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1. MosicuuTeNLHAA 3alIHCKA
1.1. Heanb u 320294 AUCHUILIHHBI

Ilens nmucHMIUIMHBI cooTHeceHa ¢ pe3ynbratoM ocBoeHuss OII BO  (dbopmupyembimu
KOMITETCHIIUSIMU ).
Leab AMCHMILVIMHBI - TOATOTOBUTH BBIITYCKHHUKA, BIQ/ICIOIIETO HABBIKAMH BEJCHHS KaJpPOBOIO
JIEJIONPOU3BOICTBA.
3agauu AUCHMILIMHBI:
o ChopmupoBaTh y CTyA€HTa KOMIIETEHIIMH, TIIO3BOJISIOLINE €My BBINIOJIHATH BECh
KOMIUIEKC paboT MO KaJIpOBOMY JIEJIOIPOU3BO/ICTBY;
o ChopmupoBaTh y HEro KOMILJIEKCHOE MPEJCTABICHHUE O CHUCTEME JOKYMEHTAI[MH IO
JUYHOMY COCTaBY;
. Jlate npeacTaBieHne 00 ypOBHE periiaMeHTalluy KaJApOBOTo JIEIONpPOU3BOACTBA B PD;
o HayuuTs cTyneHTa cocTaBIATh U 0OQPOPMIISTH OpraHU3aIMOHHEIE KaJIPOBBIC JOKYMEHTHI;
. Hayuuth cTynenTa 10KyMEHTHUPOBATh OCHOBHBIE KaJIPOBBIE MPOIEAYPHl B COOTBETCTBUU
¢ TpeOOBaHUAMHU 3aKOHOAATEIHCTBA;
o HayuuTs cTyzeHTa opraHu3oBbIBaTh pabOTy KaapoOBOMl CIY»KObI, COCTABISThH JTOKAIbHBIE
HOPMAaTHUBHBIC aKThl, PETIIAMEHTUPYIOIIUE €€ ACSITEIIbHOCTD.
. OOyunTh OCHOBHBIM TEXHOJOTMYECKHM IpHEMaM JeJIONPOU3BOICTBEHHBIX OIEpalnid,
OpraHu3aliy XpaHEHHUs KaIpOBOM TOKYMEHTAIIUH.

1.2. MepeyeHb NMIAHHPYEMBIX Pe3yJbTATOB OOY4YeHHS MO JUCIUIJIUHE, COOTHECEHHBIX €
HHIMKATOPAMH JI0CTHKEHHUs KOMIIeTeHIU i

Komnerenuus
(Ko 1 HAUMEHOBAHUE)

HNuauxkaropsl
KOMIIeTeH N i
(Koa ¥ HAMMEHOBAaHUE)

Pe3yabTaThl 00yyeHus

OIIK-2
HaXOAUTh
OpraHu3alMOHHO-
YIPaBIE€HYECKHE PELICHUS

CnocobeH

OIIK-2.2. OpraHu3oBbIBacT
paboty Tmojapa3aeieHuil B
cdepe TOKyMEHTAIIMOHHOTO
oOecrnieueHns ynpaBlieHUs U

3HaTh: MOPSAIOK PabOTHI CIYKO

JIOKYMEHTallHOHHOIO obecrieyeHus
YIPAaBIEHUS U ApXUBOB
YMers: perilaMeHTUpPOBATh

OpU pelieHHH 3aJad B | apXUBHOTO Jena paboty ciyxk0 JOKYMEHTAI[MOHHOTO

chepe cBOEH oOecrieueHysl ynpaBieHUsI U apX1BOB

npodeccuoHanbHOM Bnaners: HaBBIKaMHU

JIEATEIbHOCTH OpraHu3auy paboThl TOpPa3ICICHHMA
B chepe JOKYMEHTallMOHHOTO
oOecrieueHns yIIpaBIeHUS U apXUBHOTO
JieJia B COOTBETCTBUH C HOPMAaTHBHBIMU
TpeOOBaHUSIMHU

VK-11. Cnocoben | YK-11.3. Oonamaer 3HaTh: 3aKoOHOJATeJIbHBIE |

dbopMUPOBaTh HETEPIUMOE | HaBBIKAMU paboTHI C | APyTUMU HOPMATHBHBIMHU IPABOBBIMU

OTHOIIICHUE K | 3aKOHOJIaTeIIbHBIMHU U | aKTaMHu B chepe CITyKeOHO

KOPPYTIIIHOHHOMY JIPYTHMH  HOPMATUBHBIMH | JIEATEITBHOCTH

MTOBEICHUIO MIPaBOBBIMU aKTaMU YMeTh: paboTath c

HOPMaTUBHO-TIPaBOBOW 0a30ii B cdepe
CITy>K€OHOH J1esATeIbHOCTH

Bnaners: HaBBIKaMH
MIPUMEHEHUS AHTUKOPPYILUOHHBIX
HOPM B poQeCCHOHATBHON

JIESATEIbHOCTH U IOBCEAHEBHOMN JKU3HU




1.3. MecTO TUCHMILIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOI MPOrpaMMbl

JucrunmHa «KaapoBoe Jelmonpou3BOJACTBO» OTHOCUTCS K 00s3aTeIbHOM dYacTH — OJioka
JTUCIUIUIMH Y4eOHOTO TUTaHa.

JIst OCBOGHHMS JAMCIUIUIMHBI HEOOXOIUMBI 3HAHUS, YMEHHUS WM BIaJICHUs,, COOPMHUPOBAHHBIE B
X0Jle M3YYCHHS  CIEAYIOUUMX JUCHUIUIMH M TPOXOXKAeHHs  npakTuk: «TpymoBoe mpaBoy,
«JlokymeHTOoBemeHue», «OpraHuzamuss ©  TEXHOJOTHUSA  JIOKYMEHTAallMOHHOTO  OOECIeYCeHHS
YIPaBJICHUS.

B pesynbrare OCBOCHHS AUCHUIUIMHBI (DOPMUPYIOTCS 3HAHMS, YMEHUS W BJIQJICHUS,
HEOOXOMUMBIC JUIS W3YYCHHS CICAYIONUX TUCIHUIUIMH (MOIYJCH) U TPOXOXKACHHUS MPAKTUK:
«PermaMeHTanus AeSITEIIBHOCTH KaJAPOBO# Ciy)O0bD», «L{udpoBast Tpanchopmaiius cucTemMbl KaapoBOit
JOKYMEHTaIuu», «3amura u 00paboTka MEepCOHANBHBIX JAaHHBIX», «3ammTa KOH(QUIACHIIMATHLHOU
nH(popManuu B KaApoBO# ciryx0e», « MHbopMaimoHHbBIE CHCTEMBI B KaJIpOBOM CITyK0e».

2. CTpyKTYpa IMCHUILTHHBI
Oo6mas Tpya0EMKOCTh TUCIUTUINHBI COCTaBiseT 4 3.¢., 144 akajgeMruecKux Jaca.

CTpyKTypa AMCUMILIMHBI 1JIs1 04HOH GopMbl 00yUeHus:

O0pvem pucuumIMHBL B (hopMe KOHTAKTHOM paboThl OOyyaromuxcs € MeJaroruuecKuMu
paboTHUKaMu W (WJIM) JHMIAMH, TPUBJICKAEMBIMH K pealu3alii 00pa30BaTEeNbHOW MPOTrpaMMBbl Ha
UHBIX YCIIOBUSIX, P ITPOBEACHUH YUEOHBIX 3aHATHI:

Cemectp | Tum yuyeOHBIX 3aHITUH KomuuectBo
4acoB
3 Jlexum 32
3 JlabopaTopHbIie paboThI 48
Bcero: 80

O06beM TuCHUIUIMHBI (MOIyYJIsl) B pOpME CaMOCTOSTENIbHON pabOThl 00YYarOIIMXCSl COCTABISET
46 akaJIeMHUUYECKHUX YaCOB.

3. CoeprxaHue AUCHUILIMHBI

Ne | HammeHnoBanme pasgena | Conepxanue

AUCHUTINHBI

BBenenue IIpenmer, 3a7auy, cofiep>KaHue Kypca.
1 XapakTepUCTUKA  COBPEMEHHOMU CUCTEMBI  KaJpOBOU

JNOKYMEHTaluu. B3auMocBsI3p  MpOLIECCOB  yIpaBlIEHUS
MIEPCOHAJIOM € COCTaBOM M TOPSAKOM (HhOpMUPOBaHUS
CUCTEMBbl JIOKyMEHTAllUW IO JMYHOMY cocTaBy. Mecrto

Kypca cpenu IPYTUX Hay4HbIX JUCIAIIINH:
«JlokymMeHToBenenue», «OpraHuzamusi U TEXHOJIOTHUS
JIOKYMEHTAlMOHHOTO oOecrieueHns yIpaBJICHUS»,

«YnpaBieHHe IepcoHaoM», «TpynoBoe mpaBo» U Ap.
Hcrounukn u3ydeHMs Kypca. 3akOHOJATENbHbIE U
HOPMATUBHO-IIPABOBBIC aKTbl, HOPMAaTUBHO-MCTOJUYCCKHC
JTOKyMeHTbI. OTeuecTBeHHas ucTopuorpagus.

PernamenTanus 3aKoHOJAaTeNbHbIE U HOPMATUBHO-TIPABOBBIE aKThI.
2 JOKYMEHTUPOBAHUS KaJpOBOMN Tpynosoii koxexkc Poccuitickonn denepanuu  Kak
JeSITEIbHOCTH M pabOThl € | OCHOBOM IMPaBOBOM aKT, ONPEAEISIONUN COCTaB U MOPSIO0K




KaJApOBbIMHU JOKYMCHTAMHU.

oopMIICHHS HOKYMEHTOB IO YCTAHOBJIGHHUIO TPYJIOBBIX
OTHOIIEHWA W  TPYJAOBOM  JEATEILHOCTH  pPabOTHHKA.
3akoHo/areNnbHble aKkThl Poccun 0O JIOKYMEHTHPOBAHUU
OTJIENbHBIX CTOPOH TPYJIOBOW JEATEIBHOCTH  Pa3IMYHBIX
Kareropuii pabOTHUKOB. 3aKOHOIATENIbHBIE AKTHI CyOBEKTOB
Poccuiickoi ®denepanuu, VYKka3el [Ipe3unenta,
[TocTanoBneHust U pacHOpsDKEHUs  IMPABUTEIHCTBA
Poccuiickoit @enepanuu.
HopmaTtuBHO-MeTOIMYECKHE TOKYMEHTHI .

KBanudukarmoHHbIi CIIPABOYHHK u
npodeccuoHallbHBIE  CTaHJAPTHI, Kak  OCHOBHBIE
HOpPMAaTHUBHbIE JIOKYMEHTHI, perJaMeHTHpYoIINe

TpeboBaHUS K KBanM(UKALWK, 3HAHUAM M YMEHHUSAM
pabotHukoB. O0mepoccuiickue KiacCuPUKaTOPbl TEXHUKO-
SKOHOMUYECKOH u COLIMAJIBHOU uHpopManuy,
YCTaHABIMBAIOIIME COCTaB M  MOPAJOK  3alOJHEHUS
KaJpOBBIX TOKYMEHTOB.

TunoBble EpeyHN U CPOKU XpaHEHUsS JOKYMEHTAIUU
0 JIMYHOMY COCTaBy. PerymupoBaHue oOpraHU3aluu
ApPXUBHOTO XpaHEHHs JOKYMEHTAIIUHU T10 JINYHOMY COCTaBy B
HOPMAaTHUBHO-METOAUYECKUX JOKyMeHTax Pd.

Pa3pabotku ['ockomctata PO no ynudukauuu Gopm
MEPBUYHOMN YUYETHOU JIOKYMEHTALIUH.

Opranuzanus paboThI
KaJIpOBOM CITyKObI

CTpyKTypsl ~ KaIpoBbIX  CIyx0. UucieHHelii u
JOJDKHOCTHOW cocTaB cinykObl. HopmaTuBel BpeMeHH Ha
paboThI MO yYETy KaapOB.

3amaun ¥ QYHKIUU KaJpoBOW cIykObl. [lomoxkenue
00 oTxmene KaapoB (ympaBieHUH, JemapTaMeHTe U Jp.), Kak
OCHOBHOM HOPMATUBHBIA JOKYMEHT II0 OIPEICICHUIO
CTPYKTYpbI,  YHCIEHHOCTH,  BHJOB  pabOT  3TOro
noapazaenenus. [lopsamok pazpaboTku, cocTaB nHGpOpMaIIUu
U CTPYKTypa TEKCTa IIOJIOKEHHs. 3aKpelUIeHHUE TIpas.,
OTBETCTBEHHOCTH, B3aIMOCBSA3€H OT/I€1a KaJpOB.

JIOMKHOCTHBIE MHCTPYKLIMH, KaK OCHOBHOM ITPaBOBOM
aKT, OIpPEACNISIONINN IPABOBOE IMOJOKEHUE PaOOTHUKOB
KaJpOBOH CIIy>)kOBbl M OpraHu3anuio ux Tpyaa. Haznauenue
JOJKHOCTHBIX MHCTPYKIIUH.

WNHcTpykuysa 1o KagpoBoMYy JAEIONPOM3BOACTBY, Kak
OCHOBHOM  MHCTPYMEHT TNOBBbIIIEHUS 3()PEeKTUBHOCTU
paboThl KaApOBBIX MoOjpa3feieHuit B cdepe KaIpoBOro
JIeJIONPOU3BOICTBA.

Pernamenranust paboTbl ¢ MEPCOHAIOM B JIOKAJIBHBIX
HOPMAaTUBHBIX aKTaX W OPraHU3alMOHHBIX JOKyMEHTax
(ycraB opraHuzanuy, MpaBHUia BHYTPEHHETO TPYAOBOTO
pacrnopsiika, TIOJIO)KEHHE O TEepPCOHANBHBIX JaHHBIX,
KOJUIEKTUBHBIN JIOTOBOP U 1Ip.).

Cocras KaJIpOBOM
JOKYMEHTAIUH.
JIOKyMEHTUPOBaHNE

TPYIOBBIX OTHOIIEHUH.

XapakTepuCTUKa CUCTEMBl KaJApOBOM TOKYMEHTALIUH,
€€ COOTBETCTBHE OCHOBHBIM 33jJayaM IO MOA00pPY, y4eTy U
pacctaHoBKe  KaapoB.  OOs3aTenbHas W YCIIOBHO-
oOs3aTenpHas KaJpoBasi JOKYMEHTAIHsl.

OpraHu3alvoHHbIE JIOKYMEHTBI — IITaTHOE




pacmucaHue, CTPYKTypa W IITaTHAas YUCIEHHOCTh, Tpaduk
OTITyCKOB.

PacniopsigurenbHbie JOKYMEHTBl ~ —  TPHUKa3bl
(pacriopspkeHus) o JTMYHOMY cocTtaBy. O0mme TpeboBaHuUs
K O(OPMIICHHIO U CPOKaM MOJTOTOBKH.

HNudopmannonHo-cripaBoyHbIe JTIOKYMEHTBI —
3asIBJICHUS, IPEJICTaBICHNUS, YBEJIOMJICHHS, aKThI,
JOKJIaJTHbIE U OOBSICHUTEIbHBIE 3aITUCKH.

VY4yerHbie POpPMBI U X HA3HAYCHHE.

[Tpuem PabOTHHUKOB Ha pabory. CocraB
MEePCOHANBHBIX JOKYMEHTOB paOOTHUKA, MPEICTABIISIEMBIX
paboTonaTento AJig YCTaHOBJIEHUSI TPYIOBBIX OTHOLICHHA.
TpynoBoil ~ 10roBop - 3aKOHOAATEIBHOE 3aKPEIUICHUE
TpeOOBaHUIl K CTPYKType TEKCTa, MOPSAJIKY COCTABICHUS U
opopmnenus.  IlogroroBka u odopmieHHE NPUKA30B
(pacriopsbkeHuil) o TpuemMe Ha  padory. AHKETHI,
aBroonorpaduu, pe3romMe U JIp. JOKYMEHTHI, 3alOJIHICMbIC
IpHU MpHeMe Ha padoTy.

Bhecenue cBeneHU B TPYNOBYIO KHMKKY M JIMYHYIO
KapTOUYKy paOOTHHUKA.

JIokyMeHTUpOBaHHE  JBWKEHHUS  KaapoB.  Buusl
nepeBogoB. CocTaB W TOPSIOK H3AaHUA JIOKYMEHTOB,
opopmisrommx  mpouenypy — nepeBoxa.  ConepikaHmue,
MOPAOK  TOJATOTOBKM W OQOpPMIIEHHS  IPHUKA30B
(pactiopsikeHu#) O TEpeBOJE COTPYAHUKOB. JlOKyMEHTHI-
OCHOBaHUS K MIPUKA3aM O MEPEeBO/IE.

