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1. [TosicHUTEIBLHASA 3aANIUCKA

1.1 Heab u 3a1aun TUCHUILTHHBI

Lenb AUCIUIITUHBI COOTHECEHA ¢ pe3ysibTaTroM ocBoeHust OI1 BO (dpopmupyembiMu

KOMITCTCHIIHSIMHU ).

He.]'[]: AUCHUIVIMHBI - TMOATOTOBUTH BBIITYCKHHKA, BJIAACIOMIETO HABBIKAMHU BEACHUA KaaApOBOI'O

ACJIOMMPONU3BOACTBA.

33[{3‘-11/[ AUCHHUIIJIMHBI

o ChopmupoBaTh y CTyJeHTa KOMIICTCHIIMH, TIO3BOJISIIONIME €MY BBITIOJTHATh BECh
KOMIUIEKC paboT Mo KaJIpOBOMY JI€JIONIPOU3BOJICTRY;
o CdopmupoBaTh y HEro KOMIUIEKCHOE MPEACTaBIEHUE O CHUCTEME JOKyMEHTAllUU IO

JIMYHOMY COCTaBY,

o JlaTb npesacraBieHre 00 ypOBHE perjiaMeHTalluu KaJpoBOTro J1eJI0MpOr3BoICTBA B PD;

o Hayuutb cTyzeHTa cocTaBiIsATh U OQPOPMIISATH OPraHU3aLMOHHBIE KaJPOBBIE TOKYMEHTHI;

o HayuuTth cTyzeHTa TOKyMEHTHPOBaTh OCHOBHBIE KaJIpOBBIE ITPOLIETYPHl B COOTBETCTBUH
¢ TpeOOBaHUSAMH 3aKOHO/1ATENIbCTBA;

o HayuuTh cTyseHTa opraHu30BbIBaTh pabOTy KaApOBOM CIy»ObI, COCTABIATH JOKAJIbHBIE

HOPMATUBHBIC aKThI, PCTIIAMCHTHUPYIOIIUC €€ NACATCIIbHOCTD.

L4 O6y‘—H/ITB OCHOBHBIM TCXHOJIOTUYCCKUM ITpHUEMaM ACJIOIMMPONU3BOACTBCHHBIX onepaunﬁ,
opraHu3allvui XpaHCHUA KaﬂpOBOﬁ AOKYMCHTAIIUH.

1.2. IlepedyeHb MJIAHMPYEMBIX Pe3yJbTATOB 00y4eHHs 110 JUCHMUIIJIMHE, COOTHECEHHBIX €
HHIAMKATOPAMHU JOCTHKEHHUs KOMIIeTeHIN i

Komnerennus
(Kom ¥ HAMMEHOBaHUE)

HNuauxkaropsl
KOMIIEeTeHII Nl
(Koa 1 HAMMEHOBaHUE)

PesynbTaThl 00y4yeHus1

OIIK-2 Cnocoben
HAXOJIUTh
OpraHU3aIMOHHO-
yIpaBICHYCCKHUE PELICHHUS
NPY PEIICHUY 3a/1a4 B
cdepe coeit
npodeccuoHaIbHON
JCSITEIBHOCTH

OIIK-2.2. Opranu3oBbIBacT
paboTy mojapasaesieHuil B
cdepe TOKyMEHTAIIMOHHOTO
o0ecrieyeHus yrpaBiIeHUs 1
apXHUBHOTO JIeNa

3HaTh: OPSAIOK PAOOTHI CITYkKO
JOKYMEHTAIIHOHHOTO 00ECTIeYeHHUS
YIPaBJICHUS U aPXUBOB

YMeTh: periiaMeHTUpOBaTh
paboTy CiIy’KO JTOKYMEHTAIIHOHHOTO
o0ecrieYeHrs yIpaBJICHUs] U apXHUBOB

BrnaneTs: HaBbIKaMH
opraHu3anuy paboThl MoIpa3acIeHUN
B cepe TOKyMEHTAIIMOHHOTO
o0ecrieyeHus1 ypaBJIeHUs] U apXUBHOTO
Jie7ia B COOTBETCTBUU C HOPMATHBHBIMHU
TpeOOBAHMSIMHU

YK-11. Cnocoben
(GopMHUPOBATH HETEPITUMOE
OTHOILICHHE K
KOPPYHLIMOHHOMY
MOBEJICHUIO

VK-11.3. Baagets
HaBbIKaMU pabOTHI €
3aKOHOJATEIbHBIMU U
JIPYTMMHA HOPMaTUBHBIMU
IIPaBOBBIMU aKTaMHU

3HaTh: 3aKOHOAATENbHBIC U
JIPYTUMHA HOPMATUBHBIMH ITPABOBBIMU
aKTaMHu B cepe CIry)KeOHOU
JeSITeTbHOCTH

YMmeTh: paboTaTh C
HOPMAaTHUBHO-TIPABOBOM 0a30ii B cepe
CIIykeOHOM 1eATeNbHOCTH

Bnanets: HaBbIKaMu
MPUMEHEHUS aHTUKOPPYTIIMOHHBIX
HOPM B IIPO(heCCHOHATILHOM
JeSITeIbHOCTH Y TIOBCETHEBHOM JKU3HU




1.3. MecTo AucuMIJIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOI MPOrpaMMbl

Huctumnuaa «KanpoBoe aemonpou3BOACTBO» OTHOCUTCS K O0s3aTelnbHOM dYacTh — ONoka
JTUCITUTUINH y4eOHOTO TUTaHa.

Jist oCBOCHMS TUCIUIUIMHBI HEOOXOAUMBI 3HAHUS, YMEHUS U BJaJIeHUs, CHOPMUPOBAHHBIC B
Xoae I/I3y‘-IeHI/I$I CJ'IC}IYIOHH/IX JOUCHUITIIINH 158 HpOXO)K}IeHI/ISI HpaKTI/IKZ «pr}IOBOC HpaBO»,
«/lokymenroBenenne», «OpraHuzanus ¢ TEXHOJOTHS  JOKYMEHTAIIMOHHOTO  OOecTeueHus
YIPABICHUSD.

B pesynbraTte OCBOCHHSI TUCHUIUIMHBI (OPMHPYIOTCS 3HAHHS, YMEHHs U BJaJICHUS,
HeO6XO)II/IMBIe JJIA H3yquI/IH CJ'IC}IYIOHH/IX JOUCHUIIIINH U HpOXO)K}IeHI/ISI HpaKTI/IKZ ((FOCYJIapCTBeHHBIe,
MYHHIIUIIATbHBIC U BEJJOMCTBEHHBIE apXUBBIY, « ApXUBHOE MpaBoy, «[IpenaumniomMHas mpakTuka.

2. CTpyKTypa IMCHHUILIHHBI
OO6mas TpyA0EMKOCTh TUCIMIUIMHBI COCTABIISIET 4 3.€., 144 akaJeMUYeCcKuX Jaca.

CTpykTypa IMCUMIIMHBI 1J151 04HOH (popMbl 00yUeHust

O6veM aucIUMIUHBI B (OpMe KOHTAKTHOM paboThl 0OyyaromMXcs C IeJaroru4ecKuMu
paboTHUKaMu M (WJIK) JUIAMH, TPUBJIEKaEMbIMH K peaju3aluu 00pa3oBaTelbHON MpOrpamMMmbl Ha
UHBIX YCIIOBHSIX, P MTPOBEACHNU YUEOHBIX 3aHATHI:

Cemectp | Tum yueOHBIX 3aHITHIA KonunuecTBo
4acoB
5 Jlexuuu 32
5 CemuHapbl/J1a00paTOpHBIE PAOOTHI 48
Bcero: 80

O0beM nucHUIUIMHBL B (OpME CaMOCTOSITENIbHON paldoThl oOydaromuxcst cocrtaBiser 64
aKaJIeMHUYECKHUX YacoB.

3. Conepxanue IMCUMILINHBI

Ne | HammeHoBaHue pa3aesia Coaepxanue
AUCIHUILIHHBI
1| Beenenue [Ipenmer, 3a7a4y, CoZEpKaHue Kypca.
1 XapakTepucTUKa COBPEMEHHOU CHUCTEMBI  KaJpOBOU

JOKyMEeHTauuu. B3auMocss3b IIPOLIECCOB  YIIPABIICHUS
MEPCOHAJIOM  C COCTaBOM M MOPAJKOM (OPMHUPOBAHUS
CUCTEMBI IOKYMEHTAILMH 110 JUYHOMY cocTaBy. MecTo Kypca
cpeau Ipyrux Hay4HbIX JUCHUIUIMH: «/oKyMeHTOBencHHEY,
«OpraHmzanust ¥ TEXHOJIOTMSI  JOKYMEHTAllMOHHOTO
o0ecreyeHus: ympaBleHUs», «YIpaBiIeHHE IEPCOHAIOM,
«TpynoBoe mpaBo» u np. McrouyHukM wH3ydeHus Kypca.

3aKOHOAATENbHBIE W  HOPMAaTHUBHO-NIPABOBBIC aKTBlI,
HOPMAaTUBHO-METO/IMYECKUE JOKYMEHThl. (TeuecTBEeHHas
rucroprorpadusi.
2 PernamenTanus 3akoHOAATEIbHbIE U HOPMATUBHO-IIPABOBbBIE aKTHI.
2 JOKYMEHTUPOBAHUS KaJpPOBOU Tpynosoit konmekc Poccuiickor @Penepauuu  Kak
JeSITEIbHOCTU U PabOTHI C OCHOBOW NPAaBOBOW aKT, ONPENEISAIOMINNA COCTAB U MOPSAIOK
KaJIpOBBIMH JIOKYMEHTaMH. oopmieHHsT JTOKYMEHTOB [0 YCTaHOBJIEHHIO TPYIOBBIX

OTHOUIEHWW W TPYJIOBOM JCSATEIHHOCTH pPabOOTHHKA.




3akoHo/maTeNnbHbIe aKThl Poccuum 0 JTOKyMEHTHPOBaHUU
OTJICTLHBIX CTOPOH TPYAOBOW MACSITEIBHOCTH  Pa3IMYHBIX
KaTeropuii pabOTHUKOB. 3aKOHOAATEIbHBIE aKThl CyOBEKTOB
Poccuiickou ®denepanuu, VKka3nl [Ipe3unenta,
IlocTanoBneHus U PacCHOpsDKEHUS]  MPABUTEIbCTBA
Poccuiickoiit ®eneparumu.

HopmaTtuBHO-MeTOIMYECKHE JTOKYMEHTHI .

KpanmudukannoHHbIi CIIPABOYHHUK u
npodeccuoHaNbHbIE  CTaHIAPTHI, KaK  OCHOBHBIE
HOPMAaTUBHBIE JIOKYMEHTHI, perJamMeHTUpyoIue

TpeOOBaHUS K KBaNU(HUKAIMK, 3HAHUSAM HM YMECHUSAM
pabotHukoB. OOuiepoccuiickie Kiaccu(puKaTopbl TEXHUKO-
3KOHOMUYECKON U COLIMAJIbHOU uHpOpMaLnHy,
YCTaHABIMBAIOIUE COCTaB U  TMOPSJAOK  3alOJIHEHUS
KaJpOBBIX TOKYMEHTOB.

TunoBble NMEpPeyHN U CPOKH XpPaHEHHs JOKYMEHTAIUU
o JMYHOMY COCTaBy. PerynupoBanue oOpraHu3anuu
aApXUBHOTO XpaHEHHsI JOKYMEHTAIIMU 110 JUYHOMY COCTaBY B
HOPMAaTUBHO-METOAUYECKUX JTOKyMeHTax PD.

Pazpabotku ['ockomcrara P® no yaudukanuu popm
IIEPBUYHON YUYETHOW IOKYMEHTALHH.

Opranusaiust paboThI
KaJPOBOH CITyKOBI

CTpykTypsl  KagpoBbIX  ciy’k0. UucieHHBIH u
JOJKHOCTHOM cocTaB ciykObl. HopMaTuBbl BpeMeHH Ha
paboThI 10 y4eTy KaJapoB.

3amaun u pyHKIUA KaipoBoi CirykOb1. [TonoxeHue 00
oTAene KaapoB (yHpaBieHHHU, JemapTaMeHTe U J1p.), Kak
OCHOBHOM HOpPMATHBHBIM JIOKYMEHT IO OIPEACICHUIO
CTPYKTYpbI,  UYHCIIEHHOCTH, BUZOB  paboT  3TOrO
noapaszaenenus. [Topsiok pa3paboTku, cocTaB WH(YOPMAIAN
U CTPYKTypa TEKCTa TIIOJIOKEHUsS. 3akperleHue Impas,
OTBETCTBEHHOCTH, B3aMMOCBSA3€H OT/I€1a KaJpOB.

JIOJKHOCTHBIE MHCTPYKIIMH, KaK OCHOBHOM IpaBOBOM
aKT, OIpPEIENSIONINA TPAaBOBOE TOJOXKEHHE pPaOOTHUKOB
KaJpoBOH CiIy>kObl M OpraHuszanuio ux Tpyna. Haznauenue
JOJKHOCTHBIX MHCTPYKITHI.

WMHCTpyKIMs MO KaJpoBOMY JEJIONPOM3BOJCTBY, Kak
OCHOBHOH MHCTPYMEHT TOBBIIIEHHUS (P (HEKTUBHOCTH pPabOTHI
KaJpOBBIX  MoOJpa3leneHudt B cdepe  KaapoBOIo
JIeJIONPOU3BOCTBA.

PernamenTtanus paOoThl ¢ MEPCOHAJIOM B JIOKaIbHBIX
HOPMAaTUBHBIX aKTaX M OPraHU3alHMOHHBIX JOKyMEHTax
(ycTaB opraHuzanMy, MpaBuUia BHYTPEHHETO TPYIOBOTO
pacnopsiika, IOJIO)KEHHE O TEePCOHAJbHBIX  JaHHBIX,
KOJIJIEKTUBHBIM JIOrOBOp U Ip.).

CocraB kanpoBoi
JOKYMEHTAITHH.
JIoKyMeHTHUpOBaHHE

TPYAOBBIX OTHOIIEHHU.

XapakTepucTUKa CHUCTEMbI KaJpOBOM TOKyMEHTAlluH,
€€ COOTBETCTBHE OCHOBHBIM 3aJauyaM IO MoAOdopy, yUeTy H
paccraHoBke  kagpoB.  OOs3aTenpHass M YCJIOBHO-
oOs3aTenbHas KaApoBasi JOKyMEHTAIIMSL.

OpranuzanmoHHbIE JIOKYMEHTBI — LITaTHOE
pacnucaHue, CTPyKTypa M IITaTHas YHUCIECHHOCTh, rpaduk
OTITYCKOB.




PacnopsinutensHble JOKYMEHTBl ~ —  TIPUKa3bl
(pacmiopspkeHus1) 1o JIMYHOMY coctaBy. OOmue TpeOoBaHMs
K O()OPMIICHHIO U CPOKaM IOATOTOBKH.

HNudopmalinoHHO-CIIpaBOYHbIE JIOKYMEHTBI —
3asBIICHUA, NpeCTaBICHUS, YBEIOMJICHHS, aKTHI,
JOKJIaJIHbIE U OOBSICHUTEIbHBIE 3aMHCKH.

VY4erHsle GOPMBI U X HA3HAUCHHE.

[Tpuem paboTHHKOB Ha padoTy. CocTaB MepCOHAIbHBIX
JOKYMEHTOB DPa0OTHHKA, TPEACTABIAEMBIX pPaOOTONATEIIO
JUIL  YCTAHOBJIEHUS TPYAOBBIX OTHOIIEHUU. TpymoBoii
JIOTOBOpP - 3aKOHOJATENIbHOE 3aKperuieHue TpeOOBaHUU K
CTPYKType TEKCTa, MOPSAKY COCTaBJIEHUS U O(OpMIICHUS.
[MonroroBka u odopmieHre NpPUKa30B (PACIOPSIKEHHUNA) O
npuemMe Ha paboTy. AHKETHI, aBTOOHOrpaduu, pe3roMe H JIp.
JOKYMEHTBI, 3all0JIHseMbIe IPH TIpUeMe Ha padoTy.

BHecenue cBeneHU B TPYIOBYIO KHIDKKY U JIMYHYIO
KapTOUYKy paOOTHUKA.

JlokyMeHTuUpOBaHuEe  JBW)KEHHUA  KaapoB.  Bujbl
nepeBoioB. CocTaB M MOPAOOK U3AAHUS JTOKYMEHTOB,
opopmisiromiux  mpoueaypy —nepeBoaa.  Conepikanue,
MOPSAOK  TOATOTOBKM W Oo(opMIIeHHST  TPUKA30B
(pacniopsixeHHi) O TEepeBOJe COTPYIHHUKOB. J[OKyMEHTHI-
OCHOBAHUS K PUKa3aM O MEPEeBOJIE.

