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IosicHuTeNLHAA 3aNINCKA

1.1. Heas ¥ 3a7a9u AU CIUILINHBI

ens qucHUNIMHBL - COPMUPOBATH Y CTYJICHTa KOMIICTCHITUH, TTO3BOJISIONINE €My BBITIOJIHITH BECh
KOMIUIEKC paboT MO KaJpOBOMY JEJIONPOM3BOJCTBY, TOJATOTOBUTH BBITYCKHHKA, BJIQJICIOIICTO
HaBBIKAMHU BEJCHHS KaJpOBOTO JEIOMPOU3BOJACTBA, CHOPMUPOBATH KOMILIEKCHOE MPEICTABICHUE O
CUCTEME JOKYMEHTAIMH 10 JTUYHOMY COCTaBY.

3amaun JUCLUILINHEGL.

J Jlatb npeacraBieHne 00 ypoBHE periaMeHTaluy KaJpoBOTro JeJI0npou3BoicTBa B PO;
J HayuuTs cTyneHTa coctaBiarh U opOpPMIIATh OpraHU3aI[MOHHBIE KaJPOBBIE JOKYMEHTHI;
J Hayuuth crynenTa 10KyMEHTHUPOBATH OCHOBHBIE KaJIPOBBIE MPOIEAYPhl B COOTBETCTBUU

C Tp€6OBaHI/IHMI/I 3aKOHOJAaTCJILCTBA,

L4 Hay‘II/ITb CTyACHTa OPraHnU30BbIBATH pa60Ty KaﬂpOBOﬁ CJ'Iy>K6BI, COCTAaBJIATH JIOKAJIBHBIC
HOPMATUBHBIC aKThbI, PETIIAMCHTUPYIOINHE €€ ACATCIbHOCTD.

L4 O6y‘lI/ITB OCHOBHBIM TCXHOJIOTMYCCKHUM IIpHEMaM IOCJIOIIPOU3BOACTBCHHBIX onepaunﬁ,

oprann3alv XpaHCHUA KaI[pOBOﬁ JOKYMCHTAlUU.

1.2. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHUsI 10 TUCUHUIIJIMHE, COOTHECEHHBIX €

HHAUKATOPaAMHU JOCTUKCHU S KOMIIeTeHI Uil

Komnerennus HNuauxkaropsl Pe3yabTarsl 00yueHus
(xon " KOMIIETEeHIM I
HaMMEHOBaHME) (ko 1 HAUMEHOBaHUe)
YK-11 - Cnocoben | YK-11.3 — Brnagets 3HaTh:
dbopmMupoBarthb HaBBIKaMU pabOTHI ¢ - HOpPMaTHBHO-TIPaBOBYI0 0a3y KaJpOBOTO
HETEPIUMOE 3aKOHOJATEJIbHBIMU U nenonpoussojicTea B Poccniickoit denepanuu;
OTHOIIIEHUE K | IPYTUMH HOPMATUBHO- | - TMOPAIOK MPUMEHEHUS HOPM TPYJIOBOTO
KOPpPYIUIHOHHOMY | IPaBOBBIMH aKTaMH MpaBa;
MIOBEJICHUIO YMerTs:

- pabotarb C  TPABOBBIMH  aKTaMH,
perIaMeHTUPYIOIUMHU BOIIPOCHI
JIOKYMEHTUPOBAHUS TPYJOBBIX OTHOIIEHUA U
paboThI C KaAPOBBIMH JOKYMEHTAMU;

- OIpenensaTh MO HOpMATHBHON 0a3e cocTaB

00s3aTeNbHBIX U YCJIOBHO-00S3aTeIbHBIX




JIOKYMEHTOB, OpOPMIISIFOIIINX ~ TPYJIOBBIC
OTHOILEHHS ¢ PaOOTHUKAMU;

Bnaners:

- HaBbIKAaMHM  aHajM3a [paBbIX  aKTOB,
BBISIBJICHHSI HEOOXOIMMO periiaMeHTHPYIOIICH
uH(pOpMAIIUK O TOKYMEHTUPOBAHUU TPYIOBBIX
OTHOIIEHUH W  pabore ¢  KaJapoBOWH
JIOKYMEHTaIIUEH;

- HABbIKAMHM TPUMEHEHUS HOPM TPYAOBOIO

mpaBa B MPOQPECCHOHATBHON IEATeILHOCTH.

OIIK-2 - Criocoben
HAXOJIUTh
OpraHU3aIMOHHO-
yIpaBJICHYCCKHE
peLeHHS TPH
pelcHUH 33/1a4 B
cdepe cBoeit
npodeCCHOHATLHON

ACATCIIBHOCTH

OIIK 2.2 — YMmeer
OpraHu30BaTh
JIEJIONIPON3BO/ICTBEHHYIO

U apXUBHYIO CIyXOy

3HAaTh:

- JleicTByIomEe  NpPaBOBBIE  AKTHI,
METOJIMYECKHE  pa3paboTKy, JOCTYITHBIE
MH(POPMALIMOHHBIE U 3JIEKTPOHHBIE PECYpCHI,
Jaromuye HHGOpMAIMIO O TOpPSIKE BEIEHUS
KaJIpOBOTI'0 JIEJIONPOU3BO/ICTBA;

- TpeboBaHusl HH(POPMALIMOHHOM 0€3011aCHOCTH
pu paboTe ¢ KaJpOoBOH JOKYMEHTAIUEH;
YMerTs:

- COCTaBJIATH JIOKAJIbHBIE HOPMATHUBHBIC aKTHI,
coJiepskalie TpeOoBaHUs K MHPOPMAIIMOHHOM
0e30macHOCTH JOKYMEHTalluU u
coJepxaleiics B uHpopMaluu;

- OCYILIECTBIIATh poeCCHOHATIBHYIO

ACATCIIBHOCTE Ha OCHOBC YCTAHOBJICHHBIX

METOAUK BCACHUA KaﬂpOBOFO
JIETIONIPOU3BOJICTBA;
Bnaners:

- JOKYMCHTHUPOBaHUA Ka)lpOBOI\/'I ACATCIIbHOCTH,
paboTBl ¢  KaapoBOM  JOKyMEHTAIUeH,
OpraHM3alliil €€ XpaHeHWsT Ha OCHOBAHHH
TpeOOBaHUI MPABOBBIX AKTOB, METOAMYECKUX
MaTepualioB W C YYeTOB oOecreueHus

COXPaHHOCTH U 0€30I1aCHOCTH MH(POMPALIHH.




1.3. MecTO TUCUMILIMHBI B CTPYKTYpe 00pa3oBaTeibHON MPOrpaMMbl

Hucuumnnuna (modyns) «KagpoBoe neiaonpou3BOACTBO» OTHOCUTCSA K 00s3aTelnbHOW yacTh OJ0Ka
TUCIUIUIMH y4e0HOTO IUIaHa Mo HampaBieHuto moAroToBku 46.03.02 «JlokymeHTOBeneHUE W
apXHUBOBEJICHHE.

JlJ1 OCBOGHHUSI TUCHUIUIMHBI (M00)/151) HEOOXOAUMBI 3HAHUS, YMEHUS U BIaJeHUs, cOpMUpPOBaHHBIC B
XOJIe HW3Y4YEHHS CIEeNyIOUIMX JAUCUUIUIMH U MPOXOXKICHHUS MPaKTHK: «J[OKyMeHTOBeIeHHE»,
«Opranusanus 1 TEXHOJIOTUs TOKYMEHTALIMOHHOTO 00ECTIEUEHUs! YIIPABICHUS.

B pesynprare OCBOCHHUS AUCHUIUTUHBI (M0OYV/sA) (POPMUPYIOTCS 3HAHWSA, YMEHHS W BIAJCHHA,
HEOOXOMUMBIE I UW3YYEHHUs CIEAYIIMX JucUuIUIMH: «HpopManuoHHbIE TEXHOJOTHH B
JOKYMEHTAIlMOHHOM O0ecleueHu yrpaBieHus», «OpraHu3allMOHHbIE OCHOBBI CTaHJIAPTHU3AIUU
o0ecrieyeHUsT  yOpaBIEHUS» W MPOXOXKICHUS  y4eOHOHW  TPAKTHKH:  O3HAKOMHTEIHHOU

(1enonpon3BOACTBEHHOMN).

2. CTpyKTypa AMCUMILIUHBI

O61as TpyA0EMKOCTh IUCLUHUILUIMHBI COCTaBiseT 4 3.e., 144 akagemMuyeckux daca (oB).

CTpyKTypa AUCHUILIMHBI /151 0YHO-3204HOI (popMBbI 00yUeHUs

O0bem JUCHUIIIIMHBI B (1)0pMe KOHTaKTHOM Da6OTBI O6y‘IaIOIJ_II/IXC$I C II€aarort4€CKMuMun pa6OTHI/IKaMI/I

u (WIK) IMLIaMy, TPUBJIEKAEMBIMH K pealiu3aluu 00pa3oBaTeIbHON MPOrpaMMbl Ha WHBIX YCIIOBUSX,

IIpU NPOBEIEHUHN YUEOHBIX 3aHITHUMA:

Cemectp | Tum yueOHBIX 3aHATUI KomnuectBo
9acoB
4 Jlexuun 24
4 Cemunapsl/nabopaTopHblie pabOThI 24
Bcero: 48

O0beM mTucIHITIHHEI (MOIYTIs) B (hOpME caMOCTOSITETbHON paboThl 00yJaromuxcs cocraBiser 96

aKkajieMu4yeckux qyaca(on).

3. Coaep:xanue IMCUMILIHHBI

Ne | HaumeHoBaHue pasaeJia Conepxanue

AUCHHUIIJIMHbI

1 | Beexenue [Ipeamer, 3a/1auu, coJiepaHue Kypca.




XapakTepUCTUKa COBPEMEHHOU CUCTEMBI KagpOBOU
JIOKYMEHTALUN. B3aumocss3b IIPOLIECCOB
YIPAaBIEHUS IIEPCOHATIOM € COCTAaBOM U IOPSIAKOM
GopMHpOBaHUSA  CHUCTEMbl  JOKYMEHTalMH 110
JUYHOMY COCTaBy. MecTo Kypca cpeau ApyTrux
Hay4HbIX  JUCHUIUIMH:  «JlOKYMEHTOBEIECHHEY,
«Oprasuszanus ¥ TEXHOJIOTHsS JTOKyMEHTALIHOHHOIO
o0ecrieueHus YIPaBIICHUS», «YrpasieHue
nepcoHanomy, « Tpynosoe npaBo» u ap. Mctounuku
U3Yy4EHHUsI Kypca. 3aKOHO/IaTeIbHbIE 1 HOPMAaTUBHO-
IIPABOBbIE aKThl, HOPMAaTUBHO-METOIUYECKUE

JAOKYMCHTHI. OTteuecTBEeHHAS I/ICTOpI/IOFpa(I)I/IH.

Pernmamenranusa
JIOKyMEHTUPOBaHUS KaJIpOBOU
NEeSITEIbHOCTH U PabOTHI C

KaJApOBbIMH JOKYMCHTaMMU.

38.KOHOI[3.T6J'IBHBI€ W HOPMATHUBHO-IIPABOBLIC aAKThI.

TpynoBont koxmekc Poccuiickonn @enepauuu Kak
OCHOBOM IIPaBOBOM aKT, ONPEIEISIIOIUN COCTaB U
HOPSI0K oopmnenus JIOKYMEHTOB o
YCTAHOBJICHHIO TPY/JOBBIX OTHOLICHUH U TPYIOBOM
JeSITEIbHOCTH PaOOTHHUKA. 3aKOHO/ATEIbHbIE AKThI
Poccun 0 AOKyMEHTHPOBAaHUM OTIENbHBIX CTOPOH
TPYAOBOW JEATEIBHOCTH pa3IUYHBIX KaTeropui
paOOTHUKOB. 3aKOHOJATEJIbHBIE AaKThl CYyOBEKTOB
Poccuiickoit  ®enepaunu, VYkasel IIpe3unenra,
[TocraHoBieHHSI M pacHOPSDKEHUs MPAaBUTEIbCTBA
Poccutickoii denepanuu.

HOpMaTI/IBHO'MeTOI[I/ILIeCKI/Ie JAOKYMCHTHI.

KpanuduxanroHHslit CIIPaBOYHUK u
npodecCHOHANIbHBIE CTaHJIAPThl, KaK OCHOBHBIE
HOPMAaTUBHBIE JOKYMEHTBI, pErJIaMEHTHPYIOIIHE
TpeOoBaHUS K KBATU(UKALMHU, 3HAHUSIM U YMEHUSIM
paboTHuKoB. OO1epoccuiickue Kiaccu(uKaTopbl

TEXHHKO-?KOHOMHUYECKOI )41 COIIMAILHOM




nH(pOpMAIIH, YCTAaHABIMBAIOIINE COCTaB U MOPSI0K
3aMO0JHEHUS KaJPOBBIX JOKYMEHTOB.

TunoBble  MepeyHH U CPOKU  XpaHEHHS
JIOKYMEHTaIluU 1o JTUYHOMY COCTaBy.
PerynupoBanue opranuzanuy apXuBHOTO XpaHEHUS
JOKYMEHTallMd MO0  JIMYHOMY  COCTaBy B
HOPMAaTHUBHO-METOIUYECKUX IOKyMeHTax Pd.
Pazpabotkn I'ockomcrara P® mno yHubpuKammm

(dhopM IEPBUYHON YUETHOH TOKYMEHTAIIUH.

Opranm3anuys padoThl KaJpOBOM

CITY OBl

CTpyKTyphsl KaJIpOBBIX CIIyx)0. YmHCICHHBIH U
JOJDKHOCTHOM  coctaB  ciy»kObl.  Hopmartusbl
BPEMEHU Ha pabOTHI IO yUETy KaJIpoB.

