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Ueﬂb OUCL!LH’UZUHbZZ HN3YUYCHUC OCHOBHLIX IIpaBUJI JOKYMCHTHUPOBAHHUA TPYHOBBIX OTHOIIICHUN B

1 IlosicHHUTEeOdbHAA 3aANNCKA

1.1 eab 4 3272494 AU CHUTNTIMHBI

P® u oprannzanuu paboTsl C JOKyMEHTAMH 110 IHNYHOMY COCTaBY.

3agauu IMCUMILJIMHBI :

b C(bOpMI/IpOBaTB Yy CTyACHTa KOMIICTCHIWH, ITO3BOJIAIOIIUEC €MY BBIIIOJHATL BECH

KOMILIEKC paboT 10 KaJpOBOMY J1€JIONPOU3BOJICTBY;

o ChopmupoBaTh y HETO KOMIUIEKCHOE TPEICTABICHUE O CUCTEME JOKYMEHTAIMH T10

JIMYHOMY COCTaBY;

o Hate nipeacTarieHue o0 ypoBHE perjaMeHTallud KaJApOBOTO JIEJIONMPOU3BOJICTBA B
P®;

o Hayuuth crymeHTa cOCTaBIATh W O(OPMIISATH OpraHU3alMOHHBIE KaJIPOBHIE
JIOKYMEHTHI;

o Hayunth cTyfeHTa JOKYMEHTHPOBaTh OCHOBHBIE KaJpOBBIE TPOIETYPhI

COOTBCTCTBHHU C Tpe60BaHI/ISIMI/I 3aKOHOAAaTCIILCTBA,

o Hayuutp cTyneHTa OpraHu3oBBIBaTH pabOTy KaJpOBOHM CIy>KOBI, COCTaBISATh

JIOKAJIbHBIC HOPMATHUBHBIC AKThI, PCTJIaMCHTHPYIOIUC €€ ACATCIbHOCTD.

4 O6yLII/ITI) OCHOBHBIM  T€XHOJIOTHYECKHUM

npueMam  JCJI0IPOU3BOJACTBCHHBIX

onepaunﬁ, OpraHu3allui XpaHCHUA KaZLPOBOﬁ JAOKYMCHTAaIUH.

1.2 Hepeqeﬂb IVIAHUPYEMBIX PE3yJabTaTOB Oﬁy‘leﬂlflﬂ o TMCHMUIVIMHE, COOTHECCHHBIX C
HHAUKATOPAMHU JOCTHKCHUS KOMIIeTeHIInit

B pesynpraTe OCBOEHHS JAHUCUUIUIMHBI OOydYaromuiics MJODKEH JIeMOHCTPUPOBATH

CIIeTyIoIINe pe3ybTaThl 00pa30BaHUS:

KoMmnerenuus
(KOJ 1 HANMCHOBAHMUE)

NHaukaTopbl KOMIEeTeHIHH
(KOJ 1 HANMCHOBAHME)

Pe3yabTarhl 00y4eHust

OIIK-2. Cnocoben
HAXOJIUTh
OpraHU3aIMOHHO-
yIpaBlIeHYECKHE
peLIEeHUs IIPU PELICHUN
3aja4 B cdepe cBoeit
npodeccuoHaIbHON
JeSITeIbHOCTH

OIIK-2.2. Oprann3oBsIBaceT
paboty nojapaszzaeneHuii B cepe
JOKYMEHTAITHOHHOTO
oOecrieueHus yrpaBICHUs U
apXMUBHOTO JieNa

3namu: nopsidoxk pabomwi cayiHcoO
OOKYMEHMAYUOHHO20 0becneyenus
VAPABAEHUsL U apXUBO8

Ymemo: pecnamenmuposams
pabomy cayaico
OOKYMEHMAYUOHHO20 0becneyenus
VAPABIEHUsL U apXUBO8

Braoemw: nasvikamu opeanuzayuu
pabomul noopazoenenuil 8 cghepe
OOKYMEHMAYUOHHO20 0becneyenus
VAPABIeHUs U apXugHo2o Oeld 8
COOMBEeMCMBUU C HOPMAMUBHLIMU
mpebosaHusIMu

VK-11. Criocoben
dhopMHUpPOBATH

VYK-11.3. [IpaBusibHO pUMEHSET
IIPaBOBbIE HOPMBI O

3uams: 3axkoH00amenvHvIE U
opyaumMu HOpMAaAMuUSHbIMU




HETEPIIMMOE OTHOILLIEHUE K
IIPOSIBICHUAM
IKCTpPEMU3MA,
TeppopU3Ma,
KOPpYNIIMOHHOMY
MOBEJICHUIO U
IIPOTUBOJIECUCTBYET UM B
npodecCuoHATbHON
JESATEIIBHOCTH

IIPOTUBOAEUCTBUN IKCTPEMU3MY,
TEPPOPU3MY U KOPPYILIHOHHOMY
IIOBEJICHUIO

npasoeulMu aKkmamu 8 cghepe
CAYHCEOHOU OesimebHOCmU
Ymemw: pabomams ¢ HopmamusHo-
npasosoli basoli 8 cghepe
CILYoHCceOHOU OesimebHOCmU
Bnademu: Hagvlkamu npumeHeHus:
AHMUKOPPYNYUOHHBIX HOPM 8
npogheccuoHanbHol dessmenrbHOCmu
U NOBCEOHEBHOU IHCUZHU

1.3 MecTo IMCHUILIMHBI B CTPYKTYPE OCHOBHOI 00pa30BaTe/IbHOM NMPOTrPaMMbl

HucuumuinHa «KaapoBoe /1e10nmpou3BOJCTBO» OTHOCHTCA K 00s3aTeNbHOM dYacTu OJoka
JUCIUIUIMH Y4eOHOTO IUIaHa.

J1n1st ocBOEHMSI TUCIUIUTMHBI HEOOXOAMMBI 3HAHUS, YMEHHUS U BIaACHUS, CHOPMHUPOBAHHEIE
B XOJI€ U3YUEHUS CIEAYIOUINX TUCIMILINH, «[loKyMeHToBeIeHHEe, «OpraHu3aiys U TEXHOJIOT s
JOKYMEHTAIMOHHOTO 00ECTIeYeHHS yTIPaBICHUS.

B pesynbraTe OCBOCHHMS AWCHUILTUHBI (POPMHUPYIOTCS 3HAHUS, YMEHHUS W BIIAICHUSA,
HEOOXOAMMBIC JUIS M3Y4YCHHS CIEAYIOIINX JWCHUIUIMH M HPOXOXKICHHUS IMPAKTHK:
«Opranu3alioHHbIE OCHOBBI CTaHAAPTH3ALNN JOKYMEHTAI[HOHHOI'O 00ECTIeYeHHS YIIPABICHUN,

O3HakOMHUTENNbHASI TPAKTUKA.



2 CrpyKTypa IMCHUNIHHbI
OO6mmas Tpya0€MKOCTh TUCIUIUIMHBI COCTABISIET 4 3.€., 144 akageMuyecKkux Jaca.

CTpyKTypa AMCUMIIMHBI JJIS 04HO# GopMbI 00yUeHusI
O06beM IUCHUIIMHBI B (pOpME KOHTAKTHON paboOThl 00yYaromUXcs € MelIarormyecKuMH

paboTHUKaMU U (WIK) TMLAMU, IPUBJIEKAeMbIMU K peaiu3aliii 00pa3oBaTeIbHOM IPOrpaMMbl Ha
UHBIX YCIIOBHSIX, TP MTPOBEACHNUHU YUSOHBIX 3aHATHUIL:

Cemectp | Tum yaeOHBIX 3aHATHI KonuuectBo
4acoB
3 Jlexuuu 32
3 JlabopaTopHbIe pabOTHI 48
Bcero: 80

O06beM qUCHMILTMHBL B (hOpME CaMOCTOSATENbHON pabOoThl 00yUarOKXCs cocTapiseT 64

aKaJICMHUYCCKUX Yaca.

3 Cojnep:kanue I CUMILIHHBI

Ne [ HaumenoBaHme pa3jaesia
AUCHMILINHBI

Conep:xanue

1 Bseneunue

[Ipenmer, 3amaum, coaepx aHUe Kypca.
XapakTepHucTUKa COBPEMEHHOM CHUCTEMBbI KaJpOBOi
JOKyMeHTauuu.  B3aumocBs3b IIPOLIECCOB
YIpaBJICHUS MMEPCOHAIIOM C COCTAaBOM U MOPSIKOM
dbopMupoOBaHUS CUCTEMBI JOKYMEHTAlUU 110
JUYHOMY cOCTaBy. MecTto Kypca cpenu Apyrux
Hay4YHbIX  JUCHUIUIMH:  «JlOKyMEHTOBEIECHHEY,
((OpI‘ aHM3alrd U TCXHOJIOTMd OOKYMCHTAIIUOHHOTO
oOecrnieueHus YIPaBIICHUS», «YmpasieHue
nepcoHanom», « TpynoBoe npaBo» u np. IcTouHuku
M3y4yeHUus Kypca. 3aKOHOAATeIbHbIE U HOPMATHUBHO-
IMPaBOBLIC aKThI, HOPMAaTUBHO-MCTOAUYCCKUC

TOKyMeHThI. OTedeCcTBeHHASI HCTOpUOTpadusl.

2 Pernamenranus
JOKYMEHTHUPOBAHU KaJIpOBOH
TESITeTbHOCTH U pabOTHI C
KaJpOBBIMH JIOKYMEHTAMH.

BaKOHOIIaTeJIBHBIG 1 HOPpMATHUBHO-IIPABOBBIC AKTHI.

Tpynooii koxexkc Poccuiickoit @enepauun
KaK OCHOBOM MPABOBOM aKT, OMPEAEIISIIOIINNA COCTaB
U TOpSAAOK  OGOpPMIICHHS  JOKYMEHTOB 1o

YCTAaHOBJIEHUIO TPYAOBBIX OTHOLIEHHUH U TPYAOBOMN




JeSITeIbHOCTH pAaOOTHHKA. 3aKOHOMATENbHBIE AKTHI
Poccum o JOKYMCHTHUPOBAHUH OTACJIBbHBIX CTOPOH
TPYAOBOM JEATEIILHOCTU  Pa3IMYHBIX KaTeropuii
paOOTHUKOB. 3aKOHOJATEJIbHbIE aKThl CYOBEKTOB
Poccuniickoii  ®Penepauuu, VYkasel IlpesuneHnra,
IlocTaHOBIEHUS W PACIOPSIKEHUS IPABUTENIHCTBA

Poccuiickoit deneparum.

HOpMaTI/IBHO—MeTOI[I/I‘-IeCKI/Ie JAOKYMCHTHI .

KBanudukarmoHHpIi CIIPABOYHHK u
npodeccuoHaNbHBIE CTAHAAPTHI, KAaK OCHOBHBIC
HOPMATUBHBIC JTOKYMEHTBI, periaMeHTHPYIOIIHE
TpeOOBaHUS K KBATU(UKALNN, 3HAHUSAM M YMEHUSIM
paboTHUKOB. OOIIEPOCCUICKHE KIIaCCU(PUKATOPHI
TEXHUKO-I)KOHOMUYECKOM u CoLIMaIbHOU
uHGOpPMAIIMH, YCTAaHABIMBAIOIINE COCTaB U OPSIOK
3aIOTHCHUS KaIPOBBIX JOKYMEHTOB.

TunoBble mNEepeyHH U CPOKH XpaHEHUS
JIOKYMEHTAIU! o JTUYHOMY COCTaBy.
PerynupoBaHnue opraHu3aiuu apXWBHOTO XpaHEHUS
JIOKYMEHTAIUH TI0 JINYHOMY COCTaBY B HOPMAaTHBHO-

METOJINYECKUX JOKyMeHTax PD.

Pazpabotku l'ockomcrara PO o
yHU(UKaUU bopm NEPBUYHON Y4ETHOM
JIOKYMEHTaI1H.

Opranu3aius paboTHl KaAPOBOMA

CITYKOBI

CTpyKTypbl KaApOBBIX ClIyk0. UncieHHbIN
U JIOJDKHOCTHOM cocTaB ciyxObl. HopmaTussel
BPEMEHU Ha PabOThI IO yUEeTy KaJpOB.
3amaun U (QYHKIMU KaJpOBOM  CIIy»KOBlI.
[Tonmoxxenne 00 otaene KaapoB (yIpaBlICHUH,
JenapTaMeHTe U Jp.), KaKk OCHOBHOM HOPMAaTHUBHBIN
JOKYMEHT o OIIpEIEIIEHUI0 CTPYKTYDHI,
YHUCICHHOCTH, BUIOB PabOT 3TOTO MOApA3/IeNeHHS.

[opsimoxk  pa3paboTku, coctaB uWHGPOPMAIMUA |




CTPYKTypa TEKCTa IOJOXKEHUs. 3aKpeIUIeHUEe Ipas,
OTBETCTBEHHOCTH, B3aUMOCBSI3€H OT/ela KaJpoB.

JIOJKHOCTHBIE MHCTPYKLUH, KaK OCHOBHOM
IIPABOBOM  aKT,  ONPEACISAIOIUNA  MPaBOBOE
NOJIOKEHHE paOOTHHUKOB KaJpOBOH CIIy)KObl U
opraHusanuio ux Tpyjaa. Hasnauenue g0mKHOCTHBIX
WHCTPYKIUH.

