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1. IlosicHuTEILHAS 3aMHCKA

11. eas u 33124 AUCHUILTIHHBI (MOTYJIA)

Ueﬂb ducuunﬂqul: MOATOTOBUTH BBIITYCKHHKA, BJIAJCIOUICIO HABBIKAMHU BCACHHUA KaApOBOI'O

ACIOIMPOMU3BOACTBA.

3agauu IMCUMUIIJIUHBI

. CdhopmupoBats y CTyaeHTa KOMITETEHIIUH, TO3BOJISIONIME €My BBITIOJIHATH BECh

KOMILJIEKC paboT MO KaJipOBOMY JE€JIONPOU3BOJICTBY;

J CdopmupoBaTh y HEro KOMIUIEKCHOE TPEJCTABIEHUE O CUCTEME JTOKYMEHTAIUH 110

JUYHOMY COCTaBY;

. Jate mipeactaBieHre o0 ypoBHE perjaMeHTalliy KaJpOBOTO JEJIOMPOU3BOJICTBA B
PO,

. Hayuutp crynenta cocTaBisiTb W OQOPMIISATH OpraHU3alMOHHBIE KaJpPOBBIE
JIOKYMEHTHI;

. Hayunts cTygeHTa JOKYMEHTHPOBAaTh OCHOBHBIE KaJpOBBIE MPOLELYPHI

COOTBETCTBHH C TpC6OBaHI/I$IMI/I 3aKOHOJATCIIbCTBA,

o Hayuuth crTyneHTa opraHu3oBbIBaTh pabOTy KaapoBOHMl CIyXObl, COCTaBISATh

JIOKAJIbHBIC HOPMATHWBHBIC AKThI, PETIIaMCHTHUPYIOIIUEC €€ NCATCIbHOCTD.

L O6yLII/ITI) OCHOBHBIM  TC€XHOJIOTHYECCKHM

nmpueMaM  AeJI0npOU3BOACTBECHHBIX

onepaunﬁ, opraHu3allv XpaHCHUA KaﬂPOBOﬁ JOKYMCHTAIIUU.

1.2. TlepeueHp mIaHUPYEMbIX PE3yJIbTATOB 00YUEHHS MO JUCHUILIUHE (M00)110), COOTHECEHHBIX
C MHIUKATOPAMU JOCTUKEHHSI KOMITETEHIUI

Komnerennus
(Ko 1 HANMEHOBAHUE)

NuaukaTopbl KOMIETEH Ui
(KO 1 HAMNMEHOBAHUE)

Pe3yabTaThl 00yuyeHus

OIIK-2. Cniocoben
HaXOJIUTh
OpraHU3alMOHHO-
yIIpaBJIEHYECKHUE
peleHus Py pelieHnH
3ajau B cdepe cBoeit
npoheccuoHaIbHON
JeATebHOCTH

OIIK-2.2. Opranu3oBbIBaeT
paboTy nonpaszaeneHuii B chepe
JOKYMEHTAI[HOHHOTO
obecrieueHus yrpaBIeHUs U
apXMBHOTO JIeja

3nams: nopsaoox pabomsi ciyxnco
OOKYMEHMAYUOHH020 0becneyenus
VAPABIEHUsL U APXUBOE

Ymemn: pecnamenmuposams
pabomy cayxco
OOKYMEHMAYUOHHO020 0becneyenus
VAPABAEHUsL U APXUBO8B

Brademu: nasvikamu opeanuzayuu
pabomul noopaszoenenull 8 cghepe
OOKYMEHMAYUOHH020 0becneyenus
VAPABAEHUs U APXUBHO20 0elld 8
coomeemcmeuu ¢ HOpMAMUEHbIMU
mpeb08aHUusMu
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VK-11. Cnocoben
¢dbopmupoBatb

HCETCPIIMMOC OTHOHIICHUC K

KOPPYILIHOHHOMY
IIOBEICHUIO

VYK-11.3. Biianets HaBbIKaM#
paboThI ¢ 3aKOHOIATETHHBIMU U
JIPYrUMH HOPMAaTHBHBIMH
MPABOBLIMU aKTaMH

3uame: 3axono0amenvuvle u
Opyeumu HOpMAMUBHLIMU
npagosviMU AKMamu 8 cghepe
CILYIHCeOHOU OesimebHOCmU
Ymems: pabomamo ¢ nHopmamueno-

npasosotl bazou 6 cihepe
CYHCEOHOU OesimenbHOCmu
Braoemy: nasvikamu npumenenus
AHMUKOPPYNYUOHHBIX HOPM 8
npogheccuoHanbHol 0essmenbHOCmu
U N0BCEOHEBHOU HCUSHU

B pesynmprare OCBOCHHS IUCHMIUIMHBI OOYYarOUIUIiCS JOJDKEH JIEMOHCTPUPOBATH
CIIEAYIOIINE PE3YIIbTaThl 00pa30BaHMS:

1.2.  MecTo IUCUMILIHHBI B CTPYKTYpPe OCHOBHOI 00pa3oBaTe/IbHOI MPpOrpaMMbl
Hucuumnuna (Moaynp) «KaapoBoe N1e10nmpon3BOJICTBO» OTHOCHTCS K 00s3aTenbHOW vacTu/
yacTu, GopMHUpyeMOl ydacTHUKaMU 0Opa30BaTeIbHBIX OTHOIIECHUHN (8blOpamb HydcHoe) Onoka
JTUCITUTIINH y4eOHOTO TUTaHA.

Jlnst ocBOEHUWS JMCHUIUIMHBI (M0OYJ5) HEOOXOAWMBI 3HAHWS, YMEHHS W BIAJCHUS,
chOpMUPOBAHHBIE B XOJ€ U3YYEHUS CIEOYIOIIUX TUCHUIUIMH U TMPOXOXKICHUS TMPAKTHUK:
«TpynoBoe mpaBo», «JlokymeHTOBeaeHNE», «OpraHu3anns U TEXHOJIOTUS JOKYMEHTAllHOHHOTO
obecreyeHus yrpaBICHU.

B pesymbrare OCBOCHHMS AUCIUIUIMHBI (MOIYJsi) (OPMHPYIOTCS 3HAHUS, YMEHUS |
BIIaICHUS, HEOOXOIUMBIC JUIS M3YYCHHs CIEAYIOIIUX TUCHUIUIMH (MOAyJeH) M MpPOXOKIECHUs

IIpaKTHUK: «ApXI/IBH JOKYMCHTOB I10 JIHMYHOMY COCTaBYy>, HpOI/I3BO,Z[CTBeHHaH IIpaKTHUKa.

2. CTpyKTypa JUCHMILIMHBI (MOXYJIs)

Cmpykmypa oucyuniaunsl (MoOyns) 011 04HOU hopmbl 00yUeHUA

Obwas mpyooemkocmos oucyuniunsl cocmasisiem 4 3z.e., 152 u., 6 mom yucie KoHmaxmuas
paboma obyuarowuxcs ¢ npenooasamenem 80 u., npomescymounas ammecmayus 18 u.,
camocmosmenvHas paboma ooOyuarowuxcs 54 u.

Bunasl yueOHOM paboThI Dopmbl mexkyuiezo
Pazoen (B gacax) KOHmpOs
Ne | oucyunaunv/memot ycnesaemocmu,

n/n

Cemecmp

KOHTAKTHast




(@)

0 2 0 E RPOMENHCYMOUHOIL
o
= g g = £ 5 £ B ammecmayuu (no
8| £ |E5 55 8¢ cemecmpam)
° = E I &= i
= | 8] 28 g8 85
©C1ETET &y
= = = g2
1 Brenenne 5 |4 4 Cobecedosanue
2 Permamenrarnus 5 |6 10 | IIposepra domauirux
JOKYMEHTUPOBAHUS 10 3a0anuil u 1a60pPamopHo
KaJIpOBOM pabombi
JESITSIILHOCTH U
paboTHI ¢
KaJIpOBBIMHU
JOKyMEHTaMH
3 Opranuzanus 5 |4 IIposepka u oyenxa
paboTHI KaJPOBOI 10 10 | rabopamopnoii pabomwl
CITYKOBI
4 CocraB KaapoBOit 5 |6 Koumponvnas paboma Ne
JIOKYMEHTALUH. 10 10 |1,
JIOKyMEHTUPOBAHUE nposepka U oyenkd
1abopamopHotl pabomul
TPYIOBBIX
OTHOILIEHHUH.
5 VYyet muuHoTO 5 |6 10 | Ilposepka u oyenka
COCTaBA. 8 1abopamopHotl pabomuol
6 Opraauzanus 5 |6 Koumponvnas paboma Ne
paboThI ¢ 10 10 |2
KaJpOBBIMH IIposepka u oyenka
npoeepxa u
JOKYMEHTaMH .
1abopamopHotl pabomuol
7 DK3aMeH 5 18 Hmoeosas xoumponvHas
paboma
NUTOIO: 32 48 |18 |54

Cmpykmypa oucuyuniaunsl (Mooyns) 011 3a04HOU Popmbl 00yueHuA

Obwas mpyooemrxocms oucyuniunsl cocmasisem 4 3.e., 152 u., 6 mom uucie xonmaxmmas
paboma obyuarowuxcs ¢ npenodasamenem 32 u., npomedxcymoynas ammecmayusn 9 u.,
camocmosmenvras paboma odyuarowuxcsa 111 u.
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Bunpst yueOHOM paboThI Dopmbl mexkyuwiezo
Pazoen (B yacax) KOHmMPO
Ne Hucuunaunu ycnesaemocmu (no
n/n Q Hedenam cemecmpa)
S Dopma
V KOHTaKTHast «
= > =l RPOMENHCYMOUHOIL
S 2 = £ E 5 e
) a | 2 o o g g& ammecmayuu (no
= =3 o B a ¥ E E = Lg
=S| E|FE 2E % €% cemecmpam)
G = | Eg &5 2§ 8=
= @) o ¥ g% ¢
o ) R
= |5 |F g
1 Baeaenne 6,7 |2 4 Cobeceoosanue
2 Permamenrarus 6,7 |2 4 6 IIposepka domawnux
JOKYMEHTUPOBAHHUS 3a0anuil
KaJpOBOM
JEeSITSIILHOCTH
paboTHI ¢
KaJIpOBBIMHU
JOKyMEHTaMH
3 Opranm3anus 6,7 |2 2 IIposepka u oyenka
paboThI KaJIpOBOI 5 1abopamopHotl pabomuol
CITYKOBI
4 CocraB KaapoBOit 6,7 | 4 4 Koumponvnas paboma Ne
JOKYMEHTALUH. 20 |1,
JIOKyMEHTHPOBAHHE npoeepra U oyenka
1abopamopHoti pabomul
TPYIOBBIX
OTHOLLIEHUH.
5 VYyeT muuHoro 6,7 | 2 IIposepra u oyenka
COCTaBA. 4 10 | oomawnux 3adarui
6 Opranuzauus 6,7 | 4 Koumponvnas paboma Ne
paboTHI ¢ 4 10 |2
KaJJpOBBIMHU
JOKYMEHTaMH
7 OK3aMeH 6,7 9 Hmoeosas konmponvHas
paboma
NUTOIO: 16 16 |9 55
3. Copaepixanue U CUUIIMHBI
Ne | HammeHnoBaHue pasgena Coaepixkanue

JUCIHHUININHBI




Bsenenue

IIpeamer, 3amauu, conepkaHue Kypcea.
XapakTepucTUKa COBPEMEHHON CHCTEMBI KaJIpOBOMl
JOKYMEHTaLWH. B3anmocss3p IIPOLIECCOB
YOPaBJICHHS MEPCOHAIIOM € COCTAaBOM U MOPSIKOM
dbopmupoBaHus CHUCTEMBI JIOKYMEHTALlMK IO
JUYHOMY COCTaBy. MecTo Kypca cpemu JIpyrux
HAay4YHbIX  JAUCUUIUIMH:  «/OKyMEHTOBEIECHHEY,
«Opranuzanusi 1 TEXHOJOTUS JTIOKYMEHTAIMOHHOTO
obecrneyeHus YIIPABIICHHUS, «YrpasieHue
nepcoHasiom», «TpynoBoe npaso» u n1p. MctouHnKn
M3y4eHUs Kypca. 3aKOHOJATENIbHbIE 1 HOPMATUBHO-
MPaBOBBIE aKTBhl, HOPMAaTHUBHO-METOJUYECKUE

nokymeHThI. OTedecTBeHHas! HCTOpUoTpadus.

Permamenranus
JOKYMEHTHUPOBAHUS KaJIPOBOM
JESITETHHOCTH B pabOTHI C
KaJIpOBBIMHU JOKYMEHTAMH.

3aKOHO,Z[aTeJ'IBHBIe 1 HOPMAaTHUBHO-IIPABOBLIC aAKThI.

TpynoBoii konexkc Poccuiickoit denepanuu
KaK OCHOBOM MPaBOBOM aKT, OMPEACIISIIONINA COCTaB
U TOpsAIoK o(opMIICHHS JOKYMEHTOB {0}
YCTAHOBJICHUIO TPYJOBBIX OTHOILIEHUH U TPYIOBOM
JESATETLHOCTH PAOOTHHUKA. 3aKOHOJIATEIbHBIC aKThI
Poccuun 0 JOKYMEHTHPOBAHUU OTIEIBHBIX CTOPOH
TPYAOBON JEATEILHOCTA  PA3UYHBIX KaTEropuid
pabOTHUKOB. 3aKOHOJATENbHBIE AaKThl CYOBEKTOB
Poccuiickoit  ®epeparuu, VYkasbl Ilpe3uzaenra,
[locTaHOBIEHUS U PACHOPSHKEHUS IMPABUTEIHCTBA

Poccuiickoit @enepanuu.

HOpMaTI/IBHO'MeTOI[I/I‘leCKI/IC JAOKYMCHTBI .

KBanudukannoHHbIi CIPaBOYHUK u
npo¢ecCHOHANbHBIE CTAaHAAPThI, KaK OCHOBHbBIE
HOpPMATHBHBIE JOKYMEHTBI, pErJIaMEHTUPYIOIIHE
TpeOOBaHUS K KBATU(UKALIUH, 3HAHUSIM U YMEHUSAM

pabotHukoB. OOmepoccuiickue KiaccupukaTopsl
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TE€XHUKO-3KOHOMHYECKON U coLuanbHON
UH(POpMALINH, YCTAaHABIMBAIOIIUE COCTAB U MOPSAIAOK
3aI0JHEHUSI KaIPOBBIX TOKYMEHTOB.

TunoBble MEpeYHU U CPOKH XpaHEHUS
JOKYMEHTauu 1o JUYHOMY COCTaBy.
PerynupoBanue opraHusanuy apXUBHOTO XpaHEHUS
JOKYMEHTAIUU TI0 JJUYHOMY COCTaBy B HOPMAaTUBHO-
METOJUYECKUX TOKyMeHTax PD.

Pazpabotku l'ockomcrara P® 1o
YHUPUKAITTT bopm IIEPBUYHOMN YYETHOU

JTIOKYMEHTAIWH.

Opraau3zanusi paboThl KaIpOBOM

CITYKOBI

CTpyKTYyphI KaIpoBbIX cIyk0. UncCIIeHHBIN
U JIOJDKHOCTHOM coctaB ciyx0bl. HopmaTussl
BpEMEHH Ha pabOTHI MO YYETY KaJIpOB.

