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1. HOSICHUTEJDBHAS 3AITIUCKA
1.1. Iean u 3agaum TUCHUILTHHBI
L]env Oucyuniunsl: TOATOTOBUTH BBITYCKHUKA, BIIAJCIONICTO HABBIKAMU COCTaBICHUS U PabOTHI

C KaJIpOBOM JIOKYMEHTAlIUECH.

3aaun JUCHUILIMHBI COCTOSIT B CJIEIYIOIIEM:

. CdopmupoBaTh y CTyJI€HTa KOMIIETEHIIUH, TO3BOJISIONIUE €My BBHITIOTHATH BECh
KOMILJIEKC paboT 10 KaJIpOBOMY JI€TIOIPOU3BOJICTBY:;

. CdopmupoBaTh y HETO KOMILIEKCHOE MPEACTABICHUE O CUCTEME JOKYMEHTAIUH 110

JMYHOMY COCTaBY;

° Jatb npezncraBienue o0 ypoBHE perjiaMeHTallu KaJIpOoBOTO JEIOMPOU3BOJICTBA B
PD;

° Hayuuth cTyneHta cocTaBisiTh U OGOPMISTH OpPraHHU3AIlMOHHBIE KaJpPOBBIC
JIOKYMEHTHI,

° HayuuTh cTyneHTa JOKYMEHTHPOBATh OCHOBHBIE KaJpOBBIE TMPOLEIYyphl B

COOTBCTCTBHUHU C Tpe6OBaHI/I5{MI/I 3aKOHOJaTCJ/IbCTBA,

L4 Hay‘lI/ITB CTYACHTa OpIraHHU30BbIBATH pa60Ty KaHpOBOﬁ CJ'Iy>K6BI, COCTaBJIATH
JIOKAJIbHBIC HOPMATHUBHBIC aAKThI, PECTIIAMCHTHUPYIOIIUC €€ ACATCIbHOCTD.

L4 O6qu/ITI> OCHOBHBIM  TCXHOJIOTHYECKUM  IIpUCMaM  JCJIIONIPOU3BOACTBCHHBIX

OHepaHHﬁ, OopraHu3alv XpaHCHUA KaHpOBOﬁ AOKYMCHTAIIUH.

1.2. IlepeyeHb  MJIAHUPYEMBIX  pe3yJbTaTOB  OO0y4YeHHS 1O JUCIHUILIUHE,

COOTHECCHHBIX ¢ HHAUKATOPAMHU JO0CTUKCHUS KOMIIeTEeHIIHIi

B pesynpraTe OCBOEHHS AHUCHUUIUIMHBI OOydYarolIMics JOJDKEH JIEMOHCTPUPOBATH

CIIeTyIOIINE Pe3yIbTaThl 00pa30BaHUS:

Komnerenuus WNHnukaTopsl PesynbTatel o0yueHus
(Kol ¥ HAMEHOBAHUE) KOMITETEHIINI
(kK01 ¥ HAMMEHOBAHUE)

OIIK-4 - Cnoco6nocth | OIIK-4 .2 - CnocoOHOCTh | 3HATH:

MIPUMEHSATH COBPEMEHHBIC | BECTH JIOKYMEHTAIIMOHHOE | - HOPMAaTHUBHO-TIPABOBYIO  0azy
TEXHOJIOTHH u METO/bI | CONPOBOKICHUE KaJIpOBOTO JEJIONPOU3BOJACTBA B
ONEpPaTUBHOTO  YIpAaBJICHUS | yrpaBieHUus mnepcoHanoM | Pocculickoit @enepanuu;
MIEPCOHAJIOM, BECTU | M YUET IepcoHaa - TOpPSAJIOK TPUMEHEHUsT HOPM
JIOKYMEHTAITMOHHOE TPYZIOBOTO TpaBa, - COCTaB U
CONPOBOXKACHUE U YUET MOPSII0K COCTaBJICHUS u




[IPUMEHEHHUS KaJIpOBOM
JIOKYMEHTAIlUH B
YIIPABIICHUYECKOM JIEATEIIbHOCTH;
-paBwiIa paboThl C KaaApOBOH
JIOKYMEHTALUEN, OpraHu3aluu €e
MOJIyYEHUS U TIepeslavu;

Ymersn:

- paboTaTh C MPaBOBHIMHU AKTaMH,
PErIaMeHTUPYIOIIMMHA  BOIIPOCHI
JIOKyMEHTUPOBAHUS  TPYAOBBIX
OTHOIIEHMH W paboThl ¢
KaJIpOBBIMH JIOKYMEHTAMHU;

- ONpeneNiaTh IO HOPMATUBHOU
06aze cocraB O00s3aTENBHBIX H
YCIIOBHO-00513aTEJIbHBIX
JIOKYMEHTOB,

-TIOATOTABIMBATE W  O(GOPMIIATH
KaJpoOBYI0  TOKYMEHTalusi B
COOTBETCTBUM C  IPaBOBBIMU
aktamu P®;

- COCTaBJISAITh OpPraHU3ALOHHBIE,
MH(OPMaLMOHHO-CIIPABOYHEIE,
pacrnopsiAMTENbHbIE  JJOKYMEHTBI
KaJI[pOBOH CITy>KOBI;
-OpraHu30BbIBATh
B3aMMOJICHCTBHE  CTPYKTYpPHBIX
MOJPa3ICICHU W JOJKHOCTHBIX
JUI] OpraHu3aluud mpu padbote c
KaJIpOBOM TOKYMEHTAIIUEH;

- TOTOBUTH JOKYMEHTHI,
perynupymoine TPY/JIOBBIE
OTHOILIEHUSI ¢ paOOTHUKAMHU
Baanern:

- HaBbIKAMH aHallM3a MpPaBBIX
aKTOB, BBISBJICHUS HEOOXOAMMOMN
pernaMeHTUpYIOIIEn
uH(popManuu 0
JOKYMEHTUPOBAHUHM  TPYAOBBIX
OTHOIIEHUH U paboTe ¢ KaJpoBOH

JIOKyMEHTalluEeH;
- HaBBIKAMHU COCTaBJICHHS,
corjlacoBaHMms, YTBEPKACHUS,

oA CaHusa O3HAKOMJICHHUA C
JOKYMCHTaMU 10 JIMYHOMY

COCTaBy;

- Haseikamu COCTaBJICHHS
paSJ’II/I‘IHLIX BHUI0B Ka]IpOBBIX
JIOKYMEHTOB,

-HaBbIKaAMH BHereHI/ISI

JOKYMCHTallUU 1o JIMYHOMY
COCTaBy n JIOKAJIBHBIX




HOPMATUBHBIX aKTOB.

1.3.  Mecrto mucuumiInHbl (MOAyJisl) B CTPYKTYpe OCHOBHOI 00pa3oBaTe/bHOI NporpaMMbl

JucrurmirHa «JJoKyMeHTaIlMOHHOE 00eCIICUCHUE YIPaBICHHS TIEPCOHATIOM» BKJIFOUCHA B
0a30BYI0 YacTh MPOQPECCHOHATHHOTO IIUKJIA TUCIUIUTHH Yy9eOHOTO IJIaHa 110 HAPABICHHUIO
HOJrOTOBKH « Y IIPaBJICHHE TIEPCOHATIOM.
Jlis OCBOGHUWSI JMCHUILIMHBI HEOOXOIMMBI KOMIIETCHIIUH, CPOPMHUPOBAHHBICE B XOJE

U3Y4YEHUs CIEAYIOIMX JUCLHUIUIMH M NPOXOXKJIeHUs  OpakTUK: OCHOBBI yIpPaBJICHUS
nepcoHaniom, Kagposasi moauTrka 1 KaJpoBoe IUIaHUpoBaHue, TpyaoBoe Npaso.

B pesynbrare oOcCBOGHHMS AMCHUIUIMHBI (MOAYNsl) (QOPMHUPYIOTCS KOMIIETEHINH,
HEOOXOJUMBIE JJIl M3YyUEHUsS CIEAYIOLUX TUCHMIUIMH (MOAYJIEH) M MPOXOKIAECHUS IMPaKTHK:
ynpasieHnue nepconanoM, Crangaptuzanus U ceprudukanus nepconana, Ilpodeccnonanpubie

CTaHAApThI B YIIPABJICHHUU IIEPCOHATIOM.

2. CTPYKTYPA JUCHUIIJIMHBI
O61mas Tpy40EMKOCTh AUCHHUILIMHBI cCOCTaBIsAeT 3 3.€., 108 akagemuueckux vaca (OB).
CTpyKTYypa IMCUUILIMHBI 115 04HOH (popMBI 00yUeHHs

O06beM IUCHUIUIMHBL B (JOPME KOHTAKTHOM paboOThl 0Oy4aroIIMXCs ¢ MelarornyecKuMU
pabOTHUKAMU U (WJIM) JIMLAMU, IPUBJIEKAEMBIMH K pealn3aliu o0pa30BaTeIbHOW MPOrpamMMbl
Ha WHBIX YCJIOBUSX, TIPU MPOBEICHUH yUEOHBIX 3aHITHHA:

Cemectp | Tun y4ueOHBIX 3aHATHI KonunuectBo
4acoB
6 Jlexun 18
6 CeMuHApBI/T1a00PATOPHBIE PAOOTHI 24
Bceero: 42

O6beM TuctUIIMHbL (MOyJIs) B (hopMeE caMOCTOSTEIbHON paboThl 00yYaromuxcs
cocrapisieT 48 akajieMUYeCKUX yaca(oB).

CTpyKTypa AUCHUIIMHBI IJIS1 04HO-3204HOI (POPMBbI 00yUeHUSsI

O0beM IUCHUIIIMHBI B (JOPME KOHTAKTHOM paboOThl 0OyYaroIIMXCs € MelarormyecKuMHU
paOoTHUKaMU U (M) JUIAMHU, IPUBJIEKAaEMbIMHM K peanu3aluu o0pa3oBaTeIbHOM MPOrpaMMbl
Ha MHBIX YCJIOBUSX, IPH MPOBEICHNUN YUEOHBIX 3aHITHIA:

Cemectp | Tun y4eOHBIX 3aHATUI Konuaectso
JacoB
6 Jlexnun 8
6 CemuHapbl/T1a00paTOpHBIE PAOOTHI 16
Bcero: 24

O0beM TUCHUIITMHBL (MOJTyJis) B hOpME CaMOCTOSITENIbHON paboThl 00YYArOIIUXCS
cocTaBmsieT 66 akaeMUYECKUX yaca(oB).




3. COAEP)KAHUE JUCIUIIJINHbI

HaumenoBanme pa3jaena
JUCIHUILINHDI

Conep:xxanue

BBenenue

[Ipeamer, 3amaum, coaepkaHue Kypca.
XapakTepuCTUKa COBPEMEHHON CHUCTEMBI KaJpOBOU
JOKyMEHTauuu.  B3anmocBs3b IIPOLIECCOB
YIPABJICHUS [IEPCOHAIOM C COCTABOM U MOPSAKOM
(dhopMupoBaHUs CUCTEMBbl JIOKYMEHTAllMM IO
JUYHOMY COCTaBy. MecTo Kypca cpeau ApyTHx
HAYYHBIX JUCUUIUIMH. VICTOUHMKH U3y4YeHUs Kypca.
3aKOHOIAaTEIbHbIE U HOPMATUBHO-IIPABOBBIE AKTBHI,
HOPMaTUBHO-METOINYECKHE JOKYMEHTBHI.

OtedecTBeHHas uCTOpHOrpadus.

Permamenranus
JIOKYMEHTUPOBAHHUS KaJIpOBOM
JEATEeILHOCTH U pabOThI C
KaJIpOBBIMH JIOKYMEHTAMH.