3amaun U QyHKIMH KaapoBoil ciryxObl. [Tomoxkxenue
00 otnene KagpoB (ympaBlieHWH, NeHmapTaMeHTe U
Ip.), KaKk OCHOBHOH HOPMATHUBHBIA JOKYMEHT I10
ONPEENICHUIO CTPYKTYpbl, YHMCIEHHOCTH, BH/OB
pabot storo nmonpasnenenus. [lopsaok pazpadboTkw,
coctaB  uHbOpMAlMU U  CTPYKTypa  TEKcTa
MOJIOKEHUSA. 3aKpeIJICHUE IMpaB, OTBETCTBEHHOCTH,
B3aMMOCBSI3EH OT/AENa KaJIpOB.

JIOJDKHOCTHBIE ~ MHCTPYKIMM, KaKk  OCHOBHOU
IIPaBOBOM  aKT, ONpEACISAIOMUNA  TPaBOBOE
MOJIOKEHHE pabOTHUKOB KaJpOBOM CIyXObl H
OpraHu3ainuio ux Tpyaa. Hasnauenue q0MIKHOCTHBIX
WHCTPYKIUH.

WHcTpyKIus 110 KaApoBOMY AEIONPOU3BOACTBY, KaK
OCHOBHOH UHCTPYMEHT MOBBIILICHUS
3¢ peKTUBHOCTH pabOTHl KaJIPOBBIX MOIPA3ICICHHUI
B c(epe KaJIpoBOro JeJIONPOU3BOICTBA.
Pernamenrtanust  paboTbl ¢  MEPCOHAJIOM B
JIOKaJIbHBIX HOPMAaTHBHBIX aKTax u
OpraHU3alMOHHBIX JIOKYMEHTax (ycraB
OpraHM3aiy, NpaBUiia BHYTPEHHEro TPYJIOBOIO

pacnopsaaka, MmoJIoKEHUEC O NMECPCOHAIIBHBIX NAHHBIX,




KOJUIEKTUBHBIN JJOTOBOP U . ).

CocraB KapoBOW IOKYMEHTAIIUH.
JIOKyMEHTHUPOBAHHUE TPYAOBBIX

OTHOIIIEHHUHN.

XapakTepucTuKa CHCTEMBI KaJpOoBOH
JOKYMEHTallud, €€ COOTBETCTBUE  OCHOBHBIM
3ajjauaMm 10 1Mo0opy, yUeTy U pacCTaHOBKE KaJlpOB.
OO0s3aTenbHas M yCIOBHO-00s3aTeNbHAsT KaJpoBast
JIOKyMEHTaLusl.

OpraHuM3allMOHHbIE  JIOKYMEHTbl  —  IITaTHOE
pacnucaHue, CTPyKTypa M IUTaTHAs YHUCIEHHOCTD,
rpaduK OTITyCKOB.

PacnopsinutenbHble  JOKYMEHTBI  —  NPHKa3bl
(pacmiopspkeHust) 1Mo JaMYHOMY coctaBy. OOrume
TpeOOBaHUS K OPOPMIICHHIO U CPOKAM ITOATOTOBKH.
NH(popMallnOHHO-CIIPAaBOYHbIE ~ JOKYMEHTBI ~ —
3asBJICHUS, NPEACTABICHUS, YBEIOMIICHUS, aKThI,
JIOKJIQIHbIE U OOBSICHUTENIbHBIE 3AIIMCKH.

VY4erHbie GOPMBI B UX HA3HAUYCHUE.

IIpuem  paGotHukoB Ha  pabory. CocraB
HEPCOHAIbHBIX JIOKYMEHTOB paboTHUKaA,
IPECTaBIsIeMbIX pabOTOAATENIO ISl yCTaHOBICHUS
TPYIOBBIX OTHOMIEHWH. TpynoBoM AOroBop -
3aKOHOJATEIbHOE 3aKpeIuleHHe TpeOoBaHWM K
CTPYKTyp€ TEKCTa, TOPSAKY COCTAaBIECHUA W
oopmieHHUS. IlonrotoBka u  odopmiieHHe
NpHUKa30B (paclopsukeHUui) o mpueMe Ha padorty.
AHKeTbl, aBroOWorpaduu, pesomMe U Jp.
JIOKYMEHTBI, 3aI10JIHsIeMbIE IIPH ITpHeMe Ha paloTy.

BHeceHue cBeieHNI B TPYJOBYIO KHWKKY U JINYHYIO
KapTOUYKy pabOTHHUKA.

JlokymMeHTHpOBaHWE JBWXEHUS KaapoB. Bunubl
nepeBogoB. CocraB M NOPSAOK  M3JAHUSA
JIOKYMEHTOB, 0(OPMIISIOLINX MPOLEAYPY MepeBoa.
Coneprkanne, OPSAIOK MOJATOTOBKH U O0(OpMIICHUS
IIPUKA30B (pacnopsixeHHi) 0 NEUSIIE

COTPYAHHKOB. [[OKYMCHTBI-OCHOBaHI/IH K IpUKazaM
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0 NEepPEBOJIE.

Bunst OTILyCKOB. ITopsimox odopmieHus
€XKEroAHOr0 OYepeqHOro OIUIAYMBAEMOr0 OTITYCKa.
I'paduk OTHmycKOB, cOCTaB, colep:KaHue, MOPSIOK
[IOJITOTOBKH u oopmienus IIPUKA30B
(pacniopsixeHuit) o IIPEIOCTABIEHUN OTIIyCKa.
Ilopsimok  mepeHoca  ormycka.  JIOKYMEHTBI-
OCHOBaHUS K MPHKa3aM 00 OTITyCKax.

[Topsimok odopmieHHsT KOMaHIMPOBOK — COCTaB
JOKYMEHTOB, O(QOPMIISIOIIUX  KOMaHIWPOBAaHHE
paboTHUKA, cOIEp)KaHHWE U TOPSIAOK IMOATOTOBKHU
MIpUKa3a 0 KOMaHJAUPOBKE.

Bunst  moougpenuit.  CoxepxkaHue,  MNOPSIOK
[OJITOTOBKH u oopmienus IIPUKA30B
(pactiopspkeHH) O TIOOUIPEHHH  paOOTHHKA.
JIOKyMEHTBI-OCHOBaHUS K MPUKa3aM O MOOLPEHUH.
Buapl nucuumimHapHbix B3bickanui. CopaeprkaHue,
NOPSAJOK TOATOTOBKM M O(QOPMIIEHHS IPUKA30B
(pactiopspkeHuil) O  B3bICKaHUU.  JIOKYMEHTBHI-
OCHOBaHMsI K  IpUKa3am O HaJIOKEHHUH
JUCLUIUIMHAPHOTO B3bICKaHMs. AKTBI 00 OTKa3bl
J1aBaTh OOBSICHEHUSI U 3HAKOMUTBCS C MPUKA30M.
[lopsnox mpoBeneHus arrecTalMi paOOTHHUKOB B
opranuzaiu. CocTaB JOKYMEHTOB, 0(OPMIISIOLINX
npouenypy. Coxnep:kanue, MOPSIOK MOATOTOBKU H
opopmileHHs ~ TNpHKa3oB  (pacmopsbkeHuil) 00
aTTEeCTallUU.

Ilopsimox yBonbHeHHsT paOOTHUKOB. OCHOBaHMSA
yBOJIbHEHUsI paboTHUKOB. COCTaB JOKYMEHTOB,
obopmisromux mporeaypy. Coaepxkanue, MOpsSI0K
MOJITOTOBKH u odopmiieHus MIPUKA30B
(pactiopsbkeHuii) 00 yBOJbHEHUH. JIOKYMEHTHI-

OCHOBAHHA K ITPpHUKa3aM 00 YBOJIBHCHHHU.

VY4er 1u4yHOrO cocrasa.

BI/I)II)I YUETHBIX IOOKYMCHTOB. JInanas KapTO4Ka

pabotauka (dopma T-2). coctaB wuHPOpMAIUH,
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MOPSAJIOK 3aII0JTHEHUS U BEJICHUS.
HopMmaTtuBHas u npaBoBas perjaMeHTalus Mopsiika
BefleHUss JM4HbIX Jen. OdopmieHue M BeleHHE
JIMYHBIX nel pPabOTHUKOB. Cocras u
II0CJIEZI0BATEIBHOCTD PACIIONIOKEHUS IOKYMEHTOB B
JIMYHOM JIEJI€.

TpynoBast KHUXKKa paOOTHUKAa Kak OCHOBHOM
JOKYMEHT O TPYIOBOW NEATEIBHOCTU U TPYAOBOM
ctaxke paborHuka. OdopmieHue U  BeJCHHE
TPYIOBBIX KHMXKEK W BKJIaAbled K HUM. llopsamok
BblJIaul AyOJuKaTa TPYIAOBOM KHMXKKU. YUeT H
XpaHEHUE TPYNOBBIX KHIKEK B OpraHW3aLUH.
OTBETCTBEHHOCTh paboTojAaTENsl 3a XpaHEHHE U

3al0JIHCHUC TPYAOBBIX KHUKCK.

Opranu3zanus paboThl C KaJAPOBBIMU

AOKYMCHTaMU

Perucrpanus NOKyMEHTOB IO JMYHOMY COCTaBy.
IIpaBmiia  peructpauum ¥ HUHIEKCHPOBAHHUSA
KaJpOBBIX JTOKYMEHTOB. PerucrpanuoHHbie (OpMBI
(TpamMUMOHHBIE U aBTOMaTH3MpoBaHHbIE). CocTaB
PEKBU3UTOB (IOJICH) Ul PErucTpaly pa3iIMyHbIX
BUJIOB JIOKYMEHTOB U MOPSI0K UX 3aII0JTHEHMUS.
Cucrematuzanus UM ONEpaTUBHOE  XpaHEHHUE
JIOKYMEHTOB TIO0 JUYHOMY cocTaBy. OcoOeHHOCTH
dbopMHpoBaHUs B Jiela JJOKYMEHTOB IO JUYHOMY
COCTaBy. IIpaBuiia CUCTEMAaTH3alNH
pacropsaAUTeNbHbIX JOKYMEHTOB, YYETHBIX (HopM,
TPYIOBBIX KHIKeK. CucreMaTusauus U XpaHEHUe
JIOKyMEHTOB-OCHOBAaHUH K IpUKa3aM.
Homenknarypa nen kajapoBoi ciyxObl. ITopsaok
HNOJArOTOBKM,  COCTaBICHMS U OGOPMIICHHUS.
[TpumepHass HOMEHKIATypa J1ed KaJpoBOil CIIyXOBbI.
[Tepexonsuue nena.

Cpokn  XpaHeHUs  KaJpoBBIX  JOKYMEHTOB.
ITonroroBka JOKYMEHTOB K C/1a4Y€ B apXUB.
OKcrnepTuza I€HHOCTH JOKYMEHTOB  KaJpOBOMU

CIY>KOBI, €€ HOPMAaTHBHO-METOJIWYECKas OCHOBA,
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opraHu3anusa U nopaaoK MPOBCACHUA.

Cocras JIOKYMEHTOB KaJpOoBOI CITYKOBI,

MOJJIeKAIIMX I[epefadye B  apXUB. [IpaBuna
MOATOTOBKHA JOKYMEHTOB IO JMYHOMY COCTaBy K
nepefaue B apxuB opranuzauuu. CocTtaBieHHE U
opopmieHHEe OMHUCH JOKYMEHTOB IO JIMYHOMY
coctaBy. llopAnok YHHUYTOXKEHHS IOKYMEHTOB C

HCTCKIIUMHU CPOKaMH XpaHCHUS.

4, OO0pa3oBaTte/ibHbIE TEXHOJIOTUH
Ne Haumenoeanue pazoena Buowt yueonoit pavomor | OopazoseamenvHovle meXHON0ZUU
n/n
1 2 3 5
1 |BBenenue Jlexnus 1. BBoanasg nexkus
CamocrosiTenbHas padoTa
KoncynpTupoBanue
2 |Permamenrarus Jlexumst 2. Jlekuusa ¢ nmpuMEHEHHEM Clan-
JIOKYMEHTHUPOBAHUS KaJIPOBOM IpOeKTopa
NesITebHOCTH U pabOThI C
KaJIpOBBIMH IOKYMEHTAMHU [IpakTuueckoe 3aganre  |3aHATHE C IPUMEHEHUEM
Nel pa3IaToOvYHOro MaTepruaia
(TpynoBoii KoJeKC, BBIAEPKKH U3
MIPaBOBBIX aKTOB)
CamocrosrenbHas pabota |KoHcynsTupoBanue
3 |Opranmzanus paboTsl kKagpoBoi |Jlexmus 3. Jlexuusi ¢ NpUMEHEHUEM craiii-

CITYKOBI

[IpakTrueckoe 3amanne

No2

IIPOEKTOPa, JHUCKYCCHUs

3aHATHE C IPUMEHEHUEM
pa3gaToYHOro Marepuaa
(BBLACPIKKH U3 MTPABOBBIX AKTOB,

MaTepuabl JeJI0BOM UIPbI — KEHC-
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CamocrosTenbHas pa60Ta

METO/T)

KoncynetupoBanue

CocraB kaapoBou

AOKYMCHTAIUU.

JIOKyMEHTHPOBAHUE TPYAOBBIX

OTHOIIIEHUH.

Jlexuus 4.