Buner ornmyckoB. Ilopsinok odopmieHHs €XeroIHoro
OYEpPEHOTO OIUIAaYMBAEMOr0 OTIycKa. I'paduk OTIMyCKOB,
COCTaB, COJIEp>KaHUE, MOPSIOK MOATOTOBKU M O(OpMIICHUS
IIPUKa30B (paclopsDKEHU) O  MPEJOCTaBICHUM OTIIYCKa.
[Topsmox mnepenoca oTmycka. JIOKYMEHTHI-OCHOBaHHS K
npuKazam 00 OTIyCKax.

[Topsinok odopmiieHuss KOMaHAMPOBOK — COCTaB
JOKYMEHTOB, O(OPMIISIONINX KOMaHAMPOBAaHUE PaOOTHUKA,
COJlep’)kKaHME U TOPSAIOK  TOArOTOBKM — IpHKasa o

KOMaHJIUPOBKE.

Buner MOOIIPEHUH. Conepxanue, MOPSIOK
MOJATOTOBKM M O(GOPMIICHHS TPHKA30B (pacrlopsHKeHUn) o
MOOIIPEHUU  pabOTHHKA. JIOKyMEHTBI-OCHOBaHUS K

MPUKa3aM O MOOIIPEHHUH.

Buael gucummuiiHapHbeiX B3bIcKaHud. CoaepikaHue,
MOPSAIOK  TMOATOTOBKM W O(opmIIeHUS  MPHUKA30B
(pacniopsxkeHHi) O B3bICKAaHUU. J[OKYMEHTBI-OCHOBAHUS K
MpUKa3aM O HaJOXEHUHM JTUCIUIUIMHAPHOTO B3BICKAHUS.
AKTBI 00 OTKa3bl JaBaTh OOBSICHEHHS M 3HAKOMUTHCA C
MIPUKA30M.

[Topsimox mpoBeneHusi aTTecTallid PaOOTHHUKOB B
opranmzanuu.  CocTaB  JOKyMEHTOB,  O(OPMIISIOLINX
npouenypy. CoaepxaHue, TMOpPSIOK MOJATOTOBKU U
o opMIICHHUS TPUKA30B (pacHopsHKeHHIA) 00 aTTeCcTaluu.

[Topsimox yBosibHEeHUsI paboTHUKOB. (OcCHOBaHUs
YBOJIbHEHUS pabOTHUKOB. CocraB JIOKyMEHTOB,
opopmisiromiux  npouenypy.  CopepxaHue,  HOPSIOK
MOJrOTOBKH U O(OpMIICHUSI MPUKA30B (pacmopspKeHHit) 00
yBOJIbHEHUH. JIOKYMEHTBI-OCHOBaHMS K TMpHKazaM 00




YBOJIbHCHUH.
j Vuer nuyHOrO CocTaBa. Buapl y4eTHhIX JOKyMeHTOB. JlMuHas KapTO4ka
5 pabotauka (dopma T-2): cocraB HWHPOpPMAIHH, TOPSIOK

3aMOJTHEHUS U BEJICHHUS.

HopmaTtuBHas u mpaBoBasi perjiaMeHTalusl TOpsIKa
BeZieHHsI THUHBIX Jei1. OdopMiieHre U BeleHUe JTUYHBIX e
paboTHuKoB. CocTaB U MOCIEI0BATEIBHOCT PACIONOKEHUS
JIOKYMEHTOB B JINYHOM JIEJIe.

TpynoBasg KHUXKa pabOTHHKA Kak OCHOBHOM
JOKYMEHT O TPYJOBOW NEATEIbHOCTH U TPYJOBOM CTaxe
pabotauka. OdopmieHre W BEACHHUE TPYIOBBIX KHUKECK U
BKIabie Kk HuM. [lopsaok Beigaun nyOnukaTa TPyAoBOit
KHIDKKHA.  Y4er U XpaHCHHWE TPYIOBBIX KHIDKEK B
opranuzanuu. OTBETCTBEHHOCTh pabOTOIATENS 32 XpaHEHHUE
Y 3ar0JTHEHUE TPYJIOBBIX KHIDKEK.

6 Opranu3zanus paboTsl C Perucrpanuss ~ IOKYMEHTOB IO JIMYHOMY COCTaBy.
6 KaJIpOBBIMU JJOKYMEHTAMH [IpaBunma perucTtpauyi H HUHACKCHPOBAHUSA  KaJIPOBBIX
JOKyMeHTOB. Perucrpannonssie GpopMbl (TpaaUlIMOHHBIE U
aBTOMaTu3npoBaHHbie). CocTaB PEKBU3UTOB (TOJIEH) st
PErucTpalvy pasIMYHbIX BUAOB JOKYMEHTOB U MOPSAOK UX
3aI0JIHEHHUS.

Cucrematuzanus u OIIEPATUBHOE XpaHEHHE
JOKYMEHTOB 1O  Ju4HOMY  cocTtaBy. OcobGeHHOCTH
¢dbopmMHupoBaHUs B JieNla JTIOKYMEHTOB IO JIMYHOMY COCTaBY.
[IpaBuia cucremMaTU3aluy PacHoOpPsIUTENBHBIX TOKYMEHTOB,
yUeTHbIX (OpM, TPYHOBBIX KHMXKEK. CucTemarusanus u
XpaHEHHE TOKYMEHTOB-OCHOBaHUH K ITPUKa3aM.

Homenknatrypa nen xazapoBoil ciyxObl. [lopsaok
MOATOTOBKH, cocTaBieHus u odopmieHus. [lpumepnas
HOMEHKJIaTypa JieJ KaJipoBoii ciyx0sl. [lepexonsmue aemna.

Cpoxu XpaHeHHs KaJpOBbIX JOKYMEHTOB. [loaroroska
JIOKYMEHTOB K C1a4€ B ApXUB.

OKcnepTu3a  LUEHHOCTH  JTOKYMEHTOB  KaJIpOBOU
CITyKOBI, ee HOPMAaTUBHO-METOIUYECKAs OCHOBA,
OpraHu3alys U NOPSIO0K IPOBEICHHUS.

CocTtaB 10KyMEHTOB KaJpOBOM CITYXObI, OIEKALIIX
nepeaade B apxuB. [IpaBwia NOATOTOBKM JTOKYMEHTOB IO
JUYHOMY COCTaBy K Ilepefadye B apXuB OpraHU3aLUH.
CocraBnenne u o¢GOpMJIEHHE ONHUCH JOKYMEHTOB IIO
JUYHOMY cocTaBy. [IOpsSAOK YHHMUYTOKEHMS JTOKYMEHTOB C
VCTEKIIMMH CPOKAMH XPaHEHUSI.

4. O0pa3oBaTte/ibHbIE TEXHOJIOTUH

B pa3zznene ykazansl 00pa3oBaTesbHbIE TEXHOJIOTHH, UCIIOIb3YEMBbIE MTPH PEATH3ANU PA3IUIHBIX
BUJIOB YYEOHBIX 3aHATHH i1 HamOonee 3(pdeKkTHBHOrO OCBOCHMS AMCHUILIMHBL [lpu mpoBexeHnn
y4eOHBIX 3aHATHH oOO0ecreynBaeTcsi pPa3BUTHE y OOYYArOIIMXCS HABBIKOB KOMAHJHOW paboTHI,
MEKINYHOCTHOH KOMMYHUKAIlMM, MPUHATUS PELICHUH, JUAEPCKUX KadecTB (BKJIIOYas NpH
HEOOXO/MMOCTH TPOBEJCHWE WHTEPAKTUBHBIX JIEKIMH, TPYMNIOBBIX JUCKYCCHH, PpOJIEBBIX WUIP,
TPEHHUHTOB, aHAJIHM3 CUTyallMil W MMHUTAIMOHHBIX MOJENEH, NMpenojaBaHue JUCHUIUIMH (MOAayJieil) B
(opMe KypcoB, COCTAaBJICHHBIX Ha OCHOBE pE3yJIbTATOB HAYYHBIX HCCIEIOBAaHWN, B TOM YHUCIE C



yu4€TOM  pPErHOHAJIBHBIX OCOOCHHOCTEH MNpPO(ECCHOHATBHON JEATEIIBHOCTH  BBITYCKHUKOB U
noTpedHOCTeH paboTonaTenen.

Jns  mpoBeAeHUS 3aHATHHA JISKIMOHHOTO THUNA MO JMCUUIUIMHE TPUMEHSIOTCS TakKue
06p330BaTeJ'H)HI)Ie TEXHOJIOTMU KaK MHTCPAKTUBHBIC JICKIINH, HpO6J’IeMHOG o6yqu1/Ie. 21.]'[5[ IMPOBCACHUA
3aHATUI CEMHUHAPCKOTO THIIAa UCTIONB3YIOTCS TPYIIIOBbIE JUCKYCCHH, POJIEBbIE UTPBI, aHATIHN3 CUTYyallui
1 UMUTAITMOHHBIX MO)I@J'ICIZ.

No Haumenoeanue pazoena Buowt yueonuvix zanamuit| QoépazosamenpHble mexHonio2uu
n/n
1 2 3 5
1 |BBegcnue Jlexyus 1. Beoonas nexyus
CamocmosmenvHas
Koncynomuposanue
paboma
2 |PermamenTarmus Jlexyus 2. Jlexyus ¢ npumenenuem caauio-
JIOKYMEHTUPOBAHUS KaJIpOBOI npoexmopa
JIeSITEIbBHOCTH U PabOTHI C
KaJIpOBBIMU IOKyMEHTAMH Jlabopamopnas paboma |3anamue c npumeHeHuem
Nel pazoamoyno2o mamepuana

(Tpyoosoii kooeKc, 8bl0epIHCKU U3
NPasosvix aKkmos)

CamocmosmenvHas Koncynomuposanue
paboma
3 |Opranuzanus paboTsl KaapoBo# |Jlekyus 3. Jlexyus ¢ npumenenuem caauio-
CITYKOBI npoexmopa, OUCKYCCUsl

3anamue ¢ npumenenuem
Jlabopamopnas paboma |pazoamounoco mamepuana

No2 (6b10epIHCKU U3 NPABOBBIX AKMOS,
mamepuansl 0e10801 uepvl — Kelic-
Memoo)
Camocmosmenvras Koncynomuposanue
paboma
4 |CocTaB KaJapoBOii Jlexyus 4. Ilpobnemnas nekyus ¢ npumeHeruem
JTOKYMEHTALNH. Catio0-npoexmopa

JlokyMeHTupOBaHUE TPYAOBbIX
Jlabopamopnas paboma |3anamue c npumeHeHuem

No3-7 paz0amouno2o mamepuana
(8b10epIHCKU U3 NPABOBBIX AKMOS,
Mamepuansl 0e10801 Uepbl — Kelic-
Memoo)

OTHOILIIEHUMN.

Camocmosimenvhasi Koncynomuposanue
paboma
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5 |YdeT nu4yHOro cocTara. Jlexyus 5. Jlexyus, ouckyccus

Jlabopamopnas paboma |3anamue c npumeHeHuem

No§ pazoamoyno2o mamepuana
(8b10€poicKU U3 NPABOBLIX AKMO8,
mMamepuansl 0el080u uepvl — Kelic-

Memoo)
Camocmosmenvhast Koncynemupoeanue
paboma
6 |Opranuszanus paboThI ¢ Jlexyus 6 Jlexyus ¢ pazoopom KOHKpemHbix
KaJIpOBBIMHU JOKYMEHTAMU cumyayuu

Jlabopamopnas paboma |3ansamue ¢ npumenenuem

Ne 9 pazoamouroco mamepuand
(8b10epIAHCKU U3 NPABOBBIX AKMOS,
Mamepuansl 0en0801 uepvl — Kelic-
Memoo)

Camocmosmenvhas Koncynemuposanue
paboma

Kaxnpiii oOyuarommuiicss B Te4eHHE BCEero rnepuojaa oOydeHHs oOecreueH HHIMBHIYaJbHBIM
HEOTPAaHUUYEHHBIM JIOCTYIIOM K 3JIEKTpOHHOW uH(pOopMarmonHooOpa3oBaTenbHol cpene PITY w3
000 TOYKM, B KOTOPOW HMeeTcs AOCTYHn K HH()OPMAIMOHHO-TENIEKOMMYHHKAIIMOHHON CeTH
"Unarepuer”, kak Ha Tepputopuun PITY, Tak u BHe ee. DnexkTpoHHas WH(POPMAIMOHHO-
oOpasoBatenbHast cpena PITY obecrneunBaer: JOCTYN K y4eOHBIM IUIaHaM, paboOuuM IporpaMMam
JUCHMIUTUH (MOZYyJeil), mporpaMMaM MpPaKTHK, 3JEKTPOHHBIM Y4Y€OHBIM H3/IaHUSM U DJIEKTPOHHBIM
o0Opa3oBaTeNbHBIM pecypcaM, YKa3aHHbIM B paboduMx MporpamMmax JIUCHMIUIMH (MOAayJnei),
nporpaMMax TpakTUK; (GOPMHUPOBAHWE 3JICKTPOHHOTO MOPTHOIMO OOYyYaromerocs, B TOM YHCIIE
COXpaHeHHe ero padoT M OIEHOK 3a 3TH paboThl. B ciydae peanuzanuu mporpammbl OakanaBpHara C
MPUMEHEHHEM  JJIGKTPOHHOTO  OOydYeHHus, JHUCTAaHIMOHHBIX  00pa3oBaTENbHBIX  TEXHOJIOTUN
aNeKTpoHHass HH(popMarmonHooOpa3oBarenbHas cpena PITY obecneunmBaeT: ¢ukcanuo Xxona
00pa30BaTeNpHOrO MPOLIECca, Pe3ylIbTaTOB MPOMEXKYTOYHOW aTTECTAllMd M PEe3yJbTaTOB OCBOCHUS
nporpaMMbl OakanaBpuara; IpoBeIeHUE YUeOHBIX 3aHATHH, IPOIETyp OLEHKH pe3yIbTaToB O0yUYeHHs,
peanuzanusi KOTOPHIX NPEIyCMOTPEHa C MPUMEHEHHEM 3JIEKTPOHHOrO OOy4eHHS, AMCTAHIIMOHHBIX
00pa3oBaTeNbHBIX TEXHOJIOTHI; B3aUMOJCHCTBUE MEXIY yYaCTHUKAMHU 00pazoBaTeIbHOIO Ipoliecca,
B TOM YHCJIE CHHXPOHHOE M (WMJIM) aCHHXPOHHOE B3aMMOJICHCTBUS TOCpeACTBOM ceTu "MHTepHet".
OyHKIMOHUPOBAHUE AJIEKTPOHHOM HMH(POPMAIIMOHHO-00pa30BaTeNbHON CpeAbl  00ecreYnBaeTcs
COOTBETCTBYIOIIMMHU  CPEACTBAMHU  HH(POPMAIIMOHHO-KOMMYHUKAIIMOHHBIX ~ TEXHOJOTUH U
KBaM(pUKaMed paOOTHUKOB, €€ HCIONB3YIOMUX M HoJAepKuBaonmx. @OyHKIMOHMPOBAHUE
3JIEKTPOHHON HWH(}OpMaImoHHo-o0pa3oBaTenbHOM cpeasl PITY cOOTBETCTBYET 3aKOHOIATENHCTBY
Poccuiickoit deneparuu.

B nmepuos BpEeMEHHOTO NPUOCTAHOBJICHMSI TIOCEIICHHS OOyYarolUMMUCA [OMEIIEHUH |
teppuropuu PITY st opranuzanuu yueGHOTo mporecca ¢ IpUMEHEHHEM 3JIEKTPOHHOTO 00y4eHUs U
JUCTAHIIMOHHBIX ~ O0pa30BaTeIbHBIX TEXHOJOTUH MOTYT OBITh HCIIOJIB30BAHBI  CIIEAYIOIINE
o0pa3oBaTeNnbHbIE TEXHOIOTHU:

— BHJICO-JIEKIUH;

— OHJIAIH-JIEKLIUU B PEKUME PEATbHOIO BPEMEHY;
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— JIEKTPOHHbIE YUeOHHUKH, yueOHbIe TOCOOMs, HayYHbIE M3/IaHUs B JICKTPOHHOM BHJIE U JIOCTYII
K MHBIM 3JIEKTPOHHBIM 00pa30BaTeNIbHbIM pecypcam;

— CHCTEMBI JIJIs 3JIEKTPOHHOTO TECTUPOBAHUS;

— KOHCYJIbTALIUU C UCTIOJIb30BAaHUEM TE€JIEKOMMYHHUKAIIMOHHBIX CPEJCTB.

5. OuneHka JIAHMPYEMBIX Pe3yabTATOB 00y4eHHs

5.1 CucreMa oleHUBAHUSA

CuctemMa olleHUBaHMS BBICTPOEHA B COOTBETCTBUU C YUEOHBIM IIJIAHOM, TJI€ Ope/ieseHbl (OpMbl
MIPOMEXYTOUHOH aTTecTauu (3a4€T/3a4€T ¢ OLIEHKOW/9K3aMeH ), U CTPYKTYpPOM TUCIUIUINHBIL, T/1e
orpeJiesieHbl (POPMBI TEKYIIIETO KOHTPOJIS. YKasbIBaeTcsl pacupezeseHne 6auioB no popmam
TEKYIEro KOHTPOJISI U MPOMEXYTOYHOM aTTeCTalllu, CPOKH OTYETHOCTU. MOXKEeT MPOBOIUTHCS KaK B
TPaJULIMOHHOM, TaK ¥ B MUHHOBAIIMOHHOU (hopMe (3aluTa MPOEKTOB, JICJIOBast UTPa, KEUCHI U T.11.).

