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[Tpunoxxenue 1. AnHHOTaNMA pabouelt MporpaMMbl JUCITUILTAHBI

1. MIOACHUTEJIBHAS 3AITIUCKA
1.1. Hean u 32024 U CHUTLTHHBI
L]env Oucyunnumnsl: TOATOTOBUTH BBITYCKHUKA, BIIJCIOIIETO HaBBIKAMU COCTaBJICHUS U PabOTHI
C KaJIpOBOM TOKYMEHTALIUEH.

3ajaun JUCHUILIMHBI COCTOST B CJIEIYIOIIEM:
. CdopmupoBaTh y CTyJIeHTa KOMIIETEHIUH, TO3BOJSIONINE €My BBHIMOJIHATH BECh
KOMIUIEKC paboT IO KaJIpOBOMY JIE€I0NPOU3BOJICTBY;
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° CdopmupoBaTh y HETO KOMIUIEKCHOE TPECTABICHNE O CHCTEME JOKYMEHTAIUH 110
JUYHOMY COCTaBY;

° Jlatp mpezacraBiieHue 00 ypoBHE PErIaMEHTAIllMU KaJIpOBOTO JCIOMPON3BOICTBA B
PO;

° Hayuuth cTynmeHTa cOCTaBiIsATh W OGOPMIIATH OpPraHH3AIl[MOHHBIC KaJpPOBBIC
JIOKYMEHTHI,

° HayuuTh cTyneHTa JOKYMEHTHpPOBATh OCHOBHBIC KaJpOBBIE TPOIEAYPHl B
COOTBETCTBHUH C TPEOOBAHUSIMHU 3aKOHO/IATEIIHCTBA,

° HayuuTh cTyneHTa OpraHM30BBIBaTH pPAa0OTy KaJpOBOW CIY)KOBI, COCTABIIATH
JIOKQJIbHBIE HOPMATHUBHBIE AKTHI, PETJIAMEHTUPYIOIIUE €€ JeSATCIbHOCTD.

° OOy4yuTh OCHOBHBIM TEXHOJIOTMUECKHM TPHEMaM JEIONPOU3BOJICTBEHHBIX

OTIepaIlvii, OpraHU3aIuy XpPaHCHUsI KaJpOBOH JOKYMECHTAIIHH.

1.2.IlepeyeHr NJAHMPYEMBIX  Ppe3yJabTATOB  O0y4YeHHUS] 10 JAUCHMILIMHE,
COOTHECEHHBIX ¢ HHAMKATOPAMHU JOCTHKEHUSI KOMIIeTeHIIHii :

B pesynapTaTe OCBOGHHS JTUCHUIUIMHBI OOYyYarOUIUMHCS JOJKEH JEMOHCTPUPOBATh
CIEeyIOIINEe Pe3yIbTaThl 00pa30BaHUS:

Komnerennus WNHpukaTopsl PesynbraTsl 00y4yeHus
(Ko 1 HAMMEHOBAHUE) KOMITETEHITU I
(K01 1 HAUMEHOBAHUE)
OIIK-4- Crocobnocts | OIIK-4 .2 - CnnocoOHOCTE | 3HATB:
MPUMCHSITh COBPEMEHHBIC | BECTU JIOKYMEHTAIIMOHHOE | - HOPMAaTHBHO-NPABOBYIO 0a3y
TEXHOJIOTHH U METO/bI | COITPOBOK/ICHUE KaJIpOBOTO JCIIONPOMU3BOACTBA B
OTIEPaTUBHOTO  YIpaBJEHUs | yripaBieHuss nepcoHanoMm | Poccuiickoit @enepanuy;
MIEPCOHAJIOM, BECTH | U YUeT IepcoHaia - TIOPSJIOK TPUMEHEHHUS HOPM
JIOKYMEHTAIMOHHOE TPYZIOBOTO TMpaBa; - COCTaB H
COTPOBOXKACHHUE U yUET MOPSIIOK COCTaBJICHUS u
MIPUMEHEHUS KaJpOBOi1
JIOKYMEHTaIUU B

YIIPABJICHYECKON JIEATEIIbHOCTH;
-mpaBuia paboOThl € KaJpoBOHU
JIOKYMEHTAIUE, OpraHu3anuu ee
MOJIyYEHUS U IIepeavn;

Ymern:

- paboTaTh C MPaBOBBIMU AKTAMHU,
pErIaMeHTHPYIOIUMH  BOIPOCHI
JOKYMEHTHPOBAHUS  TPYAOBBIX
OTHOLIEHUA U  paboTel ¢
KaJIpOBBIMU IOKYMEHTAMH,

- ONpeneNiaTh IO HOPMAaTUBHOU
0aze cocraB O0S3aTENBHBIX MU
YCIIOBHO-00s13aTeTbHBIX
JIOKYMEHTOB,

-TIO/ITOTABIMBAaTh W  O(GOPMIIATH
KaJpOBYl0O  JOKyMEHTalusi B
COOTBETCTBUM  C  TIPAaBOBBIMH
aktamu P®D;

- COCTaBIISITh OPTraHU3ALMOHHBIE,
MH(OPMALMOHHO-CIIPABOYHbIE,




pacnopsAauTCIbHBIC AOKYMCHTEIL
KaJIpOBOM CITyKOBI;
-OpraHn30BbIBATH
B3aUMOJICMCTBUE  CTPYKTYPHBIX
MOApPa3ICIECHU U JOJKHOCTHBIX
JUI] OpraHu3aluu MpH padboTe c
KaJpOBOM JTOKYMEHTALIUEN;

- TOTOBUTH JIOKYMEHTBHI,
perympyronme TPYAOBBIE
OTHOIIICHUS ¢ paOOTHUKAMHU
Baagern:

- HaBBIKAMM aHalM3a MPaBBIX
aKTOB, BBISBJICHUS HEOOXOIUMOI
perilaMeHTHPYIOIIeH

uHpopMauu 0
JOKYMEHTHPOBAaHHU  TPYIOBBIX
OTHOIIEHHI U paboTe ¢ KaJpoBOM

JIOKyMEHTaLUEH;
- HaBbIKaMH COCTaBJICHUS,
COIIaCOBAHUA, YTBEPXKICHMUS,

noanucCaHus O3HAaKOMJICHHUA C
JOKYMCHTaMU 10 JIMYHOMY

COCTaBy;

- Haspikamu COCTaBJICHUS
pPa3IMYHBIX  BHJOB  KaJIpOBBIX
JIOKYMEHTOB,

-HaBBIKAMU BHEPECHUS
JOKYMEHTAMK [0  JIMYHOMY
COCTaBy n JIOKAJIbHBIX

HOPMAaTUBHBIX aKTOB.

1.3. Mecrto mucuumiInHbl (MOayJisl) B CTPYKTYpe OCHOBHOI 00pa3oBaTe/bHOIi MPOorpaMMbl
JucuummHa«/lokyMeHTalMoHHOe o0ecTieyeHne yIpaBlieHHs TepCoOHaOM» BKJIIOUEHA B
6a30By10 yacTh MPOGECCHOHATBFHOIO IUKJIA AUCHUILINH Y4eOHOr 0 IJIaHa MO HaIpPaBJICHUIO
ITOATOTOBKH «YIIPaBJICHUE MEPCOHATIOM.

Jlisi OCBOEHUS JTUCHMILIMHBIHEOOXOJUMBI KOMIETEHIUH, C(POPMHPOBAHHBIE B XOJ€
WU3Y4YEHUs CIEAYIOUIMX JAUCLUIUIAH U TNPOXOXKIACHUSA npakTUK:OCHOBBI  yIIPaBJICHUS
nepcoHasioM, Kagposas noauTrka u KapoBoe IUIaHUpOBaHue, TpyaoBoe Ipaso.

B pesynbrare OCBOGHMS AMCHMIUIMHBI (MOAYJsl) (QOPMHUPYIOTCS KOMIIETEHIUH,
HEOOXOUMBIE JUISl U3YUEHHs CIEAYIOUIMX TUCHUIUIMH (MOAyJed) M MPOXOXKICHHs MpPaKTHK:
ynpasieHue nepconanoM, Crangaptusanus U ceptudukanus nepconana, Ilpodgeccuonanbuble
CTaHJapTHI B YIIPABICHUH IIEPCOHAIIOM.

2. CTPYKTYPA JUCHUIITINHBI
OO61mas TpyA0EMKOCTh AUCIUILIMHBI COCTaBIseT 3 3.€., 108 akagemuueckux vaca (oB).
CTpyKTypa AUCHUNIMHBI 1J151 04HOH ()OPMBbI 00yUeHH S

O0beM AUCIUTUIMHBI B ()OpME KOHTAaKTHOW Pa0OTHI OOYYaIOMIMXCS C TMeJaroru4ecKuMU
paboTHUKaMU W (WJIM) JTUIAMU, TPUBIEKaEMbIMH K peaii3aiii 00pa30BaTeIbHONW MPOTrpamMMbl
Ha WHBIX YCJIOBHSX, IPH MPOBEICHUN YICOHBIX 3aHSATUMN:




Cemectp | Tun y4eOHBIX 3aHATHI KonuuectBo
4acoB
6 Jlexiuu 20
6 CemuHapbl/J1Ta00paTOPHBIE PAOOTHI 22
Bcero: 42

O0BeM AUCHUIUTHHBI (MOIYIIS) B GOPME CaMOCTOSTEILHON pab0Thl 00YUYAIOITUXCS
cocraBiseT 48 akajeMuyecKkux yaca(oB) ¥ 3k3aMeH — 18 gacos.

CTpyKTypa JUCHUIIMHBI VISl 04HO-3204HOI (POPMBbI 00yUeHUsI

O0beM JUCHUIUIMHBI B ()OpME KOHTAKTHOW PaOOTHl 0OYyYaroUmuXxcs ¢ IMeAaroru4ecKuMu
paboTHUKaMU W (WJIH) JTUIAMH, TPUBIIEKAEMbIMH K peai3aliii 00pa30BaTeIbHON MPOTPaMMBbl
Ha WHBIX YCJIOBHSX, IIPU MPOBEICHUN YICOHBIX 3aHATHMN:

Cemectp | Tunm yueOHBIX 3aHATHIA KonnuectBo
4acoB
6 Jlekuun 12
6 CeMuHapbl/1a00PaTOPHBIE PAOOTHI 12
Bcero: 24

O0beM TUCIUIUTMHBL (MOJTyJIsT) B (hOpPME CAaMOCTOSITEIIbHON paboThl 00YJIAFOIIUXCS
cocTaBisieT 66 akageMuueckux Jaca(oB) U 9k3aMeH - 18 4acoB.

3. COAEPKAHUE JUCIHUIIJINHbI

Ne [ HaumenoBaHme pa3jaena
JUCIHHUILINHBI

Conep:xanue

1 BBeneunue

[Ipenmer, 3amauu, coaepkaHHE Kypca.
XapakTepucTuKa COBPEMEHHON CUCTEMBI KaJpOBOI

JIOKYMEHTAIUH. B3anmMocss3p IIPOLIECCOB
YIIPABJICHUS MIEPCOHAIOM C COCTABOM U IOPSIAKOM
dhopmupoBaHus CUCTEMBI JTOKYMEHTAllMA 110

JUYHOMY cocTaBy.MecTo Kypca cpeau Apyrux
HAYYHBIX JUCHUIUIAH. VICTOYHUKN M3Y4YeHHUs Kypca.
3aKkoHOJaTeIbHbIE 1 HOPMAaTHUBHO-TIPABOBBIE AKTHI,
HOPMaTHBHO-METOTUYECKUE JTOKYMEHTHI.
OteuecTBeHHas ucTopuorpadus.

2 PermamenTamnus
JIOKYMEHTHUPOBAHHUS KaJIPOBOI
NESITENIbHOCTH U PabOTHI C
KaJ[POBBIMH JIOKyMCHTAMH.

3aKoHOIaTeIbHbIE 1 HOPMATUBHO-TIPABOBBICAKTHI.

