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1. losicHUTeJIbHAA 3aNIMCKA
1.1. Hexab u 3agauu IMCUMILUIUHBI (MOYJIs1)
Llenv Oucyuniunvl: MOATOTOBUTH BBIMYCKHHUKA, BIJIAJCIONIET0 HABBIKAMU BEACHHUS KaJIpOBOTO

ACIJIOMPOU3BOACTBA.

3agaun IUCHUIIMHBI :

o CdhopmupoBaTh y CTyneHTa KOMIIETCHIIMH, MO3BOJISIOIINE €My BBINOJHATH BECh
KOMILJIEKC paboT 110 KaIpOBOMY JAEJIONPOU3BO/ICTRY;

o CdhopmMupoBaTh y HET0 KOMIUIEKCHOE MPEICTABICHUE O CUCTEME JOKYMEHTAIMH T10

JIMYHOMY COCTaBY;

o Jlath mpezacTaBieHue 00 ypOBHE PETIAMEHTAIlMU KaJIpOBOTO ACIOMPON3BOICTBA B
PO;

o Hayuuts cTynmeHTa coCTaBIATh W O(OPMIISATH OpraHU3AlMOHHBIE KaJpPOBHIE
JIOKYMEHTHI;

o Hayuuth cTygeHTa JOKyMEHTHpPOBaTh OCHOBHBIE KaJpOBbIE MPOLEAYpPHl B

COOTBETCTBHUH C TPEOOBAHUSIMU 3aKOHOJATEIbCTBA;

o Hayuntp crTyneHTa OpraHu3oBBIBaTh pabOTy KaJIpoBOM CIy>KObI, COCTaBISATh
JIOKaJIbHbIE HOPMATUBHBIE aKThl, PEIIIAMEHTUPYIOIIKE €€ NeATEIbHOCTD.

o OOy4nuTh OCHOBHBIM TEXHOJOIMYECKHMM MpHUEMaM  JeJIONPOU3BOACTBEHHBIX

OIepaLyii, OpraHu3aluu XpaHEHUs KaJApOBOM JOKYMEHTALUH.

1.2. ®opMupyemble KOMIETEHUHMH, COOTHECEHHbIe C IIAHHPYEMBIMH pPe3yJbTaTaAMH

00yuyeHusi Mo TUCHUILINHE (MOIYJII0):

B pesynprare OCBOGHHUS JUCHUIUIMHBI OOYYaroOIIMICS JOIDKEH JIEMOHCTPUPOBATH

CIIeYIOIINE Pe3yIbTaThl 00pa30BaHMUS:

Koowt Cooepircanue komnemenyuii Ilepeuens NAHUPYEMbIX
komnemenyuu pe3yibmamos 00yueHnus no
oucyuniune
OK-04 CIIOCOOHOCTH UCIIOJIb30BAaTh OCHOBBI 3HaTh:
MPaBOBbIX 3HAHUU B Pa3IUYHBIX - HOPMAaTUBHO-TIPABOBYIO 0azy
cdepax AeITenTbHOCTH KaJIpOBOTO  JIEJIONIPOM3BOJICTBA B
Poccuiickoi ®enepanuu;
- TOpSAJOK  MPUMEHEHUS  HOPM
TPYZOBOTO IIPaBa;




VYMeTh:

- paboTarh C TPABOBBIMH AaKTaMHU,
periIaMeHTUPYIOIUMU BOIIPOCEI
JOKYMEHTHPOBAHUSA TPYAOBBIX
OTHOLICHUHA U PabOTHI C KaJPOBBIMHU
JOKYMEHTaMHU,

- OmpeAensaTh M0 HOPMAaTUBHOW Oasze
COCTaB O0S3aTENBHBIX M YCJIOBHO-
00s13aTEeNbHBIX JIOKYMEHTOB,
oopmItsTFOIIIIX TPYZOBBIE
OTHOIICHUS C paOOTHUKAMU;

Bnanets:

- HaBBIKAMM aHaAJIM3a IMPaBBIX AKTOB,
BBISBJICHUS HEOO0XO0IMMOM
pernamMeHTHpyome uHQopMaIu o
JOKYMEHTUPOBAHUU TPYIOBBIX
OTHOLIEHUH M paboTe ¢ KaapoBOH
JOKYMEHTALUEH;

- HaBBIKAMM TNPUMEHEHUS HOPM
TPYAOBOTO npasa B

pohecCHOHALHOM e TEIBHOCTH.

OIIK-6

CMOCOOHOCTH peIaTh CTaHAAPTHBIC
3a7auu NpodeccuoHaIbHOM
JesITeTbHOCTH Ha OCHOBE
MH(POPMALIMOHHON 1
oubnuorpaduyeckoit KyabTyphl C
IpUMEHEHHEM UH(POPMALIMOHHO-
KOMMYHHUKAIIHOHHBIX TEXHOJIOTUH U C
yU€TOM OCHOBHBIX TPEOOBaHHIA
MH(POPMALMOHHOM 0€301MacHOCTH

3HaTh:

- JlelicTByrOIME NPABOBBIE aKTHI,
METOJIUYECKHE pa3paboTku,
JIOCTyNHBIE  WH(OPMALMOHHBIE U
AJIEKTPOHHBIE  PECypChl,  JIAIOIINE
nH(MOPMALIMI0O O TIOPSAIKE BEICHUS
KaJIpOBOTO JEJIONPOU3BOCTBA;

- TpeOoBaHuA  HH(POPMAIIMOHHOMN
0e30MmacHOCTH IpH PadoTe C KaIPpOBOM
JOKYMEHTALUEH;

YMmers:

- COCTaBIISATh JIOKaJIbHbIE
HOPMATHUBHBIE aKThl, COJEpIKaIlne
TpeOoBaHUs K  HMHPOPMALMOHHOM

0€30macHOCTH  JOKyMEHTAllMd |
cojiepkalieiics B ”HPpOpMaLuy;
- OCYIIECTBISTH MPO(PECCHOHATBHYIO
ACATCIIBbHOCTD Ha OCHOBC
YCTAHOBJICHHBIX MCTOAWK BCICHUIA
KaJpOBOTO JEJIONPOHU3BO/ICTRA;

Bnagers:

- JOKyMEHTUPOBAaHMS  KaJpOBOH
JesITeIbHOCTH, pabOThl C KagpOBOU
JNOKyMEHTalMel, OpraHu3aluu ee
XpaHEeHHs Ha OCHOBAaHUM TpeOOBaHUI
IIPAaBOBBIX  AKTOB, METOAMYECKHUX
MaTEepHAJIOB U C YYETOB 00ecreyeHus




COXPaHHOCTH u 0e30MmacHOCTH
uHpOMpanuu.

1.3. MecTto AucHMIUINHBI (MOYJIs1) B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM NPOrPaMMBbI

Hucuuruinna (Mmoxynb) «KazapoBoe 1e10mpon3BOICTBO» BKIIOYEHA B 0a30BYIO 4acTb
npoeCCUOHATBHOTO LMKJIA JUCHUIUIMH Y4YeOHOrO IUIaHa IO HAIMpaBICHHIO MOJATOTOBKH
«/lokyMeHTOBEIEHNE U apXUBOBEIACHHEY.

Jlsise OCBOGHHUSI AUCIUIUIMHBI (MOJIYJIs1) HEOOXOAMMBI KOMIETEHIUH, C(HOPMUPOBAHHBIEC B
XOJ€ W3yuYeHUs CIEAYIOIIUX AUCHUUIUIMH U IPOXOXKAECHHA NpakTHK: TpyaoBoe Ipaso,
Opranuzanus u rexsHoaorus J0Y.

B pesynprare OCBOEHHMSI IUCHMIUIMHBI (MOAYJsi) (OPMHUPYIOTCS KOMIIETEHIIHH,
HEOOXOIUMBIE JUISI U3YyUEHHs CIEAYIOUMX IUCIHMIUIMH (MOAYJEH) M MPOXOXKICHHUS MpPAKTHK:
3ammra U 00paboTKa MEPCOHAIBHBIX JAHHBIX, 3alUTa KOH(PUACHIMATbHON HH(pOpMAIMKU B

KaJpOBOH Ciryx0e.

2. CTpyKTYypa TUCHUILINHBI (MOLYJIsI)

Cmpykmypa oucuyuniunvt (MoOy1s) 011 04HO-3A04YHOU PopMbl 00yUeHUA

(2017 200 nabopa)

Obwas mpyooemrocms oucyuniunvl cocmasisem 3 3.e., 108 u., 6 mom uucie KOHMAaAKmMHas
paboma obyuyarowuxcs ¢ npenodasamenem 24 u., npomescymounas ammecmayus 18 u.,
camocmosmenvuas paboma obyuarowuxcs 66 u.

Bunsl yueOHoM paboThI Dopmvl meKyuiezo
Pazoen (B wacax) KOHmMpOnn
No Hucyunnun ycnesaemocmu (no
n/n 2 Helenam cemecmpa)
§ Dopma
al a. Y
N e = POMEINCYMOUHOIL
] 2 = =]
ST o | . EL B3 EE ammecmayuu (no
< joh R
=S| E| 28 2 58 2% cemecmpam)
5 = EEZ &% $E &
= O 5 8 89 s S =
= |8 |F§0
1 Benenue 5 |1 2 Cobecedosanue
2 PernamenTanus 5 |2 10 | IIposepra domauwitux
JOKYMEHTUPOBaHUs 4 3a0anutl u 1a60pamopHoll
KaJpOBOU pabomol
IEATEILHOCTH
paboThI ¢




KaJIpOBBIMHU
JOKYMEHTaMH
3 Opranuzanus 5 |2 IIposepxa u oyenxa
paboThI KagpOBO 2 6 nabopamopuoi pabomul
CITYKOBI
4 CocraB kaapoBoOit 5 |2 Koumponvnas paboma Ne
JOKYMEHTAIUH. 4 12 |1,
JIOKyMEeHTUPOBaHUE nposepka U oyenka
TPYIOBBIX nabopamopnoi pabomol
OTHOIIIECHUU.
5 VY4er nMuHOro 5 |1 8 IIposepka u oyenxa
cocTasa. 2 nabopamopHoil pabomul
6 Opranuzanus 5 |2 Koumponvnas paboma Ne
paboTsI ¢ 2 10 |2
KapOBBIMU IIposepka u oyenka
JOKYMEHTaMH niposepkau
nabopamopuou pabomol
7 DK3aMeH 5 18 HUmozosas konmponvuas
paboma
NUTOrO: 10 14 |18 | 66

Cmpykmypa oucuyuniunvt (Mo0yns) 01 3a04HOU hopmbl 00yUeHUSA

(2017 200)

Obwas mpyooemkocms OUCYUnIUHbl cocmagnsem 2 3.e., 72 4., 68 mMOM yucie KOHMAKMHAA
paboma obyuarowuxcs ¢ npenooasamenem 8 4., npomedxcymounas ammecmayus 9 u.,
camocmosmenvuas paboma obyuarowuxcsa 55 u.

Bunsr yaeOHOI paboThI Dopmbl meKyuye2o
Pazoen (B yacax) KOHmMpOnn
No Hucyunnun ycnesaemocmu (no
n/n 2 Helenam cemecmpa)
§ Dopma
V o
N e =i npomMeINcymounoil
] 2 = =]
o - o | 24 24 25 E5 ammecmayuu (no
< joh R
S| £ |25 2§ 93 2§ cemecmpam)
5 = Egl &5 SE &=
= O 28 8 s a: zZ©
= <
= |8 | Eg°
1 Benenue 4 Cobecedosanue
2 PermamenTanus 6 IIposepka domauwinux
JOKYMEHTUPOBaHUs 3a0anuil
KaJIpoBOi1




JEeSATebHOCTH U
paboTshI ¢
KaJIpOBBIMU
JOKYMEHTaMH

3 Opranuszanus 2 2 IIposepka u oyenxa
paboThI KaIpOBOM 5 nabopamopuoi pabomol
CITyKOBI

4 CocraB kaapoBoOit 2 2 Koumponvnas paboma Ne
JOKYMEHTAITUH. 20 |1,
JIOKyMEHTHPOBaHKE Nposepra. U oyerka
TPYIOBBIX nabopamopuoi pabomol
OTHOIIIECHUU.

5 VYyer 1MuHOrO IIposepka u oyenka
COCTaBa. 10 | oomawnux 3a0anuil

6 Opranuzanus Koumponvnas paboma Ne
paboTsI ¢ 10 |2
KaJIpOBBIMU
JOKYMEHTaMH

7 DK3aMeH 9 Hmoecosas xkonmpoavras

paboma

HUTOI'O: 4 4 |9 55

Cmpykmypa oucuyuniunst (Mo0y1s) 011 3a04HOU hopmbl 00yUeHUSA

(2018 200 naoopa)

Obwas mpyooemrocms oucyuniunvl cocmaesisem 3 3.e., 108 u., 6 mom wucie KOHMAKMHAL
paboma obyuarowuxcs ¢ npenooaeamenem 12 u., npomesxcymounas ammecmayus 9 u.,
camocmosmenvuas paboma obyuarowuxca 87 u.

Bunsl yueOHoM paboThI

(DOPM bl meKyuie2o

Pazoen (B yacax) KOHmMpOnn
No Hucyunnun ycnesaemocmu (no
n/n S Heldenam cemecmpa)
§ Dopma
3 o
s T o npoMeINcymounoil
] 2 = =]
ST o | Eo 24 25 EE ammecmayuu (no
< joh =R
S| E |25 8 93 2§ cemecmpam)
Bt z Ez g z £ 8w
= O 8 8 a: zZ©
.
=N = =~
1 Benenue 5- 5 Cobecedosanue
6




2 PernamenTanus 5- 10 | IIposepra domauwinux
JOKYMEHTUPOBaHUA | 6 3a0anuil
KaJpoBOi
JEeSTebHOCTH U
paboTsI ¢
KaJIpOBBIMU
JOKYMEHTaMH

3 Opranuzanus 5- |2 2 IIposepxa u oyenxa
paGoTHI KaJpoBOit 6 10 | rabopamopHotl pabomol
CITyKOBI

4 CocraB kaapoBoOit 5- |2 2 Koumponvnas paboma Ne
JIOKYMEHTAIIUH. 6 20 |1,
JIOKYMEHTHPOBAHHUE nposepka U oyenka

nabopamopnoi pabomol

TPYIOBBIX
OTHOIIIECHUU.

5 VYyer 1MuHOrO 5- 2 IIposepka u oyenka
COCTARA. 6 10 | oomawnux 3a0anuil

6 Opranuzanus 5- 2 Koumponvnas paboma Ne
paboTEHI ¢ 6 20 |2
KaJIpOBBIMU
JOKYMEHTaMH

7 DK3aMeH 5- 9 12 | Umozcosas konmponvHas

6 paboma

HUTOI'O: 4 8 9 87

Cmpykmypa oucyuniaunsl (MoOyns) 0na 04HOU hopmbl 00yUeHUA

(2019 200 nabopa)

Obwas mpyooemrocms oucyuniunvl cocmasisem 3 3.e., 108 u., 6 mom yucie KOHMAaAKmMHAsA
paboma obyuarowuxcs ¢ npenodasamenem 42 u., npomescymounas ammecmayus 18 u.,
camocmosmenvuas paboma obyuarowuxcs 66 u.

No
n/n

Pazoen
Hucyunaunu

Cemecmp

Bunsl yueOHoI paboThI
(B wacax)

KOHTAKTHast

Jlexun

3aHATHL
3aHATHL

IIpomexyTou-

Has aTTeCcTalus

Cemunap
[IpakTuueckue
JlabopaTopHEIe

CaMOoCTOSTENBH

as paboTa

Dopmvl meKyujezo
KOHmpona
ycnegaemocmu (no
Heldenam cemecmpa)
Dopma
HPOMEIHCYMOUHOIL
ammecmauyuu (no
cemecmpam)
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1 Benenue 5 |1 2 Cobecedosanue
2 PermamenTanus 5 |2 8 IIposepka domawinux
JOKYMEHTUPOBaHUs 6 3a0anutl u 1a60pamopHoll
KaJpOBOM pabomol
JEeSTebHOCTH U
paboTsI ¢
KaJIpOBBIMHU
JOKYMCHTaMHU
3 Opranuszanus 5 12 IIposepka u oyenka
paGoThI KaApOBOii 4 6 nabopamopuoi pabomol
CITyKOBI
4 CocraB kaapoBoOit 5 |2 Koumponvnas paboma Ne
JIOKyMEHTALIUH. 6 8 1,
JIOKyMEHTHPOBaHKE npoeepra U oyerra
nabopamopuoi pabomul
TPYAOBBIX
OTHOIIIECHUU.
5 VY4er nMuHOro 5 |1 8 IIposepka u oyenxa
COCTaBa. 4 nabopamopuoi pabomol
6 Opranuzanus 5 |2 Koumponvnas paboma Ne
paboTsI ¢ 4 10 |2
KaPOBBIMH IIposepka u oyenka
npoeepxa u
JOKYMEHTaMHU .
nabopamopuoi pabomol
7 DK3aMeH 5 18 |8 HUmozosas konmponvuas
paboma
HUTOI'O: 18 24 18 | 48

Cmpykmypa oucuyuniaunsl (MoOyns) 01a 04HO-3A0YHOU Popmbl 00yUeHUs

(2019 200)

Obwas mpyooemrocms oucyuniunvl cocmasisem 3 3.e., 108 u., 6 mom wucie KOHMAKMHAL
paboma obyuarowuxcs ¢ npenooasamenem 24 u., npomedxcymounas ammecmayus 18 u.,
camocmosmenvuas paboma obyuarowuxcs 66 u.

