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1. TIosicHUTeIbHAA 3aMHUCKA

1.1 Ileap m 3aga9u TUCHHUILINHDBI

Lenp nucumIuHbl «YpaBiIeHue KaJIpoBOi JOKyMEHTAIMeld B HU(POBOIl SKOHOMHUKE - TIOJTOTOBKA
MAarucTpoB, 3HAIOUIUX COBPEMEHHBIC TEHAEHLMH Pa3BUTHUA KaJIpOBON JOKYMEHTAIlMU, BIIAICIOLINX
HAaBBIKAMHU YIPABICHUS KaJApOBOW JOKYMEHTAI[Mel ¢ MpUMEHEHUEM MpPUMEHEHHs U(POBBIX
TEXHOJIOTHH.

3amaun JUCHUILINHLI:

— AHanu3 aKTyaJdbHbBIX TEHJEHUHMN pa3BUTHS CUCTEMBI KaJIpOBOM JOKYMEHTAIUU;

— OmnpegeneHue BO3MOXKHOCTEM M TEPCIEKTHUB TEPEBOJA KaJIpOBOW JOKYMEHTAIlMU B
BJIEKTPOHHBIN BU/T;

— XapakTepucTuKa TpPaBOBBIX aKTOB, C
OoQOpPMIICHHIO U  BEIEHUIO  KaJpOBOM
3JIEKTPOHHOTO IOKYMEHTOO00POTA;

— Onucanre 5TaloB BHEAPEHHS DJICKTPOHHOTO JOKYMEHTOOO0OpoTa B cdepe TPYyIOBBIX
OTHOIIICHHI;

— MW3yuenue coBpeMeHHBIX TpeOOBaHMNM K JIOKAIHBHOMY PETYJIUPOBAHUIO
JIEIOTIPON3BO/ICTBA B YCIIOBHX 3JIEKTPOHHOTO JIOKYMEHTO000POTA;

— H3ydeHue METONMKH BEACHHS KagpOBOTO YydYe€Ta C YYE€TOM COBPEMEHHBIX HH(PPOBBIX
TEXHOJIOTHH;

— @opmupoBaHUE YMEHHA pPa3pabOTKM W BHEAPEHHS JOKAIBHBIX HOPMATHUBHBIX aKTOB II0
YIPaBJICHUIO TEPCOHAIIOM;

— MW3yuenue HampaBieHuil mudpoBol TpaHCHOpMAIUU JOKYMEHTOB, CBS3aHHBIX C TPYIOBOH
NEeSATETbHOCTHIO PAOOTHUKOB.

IPUHATUEM KOTOPBIX MEHSIOTCA MOAXOABl K
JOKYMEHTAIlMM, CHEHU(PUKH  PEryJIupOBaHUSL

KaJJpOBOTO

1.2 IlepeuyeHb MIIAHUPYEMBIX Pe3y/IbTATOB 00y4YeHUs 1O AMCLHHUIJIMHE, COOTHECEHHBIX €
HHIMKATOPAMH JOCTHKEHUSI KOMIMETEeHIHii

Kommerenmnusa
(ko1 1 HAUMEHOBAHME)

NHamkaTopsl KOMIIETCHIIUHN
(ko1 1 HAUMEHOBAHME)

PesynpTarsl o0yueHns

VK-3.

Cnocoben
OpraHU30BBIBATH U
PYKOBOIUTH paboTOi
KOMaH/Ibl, BRIpaOaThIBast
KOMaHIHYIO CTPATErHI0
JUUIS TOCTHIKEHUS
MIOCTaBJICHHOU LN

YK-3.1.

OCYIIECTBIISIET PYKOBOJICTBO
KOJUIEKTUBOM B c(hepe cBoei
pohecCHOHATILHOM IEATEIIEHOCTH

3HaTh: METO/bI PYKOBOJICTBA
paboToi KOMaH/IbI, MEXaHU3MBI
B3aUMO/JICUCTBUS MEXKIY
Pa3JIMYHBIMU YIIPABIEHYECKUMU
YPOBHSIMU B PaMKax yIpPAaBICHUS
TPYJIOBBIMU OTHOLIEHUSIMU

YMeTh: NPUMEHATh TEOPETUUECKUE
3HaHUSA YIPABIICHUS KaJpOBOU
JIOKYMEHTAllUi Ha MPAKTUKE
Biianers: HaBbIKaMU UCMIOJIB30BAHUS
Pa3JINYHBIX BUJIOB JOKYMEHTOB U
CUCTEM JOKYMEHTAIUU IS
obecrieueHust pyKOBOJACTBA
JeATEeIbHOCTh NOIpa3/IeICHUM 10
YIPABJIECHUIO TEPCOHAIOM

IK-1

Crioco6eH OCyIIeCTBISITh
PYKOBOJICTBO
JESITeTbHOCTBIO T10
AOKYMCHTAIIUOHHOMY
00ecIeueHuno

I1K-1.2

oOecrieunBaeT B3aNMOJIENCTBHE
CTPYKTYPHBIX TO/Ipa3IeIeHuN
OpTaHHU3aIMH 110 BOIIPOCAM
paboThI ¢ JOKYMEHTaMHU

3HaTh: MPaBOBHIC HOPMBI B chepe
YIIPaBJICHUS IEPCOHATIOM U
KaJIpOBOTO JIEJIONPOU3BOICTBA
YMeTb: NPUMEHATh TEOPETUUECKUE
Y TIpaBOBbIEC 3HAHUS MIPU
OpraHU3aIu U OCYIECTBICHUHN




YIPaBICHUS
OpraHu3anye 1 apxuBoM

JIEATEIIbHOCTH IO YIPABJICHUIO
KaJpOBOW IOKyMEHTALHUEN
Bnaners: HaBbIKaMH MOCTPOCHUS
CITy’KOBI YIIpaBJICHUS MTEPCOHATIOM U
JIOKYMEHTUPOBAHHUS €€
JIeITeIILHOCTHU

[1K-4

Crniocoben
OpraHU30BbIBATH
pa3paboOTKy ¥ BHEAPECHUE
KOPIIOPAaTUBHOM CUCTEMBI

IK-4.1

UCTIONB3YeT B paboTe MPUHITUITHI
OpTraHU3aIUH JIEKTPOHHOTO
JIOKYMEHTOO0OpPOTa, B TOM YHCIIE
Ha MCXKXBCJOMCTBCHHOM YPOBHC

3HAaTh: MOPSJIOK

(G YHKIIMOHUPOBAHUS
UH(POPMALIMOHHBIX CHCTEM B
TPYyIIOBO# cdepe, mpaBuiia
COCTaBJICHUS KApOBOM

AIIEKTPOHHOTO
JOKYMEHTO00O0poTa

JIOKYMEHTAIIUU U PaOOTHI C
I[OKyMGHTaMI/I 110 J'II/I‘IHOMy COCTaBy
YMeTh: BBISIBIATH HAIIPaBICHUS
COBEpPILIEHCTBOBAHUS pabOTHI
KaJIPOBOTO TIOJIpa3/IeJICHUs Ha
OCHOBC COBpeMeHHBIX
WH()OPMAITMOHHBIX TEXHOJIOTHA.
BnaneTs: HaBbIKaMHU BHEAPEHUS
COBPEMEHHBIX HH(POPMAITMOHHBIX
TEXHOJIOTUH B pabOTy KaJpOBbIX
MOIpa3/IeICHHI.

1.3 MecTo IMCUMILIHHBI B CTPYKTYP€e OCHOBHOM 00pa30oBaTe/IbHOM MPOrpaMMbl

Jucnunnuna «YTpaBiaeHue KaaIpoBOi JOKyMEHTAIMEH B IUPPOBOH IKOHOMHKE» OTHOCHUTCS K
yacTd, (HOpMUpYyeMOH ydacTHMKaMH OOpa30BaTEeNbHBIX OTHOIIEHHH OJI0OKa JUCHUIUIMH Y4eOHOTO
IUIaHa.

Jlis  ocBOGHUS IUCHUIUIMHBI (MOIyINsi) HEOOXOAWMBI 3HAHWS, YMEHUS W BIaJICHUS,
chopMHUpPOBaHHBIC B Xxoae wu3yueHus gucuuiuimH  «KagpoBoe — aenompou3BOIICTBOY,
«JIOKyMEHTOBEICHUEY.

B pe3ynbTare OCBOCHHS MUCIMILINHBI (MOAYIIsH) (GOPMHUPYIOTCS 3HAHUWS, YMEHHS M BIIAJCHUS,
HGOGXOILI/IMBI AJI1 OCBOCHUA CJIICAYIOIIUX JUCIHUIIINH ((I/IH(bOpMaI_[I/IOHHBIe CUCTEMBI B KaHPOBOI\/JI
CITyKOE».

2. CTpykTypa IMCUHIJINHBI

OO01mast Tpy10eMKOCTh TUCHUIUIHHBI COCTaBisieT 3 3. €., 108 akaneMudyeckux 4acos.

CTpyKTypa AUCHHUILIMHBI )i 04HOH (opMBbI 00yUeHUs

O0beM aucHUIIMHBL B (OpME KOHTAKTHOW pPaboThl 0OydYaromuxcsi ¢ TeAaroru4ecKuMu
paOoTHHKaMu W (WJIM) JHMIIAMHU, TPUBJICKAEMbIMH K peann3alud o0pa30BaTeNbHONW MPOrpaMMbl Ha
WHBIX YCJIOBHSIX, IPH MTPOBEJICHUH YICOHBIX 3aHATHI:

Cemectp | Tun yueOHBIX 3aHATHI KonnuectBo
4acoB
2 Jlekuu 24
2 CemuHapsl/mabopaTopHbie paboThI 36
Bcero: 60




O0beM AUCHHUILTUHBI (MOYJIs1) B JOpME CAMOCTOSITENIbHON pabOoThl 00YJAIOIIHUXCS COCTABIISIET
48 akageMu4ecKux yaca(oB).

3. CopnepixaHue TUCHUILIUHBI

Ne HaumenoBanme pa3jaena Conep:xkanue
AUCHUTLINHBI
1 [udpoBuzarus nmpomeccon Vka3 [Ipesunenra PO “O Crpareruun pa3Butus
yIpaBIEHUS KaApOBOU uH(pOopMaIMOHHOTO 001ecTBa B Poccuiickoii
JIOKYMEHTalUe ®enepanuu Ha 2017 - 2030 roasr”. HarmonansHast

nporpamma «L{ugposas sxonomukay». Pabora
Muntpyna P® no nepeBoay kaapoBoil JOKyYMEHTAIUU
B JJICKTPOHHBIN BUA. [ OcynapcTBeHHas MOJUTHKA B
cdepe dIEKTPOHHOTO KaIPOBOTO TOKYMEHTO000pOTA.
DKCIepUMEHTHI 110 NIEPEBOTY KaJpOBOM
JOKYMEHTAluu U TOKyMEHTALlUH, CBSI3aHHOM C
TPYAOBOMH JEeSITEIBHOCTHIO pAaOOTHHKA, B 3JICKTPOHHBIH
Bua. Hampasnenus nudposuzanuu B chepe
TPYIOBBIX OTHOWIEHUH. OHIalH-CEepBUCHI AJIs
KaJpOBBIX MOJpa3/ICICHHI.