Cucmema ouenusanus modicem Oblms NPe0Cmasiend KaKk 6 meKCcmosoul, mak u 8 madiu4Hou
opme.

Hanpumep:

dopma KOHTPOJIA Makc. KoJIH4ecTBO 0a/1710B
3a onny Bcero
padoty

Texyuuii KOHTPOJIb:

- onpoc 5 bannos 30 bannos

- yyacmue 8 OUCKYCCUU HA CeMUHAape 5 bannos 10 bannos

- KoHmpoavHasa paboma (memwl 1-3) 10 bannos 10 bannos

- KOHmpoavHasn paboma (memwl 4-5) 10 bannos 10 bannos

[TpoMexxyTo4Hasi aTTecTalus — IK3AMEH 40 GamioB

HTroro 3a cemectp 100 GansoB

[Tomy4yeHHBI COBOKYNHBIN PE3yNbTAT KOHBEPTUPYETCS B TPAJAULIMOHHYO IIKAJTy OLICHOK U B
IKany oueHok EBpormelickoil cucreMsl nepeHoca u HakorieHus kpenutos (European Credit Transfer
System; nanee — ECTS) B cCOOTBETCTBUU € TaOJIULICH:

100-6ampHas TpaionHas mKaa Ixana
IKaja ECTS
95 —-100 A

2304 OTJIUYHO B

68 — 82 XOPOIIO 3a4TEHO C

56 - 67 D

50_55 YJAOBJIETBOPUTEIIHHO E

20 —49 FX

0-19 HEYJOBJIETBOPUTEIHHO HE 3a4TEHO F

5.2 Kpurtepuu BbICTABJIEHHSI OLIEHKH IO JUCUUILIUHE
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Bamabsl/ | Ouenka mo Kpurepuu ouneHKH pe3yJbTaTOB 00yUYeHUs 10 TUCHUTIIIHHE

HIkana | AUCHUIIAHE
ECTS

100-83/ OTJINUHO/ BricTaBisiercst 00y4aromeMycs, CIIi OH TIIyOOKO M MIPOYHO YCBOMIJI TEOPETUUCCKUH U
A.B 3aUTEHO MPAKTUIECKUN MaTepuall, MOXET NPOJIEMOHCTPHPOBATB 3TO Ha 3AHATHAX M B X011
NIPOMEKYTOYHOM aTTECTALIUH.

OOyuaronuiicst ICUEPITBIBAIOILE U JIOTHYECKH CTPOMHO U3NaraeT y4eOHbIi MaTepual,
YMEET YBS3bIBATh TEOPHUIO C IPAKTUKON, CIIPABIISETCS C PELICHUEM 3a]a4
po¢eCCHOHATBHOI HAaNPaBICHHOCTH BBICOKOTO YPOBHS CJIOKHOCTH, TIPABHUIIBHO
000CHOBBIBACT MPUHATHIC PEIICHUS.

CBOOOIHO OpHEHTHPYETCS B YUeOHOH U TIpodecCHOHABHOM TUTEpaType.

Or1ieHKa 10 JUCHUIUIMHE BBICTABISIIOTCS 00ydaronieMycs ¢ y4éToM pe3yIbTaToB
TEKYLIEH U IPOMEXKYTOUYHOH aTTeCTaluy.

KomrmereHnuu, 3akperui€HHbIe 3a TUCHUILIIMHON, C(hOPMUPOBAHBI HA YPOBHE —
«BBICOKUI».

82-68/ XOopoIo/ BricTaBisercss 00y4aromeMycs, eI OH 3HAeT TEOPETUIESCKUHN 1 MPaKTUIECKUI
MaTepHal, FPaMOTHO U M0 CYIIECTBY U3/araeT €ro Ha 3aHITUSAX U B XOJI€
MIPOMEKYTOYHOM aTTECTALNH, HE JIOITYCKas CYIIECTBCHHBIX HETOUHOCTEH.
OOyuaronuics MpaBUIILHO IIPUMEHSIET TEOPETHYECKUE TTOJI0KEHHS IPH PELICHUH
MPaKTHYECKUX 33124 Npo(ecCHOHANBLHON HAPaBICHHOCTH Pa3HOI'0 YPOBHS
CJIOKHOCTH, BJIaACCT HGO6XOJII/IMI)IMI/I JUIA 3TOTO HaBbIKAMU U HpI/IéMaMI/I.
JlocTaTo4YHO XOPOIIO OPUEHTUPYETCS B Y4eOHOU 1 podeccnoHaNbHOM uTepaType.
OreHKa 1Mo JUCTIUTUIAHE BRICTABIISIOTCS 00ydaromeMycs ¢ Y4ETOM pe3yIbTaToB
TEKYLIEN U IPOMEXKYTOUYHOHN aTTecTaluy.

Komrmerennmu, 3akperui€HHbIE 3a TUCIUIIMHON, C(hOPMUPOBAHBI HA YPOBHE —
«XOPOLIMIAY.

C 3a4YTEHO

67-50/ YIOBIIETBO- BericTaBisiercss 00y4aromeMycsi, €Ciii OH 3HaeT Ha 0A30BOM YPOBHE TCOPETHUYCCKUMA U
MPAKTUYCCKUIA MaTepHal, J0MyCKaeT OT/ACIbHbIC OMMOKY IPU €ro U3JI0KCHUU Ha
3aHATHUSIX U B XO/I€ IPOMEXYTOUYHOM aTTecTaluy.

OOyuaronuiicst UCIBITHIBACT ONPE/ICAEHHbBIE 3aTPy/THEHHUSI B IPUMEHEHUH
TEOPETHUYECKUX TOJOKSHUH MTPH PEIICHUN MPAKTHYECKUX 3a7ad MpodeccrHoHaIsHON
HaIPaBICHHOCTH CTAaHAAPTHOTO YPOBHSA CIIOKHOCTH, BIaleeT HEOOXOIUMBIMH IS
3TOro 0a30BBIMU HABBIKAMH U IIPUEMAaMU.

JleMOHCTpHUpyeT HOCTaTOYHBIN YPOBEHD 3HAHUS YICOHOH JTUTEPaTyphI IO JUCIUTLINHE.
OI1ieHKa M0 JUCHHUTUIAHE BHICTABIISIOTCS 00YYaIoIIeMycs ¢ YI4ETOM pPe3ysIbTaToB
TEKYIIEH U MPOMEXYTOUHOH aTTecTaIiy.

Komnerenmuu, 3akperi€éHHbIe 3a TUCIUTIINHON, COPMHUPOBAHEI HA YPOBHE —
«J1I0CTaTOYHBINY.

D,E puTeIbHO/
3a4TEHO

49-0/ HEYJIOBIIET- BeicTaBisiercs o0ydaronieMycs, €Cli OH He 3HaeT Ha 6a30BOM YPOBHE TEOPETHYCSCKHI

F,FX BOpHUTENbHO/ | 1 MPAKTHHECKHiT MaTepuan, JomycKaet rpyOble OIHMOKH IPH €T0 M3JI0KCHUH Ha
3aHATHAX U B XO0JI€ MIPOMEXYTOYHOMN aTTeCTAILUH.

OO0y4YaroIIMIACS UCTIBITBIBACT CEPhE3HBIC 3aTPYAHCHHUS B IPUMECHCHUH TEOPETUICCKHX

MOJIOKEHHH MPU PEIICHUH MTPAKTUIECKUX 3a1a4 MPO(ECCHOHAIBLHOM HAPABICHHOCTH

CTaHAApPTHOI'O YPOBHSA CIIOKHOCTHU, HE BJIAJICET HeO6X0}1HMbIMI/I JJIA 3TOT'O HaBbIKAMH U

pUEMaMH.

JleMoHCcTpHpYeT GparMeHTapHbIC 3HAHUS y4eOHOU JTUTepaTyphl 110 IUCUUIUIMHE.

OlLieHKa 110 AUCUUIUIMHE BHICTABISIIOTCS 00YUaIOIIEMyCsl ¢ YIETOM Pe3yIIbTaTOB

TEKyIIeH 1 IPOMEXYTOYHON aTTECTaLlUH.

KoMrereHInu Ha YPOBHE «IOCTATOYHBINY, 3aKPEINIEHHbIC 32 UCHUILIHHOM, He

c(OpPMHUPOBaHBI.

HE 3a4TCHO

5.3 OwneHouHble cpeacTBa (MaTepHaybl) IS TEKyIIero KOHTPOJISI yCIeBaeMOCTH,
NMPOMEKYTOUYHOM aTTecTanuu odydyaomuxcs no aucuumniautde )(YK-11, OIIK-2)

B nanHOM paznene npuBOIATCS MPUMEPBI OLEHOYHBIX CPEJCTB B COOTBETCTBUU CO CTPYKTYpOUH
JMCLUUIUIMHBI U CUCTEMOM KOHTPOJIS: BApUaHThl TECTOB, TEMAaTHKA MMCbMEHHBIX padoT, MpUMEpHI
9K3aMEHALIMOHHBIX OUJIETOB, TUMOBBIE 33/1a4H, KEHCHI U T.1. OLEHOYHBIMU CPEJICTBA JAOJKHBI ObITH
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oOecredyeHsl Bce (hOpMBbI TEKYIIET0 KOHTPOJIS M MMPOMEXKYTOUHOM aTTectarui. OHM JOJKHBI OBITH
OpPUEHTHPOBAHBI HE TOJIBKO HA MIPOBEPKY CPOPMUPOBAHHOCTH 3HAHUHN, HO TAKXKE YMEHUHN U BIIaJICHUM.

Bapuanmul konmpoavnou paoomer Ne 1

Bapuanrt 1

1.B xakux cimyyasix KaJapoBas cioy’k0a HMMeeT MpaBo BbIJIATh 1yOJMKAT TPYAOBON KHUKKHU?
Kaxk atot moxymeHT odopmisiercs?

2.Ilepeuncnute BUABI TOKYMEHTOB, IPUMEHSEMbIC TIPU TIEPEBOJIC Ha Apyryko padory. Kaxk
odopmMIIseTCs KaKIbIH U3 HUX?

3. Ha3oBuTE TOKYMEHTHI, IPeIOCTaBIsieMble pa0OTHUKOM IPH MOCTYIJICHUH Ha paboTy.

4.KakuM J0KaIbHBIM HOPMaTUBHBIM aKTOM PErIaMEeHTHPYETCs paboTa KaJpOBBIX
CHEIMAIIMCTOB C IEPCOHAIBHBIMU JaHHBIMU? [laliTe eMy XapakTepHUCTUKY.

Bapuant 2

1.XapakrepucTiKka Ha3HAYCHUS TPYIOBON KHIKKH. B Kakoil cpok JomkHa OBITH 3aBeIeHA
TPy/Z0OBasi KHIKKA IIPU TOCTYIUIEHUHN Ha paboTy BriepBbIe?

2.IlepeuncanTe BUbI TOKyMEHTOB, IPUMEHsIEMBbIE ITPH yBoJIbHEHUU. Kak odopmisercs
KaXKObIN U3 HUX?

3.Kaxoii 1oKaJIbHBII1 HOPMATHUBHBIHN aKT ONpEENsIeT OpraHU3aluIo TPyAa COTPYIHUKOB B
KOMITaHUH. /laliTe eMy XapaKTepHUCTHUKY .

4.HazoBure nHpopmaiuio, 00s3aTeabHy0 ISl BKIOYEHNS B TPYJOBOH JOTOBOP.

BapuaHTBI KOHTPOJIBHOM paboThI Ne 2

Bapuanrt 1

Ilepeuncanre cocTaB JOKYMEHTOB JIMYHOTO Jiena paboTHUKa. KakuMu HOpMaTUBHBIMU
JIOKyMEHTaMH 3TO ONpPeIeNeHO?

Ha3zoBuTe 1OKyMEHTBI KaJpOBOH CITy>KObI, MOJIeKAINE TIepeiadye B apXHB.

Bapuant 2

1.KakoBbl 0COOEHHOCTH COCTaBJIEHUS HOMEHKJIATYPBI /1€ KaJpOBOH CIIyKObI?

2. HazoBure o0s3aTebHBIC PETUCTPAIMOHHBIE (POPMBI KIPOBOU CITYKObI?

Ilpumepnvie kKonmponvHble 60RPOCHL 014 NPOMENHCYMOUHOU AMMECMAYUU:

[lepeuncanTh 3aKOHOAATEIbHBIE AKThI, KOTOPBIMH PETJIAMEHTHPYETCS IOKYMEHTHPOBAaHUE
KaJpOBOM JEATEILHOCTH B HACTOAIIEE BpeMsi?

IlepeuncanTh HOPMATUBHO-METOAMYECKUE TOKYMEHTHI, pETIaMEHTUPYIOIIHE
JOKYMEHTUPOBaHHE KaJJPOBOU JAEATEIbHOCTH.

Ha3BaTh BUJIbI JOKYMEHTOB, IIpEbsIBIIIEMble pAOOTHUKOM IpHU MpUEMe Ha paboTy.

HasBate BHIBI JOKYMEHTOB, yCTaHOBJICHHBIE TPYyI0BBIM KOJEKCOM P®, nOKyMeHTHpYrOLME
npueM paboTHHKA Ha padoTy.

[lepeuncanTh BUABI TOKYMEHTOB, O)OPMIISIONINE H3MEHEHHE YCIOBHIA TPYIOBOTO JIOTOBOPA.

[lepeuncanTh BUAbI TOKYMEHTOB, YCTaHOBJIEHHBIE Tpy10BbIM KOJeKCOM PD s
peryIupoBaHHs TPYAOBBIX OTHOIICHUH.

Cpoku NOATrOTOBKH, KaKUX JOKYMEHTOB 110 JOKYMEHTHUPOBAHUIO KaJPOBOH 1A TEILHOCTH
YCTaHOBJICHBI 3aKOHO/IATENIEHO?

Kakue ¢pyHKIMN KazpoBOil ci1yObl CBA3aHBI C YYETOM JIMYHOTO cocTaBa?

Kakue QyHKIMM T0HKHA BRIOIHATH KaIpoBasi CIyk0a MpHu opopMIICHHH YBOJIbHEHUS
paboTHHKA C pabOTHI ?

Kakumu noxkymenTamu opopmiisieTcss yBOJIbHEHUE paboTHHKA?

Ha3zoBure ¢pyHKIMN KaApOBOH CIyKObl CBA3aHHBIE C TPYJOBBIMHM KHUKKaMH?

Kakumu noxkymenTamu opopmiisieTcs aTrectanus paboTHUKOB?

Ha3zoBute 0cOOEHHOCTH HOMEHKJIATYPBhI JIeJ1 KaAPOBOM CITY>KOBI.

Kakue nena xaapoBoil ciy’kObl OTHOCSTCS K KaTETOPUU MEPEXOAAIINX?

Ilepeuncants ocobeHHOCTH (OPMUPOBAHUS JIUUHOTO Jesia paboTHHUKA?
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6. YueOHO-MeTOAN4YeCKOe U HH(pOPMaLIHOHHOE O00ecTieyeHHne TN CUUILTHHBI
6.1 Cnucoxk HCTOYHHUKOB M JINTEPaTypbl

[Tpu pazpaboTke crucKa UCTOYHUKOB M TUTEPATYPhl ObLITN YUTCHBI TPEOOBAHUS
o0pa30BaTeNbHBIX CTAHIAPTOB MO KHUTOOOECTIEUEHHOCTH.

HUcTounuku (006s3aTeIbHbIE)

Konctutynus Poccuiickoit ®denepanuu (c namenenusmu Ha 30 gexabpst 2008r.). M. 2004

Tpynosoit konmekc Poccuiickont @enepauuun ot 30.12.2001 Ne 197-®3. [lpunsr
I'ocynapctennoit Jymoit 21 nexadpst 2001r. (B pen. ot 29.12.2010) // [DnextponHsIil pecypc]. — M.,
2019. — Pexxum nocrtyna:http:// www.consultant.ru.

3akon Poccwuiickoit @enepanuu ot 25 okTs0pst 1991 r. Ne 1807-1 «O sA3BIKaxX HApOJOB
Poccuiickoit  ®enepanum» //[DnexktpoHHbd  pecypc]. — M., 2019. — Pexum npocrymna:
http://www.consultant.ru.

®enepanbublit 3ak0H PO ot 27.07.2004 Ne 79-D3 «O rocyaapcTBEHHON TPaXkIaHCKOH CITyKOe
Poccwiickoii @eneparumn» (B pen. enepanpHoro 3akona ot 12.04.2007 Ne 48-D3) // [DneKTpOHHBIH
pecypc]. — M., 2019. — Pexxum goctyna:http://www.consultant.ru.