Bunsl yueOHoM paboThI Dopmvl meKyuiezo
Pazoen (B yacax) KOHmMpOnn
No Hucyunnun ycnesaemocmu (no
n/n S Heldenam cemecmpa)
§ Dopma
S B s s o npomMeINcymounoil
S < e | B = § 5 S g ammecmayuu (no
5 E E E é E Z 9 ;0) % cemecmpam)
2| 5555525 g3
BERELEE
1 Brenenue 5 4 Cobecedosanue
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2 PernamenTanus 5 |2 2 6 IIposepka domawinux
JOKYMEHTUPOBaHUs 3a0anuil
KaJpoBOi
JesITeTbHOCTH U
paboTsI ¢
KaJIpOBBIMU
JOKyMEHTaMHU

3 Opranuszanus 5 12 4 IIposepka u oyenka
paboThI KaJIpOBO 6 nabopamopuoi pabomol
CITyKOBI

4 CocraB kaapoBoOit 5 12 4 Koumponvnas paboma Ne
JIOKYMEHTAIIUH. 20 |1,
JIOKYMEHTHPOBAHHUE nposepka U oyenka

nabopamopnoi pabomol

TPYIOBBIX
OTHOIIIECHUU.

5 VYyer 1MuHOrO 5 12 2 IIposepka u oyenka
COCTaBa. 10 | oomawnux 3a0anuil

6 Opranuzanus 5 |2 2 Koumponvnas paboma Ne
paboTsI ¢ 10 |2
KaJIpOBBIMU
JOKyMEHTaMHU

7 DK3aMeH 5 18 | 10 | Umoeosas konmponvhasi

paboma
HUTOI'O: 10 14 18 | 66
3. Coaepxkanue TUCHUIIHHBI
Ne | HammeHnoBanue pasaesa Coaepxanue
AUCHUTLINHBI
1 Beenenue IIpenmer, 3agaum, coOIepkKaHUE Kypca.

XapaKkTepUCTUKA COBPEMEHHONW CHCTEMBI KaJIpOBOU

AOKYMCHTAIUU. Bzaumocss3b IponeccoB

yIpaBJICHUS TICPCOHATIOM C COCTABOM M MOPSIKOM
(dhopMUpOBaHUS CHCTEMBI JOKYMEHTALMHA IO
JUYHOMY cocTaBy. MecTto Kypca cpeau Apyrux
HayYHBIX JUCLUILINH: «JlOKyMEHTOBEIEHUEY,
((OpFaHI/I3aI_[I/ISI N TCXHOJIOTUA ,Z[OKyMeHTaLII/IOHHOFO
obecreyeHust

yIpaBIICHUNY, «YmnpaBiieHHE
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nepcoHasiom», « Tpynosoe npaso» u np. Mcrounuku
U3Yy4EeHHs Kypca. 3aKOHOAATEIbHbIE 1 HOPMATHBHO-
[IPaBOBBIE  AKTHI, HOPMAaTUBHO-METOIUYECKHE

JIOKyMeHThI. OTeuecTBeHHas! ucToOprorpadus.

Pernamenranus
JOKYMEHTUPOBAHUS KaIpOBOU
TesITeIbHOCTH U pabOTHI C
KaJIpOBBIMU IOKYMEHTAMH.

BaKOHOI[aTCJIBHBIe U HOPMATUBHO-IIPABOBBLIC AKThI.

TpynoBoit konekc Poccuiickon Denepaunu
KaK OCHOBOM IIPaBOBOM aKT, OIIPEAECISIOIIMNN COCTaB
U TOPSIIOK O(pOpMIIEHUS JIOKYMEHTOB 1o
YCTaHOBJICHUIO TPYJAOBBIX OTHOLICHHUW U TPYIOBOU
JesITeIbHOCTH pabOTHHUKA. 3aKOHONATENbHBIE AKTHI
Poccun 0 HOKYMEHTHMPOBAaHMM OTHENIBHBIX CTOPOH
TPYNOBOM JEATECIBHOCTA  Pa3JIMYHBIX KaTerOpHUU
paOOTHUKOB. 3aKOHOJATEIbHBIE AKThl CYOBEKTOB
Poccuiickoii  ®enepanmu, VYkasel Ilpesunenra,
IlocTaHOBIECHUS U PACHOPSIKEHUS IIPABUTEILCTBA

Poccuiickoit @enepanuu.

HOpMaTI/IBHO-MeTOHI/I‘-IGCKI/Ie AOKYMCHTEI .

KBanudukannoHHbIi CTIPAaBOYHUK u
npodeccuOHaNbHbIE CTAaHAAPTHl, KaK OCHOBHBIC
HOPMATHUBHBIE JOKYMEHTBI, pPErJIaMEHTHUPYIOLIHE
TpeOOBaHUS K KBANU(UKALUK, 3HAHUSIM U YMEHHIM
pabotHukoB. OOrepoccuiickue KiacCu(pUKaTOphI
TEXHUKO-D)KOHOMUYECKOU u COLIMAJIBHOU
MHpOpPMAaLINH, YCTAaHABIMBAIOIIME COCTAB U MOPSIAOK
3aIOJTHEHUS KaJPOBBIX JOKYMEHTOB.

TumoBele TEpPEeYHH U CPOKU XpaHEHUs
JTOKYMEHTAIUH o JUYHOMY COCTaBy.
PerynupoBanue opranuzali apXMBHOTO XPaHCHHS
JOKYMEHTAIUH 10 JUYHOMY COCTaBy B HOPMAaTHBHO-

METOANYECKUX NOKyMeHTax PO.
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Pa3pabotku I'ockomcrara P® o
yHU(UKaIUU bopm NEPBUYHOMN Y4ETHOU
JOKYMEHTAIUH.

Opranuzanus paboThl KaapOBOI

CITyKOBI

CTpyKTYypBl KaJpOBBIX CIy>0. UnCIeHHBIN
U JIOJDKHOCTHOW cocTaB ciy»Obl. Hopmatusel
BPEMEHU Ha pabOTHI MO yUETY KaJpOB.

3amaun ¥ (QYHKIUMA KaJpOBOH  CITyXOBI.
[Tonoxenne 00 otaene KaapoB (yNpaBlICHUH,
JenapTaMeHTe U JIp.), KaK OCHOBHOW HOPMAaTHBHBII
JOKYMEHT 1o OIIpEEIIEHUIO CTPYKTYpHI,
YHUCJICHHOCTH, BUAOB PAabOT ATOTO MOJpPA3ICIICHUS.
[Mopsimox  pa3paboTku, coctaB uWHGMOpPMALUUA U
CTPYKTypa TEKCTa IOJIOXKEHUsS. 3aKpeIUIeHUE IIpasB,
OTBETCTBEHHOCTH, B3aMMOCBA3€EH OT/A€EIa KaJApPOB.

JIOJDKHOCTHBIE MHCTPYKLIMM, KaK OCHOBHOM
IIPaBOBOM aKT, OIIpEIEIAIOINN [IpaBOBOE
MOJIOKEHHE PAOOTHUKOB KaJpPOBOH CIyXObl H
OpraHM3aluio ux Tpyna. HazHaueHue 10IKHOCTHBIX
UHCTPYKIUH.

NHucTpykuus o KaJpOBOMY
JEJIONPOU3BOACTBY, KAaK OCHOBHOH HWHCTPYMEHT
NOBBIIEHUS 3(P(PEKTUBHOCTH PAOOTHI  KaJAPOBBIX
noApasaesieHuit B chepe KaJIpOBOTO
NEJIONPOU3BOCTBA.

Pernamenranust paboThl € TEpPCOHAIOM B
JIOKQJIbHBIX HOPMAaTUBHBIX aKkTax u
OpraHMU3alMOHHBIX JOKYMEHTax (ycraB
OpraHM3aliy, IpaBWJIa BHYTPEHHEIO TPYIOBOIO
pacrnopsika, MOJ0XKEHUE O MEPCOHAIbHBIX JaHHBIX,

KOJUIEKTUBHBIN JIOTOBOp U Jp.).

CocTaB KaspoBOW JOKYMEHTAIMH.
JIOKyMEHTHUPOBaHHE TPYAOBBIX

OTHOIIIEHUHN.

XapakTepuCcTHKa CHUCTEMBI KaJpOBOM
JOKyMEHTAlluM, €€  COOTBETCTBUE  OCHOBHBIM

3ajjauaM 1o 1moadopy, yU4eTy U pacCTaHOBKE KaJpOB.
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OOs3arenbHas U yCIOBHO-00s3aTeNIbHAS KaJpoBas
JTOKYMEHTAIHSL.

OpraHu3anvoHHbIE JOKYMEHTHl — MHITaTHOE
pacnucaHue, CTPYKTypa M IITaTHas YUCIEHHOCTH,
rpauK OTIYCKOB.

PacniopsinutenbHble TOKYMEHTBI — IpPHUKa3bl
(pacopspkeHHs) 1O JHMYHOMY cocTaBy. OOmme
TpeOoBaHUs K OPOPMIICHHUIO U CPOKAM MTOATOTOBKH.

HHdpopMannoHHO-CIIPaBOYHbIE TOKYMEHTHI —
3asBJICHUS, TPEACTABJICHUS, YBEAOMIICHUS, AaKTHI,
JOKJIaIHbIE U OOBSCHUTEIBHBIC 3aUCKH.

VYyerHbie GOpPMBI U UX Ha3HAUYCHUE.

[Ipuem pabGotHukoB Ha pabory. CocraB
MEPCOHATBHBIX JOKYMEHTOB paboTHUKa,
MPEJCTABIAEMBIX PA0OOTONATEINIO IS yCTAaHOBICHHS
TPYNOBBIX OTHOLICHHMH. TpynoBoi  1OroBop -
3aKOHOJATEJIbHOE 3aKpeIuieHHe TpeOOBaHUM K
CTPYKType TEKCTa, TMOPAAKY COCTaBJICHHUA U
opopmrenus. [loaroroBka u opopmiieHIE TPUKA30B
(pacmiopspkeHMi) 0 TpuemMe Ha paboTy. AHKETHI,
aBTOOMOrpaduu, pe3oMe H  JAp. JOKYMEHTHI,
3aIoJIHsAEMBIC TIPH TIpUeMe Ha padoTy.

BHecenue cBeieHuil B TpyA0BYIO KHIDKKY U JTHYHYIO

KapTO4Ky pabOTHHKA.

JIOKyMEeHTHpOBaHUE  JBMKCHUS  KaJpOB.
Bunsl mepeBomoB. CocTaB M TOPSIOK H3TAHHS
JTOKYMEHTOB, O(OPMIISIONINX MPOLEAYPY MepeBoa.
Coneprxanue, MOpSAAOK MOATOTOBKH M O(opMIIeHHUS
IIPUKA30B (pacniopsixeHMiN) 0 [IEPEBOJIE
COTPYAHUKOB. JIOKYMEHTHI-OCHOBaHHS K IIPUKA3aM O

HepeBo/Ie.

Bunst ormyckos. Ilopsnok odopmienus
€XKETOJHOr0 OYEPEAHOr0 OIIaYMBAEMOI0 OTITYCKa.

I'paduk OTHYCKOB, COCTaB, COAEp)KaHUE, MOPSIAOK




15

IIOATOTOBKH u oopmienus IIPUKA30B
(pacnopsixeHuit) o IIPEAOCTABICHUH OTITYCKA.
Ilopsnox  mepeHoca  ormycka.  JlOKyMEHTHI-

OCHOBAHUS K IIpHUKa3aM 00 OTITyCKax.

[Topsmoxk odopmiieHHS KOMaHIUPOBOK —
COCTaB JIOKYMEHTOB, oopmIIsTIOIINX
KOMaHIUpOBaHHE pabOTHHMKA, COJIEp)KaHHE H

MOPAAOK MOATOTOBKHU ITPUKa3a O KOMaHAWPOBKE.

Bunel noompenuii. CoaepkaHue, MOpsIOK
MIOATOTOBKH u oopmienus IIPUKA30B
(paciopsbkeHHil) O MOOUIpEHHMH  pabOTHHKA.

I[OKYMGHTBI-OCHOBaHI/ISI K IIpHUKa3aM O IMOOUIPCHUMH.

Bunnr JUCLHUATUTMHAPHBIX B3BICKAHHH.
Coneprxanue, MOpsAAOK MOATOTOBKH M O(opMIICHHUS
IIPUKA30B (pacniopsixeHHMi) 0 B3BICKAHUU.
JIOKYMEHTBI-OCHOBAaHHUS K INPHKa3aM O HaJOKEHUU
JUCUUIUIMHAPHOTO B3bICKaHHUA. AKTBI 00 OTKa3bl

JaBaThb 00BACHEHHS U 3HAKOMUTELCS C IMPUKAa30M.

ITopspox  mpoBeneHus aTTecTaluu
paboTHHKOB B opranuzanuu. CocTaB JOKYMEHTOB,
opopmistromux npouenypy. Conepxanue, mopsaoK
IIOATOTOBKH u oopmienus IIPUKAa30B

(pacmiopspkeHwHit) 00 aTTecTaluy.

ITopsanox YBOJIbHEHUS pabOTHUKOB.
OcHoBanust yBOJbHEHUS paboTHHKOB. CocraB
JIOKYMEHTOB, oopmItsTFOIIINX npoLexypy.
Coneprxanue, MOpsAAOK MOATOTOBKH M O(opMIICHHUS
NpUKa30B  (pacmopsokeHuil) 00  yBOJBHEHUH.

JIOKyMEHTBI-OCHOBaHHMS K ITPHUKa3aM 00 yBOJIbHEHUH.

Y4eT IUYHOrO cocTaBa.

Buael  yuyeTHbIX  JIOKyMEHTOB. JInuHas
KapTouka pabotHuka (dopma T-2): cocras

uHpOpMaLNH, TOPAJOK 3aMOTHEHUS U BEICHUS.
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HopmaTtuBHasg u mpaBoBast perjiaMeHTaLMs
nopsiaka BeAeHUs NUYHBIX Jen. Odopmienue u
BEJICHUE JHMYHBIX Je1 paboTHukoB. CoctaB
IIOCJIEI0BATEILHOCTh PACIIONIOKEHNS JOKYMEHTOB B

JIUYHOM JICJIC.

TpynoBast KHMYKKa paOOTHHKA KaK OCHOBHOMU
JOKYMEHT O TPYIOBOH IEATEIBHOCTU U TPYIOBOM
CTaxe pabotHuka. OdopmieHne u BeIeHHE
TPYNOBBIX KHMXKEK W BKIaAbleld K HUM. Ilopsanok
BbIIAYM JyONUKaTa TPYAOBOW KHIDKKH. YYeT H
XpaHEHUE TPYAOBBIX KHIKEK B OpPraHU3aLUU.
OTBETCTBEHHOCTh paboTojaTesnsi 3a XpaHEHHE U

3aMOJIHCHUC TPYOOBBIX KHUKCK.

Opranuzanus paboThl C KaJIpOBBIMU

JNOKyMEHTaMU

Perucrpanmuss ~ 1OKyMEHTOB IO JINYHOMY
cocraBy. [IpaBuna peructpaunuy U UHAEKCUPOBAHUS
KaJpOBBIX JIOKyMEHTOB. Perucrpanuonssie (GopMsl
(TpaguuMOHHBIE W aBTOMaTtu3upoBaHHBIE). CocTaB
PEKBU3UTOB (IIOJIEH) U PEruMCTpali Pa3InYHBIX

BUJ0OB JOKYMCHTOB U MMOPAAOK HUX 3aIIOJTHCHUA.

CucremaTuzanuss U ONEpaTUBHOE XpaHEHHE
JOKYMEHTOB IO JIUYHOMY cocTaBy. OCOOEHHOCTH
¢dopmHpoBaHUs B JieNa JOKYMEHTOB IO JINYHOMY
COCTaBYy. IIpaBuina CUCTEMaTU3ALUU
pacropsIUTeIbHBIX JOKYMEHTOB, YUYETHBIX (OpM,
TPYIOBBIX KHIKEK. CHUcTeMaru3anus M XpaHEHUeE

,Z[OKyMeHTOB-OCHOBaHI/II\/II K IIpUKa3aM.