2 IIpaBoBOE perynupoBaHue Pernamenrarus paboTsl ¢ KaApoOBOW JOKYMEHTAIEH
BEJICHUS DJIEKTPOHHOTO Ha coBpeMeHHOM Jtane. [IpaBoBoe perynupoBanue
JTOKYMEHTO0000poTa B cdepe BOIIPOCOB NPUMEHEHUS 3JICKTPOHHBIX JTOKYMEHTOB B
TPYZAOBBIX OTHOILECHUI KaJpOBOM JI€JIONPOU3BOJICTBE.

JlericTByIOIIME 3aKOHOIATENIBHBIX U HOPMATUBHBIE
aKThl, HOPMaTUBHO-METOAMYECKHE JOKYMEHTBI
(TpynoBoii kogexc PO u @3, BHOCSIINE U3MEHEHUS
B TK B Bonpocax nepeBojia KaapoBoil
JOKYMEHTAIUU B 3JIEKTPOHHEIHN B, O3 «O06
nHpopmanuu, HOOPMAITMOHHBIX TEXHOJIOTUSIX U
3amuTe nHPopMmaruny, «O MepcoHATBHBIX TaHHBIX),
«O OyxranTepckoMm yuerey, «O0 AIeKTPOHHOU
noanucuy, «O rocyaapcTBEHHOMN rpakJaHCKOM
ciyx6e POy, [IpaBuna genonpounsBoactea, [OCTHi,
[IpodeccuonanbHble CTAHAAPTHI U AP.).

[TpoekThl enepaibHBIX 3aKOHOB U MHBIX MPABOBBIX
aKTOB B chepe IEKTPOHHOTO KaIPOBOTO

JTIOKYMEHTO000POTA.
3 DJEeKTPOHHBINH JOKYMEHTO000poT | [ToHATHE «3NIeKTPOHHBIN KaJPOBLIA
B c(pepe TPYJOBBIX OTHOLICHUH JIOKYMEHTO000pOT». BeeHune 31eKTpoHHOro

KaJpOBOT0 JOKYMEHT0000poTa 6e3 ny0iaupoBaHus Ha
OyMa)KHOM HOCHTEIE.

[Topsimok nmepexo1a Ha YaCTUYHBINA U MTOJIHBIN
KaJIpOBBIN TOKYMEHTOOOOPOT.

[Tpo6nembl TOKaIbHON peryiaMeHTalluu KapOBOTO
JIeJIONPOU3BOJICTBA B YCIIOBUAX 3JIEKTPOHHOTO
KaJpOBOI0 JOKyMEeHT0o0O0opoTa. BHecenue
W3MEHEHUH B JIOKAJIbHbIE HOPMAaTHUBHBIE aKThI B CBS3H
C MIEPEBOIOM KaJpOBOM JOKYMEHTAlUU B
AJIEKTPOHHBINA BUJ. [IpuMeHeHue sneKTpOHHOU
MOJIHNCH B cepe TPYJOBBIX OTHOIICHHIA.




JlokyMeHTupOBaHUE TPYAOBBIX
OTHOLLIEHUH C IPUMEHEHUEM
U (PPOBBIX TEXHOJIOTHI

CoBpeMeHHbIe TPeOOBaHUSI K COCTABIICHHIO,
O(bOpMJIeHI/IIO U IMOAIINCAaHUIO Kal[pOBI:IX I[OKyMeHTOB.
ObecnevyeHre IOPUANICCKON 3HAYMMOCTH KaPOBBIX
,Z[OKYMGHTOB. 3H€KTpOHHa}I IIOAIMNUCH — BOBMOKHOCTHU
Y OTPaHUYEHUS TPUMEHEHHUS B KaJPOBOM
JIEJIONPOU3BO/ICTBE.

Hcnonbs3oBaHme MpOrpaMMHBIX MPOAYKTOB 10
BEJICHUIO KaJpOBOI0 y4eTa.

3aKiTroueHre TPYAOBBIX, YACHHUECKUX U IPYTHX
,Z[OI‘OBOpOB B BHGKTpOHHOM BHUJIC.

Benenue nuHoit kaipoBOM JOKYMEHTAIUH B
BHGKTpOHHOM BHJIC.

ITopsnok BeneHUs CBEEHUN O
TPYAOBOM AEATETLHOCTH
pabOTHUKOB

TpynoBas kHHXKKa paOOTHHUKA U CBEJICHHS O TPYIOBOM
NesTeNbHOCTH PAOOTHUKA: HOBBIE IIPaBUIA
JOKYMEHTHUPOBaHUs HH(OPMALIUU O TPYIOBOK
NESTeNbHOCTH U TPYIOBOM CTaXke paOOTHHUKA.

3azauu KaJpoBOro MOAPA3IEIECHUs 110 peopraHu3aluu
nopsiika paboThl ¢ TPYIOBBIMU KHY)KKaMU U
0COOEHHOCTH BEJICHHE CBEICHUI O TPYIOBOI
NESTeNbHOCTH PAOOTHUKOB € YYETOM HCIOJIb30BaHUS
COBPEMEHHBIX MH(OPMAITMOHHBIX TEXHOJIOTHIA.
[Topsinok B3aumopeiictus ¢ [leHcnonHbIM (hOHTIOM
P® o BonpocaM nepegauu U Moay4eHUs CBEICHUM O
TPYAOBOH JESTEIBHOCTH PAOOTHUKOB.

HoBrle npaBuina paboThl ¢ TPYAOBBIMU KHUKKAMH U
BEJICHUS CBEACHUN O TPYAOBOM ESITEIHLHOCTH.

JlokyMeHTupOBaHUE
JUCTAaHIIMOHHON pabOThI

[TonsiTHe MUCTAaHITMOHHOM (yIaIeHHON) paOOTHI.
Bpemennas nucraniimonHas pabora.

[ToaroroBka jJ0KalIbHBIX HOPMAaTUBHBIX aKTOB,
PETYIHUPYIOMIHUX BOTPOCH! YAIICHHOH paOoTHI B
OpraHU3alHH.

Oco0eHHOCTH JOKYMEHTUPOBAHUS JUCTAHIIMOHHON
paboThl 1 OOMeHa MoKyMeHTaMu. lcnosb3oBaHue
ANEKTPOHHBIX IOKYMEHTOB IIPU JJOKYMEHTUPOBAHUHU
JTUCTAHITMOHHOUN paboOTHI.

[Mopsimox mpreMa Ha pabOTy TUCTAHIIHOHHOTO
pabotnuka. [Topsiok BHECEHHS N3MEHEHHH B
TPYIOBOMU JOTOBOP C JUCTAHIIMOHHBIM PAOOTHHKOM.
JlucuumiuHapHas OTBETCTBEHHOCTh IMCTAaHI[MOHHOTO
pabotHuka. [lopsiaok yBOJIbHEHUS JUCTAHIIMOHHOTO
pabotarka. OcoOble OCHOBaHHS YBOJBHEHUS.
ObecrieueHre KOHTPOJIS 3a pe3yIbTaTaMu U
MPOIIECCOM PAaOOTHI JUCTAHITMOHHOTO PAOOTHHKA.
VYuer pabodero BpeMeHH MpHU TUCTAHIMOHHOM padoTe.
B3anmoneiicTBre CTOPOH TPYAOBBIX OTHOIIEHU B
JJIEKTPOHHOU CpEZE.

[{udpoBbie TEXHOTOTHH,
UCTIONIb3YeMbIe TIpH paboTe ¢
KaJpOBOM IOKyMEHTAIUEH

Opranu3zanys u TEXHOJIOTUU PadOTHI C KaJIPOBBIMU
nokyMmeHTamMu. ONTUMU3ANUS JOKYMEHTAIIMOHHBIX
MIPOLIECCOB B KaIpoBOH cdepe.
Criennanu3upoBaHHbIE IPOTPAMMEI H SJIEKTPOHHBIC
pecypcbl, 00ecneurBaoIre BeJeHHs KapOBOTo




CXD/I.

JEIIONPOU3BOCTBA.

OnexkTpoHHBIN pecypc «Pabota B Poccum»
DJIeKTpOHHBIE pecypchl PocTpyaa, mo3Bosisonme
COBEPILICHCTBOBATh pabOTy KaJIpOBBIX MOPA3ICICHHHA
Y NIOJIPA3CIICHUH 110 YIPABICHUIO IIEPCOHATIOM.
IIpuMeHeHHe «MCKYCCTBEHHOIO UHTEIIIEKTA» B
JESATEIIBHOCTH KaJPOBBIX ITOAPA3IECICHHN.

Bormpocs! xpaHeHus KaIpoBOH JOKYMEHTALUH,
CO3/IaHHOH B DJIEKTPOHHOM BHJIE.

OcobeHHOCTH XpaHEHUs KaIPOBbIX JOKYMEHTOB B

4. OoOpa3oBaTe/ibHbIE TEXHOJIOTHH

Ne HaunmenoBanue pasaeina Buabl yueOHoii padorsl | O0pa3oBaTesibHbIE TEXHOJTOTHH
n/n

1 2 3 5

1. |udposusaius mporeccon Jlexmust 1. Jleknusa

YIpPaBICHUS KaAPOBOM [IpakTrueckas 1 Huckyccus.

JOKyMEHTaluen [IpakTuyeckas pabora
CamocTosiTenbHast KoncynbrupoBanue
pabota

2. |IIpaBoBo€ peryaupoBaHue Jlexuus 2 Jlekuus- npe3eHTanus

BEJICHUS DJIEKTPOHHOI'O IIpakTnueckas 2 Huckyccusi.

JTIOKyMEHT0000poTa B chepe [IpakTuueckas pabota

TPYIOBBIX OTHOIICHUH CamocrosiTenbHas KoncynpTupoBanue

JTOKyMEHTAITU! paborta

3. |DnekTpoHHBIN TOKyMeHTO000pOT |JIekuus 3 [IpoGnemuas nexius
B chepe TpynoBeix oTHomeHu  |[IpakTuueckas 3 Huckyccus.
[IpakTuyeckas pabora
CamocTosiTenbHast KoncynbrupoBanue
pabora
4. |lokyMeHTHpOBaHHE TPYAOBBIX  |Jlekmumst 4. Jlekuus — npe3eHTanus

OTHOILIEHUN C IPUMEHEHUEM IIpakTnueckas 4 Huckyccusi.

