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Heﬂb Oucuunﬂuﬂbz: IMOATOTOBUTL BBIIIYCKHHKA, BJIAJACIOIICTO HAaBbIKAMKU BCACHHA KaApOBOI'O

ACJIONPOU3BOACTBA.

1 IlosicHuTeIBLHAA 3alIHCKA
1.1 Ileab v 3aga49¥ JUCHUTNIIMHBI

3agauyu IUCUMUILJIMHBI :

o CdopmupoBaTh y CTyIeHTa KOMIIETEHIIMH, MO3BOJISIONIME €My BBHIIOJIHSATH BEChH

KOMILIEKC paboT Mo KaJ[pOBOMY JI€JI0IPOU3BOJICTBY;

o CdopmupoBaTh y HETO KOMIUIEKCHOE TPECTABICHNE O CHCTEME JOKYMEHTAIUH TI0

JIMYHOMY COCTaBY;

o Hate nipeacTaBieHue o0 ypoBHE perjaMeHTalliyd KaJpOBOTO JIEJIOMPOU3BOJICTBA B
P®;

o Hayuute crymeHTa cocTaBiaATh W O(OPMIISATH OpraHU3AlMOHHBIE KaJlPOBHIE
JIOKYMEHTHI;

o Hayunth cTygeHTa JOKYMEHTHPOBATh OCHOBHBIE KaJpOBBIE TPOIETYPhI

COOTBCTCTBHUHU C TpC6OBaHI/I$IMI/I 3aKOHOAAaTCIbCTBA,

o Hayuutp cTyneHTa OpraHu3oBBIBaTh pabOTy KaJpOBOHM CIy>KObI, COCTaBISATh

JIOKAJIbHBIC HOPMATHUBHBIC aKThI, PpCTJIAMCHTHPYIOIUC €€ ACATCIbHOCTD.

e OO0yuuTh

OCHOBHBIM

TEXHOJIOTHYCCKHUM

npueMamM  JCJIO0IPOU3BOJCTBCHHBIX

onepaunﬁ, OpraHu3alii XpaHCHU KaHPOBOﬁ AOKYMCHTAalUH.

1.2 IlepevyeHb NJIaHMPYeEMBbIX Pe3yJIbTATOB 00y4YeHUs 110 AUCHUILIIHHE,
COOTHECEHHBIX ¢ HHAUKATOPAMHU J0CTUKEHHUS KOMIIETeHUI

Kovmnerennus
(KO 1 HaMMEHOBAHNE)

HWHankaTopsl KoMIeTeHIMit
(Ko 1 HAUMEHOBAHHUE)

Pe3ysbTaThl 00y4eHust

OIIK-2. CrnocobeH HaxOIUTh
OpraHU3aIOHHO-
yIpaBICHYCCKUE PEIICHHS IPU
pelieHnu 3a1a4 B cepe cBoei
npodeccuoHaIbHOM
JIEATEILHOCTH

OIIK-2.2. OpraHu3oBbIBacT paboTy
MoJIpa3ieNieHuit B cepe
JIOKYMEHTAIMOHHOTO 00ECIICUCHUS
YIpaBJICHUS W apXUBHOTO JIeNa

3namu: nopsiook pabomul cyxnco
OOKYMEHMAYUOHHO20 06eCneyeHus.
VIPAGNIEHUsL U APXUBOE

Ymems: pecnamenmuposame pabomy
C1YoHcO OOKYMEHMayuoHHO20 0becneyeHus
VIPAGNIeHUsL U APXUBO8

Bnadems: nasvikamu opeanuzayuu
pabomol nodpazoenenuil 6 chepe
OOKYMEHMAYuoHHo20 obecneyenus
VIPaseHust U apXueHo2o 0end 8
COOMBEMCMEUU C HOPMAMUBHIMU
mpebosanusmu

VK-11. Cnocoben
(hopMUPOBATH HETEPITUMOE
OTHOILIEHHE K
KOPPYIIHOHHOMY TTOBEIACHUIO

VYK-11.3. Bnagers HaBbIKaM# PabOTHI C
3aKOHOAATEIbHBIMU U APYTUMU
HOPMAaTUBHBIMH MPABOBBIMU aKTaMHU

3namv: 3aK0HO0amenbHbIE U OpYyeUMU
HOPMAMUBHbIMU NPABOSLIMU AKMAMU 6
chepe cryoicebHOU OesimenbHOCmu
Ymems: pabomams ¢ Hopmamueno-
npasosoil bazoul 6 cghepe cyxicebHol




OesamenbHoCmu

Bnademy: nasvikamu npumerenus
AHMUKOPPYNYUOHHBIX HOPM 8
npogeccuonanbHoll 0esamenbHOCmu U
HOBCEOHESHOU HCUZHU

B pesynapTaTe OCBOGHMS JUCHUILIMHBI OOYYaIOIIUWUCS JOJDKEH JEMOHCTPHUPOBATh

CJICayromue pe3yJjibTaTbl O6pa3OBaHI/I${I

1.3 MecTo TUCUMILTHHBI B CTPYKTYpPE OCHOBHOM 00pa3oBaTe/IbHOM

NporpaMmMsbl
JucuumuimHa (Moaynb) «KamapoBoe 1emonpon3BoACTBO» OTHOCUTCS K 00513aTEIbHOM YacTh 010Ka

JUCIUIUIMH Y4eOHOr o IUIaHa.

[t ocBOEHUS AUCHUILTUHBI HEOOXOIMMBI 3HAHUS, YMEHUS U BIIaJIeHUS, COOPMUPOBAHHBIE
B XOJI€ M3YUYEHHUs CIEAYIOIIUX AUCIUIUIMH U MPOXOXKACHUS NPAKTUK: «JlOKyMEHTOBEACHHEY,
«Opranusanus 1 TEXHOJIOTUs TOKyMEHTALIMOHHOTO 00€CTIEUEHUs! YIIPABICHUS».

B pesynpraTe OCBOCHMS AUCUMILIMHBI (OPMUPYIOTCA 3HAaHUS, YMEHUS WM BIAJCHUSA,
HEOOXOJUMbIE IJISi M3Y4YEHUS CIEAYIOIUX AUCHMUILIUH (MOAYyJeHd) U MPOXOXKACHUS NPAKTHK:
«Pernamenranus neATEIbHOCTH KaapoBoW chykObl», «udpoBas Tpancopmarusi cCUCTEMbI
KaapoBOW JIOKyMEHTalum», «3ammra u o00padOTKa IEepPCOHANBHBIX JaHHBIX», «3aluTa
KOHpUACHIIMAIbHOW WH(OpManuu B KaJapoBoul ciyx0e», «WHpopMannoHHbIE CcHCTEMBI B

KaJIPOBOM CITyk0e».

2 Crpykrypa IUCHUILINHBI

OO6mmas TpyA0€MKOCTh TUCIMIUIMHBI COCTABISIET 4 3.¢., 144 u.

CTpyKTypa JUCHUNJIMHBI AJIsl 04HOH ()OPMBbI 00yUeHUsI

O0beM AMCUUIUIMHBI B (pOpME KOHTAKTHON pabOThl 0OYHAIOMIMXCS C MEAaroru4ecKuMU
paboTHUKaMU ¥ (WIH) JTUIIaMU, IPUBJICKACMBIMHU K peair3aliii 00pa30BaTEIbHOMN MPOrpaMMbl Ha
UHBIX YCJIOBUSIX, IPU IPOBEICHUH YUEOHBIX 3aHATUH:

Cemectp | Tun yueOHBIX 3aHATHIA KomnuecTBo
4acoB
2 Jlexnn 32
2 CeMuHapb1/1a00paTOPHBIE PAOOTHI 48
Bcero: 80

O0BeM AUCIUIUTHHBI B (POpME CaMOCTOSTEIEHON PaboThl 00yYarOIIMXCs COCTaBIsACT 64
aKaJeMUYECKUX YaCOB.

CTpyKTypa JUCHUIIMHBI 1JI5l 04HO-3204HOI (POpMBbI 00yUeHUsI



OOBbeM AUCHMIUIMHBL B ()OPME KOHTAKTHOW PAabOTHI OOydarOIUXCS C MENaroruuyecKUMU
paboTHUKAaMU U (WIK) TMLAMU, IPUBJIEKAEMBIMHU K peain3aliii 00pa3oBaTEIbHOM IPOrpaMMbl Ha
UHBIX YCIIOBHSIX, P MTPOBEACHNUHU YUCOHBIX 3aHATHUI:

Cemectp | Tun yueOHBIX 3aHATHIA KonuuecTtBo
4acoB
2 Jlexnuu 20
2 CemuHApHI/T1a00paTOPHBIE PAOOTHI 20
Bcero: 40

O6beM TucIMITIMHEI B (popMe caMOCTOATEIbHON paboThl o0ydaromuxcs cocrasiuser 104

aKaICMHUYCCKUX YaCOB.

CTpyKTypa AUCHUNIMHBI VIS 3204HOI () OpMBbI 00yUeHHsI

O0beM AUCIUTUIMHBI B (hOpME KOHTAKTHOW PAOOTHI OOYyYaromIuXcs ¢ MeJaroru4ecKuMu
paboTHHUKaMU U (UJIH) JIMIIAMH, TIPUBJIEKAEMBIMHU K peau3aliii 00pa30BaTeIbHON MPOrpaMMBbl Ha
WHBIX YCIOBUSX, IPH MTPOBEICHUH YICOHBIX 3aHATHH:

Cemectp | Tun yueOHBIX 3aHATHIA KomnuectBo
4acoB
2 Jlexkmum 16
2 CeMuHaph1/1a00paTOPHEBIE PAOOTHI 16
Bcero: 32

O0BeM TUCIUIUIMHBI B (DOpME CaMOCTOATENbHON pabOThl 00yYaromuxcs cocTapiseT 112

aKaICMUYCCKUX 4aCoOB.

3 Coaep:kanue TUCUUIINHBI

Ne [ HammeHoBaHme pa3aesa
JUCIHHUIIINHLI

Conep:xkanue

1 Bsenenue

IIpenmer, 3amaum, conep:kaHue Kypca.
XapakTeprucTHKa COBPEMEHHON CHUCTEMBI KaJIpOBOMl
JIOKYMEHTALAH. B3anmocss3p IIPOLIECCOB
YIPaBJIEHUS NIEPCOHAIIOM C COCTAaBOM U MOPSIKOM
dbopmupoBaHus CHCTEMBI JOKYMEHTAIUU 10
JUYHOMY coOcCTaBy. MecTo Kypca cpenu Apyrux
HAay4YHbIX  JUCHUIUIMH:  «JlOKYMEHTOBEIECHHEY,
«OpraHu3anuss ¥ TEXHOJOTUs JOKYMEHTAallMOHHOTO
obecrieueHus YIIPaBJICHUS, «Y1mpaBiieHUE
nepcoHanom», «Tpynosoe npaBo» u np. Ictounuku
U3Yy4EHUs Kypca. 3aKOHOAATEIbHbIE 1 HOPMAaTHUBHO-

ITIPaBOBBIC aKThI, HOPMAaTUBHO-MECTOAUYCCKUC




TOKyMeHThI. OTe4eCTBeHHAs UCTOpUOTpadusl.

PernamenTanus
JOKYMEHTHUPOBAHUS KaJIpOBOH
NesITeIbHOCTH U pabOTHI C
KaJpOBBIMH JIOKYMEHTAMH.

3aKOHOI[aTe.HBHbI€ 1 HOPMATHUBHO-IIPABOBBIC AKTHI.

TpynoBoii koxexkc Poccuiickont @enepauuu
KAaK OCHOBOM IIPAaBOBOM AKT, ONPEAECISAIOIINNA COCTAB
U TOpsAnoK odopmileHHusT JOKYMEHTOB o
YCTAQHOBJICHUIO TPYJOBBIX OTHOLLIEHUM U TPYAOBOU
JeSITeIbHOCTH paOOTHHUKA. 3aKOHOJATENIbHBIE AKTHI
Poccnn 0 NOKyMEHTHMPOBAHMM OTIEIBHBIX CTOPOH
TPYZIOBOM JIE€ATEIIBHOCTH  PAa3JW4HBIX KaTeropui
paboOTHUKOB. 3aKOHOJATENbHBIE aKThl CYOBEKTOB
Poccuiickoit  ®enepaumu, VYkasel llpesunenra,
[locTaHOBIEHUS M PACHOPSIKEHUs IIPaBUTEILCTBA

Poccuiickoit deneparnum.

HOpMaTI/IBHO—MeTOI[I/I‘IeCKI/IC JAOKYMCHTHI .

KBanuduxarnonnsiit CIIPaBOYHUK u
npodecCHOHATIbHBIE CTAHAAPTHI, KAaK OCHOBHBIE
HOPMAaTUBHBIE [TOKYMEHTBI, pErilaMEHTHPYIOLIHE
TpeOOBaHUS K KBATU(UKALIUK, 3HAHUSAM U YMEHHIM
paboTHukoB. OO61mepoccuiickue Kiaccu(uKaTopbl
TE€XHUKO-3KOHOMHUYECKOI u COLMAJILHOM
UH(pOPMaLINK, YCTaHABIMBAIOIUE COCTAB U MOPAIOK
3aI0JIHEHNS KaIPOBbIX TOKYMEHTOB.

TunoBble nNEpeyHU U CPOKH XPaHEHUS
JIOKYMEHTaLuU o JMYHOMY COCTaBY.
PerynupoBanue opranu3anuy apXMBHOTO XpaHEHUS
JIOKYMEHTAIMU 110 JIMYHOMY COCTaBy B HOPMAaTHUBHO-
METOANYECKUX TOKyMeHTax PO.

Pazpabotku I'ockomcTara PD o
yHU(UKaUU bopm NIEPBUYHON Y4ETHOMU

JOKYMCHTAIUU.




Opranu3aius paboTH KaApOBOMA

CITYKOBI

CTpyKTypbl KaApOBBIX CIIyk0. UncieHHbIN
U JIOJDKHOCTHOM coctaB ciyxObl. HopmaTussel
BPEMEHU Ha PabOTHI IO yUETy KaJpOB.

3amaun U (QYHKUMU KaJpOBOMl  CIIy>KOBlI.
[Tonmoxxenne 00 otaene KaapoB (yNIpaBiICHUH,
JernapTaMeHTe U Jp.), KaK OCHOBHOM HOPMAaTHUBHBIN
JOKYMEHT o OIpEeICIIEHUI0 CTPYKTYDHI,
YHUCICHHOCTH, BUIOB PabOT 3TOT0O MOApa3/eNeHHS.
[Mopsimox  pa3paboTku, coctaB uHGMOpPMALUUA U
CTPYKTypa TEKCTa MOJOXKEHUs. 3aKpeIuleHue Mpas,
OTBETCTBEHHOCTH, B3aUMOCBs3€H OT/ea KapoB.

JIOJDKHOCTHBIE MHCTPYKLUH, KaK OCHOBHOM
IIPaBOBOM aKT, ONpPEAEIAIOIUN [IpaBOBOE
MOJIOKEHHE pAOOTHUKOB KaJIpOBOW CITy’)KOBI W
OpraHu3aiyio ux Tpyaa. Haznauenue 10JIKHOCTHBIX
MHCTPYKLUU.

Nucrpykuus o KaJgpoBOMY
JIEJIONPOU3BOJCTBY, KaK OCHOBHOH HWHCTPYMEHT
MOBBIIICHUST 3(PPEKTUBHOCTH PabOTHl  KaIPOBBIX
HOoJpa3/iesIeHui B chepe KaJ[pOBOI0
JIEJIONPOU3BOCTBA.

Pernamenrtanus paboTel C NEPCOHAIOM B
JIOKaJIbHBIX HOpPMaTUBHBIX aKTax "
OpraHU3alMOHHBIX JOKYMEHTax (ycras
OpraHM3aliy, TIpaBUIa BHYTPEHHETO TPYJI0OBOTO
pacnopsika, IOJ0KEHUE O MEPCOHAIbHBIX JAHHBIX,

KOJUICKTUBHBIN JIOTOBOP U Ap.).

CocTaB KanpoBOW JOKYMEHTALUH.
JIOKyMEHTHPOBaHHE TPYAOBBIX

OTHOUIECHUH.

XapakTepucTuKa CUCTEMBI KaJIpoBOH1
JOKyMEHTAallud, €€  COOTBETCTBUE  OCHOBHBIM
3ajjayaM 10 10A00pPY, yUeTy U pacCTaHOBKE KaJpOB.
OO0s3arenbHas U yCIIOBHO-00s3aTeNIbHAsl KaJpoBas
JIOKyMEHTaLUS.

OpFaHI/I3aHI/IOHHI>IC AOKYMCHTBI — IITATHOC




pacrucaHue, CTPYKTypa W IITaTHas YUCIEHHOCTb,
rpaduK OTITyCKOB.