Bunsr ormyckoB. Tlopsimok odopmiteHus: €XeroaHoro
OUYEPEeTHOTO OIUIAYMBAEMOro OTHycka. ['paduk OTmyCKOB,
COCTaB, COJEpKaHUE, MOPSAOK MOATOTOBKUA M O()OPMIICHUS
MPUKa30B (pacmopsDKeHU) O  MPEIOCTaBIEHUU OTIYyCKa.
[lopsnox mnepeHoca otmycka. J{OKyMEHTBHI-OCHOBaHUS K
MpHuKazaM 00 OTIyCKax.

[lopsanox odopmiieHuss KOMaHAMPOBOK — COCTaB
JIOKYMEHTOB, O(GOPMIISIONIMX KOMAaHIMPOBAaHHE PaOOTHHUKA,
colepkaHue U  TMOPSAOK MOATOTOBKM  MpUKaza O
KOMaHIMPOBKE.

Buast MOOLLPEHUH. Conepxanue, MOPSAIOK
MOATOTOBKU M O(OpPMIICHHUSI TPHKA30B (paCMOpPsHKEHHI) O
noouipeHud  paboTHHKAa.  JIOKyMEHTHI-OCHOBaHHS K
MIPUKa3aM O MOOIPEHHH.

Buasl nucuunnuHapHbIX B3bickaHud. Conep:kaHue,
MOPSIZIOK ~ TOATOTOBKM W OQOPMIICHUS  MPUKA30B
(pacniopsikeHHi) O B3bICKaHUU. JIOKYMEHTBI-OCHOBAHUS K
MpUKa3aM O HAJIOKEHUU JUCHUUIIIMHAPHOTO B3BICKAHMSL.
AKTBI 00 OTKa3bl /JaBaThb OOBSCHEHUS M 3HAKOMHUTHCS C
MIPUKA30M.

[Topsimox mpoBeneHUs  aTTecTallid PabOTHUKOB B
opranuzanuu. CocTaB  JTOKyMEHTOB,  OGOPMIISIOLINX
npouenypy. CopepxaHue, TOpPAAOK IOATOTOBKHM U
odopMIIeHUs TPUKA30B (pacropsHKeHU) 00 aTTecTaluu.

[Topsimox  yBonbHEeHHsT pabOTHUKOB. (OCHOBaHUS
YBOJIbHEHUS pabOTHHKOB. CocraB JIOKYMEHTOB,




opopmisiromux  npouenypy. ConepkaHue,  MOPSIOK
MOATOTOBKA U O(OPMIICHHS TPUKA30B (PacHopspKEeHU) 00
YBOJBHEHUHU. JIOKyMEHTHI-OCHOBaHUSI K TIpuUKazaM 00

YBOJIbHCHUH.
Yd4er TMYHOTO COCTaBa. Bunbl y4eTHBIX JOKyMEHTOB. JluuHas KapTodka
5 paborauka (dopma T-2): coctaB uHpOpMaLUH, MOPSIOK

3aIlOJJHCHUA U BCACHU .
HOpMaTI/IBHaﬂ H IIpaBOBasd periiaMCHTaAUUA IIOpsAAKa
BCACHUSA JIMYHBIX ACII. O(l)OpMJICHI/IC n BCACHUC JIMYHBIX ACI

PabOTHUKOB. Cocras U MOCJIEZI0BATEIHHOCTh
PacIoJIOKEHUSI JOKYMEHTOB B JIMUHOM JIelIe.
TpynoBas KHuXKa pabOTHUKA Kak OCHOBHOW

JOKYMEHT O TPYAOBOHM IESITEIBHOCTH U TPYIOBOM CTaXKe
pabotHuka. OdopmileHHEe U BEACHUE TPYIOBBIX KHHUKEK U
BKiIagplel Kk HUM. Ilopsiok Belaaun ayOiukara TpyJaoBOH
KHWKKH. YUer U XPAaHEHHE TPYNOBBIX KHUXKEK B
opranusanuu. OTBETCTBEHHOCTh pabOTOAATENs 32 XpaHEHUE
U 3aII0JIHEHUE TPYIOBBIX KHUXKEK.

Opranuzanus  pabotel € Peructpanuss ~ JOKYMEHTOB MO JHMYHOMY COCTaBy.
6 KaJIpOBBIMU JIOKYMEHTaMH [IpaBuia peructpau ¥ HMHAECKCUPOBAHUS  KaIpOBBIX
JTOKyMEHTOB. Perucrpannonnsie (GopMbl (TpaguOHHBIE H
aBTOMaTU3MpoBaHHble). CocTaB PEKBU3UTOB (TMOJEH) i
perucTpalyy pas3auyHbIX BUJOB JOKYMEHTOB M MOPSIOK UX
3aII0JIHEHUS.

Cucrematuzauuss U OlEpaTUBHOE  XpaHEHUE
JOKYMEHTOB [0  JIMYHOMY  cocTaBy. OcoOeHHOCTH
¢dbopmMHupoBaHUS B JAela JOKYMEHTOB IO JITYHOMY COCTaBy.
IIpaBuia cucremaT3anuy paclopsAUTENbHBIX TOKYMEHTOB,
YY4ETHBIX (QOpM, TpYIOBbIX KHMIKEK. Cucremarusanus u
XpaHEHUE TOKyMEHTOB-OCHOBAHUM K ITPUKA3aM.

Homenknatrypa nen kaapoBoit cmyxObl. [lopsimok
MOJIrOTOBKM, cocTaBieHuss u odopmieHus. [IpumepHas
HOMEHKJIAaTypa JeJl KaJIpoBo# ciry>kO0sbl. [lepexonsiue nena.

Cpoku xpaHeHUs KaJIpoBbIX T0KyMeHTOB. [loaroroeka
JIOKYMEHTOB K C/1ay€ B apXHB.

OKcnepTu3a  LEHHOCTH  JOKYMEHTOB  KaJIpOBOH
CI1y OB, ee HOPMAaTHUBHO-METOAMYECKas OCHOBA,
OpraHM3alys U MOPIOK MPOBEACHHUS.

CocTaB JOKYMEHTOB KaJIpOBOM CITy>KOBI, MOAJIEKAIINX
nepenadye B apxuB. [IpaBuia NOATOTOBKH JOKYMEHTOB IIO
JUYHOMY COCTaBy K IepeAaye B apXUB OpraHMU3aIUH.
CocraBieHne u o¢OpMIIEHHE OIUCH JOKYMEHTOB II0
JUYHOMY cocTaBy. Ilopanok yHUYTOXKEHMSI JOKYMEHTOB C
UCTEKIIMMH CPOKAMH XPaHEHHUS.

4. Odpa3oBaTe/IbHbIE TEXHOJIOTHH

B pa3zznene ykazansl 06pa3oBaTebHbIe TEXHOJIOTUH, UCIIOIb3yEMbIE ITPH peaTu3alliy pa3IndHbIX
BUJIOB yueOHBIX 3aHATUH uisi HauOosiee 3()PEeKTUBHOTO OCBOEHHUS AUCUMILIMHBL [Ipu mpoBegeHun
yueOHBIX 3aHATUH oOecreynBaeTcsi pPa3BUTHE y OOYYaroIIMXCS HABBIKOB KOMAaHIHOM pPabOTHI,
MEXJIMYHOCTHOM KOMMYHHUKAllMU, TPHUHATHS pEIIeHUH, JUIAEPCKUX KadecTB (BKJIOYas Mpu
HEOO0XO/IMMOCTH TPOBEJCHUE MHTEPAKTUBHBIX JIEKIMH, TPYNIOBBIX JUCKYCCHUH, pPOJIEBBIX WD,



TPEHUHIOB, aHAJIN3 CUTyalluii ¥ MMUTAIMOHHBIX MOJEJ]el, mpernojaBaHue TUCIUILUIMH (MOZIyJeil) B
(dbopMe KypcoB, COCTaBICHHBIX Ha OCHOBE PE3yJbTaTOB HAYYHBIX HCCIEAOBAHWUW, B TOM YHUCIE C

yu€TOM  PEerHOHAJIbHBIX
noTpeOHOCTEN paboToNaTENICH.

0COOCHHOCTEH  TPO(ECCHOHATBPHON  1eATeIbHOCTH

BBIITYCKHHUKOB U

JUie npoBeAcHMs 3aHATUM JICKUMOHHOIO THIA [0 JUCLMIUIMHE IPUMEHSIOTCS TakKue
o0pa3oBaTenbHbIE TEXHOJIOTMH KaK MHTEPAKTUBHBIC JICKIIUHU, TIpoO1eMHoe oOydenue. s mpoBeaeHus
3aHATHHA CEMUHAPCKOI0 TUIIA MCIIONIb3YIOTCS IPYIIIOBBIE JUCKYCCHH, POJIEBBIC UTPBI, aHAJIN3 CUTYyalUH

1 UMUTAllMOHHBIX MOI[CJICI\/JI.

Ne |Haumenoeanue pazoena Buowt yueonwvix 3anamuit |Qopazoeamenbnovle mexXHon02UU
n/n
1 |2 3 &)
1 |BBencHue Jlexyus 1. Besoounas nexyus
Camocmosmenvhas
aboma Kouncynomuposanue
2 |PermamenTanus Jlekyus 2. Jexyus ¢ npumenenuem crauio-
JOKYMEHTUPOBAHUS  KaJpPOBOM npoexmopa
NEeSTeIbHOCTH U paboThl ¢
KaJIPOBBIMU JIOKYMEHTAMH Jlabopamopnas  paboma|3anamue c npumMeHeHuem
Nel pazoamoynoeco mamepuana
(Tpyoosoti Kodekc, 6blOepIHCKU U3
npasosvix aKmoes)
CamocmosmenvHas Koncynomuposanue
aboma
3 |Opranuzamnus paboThl KaapoBoi [Jlexyus 3. Jlexyus ¢ npumeneHuem  caauio-
CITY OBl npoekmopa, OUCK)CCusl
3ansamue c npuMeHeHuem
Jlabopamopnas paboma|pazdamouno2o Mamepuana
No2 (8bl0€epaHCKU U3 NPABOBLIX AKMOS,
Mamepuansl 0en08ol uzpvl — Kelic-
Memoo)
CamocmosmenvHas Kouncynomuposanue
aboma
4 |Cocras KaapoBoi [Jlexyus 4. IIpobnemnasn nexyusi ¢ npumeHenuem
JOKYMEHTAITUH. cnano-npoexmopa
JIOKyMEHTHUPOBaHUE TPYIOBBIX
OTHOIIICHHH. Jlabopamopnas paboma|3anamue c npumMeHeHuem
Ne3-T7 pazoamounoco Mamepuana
(8bl0€pIHCKU U3 NPABOBLIX AKMOS,
Mamepuansl 0en08ol uepvl — Kelic-
Memoo)
CamocmosmenvHas Koncynomuposanue
aboma
5 |Yger auuHOTO COCTaBa. Jlexyus 5. Jlexyus, ouckyccus
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Jlabopamopnas  paboma|3anamue c npumeHeHuem

Ne§ pazoamoynoeco mamepuana
(8bl0€pIHCKU U3 NPABOBLIX AKMOS,
mMamepuanvl 0elo8ol uepvl — Kelic-
Memoo)

CamocmosmenvHas Kouncynomuposanue

paboma

6 |Opranuzanus paboThI c|Jlexyus 6 Jlekyusa ¢ pazbopom KOHKpemHbvix
KaJIpOBBIMU JIOKYMEHTaMH cumyayutl

Jlabopamopnasa paboma|3anamue c npumMeHeHuem

Ne 9 pazoamounoco Mamepuana
(8b10€poCcKU U3 NPABOBLIX AKMO8,
mMamepuanvl 0en080l uepvl — Kelic-
Memoo)

CamocmosmenvHas Kouncynomuposanue

paboma

Kaxnpiii oOyuaromuiics B TE€YEHHE BCEro Iepuoja oO0ydeHus oO0ecneueH HHIAMBUAYAIbHBIM
HEOTPaHUYEHHBIM JOCTYIIOM K JJIEKTPOHHON HH(OpMAIMOHHO oOpa3oBarenbHOU cpene PITY wus
000 TOYKH, B KOTOPOHM HUMEETCsl JIOCTYIl K HMH()OPMALMOHHO-TEJIEKOMMYHUKALIMOHHOW CETH
"Unrepuer”, kak Ha Ttepputopun PITY, Tak u BHe ee. DnekTpoHHas HH(OPMALMOHHO-
obpasoBatenpHas cpena PITY obecreunBaeT: AOCTyn K y4eOHBIM IUIaHaMm, pabodyuM HporpaMMam
JUCHUIUTMH (MOZYJei), mporpaMMaM MNpPaKTHK, dJEKTPOHHBIM YYEOHBIM H3JAHUSIM U 3JICKTPOHHBIM
o0pa3oBaTeNbHBIM pecypcaM, YKa3aHHBIM B pa0o4yWx MporpamMmax AUCHUIUIMH  (MOJIyJei),
MporpaMMax MpakTUK; (OPMUPOBAHUE DIEKTPOHHOTO MOPTHOINO OO0ydYaromerocs, B TOM YHCIE
COXpaHEHHE ero paboT M OLEHOK 3a 3TU paboThl. B ciyyae peannsanuu nporpaMmel OakaigaBpuara ¢
MPUMEHEHHEM  DJIGKTPOHHOTO  OOydYeHHWs, JUCTAHIIMOHHBIX  00pa3oBaTeNbHBIX  TEXHOJIOTUN
9JeKTpOoHHas WHGOpPMAIMOHHO oOpa3zoBarenbHas cpena PITY obGecneunmBaeT: (ukcanuio Xxoza
00pa3oBaTEeNBHOIO MpOIEcca, Pe3ylIbTaTOB MPOMEKYTOUHOW aTTeCTallMd U Pe3yJbTaTOB OCBOEHUS
IporpaMMsbl OakajaBpHarTa; MpoBeleHuEe YUEOHbIX 3aHATHH, POLEAYp OLEHKU Pe3yJIbTaTOB 00yUYEeHMUS,
peanu3anusi KOTOPhIX MPEeIyCMOTPEHa C MPUMEHEHUEM SJIEKTPOHHOTO OOYyYEeHHMs, AUCTAHIIMOHHBIX
o0Opa30BaTeNbHbIX TEXHOJIOTH; B3aUMOJICHCTBUE MEX]y YYaCTHUKaAMU 00pa30BaTeIbHOrO IMpoliecca,
B TOM YHUCJI€ CHHXPOHHOE W (WJIM) aCHHXPOHHOE B3aMMOJEHCTBHUS mocpenctBoMm cetu "HMHTepHer'.
OYHKIMOHUPOBAHUE AJIEKTPOHHOM HH(GOPMAIMOHHO-00pa30BaTebHON cpeibl  o0ecreunBaeTcs
COOTBETCTBYIOIIMMU  CPEACTBAMHU  HMH(POPMAIMOHHO-KOMMYHUKAIIMOHHBIX ~ TEXHOJIOTUH U
KBan(uKalyel pabOTHUKOB, €€ HCIONb3YIOIUX U HoAAepKUBaOUMX. @OYHKIMOHUPOBAHUE
ANEKTPOHHOU HUHGOpPMaAIMOHHO-00pa3oBarenbHoi cpenbl PITY cooTBEeTCTBYyeT 3aKOHOAATENHCTBY
Poccuiickoit @eaepanuu.

B nmepuon BpeMEHHOrO NPUOCTAHOBJIEHHS TOCEIIEHUS OOydYaloUMMUCA TIOMEIIEHUH U
tepputopuu PI'TY mist opranusanuu yaeOHOTO mporiecca ¢ MPUMEHEHHEM AJIEKTPOHHOTO OOYYCHUS 1
JUCTAHIIMOHHBIX ~ O0pa30BaTEIbHBIX TEXHOJIOTUH MOTYT OBITh HCIOJNB30BAHBl  CIEAYIOIINE
o0pa3oBaTeNbHbIE TEXHOJOTHH:

— BUJICO-JIEKIINH;

— OHJIAMH-JIEKLIMU B PEKUME PEalbHOTO BPEMEHH;

— DIIEKTPOHHBIE YUYEOHUKH, Y4eOHbIE TOCOOUS, HAyYHBIC U3/IaHUS B AJIEKTPOHHOM BUJIE U IOCTYII
K MHBIM 3JIEKTPOHHBIM 00pa30oBaTelIbHbIM pecypcam;

— CUCTEMBI JIJIs1 SJIEKTPOHHOT'O TECTUPOBAHUS;
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— KOHCYJbTallH C UCIIOJIB30BAHHUEM TCICKOMMYHUKAIUOHHBIX CPEACTB.

