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Lenn

JUCHUITIIMHBI

1 TIOACHUTEJIbBHAS 3AIIMCKA

1.1
«udposasn

Heas 1 32124y IUCHUNTTHHBI (MOIYJIA)
Tpanchopmauus

CHCTEMbI  KaJpoBOil

AOKYMEHTAIIUM» - TIOJIFOTOBKA OakalaBpOB, BIAJCIONIMX HABBIKAMHU aHAIN3a COBPEMEHHOIO
COCTOSTHUSI CUCTEMBI KaJpOBOIl JOKYMEHTAI[MH, YMEIOIIHUX MPUMEHATh COBPEMEHHbIE IU(POBHIE
TEXHOJIOTHH B paMKaX MPAKTHUYECKOU JIeATebHOCTH.

3aI[an/I JAUCIUITIIIMHBI:

AHanu3 3TanoB CKJIAJABIBAHMUA U Pa3BUTHA CHCTEMbI KaJpOBOW OKYMEHTALlWH,
BBISIBIIEHHE OCOOCHHOCTEH CUCTEMBI B pa3Hble IEPUOIBI;

OnpeneneHue TEHACHUMN Ppa3BUTHS  3aKOHOJATEIBHBIX M HOPMATHBHBIX
TpeOOBaHMH K JTOKYMEHTHPOBAHUIO M OpraHM3alud paboThl C KaJIpOBBIMU
JIOKYMEHTaMU;

WN3yueHne  COBPEMEHHBIX  IIPAaBOBBIX  AKTOB,  PETYIUPYIOLIUX
JIOKYMEHTAIlMOHHOT'O 00eCIIeUYeHHUs yIPaBICHUs IEPCOHATIOM,

3Hanue 3TanoB nMPpoBoii TpaHcGOPMALMT KAAPOBOIl JOKYMEHTALMH,
OBnaseHre METOAMKON pa3paOOTKH, COCTaBleHUS M OGOPMIIEHMS KaJIPOBBIX
JIOKYMEHTOB C Y4€TOM IIU(PPOBOI COCTABIAIOIIECH 3TOM NEATETBHOCTH,

N3yuenne METOAMKH BHEIPEHHUS DJIEKTPOHHOTO JIOKYMEHTOOOOpoTa B cdepe
TPYZOBBIX OTHOILLIEHUM;

dopMupoBaHUE yMEHUW pPa3paOOTKH M BHEIPECHHS JIOKAIBHBIX HOPMATHBHBIX
aKTOB II0 YIPABIEHUIO IEPCOHAIIOM;

chepy

® l3yuenwue HampaBieHUH MU(PpOBU3AITUN PAOOTHI KAAPOBOH CITYKOBI.

1.2 IlepeyeHb MUIaHUPYEMBbIX Pe3yJbTATOB 00y4YeHHS N0 JUCHHUILIHHE (M00Y110),
COOTHECEHHBIX ¢ HHANKATOPAMM J0CTHKEHUS] KOMIETEeHIUIi:

KoMmnerenuus
(KOJ 1 HANMCHOBAHME)

NHaukaTopbl KOMIETeHIHH
(KOJ 1 HANMCHOBAHME)

Pe3yabTarsl 00y4eHust

IIK-7. Criocoben
OCYLLIECTBIATH
JIOKYMEHTAIMOHHOE
obecrieucHUe
OCATCIIBHOCTH 110
no100py, OICHKE,
paSBI/ITI/II-O 158 OpFaHHSaHI/II/I
Tpy/Aa nepcoHaia

[1K-7.1. IlpumeHsieT npaBoBbIE U
TEOPETUYECKHE 3HAHUSI IPU
JIOKYMEHTHUPOBAHUHU TPYAOBBIX
OTHOLIEHUH, JOKYMEHTUPOBAaHUU
MIPOXOXKACHUS TOCYAAPCTBEHHOM 1
MYHHIIUIIATLHON CITyKObI, paboTe
C TIEpCOHAJIbHBIMH JJAHHBIMU U
KOH(UICHIIHATBEHOM
uHpopmanuen

3HaTh: IpaBOBbIE HOPMBI B chepe
yIpaBJICHUS IEPCOHAIIOM U
KaJIpOBOT'O JIEJIOTIPOU3BOJICTBA
YMeTb: IPUMEHATh TEOPETUUECKUE
Y TIPaBOBBIC 3HAHUS TIPU
JOKYMEHTHPOBAaHUH TPYIOBBIX
OTHOIICHUH U CITy>KeOHOM
JESATEIBHOCTH

Brnazners: HaBbIKaMu pabOTHI C
MEPCOHANBHBIMU TaHHBIMU U
KOH(puaeHIMmaIbHON nHOopMaImen

[1K-7.2. CocTaBisieT KaJpOoBYyIO
JIOKyMEHTAIM0, paboTaer ¢
JIOKYMEHTAIUEH 10 JIMYHOMY
COCTaBY B T'OCYJIapCTBEHHBIX
OpraHax, OpraHax MeCTHOTO

3HaTh: IpaBuUia COCTABIICHUS
KapoBOW JOKYMEHTAIUH U paboThI C
JIOKYMEHTaMU IO JINYHOMY COCTaBY
YMeTh: TOKyMEHTHPOBATh
TPYJIOBbIE€ OTHOUIEHUS U