Homenknarypa nen KaapoBOH  CITyKOBlI.
[Topsii0K MOATOTOBKH, COCTABICHUSA U O(OPMIICHHUSL.
[TpumepHass HOMEHKIIATypa JIeJl KaJIpOBOH CITy’KOBbI.

[Tepexonsamue nena.

Cpoku XpaHEHHUs KaJpOBbIX JOKYMEHTOB.

IToaroroBka JOKyMEHTOB K Cla4ye B apXUB.
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DkcnepTusa LIEHHOCTHU JIOKyMEHTOB
KaJIpOBOM CITy’KOBbI, €€ HOPMATHBHO-METOIUYECKAs

OCHOBA, OpraHu3anuvs U NOpsAdOK HNPOBCACHUA.

CocTtaB JOKYMEHTOB KaJpOBOH CIIyXOBl,
MOJUIeXKAIMX [epeaye B  apXHB. [IpaBuna
MOJATOTOBKHM JIOKYMEHTOB IO JINYHOMY COCTaBy K
nepefaye B apxuB opraHuzanuu. CocTaBieHHE H
oopmieHre ONUCH JOKYMEHTOB IO JINYHOMY
coctaBy.llopsilok yHHUUYTOXKEHHS JOKYMEHTOB C

HUCTCKIINMMHU CPOKAMU XPaHCHUH.

4. Oo0pa3oBare/jibHbIE TEXHOJOTHHU

Ne |  Haumenoeanue pazoena |Buowt yueonoi pabomot| Oopazoeamenbnvle mexHonozuu
n/n
1 2 3 5
1 |BBenenue Jlexyusa 1. Beoounas nexyus
Camocmosmenvras
Koncynemuposanue
paboma
2 |Pernamenranus Jlexyus 2. Jlexyus c npumenenuem caaiio-
JOKYMEHTUPOBaHUS KaJIpOBOI npoekmopa
TesITeIbHOCTH U pabOTHI C
KaJ[POBBIMU JIOKyMEHTAMHU Jlabopamopnas paboma |3anamue ¢ npumeneHuem
Nel paz0amoyHo2o mamepuana
(Tpyoosoii kooexc, 8b10epHCKU U3
npagosuIx aKmos)
Camocmosmenvras Koncynemuposanue
paboma
3 |Opranuzanus paboTsl Jlexyus 3. Jlexyus ¢ npumenenuem caaio-
KaJIPOBOH CITy>KOBI npoekmopa, OUCKyccus
3ausamue ¢ npumeHnenuem
Jlabopamopnas paboma |pazoamouno2o mamepuaia
No2 (8b10epIICcKU U3 NPABOBLIX AKMOE,
mamepuansl 0e10801 uepvl —
Ketic-memoo)
Camocmosmenvras Koncynemuposanue
paboma
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4 |CoctaB kaJpoBoOii Jlexyust 4. IIpobremnas nexyus ¢
JIOKyMEHTAIUH. npuMeHeHuem C1ato-npoeKmopda
JIOKyMEHTUPOBaHUE

Jlabopamopnas paboma |3anamue ¢ npumeneHuem

Noe3-7 paz0amoyHo2o mamepuaid
(8b10epIHCKU U3 NPABOBLIX AKMOS,
mamepuansl 0e10801 uepvl —
Ketic-memoo)

TPYIOBBIX OTHOILIECHU.

CamocmosmenvHas Koncynomupoeanue
paboma
5 |Yuyer nuyHOTO COCTaBa. Jlexyust 5. Jlexyus, ouckyccus

Jlabopamopnas paboma |3anamue ¢ npumeHeHuem

No§ paz0amoyHo2o mamepuaid
(8b10epIHCKU U3 NPABOBLIX AKMOS,
mamepuansl 0e10801 uepvl —
Ketic-memoo)

Camocmosmenvras Koucynomuposanue
paboma
6 |Opranuzanus paboThI C Jlexyusa 6 Jlexyus ¢ paz60pom KOHKPEemHbIX
KaJIpOBBIMHU JTOKYMEHTaMU cumyayuu

Jlabopamopnas paboma |3anamue ¢ npumeHeHuem

Ne 9 paz0amoyHo2o mamepuaia
(8b10epIHCKU U3 NPABOBLIX AKMOS,
mamepuansl 0e10801 uepvl —
Ketic-memoo)

Camocmosmenvhas Koncynomuposanue
paboma

5. OneHka IVIaHNUPYeMBbIX Pe3yJIbTATOB 00y4eHHus

5.1. CucTremMa oLleHUBaHUA

Texymuil KOHTPOIb OCYIIECTBISIETCS B BUE OIICHOK KOHTPOJIbHBIX pa0oT M 3aJlaHuil Ha
npakTudeckux 3aHsATHAX. KoHTponbHass paGorta Nel BBIBISET 3HAaHME COCTaBa M TOPSIKA
oopMIIeHHsI JOKYMEHTOB B X0JI¢ OCHOBHBIX Ka/IpOBBIX MPOIEIYp, U olleHuBaercs 10 10 6amos,
KOHTpOJIbHast paboTta Ne 2 mokasbIBaeT 3HaHHUS CTYACHTOB IO BOIIPOCAM OpraHU3alMH paboTHI ¢
KaJpOBOW JOKYMEHTALMEHl M BBIABISET TOTOBHOCTh CTYACHTOB K IPaKTHYECKOW paboTe,
oueHuBaercs 10 20 6aioB. MakcumalibHas OIICHKA BBITTOJHEHHS KX 10M J1ab0paTopHON paboThI
— 5 GayoB. [IpoMexyTOUYHBIN KOHTPOJIb 3HAHUN MPOBOAMUTCS B (hopMe UTOTOBON KOHTPOJILHOM

paboThI, BKIIOYAIOIECH TEOPETUYECKHE BOMPOCH  MPAKTUYECKOE 3a/1aHue, U OlleHnBaeTcs 10 40



19

OaJLIOB.
B pesynbpraTe TEKylIero W NpOMEXYTOYHOIO KOHTPOJISI 3HAHUM CTYIEHTHI IOJIY4YaroT

COOTBCTCTBYIOIIIYIO OLICHKY 3a 5K3aMCH.

Dopma kKonmponsa Makc. konuuecmeo 6annos
3a oony pabomy,  Bceeo
Texkymuii KOHTPOJIb:

- Konrponpnas padora Ne 1 (temsl 1- 20 6annos 20 6annos
4)

- Konrponbnas pabota No2 (Temsr 5- 10 6annos 10 6annos
6)

- JIaboparopHblie paboTHI (TeMBbI 2-6) 5 bannos 30 bannos
[IpomMexyTouHas arTecTanys 40 6annos
(3aueT ¢ OLeHKOM)

HUtoro 3a cemectp (AUCUUIINHY ) 100 6annos

OreHKa «yJJOBJIETBOPUTEIBHOY BBICTABIIAETCS 00ydaromemycs, Habpasiiemy ot 50 no 67
0aymoB 6aNIoOB, OLIEHKA «XOPOII0» BBICTABISETCS OOywaromiemycs, HaOpaBimeMmy oT 68 1o 82
0aJuIoB, OLIEHKA «OTIMYHO» BBICTABIISIETCsl oOydatoniemycsi, Habpasmemy ot 83 mo 100 Gamsos,
c(OPMHUPOBAHHBIX B pPe3yJIbTaTe CyMMHUPOBAaHUS 0AJIIOB, TOJyUYEHHBIX IPU TEKYILIEM KOHTPOJIE U
POMEXYTOUHOM aTTectanuu. [lomydeHHblil cOBOKyNHBIN pe3ynpTar (MakcumyM 100 6asoB)
KOHBEPTUPYETCA B TPAAULUMOHHYIO LIKAJIY OLIEHOK M B IIKajly OLEHOK EBpOmEenckoil cuctembl
nepeHoca u HakoruieHus: kpeautoB (European Credit Transfer System; manee — ECTS) B

COOTBETCTBUHU C TAOIULIEH:

100-6amnpHast TpazuImonHas mkana IIkana
[IKaja ECTS
95 -100 A
304 OTJIMYHO B

68 — 82 XOpOIIO 3a4TE€HO C

56 — 67 D
5055 yIOBJIETBOPUTEIHHO E

20 — 49 FX
0-19 HEYIOBJIETBOPUTEIHHO HE 3a4TCHO F

5.2.KpuTepum BbICTABJIEHUS OLIEHKH MO AUCHUIIHHE
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Banael/
HIxana
ECTS

Ounenka no
MUCHUILINHE

Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
AUCHUIINHE

100-83/
A.B

«OTIIHYHOY/
«3a4YTEHO
(oTIHI4uHO)»/
«3aYTEHO»

BricraBnsiercs oOyuaromemMycs, €ciid OH IITyOOKO U
IIPOYHO YCBOMJI TEOPETUYECKUM U IPAKTUUECKUI
Marepuai, MOXeT IIPOJAEMOHCTPUPOBAT 3TO HA 3aHATUAX
U B X0J1€ TPOMEKYTOYHON aTTECTALUU.

OOyuaronuiics HCUEPIIBIBAIOIIE U JOTMYECKH CTPOIHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPUIO C
IIPAKTUKOM, CIIPABISICTCA C PEIICHUEM 3aad
npodeCCUOHATBLHON HANIPAaBIECHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, ITPABHIILHO OOOCHOBBIBACT MTPUHSATHIC
peleHusl.

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TUTepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEMyCs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTaluu.

Komnerennuu, 3akpeni€Huble 3a AUCHUIIIMHOM,
c(OpPMHPOBAHBI HA YPOBHE — «BBICOKHUI.

82-68/

«XOpouIo»/
«3a4TEHO
(xoporo)»/
«3a4TEHO»

BricraBnsiercs o0yuaromemMycs, €ciii OH 3HaeT
TEOPETUYECKUN U IIPAKTUYECKUNA MaTepuai, paMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUSIX U B XOJE
IIPOMEKYTOYHON aTTECTAllUU, HE JOIYCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaronuiicsi IpaBUIBHO MIPUMEHSIET TEOPETHUECKHUE
IIOJIOXKEHUS IIPU PELLIEHNUHN ITPAaKTUYECKUX 3a1a4
npodeCCHOHATBLHON HAMPAaBICHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BIa/IeeT HEOOXOAMMBIMH JJIsl TOTO HaBbIKAMH
U IIpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TUTepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOMEMYCs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.

Komnereniuu, 3akperiéHuble 3a AUCIUTUITMHOMN,
c(OpPMHPOBAHBI HA YPOBHE — «XOPOIIUN».

67-50/
D.E

«YIOBIETBOPH-
TEIBLHO»/
«3a4TCHO
(ynosnerBopu-
TEJILHO)»/
«3a4YTCHO»

BricraBnsiercs oOyuaromemMycs, eciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUUECKUN MaTepHall,
JIOMYCKAET OTAETIbHBIC OMIMOKH MPH €ro U3JI0KEHUHU Ha
3aHATHAX U B X0J1€ IPOMEXKYTOUHOM aTTeCTalUH.
OOyuaronuiicss UCTIBITHIBACT ONpPEACIEHHBIE 3aTPYAHEHUS
B IIPUMEHEHUN TEOPETUUECKUX TOJIOKEHUH NPU PELICHUU
MPAaKTUYECKHX 3a/1a4 MPO(HeCCHOHAIBHONW HAPaBICHHOCTH
CTaHJIapTHOI'O YPOBHS CII0)KHOCTH, BJIAJEET
HEOOXOUMBIMU JIJIs1 3TOTO Oa30BBIMHM HAaBBIKAMHU U
IPUEMAMH.

JIeMOHCTpHpPYET A0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JUTEPATYpPHI 110 TUCLHUILIIMHE.
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Banasl/ Onenka no Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
Ixana AUCHUIINHE AUCHUIINHE
ECTS

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEeMycs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.

Komnerennuu, 3akpeni€Huble 3a AUCHUIIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «JJOCTATOUHBIIH).

49-0/ «HEYIOBIIETBOpPHUTE | BhicTaBisercs oOyydaronemMycs, eciii OH He 3HaeT Ha
F,FX JTHHOY/ 6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
HE 3a4TEHO MaTepHal, 10IycKaeT rpyOpie OUIMOKY IpU ero
M3JI0KEHUHU Ha 3aHATUSAX U B XOJI€ POMEKYTOUHOMN
aTTeCTallUH.

OOyuyarouuiicsi UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IIPUMEHEHUN TEOPETUUECKUX TOJI0KEHUH NPU pELIEHUH
MPAaKTUYECKHX 3a/1a4 MPO(HEeCCHOHAIBHONW HAPaBIEHHOCTH
CTaHJapTHOT'O YPOBHS CJI0)KHOCTH, HE BJIa/I€eT
HEOOXOMMBIMU JIJIS1 3TOTO HAaBBIKAMU U IPHEMaMHU.
JleMOoHCTpHpYeT (pparMeHTapHbIe 3HAHUS YIeOHOM
JUTEPATYpPHI 110 TUCLHUIIIMHE.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromEeMycs C
y4E€TOM PE3yNIbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCcTaluu.

KomMmnereHuu Ha ypoBHE «JOCTaTOUHBINY, 3aKPEIUIEHHBIE
3a AMCUUIUIMHON, He C(OPMHUPOBAHBI.

5.3. OueHouHble cpeacTBa (MAaTEPHAJbI) VISl TEKYIET0 KOHTPOJISI yCIIeBAeMOCTH,
NMPOMEKYTOYHOM ATTEeCTANMH 00y4alOIHUXCS M0 JUCHUILIHHE (MOOY10)

Bapuanmuvr konmponwvnou pabomur Ne 1

Bapuanr 1

1.B xakux cioy4asx KaJapoBas ciy>k0a MMeeT IpaBo BbIIATh AyOIUKAT TPyI0BOM KHIKKH? Kak
3TOT AOKYMEHT oopmiisieTcs?

2.Ilepeuncnute BHIBI JTOKYMEHTOB, IPUMEHsEMbIe TNPU MepeBoje Ha Apyryio pabory. Kak
odopmisieTcss Kaxaplid u3 HUX?

3. Ha3oBuTE TOKYMEHTHI, IpeloCcTaBisieMble pa0OTHUKOM IIPH MOCTYIJICHUH Ha paboTy.
4.KakuM J0KaTbHBIM HOPMATUBHBIM aKTOM perjlaMeHTUpYyeTcs paboTa KaJpOBBIX CIIEHUAINCTOB

C MIEpCOHAIBHBIMU JaHHBIMU? J[aliTe eMy XapaKTEpUCTHKY.

Bapuanr 2
1.XapakTepucTUKa Ha3HAUYEHUS TPYIOBOW KHIKKM. B Kakod CpoK OO/DKHA OBITh 3aBelieHa

TPYAOBasi KHIKKA IIPU TOCTYIUICHUU Ha paboTy BriepBbIe?
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2.Ilepeuncnute BUABI TOKYMEHTOB, IPUMEHsIEMBIE TIPU YBOJIbHEHUU. Kak odopmisieTcs Kaxblii
U3 HUX?

3.Kakoil 5oKanbHBI HOPMATUBHBIM aKT ONpENENAeT OpraHu3alui0 Tpyla COTPYAHHUKOB B
KOMITaHWHU. /[aliTe eMy XapaKTepUCTHUKY.

4.HazoBuTte nHpopmanuio, 00s3aTeNbHYIO0 I BKIIOUYEHUS B TPYIOBOM JOTOBOD.

Bapuanmuvr konmponwvnoi pabomor Ne 2

Bapuanr 1
1. Tlepeuncnure cocTtaB JTOKYMEHTOB JIMUHOTO jenia paboTHuka. KakuMu HOpMaTHBHBIMHU
JIOKyMEHTaMU 3TO OIpeaesIeHO?
2. HazoBuTe TOKYMEHTHI KaApOBOH CIIY>KObI, IOIIekKAIIUE TTepeladye B apXHB.
Bapuanr 2
1.KakoBbI 0COOEHHOCTH COCTaBICHHS HOMEHKJIATYPHI eI KaJpOBOil CIyx ObI?

2. HazoBute 00s13aTeNbHBIC PErHCTPALMOHHBIE (POPMBI KaAPOBOM CITY>KObI?

Hpumepnble KOHmMpOJibHblE 60NPOCHL onsa npomeafcymouuoﬁ ammecmauuu.:

1. Ilepeuncauts 3aKOHOJATEIIbHbIE aKThI, KOTOpPBIMU periaMeHTHUpPYETCs
JOKYMEHTUPOBAaHNE KaJpOBOI 1€ATEIbHOCTH B HACTOSAIIEE BpeMs?

2. llepeuncauth HOPMAaTUBHO-METOANYECKNE JIOKYMEHTHI, peraaMeHTHpYOIINe
JOKYMEHTUPOBaHUE KaJpOBOHl 1€ATEIbHOCTH.