5. OnleHKa JIAHHUPYEMBIX Pe3yJIbTATOB 00y4YeHUs

5.1 CucreMa oleHUBAHUSA

Cucrema OIEHUBaHUS BBICTPOCHA B COOTBETCTBHHM C y4YEOHBIM IUIAHOM, TJI€ OmpeiesieHbl (hopmbl
MIPOMEXYTOUYHOM arTecTaluu (3a4€r/3auéT C OLEHKOH/IK3aMEH), U CTPYKTYypOHl NUCHUIUIMHBI, T

ompeaeneHbl (GOPMBI TEKYIIEr0 KOHTPOJIS.

VYkaspIBaeTcsi pacrpeneieHne OaiioB 1o (popmam
TEKYILEro KOHTPOJIS ¥ MPOMEKYTOYHOM aTTECTAllMU, CPOKU OTYETHOCTH. MOXKET POBOJHUTHCS KaK B

TPaIUIIMOHHOMN, TaK U B MHHOBAIIMOHHOM opMe (3amuTa MpOeKTOB, JeJIOBast UTPa, KEHCHI U T.11.).

Cucmema ouenusauus moodcem Ovimb npeocmasieHd KaKk 6 MeKCcmosol, makKk U 6 madauiynou

dopue.
Hanpumep:

®opMa KOHTPOJISA Makc. K0JIM4ecTBO 0AJJI0OB
3a oany |Bcero
padory

Texynmi KOHTPOJIb:

- onpoc 5 bannos 30 b6annos

- yyacmue 8 OUCKYCCUU HA CeMUHape 5 6annos 10 b6annos

- Konmponvtas paboma (memot 1-3) 10 bannos 10 bannos

- KOHmMpoabHas paboma (memol 4-5) 10 b6annos 10 b6annos

[TpoMexyTouHas aTTECTALMSI — IK3AMEH 40 6asnoB

HToro 3a cemectp 100 6amnoB

[losry4eHHBI COBOKYIHBIN PE3yJbTaT KOHBEPTUPYETCS B TPAJAMLMOHHYIO LKAy OLEHOK U B
mKkany ouneHok EBponeiickoii cuctemsl nepeHoca u HakorwieHus kpeautoB (European Credit Transfer
System; nanee — ECTS) B cooTBETCTBUM € TaOIUIICH:

IITkana
100-6annpHast mkana | TpagunuoHHas mkana ECTS
95 -100 A
83904 OTJINYHO B
68 — 82 XOpOLIOo 3a4TEHO C
56 — 67 D
50 55 YIOBJICTBOPUTEIIHEHO E
20 - 49 FX
0-19 HEYJIOBIETBOPUTEIHHO HE 3a4TEHO =

5.2 KpuTepuu BbICTABJEHHS OLEeHKH 10 JMCHHUIIIMHE

Baaasl/ | Onenka no | Kpurepun oneHkn pe3yibTaToB 00y4eHHUs N0 M CHUILIMHE

IIkana | AUCHUILIMHE

ECTS

100-83/ | orimuHO/ BricTaBnsercs oOydaromeMycsi, €CId OH TIIyOOKO M TMPOYHO YCBOWII

AB 3a4TEHO TEOPETHYECKUI u MIPAaKTHYECKUI Marepua, MOXET
IPOJIEMOHCTPUPOBATh ATO HA 3aHATUSAX M B XOJ€ TNPOMEKYTOUHOMH
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Banael/
HMIxana
ECTS

Onenka mno
AUCUUILINHE

Kputepun oneHkn pe3y1bTaToB 00y4eHHUs 10 M CHUILIMHE

aTTeCTalUU.

OOyyaromuiicss HMCUEPNBIBAIONIE W JIOTUYSCKH CTPOHHO W3JIaracT
y4ueOHBIi MaTepuan, yMeeT YBS3bIBaThb TEOPUI0 C MPAKTUKOM,
CHpaBJSIETCSl C PElIeHHEeM 3a7ad Mpo(ecCHOHANbHON HaNpaBICHHOCTH
BBICOKOT'O YPOBHSI CJIOHOCTH, MPaBUJIBHO OOOCHOBBIBAET MPUHSTHIC
peLeHus.

CBoOomHO  opueHTHUpyeTcss B y4eOHOM u  mpodeccuoHambHOMN
JuTeparype.

OneHka 1O JIUCHMIUIMHE BBICTABISAIOTCS OOyYaromeMycs C Y4EToMm
pEe3yabTAaTOB TEKYIIEH U MPOMEKYTOYHOU aTTECTALIUH.

KomneTeHmum, 3akperiéHHble 3a AUCHUILTUHONW, CHOPMUPOBAHBI Ha
YPOBHE — «BBICOKHI».

82-68/

Xopomro/
3a4TECHO

BricraBnsercs oOyuaromemycs, €ClIM OH 3HAeT TEOPETHYECKUU U
MPAaKTUYECKU MaTepuall, TPaMOTHO U MO CYLIECTBY HM3JIaraeT €ro Ha
3aHATUAX HU B XO0A€ HpOMe)KYTOqHOﬁ arrecrauun, HC OOITyCKaA
CYILIECTBEHHBIX HETOYHOCTEH.

OOy4aromuiicss MpaBMWIbHO MPUMEHSIET TEOPETUUECKUE TTOJIOKEHUS TIPH
pEIIeHNH TPAKTUYECKUX 3a/1ay MPOQPeCcCHOHANbHON HANpaBICHHOCTH
pa3HOrO YpPOBHS CJIO)KHOCTH, BJIaJ€€T HEOOXOAMMBIMU JUISL 3TOrO
HaBbIKAMH U NpUEMaMHU.

JlocTaTtoyHO XOPOIIO OPUEHTUPYETCS B yueOHOUM U mpodeccruoHaIbHOM
auTepartype.

OneHka 1O UCHMIUIMHE BBICTABISAIOTCS OOyYalomeMycs C Y4ETOM
pe3yIbTaTOB TEKYIIEH U MPOMEXYTOYHOM aTTECTALIUH.

KommieTeHmum, 3akperiéHHbIe 3a JUCIHMILIMHONW, CHOPMUPOBAHBI HA
YPOBHE — «XOPOLIUI».

67-50/
D,E

yIOBJIETBO-
putensHO/
3aYTEHO

BricraBnsercs oOywaromeMycsi, €Clii OH 3HaeT Ha 0a30BOM YpOBHE
TEOPETHYECKUN W MPAKTHUUECKUI MaTepuan, JIONYyCKaeT OTAENIbHbIC
OMMOKHU TPU €ro M3JIOKEHUU Ha 3aHATUAX U B XOJE MPOMEKYTOUHOM
aTTeCTalUU.

OOydJarmuiicss  WUCHBITBIBAET  ONpENeNEHHbIE  3aTpyAHEHUs B
MIPUMEHEHUN TEOPETHUYECKUX MOJIOKEHUI MPHU PEIIEHUU MPAKTUYECKUX
3aja4  Npo¢eCCHOHAIbHOW HAMpaBIEHHOCTH CTaHIAPTHOIO YPOBHS
CJI0HOCTH, BJaJieeT HEOOXOIUMBIMHU JIJIsl TOT0 0a30BHIMH HABBIKAMH H
puE€MaMu.

JleMOHCTpHpYeT OCTaTOYHBIN ypOBEHb 3HAHUS Y4EOHOU JIUTEpaTyphl
M0 TUCIHUTUIMHE.

OneHka MO AUCHUIUIMHE BBICTABISIOTCS OOydYaromemycs ¢ yd4€ToM
pPEe3yJIbTAaTOB TEKYILEW U MPOMEKYTOUYHON aTTECTALINY.

Komnerenmnuu, 3akpennéHHble 3a AUCHUILTUHOW, CHOPMUPOBAHBI Ha
YPOBHE — <«JIOCTATOYHBINY.

49-0/
F,FX

HEYI0BJICT-
BOpHUTENBHO/
HE 3a4TCHO

BrictaBisiercss oOydaromiemMycsi, €ciii OH He 3HaeT Ha 0a30BOM YypOBHE
TEOPETUYECKHUI U MPaKTUUECKUN MaTepHal, JOMyCcKaeT rpyObie OIIMOKN
IIPU  €ro H3JIOKEHUHM Ha 3aHATUAX U B XOAEC IIPOMEKYTOYHOMN
aTTeCTalUN.

OOyuaronuiics MCHBITHIBAET CEPbE3HbIE 3aTPYJHEHUS B MPUMEHEHUHU
TEOPETHUYECKUX IIOJOKEHWW IIpU PEIIEHUN NPAKTUYECKHX 3a]a4
npodeccuOHATILHON HaIlpaBIEHHOCTH CTaHJAPTHOIO YPOBHS
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Baaasl/ | Onenka mno | Kpurepun oneHkn pe3yibTaToB 00y4eHHUsI N0 M CHMILJIMHE
IIkajna | AUCHUILINHE

ECTS
CJIIO)KHOCTH, HE BIJIaZiceT HEOOXOAMMBIMU Uil 3TOrO HaBBIKAMU U
IIpUEMaMHU.
JleMoHCTpHpyeT (parMeHTapHble 3HaHUS Y4YeOHOW JHTepaTypsl IO
JUCLUTIINHE.

OueHka MO AMCHUIUIMHE BBICTaBISIOTCS oOOydaroumiemycss ¢ y4€ToMm
pPe3yJIbTaTOB TEKYILEW U MPOMEKYTOUYHOM aTTECTALINY.

KoMmnereHnmn Ha ypOBHE  «JOCTATOYHBIN», 3aKpEIUIEHHbIE 34
JUCITUTIMHOM, HE COPMUPOBAHBI.

5.3 OueHounblie cpeacTBa (MaTepHaJibl) [JIsl TEKYIIEro KOHTPOJISI yCHeBaeMOCTH,
MPOMEKYTOYHOM aTTecTAlMHN 00y4aromuxcsi no qucuuniune )(YK-11, OIIK-2)

B nanHOM paszerne npuBOAATCS MPUMEPHI OLICHOYHBIX CPEACTB B COOTBETCTBUU CO CTPYKTYPOU
JTUCHUILIMHBL U CUCTEMOW KOHTPOJIA: BapHaHTBhl TECTOB, TEMAaTHKa MUCbMEHHBIX PabOT, MpHUMEpHI
9K3aMEHAIIMOHHBIX OMJIETOB, TUIOBBIC 33Ja4u, KeWchl U T.M. OLIEHOYHBIMU CPE/ICTBA JOJDKHBI OBITH
obecrniedyeHbl Bce (OPMBI TEKYIIErOo KOHTPOJIS M MPOMEXKYTOUHOU arrectanuu. OHH JTOIKHBI OBITH
OpPUEHTUPOBAHBI HE TOJIBKO HA MIPOBEPKY CPOPMUPOBAHHOCTH 3HAHUMN, HO TAKKE YMEHUHN U BIIaJICHHUM.

Bapuanmuvt konmponwvnoit pabomor Ne 1

Bapuanr 1

1.B kakux ciydasx KaapoBas cioyk0a HMeeT MpaBO BbLAATH AyOJIMKAT TPYAOBON KHUKKH?
Kak sTot noxymenT opopmisiercs?

2.Ilepeuncnute BUIbl JOKYMEHTOB, IPUMEHsIEMbIE NPU TMEPEeBOJE Ha Apyryio padory. Kak
odopmseTcst KKl U3 HUX?

3. Ha3zoBuTe NOKyMEHTHI, MPEAOCTaBIsieMble PAOOTHUKOM IPH MOCTYIIJICHUH Ha padoTy.

4 KakuM JIOKaJbHBIM HOPMAaTHUBHBIM aKTOM perjlaMeHTHUpyeTcs paboTa  KaapoOBBIX
CHELMATUCTOB C MEPCOHATBHBIMU TaHHBIMU? JlaiiTe eMy XapaKTepUCTHUKY.

Bapuant 2

1.XapakTepucTuka Ha3HA4eHHs] TPYJOBOW KHUKKHU. B Kakoil Cpok JOMKHa OBITH 3aBe/IeHA
TPYyAOBasi KHWKKA MPHU TOCTYIIJIEHUU Ha paboTy BIEpBhIE?

2.Ilepeuncnute BHUIBI JOKYMEHTOB, MpUMEHsSEMbIe MpH yBoibHeHHU. Kak  odopmisercs
KaKIBIA U3 HUX?

3.Kakoli 5OkanbHBIH HOPMATUBHBIM AaKT OINpEAENSeT OpraHU3alUi0 TPyAa COTPYAHUKOB B
KOMIaHHUH. J[aiiTe eMy XapaKTEpUCTHKY.

4.Hazoute nHdopmainio, 00s3aTeNbHYIO sl BKIIOYEHHUS B TPYI0BOM TIOTOBOP.

BapuanTel KOHTpOIbHOM paboThl Ne 2

Bapuanr 1

[lepeuncnure cocTaB AOKYMEHTOB JMYHOTO Jena paboTHHKa. KakuMu HOpMaTHBHBIMU
JOKYMEHTaMH 3TO ONpEAEIEHO?

HazoBute 10KyMEHTBI KaIpOBO CITyKOBI, TIOITICKAIIHE TTepeavue B apXuB.

Bapuant 2

1.KakoBbI 0COOEHHOCTH COCTaBJIEHUS HOMEHKJIATYPHI A€ KaJIpOBOM CITyKObI?

2. HazoBure o0s3aTenbHbIC PETUCTPALIMOHHBIE ()OPMBI KaIPOBOM CITYKObI?

Ilpumepnvie KonmponbHbIe 60NPOCHL 014 NPOMEIHCYMOUHOU AMMECMAYUN:

[lepeuncnuTh 3aKOHOJATENbHBIE aKTHl, KOTOPHIMH DETJIIAMEHTUPYETCS JTOKyMEHTHpPOBaHHE
KaJIpOBOM €ATEIbHOCTU B HACTOSAIIEE BpeMs?

[lepeuncnuth HOPMAaTUBHO-METOIMYECKHE JIOKYMEHTHI, peraaMeHTHpYIOIIHe
JOKYMEHTHUPOBAHUE KaJpOBOH 1eATEIbHOCTH.
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Ha3BaTb BBl JOKYMEHTOB, IIPEIbsBIIsEMBbIE PAOOTHUKOM IpH NpUeMe Ha padoTy.

HasBare BuABI JOKYMEHTOB, YCTaHOBJIEHHBbIE TpynoBbIM KojaekcoM P®D, noxkyMmeHTHpyromme
npueM paboTHHKA Ha padoTy.

[TepeuncnuTh BUABI TOKYMEHTOB, O(OPMIISIONINE U3MEHEHUE YCIOBHIA TPYIOBOTO JI0TOBOPA.

[lepeuncnute BHUIBI JOKYMEHTOB, YCTaHOBJIEHHbIe TpynoBeIM KoaekcoM PO s
peryIupoBaHus TPYAOBBIX OTHOUICHHUH.

CpokM MOATrOTOBKH, KAaKMX JOKYMEHTOB IO JOKYMEHTHUPOBAHHIO KaJpOBOH IEeSTEIbHOCTH
YCTaHOBJIEHBI 3aKOHOIATENBHO?

Kakue ¢pyHKuMn KazpoBoi citykObl CBS3aHBI C Y4ETOM JIMYHOTO cOcTaBa?

Kakue ¢yHKIMU I0HKHA BBIMONHATH KaJpoBas ciayx0a mpu ohopMIeHUU YBOJIbHEHUS
paboTHHKa ¢ pabOTHI ?

Kakumu noxkymenTamu opopmisieTcss yBOJIbHEHHE paboTHUKA?

Ha3zoBure ¢pyHKIMN KaapoBOH ciay*Obl CBs3aHHBIE C TPYAOBBIMU KHUKKaMH?

Kakumu noxkymenTamu opopmiisieTcs aTTectarust pabOTHUKOB?

Ha3zoBute 0cOO€HHOCTH HOMEHKJIATYPbI JIeJ1 KaJJpOBOMN CITyKOBI.

Kakue nema xaapoBoii ¢y Obl OTHOCATCS K KATETOPUH MEPEXOIAIINX ?

[Tepeuncnutb 0cOOEHHOCTH (POPMUPOBAHUS JIUUHOTO Jiesia paboTHUKA?

6. YueOHo-MeTOoqUYecKOe U MHPOPMALIMOHHOE 0O0ecreyeHue JUCHUILINHBI
6.1 CnucoOK HCTOYHHUKOB H JINTEPATYPbI

[Ipu pa3paboTke cHUCKAa KMCTOYHMKOB M JIUTEpaTyphl OBLIM YYTEHBI TpeOOBaHUA
00pa3oBaTEeNbHBIX CTAHIAPTOB 110 KHUTOOOECIIEUEHHOCTH.