Wnctpykims o KaJpOBOMY
JIEJIONPOU3BOJCTBY, KaK OCHOBHOH WHCTPYMEHT
noBbIIIEHUS 3((PEKTUBHOCTH pabOThl  KaJpOBBIX
HoJpa3/ieeHui B chepe KaJpOBOIO
JIeNTOTIPOU3BO/ICTBA.

Pernamenramust paboThl € MEPCOHAJIOM B
JIOKaJIbHBIX HOPMaTUBHBIX aKTax "
OpraHU3alMOHHBIX JOKYMEHTax (ycras
OpraHu3aliy, NpaBUiIa BHYTPEHHETO TPYIOBOIO
pacnopsiika, MOJ0XKEHHE O MEPCOHANBHBIX aHHBIX,

KOJUICKTUBHBIN JOTOBOp U AP.).

CocTaB KazpoBOW JOKYMEHTAIUH.
JIOKyMEHTUPOBAHUE TPYAOBBIX

OTHOIIIEHUHN.

XapakTepucTuka CHCTEMBI KaJpoBOH
JOKYMEHTalluM, €€ COOTBETCTBUE  OCHOBHBIM
3aa4aM 1o moA0opy, YUETy U pacCTaHOBKE KaJpOB.
OO0s3aTennbHasl U YCIOBHO-00s13aTeNbHAS KaapoBast
JIOKYMEHTAIHSI.

OpraHu3anvoHHbBIE JTOKYMEHTBHl — IITaTHOE
pacmmcaHue, CTPYKTypa M INTaTHAs YHCICHHOCTH,
rpaduK OTITYCKOB.

PacniopsimutenbHble TOKYMEHTBI — MPHKA3bI
(pacmopsbkeHus) 1O JMYHOMY cocTaBy. OOmue
TpeGoBaHuUs K 0QOPMIICHHIO U CPOKAM MOJTOTOBKH.

NudopmannoHHo-cipaBoYHbIE JOKYMEHTHI —
3asBIICHUS, NPEJCTABICHUS, YBEIOMIICHHUS, aKThI,
JIOKJIA/IHbIE U OOBSACHUTEIbHBIC 3AIHCKH.

VYderHble GOPMBI B UX HA3HAUYCHUE.




IIpuem pabGorHukoB Ha pabory. CocraB
MePCOHATBHBIX JIOKYMEHTOB paboTHUKA,
MPEJICTaBIsIEMBbIX PaOOTOIATENIO Uil yCTAaHOBJICHUS
TPYAOBBIX OTHOLIEHUW. TpynoBou JIOTOBOp -
3aKOHOAATENFHOE 3aKpeIUIeHHe TpeOOBaHWM K
CTPYKTYpEe TEKCTa, TOPSAOKY COCTAaBICHHS U
odpopmienus. [loaroroska u ohopmiieHue MPUKa3oB
(pacnopsixeHuil) 0 mpueme Ha paboTy. AHKETHI,
aBToOMorpaduu, pesoMe M JAp. JOKYMEHTHI,
3aroJIHsAEMbIE TIPH TIpHeMe Ha padoTy.

BHeceHune cBelleHH B TPYIOBYIO KHUKKY U JIMYHYIO

KapTO4YKy pabOTHHUKA.

JIOKyMEHTUpOBAaHHE  JBM)KEHUS  KaJpOB.
Buast nepeBonoB. CoctaB U TMOPSIOK H3TaHUS
JOKyMEHTOB, O(OPMIIIONINX MPOLEAYPY MepeBoa.
Conepxanue, MOPSIIOK TMTOATOTOBKU U 0(OpMIICHHS
IIPUKA30B (pacnopsbKeHHiA) 0 epeBoJe
COTPYAHHUKOB. JOKYMEHTBI-OCHOBAaHMs K IIPUKa3am

0 TepeBo/Ie.

Bunet ormyckoB. [lopsimox odopmieHus
€XXETOIHOTO OYEPETHOr0 OIUIAYMBAEMOr0 OTITYCKa.
I'paduk oTHmycKOB, cOCTaB, COAEp:KaHUE, MOPSAIOK
MOJITOTOBKU u oopmiIeHUS MIPUKA30B
(pacnopsixeHHil) 0 IPEIOCTaBICHUU OTITyCKa.
[lopsmok  mepenoca  ormycka.  JlOKyMeHTBI-

OCHOBAHHA K ITPHUKa3aM 00 OTITyCKax.

[opsnox odopmieHus KOMaHIUPOBOK —
COCTaB JOKYMEHTOB, oopmIsIFOIIIIX
KOMaHIUpOBaHWE pabOTHUKA, COJEpXKaHUE U

MOPAAOK NOATOTOBKHU IPHUKa3a O KOMaHIHWPOBKE.

Buner noompenunii. ConepkaHue, MOpsSIoOK
IOATOTOBKH " oopmieHus IIPUKa30B

(pacmiopsbkeHMil) O  TMOOLIpEHMM  pabOTHHKA.
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I[OKyMeHTLI-OCHOBaHI/ISI K IIpUKa3aM O MOOHIIPCHUU.

Buner JTACUUTUIMHAPHBIX B3BICKaHWH.
Coneprkanne, TOPSAIOK MOATOTOBKH U 0()OPMIICHHS
MPUKa30B (pacropsikeHUH) o B3BICKAHHUU.
JIOKyMEHTBI-OCHOBaHHUs K IPUKa3aM O HAJIOKECHHUHU
JUCHUIITMHAPHOTO B3bICKaHMSI. AKTBI 00 OTKa3bl

JaBaTb OOBSACHEHHMS U 3HAKOMHTLCS C IIPHUKA30M.

[Topsimok  mpoBeneHUs aTTeCcTaluu
paboTHUKOB B opranm3anuu. CocTaB JOKYMEHTOB,
opopmisromux npouenypy. Coaepxkanue, mopsaoK
MIOJITOTOBKH " oopmieHust MIPUKA30B

(pacriopspkeHHiT) 00 aTTeCTaIuy.

[Topsimox YBOJIbHEHUS pabOTHUKOB.
OcHoBanust yBoJbHeHHs paboTHHKOB. CocraB
JIOKYMEHTOB, oopmrsOIINX npoueaypy.
Conepxanue, MOPSIIOK TTOATOTOBKU U 0(OpMIICHHS
NOpUKa30B  (pacmopsokeHuil) 00  yBOJBHEHUH.

JIOKyMEHTBI-OCHOBaHHS K TIPHUKa3aM 00 YBOJILHEHHUH.

VY4eT TUYHOTO COCTaBa.

Buael  yueTHBIX  JAOKyMEHTOB. JInuHas
Kaprouka pabotHuka (dopma T-2): cocraB

UH(POPMALINY, IOPSATOK 3aNOJHEHUS U BEJICHHS.

HopmatuBHass m mnpaBoBas perjiaMeHTalus
nopsiika BeAeHUs JUYHBIX Jen. OdopmieHue u
BEJICHWE JIMYHBIX Jen paboTHukoB. CocTaB |
MOCJIEA0BATEIBHOCTh PACIIOIIOKEHUS JOKYMEHTOB B

JIJUYHOM JICJIC.

TpynoBas kHMKKa paOOTHHKA KaK OCHOBHOM
JOKYMEHT O TPYIOBOHW JEATEIbHOCTH U TPYAOBOM
cTaxe pabotHuka. OdopmieHue u BeIeHHE
TPYIOBBIX KHMKEK M BKJIableld K HUM. llopsamok
BbIIauu JyOJMKaTa TPYIOBOM KHIDKKH. YUeT H
XpaHEHUE TPYAOBBIX KHIKEK B OpraHU3alLUu.

OTBETCTBEHHOCTh pa60To;[aTeJ1;1 3a XpaHCHHUC U
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3aI10JIHCHUC TPYAOBBIX KHUKCK.

Opranmzaiys padoThI C KaIpOBBIMU

AOKYMEHTaMU

Perucrpanusi ~ TOKYMEHTOB TIO JIMYHOMY
cocraBy. [IpaBuiia peructpaiuy U UHAEKCUPOBAHUS
KaJ[pOBBIX JIOKYMEHTOB. Peructpanuonssie (Hopmbl
(TpaguuMoOHHBIE W aBTOMaTU3UpoBaHHbIE). CocTaB
PEKBHU3UTOB (TOJIEH) JUIsl PErUCTPALlMU Pa3IMYHBIX

BUJ0B JOKYMCHTOB 1 IIOPAAOK HUX 3aIIOJIHCHUSA.

CucremaTuzanus M OINEpaTUBHOE XpaHEHHE
JIOKYMEHTOB 10 JMYHOMY cocTaBy. OcoOeHHOCTH
dopMupoBaHUa B Jejla JJOKyYMEHTOB 10 JHYHOMY
COCTaBy. [IpaBuna cUucTeMaTu3aluu
paclopsANTEIbHBIX JTOKYMEHTOB, YUYETHBIX (opM,
TPYIOBBIX KHMXeK. CucTeMaru3anus U XpaHEHUe

ILOKYMGHTOB-OCHOBaHI/Iﬁ K IIpHUKa3aM.

Homenkmarypa nmenm KaapoBOM — CITy>KOBI.
[TopsiioK MOArOTOBKH, COCTABICHUS U OPOPMIICHHSL.
[IpumepHass HOMEHKIATypa JeJl KaJpOBOU CITyXKOBI.

Ilepexonsmue nena.

Cpoku XpaHEHHUs KaJpOBBIX JOKYMEHTOB.

IToaroroska HAOKYMCHTOB K CIa4€ B apXUB.

Okcneprusa LIEHHOCTHU JIOKYMEHTOB
KaJpOBOH CIy>KObI, €€ HOPMaTHBHO-METOINYECKast

OCHOBA, OpraHu3aluAa U NopAa0K HIPOBCACHUS.

CoctaB JOKYMEHTOB KaJ[pOBOH CIyXOBbl,
NoJJIeXKAIIMX T[epeAadye B apXWUB. [TpaBuna
MOATOTOBKU JIOKYMEHTOB IO JIMYHOMY COCTaBy K
nepegade B apxuB opraHuzanuu. CocTaBiieHHE M
odopMIIEHHE OINMHUCH JAOKYMEHTOB IO JIMYHOMY
coctaBy. llopAoK YHHUUYTOXKEHHSI HOKYMEHTOB C

HCTCKIIMMHA CPOKaAMHU XPAaHCHUS.

4 QOoOpa3oBaTeJbHBIEC TEXHOJOTUH
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Buowt yueonwvix
No | Haumenoeanue pazoena 5 Oobpazoeamenvhvle mexnonozuu
3anamuil
n/n
1 2 3 5
1 |BBenenue Jlexyus 1. Beoonas nexyus
Camocmosmenvras
Koncynomuposanue
paboma
2 |PermamenTanms Jlexyus 2. Jlexyus c¢ npumeneHuem carauo-
JIOKYMEHTHPOBAHUS KaJIpOBOM npoexmopa
JEeSITETLHOCTH U pabOTHI C
KaJIpOBBIMU IOKYMEHTaMH Jlabopamopnas paboma |3anamue ¢ npumeneHuem
Nel pazoamoyno2o mamepuana
(Tpyooesoii kodexc, 8blOepIHCKU U3
npasosvixX aKmos)
Camocmosmenvras Kouncynomuposanue
paboma
3 |Opranuzaius paboThI Jlexyusa 3. Jlexyus ¢ npumenenuem caauo-
KaJIPOBOH CITyKOBI npoekmopa, OucKyccus
3aunamue ¢ npumenenuem
Jlabopamopuas paboma |pazoamounozo mamepuana
No2 (8b10€pIAHCKU U3 NPABOBHIX AKMOS,
mMamepuainsl 0en10801 uepvl —
Ketic-memoo)
CamocmosmenvHas Koncynomuposanue
paboma
4 |CoctaB kanpoBou Jlexyus 4. IIpobnemnas nexyus c
JOKYMEHTAIUMN. NPpUMEHEHUEM Cﬂdﬁd-l’lpOéKmOpCl
JlokyMeHTHpOBaHuE
TPYIOBHIX OTHOMICHEHA, Jlabopamopuas paboma |3auamue ¢ npumerHeHuem
Ne3-7 pazoamounoz2o mamepuaia
(8b10€pIAHCKU U3 NPABOBHIX AKMNOS,
mMamepuansl 0e1080U Uepvl —
Ketic-memoo)
CamocmosmenvHas Kouncynomuposanue
paboma
5 |Yder nmyHOrO COCTaBa. Jlexyus 5. Jlexyus, ouckyccus

Jlabopamopnas paboma
Ne§

3anamue ¢ npumenenuem
pazoamounozo mamepuana
(8b10€epoicKU U3 NPABOBBIX AKMO8,
mamepuansl 0e10601 uepol —
Ketic-memoo)
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Camocmosmenvras Kouncynomuposanue
paboma
6 |Opranuszanus paboTbl C Jlexyusa 6 Jlexyus ¢ pazbopom KOHKpemHbIxX
KaJpOBBIMHU JOKYMEHTaMU cumyayu

Jlabopamopnas paboma | 3ansmue ¢ npumeHneHuem

Ne 9 pazdamoynoco mamepuana
(8b10€PIAHCKU U3 NPABOBHIX AKMNOS,
mMamepuainsl 0en10801 uepvl —
Ketic-memoo)

CamocmosmenvHas Koncynomuposanue
paboma

B mepuon BpeMEHHOro MPUOCTAHOBICHUS TOCEIICHUS] OOYyYarOUTUMUCA TOMEIICHUH |
tepputopuu PITY nans opranuzanuu ydeOHOro mpoliecca ¢ MPUMEHEHHEM JJIEKTPOHHOTO
oOyd4eHUsT W JUCTAHIMOHHBIX OO0pPa30BATEIBHBIX TEXHOJOTUHA MOTYT OBITh HCIIOJIH30BAHBI
cnenyromue o0pazoBaTeNbHbIE TEXHOJIOTHH:

— BUJICO-JICKIUH;

— OHJIAWH-JIEKLIUH B PEKUME PEATIBHOTO BPEMEHH;

— DIIGKTPOHHBIC YYCOHUKH, y9eOHBIC MTOCOOMS, HAYYHBIC M3IaHMS B SJICKTPOHHOM BHJIC U
JOCTYT K HHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM PECypcaM;

— CHUCTEMBI JJIs1 SJIEKTPOHHOT'O TECTUPOBAHUS,

— KOHCYJIbTAIIMH C UCIOJIb30BAHUEM TEIIEKOMMYHHUKALIMOHHBIX CPECTB.

