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1. lTosicHuTEILHASA 3aIHCKA

1.1. Uenn u 3aAa4M AUCHHILIHHB
Llenv oucyunaumpl: MOATOTOBUTH BHIITYCKHUKA, BIIAICIOIEr0 HABBIKAMH BEICHHS KaIPOBOIO
JIETIONIPOM3BOICTBA.

33[[3‘11/1 JUCHMIIJIMHBI .

. CdopmupoBaTh y CTyJIeHTa KOMIIETEHIIUH, TO3BOJISIONIUE €My BBHITIOTHATH BECh
KOMIUIEKC paboT 1O KaJIpOBOMY JIEIIOMPOU3BOJICTRY;

. CdopmupoBaTh y HETO KOMILIEKCHOE MPEACTABICHNE O CHCTEME JOKYMEHTAIUH 110
JUYHOMY COCTaBYy;

. Hate nipeactarieHre o0 ypoBHE perjaMeHTAIlMyd KaJpOBOTO JICJIOMPOU3BOJICTBA B
PD;

. Hayuuts crymeHTa coOCTaBIATh W O(OPMIIATH OpraHU3aIMOHHBIC KaJpOBEIC
JIOKYMEHTHI,

° HayuuTh cTyneHTa JOKYMEHTHPOBATh OCHOBHBIE KaJpOBBIE TMPOLEAYPHl B
COOTBETCTBUU C TPEOOBAHUSIMH 3aKOHOATEIIbCTBA;

. Hayuuth crTyseHTa OpraHu3oBBIBaTH pPabOTy KaapOBOH CIIykOBI, COCTaBISTH
JIOKaJIbHbIE HOPMATHUBHBIE AKThI, PETJIAMEHTUPYIOLIUE €€ JeSITebHOCTD.

. OOy4yuTh OCHOBHBIM TEXHOJIOTMYECKUM MpPHEMaM JeJIONPOU3BOJCTBEHHBIX

onepauuii, OpraHu3aluy XpaHEHUs KaJpoOBON JOKYMEHTALIUU.

1.2. IlepeyeHb NJIAHMPYEMBIX Pe3yJbTATOB OOy4YeHHs] IO JAUCHUIUIHHE (MOOYI0),
COOTHECEHHBIX ¢ HHANKATOPAMM JOCTHKEHUS] KOMIIeTeHIIUI:

B pesynpraTe OCBOGHHS AUCHUUIUIMHBI OOYyYarolIMiics JOJDKEH JIEMOHCTPUPOBATH
CIIeTyIOIINE Pe3yIbTaThl 00pa30BaHUS:

Koownt Cooepircanue komnemenyuii Ilepeuens RAAHUPYEMBIX
komnemenyuu pe3ynbmamos o00yuenusn no
oucyuniune
OK-4 CIIOCOOHOCTH HMCITOJIb30BaTh OCHOBEI 3HaTh:
MPAaBOBBIX 3HAHUU B PA3JIMYHbBIX - HOPMAaTHBHO-IIPAaBOBYIO 0azy
chepax nesaTeTbHOCTH KaJpoBOr0  JEJIONPOU3BOACTBA B

Poccniickoit denepanuu;
- TOpPSAMOK  TPUMEHEHUS  HOPM
TPYZOBOIO IIPABa;

YMers:

- paboraTh C MpaBOBBIMH aKTaMH,
periIaMeHTHPYIOIUMHU BOIIPOCHI
JOKYMCHTHUPOBAHUA TPYAOBBIX
OTHOILIEHUH U PabOTHI C KaJpOBBIMHU
JIOKYMEHTaMU;

- ONpeAeNATh 10 HOPMATUBHOW Oa3ze
COCTaB O0S3aTENBHBIX M YCIOBHO-
00s13aTeNbHBIX JTOKYMEHTOB,
0hOPMIISFOIIINX TPYyIOBBIE
OTHOILIEHHSI ¢ pa0OTHUKAMU;




Bnaners:

- HaBBIKAMH aHAJU3a IPAaBBIX aKTOB,
BBISIBJICHUS HE00X0UMOi
pernamMeHTupymoomed uapopmManuu o
JIOKYMEHTUPOBAHHUU TPYIOBBIX
OTHOLIEHMH U paboTe ¢ KaapoBOH
JIOKYMEHTAIIUEH;

- HaBBIKAMH TNPUMEHEHHUS HOPM
TPYJIOBOTO npasa B

podeCCUOHATLHOMN IeATEIbHOCTH.

OIIK-6

CIIOCOOHOCTH pellaTh CTaHAapPTHHIC
3aa4n MpodeccHOHATBHON
JeSITeJIbHOCTH HA OCHOBE
WH(POPMAIIMOHHON U
6ubarorpaduueckoil KyabTypsl ¢
MPUMEHEHHEM WH(OPMAIMOHHO-
KOMMYHUKAIIHOHHBIX TEXHOJIOTUH H C
Y4E€TOM OCHOBHBIX TPEOOBAHUM
nH(pOpPMaMOHHOM 6€30IMacHOCTH

3HAaTh:
- Jle’cTByrolmue IMpPaBOBBIE aKTBHI,

METOANYECKUE pa3paboTKHy,
JOCTyIIHbIE ~ HMH(OpPMALIMOHHBIE U
JJIEKTPOHHBIE  PECYpChl,  Jarollue

UHPOPMALIMIO O TIOPSAIKE BEICHUS
KaJIpOBOI'0 J1€JI0IPOU3BOJICTBA;

- TpebOoBanus  HMHGMOPMAITMOHHON
0e3omacHOCTH MpH padoTe ¢ KaJApoBOi
JIOKYMEHTALHUEH;

YMmers:

- COCTaBIIATh JOKaJIbHBIE
HOPMATHUBHBIE AaKTHl, COJEpIKaIIne
TpeOoBaHUSA K  HMH(POPMAIIMOHHON

0€30MacHOCTH  JIOKyMEHTaluu U
coJepxaieiics B uHGopMaluu;
- OCYIIECTBIATH MPOQECCHOHATBHYIO
JeSITEBHOCTD Ha OCHOBE
YCTAHOBJICHHBIX MCTOAWK BCIACHHA
KaJIpOBOT'0 JI€JI0NPON3BOJICTBA;

Bnanerts:

- JIOKYMEHTHpPOBaHUS  KaJIpOBOH
JIeATeTLHOCTH, PabdOTHl C KaJpOBOM
JMOKYMEHTallMel, OpraHu3alud ee
XpaHEHUs Ha OCHOBAaHUU TPeOOBAHUI
MPAaBOBBIX  AaKTOB, METOAMYECKHX
MaTEpHUAJIOB U C YUETOB OOSCIICUCHUS
COXPaHHOCTHU u 0e30ImacHOCTH
nHGdOpMaLINH.

1.3. MecTo AUCHHMILUINHBI B CTPYKTYpPe OCHOBHOI1 00pa30BaTe/IbHOI MPOrpaMMbl

Juciuninna

«KanpoBoe

ACJIOIIPOU3BOJACTBO»

BKJIFOUCHA B 68.30BYIO qacTb

MpoECCHOHAIBHOTO IUKJIA JTUCHUILIMH Y4eOHOTO TUTaHAa 110 HANpPaBJICHHUIO MOATOTOBKH
«JIOKyMEHTOBEJICHUE U APXUBOBEACHHUEY.

JInst OCBOEHHUS JTUCHUIUIMHBI HEOOXOIWMBI KOMIIETEHIIMH, C(HOPMHPOBAHHBIE B XOE
W3Y4YEHUs CJEAYIOIUX JUCHUIUIMH U IPOXOXKJEHU NpakTuk: TpyaoBoe mpaBo, Opranuzanus
u texaonorus JJOVY.
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B pesynbrare ocBOo€HUS TUCHUIUIMHBI (OPMUPYIOTCS KOMIIETEHIIUU, HEOOXOAUMBIE ISt
M3YUYEHUS CIACAYIOMIMNX TUCHUILIINH U MPOXO0XKICHUS MPAKTUK: APXUBBI JOKYMEHTOB IO JINYHOMY
cocraBy, ['ocymapcTBeHHbIe, MyHMIIMIIaJbHbIE U BEJAOMCTBEHHBbIE apxuBbl, [Ipeamumniomuas
MPAKTHKA.

2. CTpyKTYypa AUCHHUILINHBI

Cmpykmypa Oucyunaunsl 013 O4HOU (opmbl 00yueHus

Obwas mpyooemkocmob oucyuniunsvl cocmasisiem 3 3.e., 108 u., 6 mom uucie KOHMAKMHAA
paboma obyuarowuxcs ¢ npenooasamenem 42 u., camocmosimenvHas paboma o00y4arOWUxcs
48 u, konmponv — 18 u.

Bunet yueGHOI paboTh Dopmvl meKyuie2o
Pazoen (B "acax) KOHmMpOns
Ne Hucuunnunwl ycnesaemocmu (no
n/n a Heodenam cemecmpa)
§ Dopma
Q KOHTaKTHast .~
= S = 3 nPOMEIHCYmOUHOI
S 2 = =
o - e | 2 24 25 EE ammecmayuu (no
= £ S E &5 5 2% cemecmpam)
S| £ |z§ 5§ 583 8 P
5] E > I 2 & = g & =
= O 5 % Q¥ o« =2
o, 9 & =
= |2 | Eg o
1 BBenenue 5 2 2 Cobeceoosanue
2 PernamenTanus 5 |4 10 | Ilposepxra domawirux
JIOKYMEHTHPOBAHHUS 4 3a0aHul U NPaKmMu4eckux
KaJpOBOI pabom
JESITEIIbHOCTH U
paboThl C
KaJIpOBBIMHU
JOKYMEHTaMHU
3 Opranuzanus 5 |2 IIposepka u oyenxa
paboTHI KaIpOBOit 4 6 nabopamopuoi pabomol
CITYKOBI
4 CocraB KaapoBOit 5 |6 Konmponvnas paboma Ne
JIOKYMEHTAITHH. 10 12 11,
JIOKYMEHTHPOBAHUE nposepra u oyenka
npakmuyecKux pabom
TPYIOBBIX
OTHOULIEHHUH.
5 | Yder nmuuHOTO 5 |2 8 IIposepka u oyenka
COCTaBa. 2 npakmuyecKux pabom
6 Opraauzanus 5 |2 Konmponvnas paboma No
paGoTHI ¢ 4 10 |2
KaJpOBBIMH IIposepka u oyenxa
npakmuyecKux pabom
JIOKyMEHTaMU




DK3aMeH

18

Hmoeosas konmponvhas
paboma

UTOIO:

18

24 18

48

Cmpykmypa oucyuniaunst 0711 0UHO-3A04HOU Popmbl 00yUeHUA

Obwas mpyooemrxocms oucyuniunvl cocmasissem 3 3. e, 108
KOHmMaKkmuas paboma odyuarouwuxcs c npenooasamenem 24  u., camocmosimenvbHas
paboma obyuarowuxca 66 u., koumpoaw 18 u.

4., 6 mom yucine

Bupl yaeOHO# paboTh Dopmobl meKyuie2o
Pazoen (B "acax) KOHmMpOns
Ne Hucuunnunui ycnesaemocmu (no
n/n . Heodenam cemecmpa)
§ Dopma
) KOHTaKTHasI .~
= > < & nPOMEINHCYMOUHOI
S g o = =R
Qo - o | Eo E4 25 EE ammecmayuu (no
< Q o =
= = | 25 28 g9 2% cemecmpam)
= = E & g & %o 5 &
= = g =z ¢ g 8
o 5} E g 25 =45 25
= @) a I3 Lg I3 a : c% ©
= |5 |[FEg°
1 BBenenue 5 2 Cobeceoosanue
2 Permamenranus 5 |2 6 IIposepka domawinux
JIOKYMEHTHPOBAHHUS 2 3a0aHull U NPaKmu4eckou
KaJpOBOI pabomuwl
JESITEIIbHOCTH U
paboThl C
KaJIpOBBIMHU
JIOKyMEHTaMU
3 Opranuzanus 5 |2 IIposepka u oyenxa
paboTHI KaIpOBOit 2 4 npakmuyeckou pabomsi
CITyKObI
4 CocraB KaapoBOit 5 |4 Konmponvnas paboma Ne
JOKYMCHTAITHH. 4 18 |1,
JIOKyMEHTHPOBaHHE Npoeepra. U Oyerra
npakmuyecKux pabom
TPYJIOBBIX
OTHOULIEHHUH.
5 VYyer nuuHoro 5 |1 IIposepka u oyenxa
COCTaBa. 2 6 npakmuyeckou pabomsi
6 Opraau3zanus 5 |1 Konmponvnas paboma Ne
paGoTHI ¢ 2 14 |2
KaJpOBBIMH IIposepka u oyenxa
npoeepka u
JIOKyMEHTaMU .
npakmuyecKkou pabomsi




DK3aMeH

18

18

Hmozosas konmpoavhas
paboma

HUTOIO:

12

12 |18

66

Cmpykmypa oucyuniaunst 0151 3a04HOU POpMbl 00yUeHus

Obwas mpyooemrxocms oucyuniunvl cocmasissem 3 3. e, 108
KOHmakmuas paboma odyuarouuxcs c npenooagamenem_10  u., camocmosmenvHas
paboma obyuarowuxca 89  u., koumponas 9 u.

4., 6 mom yucinie

Byl yaeOHO# paboTh Dopmobl meKyuie2o
Pa3zoen (B "acax) KOHmMpOns
Ne Hucuunnunui ycnesaemocmu (no
n/n . Heodenam cemecmpa)
§ Dopma
) KOHTaKTHasI .~
= > < & nPOMEINHCYMOUHOI
Q 2 3 TS 5 e
Qo - o | Eo E4 25 EE ammecmayuu (no
< Q (=8 =
= = | 2E & g9 € cemecmpam)
= = E & g & %o 5 &
b = T =z ¢ g 8
o 5} E g 25 =4 2 =&
= @) a » Lg o) a : c% <
= |8 |58
1 BBenenue 5 2 Cobeceoosanue
2 PernamenTanus 5 |2 12 | Ilposepxra domawinux
JIOKYMEHTHPOBAHUS 2 3A0aHUL U NPAKMUYECKOU
KaJpOBOI pabomuwl
JESITEIIbHOCTH U
paboThl C
KaJIpOBBIMHU
JIOKyMEHTaMU
3 Opranuzanus 5 |2 IIposepka u oyenxa
paGoThI KaAPOBOiL 2 12 | npaxmuuecxoii pabomei
CITyKObI
4 CocraB KaapoBOit 5 |4 Konmponvnas paboma Ne
JOKYMCHTAITHH. 4 12 |1,
JIOKyMEHTHPOBAHHE nposepka u oyerka
npakmuyecKux pabom
TPYIOBBIX
OTHOULIEHHUH.
5 VYyer nuuHoro 5 |1 IIposepra u oyenka
COCTaBa. 2 12 | npaxmuuecxoii pabomei
6 Opraau3zanus 5 |1 Konmponvnas paboma Ne
paGoTHI ¢ 2 12 12
Ka7pOBBIMH IIposepka u oyenxa
npoeepka u
JIOKyMEHTaMU .
npakmuyeckou pabomsi




DK3aMeH 5

9 17 | Umocosasn konmponvuas
paboma

HUTOIO:

6 4 19 89

3. Conep:xaHue TUCHUTLTHHBI

HaumenoBanue
pasjaesa TUCUMIIIIMHBI

Conep:xanue

Bsenenue

IIpenmer, 3agaun, conep:kaHue Kypca. XapakTepuCTHKa
COBPEMEHHOMN CUCTEMBl  KaJpOBOM  JTOKYMEHTAIUH.
B3auMoCBs3p  IIPOLIECCOB  YIPABICHUSA IEPCOHAIOM c
COCTaBOM U  IOPSJIKOM (dhopmMupoBaHUS CUCTEMBI
JOKYMEHTallMud 10 JUYHOMY cocTaBy. MecTo Kypca cpeau
JpyruX  Hay4HbIX  JUCHUMIUIMH:  «JloKymMeHTOBeneHue»,
«Opranusanus " TEXHOJIOTHSI JIOKYMEHTallMOHHOI'O
o0OecrieueHUs yHOpaBICHUS», «YTPaBICHUE IEPCOHAIOMY,
«TpynoBoe mnpaBo» u np. MCTOYHMKHM Wu3y4deHHs Kypca.
3aKOHOAATENbHBIE M HOPMAaTUBHO-IIPAaBOBBIC aKThI,
HOPMAaTUBHO-METOJAMYECKNE  JOKyMeHTbl.  OTeyecTBEeHHas
HncToprorpadusi.