3amaun W (QYHKOMH KaJAPOBOU  CITYXKOBI.
[Tonoxxenne 006 oTaene KaapoB (yIpaBJiCHHUH,
JenapTaMeHTe U Jp.), KaKk OCHOBHOW HOpPMAaTHBHBIN
JOKYMEHT o OTIpeIeNICHUIO CTPYKTYDBHI,
YHUCIIEHHOCTH, BUJIOB Pa0OT 3TOro MOJpa3AeicHHUs.
[Topsmox pa3paboTku, coctaB UHGOPMAUU H
CTPYKTypa TEKCTa IMOJIOXKEHUsS. 3aKpeIuieHue Mpas,
OTBETCTBEHHOCTH, B3aUMOCBSI3€H OTAeNa KaapoB.

JIOJIKHOCTHBIE WHCTPYKIUMHU, KaK OCHOBHOM
IpaBOBOM  aKT, ONpEAETSIONIMI  MPaBOBOE
MOJIOKEHHE PAaOOTHUKOB KaJpoOBOM CIyXObl H
OpraHu3aiuio ux Tpyna. HaznaueHue A0KHOCTHBIX
WHCTPYKILIMH.

WucTpykius o KaJpOBOMY
JEJIONPOU3BOJCTBY, KaK OCHOBHOW MHCTPYMEHT
HOBBILIEHUST APPEKTUBHOCTH PAOOTHl  KaJPOBBIX
NOIpa3eIICHuI B chepe KaJpOBOTO
JIEJIONIPOU3BOICTBA.

Pernamenranust paboTel C MEPCOHAIOM B

JJOKAJIBbHBIX HOPMAaTUBHBIX aKTax n
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OpraHMU3alMOHHBIX JOKYMEHTax (ycraB
OpraHu3anuy, IpaBuia BHYTPEHHErO TPYIOBOIO
pacropsaka, IOJIOKEHUE O IIEPCOHAIBHBIX JaHHBIX,

KOJUICKTUBHBIA JOTOBOP U Jp.).

CocTaB KaJpoBOW JOKYMEHTAIMH.
JIOKyMEHTUpOBaHHUE TPYAOBBIX

OTHOIIIEHUI.

XapakTepucruka CUCTEMBI KaJIpoOBOH
JOKYMEHTalluM, €€ COOTBETCTBUE OCHOBHBIM
3a/1la4aM 1o Moa00py, YUeTy U pacCTaHOBKE KaJpOB.
OO0s13aTenbHass M yCIOBHO-00f3aTeNbHasl KaJlpoBast
JIOKYMEHTAIUSI.

OpraHu3anvoHHbIE JTIOKYMEHThl — HITaTHOE
pacnucaHue, CTPYKTypa U IITaTHash 4YHMCIEHHOCTb,
rpaduk OTIYCKOB.

PacnopsiiutenbHble JOKYMEHTBI — MPHKa3bl
(pactiopsbkeHuUs1) 1O JMYHOMY cocTaBy. OOmme
TpeboBaHUs K 0()OPMIICHHIO 1 CPOKaM MOATOTOBKH.

HNudopmaninoHHO-CIIpaBOYHbIE JOKYMEHTHI —
3asdBJICHUS, NPEJICTABJICHUS, YBEIOMIICHHUS, aKThI,
JOKJIaIHbIE U OOBSCHUTENbHBIE 3aITUCKH.

YderHbie pOpMBbI U X HA3HAYCHHUE.

[Ipuem pabGotHukoB Ha paboty. CocraB
MEePCOHANTbHBIX JOKYMEHTOB paboTHUKa,
MpEeJICTaBIsIEeMbIX paOOTOIATENIO Ui YCTAHOBJICHUS
TPYAOBBIX OTHOLIEHUU. TpynoBou JIOTOBOp -
3aKOHOJATENIbHOE  3aKpeIieHHe TpeOoBaHWl K
CTPYKType TEKCTa, TMOPSIAKY COCTAaBJICHUA H
odpopminenus. [loaroroBka u opopmiieHHE IPUKA30B
(pacmiopspkeHMit) O mpuemMe Ha paboTy. AHKETHI,
aBToOMorpaduu, pesoMe H JAp. JOKYMEHTHI,
3aroJIHsAEMbIE IPU TIpUeMe Ha paboTy.

BaeceHne cBenieHMi B TPYZOBYIO KHHKKY U JINYHYIO

KapTOUKy pabOTHHKA.

I[OKYMCHTI/IpOBaHI/Ie JABHOKCHUA KaZpoOB.

Buasl nepeBomoB. CocTtaB U MOPSAIOK H3JaHUS
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JOKYMEHTOB, 0(OPMIISIOLINX MPOLIEAYPY HepeBoa.
Copeprxanue, MopsAIOK MOATOTOBKH M O(OpMIICHUS
IIPUKA30B (pacniopsieHmi) 0 IIEPEBOJIC
COTPYAHUKOB. I[OKYMGHTI)I-OCHOBB,HI/ISI K I[TpUKa3am O

HIepeBo/IE.

Bugst  ornyckos. Ilopsimox  odopmiueHus
€XXEroJJHOT0 OYEpPEJHOr0 OIIAYMBAEMOI0 OTIIyCKa.
I'paduk ormyckoB, cocTaB, cojaep)kaHue, MOPAIOK
MOJATOTOBKH u opopmIiIeHUs IIPUKA30B
(pacniopsbxeHHil) o MIPEAOCTABICHUHA OTITyCKa.
Ilopsimoxk  mepeHoca  ormycka.  JIOKyMEHTBI-

OCHOBaHHJ K ITPpHUKasaM 00 OTIyCKax.

[Topsimox odopmieHus KOMaHIUPOBOK —
cocTaB JOKYMEHTOB, 0(pOPMITSIFOIINX
KOMaHJUpoBaHHe pabOTHHKA, COJAEp)KaHUE H

MOPpAAOK IMOATOTOBKHU IIPHUKa3a O KOMaHIUPOBKE.

Buasl nmoompenuit. ConaepkaHue, MOPsAIOK
MMOATOTOBKH u ohopMIICHHS MIPUKA30B
(pacriopsbkeHUH) O  TMOOMIPEHHH  paOOTHHKA.

I[OKYMCHTBI'OCHOBaHI/IH K IIpUKa3aM O ITOOHIIPCHUMU.

Bune JUCIUIUIMHAPHBIX B3BICKaHUI.
Cogepxanue, NOpSAOK MOATOTOBKH U O(QOPMIICHUS
MPUKA30B (pactiopsbkeHHil) O  B3BICKAaHUHU.
JIOKyMEHTBI-OCHOBaHHS K MPHUKa3aM O HAJOXEHHUH
JTUCIUIUIMHAPHOTO B3bICKAHUS. AKTBI 00 OTKa3bl

JaBaThb O0O0BSICHEHHS U 3HAKOMUTLCS C IIPpUKAa30M.

[lopsgok  mpoBeneHuUs aTTecTaluu
paboTHUKOB B opranmzanuu. CoctaB JOKYMEHTOB,
odpopmistonux npouenypy. ConepxaHue, TOpSI0K
MOATOTOBKU u odopmIIeHUS MIPUKA30B

(pactiopsbkeHHit) 00 aTTecTalum.

[Topsimox YBOJIBHEHUS pabOTHUKOB.

OcHoBanust  yBOJbHEHUs paboTHHKOB. CocraB
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JOKYMEHTOB, oopmrsroImnx Ipouexypy.
Copeprxanue, MopsAIOK MOATOTOBKH M O(OpMIICHUS
NpUKa30B  (pacmopsokeHuid) 00  yBOJIBHEHHH.

JloKyMeHTBI-OCHOBaHHUs K PUKa3aM 00 YBOJIbHEHUH.

Yu4er n1U4HOrO cocrana.

Bunbl  ydeTHbIX  JHOKyMeHTOB. Jlnunas
kaprouka pabotHuka (dpopma T-2): cocraB

UH(POpMALNH, TTOPAJOK 3aNOJTHEHUS U BEICHHUS.

HopmaruBHasi u mpaBoBasi periamMeHTanus
nopsjka BeAeHHs JUYHbIX aen. OdopmiieHue u
BEJICHUE JMYHBIX Jen paboTtHukoB. CoctaB
MOCJIEI0BATENBHOCTh PACIIOJIOKEHHS IOKYMEHTOB B

JIMYHOM JIeTI€.

TpynoBas kHMKKa paOOTHHKA KaK OCHOBHOM
JOKYMEHT O TPYIOBOH NEATEILHOCTH M TPYIOBOM
CTaxe pabotauka. OdopmiieHHe W BeICHUE
TPYAOBBIX KHUKEK M BKJIanabled Kk HUM. [lopsaok
BBIJauM yOJIWKaTa TPYIOBOM KHIDKKH. YUYeT |
XpaHEHHWE TPYJIOBBIX KHUXKEK B OpraHu3alluu.
OTBETCTBEHHOCTh paboTodaTeNIss 3a XpaHEHUE U

3aIlI0JIHEHUEC TPYAOBBIX KHHUXKCK.

Opranu3zanus paboThl C KaIpOBBIMU

JOKYMCHTaAMH

Perucrpamuss ~ JOKyMEHTOB [0 JIMYHOMY
cocraBy. [IpaBuna peructpanuu U UHJIEKCUPOBAHUS
KaJpOBBIX IOKYMEHTOB. Perucrpanuonssie (opMmsl
(TpaauuMOHHBIE U aBTOMaTH3UpoBaHHbIE). CocTaB
PEKBU3UTOB (TOJIEH) U PErucTpallull Pa3IuyHbIX

BUJ0B JOKYMCHTOB U IIOPAAOK UX 3alIOJIHCHUSI.

CI/ICTCMaTI/ISaI_II/IH " OIICPAaTUBHOC XPAaHCHUC
AOKYMCHTOB 110 JIMYHOMY COCTaBY. OcoOeHHOCTH
q)OpMI/IpOBaHI/ISI B JAcjla OOKYMCHTOB IIO JINYHOMY
COCTaBy. HpaBHna cucreMaTru3saluu
pacnnopAauTCIIbHBIX JOKYMCHTOB, YYCTHBLIX (I)OpM,
TPYAOBBIX KHUKCK. CI/ICTCMaTI/BaI_[I/IH U XPAHCHUC

ILOKYMGHTOB-OCHOBaHI/Iﬁ K IIpHUKa3aM.
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Homenknatypa pgen KaapoBOW  CIyxkOBI.
[Topsimok MOATOTOBKH, COCTaBICHHS U O()OPMIICHUSI.
[IpumepHass HOMEHKJIATypa JeJ KaJpOBOU CIYXKOBI.

Ilepexonsamue nena.

CpOKI/I XpaHCHHA KaJApOBbIX OOKYMCHTOB.

HOI[FOTOBKa JAOKYMCHTOB K CIa4€ B apXUB.

OkcnepTusa LEHHOCTHU JIOKYMEHTOB
KaJpOBOU CITy)KObI, €€ HOPMAaTHBHO-METOANYECKast

OCHOBAa, OpraHu3anus v Nopsaa0oK HIPOBCIACHUA.

CoctaB JOKYMEHTOB KaJpOBOM CIYyXOBblI,

NOJJIeKAIUX Tepefjaue B  apXUB. [TpaBuia
MOJTOTOBKU JIOKYMEHTOB IO JMYHOMY COCTaBy K
nepenadye B apxuB opranuzanuu. CocTaBiieHue u
opopMIIEHHE ONUCH JOKYMEHTOB IO JIMYHOMY
cocraBy. Ilopanok yHUYTOXEHHS JOKYMEHTOB C

HNCTCKIIUMHU CPOKaMH XPaHCHUA.

4. Oo6pa3oBaTejibHbIe TEXHOJOTHH

Buowl yueonvix
Ne | Haumenosanue pazoena Oopa3zosamenvrvle MexXHO102UU
3aHaAmuIl
n/n
1 2 3 5
1 |BBencuue Jlexyus 1. Beoounas nexuyus
Camocmosmenvras
Koncynomuposanue
paboma
2 |PermamenTarus Jlexyus 2. Jlexyus ¢ npumenenuem ciaio-

AOKYMCHTHUPOBAHUS KaHPOBOﬁ

JACATCIBHOCTH U pa6OTLI C
KaJIpOBbIMU JOKYMCHTaMU

Jlabopamopnas paboma|3ansamue ¢ npumeHnenuem

Nel pazoamouno2o mamepuaia
(Tpyoosoii kodekc, 8b10epIAHCKU U3
npasosvix aKkmos)

Camocmosmenvras Koncynemuposanue

paboma

npoexkmopa
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Opranuzanus paboTsl
KaJJpOBOM CITy>KOBI

Jlexyus 3.

Jlabopamopnas paboma
Ne2

Jlexyus ¢ npumeneHuem caauo-
npoeKmopa, OUCKYCCUsL

3anamue ¢ npumenenuem
pazoamouno2o mamepuaia
(8b10€pIHCKU U3 NPABOBBLIX AKMO8,
Mamepuansl 010801l uepvl —
Ketic-memoo)

Camocmosmenvhas Koncynomuposanue
paboma
CocraB KaapoBOit Jexyus 4. IIpobnemnas nexyus ¢

JOKYMEHTALUH.
JloxymeHTHpOBaHuE
TPYAOBBIX OTHOIICHHH.

Jlabopamopuas paboma
Ne3-7

npuUMeHeHueM Clanuo-npoeKmopa

3anamue ¢ npumenenuem
pazoamounoeo mamepuana
(8b10€pIHCKU U3 NPABOBBLIX AKMO8,
Mamepuansl 00801l uepvl —
Ketc-memoo)

CamocmosmenvHas Koncynomuposanue
paboma
Yder TMYHOro cocTaBna. Jlexyus 5. Jlexyus, ouckyccus

Jlabopamopuas paboma
No§

3ansamue ¢ npumenenuem
pazoamounoeo mamepuaia
(8bLOEPIHCKU U3 NPABOBLIX AKMO8,
Mamepuansl 0e10801l uepvl —
Ketic-memoo)

Camocmoamenvuas Koncynemuposanue
paboma
Opranu3anusi paboThl ¢ Jlexyus 6 Jlexyus ¢ pazdbopom KOHKpemHubix

KaJIpOBbIMH JOKYMCHTAMHA

Jlabopamopnas paboma
MNe 9

Camocmosmenvhas
paboma

cumyayuu

3ausamue ¢ npumeneruem
PazoamouHoeo mamepuaid
(8bL0EPIHCKU U3 NPABOBBIX AKMOB,
Mamepuanvl 0e10801 uepvl —
Ketic-memoo)

Koncynomupoeanue

5. OneHka MIaHNPYeMbIX pPe3yJIbTaTOB 00y4YeHHs

5.1. CucreMa oleHUBAHUSA

TCKYH_[I/Iﬁ KOHTPOJIb OCYHICCTBJIACTCA B BUAC OLICHOK KOHTPOJbHBIX pa60T U 3aJaHuM Ha



15

npakTudeckux 3aHsATuax. KonTponbHas pabota Nel BBIABISET 3HAHWME COCTaBa M TMOPAIKA
opopMIICHHS TOKYMEHTOB B X0/I€ OCHOBHBIX KaJPOBBIX MPOLIEAYp, U orleHuBaeTcst 1o 10 6amios,
KOHTpoOJIbHast paboTa Ne 2 mokasbIBaeT 3HaHUS CTYJAEHTOB 10 BOIIPOCAM OpraHU3aluu paboThl ¢
KaJpOBOW JTOKYMEHTAIlMEHl W BBISBISET TOTOBHOCTh CTYACHTOB K IPAKTHUECKOW paboTe,
onenuBaercs 10 20 6ayioB. MakcuMalibHasi OIIEHKA BBIITOJIHEHHS KaX /101 J1a0paTopHOi paboThI
— 5 6amnoB. IIpoMexyTOYHBIN KOHTPOJIb 3HAHUN MPOBOAUTCS B (pOpME UTOTOBON KOHTPOJILHOU
paboThI, BKIFOYAIOIICH TECOPETUICCKHIE BOTIPOCHI M MTPAKTHYECKOE 3aaHKe, U OlleHUBaeTCs 10 40
0asioB.