HpaKTI/I‘IeCKOG 3aJaHHuC

Ne3-7

CamocrosiTenbHas padboTa

[TpobneMHuas nexums ¢

MPUMEHEHHUEM CIIA-TIPOEKTOpa

3aHATHE C IPUMEHEHUEM
pa3gaToyHOro Marepuaina
(BBIOEPKKM U3 NPABOBBIX aKTOB,
MaTepuasl JeJI0BOM UIPbI — KEHC-

METO]T)

KoncynpTupoBanue

Yyer TUYHOrO COCTaBa.

Jlexuus 5.

[IpakTrueckoe 3ananue

Ne8

CaMocrosTenbHas pa60Ta

Jlexuusi, AucKyccus

3aHATHE C IPUMEHEHUEM
pa3laTOYHOro Marepuana
(BBIOEPKKH U3 MPABOBBIX aKTOB,
MaTepHUalbl J€TOBOU UTPhI — KEWC-

METO/)

KoHncyneruposanue

Opranu3zanus paboTsl ¢

KaJApOBbIMH JOKYMCHTaMU

Jlekuusa 6

HpaKTI/I‘leCKOG 3aJaHuc

Ne O

CamocrosiTenbHas paboTa

Jlexuusi ¢ pa360pOM KOHKPETHBIX

CUTyalHit

3aHATHE C IPUMEHEHUEM
pa3gaToOYHOro Marepuaia
(BBIOEPKKM U3 MPABOBBIX aKTOB,
MaTepuasl JeJI0BOM UIPbI — KEHC-

METO/T)

KoncynpTupoBanue
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B nepuox BpeMEHHOro NMPUOCTAaHOBJIEHMS IMOCELICHUs OOy4YarOIIMMUCSA NMOMEIIEHUN M TepPUTOPHH
PITY nns opranu3anuud y4eOHOro TIpolecca C MPUMEHEHHEM SJEKTPOHHOTO OOy4eHHus u
JTMCTAaHIIMOHHBIX ~ 00pa30BaTEeNbHBIX TEXHOJOTMH MOTYT OBITh  HCIIOJIB30BaHBl  CIIEAYIOIINE
o0pa3oBaTebHblEe TEXHOIOTHUU:

— BUJCO-JICKIINH;

— OHJIAWH-JIEKIIUY B PEKUME PEAIBHOTO BPEMEHH;

— DJIEKTPOHHBIC YUYEOHHMKH, Y4eOHBIC MTOCOOUS, HayyHbIC W3JIaHH B 3JCKTPOHHOM BHUJAE M JOCTYH K
MHBIM 3JIEKTPOHHBIM 00pa30BaTeJIbHBIM pecypcam;

— CHCTEMBI JUIsl DJIEKTPOHHOTO TECTUPOBAHHS;

— KOHCYJIbTAallMH C UCIIO0JIb30BAHHUEM TCICKOMMYHUKAIIMOHHBIX CPCACTB.

5. Ounenka IJIaHMPyeMbIX Pe3yJIbTATOB 00y4YeHHUS

5.1. Cucrema oneHUBaHUSA

Texymuii KOHTPOJb OCYLIECTBISETCS B BHUJE OLEHOK KOHTPOJIBHBIX pabOT M 3aJaHuil Ha
npakTudeckux 3aHATHsAX. KoHTponbHas pabora Nel BbIsBIASET 3HAHHE COCTaBa U IOPSIKa
oopmieHHs TOKYMEHTOB B XOJ€ OCHOBHBIX KaJpOBBIX HpoLexyp, U oueHuBaercs no 10 Oamnos,
KOHTpoJIbHast pabora No 2 mokas3blBaeT 3HAHUS CTYAEHTOB IO BOIPOCAM OpraHu3aluu padoThl ¢
KaJpOBOW JIOKyMEHTAIMEH U BBISBISIET TOTOBHOCTH CTYJCHTOB K MPAKTUYECKOW paboTe, OLIEHUBACTCS
1o 20 OamioB. MakcumainbHasi OLIEHKA BBIIOJHEHHS Ka)KJOro MPaKTUYECKOro 3aHATHUS — 5 0aiioB.
IIpoMexyTOUHBI KOHTPOJb 3HAHUM MPOBOIUTCA B (OpME HUTOrOBOM KOHTPOJIBHOW pPabOTHI,
BKJIIOYAIOIIEH TeOpeTHUEeCKre BOIPOCH! U MIPAKTUYECKOE 3a/1aHue, U oleHuBaercs 10 40 6amios.

B pesynbrare Tekymero M NPOMEKYTOYHOTO KOHTPOJS 3HAHMM  CTYJIEHTHl  IOJIy4aroT

COOTBCTCTBYIOIIIYIO OLICHKY 3a OK3aMCH.

Dopma Konmpons Makc. konuuecmeo 6a1106

3a oony pabomy Bcezo

Tekymuil KOHTPOIb:

- Konrponbhast padora Ne 1 (temsr 1-4) 20 6annos 20 6annos

- Konrponbhast padora Ne2 (temsl 5-6) 10 6annos 10 6annos

- IlpakTrveckue 3ananus (Tembl 2-6) 5 bannos 30 bannos
[IpomexyTouHast aTTecTarys 40 6annos
(oK3ameHn)

Hroro 3a cemecTp (IUCIUILITHHY) 100 6annos
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OrneHKa «yJOBIETBOPUTEIIBHO» BBICTABIIACTCS OOydaromemMycsi, HabpaBmemy ot 50 mgo 67 6annoB
0aJuIoB, OLIEHKA «XOPOIIO» BHICTABIIETCS oOyuaroieMycs, Habpasuiemy ot 68 10 82 6ayioB, oleHKa
«OTIIMYHOY» BBICTaBJIsIeTcss oOyuatomemycs, Habpasmemy oT 83 no 100 6amnoB, copMHUpPOBAHHBIX B
pe3yabTaTe CyMMHpPOBaHMs OajUIOB, IMOJYYEHHBIX IIPU TEKYIIEM KOHTPOJE M IPOMEXKYTOYHOM
aTTeCTallUH.

[Tosy4yeHHBII COBOKYIHBINA pe3ysbTaT KOHBEPTUPYETCS B TPAJAULMOHHYIO LKAy OLEHOK U B LKAy
oueHOK EBporeiickoii cuctemsl nepenoca u HakorieHus kpenutos (European Credit Transfer System,;

nanee — ECTS) B cooTBEeTCTBHM C TaOIUIICH:

[Ixana
100-6annpHas mkana | TpaguiuonHas mKana
ECTS
95 -100 A
OTJIIMYHO
83 -94 B
68 — 82 XOpOIIIO 3a4TEHO C
56 — 67 D
YJIOBJICTBOPUTEIHLHO
50-55 E
20-49 FX
HEYJIOBJICTBOPUTEIIBHO HE 3aUTCHO
0-19 F
5.2. Kputepuu BbICTAB/IEHUSI OLEHKH MO JUCHHIJINHE
Bamasl/ | Ouenka mo Kputepun oueHkH pe3yabTaTOB 00y4eHUsl M0 JUCHUILINHE
Hlkana | aucuunvHe
ECTS
100-83/ | otnmuno/ BricTaBnsercs oOy4daromemMycsi, €Cial OH TTTyO0KO U TPOYHO YCBOUI
AB 3a4TEHO TEOPETUYECKHI U MPAKTHUYECKUI MaTepHUal, MOKET

IIPOJIEMOHCTPUPOBATH 3TO HA 3aHITUSIX U B X0J1€ TPOMEKYTOUHOMN
aTTEeCTallUH.

OO0yuaromuiics ucuepnpIBaroIle 1 JOTMYECKH CTPOHHO M3jaraer
y4eOHBII MaTepuall, yMeeT yBSI3bIBATh TEOPUIO C MPAKTUKOM,
CIPABIISIETCS C pELICHUEM 3a/1a4 MPOoPeCCUOHATBHON HAPaBIEHHOCTH
BBICOKOI'O YPOBHSI CJIO)KHOCTH, PAaBUILHO 0OOCHOBBIBAET MPUHSTHIE
pelIeHusl.

CB060OHO OpUEHTHPYETCS B y4eOHOM 1 MpohecCHOHAIbHON
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Banael/
Ixana

ECTS

OneHka nmo

AUCUUILINHE

KpuTepun oueHku pe3yabTaToB 00y4YeHHs M0 TUCHUTIHHE

JuTepaType.

OreHka 1o JUCHUIUTMHE BBICTABIISIOTCS 00YYaIOMEMyCsl C Y4ETOM
pe3yJIbTATOB TEKYILEH U IPOMEXKYTOUHOM aTTeCTaluH.
Komnerennuu, 3akpeniéHHble 3a JUCUUIUIMHONW, COPMHUPOBAHBI HA

YPOBHE — «BBICOKHUI».

82-68/

xopomro/

3a4TCHO

BricTaBnsercs o0yuaromemycs, €CiIi OH 3HAeT TEOPETUUECKUN U
MPaKTUYECKUI MaTepuall, T[paMOTHO U M0 CYIIECTBY M3JIaraeT ero Ha
3aHATHUSAX U B XOJ€ MPOMEXKYTOYHOM aTTECTALlUU, HE JOITyCKasi
CyIIECTBEHHBIX HETOUHOCTEH.

OO0y4armuiicss TPaBUIHLHO MPUMEHSET TEOPETUUECCKUE TIOJIOKEHUS TTPH
peIIeHNH TPAKTHYECKUX 33124 MPOo(eCcCHOHATBLHON HATPABICHHOCTH
Pa3HOT0 YPOBHS CJIOXKHOCTH, BiIa/IeeT HEOOXOAUMBIMH JIJISl 3TOTO
HaBBIKAMH U IPUEMaMHU.

JlocTaTouHO XOPOIIO OPHUEHTUPYETCS B yUeOHOU U PO ECCHOHATHLHON
auTepartype.

OreHka 1o JUCIUILIMHE BBICTABISIOTCS 00y4YaromeMycst ¢ y4éTom
pPEe3yJIbTAaTOB TEKYILIEH U MPOMEKYTOUYHOM aTTECTALUY.

Kommnerenium, 3akperi€Huble 3a AUCIUTUTMHON, CHOPMUPOBAHBI Ha

YPOBHE — «XOPOLIUI».

67-50/
D,E

yIOBJICTBO-
purenbHo/

3a4TCHO

BrictaBnsiercs oOyuaromeMycsi, €ClId OH 3HaeT Ha 6a30BOM ypOBHE
TEOPETUYECKUM U IPAKTUIECKUA MaTEPHal, TOIYCKAET OTAEIbHBIE
OIIMOKY IPU €ro U3JI0KEHUH HA 3aHITHUSX U B XO/1€ TPOMEXYTOUHON
aTTeCTalUu.

OOyuaromuiics UCTIBITHIBACT ONpeAeTIEHHbIE 3aTPYAHEHUS B
IIPUMEHEHNN TEOPETHUYECKUX ITOJIOKEHUN MTPU PEIICHUH TPAKTHYECKUX
3a7ja4 Npo(ecCUOHANBHOM HAIIPaBIEHHOCTU CTAHIAPTHOIO YPOBHS
CJIO’KHOCTH, BJIJIe€T HEOOXOJMMBIMH JUIS 3TOr0 0230BBIMU HaBBIKAMH U
IPUEMAMH.

JleMOHCTpHpYyeT JOCTaTOUHBIM ypOBEHb 3HAHUS yUeOHOU JTUTEpaTyphl
0 TUCLUILINHE.

OI.ICHI(E[ IO JUCIHUIIIIMHE BBICTABJIAIOTCS 06yqa10meMyc;1 C y‘-IéTOM




17

Bamasl/ | Ouenka no KpuTepun oueHku pe3yabTaToB 00y4YeHHs M0 TUCHUTIHHE

Ikana | AucoMIIMHE

ECTS

pE3yJIbTaTOB TEKYIIEH U MPOMEXYTOYHOHN aTTeCTaluu.
Kommnerenmuu, 3akperiéHnble 3a JUCUUTUIMHON, CPOPMHUPOBAHBI HA

YPOBHE — «JIOCTATOYHBIN».

49-0/ HEYOBJIET- BricTaBnsiercs 00y4JaromeMycsi, €CIi OH He 3HAeT Ha 6a30BOM ypOBHE
F.FX BOPHUTENBHO/ | TEOPETUUCCKHUI U PAKTHYECKUI MaTepHal, JIOIyCKaeT rpyOblie OMIMOKH
HE 3a4TEHO IIPY €r0 U3JIOKEHUU Ha 3aHATHUIX U B XOAE IPOMEKYTOYHON
aTTECTALINH.

OO0yuaronuiicst UCIIBITHIBAET CEPhE3HBIE 3aTPYAHEHUS B IPUMEHEHUH
TEOPETUUECKUX MOJIOKEHUHN IIPU PELLIEHUH MPAKTUYECKUX 3a/1a4
npo¢ecCHOHATBLHON HAMIPABICHHOCTH CTAHIAPTHOTO YPOBHS
CJIO’)KHOCTH, HE BJIaJieeT HEOOXOMMBIMU JIJIsl 3TOTO HaBBIKAMU U
puEMaMu.

JleMoHCTpHpYET (hparMeHTapHbIC 3HAHUS YIeOHOU JINTEPATYPHI IO
JUCLIUILINHE.

OneHka 1o JUCHMIUIMHE BBICTABIIAIOTCS 00ydaromeMycs ¢ yuéToM
pe3yabTaTOB TEKYLIEH U IPOMEKYTOYHOU ATTECTALINH.

KoMnereHumn Ha ypoBHE «JIOCTaTOYHBIN», 3aKPEIUIEHHBIE 3a

JTUCITUTLINHOM, HEe COPMUPOBAHBI.