TpynoBoit koxgekc Poccuiickont ®enepanuu
KaK OCHOBOM IIPaBOBOM aKT, OIPEACIISIIOIINN COCTaB
U TOpAIoK O(OpPMIICHHS  JOKYMEHTOB 1o
YCTAaHOBJICHUIO TPYAOBBIX OTHOILLIEHUH U TPYAOBOU
NeSATETLHOCTH PabOTHUKA. 3aKOHOJATEIbHBIC aKThI
Poccun 0 nOKyMEHTHPOBaHUM OTIEIBHBIX CTOPOH
TPYJIOBOM JNEATEIBHOCTH  Pa3JIM4HBIX KaTeropui
paboTHUKOB. 3aKOHOJATENbHbIE aKThl CyOBEKTOB
Poccuiickoit  ®denepanmu, VYkasel Ilpesunenra,
[locTaHoBiEHUS W pACHOPSKEHUS MPaBUTEIHCTBA
Poccuiickoit @enepanuu.




HOpMaTI/IBHO-MCTOI[I/I‘-IeCKI/Ie AOKYMCHTEI .

KpanudukanmonHpIi CIIPABOYHUK u
npodeccuoHaNbHbIE CTAaHAAPTHl, KaK OCHOBHBIC
HOPMAaTUBHbIE JIOKYMEHTBI, periiaMeHTUPYIOIIIe
TpeOOBaHUS K KBAIM(UKAINK, 3HAHUSIM U YMEHHUAM
paboTHHKOB. OOIIEPOCCUNCKUE KIACCU(PUKATOPHI
TEXHUKO-3KOHOMHUYECKOM " COLIMAJIbHON
nH(pOpMaIINY, yCTaHABIUBAIOLINE COCTaB U MOPSAI0K
3aIOJIHEHHUS KaJPOBBIX TOKYMEHTOB.

TunoBble MEpeYHU U CPOKH XPaHEHHUS
JOKYMEHTAIu! o JUYHOMY COCTaBy.
PerynupoBanue opranuzaiuy apXUBHOTO XpaHEHUS
JOKYMEHTAallul 10  JIMYHOMY  COCTaBy B
HOPMAaTUBHO-METOAMYECKUX TOKyMeHTax PO.

PazpaboTku I'ockomcrara PD o
yHUPUKAUU bopm HNEPBUYHOM yUeTHOM
JOKYMEHTAIUH.

Opranusanust padoThl KaJIpOBOM
CITyKObI

CTpyKTYpBI KaIpOBBIX CITy:K0. UnCIICHHBIH
U JIOJDKHOCTHOM  coctaB  city:x0bl.HopmaTuBel
BpPEMEHU Ha PabOTHI MO yUETY KaapOB.

3amaun U QYHKUUU KaJApPOBOM  CITYXKOBI.
[lonoxxenne 00 oraene KaapoB (yIpaBliEHUH,
JiernapTaMeHTe U Jp.), KAK OCHOBHOW HOpPMaTHUBHBIN
JIOKYMEHT o OIpeIeNICHUIO CTPYKTYpHI,
YHUCIEHHOCTH, BUIOB PAa0bOT ATOr0 MOApa3eIeHHUS.
[Mopsimox pa3pa®oTkM, cocTaB WHPOpPMALUU H
CTPYKTypa TEKCTa IIOJIOKEHUsS. 3aKpEeIUICHUE IIpasB,
OTBETCTBEHHOCTH, B3aMOCBA3€EH OT/€a KaJApOB.

JIOJIKHOCTHBIE MHCTPYKLHH,KAK OCHOBHOM
MpaBOBOM  aKT, OTIpE/IECTSIONMI  MPaBOBOE
MOJIO)KEHHE PpPAaOOTHUKOB KaJpoBOH CIIy’)KObl U
OpraHm3anuio ux Tpynaa. HasnaueHnume 101KHOCTHBIX
UHCTPYKLHUH.

NHucTpyknns o KaJpOBOMY
JEJIONPOU3BOJCTBY, KaK OCHOBHOM HWHCTPYMEHT
MOBBIIEHUS 3()PEKTUBHOCTH pabOTHI  KaJPOBBIX
MIO/Ipa3eJICHAN B chepe KaJpOBOTO
JIeJIONPOU3BOICTBA.

Pernamenranuss paboThl € MEPCOHAJIOM B
JOKaJIbHBIX HOPMAaTUBHBIX aKTax u
OpraHMU3alMOHHBIX JOKYMEHTax (ycraB
OpraHM3aliy, IpaBWjia BHYTPEHHErO TPYJIOBOIO
pacrnopsaka, MOJO0KEHUE O MEPCOHAIbHBIX JaHHBIX,
KOJUIEKTUBHBIN JIOTOBOP U JIp.).

CocraB KaJpoBOM JOKYMEHTALIVH.
JIOKyMEHTHPOBaHUE TPYAOBBIX
OTHOILICHHUH.

XapakTeprucTrka CHCTEMBI KaJpOBOM
JOKYMEHTAllUH, €€ COOTBETCTBUE OCHOBHBIM
3a/la4aM 10 MoA00py, y4eTy U pacCTaHOBKE KaJpOB.
OO0s13aTenbHass M yCIOBHO-00s3aTeNbHAs KaIpoBas
JIOKYMEHTAIHS.




OpranuzalioHHbIE JOKYMEHTBl — IITaTHOE
pacrnucaHue, CTPYKTypa M IITaTHAas YHCIEHHOCTb,
rpaduK OTITyCKOB.

PacniopsimuTenbHble JOKYMEHTBI — MPHUKA3bI
(pactiopsbxeHHs) MO JUYHOMY cocTaBy. OOmime
TpeOoBaHUS K OPOPMIICHHUIO U CPOKAM MOJITOTOBKH.

WudopmManrnoHHO-CIIpaBOYHbIE JOKYMEHTHI —
3asiBJICHUSA, MPEJCTaBICHUS, YBEJAOMJICHUS, aKTHI,
JIOKJIA/IHBIE U OOBSACHUTEIbHBIC 3AITHCKH.

YyerHble pOpMBI U UX HA3HAYCHHUE.

[Ipuem pabotHukoB Ha padory. CocraB
MIePCOHATBHBIX JIOKYMEHTOB paboTHUKa,
IIPEICTaBISIEMBIX paboToaTento IE:
YCTAQHOBJICHUSI TPYAOBBIX OTHOIICHUH. TpynoBoit
JOTOBOP -  3aKOHOJATEJIbHOE  3aKpEIICHUE
TpeOoBaHUN K CTPYKType TEKCTa, TMOPSAKY
cocraBieHuss u  odopmienusi.  IlogroroBka u
oopmienne npukazoB (pacmopspKeHUi) o mpueme
Ha paboTy. AHKeThI, aBTOOMOrpaduu, pesrome u Jp.
JIOKYMEHTBI, 3all0JIHSIEMbIE IIPU TIpUEME Ha padoTy.
Buecenue cBefieHtii B TPYIOBYIO KHIDKKY U JIMYHYIO
KapTOUYKy pabOTHHUKA.

JlokymMeHTUpOoBaHUE  JBUKEHUS  KaJIpOB.
Buast nepeBomoB. CoctaB M TMOPSIOK H3AaHUS
JOKYMEHTOB, 0(OPMIISIOLINX MPOLEAYPY MepeBoa.
Conepsxkanue, MOPSAIOK MOATOTOBKH U O0()OPMIICHHS
MIPUKA30B (pacniopsieHHil) 0 epeBoe
COTPYAHUKOB. JIOKYMEHTBI-OCHOBAaHMS K TpPUKa3am
0 MepeBOJIE.

Bunet ornyckoB. [lopsanox odopmieHus
€XKETOJHOr0 OYEPEIHOr0 OIIaYMBAaEMOI0 OTIIYCKa.
I'paduk ormyckoB, coctaB, coaep)KaHHEe, MOPSAIOK
MIOATOTOBKH u oopmienus IIPUKA30B
(pacnopsixeHuit) o IIPEIOCTABIIEHUN OTITyCKa.
Ilopsmok  mepeHoca  ormycka.  JIOKYMEHTBI-
OCHOBaHUS K IIpHUKa3aM 00 OTITyCKaX.

[Topsimoxk  odopmieHHs KOMaHIUPOBOK —
COCTaB JOKYMEHTOB, 0(QOpMIISIFOIINX
KOMaHJIMpOBaHHe pabOTHMKA, COJEpKaHHE W
MOPSAJIOK TOJrOTOBKY MpHKa3a 0 KOMaHAUPOBKE.

Bunel nooumpenuii. CopepxaHue, HOPAIOK
MTOATOTOBKH u odopmiieHus MIPUKA30B
(pactiopsbkeHMii) 0 TOOUIpeHHMH  pabOTHHKA.
JIOKYMEHTBI-OCHOBAHHUS K MPUKa3aM O MOOIIPEHHH.

Buner JUCLUTUIMHAPHBIX B3BICKAaHUH.
Copepxanue, MOpsIOK MOATOTOBKH U O(POPMIICHUS
NIPUKa30B  (pacmopshKeHMM) O  B3BICKAHUMU.
HOKYMGHTI)I-OCHOBaHI/IH K IIpUKazaM O HAJIOXCHHUUN
JUCLUUIUIMHAPHOTO B3bICKaHHUA. AKTHI 00 OTKa3bl
JaBaThb OO0BSICHEHHUS U 3HAKOMHUTLCS C IIPUKA30M.




Ilopsanok  mpoBeneHus aTTeCTaluu
paboTHHKOB B opraHu3anuu. COCTaB JOKYMEHTOB,
oopmistromnx npouenypy. Conepxkanue, mopsaoK
MOJITOTOBKH u oopmieHus MIPUKA30B
(pacniopsixeHwmit) 00 aTTecTaluu.

[Mopsimox YBOJIbHEHHS pPabOTHHUKOB.
OcHoBanust  yBOJbHEHUs paboTHHKOB. CocraB
JTOKYyMEHTOB, o(hOopMIIAIOIINX poueaypy.

Coneprxanue, MOpsAAOK MOATOTOBKH M O(opMIIeHuUs
npuka3oB  (pacmopsbkeHuil) 00  YBOJbHEHUHU.
JIOKYMEHTBI-OCHOBaHUS K MpHUKa3aM 00
YBOJIbHCHUH.

VYyeT 1UyHOrO cocrana.

Bunbl  yueTHbIX  JIOKYMEHTOB. JInuHas
KapTouka pabotHuka (dopma T-2): cocraB
uH(pOpMaINH, TOPAJOK 3aMOTHEHUS U BEICHHS.

HopmartuBHasg u mpaBoBas perilaMeHTaLus
nopsiAika BeAeHUs IWYHBIX nen. OdopmieHue u
BeJICHUE JMYHBIX Jen paboTHukoB. CoctaB u
IIOCJIE0BATEIBHOCTD PACIIONOXKEHHUS JOKYMEHTOB B
JINYHOM JIEIIe.

TpynoBast ~ KHW)KKa  pabOTHHKa  Kak
OCHOBHOI JOKYMEHT O TPYZOBOH NEATEIbHOCTH U
TPyZAOBOM cTaxke  paborHuka. OdopmieHue wu
BEJICHUE TPYAOBBIX KHIKEK M BKJIAAbILIEH K HUM.
[opsimox Bbmaum ayOnMKaTta TPYAOBOW KHHKKH.
VYyer U XpaHEHHE TPYIOBBIX KHI)KEK B
opranu3aiuy. OTBETCTBEHHOCTb paloTomarens 3a
XpaHEHUE U 3aIll0JHEHHUE TPYAOBbIX KHIKEK.

