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1. IlosicHuTeIbHAS 3aNIHCKA
1.1. Iean u 3apa4v JUCHUILIHHBI
Lenv oucyuniunsl: TOATOTOBUTH BBITYCKHUKA, BIAJCIONIETO HABBIKAMU COCTABICHUS W PabOTHI
C KaIpOBOW JIOKYMEHTAIIUEH.

3aaun TUCITUTUITMHBI COCTOSIT B CJICIYIOIIEM:

o CdhopmupoBaTh y CTyIeHTa KOMIETCHIIMH, TO3BOJSIONINE €My BBIMOIHITH BECh
KOMIUIEKC paboT MO KaJ[pOBOMY JEIONPOU3BOICTRY;

o CdhopmupoBaTh y HEro KOMIJICKCHOE MPEACTABICHUE O CUCTEME JOKYMEHTAIUH 110
JTUIHOMY COCTaBY;

o Jatp mpencraBieHrue 00 ypoBHE pETJIaMEHTAIlUN KaJpOBOTO JIETIOMPOU3BOJICTBA B
PO;

o HayuuTh cTynmeHTa coOCTaBIsATh U OGOPMISATH OpPraHHU3AIlMOHHBIE KaJpOBBIC
JIOKYMEHTHI,

o Hayuuts cTyaeHTa JOKyYMEHTHPOBaTh OCHOBHBIE KaJpOBbIE MPOUEAYpPHl B
COOTBETCTBHH C TPEOOBAHUSIMHU 3aKOHO/IATEIHCTBA;

o HayuuTh cTyneHTa OpraHM3oBBIBaTH pPAa0OTy KaJIpOBOM CIY>KOBI, COCTaBISATH
JIOKaJIbHbIE HOPMATUBHBIE aKThI, PETJIAMEHTHPYIOIINE €€ e TEIHHOCTD.

o OOy4nTh OCHOBHBIM TEXHOJOTHYECKHUM TpHUEMaM JIeTONPOU3BOICTBEHHBIX

onepanui, OpraHu3alu XpaHEeH!s KaJpoBOH JOKYMEHTAIUH.

1.2. IlepeyeHb MUIAHHMPYEMbIX Ppe3yJbTATOB OOyYeHHS 10 JAUCUHUILIMHE,
COOTHECEHHBIX ¢ MHHAMKATOPAMH AOCTUKEHUS] KOMIIETECHIIMI:

B pesynpTaTe OCBOCHHS AUCHUIUIMHBI OOYYarOIIMWCS JOJDKEH JIEMOHCTPHUPOBATH
clleyIoIre pe3yabTaTbl 00pa30BaHUS:

Komnerenuus Nuaukatopel Pe3ynbrarer oOy4eHus
(ko4 1 HAMMEHOBaHUE) KOMIIETEHLIN I
(Koa ¥ HAMMEHOBAHUE)
OIIK-4- Cnoco6uocts | OIIK-4 .2 - Cnoco6HocTh | 3HATH:
MPUMEHSITh COBPEMEHHBIE | BECTU JOKYMEHTAIIMOHHOE | - HOPMAaTHBHO-IIPaBOBYIO  0a3y
TEXHOJIOTHH " METO/JIbI | COMTPOBOXKICHUE KaJIpOBOTO JEJIONPOU3BOJACTBA B
OlepaTHUBHOIO  yMpaBJeHWs | yIpaBieHus mnepcoHanaoM | Poccuiickoit denepanuu;
MIEPCOHAJIOM, BECTH | U yUeT IepcoHasia - TOPSAOK TPUMEHEHHUS HOPM
JOKYMEHTAI[MOHHOE TPYJOBOIO IIpaBa; - COCTaB H
COIIPOBOXACHHUE U yUET MOPSITOK COCTaBIICHUS u
MPUMEHEHUS KaJpOBOI
JIOKYMEHTAII! B

YIPaBJICHYECKOH 1A TEITLHOCTH,
-paBwia paboThl C KaJgpOBOHU
JOKYMEHTAIUCH, OpraHu3aIi ee
MOJIyYEHHUS U IIEpefayn;

YMeTh:

- paboTaTh C MPaBOBHIMH aKTaMH,
PETrTIaMEHTUPYIOIIUMU  BOIIPOCHI
JIOKyMEHTHUPOBAHHMS TPYIOBBIX
OTHOLIEHUH U  paboTel ¢
KaJIpPOBBIMH JIOKYMCHTAMH,

- OIpeneNaATh II0 HOPMaTUBHOM
0aze coctaB 00sg3aTeNbHBIX U




YCIIOBHO-00s13aTEbHBIX
JIOKYMEHTOB,

-IOATOTABINBAaTh U  O(GOPMIIATH
KaJIpoOBYyI0  JOKyMEHTalusi B
COOTBETCTBUM C  MPABOBBIMH
akTamu PD;

- COCTaBJIATh OpraHU3alMOHHBIE,
MH(GOPMaIIMOHHO-CIIPABOYHBIE,
paclopsiIUTeNbHBIE  JTOKYMEHTBI
KaJIpOBOM CITyKOBI;
-OpraHu30BbIBATH
B3aMMOJICIICTBHE  CTPYKTYpPHBIX
noJpa3felieHuii W JIOJKHOCTHBIX
JUI] OpraHU3alMK TpH paboTe ¢
KaJIpOBOM TIOKYMEHTAalLUEH;

- FOTOBUTh JIOKYMEHTHI,
peryaupyrouue TPYIOBBIE
OTHOIIIEHUS ¢ PaOOTHUKAMH
Baanersn:

- HaBbIKAMH aHaJIM3a TMpPaBbIX
AKTOB, BBISBIICHUS HEOOXOIMMOI
periaMeHTUPYIOIEH

uHpOpMaLUU 0
JOKYMEHTUPOBAHUU  TPYAOBBIX
OTHOILICHUN U paboTe ¢ KaJIpoBOM

JIOKYMEHTAIUEH;
- HaBbIKAMNU COCTaBJICHHA,
COIJ1aCOBaHMS, YTBEPKICHHUS,

oA CaHus O3HAKOMJICHHUA C
JOKYMCHTaMHU o JJMYHOMY

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

-HaBbIKaAMH BHeILpeHI/IH
JOKyMEHTAIlMd 10  JINYHOMY
COCTaBy 148 JIOKAJIbHBIX

HOPMAaTHUBHBIX AKTOB.

1.3. MecTto AucuMnJIMHbI (MOLYJI5) B CTPYKTYpPe OCHOBHOM 00pa30BaTe/IbHOM NMPOTrPaMMbI

Huctmnnmaa«AnmuauctpupoBanne HR-mporieccoB» BkitoueHa B 0a30BYH0  4acTh

npoeCCHOHATIBPHOTO LHUKIA AMCHUUIUIMH Y4eOHOTO IUIaHAa [0 HANpaBJICHUIO IOATOTOBKU
«Y1paBieHHE EPCOHATIOM).

Jis OCBOEHUS JTUCHMIUITMHBIHEOOXOAMMBI KOMIETEHIMH, C(POPMHPOBAHHBIE B XOJe
U3YYEHUS  CIIETYIOMIMXAUCIUITINH U TPOXOXKICHUS npakTUK: OCHOBBI  yTIpaBJICHUS
nepcoHasioM, Kaaposas moiauTuka v KaJpoBoe IUIaHUPOBaHKE, TpynoBoe Mpaso.

B pesynbrare OCBOEGHHS JUCUUIUIMHBI (MOAyJsi) (GOPMHUPYIOTCS KOMIIETEHIIUH,
HEOOXOUMBIE JUISI U3YyUYCHHs CIEAYIOUIMX TUCHUIUIMH (MOIyNeil) M MPOXOXKIACHUS MPaKTHK:
yrpasieHue nepconanoM, CranmapTuzanus U ceprudukamnms nepcoHana, [Ipodeccunonanbupie
CTaHJApThI B YIIPABICHUU [IEPCOHAIIOM.



2. CTpyKTYypa AUCHHUIIMHBI
Oo61as TpyA0EMKOCTh TUCIUILUIUHEI cocTaBisieT 3 3.e., 108 akanemMuyeckux yaca (OB).
CTpyKTypa JTHCUMILIMHBI JJI 04HOi opMbI 00yUeHM s

O6bemM AUCIUIUITMHBI B ()OpME KOHTAKTHOW PabOThI 0OyYaromuxcs ¢ MeAaroruaecKuMu
paboTHUKaMU U (WJIH) JTUIAMH, TPUBIEKAEMBIMH K pealn3alui 00pa30BaTeIbHONU MPOTPaMMBbl
Ha WHBIX YCIIOBHUSAX, P MPOBEJICHUN YUCOHBIX 3aHITHIA:

Cemectp | Tun yueOHBIX 3aHATHIA KonnuectBo
4acoB
6 Jlexknun 18
6 CemMuHapbl/1abopaTopHbie pabOThI 24
Bcero: 42

O0beM AUCHUIITHHBI (MOTYJIs1) B OpME CAMOCTOSITENLHON PAbOThI 00YJYAFOIIHUXCS
cocTaBisieT 48 akageMUYecKux yaca(oB).

CTpyKTypa AUCHUNIMHBI IJIsl 04HO-3204HOI (POPMBbI 00yUeHUsI

O0beM TUCHUIUTMHBI B (JOpME KOHTAKTHOW PabOTBI OOYYAIOMIMXCS C TEIarOrHYeCKIUMHU
paboTHUKaMU U (WJIH) JTUIIAMHU, TIPUBJICKACMBIMH K peajn3aiui 00pa30BaTeIbHOW MPOrpaMMbl
Ha WHBIX YCJIIOBUSX, PU MPOBEJICHUN YUCOHBIX 3aHITHIA:

Cemectp | Tum yaeOHBIX 3aHATHI KonnuectBo
4acoB
6 Jlexuuun 8
6 CemMuHapbl/1abopaTopHbie paboOThI 16
Bcero: 24

O6beM AuCUUITHHBL (MOyIIs1) B OpME CAaMOCTOSITENbHON PabOThl 00YYAIOIINUXCS
cocTaBisieT 66 akajeMuyeckux yaca(os).

3. Coaepxxanue TMCUUNIMHBI

Ne [ HammeHoBaHme pa3aesia Conep:kanue
AUCIUTINHBI
1 | Beeacnue [Ipenmer, 3amaum, coaepkaHHe Kypca.
XapaKkTepruCTHKa COBPEMEHHOM CHUCTEMBI KaJpOBOU
JOKyMEHTauuu.  B3aumocBs3b IIPOLIECCOB
YIIPaBJICHUS MIEPCOHAIOM C COCTaBOM U IOPSAKOM
¢dbopmupoBaHus CUCTEMBl JIOKYMEHTALMU IO

JUYHOMY cocTaBy.MecTo Kypca Cpeam JApyrux
HAYYHBIX JUCHUIUIMH. VICTOYHUKHN M3ydeHHs Kypca.
3aKoHOJATEIbHBIE U HOPMATUBHO-TIPABOBBIE AKTHI,
HOPMaTHBHO-METO/INYECKHUE JTOKYMEHTHI.
OteuecTBeHHas ucTopuorpadus.

