MHUHOBPHAYKHN POCCHUH

DeepajibHOE TOCYAAPCTBEHHOE OI0KETHOE 00pa30oBaTe/IibHOE YUpeKIeHue

BbICHIETr0 00Pa30BaHUNA

«PoccuiicKuil rocy1apCcTBeHHbIN I'YMAHUTAPHbIA YHUBEPCUTET»
(®T'BOY BO «PI'TY»)

UCTOPUKO-APXVBHBIN UIHCTUTYT

(I’aKyJ'[LTeT APXUBOBECACHUA M1 TOKYMECHTOBCACHHUSA

Kaq)ellpa AOKYMCHTOBCACHUS, AYyIUOBU3YAJIBbHBIX H HAYYHO-TEXHUIECCKUX aPXUBOB

KAJIPOBOE JIEJIOITPOU3BOJICTBO

PABOYAS [TPOTPAMMA JUCHUTIJIMHBI

46.04.02 JTokyMeHTOBE/IEHUE U ApXUBOBEJICHUE

Koo u naumenosarue Hanpaejlenus noazomOGKu/cneuuaﬂbHocmu

WNudpopMannoHHO-TOKYMEHTAIMOHHOE 00eCTIeUeHHE yIpPaBICHUS

Haumenosanue nanpasnennocmu (npoguis)/ cneyuanuzayuu

YpoBeHb BHICIIET0 00pa30BaHUs: Oaxaiaspuam

dopma 06yquH;1; 0uHAA, OYHO-3A0UHAS,3A0UHAS

PII/I anantupoBaHa Jjis1 U1l
C OTPAaHUYEHHBIMU BO3MOXHOCTSAMU
3I0pPOBbSI U UHBAJIUIOB

Mocksa 2023



KanapoBoe ne10npou3BoacTBo

Pabouas mporpamma JUCIUTUTHHBI
CocraBurenb:
K.I/I.H., JOLCHT Ka(bellpbl I[OKYMGHTOBCI[GHI/ISI, ay,III/IOBI/ByaJ'IBHBIX nu Hay‘-IHO-TeXHI/I‘-IeCKI/IX

apxuBoB C.A. ['morosa

YTBEPX/IEHO
[TpoTokoun 3acenanus xkadenpst JAUHTA

Ne 11 ot 27 mapta 2023 r.



OI'NTABJIEHUE
1 TTOSCHUTEITBHAS BATTHCKA ...uvveeiuveeeiutraesuteeessteaessteeessseeessseesasseeaasseesasseeaasseesasseesnneessnneeanneeannneens 4
1.1 B IS0)0 07 Q- Di P e 7 00112 (6300700 R10703 ) APPSR PR 4
1.2 IlepeveHp MIaHUPYEMbBIX PE3yIbTATOB 00YUYEHHS 110 AUCHUIUINHE, COOTHECEHHBIX C
UHIUKATOPAMHE JTOCTHKCHUST KOMIIETCHIIMH «..v..vveeveteseetetetestetesteseseestssesessesesbe e sse et sease et snesesnesesnenesnns 4
1.3 MecTo AMCUHIUIMHEI B CTPYKTYPE OCHOBHON 00Pa30BATEIBHOMN MPOTPAMMBIL.........veeveereeeeeesenes 5
2 CTPYKTYPA JUCIIHTIIIIIHB ¢ vvvieisteeessteesssseessssesssssesssssesssssesssssesssssessnssessnssssssssessnsssssnsssssnssessnsees 5
3 COICPIKAHUE TACIIUTIIIHHDBL .........veeuteeauteesteassteasteeasseesseessseesseeasseessesanseeaseeasseesseeanseeaseesnseessessnses 6
4 OOPa3OBATCIIBHBIC TEXHOIOTHH .. .eeeuvvresssressssreesssesessseessssssesssesssssesssssesssssesssssessnssessnssessnseessnes 12
5  OueHKa INIAHUPYEMBIX PE3YIBTATOB OOYUCHIIS .....vveuvevreseeriasresseesseessesseesseassesieesseanesseesnens 12
51 CHICTEMA OTICHIUBAHFIS ......ve.vveesteesteeteessesasseasseasseesseesseesaeesssessseasseeseesbeeabesaseeasseenseenbeesseesnnesnnesnns 12
5.2 Kpurepun BBICTaBICHUS OICHKU MO TUCIIHATIIIHHE . ..eeiuveeeerressreessireesssessseeessnessssesssssessssessssneesns 13
5.3 OrneHoYHBIE CpeACTBa (MaTepHallbl) ISl TEKYIIET0 KOHTPOJIS yCIIEBAEMOCTH, TIPOMEKYTOYHON
ATTECTAUU OOYUIAFOIIUXCS TIO JIACTIHITITITHE . ... .vce.vveuveesreesteesteeseeesssesnsesnseesseesseessnessssasneansesssessseessnssnnesnns 15
6  YueOHO-MeTOnMYECKOE U MH(DOPMANMOHHOE 00SCTICYCHUE AUCIIHILTUHBI ... enenene 16
6.1 CIHACOK MCTOTHUKOB U JTATEPATYPBL ... .vveevveaureaseeesteesteesueesssessseasseessesssssssssssssssssensessseessessnssnsesnne 16
JINTEPATYPA (OOSTBATEITBHAS) ..e.vveeureeurieteeasteesseeasseesseessseesseessseesseeasseeaseeanseeaseeasseeabeeanneesneeanneeannean 20
JINTEPATYPA (JIOTIOTHUTEIIBHASN) «veuvveeriesreessreeseeasneesseessreessesasneesmesssseessesasneesseessneeasesanneesnessnneesneeas 21
6.2 [lepeuens pecypcoB nHGOPMAIIOHHO-TEIEKOMMYHHUKAIMOHHOM ceTn «IHTEpHETY............... 21
6.3 B.3 Error! Bookmark not defined.
7  MatepuanbHO-TEXHUYECKOE 00ECTICUCHHNE TUCIIUTIITIHBI ......vveerrerieesnreaieesnneesinesneessneanneenes 22
8  Oo0ecreueHune 00pa3oBaTEIHLHOTO MPOIIECca JIIS JIUII C OTPAHMYSHHBIMUA BO3MOXKHOCTSIMHU
3IOPOBBS. M MHBAITHTIOB ...ttt eatteeaattteasteeesateeessbeeeaabeeeasbe e e s s be e e s e e e a ke e e s e e e b e e e bb e e e b e e e s bn e e s bn e e nnbnee s 23
LI\ [ V0107 e (5100294 (S Y 2 o) 0) €2 11 03 (OSSP 24
9.1 I11aHBI TAOOPATOPHBIX BAHITHIHL. ..ecuvvevrrerrasreasreesteesueesueesssessseaseesseesseestsessseasseeseesseesseessessnnesnne 24
9.2 MeTonuveckre peKOMEHIAINH TI0 TIOJITOTOBKE MACEMEHHBIX PAOOT ... veiveevieriieriieniieaieanieans 35

AHHOTAIUS TACTUATUTAHBI (MOILYTIS) +.utvtetutrtesuteeesuteeessseeessseesssseesssseesssseessssessssseesnssessnssessnsseesnsseens 38



Heﬂb Oucuunﬂuﬂbzi IIOATOTOBUTE BBIIIYCKHHKA, BJIAJACIOMICIO HaBbIKAMKW BCACHUA KaIpOBOI'O

JACJIOIIPOU3BOJCTBA.

1 IlosicHuTeJbLHAdA 3alIHCKA
1.1 Ilean u 3aaa49u AU CHUILIHHBI

33[[3‘11/1 JUCHMIIJIMHBI .

L4 C(bOpMI/IpOBaTB Yy CTyA€HTa KOMIICTCHIMH, ITO3BOJIAIOIINE €MY BBIIIOJIHATH BECH

KOMIUIEKC paboT MO KaJApOBOMY JICTIONPOU3BOICTBY;

L4 C(bOpMI/IpOBaTB Y HETO KOMINJICKCHOC MMPEACTABIICHUE O CUCTEME JOKYMCHTAIIUHU I10

JIMYHOMY COCTaBY,

° Jlatb mpezcraBieHue o0 ypoBHE PErIaMeHTAlluu KaJIpOBOTO AENOMPON3BOICTBA B
P®;

° Hayuuth cTynenta cocTaBisiTh U OGOPMISTH OpPraHHU3AIlMOHHBIE KaJpPOBBIC
JIOKYMEHTHI,

° HayuuTh cTyneHTa [OOKYMEHTUPOBATh OCHOBHBIE KaJpPOBBIE MPOIEIYpPhI

COOTBCTCTBHHU C Tpe6OBaHI/I${MI/I 3aKOHOJaTCJ/IbCTBA,

L4 Hay‘lI/ITB CTYACHTa OpIraHU30BbIBATH pa60Ty KaHpOBOﬁ CJ'Iy>K6BI, COCTaBJIATH

JIOKAJIbHBIC HOPMATHUBHBIC AKThI, PECTJIAMCHTUPYIOIIUC €€ ACATCIbHOCTD.

J OO0yuuThH

OCHOBHBIM

TCXHOJIOTHYCCKHUM

npueMaM  JCJI0NPOU3BOJCTBCHHBIX

OHepaHHﬁ, OopraHu3alvv XpaHCHUA KaHpOBOﬁ AOKYMCHTAIIUH.

1.2 TlepeuyeHb MIIAHUPYEMBIX Pe3yJabTATOB 00y4eHUsI N0 TUCHUIIHHE,
COOTHECEHHBIX ¢ HHAUKATOPAMHU J0CTUKEHHUS KOMIIETeHIUI

Komnerennus
(kK011 ¥ HAMMEHOBAHHE)

NnaukaTopbl KOMIeTeH UMt
(kK011 ¥ HAMEHOBAHHE)

Pe3yabTaTsl 00yyenus

OIIK-2. Cnoco6GeH HaX0AUTh
OpraHMU3aIMOHHO-
yIpaBJICHYECKUE PELICHHS TIPU
pemieHnH 3a1a4 B chepe cBoer
npo¢eCcCHOHATBHOM
JIeSTeIbHOCTH

OIIK-2.2. OpranuszoBsiBaeT paboTy
o IpasaesicHuil B cepe
JOKYMEHTAITMUOHHOT'O O6eCHe‘IeHI/I${
yIpaBJIeHUs] U apXUBHOTO Jiej1a

3namov: nopsoox pabomwl ciyicoO
OOKYMEHMAYuoHHO20 obecneyenus
VIPasieHus U apxXueos

Ymems: pecnamenmuposame pabomy
CYAHCO OOKYMEHMAYUOHHO20 0becneyeHuUs
VIPasieHus U apxXueos

Bradems: nagvikamu opeanuzayuu
pabomul noopaszoenenuii 8 cghepe
OOKYMEHMAYUOHHO20 0becneyenus
YIPasienust U apXusHo2o 0eld 8
COOMBEMCMEUU C HOPMAMUBHLIMU
mpebosanuimu

YK-11. Cnocoben
(hopMupOBaTH HETEPIIUMOE
OTHOIIICHHE K
KOPPYIIIHOHHOMY TOBEIICHUIO

YK-11.3. Bnagetp HaBbIKaMu paboTHI C
3aKOHOAATEILHBIMA U IPYTUMHU
HOPMAaTHBHBIMH NMPAaBOBBIMH aKTaMHU

3nams. 3axono0amenvhvie u OpyeUMU
HOPMAMUGHBIMU NPABOBLIMU AKMAMU 8
cghepe cryocebHoOU OesmenvHocmu
Ymems: pabomams ¢ Hopmamueno-
npasosoll bazoul 6 chepe cuydicedbHoll




OdesimenibHOCmU

Bradems: nasvixamu npumenenus
AHMUKOPPYNYUOHHBIX HOPM 8

PO ecCUOHANbHOU 0esTMEeNbHOCTU U
NOBCEOHEeBHOU ICUZHIU

B pe3yjibTaTC OCBOCHHA OUCHUILIIMHBI 06yanOHIHfICH JOJDKEH JAJCMOHCTPHPOBATH

CIIeIyIOIINEe Pe3yIbTaThl 00pa30BaHUS:

1.3 MecTo AUCHUILUIMHBI B CTPYKTYpe OCHOBHOI1 00pa3oBaTeIbHOI

NPOrpaMMel
Jucuummna (Moaynb) «KagpoBoe nenonpon3BoacTBO» OTHOCUTCS K 003aTeNbHOM 4acTH 6J10Ka

JUCITUILIMH y4eOHOTO TUIaHa.

JU1s1 OCBOSHMSI IUCLIUIIIIMHBI HEOOXOIUMBI 3HaHUS, YMEHMS U BJIIeHUS, CPOPMUPOBAaHHbBIE
B XOJI€ U3YUYEHUS CIEAYIOIUX JUCLUIUIMH M MPOXOXKICHMS MpPaKTUK: «J[OKyMEeHTOBeIEHUEY,
«Opranusanus 1 TEXHOJIOTUS JOKYMEHTAIlIMOHHOTO 00€CIIEUEHMs! YIIPABICHUSY.

B pesymnbraTe OCBOCHHMS AWCHUILUIMHBI (POPMHUPYIOTCS 3HAHWS, YMEHUS W BIIAJCHHUSA,
HEOOXOUMBIE JUIsl U3YyUEHMs CIEHAYIOUIMX IUCHUIUIMH (MOAyJeH) M MPOXOXKICHHUS HMPaKTHUK:
«Pernamenranus AesTeNbHOCTH KaJpoBoi ciyxOb», «lludpoBas TpaHchopmanus CUCTEMbI
KaJpOBOH JTOKYMEHTaluW», «3ammra W 00padoTKa TIepCOHANBHBIX MAaHHBIX», «3aluTa
KOH(HICHIIMATHHONH HWHpOpPMAaUU B KaapoBoW ciyxkOe», «VH(popMannoHHBIE CHUCTEMBI B

KaJIpOBOH CITyKOe».

2 CTpyKTypa THCHUIIHHBI

OO61mas TpyA0eMKOCTh AUCHHUILINHBI COCTaBseT 4 3.e., 144 u.

CTpyKTypa TUCHUIIMHBI JJI51 04YHOI (PopMBbI 00yUeHUs

OO0BeM TUCUMIUIMHBI B (pOpME KOHTAKTHOM paboThl 00yYaromUXCs C MEAarorHuyecKuMH
paboTHUKAMU U (WJIM) JIMLAMU, IPUBJIEKAEMBIMU K peanu3alii 00pa30BaTeIbHOM MpOrpaMMbl Ha
UHBIX YCIOBMSIX, TP MTPOBEACHUH YUEOHBIX 3aHATHI:

Cemectp | Tun yueOHBIX 3aHATHIA KomnnuectBo
4acoB
2 Jlexun 32
2 CeMuHapbl/1abopaTopHble paboThI 48
Bceero: 80

O0beM TUCHUIIIMHBL B (pOpMe caMOCTOSATENbHON PabOThl 00YUaIOUIUXCs COCTaBIseT 64
aKaJIEMUYCCKIX JacOB.

CTpyKTypa TUCHUIIMHBI JIsl 04YHO-3204HOI (hOpPMBI 00yUeHUsI



6

O0beM AUCIUTUIMHBI B ()OpME KOHTAaKTHOW PabOTHl OOYYAIOMIUXCS C TMeJaroru4ecKuMU
pabOTHUKAaMU U (WJIM) JTUIAMH, IPUBIIEKAEMBIMU K pealn3aluy 00pa3oBaTeIbHON MPOrpaMMbl Ha
HHBIX YCJIOBHSX, IIPU IPOBEJACHUH YICOHBIX 3aHATHI:

Cemectp | Tun yueOHBIX 3aHATHIA KonnuectBo
4acoB
2 Jlexkuun 20
2 Cemunapsl/mabopaTopHbie pabOThI 20
Bcero: 40

O6beM TUCHUIIIMHEI B (popMe caMOCTOSATeNIbHON paboThl o0yyaromuxcs cocrasisier 104

aKaICMHUYCCKHUX YaCOB.

CTpyKTypa JTUCHUIIMHBI VIS 3204HO ()OpMBbI 00yUeHH s

O06beM IuCHUIIMHBI B (JOPME KOHTAKTHOM paboOThl OOy4aroIIMXCs ¢ MelarornyecKuMHU
paboTHUKAMU U (WJIM) JIMLAMU, IPUBJIEKAEMbIMU K peanu3alii 00pa30BaTeIbHOM IpOrpaMmMbl Ha
UHBIX YCIOBUSIX, IPU MIPOBEACHUH YUEOHBIX 3aHATHUI:

Cemectp | Tum yueOHBIX 3aHATHI KomnnuectBo
4acoB
2 Jlexuun 16
2 Cemunapsl/mabopaTopHbie pabOTHI 16
Bcero: 32

O0BeM TUCIUIUTMHBI B (pOpMeE caMOCTOATENIbHON paboThl 00ydarmuxcs coctasiser 112

aKaICMHUYCCKUX 4YaCoOB.