5 OuneHKa IJIAHUPVEMBIX PE3VIbLTATOB 00VUECHUSA
5.1 Cucrema oeHUBAHUA

Texymuit KOHTPOJIb OCYIIECTBISIETCS B BU/IE OLICHOK KOHTPOJIbHBIX pa0doT M 3aJlaHuil Ha
npakTu4yeckux 3aHiATusAx. KoHTponbHast paGora Nel BbIABISET 3HaHME COCTaBa M MOPSJIKA
oopmieHHs JOKYMEHTOB B X0J1€ OCHOBHBIX KaJIpOBBIX MPOLEYp, U olleHuBaercs 10 10 6amos,
KOHTpOJIbHAast padoTa Ne 2 moka3bpIBacT 3HAHUSI CTYJIEHTOB 110 BOIPOCAM OpraHU3alMK pabOThI ¢
KaJpOBOM JOKYMEHTalluell W BBISBISET TOTOBHOCTH CTYAEHTOB K IMpaKkTUYEeCKoW padore,
oueHuBaercs 10 20 6annoB. MakcuMmalibHas OIIEHKA BBIITOJHEHHS KX 10H 1abopaTopHOi paboTh
— 5 GayoB. [IpoMexyTOUHBIN KOHTPOJIb 3HAHUN MPOBOAMUTCS B (popMe UTOrOBON KOHTPOJIBHOM
paboThl, BKIIOYAIOLIEH TEOPETUUECKHE BOMPOCHI U IIPAKTUUECKOE 3a7jaHKe, U oleHuBaeTcs 10 40
0asuIoB.

B pesynpraTe TeKymero M IpoMEXKYTOYHOIO KOHTPOJS 3HAHUM CTYIEHTBI IOJy4aroT

COOTBCTCTBYIOIIIYIO OLICHKY 34 5K3aMCH.

Dopma Konmpons Makc. Konuuecmeo 6anog
3a oony Bcezo
pabomy

Texynui KOHTPOIIb:
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- KontponsHas padora Ne 1 20 6annos 20 6annos
(Temsl 1-4)

- KontponbHas pabora Ne2 (TeMbl 10 6annos 10 6annos
5-6)

- JlaGopatopHsbie paboThI (TeMbI 1-6) 5 6annos |30 bannos
[TpomesxyTouHas aTTecTanus 40 6annos
(?K3aMeH)

Hroro 3a cemecTp (QUCHUILINHY) 100 6annos

OrneHka «yIOBIETBOPUTEIBHO» BBICTaBIsIETCS 00yJaromemycs, Habpasiiemy ot 50 g0 67

0armioB 0alIoB, OLIEHKA «XOPOIIO» BBICTABIsAETCS oOyuaroniemycs, HaOpaBmeMmy oT 68 g0 82

0aJuIoB, OLIEHKA «OTIMYHO» BBHICTABJIsIETCsl oOydatomiemycs, Habpasmemy ot 83 mo 100 Gamos,

c(OpMHUPOBAHHBIX B pe3yJbTaTe CYMMUPOBAaHUS OAJIJIOB, MOJIYUYEHHBIX MIPHU TEKYIIEM KOHTPOJIE

U TIPOMEXYTOUYHOM arrectanuu. [1omydeHHbI COBOKYITHBIN pe3yibTaT (MakcumyM 100 6amioB)

KOHBCPTUPYCTCA B TPAJUIIHMOHHYIO MIKAJIY OLCHOK W B IIKAJIY OILICHOK EBpOHeﬁCKOﬁ CHUCTCMBI

nepeHoca W HakoreHus kpeautoB (European Credit Transfer System; mamee — ECTS) B

COOTBETCTBUU C TAOIUIIEH:

100-6annpHas TpaionHas mkaa lkana
IKaga ECTS
95 -100 A
23 04 OTIIMYHO B
68 — 82 XOPOIIO 3a4TCHO C
56 - 67 D
50_55 Y/IOBJIETBOPUTEILHO E
20-49 FX
HEYJI0BJIETBOPUTEIHHO HE 3a4TEHO
0-19 F
5.2 Kpurtepuu BbICTABJIeHUS OLIEHKHU MO TUCHHIJIHHE
Banasl/ Ounenka no Kpurtepun oneHkn pe3yjbTaToB 00y4eHHs 110
Hlkana AUCHHIIHHE AUCHMITAHE
ECTS
100-83/ COTIUIHOY/ BrictaBnsiercst oOydaromemycsi, €ciii OH riIy00Ko U
A.B «3a4TE€HO IIPOYHO YCBOWJI TEOPETUYECKUM U NIPAKTUUECKUI
(oTryHO)»/ MaTtepuai, MOXKET IPOJEMOHCTPUPOBATH ATO HA 3aHATHAX
«3aUTCHO U B X0JI€ POMEKYTOYHOM aTTECTALlUH.

OO0yyaromuiicst HCUEPITBIBAIOIIE U JJOTHYECKUA CTPOMHO
u3araeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPHIO C
MIPaKTUKOM, CIIpaBIIsieTCs C PelIeHUEM 3a/1ay
npodeccroHaNbHOM HAMIPaBICHHOCTH BHICOKOTO YPOBHS
CJIOKHOCTH, IIpaBUIIBHO 000CHOBBIBAET IMPUHATBIC
peuenus.

CB00OOIHO OPHEHTUPYETCS B YICOHOU U
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Banany/
HIkaJnaa
ECTS

OueHka no
JUCIHUILTMHE

Kpurepun oneHkn pe3yjbTaToB 00y4eHHs 110
AUCLHMILIAHE

npodeccuoHanbHOM TUTEpaType.

OneHka 1o JUCHUIUIMHE BBICTABIIAIOTCSA 00yYarOIEeMycs C
y4E€TOM PE3YJIbTATOB TEKYIIEH U TPOMEKYTOUHOM
aTTECTALUN.

Komnerennun, 3akpeniéHuble 3a JUCLHUIUIMHOM,
c(OPMHUPOBAHBI HA YPOBHE — «BBICOKHI».

82-68/

«XOpOLIO»/
«3a4TCHO
(xopom10)»/
«3a4TCHO»

BricTaBnsiercst 00yJaromemycsi, €Clii OH 3HaeT
TEOPETUYECKUH U MPAKTUYECKUN MaTepuall, rpaMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHIATHUSIX U B XOJIC
MPOMEKYTOYHOM aTTECTalllK, HE JOMYCKas CYIIECTBEHHbBIX
HETOYHOCTEIA.

OO0yyaromuiics: MpaBUIBHO MPUMEHSET TEOPETHUCCKUE
TIOJIOXKEHUS MPU PEIICHUU MTPAKTUUECKHUX 3a/1a4
npo¢eCcCHOHANTBHON HAMPABICHHOCTH Pa3HOTO YPOBHS
CJI0’KHOCTH, BIaJCET HEOOXOIUMBIMH ISl TOTO HaBBIKAMHU
U OpUEMaMU.

JlocTaTouHO XOPOIIIO OPHUEHTUPYETCS B yUeOHOU U
npo¢eCCHOHATBHON JTUTEPATYPE.

OreHka 1o JUCIUILIMHE BBICTABISIOTCS 00ydaromeMycst ¢
YYETOM PE3YJIbTATOB TEKYLIEH U MPOMEKYTOUHOM
aTTeCTallUH.

KomnereHuuu, 3akpeni€¢HHbIe 32 TUCIUIIIMHOM,
c(hopMHpOBaHBI HA YPOBHE — «XOPOLINI.

67-50/
D.E

«YIOBJIETBOPU-
TETHHOY/
«3aYTCHO
(ynosnerBopu-
TEJILHO)»/
«3a4TCHOY

BricTaBnsiercst o0y4aromemycsi, €ciii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUUECKUI MaTepurall,
JIOTTYCKAaeT OTJENIbHbIE OMIMOKH MPH €T0 U3JI0)KEHUU Ha
3aHATHUAX U B XOJ€ IIPOMEXYTOYHOU aTTECTALUH.
OOyuaronuiics UCIIBITHIBACT OIpeIeIEHHbBIE 3aTPYAHCHUS
B IIPUMEHEHNUHN TEOPETUUECKUX MTOJIOKEHUN ITPU PEILIEHUN
MPaKTUYECKHX 33724 MpodeccCHnoHalbHOM HAalIPaBICHHOCTH
CTaHIApPTHOI'O YPOBHS CJIIOKHOCTH, BJIAJIEET
HEO0OXOUMBIMHU IS 5TOTO 0Aa30BBIMH HAaBBIKAMU U
NIpUEMaMH.

JIeMOHCTpHUPYET TOCTATOYHBIN YPOBEHb 3HAHUS yUeOHOM
JIUTEPATYPBI 110 AUCLUIUIMHE.

Onenka no JUCHUILIMHE BBICTABISIOTCS 00y4daromeMycs ¢
y4E€TOM PE3yJIbTATOB TEKYIIEH U TPOMEKYTOUHOU
aTTeCTalUu.

Komnerennun, 3akperiéHuple 3a JUCLHUIUIMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «JIOCTATOUYHbII.

49-0/
F,FX

«HCYOOBJICTBOPHUTC

JIBHOY/
HE 3aYTEHO

BeicraBisieTcs o0y4aroriemMycs, €cJid OH He 3HaeT Ha
0a30BOM YpOBHE TEOPETHIECCKUIN U IPAKTHYECKUI
MaTepHall, I0IycKaeT rpyObie OmrOKY Ipyu ero
W3JI0KEHUH Ha 3aHATHAX U B XOJ1€ IPOMEXKYTOUHON
aTTeCTallHH.

OOyuaronuiicsi HICIIBITHIBACT CEPhE3HBIE 3aTPYJHEHUS B
MPUMEHEHUH TEOPETUUECKUX TOJIOKEHUH MPH PeICHUN
IPaKTHYECKHX 3a/1a4 MPO(heCCHOHANBHON HAIIPaBIEHHOCTH
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Banasl/ Ounenka no Kpurepun oneHkn pe3yjbTaToB 00y4eHHs 110
Ilkana AUCLHMILIAHE AUCLHMILIAHE
ECTS

CTaHJapTHOI'O YPOBHS CJIO)KHOCTH, HE BIaJIEeT
HEOOXOAUMBIMU JIJISl 3TOTO HABBIKAMU U IPHEMaMHU.
JleMoHCTpHpYeT (parMeHTapHble 3HaHUS y4eOHOH
JIUTEPATYPBI 110 AUCLUIUIMHE.

OneHka 1o JUCHHUIUIMHE BBICTABIIAIOTCS 00YYaroIEeMycs C
y4E€TOM PE3yJIbTATOB TEKYIIEH U TPOMEKYTOUHOU
aTTECTALlUN.

KomMmnereHnuu Ha ypoBHE «JIOCTaTOUYHBIIN), 3aKPEIUIEHHBIC
3a AMCUUILUIMHON, HE CHOPMHUPOBAHBI.

5.3 OuneHo4Hble cpeacTBa (MaTEPHAbI) A TEKYLIEro KOHTPOJIS yCIIeBAEMOCTH,
NMPOMEKYTOYHOM aTTecTANMU 00y4AI0IMXCS 110 JUCIUIIIHHE

Bapuanmul konmponavnou padomer Ne 1

Bapuant 1

1.B kakux cinyyasix KaJpoBas cily:k0a HMMeeT IpaBo BbIIaTh AyOnukaT TpyaoBoil kanxku? Kak
9TOT IOKYMEHT oopmiisieTcs?

2 Ilepeuncnure BUIbI JOKYMEHTOB, IPUMEHsSEMbIe NPH TepeBoje Ha Jpyryio padory. Kak
odopmIsieTcs: KKl U3 HUX?

3. HazoBuTe 10KyMEHTHI, MpeoCTaBIsieMble pAOOTHUKOM IPH MOCTYIIJICHUH Ha padoTy.
4.KakuMm J10KaJIbHBIM HOPMAaTHBHBIM aKTOM perilaMeHTUpyeTcs padoTa KaJpOBbIX CIIELUAINCTOB

C MepCcOHAIbHBIMU 1aHHBIMU? [laiiTe eMy XapaKTepHCTHUKY.

Bapuant 2

1. XapakTepucTuka Ha3HAYCHUS TPYJAOBOW KHIDKKH. B Kakoil Cpok 1oJpDKHA OBITH 3aBeieHa
TPYZOBasi KHIDKKA MPU MOCTYIUIEHUU Ha paboTy BriepBbie?

2.Ilepeuncnute BUABI TOKYMEHTOB, IPUMEHSAEMBIE TIPU YBOJIbHEHUU. Kak odopmisieTcs Kaxablii
13 HUX?