PacniopsinutenbHble TOKYMEHTBI — MPHKA3bI
(pacnopsikeHHs) MO JHYHOMY cocTaBy. OOmue
TpeOoBaHUS K OOPMIICHHUIO U CPOKAM MOJATOTOBKH.

WNudopmannoHHO-CIIpaBOYHbIE TOKYMEHTHI —
3asBJICHUS, TPEJCTABICHUS, YBEIOMIICHHUS, aKThI,
JOKJIaJTHBIE U OOBSICHUTENbHBIE 3aHCKH.

VY4erHble GOPMBI U X HA3HAUCHUE.

IIpuem paborHukoB Ha pabory. CocraB
MEPCOHAIBHBIX JIOKYMEHTOB paboTHuKa,
MPEJICTaBIsIEMBbIX PaOOTOIATENIO JI yCTAHOBJICHUS
TPYIOBBIX OTHOWIeHUWH. TpyaoBol  TOroBOp -
3aKOHOJATEeNIbHOE  3aKpeIuieHue TpeOOBaHUHM K
CTPYKTYpe TEKCTa, TOPSAAKY COCTAaBICHHS W
opopmienus. [Toaroroska u opopmiieHrE MPUKA30B
(pactiopsbkeHMil) O mpueme Ha paboTy. AHKETHI,
aBrobuorpaduu, pe3omMe U JIp. JOKYMEHTHI,
3aIloJIHAEMbIE TIPU TIpueMe Ha padoTy.

BHecenue cBeieHHii B TPYJOBYIO KHIDKKY U JINYHYIO

KapTO4Ky pabOTHHKA.

JIokyMEeHTUpOBaHHE  JBHKEHUSA  KaJpOB.
Buner mepeBomoB. CocTaB W TOPSAOK HW3TAHUS
JOKYMEHTOB, 0(OPMIIAIOLIMX MPOLEAYpPY MepeBoja.
Coneprxanue, MopsAA0K MOATOTOBKH U O(opMiIeHus
IIPUKAa30B (pacniopsieHMi) 0 IIEPEBOAIEC
COTPYAHHUKOB. JIOKYMEHTBI-OCHOBAaHHs K IIPUKa3am

0 MepeBo/IE.

Bunst  ormyckos. Ilopsaok  odopmienus
€XKETO/IHOTO OYEPETHOr0 OIUIAYMBAEMOr0 OTITyCKa.
I'paduk ormyckoB, coctaB, cojaep:kaHue, MOPAIOK
HOJTrOTOBKH u oopmieHus IIPHUKA30B
(pacmiopsbkeHHid) o IIPEIOCTABICHUN OTITyCKa.

Ilopsamok  mepeHoca  ormycka.  JlOKyMEHTBI-
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OCHOBaHHMS K PUKa3aM 00 OTIyCKax.

[opsimox  odopmieHHs KOMaHIUPOBOK —
COCTaB JIOKyMEHTOB, o opMIIIOIINX
KOMaHAMpOBaHHE pabOTHHMKA, COJIEpKaHUE W

MOPAAOK NOATOTOBKHU IIPHUKa3a O KOMaHIHWPOBKCE.

Buasl noompennii. Conepikanue, MOPsI0K
MOJITOTOBKU u oopmiIeHUs MIPUKA30B
(pacriopspkeHU#) O  TOOMIPeHMH  paOOTHHKA.

I[OKyMeHTLI-OCHOBaHI/ISI K IIpUKa3aM O IMOOIIPCHUM.

Bunnl JTACUUTUIMHAPHBIX B3BICKaHUH.
Coneprkanne, TOPAIOK MOATOTOBKH U O()OPMIICHHS
MPUKa30B (pacriopsikeHU ) o B3BICKAHUU.
JIOKyMEHTBI-OCHOBaHUs K IIPUKa3aM O HAJIOKECHUH
JTUCHUIITMHAPHOTO B3bICKaHUSI. AKTBI 00 OTKa3bl

JaBaThb OOBSACHEHHS U 3HAKOMHTLCS C IIPHUKA30M.

[lopsimok  mpoBeneHus aTTecTaluu
paboTHUKOB B opranm3anuu. CocTaB JOKYMEHTOB,
opopmisirorux mipoueaypy. Conepkanue, OpsSI0K
MOATOTOBKHU u odopmITeHUS MIPUKA30B

(pacriopspkeHuiT) 00 aTTeCTaIuy.

[Topsimox YBOJIbHEHUS pabOTHUKOB.
OcHoBanust yBoJbHeHHs paboTHHKOB. CocraB
JIOKYMEHTOB, oopmirsOIINX npoueaypy.
Conep:xanue, MOPSIIOK MOATOTOBKU U 0(OpMIICHHS
NOpUKa30B  (pacmopsokeHuil) 00  yBOJBHEHUH.

JIOKyMEHTBI-OCHOBaHHS K IIPUKa3aM 00 YBOJIbHEHHUU.

VY4er TUYHOrO cocTasa.

Bunsl  yueTHbIX  AOKyMeHTOB. Jlnunas
Kaprouka pabotHuka (dopma T-2): cocraB

I/IH(pOpMaLII/II/I, MOPAAOK 3aIllOJIHCHUSA U BCACHUS.

HopmaTtuBHass u mpaBoBasi perjiaMeHTaIus
nopsiika BeAeHUs JUYHBIX J1ei. OdopmieHue u
BEJICHWE JIMYHBIX el paboTHukoB. CocTaB |

MOCJICAOBATCIIBHOCTL PACIIOJIOKCHHUA JOKYMCHTOB B
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JIUYHOM JCJIC.

TpynoBast KHHKKa paOOTHHKA KaK OCHOBHOM
JOKYMEHT O TPYJOBOHW IEATEIBHOCTH U TPYAOBOM
cTaxe pabotHuka. OdopmieHue U BeJIeHHE
TPYIOBBIX KHWKEK M BKIabled K HUM. llopsamok
BbIIauu JyOJIMKaTa TPYIOBOM KHIKKH. YUeT H
XpaHEHUE TPYAOBBIX KHIKEK B OpraHU3allUu.
OTBETCTBEHHOCTh paboTojaTeNss 3a XpaHEHHE U

3aI10JIHCHUC TPYAOBBIX KHUKCK.

Opranuzaiys padoThI C KaIpOBBIMU

AOKYMEHTaAMHU

Peructpanuss ~ 1OKyMEHTOB MO JIMYHOMY
cocraBy. [IpaBuiia peructpanui U UHAEKCUPOBAHUS
KaJ[pOBBIX JIOKYMEHTOB. PeructpanuonHsie (Hopmbl
(TpaguuMoOHHBIE W aBTOMaTU3UpoBaHHBIE). CocTaB
PEKBHU3UTOB (TOJIEH) JUIsl PETUCTPALlMU Pa3IMYHBIX

BUJ0B JOKYMCHTOB 1 IIOPAAOK UX 3aIIOJIHCHHUA.

CucremaTuzanys U ONEPATUBHOE XPAaHEHHE
JOKYMEHTOB IO JUYHOMY cocTaBy. OCOOCHHOCTH
dbopMupoBaHUs B Jiefla JIOKYMEHTOB IO JIMYHOMY
COCTaBy. [IpaBuna cucTeMaTtn3aluu
paclopsiAUTEIbHBIX JTOKYMEHTOB, YUYETHBIX (opM,
TPYIOBbIX KHIKEK. CHUCTeMaTu3alMs U XpaHEHUe

IIOKYMCHTOB-OCHOBaHI/Iﬁ K IIpHUKa3aM.

Homenkmatypa nmenm KaapoBOMl — CITy>KOBI.
[TopsiIoK TOATOTOBKH, COCTaBICHUS U OPOPMIICHUSI.
[IpumepHass HOMEHKIATypa AeN KaapoBOH CITykOBbI.

Ilepexonsmue nena.

CpOKI/I XpaHCHUA KaJpOBBIX JOKYMCHTOB.

HOI[FOTOBKa JOKYMCHTOB K CJa4€ B apXUB.

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

OCHOBA, OpraHu3alyAa U NOpAA0K HIPOBCACHUS.

CoctaB JOKYMEHTOB KaJpOBOH CIyXOBbl,

nouIc)Kkamux mnepeaaduc B apXuB. HpaBI/ma
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MOATOTOBKU JIOKYMEHTOB IO JIMYHOMY COCTaBy K
nepenaye B apxuB opraHuzauuu. CocTaBieHuE U
opopMIIEHHE ONUCH JOKYMEHTOB IO JUYHOMY
coctaBy. llopsgok YHHUYTOXKEHHS AOKYMEHTOB C

HUCTCKIINMHA CPOKaMHU XPaHCHUS.

4 OOpa3oBaTe/ibHbIE TEXHOJIOT UM
J1n1st mpoBeieHuUs yU4eOHBIX 3aHSATHH 110 AUCIUTUINHE CIIOJIb3YIOTCS pa3IMuHbIe 00pa30BaTeIbHbIC
TeXHONOTUH. J[1si opranuzanuu y4eOHOro mporecca MOXET OBbITh HCIIOJIB30BAaHO 3JIEKTPOHHOE
oOydeHue U (MJIK) TUCTAaHIIMOHHBIE 00pa30BaTEIbHBIEC TEXHOJIOTHH.

5 OuneHka INIAaHUPYEMBIX Pe3yJIbTATOB 00y4YeHH s
5.1 Cucrema oueHUBaHUA

Texymuit KOHTPOJIb OCYIIECTBISIETCS B BUE OLICHOK KOHTPOJIbHBIX pa0doT M 3aJlaHuil Ha
npakTHUecKux 3aHATusAX. KoHTponbHas paGota Nel BBISBISET 3HAHHE COCTaBa M TOpPSAKA
oopmIeHHsI JOKYMEHTOB B X0JI€ OCHOBHBIX Ka/IpOBBIX MPOIEIYp, U olieHuBaetcs 10 20 6anos,
KOHTpOJIbHAast paboTa Ne 2 mokas3bpIBacT 3HAHUS CTYJIEHTOB IO BOIPOCAM OpraHU3AIMK PabOTHI ¢
KaJIpOBOM MOKYMEHTalluell W BBIABISET TOTOBHOCTH CTYACHTOB K MpakTUYeCKol padore,
onienuBaercs 10 10 6annoB. MakcumanbHas OlLIEHKA BBHITIOTHEHUS KaXK 101 1abopaTopHOM paboTh
— 5 GayoB. [IpoMexyTOYHBIN KOHTPOJIb 3HAHUN MPOBOAMTCS B (popMe UTOrOBON KOHTPOJIBHOM
paboThl, BKIIOYAIOLIEH TEOPETUUECKHE BOMPOCHI U MTPAKTUUECKOE 3a7aHKe, U oleHuBaeTcs 10 40
0aJuIoB.

B pesynpraTe TEKymero v mpomMexyTOYHOTO KOHTPOJS 3HAHUW CTYAEHTHI MOJYy4YaroT

COOTBCTCTBYIOIIIYIO OLICHKY 3a 3K3aMCH.

Dopma KOHmpoaa Makc. Konuuecmeo 6a1106
3a 0ony pabomy Bcezo
Texymuii KOHTPOJIb:

- Konrponbnas pabora Ne 1 (temsr 1- 20 6annos 20 6annos
4)

- Konrponbnas pabora N2 (Temsr 5- 10 6annos 10 6annos
6)

- JJabopaTtopHbIie paboTHI (TeMbI 1-6) 5 bannos 30 6annos
[IpomekyToUHasT aTTeCTaIUs 40 6anno8
(3x3aMeH)

HUroro 3a cemectp (AMCUIMIUIMHY) 100 6annos
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O1eHKa «yZOBJIETBOPUTEIILHO» BBICTABIISIETCS 0Oyyaroiemycsi, Habpasiiemy ot 50 10 67

0ayutoB 06aylIOB, OIIEHKA «XOPOIIO» BBICTABIAETCS oOydaromiemycs, HaOpaBmemy oT 68 mo 82

0aJIoB, OLIEHKA «OTJIIMYHO» BBICTaBIIsieTcs oOydatonemycs, HaOpasuiemy ot 83 no 100 Oamos,

c(OpPMHUPOBAHHBIX B pe3yJbTaTe CYMMUPOBAHHS OAJJIOB, MOJIYUYEHHBIX MPHU TEKYIIEM KOHTPOJE

U TIPOMEXYTOYHOH aTTectanuu. [lomydyeHHbI COBOKYMHBIN pe3ynbTar (MakcumyM 100 6asioB)

KOHBEPTUPYETCSA B TPAAUIMOHHYIO IIKAIY OLIEHOK W B IIKajdy OLEHOK EBpONENcKoi cHCTEMBbI

nepenoca u HakorieHusi kpeautoB (European Credit Transfer System; mamee — ECTS) B

COOTBCTCTBHUH C Ta6J'II/IHeI711

100-6anmnpHas TpazuumosHas mKana [lIxana
IKaJ1a ECTS
95 -100 A
2304 OTJIMYHO B

68 — 82 XOPOIIO 3a4TCHO C

56 — 67 D
50_55 YIOBJIETBOPUTEIHHO E

20 -49 FX
0-19 HEYJOBJICTBOPUTEIHHO HE 3a4TEHO F

5.2 Kpurepuu BbICTaBJeHHUS OLEHKH 0 IMCIUILIHHE

Banany/
HIkaxaa
ECTS

OuneHka no
MUCHUILIMHE

Kpurtepun oneHku pe3yJbTaToB 00y4eHUs 1O
AUCHHUILINHE

100-83/
AB

«OTIUYHOY/
«3a4TEHO
(oTmyHO)»/
«3a4TECHOY»

BrictaBnsiercst oOydaromemycsi, €ciii OH ri1y00KO U
MIPOYHO YCBOUJI TEOPETUYECKUIN U MPAKTUYECKUI
MaTepHuall, MOKET TIPOJIEMOHCTPUPOBATH ATO HA 3aHATHUSIX
U B X0JI€ MPOMEXKYTOYHOH aTTECTALlUH.

OO0yuaromuiicst HCUEPIBIBAIOIIE U JJOTUYECKUA CTPOMHO
u3naraet yueOHbI MaTepuai, yMeeT YBA3bIBaTh TEOPHUIO C
MPAKTUKOH, CIIPABIISIETCS C PEIICHUEM 3a7ad
npo¢eccCHOHaIBbHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, MPABIIILHO 00OCHOBBIBAET ITPHHSATHIC
peleHHs.

CB00OIHO OpUEHTUPYETCS B yUEOHOU 1
npoeCCHOHATILHOM JIUTepaType.

OneHka o JUCIUIUTMHE BBICTABISIOTCS 00y4daromeMycs ¢
y4E€TOM PE3yJIbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTalUu.

KomniereHiuu, 3aKkperniéHnble 3a JUCUUILTAHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKHIIY.

82-68/

«XOPpOILIOo»/
«3aYTEHO
(xoporo)y»/
«3aUTCHO

BrictaBnsiercst o0ydaromnemycs, €Ciu OH 3HAeT
TEOPETHUUECKUI U MPAKTUUECKUI MaTepHrall, FPaMOTHO U MO
CYIIECTBY M3JIaraeT €ro Ha 3aHITHSIX U B XOJIC
MPOMEXYTOUHOM aTTECTAllMU, HE AOMYCKAasl CYLIECTBEHHbBIX
HETOYHOCTEH.

OO0y4Jaromuics MPaBIIIBHO IPHUMEHSIET TEOPETHUECCKHE




14

Banany/
HIkaJnaa
ECTS

OueHka no
JUCIHUILTMHE

Kpurepun oneHkn pe3yjbTaToB 00y4eHHs 110
AUCLHMILIAHE

IIOJIO’KEHHUS IIPU PEILICHNUN IPAKTUYECKUX 3a1a4
npoeCCHOHATBFHON HANIPAaBIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAUMBIMHU Il TOTO HaBbIKaMU
U IpUEMaMU.

JlocTaTouyHO XOPOIIO OPUEHTUPYETCS B YICOHOU U
npoeCCUOHATTBHOMN JITepaType.

OneHka 1o JUCHUIUIMHE BBICTABIIAIOTCS 00yYaroIEeMycs C
y4E€TOM PE3YJIBTATOB TEKYIIEH U TPOMEKYTOUHON
aTTECTALNN.

Komnerenmuu, 3akpennéHHble 3a AUCUUIIINHOMN,
c(OPMHUPOBAHBI HA YPOBHE — «XOPOLIMIY.