2 PernamenTanus 3aKOHO/IaTEIbHbIE 1 HOPMAaTUBHO-IIPABOBBICAKTHI.
JOKYMEHTUPOBAHMS KaPOBOU Tpynosoit konekc Poccuiickont Penepanuu
NeSITeIbHOCTU U PabOTHI C KAaK OCHOBOM IPAaBOBOM AKT, ONPEAEISIOMINNA COCTAB

KaJpOBBIMH JOKYMCHTAMM. n  TOPAJO0OK O(bOpMJ'ICHI/ISI JOKYMCHTOB 10




YCTAaHOBJICHUIO TPYJIOBBIX OTHOLIEHUW U TPYIOBOH
JIeATEILHOCTH PabOTHUKA. 3aKOHOJATEIbHBIC AKThI
Poccun 0 HOKYMEHTHpPOBAHUU OTACIIBHBIX CTOPOH
TPYAOBON NESITEIBHOCTH  PA3JIUMYHBIX KaTEropuid
pabOTHUKOB. 3aKOHOAATEIbHBIC AaKThl CYOBEKTOB
Poccuiickoit  ®enepaunu, VYkasel [Ipesunenra,
[TocTaHoBieHHsT U PaCHOPSHKEHUS] MPABUTENILCTBA
Poccuiickoit denepanym.

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

KpanudukanmoHHbIi CIIPABOYHUK u
npodecCHOHaNbHBIC CTAHAAPTHI, KAaK OCHOBHBIC
HOPMAaTUBHBIE JTOKYMEHTBI, periaMeHTHPYIOIINe
TpeOOBaHUS K KBATU(PUKAIUHU, 3HAHUSIM U YMCHUSIM
paboTHHKOB. OOIIEpOCCUCKHE KIIacCHU(PUKATOPHI
TEXHUKO-IKOHOMHYECKON U COLMAJIbHOU
nH(bOpMalliy, YCTaHABIMBAIOIINE COCTAB U MOPSI0K
3aIOJIHCHUS KaJIPOBBIX JOKYMEHTOB.

TunoBble mEpeyHH U CPOKH XPaHEHUS
JIOKYMEHTAIU! 1o JTUIHOMY COCTaBy.
PerynupoBanue opranuzanuu apXxuBHOIO XpPaHEHUS
JOKYMEHTAIlMd [0  JUYHOMY  COCTaBy B
HOPMAaTHUBHO-METOIUYECKUX TOKyMeHTax Pd.

Pazpaborku I'ockomcrara PO 1o
yHU(DUKAITTT bopm MePBUYHOM YYETHOU
JIOKYMEHTAITUH.

Opranuzarust paboThI KapoBO
CITyKObI

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

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

JIOJKHOCTHBIE MHCTPYKIMM,KaK OCHOBHOM
NpaBOBOW  aKT,  ONpENeNSIOIUI  TpaBOBOE
MOJIOKEHHE pabOTHUKOB KaJIpoOBOM CIIyObl U
OpraHu3aIMIo uX Tpynaa. HazHaueHwne MOmKHOCTHBIX
WHCTPYKIUH.

HNuctpyknns 1o KaJIpOBOMY
JIeNIONPOU3BOACTBY, Kak OCHOBHOH HWHCTPYMEHT
MOBBIIEHUST PPEKTUBHOCTH PabOTHI  KaJPOBBIX
HOJpa3esIeH i B chepe KaJpOBOTO
JIeTIONIPOU3BOACTBA.

Pernamenranust paboThl ¢ MEpPCOHAIOM B
JIOKaJIbHBIX HOPMAaTHUBHBIX aKTax "
OpraHU3allMOHHBIX JIOKYMEHTax (yctas
OpraHu3alfy, TpaBWJIa BHYTPEHHETO TPYJIOBOTO




pacrnopsijika, TOJIO)KEHHE O MEePCOHATBHBIX JAHHBIX,
KOJUIEKTUBHBIN JIOTOBOP U 1Ip.).

CocrtaB KaJpoBOW JTOKYMEHTAIWH.
JIOKyMEHTHUPOBAHHE TPYAOBBIX
OTHOIIIEHUH.

XapakTepucTuka CUCTEMBI KaJIpOBOit
JOKYMEHTAIllMM, €€ COOTBETCTBHE  OCHOBHBIM
3aa4aM 1o noAdopy, yueTy U pacCTaHOBKE KaJIpOB.
OOs3arenbHas W yCIOBHO-00s3aTeNbHAS KaapoBast
JIOKYMEHTAIHSI.

OpraHu3anMoHHBIE JIOKYMEHTBHl — IITaTHOE
pacmucaHue, CTPyKTypa M INTaTHas YWCIEHHOCTD,
rpa¥K OTIIYCKOB.

PacniopsimutenbHble JOKYMEHTBI — MPHUKA3bI
(pacmiopspkeHHs1) 1O JHMYHOMY cocTaBy. OO1ue
TpeOoBaHUS K OOPMIICHHUIO U CPOKAM MOJITOTOBKH.

WNudpopmannoHHO-CIIpaBOYHbIE TOKYMEHTHI —
3asBIICHUS, TPEICTABICHUS, YBEAOMIICHUS, aKTHI,
JIOKJI/THBIE U OOBSICHUTEIHHBIE 3aITHCKH.

YyetHble GOpMBI U UX HA3HAYCHHE.

[Ipuem pabGotHukoB Ha pabory. CocraB
MePCOHAITBHBIX JIOKYMEHTOB paboTHUKa,
MPeCTaBISIEMbIX paboTtomarento TUISL
YCTaHOBJICHHsI TPYAOBBIX OTHOIICHUU. TpymoBoit
JIOTOBOp -  3aKOHOAATENbHOE  3aKperUieHHe
TpeOoBaHUil K CTPYKType TEKCTa, TMOPSIKY
coctaBieHuss u  opopmienus. IloaroroBka u
oopMIIeHHE TIPUKA30B (PACMOPSDKCHHI) O TIpHEMe
Ha paboTy. AHKETHI, aBTOOHOTrpadun, pe3romMe U Jp.
JIOKYMEHTBI, 3al0JIHSIeMbIE TP TpUeMe Ha paboTy.
BHecenue cBeieHUi B TPYIOBYIO KHWKKY U JINYHYIO
KapTOUYKy pabOTHUKA.

JIOKyMEeHTUpOBaHWE  JBHMKEHUS  KaJpoOB.
Bunsr nepeBomoB. CoctaB M MOPAJOK HM3AAHUS
JOKYMEHTOB, O(OPMIIIOLINX MPOLEAYPY MEPEBOA.
Coneprkanue, NOPSAAOK MOJATOTOBKH M O0(OPMIICHUS
IIPUKA30B (pacniopsixeHMil) 0 NIEPEBOJIC
COTPY/AHUKOB. JIOKyMEHTBI-OCHOBAHHUS K NpHUKa3aM
0 IepeBoJIe.

Bunet otmyckoB. [lopsimox  odopmieHus
€KEroJIHOr0 OYEPEHOr0 OIUIAYMBAEMOI0 OTITYCKa.
I'paduk OTMyCKOB, cOCTaB, colep:KaHUE, MOPSA0K
IIOATOTOBKH U odopmienus IIPUKa30B
(pacnopsixeHHit) 0 NpeIOCTaBICHUN OTIyCKa.
[Topsmok  mepenoca  ormycka.  JIOKyMEHTBI-
OCHOBaHUS K IpHUKa3aM 00 OTITyCKax.

[opsimox  odopmieHHS KOMaHIUPOBOK —
COCTaB JIOKyMEHTOB, oopmIsIOmUX
KOMaHAMpOBaHHE pabOTHMKA, COJEp)KaHUE U
MOPSIIOK MOArOTOBKH MPUKa3a 0 KOMaHAUPOBKE.

Buasr noompennii. Conepikanue, MOPsIOK
MIOATOTOBKHU u oopmiIeHHs MIPUKA30B




(pacmopsbkeHuid) O  MOOIMIPpEHMH  paOOTHUKA.
JIOKyMEHTBI-OCHOBAaHHSI K IPUKA3aM O IMOOIIPEHHH.

Bunsl JACUUIUIMHAPHBIX B3BICKAHHH.
Coneprxanue, MOPSAIOK MOATOTOBKH U O()OPMIICHHS
IIPUKA30B (pacniopsieHMi) O  B3bICKAHWH.
JIOKyMEHTBI-OCHOBaHUs K TMPUKAa3aM O HAJIOXKEHUU
JTUCITUTUTMHAPHOTO B3BICKAHUS. AKTBHI 00 OTKAa3bl
JIaBaTh OOBSICHEHUS U 3HAKOMHUTBCS C TIPUKA30M.

[Topsmok  mpoBeneHus aTrTecTaluu
paboTHUKOB B opraHm3anud. CoCTaB JOKYMEHTOB,
odopmisiromux nporeaypy. Coaepxanue, MOpsIOK
MOJITOTOBKH " oopmieHus MIPHUKA30B
(pacnopsikeHwii) 00 aTTecTaluu.

Ilopsimox  yBoibHEHHsT ~ paOOTHUKOB.
OcHoBanust yBOJbHEHUS paboTHHKOB. CocraB
JIOKYMEHTOB, oopmIsIOIIIMX HpoLETypYy.
Coneprxanue, MOPSAOK MOATOTOBKH M O(OPMIICHUS
nmpuka3oB  (pacmopsbkeHuil) 00  yBOJBHEHUH.
JIOKyMEHTBI-OCHOBaHHUS K MpUKa3am 00
YBOJIbHEHUHU.

Y4er 1U4HOr0 cocrasa.

Bunsl  yueTHeIX  AOKYMEHTOB. JIndHas
Kaprouka pabotHuka (dopma T-2): cocraB
MH(POPMALINY, TTOPSAIOK 3aNOTHEHUS U BEICHHUA.

HopmatuBHas m mnpaBoBas periiaMeHTALUs
nopsiika BeAeHus NUUHbBIX Jen. Ocdopmienue u
BEJICHUE JMYHbIX Jes paboTHukoB. CocrtaB u
IIOCJIEZI0BATENBHOCTh PACIIOIOKEHH TOKYMEHTOB B
JIUYHOM JIEeI€.

TpynoBas ~ kHIKKa  paOOTHHMKAa  Kak
OCHOBHOM JOKYMEHT O TPYAOBOH IEATECIBHOCTH U
TpyAOBOM cTaxke  pabotHuka. OdopmiieHue u
BEJICHUE TPYIOBBIX KHIKEK M BKJIAJBIIIEH K HUM.
[Topsimox BbImaunM JyOsiMKaTa TPYJOBOH KHIDKKH.
VYyer U XpaHCHHE TPYIOBBIX KHIKEK B
oprauzanuy. OTBETCTBEHHOCTh palorojarens 3a
XPaHEHUE U 3aIl0JHEHHUE TPYJOBbIX KHIKEK.

Opranuzanusi padoThI C KaJpOBBIMU
JOKYMEHTaMHu

Peructpanuss ~ 1OKyMEHTOB 10 JIMYHOMY
coctaBy. [IpaBuia peructpanyy U UHAECKCUPOBAHUS
KaJpOBBIX JIOKYMEHTOB. PeructparnuioHusie (hopmbl
(TpamuuMOHHBIE M aBTOMaTH3MpoBaHHBIE). CocTaB
PEKBU3UTOB (I10JIEH) Ui pErucTpaly pasindHbIX
BUJIOB JIOKYMEHTOB U HOPSIIOK UX 3aIOJTHEHUS.