3. HazBarb BUBI JOKYMEHTOB, IPEbIBIsIEMble pAOOTHUKOM IIPH IIpUEMeE Ha padoTy.

4. HazBarp BHMIbl JOKYMEHTOB, YCTaHOBJEHHbIE TpyIJOBBIM  KOoJekcoM PO,
JOKYMEHTUPYIOIINE TIpueM paboTHHKA Ha paboTy.

5. Tlepeuncnuth BHIBI JTOKYMEHTOB, O(GOPMISIONIME HW3MEHEHHE YCIOBHHA TPYIOBOTO
ZI0r0BOpAa.

6. IlepeuncauTh BHIBI JOKYMEHTOB, YCTAaHOBJEHHbIE TpydoBbIM KoaekcoM PO mia
pEryIupoBaHusl TPYIOBBIX OTHOILIEHUH.

7. CpoOKH OATOTOBKH, KAKMX JOKYMEHTOB I10 JOKYMEHTHUPOBAHUIO KaJPOBON JAESITEIBHOCTH
YCTaHOBJIEHBI 3aKOHOIATENBHO?

8. Kakue ¢pyHKIMN KaIpoBOM CITyKOBI CBA3aHBI C YIETOM JIMUHOTO COCTaBa?

9. Kakme  ¢yHKIMHM [JODKHA BBIIOJHATH KagpoBas CIyxko0a npu  oopmieHun
YBOJIbHEHUS paOOTHHKA C pabOTHI ?

10. Kakumu nokymeHTaMu oopMIIeTcsl yBOJIbHEHHE pabOTHHUKA?
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11. HazoBuTe hyHKIIMM KaJpOBOU CITy>KOBI CBSI3aHHBIE C TPYIOBBIMH KHMKKAMU?
12. Kakumu gokymMeHTaMu 0(opMIIIeTCs aTTecTalusl paboOTHUKOB?

13. HazoBuTe 0COOEHHOCTH HOMEHKJIATYPHI /1€ KaJIpOBOH CITY>KOBI.

14. Kakue nena KaapoBOH CITy>KOBI OTHOCSATCS K KATETOPHU NEPEXOASIINX ?

15. IlepeuncnuTh 0COOEHHOCTH (POPMHUPOBAHUS JIMYHOTO JIesIa pabOTHHUKA ?

6. YueOHO-MeTOAMYECKOE M HH(POPMALMOHHOE 0O0ecnevyeHne JUCHUILIUHBI

6.1. Cnmcox MCTOYHHMKOB M JIUTEPATYPHI

HcTounuku (006513aTeIbHbIE)

Konctutynus Poccuiickoit @enepanun (c n3menenusimu Ha 30 gexadps 2008r.). M. 2004

Tpynosoit koxmekc Poccuiickoit ®enepaunn ot 30.12.2001 Ne 197-®3. Ilpunsar
I'ocynapctBennoit lymoii 21 nexadps 2001r. (B pea. ot 29.12.2010) // [DnexTpoHHBIii pecypc]. —
M., 2019. — Pexxum nocryma:http://www.consultant.ru.

3axoH Poccuiickoii @enepanunn ot 25 okTs6ps 1991 r. Ne 1807-1  «O s13pIKax HApoaOB
Poccuiickoit ®enepaumn» //[DnexktpoHHsli pecypc]. — M., 2019. — Pexum npocryma:
http://www.consultant.ru.

®enepanbublil 3akoH PO ot 27.07.2004 Ne 79-03 «O rocynapCTBEHHOM TpakIaHCKOM
ciry:x6e Poccuiickoit deneparumn» (B pen. @enepanbHoro 3akona ot 12.04.2007 Ne 48-D3) //
[DnexTponHsIii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

@enepanbublii  3akoH  Poccuiickoit  ®denpepauuu ot 01.06.2005 Ne 53 «O
TOCyapCTBEHHOM si3bike P®D»// [Dnextponnsiit pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

Oenepanbublii 3akoH Poccuiickoit ®@enepanuu ot 06.12.2011 Ne 402-d3 «O
OyxrantepckoMm  ydere»// [DnektpoHmsii  pecypc]. — M., 2019. - Pexum
nocryma:http://www.consultant.ru.

@enepanbublii 3akoH Poccuiickoit ®denepanuu ot 02.05.2006 Ne 59-®3 «O
MOPSIZIKE PacCMOTpeHUs: oOpamieHuil rpaxaan»// [DmektpouHbli pecype]. — M., 2019. —
Pexxum noctyna:http://www.consultant.ru.

@enepanbhbiii 3akoH oT 27 wmronsg 2006 . N 152-03 "O mnepcoHaNbHBIX AaHHBIX'//
[DnexTponHsIii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

®enepanbusbiii 3akoH oT 01.10.2004 Ne 125-03 «O6 apxuBHoM nene B Poccuiickoit

®eneparumn» // [DnexTpoHHsIi pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.
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®enepanbHblil 3akoH 0T 29.07.2004. Ne 98-P3 «O xommepueckoi TaiiHe» //
[DnexTponHsIii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Vxa3 Ilpesunenta Poccuiickoiri ®@enepaunu ot 0.03.1997 Ne 18 «O6 yTBepkaeHUU
NepeyHs CBEACHUIN KOH(PHUAESHIIMATBLHOTO Xapakrepa» // [DnexTpoHHslil pecypc]. — M., 2019. —
Pexxum noctyna:http://www.consultant.ru.

Vka3z Ilpesunenra P® ot 01.02.2005. Ne 110 «O mnpoBeneHuM aTTECTallUU
rOCYJapCTBEHHBIX TIpaXkJaHCKuxX ciuyxamux Poccuiickon @enepauuun». Ilonoxenue o
NPOBEAICHUHU aTTECTAllMd TOCYNAPCTBEHHBIX TPAKIAHCKHUX ciyxammx P® // [DnexTpoHHBIH
pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Va3 [Ipesunenta PO or 01.02.2005. Ne 111 «O mopsinke caaun KBaIU(UKATHOHHOTO
3K3aM€Ha rOCyAapCTBEHHBIMHU I'pa)KIaHCKUX ciykamux Poccuiickoir denepanyu U OLEHKE UX
3HAaHUH, HABBIKOB M yMeHuW». // [DnexktpoHHwlii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

Vka3 Ilpesunenta or 01.02.2005. Ne 112 «O koHKypce Ha 3aMeElllEHUE BaKaHTHOU
JOJHKHOCTH TOCYIapCTBEHHOM IpaKIaHCKOM cITyk0bl Poccuiickoit @eneparumy // [ DNeKTpOHHBIN
pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Vka3 Ilpesupenta PO ot 16.02.2005r. Ne 159 «O mpumepHoii (opme cirykeOHOTO
KOHTpaKTa O MPOXOKJICHUN TOCYJapCTBEHHOM IpakAaHCKo# ¢y 0b1 Poccuiickoit denepanuu u
3aMeIIeHUH JIOJDKHOCTH TOCyNapCTBEHHON IpakaaHCKoi ciry:k0bl Poccuiickoit @enepauuny. //
[DnexTponHsIii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Vka3 [lpesunentra Poccuiickoit @enepanun ot 30.05.2005. Ne 609 «O nepcoHanbHBIX
JAHHBIX TOCYAAPCTBEHHOI'0 I'PaskIaHCKOro ciyxamero Poccuiickoit @enepanuu U BEICHUU €ro
auyHoro  gema»  // [OmektpoHHbi  pecypc]. - M.,  2019. —  Pexum
nocryma:http://www.consultant.ru.

Vka3 Ilpesunenta Poccuiickoit @enepamuu ot 18.06.2005. Ne 813 «O mopsigke u
YCIOBHUAX KOMaHIUPOBaHHUA (elepajbHbIX TOCYAAPCTBEHHBIX TPAXIAHCKUX CIyXamuxy» //
[DnexTponHsIii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

ITocranoBnenue IlpaButenbctBa Poccuiickoir @enepanuu ot 16.04.2003. Ne 225 «O
TPYAOBBIX  KHWXKKax» //  [Onekrponnsid  pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

Pacniopsbkenue IlpaButenbctBa PO ot 21.03.1994. Ne 358-3 «O06 obecrnieuenun
COXPAaHHOCTH JIOKyMEHTOB 10 INUHOMY COCTaBy» // [ DnekTpoHHbIi pecypc]. — M., 2019. — Pexxum

nocryma:http://www.consultant.ru.
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Pacnopsokenue [lpaButensctBa PO ot 23.04.1992 Ne 781-p «OO6 ymydmeHun
XPaHEHUS ¥ UCIOJIb30BAHMS JOKYMEHTOB 10 JIMYHOMY COCTaBY»// [DIIeKTpOHHBINA pecypc].
— M., 2019. — Pexxum nocryna:http:// www.consultant.ru.

[TpaBuia BeieHUs M XpaHEHUs TPYIOBBIX KHIDKEK. (YTB. [ToctanoBnenuewm [IpaBurenscTBa
P® or 16 ampens 2003 r. Ne 225 // [OnekrponHsiii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

WHcTpyKLKs MO 3aNI0JHEHUIO TPYIOBBIX KHIKEK (YTB. [locTaHOBIEHMEM MuHucTepcTBa
Tpyaa u couuanbHOoro pasButus Poccuiickoir ®eneparuun ot 10 oxtsa6ps  2003r.).
3apeructpupoBaHa MunucrepctBoM toctuuuu Poccuiickoit ®@enepaunu 11 HOa6ps 2003 .
peructpanioHHbIi HOoMep 5219. broyiereHb HOPMATHBHBIX akTOB (elepajbHBIX OpPTraHOB
ucnonautenbHoi Biactu. 2003. Ne 49. // [Dnekrponnsii pecypc]. — M., 2019. — Pexum

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

HcTouHUKH (TOMOJTHUTEIbHBIE)

®enepanbhblii 3ak0H PO o1 27.07.2006 Ne 149-03 «O06 nndopmarum, HHPOPMAITUOHHBIX
TEXHOJIOTUSAX M 3ammre uHpopmanum» // [DnekrpoHHsld pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

@denepanbHblii 3ak0H OT 26.12.1995. Ne 208-®3 «OO6 akiuoHEpHBIX 00IIecTBax» //
[DnexTponHsIii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Obmepoccuiickuii  kinaccupukaTtop mnpodeccuil pabdoUMX, JOIKHOCTEH CHyXaluxX Hu
tapudueix paspsaos OK 016-94. M.: Muntpya Poccun, 1995 // [Onekrponnsiit pecypc]. — M.,
2019. — Pexxum nocryna:http://www.consultant.ru.

Obmepoccuiickuii  kiaccudukarop uHpopmauuu o Hacenenun OK  018-95. //
[DnexTponHsIii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Obmepoccuiickuil  kiaccudukarop ynpasieHueckoil nokymentaumu OK 011-93. //
[DnexTponHsIii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Ob6mepoccuiickuii KacCu(UKaToOp CIENUATBHOCTEH MO 00pa30BaHUIO // [ DIEKTPOHHBIHA
pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

[Tpukas Pocapxusa ot 23.12.2009 N 76 "OG6 yTBepxaeHnr MeToHueCKUX peKOMEH Al
1o pa3paboTKe MHCTPYKIHHA 1O AETONPOU3BOACTBY B (heepabHBIX OpraHax MCHOJIHUTEIbHOU
Biactu" // [DnexktponHslit pecypc]. — M., 2019. — Pexum goctyna:http://www.consultant.ru.

YHuduuupoBanHsie GopMbl IEPBUYHON yUETHON JOKYMEHTAIMU MO YYeTy TpyJAa U €ro
oraThl, yrBepkaeHHbIe [TocTanoBnennem ['ockomcrara PO ot 05.01.2004 Ne 1 // [DnekTpoHHBIIH

pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.
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KBanudukanoHHbIH ClIpaBOYHUK JODKHOCTEH PYKOBOIUTENEH, CIEIIMAINCTOB U APYTHX
ciyxamux // [DnexTponHslii pecypc]. — M., 2019. — Pexxum noctyna: [DneKTpoHHEIH pecypc]. —
M., 2019. — Pexxum gocryma:http://www.consultant.ru.

MesxoTpacneBble yKpyIHEHHbIE HOPMATHBBl BPEMEHU Ha PA0OTHI 110 KOMIUICKTOBAHUIO U
yueTy kazpoB // [DnekrponHsiit pecype]. — M., 2019. — Pexwum nocryna:http:// www.consultant.ru.

[TepedyeHb TUMIOBBIX YIPABICHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yromuxcs B Ipolecce
JeSITeIbHOCTH FOCYIapCTBEHHBIX OPraHOB, OPTaHOB MECTHOT'O CAaMOYTIPABJICHUS U OPTaHU3AIHH,
C yKa3aHHeM CpOKOB xpaHeHus // [Dnextponsblii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

[TpaBuia opraHu3aly XpaHeHusl, KOMIUIEKTOBAHHsI, Y4€Ta U UCIIOIb30BAHUS JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoit @enepauuu M APYyruxX apXHBHBIX JOKYMEHTOB B OpraHax
rOCyJapCTBEHHOH BIIACTH, OpraHax MECTHOT'O CAMOYIIPABIICHUS U OPTaHU3AIMIX, YTBEPKICHHBIX
npukazoM MuHkyasTypsl PO ot 31.03.2015 Ne 526 // [Dnekrponnsiii pecype]. — M., 2019. —

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

JIntepartypa (0o0s13aTe1bHAsA)

Abynamze, 1. I'. JlokymeHTanImOHHOE 0O€CTIeYeHIE YIIPABICHUS IEPCOHAIOM ;| YUYEOHHUK
U MPAKTHKYM JUIS akajeMudeckoro Oakanaspuara / Jl. I'. AOynanze, U. b. Bempsokkuna, B. M.
MacnoBa. — Mocksa : UznarensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AkajgeMudecKuii
Kkypc). — ISBN 978-5-534-00875-3. — Texkct : anextponnsii / ObC FOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 (mara obpamenus: 30.11.2019).

beikoBa T.A. JloKyMEHTallMOHHOE OOECTeUeHHE YIpaBiCHHS (IEIOMPOU3BOICTBO)
[DnexTpoHHBIi pecypc] : yuebHoe nocodue / T. A. brikoBa, T. B. Ky3nerosa. - 2-e u3z., nepepad.
u gom. - MockBa : Hudppa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

I'moroBa C.A. IlpodeccuoHanbHbIi CTaHIAPT CIEHUANNCTA [0 YIPABICHUIO
MIEPCOHAJIOM B JIEATEIILHOCTH KaJIpOBOil ci1y KOkl [ DnekTpoHHbIN pecypc] / I'motoBa CBeTinana
AnexcanapoBHa; C. A. I'notoBa / YnpaBineHue JOKyMEHTAIMEH: MPOIIOe, HACTOALIEE,
Oynaymee : marepuansl [1I-eit MexnyHnap. Hayd.-ipakT. KoH(., mocBsm. mamatu npod. T. B.
Ky3znenosoii, Mocksa, PI'TY, 23-24 mapra 2017 r. / M-Bo oOpa3oBanus u Hayku Poc.
@eneparun, Oenep. roc. OIOKET. YUpexkI. BhICIL. 00pazoBanus "Poc. roc. ryMaHuTapHbIi yH-
1", UcT.-apx. uH-T, Pak. JOKyMEHTOBEICHHS U TEXHOTPOHHBIX apx., Kad. nokymenToBenenus. -
Mockasa : Tepmuxka.py, 2017. - C. 451-457. - Pexxum gocryma :
http://elib.lib.rsuh.ru/elib/000013004.
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I'moroBa C.A. TeHAeHUMH pa3BUTHS KaJpOBOTO JEJIONPOU3BOACTBA B pPaMKax
nporpamMbl  "lludpoBas  skoHomumka"  [OnekTtponHbIi  pecypc] /I'morosa CBeriana
AnexcanapoBHa; Ceetnana A. I'oToa // YnpaieHrue JOKyMeHTaMH B IIU(PPOBOIT S5KOHOMUKE. -
Mockga : PITVY, 2019. - C. 98-103. - Pexxum noctyna : http://elib.lib.rsuh.ru/elib/000013245.

KanpoBoe nenonpousBonctBo: Haumnaem ¢ Hyns. Ayaur cBoumu cuiamu / W.B.
Kypasnesa, M.B. XKypasnesa. - 2-e uzn. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Hom. Mat. znanium.com). - (ITpocto, kpaTko, ObicTpo). (0) ISBN 978-5-16-008986-7 - Tekcr
: anektponHbiid. - URL: https://new.znanium.com/catalog/product/417566 (mara oOparmieHus:
30.11.2019)

[TaBnosckas, O. 0. IIpaBoBoe obecnieueHre KaJIpoBOro JIEIONPOU3BOJCTBA : yueOHOE
noco6ue 11t By30B / O. FO. ITaBnoBckast. — Mocksa : M3narensctBo KOpaiir, 2019. — 213 ¢. —
(Beicmiee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrponsslit / 3BC Opaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

JIntepatypa (10noJTHUTEILHAS)

Kykapuna IO.M. CoBpeMeHHblE OpraHW3alUOHHBIE U PEIVIAMEHTHBIE JOKYMEHTBI:
¢byskiun 1 pasHoBugHocty // Bectauk PITY. 2016. Ne2. [Dnekrponssiit pecypc]. — M., 2019. —
Pexum JOCTyTIa! https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik daizi%202(4)-16.pdf.