3aKOHOJ1aTeJIbHbIE 1 HOPMATUBHO-TIPABOBBIE
aKTEL.
TpynoBoit koaekc Poccuiickoii @enepaunu

KaK OCHOBOM IIPaBOBOM aKT, ONPEACIAIOIMN COCTaB
U TOpSIIOK O(OpMIIEHUS JIOKyMEHTOB o
YCTaHOBJICHUIO TPYJIOBBIX OTHOLICHWH U TPYIOBOH
JeSITeIbHOCTH pabOTHHKA. 3aKOHOJATENbHbIE AKThI
Poccun 0 JOKYMEHTHMPOBAHHM OTHENIBHBIX CTOPOH
TPYOBOM JEATEIBHOCTH  Pa3jIM4HbIX KaTeropui
pabOTHUKOB. 3aKOHOJATENIbHbIE aKThl CyOBEKTOB
Poccuiickoii  ®enepaumu, VYkasel Ilpe3unenra,
ITocTaHOBIEHUS U PACIOPSIKEHUS IIPABUTENBLCTBA

Poccuiickoit @enepanuu.
HOpMaTI/IBHO-MCTOI[I/ILIGCKI/IG AOKYMCHTHEI .

KBanudukaoHHbIi CIPAaBOYHUK U
npodeccuoHalbHbIe CTaHAAPTHl, KaK OCHOBHBIE
HOPMATHUBHBIE JIOKYMEHTHI, PETJIAMEHTHUPYIOIIHE
TpeOOBaHUS K KBATM(UKAINH, 3HAHUSIM U YMEHHSIM
pabotHHKOB. OOmepoccuiickue KJIacCH(PHUKATOPbI

TEXHUKO-?KOHOMHYECKOM n COLIMAIbHOM
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nH(pOpMaINY, YCTAHABIUBAIOIIME COCTAB U MOPSAIOK
3aIOJIHEHHS KaJJPOBBIX JOKYMEHTOB.

TunoBble TMepeyHH U CPOKH XpPaHEHHS
JOKYMEHTaIu1 o JUYHOMY COCTaBy.
PerynupoBanue opraHuzanyu apXUBHOTO XpaHEHHS
JOKYMEHTAalluM 10  JIMYHOMY  COCTaBy B
HOPMAaTUBHO-METOAMYECKUX TOKyMeHTax PO.

PazpaboTku I'ockomcrara PO no
yHU(UKaIIN bopm MIEpBUYHON Y4ETHOI

JOKYMEHTALUH.

Opranusanust padoThl KaJIJpOBOM

CITyKOBI

CTpyKTYpBI KaIpOBBIX CITy:K0. UUCIICHHBIH
U JIOJDKHOCTHOM cocTtaB ciyxObl. Hopmartusbl
BPEMEHU Ha PabOTHI [0 yUeTy KaJpOB.

3amaun U (QYHKUMH KaJpOBOH  CIIy>XOBl.
[lonoxxenne 00 oraene KajapoB (yHpaBieHUH,
nenapTameHTe U Jp.), Kak OCHOBHOW HOPMAaTHBHBIN
JOKYMEHT o OTIpEICIICHUI0 CTPYKTYDBI,
YHUCIEHHOCTH, BUIOB PAabOT 3TOr0 MOApa3/eICHHUS.
[Mopsimox  pa3pa®oTkM, cocTaB WHPOPMALUU H
CTPYKTypa TEKCTa MOJIOKEHUsS. 3aKpeIuieHue Ipas,
OTBETCTBEHHOCTH, B3aMMOCBS3€H OT/EIa KaJpOB.

JIOJIKHOCTHBIE MHCTPYKLIMH, KaK OCHOBHOM
MpaBOBOM  aKT,  ONPEAENAIOIUNA  TPaBOBOE
MOJIO)KEHHE pPaOOTHUKOB KaJpoBOM CIykObl H
OpraHM3alnuio ux Tpyna. HazHaueHue nOIKHOCTHBIX
UHCTPYKLHUH.

NHucTpyknns o KaJpOBOMY
JIEJIONPOU3BOJICTBY, KaKk OCHOBHOM HWHCTPYMEHT
NOBBIIEHUS 3(P(PEKTUBHOCTH PAaOOTHl  KaJPOBBIX
I0/Ipa3IeIeHAN B chepe KaJIpOBOTO
JIeJIONPOU3BOICTBA.

PernamenTanus paboThl ¢ NepcoOHAIOM B
JOKaJIbHBIX HOPMAaTHBHBIX aKTax u

OpraHHU3allMOHHBIX HAOKYMCHTax (yCTaB




OpraHu3alnyy, [PaBUIa BHYTPEHHETO TPYIOBOIO
pacnopsiika, IOJIOKEHUE O MEPCOHAIBHBIX JaHHBIX,

KOJUIEKTUBHBIN JIOTOBOP U JIp.).

CocraB KajpoBOH JOKYMEHTAIMH.
JlokyMeHTHpOBaHUE TPYAOBBIX

OTHOILIEHHUH.

XapakTepucruka CUCTEMBI KaJIpOBOM
JOKYMEHTAIllUM, €€ COOTBETCTBHE  OCHOBHBIM
3a/la4aM 10 MoA00py, y4eTy U paccTaHOBKE KaJpOB.
OO6s3aTenbHass M yCIOBHO-00s3aTeNbHasl KaJpoBas
JTOKYMEHTAIHSL.

OpraHu3anMoOHHBIE JTOKYMEHTHI — INTaTHOE
pacmucaHue, CTPYKTypa M INTaTHAas YHCIEHHOCTb,
rpaduK OTIYCKOB.

PacniopsinutensHbie TOKYMEHTBI — IMPHKa3bl
(pactiopsbkeHus1) MO JUYHOMY cocTaBy. OOrmiue
TpeOoBaHUS K OOPMIICHHUIO U CPOKAM MOJTOTOBKH.

NudopmaninoHHO-CIIPaBOYHBIE JOKYMEHTHI —
3asBIICHUS, NPEACTABICHUS, YBEIOMIICHUS, AaKTHI,
JIOKJIA/THBIE U OOBSICHUTEIbHBIE 3AITHCKH.

VYdeTrHble GOPMBI M UX Ha3HAUYEHHUE.

[Tpuem pabGoTHukoB Ha padory. CocraB
MEPCOHATBHBIX JOKYMEHTOB paboTHUKa,
MPECTaBISIEMbIX paboTomarento L
YCTaHOBJICHUS TPYIAOBBIX OTHOLICHWN. TpynoBou
JIOTOBOp -  3aKOHOJATENbHOE  3aKpeIuieHHue
TpeOOBaHUH K CTPYKTYpe TEKCTa, TOPSIKY
cocraBieHuss u  odopmienusi.  IlogroroBka u
odopmiieHrne TIPUKa30B (pacTopsKEHUN) O mpueMe
Ha paboTy. AHKeTHI, aBTOOHOTrpaduu, pe3roMe u Jp.
JOKYMEHTBI, 3aIll0JTHsIeMbIe IIPH TIpueMe Ha padoTy.
BHecenwne cBeieHUi B TPYAOBYIO KHIDKKY H JTHYHYIO

KapTO4Ky pabOTHUKA.

JIOKyMEHTUpPOBaHHE  JIBUOKEHUS  KaJpOB.
Buner nepeBogoB. CocTaB W MOPANOK H3JaHUS

JOKYMEHTOB, 0(OPMIISIOLINX MPOLENYPY MepeBoia.
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Coneprxanue, MOpsAAOK MOATOTOBKH M O(opMiIeHus
IIPUKA30B (pacnopsixeHMil) 0 IIEPEBOAC
COTPYIHHMKOB. JIOKYMEHTBI-OCHOBaHHS K INPHKA3aM

0 TepeBoIE.

Bunst ormyckoB. Ilopsinok  odopmienus
€XKETrOJHOr0 OYEPEJIHOro OIIaYMBAEMOI0 OTIIYCKa.
I'paduk oTmyckoB, cocTaB, COAep)KaHUE, MOPSAIOK
IIOATOTOBKH U oopmienus IIPUKA30B
(pacnopsixeHuit) o IIPEAOCTABICHUH OTIIYCKA.
[Topsmok  mepenoca  ormycka.  JIOKyMEHTBI-

OCHOBAHHMA K IIpHUKa3aM 00 OTITyCKax.

[Topsimox odopmieHHs KOMaHIUPOBOK —
COCTaB JIOKYMEHTOB, 0 OPMIISIFOIINX
KOMaHIUpOBaHUE pabOTHUKA, COACpKaHHE |

MOPAIOK IMOATOTOBKHU ITPUKa3a O KOMaHAWPOBKE.

Bunel nooumpenuii. CopepxaHue, HOPAIOK
MOJITOTOBKH U oopmienus IIPUKA30B
(pacmiopspkeHHid) O MOOUIpEeHHH  pabOTHHKA.

I[OKYMGHTI)I-OCHOBB,HI/ISI K IIpUKa3aM O IMOOIIPCHUMU.

Buner JUCLIUTUIMHAPHBIX B3bICKaHUI.
Coneprxanue, MopsAAOK MOATOTOBKH M O(opMiIeHus
MIPUKA30B (pacniopsiKeHHi) 0 B3BICKaHUU.
JIOKYMEHTBI-OCHOBAHUS K IMPHUKa3aM O HaJOKEHUH
JUCLUIUIMHAPHOTO B3bICKaHUA. AKTbI 00 OTKa3bl

JaBaTb O0OBSICHEHUS U 3HAKOMHTBLCS C IMPUKA30M.

Ilopsamok  mpoBeneHus aTTeCcTaluu
paboTHHKOB B opranuzanuu. CocTaB JTOKYMEHTOB,
odopmisromux mpoueaypy. Coaepkanue, TOpSI0K
MOJArOTOBKH u odopmiieHus MIPUKa30B

(pacmiopsixeHuit) 00 aTTeCTaIUH.

[Topsnox YBOJIbHEHUS PabOTHHUKOB.
OcHoBanust  yBOJbHEHUs paboTHHKOB. CocraB

JIOKYMEHTOB, oopMIIIOIUX IpOLENYPY.
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Coneprxanue, MOpsAAOK MOATOTOBKH M O(opMiIeHus
NpuUKa3oB  (pacmopsokeHHil) 00 — yBOJBHEHUH.
JIOKyMEHTBI-OCHOBaHHUS K IIpHUKa3am 00

YBOJIbHCHUH.

VYyeT MuyHOrO cocrasa.

Bunsl  yueTHbIX  JHOKYMEHTOB. JInunas
kapTouka pabotHuka (popma T-2): cocraB

I/IH(bOpMaI_[I/II/I, IMOPAAOK 3aIllOJIHEHUA U BEACHUS.

HopmatuBHass W mpaBoBas periiaMeHTaIus
nopsiika BeleHUs NUYHBIX Aen. OdopmieHue u
BEJCHUE JIMYHBIX el paboTHukoB. CocTtaB
MOCJICIOBATEIBHOCTh PACIIOJIOKEHUS JOKYMEHTOB B

JIJMYHOM ACJIC.

TpynoBass ~ KHW)KKa  pabOTHHKa  Kak
OCHOBHOM JIOKYMEHT O TPYJOBOH JAEATEIBHOCTH U
TPyZAOBOM cTaxke  paboTHuka. Od¢opmieHue Hu
BEJICHUE TPYAOBBIX KHIKEK M BKJIAAbILIEH K HUM.
[opsimox Bbmaum ayOnMKaTta TPYAOBOW KHHKKH.
Yyer U XpaHEHUE TPYAOBBIX KHHXKEK B
opranuzaiuu. OTBETCTBEHHOCTh paloToparens 3a

XpaHCHUC U 3aIIOJIHCHUC TPYIOBBIX KHUXKCK.

Opranu3anust paboThl ¢ KaJpOBBIMU

JIOKYMEHTaMHU

Perucrpamuss ~ 1O0KyMEHTOB MO JINYHOMY
cocraBy. [IpaBuna peructpaunu ¥ UHIEKCUPOBAHUS
KaJpOBBIX JIOKyMEHTOB. Perucrpannonssie (GpopMmsl
(TpanuuMoOHHBIE W aBTOMaTH3MpoBaHHbIE). CocTaB
PEKBU3UTOB (IOJIEH) U PErucTpali pasInyHbIX

BUI0OB JOKYMCHTOB U MOPAAOK HUX 3aITOJTHCHUS.