U(PPOBBIX TEXHOJIOTHI [IpakTuueckas pabota
CamocTosiTenbHas KoncyneTuposanune
paborta

5 |Ilopsaok BeaeHUs CBEICHUNA O Jlexug 5. Jlekuus — npe3eHTanus

TPYZIOBOH ACATEIBHOCTH IIpaxTueckas 5 Huckyccus.

pabOTHHKOB [IpakTrueckas pabota
CamocTosiTenbHas KoncyneTuposanue
paborta

6 |doxymeHTHpOBaHUE Jlexuus 6. Jlekuus — nmpe3eHTauus
JTUCTAHITMOHHOW paboThI [IpakTrueckas 5 Huckyccus.
[IpakTuyeckas pabora
CamocTosiTenbHast KoncynbrupoBanue
pabora
7 |udposbie TeXHOTOTHH, Jlexmus 6. Jlexmms — mpe3eHTanms

UCIIOJNIb3YEMBIE TIPH paboTe C
KaJpOBOU TOKyMEHTaIEeH

IIpakTuueckas 6

CamMocTrogTreapHas

Huckyccus.
[IpakTrueckas pabota
KoHncyneTupoBanue




|pa6ota |

5. OueHka JIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHUs

5.1 CucremMa orleHUBaHUA

Texymuii KOHTPOJIb OCYIIECTBISIETCS B BHJIE OLIEHOK KOHTPOJBHBIX pabOT, BBHICTYIUICHHM Ha

CCMUHAPCKUX 3aHATUAX. MaxkcumannHas OIICHKA 3a BBICTYIIJICHUC HA CCMHUHAPCKOM 3aHATUHA (He MCHCC

4 BwicTyruienuit) — 10 G6amnoB. [IpomMexyToOUHBIH KOHTPOJIb 3HAHUN MPOBOIUTCS B (hOpME HTOTOBOU

KOHTPOJBbHOM paboThl, BKJIIOYAIOIIEH TEOPETUYECKHME BOMPOCHI M MPaKTUYECKOe 3aJaHue,

ouenuBaercs 10 40 0ayuIoB.

)51

B pesynbrare TeKymero u npoMeKyTO4YHOIO KOHTPOJIS 3HAHUHU CTYJEHTHI I10Jy4aroT 3a4eT.

Dopma konmponsn

Makc. konuuecmeo 6annoe

3a 0ony pabomy Bcezo

Tekymuii KOHTPOJIb:

-ITpakTryeckoe 3aHsTHe

- Kontponsnas padora Ne 1

20 6annoe 20 6annos
10 6annos 40 6annos

[IpomexyTouHas arTecTanus 40 6annos
HroroBast kKoHTpoIbHAs paboTa

(3auer)

Htoro 3a cemecTp (IMCIUIIIUHY) 100 6annos

OneHka «3auTeHO» BBICTABISIETCS OOydaromemycsi, HaOpaBmieMy He MeHee 50 06amioB B
pe3yabTaTe CyMMHpOBaHMs OajUlOB, IMOJIyYEHHBIX IPU TEKYLIEM KOHTPOJE M IMPOMEKYTOUHOM
arrectauuu. llomydeHHBIH COBOKYNMHBIM pe3ynbTar (MakcumyMm 100 0GayioB) KOHBEPTHpYETCS B
TPaJULMOHHYIO IIKaJly OLEHOK M B IIKaJTy OLEHOK EBpomeickoil cucTeMsl NEpeHoca U HAKOIUICHHS
kpenutoB (European Credit Transfer System; nanee — ECTS) B cooTBETCTBUHU C TaOIUIICH:

100-0aipHas 1IKaia TpaauioHHas 1mKaja Ilkana ECTS

95-100 OTnudHo A
83-94 B

68 — 82 Xopomio 3a4TEHO C

56 — 67 v D

50 _55 JIOBJICTBOPUTEIIHHO E
20-49 FX
0_19 HeynornerBopurenbHO He 3auteno =

5.2 Kpurepuu BbICTaBICHUS OICHKH IO JUCITUTUIHHE

banasl/ Ouenka no Kpurepun oneHKH pe3yJibTaToB 00y4eHus 110

Ikana AUCHUILINHE AUCHUILINHE

ECTS

100-83/ COTIUIHOY/ BricTaBnsiercst oOydaromemycs, eciu OH rIIy00Ko 1

A, B «3a4TEHO IIPOYHO YCBOMJI TEOPETUYECKUM U PAKTUYECKUI
(oTugHO)»/ MaTrepuai, MOXET MPOAEMOHCTPUPOBATH ATO HA 3aHATHUAX U
«3aUTEHO» B XO/JI€ IPOMEKYTOYHON aTTECTAIIUH.

OO0yuaroImuiicst KCUEPIBIBAIONIE U JIOTHYECKH CTPOMHO




Banapl/
Ixana
ECTS

Onenka no
TUCHUIIJINHE

Kpurepun oneHKH pe3yJibTaToB 00y4eHus 110
AUCHMILINHE

U3JIaraeT yueOHbI MaTepuall, yMeeT YBI3bIBATh TEOPUIO C
IIPAKTUKOM, CIIPABIIACTCA C PELICHUEM 3a1a4
npo¢ecCHOHATLHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, NTPaBUJILHO 0OOCHOBBIBAET ITPUHATHIE
peuieHusl.

CB0OOIHO OpUEHTUPYETCS B YIeOHOU U
npo¢eCCUOHATLHON JIUTEPaATYpE.

OreHka o JUCHUIUIMHE BBICTABIIAIOTCS 00YYaIOMEMYCs C
Y4E€TOM PE3YNIbTATOB TEKYILEH U IIPOMEKYTOYHOU
aTTECTaLlUN.

Komnerenmuu, 3akpeniaéHuble 3a JUCHUILINHOMN,
c(OPMHUPOBAHBI HA YPOBHE — «BBICOKHUII».

82-68/

«XOPOIHIO»/
«3aYTECHO
(xoporro)»/
«3a4TCHO»

BricraBisiercst o0yyaromemMycs, €Cii OH 3HaeT
TEOPETUYECKUN U MPAKTUYECKUN MaTepHuall, [paMOTHO U 110
CYHICCTBY U3JIaracT €ro Ha 3aHATUAX U B XO/I€
MIPOMEKYTOUYHOM aTTECTAllMU, HE JIOIMYCKasl CYyIIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiicst MpaBMUIHBHO MPUMEHSET TEOPETHICCKUE
IMOJIOKCHUS ITPU PCHICHUU MTPAKTUYCCKUX 3aJ1ayq
npodeccnoHalbHOM HANPaBICHHOCTH PA3HOTO YPOBHS
CJIOKHOCTHU, BJI1aACCT HGOGXO,Z[I/IMBIMI/I JJI1 9TOI'0O HaBbIKaMU
WA OpUEMaMU.

JIOCTaTOYHO XOPOIIIO OPUEHTHUPYETCS B YUeOHOH U
npodeccuoHanbHOI TuTEpaType.

OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYalOmEeMycs C
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
arTTecTaluu.

Komnereniuu, 3akpeni€éHnbie 3a JUCUUTUIMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «XOPOIIIHII».

67-50/
D, E

«yJOBJIETBOPHUTEIb
HOY/

«3a4TEHO
(YnoBineTBOpUTEND
HO)»/

«3aYTCHO»

BricTaBnsercst oOydaromemMycs, eciiu OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUYECKUI U MPAKTUYECKUN MaTepuall,
JIOTYCKaeT OTAeNbHbIe OMMOKH MPH €T0 U3JI0KEHUHU Ha
3aHATHUSX U B XOJ1€ IPOMEKYTOUHOM aTTECTALUH.
OOyyaromuiics UCIIBITHIBAET OINpeIeIEHHbIE 3aTPYIHEHUS
B IIPUMEHEHUH TEOPETUUECKUX MOJI0KEHUI NPU PELIEHUH
MPAKTUYECKHX 3a71a4 MpodecCHOHaATbHOM HAIPaBICHHOCTH
CTaHJIapTHOI'O YPOBHS CJIOKHOCTH, BJIAJIEET
HEO0OXOIMMBIMHU ISl 5TOT0 0Aa30BBIMH HABBIKAMHU U
IPUEMAMH.

JleMOHCTpHUpYET TOCTATOYHBIN YPOBEHb 3HAHUS yIeOHOM
JUTEPATyphI 110 AUCLUIIINHE.

OneHka no JUCHUILIMHE BBICTABIISAIOTCS 00ydaromemMycs ¢
Y4E€TOM PE3YIbTATOB TEKYILEH U IIPOMEKYTOYHOU
aTTeCTalUu.

Komnerenmuu, 3akpeniaéHuble 3a JUCHUILIINHOMN,
c(hOpMUPOBAHBI HA YPOBHE — «JIOCTATOUHBII.

49-0/
F, FX

«HEYIOBIIETBOPUTE
JIHOY/
HE 3a4TEHO

BricraBisiercst o0yyaromemycs, €Cii OH He 3HAeT Ha
0a30BOM ypOBHE TEOPETUUECKHUMN M MPAKTHICCKUIN
MaTepHall, JOMycKaeT rpyoble ONIMOKY P €ro




banasl/ Ouenka no Kpurepun oneHKH pe3yJibTaToB 00y4eHus 110

IIxana AUCHHUILINHE AUCHHUILINHE
ECTS

W3JI0KEHUU Ha 3aHATHUAX U B XOJE IPOMEKYTOUHOU
aTTECTaLlUN.

OOyuaronuiicsi UCTIBITHIBACT CEPhEIHBIC 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUYECKUX IOJIOKEHUH NPU PEIICHUU
MPAaKTUYECKHX 3a/1a4 MPO(eCCHOHATLHON HANPaBIEHHOCTH
CTaHapTHOT'O YPOBHS CJI0)KHOCTH, HE BIaICET
HEOOXOAMMBIMU JIJIS1 3TOTO HAaBBIKAMU U MIPUEMAMHU.
JlemoHCTpHUpYET (parMeHTapHbBIE 3HAHUS YICOHOM
JUTEPATypPHI 110 TUCLUIIIINHE.

OrneHka o JUCHUIUIMHE BBICTABIIAIOTCS 00YYarOMEMyCs C
y4E€TOM PE3yIbTATOB TEKYILEH U IIPOMEKYTOYHOU
aTTEeCTaLUN.

KomMmnieTeH1un Ha ypoBHE «OCTaTOUHBIN», 3aKPETUIEHHBIE
3a AMCUUIUIMHON, He COPMHUPOBAHBI.

5.3 OueHouyHbIe cpecTBa (MAaTepHaJbl) IJIA TEKYIIEro KOHTPOJIsI yCIIeBAeMOCTH,
NMPOMEKYTOYHOM aTTeCTAlUN 00YyUAIOIIUXCS 10 JUCIHUIINHE

Ilpumepnoie 6onpocwt 011 KOHMPOALHOU PAOOMBL.

1. B yem cocrouT 3HaueHuE KaapoOBOW JOKYMEHTAIUU JJisi OPraHU3alMH, JACSTEIbHOCTH
anmapara yIpaBJeHUs, YeJIIOBEKa.

2. HazoBure OCHOBHBIE TPOOJIEMBI  COBPEMEHHOW  periiaMeHTAllil  KaJpOoBOTO
NEJIONPOU3BO/ICTBA.

3. JlaiiTe ~ XapakTepUCTUKY  OCHOBHBIM  TIPAaBOBBIM  aKTaM,  ONpPEAEIUBIINM
«un(poBU3aINIOY» B KAUECTBE OJHOTO UX MPUOPUTETHBIX HAIIPABICHUHN pa3BUTHS KaAPOBOM chephl.