67-50/
D.E

«YIOBIIETBOPH-
TEIbHOY/
«3a4TECHO
(ymoBieTBOpH-
TEJTBHO )»/
«32UTCHOY

BrictaBnsiercs oOyyaromemMycs, €Ciid OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUI U IPAKTUYECKUI MaTepura,
JIOITYCKAaeT OTICIIbHBIC OMIMOKH P €T0 U3JI0KCHUH Ha
3aHATUAX U B XOJ€ MPOMEXYTOYHOM aTTECTALINH.
OOyJaromuiicst UCIIBITHIBACT ONPEICIEHHBIE 3aTPYAHCHHUS
B [IPUMEHEHNHU TEOPETUUECKUX MOJIOKEHUN ITPU PEIIEHUN
MPAKTUYECKHX 33729 MPOo(hecCHOHATLHOM HAIIPABICHHOCTH
CTaHJAPTHOI'O YPOBHSI CIIOKHOCTH, BJIAJICET
HEOOXOIUMBIMH JUIS STOTO 0Aa30BBIMH HABBIKAMU U
MpUEMAMHU.

JIeMOHCTpHpPYET JI0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JUTEPATYPBI 110 AUCIUIUIMHE.

OreHka o JUCIUILTMHE BBICTABISIOTCS 00yJaromeMycst ¢
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOM
aTTECTaIUU.

Komniereniuu, 3akperni€Hnble 3a JUCIUTLTAHOMN,
c(hOpPMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBII).

49-0/
F,FX

«HEYIOBJICTBOPUTE
JIBHOY/
HE 3aYTEHO

BeictraBnsiercs oOyuaromemMycs, €Clid OH HE 3HAaeT Ha
0a30BOM ypOBHE TEOPETUUYECKUIN U MPAKTUICCKUHT
MaTepuall, 10MycKkaeT rpy0oble olMOKU Ipu ero
W3JI0’KEHUU Ha 3aHATHIX U B XOJ€ MPOMEXKYTOUHON
aTTECTALUN.

OOyu4arouuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHECHUS B
IIPUMEHEHUH TEOPETUYECKUX TI0JI0KEHUH NIPU PELICHUU
MPAKTUYECKHX 33124 MPO(HECCHOHAIBHON HAPABICHHOCTH
CTaHJapTHOI'O YPOBHS CJIO)KHOCTH, HE BJIaEeT
HEOOXOAUMBIMU JIJIS1 3TOTO HAaBBIKAMU U IPHEMaMHU.
JleMoHCTpHpYyeT hparMeHTapHbIE 3HAHUS YUECOHOM
JUTEPaATYphl 110 TUCLHUIUIMHE.

OneHka o JUCHUIUIMHE BBICTABIIAIOTCS 00YYarOIEeMycs C
y4E€TOM PE3yJIbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTECTALNN.

KomMmniereHuu Ha ypoBHE «JOCTaTOUHBINY, 3aKPEIUIEHHBIE
3a AMCUUILUINHON, HE COPMHUPOBAHBI.
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5.3 OueHo4Hble cpeAcTBA (MATEPUAJIbI) JJIA TEKYLIEr0 KOHTPOJIA
yCIIeBAeMOCTH, IPOMEKYTOYHOM aTTecTAllUN 00y4al0UIUXCs M0
AUCUMILIMHE

Bapuanmul konmponwvnoit pabomuor Ne 1

Bapuanr 1

1.B xakux cimyyasx KaapoBas Ciry>k0a MMeeT IMpaBo BbIIATh AyOJIUKAT TPYI0BOM KHMKKH? Kak
3TOT IOKYMEHT 0OpMIIIETCS?

2 Ilepeuncnure BUIBI JOKYMEHTOB, IPUMEHsSEMbIE NPH IepeBoJe Ha JApyryro pabory. Kak
oopmIsieTcs Kaxablid u3 HUX?

3. HazoBuTE TOKYMEHTHI, MPEIOCTaBIsieMble pa0OTHUKOM IPH MOCTYIUICHHH Ha padoTy.
4.KakuM J0KaJIbHBIM HOPMaTHUBHBIM aKTOM pErjlaMEeHTHpYeTCsl paboTa KaJIpOBbIX CIIELUAINCTOB

C MepCOHaNbHBIMU JaHHBIMU? J[aiiTe eMy XapaKTepUCTHKY.

Bapuant 2

1.XapakrepucTuka Ha3HAa4eHMsI TPYAOBON KHIKKHU. B Kkakoil cpok noikHa OBbITh 3aBejieHa
TPYAOBasi KHMKKA IIPU TIOCTYIUIEHUU Ha paboTy BriepBble?

2 Ilepeuncnure BUAbI JOKYMEHTOB, IPUMEHEMbIE NTPH yBOJIbHEHUH. Kak odopmitsiercs: Kak bl
U3 HUX?

3.Kakoil 5oKanbHBI HOPMATHUBHBIN aKT ONPENENSeT OpraHu3alui0 TpyJda COTPYAHHUKOB B
KOMMaHuu. [[aiiTe eMmy XapaKTEpUCTHUKY.

4.HazoBuTte nHpopmanuio, 00s3aTeNbHYIO0 Ui BKIOYEHUS B TPYJOBOI 1OTOBOD.

Bapuanmul konmponwvnou pabomor Ne 2

BapuanT 1
1. Tlepeuncnure cocraB JOKYMEHTOB JIMYHOTO Jeia paboTHHKA. KakuMu HOpMaTHBHBIMU
JIOKYMEHTaMU 3TO OINpeAeseHO?
2. HazoBuTe 1OKYMEHTHI KaJIpOBOM CITY>KOBI, TIOIJICKAIIIHNE TTepeave B apXUB.
Bapuanrt 2
1.KakoBbI 0COOEHHOCTH COCTaBJICHHUS HOMEHKJIATYPHI JIe] KaJPOBOU CITyKObI?

2. HazoBure 00s13aTenbHBIC PETUCTPANMOHHBIE (POPMBI KQJIPOBOU CITYKOBI?

Ilpumepnvle KOHmpobLHBIE 80RPOCHL 0TI RPOMEHCYMOYHOU AMMECMAYUU:
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1. Ilepeuncnuts 3aKOHOJATEIIbHbIE aKThI, KOTOPBIMH pernamMeHTupyercs
JIOKYMEHTHPOBAaHUE KaJpOBOH 1€ATEIbHOCTH B HACTOSAIIEE BpeMs?

2. Tlepeuncnuth HOPMaTHUBHO-METOINYECKUE JIOKYMEHTHI, peraaMeHTHpYoIIne
JOKYMEHTHUPOBAaHNE KaJpOBOH EATEIbHOCTH.

3. HazBarb BUbI TOKYMEHTOB, IPEAbSIBIsIEMble pAOOTHUKOM IIpH IIpUeMe Ha padoTy.

4. HazBatb BHABI  JOKYMEHTOB, YCTaHOBJEHHble  TpyIdoBbIM  KojekcomM P,
JTOKYMEHTHPYIOIIHE MprueM paboTHHKA Ha padoTy.

5. Ilepeuncnuth BHIBI JOKYMEHTOB, O(DOPMISIOIINE H3MEHEHHME YCIOBHH TpPYIOBOTO
JI0TOBOpA.

6. IlepeuncauTh BHABI JOKYMEHTOB, YCTAHOBJEHHbIE TpyaoBbIM KoaekcoM Pd g
peryiIupoBaHus TPYIOBBIX OTHOILIEHUH.

7. Cpoxu NOArOTOBKH, KAKHX JTOKYMEHTOB IO JOKYMEHTUPOBAHHUIO KaIPOBOM AEATEIbHOCTH
YCTaHOBJIEHBI 3aKOHOIATENBHO?

8. Kakue ¢pyHKIMN KaapoBO CiIyKOBI CBA3aHBI C YYETOM JIMYHOTO COCTaBa?

9. Kakue  ¢QyHKUMHM [JODKHA BBINOJHATH KaJapoBas ciykOa npu  ohopMIEHUN
YBOJIbHEHUS paOOTHUKA ¢ paObOTHI ?

10. Kakumu gokymeHTamMu opopmiIsieTcsl yBOJIbHEHUE pabOTHHKA?

11. HazoBute hyHKIIMM KaJpOBOM CITy>KOBI CBSI3aHHBIE C TPYIOBBIMH KHIYKKAMU?

12. Kakumu 1oKkyMeHTaMu oopmiisercs aTTectaluns pabOTHUKOB?

13. HazoBuTe 0COOCHHOCTH HOMEHKIIATYPBI JC]T KaJAPOBOM CITYKOBI.

14. Kakue nena kaapoBOH CIy>KObI OTHOCSTCS K KATETOPUHU MEPEXOIAIINX?

15. Tlepeunciuth 0COOEHHOCTH (POPMHUPOBAHUS JIMYHOTO Jiea paboTHHUKA ?

6 YueOHO-MeTOaAMYeCcKOe U HH(POPMALIMOHHOE o0ecriedyeHue JUCHUIIJINHbBI
6.1 Cnucoxk MCTOYHHMKOB M JIMTEPATYPbI

HcTounuku (006s3aTe1bHbIE)

Konctutynus Poccuiickoit @enepanuu (¢ uzmMmenenusmu Ha 30 nexabpst 2008r.). M. 2004

TpynoBoit koxekc Poccuiickoii ®Depeparuun ot 30.12.2001 Ne 197-@3. Ilpunar
I'ocynapctBennoit ymoit 21 nexadps 2001r. (B pen. ot 29.12.2010) // [DnexkTpoHHBIH pecypc].
— M., 2022. — Pexxum noctyma: https://www.consultant.ru/document/cons_doc LAW_28399/

3akon Poccuiickoit @enepanuu ot 25 okTsaopst 1991 r. Ne 1807-1  «O sa3bikax HaApOI0B
Poccuiickoit ®Denepanmm» //[DnexktpoHHbId pecypc]. — M., 2022. — Pexum gocryma:

https://www.consultant.ru/document/cons_doc LAW_ 15524/



https://www.consultant.ru/document/cons_doc_LAW_28399/
https://www.consultant.ru/document/cons_doc_LAW_15524/
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®enepanbhblil 3akoH PO ot 27.07.2004 Ne 79-®3 «O rocynapcTBEHHOH I'paKIaHCKOU
cyx0e Poccuiickoit denepanum» // [DnekTpoHHBIH pecypc]. — M., 2022. — Pexxum nmoctyma:

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

®denepanbubiil 3aKk0H Poccniickoit @enepannu ot 01.06.2005 Ne 53 «O rocynapcTBeHHOM
s3pike  PD»// [DOnektponnbiii  pecypc]. — M., 2022. — Pexum npocryma:http
https://www.consultant.ru/document/cons_doc LAW_53749/

Oenepanpubiii 3akoH  Poccmiickoit  ®enmeparun ot 06.12.2011  Ne 402-d3  «O
OyxrairepckoM ydete»// [DnexTtpoHHelid pecypc]. — M., 2022. — Pexum pocryna: http://
https://www.consultant.ru/document/cons_doc LAW_122855/

Oepnepanbubiit 3akoH Poccuiickoit @epepanun ot 02.05.2006 Ne 59-d3 «O mopsnke

paccMOTpeHHs 00paIeHuil Tpaxkaany// [DmekTpoHHsbIi pecype]. — M., 2022. — Pexum noctymna:

https://www.consultant.ru/document/cons_doc LAW_59999/
@enepanbublii 3akoH oT 27 wumtong 2006 r. N 152-®3 "O nepcoHanbHbIX NaHHBIX'//
[DnexTpoHHbII pecypc]. — M., 2022. — Pexum JIOCTYyIIa:

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

®enepanbubiii 3akoH oT 01.10.2004 Ne 125-03 «O06 apxuBHOM Jene B Poccuiickoit
Oenepatun»  //  [OnektpoHHbI  pecypc]. — M., 2022. — Pexum pocryna:http:

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

®enepanbHblil 3akoH oT 29.07.2004. Ne 98-03 «O xommepueckoil TaitHe» //
[DnexTpoHHbIA pecypc]. — M., 2022. - Pexum JIOCTyTa:
https://www.consultant.ru/document/cons_doc_ LAW_48699/

@enepanbHblil 3akoH 0T 16.12.2019 Ne 439-®3 «O BHeceHuu nM3MeHeHuil B TpynoBoit
konekc Poccuiickoit denepannu B yact (GOPMUPOBAHHS CBEJICHUN O TPYJOBOM IEATEILHOCTH B
SJIEKTPOHHOM BHAE» [DJeKTpoHHBIM pecypc] — M., 2022. — Pexum pocryna: /!

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

®epnepanbhblii 3akoH 0T 16.12.2019 Ne 436-D3 «O BHecenun usmeHnenuii B OeepanbHblil
3akoH «O0 UWHAMBUAYaIbHOM (MEPCOHU(DUIMPOBAHHOM) YYET€ B CHUCTEME O0053aTelbHOIO
MEHCUOHHOTO CTPaxOBaHUs» [DNeKTpoHHBIM pecypc] — M., 2022. — Pexum pocryma: //

https://www.consultant.ru/document/cons_doc LAW_340238/

Vxa3 Ilpesunenra Poccuiickoit @enepanuu ot 0.03.1997 Ne 188 «O06 yTBepkaeHUn
HepevHsl CBeICHUN KOH(PHUICHIIMATBLHOTO XapakTtepa» // [DnexTpoHHslid pecypc]. — M., 2022. —
Pexxum noctyma: https://base.garant.ru/10200083/

Vka3 Ilpesupenta P® or 01.02.2005. Ne 110 «O mnpoBeaeHUM aTTECTALMKU

FOCYJapCTBEHHBbIX TpaXkJaHCKuX ciuyxamux Poccuiickon ®Penepauun». Ilonoxenue o


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/
https://www.consultant.ru/document/cons_doc_LAW_340238/
https://base.garant.ru/10200083/
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NPOBEICHUM aTTECTallud T'OCYJIAPCTBEHHBIX TPAXKAAHCKUX clykamux P // [DnekrpoHHBIN

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

Vka3 Ilpesunenta PO ot 01.02.2005. Ne 111 «O mnopsake cirayu KBaaupuKalOHHOTO
9K3aMeHa T'OCYJapCTBEHHBIMU T'Pa)IaHCKUX ciyxamux Poccuiickoit denepanuyn 1 oLEHKe UX
3HaHUI, HABBIKOB W yMeHUi». // [DnexTpoHHbIi pecypc]. — M., 2022. — Pexxum nocrtymna:

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

Vka3 Ilpesunmenta ot 01.02.2005. Ne 112 «O kxoHKypce Ha 3aMeIIeHHWE BaKAHTHOM
JOJDKHOCTH TOCYIapPCTBEHHOM TpayKIaHCKOM ciTy>k0b1 Poccuiickoit @enepanumy // [ DIEeKTPOHHBIN

pecypc]. — M., 2022. — Pexxum noctyna: https://base.garant.ru/187829/

Vxa3 Ilpesunenta PO or 16.02.2005r. Ne 159 «O mpumepnoit ¢opme ciyxeGHOTO
KOHTpaKTa O MPOXOXKICHUH TOCYIapCTBEHHON TpakaaHCKou ciryk0b1 Poccutickoii deneparuu u
3aMEIICHUH JOJKHOCTH TOCYIapCTBEHHOW TpakIaHCKOM Ciry»Obl Poccuiickoit denepammmy. //

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

Vka3 [lpesunenra Poccuiickoit ®enepanuu ot 30.05.2005. Ne 609 «O nepcoHaIbHBIX
JAHHBIX TOCYAAPCTBEHHOIO IPakIaHCKOro ciyxamero Poccuiickoit @enepau U BEIEHUN €r0
au4gHOro gema» //  [DmekTtpoHHBIM  pecypc]. — M., 2022. — Pexum gocryma:

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

Vka3 Ilpesunenta Poccuiickoit ®@enepanuu ot 18.06.2005. Ne 813 «O mnopsiake u
YCIIOBUSIX KOMaHAMPOBAHUS (pelepaibHbIX TOCYJapCTBEHHBIX T'PaXXJAHCKUX CIyXamux» //

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

Pacnopsokenune IlpaButensctBa PO ot 21.03.1994. Ne 358-3 «O06 obGecneuenun
COXPaHHOCTH JIOKyMEHTOB TI0 INYHOMY COCTaBy» // [ DneKTpoHHbIH pecypc]. — M., 2022. — Pexxum

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

Pacniopsixenue IpaButenscta PO ot 23.04.1992 No 781-p «O0 ynydieHun XpaHSHUS 1
UCIIOJIb30BAaHUS JIOKYMEHTOB IO JIMYHOMY COCTaBY»// [DneKTpoHHBIH pecypc]. — M., 2022. —

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

[Mpuka3 Muntpyaa Poccuu ot 19.05.2021 N 320 "OO6 yTBepkaeHUN (OPMBI, TTOPSIKA
BEJICHUS W XpaHEHUs TPYAOBBIX KHWXEK" // [DmekTpoHHBIN pecypc]. — M., 2022. — Pexum

nocrtyna: https://www.consultant.ru/document/cons_doc LAW_385617/

[Tpuka3 Pocapxusa ot 31.07.2023 N 77 "O6 ytBepxaenuu [IpaBuin opranuzanuu XpaHeHus,
KOMIUICKTOBAHUS, y4YeTa M HCIIOIB30BaHHUA JIOKYMEHTOB ApxuBHOro ¢onma Poccuiickoi
®denepanyy U APYTrUX apXUBHBIX JOKYMEHTOB B FOCYAAPCTBEHHBIX OpPraHax, OpraHax MECTHOTO
camOyTIpaBJIeHUs U opranuzanusx"//

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



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/
https://www.consultant.ru/document/cons_doc_LAW_385617/
https://www.garant.ru/products/ipo/prime/doc/407519908/?ysclid=lujiiaghw0184827743
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HcTouHUKH (ZOMOTHUTEIbHBIE)

®enepainbhblil 3akoH PO o1 27.07.2006 Ne 149-03 «O6 undopmanmu, tHPOpMAIIMOHHBIX
TEXHOJIOTHSIX W 3amure uHpopmanum» // [Onextponnsld pecypc]. — M., 2019. — Pexum
nocrtyna:http://www.consultant.ru.

