ne 526.

Jlutepatypa (0Os3aTeNbHAS)

bynar, P. E. JlokymeHTanimoHHOE obOecrieyeHre YIMpaBiCHUs MEPCOHANIOM: YueOHOe
nocooue/bynar P. E. - Mocksa : HUL UH®PA-M, 2015. - 234 c. (Beicmiee obpazoBanue:
bakanaBpuatr)[SBN  978-5-16-010318-1. -  Teker : omekrtponnsii. -  URL:
https://znanium.com/catalog/product/488066

XKypasnea, 1. B. KagpoBoe nenornpousBoactBo: Haumnaem ¢ Hyna. AyauT CBOUMHU
cunamu / U.B. XKypasneBa, M.B. XKypasnesa. - 2-e uzn. - Mocksa : HULl UHOPA-M, 2014. -
184 c. + ( Hom. mat. znanium.com). - (IIpocto, kpatko, 6picTpo). ISBN 978-5-16-008986-7. -
Tekcr : anextponnsiit. - URL: https://znanium.com/catalog/product/417566

Jluteparypa (1ONOJTHUTETHHAS)

breikoBa, T. A.JlokyMeHTallMOHHOE OOECIICYCHUE YIPABICHHS (ICIONPOU3BOICTBO):
VYu. moc. / T.A.beikoBa, T.B.Ky3uenona, JI.B.Cankuna - 2 uzg., mepepad. u jomn. - Mocksa :
NHOPA-M, 2012. - 304 c. + CD-ROM. - (Bsicuiee o6pazoBanue). ISBN 978-5-16-004805-5. -
Tekcr : anextponHslit. - URL: https://znanium.com/catalog/product/238519

6.2. TlepedeHb pecypcoB MH(POPMALMOHHO-TEJIEKOMMYHHKAIIMOHHOI ceTH « MHTEepHET»

- I'apant [DnekTpoHHBIH pecypc]. — DnektpoH. gaH. — M., cop. 2019. — Pexum moctyna:
http://www.garant.ru.

- KoncyneranT Ilmoc [DnekTpoHHBIH pecypc]. — DnekTpoH. maH. — M., cop. 2019. — Pexum
nocryna: http://www.consultant.ru.

6.3.1Ipodeccnonanbubie 6a3bl JAHHBIX M1 HHGPOPMALMOHHO-CIIPABOYHbIE CHCTEMbI
Hoctyn k npodeccuonanpubiM 0a3am gaHHbIX: https://liber.rsuh.ru/ru/bases

WHpopManmoHHbIE CLIPaBOYHBIC CHCTEMBI:
1. Koncynbsrant [lnroc
2. Tapanr

1.
7. MaTepuaJIbHO-TEXHHYeCKoe obecneyeHne JUCHUNINHBI

Jns  obecrieyeHus JAMCUMIUIMHBI — HCIHOJB3YETCSl  MaTepHalbHO-TEXHHUYecKas 0Oasa
00pa30BaTENLHOTO  yUpeX/AEHUs: Yy4yeOHble ayJUTOpUH, OCHALIEHHbIE KOMIBIOTEPOM U
MIPOEKTOPOM JIJISl AEMOHCTPALMU YUYE€OHBIX MaTEPHUAJIOB.
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CocTaB mporpaMMHOTO 00€CTICUCHHSI:
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

8. OGecneyenne 00pa3oBaTeIbHOIO NMpoLECCa IS JIUL ¢ OTPAHNYEHHbIMH
BO3MOKHOCTSIMH 310POBbSI 1 HHBAJIH/I0B

B xoze peanuzanuy IUCHUIUIMHBI HCIIONB3YOTCS CIEAYIOIUE TOIOJHUTEIBHBIC
METOBI 00YYEHHs1, TEKYIIET0 KOHTPOJISI YCIIEBAEMOCTH M IMTPOMEKYTOUHOM aTTeCTAIlH
00yyaroIuXxcs B 3aBUCUMOCTH OT UX MHIUBHIyaJIbHBIX OCOOEHHOCTEH:

® IS CJICIIBIX U CIIA0OBUISIINX:

- JeKIUH O(OPMIISIFOTCS B BHJE AJIEKTPOHHOIO JOKYMEHTa, JOCTYIMHOIO C MOMOIIBIO
KOMITbIOTEpA CO CHELMATN3UPOBAHHBIM ITPOrPAMMHBIM 00€CIIeUeHHEM;

- TNHCHhMEHHBIC 33JaHUS BBHINOJHAIOTCA HAa KOMIBIOTEPE CO CHEIHAIHM3UPOBAHHBIM
IPOTPaMMHBIM 00ECTICYeHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- o0ecrieunBaeTcs UHAUBUAYAIbHOE paBHOMEpHOE ocBelieHue He menee 300 Jrokc;

- JUIS BBINOJHEHUS 3aJaHHsi TPH HEOOXOTUMOCTH TPEIOCTABISACTCS YBEINYHBAIOIIEE
YCTPOHCTBO; BO3MOYXKHO TAK)K€ MCII0JIb30BaHNE COOCTBEHHBIX YBEIMUYUBAIOIINX YCTPOUCTB;

- MUCHbMEHHBIC 3a7]aHNs O(POPMIISIOTCS YBEIIMYSHHBIM MIPUPTOM;

- 9K3aMeH M 3au4€T MPOBOAATCA B YCTHON (hopMe UIIM BBIOJIHSIOTCS B MMCbMEHHOM (popme Ha
KOMITBIOTEPE.