Opranu3anust paboThl ¢ KaJpOBBIMU
JIOKyMEHTaMU

Perucrtpamuss ~ 10KyMEHTOB MO JINYHOMY
cocraBy. [IpaBuna peructpaunu U UHAEKCUPOBAHUS
KaJIpOBbIX JIOKyMEHTOB. Peructpanuonssie (HhopMbl
(TpamuuMoHHBIE U aBTOMaTH3MpoBaHHbIE). CocTaB
PEKBHU3UTOB (IOJIEH) U PErucTpali pasiInyHbIX
BHJIOB JIOKYMEHTOB U MIOPSA0K UX 3aII0JHEHUS.

CucremaTuzanusi 1 ONEpaTUBHOE XpaHEHHE
JOKYMEHTOB 10 JIMYHOMY cocTaBy. OCOOEHHOCTH
(¢bopMupoBaHUsT B Jesla JIOKYMEHTOB IO JMYHOMY
COCTaBy. IIpaBuia CUCTEMAaTU3ALIUU
paciopsAMTENbHBIX JOKYMEHTOB, YUYETHBIX (OpM,
TPYAOBBIX KHMXEK. CHcTeMaTu3alus M XpaHEHHE
JIOKyMEHTOB-OCHOBAHUH K ITPUKa3aM.

Homenkmatypa pgenm KaapoBOW  CIy»KOBI.
[Topsimok MOATOTOBKH, COCTaBIEHUS U OPOPMIICHUSI.
[IpumepHass HOMEHKIATypa A€l KaapoBOH CITykKOBbI.
[Tepexonsmue nena.

CpOKI/I XpaHCHUA KaJApOBbIX HOOKYMCHTOB.
HO)IFOTOBKa JOKYMECHTOB K CJ1a4€ B apXHB.

3KCHepTI/I3a OCHHOCTHU JOKYMCHTOB
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KaJIpOBOW CIy>KObI, €e HOpPMaTHBHO-METOAUYECKast
OCHOBa, OpraHU3alys U MOPAJOK IPOBEACHUS.

CoctaB JOKYMEHTOB KaJpOBOH CIIyKOBl,
HOJUISKAIINX —Iepefade B  apXwHB. [TpaBuia
NOATOTOBKHU JOKYMCHTOB II0 JIMYHOMY COCTaBY K
nepenadye B apxuB oprauzanuu. CocTaBieHHE H
oopmieHre ONUCH JOKYMEHTOB IO JINYHOMY
cocraBy. Ilopsaok yHHUYTOXKEHHS JIOKYMEHTOB C
HUCTCKIIMMHU CPpOKAMHU XPaHCHHUA.

4. Obpa3oBare/ibHbIE TEXHOJIOTHH

I[JISI IMPOBCACHUA y‘-Ie6HBIX 3aHSATHU 110 AUCHUIUIMHE HCIOJIB3YIOTCA pPa3JIMYHbIC
00pa3oBaTeNbHbIC TEXHOJOTHH.
HCIIOJIb30BaHO JJICKTPOHHOE 00y4eHHE U (MITH) TMCTAaHIIMOHHBIE 00pa30BaTEIbHBIE TEXHOJIOTHH.

Jns opranuzanumud  y4eOHOro Impolecca MOXKET ObITh

Ne |  Haumenosanue pazoena |Buowt yueonoit pabomot| OdpazosamenvHvie mexHoaouu
n/n
1 2 3 5
1 |BBencnue Jlexyus 1. Beoonas nexyus
CamocmosmenvHas
Kouncynomuposanue
aboma
2 |PernmamenTanus Jlexyus 2. Jlexyus ¢ npumenenuem caavo-

JIOKYMEHTHUPOBaHUs KaJIpOBOU
JIESATeTLHOCTH U pabOTHI C
KaJIpOBBIMH IOKYMEHTaMHU

Cemunapckoe 3ausamue
Nel

npoexkmopa

3auamue ¢ npumeHnenuem
pazoamounoeo mamepuana
(Tpyooeoii kooexc, 6blOepIHCKU U3
NPABoBbIX AKmMos)

CamocmosmenvHas Kouncynomuposanue
aboma
3 |Opranmzanus paboThI Jlexyus 3. Jlexyus ¢ npumenenuem caauo-
KaJI[POBOH CITyKOBI npoexmopa, OUCKyccus
3ausamue ¢ npumeHnenuem
Cemunapckoe sauamue |pazo0amouyno2o mamepuand
No2 (8b10€epoicKU U3 NPABOBLIX AKMOB,
mamepuanvl 0e10801 uepvl — Kelic-
Memoo)
CamocmosmenvHas Koncynomuposanue
aboma
4 |CocraB KaapoBoit Jlexyus 4. IIpobremnas nexkyus ¢
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JIOKyMEHTALUN.
JlokymeHTHpOBaHue
TPYXOBBIX OTHOILICHUM.

Cemunapckue 3ansamus
Ne3-7

npuUMeHeHueM claud-npoexmopa

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

Camocmosmenvhas Koncynomuposanue
paboma
VY4er JINYHOTO COCTaBa. Jlexyus 5. Jlexyus, ouckyccus

Cemunapckoe 3ansamue
Ne8

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

CamocmosmenvHas Koncynemuposanue
aboma
Opranuzanus paboTsl ¢ Jlexyus 6 Jlexyus ¢ pazdopom KOHKpemmvix

KaZApOBbBIMH JOKYMCHTaMU

Cemunapckoe 3ansamue
Ne9

Camocmosmenvhas
paboma

cumyayutl

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

Kouncynomuposanue

5. OHEHKA IINTAHUPYEMBIX PE3YJIbTATOB OBYUYEHUSA

5.1. Cucrema oueHHBAHUA

Texymmii KOHTPOJIb OCYLIECTBISIETCS B BUJIE OLIEHOK KOHTPOJBHBIX pabOT U 3a/laHUil Ha
ceMUHapckux 3aHATUsX. KoHTponbHas pabota Nel BbISIBIsSIET 3HaHHE cocCTaBa M TMOpsSAKa
oopmIIeHHs JOKYMEHTOB B X0/I€ OCHOBHBIX KaJIpOBBIX IPOLETYp, U olleHuBaetcs 10 10 Gansos,
KOHTpoJsibHAast paboTa Ne 2 moka3bpIBaeT 3HaHUS CTYAECHTOB 10 BOIIPOCAM OpraHU3aluu paboThl C
KaJpOBOM JOKyMEHTAllel U BBIABISET TOTOBHOCTh CTYJIEHTOB K IPaKTHUYeCKOH pabote,
orneHuBaercsa A0 20 OamwioB. MakcumanbHasi OIEHKAa KaXIOTO CEMHHAPCKOTO 3aHATHS — 5
6amtoB. [IpoMeXyTOUYHBIH KOHTpPOJIb 3HAHWM MPOBOIUTCS B (hOpME HMTOTOBOW KOHTPOJIHHOM
paboThI, BKIFOYAIOIIEH TEOPETUIECKHE BOIIPOCH! U MPAKTUUECKOE 3a/IaHKe, U olleHnBaeTcs 10 40
6asuIoB.

B pesynpraTe Tekymero u mpomMexyTOYHOTO KOHTPOJIS 3HAHWUW CTYJIEHTHI MOJYy4YaroT
COOTBETCTBYIOIIYIO OLICHKY 3a DK3aMEH.

|| @Dopma konmponn | Maxke. konuuecmeo 6annos |
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3a oony pabomy,  Bcezo
Texymuii KOHTPOJIb:

- Koutponbhas padora Ne 1 (temsr 1- 20 bannos 20 bannos
4)

- Koutponbhas pabora Ne2 (TemMsr 5- 10 6annos 10 6annos
6)

- ceMHHapCKue 3a1anus (TeMbl 2-6) 5 bannos 30 bannos
[IpomexyTouHast aTTecTarys 40 b6annos
(3a4eT ¢ OlEHKOM)

HUtoro 3a cemectp (AUCUUIUIMHY) 100 6annos

OneHka «yJIOBIETBOPUTEIBHO» BBICTaBIIsIeTcs 00ydaromemycsi, Habpasuiemy ot 50 g0 67
0ayioB OallIoB, OLIEHKA «XOPOIIO» BHICTaBIIAETCA oOyuarolemycs, HaOpaBmiemy oT 68 mo 82
0aJuIoB, OLIEHKA «OTIMYHO» BBICTABIsIETCSl oOydatoniemycs, Habpasmemy ot 83 mo 100 Gamos,
c(OpMHUPOBAHHBIX B pe3yJbTaTe CyMMHPOBAHUS OaJJIOB, OJYyUYEHHBIX MPH TEKYIIEM KOHTpOJIE
U MPOMEKYTOYHOU aTTecTanuu. [1oy4eHHbIN COBOKYITHBIN pe3ynbTaT (MakcuMyM 100 Gamion)
KOHBEPTHUPYETCS B TPAAULIMOHHYIO 1Ky OIEHOK M B IIKaly OlleHOK EBpomeiickoii cucTeMsl
nepenoca W HakorieHus KpeautoB (European Credit Transfer System; nmamee — ECTS) B
COOTBETCTBUHU C TAOJIUILICH:

100-6amtpHas R — [lIxana
IIKaza ECTS
95100 A
8394 OTIINIHO B

68 — 82 XOpOIIIO 3a4TEHO C

56 —67 D

50 55 YIOBJICTBOPUTEIIHHO E
20—49 FX
0-19 HEYJIOBJICTBOPUTEIHHO HE 3a4TCHO F

5.2.Kputepum BbICTABJIEHHS OLIEHKH M0 JUCHHUILINHE
OneHka MO JAMCUUIUIMHE BBICTABIIAIOTCA OOydYaroleMycsi ¢ Y4ETOM pPe3yJbTaToOB TEKyLIeH u
IIPOMEKYTOYHOM aTTECTALUU.

Banasl/ Ounenka mo Kpurepun oneHkn pe3yibTaToB 00y4eHHUs 110

HIxana AUCIHUTIIIHHE AUCHUTIIHHE

ECTS

100-83/ COTITUIHOY/ BricTaBmisiercst o0y4aromemMycsi, €CIIi OH TITyOOKO U

AB «3a4TE€HO MIPOYHO YCBOWJI TEOPETHYECKUH U TIPAKTHYECKUN
(oTMuHO)»/ MaTepuai, MOXXeT IPOJEMOHCTPUPOBATh 3TO Ha 3aHATUSX
«3a4TEHO» U B XO/I€ IPOMEXYTOYHOH aTTeCTalllH.

OO0yuaromuiicsi HICUEPIBIBAIOIIE U JJOTUYECKUA CTPOMHO
u3JaraeT yueOHbI MaTepuall, yMeeT yBSI3bIBaTh TEOPHUIO C
MPAKTUKOH, CIIPABIISIETCS C pEIIEHUEeM 3a7ad
npogeccuoHaTbHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CIIO’KHOCTH, MPABIIILHO 00OCHOBBIBACT MTPHHSATHIC
pelLeHHs.

CB000OIHO OpHEHTUPYETCS B YUEOHOH 1
npo¢ecCUOHATILHOM JIUTepaType.

OreHka 1Mo JUCHHUIUIMHE BBICTABISIOTCS 00YYaromeMycs C
YYETOM pE3yIbTATOB TEKYIIEH U IPOMEKYTOUHOU
aTTeCTalUu.
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Banael/
HIxanaa
ECTS

OuneHka mo
JUCHUILIMHE

Kpurtepun oneHkn pe3ybTaToB 00y4eHHUs 110
AUCHMILIAHE

Kommnereniuu, 3akperiéHuble 3a AUCITUTUTHHOMN,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKHII».

82-68/

«XopouIoy/
«3a4TEHO
(xoporto)y»/
«3a4TECHOY

BeicraBisercs o0yuaromemycs, €Ciii OH 3HaeT
TEOPETUYECKUM U MPAKTUYECKUN MaTepHUall, IPaMOTHO U 10
CYILECTBY M3JIaraeT €ro Ha 3aHATHSAX U B XOZC
IIPOMEKYTOYHON aTTEeCTalllU, HE JOIYCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaronuiicsi IpaBUIBHO MPUMEHSET TEOPETHUECKHE
IIOJIO’KEHHUS IIPY PEIICHNUN IPAKTUYECKUX 3a1a4
npo¢eCCHOHATLHON HANPaBIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOJUMBIMHU JUI TOI'0 HABBIKAMU
U IIpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B yUeOHOH U
npoeCCHOHATILHOM JINTepaType.