@enepanbHblii 3ak0H 0T 26.12.1995. Ne 208-®3 «O06 akiumoHEpHBIX o0mecTBax» //
[DnexTponnsIit pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

[Toctanosnenue I[IpaBurensctBa PO ot 01.07.2022 N 1192 "O6 yrBepxaerun IIpaBun
B3aUMOJICHCTBUA MH(POPMALIMOHHOM cUCTeMbl paboToaarens, MO3BOJSIOMEH 00ecneunTh
HOJIMCAaHUE HIIEKTPOHHOTO JIOKYyMEHTa B COOTBETCTBHH C TpeOoBaHMsAMHU TpyaOBOro Kojaekca
Poccuiickoit denepanun, XpaHeHHE JEKTPOHHOTO JOKYMEHTA, a Takxke (ukcanuio ¢akrta ero
MOJlyuYeHUsI CTOPOHAMM  TPYJOBBIX OTHOIIEGHWH, U  ¢eaepanbHOH  TOCyIapCTBEHHON
uHGOpMaIMOHHON cucTeMbl "EQuHBIA MOpTam rocyAapCTBEHHBIX U MYHHUIUMAIBHBIX YCIYT

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

[locranoBnenue IlpaBurenscra P® ot 13 mas 2022 r. N 867 "O enunoil uudposoii
mwiatpopmMe B cdepe 3aHATOCTH M TPYHOBbIX oTHomeHui "Pabora B Poccum'"// URL:

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

[Tpuka3 Muntpyzaa Poccun ot 20.09.2022 N 5781 "OO yTBep)XIeHUH €TUHBIX TPeOOBaHUN
K COCTaBY U (popMaTaM JOKYMEHTOB, CBSI3aHHBIX C pab0TOM, 0pOpMIISIEMBIX B 3JIEKTPOHHOM BU/JIE
0e3 ny0aupoBaHus Ha OyMakHOM HocHTene"

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

[Mpukaz Muntpyna Poccun ot 10.11.2022 N 7131 "O06 yTBepkaeHuu Gpopmbl cBeICHUN O
TPYAOBOW  NESATETBHOCTH,  MpPENOCTaBisgieMoi  pabOTHHMKY  paboromareneM,  (HOPMBI
IPEIOCTAaBIICHUS] CBEJICHUI O TPYIOBOM AEATeTbHOCTH U3 MH(POPMAIMOHHBIX pecypcoB PoHaa
MEHCHOHHOTO M COIMAILHOTO cTpaxoBanus Poccuiickoit denepainu u nopsaka ux 3arnoiHeHus"
(Bmecte c¢ "llopsinkom 3amonHeHuss Qopmbl  "CBeneHMs O TPYAOBOM  JEsTEIBHOCTH,
npenocrabisieMble pabotHuky pabdoromatenem (CT-P)" u ¢opmer "CeeneHus o TpyIdOBOM
NEeSTeNIbHOCTH, TPENOoCTaBisieMble U3 HWH(POPMAIMOHHBIX pecypcoB (OHJIa TEHCHOHHOIO
HCOITUATBHOTO CTpaxOBaHMS Poccuiickoit denepaunn (CTA-CDP)"). //

https://www.garant.ru/products/ipo/prime/doc/405879309/

[Mpuka3z Mungpuna Poccum ot 30.03.2015 N 521 "OO6 yrBepx)aeHUN (GOpM MEPBHYHBIX
YUETHBIX JIOKYMEHTOB M PETUCTPOB OyXTaJITEpCKOr0 y4yeTa, IPUMEHSAEMBbIX OpraHamMu
rOCYyJJapCTBEHHOM  BIAacTM  (TOCYAAapCTBEHHBIMH  OpraHamM),  OpraHaMH  MECTHOIO

CaMOyYIIpaBJICHUs, OpraHaMu YIIPaBJIEHUs TOCYAapCTBEHHBIMU BHEOIO/UKETHBIMU (OHIAMH,


https://base.garant.ru/404937341/
https://base.garant.ru/404612909/
URL:https://www.garant.ru/products/ipo/prime/doc/405265705/
https://www.garant.ru/products/ipo/prime/doc/405879309/
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rOCy/IapCTBEHHBIMU (MYHULMIAIBHBIMU) YUPEKICHUSIMH, U METOINYECKUX yKa3aHUM MO HX

npumeHeHuro"// https://base.garant.ru/70951956/

[Tpuxa3z MunuctepcTBa U(GPOBOro pa3BUTHUS, CBA3M U MAaCCOBBIX KOMMYHUKaluil PD ot
18 aBrycra 2021 r. N 858 "OO0 yTBep>KIeHUHU €AMHBIX TPEOOBAHMI K MAIlTMHOUYNTAeMbIM (hopMam

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

[Tpuka3z ®oHma MEHCHOHHOTO U COLUabHOTO cTpaxoBaHusi PO ot 17 Hoabps 2023 r. N
2281. "OO6 ytBepxkneHun eauHod @opmbl "CBeneHus [UIsl BEIACHHS WHAMBHIYaJbHOTO
(mepcOHM(pHUIMUPOBAHHOIO) Yy4yeTa W CBEAEGHUS O HAYMCICHHBIX CTPaxOBBIX B3HOCAaX Ha
00s13aTeNIbHOE  COIMAJIbHOE CTPAaXxOBaHHE OT HECYACTHBIX CJIy4aeB Ha IPOU3BOJACTBE U
npodeccuoHanbHpix — 3aboneBanuii  (EDPC-1)" w  mopsnka ee  3amonHeHus”  //

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

Ob6mepoccutickuii  knaccudukarop mnpodeccuit pabouyux, JOHKHOCTEH CIIyX)alluxX M
tapu¢HbIx paspaaoB OK 016-94. M.: Muntpya Poccun, 1995 // [Dnextponnsiit pecype]. — M.,
2019. — Pexxum nocryma:http://www.consultant.ru.

O6mepoccutickuii  kinaccupukatop wuHpopmanuu o Hacemenun OK  018-95. //
[DnexTponnslit pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

OObmepoccuiickuil  kiaccudukarop ynpasieHueckoil nokymentaumu OK 011-93. //
[DnexTponnsIii pecypc]. — M., 2019. — Pesxxum noctyna:http://www.consultant.ru.

O6mepoccuiickuii KaccuUKaTop CIEeNUATBHOCTEN M0 00pa30BaHUIO // [ DIEKTPOHHBIN
pecypc]. — M., 2019. — Pexxum nocryna:http://www.consultant.ru.

YuudunupoBanusie GopMbl IEPBUUHON YUETHON JOKYMEHTAIMH 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.

KBanudukamoHHbIN CIPAaBOYHHK JOHKHOCTEH PYKOBOAMUTENEH, CIICITUATMCTOB B IPYTHUX
ciyxamux // [OnekrpoHHsii pecypc]. — M., 2019. — Pexxum noctyna: [DneKTpoHHBIH pecypc]. —
M., 2019. — Pexxum nocryma:http://www.consultant.ru.

MesxoTpacieBble YKpYITHEHHbIE HOPMaTHBBI BPEMEHU Ha PA0OTHI 110 KOMIUIEKTOBAHUIO U
y4eTy KaapoB // [InexTpoHHbii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

[lepeueHb TUIIOBBIX YIPABIECHYECKIX APXUBHBIX JOKYMEHTOB, 00pa3yIOIIHXCs B MpoIiecce
JeSITeIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYTIPABJICHUS! U OPTaHU3AIHH,
C YKa3aHHEM CpOKOB XpaHeHus // [DnektpoHHbId pecypc]. — M., 2019. — Pexum
noctyma:http:// www.consultant.ru.

IIpukaz PocapxuBa ot 20.12.2019 N 236 "O6 yrtBepxknaeHuu IlepeuHsi THUMOBBIX
YIPaBIEHYECKUX AapXUBHBIX JOKYMEHTOB, 00pa3ymomuxcs B Ipolecce JesTeIbHOCTH

TOCYJapCTBCHHBLIX OpraHOB, OPraHOB MECTHOI'O CaMOYIIPABJICHUSA U OpFaHHSaHHﬁ, C YKa3aHueM


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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cpokoB ux XxpaHeHus" (3apeructpupoBaHo B Muniocte Poccun 06.02.2020 N 57449)
[Dnmextponnblii  pecypc] // CnpaBouHo-mouckoBas cuctemMa «KOHCYmbTaHT — IITIOCY.
URL:http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW &n=345020&fld=134&
dst=1000000001,0&rnd=0.5989149124283691#09893595070554722 (mata oOparieHus:
19.10.2020)

@enepanbhblii 3akoH 0T 24.04.2020 N 122-®3 "O mnpoBeaeHUM 3KCIEpUMEHTa 110
WCIIOJIb30BAHUIO DJIEKTPOHHBIX JIOKYMEHTOB, CBs3aHHbIX C pabotoit"// HWuTepHer-mopTan
npaBoBoil uHpopmaruu  http://www.consultant.ru/document/cons doc LAW 351124/ (nmata
obpammenus: 19.10.2020)

ITpuka3z Muntpyaa Poccum ot 14.05.2020 N 240n "O6 yrtBepkaenuu Ilomoxenus o
HIOPSI/IKE TTPOBEACHHUS AKCTIEPUMEHTA TI0 UCTIOIB30BaHUIO AJIEKTPOHHBIX JJOKYMEHTOB, CBSI3aHHBIX
¢ paboroit" (3apeructpupoano B Muntocte Poccun 17.06.2020 N 58674)// nTepHeT-mopTan
npaBoBoi  MH(OpMaIUH https://www.garant.ru/products/ipo/prime/doc/74170714/,  nata
obpamenus 01.10.2020.

Jluteparypa (o0s13aTe/ibHAs)

Abynanze, . I'. JlokymeHTanimoHHOE 0OecrieueHNe yIpaBICHUs TIEPCOHAIOM : YUeOHHK
U MIPaKTUKYM JUIs akajemMudeckoro Oakanaspuata / JI. I'. AGynanze, U. b. Boinpsokkuna, B. M.
MacnoBa. — Mocksa : U3narensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AkageMUYeCKUid
Kypc). — ISBN 978-5-534-00875-3. — Texkcr : anexkrponnsiit // 9bC FOpaiir [caiit]. — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2019).

beikoBa T.A. [JlokymeHTallmoHHOE oOOecleYeHue YMIpaBJICHUs (JI€TOMPOU3BOJICTBO)
[DnexTponHsbIi pecypc] : yaebHoe mocodue / T. A. beikosa, T. B. Ky3nenosa. - 2-e uza., nepepad.
u gon. - MockBa : HWudpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

I'moroBa C.A. IIpodeccroHanbHBIN CTAHAAPT CIESIHAINCTA M0 YIIPABJICHHIO TIEPCOHAIOM
B JICATEIIBHOCTH  KaApoOBOM  cioykObl  [DnektpoHHBIi  pecypc] /I'mortoBa CBernana
AnexcanapoBHa; C. A.I7noroBa // VYmpaBneHue [TOKyMEHTalMEH: TMPOIILIOE, HACTOSIIEE,
Oyaymee : marepuansl [II-eit MexnyHnap. Hayd.-ipakT. KoH(., mocBsm. nmamaru npod. T. B.
Ky3nenosoii, Mocka, PITY, 23-24 mapta 2017 r. / M-Bo 00pa3oBanus u Hayku Poc. ®eneparym,
®depep. roc. OFOKET. yupex . BbIcHI. oOpa3oBanus "Poc. roc. rymanutapueiii yH-T", UcT.-apX.
uH-T, PaK. JOKyYMEHTOBEJIEHUS M TEXHOTPOHHBIX apX., Kad. mokymenTtoBeneHusi. - Mocksa :

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



http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/document/cons_doc_LAW_351124/
https://www.garant.ru/products/ipo/prime/doc/74170714/
http://znanium.com/go.php?id=942800
http://elib.lib.rsuh.ru/elib/000013004
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I'moroBa C.A. TeHmeHIMU pa3BUTHS KaJpOBOTO JIETONMPOM3BOJICTBA B paMKax
nporpammbel  "lludpoBas  sxoHOoMuka"  [DnekrponHbli  pecypc] /I['mortoBa Ceernana
AnekcannpoBHa; Ceernana A. 'motoBa // YnpaBieHue JoKyMeHTaMu B IUPPOBOH SIKOHOMUKE. -
Mocksa : PITY, 2019. - C. 98-103. - Pexxum noctyma : http://elib.lib.rsuh.ru/elib/000013245.

Kanposoe penompousBoactBo. Yuebnuk. / C.JI. Kysueuno, C.A. I'moroBa — M.:
W3narensctBo « TEPMUKAY, 2020. — 492 c.

Kanposoe 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 -
Texct : osnektponHbni. - URL: https://new.znanium.com/catalog/product/417566 (mara
oOpatenusi: 30.11.2019)

[TaBnoBckas, O. 0. IlpaBoBoe oGecrieueHne KaapoBOro AETOMPOU3BOACTBA : yueOHOE
noco6wue st By30B / O. FO. I1aBnoBckas. — Mocksa : U3gatensctBo FOpaiit, 2019. — 213 ¢. —
(Beicmiee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anektponsslii / IBC FOpaiit
[caiit]. — URL: https://urait.ru/bcode/445662 (nara oopamenus: 30.11.2019).

JIntepatypa (10NOJIHUTEIbHAS)

Kykapuna IO.M. CoBpeMeHHblE OpraHU3alMOHHBIE U PEIVIAMEHTHBIE JOKYMEHTBI:
¢byukuun u pasHoBugHoctH // Bectnuk PITY. 2016. No2. [Dnexrponnsiit pecype]. — M., 2019. —
Pexum JOCTYTIA: https://www.rsuh.ru/upload/iintb/files iintb/Vestnik-
RGGU/Vestnik daizi%202(4)-16.pdf.

Muxaiinuna I'.11. Ynpasnenue nepconanom, 3-e usz. - Mocksa :Jlamkos u K, 2018. - 280
c.: ISBN 978-5-394-01749-0 - Tekcr : ANEKTPOHHBIH. - URL:
https://new.znanium.com/catalog/product/415303 (nata oo6pamenus: 30.11.2019)

6.2 IlepedyeHnb pecypcoB HHGPOPMAIMOHHO-TEJTEKOMMYHHUKAIIMOHHOM CEeTH

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

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

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

- l'ocynapcTBeHHBII HH(OPMAIIMOHHBIN pecypc B OTHOLUICHUH HH(POPMAITUH O KaJIpOBOM COCTaBE

[OnexTpoHHbIli  pecypc]. — OnektpoH. maH. — M., cop. 2024. — Pexum pgocryna

https://gossluzhba.gov.ru/


http://elib.lib.rsuh.ru/elib/000013245
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
http://www.consultant.ru
https://gossluzhba.gov.ru/
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- ITopran «Pabora B Poccun» - [DnekrpoHHbIi pecypc]. — DnekTpoH. naH. — M., cop. 2024. —

Pexxum noctyma: https://trudvsem.ru/

- DnekTpoHHbI cepBuc «OnnaiHuHCcneKuus.P®y» - [DnekTpoHHBIN pecypc]. — DIEeKTPOH. JaH.

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

6.3 IIpodeccnoHanbHble 0a3bl JAHHBIX M HHPOPMALMOHHO-CIIPABOYHbIE
CHCTEMBI

Joctyn k mpodeccruoHanbHbIM 0a3aM naHHbIX: https://liber.rsuh.ru/ru/bases

WndpopmanoHHble CIIpaBOYHbBIE CUCTEMBI:

1.
2.

KoncynbranT [roc
I'apant

7 MarepuajJibHO-TeXHHYECKOe O0ecneyeHne TUCIUIINHbI

AyIuTOpHH IS TPOBEACHUS JICKIHIA U CEMUHAPCKUX 3aHATHI C TEXHUYECKIMH CPEJICTBAMH
o0yueHus (MyJIbTUMEIUA-IIPOEKTOP (BUAEONPOEKTOP), 3KpaH (IIEPEHOCHOM WM CTAllMOHAPHBIN)),
KOMIIBIOTEPHBIN KJIACC IS TPOBEACHUS JIAOOPATOPHBIX 3aHATHH.