Pernmamenranusa
JIOKyMEHTUPOBAHUS
KaJpOBOM EATEILHOCTU
1 paboOThI C KaJIpOBBIMU
JIOKyMEHTaMHU.

3aKOHO,I[aTeJ'ILHI>Ie 1 HOPMATHUBHO-IIPABOBLIC AKThI.

Tpynosoii konekc Poccuiickoit @eaepaninn Kak OCHOBOM
MIPABOBOM aKT, ONMPEACISIONTNI COCTaB U MOPSAOK 0DOPMIICHHS
JOKYMEHTOB [0 YCTAaHOBJICHHIO TPYIOBBIX OTHOILUECHHUU H
TPYJIOBOM NEATETLHOCTH pabOTHHKA. 3aKOHOJATEIbHBIE aKThI
Poccun 0 HOKyMEHTHPOBAHMM OTAENBHBIX CTOPOH TPYAOBOM
JIEITEIILHOCTH pa3IUYHBIX ~ Kareropuidi  pPabOTHUKOB.
3akoHoAaTeNbHBIE aKThl CyOBeKTOB Poccuiickoii ®enepanmm,
Vka3el [lpesunenra, IlocraHoBneHus U PpacHopsKeHUs
npasurenscTBa Poccniickoit denepanuu.
HopMatuBHO-MeTOIMYECKHNE JOKYMEHTHI .

KBanuduxanoHHsIi CIIPaBOYHUK U
npogeccuOHaIbHbIE CTAaHIAPThl, Kak OCHOBHBbIE HOPMAaTHBHBIE
JIOKYMEHTHI, periaMeHTHpYIOIIHe TpeOoBaHUs K
KBaIM(UKAIMK, 3HAHUSIM U YMEHUSAM  PaOOTHUKOB.
O6mepoccuiickue KiaccuPuKaTopbl TEXHUKO-IKOHOMHUYECKON
U COIMAJIbHOM HH(pOpPMAIMM, YCTaHABIMBAIOIIME COCTAaB H
MOPSAZIOK 3aMOJTHEHUS KaJPOBBIX JOKYMEHTOB.

TunoBble NEPEUHN U CPOKH XPAHEHHS TOKYMEHTALUH 110
JUYHOMY cOCTaBy. PerynunpoBaHue opraHuzaluyd apXHWBHOTO
XpaHeHUs JOKYMEHTAIUH 110 INYHOMY COCTaBy B HOPMAaTHBHO-
METOANYECKUX TOKyMeHTax Pd.

Pazpabotku I'ockomcrata P® mo ynudpukanum dopm
MEePBUYHON YUYETHOU IOKYMEHTAIIUH.

Opranmzanus padoThl
KaJpOBOH CITy>KOBI

CTpyKTypsl  KaApOBBIX CiIyx0. YucieHHbIH U
JOJDKHOCTHOW cocTaB  ciykObl. HopmaTtuBbl BpeMeHH Ha
paboTHI IO YYETY KaJpPOB.

3amaun u QyHKIMH KagpoBoi ciyxObl. [lonoxxenue 00
oTnene KaapoB (yIpaBJCHWH, JAEMapTaMeHTe W Jp.), Kak
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OCHOBHOM  HOpPMATHUBHBIM  JIOKYMEHT II0  OIpPEACIICHUIO
CTPYKTYPBbI, YACIIEHHOCTH, BUAOB pabOT 3TOr0 MOApPA3JCIICHHS.
[Mopsimok pazpaboTku, cocTaB HHPOPMALIUHU U CTPYKTypa TEKCTa
IIOJIO’KECHHS. 3aKkpericHue pas, OTBETCTBEHHOCTH,
B3alMOCBS3EH OTENa KaJIPOB.

JIOJDKHOCTHBIE MHCTPYKLMHU, KaK OCHOBHOM IPaBOBOM
aKT, OINpENCJSIIONMNA IMPaBOBOE TOJOXKEHUE PAaOOTHUKOB
KaJpoBOH CIykObl M OpraHu3zanuio ux Tpynaa. HaszHauenue
JOJDKHOCTHBIX MHCTPYKIIMM.

WHucTpyKnysa 1O KagpoBOMY JIEJIONPOU3BOICTBY, Kak
OCHOBHOH HMHCTPYMEHT IOBBIIICHUS 3(PPEKTUBHOCTH PaOOTHI
KaJIpOBBIX Hopa3eJICHN I B chepe KaJpOBOTO
JIEJIONPOU3BOCTBA.

Pernamenranus paGoThl ¢ NEPCOHAIOM B JIOKAIBHBIX
HOPMAaTUBHBIX aKTax U OPraHU3allMOHHBIX JOKYMEHTax (ycTaB
OpraHM3alyy, IpaBUia BHYTPEHHETO TPYAOBOTO PACHOPAIKA,
II0JIO)KEHHE O IEPCOHANIBHBIX JaHHbBIX, KOJUIEKTUBHBIN JTOTOBOP

U ap.).

CocrtaB kaapoBoi
JIOKyMEHTAIUH.
JloKkyMeHTUpOBaHUE

TPYIOBBIX OTHOLICHUM.

XapakTepucTuKa CUCTEMBI KaJIpOBOM JOKYMEHTAIINH, €€
COOTBETCTBHE OCHOBHBIM 3aJayaM [0 MOJ00pY, YYeTry H
paccraHoBke kaapoB. OOs3aTenbHas U yCIOBHO-00s3aTeNbHas
KaJIpoBasi TOKyMEHTaLUs.

Opranu3zalioHHbIE JOKYMEHTHI — IITATHOE pacluCaHue,
CTPYKTYypa U IITaTHAas! YUCIEHHOCTh, IPaQUK OTITYCKOB.

PacniopsinutenbHbie JIOKYMEHTBI — MIPUKA3BI
(pacniopsikeHus1) MO JIMYHOMY cocTaBy. OOmue TpeboBaHUsS K
0o(opMIIEHHIO U CPOKaM MOJTOTOBKH.

WNupopmalinoHHO-CIIpaBOYHbIE JIOKYMEHTBI -
3asIBJICHUS, [TPEICTABIICHMS, YBEIOMIICHUS, aKThl, TOKJIAaIHbIE U
OOBSICHUTENIbHBIE 3aHCKH.

VYdeTHble GOPMBI M UX HA3HAUYEHHUE.

[Tpuem paboTHHKOB Ha paboTy. CocTaB nepcoHaIbHBIX
JOKYMEHTOB paOOTHHUKA, MPECTABIsIeMbIX paboToOAaTENI0 IS
YCTAHOBJICHUS TPYAOBBIX OTHOLIEHWH. TpymoBoi J0OroBop -
3aKOHOJATEeNIbHOE 3aKperjieHne TpeOOBaHUM K  CTPYKType
TEKCTa, MOPAIKY cocTaBiieHus U opopmienus. Ilonroroska u
oopmieHne npukazoB (pacrnopsKeHui) o mprueMe Ha padoTy.
AHKeTbl, aBTOOMOrpaduu, pe3oMe U Jp. JOKYMEHTHI,
3aroJIHsAEMbIE IPU [IpUeMe Ha paboTy.

Buecenue cBeneHuil B Tpy/I0BYIO KHIKKY U JINYHYIO KapTOUKY
paboTHHKA.

JlokyMeHTHpOBaHWE  JBWKEHUS  KaapoB.  Buubl
nepeBogoB. CocTtaB M NOpPANOK M3AAHMUS JOKYMEHTOB,
opopmMIsOIIMX TIpotenypy nepeBoaa. ComepikaHue, MOPSI0K
MOJrOTOBKM M O(OpMIIEHUSI TPHUKa30B (pacropsikeHui) o
MepPeBOJIE COTPYIHUKOB. JJOKyMEHTBI-OCHOBaHMS K IIpHUKa3aM O
IIepEBO/IE.

Bunasl ormyckoB. Ilopsmox odopmieHus €XeroaHoro
OYEepeHOTO  OIUIAYMBAEMOro OTIycKa. ['paduk OTIyCKOB,
COCTaB, COJIep)KaHUE, MOPAJOK MOJITOTOBKU U OQPOPMIICHHUS
MPUKa30B (PacCMoOpsDKEHHI) O MPEIOCTABICHUH OTITyCKa.
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[Mopsimok mepeHoca oTmycka. J{OKyMEHTBI-OCHOBaHUSA K
MpHKazaM 00 OTITyCKax.

[Topsimox  odopMieHHS KOMAHIUPOBOK — COCTaB
JIOKYMEHTOB, O(GOpMIISIONIMX KOMaHAHpPOBaHHE paOOTHHKA,
coJiepKaHue U MOPSAJIOK MOATOTOBKU MPUKa3a O KOMaHAUPOBKE.

Bunel noourpenuii. Coneprkanue, mopsaoK MOoAroTOBKH
u odopmIieHUS TPUKA30B (PACHOPSIKCHHI) O TOOIIPCHUH
paboTtHuka. JlOKyMEHTBI-OCHOBaHUS K IPUKa3aM O MOOUIPEHUH.

Buapl ngucuunnuHapHbix  B3bickaHui. Conepkanue,
TIOPSIOK MOJITOTOBKU u odopmieHus MIPUKA30B
(pactiopskeHu#) O B3bICKAHUU. JIOKYMEHTBI-OCHOBAHHS K
MpUKa3aM O HAJIOXEHHH JUCUUIUIMHAPHOTO B3bICKAHUSA. AKTHI
00 0TKa3bl JaBaTh OOBSICHEHHS U 3HAKOMUTHCS C TIPUKA30M.

[lopsmox mpoBeneHuss  arrecTalud pPaOOTHUKOB B
OpraHu3aIyy. CocraB JIOKYMEHTOB, 0(pOPMIISFOIIIUX
npouenypy. Coaep:kanue, NOpsA0K MOATOTOBKU U 0(OpMIICHUS
MIPUKA30B (pacnopsKeHHil) 00 aTTecTaluu.

[Topsimok  yBosibHEHHMsT  paOOTHUKOB.  OCHOBaHHS
yBOJIbHEHUS paOOTHUKOB. COCTaB TOKYMEHTOB, OOPMIISIOIINX
npouenypy. Coxepkanue, mMOpsI0K MOATOTOBKHA U 0(hOPMIICHUS
MPUKa30B (pacmopspkeHuil) o0 YBOJbHEHUU. JOKyMEHTHI-
OCHOBaHMSI K MpUKa3zaM 00 YBOJIbHEHUH.

Yu4er 1M4HOrO cocrasa.

Bunel yuetHelIx JO0KyMeHTOB. JIMuHas KapTouka
paborauka (dpopma T-2): cocraB wuHPOpPMALKH, IOPSIOK
3aM0JIHEHUS U BEJCHMUS.

HopMatuBHass u mpaBoBas perigaMeHTanus IMopsaka
BeJeHUs JTUUHBIX Jen. OdopmieHne U BeAEHHE JUYHBIX JIe]
paboTHHKOB. CocTaB U MOCIEIOBATEIBHOCTh PACIIONOKEHHS
JIOKYMEHTOB B JINUHOM JIeJIE.

TpynoBast KHM)KKa paOOTHUKA KaK OCHOBHOW JIOKYMEHT
O TPYJIOBOM JEATENBHOCTH M TPYIOBOM CTaxe pabOTHHKA.
Odopmiienne U BelieHHE TPYJOBBIX KHIKEK M BKIAJbIIIEH K
HuM. [lopsiok Bbljaun 1yOnuKara TPyJOBOW KHIDKKU. YUeT U
XpaHEHUE TPYJOBBIX KHIKEK B Opranu3anuu. OTBETCTBEHHOCTb
paboTosaresns 3a XpaHEHUE U 3aMI0JIHEHHE TPYIOBBIX KHUKEK.

Opranuzanus paboTsl ¢
KaJIpOBBIMU
JOKYMEHTaMU

Peructpanmss ~ JOKYMEHTOB IO JINYHOMY COCTaBy.
[IpaBuna peructpanii ¥  UHICKCUPOBAaHUS  KaJPOBBIX
JTOKyMEeHTOB. Perucrpannonssie (opMmbl (TpaaiulIMOHHBIE H
aBTOMaTu3upoBaHHbIe). CoOCTaB pPEKBU3UTOB (TOJEH) st
perucTpali pa3iudHbIX BHUJOB JOKYMEHTOB U MOPSIOK MX
3aI0THEHNUS.

CucremaTtu3zanus 1 orepaTUBHOE XPaHEHHUE TOKYMEHTOB
Mo JUYHOMY cocTaBy. OcoOeHHOCTH (OpPMHpPOBAaHUS B el
JIOKYMEHTOB 110 JIMYHOMY cocTaBy. [IpaBuna cucremaruzanuu
pachopsSAUTENbHBIX JOKYMEHTOB, YYETHBIX (DOpPM, TPYyIOBBIX
kHKeK. CucremaTu3anus U XpaHEHUE JOKYMEHTOB-OCHOBAaHU I
K MIPUKa3aM.

Homenknarypa nen kaapoBod cimyxObl. Ilopsmok
MOATOTOBKM, COCTaBieHUs U odopmieHus. [Ipumepnas
HOMEHKJIaTypa JeJ KaJpoBoii ciyx0sbl. [lepexonsmue aemna.

Cpoku XxpaHeHus KaJapoBbIX JOKyMEeHTOB. IloaroroBka
JJOKYMEHTOB K CJJa4y€ B APXUB.
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DKcnepTu3a EHHOCTH TOKYMEHTOB KaJpOBOU CITYkOBHI,
€ HOPMaTHUBHO-METOJMNYECKAsl OCHOBA, opraHuzanus u
MOPSIZIOK TPOBECHUS.

CocTaB TOKYMEHTOB KaJ[pOBOM CIIy>KOBbI, MOAJIEKAIIUX
nepegadye B apxuB. [IpaBuiia TOATOTOBKM JOKYMEHTOB I10
JUYHOMY COCTaBy K IIepefaye B apXuB OpraHU3aliH.
Cocrasienue u opopmIIeHHE ONMHUCU JOKYMEHTOB 1O JTHYHOMY
cocraBy.llOpsSIOK yHUYTOXKEHHSI JTOKYMEHTOB C MCTEKUIIMMU

CpPOKaMU XpaHCHUA.

4. Oopa3oBaTejibHbIE TEXHOJIOTHHI

Ne | Haumenosanue pazoena |Buowt yueonoit pavomot| OopazoeamenibHovle mexHo102uu
n/n
1 2 3 )
1 |BBenenue Jlexyus 1. Beoonas nexyus
CamocmosmenvHas
Kouncynomuposanue
paboma
2 |PernamenTanus Jlexyus 2. Jlexyus ¢ npumeneHuem caauo-
JIOKYMEHTHUPOBAHUS KaJIpOBOI npoexmopa
JeSTeIbBHOCTH U paboThI C
KaJIpOBBIMH JIOKYMEHTAMH Ipaxmuueckoe 3a0anue |3auamue ¢ npumeHenuem
Nel pazoamoynoco mamepuana
(Tpyoosoii kooexc, 8b10epIAHCKU U3
npagosvbixX aKmos)
CamocmosmenvHas Kouncynomuposanue
aboma
3 |Opranuzanus paboTsI Jlexyus 3. Jlexyus ¢ npumenenuem caauo-
KaJIpOBOH CITyKOBI NpOEKMopa, OUCKYCCUs
3ausamue ¢ npumeHnenuem
IIpakxmuueckoe 3a0anue |pazoamouno2o mamepuana
No2 (8b10€poicKU U3 NPABOBLIX AKMOB,
Mamepuansl 0es1080U Uepbl —
Ketic-memoo)
CamocmosmenvHas Kouncynomuposanue
aboma
4 |CoctaB KaapOBOW Jlexyus 4. IIpobremnas nexyus ¢
JTOKyMEHTAINH. NpUMEHEeHUeM CJlaL?O-npoeKmopa
JlokymeHTHpOBaHKe

TPYAOBBIX OTHOIIECHHU.

