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1. IMosicHuTEILHAA 3aAIMCKA

1.1. Heanb u 320294 AUCHUILIHHBI

Llenv  Oucyuniunor:
JICIIOTIPOU3BOICTBA.

IMOATOTOBUTL BbLIITYCKHHUKA,

33}13‘11/1 JUCHUIIJIUHBI :

BJIAACIOOICIO HAaBBIKAMH BCACHHA KaApOBOI'O

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

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

J Jlatb npeacraBieHne 00 ypoBHE perjiaMeHTaluy KaJpOBOTo JIeJI0Npou3BoicTBa B PO;

J HayuuTs cTyneHTa cocTaBiiaTh U 0QOPMIISATH OpraHU3al[MOHHbIE KaJPOBbIE JOKYMEHTHI;
J HayuuTs cTygeHTa JOKyMEHTUPOBATh OCHOBHBIE KaJIpOBbIE MPOLIETYPhl B COOTBETCTBUU

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

. HayuuTh cTyzieHTa opraHu3oBbIBaTh pabOTy KaJIpOBOM CIIy:KObI, COCTABIATh JIOKAJIbHbIE

HOPMATUBHBIC aKThI, PCTIIAMCHTUPYIOINHEC €€ ACATCIIbHOCTD.

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

OpraHu3anuu XpaHCHUS KaﬂPOBOﬁ JAOKYMCHTalllU.

1.2. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHUsI N0 JUCUHUIIJIMHE, COOTHECEHHBIX €
HHIMKATOPAMH J0CTHKEHUS KOMIIeTeHIN

Komnerenuus
(K01 ¥ HAUMEHOBAHUE)

NHaukaTopbl KOMIIeTeHIH I
(Ko ¥ HAMMEHOBAHUE)

Pe3yabTaThl 00y4yeHus

OIIK-2. Cniocoben
HAXOJIUTh
OpraHu3aIMOHHO-
ynpaBieHYeCKHe
pELIEeHNs IIPU PELICHUN
3aja4 B cepe cBoeit
npodecCuOHATbHON
JeSITebHOCTH

OIIK-2.2. Opranu3oBbIBaeT
paboTy nmojpaszeneHuit B cepe
JOKYMEHTAIHOHHOTO
o0ecrieueHns yrnpaBieHus 1
apXUBHOTO JIeJa

3HATh: MOPSIIOK PAOOTHI CITYKO
JIOKYMEHTAIIMOHHOTO 00ECTICUCHHSI
YIPaBICHUS H APXUBOB

VYMeTh: periiaMeHTUPOBaTh paboTy CITyKO
JOKYMEHTAIMOHHOTO 00eCTIeYeHHsI
YIPaBJICHUS U apXUBOB

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

YK-11. Criocoben
dbopmupoBaTh
HETEPITUMOE OTHOIIICHUE K
KOPPYIIIMOHHOMY
TIOBE/ICHHIO

VK-11.3. BnageTs HaBbIKaMH
paboThI C 3aKOHOIATEIBHBIMU U
JIPYTHMH HOPMAaTHBHBIMH
MIPABOBBIMU aKTaMH

3HATh: 3aKOHOATEIHLHBIC U APYTUMHU
HOPMAaTUBHBIMH NPABOBBIMU aKTaMU B
chepe ciry)eOHOM NeITeTbHOCTH

YMeTh: paboTaTh ¢ HOPMATUBHO-TIPABOBOM
0a30i1 B chepe CiryKeOHOM IeaTeTbHOCTH
Brnagets: HaBbIKaMU IPUMEHEHUS
AHTHKOPPYIIIHOHHBIX HOPM B
npoecCHOHABEHOM e TEILHOCTH U
MMOBCETHEBHOM KU3HHU




1.3. MecTo 1McuMnJIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOI MPOrpaMMbl

Jucuumummza «KaapoBoe Ieonpou3BOJCTBO» OTHOCUTCS K 00s3aTeNbHOM YacTH OJIOKa TUCIMILIMH
y4eOHOTO TJIaHa.

JlJiss OCBOCHHUS TUCHUIUIMHBI HEOOXOAMMBI 3HAHUSI, YMEHUS W BJIAJICHUs, CHOPMUPOBAHHBIC B XOJIC
W3YYCHUS CIEAYIONIMX JUCIHILIMH U MPOXOXKICHHUS MPAKTHK: «JlOKyMEHTOBeIeHHE», « JKOHOMHUKAY,
«Opranu3anys 1 TEXHOJIOTHS JJOKYMEHTAMOHHOTO 00ECTICYeHHUS yIIPaBICHUSY.

B pesynbprate ocBOSHUS TUCHUILTHHBI ()OPMUPYIOTCS 3HAHUS, YMEHUS U BIAJCHUS, HEOOXOAUMBIC IS
M3YYCHHSI CIICAYIOINUX JUCIUIUIMH U TMPOXOXICHUS TMPAKTUK: «APXUBBI JTOKYMEHTOB 10 JTUYHOMY
coctaBy», «CraHmapTu3alys apXUBHOTO Jiena», ydeOHas (O3HAKOMHUTENIbHAs) MPAKTHKA,
MIPOM3BOJICTBEHHAS MPAKTHUKA (HAyYHO-HCCIIEIOBATENbCKas padoTa), MPeAIUIIIOMHAS TPAKTHKA.

2. CTpyKTYpa THCHUILITHHBI
OO6mast TpyA0€MKOCTh TUCIMIUIMHBI COCTaBIseT 4 3.¢., 144 akageMuyecKkux Jaca.

CTpyKTypa JUCHUILIMHBI /151 04HOI (POopMBI 00yUeHUsI

O0beM IUCHUIUITMHBI B (OpME KOHTAKTHOW pPabOThl OOYYAMOIIUXCS C MeJarorm4ecKuMu
paboTHUKaMu ¥ (WJIK) JUIAMH, TPUBIEKAEMBIMH K pealu3alud 00pa30BaTeIbHONW MpOrpaMMbl Ha
MHBIX YCIIOBUSIX, IPU MTPOBEICHUH YICOHBIX 3aHSATHH:

Cemectp | Tum yaeOHBIX 3aHATHI KonnuectBo
4acoB
3 Jlekuun 32
3 Cemunapsl/mabopaTopHbie pabOTHI 48
Bcero: 80

O0BeM TUCHUIUTMHBI B (POpME CaMOCTOATEIbHON paboThl 00yYarIIMXCcs cocTaBiseT 46
aKaJIeMHUYECKHUX 9acOB, KOHTPOJIb — 18 yacoB.

CTpyKTypa AMCHMILIMHBI I 0YHO-32049HOI (popMBbI 00yUeHHs

O0pvemM naucuuIIMHBL B (popMe KOHTAKTHOM paboThl OOydarOMMXCSl C MeJarorn4ecKuMu
paboTHUKaMU M (WJIK) JUIAMH, TIPUBJIEKAEMBIMH K peaju3aliyd 00pa30BaTeIbHONW MpOrpaMMbl Ha
UHBIX YCIIOBHSIX, P MTPOBEACHUH YUEOHBIX 3aHATHI:

Cemectp | Tum yueOHBIX 3aHATUN KomuuectBo
9acoB
4 Jlexuun 32
4 CeMuHapbl/1abopaTopHble paboThI 48
Bcero: 80

O0bemM TUCIHITIHHEI B (popMe caMOCTOSTETbHON pabOThl 00YYAIOIIUXCS COCTABISIET 76
aKaJIeMUYeCKUI 4acoB, KOHTPOJIb — 18 vacos.

CTpyKTypa JUCHHUILIMHBI JJ51 3204HOI (popMbI 00yUeHUs1

O6bemM auctUIUIMHBI B (OpMe KOHTAKTHOW pPabOThl O0OyYaromuxcs ¢ TeAarorunaecKuMu
paboTHUKaMu ¥ (WIIK) JUIAMH, TPUBIEKAEMBIMH K pealu3alud o0pa30BaTeIbHOW MpOTpaMMbl Ha
WHBIX YCJIOBUSX, IPH MTPOBEICHUH YICOHBIX 3aHITHM:

Cemectp | Tun yueOHBIX 3aHITHIT KomnuectBo
4acoB
3 Jlexnun 12




3

‘ Cemunapsl/mabopaTopHblie paboThI 20

Bcero:

32

aKaJIeMUYeCKU yaca, KOHTPOJIb — 9 4acos.

O0beM TUCIUIUTMHBI B (popMe caMocToATeIbHON paboThl o0yyaromuxcs coctaiseT 103

3.

Couepmafme JAUCHHUIIIIMHBI

Ne

HaumenoBaHue pasjaeia
AMCHMILINHBI

Conep:xanue

Bsenenue

ITpenmer, 3aJa4H, coJlepiKaHue Kypca.
XapaKkTepuUCTUKa COBPEMEHHON CHUCTEMBI KaJpOBOU
JOKyMeHTauuu.  BzanmMocBs3b IIPOLIECCOB
YIIPaBJICHUS NIEPCOHAIIOM C COCTaBOM U MOPSAKOM
dbopmupoBaHus CUCTEMBI JTOKyMEHTAaLlUU IIO
JUYHOMY COCTaBy. MecTo Kypca cpeam IpyrHx
HAay4yHbIX  AMCHMIUIMH:  «/lOKyMeHTOBeneHHEY,
«Oprasuszanys ¥ TEXHOJIOTHsS JTOKyMEHTALIHOHHOIO
o0ecrnieueHus YIPaBJIECHUS», «YnpaBieHue
nepcoHasiom», « I'pyaosoe npaso» u ap. Mcrounuku
U3Y4EHHUs Kypca. 3aKOHOAaTelbHbIE U HOPMAaTUBHO-
IIPABOBBIE  AKTHI, HOPMaTHUBHO-METOIUYECKUE
ToKyMeHThI. OTeuecTBeHHast ucTopuorpadus.

PernamenTanus
JOKYMEHTHPOBaHUS KaJpOBOM
NESITEIbHOCTU U PabOTHI C
KaJpOBBIMH JIOKYMEHTaMHU.

3aKOHOI[aT€JII)HI)Ie U HOPMATUBHO-IIPABOBLIC AKThI.

TpynoBoit koxekc Poccuiickoit dPenepanuu Kak
OCHOBOM IPaBOBOM aKT, ONPENEISIOIIUNA COCTaB U
nopsAoK  odopmiieHus  JOKYMEHTOB 1o
YCTaHOBJICHUIO TPYAOBBIX OTHOIIEHUH U TPYIOBOU
JeSITEIbHOCTH pabOTHHKA. 3aKOHOJATEJIbHbIE AKThI
Poccun 0 HOKyMEHTHpPOBaHMM OTAEIBHBIX CTOPOH
TPYZIOBOM JEATEIIBHOCTH  Pa3iIU4HbIX KaTEropui
paOOTHUKOB. 3aKOHOJATENIbHBIE aKThl CYyOBEKTOB
Poccuiickoit  ®enepaumu, VYkasbl IIpesunenra,
[locTaHOBNEHUST W pACMIOPSHKEHUSI MPABUTENIHCTBA
Poccuiickoit deneparum.
HopMaTuBHO-METONNUYECKHAE JTOKYMEHTHI .

KBanuduxanoHHbIi CIPaBOYHHK u
npodeCCHOHANBHBIE CTAaHAAPThl, KaK OCHOBHBIC
HOpPMAaTUBHBIE JOKYMEHTBI, pEerjlaMeHTUPYIOIIHe
TpeOOBaHUS K KBATU(UKAIINHU, 3HAHUSAM U YMEHHSIM
pabotHukoB. OOmepoccuiickue Kiaccu(pUKaTopsl
TEXHUKO-IKOHOMUYECKOI u COIMATILHOM
uH(OpMalNK, YCTAaHABIMBAIOIIUE COCTAB U TOPSIIOK
3aITOJTHEHHS KaJJPOBBIX TIOKYMEHTOB.

TumoBele  MEpeYHH U CPOKM  XpaHEHUs
JOKYMEHTAIIU! o JTHYHOMY COCTaBYy.
PerynupoBanue opraHuzanuyu apXUBHOT'O XpaHEHUS
JOKYMEHTAallMl [0  JHUYHOMY  COCTaBy B




HOPMAaTUBHO-METOANYECKUX NOKymMeHTax POD.
Pazpabotkn I'ockomcrara P® mno yHubukanum
(dhopM IEPBUYHON YUETHOU TOKYMEHTAIIUH.

Opranusanus paboThl KaApOBOM
CITY OBl

CTpyKTypBl KaApOBBIX CIyX0. UHCIEHHBIH M NOJKHOCTHOW
cocraB CIry>kObl. HopMaTHBEI BpeMeHH Ha pa0OTHI MO YUYETY
KaJpOB.

3amaun U QyHKUIMHU KagpoBou ciayxObl. [lonoxenune
00 otzmene kaapos (yIpaBiIeHHMH, JeMapTaMEHTE U
Ip.), KaK OCHOBHOM HOPMATUBHBIN JIOKyMEHT IIO
OIPEIEICHUIO CTPYKTYpPbl, YHCIECHHOCTH, BUIOB
pabot aroro noapasaenenud. Ilopsaaok pazpaboTky,
coctaB uHpOpMAllUM U CTPYKTypa  TEKCTa
MIOJIO’KEHHUSA. 3aKpeIIeHUe NpaB, OTBETCTBEHHOCTH,
B3aMMOCBA3EH OTAea KaJpOB.

JIOJDKHOCTHBIE ~ MHCTPYKLIMM, KaKk  OCHOBHOH
IIPaBOBOM aKT, ONpEACIAIIMIA  NPaBOBOE
HOJIOKEHHE pabOTHUKOB KaJpoBOH CiIy:KObl U
opraHusanuio ux tpyna. Haznauenue qOmKHOCTHBIX

WHCTPYKLUH.
NHCTpyKMA 0 KaJIpOBOMY JEIONPOU3BOACTBY, KaK
OCHOBHOH WHCTPYMEHT MOBBLIIIEHUS

3¢ (heKTHBHOCTH PabOTHI KaJIPOBBIX MOAPA3ICICHHIMA
B chepe KaJIpOBOTO JIEIOMPOHU3BOICTBA.
Pernamenrtamust  paboTel ¢ MEpPCOHAIOM B
JIOKAJIbHBIX HOPMAaTHUBHBIX aKTax u
OpTraHU3aIMOHHBIX JIOKYMEHTax (ycraB
OpraHu3allii, TMpaBUja BHYTPEHHETO TPYIOBOTO
pacropsijika, MOJ0XKEHHE O MEPCOHATBHBIX TaHHBIX,
KOJIJICKTHBHBIH JOTOBOP H Jp.).

CocTaB KaapoBOW JOKYMEHTAIUH.
JIOKyMEeHTHPOBaHHE TPYAOBBIX
OTHOILIEHUM.

