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1. [HosicHUTEAbLHAA 3aAMNCKA

1.1. lean u 3agau JAUCHUILIHHDI

Llenv Oucyunaumoi:
JIeJIOTIPON3BO/ICTBA.

MNOATOTOBUTL BBIITYCKHHKA,

3agauyu IUCHUILIMHBI :

BJIQZICIOUICTO HAaBBIKAMH BCIACHUA KaJApOBOI'O

o CcdhopmupoBaTh y CTyieHTa KOMIIETEHIIUH, [TO3BOJISIOIINE €MY BBIIOJIHATH BECh KOMILIEKC
paloT 1o KaJpOBOMY JEJIONPOU3BOCTBY;

° CchopmupoBaTh y HEro KOMIUIEKCHOE IPEJCTaBI€HHE O CUCTEME TOKYMEHTALUU IO
JUYHOMY COCTaBY;

. JlaTe npeacTaBieHne 00 ypoBHE periiaMeHTaluy KaApoBOro eI0npou3BoCTBa B PD;

. HayuuTs cTyneHTa cocTaBiaTh U 0pOpPMIIATH OpraHU3a[MOHHBIE KaIpOBbIE JOKYMEHTHI;
. HayunTe cTyzeHTa JOKYMEHTUPOBAaTh OCHOBHBIE KaJpOBBIE MIPOLEAYPBl B COOTBETCTBUU
¢ TpeOOBaHUSIMHU 3aKOHOAATEIbCTBA;

. Hayuuthb cTyaeHTa opraHu30BbIBaTh paboTy KaapOBOW CIIy:KOBbI, COCTABIATh JOKaJIbHbIE
HOPMAaTUBHBIE aKThl, pErJIAMEHTUPYIOLINE €€ AeSITeNbHOCTD.

. OOy4uTh OCHOBHBIM TEXHOJIOTMYECKUM IpUeMaM [JeJIONPOU3BOACTBEHHBIX ONEpaIHii,

OopraHu3allv XpaHCHUA Ka)IpOBOﬁ JOKYMCHTAlHU.

1.2. Hepequb IVIAHUPYEMBIX PE3yJabTaTOB Oﬁy‘lEHI/Iﬂ o TMCHMIIVIMHE, COOTHECCHHBIX C
HHAUKATOPaAMH JOCTHKCHUS KOMIIeTeHII NIt

Komnerenuus
(Koa ¥ HAMMEHOBAaHUE)

NuaukaTopsl KOMIIETEH U
(Ko ¥ HAMMEHOBAHUE)

Pe3yabTaTsl 00yuyeHus

OIIK-2. Ciocoben
HAXO/IUTh
OpraHU3aIMOHHO-
yIpaBICHYCCKHE
peLLIeHNs IPU PELICHUU
3amad B chepe cBoeit
npodeccrnoHanbHOM
JeSTeTbHOCTH

OIIK-2.2. Opranu3oBbIBaeT
paboty nmoapasneneHuii B cepe
JOKYMEHTAIUOHHOTO
oOecrnieyeHus ynpaBieHus 1
apXHUBHOTO JIeNIa

3HaTh: MOPSIOK pabOTHI CITYKO
JOKYMEHTAITMOHHOTO 00ECTICUCHHS
yIpaBIEHUS U apXUBOB

YMeThb: periiaMeHTHPOBaTh padoTy CITyKO
JOKYMEHTAIIMOHHOTO 00ECTIeUeHHS
YIpaBJICHUS U apXUBOB

BraneTs: HaBbIKaMH OpraHU3aIUN PAOOTHI
noApa3ielieHuit B cepe
JOKYMEHTAIMOHHOTO 00ECTIeUeHHS
YIpaBJICHUS M apXUBHOTO JIeTia B
COOTBETCTBUH C HOPMATUBHBIMH
TpeOOBaHUSIMHU

VYK-11. Criocoben
dhopmupoBaTh
HETEPIIUMOE OTHOIIIEHUE K
KOPPYIITHOHHOMY
MTOBEICHUIO

VK-11.3. Bnagers HaBbIKAMH
paboThI ¢ 3aKOHOIATEIBHBIMU U
JIPYTUMHA HOPMATUBHBIMH
MIPABOBBIMU aKTaMHU

3HaTh: 3aKOHO/IATENIbHBIC U IPYTHMU
HOPMATHUBHBIMU NIPAaBOBBIMHU aKTaMH B
cdepe cay)eOHOH NeITeTbHOCTH

YMeTb: paboTaTh ¢ HOPMATUBHO-TTPABOBOM
0a3oii B chepe ciykeOHOU AeSITETLHOCTH
BnaneTs: HaBbIKaMH TPUMEHEHHS
AHTUKOPPYIIIUOHHBIX HOPM B
poheCCHOHATLHOMN JICATEIIEHOCTH U
MMOBCEAHEBHOW KU3HU




1.3. MecTo 1MCUMIVIMHBI B CTPYKTYpPe 00pa30BaTe/IbHOM NMPOrPaMMbl

Hucnunnuna «KaapoBoe Aemonpon3BOACTBO» OTHOCHUTCS K 00S3aTENbHOM YacTH OJ0Ka JUCIHMIUIAH
y4eOHOTO IJIaHa.

Jnst ocBOGHUS AUCIUIUTMHBI HEOOXOIUMBI 3HAHUS, YMEHUS W BIIaJICHUs, CPOPMUPOBAHHBIE B XOJIE
W3YUYEHUs CIEAYIONINX JUCUUIUIMH U MPOXOKACHUS MPaKTUK: «J{OKyMeHTOBeleHUue», « IKOHOMUKAY,
«Opranu3ays ¥ TEXHOJIOTHS JOKyMEHTAITMOHHOTO 00ECTIEYeHUS YIPABIICHUS.

B pesynbrare ocBOCHHS IUCHUTUTHHBI (HOPMUPYIOTCS 3HAHUS, YMEHUS U BIAJICHUS, HEOOXOANUMBIE IS
W3Y4YEHUs CIICIYIONUX AUCIUIUIMH W MPOXOXKIACHUS MPAKTHK: «APXUBBI JOKYMEHTOB IO JTUYHOMY
coctaBy», «CraHmapTuzalus apXUBHOTO Jena», YyueOHass (03HAKOMUTENbHAas) TPaKTHKa,
MIPOM3BOICTBEHHAS MPAKTHUKA (HAYYHO-HCCIIEIOBATEIbCKAsI padoTa), MPEeAIUIIIIOMHAs TIPAKTHKA.

2. CTpyKTYypa TUCHUNJIMHBI
Obmas TpyA0EMKOCTh TUCHUIUTHHBI COCTaBIsET 4 3.€., 144 akageMHyecKux yaca.

CTpyKTypa AMCUMIIMHBI 1JIs1 04HOH opMbI 00yUeHUst

O0bemM aucHUIIMHBL B (OpME KOHTAKTHOW PAOOTHI 0OyYarommumxcsi ¢ TeAaroruiecKuMu
paboTHUKaMU U (WK JUIIAMH, TIPUBIEKAEMBIMH K pean3aliuu 00pa3oBaTeIbHON MPOrpaMMbl Ha MHBIX
YCIIOBUSX, IIPH MPOBEJACHUN YICOHBIX 3aHATHI:

Cemectp | Tunm yueOHBIX 3aHATHIA KomnuectBo
4acoB
3 Jlexumu 32
3 CeMUHapbI/J1a00paTOPHBIE PAOOTHI 48
Bcero: 80

O6beM AUCIUILTUHBL B (hOpME CaMOCTOSTENbHON pab0Thl 00YYAIOIIMXCS COCTABISAET 46
aKaJIeMUYECKHX YacOB, KOHTPOJIb — 18 yacos.

3. Conepxxanue QM CHUIITHHBI

Ne | HaumeHoBaHue pasaesia Coaepixanue
AUCHHUILINHBI
1 BBenenue [Ipenmer, 3aJ1auHu, cozep)kaHue Kypca.
XapaKkTepUCTUKAa COBPEMEHHON CHUCTEMBI KaJpOBOU
JNOKyMeHTauuu.  B3aumocBs3b IIPOLIECCOB
YIIPaBJICHUS NIEPCOHAIIOM C COCTAaBOM U IOPSAKOM
(bopmupoBaHus CUCTEMBl JTOKyMEHTALMH 11O
JUYHOMY cocTaBy. MecTo Kypca cpenu Apyrux
HAay4YHBIX  JWCLHMIUIMH:  «JlOKyMEHTOBENECHHUEY,
«OpraHusanysi 1 TEXHOJIOTHs TOKyMEHTAlMOHHOIO
obecneyeHus YIIPaBICHUN, «YmpasieHue
nepcoHasiom», « Tpynosoe npaso» u ap. Mcrounuku
U3Yy4ECHHs Kypca. 3aKOHOAATEIbHbIE 1 HOPMATHUBHO-
[IPaBOBBIE  AKTBHI, HOPMAaTUBHO-METOIUYECKHE
JNOKyMeHThl. OTeuecTBeHHas: ucTopruorpadus.

2 Pernamenranms 3aKoHO/IaTeNbHbIE 1 HOPMATHUBHO-IPABOBBIE AKTHI.
JIOKYMEHTHUPOBAHHUSI KaJIpOBOM
NESITENTLHOCTH U paOOTHI C TpynoBoii kojekc Poccuiickoit dDenepaliii  Kak




KaApOBbBIMH JOKYMCHTAMHU.

OCHOBOW IIPABOBOM aKT, ONpPENEISIOIUN COCTaB U
nopsioKk  oOpMIIEHUST  JJOKYMEHTOB 1o
YCTAQHOBJICHUIO TPYJIOBBIX OTHOILIEHWHW U TPYAOBOU
JesTeIbHOCTH pabOTHHKA. 3aKOHOJATENbHbIE AKThI
Poccun 0 AOKyMEHTHMPOBAaHUU OTIEJIBHBIX CTOPOH
TPYLOBOW JEATEIBHOCTH  PA3JIMYHBIX KAaTErOpui
pabOTHUKOB. 3aKOHOJATEIbHBIE AKThl CYOBEKTOB
Poccuiickoit  ®enepanmu, VYkasel IIpesunenra,
IlocTaHoBi€HMSI M PACHIOPSIKEHUS MPABUTEILCTBA
Poccuiickoit deneparumn.
HopMaTuBHO-MeTOAMUYECKHE JTOKYMEHTHI .

KBanudukamoHHbIi CIIPaBOYHHUK u
npoeCCUOHANIBHBIE CTAHAAPTHI, KAaK OCHOBHBIE
HOPMAaTUBHBIE JTOKYMEHTBI, perilaMEeHTHPYIOLIHE
TpeOOBaHUA K KBAIU(UKALUK, 3HAHUSAM U YMEHUIM
pabotHuKOB. OOIepoccuiickie KiacCH(PHUKATOPhI
TEXHUKO-DKOHOMHYECKOH u COLIMAIBHON
uHpOpMalLKH, YCTAaHABIMBAIOIINE COCTAB U MOPSAIOK
3aII0JIHEHUA KaIPOBBIX JOKYMEHTOB.

TumoBble  mepeyHn U CPOKM  XPaHEHUs
JOKYMEHTalluu 1o JUYHOMY COCTaBy.
PerynupoBanue opranusany apXMBHOTO XpaHEHMS
JOKYMEHTALUH 110 JINYHOMY COCTaBy B HOPMaTHUBHO-
METOANYECKUX NOKyMeHTax PO.

Pa3zpabotku ['ockomcrara PO no yaudukanuu Gopm
IIEPBUYHOMN YYETHOMU TOKYMEHTALIUH.

Opranu3zanus paboThl KaJIpoBOM
CITY)KOBI

CTpyKTypbl KaApOBBIX CIykO. YHWCICHHBIH U
JNOJDKHOCTHOW — cocTaB  chmykObl.  HopMmaTuBsl
BpEMEHH Ha PabOTHI IO YUETy KaJpPOB.