5.3. OueHounble cpeacrBa (MaTepuajbl) A8  TeKylIero KOHTPOJISL  yCIeBaeMOCTH,
NPOMEKYTOYHOM aTTeCTAUMHU 00y4YaIOIIMUXCH 10 MCIUIITTHHE

Bapuanmuvi konmponwvnoii padomor Ne 1
Bapuanr 1
1.B xakux ciydasix KajapoBas cioyk0a MMeeT MpaBo BbIAATh AyOJIMKAT TPyJI0BOM KHIDKKH? Kak aTot
JTIOKyMEHT oopmIsieTcs?
2.Ilepeuncnute BHIBI JOKYMEHTOB, IpHMEHsSEMble MpHU MepeBofe Ha Jpyryio padory. Kak
oopmIsieTcs KaxIblid U3 HUX?
3. HazoBuTe 1OKyMEHTHI, MpeocTaBisieMble pAOOTHUKOM IMPHU MOCTYIIEHUH Ha padoTy.
4.KakuM JTOKaJIbHBIM HOPMATHBHBIM aKTOM perjiaMeHTHpYyeTcsl padoTa KaJpOBbIX CIELUATHCTOB C
MIEPCOHAIBHBIMU JaHHBIMU? J[aliTe eMy XapaKTepHUCTHKY.

Bapuanr 2
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1.XapakTepucTrKa Ha3HAYCHHS TPYJIOBOW KHIDKKH. B Kakoil Cpok MOJDKHA OBITH 3aBeleHA TPYI0Bas
KHIKKA TIPH MTOCTYIJICHUH Ha paboTy BrepBbie?
2.Ilepeunicnute BUIBI JOKYMEHTOB, IPUMEHsIEMbIEC TIpU yBOJbHEHUHU. Kak odopmiisiercss Kaxaplid n3
HUX?
3.Kaxoii nokaibHbIil HOPMATUBHBIN aKT ONMpEAessseT OPraHUu3alui0 TPyJa COTPYAHUKOB B KOMIIAHUH.
JlaiiTe eMy XapaKkTEpUCTHUKY.
4.HazoBuTte nHpopmanuio, 0053aTeNIbHYIO /Ui BKIIOYEHHUS B TPYIOBOM 10TOBOD.

Bapuanmut konmponwvnoit paoomot Ne 2
Bapuant 1
1. [lepeuncnure coctaB JOKYMEHTOB JIMYHOTO jena paboTHHKA. Kakumu HOpMaTHBHBIMH
JOKYMEHTaMHU 3TO OINpeAeacHo?
2. HazoBuTe 1OoKyMEHTHI KaJpoBOil cIy>k0bl, OJJIeKAIIHE ITepeaye B apXHB.
BapuanT 2
1.KakoBBI 0COOCHHOCTH COCTaBJICHHUSI HOMEHKJIATYPBI eI KaIpOBOH CIIy>KObI?
2. HazoBwute 00s13aTeNIbHBIC PErUCTPAIMOHHBIE (POPMBI KaJAPOBOH CITyXKObI?
Bonpocwl onsa npomesrcymounoii ammecmayuu (IK3ameHna):
1. [lepeuncnuth 3aKOHOJATENbHBIE AKTHl, KOTOPHIMHU PErIIAMEHTUPYETCS TOKYMEHTUPOBAHHE
KaJIpOBOH /I€ATEIbHOCTU B HacTOsIIEeEe BpeMs?
2. [lepeuncnutp HOPMaTHUBHO-METO/INYECKUE JIOKYMEHTHI, periaaMeHTUpyolye
JOKYMEHTHPOBaHUE KapPOBOl 1eATEIHHOCTH.
3. Ha3zBaTh BBl JOKYMEHTOB, IIpeIbsBIIEMble PAOOTHUKOM IIPU IpHUeMe Ha paboTy.
4. Ha3Bare BHIBI JOKYMEHTOB, yCTaHOBJIEHHBbIE TpynoBbIM KoaekcoM P®d, nokymeHTHpYyOIIHe
npueM paboTHHKA Ha padoTy.
5. [lepeuncanTh BUABI TOKyMEHTOB, OhOpMIISIOIINE U3MEHEHUE YCIOBHUI TPYA0BOTO JOrOBOpA.
6. Ilepeuncnuts BUABI JOKYMEHTOB, YCTaHOBJEHHbIE TpynoBbIM Kojekcom P
peryIupoBaHusl TPYIOBBIX OTHOILIEHUH.
1. Cpoku MOATOTOBKM, KaKUX JOKYMEHTOB IO JIOKYMEHTHPOBAHHIO KaJpOBOM JIEATEIbHOCTU
YCTaHOBJIEHBI 3aKOHOIATENBHO?
8. Kakue ¢pyHKIMM KaapoBOH CIy>KObI CBSI3aHbI C yUETOM JINYHOTO cocTaBa’?
9. Kaxue pyHkumnu gomKHa BBIMONHITH KaJIpoBas Ciiyk0a Mpu oGpOopMICHUH YBOJIbHEHUS

paboTHUKa ¢ paboThI?

10.  Kaxumu nokymeHTamMu o(opMIIeTcsl yBOJbHEHHE PaOOTHUKA?
11.  HazoBute QyHKIIMM KaJpOBOH CITy>KOBI, CBSI3aHHbIE C TPYIOBBIMH KHIKKaMU?
12. Kakumu nokymMeHTaMu 0(OpMIIIETCS aTTecTaus paOOTHHUKOB?

13. HazoBute 0c0OeHHOCTH HOMEHKIIATYPHI JIe] KaIpPOBOU CITY>KOBI.
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14, Kaxkue nena kaapoBo# CiTy»KObI OTHOCSTCS K KATETOPUH TIEPEXOASIIHNX ?

15.  Ilepeuncnutbh 0COOEHHOCTH (POPMHUPOBAHUS JIUYHOTO JIe1a paOOTHUKA?

6. YuyeOHO-MeTOAMYeCcKOEe 1 HH(OPMAIIMOHHOE 0O0ecTiedeHue TN CIUTIIUHbI
6.1. Cnucok HCTOYHUKOB M JIUTEPATYPhI

HcTounuku (006s3aTe/IbHbIE)
Koncrurynus Poccuiickoit @enepanuu (¢ n3menenusimu Ha 30 nexabps 2008r.). M. 2004
TpynoBoii konekc Poccuiickoin @eaepanuu ot 30.12.2001 Ne 197-®3. Ilpunsar 'ocynapcTBeHHOM
Hymoii 21 gexabpst 2001r. (B pea. ot 29.12.2010) // [Dnextponnsiii pecypc]. — M., 2019. — Pexum
noctyna: http://www.consultant.ru
3akon Poccuiickoit @eneparnuu ot 25 oktsiOps 1991 r. Ne 1807-1 «O si3pikax HapomoB Poccuiickoii
denepauuny» // [Dnexrponnsiii pecype]. — M., 2019. — Pexxum noctyna: http://www.consultant.ru
Oenepanbhbiii 3akoH PO ot 27.07.2004 No 79-03 «O rocynapcTBEHHOM TpaKIaHCKOM ciryx0e
Poccuiickoit @eaepamuu» (B pen. Denepansroro 3akoHa oT 12.04.2007 Ne 48-D3) // [DneKTpOHHBIH
pecypc]. — M., 2019. — Pexxum moctymna: http://www.consultant.ru
@enepanbublii 3aKk0H Poccuiickoit @enepannu ot 01.06.2005 Ne 53 «O rocynapcTBEHHOM
s3bike PDy// [Dnekrponnsiii pecype]. — M., 2019. — Pesxum gocryna: http://www.consultant.ru.
Oenepanbublii 3aKk0H Poccuiickoit @eneparnun ot 06.12.2011 Ne 402-D3 «O Oyxrantepckom
yuaete»// [Inexrponnsiii pecypc]. — M., 2019. — Pexxum nocryna: http://www.consultant.ru
Oenepanbublii  3akoH Poccuiickoit @enpeparuu ot 02.05.2006 No 59-03 «O mopsinke
paccMOTpeHusi oOpalieHui rpaxaany// [dmextponnsiii pecype]. — M., 2019. — Pexxum mocryma:
http://www.consultant.ru
®enepanbublii 3akoH oT 27 utoas 2006 r. N 152-d3 "O nepcoHanbHBIX AaHHBIX"// [DNeKTpOHHBIH
pecypc]. — M., 2019. — Pexxum mocryna: http://www.consultant.ru

®enepanbublif 3akoH oT 01.10.2004 Ne 125-D3 «O6 apxuBHoM jnene B Poccuiickoit deneparymy //
[DnexTponHsIit pecypc]. — M., 2019. — Peskum moctyma: http://www.consultant.ru.
denepanbhblii 3akoH 0T 29.07.2004.  Ne 98-D3 «O kommepueckoii Taiite» // [DnekTpoHHbIN pecypc].
— M., 2019. — Pesxum goctyma: http://www.consultant.ru.
Va3 [Ipesunenta Poccuiickoit @eneparuu ot 0.03.1997 Ne 18 «OO0 yTBEep)KIeHUU MEPEUHsI CBEICHHUM
KOHHIECHIIMATBLHOTO Xapaktepa» [/ [DnextponHbli pecypc]. — M., 2019. — Pexum mgocryma:
http://www.consultant.ru
Vka3 Ilpesugenra PD or 01.02.2005. Ne 110 «O mnpoBeneHHMH aTTecTalUd T'OCYAApCTBEHHBIX
rpaxaaHckux ciayxammx Poccuiickoit @enepanum». [lonokeHne O MNPOBEACHUU aTTECTAIMH
TOCYJapCTBEHHBIX TPpaXJAaHCKUX ciayxkamux P® // [Dnektponnsiii pecypc]. — M., 2019. — Pexum

noctyma: http://www.consultant.ru


http://www.consultant.ru/
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Vka3 Ilpesunenta PO ot 01.02.2005. Ne 111 «O mopsinke cmadu KBaau(UKAIMOHHOTO SK3aMeHa
rOCyJIapCTBEHHBIMU I'PAXKJIAHCKUX ciryx)amux Poccuiickort denepanuuy v OLEHKE UX 3HAHWM, HABBIKOB
U yMeHui. // [DnexTpoHHblit pecypc]. — M., 2019. — Pexxum noctyna: http://www.consultant.ru.

Vka3 Ilpesumenta ot 01.02.2005. Ne 112 «O koHKypce Ha 3aMelICHHME BaKaHTHOW JOKHOCTH
rOCyJIapCTBEHHOM TpakIaHCKOM cimy»0b1 Poccuiickoit deneparnuny // [DnekTpoHHBIH pecypc]. — M.,
2019. — Pexxum pocrtyma: http://www.consultant.ru.

Vxa3 Ilpesugenrta P® ot 16.02.2005r. Ne 159 «O mpumepHoit opme ciaykeOHOr0 KOHTPaKTa O
MPOXOXKJICHUH TOCYIapCTBEHHOM TpakIaHCKOW cCiyxkO0bl Poccmiickoit ®enepanuu u 3aMelIeHUH
JOJKHOCTH TOCYIAPCTBEHHON TpaXKIaHCKOM ciy:k0bl Poccuiickoii ®denepauuu». // [DaeKTpOHHBIM
pecypc]. — M., 2019. — Pexxum noctyma: http://www.consultant.ru

Vka3 Ilpesunenta Poccuiickoit ®denepamuu ot 30.05.2005. Ne 609 «O mnepcoHanbHBIX JaHHBIX
rOCy/IapCTBEHHOI'O TpakIaHCKOro ciyskamiero Poccuiickoit @enepany ¥ BEIEHUH €r0 JIMYHOTO
nena» [/ [Dnextponnsiii pecypc]. — M., 2019. — Pesxum moctyna: http://www.consultant.ru

Vka3 Ilpesunenta Poccuiickoit ®@enepauuu ot 18.06.2005. Ne 813 «O mnopsiike U yCIOBUAX
KOMaHJUPOBaHUsl (eJepaibHbIX TOCYIApCTBEHHBIX TPAXKIAHCKHX CiyKamux» // [D1eKTpoHHBIH
pecypc]. — M., 2019. — Pexxum noctymna: http://www.consultant.ru

[TocranoBnenue IlpaButensctBa Poccuiickoit @epepauun ot 16.04.2003. Neo 225 «O TpynoBbIX
KHWKKax» // [DnextponHsiit pecypc]. — M., 2019. — Pesxxum noctyna: http://www.consultant.ru.
Pacniopsixenue IlpaButensctBa PO ot 21.03.1994. No 358-3 «O06 obecrniedeHHH COXPaHHOCTH
JOKYMEHTOB TI0 JIMYHOMY cocTaBy» // [Dmektponusiii pecypc]. — M., 2019. — Pexum gocryma:
http://www.consultant.ru

Pacniopsokenue IlpaButensctBa PO ot 23.04.1992 No 781-p «OO0 ymnyulleHHH XpaHEHUS U
WCIIOJIb30BaHUS JIOKYMEHTOB IO JIMYHOMY COCTaBY»// [DmextponHsrii pecypc]. — M., 2019. —
Pexxum moctyna: http://www.consultant.ru

[IpaBuia BegeHus U XpaHeHUs TPYIOBBIX KHIKEK. (yTB. [loctanoBnenuem I[lpaButensctea PO ot 16
anpenss 2003 r. Ne 225 /I [Dnekrponusii pecypc]. — M., 2019. — Pexum goctyma:
http://www.consultant.ru

WHCTpyKIMA TO 3alOJHEHUI0 TPYJOBbIX KHIDKEK (yTB. IToctaHoBieHnemM MuHucTepcTBa Tpyla U
counanbHoro passutus Poccuiickoit ®epeparmuu ot 10 okts0ps 2003r.). 3apeructpupoBaHa
MunuctepctBoM roctuiuu Poccmiickoit @eneparuu 11 Hosi0ps 2003 1. perucTpariioHHBIA HOMEp
5219. bronnereHb HOPMATUBHBIX AKTOB (he/IepaIbHBIX OPraHOB UCHOIHUTENbHOM BiacTH. 2003. Ne 49.