3.Kakoil JIOKaJIbHBII HOPMATHBHBIA aKT OMNPEACISIET OpraHu3alyi0 TpyAa COTPYJAHUKOB B
komnanuu. Jlaiite eMy XxapakTepuCTHUKY.

4.HazoBute nnpopmanuio, 00s3aTeNbHYIO0 Ui BKIOUYEHUS B TPYJIO0BOI JOTOBOD.

Bapuanmul konmponwvnoit padomor Ne 2

Bapuanr 1
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1. Tlepeuucnure cocTraB JOKYMEHTOB JIMYHOTO Jena paboTHHKA. KakuMu HOpMATHBHBIMU
JIOKYMEHTaMU 3TO OIpeAeseHO?
2. HazoBuTe 1OKYMEHTHI KaJIPOBOM CITYKOBI, TIOJIJIEKAIINE TIepeave B apXuB.
Bapuanrt 2

1.KakoBBI 0COOCHHOCTH COCTaBJIGHHST HOMEHKIIATYPHBI €N KaJIPOBOM CITyKObI?

2. HazoBure 00s3aTenbHBIC PETUCTPANMOHHBIE (POPMBI KQJIPOBOU CITYKObI?

10.
11.
12.
13.
14.
15.

Ilpumepnvie KOHmpoabLHBIE 80RPOCHL 0TI RPOMEHCYMOYHOU AMMECMAYUU:

[lepeuncnursb 3aKOHOJATEIIbHbIE aKThI, KOTOPBIMH peraaMeHTHpyeTcs
JIOKYMEHTHPOBAaHUE KaJpOBOH 1eATEIbHOCTH B HACTOsIIEEe BpeMsi?

Ilepeuncnuts HOPMaTUBHO-METOINYECKUE JIOKYMEHTHI, perIaMeHTHPYIOIINE
JOKYMEHTUPOBAaHUE KaJpOBOH 1€ATEIbHOCTH.

Ha3Batp BUIBI JOKYMEHTOB, MIPEIBSBIAEMbIC PAOOTHUKOM IIPU IIpUEMe Ha padoTy.
HasBate  BuABl  JOKYMEHTOB, yCTaHOBJIEHHbIE TpyaoBeIM  KoaekcoM PO,
JOKYMEHTHUPYIOLIHME IIpueM pabOTHHUKA Ha paboTy.

[lepeuncnuth BHIBI JTOKYMEHTOB, O(GOPMIISIOIINE H3MEHEHHME YCIOBHHA TpPYIOBOTO
JI0roBOpa.

[Iepeuncnuth BUABI JTOKYMEHTOB, YCTAaHOBJIEHHbIE TpyaoBeIM KojaekcoM P® ms
perynupoBaHusi TPYIOBBIX OTHOILIEHUH.

Cpoku MOATOTOBKH, KAKUX JOKYMEHTOB 110 JOKYMEHTUPOBAHUIO KaJJPOBOM 1EATEIBHOCTH
YCTaHOBJIEHBI 3aKOHO/IaTENbHO?

Kaxue QpyHkmu kaapoBoi city>kObl CBSI3aHBI C Y4ETOM JIMYHOTO cocTaBa’?

Kakne  QyHKIMM [OJDKHA BBIMOJHATH KaApoBas CIIyxOa npu  0pOpMIICHUH
YBOJIbHEHUS paOOTHHKA C PabOTHI ?

Kakumu nokymeHTamu opopmiisieTcst yBOJIbHEHHE paboTHHKA?

HazoBute ¢yHKIMU KaApOBOH CITY>KOBI CBS3aHHBIC C TPYJAOBBIMH KHUKKaAMH?

Kakumu noxkymenTamu opopmisiercs aTrectanys pabOTHUKOB?

HazoBute 0c00€HHOCTH HOMEHKIIATYPBI JIe] KaJJpOBON CITyKOBI.

Kakue nena xaapoBoi ciyObl OTHOCSTCS K KATETOPUU MEPEXOIAIINX ?

ITepeuncnutb ocoGeHHOCTH (HOPMHUPOBAHUSI TUIHOTO JeTa paOOTHHUKA ?

6 _YueoHo-MeToamueckoe 1 MHPOPMANMOHHOE o0ecIeYeHN e THCINILINHBI
6.1 Cnucok HCTOYHUKOB H JINTEPATYPbI

HUcTounuku (006s3aTeIbHbIE)



18

Koncturymus Poccutickoit ®eneparuu (¢ usmenenusmu Ha 30 nexadbps 2008r.). M. 2004
TpynoBoit konekc Poccuiickoir ®Deneparuun ot 30.12.2001 Ne 197-@3. Ilpunar
TlocynapctBennoit Jymoii 21 gexadps 2001r. (B pen. ot 29.12.2010) // [DnekTpoHHbIi pecypc].

— M., 2022. — Pexxum noctyna: https://www.consultant.ru/document/cons_doc LAW_28399/
3akon Poccuiickoit @enepanun ot 25 okTsa0pst 1991 r. Ne 1807-1  «O sa3bIkax HApOI0B
Poccuiickoit ®Denepanmm» //[DnexkrpoHHblid pecypc]. — M., 2022. — Pexwum gocryma:

https://www.consultant.ru/document/cons_doc LAW_15524/

®enepanbhblil 3akoH PO ot 27.07.2004 Ne 79-®3 «O rocynapcTBEHHOH IpaKIaHCKOU
cy)6e Poccuiickoit deneparuny // [DnexktpoHHBIA pecypc]. — M., 2022. — Pexxum pocrtyna:

https://www.consultant.ru/document/cons_doc LAW_48601/

®enepanbHblil 3akoH Poccuiickoit @enepanuu ot 01.06.2005 Ne 53 «O rocynapcTBeHHOM
s3pike  PDy»//  [Onekrtponnsiii  pecypc]. — M., 2022, - Pexum pocryna:http

https://www.consultant.ru/document/cons_doc LAW_53749/

Oenepanpubli  3ak0oH  Poccuiickoir  ®enepaunu ot 06.12.2011  Ne 402-d3  «O
OyxraitepckoM yuerey// [DnekrpoHHbld pecypc]. — M., 2022. — Pexxum noctyna: http://
https://www.consultant.ru/document/cons_doc LAW_122855/

Oenepanpubiii 3akoH Poccmiickoit @epepanun ot 02.05.2006 Ne 59-d3 «O mopsnke
paccMOTpeHHs 00paIeHuid Tpaxkaany// [DnekTpoHHbIN pecype]. — M., 2022. — Pexxum noctymna:

https://www.consultant.ru/document/cons_doc LAW_59999/

@®enepanbubiii 3akoH or 27 wmrons 2006 . N 152-®3 "O mnepcoHaNbHBIX JaHHBIX'//
[DnexTpoHHbIT pecypcl]. — M., 2022. — Pexum JIOCTYTIA:

https://www.consultant.ru/document/cons_doc LAW_61801/

®enepanbhblil 3akoH oT 01.10.2004 Ne 125-®3 «O6 apxuBHOM Jnene B Poccuiickoit
Oeneparun»  //  [OnektpoHHbIi  pecypc]. — M., 2022. — Pexum gocrymna:http:

https://www.consultant.ru/document/cons_doc LAW_ 1406/

®denepanpHblii 3akoH oT 29.07.2004. No 98-03 «O komMmepueckou TaitHe» //
[DnexTpoHHbIN pecypcl]. - M., 2022. - Pexum JIOCTYyTIa:
https://www.consultant.ru/document/cons_doc LAW_48699/

®enepanbhblil 3akoH oT 16.12.2019 Ne 439-®3 «O BHeceHuu u3MeHeHuil B TpyaoBoit
kojziekc Poccuiickoit @eneparuu B yactu (OpMUPOBAHUS CBEICHHUI O TPYAOBOU JIEATEILHOCTH B
3JEKTPOHHOM BUAE» [DJeKTpoHHBIA pecypc] — M., 2022. — Pexum gocrymna: /!

https://www.consultant.ru/document/cons_doc LAW_340241/

®enepanbhblil 3ak0H 0T 16.12.2019 Ne 436-D3 «O BHeceHuH n3MeHeHuil B deepanbHbIi

3akoH «OO0 WHIMBHAYyaIbHOM (MEPCOHU(UIIMPOBAHHOM) Yy4Ye€Te€ B CHUCTEME 0053aTeIbHOTO


https://www.consultant.ru/document/cons_doc_LAW_28399/
https://www.consultant.ru/document/cons_doc_LAW_15524/
https://www.consultant.ru/document/cons_doc_LAW_48601/
https://www.consultant.ru/document/cons_doc_LAW_53749/
https://www.consultant.ru/document/cons_doc_LAW_122855/
https://www.consultant.ru/document/cons_doc_LAW_59999/
https://www.consultant.ru/document/cons_doc_LAW_61801/
https://www.consultant.ru/document/cons_doc_LAW_1406/
https://www.consultant.ru/document/cons_doc_LAW_48699/
https://www.consultant.ru/document/cons_doc_LAW_340241/
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NEHCUOHHOTO CTpaxoBaHUs» [DneKTpoHHBIH pecypc] — M., 2022. — Pexum poctyna: //

https://www.consultant.ru/document/cons_doc LAW_ 340238/

Vka3 Ilpesunenta Poccuiickoit ®@eneparuu ot 0.03.1997 Ne 188 «O06 yTBepkaeHUH

MEepEeYHs CBEICHUIN KOH(PHUIACHIIMAIBHOTO XapakTepa» // [DnekTpoHHBIH pecype]. — M., 2022, —

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

Vka3 Ilpesunenta P® or 01.02.2005. Ne 110 «O mnpoBeneHUM aTTECTalMH
TOCYJAapCTBEHHBIX TpaXJAaHCKUX ciuyxamux Poccuiickonn @enepauumn». Ilonoxenune o
IPOBEIEHUM aTTEeCTAllUU T'OCYJIAapCTBEHHBIX TPAXKAAHCKUX ciykamux PO // [DnekrpoHHbIN

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

Va3 Ipesunenra PO ot 01.02.2005. Ne 111 «O mnopsake cnaun KBaTu(pUKAIIHOHHOTO
SK3aMeHa rOCyJapCTBEHHBIMHU Tpa)KJaHCKUX ciykammx Poccuiickoir denepanu U OLEHKE UX
3HaHUH, HABBIKOB M YMEHHWI». // [DnekTpoHHbIH pecypc]. — M., 2022. — Pexum pnocryma:

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

Vka3 Ilpesunenta or 01.02.2005. Ne 112 «O koHKypce Ha 3aMellleHUE BaKaHTHOU
JIOJDKHOCTH TOCYIapCTBEHHOM TpayKIaHCKOM ¢ciTy>k0b1 Poccuiickoit @enepanumy // [ DIeKTPOHHBIN
pecypc]. — M., 2022. — Pexxum gocrtyna: https://base.garant.ru/187829/

VYka3 Ilpesunenta PO or 16.02.2005r. Ne 159 «O mpumepnoit dopme ciaykeOHOTO
KOHTPAKTa 0 MIPOXO0XKJICHUU TOCYAaPCTBEHHON IPpaKIaHCKOM cy:k0bl Poccuiickoit denepanuu u
3aMeIlEeHUN JOKHOCTH FOCYJapCTBEHHOM rpakJaHcKoil citykObl Poccuiickoit ®@eneparum». //

[DnexTponnsIit pecypc]. — M., 2022. — Pexxum moctyma: https://base.garant.ru/187879/

Vka3 Ilpesunenta Poccuiickoit @enepanyu ot 30.05.2005. Ne 609 «O nepcoHanbHbBIX
JAHHBIX TOCYAAPCTBEHHOI'0 I'Pa’kJIaHCKOro ciryxxaero Poccuiickoit denepanuu U BEICHUU €r0
amgHOTO  gAema» //  [OmektponHwsid  pecypc]. — M., 2022. — Pexum pocryma:

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

Vka3 IIpesunenta Poccuiickoit ®@enepamuu ot 18.06.2005. Ne 813 «O mnopsake u
YCIIOBUSIX KOMaHAMPOBAHUS (penepalbHbIX TOCYJapCTBEHHBIX TPAXKIAHCKUX CIyXKammx» //

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

Pacnopsixkenue IlpaButensctBa P® ot 21.03.1994. No 358-3 «O06 obGecneueHnmn
COXPAHHOCTH JOKYMEHTOB IO JIMYHOMY COCTaBY» // [DnekTpoHHbIi pecypc]. — M., 2022. — Pexxum

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

Pacniopsixenue IIpaBurenscrBa PO ot 23.04.1992 Ne 781-p «O06 ynydilieHun XpaHEHUsI U
WCITIOJIb30BAaHUS JIOKYMEHTOB IO JIMYHOMY COCTaBY»// [DnekTpoHHBIN pecypc]. — M., 2022. —