OneHka 1o JUCHHUIUIMHE BBICTABIISAIOTCS 00yYaromeMycs C
y4E€TOM PE3yNbTATOB TEKYIIEH U TPOMEKYTOUHOM
aTTECTaLlUN.

Komniereniuu, 3aKkpeniénnple 3a JUCUUILTMHOM,
c(OPMHPOBAHBI HA YPOBHE — KXOPOIIUH».

67-50/
D,E

«YIOBIIETBOPH-
TEIBHOY/
«3a4TEHO
(ynoBneTBopu-
TEIBHO)»/
«3aYTCHO

BricTaBnsiercsa oOy4aromieMycsi, €Cii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUYECKUI U PAKTUYECKUI MaTepuall,
JIOITyCKAeT OTAEIbHBIE OMMOKH MPH €r0 U3JI0KESHUHU Ha
3aHATHUSAX U B XOJI€ IPOMEKYTOUHOM aTTECTALUH.
OOyyaromuiics UCIBITHIBAET OIPEIEIEHHbIE 3aTPYAHEHUS
B IIPUMEHEHUH TEOPETUUECKUX MOJI0KEHUH IIPU PELICHUH
MPaKTUYECKHX 3a/a4 MPO(heCCHOHAIBHON HAIPABIEHHOCTH
CTaHJAPTHOI'O YPOBHS CJIIOKHOCTH, BJIaJIEET
HEO0OXOUMBIMHU IS 3TOT0 0a30BBIMHM HAaBbIKAMU U
IIPUEMAMH.

JleMOoHCTpUpYyeT JOCTaTOYHBIM YpOBEHb 3HAHUS y4eOHOU
JIUTEPATYPBI 110 TUCLHUIIINHE.

OneHka o JUCLUIUIMHE BBICTABIIIOTCS 00YYarOIEMYCs C
y4E€TOM PE3YJBTATOB TEKYILEH U TPOMEKYTOUHOU
aTTECTALlUN.

Komnerenum, 3akpenia€HHuble 3a AMCUUTIIMHOM,
C()OPMHPOBAHBI HA YPOBHE — «JOCTATOUHBIN».

49-0/
F,FX

«HCYHOOBJICTBOPUTC

JILHOY/
HE 3a4TEeHO

BrictaBisiercs o0yuaromemycs, €Clii OH He 3HaeT Ha
0a30BOM ypOBHE TEOPETUUYECKUIN U MPAKTUUECKUI
MaTepHal, J1oMycKaeT rpy0oblie OMOKY IpU ero
W3JI0’KEHUH Ha 3aHATHUSIX U B XO/I€ TPOMEXYTOUHON
aTTeCTallUN.

OOyuyaromuiics UCIIBITHIBAET CEPhEIHBIE 3aTPyIHEHUS B
MIPUMEHEHUH TEOPETUUECKUX TIOJI0KEHUH NPU PELICHUH
MPaKTUYECKHUX 3a7a4 MpodeccnoHaNbHOM HallpaBIEHHOCTH
CTaHJIapTHOI'O YPOBHS CJI0)KHOCTH, HE BIIa/I€ET
HEO0OXOIMMBIMHU ISl 3TOTO HaBbIKAMHU U TIPUEMaMHU.
JleMoHCTpHpYeT (pparMeHTapHbIe 3HaHUS y4eOHOM
JUTEPATyphl 110 AUCLUIIINHE.

OreHKa Mo JUCHHUIUIMHE BBICTABIISIOTCS 00YYaIOLIEMYCS C
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Banasl/ Ounenka nmo Kpurtepun oneHkn pe3ybTaToB 00y4eHHUs 110
Ikana AUCHMILIAHE AUCHMILIAHE
ECTS

y4€TOM pe3yJbTaTOB TEKYIIEH 1 MPOMEKYTOUHOU
aTTeCTalUU.

KommereHiuu Ha ypoBHE «IOCTaTOYHBIN», 3aKPETUIEHHBIC
3a AMCUMIUIMHOW, HE CHOPMHUPOBAHBI.

5.3. OneHouHble cpeacTBa (MaTEepHUAJIbl) IJIsl TEKYILIEr0 KOHTPOJIS yCIIeBA€MOCTH,
NMPOMEKYTOYHOM aTTeCTAINM 00y4AIOIIUXCS 10 AUCHUIIHHE

Bapuanmul konmponwvnou pabomur No 1

Bapuanr 1

1.B xakux ciydasx Kaapoas CIy)k0a HMeEeT IpaBo BbIIATh AyOJUKAT TPYAOBOM KHIKKH? Kak
3TOT JOKYMEHT ohopmIisieTcs?

2.Ilepeuncnute BUABI JOKYMEHTOB, NPHMEHSEMbIC MPH IEpeBOjAe Ha Apyryw pabory. Kak
odopmiaeTcs Kaxablid u3 HUX?

3. HazoBuTE TOKYMEHTBI, IPEIOCTABIIsIEMbIe pA0OTHUKOM IPH MOCTYIUICHHH Ha paboTy.
4.KakuM JOKaJIbHBIM HOPMATHBHBIM aKTOM PETIIAMEHTHUPYETCs paboTa KaJpOBBIX CHEITUAIACTOB
C MepCOHAILHBIMU JIaHHBIMU? [laiiTe eMy XapaKTepHCTHUKY.

Bapuant 2

1. XapakTepucTuka Ha3Hau€HUs TPYJIOBOM KHWXKKU. B Kakoll cpok momkHa ObITH 3aBeleHA
TPYAOBask KHI)KKA IIPU IOCTYIUIEHUU Ha paboTy BIEepBbIe?

2. Ilepeuncnure BUIB JOKYMEHTOB, IPUMEHsIEMbIE TIPY yBOJIbHEHUH. Kak odopmitsieTcst Kax bl
U3 HUX?

3.Kakoii 5okanbHBIH HOPMATUBHBIM aKkT ONpeAeNseT OpraHu3alUi0 Tpyla COTPYJHUKOB B
KoMmnaHuu. /laiite eMy XapakTepUCTHUKY .

4. .HazoBute nuHpopMaInio, 00s3aTeIbHYIO JIJIsl BKIIFOUESHUS B TPYIOBOM JIOTOBOP.

Bapuanmul konmponwvnoii pabomor Ne 2

Bapuanr 1
1. TlepeuncnuTe cOCTaB JOKYMEHTOB JIMYHOTO fenla paboTHuKa. KakuMu HOpMaTUBHBIMU
JIOKyMEHTaMH 3TO OMpeIeNIeHO?
2. Ha3zoBuTe TOKyMEHTHI KaJpOBOU CIY>KOBI, OJIekKAIINE TIepejadye B apXUB.
Bapuant 2
1.KakoBbI 0COOEHHOCTH COCTaBIIEHUSI HOMEHKIIATYPHI Je]l KaJpOBOM CITyKOBI?
2. HazoBuTe 00s13aTeNbHBIE PETUCTPAIMOHHBIE (HOPMBI KaIPOBOM CITYKOBI?

Hpumepuble KOHmMpOJ/tbHblEe 60NRPOCHI onsa npomeofcymoqnoﬁ ammecmauuu.:

1. Tlepeuucnuthb 3aKOHOJATEIIbHbBIC aKTBhl, KOTOPBIMHU periIaMeHTHpPYEeTCs
JIOKYMEHTUPOBAHHE KaJIPOBOM JAEATEIHHOCTH B HACTOSAIIEE Bpemsi?
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2. Ilepeuncnuth HOPMAaTUBHO-METOIMYECKUE JIOKYMEHTHI, perJamMeHTUpyolne

JOKYMEHTHPOBAaHUE KaJIPOBOU AEATEIbHOCTH.

Ha3zBatb BUJIbI TOKYMEHTOB, PEAbSIBIISEMbIe pAOOTHUKOM MpU IpUEMe Ha padoTy.

HasBate  BuObl  JOKYMEHTOB, YyCTAaHOBIJIEHHble  TpynoBeIM  koaekcom PO,

JTOKYMEHTHUPYIOIIKE prueM paboTHHUKA Ha padoTy.

5. Ilepeuncnauth BHIBI JOKYMEHTOB, O(GOPMIISIONINE HW3MEHEHHE YCIOBHHA TPYJOBOTO
JIOTOBOpA.

6. IlepeuncnauTh BHUABI JOKYMEHTOB, YCTaHOBJIEHHbIE TpyHOBBIM KojaekcoM P® s
pEryJIUpoOBaHUs TPYIOBBIX OTHOILICHUH.

7. CpoKM TOATOTOBKM, KAaKHUX JIOKYMEHTOB 10 JOKYMEHTHPOBAHHUIO  KaJpOBOM
JESITEIBHOCTH YCTaHOBJICHBI 3aKOHOAATENHLHO?

8. Kakue ¢pyHKIMU KagpoBO# CIIy>KObI CBSI3aHbI C yUYETOM JIMYHOTO cOCTaBa’?

9. Kakme QyHKIIMM JOKHA BBITIOJHATH KaJpoBas Ciyk0a npu  opopMIICHUHU
YBOJIbHEHUSI PaOOTHHKA C PabOTHI?

10. Kakumu gokymeHTamMu opopMIIsieTcsl yBOJIbHEHHE paOOTHUKA?

11. HazoBuTe yHKINU KAJAPOBO CIyKObI CBA3aHHBIE C TPYJOBBIMH KHIKKAMH?

12. Kakumu nokymeHTamMu oopMIIsieTcs aTTecTarus pabOTHUKOB?

13. Ha3oBuTe 0COOEHHOCTH HOMEHKJIATYPHI JIe]T KaAPOBOM CITyKOBI.

14. Kakue nena kaapoBO CITyKObI OTHOCSTCS K KATETOPUU MEPEXOAITUX?

15. IMepeuncnuth ocoOeHHOCTH (HOPMHUPOBAHHMSI IMIHOTO Jieia paOOTHUKA?

How

6. YueOHO-MeTOAMYECKOE M HH(POPMALMOHHOE 0O0eceuyeHue TUCIHHILINHBI
6.1. Cnmucok MCTOYHMKOB M JTUTEPATYPHI

HUcTrounuku (00si3aTesibHbIE)

1. Koucrurymms Poccuiickoit ®emepanmu  (C  MOCIEAYIONMMH H3M. W JIOIL.) I
Koncynwsrantllmoc. BepcuslIpod [Dnexkrponssrit pecype]. — DnekTpoH. aaH. - Pexum gocryma
- http://www.consultant.ru/.

2. Tpynmosoii komekc Poccuiickoirt ®emeparuu ot 30.12.2001 Ne 197-®3. Ilpunsar
TocynapctBennoii  Jlymoit 21 nekabps 200Ir. (¢ nocrmeayromumu u3M. u jgom.) /]
Koncynsrantllntoc. Bepcusllpod [Dnextponnsiii pecypc]. — DneKTpoH. aaH. - Pexxum noctyma
- http://www.consultant.ru/.

3. 3axon Poccwuiickoit @eneparmu ot 25 okrsaops 1991 r. Ne 1807-1  «O s3pIKax HApOJIOB
Poccuiickoit ®enepaunn» // Bepomoctu CHJ PO u BC P®. 1991. Ne 50. Cr. 1740; (c
nocienyomumu u3M. 1 gon.) // Koncynsrantllmoc. Bepcusllpod [DnexktponHbI pecypc]. —
DJeKTpoH. aaH. - Pexxum moctyma : http://www.consultant.ru/.