3amaun U QYHKIIUK KaapoBOu CirykObl. [lomoxeHune
00 oTnmene KaapoB (ympaBleHHH, NEMapTaMEHTE U
Ip.), KaKk OCHOBHOM HOpPMATHBHBIM TOKYMEHT IO
OMPENICTCHUIO CTPYKTYpbI, UYMCIEHHOCTH, BHUIOB
pabot sroro noapazaenenud. Ilopsaok pazpaboTkwy,
coctraB  WHPOpMAIUU H  CTPYKTypa  TEKCTa
MOJIOXKEHHUA. 3aKperyieHue MpaB, OTBETCTBEHHOCTH,
B3aMMOCBS3EN OTENa KaJIpOB.

JIOIOKHOCTHBIE ~ MHCTPYKIUH, Kak  OCHOBHOM
MpaBOBOM  aKT, ONpEACNSAIOMUNA  MPAaBOBOE
MOJIOKEHWE PAOOTHUKOB KaJApOBOM CIIyKOBI U
OopraHu3zanuio ux Tpyaa. HasHauenue n0mKHOCTHBIX
UHCTPYKIHUMA.

WNHcTpyKius o KapoBOMY JIETONPOU3BOJICTBY, KaK
OCHOBHOM MHCTPYMEHT MOBBITIIEHUS 2P(HEKTUBHOCTH
paboTel  KaApPOBBIX ToHpa3deneHuit B chepe
KaJIpOBOT'O JIETIOTIPOU3BO/ICTBA.

PermamenTarust paboThI ¢ IEPCOHATIOM B JIOKATHHBIX
HOPMAaTUBHBIX  aKTaXx W  OPraHU3alUOHHBIX
JNOKyMeHTax (ycTaB oOpraHu3alluH, npaBuja
BHYTPEHHEI0 TPYJ0BOTO pacHopsiaKa, MOJIOKEHHE O




HepCOHaJIBHbIX IIaHHbIX, KOJIJICKTI/IBHBII\/JI I[OFOBOp nu
ap.).

CocTaB KaJpOBOM IOKYMEHTAIINH.
JlokyMeHTHpOBaHUE TPYAOBBIX
OTHOIIIEHUH.

XapakTepucTuka CUCTEMBI KaJIpoBOM
JOKyMEHTAIlMH, €€ COOTBETCTBHE  OCHOBHBIM
3aJlayaM 1o Moa0opy, yueTy U paccTaHOBKE KaJpOB.
OOs3arenbHas U yCIOBHO-00s3aTeNbHAS KaJIpoBas
JOKYMEHTAIHSI.

OpraHuM3anMOHHBIE  JOKYMEHTBI ~ —  IITaTHOE
pacmucaHue, CTPYKTypa M IITaTHas YHUCICHHOCTH,
rpauK OTIYCKOB.

PacniopsimutenbHble  JOKYMEHTBI  —  TPUKAa3bl
(pacmiopsikeHusi) MO JUYHOMY cocTaBy. OOrmue
TpeOoBaHUs K OPOPMIICHUIO U CPOKAM MOATOTOBKH.
WHpopMalMOHHO-CIIPABOYHBIE  JOKYMEHTBI — —
3asiBJICHUS, NPEJCTABJICHUSA, YBEIOMIICHUS, aKThI,
JOKJIaIHBIE U O0BSCHUTEIHHBIC 3AIUCKH.

YyetHble GOpMBI U X HA3HAYCHHE.

[Ipuem  pabGorHukoB Ha  pabotry. CocraB
MePCOHABHBIX JIOKYMEHTOB paboTHHKa,
MPEJCTABISAEMBIX PA0OTOIATEINIO I YCTAaHOBJICHHUS
TPYAOBBIX OTHOIIEHUWU. TpymoBoll  J0roBop -
3aKOHOJATEIbHOE 3aKpeIuieHue TpeOOBaHU K
CTPYKType TEKCTa, TMOpAIKY COCTaBIICHUS U
opopmrnenus. IToaroroBka u opopmiieHHE TPUKAZ0B
(pacmiopsikeHuit) 0 mpueMe Ha padoTy. AHKETHI,
aBToOMOrpaduu, pe3oMe U Jp. JOKYMEHTHI,
3aloJHsIEeMbIE TIPU TpUeMe Ha padoTy.

BHecenue cBeieHui B TPYAOBYIO KHIDKKY U JIMYHYIO
KapTOYKy paOOTHHUKA.

JIOKyMEHTUpOBaHHUE JBHXKECHUS KaapoB. Bumsl
nepeBogoB. CocraB M TOPSAOK  H3AAHUS
JTOKYMEHTOB, O(OPMIISIONINX MPOLEAYPY IepeBoa.
Copepxanue, MOPSIOK MOATOTOBKH M 0QOpPMIICHUS

IIPUKA30B (pacniopsiKeHHI) 0 IIEPEBOC
COTPYAHUKOB. JIOKyMEHTBI-OCHOBAHUS K INpHKa3aM
0 IepeBoJIE.

Buapt otriyckos. [Topsigok odhopmIiteHHsT €KET0IHOTO
OUEpeHOTO  OIUIaYMBaeMoro oTmycka. I 'paduk

OTITyCKOB,  COCTaB,  COJCpXKaHWE,  MOPSIOK
IIOATOTOBKH 5 odopmienus [IPUKa30B
(pacmopsixeHuit) o MPEIOCTABICHUH OTITyCKa.

[lopsmox  mepeHoca  oTmycka.  JIOKyMeHTBI-
OCHOBAHUS K IIpUKa3aM 00 OTIyCKax.

[Topsimox odopmieHHs KOMaHAWPOBOK — COCTaB
JOKYMEHTOB, O(QOpPMIIIOIIMX  KOMaHIUPOBaHHE
paOOTHHKA, COAEpX)aHWE W MOPSAOK IOJTOTOBKH
IIPHUKa3a 0 KOMaHAUPOBKE.

Buast  noompenuit.  ConepxkaHue,  MOPSIOK
HOJIrOTOBKH u oopmienus IIPUKA30B
(paciopsbkeHMil) O MOOUIpEHHHM  pabOTHHKA.
JIOKYMEHTBI-OCHOBaHHSI K IPUKA3aM O MOOMIPEHHH.




Buasl nucuuminHapHbeix B3bickaHui. CopaeprkaHue,
MOPSAIOK TOATOTOBKM M OGOPMIICHHUS TMPUKA30B
(pacniopsixkeHHMi) O  B3bICKaHUU. JIOKYMEHTBI-
OCHOBaHUSI K  IpUKazam 0 HaJIOKEHUH
JTUCIHUILUTMHAPHOTO B3bICKAaHUS. AKTBHI 00 OTKa3bl
NaBaTh OOBSICHEHNS U 3HAKOMUTHCS C PUKA30M.
[Topsimox mpoBeneHUs aTrTecTaluu PabOTHHKOB B
opranuzanuu. CoctaB JOKYMEHTOB, 0(OPMIISIOLINX
npouenypy. Coaepxkanue, NOpsAIOK MOATOTOBKU M
opopmiieHHsT ~ MpPUKa30B  (pacmopsokeHHWil) 00
aTTeCTalUu.

[Topsimok  yBosNbHEHUS paOOTHUKOB. OCHOBaHUS
yBOJIbHEHUST paboTHUKOB. CocTaB JOKYMEHTOB,
odopmisromux npoueaypy. Coaepxanue, mopsaok
MOATOTOBKU u odopmIIeHHS MIPUKA30B
(pactiopsikenuit) o0 yBonbHeHUH. JIOKYMEHTBI-
OCHOBaHUS K ITPHKa3aM 00 YBOJIbHEHHH.

YueT TUYHOTO cocTaBa.

Bunbl yuyeTHbIX HOKyMeHTOB. JIMuHasg Kaproudka
pabornuka (dopma T-2): coctaB uHpOpMAIUH,
MOPSIIOK 3aIIOJIHEHUSI U BEICHMUSL.

HopmaTtuBHas u npaBoBasi periaMeHTanus mopsijaka
BeleHus JUYHbIX Jen. OdopmieHne U BeIeHHE
TUYHBIX ~ gen  pabotHukoB.  CoctaB u
MIOCJIEI0BATEIBHOCTh PACIOJI0KEHHS JOKYMEHTOB B
JIUYHOM JIETIE.

TpynoBass kHWKKa pabOOTHHKAa Kak  OCHOBHOM
JOKYMEHT O TPYJOBOH NEATEIbHOCTH U TPYIOBOM
CTaxe paborauka. OdopmiieHHe W BeIeHUE
TPYAOBBIX KHWKEK M BKJIaabliend K HUM. [lopsmok
BBIJJAYM yOJMKaTa TPYJAOBOM KHIDKKH. YUYeT |
XpaHEHHE TPYAOBBIX KHIDKEK B OpraHHU3aluu.
OTBeTCTBEHHOCTh paboTojaTeNs 3a XpaHEHUEe u
3a0JHEHUE TPYIOBbIX KHIKEK.

Opranu3zanus paboThl C KaAPOBBIMU
JIOKyMEHTaMU

Peructpanuss JOKyMEHTOB 1O JINYHOMY COCTaBy.
[IpaBuna  perucrpaud U  HMHAEKCUPOBAHUS
KaJIpOBBIX JTIOKyMEHTOB. Perucrpanuonssie (opMbl
(TpaguuMoOHHBIE W aBTOMaTU3upoBaHHBIE). CocTaB
PEKBU3HUTOB (MOJEH) UIsI PETUCTPAIUU Pa3IMYHBIX
BHJIOB JOKYMEHTOB M MOPSAJIOK UX 3aMOJIHEHHUS.
Cucrematuzanyss W ONEPATHUBHOE  XPaHEHUE
JOKYMEHTOB IO JINYHOMY cocTaBy. OcoOeHHOCTH
dbopMupoBaHUS B Jella JIOKYMEHTOB IO JHUYHOMY
COCTaBy. [IpaBuna cUcTeMaTu3aluu
pacnopsSAUTENbHBIX JIOKYMEHTOB, YUYETHBIX (opM,
TPYAOBBIX KHIDKEK. CHUCTeMaTu3alMs U XpaHEHUE
JIOKyMEHTOB-OCHOBAHMI K IIPUKa3aM.
Homenknarypa nen kagpoBoi ciyxObl. [lopsaok
MOATOTOBKM,  COCTaBlieHUS U OodopMIIeHUS.
[IpumepHass HOMEHKIIATypa JeJl KaJpOBOW CITyXkOBbI.
[Tepexonsuue nena.

Cpoku  XpaHEHHMs]  KaJpOBbIX  JOKYMEHTOB.
[ToaroroBka JOKYMEHTOB K C/1aye B apXUB.




DKcnepTu3a IEHHOCTH JIOKYMEHTOB  KaJpOBOM
ciykObl, €e HOpPMaTHUBHO-METOJUYEcKas OCHOBA,
opranusanys U NOpAJO0K MPOBCACHUA.

Cocrasn JIOKYMEHTOB KaJpoBOil CITYKOBI,
IoaJIeKaIux Iepedadye B apXxuB. IIpaBuna
MOJATOTOBKHU JIOKYMEHTOB MO JIMYHOMY COCTaBy K
nepcaauc B apXWB OpraHU3allvH. CocraBienue u
opopmileHHE OMNHCH JOKYMEHTOB [0 JHYHOMY
COCTaBYy. HOpSIIIOK YHUYTOKCHHUA JOKYMCHTOB C
UCTEKUIMMH CPOKaAMH XPaHEHHUS.