B pesynpraTe TeKymero U MpoMEXYTOUHOTO KOHTPOJS 3HAHWM CTYJEHTHI MOJY4aroT

COOTBCTCTBYIOIIYIO OIICHKY 3a 5K3aMCH.

®Dopma konmponn Makc. Koauuecmeo 6annos
3a oony pabomy]  Bcezo
Tekylmuii KOHTPOJIb:

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

- KonrponbsHast padora Ne2 (Temsl 5- 10 bannos 10 b6annos
6)

- JJaboparopusie pabots (Tembl 1-6) 5 bannos 30 6annos
[IpomexxyTouHast aTTecTaIus 40 6annos
(3ager ¢ OIeHKoin)

Hroro 3a cemecTp (IUCTHUILIHHY) 100 6annos

Or1eHKa «yI0BJIETBOPUTEILHOY BBICTABIIAECTCS 00ydaromemycs, Hadpasiemy ot 50 1o 67
0ayuIoB GalIoB, OLIEHKA «XOpOILO» BBICTaBIIsAETCS oOydaroniemycsi, HaOpaBiiemy oT 68 1m0 82
0aJIoB, OLIEHKA «OTJIMYHO» BBICTaBisieTcs oOyuatomemycs, Habpasmemy oT 83 go 100 6amios,
chOpMUPOBAHHBIX B pe3ybTaTe CyMMHPOBAHUS OasIOB, MOJTYUYEHHBIX MPU TEKYIIEeM KOHTPOJIE U
MPOMEXYTOUYHOM aTTectauuu. lomydeHHbI COBOKYMHBIA pe3ynabTaT (MakcumyMm 100 6amioB)
KOHBEPTHPYETCS B TPAAUIIMOHHYIO KAy OLEHOK M B IIKAaly OLIEHOK EBpomeiickoil cucTeMbl
nepeHoca M HakoruieHus kpeautoB (European Credit Transfer System; namee — ECTS) B

COOTBETCTBUH C TAOIUIIEH:

100-6annbHas Tpa/mionHas mKaa Ikana
IKaJjia ECTS
95 -100 A

83 o4 OTIIMYHO B

68 — 82 XOpOoLIO 3a4TEHO C

56 — 67 D

50 55 YJIOBJIETBOPUTEIHHO E
20-49 HEYJIOBJIETBOPUTEIILHO HE 3a4TEHO FX
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10-19

5.2.KpnTeplm BBICTABJICHHUA OHCHKHU IO JUCHHUIIJINHE

Bananl/
Ml xkana
ECTS

Ouenka no
MUCHUTIIINHE

Kpurtepuu onenku pe3yibTaroB 00y4eHHUs 10
AUCHUILINHE

100-83/
A,B

«OTIHYHOY/
«3a4YTEHO
(oTnuHO)»/
«3aYTEHO»

BrictaBnsiercst oOyuaromemycs, eciiu oH ri1y0oKo U
IIPOYHO YCBOMJI TEOPETUYECKUN U MPAKTUYECKUI
MaTepHall, MOKET POJIEMOHCTPUPOBATH ATO HA 3aHATHSIX
U B XOJI€ TPOMEKYTOUHOM aTTeCTaI1H.

OO0yuaromuiicst HICYEPIBIBAOIIE U JIOTUYECKUA CTPOMHO
u3JIaraet ydyeOHbIN MaTepua, yMeeT yBs3bIBaTh TEOPUIO C
IPAKTUKOM, CIIpaBIIsIeTCs C peUIeHUEeM 3aJa4
npodeccuoHanbHOM HallPaBIEHHOCTH BBICOKOTO YPOBHS
CJI0)KHOCTH, TIPABHUIILHO 00OCHOBBIBACT IIPHHSTHIC
pelieHus.

CB0OOIHO OpHEHTUpYETCS B y4eOHOM U
npogeccruoHalIbHOM JIUTEpaType.

OreHKa M0 TUCIUTUTAHE BBICTABIISIOTCS 00yJaromeMycs ¢
Y4ETOM PE3YJIHTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTalMM.

Komnerennuu, 3aKkpenaeéHHbie 3a TUCIUTIITNHOM,
chopMupOBaHBI HA YPOBHE — «BBICOKHII.

82-68/

«XOpomIoy/
«3a4TEHO
(xopor1o)»/
«3aYTCHO

BricTaBisiercst 00y4aromemycsi, €Cii OH 3HaeT
TEOPETUYECKUN U MPAKTUYECKUN MaTepHUall, FpaMOTHO U TI0
CYILECTBY M3JIaraeT €ro Ha 3aHATUSAX U B XOJ€
IIPOMEXKYTOUHOW aTTECTAllMH, HE JIOITyCKasl CYILIECTBEHHBIX
HETOYHOCTEM.

OO0yyaromuiics MpaBUIbLHO IPUMEHSET TEOPETHUECKUE
MOJIOKEHUS [IPU PELICHUH TPAKTUYECKUX 3a]1a4
npodeccuoHanbHOM HalIPaBIEHHOCTH PAa3HOTO YPOBHS
CJIOKHOCTH, BJIaJIe€T HEOOXOAUMBIMHU JIJIsl 3TOTO HaBBIKAMHU
Y IpUEMaMHU.

JlocTaTouHO XOPOILIO OPHEHTUPYETCS B yU4eOHOH U
npodeccuoHansHOM TUTEpaType.

Onenka no JUCIUILIMHE BBICTABISAIOTCSA 00ydaromeMycs ¢
Y4€TOM PE3yJIbTATOB TEKYILIEH U MPOMEXKYTOUHON
aTTeCTalUU.

Komnereniuu, 3akpeniéHnble 3a AUCIHUIUTMHOMN,
c(hOpMUPOBAHBI HA YPOBHE — «XOPOIIHIL».

67-50/
D,E

«YIOBIETBOPU-
TEIBHO»/
«3a4TEHO
(ynoBnerBopu-
TEJILHO)»/
«3a4YTCHO»

BricraBnsercs oOyyaromemMycs, €Ciii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUECKUN U IIPAKTUYECKUI MaTepHrall,
JIOITYCKaeT OTAEIbHbIE OIMIMOKHU MPH €r0 U3JI0KEHUU Ha
3aHATHUSX U B XOJI€ TPOMEXKYTOUHOM aTTECTALUH.
OOyuaromuiicss UCTIBITHIBACT OTPEACIEHHBIE 3aTPYIHEHHS
B IIPUMEHEHUH TEOPETUUECKUX MOJIOKEHUH NPU PELIEHUH
NPaKTUYECKUX 3a]a4 Mpo(hecCHOHATbHON HAPaBIEHHOCTH
CTaHJIaPTHOT'O YPOBHS CJI0KHOCTH, BJIAJIEET
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Banany/

Ml xana
ECTS

OueHka nmo
MUCHUILINHE

Kpurepuu onenkn pe3yibTaroB 00y4eHHUs 110
AUCUMIIIHHE

HEOO0XOIMMBIMU JIJIS1 3TOTO 0a30BBIMH HABBIKAMU U
pUEMaMHU.

JleMOHCTpHUpYET T0CTaTOUYHBINA YPOBEHDb 3HAHUS y4eOHOM
JIUTEPATYPBI 110 JUCLUILIMHE.

OneHka no JUCIUINIMHE BBICTABIISAIOTCSA 00y4arolemMycs ¢
Y4ETOM pE3yJITATOB TEKYILIEH U TPOMEKYTOUHON
aTTeCTalUU.

Komnerennuu, 3akperiéHuble 3a AMCHUIUIMHON,
c(hopMHUpOBaHbI HA YPOBHE — «IOCTATOYHBIN».

49-0/
F,FX

((HGYJIO BJ'ICTBOpI/ITC
JIBHO»/
HE 3a4TEHO

BricTaBnsiercs 00ydaromemMycsi, €Ciu OH He 3HAeT Ha
0a30BOM ypOBHE TEOPETHUECKUN U IPAKTUUECKUN
MaTepual, I0IMycKaeT rpyobie OMMOKU MIPU €ro
U3JIO’)KEHUH Ha 3aHATHIX U B X0J1€ TPOMEKYTOUHOM
aTTeCTallUU.

OOyyaromuiics UCTIBITHIBAET CEPhE3HBIE 3aTPYIHEHNUS B
MPUMEHEHUH TEOPETUUECKHUX MOJIOKEHUH MPHU pelIeHUH
MPaKTUYECKUX 3a7a4 MpodeccnoHalbHOM HallpaBIEHHOCTH
CTaH/IaPTHOTO YPOBHS CII0KHOCTH, HE BJIaJI€eT
HEO0OXOIMMBIMHU ISl 3TOTO HABBIKAMU U PpUEMaMHU.
JlemoHcTpHpyeT (hparMeHTapHbIe 3HaHUS y4eOHOI
JUTEPATYpPBI 11O TUCLHUIUIAHE.

OneHka o JUCHUIUIMHE BBICTABIJIAIOTCS 00ydaroLeMycs ¢
Y4ETOM PE3YJIBTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTECTALlNN.

KomMmnereHuyy Ha ypoBHE «IOCTaTOYHBIN», 3aKPEIUIEHHBIC
3a JUCUUIUIMHOM, He CPOPMHUPOBAHBIL.

5.3. OneHo4Hble cpeacTBa (MaTepuAJIbl) I TEKYILIEr0 KOHTPOJIS yCIeBAeMOCTH,
NMPOMEKYTOYHOM aTTeCTAMU 00YYAKOIIMXCS 10 TUCHUILINHE (M0O0YI110)

BapuanT 1

Bapuanmuvt konmponwvnoit paoomot Ne 1

1.B xakux cimydasix KaapoBas ciayx0a UMeeT IMpaBo BbIAATH AyOIUKAT TPyAoBOM KHIKKH? Kak

3TOT JOKYMEHT odopmiisercs?

2.IlepeurcnuTe BHJIBI JJOKYMEHTOB, IpUMEHsEMbIe NPH TepeBoJe Ha Jpyryio padorty. Kak

odopmItsieTcs KaKIblid u3 HUX?

3. HazoBute JOKYMCHTBI, IPEAO0CTABJIIACMEIC pa6OTHI/IKOM IIpU MOCTYIJICHUH Ha pa60Ty.

4. KaxkuM JNOKaIbEHEIM HOPMATUBHBIM aKTOM PCTIIAMCHTHUPYCTCA pa60Ta KaJIpOBLIX CIICHUAIINCTOB

C MIEpCOHAJILHBIMU JaHHbIMU? JlaliTe eMy XapaKTEpUCTHUKY.

Bapuanr 2
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1.XapakTepucTUKa Ha3HAUYECHUS TPYJOBOW KHIKKH. B Kakoi CpoK MOJDKHA OBITH 3aBejeHa
TPyZIOBasi KHIDKKA IIPU TIOCTYIUICHUH Ha paboTy BHepBbie?

2.IlepeuricnuTe BUIBI JOKYMEHTOB, IPUMEHAEMBIC TIPU YBOJIbHEHHU. Kak odopmisieTcs Kax bl
u3 HUX?

3.Kakoil 5oKkanbHBIH HOPMATUBHBIN aKT ONpPENENseT OpraHu3alui0 Tpylda COTPYIHUKOB B
KOMITaHHH. J[aiiTe eMy XapaKTEpUCTHUKY.

4.Hazosute nndopmaiinio, 00a3aTeabHyI0 Ul BKIIOUYEHUS B TPYAOBOM JOTOBOD.

Bapuanmaul konmponwvnoiu pabomur Ne 2

Bapnanr 1
1. Tlepeuncnute cocTaB JOKYMEHTOB JIMYHOTO Jiena paboTHHMKA. KakMMH HOpMaTUBHBIMU
JIOKYMEHTaMH 3TO ONIPEACIICHO?
2. Ha3zoBuTe JOKYMEHTHI KaJpOBOU CITYXObI, IO Ie)KAIIHE TIepelavue B apXUB.
Bapwnanr 2
1.KakoBbI 0COOCHHOCTH COCTaBJICHHSI HOMEHKJIATYPHI JeJT KaAPOBOH CITYKObI?

2. HazoBute 00s13aTeIbHBIC pErUCTPAIIMOHHbBIE (DOPMBI KaIpOBOM CITY>KOBI?

Ilpumepnvle KOHmMpoOABLHBIE 6ONPOCHL 01 NPOMENHCYMOYUHOU AMMEC AYUU:

1. Tlepeuucnuth 3aKOHOJAaTelILHBIE aKTBhI, KOTOPBIMHU periaMeHTUpyeTCA
JIOKYMEHTUPOBAHUE KaJPOBOH JIEATEIIbHOCTH B HACTOSIIIEE BpEMS?

2. Tlepeuncnuthb HOPMAaTUBHO-METOUYECKHUE JIOKYMEHTBI, periaMeHTUPYIOLIHE
JIOKYMEHTUPOBAHHUE KaJIPOBOM JNEATEIbHOCTH.
HazBath BUIBI TOKYMEHTOB, NPEIbSIBISIEMble pAOOTHUKOM IIPU MIpUEeMe Ha padoTy.

4. Ha3Batp BHABI  JOKYMEHTOB, YCTaHOBIEHHbIe TpyaoBbIM  KojaekcoM PO,
JOKYMEHTHUPYIOIIHE pueM paboTHUKA Ha padoTy.

5. IlepeuncnuTh BHUIBI JOKYMEHTOB, O(OPMISAIONIME HW3MEHEHHE YCIOBUN TPYIAOBOIO
JIOTOBODA.

6. IlepeuncnuTh BHABI JOKYMEHTOB, YCTaHOBJEHHbIE TpyaoBbIM KojaekcoM PD mns
PEryJIIMPOBaHUs TPYAOBBIX OTHOLIECHUM.

7. CpoKu MOATOTOBKH, KAKMX JOKYMEHTOB IO JOKYMEHTUPOBAHHIO KaJPOBOU NESTENHHOCTH
YCTaHOBJIEHBI 3aKOHO/IATENLHO?

8. Kakue ¢pyHkumun KaapoBoil ciyXObl CBS3aHBI C Y4€TOM JIMYHOTO COCTaBa?



19

9. Kakue  (yHKUMHM JOJDKHA BBINIOJHATH KaapoBas Clyx0a npu  opOpMIICHUN
YBOJIbHEHHUSI paOOTHHKA ¢ PabOTHI ?

10. Kakumu noxkymeHTamMu opopMIIsieTcss yBOJIbHEHHE paOOTHUKA?

11. HazoBute GyHKIIH KaIpOBOH CIYKOBI CBSI3aHHBIE C TPYIOBBIMU KHIKKAMU ?

12. Kakumu noxymeHTaMu 0opMIISIETCS aTTecTanus pabOTHUKOB?

13. HazoBuTe 0COOCHHOCTH HOMEHKJIATYPHI JIe] KaAPOBOU CITyKOBI.

14. Kakue nena xagpoBO# CIyXObl OTHOCATCS K KATETOPUH NEPEXOAAIINX?

15. Tepeuncnuth ocodbeHHOCTH (POPMHUPOBAHHSI IMTHOTO Jieia padOTHUKA ?

6. YueOHO-MeTOAMYECKOE M HH(POPMALIMOHHOE 00ecTeyeHue JUCIUTNIMHBI
6.1. CnmMcok MCTOYHUKOB U JIUTEPATYPHI

IIpu paspabomke cnucka UCMOYHUKOS U IUMepamypbl He00X00UMO V4Umbvleams mpebosanus
00pazosamenbHblX CMAHOApPMO8 o KHU2000eCneyeHHOCHIU.

s @IOC 3+ : «B ciyuae HeuCnonb308aHus 8 OpeaHu3ayuu 31eKmpoHHO-o0udIUOMeuHOU
cucmembl (INeKMPOHHOU OUbIUOMEKU) OUOIUOMEYHBIU POHO 00NHCEH ObIMb YKOMNAEKIMOBAH
neyamubiMu U30aHUAMU U3 pacyema He meHee 50 IK3eMNAAPO8 KAHCO020 U3 UOAHULU
OCHOBHOU UMepamypul, NepeyucieHHoOU 6 paboyux npocpammax OUCYUnIuH (Mmooyneti),
NPAaKmuK, u He Menee 25 3K3eMnaapos 0onoaHumenvHou aumepamypul va 100 odbyuarowuxcay.