@enepanbublii  3akoH  Poccuiickoit  ®enpepamuun ot 01.06.2005 Ne 53 «O
rOCyapCTBEHHOM  si3bike P®D»// [Dnextpommsiit  pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

Oenepanbublii  3ak0H  Poccuiickoit  @epepammu ot 06.12.2011  Ne 402-d3  «O
Oyxraiarepckom  ydere»//  [Dnekrpommsrii  pecypc]. — M.,  2019. —  Pexum
nocryna:http:// www.consultant.ru.

Oenepanpublid 3ak0H Poccuiickoit @enepamuu ot 02.05.2006 Ne 59-03 «O nopsnke
paccMOTpeHusi oOpalieHuil Tpaxknan»// [Dnextponnsiii pecypc]. — M., 2019. — Pexum
nocrtyna:http:// www.consultant.ru.

OenepanbHblii 3akoH ot 27 wutons 2006 . N 152-®3 "O mnepcoHanbHBIX JaHHBIX'//
[DnexTponnsIit pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

@enepanbhbliii 3akoH oT 01.10.2004 Ne 125-®3 «O0 apxuBHOM zene B Poccuiickoii
denepanuny // [DnekTpoHHbIH pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

@®enepanbhbiii 3akoH o1 29.07.2004. Ne 98-®3 «O xommepueckoi TaitHe» //
[DnexTponnsrit pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

Vka3 Ilpesunenra Poccuiickoit @enepanuu ot 0.03.1997 Ne 18 «O6 yTBepKAeHUM NEpEeyHS
CBeJIeHNH KOH(HICHIMATBLHOTO XapakTepa» // [OnexktpoHHblii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

Vka3 IIpesunenta PO ot 01.02.2005. Ne 110 «O mpoBefeHHUH aTTECTAllUU TOCYIAPCTBEHHBIX
rpaxaaHckux ciyxamux Poccuiickonn @enepauumn». [lonokeHue O TMPOBEACHUU aTTECTALIMU
TOCYJaPCTBEHHBIX TPAXKTAHCKUX ciaykanmux P® // [Dnekrponubiii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

Vka3 Ilpesuaenra P® or 01.02.2005. Ne 111 «O mopsiake caauu KBaTM(PUKAITMOHHOTO
9K3aM€Ha TOCYJAapCTBEHHBIMU TPAXKIAHCKHX chyxamux Pocculickoil denepauum U OLEHKE HUX
3HaHWH, HABBIKOB W yMEHWi». // [DnektpoHHbIi pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

Vka3 Ipesuaenta ot 01.02.2005. Ne 112 «O koHKypce Ha 3aMelIEHUE BAKAHTHOU JOJIKHOCTU
TOCy/IapCTBEHHON Tpax<TaHCKOU cirykOb1 Poccuiickoit denepanum» // [DnekTpoHHbIN pecype]. — M.,
2019. — Pexxum pocryna:http://www.consultant.ru.

Vxas3 [Ipesunenta PO ot 16.02.2005r. Ne 159 «O npumepHo#t popme ciry)keOGHOTO KOHTPAKTa O
MPOXOXKACHUHM TOCYJApCTBEHHOM TpaxkaaHCKol ciayxObl Poccuiickoit denepanuu v 3aMelIeHUU
JOJDKHOCTH TOCYAApCTBEHHOW Tpa)IaHCKON ciykObl Poccuiickoit deneparmm». // [DIEKTPOHHBIH
pecypc]. — M., 2019. — Pexxum goctyna:http://www.consultant.ru.


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
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Vka3 [Ipesunenta Poccuiickoit @eneparuu ot 30.05.2005. Ne 609 «O nepcoHanbHbBIX TaHHBIX
TOCYJApCTBEHHOTO TpakIaHCKOro ciyxamero Poccuiickoir dexepanii W BEIEHHH €ro JIMYHOTO
nena» // [DnextpoHHslil pecype]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Vka3 [Ipesunenra Poccuiickoit @enepanun ot 18.06.2005. Ne 813 «O nopsimke U yCIOBUSX
KOMaHAMPOBaHUS (elepalIbHbIX TOCYAAapCTBEHHBIX TPAKIAHCKUX CHyX)amux» // [DIEeKTPOHHBIHA
pecypc]. — M., 2019. — Pexxum goctyna:http://www.consultant.ru.

IlocranoBnenue IIpaBurtensctBa Poccuiickoit @enepaunn ot 16.04.2003. Ne 225 «O TpyaoBbIX
KHIKKax» // [DnekTpoHHbIi pecypc]. — M., 2019. — Pexxum nocryna:http://www.consultant.ru.

Pacniopspxenue [lpaBurensctBa PO ot 21.03.1994. Ne 358-3 «O6 obecrieueHUN COXPaHHOCTH
JOKYMEHTOB IO JIMYHOMY cocTaBy» // [DaextpoHHbli pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

Pacnopsbkenue [IpaButensctBa PO ot 23.04.1992 No 781-p «O06 ynydiieHIN XpaHSHUS
U HCTOJIb30BaHUsS JOKYMEHTOB IO JIMYHOMY COCTaBY»// [DnextpoHHblii pecype]. — M., 2019. —
Pexum noctyna:http://www.consultant.ru.

[IpaBuna BeneHust U XpaHeHUsS TPYIOBbIX KHIDKEK. (YTB. [locranoBnenuem IlpaButensctBa PO
or 16 ampens 2003 r. Ne 225 /I [OnextponHslii pecypc]. — M., 2019. — Pexum
nocryna:http:// www.consultant.ru.

WHcTpyKIys 10 3aN0JHEHUIO TPYAOBBIX KHIDKEK (yTB. [locTaHOBNIEeHMEM MUHHCTEpPCTBA TpyIa
u couuansHOrO paszButus Poccuiickoit Denepammu ot 10 oktsadps 2003r.). 3apeructpupoBaHa
MunuctepctBom toctuiun Poccuiickort @enepanuu 11 HOos6pst 2003 T. perucTparioHHBI HOMEp
5219. bronnereHb HOPMATUBHBIX aKTOB (heJepalIbHBIX OPraHOB WCHOJHUTETbHON Biactu. 2003. Neo
49. // [OnextponnsIit pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

denepanphbiii 3akoH 0T 16.12.2019 Ne 439-P3 «O BHeceHun naMeHeHui B TpyIoBoil KOIeKC
Poccuiickoit ®eneparuu B yacti GopMUPOBAHUS CBEIECHUI O TPYIOBOIA NeSITETLHOCTU B AJIEKTPOHHOM
BUIE» [DnexTpoHHBII pecypc] /!
URL:http://publication.pravo.gov.ru/Document/View/0001201912160070 (mara obpanieHust
01.10.2020 r.)

HcTounuky (I0NMOJTHUTENbHbIE)

®enepanbhbiii 3akoH PO ot 27.07.2006 Ne 149-03 «O6 undopmarmu, nHOOPMAITHOHHBIX
TEXHOJIOTUSIX ® 3amuTe wuHpopmanum» // [DaexkTtpoHHbld pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

OdenepanbHblii 3aKk0H OT 26.12.1995. Ne 208-®3 «OO6 aknuoHEpHBIX oOImmecTBax» //
[DnexTponHsIii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

O6mepoccuiickuii kiaccudurkatop npodeccuii pabounx, TOJDKHOCTEH CIyKaluX U Tapu(pHBIX
pazpanoB OK 016-94. M.: Muntpya Poccun, 1995 // [Dnextponnsiii pecype]. — M., 2019. — Pexum
nocryna:http:// www.consultant.ru.

Oo6mepoccuiickuii knaccupukarop uHpopmaruu o Hacenenuu OK 018-95. // [DnexTpoHHBIH
pecypc]. — M., 2019. — Pexxum ngocryna:http://www.consultant.ru.

OOmepoccuiickuii  kmaccuukarop ynpasieHdeckoi gokymenramuu OK  011-93. //
[DnexTponnsrit pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

Oo6mepoccuiickuii  KIaccu(UKaTop CHenuaabHOCTed MO 00pa3oBaHui0 // [DIEKTPOHHBIH
pecypc]. — M., 2019. — Pexxum ngoctyna:http://www.consultant.ru.

ITpuka3 Pocapxusa ot 23.12.2009 N 76 "OO yTBepxaeHMH MeTOIUYEeCKUX PEKOMEHIAINA 10
pa3paboTKe MHCTPYKIUNA TIO IETOTPOU3BOJICTBY B (peepanbHBIX OpraHax UCIIOTHUTEIBHON BiacTu" //
[DnexTponHsIii pecypc]. — M., 2019. — Pexxum nocryna:http://www.consultant.ru.

YuudunupoBanusle (HOpMbl MEPBUYHONW YUETHOW IJOKYMEHTAIMM IO Y4YeTy TpyAa U €ro
oratel, yrBepxkaeHubsie [loctanoBnennem ['ockomcrata P® ot 05.01.2004 Ne 1 // [DaexTpoHHBIN
pecypc]. — M., 2019. — Pexxum gocryna:http://www.consultant.ru.

KBanu@ukanroHHbIM CIPaBOYHUK JTOHDKHOCTEH PYKOBOJHUTENEH, CHELUAINCTOB U JPYTUX
cyxamux // [DnexkrponHsbIid pecypc]. — M., 2019. — Pexxum goctyna: [DnexkTpoHHBIN pecypc]. — M.,
2019. — Pexxum nocrymna:http://www.consultant.ru.


http://www.consultant.ru/
http://www.consultant.ru/cabinet/stat/hr/2019-12-18/click/consultant/?dst=http%3A%2F%2Fpublication.pravo.gov.ru%2FDocument%2FView%2F0001201912160070%23utm_campaign%3Dhr%26utm_source%3Dconsultant%26utm_medium%3Demail%26utm_content%3Dbody&c=B6349A10D31EE36F3AC3B7D0048FEBB9F372A5A930F8FAA20CB6DC6E8C10331BA56C0C863256984852D13B9F2A6AA3F1C5D3B2E9ACD96B1210CA89215A39E764111FC52F01A5EDE5E442660B7ADB2A24AC30764C009ABE766DCAD146D10996A424A3D41AA7ACC7F8F7DDCDD756E556478115E7854262030D456F2561DD9A437881ADA5F01DE8B20E4DAD5CD19F88A05D4B9227E8B1467D707D461C0F584D6B107809977604FB311C22E16A79FFEC564F
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MesxoTpacieBble YKpYITHEHHbIE HOPMAaTHBBI BPEMEHH Ha pa0OThI O KOMIJICKTOBAHUIO U YUETY
KaJipoB // [DnexTpoHHbIN pecypc]. — M., 2019. — Pexxum goctyna:http://www.consultant.ru.

IlepeyeHb THUMOBBIX YIPABICHUYECKUX APXMBHBIX JIOKYMEHTOB, OOpa3yIOUIMXCS B Ipoliecce
JeSTeIbHOCTH TOCYJJTapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYMpaBIEHHUS W OpraHu3alui, c
yKa3aHHEM CpOKOB XpaHeHus // [DnextponHslii pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

[IpaBuna opraHu3alu XpaHEHUs, KOMIUIEKTOBAaHHUA, Y4YETa W HUCIOJIb30BAaHUS JIOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit ®enepauuu U JIpYyrux apXMBHBIX JOKYMEHTOB B OpraHax
roCy/1JapCTBEHHON BIJIACTH, OpraHaX MECTHOTO CaMOYIIPAaBJICHHMS W OpraHU3alusaX, YTBEPXKIECHHBIX
npukazoM MuHkyabTYpsl PO ot 31.03.2015 Ne 526 // [Dnexktponnslii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

Ilpukaz PocapxmBa ot 20.12.2019 N 236 "O06 yrBepxmenum IlepeuHs THIOBBIX
yIpaBJIeHUECKUX  apXMBHBIX  NOKYMEHTOB, 0Opasylommxcs B TIpoliecce  AeATeTbHOCTU
rOCyIapCTBEHHBIX OPTaHOB, OPTAaHOB MECTHOTO CaMOYIIPAaBJIEHUsI U OpTaHU3AIIMiA, C YKa3aHUEM CPOKOB
nx xpadeHus" (3apeructpuposaHo B Muniocte Poccrm 06.02.2020 N 57449) [DaeKTpoOHHBIM
pecypc] /I CripaBOYHO-TIOMCKOBAsT cucrtema «KoHcynbTaHT TLTIOC.
URL:http://www.consultant.ru/cons/cgi/online.cgi?
req=doc&base=LAW &n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#0989359
5070554722 (mata o6pamenus: 19.10.2020)

®enepanbHblii 3akoH oT 24.04.2020 N 122-®3 "O mnpoBeleHNMM 3KCIEPUMEHTa II0
VICTIONIb30BAaHUIO 3JIEKTPOHHBIX NOKYMEHTOB, CBSI3aHHBIX ¢ paboroii'// VIHTepHeT-mopTan MmpaBoOBOM
nHdopmanmu  http://www.consultant.ru/document/cons_doc_LAW_351124/ (mata oOpanieHus:
19.10.2020)

IIpuka3z Muntpyna Poccum ot 14.05.2020 N 2401 "O6 yTBepxxneHum IlomoxeHus: o mopsimke
TIPOBENeHNs] SKCTIEPUMEHTA 0 HMCIIOJIb30BAHUIO 3JIEKTPOHHBIX JTOKYMEHTOB, CBSI3aHHBIX C paboToii"
(Bapeructpupopano B Munwocte Poccum 17.06.2020 N 58674)// HuTepHeT-mIOpTal IIpaBOBOM
nHbopmanmu https://www.garant.ru/products/ipo/prime/doc/74170714/, nata obpamenns 01.10.2020.

Jlureparypa (00s13aTe/IbHAA)

Abynanze, /. I'. JlokyMeHTallMOHHOE OOecleYeHne YIpaBiIeHUs MEPCOHAIOM : Y4eOHHK U
MPaKTUKYyM JUIsl akajgemuueckoro OakamaBpuara / J[. I'. AOymanze, M. b. Beimpspkkuna, B. M.
MacnoBa. — Mocksa : U3natensctBo FOpaiit, 2019. — 299 ¢. — (bakanaBp. AkageMU4ecKuil Kypc).
— ISBN 978-5-534-00875-3. — Tekctr : oanekrponnbii // OBC HIOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 (mara obpamenus: 30.11.2019).

beikoBa T.A. JIoKyMEHTAaIlMOHHOE oOOeCIeYeHUEe yIpaBieHUs  (JIeTOMPOU3BOJICTBO)
[DnexTpoHHBI pecypc] : yuebHoe mocodue / T. A. beikosa, T. B. Ky3nenosa. - 2-e uzf., nepepab. u
non. - MockBa : HWadpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

I'moroBa C.A. IlpodeccrnoHanbHbIi CTaHIAPT CIIEHUANINCTA MO YIPABIECHUIO IEPCOHAIOM B
JesITeIbHOCTH KaJpOBOH CITyKO0bI [DnekTpoHHbIH pecype] / I'noroBa Ceetnana AnexkcanaposHa; C.

A. I'moTtoBa // YnipaBneHue TOKyMEHTaIlUEH: MPOIIIOe, HacTosIIee, Oyayiee : marepuaisl [11-ei
MexnyHap. Hay4.-pakT. KoH(., mocesil. namsatu npod. T. B. Kysnenosoii, Mocksa, PITYVY, 23-24
mapta 2017 r. / M-Bo o6pa3zoBanus u Hayku Poc. ®eneparuu, @enep. roc. OFOHKET. YIPEIK. BBICIIL
obpasoBanus "Poc. roc. rymanuTapHbiii yH-T", McT.-apX. HH-T, Pak. JOKYMEHTOBEICHUS U
TEXHOTPOHHBIX apX., Kad. mokymentoBeaeHus. - Mockga : Tepmuka.py, 2017. - C. 451-457. - Pexxum
nocryma : http://elib.lib.rsuh.ru/elib/000013004.

I'moroBa C.A. TeHneHIMM pa3BUTHS KaJApOBOIO JAEIONPOU3BOJACTBA B paMKaxX IPOrPAMMBI
"MudpoBas sxoHOMHKA" [DnekTpoHHBIH pecypc] /I'motoBa CBetiiana AnekcanapoBHa; CpeTiiaHa
A. T'noroBa // YnpaBieHue 1oKyMeHTaMu B LUPpoBoil skoHOMUKe. - MockBa : PITY, 2019. - C. 98-
103. - Pexxum noctyna : http:/elib.lib.rsuh.ru/elib/000013245.