4. ®enepainbhbiii 3akoH PO ot 27.07.2004 Ne 79-®3 «O rocynapcTBEHHON TIpaykIaHCKON
cnyk6e Poccuiickoit @enepanun» (¢ mocieayommumu udM. U jgomn.) // Koncynerantlmtoc.
Bepcusllpog [OnexTpoHHbIl pecypc]. — OnekTpoH. naH. - Pexum poctymna
http://www.consultant.ru/.

5. ®enepanbHblit 3akoH Poccuiickoii depepannu ot 01.06.2005 Ne 53 «O rocyaapcTBEHHOM
s3pike  PO» (¢ mocnemyrommmu usM. u gomn.)  // Koncynerantllmioc. BepcuslIpod
[DeKTpOHHBII pecypc]. — DIEKTPoH. AaH. - Pexxum poctyna : http://www.consultant.ru/.

6. ®enmepanbubiii  3akoH Poccuiickoii  ®emepammu ot 06.12.2011  Ne 402-®d3  «O
OyxranTtepckoMm ydere» (¢ mocienyrommumu usM. u nom.) // Koncynerantllnroc. Bepcusllpod
[DekTpoHHBIH pecypc]. — DIEKTpoH. AaH. - Pexxum mpoctyna : http://www.consultant.ru/.

7. ®enepanbubiii 3akoH Poccuiickoit ®enepanuu ot 02.05.2006 Ne 59-d3 «O mopsiake
paccMoTpeHHs oOpalleHui rpaxaany (¢ nocieayomumu u3M. u jom.) // Koncynerantllmoc.
BepcuslIpod [OnexTponnblii  pecypc]. — OnekTpoH. nmaH. - Pexum mgoctyma
http://www.consultant.ru/.



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

16

8. ®enepanbubiii 3akoH oT 27 wmroas 2006 r. N 152-®3 "O mnepcoHadbHBIX HaHHBIX"(C
nocneayromumu u3M. u jom.) // Koncynerantllmroc. Bepcusillpod [Dnexrponnslit pecypce]. —
DJeKTpoH. aaH. - PexxuM mocrtyma : http://www.consultant.ru/.

9. ®enepanpubiii 3akon or 01.10.2004 Ne 125-®3 «O6 apxuBHOM jene B Poccuiickoit
Oenepannn»y (¢ mocaeayrommumu uw3M. u jgomn.)  // Koncynerantllmoc. BepcuslIpod
[DeKTpoHHBIH pecypc]. — DIeKTpoH. AaH. - Pexxum goctyna : http://www.consultant.ru/.

10. ®enepansubiii 3akon oT 29.07.2004. No 98-®3 «OxommMmepueckoit TaiiHe» // (c
nocneaytomumu u3M. u jom.) // Koncynerantllnroc. Bepcusillpod [Dnexkrponnslit pecypce]. —
DJeKkTpoH. aaH. - PesxkuMm mocryma : http://www.consultant.ru/.

11. TlpaBuna BemeHUsT U XPaHEHUs TPYIOBBIX KHMUKEK. (C MOCICAYIOIIUMU U3M. U jor.) //
KoncynwrantlIntoc. Bepcusllpod [DnexTponnsli pecypc]. — DIeKTpoH. AaH. - Pexxum moctyma
- http://www.consultant.ru/.

12. HcTpyKIws M0 3aM0JIHEHHIO TPYIOBBIX KHUKEK (yTB. [TocTaHOBICHHEM MUHHCTEPCTBA
Tpyna W comuanbHOro pas3Butus Poccuiickoit ®eneparmuu ot 10 oxTa6ps  2003r.).
3apeructpupoBana MunucrepcTBoMm rocturuu Poccuiickoii @enepanuu 11 HosiOpss 2003 r.
peructpaunoHHbli HOMep 5219.(c mocnemyroumumu usM. u gom.) // Koucynerantllnroc.
BepcuslIpod [OnexTponnsii  pecypc]. — OnekTpoH. naH. - Pexum mgoctyma
http://www.consultant.ru/.

HcTouHuKH (10MOJTHUTEIBLHbIE)

13. ®epepansupiii  3akon  P® ot 27.07.2006 Ne 149-®3 «O6 wuH(bOpMAaimu,
UH()OPMAIIMOHHBIX TEXHOJOTHUAX M 3alMTe MHGOPMALMI» (C MOCICAYIOIUMH U3M. U Jom.) //
Koncynwsrantllmoc. Bepcusllpod [Dnexkrponnsiit pecypc]. — DnekTpoH. aaH. - Pexum goctymna
- http://www.consultant.ru/.

14. ®enepanbubiii 3akoH oT 26.12.1995. Ne 208-®3 «O0 axkmMOHEPHBLIX 00IIECTBax» (C
nocneayromumu u3M. u joi.) // Koncymnerantllmroc. Bepcusillpod [Dnekrponnsiit pecypce]. —
DnekTpoH. aaH. - Pexxum moctyna : http://www.consultant.ru/.

Ob6mepoccuiickuii  kiaccudukarop mnpodeccuit pabodnx, MOHKHOCTEH CIyXAIUX H
tapuHbIx paspsanoB OK 016-94. M.: Muntpyxa Poccun, 1995.

O6mepoccutickuii knaccudpuxatop nadopmaimu o Hacenenun OK 018-95. M.: Muntpyn
Poccun, 1996

Ob6mepoccuiickuii kiaccudukarop ympapieHueckord mokymentanmu OK 011-93. M.:
I'occrannapt Poccun, 1994.

Oo6mepoccuiicknii KIaccuukaTop crenuaibHocTed mo obpazoanmio OK 009-93. M.:
I'occrannapt Poccun, 1995.

IIpukaz PocapxuBa ot 23.12.2009 N 76 "OO6 yrBepxkaeHun MeToaUYECKUX
pekoMeHaalui 1o pa3paboTKe MHCTPYKUUH MO JIEIONpPOM3BOJCTBY B (elepalbHbIX OpraHax
WCITOJTHUTEIIbHON BIIAacTH".

Yuudunuposanueie GopMbl IEPBUUHON YUETHON JOKYMEHTAIMH 10 yYeTy TPyJa U ero
omnatel, yTBepxkaeHHble [locranoBnennem ['ockomcrata P® ot 05.01.2004 Ne 1. M.:
HUITHUcratuadopm I'ockomcrara Poccu, 2004.

15. Tapudno-kBanudukanronnsiii crnpaBounuk. // KoucymerantIlmoc. BepcuslIpod
[DekTpoHHBIH pecypc]. — DIEKTpoH. AaH. - Pexxum mpoctyna : http://www.consultant.ru/.

16. KpanuduKamoOHHBIH CIPaBOYHUK JOJKHOCTEN PYKOBOIUTEINEH, CIIEIMATMNCTOB M APYTUX
ciayxamux. M.: Muntpyn Poccun, 2000. // Koncynbrantllntoc. Bepcusillpod [DnekTpoHHBIH
pecypc]. — DnekTpoH. faH. - Pexxum fgoctyna : http://www.consultant.ru/.

MesxoTpacneBble YKpyITHEHHbIE HOPMAaTUBBI BPEMEHU Ha pa0OThI IO KOMILJIEKTOBAHUIO U
yuety kaapoB. M.: [IBHT Muntpyaa CCCP, 1991.


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
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[lepeueHbr THUMOBBIX YMHPABIECHUYECKHX AaPXUBHBIX JOKYMEHTOB, 0Opasylonmmxcs B
npoliecce JIeATebHOCTH TOCYJapCTBEHHBIX OPraHoB, OPraHOB MECTHOI'O CaMOYIpaBJICHUS U
OpraHu3aIui, C yKazaHueM CpOKOB XpaHeHus. M., 2011.

[IpaBuna opraHu3anuu XpaHEHHs, KOMIUICKTOBaHMS, Yyu€Ta U  HCHOJIb30BaHUS
noKkyMeHTOB ApxuBHoro (onma Poccuiickoit Denepanuii U Ipyrux apXUBHBIX JTOKYMEHTOB B
opraHax TrOCyJapCTBEHHOM BJIAaCTH, OpraHax MECTHOTO CaMOYMPABJICHHUS M OpraHU3aLMIX,
YTBEPKACHHBIX IPpHKa3oM MUHKyIbTYpsl PD oT 31.03.2015 Ne 526.

Jlutepatypa (00Osi3aTeNbHAS)

bynat, P. E. JlokyMeHTaliMOHHOE OOECIEUYCHHE YIPABJICHHUS IEPCOHAIOM: YueOHOe
nocooue/bynar P. E. - Mocksa : HULl UH®PA-M, 2015. - 234 c. (Beicmiee obpazoBanue:
bakanaBpuat)[SBN  978-5-16-010318-1. -  Tekcr : onekrponnsrd. -  URL:
https://znanium.com/catalog/product/488066

Kypasnesa, 1. B. KagpoBoe nenonpousBojctBo: Haumnaem ¢ Hylsl. AyIUT CBOMMH
cunamu / U.B. XKypasnesa, M.B. XKypasnesa. - 2-e uza. - Mocksa : HULl UHOPA-M, 2014. -
184 c. + ( Hom. mat. znanium.com). - (IIpocto, kpatko, 6picTpo). ISBN 978-5-16-008986-7. -
Tekcr : anextponnsiit. - URL: https://znanium.com/catalog/product/417566

Jluteparypa (1ONOJTHUTETHHAS)

beikoBa, T. A.JlokyMeHTallMOHHOE OOECIICYCHUE YIIPABICHHS (IEIONPOU3BOICTBO):
VYu. moc. / T.A.beikoBa, T.B.Ky3nenosa, JI.B.Cankuna - 2 uzf., mepepad. u jomn. - Mocksa :
NHOPA-M, 2012. - 304 c. + CD-ROM. - (Bsicmiee o6pazoBanue). ISBN 978-5-16-004805-5. -
Tekcr : anextponnsiit. - URL: https://znanium.com/catalog/product/238519

6.2. IlepeyeHb pecypcoB HH(OPMALIMOHHO-TEJIEKOMMYHHKAIMOHHOI ceTu « AHTEpHET»

- I'apant [DnexTpoHHBIH pecypc]. — DnektpoH. gan. — M., cop. 2019. — Pexum pmoctyna:
http://www.garant.ru.

- KoncyneranT Ilmoc [DnekTpoHHBIH pecypc]. — DnekTpoH. maH. — M., cop. 2019. — Pexum
nocrymna: http://www.consultant.ru.

6.3.IIpodeccnonanbubie 0a3bl JAHHBIX M HHPOPMALMOHHO-CIIPABOYHBIC CHCTEMbI
Joctyn k npodeccroHanbHbIM 6a3am naHHbIX: https:/liber.rsuh.ru/ru/bases

WNHdopMannoHHbIe CIPaBOYHBIE CUCTEMBI:
1. Koncynbrant [lmoc
2. Tapant
1.
7. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYEHUE JUCHUIIJIMHBI

Jns  obecrieuyeHUs AMCHUIUIMHBI  UCIONB3YETCSl  MaTepUalbHO-TEXHUYECKas 0Oa3za
00pa3oBaTEeNbHOTO  YUYPEXKJICHUs: ydYeOHbIE ayJAWTOPUH, OCHAIIEHHBIE KOMIIBIOTEPOM U
MPOEKTOPOM JIJIsl AEMOHCTPAIIUU YUYEeOHBIX MaTEPHUATIOB.