I @IOC 3++ : «llpu ucnorvzosanuu 6 06pa308aMeNbHOM NpoYecce NeUamHblX U30AHUL
oubaUOMEUHDBI YOHO 00IMHCEH ObIMb YKOMNIEKMOBAH NEUYAMHLIMU U30AHUAMU U3 pACYema He
menee 0,25 skzemnuapa Kaxico020 u3z u3s0anutl, YKa3aHHuvlx 8 paboyux npocpammax OUCYUniIuH
(mooyneil), npakmux, Ha 00HO20 00YUAIOUWE20Cs U3 YUCIA TUY, OOHOBPEMEHHO 0CBAUBAIOUIUX

COOMBEeMCmMBYIOWYI0 OUCYUNIUHY (MOOYIb) NPOXOOAUWUX COOMEEMCIMBYIOWYVIO NPAKMUKYY.
VIAJIUTH

HUcrounuku (006s13aTesIbHbIE)

Koncrutynus Poccuiickoit @eneparnuu (¢ uamenenusmu Ha 30 gexabps 2008r.). M. 2004

Tpynosoit koaekc Poccuiickoit ®enepanuu ot 30.12.2001 Ne 197-®3. Ilpunst
lNocynapcrennoii Jlymoii 21 gexabps 2001r. (B pea. ot 29.12.2010) // [DnexkrponHslii pecypc]. —
M., 2019. — Pexxum poctyma:http://www.consultant.ru.

3akoH Poccuiickoit @enepanuu ot 25 okTs0ps 1991 r. Ne 1807-1  «O s13pIkax Hapo10B
Poccuiickoit ®enepauun» //[DnexktponHslii pecypc]. — M., 2019. — Pexum pocryma:
http://www.consultant.ru.

®enepanbHblil 3akoH PO ot 27.07.2004 Ne 79-03 «O rocynapCTBEHHOM I'pa)IaHCKON
ciyx6e Poccuiickoit denepann» (B pen. @enepanpHoro 3akoHa ot 12.04.2007 Ne 48-D3) //

[DnexTpoHHEI pecypc]. — M., 2019. — Pexxum mocrymna:http://www.consultant.ru.


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
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Oenepanbublii  3ak0H  Poccuiickoit  ®enepaunu ot 01.06.2005 Ne 53 «O
rocynapctBeHHOM si3bike P®y»// [Dnekrponnsiii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

Odenepanbublii 3akoH Poccuiickoir ®@enepanmm ot 06.12.2011 Ne 402-d3 «O
OyxraitepckoM  yuete»//  [Dnekrponmsii  pecypc]. — M., 2019. - Pexum
noctymna:http://www.consultant.ru.

Oenepanpabiii 3akoH Poccmiickoit denepammu ot 02.05.2006 Ne 59-03 «O
MOPAJIKE PACCMOTPEHMsI oOpaleHuil rpaxaan»// [DaexTpoHHsiii pecypc]. — M., 2019. —
Pexxum nmocryma:http://www.consultant.ru.

@enepanbHblii 3akoH oT 27 wmionst 2006 r. N 152-®3 "O mnepcoHanbHBIX JaHHBIX'//
[DnexTponHbI pecypc]. — M., 2019. — Pesxum mocryma:http://www.consultant.ru.

®enepanbhblil 3akoH 0T 01.10.2004 Ne 125-®3 «O6 apxuBHOM Jene B Poccuiickoit

Ddeneparuny // [DnexTpoHHbIH pecypc]. — M., 2019. — Peskum moctyma:http://www.consultant.ru.

®enepanbHblil 3akoH 0T 29.07.2004. Ne 98-03 «O xommepueckoil TaiHe» //
[DnexTponHsIit pecypc]. — M., 2019. — Peskum mocryma:http://www.consultant.ru.

Vka3 Ilpesuaenta Poccuiickoit @enepanun ot 0.03.1997 No 18 «OO06 yrBepkaeHUU
TepevHs CBEJACHUN KOH(MUIECHIIUATLHOTO XapakTepa» // [DnekTpoHHbid pecype]. — M., 2019. —
Pexum noctyma:http://www.consultant.ru.

Vka3z IIpesunenta P® ot 01.02.2005. Ne 110 «O mnpoBeaeHUWH aTTECTALMU
FOCYJIapCTBEHHBIX TpaXAaHCKUX ciayxamux Poccuiickoi @Deneparun». Ilomoxxenue o
MPOBEJACHUHU AaTTECTAIIMM TOCYAAPCTBEHHBIX TPaXITaHCKUX ciyxamux P® // [DnekTpoHHBII
pecypc]. — M., 2019. — Pesxxum gocryma:http://www.consultant.ru.

Vka3 Ilpesunenta PO or 01.02.2005. Ne 111 «O mopsiake crayv KBaTM(PUKAITMOHHOTO
9K3aMeHa TOCYJapCTBEHHBIMH TpaXkJaHCKUX ciyxamux Poccuiickoit denepanuu U OleHKE UX
3HaHWW, HABBHIKOB W yMeHWit». // [Onekrponnsii pecypc]. — M., 2019. — Pexum
nocrymna:http://www.consultant.ru.

Vka3 Ilpesunenta ot 01.02.2005. Ne 112 «O xoHKypce Ha 3amellleHHE BaKaHTHOM
JIOJKHOCTH TOCYJJApCTBEHHOM TpaskJaHCKOH ciry»k0b1 Poccuiickoit denepannn» / [ DneKTpOHHBIH
pecypc]. — M., 2019. — Pexxum nocryma:http://www.consultant.ru.

Vka3 [pesunenta PO ot 16.02.2005r. Ne 159 «O npumepHoit dopme ciyxeOHOTO
KOHTPAKTa O MPOXOKJICHUU TOCYAapCTBEHHOM rpaxkiaHCKoN ciy:x0b1 Poccuiickoit denepaunu u
3aMEIIeHUH J0JDKHOCTH TOCyIapCTBEHHON IpakaaHcKoi ciyxx0b1 Poccuiickoit @enepauuny. //
[DnexTpoHHEI pecypc]. — M., 2019. — Pexxum pocrymna:http://www.consultant.ru.

Vka3 [lpesunenta Poccuiickoit @exnepanuu ot 30.05.2005. Ne 609 «O nepcoHanbHbBIX

AAaHHBIX T'OCYJAPCTBCHHOT'O I'PAXXJAHCKOI'0 CIIYXKAIlCTO Poccuiickoit (I)C,E[epaLII/II/I n BCACHHUH €TO
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augHoro  gena» /[ [DmekrponHeii  pecype]. - M.,  2019. -  Pexum
noctyna:http://www.consultant.ru.

Vka3 Ilpesunenta Poccuiickoit @enepamuu ot 18.06.2005. Ne 813 «O mopsiake u
YCIOBHSIX KOMaHAMPOBaHUS (elepaabHBIX TOCYAaPCTBEHHBIX TPAXKIAHCKHX CiyKammx» [/
[DnexTponHbIi pecypc]. — M., 2019. — Pexxum mocryma:http://www.consultant.ru.

[loctanoBnenue IlpaButenbctBa Poccuiickoit @enepauuu ot 16.04.2003. Ne 225 «O
TPYAOBBIX  KHIDKKax» //  [Onekrponmenii  pecypc]. — M., 2019. — Pexum
noctymna:http://www.consultant.ru.

Pacniopsixkenue I[lpaButensctBa P® ot 21.03.1994. No 358-3 «O6 obGecneueHun
COXPaHHOCTH JJOKYMEHTOB I10 JTUYHOMY COCTaBY» // [ DnekTpoHHbIH pecypc]. — M., 2019. — Pexxum
noctymna:http://www.consultant.ru.

Pacnopstxenue IlpaBurensctBa PO ot 23.04.1992 Ne 781-p «O6 ymydiieHUu
XpaHEHUS W UCIIOIH30BAHMS JOKYMEHTOB 10 JIMUHOMY COCTaBY»// [DieKkTpoHHBIH pecypc].
— M., 2019. — Pexxum poctyma:http://www.consultant.ru.

[TpaBwia BeieHUs ¥ XpaHSHHS TPYIOBBIX KHIDKEK. (yTB. [locTaHoBiieHnem [IpaBuTenbeTBa
P® or 16 ampens 2003 r. Ne 225 // [DnextponHslii pecypc]. — M., 2019. — Pexum
nocrymna:http://www.consultant.ru.

WHcTpyKius 1o 3amoJIHeHUI0 TPYIOBBIX KHIDKEK (yTB. [locTanoBieHneM MuHucrepcTa
Tpyna W conuansHOoro pa3Butus Poccmiickoit ®enmeparuu ot 10 oxtadps  2003r.).
3apeructpupoBana MuHuctepctBoM rocturuu Poccuiickoit ®enepamuun 11 HOs106ps 2003 T.
perucTpanvoHHbli HoMmep 5219. bBromneTeHb HOPMATHBHBIX aKTOB (helepalibHBIX OpraHoB
ucnoaaurenbHoi Bimacti. 2003. Ne 49. // [Dnexkrponnsiii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

®epnepanphbiii 3ak0H 0T 16.12.2019 Ne 439-®3 «O BHeceHun uzmeHeHuil B TpynoBoit
konekc Poccuiickoii deneparnuu B yacTi GOPMUPOBAHUS CBEJCHUM O TPYAOBON AEATEIHHOCTH B
3JIEKTPOHHOM BUE» [DneKTpOHHBII pecypc] /
URL:http://publication.pravo.gov.ru/Document/View/0001201912160070  (mata  oOpamieHus
01.10.20201.)

HcTouHuKkH (10MOJTHUTEIbHBIE)
®enepanbhblif 3akoH PO 01 27.07.2006 Ne 149-03 «O06 nndopmanuu, THGOPMALMOHHBIX

TEXHOJOTUSAX M 3ammre HHpopMmamum» // [DnekTpoHHslid pecypc]. — M., 2019. — Pexum

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
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@enepanbHblii 3ak0oH 0T 26.12.1995. Ne 208-@3 «O06 axuuoHepHbBIX oOmiecTBax» //
[DnexTpoHHbIH pecypc]. — M., 2019. — Pexxum pocryma:http://www.consultant.ru.

Oobmepoccuiickuii  kinaccupukarop mnpodeccuii pabounx, MODKHOCTEH CIyXKalluX U
tapudHbx paspsgoB OK 016-94. M.: Muntpya Poccun, 1995 // [Dnekrponssliit pecypc]. — M.,
2019. — Pexxum nocrtyma:http://www.consultant.ru.

Oomiepoccuiickuii  knaccudukarop wuHpopmanuu o Haceiaenun OK  018-95. //
[DnexTponHbIi pecypc]. — M., 2019. — Pexxum pocryma:http://www.consultant.ru.

Oomiepoccuiickuiil - Kimaccudukarop ympasieHuecko# mokymenrtaruun OK 011-93. //
[DnexTpoHHBI pecypc]. — M., 2019. — Pesxxum mocryma:http://www.consultant.ru.

OO1epoccuiickuil KITacCU(pUKATOP CHEHaIbHOCTEH 10 00pa3oBanuio // [ DIeKTPOHHBIH
pecypc]. — M., 2019. — Pesxum pocryma:http://www.consultant.ru.

[Tpuka3 PocapxuBa ot 23.12.2009 N 76 "OG0 yrBepxkaeHIN MeToAMYeCKIX peKOMEH AN
1o pa3pabOTKe MHCTPYKIHU IO AETONPOU3BOJICTBY B (ellepalbHBIX OpraHax HCIIOJHUTEIHLHON
Biaactu" // [Dnexkrpounsii pecype]. — M., 2019. — Pexxum goctyna:http://www.consultant.ru.

YHudunupoBanueie GOpMbI MEPBUYHON YUETHON JOKYMEHTALMU IO y4YETy TpyAa U ero
orutatel, yrBepkaeHHbie [locranoBnennem ['ockomcrata PO o1 05.01.2004 No 1 // [DnekTpoHHBIHI
pecypc]. — M., 2019. — Pesxum pocrtyma:http://www.consultant.ru.

KBanubukanmoHHbINA CIPAaBOYHHUK JAOHKHOCTEH PYKOBOAUTEIEH, CIICIMATUCTOB U IPYTUX
cnyxamux // [DnexTpoHHbii pecypc]. — M., 2019. — Pexxum gocrtymna: [DneKTpoHHBIN pecypc]. —
M., 2019. — Peskum mocryma:http://www.consultant.ru.

MeskoTpaciieBbie YKPYITHEHHbIC HOPMATHBBI BPEMEHHU Ha pa0OThI 110 KOMILJICKTOBAHHIO U
yueTy KaapoB // [DnexTponnsii pecype]. — M., 2019. — Peskum nocrtyna:http://www.consultant.ru.

[lepedeHb TUITOBBIX YIIPABICHYSCKUX aPXUBHBIX JOKYMEHTOB, 00pa3yOIIUXCs B TIPOIIecce
JESTETbHOCTH TOCYIAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYITPABIICHUS M OpraHU3aIlHi,
C yKa3aHHeM CpOkOB xpaHenus // [Daexkrponusiii pecypc]. — M., 2019. — Pexum
nocrymna:http://www.consultant.ru.

[IpaBuna opraHu3anuu XpaHeHUs, KOMIICKTOBaHHUS, YU€Ta U UCII0JIb30BaHUS JOKYMEHTOB
ApxuBHoro ¢onnga Poccuiickoit Denepanuu U APYrHX apXUBHBIX JIOKYMEHTOB B OpraHax
roCcy/lapCcTBEHHOW BIACTH, OpraHaX MECTHOTO CAMOYIIPABJICHUS U OPTaHU3AIUIX, YTBEPKISHHBIX
npuka3zoM MuskyasTypsl P@ ot 31.03.2015 Ne 526 // [Onextponssiii pecypc]. — M., 2019. —
Pexxum mocryma:http://www.consultant.ru.