CaMOYIIPABJICHUS U OPTAaHU3ANMSIX | CITY)KEOHYIO JIEATEIHHOCTh B
pa3n4IHbIX (POPM COOCTBEHHOCTH | TOCYAapCTBEHHBIX OpraHax, OpraHax
¥ OPTaHU3AIMOHHO-TTPABOBBIX MECTHOT'O CaMOYIIPABJICHUS U

bopm OpraHu3aIUsIX PA3IUIHBIX GOPM
COOCTBEHHOCTH U OPTaHHU3AIIOHHO-
MpaBOBBIX (hopm

Brnanets: HaBbikamMu pabOTHI C
JOKYMEHTaMHU T10 JINYHOMY COCTaBY
B TOCY/IapCTBEHHBIX OpraHax,
OpraHax MECTHOTO CaMOYIIPaBJICHHUS
Y OpPTaHU3ANMSIX PATUYHBIX HOpPM
COOCTBEHHOCTH M OpTaHU3aIMOHHO-
MIPaBOBBIX (POpM

[1K-7.3. Ucnonb3yer 3HaTh: HOPSIIOK
MH(POPMALIMOHHBIE CUCTEMBI IS (YHKIMOHUPOBAHUS
JIOKYMEHTHUPOBAHUS TPYIOBBIX MH(GOPMALIMOHHBIX CUCTEM B
OTHOIICHUH U CITyKeOHOM TPYIOBOU chepe

JeSITEIbHOCTH, paboThI C YMeTb: IPUMEHATH

KaJIpOBOM TOKYMEHTallUEH UH(POPMALIMOHHBIE CUCTEMBI ITPH

paboTe ¢ KaJIpoOBOM TIOKyMEHTaIUeH
BnageTs: HaBEIKAMH
COBEPIICHCTBOBAHUS PAOOTHI
KaJIpOBBIX ITOAPA3/ICICHUN Ha
OCHOBE IMPUMEHEHHUSI COBPEMEHHBIX
MH(GOPMAIMOHHBIX TEXHOJIOTUI

1.3 MecTo (MCHUILUIMHBI (MOAYJIS1) B CTPYKTYpPe OCHOBHOM 00pa3oBaTebHOI
NMPOrpamMMbl
Hucuunnuna «ludpoBas Tpanchopmanms cuCTeMbl KaApOBOM  JOKYMEHTAIIUN»

OTHOCUTCS K 4YacTH, (OpMHpPYEeMOHl ydacTHMKamMM OOpa30BaTENIbHBIX OTHOIICHUH OJ0Ka
JTUCIUIUIAH Y4eOHOTO TUTaHa.

JUis ocBOEHMS JUCHMIUIUHBL (MOOY/A) HEOOXONWMBI 3HAHWSA, YMEHUS W BIAJCHMUS,
c(OpMHUPOBAHHBIE B XoJe wu3ydeHus aucuuiuinH «KazapoBoe 1enonpousBOACTBOY,
«/loxymeHTOBEIEHHEY.

B pesynbTare OCBOCHHMS IUCHMIUIMHBI (MOXIYJsi) (OPMHPYIOTCS 3HAHUS, YMEHHUA U
BJIQ/ICHUS, HEOOXOAUMBI JJI1 OCBOCHHUS CleNyIOIMX AMcUUIUINH: «HopMalnoHHbIe CUCTEMBI
B KQJIPOBOM CITyKOe».

2 CTPYKTYPA JUCHUIIJIMHBI (Mony.ist)

OO61mmas TpyA0eMKOCTh AUCHUIUTHHBI COCTaBiseT 3 3.e., 108 .

CTpyKTypa JTUCUMILIMHBI JI 04HOiI opMbI 00yUeHMsI



6

O0beM AMCUUIIIMHBI B (JOpME KOHTAKTHON PabOTHI OOYYAIOIIUXCS C MEAarorH4ecKUMU
paboTHHKaMU ¥ (WJIH) JIMIIAMH, TPUBJICKAEMBIMU K peaiu3anuu o0pa3oBaTeIbHON MPOrpaMMBbl
Ha MHBIX YCJIOBUSX, IPU MPOBEICHUN yUEOHBIX 3aHATHHA:

Cemectp | Tun yueOHBIX 3aHATHIA Komnuec
TBO
JacoB
2 Jlexun 24
2 CemuHapbl/1a00paTOpHBIE paOOTHI 36
Bcero: 60

O0BeM AUCIUIUIHHBI B (pOpME CaMOCTOITEIbHON PabOThl 00YYAIOIIMXCS COCTABIsACT 48
aKaJeMHUYECKUX YaCOB.

CTpyKTYypa TUCHUILUINHBI VIS 04HO-3204HOH (POPMBI 00yUeHH st

OO0beM QUCHUILIMHBL B (DOpME KOHTAKTHOW paboThl 00y4aromMXcs ¢ MeJaroru4eckuMu pabOTHHKAMHU U
(vnm) MIamMu, NpUBJIEKaEMBIMH K pean3aluu 00pa3oBaTeNIbHOM TPOrpaMMbl Ha HHBIX YCJIOBUSIX, IIPH IPOBEICHUH
y4eOHBIX 3aHITHIL:

Cemectp Tun y9eOHbIX 3aHATHI Konuuectso
JacoB
2 Jlexmun 16
2 CemuHapbl/nabopaTopHbie pabOThI 20
Bcero: 36

O0beM AUCIUIUTHHBI B (POpME CaMOCTOSITENIbHON PaboThl 00YYAIIIMXCS COCTABIIsET 72
aKaJEMHUYECKUX YaCOB.