HUcTounuku (006s3aTeIbHbIE)

Konctutynus Poccuiickoit @enepaunu (¢ usmenenusmu va 30 gexabps 2008r.). M. 2004

TpynoBoit komekc Poccuiickoit ®eneparun ot 30.12.2001 Ne 197-®3. Ilpunsr
l'ocynapcrsennoit Iymoit 21 nexadps 2001r. (B pen. ot 29.12.2010) // [Dnexkrponnsiii pecypc]. — M.,
2019. — Pexxum pocrtyma:http://www.consultant.ru.

3akoH Poccuiickoit denepanun ot 25 okTsa0ps 1991 r. Ne 1807-1 «O dA3pIKax HapoOIOB
Poccuiickoit  ®enepanun» //[DnexktpoHHBIA  pecypc]. — M., 2019. — Pexum gocryma:
http://www.consultant.ru.

®enepanbubiit 3aKk0H PO ot 27.07.2004 Ne 79-D3 «O rocynapcTBEHHON Ipask/IaHCKOU CITyxk0e
Poccuiickoit @eaepanun» (B pen. deaepanpHoro 3akoHa oT 12.04.2007 Ne 48-D3) // [DneKTpOHHBIH
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

®enepanbHbiil 3akoH Poccuniickoin @enepanuu ot 01.06.2005 Ne 53 «O rocymapcTBEHHOM
si3bike PDy// [Dnektponnslii pecype]. — M., 2019. — Pesxum noctyma:http://www.consultant.ru.

OenepanbHblil 3akoH Poccuiickoit denepanun ot 06.12.2011 Ne 402-P3 «O Oyxranrepckom
yuaeten// [Dnextponusii pecype]. — M., 2019. — Pexxum goctyna:http://www.consultant.ru.

OenepanbHbiii 3akoH Poccuiickoit ®epepaunu ot 02.05.2006 Ne 59-03 «O mnopsiake
paccMOTpeHHsi oOpaieHuid TpaxaaH»// [DnekTpoHHBIM pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

OenepanbHblii 3akoH or 27 wmronsg 2006 T. N 152-®@3 "O mnepcoHambHBIX JAaHHBIX'"//
[DnexTponHsIi pecypc]. — M., 2019. — Pesxum nocryma:http://www.consultant.ru.

O®enepanbubiii 3akoH oT 01.10.2004 Ne 125-®3 «O6 apxuBHOM aene B Poccuiickoit

deneparuny // [DnekTponHsblit pecype]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

@®enepanbHblii 3akoH oT 29.07.2004. Ne 98-03 «O xommepueckoil TaitHe» //
[DnexTponHsIi pecypc]. — M., 2019. — Pesxum nocryma:http://www.consultant.ru.

Vka3 [Ipesunenta Poccuiickoit ®enepaunn ot 0.03.1997 Ne 18 «OO0 yTBepK/IeHUU MEpPEUHS
CBEIEHUI KOH(UIEHIMAILHOTO Xapaktepa» // [OnekrpoHHblii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
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Vka3 [Ipesugenta PO ot 01.02.2005. Ne 110 «O npoBeneHNM aTTeCTalliy rOCyAapCTBEHHBIX
rpakaaHckux ciuyxkamux Poccuiickoir ®Pepepauuu». llonoxeHue o0 NpoBeNeHUM aTTECTALUU
TrOCYJIapCTBEHHBIX TPaXKJAaHCKUX ciayxamux P® // [DnektponHnbiii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

VYka3 Ilpesuaenta P® or 01.02.2005. Ne 111 «O mopsiake cnayu KBadu(UKAITHOHHOTO
9K3aM€Ha TOCYJAapCTBEHHBIMU TpaXAaHCKUX clyxkamux Poccuiickon Penepauumu M OLEHKE HUX
3HaHWH, HABBIKOB MW YMEHWi». // [DmektpoHHbli pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

VYka3 [Ipesuaenta ot 01.02.2005. Ne 112 «O koHKypce Ha 3aMEIICHHE BaKAHTHOMW JOJIKHOCTH
rOCy/IapCTBEHHON Tpa)KIaHCKOW ciryk0b1 Poccuiickoit ®denepanumy» // [InekTpoHHBINA pecypc]. — M.,
2019. — Pexxum gocryma:http://www.consultant.ru.

Va3 [Ipesunenta PO ot 16.02.2005r. Ne 159 «O npumepHoii popme ciykeOHOT0 KOHTPAKTa O
MPOXOXKICHUH TOCYAapCTBEHHOW TpaKaaHCKOW ciykObl Poccuiickoit ®Denepannu W 3aMeENICHUU
JOJDKHOCTH TOCYAApCTBEHHOW Tpa)IaHCKoW cirykObl Poccuiickoit @eneparumy. // [DIeKTpOHHBII
pecypc]. — M., 2019. — Peskum mocryma:http://www.consultant.ru.

Vka3 [Ipesunenta Poccuiickoit deneparuu ot 30.05.2005. Ne 609 «O nepcoHaNbHbBIX TaHHBIX
rOCy/IapCTBEHHOI'O TpakIaHCKOro ciyskamiero Poccuiickoit @enepanu M BEIEHUH €r0 JIMYHOTO
nena» // [Dnextponusiit pecype]. — M., 2019. — Pesxxum noctyna:http://www.consultant.ru.

Vka3 [Ipesunenta Poccuiickoii @enepaunu ot 18.06.2005. Ne 813 «O nmopsiagke U yCIoBHIX
KOMaHJIUPOBaHUsl (elepaibHbIX TOCYJApCTBEHHBIX TPAXKIAHCKUX Ciyx)amux» // [D1IeKTpoHHBIH
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

[TocranoBnenue [IpaButenbctBa Poccuiickoit @enepannu ot 16.04.2003. Ne 225 «O TpyaoBbIX
KHIKKax» // [DnextponHsiil pecypc]. — M., 2019. — Pexxum moctyma:http://www.consultant.ru.

Pacniopsixenue [IpaBurensctBa PO ot 21.03.1994. Ne 358-3 «O06 obecniedyeHUU COXPAaHHOCTH
JOKYMEHTOB II0 JIMYHOMY coOcTaBy» // [DnexkTponHslii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

Pacnopsixenue [IpaButensctBa PD ot 23.04.1992 Ne 781-p «OO0 ymnyulieHUH XpaHEHUS H
WCIOJIB30BaHUS JOKYMEHTOB I10 JINYHOMY COCTaBy»// [DnekTpoHHBIH pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

[TpaBuiia BeieHUs U XpaHEHUs TPYIOBBIX KHIKEK. (YTB. [loctanoBnenuem IlpaButensctea PO
or 16 ampens 2003 r. Ne 225 /I [OnexTpoHHbIi pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

WHCTpyKIHMS 1O 3aMoIHEHHUIO TPY10BbIX KHMXKEK (yTB. [locTraHoBNeHMeM MuHMCTEpCTBa Tpya
u couuansHOoro pasButusi Poccuiickoit ®epepanmu ot 10 oktsiOps 2003r.). 3apeructpupoBaHa
MunucrepctBoM toctuiun Poccuiickoit @enepaunn 11 HosiOpst 2003 r. perucTpalliOHHBIM HOMep
5219. bronnereHb HOPMATUBHBIX aKTOB (eIepaIbHBIX OPraHOB UCTIOTHUTENBbHOM BiacTh. 2003. Ne 49.
Il [DnextponHsIii pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

®enepanbHblil 3ak0H 0T 16.12.2019 Ne 439-03 «O BHeceHMM U3MeHEHUN B TpyoBOi KOJIEKC
Poccuiickoit ®enepanuun B yacTd (OPMHPOBAHUS CBEIEHUH O TPYIOBOM JEATEIBHOCTH B
AIEKTPOHHOM BUJIE» [DnexTpoHHBII pecypc] /!
URL:http://publication.pravo.gov.ru/Document/View/0001201912160070 (mata oOpamieHus
01.10.2020 r.)

HcTouHuKH (10NOJHUTEIbHBIE)

®enepanbhblil 3akoH PO ot 27.07.2006 Ne 149-d3 «O6 mndpopmanuu, uHGOPMAIIMOHHBIX
TEXHOJNOTUSAX M 3amure uHpopmarum» // [OnekrponHslii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

OenepanbHblii 3akoH OT 26.12.1995. No 208-03 «O06 akuuoHEpHBIX oOmecTBax» //
[DnexTponHsIit pecypc]. — M., 2019. — Peskum moctyma:http://www.consultant.ru.

Obmepoccuiickuil ki1accupukaTop npodeccuil paboumx, T0JKHOCTEH CIyX alux U Tapu(HbIX
paspsanoB OK 016-94. M.: Muntpyn Poccuu, 1995 // [DOnextponnsiit pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.


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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Oo6mepoccuiickuii knaccupukarop uHpopmanuu o Hacenenun OK 018-95. // [DnexkTpoHHbIi
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

Oobmepoccuiickuii  kiaaccubukaTop — yrpaBieHueckoi gokymeHranuu OK  011-93. //
[DnexTponHsIit pecypc]. — M., 2019. — Peskum nocryma:http://www.consultant.ru.

OO0mepoccuiickuii  KmacCHpUKATOp CIeNHAIbHOCTEH 1o oOpa3oBaHuio // [DIEKTPOHHBIN
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

ITpuka3 Pocapxusa ot 23.12.2009 N 76 "O06 yTBepkaeHnrn MeToANYEeCKUX PEKOMEHIAIIUN 110
pa3paboTKe WHCTPYKIIHIA 10 AETOMPOU3BOJICTBY B (peiepalbHBIX OpraHax MCIOIHUTEIbHOM BiacTH" //
[DnexTponHsIit pecypc]. — M., 2019. — Peskum mocryma:http://www.consultant.ru.

YuudunupoBanueie (GOpMbI TEPBHYHOW YYETHOH MTOKYMEHTAIIMH MO Y4YeTy Tpyla U €ro
oruiathl, yrBepxkaeHHbie [locranoBnenuem ['ockomcrtata P® ot 05.01.2004 No 1 // [DmekTpoHHBII
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

KBanupukalMoHHbI CIPaBOYHUK JIOJDKHOCTEH PYKOBOAMTENEH, CHENHUATUCTOB M JIPYTHX
ciyxamux // [DnekTpoHHBIN pecypc]. — M., 2019. — Pexxum nocryna: [DnekTpoHHBIN pecypc]. — M.,
2019. — Pexxum gocryma:http://www.consultant.ru.

Me:xoTpacieBble YKPYITHEHHbIE HOPMATHUBBI BPEMEHH Ha Pa0OTHI 0 KOMIUIEKTOBAHUIO U YUETY
KazapoB // [DnexkrpoHHslii pecype]. — M., 2019. — Pexxum mpoctyma:http://www.consultant.ru.

[lepevyeHp THMOBBIX YIPABICHUECKUX APXUBHBIX JTOKYMEHTOB, OOpPa3yIOMIMXCS B MpOIECCE
JEeSTeNIbHOCTH TOCY/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYMpAaBICHUS U OpraHU3alui, ¢
VKa3aHHEM CpPOKOB XpaHeHus // [DnektpoHHbld pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

[IpaBuna opraHuM3alMy XpaHEHUs, KOMIUIEKTOBAHHS, y4€Ta M HCIOJIB30BAHUS JTOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit denepauuu W JIpYyruxX apXUBHBIX JOKYMEHTOB B OpraHax
rOCYJapCTBEHHON BJACTH, OpraHaXx MECTHOTO CaMOYIPAaBJICHUS M OPTraHU3aIMsX, yTBEP)KICHHBIX
npukazoM MuHkyapTypsl PO ot 31.03.2015 Ne 526 // [Dnexrponusiit pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

[Tpukaz PocapxuBa ot 20.12.2019 N 236 "OO6 yrtBepxkaeHuu IlepeyHss THIOBBIX
VIPaBICHYECKHX  apXHMBHBIX  JOKYMEHTOB, O00pasymoIiuxcs B  Ipolecce  ACSATEIbHOCTH
roCy/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CAaMOYTPaBICHUS U OPTaHU3alUN, C YKa3aHHEM CPOKOB
ux xpanenus" (3apeructpuponano B Muntocte Poccun 06.02.2020 N 57449) [OnekrpoHHblii pecypc]
/! CripaBO4HO-ITOMCKOBas cucrema «Koncynprant TUTEOCY.
URL:http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=L AW&n=345020& fld=134&dst=1
000000001,0&rnd=0.5989149124283691#09893595070554722 (nata obpamenus: 19.10.2020)

@®enepanbhblii 3akoH oT 24.04.2020 N 122-®3 "O mnpoBeAeHHM SKCIEPUMEHTa IO
WCIOJIb30BAHUIO DJIEKTPOHHBIX JOKYMEHTOB, CBSI3aHHBIX ¢ paboroil"// MHTepHeT-mopTan mpaBoOBO
undopmarmu  http://www.consultant.ru/document/cons_doc_LAW_351124/ (mata  oOpamieHus:
19.10.2020)

[Tpuxa3z Muntpyna Poccun ot 14.05.2020 N 2401 "OO0 yrBepxaenuu Ilonoxxenus o mopsiake
MPOBEJICHUS] DKCIIEPUMEHTA MO HCIOIb30BAHUIO JEKTPOHHBIX JOKYMEHTOB, CBS3aHHBIX C paboTOoil"
(3apeructpupoBano B Muntocte Poccun 17.06.2020 N 58674)// HuTepHer-mopTal NpaBOBOU
uHdopmarmu https://www.garant.ru/products/ipo/prime/doc/74170714/, nata obpamienns 01.10.2020.

JlutepaTtypa (o0si3aTesibHas1)

Abynanze, . I'. JlokymMeHTallMOHHOE OOECeYeHHe YNpPaBICHHUs IMEPCOHAIOM : Y4eOHUK H
MPaKTUKYyM Uil akajgemudeckoro OakamaBpuara / J[. I'. AOynamze, WM. b. Brmpsxkkuna, B. M.
MacnoBa. — Mocksa : UznatensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AkageMHUeCKU Kypc).
— ISBN 978-5-534-00875-3. — Tekct : oanekrtponnsii // DBC HOpa#it [caiit]. — URL:
https://urait.ru/bcode/433411 (aara obpamenus: 30.11.2019).

beikoBa  T.A.  JlOKyMeHTallMOHHOE  OOeCIeUeHHe  ympaBieHUs  (JIEIOMPOM3BOJCTBO)
[DnexTpoHHEbIH pecypc] : yueOHnoe mocodue / T. A. beikoa, T. B. Ky3nenosa. - 2-e u3zn., nepepab. u
norm. - MockBa : Huadpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.



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
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I'moroBa C.A. IlpodeccnoHanbHBIA CTaHAAPT CHEIUATKCTa IO YIPABICHUIO TEPCOHAIOM B
JeSITeIbHOCTH KaJIpoBOW CiykObl [DaekTpoHHBI pecypc] / I'motoBa CBetniana Anekcanzaposhna; C.
A.T'motoBa // YnpapieHue NOKyMEHTAllUCH: MpOILIOe, Hacrosmiee, Oyaymee : matepuanbl I1-ei
MexnyHap. Hayd.-ipakT. KoH(., mocssml. nmamsata npod. T. B. Kysnenosoii, Mocksa, PITY, 23-24
mapta 2017 r. / M-Bo oOpa3oBanus u Hayku Poc. @eneparuu, denep. roc. OI0HKET. YUPEKI. BBICIIL.
obpazoBanust "Poc. roc. rymanurtapueiii yH-T", Wcrt.-apx. uH-T, Dak. JOKyMEHTOBEICHHS U
TEXHOTPOHHBIX apx., Kad. nokymenToBenenus. - Mocksa : Tepmuka.py, 2017. - C. 451-457. - Pexxum
nocrtyma : http://elib.lib.rsuh.ru/elib/000013004.

I'moroBa C.A. TenaeHuuMM pa3BUTUS KaJAPOBOrO JEIOMPOU3BOACTBA B paMKax IPOrpaMMBI
"Hudposas sxonommka" [Dnekrponnsiii pecypc] /I'moroBa CBernana AnekcanapoBHa, CBeriaHa
A. T'motoBa // YnpaBineHue JOKyMEeHTaMHu B UPpoBOH 3KoHOMHKE. - Mocksa : PITY, 2019. - C. 98-
103. - Pexxum poctyma : http://elib.lib.rsuh.ru/elib/000013245.

Kanposoe nenonpousBoactBo. Yuebnuk. / C.JI. Kysnenos, C.A. ['moroBa — M.: M3naTenbCcTBO
«TEPMHKA», 2020. — 492 c.