CucremaTuzanuss 1 OlepaTUBHOE XpaHEHHE
JIOKYMEHTOB 10 JHMYHOMY cocTaBy. OcoOeHHOCTH
¢dbopmMupoBaHUs B JieNia JOKYMEHTOB MO JIMYHOMY
COCTaBYy. IIpaBuna CUCTEMaTU3ALIUU
pacTopsANTENbHBIX JOKYMEHTOB, YYETHBIX (OpM,
TPYJAOBBIX KHIKEK. CHucTeMarusanus M XpaHEHHE
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JOKYMEHTOB-OCHOBAHMH K ITPUKA3aM.

Homenkmatypa nmenm KaapoBOM — CITy>KOBI.
[Topsi10K MOATOTOBKH, COCTABJICHUS U OPOPMIICHHUS.
[IpumepHass HOMEHKJIaTypa AeNl KaapoBOW CITy>KOBI.
[Tepexonsmue nena.

Cpoku XpaHeHUS KaJpOBBIX JOKYMEHTOB.
[ToaroroBka TOKyMEHTOB K Cllaye B apXUB.

OkcnepTusa LIEHHOCTH JIOKYMEHTOB
KaJpOBOH CIy>KObI, €6 HOPMATUBHO-METOHUYECKas
OCHOBa, OpraHU3alys U MOPSIOK MPOBEACHUS.

CoctaB JOKYMEHTOB KaJpOBOW CIIyKOBI,
HNOJJISKAINX [epefaye B apXWB. [TpaBuna
MOJATOTOBKU JIOKYMEHTOB IO JINUYHOMY COCTaBy K
neperade B apxuB opranuzanuu. CocraBieHHe H
oopmieHne OMUCH JTOKYMEHTOB IO JIMYHOMY
coctaBy. IlopsgoK yHHYTOXKEHHUS [TOKYMEHTOB C
UCTEKIIUMH CPOKAMHU XPAHEHHS.

4. O0pa3oBare/ibHbIE TEXHOJIOTHMH

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

Ne
Haumenosanue pazoena |Buowl yueonoit pavoomot| QopazoeamenvHovle mexHonoZuu
n/
n
1 2 3 5
1 |BBenenue Jlexyus 1. Beoonas nexyus
CamocmosmenvHas
Koncynomuposanue
paboma
2 |PernamenTarus Jlexyus 2. Jlexyus ¢ npumeneHuem caauo-
JIOKYMEHTUPOBAHUS KaJIpOBOI npoexmopa
JIeSITEIbBHOCTH U PabOTHI C
KaJIpOBBIMH TOKYMEHTaMHU Cemunapckoe 3anamue |3ansmue ¢ npuMeHenuem
Nel pazoamoynoco mamepuanid
(Tpyoosoii kooekc, 8b10epIHCKU U3
npagosvixX aKmos)
Camocmosmenvras Kouncynomuposanue
paboma
3 |Opranu3zanus paboThl Jlexyus 3. Jlexyus ¢ npumeneHuem caaiio-
KaHPOBOﬁ c_]'[y)K6])1 npoekmopa, ()uCKyCCM}Z
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Cemunapckoe 3ansamue
No2

3anamue ¢ npumenenuem
pazoamounozo mamepuana
(8b10€epoicKU U3 NPABOBBIX AKMO8,
mamepuansl 0e1060u uzpvl —
Ketic-memoo)

Camocmosmenvras Koncynomuposanue
paboma
CocraB kaapoBoOii Jlexyus 4. Ilpobremnas nexyus ¢

JIOKyMEHTALUU.
JlokyMeHTupOBaHue
TPYIOBBIX OTHOLLICHHM.

Cemunapckue 3ansamus
No3-7

npuMeHeHueM C1auo-npoeKmopa

3anamue ¢ npumenenuem
pazoamounoeo mamepuaia
(8b10€epPIHCKU U3 NPABOBBIX AKMOS,
Mamepuanvl 0e080l uepvl —
Ketic-memoo)

CamocmosmenvHas Koncynomuposanue
paboma
VYder nM4HOTO COCTaBa. Jlexyus 5. Jlexyus, ouckyccus

Cemunapckoe 3ansamue
No§

3anamue ¢ npumenenuem
pazoamounoeo mamepuaia
(8b10€epIHCKU U3 NPABOBBIX AKINOS,
Mamepuansl 0080l uepvl —
Ketic-memoo)

Camocmosmenvhas Koncynemuposanue
paboma
Opranusaiusi paboTHI C Jlexyus 6 Jlexyus ¢ paz6opom KOHKpemHbvlx

KaApOBbBIMH JOKYMCHTaMU

Cemunapckoe sausamue
Ne9

CamocmosimenvHas
paboma

cumyayui

3anamue ¢ npumeneruem
pazoamounozo mamepuaia
(8b10EPIAHCKU U3 NPABOBHIX AKMOS,
Mamepuansl 0e1080U Uepvl —
Ketic-memoo)

Kouncynomuposanue

5. OueHka IVIaHNPYeMbIX Pe3yJIbTATOB 00y4eHHU s
5.1. CucreMa onleHUBaHUS

Texymuii KOHTPOJIb OCYIIECTRISICTCS B BUJIC OLIEHOK KOHTPOJBHBIX PabOT M 3aaHUN Ha
ceMHHapCKux 3aHATUsAX. KoHTponmbHas pabGota Nel BBISBISET 3HAHUE COCTaBa U MOPAIKA
odopmIteHUsT JOKYMEHTOB B X0JIe OCHOBHBIX KaJIPOBBIX MPOIIEAYP, U olieHuBaeTcs 10 10 6amos,
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KOHTpOJIbHAsA paboTta Ne 2 mokasbpIBaeT 3HaHUS CTYIEHTOB 10 BOIPOCAM OpraHU3aluu paboThl ¢
KaJpOBOM JOKyMEHTAallMe U BBISBISET TOTOBHOCTh CTYACHTOB K IpakTU4eckod pabote,
ouenuBaercss 70 20 GawioB. MakcuMasnbHas OIEHKAa KaXJOTO0 CEMHUHApCKOro 3aHATUS — 5
6amioB. [IpoMexyTOUHBIM KOHTPOJL 3HAHUN MPOBOAMUTCA B (POpME HMTOTOBOM KOHTPOJIBHOM
paboThI, BKIIIOYAIOIIEH TeOpeTHYECKHe BOMPOCH! M MPAKTUYECKOE 3aJaHue, U olleHuBaercs 10 40
0asoB.

B pesynprare TEKyIIero W NPOMEXKYTOYHOIO KOHTPOJIS 3HAHUM CTYIEHTHI IOJYy4YaroT
COOTBETCTBYIOIYIO OLICHKY 3a DK3aMEH.

Dopma Konmpona Makc. konuuecmeo 6annog
3a oony pabomy;  Bcezo
Texymuii KOHTPOJIb:

- Korrponbnas padora Ne 1 (Temsr 1- 20 bannos 20 b6annos
4)

- Konrponbnas padora Ne2 (Temsr 5- 10 6annos 10 6annos
6)

- CEeMHUHAPCKHE 3a1aHus (TEMBI 2-6) 5 bannos 30 6annos
[IpomexxyToUHasE aTTeCTaIHS 40 6annos
(3a4er c OIeHKOMN)

Wroro 3a cemecTp (IUCIUILTHHY) 100 6annos

OrneHKa «yJOBJIETBOPUTEIHHOY» BBICTABIIsICTCS 00ydaromemycs, Hadpasiiemy ot 50 1o 67
0ay10BOAIIIOB, OIIEHKA «XOPOILIO» BBICTABIIACTCS oOywaromemycs, HaOpasmemy oT 68 mo 82
OaJIJIOB, OIEHKA «OTIUYHO» BBICTABIISICTCS OOydaromiemycs, HaOpasiemy ot 83 mo 100 6aios,
c(hOpPMHUPOBAHHBIX B pE3yJIbTaTe CYMMHUPOBAHUS OAJIOB, MOJYYCHHBIX TIPU TEKYIIEM KOHTPOJIE
Y TIPOMEKYTOYHOM arrectanu. [ToydeHHbI COBOKYIHBIN pe3ynbTaT (MakcumyM 100 GaioB)
KOHBEPTUPYETCS B TPAJAUIMOHHYIO IIKAJIYy OLICHOK M B IIKaly OLUEHOK EBpOINENCKON CHUCTEMBI

nepeHoca u HakoruieHus KpeautoB (EuropeanCreditTransferSystem; mamee — ECTS) B
COOTBETCTBHH C TAOJIHUIIECH:

100-6annpHas TpaHionHas mkana [xama
1IKasga ECTS
95 -100 A
2304 OTJIIMYHO B

68 — 82 XOPOIIO 3a4TEHO C

56 —67 D

50 55 YIOBJIETBOPUTEIHLHO E
20-49 FX
0-19 HEYJIOBJICTBOPUTEIILHO HE 3aYTCHO F

5.2.KpuTepnu BbICTABJICHUA OLCHKH IO JUCHUIIJIMHE

banabl/ Ouenka no Kpurtepun oneHku pe3yabTaToB 00y4eHHs 110
I xana AUCHUIINHE AUCHUIINHE
ECTS
100-83/ «OTITUYHOY/ BrictaBisiercs o0yyaromemMycs, €Clid OH IIyO0KO U
A,B «3a4TEHO MIPOYHO YCBOMJI TEOPETUYECKUN U MPAKTUUECKUI
(oTm4HO)»/ MaTepuai, MOKET IPOJEMOHCTPUPOBATh 3TO HA 3aHATUAX
«3a4TECHO» U B XOZI€ TPOMEXYTOYHOM aTTECTALUH.
OOyuaronuiics UCUEPIBIBAIOIIE U JOTHYECKH CTPOIHO
u3jaraeT yuyeOHbl MaTepHuall, yMeeT yBs3bIBaTh TEOPUIO C
IIPAKTUKOW, CIPABJISIETCS C PELICHUEM 3ajad
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Banael/
HIkanaa
ECTS

OueHka no
JUCHUILIMHE

Kpurepun oneHkn pe3ybTaToB 00y4eHHUsI 110
AUCHHILINHE

1po(eCcCHOHANBHOI HAITPABICHHOCTH BBICOKOTO YPOBHS
CJIO)KHOCTH, IPpAaBUJIBHO 000OCHOBBIBAET IIPUHATBIC
peLIeHHsI.

CB000/IHO OpUEHTHPYETCS B YUeOHOH 1
npoecCHOHANBHOI JIUTEepaType.

Onenka no JUCHUILTUHE BBICTABISIOTCS 00ydaromemMycs ¢
y4E€TOM PE3yJIbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTaluu.

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

82-68/

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

BericTaBnsiercsa o0y4aromemMycsi, €Ciii OH 3HaeT
TEOPETUUECKUN U IPAKTUYECKUN MaTEpUai, FPaMOTHO U IO
CYILLECTBY M3JIaraeT €ro Ha 3aHATHSIX U B X0/
IIPOMEXYTOYHOM aTTECTALMH, HE TOIyCKasl CylIECTBEHHBIX
HETOYHOCTEMN.