Muxaiinuna I'.11. Ynpasnenue nepconanom, 3-e usg. - Mocksa :Jlamkos u K, 2018. - 280
C.: ISBN 978-5-394-01749-0 - Teker : AIIEKTPOHHBIN. - URL:
https://new.znanium.com/catalog/product/415303 (nata o6pamenus: 30.11.2019)

6.2. Ilepeyenb pecypcoB HH(POPMANMOHHO-TEICKOMMYHUKAIMOHHOH ceTH «UHTepHeT»,
HeO0O0XO0IMMBbIii /151 0CBOEHHS THCHMIJIUHBI

- T'apanT [OnexktponHslii pecypc]. — DnekTpoH. naH. — M., cop. 2013. — Pexum nocryna:

http://www.garant.ru.

- Koncynprant Ilntoc [DnexkTpoHHBI pecypc]. — DnekTpoH. aad. — M., cop. 2013. — Pexum

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

7. MartepuajJbHO-TEXHHYECKOe o0ecreyeHne JMCUMILTUHBI (MOTYJIs)

Aypuropuu Jj1sl TPOBEICHUS JIEKIMI U CEMUHAPCKUX 3aHATUI C TEXHUYECKUMHU CPEACTBaMU
00yueHus (MyJbTUMEQUA-TIIPOEKTOP (BUIEONPOEKTOP), 9KPaH (MIEPEHOCHOM WY CTAMOHAPHbIN)).

CocraB nporpammuoro odecnevyenusi (I10), coBpemeHHbIX NpogecCHOHATBHBIX 0a3 TaHHBIX
(b)) n nugopmauuonHo-cnpasounbie cucrem (MCC) (2017 r.)
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1. Ilepeyens 11O

Tabauya 1
Nenn Haumenosanue 110 ITpoussogurens | CrnocoO pacnpocTpaHeHUs
/i (uyensuommoe Uil
Cc80000HO
pacnpocmpanaemoe)
1 Adobe Master Collection CS4 Adobe JINLEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIMLIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE
11 | Kaspersky Endpoint Security Kaspersky JIMLIEH3MOHHOE
2. Ilepeyens B u UCC
Tabauya 2
Neri/nt HaumeHoBaHue
Me:xnyHapossblie pedpepatuBHble HayKoMeTpudeckue B, focTynHble B pamkax
HaloHaJbHOM noamicku B 2017 r.
Web of Science
Scopus
[TpopeccuonanbHble NogHOTEKCTOBBIE b1, MOCTYNHBIE B paMKax HalMOHAILHON
nopgnucku B 2017 1.
Kypnanb! Oxford University Press
ProQuest Dissertation & Theses Global
SAGE Journals
Kypnainbl Taylor and Francis
[TpodeccuonanbHbie nosiHOTEKCTOBbIE BT
JSTOR
W3pnanust no oOeCTBEHHbIM U TYMaHUTAPHbIM HayKam
KomnbrorepHbie cripaBoyuHble MPABOBbIE CUCTEMBI
Koncyabrant [Tntoc,
I'apanT
CocraB nporpammuoro odecnevyenusi (I10), coBpemeHHbIX NpogecCHOHATBHBIX 0a3 TaHHBIX

(b)) n nugopmaumonHo-cnpasounblie cucrem (MCC) (2018 r.)

1. Ilepeuens 11O

Tabauya 1
Nenn Haumenosanue 110 ITpoussogurens | Crnoco0 pacnpocTpaHEHUs
/i (uyensuommoe Uil
€c80000HO
pacnpocmpanaemoe)
1 Adobe Master Collection CS4 Adobe JINLEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIMLIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE
11 | Kaspersky Endpoint Security Kaspersky JIMLIEH3MOHHOE
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2. Ilepeyens B u UCC

Tabauya 2

Nerr/

HanmeHnoBanue

Me:xnyHapossblie pedpepatuBHble HayKoMeTpudeckue B, focTynHble B pamKax
HalMoOHaJbHON noamicku B 2018 r.

Web of Science

Scopus

[TpopeccuonanbHble NoJHOTEKCTOBBIE b1, MOCTYNHbIE B paMKax HalMOHAILHON
nopnucku B 2018 r.

Kypnanbl Oxford University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnainel Taylor and Francis

[TpodeccuonanbHbie nosiHOTEKCTOBbIE BT
JSTOR
M3pnanus 1o oO1EeCTBEHHbIM U T'YMAHUTAPHBIM HayKaMm

KoMmbroTepHble CripaBoOyYHbIE MPABOBbIE CUCTEMBI
Koncyabrant [1ntoc,
I'apanT

CocraB nporpammuoro odecnevyenus (I10), coBpemeHHbIX NpogecCHOHATBHBIX 0a3 TAHHBIX

(b)) n nugopmaumonHo-cnpasounblie cucrem (MCC) (2019 r.)

1. Ilepeuens 11O

Tabauya 1
Nen/ Haunmenosanue 1O ITpoussopuTens Cnoco6 pacrpocTpaHeHHs
n (auyensuonroe uau c60600HO
pacnpocmpanaemoe)
1 Adobe Master Collection CS4 Adobe JINLEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIMLIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE
12 Windows 10 Pro Microsoft JIMLIEH3UOHHOE
13 | Kaspersky Endpoint Security Kaspersky JIMLIEH3MOHHOE
2. Ilepeyens B u UCC
Tabauuya 2
Neri/im HaumenoBanue

MexnyHapossblie pedepatuBHble HayKoMeTpudeckue B, focTynHble B pamKax
HalMoHaJIbHON noamicku B 2019 r.

Web of Science

Scopus

ITpopeccuonanbHble NoaHOTEKCTOBBIE b1, MOCTYNHBIE B paMKax HalMOHAJILHON
nopgnucku B 2019 r.

Kypnanbl Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnaine! Taylor and Francis

DJIEKTPOHHbIE U3[laHKs U3/IaTeIbCTBA Springer
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[Tpodeccuonanbibie nojHOTEKCTOBbIE BT
JSTOR
M3pnanus no oOeCTBEHHbIM U T'YMAHUTAPHBIM HayKaMm

KOMHbIOTeprIe CIIPABOYHLIC MTPABOBLIC CUCTEMbI
Koncynbsrant Imoc,
I'apanT

8. ObecneueHnne 00pa3oBaTEIbHOIO MPOLECCA VISl JTUI] C OTPAHNYEHHBIMH BO3MOKHOCTAMU

3A0POBbLA 1 HHBAJINI0B

[Tpu HEeoOxoaMMOCTH pabodasi mporpaMMa JUCITUILUIMHBI MOXKET OBITh aJanTHPOBAHA IS
obecrieyeHns 00pazoBaTEIHLHOIO MPOLIECCa JIULAM C OrPaHHYEHHBIMU BO3MOXKHOCTSIMH 3/I0POBbS,
B TOM YMCJE JUI JUCTAHIIMOHHOTO o0y4yeHus. J[s 3TOro ot cTyaeHTa TpeOyeTcs MpelCTaBUTh
3aKJII0YeHUE TNcuxojoro-meanko-nenarornyeckod komuccuu (IIMIIK) m nuunoe 3asiBrieHue
(3as1BJIEHHME 3aKOHHOTO MIPEJICTABUTES ).

B 3axmrouenuu [IMIIK 10mkHO OBITH MPOMHCAHO:

- pekoMeHayeMas y4yeOHas Harpys3ka Ha oOydwaromierocsi (KOJIM4ecTBO JAHEW B HEIEIIO,
4acoB B JICHb);

- 000pyI0OBaHNE TEXHHUUYECKUX YCIOBUH (TIPH HEOOXOAUMOCTH);

- COIIPOBOX/IEHNE U (MJIN) IPUCYTCTBUE POAUTEINEH (3aKOHHBIX ITPEICTABUTENEH) BO BpEMS
ydeOHoro mnpoiiecca (mpu HeOOXOANMOCTH);

- OpraHu3anys ICHXOJIOTO-TIEJarOrMYecKOro COMPOBOXACHUE OOydalomerocs c
YKa3aHHUEM CIEIMAINCTOB U JOIyCTUMOMN Harpy3Kku (KOJNYeCTBAa YAaCOB B HEJIEIIO).

s ocymiecTBiaeHUs MPOLENYp TEKYLIET0 KOHTPOJIS yCIEBAEMOCTH U MPOMEKYTOUHOU
aTTecTalid OOYYArOMIMXCS MPU HEOOXOIUMOCTH MOTYT OBITh CO3HaHbl (DOHIBI OIEHOYHBIX
CPEICTB, AaAaNTHUPOBAHHBIE JUIsI JIMIl C OTPaHUYCHHBIMH BO3MOXXHOCTSIMH 3JI0POBbSl U
MO3BOJISIOIINE OLEHHUTh JOCTI)KEHHE WMH 3aIJIAaHMPOBAHHBIX B OCHOBHOM 00pa30BaTEbHOM
porpaMMe pe3yJIbTaTOB OOY4YeHHsS M YpPOBEHb C(OPMHPOBAHHOCTH BCEX KOMIIETEHIIHH,
3asBJICHHBIX B 00pa30BaTeIbHON MPOrpaMMe.

dopma NpoOBEAECHUA TEKYIIEH W HMTOTOBOM aTTECTAlMU Ui JIUL C OrPAHUYEHHBIMU
BO3MOXXHOCTSIMU 3JIOPOBBSI YCTAHABIMBAETCS C YYETOM HWHAMBHUAYAIBHBIX IMCUXO(DH3NUECKHX
ocoOeHHOCTeH (YCTHO, MUCbMEHHO (Ha Oymare, Ha KOMITbIOTEpPE), B (hOpMe TECTUPOBAHUS U T.I1.).
[Ipy HEOOXOAMMOCTH CTYIEHTY MPEIOCTaBISIETCS IOMOJHUTEIBHOE BpeMs ISl MOJATOTOBKH
OTBETA Ha 3a4€TE WIM SK3aMEHE.

9. Metoau4eckue MaTepuaJbl
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9.1. Ili1anbl 1a00paTOPHBIX 3aHATHH.

TEMAL. (4 u.) 3AKOHOJATEJILHAS PETJIAMEHTALIAS JOKYMEHTUPOBAHM S
KAJIPOBOI IEATEJLHOCTHU B P®

3AJIAHUSL

[Mpoananmsupyiite TpynoBoii kogekc Poccuiickoit denepanuu u onpeaenute TpedOBaHUS K
cocTaBy ¥ 0(hOPMIICHUIO JOKYMEHTOB, PETJIAMEHTUPYIOIIUX TPYIOBbIC OTHOIIICHHS.
[Mpoananm3upyiite TpynoBoii kogekc Poccuiickoit denepanuu u onpeaenute TpedOBaHUS K

(bYHKIMAM KaApOBOH CITY>KOBI.

YKA3AHUS 10 BBITIOJITHEHUIO 3AJIAHUN

N3yunre TpynoBoi KoIekc U BBIACHUTE, KaKUMU JOKYMEHTAaMH IIPELYCMOTPEHO
oopmieHue mpueMa, NEpeBONA, YBOJBHEHUS, KOMAaHIUPOBAHUS, JUCHUIUIMHAPHOTO
B3BICKaHMSI U MPEAOCTABICHHS OTITycka paboTHHKaM. COCTaB JOKYMEHTOB (PUKCHPYETCS 110
KaX/10il oTnenbHOM mporenype. OOpaTuTe BHUMAaHHWE HA CPOKHU IOJTOTOBKH JTOKYMEHTOB,
YCTaHOBJICHHBIE 3AKOHOIATEIILHO.

Pe3ynbraThl 3a1aHUs MOTYT OBITh NPEJICTABIICHBI B BU/IE TaOIHIIBL:

IIpoueaypa

Bunawbl
AOKYMEHTOB

Homep
CTAaTbH

Cpoku,
CBSI3aHHbIE €
JAOKYMEHTOM

Conep:xanue,
opopmiieHUE

[Tpuem Ha pabdoty

IlepeBon

IIpenocrasienue
OTIIyCKa

[Tooupenue

JucuumHapHoe
B3BICKaHHE

KomanaupoBaHnue

YBonbHEHUE

2. W3zyuure TpymoBoil KOAEKC U OMpENeNuTe 00S3aHHOCTH PabOTOAATENsl MO OTHOMIEHUIO K

pabOTHHKY, KOTOpbIe ycTaHOBIEHB! B Kogekce npr BOSHUKHOBEHHH TPYIOBBIX OTHOILICHHIA.

Ha 3T0ii 0cHOBE cocTaBbTe MepeueHb (PyHKIUI, BBIMOIHAEMBIX KaJIpOBOM CITyKOOi.

KOHTPOJIBHBIE BOITPOCHI.
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1. IlepeyncauTb OCHOBHBIE BHIbl JOKYMEHTOB, MCIOJIb3yEMbIE I JOKYMEHTHUPOBAHUS
TPYXOBBIX OTHOILLECHHM, YCTAHOBJIICHHBIX B TPYI0BOM 3aKOHOJATEIbCTBE.

2.  HazoBute TUMNOBbIEC (HYHKIMU KaIPOBON CITYKOBI.

NCTOUYHUKHN

TpynoBoit koaexc Poccuiickoit ®enepanuu ot 30.12.2001 Ne 197-®3. Ilpunst
I'ocynapcrennoit J{ymoii 21 nexadps 2001r. (B pea. ot 29.12.2010) // [DnexTpoHHBIHA pecypc]. —

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

JIMTEPATYPA

Abynanze, J. I'. JlokyMeHTaIllMOHHOE OOeCTIeYeHUE YIPaBICHHs IIEPCOHAIIOM :
y4eOHMK U IPAKTUKYM JUIs akajieMuueckoro 6akanaspuata / . I'. AGynanze, U. b. Beimpsbkkuna,
B. M. MacnoBa. — MockBa : WUzmarensctBo IOpaiir, 2019. — 299 c. — (baxkanasp.
Axkanemuueckuii kype). — ISBN 978-5-534-00875-3. — Tekcr : snextponnsiii / 3bC HOpaiit
[caiiT]. — URL: https://urait.ru/bcode/433411 (mara o6pamenus: 30.11.2019).

KanpoBoe nenonpousBonctBo: Haumnaem ¢ Hyns. Ayaur cBoumu cuiamu / W.B.
Kypasnesa, M.B. XKypasnesa. - 2-e uzn. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Hom. Mat. znanium.com). - (ITpocto, kpaTko, ObicTpo). (0) ISBN 978-5-16-008986-7 - Tekcr
: anexktponHblid. - URL: https://new.znanium.com/catalog/product/417566 (nata oOparueHus:
30.11.2019)

[TaBnosckas, O. 0. IIpaBoBoe obecnieueHre KaJIpoBOro IEIONMPOU3BOJCTBA : yueOHOE
noco6ue 1715t By30B / O. FO. ITaBnoBckast. — Mocksa : M3parensctBo KOpaiir, 2019. — 213 ¢. —
(Beicmiee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrponssiit / 3BC Opaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

MaTepI/IaJ'[LHO-TeXHI/I‘leCKOG odecrnevyeHue 3aHATHS:

1.TpynoBoii xonekc P®.

TEMA 2. (4 4.) PASPABOTKA OPTAHM3AIIMOHHBIX JIOKYMEHTOB B KAJIPOBOM
CJIIYKBE

3ATTAHUS
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ITpoananusupyiite opranuszanuio padoTel ¢ kagpamu B 3A0 “Brimmen”.
Yy

2. Pazpaboraiire Ilonoxenune 06 otnene kagpos 3A0 “Beimnen”

3. PazpabotaiiTe TOMHKHOCTHYIO MHCTPYKIUIO JUIsl OTHOTO U3 COTPYIHHUKOB KaJPOBOM CITY>KOBI

YKA3AHMA 110 BBIIIOJIHEHUIO 3ATIAHNW A

1. Ilpoananu3upyiite KoMIuieKC AOKyMeHTOB 3AO “Breimmen”, BBIABISISL  €r0 CTPYKTYpY,
YHCIICHHOCTb, HAPaBJICHUs AesTeabHoCcTH O0IecTBa 1 0COOCHHOCTH OpraHU3aliy KaJpoBOH
paboThI.

2. Ha ocHoBe KBaIM()UKAITMOHHON XapaKTEPUCTUKU PYKOBOIUTENS KaipoBoii ciryx0b1, YCOP/I,
TpynoBoro kojekca M TpeOOBaHUII WHBIX HOPMATUBHBIX W METOJUYECKUX JOKYMEHTOB
pazpabotaiite u opopmute npoekt [lonoxenus 06 otaene kaapoB 3A0 “Beimmen”.