1. Ilepeuens I1O

Nenn Haumenosanue 110 [TpousBoauTens Croco0

/m pacrpocTpaHeHHs

(ruyensuonnoe unu
6000010
PACNPOCMPAHIemMoe)
1. Adobe Master Collection CS4 Adobe JINLIEH3MOHHOE
2. Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3. Windows 7 Pro Microsoft JINLIEH3MOHHOE
4. Microsoft Office 2013 Microsoft JINIISH3UOHHOE
5. Windows 10 Pro Microsoft JINLIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JINIICH3UOHHOC
7. Microsoft Office 2016 Microsoft Jlnnen3snonHoOE
2. Ilepeyens B/l u UCC

Nonr HanmenoBanme

/m

1 | Mexnaynapoansie pedepaTuBHble HaykoMmeTpuueckue bJl, 1ocTynHble B pamMkax

HalMoHaJILHOM noamucku B 2020 T.
Web of Science
Scopus
2 | IlpodeccronanbHable MOTHOTEKCTOBBIC B/, MOCTymHBIC B paMKax HaIlMOHAJIbHOM



https://trudvsem.ru/
https://xn--80akibcicpdbetz7e2g.xn--p1ai/
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noamucku B 2020 T.
Kypnaner Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
Kypnaiusl Taylor and Francis

3 | IlpodeccronanbHbie TOJTHOTEKCTOBBIE B/

JSTOR

W3nanus no oOUIeCTBEHHBIM U TYMaHUTAPHBIM HayKaM
DnekrponHas oubanoreka Grebennikon.ru

4 | KoMIprOTEpHBIE CITPAaBOYHBIC MTPABOBBIE CUCTEMBI
Koncynbrant Ilmtoc,
l"apasT

8 Ooecneuenue 00pa3oBaTeILHOIO MPOLECCA VIS JIMI C OTPAHUYCHHBIMU

BO3MOKHOCTHAMH 310POBbSI U HHBAJIUIAO0B
B xoze peanuzanuy IUCHUIUIMHBI HCIIONB3YOTCS CIEAYIOINE JONOJHUTEIBHBIE
METOABl OOYYeHHUs, TEKYIIEro KOHTPOJIS YCHEBAaEeMOCTH M IPOMEXKYTOYHOH aTTecTalllu
00yyaroImuxcs B 3aBUCUMOCTH OT UX MHAMBHUYaJIbHBIX OCOOEHHOCTEH:

® Ui CJENbIX U CTa00BUASIINX:
- JIeKUMU O(OPMIISIOTCS B BHUJAE SJIEKTPOHHOTO JIOKYMEHTA, JOCTYITHOTO C IIOMOIIBIO
KOMIIBIOTEPA CO CIEeNHUAIN3NPOBAHHBIM MPOTPAMMHBIM 00ECIICUEHHEM;
- IIMCbMEHHBIE 33a/J1aHHS BBINOJHSIOTCS HA KOMIIBIOTEPE CO CIEHUAIN3UPOBAHHBIM
POrpaMMHBIM 0OecTieYeHIEM, UIIH MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM,;
- obecrneynBaeTcs UHIMBHUIyalbHOE paBHOMEpHOE ocBelienne He menee 300 Jrokc;
- s BBIMIOJNIHEHUS 3a/aHusl NPU HEOOXOJUMOCTH MPEAOCTABISIETCS YBEIUYMBAIOIIEe
YCTPOHCTBO; BO3MOXHO TAK)K€ MCIIOJIb30BaHHE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;
- MUCbMEHHBIE 3a/1aHUs OPOPMIISIFOTCS] YBETTMUYEHHBIM HIPUPTOM;
- 9K3aMEH U 3a4€T MPOBOJATCSA B YCTHOM (DOpME MM BBIMTOIHSIOTCS B MUCbMEHHOHN (opme Ha
KOMIIBIOTEPE.
® IS TIyXHX U CIa00CBIIIAIINX:
- Jexuud oQOpMIIAIOTCS B BHJE DSJIEKTPOHHOTO JIOKyMEHTa, JHOO MPeaoCTaBisIeTCs
3BYKOYCWJIMBAIOILAs alnapaTrypa HHAUBUAYAIbHOIO II0JIb30BaHUS;
- MUCbMEHHBIE 3a/1aHHUs BBITOJIHSIIOTCS Ha KOMITbIOTEpE B MUCbMEHHOU dopMme;
- BK3aMEH M 3a4€T MPOBOAATCS B MUCbMEHHOM (hopMe Ha KOMITBIOTEPE; BO3MOXKHO IPOBE/ICHUE
B (hopme TecTupoBaHwUs.
® Ui JMI C HAPYLIEHUSIMU OIIOPHO-JBUTATEIBHOTO alapara:
- JeKIUH OQOPMIISIOTCS B BHJE 3JEKTPOHHOTO JOKYMEHTa, JOCTYIHOTO C IOMOIIBIO
KOMITBIOTEpA CO CIEIMATU3UPOBAHHBIM ITPOrPAMMHBIM 00eCTICUeHUEM;
- TUChbMEHHBbIC 33/JlaHHs BBIMOJHSIOTCS Ha KOMIIBIOTEpE CO CIEHUAIU3UPOBAHHBIM
POrpaMMHBIM 00€CTICUeHUEM;
- 9K3aMeH U 3a4€T MPOBOJATCS B YCTHOM (pOpMe WK BBIMOIHIIOTCS B MUCbMEHHOU (hopme Ha
KOMIIBIOTEPE.
[Tpu HEOOXOAMMOCTH IIPEyCMATPUBAETCS YBEIMUEHHE BPEMEHH I MOATOTOBKHU OTBETA.
[Iponienypa  mpoBeAeHHST  NMPOMEXKYTOYHOM  aTTecTallid Uil OOyYaromuxcs
YCTaHABIMBAaETCA C YYETOM UX UHAMBUAYAIbHBIX TMCHUXO(PHU3NYECKUX OCOOEHHOCTEH.
[IpomerxyTouHas aTTecTalnysi MOXKET IPOBOAUTHCS B HECKOJIBKO 3TAIlOB.
[Ipu mpoBeneHNH NpoUeaypbl OLEHUBAHUS PE3yJbTaTOB OOydYeHHUsl MpeayCcMaTpHUBaeTCs
UCITIOJIb30BaHUE TEXHUYECKUX CPEICTB, HEOOXOAMMBIX B CBS3M C HWHIMBUAYAIbHBIMU
0COOEHHOCTSIMU 00YYarOIMIMXCs. DTH CPEJICTBA MOTYT OBbITh ITPEIOCTABIIEHBl YHUBEPCUTETOM, WU
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MOTYT MCIIOJIb30BaThCsl COOCTBEHHbIE TEXHUYECKHE CPECTBA.

[IpoBenenne mpoueaypbl OIEHMBAHHMS  pPe3yJbTaTOB  OOy4YeHMs] JIONMYyCKaeTcs C
UCIIOJIb30BaHUEM JIMCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTUH.

ObecnieunBaeTcss 10CTyn K MH(GOPMALMOHHBIM U OMOIHOrpadUyecKuM pecypcaMm B CETH
WutepHer mis kaxjaoro oOydwaromerocst B (opmax, aganTUPOBAHHBIX K OTPAHUYEHUSM HUX
3/10pOBbS U BOCTIPUSATHUS HHPOPMAIIH:

® I CIENbIX U cIa0OBUIAIINX:

- B meyaTHOU (hopMe yBEeJIMYEHHBIM HIPUPTOM;
- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B popme ayauodaiina.

® IS TIIyXUX U cIaboCHblIamuX:

- B Ie4aTHou popme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA.

® i 00y4aroIIKXCs C HapYLICHUSIMH OMOPHO-BUTATEIBLHOTO arapara:
- B Ile4aTHoi popme;

- B JopMe 3IEKTPOHHOTO TIOKYMEHTA;

- B (hopme ayanodaiina.

VY4eOHble ayAUTOPUU JUIS BCEX BUAOB KOHTAKTHOM M CaMOCTOSITENIbHOM pabOThl, HayyHas
6ubIMOTEeKa M MHbIE MOMEIICHUS s 0Oy4eHHUS OCHAIIECHBI CIEeUaATIbHBIM O00OPYJOBaHUEM U
y4eOHBIMU MECTaMH C TEXHUYECKUMHU CPEJICTBAMU O0yUEHUS:

® I CIenbIX U cIa0oBUIAIINX:

- YCTpOHCTBOM JuIsl cKaHupoBaHUs U uyTeHus ¢ kamepoit SARA CE;

- nucrieeM bpaitns PAC Mate 20;

- npuHTepoM bpaiinsg EmBraille ViewPlus;

® IS TIIyXUX U cIabocCbllIamumx:

- ABTOMATU3MPOBAaHHBIM pabOYUM MECTOM /s JIIOJed C HapylleHHeM ciyXxa |
¢71a00CIIBIIIAIINX;

- aKyCTUYECKUH YCUIIMTEIb U KOJIOHKH;

® 115 00YyYaOLIUXCS C HApyIIEHUSIMH OTIOPHO-/IBUTATEJILHOTO anmapara:
- IEPEABMKHBIMU, PETYINPYEMBIMU 3proHoMuueckuMu napramu CU-1;
- KOMIIBIOTEPHON TEXHUKOW CO CHeMaIbHBIM ITPOrPaMMHBIM 00€CIICUEHUEM.

9 MeroauvecKkue MaTepHAJIbI

9.1 Ilnanbl JJa0OPATOPHBIX 3AHATHHM.

TEMAL. (4 u.) BAKOHOJATEJIbHAA PETJTAMEHTALIMA JOKYMEHTHPOBAHUA
KAJIPOBOM JESATEJILHOCTU B P®

3AJTAHMSL.

1. Tlpoanammsupyiite TpymoBoii kogekc Poccuiickoit Deaepamnuu v ONpeaeIuTe TpeOOBaHUS K
cocTaBy ¥ 0(hOpMIICHUIO JOKYMEHTOB, PETJIaMEHTUPYIOIIUX TPYIOBbIE OTHOIICHHS.
2. llpoanamusupyiite TpymnoBoit kogekc Poccuiickoit deneparuu u onpenennte TpeOOBaHUS K

(GYHKIMAM KaZpOBOH CITy>KOBI.
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YKA3AHUS 10 BBITIOJIHEHUIO 3AJTAHUI

1. Uzyuute TpyaoBoil KOIAEKC A BBIICHUTE, KAKHUMH JIOKYMEHTaMH MPEIyCMOTPEHO
opopmileHHE TpueMa, I[epeBOJla, VYBOJIbHEHHUS, KOMaHIUPOBAHUS, TUCIUILUIMHAPHOTO
B3BICKAHUS U TPEJOCTaBICHUS OTIMycka paboTHUKaM. CocTaB JOKYMEHTOB (PUKCHUPYETCS IO
KOKJI0M oTaensHOM mponeaype. OOpatute BHUMaHUE HA CPOKH MOJTOTOBKH JIOKYMEHTOB,
YCTaHOBJICHHBIE 3aKOHOIATEIIBHO.

P €3yJIbTAaThl 3a/laHUA MOT'YT OBITh MMpCACTaBJICHBI B BUIIC Ta6J'II/II_IBIZ

IIpouenypa Buael Homep Cpoku, Coaepixannue,
JAOKYMEHTOB CTATbH CBSI3aHHBIE € odopmieHue
AOKYMEHTOM

[Tpuem Ha paboTy

IlepeBoa

[IpenocraBnenue
OTIyCKa

IToonipenue

JucuunnuHapHoe
B3bICKaHUE

KomManaupoBanue

VYBonbHEHUE

2. Wzyuure TpynoBoil KOAEKC U OmpenenuTe 00sS3aHHOCTH PabOTOoAaTelNs MO OTHOIICHHUIO K
paboTHHKY, KOTOpbIE ycTaHOBJIEHBI B Kojiekce mpu BO3HUKHOBEHUU TPYAOBBIX OTHOIICHUH.

Ha »T0i1 ocHOBe cocTaBbTE NIEpeUeHb (PYHKIIHM, BBIIOTHAEMBIX KaAPOBOH CITyKOOM.

KOHTPOJIBHBIE BOITPOCHI.
1. IlepeyncauTb OCHOBHBIE BHJIbl JOKYMEHTOB, HCIOJIb3yEMbIE I JOKYMEHTHUPOBAaHUS
TPYZIOBBIX OTHOIIICHH, YCTAHOBJICHHBIX B TPYIOBOM 3aKOHOJATEIbCTBE.

2.  HazoBwute THMOBBIC (QYHKIIMH KAIPOBOW CITY>KOBI.

NCTOUYHUKU

TpynoBoit konekc Poccuiickoir ®Depeparuun ot 30.12.2001 Ne 197-@3. Ilpunar
lNocynapctBennoit Jymoii 21 gexabps 2001r. (B pen. ot 29.12.2010) // [DnekTpoHHsbIi pecypc].
— M., 2019. — Pexxum pocryna:http:// www.consultant.ru.

[Ipuka3z Muntpyna Poccun ot 20.09.2022 N 5781 "OO0 yTBep:k1eHUU €AUHBIX TPEOOBaHU
K cOCTaBy U hopMaTaM JIOKyMEHTOB, CBA3aHHBIX C pabOTOH, 0(OpMIIIEMBIX B JIEKTPOHHOM BHJIE
6e3 nyOonupoBaHusa Ha OyMaXHOM Hocutese"

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



http://www.consultant.ru
URL:https://www.garant.ru/products/ipo/prime/doc/405265705/
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- OnekTpoHHbIN cepBuC «OnnaiHuHCneKIUa. PDy» - [OnekTpoHHbIN pecypc]. — DJIEKTPOH. JaH.

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

JIMTEPATYPA

Abyname, 1. I'. JlokyMeHTaIMOHHOE OOECTICUeHUE YIPABICHUSI IEPCOHATIOM :
y4eOHHK M TPAKTUKYM JJI akagemuueckoro 6akanaBpuara / 1. I'. AGynanze, U. b. Beimpsokkuna,
B. M. MacnoBa. — MockBa : MzmarenbctBo HOpaiit, 2019. — 299 c. — (bakanasp.
Axanemudeckuit kypc). — ISBN 978-5-534-00875-3. — Tekcr : anekrponsnsiit // 9bC FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/433411 (mara oopamenus: 30.11.2019).

KanpoBoe nenompousBonctBo: Haumnaem c¢ Hynsa. Ayautr cBoumu cunamu / W.B.
Kypasnesa, M.B. XKypasnesa. - 2-¢ uza. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Hom. mar. znanium.com). - (IIpocto, xpatko, ObicTpo). (0) ISBN 978-5-16-008986-7 -
Texct : oanektponHbni. - URL: https://new.znanium.com/catalog/product/417566 (mara
oOpatuenusi: 30.11.2019)

[TaBnoBckas, O. FO. IIpaBoBoe obecneyeHre KaapoBOro JEIONPOU3BOACTBA : yueOHOE
noco6ue st By30B / O. FO. I1aBnoBckas. — MockBa : U3zgatensctBo FOpaiit, 2019. — 213 ¢. —
(Beicmiee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrponssiii / IBC FOpaiit
[caiit]. — URL: https://urait.ru/bcode/445662 (nara oopamenus: 30.11.2019).

MaTepnanbno-Texnnqecxoe o0ecrnevyeHue 3aHIATHS:

1. TpynoBoii konekc P®D.

TEMA 2. (4 4.) PASPABOTKA OPTAHM3ALIMOHHLIX JIOKYMEHTOB B KAJIPOBOM
CJIYXBE

SAJJAHUA

1. TIpoananusupyiiTe opraHnu3anuio pabotsl ¢ kagpamu B 3A0 “Brimnen”.
2. Pazpaboraiire [lonoxenne 06 otaene kagpoB 3A0 “Brimnen”

3. PazpabotaiiTe TOKHOCTHYIO HHCTPYKIIUIO JIJIs1 OJTHOTO U3 COTPYTHUKOB KaJIpPOBOM CITY>KObI

YKA3AHMWA 110 BBIIIOJIHEHUIO 3A TAHU A


https://xn--80akibcicpdbetz7e2g.xn--p1ai/
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1. Ilpoananu3upyiite koMmiiekc AOKyMeHTOB 3AO “Beimnen”, BbIABISS  €r0 CTPYKTYpY,
YHCIIEHHOCTb, HAIIPaBJICHUS JIeATeNbHOCTH O0111eCcTBAa U 0COOEHHOCTH OpraHU3alMK KaJApOBOM
paboTHI.

