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1. IMosicHuTEILHAA 3aAIMCKA

1.1. Heanb u 320294 AUCHUILIHHBI

Llenv  Oucyuniunor:
JICIIOTIPOU3BOICTBA.

IMOATOTOBUTL BbLIITYCKHHUKA,

33}13‘11/1 JUCHUIIJIUHBI :

BJIAACIOUICIO HABBIKAMH BCACHHA KaApOBOI'O

J ChopmupoBaTh y CTyACHTa KOMIIETEHIIUH, TIO3BOJISIONINE €My BBITIOJNHATH BECh
KOMILIEKC paboT 10 KaJpOBOMY JEJIONPOU3BO/ICTRY;

J CdhopmupoBaTh y HEro KOMIUIEKCHOE IPEJICTaBICHHE O CHUCTEME JOKYMEHTALMU IO
JIMYHOMY COCTaBY;

. Jlatb npeacraBieHne 00 ypoBHE perjiaMeHTalliy KaJpoBOTo JeJI0Npou3BoAcTBa B PO;

. HayuuTs cTyneHTa cocTaBiaTh U 0QOPMIISATH OpraHU3aI[MOHHbIE KaJIPOBBIE JOKYMEHTHI;
. Hayuuth cTyneHTa 1OKyMEHTHPOBAaTh OCHOBHBIE KaJPOBBIE MPOLEAYPHl B COOTBETCTBUU

C Tp€6OBaHI/I$IMI/I 3aKOHOAAaTCJILCTBA,

. Hayuuthb cTyseHTa opraHu30BBIBaTh PabOTy KaJIpOBOM CITy:KOBI, COCTABIATH JOKAJIHHBIE

HOPMATUBHBIC aKThI, PCTIIAMCHTUPYIOINHEC €€ ACATCIIbHOCTD.

L4 O6y‘lI/ITB OCHOBHBIM TCXHOJIOTHYCCKUM IIpUEMaM ACIOIIPOU3BOACTBCHHBIX onepaunﬁ,

OpraHu3anuu XpaHCHUS KaﬂPOBOﬁ JAOKYMCHTalllU.

1.2. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHUsI 110 JUCHHUIIJIMHE, COOTHECEHHBIX €
HHIMKATOPAMH J0CTHKEHUS KOMIIeTeHIN

Komnerenuus
(KoJl ¥ HAMMEHOBaHUE)

NHaukaTopbl KOMIETeHUHH
(Ko ¥ HAMMEHOBAHUE)

Pe3yabTaThl 00yyeHus

OIIK-2. Cnocoben
HaXOJIUTh
OpraHu3aIOHHO-
ynpaBieHYeCKHe
pELIEeHNs IIPU PELICHUN
3aja4 B cepe cBoeit
npodecCuOHATbHON
JeSITebHOCTH

OIIK-2.2. Opranu3oBbIBaeT
paboty noapaszaeneHuit B cepe
JOKYMEHTAIHOHHOTO
o0ecrieueHns yrnpaBieHus 1
apXMBHOTO JIeNa

3HaTh: OPSIIOK PaOOTHI CITY KO
JOKYMEHTALMOHHOTO 00eCTIeYeH s
yIPaBICHUS  APXUBOB

VYMeTh: periiaMeHTHPOBaTh paboTy CITyKO
JOKYMEHTAIMOHHOTO 00eCTIeYeHHsI
YIPaBJICHUS U apXUBOB

Brnanets: HaBbIKaMU OpraHU3aIiy paboThI
nojpasiesnieHuil B cepe
JOKYMEHTAIMOHHOTO 00eCTIeYeHHsI
YIpaBJICHUS U apXUBHOTO JIeJia B
COOTBETCTBUH C HOPMATHBHBIMH
TpeOOBaHUSIMU

YK-11. Cnocoben
dbopmupoBath
HETEPITUMOE OTHOIIICHHUE K
KOpPYIIIMOHHOMY
TIOBE/ICHHIO

VK-11.3. Biragets HaBBIKAMHA
paboThI C 3aKOHOIATEIBHBIMU U
JPYTUMUA HOPMATUBHBIMU
MPaBOBBIMHU aKTaMHU

3HaTh: 3aKOHOJATENbHBIE U JPYTUMU
HOPMAaTUBHBIMH MMPABOBBIMU aKTaMU B
chepe ciry)eOHOU NeITeTbHOCTH

YMeTh: paboTaTh C HOPMATUBHO-TIPABOBO
0a30i1 B chepe CiryKeOHOM IeaTeTbHOCTH
Bragets: HaBbIKaMU IPUMEHEHUS
AHTUKOPPYIIIUOHHBIX HOPM B
npodecCHOHAEHON IEATEIIbHOCTH U
IIOBCEIHEBHOM XU3HU




1.3. MecTo 1McuMnJIMHbI B CTPYKTYpe 00pa3oBaTe/IbHOM NPOrpaMMbl

Huctummuaa «KagpoBoe e1omnpou3BOICTBO» OTHOCHUTCS K OOSI3aTEIBHOM 4YacTH OJIOKa AMCIUILINH
y4eOHOTO TJIaHa.

JlJiss OCBOCHHUS TUCHUIUIMHBI HEOOXOAMMBI 3HAHUSI, YMEHUS W BJIAJICHUs, CHOPMUPOBAHHBIC B XOJIC
W3YYEHUS CIEAYIONINX JUCIMILIMH U MPOXOXKICHUS MPAKTUK: «JlOKyMEHTOBEICHHE», « IKOHOMHUKAY,
«Opranu3anus 1 TEXHOJIOTHUS JTJOKYMEHTAIIHOHHOTO 00ECTICUCHHS YITPABICHUS.

B pesynbpTarte ocBOSHUS TUCHUILTHHBI ((OPMUPYIOTCS 3HAHUS, YMEHUS U BIAJICHUS, HEOOXOUMBIC IS
W3YYCHHSI CIICAYIOINUX JUCIUIUIMH U TMPOXOXICHUS TPAKTUK: «APXUBBI JTOKYMEHTOB 10 JTUYHOMY
coctaBy», «CraHmapTu3alus apXHBHOTO Jiena», ydcOHas (O3HAKOMHUTENIbHAs) MPAKTHKA,
MIPOM3BOJICTBEHHAS MPAKTHUKA (HAyYHO-HCCIIEIOBATENbCKas padoTa), MPeAIUIIIIOMHAS TPAKTHKA.

2. CTpyKTYpa THCHUIIHHBI
Obmas Tpya0EMKOCTh IUCHHUIUIMHBI COCTaBiseT 4 3.e., 144 akageMruecKkux Jaca.

CTpyKTypa JUCHUILIMHBI /151 04HOH (pOpMBI 00yUeHUs

O0beM IUCHUIUIMHBI B (OpMe KOHTAKTHOW pabOThl OOYYAMOIIUXCS C MeJarorm4ecKuMu
paboTHUKaMu ¥ (WJIK) JUIAMH, TPUBIEKAEMBIMH K pealu3alud o0pa30BaTeIbHOW MpOrpaMMbl Ha
MHBIX YCIIOBUSIX, IPU MTPOBEICHUH YICOHBIX 3aHSATHH:

Cemectp | Tum yaeOHBIX 3aHATHI KonnuectBo
4acoB
5 Jlekuun 32
5 CeMuHapbl/1abopaTopHble paboThI 48
Bceero: 80

O06beM AUCHUILTUHBL B (pOpMe caMOCTOSTENbHON pabOThl 00YYAIOIIMXCs COCTaBIsAET 64
aKaJeMHUYECKHUX YacOB.

CTpyKTypa JUCHUILIMHBI AJ51 3204HOI (popMBbI 00yUeHUs1

O6bemM aucHUIUIMHBL B (OpME KOHTAaKTHOW paboThl 0OydYaromuxcsi ¢ TeAarormiecKuMu
paboTHUKaMu ¥ (WJIK) JUIAMH, TPUBIEKAEMBIMH K pealu3alud o0pa30BaTeIbHOW MpOTpaMMbl Ha
WHBIX YCJIOBUSX, IPU MTPOBEICHUH YUCOHBIX 3aHITHIM:

Cemectp | Tun yueOHBIX 3aHITHI KomnuectBo
4acoB
5 Jlexun 12
5 Cemunapbl/mabopaTopHblie pabOThI 20
Bcero: 32

O0beM AUCHUILTUHBL B (popMe caMOCTOSATENbHON paboThl o0yUaronmxcs cocrapiser 112
aKaJeMUYeCKHH Jaca.

3. Conep:xaHue TUCHUTIIMHBI

Ne [ HaumeHoBaHme pa3jaesia Conep:xkanue
JUCIHIIIINHBI
1 Bsenenue [Ipenmer, 3aJ1a4H, coaepKaHue Kypca.

XapaKkTepUCTUKa COBPEMEHHON CHUCTEMBI KaJpOBOU
JOKyMeHTanuu.  B3anMocBs3b IIPOLIECCOB




YIIPABIICHUS NIEPCOHAIIOM € COCTaBOM M MOPSAKOM
dbopMupoBaHus CUCTEMBl JIOKYMEHTAalUHU 10
JUYHOMY COCTaBy. MecTo Kypca cpeam IpyrHux
Hay4YHbIX  JUCHUIUIMH:  «JlOKyMEHTOBeIEeHHEY,
«Opranuzaiusi ¥ TEXHOJOTUSL JOKYMEHTAIMOHHOTO
obecrieueHus yIpaBJICHUS», «YrpaBiieHHe
nepcoHanom», «Tpynosoe npaBo» u np. IcTouHuKH
M3y4YeHUs Kypca. 3aKOHOAATEJIbHbIE 1 HOPMATUBHO-
MPaBOBbIE aKTBhl, HOPMAaTUBHO-METOAUYECKHUE
TOKyMeHTbI. OTedecTBeHHAas UCTOpUOrpadus.

PernamenTanus
JOKYMEHTHPOBaHUS KaJpOBOM
NESITEIbHOCTU U PabOTHI C
KaJpOBBIMH JIOKYMEHTaMHU.

3aKOHOI[aT€JIBHBIe N HOPMATUBHO-IIPABOBBLIC AKThI.

TpynoBoit koxekc Poccuiickon ®enepanum Kak
OCHOBOH ITpaBOBOM AaKT, ONPENEIAIOUINN COCTaB U
NOpA0OK  oopmileHuS  JIOKYMEHTOB 1o
YCTAaHOBJICHUIO TPYAOBBIX OTHOILICHUN U TPYNOBOMU
JeSITEIbHOCTH PAabOTHHKA. 3aKOHOJATENbHBIE AKThI
Poccun 0 HOKyMEHTHMPOBaHUM OTHEIBHBIX CTOPOH
TPYZIOBOM JEATEIBHOCTH  Pa3iIW4HbIX KaTEropuu
paOOTHUKOB. 3aKOHOJATEIbHBIE aKThl CYyOBEKTOB
Poccuiickoit  ®enepaumu, VYkasel IIpe3unenra,
ITocraHOBIEHMST M PACHOPSIKEHUS NPABUTENBCTBA
Poccuiickoit deneparum.
HopMaTuBHO-METOIMYECKHAE JTOKYMEHTHI .

KBanudukaoHHbIi CIPaBOYHUK u
npodeCCHOHANBHBIE CTAaHAAPTHI, KAaK OCHOBHBIC
HOpPMATHUBHBIE JOKYMEHTBI, pErjlaMeHTUPYIOIIHe
TpeOOBaHUS K KBATU()UKAIIUH, 3HAHUSIM U YMEHHAM
pabotHukoB. OOmepoccuiickue Kiaccu(pUKaTOphl
TEXHUKO-OKOHOMUYECKOMH " COIMATILHOM
uHpOpMalNK, YCTAaHABIMBAIOIIUE COCTAB U TOPSII0K
3aITOJTHEHHS KaJJPOBBIX TOKYMEHTOB.

TumoBele  MEpeYHH U CPOKM  XpaHEHUs
JOKYMEHTAIIU! o JTMYHOMY COCTaBYy.
PerynupoBanue opranu3anuyd apXUBHOTO XpaHEHUS
JOKYMEHTAallMd  TI0  JMYHOMY  COCTaBy B
HOPMAaTHBHO-METOJIMUECKUX JOKyMeHTax PO.
Paspabotku I'ockomcrara P® mno yHudukaumuu
(dbopM nepBUYHON YUETHOHN TOKYMEHTAlINH.

Opranusaius paboThl KaAPOBOMA
CITYKOBI

CTpyKTYpBl KaJIpOBBIX CIy>k0. UWCIEHHBIH W JOJKHOCTHOM
cocraB ciry>kObl. HopMaTHBEI BpeMeHH Ha pabOTHI MO y4YETy
KaJpoB.

3anaun U QyHKIHH KaapoBoil ciryxkObl. [Tonoxxenue
00 oTaene kampoB (ympaBJiCHHUH, JEMapTaMEHTE M
Ip.), KaK OCHOBHOM HOPMATHUBHBIN [IOKyMEHT IIO
OIIPEACIICHUIO CTPYKTYpPBl, YHCIECHHOCTH, BHJIOB
pabot sToro moapazaenenus. [lopsaok pa3paboTkw,
coctaB  WHpOpMAllMU H  CTPYKTypa  TEKCTa
MOJIOKEHUs. 3aKpeIJICHUE MpaB, OTBETCTBEHHOCTH,




B3aMIMOCBSI3€H OT/eNa KaJpoB.

JIOMKHOCTHBIE ~ MHCTPYKLIMH, Kak  OCHOBHOM
MPaBOBOM  aKT,  OMNPEACHSAIOMUNA  TPaBOBOE
MOJIO)KEHHE pPa0OTHUKOB KaJpOBOM CIyXkObl H
OpraHu3aIuio ux Tpyaa. HazHaueHue H0KHOCTHBIX
WHCTPYKIUH.

WHCTpyKIUS 110 KaApOBOMY JEIOMPOU3BOICTBY, KaK
OCHOBHOI UHCTPYMEHT MOBBILICHUS
3¢ (hekTHBHOCTH PabOTHI KaJIPOBBIX MOpPa3ICICHHIA
B cepe KaIpoBOro JeI0NPOU3BOICTBA.
Pernamenrtamust  pa®oTbl ¢ HEpCOHAIOM B
JIOKQJIbHBIX HOPMAaTUBHBIX aKTax u
OpraHU3aIMOHHBIX JIOKYMEHTax (ycraB
OpraHu3aly, TMpaBuia BHYTPEHHETO TPYJIOBOTO
pacmopsijika, MOJ0XKEHHE O MEPCOHATBHBIX TaHHBIX,
KOJUIEKTUBHBIN JTOTOBOP U JIp.).

CocraB KaJpoBOH JOKYMEHTALIMH.
JIoKyMEHTHPOBAHHUE TPYAOBBIX
OTHOIIIECHHUH.

XapakTepucTuka CUCTEMBI KaJIpOBOM
JOKYMEHTallud, €€ COOTBETCTBUE  OCHOBHBIM
3ajjayaM 110 10100pYy, yUeTy U pacCTaHOBKE KaJlpOB.
OOs3aTenbHas W yCIOBHO-00s3aTeIbHAS KaJpoBast
JIOKyMEHTaLUs.

OpraHuzalluOHHbIE  JOKYMEHThl ~ —  IITaTHOE
pacnycaHue, CTPyKTypa M IITaTHAas 4YHUCICHHOCTD,
rpauK OTIyCKOB.