® JUIS TIIYXUX U CIA0O0CIBIIIAIINX:

- Jekuud O(OPMIIIOTCS B BHJIE JJIEKTPOHHOTO JOKYMEHTA, JHOO MPedOCTaBISETCS
3BYKOYCHJIMBAIOLIAsl annapaTypa HHANBUYaIbHOTO M10JIb30BaHMS;

- MUCHbMEHHBIC 33J[aHUs BBITTOJIHSIIOTCS HA KOMITBIOTEPE B TUCBMEHHOM (hopme;

- 9K3aMeH M 3auéT MNpOBOAATCA B NHCbMEHHOW (hopMe Ha KOMIIBIOTEPE; BO3MOXKHO
npoBesieHue B (hopMe TeCTHPOBAHHUS.

e IS JIWI C HAPYIICHUSIMH OTIOPHO-/IBUTATEIBHOTO armapara:

- JeKIUM O(OPMISIOTCS B BHJIE AJIEKTPOHHOIO JOKYMEHTa, JOCTYHMHOIO C MOMOILBIO
KOMITHIOTEPA CO CHEIHATH3UPOBAHHBIM MTPOrPAaMMHBIM 00eCTIeUeHHEM;

- TNHCBMEHHBIC 33JaHUS BBINOJHAIOTCS HAa KOMIBIOTEPE CO CHEIHMAIU3UPOBAHHBIM
MIPOrpaMMHBIM 00€eCIIeYeHUEM;

- 9K3aMeH M 3au4€T MPOBOAATCS B YCTHON (hopMe UM BBITIOIHSIOTCSA B MUCbMEHHON (hopMme Ha
KOMITBIOTEPE.

ITpu HEOOXOIUMOCTH MpelyCMaTpUBAETCs YBETNUYEHUE BPEMEHHU JJIs TIOATOTOBKU OTBETA.

[Iponiemypa  mpoBeAECHHST  NPOMEXKYTOYHOH  artecTamuu Uit OOyJaromIuxcs
YCTaHABIMBACTCS C Y4YETOM UX HMHIUBUAYAJIbHBIX ICUXO(PHU3HMUECKUX OCOOEHHOCTEH.
[TpomexyTo4YHast aTTEeCTAIHsI MOXKET TPOBOAUTHCS B HECKOJIBKO ATAIIOB.

ITpu npoBeneHNM NpPOLEAYPHl OLEHUBAHUS PE3YNbTaToOB OOyUYeHMs MpPEeayCMaTpUBACTCS
UCTIOJIb30BAaHNE TEXHUYECKUX CPEINCTB, HEOOXOAMMBIX B CBSI3W C HHIUBUAYATEHBIMU
0COOEHHOCTSAMHU O00y4YaroIuXxcsi. T CPEIACTBa MOTYT OBITh MPEJOCTABJIECHBl YHUBEPCUTETOM,
WJIA MOTYT HCIIOJTE30BAThCS COOCTBEHHBIE TEXHUYECKHIE CPEIICTBA.

[IpoBeneHne mpoueAypbl OLIEHUBAaHUA  pE3ylIbTaToB  OOy4YEeHUs  JOMyCKaeTcss ¢
MCTIOJIb30BaHUEM JHCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHH.

ObecneunBaeTcs A0CTyN K MH(MOPMAIMOHHBIM U OMOIMOrpauueckuM pecypcam B CETH
WuTepHer s Kaxkaoro oOywaromierocsi B ¢gopMmax, aJanTUPOBAHHBIX K OTPaHUYEHHUAM HX
3/I0pOBbsI U BOCTIPUSTHS HHPOPMALIUU:

® IS CJICNIBIX U CIA0OBUISIIUX:
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- B Ie4aTHOM (hopMe YBEIIMUEHHBIM MIpU(TOM;

- B (hopme 3IEKTPOHHOTO TOKYMEHTA;

- B popme ayaunodaiina.

e IS IIIyXHX U Ca0OCIbIIIAIINX:

- B IeyatHou dopme;

- B (hOpMeE IIEKTPOHHOTO JOKYMEHTA.

e Ui 00yYaroImuXcs ¢ HAPYUICHUSIMHU OMOPHO-ABUTaTEIbHOTO armapara:
- B Ie4aTHou dopme;

- B (hOpMeE IIEKTPOHHOTO JJOKYMEHTA;

- B popme ayaunodaiina.