CocraB mporpaMmMHOTO o0ecIieueHusI:
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security


http://www.consultant.ru/
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8. OBECIIEYHEHUE OBPA3OBATEJIBHOI'O ITPOLECCA JJIsA JINIL C
OT'PAHUYEHHBIMU BO3MOKHOCTAMMHU 310POBbs 1 UHBAJINIOB

B xoze peanuzanuu IMCUUIUIMHBI HCIIOJIB3YIOTCS CIAEAYOLIME TONOJTHUTEIbHbBIE
METObI 00YUYEHUSI, TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH U ITPOMEKYTOUHOM aTTeCTAI[UU
00y4JaroIUXCs B 3aBUCUMOCTH OT WX HHIUBUIYaTbHBIX OCOOCHHOCTEIH:

® JUIs CJICIBIX U CIIA0OBUISIIUX:

- JeKUuM O(OPMIISIIOTCA B BHJE 3JIEKTPOHHOI'O JOKYMEHTa, JOCTYHHOI'O C IOMOILBIO
KOMITBIOTEPA CO CHEIMATHN3UPOBAHHBIM ITPOrPAMMHBIM 00eCTIeueHHEM;

- IHUCBMEHHbIC 33JaHUS BBINOJHAIOTCA HAa KOMIBIOTEPE CO CHELHMAIU3UPOBAHHBIM
IPOTPaMMHBIM 00ECTIEYCHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- o0ecrieunBaeTcs UHANBUAYAIIbHOE paBHOMEpPHOE ocBelieHue He meree 300 Jrokc;

- JUIS BBIIOJHEHUS 3aJaHHs TPH HEOOXOJUMOCTH TPEIOCTABISACTCS YBEINYHMBAIOLICE
YCTPOHCTBO; BO3MOYXHO TAK)K€ MCII0JIb30BaHNE COOCTBEHHBIX YBEIMUYUBAIOIIUX YCTPOUCTB;

- MUCHbMEHHBIE 3a7]aHNs O(POPMIISIOTCS YBEIIMYEHHBIM HIPUPTOM;

- 9K3aMeH M 3au4€T NPOBOAATCA B YCTHON (hopMe UM BBIOJIHSIOTCS B MMCbMEHHOM (opme Ha
KOMITBIOTEPE.

® JUIS TIIYXUX U CIIA0O0CIBIIIAIINX:

- JeKuud Oo(QOpMISIIOTCA B BHJE 3JIEKTPOHHOIO JOKYMEHTa, JHUOO0 NpeaoCTaBiseTCs
3BYKOYCHJIMBAIOIIAs allapaTypa WHAUBHYaIbHOTO MOJIb30BaHMS,

- IUCbMEHHBIE 33JIaHUs BBIITOJIHAIOTCS HA KOMITBIOTEPE B MIMCbMEHHOM (hopMme;

- DJK3aMeH M 3au€T TNPOBOAATCA B NHCHbMEHHOW (hopME Ha KOMIIBIOTEPE; BO3MOXKHO
npoBesieHue B (hopMe TeCTUPOBAHMUS.

e IS JIUL C HAPYIIEHUSIMH OIIOPHO-/IBUTATEILHOTO ammapaTra:

- JeKIUH O(OPMIISIFOTCS B BHJE AIIEKTPOHHOTO JOKYMEHTa, JOCTYIMHOTO C MOMOIIBIO
KOMITbIOTEpA CO CHELMATM3UPOBAHHBIM IIPOrPaMMHBIM 00€CIIeUeHHEM;

- TNHCHhMEHHBIC 33JaHUS BBHINOJHAIOTCS HAa KOMIBIOTEPE CO CHEIHAIHM3UPOBAHHBIM
IPOTrpaMMHBIM 00€CIIEUCHUEM;

- DK3aMeH | 3a4€T MPOBOAATCS B YCTHON (hOpME M BBITIOIHSIOTCS B TUCBMEHHOW (hopMme Ha
KOMITBIOTEPE.

[Tpu HEOOXOMUMOCTH TIpeTyCMaTPUBACTCS YBEITMUYCHUE BPEMEHH ISl TIOATOTOBKH OTBETA.

[Iponienypa  mpoBeAeHHsT  NPOMEXYTOUHOM  arrectamuu Ui OOyYaroIuXcs
YCTaHABIMBACTCS C YYETOM WX HMHIUBUAYAJIbHBIX IICUXO(PH3MUECKUX OCOOECHHOCTEH.
[TpomexyTouHast aTTecTalsi MOKET IPOBOAUTHCS B HECKOJIBKO ATAIIOB.

[Tpu mpoBeneHNH TPOIEAYPHl OIEHUBAHUS PE3YIBTaTOB OOyUYEHHS MPELyCMaTPUBACTCS
UCTIOJIb30BaHUE TEXHUYECKHUX CpEICTB, HEOOXOAMMBIX B CBSI3U C HMHJIUMBUAYaJIbHBIMU
OCOOCHHOCTSAMU OO0Y4YaroIIMUXCsl. DTU CPEeICTBa MOTYT OBbITh MPENOCTAaBIECHbI YHUBEPCUTETOM,
WJIA MOTYT MCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKHE CPEJICTBA.

[IpoBeneHre TpoOUEAYpbl OLECHUBAHHUSA  PE3YIBTAaTOB  OOy4YEeHHS  JOMyCKAaeTcs C
UCIIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHbBIX TEXHOIOTUH.

ObecnieunBaeTcss 10CcTyn K MH(OPMALMOHHBIM M OHOIMOrpaduueckuM pecypcam B CETH
WuTepHeT Ui Kaxkaoro oOydaromierocs B ¢opmax, aJalTHPOBAHHBIX K OrpPaHUYEHUSIM HX
3JIOPOBBS U BOCIIPUATHUS HH(DOpMAITIH:

® IS CHEMNBIX U CIIa00BUAAIINX:

- B ICYaTHON (pOopMe yBETMUEHHBIM HIPUPTOM;

- B (hopme 31eKTPOHHOTO TOKYMEHTA;

- B hopme aynuodaiina.

e Ui TJIYXMX M CIa0O0CHbIIAIINX:

- B Ie4aTHoOu opme;

- B (hOpMe 3IEKTPOHHOTO JOKYMEHTA.

e Ui 00yYaroImuXcs ¢ HApYLUICHUSIMU OMOPHO-ABUTaTeIbHOIO arnmapara:
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- B me4aTHou dopme;
- B (hopme 3IEKTPOHHOTO TOKYMEHTA;
- B popme ayaunodaiina.
Y4eOHbIe ayAUTOPUH IS BCEX BHJIOB KOHTAKTHOW M CAMOCTOSITENILHOW paOOThI, HAydHAs

OubMoTeKa U HMHBIE INOMCIICHHUA IJIsA O6y‘{eHI/IH OCHALICHBI CIICHaJIbHBIM O60py,Z[OBaHI/IeM n
y‘-I€6HBIMI/I MECTaMH C TCXHUYCCKUMU CPCACTBAMU O6y‘-I€HI/ISII

® IS CJICIIBIX U CIIA0OBUISIINX:
- YCTPOMCTBOM U1l CKaHUPOBaHUs U uTeHus ¢ kamepoil SARA CE;
- nucreeM bpaiina PAC Mate 20;
- npuntepoMm bpaitns EmBraille ViewPlus;
® U TUIYXHX U CIa0OCIBIIIAIINX:
- aBTOMATU3MPOBAHHBIM pPAOOYMM MECTOM JUIsl JIIOJCH C HapylLleHHeM ciyXa |

cI1a0O0CIIBIIIAIINX;

- aKyCTUYECKHM YCHWINTENb U KOJIOHKH;
e Ui 00yyaroIuXxcs ¢ HApYLUIEHUsIMU OIIOPHO-ABUraTeIbHOIO arnmapara:
- IEpEeIBUKHBIMU, PETYJINPYEMBIMU 3proHoMuueckumu napramu CHU-1;
- KOMIIBIOTEPHON TEXHUKOMN CO CIIELUAIbHBIM IPOrPaMMHBIM 00€CIIEYEHUEM.

9. MeToauyeckue MaTepuaJibl
9.1.IlnaHbIcCeMUHAPCKHUX 3aHSITHIA.

TEMA1.3AKOHOJATEJIbHAS PEITTAMEHTALIMA IOKYMEHTHPOBAHMA
KAJIPOBOU JEATEJIBHOCTU B P®

Dopma 3aHATUSA — TUCKYCCHS IO pe3yIpTaTaM U3y4YEHUsI MaTEPHaAJIOB

3AJAHUSL

1.

2.

[Ipoananusupyiite TpynoBoii kogekc Poccuiickoit denepanuu u onpeaenute TpeOOBaHUs K
COCTaBy U 0()OPMIIEHUIO TOKYMEHTOB, PETJIAMEHTUPYIOLIUX TPY/IOBbIE OTHOILIECHHUS.
[Ipoananuzupyiite TpynoBoii konekc Poccuiickoit @enepaiuu u onpenenute TpeOOBaHUS K
(GYHKLIHSAM KaApOBOH CITyXOBI.

YKA3AHUS IO BBITTOJIHEHUIO 3AJTAHUI

1.

N3yunte TpynoBoi Koaekc U BBIICHUTE, KaKUMU JOKYMEHTAaMH IPEIyCMOTPEHO
opopmieHue TmpHeMa, NEpeBOJia, YBOJbHEHHUS, KOMAHIUPOBAHUSA, JUCLUIUIMHAPHOTO
B3BICKAHUS U MPEJOCTaBICHUs OTHycka paboTHHKaM. CocTaB JOKYMEHTOB (PUKCUPYETCS 10
KaX/10i oTnenbHOM mporenype. OOpaTuTe BHUMAaHHUE HA CPOKHU IOJTOTOBKH JOKYMEHTOB,
YCTaHOBJICHHBIE 3aKOHOIATEIIBHO.

N3yuute TpynoBoi KOJEKC M OIpeneauTe 00s3aHHOCTH paboToAaTelNis MO OTHOIIEHUIO K
pabOTHUKY, KOTOpbIe ycTaHOBJIEHBI B KoJekce npy BOZHUKHOBEHUHU TPYIOBBIX OTHOILIEHUH,
BBISIBUTH (DYHKIIMU KaJPOBOM CITy>KOBI.
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KOHTPOJIBHBIE BOITPOCBI.

1. TIlepeuncnuTh OCHOBHBIE BHUBI JOKYMEHTOB, HCIIOJIb3YEMbIE JUIsI JOKYMEHTHPOBAHUS
TPYOBBIX OTHOIICHHH, YCTAHOBJICHHBIX B TPYJOBOM 3aKOHOJIATEIHCTBE.

2. Hazoswure THIOBBIC (GYHKINHU KAJAPOBOM CITykKOBI.

TEMA 2.PA3PABOTKA OPTAHMU3ALIMOHHBIX JIOKYMEHTOB B KAJIPOBOI1
CJIYKBE

dopma 3aHATHS — AUCKYCCHA 110 pE3YyJIbTaTaM U3YUCHUSA MaTCpUaioB

3AJJAHUA

1. Tlpoananu3upyiiTe opranu3anuo padoTsl ¢ kaapamu B 3A0 “Breimmen’.

2. YcraHoBHTE CTPYKTYpY H conepxanue Ilonoxenus o6 oraene kanpos 3A0 “Brimnen”

3. YcTaHOBUTE CTPYKTYpPY U COAEpXk aHHE TOHKHOCTHOM WHCTPYKLUHMHUCOTPYIHHKA KaJpOBOU
CITyKOBI

YKA3AHWA 110 BBIIIOJIHEHUIO 3ATAHUA

1. Ilpoananusupyiire kommaekc TokyMeHTOB 3AO “BpiMmnen”, BBIABISAS €ro CTPYKTYpY,
YHCJICHHOCTh, HAaINpaBJIeHUs JesTeabHOCTH OOmecTBa M OCOOCHHOCTH OpraHH3alud
KaJ[pOoBOi pabOTHI.

2. Ha ocHOBe KBaTM(PHUKAIMOHHON XapaKTEPUCTUKH PYKOBOAMUTENS KaJPOBOH CITyKOBI,
YCOPJl, TpymoBoro koaekca W TpeOOBaHMI HMHBIX HOPMATUBHBIX M METOJIUYECKUX
JIOKYMEHTOB YCTaHOBUTE CTPYKTypy U cozaepxanue llonmoxxenuss o6 otnene kaapos 3A0
“Breimnen”.