3 Coaepxanue TUCHMILTHHBI

Ne | HaumeHoBaHue pa3aeJia
JTUCIHUIINHEI

Conep:xanue

1 Bseneunue

[Ipenmer, 3amaum, colepKaHue Kypca.
XapakTeprucTHKa COBPEMEHHON CHUCTEMBI KaJpOBOM
JTOKYMEHTAIINH. B3anMmocBs3b MPOLIECCOB
YIIPABJICHUS IIEPCOHAIOM € COCTaBOM M MOPSAKOM
dbopMupoBaHUs CUCTEMBl JIOKYMEHTALIUU 10
JMYHOMY CcOCTaBy. MecTo Kypca cpenm Apyrux
HAay4YHbIX  JUCHUIUIMH:  «JlOKyMEHTOBeIEeHUEY,
«Opranuzanusi 1 TEXHOJOTUS JTOKYMEHTAllMOHHOTO
obecrnieueHus YIIPaBIICHUS, «YnpasieHue
nepcoHanom», «TpynoBoe npaBo» u np. MIcTouHukn

M3y4YeHUs Kypca. 3aKOHOJATeIbHbIE 1 HOPMATHUBHO-




IMPpaBOBLIC aKThI, HOPMAaTUBHO-MCTOAUYCCKHUC

TOKyMeHThI. OTe4ecTBeHHAs UCTOPUOTpadus.

PernamenTanus
JOKYMEHTHPOBAHUS KaJIpOBOH
NesITeIbHOCTH U pabOTHI C
KaJpOBBIMH JIOKYMEHTAMH.

3aKOHO[[aTeJIbHBIe U HOPMATUBHO-IIPABOBBLIC AKThI.

TpynoBoii koxexkc Poccuiickoit @enepauuu
KaK OCHOBOM IPAaBOBOM aKT, ONPEAEIIAIONINI COCTaB
U TOpAnoK odopmileHUs JOKYMEHTOB o
YCTaHOBJICHUIO TPYJOBBIX OTHOILIEHWHW U TPYAOBOU
JIeATETLHOCTH pabOTHUKA. 3aKOHOJIATEIbHBIE aKThI
Poccun 0 AOKYMEHTHMPOBAaHUM OTHENBHBIX CTOPOH
TPYZIOBOM JEATENIBHOCTH  Pa3JIMYHBIX KaTeropui
paboOTHUKOB. 3aKOHOJATENbHBIE aKThl CYyOBEKTOB
Poccuiickoit  @epepaunu, VYkasel IIpesunenra,
[TocTaHoBNeHUST W PACIOPSIKEHUSI TIPABUTEIHCTBA

Poccuiickoit deneparumu.

HOpMaTI/IBHO'MCTO,I[I/I‘IeCKI/Ie HOKYMCHTHEI .

KBanudukarmoHHbIN CIIPABOYHUK u
npodeccCHOHaNIbHBIE CTAHAAPTHI, KAaK OCHOBHBIE
HOPMAaTUBHBIE JIOKYMEHTBI, periaMeHTHPYIOIIHe
TpeOoBaHUS K KBATU(UKALKN, 3HAHUSAM U YMEHUIM
pabotHukoB. OOmepoccuiickue Kiaccu(pUKaTopsl
TEXHUKO-IKOHOMHUYECKOMN " COLIMAJIbHOU
nH(pOpMallH, yCTaHABIUBAIOLINE COCTaB U MOPAIOK
3aI0JIHEHUS KaJIPOBbIX JOKYMEHTOB.

TunoBble nNEpeyHH U CPOKH XPaHECHHUS
JIOKYMEHTalluu 1o JUYHOMY COCTaBy.
PerynupoBanue opranuszaii apXUBHOTO XpaHEHUS
JIOKYMEHTAllMH 10 JMYHOMY COCTaBy B HOPMAaTUBHO-
METOANYECKUX TOKyMeHTax PO.

PazpaboTku I'ockomcrara PO o
yHUUKALIUN bopm MIEPBUYHOMN Y4YETHOU

JOKYMCHTAIHU.




Opranmsanus padoThl KaJpOBOM

CITY OBl

CTpyKTYypBl KaApOBBIX Ccyk0. UncieHHbIH
U JIOJDKHOCTHOW coctaB ciayxObl. HopmaTussl
BpEMEHHU Ha pabOThI MO YUETy KaJIpOB.

3amaun W QYHKIUM KaapOBOW  CIYXKOBI.
[Tonoxxenue 00 otTaene KaapoB (ymHpaBiIeHUH,
JiernapTaMeHTe U Jp.), Kak OCHOBHOM HOpPMAaTHBHBIN
JIOKYMEHT 1o OIIpEIEIECHUIO CTPYKTYpBHlI,
YHCIEHHOCTH, BUJOB pabOT 3TOro MOApa3AeieHHs.
[Topsimox pa3paboTku, coctaB HHPOPMAUU H
CTPYKTypa TEKCTa IOJIOKEHUS. 3aKpeIuleHue Ipas,
OTBETCTBEHHOCTH, B3aUMOCBA3€H OT/Aea KaApOB.

JIOJDKHOCTHBIE MHCTPYKLIMM, KaK OCHOBHOM
MpaBOBOM  aKT, OTIpECTSIONUNA  MPABOBOE
MOJIO)KEHUE Pa0OTHUKOB KaJpOBOM CIykObl H
OpraHu3anuio ux Tpynaa. HazHaueHue 10KHOCTHBIX
UHCTPYKLUH.

WNucrpykuus 1o KaJpOBOMY
JEJONPOU3BOJCTBY, KaK OCHOBHOHW WHCTPYMEHT
NOBBIIEHUS A(PPEKTUBHOCTH PAaOOTHI  KaJPOBBIX
o/ipa3iesieHui B chepe KaJIpOBOT'O
JIEJIONIPOU3BO/ICTBA.

Pernamenranust paboThl ¢ TEpPCOHAIOM B
JIOKQJIbHBIX HOpPMaTHUBHBIX aKTax u
OpraHU3alMOHHBIX JIOKYMEHTax (ycraB
OpraHM3alyy, IpaBUIa BHYTPEHHETO TPYIOBOIO
pacnopsika, MOJ0XKEHUE O NEPCOHAIBHBIX JTaHHBIX,

KOJUICKTUBHBINA JOTOBOP U Ap.).

CocTaB KaipoBOW JOKYMEHTAIMH.
JIOKyMEHTHUPOBaHUE TPYIOBBIX

OTHOILIIEHUHN.

XapakTepucTuka CHCTEMBI KaJpOBOMH
JOKYMEHTalluM, €€ COOTBETCTBUE  OCHOBHBIM
3a71a4aM Mo 1Mo00py, yUeTy M pacCTaHOBKE KaJpOB.
OO6s3aTenbHasi M yCIOBHO-00s3aTeNbHas KaapoBast

JIOKYMEHTaLUS.




OpraHu3anvoOHHbIE JTOKYMEHTBHl — IITAaTHOE
pacriucanue, CTPYKTypa W IITaTHas YUCIEHHOCTb,
rpaduK OTIYCKOB.

PacniopsimutenbHble TOKYMEHTHI — TMPUKa3bl
(pactiopsbkeHHs) TO JMYHOMY coctaBy. OOmue
TpeGoBaHus K 0OPMIICHHIO U CPOKAM MO OTOBKH.

NudopmannonHo-cripaBoYHbIE JOKYMEHTHI —
3asBJICHUS, MPEJCTABICHUS, YBEIOMIICHUS, aKThI,
JOKJIQJIHbIE U OOBSICHUTENbHBIC 3AIHCKH.

VYderHble GOPMBI U UX HA3HAUYCHHE.

[Ipuem pabGotHukoB Ha paboty. CocraB
MePCOHAIBHBIX JIOKYMEHTOB paboTHHKa,
MpEeJICTaBIsIeMbIX PAOOTOIATENIO JI yCTaHOBJICHUS
TPYZIOBBIX OTHOWEeHHWH. TpynoBo  morosop -
3aKOHOJATEIbHOE 3aKpeIuieHue TpeOOBaHU K
CTPYKType TEKCTa, TMOPSJIKY COCTAaBICHUA H
opopmienus. [ToaroroBka u opopmieHne NPUKa3oB
(pactiopspkeHuil) 0 mpueme Ha paboTy. AHKETHI,
aBroouorpaduu, pe3oMe U Jp. JOKYMEHTHI,
3aIoJIHSIEMbIE IPU TIpUeMe Ha paboTy.

BHecenue cBeieHuil B TpyAOBYIO KHIKKY U JTMYHYIO

KapTOUYKy pabOTHHUKA.

I[OKYMGHTI/IPOBaHI/Ie JABUMKCHU S KaJapoB.
Buner nepeBogoB. CocTaB M MOPSINOK M3AAHUS
JIOKYMEHTOB, 0(OPMIISIOLIMX MPOLEAYpY MepeBoja.
Copepxanue, NMOPsIOK MOATOTOBKU U 0GOPMIIEHHUS
IIPUKA30B (pacniopsixeHHi) 0 IIEPEBOJIE
COTPYIHUKOB. JIOKyMEHTBI-OCHOBaHHMS K IIPUKa3aM O

MEepeBOAC.

Bunet otmyckoB. Ilopsinox odopmienus
€KErOJTHOTO 0YEPEIHOr0 OIUIAYMBAEMOTO OTITYCKA.
I'padux OTHYCKOB, COCTaB, COAEp)KaHUE, MOPSAIOK
MIOATOTOBKH u oopmienus IIPUKA30B

(pactiopspkeHuit) 0 MIPEIOCTABIIEHUN OTITyCKa.
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ITopsnoxk  mepeHoca  ormycka.  JloKymMeHTHI-

OCHOBAHHMA K ITPpHUKa3aM 00 OTIIyCKax.

[lopsmox odopmieHHsT KOMaHIUPOBOK —
COCTaB JIOKYMEHTOB, oopMIIAIOINX
KOMaHAMpOBaHUE pPaOOTHHWKA, COJEpPKaHUE W

MOPAAOK MOATOTOBKH ITPHUKa3a O KOMaHIHWPOBKE.

Buner noompenuii. Conaepkanue, MOpsI0K
IMOATOTOBKH u odopmIIeHUS MIPUKA30B
(pacmiopsbkeHHil) O  MOOMIpEHHH  pabOTHHKA.

I[OKYMCHTBI-OCHOBEIHI/IH K IIpHUKa3aM O ITOOUIPCHUH.

Bunbt JTUCIUILTHHAPHBIX B3BICKAHUU.
Cogepxanue, MOPSIOK MOATOTOBKU U 0GOPMIICHHUS
MIPUKA30B (pacniopsixeHHiN) 0 B3BICKAHUU.
JIOKyMEHTBI-OCHOBAaHUS K TMPHUKa3aM O HaJOKECHUU
JTUCLUUIIIMHAPHOTO B3bICKaHMs. AKTBI 00 OTKa3bl

JaBaTb O0OBSACHEHHS U 3HAKOMHUTLCS C IIPUKA30M.

[Topsimok  mpoBeneHuUs aTTeCTaluu
paboTHUKOB B opranuzanuu. CocTaB JOKYMEHTOB,
odopmisromux npouenaypy. Coaepxkanue, mopsaok
MOJTOTOBKH u oopmIIeHUS MIPUKA30B

(pacmiopskeHMit) 00 aTTecTalum.

[Topsox YBOJIbHEHUS PabOTHUKOB.
OcHoBaHusi  yBoNbHEHHUS paboTHUKOB. CocraB
JIOKYMEHTOB, oopMIIAIOIINX IPOLEAYPY.
Copneprxanue, MopsAI0K MOATOTOBKU U O(OpMIIeHHUS
npuKa3oB  (pacnopsbkeHuil) 00  yBOJIbHEHHH.

JIOKyMEHTBI-OCHOBAaHHUS K MPUKa3aM 00 YBOJIbHEHHUU.

YdeT IMYHOro COCTaRa.

Bugsl  yueTHBIX  JOKyMeHTOB. JlnuHas
kaprouka pabotrHuka (dopma T-2): cocras

uH(pOpMaLKH, TOPSAOK 3aMOJHEHUS U BEACHHUS.

HOpMaTI/IBHaSI N IIpaBOBasg periiaMCHTalusa
nopsiaka BCACHUA JIMYHBIX [CII. O(I)OpMJ'ICHI/Ie u

BCACHUC JIMYHBIX JOCJI paGOTHI/IKOB. CocraB n
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MOCJICA0OBATCIIbHOCTL PACIIOJIOKCHUA JOKYMCHTOB B

JIUYHOM JICJIC.

TpynoBast KHMXKKa paOOTHHKA KAK OCHOBHOM
JOKYMEHT O TPYZOBOM IEATENBHOCTH U TPYAOBOM
CTaxke pabotnuka. Od¢opmieHue u BeICHHE
TPYIOBBIX KHUXKEK W BKIaAbled K HUM. llopsanok
BblJIauM JyOJMKaTa TPYIOBOW KHIKKH. YYeT U
XpaHEHUE TPYAOBBIX KHIKEK B OpraHU3alyuu.
OTBeTCTBEHHOCTh paboTojarens 3a XpaHEHUE WU

3aMOJIHCHUC TPYAOBBIX KHUKCK.

Opranu3zanus paboTsl C KaAPOBBIMU

AOKYMCHTaMHU

Peructpanuss ~ JOKyMEHTOB IO JIMYHOMY
coctaBy. IlpaBuna perucrpanyu 1 MHACKCUPOBAHHUS
KaJpOBBIX JIOKYMEHTOB. Perucrpanuonusie (Hopmbl
(TpamMUMOHHBIE M aBTOMaTu3upoBaHHbIE). CocTaB
PEKBH3HUTOB (MOJIEH) U PErHCTPAlMM PAa3THYHBIX

BUJ0B TOKYMCHTOB U IIOPSAAOK UX 3aIlIOJIHCHUS.

CucremaTuzanuss U OIEpPaTUBHOE XpaHEHHE
JIOKYMEHTOB TIO0 JMYHOMY cocTaBy. OcoOeHHOCTH
dbopMHpoBaHUs B Jieyla JOKYMEHTOB IO JIMYHOMY
COCTaBy. [IpaBuna CUCTeMAaTU3aINH
paclopsiAUTENbHBIX JIOKYMEHTOB, YYETHBIX (QopM,
TPYAOBBIX KHHUIKCK. CI/ICTeMaTI/ISaHI/IH H XpaHCHUC

I[OKy'MeHTOB'OCHOBaHI/Iﬁ K IIpUKa3aM.

Homenknarypa nen KaapoBoM — CIyXOBbl.
[Topsi1oK MOATOTOBKH, COCTABIECHUS U OPOPMIICHHUSL.
[TpumepHas HOMEHKIATypa J1ed KaJpoBOil CIIyKOBbI.

[Tepexonsuue nena.

CpOKI/I XpaHCHUA KaIpPOBLIX ITOKYMCHTOB.

IToaroroBka AOKYMCHTOB K CIa4€ B apXUB.

Dkcneprusa LIEHHOCTH JTOKYMEHTOB
KaJI[pOBOM CITy’KOBbI, €€ HOPMAaTUBHO-METOIUYECKast

OCHOBA, OpraHH3alysa U NOpsAdOK HNPOBCACHUS.
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CoctaB JOKYMEHTOB KaJpOBOW CITyXOBI,
HNOJJICKAIUX [epefaye B  apxXuB. [TpaBuna
HOATOTOBKH JOKYMEHTOB IO JMYHOMY COCTaBy K
neperade B apxuB opranuzaiuu. CocraBieHHE U
opopmieHHEe OMHUCH JOKYMEHTOB 10 JIMYHOMY
cocraBy. IlopsiioK YHHYTOXXEHHUS JOKYMEHTOB C

HCTCKIIUMHU CPOKaMH XpaHCHUS.

4 OOpa3oBaTe/IbHbIC TEXHOJIOTHHU
Jlist mpoBeieHns y4eOHBIX 3aHATHH O TUCITUTUIMHE UCTIONB3YIOTCS pa3IndHbIe 00pa3oBaTeIbHbIC
TexHoJIoruH. JIJisi opraHu3aiy y4eOHOro mpolecca MOXKET OBbITh MCIIOJIB30BAHO AJICKTPOHHOE
o0yueHue U (W) AUCTAHIIMOHHBIE 00pa30BaTEIbHBIC TEXHOJIOTHH.

S5 OueHka IVIAHUPYEMBbIX Pe3yJabTATOB 00y4eHUs
5.1 Cucrema onleHUBaHUS

Texyumuii KOHTPOJIb OCYILIECTBIIAETCSA B BUJI€ OLIEHOK KOHTPOJBHBIX pabOT U 3aJjaHuil Ha
npakTHueckux 3aHATusAX. KoHTponpHas pabora Nel BbIABISET 3HAHUE cOCTaBa M MOpsSAKa
o(opmiIeHHs JOKYMEHTOB B X0/1€ OCHOBHBIX KaJIpOBBIX IPOLIEAYp, U olieHuBaercs 10 20 0anos,
KOHTpoOJbHast paboTta Ne 2 1mokasbIBaeT 3HaHUS CTYIEHTOB I10 BOIPOCAM OpraHM3alnuu paboThl ¢
KaJIpOBOM JOKYMEHTalMeil U BBIABISET T'OTOBHOCTh CTYJEHTOB K IPAaKTHYeCKOH pabore,
onieHuBaercs 10 10 6amnoB. MakcumanbHast OlIEHKa BBIIOJTHEHUS KaXK101 1abopaTopHOM paboThI
— 5 OGannos. IIpoMexyTOoUHBIH KOHTPOJIb 3HAHUH MPOBOAUTCSA B (POPME UTOrOBON KOHTPOJIBHOM
paboThl, BKIIOYAIOIIEH TEOpeTHYECKHE BOMPOCH! U MPAKTUYECKOE 3ajaHKe, U olleHuBaercs 10 40
0asuIoB.