PacniopsiauTenbHble  JOKYMEHTBI  —  IIPHUKa3bl
(pacriopspkeHus1) 1O JMYHOMY cocTaBy. OOmiue
TpeGoBaHuUs K 0POPMIIEHUIO U CPOKAM MOJITOTOBKH.
NHupopMallnOHHO-CIIPaBOYHbIE ~ JOKYMEHTHI ~ —
3a8BJICHUS, NPEICTABICHUS, YBEIOMIICHHUS, aKTHI,
JIOKJIaJIHbIE U OOBSCHUTENbHBIE 3aHCKH.

VYdeTHble (OPMBI U UX Ha3HAUCHHE.

IIpuem  paGotHukoB  Ha  pabory. CocraB
NIEPCOHAJIBHBIX JOKYMEHTOB paboTHUKa,
MIPE/ICTaBISIEMbIX paboToznarento IS
YCTaHOBJICHUSI TPYJIOBBIX OTHOILICHUN. TpynoBou
JIOTOBOp -  3aKOHOJATENbHOE  3aKpeIUICHHUE
TpeOoBaHUN K CTPYKTyp€ TEKCTa, MOPSAKY
coctapneHuss u  opopmuenus. IloaroroBka wu
odopmiieHre TPUKa30B (paclopsKeHUH) O MpHeMe
Ha paboTy. AHKETbI, aBTOOMOTrpaduu, pe3rome u JIp.
JIOKYMEHTBI, 3aII0JIHSEMbIE IIPH TIpUeMe Ha padoTy.
Brecenue cBefieHUi B TPYIOBYIO KHMXKKY U JINYHYIO
KapTO4Ky pabOTHHKA.

JlokymeHTHpOBaHuE JIBHJKEHHMS KaapoB. Bumsl
nepeBogoB. CocraB M NOPSAOK  M3AAHUA
JIOKYMEHTOB, 0(hOpMIISIOIIUX MPOLENYPY MepeBo/ia.
Coneprxanue, MOPSAOK MOJITOTOBKH M O0(OPMIICHUS

MIPUKA30B (pacriopsiKeHHiN) 0 TepeBoJIe
COTPYAHHKOB. I[OKYMCHTBI-OCHOBaHI/ISI K IMpUKazaM
0 TIepeBoIe.

Bubl OTIYCKOB. ITopsanok oopMIIeHUS




€KEroJTHOr0 OYEPEIHOr0 OIUIAYMBAEMOTO OTIIyCKa.
I'paduk OTHYyCKOB, cOCTaB, CoOJlep’KaHUE, MOPSAOK
IIOAITOTOBKH u oopmnenus IIPUKA30B
(pacnopsixeHuit) o MIPEAOCTABICHUHN OTITyCKa.
[Topsmok  mepeHoca  ormycka.  JIOKyMeHTBI-
OCHOBaHUS K MPHKa3aM 00 OTITyCKax.

[Topsimox odopmieHHsT KOMaHAWPOBOK — COCTaB
JOKYMEHTOB,  O(QOPMIISIIOIIMX  KOMaHJIUPOBaHUE
pabOTHHKA, COAEpXKAaHWE U TOPSAOK MOJITOTOBKH
MIPUKa3a 0 KOMaHJAUPOBKE.

Bunst  nmoompennit.  Conepkanue,  MOPSIOK
MIOATOTOBKH u odopmiieHus MIPUKA30B
(pacniopskeHMI) O  TOOLIPEHMH  pabOTHUKA.
JIOKyMEHTBI-OCHOBaHUs K MPUKa3aM O OOLIPEHUH.
Buapl nucummivHapHbeix B3bickaHuil. ConaepxaHue,
MOPSAIOK TOATOTOBKU H OGOPMIICHHS TPUKA30B
(pactiopspkeHuit) O  B3bICKaHUHU.  JIOKYMEHTBHI-
OCHOBaHUS K  IpHKazaM O  HaJIOXKEHHUU
JTUCIUIUIMHAPHOTO B3bICKAHUS. AKTBI 00 OTKa3bl
J1aBaTh OOBSICHEHUS U 3HAKOMUTBHCS C TIPUKA30M.
[Topsimox mpoBeneHUsT arTecTalud pabOTHUKOB B
opranuzaiui. CocTaB JOKYMEHTOB, 0(OPMIISIOLINX
npouenypy. Conepkanue, NOpsAIOK HNOATOTOBKU M
opopmieHns TpuKazoB  (pacmopspkeHui) 00
aTTeCTaluu.

[Topsimox yBonbHEHUs1 paOOTHUKOB. OcCHOBaHUS
yBOIIbHEHUs1 paboTHHUKOB. CoOCTaB JOKYMEHTOB,
odopmisromux nponenaypy. Coaepkanue, Mopsigok
MOATOTOBKU u odopmieHus MIPUKAa30B
(pactiopspkeHuit) o0 yBoJIbHEHHH. J{OKYMEHTHI-
OCHOBaHHUs K MPHKa3aM 00 YBOJIbHEHUH.

YdeT IMYHOro COCTaRa.

Bunpel yudeTHpIX JOOKYMEHTOB. JIMuHas KapToudka
pabotHuka (dopma T-2): coctaB wuHpOpMAIUH,
MOPSAJOK 3arOJHEHMS U BEJCHUS.

HopMmaTtuBHas u npaBoBas periaaMeHTanus Mopsiaka
BeleHUsT JUYHbIX Jen. OdopMmieHne U BeAeHHE
JUYHBIX  gen  pabotHukoB.  CocraB u
MOCJIEI0BATENBHOCTh PACIIOIOKEHHS IOKYMEHTOB B
JUYHOM JIENIE.

TpynoBas KHUXKa pabOTHHKAa Kak  OCHOBHOM
JOKYMEHT O TPYJOBOH JEATENBHOCTH U TPYIOBOM
CTaxke pabotHuka. OdopmiieHne U BeACHHE
TPYJOBBIX KHMKEK M BKIajbled Kk HUM. [lopsaok
BbIIauu JIyOJIuKaTra TPyNOBOM KHIKKH. YUeT U
XpaHEHUE TPYNOBBIX KHWKEK B OpraHU3aluu.
OTBeTCTBEHHOCTh paboTojaTens 3a XpaHEHUE U
3aII0JIHEHUE TPYAOBBIX KHHUKEK.

Opranuzanus paboTsl ¢ KaJpOBbIMU
JOKyMEHTaMU

PCI‘I/ICTpaHI/IH AOKYMCHTOB IIO JIMYHOMY COCTAaBY.
[lpaBuna  permcTpanii W HHICKCHPOBAHUS
KaJpOBBIX JTOKYMEHTOB. Peructpanuonusie (Hopmbl
(TpaguuoHHBIE W aBTOMaTW3upoBaHHBIE). CocTaB
PEKBU3HUTOB (TOJIEH) IS PETUCTPAIUU Pa3InIHBIX




BUJIOB JJOKYMEHTOB U MOPSIOK UX 3aMOJIHEHUS.
Cucrematuzanusi M ONEpPaTUBHOE  XpaHEHUE
JIOKYMEHTOB IO JIMYHOMY cocTaBy. OCOOCHHOCTH
dbopMupoBaHUS B Jelila JOKYMEHTOB IO JHYHOMY
COCTaBy. [IpaBuna CHUCTEMaTU3aluU
paclopsiANTENbHBIX JIOKYMEHTOB, YYETHBIX (opMm,
TPYIOBBIX KHIDKEK. CHUCTeMaTH3alMs U XpaHEHUeE
JIOKyMEHTOB-OCHOBAaHUH K MpUKa3aM.
Homenkmarypa aen kaapoBoit cmyxObl. [lopsmok
MOATOTOBKMU,  COCTaBiIeHUS U OhOpMIICHHUS.
[TpumepHass HOMEHKJIATYpa J1e] KaapoBOM CITyKOBI.
[Tepexonsuiue nena.

Cpoku  XpaHEHHMs  KaJpOBbIX  JOKYMEHTOB.
[ToaroroBka JOKYMEHTOB K C/a4ye B apXUB.
DKCIepTU3a IEHHOCTH JIOKYMEHTOB  KaJpOBOM
CIykObl, €e HOpPMAaTHBHO-METOJIMYECKasi OCHOBA,
OpraHu3aIys U MOPSI0K MPOBEICHUS.

CocraB JIOKYMEHTOB KaJIpOBO CITY OB,
NOAJNIeKAUX Tepefaye B apXuB. [IpaBuna
MOATOTOBKU JIOKYMEHTOB MO JIMYHOMY COCTaBy K
nepenaue B apxuB opranuzanuu. CocTaBieHue U
odopMIIeHHE ONHUCH JOKYMEHTOB IO JIMYHOMY
coctaBy. llopsok YHUYTOXKEHHS JOKYMEHTOB C
HCTEKIINMH CPOKAMH XpaHEHUSI.

4. O0pa3oBaTe/IbHbI€ TEXHOJIOTHH

[Ipu peanuzanuu TpOrpaMMbl JUCHHUIUIMHBI HCHOJB3YIOTCA pa3IUYHbIE 00pa3oBaTelbHbIC
TEXHOJIOTUM — BO BpEMS ayJAUTOPHBIX 3aHSATUHN 3aHATHS TPOBOIATCS B (OpME JIEKIUNA ¢
ucnons3zoBanueM I[IK M KOMIOBIOTEpPHOTO MPOEKTOpa, BO BPEMS CEMUHAPCKUX 3aHIATHH ¢
3acIylIMBaHUEM U OOCYXKIEHHEM JIOKJIal0B MarucrpaHToB. CamocTodTenpHas paboTa MarucTpaHTOB
Mmojipa3yMeBaeT paboTy O]l PYKOBOJCTBOM IMpenoaBaTes (KOHCYJIbTAllMU U TOMOIIh B HATUCAHHUH
pedepaToB U IOKIJIAIOB) M MHAUBUIYAIbHYIO padOTy MaruCTPaHTOB B OMOIHOTEKaX U apXUBax.

B nmepuon BpeMEHHOro MPHOCTAHOBIEHUS TOCEHICHHS] OOYYarONIMMHCS TOMEIICHUH U
tepputopuu PITY mist opranusamnum yaeOHOTO mporecca ¢ MpUMEHEHUEM JIEKTPOHHOTO 00yUYeHUS U
JTUCTAHIIMOHHBIX ~ O0pa30BaTEIbHBIX TEXHOJIOTUH MOTYT OBITh HCIOJB30BAaHBI  CIEAYIOIIHE
o0pa3oBaTeNbHbIE TEXHOJIOTHH:

— BUJICO-JICKLIUH;

— OHJIAaWH-JIEKIIUU B PEKUME PEATHbHOTO BPEMEHU;

— DIIEKTPOHHBIE YUEOHUKH, YdeOHbIe MTOcOoOus, HAyYHbIC U3/IaHUS B DJIEKTPOHHOM BHUJIE U JJOCTYTI
K MHBIM 2JICKTPOHHBIM 00pa30BaTEeIbHBIM PECYpCaM;

— CHACTEMBI IS DJIEKTPOHHOTO TECTUPOBAHUS,

— KOHCYJIbTAllU! C UCMOJIb30BAHUEM TE€JIEKOMMYHHUKAIIMOHHBIX CPEICTB.

5. OneHka NJaHUPYeMbIX Pe3yJIbTATOB 00y4eHus!

5.1 Cucrema oneHUBaHUSA
Tekymuid KOHTPOJb OCYIIECTBISICTCS B BHJIC OICHOK KOHTPOJBHOW paOOTHI M BBIMOJTHCHHUS
3aJaHUi Ha MPAaKTUYecKHX 3aHATHAX. KoHTponbHas paboTa MpOBOAMTCS HA MEPBOM MPAKTHUECKOM
3aHSTHH, BBISBJISCT TOTOBHOCTh CTYJICHTOB K IPAaKTHUECKOH pabore m orneHuBaercs a0 20 6auios.
MaxkcuMarbHasi OlleHKa BBITIOTHEHUS KaXKIOTO MPAaKTUYECKOTro 3aHsaTus — 10 6amios.
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[TpomexxyTOUHBI KOHTPOJIb 3HAHWU MPOBOAMUTCS B (hOpME UTOTOBOM KOHTPOJIBHOW PabOTHI,
BKJTIOYAIOIIEH TEOPETHYECKUE BOIPOCHI U MPAKTHUECKOE 3aJaHue, U oueHuBaercs 10 40 6amwios. B

pe3ysbTare TEeKYIIEro U MPOMeKyTOYHOTO KOHTPOJIS 3HAHUHM CTYACHTHI MOTYYaroT 3a4€T M0 KYypCy».

dopma KOHTPOIIS Makc. Konu4yecTBo 0aJioB
3a ogny padoty| Bcero

Tekyumuii KOHTPOJIb:
- OTIpoC 5 GamioB 20 6amioB
-pedepar 20 6amtoB 20 G6amioB
- KOHTpOJIbHAs padoTa 20 6annoB 20 GayoB
[TpoMexyTouHast aTTecTanus (IK3aMeH) 40 6annoB
Htoro 3a cemecTp (AUCLMILIUHY) 100 GannoB

[Tosry4eHHBIN COBOKYITHBIN pe3yIbTaT KOHBEPTUPYETCS B TPAAUIIMOHHYIO IITKATY OI[CHOK U B IIKAITY
oueHok EBporeiickoii cucteMsl iepeHoca u HakorieHus kpeautos (European Credit Transfer System;
naiee — ECTS) B COOTBETCTBUM ¢ TaOJIUIICH:

100-6amtpHast mkana | TpaguuuoHHAS MIKajia kama ECTS
95100 A

83 04 OTJINYHO B

68 — 82 XOpOIIIO 3a4TEHO C

56 — 67 D

50 55 yIIOBIETBOPUTEIHHO E

20-49 FX

0_19 HEY/IOBJIETBOPUTEIHHO HE 3a4TEHO F

52KpI/ITepI/II/I BBICTABJICHUA OLICHKHU 110 JUCIHUITIINHC

Banasl/ Ounenka mo Kpurepun oneHkn pe3yibTaToB 00y4eHus 10
Ikana AUCHUILINHE AUCHMIIHHE

ECTS

100-83/ BricTtaBnsiercst o0ydaromeMycsi, €Clii OH TITyOOKO H
AB «3aYTEHO» MIPOYHO YCBOMJI TEOPETUUYECKHM U MPAaKTUUECKUN

MaTepuai, MOXXeT TPOJEMOHCTPUPOBATh 3TO Ha 3aHITUSIX
U B XOJI€ IPOMEKYTOYHON aTTECTALIUN.

OO0yuaromuiicst HICUEPIBIBAIOIIE U JJOTHIECKUA CTPOMHO
u3JaraeT yueOHbI MaTepuall, yMeeT yBsI3bIBaTh TEOPHUIO C
MIPaKTUKOM, CIIpaBiIsieTcs ¢ peleHHeM 3a/1a4y
npo¢eccCHOHaTBLHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0KHOCTH, IPAaBUJILHO OOOCHOBBIBAET MPUHSTHIE
pelIeHus.

CB000OIHO OpHEHTUPYETCS B yUEOHOH 1
npo¢eccHOHATIBLHOM JITepaType.