XapakTeprucTrka CHCTEMBI KaJpoBOi1
JOKYMEHTalluM, €€  COOTBETCTBUE  OCHOBHBIM
3aja4aM 1o 1noadopy, yueTy U pacCTaHOBKE KaJIpOB.
OOs3aTenbHasl M yCIOBHO-00s3aTeNbHas KaJlpoBas
JIOKyMEHTaL .

OpranuzallMoOHHbIE  JIOKYMEHTBI ~ —  LITaTHOE
pacnycaHue, CTPyKTypa M IUTaTHAs YHUCIEHHOCTD,
rpaduk OTIyCKOB.

PacnopsiguTenbHble  JOKYMEHTBI  —  IIPHUKa3bl
(pacriopspkeHHs1) 1O JIMYHOMY cocTaBy. OOmue
TpeGoBaHuUsA K 0hOPMIIEHUIO U CPOKAM MOJTOTOBKH.
WHupopMallnOHHO-CIIPaBOYHbIE  JOKYMEHTBI ~ —
3as8BJICHUS, NPEICTABICHUS, YBEIOMIICHHUS, aKThI,
JIOKJIaJTHbIE U OOBSCHUTENIbHBIE 3aICKU.

VYyerHble GOPMBI M UX Ha3HAUYCHUE.

[Ipuem  paGotHukoB Ha  pabory. CocraB
NEPCOHAIBHBIX JOKYMEHTOB pa0boTHUKa,
MIPEJICTaBISIEMbIX paboTronarento IS
YCTaHOBJICHUSI TPYIOBBIX OTHOLICHWN. Tpynosou
JOTOBOP -  3aKOHOJATENbHOE  3aKperieHue
TpeOoBaHUH K CTPYKTyp€ TEKCTa, MOPSAKY
coctaBieHusi U odopmuenus. IloaroroBka u




oopMIIeHHE TIPHKA30B (PacHOpsHKEHUI) O TpHeMe
Ha paboTy. AHKETHI, aBTOOHOTpaduu, pe3roMe u JIp.
JIOKYMEHTBI, 3all0JIHsIEMbIE IIPU TIpUEME Ha padoTy.
Buecenue cBeieHuii B TpyOBYIO KHIDKKY U JINYHYIO
KapTO4Ky pabOTHHKA.

JloKkyMeHTHpOBaHUE [JIBWXKEHHUS KaJIpoB. Bumabl
nepeBogoB. CocraB M NOPSAOK  M3AAHUA
JIOKYMEHTOB, 0(hOpPMIISIOIIUX MPOLEAYPY MepeBoia.
Copneprxanue, MopsI0K MOATOTOBKH M O(OpMIICHHUS
MIPUKA30B (pacmiopsixeHuit) 0 nepeBojic
COTPYJIHUKOB. [|OKYMEHTBI-OCHOBAHUS K IpHKa3aM
0 mepeBo/Ie.

Bunst OTILyCKOB. ITopsimox odopmieHHs
€KEroJTHOr0 OYepeHOr0 OIUIaYMBAEMOr0 OTIYCKa.
['paduk OTHYCKOB, COCTaB, COAEp)KaHUE, MOPSIOK
MOJITOTOBKH u odopmiieHus MIPUKA30B
(pacniopsixeHuit) o IIPEIOCTABIIEHUN OTITyCKa.
ITopsmok  mepeHoca  ormycka.  JJOKyMeHTHI-
OCHOBaHUS K MPHKa3aM 00 OTITyCKax.

[Topsimox  odopmiieHHsT KOMaHAWPOBOK — COCTaB
JOKYMEHTOB, O(QOPMIISIIOIIMX  KOMaHJIUPOBaHUE
pabOTHHUKA, COJEp)KaHWE U TMOPSIOK IOATOTOBKH
MPHUKa3a 0 KOMaHIUPOBKE.

Buast  moompenwnii.  ConepkaHue,  MOPSAOK
MOJATOTOBKH u odopmiieHus MIPUKA30B
(pactiopspkeHMil) O  MOOHIpeHHH  pabOTHHUKA.
JIOKyMEHTBI-OCHOBAaHHUS K MPUKA3aM O MOOIIPEHHH.
Buapl nucummiimHapHbeix B3bickaHuii. ConaepxaHue,
MOPSAIOK TOATOTOBKUM H OGOPMJICHHS TPUKA30B
(pactiopspkeHuil) O  B3bICKaHUHU.  J{OKYMEHTBHI-
OCHOBaHMS K  IIpUKa3aM O  HAJIOXKECHHUH
JUCIUIUIMHAPHOTO B3bICKAHUS. AKTBI 00 OTKa3bl
JlaBaTh OOBSICHEHUS M 3HAKOMUTHCS C IIPUKA30M.
[lopsanox mpoBeneHUs: arrecTalud pabOTHHUKOB B
opranuzaiuu. CocTaB JOKYMEHTOB, 0(OPMIISIOLINX
npouenypy. Conepkanue, MoOpsiioK MOATOTOBKU U
opopmieHus mpukazoB  (pacmopsbkeHuit) o0
aTTEeCTallUU.

Ilopsimox yBonbHeHHS pabOTHHUKOB. (OCHOBaHUS
yBOJIbHEHUsI paboTHUKOB. CoOCTaB JTOKYMEHTOB,
opopmistomux npouenypy. Conepxxanue, Nopsaok
MOJITOTOBKU u odopmiieHus MIPUKA30B
(pactiopsbkeHuil) 00 yBOJbHEHUH. JIOKYMEHTBI-
OCHOBaHUS K IPHKa3aM 00 YBOJbHEHUH.

YdeT IMYHOro COCTaRa.

Bunel yueTHbIX JOKyMeHTOB. JIMuHas KapTodka
pabotauka (dopma T-2): cocraB wuHpOpMAIUH,
MOPSIOK 3arOJTHEHUSI U BEJICHUSI.

HopMaTtuBHas 1 TIpaBoBas perjaMeHTAIHs ITOPsIKa
BeleHUST NUYHBIX Jen. OdopMmieHHe U BEICHHE
JUYHBIX ~ jgen  pabotHukoB.  CocraB "
MOCIIEAOBATEIHHOCTh PACIIONIOKEHHS IOKYMEHTOB B
JIMYHOM JIeTIe.




TpynoBast KHWXKa pabOTHMKa Kak  OCHOBHOM
JOKYMEHT O TPYIOBOHW NEATENBHOCTH U TPYLOBOM
CTaxe paborHuka. OdopmiieHne u BeACHHE
TPYZOBBIX KHIKEK M BKiazblmed K HUM. Ilopsgox
BbIIauu JyOnuKara TpPyIOBOM KHWKKHU. YUeT U
XpaHEHUE TPYNOBBIX KHIKEK B OpraHU3aluu.
OTBETCTBEHHOCTh paboTONATENsi 3a XpaHEHHE U
3aII0JIHCHUE TPYAOBBIX KHHXKEK.

6 | Opranu3anus paboTHI ¢ KaAPOBBIMU | Peructpamusi JOKyMEHTOB IO JINYHOMY COCTaBYy.
JOKYMEHTaMU IIpaBmiia  peructpauum ¥ HWHIEKCHPOBAHHUSA
KaJpOBBIX JTOKYMEHTOB. Peructparnuonusie (popmbl
(TpamuuMOHHBIE M aBTOMaTH3upoBaHHbIE). CocTaB
PEKBU3UTOB (II0OJIEH) Ul PErucTpaluu PasInyHbIX
BUJIOB IOKYMEHTOB U MOPSIIOK UX 3aII0JTHCHMUS.
Cucrematuzanus U ONEpPaTUBHOE  XpaHEHHE
JIOKYMEHTOB 10 JIMYHOMY cocTaBy. OcoOeHHOCTH
¢opMupoBaHUs B J€jla JOKYMEHTOB IO JHUYHOMY
COCTaBy. [IpaBuna CUCTEMATH3aLNH
pacropsANTENbHBIX JOKYMEHTOB, YYETHBIX (OpM,
TPYIOBBIX KHMIKEK. CucTemarus3auuss U XpaHEHUe
JIOKYMEHTOB-OCHOBAHMH K IIPUKa3aM.
Homenkmatypa aen kaapoBoil cimykObl. [lopsaok
NOJATOTOBKH,  COCTAaBICHHS W O(QOPMIICHHS.
[TpumepHass HOMEHKJIATypa JeJl KaJpOBOU CIIy’KOBbI.
Ilepexonsauue nena.

Cpokn  XpaHeHUsT  KaJpOBBIX  JOKYMEHTOB.
IToaroToBKa TOKYMEHTOB K C1a4ye B apXUB.
OKclepTH3a LEHHOCTH JOKYMEHTOB — KaJpOBOU
CIIykObl, €¢ HOpPMaTHUBHO-METOJIMYECKasi OCHOBA,
OpraHu3anys 1 MOpsAA0K IPOBEICHHUS.

Cocras JIOKYMEHTOB KaJIpOBOM CITyXOBbl,
NOJJIEKAIUX TIepefaye B  apXHUB. IIpaBuna
MIOATOTOBKH JIOKYMEHTOB IO JINYHOMY COCTaBy K
nepenaye B apxuB opranuzauuu. CocTaBieHuE U
oopmieHHEe ONUCH JOKYMEHTOB 110 JINYHOMY
cocraBy. llopsAnoKk YHHUYTOXKEHHMS IJOKYMEHTOB C
MCTEKIIMMH CPOKaMH XPAHEHUS.

4. Oopa3oBaTesibHbIE TEXHOJIOTHH

JUis  mpoBeneHUs  yYEOHBIX 3aHATUH TI0  JUCIHUIUIMHE  WCIOJB3YIOTCS  Pa3IMYHBIC
oOpa3oBaTenbHble TeXHOJOTUHU. J[1s opraHu3anuu y4eOHOTO MpoIlecca MOXET ObITh HCIOIh30BAHO
AJIEKTPOHHOE 00yUueHue U (WJIN) JUCTAHIIMOHHBIE 00pa30BaTEIbHBIC TEXHOJIOTHUH.

5. OneHka NJaHUPYeMbIX pe3y/JIbTATOB 00y4YeHHUsI

5.1 Cucrema oneHUBaHUSA
Texymuid KOHTPOJIb OCYIIECTBISETCS B BHJIE OILEHOK KOHTPOJIbHOM pabOThl M BBHINOJIHEHUS
3aJJaHUi Ha MpPaKTU4YecKHX 3aHATHAX. KoHTponbHas paboTa MpPOBOAMTCA HAa MEPBOM NMPAKTHUECKOM
3aHSTHUH, BBISIBISIET TOTOBHOCTh CTYJEHTOB K IpaKTHYecKOM paboTe u oueHuBaercs a0 20 Gamos.
MaxkcumasnbHast OIIeHKa BBIMOJIHEHUS KaKJ0T0 IPAaKTHYeCKoro 3aHsaTus — 10 6anos.
[TpoMeKyTOUHBIM KOHTPOJb 3HAHUU MPOBOAUTCS B (OPME HTOrOBOM KOHTPOJIBHOM pPabOTHI,



BKJTIOYAIOIIEH TEOPETHUYECKHE BOIPOCHl U MPAKTUYECKOE 3a/laHue, U orleHuBaeTcs 1o 40 6amios.

pe3yabpTaTe TEKYLIETO U IIPOMEXYTOYHOTO KOHTPOJIS 3HAHUHM CTYIEHTHI IIOJIy4aroT 3a4€T 110 KypCy».

dopma KOHTPOIIS Makc. Koiu4yecTBo 0aJlioB
3a omHy pabdory|  Bcero

Texymuii KOHTPOJIb:
- oIpocC 5 G6aioB 20 6ayoB
-pedepar 20 G6amtoB 20 GayoB
- KOHTpOJIbHas paboTa 20 6amioB 20 6ayoB
[TpomesxyTouHast aTTecTanus (IK3aMeH) 40 6annoB
Hroro 3a cemecTp (IUCHHUIUIMHY) 100 6amnoB

[Tonmy4yeHHBIH COBOKYITHBIN pe3yJibTaT KOHBEPTUPYETCS B TPAJAUIIMOHHYIO IIKATY OIEHOK U B IIKATY
olieHOK EBpomneiickoii crcteMsl nepeHoca u Hakoruienus kpeautos (European Credit Transfer System;
nanee — ECTS) B cOOTBETCTBHHM C TaOIHIICH:

100-6amnpHas mkana | TpaguimoHHAs IIKaga Ixana ECTS
95100 OTIMYHO

83 -94 B
68 — 82 XOPOIIO 3a4TEHO C
56— 67 OBJICTBOPHUTEIHHO D
50 — 55 a P E
20 - 49 HEYJIOBJIETBOPUTEIHLHO HE 3a4TCHO EX
0-19 i P F
5.2.Kputepun BBICTaBICHHS OLIEHKHU TI0 JUCIUTUTIHE

Banabl/ Ouenka no Kpurtepuu oneHku pe3yibTaToB 00y4eHHs 110
lkana AUCHMILINHE AUCHMILINHE

ECTS

100-83/ BricTaBnsiercs o0yuaromemMycs, €Ciii OH ITyOOKO U
A,B «3a4TEHO» MIPOYHO YCBOMJI TEOPETUUYECKUIN U MPAKTUYECKUI

MaTepHall, MOXXeT MPOJIEMOHCTPUPOBATH 3TO Ha 3aHATHUAX
U B XOJIe IIPOMEKYTOYHOH aTTeCTallNH.

OOyuaromuiics UCUepIbIBAIOIIE U JOTMYECKH CTPOHHO
u3naraet yueOHbIi MaTepuai, yMeeT yBA3bIBaTh TEOPHUIO C
MIPAKTUKOM, CIIPABIISETCS C PEIIEHUEM 3ajad
npoeCCHOHATFHON HANPaBIEHHOCTH BBICOKOTO YPOBHS
CJIO’KHOCTH, NPaBHJILHO 0OOCHOBBIBACT MIPUHATHIE
peueHus.

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
npodecCHOHaIBHON IUTeparType.

OneHka o JUCHUIUIMHE BBICTABIISIOTCS 00YYarOIEMYCs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTECTalUU.

Komnerenuu, 3akpeniaéHuble 3a JUCHUILIINHOMN,
c(OpMHUPOBAHBI HA YPOBHE — «BBICOKHUIY.
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Banael/
HIxanaa
ECTS

OneHka mo
JUCHUILIMHE

KpuTtepun oneHkn pe3yibTaToB 00y4eHus 1O
AUCHMILIAHE

82-68/
C

«3a4YTCHO»

BeicraBisercs o0yuaromemycs, €Ciii OH 3HaeT
TEOPETHYECKUHN U MPAKTUYECKUI MaTepHall, [PAMOTHO U
II0 CYIIECTBY M3J1araeT ero Ha 3aHATHAX U B XOJIe
IIPOMEKYTOYHON aTTECTALUU, HE JOITyCKas
CYILLECTBECHHBIX HETOYHOCTEH.