CTpyKTypa AUCHUIIMHBI VIS 3204HOI (POpMBbI 00y4deHHs

O0beM TuCIUIUIMHBI B ()OpME KOHTAKTHOW PaOOTBI OOYYAIOMIMXCS C MEAarorn4ecKuMU
paboTHHKaMu W (WJIH) JIMIIAMH, TIPUBJICKAEMBIMU K pean3alud o0pa30oBaTeIbHON MPOrpaMMBbl
Ha MHBIX YCJIOBUSX, IPU MPOBEICHUH yUYEOHBIX 3aHATHMI:

Cemectp | Tun yueOHBIX 3aHATHIA Komnuec
TBO
4acoB
2 Jlexnu 12
2 CemuHapsbl/1a00paTOpHBIE pabOTHI 12
Bcero: 24

O0beM AUCIUIUTHHBI B (pOpME CaMOCTOITENIbHON PaboThl 00YYAIIMXCS COCTaBIsACT 84
aKaJeMHUYECKUX YaCOB.

3 COIAEPXAHHUE JUCHUIIVIMHDbI

Ne HaumenoBanue pasjgeia Conep:xkanue
JUCIUILINHBI
1 TenaeHIMU pa3BUTHS CUCTEMBI Oransl GOPMHUPOBAHUS CUCTEMBI KaJIpOBOU
KaJIpOBOM JOKYMEHTAIUH JOKyMeHTanuu B Poccum.




KanpoBas 1oKkyMeHTaluu B 10PEBOIIOLMOHHBII
MIEPHUO/I.

Yuudukanus kaapoBoi qokymeHTaruu B CoBeTCKui
MIEPHUO/I.

N3menenus B cucreMme KaJpoBOM JOKYMEHTAlUHU B
OCTCOBETCKOE BpeMsi. COBpEMEHHBIE TEHACHIINU
pa3BUTHS CUCTEMBI KaJpOBOI TOKYyMEHTALINH.

Tpanchopmarniys moxo 0B B
pabote ¢ kaapoBoi
JOKYMEHTalUen

W3MeHeHus B TPyJIOBOM 3aKOHOJATENbCTBE C CBSI3U C
HannonanpHoM IIpOorpaMMon «Hu¢posas
HKOHOMHUKA.

OKCIIEpUMEHTHI 110 NIEPEBOY KaJpOBOU
JIOKYMEHTAIMU B 3JIEKTPOHHBIN BUI.

TpynoBas kHIKKa pabOTHHKA U CBEIEHUS O TPYJI0BOU
JIeSITEIbHOCTH paOOTHUKA: HOBBIE IIPaBUIIa
JIOKYMEHTHPOBaHUS WH(OPMALIUU O TPYIOBOH
JIeSITEIbHOCTH U TPYZOBOM CTa)ke paOOTHHKA.

3ajauu KaJpoBOTO NOAPA3IEIEHUS 110 pEOPraHu3alun
nopsiika padoThl C TPYIOBBIMU KHUKKAMU U
0COOCHHOCTH BEICHUE CBEJCHHI O TPYIOBOM
JESTEIIbHOCTH PaOOTHUKOB C YYETOM HCIOIb30BaHUS
COBPEMEHHBIX HH(POPMAITMOHHBIX TEXHOIOTHIA.
JIOKyMEeHTHPOBaHUE AUCTAHIIMOHHON PaOOTHI C
MIPUMEHEHUEM 3JIEKTPOHHBIX JOKYMEHTOB.

[Tpo6nembl TIOKaIbHOW PErJIaMeHTauH KaIpOBOTO
JIEIOMPOU3BOJICTBA B YCIOBUAX IIU(PPOBU3ALINH.
JoxymeHnTupoBaHue pabOThl C IEPCOHATLHBIMU
JTAHHBIMU B AJIEKTPOHHOU cpene. Cornacue Ha
00paboTKy MepCOHATBHBIX JaHHBIX.

[TonoxxeHue o paboTe ¢ MepcOHATbHBIMU JTaHHBIMH.
O0paboTKa MEepCOHATBHBIX TAHHBIX C
HCII0JIb30BAHUEM CPEJCTB aBTOMATU3ALNH.

DNEeKTPOHHBIN JTOKYMEHT B cepe
TPYIOBBIX OTHOILICHUI

CocraB KaJpoBBIX JOKYMEHTOB, IPUMEHSAEMBIX B
cdepe Tpy10BbIX OTHOJEHUI. COBpeMEHHbIE
TpeOOBaHUS K COCTABICHHIO, OPOPMIICHUIO U
MOJITMCAaHUIO KaJAPOBBIX JOKYMEHTOB. EquHBIA cocTas,
¢dopmbl 1 popMaThl KaAPOBBIX JOKYMEHTOB.
Cornacue pabotankoB Ha Beaenue KO J10.
HHpopMaloHHbIE CUCTEMBI JUIs BEACHUS
AIIEKTPOHHOI'O KaJIpOBOT'0 JOKYMEHTO000POTA.
JInunblit KabuHET paboTHUKA U paboToaTE.
DJeKTpOHHAS TOAIHUCH — BO3MOYKHOCTH U
OrpaHUYEHUs IPUMEHEHUS B KaIpOBOM
JIEJIONIPOU3BOICTBE.