IIpakxmuueckoe 3a0anue
No3-7

3ansamue ¢ npumenenuem
pazoamounoeo mamepuana
(6b10epIHCKU U3 NPABOBBIX AKMOS,
mamepuansl 0e1080U Uepbl —

Kelc-memoa)
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Camocmoamenvras Koncynemuposanue
aboma
5 |YdeT mM4HOro cocTana. Jlexyus 5. Jlexyus, oucxyccus

Ilpaxmuueckoe 3a0anue |3anamue c npumeHenuem

No§ pazoamouroco mamepuania
(8bL0epPIAHCKU U3 NPABOBBIX AKMOS,
Mamepuainsl 0es1080U Uepbl —
Ketic-memoo)

Camocmosimenvhas Koncynemuposanue
paboma
6 |Opranu3zamnus paboTHI C Jlexyus 6 Jlexyust ¢ paz6opom KOHKPEmHbIX
KaJIpOBBIMU JIOKYMEHTaAMU cumyayu

Ilpaxmuuyeckoe 3a0anue |3anamue ¢ npumeHenuem

No 9 pazoamoynoco mamepuana
(6b10€pIHCKU U3 NPABOBHIX AKMNOS,
mamepuanvl 0en1080 uepvl —
Ketic-memoo)

CamocmosmenvHas Koncynemuposanue
paboma

5. OueHka niIaHUpPyeMbIX pe3yJIbTATOB 00y4eHus!
5.1. Cucrema oneHMBaHUS

Texymmii KOHTPOJIb OCYLIECTBISIETCS B BUJIE OLIEHOK KOHTPOJBHBIX pabOT U 3a/laHUi Ha
NpakTH4ecKuX 3aHATUsAX. KoHTponpHas pabotra Nel BbISBISET 3HAHUE COCTaBa M MOpSAKa
o(opmIIeHHs JOKYMEHTOB B X0/1€ OCHOBHBIX KaJIpOBBIX IPOLEAYp, U olleHuBaeTcs 10 10 6anos,
KOHTpoJsibHAas pabota Ne 2 moka3bpIBaeT 3HaHUS CTYAECHTOB 10 BOIIPOCAM OpraHU3aluu paboThI C
KaJpOBOM JOKYMEHTAllMe M BBIABISET TOTOBHOCTh CTYIEGHTOB K IpaKkTHYECKOW pabote,
orneHuBaercsa a0 20 OamnoB. MakcuMmalibHasl OIIEHKA BBIMOJHEHUS KaXKIOTO MPAKTHYECKOTO
3aHATUS — 5 OamnoB. [IpoMEXyTOUHBIM KOHTPOJIb 3HAHUM MNPOBOAMTCA B (hOopME HTOTrOBOU
KOHTPOJIbHOM pabOoThl, BKJIIOYAIOIIEH TEOPETUYECKHE BOIMPOCHI U MPAKTUYECKOE 3aJaHue, U
oueHuBaercs 10 40 Gayios.

B pesynpraTe Tekymero u NnpomMeXyTOYHOTO KOHTPOJISI 3HAHWUW CTYJIEHTBHI MOJYy4YaroT
COOTBETCTBYIOIIYIO OLICHKY 3a DK3aMEH.

Dopma konmpona Maxkc. konruuecmeo 6a1106
3a oony pabomy]  Bcezo

Texyniuii KOHTPOJIb:
- Konrponbhas pabora Ne 1 (temsl 1- 20 6annos 20 6annos
4)
- KonTposnbHas pabora Ne2 (TeMbr 5- 10 6annos 10 6annos
6)
- [IpakTryeckue 3ananus (TeMbl 2-6) 5 bannog 30 6annos
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ITpomexyTounas arrecTarus 40 6annos
(3a4eT c OleHKO)
Wroro 3a cemecTp (IUCITUILTHHY) 100 6annos

OrneHka «yI0BIETBOPUTEIBHO» BBICTaBISIETCS 00ydaromemycs, Habpasmemy ot 50 g0 67
OaioB OaiyIoB, OLIEHKA «XOPOILIO» BBHICTAaBISIETCS OOydaromemycs, HaOpaBiemy oT 68 mo 82
0aJuIoB, OLIEHKA «OTIMYHO» BBICTABISIETCSl oOydaroniemycs, Habpasmemy ot 83 mo 100 Gamos,
c(OPMHUPOBAHHBIX B pe3yJIbTaTe CYMMHPOBAHHMS OAJIOB, OIYYEHHBIX ITPH TEKYIIEM KOHTPOJIE U
IPOMEXYTOUHOM aTTecTanuu. [lomydeHHbli COBOKYMHBIM pe3ynbTar (Makcumym 100 Gamnsos)
KOHBEPTUPYETCS B TPAAUIMOHHYIO IIKATy OLEHOK M B IIKaJy OIEHOK EBpOmneickoil crcTeMsl
nepenoca u HakoruieHus KpeautoB (European Credit Transfer System; mamee — ECTS) B
COOTBETCTBHUH C TaOJIHIICH:

100-6amnpHas TpammonHas mxana [xaia
1IKajga ECTS
95-100 A
8394 OTIIUIHO B

68 — 82 XOPOIIO 3a4TEHO C

56 — 67 D

£0 55 yJIOBJICTBOPUTEIHHO E
20-49 FX
0_19 HEYJIOBJICTBOPHUTEILHO HE 3a4TCHO E

5.2.KpuTepuu BbICTABJIEHHSI OLIEHKH 10 JUCIHHUILIAHE

Banasl/ Ouenka no Kpurtepuu onieHKH pe3y/ibTaTOB 00y4eHHs 110

Mlkana AUCHUILINHE AUCUHUILINHE

ECTS

100-83/ «OTJIHYHOY/ BricTaBnsercs oOy4daromemMycsi, €Cau OH TTTyO0KO U

AB «3a4TEHO MIPOYHO YCBOWJI TEOPETUYECKUI U MPAKTUUECKUI
(oTnIM4HO)»/ MaTepHal, MOKeT POJEMOHCTPUPOBATh 3TO Ha 3aHATHUAX
«3aYTCHO» U B XOJI€ POMEKYTOYHOH aTTECTAIUH.

OOyuaronuiicss HCUEPIBIBAIOLIE U JTOTMYECKH CTPOHHO
u3Jaraer yueOHbI MaTepual, yMeeT yBsI3bIBaTh TEOPHIO C
MPAaKTUKOM, CIPABIISIETCs C pelIeHueM 3a1a4y
npo¢eCCHOHATFHON HAIPaBIEHHOCTH BEICOKOTO YPOBHS
CJIO)KHOCTH, TIPaBHJIbHO 00OCHOBBIBAET MTPUHATHIE
peuieHus.

CB000/IHO OpUEHTHPYETCS B yueOHO 1
npodeccHoHaIBHON IuTeparype.

OneHka o JUCHUILTUHE BBICTABIISIIOTCS 00y4aroniemMycs ¢
Y4ETOM PE3yJIbTATOB TEKYILEH U IIPOMEKYTOYHOU
aTTeCTalUU.

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

Onenka no
JUCUHUILINHE

Kpurtepun oneHkn pe3y1bTaToB 00y4eHus: 1o
AUCUHMILINHE

82-68/
C

«XOpoIIo»/
«3a4TEHO
(xopor1o)y»/
«3a4TECHO»

BricraBisiercs oOyyaromemycs, €ciau OH 3HaeT
TEOPETUYECKUH U IPAKTUYECKUN MaTepUall, FPAMOTHO U 110
CYILLIECTBY M3JIaracT €ro Ha 3aHATUAX U B XOJ€
IIPOMEKYTOYHOM aTTECTalMH, HE IOIIyCKasl CYLIECTBEHHBIX
HETOYHOCTEH.

OOyuaronuiicsi IpaBUIBHO IPUMEHSET TEOPETHUECKUE
II0JIO’KEHHUS IIPY PEIICHUN IPAKTUYECKUX 3a1a4
npodeCCHOHATBLHON HANPAaBICHHOCTH Pa3HOTO YPOBHS
CJIO)KHOCTH, BJIaJIe€T HEOOXOJUMBIMHU JUI TOI'0 HaBbIKAMU
U IIpUEMaMU.

JlocTaTo4HO XOPOIIO OPUEHTUPYETCS B yUeOHOU 1
npodeccuoHanbHOM TUTEpaType.

OreHka o JUCLUIUIMHE BBICTABIISAIOTCS 00YYarOLEMyCs C
Y4ETOM PE3YJIbTATOB TEKYIIEW U IIPOMEKYTOTHOU
aTTecTaluu.

KomnereHuuu, 3akpeniéHnble 3a TUCUUIIIIMHOM,
c(OpMHPOBAHBI HA YPOBHE — «XOPOLIMIY.

67-50/
D,E

«YIOBIIETBOPH-
TEIBLHOY/
«324TEHO
(ynoBneTBopu-
TETBLHO)»/
«3a4TEHO»

BricTaBnsiercs oOy4aromieMycsi, €Cu OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUN U IIPAKTUUECKUN MaTepual,
JIOITYCKAeT OTJEJIbHbBIE OIIMOKU TP €T0 U3JI0KEHUHU Ha
3aHATHAX U B XOJI€ IPOMEKYTOUHOM aTTECTALUH.
OOyyaromuiics UCIBITHIBAET ONPEIETIEHHbIE 3aTPYAHEHUS
B IPUMEHEHHUH TEOPETUYECKUX ITOJI0KEHUN ITPU PELIEHUN
MPAKTUYECKUX 3a1a4 Npo(dhecCHOHATbHOM HallpaBIEHHOCTH
CTaHJAPTHOI'O YPOBHS CIIOKHOCTH, BJIAJIEET
HEOOXOJUMBIMHU ISl 3TOT0 0a30BBIMU HAaBbIKAMU U
pUEMaMHU.

JleMoHCTpHUpYyeT 1OCTaTOUHBIN YpOBEHb 3HAHUS yUeOHOU
JUTEPATYPHI 110 TUCLHUIUIIMHE.

O1reHKa 0 JUCHUIUIMHE BBICTABIISAIOTCS 00y4arOLIeMyCs ¢
Y4ETOM PE3yIbTATOB TEKYILEH U IIPOMEKYTOYHOU
aTTeCTaluu.

Komnerennuu, 3akperi€HHble 3a JUCUUIIIMHOM,
c(hopMUPOBaHbI HA YPOBHE — «JIOCTATOYHBINY.

49-0/
F,FX

«HCYOOBJICTBOPHUTC

JIBHOY/
HE 3a4TEeHO

BricraBisiercs: o0yuaromemycs, €Ciii OH He 3HaeT Ha
0a30BOM YpOBHE TEOPETUUYECKHUMN M MPAKTUICCKUI
MaTepHal, JoMycKaeT rpy0oblie OIIMOKH IIPU €ro
U3JI0’KEHUU Ha 3aHATHIX U B XO/1€ TPOMEKYTOUHOMN
aTTecTaluu.

OOyyaromuiics UCIBITBHIBAET CEPhE3HBIE 3aTPYIHEHNUS B
IIPUMEHEHNN TEOPETUUECKUX MOJIOKEHUN NPU PELIEHUH
MPAKTUYECKHX 3a1a4 NPpo(hecCHOHATILHOM HaIPaBIEHHOCTH
CTaH/apTHOIO YPOBHS CII0)KHOCTH, HE BIIa/IEET
HEOOXOUMBIMHU IS 3TOTO HAaBbIKaMU U MpUEMaMHU.
JleMoHCTpHpYeT pparMeHTapHbIe 3HaHUS Y4eOHOH
JUTEPaTyphI 10 JUCLHUILIINHE.

OreHKa MO JUCHUIUIMHE BBICTABIISIOTCS 00YYaIOMEMYCs C
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTalluu.
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Banasl/ Onenka no Kpurtepun oneHkn pe3y1bTaToB 00y4eHus: 1o
Hlkamna AUCHHUILINHE AUCHUILINHE
ECTS

KomnereHyu Ha ypoBHE «10CTaTOYHBIN), 3aKPEIIIEHHbIE
3a IUCUUIUIMHON, He COPMHUPOBAHBI.

5.3. OneHovHble cpeacTBa (MaTepuaJibl) AJs TEKYLIEro KOHTPOJISl yCIIeBA€MOCTH,
NMPOMEKYTOYHOM aTTeCTANUM 00y4YAIOIIUXCS M0 AUCHUIIHHE

Bapuanmul konmponwvnoii pabomur No 1

Bapuanr 1

1.B kakux ciaydasx KaapoBas Clly>)k0a MMEeT MPaBo BbIIATh JyOJIMKAT TPYI0BON KHMKKH? Kak
3TOT JOKYMEHT ohopmIIsieTcs?

2.Ilepeuncnute BHIBI JOKYMEHTOB, IIPUMEHsSIEMbIC MPH TepeBoJe Ha JIpyryro pabory. Kax
odopmIaeTCs Kaxablid U3 HUX?

3. HazoBuTE TOKYMEHTBI, IPEIOCTABIIsIEMbIe pA0OTHUKOM IPH MOCTYIUICHHH Ha paboTy.
4.KakuM JTIOKQTBbHBIM HOPMATHBHBIM aKTOM PETJIaMEHTHPYETCS padoTa KaJIpOBBIX CIICIIUAIHCTOB
C MepPCOHALHBIMU JTaHHBIMU? [laiiTe eMy XapaKTepHCTHUKY.

Bapuant 2

1. XapakTepucTuka Ha3Hau€HUs TPYJOBOW KHMXKKU. B Kkakoll cpok momkHa ObITH 3aBeleHA
TPYAOBasi KHM)KKA IPU IOCTYIUIEHUU Ha paboTy BIiepBbIe?

2.Ilepeuncante BUbI JOKYMEHTOB, IPUMEHSIEMbIE TIPU yBoJIbHEHUH. Kak odopmiisiercs Kakabiii
U3 HUX?

3.Kakoii 5okanbHBI HOPMATUBHBIM akT ONpeAeNseT OpraHu3alUi0 Tpyla COTPYJHUKOB B
KoMmnanuu. /laiite eMy XapakTepUCTHUKY .

4. .HazoBute nuH(popMainio, 00s3aTesIbHYIO JIJIsl BKIIFOUSHUS B TPYIOBOM JIOTOBOP.

Bapuanmul konmponwvnoii pabomor Ne 2

Bapuanr 1
1. TlepeuncnuTe coCTaB JOKYMEHTOB JIMYHOTO JAena paboTHuka. KakuMu HOpMAaTHBHBIMU
JIOKyMEHTaMH 3TO OMpeIeNIeHO?
2. Ha3zoBuTe TOKyMEHTHI KaJpOBOU CIY>KOBI, OJIekKAIINE TIEpeladue B apXUB.
Bapwanr 2
1.KakoBBI 0COOCHHOCTH COCTaBIIEHUSI HOMEHKIIATYPHI e KaJIpOBOM CITyKObI?
2. HazoBuTe 00s13aTebHBIC PETHUCTPAIIMOHHBIE ()OPMBI KaJIPOBOM CITY>KOBI?

Ilpumepnvle KonmpoavHble 60RPOCHL 0151 RPOMEHCYMOYHOI AMMECaAUUU:

1. Tlepeuucnuth 3aKOHOJIaTEIIbHbIC aKTBhl, KOTOPBIMHU periIaMeHTHpPYEeTCs
JIOKYMEHTUPOBAHUE KaJPOBOU JEATEIbHOCTH B HACTOAIIEE BpeMsi?
2. Tlepeuncouth HOPMAaTUBHO-METOJUYECKUE JIOKYMEHTBHI, perIaMEHTUPYIOIINE

JIOKYMEHTHPOBAHHE KaJIPOBOH 1€ATEIbHOCTH.

Ha3Batb BUIbI TOKYMEHTOB, PEAbSIBISEMble pAOOTHUKOM MpU IpUEME Ha paboTy.

Haseate  BuObl  JOKYMEHTOB, YyCTAaHOBJIEHHble  TpynoBeIM  koaekcom PO,

JIOKYMEHTUPYIOIIHE MpUeM pabOoTHHUKA Ha padoTy.

5. Ilepeuncnauth BHIBI JOKYMEHTOB, O(QOPMIISIONINE H3MEHEHHE YCIOBHH TPYJIOBOTO
JI0TOBOpA.

Hw
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6. IlepeuncnuTh BUIBI JOKYMEHTOB, YCTAaHOBJEHHBIC TpyIOBBIM KojaekcoM PD s
PEryIUpOBaHUS TPYAOBBIX OTHOIICHUH.