Y4eOHble ayAUTOPUH IS BCEX BHJIOB KOHTAKTHOW W CAMOCTOSITENILHOW paOOThI, HAydHAs
O0ubnuoTeKka W MHbIE MOMEUICHUS JJIsi O0y4YeHHUS! OCHAIIECHBI ClelHUaIbHbIM 000pyAOBaHUEM U
y4eOHBIMA MECTaMH C TEXHHYECKUMHU CPEJICTBAMU O0yUCHUSI:

® JUIS CIENBIX ¥ CTa00BUISAIINX:

- YCTPOMCTBOM JJIsl CKaHUpoBaHus 1 uTeHus ¢ kamepoit SARA CE;

- mucruieeM bpaitis PAC Mate 20;

- npuHTepoM bpaitnss EmBrailleViewPlus;

e IS TIIYXHX U CIa0OCIbIIIAIINX:

- aBTOMATHU3WPOBAaHHBIM pabOYMM MECTOM ISl JIIOJCH C HapylmieHHEeM CcllyXa W
CIa0OCTBIIIAIINX;

- aKyCTHUYECKHH YCHINTEh U KOJOHKH;

e Ui 00yYaroImUXCcs ¢ HAPYUICHUSIMHU OMOPHO-ABUTaTEIBHOTO arapara:
- IepeIBIKHBIMH, PETYIUPYEMbIMH dproHoMuueckumu napramu CU-1,;
- KOMITBIOTEPHOM TEXHUKOW CO CIIeIIUATBHBIM IIPOrPAMMHBIM 00ECIICUCHHEM.

9. Metoauyeckue MaTepuabl
9.1.I1naHbICeMUHAPCKHUX 3aAHATHIA.

TEMA1.3AKOHOJATEJIBHASL PETTTAMEHTAIIA JOKYMEHTHPOBAHIMA
KAJIPOBOU JEATEJIBHOCTU B P®

®opma 3aHATUSI — AUCKYCCHA I10 pE3yJibTaTaM U3YUCHUS MATCpUAJIOB

3AJTAHMSL.

1. Tlpoanamusupyiire Tpynosoii kogekc Poccuiickoit @enepanuu u onpeaeanTe TpeOOBaHUS K
cocTaBy ¥ 0()OpPMIIEHUIO JOKYMEHTOB, PErJaMEeHTUPYIOIIUX TPYI0BbIE OTHOLIEHHUS.
2. Tlpoanammsupyiite Tpynosoii kogekc Poccuiickoit @enepanuu u onpeaennTe TpeOOBaHUS K

GYHKIUSAM KaJpoBOM CITy>KOBI.
3.

VYKA3AHUS 1O BBITIOJITHEHUIO 3AJIAHUN

1. Usyunte TpymoBoil koaekc U BBIICHUTE, KAaKUMU JOKYMEHTAaMH MPEIyCMOTPEHO
obopmiieHHEe TIpUEMa, TEPEeBOJA, YBOJBHEHHWS, KOMAaHIWPOBAHUS, IUCIUIUIMHAPHOTO
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B3BICKAHUS U MPEJOCTABICHUS OTITycKa paboTHHKaMm. CocTaB JOKyMEHTOB (pUKCHpyeTCs 1o
KaX/I0i oTnenbHoi mporenype. OOpaTuTe BHUMAaHUE HA CPOKHU IOJTOTOBKH JOKYMEHTOB,
YCTaHOBJIEHHBIE 3aKOHO/IATEIIBHO.

2. Wzyunte TpymoBoi KOJAEKC | OINpenenuTe 00S3aHHOCTH paboToAaTesis MO OTHOIICHUIO K
pabOTHHKY, KOTOpBIE yCTaHOBJIEHB! B Kosmekce nmpu BOZHUKHOBEHHU TPYAOBBIX OTHOIICHHH,
BBISIBUTH (DYHKIIMU KaJPOBOM CITy>KOBI.

KOHTPOJIBHBIE BOITPOCHI.

1. TlepeunciuTh OCHOBHBIC BHBl JIOKYMEHTOB, HCIIOJIB3YeMbIE JUIsI JOKYMEHTHPOBAHUS
TPYJOBBIX OTHOIICHUH, YCTAHOBJICHHBIX B TPYIOBOM 3aKOHOJATEILCTBE.

2. HazoBwute THMOBBIC (YHKIIMH KAAPOBOH CITYIKOBI.

TEMA 2.PA3PABOTKA OPTAHM3ALIMOHHBIX JIOKYMEHTOB B KAJIPOBOI1
CJIYXBE

Popma 3aHATUSA — TUCKYCCHS 110 pe3yIbTaTaM U3y4YEHUsI MaTEPUaAJIOB

3AIAHUS

1. Tlpoananmsupyiite opranuzanuio padboTsl ¢ kagpamu B 3A0 “Bemvmen”.

2. YcraHoBHUTE CTPYKTYpY U coaepxanue [lonoxenus o6 otaene kaapoB 3A0 “Beimnen”

3. YcTaHoOBUTE CTPYKTYpY M COJIEp)KaHHE IOHDKHOCTHOM WHCTPYKIMHUCOTPYAHHKA KaJpOBOU
CITyKObI

YKA3AHUMA 110 BBIIIOJIHEHHUIO 3AJAHU A

1. Ilpoananusupyiite KomiuiekCc TOoKyMeHTOB 3AO “BriMmen”, BbIABISAS €ro CTPYKTYpY,
YHUCJICHHOCTh, HaIpaBieHUs JAedarenbHocTd OOmectBa M 0COOEHHOCTH OpraHU3aLuu
KaJIpOBOM pabOTHI.