4. Oco0eHHOCTH TPAaBOBOTO PETYIHMPOBAHUS MPUMEHEHHS JJIEKTPOHHBIX JOKYMEHTOB B
cdhepe TPYIOBBIX OTHOIIEHUH.

5. Ha3osure mepomnpustus Muntpyna P® no nepeBony KagpoBOW JOKYMEHTAllUH B
AJIEKTPOHHBINA BUJ. KakuMK mpaBOBBIMUA aKTaMH OHH PETYIUPOBATUCH?

6. B kakux mpaBOBBIX aKTaxX MPOIHUCHIBAJICS MOPSIOK MPOBEICHUS HKCIEPUMEHTA 1O 1O
HCIIOJIb30BAHUIO DJICKTPOHHBIX JOKYMEHTOB, CBSI3aHHBIX C paboToii? JlaiiTe UM XapaKTEepPUCTHKY.

7. Kakue npaBoBble akThl MOCIEIHUX JET BHECIM M3MEHEHHs B TpynoBoil kogekc PO,
pacivpuB MPaKTUKY TPUMEHEHUS 3JIEKTPOHHBIX TOKYMEHTOB B cepe TPYAOBBIX OTHOLICHHH. B uem
CYTb 3TUX U3MEHEHUN?

8. JlaiiTe xapakTepUCTUKY HalMoHaIbHOW mporpamme «lludposas sxoHommka». Kakwue
3a/laud, CBS3aHHBIC C Pa3BUTHEM KaJIpOBOH JIOKyMEHTAallMW, OBUIM OMpEAeNiEHbl B paMKaxX STOM
MIPOTrpaMMBI.

9. Ha3zoBute mpoekTsl (eaepanbHbIX 3aKOHOB M MHBIX MPABOBBIX aKTOB, HAIlCJICHHBIC Ha
BHEZIPEHHE B KaJPOBYIO CEepy IMEKTPOHHOIO JOKYMEHTO0O0poTa. JlaliTe UM XapaKTEepUCTUKY.

10.  KakuM npaBOBBIM aKTOM BBEJCHBI «3JIEKTPOHHBIC TPYAOBbIE KHIKKNY. Kakue BOmpockl
UX BEJICHUS B HUX OTPAXKECHBI?

11. Ha3oBure mNOA3aKOHHBIE aKThl, PETYJIUPYIOLIME BOIPOCHI BEAECHHUS CBEACHUN O
TPYAOBOU JESATEIBHOCTH PAOOTHUKOB B 3JIEKTPOHHOM BUJIE.

12. Kakue mnpaBoBble aKTbl PETIAMEHTUPYIOT BOIIPOCHI JIOKYMEHTHPOBAHHUS TPYIOBBIX

OTHOIIEHUWH W BEIACHUS KaapoBOM mokyMmeHTauuu. Kakume Hu3 STUX MNpaBOBBIX AaKTOB KacaroTcs
BOIIPOCOB MPUMEHEHUS IIUPPOBLIX TEXHOJIOTHIA B paMKaX TPYJOBBIX OTHOIICHUH.

Hpumepuble KOHmMpOJibHblE 60RPOCHL onsa npome.)fcymoquoﬁ ammecmauuu:



1. HampaBnenus pa3BuTus KaapoBod cdepbl B paMKax HaIMOHAIBHOW MPOrpaMMBbl
«udpoBast 5KOHOMHKA.

2. JlaiiTe ompeneneHue MOHATHIO QJICKTPOHHBIA KaJAPOBBI JOKYMEHTOOOOPOT B cdepe
TPYIOBBIX OTHOILLICHUI.

3. Oco0eHHOCTH UCTOB30BaHUS JIEKTPOHHOMN MOAMKMCH U DJIEKTPOHHBIX JOKYMEHTOB B
pamMKax TpyJIOBBIX OTHOIIEHUH.

4. Kakune skcnepruMeHTsl TPOBOINIINCE HA TOCYAAPCTBEHHOM YPOBHE B PaMKax NEpPEeBOA
KaJpOBOM JOKYMEHTAllUM B D3JEKTPOHHBIM BHA. B 4eM cyTh 3THX JKCHEPUMEHTOB M YEM OHH
OTJINYAIUCH?

5. [Tpobnembl FOpUINYECKON 3HAYMMOCTH JOKYMEHTOB B KaJJpOBOM JIETIONPOU3BOICTBE.

6. B kakux ciaydasx MOXKET NPUMEHSTHCS JIEKTPOHHAS MOJANUCH IIPU BEACHUU KaJIpPOBOU
nokyMeHTanuu? Kakue BUIBI 3JEKTPOHHOM NOINMCU HCIHOJB3YIOTCSA JUIsl MOANMCAHUS KaJIpOBbBIX
nokyMmeHToB? Ectb 1 muddepeHnuanys npu UCIoab30BaHUH PAa3IUYHbIX BUIOB MOAMHCH?

7. [lepeuncnnre OCHOBHBIE HAIPABICHHUS COBEPIICHCTBOBAHMS pabOTBl € KaJpOBOii
JOKYMEHTAIMell, OCHOBAaHHbIE Ha IPUMEHEHUH COBPEMEHHBIX HH(POPMAIITMOHHBIX TEXHOJIOTHIA.

8. Ha3zoBute ocHOBHBIE NpPOOIEMBI TpPUMEHEHHS LHU(POBBIX TEXHOJOTHH B paMKax
TPYAOBBIX OTHOILIECHHI.

9. Onpenenute Ha3HaueHHE NPOPECCHOHATBHBIX CTaHAapToB. OOsA3aTeNbHBI  JH
npodeccuonanbuble ctanaapThl? Kakue ganHble U3 MpodeccHOHANbHBIX CTaHIAPTOB JOJKHBI OBITH
MPONKCaHbI B (hOpME CBECHUI O TPYIOBOU AEATEIBHOCTU?

10. KakumMu HOpMATHBHBIMH M METOJAWYECKUMHU JIOKYMEHTAMU JOJDKHBI MM MOTYT
PYKOBOJICTBOBATbCSl CHELUAINUCTBl IO YIPaBJICHHUS NEPCOHAIOM IIPU OpraHMU3alMd XpaHEHUs
KaJIpOBOM JOKyMeHTaIuu. B uem cocTtouT crienuduka XpaHeHUs 3TOW KaTeropuu JokymeHToB? Kak
JOJDKHO OBITH OPraHU30BaHO XPAaHEHHE HJIEKTPOHHBIX JJOKYMEHTOB 10 IHMYHOMY COCTaBY?

11. OnumuTe mopsAIoK paboThl ¢ TPYIOBBIMU KHIDKKAMU PAOOTHUKOB M MOPSIAOK BEIACHUS
CBeleHUI 00 uX TPyHOBOW AedaTenbHOCTH. lIOpsmok BBIAAYM TOANMCAHMUSA CBEACHUH O TPYIOBOM
NEeSATEIbHOCTH.

12.  Kyma, B kakod ¢QopMe u KakuM o00pa3oM NepefaloTcs CBEACHUS O TPYAOBOU
IEATeNbHOCTH PaOOTHUKOB. I 7ie OHM XpaHATCS, KaK 3TH CBEICHUS MOXKHO U3BJICYb?
13.  IlepeuuciuTe OCHOBHBIC HAINpaBICHHUS TNPUMEHEHUS LUQPPOBBIX TEXHOJIOTHHA B

KaJIpOBOM Jenonpou3BoacTBe. Kakue 3JIeKTpOHHBIE pecypchl MOTYT OBbITh HCIOJb30BaHbl MpPH
BEJICHUU KaJPOBOM TOKYMEHTAIIUU B DJIEKTPOHHOM BUje?

14.  Ilepeuucnurte npaBOBBIE AKThHI, 3aKOHOJATENIbHbBIE AKThl, KOTOPHIMU PETIIAMEHTUPYETCS
JOKYMEHTHUPOBaHUE KaJ[POBOH JAESITETLHOCTH B HacTosee Bpemsi. Kakue n3mMeHeHust ObUTM BHECEHBI B
CYLIECTBYIOIIME IIPABOBBIE aKThl B CBSI3M C BHEIPEHHEM «DJIEKTPOHHBIX TPYIOBBIX KHHUKEK,
(QIEKTPOHHOTO KaJIPOBOTO JOKYMEHTOO00POTay, «IUCTAHIIMOHHON PabOTHI».

15.  Ha3Batp M3MEHEHUS B TPYJOBOM 3aKOHO/ATEIbCTBE, KOCHYBILIUECS
JOKYMEHTAIMOHHOTO 00eCIeYeHHsl YIIPaBJICHUS IIEPCOHATIOM 3a MOCleAHne 5 ner. B yem cyTh 3TuX
m3meHeHni? Kakwe W3 HUX KOCHYJIHCH BONPOCOB NHU(pOBON TpaHchOpMaId  KaapoBOH
JTOKyMeHTauuu?

16. Onucath 0COOEHHOCTH JIOKAJIBHOTO PEryJUpPOBaHUS BOMPOCOB JTOKYMEHTAIIMOHHOTO
obecriedeHus yIpaBieHUs TepcoHamoM. Kakue BOMPOCH TOMKHBI ObITh MPOMUCAHBI B JOKATBHBIX
HOPMAaTUBHBI aKTaxX MPU BHEAPEHUHU AJIEKTPOHHOTO KaJpOBOTO TOKYMEHTO000poTa?

17.  Kakwue JIoKaJIbHbI€ HOPMAaTUBHBIC aKThl PETYIUPYIOT BOIMPOCH! TUCTAHIIMOHHON paboThI?
Kaxkas nuadopmanust 10/mKHa OBITh BKITIOUCHA.

18.  Tlopsimox oOMeHa SJIEKTPOHHBIMH JOKYMEHTAMH B pPaMKax O(QOPMIIEHHS TPYIOBBIX
OTHOILIECHHUH C TUCTAHIMOHHBIMU PAOOTHUKAMH.

19. B xakom BuJe BBIIAIOTCS paOOTHHUKY CBEICHUS O €r0 TPYAOBOW ACATEIbHOCTH?

20.  HazoBute GyHKIMM KaIpoBOW CIIykKObl, CBSI3aHHBIE C TPYAOBBIMH KHWXKAMH H

BEJICHUEM CBEJICHUI O TPYAOBOH JAEITETLHOCTH PAOOTHUKOB?



21. JlaiiTe XapakTepucTuUKy aesaTenbHOCTH Muntpyna PO mno mnepeBony KagpoBou
JOKYMEHTAIUH B SJIEKTPOHHBIN BUJI.

22.  HasoBure TeHIEHIMU pa3BUTHS cepbl JOKYMEHTAIMOHHOTO 00eCIeUeHHs YyIPABICHHS
NIEPCOHAJIOM, CBA3aHHBIE C IIU(PPOBBIMU TEXHOJIOTUAMHU. JlaliTe UM XapaKTEepUCTHKY.