Kanposoe nenonpousBoacto: HaumHaem ¢ Hymst. Ayaut ceoumu cuiamu / M.B. JXKypasnesa,
M.B. XKypasnesa. - 2-e u3a. - Mocksa : HUL| UHOPA-M, 2014. - 184 c.: 60x88 1/16 + ( Hom. mar.
znanium.com). - (TTpocto, kpatko, 6bicTpo). (0) ISBN 978-5-16-008986-7 - TekcT : 3JIEKTPOHHBIN. -
URL: https://new.znanium.com/catalog/product/417566 (nara obparienus: 30.11.2019)

[TaBnoBckas, O. FO. [IpaBoBoe oOecnieueHne KaapoBOTo AEIONPOU3BOACTBA : yueOHOe mocolue
st By30B / O. FO. INaBnoBckasi. — Mocksa : M3narensctBo FOpaiit, 2019. — 213 ¢. — (Bsicmiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Texct : anextponnsii / 9bC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

Jlureparypa (1onoJIHUTEJIbHAS)

Kykapuna FO.M. CoBpemMeHHbIE OpraHu3allMOHHbIE U PErJaMeHTHbIE JOKYMEHTHI: QYHKIUU U
pasznoBuaHocTH // BectHuk PITY. 2016. No2. [DnekTpoHHBIi pecypc]. — M., 2019. — Pexxum nocryna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik _daizi%202(4)-16.pdf.

Muxaitnuna .M. Ynpasnenue nepconaiom, 3-e usa. - Mocksa :Jlamkos u K, 2018. - 280 c.:
ISBN 978-5-394-01749-0 - Tekct : AJICKTPOHHBIN. - URL.:
https://new.znanium.com/catalog/product/415303 (nara o6pamenus: 30.11.2019)

6.2 IlepeueHb pecypcoB HHGOPMALNHOHHO-TEIEKOMMYHUKANMOHHOU ceTn « AHTepHET».
Heobxo0umo ocmasums u 0ob6agume mo, 4mo Heobxo0umo 0l U3yyeHUs: OUCYUNTUHDL

ELibrary.ru Hayunas anektponHas Oubinorexa Www.elibrary.ru

lapanT [OnexktpoHHbIl pecypc]. — OnektpoH. gaH. — M., cop. 2013. — Pexum pgocryna:
http://www.garant.ru.

KoncynbranT Ilntoc [DnekTponHbIl pecypc]. — DnektpoH. gad. — M., cop. 2013. — Pexxum nocrtyma:
http://www.consultant.ru.

HanumonaneHast anexktponHas 6ubnmuorexa (HOB) www.rusneb.ru

6.3 IIpodeccnonaibHbie 6a3bl JAHHBIX H HHPOPMALTMOHHO-CIIPABOYHBIE CHCTEMbI
JHoctym k mpodeccrnoHanbHBIM 0a3am maHHbIX: https://liber.rsuh.ru/ru/bases
WNudopmaninoHHble CLIPaBOYHBIE CUCTEMBI:

1. Koncynsrant [liroc
2. Tapanr

Ne | HanmenoBanue
n/n
1 MexnyHapoanble pedepatuBHble HaykoMmeTpuueckue bJI, mocTynHble B pamMKax



http://elib.lib.rsuh.ru/elib/000013004
http://elib.lib.rsuh.ru/elib/000013245
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
http://www.elibrary.ru/
http://www.rusneb.ru/
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HaLMOHAJILHOM nmoanucku B 2022 T.
WebofScience
Scopus
2 [Ipodeccuonanbupie monHotekcToBbie b/, MOCTymHBIE B paMKaxX HAllMOHAIBHOMN
noanucku B 2022 r.
KypuansiCambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
Kypuansl Taylor and Francis
3 [IpodeccuonanpHbIe TOTHOTEKCTOBBIE B/]
JSTOR
W3nanus 1o oOLUIECTBEHHBIM M TYMaHUTAPHBIM HayKam
OnekTponHas dbubsmoreka Grebennikon.ru
4 KommproTepHbie cripaBOYHbIE TIPABOBBIE CHCTEMBI
Koncynsrant Ilmtoc,
I"apanT

7. MaTepuajbHO-TeXHHYeCKOe o0ecnevyeHne JTUCIIHIIMHBI

B pasnene ykazanbl HeoOxoxumoe Al 00y4eHUs JUIEH3MOHHOE NporpaMMHOe oOecriedeHne
(M3 peKOMEH0BAaHHOTO CIHCKAa), 00OPYI0BaHUE, JEMOHCTPAIMOHHBIC MPHOOPHI, MYJIbTUMEIUNHbIC
cpeacTBa, yueOHble (UIbMBI, TpEHaXKepbl, TPEOOBAHUS K ayJUTOPHSIM — KOMIIBIOTEPHBIE KJIACCHI,
aKaJIeMUYECKHE WM CIIEHUAIBHO 000pyIOBaHHBIE Ay TUTOPUU U Ta00paTOPHH, HATMYNE TOCKH U T.1I.

Jns  ofecriedeHuss — AUCUUIUIMHBL  HMCIOJB3YyeTCS — MaTepHajbHO-TEXHUUYecKas  Oaza
00pa30BaTENFHOTO YUPESKICHUSA: YUYeOHBIE ayAUTOPUH, OCHAIIEHHBIE KOMITBIOTEPOM U MPOEKTOPOM
IUIs1 IEMOHCTPALUU Y4eOHBIX MaTepUaJIOB.

Jlis mpoBeieHust ay IMTOPHBIX 3aHATUN HEOOXOAUM CTaHAAPTHBIM HAOOP CrELUATN3UPOBAHHOMN
yueOHol MeOenu u ydeOHOTO 0OOpyAOBaHHSA, B TOM YHCIE ayJIuTOpHAs JOcKa (C MarHUTHOU
MIOBEPXHOCTHIO U HAOOPOM IIPUCTIOCOOTEHUM ISl KPEIUJIEHHSI IEMOHCTPAL[MOHHBIX MaTepUaioB), 3KpaH
(Ha wTaTMBe WIM HaBecHOM). [ mpoBeieHUs NPaKTHUUECKUX 3aHATHM, a TakkKe OpraHU3aluu
CaMOCTOSITENIbHOM pabOThl CTYJIEHTOB HEOOXOJMM KOMIBIOTEPHBIM Kiacc ¢ pabOYMMHU MECTaMH,
obecnieunBaromuMu Beixoa B MIHTepHeT. Kpome Toro, a1 MHGOPMaLMOHHO-PECYPCHOTO 00ecneueHust
MPaKTUYECKUX 3aHATUN HEOOXOAUM JIOCTYI K CKaHEPY, KOMMPOBAILHOMY alnapary v NpuHTEpY.

Peanuzanus ydeOHOW mporpaMMbl JOJDKHA OOECIEYMBATHCSA JOCTYINOM Ka)JIOro CTYyJEHTa K
MH(OPMALIMOHHBIM pecypcaM — YHHUBEPCUTETCKOMY OuOnnoTedHoMy (OHIY U CETEBBIM pecypcam
Wntepner. [Ina ucnonszoBanus MKT B ydyeOHOM mporiecce HEOOXOAMMO HaJM4Me MPOrpPaMMHOIO
o0OecniedyeHus, TMO3BOJSIOUIETO  OCYLIECTBIATH MOMCK uH(popMmauuu B cetd  MHTepHer,
CHCTEMaTHU3allil0, aHAIM3 W TMPe3eHTalul0 HHGOpMAlMM, SKCIOPT HHPOpMalMKU Ha IHU(POBbHIE
HOCHTEIH.

Jlnst  obecrieueHust y4eOHOro Tpoliecca HUcmoib3yercss nuneHsuonHoe [10  Microsoft
(oneparronnas cuctema WindowsXP Professional Bepcust 2002 ServicePack 3, Word, PowerPoint).

CocraB nmporpaMMHOT0 00€CTICUeHHUS
1. Windows
2.  Microsoft Office

8. Obecneuenne 006pa3oBaTEIHLHOTO MPOIECCA IJIsl JUI ¢ OTPAHUYEHHBIMHU BO3MOKHOCTSIMHU
310POBbSI H HHBAJIW/I0B

B xome peanuzanuu JIHUCHUIUIMHBI HKCHOJB3YIOTCS CIEAYIOIIUE JONOJHUTEIBHBIE METOJIbI
o0yd4eHus, TEKYIIEro KOHTPOJISA YCIIEBAEMOCTH W TMPOMEKYTOYHOM aTTecTalluh OOYydYaroIIMXCs B
3aBUCHMOCTH OT UX WHIUBUAYAIbHBIX OCOOEHHOCTEH:



19

® [UIsl CIICTIBIX U CIAO0OBHUANINX: JIEKIUU O(OPMISIOTCS B BUAC JJIEKTPOHHOTO JTOKYMEHTa,
JOCTYITHOTO C TIOMOIMIBI0 KOMIIBIOTEPA CO CIEUHUATHU3UPOBAHHBIM TMPOTPAMMHBIM O0OECTICUCHUEM;
MMCbMEHHBIE 3aJ]aHMsl BBIMOJIHSIOTCS HAa KOMIBIOTEPE CO CHEIHATM3UPOBAHHBIM MPOTPAMMHBIM
o0OecrieueHreM WM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; OOECIICUMBACTCS WHIUBUIYaTbHOE
paBHOMepHOe ocBeleHHe He MeHee 300 JIOKC; A BBINOJIHEHUS 33/JaHUs MPU HEOOXOJIUMOCTH
MPEAOCTABIIACTCS YBEIMYHMBAIONIEE YCTPOMCTBO; BO3MOXKHO TaKXE HCIIOIb30BAHUE COOCTBEHHBIX
YBEJIMYUBAIOLIUX YCTPONCTB; MUCbMEHHBIE 3aJaHusI OPOPMIIIIOTCS] YBETMUEHHBIM HIPU(TOM; IK3aMEH
1 324€T MPOBOJIATCS B YCTHOM (pOpME UITH BBITIOJIHSIOTCS B MUCEMEHHOM (pOopMe Ha KOMIIBIOTEPE.

o IUIsl TIYXUX W CIaOOCHBINIANNX: JISKIIUH O(QOPMIIIOTCS B BHJIE SJCKTPOHHOTO JIOKYMEHTA,
aub0  TpenocTaBisieTCs  3BYKOYCHUJIMBAIOUIasl — ammaparypa MHIMBUIYaJbHOTO  I0JIb30BAHMUS,
MMMCbMEHHBIC 33JJaHUSl BBIOJHSIOTCS HAa KOMITBIOTEPE B MHUCBMEHHOH (opme; dk3aMeH W 3a4éT
MIPOBOASATCS B MUCbMEHHOM (JOpME Ha KOMITBIOTEPE; BO3MOXKHO MPOBEIEHUE B (POPME TECTUPOBAHMUSL.

o [UIsl JIMI[ C HapyUICHUSIMH OIOPHO-IBHUraTEeNIbHOTO amnmapara: JeKUUHu OQOpMIIAIOTCS B BUIE
3JEKTPOHHOTO JIOKYMEHTA, JOCTYIMHOTO C TIOMOIIbIO KOMIIBIOTEPA €O CHEHUATU3UPOBAHHBIM
MPOrpaMMHBIM ~ OOECI€YeHHEM; TMHCbMEHHbIE 3aJaHMsl BBINOJHSIOTCS HA KOMIIBIOTEpPE CO
CHETMATM3UPOBAHHBIM IPOTPAMMHBIM 00€CIICYeHUEM; dK3aMeH U 3a4€T MPOBOAATCS B YCTHOU (hopMme
WJIH BBITIOJIHSAIOTCS B MUCBMEHHOM (popMe Ha KOMIIBIOTEpE.

[Ipu HE0OXOMUMOCTH MPEAYCMaTPUBACTCS YBEIMYCHUE BPEMEHH JIJIsl TIOATOTOBKH OTBETA.

[Ipouenypa mpoBeaeHUsS MPOMEKYTOUHOM aTTECTAUU AJIsi OOydYaIOIUXCSl yCTaHABIUBACTCS C
Y4€TOM WX MHIUBUIYAJTbHBIX MCUX0(U3HUECKHX 0COOCHHOCTEH. [IpoMeKyTouHast arTecTaius MOXKET
MIPOBOJIUTHCS B HECKOJIBKO ITAIOB.

[Ipu mnpoBeaeHuU mpolenAyphl OLEHUBAHUS PE3YJBTATOB OOyUYEHMs] MpeayCcMaTpHUBACTCs
UCIOJIb30BAaHUE TEXHUYECKUX CPENICTB, HEOOXOAMMBIX B CBSI3M C MHIUBUIYaJIbHBIMU OCOOEHHOCTAMU
oOy4arormmxcsi. OTH CpEACTBA MOTYT OBITh MPEAOCTABICHBI YHUBEPCHTETOM, WJIH MOTYT
HCIONIb30BaThCsl COOCTBEHHBIE TEXHUUECKHE CPEJICTBA.

[IpoBenenne mporenypsl OLICHUBAHUSI PE3YJIBTAaTOB OOYUYECHHS JTOMYCKACTCSl C MCIIOJIb30BAaHUEM
JUCTAHIIMOHHBIX 00Pa30BaTeNbHBIX TEXHOJIOTUH.

ObecnieunBaeTcst 10CcTyll K HH(GOPMAlMOHHBIM M OMOIMOrpapuueckuM pecypcaMm B CETH
WuTepHer 1 kKaxaoro odydvaromerocs B (opMax, aaiTHPOBAHHBIX K OTPAHUYEHUSIM UX 3[0POBBS U
BOCIIPUSATHS UHPOPMAIIUU:

e UIsl CIENBbIX W CHA0OBUIANIMX: B IE€YAaTHOM ¢opMme yBEIWYEHHBIM LIPUPTOM, B (opme
ANEKTPOHHOTO JOKYMEHTa, B popme ayaunodaiina.

® /ISl TIIyXUX U CcIa0O0CIBIIANINX: B IEYaTHOH Gopme, B popMe SIEKTPOHHOTO TOKYMEHTA.

e 111 00y4aIONIUXCsl ¢ HAPYUICHUSIMU OMOPHO-ABUTaTENILHOTO afrmapara: B Ie4aTHoil gopme, B
(hopme 2IEeKTPOHHOTO JOKYMEHTa, B popMme aynuodaiina.

VY4eOHble aynIUTOpUU AJIsi BCEX BHJIOB KOHTAKTHOW M CaMOCTOSTEIbHOW paboThl, HaydHas
OMOIMOTEKa W WHBIE TIOMENIEHUS [JIi OOYyYEeHHsS OCHAIEHBI CHEIUATBHBIM O0OpYJAOBaHHEM U
y4eOHBIMU MECTaMH ¢ TEXHHUYECKUMU CPEJICTBAMU O0yUEHUS:

® ISl CIIENBIX U CJIIA0OBHSIIUX: YCTPOUCTBOM JJIsi CKAHUPOBAHMS M UTEHUs ¢ Kamepoir SARA
CE; nucruteem bpaiina PAC Mate 20; npuarepom bpaitis EmBraille ViewPlus;

oIl TUIyXUX M CJIa0OCHBIIIANINX: aBTOMATH3UPOBAHHBIM pPabOYMM MECTOM JUIsl JIFOAEH C
HapyIICHUEM CITyXa U CIa00CTBIMANINX; aKYCTUIECKUN YCUITUTENb U KOJIOHKU;

oI OOYyYAlOIIMXCS C HAPYIICHUSIMHU OIMOPHO-JABUTATEIILHOTO ammapara: TMepeIBIKHBIMU,
perynupyeMbiMu dproHomudeckumu napramu CH-1; KOMOBIOTEPHON TEXHUKOW CO CHEIMAbHBIM
MIPOrpaMMHBIM 00ecTIeYeHUEM.

9. Metoanyeckue MaTepHAJIbI
9.1 Mnanbl 1a00pPATOPHBIX 3AHATHI

TEMAL. (4 1) 3AKOHOIATEJIbHAS PEIVIAMEHTALMS JOKYMEHTHPOBAHNSI
KAJJIPOBOU JEATEJIBHOCTU B P®
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3AJIAHMSL.

1. TIpoananmmsupyiite TpymoBoit konexkc Poccwmiickoii denepanuu U ompeaenuTe TpeOOBaHUS K
cocTaBy 1 0()OPMIICHHUIO JOKYMEHTOB, PETrJIaMEHTUPYIOIIUX TPYI0OBbIE OTHOIICHHUS.

2. Ilpoananusupyiite TpynoBoi konekc Poccwuiickoit @enepanuu U onpeaenure TpeOOBaHUA K
(YHKIHSAM KaJIpOBOM CITy>KOBI.

YKA3AHU 10 BBITIOJITHEHUIO 3AJTAHUN

1. Usyuute TpynoBoil KojeKC U BBISICHUTE, KAKUMH JOKYMEHTaMH MPEIyCMOTpPEeHO odopmiieHuE
IpueMa, IEepeBOAa, YBOJbHEHHWS, KOMAaHIUPOBAHMS, JUCLUIUIMHAPHOIO  B3bICKAHUS U
MpeIoCTaBlIeHUs OTIycka paboTHHKaM. CocTaB TIOKyMEHTOB (PUKCUPYETCS M0 KaKJI0W OTIEIbHOMN
npouenype. OOparure BHHMMaHHE HA CpPOKHM IIOJTOTOBKM JIOKYMEHTOB, YCTAHOBIJIEHHBIE
3aKOHOAATEIBHO.