7. Cpoku MOoAroTOBKU, KAKUX JIOKYMEHTOB IO TJOKYMEHTHPOBAHUIO KaJIPOBON AESITEIbHOCTH
YCTaHOBJICHBI 3aKOHOAATEIIBHO?

8. Kaxkue ¢pyHKum KaapoBo# Ci1y>KObI CBSI3aHBI C Y4ETOM JIMYHOTO cocTaBa?

9. Kakue  ¢yHKUIMM J[OJDKHA BBIMOJNHATH KaApoBas CiIyx0a npu  opopMIICHUN
YBOJIbHEHUS paboTHUKA ¢ pabOTHI ?

10. Kakumu 1oKymMeHTamMu 0pOpMIISieTCS yBOJIbHEHUE pabOTHHKA?

11. HazoBure GyHKIIUN KaAPOBOH CITyKObI CBSI3aHHBIE C TPYJIOBBIMH KHIKKaAMU?

12. Kakumu 1oKymMeHTamMu opopmIiIsieTcs aTTecTanus pabOTHUKOB?

13. Ha3zoBuTe 0COOCHHOCTH HOMEHKJIATYPHI /1€ KaIPOBOM CITy>KOBI.

14. Kakue nena KaapoBO#l CIyKObl OTHOCSTCS K KATETOPUH MEPEXOISAIINX ?

15. Ilepeuncanth 0cOOEHHOCTH (POPMHUPOBAHHUS JTUIHOTO Jiesia pabOTHUKA ?

6. YueOHO-MeTOAMYeCKOEe 1 MH(OPMAIITHOHHOE 00ecTiedeHue TN CIUTIIUHbI
6.1. CnucoK MCTOYHHMKOB M JTUTEPATYPbI

HcTounuku (006s3aTeIbHbIE)

Koncrurynus Poccuiickoit @enepanyu (c n3menenusimu Ha 30 gexabpst 2008r.). M. 2004

Tpynosoit koaekc Poccuiickoir ®enepamuu ot 30.12.2001 Ne 197-®3. Ilpunsar
['ocynapcteennoit Jlymotii 21 gexadps 2001r. (B pea. ot 29.12.2010) // [DnekTpoHHBIHA pecypc]. —
M., 2019. — Pexxum moctyma:http://www.consultant.ru.

3axoH Poccuiickoit @enepanuu ot 25 okta0pst 1991 r. Ne 1807-1  «O s3bIkax HapoJOB
Poccuiickoit ®enepauun» //[DnextpoHHbll pecypc]. — M., 2019. — Pexum pocryna:
http://www.consultant.ru.

®enepanbHblil 3akoH PO ot 27.07.2004 Ne 79-03 «O rocyaapcTBEHHOH I'pa)IaHCKON
cnyx6e Poccuiickoit deneparun» (B pen. Oenepanpuoro 3akona ot 12.04.2007 Ne 48-03) //
[DnexTponHsIii pecype]. — M., 2019. — Pexxum nocryma:http://www.consultant.ru.

Oepnepanbublii  3akoH  Poccuiickoit  ®denepauun ot 01.06.2005 Ne 53  «O
roCy/IapcTBEHHOM si3bike P®»// [Dmextponnsiit pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

Odenepanbhplii 3akoH Poccmiickoit ®@eneparuu ot 06.12.2011 Ne 402-®3 «O
OyxraiTepckoM  ydere»// [DmekTpoHHblii  pecypc]. — M., 2019. -  Pexum
nocryma:http://www.consultant.ru.

Oenepanbabiii 3akoH Poccmiickoit deneparmu ot 02.05.2006 Ne 59-d3 «O
NOPSAJIKE PACCMOTPEHMsI OOpalieHui rpaxaan»// [DmexrponHsii pecypc]. — M., 2019. —
Pexxum noctyna:http://www.consultant.ru.

@Oenepanbhbiii 3akoH o1 27 wmromst 2006 . N 152-®3 "O mnepcoHanbHBIX JaHHBIX'"//
[DnexTponHsIit pecypc]. — M., 2019. — Peskum moctyma:http://www.consultant.ru.

®enepanbhblil 3akoH 0T 01.10.2004 Ne 125-®3 «O06 apxuBHOM fene B Poccuiickoit

Ddeneparuny // [DnextporHbIi pecype]. — M., 2019. — Pesxum nocryma:http://www.consultant.ru.

®enepanbHblii 3akoH oT 29.07.2004. Ne 98-PD3 «O xommepueckoil TaitHe» //
[DnexTponHsIii pecypc]. — M., 2019. — Peskum moctyma:http://www.consultant.ru.

Vka3 Ilpesunenta Poccuiickoit @enepauuu ot 0.03.1997 Ne 18 «O06 yTBepx aeHuUU
MepeyvHs CBEICHUN KOH(PUICHIIMAIBHOTO XapakTepay // [DnekTpoHHbI pecype]. — M., 2019. —
Pexxum nocryna:http://www.consultant.ru.

Vka3 IIpesupenta P® or 01.02.2005. Ne 110 «O mnpoBeaeHUH aTTeCTAllUU
TOCYJapCTBEHHBIX TpaXJAaHCKUX ciuyxkamux Poccuiickonn ®@enepauun». Ilonoxenue o
MPOBEJICHUHM AaTTECTallud TOCYJAPCTBEHHBIX TPAXKIAHCKUX ciyxkammux PD // [DaexTpoHHBIN
pecypc]. — M., 2019. — Peskum mocryma:http://www.consultant.ru.
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Vka3 [Ipesunenra PO ot 01.02.2005. Ne 111 «O mopsiake caaun KBaau(GUKAITMOHHOTO
JK3aMeHa rOCYJapCTBEHHBIMHU IPaXXKAaHCKUX ciykammx Poccuiickoin denepanuu U OLEHKE UX
3HaHWH, HABBIKOB MW yMeHuW». // [DnekrpoHHbId pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

Vka3 Ilpesunenta ot 01.02.2005. Ne 112 «O kxoHKypce Ha 3aMeIEHHE BaKaHTHOM
JOJKHOCTH TOCYIapCTBEHHOU IpaskKIaHCKOM ciTyk0bl Poccuiickoit @eneparumny // [ DneKTpOHHBIH
pecypc]. — M., 2019. — Peskum mocryma:http://www.consultant.ru.

VYka3 Ilpesunenta PO or 16.02.2005r. Ne 159 «O mpumepHoit dopme CirykeOHOTO
KOHTPaKTa O MPOXOKJICHUH TOCYIapCTBEHHON IpakIaHCKOM ciryk0b1 Poccuiickoit deneparnuu n
3aMEIICHUH JIOJDKHOCTH TOCYIapCTBEHHON TpakaaHCcKon ciry:x0bl Poccuiickoit @enepauuny. //
[DnexTponHsIii pecypc]. — M., 2019. — Peskum mocryma:http://www.consultant.ru.

Vka3 [lpesunentra Poccuiickoit ®enepanuu ot 30.05.2005. Ne 609 «O nepcoHanbHbBIX
JAHHBIX FOCYAApCTBEHHOTO Tpa)<IaHCKOro ciysxamiero Poccuiickoit denepannu u BeJeHUN €r0
auyHoro  gena» [/ [Onekrponselii  pecypc]. - M.,  2019. —  Pexum
nocryma:http://www.consultant.ru.

Vka3 Ilpesunenta Poccuiickoit ®@enepamuu ot 18.06.2005. Ne 813 «O mopsiake u
YCIOBUSX KOMaHIAMPOBaHHs (peepaabHbIX TOCYAapPCTBCHHBIX TPAXKIAHCKHX CIy)ammx» //
[DnexTponHsIit pecypc]. — M., 2019. — Pesxum mocryma:http://www.consultant.ru.

[TocranoBnenue IlpaButenscrBa Poccuiickoii ®enepaunu ot 16.04.2003. No 225 «O
TPYAOBBIX  KHIKKax» //  [Dnekrponued  pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

Pacniopsikenue IlpaButensctBa P® ot 21.03.1994. No 358-3 «O06 obecneyeHun
COXPAHHOCTH JJOKYMEHTOB IO JIMYHOMY COCTaBY» // [ QneKkTpoHHbIH pecypc]. — M., 2019. — Pexxum
nocrymna:http://www.consultant.ru.

Pacniopstxkenue IlpaButensctBa PO ot 23.04.1992 Ne 781-p «O0 ymydiieHUU
XpaHEHUs U UCIIOIH30BAHUS TJOKYMEHTOB 10 JIMYHOMY COCTaBY»// [DnekTpoHHbIi pecypc].
— M., 2019. — Pesxum goctymna:http://www.consultant.ru.

[IpaBunia BeieHus U XpaHEeHUS TPYIOBBIX KHIDKEK. (yTB. [locTaHoBneHuem [IpaButenbcTBa
P® ot 16 ampens 2003 r. Ne 225 // [Onextponnsiii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

WHCTpYKIMS TI0 3aI0HEHUIO TPYIOBBIX KHIKEK (yTB. [locTanoBnennem MunncTepcTBa
TpyAa | couuanbHoro pasButus Poccuiickoit ®epepauun ot 10 okra6ps  2003r.).
3apeructpupoBana MwunucrepctBoMm toctunii Poccuiickoir ®enepamuu 11 HOs16ps 2003 .
perucTpalMoHHblii Homep 5219. bronneTreHh HOPMATHUBHBIX aKTOB (elepalibHBIX OpPraHOB
ucnonuutenbHor Biactu. 2003. Ne 49. // [Onexrponssii pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

HcTounnku (IONOJTHUATEILHBIE)

®enepanbublif 3akoH PO o1 27.07.2006 Ne 149-03 «O6 undopmannu, "HGOPMALMOHHBIX
TEXHOJOTHSAX W 3amure uHbopManuu» // [DnexTpoHHbId pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

denepanbubiii 3ak0H 0T 26.12.1995. Ne 208-03 «O06 akimoHepHbIX 00mecTBax» //
[DnekTponHbIii pecypc]. — M., 2019. — Pexxum nocryma:http://www.consultant.ru.

Ob6mepoccutickuii  knaccudukarop mnpodeccuit pabodnx, MOHKHOCTEH CIyXKAIUX H
tapuubix paspsanos OK 016-94. M.: Muntpya Poccun, 1995 // [Onexrponnslii pecypc]. — M.,
2019. — Pexxum goctyma:http://www.consultant.ru.

O6mepoccuiickuii  knaccupukatop wuHDopmanmu o Hacenennn OK  018-95. //
[DnexTponHsIit pecypc]. — M., 2019. — Peskum mocryma:http://www.consultant.ru.

OOmmepoccuiickuii  KinaccudukaTop yrmpasieHueckord mokymenrarmu OK 011-93. //
[DnexTponHsIit pecypc]. — M., 2019. — Peskum mocryma:http://www.consultant.ru.
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Oo1mepoccuiickuii KiracCHPpHUKATOp CrenHaIbHOCTENH 0 00pa3oBanuio // [DIeKTpOHHBII
pecypc]. — M., 2019. — Pesxum noctyma:http://www.consultant.ru.

[Tpuka3 Pocapxusa ot 23.12.2009 N 76 "OG6 yTBepx)acHIH MeTOAMYECKUX PeKOMEH AN
1o pa3paboTKe WHCTPYKIMA IO JETONPOU3BOJCTBY B (peepalbHBIX OpraHax HCIOIHUTEIHHON
Biaactu" // [Dnextponnslii pecype]. — M., 2019. — Pexxum goctyna:http://www.consultant.ru.

YuaudunupoBanHueie GOpMbI IEPBUYHON YUETHON JOKYMEHTAIMH 10 YUYETY Tpyda U €ro
orutatel, yrBepkaeHHble [locranoBnenneM ['ockomcrara P® ot 05.01.2004 Ne 1 // [DneKTpOHHBIN
pecypc]. — M., 2019. — Pesxum noctyma:http://www.consultant.ru.

KBanuduxayoHHslil cripaBOYHUK JOHKHOCTEH PYKOBOAUTENEH, CIIEHUATNCTOB U IPYTHX
ciyxamux // [DnextponHsiid pecypc]. — M., 2019. — Pesxxum noctyna: [DnekTpoHHBIN pecypc]. —
M., 2019. — Pexxum poctyma:http://www.consultant.ru.

MesxoTpacneBbie YKpyITHCHHBIE HOPMAaTUBBI BPEMEHH Ha PA0OTHI O KOMIUIEKTOBAHUIO U
yueTy KaapoB // [Dnexkrponnsiii pecypc]. — M., 2019. — Pexxum goctyna:http://www.consultant.ru.

[TepeueHb TUITOBBIX YIIPABICHYESCKUX APXUBHBIX JOKYMEHTOB, 00Pa3yIOIIUXCSI B MPOIIECCE
JEeSITEIIbBHOCTH TOCYJaPCTBEHHBIX OPraHOB, OPTaHOB MECTHOT'O CAMOYTIPABIEHUS U OpraHU3aIHil,
C yKa3aHuMeM CpOKoB xpaHenus [/ [Dnekrponusiii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

[TpaBwia opranu3anuy XpaHeHUs, KOMIICKTOBaHHUS, Y4ETa ¥ UCTIOJB30BaHUS IOKYMCHTOB
ApxuBHoro ¢onaa Poccuiickoii @exepanuyi U APYrUX apXUBHBIX JOKYMEHTOB B OpraHax
rOCyIapCTBEHHOW BJIACTH, OPraHAX MECTHOTO CAMOYIIPABJICHHS H OPTaHU3AIUIX, YTBEPKICHHBIX
npukazoM MuHKYJIbTYpbl P ot 31.03.2015 Ne 526 // [Dnexrponusiii pecypc]. — M., 2019. —
Pexxum nmocryna:http://www.consultant.ru.

JlutepaTtypa (o0si3aTe/ibHas)

Abynanze, /1. I'. JlokymeHTallMOHHOE 0O€ecTieueHe yIpaBIeHUs IEPCOHANIOM : YUEOHUK
U MIPAKTUKYM Ul akajemuueckoro 6akanaspuata / [I. I'. AGynanze, U. b. Bempsokkuna, B. M.
MacnoBa. — Mocksa : U3garensctBo HOpaiit, 2019. — 299 c¢. — (bakamaBp. AkageMuyecKuid
kypc). — ISBN 978-5-534-00875-3. — Tekcr : anexrponnslii // ObC HOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2019).

beikoBa T.A. JIOKyMEHTallMOHHOE OOECIICUCHHE YIpaBICHUS (IEIONPOM3BOICTBO)
[DnexTponHBIi pecypc] : yuebnoe nocodue / T. A. beikoBa, T. B. Ky3uenosa. - 2-e uzj., nepepad.
u gon. - MockBa : Huoppa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

I'noroBa C.A. IIpodeccroHanbHbli cTaHAAPT CIIELHATUCTA [0 YIIPABICHHUIO IIEPCOHAIOM
B JICATEIIBHOCTH  KaJpoBOW  cioyXObl  [DnektponHbIi  pecypc| /I'moroa Cetiana
AnexcanapoBHa; C. A. ['motoBa // YnipaBieHue ToKyMeHTAIMEH: TIPOILIOe, HacTosIIee, Oy ayIee
: marepuaisl Il1-eit MexayHap. Hay4.-mipakT. KoH}., mocail. namsatu npod. T. B. Ky3nenosoit,
Mocksa, PITVY, 23-24 mapta 2017 r. / M-Bo oGpa3oBanus u Hayku Poc. deneparuu, eaep. roc.
OroKkeT. yupex[. Beicil. oOpa3oBanus "Poc. roc. rymanutapusiii yH-T", McT.-apx. us-T, Dak.
JIOKYMEHTOBE/IEHUSI U TEXHOTPOHHBIX apX., Kad. nokymentoBenenus. - Mocksa : Tepmuka.py,
2017. - C. 451-457. - Pexxum noctyma : http://elib.lib.rsuh.ru/elib/000013004.

I'moroBa C.A. TenaeHuuu pa3BUTHS KaJIpoBOro JEJNONPOU3BOACTBA B paMKax
nporpammbel  "lludpoBas  sxoHommka"  [OnekTpoHHbli  pecypc] /['moroma Cpernana
AnexcanapoBHa; CBernana A. ['1oTosa // YipaBieHne J0KyMEHTaMH B IM(POBOIl SKOHOMUKE. -
Mockga : PITVY, 2019. - C. 98-103. - Pexxum nmoctyna : http://elib.lib.rsuh.ru/elib/000013245.