3. Ha ocHoBe KBamu(pHUKAIIMOHHBIX XapaKTEPUCTHK PAOOTHHUKOB KajpoBou ciyx0b, Y COPJ]
pa3paboTaiiTe MPOEKT JOJHKHOCTHOH MHCTPYKIIMU OAHOTO U3 COTPYAHUKOB OTJIENa KaJpOB
3A0 “Beimmien” u 0popMUTE €ro B COOTBETCTBHU C YCTAHOBJICHHBIMU TPEOOBAHHUSIMHU.

KOHTPOJIBHBIE BOITPOCBI

1. Tlepeuncnute 3agaun ¥ PyHKIIUH KaIPOBOM CITY>KOBI.

2. Kaxue qOKyMEHTHI periaMeHTHPYIOT paboTy ¢ IepPCOHATIOM OpraHU3aun?

3. Ha ocHoBe, Kakux JOKYMEHTOB pa3pabaThIBalOTCS TOJOXKEHHE O KaJpOBOH CIykOe u
JOJKHOCTHBIE UHCTPYKIIUU €€ COTPYAHUKOB?

4. KaxoBa CTpyKTypa TEKCTOB MOJIOXKEHUS O KaIPOBOH CIIy>KO€ U TOJKHOCTHON MHCTPYKIUH?

5. Korna monokeHue o KajapoBoil ciyx0e mnpuoOpetaer ropuanueckyio cuiry? Korma ono
TpebyeT nepepaboTKu?

6. Ilepeuncnure oOmue TpeOoBaHMS K O(OPMIICHHIO OPraHU3allMOHHBIX JOKYMEHTOB.

NCTOYHUKN

TpynoBoit koaexc Poccuiickoit ®enepanuu ot 30.12.2001 Ne 197-®3. Ilpunst

I'ocynapcrennoit J{ymoii 21 nexadbps 2001r. (B pea. ot 29.12.2010) // [DnexTpoHHBIHA pecypc]. —

M., 2019. — Pexxum noctymna:http://www.consultant.ru.
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YHUpHUIUpOBaHHAs CHCTEMa OpPraHU3alMOHHO-PACTIOPAIUTEIBHON JTOKYMEHTAIHH.
YHauduuupoBaHHsie (HOpMbI, HHCTPYKIIMA U METOJUYECKHUE MaTepHalbl M0 MX MPUMEHEHHIO.
M.1982 // // [Dnekrponnsiit pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

KBanudukanoHHbI CIPAaBOYHUK JOJDKHOCTEH PYKOBOIUTENEH, CHENHaIMCTOB U
ciyxkamux. M., 2002/ //  [DnexktponHslii pecypc]. — M., 2019. — Pexum

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

JIMTEPATYPA

I'morosa C.A. IIpodeccroHanbHbIi cTaHAAPT CIICIUATUCTA 10 YIIPABICHHUIO IEPCOHATIOM
B JICATENBHOCTH  KaApOBOW  CHyXObl  [DnekTpoHHBI  pecypc] /Imorosa CeTiana
AnexcanaposHa; C. A. ['motoa // YripaBieH#ne TOKyMEHTAIMEH: TIPOIILIOE, HACcTOsIIee, OyayIiee
: marepuainsl II-eit MexxayHap. Hay4.-ipakT. KoH., nmocsml. namstu npod. T. B. Ky3uernosoii,
Mockga, PITY, 23-24 mapta 2017 r. / M-Bo 0o0pa3oBanus u Hayku Poc. @enepanuu, Oenep. roc.
O10[KET. yupexa. Bbicul. oOpazoBanus "Poc. roc. rymanutapueiid yH-T", UcT.-apx. uH-T, Dak.
JTOKYMEHTOBE/IEHUs] ¥ TEXHOTPOHHBIX apX., Kad. mokymenroBenenus. - Mocksa : Tepmuka.py,
2017. - C. 451-457. - Pexxum noctyma : http://elib.lib.rsuh.ru/elib/000013004.

Kykapuna IO.M. CoBpeMeHHblE OpraHU3alMOHHBIE U PEIVIAMEHTHBIE JOKYMEHTBI:
¢byskiun 1 pasHoBugHocty // Bectauk PITY. 2016. Ne2. [Dnekrponnsiit pecypce]. — M., 2019. —
Pexum JOCTyTIa! https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik daizi%202(4)-16.pdf.

[TaBnoBckas, O. 0. IIpaBoBoe obecnieueHre KaJIpoBOro IEIONPOU3BOJCTBA : yueOHOE
noco6ue 1715t By30B / O. FO. ITaBnoBckast. — Mocksa : M3parensctBo KOpaiir, 2019. — 213 ¢. —
(Beicmiee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrponssiit / 3BC Opaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara o6pamenus: 30.11.2019).

MaTepI/IaJ'[LHO-TeXHI/I‘leCKOG odecnevyeHue 3aHATHS:

1. Tpynosoii konekc PO
YCOP/]

KBanudukaoHHble XapaKTepUCTUKH pAaOOTHUKOB KaJPOBOMU CITY>KOBI

D

KommekT nokymentoB 3A0 “Beimnen”

TEMBI 3-7 (10 u.). JOKYMEHTHUPOBAHME KAJIPOBO JESITEJAbHOCTHU
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3AIAHUS:

1. M3yuuTe 3aKoHOAATENIbHBIE TPEOOBAHUS K  COACPKAHUIO U O(QOPMIICHHIO  TPYAOBOTO
noroBopa. I1oaroToBbTe MPOEKTHI JOKYMEHTOB TI0 IIpUeMy Ha padorty.

2. [ToaroToBbTE MPOEKTHI JOKYMEHTOB 110 NEPEBOAY Ha JAPYTYIO padoTy.

3.IToaroToBbTE MPOEKTHI JOKYMEHTOB O MHPEIOCTABICHUH OTIIyCKa, MPOEKTHl JOKYMEHTOB O
KOMaHIUPOBaHUU PaOOTHUKA

4.IloaroToBbTE MPOEKTHI JOKYMEHTOB O IMOOLIPEHHH PAaOOTHHKA M TPOEKTHl JOKYMEHTOB O
BBIHECEHUH JUCLIUTUIMHAPHOTO B3BICKAHUSL.

5.IToaroToBbTE MPOEKTHI JOKYMEHTOB 00 U3MEHEHMH (aMHINH pPAaOOTHUKA M MPOCKTHI

JOKYMEHTOB O pacTOpPKEHUH TPYJ0BOIO JOTOBOPA.

YKA3AHUS 10 BBITIOJITHEHUIO 3AJIAHUN

1. Ha ocHoBe MaTepHanoB JIeJIOBOW UIPHI (CIIPaBOYHbIE JaHHbIE O pabOTHHUKE) M TpeOOBaHUN
TpynoBoro xojekca MOATOTOBUTH TPYAOBOW JOTOBOP C paOOTHUKOM, O(OPMHUTE MpPHUKa3 O
npuemMe paboTHUKA Ha paboTy (CTYAEHTHI MOTYT COCTaBHTh MPHUKA3 IO OOLIMM MpaBUIIaM
oopmIIeHHs TPUKA30B WM BOCIOIB30BATHCS YHUUIPOBaHHOM (popmoii T-1). 3anonHuTh
Jlnunyto kaprouky pabotHuka (popmy T-2.) Omnpenenutb cOCTaB JIOKYMEHTOB,
UCTIOJIb3YEMBIX U CO3/IaHHBIX IIPU MpHEMe Ha paboTy, KOTOpbIE (POPMUPYIOTCS B IUYHOE JIEII0
paboTHHKA.

2. Hcnonp3ys marepuanbl AEIOBOH UIpbl (CIpaBOYHBIE JAHHBIE O PAOOTHHUKE) M YUHUTHIBAS
tpeboBanust TpynoBoro kogekca opopMuTh nepeBoa pabOTHUKA (IO €ro WHUIIMATUBE U IO
MHHIIAATHBE PYKOBOJIUTENS CTPYKTYPHOTO TMOJpPA3JENICHUs) HA JIPYrylo paboTy B TOH ke
opranu3zanuu. CocTaBuUTh 3asBICHHE, MPEICTABICHUE, YBEIOMIICHUE U O(POPMUTH MPHKa3 O
nepeBoJie pabOTHUKA Ha APYTyI0 paboTy (10 oOUMM mpaBuiiaM 0QOpPMIICHHS PUKA30B WIN
BOCIIOJIb30BaThCsl yHU(DUIIMpoBaHHOH popmoit T-5). Buectu nannsie B JIMUHYI0 KapTOUKy
pabotauka (popmy T-2.) OnpenenuTs COCTaB JOKYMEHTOB, HCIIOJIb3yEeMbIX M CO3/IaHHBIX MPU
nepeBoJie Ha JPYTYIo padoTy, KOTOpbie (POPMUPYIOTCS B TMUHOE AET0 PaOOTHUKA.

3. Hcxoas u3 MaTepualioB J€JIOBOM WUIphl (CIpaBOYHBIC JaHHBIE O pabOTHHKE) , 0POPMHUTH
©KErOJHbII OYepeHOM OIUIaYMBAEMBIii OTIIYCK M OTIYCK 0Oe3 COXpaHeHHs 3apa0oTHON
wiatel. COCTaBUTh TpaduK OTIYCKOB, OQOPMUTH MPUKA3 O MPEJOCTaBICHUH OTITycKa (110
00ImMM mpaBuamM 0(hOpMIICHHUS TPUKA30B UM BOCIOIB30BATHCS YHU(PUIIMPOBAHHOM (hopMOi

T-6) . Buectu nannble B JInuHyto kapTouky padoTHuKa (popmy T-2.).
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Hcnonp3ys MaTepualbl JelOBOM UIPhl (CIPaBOYHBIC AaHHBIE O PaOOTHUKE) MOATOTOBHUTH
NpUKa3 O HANpaBICHUU pabOTHHKA B KOMaHAMPOBKY (10 OOIIMM mpaBuiIaM O(OpMIICHUS

NPUKa30B WIK BOCIIONB30BaThcs yHU(DUITUPOBaHHOH popmoii T-9).

4. UVcnonp3ys marepuainbl JeTOBOM UIPhl (CHpaBOYHBIC JaHHBIE O pAabOTHHKE), OQGOPMHUTH
NpUKa3 O MOOUIpeHHH paboTHUKA (10 OOmMM mpaBuiaaM O(GOPMIICHHS NPUKA30B WIH
BOCTIOJIb30BaThCsl yHH(pUUMpoBaHHON ¢opmoit T-9). BHectn naHHBIE O NOOIIPEHHUU B
Jlnunyto kapTouky pabGotHuka (popmy T-2.). Ompenenurs cocTaB JIOKYMEHTOB,
UCTIONIb3YEMBIX TPH O(GOPMIIEHUH TOOUIPEHHsI, KOTOpbIE (OPMHUPYIOTCS B JIMYHOE JIEJIO

paboTHHKA.

Ha ocHoBaHMM MaTepualloB JAEJIOBOM HIPbl COCTaBUTh OOBSCHUTEIBHYIO 3alUCKy O
JUCLUIIIIMHAPHOM IIPOCTYIIKE, AOKJIAJHYIO 3alIMCKy O HAPYIICHUU TPYAOBOU IUCLUILIUHBI,

IMpuKa3 O HAJIOKCHUU NUCHUILUIMHAPHOT'O B3bICKAHUS.

5. Hcnonp3ys Martepuanbl JAEIOBOM HUrpbl (CIpaBOYHBIE IaHHBIE O paOOTHUKE) OPOPMHUTH
IpeKpalleHrue TPYyIOBOrO JIOrOBOpa IO MHUIMATHBE paOOTHHMKA, 10 WHUIMATHUBE
paboTomarens, Mo 0OCTOSATENbCTBAM, HE 3aBHCSIIUM OT BOJIU CTOPOH. ONpeaenuTh COCTaB
JOKYMEHTOB, KOTOphIMU odopmisiercss Kaxnas curyauus. OQopMuTh mpuKas 0
IpeKpalleH!H JeCcTBUS TPYI0BOTO 10roBopa (1o o0ImuM npaBuiiaM o(hOpMIICHHUS TIPUKA30B
WIN BOCIOJIB30BaThCs yHU(pUIMpoBaHHOH hopmoii T-8). BHecTn nanHbie 00 yBOJIbHEHUH B
Jlnunyto kapTouky pabGotHuka (popmy T-2.). Ompenenurs cocTaB JIOKYMEHTOB,
UCTIONIb3YEMBIX MU O(QOPMIICHUM YBOJBHEHHS, KOTOpble (DOPMUPYIOTCS B JMYHOE €0
paboTHHKA.

CocTtaBbTe MPOEKT MpHKa3a 00 U3MEHEHUHU (paMuIIuu, MPUBEUTE BOZMOXKHBIE OCHOBAHUS IS

HU3J1aHUA TaKOr'o IMprUKasa.

KOHTPOJIBHBIE BOITPOCHI:

1. Bplnenante OCHOBHBIE TOKYMEHTHPYEMBIE 3a7jaul KapOBOH 1€ATEIbHOCTH.
2. OxapakrepusyiWTe CTPYKTypy TEKCTa TPYZOBOI'O IOTrOBOpA, NEPEUUCINTE CYIIECTBEHHBIE
I10JIO’KEHHUS TPYAOBOIO AOrOBOpA.

3. SBnstorcs M yHUGUIMPOBAaHHBIE (OPMBI 00S3aTEBHBIMU ?
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4. Ha ocHoBe TpeOOBaHHWN K TpPYIOBOMY JOTOBOpPY, ONPEACTUTH MOPSAOK O(POPMIICHHS
JOTIOJTHUTEIBHOTO COTameHus (I3MEHEHUs K TPYI0BOMY JIOTOBOPY).
5. Kakumu TtpeOoBaHMAMHU [IOJKHA PYKOBOJCTBYETCS KaJIpoBas ciayx0a mpu odopmieHun

MPUKA30B B TEKCTOBOU (hopme?

NCTOUYHUKHN

TpynoBoit koxekc Poccuiickoit @enepanun. Ilpunar I'ocynapcrsennoit ymoit 21
nexabpst 2001r. . ( ¢ w3m. u pom.) // [DnekrpoHHBIH pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

YHuduuupoanHsie GOpMbI IEPBUYHON yUETHON JOKYMEHTAIMU 10 YYeTy TpyJa U €ro
OILJIATHI. q.1. M.,2004// // [DOnextponnblii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

Oobmepoccuiickuii kinaccupurarop npodeccuid paboumnx, MOHKHOCTEH CITyKaIlUX H
tapudubix paszpsnoB OK 016-94. M.: Muntpyn Poccun, 1995. //// [9nextponnslii pecypc]. — M.,
2019. — Pexxum nocrymna:http://www.consultant.ru.

Oobmepoccuiickuii knaccudukarop unpopmanmu o Hacenenun OK 018-95. M.:
Muntpyn Poccum, 1996 ////  [Onektponnsii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

Obmepoccuiickuii knaccupukarop ynpasiendeckoi qokymentanuu OK 011-93. M. :
I'occranmapr Poccun, 1994 // [OnektponHslii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

Ob6mmepoccuiickuii KitaccupuKaTop cnenuansHoctei mo oopazosanuto OK 009-93. M.

Tloccranmaptr Poccun, 1995 //// [Onexrponnsit pecypc]. — M., 2019. — Pexum

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

JINTEPATYPA

Abynanze, 1. I'. JlokymeHTanImOHHOE 0O€ECTIeYeHIE YIIPABICHUS IEPCOHAIOM | YU4EOHHUK
U MPAKTHKYM JUId akajeMudeckoro Oakanaspuara / Jl. I'. AOynanze, U. b. Bempsokkuna, B. M.
MacnoBa. — Mocksa : UznarensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AkageMudecKuii
Kkypc). — ISBN 978-5-534-00875-3. — Texkct : anextponnsii / ObC FOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 (mara obpamenus: 30.11.2019).

KanpoBoe nenonpousBonctBo: Haumnaem ¢ Hyns. Ayaur cBoumu cuiamu / W.B.

Kypasnesa, M.B. XKypasnesa. - 2-e uzn. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
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+ ( Hom. Mat. znanium.com). - (ITpocto, kpaTko, ObicTpo). (0) ISBN 978-5-16-008986-7 - Tekcr

: anektponHbld. - URL: https://new.znanium.com/catalog/product/417566 (nata oOparueHus:
30.11.2019)

MaTepI/IaJ'[LHO-TeXHI/I‘leCKOG odecrnevyeHue 3aHATHS:

Tpynosoii koznekc PO.

YHauduuupoBaHHbie POPMBI IEPBUUHON YUYETHOH TOKYMEHTALIH.

Marepuasl 1eJI0BOW UIPbI, COAEPIKAIME CIIPABOYHBIN JaHHBIE O paOOTHUKE, H(POPMAIIHIO O €TO
TPYIOBOM JCATEIBHOCTH.

Obmepoccuiickue KI1acCuPpUKaToOphbI.