OI_IeHKa 110 JUCIHUIIJIMHE BBICTABIIAKOTCA 06yqa101ueMyc;1 C
YYETOM pE3yIbTaTOB TEKYIIEH U MPOMEKYTOUHOMN
arTeCcTaliuu.

Komnereniuu, 3akpeni€HHble 3a AMCUUTUIMHOMN,
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Banael/
HIxkaJnaa
ECTS

OneHka mo
JUCHUILIMHE

KpuTtepun oneHkn pe3yibTaToB 00y4eHus 1O
AUCHMILIAHE

c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKUII».

82-68/

«3a4YTCHO»

BericraBnsercs oOyuaromiemMycs, €Ciid OH 3HaeT
TEOPETUYECKUH U MPAKTUYECKUN MaTepua, IpaMOTHO U
II0 CYIIECTBY M3J1araeT ero Ha 3aHATHAX U B XOJIE
IIPOMEKYTOYHON aTTeCTalliy, He AOIyCKast
CYILLECTBEHHBIX HETOUHOCTEM.

OOyuaromuiics IpaBUIBHO NMPUMEHSET TEOPETHICCKUE
IIOJIO’KEHHUS IIPY PELICHUN IPAKTUYECKUX 3a7a4
npo¢eCCHOHATTFHON HANPABICHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAUMBIMHU I 3TOTO
HaBBIKAMU U IIPUEMAMHU.

JIOCTaTOUHO XOPOIIO OPUEHTHPYETCS B yUEOHOU U
npoeCCHOHATILHOM JINTepaType.

OneHka 1o JUCHUIUIMHE BBICTABIIAIOTCS 00yYaromeMycs C
y4E€TOM PE3yNIbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTECTaLlUU.

Komniereniuu, 3aKkpeniénnble 3a JTUCUUILITMHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIINHY.

67-50/
D,E

«3a4YTCHO»

BricTaBnsiercsa oOy4aromemMycsi, €CiIi OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUIN U IIPAKTUYECKUN MaTepual,
JIOTTYCKaeT OTJEJIbHbIE OMIMOKH MPH €T0 U3JI0)KEHUH Ha
3aHATUAX U B XOJE IMPOMEXYTOYHOU aTTECTALUH.
OO0yuaromuiicst UCIIBITHIBAET OINPEIEIEHHBIE 3aTPYJHEHUS
B IPUMEHEHHUH TEOPETUYECKUX ITOJI0KEHUN IIPU PELLIEHUU
MPaKTUYECKUX 3a71a4 Npo(dhecCuOHATbHOM
HaIPaBJIEHHOCTH CTaHAAPTHOTO YPOBHS CJII0XKHOCTH,
BJIa/IeeT HEOOXOJUMBIMHU I TOT0 0A30BBIMH HAaBBIKaMU
U IpUEMaMU.

JleMOoHCTpUpYyEeT JOCTaTOUHBIN ypOBEHb 3HAHUS yUeOHOU
JIUTEPATYPHI 110 TUCLHUIIINHE.

OneHka o JUCLUIUIMHE BBICTABIISIOTCS 00Y4arOIEMYCS C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTECTALlNN.

Komnerenmuu, 3akpeniaéHsble 3a JUCHMUILUINHOMN,
c(hOpMHUPOBAHbI HA YPOBHE — «IOCTATOYHBINY.

49-0/
F,FX

HE 3a4TCHO

BrictaBisiercs: o0yyaromemMycs, €Ciii OH He 3HaeT Ha
0a30BOM ypOBHE TEOPETUUECKHUI M MPAKTUICCKUN
MaTepHal, JoMycKaeT rpyOble OIIMOKH pU ero
M3JI0KEHNUHU Ha 3aHATHUSIX U B XOJIE IPOMEKYTOTHON
aTTeCTallHH.

OOyyaromuiicst UCTIBITHIBAET CEPhEIHBIE 3aTPYAHECHUS B
MPUMEHEHUH TEOPETUUYECKUX MOJIOKEHUH MTPU peLeHUN
MPaKTUYECKHUX 3a]a4 MpodeccrnoHalIbHON
HaNpaBJICHHOCTU CTaHAAPTHOTO YPOBHS CIOKHOCTH, HE
BJIa/IeeT HEOOXOJUMBIMU JI TOTO HaBBIKAMU U
IPUEMAMH.

JlemoHCTpHUpYyET parMeHTapHbIC 3HAHUS YU4eOHOU
JUTEPATYPHI N0 JUCHHUIUIMHE.
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Banasl/ Onenka mo KpuTtepun oneHkn pe3yibTaToB 00y4eHus 1O
kana AUCUHMILINHE AUCHMILIAHE
ECTS

OneHka 1o JUCLUIUIMHE BBICTABIIAIOTCS 00yYaromeMycs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IIPOMEKYTOYHOU
aTTECTALlUN.

Komnerenumn Ha ypoBHE «JIOCTATOYHBIN), 3aKPEIUIEHHBIC
33 AMCLUUIUIMHON, HE COPMHUPOBAHBI.

5.3. OneHouHble cpeacTBa (MaTEepHUAJbl) VISl TEKYIIEr0 KOHTPOJISI YCIeBAeMOCTH,
NMPOMEKYTOUYHOM aTTeCTANNH 00y4YAIOIINXCS M0 AUCHUIIIHHE

Bapuanmuvr konmponwvnoii padomur No 1

Bapuant 1

1.B kakux ciiydasx KaapoBas ciiy>)k0a MMEET MpaBO BBIAATHh AyOIHKAT TPyAOBOH KHMkKK? Kak 3T0T
JTOKYMEHT odopmuiisercs?

2.Ilepeuncaute BUABI JOKYMEHTOB, MPUMEHsSEMbIE TpH  IepeBoAe Ha Jpyryio padory. Kak
odopmIIseTcs KaKIbli U3 HUX?

3. HazoBuTe 1OKYMEHTBI, IPEIOCTaBIsIEMbIE pA0OTHUKOM IPU MOCTYILJICHUU Ha paldoTy.

4.KakuM JOKaJIbHBIM HOPMATHUBHBIM aKTOM periiaMeHTHpYyeTcs padoTa KaJpOBBIX CIEHUATHCTOB C
MEePCOHAIbHBIMU JaHHBIMU? J[aliTe eMy XapaKTEepUCTHKY.

Bapuanr 2

1.XapakTepucTUKa Ha3HAuYCHHs TPYIOBOM KHIKKU. B Kakoi cpok JoJKHA OBITh 3aBeieHa TPY0Bast
KHMJKKA [IPH MOCTYIIJICHUH Ha paboTy BIepBble?

2.Ilepeuncaute BUIBl JOKYMEHTOB, IPUMEHsIEMble TIpU yBOJIbHEeHUHU. Kak odopmiisercs KaxIplid u3
HUX?

3.Kakoii n10oKaJIbHBIII HOPMATHUBHBIN aKT ONpPENEISAET OPraHU3aluo0 TpyJa COTPYAHUKOB B KOMITAHUU.
JlaiiTe eMy XapakTEpUCTHUKY.

4.HazoBute nHpopmainio, 0053aTeNIbHYIO /Ul BKIOYEHHUS B TPYIOBOM 10TOBOD.

Bapuanmuvr konmponwvnou pabomor Ne 2

Bapuanr 1

1. [lepeuncnure cocTaB JOKYMEHTOB JHYHOTO Jena paboTHuKa. KakumMum HOpMaTHBHBIMU
JOKYMEHTaMH 3TO OINpeAeIeHO?

2. HazoBuTe M1OKyMEHTHI KapOBOM CITyKOBI, IMTOJIeKAIIME TIepeIaue B apXHB.

Bapuanr 2

1.KakoBBI 0COOEHHOCTH COCTaBJIEHHUS HOMEHKJIATYPBI JeJ KaJAPOBOH CITyKObI?
2. HazoBure o0s3aTenbHbIC PETUCTPALIMOHHBIE (DOPMBI KQJIPOBOU CITYKObI?

ITpumepnvie KonmpovHble 6ONPOCHL 01 RPOMEHCYMOUHOI AMMECMAUUU:

1. [lepeunciuTh 3aKOHOJATENbHBIE AKTBI, KOTOPHIMH PErIAMEHTHPYETCS JIOKYMEHTHPOBAHUE
KaJpOBOM IESITEILHOCTH B HACTOSIIIIEE BpEeMsI?

2. [lepeuncnutpb HOPMaTHUBHO-METOJINYECKHE JIOKYMEHTHI, peraaMeHTHpYoIINe
JOKYMEHTHUPOBAHUE KaIPOBOU NEATEIbHOCTH.

3. Ha3zBaTh BHIIBI JOKYMEHTOB, IIPEIbSIBIIIEMbIE pAOOTHIUKOM pU MpUEMe Ha paboTy.

4, HaszBath BHABI JOKYMEHTOB, YCTaHOBJEHHbIC TpyAoBBIM Kojekcom P®d, mokymeHTHpyrolue

npueM paboTHHKa Ha paboTy.
5. [TepeuncnuTh BUABI JOKYMEHTOB, 0(pOPMIISIONINE H3MEHEHHE YCIIOBHH TPYAOBOTO IOTOBOPA.
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6. [lepeuncauth BUIBI JTOKYMEHTOB, YyCTaHOBJICHHbIE TpyAoBbIM KojekcoM PO mud
peryIupoBaHus TPYAOBBIX OTHOUICHUH.

7. Cpoku TMOATOTOBKH, KaKUX JOKYMEHTOB IO JOKYMEHTHPOBAHUIO KaJIpOBOW [1EATEIbHOCTU
YCTaHOBJIEHBI 3aKOHOIATENBHO?

8. Kakue QpyHkmm kaapoBoil ciry:kObl CBSA3aHbI C YYETOM JIMYHOTO cOCTaBa?

9. Kakne ¢yHKIMM M0HKHA BBIMONHATE KaJpoBas ciayx0a mnpu ohopMICHUU YBOJIbHEHUS
paboTHHKa ¢ pabOTHI ?

10.  Kakumm nokymeHTamu oopMIIeTCsl yBOJIbHEHUE paOOTHHUKA?

11.  Ha3zoBute GpyHKIMH KaJpOBOH CIIyKObl CBSI3aHHBIE C TPYIOBBIMHU KHIKKAMHU?

12. Kakumu nokymeHTamMu oopMIIIeTCs aTTecTanus paboOTHUKOB?

13. HazoBuTe 0cOOEHHOCTH HOMEHKJIATYPBI JIE KaIpPOBOU CITY>KOBI.

14. Kakne nema xaapoBoil ¢y Obl OTHOCSTCS K KATETOPUH MEPEXOISAIINX ?

15. [Tepeunciuth 0ocobeHHOCTH (POPMUPOBAHUS JTUIHOTO Jiea paOOTHUKA ?

6. YueOHO-MeTOAM4YEeCKOe M HH(OpMAIMOHHOE 00ecTieyeHne TN CIHTLTHHbI

6.1 CnucOK HCTOYHHUKOB H JINTEPATYPbI

Koncrurynus Poccuiickoit @enepanmu (¢ namenenusimu Ha 30 gexabpst 2008r.). M. 2004
Tpynosoit kogekc Poccuiickoit @enepauun ot 30.12.2001 Ne 197-@3. Ilpunsar 'ocynapcTBeHHOMH
Hywmoit 21 nexabps 2001r. (B pex. ot 29.12.2010) // [DnexTponHsbIid pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.
3akon Poccuiickoit @enepanuu ot 25 okta0ps 1991 r. Ne 1807-1  «O si3pikax HapoaoB Poccuiickoit
denepanumny» //[DnaekTpoHHbIi pecype]. — M., 2019. — Pexxum goctyma: http://www.consultant.ru.
®enepanpubiii 3akoH PO ot 27.07.2004 Ne 79-®3 «O rocyaapCTBEHHOW T'pakIaHCKOM CITy»)Oe
Poccuiickoit @enepauumn» (B pen. @eaepanproro 3akona ot 12.04.2007 Ne 48-D3) // [DneKTpOHHBIN
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.
O®enepanpublid 3ak0oH Poccuiickoir @eneparuu ot 01.06.2005 Ne 53 «O rocymapcTBEHHOM
si3bike PDy// [Dnexrponnsiii pecype]. — M., 2019. — Pexxum nocrtyma:http://www.consultant.ru.
Oenepanbublii 3aKk0H Poccuiickoit @eneparuu ot 06.12.2011 Ne 402-D3 «O Oyxrantepckom
yuete»// [DnexTpoHusiii pecypce]. — M., 2019. — Pexum nocrymna:http://www.consultant.ru.
Oenepanbublii 3akoH  Poccuiickoit ®eneparuu ot 02.05.2006 Ne 59-®3 «O mopsiake
paccMoTpeHusi oOpamieHuil Tpaxaan»// [DnektpoHusii pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.
®enepanbublii 3akoH oT 27 urong 2006 r. N 152-®3 "O mepcoHaNbHBIX JaHHBIX'"// [DIEKTPOHHBINA
pecypc]. — M., 2019. — Pexxum pocryna:http://www.consultant.ru.

®enepanpubrit 3ak0H oT 01.10.2004 Ne 125-03 «O06 apxuBHOM nene B Poccuiickoit deaepanum» //
[DnekTponHsIi pecypc]. — M., 2019. — Pesxum nocryma:http://www.consultant.ru.
®enepanpublii 3akoH oT 29.07.2004.  No 98-®3  «O xomMmepueckoit TaitHe» // [DIEKTPOHHBIN
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.
Vka3 Ilpesunenta Poccuiickoit deneparun ot 0.03.1997 Ne 18 «OO0 yTBepKIeHUH MEpEUHs CBEACHUN
KOH(UISHIIMALHOTO — XapaKTepa // [OnextponHblii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.
Vka3 Ilpesugenra PO or 01.02.2005. Ne 110 «O mnpoBeneHuM arTecTallMd TOCYJApPCTBEHHBIX
rpaxaaHckux ciyxamux Poccuiickoin ®@enepanun». [lonokeHue o0 TMpPOBEACHUM aTTECTalUU
TOCYJapCTBEHHBIX I'paxJaHCKuX ciyxamux P® // [Dnextponssii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.
Vxa3 [lpesunenta PO or 01.02.2005. Ne 111 «O mnopsiake coauu KBaTM(PUKALMOHHOTO SK3aMeHa
roCyIapCTBEHHBIMU T'PaXKJIaHCKUX cityxkanux Poccuiickoid denepaiuy U OLIEHKE UX 3HAHUI, HABBIKOB
U yMeHHUit». // [DnekTponubiii pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.
Vka3 Ilpesumenta ot 01.02.2005. Ne 112 «O koHKypce Ha 3aMelICHHE BaKaHTHOW JIOJKHOCTH
TOCyJIapCTBEHHOM TpakaaHCKO# ciry»)0bl Poccuiickoit @eneparnuny // [DnekTpoHHBIA pecypc]. — M.,
2019. — Pexxum pocrtyma:http://www.consultant.ru.
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Vka3 Ilpesunenta PO or 16.02.2005r. Ne 159 «O npumepHoit popMme CirykeOHOTO KOHTpPAaKTa O
MPOXOXKICHUH TOCYAapCTBEHHOM TIpakaaHCKOU ciykObl Poccuiickoit ®enepanin ¥ 3aMelIeHUU
JOJDKHOCTH TOCYJIapCTBEHHOW Tpa)KAaHCKON cirykObl Poccuiickoit denepanuu». // [DIEKTpOHHBIN
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

Vka3 Ilpesunenta Poccuiickoit @enepanuu ot 30.05.2005. Ne 609 «O mnepcoHalbHBIX JAaHHBIX
rOCYJIapCTBEHHOI'O0 TPaXkKAAaHCKOro ciysxkamero Poccuiicko Penepauud M BEICHUM €r0 JUYHOTO
nena» I/ [Dnextponuslii pecype]. — M., 2019. — Pesxxum mocryna:http://www.consultant.ru.