OOyuaromuiics NpaBUIbHO NMPUMEHSET TEOPETHUECKUE
MIOJIO’KEHUS IPU PEILICHUU NPAKTUYECKUX 3a/1a4
npogeccnoHaIbHON HAIIPaBICHHOCTH PA3HOTIO YPOBHS
CJIO’KHOCTH, BJI/IEET HEOOXOMMBIMH IS TOTO HaBBIKAMH
Y MpUEMaMH.

JlocTaTOYHO XOpOIIO OPUEHTUPYETCS B yUeOHON U
npogeccuoHaIbHOM TUTEeparype.

OneHka no JUCHMILIMHE BBICTABISAIOTCS 00ydarolemMycs ¢
Y4ETOM pe3yJIbTaTOB TEKYIIEH U MPOMEKYTOUHON
aTTecTaluu.

Komnerenunu, 3akperui€HHbIe 3a JUCHUTUIMHOM,
c(OpPMHPOBAHBI HA YPOBHE — «XOPOIIHIAY.

67-50/
D.E

«YIOBJIETBOPH-
TEIBHO»/
«3aUTCHO
(ymoBieTBopu-
TEJBHO)»/
«3a4TECHOY

BricTaBnsiercs oOydaromemMycsi, €clii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUUECKUI MaTeprall,
JIOTYCKaeT OTJENIbHbIE OMIMOKH MPH €T0 U3JI0KEHUU Ha
3aHATHUAX U B XOJ€ IIPOMEXKYTOYHOU aTTECTALMH.
OOyuaronuiics UCTIBITBIBAET OMPEIEIEHHbIE 3aTPyAHECHUS
B IIPUMEHEHNUN TEOPETUYECKUX MTOJIOKEHUH IIPU PEIIEHUN
MPaKTHYECKUX 3a7a4 MpodhecCHOHATbHON HAMIPABIEHHOCTH
CTaHAAPTHOI'O YPOBHS CIIOKHOCTH, BJIAJICET
HEOOXOJUMBIMU AJISI TOTO 0a30BBIMU HABBIKAMU H
puEMamu.

JleMOHCTpUpYET JOCTAaTOYHBINA YPOBEHb 3HAHUS YUEOHOH
JUTEPATYPBI 110 AUCLUIUIMHE.

OreHka o JUCHUILTUHE BBICTABISIOTCS 00ydaromeMycs ¢
y4E€TOM PE3yJIbTATOB TEKYIIEH U IPOMEKYTOUHON
aTTeCTaluH.

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

49-0/
F,FX

«HEYIOBIIETBOPHUTE
JIBHOY/
HE 3a4TEHO

BeicTaBisercs o0yuaromemycs, €ClIM OH HE 3HAaeT Ha
6a30BOM ypOBHE TEOPETUUECKUNA U MPAKTHYECKUIT
MaTepua, JOIycKaeT rpyOble OMNOKU IPU €ro
M3JI0’)KEHUH HA 3aHITHUAX U B XO/1€ IPOMEKYTOUHOM
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Banasl/ Ounenka no Kpurepun oneHkn pe3ybTaToB 00y4eHHUsI 110
Hlkana AUCHHILINHE AUCHHILINHE
ECTS

aTTecTalluu.

OOyuaromuiics UCIBITBIBAET CEPLEZHBIE 3aTPYIHEHUS B
IIPUMEHEHUHN TEOPETUYECKUX TOJI0KEHUM NIPU PELICHUH
NPaKTUYECKUX 3a/1a4 MPO(eCCHOHATFHON HAIPaBIEHHOCTH
CTaHJapPTHOI'O YPOBHS CJIO)KHOCTH, HE BIaEeT
HEOOXOIMMBIMH JUISl 3TOTO HABBIKAMU H ITPUEMAMH.
JleMoHCTpHpYeT (parMeHTapHble 3HaHUS y4eOHOMH
JIUTEPATYPBI 110 AUCLIUIUIMHE.

OneHka 1o JUCLUIUIMHE BBICTABIIAIOTCS 00YYarOIEMYCs C
y4E€TOM PE3yJbTATOB TEKYILEH U IPOMEKYTOUHON
aTTecTaluu.

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

5.3. OueHouHble cpeacTBa (MaTepHAJIbI) AJI51 TEKYLIEr0 KOHTPOJISA yCIIeBaeMOCTH,
NPOMEKYTOUYHOH aTTeCTAMH 00y4aIOLIUXCS M0 TUCIUIINHE

Bapuanmuvr konmponwvnoit pavomor Ne 1

Bapmuanr 1

1.B kakux ciydasx KajapoBas CIy’0a HMeeT MpaBo BbIaTh TyOauKaT TpyJaoBod KHMKKU? Kax
3TOT TIOKYMEHT odopmiisieTcs?

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

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

Bapuant 2

1.XapakTepucTuka Ha3HAuY€HHUs TPYIOBOM KHUXKKH. B Kakoll cpok JomkHa OBITH 3aBeleHa
TPYIOBasi KHUKKA MPU MOCTYIJICHUU Ha paboTy BHepBbIe?

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

3.Kakoll 5OKajnbHBIII HOPMATHBHBIM aKT OINpPEAENSIeT OPraHU3aLMIO0 TPyAa COTPYJHHKOB B
KOMNaHuH. /[aiiTe eMmy XapaKTEepUCTHUKY.

4.HazoBure nHpopMaIuio, 0053aTeabHYI0 sl BKJIIOYEHUS B TPYJIOBON JOTOBOP.

Bapuanmut konmponwvnoit paoomor Ne 2

Bapwuanr 1
1. Tlepeuncnure cocTaB JOKYMEHTOB JIMYHOTO Jeia paboTHHKa. KakuMu HOpMaTHBHBIMU
JOKYMEHTaMHU 3TO OIpeeieHo?
2. HazoBure 10KyMEHTBI KaJpOBOil CIIy>KOBbI, IOJUIEKAIIME [Iepeiade B ApXUB.
Bapuant 2
1.KaxoBBI 0COOCHHOCTH COCTABJICHHUST HOMEHKIIATYPBI JIENT KaIPOBOM CITYKObI?
2. HazoBure o0s3aTebHbIe PETUCTPALIMOHHBIE (POPMBI KaIPOBOU CITyKObI?
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Hpumepuble KOHmMpOJ/ibHble 60NPOCHI ons npomeafcymoquoﬁ ammecmauuu.:

1. Ilepeuncauth 3aKOHO/IaTEIIbHBIC aKTHI, KOTOPBIMU perilaMeHTUpYyeTCs
JOKYMEHTHUPOBAHME KaJPOBOM NEATEIBHOCTH B HACTOSAIIEE BpeMs?
2. llepeuncauth HOPMAaTUBHO-METOUYECKUE JIOKYMEHTHI, perilaMeHTUpYIOLIue

JNOKYMEHTHUPOBAHME KaJPOBOU NEATEIBHOCTH.

3. Ha3zBarb BUJIbI JOKYMEHTOB, NIPeIbsBIIEMble PAOOTHUKOM IIPU IpUEMe Ha padoTy.

4. Ha3Bate BuABl JOKYMEHTOB, YCTaHOBJEHHble TpylnoBbIM  KojxekcoM  P®D,
JOKYMEHTUPYIOIINE pueM paboTHHUKA Ha paboTy.

5. TlepeuncnuTh BHUIBI JTOKYMEHTOB, OGOPMIISIONINE H3MEHEHHE YCIOBUIl TpPyAOBOTO
ZOrOBOPA.

6. IlepeuncnuTe BHIBI JOKYMEHTOB, YCTaHOBJIEHHbIE TpynoBeIM KojgekcoM P® mia
pEryIMpoBaHMsl TPYIOBBIX OTHOILIEHUH.

7. Cpokn TOATOTOBKH, KakMX JOKYMEHTOB IO JOKYMEHTHUPOBAHMIO  KaJpOBOM

JESTEILHOCTH YCTAHOBJIEHBI 3aKOHOIATEIBHO?

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

9. Kakue ¢yHKIMH JOJDKHA BBINOJHATH KaapoBas Ciyx0a npu  oopmIeHUN
YBOJIbHEHUS pabOTHUKA ¢ paObOTHI?

10. Kakumu gokymMeHTaMu oopMiIsieTcst yBOJIbHEHHE paOOTHUKA?

11. HazoBuTte pyHKINN KaapOBOil CIIyKOBICBSI3aHHBIE C TPYAOBBIMH KHIKKAMH?

12. Kakumu gokymMeHTaMu opopMiIseTcst aTTecTalust pabOTHUKOB?

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

14. Kakue nena kapoBoil ci1yKObl OTHOCATCS K KATETOPUH MEPEXOAIuX?

15. Ilepeuncauth 0cOOCHHOCTH (HOPMHUPOBAHMSI JIMYHOTO Jiesia paboTHUKA?

*®

6. YueOHO-MeTOAHYeCcKOe U MH(OPMAIITHOHHOE o0ecneyeHue TUCIUTIINHbI
6.1. CnmcoOK MCTOYHHMKOB M JIUTEPaTypPbl

HUcTounuku (00s3aTe1bHbIE)

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

2. TpynoBoii komekc Poccuiickoit Denmeparuun ot 30.12.2001 Ne 197-®3. [lpunsar
l'ocynapctBennoit ymoit 21 pexabps 2001r. (c mocnemyromuMd W3M. W jgom.)  //
Koncynerantllmoc. Bepcusillpod  [DnexTpoHHBIH pecypc]. — DNeKkTpoH. AaH. - Pexum
nocrytna :http://www.consultant.ru/.

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

4. ®enepanbhbiii 3ak0H PO ot 27.07.2004 Ne 79-d3 «O rocyaapcTBEHHOH TpakIaHCKOI
ciyx6e Poccuiickoit @enepanumn» (¢ mocienyrommmu u3M. U jgon.) // Koncynerantllnroc.
Bepcusllpod [DneKkTpoHHBIN pecypc]. - DJIEKTPOH. JIaH. - Pexxum
nocryma :http://www.consultant.ru/.

5. ®enepanbhblii 3akoH Poccuiickoit deneparyu ot 01.06.2005 Ne 53 «O rocynapcTBEeHHOM
s3pike  PD» (¢ mocmenyrommmvu wsM. u gom.)  // Kowcymerantllmoc. Bepcusllpod
[DnexTpoHHBI pecypc]. — DAEKTpoH. 1aH. - Pexxum noctymna :http://www.consultant.ru/.
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6. Oenepanbublii 3akoH Poccuiickoit ®Pemepammu ot 06.12.2011  Ne 402-03  «O
Oyxrairepckom yuere» (¢ mocienyrommmu u3M. u jom.) // Koncynerantllmtoc. Bepcusllpod
[DneKTpoHHBIN pecypc]. — DIeKTpoH. AaH. - Pexxum nocryna :http:// www.consultant.ru/.

7. ®enepanbubiii 3akoH Poccuiickoit ®enepanuu ot 02.05.2006 Ne 59-d3 «O mopsiake
paccMoOTpeHHsi oOpalreHui rpaxkaan» (¢ mocuenyromuMu u3M. u non.) // Koncynerantlmroc.
Bepcusallpod [DneKTpOHHBIH pecypc]. —  DJEeKTpoH. JIaH. - Pexxum
nocrymna :http://www.consultant.ru/.