Il [9nexTponnsIit pecypce]. — M., 2019. — Pexxum noctyna: http://www.consultant.ru
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HcTounnku (JIONOJTHUTEIbHbIE)

@enepanbubiii 3akoH PO ot 27.07.2006 Ne 149-®3 «O6 wunpopmanyuy, HHPOPMALMOHHBIX
TEXHOJIOTUSIX W 3aumre uHpopmaium» // [Dnexktponnsid pecype]. — M., 2019. — Pexxum gocrymna:
http://www.consultant.ru.

denepanbHblil 3aKk0H OT 26.12.1995. Ne 208-03 «O06 akmuoHepHBIX 00IecTBax» // [DneKTpOHHBIH
pecypc]. — M., 2019. — Pexxum noctyma: http://www.consultant.ru.

Oo6mepoccuiickuii  knaccudukatop npodeccuit padouyux, MAOHKHOCTEH CIyXalux W Tapu(HBIX
paspsanoB OK 016-94. M.: Muntpyn Poccuu, 1995 // [DOnektponnsiii pecypc]. — M., 2019. — Pexum
noctyma: http://www.consultant.ru.

Oomiepoccuiickuii kiaccudpukatop uadopmaiuu o Hacenenun OK 018-95. // [DnexTponHsIit pecypc].
— M., 2019. — Pexxum noctymna: http://www.consultant.ru.

Oo6riepoccuiickuii knaccupukarop ympasieHdeckoit mgoxkymentaiun OK 011-93. // [DnextpoHHbIi
pecypc]. — M., 2019. — Pexxum poctymna: http://www.consultant.ru.

OO0mepoccuiicknii KiacCU(PUKATOp CHEIUAITBHOCTEH MO o0pa3oBaHuio // [DNEKTPOHHBIA pecypc]. —
M., 2019. — Pexxum nocryna: http://www.consultant.ru.

[Ipuka3z PocapxuBa ot 23.12.2009 N 76 "OO6 yTBepkaeHMHM MeTOAUYECKUX PEKOMEHAALUN IO
pa3paboTKe UHCTPYKIIMIA 110 JEIONPOU3BOCTBY B (hefepabHbIX OpraHax UCIOJHUTEIbHON BracTu" //
[DnexTponHsIit pecypc]. — M., 2019. — Peskum moctyma: http://www.consultant.ru.

YuaudunupoBanueie (HOpPMBI MEPBUYHOW yYETHOW JOKYMEHTAIlMU IO Y4YETy TpPyJa U €ro OIUIATHI,
yrBepxaeHHble [loctanoBrnenuem I'ockomcrara PO ot 05.01.2004 Ne 1 // [DnexTpoHHBINA pecypc]. —
M., 2019. — Pexxum nocrtyma: http://www.consultant.ru.

KBanuduxaoHHbli cripaBOYHUK JOHKHOCTEH pyKOBOJAWTENEH, CHEIUATMCTOB U JPYTUX CIIyXKalllux
Il [Dnextponnsiii pecypc]. — M., 2019. — Pexxum goctyma: [DaekTpoHHbIH pecypc]. — M., 2019. —
Pexxum moctyna: http://www.consultant.ru.

MexoTpacneBble yKpyMHEHHbIE HOPMATHBBI BPEMEHHM Ha PAaOOTHI MO KOMIUIEKTOBAHUIO M YUYETYy
KaapoB // [DaekTponHbIi pecypc]. — M., 2019. — Peskum moctyma: http://www.consultant.ru.

[lepeyeHb THIIOBBIX YIPABIEHYECKUX aAPXUBHBIX JOKYMEHTOB, OOpa3yIONIMXCS B TIpoIecce
NEeSITEeNIbHOCTH TOCY/apCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO CaMOYIPABIEHUS M OpPraHU3alHid, C
yKazaHueM CpOKOB xpaHeHust // [DnmektpoHHbii pecypc]. — M., 2019. — Pexum pocrymna:
http://www.consultant.ru.

[IpaBuia opraHu3anyy XpaHEeHUs, KOMIUIEKTOBAHHS, yUETa U UCIIOIB30BaHMS IOKYMEHTOB APXUBHOTO
¢donna Poccuiickoit denepanuu M IpYrHX apXUBHBIX JTOKYMEHTOB B OpraHax TOCYyJapCTBEHHOU
BIIACTH, OpraHax MECTHOTO CaMOYIpAaBJICHUS ¥ OpPraHHW3alUsiX, YTBEPKIECHHBIX MPUKA30M
MunkyasTypbl P® ot 31.03.2015 Ne 526 // [Dnexkrponnsiii pecypc]. — M., 2019. — Pesxkum goctymna:

http://www.consultant.ru.
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Jluteparypa (o0s13aTe/ibHAs)

Abynanze, J1. I'. lokymeHTalmoHHOE 0OecrieyeHe yIpaBlIeHHUs IEPCOHAIOM: YU€OHUK U PAKTUKYM
Ui akajemudeckoro 6akanaspuara / J[. I'. AGynamze, U. b. Bempsbkkuna, B. M. Macnosa. —
Mocksa: U3narenscTBo FOpaiit, 2019. — 299 ¢. — (bakanaBp. Akanemuueckuii kypc). — ISBN 978-
5-534-00875-3. — Tekcrt: anexrponnsiii / IBC HOpaiir [caiit]. — URL: https://urait.ru

beikoBa T.A. JloKyMEHTaIlMOHHOE OOECICYCHUE YIpaBlieHHs (IEIONMPOU3BOJICTBO) [DIEKTPOHHBIM
pecypc]: yae6HOe ocobue / T. A. beikoBa, T. B. Ky3nenosa. - 2-e uzn., nepepad. u jgomn. - Mocksa:
Hudpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL http://znanium.com

I'morosa C.A. IIpodeccnoHaIbHBIN CTAHIAPT CICIHAINCTA M0 YIPABICHUIO MIEPCOHATIOM B
JeSTeIbHOCTH KaIpOBOH CITyKObI [ DnexkTpoHHbIi pecypc] / ['moToBa Cetnana AnekcanaposHa; C.

A. T'moroBa / YnpaBneHue JOKyMEHTAIMEH: IPOIUIOe, HAacTosIIee, Oy aymiee : Mmarepuais 111-ei
MesxnyHap. Hay4.-TIpaKkT. KOH., mocsml. namsaTu npod. T. B. Ky3nenosoii, Mocksa, PITY, 23-24
mapta 2017 r. / M-Bo obpazoBanus u Hayku Poc. ®eneparuu, enep. roc. OIOHKET. YUPExKI. BBICII.
obpazoBanus "Poc. roc. rymanuTtapusiii yH-T", cT.-apX. HH-T, Pak. TOKyMEHTOBEACHUS U
TeXHOTPOHHBIX apX., Kad. nokymenroBenenus. - Mocksa: Tepmuka.py, 2017. - C. 451-457. - Pexum
nocryma: http://elib.lib.rsuh.ru

I'motoBa C.A. TenneHuu pa3BUTHSI KaJIPOBOTO JEIOMPON3BOACTBA B pamKax nporpammsl "Ludposas
skoHoMuKa" [DnekTpoHHbIi pecypce] / 'moroBa CBetnana Anekcanaposna; Ceernana A. [notosa //
VYmpasiienue JokyMeHTamu B upoBoii skoHOMuKe. - Mocksa: PITY, 2019. - C. 98-103. - Pexxum
nocryma: http://elib.lib.rsuh.ru

KanpoBoe nenonpousBoACTBO: HauMHaeM ¢ Hyis. Ayaut csoumu cwiamu / M.B. XKypasnesa, M.B.
XKypasneBa. - 2-¢ u3n. - Mocksa: HUI[ UH®PA-M, 2014. - 184 c.: 60x88 1/16 + (Jom. mar.
znanium.com). - (ITpocro, kpatko, 66icTpo). (0) ISBN 978-5-16-008986-7 - TekcT: 3JMEKTPOHHBIH. -
URL.: https://new.znanium.com

[TaBnosckas, O. 0. IIpaBoBoe oOecrieueHHe KapoOBOIrO AEIONPOU3BOACTBA: yueOHOE mocobue uis
By30B / O. lO. [laBnoBckas. — MockBa: WU3parenscrBo lOpaiit, 2019. — 213 c. — (Bsicmiee
obpazoBanne). — ISBN 978-5-534-11565-9. — Texkcr: anekrponnsiii / ObC FOpaiir [caiit]. — URL:
https://urait.ru

Jlurepatypa (10MOTHATEIHLHAS)

Kykapuna }O.M. CoBpemeHHbIE OpraHM3allMOHHBIE W PETJIAMEHTHBIE JIOKYMEHTHI: (QYHKIUH HU
pasznoBuaHoctH // Becthuk PITY. 2016. Ne2. [DnexTpoHHbIif pecypc]. — M., 2019. — Pexxum nocryna:
https://www.rsuh.ru

Muxaitnuna .M. Ynpasnenue nepconanom, 3-e uzfa. - Mocksa: Jlamkos u K, 2018. - 280 c.: ISBN

978-5-394-01749-0 - Tekct: anekrponnsiid. - URL: https://new.znanium.com
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6.2. [lepeyeHb pecypcoB HH(POPMAMOHHO-TEJIEKOMMYHUKAMOHHOMH ceTH « UHTEepHET».
HarnuonaneHas aiekrponHas oudauorexa (HOB) www.rusneb.ru
ELibrary.ru Hay4unas snekrponnas oudiamnoreka www.elibrary.ru
Dnexrponnas oubmunorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
Taylor and Francis
JSTOR

6.3. IMpodeccuoHabHbIE 6a3bl AAHHBIX U HH(POPMAIMOHHO-CIPABOYHbIE CHCTEMbI
Joctym k npodeccronanpubiM 0a3am manubix: https://liber.rsuh.ru/ru/bases
NHbopMaIMOHHBIE CIIPABOYHBIE CHCTEMBI:

1. Koncynbrant Ilmoc
2. Tapanr

7. MarepuaabHO-TeXHUYECKOe ofecrievyeHHne JUCHHIITTUHBI

B kauecTBe MarepHallbHO-TEXHUYECKOIO 00ECIEUEHHs AUCLUUILIMHBI YKA3bIBAETCSI HEOOXOAUMOE ISt
o0ydeHus TUIIEH3NOHHOE MMPOrpaMMHOe oOecrieueHrne, 000pyI0BaHKE, IEMOHCTPAIIHOHHBIC TIPUOOPHI,
MYJbTUMEIUIHbBIE CpelICTBa, YueOHble (MIbMBI, TPEHAXEPhl, KapThl, MJIaKaThl, HAIJIAHbIE TTOCOOUS;
TpeOOBaHUS K ayJUTOPUSAM — KOMIIBIOTEPHBIE KJIACcChl, aKaJeMHUYECKHEe WM CIEHUAIbHO
000py/1I0BaHHBIE ayITUTOPUH U JIAOOPATOPUH, HATTMUHE JOCKH.

B MarepuanbHO-TeXHHUUECKOE 00eCTieueHNe 3aHATUIN BKIIIOUCHBI:

-TpynoBoii konekc PO.

-YHu¢umnupoanssle (opMbl HEPBUYHOMN yUETHON TOKYMEHTAIUH.

-Marepuainsl 1e0BOI WUIphI, COEpKallUe CIPaBOYHBIM JaHHBIE O pabOTHHKE, MH(OPMALIUIO O €ro
TPYIOBOM JEATEIBHOCTH.

-O61epoccuiickue Kiaaccu(pukaTopbl

-YCOP/[

-KBanugukannoHHble XapakTepUCTUKU PAOOTHUKOB KaJAPOBOU CITYKObI

-Kommiekt nokymento 3A0 “Bemvnen”

-MHCTpYKIMS MO 3alI0JIHEHUIO TPYAOBBIX KHUKEK

-IIpaBuna BeneHUs U XpaHEHUS TPYIOBBIX KHUKEK

-BaHku TpyIOBBIX KHUKEK

-IIpuMepsl 3aM0JTHEHHBIX TPYIOBBIX (KHUKEK C OIIMOKaMHU)
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-[lepeyeHb THUMOBBIX YIPABJIEHYECKUX AapXUBHBIX JOKYMEHTOB, OOpa3ylOIIMXCS B Ipoliecce
NESTEIBHOCTH T'OCYIapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO CaMOYIPABJIEHUS M OpraHHU3alMi, C
YKa3aHHUEM CPOKOB XpaHEHHUS.