Vka3 Ilpesunenra Poccuiickoit ®@enepanuu ot 18.06.2005. Ne 813 «O mnopsake W ycIoBHSX
KOMaHAUPOBaHUs (eepabHbIX TOCYIapCTBEHHBIX TPAXKIAHCKHX CiyKamux» [/ [DIeKTpoHHBIH
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

[TocranoBnenue IlpaButenscrBa Poccuiickoit @enepanun ot 16.04.2003. Ne 225 «O TpynoBbIx
KHWKKax» // [DnexktponHsii pecypc]. — M., 2019. — Pexxum nocryna:http://www.consultant.ru.
Pacniopsixkenue IlpaButensctBa PD ot 21.03.1994. Ne 358-3 «O06 obOecrnedeHHM COXPaHHOCTH
JOKYMEHTOB TI0 JMYHOMY cocTaBy» // [DnexkTponHblii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

Pacniopspxkenue IlpaButensctBa PO ot 23.04.1992 No 781-p «OO0 ymiyulleHHH XpaHEHUS U
WCIIOJIb30BaHMUS JIOKYMEHTOB I10 JIMYHOMY COCTaBY»// [DnextponHblii pecypc]. — M., 2019. —
Pexxum poctyna:http://www.consultant.ru.

[IpaBuia BeaeHust U XpaHeHUs! TPYIOBBIX KHIKEK. (yTB. [locranoBinenuem IlpaBurensctBa PO ot 16
ampenss 2003 1. Ne 225 /I [OnextponHslii pecypc]. — M., 2019. - Pexum
noctyna:http://www.consultant.ru.

WNucTpykuusa 1o 3amoiHeHUI0 TPyAoBbIX KHIDKEK (yTB. IloctaHoBnenumem MuHucTepcTBa Tpyaa U
conmanbHoro pasButus Poccuiickoir ®eneparmm ot 10 okTsadps 2003r.). 3apeructpupoBana
MunucrepctBoM roctuiuu Poccuiickoit @eneparuu 11 HOs0ps 2003 1. perucTpanoOHHBIA HOMEP
5219. bronnereHs HOPMATUBHBIX aKTOB (he/lepaTbHBIX OPraHOB UCTIONMHUTENbHOW BiacTh. 2003. Ne 49,
Il [OnextpouHsbIii pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

®enepanpubiii 3akoH oT 16.12.2019 No 439-03 «O BHeceHUM H3MEHEHHH B TpymoBOM KOJIEKC
Poccuiickoit ®enepanuun B yacTd (OPMHPOBAHUS CBEICHMM O TpPYAOBOW JAEATENbHOCTH B
AJIEKTPOHHOM BHJIE» [DnekTpOoHHBIT pecypc] /l
URL:http://publication.pravo.gov.ru/Document/View/0001201912160070 (mata oOpareHus
01.10.2020r.)

HceTouyHuKkH (10MOJTHUTEIBbHbIE)

@enepanbhbiii 3akoH P® ot 27.07.2006 Ne 149-®3 «0O6 wundpopmanuu, HHPOPMAIIMOHHBIX
TEXHONOTUSAX M 3amure uHpopmarum» // [OnekrponHslii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

denepanbublii 3ak0H 0T 26.12.1995. Ne 208-®3 «OO6 akiumoHepHbIX oOmecTBax» // [DneKTpOHHBIH
pecypc]. — M., 2019. — Pesxum noctyma:http://www.consultant.ru.

Oobmepoccuiickuil kimaccudukarop npodeccuit pabouux, MOIDKHOCTEH CiyXalMxX M TapupHBIX
paspsgoB OK 016-94. M.: Muntpyn Poccun, 1995 // [Dnekrponnsiii pecype]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

O6mepoccuiickuii kiaaccupukatop uaopmarmu o Hacenenun OK 018-95. // [DnexTponHbI# pecypc].
— M., 2019. — Pexxum nocrtyma:http://www.consultant.ru.

Oomiepoccuiickuii knaccupukarop ympasiendeckoit gqokymentanuu OK 011-93. // [DnexkTpoHHbIi
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

OO1mepoccuiickuil KitacCH(pHUKATOp CHenuaibHOCTeH 1o obpasoBanuio // [DmekTpoHHBIN pecypc]. —
M., 2019. — Pexxum nocryna:http://www.consultant.ru.

[Ipuka3z PocapxuBa ot 23.12.2009 N 76 "OG6 yrtBepxaeHun MeTOAMYECKUX PEKOMEHIAIMKA I10
pa3paboTKe WHCTPYKIUIA IO JICJIONPOU3BOJICTBY B (helepalIbHBIX OpraHaxX MCIOJIHUTEIbHOM Bractu" //
[DnexTponHsIii pecypc]. — M., 2019. — Peskum mocryma:http://www.consultant.ru.


http://www.consultant.ru/cabinet/stat/hr/2019-12-18/click/consultant/?dst=http%3A%2F%2Fpublication.pravo.gov.ru%2FDocument%2FView%2F0001201912160070%23utm_campaign%3Dhr%26utm_source%3Dconsultant%26utm_medium%3Demail%26utm_content%3Dbody&c=B6349A10D31EE36F3AC3B7D0048FEBB9F372A5A930F8FAA20CB6DC6E8C10331BA56C0C863256984852D13B9F2A6AA3F1C5D3B2E9ACD96B1210CA89215A39E764111FC52F01A5EDE5E442660B7ADB2A24AC30764C009ABE766DCAD146D10996A424A3D41AA7ACC7F8F7DDCDD756E556478115E7854262030D456F2561DD9A437881ADA5F01DE8B20E4DAD5CD19F88A05D4B9227E8B1467D707D461C0F584D6B107809977604FB311C22E16A79FFEC564F
http://www.consultant.ru/
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VYHuuuupoBanHsle (GOpMbl NEPBUYHOM YYETHOW JOKYMEHTAlMM IO Y4eTy TPyAa U €ro OIUIATHl,
yrBepxacHHbIe [locTanoBennem I'ockomcrara P® ot 05.01.2004 Ne 1 // [DnexTpoHHBINA pecypc]. —
M., 2019. — Pexxum poctyma:http://www.consultant.ru.

KBanugukamoHHbIi CIIPaBOYHUK JOKHOCTEH PYKOBOAMTENEH, CIIEHUATUCTOB U JIPYTUX CIYXKAIIUX
I/l [Dnextponnsiii pecype]. — M., 2019. — Pexxum goctyma: [DaekTpoHHbIH pecypc]. — M., 2019. —
Pexxum noctyna:http://www.consultant.ru.

MesxoTpacieBble yKPYITHEHHbIE HOPMATHUBBI BPEMEHM Ha DPAa0OThl MO KOMIUIEKTOBAaHHIO U YYeTy
kanpoB // [DnexTponHslii pecypc]. — M., 2019. — Pexxum nocryma:http://www.consultant.ru.

IlepeyeHb THUIMOBBIX YNPaABIEHYECKUX aAPXUBHBIX JOKYMEHTOB, OOpa3yIOLIMXCS B Ipolecce
NESTEIbHOCTH T'OCY/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABJIEHUS M OpraHMU3alUi, C
yKa3aHHEM CpOkoB XxpaHenums [/ [Duektponsbiii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

IIpaBuna opraHu3aluu XpaHEHUs, KOMIUIEKTOBaHMsI, y4€Ta U UCIIOJIb30BaHUs JOKYMEHTOB APXUBHOIO
¢donma Poccuiickoit denepanuu U OPYyTUX apXHBHBIX JOKYMEHTOB B OpraHax TOCYJapCTBEHHOMN
BJIACTH, OpraHax MECTHOI'O CaMOYIpABJICHUS U OpraHU3alUsAX, YTBEPXKAECHHBIX IPUKA30M
Muskynetypel PO ot 31.03.2015 Ne 526 // [Onexrtponnsii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

[Ipuka3z PocapxuBa ot 20.12.2019 N 236 "OO6 ytBepxkaeHuu IlepeuHss TUNOBBIX YIPaBJIEHUYECKUX
apXMBHBIX JIOKYMEHTOB, OOpa3yIOLIMXCS B IpPOLECCE JEATEIIbHOCTH T'OCYNapCTBEHHBIX OPraHoB,
OpraHOB MECTHOI'O CaMOYIpaBJIE€HUS M OpraHu3aluil, C YyKa3aHHEM CpPOKOB HX XpaHEeHUs"
(3apeructpupoBano B Muntocte Poccun 06.02.2020 N 57449) [Dnexkrponnsiit pecypc] / CripaBouHo-
IIOMCKOBast cucTema «KoncynbTanr TUTEOCY.
URL:http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1
000000001,0&rnd=0.5989149124283691#09893595070554722 (nara obpamenus: 19.10.2020)
@enepanbHblil 3akoH 0T 24.04.2020 N 122-®3 "O npoBeneHNUN 3KCHEPUMEHTA M0 HCIOJIb30BaHUIO
AJIEKTPOHHBIX JOKYMEHTOB, CBSI3aHHBIX C paboroil"// WHTepHeT-mopTan npaBoBod HHPOpMAIUU
http://www.consultant.ru/document/cons_doc LAW 351124/ (nata obpamenus: 19.10.2020)

[Ipukaz Muntpyna Poccun ot 14.05.2020 N 240n "OO yrtBepxkaeHuu IlomoxkeHus o mopsijake
MIPOBE/ICHUS SKCIIEPUMEHTa MO HCIOJIb30BAHUIO JIEKTPOHHBIX JOKYMEHTOB, CBSI3aHHBIX C paboTOi"
(3apeructpupoBano B Muntocte Poccun 17.06.2020 N 58674)// HuTepHer-mopTan NpaBOBOU
uHpopmanuu https://www.garant.ru/products/ipo/prime/doc/74170714/, nara obpamenus 01.10.2020.

JIntepartypa (o0s13aTe1bHAsA)

Abynanze, JI. I'. JlokymMeHTalmOHHOE OOecrieueHue YIpaBieHHs IEPCOHAIOM : YYEeOHUK U MPAKTUKYM
Uil akagemMudeckoro OakamaBpuata / [I. I'. Ab6ynanze, Y. b. Bempspkkuna, B. M. MacnoBa. —
Mocksa : U3narensctBo FOpaidt, 2019. — 299 c. — (bakanaBp. Axkagemuueckuii kypc). — ISBN 978-
5-534-00875-3. — Tekcr : oanekrponneid //  OBC  IOpaiit [caiir]. —  URL:
https://urait.ru/bcode/433411 (mara oopamenus: 30.11.2019).

beikoBa T.A. JloKyMEHTaIMOHHOE OOECTIeYCHUE YIpaBlIeHHs (JIETONMPOU3BOJICTBO) [DIEKTPOHHBIN
pecypc] : yaebHoe mocobue / T. A. beikoa, T. B. Ky3nenosa. - 2-e u3z., mepepal. u gom. - Mocksa :
Hudpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL http://znanium.com/go.php?id=942800.
I'moroBa C.A. IIpodeccroHanbHbIi CTaHIAPT CIEIUATNCTA MO YIIPABIECHUIO IIEPCOHAIOM B
NeSATETLHOCTH KaIpOBOW CITY»KOBI [ DnekTpoHHBIH pecypc] / ['moroBa CeTinana AnekcanaposHa; C.

A. I'motoBa // YrpaBineHue JOKyMEHTalUeH: Mpoluioe, HacTodllee, Oyayee : Matepuans! [11-eit
MexyHap. Hay4.-TIpaKkT. KOH., mocesml. namsaTa nmpod. T. B. Ky3nenosoii, Mocksa, PITY, 23-24
mapta 2017 r. / M-Bo o6pazoBanus u Hayku Poc. @eneparuu, Oenep. roc. OOIKET. YIPEXKI. BHICII.
obOpazoBanus "Poc. roc. rymanutapubiii yH-T", VICT.-apX. uH-T, PaK. JOKyMEHTOBEICHHS 1
TEXHOTPOHHBIX apX., Kad. nokymenToBenenus. - Mocksa : Tepmuka.py, 2017. - C. 451-457. - Pexxum
noctymna : http://elib.lib.rsuh.ru/elib/000013004.

I'motoBa C.A. TeHAeHIIMU PAa3BUTUS KAAPOBOTO JETOMPOU3BOACTBA B paMKax mporpammbl "Ludposas
skoHOMHKA" [DnmekTponHbIii pecype] / I'moroBa Ceetnana AnekcanaposHa; Ceersiana A. ['morosa //


http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/document/cons_doc_LAW_351124/
https://www.garant.ru/products/ipo/prime/doc/74170714/
http://znanium.com/go.php?id=942800
http://elib.lib.rsuh.ru/elib/000013004
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VYnpasnenue gokymeHTamMu B 1udpoBoit s3koHOMEKe. - MockBa : PITY, 2019. - C. 98-103. - Pexxum
noctyna : http://elib.lib.rsuh.ru/elib/000013245.

Kanposoe nenonpousBoactBo. YueOnuk. / C.JI. Kysnemos, C.A. I'moroBa — M.: M3marenbcTBO
«TEPMHKAY», 2020. — 492 c.

Kanposoe nenonpousBoactso: Haunnaem ¢ Hyns. Ayaut cBoumu cuiamu / M.B. XKypasnesa, M.B.
XKypasnesa. - 2-e uza. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16 + ( om. mart.
znanium.com). - (ITpocro, kpaTko, O66ICTpO). (0) ISBN 978-5-16-008986-7 - TEeKCT : 3JIEKTPOHHBIN. -
URL: https://new.znanium.com/catalog/product/417566 (nara oopamienus: 30.11.2019)

[TaBnosckas, O. 0. IIpaBoBoe oOecrneueHre KaapoBOro JIEJIONPOU3BOACTBA : yueOHOE mocodue Jyis
By30B / O. O. IlaBnoBckas. — Mocksa : UsnmatensctBo IOpaiit, 2019. — 213 c. — (Bsicmiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Texkcr : anexrponusiii / 3bC HOpaiir [caiiT]. — URL:
https://urait.ru/bcode/445662 (nata oopamenus: 30.11.2019).