B pesynpraTe TEeKymero u NnpomMeXyTOYHOTO KOHTPOJISI 3HAHWUW CTYJIEHTBHI MOJYy4YaroT

COOTBCTCTBYIOIIIYIO OLICHKY 3d 3K3aMCH.

Dopma Konmpona Makc. Konuuecmeo 6a1106
3a 0ony pabomy;  Bceeo

Texyniuii KOHTPOJIb:
- KonTponbras padora Ne 1 (Temsr 1- 20 6annos 20 6annos
4)
- KonTponbnas padora Ne2 (Temsr 5- 10 6annos 10 6annos
6)

- JJaboparopsble padoThI (Tembl 1-6) 5 bannos 30 b6annos
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IIpoMexyTouHas arTecTanus 40 6annos
(ox3amen)
HTtoro 3a cemecTp (AMCIMILIUHY) 100 6annos

OreHka «yI0BIETBOPUTEIHHO» BBICTABISIETCS 00yJaronemycs, Habpasmemy ot 50 10 67

0ayioB OallIoB, OLIEHKA «XOPOIIO» BBICTABIIsAETCA oOyuarolemycs, HaOpaBiiemy oT 68 mo 82

0aJTOB, OIIEHKA «OTJIIMYHOY» BBICTABJISAETCS oOydaromiemycs, Habpasiemy oT 83 mo 100 6amios,

c(OPMHUPOBAHHBIX B Pe3yJbTaTe CyYMMHPOBAHUS OAJJIOB, MOJyYEHHBIX IPU TEKYIIEM KOHTPOJIE U

IPOMEXYTOUHOU aTTecTanuu. [lomydeHHblil COBOKYMHBIM pe3ynbTar (Makcumym 100 Gamnsos)

KOHBEPTHUPYETCS B TPAJAWLMOHHYIO 1Ky OLIEHOK M B IIKaly OlleHOK EBpomelickoli cucTeMsl

nepeHoca u HakorureHuss KpeautoB (European Credit Transfer System; mamee — ECTS) B

COOTBETCTBUHU C TAOJIULIEN:

100-6amnpHas TpammonHas mxana [kaia
IKasga ECTS
95-100 A
8394 OTIIUIHO B

68 — 82 XOPOIIO 3a4TEHO C

56 — 67 D
5055 yJIOBJICTBOPUTEIIEHO E
20-49 FX
0_19 HEYJIOBJICTBOPHUTEILHO HE 3a4TCHO F

5.2 Kputepum BbICTaBJE€HUSI OLEHKH MO TUCUMUILINHE

Banasl/ Ouenka no Kputepun oneHkn pe3yibTaToOB 00y4eHUsl MO

Ikana AUCHUILINHE AUCHUILINHE

ECTS

100-83/ «OTJIIMYHOY/ BricTaBnsercs oOydaromemMycsi, €Cu OH TTTyO0KO U

AB «3a4TECHO MPOYHO YCBOMJI TEOPETUUCCKUH M MMPAKTUICCKUI
(OTIIHYHO)»/ MaTepuai, MOXXeT TPOJEMOHCTPUPOBATH 3TO HA 3aHITHUSIX
«3a4TECHOY U B XOJI¢ MPOMEKYTOYHOH aTTEeCTaIUH.

OO0yuaromuiics ucueprpIBaroIle 1 JOTMYECKH CTPOHHO
u3Jaraer yueOHbIN MaTepual, yMeeT yBSA3bIBaTh TEOPHIO C
NPaKTUKOM, CPaBIIseTCs C pelieHueM 3aaay
npo¢eCCHOHATBFHON HANPAaBICHHOCTH BEICOKOTO YPOBHS
CJIO)KHOCTH, TPaBUJIbHO 0OOCHOBBIBAET MTPUHATHIE
peuienus.

CB0OOHO OPUEHTHPYETCS B YUEOHOH U
npodeccHoHaIbHOM TUTepaType.

OrneHka o JUCIUIUIMHE BBICTABISIOTCA 00y4aroIeMycs C
Y4ETOM PE3yIbTATOB TEKYILEH U IIPOMEKYTOYHOU
aTTeCTalUN.

Komnerenuuu, 3akperi€HHble 3a JUCUUIIIMHOM,
c(hopMUPOBaHBI HA YPOBHE — «BBICOKHIN.
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Banael/
HMIxana
ECTS

OneHka nmo
AUCUUILIHHE

Kpurtepun oneHkn pe3y1bTaToB 00y4eHus 1o
AUCHHUILINHE

82-68/
C

«XOpoIIo»/
«3a4TECHO
(xoporo)y»/
«3a4TECHOY

BeicraBisiercs o0yyaromemycs, €ciau OH 3HaeT
TEOPETUYECKUH U MPAKTUYECKUI MaTepUall, FPAMOTHO U 110
CYILLIECTBY M3JIaraeT €ro Ha 3aHATUAX U B XOJ€
IIPOMEKYTOYHOM aTTECTAlMH, HE IOIIyCKasl CYLIECTBEHHBIX
HETOYHOCTEH.

OO0yuaromuiics IpaBUIBHO MPUMEHSET TEOPETHUECKUE
II0JIO’KEHHUS IIPY PEILICHNUN IPAKTUYECKUX 3a1a4
npodeCCHOHATBLHON HAPABICHHOCTH Pa3HOTO YPOBHS
CJIO’)KHOCTH, BJIaIe€T HEOOXOUMBIMHU U1 TOI'0 HaBbIKAMU
U IpUEMaMH.

JlocTaTouHO XOPOIIO OPUEHTUPYETCS B yUeOHOU U
npodeCCHOHATIBLHOM IUTepaType.

OneHka 1o JUCHUIUIMHE BBICTABIIAIOTCS 00YYarOIEeMycs C
Y4ETOM PE3YJIBTATOB TEKYIEH U IPOMEKYTOYHOU
aTTECTALIUH.

KomnereHnuuu, 3akpeni€éHuble 3a TUCUUIIIMHOM,
c(OpPMHPOBAHBI HA YPOBHE — «XOPOLIMIA».

67-50/
D,E

«YIOBIIETBOPU-
TEIbHOY/
«3a4TCHO
(ynoBneTBOpu-
TEBHO)»/
«3aUTCHOY

BricTaBnsercs oOy4aromeMycsi, €CIi OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUN U IIPAKTUUECKUN MaTepuall,
JIOTTYCKAaeT OT/JEJIbHbBIE OMIMOKH IIPH €T0 U3JI0KEHUHU Ha
3aHATHAX U B XOJI€ IPOMEKYTOUHOM aTTECTALUH.
OO0yuaronuiicst UCIIBITHIBAET ONPEAEIEHHBIE 3aTPYIHEHUS
B IIPUMEHEHNUN TEOPETUYECKUX TOJI0KEHUH NPU PELICHUH
NPaKTUYECKHX 3a/1a4 MPO(eCCHOHATLHON HANPaBIEHHOCTH
CTaHapTHOI'O YPOBHS CII0)KHOCTH, BJIAZEET
HEO0OXOJUMBIMHU I 3TOr0 0a30BBIMU HAaBbIKAMU U
pUEMaMHU.

JleMoHCTpHpYyeT TOCTaTOUHBIM YpOBEHb 3HAHUS y4EeOHOU
JUTEPATYpPHI 10 TUCLHUIUIMHE.

OrneHka 1o JUCHUIUIMHE BBICTABIIIOTCS 00YYarOIEMYCs C
Y4ETOM PE3yIbTATOB TEKYILEH U IIPOMEKYTOYHOU
aTTeCTalUN.

Komnerennuu, 3akperi€HHble 3a JUCHUIIIMHOM,
c(hOpMHPOBaHbI HA YPOBHE — «JIOCTATOYHBIN».

49-0/
F,FX

«HCYAOBJICTBOPHUTC

JIBHOY/
HE 3aUTEHO

BricraBisiercs o0yyaromemycs, €Ciii OH He 3HAeT Ha
0a30BOM YpOBHE TEOPETUUYECKHUMN M MPAKTUICCKUN
MmatepHal, JomyckaeT rpyoble OIIMOKH IpU €ro
M3JI0’KEHUU Ha 3aHATHUIX U B X0/1€ TPOMEKYTOUHOMN
aTTECTALINH.

OOyuaromuiicst UCIIBITHIBAET CEPHEIHBIE 3aTPYAHEHUS B
IIPUMEHEHNUN TEOPETUUECKUX MOJIOKEHUH NPU PELIEHUH
MPAKTUYECKHX 3aj1ad Mpo(hecCHOHaNbHOM HallpaBIeHHOCTH
CTaH/IapTHOI'O YPOBHS CII0)KHOCTH, HE BIIa/IEET
HEOOXOJUMBIMHU IS 3TOTO HAaBbIKaMU U MpUEMaMHU.
JleMoHCTpHpYeT parMeHTapHbIe 3HaHUS Y4eOHOMH
JUTEPATYpPHhI 10 JUCHUILIINHE.

OreHka 1o JUCHUIUTMHE BBICTABIISIOTCS 00YYaromeMycs C
Y4ETOM PE3YIBTATOB TEKYIEW U IPOMEKYTOUHOU
aTTECTALIUH.
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Banael/
HMIxana
ECTS

OneHka nmo
AUCUUILIHHE

Kpurtepun oneHkn pe3y1bTaToB 00y4eHus 1o
AUCHHUILINHE

KomnereHiyu Ha ypoBHE «J10CTaTOYHBIN», 3aKPEIIIEHHbIE
3a IUCUUIUIMHON, He COPMHUPOBAHBI.

5.3 OueHo4YHbIE cpeAcTBa (MATEPUAJIBI) IJIA TEKYIEr0 KOHTPOJIA
yCIIeBA€MOCTH, IPOMEKYTOYHOM aTTeCTAIIUM 00Y4AIOIUXCS 110
TUCHHUILINHE

BapwuanT 1

Bapuanmul konmponwvnoii pabomur No 1

1.B xakux ciayyasx KajpoBas ciayk0a HMMeeT IPaBo BbLAATh AyOJMKaT Tpy1oBo KHMKKU? Kak

3TOT JOKYMEHT ohopmIisieTcs?

2.Hepe‘II/ICHI/ITC BUJIbI NOKYMCHTOB, IMPUMCHSACMBIC IIpU IHICPEBOAC HA APYIYHO pa60Ty. Kak

odopmIIsieTcs KaKIblid U3 HUX?

3. HazoBuTe 10KyMEHTHI, IPeIOCTaBIsIEMbIe pa0OTHUKOM IIPHU MOCTYIJICHUU Ha padoTy.

4.KakuM JI0OKaJIbHBIM HOPMaTUBHBIM aKTOM pErjaMeHTHpYyeTcs paboTa KaJpOBbIX CIIELUAINCTOB

C IICPCOHAJIbHBIMHU ,Z[aHHBIMI/I? I[aﬁTe €My XapaKTCPUCTUKY.

Bapuant 2

1. XapakTepucTuka Ha3Hau€HUs TPYJIOBOM KHWXKKU. B Kkakoll cpok momkHa ObITH 3aBeleHA

TPYAOBask KHI)KKA IPU NOCTYIUIEHUH Ha paboTy BIepBbIe?

2. Ilepeuncanre BUAbI JOKYMEHTOB, IPUMEHsIEMbIE TP yBoJIbHEHNHU. Kak odopmitsiercs: KaxbIit

n3 Hux?

3.Kakoii 5okanbHBI HOPMATUBHBIM akT ONpeAeNseT OpraHu3alUi0 Tpyla COTPYJHUKOB B

KOMIIaHHH. I{aﬁTe EMY XapaKTCPUCTUKY.

4. Ha3zoBute I/IH(l)OpMaI_[I/IIO, O6$I3aTeJ'IBHy}O JJIA BKIIFOUCHUS B pr,[[OBOfI AO0TrOBOP.

Bapuanr 1

Bapuanmuvr konmponwvnoiu pabomor Ne 2

1. Tlepeuncnute cocTaB JOKYMEHTOB JIMYHOTrO jena paboTHuka. KakuMu HOpMaTHBHBIMU

JIOKYMEHTaMHU 3TO ONPEAEIICHO?

2. HazoBurte HAOKYMCHTBI KaﬂpOBOﬁ CJ'Iy>K6LI, nouIC)Kalue nepeaavc B apxus.

Bapuant 2




16

1.KakoBbl 0OCOOEHHOCTH COCTaBJICHUS HOMEHKJIATYPHI e KaJIPOBOU CITyKObI?

2. HazoBute 00s13aTeNbHBIE PETUCTPALIMOHHBIE (POPMBI KaIpOBOil i1y KObI?

Ilpumepnsvle KOHmpoAbLHBIE 60RPOCHL 0TI RPOMEHCYMOYHOU AMMECAUUU:

1. Ilepeuucnutsb 3aKOHO/IaTeJIbHbIE aKThl, KOTOpPBIMH peraamMeHTupyercs
JIOKYMEHTHPOBAHUE KaJIPpOBOH JI€ATEIbHOCTU B HACTOsAIIEE BpeMs?

2. Ilepeuncnuts HOPMaTHBHO-METOJUYECKUE JIOKYMEHTBI, perinaMeHTUpyoLue
JIOKYMEHTHPOBAaHUE KaJIPpOBOU AEATEIbHOCTH.

3. HaszBarb BubI TOKYMEHTOB, IPEABSIBIsIEMble pAOOTHUKOM IIPH IIpHEME Ha padoTy.

4. Ha3Batp  BuUABI  JIOKYMEHTOB, YCTaHOBJEHHble TpylIoBbIM  KojekcoM P®,
JOKYMEHTHPYIOLIHE IpueM paboTHHUKA Ha paboTy.

5. Ilepeuncinuth BHIBI JTOKYMEHTOB, O(QOPMISIONIME H3MEHEHHE YCIOBHM TPYyJOBOIO
JI0rOBOpA.

6. IlepeunciauTh BHIBI JOKYMEHTOB, YCTaHOBJIEHHBIE TpymOBBIM KojaekcoM P® s
pEryJIupoBaHUs TPYAOBBIX OTHOIIECHUH.

7. CpoKH IOJrOTOBKH, KAKUX JOKYMEHTOB 10 JOKYMEHTHUPOBAHUIO KaJAPOBOI IEATEIbHOCTH
YCTaHOBJIEHBI 3aKOHOAATEIIBHO?

8. Kakwue ¢pyHKIMH KaapOBOH CIIyKOBI CBA3aHBI C YIETOM JIMYHOTO COCTaBa?

9. Kakue  ¢yHKUMH JOJDKHA BBINOJNHATH KajpoBas CiyxO0a npu  oopmieHun
YBOJIbHEHHUSI paOOTHHUKA ¢ PabOTHI ?

10. Kakumu okymeHTaMu 0pOpMIISIETCS YBOJIBHEHUE pabOTHHKA?

11. HazoBure GpyHKIUN KaAPOBON CITyKObI CBSI3aHHBIE C TPYIOBBIMH KHIKKaAMH?

12. KakuMu 1okyMeHTaMu opopmIisieTcs aTTecTanus pabOTHUKOB?

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

14. Kakue nena xaapoBoil ciry:KObl OTHOCATCS K KATETOPUH MEPEXOASIINX ?

15. IMepeuncnuth 0cOOEHHOCTH (POPMUPOBAHHS TUIHOTO Jieia pabOTHUKA ?

6 VYueOHO-MeToaAMUYECKOe U HH()OPMAITUOHHOE OOecTiedeHre TUCIMTITHHbI
6.1 Cnucok HCTOYHUKOB M JIUTEPATYPbI

Hcrounuku (006s3aTeIbHbIEC)

Koncrutynus Poccuiickoit @enepanuu (c namenenusimu Ha 30 gexabpst 2008r.). M. 2004
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TpynoBoit konekc Poccuiickoii ®epeparmu ot 30.12.2001 Ne 197-@3. Ilpunar
['ocynapctennoit Jlymotii 21 nexadbps 2001r. (B pea. ot 29.12.2010) // [DnexTpoHHBIA pecypc]. —
M., 2022. — Pexxum nocrtyma: https://www.consultant.ru/document/cons_doc_ LAW_28399/

3akoH Poccuiickoit @eneparuu ot 25 okTs0pst 1991 r. Ne 1807-1  «O s3bIkax HaApOI0B
Poccuiickoit ®Denepanun» //[DnexkTpoHHslid pecypc]. — M., 2022. — Pexum pocryna:

https://www.consultant.ru/document/cons doc LAW 15524/

Oenepanpubiii 3akoH PO ot 27.07.2004 Ne 79-®3 «O rocynapcTBEHHON Tpa’kKIaHCKOU
cinyx6e Poccuiickoit @eneparuny // [DnekTpoHHBI pecypc]. — M., 2022. — Pexxum pocrtyna:

https://www.consultant.ru/document/cons doc LAW 48601/

®enepanbublil 3akoH Poccuiickoit @eneparuu ot 01.06.2005 Ne 53 «O rocynapcTBeHHOM
s3pike  PD»//  [Dnekrponsblii  pecypc]. — M., 2022. — Pexum gocryma:http
https://www.consultant.ru/document/cons_doc_LAW_ 53749/