3aKII0YeHHE TPYIOBBIX JOTOBOPOB B 3JIEKTPOHHOM
BUJIC.

OOMmeH kazpoBbIMU JoKyMeHTaMu B pamkax KO/10.
OobecnieueHne IOPUINIECKON 3HAUUMOCTH KaJIPOBBIX
JIOKYMEHTOB.




4 Bnenpenune kanpoBoro
AIIEKTPOHHOTO
JOKYMEHTO000pOTa B
AEATeILHOCTH OpraHN3aIlist

Oranel BHenpenust KO J10.

Pa3paboTka riana BHeIpeHUs.

OnTumMu3zaiys TOKyMEHTAIMOHHBIX TPOIIECCOB B
cdepe yrpaBieHHs! IEPCOHATIOM.

Bri6op IT-pemienust.

Crnenuanu3upoBaHHbIE IPOrPaMMBbI ISl BEICHHS
K9/10.

[ToaroToBka KOMIIEKTa JOKYMEHTOB 10 BHEIPEHHUIO.
JlokasibHbIE HOpMaTHUBHBIE aKThl 0 BHeApeHun K310,
ocymectBieHnu D/ B cepe TpyIOBBIX OTHOIICHHH,
MH(POPMALIMOHHOM B3aHMMOICHCTBUH C pAOOTHUKAMH,
UCITOJIb30BaHUU HEOOXOAMMOTO BH/JIA SJEKTPOHHOM
MOJIHUCH.

Opranunzanus nuanora ¢ pabOTHUKaMU B X0J1€
pHeapeHus KOJ1O.

5 DNEeKTpOHHBIE U ITUPPOBHIE
CEPBHCHI

B paboTe KaJpOBBIX
MOJpa3/IeICHUI

CoBpemeHHbIe MOAX0AbI K HHPOPMAIIMOHHO-
CIpaBOYHON paboTe B paboTe KaapOBBIX
MoApa3eJICHUM.

Benenue 0a3 maHHBIX.

[IprMeHeHne «MCKYCCTBEHHOTO MHTEIUIEKTa) B
JIeATETLHOCTH KaJIPOBBIX MOIpa3IeICHHI.

Cnava 0TUETHOCTHU KaJIpOBBIMU MOAPA3ICICHUSIMHU C
MCIIOJIb30BaHUEM JJIEKTPOHHBIX (DOPM U PECYPCOB.
DnektpoHHbIe pecypebl Poctpyna, [IOP, ®CC u np.,
MTO3BOJISIIOIINE COBEPIIICHCTBOBATH PA0OTY KaIpPOBBIX
noJipa3ieNieHui 1 MOoApa3IeJICHHI M0 YIPABICHUIO
[IEPCOHAJIOM.

Bonpocs! xpaHeHus: KaapoBoil TOKyMEHTAIIUH,
CO3/IAaHHOM B AJIEKTPOHHOM BUJIE.

Oco0eHHOCTH XpaHEHHS KaJAPOBBIX IOKYMEHTOB B
CXD/L.

4 OBPA3OBATEJIBHBIE TEXHOJIOT'MH

Jnst npoBenieHust y4eOHBIX 3aHATHI 10 TUCLHUILIMHE HCIIONIb3YIOTCS pa3iiniHble 00pa3oBaTeIbHbIe TEXHOIOTHH. [1Iist
OpraHu3aIii y4eOHOTO TpoIiecca MOXKET OBITh MCIIONB30BAaHO JIIEKTPOHHOE OOydeHWe W (W) AWCTAHIHOHHBIC

OGpaSOBaTeHBHBIe TCXHOJIOTHUH.

S OHLEHKA IINTAHUPYEMBIX PE3YJIBTATOB ObYYEHUA

5.1 CucreMa oueHUBaHUSA

B pesynbraTe TeKylero U MmpoOMEXYTOUYHOTO KOHTPOJS 3HAHHWM CTYIEHTHI MOIydYaroT

COOTBCTCTBYIOIIYIO OLICHKY 34 3a4cCT.

Dopma kKonmponsn

Makc. Konuuecmeo 6an106
3a oony Bcezo
pabomy

Texymui KOHTPOIIb:




- KontponsHas padora Ne 1 10 6annos 10 6annos

-ITpakTryeckoe 3ansaTHE

10 6annos 50 6annoe

[IpoMexxkyTouHas arrecTanus 40 6annos
HToroasi KOHTpOJIbHASA paboTa

(3auer)

Htoro 3a cemecTp (AUCUMILIUHY) 100 6annos

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

0armoB OalIoB, OLIEHKA «XOPOIIIO» BBICTABIIsAETCS oOyuaroniemycs, HaOpaBimemy oT 68 mo 82