Jlureparypa (10N0JHUTEIbHAs)

Kykapuna FO.M. CoBpemeHHBbIE OpraHM3allMOHHBIE U PErJIaMEHTHbIE MOKYMEHTHI: (YHKIUH U
pasznoBuaHocTH // BectHuk PITY. 2016. No2. [DnextpoHHsbIi pecypc]. — M., 2019. — Pexxum nocryna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik _daizi%202(4)-16.pdf.
Muxaitmmna .M. Yrpasnenue nepconanom, 3-¢ u3a. - Mocksa :Jlamkos u K, 2018. - 280 c.: ISBN
978-5-394-01749-0 - Tekcr : snexrponnsiii. - URL: https://new.znanium.com/catalog/product/415303
(mara o6pamenus: 30.11.2019)

6.2 IlepeueHsb pecypcoB HHGOPMALHOHHO-TETeKOMMYHUKANIMOHHOM ceTn « AHTEpHETY.

HanumonaneHast anextponHas 6ubnuorexa (HOb) www.rusneb.ru
ELibrary.ru Hayunas anektponHas Oubinorexa Www.elibrary.ru
Onekrponnas oudiaroreka Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

6.3 IIpodeccnoHaibHbIe 0a3bl JAHHBIX M MH(POPMALMOHHO-CIIPABOYHbIE CHCTEMbI

Joctyn k npodeccuonanbHbIM 0a3am manubix: https://liber.rsuh.ru/ru/bases

WHudopmanoHHbIe CIIPABOYHBIE CUCTEMBI:
1. Koncynbrant Ilmoc
2. Tapanr

7. MaTepuajibHO-TeXHHYECKOE ofecredeHue JUCHUILTHHBI

Jnst obecrniedeHHWs  MUCHMIUIMHBI ~ HCMOJB3YETCS  MaTepUalbHO-TEXHUWYECKas  0aza
00pa30BaTENBHOTO YUPEKICHUS: y4eOHbIe ayAUTOPHUH, OCHAIIEHHBIE KOMIIBIOTEPOM U MPOEKTOPOM
JUTSI IEMOHCTpPAIIMU yIeOHbIX MaTepHaIOB.

CocraB mporpaMMHOTO 00ECTICUCHHUS
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security


http://elib.lib.rsuh.ru/elib/000013245
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://liber.rsuh.ru/ru/bases
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8. Obecneuenune 006pa3oBaTeJLHOr0 MPOIECCA IJIsl JIUI[ ¢ OTPAHUYEHHBIMH BO3MOKHOCTSIMH
310POBbsI U HHBAJIHI0B

B xone peanmuzanuu JUCHMIUIMHBI HCHOJB3YHOTCA CIEAYIOLIME JONOJHUTEIbHBIE METOJIbI
00y4YeHHs, TEKYLIer0 KOHTPOJS YCHEBAaEMOCTH M TNPOMEXKYTOYHOW aTTecTalluu OO0ydaromuxcs B
3aBUCUMOCTH OT UX MHIUBHUIYaJIbHBIX OCOOEHHOCTEMN:

® Ul CJENBbIX W CIA0OBUIAIMX: JIEKUUH O(QOPMIISIIOTCS B BHJE IEKTPOHHOIO JIOKYMEHTA,
JOCTYITHOTO C TIOMOLIbI0 KOMIIBIOTEpA CO CHELMATU3UPOBAHHBIM IPOrPAMMHBIM O0ECIIEUCHHEM;
MUCHbMEHHBIC 33/I1aHUS BBINOJHAIOTCS HAa KOMIIBIOTEPE CO CHENHATM3HPOBAHHBIM IMPOTPAMMHBIM
obecreyeHneM WIM MOTYT ObITh 3aMEHEHbl YCTHBIM OTBETOM; OOECIEUMBAETCS WHAMBHUIYaIbHOE
paBHOMepHOE ocBemieHue He MeHee 300 JIOKC; AJiss BBIMOTHEHHS 3aJaHusi TPH HEOOXOAMMOCTH
IIPEJOCTABIIAETCS YBEIMUYMBAIOLIEE YCTPONWCTBO; BO3MOXHO TaKXKe MCIOJIb30BaHME COOCTBEHHBIX
YBEIIMYHUBAIOIINX YCTPOUCTB; MUCHMEHHBIC 3a1aHMs O()OPMIISIFOTCS YBEIMYCHHBIM MPU(TOM; K3aMEH
1 3a4€T MPOBOAATCA B YCTHON (hOpMe MM BBINOJIHAIOTCS B MUCbMEHHOHN (OopMe Ha KOMIIbIOTEpE.

® Ul IIIyXUX M CJIAOOCHBILIAIUX: JIEKIUH OQOPMIISIOTCS B BHJE 3JIEKTPOHHOI'O JOKYMEHTA,
00  MpenoCTaBiIsAeTCS  3BYKOYCWIMBAIONIAS — anmapaTypa HWHAWBUAYAIBHOTO  TOJH30BAHUS;
IIUCbMEHHBIE 3aJlaHUs BBINOJIHAIOTCS Ha KOMIIBIOTEPE B MHCbMEHHOW (opMme; 3K3aMeH M 3ayér
MIPOBOJISATCS B MUCBMEHHOM (hOpMe Ha KOMITBIOTEPE; BO3MOKHO MTPOBEACHUE B (JOPME TECTUPOBAHMSL.

® U JIWIl C HApYIICHHSIMA OTIOPHO-JIBUTATEIBHOTO almapara: JIEKIUU O(GOpMIISIFOTCS B BHJIE
JIEKTPOHHOIO JIOKYMEHTa, JOCTYHHOIO C TIOMOUIbI0 KOMIBIOTEpAa CO CHELUATU3UPOBAHHBIM
IpOrpaMMHBIM ~ 00€CIieYeHHEM; THChMEHHBIC 33/IaHUSl  BBIOJHSIOTCS HAa KOMIBIOTEpE CO
CIELUAIM3UPOBAHHBIM NIPOIPAMMHBIM 00eCIieueHHEM; FK3aMeH U 3a4€T IMPOBOJATCS B YCTHOH (hopme
WM BBITIOJIHSIOTCS B IMCBMEHHOM (popMe Ha KOMITBIOTEpE.

ITpu HEOOXOIUMOCTH MpelycMaTpUBAETCs YBEIMUYEHUE BPEMEHHU JJIsl IOATOTOBKU OTBETA.

[Iponienypa mpoBeneHHUS MPOMEKYTOYHON aTTECTAIMH U OOyYaroIIWXCSl yCTAHABIMBACTCS C
yu€TOM MX MHAMBHUIYaJbHBIX NcUXO0(pu3ndeckux ocodbeHHocteil. [IpomexyTounas arrectanus MoXeT
MIPOBOAMTHCS B HECKOJIBKO ITAIIOB.

IIpu mnpoBeseHMH TNpOLEAYPHl OLIEHUBAHMUA pPE3YyJIbTaroB OOyuYeHHs IpelycMaTpUBaeTCs
WCTIOJIb30BaHNE TEXHUYECKUX CPE/ICTB, HEOOXOIMMBIX B CBSI3U C MHIWBUIAYAIbHBIMA OCOOCHHOCTSIMHU
oOyyJaroluxcs. OTH CpeAcTBa MOTYT OBITh IPEJOCTABIE€Hbl YHUBEPCUTETOM, MM MOTYT
MCTIOTB30BaThCsl COOCTBEHHBIE TEXHHUECKUE CPENICTRA.

[IpoBenenue npoueaypsl OLEHUBAHUS PE3yJIbTaTOB OOYyUYEHMs JOMYCKAeTCsl C MCIOJIb30BaHHEM
JMCTaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTHA.

ObecneunBaeTcs AOCTYN K HH(MOPMAIMOHHBIM U OubnmorpaduyeckuM pecypcam B CETH
WuTepHeT uist kaxxaoro odydaronierocss B opMax, alaiTHPOBAHHBIX K OTPAaHHUYCHHUSIM HX 37I0POBbS U
BOCTIPHUATHS UHPOPMALIUH:

e Uil CIENbIX U CIA0OBUIAIIMX: B TE4YaTHOM Qopme yBenudyeHHbIM HpupToM, B (opme
AJIEKTPOHHOTO IOKYMEHTa, B (hopme ayauodaiina.

® ISl TITyXUX U c1a0O0CIbIIIANINX: B IeYaTHON Gopme, B popMe 31EKTPOHHOTO TOKYMEHTA.

® TSl OOYYAIOIINXCSl C HApYIICHUSIMU OMOPHO-/IBUTATEIBHOTO armapara: B Ie4aTHoil Gpopme, B
(bopMe IMEKTPOHHOTO JJOKYMEHTa, B (popme ayaunodaiina.

Y4eOHble ayIUTOpUU i BCEX BHUJOB KOHTAKTHOM M CaMOCTOSITENIBHON paboThl, HaydHas
OMOIMOTEKa W WHBIE TIOMENIEHUS i1 OOYyYEeHHS OCHAICHBI CHEIUAIbHBIM O0OpYyJIOBaHUEM U
y4eOHBIMU MECTaMH ¢ TEXHHUYECKUMHU CPEJICTBAMU O0yUEHUS:

® ISl CIIENIBIX U CJIA0OBUSIIUX: YCTPOWCTBOM /IS CKAHUPOBAHMS M YTEHUs ¢ Kamepoir SARA
CE; nucruteem Bpaitns PAC Mate 20; npuntepom Bpaiins EmBraille ViewPlus;

oIl TUIyXUX M CIa0OCHBIIIANINX: aBTOMAaTH3UPOBAHHBIM pPabOYMM MECTOM IS JIIOJEH C
HapyIICHHEM CIyXa U CIa00CIHBIIANINX; aKYCTUIECKII YCUITUTETh H KOJIOHKH,
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o1 OOyYarOIMXCS C HapyIIEHUSMH OIOPHO-ABUTATEILHOTO ammnapaTa: IepeaBUKHBIMH,
perynupyeMbiMu spronomuyeckumu napramu CH-1; KOMObIOTEPHON TEXHHUKOW €O CHELUAIbHBIM
IIPOrpaMMHBIM 00€CIIEYCHHEM.

9. MeTtoauyeckne MaTepHuaIbl

9.1 InaHbl ceMUHAPCKUX 3aHATHI

TEMAL. 3AKOHOJIATEJIbHAS PETJTAMEHTAIVS JIOKYMEHTHUPOBAHU S KA JIPOBO
JEATEJIBHOCTU B P®

SATAHUAL.

1. IIpoanammsupyiite TpymnoBoii kogekc Poccuiickoit denepanyu U omnpenenure TpeOOBaHUS K
cocTaBy ¥ 0()OPMIICHHUIO JOKYMEHTOB, PETJIaMEHTUPYIOIIUX TPYI0BbIE OTHOIIICHHUS.

2. Tlpoanamusupyiite TpynoBoit komekc Poccwmiickoit denepanuu M onpeaenuTe TpeOOBaHUS K
GyHKIUSAM KaIpoBOi CITyKOBI.

VKA3AHMS 110 BBITIOJIHEHUIO 3A JAHUI

1. Msyuure TpymoBoil KOJAEKC U BBICHHUTE, KAKUMHU JOKYMEHTaMH IPEILyCMOTPEHO OPOpMIICHUE
rpuema, repeBo/ia, YBOJIbHEHHS, KOMaHAMPOBAHUS, JUCHUIUIMHAPHOTO B3bICKAHUS U MTPENOCTABICHUS
ormycka paboTHukaM. CocTaB [OKYMEHTOB (HUKCUpYETCS MO KaxJOW OTAEIbHOW mMpoIeaype.
OO6parute BHUMaHUE HA CPOKH MOJTOTOBKH JJOKYMEHTOB, YCTAHOBJICHHBIC 3aKOHOIATEIBHO.
Pe3ynbTathl 3aaHusi MOT'YT OBITh PEACTABICHBI B BUJIE TAOIHIIbL:

IIpoueaypa Buasbi Homep Cpoxkn, Conep:xanue,
JOKYMEHTOB CTATBH CBSI3aHHBIE C odopmiieHuHe
AOKYMEHTOM

[Ipuem Ha paboTy

[IepeBon

IIpenocrasienne
OTIIyCKa

[Toonpenue

JucuunnunapHoe
B3LICKaHHE

Komanauposanue

YBonbHEHUE

2. Wsyuute TpymoBoil KoAekC U ompenenuTe 00s3aHHOCTH paboTojaTens MO OTHOIICHHUIO K
paboOTHHKY, KOTOpBIE yCTaHOBJICHBI B Ko/mekce mpu BO3HUKHOBEHHH TPYAOBBIX OTHOIIEHUN. Ha »Toi
OCHOBE COCTaBbTE NEpeUeHb (PYHKIIH, BEITOTHIEMBIX KaJAPOBOU CITYKOOH.

KOHTPOJIBHBIE BOITPOCHI.

1. IlepeunciauTbh OCHOBHBIE BHUJIbI IOKYMEHTOB, UCIOJIb3yEMbIE JUISl TIOKYMEHTHPOBAHUS TPYI0BBIX
OTHOIIEHUH, YCTAHOBJIEHHBIX B TPYJI0BOM 3aKOHOJATEIbCTBE.

2. Ha3zoBwute THIOBBIC GYHKIINN KQAPOBOH CITY>KOBI.

NCTOYHUKN

TpynoBoit kogekc Poccuiickoit @enepauuu ot 30.12.2001 Ne 197-@3. Ilpunar I'ocyaapcTBeHHOM
Hywmoii 21 nexabps 2001r. (B pen. ot 29.12.2010) // [DnextponHsiid pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

JIMTEPATYPA
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Aobymamze, JI. I'. JlokymMeHTaIlmOHHOE OOECIEYCHHE YIPABICHUS IMEPCOHAIOM : y4YEOHHUK U
NPaKTUKyM Ui akajaemuueckoro OakamaBpuara / JI. I'. AOymamze, W. b. Bempsokkuna, B. M.
MacnoBa. — Mocksa : U3narensctBo FOpaiit, 2019. — 299 ¢. — (bakanaBp. AKageMUYECKUHA KYpPC).
— ISBN 978-5-534-00875-3. — Tekct : oanekrtponnsii // ObC HOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 (nara obpamienus: 30.11.2019).

KanpoBoe nemonpousBojactBo: Haunnaem ¢ Hyns. Aynut cBoumu cuinamu / U.B. Xypasnesa, M.B.
KypasneBa. - 2-e u3a. - Mocksa : HUL[ UTH®PA-M, 2014. - 184 c.: 60x88 1/16 + ( Jlom. mar.
znanium.com). - (ITpocto, kpatko, O6bicTpO). (0) ISBN 978-5-16-008986-7 - TeKCT : 3JIEKTPOHHBIM. -
URL: https://new.znanium.com/catalog/product/417566 (nara oopamenus: 30.11.2019)

[TaBnoBckas, O. 0. IlpaBoBoe obOecnieueHne KaJpoBOTo AEIOMPOU3BOACTBA : yueOHOE mocolOue ass
By30B / O. IO. IlaBnoBckas. — MockBa : UzmarensctBo FOpaiit, 2019. — 213 c¢. — (Bricmee
obpaszoBanue). — ISBN 978-5-534-11565-9. — Tekct : anexrponnsiii / ObC FOpaiir [caiit]. — URL:
https://urait.ru/bcode/445662 (mxara obpamenus: 30.11.2019).

TEMA 2. PASPABOTKA OPTAHU3AILIMOHHBIX JOKYMEHTOB B KAJIPOBOM CJIY)KBE
3AJIAHUA
1. TIpoananuzupyiite opranusamnuio padotsl ¢ kagpamu B 3A0 “Brimmen’.
2. Paspaboraiite [Tonoxxenue 06 ornene kaapos 3A0 “Bremvmen”
3. PazpabotaiiTe JOKHOCTHYIO HHCTPYKIIMIO 7Sl OJJHOTO U3 COTPYAHUKOB KaJIPOBOM CITYyKObI

YKA3AHMA 110 BBIITOJIHEHUIO 3A JAHW A

1. Ilpoananusupyiite KOMIUIEKC JOKYMeHTOB 3AO “Bpimmen”, BbISBIISISA €ro CTPyKTypy,
YHUCIEHHOCTb, HANpaBieHUs JesTenabHocTH OOmecTBa M OCOOCHHOCTH OpraHu3allMyd KaJIpoBOH
paboTHLI.