2. Ha ocHOBe KBaqM(PUKALMOHHON XapaKTEPUCTUKH PYKOBOAUTENS KaJpOBOMl CIIyKOBbI,
YCOP/[, TpymoBoro kojekca W TpeOOBaHMI HWHBIX HOPMATHUBHBIX W METOJMYECKHUX
JIOKYMEHTOB YCTAHOBHUTE CTPYKTYypy U conepxanue [lomoxxenuss o6 oraene xaapos 3A0
“Brimmen”.

3. Ha ocHoBe KBamM(pUKAIMOHHBIX XapaKTEPUCTHK pabOTHUKOB KaapoBoi ciyxOb, YCOP/]
YcTaHOBHUTE CTPYKTYpY U COJEp)KAaHUE JIOJDKHOCTHOM MHCTPYKIMHM COTPYAHHKA KaJpOBOM
ciyx6s1 3A0 “Brimnen”.

KOHTPOJIBHBIE BOITPOCHI

1. Tlepeuncnure 3a1a4u U GYHKIHUU KAJAPOBOM CITYKOBI.

Kakue 1oKyMeHTHI perfiaMeHTUPYIOT paboTy C MEPCOHAIOM OpraHU3auu?

3. Ha ocHoBe, Kakux JOKYMEHTOB pa3paOaThIBAIOTCS IOJIOKEHHE O KaJpoBOH ciayxbe u

JOJDKHOCTHBIE MHCTPYKIIMHU €€ COTPYAHUKOB?

KakoBa cTpykTypa TEKCTOB MOJIOKEHUS O KaAPOBOH cy*0e M JOIKHOCTHOW MHCTPYKIMU?

5. Korma monoxxenne o KaapoBoul cimykOe mpuoOperaer ropuaundeckyio cuiny? Korma ono
TpebyeT nepepaboTku?

6. Ilepeunciure obmue TpeOGOBaHMS K OPOPMIICHHIO OPTaHU3aMOHHBIX JTOKYMEHTOB.

N

e

TEMBI3-7. IOKYMEHTHUPOBAHUE KAJIPOBOM JEATEJbHOCTH

®opma 3aHATUSI — AUCKYCCHA 10 pE3yJIbTaTaM U3YUCHUS MATCPUAJTIOB
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3AJJAHUA:

1. Uzyuute 3aKkoHOHATEIbHBIE TPEOOBAHUS K  COJACPKAHHIO U O(OPMICHHIO  TPYIOBOTO
JI0rOBOpA.

2. YCTaHOBHTE KOMIUIEKT JOKYMEHTOB [0 NEPEBOAY Ha APYTYIO PadoTy.

3.YcTaHOBUTE KOMIUIEKT JOKYMEHTOB O IMPEIOCTABICHUHU OTIYCKa, MEPEHOCE OTITyCKa, OT3BIBE
U3 OTITYCKa, IPOEKTHI JOKYMEHTOB O KOMaHAWPOBAaHUU paOOTHHKA

4.YCTaHOBUTE KOMIUIEKT JIOKyMEHTOB O TIOOIIPEHUH pabOTHHKA U O BBIHECCHHHU
JMCIUITIMHAPHOTO B3bICKAHMS.

5.YcTraHOBHTE KOMILJIEKT JOKYMEHTOB 00 M3MEHEHUH (paMuiIny pabOTHUKA

6.YcTaHOBUTE KOMIUIEKT JOKYMEHTOB O PAaCTOPKEHHWH TPYIOBOTO JIOTOBOpA MO Pa3sHBIM
OCHOBAHUSAM

YKA3AHUS 10 BBIITOJIHEHUIO 3AJTAHUI

1.Ha ocHoBe MarepuasoB JeJOBOH HIphl (CIpaBOYHbIE JaHHbIE O pPAaOOTHUKE) U
TpeOoBaHuil TpyA0BOro KojeKkca onpeaennTe CoAepKaHueTPyJ0BOI0 J10OrOBOpa U OCOOEHHOCTHU
ero oopMJICHHUS.

2.Mcrionb3yst Matepuaibl JeI0OBOK UIPhI (CIIpaBOYHBIE JaHHBIE O PAa0OTHHUKE) M yUUTHIBAS
TpeboBaHus TpynoBOro KoJekca yCTaHOBUTE COCTaB JOKYMEHTOB IIpU MepeBojie paboTHHKA (110
€ro MHMIMATUBE U [0 MHUIMATHBE PYKOBOJUTENS CTPYKTYPHOIO IOJpa3feiieHus) Ha JIPYTylo
pabory B TOH ke opraHuzauud. OrnpenenuTh OCOOCHHOCTH JIOKYMEHTHPOBAHUS 3TOU
IPOLEAYPBIL.