IIpuka3 PocapxuBa ot 20.12.2019 N 236 "OO06 yrBepkaenun IlepeuHst THUMOBBIX
YIPaBJIEHYECKUX apXUBHBIX JOKYMEHTOB, OOpa3yloIIMXCsl B Ipolecce JAeATeIbHOCTH
rOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPaBJIECHHUS M OpraHU3aluil, ¢ yKa3aHueM

cpokoB ux xpaneHus" (3apeructpupoBano B Muniocte Poccum 06.02.2020 N 57449)


http://www.consultant.ru/
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[Onmexktponnblii  pecypc] // CnpaBouyHo-momckoBas cuctemMa «KOHCYIbTaHT — ILTIOCH.
URL:http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&
dst=1000000001,0&rnd=0.5989149124283691#09893595070554722 (mata oOparmieHus:
19.10.2020)

@enepanbhblil 3ak0H 0T 24.04.2020 N 122-®3 "O mnpoBeneHUU HKCHEPUMEHTA IO
WCIIOJIb30BAHUIO DJIEKTPOHHBIX JIOKYMEHTOB, CBSI3aHHBIX C paboroii"// HWHTepHeT-nopTan
npaBoBoii mHpopMmaruu  http://www.consultant.ru/document/cons_doc LAW 351124/ (nmara
oOpatuenus: 19.10.2020)

[Ipukaz Muntpyna Poccun ot 14.05.2020 N 240n "OO6 yrBepxkaenuu Ilonoxxenus o
MOPS/IKE TIPOBEICHUS SKCIIEPUMEHTA IO MCTIOIh30BAHUIO AIIEKTPOHHBIX JOKYMEHTOB, CBSI3aHHBIX
¢ paboroit" (3apeructpupoaHo B Muntocte Poccun 17.06.2020 N 58674)// UnTepHeT-nopTain
nmpaBoBOM  MH(pOpMaIUU https://www.garant.ru/products/ipo/prime/doc/74170714/, nara
obparmenus 01.10.2020.

Jluteparypa (o0s13aTe/ibHAs)

AlGynanze, /1. I'. [lokymMeHTaIlmoHHOE 0OECTICUCHHE YITPABJICHUS TEPCOHAIOM | YUeOHUK
Y TIPAKTUKYM JJIs1 akajgeMudeckoro OakanmaBpuata / J[. I'. AGymanze, . b. Bempsokkuna, B. M.
MacnoBa. — Mockga : UznarensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AkajgeMU4ecKuit
kypc). — ISBN 978-5-534-00875-3. — Texkcr : anexkrponnsiii // ObC Opaiir [caiit]. — URL:
https://urait.ru/bcode/433411 (nara obparuenus: 30.11.2019).

beikoBa T.A. JloKkyMeHTallMOHHOE OOECICUEHUE YIPaBICHUS (IEIOMPOU3BOJICTBO)
[DnexTponHEbIi pecypce] : yaebnoe nocodue / T. A. beikosa, T. B. Ky3unenosa. - 2-e u3z., nepepao.
u gom. - MockBa : Huadpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

I'motoa C.A. [IpodeccnonanpHblil cTaHAAPT CHEHUATICTA [0 YIPABICHUIO
MEPCOHAJIOM B AEATEILHOCTH KaJIpOBOM CIY>KOBI [ DneKTpoHHbIH pecypc] / [moroBa Ceetnana
AnexcannpoBHa; C. A. ['moToBa // YnpaBieHue JOKyMEHTaIlME: POIILIOE, HACTOSIIIEE,
Oynyuiee : marepuans! [1I-eit MexyHap. Hay4d.-IpakT. KOH(., mocBsm. namsatu npod. T. B.
Kysnenosoii, Mocksa, PITY, 23-24 mapra 2017 r. / M-Bo o6pa3oBanus u Hayku Poc.
®enepanun, Oenep. roc. OrOIKET. yUpEX 1. BbICIL. 00pazoBanus "Poc. roc. ryMaHUTapHbBIN YH-
1", UcT.-apx. uH-1, @ak. JOKyMEHTOBECHNUS U TEXHOTPOHHBIX apX., Kad. nokymenroBeneHus. -
Mocksa : Tepmuka.py, 2017. - C. 451-457. - Pexxum foctyma :
http://elib.lib.rsuh.ru/elib/000013004.


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
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I'moroBa C.A. TeHAeHUMU pa3BUTHS KaJIpoOBOTO JICIIONPOU3BOACTBA B paMKax
nporpammbl  "LludpoBas  skoHommka"  [DnekrponHbld  pecypc] / I'moroBa CBeriana
AnexcanaposHa; Cernana A. ['motosa / YnpaBieHue ToKyMeHTaMu B U(PPOBOM SKOHOMHUKE. -

Mocksa : PITVY, 2019. - C. 98-103. - Pexxum goctymna : http://elib.lib.rsuh.ru/elib/000013245.

KampoBoe nemonpousBoacrBo. Yueouuk. / C.JI Kysumenos, C.A. I'motoBa — M.:
UsznarenscrBo « TEPMHUKAY, 2020. — 492 c.

KampoBoe nmenompowmsBojactBo: HaumHaem ¢ Hyns. Ayaut cBommm cwiamu / W.B.
XKypasnesa, M.B. Xypasnesa. - 2-e u3x. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Jom. mar. znanium.com). - (ITpocto, kpatko, 6bicTpo). (0) ISBN 978-5-16-008986-7 - Tekcr
: anmektpoHHbIii. - URL: https://new.znanium.com/catalog/product/417566 (mara oOpaiieHus:
30.11.2019)

[TaBnoBckas, O. 1O. IlpaBoBoe obecnieueHre KaapoBOro ACIONPOU3BOICTBA : yueOHOE
nocobue st By30B / O. 1O. [TaBnoBckas. — Mocksa : U3narensctBo FOpaiit, 2019. — 213 ¢. —
(Beicmiee oopaszoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrpounsiii // DbC FHOpaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara o6pamenus: 30.11.2019).

Jluteparypa (10NO0JHUTEIbLHAS)

Kykapuna IO.M. CoBpeMeHHBbIE OpraHW3alMOHHBIE W PETrJIAMEHTHBIE JOKYMEHTHI:
¢dbyakuuu u pazHoBugHocTH // BectHuk PITY. 2016. Ne2. [DnexkTponnsiit pecype]. — M., 2019. —
Pexum JOCTyIIa: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik _daizi%202(4)-16.pdf.

Muxaitmunaa .M. Ynpasienue nepconanom, 3-¢ uza. - Mocksa :Jlamkos u K, 2018. - 280
c.: ISBN 978-5-394-01749-0 - Tekcr : AIEKTPOHHBIH. - URL.:
https://new.znanium.com/catalog/product/415303 (mara oo6pamenus: 30.11.2019)

6.2. Ilepeuyennb pecypcoB MH(pOPMALHMOHHO-TEJIeKOMMYHUKANIMOHHOH ceTn «UHTepHeT»,
HEe00XO0AUMBIH J1JI1 OCBOCHHUS T CIHUIIJINHBI

- I'apanTt [OnekTpoHHbId pecypc]. — OnekTpoH. gaH. — M., cop. 2013. — Pexum noctyna:

http://www.garant.ru.

- Koncynerant Ilmoc [OnexTpoHHBI pecypc]. — OnekTpoH. naH. — M., cop. 2013. — Pexxum

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

7. MarepuajibHO-TeXHHYECKOe o0ecnieyeHne TUCIUTITUHBI (MOIYJIs1)


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
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AyauTopuu Jij1sl MPOBEACHUS JIEKIIMM M CEMUHAPCKUX 3aHITHI C TEXHUUYECKUMU CPEACTBAMU
oOyueHus (MyJIbTUMEINA-TIPOCKTOP (BUACOMPOCKTOP), SKpaH (IEPEHOCHOH MU CTAIlHOHAPHEIN)),
KOMITBIOTEPHBIN KJIacc [Tl MPOBEICHUS Ta00PATOPHBIX 3aHATHH.

1. Ilepeuens I1O

Nert Haumenosanue [10 [IpousBoaurens Crnioco6
/m pacrpocTpaHeHHs
(ruyensuonnoe unu
c80000HO
pacnpocmpausemoe)
1. Adobe Master Collection CS4 Adobe JIAICH3UOHHOE
2. Microsoft Office 2010 Microsoft JIAICH3UOHHOE
3. Windows 7 Pro Microsoft JIAICH3UOHHOE
4. Microsoft Office 2013 Microsoft JIAICH3UOHHOE
5. Windows 10 Pro Microsoft JIAICH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JTUTIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JInneH3noHHoe
8. Zoom Zoom JINIICH3UOHHOE

2. Ilepeuens B/l u UCC

Nenn HaumenoBanue
/11

1 | Mexnaynapoansie pedeparuBHble HaykoMeTpuueckue bJl, mocTymHbie B pamkax
HarmoHaIspHOUM noanucku B 2020 .

Web of Science

Scopus

2 | I[Ipodeccuonanbubie MOJTHOTEKCTOBBIC B/I, JO0CTYyIMHBIE B paMKaX HallMOHAIBLHOM
noamucku B 2020 r.

Kypuaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnans! Taylor and Francis

3 | IIpodeccronabHbIC TOJHOTEKCTOBBIE b/

JSTOR

W3nanus no o01ecTBEHHBIM U TYMaHUTAPHBIM HAayKaM
DnekTpoHHas 6ubnmnoreka Grebennikon.ru

4 | KoMnbroTEpHBIE CIPAaBOYHBIE IPABOBBIE CUCTEMBI
Koncynprant [Iroc,
l'apanTt

8. Obecneuenne o0pa3oBaTeIbHOIO MPOLECCA IS JIUI ¢ OTPAHMYEHHBIMH BO3MOKHOCTAMM
310POBbSI M1 HHBAJIU/I0B

B xozne peam3an JUCHUIIIIMHBI UCTIOJIb3YIOTCA CIICAYIOINHUEC JOIIOJTHUTCIIbHBIC
MCTO/bI OGy‘ICHI/IH, TCKYHICTO KOHTPOJIA YCIICBACMOCTU U HpOMC)KyTO‘-IHOﬁ aTTeCTaluu
o6yqalom1/1xc;1 B 3aBUCUMOCTHU OT UX HHAUBUAYAJIbHBIX 0COOEHHOCTEIHA:
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® JUISI CTIETIBIX M CTTa00BUISIIHX:

- JIeKUMU OQOPMISIOTCS B BHAE 3JIEKTPOHHOTO JIOKYMEHTA, IOCTYIMHOTO C IOMOIIBIO
KOMIBIOTEPA CO CIIEUATM3NPOBAHHBIM IPOTPAMMHBIM 00€CIICUeHUEM;

- THCBMEHHBIC 3aJ]aHWs BBINOJHIIOTCA Ha KOMIBIOTEPE CO  CHEIHATN3UPOBAHHBIM
MIPOrPaMMHBEIM 00€CTIeUeHHEM, MIIM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- o0ecrieunBaeTCs MHANBHyaIbHOE paBHOMEpPHOE ocBerenne He menee 300 mokc;

- IS BBIMIOJIHEHHS 3aaHMsl TPU HEOOXOIUMOCTH TPENOCTABISETCS YBEIHMYMBAIOIICE
YCTPOKCTBO; BO3MOYKHO TAaK)K€ MUCTIOIB30BaHUE COOCTBEHHBIX YBEINYHBAIOIIUX YCTPOICTB;

- MACBMEHHBIE 33JaHus 0O(POPMIISIOTCS YBETUIEHHBIM IIPHUPTOM;

- 9K3aMEH U 3a4€T IPOBOJATCS B YCTHOM (DOpME MITH BBITIOJIHSIOTCS B TUCBMEHHOHM (opme Ha
KOMTIBIOTEPE.

® IS TIYXHX M CITa00CITBIIIAIIIX:

- Jeknud O(GOPMISIOTCS B BHJE OJEKTPOHHOTO JOKYMEHTa, JHMOO TPEIOCTaBISETCS
3BYKOYCHIIMBAIONIAs anmapaTypa WHAWBUIYAIbHOTO MOJIb30BAHHMS;

- MACHMEHHBIE 33aJJaHHS BBITIOJIHSAIOTCS Ha KOMITBIOTEPE B MUCHbMEHHOH Qopme;

- DK3aMeH ¥ 3a4€T MPOBOJISATCS B MUCbMEHHOH (hopMe Ha KOMITBIOTEPE; BOSMOKHO TIPOBEICHHE
B (popme TecTUpOBaHUSI.

® IS JIAI] C HAPYIIECHUSIMHA OTIOPHO-/IBUTATEIBHOTO ammapaTra:

- JIEKOUU OQOPMIISIOTCS B BUAE OJIEKTPOHHOTO JIOKYMEHTa, IOCTYIMHOTO C ITOMOIIBIO
KOMIIBIOTEPA CO CIICIUATN3HPOBAHHBIM IPOTPAMMHBIM 00eCIIeueHUEM;

- THCBMEHHBIC 3aJ]aHWs BBINIOJHIIOTCS Ha KOMIBIOTEPE CO  CHEIHATH3UPOBAHHBIM
MIPOTPaMMHBIM 00€CTIeUeHUEM;

- 9K3aMe€H U 3a4€T NMPOBOJATCS B YCTHOM (pOpME WU BBIMOJIHIIOTCS B MTUCbMEHHON (hopMe Ha
KOMIIBIOTEPE.

[Ipu HEOOX0IMMOCTH MPEAYCMAaTPUBACTCS YBEIMUEHUE BPEMEHHU IS MOATOTOBKH OTBETA.

[Ipouenypa  mpoBeaeHHS  MPOMEXKYTOYHOM  arTecTamuu A 0Oydarouiuxcs
yCTaHABIMBAETCA C Y4YETOM UX UHAMBUAYAJIbHBIX IMCUXO(U3HUECKUX O0COOEHHOCTEH.
[IpomexyTouHas aTTecTalusi MOXKET MPOBOANUTHCS B HECKOJIBKO 3TaroB.

[Ipu npoBeneHUM MpoLETyphbl OLEHUBAHMS PE3YIbTATOB OOy4YEHHs MpeaycMaTpuBaeTcs
UCIIOJIb30BAaHUE TEXHUYECKHX CpEACTB, HEOOXOIMMBIX B CBSI3U C MHIUBUAYAIbHBIMU
0COOCHHOCTAMHU O0YyJaIOIIUXCA. DTU CPEACTBA MOTYT ObITh IPEIOCTABIEHBl YHUBEPCUTETOM, UITU
MOTYT HCIIOJIb30BAThCSl COOCTBEHHbIE TEXHUUECKHE CPE/ICTBA.

[IpoBenenue mpoueaypbl OLIGHMBAHUS  PE3yJAbTaTOB  OOy4YeHHUS  JIOMYCKAeTcsi C
HCIOJIb30BAaHUEM JIMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHH.

Ob6ecrnieunBaeTcst JOCTyN K MHGOPMAIMOHHBIM U OMOIMorpaduyeckuM pecypcaMm B CETH
WuTtepner nns kaxaoro oOywaromierocss B ¢dopMax, aJanTUPOBAHHBIX K OTPAaHHUYEHUSM HX
3JI0pPOBbS U BOCTIPUATHS HHPOPMAITIH:

® JUISI CTIENBIX U CTa00BUSIINX:

- B meyaTHOU (hopMe yBETUUECHHBIM HIPUPTOM;
- B popMe PIEKTPOHHOTO IOKYMEHTA;

- B hopme aynnodaiina.

e Ul TJIYXUX M cIaOOCIBIIIAIINX:

- B Ile4aTHOU popme;

- B (hopMe 2IeKTPOHHOTO JIOKYMEHTA.

e Uit OOYJArOIIMXCS C HAPYIISHUSIMHU OMIOPHO-ABUTaTEILHOTO amnmapaTta:
- B Ile4aTHO! popme;

- B (hopMme 2IeKTPOHHOTO IOKYMEHTA;

- B hopme aynnodaiina.