CocraB nmporpaMMHOT0 00€CTICUCHHUSI
Windows

Microsoft Office

Kaspersky Endpoint Security
Adobe Master Collection
AutoCAD

Archicad

SPSS Statisctics

OC «AnbsT O6pazoBaHue

. Visual Studio

10. Adobe Creative Cloud

CoNoR~LNE

8. OOecneuenne o0pa3oBaTEJBLHOr0 Mpolecca IJsi JUIl ¢ OIPAHMYEHHBIMH BO3MOKHOCTSIMU
310POBbSI U MHBAJTU/I0B

B X0A¢€ pcaimm3anuu JUCHUIIIMHBI MCIOJB3YIOTCA CICAYIOIMUC NOMOJTHUTCIBbHBIC MCETO/bL 06yqum[,
TCKYIICTO KOHTPOJIA YCIICBAEMOCTU U HpOMe)KYTOHHOﬁ arTrecraluu 06yqa}0mnxcsl B 3aBUCHUMOCTH OT
WX UHIUBUYaTbHBIX OCOOCHHOCTEI:

® /s CHeNbIX U CIA0OBUIANIMX: JIEKIMH O(OPMISAIOTCS B BHAE JIIEKTPOHHOTO JOKYMEHTa,
JOCTYITHOTO C TOMOIIBI0 KOMIIBIOTEPA CO CIELUUAIM3UPOBAHHBIM TMPOTPAMMHBIM OOECIIEUeHUEM;
MMCbMEHHBIC 3aJ]aHMs BBHIMOJHSAIOTCA Ha KOMIIBIOTEPE CO CIEHUATM3UPOBAHHBIM MPOrPAMMHBIM
O6€CH€‘~I€HI/I€M HJIX MOTyT OBITH 3aMEHEHBI YCTHBIM OTBETOM; oOecrieunBaercs UHAUBUAYAJIBHOC
paBHOMepHOe ocBerieHue He MeHee 300 JrOKC; Il BBIMOJTHEHHUS 3aJaHUsl MPU HEOOXOIUMOCTH
MIPEIOCTABIIACTCS YBEIMYMBAIOIIEEe YCTPOHCTBO, BO3MOXKHO TakKK€ MCIIOJIB30BAHHE COOCTBEHHBIX
YBEJIMYUBAIOLIUX YCTPONUCTB; MUCbMEHHBIE 3a7jaHusI OPOPMIIIIOTCS YBETMUCHHBIM MIPU(TOM; IK3aMEH
1 3a4€T MPOBOJATCS B YCTHOM (pOpME MM BBIMIOJIHAIOTCS B MUCbMEHHOM (pOpMe Ha KOMIIBIOTEPE.

® IS TIyXUX U cIabOCHbIIIAuUX: JEKIUH 0QOPMIISIOTCS B BHUJE 3JIEKTPOHHOTO JIOKYMEHTa, MO0
MPEAOCTABIACTCS 3BYKOYCWIMBAIOIIAS alllapaTypa WHIWBHUAYaJIbHOTO TOJb30BaHUS; MUCHMEHHBIC
3alaHuA BBINIOJIHAIOTCA Ha KOMIIBIOTEPEC B MHHUCHbMEHHOU (bopMe; 9K3aMEH M 3a4eT IMpOBOAATCA B
MUCEMEHHOM (hopMe Ha KOMIBIOTEPE; BOZMOXKHO IPOBECHUE B JOPME TECTUPOBAHHUS.

e IS JUI] C HapyUIeHUSMH OIOPHO-IABUTATEIBHOIO ammapaTa: JEeKIUH O(QOpMISIOTCS B BHIE
3JEKTPOHHOTO JIOKYMEHTA, JOCTYHHOTO C TOMOIIbI0 KOMIIBIOTEPA CO CHEHUATU3UPOBAHHBIM
IIporpaMMHBIM O6€CH€LI€HI/IGM; IMUCBbMCHHBIC 3aJlaHUA  BBIIIOJIHAIOTCA Ha  KOMIIBIOTEPEC co
CHeIHaTM3UPOBAaHHBIM MPOTPAMMHBIM 0OecTieYeHUEM; dK3aMeH U 3a4€T MPOBOAATCA B YCTHOU (opme
WJIH BBITIOJIHSIOTCS B MUCEMEHHOM (popMe Ha KOMIBIOTEpE.

[Tpu HEOOXOMMMOCTH MPENYCMATPUBACTCS YBEIHUECHNE BPEMEHHU IS TTOITOTOBKH OTBETA.

[Iponienypa npoBeaeHUS MPOMEKYTOUHON aTTECTAIIMU JJII O0yJArOIINXCs YCTAHABIMBACTCS C YUETOM
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UX WHAMBHUIYalbHBIX IcUXopu3ndyeckux ocoOeHHocTeil. IIpomexyTrodHas arrecTanus MOXKET
MIPOBOAMTHCS B HECKOJIBKO 3TAIOB.

[Ipu mnpoBeaeHHMH  THpOUENYphl  OLEHHBAHUS  PE3YJIBTaTOB  OOyYeHHUS  MpPedyCcMaTpHBaeTCs
UCIOJIb30BaHNE TEXHUYECKUX CPEACTB, HEOOXOOUMBIX B CBSA3M C MHAMBUYaJIbHBIMH OCOOCHHOCTSIMU
oOydaroluxcs. OTH CpeAcTBa MOTYT OBITh IPEJOCTABIECHbl YHUBEPCUTETOM, MJIM MOTYT
MCTIOJIb30BaThCsl COOCTBEHHBIE TEXHUUYECKUE CPEICTBA.

[IpoBenenue mnpoueaypbl OLEHHBAHUS pPE3yJIbTaTOB OOy4YeHMs [OIYyCKAeTCs C HCIOIb30BaHHUEM
JMCTAHIIMOHHBIX 00pa30BaTeIbHbIX TEXHOJIOIHH.

ObecneunBaeTcss JOCTyNl K MHPOPMAIMOHHBIM U Oubmuorpadguueckum pecypcam B cetu MHTepHET
Ui Kaxaoro oOydaromierocs B (opMax, aJanTUPOBAaHHBIX K OTPAaHWYEHHUSAM HX 370POBbS U
BOCHIPHUATHS UHPOPMALIUH:

e JUIsl CIeNbIX W CIa0OBUIAIIMX. B Ie4yaTHOM Qopme yBenudyeHHbIM wipupToM, B (dopme
3JIEKTPOHHOIO JIOKYMEHTa, B (hopMme aynnodaiina.

e Ul NIyXUX U CIAOOCIBIIAIUX: B Ie4aTHON ¢opme, B GOpME IEKTPOHHOIO JOKYMEHTA.

e Ul OOydYarolUXcs C HapyLEHUSMHU OIOPHO-IBUIATENBbHOIO ammapara: B NedaTHod ¢opme, B
(dhopMe AIEKTPOHHOTO JOKYMEHTa, B hopme ayauodaiina.

VY4ebHble ayJUTOPUU Ul BCEX BUIOB KOHTAKTHOM M CaMOCTOSITEIbHON padoThl, HayuHas OMOIHoTEKa
Y MHbIE TIOMELIEHUs 1J11 00yUYEeHHUsl OCHAIIEHBI CIIeLIMaIbHBIM 000py10BaHUEM U YUEOHBIMH MECTaMHU C
TEXHUYECKHMU CPEACTBAMHU OOYUCHUSI:

® IS CJENbIX U CIa0OBUASILUX: YCTPOUCTBOM JJIsi CKaHUpoBaHus U ureHus ¢ kamepoid SARA CE;
mucriieeM bpaiins PAC Mate 20; mpunatepom Bpaitns EmBraille ViewPlus;

e JUI TMIyXUMX U ciaabOCHbIIIalMX: aBTOMAaTU3UPOBAaHHBIM paboO4YMM MECTOM Ui JIoJed ¢
HapyIIeHNEM CITyXa M cIa0O0CITBIIIANINX; aKyCTUIECKAN YCUITUTENb U KOJIOHKH;

e Uil OOydaroUMXcs C HapyWEHUSMHM OINOPHO-JIBUTATENBHOTO ammapara: IepeiABHKHBIMH,
perynupyeMbIMu 3proHoMudeckuMu naptamu CH-1;, KOMIBIOTEpHON TEXHUKOW CO CIENHATbHBIM

IIporpaMMHbIM obOecrieueHUEM.

9. MeTtoauyeckue MaTepuabl
9.1. [Inanbl ceMUHAPCKUX/ MPAKTHYECKUX/ JIAOOPATOPHBIX 3aHATHI
TEMAL. (4 4.) 3AKOHOJATEJIBHASA PETJIAMEHTALUA JOKYMEHTUPOBAHUSA
KAJIPOBOH JEATEJBHOCTU B P®
3AJJAHUA.
1. TIpoanamusmupyiite TpymoBoit komekc Poccuiickoii denmepanuu u ompenenuTe TpeOOBaHUS K

COCTaBy U O(I)OpMJ'ICHI/IIO AOKYMCHTOB, PCTIIAMCHTHPYIOIUX TPYAOBLIC OTHOIICHU .
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2. Tlpoanammsupyiite TpymoBoit koxexc Poccuiickoit denmeparuu u ompenenuTe TpeOOBaHUA K
(GYHKIMAM KaZpOBOM CITyKOBI.

KOHTPOJIBHBIE BOITPOCHI.

1. IlepeuuciauTb OCHOBHBIE BHUJIbI IOKYMEHTOB, UCIOJIb3yEMbIE ISl TOKYMEHTHPOBAHUS TPYAOBBIX
OTHOIICHUH, YCTAHOBJIEHHBIX B TPYJA0BOM 3aKOHOIAaTEIIbCTBE.

2. Ha3zoBwure THNOBBIC ()YHKIIMU KaAPOBOH CITY>KOBI.

NCTOYHUKU

TpynoBoii konekc Poccuiickoit @exneparuu ot 30.12.2001 Ne 197-®3. IIpunsar 'ocynapcTBeHHOM
Hymoii 21 gexabpst 2001r. (B pea. ot 29.12.2010) // [DnextponHsiii pecypc]. — M., 2019. — Pexum

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

JIMTEPATYPA

AbGynamze, . I'. JlokymeHTanlioHHOE OOECHeUeHHEe YIPaBJICHUS MEPCOHAIOM: Y4YeOHUK U
NPaKTUKyM Ui akajgemuudeckoro OakamaBpuara / JI. I'. AOymanze, . b. Bempsbkkuna, B. M.
MacnoBa. — Mocka: M3narensctBo HOpaiit, 2019. — 299 c. — (bakanaBp. AkaeMUYECKUN KypC).
— ISBN 978-5-534-00875-3. — Tekcrt: anektponnsiii / DBC KOpaiit [caiit]. — URL: https://urait.ru
KanpoBoe nenornpousBoacTBo: HaunmHaeMm ¢ Hyss. AynuT cBoumu cuinamu / U.B. XKypasnesa, M.B.
XKypapnesa. - 2-¢ m3a. - Mocksa: HUL[ NHOPA-M, 2014. - 184 c.: 60x88 1/16 + (Jlom. mart.
znanium.com). - (ITpocro, kpatko, 6bicTpo). (0) ISBN 978-5-16-008986-7 - TekcT: 3JeKTPOHHBIH. -
URL.: https://new.znanium.com
ITaBnosckas, O. 0. IIpaBoBoe oOecrieueHne KaJpoBOro AEIONPOM3BOACTBA: ydeOHOe mocoOue s
By30B / O. lO. [laBnoBckas. — MockBa: WU3parenscrBo lOpaiit, 2019. — 213 c. — (Bsicmiee
obpaszoBanue). — ISBN 978-5-534-11565-9. — Texkcr: anekrponnsiii / ObC FOpaiit [caiit]. — URL:
https://urait.ru
TEMA 2. (4 4.) PASPABOTKA OPITAHM3AIIMOHHBIX JOKYMEHTOB B KAJIPOBOH
CJIYXBE
3AJIAHUA
1. TIpoananusupyiite opranu3zamnuio padboTsl ¢ kagpamu B 3A0 “Bemvnen”.
2. Pazpa0oraiite [Tonoxxenue o6 oraene kaapos 3A0 “Breivmen”
3. PazpabotaiiTe TOKHOCTHYIO HHCTPYKITHIO JIJIsl OTHOTO U3 COTPYAHHUKOB KaJAPOBOH CITY>KOBI
KOHTPOJIBHBIE BOITPOCHI
1. Tlepeuncnure 3a1auu ¥ GYHKIMU KaJPOBON CITY>KOBI.
2. Kakue 1oKyMeHTBI periaMeHTHPYIOT padoTy ¢ IEPCOHATIOM OpraHu3auu?
3. Ha ocHOBe, KakuxX JOKYMEHTOB pa3pa0aThIBAIOTCS IIOJIOKCHHE O KaJApPOBOW CIy)0e U

JOJKHOCTHBIE MHCTPYKIUU €€ COTPYAHUKOB?


http://www.consultant.ru/
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4. KaxkoBa CTpyKTypa TEKCTOB ITOJIOKEHHUS O KaJ[pOBOU CITy>k0€ 1 JOIKHOCTHOU MHCTPYKIIUU?

5. Korna nonoxenne o KaapoBOi cioykOe mpuodperaeT opuauieckyro cuiny? Korma ono tpedyer
nepepadoTku?

6. Ilepeuncnute obmue TpeOoBaHUS K O(POPMIIEHUIO OPraHU3AIMOHHBIX JOKYMEHTOB.
NCTOYHUKU

TpynoBoit koxekc Poccuiickoit ®@enepauuu ot 30.12.2001 Ne 197-@3. Ilpunar I'ocyaapcTBeHHOM
Hymoii 21 nexabps 2001r. // [Daektponnsiii pecypc]. — M., 2019. — Pexum mgocryma:
http://www.consultant.ru.