Oenepanpubiii  3akoH  Poccmiickort  ®enmepanun ot 06.12.2011  Ne 402-d3  «O
Oyxraiarepckom yuderey// [DnekTpoHHbIi pecypc]. — M., 2022. — Pexum pgocryma: http:/
https://www.consultant.ru/document/cons_doc LAW 122855/

Odenepanpubiii 3akoH Poccuiickoit ®enepanun ot 02.05.2006 Ne 59-D3 «O mopsiake
paccMoTpeHust oOpalleHuil rpaxaany»// [Dnekrponnsiit pecypc]. — M., 2022. — Pexxum noctyma:

https://www.consultant.ru/document/cons doc LAW 59999/

Oenepanbubiii 3akoH oT 27 wmromst 2006 . N 152-®3 "O mnepcoHaNbHBIX JTaHHBIX'//
[DJ1eKTpOHHBIN pecypc]. - M., 2022. - Pexum JOCTYTIA:
https://www.consultant.ru/document/cons_doc LAW 61801/

®enepanbhblil 3akoH oT 01.10.2004 Ne 125-03 «O6 apxuBHOM nene B Poccuiickoit

Oeneparuny  //  [DnektponHslii  pecypc]. — M., 2022. — Pexum gocryma:http:
https://www.consultant.ru/document/cons_doc_LAW_1406/

®enepanbHblil 3akoH 0T 29.07.2004. Ne 98-P3 «O xommepueckoil TaitHe» //
[DneKkTpoHHBIH pecypcl]. — M., 2022. — Pexxum JOCTYTIA:

https://www.consultant.ru/document/cons doc LAW 48699/

®enepanbHbiil 3ak0H 0T 16.12.2019 Ne 439-®3 «O BHeceHuu u3MmeHeHwil B Tpy1oBoit
kozekc Poccuiickoit denepannu B yactu (GOpMUPOBAHUS CBEACHUN O TPYJOBOM 1€ATEILHOCTH B
9JIEKTPOHHOM BHAC» [DnekTpoHHBIH pecypc] — M., 2022. — Pexum gocryma: I

https://www.consultant.ru/document/cons doc LAW 340241/

®enepanbHblil 3ak0H 0T 16.12.2019 Ne 436-D3 «O BHeceHnn usMeHnenuii B @eepanbHblil
3ak0H «O0 WHIMBUAYyAITbHOM (TMEPCOHU(DUIIMPOBAHHOM) YYE€T€ B CHUCTEME O00S3aTEIHHOTO
MICHCHOHHOTO CTpaxoBaHUs» [DJieKkTpoHHbIH pecypc] — M., 2022. — Pexum nocryma: //

https://www.consultant.ru/document/cons doc LAW 340238/
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https://www.consultant.ru/document/cons_doc_LAW_61801/
https://www.consultant.ru/document/cons_doc_LAW_1406/
https://www.consultant.ru/document/cons_doc_LAW_48699/
https://www.consultant.ru/document/cons_doc_LAW_340241/
https://www.consultant.ru/document/cons_doc_LAW_340238/
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Vka3 Ilpesunenta Poccuiickoir ®@eaepanmu ot 0.03.1997 Ne 188 «O06 yTBepxkacHUN
NepeYHsl CBeICHUN KOH(PHIESHIIMAIBHOTO Xapakrepa» // [DnexkTpoHHbIi pecypc]. — M., 2022. —

Pexxum nmoctyna: https://base.garant.ru/10200083/

Vka3 Ilpesupenta P® or 01.02.2005. Ne 110 «O mnpoBeaeHUH aTTECTAllUU
FOCYIapCTBEHHBIX TpaxJaHCKux cayxamux Poccuiickoit ®@enepauun». Ilonoxkenue o
MPOBEJICHUHN aTTECTAlMM TOCYIAPCTBEHHBIX TPAKIAHCKUX Ciyxamux P® // [DaexTpoHHBIN

pecypc]. — M., 2022. — Pexxum octyma: https://base.garant.ru/187828/

Vka3 [Ipesunenra PO ot 01.02.2005. Ne 111 «O mopsiake caaun KBaau(GUKAITMOHHOTO
9K3aMEHa TOCYJIapCTBEHHBIMU TPAXKIAHCKUX Ciaykamux Poccuiickoit denepanuy v OIEHKE HX
3HaHWI, HABBIKOB M yMeHHit». // [DnekTpoHHbIl pecypc]. — M., 2022. — Pexum pocryma:

https://base.garant.ru/187830/

Vka3 Ilpesunenta ot 01.02.2005. Ne 112 «O kOHKypce Ha 3aMelIeHHE BaKaHTHOU
JOJIKHOCTH FOCYIapCTBEHHOU rpaskIaHCKOM ciry:k0b1 Poccuiickoit @enepanumny // [ DneKTpOHHBIN

pecype]. — M., 2022. — Pexxum noctymna: https://base.garant.ru/187829/

Vxa3 Ilpesunenta PO or 16.02.2005t. Ne 159 «O mpumephoii opme ciykeOHOTO
KOHTPAKTa O TPOX0XKJICHUU TOCYIApPCTBEHHON TpaK1aHCKO# ciyk0bl Poccuiickoit @enepanuu u
3aMEeIICHUH JIOJDKHOCTH TOCYAAapCTBEHHOM IpakIaHCKoW ciry:k0b1 Poccuiickoit deneparumy. //

[DnekTponHbIit pecypc]. — M., 2022. — Pesxum mocrtyma: https://base.garant.ru/187879/

Vka3 [Ipesunenra Poccuiickoit @enepanuu ot 30.05.2005. Ne 609 «O mepcoHaIbHBIX
JAHHBIX TOCYJapCTBEHHOI0 TPaKAAHCKOTo ciny:xaiero Poccuiickoit denepanuu 1 BeJJCHUN €T
augHoro  nena» [/l [DnmexkTtpoHmbiii  pecypc]. — M., 2022. - Pexum gocrymna:

https://base.garant.ru/188234/

Vka3 Ilpesunenta Poccuiickoit @enepamuu ot 18.06.2005. Ne 813 «O mopsiake u
YCIAOBUSIX KOMaHIAMPOBaHHS (heaepaabHBIX TOCYAapPCTBEHHBIX TPAXKIAHCKHX CIy)ammx» //

[DnekTpoHHBIii pecypc]. — M., 2022. — Pexxum nocryma: https://base.garant.ru/12141130/

Pacniopsixkenue IlpaButensctBa P® ot 21.03.1994. No 358-3 «O06 obGecneyeHun
COXPaHHOCTH JJOKYMEHTOB I10 INYHOMY COCTaBY» // [DneKTpoHHBIH pecypc]. — M., 2022. — Pexxum

nocryna: https://base.garant.ru/10104180/

Pacnopsixenue [Ipasurenscta PO ot 23.04.1992 Ne 781-p «O0 ymyulieHUN XpaHeHHs U
HCIIOJIb30BaHUsl JOKYMEHTOB IO JIMYHOMY cocTaBy»// [DnekTpoHHbI pecypc]. — M., 2022. —

Pexxum noctyna: https://base.garant.ru/104711/

ITpuka3z Muntpyna Poccun ot 19.05.2021 N 320n1 "OO0 yTBepkaeHUU (OPMBI, MOPAIKA
BEJICHUST M XpaHEHUs TPyIOBHIX KHIDKeK" // [DnexTpoHHBII pecypc]. — M., 2022. — Pexum

noctyma: https://www.consultant.ru/document/cons_doc LAW _385617/



https://base.garant.ru/10200083/
https://base.garant.ru/187828/
https://base.garant.ru/187830/
https://base.garant.ru/187829/
https://base.garant.ru/187879/
https://base.garant.ru/188234/
https://base.garant.ru/12141130/
https://base.garant.ru/10104180/
https://base.garant.ru/104711/
https://www.consultant.ru/document/cons_doc_LAW_385617/
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HcTouHuky (10NMOJTHUTENbHbIE)

®enepanbubiii 3akoH PO o1 27.07.2006 Ne 149-03 «O6 undopmannu, HPOPMALUOHHBIX
TEXHOJIOTHSAX M 3amure uHpopMmanum» // [DnextpoHHsld pecype]. — M., 2019. — Pexum
nocrymna:http://www.consultant.ru.

denepanbublii 3akoH 0T 26.12.1995. No 208-03 «OO6 akumoHepHBIX oOmecTBax» //
[DnexTponHsIii pecypc]. — M., 2019. — Pexxum mocryma:http://www.consultant.ru.

O6mepoccuiickuii  kinaccudukarop npodeccuit pabodmx, MOHDKHOCTEH CIYXKAIUX H
tapudubix paspsanoB OK 016-94. M.: Muntpya Poccuu, 1995 // [DnexkrponHbIi pecype]. — M.,
2019. — Pexxum pocrtyma:http://www.consultant.ru.

Oomepoccuiickuii  knaccudukarop wuHpopmanuu o Hacenenun OK  018-95. //
[Dnextponnslii pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

Oo6riepoccuiickuii  KinaccudukaTop ympasieHdeckoi mokymentaiuun OK 011-93. //
[DnexTponHsIit pecypc]. — M., 2019. — Pesxum mocrtyma:http://www.consultant.ru.

Oo1miepoccuiickuii KiraccupuKaTop CrenuaibHOCTel 0 00pasoBanuio // [DIeKTpOHHBIN
pecypc]. — M., 2019. — Pesxum goctyma:http://www.consultant.ru.

ITpuxkas Pocapxupa ot 23.12.2009 N 76 "O6 yTBepkaeHnn MeToandecKkux peKoMeHaaluii
1o pa3paboTKe WHCTPYKIMA IO JETONPOU3BOJCTBY B (peepabHBIX OpraHax HCIIOJHUTEIHHON
Biactu" // [Dnextponnsiii pecype]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Yuudunuposanueie GopMbl IEPBUYHON YUETHON JOKYMEHTAIMH 10 YUYETY Tpyda U €ero
ormnathl, yTBepkaeHHbIe [TocTanoBnennem ['ockomcTtara PO ot 05.01.2004 Ne 1 // [DnekTpoHHBIN
pecype]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

KBanuduxayoHHbli cipaBOYHUK JOKHOCTEN PYKOBOIUTENEH, CIIEUATNCTOB U IPYTUX
ciyxamux // [DnexTpoHHslit pecypc]. — M., 2019. — Pexxum noctyna: [DnekTpoHHbIH pecypc]. —
M., 2019. — Pexxum moctyma:http://www.consultant.ru.

MesxoTpacieBbie yKpyITHEHHbIE HOPMATHBBI BPEMEHHU Ha paOOTHI 10 KOMIUIEKTOBAHHIO U
yuety kaapos // [DnekTponHbIii pecype]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

[lepeueHb TUMIOBBIX YIPABIEHUYECKUX APXUBHBIX JOKYMEHTOB, 00Pa3yIOIINXCs B MpoIiecce
JEeSTENIbHOCTH TOCYJapCTBEHHBIX OPTraHOB, OPTaHOB MECTHOT'O CAMOYIIPaBJICHHS M OpraHU3aIIHiA,
C yKa3aHuWeM CpokoB xpaHenus [/ [Dnektponssiii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

[IpaBuiia opranu3anuy XpaHeHUs, KOMIJIEKTOBaHHUS, Y4€Ta M UCTIONB30BaHUS IOKYMEHTOB
ApxuBHoro ¢onaa Poccuiickoii Denepanuyi U APYTUX aApXUBHBIX JOKYMEHTOB B OpraHax

rocy/apCTBEHHOW BJIACTH, OPraHaX MECTHOTO CAMOYTIPABJICHUS U OpraHU3aIUsIX, YTBEPKIECHHBIX


http://www.consultant.ru/
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nprkazoM MuHkyasTypbl PO ot 31.03.2015 Ne 526 // [Dnexkrpounsiii pecypc]. — M., 2019. —
Pexxum noctyna:http://www.consultant.ru.

IIpukaz PocapxuBa ot 20.12.2019 N 236 "OO6 yrtBepkiaeHuu llepeuHss TUMOBBIX
YVOpaBIEHYECKUX apXUBHBIX JOKYMEHTOB, OOpa3ylolluxcsi B Ipolecce AesITeIbHOCTU
rOCy/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPAaBJICHUS U OpraHHU3aluil, ¢ yKa3aHUEeM
cpokoB wux xpaHenus" (3apeructpupoBano B Munioctre Poccun 06.02.2020 N 57449)
[OnexTponHblii  pecypc] // CnpaBodHo-mouckoBas cuctema «KOHCYIbTaHT — ILTIOCH.
URL.:http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=L AW&n=345020&fld=134&
dst=1000000001,0&rnd=0.5989149124283691#09893595070554722 (mara oOparieHus:
19.10.2020)

@enepanbhbiii 3akoH oT 24.04.2020 N 122-®3 "O npoBeaeHUM 3KCIEpPUMEHTa I10
WCIIOJIb30BAHUIO D3JICKTPOHHBIX JOKYMEHTOB, CBSI3aHHBIX ¢ paboroil"// WHTepHeT-mopTan
npaBoBoii mH(popmMaruu  http://www.consultant.ru/document/cons_doc_ LAW 351124/ (nara
oOpatuenus: 19.10.2020)

[Ipukaz Muntpyna Poccun ot 14.05.2020 N 240H "OO6 yrtBepxkaeHuu Ilomoxxenus o
MOPsIKE MTPOBECHUS IKCIIEPUMEHTA IO UCIOJIb30BAHUIO 3JIEKTPOHHBIX JOKYMEHTOB, CBSI3aHHBIX
¢ paboroit" (3apeructpupoBano B Muntocte Poccun 17.06.2020 N 58674)// NuTepuer-nopTai
npaBoBOM  MH(OPMAIUH https://www.garant.ru/products/ipo/prime/doc/74170714/, nara
obparmenus 01.10.2020.

JIntepartypa (o0s13aTe1bHAsA)

Abynanze, /1. I'. JlokymeHTallMOHHOE 0O€ecTieyeHe yIpaBIeHUs IEPCOHANIOM : YUEOHUK
U MIPAKTUKYM Ui akajemudeckoro 6akanaspuata / [I. I'. AGynanze, U. b. Bemmpsokkuna, B. M.
MacnoBa. — Mocksa : U3narensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AxageMudeckuit
kypc). — ISBN 978-5-534-00875-3. — Texkcr : anexrponnsii / DBC HOpaiit [caiiT]. — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2019).

beikoBa T.A. JlokyMeHTallMOHHOE OOecreueHue YMpaBieHUs (JIeIONPOU3BOJCTBO)
[OnexTpoHHbIi pecypc] : yueonoe nocodue / T. A. boikoBa, T. B. Ky3Hnenosa. - 2-e u3n., nepepab.
u gom. - MockBa : HWuppa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

I'motoBa C.A. IlpodeccroHanbHbIN CTaHAAPT CIEIUAINCTA MO YIIPABICHHUIO IEPCOHATIOM
B JEATENILHOCTH  KaJApOBOW  CHy»KOBl  [DnekTpoHHBI  pecypc] /I'morosa CeTnana
AnekcannposHa; C. A. I'morosa // YnipaBneHnue TOKyMEHTAIMEH: MPOIILTIOe, HAacCTosIIIIee, Oyayiiee

: marepuaisl I11-eit MexayHap. Hayd.-mipakT. KoH}., mocaul. namsatu npod. T. B. Ky3nenosoit,


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
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Mocksa, PITY, 23-24 mapta 2017 1. / M-Bo o06pa3oBanus u Hayku Poc. ®enepamuu, denep. roc.
Oro/KeT. yupexa. Beicul. oOpazoBanus "Poc. roc. rymanutapueiii yH-1", Mcr.-apx. uH-T, ®ak.
JIOKYMEHTOBE/ICHUSI M TEXHOTPOHHBIX apX., Kad. moxymenroBenenus. - Mocksa : Tepmuka.py,

2017. - C. 451-457. - Pexxum noctyma : http://elib.lib.rsuh.ru/elib/000013004.

I'moroBa C.A. TenaeHIMM pa3BUTHS KaIpoBOTO JEIONPOU3BOACTBA B paMKax
nporpammbl  "LudpoBas  skoHomumka"  [OnektpoHHBIH  pecypc] /I'moroBa CBernana
AnexcanapoBHa; Cernana A. ['moToa // YnpaBieHue JoKyMeHTaMu B IU(POBON IKOHOMUKE. -

Mocksa : PITYVY, 2019. - C. 98-103. - Peskum mocryma : http://elib.lib.rsuh.ru/elib/000013245.

Kanposoe pemomponsBoacto. Yuebnuk. / C.JI. Kysnemos, C.A. I'moroBa — M.:
UsznarensctBo « TEPMUKAY, 2020. — 492 c.