4. O0pa3oBarejibHbIE TEXHOJIOTUH

Jliist mpoBeIeHuUs y4eOHBIX 3aHSATHH 110 JUCIUTUINHE CIIONIB3YIOTCS pa3IHuHbIe 00pa30BaTeIbHbIC
TexHoymoruu. s opraHu3anMu y4eOHOro Ipolecca MOKET OBITh HCIOJIB30BAHO 3JIEKTPOHHOE
o0yueHue u (WIn) AUCTAHIIMOHHBIE 00pa30BaTEIbHBIE TEXHOJIOTHH.

5. OueHka mIaHupyeMbIX pe3yJbTATOB 00y4eHUs

5.1 CucremMa oueHUBAHUA

Texymuidi KOHTPOJIb OCYIIECTBISIETCS B BHJIE OIEHOK KOHTPOJIBHOM pabOThl M BBHIMOIHEHUS
3aJJaHU{ Ha MPAKTUYECKHX 3aHATUsAX. KOHTposibHas paboTa MPOBOAMUTCS HA MEPBOM IMPAKTUYECKOM
3aHATUH, BBISBISIET TOTOBHOCTh CTYIEHTOB K IpaKTHYecKoil pabore u oneHuBaetcs a0 20 6aiios.
MaxkcruMaibHasi OleHKa BBITIOJTHEHHSI KQXKIOTO MPAKTUYECKOro 3aHATHs — 10 6amios.

[IpoMeXyTOUHBI KOHTPOJIb 3HAHWW MPOBOAMUTCS B (DOPME UTOTOBON KOHTPOJBHON pPabOTHI,
BKJIIOUAIOIIEH TEOPETHUECKHE BOIMPOCH U MPAKTHYECKOE 3aJaHue, U oneHuBaercs no 40 6amios. B
pe3ysbTaTe TeKYLIEro ¥ MpOMeKyTOYHOIO0 KOHTPOJISI 3HAHUM CTYAEHTHI MOJIy4aloT 3a4€eT 1O KypCy».

dopma KOHTPOJIS

Makc. koanyecTBo 0aIoB
3a onny padoty|  Bcero

Texymui KOHTPOIIb:

- paboTa Ha ceMUHapax 5 6anoB 40 GaoB
- KOHTpOJIbHas paboTa 20 Gannos 20 6anos
[TpomexxyTouHas aTTecTamnus (3K3aMeH) 40 6amtoB
Hroro 3a cemecTp (AUCLUIUINHY) 100 6amnoB

[Toy4eHHBI COBOKYITHBIM Pe3yJIbTaT KOHBEPTUPYETCS B TPAAUIIMOHHYIO KAy OLEHOK H B IIKAITy
oreHOK EBporeiickoii cucteMsl nepeHoca u HakoruieHust kpeautos (European Credit Transfer System;

nanee — ECTS) B cooTBeTCTBHM C TaOIUIIEH:

100-6amnpHas mkanda | TpagulMOHHAS IIKalia Ixana ECTS
95 -100 A

2304 OTJINYHO B

68 — 82 XOPOIIO 3a4TEHO C

56 — 67 D

50_55 YJOBJIETBOPUTEIHHO E

20-49 FX

0-19 HEYJOBJIETBOPUTEIHHO HE 3a4YTEHO F
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5.2.KpuTtepuu BbICTaBICHHUS OLICHKU MO IUCLUILINHE

Banael/
HIxana
ECTS

OuneHka mo
AUCUUILIHHE

Kpurtepuu oneHkn pe3yjbTaToB 00y4eHHs 110
AUCLHMILIAHE

100-83/
AB

«3a4TCHO»

BricTaBnsiercst o0y4aromemycsi, €ciid OH ITyO0KO U
IIPOYHO YCBOWJI TEOPETUYECKUM U NIPAKTUUECKUI
MaTepua, MOXET NPOAEMOHCTPUPOBATh ITO HA 3AHATUAX
U B XOJI€ IPOMEKYTOYHOM aTTECTALlUU.

OO0yJarmMics NCUEPITBIBAIOIIE U JTJOTHIECKUA CTPOMHO
n3naraeT yueOHblil MaTepua, yMEET yBA3bIBATh TEOPUIO C
IPAKTUKOMU, CITPABJISIETCS C PEIICHUEM 3a/ad
npogeccCHOHaTBHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0KHOCTH, PaBUILHO 00OCHOBBIBAET MPUHSTHIC
pelieHus.

CB0OOIHO OPHEHTUPYETCS B YICOHOU 1
npoeCCUOHATBFHON JITepaType.

OreHka 1Mo JUCHUIUIMHE BBICTABIIIOTCS 00YYarOIEMYCs C
YYETOM PE3YIbTATOB TEKYLIEH U MPOMEKYTOUHOM
aTTeCcTalnuu.

Komniereniuu, 3akperni€éHnble 3a JUCUUTLTAHOMN,
c(hopMHpOBaHBI HA YPOBHE — «BBICOKHID.

82-68/

«3a4TCHO»

BeicTraBnsercsa o0yuaromeMycsl, €Clid OH 3HaeT
TEOPETUYECKUH U MPAKTUYECKUN MaTepua, IpaMOTHO U
10 CYIECTBY M3JIAraeT €ro Ha 3aHATUSAX U B XOJI€
MIPOMEKYTOYHOM aTTECTALlUU, HE JOITyCKast
CYILLECTBEHHBIX HETOYHOCTEM.

OOyuaromuiicss NpaBUIBHO MPUMEHSIET TEOPETHUECKUE
IIOJIO’KEHHUS IIPY PEIICHNN IPAKTUYECKUX 3a1a4
npo¢ecCHOHATBFHON HANIPaBIEHHOCTH Pa3HOTO YPOBHS
CJIO’)KHOCTH, BJIaIe€T HEOOXOJUMBIMH Il TOTO
HaBBIKAMU U IIPUEMAMHU.

JlocTaTouHO XOPOIIO OPUEHTUPYETCS B YICOHOU U
npoeCCUOHATBHON ITepaType.

OneHka 1o JUCHUIUIMHE BBICTABIIAIOTCS 00Y4aIOEMYCs C
y4E€TOM PE3yJIbTATOB TEKYILEH U TPOMEKYTOUHON
aTTECTALNN.

Komnerenmuu, 3akpennéHHble 3a AUCUUIIIINHOMN,
c(OPMHUPOBAHBI HA YPOBHE — «XOPOLIMHY.

67-50/
D.E

«3a4TCHO»

BrictaBnsercs oOyyaromemMycs, €Ciid OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUYECKUN U MIPAKTUYECKUN MaTepUal,
JIOITyCKAeT OTAETIbHBIE OMIMOKHU MPH €r0 U3JI0KESHUU Ha
3aHATHAX U B XOJI€ IPOMEXKYTOUYHOM aTTECTALUH.
OOyuaronuiicss UCTIBITHIBACT ONPEACTIEHHBIC 3aTPYAHEHUS
B IIPUMEHEHUU TCOPETUYECKUX TOJI0KEHUH NIPU PELICHUU
MPAKTUYECKHX 3a/1a4 NMPO(heCcCHOHATEHON
HaIPABJICHHOCTH CTaHAAPTHOTO YPOBHS CI0XKHOCTH,
BJIaJIeeT HEOOXOAUMBIMU JIJIsl 3TOTO Ga30BBIMH HAaBBIKAMHU
W OpUEMaMH.

JleMOHCTpHpYET 0CTaTOYHBIN YPOBEHB 3HAHUS yUEOHOM
JUTEPATYpPBI IO TUCLHUILIAHE.
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Banasl/ Ounenka no Kpurepun oneHkn pe3yjbTaToB 00y4eHHs 110
kana AUCHHUILINHE AUCLHMILIHHE
ECTS

OneHka 1o JUCLUIUIMHE BBICTABIISAIOTCS 00Y4aIOEMYCs C
y4E€TOM PE3YJIbTATOB TEKYIIEH U IPOMEKYTOUHOM
aTTECTALIUN.

Komnerennuu, 3akpeninéHuple 3a JMCLHUIUIMHOM,
c(OPMHUPOBAHBI HA YPOBHE — «JJOCTATOUHBIHY.

49-0/ BrictaBnsercs oOyuarommemMycs, €Clii OH He 3HAeT Ha
F,FX HE 3a4TEHO 0a30BOM ypOBHE TEOPETUUYECKUIN U MPAKTUUECKUI
MaTepHal, JoryckaeT rpy0oble OlMOKY IpU ero
W3JI0KEHHUU Ha 3aHATHUSX U B XOJIE TIPOMEKYTOUHON
aTTeCTallUH.

OOyuaromuiicst UCIIBITHIBAET CEPhEIHBIE 3aTPYAHEHUS B
NPUMEHEHUU TEOPETUUECKUX MOJIOKEHUH IPU PELIeHUN
MPAKTUYECKHX 3a/1a4 MPO(HeCCHOHATEHON
HaNpaBJIEHHOCTH CTaHAAPTHOTO YPOBHSI CJI0KHOCTH, HE
BJIaJIeeT HEOOXOAUMBIMU JIJIsl STOTO HABBIKAMU H
npuEMamu.

JleMoHCTpHpYET (parMeHTapHbIC 3HAHUS YIeOHOH
JUTEPATYPHI MO JUCLUIUINHE.

OreHka 1Mo JUCHUTUTMHE BBICTABIISIOTCS 00YYArOIEMYCs C
yu€TOM pe3yJIbTaTOB TEKYLIeH U MPOMEXKYTOUHON
aTTeCTAIlHH.

KomnereHiuy Ha ypoBHE «10CTaTOUHBINY, 3aKpEIIIEHHbIE
3a AMCLUMIUIMHOW, He C(OPMHUPOBAHEI.

5.3. OueHouHble cpeAcTBA (MaTepUAaJIbl) AJIsl TEKYIIEro KOHTPOJISA yCIeBaeMOCTH,
NMPOMEKYTOYHOM ATTECTANMH 00y4ar0IHUXCS M0 JUCIUAIIIHHE

Bapuanmul konmponwvnoit padomor Ne 1

Bapwuanr 1

1.B xakux ciyyasix KaapoBas CiIy>k0a HMMeeT MpaBo BbIIATh AyOJIMKAT TpyAoBOM KHIKKH? Kak sToT
JIOKYMEHT oopMIIsIeTcs?

2.Ilepeunicnure BUABI JIOKYMEHTOB, NpUMEHsEMble HpU  TepeBone Ha Jpyryio pabory. Kak
obopmIIIeTCS KaX bl U3 HUX?

3. Ha3oBuTe 1OKYMEHTHI, IpelocTaBisieMble paOOTHUKOM IIPH MOCTYIJICHUH Ha paboTy.

4.KakuM JIOKaJIbHBIM HOPMAaTHBHBIM aKTOM pErjaMEeHTHpyeTcs paboTa KaJpOBBbIX CHELHATUCTOB C
IIEPCOHAIBHBIMU JaHHBIMU? [laiiTe eMy XapaKkTepUCTHUKY .

Bapuanr 2

1.XapakTepucTrKa Ha3HAYCHHUS TPYIOBOM KHIDKKH. B KakoW CpoK JM0JDKHA OBITH 3aBeleHa TPyJOBas
KHIDKKA TIPH MOCTYIUICHUH HA paboTy BIiepBbIe?

2.IlepeuncnuTe BUIBI JOKYMEHTOB, IPUMEHSIEMbIC NPU YBOJIbHEHUU. Kak odopmiseTcs Kaxablid U3
HUX?

3.Kakoili noKanbHBI HOPMATUBHBIN aKT ONpPENEIsAeT OPraHU3alUI0 TPyJa COTPYAHUKOB B KOMIIAHUHU.
JlaliTe eMy XapaKTepUCTHUKY.

4.Ha3zoBute nHpopmarmio, 0053aTeIbHYIO0 sl BKIIFOUEHUS B TPYAOBOU JOTOBOP.