8. ®enepanbhblii 3akoH oT 27 wuions 2006 r. N 152-®3 "O mnepcoHalbHBIX JAaHHBIX"(C
nocnenyomuMu u3M. u gom.) // Koncynerantllmroc. Bepcusllpod [DnextponHslit pecypc]. —
OnekTpoH. naH. - Pexxum nocryna :http://www.consultant.ru/.

9. ®enepanbhbiii 3akoH oT 01.10.2004 No 125-®3 «O0 apxuBHOM Jnene B Poccuiickoit
Oenepanun» (¢ mocnenyromumu u3M. u  jgom.)  // Koncymbrantllmoc. Bepcusllpod
[DnexkTpoHHBIH pecypc]. — DIeKTpoH. naH. - Pexxum nocrymna :http://www.consultant.ru/.

10. ®enepanbhbiit 3akoH ot 29.07.2004. Ne 98-@3 «Okommepueckoil TaitHe» // (c
nocneayomumu u3M. u gom.) // Koncynerantllmtoc. Bepcusllpod [Dnekrponnsrit pecypc]. —
DneKTpoH. J1aH. - Pexxum gocrtyna :http:/www.consultant.ru/.

11. TIpaBuna BeeHUS U XpaHEHHS TPYAOBBIX KHIDKEK. (C MOCICIYIONIMMH U3M. M 101.) //
Koncynerantllmoc. Bepcusillpod  [DnexTponHBIH pecypc]. — DNeKTpoH. gaH. - Pexum
nocryma :http://www.consultant.ru/.

12. NHcTpyKIust 10 3ar0JHEHUIO TPYAOBBIX KHIDKEK (yTB. [locTaHOBIeHHEM MuUHHCTEPCTBA
Tpyna W comuanbHOro pas3Butus Poccuiickoit ®enmeparmuu ot 10 okTadps 2003r.).
3apeructpupoBana MunucrtepctBoMm toctuniu Poccuiickoit denepanuun 11 wosiops 2003 .
perucTpanioHHbii HOMep 5219.(c mocnemyromumu u3M. u qon.) // Koncynerantllmroc.
Bepcusallpod [OnexTpoHHBIM  pecypc]. —  DIEKTpOH. JlaH. - Pexum
nocryma :http://www.consultant.ru/.

Hcrounuku (100 THUTEIbHBIE)

13. ®enepanbupiii 3akon PO ot 27.07.2006 Ne 149-®3 «O6 wuHpopManuH,
MH(GOPMAIIMOHHBIX TEXHOJOTUAX U 3aluTe MHPOpMAIUN» (C MOCIEAYIOMUMU U3M. U JI0m.) //
Koncynerantllmoc. Bepcusillpod  [DnekTponHBIH pecypc]. — DNeKTpoH. AaH. - Pexum
nocrymna :http://www.consultant.ru/.

14. denepanbubiii 3akoH 0T 26.12.1995. Ne 208-®3 «O0 akiuoHEepHBIX o0O0IIECTBaX» (C
nocaenyomumu u3M. u gon.) // Koncynasrantllntoc. Bepeusllpod [DnexkrponHslil pecypce]. —
DeKTpoH. aH. - Pexxum nocryna :http://www.consultant.ru/.

Obmepoccuiickuil knaccupukatop npodeccuit padouux, TOHKHOCTEH CllyXallux |
tapudubix pazpsaos OK 016-94. M.: Muntpyn Poccun, 1995.

Obmepoccuiickuii kinaccuduxarop nHpopmanuu o HaceneHun OK 018-95. M.: MunTtpya
Poccun, 1996

Oobmepoccuiickuil knaccupukaTop ympasiaeHuecko nokymeHTaunu OK 011-93. M.:
lNoccrangapt Poccun, 1994.

Oobmepoccuiickuil knaccudukarop crenuanbHocTei o obpazoBanuo OK 009-93. M.:
INoccrangapt Poccun, 1995.

ITlpuka3 PocapxuBa ot 23.12.2009 N 76 "OO yTBepkaeHUH MeTOIUYECKUX
pexoMeHaanuii mo pazpaboTke MHCTPYKUWH IO JEIONMPOM3BOJCTBY B (heAepallbHBIX OpraHax
WCIIOJIHUTENIbHOM BIAcTH".

YHudunupoBaHHele GOPMBI IIEPBUYHON YUETHOH TOKYMEHTALWH 110 YYETy TpyAa U ero
omnarsl, yTBepkaeHHble IlocranoBnennem I'ockomcrara P® or 05.01.2004 Ne 1. M.:
HUITHcratuadopm 'ockomcTara Poccu, 2004.

15. Tapuduo-KkBaNMHUKAIMOHHBIA  CIIPABOYHHK. /I Koncynwsrantllmtoc. Bepcusllpod
[DnexTpoHHBIN pecypc]. — DIeKTpoH. AaH. - Pexxum nocryna :http:// www.consultant.ru/.
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16. KBanudukamoHHbI#H CIPABOYHUK JTOJDKHOCTEH PYKOBOIUTEICH, CIICIIUATMCTOB U APYTUX
ciyxamux. M.: Muntpya Poccun, 2000. // Koncynerantllmtoc. Bepcusllpod [DnexTpoHHbIit
pecypc]. — DnekTpoH. AaH. - Pexxum fgocrtymna :http://www.consultant.ru/.

MesxoTpacieBble YKpYITHEHHbIE HOPMaTHBBI BPEMEHU Ha PaOOThI 110 KOMITJIEKTOBAaHHUIO U
yuety kaapoB. M.: LIBHT Muntpyna CCCP, 1991.

[lepeyeHb THUIMOBBIX YNPABICHYECKUX AapXUBHBIX JOKYMEHTOB, 0Opasymoommuxcs B
MpoLecCe JEATEIbHOCTH TOCY/apCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIpPAaBIICHUS WU
OpraHM3alui, ¢ yKa3aHUEM CpOKOB XpaHeHus. M., 2011.

[IpaBuia opraHu3alMi XpaHEHHs, KOMIUIEKTOBAHMS, Yy4€Ta U  HUCIOJIb30BaHUS
IOKyMeHTOB ApxuBHoro ¢onga Poccuiickoit ®@enepaiuu U APYruxX apXHWBHBIX JIOKYMEHTOB B
OpraHax TroOCyJapCTBEHHOW BIJIAaCTH, OpraHax MECTHOTO CaMOYMpaBJIEHUS W OpraHu3alusXx,
YTBEPXACHHBIX ITpHKa3oM MuHKyIbTYpsl PO ot 31.03.2015 Ne 526.

Jluteparypa (ob6s3aTenpHAs)

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

XKypasnesa, 1. B. KanpoBoe nenonpousBoactBo: Haumnaem ¢ Hyns. AyJUT CBOMMH
cuwiamu / 11.B. XKypasnesa, M.B. XKypagnesa. - 2-e uzn. - Mocksa : HUL| UTHOPA-M, 2014. -
184 c. + ( Hom. mat. znanium.com). - (IIpocto, kpatko, 6sicTpo). ISBN 978-5-16-008986-7. -
Texcr : anextponnsiit. - URL: https://znanium.com/catalog/product/417566

Jluteparypa (DOTMOTHUTEIbHAS)

brikoBa, T. A. JlokyMeHTaIlMOHHOE OOeCIeueHHe yMIpaBlIeHUs (JIeI0MPOU3BOJCTRO):
Vu. noc. / T.A.beixoBa, T.B.Ky3nenosa, JI.B.Cankuna - 2 u3n., nepepad. u gom. - Mocksa :
NHO®PA-M, 2012. - 304 c. + CD-ROM. - (Briciiee o6pazoBanue). ISBN 978-5-16-004805-5. -
Texkcr : anextponnsiit. - URL: https://znanium.com/catalog/product/238519

6.2. IlepedyeHb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHHUKAIIMOHHO ceTH « UHTEepHET)

- I'apanT [OnekrponHbll pecypc]. — OnekTpoH. naH. — M., cop. 2019. — Pexxum pocrymna:
http://www.garant.ru.

- Koncynprant Ilntoc [Dnextponnsit pecypc]. — Onekrpod. naH. — M., cop. 2019. — Pexum
nocryma: http://www.consultant.ru.

6.3.IlpodeccuoHanbHbIe 6a3bl JAHHBIX U HHPOPMAIIMOHHO-CIIPABOYHbBIE CHCTEMbI
Hoctyn k npodeccruoHabHBIM 6a3aM naHHBIX: https://liber.rsuh.ru/ru/bases

WNudopmannoHHble CIIPaBOYHBIE CHCTEMBI:
1. Koncynwrant [Ltoc
2. Tapanr
1.
7. MaTepuaJIbHO-TeXHHYeCKOe o0ecredeHue AU CUMIIIMHbI

Jns  obecriedeHus AMCUUIUIMHBI  HCIIOJIB3YeTCS  MaTepHallbHO-TEXHUUYECKass 0asa
00pa30BaTEeNbHOTO  YUYPEXKACHUA: Yy4eOHble ayIUTOPHM, OCHAIIEHHBIE KOMIIBIOTEPOM H
MIPOEKTOPOM JIJIsl IEMOHCTPAIMH YUYEeOHBIX MaTepPHAaJIOB.
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CocraB nmporpaMMHOTO 00€CTICUCHHUS:
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

8. ObGecneuenue 00pa3oBaTeJLHOIO MpoLECCA sl JIUI ¢ OTPAHUYEHHBIMU
BO3MOKHOCTSIMM 310POBbSI 1 HHBAJIU/0B

B XO0J¢ peain3anvu JUCHUIIIINHBI UCTTIOJB3YIOTCA CICAYIOINUC JOIMOJIHUTCIBHBIC
METOABI 06y‘—IeHI/I${, TEKYIIETO KOHTPOJIA YCIIEBAEMOCTH U HpOMe)I(YTOqHOﬁ aTTeCTaluu
o6yqa101u14xc;1 B 3aBUCHUMOCTHU OT UX HHAWUBUAYAJIbHBIX 0COOCHHOCTEH:

® I CJENbIX U cIa00oBUISAIIMX:

- JIeKIMH O(OPMIIAIOTCS B BHJE AJIEKTPOHHOTO JOKYMEHTA, JOCTYIHOIO C IOMOILBIO
KOMIIbIOTEpA CO CIEIMAT3UPOBAHHBIM ITPOrPAMMHBIM 00€CTICUeHUEM;

- TIHChMEHHBIC 3aJaHUSl BBINIOJHAIOTCS Ha KOMIBIOTEPE CO  CIEIHATH3UPOBAHHBIM
MPOTrpaMMHBIM 0OeCTieYeHHEM, HIIU MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrnieunBaeTCsl MHAUBUIyIbHOE paBHOMEpHOE ocBeleHne He menee 300 Jrokc;

- JUIS BBINIOJIHEHUS 3aJaHus TPH HEOOXOIMMOCTH IPEIOCTaBIISIETCS yBEIUYMBAIOIIEe
YCTPOICTBO; BOBMOKHO TaKKe MCII0JIb30BaHUE COOCTBEHHBIX YBEJIMYUBAIOIINX YCTPONUCTB;

- MUCbMEHHBIE 3a7]aHus1 OPOPMIISIOTCS YBEIMUEHHBIM HIPUPTOM;

- DK3aMeH | 3a4€T MPOBOAATCS B YCTHOH (pOpPME MITH BBHITIOHSIOTCS B TICEMEHHOHM (opMe Ha
KOMIIBIOTEPE.