6. YueOHo-MeToaMYeCKOE H HH(OPMALIMOHHOE 00ecedyeHue TUCIIHIIIMHBI
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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/cabinet/stat/hr/2019-12-18/click/consultant/?dst=http%3A%2F%2Fpublication.pravo.gov.ru%2FDocument%2FView%2F0001201912160075%23utm_campaign%3Dhr%26utm_source%3Dconsultant%26utm_medium%3Demail%26utm_content%3Dbody&c=A5D9F80616ED826E597F2D1AC1351C36DC2B1214C498D1AD74D9AA164F1CA9FE8F75FCADF2B96D7C19BBBC8BE83FBACB42CC7E5642476C8409EFFA17125A0DE2400C02F4BBAA8F7C42ED9A626A74C8348B47C8CDDF67B56BAFF80208107083FB010CD8B9656C7A900D6A547C3BE2D912FF4FE372A55E6D592006D7C01585912AC08F4DD1F7ECB13DD55FA51B89C8B7EBD796CEA7CB07465D96A16F991B9EBC9B529123BD91A7F9937A07B1068D502749�
http://www.consultant.ru/document/cons_doc_LAW_351124/�

[Tpuka3z MunucrepcTBa Tpyna u counaibHoi 3amuTsl PO ot 14 mast 2020 r. Ne 2401 “O6
yTBepkaeHIH [1o10)keHns 0 mOpsIIKe MPOBEICHHS YKCIIEPUMEHTA 110 NCTIOJIB30BAHUIO 3JIEKTPOHHBIX
JIOKYMEHTOB, CBSI3aHHBIX ¢ padoToit” // URL:https://www.garant.ru/products/ipo/prime/doc/74170714/

HUHcmounuku (OononnumenvHole)

Oenepanbublii 3akoH PO ot 27.07.2006 Ne 149-®03 «O6 umHpopmanuu, HHPOPMALUOHHBIX
TEXHOJNIOTHSX U 3amure wuHbopMmamuu» // [DnekTpoHHBIA pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

®enepanbHblii 3akoH OoT 26.12.1995.  Ne 208-®3 «0O06 akiuoHEepHBIX oOmecTBax» //
[DnexTpoHHEI pecypc]. — M., 2019. — Pesxxum noctyna:http://www.consultant.ru.

[Ipuka3 PocapxuBa ot 22.05.2019 N 71 "OO6 yrBepxknenuu [IpaBui nemonpou3BOACTBA B
roCy/lapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMmoympasieHus" (3apeructpupoBaHo B MuHiocTe
Poccum 27.12.2019 N 57023). // [DOnekrpoHnsii pecypc]. — M., 2020. - Pexum
nocryma:http://www.consultant.ru.

[Ipukaz PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxacHuu IlepedHsi THUITOBBIX
VIPABICHYECKUX  ApXHMBHBIX  JIOKYMEHTOB, OOpasylomuxcs B  IpoLecce  JesTeIbHOCTH
roCy/1apCTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O CAaMOYTIPaBIEHUS U OPraHU3alUi, C YKa3aHHEM CPOKOB
ux xpanenus" (3apeructpupoBano B Muniocte Poccun 06.02.2020 N 57449) // [DnekTpoHHBIN
pecypc]. — M., 2020. — Pexxum gocryna:http://www.consultant.ru.

"TOCT P MCO 15489-1-2019. Haunonanbsnslii crannapt Poccuiickoit denepannn. Cucrema
CTaHAAPTOB MO0 HHpOpManuM, OUOIMOTEYHOMY | H3AaTelbcKoMy Jneny. WMudbopmarmus u
NOoKyMeHTanus. YnpasieHue nokymeHtamu. Yacte 1 Ilonstus u npunuunel” (yrB. Ilpukasom
Poccranmapra ot 26.03.2019 N 101-ct). // [DOnextponnsii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

O6mepoccutickuii kinaccudurarop npodeccuii padbodnx, TOHKHOCTEH CITYKAIUX U TapruDHBIX
paspsgoB OK 016-94. M.: Muntpya Poccuu, 1995 // [Dnekrponnsiii pecype]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

Ob6mepoccuiickuii knaccudukarop uapopmanuu o Hacenenun OK 018-95. // [DnexTpoHHBIHA
pecypc]. — M., 2019. — Pexxum pocryna:http://www.consultant.ru.

OOmepoccuiickuii  Kiaccuukarop ympaBieHueckod mokymenrammu OK  011-93. //
[DnexTponHbIit pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

Oo6mepoccuiickuii  knaccuukaTop CHeUalbHOCTeW MO 00pa3oBaHui0 // [DIEKTPOHHBIHA
pecypc]. — M., 2019. — Pexxum pocryna:http://www.consultant.ru.

[Macopt HanmonanbHOM nporpammsl "Ludposas sxoHomuka Poccuiickoit @enepanun (yTB.
npesuguymom Cosetra npu Ilpesugenre P® mno crTpaTernyeckoMy pa3BUTHIO M HAIIMOHAIBHBIM
npoekTaM, IpoTokoia ot 24.12.2018 N 16)

[Ipukaz Muntpyna Poccum ot 26.03.2018 Ne 194 (pen. ot 04.05.2018) «O mpoBeneHnun
HKCHEPUMEHTa IO MEePEeBOJy B AJIEKTPOHHYIO (OpPMY JOKYMEHTOB U CBEACHUH O pabOTHHKE IO
BompocaM TpyaoBeix otHomeHui». URL: https://rosmintrud.ru/docs/mintrud/orders/1290

YHuduuupoBanHsie (GOpMbI NMEPBHYHONW YYETHOH NOKYMEHTAlMH IO Y4YeTy TpyJa H €ro
orutathl, yrBepxaeHHbIe [locranoBnenuem ['ockomcrtata P® ot 05.01.2004 Ne 1 // [DmeKTpoHHBII
pecypc]. — M., 2019. — Pexxum nocryma:http://www.consultant.ru.

KBanudukanmoHHbId CIPaBOYHUK JOKHOCTEH PYKOBOIUTENCH, CHEIUATUCTOB W JIPYTUX
ciyxkamux // [DnextpoHHsIi pecypc]. — M., 2019. — Pexxum noctyna: [OnekTpoHHslit pecype]. — M.,
2019. — Pexum pocryna:http://www.consultant.ru.

Me:xoTpaciieBble YKPYITHEHHbIE HOPMATUBBI BPEMEHH Ha Pa0OTHI IO KOMIUJICKTOBAHHIO M YUETY
KaapoB // [DnexkTpoHHBIH pecype]. — M., 2019. — Pexxum nocryna:http://www.consultant.ru.

[lepeyeHb THUNOBBIX YIPaBIEHYECKUX APXMBHBIX JOKYMEHTOB, 0Opa3yloIuxcs B Ipoliecce
NEeSITeIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPAaBJIEHUS M OpraHU3allUi, C
yKa3aHHeM CpOKOB xpaHeHus // [OnektpoHHslii pecypc]. — M., 2019. - Pexum
nocryna:http://www.consultant.ru.
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IIpaBuna opraHuM3anuu XpaHEHUsS, KOMIUIEKTOBAHMS, y4€Ta M MCIOJIb30BAHUSA JOKYMEHTOB
ApxuBHoro ¢onga Poccmiickoit @Penepaniuum U JIPYrUX apXUBHBIX JIOKYMEHTOB B OpraHax
rOCyZapCTBEHHOM BJIACTH, OpraHaX MECTHOIO CaMOYIIPaBICHUS U OPraHU3alUsAX, YTBEPXKICHHBIX
npuka3zoM MuHKyIbTYpsl PD ot 31.03.2015 Ne 526 // [DnektponnsIil pecype]. — M., 2019. — Pexxum
nocryma:http://www.consultant.ru.

3akonomnpoekt Ne 1162885-7 «O BHecenum uaMeHeHuil B TpymoBoit komekc Poccuiickoit
@enepanuu (B 4acTH pPETyJUPOBAHUSA 3JICKTPOHHOTO TOKYMEHTO0OOpoTa B cdepe TPYyIOBBIX
otrorrenuii)» //URL:https://sozd.duma.gov.ru/bill/1162885-7

Jlumepamypa (06a3amenvhnasn)

Abymanze, . I'. JlokymMeHTallMOHHOE OOecleYeHne YIpPaBICHUS MEPCOHAIOM : YYEOHHK U
MPaKTUKYyM I akajgemudeckoro OakamaBpuata / JI. I. AOymamze, U. b. Bempsokkuna, B. M.
MacnoBa. — Mocksa : U3parensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AkageMUYeCKU Kypc).
— ISBN 978-5-534-00875-3. — Tekctr : nanektponHsii // DbC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 .

beikoBa T.A. JlokyMeHTanmuoHHOe oOecreueHrue  yhpaBieHHs  (JIEIOMPOU3BOJICTBO)
[DnexkTpoHHEIH pecypc] : yueOnoe mocodbue / T. A. brikoa, T. B. Ky3nenosa. - 2-e u3n., nepepabd. u
norn. - MockBa : HWnadpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

I'motora C.A. IIpodeccrnoHabHBIN CTAaHAAPT CICIHAINCTA 110 YIPABICHUIO TIEPCOHATIOM B
JesTeTbHOCTH KaJpOBO CITy>KObI [ DnekTpoHHbIH pecype] / ['moroBa Cetnana AnexkcanaposHa; C.

A. I'moTtoBa // YnpaBneHue TOKyMEHTAIMEH: MPOIIIoe, HacTosmee, Oyayiee : marepuans [11-eit
MexnyHap. Hayd.-TIpaKkT. KoH(., mocsml. namsatu npod. T. B. Ky3nenosoit, Mocksa, PITY, 23-24
Mapta 2017 r. / M-Bo o6pa3zoBanus u Hayku Poc. ®eneparuu, Deaep. roc. OI0HKET. YIPEKI. BBICIIL.
obpazoBanus "Poc. roc. rymanuTapuslii yH-1", cT.-apX. HH-T, Pak. TOKyMEHTOBEACHUS U
TEXHOTPOHHBIX apX., Kad. nokymeHntoBenenus. - Mocksa : Tepmuka.py, 2017. - C. 451-457. - Pexxum
nocryma : http://elib.lib.rsuh.ru/elib/000013004.

I'moroBa C.A. TeHIEHIMU pPa3BUTUA KaJpPOBOrO JEJIONPOM3BOJACTBA B paMKax MPOrpamMMbl
"Lludposast sxoHomuka" [DnexTpoHHBIH pecypc] /ImortoBa CBetnana AnekcanapoBHa; CpeTiaHa
A. T'motoBa // YnpaBneHnue fokyMeHTamMH B mUpoBoii skoHOMUKE. - Mocksa : PITY, 2019. - C. 98-
103. - Pexxum nocryna : http://elib.lib.rsuh.ru/elib/000013245.

Kanposoe nenonpousBonactBo: Haunnaem ¢ wyns. Ayaut ceoumu cuiamu / .B. XKypasnesa,
M.B. XKypasnesa. - 2-e u3n. - Mocksa : HUL[ UHOPA-M, 2014. - 184 c.: 60x88 1/16 + ( Jom. mar.
znanium.com). - (ITpocro, kpatko, O66IcTpO). (0) ISBN 978-5-16-008986-7 - TeKCT : 3JIEKTPOHHBIN. -
URL.: https://new.znanium.com/catalog/product/417566

[TaBmoBckas, O. FO. [IpaBoBoe obecnieueHne KaapoBOTro EIOMPOU3BOJICTBA : yueOHOE mocoome
s By3oB / O. HO. IlaBnoBckas. — Mocksa : M3ngarensctBo FOpaiit, 2019. — 213 ¢. — (Bricmiee
obpazoBanmue). — ISBN 978-5-534-11565-9. — Tekcr : anexkrponnsiii // ObC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/445662 .