Cucremaru3zanus U ONEpPaTUBHOE XpaHEHUE
JOKYMEHTOB IO JTUYHOMY cocTaBy. OCOOEHHOCTH
dbopmupoBaHus B Jelia JOKYMEHTOB MO JMYHOMY
COCTaBy. IIpaBuna cUCTeMaTu3aluu
pPacCHOPSANTENBHBIX JOKYMEHTOB, YUYETHBIX (opM,
TPYJIOBbIX KHIKEK. Cucremaru3auus U XpaHEHUE

)IOKYMeHTOB-OCHOBaHI/Iﬁ K IIpUKa3aM.
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Homenknatypa nen KaapoBOH  CITyXOBlI.
[TopsiiOK MOATOTOBKH, COCTABICHUS U OPOPMIICHHSL.
[IpumepHass HOMEHKJIATypa JeJ1 KaJpOBOM CIIy’OBbI.

[Tepexonsue nena.

Cpoku XpaHEHHUS KaJpOBbIX JOKYMEHTOB.

HOI[I‘OTOBKa JOKYMCHTOB K CJ1a4€ B apXHB.

:‘)KCHepTI/ISa OEHHOCTHU JOKYMCHTOB
KaﬂpOBOﬁ CJ'Iy}K6BI, €€ HOPMATUBHO-MECTOAUYCCKAA

OCHOBa, OpraHu3anusa U NopAA0K HPOBCACHUA.

CoctaB JOKYMEHTOB KaJpOBOH CIIyKOBl,

MOJUIeXKAIIMX Iepeaaye B apXHB. IIpaBuna
MOJArOTOBKA JOKYMEHTOB II0 JIMYHOMY COCTaBy K
nepeAadye B apxuB opraHuzanuu. CocTaBlieHHE U
oopmieHre ONMUCH JOKYMEHTOB IO JINYHOMY
cocraBy. llopsoOK yHHYTOXKEHHMS IOKYMEHTOB C

HCTCKIIMMH CPOKaAMHU XPAaHCHHA.

4. Oopa3oBare/ibHbIE TEXHOJOTHHI

Ne |  Haumenosanue pazoena |Buowt yueonoit pabomot| OdpazosamenvHvlie mexnoaocuu
n/n
1 2 3 5
1 |BBenenue Jlexyus 1. Beoonas nexyus
CamocmosmenvHas
Kouncynomuposanue
aboma
2 |PernamenTanus Jlexyus 2. Jlexyus ¢ npumenenuem ciauio-

JIOKYMEHTUPOBAHHUS KaJIpOBOM
NESTENILHOCTH U PabOTHI C
KaJIpOBBIMH JIOKYMEHTAMH

Cemunapckoe 3anamue
MNel

npoexmopa

3anamue ¢ npumenenuem
pazoamounoz2o mamepuaia
(Tpyoosoii kooexc, gblOepIHCKU U3
nPagoeuix aKmos)

Camocmosmenvuas Koncynomuposanue
aboma
3 |Opraam3anus paboTsI Jlexyus 3. Jlexyus ¢ npumenenuem caauo-
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KaJ[pOBOM CITy>KObI

Cemunapckoe 3auamue
Ne2

npoeKmopa, OUCK)YCCUsL

3ausamue ¢ npumenenuem
pazoamoyHo2o mamepuana
(6bl0epIHCKU U3 NPABOBBIX AKMOS,
mamepuanvl 0e10801 uepvl — Kelic-
Memoo)

Camocmosmenvhas Kouncynomuposanue
paboma
CocraB kaapoBou Jlexyus 4. IIpobremnas nexkyus ¢

JIOKyMEHTALUN.
JlokymeHTupoBaHue
TPYZOBBIX OTHOIIEHUIA.

Cemunapckue 3ansamus
Ne3-7

npuMeHeHueM Clano-npoeKmopa

3ansamue ¢ npumenenuem
pazoamounoeo mamepuana
(6b10€pIHCKU U3 NPABOBHIX AKMOS,
mamepuansl 0e10801 uepvl — Kelc-
Memoo)

Camocmosmenvhast Koncynemuposanue
aboma
V4er TUYHOI0 COCTaBa. Jlexyus 5. Jlexyus, ouckyccus

Cemunapckoe 3ansamue
No§

3auamue ¢ npumenenuem
pazoamoyHo2o mamepuana
(8b10epIAHCKU U3 NPABOBBIX AKMOS,
mamepuainvl 0en0801 uepvl — Kelic-
Memoo)

CamocmoamenvHas Koucynomuposanue
aboma
Opranuzanus padboTsI ¢ Jlexyus 6 Jlexyust ¢ paz6opom KOHKPEmHbIX

KaApOBBIMH JOKYMCHTaAMU

CeMMHapCKOe 3aHAnmue

Ne9

CamocmosmenvHas
\paboma

cumyayuu

3anamue c npumenenuem
pazoamounoco mamepuana
(8b10€epoicKU U3 NPABOBHIX AKMNOE,
mamepuansl 0e10801 uepvl — Kelic-
Memoo)

Kouncynomuposanue

— BHUACO-JICKIIUU,

cienyromne o0pa3zoBaTesibHbIE TEXHOJIOTHH:

B nepros BpeMeHHOTI0 NPUOCTAaHOBIICHUS MOCEIIEHUST 00YYarOIMMHCS MOMEIIEHUH 1
tepputopuu PI'TY. nns opranuzanuu yueOHOTO npoiiecca ¢ MpUMEHEHUEM 3JIEKTPOHHOTO
06yquH51 U JUCTAaHIIMOHHBIX 06p330BaT €JILHBIX TEXHOJIOTHI MOTYT OBLITH UCIOJIL30BAHbI
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— OHJIAIH-JIEKLIMU B PEKUME PealbHOI0 BPEMEHH;

— 3JICKTPOHHbIE YUeOHUKH, ydeOHbIC TTOCOOUS, HAYYHBIC M3/IaHUS B 3JIEKTPOHHOM BUJE U IOCTYI
K MHBIM 3JICKTPOHHBIM 00pa30BaTEeIbHBIM PECypcam;

— CUCTCMBI IJId 3JICKTPOHHOI'O TCCTUPOBAHUA,

— KOHCYJIbTAllUH C UCIIO0JIb30BAHHUEM TCIICKOMMYHUKAIMOHHBIX CPCACTB.

5. OHEHKA IINIAHUPYEMBIX PE3YJIbTATOB OBYUYEHMU S

5.1. CucremMa oLleHUBaHUS

Texymumii KOHTPOJIb OCYLIECTBISETCA B BUJE OLIEHOK KOHTPOJBHBIX pabOT U 3alaHUi Ha
ceMMHapckux 3aHATHAX. KoHTponbHas pabora Nel BBISBISIET 3HAHUE COCTaBa U TOPSIKA
odopmIIeHHS JOKYMEHTOB B X0JI€ OCHOBHBIX KaJIPOBBIX IPOIEIYp, U olleHuBaetcs 10 10 6amos,
KOHTpoOJbHas paboTta Ne 2 1mokasbIBaeT 3HaHUS CTYJIEHTOB I10 BOIPOCAM OpraHHU3aluu padoThl ¢
KaJpOBOM JOKyMEHTAllMel U BBIABISET TOTOBHOCTh CTYJIEHTOB K IIpakTH4YecKod pabore,
oueHuBaerca 10 20 OamwioB. MakcuMaibHas OLIEHKa KaXKIOrO0 CEMHHAPCKOIO 3aHATHS — O
6amtoB. [IpoMeXyTOUYHBIH KOHTpPOJIb 3HAHUHM MPOBOAUTCS B (hopMe HTOroBOM KOHTPOJIHHOM
paboThl, BKIIIOYAOIIEH TEeOpeTHUECKUE BOIIPOCH! U MPAKTUUECKOE 3aJaHKe, U oLeHuBaercs 10 40
6asu10B.

B pesynbraTe TEKyLero U IpOMEXKYTOUHOTO KOHTPOJIS 3HAHUI CTYAEHTHI IMOJIy4aroT

COOTBCTCTBYIOIIYIO OLICHKY 3a OK3aMCH.

Dopma Konmpons Makc. Konuuecmeo 6a1106
3a oony pabomy|  Bceeco
Tekymuit KOHTPOIb:

- Konrponbnas pabora Ne 1 (Temsr 1- 20 6annos 20 6annos
4)

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

- ceMHHapcKue 3a1anus (TeMbl 2-6) 5 bannos 30 b6annos
IIpomexxyTouHast arrecranus 40 b6annos
(3a4er c OlEHKO)

Hroro 3a cemecTp (INCIUTITHHY) 100 6annos

OmeHka «yJOBIETBOPUTEIFHOY» BBICTABIISIETCS 00yyJatommemycsi, Habpasmemy ot 50 1o 67
6ayu1oB 6aJlIOB, OIIEHKA «XOPOLIO» BBICTaBIsIETCs oOydaroliemycsi, HabpaBiemy ot 68 mo 82
0aJuI0B, OLIEHKA «OTIMYHO» BBICTaBIsIeTCsl oOydatoniemycs, Habpasmemy ot 83 no 100 Gamos,

c(OpMUPOBAHHBIX B pe3yJbTaTe CyMMHPOBaHUS OaJIJIOB, OJYyUYEHHBIX MPH TEKYIIEM KOHTpOJIE
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U TIPOMEKYTOUHOM arrectanuu. [lomydeHHBI COBOKYIHBIN pe3yibTaT (MakcumyM 100 6amtoB)

KOHBEPTUPYETCSA B TPAAMIMOHHYIO LKAy OLICHOK M B IIKaly OLEHOK EBpOIEHCKON CHUCTEMBI

nepenoca ¥ HakoruieHUs kpeauToB (European Credit Transfer System; nmamee — ECTS) B

COOTBCTCTBHUHU C Ta6.]'[PII.[eI>iZ

100-6amnpHast TpazmiHonHas mKana [kana
nIKasa ECTS
95 -100 A
8394 OTIMYHO B

68 — 82 XOPOIIIO 3a4TEHO C

56 — 67 D
5055 YJIOBJIETBOPUTEILHO E
20—49 FX
0_19 HEYJIOBJICTBOPUTEIIBHO HE 3aYTCHO =

5.2.KpnTep1m BbICTABJICHHUA OLICHKHU IO JUCHUIIJIMHE

OI_IeHKa 10 AMCHUIIIIMHE BBICTABJIAIOTCA o6yqafomeMyc>1 C y‘{éTOM PE3yJIbTaTOB TeKyIueﬁ n

HpOMe)KYTOqHOﬁ aTTcCTalluu.

Banael/
MIxana
ECTS

Ouenka o
JUCIHUILINHE

Kpurtepuu onenku pe3yibTaToB 00y4eHHUs 110
AUCLHMILIAHE

100-83/
AB

«OTIUYHOY/
«3a4TEHO
(oTIyHO)»/
«3a4TEHO»

BricraBisercs o0yuaromemMycs, €Ciii OH IIyO0KO U
IIPOYHO YCBOWJI TEOPETUYECKUM U NIPAKTHYECKUI
MaTepHa, MOXKeT IIPOJEMOHCTPUPOBATh 3TO HA 3aHATUAX
U B XOJI€ IPOMEKYTOYHON aTTeCTALlUU.

OOyuaronuiics UCUEPIIbIBAIOLIE U JTOTMYECKH CTPOIHO
u3naraet yueOHbIi MaTepua, yMeeT yBA3bIBaTh TEOPHUIO C
IIPaKTUKOMH, CIIPaBIISIETCA C PELICHUEM 3a]1a4
npodeccnoHanIbHOM HalIPaBI€HHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, NPaBHJILHO 00OCHOBBIBAET MIPUHATHIE
pelIeHus.

CB000/IHO OpUEHTHPYETCS B yUeOHOH U
Ipo¢eCCHOHAIILHOM JINTEPATypE.

OneHka no JUCHUILIMHE BBICTABISAIOTCS 00ydaromeMycst ¢
y4ETOM PE3YNIbTATOB TEKYILEH U TPOMEKYTOUHOU
aTTeCTalUu.

Komnerenum, 3akpeni€HHble 3a AMCUUTIIMHOM,
c(hopMHUPOBAHBI HA YPOBHE — «BBICOKHID.

82-68/

«XOpouIo»/
«3a4TEHO
(xoporo)»/
«3a4TEHO»

BricTaBisiercs o0yyaromemMycs, €Cii OH 3HaeT
TEOPETUYECKUH U MPAKTUYECKUN MaTepHall, TPaMOTHO U 10O
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUSAX U B XOJE
MIPOMEKYTOYHON aTTECTAllU, HE JIOMYCKasl CyIIECTBEHHBIX
HETOYHOCTEH.