YHuduuupoBanHas cucrema OpraHU3aIMOHHO-PACTIOPSTUTEIIBHOM JOKYMEHTAIIIH.
YuauduuupoBanubie (HOpMbI, HHCTPYKIMH U METOAWYECKHE MaTEepUaibl M0 X MpuMeHeHno. M.1982
Il 1] [Dnexrponnsiit pecype]. — M., 2019. — Pesxxum noctyna: http://www.consultant.ru
KBanuduxayoHHelii CripaBOYHUK JOJKHOCTEH PYyKOBOAWTENEH, CHEMUAINCTOB U CIyXammx. M.,
2002// Il [2nextponusiii pecype]. — M., 2019. — Pexxum moctyma: http://www.consultant.ru.
JIMTEPATYPA

I'moroBa C.A. IlpodeccnoHanbHBI CTaHAAPT CHENHATMCTAa MO YIPABICHHUIO TIEPCOHAIOM B
NeSTeNIbHOCTH KaJpOBOW cIy>KObl [DnekTpoHHbI pecypc| / I'moroBa CBernnana AnexcanapoBHa; C.
A.TnoroBa // YmpaBneHnue AOKYMEHTAIMEil: mpoiuioe, Hacrosiee, Oyaymiee : matepuansl [lI-eit
MexnyHap. Hayd.-TipakT. KoH(., mocesml. nmamsata npod. T. B. Kysuenosoii, Mocksa, PITY, 23-24
mapta 2017 r. / M-Bo oOpa3zoBanus u Hayku Poc. @enepanuu, Deaep. roc. OFOHKET. YIPEXKI. BBICIIL.
obOpazoBanus "Poc. roc. rymanurtapsueii yH-T", HcT.-apx. uH-T, Dak. JOKYMEHTOBEACHUA U
TEXHOTPOHHBIX apx., Kad. nokymenrosenenus. - Mocksa: Tepmuka.py, 2017. - C. 451-457. - Pexum
noctyna: http://elib.lib.rsuh.ru

Kykapuna }O.M. CoBpemeHHBbIE OpraHM3allMOHHBIE W PETJIAMEHTHBIE JOKYMEHTHI: (QYHKIUH H
pasHoBugHOCTH // BectHuk PITY. 2016. Ne2. [DnextponHslii pecype]. — M., 2019. — Pexxum nocryna:
https://www.rsuh.ru

[TaBnoBckas, O. 0. IIpaBoBoe obecrneyeHue KaapoBOTO JAEIONMPOU3BOACTBA: yUueOHOE MOCcOoOHue s
By30B / O. lO. IlaBmoBckas. — MockBa: M3marensctBo [Opaiit, 2019. — 213 c¢. — (Bwicmiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Texkcr: anextponHsiii / IbC FOpaiit [caiit]. — URL:
https://urait.ru

TEMBI 3-7 (10 u.). TOKYMEHTHPOBAHME KAJIPOBOM JESITEJBHOCTH

3AJJAHUA:

1. U3yuure 3aKkoHOAATENIbHBIE TPEOOBAaHMS K COJACPKAHUIO U O(GOPMIIEHHIO TPYIOBOTO JOrOBOpA.
[TonroToBbTE MPOEKTHI JOKYMEHTOB 110 IIPUEMY Ha paboTYy.

2. [ToAroToBBTE MPOCKTHI JOKYMEHTOB TI0 TIEPEBOIY Ha JPYTYIO paboTy.


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://elib.lib.rsuh.ru/
https://www.rsuh.ru/
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3.[loaroroBbTe MPOEKTHI JOKYMEHTOB O TMPEAOCTaBICHUHM OTIYCKa, HPOEKTHl JOKYMEHTOB O
KOMaHIUPOBaHUU PaOOTHHUKA
4.T1oAroToBBTE MPOEKTHI JOKYMEHTOB O MOOIIPEHUU PaOOTHHUKA U MTPOEKTHI JOKYMEHTOB O BEIHECEHUH
JUCIUILTMHAPHOTO B3bICKAHUS.
5.ITloAroToBbTE MPOEKTHI TOKYMEHTOB 00 M3MEHEHUH (pamMuiiuu pabOTHUKA U MPOEKTHI TOKYMEHTOB O
PacTOpKEHUHU TPYIOBOTO JIOTOBOPA.
KOHTPOJIBHBIE BOITPOCHI:
1. Brigenure oCHOBHBIE JOKYMEHTHUPYEMbIE 3a/1a4l KaJpPOBOU JAESITEIbHOCTH.
2. OxapakTepuzydWTe CTPYKTYpy TEKCTa TpPYIOBOIO JIOTOBOpa, IEPEUUCIUTE CYIIECTBEHHBIE
MIOJIOKEHHSI TPYAOBOTO JJOTOBOPA.
3. SBnstorcs M yHUGHUIMPOBAHHBIE POPMBI 00513aTETbHBIMU?
4. Ha ocHOBe TpeOOBaHUN K TpPYAOBOMY JIOTOBOpPY, OIPEACIUTh MOPSIOK O(OpMICHUS
JIOTIOJTHUTEIBHOTO CoTJamieHus (H3MEHEHHS K TPYI0BOMY JIOTOBOPY).
5. Kakumu TpeOoBaHMSIMH JTOJDKHA PYKOBOJICTBYETCS KaJpoBas Ciyk0a nmpu ohOpMIIEHUH TTPUKA30B
B TEKCTOBOM opme?
NCTOYHUKU
Tpynosoii koaekc Poccuiickoit @eneparuu. [punst TocynaperBennoit Jymoit 21 nexabps 2001r. (¢
U3M. ¥ J011.) // [DnektponHbiii pecypc]. — M., 2019. — Pexxum goctyna: http://www.consultant.ru.
VYHu¢unupoBanHble GOpMBbI IEPBUYHON yUETHOW JOKYMEHTALMU 110 YUYeTy TpyAa u ero omiarsl. Y.1.
M.,2004// [DnexTpoHHbIit pecypc]. — M., 2019. — Pexxum moctyma: http://www.consultant.ru.
Obmepoccuiickuil kiaccudukarop npodeccuit pabounx, JOHKHOCTEH CIyXKalluX U TapUpHBIX
paspsaoB OK 016-94. M.: Muntpyn Poccun, 1995. // [Dnextponnsiit pecype]. — M., 2019. — Pexum
noctyna: http://www.consultant.ru
Obmepoccuiickuii knaccudukarop nadopmarmu o Hacenenun OK 018-95. M.: Muntpya Poccun,
1996 // [DnexrponHbIii pecypc]. — M., 2019. — Pexxum noctyma: http://www.consultant.ru.
O6mepoccutickuii knaccupuxatop ynpasieHueckoi gokymentamuu OK 011-93. M: T'occranmapt
Poccun, 1994 // [Dnextponnsiit pecype]. — M., 2019. — Pesxxum moctymna: http://www.consultant.ru
Oobmepoccuiickuii  knaccudukaTtop crnenuanbHocTed 1o oOpazoBanuio OK  009-93. M.:
I'occranmapr Poccumn, 1995 // [Onexkrponnsiii pecypc]. — M., 2019. — Pexum pocryna:
http://www.consultant.ru
JIMTEPATYPA
Abynanze, /1. I'. JlokyMeHTaImmoHHOE 00ecTieyeHre YIpaBIeHHs IEPCOHATIOM: YUYEOHUK U MPAKTHKYM
Ui akagemudeckoro Oakanaspuara / J[. I'. Ab6ynanze, U. b. Bempsbkkuna, B. M. Macnosa. —
Mocksa: UznatensctBo FOpaiit, 2019. — 299 c¢. — (bakanaBp. Akanemuuaeckuii kypc). — ISBN 978-
5-534-00875-3. — Tekcrt: anexrponnsiii / IBC IOpaiirt [caiit]. — URL.: https://urait.ru


http://www.consultant.ru/
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KanpoBoe nenompousBoncTBo: HauMHaeM ¢ Hyss. Ayaut ceoumu cwiamu / 1.B. Xypasnesa, M.B.
XKypasnesa. - 2-e u3n. - Mocksa: HULl UHOPA-M, 2014. - 184 c.: 60x88 1/16 + (Hdomn. mart.
znanium.com). - (ITpocro, kpatko, 6bicTpo). (0) ISBN 978-5-16-008986-7 - TekcT: 37aEKTPOHHBIH. -
URL.: https://new.znanium.com
Tema 8 (2 4.) TPYJ1TOBASI KHUKKA
3AJIAHIA

1. IIpoananusupoBars Tpynosoii kogexkc PO, [IpaBuiia BeneHus U XpaHEHUs TPYAOBBIX KHUXKEK,
MHCTPYKIMIO IO 3aI0OJHEHUI0 TPYAOBOM KHI)KKH. BBIACHUTH IIpaBuiIa 3aBeACHUS U MOPSIIOK BEICHUS
TPYAOBBIX KHIKEK.
2. 3anosHUTh OJIAHK TPYIOBOM KHIKKH CBEACHUSMH O pabOTE U YBOJIHHEHUH.
3. [Tpoananu3upoBaTh NPEIIOKCHHBIE KOMUU TPYAOBBIX KHIDKEK, OOBSCHUTH OIIMOKU B
oopMIIeHUN U BEICHUH.
4. 3aperucTpupoBaTh OQPOPMIICHHYIO TPYIOBYIO KHUXKKY.
KOHTPOJIBHBIE BOITPOCHI
1. B xakoif cpok m0JKHA OBITH 3aBEJICHA TPYIOBasi KHWKKA MPH MOCTYIJICHUN paOOTHHKA Ha paboTy
BIIEpBBIC?
2. B kakux ciyyasx KaapoBas ciiy>k0a UMeeT NpaBo BbLIATh 1yOIMKaT TPYIOBON KHIDKKH?
3.B kakoil cpok nocie yBoJIbHEHUSI pAOOTHUKY BbIIAETCS TPYAOBask KHUKKA?
4. Kax oopmiisiercs Bbliaya BKJIabllIa K TPYJOBONH KHUXKKE?
5. Kakoe cTpyKTypHOE 1ojipa3iejieHle OpraHu3alli XpaHUT OJIAaHKU TPYJOBBIX KHM)KEK U BKJIA/IbIIICH
K HUM?
6.Kax ucnpaButh ommbKku, 0OHapy>KEHHbIE Ha TUTYJIbHOM JIUCTE TPYJI0BOW KHUKKU?
7.Kax ucnpaButh ommOKu, oOHapyKEHHbIE B 3alI0JHEHUH pazjiena «CeeneHus o padore»?
NCTOUYHUKHU

Tpynosoit konekc Poccuiickoit @enepanuu. [Ipunsrt rocynapcrsenHoit Jymoit 21 nexabps 2001r.
Il [Dnextponnsiii pecypc]. — M., 2019. — Pexxum goctyna: http://www.consultant.ru.

[IpaBuiia BeneHUs U XpaHeHUs TPyAOBbIX KHIKEK. (YTB. [locranoBnenuem IlpaBurenscrsa PO or
16 ampens 2003 1. Ne 225 // [Dnekrponnsiii pecypc]. — M., 2019. — Pexum npocryna:
http://www.consultant.ru
WNHcTpykuysa 1o 3amoiHeHHI0 TpyJoBbIX KHIDKEK (yTB. IlocraHoBienneM MuHucTepcTBa Tpyda U
counangbHoro passutusi Poccuiickoit @Peneparuu ot 10 okta6pst 2003r.). 3apeructpupoBaHa
MunucrepctBoM toctunuu Poccuiickoit ®enepaunu 11 HostOpst 2003 1. Ne 5219. // [DnexkrpoHHBIH
pecypc]. — M., 2019. — Pexxum noctymna: http://www.consultant.ru.
JIMTEPATYPA


http://www.consultant.ru/
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I'noroBa C.A. TeHIeHIIUN pa3BUTHUS KaJJPOBOTO JEIOMPOU3BOJICTBA B paMKax MPOrpaMMbl
"udposas skoHoMuka" [ InekTpoHHsIH pecypc] / [moroa Ceernana AnekcanapoBna; CeTinana
A. T'noroBa / YupaBnenue fo0KyMeHTaMH B M(poBoii skoHOMEKE. - MockBa: PITY, 2019. - C. 98-
103. - Pexxum mocryma: http://elib.lib.rsuh.ru
KanpoBoe nemonpon3BoacTBO: HauMHaeM ¢ HyJisl. Ayaut ceoumu cuiamu / M1.B. XKypasnesa, M.B.
XKypasnena. - 2-e uzg. - Mocksa: HULl UH®PA-M, 2014. - 184 c.: 60x88 1/16 + (lom. mar.
znanium.com). - (ITpocto, kpaTtko, 661cTpO). (0) ISBN 978-5-16-008986-7 - TeKCT: 371€KTPOHHBIIA. -
URL.: https://new.znanium.com

[TaBnoBckas, O. 0. IIpaBoBoe obecreueHue KaapoBOro JEIONPOU3BOACTBA: yUueOHOE MOcoOHe s

By30B / O. lO. IlaBnoBckas. — MockBa: U3marensctBo [Opaiit, 2019. — 213 c¢. — (Bericmiee
obpaszoBanmne). — ISBN 978-5-534-11565-9. — Texkcr: anekrponnsiii / ObC FOpaiit [caiit]. — URL:
https://urait.ru

Tema 9 (4 4u.) CACTEMATHU3AIIAA JOKYMEHTOB KAJIPOBOM CJTYKBBbI.