KanmpoBoe nenompousBonactBo: HaumHaem ¢ Hyns. Ayaut cBommu cuiamu / W.B.
Kypasnesa, M.B. XKXypasinesa. - 2-¢ uza. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Jom. mat. znanium.com). - (ITpocto, kpaTtko, 661cTpo). (0) ISBN 978-5-16-008986-7 - Tekct
. anektponHbid. - URL: https://new.znanium.com/catalog/product/417566 (mara oOpareHus:
30.11.2019)

[TaBnosckas, O. 0. IIpaBoBoe obecrnieueHne KaapoBOTro AENOMPOU3BOACTBA : yueOHOE
noco6ue 11st By30B / O. FO. I1aBnoBckas. — Mocksa : UznatensctBo FOpaiit, 2019. — 213 ¢. —
(Beicmee obopazoBanue). — ISBN 978-5-534-11565-9. — Tekcer : anekrponssiii / OBC Opait
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara oopamenus: 30.11.2019).

JIntepatypa (10nmoTHUTEIbHAS)

Kykapuna IO.M. CoBpeMeHHbIE OpraHM3allMOHHBICE W PErJIAMEHTHBIC JOKYMEHTHI:
bynkunn 1 pazHoBuaHOCTH // BectHuk PITY. 2016. Ne2. [DnextponHsIii pecypc]. — M., 2019. —
Pesxxum JOCTyTa: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik_daizi%202(4)-16.pdf.

Muxaitmmna .. Ynpaenenue nepconaiom, 3-e u3a. - Mocksa :Jlamkos u K, 2018. - 280
c.: ISBN 978-5-394-01749-0 - Tekct : AJIEKTPOHHBIH. - URL:
https://new.znanium.com/catalog/product/415303 (nata obpamenus: 30.11.2019)

6.2 IlepeueHb pecypcoB HH(OPMALMOHHO-TEJIEKOMMYHMKANIMOHHOM CETH
«AHTepHeT»
- lapanT [OnekrponHblii pecypc]. — OnekTpoH. gaH. — M., cop. 2013. — Pexxum nocrtymna:

http://www.garant.ru.
- Koncynprant Ilntoc [DnexktpoHHbId pecypc]. — DnekTpoH. aaH. — M., cop. 2013. — Pexum

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



http://elib.lib.rsuh.ru/elib/000013004
http://elib.lib.rsuh.ru/elib/000013245
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
http://www.consultant.ru/
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6.3 IlpodeccuonajbHble 6a3bl JAHHBIX M HHPOPMAIIMOHHO-CIIPABOYHbIE
CHCTEMBbI

Hoctyn k npodeccuoHanbHbIM 0a3am gaHHBIX: https://liber.rsuh.ru/ru/bases
WHpopMannoHHbIE CLIPAaBOYHBIC CHCTEMBI:

1. Koncynbsrant [lmtoc
2. Tapant

7 MaTepMaJILHO-TeXHl/I‘IeCKOG o0ecreuyeHue ANCHUIIINHBI

AynuTopuu Uit IPOBENCHUS JEKIUH U CEMUHAPCKUX 3aHATUHN C TEXHUUECKUMHU CPEICTBAMU
00yudeHus (MyJIbTUMEIUA-TIPOEKTOP (BUAECOIPOEKTOP), IKpaH (IIEPEHOCHOM MM CTallMOHAPHBIIT)),
KOMITbIOTEPHBIH KJIacc [yl IPOBEAECHUS J1aOOPAaTOPHBIX 3aHATHUI.

1. Mepeuens 1O

Nert Haumenoanue [10 [IpousBoauTenb Cnoco6
/i pacrpocTpaHeHus
(JzuueHs'uoyHoe uiu
c60000HO
pacnpocmpamsiemoe)
1. Adobe Master Collection CS4 Adobe JULEH3UOHHOE
2. Microsoft Office 2010 Microsoft JIUIEH3MOHHOE
3. Windows 7 Pro Microsoft JIALEH3UOHHOE
4, Microsoft Office 2013 Microsoft JIUIEH3MOHHOE
5. Windows 10 Pro Microsoft JIALEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMIIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JIuneH3noHHOE
8. Zoom Zoom JINLIEH3UOHHOE

2. Hepeyens BLu UCC

Nern HanmenoBanue
/1

1 | MexnayHapoaHbie pedepaTuBHble HaykomeTpudeckue b/, qocTymHble B paMkax
HalMOHAJIBHOM noamucku B 2020 r.

Web of Science

Scopus

2 | IIpodeccuonanbubie noaHoTekcTOBbIe B/I, TOCTYyNHBIE B paMKax HAaIMOHAIBHOM
noamucku B 2020 T.

Kypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypuanst Taylor and Francis

3 | Ilpodeccuonanbublie moaHoTeKcTOBbIE B/
JSTOR
W3nanust mo oOiecTBEHHBIM M T'YMAaHUTAPHBIM HayKam
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4 | KoMmbploTepHble CIIPaBOYHbIE TPABOBHIE CUCTEMBI
Koncynbrant Ilmtoc,
l"apanT

8 Oobecneyenue 00pa3oBaTeJbLHOI0 MPoOLECCA JJIS JUI] C OTPAHUYEHHBIMH

BO3MOKHOCTHAMMH 3/10POBbSI U HHBAJIHIAO0B
B X04€ pealr3aiy JUCHUIIIMHBI UCITIOJIB3YIOTCA CICAYIOMUE JOIIOJTHUTCIbHBIC
METOABI O6y‘-I€HI/ISI, TCKYIICTO KOHTPOJIA YCICBACMOCTH H HpOMe)KYTOHHOﬁ arreCcranuun
06yqa}01unxc;1 B 3aBUCHUMOCTH OT UX HHANBUAYAJIbHbIX 0COOEHHOCTEH:

® JUIS CIICIIBIX U CIIA0OBUISIINX:

- JeKUuu O(OPMIISIIOTCA B BHJE 3JIEKTPOHHOI'O JOKYMEHTa, JOCTYHHOI'O C IOMOILBIO
KOMIIBIOTEpA CO CIIELUAIN3UPOBAHHBIM IIPOrPAMMHBIM 00ECIIEUEHUEM;

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

- o0ecrieunBaeTcs UHAUBUAYAIbHOE paBHOMEpHOE ocBelieHue He menee 300 Jrokc;

- s BBIIOJHEHUS 3aJaHUsl IMpPU HEOOXOAMMOCTH IIPENOCTABIISAETCS YBEIMUYMBAIOLIEE
YCTPOHCTBO; BO3MOYXKHO TAK)K€ MCII0JIb30BaHNE COOCTBEHHBIX YBEIMUYUBAIOIINUX YCTPOUCTB;

- MUCHbMEHHBIC 3a7]aHNs O(POPMIIIOTCS YBEIIMISHHBIM MIPUPTOM;

- 9K3aMeH M 3au4€T NPOBOAATCA B YCTHON (hopMe UM BBIIOJHSIOTCS B MMCbMEHHOM (popme Ha
KOMIIBIOTEPE.

® JUIS TIIYXUX U CIA0O0CIBIIIAIINX:

- JeKuud Oo(QOpMIISIIOTCA B BHJE 3JEKTPOHHOIO JOKYMEHTa, JHO0O0 NpeaoCTaBiseTCs
3BYKOYCWJIMBAIOIIAs allaparypa HHAUBUAYAIbHOIO IIOJIb30BAaHUS;

- IUCbMEHHBIE 33JIaHUs BBIITOJIHAIOTCS HA KOMIIBIOTEPE B MUCbMEHHOM (hopMme;

- 9K3aM€H U 3a4€T POBOJATCS B TMCbMEHHON (JOpME Ha KOMITBIOTEPE; BOZMOKHO IIPOBEICHUE
B (hopMe TECTUPOBAHUS.

e IS JIUL C HAPYIICHUSIMH OTMIOPHO-/IBUTATEILHOTO amnmnapaTra:

- JIeKIMM O(OPMIIAIOTCS B BHJE AJIEKTPOHHOIO JIOKYMEHTA, JIOCTYHNHOTO C IOMOIIbIO
KOMITbIOTEpA CO CHEIMATN3UPOBAHHBIM ITPOrPaMMHBIM 00eCIIeueHHEM;

- THCbMEHHbIE 3a/laHusl BBINOJHAIOTCS HA KOMIBIOTEPE CO CIELHATU3UPOBAHHBIM
IPOTrpaMMHBIM 00€CTIEYCHHEM;

- 9K3aMEH U 3a4€T MPOBOAATCS B YCTHOU (pOpME UITU BBIMOIHSIOTCS B MTUCbMEHHOHN (hopMe Ha
KOMIIBIOTEPE.

[Ipu HEOOXOMMOCTH MpeTyCMaTPUBAETCS YBEIMUYEHNE BPEMEHHU ISl TOITOTOBKH OTBETA.

IIponienypa  mpoBefeHHs ~ NPOMEXYTOUYHOM  aTrectauu Ui OOyYaroIuXcs
YCTaHABIMBAETCS € Y4YETOM UX HMHAMBHUIYAIBHBIX ICUXO(PU3NYECKUX OCOOEHHOCTEH.
[TpomexyTo4Hast aTTecTanus MOXKET IPOBOIUTHCS B HECKOJIBKO ATAIOB.

[Ipu nmpoBeneHun npouenypsl OLEHUBAHMS PE3YIbTaTOB OOyuYeHUs MpeaycMaTpuBaeTcs
UCTOJIb30BaHUE TEXHUYECKHX CpEACTB, HEOOXOAMMBIX B CBSI3M C HWHAWBUAYAIbHBIMU
0COOEHHOCTSAMU O0yYaromIMXcsi. DTU CPECTBA MOTYT OBbITh IIPEIOCTABIECHbI YHUBEPCUTETOM, HIIN
MOTYT HCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUUECKHE CPECTBA.

[IpoBenenne mpoueaypbl OLEHUBAHUS — pe3yJabTaToB  OOyuYeHUs  JIOMYCKaeTcs C
UCIIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHHA.

ObecnieunBaeTcss 10CcTyn K MHGOPMALMOHHBIM M OHOIMOrpaduueckuM pecypcam B CETH
WutepHer Ui Kaxkaoro oOydaromierocs B ¢opMmax, aJalTHPOBAHHBIX K OrPaHUYEHUSIM HX
3JI0pPOBBS U BOCTIPUATHUS HHPOPMAIUH:

® IS CHEMNBIX U CIIa00BUASAIINX:
- B ICYaTHON (pOopMe yBETUUEHHBIM HIPUPTOM;
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- B (hopMe IEKTPOHHOTO JJOKYMEHTA;

- B hopme aynuodaiina.

e JUIS TUIYXHX U CIa0OCIBIIIAIINX:

- B Ie4aTHOH opMme;

- B (hOpMeE IIEKTPOHHOTO TOKYMEHTA.

e Ui OOyYarOIIUXCs C HAPYIICHUSIMHU OMOPHO-IBUTATEIBHOTO arapara:
- B Ie4aTHOH opMme;

- B (hOpMeE IIEKTPOHHOTO JOKYMEHTA;

- B hopme aynuodaiina.

Y4eOHbIe ayTUTOPHH Il BCEX BHJIOB KOHTAKTHOW M CAaMOCTOSITEIILHOW PaOOThI, HAyYHAs
O0ubnMMoTeKa M MHbIE MOMEIICHUS sl 0Oy4eHHUs OCHAIICHBI CIICIHAbHBIM 000pYyAOBAaHHEM U
Y4EOHBIMH MECTaMHU C TEXHUYECKHUMHU CPEACTBAMHU O0YUCHUS:

® IS CIICTIBIX U CJIA0OBUISIIUX:

- YCTPOMCTBOM U1l CKaHUPOBaHUs U uTeHus ¢ kamepoil SARA CE;

- nucreeM bpaiina PAC Mate 20;

- npuntepoMm bpaitns EmBraille ViewPlus;

® I TUIYXUX U CIa00CTBIIIANTNX:

- aBTOMATHU3MPOBAaHHBIM pPA0OYMM MECTOM JUIsI JIFOJICH C HapyIICHHEM cllyXa |
¢l1a00CIIBIIIAIINX;

- aKyCTUYCCKHI YCUIIUTENb U KOJIOHKH;

e Ui OOyYaroIIUXCs ¢ HAPYIICHUSIMHU OMOPHO-IBUTATEIBHOTO arapara:
- IEPEABIKHBIMH, PETYIIMPYEMBIMH dproHomMuueckumu napramu CU-1,
- KOMIIBIOTEPHON TEXHUKOMW CO CIICIUAIbHBIM TPOTPAMMHBIM 00ECTICUCHHEM.

9 Metoauueckue MaTepuasibl

9.1 Ilnansbl J1a00pPATOPHBIX 3AHATHI.

TEMAL. (4 4.) BAKOHOJIATEJIGHASI PETJIAMEHTALIMS JOKYMEHTUPOBAHUS
KAJIPOBOI IESTEJILHOCTU B P®

3AJTAHMSL.

1. Tlpoanammsupyiite TpynoBoit kogekc Poccuiickoit deneparuu u onpenenute TpeOOBaHUS K
COCTaBy U 0()OPMIIEHUIO TOKYMEHTOB, PETJIAMEHTUPYIOLIUX TPY/IOBbIE OTHOILIECHHUS.
2. Tlpoanamusupyiite Tpynosoii kogekc Poccuiickoit @enepanuu u onpeaennTe TpeOOBaHUS K

GYHKIUSAM KaJpOBOM CIIyKOBI.

YKA3AHUS 1O BBITIOJITHEHUIO 3AJTAHUN

1. Uzyunte TpynoBoit Koaekc A BBIICHWUTE, KAaKUMH JOKYMEHTAMH TIPEAYyCMOTPEHO
obopmiieHHEe TIpUEMa, TEPEeBOJA, YBOJBHEHHWS, KOMAaHIWPOBAHUS, IUCIUIUIMHAPHOTO

B3bICKaHUA U NPCAOCTABIICHUS OTITyCKa pa6OTHI/IKaM. CocraB JAOKYMCHTOB (I)I/IKCI/IpyCTC}I 10
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KaXI0W oTHenbHON mporenype. OOpaTuTe BHHUMAaHHE HAa CPOKU MOJTOTOBKH JOKYMEHTOB,
YCTaHOBJICHHBIEC 3aKOHO/IATEIBHO.

PesynbTaTsl 3a1aHKUsI MOTYT OBITH PEACTABIEHBI B BUJIE TAOIHIIBL:

IIpouenypa Buabi Homep Cpoxmn, Conep:xkanue,
JOKYMEHTOB CTaTbH CBSI3aHHBbIE C opopmiieHue
JOKYMEHTOM

[Ipuem Ha paboty

ITepeBon

[IpenocraBienue
OTITyCKa

[Toompenue

JucuunnuHapHoe
B3bICKaHUE

Komannuposanue

YBonbHEHUE

2. Wsyuute TpynoBol KOJEKC U OMpeAeNnuTe 00s3aHHOCTU paboToAaTeNs MO OTHOLICHHIO K
paboOTHUKY, KOTOpBIE ycTaHOBJIEHBI B Kojekce mpy BOSHUKHOBEHUH TPYJIOBBIX OTHOIICHHA.

Ha »T0i1 ocHOBe cocTaBbTE IEPEUEHb (PYHKIIHI, BBIIOIHAEMBIX KaAPOBOM CIYKOOM.

KOHTPOJIBHBIE BOITPOCBI.
1. IlepeuucnuTh OCHOBHBIE BHJBl JIOKYMEHTOB, HCIOJIb3yeMblE JUIsI JOKYMEHTHPOBAHUS
TPYIOBBIX OTHOIIEHUH, YCTAHOBJIECHHBIX B TPYI0BOM 3aKOHOIATEIbCTBE.

2. Hasoswure THIIOBBIC (YHKINU KAJAPOBOM CITykKOBI.

NCTOYHHUKHU

TpynoBoit komekc Poccuiickoit ®eneparmu ot 30.12.2001 Ne 197-®3. Ilpunsr
['ocynapctBennoit J{ymoii 21 nexadbps 2001r. (B pea. ot 29.12.2010) // [DnexTpoHHBIH pecypc]. —

M., 2019. — Pexxum gocryna:http://www.consultant.ru.

JIUTEPATYPA
Abynanze, 1. I'. JlokyMeHTallMOHHOE OOecleYeHUe yNpaBIeHUs] MEPCOHATIOM :
y4eOHUK U IPAKTUKYM JIs akagemuueckoro Oakanaspuara / J1. I'. A6ynanze, U. b. Bempsoxkuna,
B. M. MacnoBa. — MockBa : MsparensctBo HOpaiit, 2019. — 299 c¢. — (bakanasp.
Axanemmuueckuii kype). — ISBN 978-5-534-00875-3. — Tekcr : anexrponnsiii / 3BC KOpaiit
[caiiT]. — URL: https://urait.ru/bcode/433411 (nata oopamenus: 30.11.2019).
KanpoBoe nenonpousBoactBo: Haumnaem ¢ Hyms. Ayautr cBoumu cwiamu / W.B.