OO0yyaromuiics MpaBUJIbLHO IPUMEHSET TEOPETHUECKHE
II0JIO’KEHHUS ITPU PEIICHNN IPAKTUUECKUX 3a1a4
npodeccnoHanbHOM HANIPaBIEHHOCTH PA3HOTO YPOBHS
CJIO’KHOCTH, BJIa/Ie€T HEOOXOMMBIMHU I TOT'O HABBIKAMH
U IPUEMAMH.
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Banael/
HIxanaa
ECTS

OuneHka mo
JUCHUILIMHE

Kpurtepun oneHkn pe3ybTaToB 00y4eHHUs 110
AUCHMILIAHE

JlocTaTOYHO XOPOIIO OPUEHTUPYETCS B yUeOHOU U
npoeCCUOHATILHOM JITepaType.

OneHka no JUCHUILIMHE BBICTABISIOTCS 00ydaromeMycs ¢
y4E€TOM PE3yNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTalUu.

Komnereniuu, 3aKkpeniénnbie 3a JUCUUILIMHON,
c(hOpMUPOBAHBI HA YPOBHE — «XOPOIIHIA».

67-50/
D,E

«YIOBIETBOPH-
TEILHOY/
«3a4TEHO
(ymoBieTBOpH-
TEJIBHO )»/
«3aUTCHOY

BrictaBisiercs: o0yyaromemMycs, €ciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUYECKUI U MPAKTUYECKUI MaTepuall,
JIOITyCKAeT OTAEIbHBIC OMNOKH MPH €r0 U3JI0KEHUHU Ha
3aHATHAX U B XOJI€ IPOMEKYTOUHOM aTTECTALIUH.
OOyuaronuiics UCTIBITHIBACT ONPEICIEHHBIE 3aTPYAHEHUS
B IIPUMEHEHUH TEOPETUYECKUX TOJI0KEHUH NIPU PELICHUH
MPAKTUYECKHX 33124 MPO(HECCHOHAILHOW HAIPaBICHHOCTH
CTaHIapTHOI'O YPOBHS CII0KHOCTH, BJIAZICET
HEOOXOJAUMBIMH JJISl 3TOTO Oa30BBIMH HABBIKAMH U
MpUEMaMHU.

JleMOHCTpUpYyEeT JOCTaTOYHBIM YpOBEHb 3HAHUS yU4EeOHOU
JIUTEPATYyPBI 110 TUCLHUIIIMHE.

OneHka no JUCHUILIMHE BBICTABISAIOTCS 00ydarolemMycs ¢
Y4YETOM PE3YIbTATOB TEKYLIEH U POMEKYTOYHON
aTTECTALUN.

Komnerenuu, 3akpenia€Huble 3a AUCUUTIIMHOM,
c(OpPMHPOBAHBI HA YPOBHE — «JOCTATOUHBIN».

49-0/
F,FX

«HEYIIOBIICTBOPHUTE
JILHO®/
HE 3a4TEeHO

BricraBnsiercs oOyuatromiemMycs, €Ciid OH He 3HaeT Ha
0a30BOM ypOBHE TEOPETUUYECKUI U MPAKTUUECKUI
MaTepHal, 1oMycKaeT rpy0oblie OMOKY IpU ero
M3JI0KEHUU Ha 3aHATHUIX U B X0J1€ TPOMEKYTOUHON
aTTeCTalUu.

OOyyaromuiics UCIIBITHIBAET CEPhE3HBIE 3aTPyIHEHUS B
IIPUMEHEHHUH TEOPETUUECKUX ITOJI0KEHUN IIPU PELICHUN
MPaKTUYECKUX 3a71a4 NPpo(hecCHOHAbHOM HallpaBI€HHOCTH
CTaHIAPTHOI'O YPOBHS CJIIOKHOCTH, HE BJIAJIEET
HEO0OXOIMMBIMHU ISl 3TOTO HaBBIKAMU U IPUEMaMHU.
JleMoHCTpHpYeT (pparMeHTapHbIe 3HaHUS y4eOHOM
JIUTEpaTyphl 10 JUCLHUIIIMHE.

OneHka 1Mo JUCHHUIUIMHE BBICTABIISIOTCS 00YYarOmEeMycs C
Y4ETOM pe3yIbTaTOB TEKYIIEH U IIPOMEKYTOYHOU
aTTeCTaluu.

KomrniereH1um Ha ypoBHE «JOCTaTOYHBIN», 3aKPETIEHHBIE
3a AMCUUIUIMHON, HE COPMHUPOBAHBI.

5.3. OueHouyHbIe cpeAcTBa (MaTEpPHAJIBbI) AJIsl TEKYLIEro KOHTPOJIA yCIIeBaeMOCTH,
NPOMEKYTOYHOM aTTeCTANMU 00y4ar0IMXCS 10 JUCIUIITTHHE
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Bapuanmuvl konmponwvnoii pabomur No 1

BapwuanT 1

1.B kakux ciydasx kajapoBas CIy»0a HMeeT NMpaBo BbLAATH AyOJIMKAT TpyAoBoil kHIKku? Kak
3TOT AOKYMEHT oopmIisieTcs?

2.Ilepeuncnute BHUIBI JOKYMEHTOB, NMPUMEHSEMbIC TIPHU IEpeBojie Ha apyryto pabdory. Kaxk
odopmIaeTcs KaXaplid U3 HUX?

3. Ha3zoBuTe 1OKyMEHTHI, IpeAOoCTaBiIsieMble PAOOTHUKOM IPH MOCTYINICHUH HA padoTy.
4.KakuM JTIOKaITBHBIM HOPMATHUBHBIM aKTOM PETJIAMEHTHPYETCS padoTa KaJIpOBBIX CIICIUATNCTOB

C IIEpCOHANBHBIMU JaHHBIMU? J[aliTe eMy XapaKTepUCTHKY.

Bapuant 2

1. XapakTepucTuka Ha3Hau€HUs TPYJOBOW KHMXKKU. B Kkakoll cpok momkHa ObITH 3aBeleHA
TpYZ0Basi KHUKKA IPU MOCTYIJIEHUU Ha paboTy BriepBbie?

2.Ilepeuncaure BUbl JOKYMEHTOB, IPUMEHsIEMbIe IIpU yBoJIbHEeHUH. Kak odopmitsiercs: Kax bl
U3 HUX?

3.Kakoii 5oKanbHBI HOPMATUBHBIM akT ONpEAENseT OpraHU3alUi0 TpyJa COTPYJHUKOB B
KOMIaHUHU. /laiiTe eMy XapaKTEpUCTHUKY.

4.Hazosute nndopmainio, 00s13aTeNIbHYIO 1Ji BKIIIOUEHUS B TPYAOBOI 10TOBOP.

Bapuanmuvl konmponwvnoiu pabomor Ne 2

Bapuanr 1
1. Tlepeuncnute cocTaB JOKYMEHTOB JIMYHOTO Jeia paboTHHKAa. KakuMu HOpMaTHBHBIMU
JOKYMEHTaMHU 3TO OIpeeaeHO?
2. Ha3zoBuTe TOKYMEHTHI KaJPOBOU CITY)KOBI, TIOJICIKAIIHNE TIEpPeIadue B apXUB.
Bapuanr 2
1.KakoBbI 0COOEHHOCTH COCTaBJIEHUS HOMEHKJIATYPBI /1€ KaJIpOBOM CIIyKOb1?

2. HazoBurte o0s3aTenbHbIe PETUCTPALlMOHHBIE (OPMBI KaIpOBOM CITyKObI?

Ilpumepnvie KonmpobHble 60RPOCHL 0151 RPOMEHCYMOYHOU AMMECAUUN:
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1. Tlepeuncnuth 3aKOHOJaTeIbHbBIE aKTHI, KOTOPBIMH periaMeHTHpYeTCs
JOKYMEHTHPOBAaHHUE KaJ[POBOW AEATEIBHOCTH B HACTOSIIEE BpeMsi?

2. Ilepeuncnutsb HOPMaTHBHO-METOJUYECKUE JIOKYMEHTHI, periaMeHTUpyoLue
JOKYMEHTHPOBAaHUE KaJIPOBOU AEATEIbHOCTH.

3. HaszBarb BubI TOKYMEHTOB, IPEABSIBIsIEMble pAOOTHUKOM IIPH IIpHEME Ha PadoTy.

4. Ha3Batp  BuUABl  JIOKYMEHTOB, YCTaHOBJIEHHble  TpylIoBbIM  KojekcoM P®D,
JOKYMEHTHPYIOLIME IpueM paboTHHUKA Ha paboTy.

5. Ilepeuncinuth BHIBI JTOKYMEHTOB, O(QOPMIAIONIME H3MEHEHHE YCIOBHM TPYyJOBOIO
JI0OTOBOpA.

6. IlepeuncnauTh BHUABI JOKYMEHTOB, YCTaHOBJIEHHbIE TpyHOBBIM KojaekcoM P® s
pEryJaupoBaHUs TPYAOBBIX OTHOLICHUH.

7. CpoKM HOArOTOBKM, KaKHUX JIOKYMEHTOB 10 JOKYMEHTHPOBAHUIO  KaJpPOBOM
JIESITEJIBHOCTH YCTaHOBJIEHBI 3aKOHOAATEIbHO?

8. Kakwue ¢pyHKIMM KaapoBOH CITy>KOBI CBSI3aHBI C yUETOM JINYHOTO COCTaBa?

9. Kakue ¢yHKIMM JOKHA BBIIOJHATH KaJgpoBas ciyxO0a npu  opopMIICHUH
yBOJIbHEHUS paOOTHUKA C PabOTHI?

10. Kakumu 1oKymMeHTamMu 0OpMIISiETCS YBOJIbHEHNE paOOTHHKA?

11. HazoBure ¢pyHKIMHU KaAPOBOU CIIyKObI CBA3aHHBIE C TPYJOBBIMU KHHUKKaMU ?

12. Kakumu nokymeHTamMu oopMIIsieTcs aTTecTalus pabOTHUKOB?

13. Ha3oBuTe 0COOEHHOCTH HOMEHKJIATYPHhI JIeJ1 KaJpOBOM CITy>KOBbI.

14. Kakue nena kaapoBoi CIyKObl OTHOCSTCS K KATETOPUU MEPEX0IAInX?

15. IMepeuncnuth ocoOeHHOCTH (HOPMHUPOBAHHMSI IMIHOTO Jieia paOOTHUKA?

6. YuyeOHO-MeTOAMYECKOE M HH(POPMALMOHHOE 0O0eceYeHue TUCHHILINHBI

6.1. Cnmcok MCTOYHUKOB M JIMTEPATYPbI

HUcTounuku (006s3aTeIbHbIE)

1. Koncrurymus Poccuiickoit ®@enmepanuu (¢  MOCAEIYIONMMHA HM3M. W JIOIL) Il
Koncynpsrantllmoc. Bepcusllpod [DnexTponHbIil pecypc]. — DnekTpoH. 1aH. - Pexum nocryna

. http://www.consultant.ru/.

2. TpynoBoit komekc Poccuiickoit ®emepammu ot 30.12.2001 Ne 197-®3. Tlpunst
IocynapcrBennoit  Jymoit 21 gexabps 2001r. (¢ mocrmeayrommMad usMm. u jgor.) [/
Koncynsrantllntoc. Bepcusllpod [Dnextponnsiii pecypc]. — DeKTpoH. aaH. - Pexxum moctyma

. http://www.consultant.ru/.
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3. 3akon Poccuiickoit demeparuu ot 25 okTss6ps 1991 . Ne 1807-1  «O s3bIKax HapoOIOB
Poccwuiickoit @enepanmm» // Bemomoctu CHJIl PO u BC P®. 1991. Ne 50. Cr. 1740; (c
nocneayromumu u3M. u jom.) // Koncynerantllmroc. Bepcusillpod [Dnexkrponnslit pecypce]. —

DJeKTpoH. aaH. - PexxuM mocrtyma : http://www.consultant.ru/.

4. ®depepanbubiii 3ak0H PO ot 27.07.2004 Ne 79-®3 «O rocyaapcTBEHHON TI'paskIaHCKON
cnyk6e Poccuiickoit denepanun» (¢ mociaeayrommumu u3M. ¥ jgomn.) // Koncynerantlmroc.
BepcuslIpod [OnexTpoHHbIl pecypc]. — OnekTpoH. ngaH. - Pexum poctymna

http://www.consultant.ru/.