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



https://www.consultant.ru/document/cons_doc_LAW_340238/
https://base.garant.ru/10200083/
https://base.garant.ru/187828/
https://base.garant.ru/187830/
https://base.garant.ru/187829/
https://base.garant.ru/187879/
https://base.garant.ru/188234/
https://base.garant.ru/12141130/
https://base.garant.ru/10104180/
https://base.garant.ru/104711/
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ITpuka3 Muntpyna Poccun ot 19.05.2021 N 3201 "OO6 yTBepkaeHUU (OPMBI, MOPSIKA
BEJICHUSI W XPAaHCHUS TPYAOBBIX KHWXKEK" // [DnmexkrpoHHbIH pecypc]. — M., 2022. — Pexum

nocrtyma: https://www.consultant.ru/document/cons_doc LAW 385617/

[Tpuka3 PocapxuBa ot 31.07.2023 N 77 "O06 yrBepkaennn [IpaBui opraHu3amnuu XpaHeHHs,
KOMIUIEKTOBAaHUSA, Yy4eTa M WCIOJb30BaHUs JOKyMEHTOB ApxuBHoro ¢onma Poccuiickoit
®denepanu U APYrux apxXUBHBIX JOKYMEHTOB B IOCYJIapCTBEHHBIX OpPraHax, OpraHax MeCTHOTO

caMOyIpaBJIeHUs U opranuzauusx"//

https://www.garant.ru/products/ipo/prime/doc/407519908/?ysclid=lujiiaghw0184827743

HcTouHuKH (1OMOTHUTEIbHBIE)

®denepanbhblii 3akoH PO o1 27.07.2006 Ne 149-03 «O06 nndopmanyu, nHGOPMAITMOHHBIX
TEXHOJOTUAX M 3aummre uHpopmamum» // [OnekrponHslid pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

@Oenepanbhblil 3akoH 0T 26.12.1995. Ne 208-03 «OO0 akumoHepHBIX 00IlIecTBax» //
[DnexTponnslit pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

ITocranosnenue IlpaBurensctea PO ot 01.07.2022 N 1192 "O6 yrBepxnenun IIpasun
B3aMMOJICHCTBHSI HMH(POPMAIIMOHHON CHCTEMBI paboToAaTeNs, IMO3BOJSIONICH 00eCIeunTh
HOJITMCAaHUE AIEKTPOHHOIO JOKYMEHTa B COOTBETCTBUHU C TpeOoBaHUSAMHU TpynoBoro Kojekca
Poccuiickoit denepannn, XpaHeHHWE dJEKTPOHHOTO JOKYMEHTA, a Takke (ukcaiuio ¢akra ero
NOJY4YeHUsT CTOpPOHAMM TPYAOBBIX OTHOIIEHUHM, U  QelnepaibHONl  rocynapcTBEHHOU
UHPOPMALMOHHOW cucTeMbl "EMUHBIN MOpTad TOCYJapCTBEHHBIX M MYHHUIMIAIBHBIX YCIyT

(pynkumit)" // https://base.garant.ru/404937341/

[Toctanosnenue IlpaBurensctBa PD ot 13 mas 2022 r. N 867 "O emunoit 1mudpoBoit
wiatpopme B cdepe 3aHATOCTH U TPyIHoBbIX oTHouieHud "PaGora B Poccun"// URL:

https://base.garant.ru/404612909/

[Ipuka3z Muntpyna Poccun ot 20.09.2022 N 5781 "OO0 yTBep:k1eHUU €AUHBIX TPeOOBaHUM
K COCTaBy U (popMaTaM JOKYMEHTOB, CBSI3aHHBIX C pa00TOH, 0pOPMIIIEMBIX B JJIEKTPOHHOM BHJIE
0e3 nyonupoBaHus Ha OyMa)XHOM Hocutese"

// URL:https://www.garant.ru/products/ipo/prime/doc/405265705/

[Tpukaz Muntpyna Poccun ot 10.11.2022 N 7131 "O06 yTBepkaeHuu Gpopmbl CBEICHUN O
TPYIOBOM  NEATEIBHOCTH,  MPEIOCTABIsIEMON  pabOTHHMKY  paboromareineM,  (HOPMBI
MPEIOCTAaBICHUSI CBEJICHUI O TPYAOBOM AEATETbHOCTH U3 MH(POPMAIMOHHBIX pecypcoB PoHaa
IIEHCMOHHOT'O ¥ COLMAIbHOIO cTpaxoBanus Poccuiickoit denepannu u nopsaka ux 3amoaHEHUs "

(Bmecre c¢ "llopsinkom 3amonHeHuss Qopmbl  "CBeneHMS O TPYIOBOH  JESTEIBHOCTH,


https://www.consultant.ru/document/cons_doc_LAW_385617/
https://www.garant.ru/products/ipo/prime/doc/407519908/?ysclid=lujiiaghw0184827743
https://base.garant.ru/404937341/
https://base.garant.ru/404612909/
URL:https://www.garant.ru/products/ipo/prime/doc/405265705/
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npenocrapisieMble paboTHuky paboromatenem (CTH-P)" u ¢opmbr "CseneHus o TpyIdoBOM
JeSITeIbHOCTH, TPENoCTaBIsieMble W3 WH(GOPMAIMOHHBIX pPecypcoB (OHAA TMEHCHOHHOTO
HCOITUATILHOTO CTpaxOBaHHS Poccuiickoii denepanun (CTO-CoP)"). /!
https://www.garant.ru/products/ipo/prime/doc/405879309/

[Tpuka3z Munguna Poccun ot 30.03.2015 N 52n "OO6 yTtBepxaeHuH (GOpM MEPBUYHBIX
YUETHBIX JIOKYMEHTOB M PETUCTPOB OYXTaJITEepCKOTO y4yeTa, MPHUMEHSEMBIX OpraHaMH
TOCYJapCTBEHHOH  BIacTH  (TOCYHapCTBEHHBIMH  OpraHamH), OpraHaMH  MECTHOTO
CaMOYIpaBIICHUSI, OpraHAMM YIPABIEHUS TOCYAapCTBEHHBIMU BHEOIO/KETHBIMU (OHIAMHU,

TroCcy1apCTBCHHBIMHA (MyHI/II_II/Il'IaJ'IBHBIMI/I) YUPCKACHUAMU, U MeTtoanyeckux yKa3aHHI>i 1o HuX

npumeHeHuro"// https://base.garant.ru/70951956/
[Tpuxa3z MunuctepcTBa HU(GPOBOro pa3BUTHUS, CBA3M U MAaCcCOBBIX KOMMYyHUKaluii PD ot

18 aBrycra 2021 r. N 858 "OO0 yTBep)KIeHUHU €AMHBIX TPEOOBAHMI K MAITMHOUYNTAeMbIM (hopMam

nokymeHToB o monHomounsx'"// UTL: https://base.garant.ru/402900595/

[Ipukaz ®oHAa MEHCHOHHOTO W COLUANBHOTO cTpaxoBaHusi PO ot 17 nHosiops 2023 r. N
2281. "OO6 ytBepxkaeHuH enuHOM ¢opmbl "CBeaeHHs A BEIEHUS HWHIUBUAYAIbHOIO
(mepcoHMPUIMPOBAHHOIO) ydeTa W CBEIEHUS O HAUUCICHHBIX CTPaxOBbIX B3HOCAX Ha
00s13aTeNbHOE COLIMAJIbHOE CTPaXxOBaHME OT HECYACTHBIX CIydyaeB Ha MPOU3BOJCTBE U
npodeccuonanbHbix  3a0onmeBanuii  (EDC-1)" wu  mopsaka ee  3amonmueHus”  //

https://www.garant.ru/products/ipo/prime/doc/408153699/

O6mepoccutickuii  knaccudukarop mnpodeccuit pabouyux, JOHKHOCTEH CIIyXaIlluxX |
tapu¢HbIx paspaaos OK 016-94. M.: Muntpya Poccun, 1995 // [DnexktponHsiit pecype]. — M.,
2019. — Pexxum nocrymna:http://www.consultant.ru.

Oo6mepoccuiickuii  kimaccupukarop wuHpopmanun o Hacenenun OK  018-95. //
[DnexTponnslit pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

Oobmepoccuiickuil kinaccudukarop ynpasieHueckoil nokymentaumu OK 011-93. //
[DnexTponHsIif pecypc]. — M., 2019. — Pesxxum noctyna:http://www.consultant.ru.

OO0mepoccuicKknil KITacCCU(PUKATOP CHEIUATBHOCTEH 10 00pa3oBaHuio // [DNEKTPOHHBIN
pecypc]. — M., 2019. — Pexxum nocryna:http://www.consultant.ru.

YuudunupoBanusie GopMbl IEPBUUHON YUETHON AOKYMEHTAIMH 0 YUYETYy TpyAa U €ro
orathel, yrBepkaeHHbIe [TocTanoBnennem ['ockomctara PO ot 05.01.2004 Ne 1 // [DnekTpoHHBIH
pecypc]. — M., 2019. — Pesxxum moctyna:http://www.consultant.ru.

KBanudukamoHHpIi CIPAaBOYHHK JAOHKHOCTEH PYKOBOAMUTENEH, CIICITUATMCTOB B IPYTHUX
ciyxamux // [DnexTponHslii pecypc]. — M., 2019. — Pexxum noctyna: [DneKTpoHHbI pecypce]. —

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


https://www.garant.ru/products/ipo/prime/doc/405879309/
https://base.garant.ru/70951956/
https://base.garant.ru/402900595/
https://www.garant.ru/products/ipo/prime/doc/408153699/
http://www.consultant.ru
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MesxoTpacieBble YKpYITHEHHbIE HOPMAaTHBBI BPEMEHU Ha Pa0OTHI 110 KOMIUICKTOBAHUIO U
yueTy KaapoB // [DnekrponHsii pecypc]. — M., 2019. — Pexwum noctyna:http://www.consultant.ru.

[lepedyeHb TUTIOBBIX YIIPABICHUECKUX apPXUBHBIX JOKYMEHTOB, 00pa3yIOIINXCs B IPOIecce
JeSITeIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPABJICHUS U OpraHU3aLHi,
C yKa3zaHHEeM CpOKOB XpaHeHus // [DnekrponHblii pecypc]. — M., 2019. — Pexxum nocryma:

http://www.consultant.ru

[Ipukaz PocapxuBa ot 20.12.2019 N 236 "OG6 yrtBepxknaeHuu IlepeuHss THMOBBIX
YIpaBIEHYECKUX AapXUBHBIX JOKYMEHTOB, 00pa3ymloluxcs B Ipolecce JesTeIbHOCTH
rOCy/apCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPABJICHUSI U OpraHM3alUi, ¢ yKa3aHUEM

cpokoB wux xpaHeHus" (3apeructpupoBano B Muniocte Poccun 06.02.2020 N 57449)

[DnexTponnsiit pecype] // CnpaBouno-mouckoBasi cuctema «Koucymprant mmroc». URL:

http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW &n=345020&fld=134&dst=1

000000001,0&rnd=0.5989149124283691#09893595070554722

@enepanbhblii 3akoH 0T 24.04.2020 N 122-®3 "O mnpoBeaeHUM 3KCIEPUMEHTa 110
UCIIOJIb30BAHUIO 3JIEKTPOHHBIX JOKYMEHTOB, CBfA3aHHbIX C pabotoi"// HMHTepHer-mopTan
npaBoBoil nHGopmanuu http:// www.consultant.ru/document/cons doc LAW 351124/

ITpuka3z Muntpyaa Poccun ot 14.05.2020 N 240n "OO6 yrtBepkaeHuu Ilomoxenus o
HOPSJIKE IPOBEIECHUS IKCIIEPUMEHTA 110 UCII0JIb30BAHUIO 3JIEKTPOHHBIX JJOKYMEHTOB, CBSI3aHHBIX
¢ paboroit" (3apeructpupoano B Muntocte Poccun 17.06.2020 N 58674)// ntepHeT-mopran

npaBoBoil mHGopMamuu  https:// www.garant.ru/products/ipo/prime/doc/74170714/

JIntepartypa (0o6s13aTe1bHASA)

Aoymnamge, /. I'. JlokymeHTanmoHHOe o0ecrieueHne ypaBICHHsI TIEPCOHATIOM | YUeOHUK
U MPaKTUKYM IS akajeMudeckoro Oakamaspuata / JI. I'. AGynanze, U. b. Beimpsokkuna, B. M.
MacnoBa. — Mocksa : U3narensctBo FOpaiit, 2019. — 299 ¢. — (bakanaBp. AxageMuueckuit
Kkypc). — ISBN 978-5-534-00875-3. — Texkcr : snexkrponnsiii // DbC FOpaiir [caiit]. — URL:
https://urait.ru/bcode/433411

beikoBa T.A. JlOKyMEHTallMOHHOE OOECIICUCHHE YIPaBICHUS (JCIOMPOU3BOJICTBO)
[DnexTponHsIi pecypc] : yuebnoe nocodue / T. A. brikosa, T. B. Ky3nernosa. - 2-e u3z., nepepad.
u jgon. - MockBa : Hudpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL

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

I'norosa C.A. [IpodeccroHanbHbIN CTaHIAPT CHELMATINCTA [0 YIPABICHUIO IEPCOHAIOM
B  JCATENbHOCTH  KaJpoOBOM  chmyxkObl [DnexTpoHHblii  pecypc] /I'nmorosa Ceeriana

AnexcanapoBHa; C. A.I7noroBa // YmupapieHue ITOKyMEHTAlMEH: TPOIIOE, HACTOSIICE,


http://www.consultant.ru
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/document/cons_doc_LAW_351124/
https://www.garant.ru/products/ipo/prime/doc/74170714/
https://urait.ru/bcode/433411
http://znanium.com/go.php?id=942800
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Oyaymee : marepuansl [II-eif MexayHap. Hayd.-ipakT. KoH(., mocBsm. namaru npod. T. B.
Ky3nenosoii, Mocka, PITY, 23-24 mapta 2017 1./ M-Bo 00pa3oBanus u Hayku Poc. ®eneparym,
®enep. roc. OOKET. yUpex . Beicil. oOpa3zoBanus "Poc. roc. rymanurapusiii yu-1", McT.-apX.
uH-T, Dak. TOKyMEHTOBEJCHHUS M TEXHOTPOHHBIX apX., Kad. noxymenTtoBeneHus. - Mockaa :

Tepmuxka.py, 2017. - C. 451-457. - Pexxum poctyna : http://elib.lib.rsuh.ru/elib/000013004.