2. Ha ocHoBe KBanu(UKAMOHHOM XapaKTEPUCTHUKU PYKOBOAMTENS KaapoBoil ciyxOb, YCOP/,
TpynoBoro xonekca u TpeOOBaHUN MHBIX HOPMATUBHBIX U METOJUYECKHX JOKYMEHTOB pa3paloTaiite
u opopmuTe mpoekT [Tonoxxenus o6 otrnene kaapos 3A0 “Breivnen”.

3. Ha ocHOBe KBaIM(UKAIMOHHBIX XapaKTEPUCTHK pPaOOTHUKOB KanpoBoil ciyxk0b, YCOP/]
pa3paboraiiTe NMpPOeKT NOHKHOCTHOM HMHCTPYKLMH OJHOIO W3 COTPYAHUKOB oThena kaapoB 3A0
“Bpimnen” 1 0OpMHUTE €ro B COOTBETCTBUH C YCTAHOBJICHHBIMU TPEOOBaAHUSIMH.

KOHTPOJIBHBIE BOITPOCHI

1. Tlepeuncnure 3a1a4u ¥ GYHKIIMU KaAPOBOM CITykKOBI.

2. Kakue 1oKyMeHTHI periIaMeHTHPYIOT padoTy ¢ IEPCOHAIIOM OpTaHH3aInn?

3. Ha ocHOBe, Kakux JOKyMEHTOB pa3palaTbIBalOTCs IMOJIOKEHHE O KaJapoBOW ciyxbe u
JOJDKHOCTHBIE MHCTPYKIIUH €€ COTPYTHUKOB?

4. KaxoBa CTpyKTypa TEKCTOB MOJIOXKEHUS O KaJIpOBOM CIIy>K0€ U JOJKHOCTHON MHCTPYKIUH?

5. Korma monoxenue o KaapoBo# ciryx0e mnpuobperaeTr ropuandeckyro cmry? Korma oo tpedyer
nepepadoTku?

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

NCTOYHUKU

Tpynosoit koxekc Poccuiickoit @enepanuu or 30.12.2001 Ne 197-@3. Ilpunar I'ocyaapcTBeHHOM
Hywmoii 21 ngexabps 2001r. (B pen. ot 29.12.2010) // [DnextponHsiid pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

YHudunupoBanHas cucrema OpraHU3aIMOHHO-PACTIOPATUTEIBHOM JOKYMEHTAIIIH.
YHauduuupoBanusie (OpMbl, HHCTPYKIIMU U METOINYECKUE MaTepUaibl M0 X MpuMeHeHnto. M.1982
I 1 [Dnextponnstii pecypc]. — M., 2019. — Pexxum goctyna:http://www.consultant.ru.
KBanugukaoHHbI CIIPaBOYHUK JOJDKHOCTEH PYKOBOAMTENEH, CIIEHUAINCTOB W CIyKamux. M.,
2002/1 Il [ nexTponnsrii pecypc]. — M., 2019. — Pexxum poctyma:http://www.consultant.ru.

JIMTEPATYPA
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I'moroa C.A. IlpodeccrnoHanbHBIN CTaHAAPT CHEHMHAINCTA I10 YIPABICHUIO TEPCOHAIIOM B
NEeSTEIbHOCTH KaJpPOBOW CIYKOBI [DnekTpoHHbId pecypc]| / I'moroBa CBernana AnexcanaposHa; C.
A.T'motoBa // YmpapieHue NOKyMEHTalMCH: MPOILIOE, HacTosmee, Oyaymee : marepuansl II1-ei
MexnyHap. Hayd.-ipakT. KoH(., mocssml. nmamsata npod. T. B. Kysnenosoii, Mocksa, PITY, 23-24
mapta 2017 r. / M-Bo oOpa3oBanus u Hayku Poc. ®enepanuu, denep. roc. OOHKET. YUPEKI. BBICIIL.
obpazoBanust "Poc. roc. rymanurtapueiii yH-T", Wcrt.-apx. uH-T, Dak. JAOKyMEHTOBEICHHS U
TEXHOTPOHHBIX apx., Kad. nokymeHnToBenenus. - Mocksa : Tepmuka.py, 2017. - C. 451-457. - Pexxum
noctyna : http://elib.lib.rsuh.ru/elib/000013004.

Kykapuna FO.M. CoBpemeHHbIE OpraHM3allIOHHbIE U PErJIaMEHTHbIE NOKYMEHTbHI: (YHKIUH U
pasHoBugHocTH // Becthuk PITY. 2016. Ne2. [DnextponHnslii pecypc]. — M., 2019. — Pexxum pocryna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik _daizi%202(4)-16.pdf.
[TaBnoBckas, O. 0. IlpaBoBoe obOecrieueHre KaJpoBOTO JAEIOMPOU3BOJICTBA : yueOHOE MocoOue ams
By30B / O. IO. IlaBnoBckas. — MockBa : UzmarensctBo FOpaiit, 2019. — 213 c¢. — (Bricmee
obpaszoBanue). — ISBN 978-5-534-11565-9. — Tekct : anexrponnsiii / ObC FOpaiit [caiit]. — URL:
https://urait.ru/bcode/445662 (nara obpamienus: 30.11.2019).

TEMBI 3-7. JOKYMEHTHPOBAHUE KA/IPOBOM JESATEJIBHOCTH

3AJJAHUA:

1. W3yunTe 3aKOHOAATENbHBIE TPEOOBAaHUA K COJEPKAHHUIO M O(QOPMIICHHIO TPYIOBOTO JOTOBOpA.
[ToaroToBbTE MPOEKTHI JOKYMEHTOB 10 TIPUEMY Ha padoTy.

2. [ToAroToBHTE MPOCKTHI JOKYMEHTOB 10 TIEPEBOIAY HA JPYTYIO paboTy.

3.IToaroToBbTE NPOEKTHI JOKYMEHTOB O TPEIOCTABICHHH OTIYCKA, IPOCKTHI JOKYMEHTOB O
KOMaHAUPOBAaHUHU paOOTHUKA

4.IloaroToBbT€ MPOEKTHI JOKYMEHTOB O TMOOIIPEHUH PAOOTHHUKA W  TMPOEKTHl JOKYMEHTOB O
BBIHCCCHUHN JUCHUIIIIMHAPHOTO B3bICKAHUA.

5.IToAroToBETE MPOEKTHI JOKYMEHTOB 00 M3MEHEHHH (paMIIIUK pAaOOTHUKA U MPOEKTHI IOKYMEHTOB O
PacTOpKEHUHU TPYIOBOTO JIOTOBOPA.

YKA3AHWS 10 BBINTOJIHEHUIO 3AJTAHUI

1. Ha ocHoBe MarepuasoB JA€JIOBOM HUIPhl (CHpaBOUHBbIE JAHHBIE O PAOOTHUKE) M TpeOOBaHUM
TpynoBoro kojekca MOArOTOBUTH TPYAOBOM JTOTOBOpP ¢ pabOTHUKOM, O(QOPMHUTE MpPHKaA3 O IpUeMe
paOoTHHKAa Ha paboOTy (CTYIEHTHI MOTYT COCTaBMTh INpPHUKA3 MO OOLIMM MpaBuUiIaM O(OPMIICHHUS
MPUKa30B WM BOCIIOJIb30BAThCS yHUGDUIMPOBaHHOW (opmoit T-1). 3amonuute JIMuHyI0 KapTOYKy
pabotHuka (popmy T-2.) Onpenenauts cocTaB JOKYMEHTOB, UCIIONIb3YEMbIX M CO3JaHHBIX MIPH MpHEME
Ha paboTy, KOTOpble POPMUPYIOTCS B JIMYHOE JIEJI0 paOOTHUKA.

2. Hcnonb3ys MaTepualibl J€JIOBOW HUIphl (CIpaBOYHBIC JaHHBIE O paOOTHHMKE) W YUYHUTHIBas
TpeboBanusi TpymoBoro kojekca oQOpMUTH TEPEeBOJ pabOTHWKA (MO0 €ro WHUIMATHBE U TIO
WHUIMATUBE PYKOBOJAUTENS CTPYKTYPHOTO TMOJpAa3JeNeHus1) Ha Jpyrylo paboTy B TOH ke
opranusanuu. CocTaBUTh 3asiBI€HUE, NIPEACTABICHNE, YBeIOMIIEHHE U 0(OPMUTH MPUKA3 O MEPEBOJIE
paOoTHHKA Ha Jpyryio paboTy (1Mo oOmuM mpaBuiaM o(GOpMIICHHUS MPHUKA30B MU BOCIOJIB30BATHCA
yauuimpoBannoit popmoii T-5). Buectn nannbsie B Jlnunyro kapTouky pabortHuka (popmy T-2.)
OnpenenuTs COCTaB JOKYMEHTOB, MCIIOJIB3YEMbIX M CO3JIaHHBIX NPH MEpeBOJie HA JIpyryio padoTy,
KOTOpbIe (POPMHUPYIOTCS B INYHOE AENI0 paOOTHUKA.

3. Hcxonms w3 MaTepualioB JeNOBOM HIphl (CIpaBOYHbIE JaHHBIE O pabOTHHKE) , O(GOPMHUTH
€XKETOMHBIM OYEPEeTHON OIIAaYMBAEMBIM OTIYCK W OTIYCK 0O€3 COXpaHeHUs 3apa0O0THOM TUIATHI.
CoctaBuTh rpaduk OTHYCKOB, OQOPMUTH NMPHUKA3 O MPEIOCTABICHUN OTITyCKa (110 OOIIUM MpaBUIIaM
oopMIICHHS MMPUKA30B WK BOCIIOJIL30BaThCs YHUHIMPOBaHHOU (hopmoii T-6) . BHecTn maHHBIC B
JInynyro kapTouky padotHuka (popmy T-2.).


http://elib.lib.rsuh.ru/elib/000013004
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Hcnonp3yss mMaTepualibl JI€JI0BOM UTPHI (CIIPABOYHBIC JaHHBIE O Pa0OTHHUKE) MOATOTOBUTH MPHKA3 O
HaMpaBJICHUU PAOOTHUKA B KOMAaHIUPOBKY (M0 oOImKMM mpaBuiaM OGOPMIICHUS IPUKA30B WIIH
BOCIIOJIb30BaThCS YHH(PHUIIPOBaHHOM Gopmoit T-9).

4. Vcnonb3ys MaTepuaibl 1€JI0BOM UrPhI (CIpaBOYHbIC JaHHBIE 0 pabOTHHUKE), O(OPMHUTH MPUKA3 O
MOOIIPpEeHNH paboTHUKA (MO oOmuM mpaBwiaM O(OPMIICHUS TPUKA30B WIH BOCIOIH30BATHCS
yaudunupoBanHoi ¢opmoit T-9). BHectn maHHble 0 moompeHnd B JIMUHYIO KapTOYKy pabOTHHKA
(popmy T-2.). OmpenenuTb COCTaB JOKYMEHTOB, HCIIONB3YEMBIX MPH OGOPMIICHHH MOOIIPEHUS,
KOTOpbIe (POPMUPYIOTCS B IMYHOE AENI0 pabOTHUKA.

Ha ocHoBanuu maTtepuanoB AeI0BOW UTPhl COCTAaBUTh OOBSICHUTEIBHYIO 3aMUCKY O JIUCHUIUIMHAPHOM
MPOCTYNKE, MOKIAIHYIO 3alMCKy O HapyLICHUW TPYAOBOM JMCUMIUIMHBI, MPUKA3 O HAJIOKECHHHU
JUCLUIUIMHAPHOTO B3bICKAHUS.

5. MHcmonb3ys Marepuanbl JAENOBOM UIphl (COpaBOYHBIE JlaHHBIE O paboTHUKE) O(GOPMUTH
MpeKpalieHue TPyAOBOro J0roBOpa 10 MHUIMATHBE PaOOTHHKA, MO WHHUIMATHBE paboTomaTels, 1o
00CTOSITENTLCTBAM, HE 3aBUCAIIMM OT BOJM CTOpOoH. OmpenenuTs COCTaB JOKYMEHTOB, KOTOPBIMU
oopmisiercs kaxxaast curyarus. OGQOpMHUTE NMPHUKa3 O MPEKPALICHUN IEHCTBUS TPYIOBOTO JOrOBOpa
(mo oOuM mpaBuiam oopmileHUsT TPUKA30B WK BOCHOIb30BaThCs yHUHIIMpPOoBaHHOK (opmoit T-
8). Buectn manubie 00 yBonmpHeHMH B JIMuHylO0 KapTouky padortHuka (popmy T-2.). Ompenenutsb
COCTaB JIOKyMEHTOB, HCIIOJIb3yeMbIX Mpu OGOPMICHHH YBOJBHEHHS, KOTOpbe (HOPMHUPYIOTCS B
JUYHOE J1e]10 pabOTHHUKA.

CocTaBbTe MPOEKT MpHKa3a 00 M3MEHEHUH (PaMIIINU, TPUBEIUTE BO3MOXKHBIE OCHOBAHUS IS U3/1aHUs
TaKOTO MPHKa3a.

KOHTPOJIBHBIE BOITPOCHI:

1. Brigenure oCHOBHBIE JOKYMEHTHPYEMBIE 3a/1a4 KaJAPOBOU JEATEIbHOCTH.

2. OxapakTepusyiiTe CTpPyKTypy TeKcTa TpPYyAOBOIO JIOTOBOpa, IEPEUUCINTE CYLIECTBEHHBIE
I0JIOXKEHUS TPYJOBOIO JJOrOBOpA.

3. SBnstorcs MM yHUGHUIMPOBAHHBIE POPMBI 00s3aTEIBLHBIMU ?

4. Ha ocHoBe TpeOOBaHMI K TPYJOBOMY JOTOBOPY, ONPENETUTh TOPAIOK o(opMiIeHUs
JIOTIOJTHUTEIBHOTO COTaleH s (M3MEHEHUs K TPYIOBOMY JIOTOBODY).

5. Kakumu TpeGoBaHMSIMU JTOJDKHA PYKOBOJICTBYETCS KaJpoBas Ciy)k0a mpu odOpMIIEHUH TTPUKA30B
B TEKCTOBOM hopme?

NCTOYHUKN

Tpynosoit konekce Poccuiickoit @enepanuu. [punsar 'ocyaapcTeennoii Jymoii 21 nexabps 2001r.
. (cwu3m. u gon.) // [DnekTpoHHsIii pecypc]. — M., 2019. — Pexxum nocryma:http://www.consultant.ru.
YHaudunupoanusle (HOpMBI MEPBHYHON YYETHOH JOKYMEHTAIMH IO Y4YeTy Tpyla W €ro OIUIaTHI.
Y.1. M.,2004// // [OnekrpounsIii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

OO6mepoccuiickuii kmaccupuraTop mpodeccuit pabodyux, MOJDKHOCTEH CIyXKalux W Tapu(HBIX
pazpsaoB OK 016-94. M.: Muntpyn Poccun, 1995. //// [Inextponnsiii pecype]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

Obmepoccuiickuii knaccudukarop napopmaruu o Haceaenun OK 018-95. M.: Muntpyn Poccun,
1996 ///l [Dnexrponnslii pecypc]. — M., 2019. — Pexxum goctyma:http://www.consultant.ru.