OOyuaronuiicsi IpaBUIBHO MPUMEHSET TEOPETHUECKUE
IIOJIO’KEHHUS IIPY PELICHUN IPAKTUYECKUX 3a1a4
npoeCCHOHATLHON HANIPABIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAUMBIMHU U1 3TOTO
HaBbIKAMU U IIPUEMAMHU.

JIOCTaTOYHO XOPOIIO OPUEHTUPYETCS B yUeOHOU U
npoeCCUOHATILHOM JITepaType.

OneHka 1o JUCLUIUIMHE BBICTABIIAIOTCS 00YYarOIEeMycs C
y4E€TOM PE3yNbTATOB TEKYIIEH U TPOMEKYTOUHOM
aTTECTaLlUU.

Komniereniuu, 3aKkpeniaéHubie 3a AUCUUTLUIAHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIUM».

67-50/
D,E

«3a4YTCHO»

BricTaBnisierca oOy4aromemMycsi, €CiIi OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUECKUI U IPAKTUYECKUI MaTepuall,
JIOITyCKAeT OTAEIbHBIE OMIMOKY MPH €T0 U3JT0KECHUHU Ha
3aHATHUSX U B XOJI€ IPOMEKYTOUHOM aTTeCTalUH.
OOyyaromuiicst UCIIBITHIBAET OINPENEIEHHBIE 3aTPYIHEHUS
B IIPUMEHEHUH TEOPETUUECKUX TOJI0KEHUH IIPU PELICHUH
MPAaKTUYECKHX 3a/1a4 MPO(ECCHOHATTEHON
HaIIPABJIEHHOCTH CTaHAAPTHOT'O YPOBHS CJI0KHOCTH,
BJIa/Ie€T HEOOXOJUMBIMHU I TOT0 0A30BBIMM HAaBbIKAMU
U IpUEMaMU.

JleMOoHCTpUpYyEeT JOCTaTOUHBIM ypOBEHb 3HaHUS y4eOHOU
JIUTEPATYPHI 110 TUCLUIIINHE.

OneHka 0 JUCLUIUIMHE BBICTABIISIOTCS 00Y4aIOIEMYCs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTECTALlUN.

Komnerenuu, 3akpeniaéHsble 3a JUCIUILIINHOM,
C()OPMHPOBAHBI HA YPOBHE — «JOCTATOUHBIN».

49-0/
F,FX

HE 3a4TCHO

BrictaBisiercs o0yyarommemycs, €Ciii OH He 3HaeT Ha
0a30BOM ypOBHE TEOPETUUECKHUI U MPAKTUIECCKUN
MaTepHal, 1oMycKkaeT rpyOble OUIMOKH pU ero
M3JI0’KEHUU Ha 3aHATHUSAX U B XOJ€ IPOMEKYTOUHON
aTTEeCTalLlUN.

OOyyaromuiicst UCIIBITHIBAET CEPhEIHBIE 3aTPYAHEHUSI B
MIPUMEHEHUH TEOPETUUECKHUX NOJIOKEHUH NPU PELIEHUU
MPaKTUYECKHUX 3a/1a4 TPoecCHOHATbHON
HaIPaBJIEHHOCTH CTaHAAPTHOTO YPOBHS CIIOXHOCTH, HE
BJIa/IeeT HEOOXOJUMBIMU JJI TOTO HaBbIKAMU U
IPUEMAMH.

JlemoHcTpHpyeT (hparMeHTapHbIe 3HaHUS y4eOHOU
JIUTEPATYyPHhI 110 TUCLHUIIINHE.

OneHka no JUCHUIIMHE BBICTABISAIOTCS 00ydaromeMycst ¢
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOYHOU
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Banasl/ Onenka mo KpuTtepun oneHkn pe3yibTaToB 00y4eHus 1O

Ixana AUCHHUILINHE AUCHHUILINHE

ECTS
aTTECTaLlUN.
Kommnerenumn Ha ypoBHE «IOCTaTOYHBIIN», 3aKPEIUIEHHBIC
3a AMCLUUIUIMHON, HE COPMHUPOBAHBI.

5.3. OneHouHble cpeacTBa (MaTEepHUAaJbl) /ISl TEKYILIEr0 KOHTPOJISI yCIIeBA€MOCTH,
NMPOMEKYTOUYHOM aTTeCTANNH 00y4YAIOIINXCS M0 AUCHUIIHHE

Bapuanmul konmponawvnoi pavomor Ne 1

Bapuanr 1

1.B xakux ciyyasix KaapoBas CiIy>k0a HMMeEET IpaBoO BBIIATh AyOIUKAT TPYAOBOW KHIKkH? Kak sToT
JIOKyMEHT opopmisiercs?

2.Ilepeuncaute BUIBl JOKYMEHTOB, INpPUMEHSEMblE INpU  IepeBoje Ha Apyryro padory. Kak
odopmIIseTcs KaXIbli U3 HUX?

3. HazoBuTe 10KyMEHTHI, NpeJOCTaBIsieMble PAOOTHUKOM IPH MOCTYIIJIEHUH Ha paldoTy.

4.KakuM JIOKaJIbHBIM HOPMAaTHBHBIM aKTOM perjaMeHTUpyeTcs paboTa KaJpOBbIX CIELHAIUCTOB C
[IEpCOHAIbHBIMU JaHHbIMU? [laiiTe eMy XapakTepUCTUKY.

Bapuant 2

1.XapakTepucTuka Ha3HauYCHUS TPYAOBON KHIDKKU. B Kakoil cpok noikHa OBITH 3aBefeHa TPYI0Bas
KHIDKKA TIPH IMOCTYIJICHAH Ha PaboTy BIiepBbIe?

2.Ilepeuncnaute BUABI JOKYMEHTOB, IPUMEHSEMbIC TIPH YBobHEHHH. Kak odopmiisercs KakIplid U3
HUX?

3.Kaxoif nokanbHbIil HOPMATUBHBIN aKT OINpEAesseT OPraHUu3alUi0 TPyJa COTPYAHUKOB B KOMITAHUU.
JlaiiTe eMy XapaKkTEpUCTHUKY.

4.Hazosute nHdopmainio, 00s13aTeIbHYIO ISl BKIIOYEHHUS B TPYAOBOI 10rOBOpP.

Bapuanmuvi konmponwvnou pabomor Ne 2

Bapuanr 1

1. [lepeuncnure cocTaB JOKYMEHTOB JIMYHOTO Jena paboTHuka. KakumMu HOpMaTHBHBIMU
JOKYMEHTaMH 3TO ONIpEAETIEHO?

2. HazoBute 10KyMEHTBI KaIpOBO CITyKObI, TIOJITICKAIIHE TTepeavue B apXUB.

Bapuanr 2

1.KakoBbI 0COOEHHOCTH COCTaBJIEHHUS HOMEHKJIATYPBI JeJ KaAPOBOH CITyKObI?
2. HazoBure o0s3aTenbHbIe PETUCTPALIMOHHBIE (POPMBI KIPOBOU CITYKObI?

Ilpumepnsle KORMPOIBLHBIE BONPOCHL ]I RPOMENCYMOUHOU Ammecmayuu:

1. IlepeuncnuTh 3aKOHONATENBHBIE AKTHI, KOTOPBIMU PEIVIAMEHTUPYETCS JOKYMEHTHPOBAHHE
KaJpOBOM IESITEILHOCTH B HACTOSIIIIEE BpEeMsI?

2. Ilepeuncnute HOPMAaTUBHO-METOUYECKUE JIOKYMEHTHI, perilaMeHTUpYIOLIe
JOKYMEHTHUPOBAHUE KaIPOBOU NEATEIbHOCTH.

3. Ha3zBaTh BBl JOKYMEHTOB, ITPEIbsIBIIIEMble pAOOTHHUKOM pU MpUEMe Ha paboTy.

4. Ha3Bate BHIBI JOKYMEHTOB, yCTaHOBJICHHBIE TpPYyIOBBIM KoAekcoM P®, nokymeHTHpyromme
npueM paboTHHKa Ha paboTy.

S5. [lepeuncnuth BUIBI JOKYMEHTOB, 0QOPMIISIONINE U3MEHEHUE YCIOBUN TPYA0BOTO J1I0TOBOPA.

6. Ilepeuncnuts BUABI JOKYMEHTOB, YCTAHOBJIIEHHblE TpynoBeiM KoaekcoM Pd s

pEeryJIMpOBaHus TPYJAOBBIX OTHOLLICHHIA.
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7. CpokH MOATOTOBKH, KaKHX JOKYMEHTOB IO JIOKYMEHTHPOBAHHUIO KaJIpOBOH AEATENbHOCTU
YCTAQHOBJICHBI 3aKOHOIATENIEHO?

8. Kakue ¢pyHKuMM KaapoBoil ci1ykObl CBA3aHbI C YYETOM JIMYHOTO cocTaBa?

9. Kakne ¢yHKIMM T0HKHA BBIMONHATH KaJpoBas ciayx0a mnpu ohopMICHUU YBOJIbHEHUS
paboTHHKa ¢ pabOTHI ?

10.  Kakumu nokymeHTamMu 0(opMIIIeTCsl yBOJIbHEHUE paOOTHHUKA?

11.  HazoBute QpyHKIMM KaJpOBOM CITy>KObl CBSI3aHHBIE C TPYIOBBIMH KHUKKaMU?

12. Kakumu nokymeHTaMu 0(opMIIeTCs aTTecTanus paboOTHUKOB?

13. HazoBuTe 0cOOEHHOCTH HOMEHKIIATYPBI JIET KaIPOBOW CITY>KOBI.

14. Kakne nema xaapoBoil ciyObl OTHOCSTCS K KATETOPUH MEPEXOISAIINX ?

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

6. YueOHO-MeTOAM4YEeCKOe H HH(pOpMALIMOHHOE 00ecTieyeHne T CIHTITHHbI

6.1 Cnucok HCTOYHUKOB M JIUTEPATYPHI

Koncrurtynus Poccuiickoit @enepanyu (¢ namenenusmu Ha 30 gexabpst 2008r.). M. 2004
Tpynosoit kogexc Poccuiickoit ®@enepanuu ot 30.12.2001 Ne 197-@3. Ilpunar ['ocymgapcTBeHHOIM
Hywmoit 21 nexabps 2001r. (B pex. ot 29.12.2010) // [DnexTponHsbIid pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.
3akon Poccuiickoit @eneparuu ot 25 okTs0ps 1991 r. Ne 1807-1  «O si3bikax HapooB Poccuiickoit
denepanumny» //[DnaekTpoHHbIi pecype]. — M., 2019. — Pexxum goctyma: http://www.consultant.ru.
®enepanpubiii 3akoH PO ot 27.07.2004 Ne 79-®3 «O rocyaapCTBEHHOM T'pakIaHCKOU CITy»)Oe
Poccuiickoit @enepanuun» (B pen. denepansuoro 3akoHa ot 12.04.2007 Ne 48-D3) // [DneKTpOHHBIH
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.
®enepanbublii 3aKk0H Poccuiickoit @enepannn ot 01.06.2005 Ne 53 «O rocymapcTBEHHOM
s3bike PDy// [Dnexrponnsiii pecype]. — M., 2019. — Pexxum nocrtyma:http://www.consultant.ru.
Oenepanbublit 3aKk0H Poccuiickoit @eneparuu ot 06.12.2011 Ne 402-D3 «O Oyxrantepckom
yueTe»// [DnexTpoHHusiii pecypce]. — M., 2019. — Pexxum nocrymna:http://www.consultant.ru.
Odenepanbablii 3akoH Poccuiickort ®eneparuu ot 02.05.2006 Ne 59-03 «O mopsinke
paccMoTpeHusi oOpamieHuil Tpaxaan»// [DnektpoHusii pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.
®enepanbublii 3akoH oT 27 uroas 2006 r. N 152-®3 "O nepcoHanbHbIX AaHHBIX"// [DNEKTPOHHBIH
pecypc]. — M., 2019. — Pexxum pocryna:http://www.consultant.ru.

®enepanpublil 3ak0H oT 01.10.2004 Ne 125-D3 «O06 apxuBHoM nene B Poccuiickoit @enepanum» //
[DnexTpoHHsIii pecypc]. — M., 2019. — Pexxum noctymna:http://www.consultant.ru.
®enepanbhblil 3akoH oT 29.07.2004.  Ne 98-®3  «O xommepueckoil TaiiHe» // [DNEKTPOHHBIH
pecypc]. — M., 2019. — Pexxum poctyna:http://www.consultant.ru.
Vka3 IIpesunenta Poccuiickoit ®deneparun ot 0.03.1997 Ne 18 «OO0 yTBEpKIeHUH NEPEUHs CBEACHUN
KOH(HIEHIIMAIBHOTO  XapaKTepa» Il [DOnektponnsiii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.
Vka3 Ilpesugenra PD or 01.02.2005. Ne 110 «O mnpoBeneHuM arTecTallMd TOCYJAapCTBEHHBIX
rpaxaaHckux ciyxamux Poccuiickoin @enepauun». [lonokeHue O TMNpPOBEACHUM aTTECTalUU
rOCYIapCTBEHHBIX TIpakaaHcKkux ciyxamux PO // [Dnekrponnsiii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.
Vka3 [lpesunenta PO or 01.02.2005. Ne 111 «O mnopsake coauu KBaTM(PUKALMOHHOTO SK3aMeHa
roCy/1IapCTBEHHBIMU T'PaXKJIaHCKUX cityxkanux Poccuiickoin denepaum U OLIEHKE UX 3HAHUH, HABBIKOB
U yMeHHUiy. // [DnekTpoHHbid pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.
Vxa3 Ilpesunmenra or 01.02.2005. Ne 112 «O koHKypce Ha 3aMeIIeHHWE BaKaHTHOW TOJHKHOCTH
rOCYJapCTBEHHOI rpaxxaaHckoil ciyxkObl Poccuiickoit denepauun» // [IneKTpoHHBINA pecypc]. — M.,
2019. — Pexxum goctyma:http://www.consultant.ru.
Vka3 [lpesunenra PO ot 16.02.2005r. Ne 159 «O npumepHoil ¢dopme ciaykeOHOr0 KOHTpPaKTa o
MPOXOXKJIECHUH TOCYIapCTBEHHON TIpaxkIaHCKol ciyxO0bl Poccuiickoit denepanuu u 3aMeleHUH


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
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JOJDKHOCTH TOCYJIapCTBEHHOW TpakaaHCKOW ciryxkO0bl Poccuiickoit @enepanumy. // [DAeKTpOHHBINA
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

Vka3 Ilpesunenta Poccuiickoit @enepanuu or 30.05.2005. Ne 609 «O mnepcoHalbHBIX AaHHBIX
rOCYJJapCTBEHHOI'O0 TpaXkKAAaHCKOro ciuysamero Poccuiickoin ®enepauvv U BEACHUU €r0 JIMYHOIO
nena» // [Dnextponuslii pecype]. — M., 2019. — Pesxum poctyna:http://www.consultant.ru.