5. ®enepanbubiii 3aKoH Poccuiickoit @enepanuu ot 01.06.2005 Ne 53 «O rocynapcTBEHHOM
s3pike  PO» (¢ mocnemyrommmu u3M. u gon.)  // Koncymerantllmioc. BepcuslIpod

[DeKTpoHHBIH pecypc]. — DISKTPOoH. AaH. - Pexxum goctyna : http://www.consultant.ru/.

6. ®encpanbHbiii  3akoH Poccuiickoit  ®emepamuu ot 06.12.2011  Ne 402-03  «O
OyxranTepckoM ydere» (¢ mociemyrommumu usM. u non.) // Koncynerantllnroc. BepcuslIpod

[DnexTponHbIA pecypc]. — DaeKTpoH. aAaH. - Pexxum mocrtyna : http://www.consultant.ru/.

7. ®@enpepanbublii 3akoH Poccuiickoit @enepauuu or 02.05.2006 Ne 59-d3 «O mnopsiaxe
paccMoTpeHus oOpaiieHui rpaxaan» (¢ mociexyommmu u3M. u gom.) // Koncymnpraatllmoc.
BepcuslIpod [OnexTponHblii pecypc]. — OnekTpoH. npaH. - Pexum poctymna

http://www.consultant.ru/.

8. ®enepanbubiii 3akoH or 27 wuroas 2006 r. N 152-®3 "O mepcoHadbHBIX JaHHBIX"(C
nocneaytomumu u3M. u gom.) // Koncynerantllntoc. Bepcusillpod [Dnexrponnsiit pecypce]. —

DJeKTpoH. aaH. - PexxuM moctyma : http://www.consultant.ru/.

9. ®enepanbhblil 3akoH oT 01.10.2004 Ne 125-®3 «O0 apxuBHOM nene B Poccuiickoit
Oeneparun» (¢ mocaeayromuMu u3M. U jpom.)  // Koncynerantllmoc. Bepcusllpog

[DnexkTpoHHBIH pecypc]. — DaeKTpoH. aAaH. - Pexxum moctyma : http://www.consultant.ru/.

10. ®enepansueiii 3akoH ot 29.07.2004.  Ne 98-®3  «O xommepueckoii TaiiHe» // (¢

nocinenyromumu u3M. u gom.) // Koncynerantllntoc. Bepcusallpod [Dnextponnsiii pecypc]. —

DJeKTpoH. aaH. - Pexxum noctyma : http://www.consultant.ru/.
11. TpaBuna BeneHUss U XpaHEHUs TPYIOBBIX KHMKEK. (C MOCICAYIOIIUMU U3M. U jom.) //
Koncynpsrantllmoc. Bepcusllpod [DnexTponHbIil pecypc]. — DnekTpoH. 1aH. - Pexum nocryna

. http://www.consultant.ru/.

12. MHcTpyKIws 110 3aMOHEHUIO TPYAOBBIX KHIKEK (yTB. [TocTaHoBIeHHEM MuHHCTEPCTBA
Tpyda u coumanpHoro passutus Poccuiickoit @enepauuu ot 10 oxtabps 2003r.).
3apeructpupoBana MunuctepctBoM toctuumu Poccuiickoit ®@enepaunu 11 Hos6ps 2003 1.

peructpanMoHHbii Homep 5219. (¢ mocnenyromumu u3M. u gon.) // Koncynerantllmoc.


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
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BepcuslIpod [OnexTponnblii  pecypc]. — OnekTpoH. naH. - Pexum goctyna

http://www.consultant.ru/.

HcTounuku (10MoTHUTEIbHbIE)

13. ®enepansupiii  3akon PO or  27.07.2006 Ne  149-®3 «O6 wunpopmaImy,
UH()OPMAIIMOHHBIX TEXHOJOTHAX M 3aluTe HHGOPMALMI» (C MOCICAYIOIUMH U3M. u Jom.) //
KoncynwrantlIntoc. Bepcusllpod [Dnexrponnslii pecypc]. — DIeKTpoH. AaH. - PexxuMm moctyma

. http://www.consultant.ru/.

14. ®enepanbupiii 3akoH 0T 26.12.1995. Ne 208-®3 «O06 akMOHEPHBIX 00IIECTBax» (C
nocneaytomumu u3M. u jom.) // Koncynerantllnroc. Bepcusillpod [Dnexkrponnslit pecypce]. —

DJeKTpoH. aaH. - Pexxum moctyna : http://www.consultant.ru/.

Obmepoccuiickuii  kinaccupukarop npodeccuii paboynx, MOMKHOCTEH CIyXallux U
tapudubix pazpsgoB OK 016-94. M.: Muntpya Poccun, 1995.

Ob6mepoccutickuii knaccupukatop napopmanuu o Hacenenun OK 018-95. M.: Muntpyn
Poccun, 1996

Obmepoccuiickuil knaccupukarop ynpasieHueckoil nokymenrtarmuu OK 011-93. M.:
I'occrangapt Poccun, 1994.

Ob6mepoccuiickuil kinaccupukarop crneruanbHocTel 1mo oodpazoBanuo OK 009-93. M.:
['occrarnapt Poccun, 1995.

IIpuka3z PocapxuBa ot 23.12.2009 N 76 "OO6 yrBepxkaeHMH MeToaNYECKUX
pekoMeHaalui mo pa3paboTKe MHCTPYKLUUI MO JIEIONpPOM3BOJCTBY B (elepalbHbIX OpraHax
MCIIOJTHUTENIbHOM Bl1acT".

VYHu¢unupoBanHbie GOpMbl IEPBUUHON YUETHON JOKYMEHTALMM 10 YUYETy TpyAa U €ro
omnatel, yTBepxkaeHHble IlocranoBnennem ['ockomcrata P® ot 05.01.2004 Ne 1. M.:
HUITHUcratuadopm I'ockomcrara Poccu, 2004.

15. TapudHo-kBaMHPUKAMOHHBIA CIIPABOYHHUK. // Koncynprantllmoc. Bepcusllpod

[DeKTpoHHBIH pecypc]. — DIeKTpoH. AaH. - Pexxum poctyna : http://www.consultant.ru/.

16. KBanuduKamoHHbIH CIPABOYHUK JOJDKHOCTEH PYKOBOIUTEICH, CIICIIHATMCTOB U APYTUX
ciyxamux. M.: Muntpya Poccun, 2000. // Koncynsrantllmoc. BepcuslIpod [DnekrponHsbiit

pecypc]. — DnekTpoH. naH. - Pexxum fgoctyna : http://www.consultant.ru/.

Me)KOTpaCJ'IeBBIC YKPYIIHCHHBIC HOPMATHWBBI BpEMCHU Ha pa6OTI)I 110 KOMIIJICKTOBAHUIO U

yuety kaapos. M.: lIIBHT Muntpyna CCCP, 1991.


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
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[lepeueHbr THUMOBBIX YMHPABIECHUYECKHX AaPXUBHBIX JOKYMEHTOB, 0Opasylonmmxcs B
IIPOLIECCE NIEATENBHOCTU TOCYJIApPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABJICHUS U
OpraHM3anuii, ¢ ykazaHueM cpokoB XpaHeHus. M., 2011.

[IpaBuna opraHu3anuu XpaHEHHs, KOMIUICKTOBaHHUS, Y4€Ta U  HCIOJIb30BAHUSA
nokyMeHTOB ApxuBHoro (onma Poccuiickoit Denepanyii U Ipyrux apXUBHBIX JTOKYMEHTOB B
OopraHax TOCyJAapCTBEHHOMW BIACTH, OpraHaXx MECTHOIO CaMOYIPABJIEHHUS M OpraHU3alMsIX,

YTBEP)KJIEHHBIX TPpUKa30M MuHKybTypsl PO ot 31.03.2015 Ne 526.

Jlutepatypa (0Os3aTeNbHAS)

bynar, P. E. JlokymeHTanIMOHHOE OOECIeUeHUE YIPaBICHHUS TEPCOHANIOM: Y4eOHOe
noco6ue/bynar P. E. - Mocksa : HULl UH®PA-M, 2015. - 234 c. (Bsicuiee obpazoBanue:
bakanaBpuatr)[SBN  978-5-16-010318-1. -  Teker : omektponnsii. -  URL:
https://znanium.com/catalog/product/488066

Kypasnesa, 1. B. KagpoBoe nenonpousBojctBo: Haumnaem ¢ Hylisl. AyauT CBOMMH
cunamu / U.B. XKypasnesa, M.B. XKypasnesa. - 2-e¢ uza. - Mocksa : HUL] UH®PA-M, 2014. -
184 c. + ( Hom. mat. znanium.com). - (Ilpocto, kpatko, 6picTpo). ISBN 978-5-16-008986-7. -
Tekcr : anextponnsiit. - URL: https://znanium.com/catalog/product/417566

Jlutepatypa (IOMOTHUTETbHAS)

beikoBa, T. A. JlokyMeHTalluoHHOE OOecTeueHue YMpaBieHHs (IEIOMPOU3BOJCTBO):
Vu. noc. / T.A.beixoBa, T.B.Ky3uenona, JI.B.Cankuna - 2 u3n., nepepad. u momn. - Mocksa :
NHOPA-M, 2012. - 304 ¢. + CD-ROM. - (Bricmiee oo6pazoBanue). ISBN 978-5-16-004805-5. -

Tekcer : anextponnsiid. - URL: https://znanium.com/catalog/product/238519

6.2. Tlepedyenb pecypcoB HHGPOPMANMOHHO-TEJEKOMMYHHKAIMOHHOH ceTn «UHTepHeT»,
He00X0MMBbIii 1JIs1 0CBOCHHS THCHMIIJIHHBI

- I'apant [DOnekTpoHHBIH pecypc]. — DnekTpoH. gaH. — M., cop. 2019. — Pexum poctyna:

http://www.garant.ru.

- KoncyneranT [lmoc [DnekTpoHHBIH pecypc]. — DnekTpoH. gaH. — M., cop. 2019. — Pexum

nocryna: http://www.consultant.ru.

[Tepeuens b/l u UCC


http://www.consultant.ru/
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Neri/m | HaumenoBaHue

MexnayHnapoansie pedepaTuBHble HaykomeTpuueckue bJl, mocTtymHple B pamkax
HaMOHAJILHOM noamucku B 2020 T.

Web of Science

Scopus

[Tpodeccuonanpupie monHOTeKCTOBbIE BJl, AOCTymHBIE B pamMKax HalMOHAIBHOM
noamucku B 2020 T.