Kanposoe pgemompomsBoactBo. VYueOnuk. / C.JI. KysmemoB, C.A. I'moroBa — M.:
WznarensctBo « TEPMUKAY, 2020. — 492 c.



http://elib.lib.rsuh.ru/elib/000013245
http://elib.lib.rsuh.ru/elib/000013004
http://znanium.com/go.php?id=942800
https://www.garant.ru/products/ipo/prime/doc/74170714/
http://www.consultant.ru/document/cons_doc_LAW_351124/
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
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Kanposoe aenonpousBoactBo: Haunnaem ¢ Hyss. Ayaut ceoumu cuiamu / 1.B. XKypasnesa,
M.B. XKypasnesa. - 2-e u3a. - Mocksa : HUL[ UHOPA-M, 2014. - 184 c.: 60x88 1/16 + ( Homn. mar.
znanium.com). - (Ilpocto, kpatko, 6b1cTpO). (0) ISBN 978-5-16-008986-7 - Tekct : 2JIEKTPOHHBII. -
URL.: https://new.znanium.com/catalog/product/417566 (nara obpamenus: 30.11.2019)

[TaBnoBckas, O. lO. IIpaBoBoe obecreyeHne KaJapoOBOrO JEJIONPOU3BOACTBA @ YydeOHOE
nocobue g By3oB / O. FO. IlaBnoBckas. — Mocksa : U3narensctBo Opaiit, 2019. — 213 ¢c. —
(Beicmiee o6paszoBanue). — ISBN 978-5-534-11565-9. — Teker : anekrponnsiii / DbC Opaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (mata oopamenus: 30.11.2019).

JIntepatypa (10mOJTHHUTEIbHAS)

Kykapuna F0.M. CoBpemeHHbIE OpraHU3allMOHHbIE U perjlaMEHTHbIE TOKYMEHTHI: QYHKIUU U
pasznoBuaHoCcTH // BectHuk PITY. 2016. Ne2. [DnexTponHbIN pecypc]. — M., 2019. — Pexum moctyna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi%202(4)-16.pdf.

Muxaiinuna I.1. Ynpasnenue nepconanom, 3-e usa. - Mocksa :Jlamkos u K, 2018. - 280 c.:
ISBN 978-5-394-01749-0 - Teker : AIIEKTPOHHBIH. - URL:
https://new.znanium.com/catalog/product/415303 (nata o6pamenus: 30.11.2019)

6.2 IlepeuyeHb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTH «AHTepHET».
Heobxooumo ocmasume u 0obasume mo, ymo HeoOXo00UMO 05 U3y4eHuss OUCYUNIUHBL

ELibrary.ru Hayunas snekrponnas 6ubnuoreka www.elibrary.ru

I"apanT [OnexkTpoHHBIH pecypc]. — DnekTpoH. aaH. — M., cop. 2013. — Pexxum gocryna:
http://www.garant.ru.

KoncynbranT [lntoc [DnexkTponnblit pecypc]. — DnekTpoH. aad. — M., cop. 2013. — Pexxum noctymna:
http://www.consultant.ru.

HanmonanwsHas anexktponHas 6ubnuoreka (HOb) www.rusneb.ru

6.3 IlpodeccnonasibHbie 0a3bl JAHHBIX U MHPOPMALHMOHHO-CIIPABOYHbIE CHCTEMbI
Joctyn x npodeccuonanbHbIM 6a3am naHHbIX: https://liber.rsuh.ru/ru/bases
WndopmanroHHble CIIpaBOYHbIE CUCTEMBI:

1. Koncynsrant Ilmroc
2. Tapanr

Ne Haunmenosanue

1 | MexnyHnapoansie pedepaTuBHbIe HayKoMeTpuueckue bJl, 1ocTymHbIe B paMKax
HalMOHAJLHON Moanucku B 2022 T.
WebofScience
Scopus
2 | IIpodeccuonanpHble MOMHOTEKCTOBBIE B/, JOCTYNHBIE B paMKax HallMOHAJIBHOMN
noxnucky B 2022 r.
KypnansiCambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
Kypnaner Taylor and Francis
3 | [Ipodeccuonanbubie MONTHOTEKCTOBBIE B/
JSTOR
W3nanust 1o 0OMECTBEHHBIM U TYMaHHTAPHBIM HAyKam
DnextponHas 6ubmuoreka Grebennikon.ru
4 | KomnproTepHbI€ CIPABOYHBIEC MPABOBHIE CUCTEMBI
Koncynprant [lntoc,



http://www.rusneb.ru/
http://www.elibrary.ru/
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
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| | I'apaHT

7. MaTepI/IaJH)HO-TeXHI/I‘leCKOQ odecneyeHue AUCIUITINHBI

B paznene ykazansl HeoOXoauMoe i 00ydeHHS JUIEH3MOHHOE TPOrpaMMHOE 0OecrieueHne
(M3 peKOMEHJ0BAHHOTO CIHCKa), 000pyAOBaHKE, I€MOHCTPAIMOHHbIE TPUOOPHI, MYJIbTUMEIUNHBIC
cpeAcTBa, yueOHbIe (PHIBMBI, TPEHAXKEPHI, TPEOOBAHUS K ayAUTOPHSIM — KOMITBIOTEPHBIE KIIACCHI,
aKaJeMHUECKHEe UM CTIelnaibHO 000pyA0BaHHBIE ayAUTOPUH U JIaOOPATOPHH, HAJMUKE JOCKU U T.1I.

Jnist obecrieyeHust AUCHUILTNHBI HCIIONB3YeTCsl MaTepHaIbHO-TEXHIMUEeCKas 0a3a
00pa30BaTENbHOTO YUPEKACHUA: YUeOHbIEC ayIMTOPUH, OCHAIIIEHHBIE KOMIIBIOTEPOM U IIPOEKTOPOM
JUISL IEMOHCTPALUHU YYEOHBIX MAaTEPHAIIOB.

Jliig ipoBeieHUs ay TUTOPHBIX 3aHATHI HEOOXOAUM CTaHAAPTHBIA HAOOP CrielUaTU3UPOBAHHOM
ydaeOHOU MeOenu u y4eOHOTO O00OpyZOBaHWs, B TOM YHCIE ayauTOpHAs Jocka (C MarHUTHOU
MMOBEPXHOCTHIO U HAOOPOM MPHUCTIOCOOTICHUN [Tl KPETUICHHS IEMOHCTPAIIMOHHBIX MaTepUaioB), SKpaH
(Ha mTatuBe WM HaBecHOM). Jlig mpoBeNEHUS NPAKTUYECKUX 3aHATUN, a TaKKe OpraHHU3aluu
CaMOCTOSITENIbHOM paboOThl CTYJEHTOB HEOOXOIMM KOMIIBIOTEPHBIN Kiacc ¢ pabOYMMH MecTaMu,
obecnieunBaromuMu Beixo B MIHTEepHET. Kpome Toro, 1uis nHGOPMAaLMOHHO-PECYPCHOTO 0OeCTIeueHUs
MPAKTUYECKHUX 3aHATUN HEOOXOAUM JIOCTYI K CKaHEPY, KOMMPOBAILHOMY arnapary U MpUHTEpPY.

Peanuzanus yyeOHOW mporpaMMbl JOJDKHA OOECTIEYMBATHCS JOCTYIOM KaXKIIOTO CTYJCHTa K
MH(OPMALIMOHHBIM pecypcaM — YHHUBEPCUTETCKOMY OuOinoTeyHoMmy (OHIy U CETEBBIM pecypcam
Wurepner. [nst ucnonszoBanusi KT B yueOHOM mporecce HEOOXOAMMO HAIUYME MPOTPAMMHOIO
o0OecrieuyeHus, TO3BOJSIOUIETO  OCYLIECTBJIATH MOUCK uHbopManuu B ceTu  VHTepHer,
CHCTEMAaTHU3allMIO, aHAIW3 W IMpe3eHTAlUi0 HH(POpMAIMU, SKCIOPT HHPopManuu Ha IHU(POBbIE
HOCHTEJIH.

s oOecnedeHuss y4deOHOro mporecca ucHoib3dyercs maunensuonnoe I[10  Microsoft
(omepanmonnas cucrema WindowsXP Professional Bepcust 2002 ServicePack 3, Word, PowerPoint).

CocTaB nmporpaMMHOI0 00eCIICYCHHS :
1. Windows

2.  Microsoft Office

3. Adobe Master Collection

4. Kaspersky Endpoint Security

8. O0ecnieuenne 00pa3oBaTeIbLHOr0 MpoOLECCA ISl JIUI C OTPAHMYEHHBIMU BO3MOKHOCTAMM
310POBbSI H HHBAJIUI0OB

B xome peanuzanmuMu AMCHUIUIMHBI HWCIOJNB3YIOTCS CIEAYIONIME JONOJHHUTEIBHBIC METObI
o0ydeHus, TEKYIIEro KOHTPOJISI YCHEBAEMOCTH W TPOMEKYTOUHOW aTTecTallud OOYYarOIIUXCS B
3aBHCUMOCTH OT UX MHIMBHYaJIbHBIX 0COOCHHOCTEH:

® UId CICHIBIX U CHaGOBI/IZ[SIH_[I/IXI JICKIIUHU O(bOpMHSIIOTCSI B BHUAC DJJICKTPOHHOI'O AOKYMCHTA,
JOCTYITHOTO C TOMOMIIBI0 KOMIIBIOTEpA CO CICHHATU3UPOBAHHBIM IPOTPAMMHBIM 00ECIICYCHUEM;
INMUCbMCHHBLIC 3aJlaHUs BBIMIOJIHAKOTCA Ha KOMIIBIOTCPEC CO CICHUAIM3UPOBAHHBIM HIPOIrpaMMHBIM
oOecrieYeHHEeM WM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; OOCCIIEYMBACTCS WHIWBUIYaTbHOC
paBHOMepHOE ocBemeHHe He MeHee 300 JIOKC; Uil BBITIOJHEHUS 3a/laHusl MPU HEOOXOIUMOCTHU
MPEOCTABIISICTCSl  YBEIMUUBAIOIIEE YCTPOWCTBO; BO3MOXKHO TAKXKE HCIOJIB30BAHUE COOCTBEHHBIX
YBEJIMYMBAIOLINX YCTPONCTB; MUCbMEHHBIE 3a7aHusl 0(OPMIIIOTCS YBETUUYEHHBIM HIPUPTOM; FK3aMEH
1 3a4€T MPOBOSTCS B YCTHON (hOPME MITH BBITIOJIHSIOTCS B MUCBMEHHOM (pOpMe Ha KOMIIbIOTEPE.

® ISl TIyXUX W CIHa0OCIHBIIANINX: JIGKIUA O(QOPMIISIOTCS B BHUJE AJICKTPOHHOTO JIOKYMCHTA,
au00  TPEIOCTaBISCTCS  3BYKOYCWIMBAIOUIas — ammaparypa HHIUBUAYAIBHOTO  IOJb30BaHUS;
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MUCbMEHHBIE 33JaHUSl BBINOJHSAIOTCS HAa KOMIIBIOTEpE B INHUCHBMEHHOM (opme; sK3aMeH U 3auéT
MIPOBOASATCS B MUCbMEHHOM (pOpMe Ha KOMIIBIOTEPE; BO3MOXKHO MPOBEIEHUE B JOPME TECTUPOBAHUS.

® Ui JIMIl C HapyLICHUSAMHU OIOPHO-IBUTATENIFHOIO ammapaTa: JIEKIHMH O(pOpMIISIOTCS B BUJE
JMIEKTPOHHOTO JOKYMEHTa, JOCTYIHOIO C TIIOMOIIBI0 KOMIIBIOTEpPA CO CHEIHATU3UPOBAHHBIM
IpOrpaMMHBIM ~ OOeclieueHHEeM; THUChbMEHHbIE 3a/laHUsl  BBIOJNHSIOTCS Ha KOMIIBIOTEpPE €O
CHEIHATM3UPOBAHHBIM MPOTPAMMHBIM OOECIIeYeHHEM; SK3aMEH U 3a4€T MPOBOJATCS B YCTHOU (opme
WM BBITIOJIHAIOTCS B MIUCbMEHHOM (popMe Ha KOMIBIOTEpE.

[Tpu He0OXOTUMOCTH MpeyCMaTPUBACTCS YBEIMUEHNUE BPEMEHHU ISl TOJITOTOBKH OTBETA.

[Tponienypa mpoBeAeHUsT MPOMEXKYTOUHON arTecTaluu i OOy4arolIUXCsl YCTaHABIMBAETCS C
y4€TOM MX MHIUBUAYaJbHBIX McUXo(pu3nyeckux ocodeHHocreil. [IpoMexyTounas arrectanus MOXKET
IIPOBOJIUTHCS B HECKOJIBKO ATAIlOB.

[Ipu mnpoBeneHHMH TMpoOLEAYPHl OLEHUBAHUS pPE3YIbTAaTOB OOyuYeHHUs IperycMaTpUBaeTCs
HCIOJIb30BaHHE TEXHUYECKHX CPEICTB, HEOOXOJUMBIX B CBS3U C MHIUBUAYAJIbHBIMU OCOOEHHOCTSMHU
oOyyaromuxcsi. OTH CpeACTBA MOTYT ObITh TPEIOCTABICHBl YHUBEPCUTETOM, WIH MOTYT
UCIIOJIBb30BaThCsl COOCTBEHHBIE TEXHUUECKUE CPENICTBA.

[IpoBenenue nmpouenypbl OLEHUBAHMS PE3YJIbTATOB OOyUEHHUs JOMYCKAETCS C HCIOIb30BaHUEM
JMCTAaHIIMOHHBIX 00pa30BaTEeIbHBIX TEXHOIOTUH.

ObecnieuynBaeTcss 1OCTYNn K HMHPOPMAIMOHHBIM U OuOIMorpadguyueckuM pecypcaMm B CETH
WuTepHeT U1 Kak0oro odydaromnierocs B popMax, aJaiTUPOBAHHBIX K OTPAHUYEHUSAM UX 3/10pPOBbS U
BOCHPUATHS HH(POPMALIUU:

® I CJEMbIX W CIA0OBUASIIMX: B Ie4YaTHOW (opMe yBeTHMUEHHBIM IIpHU(TOM, B (Qopme
3JICKTPOHHOTO IOKyMEHTa, B (hopme ayanodaiina.

® U1 TIYyXUX U cIa0O0CIbIIIANNX: B IeYaTHOH popme, B popmMe 37IeKTPOHHOTO TOKYMEHTA.

® ;17151 00y4aloUIMXCcs ¢ HapyLIEHUSMH ONOPHO-JBUTATEIbHOIO ammapara: B neyaTHoi ¢opme, B
(bopMe 3IEeKTPOHHOTO JOKYMEHTa, B (hopMme ayanodaiina.

VY4eOHble ayaUTOpUU Al BCEX BUJOB KOHTAaKTHOM M CaMOCTOSITENbHOW paboThl, Hay4Has
O6ubirMoTeka W WHBIE TMOMEIIEHHUsS Ui OOY4YeHHs OCHAIEHBI CIEHUATbHBIM O00O0pYyZOBaHUEM U
y4eOHBIMH MECTaMH C TEXHUUYECKUMHU CPEJICTBAMU O0yUEHUSI:

® I CJIETBIX M CIa0OBUIAIIMX: YCTPOMCTBOM Ul CKAaHUPOBaHMSA U 4YTEHUs ¢ kamepoil SARA
CE; nucnineem bpaiinsg PAC Mate 20; npuntepom bpaitng EmBraille ViewPlus;

® UIA TIYyXUX M CIabOCHbIIAIUX: aBTOMAaTH3MPOBAHHBIM pabodYMM MECTOM Ui JIOJeH C
HapylUIeHUEM CIyXa U cIabOoCIbIIIalNX; aKyCTUYECKUIM YCUIIUTENb U KOJIOHKH;

® g oOyyaromuXcs € HapyLUICHUSMHU OIOPHO-ABUraTeIbHOTO ammapara: IepeIBUKHBIMH,
perynupyeMbpiMu 3proHoMuueckumu maptamMmu CHU-1; KOMIBIOTEpHOM TEXHHKOW CO CIEIHATbHBIM
IPOrpaMMHBIM 00eCTIeUeHHEM.

9. MeToan4yecKkne MaTepHaJIbl

9.1 Ilnanbl 1a00pPaTOPHBIX 3aAHATHI

TEMAL. (4 4.) SAKOHOIATEJIbHASI PETJTAMEHTAIIA TOKYMEHTUPOBAHUA
KAJJPOBOU JEATEJIBHOCTU B P®

3ATAHUA.

1. Tlpoanamusupyiite TpymnoBoit komekc Poccwuiickoii denepanuu U ompeaenute TpeOOBaHUS K
COCTaBy 1 0()OPMIICHHIO JOKYMEHTOB, PETJIAMEHTUPYIONTUX TPYAOBbIE OTHOIIICHUSI.

2. llpoanamusupyiite TpynoBoi konekc Poccwuiickoit @enepanuu U omnpeaenute TpeOOBaHUS K

GyHKIUSAM KaJpoBOM CITy>KOBI.

YKA3AHWS 10 BBITTOJIHEHMIO 3AJIAHUI
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1. Msyuure TpynoBoil KOJEKC U BBIICHUTE, KAKMMU JOKYMEHTaMHU MPEAyCMOTPEHO OhopMIIeHUE
npueMa, TepeBoja, YBOJbHEHHS, KOMaHAMPOBAHUS, JUCHUILUIMHAPHOTO  B3bICKAHUS H
MpeOCTaBIIEHUs OTITycka paboTHHKaM. CocTaB JOKYMEHTOB (pUKCHUpyeTCs MO KaKAOH OTAeNbHON
npoueaype. OOpature BHHMMaHHE Ha CpPOKHM IIOJITOTOBKM JIOKYMEHTOB, YCTAQHOBJICHHBIE
3aKOHO/ATENBHO.