3. Ha ocHoBe KBamM(pUKAIMOHHBIX XapaKTEPUCTHK PaOOTHHUKOB KaapoBou ciyxOb, YCOP/]
YcTaHOBUTE CTPYKTYpPY U COIEpPKAHUE JNOJDKHOCTHOM MHCTPYKLUMH COTPYIAHHMKA KagpOBOU
ciryx0s1 3A0 “Brimnen”.

KOHTPOJIBHBIE BOITPOCHI

1. Tlepeuucnute 3a7aun U PYHKIIUU KaJIPOBOU CITy>KOBI.

Kakue 10KyMeHTBI perylaMeHTUPYIOT paboTy ¢ MePCOHAIOM OpraHU3aluu?

3. Ha ocHOBe, KakuX JIOKyMEHTOB pPa3pa0aTBIBAIOTCS IOJIOXKEHUE O KaapoBOH CITyxkOe u
JOJDKHOCTHBIE MHCTPYKLIMHU €€ COTPYAHUKOB?

KakoBa cTpykTypa TEKCTOB MOJIOKEHUS O KaJIpOBOH ClTy>k0€ M JOIKHOCTHOW MHCTPYKIMU?
Korna nmonoxkenne o kaapoBoil ciykO6e mpuoOperaeT ropuandeckyro cuiny? Koraa ono
TpeOyeT nepepadoTKu?

6. Ilepeuncaure obimue TpeboBaHUS K OPOPMIICHHIO OPraHU3ALMOHHBIX TOKYMEHTOB.

N

o &

TEMBI3-7. JOKYMEHTUPOBAHHWE KAJIPOBOM JEATEJbHOCTH

Popma 3aHATUSA — TUCKYCCHS IO pe3yIpTaTaM U3y4YEeHUsI MaTEpHaJIOB

3AJAHUS:

1. Msyunre 3akoHOMATelbHBIE TPEOOBAHUS K  CONCPXKAHUIO W O(QOPMIICHHIO  TPYAOBOTO
JI0rOBOpA.

2. YCTaHOBUTE KOMIUIEKT JJOKYMEHTOB IO TIEPEBOAY Ha JIPYTYIO padoTy.

3.YcTaHOBHUTE KOMIUIEKT JOKYMEHTOB O MPEIOCTAaBICHUH OTITyCKa, IEPEHOCE OTITyCKa, OT3hIBE
U3 OTITYCKa, IPOEKThI IOKYMEHTOB O KOMaHAMPOBAaHUH paOOTHUKA
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4.YCcTaHOBUTE KOMIUJIEKT JOKYMEHTOB O TMOOUIPEHWH pPAaOOTHHKA H O BBIHECEHHUH
JUCHHUIIITMHAPHOTO B3BICKAHMUS.

5.YcTaHoBHUTE KOMIUIEKT IOKYMEHTOB 00 M3MEHEHUHU (haMuiInu paboTHUKA

6.YCTaHOBUTE KOMIUIEKT JOKYMEHTOB O PACTOPKEHUM TPYZOBOIO JIOTOBOpa IO Pa3HbIM
OCHOBaHUSIM

YKA3AHN 10 BBITIOJITHEHUIO 3AJIAHUN

1.Ha ocHOBe MarepwalioB [€JIOBOH Wrphl (CIPaBOYHBIC JaHHBIE O pPAOOTHHKE) U
TpeboBaHuil Tpya0BOro Kojekca onpeaenuTe CoIepKaHueTPyJ0BOr0 JIOTOBOpa U OCOOEHHOCTH
ero opopMIICHHSL.

2.Vcnonb3ys MaTepuabl J1eJ10BOM Urpbl (CIIPaBOYHBIEC JaHHBIE O PAOOTHUKE) U YUUTHIBAS
TpeboBanust TpymoBOro KoJeKca yCTaHOBUTE COCTaB JOKYMEHTOB IPHU MepeBoje paboTHHKA (I10
€ro MHMIIMATUBE U M0 WHUIMATHBE PYKOBOJUTENS CTPYKTYPHOIO MOJpa3iesieHus) Ha JIPYTYIO
paboty B TOM ke opranuzanuu. Onpenenutb OCOOCHHOCTU JOKYMEHTHUPOBAHUS ATOU
POLEAYPHIL.

3.Mcxons 3 MarepralioB JIEJI0BON UTPHI (CIIPABOYHBIC JIAHHBIC O PAOOTHHUKE) YCTAHOBUTH
COCTaB JOKYMEHTOB IO MPEAOCTaBICHUIO PAOOTHUKA €KETOJHOT0 OYEepPEIHON OIIauuBaeMOro
OTITyCKa H OTHycKa ©0e3 coxpaHeHHs 3apaboTHON 1wiaTel. OnpeaenuTs OCOOCHHOCTH
JIOKYMEHTHUPOBAHUS STOU MPOLEAYPHIL.

Hcnionb3yst MaTtepuanibl JA€IOBOM UTPHI (CIPaBOYHBIE JAaHHBIE O PAOOTHUKE) YCTaHOBUTH
COCTaB JOKyMEHTOB IPH HaNpaBICHUH paOOTHUKA B KOMAHIUPOBKY M OMPENEIUTh 0COOCHHOCTH
ux 0pOpMIICHHS.

4.Vcnionb3yst MaTepuaibl AeOBOM UTPHI (CIIPaBOYHBIC aHHbIE O PAOOTHUKE) YCTaHOBUTH
COCTaB JOKYMEHTOB Tpu OGOPMIIEHUM TMOOIIpeHust padoTHuka. OmnpenenuTs OCOOCHHOCTH
JIOKYMEHTHUPOBAHUS STOU MPOLEAYPHI.

Ha ocHoBanum wmaTepuanoB [Jel0BOMl MIpbl YCTaHOBUTh COCTaB JOKYMEHTOB IIpU
HAJIOXEHUH JUCIUILTMHAPHOTO B3bICKaHUSA. OnpeaeuTb 0COOEHHOCTH JOKYMEHTUPOBAHUS ATON
POLEAYPBHIL.

5. Omnpenenutb, KakKUMH JOKYMEHTaMH O(OPMIISIOTCS H3MEHEHHMS B MEPCOHATBHBIX
JAaHHBIX paOOTHUKOB.

6.Vcnionb3ys MaTepuanbl 1eI0BON UTPHI (CIIPAaBOYHBIE JaHHBIE O PAOOTHHKE) YCTAaHOBHUTH
COCTaB JIOKyMEHTOB IpPH MpPEKpalleHHe TPYyAO0BOTO JOrOBOpa MO MHUIMATHBE PaOOTHHKA, IO
WHUIMATHBE paboToaTeNs, M0 0OCTOSATENbCTBAM, HE 3aBUCSIIKUM OT BOJIU CTOPOH. OmnpenenuTtsb
COCTaB JOKYMEHTOB, KOTOpbIMU odopmisercs Kaxaas cutyauus. Onpenenutrb COCTaB
JIOKYMEHTOB, UCIIOJIb3YEeMbIX MpU 0POPMIIEHUU YBOJIBHEHHUSI, KOTOpPbIe (JOPMUPYIOTCSA B INYHOE
Jieno paboTHHUKA.

KOHTPOJIBHBIE BOITPOCHI:

1. Beinenurte OCHOBHBIE JOKYMEHTHPYEMBIE 33/1a4H KaJpOBOW AESITEITHHOCTH.

2. OxapakTepu3yiTe CTPYKTYpy TEKCTa TPYAOBOIO JIOTOBOPA, MEPEUUCIUTE CYIIECTBEHHBIE

TIOJIOKEHHS TPYIOBOTO JOTOBOpA.

SBnsArorcs M yHUGUIMPOBAaHHBIE (POPMBI 0053aTEILHBIMU ?

Ha ocHoBe TpeOoBaHMiII K TpPyJAOBOMY JOTOBOPY, OMPEICTUTH MOPSAOK OQPOpMIICHUS

JIOTIOJTHUTEILHOTO COTTIalieH s (A3MEHEeHUs K TPYJI0BOMY JIOTOBOPY).

5. Kakmmu TpeOoBaHMSAMH TOJDKHA PYKOBOJCTBYETCS KaapoBas ciyx0a mpu odopMIeHHH
IIPUKAa30B B TEKCTOBOU opme?

~ow

Tema 8. TPYIOBA KHMXXKA
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Dopma 3aHATUS — JUCKYCCUS IO pe3yibTaTaM U3y4YeHUs MaTepHUasoB

3AJJAHUA

1. IlpoanammsupoBars TpynoBoii konaexkc P®, IlpaBuia BeneHus U XpaHEHUS TPYIOBBIX
KHWKEK, MHCTPYKLMIO II0 3allOJHEHUI0 TPYNOBOWM KHIKKM. BBIICHUTH mpaBuia
3aBE/ICHUS U TIOPSAJA0K BEJICHUS TPYAOBBIX KHUKEK.

2. YTOYHMTH, KaKue CBEJICHHs O pPaboTe M B KAKOM MOPSAIKE BHOCATCS B TPYIOBYIO KHUKKY
paboTHuKa

3. Ilpoananu3upoBaTh NPEAJIOKEHHBIE KOIUU TPYIOBBIX KHMKEK, OOBSICHUTH OLIMOKHU B
o OpMIICHHY U BEICHUMU.

4. W3yuutb HOpMBI PErHCTPALUU TPYJOBBIX KHMKEK U OJIaHKa TPYAOBOM KHUKKH.

YKA3AHN 10 BBITIOJIHEHUIO 3AJIAHUN

1. Uzyunte TpynoBoii kogekc P®, [IpaBuna BeaeHUs M XpaHEHHS TPYIOBBIX KHIIKEK,
MHCTPYKLHUIO 10 3all0JHEHUIO TPYIOBBIX KHUXKEK .

YcraHoBUTS:

-3aKOHOJIaTEJIbHbIE U HOPMAaTUBHBIE IIOJIOKEHUSI O CTAaTyCce TPYAOBON KHMIKKE, MOpPSAKE €e

oopmieHHus U BEICHMUS;

- HOpMaTUBHbIE TPpeOOBaHUs O TyOIMKaTe TPYIOBOM KHUKKH;
- HOpMaTHBHbIE TPEOOBAHUS O BKJIAJBIIIE K TPYL0BOW KHUXKKE.

2. Hcnonp3ys mNpeanoXeHHbIE MaTepuaibl JEJIOBOH WIPhl W MaTepUallbl 3aHATHH O
JIOKYMEHTHPOBAHUH NIpUEMA, IIEPEBO/A, YBOJIBHEHHUS ONPEACINTD 3alIUCH, BHOCUMBIE B B
TPYZOBBIE KHUKKU.

3. W3yuuth npensoxeHHble KOUU TPYAOBbIX KHUXKEK, BBISIBUTH OLIMOKU B OPOPMIICHUU U
MCIPABJICHUSAX HAa TUTYJIBHOM JIHCTE, B pazzeine «CBeneHus o padorey.

KOHTPOJIBHBIE BOITPOCHI

1. B xakoil cpok JoKHA OBbITH 3aBe/ieHa TPYJOBasi KHIDKKA MPHU MOCTYIUIEHWH pabOTHUKA Ha
paboty BrepBble?

2. B kakux cioyyasx KaJpoBas CIyx0a HMMEeT MpaBo BbIAATh TyOJIUKAT TPYAO0BON KHUKKHU?

3.B kakoii cpok mocie yBoJbHEHUsI paOOTHUKY BbIIAETCS TPYAOBask KHIKKA?

4. Kak odopmiisercs Bbliaua BKIaAbIIa K TPYJIOBONH KHUKKeE?

5. Kakoe cTpykTypHOE MOjpa3/ieieHue OpraHu3alii XpPaHUT OJAHKU TPYJIOBBIX KHHKEK M
BKJIAJIBIIIEH K HUM?

6.Kak ucnpaButh ommoOKu, 0OHapy>KEHHbIE Ha TUTYJILHOM JIMCTE TPYIOBOM KHIKKU?

7.Kak ucnipaBuTh ommOKu, 0OHapy>KE€HHbIE B 3all0JHEHUH pa3zena «CBeaeHus o padborex»?