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

[TocranoBnenue IlpaButenscrBa Poccuiickoit @enepanun ot 16.04.2003. Ne 225 «O TpynoBbIx
KHWKKax» // [DnextponHsii pecypc]. — M., 2019. — Pexxum nocryna:http://www.consultant.ru.
Pacniopsixkenue IlpaButensctBa PD ot 21.03.1994. Ne 358-3 «OO06 obOecrnedeHHM COXPaHHOCTH
JOKYMEHTOB 1O JUYHOMY cocTaBy» // [DnexkTtponHblii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

Pacnopsikenue IlpaBurensctBa PO ot 23.04.1992 Ne 781-p «OO0 ynydimieHMH XpaHEHUS U
WCIIOJIb30BAHUS JIOKYMEHTOB IO JIMYHOMY COCTaBY»// [DnextponHsiii pecypc]. — M., 2019. —
Pexxum nocryna:http://www.consultant.ru.

[IpaBuia BegeHust U XpaHeHUs TPYIOBBIX KHIKEK. (yTB. [locranoBienuem IlpaBurenscta PO ot 16
anpens 2003 r. Ne 225 /" [OnextponHslii pecypc]. — M., 2019. - Pexum
noctyna:http://www.consultant.ru.

WNucTpykuusa 1o 3amoiHeHuI0 TPyAoBbIX KHIDKEK (yTB. IloctaHoBnenumem MuHucTepcTBa Tpyaa U
cormanbHoro pasButus Poccuiickoir ®eneparmm ot 10 okTsadps 2003r.). 3apeructpupoBana
MunucrepctBoM roctuiiuu Poccuiickoit @eneparuu 11 HOos6pst 2003 1. perucTpariioOHHBIM HOMEP
5219. BronnereHb HOPMATUBHBIX aKTOB (pe/IepaTbHBIX OPraHOB UCTIONMHUTENbHON BracTu. 2003. Ne 49,
Il [DnexTponnslii pecypc]. — M., 2019. — Pexxum noctymna:http://www.consultant.ru.

®enepanpubiii 3akoH oT 16.12.2019 No 439-03 «O BHeceHWHM H3MEHEHHH B TpyIoOBON KOIEKC
Poccuiickoit ®egepanuu B yactu (HOPMUPOBAHUS CBEIEHUN O TpPYIAOBOM JAESITEILHOCTH B
AJIEKTPOHHOM BUTIC» [DneKTpOHHBIIH pecypc] /
URL:http://publication.pravo.gov.ru/Document/View/0001201912160070 (mara oOpareHus
01.10.2020 r.)

HceTouyHuKkH (10MOJTHUTEIBbHbIE)

@enepanbhbiii 3akoH P® ot 27.07.2006 Ne 149-®3 «O6 wundpopmanuu, UHPOPMAIMOHHBIX
TEXHOJOTUSAX M 3amure HHpopmamum» // [OnekrpoHHbli pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

denepanbHblii 3ak0H 0T 26.12.1995. Ne 208-D3 «O06 akuuoHepHbIX oOmiecTBax» // [DneKTpOHHBIH
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

Oobmepoccuiickuil kimaccudukarop npodeccuil pabouux, AOIKHOCTEH CiyXalMX M TapUpHBIX
paspsgoB OK 016-94. M.: Muntpyn Poccun, 1995 // [Dnekrponnsiii pecype]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

Oomepoccuiickuii kinaccudpukatop uaopmaiuu o HaceneHun OK 018-95. // [DnekTponHbIi pecypc].
— M., 2019. — Pexxum nocrtymna:http://www.consultant.ru.

Oomepoccuiickuii knaccupukarop ynpasiendeckoit qokymentanuu OK 011-93. // [DnexkrpoHHbIi
pecypc]. — M., 2019. — Pexxum nocryna:http://www.consultant.ru.

Oo6rmiepoccuiickuii KiaccuukaTop CrenuanbHOCTeH 1Mo oOpasoBanuio // [DaekTpoHHBIH pecypc]. —
M., 2019. — Pexxum nocryna:http://www.consultant.ru.

[Ipuka3z PocapxuBa ot 23.12.2009 N 76 "OG6 ytBepxaeHnn MeTOAMYECKUX PEKOMEHIAMN IO
pa3paboTKe WHCTPYKIUIA 1O JIEIONPOU3BOJICTBY B (helepalbHBIX OpraHax MCIOJIHUTEIbHOM Bractu" //
[DnexTponHsIit pecypc]. — M., 2019. — Peskum moctyma:http://www.consultant.ru.

YHauduuupoBanusle (GopMbl MEPBUYHON YYETHOW JOKYMEHTAIlMM IO Y4eTy TpyAa M €ro OIUIATHI,
ytBepxkaeHHbIe [locTanoBiaenuem ['ockomcrara PO ot 05.01.2004 Ne 1 // [OnexTpoHHBIH pecypc]. —
M., 2019. — Pexxum nocryna:http://www.consultant.ru.


http://www.consultant.ru/cabinet/stat/hr/2019-12-18/click/consultant/?dst=http%3A%2F%2Fpublication.pravo.gov.ru%2FDocument%2FView%2F0001201912160070%23utm_campaign%3Dhr%26utm_source%3Dconsultant%26utm_medium%3Demail%26utm_content%3Dbody&c=B6349A10D31EE36F3AC3B7D0048FEBB9F372A5A930F8FAA20CB6DC6E8C10331BA56C0C863256984852D13B9F2A6AA3F1C5D3B2E9ACD96B1210CA89215A39E764111FC52F01A5EDE5E442660B7ADB2A24AC30764C009ABE766DCAD146D10996A424A3D41AA7ACC7F8F7DDCDD756E556478115E7854262030D456F2561DD9A437881ADA5F01DE8B20E4DAD5CD19F88A05D4B9227E8B1467D707D461C0F584D6B107809977604FB311C22E16A79FFEC564F
http://www.consultant.ru/
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KBanudukamoHHbIl CIIPaBOYHHUK JOJDKHOCTEH PYKOBOIUTENCH, CICIIUAIMCTOB U IPYTUX CITYKAIIUX
Il [Dnextponnsiii pecype]. — M., 2019. — Pexxum goctymna: [DaekTpoHHbIH pecypc]. — M., 2019. —
Pexxum mgoctyna:http://www.consultant.ru.

MexoTpacneBble YKpYIMHEHHBIE HOPMATHBBI BPEMEHHM Ha PAOOTHI MO KOMIUICKTOBAHUIO H YUYETY
kaapoB // [DaexTponHsIii pecypc]. — M., 2019. — Pexxum mocryma:http://www.consultant.ru.

[lepeueHb THUMOBBIX YNPABICHUYECKUX AapPXUBHBIX JIOKYMEHTOB, OOpa3yMOIIUXCS B MpoIecce
NeSITEIbHOCTH TOCY/apCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPABIIEHUS M OpraHMU3allMid, C
yKa3aHHEM CpOKoB XxpaHenus [/ [Dnektponsbsiii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

[IpaBwiia opranu3anuu XpaHeHHsI, KOMIJICKTOBAHMsI, Y4€Ta U UCTIOJIb30BaHUS JOKYMEHTOB APXHUBHOTO
¢donna Poccuiickoit denepauuu U Ipyrux apXUBHBIX JTOKYMEHTOB B OpraHax TIOCYyJIapCTBEHHOMN
BIIACTH, OpraHax MECTHOTO CaMOYIPABJICHUS ¥ OpPraHU3alUsAX, YTBEPKICHHBIX MPUKA30M
MuskyasTypel P® ot 31.03.2015 Ne 526 // [Daextponnsiii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

[Ipuka3 PocapxuBa ot 20.12.2019 N 236 "OO yrtBepxkaeHuu llepedHss THUIOBBIX YNPaBJICHUYECKUX
ApPXUBHBIX JIOKyMEHTOB, OOpa3yIoIUXcs B MPOIECCe JeATEIbHOCTH TOCYAAPCTBEHHBIX OpPraHOB,
OpraHOB MECTHOTO CaMOYIpaBIEHUS M OpraHu3aluii, ¢ YyKa3aHHEM CpPOKOB HX XpaHEeHUs"
(3apeructpuposano B Munrocte Poccun 06.02.2020 N 57449) [Dnexkrponnsiit pecype] / CripaBouHo-
MTOMCKOBAs cucrTema «Koncynbrant TUTEOCY.
URL:http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW &n=345020&fld=134&dst=1
000000001,0&rnd=0.5989149124283691#09893595070554722 (nara obpamenus: 19.10.2020)
®enepanbhblil 3akoH 0T 24.04.2020 N 122-®3 "O npoBeaeHUH DKCIEPUMEHTA 10 HCIOJIb30BaHUIO
ANEKTPOHHBIX JOKYMEHTOB, CBSI3aHHBIX C paboroit"// MHTepHeT-mopTan MNpaBoBOW HHPOpPMAIUU
http://www.consultant.ru/document/cons_doc LAW 351124/ (nata oopamienus: 19.10.2020)

IIpukaz Muntpyna Poccum ot 14.05.2020 N 240 "OO6 ytBepkaeHuu I[lojmokeHHS O MOpsIKe
MIPOBEJICHUST IKCIIEPUMEHTA 10 HMCIIOJIh30BAHUIO JICKTPOHHBIX JOKYMEHTOB, CBS3aHHBIX C paboToi"
(BapeructpupoBano B Muntocte Poccun 17.06.2020 N 58674)// HutepHer-mopTal NpaBOBOU
unpopmanuu https://www.garant.ru/products/ipo/prime/doc/74170714/, nara obpamenus 01.10.2020.

JlutepaTtypa (o0si3aTesibHas)

Abynanze, J. I'. JlokymeHTallMOHHOE O0ecrieueHre ypaBIeHHs] NEPCOHAIOM : YUYEOHUK U MPAKTUKYyM
s akajgemuueckoro Oakanaspuata / J[. I'. AOynamze, U. b. Beimpsbkkuna, B. M. MacnoBa. —
Mocksa : U3znarensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. Akagemuueckuii kypc). — ISBN 978-
5-534-00875-3. —  Tekct : oanektpoHHslt //  OBC  IOpaiit [caiit]. —  URL:
https://urait.ru/bcode/433411 (mara obpamenus: 30.11.2019).

beikoBa T.A. JIOKyMEHTAI[HOHHOE OOECIeUYeHHE YIPABICHUs (IEIOMPOU3BOJICTBO) [DIEKTPOHHBIIH
pecypc] : yaeoHoe mocobue / T. A. Beikora, T. B. Ky3nenosa. - 2-¢ u3j., mepepad. u jom. - Mocksa :
Nudpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL http://znanium.com/go.php?id=942800.
I'motoBa C.A. IlpodeccroHanbHbli CTaHAAPT CIIELUATNCTA MO YIPABIECHUIO IEPCOHAIOM B
JesITeIbHOCTH KaJJpOBOM CITyK0bI [DnekTpoHHbIH pecypc] / ['moroBa Cetnana AnexkcanapoBHa; C.

A. T'noroBa // YnpaBienue JOKyMEHTallMEe: IpoIJIoe, HacTosllee, Oyayiee : Mmarepuains! [11-ei
MesxnyHap. Hay4.-TIpakT. KOH., mocBsl. namsatu npod. T. B. Ky3uenosoii, Mocksa, PITY, 23-24
mapta 2017 r. / M-Bo o6pa3zoBanus u Hayku Poc. deneparuu, @enep. roc. OIOHKET. YIPEKI. BICIIL.
obpazoBanus "Poc. roc. rymanuTapssiii yH-T", McT.-apX. HH-T, Pak. TOKyMEHTOBEACHUS U
TEXHOTPOHHBIX apX., Kad. nokymenroBenenus. - Mocksa : Tepmuka.py, 2017. - C. 451-457. - Pexxum
nocryma : http://elib.lib.rsuh.ru/elib/000013004.

I'motoBa C.A. TenaeHIMH pa3BUTHSI KaJpOBOTo AEIONPOU3BOACTBA B pamMkax nporpammsl "Ludposas
skoHOMUKA" [DnekTpoHHbI pecypc| / [moroBa Ceernana AnekcanapoBHa; Ceernana A. ['mortosa //
VYmpasiienue JokyMeHTaMu B mudpoBoii skoHoMHuKe. - MockBa : PITY, 2019. - C. 98-103. - Pexum
nocryma : http://elib.lib.rsuh.ru/elib/000013245.



http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/document/cons_doc_LAW_351124/
https://www.garant.ru/products/ipo/prime/doc/74170714/
http://znanium.com/go.php?id=942800
http://elib.lib.rsuh.ru/elib/000013004
http://elib.lib.rsuh.ru/elib/000013245
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Kanposoe nenompousBoactBo. YueOnuk. / C.JI. Kysumemos, C.A. I'moroBa — M.: M3marenbcTBO
«TEPMHKAY», 2020. — 492 c.

Kanposoe nenonpousBoactso: Haunnaem ¢ nyns. Ayaut csoumu cuiamu / M.B. XypasneBa, M.B.
XKypasnesa. - 2-e uza. - Mocksa : HUL] UHDPA-M, 2014. - 184 c.: 60x88 1/16 + ( om. mart.
znanium.com). - (ITpocro, kpaTtko, O6bICcTpO). (0) ISBN 978-5-16-008986-7 - TEeKCT : 3JIEKTPOHHBIN. -
URL: https://new.znanium.com/catalog/product/417566 (nara obpamienus: 30.11.2019)

[TaBnosckas, O. 0. IIpaBoBoe oOecnedeHre KaJpoBOro JAEJIOMPOU3BOACTBA : yueOHOE mocodue s
By30B / O. O. IlaBnoBckas. — Mocksa : UsnmatensctBo IOpaiit, 2019. — 213 c. — (Bsicmiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Texkcr : anexrponnsii / 3bC HOpaiit [caiiT]. — URL:
https://urait.ru/bcode/445662 (nara oopamenus: 30.11.2019).

JlutepaTypa (10NM0JHUTEIbHASA)

Kykapuna FO.M. CoBpemeHHbIE OpraHM3allIOHHbIE U PErJIaMEHTHbIE TOKYMEHTbHI: (YHKIUH U
pasHoBugHocTH // Becthuk PITY. 2016. Ne2. [DnextponHnsiii pecypc]. — M., 2019. — Pexxum pocryna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik _daizi%202(4)-16.pdf.
Muxaitinna .M. Yrpasnenue nepconanom, 3-¢ u3a. - Mocksa :Jlamkos u K, 2018. - 280 c.: ISBN
978-5-394-01749-0 - Tekcr : snextponnsiii. - URL: https://new.znanium.com/catalog/product/415303
(mara obpamenus: 30.11.2019)

6.2 IlepeueHsb pecypcoB HHGOPMALHMOHHO-TEIeKOMMYHUKANIMOHHOM ceTn « AHTEpHETY.

HanumonaneHast anextponHnas 6ubnmuorexa (HOb) www.rusneb.ru
ELibrary.ru Hayunast snektporHas 6ubanoreka wWww.elibrary.ru
Onekrponnas oudianorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

6.3 IIpodeccnoHaibHbIe 0a3bl JaHHBIX M HH(POPMALMOHHO-CIIPABOYHbIE CHCTEMbI

Joctyn k npodeccuoHanbHbIM 0a3am nanubix: https://liber.rsuh.ru/ru/bases

WHpopMmanoHHbIE CIIPABOYHBIE CUCTEMBI:
1. Koncynbrant Ilmoc
2. Tapanr

7. MaTepuajibHO-TeXHHYECKOe ofecredeHue JUCHUTILINHBI

Jns obecnieyeHWs  JUCHMIUIMHBI ~ HCTOJB3YeTCS  MaTepuagbHO-TEXHHUUYECKas  0asa
00pa30BaTEeNBHOTO YUPEKICHUS: y4eOHbIe ayAUTOPHUH, OCHAIIEHHBIE KOMIBIOTEPOM U MPOEKTOPOM
JUTSI IEMOHCTpAIIMU y4eOHbIX MaTepUasoB.