0aJuIoB, OLIEHKA «OTIMYHO» BBICTABIsIETCsl oOydatomemycs, Habpasmemy ot 83 mo 100 Gamos,

c(OpMHUPOBAHHBIX B pe3yJbTaTe CyMMHPOBAaHUs OAJIJIOB, MOJYYEHHBIX MPU TEKYIIEM KOHTpOJIE

U TIPOMEKYTOYHOU arrtectanuu. [lomydeHHbI cOBOKYMHBIN pe3ynbraT (MakcumyM 100 6anioB)

KOHBCPTUPYCTCA B TPAAUIIMOHHYIO MIKAJIYy OLCHOK W B HIKAJIY OIICHOK EBpOHCﬁCKOﬁ CHUCTCMBI

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

COOTBETCTBUU C TAOIUIIEH:

100-6anbras TpaauuoHHas MIKana IlIxana ECTS
IIKasa
95 - 100 OTnuaHO A
83 -94 B
68 — 82 Xopo1io 3a4TCHO C
56 - 67 y D
5055 JIOBJICTBOPHUTEIBHO E
20 -49 FX
HEYJIOBJIETBOPUTEIHHO HE 3a4TEHO
0-19 F
5.2 Kpurtepuu BbIcCTaBJIeHHUS OLIEHKH MO THCHMIJIHHE
Banasl/ Ounenka no Kpurtepuu oneHkn pe3yjbTaToB 00y4eHHs 110
xana AUCHUILINHE AUCHUILINHE
ECTS
100-83/ COTITUIHOY/ BrictaBnsiercst oOydaromemycsi, €Ciii OH rTy00KO U
A.B «3a4TE€HO IIPOYHO YCBOWJI TEOPETUYECKUM U NIPAKTUUECKUI
(oTmyHO)»/ MaTtepuai, MOXKET IPOJEMOHCTPUPOBATH ATO HA 3aHATHAX
«3aUTCHO» U B X0JI€ POMEKYTOYHOM aTTECTALIUH.

OO0y4aromuiicst HCUEPITBIBAIOIIE U JIOTHIECKUA CTPOMHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPHIO C
MIPAKTUKOM, CIIpaBIIsSIeTCS C PELICHUEM 3a/1a4y
npodeccroHabHOM HAMIPaBICHHOCTH BHICOKOTO YPOBHS
CJI0KHOCTH, PaBUILHO 0OOCHOBBIBAET MPUHSTHIE
peuenus.

CB0OOIHO OPUEHTUPYETCS B YICOHOU U
npodeccuoHaNbHOM TUTepaType.

OI_ICHKa 110 JTUCHUITJIMHE BBICTABJISAOTCS 06yqafomeMyc;1 C
y4€TOM PE3yJbTaTOB TEKYIIECH U MPOMEKYTOUHOM
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Banasl/
HIkaJua
ECTS

OueHka no
JUCHUILIMHE

Kpurtepun oneHkn pe3yjibTaToB 00y4eHHs 110
AUCLHMILIAHE

aTTeCTalUu.
Kommniereniuu, 3akperiéHHble 3a JUCUUILUTAHOMN,
c(hOpMHUPOBAHbI HA YPOBHE — «BBICOKHIIY.

82-68/

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

BricTaBnsiercst o0y4aromemycsi, €Ciid OH 3HaeT
TEOPETUYECKUM U IPAKTUYECKUIA MaTepUas, FpaMOTHO U IO
CYLLECTBY M3JIaraeT €ro Ha 3aHATHSIX U B X0
IIPOMEXYTOYHOH aTTeCTaluu, HE JAOITyCKas CYLIECTBEHHBIX
HETOYHOCTEH.

OOyuarouuiics NpaBUIbHO NPUMEHSET TEOPETHUECKUE
I0JIOXKEHHUS [IPU PEIICHNN IPAKTUUECKUX 3a7a4
npo¢ecCHOHAIBLHON HANIPaBIEHHOCTH Pa3HOI'O YPOBHS
CJI0KHOCTH, BJIAJICET HEOOXOAUMBIMHU ISl 3TOT0 HaBBIKAMU
Y MpUEMaMHU.

JlocTaToOuHO XOpOIIO OPUEHTUPYETCS B yueOHOU U
npo¢ecCUOHATIBHOM JINTepaType.

OreHka 1Mo JUCHUTUIMHE BBICTABIISIOTCS 00YYarOIEMYCs C
Y4ETOM pe3ysIbTaTOB TEKYIEH U POMEKYTOYHON
aTTeCTallUN.

Komnerenuu, 3akpennéHuble 3a AUCIUIIIINHON,
c(OpPMHPOBAHBI HA YPOBHE — «XOPOIIHIAY.

67-50/
D.E

«YIOBJICTBOPU-
TEITBHOY/
«3aUTCHO
(ynoBieTBOpH-
TEJILHO)»/
«3a4TCHO

BricTaBnsiercst oOy4aromemycsi, €ciii OH 3HaeT Ha 0230BOM
YPOBHE TEOPETUYECKUI U MPAKTUUECKUI MaTepurall,
JIOTYCKaeT OTJENIbHbIE OMIMOKH MPH €T0 U3JI0KEHUU Ha
3aHATHUAX U B XOJ€ IPOMEXYTOYHOU aTTECTALINH.
OOyyaronuiicst UCTIBITHIBACT OIpeIeIEHHbBIE 3aTPYAHCHUS
B IIPUMEHEHNHN TEOPETUYECKUX ITOJIOKEHUN ITPU PEILIEHNUN
MPAKTUYECKHX 33724 MpodecCHoHaNbHOM HAIIPaBICHHOCTH
CTaHJApPTHOI'O YPOBHSI CJIIOKHOCTH, BIIAJIEET
HEOOXOIUMBIMU AJIs1 TOr0 0a30BBIMU HABBIKAMU U
NpUEMaMHU.