® IS TIyXUX W CIA0OCIBITIAIINX:

- Jekuuu Oo(OPMIISIIOTCA B BHJE JJIEKTPOHHOIO JIOKYMEHTa, JHOO0 MpeaoCTaBIseTCS
3BYKOYCHJIMBAIOIIas anmnapaTypa HHAUBUIyabHOTO MOJIb30BaHMUS;

- MIUCbMEHHBIE 33JIaHUs BBITOJIHAIOTCS HA KOMITbIOTEPE B IUCbMEHHOH opMme;

- 9K3aMeH U 3a4€T MpOBOJATCS B NUCHbMEHHOHW (opMe Ha KOMIIBIOTEPE; BO3MOKHO
npoBesieHue B (popMe TECTUPOBAHMUS.

® Ui JIMII C HAPYIICHUSMU OTIOPHO-ABUTaTEIbHOIO anmnapara:

- JeKuuu O(OPMIISIIOTCS B BHJIE AJIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C TOMOIIBIO
KOMIIBIOTEpA CO CIEeHUaIN3UPOBAHHBIM MPOTPAMMHBIM 00€CIICUeHUEM;

- THCBMEHHBIC 33JaHUS BBHINOJHAIOTCA HA KOMIBIOTEPE CO  CIHEIHAIU3UPOBAHHBIM
MIPOTrpaMMHBIM 00€CIICUeHUEM;

- 9K3aMeH M 3a4€T MPOBOAATCS B YCTHOM (pOpME MIIM BBINOIHSAIOTCS B MUCbMEHHOM (opMe Ha
KOMITBIOTEPE.

[Tpu HEOOXOMUMOCTH MpeyCMaTPUBACTCSI YBEIMUEHUE BPEMEHH ISl IOATOTOBKU OTBETA.

[Ipouenypa  mpoBeneHuss  NPOMEXKYTOYHOW  aTTecTalMu  JJIsi  OOyYaroIuxcs
yCTaHaBIMBAaeTcd C Y4E€TOM UX HWHAMBHUIYAIbHBIX MNCHUXO(U3NYECKHUX OCOOCHHOCTEH.
[TpomexyTodHast aTTeCTAIMsI MOXKET MPOBOAUTHCS B HECKOJIBKO 3TATOB.

[Ipu npoBeneHNM NpPOLEAYPHl OLEHUBAHUS PE3yJIbTAaTOB OOyUYCHHs MpPeaycMaTpHBaeTCs
WCTIOJI30BAaHNE TEXHUYECKHX CpEICTB, HEOOXOAMMBIX B CBSI3M C HWHIUBUAYAJIHbHBIMHU
0COOEHHOCTSIMH O0YyYaroIUXCsi. DTH CPEACTBA MOTYT OBbITh MPENOCTaBICHBI YHHUBEPCHUTETOM,
WM MOTYT HCIIOJIb30BaThCSl COOCTBEHHBIE TEXHUYECKUE CPEICTBA.

[IpoBenenne mpouEAypbl OLICGHUBAHMUA  pE3yIbTaToB  OOy4YEeHHS  JOIMyCKaeTcss ¢
MCIOJIb30BaHUEM TUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHUH.

ObecneunBaeTcs 10CTyn K MHGOOPMAIIMOHHBIM U OMOIHOrpauuecKuM pecypcaMm B CETH
WuTepHer mis kaxzaoro obOywaromierocss B gopmax, aJanTHPOBAaHHBIX K OrPaHUYEHHSIM HUX
3JI0POBbS U BOCHIPUATHUS MH(OPMAIIH:

® IS CIIENBIX U C1a00BUISAIINAX
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- B IeYaTHOM (opMe yBETUUEHHBIM IIPUPTOM;

- B (hopme 3eKTPOHHOTO TOKYMEHTA;

- B (hopme ayanodaiina.

® IS TIYXUX U CJIa0OCIBIIIAIINX:

- B IeyaTHOH Gopme;

- B (hpopme 37eKTPOHHOTO TOKYMEHTA.

® 111 0Oy4aIOUIMXCs ¢ HApyIIEHUSIMUA OTIOPHO-JBUTaTeILHOTO anmapara:
- B Ie4aTHOM (opme;

- B (hopMe 3JEKTPOHHOTO JOKYMEHTA;

- B popme ayanodaiina.

VY4eOHble ayIUTOPHU Ui BCEX BHJIOB KOHTAKTHON M CaMOCTOSTENbHON pabOThl, HayuHast
O6uOIMOTEKa M MHbIE MOMENICHUS JUIsi 00y4YeHHs OCHAILEHBI CIEUAIBHBIM 000pYy/IOBAaHUEM U
y4eOHBIMU MECTaMU C TEXHUUYECKUMH CPEICTBAMH 00yUEHUS:

® IS CJIENBIX U C1a00BUISIINX

- YCTPOMICTBOM I CKaHUpOBaHUA U uTeHus ¢ kamepoid SARA CE;

- nucrieeM bpaiins PAC Mate 20;

- mpuntepoMm bpaitns EmBrailleViewPlus;

® IS TIYXUX U CJIa0OCIBIIIAIINX:

- aBTOMATHU3MPOBAaHHBIM pPabOYMM MECTOM JUIsl JIIOJeH C HapylIeHHeM cliyXa |
C1a00CITBIIANTIX ;

- aKyCTUYECKHH YCUIIUTENb U KOJIOHKH;

® g 00y4aromuXCcs ¢ HApYUICHUSIMU OMTOPHO-BUTATEIbLHOTO ammapara:
- IEPEBIKHBIMU, PETyJINPYEMBIMHU 3proHoMuueckumu napramu CU-1;
- KOMITBPIOTEPHOU TEXHUKOMU CO CIIEIUAIBHBIM MPOrPaMMHBIM 00€CIICYEHHUEM.

9. MeToauyeckue MaTepuaJibl
9.1.I1lnaHbICEMUHAPCKHUX 3aHATHIA.

TEMA1.3AKOHOJATEJIbHASL PETTTAMEHTAIINA JOKYMEHTHPOBAHMS
KAJIPOBOU JEATEJIBHOCTU B P®

®opma 3aHATUI — AUCKYCCHA IO pE3yJibTaTaM U3YUCHUA MATCPHUATIOB

3AJIAHUSL.

1. Tlpoananmusupyiite TpymoBoii kogekc Poccuiickoii @eneparuu u onpeaenuTe TpeOOBaHUs K
cocTaBy ¥ 0()OpPMIICHHUIO TOKYMEHTOB, PETJIAMEHTUPYIOLIUX TPYI0BbI€ OTHOILIECHUSI.

2. llpoananusupyiitre TpymoBoii kogekc Poccuiickoit @eneparyin 1 onpeaenuTe TpeOOBaHUS K
GYHKIUSAM KaJpoBOM CITyKOBI.

3.

YKA3AHV 10 BBIITOJIHEHUIO 3AJTIAHUIM

1. N3yunte TpynoBoit Koaekc U BBIICHUTE, KakKMMHU JOKYMEHTAMHU IPELyCMOTPEHO
opopMiieHHE TIpHeMa, TIepeBOja, YBOJBHEHHUS, KOMAHIUPOBAHMS, TUCHUTLIHHAPHOTO



20

B3BICKAHUA U TPEJOCTaBICHUs OTIMycKa paboTHHKaM. CocTaB JOKYMEHTOB (PUKCUPYETCS 10
KaXJI0M oTaenpHON mporeaype. OOpatute BHUMaHUE HA CPOKH TOJTOTOBKH JIOKYMEHTOB,
YCTaHOBJICHHbBIE 3aKOHOJATEIBHO.

2. Wzyuute TpynoBoil KOAEKC | OMpeneauTe O0sS3aHHOCTH PabOTOMATENsI MO OTHOIICHUIO K
paboOTHHUKY, KOTOpBIE ycTaHOBJIECHBI B KoJekce mpy BO3HUKHOBEHHH TPYIOBBIX OTHOIICHUIA,
BBISIBUTH (DYHKITUU KaJIPOBOM CITYKOBI.

KOHTPOJIBHBIE BOITPOCBI.

1. IlepeuncnuTh OCHOBHBIE BHIbBl JOKYMEHTOB, MCIIOJIb3YEMBIE ISl JIOKYMEHTHPOBAHMS
TPYZOBBIX OTHOLICHHH, YCTAHOBJICHHBIX B TPYJIOBOM 3aKOHO/IaTEIbCTBE.

2.  HazoBute THNOBBIEC (YHKIIMN KaAPOBOH CIY>KOBI.

TEMA 2.PA3PABOTKA OPTAHM3ALIMOHHBIX JJIOKYMEHTOB B KAJIPOBOI
CJIIYKBE

PopMa 3aHATUA — TUCKYCCHS IO pe3ybTaTaM U3y4eHHUs] MaTEpPUAIIOB

3AIAHUS

1. Tlpoananusupyiite opranusanuio padotsl ¢ kagpamu B 3A0 “Beimmen”.

2. VYcraHOBUTE CTPYKTYpY U coaepskanue [lomoxxenus o6 oraene kaapoB 3A0 “Beimmen”

3. VYcraHOBHUTE CTPYKTYypy M COJAEpKaHHE IOHKHOCTHOM HHCTPYKIMHCOTPYIHHKA KaJpOBOii
CITYKOBI

YKA3AHMNA 110 BBIIIOJIHEHUIO 3ATAHU A

1. Tlpoananmusupyiite KomIuieKC I0KyMeHTOB 3AO “BpiMmmen”, BbIABISAS €ro CTPYKTYpY,
YHUCJICHHOCTh, HampaBleHus jearenbHocTd OOmecTBa M O0COOCHHOCTH OpraHU3aIlUH
KaJIpOBO# pabOTHI.

2. Ha ocHOBe KBamu(pHUKAIIMOHHON XapaKTepUCTUKH PYKOBOAMTENS KaJAPOBOH CIIyKOBI,
YCOP/l, TpymoBoro komekca U TpeOOBaHMN MHBIX HOPMATHBHBIX WU METOIMYECKHUX
JOKYMEHTOB YCTaHOBUTE CTPYKTypy M cojepxkanue Ilomoxenus o6 otaene kanpo 3A0
“BeiMrien”.

3. Ha ocHoBe KBaTM(pHUKAIIMOHHBIX XapaKTEPUCTUK PaOOTHHUKOB KaapoBoi ciyx0b, YCOP/]
VYcraHoBUTE CTPYKTYpPY M COJEpKaHUE AOKHOCTHOM HMHCTPYKLMHU COTPYIAHHUKA KaJpOBON
ciryx061 3A0 “Brimnen”.

KOHTPOJIBHBIE BOITPOCHI

—

[lepeuncaure 3a1auu ¥ GYHKIHUU KaAPOBOM CITyKOBbI.

2. Kakue JOKyMEeHTHI perJaMeHTUPYIOT paboTy ¢ EPCOHAIOM OpraHu3anun?

3. Ha ocHoBe, Kakux JOKYMEHTOB pa3paOaThIBAIOTCS IOJIOKEHHE O KaJpoBOi ciayxbe u
JOJDKHOCTHBIE HHCTPYKIUU €€ COTPYAHUKOB?