Bapuanmul konmponavhoi padomer Ne 2
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Bapuanr 1

1. [lepeuncnure coctaB JOKYMEHTOB JIMYHOTO Jena paboTHuka. KakumMu HOpMaTHBHBIMHU
JIOKyMEHTaMH 3TO OINPEAEIEHO?

2. HazoBute 10KyMeHTHI KaJIpoBOM CITy>KObI, MOJISKAIINE TIepeaade B apXuB.

Bapuanr 2

1.KakoBBI 0COOEHHOCTH COCTaBIICHUSI HOMEHKJIATYPBI JeJT KaAPOBOH CITyKObI?
2. HazoBure o0s3aTenbHbIC PETUCTPALIMOHHBIE (POPMBI KaIPOBOM CITYKOBI?

Hpumepuble KOHmMpOJtbHblE 60RPOCHL ons npomeofcymouuoﬁ ammecmauuu.

1. [lepeuncnuTh 3aKOHOJATENbHBIE AKTHI, KOTOPHIMU pEriIaMEHTHUPYETCS JOKYMEHTHUPOBaHUE
KaJIpOBOH I€ATEIBHOCTH B HACTOSAIIEE BpeMs?

2. [lepeuncnutp HOPMaTHUBHO-METO/INYECKUE JIOKYMEHTHI, peraaMeHTHpYoIIne
JIOKYMEHTHPOBAHUE KaIPOBOH I€ATEIBHOCTH.

3. HazBartb BBl TOKYMEHTOB, PEAbsIBIsIEMble paOOTHUKOM IPU ITpHEME Ha padoTy.

4. HazBatb BHIBI JOKYMEHTOB, YCTaHOBJIEHHBbIE TpyAOBBIM KoJIekcoM P®D, nokyMmeHTupymromue
npreM paboTHHKA Ha paboTy.

5. [TepeuncnuTh BUIBI JOKYMEHTOB, O(OPMIISIONINE U3MEHEHHE YCIOBUI TPYA0BOTO JI0TOBOPA.

6. Ilepeunciute BHIBI JOKYMEHTOB, YCTaHOBJIEHHbIE TpynoBelM KogekcoM PO s
PEryIUpPOBaHUs TPYIOBBIX OTHOIIICHUH.

7. CpoKHM TOArOTOBKM, KAaKUX JOKYMEHTOB IO JOKYMEHTHPOBAHMIO KaJIpOBOM J€ATEIbHOCTH
YCTaHOBJIEHBI 3aKOHOAATEIHHO?

8. Kakne ¢pyHKIMM KazpoBOii Iy KOBI CBS3aHBI C YYETOM JIMYHOTO COCTaBa?

9. Kakune QyHKIMM HOTKHA BBIIOIHATH KaApoBas coyk0a mpu opopmieHuu YBOJIbHEHUS
paboTHuKa ¢ paboTHI ?

10. Kakumu nokymentamu opopmisieTcss yBoJIbHEHUE paOOTHUKA?

11. HazoBuTe QpyHKIIMM KaApOBOH CIIyKObl CBSI3aHHBIE C TPYAOBBIMHU KHIDKKaAMU?

12. Kakumu nokymentamu opopmiisieTcs arTectanus paboTHUKOB?

13.  HazoBuTe 0COOEHHOCTH HOMEHKJIATYPHI JIe]T KaAPOBOH CITy’KOBI.

14. Kakune nena xaapoBoil ciy>KObl OTHOCSTCS K KATETOPHH MEPEXOASIIUX?

15. [Tepeuncnuth 0COOCHHOCTH (POPMUPOBAHUS JTMYHOTO JIeIa pabOTHUKA ?

6. YueOHo-MeTOAUYecKOe U MHPOPMAIMOHHOE o0ecTiedeHne TN CIUNITUHbI

6.1 Cnucox HCTOYHHUKOB M JINTEPATYypPbl
Koucturynuss Poccuiickoit ®enepanuu (¢ usmeHeHusimu Ha 30 gexabps 2008r.). M. 2004.
http://www.constitution.ru/
TpynoBoit konekc Poccuiickoit @enepanuu ot 30.12.2001 Ne 197-®3. Ilpunar ['ocymapcTBeHHOM
Hdymoit 21 nexaops 2001r. (B pen. oT 29.12.2010)
http://pravo.gov.ru/proxy/ips/?docbody=&nd=102074279
@denepanbHbiii 3akoH PO ot 27.07.2004 Ne 79-®3 «O TOCYIapCTBEHHON T'paKIAHCKOWU CIryx0e
Poccuiickoit  ®enmeparun» (B pea. DenmepanmpHoro 3akoHa ot 12.04.2007 Ne 48-D3)
http://pravo.gov.ru/proxy/ips/?docbody&nd=102088054
®denepanbhblii 3akoH Poccutickoit @epepammu ot 06.12.2011 Ne 402-D3 «O OGyxranTepckom
yuerey// https://minfin.gov.ru/ru/document?id 4=15014-federalnyi_zakon_ ot 06.12.2011__402-
fz_o_bukhgalterskom uchete
Oenepanbhblii 3ak0H  Poccuiickoit ®eneparun ot 02.05.2006 Ne 59-®3 «O mnopsiake
paccMOTpeHust obpalleHui rpaxgany»// http:/pravo.gov.ru/proxy/ips/?docbody=&nd=102106413
@denepanbHblii  3akoH ot 27  wrons  2006T. N 152-®3 "O mepcoHanmbHBIX  JaHHBIX'//
http://pravo.gov.ru/proxy/ips/?docbody&nd=102108261
®denepanbHbnii 3akoH oT 01.10.2004 Ne 125-®3 «O06 apxuBHOM Jene B Poccuiickoit deneparmmy //
http://pravo.gov.ru/proxy/ips/?docbody=&nd=102089077



http://www.constitution.ru/
http://pravo.gov.ru/proxy/ips/?docbody=&nd=102074279
http://pravo.gov.ru/proxy/ips/?docbody&nd=102088054
https://minfin.gov.ru/ru/document?id_4=15014-federalnyi_zakon_ot_06.12.2011__402-fz_o_bukhgalterskom_uchete
https://minfin.gov.ru/ru/document?id_4=15014-federalnyi_zakon_ot_06.12.2011__402-fz_o_bukhgalterskom_uchete
http://pravo.gov.ru/proxy/ips/?docbody=&nd=102106413
http://pravo.gov.ru/proxy/ips/?docbody&nd=102108261
http://pravo.gov.ru/proxy/ips/?docbody=&nd=102089077
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@®enepanpHblii  3akoH  oT  29.07.2004. No  98-®3 «O komMepueckol TaiiHe» //
https://base.garant.ru/12136454/

ITocranoBnenue IlpaButensctBa Poccuiickoit ®enepaunu ot 16.04.2003. Ne 225 «O TpyAoBbIX
KHIDKKax» // https://base.garant.ru/12130601/

Pacnopsokenue IlpaButensctBa P® ot 21.03.1994. Ne 358-3 «O06 ofecrneyeHUHn COXpPaHHOCTH
JIOKYMEHTOB 110 JIMYHOMY cocTaBy» // https://pravo.ppt.ru/rasporyazhenive/6064

IIpaBuia BeneHMs U XpaHEHUs TPYIOBBIX KHIDKEK. (YTB. IlocranoBnenunem IlpaBurensctBa PO ot 16
anpens 2003 r. Ne 225 // https://base.garant.ru/400845402/7ee959fd36b5699076b35abf4{52¢5c/
WHCTpyKIMA TO 3alOoJHEHUI0 TPYIOBbIX KHIDKEK (yTB. IlocraHoBiennem MuHucTepcTBa Tpynaa u
commanbHOro pasButus Poccuiickoit @Demepanmu ot 10 oxTadps 2003r.). 3apeructpupoBaHa
MunucrepctBoM roctuiiun Poccuiickoit @enepannu 11 nHostopst 2003 1. peructpanoHHblii Homep 5219.
bronnerenb HOpMATHBHBIX aKTOB (pelepalbHbIX OpraHoB HcHoJHUTENbHOM Biactu. 2003. No 49.
https://base.garant.ru/186478/53f8942 1bbdaf741eb2d1ecc4ddb4c33/

®enepanpubiii 3akoH oT 16.12.2019 No 439-®3 «O BHeceHWM H3MEHEHHH B TpyIOBON KOIEKC
Poccuiickoii @enepanuu B yacTu (OPpMHUPOBAHUS CBEICHUH O TPYJOBOI AEATEILHOCTH B 3JIEKTPOHHOM
Buae» http://publication.pravo.gov.ru/Document/View/0001201912160070

HcTouHUKH (1OMOJTHUTEIbHBIE)

®enepanbhblii 3akoH PO o1 27.07.2006 Ne 149-D3 «O0 undopmanuu, vHGOPMALIMOHHBIX TEXHOJIOTHSIX
U 3amuTe uHpopmauumm» //  [DnextpoHsbii  pecypc]. — M., 2019. - Pexum
noctyma:http://www.consultant.ru.

®enepanbHblif 3akoH OT 26.12.1995. Ne 208-D3 «OO0 akunoHepHbIX o0mecTBax» // [DneKTpOHHbIN
pecypc]. — M., 2019. — Pexxum nocryna:http://www.consultant.ru.

OOwmepoccuiickuii knaccudukarop npodeccuil pabounx, AODKHOCTEH CiyXalmMxX M Tapu(HBIX
paspsanoB OK 016-94. M.: Muntpyn Poccun, 1995 // [Onextponnsiit pecypc]. — M., 2019. — Pexxum
nocryna:http://www.consultant.ru.

O6mepoccutickuii knaccudukarop napopmarmu o Hacenenun OK 018-95. // [DnexkTponHsIi pecypc].
—M., 2019. — Pexxum poctyna:http:// www.consultant.ru.

Oo6mepoccuiickuii kmaccudukarop ymnpasieHueckor mokymentanmuu OK 011-93. // [DnekTpoHHBIH
pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Oobmepoccuiicknii KiaccuPuKaTop CrenuaIbHOCTEH M0 00pa3oBaHuI0 // [ DIEKTPOHHBIH pecype]. — M.,
2019. — Pexxum nocryna:http://www.consultant.ru.

[Ipuka3 PocapxuBa ot 23.12.2009 N 76 "OO6 yrBepkaeHun MeToaMUeCKMX PEKOMEHIALUN IO
pa3paboTKe UHCTPYKILUN 1O JEIONPOU3BOACTBY B (heJepalbHbIX OpraHax UCIOIHUTENBHON BIacTu" //
[DnexTpoHHBIHA pecypc]. — M., 2019. — Pesxxum moctyna:http://www.consultant.ru.

YuudunupoBanusie (HOpMbl MEPBUYHONW YUETHOW JOKYMEHTAIMH IO YYeTy TpyJAa U €ro OIUIaThHI,
yTBep)kacHHbIe [loctanoBinenneM ["'ockomcrara P® ot 05.01.2004 Ne 1 // [DnekTpoHHBIH pecypc]. —
M., 2019. — Pexxum goctymna:http://www.consultant.ru.

KBanudukanoHHbIN CIIpaBOYHUK JOHKHOCTEN pyKOBOAUTENEH, CIELIMATUCTOB U APYTUX CIIY)KalUX
// [9nextponnsIit pecypc]. — M., 2019. — Pexwum goctyna: [DnekTponHslit pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

MesxoTpacneBble yKpyITHEHHbIE HOPMATUBBI BpEMEHH Ha pa0OThI IO KOMIUJICKTOBAHHIO U YUETY KaJIpoB
/I [ 9nexTponnsii pecypc]. — M., 2019. — Pexxum nocryma:http://www.consultant.ru.