I'moroBa C.A. TeHaeHIMH pa3BUTUS KaJAPOBOTO JIEJIONMPOU3BOJCTBA B paMKax
nporpammbl  "lludpoBas  sxoHommka"  [DnexkTtpoHHBI  pecypc] /['moroma Ceetnana
AnekcannposHa; Ceeriana A. I'motoBa // YnpaBieHue Jo0KyMeHTaMu B IUPPOBOH SIKOHOMUKE. -

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

JoxymenroBenenue: Yueb. / OtB. pea. FO.M. Kykapuna; ABt. komr: [C.A. ['morosa,
I'.A. JIBoenocona, A.}O. KonskoBa, FO.M. Kykapuna, I1.A. Kronr, I'.H. Jlancko#, JI.P. ITapuesa,
C.0. Yapaunena]. M.: PITY, 2024. 580 c.

Kanposoe penompousBoactBo. Yuebnuk. / C.JI. Kysueuo, C.A. I'moroBa — M.:
WznarensctBo « TEPMUKAY, 2020. — 492 c.

KanpoBoe nenompousBonctBo: Haumnaem c¢ Hynsa. Aymautr cBoumu cunamu / W.B.
Kypasnesa, M.B. XKypasnesa. - 2-¢ uza. - Mocksa : HUL] UHO®PA-M, 2014. - 184 c.: 60x88 1/16
+ ( Hom. mar. znanium.com). - (IIpocto, xpatko, ObicTpo). (0) ISBN 978-5-16-008986-7 -
Texcr : anextponssIii. - URL: https://new.znanium.com/catalog/product/417566

[TaBnosckas, O. FO. IIpaBoBoe obecnieyeHre KaapoBOTO JEIONPOU3BOICTBA : yueOHOE
nocobue st By30B / O. FO. [TaBnoBckas. — Mocksa : M3znatenscTBo FOpaiit, 2019. — 213 ¢. —
(Bricmiee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anextponnslii / 3BC FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/445662

YmpaiieHre TOKyMEHTaMH B COBPEMEHHOW OpTraHMU3aIie: pakTuaeckoe mocodue/ C.A.
I'morosa, E.B. Kapaeim, A.FO. KonbkoBa, FO.M. Kykapuna, I1.A. Kronr, JI.P. Ilapuesa, JI.B.
Cepreesa, noj o6meit penakuueit JI.A. UBanosoit. — M.: OO0 “1C-ITa6numunr”, 2024. — 684 c.

Jlureparypa (10NMOJHUTEIbHAA)

Kykapuna IO.M. CoBpeMeHHbIE OpraHUM3allMOHHBIE W PErVIAMEHTHbIC JOKYMEHTHI:
¢bynkiuu u pasnoBugHocty // Bectnuk PITY. 2016. Ne2. [Dnekrponnsiit pecypce]. — M., 2019. —
Pexum J0CTyMa: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik daizi%202(4)-16.pdf.

Muxaitinna I'.\U. Ynpasienue nepconanom, 3-e uzg. - Mocksa :Jlamkos u K, 2018. - 280

C.: ISBN 978-5-394-01749-0 - Tekct : 3JE€KTPOHHBIN. - URL:
https://new.znanium.com/catalog/product/415303


http://elib.lib.rsuh.ru/elib/000013004
http://elib.lib.rsuh.ru/elib/000013245
https://new.znanium.com/catalog/product/417566
https://urait.ru/bcode/445662
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
https://new.znanium.com/catalog/product/415303
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6.2 IlepedyeHnb pecypcoB HHGPOPMANMOHHO-TEJIEKOMMYHHUKAIIMOHHOM CEeTH

«HTEepHeT»
- Tapant [OnekTpoHHbld pecypc]. — DnekTpoH. gaH. — M., cop. 2024. — Pexum pocryna:

http://www.garant.ru.
- Koncynprant Ilntoc [DnexkTpoHHBIN pecypc]. — DnekTpoH. naH. — M., cop. 2024. — Pexum

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

- l'ocynapcTBeHHbIH HH(OPMAIIMOHHBIN pecypc B OTHOLICHUH HH(OPMAIIUK O KaJIpOBOM COCTaBe
[OnexTpoHHbIlt  pecypc]. — OnektpoH. maHn. — M., cop. 2024. — Pexum pgocryna
https://gossluzhba.gov.ru/

- Ilopran «Pabota B Poccun» - [DnekTpoHHbIN pecypc]. — DnekTpoH. naH. — M., cop. 2024. —

Pexum noctyna: https://trudvsem.ru/

- DnekTpoHHbI cepBUC «OnnaiHuHcnekuua. POy - [OnekTpoHHBIN pecypc]. — DIEKTPOH. JaH.

— M., cop. 2024. — Pexxum noctymna: https://xn--80akibcicpdbetz7e2g.xn--plai/

6.3 IIpogeccuonanbHbie 6a3bl JaHHBIX H HH(POPMAIHOHHO-CIPABOYHbIE CHCTEMbI
Joctyn k mpodeccruoHanbHbIM 0a3aM naHHbIX: https://liber.rsuh.ru/ru/bases

WndopmanroHHble ClIpaBOYHbIE CUCTEMBI:
1. Koncynsrant [Lroc
2. Tapant

7 MarepuajbHO-TeXHHYECKOe o0ecneyeHHne I CIHUTIINHbI
s mpoBeneHuss NEKIUil TpeOyeTcs ydeOHbIe ayAWTOPHH, OCHAIICHHbBIE CIEIHATbHBIM

obopynoBanueM (MUKpO(DOHBI, MYJIbTUMEIUNHBIE cpenacTBa). g ceMHMHApCKUX 3aHATHH
HEOOXOJUMBI  ayJUTOPUH, OOOpyJOBaHHBIE MJOCKOW. Jlimsi TpoBeneHUS MPOMEKYTOYHON
aTTecTallid Hy>XHAa KOMIIBIOTEpHas TEXHHMKAa C TMOAKIIOYEHHEM K HH(OpPMAaIHOHHO-
KOMMYHHKAIIMOHHOW cetu «MHTepHEeT» H JOCTYyNOM B DJIIEKTPOHHYIO HWH()OPMAIMOHHO-
obpasoBarenbHyto cpeny PITY (mpoBomHoe coeauHeHHE WM OECIPOBOIHOE COCIWHEHHE TI0
texHosioruu Wi-Fi).

CocTtaB mporpaMMHOTO 00€CTICYCHHS:

1. Windows
2. Microsoft Office
3. Kaspersky Endpoint Security

8 OobecneyeHne 00pa3oBaTEILHOIO MpoIleCcca AJIsl JUI ¢ OTPAHUYEHHBIMH
BO3MOKHOCTSIMM 310POBbSl 1 HHBAJH/IOB

B xone peanuzanuu AUCIUIUIMHBI UCTIOAB3YIOTCS CIEAYIOIIME AOMOTHUTEIbHBIE METOIbI
00yYeHUs, TEKYIIETO KOHTPOJISI YCIIEBAEMOCTH M TIPOMEKYTOUHOM aTTeCTallMi 00Y4YaloIuXcs B
3aBUCUMOCTH OT UX UHAUBUIYATbHBIX OCOOCHHOCTEMH:


http://www.consultant.ru
https://gossluzhba.gov.ru/
https://trudvsem.ru/
https://xn--80akibcicpdbetz7e2g.xn--p1ai/
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® JIA CJICUbIX U CJI3.6OBI/II[HH_[I/IXZ JICKIINU O(I)OpMJI}IIOTCH B BHUAC BJICKTPOHHOI'O
AOKYMCHTA, AOCTYIIHOT'O C IMOMOIIbI0  KOMIIBKOTEpA CO CrICUAJIM3UPOBaHHBIM
IMporpaMMHBIM O6€CHC‘-ICHI/ICM; NMHUCbMCHHBIC 3a/IaHUs BBINIOJIHAIOTCA HAa KOMIBKOTEPEC CO
CIICIUAJIM3UPOBAHHBIM IIPOTrPaMMHbBIM OGGCHC‘ICHI/ICM HJIK MOT'YT 6BITB 3aMCHCHBI YCTHBIM
OTBETOM; OOECIeYMBACTCS WHAMBHIyAIIbHOE paBHOMEpHOE ocBerieHue He menee 300
JIFOKC; JJTsI BBITIOJTHEHUS 3a]JaHUsI TPH HEOOXOTUMOCTH TPEIOCTABIISETCS YBEITHUNBAIOIICE
YCTpOﬁCTBO; BO3MOXHO TaKXC HUCITIOJIB30BAHUC COOCTBEHHBIX YBCIIMYUBAIOIINUX
YCTPOWCTB; MUCHhMEHHBIE 3aaHusI O(OPMIIIOTCS YBEIHMUYSHHBIM MPU(TOM; dK3aMeH H
3a4€T MPOBOJATCA B YCTHOM (opMe WM BBINOJHSIOTCS B NUCbMEHHOW (GopMe Ha
KOMIIBIOTEPE.

® Ul MIIyXUX M caaboCHblIIaluUX: JEKIUH O(OPMIISIOTCA B BHJE 3JIEKTPOHHOI'O
JIOKYMEHTa, TM0O0 MpeoCTaBIseTcs 3ByKOYCHWINBAIOIIas annapaTypa WHAWBUIYaIbHOTO
II0JIb30BaHUs; IMCbMEHHBIE 3aJaHUS BBIINOJIHAIOTCS HAa KOMIIBIOTEPE B IHCHMEHHOM
(dopme; sK3aMeH U 3a4€T MPOBOAATCS B MUCbMEHHOU (popMe Ha KOMIBbIOTEpPE; BO3MOKHO
npoBesieHue B (hopMe TeCTUPOBAHUSI.

®/isl JIML C HapyUIEHUSMH OIOpPHO-JIBUraTeIbHOTO  amnmapara: JIeKIUU
0(QOpPMIISIIOTCSI B BUJIE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYITHOIO C MOMOIIBI0 KOMIBIOTEPA
CO CHEUMATU3UPOBAHHBIM MPOrPaMMHBIM OOECHEYEeHHEM; IHCbMEHHbIE 3aJaHUs
BBITOJIHSIOTCS HA KOMIIBIOTEPE CO CIEHUATU3UPOBAHHBIM IIPOTPAMMHBIM 00€CIICUEHHEM;
9K3aMeH U 3a4€T MPOBOASTCS B YCTHOM (pOpMe MIIK BBIMIOJIHAIOTCS B MUCbMEHHOM (opme
Ha KOMITBIOTEPE.

[Tpu HE0OX0AMMOCTH MPETyCMATPUBAETCS YBEIMUEHUE BPEMEHH IS ITOJITOTOBKH OTBETA.

[Tpouenypa npoBeaeHHs IPOMEXKYTOYHOM aTTEeCTAIMH 17151 00y4aIOIIMXCs yCTaHABIMBACTCS
¢ yu€TOM MX MHIWBUIYAIbHBIX MCUXO(PHU3NUECKUX ocoOeHHOCcTel. [IpoMexyTouHas arrecTanus
MOJKET MPOBOJIUTHCS B HECKOJIBKO JTATIOB.

[Ipu mpoBeneHnM npoLEAypbl OLIEHUBAHHS PE3yJIbTATOB OOYyYEHHUS IMperyCcMaTpUBaECTCS
WCTOJb30BAHNE TEXHHYECKHX CpEACTB, HEOOXOJMMBIX B CBSI3W C HWHAWBHIYaJTbHBIMH
0COOEHHOCTAMH 00yUaIOIIUXCsL. DTH CPEACTBA MOTYT OBITh ITPEOCTABIECHBl YHUBEPCUTETOM, MIIH
MOTYT HMCIIOJIb30BaThCsl COOCTBEHHbIE TEXHUUECKHE CPENICTBA.

[IpoBeneHne mpouenypsl OLIGHUBaHHMS  pe3yJbTaTOB  OOy4YeHHs JOMYCKAeTCs C
WCTIOJIH30BAHNEM JTUCTAHITMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHIA.

ObecneunBaeTcst AOCTYN K MH(POPMALMOHHBIM M OuOIMorpaduyeckuM pecypcaMm B CETH
WuTtepner nns kaxgoro oOyuyaromierocsi B ¢GopMax, aJalnTUPOBAHHBIX K OTPAaHUYEHUSM HX
3JI0pOBbsI U BOCIIPUATHUS MHPOPMALIUK:

® ISl CIeNbIX M CcIabOBUIAIIMX: B MEYAaTHOM (QopMe YBETMYEHHBIM LIPUPTOM, B
(hopme 2IIeKTPOHHOTO JOKYMEHTa, B popMme ayanodaiina.

® Ui TIyXMX W cirabochbllIalux: B nedaTHod Qopme, B GopMme 3IIeKTPOHHOIO
JIOKYMEHTA.

® JIA 06yt1a101111/1xcs{ C HApYHWICHUAMUA OIMOPHO-ABUTATCIIBHOT'O allliapaTa: B ne4yaTHou
¢dbopme, B hopMe IIEKTPOHHOTO JIOKYMEHTa, B (hopme ayanodaiina.