JleMOHCTpHpYyeT JOCTaTOUHBIM YPOBEHb 3HAHUS yUeOHOU
JIUTEPATYPBI 110 AUCLUIUIMHE.

Onenka no JUCIHUILTMHE BBICTABISIOTCS 00y4JaromeMycs ¢
y4E€TOM PE3YJIBTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTaluy.

Komrniereniuu, 3akperiéHnble 3a JUCUUILUTAHOMN,
c(hOpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBII).

49-0/
F,FX

«HCYOOBJICTBOPHUTC

JIBHOY/
HE 3aYTEHO

BeicraBnsiercs o0y4aroremMycsi, €CJii OH He 3HaeT Ha
0a30BOM YpOBHE TEOPETHYECCKUIN U PAKTHYECKUI
MaTepHall, I0IycKaeT rpyObie OmrOKH Ipy ero
W3JI0)KEHUH Ha 3aHATHAX U B X0/ IPOMEXKYTOUHON
aTTeCTAllHH.

OOyuarouuiics UCTIBITHIBACT CEPbE3HBIC 3aTPYAHEHUS B
MPUMEHEHUH TEOPETUIECKUX MOJIOKEHUH MTPH PEIICHUN
MPaKTHYECKHX 3a/1a4 MPO(heCCHOHANBHON HAIIPaBIEHHOCTH
CTaH/apPTHOTO YPOBHS CIIOKHOCTH, HE BIIAJEET
HEOOXOANMBIMH JJISl 3TOTO HaBBIKAMHU M IPUEMaMH.
JleMoHCTpHpYET (pparMeHTapHbIC 3HAHUS YIeOHOMH
JIUTEPATyPhI IO AUCIHILIAHE.
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Bamabl/ Ouenka no Kpurtepun oueHku pe3yjbTaToB 00yUeHUs 1O
lkana AUCHUILINHE AUCHUILINHE
ECTS

OneHka 1o JUCHHUIUIMHE BBICTABIIAIOTCS 00YYaromeMycs C
y4E€TOM PE3YJIBTATOB TEKYIIEH U TPOMEKYTOUHOM
aTTECTALUN.

KommnereHnumn Ha ypoBHE «JIOCTaTOYHBIIN), 3aKPEIUIEHHBIE
3a AMCLUUILUIMHON, HE COPMHUPOBAHBI.

5.3 OuneHo4Hble cpeacTBa (MaTepHAJbI) IJIf TEKYIIEr0o KOHTPOJIS YCIeBAeMOCTH,
NPOMEKYTOYHOM ATTeCTAMH 00y4aIOIIUXCS M0 TUCHUILINHE (M00Y110)

Ilpumepnvie onpocel 011 KOHmMPOALHOU padomer Nl :

1. B dem cocTouT 3HaueHME KAAPOBOW NOKYMEHTAUMM I OpraHU3aluH, AEATEIbHOCTH
anmapara yrpaBJIeHHUs, YeIoBeKa?

2. Ha3zoBuTe TEHIEHIIMU pa3BUTHS KaApPOBOM JOKYMEHTAllMM B Pa3JIMYHbIE HCTOPUYECKHE
MIEPUOJIBI.

3. Ha3oBuTe OCHOBHBIE COBPEMEHHBbIE TEHJICHLIUU  pa3BUTUS  CHUCTEMbl  KaJpOBOM
JIOKYMEHTALIAH.

4. B uyem coctouT TpaHchopMaIys MOIX010B K BEACHUIO JOKYMEHTAIIUHU 110 TIWYHOMY COCTaBy?
5. JlaiiTe XxapaKTepUCTHKY dTaram repexoja Ha 3JIEKTPOHHBIN KaJApOBBIA JOKYMEHTOOOOPOT.

6. Ilepeuncnure mpaBOBBIE HOPMBI, OTPAKAIOIIINE COBPEMEHHBIE TEHACHIINU B chepe mudpoBoii
TparcopMaIiu KapoBOH JOKYMEHTAITHH.

7. JlaliTe XapaKTepUCTUKY aKTyaJlbHBIM H3MEHEHUSM B pabOTe KaApPOBBIX TMOJpa3eicHUH,
CBSA3aHHBIM C IU(PPOBOI TpaHcHopMaIrel KapoBOi JOKYMEHTAIIUH.

8. Onuiure >3KCHEPUMEHTHI, MPOBOAMMBIE Ha TOCYAAPCTBEHHOM YPOBHE 110 MEPEBOAY

KaJpOBOW IOKYMEHTALIMU B AJIEKTPOHHBINA BUI.

Ilpumepnvle KOHmpoabLHBIE 80RPOCHL 011 RPOMEHCYMOYHOU AMMECMAYUU:

1. TIpoGnembl FOPUAMYECKOW CHUJIBI JIOKYMEHTOB B KaJpOBOM JICJIONPOM3BOJCTBE. B Kakux
CIIy4asiX MOKET IPUMEHSATHCS AJIEKTPOHHAS MOANUCH IIPU BEJIEHUU KaJAPOBOM TOKYMEHTalUU?