Pe3ynbTathl 3a1aHUs MOTYT OBITH IIPE/ICTABJICHBI B BUE TAOJIULIbI:

IMpouenypa Buabt Homep Cpokn, Conep:xanue,
AOKYMEHTOB CTATBH CBSI3aHHbIE € odopmiieHue
AOKYMEHTOM

ITpuem Ha paboTy

IlepeBon

[Ipenocrasnenue
OTITyCKa

IToompenue

JucuuninnHapHoe
B3bICKAHHUE

KomangupoBanue

VYBonbHEHHUE

2. Wsyuure TpymoBod KoIeKC U OMNpeAenuTe OO0s3aHHOCTH paboToNaTessi MO OTHOIICHHUIO K
pabOTHHUKY, KOTOpbIe ycTaHOBJIeHbI B Kojekce mpu BO3HMKHOBEHHM TpPYAOBBIX OTHomIeHHH. Ha
3TON OCHOBE COCTaBbTE MEPeUeHb (YHKINH, BHITIOTHIEMbIX KaJPOBOH CITyKOOii.

KOHTPOJIBHBIE BOITPOCHI.

1. TlepeuncauTh OCHOBHBIE BHUJIbI IOKYMEHTOB, UCIOJIb3yeMbIe I TOKYMEHTUPOBAHUS TPYIOBBIX
OTHOIIIEHUH, YCTAHOBJIEHHBIX B TPYJAOBOM 3aKOHO/IaTEILCTBE.

2. Hazoswure TunoBble GYHKIINH KaJAPOBOM CITYKOBI.

NCTOYHUKHU

TpynoBoit konmekc Poccuiickoit @enepanuu ot 30.12.2001 Ne  197-®3. [lpunsr
Tlocynapcreennoit [ymoii 21 nekabps 2001r. (B pexn. ot 29.12.2010) // [Dnexkrponnsrit pecypc]. — M.,
2019. — Pexxum gocryna:http://www.consultant.ru.

JIMTEPATYPA

AbGynamze, J[. I'. JlokymMmeHTaIIMOHHOE OOECIICUCHHE YIPABIICHUSI TIEPCOHAIOM :
y4eOHHUK M TIPaKTUKYM JUIsl akagemuueckoro OakamaBpuara / J[. I'. AOymamze, U. b. Bempspkkuna, B.
M. MacnoBa. — Mocksa : U3znarensctBo FOpaiit, 2019. — 299 c¢. — (bakanaBp. AkageMU4ecKuit
kypc). — ISBN 978-5-534-00875-3. — Texkct : snextponHbiii // OBC Opaiir [caiir]. — URL:
https://urait.ru/bcode/433411 (mara obpamenus: 30.11.2019).

Kanpooe nenonpounsBojctBo: Haunnaem ¢ Hyss. Ayaut ceoumu cuiamu / 1.B. XKypasnesa,
M.B. XKypasnesa. - 2-e u3a. - Mocksa : HULl UHOPA-M, 2014. - 184 c.: 60x88 1/16 + ( Jom. mart.
znanium.com). - (IIpocto, kpartko, 661cTpO). (0) ISBN 978-5-16-008986-7 - TekcT : 37IEKTPOHHBIH. -
URL: https://new.znanium.com/catalog/product/417566 (nara o6pamenus: 30.11.2019)

[TaBnoBckas, O. 0. IlpaBoBoe obOecreyeHHE KaapOBOTO JEIONPOU3BOACTBA @ y4eOHOE
nocodbue s By3oB / O. FO. IlaBnoBckas. — Mocksa : U3natensctBo FOpaiit, 2019. — 213 c. —
(Breiciiee o6pazoBanue). — ISBN 978-5-534-11565-9. — Texkcr : anektponnbiii // ObC Opaiit
[cafiT]. — URL: https://urait.ru/bcode/445662 (nara oopamenus: 30.11.2019).

MarepuanbHO-TEXHUYECKOE o0ecriedeHne 3aHATHS

1.TpynoBoii konekc P®.
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TEMA 2. (4 4.) PASPABOTKA OPTAHU3ALIMOHHbBIX JJIOKYMEHTOB B KAJIPOBOI
CJIIYXBE

3AJIAHUS

1. Tlpoananuszmpyiite opranuzamnuio padboTsl ¢ kaapamu B 3A0 “Beimmen”.
2. Pazpabortaiite Ilonoxenune 06 otnene kaapos 3A0 “Beimnen”
3. PazpaOotaiiTe JOKHOCTHYIO HHCTPYKIIMIO JIJISl OJTHOTO U3 COTPYAHUKOB KaJpOBOM CITyKObI

YKA3AHUA 110 BBIIIOJIHEHUIO 3AJIAHU A

1. Ilpoanammsupyiite KoMmIiekc JOKyMeHTOB 3AO “Beimmen”, BbIABIAA €ro CTPyKTypy,
YHCJIEHHOCTh, HampaBlieHUs aedrerabHocTu OOmecTBa M 0COOEHHOCTH OpraHU3alMH KaJpOBOM
paboThI.

2. Ha ocHoBe KBaM(UKAIIMOHHOM XapaKTEpUCTUKU PYKOBOJIUTENS KaapoBoil cimyxObl, YCOP/,
TpynoBoro xkojaekca u TpeOOBaHMHA MHBIX HOPMATUBHBIX U METOJMYECKHUX JOKYMEHTOB
paspaboraiite u opopmute npoekt [lomoxxenus 06 otaene kaapos 3A0 “Brivmen”.

3. Ha ocHOBe KBanM(UKAIMOHHBIX XapaKTEPUCTHK paOOTHUKOB KaJIpoBoil ciyx0sl, YCOP]]
pa3paboTaiiTe MPOEKT MOKHOCTHON MHCTPYKIIMHM OJHOTO W3 COTPYAHHKOB oTxaena kaapoB 3A0
“BpiMiien” ¥ 0pOpMHUTE €r0 B COOTBETCTBUU C YCTaHOBICHHBIMH TPEOOBAHUSIMH.

KOHTPOJIBHBIE BOITPOCHI

1. Tlepeuncnute 3a1auu U GYHKIIMH KaJAPOBOU CITYKOBI.
Kakne 1oKyMeHTBI periaMeHTHPYIOT PadOTy ¢ TIEPCOHAIIOM OpTaHU3aINH?

3. Ha ocHOBe, KakuxX JOKYMEHTOB pa3padaThIBAlOTCS TOJIOKEHHWE O KaJpoBOW ciyxbe u
JOJDKHOCTHBIE HHCTPYKIUHU €€ COTPYAHUKOB?

4. KakoBa CTpyKTypa TEKCTOB IMOJOXKEHHSI O KaIpOBOH CIy>KOe U JOKHOCTHON MHCTPYKITUH?

Korga monoxenue o kaapoBoi ciryx0e mpuobperaeT ropuandeckyro cuiry? Korma ono tpedyer

nepepadoTku?

6. Ilepeuncnure obmue TpeboBaHMS K 0GOPMIICHUIO OPTaHU3AIMOHHBIX JOKYMEHTOB.

e

NCTOYHHUKHU

Tpynosoit konmekc Poccuiickont @enepauun ot 30.12.2001 Ne 197-®3. [lpunsar
I'ocynapctennoit Jymoit 21 nexadpst 2001r. (B pen. ot 29.12.2010) // [DnextponHsIil pecypc]. — M.,
2019. — Pexxum nocrtyna:http:// www.consultant.ru.

YHupumupoBaHHas cucrema OpraHMU3aIOHHO-PACIIOPSIUTEIBHOM JOKYMEHTAIHH.
YuuduiupoBanubie (GOpMbI, HHCTPYKIIMH W METOIUYECKHE MaTepHajibl MO HX NPUMEHEHHUIO.
M.1982 // // [DnexTponnslii pecypc]. — M., 2019. — Pesxxum noctymna:http:// www.consultant.ru.

KBanupukannoHHbINA CIpaBOYHUK JTOJKHOCTEH PYKOBOAMUTENEH, CIIEHUANINCTOB U CIIyKallluX.
M., 2002// // [9nextponnslii pecypc]. — M., 2019. — Pexxum nocryna:http://www.consultant.ru.

JIMTEPATYPA

I'moroBa C.A. [IpodeccroHalbHbIi CTaHAAPT CleNUANNCTa MO YNPaBICHUIO MEPCOHAIOM B
NeSITeTbHOCTH KaJIpoBOW ciykObl [DnekTpoHHbI pecype] / I'moroBa Cernnana AnekcanaposHa; C.
A.T'noroBa // YmpaBieHue AOKyMEHTalMeW: Mpouuioe, HacTosiee, Oyaymee : marepuansl ll-ei
MexnayHap. Hayd.-TipakT. KoH(., mocssml. mamstu npod. T. B. Kysuernonoii, Mocksa, PITY, 23-24
mapta 2017 1. / M-Bo oOpa3oBanust u Hayku Poc. @enepammn, denep. roc. OFOHKET. yIPExkK . BBICII.
obpazoBanust "Poc. roc. rymaHutapHbeli yH-T", Hcr.-apx. uH-T, Dak. JOKYMEHTOBEIEHHUS H
TEXHOTPOHHBIX apX., Kad. mokymenroBenenus. - Mocksa : Tepmuka.py, 2017. - C. 451-457. - Pexxum
nocryma : http://elib.lib.rsuh.ru/elib/000013004.
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Kykapuna FO.M. CoBpeMeHHbIE OpraHU3aI[OHHBIE U PETJIAMEHTHBIE JOKYMEHTHI: (DYHKIIMU U

pasaoBuaHocty // Bectauk PITY. 2016. Ne2. [DnexktponHHsIii pecypc]. — M., 2019. — Pexxum noctymna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi%202(4)-16.pdf.

[TaBmoBckas, O. 0. IlpaBoBoe oOecrmedeHue KaApoOBOTO JIEJIONMPOM3BOJICTBA : Yy4ueOHOE

nocodbue g By3oB / O. FO. IlaBnoBckas. — Mocksa : U3natensctBo FOpaiit, 2019. — 213 c. —
(Beiciiee ob6paszoBanue). — ISBN 978-5-534-11565-9. — Teker : anekrponnsiii / ObC IOpaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nata oopamenus: 30.11.2019).

MaTepl/IaJIBHO-TeXHI/I'-leCKOC oOecrnevyeHue 3aHIATHS:

b

Tpynosoii konekc PO

YCOP/L

KBanudukannoHHble XapakKTepUCTHUKH paOOTHUKOB KaJApPOBOM CITY>KObI
Kommiekt nokymenros 3A0 “Beimnen”

TEMBI 3-7 (10 u.). IOKYMEHTUPOBAHUE KAJIPOBOM JEATEJbHOCTH

3AJAHUS:

1. M3yunTe 3akoHOAATEIbHbIE TPEOOBAHUS K COAEPKAHUIO U OQOPMIIEHHIO TPYJIOBOIO JOTOBOpA.
[ToAroToBbTE MPOEKTHI JOKYMEHTOB TIO TIPHEMY Ha paboTy.

2. IloaroToBbTE MPOCKTHI TOKYMEHTOB 10 TEPEBOY Ha IPYTyIO paboTy.

3.IloaroroBbTe NPOEKTHl JOKYMEHTOB O TMPEIOCTaBICHUM OTIYCKAa, MPOEKThl JOKYMEHTOB O
KOMaHIAWPOBAaHHUU pa6OTHI/IKa

4.IToaroToBhTe MPOEKTHI JTOKYMEHTOB O TOOMIPEHUH PAOOTHUKA U  TMPOCKTHl JOKYMEHTOB O
BBIHCCCHUHN JUCHUITIMHAPHOTO B3BbICKAHUS.

5.IToAroTOBETE MPOEKTHI JOKYMEHTOB 00 M3MEHEHUHU (paMuiIuu pabOTHHKA U MPOEKTHI JOKYMEHTOB O
PacTOpPKEHNH TPYIOBOTO JOTOBOPA.

YKA3AHWS 10 BBITIOJIHEHMIO 3AJIAHUI

1.

Ha ocHoBe MarepuasnoB [€J0BOM WIphl (CIPaBOYHBIC TaHHBIE O PAOOTHHKE) W TPeOOBaHMI
TpynoBoro kojekca MOATOTOBUTH TPYAOBOH JOroBop ¢ pabOTHUKOM, O(OpMHUTE HpUKa3 O
nmpuemMe paboTHHKA Ha paboTy (CTYIEHTHI MOTYT COCTaBUTh TMPHUKA3 MO OOIIMM IpaBUIaM
oopmIIeHHs TPUKA30B MM BOCHOJIb30BATHCS YHUpHUHMpoBaHHONH ¢opmoit T-1). 3amonHuTH
Jlnunyro xkaptouky pabotuuka (popmy T-2.) Onpeaenutb cocTtaB JOKYMEHTOB, UCIIOIB3YEMbIX U
CO3JIaHHBIX MIPU IIpUEMe Ha paboTy, KOTOpbIe (HOPMUPYIOTCS B JIMYHOE /110 paOOTHHKA.
Hcnonp3yss Marepuanbl J€JIOBOM HWIPbl (CIpaBOYHbIE JaHHbIE O paOOTHUKE) W YUUTHIBAs
TpeboBanus TpynoBoro kojekca O(OPMHUTH MEpeBOj] pabOTHHKA (110 €ro MHULUATHBE U IO
WHUIMATUBE PYKOBOJUTENS CTPYKTYpHOTO TMOApA3JENeHUs) Ha Jpyryro paboTy B TOH ke
opranu3ai. COCTaBUTH 3asBJICHHUE, IpEJICTaBICHHE, YBEIOMJICHHE U O(QOPMHUTH MpPUKA3 O
nepeBojic pabOTHHKA Ha Jpyryr pabory (mo obmuM mpaBwiaM OGOPMIICHHS TPUKA30B WITH
BOCIIOJIb30BaThcsl yHU(UIMpoBaHHOM (opmoii T-5). Buectn nanHeie B JIMYHYIO KapTOUKy
pabotHuka (dhopmy T-2.) Ompenenutb COCTaB JOKYMEHTOB, MCIOJIB3YEeMBIX U CO3JaHHBIX IPHU
nepeBoJie Ha JAPYTyio paboTy, KOTOpble GOPMUPYIOTCS B IUYHOE JET0 PaOOTHHUKA.

Hcxons w3 MarepuanoB JI€JOBOM Wrpbl (CIpaBOYHBIE JaHHbIE O pabOTHUKE) , OPOPMHUTH
€KErO/IHbIM OuepeTHON OIUIaYMBaeMbIi OTIYCK M OTIYCK 0€3 COoXpaHeHHs 3apabOTHOH IaThl.
CocrtaButh TpaduK OTIYCKOB, OPOPMUTH TPHKA3 O MPEJOCTABICHUH OTMycKa (MO OOIMM
npaBuwiaM O(OPMIICHUS IMPHUKA30B MM BOCIOJIB30BaThCS YHUGUIMPOBaHHOW ¢opmoit T-6) .
Buectn nannpie B JInunyto kapTouky padotHuka (hopmy T-2.).


https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
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Hcnonb3yst MaTepuaibl 1€10BOM UTpbl (CIIPaBOYHBIE JaHHBIE O paOOTHHUKE) MOATOTOBUTH MPUKa3
0 HamnpaBJIeHUH paOOTHUKA B KOMaHIUPOBKY (MO0 0OLIMM mIpaBuiiaM OQOpPMIICHHUS MPUKA30B HUIIU
BOCIIOJIb30BaThcs yHU(DUIIUpOBaHHOH popmoit T-9).

4. Vcnonb3ys MaTepuaibl 1€JI0BOM UrphI (CIIpaBOYHbIE JaHHBIE O paOOTHHUKE), OPOPMUTH MPHUKA3 O
MOOIPEHNU paboTHHKA (IO OOUIMM MpaBHiaM O(GOPMIICHHS MPHKA30B MM BOCIOJIb30BATHCS
yHUUIMpoBaHHOU popmoit T-9). BHectu nanHbIe 0 noouipeHuu B JInuHyio kapTouky pabOTHHKA
(popmy T-2.). Onpenenutb cocTaB JOKYMEHTOB, UCHOIb3YEMBIX MPU O(GOPMIICHHH MOOIIPEHUS,
KOTOpbI€ (DOPMHUPYIOTCS B IMYHOE /I€7I0 paOOTHHKA.

Ha ocHOBaHMHM MaTepualioB JEJIOBOM HWIPHl COCTaBUTh OOBSCHHUTEIBbHYIO 3allUCKy O
JUCIUIUIMHAPHOM TMPOCTYIKE, JOKIAJHYIO 3allUCKy O HapylIEHUU TPYIOBOM JUCLMILIUHBI,
IIPUKa3 O HAJIOXEHUM JUCIUILUIMHAPHOTO B3bICKAHUS.