Tema 8 (2 u.) TPYIOBAA KHMXKA

3AJJAHUA
1. IlpoananusupoBats TpynoBoil kopekc P®, IlpaBuna BeneHHs U XpaHEHHUS TPYAOBBIX
KHVKEK, HHCTPYKIUIO 110 3aII0JIHCHUIO TPYI0OBOM KHUKKU. BBIACHUTS ITpaBUiIa 3aBEACHUS
U TIOPAJIOK BEICHUSI TPYAOBBIX KHUKEK.
2. 3anonHuTh OJaHK TPYAOBOM KHMKKHU CBEICHUSIMU O pabOTE U YBOJIbHEHUH.
3. IIpoananu3upoBaTh MPEAJIOKECHHbIE KOIUU TPYIOBBIX KHIDKEK, OOBSICHUTH OIIMOKH B
0(OpPMIICHUU U BEICHUU.

4. 3apeructpupoBath 0)OPMICHHYIO TPYIOBYIO KHIKKY.

YKA3AHUS 10 BBITIOJITHEHUIO 3AJIAHUN

1. Uzyunte Tpynosoil kogexc P®, IlpaBuna BeneHHs M XpaHEHHUs TPYIOBBIX KHIKEK,
MHCTPYKLUIO I10 3aII0JTHEHUIO TPYIOBBIX KHUXKEK .
Y CTaHOBUTS:
-3aKOHOJATEJIbHBIE U HOPMATUBHBIE IIOJIOKEHUS O CTAaTyCe TPYNOBOM KHUXKKE, IOPAJKE €e
oopMIICHUS ¥ BEICHUS,
- HOpMaTHUBHbIE TPEOOBAHUS O AyOIUKATE TPYAOBOM KHUKKH;
- HOpMaTHUBHbIE TPEOOBAHUS O BKJIAJBIIIE K TPYAOBOM KHUXKKE.
2. Hcnonw3ys mNpenoKEHHbIE MaTepuasbl JEJI0BOM HUIPhl M MaTepuasbl 3aHATHH O
JOKYMEHTUPOBAHUH IIPUEMA, IIEPEBOA, YBOJILHEHUS BHECTU COOTBETCTBYIOIIUE 3AIIUCU B

TPYIOBYIO KHUXKKY.
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3. U3yuuTh nmpenioKeHHbIe KOMUU TPYAOBBIX KHIKEK, BBISIBUTH OLIHMOKHU B O(OPMIICHUH U

WCTIPABJICHUAX HA TUTYJIHHOM JIUCTE, B paznene «CBeneHus o paboTey.

KOHTPOJIBHBIE BOITPOCHI

1. B kako#i cpok noKHA OBITH 3aBElE€HA TPYAOBas KHMXKKA MPH MOCTYIUICHWH paOOTHUKA Ha
paboty BriepBbie?

2. B kakux ciaydasx KaJpoBas Cly>k0a MMeeT IpaBO BbIIATH TyOIMKAT TPYIOBOW KHUKKH?

3.B kakoii cpok mocine yBoJbHEHHs paOOTHUKY BBIIAETCS TPYIOBasi KHMKKA?

4. Kak oopmisieTcs Bbliaya BKJIbIINIA K TPYI0BOIM KHIDKKE?

5. Kakoe cTpyKTypHOE MOjpa3AeieHUe OpPraHM3alUU XPAHUT OJAHKU TPYIOBBIX KHIDKEK WU
BKJIaJbIILIEN K HUM?

6.Kak ncnpaButh ommoKu, 0OHapyKEHHbIE HA TUTYJIBHOM JIUCTE TPYIOBON KHMKKH?

7.Kak ncnpaBuTh ommOKu, 0OHapyKEHHBIE B 3aNI0JHEHUH pasjena «CBeaeHus 0 padboTe»?

NCTOYHUKN

TpynoBoit xonekc Poccuiickoit ®enepaunu. Ilpunar rocynapctsenHon dymon 21
nekabps  2001r.  //  [Dnextponsbii  pecypc]. — M.,  2019. —  Pexum
nocryma:http://www.consultant.ru.

[lpaBuna BemeHuss M XpaHeHHA TPYNOBBIX KHUkeK. (yTB.IlocTanoBienuem
[TpaBurensctBa PO ot 16 ampens 2003 r. Ne 225 // [DnextponHslii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

WHcTpyKuys MO 3aN0JHEHUIO TPYIOBBIX KHIKEK (YTB. [locTaHOBIEHMEM MuHucTepcTBa
Tpyaa ¥ couuanbHoro pasButus Poccuiickoir ®eneparmun ot 10 oxtsa6ps  2003r.).
3apeructpupoBaHa MunuctepctBoMm tocturiu Poccuiickoit @eneparun 11 Hos6ps 2003 r. Ne

5219. // [9nextponHslit pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

JIMTEPATYPA
I'moroBa C.A. TeHIeHIMH pa3BUTHS KaJpPOBOTO JIENONPOU3BOACTBA B paMKax
nporpamMbl  "lludpoBas  skoHomumka"  [OnekTtponHbIi  pecypc] /I'morosa CBeriana
AnexcanapoBHa; Ceetnana A. I'otoa // YnpaBieHue JOKyMEHTaMH B IIU(PPOBOIT S5KOHOMUKE. -
Mockga : PITVY, 2019. - C. 98-103. - Pexxum noctyna : http://elib.lib.rsuh.ru/elib/000013245.
KanpoBoe nenonpousBonctBo: Haumnaem ¢ Hyns. Ayaur cBoumu cuiamu / W.B.

Kypasnesa, M.B. XKypasnesa. - 2-e uzn. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
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+ ( Hom. Mat. znanium.com). - (ITpocto, kpaTko, ObicTpo). (0) ISBN 978-5-16-008986-7 - Tekcr

: anektpoHHbiid. - URL: https://new.znanium.com/catalog/product/417566 (mara oOparmieHus:
30.11.2019)

[TaBnosckas, O. 0. IIpaBoBoe obecnieueHre KaJIpoBOro IEIONMPOU3BOJICTBA : yueOHOE
noco6ue 11t By30B / O. FO. ITaBnoBckast. — MockBsa : M3narensctBo KOpaiit, 2019. — 213 ¢. —
(Beicmiee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrponssiit / 3BC Opaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

MaTepI/IaJ'[LHO-TeXHI/I‘leCKOG odecnevyeHue 3aHATHS:

WNHcTpyKIUs 110 3aII0THEHUIO TPYIOBBIX KHUKEK
IIpaBuia BeieHUs U XPAHEHUS TPYAOBBIX KHUKEK
bitaHKu TpyJOBBIX KHUKEK

[TpuMepsl 3aMOTHEHHBIX TPYAOBBIX (KHHKEK C OIIMOKaMM)

Tema 9 (2 1.) CHACTEMATHU3ALMS JOKYMEHTOB KAJIPOBO# CJIYKBDL

3AJIAHUSA

1. TIpoananu3upyiiTe HOMEHKIATYPY JeJ KaapoBoi ciyk061 3AO “Brimnen”.

2. CocraBbTe NPOEKT HOMEHKJIATYpPHI Aen orAena kaapoB 3A0 “Beimnen” Ha ciemyromui
KaQJICHJIapHBIN TOJ.

3. Tpoananuzupyiite TpeOOBaHUE 3aKOHOAATEIBHBIX U HOPMATHUBHBIX JOKYMEHTOB K COCTaBY
JOKYMEHTOB JINYHOI'O JIeNa.

4. Cddopmupyiite muuHoe aeno cotpynnuka 3A0 “BeimMnen” u cocTaBbTe BHYTPEHHIOIO OMHCH

AOKYMCHTOB JIMYHOI'O JICJja.

YKA3AHUS 10 BBITIOJITHEHUIO 3AJIAHUN

1. C yyerom TpeOOBaHMII HOPMAaTHBHBIX JTOKYMEHTOB IPOAHAIU3UPYHTE HOMEHKIATYpY el
3A0 “Beimmen”, ompenenss ee BUJA, KIaCCU(UKAMOHHYIO CXEMYy, OCOOCHHOCTH
(bopMyIHpPOBaHUS 3ar0JI0OBKOB, HCTOYHUKH U NMTPABHILHOCThH YCTAHOBIICHHSI CPOKOB XPaHEHUSI.

Ornpexnenure nepexosiue Aeiia, BKIIOYEHHbIE B 3TY HOMEHKJIATYpY.
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2. Ha ocnoBe TpeOoBaHuii OCHOBHBIX IMpaBHJ PaOOThI apXMBOB OpraHU3alMid ¥ THIIOBOTO
IIEPEYHsl YIPABICHYECKUX JOKYMEHTOB CO CpPOKAaMH XpaHEHHMsI  COCTaBbTE IPOEKT
HOMeHKJaTypsl 1ent 3A0 “BeiMrien” Ha crneayromuil KanenaapHsii roa. IIpoekt opopmure B
COOTBETCTBUH C YCTAHOBJIECHHBIM IOPSAKOM.

3. Wsyuuts Yka3 [Ipesunenra PO Ykas [Ipesunenra Poccuiickoit @enepanuu ot 30 mast 2005 r.

Ne 609 «O mepcoHanbHBIX JaHHBIX FOCYAAPCTBEHHOIO I'PayKIAHCKOro ciyxkamero Poccuiickoit

@denepalli U BEJEHUM €ro JUYHOro Aena» M3yuuts p.8 TumoBoro mepedHst ynpaBlIeHYECKHX

JOKYMEHTOB U OIPEJENIUTh COCTAaB JJOKYMEHTOB JIMYHOTO Jesia paOOTHHKA.

4.Vcnionb3yst JOKyMEHTHI, pa3pa0oTaHHbIE HA MPEIBIAYIINX 3aHATUAX, CHOPMHUPYHTE JTHUUHOE

7e710 pabOTHHUKA C yYETOM YCTaHOBIICHHBIX HOPMATUBHBIX TpeOboBaHMi. [[ns copmupoBanHOTO

JIMYHOTO AcJIa COCTAaBbTC BHYTPCHHIOIO OIMMUCHh JOKYMCHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. KaxoBo Ha3HaueHHE HOMEHKIATYpPHI e B KaJpOBO ciryx0e?

2. KaxoBbl TpeGoBaHMsS K (OPMYIHPOBKE 3arojIOBKOB JIOKYMEHTOB IO JIMYHOMY COCTaBy B
HOMEHKJIAaType Aein?

3. Tlepeuncnure cocTaB JOKYMEHTOB JIMYHOTO Jefia pab0THUKA; TOCYAAPCTBEHHOTO CITY>KalleTo.

4. Kak onpenensroTcsi CpOKU XpaHEHUsI KaIpOBBIX TOKYMEHTOB?

5. Kakas cimy>x6a B opraHuszaiiu J0JDKHA pa3paboTaTh HOMEHKIIATYPY 1€ KapOBOM CIIyKObI?

6. Kakue 0coOEHHOCTH XapaKTepHBbI A1 HOMEHKJIATYPbI JIe] KaJpOBOH CITy>KObI?

NCTOUYHUKHU

Vka3 [lpesunenra Poccuiickoit @eaepaunu ot 30 mast 2005 r. Ne 609 «O nepcoHanbHBIX
JAHHBIX TOCYAAPCTBEHHOI'0 I'PaskJIaHCKOro ciyxamero Poccuiickoit denepanuu U BEICHUU €r0
auyHoro  gema»  // [OmektpoHHbli  pecypc]. - M.,  2019. —  Pexum
nocryma:http://www.consultant.ru.

IIpuka3z PocapxuBa ot 23.12.2009 N 76 "OO0 yrBepxkaeHMH MeTOANYECKUX
peKoMeHaanui 1o pazpaboTke MHCTPYKLUUH IO JAEJIONPOM3BOJICTBY B (hefepalibHBIX OpraHax
UCTIOJHUTENBbHOW  BiacTH'//[OnekrponHslid  pecypc]. — M., 2019. —  Pexum
nocryma:http://www.consultant.ru.

[lepeyeHb TUIOBBIX YIPABICHUYECKUX ApPXMBHBIX JIOKYMEHTOB, 0Opa3ylolmuxcs B

mnponecce ACATCIbHOCTU TOCYAApCTBCHHBIX OPraHOB, OPraHOB MCCTHOI'O CaMOYIPABJICHUA U
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OpraHu3aIyii, ¢ ykazaHueM cpokoB xpaHenus. M.,2010// [Onexrponnsiii pecype]. — M., 2019. —

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

JINTEPATYPA
beikoBa T.A. JloKyMEHTallMOHHOE OOECTCUeHHE YIpaBiICHHS (IEIOMPOU3BOICTBO)
[DnexTponHBIi pecypc] : yuebnoe nocodue / T. A. brikosa, T. B. Ky3nerosa. - 2-e u3z., nepepad.

U JIOIL MockBa : Hudppa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL

http://znanium.com/go.php?id=942800.

MaTepI/IaJ'[LHO-TeXHI/I‘leCKOG odecneyeHue 3aHIATHS:

Mertoanuyeckie peKOMEHIAIMi 1o pa3paboTKe MHCTPYKLUMH IO JENONPOU3BOJACTBY B
(benepanbHBIX OpraHax UCHOJHUTEIBHOM BIACTH.

Kommekt nokymentos 3A0 “Beimmnen’.
[lepeyeHb THUMOBBIX YIPABICHUECKUX APXUBHBIX JTOKYMEHTOB, OOpa3yIOIIMXCS B IpoIecce
JESTEIbHOCTH IOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIIPABJICHMsS U OPTaHU3aLNM,

C YKa3aHUCM CPOKOB XPaHCHUS.
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IIpnioxenne 1

Annomayus oucuyunaunvl (Mooyns)

Hucummuimaa  «KagpoBoe — n1enonpow3BOJACTBO» — BXOAUT B 0a30BYI0  4YacTh
npoe€CCUOHATBHOTO IUKJIAa TUCHMILIMH 1o HampasieHuio 034700 «JlokyMeHTOBeneHHE H
apxuBoBezieHne» (mpoduis «MTHPOpMaMOHHO-TOKYMEHTALMOHHOE 00ecieueHHE yIPaBICHUS)
u ajpecoBaHa OakamaBpam 3 kypca (1 cemectp). [ucummimna peanusyercs Ha (akyJbTeTe
JTOKYMEHTOBEICHUS U TEXHOTPOHHBIX apXMBOB Ka(eIpoil JOKyMEHTOBEICHHs], Ay AMOBU3YaTbHBIX

1 HAYYHO-TCXHUUYCCKHX apXHUBOB .

JlucuumuinHa HampasieHa Ha popMUpOBaHUE MPO(ECCHOHATBHBIX KOMIETCHIUH:

e OK-4 - criocoOHOCTh MCHOJB30BATH OCHOBBI MPABOBBIX 3HAHUI B pa3IM4HBIX chepax
NeSITeIbHOCTH;

e OIIK-6 crtocoOHOCTB pemiaTh CTaHIapTHBIE 3a/1a41 MPO(eCCHOHANBHOM 1eATEIbHOCTH Ha
OCHOBe MH(MOPMAIMOHHOW U Oubnmorpaduyeckol KyJIbTypsl C TNPUMEHEHUEM
UH(POPMALMOHHO-KOMMYHUKAITMOHHBIX TEXHOJIOTUI U C YYETOM OCHOBHBIX TpeOOBaHUI

UH(POPMALMOHHON 6€30MacHOCTH;

Ilpeomemom  Oucyuniumvl SIBIAETCS KaapoBas JIOKyMEHTalMs, co3JaBaeMas B
JESTeIbHOCTH KAJpPOBBIX CIYyX0 M odopmisiiomas TpPyIOBBIE OTHOIIEHUS C PaOOTHHKAMH,
0COOEHHOCTH e TOATOTOBKU M paboTHI ¢ HEHl.

Lenv oceoenus yuebHol Oucyuniunbl: N3y4eHUE OCHOBHBIX IPaBUWII JOKYMEHTUPOBAHUS TPYJOBb

otHoweHui B PO u opranuzanuu paboThl ¢ JOKyMEHTaMH MO JUYHOMY COCTaBY.