[lepeueHb THUMOBBIX YNPABICHUYECKHX AapXUBHBIX JOKYMEHTOB, OOpa3ymIIUXCS B Mpollecce
JEeSITETLHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CAMOYIIPABICHHS M OpTaHU3aIHH, C
yKa3aHMeM CpOKOB XpaHeHus // [DaexTpoHHwlid pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.


https://base.garant.ru/12136454/
https://base.garant.ru/12130601/
https://pravo.ppt.ru/rasporyazheniye/6064
https://base.garant.ru/400845402/f7ee959fd36b5699076b35abf4f52c5c/
https://base.garant.ru/186478/53f89421bbdaf741eb2d1ecc4ddb4c33/
http://publication.pravo.gov.ru/Document/View/0001201912160070
http://www.consultant.ru
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JlutepaTtypa (o0s13aTe/ibHas1)

Abynanze, . I'. JlokyMeHTallMOHHOE OOecTIeYeHNe yIpaBIeHUs] IEPCOHAIOM ;| YUeOHUK U MPAKTUKYM
s akajgemudeckoro OakanmaBpuarta / JI. I'. AGymamze, U. b. Bempspkkuna, B. M. MacnoBa. —
Mockga : U3zgatenbctBo FOpaiit, 2019. — 299 c. — (bakanaBp. Akagemuueckuit kypce). — ISBN 978-
5-534-00875-3. — Texcrt : anexktponnsiii // 3BC FOpaiit [caiiT]. — URL: https://urait.ru/bcode/433411
(mata obpamenus: 30.11.2019).

boikoBa T.A. JlokyMeHTallMOHHOE oOOecreyeHne YIpaBieHUs (IEIONPOU3BOJCTBO) [DIEKTPOHHBIH
pecypc] : yae6HOoe mocobue / T. A. beikoBa, T. B. Ky3nenosa. - 2-e u3z., nepepal. u gom. - Mocksa :
HNudpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL http://znanium.com/go.php?id=942800.
I'norosa C.A. IIpodeccroHanbHbli CTaHAAPT CIIEUATUCTA MO YIPABICHUIO IIEPCOHAIOM B
JIeATETLHOCTH KaJIpOBOU CITy>KObI [ DnekTpoHHbIN pecypc] / 'moroBa Cetnana Anekcanaposna; C.

A. I'motoBa // YipaBneHue JOKyMEHTAIMEN: IpoIioe, HacTosiee, Oyaymee : MaTepuaisl [11-ei
MexayHap. Hayd.-TipakT. KOH}., mocsl. maMmsaTa npod. T. B. Ky3uenoBoi, Mocksa, PITY, 23-24
mapta 2017 r. / M-Bo obpa3zoBanus u Hayku Poc. ®enepanuu, Oenep. roc. O0HKET. yIPEXKI. BBICIII.
oOpazoBanus "Poc. roc. rymanuTapHssiil yH-1", McT.-apx. uH-T, @akK. JOKYMEHTOBEACHUS U
TEXHOTPOHHBIX apX., Kad. nokymenroBenenus. - Mocksa : Tepmuka.py, 2017. - C. 451-457. - Pexxum
noctyma : http://elib.lib.rsuh.ru/elib/000013004.

I'noroBa C.A. TenaeHIMU pa3BUTHS KaJPOBOTO JAEJIONPOU3BOJICTBA B paMKax mporpammsl "Lugposas
skoHOMHUKA" [DnekTpoHHbIN pecypc| / I'noroBa CBernana AnekcanapoBHa; Cemiana A. I'mortosa //
VYnpasnenue noKkyMeHTamu B nudpoBoii skoHOMuKe. - Mocksa : PITY, 2019. - C. 98-103. - Pexum
noctyma : http://elib.lib.rsuh.ru/elib/000013245.

Kanposoe nenonpousBoacrBo. Yuebnuk. / C.JI. Kysnenos, C.A. T'moroBa — M.: UznarenbcTBO
«TEPMUKAY, 2020. — 492 c.

Kanposoe nenonpoussozactso: Haunnaem ¢ Hyss. Ayaut csoumu cunamu / W.B. JKypasnea, M.B.
Kypasnesa. - 2-e uza. - Mocksa : HULl UHOPA-M, 2014. - 184 c.: 60x88 1/16 + ( Hdom. mar.
znanium.com). - (ITpocto, kpatko, 6b1cTpO). (0) ISBN 978-5-16-008986-7 - Tekct : 3nMeKTPOHHBIH. -
URL: https://new.znanium.com/catalog/product/417566 (nara obpamienus: 30.11.2019)

[TaBnosckas, O. 0. IlpaBoBoe obecnieueHne KajJpoBOTo AEIONPOU3BOJACTBA : yueOHOEe mocolOue ass
By30B / O. IO. IlaBnoBckas. — Mocksa : UznatensctBo IOpaiit, 2019. — 213 c¢. — (Bricmiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Texkct : anextponnsiii / 9bC FOpaiit [caiit]. — URL:
https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

Jlureparypa (10noOJHUTEIbHAs)

Kykapuna FO.M. CoBpemeHHBIE OpraHM3alliOHHBIE U PETJIaMEHTHbIE OKYMEHTHI: (YHKIUH H
pasHoBuaHOoCcTH // BectHuk PITY. 2016. No2. [DnexTponnsiii pecypc]. — M., 2019. — Pexxum nocryma:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi%202(4)-16.pdf.
Muxaiinuna .M. Yopasnenue nepconanom, 3-e uza. - Mocksa :JlamkoB u K, 2018. - 280 c.: ISBN
978-5-394-01749-0 - Tekcr : snextponHbiid. - URL: https://new.znanium.com/catalog/product/415303
(mara obpamenus: 30.11.2019)

6.2 IlepeyeHb pecypcoB HH(POPMANIMOHHO-TEJIEKOMMYHUKALMOHHOM ceTH « UHTEepHET».

HarmonanpsHas anmekrponHas 6udmmoreka (HOb) www.rusneb.ru
ELibrary.ru Hayunas snekrponnas 6ubnuoreka www.elibrary.ru
OnexTponHas 6ubimoreka Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR
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6.3 IIpodeccuoHaabHbIC 0a3b1 JAHHBIX 1 HH(POPMALIMOHHO-CIIPABOYHbIE CHCTEMBbI

Jloctyn k npodeccruoHanbHbIM 6a3aM MaHHBIX: https:/liber.rsuh.ru/ru/bases

WHudopmanroHHbIe CIIPAaBOYHbBIE CUCTEMBI:
1. Koncynsrant I[lmroc
2. Tapanr

7. MaTepuaJIbHO-TeXHHYECKOe o0ecnevyeHne TUCHUIINHBI
s o0ecrnieueHus JUCLUUILINHEI HCIIOJIB3YETCS MaTEepHUAIIbHO-TEXHUYECKAsT 6aza
00pa30BaTENLHOTO YUPEKACHUS: yUeOHbIE Ay AUTOPHH, OCHAIIIEHHBIE KOMITBIOTEPOM U IIPOSKTOPOM LIS
JIEMOHCTpALMK y4eOHBIX MaTepUaIOB.

CocTaB mporpaMMHOT0 00ECTICUCHHS:
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

8. Ob6ecneuenue 00pa3oBaTeIbLHOIO MpoLECca sl JUI ¢ OTPAHNYEHHBIMH BO3MOKHOCTAMU
310POBbSl U HHBAJIN/I0B

B xonme peamuzanuy JUCHHMIUIMHBI HCIOJB3YIOTCS CIEAYIOLIUE JAOMOJHUTENBHBIE METOIbI
00y4eHus, TEKyIIEro KOHTPOJIS YCIIEBAEMOCTH M TMPOMEXYTOYHOW aTTecTaluu OOyJarolIuxcs B
3aBHCHMOCTH OT UX WHANBHUAYAIbHBIX OCOOEHHOCTEH:

® I CJICMHBIX U CJ'Ia6OBI/II[$[HII/IXI JICKIIUN O(i)OpMHSIIOTC?[ B BHUAC DJBJICKTPOHHOT'O IOOKYMCHTA,
JIOCTYITHOTO C TIOMOIIbI0 KOMIBIOTEPA CO CHENHMATU3UPOBAHHBIM MPOTPAMMHBIM 00ecIeYeHHEM;
IMUCbMCHHBIC 3aJlaHUs BBINIOJIHAIOTCA Ha KOMIIBIOTEPE CO CIHCHHAJIM3UPOBAHHBIM IIPOrpaMMHBIM
obOecriedyeHreM WM MOTYT OBbITh 3aMEHEHBI YCTHBIM OTBETOM; OOECTEeUMBAETCS WHIUBUIYaJIbHOE
paBHOMepHOe ocBemieHne He MeHee 300 JIOKC; NI BBIMOJTHEHUS 3aJaHUs TpU HEOOXOJAMMOCTU
MPEIOCTABIIACTCS YBEJIMYMBAIOIIEE YCTPONCTBO; BO3MOXKHO TaKXKE HCIOJIb30BaHUE COOCTBEHHBIX
YBEIIMYHUBAIONINX YCTPOUCTB; MUCHMEHHBIC 3a/IaHMs O()OPMIISIFOTCS YBEIMYCHHBIM MIPU(TOM; SK3aMeH
1 3a4€T MPOBOMASATCS B YCTHON ()OpPME WIIM BBITIOJHSIOTCS B MMCBbMEHHOM (DOpME Ha KOMITBIOTEPE.

® IS TIIYXUX U CITA0OCTBIIIANINX : JICKITUU 0(OPMIISIOTCS B BHJIC JIEKTPOHHOTO JIOKYMEHTA, JIN0O
NPEJOCTABIISICTCS 3BYKOYCHWJIMBAOIIAS anmnapaTypa WHAWBUIYAIBHOTO MOJb30BAHUS, MHCbMEHHBIC
3aJJaHNs BBITIONHAIOTCS HAa KOMITBIOTEpPE B NHUCHBMEHHOH (opMme; dK3aMeH W 3a4€T MPOBOIATCS B
MUCHMEHHOM (hOpMe Ha KOMITBIOTEPE; BO3MOXKHO MPOBEICHUE B (DOpME TECTUPOBAHHSI.

® JIA JIUILl C HAapyHICHUAMHU OIIOPHO-ABUTAaTCIILBHOTO almnapara: JCKIOHUN O(bOpMJ'I?IIOTCH B BUIC
AJIEKTPOHHOTO JIOKYMEHTa, JIOCTYIIHOTO C TIIOMOIIBI KOMIIBIOTEpA CO CIEHUAIU3UPOBAHHBIM
nporpaMMHbBIM O6CCHC‘-ICHI/I€M; IINCBMCHHBIC 3alaHUus BBITIOJIHAKOTCSA Ha KOMIIBIOTCPC CcO
CIEIUAM3UPOBAHHBIM MPOTPAMMHBIM 00ECIICUEHUEM; IK3aMeH U 3a4€T MPOBOJATCS B YCTHOH (hopme
WJIU BBITIOJHSIOTCS B TUCbMEHHOU (DOpME Ha KOMITBIOTEPE.

[Tpu1 HEOOXOIMMOCTH MPETyCMAaTPUBACTCS YBEIMUCHUE BPEMEHH IS TOJITOTOBKH OTBETA.

[Tporierypa mpoBeaeHHUsS MPOMEKYTOYHOM aTTECTAMK Ui O0yYaroIIUXCs yCTaHABJIMBACTCS C
y4€TOM MX MHIMBHIYaJTbHBIX NCHX0(u3rueckux ocoOeHHOCTeH. [IpoMexyTouHast aTTecTaus MOXKET
MIPOBOAMTHCS B HECKOJIBKO JTAIOB.