Kypuansr Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypuans Taylor and Francis

[TpodeccrnonanbHbIe MOJIHOTEKCTOBBIE /]

JSTOR

W3nanust 1o 0OMIECTBEHHBIM ¥ TYMAHUTAPHBIM HAyKam
OnekTponHas oubimoreka Grebennikon.ru

KoMnbrorepHsbie ClipaBOYHBIE TPABOBBIE CUCTEMBI
Koncynsrant Ilmtoc,
lapant

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHUE JUCHUIIJIMHBI
MOAYJIsd)

B kauecTBe MaTepualbHO-TEXHUYECKOTO OOECHEeYeHHUsl AUCLUILUIMHBI YKa3bIBAETCS
HeoOXxonuMoe [uid OOydeHHus JIMIEH3MOHHOE IPOrpaMMHOe obecneueHue, 000pyaoBaHHE,
JIeMOHCTPAIIMOHHBIE TPHOOPHI, MYJIbTHMEIUIHBIC CPEACTBA, y4eOHbIE (DUIBMBI, TPEHAXKEPHI,
KapThl, IJIAKaThl, HarJsAHbIE 1TOCOOUS; TPEOOBAaHUS K ayJUTOPHUSIM — KOMIIbIOTEPHBIE KJIACCHhl,

AKaICMHUYCCKUEC NN CIICIIMAJIbBHO O60pyI[OBaHHBIe AyaAUuTOPUH U Ha60paTOpI/II/I, HaJIM4HueC JOCKHU U

T.I.
[Tepeuens 1O
Nenn Haumenosanue [10 [IpousBonutens | Crocod pacnpocTpaHeHUs
/m (JIMIIEH3MOHHOE WU
¢BOOOTHO
pacrpocTpaHsieMoe)
1 Microsoft Office 2016 Microsoft JIUIIEH3HOHHOE
2 Windows 10 Pro Microsoft JIALIEH3UOHHOE
3 Zoom Zoom JIALIEH3NOHHOE

8. OBECIIEYEHHUE OBPA3OBATEJIBHOI'O ITPOLECCA IJI5 JINI C
OT'’PAHUYEHHBIMU BO3MOKHOCTAMMHU 3IO0POBbsA 1 UTHBAJINIOB

B X0J¢€ peanmr3an JUCHUITIIMHBI UCITOJIB3YIOTCA CICAYIOIUE JOITOJTHUTCIbHBIC
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METO/JIbl 00Y4YEeHHUsI, TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH U IPOMEKYTOUHOM aTTECTAIlNU

00y4JaromUXCs B 3aBUCUMOCTH OT UX HHIUBUIYaTbHBIX OCOOCHHOCTEIA:

® JUIs CJICIBIX U CIA0OBUISIIUX:
- JeKUuM O(OPMIISIIOTCA B BHJE 3JIEKTPOHHOI'O JOKYMEHTa, JOCTYHHOI'O C IOMOILBIO
KOMIIbIOTEpA CO CHELMATU3UPOBAHHBIM IIPOIPAaMMHBIM 00€CIIeUeHHEM;
- THUCbMEHHBIE 3a/laHusl BBIIIOJIHAIOTCS HA KOMIBIOTEPE CO CIELHMAIU3UPOBAHHBIM
IPOTPaMMHBIM 00ECTIEYCHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;
- o0ecrieunBaeTcs UHANBUAYAIIbHOE paBHOMEpPHOE ocBelieHue He meree 300 Jrokc;
- Ul BBIIOJHEHUS 3aJaHMs INPH HEOOXOJUMOCTH IPEAOCTABISACTCA YBEINYHUBAOLICE
YCTPOMCTBO; BO3MOKHO TaK)XX€ UCII0JIb30BAHUE COOCTBEHHBIX YBEJINUYHUBAIOIINX YCTPONUCTB;
- MUCHbMEHHBIC 3a7]aHNs O(POPMIISIOTCS YBEIIMISHHBIM MIPUPTOM;
- 9K3aMeH M 3au4€T MPOBOAATCSA B YCTHON (hopMe UM BBIIOIHSIOTCSA B TUCbMEHHOMN (hopMme Ha
KOMIIBIOTEPE.
® Ui TIYXHUX U cIa00CTBIIIATHNX:
- JeKuud Oo(QOpMIISIIOTCA B BHJE 3JEKTPOHHOIO JOKYMEHTa, JHOO0 NpeaoCTaBiseTCs
3BYKOYCWJIMBAIOIIAs allaparypa HHAUBUAYAIbHOIO II0JIb30BAaHUS;
- MUCHbMEHHBIC 33JJaHUs BBITIOJIHAIOTCS HA KOMITBIOTEPE B MUCHbMEHHOM (hopme;
- 9K3aMeH M 3auéT MNpOBOAATCA B IHUCbMEHHOW (opMe Ha KOMIBIOTEPE; BO3MOXKHO
npoBesieHue B (hopMe TeCTUPOBAHMUS.
e JUIs JIMI C HAPYIIEHUSIMU OIOPHO-/IBUTaTEILHOTO annapara:
- JeKIUM O(OPMISIOTCS B BHJE AJIEKTPOHHOIO JOKYMEHTa, JOCTYHMHOIO C MOMOILBIO
KOMIIBIOTEpA CO CTIELHUAIN3UPOBAHHBIM IPOTPaMMHBIM 00ECIIEUEHUEM;
- THCbMEHHbIE 3a/laHusl BBINOJIHAIOTCS HA KOMIBIOTEPE CO CIELHATU3UPOBAHHBIM
IPOTrpaMMHBIM 00€CTIEYCHHEM;
- 9K3aMeEH M 3au4€T MPOBOAATCS B YCTHON (hopMe UM BBIIOIHSIOTCSA B MUCBbMEHHON (hopMme Ha
KOMIIBIOTEPE.
[Ipn HEOOXOIMMOCTH MpenyCMaTpUBAETCs YBETUUYEHNE BPEMEHHU ISl IOATOTOBKU OTBETA.
IIponienypa  mpoBefeHHs ~ NPOMEXYTOUHOM  aTrectamuu Ui OOy4aromuXcs
YCTaHABIMBACTCS C Y4YETOM UX MHIUBUAYAJIbHBIX ICUXO(PHU3MUECKUX OCOOEHHOCTEH.
[TpomexxyTouHast aTTecTalsl MOXKET IPOBOIUTHCS B HECKOJIBKO ITAIOB.
[Ipu nmpoBeneHun nporueaypsl OLEHUBAHUS PE3yJabTaTOB OOydeHHUs IpeaycMaTpHUBaeTCs
UCTIOJIb30BaHUE TEXHUYECKHX CpEICTB, HEOOXOAMMBIX B CBSI3U C HMHIUMBUAYAJIbHBIMH
0COOEHHOCTSIMH O0YyYaroIuXcsi. ITU CPEACTBa MOTYT OBITh NPEAOCTaBIEHBl YHUBEPCUTETOM,

HJIN MOTYT MCITIOJIB30BaThCsA COOCTBEHHBIE TEXHHYECKHUE CpeacTaa.
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[IpoBenenne mpoueAypbl OLIEHUBAHUA  pe3ylbTaToB  OOydeHUs  JOIyCKAaeTcss ¢
UCTIOJIb30BaHUEM JAUCTAHIIMOHHBIX 00pa30BaTeIbHbBIX TEXHOIOTUH.

ObecneunBaeTcs A0CTYN K MH(POPMAIMOHHBIM M OuOIMorpaduyeckuM pecypcaMm B CETH
WutepHer Ui Kaxaoro oOydaromierocs B (opMmax, aJalTHPOBAHHBIX K OIPAaHUYEHUSIM HX
3JI0POBbsI U BOCIIPUATHUS UH(DOpMAIUK:

® IS CJICIIBIX U CIIA0OBUISIINX:

- B ICYaTHOH (pOpME yBETMUEHHBIM IPHUPTOM;
- B (hOpMeE IIEKTPOHHOTO JJOKYMEHTA;

- B popme ayaunodaiina.

® U DIIYXHX U CI1a0OCHbIIAIINX:

- B Ie4aTHo# dopme;

- B (hOpMe 3JIEKTPOHHOTO JOKYMEHTA.

e Ui 00yYaroIUXCs ¢ HAPYUICHUSIMHU OMOPHO-ABUTaTEIBHOTO arapara:
- B IeyaTHOH opme;

- B (hopme 31EKTPOHHOTO TOKYMEHTA;

- B (hopme ayauodaiina.

VYyeOHble ayAUTOPUH Ul BCEX BUAOB KOHTAKTHOW M CaMOCTOSITEIbHOM paboThl, HayyHas
O6uOIMOTEeKa U MHbIE MOMEIIEHUs /ISl 0Oy4eHUs OCHAILIEHbI CIIElHalbHBIM 000pYyAOBaHHEM U
y4eOHBIMH MECTaMHU C TEXHUYECKHMHU CPEACTBAMHU O0YUCHUSI:

® IS CIICNIBIX U CIIA0OBUISIINX:

- YCTPOMCTBOM Ui CKaHUpoBaHUs U uTeHus ¢ kamepoid SARA CE;

- mucrieeM bpaiins PAC Mate 20;

- npuntepoM bpaitns EmBraille ViewPlus;

e Ui TIIYXMX M CIa0OCHbIIAIINX:

- aBTOMATU3MPOBAHHBIM pPA0OYMM MECTOM JUIs JIIOJEH C HapylleHHeM ciyXa |
¢J1a00CIIBIIIAIINX;

- aKyCTUYECKHI yCUIIUTENh U KOJIOHKH;

e Ui 00yYaroIUXCs ¢ HAPYIICHUSIMU OMTOPHO-IBUTATEIBHOTO arapara:

- IEPEABIKHBIMH, PETYIIMPYEMBIMH dproHoMudeckumu napramu CH-1,

- KOMHBIOTCpHOfI TEXHHUKOH CO CIelHaIbHBIM nporpaMMHbBIM obOecrieueHUEM.
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9. Metogu4yeckue MaTepuabl

9.1. IlnaHbl CEeMMHAPCKUX 3aHATHH.

TEMA1. 3BAKOHOJATEJIBHASA PETJTAMEHTALIMA JOKYMEHTHPOBAHUA
KAJIPOBOI JEATEJILHOCTU B P®

Dopma 3aHATUSA — JUCKYCCUS 110 pe3yIpTaTaM U3y4YeHUsI MaTepUaJIOB

3AIAHUSL

[Ipoananuzupyiite TpynoBoii konekc Poccuiickoit @enepanuu u onpenenute TpeOOBaHUS K
cocTaBy ¥ 0(hOpPMIICHUIO JOKYMEHTOB, PETIIAMCHTHPYIOIIUX TPYIOBbIC OTHOIIICHHSI.
[Tpoanamusupyiite Tpynooit koaekc Poccuiickoit deneparuu u onpeaenuTe TpedOBaHUs K

GYHKIUSAM KaJpoBOil CIy>KOBI.

YKA3AHV 10 BBITIOJIHEHUIO 3AJIAHUN

N3yunte TpynoBoil KoAEKC A BBIICHWUTE, KaKUMH JOKYMEHTAMH IIPEAYCMOTPEHO
opopmiIeHHE TpueMa, MepeBOJa, YBOJbHEHUS, KOMaHIUPOBAaHUS, TUCIHUIUIMHAPHOIO
B3bICKaHMsI U MPEIOCTaBICHUs OTITycka paboTHuKaM. CoCTaB JOKYMEHTOB (PUKCHpYETCs 10
KaX/10i oTnenbHOM mponenype. OOpaTuTe BHUMaHUE HAa CPOKH IOJITOTOBKH JJOKYMEHTOB,
YCTaHOBJICHHBIE 3aKOHO/IATEIIBHO.

Nzyuute TpynoBoil kogekc U ompenenute o0s3aHHOCTH paboTojaTelNs MO OTHOIIEHUIO K
pabOTHUKY, KOTOpbIe ycTaHOBJIEHB! B Kojekce npu BO3HUKHOBEHUM TPYIOBBIX OTHOILIEHHIH,

BBISIBUTH (DYHKIIMU KaJPOBOM CITy>KOBI.

KOHTPOJIbHBIE BOITPOCHI.

IlepeuncnuTh OCHOBHBIE BHJABI JIOKYMEHTOB, HCIOJB3YEMBIE Ul JOKYMEHTHPOBAHMS
TPYAOBBIX OTHOLIEHUH, YCTAHOBIIEHHBIX B TPY/I0BOM 3aKOHOJATEILCTBE.

HazoBuTe THMOBBIE PYHKIIMU KaJIPOBOM CITYKOBI.
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TEMA 2. PABPABOTKA OPI'AHU3AITMOHHBIX JOKYMEHTOB B KAJIPOBOU
CJIYKBE

dopma 3aHATHS — AUCKYCCHA 110 pE3YyJIbTaTaM U3YUCHUSA MaTCpUaioB

3ATAHUA

1. Tlpoananu3upyiiTe opranu3anuio padoTsl ¢ kaapamu B 3A0 “Breimmen’.

2. YcTaHOBUTE CTPYKTYpY U coaepxkanue [Tonoxenus 06 oraene kaapos 3A0 “Breimmen”

3. YcraHOBUTE CTPYKTYpy MU COJAEpKaHUE IOHKHOCTHOW WMHCTPYKIHUU COTPYJHHKA KaJIpPOBOU

CITyKOBI

YKA3AHUMA 110 BBIIIOJIHEHHUIO 3AJAHU A

1. Ilpoananusupyiite KomiuiekC TOoKyMeHTOB 3AO “BriMmen”, BbIABISAS €ro CTPYKTYpY,
YHCIIEHHOCTb, HamlpaBjieHus JAedrenpbHocTd OOmecTBa M OCOOEHHOCTH OpraHMU3aliu
KaJJpOBOM pabOTHI.