PesynbTarel 3agaHust MOTYT OBITh PEACTABICHBI B BUJIE TAOHIIBL:

IIpouenypa Buasbi Homep | Cpoku, Coaepixanue,
JIOKYMEHTOB CTATbH | CBAI3aHHbIE ¢ | ohopmiIeHHe
AOKYMEHTOM

[Ipuem Ha paboTty

IlepeBon

IIpenocrasiienne
OTITyCKa

[Tooupenue

HI/ICHI/IHHI/IHapHOC
B3bICKaAHHC

KOMaHI[I/II)OBaHI/Ie

YBonbHEHUE

2. Wzyuure TpynoBoil Komekc U oOIpenenuTe OO0S3aHHOCTU pPaboTojaTeNss MO OTHOILEHHIO K
paboOTHUKY, KOTOpble ycTaHOBJIEeHbI B Kojekce Mmpu BO3SHMKHOBEHMM TPYAOBBIX OTHouIeHWi. Ha
3TOM OCHOBE COCTaBbTE MEpeueHb (PYHKIMMN, BHIOIHIEMbIX KaAPOBOH CIIyxkO00ii.

KOHTPOJIBHBIE BOITPOCEHI.

1. TlepeuncnuTh OCHOBHBIE BHIBI JOKYMEHTOB, HCIIOJB3YyEMbIE ISl IOKYMEHTHPOBAHUS TPYAOBBIX
OTHOILIEHHUH, YCTAHOBJIEHHBIX B TPYJAOBOM 3aKOHOATEIbCTBE.

2. Ha3zoBwure THIOBBIEC (GYHKIINN KAJAPOBOH CITYKOBI.

NCTOYHUKU

TpymoBoit komekc Poccuiickoit ®eneparun ot 30.12.2001 Ne 197-®3. Ilpunsr
INocynapcrsennoit Iymoit 21 nexabps 2001r. (B pea. ot 29.12.2010) // [DnexkrponHnslii pecype]. — M.,
2019. — Pexxum gocrtyma:http://www.consultant.ru.

JIMTEPATYPA

Abynanze, /1. I'. lokymeHTarmoHHOE o0ecredeHre yIpaBaeHHs IEPCOHATIOM ;| YUEOHHUK U
MPaKTUKYM JJIs akagemuueckoro Oakanaspuara / 1. I'. AGynanze, . b. Boinpsokkuna, B. M.
MacnoBa. — Mocksa : U3narensctBo FOpaiit, 2019. — 299 ¢. — (bakanaBp. AxkageMHU4ecKHii Kypc).
— ISBN 978-5-534-00875-3. — Tekcrt : anexrponnsiii / DBC KOpaiT [caiiT]. — URL:
https://urait.ru/bcode/433411 (nara oopamenus: 30.11.2019).
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Kanposoe nemonpousBoactBo: HaunHaem ¢ Hymns. Ayaut cBoumu cuiamu / M.B. XKypasnesa,
M.B. XKypasnesa. - 2-e u3n. - Mocksa : HUL[ UHOPA-M, 2014. - 184 c.: 60x88 1/16 + ( Jom. mar.
znanium.com). - (ITpocro, kpaTko, O6bICTpO). (0) ISBN 978-5-16-008986-7 - TeKCT : 3JIEKTPOHHBIN. -
URL: https://new.znanium.com/catalog/product/417566 (nara o6pamenus: 30.11.2019)

[MTaBnoBckas, O. lO. IlpaBoBoe oOecreyeHHe KaJIpoBOTO EIOMPOHM3BOJCTBA : Yy4yeOHOE
nocodbue mia By3oB / O. FO. [laBnoBckas. — Mocksa : MU3garensctBo HOpaiit, 2019. — 213 ¢. —
(Breictiee oOpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : snextponssiii / DbC FOpait
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara oopamenus: 30.11.2019).

MarepunanbHO-TeXHHYECKOe o0ecrieyeHue 3aHATHS:
1.TpynoBoii koxnexc P®.

TEMA 2. (4 u.) PABPABOTKA OPTAHM3AILIMOHHBIX JOKYMEHTOB B KAJIPOBOI1
CJIYXBE

3ATAHUS

1. Ilpoananuzupyiite opranusanuio padotsl ¢ kagpamu B 3AO “Beimmen’.
2. Paspa6otaiite [lomoxxenue 06 ornene kaapos 3A0 “Beivmen”
3. PazpabotaiiTe TOMKHOCTHYIO HHCTPYKIUIO JIJIsl OTHOTO U3 COTPYTHHKOB KaJPOBOMU CITY>KOBI

YKA3AHMNA 110 BBIIIOJIHEHUIO 3ATAHUA

1. Ilpoananusupyiite Kommiekc AokymMeHTOB 3AO “BwiMnen”, BbIABISASA €ro CTpPyKTypy,
YHCJICHHOCTb, HAINpaBlIeHUs JesTenbHocTH OO0mecTBa U 0COOCHHOCTH OpPraHM3alUU KaJpPOBOH
paboTHI.

2. Ha ocHoBe KBanmM(UKAMOHHOW XapaKTEPUCTUKU PYKOBOIUTENS KaapoBoi ciyxObl, YCOPJ,
TpynoBoro komekca u TpeOOBaHHI MHBIX HOPMATUBHBIX U METOAMYECKHUX JOKYMEHTOB
pazpabotaiite u opopmute npoekt [lomoxenus 06 otaene kaapoB 3A0 “Beimmen”.

3. Ha ocHoBe kBanmu(UKAIMOHHBIX XapaKTEPUCTHUK pPAOOTHUKOB KaJpoBoi ciyxOb, YCOP]]
pa3zpaboTaiiTe MPOEKT MOKHOCTHON MHCTPYKIIMHM OJHOTO M3 COTPYIHUKOB oTnena kaapoB 3A0
“BpiMmien” 1 0pOpMHUTE €ro B COOTBETCTBUU C YCTaHOBIEHHBIMHU TPEOOBaHUSAMU.

KOHTPOJIBHBIE BOITPOCHI

=

[lepeuncnure 3a1aun ¥ GYHKIMN KaAPOBOM CITyKOBI.

Kaxue nokyMeHTBI peryiaMeHTUPYIOT paboTy ¢ IEpCOHAIOM OpraHU3aluu?

3. Ha ocHOoBe, Kakux JOKYMEHTOB pa3padaTbIBalOTCS IMOJOXKEHHE O KaJpoBOH ciyxbe u
JOJKHOCTHBIE MHCTPYKIUU €€ COTPYAHUKOB?

KakoBa cTpykTypa TEKCTOB MOJIOKEHUS O KaApOBOH CIy»k0€e M JOHKHOCTHOW MHCTPYKIMU?

Korga nonoxxenue o kazapoBoii ciayk0e mpuoOperaer wopunuyeckyto cuiny? Korga ono tpedyer
nepepadoTku?

6. Ilepeuncnure obmue TpeOOBaHMS K 0(OPMIICHHIO OPTaHU3aIMOHHBIX JJOKYMEHTOB.

N

ok~

NCTOYHHUKHU

TpynoBoit komekc Poccuiickoit @enepanuu ot 30.12.2001 Ne 197-@3. Ilpunsar
I'ocynapcrennoit Jymoit 21 nexadps 2001r. (B pen. ot 29.12.2010) // [DnexTponHslil pecypc]. — M.,
2019. — Pexxum gocrtyma:http://www.consultant.ru.

YHuduumupoanHas cucreMa OpraHu3alMOHHO-PACTIOPAIUTEIBHOM JOKYMEHTAIUH.
VYHudunupoBanubie GOpMbl, HHCTPYKIIMU U METOJAMYECKHE MaTepHallbl IO UX MpuMeHeHuto. M.1982
/'l [9nexrponHslii pecype]. — M., 2019. — Pexxum goctyma:http://www.consultant.ru.
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KBanudukanmoHHbI CIPAaBOYHUK JTOJDKHOCTEH PYKOBOJMTENEH, CIICIIUATUCTOB U CIYKaIlUX.
M., 2002// Il [Inextponnsiii pecypc]. — M., 2019. — Pexxum nocryna:http://www.consultant.ru.

JIMTEPATYPA

I'moroa C.A. IlpodeccrnoHanbHBIN CTaHIAPT CIECNHAINCTA MO YIPABJICHUIO TIEPCOHATIOM B
NEeSTEIbHOCTH KaJApPOBOW CIYKOBI [DneKTpoHHBI pecypc| / I'moroBa CBernana AnexcanaposHa; C.
A.T'motoBa // YmpapieHue NOKyMEHTAllMCH: MPOILIOE, Hacrosmiee, Oyaymee : marepuansl I1-ei
MexnyHap. Hayd.-ipakT. KoH(., mocesml. nmamsata npod. T. B. Kysnenosoii, Mocksa, PITY, 23-24
mapta 2017 r. / M-Bo oOpa3oBanus u Hayku Poc. @eneparuu, denep. roc. OI0HKET. YUPEKI. BBICIIL.
obpazoBanust "Poc. roc. rymanurtapueiii yH-T", Hcrt.-apx. uH-T, Dak. JAOKyMEHTOBEICHHS U
TEXHOTPOHHBIX apx., Kad. nokymeHnToBenenus. - Mocksa : Tepmuka.py, 2017. - C. 451-457. - Pexxum
noctyna : http://elib.lib.rsuh.ru/elib/000013004.

Kykapuna FO.M. CoBpemeHHbIE OpraHu3allMOHHbIE U pErjiaMeHTHbIC JOKYMEHTHI: QYHKIUU U
pasHoBugHocTH // Becthuk PITY. 2016. Ne2. [DnexTponnslii pecype]. — M., 2019. — Pexxum poctyna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik _daizi%202(4)-16.pdf.

[TaBnoBckas, O. HO. IlpaBoBoe oOecmedeHre KaapoOBOrO JIEIOMPOU3BOJICTBA : YydueOHOE
nocobue g By3oB / O. HO. IlaBnoBckas. — Mocksa : M3garensctBo FOpaiit, 2019. — 213 ¢. —
(Beicmee obOpaszoBanue). — ISBN 978-5-534-11565-9. — Tekct : anekrponnsii // OBC HOpaiir
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara oopamenus: 30.11.2019).

MaTepI/IaJIbHO-TeXHPl'—IeCKOE o0ecrneyeHue 3aHATHS:

Tpynosoii konexkec PO

YCOP/J

KBanudukaoHHble XapaKTepUCTUKU paOOTHUKOB KaJApPOBOM CITy»KObI
Kommnext nokymentos 3A0 “Beimmen”

el A

TEMBI 3-7 (10 u.). JOKYMEHTUPOBAHME KAJIPOBO1 JESITEJABHOCTHU
3AJJAHUS:

1. M3yunTe 3aKkoHOAATENbHBIE TPEOOBAHUSA K COAEPKAHUIO U OQOPMIICHUIO TPYJIOBOrO JOrOBOpA.
[ToaroToBbTE MPOEKTHI JOKYMEHTOB 110 IIPUEMY Ha paboTYy.

2. [loaroroBbTe MPOEKTHI JOKYMEHTOB IO NEPEBOAY Ha JIPYTryio paboTy.

3.IloarotoBbTe MNPOEKTHl JOKYMEHTOB O TPEAOCTaBICHUM OTIIyCKa, IPOEKTHl JOKYMEHTOB O
KOMaHAUPOBAaHUH paOOTHUKA

4.IlonroToBbTE€ MPOEKTHI JOKYMEHTOB O MOOIIPEHUH PAOOTHMKA M MPOEKTHl JIOKYMEHTOB O
BBIHECEHUH JUCIUIUIMHAPHOTO B3bICKAHUS.

5.IToaroToBbTE MPOEKTHI JOKYMEHTOB 00 U3MEHEHNHU (haMUIINU PAOOTHUKA U MPOEKTHI JOKYMEHTOB O
PacTOp:KEeHUHU TPYAOBOIO I0rOBOPA.

YKA3AHWS 10 BBINTOJIHEHUIO 3AJTAHUI

1. Ha ocHoBe MarepuanoB Jel0BOMl WIrpbl (CIpaBOYHbIE JaHHBIE O PAOOTHHKE) M TpeOoBaHUI
TpynoBoro kojekca HOATOTOBUTH TPYIOBOW JIOTOBOP C pabOOTHUKOM, OGOpMHUTE NPHKA3 O
npueMe paboTHHMKAa Ha paldoTy (CTYIEHTbI MOTYT COCTaBUTh MpPHKa3 IO OOHIMM MpaBUiamM
oopmiIeHHs TPUKA30B MM BOCHOJb30BATHCS YHUHIMpOBaHHONH ¢opmoit T-1). 3amonHuTh
JInunyto kapTouky padbotHuka (popmy T-2.) OnpenenuTs cocTaB TOKyMEHTOB, UCIIOIb3YyEMbIX U
CO3JIaHHBIX MIPU IIpUEMe Ha paboTy, KOTOpbIe (POPMUPYIOTCS B IMYHOE AET0 PAOOTHUKA.

2. Hcmonp3ys MaTepuallbl JEIOBOW WIPHI (CIpaBOYHBIE JaHHBIE O pAOOTHHWKE) W YUYHUTHIBas
TpeboBanusi TpynoBoro kojekca O(GOPMHUTH MEpPeBOJ]] pabOTHHKA (10 €ro MHHUIMATHBE H IO
WHUIMATHUBE PYKOBOJUTENS CTPYKTYpHOTO TMOJpa3/eleHus]) Ha Jpyrylo paboTy B TOH ke


http://www.consultant.ru/
http://elib.lib.rsuh.ru/elib/000013004
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opranu3aiuu. COCTaBUTh 3asBJICHUE, IPEJCTABICHHE, YBEJOMJIEHHE M OQOPMHUTH IpPHUKa3 O
nepeBojie pabOTHHKA Ha JPYrylo pabory (mo oOmuM mpaBuiaM O(OpMIICHHS NPUKA30B HIU
BOCIIOJIB30BaThCs yHU(UIMpoBaHHOH dopmoiri T-5). BHectn nannbie B JIMuHyr0 KapTOuKy
pabotHuka (dpopmy T-2.) Onpenenutb cOCTaB JOKYMEHTOB, MCIIOJIb3YEMbIX M CO3JaHHBIX PU
IepeBoJie Ha JPYryro padoTy, KOTOpble (OPMUPYIOTCS B IMYHOE J€J10 PaOOTHHUKA.

3. Hcxonms w3 MaTepualioB JeNOBOM HWIphl (CIIpaBOYHbIE JaHHBIE O pabOTHHKE) , O(GOPMUTH
©XKErofHbII OYepeHON OIIauMBaeMblil OTIYCK M OTIYCK 0e3 cOoXpaHEeHUs 3apabOTHOW IUIATHI.
CocraBuTh TpaduK OTIYCKOB, O(GOPMHUTH TNPHUKA3 O MPEJOCTaBICHUH OTHycKa (10 OO0ImuM
npaBmwiaM O(GOPMIICHHs NPUKA30B WM BOCIOJIb30BaThCs yHUGHIUpoBaHHOW (opmoii T-6) .
Buectu nannbie B JInuHyto kapTouky padotHuka (popmy T-2.).

Hcnonb3ysa Marepuaisl 1€710BOM UIPhl (CIIPAaBOYHbIE JAHHBIE O PAOOTHUKE) NOArOTOBUTH MIPHUKA3
0 HampaBJeHUH PabOTHUKA B KOMAHJUPOBKY (10 OOUIMM IpaBuiaM O(OPMIICHUS MPUKA30B MU
BOCITIOJIb30BaThCsl YHH(DHIIUPOBAaHHOMN Gopmoii T-9).

4. Vcnonp3ys MaTepuaibl IeI0BOM UTPHI (CIIPaBOYHBIC JaHHBIC O paOOTHUKE), O(OPMHUTH MPUKA3 O
HOOIIPEHUH paboTHHKA (IO OOmMM IpaBUiIaM OQOPMIIEHHS MPHUKA30B WM BOCIOJIb30BATHCS
yauduuupoBanHoit popmoit T-9). BHectn gannbie 0 nmoompeHnu B JINUHY0 KapTOUKy pabOTHUKA
(popmy T-2.). Onpenenutb cocTaB JOKYMEHTOB, UCIOIb3yEMBIX IIPU O(OPMIIEHUH HOOIPEHUS,
KOTOpBIe (POPMUPYIOTCS B TMYHOE /IO paOOTHHKA.