3.Mcxona u3 MaTepualioB JeJI0BOM UIphl (CIIpaBOYHbIE JaHHBIE O paOOTHUKE) YCTAHOBUTD
COCTaB JOKYMEHTOB I10 MPEAOCTaBICHUIO pPAOOTHUKA €KErOJHOTO0 OYEpPEIHON OIIauMBaEMOro
OTIlycKa M OTHycKa ©0e3 coxpaHeHMs 3apaboTHOM 1uiaThl. OnpeaenuTb OCOOCHHOCTU
JIOKYMEHTHUPOBAHUS 3TOW MPOLEAYPHI.

Hcnonb3ys marepuaibl €10BOM UIphl (ClIpaBOYHbIE JaHHbIE O PaOOTHUKE) YCTAaHOBUTD
COCTaB JOKyMEHTOB IIpH HalpaBJIC€HUH paOOTHUKA B KOMAHIMPOBKY U ONPENEIUTh OCOOEHHOCTU
ux opopMIIeHHUS.

4.Vcnonp3yst MaTepuaibl AEOBOW UTPhl (CIIPaBOYHbBIE IaHHbIE O PAOOTHUKE) YCTaHOBUTh
COCTaB JIOKyMEHTOB IpH OGOpMIIEHUH MooulpeHuss paboTHHKA. OmnpeaenuTb OCOOCHHOCTH
JIOKYMEHTHUPOBAHUS 3TOW MPOLEAYPHI.

Ha ocHOBaHMM MaTepualioB [eJIOBOW WIPbl YCTAaHOBUTH COCTaB JIOKyMEHTOB IIpU
HAJIOKEHUH JUCHMILUIMHAPHOTO B3bICKaHUSA.OnpeaenTh 0COOEHHOCTH JOKYMEHTUPOBAHUS ATON
IIPOLEAYPBI.

5. Onpenenutb, KakMMH JOKYMEHTaMU O(OPMIISAIOTCS H3MEHEHMsSI B IMEPCOHAIbHBIX
JTAHHBIX PAaOOTHHUKOB.

6.Mcrionb3yst MaTepuabl 1eIOBOM UTPHI (CIIPaBOYHBIC JaHHBIE O paOOTHHUKE) YCTaHOBHUTH
COCTaB JIOKYMEHTOB IpH MpeKpalleHHe TPYyAOBOro IOTOBOpa MO MHUIMATHBE PaOOTHHUKA, IO
MHUIMATHBE paboToaaTeNs, 10 00CTOATENbCTBAM, HE 3aBUCSIIKM OT BOJU CTOpOoH. OnpenenuTsb
COCTaB JOKYMEHTOB, KOTOphIMH odopmisiercss Kaxias cutyauus. OnpeaenuTb CcocTaB
JIOKYMEHTOB, UCIIOJIb3YEMbIX MpU O(POPMIIEHUN YBOJIBHEHUSI, KOTOpbIE (OPMUPYIOTCS B JINYHOE
JIeNi0 pabOTHHUKA.

KOHTPOJIBHBIE BOITPOCBI:

1. Beinenurte OCHOBHBIE JOKYMEHTHPYEMbIE 33/1a4H KaJpOBOW AEATEIbHOCTH.

2. OxapakTepu3yilTe CTPYKTYpy TEKCTa TPYAOBOTO IIOTOBOPA, MEPEUYHCIHTE CYIICCTBEHHBIE
MI0JIO’KEHUS TPYAOBOIO JOrOBODPA.

3. SBisrorcst m yHUGUIMPOBAHHBIE (POPMBI 00S13aTEITHHBIMU 7



22

4. Ha ocHoBe TpeOOBaHHMI K TPYJAOBOMY JOTOBOPY, OMPEICTUTH MOPSAOK OQGOpMIICHUS
JIOTIOJIHUTEILHOTO COTJIalleHHs (M3MEHEHHUS K TPYJAOBOMY JOTOBOPY).

5. Kakumu TpeOOBaHHMSAMHU JOJDKHA PYKOBOJCTBYETCS KaapoBas ciyx0a mpu odopMiIeHHUU
MIPUKA30B B TEKCTOBOU opme?

Tema 8. TPYIOBA S KHMXXKA

Dopma 3aHATUSA — JUCKYCCUS 10 pe3yIbTaTaM U3y4YEHUsI MaTepUalIOB

3ATAHUA

1. TIpoanamusupoBarb TpymoBoi komekc P®, IlpaBwiia BeneHUs W XpaHEHUS TPYIOBBIX
KHWKEK, MHCTPYKLHIO [0 3alOJIHEHUIO TPYJIOBOM KHUXKKU. BBIACHUTH TMpaBuiia
3aBe/IeHUs U TOPSAAO0K BEJICHUS TPYAOBBIX KHIKEK.