2. Ha ocHOBe KBaqM(PUKALIMOHHON XapaKTEPUCTUKH PYKOBOAUTENS KaJpOBOM CIIyKOBbl,
YCOPJl, TpynoBoro koaekca W TpeOOBAaHMM HMHBIX HOPMATUBHBIX M METOJIUYECKUX
JIOKYMEHTOB YCTaHOBUTE CTPYKTypy U copaepxanue llonmoxxenuss o6 otnene kaapos 3A0
“Beimnen”.

3. Ha ocHoBe KBamM(pUKAIMOHHBIX XapaKTEPUCTHK pabOTHHUKOB KaapoBoi ciyxOb, YCOP/]
YcTaHOBUTE CTPYKTYpY M COJIEpXKaHUE JTOJDKHOCTHOM MHCTPYKUUHU COTPYIAHHKA KaJpOBOM
ciyx0b1 3A0 “Bpimnen”.

KOHTPOJIBHBIE BOITPOCHI

1. Tlepeuucnute 3a7aun U PYHKIIUU KaIPOBOU CITYKOBI.

2. Kakue 10KyMeHTHI perIaMeHTUPYIOT PaboTy ¢ MEPCOHATIOM OpraHU3aLUuU?

3. Ha ocHoBe, Kakux JOKYMEHTOB pa3pabaThIBAlOTCS TMOJOXKEHHE O KaJpOBOM CIiykOe u
JOJIKHOCTHBIE MHCTPYKLIUHU €€ COTPYAHUKOB?

4. KakoBa CTpyKTypa TEKCTOB IOJIOKEHHS O KaJpOBOH CIy»k0€ M JOTKHOCTHON MHCTPYKIUH?

5. Korga monoxenue o KaapoBoil ciuyxkbe mpuoOperaeT ropunudeckyr cuiay? Korma ono
TpebyeT nepepaboTku?

6. Ilepeuncnure obmue TpedGoBaHMS K 0(OPMIICHHIO OPTaHU3AIMOHHBIX JIOKYMEHTOB.
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TEMBI 3-7. JIOKYMEHTHUPOBAHUE KAJIPOBOM JEATEJIBHOCTH

dopma 3aHATHS — AUCKYCCHA 110 pE3YyJIbTaTaM U3YUCHUSA MaTCpUajioB

3AJAHUSL:

1. M3yuure 3akoHOJaTedbHble TPeOOBaHUA K  COIACPXKAHUIO U O(GOPMIICHHIO  TPYAOBOIO
JI0roBOpA.

2. YCTaHOBUTE KOMIUIEKT JJOKYMEHTOB 110 TIEPEBOAY Ha JAPYTYIO paboTy.

3. YcraHOBHTE KOMIUIEKT JOKYMEHTOB O MPEJOCTaBICHUH OTIIyCKa, IEPEHOCE OTITYCKa, OT3BIBE
U3 OTITyCKa, IPOEKTHI JOKYMEHTOB O KOMaHJIUPOBaHUU PaOOTHHUKA

4. YcraHOBUTE KOMIUIEKT JOKYMEHTOB O T[IOOUIpEHUMH paOOTHUKAa M O BBIHECEHUHU
JUCLUIUIMHAPHOTO B3bICKAHUS.

5. YcraHoBHTE KOMIUIEKT JOKYMEHTOB 00 M3MEHEHUH (haMuiinu paboTHUKA

6. YcraHOBUTE KOMIUIEKT JOKYMEHTOB O PacTOPXKEHHWU TPYJIOBOIO JIOrOBOpa IO pa3HbIM

OCHOBAaHMHUAM

YKA3AHUS 10 BBIITOJIHEHUIO 3AJTAHUI

1.Ha ocHoBe MarepuanoB [€J10BOM WIrpbl (CIpaBOYHbIE JaHHbIE O pPAOOTHHUKE) U
TpeboBaHuil Tpyq0BOTO KOJEKCA ONPEAETIUTE COAEPAKAHNUE TPYIOBOIO J10Or0OBOpPa U OCOOEHHOCTH
ero opopMIIeHHUSL.

2.Mcnonb3ys Marepuaibl Jel0BON UIphl (CIIpaBOYHbBIE JaHHbIE O PAOOTHHUKE) M yUUTHIBAS
TpeOoBaHus TpyJ0BOro KoJiekca YCTAHOBUTE COCTaB JJOKYMEHTOB IIPH NepeBojie paboTHHKA (TI0
€ro MHMIIMATUBE U [0 MHUIMATHBE PYKOBOJUTENS CTPYKTYPHOI'O MOJpa3fesieHus]) Ha JIPYTylo
pabory B TOM ke opraHuzanuu. OrnpenenuTh OCOOEHHOCTH JIOKYMEHTHPOBAHUS 3TOM
IIPOLEAYPBI.

3.Ucxons 3 MaTepralioB IeIOBOW MTPHI (CIIPaBOYHBIE JaHHBIE O paOOTHHUKE) YCTAHOBUTH
COCTaB JJOKYMEHTOB II0 NPEIOCTABICHUIO PA0OTHHKA €XETOJHOTO OYEPEJHOM OIIaunBaeMOro
OTIlycKa M OTHycka ©0e3 coxpaHeHMs 3apaboTHON 1uiaThl. OnpeaenuTb OCOOCHHOCTH

JIOKYMEHTHUPOBAHHUS ITOW MIPOLEAYPBHI.
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Hcnone3yst MaTepuaibl JeJI0BOM UTPhI (CIPAaBOYHBIC JaHHBIE O Pa0OTHUKE) YCTAHOBUTH
COCTaB JOKyMEHTOB IIPH HAMPaBICHUH pa0OTHUKA B KOMAHIUPOBKY H OMPEIEITUTh 0COOCHHOCTH
ux 0pOpMIICHHS.

4. Vcnionp3ys MaTepuaiibl IeJI0BOM UIPHI (CIPaBOYHBIC JaHHBIC O PAOOTHHKE) YCTAHOBUTH
COCTaB JOKYMEHTOB IpH O(opMIIeHHH moompeHuss padoTHHka. OnpeaeanTh O0COOCHHOCTH
JIOKYMEHTHUPOBAHUS dTOU TIPOIEAYPHI.

Ha ocHOBanum wmaTepuanoB [EIOBOM WIPhl YCTAaHOBUTH COCTaB JOKYMEHTOB IIpU
HAJIOXKCHUH TUCIUIUIMHAPHOTO B3bICKaHMs. Onpee/IuTh 0COOCHHOCTH JOKYMEHTHPOBAHUS STOU
POLEAYPHI.

5. Omnpenenutb, KakKUMH JOKYMEHTaMH O(OPMIISIOTCS W3MEHEHHS B TEPCOHAIBHBIX
JTAHHBIX PAaOOTHUKOB.

6.Mcrionb3yst MaTepuabl IEIOBOM UTPhI (CIIPABOYHBIC JaHHBIC O Pa0OTHHKE) YCTAHOBHUTH
COCTaB JIOKYMEHTOB IPH TpPEKpalleHHe TPYAOBOrO JIOTOBOPA MO0 MHUIMATHBE PabOTHHKA, IO
WHUIIMATHBE PabOTOATENs, 0 0OCTOSATEIILCTBAM, HE 3aBUCSIIUM OT BOJH CTOPOH. OnpenenuTh
COCTaB JOKYMEHTOB, KOTOpbIMU odopmisercs Kaxmas cutyanus. Onpenenuth COCTaB
JIOKYMEHTOB, UCIIOJIb3yEMBIX MPH 0(POPMIICHUN YBOJIBHEHHS, KOTOPbIE (JOPMHUPYIOTCS B JIUYHOEC

Jieno pabOTHHKA.

KOHTPOJIBHBIE BOITPOCHBI:

1. Belnenurte OCHOBHBIE JOKYMEHTUPYEMBIE 3a/1a4M KaJpOBON AEATEIbHOCTH.

2. OxapakTepu3yiTe CTPYKTYpy TEKCTa TPYAOBOTO JIOTOBOPA, MEPEUYHCIHTE CYIICCTBEHHBIE
HIOJIOXKEHHSI TPYIOBOTO JIOTOBOPA.

3. SBnsAtorcs u yHUGUIMPOBaHHBIE GOPMBI 00513aTETBHBIMU ?

4. Ha ocHoBe TpeOOBaHMI K TpPYyJOBOMY JIOIOBOpY, OINPENEIUTh HOPSIOK O(OopMIeHUS
JIOTIOJTHUTEIIFHOTO COTTIaeHust (A3MEHEHHUS K TPYIOBOMY JIOTOBODY ).

5. Kakumu TpeOoBaHMAMHU [OJDKHA PYKOBOJCTBYETCS KaapoBas ciyx0a mpu odopMIeHHUH

MIPUKA30B B TEKCTOBOH opme?

Tema 8. TPYIOBAS KHNKKA

dDopma 3aHATUSI — AUCKYCCHA 10 pE3yJibTaTaM U3YUCHUSA MATCPUAJTIOB

3AJIAHUS
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1. TIpoanamusupoBarb TpymoBoii komekc P®, IlpaBuia BempeHHsS W XpaHEHHUS TPYIOBBIX
KHIKEK, MHCTPYKLHMIO [0 3alOJIHEHUIO TPYJIOBOM KHUXKKU. BBIICHUTH NpaBUiia
3aBEJICHUS U TOPSJIOK BEICHUS TPYAOBBIX KHUXKEK.

2. YTOYHUTH, KaKHE CBEICHUS O paboTe U B KAKOM MOPSAKE BHOCSATCS B TPYAOBYIO KHIDKKY
paboTHHKA

3. Tlpoananu3upoBaTh MPEIOKCHHBIE KOMUU TPYAOBBIX KHUXKEK, OOBSCHUTH OIIMOKH B
o OpMIICHHY U BEICHUMU.

4. W3yuuthb HOpMBI perucTpaiiy TPy 10BbIX KHUKEK U OJaHKa TPYIOBOM KHHKKH.

YKA3AHUS 10 BBIITOJIHEHUIO 3AJTAHUI

1. Usyunts Tpynosoii xonekc P®, IlpaBuna BeneHus U XpaHEHHsS TPYAOBBIX KHUXKEK,
MHCTPYKLUIO 10 3aII0JHEHUIO TPYIOBBIX KHUKEK .

Y cTaHOBUTD:

-3aKOHO/IATEJIbHBIE U HOPMATHUBHBIE IMOJIOKEHUS O CTATYCE TPYAOBOM KHMXKKE, OPSAKE €€

odOpMIICHUS U BEIICHHUS,;

- HOpMaTUBHbIE TpeOOBaHUs O TyOIMKaTE TPYIOBOM KHIKKH;
- HOpMaTUBHbIE TPEOOBAaHUS O BKJIAJIBIIIE K TPYAOBOU KHIKKE.

2. Vcnonp3ys mNpeanoXeHHbIE MaTepuaibl JAEJIOBOH WUIPsl W MaTepHalbl 3aHITHH O
JOKYMEHTUPOBAHUU MPUEMA, [TIEPEBOA, YBOJBHEHUS ONPEAEIUTh 3allMCH, BHOCUMBIE B B
TPYAOBBIE KHUXKKH.

3. H3yunTh mpeIoKeHHBIE KOITUU TPYIOBBIX KHIKEK, BBISIBUTH OMIMOKHA B O(OPMIICHUH U

WCIIPaBJICHUSAX HA TUTYJIHHOM JIUCTE, B pasjeie «CBeaeHus o paboTey.

KOHTPOJIBHBIE BOITPOCHI

1. B xakoil cpok JOKHA OBITh 3aBE/I€Ha TPY/NOBas KHU)KKA MPH MOCTYIUIEHUHM paOOTHUKA Ha
paboty BrepBble?

2. B xakux ciaydasx KaJpoBas ciy’k0a HMeeT MpaBo BbIIATh TyOIHKAT TPYIOBON KHIDKKH?

3.B kaxoii cpok mnocie yBoJibHEHUS! paOOTHUKY BbIIA€TCs TPYA0Basi KHUXKKa?