XKypasnesa, M.B. Xypasinesa. - 2-e uzn. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16


http://www.consultant.ru/
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+ ( Jom. mat. znanium.com). - (ITpocro, kpaTko, 661cTpO). (0) ISBN 978-5-16-008986-7 - Tekct
: anektponHsld. - URL: https://new.znanium.com/catalog/product/417566 (nara oOparieHus:
30.11.2019)

[TaBnosckas, O. 0. IlpaBoBoe obecnieueHre KaJIpoBOro JEJIONPOU3BOJCTBA @ yueOHOE
nocobue st By30B / O. FO. [TaBnoBckas. — Mocksa : MznarensctBo FOpaiit, 2019. — 213 ¢. —
(Beicmee o6pazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrponsslii / 3BC KOpait
[caiiT]. — URL.: https://urait.ru/bcode/445662 (nara oopamenus: 30.11.2019).

MaTepnanbno-TexnnquKoe obecnevyeHue 3aHITHS:

1.Tpynosoii konekc P®.

TEMA 2. (4 4.) PASPABOTKA OPTAHU3ALIMOHHBIX JJIOKYMEHTOB B KAJIPOBOI1
CJIYKBE

3ATAHUS

1. Tlpoananmsupyiite opranuzanuio padboTsl ¢ kagpamu B 3A0 “Bemvmmen”.
2. Pazpa6oraiite [Tonoxxenue 06 oraene kaapos 3A0 “Beivmen”

3. Pa3pa60TaI7ITe AOJDKHOCTHYHO HHCTPYKIUIO I OJHOTO U3 COTPYAHUKOB Ka,Z[I)OBOI\/'I CJ'Iy>K6BI

YKA3AHWA 110 BBIIIOJIHEHUIO 3ATIAHUA

1. Ipoananusupyiite Komriuiekc TOoKyMeHTOB 3AO “BriMmmen”, BbIABISAS €ro CTPYKTYpY,
YHCJIEHHOCTD, HallpaBJIeHUs AeaTenbHocTH O01ecTBa 1 0COOCHHOCTH OpraHU3aIK KaIpOBOii
paboTHI.

2. Ha ocHOBe KBamM(pUKAIIMOHHON XapaKTEPUCTHKH PYKOBOIUTENS KaapoBoii ciyx0b1, Y COP/I,
TpyaoBoro kojaekca M TpeOOBaHUN HMHBIX HOPMATHUBHBIX M METOJIMYECKHX JOKYMEHTOB
paspabotaiite u opopmure npoekT [lonoxxenus 06 oraene kaapos 3A0 “Beivmnen”.

3. Ha ocHoBe KBamM(UKAIIMOHHBIX XapaKTEPUCTHK paOOTHHUKOB KaJpoBou ciyk0bl, YCOPJ]
pa3paloTaiiTe MpOeKT TOKHOCTHOM MHCTPYKLUHHU OJHOTO U3 COTPYAHHMKOB OTEla KaJapoB

3A0 “BriMnien” v opOopMUTE €T0 B COOTBETCTBUHU C YCTAHOBJIEHHBIMH TPEOOBAaHUSIMHU.

KOHTPOJIBHBIE BOITPOCHI
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1. Tlepeuuncnute 3a7aun U PYHKIIUN KaIPOBOM CITYKOBI.

2. Kaxkue mOKyMEHTBI perIaMeHTUPYIOT paboTy ¢ IEPCOHAIOM OpraHu3auu’?

3. Ha ocHoBe, Kakux JIOKYMEHTOB pa3pabaThIBAIOTCS TOJOXKEHHE O KaJpOBOW CIy)KOe u
JOJDKHOCTHBIC MHCTPYKIIMU €€ COTPYAHUKOB?

4. KakoBa CTpYKTypa TEKCTOB TOJOXECHHUS O KaJJPOBOM CITy’KO€ U TOJHKHOCTHOW WHCTPYKIIMU?

5. Korpma nmonoxenue o KaJapoBoil ciyx0e mnpuodperaer ropuauyeckyro cuiny? Korga ono
TpeOyeT nepepadoTku?

6. Ilepeuncnute obume TpedoBaHus K 0)OPMIICHUIO OPraHU3AIMOHHBIX JOKYMEHTOB.

NCTOYHUKU

TpynoBoit koaekc Poccuiickoir ®enepamuu ot 30.12.2001 Ne 197-®3. Ilpunsar
['ocynapcrBennoit Jymoii 21 gexadps 2001r. (B pea. ot 29.12.2010) // [DnexTpoHHBIHA pecype]. —
M., 2019. — Pexxum noctyma:http://www.consultant.ru.

YHudunupoBaHHas CHUCTEMa OPraHU3AIMOHHO-PACTIOPSIUTENLHON  JTOKYMEHTAIIUH.
YHubuuupoBanueie (GOpPMbI, UHCTPYKIIMH M METOJUYECKHE MaTepUaibl MO0 WX MPUMEHEHHUIO.
M.1982 // // [DnextponHsiii pecype]. — M., 2019. — Pesxxum noctyna:http://www.consultant.ru.

KBanugukanoHHbIil CIIPAaBOYHUK JOJDKHOCTEH PYKOBOIUTENEH, CHEIHAINCTOB U
ciyxamux. M., 2002/ // [OnextponHslii pecypc]. — M., 2019. — Pexum

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

JIUTEPATYPA
I'nmoroBa C.A. IIpodeccroHanbHbINi cTaHAAPT CIIELHATNCTA [0 YIPABICHUIO IIEPCOHATIOM
B JICITEIILHOCTH  KaJpoOBOM  choykObl  [DnekTpoHHbI  pecypc] /I'moroma Ceetnana
AnekcannposHa; C. A. I'morosa // YnpaBneHnue 10KyMEHTAIMEH: MPOIITIOe, HACTosIIIee, Oyayiiee
: matepuansl [1I-eit MexxayHap. Hayd.-ipakT. KOH}., nmocsul. namatu npod. T. B. Ky3nenosoii,
Mocksa, PITY, 23-24 mapta 2017 r. / M-Bo oOpa3oBanus u Hayku Poc. ®eaeparuu, Dexaep. roc.
Oro/KeT. yupex[. Beicil. oOpa3oBanus "Poc. roc. rymanutapusiii yu-1", Mct.-apx. un-1, Pak.
JIOKYMEHTOBEJCHUSI U TEXHOTPOHHBIX apX., Kad. nokymenroBenenus. - Mocksa : Tepmuka.py,
2017. - C. 451-457. - Pexxum noctyna : http://elib.lib.rsuh.ru/elib/000013004.
Kykapuna IO.M. CoBpeMeHHbIE OpPraHM3alMOHHBIE U PEIVIAMEHTHBIE JIOKYMEHTBHI:

bynkunn u pazHoBuaHOCTH // BectHuk PITY. 2016. Ne2. [DnexktponHsIii pecypc]. — M., 2019. —


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://elib.lib.rsuh.ru/elib/000013004
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Pexum JOCTyIIA: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik_daizi%202(4)-16.pdf.

[TaBnosckas, O. FO. IlpaBoBoe obecrnieueHne KaapoBOro JEIONPOU3BOACTBA : yueOHOe
nocobue st By30B / O. FO. [TaBnoBckas. — Mocksa : M3narensctBo FOpaiit, 2019. — 213 ¢. —
(Beiciee oopazoBanne). — ISBN 978-5-534-11565-9. — Tekcr : anekrponnsiit / ObC FOpait
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara oopamenus: 30.11.2019).

MarepuajibHO-TeXHHYECKOe 0O0ecriedyeHue 3aHATUS

TpynoBoii kogexkc PO
YCOP/|

KBanuukaonHble XapakKTepUCTUKH paOOTHUKOB KaJpOBOil CITy>KOBI

A w0

Komrutext noxkymenToB 3A0 “Beimmen”
y

TEMBI 3-7 (10 u.). IOKYMEHTHPOBAHME KAJIPOBOI1 IEATEJILHOCTH

3AJAHUS:

1. Usyuurte 3aKkoHOJATEIbHBIC TPEOOBAaHHMS K  COJCPKAHHIO M OGOPMIICHUIO  TPYIOBOTO
norosopa. [1oAroToBbTe MPOEKTHI IOKYMEHTOB 110 IpUEMY Ha padoTy.

2. [ToroToBBTE MPOCKTHI JOKYMEHTOB 110 TIEPEBOY HA JAPYTYIO paboTy.

3.HOI[FOTOBI)T€ IMPOCKThI JOKYMCHTOB O HNPCAOCTABJICHUN OTITYCKa, MPOCKTHI AOKYMCHTOB O
KOMaHAMPOBaHUH paOOTHUKA

4.TToAroToBbTE MPOEKTHI JOKYMEHTOB O TMOOMIPEHUH PAaOOTHUKA M TPOEKTHI JOKYMEHTOB O
BBIHCCCHUUN JUCHUIIIIMHAPHOTO B3bICKAHU .

5.IloaroroBbTe NPOEKTHI JOKYMEHTOB OO0 M3MEHEHUU ¢amMmind paOOTHHKA M IPOEKTHI

JIOKYMEHTOB O PAaCTOPKEHUH TPYI0BOr0 JOr0OBOPA.

YKA3AHUS IO BBITTOJIHEHUIO 3AJTAHUI

1. Ha ocHoBe MarepuanoB AEIOBOI UIpbl (CIpaBOYHBIE AaHHBIE 0 paOOTHUKE) M TpeOOBaHUI
TpynoBoro xojiekca MoAroTOBUTH TPYAOBOM J10TOBOpP C pabOTHUKOM, O(GOpPMHUTE MPHUKA3 O
npuemMe paboTHHKa Ha paboTy (CTYyAEHThI MOTYT COCTaBUTH IPUKa3 MO OOLIUM IMpaBUIaM

o(hopMIIeHHSI TPUKA30B WIH BOCIIOIB30BaThC YHUPHUIMPOBaHHOH (opmoii T-1). 3amomHuTh


https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
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Jlmuayro kaptouky pabotHuka (dbopmy T-2.) Omnpeaenutb coCTaB JOKYMEHTOB,
MCIOJIb3YEMBIX U CO3/IaHHBIX MPH MPUEME Ha paboTy, KOTOpPbIe POPMUPYIOTCS B TUIHOE JEII0
paboTHUKA.

Hcnonb3ys marepualibl A€NOBOW WUrpbl (CIPaBOYHbIC JaHHBIE O PAOOTHHUKE) M YYUTHIBAS
TpeboBanusi TpynoBoro kojaexca opopMHUTH MepeBo]l pabOTHHKA (IO €ro MHUIIMATUBE U 10
WHUIMATHBE PYKOBOJIUTENS CTPYKTYPHOTO TMOJpa3felieHus1) Ha Apyryto paboTy B TOW ke
opraam3anuu. COCTaBUTH 3asIBJICHUE, MPEACTABICHUE, YBEAOMIICHHE U OPOPMUTH MPHUKA3 O
nepeBojie pabOTHHUKA Ha APYTYI0 paboTy (1Mo oOumM mpaBuiiaM ohOpMIICHHS TPUKA30B WIH
BOCITOJIb30BaThcsl YHUDHIMpoBaHHOH (opmoii T-5). BHectn nannpie B JIMuHy0 KapTOUKYy
pabotauka (popmy T-2.) OnpenenuTsh COCTaB TOKYMEHTOB, HCIIOJIB3YEMbIX M CO3/IaHHBIX ITPU
NepeBoJie Ha JPYTyIo paboTy, KOTOpbIE GOPMUPYIOTCS B IMYHOE AET0 PAOOTHHUKA.

Hcxons u3 marepualioB AETOBOW UIPHI (CIIpaBOYHBIE JaHHBIE O PaOOTHHUKE) , 0GOPMUTH
€KEroJIHbI OYepeHON OIUTAYMBaEMBblii OTHYCK M OTIYCK Oe3 coxpaHeHHus 3apaboTHOM
iatel. COCTaBUTh TpaduK OTIYCKOB, OOPMUTH MPHUKA3 O MPEAOCTABICHUH OTITyCKa (IO
o0mIMM TIpaBHIIaM 0OPMIICHHS IIPUKA30B HIIA BOCIIOJIE30BATHCS YHUDUITUPOBAHHOHN (HhOPMOiA

T-6) . Buectu nannbie B JInyHyro KapTouky pabotHuka (hopmy T-2.).

Hcnonb3ys Marepuaibl JeI0OBOM Urpbl (CIIPaBOYHbIE JAaHHBIE O PAOOTHUKE) MOArOTOBHUTH
NpUKa3 O HarpaBlieHMd pabOTHHKA B KOMAaHIMPOBKY (IO OOLIMM MpaBHiaM O(GOPMIICHUS

MPUKA30B WA BOCIOJIB30BaThCs YHUpHUITUpOBaHHOH (hopmoii T-9).

Wcnonb3ys marepuanbl Jel0BOM UIphl (CIIpaBOYHBbIE JAHHBIE O PAOOTHHKE), OQPOPMUTH
MpUKa3 O MOOIIpeHUH paboTHHKA (MO oOumMM mnpaBuiaM OQOPMIIEHHS TNPUKA30B HIIH
BOCIIOJIb30BaThCsl yHUGHIUpOBaHHOW (opmoii T-9). BHecTn maHHBIE O MOOLIPEHUH B
JInunyro kapTouky pabotHuka (popmy T-2.). Ompenenuts cocTaB JIOKYMEHTOB,
UCIOJIb3YEMBIX IpHU O(OPMIICHUH MOOIIPEHUs, KOTOpble (OPMUPYIOTCS B JMYHOE MAEIO

paboTHHKA.

Ha ocHoBanun MaTCpHuaJioB HCHOBOﬁ HUI'PBl COCTABUTH O6’L$[CHI/ITCJ'II>HYIO 3aIMUCKy O
AUCHUILUIMHAPHOM IMPOCTYIKE, NOKIAAHYIO 3allMCKy O HApYUICHUU pr,llOBOﬁ JUCIHHUITIINHBI,

IMPpHUKAa3 O HAJTOXKCHUH JUCHUIINIMHAPHOTO B3BICKAHUA.

Hcnonb3ys marepuanbl AEIOBOM UIphl (CIpaBOYHBbIE JaHHbIE O pPaOOTHHKE) OPOPMHTH
MpeKpaleHue TPYJOBOrOo JOroBopa [0 WHULMATUBE pabOTHUKA, MO HWHUIMATHBE

paboTtonaTesnsi, T0 OOCTOSTEILCTBAM, HE 3aBUCAIIMM OT BOJH CTOpOH. OMNpenennuTh COCTaB
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JOKYMEHTOB, KOTOpPBIMH odopmisieTcsi Kaxnas cutyanus. OdQopMmuTe TmpuKas 0
MIPEKPAIEHUH ISHCTBUS TPYAOBOTO J0roBopa (1o odmuM npaBuiiaM ohopmIIeHUs: TPUKA30B
WJIM BOCIIOJIb30BaThCsl YHUGUITMpOoBaHHOM (opmoii T-8). BHectu nanHbie 00 YBOJIBHEHUU B
Jlmuayro kaptouky pabotHuka (dopmy T-2.). OmnpenenuTs cocTaB JOKYMEHTOB,
UCTOJIB3YEMBIX MPH OPOPMIICHHH YBOJBHEHUS, KOTOpbIE (DOPMHUPYIOTCS B JIMYHOE JIEIO
paboTHUKaA.

CocTaBbTe IPOEKT MprKasza 00 M3MEHEHUH (aMWIUU, PUBEANTE BO3MOKHBIC OCHOBAHUS TSI

HU3aaHKUs TaKOT'O IIpHUKasa.

KOHTPOJIBHBIE BOITPOCHBI:

1. BrlaenuTe OCHOBHBIE JOKYMEHTHPYEMBIE 33/1a41 KaJPOBOU e TEIHHOCTH.

2. OxapakTepusyite CTpYKTYpy TEKCTa TPYAOBOIO JIOTOBOPA, NEPEUUCIUTE CYLIECTBEHHBIE
HIOJIOXKEHHSI TPYJIOBOTO JOTOBOPA.

3. SBisrorcs in yHUGUIMPOBAHHBIE (POPMBI 00S3aTEITEHBIMU 7

4. Ha ocHoBe TpeOOBaHUII K TpPYyIOBOMY JIOTOBOPY, OIPEAEIUTH MOPSIOK OQPOPMICHUS
JIONOJTHUTEILHOTO COTJIAIICHUS (M3MEHEHUS K TPYIOBOMY JIOTOBODY).

5. Kakumu TtpeOoBaHMAMHU JOJDKHA PYKOBOJCTBYETCS KaapoBas ciyx0a mpu odopMIeHHUH

MIPUKA30B B TEKCTOBOU (hopme?

NCTOYHHUKHU

Tpynosoit konekc Poccuiickoit ®@enepanuu. [lpunar 'ocynapcrBennoit dymoit 21
nekabpss 2001r. . ( ¢ u3m. u pom.) // [OnekrpoHHbli pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

YHaudunupoBanHsie (GopMbl IEPBUYHON yUETHON TOKYMEHTAIWU I10 YUeTy TpyJa U ero
OTLJIATHI. 4.1. M.,2004// // [DnextponHslii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

Obmepoccuiickuil knaccuukarop npodeccuil paboumx, JOMKHOCTEH CITyKalllUX U
tapudubix paspsgoB OK 016-94. M.: Muntpyn Poccun, 1995. ///] [Dnextponnsiii pecypc]. — M.,
2019. — Pexxum moctyma:http://www.consultant.ru.