Y4eOHbIe ayIUTOPUU I BCEX BHJIOB KOHTAKTHOW M CAMOCTOSITENTFHOW pabOThI, HAydHAsS
O6ubIMoTeKa M MHbIE MOMEIICHUs ISl 00ydeHHsI OCHAIICHBI CIEIHATbHBIM 000pyIOBaHHEM U
y4eOHBIMH MECTaMU C TEXHUYECKUMU CPEACTBAMU 00YUEHUS:
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® JUISI CTIETIBIX B CTTa00BUISAIIHX:
- YCTpOICTBOM JUIsl cKaHMpoBaHUs U uyTeHus ¢ kamepoil SARA CE;
- nuciuieeM bpaiins PAC Mate 20;
- npuaTepoM bpaiing EmBraille ViewPlus;
e Ul IUIYXUX M cIa00CHbIIIAIINX:
- aBTOMATH3UPOBAHHBIM pPAbOYMM MECTOM Ui JIIOJAEM C HapylIeHHEeM clyXxa |
C1a00CIIBIIIAIINX;
- aKyCTUYECKUM YCUJIUTENb U KOJIOHKH;
e s 0OyJarOIUXCs C HApYIIEHUSIMHI ONIOPHO-ABUTaTEIbHOTO armapara:
- IEpeABMKHBIMU, PETYJIUPYEMBIMHU 3proHoMuueckuMu napramu CU-1;
- KOMIIBIOTEPHOM TEXHHUKOM €O ClielnaibHbIM IPOrPaMMHBIM 00€CTIEUEHUEM.

9. Meroauveckue MaTepuaJbl

9.1. Inanbl 1a00PATOPHBIX 3aAHATHIA.

TEMAL. (4 u.) BAKOHOJATEJIbHAA PETJIAMEHTALIUA JOKYMEHTHUPOBAHUA
KAJIPOBOM JESATEJILHOCTHU B PO

SAJJAHUAL.

1. TIpoanamusupyiite Tpymooii komekc Poccuiickoit deneparuu u onpenenute TpeOOBaHUS K
COCTaBy U 0(hOPMIICHUIO JOKYMEHTOB, PETJIaMEHTUPYIOUIUX TPYAOBbIE OTHOIICHHUS.
2. Tlpoanammsupyiite TpynoBoit kogekc Poccuiickoit denepaniuu u onpeaeanTe TpeOOBaHus K

(GYHKIHSAM KapOBOU CITY»KOBI.

YKA3AHU 10 BBITIOJIHEHUIO 3AJTAHUIA

1. Usyunte TpymoBoit Konekc U BBIICHUTE, KaKUMHU JOKYMEHTaMH MPEAyCMOTPEHO
obopmiieHHEe TpUeMa, I[EepPeBOJia, YBOJBHEHUS, KOMAaHIUPOBAHUS, TUCIUILIMHAPHOTO
B3BICKaHMS U MPEOCTaBIEHUs OTITycka paboTHHKaM. COCTaB TOKYMEHTOB (UKCHUPYETCS MO
KKJI0M OoTAenabHOU mporeaype. OOpaTuTe BHUMaHHE Ha CPOKU TMOJTOTOBKH JOKYMEHTOB,
YCTaHOBJICHHBIE 3aKOHOIaTEIbHO.

PeBy.]'ILTaTH 3alaHus MOT'YT OBITh MMPEACTABJICHBI B BU/IC Ta6.]'II/H_[I>IZ

IMpoueaypa Buasi Homep Cpoxkn, Conepxanue,
AOKYMEHTOB CTATBH CBSI3aHHBIE C opopmieHHe
JAOKYMEHTOM
ITpuem Ha paboty
[lepeBon
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IIpenocraBnenue
OTIIyCKa

[Toompenue

JucuunnunapHoe
B3bICKaHUE

KomanaupoBanue

VYBoJbHEHUE

2. Wzyuute TpymoBoii KOJEKC U OMpenenuTe 00SA3aHHOCTH paboTOAATEeNs MO OTHOMICHUIO K
pabOTHHKY, KOTOpBIE yCTaHOBJICHBI B Kojiekce pu BOSHUKHOBEHUH TPYJIOBBIX OTHOIIECHUM.

Ha st0li 0ocHOBE cocTaBbTe NEpeyeHb PYHKLNMN, BBIMOIHIEMbIX KaIpOBOU CITyK00i1.

KOHTPOJIBHBIE BOITPOCHI.
1. Ilepeuucnuth OCHOBHBIE BHIbBl JOKYMEHTOB, HCIOJIb3yEMbI€ ISl JOKYMEHTUPOBAHUS
TPYAOBBIX OTHOIIEHHH, YCTAHOBJIEHHBIX B TPYAOBOM 3aKOHOJATEIIbCTBE.

2. Ha3oswure THIOBBIC QYHKIIUU KAJAPOBOH CITYKOBI.

NCTOYHUKU

TpynoBoit komekc Poccuiickoit ®Depeparmu ot 30.12.2001 Ne 197-®3. Ilpunst
INocynapcrBennoit J{ymoii 21 nexabps 2001r. (B pen. ot 29.12.2010) // [DnekTpoHHEBIH pecypc]. —

M., 2019. — Pesxum moctyma:http://www.consultant.ru.

JIMTEPATYPA

Aobynanze, J. I'. JlokymeHTanmonHoe o0ecrieyeHue yrpaBJICHHs] TIEPCOHAIIOM :
Y4eOHHK M TTPAKTUKYM I akajgeMuueckoro OakanaBpuara / [. I'. AGynanze, U. b. Beinpsokkuna,
B. M. MacnoBa. — MockBa : WzmarenbctBo IOpaiit, 2019. — 299 c¢. — (bakanasp.
Axanemuueckuii kypc). — ISBN 978-5-534-00875-3. — Texkcr : anekrponHsiii // 3bC FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/433411 (mara obpamenus: 30.11.2019).

KanpoBoe nenompousBoiactBo: Haumnaem ¢ Hyns. AyauT cBoumu cuinamu / W.B.
XKypasnesa, M.B. Xypasnesa. - 2-e uza. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Jom. mart. znanium.com). - (ITpocto, kpatko, 6bicTpo). (0) ISBN 978-5-16-008986-7 - Tekcr
: anekTtpoHHbId. - URL: https://new.znanium.com/catalog/product/417566 (nata oOpateHus:
30.11.2019)

[TaBnoBckas, O. 0. IIpaBoBoe obOecrieueHre KaJpoBOTO JIENONPOU3BOACTBA : yueOHOe

noco6ue ams By30B / O. FO. ITaBnosckast. — Mocksa : M3aarensctBo FOpaiit, 2019. — 213 ¢. —


http://www.consultant.ru/
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(Beicmiee oopazoBanue). — ISBN 978-5-534-11565-9. — Texkcr : anekrponnsiii / O6C FOpaiit
[caiit]. — URL: https://urait.ru/bcode/445662 (nara oopamienus: 30.11.2019).

MarepuajibHO-TeXHHYECKOE o0ecriedeHne 3aHATHS:

1. Tpynosoit konexkc PO.

TEMA 2. (4 4.) PASPABOTKA OPTAHU3ALIMOHHbBIX JJIOKYMEHTOB B KAJIPOBO
CIIYKXBE

3AIAHUS

1. TlpoananuzupyiiTe opranuzamnuio padotsl ¢ kagpamu B 3A0 “Beimmen”.
2. Paspa0otaiite [Tonoxxenue 06 otaene kaapoB 3AO “Beimmen”

3. PazpaboTaiiTe JOKHOCTHYIO HHCTPYKITUIO JIJISl OJTHOTO U3 COTPYIHUKOB KaJPOBOM CITYKOBI

YKA3AHNA 110 BBITIOJIHEHMIO 3AJTAHUA

1. Tlpoanamusupyiite KOMIUIEKC JAOKyMeHTOB 3AO0 “Brimmen”, BBISBISII  €ro CTPYKTYpY,
YHCIIEHHOCTb, HAaIIPaBJICHUS IeATeNbHOCTH O0I1eCcTBa U 0COOCHHOCTH OpraHU3aIMH KaJpOBOM
paboTHI.

2. Ha ocHoBe kBaTM(UKAIIMOHHON XapaKTEPUCTUKHA PYKOBOAUTENS KaapoBoi ciryx0b1, Y COP/I,
TpynoBoro konekca M TpeOOBaHUMN HMHBIX HOPMATHBHBIX U METOJHYECKHUX JTOKYMEHTOB
pazpaboTaiite u opopmuTte npoekt [lonoxenus o6 otaene kaapoB 3A0 “Beimnen”.

3. Ha ocHoBe kBann(pUKaIMOHHBIX XapaKTEPUCTHK PAOOTHHKOB KaapoBoil ciayxObl, YCOP/]
pazpaboTaiiTe mpOeKT JOJKHOCTHON HMHCTPYKIMU OJHOTO U3 COTPYAHHUKOB OTHENa KaJIpoB

3A0 “Beimnen” u oopMUTE €0 B COOTBETCTBUU C YCTAHOBICHHBIMU TPEOOBAHUSMU.

KOHTPOJIBHBIE BOITPOCHI

1. Tlepeuncnure 3aaa4u U (PYHKIUHU KaJPOBOM CITYKOBI.

2. Kakue 10KyMEHTBI perjiaMeHTHPYIOT paboTy ¢ IePCOHATIOM OpraHu3alun?

3. Ha ocHoBe, Kakux JOKYMEHTOB pa3pabaThIBAIOTCS TOJIOXKEHHUE O KaJpOBOH ciyx0e u
JOJDKHOCTHBIE MHCTPYKIIUH €€ COTPYAHUKOB?

4. KaxoBa CTpyKTypa TEKCTOB MOJIOKEHHUS O KaJJpOBOH CIIy*0€ U JIOJKHOCTHOM MHCTPYKLIUU ?
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5. Korma monoxeHne o KaapoBoil ciayxbe mpuoOperaeT ropumudeckyro cury? Korma oHo
TpeOyeT nepepaboTKu?

6. Ilepeuncnure obume TpeOOBaHUS K 0(OPMIICHHIO OPraHU3allMOHHBIX TOKYMEHTOB.

NCTOUYHUKHU

TpynoBoit konekc Poccuiickoit ®egeparmuu ot 30.12.2001 Ne 197-@3. Ilpunsar
INocynapcrBennoit J{ymoit 21 nexadps 2001r. (B pen. ot 29.12.2010) // [DnexTpoHHBIH pecypc]. —
M., 2019. — Pexxum moctyma:http://www.consultant.ru.

YHubpunupoBaHHas cHUCTEMa OPraHU3aLMOHHO-PACIOPSIUTENBHON  JOKYMEHTALUH.
YHubunupoBanueie GOpMbI, HHCTPYKIIMU M METOJMYECKHE MaTepHalbl MO MX MPUMEHEHHUIO.
M.1982 // // [DnexTponHsbiii pecype]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

KBanudukanoHHBIM CHIPaBOYHUK JOJDKHOCTEH PpyKOBOJIUTENEH, CHEHUAINCTOB H
cryxamux. M., 2002/ // [OnexktponHslii pecypc]. — M., 2019. - Pexum

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

JIMTEPATYPA

I'morosa C.A. [IpodeccuoHalIbHBIN CTaHAAPT CIISUATKCTA 0 YIPABICHUIO IEPCOHAIOM
B  JCATCIBHOCTH  KaJApOBOW  CIyKObl  [DnekrpoHHbIi  pecypc] / ['moroa Cetnana
AnexkcannpoBHa; C. A. ['morosa // YnipaBieHue 10KyMeHTaIlMEH: TPOIIIOe, HAaCTosIIee, Oyayiiee
: marepuainsl [1I-eit MexxayHap. Hayd.-mipakT. KoH®., mocssir. mamsata npod. T. B. Ky3nenosoii,
Mocksa, PITYVY, 23-24 maprta 2017 r. / M-Bo oOpa3oBanus u Hayku Poc. @enepamuu, @enep. roc.
OromKeT. yupexa. Beicil. oOpa3oBanus "Poc. roc. rymanutapusiii yH-T", UcT.-apx. uH-T, Dak.
JOKYMEHTOBEACHUS U TEXHOTPOHHBIX apX., Kad. mokymentoBenenus. - Mocksa : Tepmuka.py,
2017. - C. 451-457. - Pexxum nocryma : http://elib.lib.rsuh.ru/elib/000013004.

Kykapuna IO.M. CoBpemeHHbIE OpraHHM3allMOHHBIE W PpEriiaMEHTHbIC JOKYMEHTBHI:
¢bynkuuu u pazHoBuaHocty // Becthuk PITY. 2016. Ne2. [DnexktponHslit pecype]. — M., 2019. —
Pexum JOCTYyTa: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik_daizi%202(4)-16.pdf.

[TaBnoBckas, O. 1O. IIpaBoBoe obecrnieueHne KaapoBOro JEIONPOU3BOACTBA : yueOHOE
noco6ue a7 By3oB / O. FO. [TaBnoBckas. — Mocksa : M3parensctBo FOpaiit, 2019. — 213 ¢. —
(Bricmiee o6pazoBanue). — ISBN 978-5-534-11565-9. — Texkcr : anextponHsiii // ObC IOpaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://elib.lib.rsuh.ru/elib/000013004
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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MaTepHaJ’ILHO-TeXHI/I'{eCKOQ odecneyeHne 3aHATHS:

Tpynosoii konekc PO
YCOPA

KBanudukannoHHbIe XapaKTEPUCTHKH pAaOOTHUKOB KaJAPOBOH CITYKOBI

A

Kommnekr nokymentos 3A0 “Boimnen”

TEMBI 3-7 (10 u.). IOKYMEHTHAPOBAHUE KAJIPOBOM JEATEJIbHOCTH

3AZTAHUS:

1. W3yuynte 3aKoHOIATEIbHBIE TPEOOBAHHWS K  COJNEPKAHWIO W OQOPMIICHHIO  TPYIOBOTO
noroBopa. [loAroToBsTE MPOEKTHI JOKYMEHTOB TI0 IPUEMY Ha paboTy.

2. [ToaroToBETE MPOESKTHI JOKYMEHTOR 10 TIEPEBOJY Ha JAPYTYIO padoTy.

3.HOHFOTOBBTC MMPOCKThI JOKYMECHTOB O HNPCAOCTABJICHUU OTITYCKa, IMPOCKTHI JOKYMCHTOB O
KOMaHIMPOBAaHUH PaOOTHUKA

4.TToAroToBBTE MPOEKTHl JOKYMEHTOB O TOONIPEHHH Pa0OTHHKA W TPOEKTHl JTOKYMEHTOB O
BBIHECEHUH TUCIUATUTMHAPHOTO B3BICKAHUSI.

5.IToaroToBbTE MPOEKTHI JAOKYMEHTOB 00 W3MEHEHHWH GamMmink pabOTHUKAa ¥ TMPOESKTHI

JOKYMCEHTOB O paCTOPKCHHU TPYAOBOI'O JOI0OBOpA.

YKA3AHU 10 BBITIOJIHEHUIO 3AJIAHUIA

1. Ha ocHoBe mMarepuanoB AeIOBOW MI'PHI (CIIPaBOYHBIC JAHHBIE O PAOOTHUKE) U TPEOOBAHUI
TpynoBoro kojekca HOATOTOBUTH TPYAOBOI JOTOBOP ¢ pabOTHUKOM, O(OpPMHTE MPHKA3 O
npueme paboTHHKA Ha paboTy (CTYAEHTHI MOTYT COCTaBHUTh IPHKa3 MO OOIIMM IpaBUIIaM
oopMIIeHHsI IPUKA30B MM BOCIOJIL30BAThCs YHU DUIIMpPOBaHHOH (hopmoii T-1). 3anonHuTh
JInunyro kapTouky pabotHuka (dopmy T-2.) Omnpeaenutb cocTaB JOKYMEHTOB,
HCIOJIb3YEMBIX U CO3JJAHHBIX ITPU IIpUEME Ha paboTy, KOTOpbIe POPMUPYIOTCS B IMYHOE AETI0
paboTHHKA.