Jlumepamypa (Oonoanumenvnasn)

Kykapuna I0.M. CoBpemMeHHBIE OpTaHU3alMOHHBIC U PETJIAMEHTHBIC JOKYMEHTHI: (DYHKITUU U
pasznoBuaHocTH // Becthuk PITY. 2016. No2. [DnekTpoHHBIi pecypc]. — M., 2019. — Pexxum nocryma:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik _daizi%202(4)-16.pdf.

Muxaiinuna .. Ynpasnenue nepconanom, 3-e uzf. - Mocksa :/lamkos u K, 2018. - 280 c.:
ISBN 978-5-394-01749-0 - Tekcr : AJICKTPOHHBIN. - URL:
https://new.znanium.com/catalog/product/415303

Iepuoauveckue u3TaHus

CnpaBounuk kaaposuka 1999-2021. MILI®P.
Tpymosoe mpaso. 1997-2021. Top Personal.
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VYupasnenue nepconanom 1997-2021. Top Personal.
6.2 TIlepeueHnn pecypcoB HHGOPMALNHOHHO-TETeKOMMYHUKANIMOHHOH ceTn « AHTEpHET»

- Caiit Muntpyna P® [DnektponHslii pecypc]. — DnekTpoH. gad. — M., cop. 2021. — Pexxum nocryna:
https://mintrud.gov.ru/

- Caitt Poctpyna [OnexkTpoHHBI pecypc]. — DnekTpoH. naH. — M., cop. 2021. — Pexxum pocryna:
http:// https://rostrud.gov.ru/

- Tapant [OnexkTtponHslii pecypc]. — OnekTpoH. maH. — M., cop. 2021. — Pexum npoctyna:
http://www.garant.ru.

- Koncynbrant Ilmoc [OnekTpoHHBIN pecypc]. — DnekTpoH. aaH. — M., cop. 2021. — Pexxum nocryna:
http://www.consultant.ru.

6.3 IIpodeccnonanbHbie 6a3bl JAHHBIX 1 HHPOPMALMOHHO-CIIPABOYHbIE CHCTEMBI
JlocTym k mpodeccHoHATbHBIM 0a3aM TaHHBIX:
https://liber.rsuh.ru/ru/bases

WHpopManoHHbIE CITPABOYHbIE CUCTEMBI:
1. Koncynbsrant Ilmoc
2. Tapanr

7. MarepuajabHO-TeXHHYECKOe o0ecredeHne JUCHUNINHBI (MOLYJIs1)

I[JDI OGGCH@‘-ICHI/IH JUCHUITIIMHBI HCIIOJIB3YCTCA MaTCprUAJIbHO-TCXHUYCCKAA 621321
00pa30BaTEeNbHOTO YUPEKICHUS: yueOHbIE ayAUTOPUU, OCHAIIEHHBIE KOMIIBIOTEPOM U IMPOEKTOPOM
JUTSL IEMOHCTPAIMH YI€OHBIX MAaTEPUATIOB.

MartepuanbHO-TEXHHUECKOE 00eCTIeYeHIEe CEMUHAPOB:

I[.HSI MaTCprUaJIbHO-TCXHUYCCKOT'O O6CCHC‘ICHI/I$I MMPAKTUYCCKOI'0 3aHATUA HCOGXOI[I/IM
KOMIBIOTEPHBIN KJacc, MOJKIOYEHHBbIM K ceTh VHTepHeT, OCHAIIEHHBIH MPOEKTOPOM IS
ANEKTPOHHBIX IMpe3eHTalM U 3KkpaHoM. Bce KOMIBIOTEPHI AOKHBI OBITH CBSI3aHBI MEXKAY CO0Oi B
€IMHYI0 BHYTPEHHIOIO CETh U OCHAIIECHBI CIEIHATU3UPOBAHHBIM MPOTPaMMHBIM 00€CIIEUEHHUEM.

CocTtaB mporpaMMHOTO 00€CTICUCHHUS

1. Windows
2. Microsoft Office
3. Kaspersky Endpoint Security

[TpodeccrnonanbHbBIC MOJTHOTEKCTOBBIC 0A3bI JAaHHBIX:

Harnwonansnas saekrponnas oudmunorexka (HOB) www.rusneb.ru
ELibrary.ru Hayanas snekrponnas 6udianoreka www.elibrary.ru
Dnekrponnas oubmuorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

N~ WNE

WHopmanoHHbIe CITPABOYHBIE CUCTEMBI:
1. Koncynerant [Tmtoc



2. Tapant

8. OobecneyeHue 00pa3oBaTEJIbHOIO MpoLecca JJisl JUI ¢ OTPAHNYEHHBIMH BO3MOKHOCTIMU
310POBbSI H HHBAJINI0B

B xone peanuzanuy JUCHMIUIMHBI HCIONB3YIOTCA CIEAYIOUIME JOMOJHUTEIbHBIE METOJIbI
00yd4eHUsI, TEKYIIETO KOHTPOJS YCIEBAEMOCTH M IPOMEXYTOUYHOW aTTecTalMy OO0ydJaromuxcs B
3aBUCUMOCTH OT UX MHMBHyaTbHBIX 0COOEHHOCTEH:

® [UI CIIENBIX W CIA0OBHIAIINX: JIEKIUH OQOPMIISIOTCS B BHJE 3JIEKTPOHHOTO JIOKYMEHTA,
JOCTYITHOTO C TIOMOUIbI0 KOMITBIOTEPA CO CHELHUATM3HPOBAHHBIM HPOTPAMMHBIM OOECTICUCHHEM;
NUCbMEHHBIC 3aJaHHs BBIMOJHAIOTCS HA KOMITBIOTEPE CO CHENMATN3UPOBAHHBIM MPOTPAMMHBIM
o0ecriedyeHneM WM MOTYT OBbITh 3aMEHEHbl YCTHBIM OTBETOM; OOECIIEYMBACTCS WHIMBHIyaTbHOE
paBHOMepHOe ocBenieHne He MeHee 300 JIOKC; JUIA BBIMOJIHEHMS 3aaHUs TMPH HEOOXOAMMOCTH
MPEOCTABIISACTCS YBEIMUMBAIOIIEEe YCTPOWCTBO; BO3MOXKHO TaKXKe MCIOJIb30BaHUE COOCTBEHHBIX
YBEIMYMBAIONINX YCTPOWCTB; MMUChMEHHBIC 3a1aHHsI 0(OPMIISIOTCS YBEIMYCHHBIM MIPH(TOM; SK3aMEH
1 3a4€T MPOBOASATCS B YCTHON (pOpMe MIIH BBITOJIHAIOTCS B MUCbMEHHOM (popMe Ha KOMIIbIOTEpE.

® [UI TUIyXMX W CIa0OCIBIIAINX: JEKIUH O(GOPMIISIOTCS B BHJE 3JICKTPOHHOTO JIOKYMEHTA,
au00  TPEeJoCTaBISeTCS  3BYKOYCWIIMBAIOINAS — amlaparypa HMHIAWBHIYAJBHOTO  IOJIb30BAHMS;
MUCHMEHHBIE 3aJ[aHUs BBIMOJHSAIOTCS Ha KOMIIBIOTEpPE B MHCbMEHHOW ¢opMme; dK3aMeH M 3a4yér
IPOBOASATCS B MUCHMEHHOM (hopMe Ha KOMITBIOTEPE; BO3MOXKHO ITPOBEICHHE B (hOpME TECTUPOBAHUSI.

® JUIsl JIUI] C HapyIICHUSMH ONOPHO-JBUraTeJIbHOTO ammapara: JIGKIUU O(QOpMIISIIOTCS B BHJE
3JIEKTPOHHOTO JIOKYMEHTa, JOCTYIIHOTO C TIOMOMIbIO KOMIIbIOTEpa CO CIEHUATU3UPOBAHHBIM
OPOTPaMMHBIM ~ OOECIIeYeHHEM; TNHChMEHHBIC 3a/JaHUs  BBIIOJHSIOTCS Ha KOMIIBIOTEPE  CO
CIELUATU3UPOBAHHBIM MPOTPAMMHBIM 00€CIIEUeHUEM; IK3aMEeH U 3au€T MPOBOJATCS B YCTHOH (hopme
WITN BBITIOJTHAIOTCS B TMCBMEHHOU (hOpMe Ha KOMITBIOTEPE.

[Tpu HEOOXOIUMOCTH MpeyCMaTPUBACTCS YBEITNUYEHUE BPEMEHHU JJISl TIOATOTOBKU OTBETA.

[Tpouenypa mpoBeneHHUs MPOMEXKYTOYHOM aTTeCTaluy sl 0OyYaloIIMXCsl YCTaHABIMBACTCS C
yu€TOM UX MHIUBHIYaJbHBIX McuXoduzndecknx ocodeHHocteil. [IpomexyTodnas arrecTanust MOXKeT
HPOBOIUTHCS B HECKOJIBKO 3TATOB.

[Ipu mnpoBeaeHWMH TPOLEAYPHl OLEHUBAHMUA pPE3YyJIbTaTOB OOyUYeHHs IpEIyCMaTpUBACTCS
HCTIONIb30BaHNE TEXHUYECKUX CPEICTB, HEOOXOMMMBIX B CBSI3H C MHIUBHIYaJIbHBIMH OCOOCHHOCTSIMU
oOydJaromuxcsi. OTH CpeACTBA MOTYT OBITh MPEJOCTABICHBl YHUBEPCUTETOM, WM MOTYT
HCTIONIb30BaThCsl COOCTBEHHBIC TEXHIMUECKHUE CPE/ICTBRA.

[IpoBenenune mpoueaypsl OLEHUBAHUS PE3YAbTATOB OOYyUYEHHs JOMYCKACTCSl C MCIOIb30BaHHEM
IMCTAaHIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTHH.

ObecneunBaercs AOCTYN K HH(MOpPMAIMOHHBIM U OubinorpaduyeckuM pecypcam B CETH
WNutepHeT 1 Kaxkaoro odyyaromerocs B popmax, alalTUPOBAHHBIX K OTPAHUYEHUSIM HX 370POBbS U
BOCTIPUATHS UHPOPMALIUU:

® /Ui CIEMBIX W CIA0OBUIAIIMX: B TMedaTHOM (opme yBenwdeHHBIM mmpudToMm, B (opme
3JICKTPOHHOTO IOKYMEHTa, B hopme ayauodaiina.

® JIUIsl TIIYXUX U CJIA0OCIHBIIIAIINX: B Te4aTHOU (opme, B (opMe FIMEKTPOHHOTO JJOKYMEHTA.

® U151 00YJaIOLINXCSl C HApYIICHUSIMU OMOPHO-/ABUraTeIbHOIO anmapara: B IedaTHOH ¢gopme, B
(bopme MEKTPOHHOTO JJOKYMEHTa, B (hopMe ayaunodaiina.