Ha ocHoBaHMHM MaTepuanoB [JEJIOBOM WIPbl COCTaBUTb OOBSICHUTEIBHYIO 3alHCKy O
JUCHUATUTMHAPHOM TPOCTYIKE, AOKIAJHYIO 3allUCKy O HApyUIeHWH TPYIOBOH IHCUIUIUIAHBL,
IPUKa3 O HAJIOXKEHUH JTUCLMIITIMHAPHOIO B3bICKaHMUS.

5. MHcrnonb3yss Mmarepuanbl JAeIOBOM UIpbl (CHOpaBOYHbIE JlaHHBIE O pabOTHUKE) O(OPMUTH
IpeKpalleHle TPYI0BOro JOroBopa Mo MHULMATHBE paOOTHMKA, 10 MHUIMATUBE paboTolaTens,
o OOCTOSITENILCTBAM, HE 3aBHCALIMM OT BOJU CTOpOH. OmpenenuTh COCTaB JOKYMEHTOB,
KOTOpbIMH oopmisiercs kaxnass curyauus. OQopMuTh Npuka3 o NpeKpalleHUuH AeHCTBUS
TPYAOBOTO J0TOBOpa (1Mo oOmmM mpaBmwiaM O(GOpMIICHHS TNPHUKA30B WM BOCIHOJIB30BATHCS
yHuuuupoBanHoi ¢opmoit T-8). Buectu nanHble 00 yBOJbHEHUM B JIMUHYIO KapTOUKY
paborauka (popmy T-2.). OmpenenuTs cOCTaB JOKYMEHTOB, HCIIOIB3YyEMBIX MPU OGOPMIICHHH
YBOJIbHEHUS, KOTOpBIE (OPMHUPYIOTCS B JINYHOE J1E]I0 pabOTHHUKA.

CocraBbTe TPOEKT TMpUKaza 00 M3MEHEHUH (aMHIINH, NMPUBEIUTE BO3MOXKHBIE OCHOBAaHHS IS
U3JJaHUS TAKOTO IIPUKa3a.

KOHTPOJIBHBIE BOITPOCHI:

=

Bolgenure oCHOBHBIE JOKYMEHTUPYEMBIE 3a/1a4K KaJpOBOU JESITEIbHOCTH.

2. OxapakTepusyilTe CTPYKTypy TEKCTa TpPYAOBOTO JIOTOBOpA, IEPEUUCIUTE CYIIECTBEHHBIE

II0JIO’KEHHS TPYJOBOIO JJOrOBOpA.

SBnstoTcs M yHUPUIMPOBaHHbBIE (POPMBI 00SI3aTEIBHBIMU ?

4. Ha ocHOBe TpeOOBaHMI K TpPyIOBOMY JIOTOBOPY, OIpPEACIUTh TMOPSIIOK OQOPMIICHHS
JIOTIOJIHUTEIBHOTO corjamieHus (I3MEeHEHHs! K TPYI0BOMY JOTOBOPY).

5. Kakumu TpebGoBaHUAMHU JT0JKHA PYKOBOJCTBYETCS KaJpoBast Ciyx0a mpu opOpMICHUN MPUKA30B

B TEKCTOBOM popme?

w

NCTOYHHUKHU

Tpynosoii koaekc Poccuiickoit @enepauuu. [Ipunsart ['ocynapctennoit Jlymoit 21 nexadps
200lr. . ( ¢ wmm. u gom.) // [OnexkTponHblii  pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

YHuduuupoanHsie (opMbl NEPBUYHON YYETHOM JOKYMEHTALMHU MO Y4yeTy Tpyla U ero
OTLJIATHI. 4.1. M.,2004// // [DOnektponnsiii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.
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Ob6mepoccuiickuii  kmaccudukarop mpodeccuit pabouux, MAOKHOCTEH ClyXKalux |
tapudubix paspsaoB OK 016-94. M.: Muntpyn Poccun, 1995. //// [Dnextponnsiii pecypc]. — M.,
2019. — Pexxum gocryma:http://www.consultant.ru.

Oo6mepoccuiickuii knaccupukarop uHpopmanuu o Hacenennun OK 018-95. M.: Muntpya
Poccuu, 1996 //// [Dnextponusiii pecypc]. — M., 2019. — Pexxum goctyna:http://www.consultant.ru.

Oobmepoccuiickuii  knaccupukarop ympasieHdeckoir moxkymentamuu OK 011-93. M. :
l'occranmapr Poccun, 1994 /I [DnekTpoHHBIi pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

O6mepoccuiickuii kiaccudukarop crenuaabHocTed 1mo oopazoanuto OK 009-93. M. :
loccranmapr  Poccum, 1995 ////  [Dnextponmbiii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

JIMTEPATYPA

Abynanze, /. I'. JlokyMeHTaIIMOHHOE OOecleYeHre YIpaBIeHUs MEPCOHAIOM : Y4eOHHK U
MPaKTUKYM JUIs akajgemudeckoro OakamaBpuwara / JI. I'. AGymanze, M. b. Bwmpsokkuna, B. M.
MacnoBa. — Mocksa : U3parensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AkaeMUYeCKUd Kypc).
— ISBN 978-5-534-00875-3. — Tekct : oanektponnsii // ObC HOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2019).

KanpoBoe nenonpousBoactso: Haunnaem ¢ nymnst. Ayaut ceoumu cunamu / M.B. XKypasnesa,
M.B. XKypasnesa. - 2-e u3a. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16 + ( Hdom. mar.
znanium.com). - (TIpocto, kpatko, 6bicTpo). (0) ISBN 978-5-16-008986-7 - TekcT : 3JIEKTPOHHBIN. -
URL: https://new.znanium.com/catalog/product/417566 (nara obparienus: 30.11.2019)

MartepuaibHO-TEXHHYECKOE o0ecriedeHne 3aHATHS:

Tpynosoii konekc PO.

YHupuuupoBaHHble POPMBI IEPBUYHON YUETHOM JOKYMEHTALIUH.

Marepuansl AeOBOM WIPHI, COAEpIKaIlMe CIPABOYHBIA JAaHHBIE O pabOTHHKE, MHPOPMALHUIO O €ro
TPYZLOBOM JESITEIBHOCTH.

O61epoccuiickue Kiaccu(puKaTopsl.

Tema 8 (2 u.) TPYAOBASA KHU/KKA

3AJJAHUA

1. IIpoanamusupoBatb TpynoBoii konekc PO, IlpaBuna BeaeHUs U XpaHEHUs TPYIOBBIX KHIDKEK,
MHCTPYKLHIO 110 3allOJIHEHUIO TPYJ0BOM KHMKKHU. BBISICHUTH mpaBuia 3aBeJeHUS] U MOPSAIOK
BEJICHUS TPYIOBBIX KHUXKEK.

2. 3amonHUTH OJaHK TPYAOBOW KHUKKHU CBECHUSIMUA O pabOTE U YBOJIHHEHUH.

3. IIpoananu3upoBaTh MpeUIOKEHHBIE KOMMU TPYJIOBBIX KHUXKEK, OOBSCHUTh OIIMOKH B
0hOpMIIEHUU U BEJICHUH.

4. 3apeructpupoBarh 0HOPMIECHHYIO TPYJOBYIO KHIKKY.

YKA3AHU 10 BBITIOJITHEHUIO 3AJTAHUN

1. Uzyunts Tpynosoit komekc P®, IlpaBuiia BemeHus W XpaHEHHUsS TPYIOBBIX KHIKEK,
WHCTPYKIHUIO TI0 3aIIOJHEHUIO TPYIOBBIX KHUKEK .
YcTaHOBUTH:
-3aKOHOJIaTENIbHBIE M HOPMAaTHBHBIE IIOJOKEHHS O CTaTyce TPYJIOBOM KHUXKKE, TMOpSIKE ee
oopmieHusT U BEICHUS;
- HOPMAaTHBHbIE TPEOOBaHUSA O TyOJIUKaTe TPYAOBOM KHIKKY;
- HOpMaTHUBHbIE TPEOOBAHUS O BKJIAJBIIIE K TPYAOBOM KHUXKKE.
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2. Hcrmonp3ysi TpenyioOKCHHBICE MaTepHalbl JCJIOBOM WIPHl M MaTepualibl 3aHATHH O
AOKYMCHTHPOBAHUHN TIIpUCMa, IMCPCBOJAA, YBOJIbHCHHA BHCCTHU COOTBCTCTBYIOINHC 3allCH B
TPYJIOBYIO KHUXKKY.

3. U3yunTh mnpemiokeHHbIE KOMUHM TPYIOBBIX KHU)KEK, BBIIBUTH OIIUOKH B OQOPMIICHHH H
UCIPABIICHUSAX HA TUTYJIHHOM JIUCTE, B pazzaeine «CBeaeHus o paborey.

KOHTPOJIBHBIE BOITPOCDI

1. B kakoii cpok AoymKHA ObITH 3aBelieHa TPYJOBasi KHIKKA MPH MOCTYIJICHUH pabOoTHHKA Ha padoTy
BIIEpBBIE?

2. B xakux cimyyasix KaJapoBas ciay>k0a HMeeT MpaBo BbIIATh AyOJIUKAT TPYIOBON KHUKKU?

3.B kakoii cpok mocine yBoJbHeHUS paOOTHUKY BBIIACTCS TPYA0Basi KHIKKA?

4. Kak odopmirsieTcs BbI1aua BKJIAJIbIINIA K TPYJIOBOM KHUXKKE?

5. Kakoe cTpykTypHOE 1Mopa3ieiieHiue OpraHnu3aluy XpaHUT OJaHKU TPYIOBBIX KHUKEK U BKJIAbIIIEH
K HUM?

6.Kak ncnpaButh ommoOKu, 0OHapyKEHHBIE HA TUTYJIHBHOM JIUCTE TPYIOBON KHMKKH?

7.Kak ucnpaButh ommOKu, 0OHapy>KEHHbIE B 3alI0JTHEHUH pa3fena «CBefaeHus o pabotex»?

NCTOYHUKU

Tpynosoii konekc Poccuiickoit ®enepaunu. Ilpunsar rocynapcrsennoit lymoit 21 nexadps
2001r. // [DnexTponubIit pecypc]. — M., 2019. — Pesxxum noctymna:http://www.consultant.ru.

[TpaBuiia BefeHust U XpaHeHUs TPyAoBbIX KHIDKEK. (yTB.IlocTanoBnenuem IlpaBurtenbcTBa
P® or 16 ampens 2003 r. Ne 225 // [OnektponHslii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

WHCTpyKILIKA 110 3aM0JHEHUIO TPYAOBBIX KHIDKEK (yTB. [locTaHOBNIEeHMEM MuHKCTEpCTBA TpyIa

u conuanpbHoro passutus Poccuiickoit ®enepanuu ot 10 okxts6ps 2003r.). 3apeructpupoBaHa
MunuctepctBoM toctuniuu Poccuiickoit ®enepaunu 11 Hoa6ps 2003 1. No 5219. // [DnekTpoHHBII
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

JIMTEPATYPA

I'moroBa C.A. TeHaeHIMM pa3BUTHUS KaJApPOBOTO JIEJIONPOU3BOJACTBA B paMKax
nporpammbl "L{udposas sxoHomuka" [DnekTpoHHBI pecypc]| / I'morosa CBeTiiana AjeKcaHIpPOBHA,
Cgernana A. ['morosa // YnipaBnenue JoKyMeHTaMu B UG poBoi s3xkoHOMuKe. - Mocksa : PITY, 2019.
- C. 98-103. - Pexxum noctyma : http://elib.lib.rsuh.ru/elib/000013245.

Kanposoe nenonpousBoactBo: Haunnaem ¢ Hyns. Ayaut ceoumu cuiamu / V.B. XKypasnesa,
M.B. XKypasnesa. - 2-e u3a. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16 + ( Hom. mar.
znanium.com). - (ITpocto, kpartko, 6bicTpo). (0) ISBN 978-5-16-008986-7 - TekcT : NIEKTPOHHBIN. -
URL: https://new.znanium.com/catalog/product/417566 (nara obpamenus: 30.11.2019)

[TaBmoBckas, O. 1O. IlpaBoBoe oOecreueHue KaapoBOTO JEIOMPOU3BOJACTBA : YueOHOE
nocodbue g By3oB / O. FO. [laBnoBckas. — Mocksa : MU3garensctBo HOpaiit, 2019. — 213 ¢. —
(Beicmee obOpaszoBanme). — ISBN 978-5-534-11565-9. — Tekct : anekrponusii // OBC HOpaiir
[caiit]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

MarepnanbHO-TeXHHYECKOe o0ecredeHne 3aHATHSA:
HNHcTpyKIus 110 3aII0JHEHUIO TPYIOBBIX KHUKEK
[IpaBuia BeneHUs U XpaHEHMS TPYAOBBIX KHHKEK

brnanky TpyAOBBIX KHMKEK
[Ipumeps! 3aN0IHEHHBIX TPYJOBBIX (KHMKEK C OIIMOKAMH)

Tema 9 (2 4.) CHCTEMATHU3AIIAA JOKYMEHTOB KAJIPOBOM CJIYXKBBI.
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3AJIAHUSA

=

[Tpoananu3upyiite HOMEHKIATYPY 1€l KaapoBoi ciyx0b1 3A0 “Brimnen”.

2. CocraBpTe MPOEKT HOMEHKIATYpbl Aen oTaena kaapoB 3A0 “Beimnen” Ha chneayrommi
KaQJICHJIapHBIN IOJI.

3. Ilpoananusupyiite TpeOoBaHHME 3aKOHOJATEIbHBIX M HOPMATHBHBIX JOKYMEHTOB K COCTaBY
JIOKYMEHTOB JINYHOTO JIelIa.

4, Cdopmupyiite nuuHoe aeno corpyaHuka 3A0 “Beimmen” m cocTaBbTe BHYTPEHHIOIO OIUCH

JIOKYMEHTOB JINYHOTO JIelIa.

YKA3AHV 10 BBIIIOJIHEHUIO 3AJIAHUI

1. C yuerom TpeOoBaHMN HOPMATHUBHBIX JOKYMEHTOB MPOAHATM3HPYHTE HOMEHKIATypy nen 3A0
“BpiMIien”, ompenensis €€ BHJ, KIACCU(DUKAIMOHHYIO CXeMy, OCOOCHHOCTH (OPMYITHPOBAHHS
3arojIOBKOB, MCTOYHMKM U IIPaBUJIBHOCTb YCTAHOBJIEHHS CPOKOB XpaHeHus. Ornpenenure
MepPexXOoIAIIHe Jieja, BKIIOUEHHBIE B 3Ty HOMEHKJIATYPY.

2. Ha ocHoBe TpeboBanuii OCHOBHBIX NpaBUi pabOTHI ApXWBOB OpPraHU3alMid ¥ TUIIOBOTO IEPEYHS
yIpaBJIEHYECKUX JOKYMEHTOB CO CPOKAMU XPAaHEHMsI COCTaBbTE IMPOEKT HOMEHKIATypsl jen 3A0
“BpiMmen” Ha CICAYWOIUNA KaleHmapHbli 1o, Ilpoekr odopmure B COOTBETCTBUU C
YCTaHOBJICHHBIM TOPSIKOM.

3. Wsyuuts Yka3 IIpesunenra PO Va3 Ilpesunenta Poccuiickoit @enepanuu ot 30 mas 2005 r. Ne

609 «O mepcoHaJdbHBIX JAHHBIX TOCYJApPCTBEHHOTO TpaKJaHCKOro ciyxkamero Poccuiickoii

@denepauyu U BeleHUU ero JuyHoro aena» W3yuuts p.8 TumoBoro mnepeyHs ynpaBlIEHYECKUX

JOKYMEHTOB U OMPEENIUTh COCTAaB JOKYMEHTOB JIMYHOTO JieJia paOOTHHKA.

4.Mcrionb3yst TOKYMEHTBI, pa3padOTaHHbIE Ha MPEIbIAYIIUX 3aHATHIX, CHOPMUPYHUTE JIMYHOE JAEJI0

paboTHUKA C y4eTOM YCTaHOBJICHHBIX HOPMAaTUBHBIX TpeOoBaHUU. /(15 chopMHUPOBAHHOTO JIMYHOTO

JieJla COCTaBbT€ BHYTPEHHIOIO OIIUCH IOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. KakoBo Ha3HaYeHHE HOMEHKJIATYPHI JIe] B KaJIpoBOii ciryx0e?