Obmepoccuiickuii kinaccudukatop ynpasieHdeckoi qokymenrtanuu OK 011-93. M. : 'occrannapt
Poccun, 1994 // [Dnextponnsiit pecypc]. — M., 2019. — Peskum mocryma:http://www.consultant.ru.

Oo6mepoccuiickuii  knaccudukarop coenuanbHocTed 1o obpazoBanmio OK  009-93. M.
l'occranmapr Poccum, 1995 ////  [DOnexktponnbiii  pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.
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JIMTEPATYPA

Aobymanze, JI. I'. JlokymeHTallMOHHOE 00ECIIEYeHUE YITPABICHHS TIEPCOHAIIOM : YUCOHUK M MPAKTHKYM
Ui akagemudeckoro OakamaBpuata / JI. I'. A6ymanze, U. b. Bempsbkkuna, B. M. MacnoBa. —
Mocksa : U3narensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. Akanemudeckuii kypc). — ISBN 978-
5-534-00875-3. — Tekcr : oanekrponHeid //  DOBC  IOpait [caiir]. —  URL:
https://urait.ru/bcode/433411 (nara obpamienus: 30.11.2019).

KanpoBoe nemonpoussozactBo: Haunnaem ¢ Hyms. Ayaut cBoumu cwiamu / U.B. XKypasnesa, M.B.
KypasneBa. - 2-e u3a. - Mocksa : HUL[ UTH®PA-M, 2014. - 184 c.: 60x88 1/16 + ( Jlom. mar.
znanium.com). - (ITpocto, kpaTtko, O6bicTpO). (0) ISBN 978-5-16-008986-7 - TeKCT : 3JIEKTPOHHBIM. -
URL.: https://new.znanium.com/catalog/product/417566 (nara obpamenus: 30.11.2019)

Tema 8. TPYIOBAS KHNXKXKA

3AJIAHUA
1. [TpoanamuzupoBats TpynoBoit koaexc PD, [IpaBuna BeneHus u XpaHEeHUS! TPYJOBBIX KHUKEK,
WHCTPYKIIMIO T10 3aMOJIHEHUIO TPYJAOBOM KHMKKH. BBISCHUTH MpaBuiia 3aBe/ICHUS U MOPSAIOK BEIACHUS
TPYJIOBBIX KHUXKEK.

2. 3anoiMHUTh OJIaHK TPYJOBOM KHUYKKU CBEJCHUSMH O paboTe U YBOJIbLHEHUU.

3. [Tpoananu3upoBaTh MPEUIOKEHHBIE KOMUU TPYJOBBIX KHHXKEK, OOBSICHUTh OLIMOKH B
o OpMIICHNY U BEICHUMU.

4. 3aperucTpupoBaTh OQPOPMIICHHYIO TPYIOBYIO KHUXKKY.

YKA3AHU 10 BBITIOJITHEHUIO 3AJTAHUN

1. N3yunte  TpynoBoi koxekc P®, IlpaBuiia BeneHHMsT M XpaHEHWS TPYIAOBBIX KHUXKEK,
MHCTPYKLHUIO II0 3aII0JTHEHUIO TPYIOBBIX KHUKEK .
Y CTaHOBHTB:

-3aKOHO/IaTeJIbHbIE W HOPMATHBHBIE IIOJIOKEHUSI O CTaTyce TPYAOBOM KHIKKE, IOpsIKEe ee
oopMIIeHUS U BEICHUS,

- HOpMaTHUBHbIE TPeOOBAHUS O AyOIUKATE TPYAOBOM KHUKKH;

- HOpPMAaTUBHBIC TpC6OBaHI/I$I O BKJIaJbIIIC K pr,llOBOﬁ KHHXKKCEC.
2. Vcnonb3ys NpeanoKeHHble MaTepuaibl JIeOBOW MIpbl M MaTepuanbl 3aHATHH O
AOKYMCHTHPOBAHUU IIPpUCMA, IICPEBOAA, YBOJbHCHUA BHCCTU COOTBCTCTBYIOUIUC 3allMICH B TPYAOBYIO
KHUDKKY.
3. W3yunth mpenioxKeHHbIe KOMHUU TPYAOBBIX KHUXKEK, BBIIBUTH OHIMOKM B O(OpPMIIEHUH U
UCTPABJICHUAX HA TUTYJIHHOM JIUCTE, B pazjiene «CBeneHus o padboTe».

KOHTPOJIBHBIE BOITPOCHI

1. B kakoii cpok JoKHA ObITh 3aBelieHa TPYJOBasi KHIKKA MPH MOCTYIJICHUH pabOTHHKA Ha padoTy
BIIEpBBIE?

2. B xakux cimyyasix KaJapoBas ciay’k0a HMMeeT MpaBo BbIJIATh AyOJIMKAT TPYIAOBON KHUKKU?

3.B kakoit cpok mocine yBoJIbHEHHUs paOOTHUKY BBIIAETCS TPYAOBask KHMXKKa?

4. Kax oopmiisiercs Bbl1aya BKJIaIbIIa K TPYAOBON KHUKKE?

5. Kakoe cTpykTypHOE Moipa3/ieJieHle OpraHu3aliy XpaHUT OJIaHKU TPYOBBIX KHM)KEK U BKJIAbIILIEH
K HUM?

6.Kak ncnpaButh ommoOKu, 0OHapyKEHHbIE HA TUTYJIHHOM JIUCTE TPYIOBON KHMKKH?

7.Kak ucnpaBuTh OmmOKH, 0OHApYKEHHBIC B 3aMIOJIHCHUH pasneinia «CBeneHus o padbore»?

NCTOYHUKHU

Tpynosoii konekc Poccuiickoii @enepauuu. [Ipunsrt rocynapcrsentoit Jymoit 21 nexadps 2001r.
Il [Dnextponnsrii pecypc]. — M., 2019. — Pexxum goctyma:http://www.consultant.ru.
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[IpaBuna BeneHus U XpaHeHUs TPpyJAoBbIX KHIDKEK. (yTB.IlocTtanoBnenuem IlpaButensctBa PO ot
16 ampenss 2003 r. Ne 225 // [Onexktponnsli pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.
WNHcTpyKIus 1O 3aloHEHUI0 TPYAOBBIX KHIDKEK (yTB. IlocTtaHoBimenmemM MuHucCTEpCTBa Tpyaa U
conranibHOro pa3Butus Poccuiickoit ®eneparmuu ot 10 oxTadps 2003r.). 3aperucrpupoBaHa
MunucrepcrBoM toctunuu Poccuiickoit @enepannn 11 Hos0ps 2003 1. Ne 5219. // [DnexTpoHHBIHA
pecypc]. — M., 2019. — Peskum moctyma:http://www.consultant.ru.

JIMTEPATYPA

I'moroBa C.A. TenaeHuuHu pa3BUTUS KaJApPOBOrO MACJIONMPOM3BOACTBA B paMKax MPOTrpamMMbl
"Hudposas sxoHommka" [DnekrponHbiii pecypc] /I'moroBa CBernana AnekcanapoBHa; CBeTiaHa
A. I'motoBa // YnpaBineHue JoOKyMeHTaMHu B UGpPoBOH sKoHOMUKE. - MockBa : PITYVY, 2019. - C. 98-
103. - Pexxum moctymna : http://elib.lib.rsuh.ru/elib/000013245.
KanpoBoe nenonpoussoactBo: Haunnaem ¢ Hyns. Aynut ceoumu cuinamu / U.B. XKypasnea, M.B.
XKypasnesa. - 2-e uzna. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16 + ( [om. mart.
znanium.com). - (TTpocto, kpatko, 661cTpo). (0) ISBN 978-5-16-008986-7 - TekcT : 3JIEKTPOHHBIN. -
URL.: https://new.znanium.com/catalog/product/417566 (mara o6pamenus: 30.11.2019)
[TaBnosckas, O. HO. IIpaBoBoe oOecrnieueHne KaJpoBOro JIEJIOMPOU3BOJICTBA : yueOHOEe mocodue ams
By30B / O. O. IlaBnoBckas. — Mocksa : MsmarensctBo IOpaiit, 2019. — 213 c. — (Bsicmiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Texct : anextponnsiii / ObC IOpaiir [caiit]. — URL:
https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).
Tema 9. CHCTEMATU3ALIUA JOKYMEHTOB KAJIPOBOM CJIYKBBI.

3AJIAHUSA

1. Tlpoananusupyiite HOMEHKIATYpY Jen KaapoBoi ciayx0bl 3AO “Beimmen”.

2. CocraBpTe TPOEKT HOMEHKIATYphl 1en otaena kaapoB 3A0 “BeiMmen” Ha clienyromui
KaJIeHJapHBIHA TOJ.

3. Tpoanamusupyiite TpeOOBaHWE 3aKOHOAATENBHBIX M HOPMATHUBHBIX JTOKYMEHTOB K COCTaBYy
JOKYMEHTOB JINYHOTO JIENa.

4. Cdopmupyiite nuunoe aeno corpyaHuka 3A0 “BeiMmen” um cocTaBbTe BHYTPEHHIOI OMNHCH
JOKYMEHTOB JINYHOTO JIENa.

YKA3AHUS 10 BBITIOJITHEHUIO 3AJIAHUN

1. C yueroMm TpeOOBaHMU HOPMATHUBHBIX JIOKYMEHTOB INPOAHATU3UPYHTE HOMEHKIaTypy Aen 3A0
“BpiMmien”, ompeaensisi ee BHJ, KJIACCH(PHUKAIMOHHYIO CXeMy, OCOOCHHOCTH (OPMYIHPOBAHUS
3aroJIOBKOB, HCTOYHMKA M TPaBWIBHOCTh YCTAHOBJIEHHsS CpPOKOB XpaHeHus. Omnpenenure
repexosIue Aeiia, BKIIOYEHHBIE B Ty HOMEHKJIATYPY.

2. Ha ocHoBe TpeOoBanuii OCHOBHBIX NpaBWJI pabOTHl apXWBOB OPraHW3aMid ¥ THUIIOBOTO IEPEUHS
yIPaBIEHYECKUX JOKYMEHTOB CO CPOKaMHM XPaHEHMsI COCTaBbTE IPOEKT HOMEHKIATypbl aen 3A0
“Bpimnen” Ha ciexyromui kaneHaapHelid rof. [Ipoekt odpopMuTe B COOTBETCTBUU C YCTAHOBICHHBIM
MIOPSIAKOM.

3. Hzyuurts Yka3 [Ipesnnenta PO Ykas [Ipesunenta Poccuiickont @enepanunm ot 30 mast 2005 . Ne
609 «O mnepcoHaJBHBIX JaHHBIX TIOCYJAPCTBEHHOIO TIpakJaHCKOro ciyskamiero Poccuiickoin
denepanuy W BEACHUU €ro Ju4yHOro aena» W3yunte p.8 TumoBoro mepeuyHss ynpaBlIeHUYECKHUX
JOKYMEHTOB U OIPENEIUTh COCTAaB JJOKYMEHTOB JINYHOTO JieJIa pabOTHHKA.

4.Vcnonb3yst JOKyMEHTBI, pa3pabOTaHHbIE Ha MPEIbIAYLINX 3aHATUAX, CHOPMHUPYHTE JUYHOE €0
pabOTHHKA C y4ETOM YCTAHOBIICHHBIX HOPMATUBHBIX TpeOoBaHuid. [y chopMUpOBAHHOTO JTUYHOTO
JieJIa COCTaBbTE BHYTPEHHIOIO OIIUCH TOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCDI
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1. KakoBo Ha3HaYeHHE HOMEHKJIATYPHI JIe] B KaJIpOBOM ciTyx0e?

2. KakoBbl TpeOoBaHus K (HOpPMYyTMPOBKE 3aroJiOBKOB  JIOKYMEHTOB IO JIMYHOMY COCTaBy B
HOMEHKJIaType j1en?

3. Tlepeuncaure cocTaB JOKYMEHTOB JIMYHOTO Jielia PaOOTHHUKA; TOCYIaPCTBEHHOTIO CITYXKAaIIEro.

4. Kak ormpenensroTcs CpOKH XpaHEHHS KaJPOBBIX JOKYMEHTOB?

5. Kakas ciyx6a B opraHusaiyu A0DKHA pa3padoTaTh HOMEHKIIATYPY A€ KaIpOBOH CIIyKObI?

6. Kakre 0coOeHHOCTH XapaKTEPHBI ISl HOMEHKJIATYPHI A€ KaJIpOBOH CITy>KObI?

NCTOYHUKU

Vka3 Ilpesunentra Poccutickoii ®enepanuu ot 30 mas 2005 r. Ne 609 «O nepcoHaJIbHBIX JaHHBIX
roCy/IapCTBEHHOI'O TpakIaHCKOro ciyskamiero Poccuiickoit @enepanv M BEIEHUH €r0 JIMYHOIO
nena» // [Dnextponusiit pecype]. — M., 2019. — Pesxxum noctyna:http://www.consultant.ru.

IIpuka3 PocapxuBa ot 23.12.2009 N 76 "OO6 yrtBepkaeHnH MeTOAMYECKUX PEKOMEHAAIMHN TI0
pa3paboTKe WHCTPYKIMKA MO JEIOMPOU3BOACTBY B (eAepalbHBIX OpraHax HCIOJIHUTEIBHON
Biactu"//[DnekTponnslii pecypc]. — M., 2019. — Pesxum noctymna:http://www.consultant.ru.

[lepeyeHb THIOBBIX YNPABICHYECKUX AapPXUBHBIX JOKYMEHTOB, OOpa3yloIUXcs B Ipolecce
NEeSITeIbHOCTH TOCY/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPABIIEHUS M OpPTaHM3allHi, C
yKazaHueM CpokoB xpaHeHus. M.,2010// [Dnextponsbiii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

JIMTEPATYPA
beikoBa T.A. JloKyMEHTaIMOHHOE OOECICYCHUE YIpaBlieHHs (JEIONMPOU3BOICTBO) [DIEKTPOHHBIM

pecype] : yae6noe nmocodue / T. A. beikoBa, T. B. Ky3nenosa. - 2-e u3z., nepepad. u gom. - Mocksa :
Hudpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL http://znanium.com/go.php?id=942800.

9.2 MeToauueckue PEKOMEHIAHUHU MO MOATOTOBKE MNUCbMECHHBIX paﬁoT

[TucemenHsie paboThl (pedepaThl, PEIeH3UH) MPOSBISIIOT KaK TEOPETUYECKUE 3HAHUS, TaK U
IIPAaKTUYECKU HAaBBIKM CTYJIEHTOB. Teopusl moapa3yMeBaeT 3HAKOMCTBO C IOHSATHUAMU «JOKYMEHT,
«MCTOPUYECKUH MCTOYHUK», «IOKYMEHTaJbHas MyONuKamus» M JAp. U HMX KiIacCU(UKALMSIMHU.
[IpakTHyecKkre HaBBIKM 3aKJIIOYAKOTCS TAaKK€ B YMEHUHM IOATOTOBUTH HAa IPAKTUKE, B KadeCTBE
MPWIOXKEHNUs K paboTe, NOKyMEHTAJIbHYIO0 MyOJIMKalMio, OLEHUTb M IPOAHATIU3UPOBATH YKE
UMEIOIIMECs U3JJaHNs, a TAK)Ke IPaMOTHO U3JI0XKHUTh Pe3yJbTaThl CBOUX HAOIIOACHUN B COOTBETCTBUU
¢ npaBuamMu o(opMIIeHUS KBaTU(UKALMOHHBIX padoT.