2. Ha ocHoBe kBaIM(PUKAIIMOHHOHN XapaKTEPUCTUKH PYKOBOIUTENS KaapoBoi ciryx0b1, Y COP/I,
TpynoBoro kojekca ¥ TpeOOBaHUII WHBIX HOPMATHUBHBIX W METOJUYECKUX JOKYMEHTOB
paspabotaiite u opopmute npoekT [lonoxenus o6 otaene kaapos 3A0 “Brimmen”.

3. Ha ocHoBe KBaJM(pUKALMOHHBIX XapaKTEPUCTUK PabOTHUKOB KaapoBoil cimyx0el, YCOP/]
paspaboTaiiTe mpoeKT JOKHOCTHON HMHCTPYKLIMU OJHOTO U3 COTPYJHHUKOB OT/AENa KaJpoB

3A0 “BpiMmien” 1 0pOpMHUTE €r0 B COOTBETCTBUHU C YCTAHOBJIEHHBIMU TPEOOBAHUSAMHU.

KOHTPOJIBHBIE BOITPOCHI

1. Tlepeuncnute 3a1a4u U PYHKIUU KaIPOBOH CITYKOBI.

2. Kakue 10OKyMEHTHI perjlaMeHTHUPYIOT padoTy C IEPCOHATIOM OpraHU3aLUuu?

3. Ha ocHOBe, KakuxX JIOKYMEHTOB pa3pa0aThIBAIOTCS TOJOXKEHHE O KaJApOBOW CIyk0e u
JOJKHOCTHBIE HHCTPYKLUU €€ COTPYAHUKOB?

4. KaxoBa CTpyKTypa TEKCTOB MOJIOKEHHS O KaJIpOBOM CIIy>K0€ U JOJKHOCTHON MHCTPYKIUH?

5. Korma monoxkeHue o KaApoBOM ciuyxk0e mpuoOperaeT ropumuieckyro cuiny? Korma oHo
TpebyeT nepepaboTku?

6. Ilepeuncnure obmue TpeOOBaHMSI K OOPMIICHUIO OPTaHU3AIMOHHBIX JJOKYMEHTOB.

NCTOUYHUKHU

TpynoBoit konekc Poccuiickoin ®Depeparuu ot 30.12.2001 Ne 197-@3. Ilpunar
I'ocynapctBennoit ymoit 21 nexadps 2001r. (B pen. ot 29.12.2010) // [DnexTpoHHBIH pecypc].
— M., 2019. — Pexxum pocryna:http:// www.consultant.ru.

YHuduuupoBaHHass CHCTEMa OpPraHU3AIMOHHO-PACTIOPSIUTEIHHON JTOKYMEHTAIIHH.
VYHuduurupoBaHHsle (OpMbI, HHCTPYKIIMM U METOJUYECKUE MaTepHalbl 10 MX MPUMEHEHHIO.
M.1982 // // [Onextponnsiit pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

KBanudukaoHHbIl CIPaBOYHUK JOJDKHOCTEH pYKOBOIMTENEH, CHENHaIuCTOB U
cryxkammx. M., 2002/ //  [DnexkrtponHsnii pecypc]. — M., 2019. - Pexum
nocrtyma:http:// www.consultant.ru.

[Tpuka3z Muntpyna Poccun ot 20.09.2022 N 5781 "OO0 yTBep:k1eHUU eAUHBIX TPeOOBaHMIA
K cocTaBy U opMaTam JJOKyMEHTOB, CBSI3aHHBIX C paOOTOH, 0(OPMIIIEMBIX B SJIEKTPOHHOM BUJIE

0e3 myOnmpoBaHus Ha OyMaXHOM HocHTese"


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

- DnekTpoHHbIN cepBUC «OHnaiHuHCEeKIUA. PDy» - [DnekTpoHHBIN pecypc]. — DIEKTPOH. JaH.

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

JINTEPATYPA

I'motora C.A. IlpodeccroHanbHbIi CTaHAAPT CIEIHATMCTA MO YIPABICHHUIO TEPCOHAIOM
B JICATENIBHOCTH  KaJpoBOM  ciayxObl  [DnexkTpoHHblii  pecypc] /I'morosa Ceeriana
AnexcanapoBHa; C. A.I7noroBa // YmpaBieHHWe ITOKyMEHTalMEH: TPOILIOE, HACTOSIIEE,
Oynyuee : marepuansl [ll-eii MexnyHap. Hayd.-pakT. KoH]., mocBsml. namsata npod. T. B.
Ky3uenosoii, Mocksa, PI'TY, 23-24 mapta 2017 r./ M-Bo 00pa3oBanus u Hayku Poc. Denepanuu,
®enep. roc. OHKET. yupeka. Beicl. oOpazoBanus "Poc. roc. rymanutapusiii yu-1", McT.-apX.
uH-T, ®ak. JOKyMEHTOBEIEHHUs U TEXHOTPOHHBIX apx., Kad. moxymenrtoBenenus. - Mocksa :
Tepmuka.py, 2017. - C. 451-457. - Pexxum noctyna : http://elib.lib.rsuh.ru/elib/000013004.

Kykapuna IO.M. CoBpeMeHHble OpraHM3alMOHHBIE U PErJIAMEHTHBIE JOKYMEHTHI:
¢bynkiuu u pasHoBugHocty // Bectnuk PITY. 2016. Ne2. [Dnekrponnsiit pecypce]. — M., 2019. —
Pexum JOCTyTIA: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik daizi%202(4)-16.pdf.

[TaBnosckas, O. FO. IlpaBoBoe obecnieyeHre KaapoBOTo JEIONPOU3BOACTBA : yueOHOE
nocoOue jutst By30B / O. FO. ITaBnosckas. — MockBa : M3natensctBo HOpaiit, 2019. — 213 ¢. —
(Beicmiee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anexkrponsslit / IBC FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (mara obpamenus: 30.11.2019).

MaTepI/IaHLHO-TEXHI/I‘IECKOE o0ecreuyeHue 3aHATH:

1. TpynoBoii kogekc PO
YCOP/1

KBanudukanroHHble XapaKTepUCTUKU paOOTHUKOB KaJAPOBOM CITyKObI

A

Kowmruiekr nokymentos 3A0 “Bemvmen”
y

TEMBI 3-7 (10 u.). IOKYMEHTUPOBAHME KAJIPOBOW JESTEJALHOCTH

3AJAHUSL:


URL:https://www.garant.ru/products/ipo/prime/doc/405265705/
https://xn--80akibcicpdbetz7e2g.xn--p1ai/
http://elib.lib.rsuh.ru/elib/000013004
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf

30

1. M3yuute 3aKOHOIATENbHBIE TPEeOOBAaHHMS K  COJEPKAaHUI0O U OQOPMIICHHIO  TPYAOBOTO

noroBopa. [loAroToBsTE MPOEKTHI JOKYMEHTOB TI0 MPUEMY Ha padoTy.

2. [ToaroroBbTE MPOEKTHI IOKYMEHTOB IO TEPEBOy Ha APYTYIO paboTy.

3.HOI[1"OTOBBTC IMPOCKTBI HOKYMCHTOB O IIPCAOCTABJIICHUU OTIIYCKA, IIPOCKTbBI HTOKYMCHTOB O

KOMaHANPOBaHUU pa6OTHI/IKa

4.IToaroToBbTE NPOEKTHI JOKYMEHTOB O MOOILIPEHUH PAOOTHUKA M TPOEKTHl JOKYMEHTOB O

BBIHCCCHUHN JUCHUIIIMHAPHOTO B3bICKAHUA.

5.IloaroToBbTE MPOEKTHI JOKYMEHTOB 00 H3MEHEHUH (aMuiInu paOOTHUKA U MPOEKTHI

JOKYMEHTOB O PacTOPXEHUH TPYJOBOTO JOTOBOpA.

YKA3AHUS 10 BBINTOJIHEHUIO 3AJTAHUI

Ha ocHOBe maTepuanoB Ie0BOW UTpHI (CIIPaBOYHbIE JaHHbIE O paOOTHHUKE) M TpeOOBaHUN
TpyaoBoro kojaekca MOArOTOBUTH TPYAOBOM J0roBOp ¢ paOOTHUKOM, O(OpMHTE IPHUKA3 O
npuemMe paboTHUKA Ha paboTy (CTYAEHThl MOTYT COCTaBUTh IPUKA3 IO OOLIMM MpaBUiIaM
o(opMiIeHHs] IPUKA30B WM BOCIOIb30BATHCS YHUUIIMPOBaHHOM popmoit T-1). 3anonHuTs
Jlmunyro xaprouky pabotHuka (dopmy T-2.) Omnpepenutb cOCTaB JIOKYMEHTOB,
MCIOJIb3YEMBIX U CO3/IaHHBIX MU NPUEME Ha paboTy, KOTOPbIE (POPMHUPYIOTCS B IMUHOE AEIIO
paboTHHKA.

Hcnonb3ys Matepuanbl A€I0BOM MIpbl (CIIpaBOYHbIE JaHHBIE O PAOOTHHMKE) U yUUTHIBas
TpeboBanus TpynoBoro kogekca opopMUTh mepeBo pabOTHUKA (IO €ro WHUIMATUBE U 1O
VMHHUIMATHBE PYKOBOJIUTEINSI CTPYKTYPHOTO TOJpPA3NEeNeHus1) HA JPYTryl paboTy B TOH ke
opranuzanuy. CocTaBuTh 3asdBICHHE, NIPEICTABICHUE, YBEJOMIIEHHE U O(DOPMUTH NPHUKa3 O
nepeBojie pabOTHUKA Ha APYTyo paboTy (1o oOLIMM npaBuiiaM 0QOpMIIEHHS PUKA30B WIN
BOCIIOJIb30BaThCs yHU(pULmpoBaHHOH (popmoit T-5). Buectn nannsie B JIMuHyI0 KapTOUKy
paborauka (popmy T-2.) OnpenenuTs cOCTaB JOKYMEHTOB, UCIOJIB3YEMBIX M CO3JaHHBIX
P TIEPEBOJIC HA APYTYIO paboTy, KOTOpbie (OPMHUPYIOTCS B IMYHOE JI€7I0 pAaOOTHHKA.
Hcxons u3 maTepualioB JIlOBOW UIPHl (CpaBOYHbBIE JaHHBbIE O PabOTHUKE) , OPOPMUTH
©KErOJHbIM OYepesHONW OIIauMBaEeMbI OTIYCK M OTIYCK 0e3 COXpaHeHHs 3apaboTHOM
riatel. COCTaBUTh TpaguK OTIYCKOB, OQOPMHUTH MPHUKA3 O MPEJOCTABICHUH OTITycKa (110
o01uM npaBuiiaM 0(hopMIICHHS TPUKA30B WU BOCIIOJIB30BATHCA YHUPUITUPOBAHHON (OpMOI

T-6) . Buectu gannbie B Jlnunyio kaptouky pabotnuka (hopmy T-2.).
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Hcnonb3ys mMaTepuaibl AEIOBON MIpbl (CIPaBOYHBIC JaHHBIE O PAOOTHUKE) MOJITOTOBUTH
NpUKa3 O HANpaBJICHWU paOOTHHMKA B KOMaHAMPOBKY (1O OOIIMM TpaBuiIaM O(OpMIICHHUS

MPUKA30B WJIM BOCIIOIB30BaThCs YHUPHUITUpOBaHHOU popmoit T-9).

Hcnone3yss Matepualibl JeIOBOW UTPHI (CIIPaBOYHBIE JAaHHBIE O PabOTHHKE), O(QOPMUTH
NpUKa3 O MOOUIpeHHH paboTHUKA (MO OOUmMM mpaBUiIaM O(QOPMIICHHS MPUKA30B WIH
BOCIIOJIb30BaThCs yHUDUIMpoBanHou ¢opmoit T-9). BHectn maHHBIE O TOOIIPEHUH B
Jlnunyro kaprouky pabotHuka (dopmy T-2.). OmnpemenuTb cocTaB JOKYMEHTOB,
UCTOJIb3YEMBIX NPH O(OPMIIEHUH TOOLIPEHUs, KOTOpble (OPMHUPYIOTCS B JIMYHOE JIEJIO

paboTHHKA.

Ha ocHoOBanmnu MaTcprajioB HCHOBOﬁ Urpbel COCTaBHUTb O6’B§ICHI/ITCJ'IBHYIO 3aIlIMCKy O
JAUCHUIITIMHAPHOM MPOCTYIIKC, NOKJIAAHYIO 3allMCKY O HAPYHICHUU prI[OBOﬁ JAUCLUIIIINHBI,

[MpUKa3 O HAJIOXKCHUH JUCHUIUIMHAPHOI'O B3bICKaHMS.

Hcnonb3ys Marepuanbsl AEJOBOM Urpbl (CIpaBOYHBbIC JaHHbIE O pabOTHUKE) OPOPMUTH
IpeKpalleHue TPyJOBOIO JIOrOBOpa IO MHUIMATHBE pabOTHMKA, IO WHUIMATHUBE
paboTtoaaresns, o 00CTOATENbCTBAM, HE 3aBHCALIMM OT BOJH CTOPOH. ONpeaenuTh cocTaB
JIOKYMEHTOB, KOTOpPBIMU odopmisieTcs Kaxnaas cutyauud. OdopMuth mnpukas 0
IPeKpaIleH!H JeHCcTBUS TPYI0BOTIO 10roBopa (1o o0ImuM npaBuiiaM ohopMIIEHUS IPUKA30B
WK BOCHOJIB30BaThCs yHU(pHULIMpOBaHHOM hopmoii T-8). BHecTn nanHble 00 yBONIBHEHUH B
Jlmunyro kapTouky pabGotHuka (popmy T-2.). Ompenenuts cocTaB JIOKYMEHTOB,
UCTIONB3YEMBIX TIPH OQOPMIICHHH YBOJBHEHUS, KOTOpbIE (DOPMHUPYIOTCS B JHYHOE JIEIO
paboOTHHKA.

CocrtaBbTe MPOEKT MpHKa3za 00 U3MEHEHWU (paMUIMM, NPUBEAUTE BO3MOXKHBIE OCHOBAHUS

JUIS U3JaHUs TAKOTO MPUKa3a.

KOHTPOJIBHBIE BOITPOCBI:

Bolaenute oCHOBHBIE JOKYMEHTUPYEMBIE 33]1a4M KaJpOBON AESITEIBHOCTH.
OxapakTepu3yiite CTpYKTypy TEKCTa TPYJOBOIO JIOTOBOpA, NEPEUYUCINUTE CYIIECTBEHHBIE
MOJIO’KEHUS TPYAOBOTO JI0r0OBOPA.

SABnstorcs i yHUPUIEPOBaHHBIE (OPMBI 00513aTEIBHBIMU ?

Ha ocHoBe TpebOoBaHuil K TpPyJOBOMY JOTrOBOpY, OINPENEIUTh MOPSIIOK O(OpMICHUS

JIOTIOJTHUTEILHOTO COTJAIICHHs (M3MEHEHHUS K TPYJO0BOMY JOTOBOPY).
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5. Kakumu TpeOOBaHMSMHU JOJDKHA PYKOBOJCTBYETCS KaJapoBas cCiyx0a mpu ohopMIIEeHUH

MIPHUKA30B B TEKCTOBOH opme?

NCTOYHUKHU

TpynoBoit konekc Poccuiickoit ®@enepanun. Ilpunar I'ocynapcrBennoit dymoit 21
nekabpst 200Ir. . ( ¢ w3m. u gom.) // [DnextpoHHbii pecypc]. — M., 2019. — Pexum
nocryma:http:// www.consultant.ru.

YHuduuupoBaHHsie (HOpMbI IEPBUYHOM YUETHON TOKYMEHTALMU 0 y4YeTy TpyZa U ero
OILJIaTHI. 4.1. M.,2004// // [Dnextponnblii pecypc]. — M., 2019. — Pexum
nocrtyma:http:// www.consultant.ru.

Oo6mepoccuiickuii kinaccudukaTop npodeccuid padouux, MTOJDKHOCTEH CIYKaluX M
tapu¢HbIx paspsanoB OK 016-94. M.: Muntpyn Poccuu, 1995. //// [Onekrponnslit pecypc]. — M.,
2019. — Pexxum nocryma:http://www.consultant.ru.

O6mepoccuiickuii  knaccupukatop uHbopmanuu o Hacerenuu OK 018-95. M.:
Muntpyn Poccum, 1996 //// [DOnektponnsiii pecypc]. — M., 2019. — Pexum
nocrtyna:http://www.consultant.ru.

Oo6mepoccuiickuii knaccuduraTop ynpasineHueckor mokymeHtamuu OK 011-93. M. :
loccranmapr Poccun, 1994 /I [OnexTpoHHbIi pecypc]. — M., 2019. — Pexum
nocrtyma:http:// www.consultant.ru.