Obmepoccuiickuii knaccupukarop uHpopmanuu o Hacenenun OK 018-95. M.:
Muntpyn Poccum, 1996 [/l [Dnextponnsii pecypc]. — M., 2019. — Pexum

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


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
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O6mepoccutickuii kaccudukarop ynpasneHnueckoir qokymeHntaruu OK 011-93. M. :
I'occranmapr Poccun, 1994 /I [OnektponHblii pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

O6mepoccuiickuii Kimaccupukarop crnenuaibHocTei 1mo oopazosanuo OK 009-93. M.

l'occranmapr Poccuun, 1995 //// [Dnektponusiii pecypc]. — M., 2019. — Pexum

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

JIUNTEPATYPA

Abynanze, J. I'. JlokyMeHTanimoHHOE 0OEcIieueHHEe yIpaBIeHUs TIEPCOHAIOM : YYEOHHK
U MIPAKTUKYM Ui akajemMudeckoro O6akanmaspuata / [I. I'. AGynanze, U. b. Bempsokkuna, B. M.
MacnoBa. — Mocksa : U3natensctBo IOpaiit, 2019. — 299 c¢. — (bakanaBp. AkajgeMuyeckuit
Kkypc). — ISBN 978-5-534-00875-3. — Texkcr : anexrponnsiii / 9bC HOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2019).

KanmpoBoe nenompounsBonactBo: HaumHaem ¢ Hyns. Ayamt cBommu cwiamu / W.B.
Kypasnesa, M.B. XKXypasinesa. - 2-¢ uza. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Jom. mat. znanium.com). - (ITpocto, kpaTko, 0bicTpo). (0) ISBN 978-5-16-008986-7 - Tekct
: anektpoHHbid. - URL: https://new.znanium.com/catalog/product/417566 (mara oOpareHus:

30.11.2019)

MaTepnanbno-TexnnquKoe obecnevyeHHe 3aHITHS:

Tpynosoit koaekc PO.

YHuuurpoBaHHble GOpPMbI IEPBUUHON YUETHON JOKYMEHTALINH.

Marepuansl 1e7I0BOM UTPBI, COAEPIKAIIME CIPABOYHBIN JaHHBIE 0 pa0OTHUKE, HH(DOPMAITHIO O €ro
TPYZIOBOM ACATEIBHOCTH.

Oobmepoccuiickue Ki1acCUPpUKaTOPBI.

Tema 8 (2 u.) TPYJIOBASI KHUKKA

3AJJAHUA
1. IlpoananusupoBatrb TpynoBoil konexc P®, [IpaBuna BeneHUs M XpaHEHUS TPYJIOBBIX
KHW)KEK, THCTPYKIHIO 110 3aII0JTHEHUIO TPYA0BOM KHUKKH. BBIICHUTE NpaBuiia 3aBeeHUS
U TTOPSIIOK BEACHMS TPYAOBBIX KHHKEK.

2. 3amnoiaHuTh OJIaHK prI[OBOfI KHHWXXKH CBCACHUAMHA O pa60Te " YBOJIbHCHUH.
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3. Tlpoanamm3upoBaTh TPEATOKEHHBIE KOMUU TPYAOBBIX KHIKEK, OOBSICHUTH OIMUOKH B
o OpMIICHNH U BEICHUU.

4. 3apeructpupoBaTh 0HOPMICHHYIO TPYAOBYIO KHIKKY.

YKA3AHN 10 BBITIOJITHEHUIO 3AJIAHUN

1. Usyuuts Tpynosoii xoxekc P®, IlpaBuna BeneHus U XpaHEHUsS TPYAOBBIX KHUXKEK,
MHCTPYKLHUIO IO 3aIll0JHEHUIO TPYIOBBIX KHUKEK .

VY CTaHOBUTE:

-3aKOHOJATEJIbHBIE U1 HOPMATHUBHBIC IIOJIOKEHUS O CTaTyCe TPYAOBOM KHMXKKE, IOPSAKE €€

opOpMIICHUS U BEJICHUS,

- HOpMaTHUBHbIE TPEOOBaHUS O AyOJIUKATE TPYAOBOU KHUKKHU;
- HOpMaTHBHbIE TPEOOBAHUS O BKJIAJBIIIE K TPYA0BOW KHUXKKE.

2. Vcnonp3ys mNpennoxKeHHbIE MaTepUalbl JEJIOBOM WIPhl W MaTepHalbl 3aHATHH O
JIOKYMEHTUPOBAHUU IIPUEMA, IIEPEBO/A, YBOJIBHEHUS BHECTH COOTBETCTBYIOLIUE 3AIIMCH B
TPYZAOBYIO KHUXKKY.

3. M3yuuth npennoxeHHble KOUU TPYIOBbIX KHIKEK, BHIIBUTH OLIMOKHU B OOPMIICHUH U

UCTIPABJICHUSX HA TUTYJIHHOM JIUCTE, B pasaene «CBeaeHus 0 padboTey.

KOHTPOJIBHBIE BOITPOCHI

1. B xakoil cpok JoKHa OBbITH 3aBe/ieHa TPYJ0Bas KHIDKKA MPHU MOCTYIUIEHWH paOOTHUKA Ha
paboty BrepBbie?

2. B xakux ciay4asx KaJpoBas cly’k0a MMeeT MpaBo BbIIATh TyOIMKaT TPYIOBONH KHMXKKH?

3.B kakoii cpok mocie yBoJbHEHUsI PaOOTHHUKY BbIIAETCS TPYA0Basi KHIKKA?

4. Kak odopmiisercs Bbliaya BKJIaAbIIa K TPYJIOBONH KHUKKE?

5. Kakoe cTpyKTypHOE MOIpa3[eieHUe OpraHU3alMi XPAHUT OJIAHKU TPYIOBBIX KHUKEK H
BKJIa/IbIIIei K HUM?

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

7.Kak ucnipaBuTh omOKu, 0OHapy>KE€HHbIE B 3all0JHEHUHU pa3zena «CBeaeHus o padorey?

NCTOYHUKHU
TpynoBoit konekc Poccuiickont ®enepaunn. Ilpunsar rocynapcrsenHoit Jymont 21
nexkabpss  2001r.  //  [DOnektponssli  pecypc]. - M., 2019. -  Pexum

nocrymna:http://www.consultant.ru.
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[IpaBuna BemeHUss U XpaHEeHUA TPYyIoBbIX KHIDKEK. (yTB.IlocTanoBineHuem
[TpaButenscTBa PO o1 16 anpenst 2003 r. Ne 225 // [DnextponHslit pecype]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

WucTpykuus 1o 3anojHeHUI0 TPYI0BbIX KHIDKEK (yTB. [locTanoBnennem MuHucTepcTBa
TpyZna W comuanbHOro pa3Butus Poccuiickoit ®eneparun ot 10 oxTa6ps  2003r.).
3apeructpupoBana MunuctepctBoM toctuiiuu Poccuiickoit @enepanuu 11 HOs6ps 2003 r. Ne

5219. // [DnextponHsIit pecype]. — M., 2019. — Pesxxum noctyna:http://www.consultant.ru.

JINTEPATYPA

I'moroBa C.A. TeHaeHIMM pa3BUTHUS KaJIpOBOIO JAEIONPOM3BOACTBA B pPaMKax
nporpammel  "LludpoBas  sxoHomuka"  [OnekrtponHblii  pecypc| /I'nortoBa CBetnana
AnexcanapoBHa; Cernana A. ['moToa // YnpaBieHue JoKyMeHTaMu B HU(POBON SKOHOMUKE. -
Mocksa : PITYVY, 2019. - C. 98-103. - Pexxum noctymna : http://elib.lib.rsuh.ru/elib/000013245.

KanmpoBoe nenompounsBonactBo: HaumHaem ¢ Hyns. Ayamt cBommu cwiamu / W.B.
Kypasnesa, M.B. XKXypasinesa. - 2-¢ uza. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Jom. Mat. znanium.com). - (IIpocto, kpatko, 661cTpo). (0) ISBN 978-5-16-008986-7 - Tekct
: anektpoHHbid. - URL: https://new.znanium.com/catalog/product/417566 (mara oOpareHus:
30.11.2019)

[TaBnosckas, O. 0. IlpaBoBoe obecrieueHne KaapoBOTro AENOMPOU3BOACTBA : yueOHOE
nocobue jutst By30B / O. FO. [TaBnoBckas. — MockBsa : M3natensctBo FOpaiit, 2019. — 213 c. —
(Beicmee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcer : anekrponsslii / 3BC Opait
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

MaTepnanbno-TexnnquKoe obecnevyeHue 3aHITHS:

WMHCTpyKLKSA 110 3aII0JTHEHUIO TPYAOBBIX KHUKEK
IIpaBuna BeeHUs U XPaHEHHUs TPYAOBBIX KHUKEK
biraHKM TPy OBBIX KHMKEK

[Tprmeps! 3aMOIHEHHBIX TPYJIOBBIX (KHMKEK C OIIMOKaAMU)

Tema 9 (2 u.) CACTEMATU3AIINA JOKYMEHTOB KAJIPOBOM CJTYKBBbI.

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

2. CocraBbTe TPOEKT HOMEHKIATYpHI Jen oTnaena kaapoB 3A0 “BeiMmen” Ha CleIyrOIIHiA
KaJICHJAApHBINA TO/I.

3. Ilpoananusupyiire TpeOoBaHHE 3aKOHOAATEIbHBIX U HOPMATHUBHBIX JOKYMEHTOB K COCTaBY
JIOKYMEHTOB JINYHOTO JIEJIa.

4. Cdopmupyiite muaaoe neno corpynnuka 3A0 “BeiMiien” u cocTaBbTe BHYTPEHHIOKO OMUCH

JOKYMCHTOB JIMYHOI'O A€ia.

YKA3AHUS 10 BBIITOJIHEHUIO 3AJTAHUI

1. C yuerom TpeOGOBaHWN HOPMATHUBHBIX JOKYMEHTOB MPOAHAIU3UPYHTE HOMEHKJIATYpPY el
3A0 “BeiMmen”, ompenensiss ee BUJA, KIacCU(UKAIMOHHYIO CXeMy, OCOOEHHOCTHU
dbopMyIupOBaHUs 3ar0JI0OBKOB, ICTOUHUKH U IPABUIILHOCTh YCTAHOBJICHHS] CPOKOB XpaHEHUSI.
Ornpenenure nepexosiue Aeia, BKIIOYCHHBIE B 3Ty HOMEHKJIATYPY.

2. Ha ocHoBe TtpeOoBanuii OCHOBHBIX TpaBWJ PaObOTHI apXWMBOB OPraHW3alldid W THIIOBOTO
MEepeyHsl YIpaBIEHYECKHUX JOKYMEHTOB CO CpPOKaMU XpaHEHUSA COCTaBbTE TIPOCKT
HOMeHKJIaTypsl 1en 3A0 “Beivmien” Ha cienyromuil kaneHaapuslil ro. [Ipoext opopmute B
COOTBETCTBUU C YCTAHOBJICHHBIM TOPSIKOM.

3. Wzyuuts Yka3 IIpesuaenta PO Yka3 Ilpesunenta Poccuiickoit ®enepanuu ot 30 mas 2005 r.
Ne 609 «O mepcoHalIbHBIX JaHHBIX T'OCYJIapCTBEHHOI'O I'PaKIAHCKOro ciyaiero Poccuiickoit
denepanil U BEJACHUHU €0 JIMYHOTO nena» M3yunth p.§ TumoBoro mepeyHs ynmpaBIeHUECKUX
JIOKYMEHTOB M OIPEICIUTh COCTAB JOKYMEHTOB JIMYHOTO Jiejia paOOTHHKA.

4.Vicionb3ysl TOKYMEHTHI, pa3pa0OTaHHbIe Ha MPEABLAYIINX 3aHATUSAX, CHOpMUpYHTE JIUYHOE

Jeno paboTHUKA ¢ YYETOM YCTaHOBIIEHHBIX HOPMATHUBHBIX TpeboBanuii. J[1s chopMupoBaHHOTO

JIMYHOTO J€J1a COCTAaBbTC BHYTPCHHIOIO OIMMCH JOKYMCHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. KakoBo Ha3Ha4Ye€HHE HOMEHKJIATYPHI JIe] B KaJIpoBOi ciyk0e?

2. KakoBbel TpeOoBaHUsT K (POPMYyIMPOBKE 3arojOBKOB JOKYMEHTOB IO JIMYHOMY COCTaBy B
HOMEHKJIaType Aein?

3. Ilepeuncnure cocTaB JOKYMEHTOB JIMYHOTO Jiesia pabOTHHKA; TOCYAaPCTBEHHOT'O CITY>Kalllero.

4. Kak onpenensroTcsi CpOKH XpaHEHUsI KaIpOBbIX TOKYMEHTOB?

9]

. Kakas cimy:x0a B opranuzanuu A0KHA pa3paboTaTh HOMEHKIATYPY /1€ KaJApOBOU CITyKObI?
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6. Kakne ocoOeHHOCTH XapaKTepHBI 1T HOMEHKJIATYPHI e KaJPOBOM CITyKOBbI?

NCTOYHUKU

Vka3 [Ipesunenta Poccuiickoit @enepanuu ot 30 mast 2005 r. Ne 609 «O nepcoHanbHbIX
JIAHHBIX TOCYAapCTBEHHOIO IPakIaHCKoro ciyxaiero Poccuiickoit denepanuu U BEICHUH €ro
auyHoro  gena»  // [DnextpoHHmli  pecype]. - M.,  2019. —  Pexum
nocrymna:http://www.consultant.ru.

IIpuka3z PocapxuBa ot 23.12.2009 N 76 "OO yTBepxkacHMHM METOIUUECKUX
peKoMeHaanuil 1o pa3paboTke MHCTPYKLUMH MO JEIONPOHM3BOJCTBY B (hefepalbHBIX OpraHax
ucronHuTeNbHOW  Biactu"//[Dnektponnslii  pecypc]. — M.,  2019. -  Pexum
nocryma:http://www.consultant.ru.

[lepeueHb THUIOBBIX YIPABIEHYECKHX AapXUBHBIX JOKYMEHTOB, OOpasyloumxcs B
IIPOLIECCE JIEATENbHOCTH TOCYJAPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYNpaBJIEHUS U
OpraHu3alii, ¢ ykazanueMm cpokoB xpaneHus. M.,2010// [Onexrponnsiii pecypc]. — M., 2019. —

Pexxum noctyma:http://www.consultant.ru.

JINTEPATYPA

beikoBa T.A. JloKyMeHTallMOHHOE OOECICUCHHE YIpaBICHUs (IeIOMPOU3BOICTBO)
[DnexTpoHHBIH pecypc] : yuedHoe mocobue / T. A. brikosa, T. B. Ky3neuosa. - 2-e uzn., nepepad.
u gon. - MockBa : Huoppa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

MaTepnanbno-TexnnquKoe obecnevyeHHe 3aHITHS:

Meronuyeckue pekoMeHAauuid 1o pa3palOoTKe MHCTPYKIHMM IO JEeJIONpOU3BOJACTBY B
(benepanbHBIX OpraHax UCHOIHUTEIBHOM BIACTH.

Kommext nokymenros 3A0 “Beimnen”.
[lepeyeHb THUMOBBIX YNPABICHYECKUX APXUBHBIX JOKYMEHTOB, OOpa3ylOIIMXCs B Ipolecce
JEeSTeIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPaBJICHHs M OpraHU3alHid,

C YKa3aHUEM CPOKOB XPaHEHHS.

9.2 MetoanuecKue peKOMEHAANUM M0 MOATOTOBKE NUCbMEHHBIX padoT

B npouecce o6yuenus cryaeHts! PI'TY BbINONHAIOT pa3Hble BUbI MMCbMEHHBIX PaloT.
OCHOBHBIMU LIETSIMH ITUCBMEHHBIX paOOT B By3€ SIBJISIOTCS:
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* 3aKperieHUe MOTYYSHHBIX 3HAHUM 10 CTIeUaIbHOCTH, IPUMEHEHHNE STUX 3HAHUN MTPH
peeHnH TpoeCCUOHATIBHBIX 3a/1ay;

* pa3BUTHE HABBIKOB BEJICHUS CAMOCTOSITENIbHOM pabOThl, OBJIaJICHIE METOAUKAMH U
MPUHLUIIAMHA CAMOCTOSITENBHON UCCIIEI0BATEIIbCKON IEATEIIbHOCTH;

* (opmHupoBaHUE YMEHUS TPAMOTHO U JIOTUYHO M3J1araTh COOpaHHbIe Hay4HbIE JaHHBIC
Y MaTepuabl COOCTBEHHON UCCIIEJ0BATEIbCKOM 1€ATENbHOCTH.