Y4eOHbIe ayAUTOPHUH IS BCEX BUIOB KOHTAKTHOW M CAMOCTOSITEIILHON pabOThI, HAydHAas
O0uOIMOTEeKa W MHBbIE TIOMELIEHUS NJs1 O0y4YeHHUs OCHAIICHBI CIEelHaJIbHBIM 000pYIOBaHUEM U
y49eOHBIMH MECTaMH ¢ TEXHHYECKUMHU CPEJICTBAMU O0yUCHUS:

® ISl CIIETIBIX W CIa0OBUASIIMX: YCTPOWCTBOM MJIsi CKAHUPOBAHHSI M UTEHUS C
kamepoii SARA CE; aucruieem bpaitns PAC Mate 20; nmpunatepom bpaiinsg EmBraille
ViewPlus;
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® Ui TAYXMX MU cHaboCHblIaluX: aBTOMATH3MPOBAHHBIM PAa0OYMM MECTOM ISt
JrO/IeH C HapyIIEHUEM CIIyXa U cIaboCHbIIIaNX; aKyCTUYECKUN YCUIIUTENb U KOJIOHKH;

® sl  O0y4aromMXcsi C HApyLIEHUSIMH  OINOPHO-/BUTaTeNIbHOTO  ammapaTta:
MepeBUKHBIMU, PEryIUpyeMbIMU 3proHomuueckumu mnapramu CU-1; xommbroTepHOit
TEXHUKOM CO CHEIHMAIbHBIM IPOIPAMMHBIM 00€CIICUEHUEM.

9 _MeTtoanyeckue MaTepHAJIbI
9.1 Ilnanbl 1a00PATOPHBIX 3AHATHI.

TEMAL. (4 u.) 3BAKOHOJATEJIbHAS PETJIAMEHTALUA JOKYMEHTHUPOBAHUA
KAJIPOBOH JEATEJIbHOCTHU B PdD

3AJTAHMSL.

1.

[Ipoanamm3upyiite TpynoBoit kogekc Poccuiickoit Deneparuiu v onpeaeuTe TpeOoBaHUs K

coCTaBy U 0()OPMIIEHHUIO TOKYMEHTOB, PErJIAMEHTUPYIOLIMX TPYOBbIE OTHOILICHHUS.

2. Tlpoanammsupyiite TpymnoBoit kogekc Poccuiickoit denepaiuu u onpeneante TpeOoBaHUs K

(GYHKIHAM KaZpOBOH CITyKOBI.

VKA3AHU 10 BBITIOJIHEHUIO 3AJIAHUI

1. Usyuure TpynoBoil Komaekc A BBUICHUTE, KAKMMHU JOKYMEHTaMH MpPEIyCMOTPEHO
obopmiieHHEe TIpUEeMa, TEpPeBOJa, YBOJBHEHHUS, KOMAHIWPOBAHUS, JAUCIUIUIMHAPHOTO
B3bICKAHUA U MPEJOCTaBICHUs OTIHycka paboTHUKaM. CocTaB JOKYMEHTOB (PUKCHUPYETCS IO
KaKIO0W OTHenbHOU mporeaype. OOpaTuTe BHUMaHHE Ha CPOKH MOJTOTOBKU JOKYMEHTOB,
YCTaHOBJICHHBIE 3aKOHOAATENBHO.

Pe3ynbrarhl 3a1aHuss MOTYT OBITH NIPEACTABICHBI B BUJIEC TaOTHIIBI:
IIpouenypa Buael Homep Cpoku, Coaepixannue,
AOKYMEHTOB CTAaTbH CBSI3aHHBIE C opopMiieHHE
JOKYMEHTOM
[Ipuem Ha paboTy
[lepeBon
[IpenocraBnenue
OTITyCKa
[Toompenue
JucuunnmHapHoe
B3BLICKaHHE
KoManaupoBanue
YBOJILHEHHE
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2. Wzyuurte TpynoBoil KOAEKC U OMpeeNuTe O0S3aHHOCTH PabOTOAATeNsl MO OTHOIICHUIO K
paboTHHKY, KOTOpBIE yCTaHOBJIEHBI B Kojiekce Mpu BO3HUKHOBEHUU TPYAOBBIX OTHOIICHUH.

Ha »T0it ocHOBe cocTaBbTe NIEpeyeHb (PYHKIIHI, BHITOTHAEMBIX KaAPOBOM CITYKOOM.

KOHTPOJIBHBIE BOITPOCHI.
1. IlepeuncauTh OCHOBHBIE BHJbl JOKYMEHTOB, MCIIOJIb3yEMbIE MJIsi JOKYMEHTHPOBAHUS
TPYZIOBBIX OTHOIIEHH, YCTAHOBJIEHHBIX B TPYIOBOM 3aKOHOJATEIbCTBE.

2.  HazoBwute THMOBBIC (DYHKIIMH KaIPOBOW CITY>KOBI.

MarepuajibHO-TeXHHYECKOe oOecriedeHue 3aHATHS:

1.TpynoBoii xoxnexc P®.

TEMA 2. (4 4.) PASPABOTKA OPTAHM3AILIMOHHLIX JIOKYMEHTOB B KAJIPOBOM
CJIIYKBE

3AJIAHUS

1. TIpoananusupyiite opranuzaiuto padbotsl ¢ kagpamu B 3A0 “Brimnen”.
2. Pazpaboraiire Ilonoxenue 06 otaene kagpo 3A0 “Brimnen”

3. PazpaOotaiiTe JOKHOCTHYIO MHCTPYKIIMIO /1711 OJTHOTO U3 COTPYAHUKOB KaJPOBOMN CITyKObI

YKA3AHUA 110 BBITIOJIHEHUIO 3AZIAHUA

1. Ilpoananu3upyiite KoMIuiekc AOKyMeHTOB 3AO “Breimnen”, BBIABISSL  €r0 CTPYKTYpY,
YHCIIEHHOCTb, HAIlpaBJIEHUs JIeATeNbHOCTH O0111ecTBAa U 0COOEHHOCTH OpraHU3alK KaApOBOM
paboTHI.

2. Ha ocHoBe KBanH(pUKAIMOHHON XapaKTEPUCTUKU PYKOBOIUTENS KaapoBoii ciryxk0b1, Y COP/I,
TpynoBoro konekca M TpeOOBAaHUI HMHBIX HOPMATHBHBIX U METOIMYECKHX JIOKYMEHTOB
paspaboTaiite u opopmute npoekT [lomoxxenust 06 ornene kaapos 3A0 “Breimnen”.

3. Ha ocHoBe KBaJIM(PUKAIIMOHHBIX XapaKTEPUCTUK paOOTHUKOB KaapoBou ciyk0wr, YCOP/]
pa3paboTaiiTe MPOEeKT IOKHOCTHOM MHCTPYKLMU OJHOTO U3 COTPYIHHKOB OT/AENa KaJpoB

3A0 “BeiMmien” 1 0pOpMHUTE €r0 B COOTBETCTBUHU C YCTAHOBJIEHHBIMHU TPEOOBAHUSAMHU.

KOHTPOJIbHBIE BOITPOCHI
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1. Tlepeuucnute 3amaun U PyHKIIUHN KaJIPOBOH CITYKOBI.

2. Kakue JOKyMEHTHI perjJaMeHTUPYIOT paboTy ¢ IEPCOHAIOM OpraHu3anun?

3. Ha ocHoBe, Kakux JIOKyMEHTOB pa3palaThIBaIOTCS TMOJOXKEHHUE O KaJpoBOH ciyxbe u
JIOJDKHOCTHBIE MHCTPYKLIMHU €€ COTPYAHUKOB?

4. KaxoBa CTpyKTypa TEKCTOB MOJIOKEHHS O KaIpOBOM CIIy>)KO€ U JOJDKHOCTHON MHCTPYKITUH?

5. Korma momoxenue o KaapoBoul cimykOe mpuoOperaer ropuaundeckyio cuiny? Korma oHo
TpedyeT nepepaboTku?

6. Hepe‘lI/ICJ'II/ITC O6H_[I/Ie Tpe6OBaHI/IH K O(I)OpMJ'ICHI/IIO OpraHn3allMOHHBIX JOKYMCHTOB.

MarepuajibHO-TeXHHYECKOe oOecriedeHue 3aHATHS:

1. Tpynosoii koaexc PO
YCOPJ]

KpanudukanoHHble XapakKTepUCTUKU paOOTHUKOB KaJApPOBOM CITyKObI

A

Kommnext nokymentoB 3A0 “Brimnen”

TEMBI 3-7 (10 u.). IOKYMEHTHPOBAHUE KA/IPOBOU JIEATEJBHOCTH

3AJTAHUS:

1. W3yuute 3akoHOIATENbHBIE TPEOOBAaHUS K  COAEPKAHUIO M O(OPMIIEHUIO  TPYJOBOIO
noroBopa. IloaroToBbTe MPOEKTHI JOKYMEHTOB IO IpUeMy Ha padoTy.

2. [ToaroToBbTe MPOEKTHI JOKYMEHTOB 110 NEPEBOAY Ha APYTYIO padoTy.

3.IloaroToBbTEe MPOEKTHI JTOKYMEHTOB O MPEIOCTaBICHUM OTIYCKa, MPOEKTHl JOKYMEHTOB O
KOMaHJUPOBAaHUU paOOTHHUKA

4.IloAroToBbTE MPOEKTHI JOKYMEHTOB O IMOOLIPEHHHM PAaOOTHHKA U TPOEKTHI JOKYMEHTOB O
BBIHECEHUU JUCLMILIMHAPHOTO B3bICKAHUS.

5.IloaroToBhTE MPOEKTHI JOKYMEHTOB 00 W3MEHEHWH (aMuind padOTHUKA W TPOEKTHI

JIOKYMEHTOB O PacTOPEHUH TPYJIOBOTO JOTOBOPA.

VKA3AHUS 10 BBIIIOJIHEHUIO 3AJTAHUI
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Ha ocHOoBe maTepuanoB 1eI0BOM UIphl (CIIPaBOYHbIE JaHHbIE O pabOTHHMKE) M TpeOOBaHUN
TpynoBoro kojekca MOATOTOBUTH TPYAOBOW JOTOBOP C paOOTHUKOM, O(OPMHUTE MpPHUKa3 O
npueMe paboTHHKa Ha paboTy (CTYAEHTHI MOTYT COCTaBHTh IPUKa3 MO OOIIMM MpaBUiIaM
o opMIIEHHUS PUKA30B UK BOCIIOJIB30BaThC YHUDHUITUpOBaHHOU Gopmoit T-1). 3anomHuTh
Jlnunyro kaprouky pabotHuka (dopmy T-2.) Omnpepenutb cOCTaB JIOKYMEHTOB,
UCTIOJIB3YEMBIX U CO3/IaHHBIX MIPU MPHEMe Ha paboTy, KOTOpbIE (POPMUPYIOTCS B TUYHOE /IO
paboOTHHKA.

Vcnonb3ys Matepuanbl A€I0BOM WMIpbl (CIIpaBOYHbIE JaHHBIE O PAOOTHMKE) U yUUTHIBas
TpeboBanus TpynoBoro kogekca opopMuTh nepeBo paboTHUKA (IO €ro MHUIMATUBE U IO
VMHHUIMATHBE PYKOBOJIUTENS CTPYKTYPHOTO TOJpPA3JEeNeHus) Ha JIPYrylo paboTy B TOH ke
opranuzanuu. CocTaBUTh 3asiBICHUE, MPEACTABICHUE, YBEAOMIIEHHE U 0(OPMHUTH IIPUKa3 O
nepeBoie pabOTHUKA Ha APYTryo paboTy (1o oOLIMM npaBuiiaM 0QOpMIICHHS IPUKA30B WIN
BOCIIOJIb30BaThCsl yHU(pULmpoBaHHOH (popmoit T-5). Buectn nanneie B JIMuHyI0 KapTOUKy
paborauka (popmy T-2.) OnpenenuTh cOCTaB JOKYMEHTOB, UCIOJIB3YEMBIX M CO3JaHHBIX
IIpU [IEPEBOJIE Ha JPYryro paboTy, KOTOpble (POPMUPYIOTCS B TUYHOE J1€7I0 paOOTHHKA.
Hcxong u3 MaTepualloB JI€JIOBOW UIPHl (CIpaBOYHbIE JaHHbIE O PabOTHUKE) , OPOPMUTH
©XEroJHbIM OYepesHONW OIIauMBaeMbIi OTIYCK M OTHYCK 0e3 COXpaHeHMs 3apaboTHOM
riatel. COCTaBUTh TpaguK OTIYCKOB, OQOPMUTH MpPUKA3 O MPEJOCTaBICHUH OTITycKa (10
o0IIMM MpaBuiIaM 0POPMIICHHS IPUKA30B WM BOCIIOJIB30BaThCS YHUPUIIUPOBAHHOU opMOii

T-6) . Buectu nannbie B JInunyto kapTouky padoTHuka (dhopmy T-2.).

Hcnonb3ys mMaTepuaibl A€I0BOM MIpbl (CIpaBOYHBIC JaHHBIE O PAOOTHHUKE) MOJTOTOBUTH
NpUKa3 O HANpaBJICHWU pabOTHHKA B KOMaHAMPOBKY (IO OOIIMM TpaBuiIaM O(OpMIICHHUS

MPUKA30B WM BOCIIOJIL30BaThCs YHUPUITUpOBaHHOU popmoit T-9).