5. Hcnone3ys wmaTepuanbl JAeIOBOM Wrpbl (CIpaBOYHbIE JaHHbIE O pabOTHUKE) O(GOPMUTH
IpeKpalieHre TPYI0BOro JOroBOpa MO0 MHULMATHBE paOOTHMKA, 110 MHHUIIMATHBE paboToaTels,
Mo 00CTOSATENbCTBAM, HE 3aBUCAIIMM OT BOJM CTOpPOH. OmpenenuTs cocTaB JOKYMEHTOB,
KOTOpbIMH oopmisiercss Kakiass curyanus. OQopMuTh NpHKa3 O MpeKpalleHuu AeHCTBUSL
TPYIOBOTO JO0roBOopa (Mo oOmmM mpaBwiaM OQGOPMIICHHUS TPUKA30B WM BOCIOJIb30BATHCS
yauunupoBanHoii ¢gopmoit T-8). Buectn nanHbie 00 yBosbHEHHMM B JIMYHYIO KapTOUKy
pabotauka (dhopmy T-2.). OnpenenuTs cOCTaB JTOKYMEHTOB, HCIOJIB3YEMBIX TIPH O(QOPMIICHUHU
YBOJIbHEHUS!, KOTOpBIE (POPMHUPYIOTCS B JINYHOE J1€JI0 pabOTHUKA.

CocTaBbTe MPOEKT IMpHKaza 00 M3MEHEHUH (aMUINH, NMPUBEAUTE BO3MOXKHBIE OCHOBAHHS AJIs
M3JIaHUS TAKOTO NPUKa3a.

KOHTPOJIBHBIE BOITPOCHBI:
1. Belnennte OCHOBHBIE TOKYMEHTUPYEMBIE 3aa4u KaJpOBOMl 1EATEIBHOCTH.
2. OxapakTepuszyHTe CTPYKTypy TEKCTa TpPYJIOBOTO JOrOBOpa, TNEPEUUCIUTE CYLIECTBEHHBIE

I0JIO’KEHHUS TPYAOBOIO JOrOBOpA.

SBnstoTes v yHUpUIIMPOBaHHbBIE GOPMBI 00SI3aTENBHBIMU ?

4. Ha ocHoBe TpeboBaHMII K TPYJOBOMY JOTOBOpPY, ONPEACIUTh MOPAJOK O(OpPMICHUS
JIOTIOJTHUTENBHOTO COTjamieHus (I3MEHEHHsI K TPYI0BOMY JOTOBOPY).

5. Kakumu TpeOoBaHMSAMU JIOJKHA PYKOBOJACTBYETCS KaJpoBas CIy>k0a mpu o(OpMIIEHUH MPUKA30B
B TEKCTOBOM (opme?

[98)

NCTOYHHUKHU

Tpynosoit koaekc Poccuiickoit ®enepanuu. [1punsar ['ocynapctenHoit Iymoit 21 nexabps
200lr. . ( ¢ mm. u jgom.) // [OnexktponHblid  pecypc]. — M., 2019. — Pexum
nocryna:http:// www.consultant.ru.

YauduuupoBaHHble (OpPMbI NEPBUYHOM YUETHOW JOKYMEHTAIlMM 10 Y4YeTy Tpyla U ero
OTLIATHI. 4.1. M.,2004//  // [Onekrponnsiii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

O6mepoccutickuii kiaccudukarop mpodeccuit pabounx, JOMKHOCTEH CIyXKalluxX M
tapu¢Hbix paspsnoB OK 016-94. M.: Muntpyn Poccun, 1995. //// [Dnextponnslii pecypc]. — M.,
2019. — Pexxum noctyna:http:// www.consultant.ru.
Oo6mepoccuiickuii knaccudukarop uHpopmaruu o Hacenenuu OK 018-95. M.: MunTtpyn
Poccun, 1996 //// [Onextponnsiit pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.
Obmepoccuiickuil kinaccupukaTop ynpasieHueckoi aoxkymentanun OK 011-93. M. :
loccranmapr Poccun, 1994 /" [OnexkTtponHbli pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.
O6mepoccuiickuii kaccudukaTop cneruanbHocTe mo odpazoBanno OK 009-93. M. :
l'occranmapr  Poccum, 1995 ////  [Dnextponnwlii  pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.
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JIMTEPATYPA

Abynanze, /JI. I'. JlokyMeHTallMOHHOE OOeCleYeHne YIpPaBICHUs MEPCOHAIOM : Y4YeOHHK U
MPaKTUKYyM JUIsl akajgemuueckoro OakamaBpuara / J[. I'. AOymanze, M. b. Beimpspkkuna, B. M.
MacnoBa. — Mocksa : U3natenbctBo FOpaiit, 2019. — 299 ¢. — (bakanaBp. AkaieMU4ecKuil Kypc).
— ISBN 978-5-534-00875-3. — Tekct : oanektponnbii // OBC HIOpaiitr [caiit]. — URL:
https://urait.ru/bcode/433411 (mara obpamenus: 30.11.2019).

Kanposoe nenonpousBoactso: Haunnaem ¢ Hyns. Ayaut csoumu cunamu / U.B. XKypasnesa,
M.B. XKypasnesa. - 2-e u3a. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16 + ( Jom. mart.
znanium.com). - (IIpocto, kpatko, 6s1cTpO). (0) ISBN 978-5-16-008986-7 - TekcT : 37AEKTPOHHBIH. -
URL: https://new.znanium.com/catalog/product/417566 (nara o6pamenus: 30.11.2019)

MaTepl/IaJIBHO-TeXHI/I'-leCKOC oOecrnevyeHue 3aHIATHS:

Tpynosoii konekc PO.

YHuubunupoBaHHsle GOpMbI IEPBUYHON YUETHOM TOKYMEHTAIUH.

Marepuansl A€I0BOH WMIpbI, COIEpKaIllMe CIPaBOYHBIN JaHHBIE O PabOTHHKE, UH(OPMAIHMIO O €ro
TPYIOBOH JESTEIBHOCTH.

Ob1epoccuiickue K1acCupUKaTopsbl.

Tema 8 (2 u.) TPYIOBASI KHIOKKA

3AJJAHUA

1. IIpoanammsupoBars TpynoBoit kogekc PO, [IpaBuia BeneHNs U XpaHEHUS TPYAOBBIX KHIKEK,
MHCTPYKIMIO T10 3alIOJIHEHUIO TPYJOBOW KHM)KKH. BBISICHUTH NpaBuia 3aBEACHUS U MOPSI0K
BEJICHUS TPYIOBBIX KHUKEK.

2. 3anoiaHUTh OJaHK TPYIOBOM KHMXKHU CBEJICHUSIMU O PabOTE M yBOJIbHEHUH.

3. Ilpoananmu3upoBaTh NPEITIOKECHHBIE KOMHUHU TPYAOBBIX KHIDKEK, OOBSCHUTH OIIHOKH B
o(hopMiIeHUH U BEJICHUU.

4. 3apeructpupoBaTbh 0)OPMIECHHYIO TPYIOBYIO KHIDKKY.

YKA3AHWS 10 BBITIOJIHEHMIO 3AJIAHUI

1. MW3yuute  TpynoBoii komekc P®, IlpaBuna BeaeHuUs M XpaHEHUs TPYAOBBIX KHHIKEK,
MHCTPYKIUIO I10 3aII0JTHEHUIO TPYIOBBIX KHUKEK .

Y CTaHOBUTB:

-3aKOHOJATEIIbHBIE M HOPMAaTUBHBIC IIOJIOKEHUsA O CTaTyce TPYAOBOM KHHXKKE, IOpSIKE €€

odopMIIeHUST U BEJCHUS;

- HOpMaTHUBHbIE TPeOOBAaHUS O AyOIUKATE TPYAOBOU KHUXKKH;

- HOPMAaTHBHbIE TPEOOBAHHUS O BKJIAJBIIIE K TPYAOBOM KHUKKE.

2. Hcnonw3ys mNpeasioKEHHble MaTepuaibl JAEJIOBOW WIPhl M MaTepuanbl 3aHATHH O
JOKyMEHTUPOBAHUM TIpUEMa, NEPEBOJA, YBOJBHEHHS BHECTH COOTBETCTBYIOLIME 3aIlMCH B
TPYOBYIO KHUKKY.

3. W3yuuTh NpeasiokeHHblE KOMHHM TPYAOBBIX KHUXKEK, BBIIBUTH OMIMOKM B O(OPMIICHHUH U
UCTIPABJICHUAX HA TUTYJIHHOM JIUCTE, B pazjene «CBeneHus o paboTe».

KOHTPOJIBHBIE BOITPOCHI

1. B xakoii cpok J0oyKHa ObITh 3aBeJIeHa TPYJI0Bast KHM)KKA MPHU MOCTYIUIGHUH pabOTHHKA Ha padoTy
BIEpPBBIE?

2. B kakux cioy4asx KaJapoBas Cily>k0a MMeeT IpaBo BbLIAThH AyOJIHKAT TPYAOBOW KHUKKH?

3.B kaxoii cpok nocie yBoJIbHEHUsI pa0OTHUKY BBIAAETCS TPYAOBasi KHIKKA?
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4. Kak opopmisieTcs Bbllauya BKIIIbIIIA K TPYJOBOIM KHUKKE?

5. Kakoe cTpykTypHOE MoApa3aesieHne OpraHu3aIiii XpaHuT OJIAaHKU TPYJOBBIX KHIDKEK M BKJIAJBIIIICH
K HUM?

6.Kax ucnpaButh ommOKu, 0OHapy>K€HHbIE Ha TUTYJILHOM JIUCTE TPYIAOBON KHUKKHU?

7.Kak ncnpaBuTh OMMOKH, 0OHApYKEHHBIE B 3alI0JHEHUH paszena «CBeneHus o padboren?

NCTOYHUKN

Tpynosoit konekc Poccuiickoit ®denepaunu. [lpunar rocynapcrsennoit Jlymoit 21 nexadps
2001r. // [9nexTponnslii pecype]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

[IpaBuia BeneHus u XxpaHeHus TpyAoBbIX KHUKeEK. (yTB.[locTanoBnenuem [IpaButenscTBa
P® or 16 ampens 2003 r. Ne 225 // [Onextponnwlii pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

WHCTpyKIHMS 1O 3aM0JIHEHUIO TPYAOBBIX KHIDKEK (YTB. [locTaHOBiIeHnEM MuHUCTEpCTBA TPy Aa

u counuansHOTO paszButusi Poccuiickoit ®Depepammm ot 10 oktsadpst 2003r.). 3apeructpupoBaHa
MunucrepctBoM toctuiuu Poccuiickoit @enepanuu 11 HosOps 2003 1. Ne 5219. // [DneKTpOHHBIN
pecypc]. — M., 2019. — Pexxum goctyna:http://www.consultant.ru.

JIMTEPATYPA

I'moroBa C.A. TeHAeHIIMU pa3BUTUSI KaJIpOBOTO ICIONPOU3BOJCTBA B PaMKax
nporpammbl "[{udpoBast sxkoHomuka" [DnekTpoHHBI pecypc]| / [motoBa CBeTiiana AJeKCaHIPOBHA,
Cgetnana A. ['motoBa // YpaBieHnue JoOKyMeHTaMH B IIU(ppoBoil skoHOMUKE. - Mocksa : PITY, 2019.
- C. 98-103. - Pexxum moctymna : http://elib.lib.rsuh.ru/elib/000013245.

Kanposoe nenonpousBoactso: Haunnaem ¢ Hyns. Ayaut csoumu cunamu / U.B. XKypasnesa,
M.B. XKypasnesa. - 2-e u3a. - Mocksa : HUL[ MHOPA-M, 2014. - 184 c.: 60x88 1/16 + ( dom. Mar.
znanium.com). - (IIpocto, kpatko, 6s1cTpO). (0) ISBN 978-5-16-008986-7 - TekcT : 37AEKTPOHHBIH. -
URL: https://new.znanium.com/catalog/product/417566 (nara o6pamenus: 30.11.2019)

[TaBmoBckas, O. 1O. IlpaBoBoe oOecrmedeHue KaApoOBOTO JIEIONMPOM3BOJICTBA : Yy4ueOHOE
nocodbue g By3oB / O. FO. IlaBnoBckas. — Mocksa : U3natensctBo FOpaiit, 2019. — 213 c. —
(Breicree o6pazoBanue). — ISBN 978-5-534-11565-9. — Texkcr : anextponnsiii // ObC Opaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nata oopamenus: 30.11.2019).

MaTepl/IaJ'ILHO-TeXHI/I'-leCKOC oOecrnevyeHue 3aHIATHS:

WHcTpyKuys 10 3al0JHEHHUIO TPYIOBBIX KHUKEK

[IpaBuna BeeHUS ¥ XpaHEHUS TPYAOBBIX KHIKEK

bnanky TpyAOBBIX KHMKEK

[Ipumeps! 3aNI0JTHEHHBIX TPYIOBBIX (KHIKEK C OIINOKaMN)

Tema 9 (2 u.) CACTEMATHU3AIIAA JOKYMEHTOB KAJIPOBOM CJIYXKBBbI.

3AJIAHUS

1. Tlpoananu3mpyiTe HOMEHKIATYPY AeN KaapoBoi ciry k061 3A0 “Breimmen’.
CocTaBpTe MNPOEKT HOMEHKIATYpHI Jed oTaena kaapoB 3A0 “BeiMmen” Ha cleqyromun
KaJIeHAapHBIN TO/I.

3. Ipoananusupyiite TpeGOBaHHWE 3aKOHOAATENbHBIX M HOPMATHUBHBIX JIOKYMEHTOB K COCTaBYy
JIOKYMEHTOB JINYHOTO Jlefia.

4. Codopmupyiite nuuHoe aeno cotpyanuka 3A0 “BeiMmen” M coCTaBbTe BHYTPEHHIOI OIHUCH
JIOKYMEHTOB JINYHOTO Jlefia.

YKA3AHWS 10 BBITTOJIHEHMIO 3AJIAHUI


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
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1. C yderom TpeOOBaHMII HOPMATHUBHBIX JOKYMEHTOB MpOAHATU3UPYHTE HOMEHKIaTypy aen 3A0
“BpiMrien”, ompenensist ee BHJI, KIacCU(UKAMOHHYIO CXeMY, OCOOEHHOCTH (OpMYIHPOBAHUS
3arojloBKOB, MCTOYHHMKM U TIPaBUJIBHOCTh YCTAHOBJIGHHS CPOKOB XpaHeHHus. Ormnpenenure
NEPEXOIAIIHE JIea, BKIIOUEHHBIE B 3Ty HOMEHKIATYPY.

2. Ha ocnoBe Tpe6oBanuil OCHOBHBIX MpaBUi pabOThl apXUBOB OpraHU3alMii M TUIIOBOTO IMEPEeyHs
YIPaBIECHUYECKUX TOKYMEHTOB CO CPOKAMM XPaHEHHs COCTaBbTE MPOEKT HOMEHKIATYphI Aen 3A0
“BeiMmien” Ha claeAyomuid KaleHAapHbeld Tox. I[Ipoektr odopmuTe B COOTBETCTBHH C
YCTaHOBJIEHHBIM TIOPSAKOM.

3. Wzyuute Yka3 Ilpesunenta PO Yka3 [Ipesunenra Poccuiickoit ®enepannu ot 30 mast 2005 r. Ne

609 «O mnepcoHalbHBIX JaHHBIX TOCYJApCTBEHHOIO TIPaXkJaHCKOIro ciyskamero Poccuiickoit

@enepallii U BeIEHUU €ro JuyHoro pena» MW3yuuts p.8§ TumoBoro mnepeyHs yHpaBiIeHYECKHX

JIOKYMEHTOB M OIPEJICNIUTh COCTaB JOKYMEHTOB JINUHOTO JieJ1a pabOTHHKA.

4.Mcnionb3yst JOKYMEHTHI, pa3padOTaHHbIe Ha MPENbIAYIINX 3aHATHIX, CHOpPMUPYHTE JIMYHOE JIeJI0

pabOTHUKA C YYETOM YCTAHOBJICHHBIX HOPMATHUBHBIX TpeOoBaHUM. {151 cOPMUPOBAHHOTO JTUYHOTO

JieJia COCTaBbTE BHYTPEHHIOIO ONUCH IOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

p—

KaxoBo Ha3HaYeHHe HOMEHKJIATYPHbI /1€ B KaAPOBOH ciryxoe?

KakoBel TpeOoBaHMs K (DOPMYJIHPOBKE 3arojOBKOB  JOKYMEHTOB IO JMYHOMY COCTaBy B
HOMEHKJIaType Aen?