CocraB MmporpaMMHOTO 00ECTICUCHHUS
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security


https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://liber.rsuh.ru/ru/bases
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8. O0ecnieuenne 00pa3oBaTEIbHOIO MpoLEcca JJIsl JUIl ¢ OTPAHUYEHHBIMH BO3MOKHOCTSIMU
310POBbSI H HHBAJIWI0B

B xozme peamuzauuy JUCHUIUIMHBI MCIIOJNB3YIOTCS CIEAYIOIIUE JONOJHUTEIbHBIE METO/BI
0o0y4yeHMsl, TEKyLIero KOHTPOJS YCHEBAEMOCTH M INPOMEXYTOYHOW aTTecTaluu oO0ydarolmuxcs B
3aBHCUMOCTH OT UX WHIMBHUIYaTbHBIX 0COOCHHOCTEH:

® Uil CJENBIX W CIA0OBUIAIIMX: JIEKUUH O(QOPMIISIIOTCS B BHJE JIEKTPOHHOTO JIOKYMEHTA,
JOCTYITHOI'O € IOMOUIbI0 KOMIIBIOTEPA CO CHELMAIU3UPOBAHHBIM IIPOrPaMMHBIM 00€CIICUEHHEM;
IIUCbMEHHBIE 3a/1aHUS BBINOJIHAIOTCA Ha KOMIIBIOTEpE €O CIELMATU3MPOBAHHBIM IMPOTrPAMMHBIM
o0ecrieyeHneM WM MOTYT OBITh 3aMEHEHbl YCTHBIM OTBETOM; OOECIIEYMBAETCS WHAMBHUIYaIbHOE
paBHOMepHOe ocBelieHue He MeHee 300 JtoKC; A BBINOJHEHUS 3aJaHus MPU HEOOXOJUMOCTH
MPEJOCTABIISACTCS YBEIMYMBAIOIIEE YCTPOWCTBO; BO3MOXKHO TaKXKE HCIIOIb30BaHHE COOCTBEHHBIX
YBEJIMYMBAIOUINX YCTPOMCTB; MMCbMEHHBIE 3aJaHUs 0(OPMIIIOTCS YBEIMYEHHBIM HIPU(PTOM; SK3aMEH
1 3a4€T MPOBOASATCA B YCTHON (hopMe MIIH BBITIOJHAIOTCS B MUCbMEHHOHN (pOopMe Ha KOMIIBIOTEpE.

® Uil TIIyXUX M CIAOOCHBIIAIINX: JIGKIUH OQOPMIISIOTCS B BHJE AJIEKTPOHHOTO JOKYMEHTA,
au00  IpenocTaBisAeTCs  3BYKOYCWIMBAMOLIAS — anmapaTypa  HWHAMBUAYAJIBHOTO  IOJb30BAHUSA;
IIMCbMEHHBIE 3aJlaHUsl BBINOJHIIOTCS Ha KOMIIBIOTEpE B NHUCbMEHHOW (opMe; IK3aMEeH U 3a4yéT
IIPOBOJIATCS B MUCBMEHHOM (hopMe Ha KOMIIbIOTEPE; BOZMOXKHO ITPOBEACHUE B (POpPME TECTUPOBAHMSL.

® /Ul JIMIl C HapyLIEHUSMU OIOPHO-JBUTATEIBHOIO ammapara: JIEKIUU Oo(GOopMIISIIOTCS B BHJIE
ANEKTPOHHOTO JOKYMEHTa, JOCTYIHOIO C TIIOMOLIBIO KOMIIBIOTEPA CO CIEHUATM3UPOBAHHBIM
[IPOrpaMMHBIM  OO€CIIeYeHHEeM; IHCbMEHHbIC 3a/laHUsl  BBIINOJHSIOTCS Ha KOMIIBIOTEpE CO
CTEIMAIM3UPOBAHHBIM IIPOTPAMMHBIM 00eCTieueHHEeM; YK3aMeH U 3a4€T MPOBOJATCS B YCTHOH (hopme
WM BBINOJIHAIOTCS B IUCbMEHHOM (popMe Ha KOMIIbIOTEpE.

[Ipn HEOOXOIMMOCTH NpEeNyCMaTPUBAETCS YBEIMUEHUE BPEMEHHU ISl IOATOTOBKU OTBETA.

IIponienypa npoBeeHHs MPOMEKYTOUYHON aTTecTaluy Uil OOy4yaroIlMXCsl yCTaHaBIIMBAaeTCs C
y4€TOM MX MHJIMBUIYaJbHBIX ICUXO(pU3HUECKUX ocoOeHHOCTeN. [IpoMexyTouHas arrecTalus MOXKET
IIPOBOAMTHCS B HECKOJIBKO 3TAIIOB.

[Ipy npoBeaeHMHM MpoOLEAYpbl OLIEHUBAHUS PE3yJIbTaTOB OOY4YEHMsI MpeayCcMaTpuBaeTCs
HCIOJIb30BaHNE TEXHUYECKUX CPE/ICTB, HEOOXOJMMBIX B CBS3U C MHIMBUIYaJbHBIMU OCOOEHHOCTAMU
oOyyaromuxcsi. OTH CpeACTBA MOTYT OBbITh MpPEAOCTaBICHbl YHUBEPCUTETOM, WJIM MOTYT
HCIOJIb30BaThCs COOCTBEHHBIE TEXHUUECKUE CPEICTBA.

[IpoBenenue npoueaypsl OLEHUBAHUS PE3YIbTaTOB OOYUYEHHs JOMYCKAeTCsl C MCIOJIb30BAHUEM
JMCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHH.

ObecnieunBaeTcss JOCTyll K HWHGOPMAlMOHHBIM M OMOIMOrpapuueckuM pecypcaM B CETU
WuTepHeT it Kaxaoro odydaromierocs B popMax, alaiTUPOBAHHBIX K OTPAaHUYEHUSM UX 37I0POBbS U
BOCHPHUATHS UH(OPMALINU:

e UIsl CIENBbIX WU CHA0OBUIANIMX: B I€YAaTHOM ¢opMme yBEIWYEHHBIM LIPUPTOM, B (opme
3JIEKTPOHHOTO JIOKYMEHTa, B (hopMme aynnodaiina.

® JUUIs TIIyXUX U CJIa0OCIBILIAIIUX: B Ie4aTHOU dopMe, B GopMe IEKTPOHHOTO JOKYMEHTA.

® 1151 00Y4YarOLINXCSl C HApYIIEHUsIMU OMOPHO-/IBUraTeIbHOTO ammapara: B meyaTHoil gpopme, B
(hopme 2IEeKTPOHHOTO JOKYMEHTa, B popMme aynuodaiina.

VY4eOHble aylUTOpUU AJIi BCEX BHUJOB KOHTAKTHOM M CaMOCTOSITENIbHON paboThl, HayudHas
O6ubnMoTeka M WHBIE TNOMELIECHHsS Ui OOY4YEeHHs OCHAIEHBbl CIEUATbHBIM O0OpYIOBaHUEM U
y4eOHBIMH MECTaMH C TEXHUYECKUMHU CPEeICTBAMU O0YUEHHUS:

® sl CIIENBIX U CJIIa0OBUSIIUX: YCTPOWCTBOM JJIsi CKAHUPOBAaHMS M UTEHUs ¢ kamepoid SARA
CE; nucruteem Bpaiis PAC Mate 20; npuntepom bpaiins EmBraille ViewPlus;

eI TIHYXUX M CHA0OCHBIIIAIIUX: ABTOMAaTH3MPOBAaHHBIM pabouynM MecTOM Ui JHoAed ¢
HapylUIeHHEM CIyXa U c1aboCIbIIIalNX; aKyCTUUECKII YCUIIUTEh U KOJIOHKH;

o isi OOyYaroUMXCs € HapyLIEHUSIMH OIOPHO-IBUTATENLHOTO ammapaTa: MepeBUKHBIMU,
perynupyeMbIMu sproHomMuyeckumu napramu CH-1; KOMOBIOTEPHON TEXHHUKOW €O CHEIUAIbHBIM
IPOrpaMMHBIM 00€CTIEYCHHEM.
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9. MeTtoanyeckue MaTepHAaJbI

9.1 InaHbl ceMUHAPCKUX 3aHATHH

TEMAL. 3AKOHOJATEJILHAS PETJIAMEHTAIIA TJOKYMEHTHUPOBAHU S KAJIPOBO
JEATEJIBHOCTU B PO

SAJAHUAL.

1. Ilpoanamusupyiite TpymnoBoit komekc Poccuiickoii denepanuu U omnpeaenure TpeOOBaHUS K
COCTaBy ¥ 0()OPMIICHUIO IOKYMEHTOB, PETJIAMEHTHUPYIOLINX TPY/OBbIC OTHOILICHHUS.

2. Tlpoanammsupyiite TpynoBoit komekc Poccuiickoii denepanun U onpeaeuTe TpeOOBaHHS K
(GYHKIMAM KaZpOBOH CITyKOBI.

VYKA3AHMSA 110 BITIOJIHEHHWIO 3A JAHUI

1. Usyuurte TpymoBoil KomeKC U BBIICHUTE, KAKUMHU JOKYMEHTaMH IpPeaycMOTpeHO odopmiieHne
npueMa, rnepeBojia, yBOJIbHEHUS, KOMAHIUPOBAHUS, TUCIUILIMHAPHOTO B3bICKAHUS U MPEIOCTABICHUS
ormycka paboTHukaM. CocTaB [OKYMEHTOB (HUKCUpPYETCS MO KaxJOW OTAETbHOW MpoIeaype.
OO6parute BHUMaHHE HA CPOKH MOJTOTOBKHU JJOKYMEHTOB, YCTAHOBJICHHBIC 3aKOHOJIATEIBHO.
Pe3ynbTathl 3aaHusi MOTYT OBITh PEACTABICHBI B BUJIE TAOIHIIbL:

IIpouenypa Buasbi Homep Cpoku, Copaepxanue,
JAOKYMEHTOB CTATBHU CBSI3aHHbBIE C odopmienue
AOKYMEHTOM

[Ipuem Ha paboTy

IlepeBon

IIpenocrasiienne
OTITyCKa

[Tooupenue

HI/ICHI/IHHI/IHapHOC
B3bICKaAHHC

KOMaHI[I/IpOBaHI/Ie

YBonbHEHUE

2. Wsyuute TpynoBoil Kojekc U ompenenuTe o0sS3aHHOCTH paboTojaTens MO OTHOIICHHUIO K
pabOTHHKY, KOTOpBIE yCcTaHOBJICHBI B Kosekce mpyu BO3HUKHOBEHHH TPYJOBBIX OTHOIIEHUU. Ha »Toi
OCHOBE COCTaBbTE NepeUYeHb (PYHKIIHA, BBHITTOTHIEMBIX KaAPOBOU CIYKOOH.

KOHTPOJIBHBIE BOITPOCHI.

1. TlepeuncnuTh OCHOBHBIE BHJBI JJOKYMEHTOB, HCIIOJB3YEMBIE IS TOKYMEHTHPOBAHUS TPYAOBBIX
OTHOILICHHUH, YCTAHOBJIEHHBIX B TPYA0BOM 3aKOHO/IaTEIbCTBE.

2. Ha3zoBwute THIOBBIE (QYHKIINU KaAPOBOH CITY’KOBI.

NCTOUYHUKU

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

JIMTEPATYPA

Abynanze, /[I. T'. JlokymeHTannoHHOE oOecredyeHHe YMpaBieHHs MEPCOHAJIOM : y4YEeOHUK U
NpPaKTUKyM Ui akajaemuueckoro OakanaBpuara / JI. I'. AOymamze, U. b. Bempsokkuna, B. M.
MacnoBa. — Mocksa : UznatenbctBo FOpaiit, 2019. — 299 c¢. — (bakanaBp. AkaeMHUECKHANA KypC).
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— ISBN 978-5-534-00875-3. — Tekct : osnektponHsni // DbC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 (mara obpamenus: 30.11.2019).

Kanposoe nenonpounspoactso: Haunnaem ¢ Hynsa. Ayaut ceoumu cuiamu / U.B. Xypasnesa, M.B.
XKypasnesa. - 2-e uza. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16 + ( [om. mar.
znanium.com). - (ITpocro, kpaTtko, O6bICcTpO). (0) ISBN 978-5-16-008986-7 - TEeKCT : 3JIEKTPOHHBIN. -
URL: https://new.znanium.com/catalog/product/417566 (nara obpamienus: 30.11.2019)

[TaBnosckas, O. HO. IIpaBoBoe oOecneueHne KaapoBOro JAETONPOU3BOACTBA : yueOHOE Mmocobue s
By30B / O. O. IlaBnoBckas. — Mocksa : UsnmatensctBo IOpaiit, 2019. — 213 c. — (Bsicmiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Texkcr : anexkrponusiii // ObC Opaiir [caiit]. — URL:
https://urait.ru/bcode/445662 (nara oopamenus: 30.11.2019).

TEMA 2. PASPABOTKA OPTAHM3AILIMOHHBIX JIOKYMEHTOB B KAJIPOBOI CJIY)KBE
3AJJAHUA
1. Tlpoananuzupyiite opranusanuio padotsl ¢ kagpamu B 3A0O “Beimmen’.
2. Paspa6otaiite [lomoxxenue o6 otaene kaapo 3A0 “Beimnen”
3. PazpabotaiiTe JOKHOCTHYIO HHCTPYKIIHIO Il OTHOTO U3 COTPYAHHKOB KaJPOBOU CITYKOBI

YKA3AHUS 110 BBIITOJIHEHNIO 3AJAHUA

1. Ilpoananusupyiite kommiekc A0KyMeHTOB 3AO0 “BpiMmen”, BbIABIAA €ro CTPyKTypy,
YHCJICHHOCTb, HampaBieHUs JesTedbHOCTH OOIecTBa M OCOOCHHOCTH OpraHH3allMyd KaapOBOU
paboTHI.