[Ipu mnpoBeneHUHM NPOIEIYpPhl OLCHUBAHHS PE3YJIbTaTOB OOYUYEHHs MPEIyCMaTpUBACTCS
HCIIOJIb30BAHUEC TCXHUYCCKUX CPCACTB, HCO6XOI[I/IMI>IX B CBsA3M C MHAMBUAYAJIbHBIMHA OCO6€HHOCTSIMI/I
oOyyarommxcs. ODTH CpEICTBAa MOTYT OBITh TPEJAOCTABICHBI YHUBEPCHTETOM, WJIA MOTYT
MCTIOJIB30BATHCS COOCTBEHHBIE TEXHUYECKHE CPEIICTBA.


https://liber.rsuh.ru/ru/bases
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[TpoBeneHue mpoueaypsl OLIEHUBAHUS PE3yJIbTaTOB O0YUYEHMS JOIYyCKAeTCsl C MCIOJIb30BaHUEM
JVICTaHITMOHHBIX 00pPa30BaTENBHBIX TEXHOJIOTHHA.

ObecneunBaeTcs AOCTYN K HH(GOpPMAIMOHHBIM U OubnmorpaduyeckuM pecypcam B CETH
WHTepHeT 1yt Kak0ro oOydaronierocs B popMax, alalTHPOBAHHBIX K OTPAHUYCHUSM UX 370POBbS U
BOCTIPHUATHS HHPOPMALIUU:

® I clemblX W ClIa0OBUASIIMX: B IMe4yaTHOM (opme yBETWYEeHHbIM HipudToMm, B (opme
AJIEKTPOHHOT'O IOKyMEHTa, B (hopMme ayanodaiina.

® JIsl TITYXHMX U clIa0OoCTbIIIAIIKX: B IeyaTHOU popme, B (hopMe IEKTPOHHOIO JJOKYMEHTA.

® Ui 00y4aloMIMXCs ¢ HApYIIEHUSIMH OTMIOPHO-BUTATEILHOTO anmnapaTa: B e4atHoi ¢opme, B
dhopme IEeKTPOHHOTO TOKYMEHTa, B (popme aynunodaiina.

VY4eOHble ayIUTOpUU Al BCEX BHUJOB KOHTAKTHOM M CaMOCTOSITENIBHOM paboThl, HayyHas
OubsIMoTEKa U MHBIE TOMELICHHUS JUIs 00yUEHUs OCHAILIEHBI CIICIIUATILHBIM 000PY/JOBAaHUEM U YIEOHBIMU
MECTaMH ¢ TEXHUYECKUMHU CPEJICTBAMU O0yUEHUSI:

® IS CHENbIX U CIa0OBUIAIINX: YCTPOWCTBOM Ul CKaHUPOBAHMS U YTEHUs ¢ Kamepoil SARA
CE; nucnineem bpaiing PAC Mate 20; npuntepom bpaitng EmBraille ViewPlus;

® ISl TIIyXUX M ClAa0OCTBIIIANIMX: aBTOMATH3HMPOBAHHBIM pabOYUM MECTOM Ul JIIOJEH C
HapyLIEHUEM CIyXa U c1a0O0CIbIIIalX; aKyCTUUECKUN YCUIIUTENb U KOJIOHKH;

® 111 OOy4YaroUMXCs C HApYLICHUSMH OINOPHO-JABUraTeIbHOIO ammapara: IepeABHKHBIMHU,
perynupyeMbpiMu 3proHoMuueckumu maptamMmu CHU-1; KOMIBIOTEpHON TEXHUKOW CO CIEIHAIbHBIM
IPOTrpaMMHBIM 00€CIIeUeHHEM.

9. MeToan4yecKkne MaTepHaJIbl

9.1 Ili1aHbI ceMMHAPCKUX 3aHATHH

TEMA1. 3AKOHOJIATEJIbHAS PETJIAMEHTALMS JIOKYMEHTHUPOBAHU ST KA JIPOBOM
JEATEJIBHOCTU B P®

SAHAHUA.

1. Tlpoanamusupyiite TpynoBoit komekc Poccuiickoit ®denepanyii U onpeaeauTe TPEOOBaHUS K
cocTaBy ¥ 0()OPMIICHUIO JOKYMEHTOB, PETJIaMEHTUPYIOIIUX TPY/IOBbIE OTHOIICHHUS.

2. Ilpoanammsupyiite TpynoBoit komekc Poccuiickoit ®Denepanyii U onpeaeauTe TPeOOBaHUS K
(bYHKIHSAM KaApOBOH CITyKOBbI.

VKA3AHMS 110 BBITIOJTHEHUIO 3AJAHUIA
1. W3yunte TpyaoBoi KOACKC U BBIICHUTE, KAKUMHU JOKYMEHTAaMHU MPEIyCMOTPEHO OPOpMIICHHE
IpueMa, rnepeBoja, yBOJIbHEHHS, KOMAHIUPOBAHUs, TUCIUILUIMHAPHOTO B3bICKAHUS U MPEJOCTABICHUS
otmycka pabotHukam. CocTaB TOKYMEHTOB (PHKCHPYETCS MO KaXKI0H OTAETBHOM mporenype. ObpaTture
BHMMAaHHUE Ha CPOKH MOJITOTOBKH JOKYMEHTOB, YCTAHOBJIEHHBIE 3aKOHOJATENBHO.
Pe3ynbTarhl 3a1aHUsI MOTYT OBITH ITPE/ICTABICHBI B BUE TAOJIULIbL:

IIpouenypa Buabi Homep Cpoxkn, Conepxanue,
JOKYMEHTOB CTATbH CBSI3aHHbIE C odopmiieHue
AOKYMEHTOM

[Ipuem Ha paboTy
IlepeBon
[IpenocraBienue
OTIyCKa
Iloompenue
AucuunnuHapHoe
B3bICKAHHUE
KomManaupoBanue
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| YBOJBHEHHUE | | | | |

2. Wzyuure TpynoBod KOJAEKC © ONpPEIEIUTE OO0SM3aHHOCTH paboTONaTeNsl 1O OTHOLICHHIO K
paboTHUKY, KOTOpble ycTaHOBIeHbl B Kojiekce nmpu BOZHMKHOBEHUHU TPYAOBBIX OTHOIIeHUN. Ha 3Toit
OCHOBE COCTaBbTE IepeueHb (PYHKINI, BBIMOIHAEMBIX KaJIpOBOH CITy KOOM.

KOHTPOJIBHBIE BOITPOCHBI.

1. TlepeyncnuTh OCHOBHBIC BUJBI JIOKYMEHTOB, UCTIOIb3yeMbIC Il JOKYMEHTUPOBAHHUS TPYIOBBIX
OTHOILIEHUH, YCTAHOBJICHHBIX B TPYJOBOM 3aKOHOAATEIILCTBE.

2. HazoBute THNOBBIC (DYHKITUU KaJIPOBOM CITYKOBI.

TEMA 2. PABPABOTKA OPI'AHU3AIIMOHHBIX JOKYMEHTOB B KAJIPOBOI CJIVKBE
3AIAHUSA
1. Tlpoananusupyiite opranuzamuio padboTsl ¢ kaapamu B 3A0 “Beimmen”.
2. Paspabortaiite [lonoxenune 06 otnene kaapos 3A0 “Beimnen”
3. PaspaGoTaiiTe MOKHOCTHYIO HHCTPYKIIHIO JIJISl OTHOTO U3 COTPYTHUKOB KaJIPOBOU CITY>KOBI

YKA3AHUNA 110 BBITIOJIHEHNUIO 3AJAHUA

1. Ilpoananusupyiite koMmiekc JoKyMeHTOB 3AO “Brimnen”, BBIABIAS €ro CTPYKTYpPY, YUCIEHHOCTb,
HarpasJeHus aestenbHocTr OOIecTBa 1 0COOCHHOCTH OpraHU3aIMK KaJApOBOH PaOOTHI.

2. Ha ocHoBe KBaqM(PHUKALMOHHON XapaKTEPUCTUKU PYKOBOIUTENS KanpoBol ciyxObl, YCOPJ,
TpynoBoro kojexca 1 TpeOOBaHUIM MHBIX HOPMATUBHBIX U METOAMYECKUX JOKYMEHTOB pa3paboTaiite
u opopmute npoekT [lonoxxenus 06 otrnene kaapos 3A0 “Bemmmen”.

3. Ha ocHOBe KBamu(UKAIMOHHBIX XapaKTEPUCTHK PAOOTHUKOB KaapoBod ciyxObl, YCOPJ]
pa3paboTaiiTe NMpOeKT MOHKHOCTHOM HMHCTPYKIUH OJHOTO W3 COTPYIHUKOB otThena kagpoB 3A0
“BeiMmien” u opopMHUTE €r0 B COOTBETCTBHH C YCTAHOBJICHHBIMH TPEOOBAHUSIMH.

KOHTPOJIBHBIE BOITPOCHI

1. Tepeuncnute 3anaun 1 QyHKIMH KaJPOBOU CITyKOBI.

2. Kaxkue 1oKyMeHTHI periiaMeHTHPYIOT paboTy C MepCOHATIOM OpTraHu3aIuu?

3. Ha ocHoBe, KakMX JOKYMEHTOB pa3padaThIBatOTCs MOJI0KEHUE O KaIPOBOM CITy>K0€ 1 JOIKHOCTHBIE
MHCTPYKLUHU €€ COTPYIHUKOB?

4. KaxoBa CTpyKTypa TEKCTOB IOJIOXKEHHUS O KaJPOBOM CIIy:KO€ U TOJKHOCTHOM MHCTPYKIMH?

5. Korma monoxenue o KaapoBou cityxk0e mnpuobdperaer opuandeckyro cmry? Korma ono tpedyer
nepepaboTku?

6. Ilepeuncnure obmue TpeOOBaHMS K 0OPMIICHHUIO OPTaHU3AMOHHBIX TJOKYMEHTOB.

TEMBI 3-7. JOKYMEHTHPOBAHME KAJIPOBOM JESTEJIBHOCTHN

3AJJAHUA:

1. U3yunre 3akoHOJaTENIbHBIE TPEOOBAHUS K COAEPIKAHUIO U OPOPMIICHHIO TPYIOBOIO JIOTOBOPA.
[ToaroroBbTe NPOEKTHI JOKYMEHTOB IO IPUEMY Ha paboTy.

2. IToaroToBbTe MPOEKTHI JOKYMEHTOB 110 MEPEBOAY Ha JIPYTyIO paboTy.

3.IloarotoBbTEe MPOEKTHl JOKYMEHTOB O TPEJOCTABICHUH OTIIYCKA, HPOEKThl JOKYMEHTOB O
KOMaHIUPOBaHUU PaOOTHHUKA

4.1ToAroToBbTE MPOEKTHI JOKYMEHTOB O IMOOLIPEHUH pA0OOTHUKA U MTPOEKTHI JOKYMEHTOB O BHIHECEHUU
JUCLUIUINHAPHOTO B3bICKAHUS.

5.IloarotoBbTE MPOEKTHI JOKYMEHTOB 00 U3MEHEHUH (aMUINK paOOTHUKA U MPOEKTHI IOKYMEHTOB O
PacTOp>KEHUHU TPYAOBOTO 10T0OBOPA.

YKA3AHU 10 BBITIOJIHEHUIO 3AJIAHUI
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1. Ha ocHOoBe MaTepualloOB IENOBOM HWIphl (CIIPaBOYHBIC JaHHbIE O pabOTHHMKE) W TpeOoBaHMMI
TpyaoBoro kojekca MOATOTOBUTH TPYZOBOM JTOTOBOpP € paOOTHUKOM, OGOpPMHUTE MPHKA3 O IMpHUeMe
paOoTHHKA HA Pa0OTY (CTYJEHTHI MOT'YT COCTaBHUTh ITPHUKA3 MO OOLIMM MpaBHiiaM 0(hOpMIICHHUS TPUKA30B
WM BOCTIONb30BaThcsl yHU(UIMpoBaHHON (opmoit T-1). 3anmonuute JInyHyto KapTouky pabOTHHKA
(popmy T-2.) OnpenenuTs cOCTaB JOKYMEHTOB, UCHOIB3YEMbIX U CO3/IaHHBIX NP IpueMe Ha padoTy,
KOTOpBI€ (POPMHUPYIOTCS B INYHOE AENI0 paOOTHUKA.