Obmepoccuiickuil knaccudukarop crenuanbHocTeil mo obpazoBanuio OK 009-93.
M. : Toccranmapr Poccun, 1995 //// [Onekrponnsii pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

[Tpuka3z Muntpymaa Poccun ot 20.09.2022 N 5781 "O0 yTBEpKI€HUH €AMHBIX TPEOOBAHMIT
K COCTaBY U (popMaTaM JOKYMEHTOB, CBSI3aHHBIX C pabOTOM, 0(OPMIISIEMBIX B SJIEKTPOHHOM BU/IE
6e3 nyOnupoBaHus Ha OyMakHOM HocuTesne"

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

- OnekTpoHHbI cepBUC «OHnaHuHCHEKIUA. PDy - [DneKkTpoHHBIN pecypc]. — DIEKTPOH. AaH.

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

JIMTEPATYPA
Abynanze, . I'. JlokymeHTanmonHoe o0ecrieueHre yrnpaBieHUs IIEPCOHAIOM : YUeOHUK

U MIPAKTUKYM JUIs akajemMudeckoro Oakanaspuata / [I. I'. AGynamze, U. b. Bempsokkuna, B. M.


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
URL:https://www.garant.ru/products/ipo/prime/doc/405265705/
https://xn--80akibcicpdbetz7e2g.xn--p1ai/
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MacnoBa. — Mocksa : U3narensctBo HOpaiit, 2019. — 299 ¢. — (bakanaBp. AkageMUYecKHii
Kkypc). — ISBN 978-5-534-00875-3. — Texkcr : anexkrponnsiii // DbC FOpaiir [caiit]. — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2019).

KanpoBoe nenonpousBonactBo: Haumnaem c¢ Hynsa. Ayautr cBoumu cuiamu / W.B.
XKypasnesa, M.B. Xypasnesa. - 2-e uz. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Hom. mar. znanium.com). - (IIpocto, xparko, 6bicTpo). (0) ISBN 978-5-16-008986-7 -
Texcr : onexkrponnsni. - URL: https://new.znanium.com/catalog/product/417566 (mata

obpamenus: 30.11.2019)

MaTepI/IaﬂbHO-TeXHI/I'leCKOC odecrneyeHue 3aHATHS:

Tpynosoii konekc PO.

YHauduurpoBanusie GOPMBI IEPBUUHON YUETHOH TOKYMEHTALINH.

Matepuanbl 1€710BOM UIPbI, COAEpKaAIINe CIPAaBOYHbINA JaHHbIE O pabOTHHUKE, MH(OPMALIUIO O
€ro TPYAOBOH EATENBHOCTH.

OOwepoccuiickue KiacCu(pUKaTOPHI.

Tema 8 (2 u.) TPYJIOBASI KHUDKKA

SAJJAHUA
1. IlpoanamusupoBath TpynoBoil koxekc P®, IlpaBuna BeneHUs M XpaHEHUS TPYAOBBIX
KHMKEK, MHCTPYKIHIO 110 3aIIOJIHEHUIO TPYI0BOM KHUKKH. BBISICHUTS ITpaBuiia 3aBeeHUS
Y TIOPSIOK BEJICHUS TPYAOBBIX KHIXKEK.
2. 3anonHuTh OJaHK TPYAOBOM KHUKKHU CBEJCHUSAMHU O pabOTe U YBOJIbHEHUH.
3. Ilpoananu3upoBaTh MPEATIOKEHHbIE KOMUU TPYIOBBIX KHIKEK, OOBSICHUTH OIIMOKH B
0hOpMIICHUU U BEJICHUU.

4. 3apeructpupoBaTh OPOPMIICHHYIO TPYJIOBYIO KHIKKY.

VYKA3AHUS 10 BBITIOJIHEHUIO 3AJTAHUI

. N3yunte TpynoBoit koaexkc PD, I[lpaBuna BeaeHUS W XpAHEHUS TPYIOBBIX KHIXKEK,
UHCTPYKIHUIO TIO 3aIOJTHEHUIO TPYIOBBIX KHUKEK .

YcTaHOBUTS:

-3aKOHOJIaTEJIbHbIE U HOPMATUBHBIE TMOJIOKEHUSI O CTAaTyce TPYAOBOM KHUXKKE, TOPSJIKE €e

oQopMIIeHUS U BEICHUS;
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- HOpMaTHBHbIE TPeOOBAHUS O AyOIUKATE TPYAOBOM KHUKKH;
- HOpMaTHBHbIE TPEOOBAHUS O BKJIAJBIIIE K TPYAOBOM KHUXKKE.
2. Hcnonw3yss TpemyioKEHHbIE MaTepHaibl HETOBOH WIphl W MaTepHallbl 3aHITHH O
JOKyMEHTHPOBaHHUHU TIpHEMa, NEPEeBO/Ia, YBOJIBHEHNSI BHECTH COOTBETCTBYIOIIUE 3alUCH
B TPYJIOBYIO KHUXKKY.
3. UByuuts npenioKeHHbIe KOMUU TPYAOBBIX KHIDKEK, BHISIBUTH OIIMOKH B O(OPMIICHUH U

WCIIPABIICHUSAX HA TUTYJBHOM JIUCTE, B pa3zeine «CBeaeHus o paborey.

KOHTPOJIBHBIE BOITPOCHI

1. B xako# cpok JoykHa OBITH 3aBEl€HAa TPYAOBas KHUXKKA MPHU MOCTYIJICHUH pabOTHHKA Ha
paboty BnepBble?

2. B kakux cioy4asx KaJapoBas Clly>k0a MMeeT IpaBoO BbLIATh TyOiIMKaT TPYAO0BOW KHUKKH?

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

4. Kak oopmiisiercs Bbliaya BKJIaAblla K TPYJOBON KHUKKE?

5. Kakoe cTpyKTypHOE MOJpa3/eicHue OpraHU3alUM XPaHUT OJaHKH TPYIOBBIX KHHUKEK M
BKJIQJIBILIEH K HUM?

6.Kak ncnpaButh ommbKy, 0OHApYKEHHBIE HA TUTYJIBHOM JIUCTE TPYIOBONH KHMKKH?

7.Kak ucnpaButh ominOKu, 0OOHapy>KEHHbIE B 3aNI0JHEHUH pazaena «CBeneHus o padbore»?

NCTOYHUKN
Tpynosoit konekc Poccuiickoit ®enepaunu. Ilpunar rocymsapctsenHoi dymon 21
nexkabps  200Ir.  //  [DnekrponHeld  pecypc]. — M.,  2019. -  Pexum
noctyma:http:// www.consultant.ru.
ITpuka3 Muntpyna Poccun ot 19.05.2021 N 3201 "OOG yTBepkaeHUU (OPMBI, MOPsIKA

BEJICHUS U XPaHEHUS TPYAOBBIX KHIKEK' .

JIMTEPATYPA
I'moroBa C.A. TeHnneHuuU pa3BUTHUS KaJpOBOIO JEJIONPOM3BOACTBA B paMKax
nporpammbl  "lludpoBas  sxoHomumka"  [DnexkTtpoHHBIM  pecypc] /['moroma Ceetiana

AnexcanapoBHa; Cernana A. ['moToa // YrpaBneHue 1oKyMeHTaMu B IU(PPOBOM SKOHOMHUKE. -

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


http://www.consultant.ru
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KanpoBoe nenonpousBoacrBo: Haumnaem ¢ Hyms. Ayautr cBoumu cwiamu / W.B.
XKypasnesa, M.B. Xypasnesa. - 2-¢ uzn. - Mocksa : HUL] MIHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Hom. mat. znanium.com). - (ITpocto, kparko, 6wicTpo). (0) ISBN 978-5-16-008986-7 -
Texcr : onexkrponnwid. - URL: https://new.znanium.com/catalog/product/417566 (nmata
obpamenus: 30.11.2019)

[TaBnoBckas, O. 0. IIpaBoBoe obecrieueHne KaapoBOTO ACIOMPOU3BOICTBA | yUeOHOE
nocobue 115t By30B / O. 1O. IlaBnoBckas. — Mocksa : U3narensctBo FOpaiit, 2019. — 213 ¢. —
(Bricmee obpazoBanue). — ISBN 978-5-534-11565-9. — Texkct : anektponnsiit / ObC HOpaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nata o6pamenus: 30.11.2019).

MarepuaibHO-TeXHUYECKOE olecriedeHne 3aHATHS

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

[Ipumepsl 3aM0THEHHBIX TPYAOBBIX (KHUKEK C OIINOKaMM)

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

3AIAHUS

1. Tlpoananu3upyiite HOMEHKIATYPY JA€a KaapoBoi ciayx0bl 3A0 “Brimmnen”.

2. CocTaBbT€ TPOEKT HOMEHKJIATYpHI el oTaena kaapoB 3A0 “Beimmen” Ha cinemyrommi
KaJICHJApHBIN TO/I.

3. Tlpoananusupyiite TpeOOBaHHE 3aKOHOAATEIHHBIX M HOPMATHBHBIX JJOKYMEHTOB K COCTaBY
JIOKyMEHTOB JIMYHOTO JIeJa.

4. Cdopmupyiite muaHoe aeno cotpyaauka 3A0 “Beivmen” u cocTaBbTe BHYTPEHHIOKO OIMHUCH

JAOKYMCHTOB JIMYHOTO JcJja.

YKA3AHUS 10 BBIITOJIHEHUIO 3AJTAHUI

1. C yueToM Tpe6OBaHI/II>'I HOPMATUBHBIX NOKYMCHTOB HpoaHaHHSHPYﬁTC HOMCHKIJIATYpy J€JI

3A0 “BeiMmmen”, ompenenss €€ BHJI, KIACCU(PHUKAIMOHHYIO CXEeMy, OCOOEHHOCTH
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(hopMyIMpPOBaHHUS 3ar0JIOBKOB, HCTOUHUKH U IIPABHIIBHOCTH YCTAHOBIICHHSI CPOKOB XPaHEHHUSI.
Omnpenenure nepexoasine J1eia, BKIIOUEHHBIE B 3Ty HOMEHKIATYPY.

2. Ha ocHoBe Tpe6oBaHuii OCHOBHBIX MpaBui pabOThl ApXMBOB OpPraHM3AMil U THIIOBOTO
IepeYHsl YNpPaBICHUYECKUX JIOKYMEHTOB €O CpOKaMH XpaHEHUS  COCTaBbTE MPOEKT
HOMeHKIaTypsl e 3A0 “BriMnen” Ha cienyromuil kanenaapssiil roa. [Ipoekt opopmute B
COOTBETCTBUH C YCTAHOBJICHHBIM HOPSAIKOM.

3. Uzyuuts Yka3 [Ipesunenta PO Yka3 [Ipesunenra Poccuiickoit @eneparuu ot 30 mast 2005 r.
No 609 «O mepcoHaNbHBIX JAHHBIX TOCYJAPCTBEHHOTO I'pakAaHCKOro ciyskaimiero Poccuiickoi
®denepali U BEJIEHUU €r0 JUYHOro Aena» M3yunts p.8 TumoBoro mepedHst ynpaBlIeHYECKHX
JIOKYMEHTOB M ONPEIEINUTh COCTaB JOKYMEHTOB JINYHOTO Jiej1a paOOTHHKA.

4.Vcnonb3yst TOKYMEHTHI, pa3pa0oTaHHbIe Ha MPEAbLAYHINX 3aHATHSAX, chopMupyHTe JIHYHOE

JIe510 pabOTHHKA C yYeTOM YCTaHOBJIEHHBIX HOPMATUBHBIX TpeOoBaHUi. [ copmMupoBaHHOrO

JIMYHOT'O JicjIa COCTABbTC BHYTPCHHIOIO OIMUCHh JOKYMCHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. KakoBo Ha3HaueHHE HOMEHKJIATYphl €] B KaJIpOBOM ciryx0e?

2. KaxoBbl TpeOGoBaHMs K (OPMYIHPOBKE 3aroJIOBKOB JIOKYMEHTOB IO JIMYHOMY COCTaBy B
HOMEHKJIAType J1en?

3. Ilepeunciaute cocTaB JOKYMEHTOB JIMYHOIO Jiejla PAOOTHUKA; TOCYJAPCTBEHHOTO CITy KallEro.

4. Kak onpenensroTcs CpOKU XpaHEHMsI KaIpOBBIX IOKYMEHTOB?

5. Kakas cimy>x6a B opraHu3aiy J0JDKHA pa3padoTaTh HOMEHKIATYPY JIe KaIpOBOH CIIyKObI?

6. Kakue ocoO0eHHOCTH XapaKTepHbI AJI1 HOMEHKJIATYphI €] KaJIpOBOM CITy>KObI?

NCTOUYHUKHU

Vka3 [Ipesunenta Poccuiickoit @enepanuu ot 30 mast 2005 r. Ne 609 «O nepcoHaIBHBIX
JTAHHBIX TOCYJAPCTBEHHOTO IpakaAaHCKoro ciyxamiero Poccuiickoit denepauu 1 BEIEHUH €10
au4HOorO  Aema»  // [DnekTpoHHBI  pecypc]. - M, 2019. —  Pexum
nocryna:http://www.consultant.ru.

[Mpuka3z PocapxuBa ot 31.07.2023 N 77 "OO06 ytBepxaeHuun I[IpaBun opraHuszanuu
XpaHEHUsl, KOMIUIEKTOBAaHMUS, y4eTa M HCIIOJIb30BAHUA JOKYMEHTOB ApXxuBHOro ¢oHaa
Poccuiickoit @enepanuu 1 APyrux apXUBHBIX IOKYMEHTOB B TOCYIapCTBEHHBIX OpraHax, OpraHax

MECTHOT'0 CaMOYIIpaBJIEHUs U OpraHu3ausx".


http://www.consultant.ru
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ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 ytBepxkiaeHun IlepeyHs THUIOBBIX
YIPaBICHYECKUX apXUBHBIX JIOKYMEHTOB, O0OpasymoIIuxcs B TpoLecce JesITeIbHOCTH
roCy/apCTBEHHBIX OPraHOB, OPTaHOB MECTHOT'O CaMOYIIPABJICHUSI U OpraHM3alli, ¢ yKa3aHUeM

cpokoB ux xpaneHus" (3apeructpupoano B Munrocte Poccuu 06.02.2020 N 57449).

JINTEPATYPA

beikoBa T.A. JlokymMeHTallmoHHOE OOECIeYeHUEe YMPaBICHHS (I€TOMPOU3BOJICTBO)
[DnexTponHsIi pecypc] : yuebnoe nocodue / T. A. brikosa, T. B. Ky3nernosa. - 2-e u3z., nepepad.
u gom. - MockBa : Huppa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?1d=942800.

MaTepnanbno-Texnnqecxoe oOecrnevyeHue 3aHATHS:

Meronuyeckue peKoMeHAAalUd 1O pa3pabOoTKe MHCTPYKIMHM IO JEJIONPOU3BOJCTBY B
(dhenepaabHBIX OpraHax UCIOJHUTEIHHON BIACTH.

Kommnexr nokymentos 3A0 “Beimmen’.
[lepeyeHb THUMOBBIX YIPAaBICHUYECKUX APXUBHBIX JIOKYMEHTOB, OOpa3yIOIIMXCS B IpOIEcCe
JeSITENIbBHOCTH T'OCYJapCTBEHHBIX OPTraHOB, OPraHOB MECTHOI'O CaMOYTIPaBJICHMS M OpraHU3alHT,

C YKa3aHUEM CPOKOB XpaHEHHUSI.

9.2 MeTtoanueckne peKOMEHAANNH MO MOATO0TOBKE MUCbMEHHBIX padoT

B npornecce oOyuenus cryaenTsl PI'TY BBINOMHAIOT pa3Hbie BUABI TUCBMEHHBIX pa0oT.

OCHOBHBIMU TIEJISIMHA TUCEMEHHBIX pa0OT B By3€ SIBIISIOTCS:

* 3aKperUieHUe MOJYyYEHHBIX 3HAHU 110 CIEeMaTbHOCTH, IPUMEHEHHUE 3TUX 3HAHUI NTpU
penieHny npodhecCHOHANBHBIX 33714,

* pa3BUTHE HABBIKOB BEJICHUS CAMOCTOSITEILHON pabOThI, OBJIA/ICHUE METOAUKAMU U
NPUHIUIIAMUA CAMOCTOSITEIbHON UCCIE0BATEIbCKOM IS TEIbHOCTH;

* popMHUpOBaHUE YMEHUS TPAMOTHO U JIOTUYHO U3JIarath COOpaHHbIC HAYYHbIE TaHHbIC
U MaTepHasibl COOCTBEHHOM UCCIIE0BATEIBCKOMN S TEIIbHOCTH.

Hauboiee npocTtas, HO 04eHb BakHas (hopMa MIUCbMEHHOM pabOThI B By3€ — 3TO
KOHTpOJIbHAs paboTa. OHa SBISETCS 005M3aTEIBHBIM 3JIEMEHTOM CAMOCTOSITEIIBHON paOOThI
CTYJI€HTa U, IPEXkKE BCEro, IEMOHCTPUPYET YMEHHE BOCIIPUHUMATD U TIepeaBaTh
UH(OPMALIHUIO.