[Ipu BbIOOpe TEMBI HCCIENOBaHMA, a TaKKe MpeaMeTa U OO0bEeKTa H3Yy4eHHUs CledyeT
OpPUEHTHPOBATHCS HAa YK€ MMEIOLIUICS B 3TOM Jeie omnbIT. PaboTsl mo apxeorpadguu Moryt OBbITH
MOCBAIIEHBI BOMpPOCAaM TEOPHH, HCTOPUU WIM METOIUKU apxeorpaduu. TeopeTmueckue acmeKThl
CBSI3aHBI, KaK NPaBUJIO, C TpaHMUIIAMM apxeorpaduu Kak HAy4HOM TUCIUIUIMHBI, €€ 3aJadyaMu U
COOTHOILIEHUEM C JPYTMMH JUCLUIUINHAMY U HAIIPaBICHUSMH.

Hctopust apxeorpaduu BKIIOYAET aHAIU3 HM3AAHUM HCTOYHHMKOB OINpPEAETIEHHBIX BHJIOB WIIU
3MOX, WM HMCTOYHHUKOB, OOBEIMHEHHBIX TEMaTHUECKH. BO3MOMXKHO Takke paccMOTpeHHE BKJIajga B
apxeorpaduio OTAeNbHO B3ATOT0 JIMIA WIN YUPEKICHUS.

MeTtoanueckie acreKThl MOAPa3yMEBAIOT M3YYEHHs OTAEIbHBIX ATANOB apxeorpaduueckon
paboThl, TaKMX, HAIlpUMeEp, Kak IMepeaaya TeKCTa MCTOYHMKOB WJIM BBIOOp TecTa Ajsl MyOIMKaIuu.
[Ipobnembl, CBs3aHHBIE C COJCPKAHMEM pAcCMAaTPUBAEMBIX H3JaHUH (TO €CTh OMyOJIMKOBAaHHBIX
HMCTOYHUKOB), TaK)K€ MOTY COCTaBJISTH MpeAMET sl u3ydeHus. B onHoi BbImyckHOW paboTe Ha
IIPaKTUKE BO3MOYKHO COYETAHUE CPA3y HECKOJIBKUX MTOAXO0I0B.

XpOoHOJNIOrHYeCKHe M TeMaTHYeCKHe T'paHUIbl IpU BbIOOpe Tembl paboThl Mo apxeorpaduu
JOCTaTOYHO IIUPOKH, YTO MO3BOJSET JOCTATOYHO JIETKO NPUOJIM3UTh MX K HAYYHBIM HHTEpecam
CTYJICHTA.

[Ipn wanucanuu pa®oOThl BHauaje, KaK MpPaBWJIO, CTYJEHT Ha OCHOBAaHUU CBOETO
[IEPBOHAYAJILHOTO 3HAKOMCTBA C MCTOYHMKAMHU M JIUTEPATypOll M IpPHU KOHCYJbTALlMU C HAyYHBIM
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PYKOBOAMTENIEM OTpEISIseT OOIIYI0 HCCIEAOBATEIbCKYI0 MPOOJieMy, PEIICHUI0 KOTOpoil Oymer
MOCBAIIEHA €ro padoTra. B TekcTe 3aKOHYEHHOT0 UCCIIEI0BAHUS 3Ta podiIemMa T0HKHA OBITh BUIHA U3
Ha3BaHMs paboOThI, ee 00beKTa M mpeamera. [ yToOuHeHMs HampaBieHUS JAIbHEUIINX IEHCTBUIL
CTYACHTY CJEIYET, C yU€TOM BHIOPaHHOTO F'€HEPATIBLHOTO IIYTH, 00Jiee OCHOBATEIHLHO O3HAKOMUTHCS C
HMCTOYHUKAMU M JIUTEPATYypOH MO MHTEPECYIOIIMM ero mnpobiemam. Pe3yiabTaTtoM 3TOro 3HaKOMCTBa
ABJICTCA  COCTABJICHUC CTYACHTOM IIJIaHA paGOTBI U MpCABAPUTCIIBHOIO BapuaHTa CIHCKa
UCIOJIb30BAHHBIX HMCTOYHUKOB W JUTEepaTyphl. W miaH, ¥ CHHCOK COTJIACOBBIBAIOTCA C HAYYHBIM
pykoBoautesneM. JlaJbHEWIINE IEHCTBUS CTYACHTA 3aKIIOYalOTCs B PEIICHUU IIOCTABJICHHBIX UM
3anad. [Ipu 5T0M HEOOXOAUMO YUUTHIBATH CIEIYIOIINE MOMEHTHI.

JIrobass mucbMeHHasi paboTa MMEeT OINpPENeNeHHBI COCTaB: TUTYJBHBIH JIUCT, OTJIABJIICHHUE,

BBEJICHUE, TJIaBbl, 3aKIIOYEHUE, CIIMCOK HCIOJIb30BAHHBIX MCTOUYHHUKOB U JIUTEPATYpPbl, MPUIOKCHUS
(BO3MOXKHBI).
Kaxxnas coctaBHas yacTh pabOThl UMEET CBOIO CTPYKTYPY U CTPOHMTCS B COOTBETCTBUU C HAyYHOU
JIOTUKON M (opMaNbHBIMU TpeOoBaHusMH K odopmiieHuto padbor. Hambomee crporo coOromarores
TpaJUILIUM HAIMCAHUS BBEJICHUS, KOTOPOE TPAJUIIMOHHO UMEET CIEAYIOIINUE pa3leibl: aKTyalbHOCTh
TEMBl HCCIICIOBAaHUS, HMCTOYHHKH HCCIEeNOBaHMs, ucTopuorpadus. Paccmorpenue storo 0Ojoka
BBEJICHUS OmpefenseT 00beKT, MpeaMeT, el U 3aJaud paboThl, a TakkKe METOAbl MCCIEIOBaHMUS,
Hay4YHYIO HOBU3HY M CTPYKTYpy paboThl. [lopsaok pa3nenoB B HEKOTOPHIX CIydasX MOXKET MEHSIThHCA,
HO HMX Halmuyue o0s3aTelbHO BO BBeAeHUM K pabote. [lpu wu3n0kKEeHHH pE3yJIbTaTOB CBOETO
HCCIIEIOBaHMs CTYJIEHT JOJDKEH BIIAJIeTh HEOOXOIMMOM KyJIbTYpOll HUTUPOBAHUS, KOTOpas 03BOJISIET
CTPOTO OTIEJSATH BBIBOJBI aBTOpa OT HAOMIOACHUN U (PaKTOB, 3a(DUKCHPOBAHHBIX B HCTOUYHUKAX U
JuTeparype. Tonbko Tako IIoaAXod ITO3BOJIACT BIIOJIHE OLICHUTH CTCIICHb HOBU3HBI U 3HAYUMOCTU
paboTtsl. B 3akmoueHnn k paboTe B 11eJ0M (a Takke B 3aBepIlIaroluX ad3amax B KOHIIE IJ1aB) JTOJKHBI
OBITh MPHUBEICHBI BBIBOBI, K KOTOPHIM CTYJCHT MPHILEI B Pe3yJIbTaTe MPOBEACHHON paOoThl. BBIBOABI
JIOJKHBI OBITH apTYMEHTHUPOBAHBI.
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IIpunoxenne 1. AHHOTAITHSA
paboueil mporpaMMbl JUCIUTTHHBL

AHHOTAIIUS PABOYEM ITPOT'PAMMBI JTUCIHUILIAHBI

Jucuunnuza «KagpoBoe 1enonpou3BoJCTBO» peanu3yercs Ha (akyJIbTeTe apXUBOBEICHUS U
JOKYMEHTOBeIeHUs] Kadeapoil TOKYMEHTOBEACHHUS, ayIMOBH3YalIbHbIX M HAyYHO-TEXHHUYECKUX
apXHBOB.

[enp quCHUIUIMHBL: U3yYEHHE OCHOBHBIX IIPaBUJI JOKYMEHTHUPOBAHUS TPYIOBBIX OTHOLICHUN B PO u
opraHu3anuu paboThl ¢ JOKYMEHTaMHU I10 JUYHOMY COCTaBY.

3ajgauu :

J O3HaKOMHUTH CTYJIEHTOB C OCHOBHBIMH IIPaBOBBIMH aKTaMH B cdepe  KaapoBOTO
JIeJI0TIPOU3BOICTBA;

J CdhopMupoBaTh KOMILJIEKCHOE IPEACTaBICHHE O COCTOSHUM COBPEMEHHON CHCTEMBI
JOKYMEHTAIUH 10 JUYHOMY COCTaBY;

J JlaTb XapakTEepUCTHKY O0O0s3aTeIbHBIM, YCIOBHO-0053aTElIbHBIM M PEKOMEHyEeMbIM
JTOKYMEHTaM KaJIpOBOi CITyKOBbI;

J Omnwucate 0OCOOEHHOCTH COCTAaBJICHUS M O(GOPMIICHUS JIOKAJIBHBIX HOPMATHBHBIX aKTOB,
periIaMeHTUPYIOIUX AeITEeIbHOCTH KaJPOBBIX CIIYXO0;

J BbIsBUTH OCHOBHBIE IOKYMEHTHPYEMBIE 3aJ]au KaJpOBOil C1ykOBbI;

J VYCTaHOBUTH COCTaB JOKYMEHTOB I10 OCHOBHBIM JOKYMEHTUPYEMBIM KaJpPOBBIM
pouenypam;

J [TomaroBo onucarh MOPSAAOK JOKYMEHTUPOBAHHS STHX MPOLEAYD;

. CdopmupoBaTh HaBBIKM COCTaBIEHUS U O(QOPMIICHUS [IOKYMEHTOB IO JIMYHOMY
COCTaBYy;

J OOy4nTh OCHOBHBIM TE€XHOJIOTHYECKUM TPHEMaM JIeJIOMPONU3BOICTBEHHBIX OIIEPAINi;

o O3HaKOMHTH C HOPMAaMH W TPAaBWJIAMH CHUCTEMATH3allMd W XpPAHEHUS JTOKYMEHTOB TIO

JIMYHOMY COCTaBY.
Z[I/ICL[I/IHJ'II/IHEI HaIlpaBJICHA Ha (I)OpMI/IPOBaHI/Ie CIICAYIOIHNX KOMIIETEHITHI:

OIIK -2. Cioco0eH HaXOAUTh OPTaHU3AIMOHHO-YIIPABIIEHYECKUE PEIICHUS IIPU PEIICHUH 3a/1a4 B
cdepe cBoeil mpodeccuoHaTbHOM IS TEIIbHOCTH.
YK-11. Crioco6eH ¢popmMupoBaTh HETEPIUMOE OTHOIIEHHE K KOPPYIIIMOHHOMY MOBEICHUIO

B pesynbrare 0CBOCHUS TUCIUIIMHBI 00YYaIOUUiCs JOKEH:

3namo:

J COBPEMEHHYI0 3aKOHO/IaTEIbHYIO0 U HOPMaTHUBHO-TIPaBOBYIO 0a3y, periaMeHTHPYIOUIYIO
paboTy ¢ KaJpoBOH JOKYMEHTAIHEH;

OCHOBHBIE NTPOOJIEMBI COBPEMEHHOT'O KaJpOBOTO JETIONPOU3BOICTBA;

cneun UKy KaJpoBoil TOKYMEHTALlMU B FOCYIapCTBEHHON M HEroCyapCTBEHHOM cepax;
coCTaB 00s13aTeIbHBIX JJOKYMEHTOB KaJIpOBOil CITyKOBI;

NOPSIOK TOKYMEHTHUPOBAHMSI KaJIPOBBIX MPOLENYP, CPOKU U3JaHUS JOKYMEHTOB;
TpeOoBaHUS K OPOPMIICHHIO TOKYMEHTOB I10 JUYHOMY COCTaBY;

TEXHOJIOTHIO Pa0OTHI C TOKYMEHTaMHU KaJpOBOil CIIy>KOBI;

MOPSAIOK BEACHUS JIMUHBIX Je]l paOOTHUKOB;

IIpaBUJIa CUCTEMATH3AIMH U XPAHEHUS JOKYMEHTOB I10 JINYHOMY COCTaBYy.

Ymems:

J paboTaTh C HOpMATUBHO-TIPaBOBOI 0a30ii B cepe KaApOBOro IEIONPOU3BOJICTBA;

. NPUMEHSATh HOPMBI TPYIOBOTO TpaBa, Kacalollrecs KaapoBOil TOKyMEHTAIIUH, Ha MPAKTHKE;
. OpPraHU30BBIBATH PA0OTY KaIPOBOU CITYKOBI;
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o COCTaBISATh M O(hOPMIISTE JIOKATbHBIC HOPMATUBHBIC AKThI KAJPOBOU CITYkKOBI;

J MIPOBOAMTH BECh KOMILJIEKC paboOT MO TOKYMEHTUPOBAHUIO OCHOBHBIX KaJIPOBBIX MPOLIEYP;

J MPaBUIBHO 0QOPMIISATE U OQOPMIISTH OTJENbHBIE KaAPOBBIE JOKYMEHTHI;

J OpraHu3oBaTh paboTy ¢ KaApOBOM TOKyMEHTALMEH B OPraHU3aIMIX U YUPEKACHUIX
Pa3IMYHBIX OPTraHU3AIMOHHO-TIPABOBBIX (HOPM.

Bnaoemy:

J aHaJlM3a TPaBbIX aKTOB, BBIABICHUS HEOOXOAMMOHN perlaMeHTUpYIoLleH HHpOopMaIu O
JOKYMEHTHPOBAHHUU TPYAOBBIX OTHOIICHHIA,

J paboTHI C TUIIOBBIMHU M YHU(PUITUPOBAHHBIMU (DOPMaMU JOKYMEHTOB;

J COCTaBIICHUS PA3IUYHBIX BUJOB JOKYMEHTOB, OGOPMIISIONIMX TPYAOBHIC OTHOIICHHS C
paboTHUKAMU;

J COCTaBIICHUS JIOKALHBIX HOPMATUBHBIX aKTOB, PETIAMEHTHUPYIOIIUX padoTy KaapoBOi
CITyXOBlI;

. MOJICJTMPOBAHUS YMPABICHUECKUX CHUTYyallMid IO BOMPOCAM JOKYMEHTHPOBAHMS TPYJIOBBIX
OTHOIIICHUI;

. paboThI ¢ KapOBOM IOKYMEHTAIIUEH;

J CHCTEMaTH3alUX KaJAPOBOH TOKYMEHTAINY M OPTaHU3alUH €€ XPaHCHHUS.

[lo nucuumuvHe nperycMOTpEeHa IPOMEXKYTOUHas aTTecTalus B popme dK3aMeHa.
OO01w1ast TPyA0EMKOCTb OCBOCHHUS AUCLHUIUIMHBI COCTABIISACT 4 3a4ETHBIX €MHHULIBL.