2. Hcnonp3ys marepuanbl [eIOBOW HWIphl (CHpaBOYHBIE JaHHbIE O PaOOTHHKE) W YYUTHIBas
TpeboBanust TpymoBoro kojekca opopMUTh TIEpeBOI pabOTHHKA (TI0 €r0 HHUITMATHBE U 110 HHUITUATHBE
PYKOBOJUTENS CTPYKTYPHOT'O MOJIpa3/IeeHus) Ha APYTYyI0 paboTy B TOM ke opranuzanuu. CoCcTaBUTh
3asiBJIEHUE, MPECTaBIIEHUE, YBeJOMIIEHHE U O0(OPMHUTH IpPHUKa3 O IMepeBojie pabOTHHKA Ha JPYTYIO
paboty (mo oOmmM mnpaBuiamM o(OpMIIEHHs TMPHKA30B MM BOCIOJIB30BAaThCS YHUDHUIIMPOBAHHOM
dopmoit T-5). Buectu nanusle B JInunyto kapTouky padbotHuka (popmy T-2.) Ompenenutb cocra
JIOKYMEHTOB, UCIIOJIb3yEMbIX M CO3JaHHBIX MPH MEPEBOIC HA IPYTYI0 paboTy, KOTOphIe (POPMUPYIOTCS
B TUYHOE 110 pabOTHHUKA.

3. Hcxons u3 marepuasoB JeI0OBOM UTPHI (CIIPAaBOYHBIE JaHHBIE O PAOOTHHUKE) , 0DOPMHTD €XKETOIHBIN
OouepeIHON omIayrBaeMblil OTIYCK U OTIYCK 0e3 coxpaHeHHs 3apaboTHOM 1uiaTel. CocTaBUTh Tpaduk
OTITyCKOB, O)OPMHUTH ITPUKA3 O NPEIOCTABICHUH OTITycKa (110 00IMM IpaBuiIaM o(popMIICHUS IIPUKA30B
WIM BOCIOJB30BaThCsl YHU(ULKpOBaHHON (opmoii T-6) . Buectn nanHble B JIMUHYIO0 KapTOUKy
pabotHuka (popmy T-2.).

Hcnonb3ys matepuaibl €J10BOM UIPhl (CIIPaBOYHBbIE JAaHHBIE O PAOOTHHUKE) MOArOTOBUTH IMPHKa3 O
HaIpaBJIeHUU paOOTHHKA B KOMAHIUPOBKY (IO oOmIMM mpaBujiaM OQOpMIIEHHSI NPUKA30B WIH
BOCIIOJIb30BaThCsl yHU(pULIMpOBaHHOH Gopmoii T-9).

4. Hcnonb3yst MaTepuaibl I1€JI0BON UTPHI (CIIpaBOYHbBIE JaHHBIE O pabOTHHUKE), OGOPMUTH MPHUKA3 O
MOOIIPEHUN paboTHUKA (MO oOummMM mnpaBwiaM OQGOPMIICHHUS TPUKA30B WM BOCIOJIB30BATHCS
yauduiupoBanHoi ¢popmoit T-9). Baectu nanusle o mooipeHud B JIMUHYIO0 KapTOuKy paOOTHHKA
(popmy T-2.). OmnpenenuTh COCTaB JAOKYMEHTOB, HCIIOJIB3YEMBIX MPU OQPOPMIICHUU TOOIIPEHHUS,
KOTOpBI€ (DOPMHUPYIOTCS B IMYHOE AENI0 paOOTHUKA.

Ha ocHoBanuu maTepuanoB A€TOBOW UTPBl COCTABUTh OOBSICHUTEIBHYIO 3aMUCKY O JTUCHUTUTMHAPHOM
MPOCTYNKE, JOKJIAIHYI 3alMCKy O HapyLICHUU TPYJOBOM AUCUUIUIAHBI, NMPUKA3 O HAJIOKECHUU
JUCLUIUIMHAPHOTO B3bICKaHUS.

5. HWcmonb3ys wmarepuanbl [eJOBOW Wrpbl (CIpaBOYHBIC JaHHBIE O pPAaOOTHUKE) O(POPMHUTH
IpeKpalieHne TPYAOBOro JO0roBOpa 10 MHUIMATHBE Pa0OTHHKA, MO WHHUIHMATHBE paboTomaTelns, 1o
0OCTOSITENILCTBAM, HE 3aBUCSIIAM OT BOJU CTOpOH. ONpeNenuTh COCTaB JOKYMEHTOB, KOTOPBIMHU
odopmisiercs kaxaas cutyanus. OGopMHTE MPHUKa3 O MPEKPALMICHUN JIEHCTBHS TPYIOBOTO JOTOBOPA
(o o61muM paBusaM 0hOpMIIEHUS MPUKA30B WIH BOCTIOIB30BaThCS YHUUIIUPOBaHHOM hopmoii T-8).
Brectn nannbeie 00 yBosnbHeHHH B JInuHyto kapTouky padotHuka (popmy T-2.). Onpenenuts cocraB
JIOKYMEHTOB, UCIIOJIb3yEMbIX MPU O0GOPMIICHUH YBOJBHEHHUS, KOTOPBIE (POPMHUPYIOTCS B JIUYHOE JEIIO
paboTHHKA.

CocraBbTe MPOEKT MpHKa3a 00 U3MEHEHUU (haMUIIUH, TPUBEIUTEC BO3MOKHBIC OCHOBAHUS JIJISI M3/IaHUS
TaKOTO MPHKa3a.

KOHTPOJIBHBIE BOITPOCHI:

1. Bplrennte OCHOBHbIE JOKYMEHTUPYEMBbIE 3a7a4l KaJpOBOHl 1€ TEIbHOCTH.

2. OxapakrepusyWre CTIPYKTYpy TEKCTa TpPYJOBOIO JOrOBOpPA, IEPEUYHUCIUTE CYLIECTBEHHBIE
II0JIO’KEHUS TPYAOBOIO AOIOBOPA.

3. SBnsroTcs 1M yHUPHUUMPOBAaHHBIE (GOPMBI 00S13aTEIBHBIMU ?
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4. Ha ocHoBe TpeOOBaHMIA K TpPYJOBOMY JIOTOBOPY, OMNpPEIACIUTh MOPSIOK O(OpMICHUS
JIOTIOJTHUTEIBHOTO COTJamieHus (I3MEHEHHS K TPYI0BOMY JOTOBOPY).

5. Kakumu TpeboBaHMSIMH JOHKHA PYKOBOACTBYETCS KaJpoBas ciyk0a nmpu oopMIECHUH MPUKA30B
B TeKCTOBOM popme?

Tema 8. TPYJIOBA KHIMKKA

3AJJAHUA
l. IIpoananmusupoBars Tpynosoit kogekc PO, [IpaBuiia BeeHUSA U XpaHEHUs TPYAOBBIX KHUXKEK,
MHCTPYKIHIO IO 3alI0JIHEHHUIO TPYJIOBOM KHIKKH. BBIACHUTH ITpaBUjIa 3aBEJICHUS U MOPSIOK BEIACHUS
TPYIOBBIX KHUXKEK.

2. 3ano’aHUTh OJIaHK TPYIOBOM KHMKKH CBEJIEHUSIMU O pabOTe U YBOJIbHEHHH.

3. [Ipoananu3upoBaTh MpPEIOKEHHBIE KOMHUU TPYIOBBIX KHHUXKEK, OOBSCHUTH OIIMOKH B
0hOpMIICHUN U BEJICHUH.

4. 3aperucTpupoBaTb OQPOPMIICHHYIO TPYIOBYIO KHIDKKY.

YKA3AHU 10 BBITIOJIHEHUIO 3AJIAHUI

l. N3yunte  TpynoBoii konekc P®, IlpaBunma BeneHHMsT M XpaHEHHMS TPYIOBBIX KHUXKEK,
MHCTPYKLUIO 10 3aII0JTHECHUIO TPYIOBBIX KHUXKEK .
Y CTaHOBHTS:

-3aKOHO/IaTeJIbHbIE U HOPMATUBHBIE MTOJIOKEHHSI O CTaTyCce TPYAOBOM KHIKKE, TOPsIKE ee 0(OpMIICHUS
Y BEJICHUS;

- HOpMaTHUBHbIE TPeOOBaHUS O AyOJIUKATE TPYAOBON KHUXKKH;

- HOpMAaTHBHbIE TPEOOBAHUS O BKJIAJBIIIE K TPYAOBON KHUXKKE.
2. Hcnone3ys mpemyIoKEHHbIE Marepuanabl JEI0BOM HIPbl M MaTepUalbl  3aHATUM O
JIOKYMEHTHUPOBAHUU IIPUEMA, NIEPEBO/A, YBOJIBHEHUS BHECTH COOTBETCTBYIOLIUE 3aIMCH B TPYIOBYIO
KHUKKY.
3. W3yunth mpeiokKeHHbIE KOMHUU TPYNOBBIX KHW)KEK, BBISIBUTH OMIMOKM B O(OPMIICHHUH U
UCTIPABJICHUAX HA TUTYJIHHOM JIUCTE, B pazjiene «CBeneHus o padboTe».

KOHTPOJIBHBIE BOITPOCBI

1. B xakoif cCpok IOJKHA OBITH 3aBEJIeHa TPYIOBasi KHIKKA MPH MOCTYIUICHMHA paOOTHHKA Ha paboTy
BIIEpBbIE?

2. B xakux ciaydasix KaJIpoBas CITy>kOa MMEET MpaBo BBIIATh TyOIHKAT TPYIOBOW KHUKKH?

3.B kakoii cpok mocie yBoJbHEHHs paOOTHUKY BbIIAETCs TPyAOBask KHIDKKA?

4. Kak oopmisieTcs BbIlavya BKIIAIbIIIA K TPYJOBOI KHIKKE?

5. Kakoe cTpyKTypHOE nojpa3eieHle OpraHu3aliy XpaHUT OJIaHKU TPYJIOBBIX KHUKEK U BKJIa/IbIIIEH
K HUM?

6.Kak ucnpaButh ommOKku, 0OHapy>KEHHbIE HA TUTYJIBHOM JIMCTE TPYIOBOM KHIKKU?

7.Kax ucnipaBuTh o1nOKu, 0OHapy>KEHHBIE B 3all0JHEHUU paszzena «CBeeHus o paboTex?

Tema 9. CACTEMATHU3AIIMS TOKYMEHTOB KAJTPOBOM CJIYKBHI.

3ATIAHUS

1. TIpoananu3upyiiTe HOMEHKIATYPY JIe) KaapoBoi ciryk061 3A0 “Brimnen”.

2. CocraBbT€ MNPOEKT HOMEHKIATYpbl Jen orAena kaapoB 3A0 “BeiMnen” Ha ciexyroumui
KQJICHIAPHBINA T'OJI.

3. Ilpoananusupyiite TpeOOBaHHME 3aKOHOJATEIbHBIX M HOPMATHBHBIX JOKYMEHTOB K COCTaBY
JIOKYMEHTOB JIMYHOTO JIeJa.

4. Cdopmupyiite nuunoe neno corpyaHuka 3A0 “BeiMien” u cocTaBbT€ BHYTPEHHIOI OIHCH
JIOKYMEHTOB JIMYHOTO JIeJa.
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YKA3AHWS 10 BBITTOJIHEHUIO 3AJIAHUI

1. C yderom TpeOoBaHMII HOPMATHBHBIX JOKYMEHTOB NpOaHAJIM3UpPyHTEe HOMEHKIaTypy aen 3A0
“Beimnen”, ompeaensisi ee BHJ, KIAaCCU(PUKAIMOHHYIO CXE€My, OCOOEHHOCTH (OpMYIHNPOBAHUS
3aroJIOBKOB, HICTOYHHUKH U IPABUJIBHOCTh YCTAHOBJIEHHS CPOKOB XpaHeHus. OnpenennTe nepexosaine
Jiena, BKIIFOYEHHbBIE B 3TY HOMEHKIIATYpYy.