4. Kak odopmiisiercs Bbliaya BKJIaAbIIIA K TPYIOBOW KHIKKE?

5. Kakoe cTpykTypHOE MOJpa3/iejeHue OpraHu3alii XpPaHUT OJAaHKU TPYJIOBBIX KHHMKEK M
BKJIAJBIIIEH K HUM?

6.Kak ucnpaBuTh o1mOKu, 0OHapy>KEHHbIE Ha TUTYJIHHOM JICTE TPYIAOBON KHUKKHU?

7.Kak ucnipaBuTh ommOKu, 0OHapy>KEHHbIE B 3all0JHEHUH pa3zena «CBeaeHus o padbore»?
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Tema 9. CACTEMATH3AIIAA JOKYMEHTOB KAJIPOBOM CJIYKBBL

dopma 3aHATHSI — AUCKYCCHA 110 pE3YyJIbTaTaM U3YUCHUSA MaTCpUaioB

3AIAHUS

1. Tlpoananu3upyiiTe HOMEHKJIATYPY Je KaapoBoi ciayx0b1 3A0 “Beimmen”.

2. YCTaHOBHTH COJIEpKaHNE HOMEHKIATYPHI A€ KaJpPOBOil CITyKObI

3. IIpoanamusupoBaTh TpeOOBaHMS 3aKOHOJATEIBHBIX U HOPMATHBHBIX JOKYMEHTOB K COCTaBY
JIOKYMEHTOB JINYHOTO JIENa.

4. CpenaTe BBIBOJ, O COCTaBe JOKYMEHTOB JIMYHOIO [€J1a, OCOOCHHOCTSIX €ro BEACHUS U

XpaHECHMUS.

YKA3AHV 10 BBITIOJIHEHUIO 3AJIAHUN

1. C yuerom TpeOoBaHMIT HOPMATHUBHBIX JTOKYMEHTOB IIPOAHAIM3UPYHTE HOMEHKIIATYPY e
3A0 “Beimmen”, omnpenensss ee BUA, KIACCU(DUKALMOHHYIO CXEMYy, OCOOCHHOCTH
(GopMyIMpOBaHUS 3ar0JIOBKOB, HCTOYHHUKHU U NPABUJIBHOCTh YCTAHOBJIEHUS! CPOKOB XpPaHEHHS.
Onpenenure nepexonsIue 1e1a, BKIIOUYEHHBIE B 9Ty HOMEHKIIATYPY.

2. Ha ocHoBe Tpe6oBanuit OCHOBHBIX MPaBHJI PaOOTHI APXWBOB OPTraHU3AIMid W THIIOBOTO
NEepeyHsl YNpaBICHUECKUX JOKYMEHTOB CO CpOKaMU XpaHEHUS  yCTaHOBUThH COJEp)KaHUE
HOMEHKJIATypHI JIe]1 KaJAPOBOH CITykOBbI.

3. W3yuuts Yka3 [Ipesugenta PO Vka3 Ilpesunenta Poccuiickoit ®enepauuu ot 30 mas
2005 1. Ne 609 «O mepcoHambHBIX JAHHBIX TOCYAAPCTBEHHOTO TPaXKJAHCKOTO CIIyXKaIlero
Poccuiickoit ®@enepanun U BeAEHUM €ro JU4YHOro jaena» M3yuunts p.8 TumoBoro nepeyHs
yIpaBIEHYECKUX JOKYMEHTOB M OMPEAETIUTh COCTaB JOKYMEHTOB JIMYHOTO Jiea pabOTHUKA.

4. Hcnonb3yst AOKYMEHTBI, M3Y4YEHHble Ha NPEAbLAYIINX 3aHATHAX, OMPEAETUTh COCTaB

JMYHOTO JIeIa, yCTAHOBUTh OCOOEHHOCTH €ro O(hOPMIIEHUS U XPaHEHHUS.

KOHTPOJIBHBIE BOITPOCHI

1. KakoBo Ha3Ha4Ye€HHE HOMEHKJIATYPHI JIe] B KaJ[poBOM ciryx0e?
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2. KaxoBbl TpeOoBaHMs K (HOPMYIHNPOBKE 3arojOBKOB JOKYMEHTOB IO JINYHOMY COCTaBy B
HOMEHKJIaType Aein?

3. Ilepeuncnure cocraB JOKYMEHTOB JIMYHOTO Jiela paOOTHUKA; TOCYJapCTBEHHOTO
CITy’KaIlero.

4. Kaxk onpeaemnsiroTcsi CpOKU XpaHEHUS KaJIPOBBIX JOKYMEHTOB?

5. Kakas cimy>6a B opraHu3aiyy J0JDKHA pa3padoTaTh HOMEHKIIATYPY JIeN KaJpOBOU CIIy:KObI?

6. Kaxkue 0coOeHHOCTH XapaKTepHBI A1 HOMEHKJIATYPBI A€ KaIpOBOH CIIy>KObI?

IIpunoxenne 1

JucuunnuHa «/lokyMeHTalMoHHOE 00ecreueHne yIpaBIeHUs IEPCOHANIOM» BXOJUT B
BapUaTHBHYIO YacTh LIMKJIA AUCUMILIMH 110 HanpasiaeHuto 38.03.03 YnpasieHue nepcoHanoM
(mpodmite «YTpaBiieHne IEPCOHAIOM OpraHu3anum»). JJuCIMIUIMHA peann3yercs Ha
(bakynbpTeTe yrpaBieHHs.

Ilpeomemom  Oucyunnunvl  SIBISETCS KagpoBas JOKyMEHTalus, CcO3JaBaeMas B
NEeSTENIbHOCTH KaJpOBBIX CIYKO0 M odopMIIsioniasl TPYJIOBble OTHOIICHHUS C PaOOTHHUKAMH,
0COOEHHOCTH e IOJrOTOBKU M pabOThI ¢ HEM.
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Llenv oceoenus yuebHoOU OuCyunIutbl: N3y9eHNEe OCHOBHBIX TPaBUI JOKYMEHTUPOBAHUS
TPYIOBBIX OTHOWIEHUH B PD 1 opranm3aruu paboThl ¢ JOKYMEHTAMH I10 JITYHOMY COCTaBYy.
3aoauu kypca:

. O3HAaKOMUTH CTYJIEHTOB C OCHOBHBIMH MPaBOBBIMH aKTaMH B cepe KaapoBOTro
JIEeJIONPOU3BO/JICTBA;

. CdopmupoBaTh KOMILUIEKCHOE MPEJCTABICHNUE O COCTOSHUU COBPEMEHHOM CHCTEMBI
AOKYMCHTAIlMU 110 JINYHOMY COCTaBY,

. JlaTh XapaKkTEepUCTHKY 00s3aTEeIbHBIM, YCIOBHO-0053aTEIbHBIM H PEKOMEHYEMbIM
JIOKYMEHTaM KaJpOBOil CITy>KObI;

. Onucath 0COOCHHOCTH COCTaBJICHHUS M O(OPMIIEHUS JOKAIbHBIX HOPMATHBHBIX
AKTOB, PCIIIAaMCHTUPYIOIIUX ACATCIbHOCTHU KaAPOBbIX CHy)K6;

° BbIsIBUTH OCHOBHBIE IOKYMEHTUPYEMBIE 33aU KaJPOBOMl CIIy>KOBI;

° Y CcTaHOBUTL COCTaB AOKYMCHTOB I10 OCHOBHBIM HOOKYMCHTHPYCMBIM KaApPOBBIM
npoleaypam;

. [TomaroBo onucarbs NOPAAOK JOKYMEHTUPOBAHUS 3TUX IPOLELYD;

° CdopmupoBaTh HaBBIKM COCTABJICHUS M OQOPMIICHHS JOKYMEHTOB [0 JHYHOMY
COCTaBy;

. OOy4yuTh OCHOBHBIM TEXHOJIOTMYECKUM MIpUEMaM JeNOMPON3BOJACTBEHHBIX
onepanuii;

o O3HaKOMHTH C HOpMaMH U IpaBUJIaMU CUCTEMATU3allMU U XPAHCHHUA JOKYMCHTOB

10 JINYHOMY COCTaBY.

JuciumimHa HarpasiieHa Ha GOpMHUPOBaHKE MTPO(ECCHOHATBHBIX KOMIICTCHITHA:

OIIK-4 - CriocoOHOCTb MPUMEHSTH COBPEMEHHBIE TEXHOJIOTUU U METOIbI OTIEPATUBHOTO
YIIPaBJICHUS MIEPCOHAIIOM, BECTH IOKYMEHTALIMOHHOE COMPOBOKICHHUE U YUET

Hnouxamop -

OIIK-4 .2 - CnocoOGHOCTh BECTHM JOKYMEHTAIlMOHHOE COMPOBOXKICHHE YIPABICHUS
IIEPCOHAJIOM H yYET IIEPCOHAA.

B pe3ynvmame uzyuenus oucyuniunst cmyoenm 00nH#CeH

3HaTh:
- HOpMaTUBHO-TIPABOBYIO 0a3y KaapoBOro JIEJIOMpou3BoicTBa B Poccuiickoit denepanuu;
- TOpPAIOK NPUMEHEHHS HOPM TpPYIOBOTO IIpaBa; - COCTaB M TMOPSJAOK COCTABICHUS U

IIPUMEHEHN KaJIpOBOM JJOKYMEHTAIMH B YIIPABICHYECKOHN ACSITEIBHOCTH;
-rpaBuiia paboThl C KaJpOBOW JOKyMEHTAIe!, OpraHu3alty ee MoJyuyeHHs U Tepeiadi.

YMers:

- paboTaTh C TMPABOBBIMU AaKTaMH, PETVIAMEHTHUPYIOIIUMH BOMPOCH JOKYMEHTHPOBAHHS
TPYJOBBIX OTHOILIEHUH 1 pabOTHI C KAAPOBBIMU JOKYMEHTAMU;

- OmpeneNsaTh IO HOPMAaTUBHOW 0a3e cocTaB o00s3aTENbHBIX U YCIOBHO-00S3aTEIHHBIX
JIOKYMEHTOB,

-MIOATOTABINUBATh U OOPMIISITh KAJPOBYIO IOKYMEHTAIIUS B COOTBETCTBUHU C TIPABOBBIMHU aKTaMH
PD;

- COCTaBJNSTh  OpTaHU3AIHMOHHBIE, WH(OPMAIMOHHO-CIIPABOYHBIC,  PACIIOPSIUTEIHHBIE
JIOKYMEHTBI KaJ[POBOM CITY>KOBI,

-OpraHU30BbIBATh B3aUMOJECHUCTBUE CTPYKTYPHBIX IMOAPA3JICICHUM MW JOJDKHOCTHBIX JIMIL
OpraHu3aIyy Mpu padoTe ¢ KaapoBOH TOKYMEHTAIIHEH;

- TOTOBUTH JIOKYMEHTBI, PEryIUPYIOIINE TPYIOBbIE OTHOIICHUS C pAOOTHUKAMH.

Biaaners:
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- HaBBIKAMH aHaJW3a TMPaBbIX aKTOB, BBIABICHUS HEOOXOIUMOW pErJIaMEHTUPYIOIEH
uHpOpMallMK O JOKYMEHTHPOBAaHMM TPYIOBBIX OTHOIICHWH U paboTe ¢ KaapoBOi
JIOKYMEHTALIUECH;

- HaBBIKAMHM COCTaBJICHUS, COIJIACOBAHMS, YTBEPXKICHUS, MOAMUCAHUS O3HAKOMIICHUS C
JIOKYMEHTaMH 10 JIMTYHOMY COCTaBY,

- HaBBIKAMU COCTABJICHUS PA3JIMYHBIX BUIOB KaJPOBBIX JIOKYMEHTOB;

-HaBBIKAaMHU BHEJIPEHUS JJOKYMEHTAIIUH 110 JIMYHOMY COCTaBY M JIOKQJIbHBIX HOPMATHUBHBIX aKTOB.

OOmast TpyJOeMKOCTh OCBOEHMsI JUCHMIUIMHBI COCTaBisieT 4 3aueTHbIC EIUHMIIBL.
DopMOI UTOTOBOI'O KOHTPOJIA SABJISIETCS IK3aMEH.

IIpunoxenne 2

JIUCT UBMEHEHUM

Ne | Tekcr akryanusanuu uinu npunaraemsiii kK PIIJ noxkymeHT, Jata Ne
n/n CoJIepKaIMil N3MEHEHMS] MIPOTOKOJIA
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