VY4eOHble ayIUTOpPHM A BCEX BHUJOB KOHTAKTHOM M CaMOCTOSITEIbHON palOOoThl, HaydHas
OMOMMOTEKa W WHBIE TIOMEIIEHUS i1 OOYyYEeHHS OCHAICHBI CIEIUaIbHBIM OO0OpYJAOBaHHEM U
yLIGGHBIMI/I MeECTaMU C TCXHUUYCCKNMHAU CpeI[CTBaMI/I 06y‘IeHI/I$IZ

® JUIS CIICTIBIX M CTA0OBUISAIINX: YCTPOMCTBOM JJIsi CKAaHMUPOBAHUS M YTCHUS ¢ Kamepo SARA
CE; nucrimeem bpaiins PAC Mate 20; npuntepom bpaiing EmBraille ViewPlus;

® A TIIyXHUux H CHaGOCHBIH_IaH_[I/IXI aBTOMaTI/I3I/IpOBaHHBIM paGO‘-II/IM MECTOM JIsd .HIO,Z[GI\/'I C
HapyLIEHHEM CIIyXa U cIa00CTBIIIANINX; aKyCTUYECKUN YCHUIIUTENb U KOJIOHKH;



o i OOydalOMUXCsl C HApPYHICHUSMHU OIOPHO-IBUTATEILHOTO ammapaTta: MepeIBUKHBIMHU,
peryimpyeMbiMi dproHomudeckumMu naptamMu CH-1; KOMIBIOTEpHONM TEXHUKOW CO CIEIUaJIbHbIM
IPOrPaMMHBIM 00ECTICYCHHEM.

9. Mertoaunuyeckue MaTepHAaJbI

9.1 TIlnaHbl NPAKTHYECKUX 3aHATHH

3ansaTue 1-2.

PernamenTtanus ynpapjieHusi KaApOBbIMHU JOKYMEHTAMHU

Henr 3anmarus: llpoaHanmu3upoBaTh W CHUCTEMATH3UPOBAaTh  HOPMATHBHYIO  0asy,
PETyIUPYIOIIYI0  BOMPOCHl  JOKYMEHTAllMOHHOTO  OOECTeueHUs  YIpaBICHUS  IEPCOHAIIOM,
chopMUpOBAaTh HABBIKM COCTaBIIEHUS W  OQOPMIICHHSI JIOKAIbHBIX HOPMATHBHBIX  aKTOB,
pPErJIaMeHTHPYIOMIUX BOMPOCHl PabOThl C AJIEKTPOHHBIMU JIOKYMEHTaMH B paMKax HHPPOBBIX
TEXHOJIOTHH.

®opma npoBeeHUS — MpaKTUYecKas padoTa, AUCKYCCHUS.

3agaHus:

1. [Ipoananu3upoBaTh JOPOXKHYIO KapTy MNpOrpaMMbl M MACHOPT HAMOHAIBHOU
nporpammebl «L{udpoBast 3KOHOMHUKAY, BBISBUTH HAIPABICHUS Pa3BUTHUS CPEPHI YIIPABICHUS KAAPOBOM
JOKYMEHTAIUEH.

2. [Ipoanann3upoBaTh IMPaBOBBIE AKThI, MOCBSLICHHBIE MPOBEICHUIO SKCIEPUMEHTOB IO
MepeBoy KaJpoBOM JOKYMEHTAIlMM B JJIEKTPOHHBIN BHJ, BBIIBUTH MX OCOOCHHOCTH, MPOBECTH
CpaBHEHUE yCIIOBUU MPOBEACHUS IKCIIEPUMEHTOB.

3. [IpoananusupoBars TpynoBoi koaekc PD, BBISABUTH CTaThH, PETYIUPYIOLINE BOIPOCHI
MPUMEHEHUS U (PPOBBIX TEXHOJIOTUH. B paMKaxX TPYIOBBIX OTHOIICHUH.

3ansaTHe 3-4. DJIEKTPOHHBII JOKYMEHTO000pOT B cepe TPYAOBbIX OTHOLICHUH

Henp 3amstus:  CdopmupoBaTh y  CTYACHTOB IOHMMAaHHE CYTH  <QJIEKTPOHHOTO
JOKYMEHTOO0OpOTa», BBIIBUTH CHEIU(UKY STOTO TMOHATUS B TPYIOBOM cdepe, oxapakTepu3oBaTh
MOJXOJIbI K paboTe ¢ KaJpOBBIMU JOKYMEHTaMH B 3JIEKTPOHHOM cpejie.

®dopma npoBeeHUS — MpaKTU4YecKas padoTa, AUCKYCCHUS.

3amanus:

1. [Ipoanamu3upoBath TK P®, BbIIBUTH cocTaB  00S3aTENBHBIX JOKYMEHTOB,
oopmisieMbIX B XOJ€ TPYHOBBIX OTHOIIEHUH. YCTAaHOBUTH, KaKH€ JOKYMEHTHI, H3/1aBacMble
KaJpOBBIMHU CIIy’)KOaMH, HE SBJISIIOTCA C TOYKU 3PEHMs NMPABOBBIX HOPM, oOs3aTenbHbIMU. Crenarb
BBIBOJIbI O TIOJIMCAHUH 3TUX JOKYMEHTOB M BO3MOXHOCTH UX BEJICHUS B DJIEKTPOHHOM BUJE.

2. [Ipoanamm3upoBaTh  3aKOHONPOEKT  (3aKOH) 00  DJIEKTPOHHOM  KaJIpOBOM
IokyMeHTooOopote. JlaTh ompeneneHre 53TOro MOHSTHS, pa3JIOKUTh €ro Ha COCTaBISIOLIUE.
Onpenenutb, KakuM 00pa3oM OyAeT OCYIIECTBIATHCS OOMEH IOKYMEHTaMH B paMKax TPYIOBBIX
OTHOIIIEHUH C TPUMEHEHUEM ITU(PPOBBIX TEXHOJIOTH.

3. N3yunte snekTtpoHHbI pecypc «Pabora B Poccum», M3yduTh CTPYKTypy calta u
NPEJOCTaBlIIEMble  BO3MOXHOCTH Ui paboronmareneii u  paboTHukoB. IlpoananusmpoBathb
3aKOHOIIPOEKT (3aKOH) M CHEeNaTh BBIBOJA O IMPHUMEHEHHE 3TOr0 pecypca B paMKax 3JIEKTPOHHOTO
KaJpOBOr0 JOKYMEHTO00O0POTA.

4. N3yunuth a5eKTpoHHBIE pecypca PocTpyna M BBIIBUTH MHCTPYMEHTBI, MO3BOJISIOLINE
COBEpIICHCTBOBATH PadOTy MO YNPaBICHUIO KaIpOBOIl TOKyMEHTALIUEH.



3ansaTue 5. [lopsaiok BeeHHUs CBeAeHHIT 0 TPYAOBOM AeATEJbLHOCTH PA0OTHMKOB

Lenb 3aHATHS — TIOJYYUTh HABBIKM BBISBICHUS, W3BJICUECHUS, (POPMHUPOBAHUS, TEepeladu U
XpaHEeHHUs CBEICHUH O TPYIOBOH NeATETbHOCTH pabOTHHKA.

dopma npoBeieHus — MpaKTU4ecKas paboTa, JUCKYCCHSL.

Samanus:

1. M3yunte TK PO u @3 «O BHecennn uaMmeHeHuid B TpymoBoil koaekc Poccuiickoi
@enepanuu B yactu (HOPMUPOBAHMS CBEICHUM O TPYHOBOW JEATEIBHOCTH B JJIEKTPOHHOM BHJIEY,
OIIPEACINTD MOHATHE «CBEACHMS O TPYNOBOW IEATENBHOCTH», YCTAHOBUTH HX COCTaB, ONPEICIINTH
MOPSIOK PAOOTHI C TaHHBIMH CBEJICHUSMU.

2. N3yuuth GOpMBI IPEACTABICHUS CBEACHUH paOOTHUKY, IpeAcTaBieHus B [leHCHOHHBII
¢oun PD. BeuButh ocobenHocTH 3amosiHeHHs ¢opmbl. Crenars BBIBOA 00 oTauuuu (GopMm oT
OyMa)KHBIX TPYIOBBIX KHMKEK. 3allOJIHUTH Ha ce0s1 OHY U3 POpM.

3. N3yunth npodeccuonanbHblil cTangapt CrienuanucTta 1Mo yIpaBJICHHUIO TEPCOHATIOM H
Ha €ro NpuMepe yCTaHOBUTH MOPAJOK MPOCTABICHUS KOJOB KBATU(HUKALMK B CBEACHUAX O TPYLOBOH
JESTEIBHOCTH.

4. BbIsiBUTE HOpMBI IO paboOTE CO CBEACHUSMHU O TPYAOBOM IESITEIBHOCTH U ClHENaTh
BBIBOJI O HEOOXOIAMMOCTH JIOKAJILHOTO PEryJUpOBaHMs 3TOTO BOBIIPOCA, CHENATh BBIACPKKU U3
JIOKQJIBHBIX HOPMAaTUBHBIX aKTOB C YYETOM 3TUX HOPM.

5. N3yuuth snexkTpoHHbIe cepBUchl [lencuonnoro ¢onnga PD u cnenars BbIBOA 00 HMX
PUMEHEHUH B paMKax BEJCHUS CBEJACHUH O TPYIOBOH EATEILHOCTH paOOTHHUKOB.

3ansTne 6. JlJokyMeHTHPOBaHUE TUCTAHIUOHHOH PadOThHI

[enb 3aHATUSA — U3YYUTh OCOOCHHOCTH JOKYMEHTHUPOBAHUS TUCTAHIIMOHHOM paboThl, clienarh
BBIBOJI 00 MCITOJIb30BAHUU AJIEKTPOHHBIX IOKYMEHTOB U 00MEHa MMH B paMKaX TPYAOBBIX OTHOILLIEHHI,
0 OpMIIEHHBIX Ha YJaJIEHHON OCHOBE.

dopma npoBeieHus — MpaKTU4ecKas paboTa, JTUCKYCCHSL.

3agaHus:

1. N3yunts rnaBy 49.1 TK PO, cnenats BbIBOJ 00 0COOGHHOCTSIX TPYAOBBIX OTHOLICHMH,
OCYIIECTBIISIEMBIX Ha YCIOBHSX TUCTAHIMOHHOW pabOTHl. BBIIBUTH 0COOCHHOCTH TOKYMEHTHPOBAHUS
TPYAOBBIX OTHOILIECHHI.

2. OnpenenuTh MOPSAIOK OOMEHa KaJIpOBBIMH JOKYMEHTAMH MEXAY paOOTHHUKOM U
paboTomaTenieM B paMKax JAWCTAHIIMOHHOW paOOThl. YCTAaHOBUTH OCOOCHHOCTH TIOJIHUCAHUS
Pa3IMYHbBIX BUJOM TOKYMEHTOB.

3. YcTaHoBHUTH cocTaB HH(POpMAIH, KOTOPYIO HeoOxonumo BHecTH B JIHA npu BBeneHun
BPEMEHHOW AMCTAHIIMOHHON paboOTHl M 3aKIIIOYEHUU TPYJOBBIX JIOTOBOPOB HAa MOCTOSIHHOW OCHOBE.
PazpaboTars COOTBETCTBYIOLIHIA JTOKAIbHBII HOPMATUBHBIH aKT.