Hcnonb3yst Matepualibl JeIOBOM UTPHI (CIIPaBOYHBIC JAaHHBIE O PaOOTHHKE), O(QOPMUTH
NpUKa3 O MOOUIpeHHH padoTHUKA (MO OOmMM mpaBWiaaM O(QOPMIICHHS MPUKA30B HWIIN
BOCIIOJIB30BaThCs yHUDUIMpoBanHou ¢opmoit T-9). BHecTn maHHBIE O TOOMIPEHUU B
Jlmanyto kaprouky pabotHuka (dopmy T-2.). OmnpenenuTb cocTaB JOKYMEHTOB,
UCTIOJIBb3YEMBIX NPH O(OPMIIEHUH TOOLIPEHHs, KOTOpble (OPMHUPYIOTCS B JIMYHOE JIEJIO

paboTHHKA.

Ha ocHoBaHuMu MaTepualoB J€JI0BOM WIPbl COCTaBUTh OOBSCHHUTENbHYIO 3allUCKy O
JUCLHUIIIIMHAPHOM IPOCTYIIKE, AOKJIAIHYIO 3alIUCKy O HAPYLICHUU TPYAOBOU IUCLUILIUHBI,

IMpUKa3 O HAJIOXKCHUHN JUCHUIIIMHAPHOT'O B3bICKaHUS.
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Hcnonp3ys Marepuanbl AEIOBOM Wrphl (CIpaBOYHBIE JaHHBIE O pabOTHUKE) OPOPMHUTH
NpeKpalieHue TPYyJOBOTO JIOTOBOpAa TI0 HMHUIMATHBE pAOOTHHWKA, 110 WHUIIMATHBE
paboTonaTens, Mo 0OCTOSTENLCTBAM, HE 3aBUCAILINM OT BOJHM CTOPOH. OmpenenuTh cOCTaB
JOKYMEHTOB, KOTOphIMU odopmisiercss Kaxnaas curyauus. OdQopMuTe mnpukaz o
MpeKpalleHNH JeCcTBUS TPYI0OBOTO I0TOBOpa (10 00ImKM IpaBmiiaM 0(hOpMIICHHUS TIPUKA30B
WM BOCHOJIb30BaThCsl YHUPUIIMPOBaHHOM (opmoil T-8). BHecTu nanHble 00 yBOJIbBHEHUU B
Jlnunyro kaprouky pabotHuka (dopmy T-2.). OmnpemenuTb cocTaB JOKYMEHTOB,
UCTOJIb3YEMBIX NPH OQOPMIICHUM YBOJBHEHUS, KOTOpble (POPMHUPYIOTCS B JMYHOE JIEJIO
paboTHHKA.

CocraBbTe MPOEKT MpHKa3za 00 W3MEHEHWH (aMUJIMH, MPUBEANTE BO3MOXKHBIC OCHOBAaHUS

A U3AaHUA TAKOT'O IIpUKa3a.

KOHTPOJIBHBIE BOITPOCHI:

Beienure oCHOBHbIE JOKYMEHTUPYEMbIE 331a4H KaJIpOBOH JEsITeIbHOCTH.
OxapakTepu3yiTe CTPYKTypy TEKCTa TpPYyJOBOIO JIOIOBOpA, MEPEUUCIIUTE CYIIECTBEHHbIE
HIOJIOKEHHUS TPYIOBOT'O JI0TOBOPA.

SABnstorcs v yHUPUIMPOBaHHBIE (OPMBI 00513aTENBHBIMU ?

Ha ocHoBe TpeboBaHMIl K TpyJOBOMY JOrOBOpY, ONPENEIUTh HOPSIIOK O(OpMIEHUS
JIOTIOJTHUTEIBHOTO coTameH s (A3MEHEHUs K TPYJI0BOMY JIOTOBOPY ).

Kakumu TpeOoBaHMAMHU JODKHA PYKOBOJCTBYETCS KaJpoBas ciayx0a mpu odopmieHun

MIPUKA30B B TEKCTOBOH opme?

MaTepl/la.]'IbHO-TeXHI/l‘lECKOB o0ecrnevyeHue 3aHATHS:

Tpynosoii koaekc PO.

YHauduurpoBanusie GOpPMbI IEPBUUHON YUETHON TOKYMEHTALIUH.

Marepuansl 1€IOBOW WUIPHI, COAEPIKAIINE CIPABOYHBINA TaHHBIE O paOOTHHKE, HH()OPMAIHIO O

€ro TPYIOBOH eI TEIbHOCTH.

Ob1epoccuiickue KiacCuPUKaTOPHI.

Tema 8 (2 u.) TPYJIOBASI KHIDKKA
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3AJJAHUA
1. IlpoanamusupoBath TpynoBoil koaekc P®, IlpaBuna BeneHUs M XpaHEHUS TPYAOBBIX
KHIKEK, UHCTPYKIIMIO 10 3aTI0JTHEHUIO TPYAOBOM KHIKKH. BRISCHUTH paBuIia 3aBeICHUS
Y TIOPSJIOK BEICHUSI TPYAOBBIX KHUXKEK.
2. 3anoiaHuTh OJaHK TPYIAOBOM KHUKKHU CBEJICHUSIMU O pabOTE U YBOJIbHEHUH.
3. Ilpoananmu3upoBaTh MPEASIOKEHHBIE KOMUU TPYIOBBIX KHIKEK, OOBSACHUTH OIIUOKH B
0hOpMIICHUN U BEJICHUH.

4. 3apeructpupoBaTh 0POPMIEHHYIO TPYIOBYIO KHUXKKY.

YKA3AHUS 10 BBITTOJIHEHUIO 3AJTAHUI

. NM3yunts TpynoBoit koaexkc P®D, I[lpaBuna BeaeHUS W XpaHEHUS TPYJOBBIX KHIXKEK,
MHCTPYKIUIO M0 3aMIOJIHEHUIO TPYIOBBIX KHIKEK .
VYcTaHOBUTE:
-3aKOHOJIATEJIbHBIE ¥ HOPMATUBHBIE TMOJIOKEHHSI O CTaTyce TPYAOBOW KHUIKKE, TOPSJIKE €¢
oopMIICeHUS U BEACHUS,
- HOPMaTHUBHBIE TPEOOBAHUSA O TyOIUKATEe TPYAOBON KHIKKHU;
- HOPMATHUBHBIE TPEOOBAHUS O BKJIAJIBINIE K TPYAOBON KHUXKKE.
2. Hcnonw3yss npenyokeHHbIE MaTepualibl JEJIOBOW WIPhl W MaTepHallbl 3aHATHH O
JOKYMEHTHUPOBAHUU TMPHEMa, MEPEeBO/Ia, YBOJIbHEHHSI BHECTH COOTBETCTBYIOLINE 3aITUCH
B TPYJIOBYIO KHUXKKY.
3. H3yuuTh mpeioKeHHbBIE KOMUU TPYIOBBIX KHIKEK, BBIIBUThH OIIHOKH B ODOPMIICHUU U

UCIPABJIEHUSAX Ha TUTYJIBHOM JIMCTE, B pazjeine «CBeaeHus o padboTey.

KOHTPOJIBHBIE BOITPOCHI

1. B xako# cpok JoykHa OBITh 3aBEIEHA TPYAOBas KHUXKKA MpHU MOCTYIJICHUH pabOTHHKA Ha
paboty BriepBbIe?

2. B xakux ciaydasx KaJpoBas Cly>k0a MMeEeT MpaBo BbIATh TyOIMKAT TPYAO0BOW KHUKKH?

3.B kakoii cpok nocine yBoJibHEHHs paOOTHUKY BBIAAETCS TPYJOBasi KHUKKA?

4. Kak oopmiisiercs Bbliaya BKJIaAblIa K TPYJOBOM KHUKKE?

5. Kakoe cTpyKTypHOE MOJpa3/eieHue OpraHU3alUM XPAaHUT OJaHKH TPYIOBBIX KHHXKEK M
BKJIQ/IbIILIEH K HUM?

6.Kak ucnpaButh ommoOku, 0O0Hapy>KEHHbIEC Ha TUTYJIBHOM JIHCTE TPYIOBOH KHIKKU?

7.Kak ncnpaButh ommoOKy, 0OHapyKEHHBIE B 3aNIOJHEHNH pasfena «CBeeHus 0 padboTe»?
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MarepuaibHO-TeXHUYECKOE oDecriedeHne 3aHATHS

HNHcTpyKIus 110 3aII0JIHEHUIO TPYIOBBIX KHUKEK
[IpaBuia BeieHNs U XpaHEHUS TPYAOBBIX KHHKEK
branku TpyIOBBIX KHMKEK

[Tpumeps! 3aM0THEHHBIX TPYAOBBIX (KHUKEK C OIINOKaMM)

Tema 9 (2 u.) CACTEMATHU3AIIAA JOKYMEHTOB KAJIPOBOM CJIYKBBI.

3AIAHUS

1. Tlpoananu3upyiite HOMEHKIATYPY A€ KaapoBoil ciayx0sl 3A0 “Boimmnen”.

2. CoctaBbTe NPOEKT HOMEHKJIATYpHI el oThaena kaapoB 3A0 “Beimmen” Ha cremyrommi
KaJICHJApHBIN TO/I.

3. Ilpoananusupyiite TpeOOBaHHE 3aKOHOAATEIbHBIX U HOPMATUBHBIX JIOKYMEHTOB K COCTaBY
JIOKyMEHTOB JIMYHOTO JIeJa.

4. Cdopmupyiite nuaHoe aeno cotpyaanka 3A0 “BeiMmen” u cocTaBbTe BHYTPEHHIOK OIMHUCH

JAOKYMCHTOB JIMYHOTO JCJja.

YKA3AHUS 1O BBITTOJIHEHUIO 3AJTAHUI

1. C yderom TpeOoBaHMI HOPMATHBHBIX OKYMEHTOB IpOAHAIU3UPYHTE HOMEHKIATYpy el
3A0 “BeiMmmen”, ompenenss €€ BHJI, KIACCU(PHUKAIMOHHYIO CXeMy, OCOOEHHOCTH
(hopMynupoBaHUsI 3ar0JIOBKOB, HCTOUHUKHU U ITPABHIIBHOCTh YCTAHOBJIEHHSI CPOKOB XPaHEHHMSI.
Omnpeznenure nepexoAsiye ea, BKIIOUCHHbIE B Ty HOMEHKIIATYPY.

2. Ha ocnHoBe Tpe6GoBaHuii OCHOBHBIX IpaBUJ PaOOTHl ApXMBOB OpPraHM3AaLUN U TUIIOBOTO
IIEpEYHsl YIPABJICHYECKUX JOKYMEHTOB CO CPOKAMHM XpaHEHHMsI  COCTaBbTE IPOEKT
HOMEHKJIaTyphl 1e1 3A0 “Beivnen” Ha crnenyomuil kaneHaapHsiii rof. [Ipoext opopmure B
COOTBETCTBUM C YCTAHOBJIEHHBIM MOPSAKOM.

3. Wzyuuts Yka3 IIpe3uaenta PO Yka3 [Ipesunenra Poccuiickoit @enepauu ot 30 mast 2005 r.
Ne 609 «O nepcoHanbHBIX JaHHBIX FOCYAAPCTBEHHOIO I'PaKAAHCKOro ciyxailero Poccuiickoit
®enepalli U BEJEHUU €ro JUYHOro jena» M3yuuts p.8 TumoBoro mepedHsi ynpaBiieHUECKUX

JOKYMCHTOB M OIPCACIUTE COCTaB JOKYMCHTOB JIMYHOI'O J€JIa pa6OTHI/IKa.
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4.Vcnionb3yst JOKYMEHTHI, pa3paOoTaHHbIE HA MPEIBbIAYIINX 3aHATUAX, CHOPMHUPYHTE JTUUHOE
JIeNI0 pabOTHHUKA C yUYETOM YCTaHOBIIEHHBIX HOPMAaTUBHBIX TpeboBaHMit. s copmMupoBaHHOTO

JIMYHOT'O J1€j1a COCTAaBbTC BHYTPECHHIOIO OIMMCH JOKYMCHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. KakoBo HazHaueHHE HOMEHKJIATYPHI e B KaAPOBOM CITyxk0Oe?

2. KakoBbl TpeOGoBaHusg K (OPMYJIHUPOBKE 3arojIOBKOB JOKYMEHTOB IO JIMYHOMY COCTaBy B
HOMEHKJIaType Jen?

3. Ilepeumncnute cocTaB TOKYMEHTOB JHYHOTO Jiesia paOOTHUKA; TOCYJApPCTBEHHOTO CITy>KaIlEro.

4. Kak onpenensitoTcsi CpPOKU XpaHEeHHsI KaJIpOBBIX IOKyMEHTOB?

5. Kakas cinyx06a B opraHu3aiuu J0JKHA pa3padoTaTh HOMEHKIIATYPY JIe KaJpOBOH CIIyKObI?

6. Kakue 0coOEHHOCTH XapaKTepHbI A1 HOMEHKJIATYPbI JIe]l KaJpOBOU CITy>KObI?

MarepuajibHO-TeXHHYECKOe OOecriedeHue 3aHATHS:

Metonuyeckue pekoMeHAaluid 1o pa3paboTKe MHCTPYKIMH IO J€JIONPOU3BOJCTBY B
(enepanbHBIX OpraHax UCIOJHUTEIbHOM BIACTH.

Kommekt nokymenToB 3A0 “Beimmen”.
[lepeueHb TUNOBBIX YIPABICHUYECKUX ApPXUBHBIX JOKYMEHTOB, 00pasylolIuXcs B Mpoliecce
JeATETbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYTIPABIICHUS M OpraHU3aIINiM,

C YKa3aHUEM CPOKOB XpPaHEHHUS.