Haubonee npocras, HO oueHb BaxHasi opMa MUCbMEHHOM pabOThI B By3€ — 3TO
KOHTpoJbHas pabora. OHa sBISETCS 003aTEeIBHBIM 3JIEMEHTOM CAMOCTOSITEILHON PabOTHI
CTYJI€HTa U, IPEXKE BCET0, IEMOHCTPUPYET YMEHHE BOCIPUHUMATD U TIepeaBaTh
UHOPMALIHIO.

DTOT BUJI TUCbMEHHON PabOTHI MPEAYyCMOTPEH YUeOHBIMU TUIaHAMU TTOJITOTOBKU
OakanaBpoB M Ha Kadeape apXuBOBEICHHS MTPeIaracTcsl B paMKax U3y4eHHUs OOIIUX KypCcOB H
KIIB.

Taxke B mporecce 0oOydeHHs! CTyAEHTY MpPEICTOUT BBIIIOJHEHHE KYpCOBBIX padoT,
KOTOpBIE€ (DOPMUPYIOT HCCIEA0BATEIbCKUE HABBIKH, PA3BUBAIOT CLIOCOOHOCTH CHCTEMaTU3alluu U
OCMBICJIEHHSl YK€ CYIIECTBYIOUIETO 3HAHUS W HAlpaBiICHbl HA CAMOCTOSITEJILHOE pEIICHHE
HEKOTOPBIX TEOPETUYECKUX MM MPpaKTHUYeCcKuX 3a7a4d. KypcoBas paboTa 1eMOHCTpUPYET YMEHHE
paboTaTh C HCTOYHUKAMH, MCIIOJIb30BaTh JOCTHXKEHUS COBPEMEHHOM Hayku (Hampumep,
WCIIOJIb30BaTh JOCTHIKEHHSI apXUBOBEACHHUSA, a TAK)KEe CMEXKHBIX HayK M HAYYHBIX AUCIMILUINH),
YCIIEIIHO peIlIaTh MOCTABICHHBIE 3aJa4yl, oO0pabareiBaTh W 0000maTs marepuai. Hamucanue
KOHTPOJIbHOM paboThl, MOATOTOBKA M 3allUTa KYypCOBOW HMEET psJ OpraHU3allMOHHBIX U
METOMYECKUX OocoOeHHOcTel. O3HAKOMIIEHHE C JIaHHBIMM METOAMYECKHMHU PEKOMEHALUIMU
MOMOXET CTYJCHTaM MPaBUIBHO OPTaHMU30BaTh CBOIO YUEOHYIO M HAyYHO-UCCIIEIOBATEIbCKYIO
pabory.

OO0mue TpedOBaHUs K CTPYKTYPE H COAEPKAHNI0 MUCbMEHHBIX padoT

Baxnoit ¢opmoii caMOoCTOSATENIbHONW PabOTHI CTyIEHTA SBISETCS KOHTPOJIbHAS padoTa.
Ona npegycMoTpeHa aiisi OOJBIIMHCTBA JUCIMIUIMH Y4eOHOro IUIaHa, YATAEMBIX Ha Kadeape
apxuBOBeZicHUs. Ee HammcaHue mpecieayeT meib yriyOolIeHHOW TpopadOTKU IUCIUILINHEL.

KonTtponbHas paboTa BBIIOTHSETCS CTYJEHTAMH B COOTBETCTBUU C TEMAaTHKOM,
eXerogHo  yrBepxkaaemoit  kadenpoit. KonTpompHas paboTa  ABISETCS  DJIEMEHTOM
CaMOCTOSITENIbHOW PabOThI CTYZEHTOB, TO3TOMY BBIOOD TEMBI MIPEIOCTABISAETCS CTYACHTY.

Jlo HamucaHWsi KOHTPOJBHOW pPabOTHI CTYAEHT JAOJKEH B IIEJIOM O3HAKOMUTBCS C
paszenaMu Kypca, peyCMOTPEHHbIMH yueOHOH porpaMmoi.

Pabota o HanucaHuio KOHTPOJIBLHOW HAYMHAETCS C BBISIBJICHUS U U3YUYE€HUS UCTOYHUKOB
U auTeparypsl o Teme. [lo okoHyaHuu cOopa U U3y4YeHHs JIMTepaTypbl U HICTOUHUKOB CIIETyeT
MPOIyMaTh TIJIaH KOHTPOJIBHOUM paboThl. CocTaBieHUE TIaHa — Ba)KHAs YacTh paOOThI

Haja Temol. [lnan npexacrasnser co6oit nepeyeHb BONPOCOB, OTPAKAIOIIUX COJIEPKaAHHUE
uccienoBanus. OT TOro, HaCKOJbKO YETKO OH NHPOAYMaH M IOCTPOEH, BO MHOIOM 3aBHUCUT
Ka4ecTBO KOHTPOJbHOM paboThl. B man nenecooOpa3sHO BKIIOUUTH Hauboyiee BaXKHbIE
TEOPETUYECKHE M MPAKTHUYECKHUE BOIPOCHI TEMbI, KOTOpbIE NMPU HEOOXOJUMOCTH MOTYT OBITH
neranusupoBaHbl. Kak mpaBuio, pabounii BapuaHT IUIaHA JOJDKEH OBITh Pa3BEpHYTHIM, UTO
oOneryaer paboTy HaJ TEMOH.

B okoHuaTenpHOM BapHaHTe IIJIaH MOXET OBITh JJaH B COKpAIIEHHOM BHJIE, HO
00s3aTeNbHBIM YCJIOBHEM TIPU 3TOM SBIISIETCS OTPaX€HHWE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpUBaeMbIX B KOHTPOJIbHOU pa 60Te. COCTaBIEHHBIHN MJIaH JOJDKEH HAWTH OTpaKeHHE B
OTJIaBJIEHUU

K KOHTpOJIbHOW pabore. PaboTa moikHA BKIIOYATh TUTYJBHBIA JIMCT, OTJIABJIEHUE,
BBEJICHUE,

OCHOBHYIO 4acTh, COCTOSANIYIO U3 HECKOJIBKHUX Pa3JIeNIoB WK naparpados, 3aKII0UeHHe,
CIIMCOK HMCTOYHUKOB U JIUTEpaTypbl. Bo BBeleHMM HEOOXOIMMO KPaTKO PACKPHITh 3HAYEHHE U
aKTyaJbHOCTh HM3yYaeMOIro BoOIpoca (TeMbl), Ha3BaTh OCHOBHBbIE 3aJaud paboThl, ee
XPOHOJIOTUYECKUE paMKU, 000CHOBATh CTPYKTYpPY, JaTh Kpat-
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KHH 0030p MCTOUYHUKOB U JINTEPATyphl M0 TeMe. O030p UCTOUHUKOB U JIUTEPATYphl HE
JIOJKEH CBOJUTBCS K IIEPEYUCIICHUIO UCIIOJIB30BAHHOIO aBTOPOM HOPMAaTUBHOI'O MaTepHraia

U OIyOJMKOBAaHHBIX cTaTeil. B HeM cienyer naTh aHAIM3 UCTOYHMKOB U JIUTEpaTyphl. B
3aBHCUMOCTH OT 0O0BEMa W IIEJICBOr0 Ha3HaueHHs paboThl, 0030p MCTOUYHUKOB U JIUTEPATYPHI
MOYKET OBITh NMPE/ICTaBIIEH OTAEIbHBIM MaparpadomM Uiy pa3aeaoM B OCHOBHOM yacTu paboTHI.

OcHOBHasi 4acTh KOHTPOJBHON pabOThl JNOJDKHA OBITH HM3JI0KEHA B COOTBETCTBUU C
IUIAHOM, OCBELIATh COCTOSIHUE M COJEP)KaTh aHAJIU3 PacCMaTPUBAEMBIX BOIIPOCOB C Y4E€TOM
COBPEMEHHOTO YPOBHSI Pa3BUTUS TEOPETUUECKHUX 3HAHUNW M OMBITA MPAKTHYECKOH paboTHI
apXMBHBIX YUPEXKAECHUHN B 3TON 00JI1aCTH.

[Tpu pacKpbITHH TOW UM UHOM TEMBI CTYIEHT JJOJDKEH CTPEMUTHCS OJPOOHO U IIIyOOKO
U3JIOKUTh KPYr BOIPOCOB, BXoadmux B Hee. [lo mepe paccMoTpeHus Marepuana OTIEIIbHBIE
II0JIO’KEHUSI KOHTPOJIBHOM paboThI cleayeT WTIOCTPUPOBATh IPUMEPAMU U3 JIUTEPATypPhl U, 110

BO3MOKHOCTH, U3 IPAKTUKU paOOThl KOHKPETHBIX apXUBOB C 00513aTEIbHBIMU CCbUIKAMU
Ha JINTEPATypy ¥ UICTOUYHUKH. B 3aKiII09€HIH KOHTPOIBHOM pabOThl HEOOXOAMMO MOIBECTH UTOTU

TEOPETUYECKOM W IPAaKTUYECKOM pa3paboTku BompocoB. CHUCOK HMCTOYHHKOB H
JUTEpaTyphl MPEACTaBIsIET COOOM IMepedeHb HCIOJIb30BaHHBIX PAadOT MO TeMe, B KOTOPOM
yKa3bIBaloTCs (haMHJIMU U MHULIMAJIBI aBTOpa (aBTOPOB), Ha3BaHUE PabOThI, MECTO, BpEMs €€

OITyOJTMKOBAHUS M CTPAHUIIBI.
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Hpunoxenne 1

AnHomayus oucyunaunvl (Mooyns)
Juctmmuimaa  «KazgpoBoe — 1e7OMPOM3BOJCTBO» — peanu3yercs Ha  (akKylbTeTe

apXMBOBEJCHUSA W JOKYMEHTOBEIEHUS Kadeapold IOKYMEHTOBEIEHHS, ayIMOBH3YalIbHbIX U
Hay4YHO-TEXHUYECKUX aPXUBOB .

L{enb TUCHUILIUHBI (MOOY/5): N3yUEHNE OCHOBHBIX MPABUJI JOKYMEHTHPOBAHUS TPYIOBBIX
oTHoueHud B P® u opranuzaiuu padoThl ¢ JOKyMEHTaMU 10 JINYHOMY COCTaBYy.
3agaun :

. O3HaKOMHTBH CTYACHTOB C OCHOBHBIMH IPABOBBIMU aKTaMH B cdepe KaJIpoBOTO
JEJI0OIPOU3BO/ICTBA;
. CdopmupoBaTh KOMIUIEKCHOE ITPECTABICHUE O COCTOSIHUM COBPEMEHHOMN CUCTEMBbI

JIOKYMEHTALIUH 110 JINYHOMY COCTaBY;

. JlaTh XapakTepUCTHKY 00s3aTeIbHBIM, YCIOBHO-0053aTEIbHBIM U PEKOMEHIYEMbIM
JIOKYMEHTaM KaJpOBOl CIIyKObI;

. Onucare 0COOEHHOCTH COCTaBJICHHS M OGOPMIICHUS JIOKAIBHBIX HOPMATHUBHBIX

AKTOB, PCIIIAaMCHTUPYIOIIHUX ACATCIbHOCTU KaAPOBbIX CJ'Iy>K6;

o BBISBUTHE OCHOBHBIE IOKYMEHTHPYEMBIE 337a4l KaJIpOBOM CITyKOBI;

o YCTaHOBUTb COCTaB JIOKYMEHTOB I10 OCHOBHBIM JOKYMEHTHUPYEMBIM KaJpOBBIM
npolexypam;

o [TomraroBo onucarh NOPAAOK JOKYMEHTUPOBAHMS ITUX MPOLIEAYD;

. CdopmupoBaTh HaBBIKM COCTaBJIEHUS U OQOPMIICHUS TOKYMEHTOB M0 JIUYHOMY
COCTaBYy;

o OOy4uTh OCHOBHBIM TEXHOJOTMUYECKHMM IpHEeMaM JeJIONPOU3BOACTBEHHBIX
onepanuii;

o O3HaKOMHUTH ¢ HOpMaMH M NPaBUIAMH CUCTEMAaTU3aLUU U XPAHEHHS JTOKyMEHTOB

10 JTUYHOMY COCTAaBY.
I[I/ICI_II/IHJ'II/IHS. HallpaBJICHA Ha (l)OpMI/IpOBaHI/IC CIICAYIOIHNX KOMHGTCHHHﬁZ
e OIIK-2 - Cnocoben HaXoauTh OpraHU3aIMOHHO-YTIPaBIeHIECKHE PEIIEH s IPU PELICHUH 3a7a4 B chepe
cBOEH ITpOoQecCHOHANBHON IESITENEHOCTH,

L] OHK'3 - Crocoben NMPUMEHATh TCOPETHUUCCKUE 3HAHWA JI PCINCHUA IMOCTAaBJICHHBIX 3a1a4 B obmactu
JOKYMEHTOBEACHUA U apXUBOBCICHUA.
B pezynomame uzyuenus OUCYuniunbl CmyoeHm O00JIHCEH 3HAMb:
® COBPEMCHHYIO 3aKOHOAATEIHHYI0 U HOPMAaTHBHO-TIPABOBYIO 6a3y, periaMeHTHUPYIOIIYIO

paboTy ¢ KaJpoBOH TOKyMEHTalUEH;

® OCHOBHBIE IIPOOJIEMBI COBPEMEHHOTO KaJpOBOTO JIEIONPOU3BO/ICTBA;
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e crnenuduKy KaapoBOH JOKYMEHTAIIUH B TOCYAapPCTBEHHOM U HETOCYIapCTBEHHOM
chepax;
e cocTaB 00s13aTENbHBIX JOKYMEHTOB KaJpPOBOM CITyKOBbI;
® TIOPAJIOK JTOKYMEHTHPOBAHMS KaIPOBBIX MPOLETYP, CPOKH M3aHUS JJOKYMEHTOB,
e TpeOoBaHUS K OPOPMIICHUIO JOKYMEHTOB T10 TUYHOMY COCTABY;
®  TEXHOJIOTHIO pabOTHI C JIOKYMEHTAMH KaJPOBOM CITY>KOBI,
L] HOpHZ[OK BCACHUA JIMYHBIX ACII pa6OTHI/IKOB;
L] HpaBI/I.TIa cucreMaTrmui3alimu 1u XpaHeHI/IH I[OKYMCHTOB 10 JII/I‘IHOMY COCTaBy.

B pezynbmame uzyuenus oucyuniunsl cmyoenm O00NHCeH YMenmby.:

e paboTaTh C HOPMATUBHO-TIPABOBOI 0a30ii B chepe KaJapoBOTro JACIONPOU3BOJICTBA;

® [IPUMEHSTb HOPMbI TPYIOBOI'O MPaBa, Kacaroluecs KaJpoBoi JOKYMEHTAlu1, Ha

IIPAKTHKE;
e OpraHU30BBIBATH PabOTY KaJIpOBOH CIIyKOBI;
® COCTaBIISITh M OPOPMIISITH JIOKAJIbHBIE HOPMATUBHBIE aKTHI KaJIPOBOH CITyKOBI;

L4 IMPOBOANTH BECh KOMIIJICKC pa60T 10 JOKYMCHTHUPOBAHUIO OCHOBHBIX KaAPOBBIX

HPpOLENYP,
® [IPaBUIBHO OGOPMIIATH U OGOPMIIATE OTAEIbHBIE KaIPOBbIE JOKYMEHTHI;

L4 OpraHnu30BaThb pa60Ty C KaﬂpOBOﬁ ,HOKYMCHTaHHeﬁ B OpraHu3anusax U y4pCxkACHUAX

Pa3JINYHBIX OPraHU3aAlIMOHHO-IIPABOBBIX q)OpM.

B pezynomame uzyyenus oucyuniunsl cmyoenm O0JdHceH 001a0amsb HAGLIKAMU:

e aHalM3a NPaBbIX aKTOB, BBIABICHHUS HEOOXOAWMOW pErIaMEHTHPYIONEH WH(pOpMAIHH O
JOKYMEHTHPOBAHHHU TPYAOBBIX OTHOLIEHHIH;

e pabOThl C TUIIOBBIMU M YHU(DUIIMPOBAHHBIMU (POPMaMH TOKYMEHTOB;

® COCTaBJICHUS PA3JIMYHBIX BHUJOB JOKYMEHTOB, O(DOPMIISIOMINX TPYAOBBIE OTHOILICHHUS C
paboTHUKaMU;

® COCTaBJICHUS JIOKAJILHBIX HOPMATHBHBIX aKTOB, PErJIaMEHTHUPYIOMIMX paboTy KaIpoBOW
CITY>KOBI;

®  MOJICIMPOBAHUS YIPABICHYECKUX CUTYAaIlMH 110 BOMPOCaM JIOKyMEHTHPOBAHHUS TPYTOBBIX
OTHOIIICHU;

e paboTHI C KaPOBOIl TOKyMEHTALIUEH;
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® CHCTEMaTHU3aIMH KaJpOBOW JOKYMEHTAIIMU U OpraHU3aIK €€ XpaHSHUSI.

[To nucuuruMne (MOOJyat0) IPEAYCMOTPEHA IPOMEXYTOUHAs! aTTecTalus B (hopme
IK3AMEHA.

O6H_[aﬂ TPYAOECMKOCTb OCBOCHUS JUCHUIIIIMHBI COCTaBJIACT 4 3ayeTHBIE CAUHUILIBI.