2. Hcnonw3ys marepuanbl AEIOBON UIpbl (CIIpaBOYHbIE JAaHHBIE O PAOOTHHUKE) U YYUTHIBas
TpeboBanus TpynoBoro koaekca opopMuTh nepeBoa pabOTHHKA (IO €ro WHUIIMATUBE U 110

HWHUIHUATHUBE PYKOBOAUTCIISL CTPYKTYPHOI'O HOJIpZB)ICJ'IeHI/IH) Ha OPYyryro pa60Ty B TOM XKe
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opranuzaiun. CocTaBUTh 3asBICHHE, NPEICTABICHHE, YBEAOMIIEHHE U OPOPMHUTH MPHKA3 O
nepeBojie paboTHUKA Ha APYryro padboTy (1Mo oOuwmM mpaBuiaM 0(GOPMIICHHS TIPUKA30B WIIH
BOCIIOJIb30BaThCs YHU(DUIIMpOBaHHOH Gopmoii T-5). Buectu nannbie B JInuHyto KapTOUKy
pabotauka (popmy T-2.) OnpenenuTs COCTaB JOKYMEHTOB, HCIIOJIb3YEMBIX U CO3/IaHHBIX ITPU
NepeBojie Ha JPYryro padoTy, KOTOpbIE (OPMUPYIOTCS B IMYHOE JETI0 PAOOTHUKA.

Hcxons u3 marepualioB AEIOBOW WUIphI (CIIpaBOYHBIE JaHHBIE O PAOOTHUKE) , 0POPMUTH
©KETOJIHBII OYepeHOW OIUIAYMBAEMBIM OTITYCK W OTIYCK Oe3 COXpaHEHHWs 3apaboTHOM
miatbl. CocTaBUTh rpauK OTIYCKOB, 0()OPMUTH MPHUKA3 O MPEAOCTaBICHUU OTIycKa (10
o0uIMM npasusiaM 0(opMIIEHHS IPUKA30B WM BOCIOJIB30BaThCS YHUPUIIMPOBAHHON (popMoit

T-6) . Buectu nannbie B JInunyto kaprouky padoTauka (popmy T-2.).

Wcnonb3ys MaTepuasnbl JeIOBOM Urpbl (CIpaBOUYHbIE JaHHBIE O pPaOOTHUKE) MOATOTOBUTH
NpUKa3 O HampaBJIeHHUH PaOOTHUKA B KOMAHIUPOBKY (IO OOmMM TpaBuiaM O(OPMIICHHUS

MIPHUKA30B WK BOCIIOJIL30BaThCs yHUPHUIIMPOBaHHOM hopmoii T-9).

Hcnonws3yss maTepuasibl J1€JI0BOW WTphI (CIIpaBOYHBIC JaHHBIE O PabOTHUKE), O(OPMHUTH
MpUKa3 O TOOMPEeHHH padoTHHKA (M0 OoOmMM mpaBuiaM O(QOpMIICHUS MPHUKA30B HIH
BOCIIOJIB30BaThCs  YHH(HIIHpoBaHHOH ¢opmoii T-9). BuecTn naHHBIE O MOOIIPCHHH B
Jlmuayro kapTrouky pabotHuka (dopmy T-2.). Omnpeaenutb cocTaB JOKYMEHTOB,
UCTIONB3YyEMBIX NMPH O(GOPMIICHUU TMOOUIPEHUs, KOTOPbIE (OPMHUPYIOTCS B JIMYHOE JIEIO

paboTHHKA.

Ha ocnoBanuu MaTr€puaioB I[CJ'IOBOI‘/'I HUI'Pbl COCTABUTL 06"b${CHI/ITeJ'IBHYIO 3aIlIUCKy O
JUCHUIIIMHAPHOM IMPOCTYIKE, NJOKIAAHYIO 3aIlIMCKY O HAapYIICHHUUN pr,HOBOfI JUCHUITIMHBI,

IpUKa3 O HAJIOKCHHUH AUCHHUIIIIMHAPHOI'O B3bICKAHM.

Hcnonw3ys marepuansl Jel0BOM UIpbl (CHPaBOYHBbIE JaHHbIE O PAOOTHHUKE) O(OPMUTH
IpeKpallleHue TpPyJOBOrO JOTOBOpa IO MHUIMATHBE pabOTHHKA, IO WHUIMATUBE
paboTozaaresns, Mo 0O6CTOATENbCTBAM, HE 3aBHCALIMM OT BOJHM CTOpOH. ONpenenuTb cOCTaB
JOKYMEHTOB, KOTOphIMH odopmisiercss Kaxnas cutyanus. OdQopmute npuka3 o
MIpEeKpalleHu! JIeiCTBUS TPYI0BOTrO AOTOBOpa (110 0OUIMM MpaBUiIaM 0(pOopMIIeHHUS IPUKA30B
WINM BOCIOJIB30BaThesl YHU(pULmpoBaHHOU (opmoii T-8). BHectu nanHbie 00 yBOJIbHEHUH B
JInuynyro kaptouky pabotHuka (popmy T-2.). Omnpemenuts cocTaB JOKYMEHTOB,
UCTOJb3yeMBbIX MPHU O(GOPMIICHHH YBOJIBHEHUS, KOTOpbIe (OPMUPYIOTCS B JIMYHOE JIEJI0

paboTHHKA.
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CocraBbTe MPOEKT MprKasza 00 n3MeHEeHUH (aMUIIUH, TPUBEAUTE BO3MOXKHBIC OCHOBAHHUSI JIJISI

HU3JaHUs TaKOT'O IIpUKa3sa.

KOHTPOJIBHBIE BOITPOCHI:

1. Bsigenurte OCHOBHBIE JOKYMEHTUPYEMbBIE 3a/1a4M KaJPOBOU NESATENIbHOCTH.

2. OxapakTepu3ylTe CTPYKTYpY TEKCTa TPYAOBOTO JIOTOBOPA, MEPEUYHCIUTE CYIIECTBEHHBIE
MOJIOKEHUSI TPYAOBOIO JJOrOBOpA.

3. SBnstorcs M yHUPHUIUPOBAHHBIE (POPMBI 00S3aTETHHBIMH 7

4. Ha ocHoBe TpeOOBaHUN K TPYIOBOMY JOTOBOPY, ONPENETUTH MOPSAOK OQOopMIIEHUs
JOTIOTHUTEIBHOTO COTJIallleHus (I3MEHEHHS K TPYI0BOMY JOTOBOPY).

5. Kakumu TpebGoBaHMSIMH JOJDKHA PYKOBOJCTBYETCS KaJpoBasl ciyk0a mpu odopmieHuu

MIPUKA30B B TEKCTOBOM (hopme?

NCTOYHUKHU

TpynoBoit konekc Poccuiickoii @eneparnuu. [Ipunar 'ocynapctBennoin Jymoit 21
nexabps 200Ir. . ( ¢ w3m. u gom.) // [DnekrponHbli pecypc]. — M., 2019. — Pexwum
nocryna:http://www.consultant.ru.

Yuudunuposansueie (GopMbl MEPBUYHON YUETHON JOKYMEHTALUU MO YYETy TPyJa U ero
OTLIATHI. 4.1. M.,2004// /I [DOnekrponHblii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

O6mepoccuiickuii kinaccupukarop npodeccuii pabodmnx, JOJDKHOCTEH CIIy)KalluX U
tapudubx paspsaoB OK 016-94. M.: Muntpyn Poccuwn, 1995. /] [DnexTponnsiii pecypc]. — M.,
2019. — Pesxum nocrtyma:http://www.consultant.ru.

O6mepoccuiickuii  knaccudukatop uHpopmauuu o HacenmeHun OK 018-95. M.:
Muntpyn Poccun, 1996 //// [Dnextponnsiii pecypc]. — M., 2019. — Pexum
nocrymna:http://www.consultant.ru.

Oobmepoccuiickuil knaccupukaTop ynpasiaeHueckoil fokymentaruu OK 011-93. M. :
I'occranmapr Poccun, 1994 // [OnektponHsli pecypc]. — M., 2019. — Pexum
nocrymna:http://www.consultant.ru.

Oouepoccuiickuii knaccupukatop crnenuanbHocteil no oopasosanuto OK 009-93. M.

loccranmapr Poccun, 1995 //// [Onextponssiii pecypc]. — M., 2019. — Pexum

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


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

Abynamse, /1. I'. JlokyMeHTaIMOHHOE 00ECIIEUCHHE YITPABIICHHS TIEPCOHAIIOM : YICOHUK
U TIPaKTHKYM JUIsl akajemudeckoro Oaxamaspuara / JI. I'. AGynanze, U. b. Bempsokkuna, B. M.
MacnoBa. — Mocksa : U3narensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AxageMuueckuit
Kkypc). — ISBN 978-5-534-00875-3. — Texkcr : anexrponssiii / DBC HOpaiit [caiiT]. — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2019).

KanpoBoe nenmompousBojactBo: Haumnaem ¢ wyna. Ayautr cBoumu cujamu / W.B.
XKypasnesa, M.B. Xypasnesa. - 2-e u3a. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Jom. mart. znanium.com). - (ITpocto, kpatko, 6bicTpo). (0) ISBN 978-5-16-008986-7 - Tekcr
: anmektpoHHbIii. - URL: https://new.znanium.com/catalog/product/417566 (mara oOpaiieHus:
30.11.2019)

MaTepHaJIbHO-TeXHI/I‘IeCKOC o0ecreueHue 3aHATHSA:

TpynoBoii konekc PO.

YuudumupoBanasie GOpMbI IEPBUYHON yUETHON JOKYMEHTAIIHH.

Marepuaibl 1e710BOM UTPBI, COJCPIKAIIE CIIPABOYHBIN TaHHBIE O PAOOTHHUKE, MH(POPMAITHIO O €ro
TPYAOBOM JAEATEIBHOCTH.

Ob6mmepoccuiickue KiaccupuKaTopsl.

Tema 8 (2 u.) TPYAOBAS KHNXXKA

SATAHUA
1. TIIpoananmsupoBate TpynoBoi konekc P®, I[IpaBuia BeneHuss U XpaHEHUS TPYIAOBBIX
KHMKEK, HHCTPYKIUIO 10 3aI0JHEHUIO TPYI0BOU KHUKKH. BBISICHUTD NpaBuiia 3aBeICHUS
U MOPSA0K BEACHUS TPYAOBBIX KHUKEK.
2. 3anoyiHUTh OJIAaHK TPYAOBOM KHM)KKHU CBEICHUSMU O paboTe U YBOJIbHEHUHU.
3. Ilpoananu3upoBaTh NPEIJIOKEHHBIE KOMUU TPYAOBBIX KHUXEK, OOBSICHUTH OLIMOKH B
o(OpMIIEHUN U BEACHUU.

4. 3apeructpupoBath 0(YOPMIECHHYIO TPYIOBYIO KHUXKKY.

YKA3AHU 10 BBITIOJIHEHUIO 3AJTAHUIA



35

1. U3yuutrs Tpynooil konekc P®, IlpaBuiia BeneHUs M XpaHEHMsI TPYAOBBIX KHIDKEK,
MHCTPYKLUIO II0 3aI0JHEHUIO TPYIOBBIX KHUXKEK .

Y CTaHOBUTB:

-3aKOHOJIaTEJIbHBIE 1 HOPMATUBHBIE IOJIOKEHHS O CTaTyce TPYAOBOM KHHXKKE, IOPSAIKE €€

odopMIICHHS Y BEICHHS,

- HOpMaTHUBHBIE TPeOOBaHUS O AyOIHMKaTEe TPYIOBOW KHUKKH;
- HOpMaTHUBHBIE TPEOOBAHUS O BKJIAJBINIE K TPYIOBOM KHUKKE.

2. HUcnone3ys mpemyoKeHHbIE MaTepHaibl AETOBOW WIPhl M MaTepuaibl 3aHATHA O
JOKYMEHTUPOBAHUU IIPUEMA, IIEPEBOA, YBOJIBHEHHS BHECTU COOTBETCTBYIOIIHE 3aIIMCH B
TPYIOBYIO KHHKKY.

3. W3yunTh mpemioKeHHbIe KOTIMU TPYAOBBIX KHIDKEK, BBIIBUTH OITMOKHA B O(OPMIICHHH H

WCTIPaBIICHUSAX HA TUTYJIBHOM JIHCTE, B pasnesne «CBeaeHus o padboTey.

KOHTPOJIBHBIE BOITPOCHI

1. B xakoi cpok JoykHaA OBITH 3aBEACHA TPYIOBas KHUXKKA MPHU MOCTYIUIEHUH pabOTHHKA Ha
paboty BriepBbIe?

2. B kakux ciydasx KaapoBas Cay)K0a MMeEEeT MPaBo BBIIATH AYOIHKAT TPYAOBON KHUKKH?

3.B kaKkoii cpok mocie yBoJIbHEHUsI paOOTHUKY BBIACTCS TPYAOBas KHIDKKA?

4. Kak oopmirsieTcs BbI1aua BKJIAIbIIIA K TPYAOBOW KHUKKE?

5. Kakoe cTpykTypHOE MOApa3[e/ieHne OpraHu3alluy XpaHUT OJNIAHKU TPYJOBBIX KHIKEK H
BKJIQIBIIIEN K HUM?

6.Kax ucnpaButhb ommoOKu, 0OHapy>KEHHbIE Ha TUTYJILHOM JICTE TPYAOBON KHUKKU?

7.Kak ucnpaButh ommOKu, 0OHapy>KEHHBIE B 3aNI0JHEHUH pazfena «CBeaeHus o pabore»?

NCTOYHUKN

TpynoBoit koaekc Poccuiickoii @enepaunn. [Ipunar rocynapcrtsennout Jymoit 21
nekabps  200Ir. //  [DnexktponHwlidi  pecypc]. — M.,  2019. —  Pexum
nocryma:http://www.consultant.ru.

[IpaBuna BejeHuss M XpaHEHUs TPYAOBbIX KHIDKEK. (yrB.IlocTaHoBneHHeM
[IpaBurensctBa P® ot 16 anpens 2003 r. Ne 225 // [DnekrponHblit pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

WHcTpyKuus 1o 3aroJIHEHUIO TPYIOBBIX KHMKEK (yTB. IlocTaHOBIIEHMEM MuHucTepcTBa

Tpyla M couuanbHoro pasButusi Poccuiickoit ®epepauuun ot 10 okta6ps  2003r.).


http://www.consultant.ru/
http://www.consultant.ru/
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3apeructpupoBana MunucrepctBoM roctuniun Poccuiickoit @enepammu 11 HOs1O6ps 2003 1. Ne

5219. // [Dnexrponnslii pecype]. — M., 2019. — Pexxum nocryna:http://www.consultant.ru.

JIMTEPATYPA

I'moroBa C.A. TenpeHIMM pa3BUTHs KaJPOBOTO JAEJOMPOM3BOJCTBA B paMKax
nporpammbl  "LludpoBas  sxkoHOMEKA"  [DnekrpoHHBIH  pecypc] / I'moroma CBeriana
AnexkcannpoBHa; Ceerinana A. ['moToBa // YnpaBieHue JOKyMEeHTaMH B IU(PPOBOH SIKOHOMUKE. -
Mockga : PITYVY, 2019. - C. 98-103. - Pexxum noctyna : http://elib.lib.rsuh.ru/elib/000013245.