2. YTOYHHTH, KAKHE CBEJICHHUS O pabOTe U B KAKOM TMOPSIKE BHOCSATCS B TPYAOBYIO KHIDKKY
paboTHHKA

3. Tlpoananu3upoBaTh MPEIOKCHHBIE KOMUU TPYAOBBIX KHUXKEK, OOBSCHUTH OIIMOKH B
o OpMIIEHUH U BEICHUU.

4. W3yuuthb HOpMBI pErHCTPAIK TPYIOBBIX KHUKCK M OJTaHKA TPYIOBOM KHIIKKH.

YKA3AHUS 10 BBIITOJIHEHUIO 3AJTAHUI

1. Usyunts Tpynosoii xonekc P®, IlpaBuna BeneHus U XpaHEHUsS] TPYAOBBIX KHUXKEK,
MHCTPYKLHUIO IO 3all0JHEHUIO TPYIOBBIX KHUXKEK .

YCcTaHOBHTE:

-3aKOHOJATEJIbHBIE 1 HOPMAaTUBHBIE IIOJIOKEHUS O CTAaTyce TPYAOBOM KHMIKKE, IMOPSAKE €€

oQopMIIEHUS U BEICHUS;

- HOpMaTHUBHbIE TPEOOBaHUS O AyOJIUKATE TPYAOBOU KHUKKHY;
- HOpMaTUBHbIE TPEOOBAaHNUS O BKJIAJBIIIE K TPYAOBON KHUXKKE.

2. Vcnonb3ys mnpeanoXeHHble MaTepuanbl JAEJIOBOM HUIPhl U MaTepualibl 3aHATHH O
JIOKYMEHTHPOBAHUM NIpUEMA, IIEPEBOA, YBOJIBHEHHS ONPENEINTD 3allMCH, BHOCHUMBIE B B
TPYZOBBIE KHUKKH.

3. WByunth mpensyioKeHHbIE KOTMU TPYIAOBBIX KHIKEK, BBISIBUTH OMIHOKHA B OQPOPMIICHUH H
UCTIPABJICHUAX HA TUTYJIBHOM JIUCTE, B pazaene «CBeleHus 0 paboTe».

KOHTPOJIBHBIE BOITPOCHI

1. B kako#t cpok noykHa OBITH 3aBe/leHa TPYy/AOBas KHMXKKA MpPU MOCTYIUIEHUM PaOOTHHKA Ha
paboty BrepBbie?

2. B xakux ciaydasx KaJpoBas cily’k0a HMeeT MpaBo BbIIATh TyOIHKAT TPYIOBON KHIDKKHA?

3.B kaxoii cpok nocie yBoJibHEHUS! paOOTHUKY BBIIAETCS TPYAOBas KHMKKA?

4. Kak opopmiisieTcst Bbl1ada BKJIAAbIIIA K TPYIOBON KHIDKKE?

5. Kakoe cTpyKTypHOE MOIpa3feieHUe OpraHU3alMd XPAHUT OJIAHKU TPYIOBBIX KHUKEK H
BKJIAJBIIIEHN K HUM?

6.Kak ucnipaBuTh o1mOKu, 0OHapy>KEHHbIE Ha TUTYJIHHOM JIUCTE TPYAOBON KHUXKKHU?

7.Kak ucnpaBuTh oMok, 0OHapyKeHHBIE B 3alI0JHEHUH pa3zena «CBeaeHus o padboren?

Tema 9. CACTEMATHU3AIIUA JOKYMEHTOB KAJIPOBOU CJYKEBI.
Popma 3aHATUSA — TUCKYCCHS IO pe3yIpTaTaM U3yYEHUsI MaTEpHAJIOB

3AJIAHUS
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=

[Tpoananu3upyiite HOMEHKIATYPY A€l KaapoBoi ciayx0b1 3AO “Beimnen”.

YcTaHOBUTH coiepyKaHUe HOMEHKIIATYPBI JeT KaJIPOBOM CITYKObI

3. Tlpoanamu3upoBaTh TPeOOBAHMS 3aKOHOIATEIHHBIX U HOPMATUBHBIX JIOKYMEHTOB K COCTaBY
JIOKYMEHTOB JIMYHOTO JIea.

4. CpenaTh BBIBOJ, O COCTaBe JOKYMEHTOB JIMYHOTO JeJIa, OCOOCHHOCTSIX €ro BEACHUS U

XpaHCHHUS.

no

YKA3AHN 10 BBITIOJIHEHUIO 3AJIAHUN

1. C yuerom TpeOoBaHMI HOPMATHUBHBIX JOKYMEHTOB IIPOAHAIM3UPYHTE HOMEHKIIATYPY €1
3A0 “Beimmen”, omnpeaenss ee BUJA, KIACCU()UKALMOHHYIO CXEMYy, OCOOEHHOCTH
(GopMyIMpOBaHUS 3ar0JIOBKOB, UCTOYHUKHU U NPABWIBHOCTh YCTAHOBJIEHUS! CPOKOB XpaHEHMS.
Onpenenure nepexonsiue J1eja, BKIIOUEHHBIE B 3Ty HOMEHKIATYPY.