KanpoBoe nenonpousBoactBo: Haumnaem ¢ Hyms. Ayautr cBoumu cwiamu / U.B.
Kypasnesa, M.B. XKypasnera. - 2-¢ u3z. - Mocksa : HUL] MHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Jom. Mat. znanium.com). - (ITpocto, kpaTtko, 661cTpo). (0) ISBN 978-5-16-008986-7 - Tekcr
: anmektpoHHbIi. - URL: https://new.znanium.com/catalog/product/417566 (mata oOpareHus:
30.11.2019)
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[TaBnoBckas, O. FO. IIpaBoBoe obecniedeHre KaapoOBOTo JACIONPOU3BOACTBA : yueOHOE
nocobue st By30B / O. FO. ITaBnoBckas. — Mocksa : M3natensctBo HOpaiit, 2019. — 213 ¢. —
(Beiciee oopazoBanne). — ISBN 978-5-534-11565-9. — Tekcr : anekrponnsiit / ObC HOpait
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara oopamenus: 30.11.2019).

Jluteparypa (10TOJTHHTEILHAST)

Kykapuna IO.M. CoBpeMeHHbIE OpPraHW3allMOHHBIC M PErJIAMEHTHBIC JTOKYMEHTHI:
¢dbysakun u pasHoBugHocTd // Bectauk PITY. 2016. No2. [DnekTpoHHBI# pecypc]. — M., 2019. —
Pesxum JIOCTyIIA: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik_daizi%202(4)-16.pdf.

Muxaiinuna I'.1. Ynpaenenue nepconanom, 3-e usl. - Mocksa :[lamkos u K, 2018. - 280
C.: ISBN 978-5-394-01749-0 - Tekct : 3JIEKTPOHHBIH. - URL:
https://new.znanium.com/catalog/product/415303 (nara oo6pamenus: 30.11.2019)

6.2. IlepeyeHb pecypcoB HH(OPMAIMOHHO-TEJEKOMMYHHKAUMOHHON ceTH «VHTepHET»,
HEeO0XO0AUMBI J1JI1 OCBOEHMS U CHUTIITTUHBI

- T'apant [OnekTpoHHBIH pecypc]. — DnekTpoH. aaH. — M., cop. 2013. — Pexum pocryna:

http://www.garant.ru.

- Koncynprant Ilmtoc [DnexktponHslid pecypc]. — DnekTpoH. aadH. — M., cop. 2013. — Pexum

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

7. MaTepuajibHO-TEXHHYECKOE o0ecnevyeHue T CUMILTHHBI

B kauecTBe MarepHalbHO-TEXHUYECKOIO OOECHEYeHUs AMCLUUIUIMHBI YKa3bIBaeTCs
HeoOXxoauMoe Juisi OOy4YeHHUs JIMIICH3MOHHOE MporpaMMHOE obOecredeHne, 000py/I0BaHUE,
JEMOHCTPAIIMOHHBIE MPUOOPHI, MYITbTUMEAUWHBIE CPEACTBA, Y4eOHBIE (DHIBMBI, TPEHAXKEPHI,
KapThbl, IJIAKATBhI, HArJIsIIHbIC HOCO6I/I$I; Tpe60BaHI/I$I K ayauTOpUsM — KOMIIBIOTCPHEIC KJIACCHhI,
aKaJeMHUYECKHe WU CIEeIMaTbHO 000PYIOBaHHbBIE Ay AUTOPHH U Ta00paTOpUu, HATUYUE TOCKU U
T.J.

8. Olecneyenne o00pa3oBaTeILHOr0 mpomecca s JHUI € OrPAHMYEHHBIMH
BO3MOKHOCTSIMH 3/10POBbBSI

B xoze peanuzanny IUCUUILTMHBI UCTIOJB3YIOTCS CIEIYIOLINE JOTIOTHUTENbHBIE

METOAbI 06yqu1/1$1, TCKYIIETO KOHTPOJIA YCIIEBAEMOCTHU U HpOMG)I(}/TO‘{HOfI aTTecTalun
00y4JaromunXcsi B 3aBUCUMOCTH OT UX MHIUBUIYaTbHBIX 0COOCHHOCTEI:

® JUIS CIENBIX U CTa00BUISAIINX:

- JeKuu O(QOPMISIOTCS B BHUAEC JJICKTPOHHOTO JOKYMEHTA, TOCTYITHOTO C IOMOIIBIO
KOMIIBIOTEPA CO CTENUaTN3UPOBAHHBIM MPOTPAMMHBIM 00ECTICUCHUEM;

- INHUCBMCHHBIC 3aJaHHs BBIIIOJIHAIOTCA Ha KOMIBIOTEPEC CO CICHUATIU3UPOBAHHBIM
MPOrPpaMMHBIM 00€CTIedeHUEM, UM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrnieunBaeTCsl MHIWBUIyIbHOE paBHOMEpHOE ocBeleHre He meHnee 300 Jrokc;

- Q7S BBITIONHEHUS 3aJaHUsl TMPH HEOOXOAMMOCTH TMPENOCTABISETCS YBEIMYUBAIOIIEE
YCTPOMCTBO; BOZMOKHO TaKKe UCIIOJIb30BAHUE COOCTBEHHBIX YBETUUYHMBAIOIINX YCTPONUCTB;

- IUCbMEHHBIE 3a/1aHusl OPOPMIIAIOTCS YBETHUEHHBIM IPpU(TOM;

- 9K3aMEH U 3a4€T MPOBOAATCS B YCTHOU (pOpMe UITH BBIMOIHSIIOTCS B TUCbMEHHON (hopMe Ha
KOMIIBIOTEPE.

® JUIS TIIYXUX U CIa0OCIBIIIAIINX:

- Jekuuu OoQOpMIISIOTCS B BHUAE JJIEKTPOHHOTO JOKYMEHTa, JUOO0 MpeaocTaBisieTcs
3BYKOYCWJIMBAIOIIAA anmaparypa HHAUBUAYAJIbHOI'O MTOJIb30BAHN,

- IMCbMEHHBIE 3a/1aHUs BHIMOIHIIOTCS Ha KOMITBIOTEpPE B MHUCbMEHHOH opMe;
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- 3K3aMEH U 3a4€T NIPOBOJIATCS B MUCbMEHHOH (hopMe Ha KOMITBIOTEPE; BO3MOKHO IIPOBE/ICHUE
B (hopMe TECTUPOBAHUSI.

e JUIs JIML C HAPYIIEHUSIMU OIIOPHO-/IBUTaTEIbHOIO anapara:

- JeKIUH O(OPMISIIOTCS B BHJE AJIEKTPOHHOTO JIOKYMEHTA, JOCTYIHOTO C IOMOIIBIO
KOMIIbIOTEpA CO CHELMATNM3UPOBAHHBIM IIPOrPaMMHBIM 00€CIIeUeHHEM;

- TMCbMEHHbBIE 3a/laHusl BBIIIOJIHAIOTCS HA KOMIBIOTEPE CO CIELHMAIU3UPOBAHHBIM
IIPOrpaMMHBIM 00€CIIEUCHUEM;

- 9K3aMeH MPOBOAUTCS B YCTHOH (popMe WM B MUCBMEHHOH (pOpMe Ha KOMITBIOTEpE.

ITpu HEOOXOIUMOCTH MpelycMaTpUBAECTCs yBEINUYEHUE BPEMEHH IS OATOTOBKU OTBETA.

[Iponienypa  mpoBefeHHsST ~ NPOMEXKYTOYHOM  aTTectamuu Uit OOydaromuxcs
YCTaHABIMBACTCSI C Y4€TOM UX MHIUBUAYAJIbHBIX ICUXO(PU3MUECKUX OCOOEHHOCTEH.
[TpomexyTouHast aTTecTalusl MOXKET IIPOBOAUTHCS B HECKOJIBKO ATAIOB.

IIpu npoBeneHNH NPOLEAYPHl OLEHUBAHUS PE3yIbTaTOB OOyUEHMs HPEAyCMaTpUBAETCs
UCIIOJIb30BAaHUE TEXHUYECKUX CPEACTB, HEOOXOOUMBIX B CBS3M C HHIUBUAYAIbHBIMHU
0COOEHHOCTAMH 00yYaroIuXcs. TU CPEACTBA MOTYT ObITh IIPEJOCTABIEHBl YHUBEPCUTETOM, WU
MOTYT HCII0JIb30BaThCsl COOCTBEHHbIE TEXHUUECKHUE CPENICTBA.

[IpoBenenne mpoueAypbl OLIEHUBAHMUA  pe3ylbTaToB  OOy4deHUs  JOIyCKaeTcss ¢
MCIIOJIb30BaHUEM JUMCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTUH.

ObecneunBaeTcs A0CTyN K MH(POPMAIMOHHBIM U OMOIHOrpad)uIeckuM pecypcam B CETH
WutepHer Uil Kaxkaoro oOydaromierocs B (opmax, aJalTUPOBAaHHBIX K OIPaHUYEHUSIM HX
3JI0POBBSI U BOCTIPHSTHS HHPOPMALIH:

® IS CIICNIBIX U CIIA0OBUISIINX:

- B ICUATHON (pOpME yBEITMICHHBIM IPHUPTOM;
- B (hOpMe 3JIEKTPOHHOTO JOKYMEHTA;

- B (popme ayauodaiina.

® I TUIYXUX U CTA0O0CTBIIIANTNX:

- B IIle4aTHo# dopme;

- B (hopme 31eKTPOHHOTO TOKYMEHTA.

e s 0O0yYarONIMXCs C HApYIIEHUSIMU OTIOPHO-/IBUTaTENILHOTO anmapara:
- B IeyaTHOH popme;

- B (hopme 31eKTPOHHOTO TOKYMEHTA;

- B hopme aynuoddaiina.

VY4eOHble ayAUTOPUU Ul BCEX BHJIOB KOHTAaKTHOW M CaMOCTOSITENIbHOM paboThl, HayyHas
6u0nMoTEeKa M MHbIE MOMEIIEHUsS /ISl 0Oy4eHHUs! OCHAILIEHBI CIEIHalbHBIM 000pYyAOBaHHEM U
y4€OHBIMU MECTaMH C TEXHUUECKUMHU CPEJICTBAMU O0yUEHUS:

® IS CHEMNBIX U CIIa00BUAAIINX:

- YCTPOMCTBOM Uil CKaHUPOBaHUs U uTeHus ¢ kamepoir SARA CE;

- mucrieeM bpaiins PAC Mate 20;

- npuntepoMm bpaitis EmBraille ViewPlus;

e Ui TJIYXHX M CIa0O0CHbIIAIINX:

- aBTOMAaTU3MPOBAaHHBIM pabOYMM MECTOM JJs JIOJeH C HapylleHHeM cllyXa H
¢71a00CIIBIIIAIINX;

- aKyCTHYECKHUM yCHIIUTENb U KOJOHKH;

e s O0YYarONIMXCs C HAPYIIEHUSIMU OTIOPHO-/IBUTaTEILHOTO anmnapara:

- IEPEABMKHBIMU, PETYINPYEMBIMH 3proHomuueckumu napramu CHU-1,

- KOMITBIOTEPHOM TEXHUKOW CO CIIEUaTbHBIM IPOrPaMMHBIM 00€CTIEUEHUEM.

dopma OpOBEAECHUS TEKYLIEH M MTOTOBOWM aTTeCTallMU VIS JIML C OrPAHUYEHHBIMU
BO3MOXHOCTSIMM 3/I0pPOBbSI YCTAHABJIMBAETCS C Y4ETOM HHAMBHUIYalIbHBIX MCUXO(PHU3NUECKUX
ocobeHHocTel (YcTHO, MUCbMEHHO (Ha Oymare, Ha KOMITbIOTEpE), B (hOpMe TECTUPOBAHUSA U T.11.).
[Tpu HeoOXOAMMOCTH CTYJEHTY MHpPENOCTaBJIAETCS AONOIHUTEIBHOE BPEMs Ul IMOATOTOBKU
OTBETA Ha 3a4€Te WM dK3aMEHE.
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9.1. Ill1aHbI NPAKTHYECKUX 3AHATHIA.

TEMA1L. 3BAKOHOJATEJIBHASA PETJTAMEHTALIMA JOKYMEHTHPOBAHUA

3AJJAHMAL.

KAJIPOBOI JEATEJILHOCTU B P®

1. Tlpoanammsupyiite TpymnoBoit kogekc Poccuiickoit deneparuu u onpenenuTe TpeOOBaHUS K
cocTaBy ¥ 0()OPMIICHUIO JTOKYMEHTOB, PETJIAMEHTUPYIOLIUX TPYIOBBIC OTHOIICHUSI.

2. Ilpoanamusupyiite Tpymnooii konekc Poccuiickoit @eneparuu u onpeneaute TpeOOBaHUS K
(GYHKIMAM KaApOBOH CITyXKOBI.

YKA3AHUS 10 BBIITOJIHEHUIO 3AJTAHUI

1. Usyuwure

TpynoBoii Koaekc
opopmieHHE TpUeMa,

InepeBoja,

YBOJIbHCHUA,

KOMaHIUWPOBaHUS,

U BBIACHUTC, KaKMMH JOKYMCHTAMHU IPEAYCMOTPCHO
JUCHHUIINIMHAPHOI'O

B3BICKAHUS U TPEJOCTaBICHUS OTIycka paboTHHKaM. CocTaB JOKYMEHTOB (PHKCUPYETCS T10
KKIO0U OTIenbHON mporenype. OOpaTuTe BHHUMaHHWE HAa CPOKHU TOJTOTOBKH JOKYMEHTOB,

YCTAaHOBJICHHBIC 3aKOHOAATCJIIBHO.
PeBynBTaTH 3alaHUA MOTYT OBITE I CACTaBJICHBI B BUJC Ta6J'II/II_[I>IZ

IIpouenypa

Buasbl
AOKYMEHTOB

Homep
CTATHHU

Cpoxku,
CBSI3aHHBIE C
JAOKYMEHTOM

Conepxanue,
odopmiienue

[Ipuem Ha paboTy

[IepeBon

IIpenocrasienne
OTIIyCKa

[Tooupenue

JucuunnunapHoe
B3LICKaHHE

KOMaHI[I/IpOBaHI/Ie

YBonbHEHUE

2. Wzyunte TpynoBoi KOJAEKC U OIpeNesnuTe 00S3aHHOCTH paboToAaTeNs MO OTHOIIEHUIO K
paboOTHUKY, KOTOphIe ycTaHOBJIEHbI B Kojekce npu BOZHUKHOBEHUH TPYJIOBBIX OTHOLICHHH.
Ha 3T0if 0cHOBE cocTaBbTe nepeueHb (PyHKIUiA, BBIMOIHAEMBIX KaJIpOBOH CITy>KOOH.

KOHTPOJIBHBIE BOITPOCBI.
1. Ilepeuncnuth OCHOBHBIE BUABI JOKYMEHTOB, HCIOJIb3yE€Mble [UIsl JTOKYMEHTHPOBAHUS

TPYJOBBIX OTHOILIEHUH, YCTAHOBJIEHHBIX B TPYI0BOM 3aKOHOATEILCTBE.
2. Haszoswure THIIOBBIC (GYHKIINU KAJAPOBOH CITYkKOBI.

NCTOYHUKHU

Tpynosoit koxekc Poccuiickorn ®enepamuun ot 30.12.2001 Ne

197-®3. TIlpunar

['ocynapctennoit Jlymotii 21 nexadbps 2001r. (B pea. ot 29.12.2010) // [DnexTpoHHBII pecypc]. —

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

JIUTEPATYPA

Abynanze, /. I'. JlokymeHTanmoHHOE 00ECTIeYeHHE yNpaBICHUS MEPCOHAIIOM :
y4eOHUK ¥ IPAKTUKYM IS akagemudeckoro Oakanaspuara / 1. I'. AGynanze, U. b. Beimpsokkuna,



http://www.consultant.ru/
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B. M. MacnoBa. — MockBa : WzmarensctBo FOpaiit, 2019. — 299 c. — (bakamasp.
Axkanemudeckuit kypc). — ISBN 978-5-534-00875-3. — Tekcrt : anekrponHsii // OBC FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/433411 (nara oopamenus: 30.11.2019).

KanpoBoe nenonpousBoactBo: Haumnaem ¢ Hyns. Ayautr cBoumu cwiamu / W.B.
Kypasnesa, M.B. XKypasnesa. - 2-¢ u3z. - Mocksa : HUL] MHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Jom. Mat. znanium.com). - (ITpocto, kpaTtko, 661cTpo). (0) ISBN 978-5-16-008986-7 - Tekcr
: anmektpoHHbIi. - URL: https://new.znanium.com/catalog/product/417566 (mata oOparieHus:
30.11.2019)

[MTaBnosckas, O. 0. [IpaBoBoe obecrieueHre KaapoBOTo JEIONPOU3BOJICTBA : yueOHOE
nocobue st By30B / O. FO. ITaBnoBckas. — Mocksa : M3natensctBo HOpaiit, 2019. — 213 c. —
(Beiciee oopazoBanne). — ISBN 978-5-534-11565-9. — Tekcr : anekrponnsiit / ObC HOpait
[caiiT]. — URL.: https://urait.ru/bcode/445662 (nara oopamenus: 30.11.2019).