2. KakoBbl TpeOoBaHuS K (DOpMYyJIHMPOBKE 3aroJIOBKOB  JOKYMEHTOB IO JIMYHOMY COCTaBy B
HOMEHKJIaType Jen?

3. Ilepeuncnure cocTaB JOKyMEHTOB JMYHOIO jeja paOOTHUKA; TOCYJApCTBEHHOTO CIIyXKaIlero.

4. Kak onpenenstoTcsi CpOKH XpaHEHHS KaIpOBBIX JOKYMEHTOB?

5. Kakas cinyx0a B opraHu3aluu J0JDKHA pa3padoTaTb HOMEHKIIATYPY /€1 KaJpOBOH CIIy:KObI?

6. Kakue ocoO0eHHOCTH XapaKTepHbI A7 HOMEHKJIATYpPhl JeJ1 KaJpoBOil ciy:K0b1?

NCTOUYHUKHU

Vka3 Ilpesunenta Poccuiickoit ®enepanuu ot 30 mas 2005 r. Ne 609 «O mepcoHambHBIX
JAHHBIX TOCYAAapCTBEHHOIO Tpa)kJaHCKoOro ciyskamero Poccuiickoit denepanuu U BelIeHUM €ro
auyaHoro nenay // [Dnexktponnsiii pecypc]. — M., 2019. — Pexxum moctyma:http://www.consultant.ru.

ITpuka3 Pocapxusa ot 23.12.2009 N 76 "O06 yTBepxaeHud MeToanYeCKUX PEKOMEH Al
mo pa3paboTKe HWHCTPYKIMH IO JAETONMPOU3BOJICTBY B (heAepalibHBIX OpraHax HCIIOIHUTEIFHON
BiacTH"//[DnexTpoHHbIil pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

[lepeyeHb TUTIOBBIX yNPaBIEHYECKUX APXUBHBIX JOKYMEHTOB, 00pa3yONMXCs B MPOIECcCe
JeSITeIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABJICHUS M OpraHu3alui, c
yKa3aHMeM CpokoB xpaHeHus. M., 2010/ [OnextpoHHblii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.
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JIMTEPATYPA

beikoBa T.A. JlokyMeHTallMOHHOE OOECIICUCHHWE YIMpaBJICHUS  (JICIOMPOU3BOICTBO)
[DnexTponHbIi pecypc] : yueoHoe mocodue / T. A. beikoBa, T. B. Ky3nernona. - 2-¢ uza., nepepad. u
nom. - MockBa : HWadpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

MarepuajibHO-TeXHHYECKOe o0ecrieyeHue 3aHATUSA:

MeTtoauueckie peKOMeHAaUuid Mo pa3paboTKe MHCTPYKIIHMM MO JIeJIO0MPOU3BOJICTBY B (pelrepanbHbIX
opraHax MCIOJHUTEIHLHOU BJIACTH.

Kommnext nokymentos 3A0 “Beimmen’.

IlepeyeHb THUIMOBBIX YNPaBIEHYECKUX APXUBHBIX JOKYMEHTOB, OOpa3yIOUIMXCs B Ipolecce
JESITEIbHOCTH T'OCY/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYMPAaBIEHUS U OpraHU3alui, C
yKa3aHHEM CPOKOB XPaHEHMSL.

9.2 MeTtoan4yeckue peKOMeHIalMH 10 MOAr0TOBKEe MUCbMEHHBIX padoT

B paznen BkirodeHbl TpeOOBaHMS K MOJATOTOBKE, COJAEPKAHUIO, U OPOPMIICHUIO MHCbMEHHBIX
paboT TPEeayCMOTPEHHBIX YYeOHBIM IUIAaHOM WM pabodell mporpamMMoi (KypcoBas pabota, 3cce,
pedepar, mokman u T..). Ilpu Hanmuumu kadeapanbHBIX WM (aKyJIbTETCKUX PEKOMEHAALUN IO
MOATOTOBKE IMHUCBMEHHBIX paboT pasmen Bkiatouaercss B PIIJ] mo ycMmoTpenuto mpemnonaBatens -
COCTABUTEIS.

B nansblil pazgen Mbl BKIOYWIN PEKOMEHAAINU K MOATOTOBKE, COJAEPKAHNUI0 U 0(OPMIICHUIO
MUCBMEHHBIX PaboT, MPEeAYyCMOTPEHHBIX y4eOHBIM IUTAaHOM MIIM pabodeil mporpammoi (KypcoBas
pabora, acce, pedepar, mokimag W T.1.). Takum 00pa3oM, PEKOMEHIAIMHM OTPAXKAOT OOIIHe
TpeOoBaHus K MUCbMEHHOU paboTe, TpeOOBaHUs K €€ CO/IePKaHUI0, 00bEeMY U CTPYKTYpE.

[TucemenHas pabota sBisieTcss (GOpMOI OpraHuM3alMi HAy4yHOrOo MaTepuala, OTpa)arollen
JIOTUKY UCCIIEJIOBaHMsI, OOecleynBaroniel eIWHCTBO M B3aUMOCBSI3aHHOCTH BCEX JJIEMEHTOB
conepkanusi. CTpyKTypa MarucTepckoi padoThl JOKHA COOTBETCTBOBATh KPUTEPUSAM LIEJIOCTHOCTH,
CHCTEMHOCTH, CBSI3HOCTH M COpPa3MEPHOCTH (COOTBETCTBUS 0OBeMa (parMeHTa TEKCTa ero Hay4HOMH
€MKOCTH).

[Ipu BbIOOpe Ha3BaHMs pabOTHl CcleAyeT IOMHHMTb, 4YTO OHO JOJDKHO OBITh SICHBIM,
Ooubnuorpauueckd TOYHBIM, COJEPXKATEIBHO OMNPENEIECHHBIM, TMPOOJIEMHBIM, KOMITAKTHBIM |
JUTEpaTypPHBIM.

OO0s3aTeNnbHBIMU  CTPYKTYPHBIMU DJIEMEHTAaMHU IHCbMEHHON pabOThl SBISIOTCS BBEJEHUE,
OCHOBHAs 4aCTh, 3aKJII0OUeHHE U Onbnuorpaduyeckuil CIMCOK/CIMCOK UICTOUHUKOB U JIUTEPATYPHI.

PaboTbl MOryT BBINOJHATBHCS B pa3HbIX *kaHpax. U ciaenyer M3HauaiabHO OMPEAENIUTH 3TOT
xaHp. OIHO €10, eciu TOTOBUTCS Y4yeOHBIH TekcT. OH JOJKEeH NPOJeMOHCTPUPOBATh HAIly
KBaJIM(pUKAIMIO, COOCTBEHHO MCCIIEI0BAaTEIbCKUE PE3YJIbTAThl TaM KeJlaTeIbHbl, HO HE 003aTeNbHBI.
Jlpyroe - ecim pedb MJET O CaMOCTOSTEIbHOM HCCIIeAOBaTeNbCKOM paboTe, koTopas oOpalleHa K
npodeccuonanam. Tperbe - eciau Mbl 3aAyMajd TaK Ha3bIBa€MbIM Hay4YHO-TIOMYJISIPHBINA TEKCT,
KOTOPBIN apecoBaH He TOJBKO NMpodhecCHOHAIbHON, HO U 00Jiee IMPOKOH ayAUTOPUH.

OOyuarommiicss JOJKEH TMPOJEMOHCTPUPOBATh B KOHTPOJBHOW  paboTe  BIIaJICHHE
TEPMHUHOJIOTMYECKUM  allapaTOM  MEXIUCLUIUIMHAPHOCTH, 3HAHWE METOJOB  COLMANIBbHBIX,
TYMaHUTapHbIX, €CTECTBEHHOHAYYHbIX JUCIUIUIMH, IPHUMEHSEMbIX B HCTOpHOrpadUyecKoll u
HCTOYHUKOBEIUECKON MpakTuke. [Ipy 3TOM aKTHBHO MCHOJB3YIOTCS MOITYYEHHBIE B XOJI€ OCBOEHUS
JTUCHUIUIMHBI 3HAHUS MEKIUCIUILIMHAPHBIX MOJIX0J0B, UCIOIb3yEMbIX B UCTOpHOTrpadun U3ydyaeMoi
TEMBI M POJICTBEHHOM el mpobiiemaTuke.

CtpykTypa paboThl TOJIKHA COOTBETCTBOBATh yTBEPkKACHHOMY pykoBoautenem BKP mnany u,
KaK MpaBWJO, COCTOATH M3 CIEAYIOIIMX 4YacTeil: TUTYJIBHOTO JIMCTA, OIJIABJICHUS, BBEACHMS,
0003HAaYeHUH U COKpalleHud (mpu HEOOXOJMMOCTH), OCHOBHOM dacTu (ryaB U maparpagos),


http://znanium.com/go.php?id=942800
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3aKJIIOYEHHs], CIIUCKA MCIOJIB30BaHHON JIUTEPATypbl U UCTOYHUKOB, MPUIOKEHHH, BCIIOMOTaTEIbHbBIX
yKaszareleu (npu HE0OXO0IMMOCTH), rpaduyecKoit 4acTu (WLTIOCTpallMOHHBIHI
Marepuai/mpe3enTtanus). O0mmi 00beM AUIOMHOM paboThl 6e3 npuioxenuit —1 00 cTpaHuil.
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[Tpunoxenue 1. ABHOTaIU
pabodeii mporpaMMbl TUCIUTIITTHBI

AHHOTAIIYA PABOYEHN TPOTPAMMBI JIJUCHUTLIAHBI

Hucuumummna «KagpoBoe Aenonpou3BOACTBO» peanu3yercsl Ha (DaKkyJIbTeTe apXUBOBEICHHS H
JOKYMEHTOBeleHUsT Kadeapoil JOKYMEHTOBEAEHUS, ayIMOBM3YalbHbIX M HAyYHO-TEXHHUYECKUX
apXUBOB.

Lenp AMCHMILUIMHBI: U3YYEHUE OCHOBHBIX IIPAaBUJI JOKYMEHTHUPOBAHMS TPYZOBBIX OTHOILICHUN
B PO u opranuzamuu paboThl ¢ JOKYMEHTaMH 110 JUYHOMY COCTaBY.

3agauu.

° O3HaKOMUTH CTYJCHTOB C OCHOBHBIMH TIPAaBOBBIMH aKTaMH B cdepe  KaapoBOTO
JIEIONIPON3BO/ICTBA;

° CdopMupoBaTh KOMIUIEKCHOE TMPEACTABICHHE O COCTOSHHH COBPEMEHHON CHCTEMBI
JOKYMEHTALUU 110 JTUYHOMY COCTaBY,

° JlaTb XapakTEepUCTHKY OOs3aTEeIbHBIM, YCIOBHO-00S3aTEIbHBIM M PEKOMEH]IyEMbIM
JOKYMEHTaM KaJpOBOU CITyKObI;

° Onucath 0COOCHHOCTH COCTaBJICHUS U O(OPMIICHHS JIOKAJIBHBIX HOPMATHBHBIX aKTOB,
pernaMeHTprIonmx NCATCIIBHOCTHU KaI[pOBI)IX CJIY)K6;

. BEISIBUTE OCHOBHBIE IOKYyMEHTHPYEMBIE 33]1a4i KaJPOBOil CITykKOBbI;

L] yCTaHOBI/ITI) COCTaB I[OKYMCHTOB II0 OCHOBHBIM ZIOKyMeHTI/IpyeMI)IM KaI[pOBI)IM
poLeaypam;

° [Tomaroso omnucaTth HOPSAOK TOKYMEHTUPOBAHUSI STUX MIPOLEAYP;

. CdhopmupoBaTh HaBBIKM COCTAaBICHHS M O(QOPMIICHHS ITOKYMEHTOB IO JHYHOMY
COCTaBYy;

° OOy4HUTh OCHOBHBIM TEXHOJIOTUYECKUM IpHUEMaM JeNONMPOU3BOACTBEHHBIX ONepaIuii;

° O3HaKOMUTH C HOPMaMHU U TMPaBUJIAMU CHUCTEMATH3allMU U XpaHEHUS JOKYMEHTOB IIO

JMYHOMY COCTaBY.

JucuuninHa HanpasJieHa Ha (JOPpMHPOBaHNe CJIeIYIOIINX KOMIeTeH N

e OIIK-2 - Cnoco0eH HaxOJQUTh OPraHU3ALUOHHO-YNPABIEHUYECKUE PEIICHUs NpU pPELIeHUU
3a1a4 B chepe cBoel mpodecCHoHATbHON e TENHHOCTH;

e OIIK-3 - CriocobeH MPUMEHATh TEOPETHUECKUE 3HAHUS ISl PEIIeHUs MOCTABICHHBIX 3a/1a9 B
00J1aCTH TOKYMEHTOBEACHUS M apXUBOBEICHHS.

B pesynomame usyuenus oucyunaunst cmyoenm O00NdHCeH 3HAMb.

® COBPEMEHHYIO 3aKOHOJATEIbHYI0O M HOPMATHBHO-TIPABOBYIO 0a3y, perjaMeHTHPYIOIIYIO
paboTy ¢ KaJpoBOH JOKyMEHTAIUEH;

® OCHOBHBIE NMPOOJIEMBI COBPEMEHHOTO KaJIpOBOT'0 JEJIONPOU3BO/ICTBA;

e cien(pUKy KaJpOBOI TOKYMEHTAIIMU B TOCYIapCTBEHHOW U HETOCYIapCTBEHHOM cepax;

® cOCTaB 00s13aTENBHBIX TOKYMEHTOB KaJpOBOH CITY>KOBI;

® [IOPSIIOK JOKYMEHTHUPOBAHHS KaPOBBIX MPOLEAYP, CPOKH U3IaHHSI TOKYMEHTOB;

¢ Tpe6oBaHUs K 0O()OPMIICHHUIO JJOKYMEHTOB I10 TMYHOMY COCTaBY;

® TEXHOJIOTHIO pabOThI C JOKYMEHTaMH KaJpOBOU CITykOBbI;

® TIOPSIJIOK BEICHUS JIMYHBIX JIe)T PaOOTHUKOB;

® IpaBWJIa CUCTEMATHU3allUU U XpaHEHHs JOKYMEHTOB I10 INYHOMY COCTAaBY.

B pezynvmame uzyuenus oucyuniunvl cmyoenm O0JIHCeH yMemb.

e paboTaTh C HOPMATUBHO-TIPABOBOM 0a30ii B chepe KaJapoBOTO JACIOMPOU3BOICTRA;

® IPUMEHSITh HOPMBI TPYIOBOTO TIPaBa, Kacaroluecs KaJpoBol JOKyYMEHTAINH, Ha MPAaKTUKE;

® OpraHM30BBIBaTh PabOTy KaIpOBOH CITyKOBI;

® COCTaBJIATH M OQOPMIIATH JIOKATBHBIE HOPMATHBHBIE aKThI KAJPOBOH CITyKOBI,

® TIPOBOJUTH BECh KOMIUIEKC paboT MO JOKYMEHTHPOBAHHIO OCHOBHBIX KaJIPOBBIX MPOIIEIYD;

® [IPaBUIILHO OOPMIIATH U 0OPMIIATE OTAEIbHBIE KaIPOBbIE JOKYMEHTHI;
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e OpraHm3oBaTh pabOTy C KaJApOBOW JOKYMEHTAllMel B OpraHU3alUAX M YUIPEKICHUIX
Pa3TUYHBIX OPTraHU3AIMOHHO-TIPABOBBIX (HOPM.

B pezynomame uzyuenus oucyuniunsl cmyoenm 00adxiceH 001a0amb HaABbIKAMU:

e aHalM3a MpaBbIX AaKTOB, BBIABICHUS HEOOXOAMMOHN periiaMeHTUpYIoLeH HHPOpMaUU O
JOKYMEHTHPOBAHHUU TPYAOBBIX OTHOIICHHIA,

e pPa0OTHI C TUIIOBBIMU U YHU(DHUIIMPOBAHHBIMU (hOpPMAMU TOKYMEHTOB;

® COCTaBJCHHS pPa3jIMYHBIX BHUIOB JOKYMEHTOB, O(QOPMIISIFOIIMX TPYIOBBIC OTHOIICHUS C
pabOTHHKAMHU,

® COCTaBJICHHS JIOKAJbHBIX HOPMATHUBHBIX aKTOB, DPETIAMEHTUPYIOIIUX paboTy KaJapoBoOil
CI1yXOBlI;

® MOJICTMPOBAHUS YINPABICHUSCKUX CHUTYyallMid MO BOIMPOCaM JOKYMEHTHPOBAHUS TPYIOBBIX
OTHOIIICHHH;

e paboTHI C KaIPOBOM JOKYMEHTAIIUEH;

® CHCTEMAaTH3aINH KaJIPOBOM JOKYMEHTAIIMH U OpTaHU3AINH €€ XpaHSHUS.

[ ]

[To nucrumnInHe MperycMOTpPEeHa MPOMEXYTOUHAs aTTecTalus B popMe dK3aMeHa.

OO6mast TpyA0€MKOCTh TUCIMILIUHBI COCTABISET 4 3.€., 144 akajeMU4ecKux Jaca.