2. Ha ocHoBe Tpe6oBaHuii OCHOBHBIX NpaBHJl PabOThl apXMBOB OpPraHU3alMii U THIIOBOTO
IIEpPEYHsl YINPABICHUECKUX JOKYMEHTOB CO CpOKaMU XpAaHEHUS  YCTaHOBUThH COJEp)KaHUE
HOMEHKJIATyphl JIe]1 KaJAPOBOH CITykOBbI.

3. Wsyunts Yka3 IIpesunenta PO Vka3 [Ipesunenra Poccwuiickoit @enepamun ot 30 mas
2005 r. Ne 609 «O mnepcoHalnbHBIX JAHHBIX TOCYAAPCTBEHHOIO TI'Pa’KJAHCKOIO CIIyXallero
Poccuiickoit ®enepanun U BeAEHUM €ro JU4YHOro jaena» M3yuuts p.8 TumoBoro nepeyHs
yIpaBIEHYECKUX JOKYMEHTOB M ONPEAEIUTh COCTaB JJOKYMEHTOB JIMYHOTIO Jiea paOOTHHUKA.

4. Vcnonb3yss NOKYMEHTbI, M3Y4YEHHbIE Ha MPEbIIYIIUX 3aHITHUAX, ONPEIEIUTHb COCTaB
JMYHOTO JIeJIa, yCTAaHOBUTh OCOOEHHOCTH €ro O(hOpMIIEHUS U XPaHEHHUS.

KOHTPOJIBHBIE BOITPOCHI

1. KakoBo Ha3HaueHHE HOMEHKJIATYpBhI JIeJl B KaJpoBOH ciryxoe?

2. KakoBbl TpeOoBaHUsI K (POPMYJIMPOBKE 3arojOBKOB JOKYMEHTOB IO JIMYHOMY COCTaBy B
HOMEHKJIaType zen?

3. Ilepeuncnure cocraB JOKYMEHTOB JIMYHOTO Jiena paOOTHHKA; TOCYAapCTBEHHOTO
CITy Kallero.

4. Kak onpenensroTcsi CpOKH XpaHEHUsI KaJIpOBbIX TOKYMEHTOB?

5. Kakas cny>6a B opraHu3aluy J0JDKHA pa3padoTaTb HOMEHKIIATYPY J1eN KaJpOBOH CITyKObI?

6. Kakuie ocoOeHHOCTH XapaKTepHbI A1 HOMEHKJIATYpPhl JeJ1 KaIpOBOH CITyKObI?

9.2. Meroanuyeckue peKOMEH/IalUM 10 NMOAT0TOBKE MUCbMEHHBIX padoT

9.3. UnbIe MaTEepHAJIbI
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ITpunoxenue 1. AHHOTaIIUS
paboueli IporpaMMbl TACIUTLTAHBI

AHHOTAIIUSI PABOYEN ITPOT'PAMMBI T CIHUILIAHBI

Jucnnnimmna «AnmuHuctpupoBanue HR-mpomeccos» BXOIWT B BapUaTUBHYIO 4YacTb
[UKJIa AUCUUIUTHH 110 HanpasieHuto 38.03.03 Ynpasnenue nepconanomM(npopuis «YpaBieHue
HIepCOHAJIOM OpraHu3aImm»). JJuciuminaa peanusyercs Ha GaKyaIbTeTe YIpaBICHUS.

Ilpeomemom Oucyunaumsl SBISETCS KaJpoBas JIOKyMEHTalMs, co3JaBaeMas B
JESTEIbHOCTH KaJpOBBIX CIYKO0 M odopMIsionias TPYyJIOBble OTHOIIEHHUS C pabOTHUKaMH,
0COOEHHOCTH el IOJrOTOBKU M pabOThI ¢ HEM.

Llenv oceoenus yuebHoU Oucyuniunbl: N3y4eHHEe OCHOBHBIX MPAaBHJI JOKYMEHTHPOBAHUS
TPYAOBBIX OTHOIeHUH B PD 1 opranusanuu paboThl ¢ JOKYMEHTAaMH 110 INYHOMY COCTaBY.

3aoauu kypca:

J O3HAaKOMHUTH CTYJIEHTOB C OCHOBHBIMHU IPAaBOBBIMHM aKTaMH B c(epe KaapoBOro
JIEJIONIPOU3BO/ICTBA,

o CdopmupoBaTh KOMIUIEKCHOE MTPEJICTABICHHE O COCTOSSHUM COBPEMEHHOM CUCTEMBbI
JIOKYMEHTallMU 110 JUYHOMY COCTaBY;

J JlaTb XapakTepUCTUKY 00s13aTENIbHBIM, YCIOBHO-0043aTEIbHBIM U PEKOMEH Y EMbIM
JIOKYMEHTaM KaJIpOBO CITykObI;

. Omnucare 0COOEHHOCTH COCTaBICHHS M O(GOPMIICHUS JIOKAIBHBIX HOPMATHUBHBIX
aKTOB, PETVIAMEHTUPYIOLINX JEATEIIbHOCTH KaJPOBBIX CIYkKO0;

. BbIIBUTH OCHOBHBIE IOKYyMEHTHPYEMBbIE 33a/1a4l KaJpOBOM CITy>KOBbI;