9.2 MertoanyecKue peKOMeHAANMH MO MOAT0TOBKe MMCbMEHHBIX padoT

[ToarotoBka pedepara mNO3BOJISAET 3aKPENHUTh TEOPETUUYECKHWE 3HAHMA MO JAMCLUIUIMHE,
NpHOOPECTH HABBIKM CAMOCTOSITEIIHHOTO YIIyOJIEHHOTO W3Y4YeHHsI OJHOTO W3 pa3zienoB Kypca. [lpum
MOATOTOBKE pedepaTa CTYIACHTHl MONYYalOT HABBIKK W yYMEHHE paboTaTh C HCTOYHUKAMU H
JTUTEPATypOH, aHATM3UPOBaTh (DAaKThl W JaHHBIC CICIUAIBLHOW JIUTEPATyphl, H3JIaraTh MPOYUTAHHOE
COBPEMEHHBIM PO ECCUOHATIBHBIM SI3BIKOM.

Pedepar momxen ObITH OQOpMIIEH B COOTBETCTBUM C TPEOOBAHUSMHU, MPEABIBISIEMBIMH K
MOJITOTOBKE U O()OPMIICHHIO HAYYHBIX PA0OT.



Pedepar Brimrouaer:

- TUTYJIBHBIN JIUCT;

- OTJIaBJICHHE;

- BBEJICHUE;

- OCHOBHYIO 4acTh (TeMaTUYECKUE pa3/Ieibl);

- 3aKJII0YCHHE;

- CIIUCOK MCTIOJIb30BAHHBIX HCTOYHUKOB U JINTEPATYPBHI.

O6bem pedepara - 15-20 crpanun Tekcra (mpu Habope uepe3 1,5 mHTEepBama u pasMepe
mpudta 13-14). Pedepar numercs Ha onHONW CTOpOHE CTaHIApTHOro jucrta Oymaru Qopmara A4
(210x197Mm).

Crpanunpsl pedepata HyMEpyloTcs apaOCKuMH IUppaMud Ha BEpXHEM IIOJie JHCTa, 0e3
KaBbIYEK, Ne(UCOB U APYTUX 3HAKOB MpENUHAHUs. TUTYIbHBIN JUCT U OIVIaBlIEHUE HE HyMEPYIOT, HO
BKIIIOYAIOT B 00111 00beM pedepara.

HayuHno-cripaBouHblif anmapaT pedepata BKIIOYAET CIHUCOK HMCTOYHUKOB U JIUTEPATYpPhl U
MOJICTPOYHBIE CHOCKH. [101CTpOYHBIE CHOCKM UCHOJB3YIOTCS BO BCEX CIIy4asX LHUTHPOBAHUS B TEKCTE
pedepaTta MpaBOBBIX aKTOB, JOKYMEHTOB, MPOU3BEACHUN aBTOPOB MOHOTpadwuii, cTaTeil, yueOHUKOB,
y4eOHBIX MOCOOUH, a TaKXKe MPHU [IUTUPOBAHUH CTAHIAPTHBIX OIPEEICHUI TEPMUHOB U MOHATUHN. Bee
npuBoAuMbIe B pedepare ¢akThl, IU(PHI, AaThl, KOHKPETHBIE IaHHBIE TaKXE JOJKHBI OBITh
MOJITBEPKICHBI OJICTPOYHBIMU CHOCKaMH.

CHOCKM HYMEpYIOT B TMpeaenax OJHOM CTpaHuLbl apaOCKuMHu IUpaMu, TEKCT CHOCKH
Pa3MeILaoT MO NOCJIEIHENH CTPOKOM TEKCTa



IIpunoxenne 1. AHHOTAITHSA
paboueil mporpaMMBbl JTHCIUITIHHEL

AHHOTAIIYS PABOYEH TPOT'PAMMBI JJUCIHUTLJINHBI

JucuuniuHa «YmpaBieHHe KaJpoBOH NOKyMeHTauued B HU(PPOBOW SKOHOMHKE» SIBISETCS
IUCLUIUIMHON, (opMupyeMOl ydaCTHMKaMH 0Opa3oBaTENbHBIX OTHOIIEHUWH, OJ0Ka IUCLMIUIMH
IIOATOTOBKH CTYIEHTOB II0 HAIIPABICHUIO «JlOKYMEHTOBEIECHHME U apXWBOBeAeHHE». [lucuurmHa
peanu3yercss Ha (haKkyJIbTeTe apXMBOBEACHUS U JIOKYMEHTOBEAEHUs Kadeapoil JOKyMEHTOBEIEHHUS,
ayIMOBU3YAJIbHBIX U HAYYHO-TEXHUYECKUX apXUBOB.

Heap AMCHHUIVIMHBI - TOATOTOBKA MarucTpOB, BIAJCIONIUX HAaBBIKAMH YIIPABICHUSA KaJApOBOU
JOKYMEHTAIlMel W COBEPIIEHCTBOBAHUS 3TOM NEATENPHOCTH HAa OCHOBE COBPEMEHHBIX IHM(POBBIX
TEXHOJIOTUH.

3agauu AMCHMILINHBI:

AHanu3 aKTyaJbHBIX TCHACHIUN Pa3BUTHS CUCTEMBI KaIpOBOW JOKYMEHTALUH;

OnpeneneHue BO3MOXKHOCTEH UM IEPCIEKTHB IEpEeBOAA KAApOBOW JIOKYMEHTAallUU B
BJIEKTPOHHBIN BU/T;

XapakTepuCTUKA MPABOBBIX aKTOB, C IPUHATHEM KOTOPBIX MEHSIOTCS MOAX0/bI K 0(hOpMIICHHUIO
U BEJICHUIO KaJIpOBOM TOKYMEHTALUH, CIEHU(PHKHN PETyIUPOBaHMsI IEKTPOHHOIO JOKYMEHTOO00POTa;

Onucanue 3TanoB BHEIPEHUS HIEKTPOHHOTO JIOKyMEHTOoOOpoTa B cdepe TpyaoBBIX
OTHOIIICHUH;

W3ydenne COBpeMEHHBIX TpeOOBaHUI K JIOKAJbHOMY pETyJIUPOBAHUIO  KaJpOBOIO
JeJIONIPOU3BOCTBA B YCIIOBUSX IEKTPOHHOIO JOKYMEHTO000pOTa;

W3ydyenne MeETONMKHM BEICHHS KaJpPOBOTO y4yeTa C YYETOM COBPEMEHHBIX IH(POBBIX
TEXHOJIOTHH;

dopMupoBaHHE yMEHUH pPa3pabOTKW W BHEAPEHUS JOKAJIbHBIX HOPMATHBHBIX AaKTOB II0
YIPABIEHUIO IEPCOHAIIOM;

Wzyuenune HampaBneHuid 1u(ppoBOil TpaHchopMaluu JOKYMEHTOB, CBSI3aHHBIX C TPYAOBOM
JESTeNbHOCThIO pA0OTHUKOB.

JlucuumuvHa HarpasiieHa Ha (JOPMHUPOBAHUE CIEAYIOIINUX KOMIETEHIUI:

VK-3. CnocoOeH opraHu30BbIBaTh U PyKOBOAUTH PaOOTOM KOMaH Ibl, BEIpaOaThIBasi KOMaHIHYIO
CTpaTEruto

VYK-3.1. ocymecTBisieT PyKOBOJACTBO KOJUIGKTUBOM B cdepe cBoeil mnpodeccHoHanbHOM
JeSATeNbHOCTH

[1K-1 Crioco6eH ocymecTBIATh PYKOBOACTBO AESTEILHOCTHIO 110 TIOKYMEHTAIIHOHHOMY
00€CIeYeHNIO yIpaBJIEHUs OpraHu3alyel 1 apXuBoM

[1K-1.2 oOecmneunBaeT B3aUMOJCHCTBUE CTPYKTYPHBIX MOJPA3JEICHUN OpraHU3aluu 10
BOIpOCaM pabOThl C JOKYMEHTaMU

I1K-4 CriocobeH opraHu30BBIBaTh pa3pabOTKy M BHEPEHUE KOPIIOPATUBHON CHCTEMBI
JIEKTPOHHOI0 IOKYMEHTO000pOTa

[1K-4.1 ucnons3yer B paboOTe NMPUHIUIBI OPraHU3ALUHN SJIECKTPOHHOTO JIOKYMEHTO000pOTa, B
TOM YHCJIE HA MEKBEJOMCTBEHHOM YPOBHE

B pe3ynbrare u3ydeHus: AUCHUILTUHBI CTYIEHT TOJKEH

3HATh:

- METOIbl PYKOBOZCTBA pabOTOM KOMaH Ibl, MEXaHU3MbI B3aUMOJICHCTBUS MEKAY Pa3TUUHBIMU
yIpaBI€HYECKUMHU YPOBHSAMHU B paMKax yNpaBJIEHUs TPYJOBBIMU OTHOILEHUSAMHU

- IpaBOBbIE HOPMBI B c(hepe yrmpaBiIeHus: IEPCOHANIOM U KaJpOBOT0 JEJIONPOU3BOICTBA

-TIOPSAIOK (DYHKITMOHUPOBAHUS HMHPOPMAIIMOHHBIX CUCTEM B TPYA0BOH cdepe, mpaBuia
COCTaBJICHUS KApOBOM TOKyMEHTAIUU U pabOTHI C JOKYMEHTAMH 110 INYHOMY COCTaBY

yMeTh:

-IPUMEHATH TEOPETUUECKUE 3HAHUS YIIPaBICHH KaIpOBOM JOKYMEHTAIMI Ha MPAKTHKE



- HpI/IMeH}ITB TeOpeTI/I‘IeCKI/Ie nu HpaBOBBIe 3HAaHUA

- BBISIBJISITH HAIIPaBJICHHUSI COBEPIICHCTBOBAHUS PabOThI KaAPOBOTO MOAPA3ACICHUS] HA OCHOBE
COBPEMEHHBIX MH(OPMAITMOHHBIX TEXHOJIOTHIA.

BJIA/IETh:

- HABBIKaAMHM HUCITOJIb30BaAHUSI paanqulx BHUJIOB IIOKYMGHTOB U CUCTEM IIOKYMGHTaLII/II/I JUIS
oOecrieueHus -HaBbIKaMH PYKOBOJICTBA ACATEIHLHOCTH MOJIpa3ICICHUH TI0 YIIPABICHHUIO ITEPCOHATIOM

HaBBIKAMHU TIOCTPOCHHUS CIIYKOBI YIIPaBICHUS IEPCOHATIOM U IOKyMEHTHPOBAHUS €€
JIEeITECILHOCTU

-HaBbIKaMH BHEAPEHHS COBPEMEHHBIX HH(POPMALIMOHHBIX TEXHOJIOTHIA B pabOTy KaJIpOBBIX
MOJIpa3IeJICHUIA.

[To nucnumnnHe MperycMOTpEeHa MPOMEXYTOUHas aTTecTanus B popme 3auera.
OO01mast Tpy10€MKOCTh OCBOSHUS TUCIUTUIMHBI COCTABIISIET 3 3a4E€THBIX SAMHHUIIBI.
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