2. Ha ocnoBe TpeGoBanuit OCHOBHBIX MPaBUI pabOTHl ApXMBOB OPraHU3AIMi M TUIIOBOTO MEpPEUHs
YOpPaBJIE€HYECKUX JOKYMEHTOB CO CPOKaMHU XpaHEHHsl COCTaBbTE MPOEKT HOMEHKIaTypsl aen 3A0
“BpiMrien” Ha clIeqyoluil kajgeHaapuslid roa. [Ipoekt opopMute B COOTBETCTBUH C YCTaHOBJIEHHBIM
MOPSIKOM.

3. Wsyuuts Yka3 [Ipesunenta PO Yka3 [Ipesunenra Poccuiickoit @enepauun ot 30 mas 2005 r. Ne
609 «O mepcoHampHBIX JaHHBIX TOCYJAPCTBEHHOTO TPAXAAHCKOTO Ciykamero Poccuiickoit
@enepali U BEIEHUU €ro JMYHOro nena» M3yunts p.8 TUHOBOro mnepeuHs ynpaBiIE€HUYECKHX
JIOKYMEHTOB W ONPEIEIUTh COCTaB JOKYMEHTOB JIMYHOTO Jieyia pabOTHHKA.

4.Vcnonb3ys NOKyMEHTHI, pa3paOOTaHHbIE HA MPEIBIIYLINX 3aHATUAX, CHOPMHUPYHTE JTHUYHOE JIEI0
pabOTHUKA C y4YE€TOM YCTAHOBJIEHHBIX HOPMAaTUBHBIX TpeOoBaHUU. {15 chopmMHpOBaHHOrO JTUYHOTO
JIeJIa COCTaBbTE BHYTPEHHIOKO OIUCH JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCBI

1. KakoBo HazHaueHHWE HOMEHKJIATYPHI JIe]l B KQJAPOBOH CiIyxk0e?

2. KaxoBbl TpeOoBaHus K (POPMYJIMPOBKE 3aroJIOBKOB  JOKYMEHTOB IO JIMYHOMY COCTaBy B
HOMEHKJIAType Jen?

3. Ilepeuncnure cocTaB JOKYMEHTOB JIMYHOIO Jieja paOOTHUKA; TOCYAAPCTBEHHOTO CITY KAIETo.

4. Kak onpenensroTcsi CpOKH XpaHEHUs KaJIpOBbIX TOKYMEHTOB?

5. Kakas ciyx6a B opraHuszalyu A0JDKHA pa3paboTaTh HOMEHKIIATYPY /€1 KaJIpoBOM CiryKOb1?

6. Kakue oco0eHHOCTH XapaKTepHbI A1 HOMEHKJIATYpPhl JeJ1 KapOBOH Ci1y:KOb1?

9.2 MeToauueckue PEKOMEHIANMHA 110 IIOATOTOBKE MUCbMECHHBIX paﬁoT

[TuceMenHble pa®oThl (pedeparbl, PpEleH3UN) MPOSBIAIOT KaK TEOPETUUYECKHE 3HAHMS, TaK U
IIPAKTUYECKH HaBBIKM CTYJIEHTOB. Teopus moapa3syMeBaeT 3HAKOMCTBO C IOHATHAMH «JOKYMEHT»,
«UCTOPUYECKUN HCTOUHUK», <JIOKYMEHTalbHasi MyOJUKAalUsS» U Jp. U HUX KIACCU(PUKALUIMU.
IIpakTHyecKre HaBBIKM 3aKIIOYAKOTCS TAaKK€ B YMEHUHM IOATOTOBUTH Ha IPaKTUKE, B KadyeCTBE
NPWIOKEHNsT K padoTe, NOKYMEHTAJIbHYIO IyOJUKAIMI0, OICHUTh M MPOAHAIH3UPOBATH YKe
UMEIOIIUECs U3JJaHNs, a TAK)Ke IPAaMOTHO M3JIOKUTh Pe3yJIbTaThl CBOUX HAOIIONEHUHM B COOTBETCTBUU
¢ npaBuIamMu 0(popMIICHHUS KBaTU(PUKALMOHHBIX paboT.

[Ipu BbIOOpe TEMBI HCCIENOBaHMA, a TaKKe MpeaMeTa MW OOBEKTa H3Y4EHHUS CledyeT
OpPUEHTHPOBATHCS HA YK€ MMEIOIIMICS B 3TOM Jieie OmnbIT. PaboTel mo apxeorpadguu MOTyT OBITH
MOCBALIEHBI BOMpPOCAaM TEOPUM, HCTOPUU WM METOJIUKU apxeorpaduu. Teopermueckue acmeKThl
CBSI3aHBI, KaK IPaBWJIO, C TpaHUIAMU apxeorpaduu Kak HAaydYHOW TUCIMIUIMHBI, €€ 3aJadaMu |
COOTHOILIEHHEM C IPYTMMHU AUCLHUILUIMHAMU U HAIIPABICHUSIMH.

Ucropust apxeorpaduy BKIIOYAET aHANU3 U3JaHUM MCTOYHHMKOB ONPEIENIEHHBIX BHJIOB WU
3MOX, WM UCTOYHHUKOB, OOBEIMHEHHBIX TeMaTHYECKH. BO3MOXKHO Takke pacCMOTpEeHHE BKJaga B
apxeorpaduro OTAEIbHO B3STOTO JIHULA UIH YUPEKICHUS.

MeTtoauueckue acheKkThl MOApa3yMEBalOT M3Y4YEHMs OTIENbHBIX 3TAloB apxeorpaduueckon
paboThl, TaKWX, HApUMep, KaK Iepeaada TeKCTa MCTOYHMKOB MJIM BBIOOp TecTa ISl IMyOJIMKAIlUH.
[TpoGnembl, CBs3aHHBIE C COJACPXKAHMEM pAcCMaTPUBAEMBIX H3JIaHMH (TO €CThb OIMyOJMKOBaHHBIX
HCTOYHHKOB), TaKXKE€ MOTY COCTaBJATH MpPEAMET Ui U3ydeHHs. B onHOW BBITyCKHOW paboTe Ha
IPAaKTUKE BO3MOXHO COYETaHUE CPa3y HECKOJIbKUX MOJXO0/I0B.

XPpOHOJIOTHYECKUE M TEMaTHYECKHE TPaHMIBI IPU BBHIOOpPE TeMbI pPabOTHI MO apxeorpaduun
JIOCTAaTOYHO IIMPOKH, YTO IO3BOJISAET JIOCTATOYHO JIETKO MPHOIM3UTh UX K HAay4HbIM HHTepecam
CTy/ICHTA.
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[Ipu wHamucanunm paboOTHl BHAyaje, Kak MPaBUJIO, CTYJCHT Ha OCHOBAaHHH CBOETO
HepBOHa‘-IaJ'II)HOFO 3HAKOMCTBA C HCTOYHUKAMU U HHTepaTypOﬁ 158 HpI/I KOHCy.TIBTaHI/II/I C Hay‘—IHI)IM
PYKOBOJUTENIEM OMpEeeNsieT OOIIYI0 HCCIEAOBATENbCKYI0 MPOoOJieMy, DPEIIEHUI0 KOTOpoil OyneT
MOCBSAIIEHA ero paboTa. B TeKcTe 3aKOHUYEHHOTO MCCIIeIOBAHMUS 3Ta MpobdieMa JTI0JbKHA ObITh BUJIHA U3
Ha3BaHMUs paboOThHI, €€ O0bEeKTa M TpeaMmeTa. (s yTOUHEHHs HANpaBiICHHs AaTbHEHIINX ACHCTBHIA
CTYJICHTY CJIEIYET, C YY€TOM BBIOPAHHOTO T'€HEPATILHOTO IMTyTH, 00JIe€ OCHOBATEIBHO MTO3HAKOMHTHCS C
UCTOYHUKAMU U JIUTEPATYypOl MO MHTEPECYIOIIMM ero mpobiemam. Pe3yiapTaTomM 3TOro 3HAKOMCTBA
SBJSIETCS. COCTaBJICHME CTYJACHTOM IUIaHAa pal0oThl W TPEIBAPUTEIHLHOTO BapHaHTa CIIHCKA
MCIIONIb30BAHHBIX WCTOYHUKOB U JUTEpaTyphbl. M mMiaH, ¥ CHHCOK COTJIACOBBIBAIOTCS C HAYYHBIM
pYKOBOJII/ITeJ'IeM. HaHBHeﬁMHe )IGfICTBI/I?I CTYJIGHTa 3aKJIFIOYAaTCA B peIHeHI/II/I IIOCTABJICHHBIX UM 3aJa4.
[Tpu 5TOM HEOOXOIMMO YUHTHIBATH CIEAYIOIINE MOMEHTHI.

Jlrobas muchbmMeHHass paboTa WMEET OIPEACIICHHBIH COCTaB: TUTYJIBHBIA JIUCT, OTJIABJICHUE,

BBEJICHUE, TJIaBbI, 3aKIIOYCHHE, CIHCOK UCIOIb30BAHHBIX HCTOYHHUKOB U JIUTEPATYPHI, MPHIOKECHUS
(BO3MOKHBI).
Kaxxgas cocraBHas 4acTh pabOTBl UMEET CBOIO CTPYKTYPY M CTPOHUTCS B COOTBETCTBMM C HAYYHOM
JOTUKOW W (OpMalIbHBIMU TpeOoBaHUAMHU K odopmieHuto pabor. Hambomnee ctporo cobmomarorcs
TpPaJULIMK HAMMCAHUS BBEJICHUS, KOTOPOE TPAAUIIMOHHO MMEET CIEAYIONIME pa3felibl: aKTyalbHOCTh
TEMBbl HCCIICIOBAaHUS, WCTOYHUKH UCClenoBaHus, uctopuorpadus. Paccmorpenme storo Omoka
BBEJICHUS ompefenseT o0BeKT, MpeaMeT, el U 3a7add paboThl, a TakkKe METOAbl MCCIIEIOBAHUS,
HAy4YHYIO HOBU3HY U CTPYKTYpy padoThl. [Topsaok pas3nenoB B HEKOTOPHIX CIydasX MOXKET MEHSTHCA,
HO MX HaJIW4yue o0s3aTelnbHO BO BBeJAeHHHM K paborte. [lpu wu3noKeHUHM pe3ylbTaTOB CBOETO
UCCJIEIOBaHMsI CTYJIEHT JAOJDKEH BJIaJIeTh HEOOXOUMON KyJIbTypOil HUTHPOBAHUS, KOTOPAs MO3BOJISIET
CTPOTO OTIENATh BBIBOJBI aBTOpa OT HAaOMIOACHUN U (PakTOB, 3a(DUKCHPOBAHHBIX B HCTOUYHUKAX WU
J'II/ITepaType. TOJ'II)KO TaKOﬁ IIOAXO0a ITO3BOJIACT BIIOJIHEC OIICHHUTH CTCIICHb HOBU3HBI U 3HAYUMOCTHU
paboTsl. B 3akmtoueHnn k paboTe B 1IETIOM (a TakKe B 3aBEpIIAIOIINX ab3alax B KOHIIE TJ1aB) JOKHBI
OBbITh IIPUBEJIEHBI BHIBO/IbI, K KOTOPHIM CTYAEHT IPUILET B pe3yJIbTaTe MpOoBeIeHHON paboThl. BeIBOABI
JIOJI’KHBI OBITH APTYMEHTHUPOBAHBI.