3aoauu xypca:

J O3HaKOMUTH CTYJEHTOB C OCHOBHBIMH IPABOBBIMU aKTaMH B cdepe KaJpoBOTO
JIeTIOTIPOU3BO/ICTBA;

J CdhopmMupoBaTh KOMIUIEKCHOE MTPEICTABICHHE O COCTOSTHUM COBPEMEHHOM CHCTEMBbI
JOKYMEHTAIUH 110 TUYHOMY COCTaBY;

J JlaTh XapaKTEepUCTHKY 00s3aTeIbHBIM, YCIOBHO-0053aTEIbHBIM U PEKOMEH1yeMbIM
JTOKyMEHTaM KaJIpOBOil CTykKOBbI;

o Omnucate 0COOEHHOCTH COCTaBICHHS U O(GOPMIICHHS JIOKAJIBHBIX HOPMATHUBHBIX
aKTOB, PErJIAMEHTUPYIOIIHNX JIEeATEILHOCTH KaJIPpOBBIX CITyKO;

o BbISBUTH OCHOBHBIE IOKYMEHTHPYEMBbIE 331a4i KaJPOBOH CITykKOBbI;
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o VYCTaHOBUTH COCTAaB JOKYMEHTOB II0 OCHOBHBIM JIOKYMEHTUPYEMBIM KaJpOBBIM
IpoLeaypam;

o ITomaroso onucars NOPSAAOK JOKYMEHTUPOBAHMS 3TUX IIPOLIEYD;

o CchopmupoBaTh HaBBIKM COCTAaBJICHUS M OQOPMIICHHS JOKYMEHTOB [0 JHYHOMY
COCTaBYy;

o OOy4nuTh OCHOBHBIM TEXHOJOIMYECKHMM MpHUEMaM  JeJIONPOU3BOACTBEHHBIX
OIlEpaLINA;

o O3HaKOMUTBH C HOpMaMH M MpPaBUIaMH CUCTEMAaTU3alluU U XPaHEHUs TOKyMEHTOB

10 JINYHOMY COCTaBYy.

B pezynemame uzyuenus oucyuniunslt cmyoeHm O0JIHCEH 3HAMb:

® COBpPEMEHHYIO 3aKOHOJIATENIbHYIO U HOPMATUBHO-IIPABOBYIO 0a3y, periiaMeHTHUPYIOLIYIO

paboTy ¢ KaapoBOil TOKyMEHTAIUEH;

® OCHOBHBIE MPOOJIEMBI COBPEMEHHOT'O KaJIpOBOTO JEJIONPOU3BOCTBA;

e crnenuduKy KaJpoBoil TOKYMEHTALIUU B TOCYIapCTBEHHON U HErOCY1apCTBEHHOM
chepax;

e cocCTaB 00s3aTENbHBIX JOKYMEHTOB Ka/IpOBOil CITyXKOBI,

® TIOPSIOK JTOKYMEHTHUPOBAHUS KaJPOBBIX MPOLEAYP, CPOKH U3JaHHS JOKYMEHTOB;

e TpeboBaHUs K 0(OPMIICHHUIO JTOKYMEHTOB IO TUYHOMY COCTaBY;

®  TEXHOJOTHIO pabOThI C JOKYMEHTAaMH KaJIpOBOM CITy>KOBI;

®  TIOPSJIOK BEeJIEHUS JTMUHBIX JIeJI PAOOTHUKOB,

L4 mpaBujia CUCTCMATHU3allU U XPAHCHUA JOKYMCHTOB 110 JINYHOMY COCTaBY.

B pezynemame uzyuenus Oucyuniunbl CmyoeHm O00IHCEH YMemb.

e paboTaTh ¢ HOPMATUBHO-IIPABOBOI 0a30i B cpepe KaIpoBOro AEIONPOU3BOICTBA;

® I[IPUMEHATH HOPMBI TPYAOBOIO IPaBa, Kacaroluecs KaApoBOi JOKYMEHTALMHY, Ha

NPaKTUKE;
® OpraHu30BBIBATH PAOOTY KaIPOBOM CITY>KOBI;

®  COCTaBJIATH M OOPMIIATH JIOKAJIbHBIE HOPMATUBHBIE aKTHI KaJPOBOil CITykKOBbI;
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MIPOBOAUTH BECh KOMILJICKC pa60T MO0 JOKYMCHTHUPOBAHWUIO OCHOBHBIX KaAPOBBIX

HPOUEAYD,
NPaBUIBHO 0GOPMIIATE U O(OPMIIATE OTAEIbHBIE KaJPOBbIE JOKYMEHTHI,

OpraHu30BaTh pabOTy ¢ KaJpOBOH TOKyMEHTALUEN B OpraHU3aLUAX U YUPEKICHUIX

Pa3IMYHBIX OPTaHU3AIMOHHO-TIPABOBBIX (OPM.

B pezynemame uzyuenus oucyuniunst cmyoeHm 00xceH 001a0ams HA8bIKAMU:

aHaJM3a MpaBbIX AKTOB, BBIABICHUS HEOOXOIMMOW periiaMeHTUpYIOUIeH nHpopMaluu o
JOKYMEHTUPOBAHUH TPYAOBBIX OTHOIICHUH;

paboThI ¢ TUMOBBIMU M YHU(HIIMPOBAHHBIMU (POPMAMU TOKYMEHTOB;

COCTABJICHUS Pa3IUYHBIX BUIOB JIOKYMEHTOB, O()OPMIISIOIIUX TPYIOBBIE OTHOIICHUS C
paboTHUKaMU;

COCTABJICHUS JIOKAJbHBIX HOPMATHUBHBIX aKTOB, PETJIaMEHTHUPYIOIIUX padoTy KaJIpoBOM
CITyKOBI;

MOJICIMPOBAHUS YIPABICHYECKUX CUTYAIMI 10 BOMPOCAaM JTIOKYMEHTHPOBAHHUS TPYIOBBIX
OTHOIIICHUI;

paboThI ¢ KaJPOBOH JTOKyMEHTAIHEH;

CUCTEMAaTU3aLUU KaIPOBOU JOKYMEHTALlUU U OpPraHU3aluy €€ XpaHCHUs.

[To qucuumuinHe (MoOdyat0) MPEeAYCMOTPEHA IPOMEXKYTOUHAS aTTecTallst B opme

IK3dMeHA .

O6H_[a$I TPYAOCMKOCTb OCBOCHUS JUCHUIIJIMHBI COCTABJIACT 3 3ayeTHBIE CAUHHUIBI.
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IIpuniaoxenne 2

JIUCT UBMEHEHUN
Ne TexkcT akryanusauuu uiam npunaraembiii K PITJL njokymeHr, Hara Ne
Cofiep>Kallyii U3MEHEHUS] MPOTOKOJIA
1. 1. O6HOBAEH CNUCOK UCMOYHUKOB U AUMEPAMYPbL 22.05.2017 e. Ne 10

2. O6Ho8.1€Ha CMPYKMYPA OUCYUNAUHDBL O OUHO-3AOUHOLL U
3a04HOIL hopM 0OyUeHUA

2. 3. Obnosaen cocmas npopammro20 obecneuenus (I10),
COBPEMEHHBIX NPOecCUOHANbHBIX 6a3 OanHbix (B ) u
uHgopmayuorno-cnpasoynvle cucmem (MCC)

3. 1. O6HOBAEH CNUCOK UCMOYHUKOB U AUMEPAMYPbL 22.05.2018 e. Ne 10

2. ObnosaeHa cmMpyKmMypa OUCUUNAUHBL OASL 3AOYHOIL
opmblL 006yuerus

4,
3. Obnosaen cocmas npopammro20 obecneuenus (I10),
COBPEMEHHBIX NPOecCUOHANbHBIX 6a3 Oanubix (B) u
uHgopmayuorno-cnpasoynvle cucmem (MCC)
5. 1. O6HOBAEH CNUCOK UCMOYHUKOS U AUMEPAMYPbL 22.06.2020 Ne 10

IIpunoscenue 2.1.

2.00H081eHa cMPYKMYPa OUCYUNAUHBL ONASL OUYHOLL, OUHO-
3A04HOIL hopM 0OyUeHUA

IIpunoscenue 2.2.

6 3. Obnosaen cocmas npopammro20 obecneuenus (I10),
COBPEMEHHBIX NPOhecCUOHANbHBIX 6a3 OanHbix (B ) u
uHgopmayuorno-cnpasounvle cucmem (MCC)
Ipunaoscenue 2.3

Ilpunoscenue 2.1.

HUcrounnku (00sA3aTeIbHBIE)

Depepanbhblil 3akoH oT 16.12.2019 Ne 439-d3 «O BHeceHuMM u3MeHeHMiI B TpyloBoOil KOAEKC
Poccuiickoit ®epepayyn B 4acTM (POPMUPOBAHUSI CBEICHWII O TPYAOBOI [IESITEJILHOCTU B
3IEKTPOHHOM BUJIE» [DneKTpoHHbI pecypc] /1
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URL:http://publication.pravo.gov.ru/Document/View/0001201912160070  (nata  oGpaiueHusi
01.10.2020r.)

HcTounukn (HONOJTHUTEIbHBIE)

ITpuka3 Pocapxusa ot 20.12.2019 N 236 "O6 ytBep>Kennu [lepeuHsi TUNIOBBIX yNpaBIeHYECKUX
apXMBHBIX JJOKYMEHTOB, OOPa3yIOLMXCs B MPOLECCE JESITENbHOCTH T'OCYAAPCTBEHHBIX OPraHoB,
OpraHOB MECTHOTO CaMOYIPAaBJEHUSI M OpraHu3alyil, ¢ YKa3aHMEM CpPOKOB HUX XpaHEHUs"
(BapeructpupoBaHo B Muntocte Poccun 06.02.2020 N 57449) [DnektpoHHblii pecypc] //
CnpaBoYHO-NOUCKOBAs cucrtema «KoHcynbTanT TUTHOC» .
URL:http://www .consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW &n=345020&fld=134&
dst=1000000001,0&rnd=0.5989149124283691#09893595070554722 (nara oOpalLeHHs:
19.10.2020)

Denepanbhblil 3akoH 0T 24.04.2020 N 122-93 "O npoBefieHn1 3KCIEPUMEHTA 110 UCTI0Ib30BaHUIO
3NIEKTPOHHBIX IOKYMEHTOB, CBSI3aHHbIX C pabdoroil"// IHTepHeT-nopTasn npaBoBoi MHGOpPMaUuu
http://www .consultant.ru/document/cons_doc_LLAW_351124/ (nata o6patuenusi: 19.10.2020)

[Tpuka3z Muntpyna Poccun ot 14.05.2020 N 240H "OO0 ytBep:kaenun Ilonoxkenust o nopsijke
NPOBECHUS SKCIIEPUMEHTA 110 UCTIOJIb30BAHMUIO JIEKTPOHHBIX IOKYMEHTOB, CBSI3aHHbIX C paboTOi"
(Bapeructpupoano B Muntocte Poccumn 17.06.2020 N 58674)// VInTepHeT-nopTan npaBoBOi
uH(pOpMaUn https://www.garant.ru/products/ipo/prime/doc/74170714/, pata oOparieHus
01.10.2020.

JIutepaTtypa (0CHOBHAsI)

Kanposoe nenonpousBonactBo. Yuebnuk. / C.JI. Ky3uenos, C.A. I'moroBa — M.: M3n1arenscTBO
«TEPMHKA», 2020. — 492 c.

Ilpunoscenue 2.2.

Cmpykmypa oucyuniaunsl (MoOyns) 0na 04HOU hopmbl 00yUeHUA
(2020 200 nabopa)
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Obwas mpyooemrocms oucyuniunvl cocmasisem 3 3.e., 114 4., 6 mom uucie KoHmMaKxmuas
paboma obyuarowuxcs ¢ npenodasamenem 42 u., npomescymounas ammecmayus 18 u.,
camocmosmenvuas paboma obyuarowuxcsa 54 u.

Bunsl yueOHoI paboThI Dopmvl meKyuiezo
Pa3zoen (B wacax) KOHmMpOnn
No Hucyunnun ycnesaemocmu (no
n/n 'y Hedenam cemecmpa)
§ Dopma
V o
s e =i npomecymounoil
] 2 = =]
o - o | Bl 24 25 28 ammecmauyuu (no
< joh R
5 = é;r’ = 2 5 23 g% cemecmpam)
°©| 8 | E5 25 2§ ¢35
= O g ® 8 g : zZ©
5 |8 | Eg
1 Benenue 5 |1 4 Cobecedosanue
2 PermamenTanus 5 |2 8 IIposepka domauinux
JOKYMEHTUPOBaHUs 6 3a0anutl u 1a60pamopHoll
KaJpOBOU pabomol
JEeSTeIbHOCTH U
paboTsI ¢
KaJIpOBBIMHU
JOKYMEHTaMH
3 Opranuzanus 5 |2 IIposepxa u oyenxa
paboTHI KaapoBOii 4 8 nabopamopuoi pabomol
CITyKOBI
4 CocraB kaapoBoOit 5 |2 Koumponvnas paboma Ne
JOKYMEHTAITUH. 6 8 1,
JIOKYMEHTHPOBAHHUE Nposepra. U oyernka
nabopamopuoi pabomul
TPYAOBBIX
OTHOIIIECHUU.
5 VY4er nMuHOro 5 |1 8 IIposepka u oyenxa
COCTABA. 4 nabopamopuoi pabomul
6 Opranuzanus 5 |2 Koumponvnas paboma Ne
paboTsI ¢ 4 10 | 2
KapOBBIMH IIposepka u oyenka
npoeepxa u
JOKYMEHTaMH .
nabopamopuoi pabomol
7 DK3aMeH 5 18 |8 HUmoezosas konmponvuas
paboma
UTOro: 18 24 18 | 54

Cmpykmypa oucuyuniunst (Mo0y1s) 011 3a04HOU hopmbl 00yUeHUSA

(2020 200 naoopa)
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Obwas mpyooemrocms oucyuniunvl cocmaesisem 3 3.e., 114 u., 6 mom uucie KOHMAKMHASL
paboma obyuarowuxcs ¢ npenooasamenem 12 u., npomexcymounas ammecmayus 9 u.,
camocmosmenvuas paboma obyuarowuxca 93 u.

Bunsl yueOHoM paboThI Dopmvl meKyuiezo
Pazoen (B wacax) KOHmMpOnn
No Hucyunnun ycnesaemocmu (no
n/n Sy Helenam cemecmpa)
§ Dopma
V o
N T =i npoMesCymounoi
] 2 = =]
o - o | Bl 24 25 28 ammecmauyuu (no
< joh R
S| E |25 2§ 935 2§ cemecmpam)
5 z E 3 g = 2 E 8 =
= O g 8 8 s g : zZ©
= |S |Fg§°
1 Benenue 5 4 Cobecedosanue
2 PernamenTanus 5 |2 1 10 | IIposepra domauwinux
JOKYMEHTUPOBaHUs 3a0anuil
KaJpOoBOi1
JEeSTebHOCTH U
paboTsI ¢
KaJIpOBBIMU
JOKYMEHTaMH
3 Opranuzanus 5 |2 1 IIposepxa u oyenxa
paboTHI KaapoBOii 10 | rabopamopHotl pabomol
CITyKOBI
4 CocraB kaapoBoOit 5 |2 1 Koumponvnas paboma Ne
JOKYMEHTAITUH. 20 |1,
JIOKyMEHTHPOBaHHUE nposepka U oyenka
nabopamopuoi pabomol
TPYIOBBIX
OTHOIIIEHUU.
5 VYyer 1M4HOrO 5 IIposepka u oyenka
COCTABA. 16 | domawmnux 3a0anuti
6 Opranuzanus 5 |2 1 Koumponvnas paboma Ne
paboTsI ¢ 15 |2
KaJIpOBBIMU
JOKYMEHTaMH
7 DK3aMeH 5 9 18 | Umozcosas konmponvuas
paboma
UTOro: 8 4 9 93

Ilpunooscenue 2.3.
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CocraB nporpammuoro odecnevyenusi (I10), coBpemeHHbIX NpogecCHOHATBHBIX 0a3 TAaHHBIX

(b)) n nugopmanmonHo-cnpasounblie cucrem (MCC) (2020 r.)

1. Ilepeuens IT1O

Nen Haumenoanue 110 [TpousBopuTens Cnoco6
/m pacnpocTpaHeHust
(uyeHn3uoHHOE UMl
€c80000HO
pacnpocmpanaemoe)
1. Adobe Master Collection CS4 Adobe JINIIEH3MOHHOE
2. Microsoft Office 2010 Microsoft JIMIEH3UOHHOE
3. Windows 7 Pro Microsoft JIMIEH3NOHHOE
4. Microsoft Office 2013 Microsoft JIMIEH3NOHHOE
5. Windows 10 Pro Microsoft JIMIEH3NOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMLIEH3MOHHOE
7. Microsoft Office 2016 Microsoft JlunieH3noHHOE
8. Zoom Zoom JINIIEH3MOHHOE

2. Ilepeuens B/ u NUCC

Nerr

/n

HanmeHnoBanue

1

Me:xnyHapossblie pedpepatuBHble HayKoMeTpuieckue B, focTynHbie B pamKax
HanyoHaJbHO! noamicku B 2020 r.

Web of Science

Scopus

ITpopeccuonanbHble NoJHOTEKCTOBBIE b1, MOCTYNHBIE B paMKax HalMOHAJILHON
nognucku B 2020 .

Kypnanbl Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnainbl Taylor and Francis

[TpodeccuonanbHbie nosHOTEKCTOBbIE BT
JSTOR
N3panus no o611ecTBeHHbIM U TYMAHUTAPHBIM HAYKaM
DnekTpoHHasi oudbmoreka Grebennikon.ru

KoMnbroTepHblie CripaBoYHbIE MPABOBbIE CUCTEMBI
Koncyabrant [Tntoc,
I'apanT