KanpoBoe nemompousBojactBo: Haumnaem ¢ wyna. Ayautr cBoumu cuiamu / W.B.
XKypasnesa, M.B. Xypasnesa. - 2-e u3x. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Jom. Mart. znanium.com). - (ITpocto, kpatko, ObicTpo). (0) ISBN 978-5-16-008986-7 - Tekcr
: amektponHbiii. - URL: https://new.znanium.com/catalog/product/417566 (mara oOpamieHus:
30.11.2019)

[TaBnoBckas, O. 0. IlpaBoBoe obecnieueHre KaapoBOTo ACIONPOU3BOICTBA : yueOHOE
nocobue s By30B / O. 1O. [TaBnoBckas. — Mocksa : U3narensctBo FOpaiit, 2019. — 213 ¢. —
(Bricmiee o6pazoBanue). — ISBN 978-5-534-11565-9. — Texkcr : anextponnsiii // DbC KOpaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara o6pamenus: 30.11.2019).

MartepuajibHO-TeXHHYECKOe o0ecriedyeHue 3aHATHSA:

WHcTpyKus 1o 3a0JHEHUIO TPYIOBBIX KHUXKEK
[IpaBuna BeieHUS ¥ XpaHEHUS TPYIOBBIX KHUXKEK
brnanku TpymoBBIX KHHXKEK

ITpuMepbl 3a0THEHHBIX TPYIOBBIX (KHUXKEK C OLIMOKaMu)

Tema 9 (2 u.) CACTEMATHU3AILIAA JIOKYMEHTOB KAJIPOBOM CJIYKBBbL.
3AJJAHUA

1. TIpoananusupyiiTe HOMEHKIATYPY Aed KaapoBoil cimyxObl 3AO “Beimmen”.

2. CoctaBbTe€ NPOEKT HOMEHKJIATYphl Aed oTaena kaapoB 3A0 “Beimmen” Ha cieayromuit

KaJ'IeH,Z[apHLIfI roa.


http://www.consultant.ru/
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[Ipoananuzupyiite TpeboBaHNE 3aKOHOJATEILHBIX U HOPMATHBHBIX JIOKYMEHTOB K COCTaBY
JOKYMEHTOB JIMYHOTO JIEJA.
Cdhopmupyiite muaroe neno corpyaanka 3A0 “Breimmen” u cocTaBbTE BHYTPEHHIOKO OIKCH

AOKYMCHTOB JIMYHOI'O Acja.

YKA3AHUS 10 BBIITOJIHEHUIO 3AJTAHUIA

1.

C yderoM TpeOOBaHMN HOPMATHUBHBIX JOKYMEHTOB IMPOAHATIU3UPYHTE HOMEHKIATYPY JEi
3A0 “BeiMmen”, ompezaensisi €€ BUJ, KIacCU(UKAIMOHHYIO CXE€MY, OCOOEHHOCTH
(hopMyIupoBaHUs 3aroJJOBKOB, HCTOUHUKU U IPABUIILHOCTD YCTAHOBJIEHUSI CPOKOB XpaHEHUSI.
Omnpenenure nepexoasuiye aeia, BKIIOYEHHBIE B 9TY HOMEHKIIATYPY.

Ha ocnoBe TpeGoBanuii OCHOBHBIX HpaBWJI pabOThl apXUBOB OpraHU3alllii ¥ TUIIOBOTO
MepeyHsl YNpPaBJIEHYECKUX JOKYMEHTOB CO CpOKaMH XpaHEHHs  COCTaBbTE IPOEKT
HOMeHKIaTypsl 1en1 3A0 “Beimnen” Ha criefyromuil kaneHaapasiit rof. [Ipoext odpopmure B

COOTBETCTBUU C YCTAHOBJICHHBIM IOPSAJIKOM.

3. Msyuuts Yka3 [Ipesunenra PO Ykas [Ipesunenta Poccuiickoit @enepannu ot 30 mas 2005 r.

No 609 «O mepcoHalbHBIX @HHBIX TOCYJAPCTBEHHOTO TpaXKAaHCKOTO ciyxaiero Poccuiickoi

®denepaid M BEICHUU €ro JIMYHOTO Aenay M3yuuth p.8 TUMOBOro mepedHs ynpaBiIE€HYECKUX

JOKYMCHTOB M OIPCACINUTE COCTaB JOKYMCHTOB JIMYHOI'O ACJia pa6OTHI/IKa.

4.Vicionb3ys AOKYMEHTHI, pa3pabOTaHHbIE Ha MPEAbLAYIIUX 3aHATHSAX, CHOPMUPYHTE JTUYHOE

7esio pabOTHUKA C YYETOM YCTaHOBJIEHHBIX HOPMAaTUBHBIX TpeboBaHui. ljig copMUpOBaHHOTO

JIMYHOTO Acjia COCTaBbTE BHYTPCHHIOIO OIIKUCh JOKYMCHTOB.

KOHTPOJIbHBIE BOITPOCBI

1. KakoBo Ha3HaueHHE HOMEHKJIATYPBI JIeJ1 B KaJpoBOi ciryx0e?

2. KakoBbl TpeGoBaHMs K (OPMYIUPOBKE 3arojOBKOB JOKYMEHTOB IO JIMYHOMY COCTaBy B
HOMEHKJIaType sien?

3. Ilepeuncnure cocTaB JOKYMEHTOB JIMUHOTO JieJla pabOTHUKA; TOCYIapCTBEHHOIO CITyXKaIlero.

4. Kak onpenenstoTcsi CpOKH XpaHEeHUs! KaJApPOBBIX JOKYMEHTOB?

5. Kakas cnmyx0a B opraHu3aiuy A0JKHA pa3paboTaTh HOMEHKIIATYPY JIesl KapOBOM Ciry»KObI?

6. Kakne 0coOEHHOCTH XapaKkTepHbI A1 HOMEHKJIATYpHhI el KaApOBOM CITyXKObI?

NCTOUYHUKHU
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Vka3 [Ipesunenta Poccuiickoit @enepanuu ot 30 mast 2005 1. Ne 609 «O nepcoHanbHbIX
JAHHBIX TOCYAPCTBEHHOTO IPayKAaHCKOTo ciyxkamiero Poccuiickoii denepanuu 1 BeICHUU €ro
augHoro  gena» /[ [DnmekrponHeii  pecype]. - M., 2019. -  Pexum
nocryna:http://www.consultant.ru.

[Ipukaz PocapxuBa ot 23.12.2009 N 76 "OO yrBepxkaeHun MeToanYECKUX
peKOMEHIaui 1Mo pa3paboTKe MHCTPYKIHUH MO JEIONMPOM3BOJCTBY B (helepalbHBIX OpraHax
ucroyHUTeNbHOW  Biactu"//[DnekTponHbii  pecypc]. - M., 2019. -  Pexum
noctyna:http://www.consultant.ru.

[lepeueHp TUMOBBIX YHPABIEHYECKHX AapXMBHBIX JIOKYMEHTOB, OO0pa3yroIlIMXcs B
mporecce JAeATENIbHOCTA TOCYAapCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CAMOYIPABJICHUS M
OpraHu3anuii, ¢ ykazanuem cpokoB xpaHenus. M.,2010// [Onextponusiit pecypc]. — M., 2019. —

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

JIMTEPATYPA

beikoBa T.A. JlokyMeHTallMOHHOE OOECICUEHUE YIIPaBICHUS (JIEIOMPOU3BOJICTBO)
[DnexTponHbIi pecypce] : yaebnoe nocodue / T. A. beikosa, T. B. Ky3nenosa. - 2-e u3z., nepepao.
u jon. - MockBa : Huadpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

MartepuajibHO-TeXHHYECKOe o0ecredyeHue 3aHATHA:

Metonuueckie peKkoMeHJauuid 1O pa3paboTKe WHCTPYKLIMHA MO  JIEJIONPOU3BOJCTBY B
(benepanbHBIX OpraHax UCHOJHUTEIBHOMN BIACTH.

KommekT nokymentoB 3A0 “Beimmnen”.
[lepeueHp TUMOBBIX YIPABIEHYECKUX APXHMBHBIX JIOKYMEHTOB, 00Opa3ymoIIHUXCs B Ipoliecce
JesITeNIbHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CAMOYITPABJICHUS U OpraHu3allu,

C YKa3aHHUECM CPOKOB XpaHCHUA.


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://znanium.com/go.php?id=942800
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IIpuiaoxenue 1

Annomavus oucyuniaunst (Mooys)

Hucummumna  «KampoBoe — AENONpOM3BOACTBO» — peanm3yercss Ha  (akymbreTe
apXMBOBEACHHUS W JIOKYMCHTOBEICHUS KadeIpol ITOKYMEHTOBCICHHS, AayJIHOBHU3YAIbHBIX H
Hay4YHO-TEXHUYECKUX APXUBOB .

Hens qucumniInHbl (M00Y/151): N3y4€HHE OCHOBHBIX TPABUJI JOKYMEHTUPOBAHUS TPYIOBBIX
oTHomeHui B PO u opranuzamuu paboThl ¢ JOKyMEHTaMH 110 JIMYHOMY COCTaBY.
3anauu :

. O3HaKOMUTH CTYAEHTOB C OCHOBHBIMH INPAaBOBBIMU aKTaMU B c(epe KaJpoBOIrO
JIEJIONPOU3BO/ICTBA;
. CdopmupoBaTh KOMIUIEKCHOE MPECTABICHUE O COCTOSSHUN COBPEMEHHON CHCTEMBI

JOKYMEHTAIMH 10 THYHOMY COCTaBY;
J JlaTh XapaKTepUCTHKY 00s3aTEIbHBIM, YCIOBHO-0053aTEIbHBIM H PEKOMEHTYeMbIM
JIOKYMEHTaM KaJpOBOH CITyXOBbI;
J Omnwucate 0COOEHHOCTH COCTABIICHHUS W OQOPMIICHHS JIOKAJIBHBIX HOPMAaTHBHBIX

aKTOB, PErJIaMEHTUPYIOIIUX AEATEIbHOCTU KaJPOBBIX CIIYXKO;

° BBISBUTH OCHOBHBIC TIOKYMEHTHPYEMBIE 3a]1a4H KaJAPOBOU CITYKOBI;

° YCTaHOBUTHh COCTAaB JOKYMEHTOB MO OCHOBHBIM JOKYMEHTHPYEMBIM KaJpPOBBIM
MpOoLEypaM;

° [TomaroBo onucath NOPAA0K JOKYMEHTUPOBAHUS ITUX MPOLIEAYD;

° CdopmupoBaTh HaBBIKM COCTaBJICHHS M O(DOPMIICHHS JOKYMEHTOB I10 JIMYHOMY
COCTaBy;

° OOy4yuTh OCHOBHBIM TEXHOJIOTMYECKUM TIpUeMaM JeNOMPOU3BOACTBEHHBIX
orepaluu;

° O3HaKOMUTH C HOPMaMU U IpaBUJIAMU CUCTEMATU3AIMU U XPAHEHUS JTOKYMEHTOB

110 JINYHOMY COCTaBYy.
I[I/ICI_[I/IHJ'II/IHa HaIlpaBJICHA HA q)OpMI/IpOBaHI/Ie CJICOYIOIHUX KOMHCTCHHHﬁZ
e OIIK-2 - Crniocoben HaXomuTh OpraHU3aIMOHHO-YTIPaBIeHIECKHE PEIeH s PU PeLIeHUH 3a/1a4 B cdepe
cBoeH mpohecCHOHATEHON AESTEIIEHOCTH,
e OIIK-3 - Crnocoben nMpuMeHAThL TeOpeTHYECKUE 3HAHMS JUIs PELICHHs MOCTABIEHHBIX 3a/[au B 001acTH
JOKyMEHTOBEJICHUS U apXMBOBE/ICHHUS.
B pesynomame uzyuenus oucyuniunvl CmyoeHm O0A4CeH 3HAMb.!
® COBPEMEHHYIO 3aKOHO/IAaTEeNIbHYI0 U HOPMATUBHO-TIPABOBYIO 0a3y, peraaMeHTUPYIOILYIO

paboTy ¢ KaJpoBO JOKyMEHTalUeH;
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OCHOBHBIE MPOOIEMBI COBPEMEHHOTO KaJIPOBOTO JCIOTPOU3BOICTBA;

crenuQuKy KaJpoBOi JOKyMEHTAIIUU B TOCYJAPCTBEHHON U HErOCYyIapCTBEHHON
chepax;

COCTaB 00sI3aTEIIBHBIX JOKYMEHTOB KaJIPOBOM CITYXKOBI;

MOPAIOK TOKYMEHTUPOBAHUS KAIPOBBIX MPOLIEAYDP, CPOKU U3IAHUS TOKYMEHTOB;
TpeOOBaHUS K OPOPMIICHHIO IOKYMEHTOB TI0 JIMYHOMY COCTaBY;

TEXHOJIOTUIO pabOTHI C IOKYMEHTaMH KaJIpOBOU CITY>KOBI;

MOPSIIOK BEACHUS JIMUHBIX JIE]T paOOTHUKOB;

mpaBuia CUCTEMATHU3AWH U XPAHCHUSA JOKYMCHTOB I10 JINYHOMY COCTAaBY.

B pesynbmame usyuenus oucyuniunsl cmyoenm OO0JIHCeH YMemby.:

paboTaTth C HOPMATUBHO-TIPABOBO 0a30ii B cepe Ka[poBOTO JCIOMPOU3BOJICTBA;

MIPUMEHSTh HOPMBI TPYJIOBOTO MpaBa, Kacarolrecs KaJpoBoi JOKYMEHTAllUH, Ha

MPAKTHKE;
OPraHU30BBIBATH Pa0OTY KaJIPOBOU CITYKOBI;
COCTaBJIATH U 0(OPMIISATH JIOKAJTbHBIE HOPMATUBHBIE aKTHI KAJIPOBOH CITYKOBI;

IIPOBOANTE BECh KOMILIICKC pa60T M0 JIOKYMCHTUPOBAHHWIO OCHOBHBIX KaAPOBBIX

HIpoLeayp;
MIPaBUIIbHO 0(POPMIIATE U OPOPMIIATH OT/IEIbHBIE KaJPOBBIE JOKYMEHTHI;

OpraHu3oBaTh paboTy ¢ KaApOBOIl JOKyMEHTAIlMEH B OpPraHU3alMsIX U YUPEKICHUAX

Pa3IUYHBIX OPraHU3alMOHHO-TIPABOBBIX (HOPM.

B pesynomame uzyuenus oucyuniunsvl cmyoenm 00xiceH 001a0amsv HAGLIKAMU:

aHaJIM3a MPaBBIX AKTOB, BBISBICHHUS HEOOXOAMMON periaMeHTUpYoLeld nHpopMaIuu o
JOKYMEHTHPOBAHUHU TPYIOBBIX OTHOIICHHIA;

palboThI C THIOBBIMU ¥ YHU(DULIUPOBAHHBIMU (JOPMaMU TIOKYMEHTOB;

COCTaBJICHUS PA3IMYHBIX BUAOB JIOKYMEHTOB, O0(OPMIISIIOIUNX TPYIAOBbIE OTHOILEHUS C
pabOTHUKAMU;

COCTaBJICHUS JIOKAJIbHBIX HOPMATHUBHBIX aKTOB, PETJIaMEHTHPYIOUIMX PabOTy KaapoBOH
CITYKOBI;

MO/IETIMPOBAHUS YIIPABJIEHYECKUX CUTYAIM 110 BOMPOCAaM JTOKYMEHTUPOBAHHUS TPYJOBBIX

OTHOIIICHUM;
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e paboThI C KAPOBOI TIOKyMEHTAIUEH;

® CHUCTCMaTUu3alunu KaI[pOBOﬁ JOKYMCHTAIIUU U OpraHu3anuu et XpaHCHMUA.

[To muctumumee (MOOy110) IPEAYCMOTPEHA POMEKYTOUHASI aTTeCTaus B (opme
IK3AMEHA.

OO61ast Tpy10€MKOCTh OCBOCHHSI IUCHUIUIUHBI COCTABIIAET 4 3a4€THBIC €AMHUIIBL.
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