OTOT BUJI MUCBMEHHOU PabOTHI MPEyCMOTPEH yUeOHBIMU TUIaHAMHU TTOJTOTOBKU
OakanaBpoB M Ha KaeIpe apXUBOBEICHUS TPEJIaracTcsl B paMKax U3ydeHus: OOIINX KypCcoB U
KIIB.

Takxe B mporecce OOyYEeHHS CTYACHTY TPEICTOUT BBITIOJHEHUE KYpPCOBBIX paboT,
KOTOpBIEe (POPMUPYIOT HCCIIEA0BATEIbCKIE HABBIKU, PA3BUBAIOT CIOCOOHOCTH CHCTEMAaTU3allUU U
OCMBICIICHUS YX€ CYIIECTBYIOIIETO 3HAHWS M HaNpaBJIeHbl HAa CaMOCTOSITEIBHOE pelICHUE
HEKOTOPBIX TEOPETUYECKUX WIIH MpaKTHUeCKuX 3a7a4d. KypcoBas paboTa 1eMOHCTpUPYET YMEHHUE


http://znanium.com/go.php?id=942800
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paboTath ¢ MCTOYHUMKAMH, HCIOJIb30BAaTh JOCTH)KEHUS COBPEMEHHOM Hayku (Hampumep,
WCIIOJIb30BaTh JOCTHKEHUSI apXUBOBEACHUS, a TAK)KE€ CMEXKHBIX HayK M HAYYHBIX AMCLMILINH),
YCIIEIIHO pelIaTh MOCTaBJICHHBIE 3a7ayd, oO0pabareiBaTh M 0000maTh Marepuan. Hamucanue
KOHTPOJIbHONH paboThl, MOATOTOBKA M 3allUTa KypCOBOW MMEET psj OpPraHU3allMOHHBIX U
METOANYECKHX 0coOeHHOCTeH. O3HaKOMJIEHHE C JJAHHBIMH METOJUYECKUMHU PEKOMEHIAlUsIMU
MIOMOYKET CTYJE€HTaM IpPaBHJIbHO OPraHU30BATh CBOIO YUEOHYIO M HAyYHO-HCCIIETOBATEIbCKYIO
pabory.

OO0mmue TpedOBaHNUs K CTPYKTYpPE U COACPKAHMIO MUCBMEHHBIX padoT

BaxcHoit ¢popmoii caMoCcTOsATeNNbHONW paboThl CTyIEHTa ABISETCS KOHTPOJIbHAS paboTa.
Ona npengycMoTpeHa aisi OOJBIIMHCTBA AMCLUMILIMH Y4eOHOTO IJIaHa, YATAEMbIX Ha Kadeape
apxuBoBeZieHus. Ee HanucaHue mpecienyer 1eib yriyOneHHOW NpopaOOTKU AUCIUITITNHBIL.

KontponbHass pa®oTa BBIIOJHSETCS CTYyJAEHTaMH B COOTBETCTBUUM C TEMAaTHUKOM,
©KerogHo  yTBepxknaemor  kadenpoil. KoHTponbHas paboTa  SBISIETCS  3JEMEHTOM
CaMOCTOSITENIbHOM pabOThI CTYIEHTOB, IOATOMY BBIOOP TEMBI IPEJOCTABISAETCS CTYACHTY.

Jlo HamucaHus KOHTPOJBHON pabOThl CTYOEHT JOJDKEH B IIEJIOM O3HAKOMHUTBCS C
pazzenaMu Kypca, IpelyCMOTPEHHBIMU Y4eOHOI mporpaMMon.

PaboTa no HanucaHUIO KOHTPOJBHONH HAYMHAETCS C BBISBICHUS U U3YUYEHUS HCTOYHUKOB
U uTepatypsl 1o teme. [lo okoHyaHuu coopa U U3yueHus JIUTEPATypbl U UCTOUYHUKOB CIEAyeT
HpOayMaTh IUIaH KOHTPOJIbHOM paboThl. CocTaBieHue MiIaHa — Ba)kKHAs 4acTh pabOThI

Haj Temoil. [lman npencrapiser co0oi mepeueHb BOMPOCOB, OTPAKAIOIINX COJICPKAHUE
uccienoBanys. OT TOro, HACKOJBKO YETKO OH IPOAYMaH M IOCTPOEH, BO MHOI'OM 3aBUCHUT
KayecTBO KOHTPOJIbHOM paboTel. B mman wnenecooOpa3HO BKIIOUWUTH Haubosiee Ba)KHbIE
TEOPETUYECKHE U MPAKTHUYECKHE BOIPOCHl TEMBbI, KOTOPbIE NPH HEOOXOJUMOCTH MOIYT OBITH
netanuzupoBaHbl. Kak mpaBmiio, pabouuii BapuaHT IJlaHA JIOJDKEH OBITh pPa3BEpHYTHIM, YTO
oGneryaeT paboTy HaJl TEMOH.

B oxoHuaTenbHOM BapuaHTE IUIAH MOKET OBITh JaH B COKpAllEHHOM BHJE, HO
00s13aTeNIbHBIM YCIIOBUEM IIPH 3TOM SBJSIETCS OTPaXKEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpuBaeMbIX B KOHTPOJIbHOU pa 60Te. COCTaBIICHHBIN TIJIaH JOJKEH HAWTH OTPa)KEHUE B
OIJIaBJICHUU

K KOHTpOJIbHOM pabore. Pabora noimkHa BKIIOYATh TUTYJIbHBIA JIUCT, OIJIaBJIEHUE,
BBEJICHUE,

OCHOBHYIO 4acTb, COCTOSIIYIO M3 HECKOJIBKUX Pa3/esioB WK maparpados, 3aKkiI04eHue,
CIHMCOK MCTOYHMKOB M JIUTEpaTypbl. Bo BBeA€HNU HEOOXOIMMO KPAaTKO PACKPBITh 3HAYCHUE U
aKTyaJIbHOCTh H3y4aeMmMoro Bompoca (TeMbl), Ha3BaThb OCHOBHbIE 3aJaud paboThl, e€e
XPOHOJIOTHYECKHE PAMKH, 000CHOBATh CTPYKTYPY, AaTh Kpat-

KU 0030p MCTOYHUKOB U JUTEpaTyphl 0 TeMe. O030p UCTOUHMKOB U JIUTEPATYypbl HE
JIOJKEH CBOAMTHCS K MEPEUNCIIEHUIO HCII0JIb30BAaHHOTO aBTOPOM HOPMAaTHBHOI'O MaTepuaa

U oImyOJIMKOBAaHHBIX cTaTeil. B HEM ciemyer naTh aHaIM3 HCTOYHUKOB M JUTEpaTyphl. B
3aBUCUMOCTH OT 0OBeMa U I1IeJIEBOr0 Ha3zHaueHUsl paboTbl, 0030p MCTOYHHUKOB M JHUTEPATYPHI
MOYET OBITh MPEICTaBIICH OTACIBHBIM Maparpadom UiH pa3aeaoM B OCHOBHOM 4acTh pabOTHI.

OcHOBHast yacTb KOHTPOJBHOH paOOThl JOJDKHA OBITH M3JI0)KEHAa B COOTBETCTBUHU C
IUIAHOM, OCBELIaTh COCTOSIHUE M COJEP)KaTh aHAJIW3 PacCMaTPUBAEMBIX BOIPOCOB C YYETOM
COBPEMEHHOI'0 YpPOBHS Pa3BUTUSl TEOPETUYECKHUX 3HAHUH M OIBITa NPAKTUYECKOH pabOThI
apXUBHBIX YUPEKJIEHUI B 3TOI 0bsacTu.

[Tpu packpbITHM TOH WM UHOM TEMBI CTYIEHT JOJKEH CTPEMUThCS OAPOOHO U ITy00KO
U3JI0KUTh KPYT BOIPOCOB, BXonadumux B Hee. [lo mepe paccMoTpeHHs Marepuaia OTIEIbHbIE
HOJIOKEHUSI KOHTPOJIBHOM paboThl ClieyeT WILTIOCTPUPOBATh IPUMEPAMHU U3 JINTEPATYpPhI U, IO

BO3MOYKHOCTH, U3 TIPAKTUKU paOOTHl KOHKPETHBIX apXHBOB C 003aTEIbHBIMH CCHUTKAMH
Ha JINTepaTypy U UCTOYHUKHU. B 3aKi1roueHrH KOHTPOJIbHOM paboThl HEOOXOIMMO [10IBECTH UTOTH

TEOPETUYECKOW M MPaKTHUECKOH pa3paboTku BompocoB. CHIHCOK HMCTOYHHUKOB U
JUTEpaTyphl NpPEeACTaBIseT COOOH IepeyeHb HCMOJIb30BaHHBIX PAabOT MO TeMe, B KOTOPOM
YKa3bIBAIOTCS (haMIJIMN U MHHUIIAAJIBI aBTOpa (aBTOPOB), Ha3BaHHE PaOOTHI, MECTO, BPEMsI €€
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OHY6JII/IKOB8.HI/I$I " CTpaHUIIBI.

Ipuioxkenue 1

AnHomayus oucyuniunvl (Mooyns)
Huctmminaa  «KampoBoe — IeIONPOM3BOJCTBO» — peanu3yercss Ha  (aKyJIbTeTe

apXMUBOBEJCHHUS W JIOKYMEHTOBEJEHHUs Kadenpoil IOKyMEHTOBEACHHS, ayJAHMOBH3yaIbHBIX U
HAYYHO-TEXHUYECKUX aPXHUBOB .

Henb AMCUUIUINHBL (M0OY/i51): U3YyYEHNE OCHOBHBIX IPaBHJI JOKYMEHTHPOBAHUS TPYIOBBIX
otHomeHui B P® u opranuzaruu paboTel ¢ JOKyMEHTaMH 10 IWYHOMY COCTaBYy.



40

3agauu :

. O3HaKOMUTH CTYJCHTOB C OCHOBHBIMHU IPaBOBBIMH aKTaMH B cdepe KaapoBOTO
JIETIOTIPON3BO/ICTBA;

. CdopmupoBaTh KOMILIEKCHOE MPECTABICHNUE O COCTOSHUN COBPEMEHHOM CHCTEMBI

JIOKyMEHTAIUHU I10 JINYHOMY COCTaBY;

o JlaTh XapakTepUCTUKY 00s13aTENbHBIM, YCIOBHO-0053aTEIbHBIM U PEKOMEH Ty EMbIM
JIOKYMEHTaM KaJpOBOil CITy>KObI;

o Onucath 0COOCHHOCTH COCTaBICHHS M O(QOPMIICHUS JOKAIBHBIX HOPMATHBHBIX

AKTOB, PCIIIAaMCHTUPYIOINHNX ACATCIBbHOCTH KaJPOBbIX CJ'Iy)KG;

o BbIsIBUTH OCHOBHBIE JOKYMEHTHUPYEMBIE 33/1a4U KaJAPOBOU CITyKObI;

. VY CTaHOBUTh COCTaB JIOKYMEHTOB I10 OCHOBHBIM JOKYMEHTHUPYEMBIM KaJpOBBIM
IpoLEAYpaM;

. [TomaroBo onucate NOPAAOK TOKYMEHTUPOBAHUSI 3TUX MTPOLIEYD;

o CdopmupoBaTh HaBBIKM COCTaBJIEHUS U O(OPMIIEHUS JOKYMEHTOB I10 JUYHOMY
COCTaBYy;

o OOy4uTh OCHOBHBIM TEXHOJOIMYECKHMM IpHUEeMaM  JeJIONPOU3BOACTBEHHBIX
onepauuii;

o O3HaKOMHUTH C HOpMaMH M MpaBUIaAMH CUCTEMAaTU3allMU U XPAaHEHUS TOKYMEHTOB

10 JIMYHOMY COCTaBYy.
I[I/ICI_II/IHJ'II/IHa HaIlpaBJICHA Ha (I)OpMI/IpOBaHI/IC CJICOAYIOIIUX KOMHCTCHHHﬁI
e QIIK-2 - Cnocoben HaXoauTh OPraHU3ALUOHHO-YIIPABIEHYECKHE PEIEHUs IPK PELIeHUH 3a1a4 B chepe
CBOCH IPOQECCHOHANBHOM JCITEIBHOCTH,

e OIIK-3 - Cnocoben mpuMeHATh TEOPETHUECKHE 3HAHUSA /I PEIeHHs TIOCTaBIeHHbIX 3a7a4 B 001acTu
JIOKYMEHTOBEJICHUS ¥ apXUBOBEICHHS.

B pe3zynvmame uzyuenus oucyuniunsvl cmyoenm 00HCeH 3HAMb!
® COBpPEMEHHYIO 3aKOHOJIATEIbHYIO0 U HOPMATHBHO-IIPABOBYIO 0a3y, peraaMeHTHPYIOIIYIO

paboTy ¢ KaJpoBOi TOKyMEHTAIUEH;
®  OCHOBHBIE ITPOOJIEMBI COBPEMEHHOTO KaJJpOBOTO JAETIOMPONU3BOJICTBA;

e crnenuuKy KaapoBOi JOKYMEHTAIMH B TOCYIAPCTBEHHON M HETOCY1apCTBEHHOM
chepax;

®  CoCTaB 00s3aTeJIbHBIX JOKYMEHTOB KaJIPOBOW CITyKOBI;

L MMOPAAOK JOKYMCHTHPOBAHUS KaAPOBLIX IPOUCAYP, CPOKHU U3AaHUA JOKYMCHTOB,

* TpeboBaHHs K 0HOPMIICHHIO JOKYMEHTOB 110 JIMYHOMY COCTaRBY;

hd TCXHOJIOTHIO pa6OTLI C JOKYMCHTaMU1 Kanposoﬁ CJ'Iy)K6I>I;
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MOPAAOK BCACHUS JIMYHBIX JICJI pa6OTHI/IKOB;

npaBujia CUCTCMATHU3AIUHN U XPAHCHUSA JOKYMCHTOB 110 JINYHOMY COCTaBY.

B pezynbmame uzyuenus oucyuniunvl cmyoenm OONHCeH YMenmb.:

paboTaTh C HOPMAaTUBHO-TIPABOBOM 0a30il B chepe KaapoOBOTO AETONPOU3BOJICTBA;

NMPUMCHATH HOPMbBI TPYAOBOTO IIpaBa, KaCarouuecs KaﬂpOBOﬁ AOKYMCHTAIlUHU, Ha

MIPaKTHUKE;
OpraHM30BbIBATh PA0OTY KaJpOBOIl CIIyKOBI;
COCTaBJIATh U OPOPMIIATH JIOKAJIbHbIE HOPMAaTUBHBIE aKThl KaJpPOBOI CIIykOBbI;

MPpOBOAUTH BECh KOMILICKC pa60T 10 JOKYMCHTHUPOBAHWUIO OCHOBHBIX KaAPOBBIX

Hponeayp,
MPaBUILHO OQOPMIIATE U OPOPMIISTE OTNIETBHBIE KaPOBBIE JOKYMEHTHI,

OpraHu30BaTh paboTy ¢ KaApOBOM TOKYMEHTallMeH B OPraHU3alMsIX U YUPEKACHUIX

Pa3INYHBIX OPraHU3aAlUOHHO-IIPABOBBIX (pOpM

B pezynomame uzyuenus oucyuniunsvi cmyoeHm 00udceH 061a0ams HA8bIKAMU:

aHaJM3a MPaBbIX aKTOB, BBISBICHUS HEOOXOIUMOU periIaMeHTUPYIOIeH HHPOPMAIIHH O
JIOKYMEHTHPOBAHUH TPYJOBBIX OTHOIICHUH;

paboThI C TUIIOBBIMH U YHU(PUITMPOBAHHBIMU (hOpMaMU JOKYMEHTOB;

COCTaBIICHUS PA3NIUYHBIX BHUJIOB JIOKYMEHTOB, O(DOPMIISIONIUX TPYIOBBIE OTHOIICHUS C
paboTHHKaMU;

COCTaBJICHHS JIOKAIbHBIX HOPMATHUBHBIX aKTOB, PETIAMEHTHUPYIOIMHX PabOTy KaJapoBOMH
CITYKOBI;

MOJICJIMPOBAHUS YIPABICHUECKUX CUTYyAIUH MO BOMIPOCAM JTOKYMEHTHUPOBAHUS TPYIOBBIX
OTHOIIICHH;

paboTHI C Ka[pOBOM IOKYMEHTAIIUCH;

CUCTEMAaTHU3alln KaﬂpOBOﬁ JAOKYMCHTAallUU U OpTraHU3allnun eé XpaHCHU:.

[To auctumumHae (MoOya10) IPEyCMOTPEHA TPOMEKYTOUHASI aTTecTanusl B opMe

IK3AMEHA.

O6H_[a}1 TPYAOCMKOCTb OCBOCHUS JUCHHUIIIMHBI COCTABJIACT 4 3a4eTHBIE CAUHHUIBI.
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