MartepuajbHO-TEXHHUYECKOE o0ecriedeHne 3aHsATHSI:
1.Tpynosoii konekc P®.

TEMA 2. PABPABOTKA OPTAHU3ALIMOHHBIX JOKYMEHTOB B KAJIPOBOIA
CJIYKBE
3AJAHUS

1. TIpoananu3upyiite opranusanuio padotsl ¢ kagpamu B 3A0 “Beimmen”.
2. Paspaboraiite [Tomoxxenue o6 otaene kaapos 3A0 “Beimmen”
3. PaszpabotaiiTe qOMKHOCTHYIO HHCTPYKIIHIO AJISl OHOTO U3 COTPYAHUKOB KaJPOBOU CITYKObI

YKA3AHMA 110 BBIIIOJIHEHUIO 3A JAHUA

1. Ilpoananusupyiite KomiuiekCc TOKyMeHTOB 3AO “BriMmmen”, BbIABISAS €ro CTPYKTYpY,
YHUCJIEHHOCTD, HallpaBJIeHUs AeaTenbHocTH O01ecTBa U 0COOCHHOCTH OpraHU3aIK KaIpOBOii
paboTHL.

2. Ha ocHoBe KBaM(pHUKAIIMOHHON XapaKTEPUCTHKH PYKOBOIUTENS KaapoBoii ciyxObl, Y COP/],
TpyaoBoro kojaekca M TpeOOBaHUN MHBIX HOPMATHUBHBIX M METOJIMYECKHX JOKYMEHTOB
paspabotaiite u opopmure npoekt [lonoxxenus 06 oraene kaapos 3A0 “Beivmen”.

3. Ha ocHoBe KBamM(pUKAIMOHHBIX XapaKTEPUCTHK PAOOTHHKOB KaJapoBou ciyk0b1, Y COPJ]
pa3paboTaiiTe MpoeKT IOHKHOCTHOM MHCTPYKLUH OJHOTO U3 COTPYJHHKOB OT/AEa KaapoB
3A0 “BriMnien” v opOpMUTE €T0 B COOTBETCTBUHU C YCTAaHOBJIEHHBIMH TPEOOBAaHUSMHU.

KOHTPOJIBHBIE BOITPOCHI

1. Tlepeuuncnute 3a7aun U PYHKITUU KaIPOBOM CITYKOBI.

Kakue 10KyMeHTBI peryiaMeHTUPYIOT paboTy ¢ MEPCOHAIOM OpraHU3aluu?

3. Ha ocHOBe, KakuxX JIOKyMEHTOB pPa3palaTBIBAIOTCS IOJOXKEHHUE O KaJpoBOW Ciyxk0Oe W
JIOJDKHOCTHBIE MHCTPYKIIMU €€ COTPYAHUKOB?

KakoBa cTpykTypa TEKCTOB MOJIOKEHHUS O KaJpOBOU CIyK0€ ¥ JTOHKHOCTHOW MHCTPYKITUHU?
Korna nmonoxkenne o KaapoBoi ciykOe mpuobperaeT ropuandeckyro cuiny? Korma ono
TpedyeT nepepaboTku?

6. Ilepeuncnure obmue TpeboBaHMS K OPOPMIICHHIO OPTraHU3ALMOHHBIX TOKYMEHTOB.

N

ok

NCTOYHUKU
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TpynoBoit konekc Poccuiickoii ®epeparmu ot 30.12.2001 Ne 197-@3. Ilpunar
['ocynapctBennoit Jlymotii 21 gexadbps 2001r. (B pea. ot 29.12.2010) // [DnexTpoHHBIHA pecypc]. —
M., 2019. — Pexxum goctyma:http://www.consultant.ru.

YHupUUIUpOBaHHAs CHUCTEMa OPTraHU3ALUOHHO-PACTIOPAIUTEIBHON JIOKYMEHTAIIHH.
YauduuupoBaHHble (GOPMbI, HHCTPYKIIUU U METOAMYECKHE MATEPHAIbl 10 MX MPHUMEHEHHIO.
M.1982 // I [DnextponHnsiii pecype]. — M., 2019. — Pesxxum goctyna:http://www.consultant.ru.

KBanugukamoHHbIil CIIPABOYHUK JOJDKHOCTEH PYKOBOJIUTENCH, CIEIHAINCTOB U
coyxkammx. M., 2002/ [/ [Dnektponnsii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

JIMTEPATYPA

I'morosa C.A. IIpodeccruonanbHbIi CTaHIAPT CIEIAATUCTA IO YIIPABJICHHIO MTEPCOHAIIOM
B JCATCIILHOCTH  KAJApPOBOW  CIOYKOBI  [DnekTpoHHBIA  pecypc] / I'moroBa Ceriana
AnexcanapoBHa; C. A. ['motoBa // YnipaBieHue 10KyMeHTAIMEH: IPOILIOe, HacTosIIee, Oy ayliee
: matepuainsl [1I-eii MexxayHap. Hay4.-ipakT. KOH., mocssml. namatu npod. T. B. Ky3nernosoii,
Mocksa, PITY, 23-24 mapta 2017 r. / M-Bo oOpa3oBanus u Hayku Poc. deneparuu, dexaep. roc.
Oro/KeT. yupex. Beicil. oOpa3oBanus "Poc. roc. rymanutapusiii yH-1", Mcrt.-apx. us-1, Qak.
JOKYMEHTOBEJICHUSI U TEXHOTPOHHBIX apX., Kad. nokymentoBenenus. - Mocksa : Tepmuka.py,
2017. - C. 451-457. - Pexxum noctyma : http://elib.lib.rsuh.ru/elib/000013004.

Kykapuna FO.M. CoBpeMeHHble OpraHH3alMOHHBIE U PErJIaMEHTHBIE JIOKYMEHTHI:
dbysakun u pasHoBuaHocTd // Bectauk PITY. 2016. No2. [DnekTpoHHBIH pecypc]. — M., 2019. —
Pexum J0CTyTIa: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik daizi%202(4)-16.pdf.

[TaBnosckas, O. FO. IlpaBoBoe o0ecrnieueHre KaJpoBOro JeIONpPOU3BOACTBA : yuyeOHOe
nocobue st By30B / O. FO. [TaBnoBckas. — Mocksa : M3parensctBo HOpaiit, 2019. — 213 ¢. —
(Beiciiee oOpazoBanue). — ISBN 978-5-534-11565-9. — Texkcr : anexrponnslii / 3bC FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

MartepuajbHO-TEXHHUYECKOE o0ecrieyeHne 3aHATHS

1. TpynoBoi koaexkc PO

2. YCOPA

3. KsamudukanmoHnHbie XapakKTepHCTUKN paOOTHHKOB KaJPOBOM CITy>KOBI
4. Kowmmekt nokymeHToB 3A0 “Brimnen”

TEMBI 3-7. JOKYMEHTHUPOBAHUE KAJPOBOM JESTEJILHOCTH
3AJIAHUS:

1. M3yuurte 3akoHOJaTelbHbIE TPeOOBaHUS K  COJACPXKAHUIO U O(POPMIICHHIO  TPYAOBOTO
noroBopa. IloAroroBbTe NPOEKTHl JOKYMEHTOB IO IpHEMY Ha paboTy.

2. IToAroToBhTE MPOEKTHI JOKYMEHTOB [0 MEPEBOly Ha IPYTyIo paboTy.

3.IlonroToBETE MPOEKTHI TOKYMEHTOB O MPEIOCTABICHUHM OTITYCKa, MPOEKTHI JOKYMEHTOB O
KOMaHAHPOBAaHUH paOOTHUKA

4.1ToaroToBbTE MPOEKTHI JOKYMEHTOB O MOOIIPEHUH PAOOTHUKA U TPOEKTHl JOKYMEHTOB O
BBIHECEHUH JUCLMIUIMHAPHOTO B3bICKAHUS.

5.IloaroroBbTe MPOEKTHI JOKYMEHTOB 00 U3MeHeHuu ¢GaMuiuu pabOTHUKA M MPOEKTHI
JIOKYMEHTOB O PAaCTOPEHUH TPYI0OBOrO 1OrOBOPA.

YKA3AHUS 10 BBITIOJIHEHUIO 3AJTAHUI


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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1. Ha ocHOBe MarepuaioB AEJIOBOH Urpbl (CIpaBOYHBIC JaHHBIE 0 pabOTHHKE) M TpeOOBaHUI
TpynoBoro xojiekca MoAroTOBUTh TPYAOBOM I0rOBOp € pabOTHUKOM, OGhOpMHUTE MPUKa3 O
npueMe paboTHUKA Ha paboTy (CTYyAEHTHI MOTYT COCTaBHTbH NPHUKA3 MO OOMIMM NpaBHIIaM
ohopMIIeHHSsI TPUKA30B WK BOCIIOIB30BaThCsl YHUDHUIIMPOBaHHOH (hopmoit T-1). 3amoaHuTh
Jlmanyro kaptouky pabotHuka (dopmy T-2.) OmnpemenuTb CcOCTaB JOKYMEHTOB,
HCIOJIb3YEMBIX U CO3/IaHHBIX MU MPUEME Ha pabOTy, KOTOpbIE POPMHUPYIOTCS B TUUHOE JEII0
paboTHUKa.

2. Hcnonb3ys marepuanbl JeOBOM UIphl (CIIpaBOYHBIE JNAaHHBIE O PaOOTHUKE) M YUHUTHIBas
tpeboBanus TpynoBoro koaekca ohopMuTh mepeBoa padOTHUKA (IO €ro MHUIIMATUBE U 110
MHUIMATUBE PYKOBOJUTEINA CTPYKTYPHOIO MOJpa3AeNieHus) Ha APYTylo padoTy B TOH ke
opranuzanun. CocTaBUTH 3asBJICHHE, MIPEJICTABICHUE, YBEAOMIEHHE U O(POPMHUTH MPHKA3 O
nepeBojie pabOTHHUKA Ha APYTYIO paboTy (Mo 00muM npaBuiaM oGOpMIICHUS IPUKA30B WU
BOCIIOJIb30BaThCs yHUpHUIUpoBaHHOH popmoii T-5). Buectn nannbie B JIMUHYy0 KapTOUKy
pabotauka (popmy T-2.) Onpenenutb cOCTaB TOKYMEHTOB, UCIIOJIb3YEMbIX U CO3/IaHHBIX MPU
MepeBojic Ha APYTyro paboTy, KOTOpbIe (POPMUPYIOTCS B JIMYHOE ACJI0 paOOTHHUKA.

3. Hcxons u3 MarepuasioB JEIOBOM UIPHI (CIpaBOYHBIC JaHHBIE O PaOOTHHKE) , OPOPMHUTH
©KETOIHBI OYEePeTHOW OIUTAYMBAEMBI OTIYCK W OTIYCK 0Oe3 coXpaHeHUs 3apaboTHOM
mwiatel. CocTaBUTh rpaduK OTIMYCKOB, OOPMUTH MPUKA3 O MPEAOCTABICHUH OTIIyCKa (10
001mMM mpaBuaM 0(OPMIICHHUS TPUKA30B UITH BOCIIOIB30BATHCS yHH(DHUIIMPOBAHHOM (hOpMOit
T-6) . Buectu nannbie B JInyHyro kapTouky pabotHuka (hopmy T-2.).

Hcnonb3ys MaTepualibl JeI0BOM Mrpbl (CHpaBOYHBIE JaHHbBIE O PAaOOTHUKE) MOATOTOBHUTH
NpUKa3 O HarpaBlieHMd pabOTHUKA B KOMAaHIMPOBKY (IO OOLIMM MpaBHiaM O(GOPMIICHUS
NPUKA30B WIK BOCIOJIb30BaThCS YHUPUIIMPOBaHHOI hopmoii T-9).

4. UVcnonb3ys marepuainbl JEeIOBOH UIPhl (CIpaBOYHBIE JaHHbIE O pabOTHHKE), OQOPMHUTH
MpUKa3 O MOOIIpeHUH paboTHUKa (MO oOummMM mnpaBuiaM OQOPMIICHHS TNPUKA30B HIIU
BOCIIOJIb30BaThCsl yHUGHIUpOBaHHOW (opmoii T-9). BHecTn maHHBIE O MOOLIPEHUH B
Jlmunyro kaptouky pabotHuka (dopmy T-2.). OmnpenenuTb cocTaB JOKYMEHTOB,
UCMOJb3YEMBIX NMPHU O(OPMIIEHUHU TMOOLIPEHUs,, KOTOpble (OPMHUPYIOTCS B JMYHOE IEJ0o
paboTHHKA.

Ha ocHOBanuu MaTepuraioB I[GJ'IOBOfI HUI'Pbl COCTAaBUTH 06’135[CHI/ITCJ'IBHYIO 3alucKy O
AUCHUIUIMHAPHOM IMPOCTYIKE, NOKJIAAHYIO 3allMCKYy O HApYHICHUHN pr,HOBOI>’I JUCHUITIIIMHBI,
IMPpHUKAa3 O HAJTOXCHUH JUCHUIINIMHAPHOTO B3BICKAHUA.

5. MHcnonb3ys matepuanbl JeJ0BOM UIphbl (CpaBOYHbIE AaHHbIE O PaOOTHHKE) OPOPMUTH
IpeKpalleHue TPYyAOBOIO JIOTOBOpa IO HMHUIMATHBE pabOTHMKA, 110 WHUIMATUBE
paboTonaTesns, Mo 00CTOSITENLCTBAM, HE 3aBUCAILIUM OT BOJHM CTOPOH. ONpenenuTh cocTaB
JOKYMEHTOB, KOTOpPBIMH odopmisiercss Kaxnas cutyauus. OdQopMmuTe mpukas 0
MIpeKpalleHUuH IeUCTBUS TPYAOBOTO J10roBopa (1o o01uM npaBuiiaM opopmiieHus: IPUKa30B
WM BOCIOJNIb30BaThesl yHUpHUIMpoBaHHOH (popmoii T-8). Buectu nanHbie 00 yBOJIbHEHUH B
Jlmuayro kaptouky pabotHuka (dopmy T-2.). Omnpenenuts cocTaB JOKYMEHTOB,
UCTOJb3YEMBIX MPH OQOPMIICHHH YBOJBHEHHUS, KOTOpbIE (POPMUPYIOTCS B JHMYHOE JEJI0
paboTHHKA.

CocrtaBbTe MPOEKT MpHKa3a 00 U3MEHEHNHU (paMuIIiY, TPUBEUTE BOZMOKHBIE OCHOBAHUS IS
U3JaHKS TAaKOTO IIPUKa3a.

KOHTPOJIBHBIE BOITPOCBI:

1. Beigenure OCHOBHBIE JOKYMEHTHPYEMBIC 3a/1a4l KaJIpOBOM EATEILHOCTH.
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2. OxapakTepuszylTe CTPYKTypy TEKCTa TPYAOBOTO JOTOBOpPA, MEPEUHCIUTE CYIIECTBEHHBIE

MOJIOKEHUS TPYA0BOTO JOTOBOpA.

SBnsroTcs i yaudummpoBaHHbie GOpMBI 00s13aTEIBHBIMH ?

Ha ocHoBe TpeOoBaHWII K TPYJOBOMY JIOTOBOPY, OIPEICIHTH IMOPSIOK OGOPMICHUS

JOTIOTHUTEILHOTO coTrjamieHus (I3MEeHEHHS K TPYI0BOMY JOTOBOPY).

5. Kakumu TtpeOOBaHUSAMH JOJDKHA PYKOBOJCTBYETCS KaapoBas clyk0a mpu ohOpMIICHUH
MIPUKA30B B TEKCTOBOH (hopme?

How

NCTOYHHUKHU

Tpynosoit konekc Poccuiickoii @enepanuu. Ilpunar ['ocynapcrBennon ymoit 21
nexabps 2001r. . ( ¢ m3m. u gom.) // [DnekrponHsid pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

YHauduuupoBanusie (GopMbl IEPBUYHON yUETHON TOKYMEHTALWU I10 YUeTy TpyJa U ero
OILJIATHI. q.1. M.,2004// Il [Dnexktponubiii pecypc]. — M., 2019. — Pexum
nocrymna:http://www.consultant.ru.