2. Ha ocHoBe KBanM(pMKAMOHHOW XapaKTEPUCTUKU PYKOBOJHUTENS KaapoBoi ciyx0b, YCOP/,
TpynoBoro kojekca u TpeOOBaHUI MHBIX HOPMATHUBHBIX U METOAMUYECKUX JIOKYMEHTOB pa3paboTaiite
u opopmure npoekt [lonoxenust 06 oraene kaapos 3A0 “Bemmnen”.

3. Ha ocHOBe KBaIM(UKALMOHHBIX XapaKTEepPUCTUK pPaOOTHUKOB KaapoBoil ciyx0bl, YCOP/]
pa3paboTaiiTe TPOEKT IOKHOCTHOW WHCTPYKIIMU OJHOTO W3 COTPYIHUKOB oOTAena kajapoB 3A0
“BpiMmien” 1 0pOpMHUTE €ro B COOTBETCTBUU C YCTaHOBJIEHHBIMU TPEOOBAHUSAMU.

KOHTPOJIBHBIE BOITPOCBI

1. Tlepeuncnure 3anauu U GyHKINUN KaIpOBOM CITYKOBI.

2. Kakue 1oKyMeHTbI periaMeHTHPYIOT padoTy ¢ IEPCOHANIOM OpraHu3anun?

3. Ha ocHOBe, Kakux JOKYMEHTOB pa3padaThIBAIOTCS IIOJIOKCHHE O KaJpOBOW CIyKOe W
JOJDKHOCTHBIE MHCTPYKLIUH €€ COTPYAHUKOB?

4. KakoBa CTpyKTypa TEKCTOB MOJIOXKEHHS O KaIpOBOil CIy:K0€ U JOKHOCTHOW MHCTPYKUUU?

5. Korna nonoxxenue o kaapoBoi ciy0e mnpuodpetaer ropuauueckyto cuiry? Korga ono tpedyer
nepepadboTku?

6. Ilepeuncnure oOmue TpeboBaHMS K 0OPMIICHHIO OpraHU3allMOHHBIX JTOKYMEHTOB.

NCTOUYHUKHU

TpynoBoit kogexc Poccuiickoit ®@enepanuu or 30.12.2001 Ne 197-@3. Ilpunar I'ocyaapcTBeHHOM
Hymoii 21 nexabpst 2001r. (B pea. ot 29.12.2010) // [DnextponHsiit pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

YHupUuupoBaHHas cucrema OpraHU3alMOHHO-PACIOPAIUTEIBHON JOKYMEHTAIUH.
VYuudunupoBantbsie GOpMbl, THCTPYKIIUU U METOJAMYECKHE MaTepHalIbl 0 UX MprUMeHeHuo. M.1982
/'l [9nextponHslii pecype]. — M., 2019. — Pexxum goctyma:http://www.consultant.ru.
KBanuduxayoHHblil cripaBOYHUK JOJKHOCTEH pPYyKOBOJIWTENEH, CHEUUAINCTOB M CIyXaumx. M.,
2002// Il [9nextponnslii pecype]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

JIMTEPATYPA

I'moroBa C.A. IlpodeccroHanbHbIil CcTaHAAPT CHENUANINCTAa [0 YIPABIECHUIO IIEPCOHAIOM B
NesITeIbHOCTH KaJIpoBOW ciykObl [DnekTpoHHbIi pecype] / I'motoBa CBetiiana Anekcanaposha; C.
A.TnoroBa // YmpaBneHue AOKyMEHTAIMel: Mpoluioe, Hacrosiee, Oyaymee : marepuansl I1I-eit


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

20

MexnayHnap. Hayd.-ipakT. KoH®., mocsm. nmamsata npod. T. B. Kysnenosoii, Mocksa, PITY, 23-24
mapra 2017 r. / M-Bo oOpazoBanust u Hayku Poc. ®eneparun, @enep. roc. O0HKET. YUpPEK. BBICHI.
obpaszoBanus "Poc. roc. rymanutapHwii yH-T"', HcT.-apx. uH-T, Dak. AOKYMEHTOBEICHHS U
TEXHOTPOHHBIX apX., Kad. mokymenToBenenus. - Mocksa : Tepmuka.py, 2017. - C. 451-457. - Pexum
noctymna : http://elib.lib.rsuh.ru/elib/000013004.

Kykapuna FO.M. CoBpemMeHHBIE OpPraHM3allMOHHBIE M PETJIAMEHTHBIE JOKYMEHTHI: (DYHKIUH |
pasHoBuaHOocTH // BectHuk PITY. 2016. Ne2. [DnektponHsbIii pecypc]. — M., 2019. — Pexxum noctymna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik _daizi%202(4)-16.pdf.
[TaBnosckas, O. 0. IIpaBoBoe oOecrneueHre KaapoBOro JIEJIONPOU3BOACTBA : yueOHOE 1mocodue s
By30B / O. O. IlaBnoBckas. — Mocksa : UsnmatensctBo IOpaiit, 2019. — 213 c¢. — (Bsicmiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Texkcr : anexrponusiii / 3bC FOpaiir [caiit]. — URL:
https://urait.ru/bcode/445662 (nata oopamenus: 30.11.2019).

TEMBI 3-7. JOKYMEHTHUPOBAHHME KA/IPOBOM JEATEJBHOCTH

3AJTAHUA:

1. U3yuute 3aKOHOAATENbHbIE TPEOOBaHUSA K COJEPKAHUIO U O(OPMIICHUIO TPYJOBOTO JOrOBOpA.
[ToaroroBbTe NPOEKTHI JOKYMEHTOB 110 IIPUEMY Ha padoTy.

2. IloarotoBbTe MPOEKTHI JOKYMEHTOB 10 MIEPEBOY Ha JPYIyIO paboTy.

3.IToaroToBbTE MPOEKTH JOKYMEHTOB O WPEAOCTABICHHHM OTIYCKA, HPOEKTHl JOKYMEHTOB O
KOMaHJIMPOBaHUU PabOTHUKA

4.1loaroToBbT€ NPOEKTHl JOKYMEHTOB O MOOIIPEHUM PAOOTHUKA U  IMPOEKThl JOKYMEHTOB O
BBIHECEHUH JUCLUIITIMHAPHOIO B3BICKAHMS.

5.IToaroToBbTE MPOEKTH JOKYMEHTOB 00 M3MEHEHUH (paMUIHK paOOTHHUKA U MPOEKTHI TOKYMEHTOB O
PacTOPKEHUHU TPYIOBOIO AOrOBOPA.

YKA3AHU 10 BBITIOJITHEHUIO 3AJIAHUN

1. Ha ocHoBe MarepuanoB [el0BOH WIrpbl (CHPAaBOYHBIE JaHHbIE O pabOTHHKE) W TpeOOBaHUU
TpynoBoro kojekca MOArOTOBUTH TPYAOBOM J0OroBop ¢ paOOTHHKOM, OQOpPMHTE MPHKA3 O MpHeMe
paboTHHKa Ha paboTy (CTYIEHThI MOTYT COCTaBUTh MpPHUKa3 MO OOmUM TpaBuiam odopmieHUs
NPUKA30B WIK BOCIOJB30BaThcs yHHGDUIMpOBaHHOH (opmoit T-1). 3amoanuth JIMYHYHO KapTOUKY
pabotnuka (popmy T-2.) Onpenenutsb cocTaB JOKyMEHTOB, UCIIOJIB3YEMBIX U CO3JaHHBIX MPHU MPUEME
Ha paboTy, KOTopble GOPMHUPYIOTCS B JIMYHOE JIeJI0 paOOTHHKA.

2. Hcmonp3ys MaTepualibl JIEJIOBOW WIpHI (CIpaBOYHBIC JaHHBIE O pAOOTHHKE) W YUYUTHIBas
TpeboBanuss TpynoBoro kogekca o¢GOpPMHUTH IepeBoA paboTHMKa (IO €ro HHUIMATUBE U IO
MHUIMATUBE PYKOBOJUTENS CTPYKTYPHOIO TOJpa3fesieHus1) Ha Jpyryro paboTy B TOH ke
opranuzanuu. CocTaBUTh 3asBJICHUE, MTPEJCTABICHNUE, YBEIOMIIEHHE U 0OPMUThH IPUKa3 O MEepeBoe
paboTHHKA Ha APYryr0 paboTy (mo oOmuM mpaBmiaM oQOpMIIEHUS MPUKA30B HJIM BOCIOJIb30BATHCSA
yHuduimpoBanHoi ¢opmoit T-5). Buectn nannsie B JInuHyo kaprouky pabotHuka (dpopmy T-2.)
Onpenenutb cOCTaB TOKyMEHTOB, MCIOJNBb3YEMbIX M CO3JaHHBIX IIPU MEPEBOJE Ha JIpyryro paboTy,
KOTOpbIE (POPMUPYIOTCS B IMUHOE AETI0 PAOOTHHUKA.

3. Hcxonms w3 MaTepualioB JeNOBOM WIphl (CIIpaBOYHBIE JaHHBIE O paOOTHHKE) , O(GOpMHUTH
©XKErofHbII OuepeHON OIIauMBaeMblil OTHYCK M OTIYCK O€3 COXpaHeHUs 3apabOOTHOM IUIaTHI.
CoctaBuTh rpaduk OTIHYCKOB, 0OPMUTH MPHUKA3 O MPEJOCTABIEHUHU OTIyCcKa (IO OOIIMM IpaBHIaM
oopMIIeHHsI TTPUKA30B MJIM BOCIIOJIL30BATHCS YHH(PHIUPOBaHHOH (opmoii T-6) . BHectn naHHbIC B
JInynyro kapTouky padotHuka (popmy T-2.).

Hcnonb3ys maTepuaibl A€I0BONW UTPHl (CIpaBOYHbIE JaHHBIE O PaOOTHUKE) MOATOTOBUTH MPHUKA3 O
HalpaBJICHUU pPAaO0OTHUKA B KOMAHIUPOBKY (MO oOmMM mpaBwiaM OQOPMIICHHS NPUKA30B WIH
BOCITOJIb30BaThCs YHUPHUIIUPOBaHHOU popmoii T-9).


http://elib.lib.rsuh.ru/elib/000013004
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4. Hcnonb3yst MaTepualbl ACJIOBOM UTPHI (CIIpaBOYHBIC JaHHBIE O PaOOTHUKE), O(GOPMUTH MPUKA3 O
NnoompeHun paboTHUKA (1o OO0mUM TpaBwiIaM OGOPMIICHHS NPUKA30B MM BOCIOJIB30BATHCA
yauduimpoBanaoii popmoit T-9). Baectn maHHBIC O HOOMIPEeHHH B JIMUHYIO KapTOYKy pabOTHHKA
(popmy T-2.). OmpenenuTb COCTaB JOKYMEHTOB, HCIIONB3YyEMBIX MPH OGOPMIICHHH IMOOLIPEHUS,
KOTOpbIe (POPMUPYIOTCS B IMYHOE AENI0 pabOTHUKA.

Ha ocHoBanuu maTtepuanoB AeI0BOW UTPhl COCTABUTh OOBSICHUTEIBHYIO 3aMUCKY O JTUCHUIUIMHAPHOM
MPOCTYNKE, MOKIAIHYIO 3alMCKy O HapyLICHUW TPYAOBOM JMCUMIUIMHBI, MPUKA3 O HAIOKECHHHU
JUCLUIUIMHAPHOTO B3bICKAHUS.

5. Hcnonp3ys wmaTepuasibl JEJOBOM WIphl (CIpaBOYHBIC JaHHBIE O paboTHUKE) O(OpMUTH
IpeKpalleHue TPyAOBOro J0roBOpa MO MHULMATHBE PAaOOTHHKA, O WHHUIMATHBE paboTomaress, Mo
OOCTOSITENILCTBAM, HE 3aBUCSIIUM OT BOJH CTOpOH. OmNpenenuTh COCTaB JIOKYMEHTOB, KOTOPBIMHU
oopmisiercs kaxkaas curyarus. OGpOopMHUTE MPHUKa3 O MPEKPALICHUU JEHCTBUS TPYIOBOTO JOrOBOpa
(o obmuM mpaBwiaM 0(GOPMIICHHUST IPUKA30B WM BOCIIONIB30BaThcs yHU(DUIIUpOBaHHOH dopmoit T-
8). Buectn nanubie 00 yBonmpHeHMH B JIMuHyl0 KapTouky pabortHuka (popmy T-2.). Omnpenenutsb
COCTaB JIOKYMEHTOB, HCIIOJB3YeMbIX IpH O(OPMIICHUH YBOJIBHEHHS, KOTOpbIe (HOPMUPYIOTCS B
JUYHOE J1e]10 pabOTHHUKA.

CocraBbTe MPOEKT MpHKa3a 00 n3MeHeHUU (HaMUIIUH, TPUBEIUTE BO3MOXKHBIC OCHOBAHUS ISl U3aHUS
TaKOTO MPHKa3a.

KOHTPOJIBHBIE BOITPOCHI:

1. Bwigenure OCHOBHBIC JOKYMEHTHPYEMBIC 3a/1a49H KaJAPOBOU JEATCIIEHOCTH.

2. OxapakTepuzyWTe CTPYKTYpy TEKCTa TpPYAOBOrO JIOTOBOpa, TMEPEUYHCIUTE CYyIIECTBEHHBIC
MIOJIOKEHHSI TPYAOBOTO JIOTOBOPA.

3. SBustorcs nu yHUPUITPOBaHHBIE (OPMBI 00S13aTENBHBIMU ?

4. Ha ocHOBe TpeOOBaHWH K TPYAOBOMY JIOTOBOPY, OIPEACTUTh TMOPSIOK OQPOPMICHHS
JIOTIOJTHUTEIBHOTO CoTjamieHus (H3MEHEHHS K TPYI0BOMY JOTOBOPY).

5. Kakumu TpeGoBaHMSIMU JTOJDKHA PYKOBOJCTBYETCS KaJpoBas Ciyk0a nmpu ohOpMIIEHUH TTPUKA30B
B TE€KCTOBOM hopme?

NCTOYHUKN

Tpynosoit koaekce Poccuiickoit @enepanuu. [punsar I'ocygapctennoit Jymoii 21 nexadps 2001r.
.(cu3m. u gom.) // [DnekTpoHHsI pecype]. — M., 2019. — Pesxxum gocryna:http://www.consultant.ru.
YaudunupoBanusie (HOpMBI MEPBHYHON YUETHOH JOKYMEHTAIlMH IO Y4YeTy Tpyla U €ro OIUIaTHI.
Y.1. M.,2004// // [DnekrponHsiii pecype]. — M., 2019. — Pesxxum gocrtyma:http://www.consultant.ru.

O6mepoccuiickuii knaccupukaTop npodeccuit paboynx, TOJDKHOCTEH CIIyXKalluxX W Tapu(HBIX
paspsinoB OK 016-94. M.: Muntpyn Poceun, 1995. ///] [Dnextponnsiii pecype]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

Obmepoccuiickuil knaccudukarop nadopmarun o Hacenenun OK 018-95. M.: Muntpyn Poccun,
1996 //I/ [Dnextponnslii pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

Obmepoccuiickuil knaccudukarop ynpasieHdeckoit qokymenranuu OK 011-93. M. : 'occrannapt
Poccun, 1994 // [Dnextponnsiii pecypc]. — M., 2019. — Peskum moctyma:http://www.consultant.ru.