3AJIAHUA

1. TIpoananu3upyiite HOMEHKIATYPY A€l KaapoBoi ciayx0b1 3AO “Beimmen”.

2. CocraBbTe NpPOEKT HOMEHKIATyphl Jen otaena kaapoB 3A0 “BeimMnen” Ha chemyromuid
KaJIeHAapHBIHA TO/I.

3. Ilpoananmusupyiite TpeOOBaHWE 3aKOHOAATEIBHBIX W HOPMATHUBHBIX JOKYMEHTOB K COCTaBY
JIOKYMEHTOB JINYHOTO JIeJIa.

4. Cdopmupyiite nuunoe aeno corpynHuka 3A0O “BeimMnen” M cocTaBbT€ BHYTPEHHIOIO OMHCH
JOKYMEHTOB JINYHOTO JIeNa.

KOHTPOJIBHBIE BOITPOCHI

1. KakoBo Ha3HaueHHE HOMEHKJIATYpPHI JIe] B KaJIpOBOM ciryx0e?

2. KakoBel TpeOoBaHHS K (OPMYIMPOBKE 3arojiOBKOB JIOKYMEHTOB IO JIMYHOMY COCTaBy B
HOMEHKJIaType Jen?

3. Tlepeuncaute cocTaB JOKYMEHTOB JUYHOTO Jielia paOOTHHKA; TOCYAAPCTBEHHOTO CITYKAIIero.

4. Kak onpenensitoTcsi CpOKH XpaHEHUs KaJIPOBBIX JOKYMEHTOB?

5. Kakas cny»0a B opraHuzaiuu J0KHA pa3padoTaTh HOMEHKIATYPY e KaJApOBOU CITyKObI?

6. Kakue ocoO0eHHOCTH XapaKTepHbI AJI1 HOMEHKJIATYPHhI 1T KaJpOBOU CITyKObI?

NCTOYHUKU

Vka3 Ilpesunenra Poccuiickoit @enepannu ot 30 masg 2005 r. Ne 609 «O mepcoHaIbHBIX JaHHBIX
rOCyJapCTBEHHOTO TpakJaHCKOro ciysxaiiero Poccuiickoit ®denepaniii U BEJEHUU €r0 JIMYHOTO

nena» // [Dnextponnslit pecype]. — M., 2019. — Pexxum noctyna: http://www.consultant.ru
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[Ipuka3 PocapxuBa ot 23.12.2009 N 76 "OO06 ytBepxaeHHuH METOIUYECKUX PEKOMEHIAIUN IO
pa3paboTKe MHCTPYKIUI MO JeIONPOU3BOACTBY B ()eiepalibHbIX OpraHax MCHOJHHUTEIbHOM BaacTu'"//
[DnexTponnslit pecypc]. — M., 2019. — Pesxum noctyma: http://www.consultant.ru

[lepeueHp THUIMOBBIX YHNPABICHUYECKUX AapXUBHBIX JOKYMEHTOB, OOpa3ymoIIMXCS B Mpoliecce
NeSITEIbHOCTH TOCY/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIPAaBJIEHUS M OpPraHM3allUi, C
yKazaHueM cpokoB xpaHeHus. M.,2010// [DnekrponHsiii pecypc]. — M., 2019. — Pexum pocryma:
http://www.consultant.ru
JIMTEPATYPA
beikoBa T.A. JIoOKyMEHTallMOHHOE OO€CICUEHHE YIpaBiACHHS (IEIOMPOU3BOACTBO) [DIEKTPOHHBIM
pecypc]: yae6HOoe ocodue / T. A. beikoBa, T. B. Ky3nenosa. - 2-e¢ usn., nepepad. u gorm. - Mocksa:

Wudpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL http://znanium.com

9.2. MeToanyeckne peKOMeHIAUM 110 MOAT0TOBKe NMCbMEHHbIX padoT

Bua camocrositensHOM paboThI: TOATOTOBKA pedepara.

[TonroToBka pedepaTa MO3BONISET 3aKPENUTh TEOPETHUECKUE 3HAHHS IO JAWCHUILIUHE, MPHOOpECTH
HaBBIKM CaMOCTOSATEJIBHOTO YIIyOJIGHHOIO M3y4eHHsl OJHOIO M3 pasjenioB Kypca. Ilpum moaroroske
pedepara CTyHEHTHl IOJy4yalOT HABBIKM M yMEHHE pPaboTaTb C HCTOYHMKAMU M JIUTEpaTypoil,
aHATM3UPOBaTh (DAKTHl M JAaHHBIC CIEIHAIBHON JMTEPATyphl, H3JIaraTh MPOYHUTAHHOE COBPEMEHHBIM
po(hecCHOHATEHBIM SI3BIKOM.

Pedepar nomkeH 66T 0POPMIIEH B COOTBETCTBUH C TPEOOBAHUSIMHU, MIPEIBIBIIEMBIMU K IOJATOTOBKE
1 0(hOPMIICHHUIO HAYYHBIX PaOOT.

Pedepar Brirouaer:

- TUTYJIbHBIH JIUCT;

- OTJIaBJICHUE;

- BBEJICHHE;

- OCHOBHYIO 4acTb (TEMaTHUECKUE Pa3/EIbl);

- 3aKJII0YECHHUE;

- CIIUCOK MCIOJIb30BAHHBIX UCTOYHUKOB U JINTEPATYPHI.

O6beM pedepara - 15 crpanui Tekcra (npu Habope depe3 1,5 uHTepBana u pasmepe mpudta 13-14).
Pedepar nuiercs Ha 0aHOM CTOpOHE CTaHAAapTHOrO JHcTa Oymaru gpopmara A4 (210x197mm).
Crpanunbl pedepara HymMepyroTcs apaOCKumMu IndpamMu Ha BEpXHEM IIOJie JUCTa, 0€3 KaBBIYCK,
ne(ucoB M IPyrux 3HAKOB NMpenuHaHusA. TUTYIbHBIN JIUCT U OTJIaBI€HUE HE HyMEPYIOT, HO BKITIOYAIOT
B 001IMit 00BEeM pedepara.

Hayuno-cripaBouHbIii ammapar pedepara BKIIOYAaeT CHUCOK WCTOYHUKOB U JIUTEPATYphl H

IMOACTPOYHEIC CHOCKH. HO)ICTpO'-IHI)Ie CHOCKHU HUCIIOJIB3YIOTCA BO BCCX ClIydasdaX HUTHPOBAHUA B TCKCTC
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pedepaTa npaBOBBIX aKTOB, JOKYMEHTOB, NPOU3BEICHUNM aBTOPOB MOHOrpaduii, crarel, yueOHUKOB,
yueOHBIX TOCOOUH, a TaKkXkKe MPH LUTUPOBAHUN CTAHJAPTHBIX ONpEe/ICHII TEPMUHOB U MOHATUH. Bee
npuBoauMbie B pedepare ¢axThl, HU(PHI, AaThl, KOHKPETHBIC JaHHBIE TAKXKE JOJDKHBI OBITH
IIOATBEPKIEHBI TOACTPOYHBIMUA CHOCKAMH.

CHOCKHM HYMEpYIOT B Ipefesax 0HOM cTpaHUIlbl apaOCKUMU U paMu, TEKCT CHOCKH pa3MelaloT

I10J1 ITOCJIEAHEN CTPOKOM TEKCTAa.
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[Ipunoxenue 1

AHHOTAIIMSI PABOYEM ITPOT'PAMMBI JUCIHUILINHBI

Hucuunnuna «KanpoBoe nenonpous3BoacTBO» peanusyeTcss Ha (pakyJabTeTe apXHUBOBEIACHHUS WU
JNOKYMEHTOBEIeHUS Kadenpoil JOKYMEHTOBEACHHUS, ayJWOBU3YAIbHBIX W HAYyYHO-TEXHHYECKUX
apXUBOB.

Lenp MUCHUIUIMHBI - CPOPMHUPOBAThH y CTYACHTAa KOMIETCHIIMH, MTO3BOJISIOIINE €My BBIIOJIHATH BECh
KOMIUIEKC paboT MO KaJpoBOMY JEJONPOM3BOJACTBY, IMOATOTOBUTH BBIMYCKHHMKA, BIAJCIOIIETO
HaBbIKaMU BEJCHHS KaJpOBOTO JEJIONPOU3BOACTBA, CHOPMUPOBATH KOMILIEKCHOE MPECTABICHUE O
CHUCTEME JJOKYMEHTAIIMU I10 JIUYHOMY COCTaBY.

3amayn IUCIIUIUIAHBI:

L4 HaTb MpeaACTaBJICHUC 00 YPOBHC pCrilaMCeHTAllN KaAPpOBOI'O ACIOIIPOU3BOACTBA B PCD,
L4 Hay‘-II/ITI) CTyYACHTA COCTABJIATH U 0(1)0pMJI$ITI) OpraHru3allMOHHBIC KaJIPOBBIC NOKYMCHTEI,
L4 Hay‘-II/ITI) CTYACHTAa NOKYMCHTUPOBATL OCHOBHLIC KaJAPOBLIC NPOUCAYPBI B COOTBCTCTBHUU

¢ TpeOOBaHUSAMU 3aKOHOAATEIbCTBA;

. HayuuTh cTyzeHTa opraHu30oBbIBaTh pabOTy KaJIpOBOM CIIy:KObl, COCTABIATh JIOKAJIbHbIE
HOPMATUBHBIC aKThbI, PETIIAMCHTUPYIOINHE €€ ACATCIIbHOCTD.

o O6y‘-II/ITI> OCHOBHBIM TCXHOJIOTMYCCKHUM IIpHeMaM ACJIONPONU3BOJACTBCHHBIX onepaunﬁ,
opranm3alvi XpaHCHUA KaI[pOBOﬁ JOKYMCHTallUU.

JucuunnuHa HanpasieHa Ha GopMUPOBaHUE TPO(HECCHOHATBHBIX KOMIETCHIIUN:

o YK-11 - Cnocoben popmupoBaTh HETEPIUMOE OTHOIICHNE K KOPPYIIIMOHHOMY TTOBEIEHUIO

J OIIK-2 - CnocobeH HaxOIUTh OPraHW3alMOHHO-YNPABICHUECKUE PEIICHHs] MPHU pPEUICHUH
3a1a4 B chepe cBoel mpoecCHOHATILHON e TETbHOCTH

B pesynomame usyuenus oucyuniunsvt CmyoeHm 00AHCeH 3HAMb.!

o COBPEMEHHYIO 3aKOHO/IaTEIbHYIO0 U HOPMATHUBHO-TIPABOBYIO 0a3y, periaMeHTHPYIOIIYIO

paboTy ¢ KaapoBOil TOKyMEHTALIUEH;

o OCHOBHBIE ITPO0JIEMBI COBPEMEHHOTI'O KaJpOBOTO JEIONPOU3BOICTBA;

. cneun UKy KaJpoBoil TOKYMEHTALMU B TOCYIapCTBEHHON M HErocyJapCcTBEeHHOH cdepax;
. COCTaB 00s13aTeIbHBIX JJOKYMEHTOB KaJIpOBOil CITykKOBI;

. MOPSIOK TOKYMEHTHUPOBAHMSI KaJIpOBBIX MPOLENYP, CPOKU U3/1aHUS JOKYMEHTOB;

o TpeOoBaHUS K OPOPMIICHHIO IOKYMEHTOB 10 JTUYHOMY COCTaBY;

. TEXHOJIOTHIO PadOTHI C TIOKyMEHTaMHU KaJIpOBOHl CITyKOBI;

L4 MOpAIOK BEACHUA JIMIHBIX ICJI pa60THI/IKOB;
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L4 ImpaBujia CUCTEMATHU3allUN U XPAaHCHUA JOKYMCHTOB I10 JINYHOMY COCTaBY.

B pezynvmame uzyuenus oucyuniunsvl cmyoenm O0aHCeH yMemyp.

. paboTaTh ¢ HOPMAaTUBHO-TIPABOBOM 0a30il B chepe KaapoBOTO JETONPOU3BOJICTBA;

J IPUMEHSTh HOPMBI TPYIOBOTO MIpaBa, Kacarolrecs KaJpoBOoi JOKYMEHTAINH, Ha IPAKTHKE;
J OpraHU30BBIBATH PA0OTY KaJapOBOil CIyKOBI;

J COCTaBIISATh M OQOPMIISATH JIOKAJbHBIE HOPMAaTUBHBIE aKThI KaJAPOBOU CITY>KOBI;

° MIPOBOMTH BECh KOMILJICKC pa0OT MO JOKYMEHTUPOBAHHUIO OCHOBHBIX KQIPOBBIX MPOIIECIYD;
° PaBUIBHO 0GOPMIIATE U OOPMIIATE OTACIbHBIE KaJIPOBbIE JJOKYMEHTHI,

J OpraHu30BaTh pabOTy ¢ KaAPOBOU TOKyMEHTAIMEH B OPTaHU3AIUSAX U YUPEIKICHHUIX

Pa3IMYHBIX OPraHU3aIMOHHO-TIPABOBBIX (HOPM.
B pesynomame usyuenus oucyunaunst cmyoenm 00ndiceH 81a0emsb HA8bIKAMU.
J aHaM3a TPaBBIX aKTOB, BBISIBICHUS HEOOXOAMMOH periaMeHTHpYomell nHpopMauu o

JOKYMEHTUPOBAHUH TPYAOBBIX OTHOLICHUH;

. paboThI ¢ TUTIOBBIMHU M YHU(DUITUPOBAHHBIME ()OPMaMH JIOKyMEHTOB;

. COCTaBJICHUS PA3IUYHBIX BHUJOB JOKYMEHTOB, O(GOPMIISIONIMX TPYAOBBIC OTHOIICHHS C
paboTHUKAMU;

. COCTaBJIICHUS JIOKAJLHBIX HOPMATHUBHBIX aKTOB, PETIAMEHTHUPYIOIIUX pPAadOTy KaJIpoBOKH
CITYKOBI,

. MOJICTTUPOBAHUS YIPABICHUYCCKUX CHUTYallMid IO BOMPOCAM JOKYMEHTHPOBAHHS TPYIOBBIX
OTHOIIICHHH;

. paboThI C KaAPOBOM TOKYMEHTaIMEH;

. CUCTEMAaTH3AINH KaIPOBON JOKYMEHTAITUN M OpTaHU3aIuH e€ XpaHCHHS.

[To nucuunnune (Modynro) MpenycMOTpeHa MPOMEXKYTOUHAsI aTTECTalUs B POPME IK3aMeHd.

OO6m1ast TpyA0€MKOCTh OCBOCHHUSI TUCIUILIMHBI COCTABIISAET 4 3a4€THBIC €IUHUIIBL.