Oobmepoccuiickuii Kiaccupukarop npodeccuii padbodymnx, JTOJDKHOCTEH CITyXKalluX |
tapudubix paspsaoB OK 016-94. M.: Muntpyx Poccun, 1995. //// [Dnextponnsiii pecypc]. — M.,
2019. — Pexxum nocryna:http://www.consultant.ru.

Oo6mepoccuiickuii  kinaccudukatop wmHDopmammu o Hacenmenun OK 018-95. M.:
Muntpyn Poccumn, 1996 //ll  [Dnextponnsiii  pecypc]. — M., 2019. — Pexum
nocrymna:http://www.consultant.ru.

Ob6mepoccuiickuii knaccudukarop ynpasieHueckoi nokymentanuu OK 011-93. M. :
Foccranmapr Poccun, 1994 Il [Dnektponnsiit pecypc]. — M., 2019. — Pexum
nocrymna:http://www.consultant.ru.

O6mepoccuiickuii kiaccupukarop crnernuanbHocTen mo oopazoBanuo OK 009-93. M.

l'occranmapr Poccun, 1995 //// [Onextponnsit pecypc]. — M., 2019. — Pexum
nocrymna:http://www.consultant.ru.

JIMTEPATYPA

Abynanze, 1. I'. JlokyMeHTallMOHHOE 0OecTieueHe yIpaBIeHUsI IEPCOHAIOM ;| YUEOHHUK
U MIPAKTUKYM Ul akajemMudeckoro 6akanaspuata / [I. I'. AGynanze, U. b. Bempsokkuna, B. M.
MacnoBa. — Mocksa : U3narensctBo IOpaiit, 2019. — 299 c¢. — (bakanaBp. AxageMuyeckuit
kypc). — ISBN 978-5-534-00875-3. — Tekcr : anexkrponnslii // ObC HOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 (mara obpamenus: 30.11.2019).

KanpoBoe nenonpousBoactBo: Haumnaem ¢ Hyms. Ayaut cBoumu cwiamu / U.B.
XKypasnesa, M.B. Xypasinesa. - 2-e uzn. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Jom. Mat. znanium.com). - (ITpocto, kpaTtko, 661cTpo). (0) ISBN 978-5-16-008986-7 - Tekcr
: anmektpoHHbIi. - URL: https://new.znanium.com/catalog/product/417566 (mata oOparieHus:
30.11.2019)

MaTepHaHLHO-TeXHI/I‘IeCKOC obecrnevyeHue 3aHITHS:

Tpynosoit konekc PO.

VYHupuuupoBanHbie GOpMBbI NEPBUUHON YUETHON TOKYMEHTALINH.

Marepuainsl 1eJI0BOM UIPbI, COAEPIKaIIMe CIIPABOYHBIHN JaHHBIE 0 paOOTHUKE, HHPOPMALIUIO O €r0
TPYAOBOM AEATEILHOCTH.

Oobmepoccuiickue Ki1acCH(PpUKaTOPHI.

Tema 8. TPYIOBASI KHU/KKA


http://www.consultant.ru/
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SAJJAHUA

1. IlpoanammsupoBars TpynoBoi konaexkc P®, IlpaBuia BeleHus U XpaHEHUS TPYIOBBIX
KHIKEK, HTHCTPYKIIMIO 110 3aII0JIHEHUIO TPYJOBOM KHKKH. BBISICHUTE paBuia 3aBeeHUS
U TIOPAZIOK BEIEHUS TPYAOBBIX KHUKEK.

2. 3anoyHuTh OJaHK TPYAOBOW KHU)KKH CBEJCHUAMHU O pabOTe U YBOJIbHEHHH.

3. IIpoananu3upoBaTh NPEATIOKEHHBIE KOMUU TPYIOBBIX KHIDKEK, OOBSICHUTH OIIMOKH B
oopmieHUN U BEICHUH.

4. 3apeructpupoBaTh 0HOPMICHHYIO TPYAOBYIO KHIKKY.

YKA3AHUS [0 BBITTOJIHEHUIO 3AJTAHUI

1. Usyuuts Tpynosoii xoxekc P®, IlpaBuna BeneHus U XpaHEHUsS] TPYAOBBIX KHUXKEK,
MHCTPYKLHUIO 10 3aIlI0JTHEHUIO TPYIOBBIX KHUKEK .

YCcTaHOBUTE:

-3aKOHOJATEJIbHBIE 1 HOPMAaTUBHBIE IIOJIOKEHUS O CTaTyce TPYAOBON KHMIKKE, IMOPSAKE €€

oQopMIIEHUS U BEICHUS;

- HOpMaTHUBHbIE TPEOOBaHUS O AyOJIUKATE TPYAOBOM KHUKKHY;
- HOpMaTUBHbIE TPEOOBAaHNUS O BKJIAJBIIIE K TPYAOBOM KHUXKKE.

2. Vcnonp3ys mnpennoXeHHble MaTepuasbl JAEJIOBOM HIpbl W MaTepualbl 3aHATHH O
JIOKYMEHTUPOBAHUU IIPUEMA, IIEPEBO/A, YBOJIBHEHUS BHECTH COOTBETCTBYIOLIUE 3AIIMCH B
TPYZAOBYIO KHUXKKY.

3. WByunth mpensioKeHHbIE KOTMU TPYAOBBIX KHIKEK, BBISIBUTH OIIHOKHA B OPOPMIICHUH H
UCIIPABJICHUAX HA TUTYJIBHOM JIUCTE, B pazjene «CBeneHus o padboTe».

KOHTPOJIBHBIE BOITPOCHI

1. B kako#t cpok noykHa OBITh 3aBe/leHa TPYy/AOBas KHMXKKA MPU MOCTYIUIEHUM PaOOTHHKA Ha
paboty BrepBbie?

2. B xakux ciay4asx KaJpoBas cily’k0a MMeeT MpaBo BbIIATh TyOIHKAT TPYIOBON KHIDKKHA?

3.B kaxoii cpok nocie yBoJibHEHUsI paOOTHUKY BbIIAETCS TPYAOBask KHUXKKa?

4. Kak opopmiisieTcs Bbliada BKJIAbIINIA K TPYIOBON KHIDKKeE?

5. Kakoe cTpyKTypHOE MOJpa3feieHHue OpraHW3allMi XPAHUT OJIAHKU TPYIOBBIX KHUKEK M
BKJIAJBIIIEHN K HUM?

6.Kak ucnpaBuTh ommOKu, 0OHapy>KEHHbIE Ha TUTYJILHOM JIUCTE TPYIOBOW KHUKKU?

7.Kak ucnpaButh ommoOKu, 0OHapy>KeHHbIE B 3alI0JIHEHUH pa3zena «CBeaeHus o paboren?

NCTOYHUKN
Tpynosoit koaekc Poccuiickoit denepanuu. IIpunsat rocygapcrsensout Jymoit 21
nekabps  2001r.  //  [OnektponHsii  pecypc]. — M.,  2019. —  Pexum

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

IIpaBuna BeaeHHs U XpaHeHHS TPYHOBBIX KHUXkeK. (yTB.IlocTaHoBienuem
[TpaButensctBa P® ot 16 ampens 2003 r. Ne 225 // [DnextponHsiit pecypc]. — M., 2019. — Pexxum
nocryna:http://www.consultant.ru.

WHCTpYKIMS TI0 3aI0IHEHHIO TPYIOBBIX KHIKEK (yTB. [locTaHoBieHneM MuHHCTEpCTBA
TpyAa | couuanbHOoro pasButus Poccuiickoit ®epepaumu ot 10 okra6ps  2003r.).
3apeructpupoBana MunucrepctBoM toctuiiuu Poccuiickoit @enepanun 11 wHosOps 2003 . Ne
5219. /] [ Dnextponnsiii pecypc]. — M., 2019. — Pexxum mocryna:http://www.consultant.ru.

JINTEPATYPA
I'moroBa C.A. TeHneHuuMH pa3BUTHA KaJIpPOBOTO JEIOMPOM3BOJCTBA B pPaMKax
nporpammbel  "LludpoBas  sxoHommka"  [OnekTpoHHbli  pecypc] /I'moroma Ceernana
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AnekcannpoBHa; Ceernana A. ['moToBa // YnpaBieHue JOKyMeHTaMu B IU(PPOBON SKOHOMUKE. -
Mocksa : PITVY, 2019. - C. 98-103. - Pesxxum moctymna : http://elib.lib.rsuh.ru/elib/000013245.

KanpoBoe nenomnpousBoactBo: Haumnaem c¢ Hynsa. Ayautr cBoumu cuiamu / W.B.
XKypasnesa, M.B. Xypasnesa. - 2-e uzn. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Jom. mat. znanium.com). - (Ilpocro, kpaTko, 661cTpO). (0) ISBN 978-5-16-008986-7 - Tekct
: anektponHbld. - URL: https://new.znanium.com/catalog/product/417566 (mara oOpareHus:
30.11.2019)

[TaBnosckas, O. 0. IIpaBoBoe obecrieueHre KaapoBOTO ACIOMPON3BOACTBA : yUeOHOE
nocobue st By30B / O. FO. [TaBnoBckas. — Mocksa : M3narensctBo FOpaiit, 2019. — 213 ¢. —
(Beicmee o6pazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrponsslii / 3BC Opait
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara oopamenus: 30.11.2019).

MaTepnanbno-TexnnquKoe obecrnevyeHue 3aHITHS:

WMHCcTpyKLUSA 110 3alI0JIHEHUIO TPYIOBBIX KHIKEK

IIpaBuna BeeHUs U XpaHEHHUsI TPYAOBBIX KHUKEK

biiaHKU TpyAOBBIX KHHKEK

[TpuMepsbI 3aroTHEHHBIX TPYAOBBIX (KHUKEK ¢ OIIMOKaMN)

Tema 9. CACTEMATHU3ALIUSI JOKYMEHTOB KAJIPOBOM CJYKBBI.
3AIAHUS

1. IIpoananu3upyiiTe HOMEHKIATYpy Jen KaapoBoi ciyx0bl 3A0 “Beimmen”.

2. CocraBbTe NMPOEKT HOMEHKJIATYpHl Aen oTaena kaapoB 3AO “Beimmen” Ha criexyromui
KaJICHApPHBINA TOI.

3. IIpoananusupyiite TpeOOBaHUE 3aKOHOJAATEIbHBIX U HOPMATHUBHBIX JOKYMEHTOB K COCTaBY
JIOKYMEHTOB JINYHOTO JIeJa.

4. Cdopmupyiite muyHoe aeno corpyanuka 3A0 “Bremvnen” u cocTaBbTe BHYTPEHHIOIO OMKCH
JIOKYMEHTOB JINYHOTO JIeJa.

YKA3AHUS [0 BBITTOJIHEHUIO 3AJTAHUI

1. C yueroMm TpebOBaHHN HOPMATHUBHBIX JOKYMEHTOB MpPOAHAIU3UPYHTE HOMEHKJIATYypy Jeil
3A0 “BeiMmen”, ompenenss €€ BHJ, KIACCU(PHUKAIMOHHYIO CXeMy, OCOOEHHOCTH
dbopMyIIMpOBaHUS 3aT0JIOBKOB, HCTOYHUKHU U IPABUIILHOCTh YCTaHOBJICHUS CPOKOB XPAHEHHUS.
Onpenenure Nepexonsiue J1e1a, BKIIOUEHHBIE B 3Ty HOMEHKIIATYPY.

2. Ha ocHoBe TpeGoBanuii OCHOBHBIX HpaBUJI PadOTHl APXHWBOB OpPraHM3AIMN U TUIIOBOTO
NEepeyHsl YIpaBJIEHYECKUX JOKYMEHTOB CO CpOKaMH XpaHEHHsI  COCTaBbTE€ IPOEKT
HOMeHKJIaTypsl e 3A0 “BeiMmien” Ha cienyromuil kaneHaapHslil ron. IIpoekt opopmute B
COOTBETCTBUU C YCTAHOBJICHHBIM MOPSIKOM.

3. Msyuuts Yka3 [Ipesunenra PO Vka3 IIpesunenra Poccuiickoit @enepaunn ot 30 mast 2005 r.

Ne 609 «O mepcoHabHBIX JAHHBIX TOCYJAPCTBEHHOTO I'PakKAaHCKOTO Ciyskamero Poccuiickoi
®enepalli U BEJEHUU €ro JUYHOro aena» M3yunts p.8 TumoBoro mepedHs ynpaBieHYECKHX
JOKYMEHTOB M ONPEIENUTh COCTaB JOKYMEHTOB JINYHOTO Jiesia paOOTHHKA.

4.Mcnonb3yst JOKYMEHTHI, pa3paOoTaHHbIE HA MPEAbLIYIIUX 3aHATHAX, CHOpMUpYITE JTUYHOE

JIeN10 pabOTHHUKA C yYETOM yCTAaHOBJICHHBIX HOPMATUBHBIX TpeOoBaHMi. [{ng copmupoBaHHOrO

JIMYHOTO JI€JIa COCTaBbTE BHYTPEHHIOIO OMKCH JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI
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1. KakoBo Ha3Ha4Ye€HHE HOMEHKJIATYPHI JIe] B KaIpPOBOU CITyk0e?

2. KakoBbl TpeOoBaHUsI K (POPMYJIMPOBKE 3arojOBKOB JOKYMEHTOB IO JIMYHOMY COCTaBy B
HOMEHKJIaType zen?

3. Ilepeuncnure cocTaB JOKYMEHTOB JIMYHOTO Jiefia pabOTHHKA; TOCYAaPCTBEHHOTO CITY>KaIIIero.

4. Kak onpenenstoTcsi CpOKH XpaHEHUs KaJAPOBbIX JOKYMEHTOB?

5. Kakas cimy06a B opraHu3aiuy J0JDKHA pa3padoTaTh HOMEHKIIATYPY A€l KaJIpOBOH CIIyKObI?

6. Kakue 0coOGeHHOCTH XapaKTepHbI A1 HOMEHKJIATypbl €1 KaJpOBOM CITyKObI?

NCTOYHHUKHU

Vka3 [Ipesunenta Poccuiickoit @eaeparuu ot 30 mast 2005 r. Ne 609 «O nepcoHanbHbIX
JIAHHBIX TOCYAapCTBEHHOI'O IPakIaHCKOro ciryxxaiero Poccuiickont denepanuu U BEICHUH €r0
JIMYHOTO nemay [/ [OnexTpoHHBIA  pecypc]. - M., 2019. —  Pexum
nocrymna:http://www.consultant.ru.

[Tpuxaz PocapxuBa ot 23.12.2009 N 76 "OO6 yrBepxkIeHUH MeTOANMYECKHUX
pEeKOMEHIaNK 1O pa3pabdoTKe WHCTPYKIUH MO JCIOMPOU3BOACTBY B (hemepaabHBIX OpraHax
ucronHuTeNbHOH  BiacTu"//[DnekTponubiii  pecypc]. — M.,  2019. -  Pexum
nocrymna:http://www.consultant.ru.

[lepeueHb THUIOBBIX YIPABIEHYECKHX AapXUBHBIX JOKYMEHTOB, OOpasyloumxcs B
MPOIIECCE JIEATEIbHOCTH TOCYJapCTBEHHBIX OPraHoOB, OPraHOB MECTHOT'O CaMOYIpaBJICHUS W
OpraHu3anuii, ¢ ykazanuem cpokoB xpaHenus. M.,2010// [OnextponHsiii pecypc]. — M., 2019. —
Pexxum nmocryna:http://www.consultant.ru.

JINTEPATYPA

beikoBa T.A. JIoKyMeHTallMOHHOE OOECTeYeHHe YMpaBiaCHUSA (IeIOMPOU3BOICTRO)
[DnexTpoHHEIH pecypce] : yaeoHoe mocodue / T. A. brikosa, T. B. Ky3uemnosa. - 2-¢ uzg., nepepad.
u gon. - MockBa : Uudppa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

MartepuajbHO-TEXHHUYECKOE o0ecrieyeHne 3aHATHS

Meronuyeckue pekoMeHAaluui 1o pa3paboTke MHCTPYKIHUM IO JeJIONpOU3BOJACTBY B
(benepanabHBIX OpraHax UCHOIHUTEIBHOM BIACTH.

KommexT nokymenros 3A0 “Beimnen”.