Oobmepoccuiickuii  knaccuukarop coernuaibHocTel 1o obpazoBanmio OK  009-93. M.
Foccranmapr Poccum, 1995 ///I  [Dnextponnsiii  pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

JIMTEPATYPA
Aolynanze, JI. I'. JlokyMeHTaImoHHOE 00ecrieueHre YIpaBlIeHUs IEPCOHATIOM | YU€OHHK U MPAKTUKYM
Uil akagemudeckoro OakamaBpuata / [[. I'. AOynanze, 1. b. Bempsokkuna, B. M. MacnoBa. —
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http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/

22

Mocksa : U3narensctBo FOpait, 2019. — 299 c. — (bakanaBp. Akanemuueckuit kypc). — ISBN 978-
5-534-00875-3. — Tekcr : osnekrponHeii // DOBC  IOpaiitr [caiir]. —  URL:
https://urait.ru/bcode/433411 (mara oopamenus: 30.11.2019).

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

Tema 8. TPYIOBAS KHNXKXKA

SAJAHUA
1. [IpoananusupoBath TpynoBoi kogekc PD, [IpaBuia BeneHuss U XpaHEHHS TPYAOBBIX KHIKEK,
MHCTPYKIIMIO T10 3aM0JIHEHUIO TPYJAOBOM KHMKKHU. BBISCHUTH MpaBuiia 3aBe/ICHUS U MOPSIOK BEACHUS
TPYJOBBIX KHUXKEK.

2. 3arosHUTH OJIaHK TPYIOBOM KHIKKH CBEACHUSAMH O paboTe U YBOJIBLHCHHU.

3. [Ipoananu3upoBaTh MPEJIOKCHHBIE KOMUHM TPYJOBBIX KHHKEK, OOBSCHHTH OIIMOKH B
o OpMIICHNY U BEICHUMU.

4. 3aperucTpupoBarh O(OPMIICHHYIO TPYIOBYIO KHHXKKY.

YKA3AHU 10 BBITIOJITHEHUIO 3AJIAHUN

1. N3yunte  TpynoBoi koxekc P®, IlpaBuiia BeneHHMs W XpaHEHUS TPYIAOBBIX KHUXKEK,
MHCTPYKLHIO 10 3aII0JTHEHUIO TPYIOBBIX KHUXKEK .
Y CTaHOBHTB:

-3aKOHOJIATENIbHBIC ¥ HOPMATHUBHBIC IIOJIOKCHUSI O CTaTyce TPYAOBOIl KHIDKKE, IOpsAKE e
oopmiIeHUsT ¥ BEICHUS;

- HOpMaTUBHBIC TPEOOBAHUS O AyOIMKATE TPYAOBOMH KHHKKH;

- HOpPMAaTUBHBIC Tpe6OBaHI/I$[ O BKJIaJbIIIC K TPYI[OBOﬁ KHHXKKCEC.
2. Hcrnosnp3yst MpeyioKEHHbIE MaTepHaibl [IeJOBOW WPl W MarepHaibl 3aHATHH O
AOKYMCHTHPOBAHUU IIPpUCMA, IICPEBOAA, YBOJIbHCHHNA BHCCTU COOTBCTCTBYIOIIUC 3allMUCU B TPYAOBYIO
KHIDKKY.
3. W3yunth mpeniokKeHHbIE KOMHUU TPYAOBBIX KHUXKEK, BBIIBUTH OHIMOKM B O(OpPMIIEHUH U
UCTIPABIICHUSAX HAa TUTYJILHOM JIHCTE, B paszeine «CBeaeHus o padboTey.

KOHTPOJIBHBIE BOITPOCHI

1. B kakoii cpok JomKHA OBITH 3aBeJieHa TPYJOBasi KHUKKA MPU MOCTYIJIEHUU pabOTHUKA Ha paboTy
BIIEpBBIE?

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

3.B kakoii cpok nocine yBoJbHEHHUs paOOTHUKY BbIIAETCs TPYAOBask KHUXKKa?

4. Kak oopmiisieTcs BbIiavya BKIIQIbIIIA K TPYJOBOH KHIDKKE?

5. Kakoe cTpyKkTypHOE 1ojipa3iejieHie OpraHu3ally XpaHUT OJIAaHKU TPYJOBBIX KHUKEK U BKIIAJbIIIEH
K HUM?

6.Kak ncnpaButh ommoKu, 0OHapyKEHHbIE HA TUTYJIHHOM JIUCTE TPYIOBON KHMXKKH?

7.Kax ucnpaButh ommOKu, oOOHapyKEHHbIE B 3aNI0JTHEHUH pazena «CBeneHus o padbore»?

NCTOYHUKN

Tpynosoii konekc Poccuiickoii @enepanuu. [Ipunsrt rocynapcrsenHoit Jymoit 21 nexadps 2001r.
Il [Dnextponnsiii pecypc]. — M., 2019. — Pexxum goctyma:http://www.consultant.ru.

[IpaBuna BeneHus U XpaHeHUs TpyJoBbIX KHUKeEK. (yTB.IlocTtanoBnenuem IlpaBurensctsa PO ot
16 ampens 2003 r. Ne 225 /" [OnextpoHHblii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.


http://www.consultant.ru/
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WucTpykuys 1o 3amoiHeHHI0 TpyAoBbIX KHIDKEK (yTB. IlocTtaHoBieHuem MuHHCTEpcTBa Tpyla U
counumanbHoro passutus Poccuiickoir ®enepamuu ot 10 oktabps 2003r.). 3aperucrpupoBana
MunucrepctBoM toctunmu Poccuiickoit @eneparuu 11 Hos6ps 2003 1. Ne 5219. // [DnexTpoHHBIHA
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

JIMTEPATYPA

I'moroBa C.A. TeHIeHIHMM pa3BUTUS KaapOBOTO JIEIONPOM3BOJICTBA B paMKax IMPOTPAMMBI
"udpoBas skoHomuka" [DaexkTpoHHBIM pecypc| / I'moroBa CBernana AnekcanapoBHa; CBeTiiaHa
A. I'motoBa // YnpaBieHue ToKyMeHTaMu B LU(poBoii skoHOMEKe. - Mocksa : PITYVY, 2019. - C. 98-
103. - Pexxum mocrtyma : http://elib.lib.rsuh.ru/elib/000013245.
KanpoBoe nemonpousBojactBo: Haunnaem ¢ Hyns. Aynut cBoumu cuinamu / M.B. Xypasnesa, M.B.
KypasneBa. - 2-e u3a. - Mocksa : HUL[ UHD®PA-M, 2014. - 184 c.: 60x88 1/16 + ( Jlom. mar.
znanium.com). - (ITpocto, kpatko, O6bicTpo). (0) ISBN 978-5-16-008986-7 - TeKCT : 3JIEKTPOHHBIM. -
URL.: https://new.znanium.com/catalog/product/417566 (mara ob6pamienns: 30.11.2019)
[TaBnosckas, O. 0. IlpaBoBoe obOecrieueHre KaapoOBOTo AEIONPOU3BOACTBA : yueOHOe mocoldue s
By30B / O. lO. IlaBnosckas. — Mocksa : UznmatenbctBo FOpaiit, 2019. — 213 c. — (Briciiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Tekct : anexrponnsiii / ObC IOpaiir [caiir]. — URL:
https://urait.ru/bcode/445662 (nara odpamenus: 30.11.2019).
Tema 9. CHCTEMATH3AIIMA JOKYMEHTOB KAJIPOBOM CJIYKBBI.

3ATAHUS

1. Ilpoananu3upyiite HOMEHKIJIATYpy Jie1 KaapoBoi ciyx0b1 3A0 “Beimnen”.

2. CocraBpTe NpPOEKT HOMEHKIATyphl Jen otaena kaapoB 3AO0 “Beimmen” Ha cremyromuid
KQJICHJIapHBIN TOJ1.

3. Ilpoananusupyiite TpeOOBaHHME 3aKOHOAATEIbHBIX M HOPMATHBHBIX JOKYMEHTOB K COCTaBY
JIOKYMEHTOB JINYHOTO JIeJIa.

4. Cdopmupyiite nuunoe neno corpyanuka 3A0 “BeiMien” U cocTaBbTe BHYTPEHHIOIO OIHKCH
JIOKYMEHTOB JIMYHOTO JIeJa.

YKA3AHUS 10 BBIITOJIHEHUIO 3AJTAHUI

1. C yderom TpeOoBaHMN HOPMATHUBHBIX JOKYMEHTOB IpOaHAIM3UpYyHTe HOMEHKIatypy nen 3A0
“Bpimnen”, ompenensisi €e BUJ, KIaCCU(UKAIMOHHYIO CXeMYy, OCOOEHHOCTH (OpPMYJIUpPOBaHUS
3arojIOBKOB, HWCTOYHMKM UM MPABWIBHOCTb YCTaHOBJIEHUS CPOKOB XpaHeHusd. Ormnpenenute
MepexoIAIue Jiea, BKIIOUEHHbIE B 3Ty HOMEHKJIATYPY.

2. Ha ocHoBe TpeboBanuii OCHOBHBIX IpaBUiI pabOThl ApXWBOB OpraHU3allMii M TUIIOBOTO MEpEeyuHs
YIPaBJIEHYECKUX JOKYMEHTOB CO CPOKaMH XpPaHEHMsI COCTaBbTE MPOEKT HOMEHKIATypbl aen 3A0
“BpiMnienn” Ha ciieAyoUMi KaneHaapHbiid roa. [IpoekT oopMuTe B COOTBETCTBUU C YCTaHOBIEHHBIM
MOPSIKOM.

3. Wsyuuts Yka3 [Ipesunenta PO Ykas [Ipesunenra Poccuiickoit @enepaunn ot 30 mas 2005 r. Ne
609 «O mepcoHambHBIX JaHHBIX TOCYJAPCTBEHHOTO TPaXKJAAHCKOTO ciykamiero Poccuiickoit
@enepanl U BEIEHUU €ro JHUYHOro nena» M3yunts p.8 TunoBoro mnepeuyHs yNpaBICHUYECKHX
JOKYMEHTOB U ONPEJENIUTh COCTAaB JOKYMEHTOB JIMYHOIO Jiesia paOOTHHKA.

4.Vcnonb3yst JOKYMEHTHI, pa3paOoTaHHbIE Ha MPEIbIAYLINX 3aHATUAX, CHOPMHUPYHTE JTUYHOE JEI0
paboOTHUKA C y4E€TOM YCTAaHOBJIEHHBIX HOPMAaTUBHBIX TpeOoBaHuil. J[ns chopMHpOBAHHOTO JTHYHOTO
JieJla COCTaBbTE BHYTPEHHIOIO OIUCH JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. KakoBo Ha3HaYeHHE HOMEHKJIATYPHI JIe] B KaIpOBOM ciTyx0e?

2. KakoBel TpeOoBaHUS K (OPMYIHUPOBKE 3aroJiOBKOB  JOKYMEHTOB [0 JUYHOMY COCTaBy B
HOMEHKJIaType J1en?
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3. Ilepeuncnure cocTaB TOKyMEHTOB JMYHOTO Jejia padOTHHKA; TOCYJapCTBEHHOIO CITy KalLEero.
4. Kak onpenenstoTcsi CpOKM XpaHEHMsI KaJIpOBBIX TOKyMEHTOB?

5. Kakas cinyx0a B opraHu3aluu J0JDKHA pa3padoTaTh HOMEHKJIATYPY J1eJl KaApOBOH CIIyKObI?
6. Kakue 0coOOEHHOCTH XapaKTepHBI A1 HOMEHKJIATYPbI JIe) KaJpOBOU CITy>KObI?

NCTOUYHUKU

Vka3 [lpesugenta Poccuiickoin @eneparuu ot 30 mas 2005 r. Ne 609 «O nepcoHaIbHBIX JTaHHBIX
rOCYJIapCTBEHHOI'O0 TPaXkKAaHCKOro ciykaimero Poccuiickoii d@enepauumyd M BEICHUM €0 JIMYHOTO
nena» I/ [Dnextponnsiii pecype]. — M., 2019. — Pesxxum pocryna:http://www.consultant.ru.

[Tpuka3 PocapxuBa ot 23.12.2009 N 76 "OO6 ytBepxkueHMH METOAMYECKHX PEKOMEHIAIMHA 10
pa3paboTKe HHCTPYKUMHA 1O JEeJIONPOU3BOACTBY B (eAepalbHbIX OpraHax HUCHOJHUTEIbHON
Bractu'"//[DnexTponnslit pecypc]. — M., 2019. — Pexxum nocryma:http://www.consultant.ru.

[lepeueHb THUIMOBBIX YNPABICHUYECKUX AapXUBHBIX JOKYMEHTOB, OOpa3ymoIIMUXCS B Mpolecce
NEeSTEIbHOCTH TOCYapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPABIICHUS W OPTaHM3AIHMA, C
yKazaHHeM CpokoB xpaHenus. M.,2010// [Dnexrtponnsiii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

JINTEPATYPA

beikoBa T.A. JIoKyMEHTaIlMOHHOE OOECIEeYeHHE YIpaBiIeHHs (IETOMPOU3BOACTBO) [DIEKTPOHHBIM
pecypc] : yaebHoe mocobue / T. A. beikoBa, T. B. Ky3nenosa. - 2-e¢ u3j., mepepad. u jgom. - Mocksa :
Hudpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL http://znanium.com/go.php?id=942800.

9.2 MeTtoan4yeckue peKOMeHIalMH 10 MOAr0TOBKe MUChbMEHHBIX padoT

[TucemenHBIe pabOTHI (pedepaThl, PELEH3UH) HMPOSBISIOT KaK TEOPETHYECKHE 3HAHUA, TaK U
MPAKTUYECKH HABBIKK CTYJEHTOB. Teopwsi MOJapa3yMeBaeT 3HAKOMCTBO C TOHSTHUSIMH «JOKYMEHT),
«MCTOPUYECKUN MCTOYHUK», «IOKYMEHTalbHasg MyOnuKalus» W Ap. U HX Kilaccu(UKaIusIMu.
[IpakTH4eckre HABBIKM 3aKIIOYAIOTCS TAaKKe B YMEHHHU IOJTOTOBHTH HAa TPAKTHKE, B KadeCTBE
MPUIOKEHU K paboTe, MOKyMEHTAIbHYIO MYOJMKAIMIO, OLUEHUTh M IPOAHATU3UPOBATH YiKe
UMEIOIIUECS U3JIaHus, a TAK)KE TPAMOTHO HM3JIOKHTH PE3yJIbTaThl CBOMX HAOIFOICHUH B COOTBETCTBUU
¢ mpaBuiamMu ohopMIIeHUS KBaTU(PUKAMOHHBIX paboT.