3. Ilepeuncnure cocTaB JOKyMEHTOB JIMYHOTO Jieia pabOTHUKA; TOCYAAPCTBEHHOTO CITY KaIIeTo.

4. Kak onpenensrorcst CpOKH XpaHEHUs KaJIPOBBIX JOKYMEHTOB?
5.
6.

»

Kakas cmy:x0a B opranuzanuu J0KHA pa3padoTaTh HOMEHKIIATYPY A€ KaAPOBOM CITyKObI?
Kakune ocoOeHHOCTH XapaKTepHBI JJIsI HOMEHKIIATYPBI JeJT KaApOBOH CITyKObI?

NCTOYHHUKHU

Vka3 Ilpe3unenra Poccuiickoir @enepannu ot 30 mas 2005 r. Ne 609 «O mepcoHaIBHBIX
JAHHBIX TOCYAAapCTBEHHOTO TpakJaHCKoro ciyskamero Poccuiickoit ®denepanuu U BeIEHUH €ro
JUYHOTO Jieay // [DnekTpoHHslil pecypc]. — M., 2019. — Pexxum noctyma:http:// www.consultant.ru.

[Tpuka3 Pocapxusa ot 23.12.2009 N 76 "OO yTBepkaeHUU MeTOIUYECKUX PEeKOMEHAalui
mo pa3paboTKe WHCTPYKIWH IO JEJIONPOM3BOJICTBY B (efepallbHBIX OpraHax HCIIOIHUTEIHHON
Bractu'"//[nexTponHsIii pecypc]. — M., 2019. — Pexxum noctyna:http:// www.consultant.ru.

[lepedeHb THITOBBIX YNPABICHUYECKUX ApPXMBHBIX JTOKYMEHTOB, 00pa3yrOIINXCs B MPOIECcce
JeSITeTbHOCTH TOCY/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIPABJICHUS M OpraHU3aluid, C
yKa3aHueM CpokoB xpaHeHus. M.,2010// [Dnektponnslii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

JIMTEPATYPA

beikoBa T.A. JlIoKyMEHTAaIlMOHHOE OOECIeYeHUEe yIpaBieHUs  (JIeTOMPOU3BOJICTBO)
[DnexTpoHHBI pecypc] : yuebHoe mocodue / T. A. beikosa, T. B. Ky3nenosa. - 2-e u3zf., nepepab. u
non. - MockBa : HWuppa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

MaTepl/IaJIBHO-TeXHI/I'-leCKOC oOecrnevyeHue 3aHIATHS:

MeTtoauyeckue pCKOMeHI[aL[I/Iﬁ 110 pa3pa60T1<e I/IHCprKI_[I/Iﬁ o ACIOIIPOU3BOACTBY B (beﬂepaﬂbHBIX
opraHax HCIIOJIHUTEILHOHN BIACTH.

Kommnekt nokymentoB 3A0 “Beimmen’.


http://znanium.com/go.php?id=942800
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HepequL TUIIOBBIX  YIPABJICHUCCKHUX APXUBHBIX JOKYMCHTOB, O6pa3}IIOU_II/IXCH B Iponecce
ACATCIIBHOCTU TOCYHApCTBCHHBLIX OpraHOB, OPraHOB MECTHOTO CaMOYIIPABJIICHHUA H OpFaHI/ISaHI/If/'I, C
YKa3aHHUuEM CPOKOB XpaHCHHA.

9.2 MeToan4yecKkne peKOMEHIANMH 10 MOAT0TOBKEe MUCbMEHHBIX padoT

B pa3znen BriroueHbl TpeOOBaHUS K MOATOTOBKE, COACPIKAHUIO, M O(OPMIICHHIO MTHCbMEHHBIX
paboT MpeayCMOTPEHHBIX Y4YeOHBIM ITUTAHOM WIIM paboueld mporpamMmoi (KypcoBasi pabora, dcce,
pedepar, noxnan u T.m.). [Ipu Hammuum kKadeapaabHbIX WK (PAKYJIBTETCKMX PEKOMEHIAIUH o
MOATOTOBKE TMHUCBMEHHBIX paboT pasmen Biiatouyaetcss B PIIJ] mo ycMmoTpeHuto mpemojaBarens -
COCTaBHTEJSL.

B nmanHBIN pa3men Mbl BKIIOYWIA PEKOMEHIANNHN K TIOATOTOBKE, COJEPKAHUIO0 M 0(hOpMIICHUIO
MUCbMEHHBIX Pa0OT, MPEAYCMOTPEHHBIX Y4YEeOHBIM IUIAHOM WM pabodell mporpamMmoil (KypcoBas
pabora, scce, pedepaT, AOKIaaA W T.I.). TakuMm o00pa3oM, PEKOMEHIAIMU OTPaKaroT OOIIue
TpeOOBaHMS K MUCHbMEHHOUN paboTe, TpeOOBaHUS K €€ COJIepKaHnI0, 00BEMY U CTPYKTYpeE.

[luceMennas pabota siBisieTcss (OpMOM OpraHM3allMd HAYYHOTO MaTepHala, OTpakarolen
JOTUKY HCCIeIOBaHMsA, OOECIeUMBAIONICH €IUHCTBO M B3aWMOCBS3aHHOCTH BCEX JJIEMEHTOB
conepxanusi. CTpyKTypa MarucTepckoil paboThl JODKHA COOTBETCTBOBATH KPUTEPHUSAM IIEIOCTHOCTH,
CHCTEMHOCTH, CBSI3HOCTH U COpPa3MEpHOCTH (COOTBETCTBHUS 00beMa (parMeHTa TEKCTa ero Hay4dHOM
€MKOCTH).

IIpu BbIOOpe Ha3BaHHMA pabOTHl ClEAyeT IOMHHUTh, YTO OHO JOJDKHO OBITh SICHBIM,
OoubmmorpauecK TOYHBIM, COJIEPYKATEIIBHO OMNPENCICHHBIM, TPOOJIEMHBIM, KOMITAKTHBIM |
JIUTEPaTyPHBIM.

OOs3aTeNnbHBIMA  CTPYKTYPHBIMH DJIEMEHTAMH TTUCHMEHHOW pa0OTHl SBIISIOTCS BBEICHHE,
OCHOBHAs 4aCTh, 3aKJII0YCHUE U OMOIHOrpadMuecKuil CUCOK/CIIUCOK HCTOYHUKOB U JINTEPATYPHI.

PaboTel MOTYT BBITIOJHSATHECS B pa3HBIX >kaHpax. U ciemyer m3HavaiabHO OMpPENENTUTh STOT
xaHp. OIHO €10, ecnu TOTOBUTCS Y4yeOHbIH TekcT. OH JOJKEH MNPOJEeMOHCTPHPOBATH HAIIy
KBaJTM(PHUKAIHIO, COOCTBEHHO MCCIIEIOBATEIBCKIE PE3YIIbTAThl TaM JKEIATEIbHBI, HO HE 00s3aTeIbHBI.
Jlpyroe - eciam pedb HJIET O CaMOCTOSTEIbHOIN HCClefoBaTeIbCKOW paboTe, KoTopas oOpalieHa K
npodeccrnonanaMm. Tperbe - ecni Mbl 33aJyMalid TaK Ha3bIBAEMBIH HAayYHO-TIOMYJISIPHBIN TEKCT,
KOTOPBIH apecoBaH He TOJBKO NMpodheccHoHaIbHON, HO U 0oJiee IIMPOKON ayAUTOPHUH.

OOyuarommiicsi JOMKEH  MPOJEMOHCTPHPOBATH B  KOHTPOJBHOW  paboTe  BIajieHUE
TEPMUHOJIOTMYECKUM  allaparoM  MEXAUCHUIUIMHAPHOCTH, 3HAHHE  METOJOB  COLMAJIbHBIX,
TYMaHHUTapHBIX, E€CTECTBCHHOHAYYHBIX JUCHUIUIMH, MPUMEHSIEMBIX B HWCTOpPHOTpaQHUECKOW U
UCTOYHHUKOBEIYECKON TpakTuke. [Ipy 3TOM aKTHBHO HCHOJB3YIOTCS MOJyYEHHBIE B XOJI€ OCBOCHHS
JVCIIUTUTMHBI 3HAHUST MEXIUCIUTUTHHAPHBIX TIOJIX0/IOB, UCIIOJIB3YEMBIX B UCTOPHOTpAQHH H3ydaeMoit
TEMBI ¥ POJICTBEHHOM €il mpobiiemaTuke.

Crtpykrypa paboThl JOJIKHA COOTBETCTBOBATh YTBEpkKAeHHOMY pykoBoauTeneMm BKP miany u,
KaK MpaBWIO, COCTOATh M3 CIEAYIOUIMX 4YacTed: TUTYJIBHOTO JIMCTA, OIJIABICHHS, BBEICHUS,
0o003HaUeHU M CcOKpalleHud (Impu HEeoOXOIMMOCTH), OCHOBHOM uacTu (T7aB u mnaparpados),
3aKIIIOYEHHUS], CIIMCKA HUCIOJIb30BAHHONW JIUTEPATYpPhl U MCTOYHUKOB, MPHIIOKEHHUH, BCIIOMOTATEIBHBIX
yKazaTenei (pu HEO0OXOMMOCTH), rpadguIecKoit 4acTH (WILTIOCTPAITMOHHBIH
MaTepuai/npesentanus). O0muit 06beM AUIIOMHON paboThl 6e3 mpunoxenuit —100 crpanu.
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[Ipunoxxenue 1. AHHOTaLUA
paboueii mporpaMmsbl AUCIUIUIAHBL

AHHOTAIIAA PABOYEH ITPOT'PAMMBI JIJUCIIUILIUHBI

Jucrumza «KazapoBoe AeIonpon3BOACTBO» peanusyercss Ha (akKyJIbTeTe apXMBOBEICHHS U
JOKyMEHTOBeJleHUsI Kadeapoil JOKyMEHTOBEIEHHs, ayJUOBHU3YaJIbHBIX W HAyYHO-TEXHHYECKHUX
apXUBOB.

Ileab AMCHUNIAMHDBI: U3yYEHUE OCHOBHBIX IPAaBUJI IOKYMEHTHPOBAHUS TPYJOBBIX OTHOLIEHUN

B P® 1 opranuszaiuu paboThl ¢ TOKyMEHTaMU TI0 JUYHOMY COCTaBY.

3anavu:

L O3HaKOMUTH CTYJIEHTOB C OCHOBHBIMU IIPaBOBBIMHM aKTaMH B cdepe  KaapoBOro
JIeTIOTIPON3BO/ICTBA;

L ChopmupoBaTh KOMIUIEKCHOE IPEACTaBIEHUE O COCTOSIHUM COBPEMEHHOH CHCTEMBbI
JOKYMEHTAIMH 10 JTUYHOMY COCTaBY;

L JlaTb XapakTepUCTHKY OO0s3aTeNbHBIM, YCIOBHO-00S3aTENbHBIM M PEKOMEH]yEMbIM
JOKyMEHTaM KaJIpOBOil CITykOBbI;

L Onucate 0COOEHHOCTH COCTaBJIEHUS M OQOPMIICHHSI JIOKAJIbHBIX HOPMATHUBHBIX aKTOB,
periIaMeHTHPYIONIUX ACATEIbHOCTU KaJAPOBBIX CIIYXO;

L BBISIBUTE OCHOBHBIE JOKYMEHTHPYEMbIE 33a4H KaJIpOBOH CITyKOBI;

J YCTaHOBUTH COCTaB JOKYMEHTOB II0 OCHOBHBIM JOKYMEHTUPYEMBIM KaJIpOBBIM
porexypam;

J [TomaroBo onucarh MOPSAAOK JOKYMEHTUPOBAHHS STHX MPOLIEAYD;

L CchopMupoBaTh HaBBIKM  COCTaBJIEHHS UM O(QOPMIICHHUS JOKYMEHTOB IO JINYHOMY
COCTaBY;

L OOy4UTh OCHOBHBIM TEXHOJOTMUECKUM IPUEMaM JAEI0NPOU3BOICTBEHHBIX ONEpaALIUi;

J O3HaKOMHUTH C HOPMaMU W TPAaBWIAMHU CHUCTEMAaTH3allMd W XPAHEHUS JIOKYMEHTOB IIO

JIMYHOMY COCTaBY.

I[]/ICIII/II[J'IHHa HampaBJI€cHa Ha Q)opan()BaHne CJIeAYyIHuX KOMHeTeHHHﬁI

e OIIK-2 - Criocoben HaXoOuTh OpraHMU3alMOHHO-YIIpaBIeHYeCKIe PELIeHNs TIPU PELIeHNH 3a1a4 B cdepe cBoeit
npodeccroHaTbHON NeATeTbHOCTH,

L4 OHK-3 - Cnocoben INPUMEHATH TCOPETUUECCKUE 3HAHUA JId PCIICHMS ITOCTABJICHHLIX 3ada4d B objactu
JOKYMCHTOBCICHUSA U apXWBOBEICHUS.

B pezynomame uzyuenus Oucyuniunvl cmyoeHm O0JHCeH 3HAMb.

® COBPEMEHHYIO 3aKOHOJATEJIbHYI0 U HOPMaTUBHO-IIPABOBYIO 0a3y, periaMeHTHPYIOLLYIO
paboTy ¢ KaJpoBOH JOKyMEHTAIUEH;

® OCHOBHbIE NTPOOJIEMBbI COBPEMEHHOTO KaJIpOBOI0O JAEIONPOU3BOICTBA;

¢ crietuuKy KaJpoBOi JOKYMEHTAlMH B FOCYJapCTBEHHON M HErOCyAapCTBEHHOM cdepax;

® cocTaB 00s3aTENbHBIX JOKYMEHTOB KaJIpOBOM CIIyKOBbI;

® [IOPSIIOK TOKYMEHTHPOBAHUS KaJPOBBIX MPOLEIYpP, CPOKU U3AaHUS JOKYMEHTOB;

* TpeGoBaHMS K O(OPMIICHHIO TOKYMEHTOB TI0 JITYHOMY COCTaBY;

® TEXHOJIOTHIO PA0OTHI C TOKYMEHTaMHU KaJpOBOM CITyKOBbI;

® TIOPSA0K BEJIEHUS JIMYHBIX J1e] paOOTHUKOB;

® [paBHJia CUCTEMATU3aLUN U XpPAaHEHUS JOKYMEHTOB I10 JUYHOMY COCTaBY.

B pezynomame uzyuenus Oucyuniunvl cmyoenm 00JHCeH YMemb:

® paboTaTh ¢ HOPMAaTUBHO-IIPAaBOBOM 6a30i B chepe KaapoBOro JAeI0NpPOU3BOICTBA;

® IPUMEHATh HOPMBI TPYJIOBOTO [IpaBa, Kacaroluecs KaJpoBoi JOKyMEHTALUN, Ha PAKTHKE;

® OpPraHU30BbIBaTh pabOTy KaJpoBOil CIykKOBI;

® COCTaBIISITH M OPOPMIISITH JIOKAJIbHBIE HOPMATHBHBIE aKThI KaJ[PpOBOH CITY>KOBI;

® [IPOBOJAUTH BECh KOMIUIEKC PadOT MO TOKYMEHTHPOBAHUIO OCHOBHBIX KaJPOBBIX MTPOLENYP;

® IPaBMIIBHO O(OPMIIATE i OPOPMIISITH OTEIBHBIE KaJpOBBIE JOKYMEHTHI;
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® OpraHu3oBaTh PabOTy C KQAPOBOM JOKYMEHTAIIUEH B OPraHU3alMAX U YIPEKICHUIX
Pa3IMYHBIX OPTaHU3AIMOHHO-TIPABOBBIX (PopM.

B pezynvmame uzyuenus oucyuniunvl cmyoenm 00JdiceH 001a0amsb HAGLIKAMU:

® aHanW3a MPaBbIX aKTOB, BBIABJICHHS HEOOXOIMMOW pErJaMEHTUPYIOIIeH uHGOpMauu O
JIOKYMEHTHUPOBAHUH TPYAOBBIX OTHOIICHUH;

® paboThl C TUMIOBBIMU M YHU(DUIIUPOBAHHBIMU (pOpMaMH JOKYMEHTOB;

® COCTaBJICHHUSA PA3IUYHBIX BHUJIOB JOKYMEHTOB, O(DOPMISIONIMX TPYIOBBIE OTHOIICHUS C
pabOTHHUKAMU;

® COCTaBJICHUSA JIOKATbHBIX HOPMATHBHBIX AaKTOB, pErIaMEHTHPYIOMMX paboTy KaapoBOU
CITyKOBI;

® MOJEIMPOBAHUSl YIPABICHUYECKUX CHUTYallM MO BOMpPOCAM JTOKYMEHTHUPOBAHUSI TPYIOBBIX
OTHOIIICHUH;

® paboTHI ¢ KaIPOBOM JTOKYMEHTAIINEH;

® CHCTEMaTH3AIMH KaJpPOBON JOKYMEHTAIIUU U OpraHU3alluu €€ XpaHCHHSI.

[To mucrumnHe IpeaycMOTpeHa MPOMEXKYTOUHAs aTTecTaus B popMe dIK3aMeHa.

OO0mmas TpyA0EMKOCTh TUCIMIUIMHBI COCTABIISIET 4 3.€., 144 akaeMUYecKuX Jaca.
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