. YCTaHOBUTH COCTaB JTOKYMEHTOB II0 OCHOBHBIM JOKYMEHTHUPYEMBIM KaJpOBBIM
npoueaypam;

J [TomaroBo onucate NOPSAIOK TOKYMEHTHUPOBAHUS 3TUX MPOLIETYP;

. CdopmupoBaTh HaBBIKM COCTaBJIEHUS U OQOPMIIEHUSI JOKYMEHTOB MO JIMYHOMY

COCTaBy;
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. OOy4uTh OCHOBHBIM TEXHOJOTMYECKHUM IpUEMaM JeJIONPOU3BOACTBEHHBIX
OIEepaLNil;
o O3HaKOMHUTH C HOpMaMH M MpPaBUIAMH CUCTEMATU3ALMU U XPAHEHUS JTOKyMEHTOB

10 JINYHOMY COCTaBY.

JuctumnimHa HanpasieHa Ha (GOpMUPOBaHKE TPO(HECCUOHATBLHBIX KOMIICTCHIIN:

OIIK-4-CniocoOHOCTh MPUMEHSTh COBPEMEHHBIE TEXHOJIOTMH U METOJbI OMEePaTUBHOTO
YIIPABJICHUS NIEPCOHAIIOM, BECTH JIOKYMEHTALIMOHHOE COIMPOBOKICHHUE U YUET

Hnouxamop -

OIIK-4 .2- CnocoOHOCTh BECTH JOKYMEHTAIIMOHHOE COINPOBOXACHUE YIPaBIICHUS
IIEPCOHAJIOM U y4YeT IIEPCOHAIA.

B pezynomame uzyuenus OUCYUnIUHbL CMyOeHm O0IHCeH

3HaTh:
- HOPMAaTHUBHO-IIPABOBYIO 0a3y KaJpoBOTI0 JIeJIONpon3BoAcTBa B Poccuiickoit deneparium;
- TOpPSJOK TNPUMEHEHHsT HOPM TPYAOBOTO TIpaBa; - COCTaB W TMOPSIOK COCTaBICHHUS U

MPUMEHEHHUS KaJIpOBOH TOKYMEHTAIIUU B yIPABICHUYECKOH J1€ATEeIbHOCTH;
-rpaBuiIa paboThI C KaAPOBOM TOKyMEHTAIMEH, OPraHU3alliy €€ TIOTYUYCHHSI U ITepeIadH.

YMers:

- paboraTh C TPaBOBBIMH aKTaMH, PETIAMEHTHUPYIOIIMMU BOMPOCHl JTOKYMEHTUPOBAHHUS
TPYIOBBIX OTHOIICHHUHN B paOOTHI C KaPOBBIMU JTOKYMEHTAMU;

- OmpenensaTh MO HOpMATHBHOW 0a3e cocTaB 00s3aTENbHBIX M YCIOBHO-0053aTENbHBIX
JIOKYMEHTOB,

-IOATOTABIUBATh U OQOPMIISITH KQJAPOBYIO TIOKYMEHTAIIUS B COOTBETCTBUHU C TIPABOBBIMH aKTaMH
PD;

- COCTaBJSITh  OpTraHU3AlMOHHBIE, HWH(OPMALMOHHO-CIIPABOYHBIC,  PACIOPSIUTEIbHBIC
JIOKYMEHTBI KaJIpOBOU CITYKOBI;

-OPraHU30BbIBATh B3aUMOJCICTBUE CTPYKTYPHBIX MOJPA3JACICHU M JIOHKHOCTHBIX JIUI
OpraHu3aIy npu padboTe ¢ KaapoBOil TOKYMEHTAIIUEH;

- TOTOBUTH JIOKYMEHTBI, PEryIUPYIOIIIe TPYIOBbIE OTHOIICHUS C paOOTHUKAMH.

Biagers:

- HaBbIKaMU aHaJiM3a [PaBbIX AaKTOB, BBISBICHUS HEOOXOAUMOM perjiiaMeHTHPYIoLIeH
uHpOpMALlUM O JOKYMEHTUPOBAHMM TPYJOBBIX OTHOLIEHMH U paboTe C KaapoBOH
JIOKyMEHTaIUEH;

- HaBBIKAMM COCTABJICHUS, COIVIACOBAHMs, YTBEP)KICHHUs, IOANHUCAHHUS O3HAKOMIICHHS C
JIOKYMEHTaMH 110 JINYHOMY COCTaBY;

- HaBBIKAMU COCTABJICHUS PA3JIMYHBIX BUIOB KaJIPOBbIX JOKYMEHTOB;

-HaBBIKAMHU BHEJIPEHUS JOKYMEHTAIMH 110 JINYHOMY COCTaBY M JIOKAJIbHBIX HOPMaTUBHBIX AKTOB.

OOmast TPyJOEMKOCTh OCBOEHHUS UCIMIUIMHBI COCTABJSIET 4 3a4yeTHBIC EIUHUILBI.
DopMOI UTOIOBOTO KOHTPOJISA SBIISIETCSA dK3aMEH.



26