4. KaxoBa CTpyKTypa TEKCTOB MOJO0XKEHHUS O KaJpOBOH CITy>KO€ M TOJHKHOCTHOW MHCTPYKIMU?

5. Korma momoxenue o KaapoBoul ciayxkOe mpuobOperaeT ropuandeckyro cwry? Korma oHo
TpebyeT nepepaboTKu?

6. Ilepeuncnure obmue TpeOboBaHMs K OOPMIICHUIO OPTAHU3AIMOHHBIX JJOKYMEHTOB.

TEMBI3-7. IOKYMEHTUPOBAHHME KA/IPOBOM JEATEJBHOCTH

®opma 3aHATUI — AUCKYCCHA IO pE3yJibTaTaM U3YUCHUA MATCPHUAJTIOB
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3AJIAHUS:

1. M3yuute 3aKoHOIATENbHBIC TPEOOBAaHHS K  COJACPKAHHIO M O(GOPMIICHHIO  TPYIOBOTO
JI0roBOpa.

2. YcTaHOBHTE KOMIUIEKT JOKYMEHTOB 110 NEPEBOAY Ha JAPYTYIO padoTy.

3.YcraHOBHUTE KOMILUIEKT JOKYMEHTOB O IPEIOCTABICHUM OTITyCKa, MIEPEHOCE OTIYCKa, OT3bIBE
U3 OTIYCKa, IPOEKTHI TOKYMEHTOB O KOMAaHJMPOBAHUU pabOTHHUKA

4.YcTaHOBUTE KOMIUIEKT JOKYMEHTOB O TIOOIIPEHHH paboOTHUKA U O BBIHECEHHH
JUCLMITIMHAPHOTO B3bICKAHUS.

5.YcTaHOBHUTE KOMIUIEKT JOKYMEHTOB 00 M3MEHEHUH (paMIIINK pabOTHHUKA

6.YcTaHOBUTE KOMIUIEKT JOKYMEHTOB O PAacTOpPKEHMH TPYAOBOTO JOroBOpa IO pa3HbIM
OCHOBAHUSIM

YKA3AHV 10 BBIITOJIHEHUIO 3AJTAHHMIM

1.Ha ocHoBe MarepuasioB [eJIOBOW WIrpbl (CIpaBOYHBIE [aHHbIE O pPAOOTHUKE) U
TpeboBaHuil Tpya0BOTrO KOJeKca ONpeeNuTe CONEeP)KaHUETPYAOBOIO JI0TOBOpa U 0COOEHHOCTH
ero opopmIICHUS.

2.Mcnonb3yst MaTepuaibl A€I0BON UTPhl (CIIpaBOYHBIE JaHHBIE O PAOOTHUKE) U YUUTHIBAS
TpeboBaHus TpynoBOro KojieKca YCTAaHOBUTE COCTAB JIOKYMEHTOB IIPH IMepeBojie paboTHHKA (110
€ro MHUIUATHBE U MO MHUIMATHBE PYKOBOAUTENSI CTPYKTYPHOTO MOApA3/EiCHUs) Ha JPYTyIO
pabory B TOH ke opraHuzauuu. OnpenenuTb OCOOCHHOCTH JIOKYMEHTHPOBAaHUS dSTOU
MIPOLEAYPHI.

3.Hcxons U3 MaTepuaioB JeOBOM UIPHI (CIIPaBOYHBIE JIaHHBIE O PAOOTHUKE) YCTAaHOBUTH
COCTaB JOKYMEHTOB IO INPEAOCTABICHUIO PaOOTHHKA €KErOJHOr0 OYepeHOM OIIauuBaeMoro
OTIyCKa M OTImycka Oe3 coxpaHeHus 3apa0oTHOM matbl. Omnpenenuts O0COOEHHOCTH
JOKYMEHTUPOBAHUS 3TON MPOLEAYPHI.

Hcnonb3ys mMaTtepHuasbl JeJI0BOM UIphl (CIIpaBOYHbIE JaHHbIE O PAaOOTHUKE) YCTAaHOBUTH
COCTaB JJOKYMEHTOB IIPU HAIpaBJIEHUU pabOTHHKA B KOMaHAUPOBKY U OMPENEIUTh OCOOEHHOCTH
uxX 0(pOpPMIICHHUS.

4.Mcnionb3yst MaTepuaibl JEJI0BOM UIPhI (CIIpaBOYHbIE JaHHbBIE O PaOOTHUKE) YCTAaHOBUTD
COCTaB JIOKYMEHTOB IpH O(OpPMIICHHM MooIpeHus paboTHuka. Onpenenuts OCOOEHHOCTH
JOKYMEHTUPOBAHUS 3TON MPOLEAYPHI.

Ha ocHOBaHuM MarepuajloB JEIOBOM HIPhl YCTAaHOBUTH COCTAaB JIOKyYMEHTOB IIpH
HAJIOKEHUH JUCHMILTMHAPHOTO B3bICKaHUS.OnpeeiuTh 0COOEHHOCTH JOKYMEHTUPOBAHUS ATON
IIPOLEAYPBHI.

5. Omnpenenutb, KakKMMH JOKYMEHTaMU O(OPMIISIOTCS H3MEHEHHS B MEPCOHAIbHBIX
JTAHHBIX paOOTHUKOB.

6.Vcnonb3ys MaTepuanbl AeTOBOW UTPHI (CIPaBOYHbBIE JaHHBIE O pAaOOTHUKE) YCTAaHOBUTH
COCTaB JIOKyMEHTOB IPH TpPEKpalleHue TPyIOBOr0 JOroBOpa MO MHHUIMATHBE PabOOTHHKA, IO
MHUIMaTUBE paboToaaTens, Mo 00CTOSATENLCTBAM, HE 3aBUCAIINM OT BOJIU CTOPOH. OIpenennThb
COCTaB JIOKYMEHTOB, KOTOpPBIMH odopmiseTcss Kaxaas curyanus. Omnpenenauts COCTaB
JOKYMEHTOB, UCIOJIb3YEMBIX NMPHU O0(GOPMIICHUH YBOJIbHEHUS, KOTOpble (hOPMUPYIOTCS B JTUYHOE
JIeNo pabOTHUKA.

KOHTPOJIBHBIE BOITPOCBI:

—

BriaenuTe 0OCHOBHBIE JOKYMEHTHPYEMBIE 3aJJa4l KaIpOBOM €ATEIbHOCTH.

2. OxapakTepu3yiTe CTPYKTypy TEKCTa TPyAOBOIO JOrOBOpA, MEPEUHCINTE CYLIECTBEHHBIE
IIOJIOXKEHUS TPYIOBOTO JOTOBOPA.

3. SBastorcs nu yHUPUIMPOBaHHBIE (POPMBI 00S13aTEIbHBIMU ?
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4. Ha ocHoBe TpeOOBaHUN K TPYIOBOMY JOTOBOPY, OIPEACIUTHh MOPSIOK OGOpPMICHUS
JIOTIOJIHUTENIBHOTO COTJIAIleHUs (M3MEHEHHUSI K TPYI0BOMY JOTOBOPY).

5. Kakumu TpeOOBaHUSAMHU JODKHA PYKOBOJICTBYETCS KaapoBas ciyk0a mpu ohopMIeCHUH
MIPUKA30B B TEKCTOBOH (hopme?

Tema 8. TPYJJOBA S KHNKKA

PopMa 3aHATUA — TUCKYCCHS IO pe3ybTaTaM U3y4eHHUs] MaTEpPUAIIOB

3AJJAHUA

1. IlpoanamusupoBars TpynoBoil konekc P®, IlpaBuna BeaeHHs M XpaHEHHS TPYJIOBBIX
KHIDKEK, MHCTPYKLIMIO IO 3alOJHEHUIO TPYJIOBOM KHIKKHU. BBIACHUTH mpaBmia
3aBE/ICHUS U MOPSAAO0K BEIEHUS TPYAOBBIX KHUKEK.

2. VYTOYHMTH, KaKHe CBEACHUS O paboTe U B KAKOM MOPSAIKE BHOCATCS B TPYAOBYIO KHIKKY
paboTHHKa

3. Ilpoanamu3upoBaTh NPEITIOKECHHBIE KOMHH TPYIOBBIX KHUKEK, OOBSICHUTH OIIMOKH B
oopMIIeHNU U BEJICHUU.

4. W3yuuts HopMbI perucTpaiiu TpyI10BbIX KHUKEK U OJaHKa TPYIOBOM KHIKKH.

YKA3AHVS 10 BBIITOJIHEHUIO 3AJTAHHUIM

1. M3yuuts Tpynosoit koxpexkc P®, [lpaBuiia BeneHUs W XpaHEHHs] TPYIOBBIX KHHKEK,
MHCTPYKIUIO 10 3aII0JTHEHUIO TPYIOBBIX KHUXKEK .

VY CTaHOBUTE:

-3aKOHOJATEJIbHBIE U HOPMATUBHBIEC IOJIOKEHUS O CTaTyCe TPYAOBOW KHMIKKE, MOPSAKE €€

opopMIICHUST U BEICHUS;

- HOpMaTHUBHBIE TPEOOBAHUS O TyOIHKaTE TPYIOBON KHUKKH;
- HOpMaTUBHbIE TPEOOBAaHUS O BKJIAJBILIE K TPYI0BOM KHIKKE.

2. Hcnonw3ys NpenIoKEHHbIE MaTepHuaibl JAEJOBOW WIPHl M MaTepHalbl 3aHATUH O
JOKYMEHTHUPOBAHHMM ITPUEMA, NIEPEBO/A, YBOJIBHEHHUS ONPEICIINTh 3aIMCH, BHOCUMBIE B B
TPYJOBBIE KHUKKH.

3. W3yuuTh npeanokeHHble KOMUHU TPYIAOBBIX KHUKEK, BBISBUTH OIIMOKU B OOPMIICHUU U
UCTIPaBJICHUSAX HA TUTYJBHOM JIUCTE, B pasaene «CBeaeHus o padboTey.

KOHTPOJIBHBIE BOITPOCHI

1. B kako#l cpok 1oypkHA OBITh 3aBe/ieHa TPYAOBas KHMXKKA MPU MOCTYIUIEHMH PaOOTHHKA Ha
paboty BrepBbie?

2. B kakux ciay4asx KaJIpoBas cly>k0a MMeeT MpaBo BbIIATh TyOIHMKaT TPYIOBONW KHUXKKH?

3.B kaxoii cpok nocie yBoJIbHEHUsI pa0OTHUKY BBIIAETCS TPYAOBas KHMKKA?

4. Kak oopmisieTcs BblJlaua BKJIa/IbIIa K TPYAOBOM KHUKKE?

5. Kakoe cTpykTypHOE MOIpa3eiecHHe OpPraHWU3alMM XPAaHUT OJAHKU TPYAOBBIX KHIDKCK H
BKJIAJBIIIEH K HUM?

6.Kax ucnipaButh ommmbku, 0OHapyKEHHbIE HAa TUTYJILHOM JIUCTE TPYAOBON KHUKKHU?

7.Kak ucnpaBuTh omunOKH, 0OHapy>KEHHbIE B 3alIOJTHEHUH pa3zena «CBenenus o padboren?