Tema 9. CACTEMATHU3AIINA JOKYMEHTOB KAJIPOBOM CJIY/KEBI.
Dopma 3aHATUA — JUCKYCCHS 10 pe3yabTaTaM U3y4YEHUSI MaTepHaJIOB

3ATAHUS

1. TlpoananusupyiiTe HOMEHKIATYpy A€l KaapoBoil ciyxk0el 3A0 “Beimmen”.

2. YCTaHOBUTH COACpKAHNE HOMEHKIIATYPHI JIeT KaIpOBOH CITYKOBI

3. IIpoananusupoBaTh TpeOOBaHHUS 3aKOHOJATEIbHBIX U HOPMATHBHBIX JOKYMEHTOB K COCTaBY
JIOKYMEHTOB JINYHOTO JIeJa.

4. Cpenarb BBIBOJI O COCTaBE JOKYMEHTOB JIMYHOTO JIeJla, OCOOCHHOCTAX €ro BeJIeHHs U
XpaHEHUS.
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YKA3AHUS [0 BBITIOJITHEHUIO 3AJTAHUI

1. C yderom TpeOOBaHHIT HOPMATUBHBIX JTOKYMEHTOB IPOAHATU3UPYHTE HOMEHKIIATYPY JeI
3A0 “Beimmen”, omnpenenss €€ BUI, KIAaCCH(PHUKAIIMOHHYIO CXeMy, OCOOCHHOCTH
(bopMyIIMpPOBaHHS 3ar0JIOBKOB, UICTOYHUKU ¥ MPABWIBHOCTh YCTAHOBJICHHS CPOKOB XpaHCHUS.
Onpenenure nepexousiue jieia, BKIIOUEHHBIE B 3Ty HOMEHKIATYPY.

2. Ha ocHoBe Tpe6oBanuit OCHOBHBIX MpaBHJI PadOTHI APXMBOB OpPraHU3alMii W THIIOBOTO
MEepeyHsl YNpaBICHUECKUX JOKYMEHTOB CO CpPOKaMU XpaHEHUS  yCTaHOBUThH COJEp>KaHUE
HOMEHKJIATYPHI JIeSl KaJAPOBOH CITyKOBI.

3. Msyuute Vka3 Ilpesunenta PO VYka3 Ilpesunenta Poccuiickoit @enepanun ot 30 Mas
2005 r. Ne 609 «O mepcoHanbHBIX JAHHBIX TOCYAAPCTBEHHOTO TPa’KJAHCKOIO CIIyXallero
Poccuiickoit denepanmu M BeleHUU €ro Ju4yHoro nena» WM3yuuts p.8 TumoBoro mnepeyHs
YIPaBIEHYECKUX JOKYMEHTOB H OMPEICIIUTh COCTAaB JOKYMEHTOB JIMYHOTO Jiefia paOOTHHKA.

4. Vcnonb3yss NOKYMEHTBHI, M3YYCHHbIE Ha MPEIbIIYIIUX 3aHITHUAX, ONPEIEIUTb COCTaB
JMYHOTO JIeJIa, yCTAHOBUTH OCOOEHHOCTH €ro 0(hOpMIICHUS M XPaHEHHUS.

KOHTPOJIBHBIE BOITPOCHI

1. KakoBo Ha3HaYeHHE HOMEHKJIATYPHI JIeT B KaJAPOBOH CcITy:K0e?

2. KakoBbl TpeOoBaHUs K (POPMYJIMPOBKE 3arojOBKOB JOKYMEHTOB I10 JIMYHOMY COCTaBy B
HOMEHKJIAType Je?

3. Ilepeuncioure coctaB JOKYMEHTOB JIMYHOTO Jejia pabOTHHKA; TOCYJapCTBEHHOI'O
CITy Kallero.

4. Kak onpenenstoTcsi CpOKU XpaHEHUs KaJAPOBbIX JOKYMEHTOB?

5. Kakas cinyx0a B opraHu3aluy J10JKHA pa3padoTaTh HOMEHKIIATYPY [ KaJIpOBOM CITy>KObI?

6. Kakue 0coOeHHOCTH XapaKTepHbI A1 HOMEHKJIATYpbI J1eJ1 KaJpOBOM CITy>KObI?

9.2. MeToauuecKkue PEKOMEHIAIHUH MO MOATOTOBKE MUCHbMECHHBIX paﬁoT

9.3. Unble MaTepHuaJIbl
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IIpunoxenue 1. AHHOTaLHS
paboueii mporpaMmbl AUCIUIUIAHBL

AHHOTAIIUS PABOYEH ITPOT'PAMMBI JIUCHOUTLIAHBI

JucuunnuHa «/lokyMeHTalmoHHOE o0ecreueHne ypaBleHUs IEPCOHATIOM» BXOIUT B
BapUaTHBHYIO YacTh LIMKJIA AUCUMILIMH 110 HanpasiaeHuto 38.03.03 Ynpasnenue
niepcoHaIoM(Tpodrtb «YIIpaBiIeHHE TEPCOHATIOM OpraHu3anm»). JuciumimHa peanusyercs
Ha (pakynbTeTEe yIpaBiIeHuUs.

Ilpeomemom  Oucyunnunvl  SIBISETCS KagpoBas JOKyMEHTalus, CO34aBaeMmas B
JeSITeIbHOCTH KaJpOBBIX CIIYyX0 M oQopMIiIsiomias TpPYyIOBble OTHOLIEHHS C paOOTHUKaMH,
OCOOEHHOCTH €# MOATOTOBKH U pabOThI C HEM.

Llenv oceoenus yuebHou Oucyuniunbl: N3y4eHNe OCHOBHBIX MPaBUJI JOKYMEHTHPOBAHUS
TpyZ0BbIX OTHOLIEHUH B PD 1 opranusamuu padoThl ¢ JOKYMEHTaMH I10 JINYHOMY COCTaBYy.

3aoauu xypca:

o O3HaKOMHTBH CTYZEHTOB C OCHOBHBIMH IPaBOBBIMHM aKTaMH B cepe KaJpoBOTo
JIeNIONIPOU3BO/ICTBA,;

o CdopmupoBaTh KOMIUIEKCHOE TPEJCTABIEHNUE O COCTOSSHUH COBPEMEHHOM CHCTEMBI
JIOKYMEHTAllUU 110 JUYHOMY COCTaBY;

. JlaTh XapakTEepUCTHKY 00s3aTEIbHBIM, YCIOBHO-0053aTEIbHBIM U PEKOMEHTYEMbIM
JIOKYMEHTaM KaJpOoBOil CITy>KObI;

o Onucatb 0COOEHHOCTH COCTaBJICHHUSI M O(OPMIIEHUS JIOKAJIbHBIX HOPMATHBHBIX
aKTOB, pEryIaMEHTHUPYIOUINX JAEeSITeIbHOCTH KaJIPOBBIX CITYXk0;

J BbIsSIBUTH OCHOBHBIE TOKYMEHTHPYEMBIE 3a/1a4U KaJpOBOU CITy>KObI;

J YCTaHOBUTH COCTaB JIOKYMEHTOB I10 OCHOBHBIM JOKYMEHTHUPYEMBIM KaJpOBBIM
pouLeaypam;

o [TomaroBo onucate NOPSAAOK TOKYyMEHTUPOBAHMS dTUX NIPOLELYD;
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° CdopmupoBaTh HaBBIKM COCTaBIECHUS U O(DOPMIICHUSI JOKYMEHTOB MO JHYHOMY
COCTaBy;

° OOyuuTh OCHOBHBIM TEXHOJIOTMUYECKMM MpHEMaM  JeJONPOU3BOJICTBEHHBIX
oneparnuii;

° O3HaKOMHUTH C HOPMaMH U TIpaBUJIAMHU CHUCTEMAaTH3aIlMU U XPaHCHHs JTOKYMEHTOB

110 IUYHOMY COCTaBY.

JucuunirHa HarpasieHa Ha (popMupoBaHue MPOpeCCHOHATBHBIX KOMIIETEHIUH:

OIIK-4- CnocoOHOCTh MPUMEHSTh COBPEMEHHBIE TEXHOJOTHH M METOJbI OTIEPATUBHOTO
yIpaBJIE€HUs IEPCOHAIIOM, BECTH JOKYMEHTALMOHHOE COIIPOBOKACHUE U yUeT

Hnouxamop -

OIIK-4 .2- CnocoOHOCTh BECTH JOKYMEHTAI[MOHHOE COIPOBOXKICHHUE YIPABICHUS
IIEPCOHAJIOM M y4eT IepcoHaa.

B pezynvmame uzyuenusn oucyuniurvt cmyoenm 00axCceH

3HaTh:
- HOPMAaTUBHO-TIPABOBYIO 0a3y KaJapoBOTO JIeTIONpon3BoicTBa B Poccuiickoii Deneparum;
- TOPSJOK TNPUMEHEHHsT HOPM TpPYAOBOIO IIpaBa; - COCTaB M MOPAJOK COCTaBICHHUS U

IIPUMEHEHHU KaJpOBOM JOKYMEHTALMH B YIIPABICHYECKOH ACITEIBHOCTH;
-rpaBuiia paboThl C KaJpOBOW JOKyMEHTAIEeH, OpraHu3alMy ee MoJy4yeHHs U Iepeiadi.

YmerTsb:

- paboraTh C TIPaBOBBIMH aKTaMH, PETIAMCHTHPYIOIIMMU BOMPOCH JTOKYMEHTHPOBAHHUS
TPYJOBBIX OTHOILIEHUI 1 pabOThI C KAAPOBBIMU JJOKYMEHTAMU;

- OmIpenensaTh 10 HOPMATHBHOW 0a3e cocTaB O0OSI3aTCIIBHBIX H  YCIOBHO-00s3aTEIbHBIX
JIOKYMEHTOB,

-IIOATOTABIUBATE U OOPMIISITh KQJIPOBYIO IOKYMEHTAIIUS B COOTBETCTBUM C TIPABOBBIMHU aKTaMH
P®;

- COCTaBJSITh ~ OpPTaHU3AIHMOHHBIC, WH(OOPMANMOHHO-CIIPABOYHBIC,  PACIIOPSIUTEIHHBIC
JIOKYMEHTBI KaJIpOBOM CITykKOBI;

-OpraHu30BbIBaTh B3aUMOJICHCTBUE CTPYKTYPHBIX TOAPA3ACICHUA W JODKHOCTHBIX JIHII
OpraHu3aIiy NMPU paboTe C KaAPOBOU JOKYMEHTAIUEH;

- TOTOBUTH JIOKYMEHTBI, PEryJIUPYIOIINE TPYIOBbIC OTHOIICHUS C pA0OTHUKAMH.

Bnagers:

- HaBbIKAMU aHaJM3a IMPaBbIX AaKTOB, BBIABICHUA HEOOXOIUMON periaMeHTHpYoIIe
uHpOpMallMl O JIOKYMEHTHPOBaHMHM TPYJOBBIX OTHOUIEHMH U paboTe ¢ KaagpoBOii
JIOKyMEHTaluen;

- HaBBIKAMM COCTAaBJIEHMS, COIJIACOBAHUS, YTBEPXKACHHUSA, IOANMCAHUS O3HAKOMJIEHHS C
JIOKYMEHTaMU 110 TUYHOMY COCTaBY,

- HaBbIKaMU COCTAaBJICHUS Pa3IMYHBIX BUJIOB KaJPOBbIX JOKYMEHTOB;

-HaBbIKAMH BHEJPEHHUS JOKYMEHTALMH 110 JUYHOMY COCTaBY M JIOKAJIbHBIX HOPMaTUBHBIX aKTOB.

OOmast TpyJOE€MKOCTh OCBOEHHSI TUCHMIUIMHBI COCTaBisieT 4 3aueTHbIC €TUHHIIBL.
PopMOI UTOTOBOI'O KOHTPOJIA SBJISIETCS IK3aMEH.