[Ipu BBIOOpE TEMBI HCCIEAOBAaHWSA, a TakkKe MpeaMera W OOBeKTa H3Y4YCHHS CIETyeT
OpPUEHTHPOBATHCS HAa y>K€ MMEIOIIUICS B 9TOM Jeje ombIT. PaboTsl mo apxeorpaduut MOTyT OBITH
MOCBSIIICHBI BOMPOCAaM TEOPWUH, WCTOPHHM WJIM METOJHMKH apxeorpaduu. TeopeTHYecKHe acCIeKThI
CBSI3aHBI, KaK NPaBUJIO, C TpPaHHUIIAMH apxeorpaduu Kak HAyYHOW TUCIHUIUIMHBI, €€ 3aJadyaMu u
COOTHOIIIEHUEM C JPYTHMH JTUCITUTUIMHAMY Y HAIIPABICHUSIMH.

Hctopust apxeorpaduu BKIIOYAET aHAIU3 HM3AAHUNA HCTOYHHMKOB OINpPEAETECHHBIX BHJIIOB WIIU
3TOX, WM WCTOYHUKOB, OOBCTUHCHHBIX TEMAaTHUYECKH. BO3MOXKHO Takke pacCMOTpPEHHE BKJIaJa B
apxeorpaduo OTAeNbHO B3ATOTO JIUIA W YUPESKICHUS.

MeTomudeckue acleKThl MOpa3yMEeBalOT W3YUCHHS OTACIBHBIX 3TalloB apxeorpaduueckoi
paboThl, TaKWX, HANIpPUMeEp, KaK Mepeaaya TeKCTa MCTOYHHKOB WIJIM BBHIOOp TecTa AJs MyOIHKaIUu.
[IpoGnemsbl, cBs3aHHBIE C COAEpPNKAHHEM pacCMAaTPUBAEMBIX H3IaHUM (TO €CThb OMyOJIMKOBaHHBIX
HMCTOYHUKOB), TaKK€ MOTY COCTaBJISITh MpEAMET JUIisi u3ydeHus. B oJHOI BBIMyCKHOW paboTe Ha
MIPAKTUKE BO3MOXKHO COYETAHHE CPa3y HECKOIBKUX ITOIXO0JIOB.

XpOoHONOTHYECKHEe M TEeMaTHYeCKHe TPAaHUIbl NpU BbIOOpEe Tembl paboTHI MO apxeorpaduu
JOCTATOYHO IIUPOKH, YTO ITO3BOJISET JIOCTATOYHO JIETKO NPHOJIM3UTh MX K HAYIHBIM HHTEpecam
CTYICHTA.

[Ipn wamucanuw pa®OTHI BHaYaje, KakK MPaBWIO, CTYJCHT HAa OCHOBAaHUU CBOETO
MEPBOHAYAIILHOTO 3HAKOMCTBA C UCTOYHUKAMH M JUTEPATypOll M TPU KOHCYIbTAIUU C HAYYHBIM
PYKOBOAMTENIEM OTpEIEIseT OOIIYI0 HCCIEA0BATENbCKYIO MPOOJieMy, PEIICHHI0 KOTOopoil Oyner
MOCBSAIIEHA €ro padoTa. B TeKCTe 3aKOHYEHHOTO MCCIIeIOBAHUS Ta MpobdJieMa JT0JbKHA ObITh BUJIHA U3
Ha3BaHMs paboOThHI, ee O00beKTa W TpeaMmeTa. [ yTOUHEHHs HampaBiICHUS JaIbHEUINX IEHCTBUI
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CTYZICHTY CJIEIyeT, C yY€TOM BRIOPaHHOTO T€HEPAIHLHOTO MyTH, 00JIee OCHOBATEIHLHO TO3HAKOMUTHCS C
WMCTOYHUKAMH M JUTEPATYpPO MO MHTEPECYIOIIMM ero mpobiemam. Pe3yapTaTtoM 3TOT0 3HAKOMCTBA
SBIISICTCSL  COCTABJICHHE CTYJCHTOM IIJaHa paboThl W MPEIBApUTEIBHOTO BapHaHTa CIIHCKA
WCIOJIb30BAHHBIX HMCTOYHUKOB W JUTEpaTyphl. W MaH, ¥ CHHCOK COTJIACOBBIBAIOTCS C HAYYHBIM
pykoBoauteneMm. JlanpHeWIne MEHCTBHS CTYACHTA 3aKIIOYAIOTCS B PEIICHHH IOCTABICHHBIX MM
3anad. [Ipy 5T0M HEOOXOAUMO YUUTHIBATH CIICTYIOIINE MOMEHTEHI.

JIrobasi mucbMeHHasi paboTa WMEeT OINpPENEICHHBI COCTaB: TUTYJBHBIN JIUCT, OIJIABJICHHUE,

BBEJICHUE, TJIABHI, 3aKIIOYCHHE, CIIMCOK WCIOIh30BAHHBIX HMCTOYHHKOB U JINTEPATYPHI, MPUIOKCHHUS
(BO3MOXKHBI).
Kaxxnas cocraBHas 4yacTh pabOTBI UMEET CBOKO CTPYKTYPY U CTPOUTCS B COOTBETCTBHM C HAyYHOM
JIOTUKOW M (OopMalIbHBIMU TpeOoBaHUAMHU K odopmieHuto pador. Hambonee crporo cobiomaroTcs
TPaIUIIMU HAITUCAHUS BBEICHUS, KOTOPOE TPAAUIIMOHHO MMEET CICAYIONIUE pa3feiibl: aKTyalbHOCTh
TEMbl HCCIICJIOBAHUS, HMCTOYHUKU WCCIENOBaHMs, HcTOpHorpadus. Paccmorpenue s3toro 0Ojoka
BBEJICHUS OTpeeNsieT 00BeKT, MPEeIMET, Meld U 3a7a4d paboThl, a TaKXKe METOAbl MCCIICIOBAHMUS,
HAYYHYIO HOBU3HY H CTPYKTYpY paOoThl. [Topsaok pa3nesioB B HEKOTOPBIX CIydasiX MOXKET MEHIThCS,
HO WX HaJIM4YUEe O00s3aTeIhbHO BO BBeAeHUM K pabote. [lpu H3M0KEHHH pPE3yJIBTaTOB CBOETO
WCCIICIOBAHMSI CTY/ICHT JIOJDKEH BJIaJIeTh HEOOXOIUMOM KYJIBTYpOU IIUTUPOBAHUS, KOTOPAsl TIO3BOJISIET
CTPOTO OTJIEJSATH BHIBOJBI aBTOpPa OT HAOMIOACHWNA W (aKTOB, 3a()UKCHPOBAHHBIX B HCTOYHUKAX U
nuteparype. TONbKO Takoil TMOJXOJ IMO3BOJSET BIOJHE OICHUTH CTCIICHb HOBH3HBI U 3HAYMMOCTH
paboTtel. B 3akimoueHnn K paboTe B 11eJI0M (2 TakKe B 3aBepIIaoNuX ad3amax B KOHIIE IIaB) TOJDKHBI
OBITh MPHUBEIICHBI BBIBOIBI, K KOTOPBIM CTYJICHT MPHIIEI B Pe3yJIbTaTe MPOBEICHHON paOoThl. BBIBOIBI
JIOJKHBI OBITh apTYMEHTHUPOBAHBI.

IIpunoxenune 1. AHHOTAITHS
paboyeii mporpaMMbl JUCIUATUTHHEL
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AHHOTAIIUS PABOYEN ITPOT'PAMMBI JTACIHUILIAHBI

Jucuunnuna «KagpoBoe 1enonpou3BOJCTBO» peanu3yercs Ha (akyJbTeTe apXUBOBEICHUS U
JOKYMEHTOBe/IeHUsT Kadeapoil TOKYMEHTOBEACHUS, ayIMOBH3YaJIbHBIX M HAYYHO-TEXHHUYECKUX
apXHBOB.

[enp qUCHUIUIMHBL: U3yYEHHE OCHOBHBIX IIPaBUJI JOKYMEHTHUPOBAHUS TPYIOBBIX OTHOLICHUN B PO u
OpraHu3anuu paboThl ¢ JOKYMEHTaMHU 110 JUYHOMY COCTaBY.

3ajgauu :

J O3HaKOMHUTH CTYJEHTOB C OCHOBHBIMH IIPaBOBBIMH aKTaMH B cdepe  KaJIpoBOro
JIeTIOTIPOU3BOICTBA;

J CdhopMupoBaTh KOMILJIEKCHOE TPEACTABICHUE O COCTOSHHUHM COBPEMEHHON CHCTEMBI
JTOKYyMEHTAIUH 10 JITYHOMY COCTaBY;

J JlaTh XapakTepUCTUKY O00S3aTeNbHBIM, YCIOBHO-00S3aTEIbHBIM M PEKOMEHIYEMbBIM
JOKYMEHTaM KaJIpOBOil CITykKOBbI;

J Omnwucath 0COOEHHOCTH COCTaBJICHUS M O(GOPMIICHUS JIOKAJIBHBIX HOPMAaTHBHBIX aKTOB,
PErJIaMEHTHPYIOLIHNX JIESITETbHOCTH KaJPOBBIX CIYXkO;

J BBISIBUTH OCHOBHBIE JOKYMEHTHPYEMBIE 33/1a41 KaJIPOBOU CITyKOBI;

J VYCTaHOBUTH COCTaB JOKYMEHTOB I10 OCHOBHBIM JOKYMEHTUPYEMBIM KaJpPOBBIM
nporenypam;

J [TomaroBo onucarb MOPSAAOK JOKYMEHTUPOBAHHS STHX HPOLEIYD;

J CdopmupoBaTh HaBBIKM COCTaBJICHHS M O(QOPMIICHUS JAOKYMEHTOB IO JIMYHOMY
COCTaBYy;

J OOy4nTh OCHOBHBIM TEXHOJIOTHUECKUM IPHEMaM JICIONPON3BOICTBEHHBIX OIEPALINN;

J O3HaKOMHTH C HOPMAaMU W TPAaBUJIAMU CHUCTEMATH3AIlMA W XPAaHEHHS JOKYMEHTOB IO

JIMYHOMY COCTaBY.
Z[I/ICI_[I/IHJ'II/IHa HallpaBJICHA HaA (bOpMI/IpOBaHI/Ie CIICAYIOIHNX KOMHGTGHHHﬁZ

OIIK -2. Cioco0eH HaXOAUTh OPraHU3AIMOHHO-YIIPABIEHYECKUE PEIICHUS [IPU PEIICHUH 3a/1a4 B
cdepe cBoeil mpodheccuoOHaTBHOM IS TEIIBHOCTH.
YK-11. Crioco6eH ¢popMupoBaTh HETEPIUMOE OTHOIIEHHE K KOPPYINIIUOHHOMY MOBEACHUIO

B pesynbrare 0cBO€HUS TUCIUITIIMHBI 00YYatOIUics JOKEH:

3name:

J COBPEMEHHYIO 3aKOHO/IaTENIbHYIO0 U HOPMaTHUBHO-TIPaBOBYIO 0a3y, periaMeHTHPYIOLIYIO
paboTy ¢ KaJpoBOH JOKYMEHTAIHEH;

OCHOBHBIE NTPOOJIEMBI COBPEMEHHOT'O KaIpOBOTO JEONPOU3BOICTBA;

cneun(uKy KaJpoBoil TOKYMEHTAllMU B FOCYIapCTBEHHON M HEroCyapCTBEHHOM cdepax;
COCTaB 00s13aTeIbHBIX JJOKYMEHTOB Ka/IpOBOil CITykKOBI;

NOPSAJOK TOKYMEHTHUPOBAHMSI KaJPOBBIX MPOLEYp, CPOKU U3JIaHUS JOKYMEHTOB;
TpeOoBaHUS K OPOPMIIEHUIO JOKYMEHTOB 110 JIMYHOMY COCTaBY;

TEXHOJIOTHIO Pa0OTHI C TOKYMEHTaMU KaJpOBOil CITy>KOBI;

MOPSAZIOK BEACHUS JIMUHBIX A€l paOOTHUKOB;

MpaBWJIa CUCTEMATHU3AlMH U XpPaHEHUS TOKYMEHTOB 0 JTUYHOMY COCTAaBY.

Ymems:

paboTaTh C HOpMATUBHO-TIPaBOBOI 0a30ii B cepe KaaApOBOro EIONPOU3BOJICTBA;
MPUMEHSITh HOPMBI TPYJIOBOTO NpaBa, Kacarolrecs KaJpoBOi JOKYMEHTAIMH, Ha MPaKTHKE;
OpraHU30BBIBATH Pa0OTY KaJapOBOI CITyKOBI;

COCTaBJIATh U 0O()OPMIISATH JIOKAJTIbHbIE HOPMAaTUBHBIE aKThI KaJPOBOW CITYkKOBbI;

MIPOBOJMTH BECh KOMILJIEKC paboOT MO TOKYMEHTUPOBAHUIO OCHOBHBIX KaJPOBBIX MPOLIEYD;
MPaBHIBHO 0QOPMIISATE U OQOPMIISTH OTJENbHBIE KAJPOBBIE JOKYMEHTHI;
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. OpraHu30BaTh paboTy ¢ KaAPOBOU TOKyMEHTAIMEH B OPTaHU3AIMSIX U YUPEHKACHUIX
Pa3TUYHBIX OPTraHU3AIMOHHO-TIPABOBBIX (HOPM.

Bnaoemo:

J aHaJM3a TMPaBbIX aKTOB, BBIABICHUS HEOOXOAMMOHN periiaMeHTUpYIolell HHPOpManuu o
JOKYMEHTHPOBAHHUU TPYAOBBIX OTHOIICHHIA,

. paboTHI C TUIIOBBIMHU M YHUPUITMPOBAHHBIMU (DOpMaMU JOKYMEHTOB;

. COCTaBIICHUS PA3IUYHBIX BUJOB JOKYMEHTOB, OGOPMIISIONIMX TPYAOBBIC OTHOIICHHS C
pabOTHHKAMHU,

J COCTaBJICHUS JIOKAJBHBIX HOPMATHUBHBIX aKTOB, DPETJIAMEHTUPYIOIIUX padoTy KaJIpoBOM
CI1yXOBlI;

. MOJICJIMPOBAHUS YIIPABJICHYECKUX CUTyalldid IO BOMPOCAM JIOKYMEHTUPOBAHUS TPYIAOBBIX
OTHOIIICHHH;

J paboThI C KaAPOBOM TOKYMEHTaIUEH;

. CHUCTEMaTHU3aI[uU KaJpOBOU JOKYMEHTAIIMU U OpraHu3aluu e€ XpaHeHUsl.

[To nucuuIuIMHE peTyCMOTpeHa MPOMEXKYTOYHAS aTTeCTalus B (hopMe IK3aMeHa.
OO11ast TPyA0EMKOCTh OCBOCHHUS AUCLUILUIMHBI COCTABIISACT 4 3a4ETHBIX €MHHULIBL.