Tema 9. CACTEMATHU3AIIMSA JOKYMEHTOB KAJIPOBOM CJIYKBHI.
PopMa 3aHATUA — TUCKYCCHS IO pe3ysIbTaTaM U3y4eHHUs] MaTEPUAIIOB

3AIAHUS
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—

[Ipoananu3upyiiTe HOMEHKIATYPY AN KaapoBoi ciry k061 3A0 “Brimmen”.

2. YCTaHOBUTH COJCpKAaHNE HOMEHKIIATYPBI A€ KaIpOBOU CITy>KOBI

3. Tlpoananu3upoBaTh TpeOOBAHUS 3aKOHOJATENBHBIX U HOPMATHUBHBIX JOKYMEHTOB K COCTAaBY
JIOKYMEHTOB JINYHOTO JeNa.

4. Cpenatb BBIBOJ O COCTaB€ JOKYMEHTOB JIMYHOTO JieJla, OCOOEHHOCTAX €ro BeJEHUs U

XpaHEHHUS.

YKA3AHV 10 BBIITOJIHEHUIO 3AJTAHUIM

1. C yderoM TpeOOBaHUI HOPMATHBHBIX JOKYMEHTOB IMPOAHAIUZUPYHTE HOMEHKIIATYPY A€
3A0 “Bemmmen”, onpenenssi €€ BHJ, KIACCUPUKALMOHHYIO CXEMYy, OCOOCHHOCTH
(bopMyIMpOBaHUS 3ar0JIOBKOB, UCTOYHHUKU U TNPABHJIBHOCTh YCTAHOBJIEHUS CPOKOB XpaHEHHUS.
Onpenenure nepexosiiye ena, BKIIOYEHHbIE B 3Ty HOMEHKIIATYpYy.

2. Ha ocnoBe TpeGoBaHuit OCHOBHBIX MpaBWJl pabOThl APXWBOB OpPraHU3alMi W THIIOBOTO
MEepeyHsl YNpaBICHUECKUX JOKYMEHTOB CO CpPOKaMU XpaHEHHs  YCTAaHOBHUTH COJEp)KaHUE
HOMEHKJIATypHI JIeNl KaJPOBOH CITykOBbI.

3. WM3yuuts Yka3 llpesunenra PO VYka3 Ilpesunenta Poccuiickoit @eneparuu ot 30 mas
2005 r. Ne 609 «O mepcoHaNpHBIX IaHHBIX T'OCYJApPCTBEHHOIO TI'PaXKIAHCKOIO CIYXallero
Poccuiickoin ®enepanii M BEICHMHM €ro JMYHOro nena» M3yunts p.8 TumoBoro nepedss
yIpaBJIEHYECKUX TOKYMEHTOB M OINPENIENIUTh COCTaB JOKYMEHTOB JINYHOTO Jiesia pabOTHHKA.

4. Hcnonb3ys NOKYMEHTbI, M3y4YECHHblE Ha MPEIbIAYIIUX 3aHATHUAX, ONPEJCIUTH COCTaB
JIMYHOTO JIeJIa, yCTAHOBUTh OCOOEHHOCTH €ro 0(hOpMIICHHUS U XpaHEHHUSI.

KOHTPOJIBHBIE BOITPOCHI

—

KakoBo HazHaueHHe HOMEHKJIATYPHI JIe] B KaJpoBOH ciryxoe?

2. KakoBbl Tpeb6oBaHusa K (OPMYJIMPOBKE 3arojOBKOB JOKYMEHTOB MO JHMYHOMY COCTaBY B
HOMEHKJIaType Aein?

3. Ilepeuncnaure cocrtaB JOKYMEHTOB JIMYHOIO Jiela pabOTHUKA; TOCYJapCTBEHHOTO
CIIy>Kallero.

4. Kak onpenenstorcs CpoKHA XpaHEHHs KapOBBIX JOKYMEHTOB?

5. Kakas ciy>x6a B opraHusanuu A0JbKHa pa3padoTaTb HOMEHKIIATYPY /1€ KaJpOBOH CIIyKOb1?

6. Kaknie ocoOeHHOCTH XapaKTepHbI A1 HOMEHKJIATYphl Je1 KaJpoBoil ciyk0b1?

9.2. MeToan4eckue peKOMEHIALUH 110 MOATr0TOBKE MUCbMEHHBIX padoT

9.3. Unble MaTepHaJIbI



24

IIpunoxenne 1. AHHOTALUS
paboueil mporpaMMBbl TUCITUTUTHHBI

AHHOTAIIUAA PABOYEH IPOT'PAMMBI JTUCIUITIIUHBI

Juciunnnza «AnmuHucTpupoBanue HR-mponeccoB» BXOOWUT B BapHATHBHYKO 4acTh
IUKJIa JUCUUIUIMH 1o Hanpasienuto 38.03.03 Ynpasnenue nepconanoM(npodpuiis «YpapieHue
[IEPCOHAJIOM OpraHu3alumn»). JuCHUIIIMHA peanu3yercs Ha (paKyJIbTeTe yIpaBJIeHUs.

Ilpeomemom  Oucyunaunbl  SIBISETCS KaapoBas JOKyMEHTalus, Cco3/l1aBaeMas B
NEeSTeIbHOCTH KaJIpOBbIX CIyX 0 W odopmisomas TpyAOoBble OTHOLIEHHS ¢ paOOTHHKaMH,
0COOEHHOCTH €l MOATOTOBKHU U pabOThI C HEM.

Lenb oceoenus yuebHoU Oucyuniunbl: N3y4eHUE OCHOBHBIX IPAaBUJI JOKYMEHTUPOBAHMUS
TPYAOBBIX OTHOIIeHUH B PD u opranusanuu paboTsl C JTOKYMEHTaMU 110 JINYHOMY COCTaBY.

3aoauu kypca:

o O3HaKOMUTH CTYJEHTOB C OCHOBHBIMH IPABOBBIMU aKTaMu B cdepe KaapoBOTO
JeTOTIPON3BO/ICTBA;

o CdhopmupoBaTh KOMILIEKCHOE MPEACTABIEHUE O COCTOSSHUM COBPEMEHHON CHUCTEMBI
JOKYMEHTAIIMH I10 JITYHOMY COCTaRBY;

o JlaTh XapakTepUCTUKY 00s3aTeNbHBIM, YCIOBHO-00S3aTEIBHBIM U PEKOMEH IyEMbIM
JOKYMEHTaM KaJpOBOM CITYIKOBI;

J Onucarb 0COOCHHOCTH COCTAaBJICHUS M O(OPMIICHHUS JOKATbHBIX HOPMATHBHBIX
aKTOB, PETIIAMCHTHPYIOIIHNX JCITSILHOCTH KaIPOBBIX CITYXk0;

o BbIsSIBUTH OCHOBHBIE TOKYMEHTHUPYEMBIE 3314l KaAPOBOU CITYKOBI;

J YCTaHOBHUTH COCTaB JOKYMEHTOB IO OCHOBHBIM JOKYMEHTHPYEMBIM KaJIpPOBBIM
poLeaypam;

J [TomraroBo omnucats MOPSAIOK TOKYMECHTHPOBAHHS ITHUX MIPOLICIYP;

o CdopmupoBaTh HaBBIKM COCTaBIEHUS M OQOPMIICHHUS TOKYMEHTOB MO JIMYHOMY

COCTaBy;
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o OOy4nTh OCHOBHBIM TEXHOJOTHYECKHUM TpHUEMaM JIeTIONPOU3BOICTBEHHBIX
ornepanui;
o O3HAaKOMUTH C HOPMAMH M MPABWIAMHM CUCTEMaTH3allUd U XpaHEHUS! JTOKYMEHTOB

I10 JINYHOMY COCTaBY.

JlucuumiinHa HanpaBiieHa Ha (popMupoBaHue MPOpECCHOHATBHBIX KOMIETEHIIHI:

OIIK-4-CriocoOHOCTh MPUMEHSTH COBPEMEHHBIE TEXHOJOTUH U METOAbl ONEePaTUBHOIO
YIIPABJICHU IIEPCOHATIOM, BECTH JTOKYMEHTALlMOHHOE COIPOBOXKICHHUE U yUYET

Hnouxamop -

OIIK-4 .2- CnocoOHOCTh BECTH JIOKYMEHTAllMOHHOE COIPOBOXKICHUE YIPaBJICHUSI
IIEPCOHAJIOM M y4YeT IIEPCOHAIA.

B pezynomame uzyuenus oucyuniunsvt cmyoenm 00nH#CeH

3HaTh:
- HOPMaTHUBHO-TIPABOBYIO 0a3y KaJpoBOTo JAenonpousBoicTBa B Poccuiickoit deneparnmu;
- TOPSJIOK TMPUMEHEHHS HOPM TPYJOBOTO TIpaBa; - COCTaB M TOPSAOK COCTaBJICHHUS H

IIPUMEHEHNUS KaJIpOBOM JTOKYMEHTALIMU B YIIPABIEHUYECKON JAESITEIbHOCTH;
-npaBuia padboThl ¢ KaJpOBOil TOKyMEHTalMeN, OpraHu3aliii ee MOIyUYeHHsI U MepeiadH.

YMerTsb:

- pabotaTh C TPaBOBBIMH aKTaMH, PETIAMEHTUPYIOIIUMHU BOMPOCHl JTOKYMEHTHPOBAHUS
TPYAOBBIX OTHOIICHUH W PaOOTHI C KaPOBBIMU TJOKyMEHTAMU;

- ompenensaTh MO HOPMATHBHOW 0a3ze cOCTaB 0OS3aTENBHBIX U YCIOBHO-00S3aTENbHBIX
JIOKYMEHTOB,

-MOATOTAaBIMUBATH U OPOPMIISITH KAIPOBYIO IOKYMEHTAIMsI B COOTBETCTBUU C TIPABOBBIMH aKTaMH
PO;

- COCTaBJSITh  OpPTraHM3ALMOHHBIC, WH(MOPMAIMOHHO-CIPABOYHBIE,  PACIOPATUTEIbHBIC
JIOKYMEHTBI KaJIPOBOH CITyKOBI;

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

- TOTOBUTH JIOKYMEHTHI, PEryJIUPYIOIINE TPYJOBbIE OTHOIICHUS C paOOTHUKAMH.

Bnanets:

- HaBbIKAMU aHajdW3a TMPaBBIX AaKTOB, BBIIBICHUA HEOOXOIUMON perjJaMeHTUPYIOIICH
uHbOpMallMd O JOKYMEHTHPOBAaHHHM TPYIOBBIX OTHOIIEHMH U paboTe ¢ KaapoBOH
JTOKYMEHTaIUEN;

- HAaBBIKAMM COCTABJICHUS, COIVIACOBAHUSA, YTBEPKIACHHUs, IOANMCAHUSA O3HAKOMIIEHUS C
JOKYMEHTaMU I10 JUYHOMY COCTaBY;

- HaBBIKaMU COCTABJICHUS PA3JIMYHBIX BUJIOB KaJIPOBBIX JIOKYMEHTOB;

-HaBbIKAMU BHEAPEHUS TIOKYMEHTALMU M0 JIMYHOMY COCTaBY U JIOKAJIbHBIX HOPMATHUBHBIX AKTOB.

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