[lepeueHb THUMOBBIX YIPABIEHYECKUX APXMBHBIX JTOKYMEHTOB, 00Opa3ymoIIMXCS B Ipolecce
JESATEIIBHOCTH TOCYJapCTBEHHBIX OPraHOB, OPIraHOB MECTHOT'O CAMOYTIPABIEHUS U OpraHU3aluii,
C YKa3aHUEM CPOKOB XpPaHEHHUS.


http://www.consultant.ru/
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Ipunoowcenue 1
AHHOmMauua OucyuUnIUHbL

Jucuunnnza «KagpoBoe ne10mpon3BOACTBO» pealusyercs Ha (pakylabTeTe apXHUBHOTO
nena kagenpoi T0KyMEHTOBEICHHS, Ay JMOBU3YaIbHBIX U HAYYHO-TEXHUYECKHX apXUBOB.

Jucnunimza HanpasieHa Ha GopMUPOBaHNE TPO(ECCHOHATBHBIX KOMIIETEHIIUH]:

OK-4 - cnocoOGHOCTH HCHOJB30BAaTh OCHOBBI IPABOBBIX 3HAHUNW B PA3NIUYHBIX Ccdepax
JESTEIBHOCTH;
OIIK-6 crioco6HOCTh pemaTh CTaHAapTHBIE 3aaul MPO(eCCHOHAIBHON AEATEIbHOCTH Ha OCHOBE
uH(pOpMallMOHHOW W OuOIMorpa@uueckol KynbTypbl € MPUMEHEHHEM HWH(OPMAaIMOHHO-
KOMMYHHUKAIIHOHHBIX TEXHOJOTHM M C Yy4eTOM OCHOBHBIX TpeOoBaHUN HH(OPMAIIMOHHON
0€30MacHOCTH;

Ilpeomemom Oucyunaumsbl SBISIETCS KaJapoBas JIOKyMEHTAlMs, co3JaBaeMas B
NESTEIbHOCTH KaJpOBBIX CIIyX0 M oQOopMIIsiolias TPYyJIOBbIE OTHOIIEHUS C PAOOTHUKAMH,
0COOEHHOCTH e TIOJrOTOBKU M pabOThI ¢ HEM.

Llenv oceoenus yuebHou oucyuniunbl: N3y4€HNE OCHOBHBIX IPaBUJI JOKYMEHTHPOBAHUS
TPYAOBBIX OTHOIIEHUH B PD 1 opranuzanuu paboTsl C JOKYMEHTaMU T10 JINYHOMY COCTAaBY.
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3aoauu kypca:

. O3HAaKOMHUTH CTYJEHTOB C OCHOBHBIMH NPAaBOBBIMH aKTaMU B cepe KaapoBOro
JIEeJIONPOU3BO/JICTBA;

. CdopmupoBaTh KOMILUIEKCHOE MPECTABICHNUE O COCTOSHUU COBPEMEHHOM CHCTEMBI
JOKYMEHTALIUHU 110 JTUYHOMY COCTaBY,

. JlaTh XapaKTEepUCTHKY 00s3aTEIbHBIM, YCIOBHO-0053aTEIIbHBIM U PEKOMEHIYEMbIM
JIOKYMEHTaM KaJpOBOil CITy>KObI;

. Onucatb 0COOCHHOCTH COCTaBJICHHUS M O(OPMIIEHUS JOKAIbHBIX HOPMAaTHBHBIX
AKTOB, PCIIIAaMCHTUPYIOIIUX ACATCIbHOCTHU KaAPOBbIX CHy)K6;

° BEIIBUTH OCHOBHBIE IOKyMEHTHPYEMBbIE 33/1a4l KaJpOBOM CITy>KOBI;

° Y CcTaHOBUTL COCTaB JOKYMCHTOB II0 OCHOBHBIM IOOKYMCHTHPYCMbBIM KaJApPOBBIM
npoleaypam;

. [TomaroBo onucarbs NOPSAAOK JOKYMEHTUPOBAHUS 3TUX IPOLIEAYD;

° CdopmupoBaTh HaBBIKM COCTaBJICHUS H OPOPMIICHHS JOKYMEHTOB IO JIMYHOMY
COCTaBy;

. OOy4yuTh OCHOBHBIM TEXHOJIOTMYECKHM @IpUE€MaM JeNOMPON3BOJACTBEHHBIX
onepanuii;

° O3HaKOMHTH C HOpMaMH U IpaBUJIaMU CUCTEMATU3allMU U XPAHCHHUA JOKYMCHTOB

M0 TUYHOMY COCTaBY.
B pezynomame uzyuenus oucyuniunvl cmyoenm OO0JHCeH 3HAMb:

COBPEMEHHYI0 3aKOHO/IaTENIbHYIO0 U HOPMATUBHO-TIPaBOBYIO 0a3y, perjaMeHTHPYIOLIYI0 padoTy
C KaJpOBOM TOKyMEHTaleH;

OCHOBHBIE MPOOIEMbI COBPEMEHHOTO KaJIpOBOTO JEIONPOU3BOICTBA;

cneun UKy KaJpoBoil TOKYMEHTAllMU B FOCYIapCTBEHHON M HEroCyapCTBEHHOM cdepax;
cocTaB 00s3aTeNbHBIX JOKYMEHTOB KaJpOBOU CITyKObI;

NOPSAJIOK TOKYMEHTHUPOBAHUS KaJPOBBIX MPOLEAYp, CPOKU U3/IaHUS JOKYMEHTOB;

TpeOoBaHUS K OPOPMIICHUIO IOKYMEHTOB 110 JTUYHOMY COCTaBY;

TEXHOJIOTHIO Pa0OTHI C TOKYMEHTAMHU KaJpOBOl CITy>KOBI;

MOPSAIOK BEACHUS JIMYHBIX Je]l paOOTHUKOB;

MpaBWJIa CUCTEMATU3AIMH U XpPaHEHUS TOKYMEHTOB I10 JINYHOMY COCTaBYy.

B pezynomame uzyuenus oucyuniunsl cmyoenm OO0NHCeH YMemb .

paboTath ¢ HOpMAaTUBHO-TIPABOBOM 0a30ii B chepe KaapOoBOTO JEIOMPOU3BOICTRA;

MPUMEHSTh HOPMbI TPYJIOBOTO IIpaBa, Kacarolrecs KaJpoBOi JOKYMEHTAIMH, Ha MPaKTUKE;
OpraHU30BBIBATH PabOTY KaJIpOBOH CITyKOBI;

COCTaBJIATh M O()OPMIISATH JIOKAJIbHBIE HOPMAaTHUBHBIE aKThI KaJPOBOW CITYKOBbI;

MIPOBOJUTH BECh KOMILJIEKC paboOT MO TOKYMEHTUPOBAHUIO OCHOBHBIX KaJPOBBIX MPOLIEYP;
MPaBUIBHO 0QOPMIISATE U OQOPMIISATH OTJENbHBIE KAJPOBBIE JOKYMEHTHI;

OpraHu30BaTh paboOTy € KaJAPOBOM TOKYMEHTAIMEH B OpraHU3alMaX U yUPeKICHUSIX PA3IUIHbIX
OpraHU3aIMOHHO-TIPABOBBIX (HOPM.

B pezynomame uzyyenus oucyuniunsl cmyoenm O0JdCeH 001a0amsb HAGLIKAMU:

aHau3a TMpaBbIX AaKTOB, BBIABICHUS HEOOXOJMMOHN periaMeHTHpYoe uHpopMauuu o
JIOKYMEHTHPOBAHUU TPYIOBBIX OTHOILIEHUIH;

paboThI C TUIIOBBIMHU M YHU(PUIIMPOBAHHBIMU (DOPMaMU JOKYMEHTOB;

COCTaBJIEHUS] PA3JIMYHbIX BUAOB JOKYMEHTOB, O(OPMISIONIMX TPYJIOBbIE OTHOLIEHUS C
paboTHUKaMU;

COCTaBJICHUS JIOKAJIbHBIX HOPMAaTHBHBIX aKTOB, PETJIAMEHTUPYIOLINX PabOTy KaapOBOW CIIyKOBI;
MOJICJIMPOBAaHUS yIPABIECHUYECKUX CUTyallMd IO BOIpPOCaM JOKYMEHTHUPOBAHHUS TPYAOBBIX
OTHOIIICHU;

paboThI C KaAPOBOM JOKYMEHTAIUEH;

CUCTEMATH3alMK KaJIpOBON JOKYMEHTAIMU U OpraHU3aliy €€ XpaHEHUS.
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[To quctumurHe (MoOyar0) MpeTyCMOTPEHa TPOMEKYTOUHAsI aTTecTaus B opMe
9K3AMEHA .
OO0mmast TpyJ0EMKOCTh OCBOCHHS JUCIUIUIMHBI COCTABIISICT 3 3a4E€THBIC CIIUHUIIBI.
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JIUCT UBMEHEHUI

Tpunooicenue 2

No | Tekcr aktyanuzanuu uiau npuiaraeMbii K PITJ] nokymeHT, Hara No
COAEPKAILMI U3MEHECHUS MPOTOKOJIA

1 | Ilpunoxenne Nel 21.06.2018 9

2 | Ilpunoxenune Ne2 22.06.2020 8
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[Tpunoxenue K aucty usmeHeHunit Nel

CocraB nporpammuoro odecneuenusi (IIO), coBpemeHHbIX NpodecCHOHAIbHBIX 0a3

nanubix (b/1) u undopmanunonno-cnpaBounbie cucrem (MCC) (2018 r.)

. [lepevens 1O
Tabnuya 1
Nont Haumenoanue I10 [TpousBogutens | Crmocod pacmpocTpaHeHUs
/i (ruyensuonnoe unu
€c80000HO
pacnpocmpatsemoe)
1 Microsoft Office 2010 Microsoft JIMICH3UOHHOE
2 Windows 7 Pro Microsoft JIMIIEH3UOHHOE
3 Microsoft Office 2013 Microsoft JIALIEH3UOHHOE
4 Microsoft Office 2013 Microsoft JIMICH3UOHHOE
5 Windows 10 Pro Microsoft JIALIEH3UOHHOE
6 Kaspersky Endpoint Security Kaspersky JIMIIEH3UOHHOE
. Ilepevens B/l u UCC
Tabnuya 2
Nen/m HaumenoBanue

Mexaynapoansie pedeparuBHbie HaykomeTpuaeckue b/, moctynHbie B pamkax
HalMoHaJILHOU moanucku B 2018 r.

Web of Science

Scopus

[Tpodeccuonanbubie moHOTEKCTOBBIE BJI, JOCTYIMHBIE B paMKax HAIMOHATILHON
noamnucku B 2018 T.

Kypuaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypuaner Taylor and Francis

DJeKTPOHHBIC M3/IaHKsI U3AaTeIILCTBA Springer

[Ipodeccrnonanbhbie monHoTeKCTOBBIE B]]
JSTOR
W3nanus mo oO1IeCTBEHHBIM U TYMAHUTAPHBIM HAyKaM

KommbroTepHbie cripaBOYHbIE TIPABOBbIE CHCTEMBI
Koncynprant [Lmtoc,
l"apanTt
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Ipunoscenue x rucmy uzmenenuui Ne 2

1. Crpykrypa mucuunimnbl (k m. 2 PITI na 2020 )

OO61mas TpyA0eMKOCTh JUCHUIUINHBI COCTaBIsIeT 3

se, 114

4., B TOM YHCJIC
KOHTaKTHasi paboTa o0yyaromuxcs C mpernojaaBareneM 42 4., caMOCTOsITeNbHAs pabota
oOyuaromuxcst 54 4. u 18 yacoB KOHTPOJISL.

Bupl yaeOHO# paboTh Dopmobl meKyuie2o
Paszoen (B yacax) KOHmMpona
Ne Hucuunaunwi ycneeaemocmu (no
n/n 2, Heldenam cemecmpa)
§ Dopma
) KOHTaKTHasI . .~
= S o g Z nPOMEINHCYMOUHOI
ST o | EL 24285 SE ammecmayuu (no
< Q o =
=S| E| ¢ 5l 2 x5 g% cemecmpam)
5 E > = g z % E 2 =
= @) a I3 Lg I3 a : c% ©
<
= |2 | Eg o
1 BBenenue 5 2 2 Cobeceoosanue
2 PernamenTanus 5 |4 10 | Ilposepxra domawirnux
JIOKYMEHTHUPOBAHUS 4 3A0aHUll U NPAKMUYECKUX
KaJIpOBOI pabom
JESITEIIbHOCTH U
paboThl C
KaJIpOBBIMHU
JIOKyMEHTaMU
3 Opranuzanus 5 |2 IIposepka u oyenxa
paboTHI KampoBOii 4 10 | rabopamopnoii pabomol
CITyKObI
4 CocraB KaapoBOit 5 |6 Konmponvnas paboma Ne
JIOKyMEHTALHH. 10 12 |1,
JIOKyMEHTHPOBAHUE nposepka u oyenxa
npakmuyecKux pabom
TPYIOBBIX
OTHOULIEHHUH.
5 Y4er nu4HOTO 5 |2 10 | Ilposepxa u oyemnxa
COCTaBa. 2 NpaKmu4ecKux pabom
6 Opraau3zanus 5 |2 Konmponvnas paboma Ne
paboThI ¢ 4 10 |2
KaPOBBIMH IIposepka u oyenka
npakmuyecKux pabom
JIOKyMEHTaMU
7 DK3aMeH 5 18 Hmoeosas konmponvHas
paboma
HUTOI'O: 18 24 18 | 54
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2. Obpa3oBaTesibHbIe TeXHOJIOTMHU (K 1.4 Ha 2020 r.)

B mepuon BpeMEHHOrO MPHOCTAHOBIICHUS TMOCCHICHUS OOYYaIONIUMUCS TIOMENICHHA U
tepputopun PITY. ans opranuszanuu ydeGHOro mpolecca ¢ MPUMEHEHHEM 3JIEKTPOHHOIO
o0ydeHUsT W JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJOTHH MOTYT OBITH HCIIOJIb30BAHBI
cienyromne o0pa3oBaTesibHbIE TEXHOJIOTHH:

— BUJICO-JICKIIUH;

— OHJIAWH-JIEKIINY B PEKUME PEATIbHOTO BPEMEHU;
— DJIGKTPOHHBIE YUECOHHUKH, YIeOHBIC TOCOOMS, HAyYHBIC U3/IaHUS B AJICKTPOHHOM BHJIE U IOCTYII
K MHBIM 3JIEKTPOHHBIM 00pa30BaTeNIbHBIM pecypcam;
— CHUCTEMBI JIJIs1 AJIEKTPOHHOT'O TECTUPOBAHUS;

— KOHCYJIbTallUH C UCITI0JIb30BAHUECM TCIICKOMMYHUKAIIUOHHBIX CPCACTB.

3. Ilepevyens Bl u UCC (k 1. 6.2 Ha 2020 r.)

HaMOHAJILHOM noamucku B 2020 r.
Web of Science
Scopus

Nont HaumenoBanue
/m
1 | MexayHapoaHbie pedepaTuBHBIE HayKoMeTpruueckue BJI, 1ocTymHbie B paMkax

HpO(beCCI/IOHaJ'IBHbIe IIOJIHOTCKCTOBBIC BH, AOCTYIIHBIC B paMKax HallMOHAJIbHOM

moamucku B 2020 T.

Kypuansr Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

Kypuanst Taylor and Francis

[TpodeccnonanbHble MOJHOTEKCTOBBIE /]

JSTOR

W3 nanus mo oOIIeCTBEHHBIM M TYMaHUTAPHBIM HayKam
DnekTponHas 6ubnmoreka Grebennikon.ru

KomnproTepHbl€ ClIpaBOYHbIE IPABOBBIE CUCTEMBI
Koncynsrant Ilntoc,
I"apanT

4. CoctaB nporpammuoro odecnederus (I10) (x n. 7 na 2020 r.)

Nent Haumenosanue [10 IIpoussBoaurens Croco6
/m pacnpocTpaHeHus
(JlubleH3u0HHO€ uiu
c60000HO
pacnpocmparsiemoe)
1 Adobe Master Collection CS4 Adobe JUIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JUIEH3UOHHOE
3 Windows 7 Pro Microsoft JINIEH3UOHHOE
4 SPSS Statisctics 25 IBM JIAIIEH3MOHHOE
5 Microsoft Office 2013 Microsoft JIULIEH3UOHHOE
6 Microsoft Office 2013 Microsoft JUIEH3UOHHOE
7 Windows 10 Pro Microsoft JULIEH3UOHHOE
8 Kaspersky Endpoint Security Kaspersky JIUIICH3UOHHOE
9 Microsoft Office 2016 Microsoft JUIEH3UOHHOE
10 Zoom Zoom JIMIIEH3UOHHOE
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