2. Kakue BHIBl OJIGKTPOHHBIX IIOANMCEH HCIOJB3YIOTCA paMKax BEICHHsS KaJpOBOIO
3JIEKTPOHHOI'0 IOKyMEHT0000poTa?

3. HasoBute 3Tansl BHEAPEHUS KaJPOBOr0O 3JIEKTPOHHOTO JOKYMEHTOO00POTA.

4. Kaxkue n0KagbHBIE HOPMAaTHBHBIE aKTHl HEOOXOAMMO pa3padoTaTh U B KaKWe BHECTH U3MEHEHUS

KaJIpOBOH ciTy>k0e, 4TOOBI OCYIIECTBISITh pabOTy € IEKTPOHHBIMHU KaJAPOBBIMU JOKYMEHTaMHU.
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Kakumu nokymeHTamu oQopMisieTcs Mepexo] Ha HIEKTPOHHBIN JOKYMEHTOOOOpOT ¢
paboTHUKaMu?

OcobeHHOCTH pabOTBl C MEPCOHATBHBIMM JaHHBIMM IIPU  HCIOJIB30BAaHUM  CPEICTB
aBTOMATU3ALIHH.

[Topsimox odopmiieHHsT JOTOBOPOB B YCIOBUSX LUGDPOBOM TpaHcopManuu KaapoBOi
JOKYMEHTAIUH.

Onuimre NopsioK paboThl CO CBEAEHUSAMH O TPYAOBOM JESITEIbHOCTH PAOOTHHUKA.

Kakue nndopMaiioHHble CUCTEMbI MOTYT UCIOJIB30BATHCS B AEATEIBHOCTU KaJIPOBBIX CIIYyXKO.
Ha3zoBute 0coOEHHOCTH MX MCHOJIb30BaHUs. JlaliTe XapakTEpUCTHKY TE€M CHCTEMaM, KOTOpbIE
00€eCTIeYNBAIOT AIEKTPOHHOE B3aUMOJICHCTBHE C PAOOTHUKOM.

10. OcobeHHOCTH TOKYMEHTHPOBAHUS IUCTAHIIMOHHOM (yaaneHHON padoThl).

11. HazoBuTEe OCHOBHBIC MPOOJIEMBI, KOTOPBIE MOTYT BO3HUKHYTH Npu BHeapenun KOJ[O. Kakue
CYILIECTBYIOT ITyTH UX PELICHUS?

12. Ilepeuniciute BO3MOXXHOCTH HCIOJIB30BAaHUSl «UCKYCCTBEHHOI'O MHTEUIEKTa» B KaJpPOBBIX
MOJIpa3iesIeHUsX.

13. Kakue 31eKTpoHHBIE pecypchl U LU(POBbIE MIaT(HOPMBI CIOCOOHBI MOBBICUT 3()h(PEKTUBHOCTH
paloThI KaIpoBBIX NoApazaeneHuit? JlaiiTe UM XapakTepUCTHUKY .

14. Onumute OCOOEHHOCTHM XPAHEHUS KaJApOBOM JOKyMEHTAllMM C Y4Y€TOM HCIOJIb30BaHUs
u(poBbIX TexHOJOrui. B uem cocrout cnenuduka XxpaHeHUs: 3TON KaTeropuu JOKYMEHTOB?
15. Onumure 0COOEHHOCTH BeAEHUS HH(GOPMAIMOHHO-CIIPABOYHOM padoThl B YCIOBHSX
UGPOBU3ALMU KaJPOBOH CepHl.

16. [lepeuncnuTe OCHOBHBIE HANpPaBICHHUSA TMPUMEHEHHS IHM(POBBHIX TEXHOJIOTUH B KaapOBOU
nenonpousBoactee. Jlaiite xapakrepuctuky ogHomy IO, snekTpoHHOMY pecypcy WiIH

TCXHOJIOI'HH.

6  YueOHO-MeTOaAMYECKOE M HH(POPMALMOHHOE O0ecnieYeHHue TUCHHILINHBI
6.1 Chnmncoxk NCTOYHUKOB H JIUTEPATYPbI

Hcmounuku (o6sa3amenvhbie)

Koncturynus Poccutickoit ®deneparuu (¢ msmenenusmu Ha 30 nexadbps 2008r.). M. 2004

TpynoBoit koaexc Poccuiickoit ®enepamuu ot 30.12.2001 Ne 197-®3. Ilpunsr
TlocynapctBennoit JJymoii 21 gexabps 2001r. (B pen. ot 29.12.2010) // [DnekrpoHHbI pecypc].
— M., 2022. — Pexxum noctyma: https://www.consultant.ru/document/cons_doc LAW_28399/

3akon Poccuiickoit @enepanun ot 25 okTsaopst 1991 r. Ne 1807-1  «O s3bIkax HApPOIOB

Poccuiickoit ®enepauun» //[OnexktpoHHst pecypc]. — M., 2022. — Pexum pocryna:

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-d3 «O rocynapcTBEHHOHN IpaKIaHCKOU
cyx6e Poccuiickoit denepanum» // [DnekTpoHHBIH pecypc]. — M., 2022. — Pexxum nmoctyma:

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

®enepanbubli  3akoH  Poccuiickoir ®Depepanmuun ot 01.06.2005 Ne 53  «O
rocynapcTBeHHOM si3bike P®y»// [Dnexrponnsiii pecypc]. — M., 2022. — Pexxum nocryna:http

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

®enepanbubli  3ak0oH  Poccumiickoir  ®enepaumu ot 06.12.2011 Ne 402-d3  «O

OyxraiaTepckoM yuete»// [DnekTpoHHBIH pecypc]. — M., 2022. — Pexum pocrtyma: http://

https://www.consultant.ru/document/cons_doc LAW_122855/
Oepnepanbubiii 3akoH Poccuiickoit @epepauun ot 02.05.2006 Ne 59-d3 «O mopsinke
paccMOTpeHus oOpalieHuid Tpaxkaany// [DnekTpoHHsbIi pecype]. — M., 2022. — Pexum noctymna:

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

®enepanbubiii 3akoH oT 27 wmronsg 2006 . N 152-®3 "O mnepcoHanbHBIX JTaHHBIX'//
[DnexTpoHHbIT pecypcl]. — M., 2022. — Pexum JOCTYTIA:

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

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

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

®enepanbHblii 3akoH oT 29.07.2004. Ne 98-03 «O xommepueckoil TaitHe» //
[DnexTpoHHbIA pecypc]. - M., 2022. - Pexxum JOCTyTa:
https://www.consultant.ru/document/cons_doc LAW_48699/

®enepanbhblil 3akoH oT 16.12.2019 Ne 439-®3 «O BHeceHuu n3MeHeHuil B TpynoBoit
kozaekc Poccuiickoit @eneparuu B yacT GOPMUPOBAHUS CBEIEHUI O TPYIOBOU EATEIBHOCTH B
SJIEKTPOHHOM BHAE» [DJeKTpoHHBIM pecypc] — M., 2022. — Pexum pocryna: /l

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

®epnepanbubliit 3ak0H "O0 snektponHoil moanucu" ot 06.04.2011 N 63-D3 (nocnennsis
penakumsi) // [OnekTpoHHBI pecypc] — M., 2022. — Pexum pgocryna: URL:
http://www.consultant.ru/document/cons doc LAW 112701/

@®enepanbhbiii 3ak0oH oT  16.12.2019 Ne 436-®3 «O BHeceHUM HW3MEHEHUU B
OenepanbHblii 3akoH «O0 WHAMBHUAYalTbHOM (MEPCOHU(DHUIMPOBAHHOM) YYeTe B CHUCTEME
00s3aTeIbHOTO TMEHCUOHHOTO CTpaxoBaHUs» [DNeKTpoHHbIN pecypc] — M., 2022. — Pexum
noctyma: // https://www.consultant.ru/document/cons_doc LAW_340238/

Vka3 Ilpesunenra Poccuiickoit ®@enepauun ot 0.03.1997 Ne 188 «OO6 yTBepkaeHUU
HepevHsl CBeIeHU KOH(PHUISHIIMAIBHOTO Xapakrepa» // [DnexTpoHHbIi pecypc]. — M., 2022. —

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



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/
http://www.consultant.ru/document/cons_doc_LAW_112701/
https://www.consultant.ru/document/cons_doc_LAW_340238/
https://base.garant.ru/10200083/
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Vka3 Ilpesunenta P® or 01.02.2005. Ne 110 «O mnpoBeneHUM arTecTalMH
TFOCYJAapCTBEHHBIX TpaXJaHCKUX ciuyxamux Poccuiickonn ®enepanumn». Ilonoxenune o

MPOBEJICHUM AaTTECTallMd TOCYJAAPCTBEHHBIX TpakIaHCKuX ciyxkamux P® // [DnexTpoHHBIN

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

Va3 IIpesunentra PO ot 01.02.2005. Ne 111 «O mnopsaake crnaun KBaau(pUKAIIHOHHOTO
AK3aM€Ha rOCyJapCTBEHHBIMHU Tpa)KAaHCKUX ciykamux Poccuiickoil denepannu M OLIEHKE UX
3HaHWH, HABBIKOB M YMEHHWI». // [DnekTpoHHbI pecypc]. — M., 2022. — Pexum nocryma:

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

Vka3 Ilpesunenta or 01.02.2005. Ne 112 «O koHKypce Ha 3aMellleHME BaKaHTHOU
JOJDKHOCTH ~ TOCYJIAapCTBEHHOM  TpakmaHCKod — ciyxkObl  Poccuiickoit  @enepanum»  //

[DnexTponnsIit pecypc]. — M., 2022. — Pexxum noctyma: https://base.garant.ru/187829/

Vka3 Ilpesunenta PO or 16.02.2005r. Ne 159 «O npumepHoit dopme cimykeOHOro
KOHTpaKTa 0 MPOXO’KICHNUHU TOCYIapCTBEHHOM rpaxx1aHckoi ciyxObl Poccuiickoit deneparyu u
3aMEIICHUH JIOJDKHOCTH TOCYIapCTBEHHON TpakaaHCKoW ciry:xk0bl Poccuiickoit @enepaunny. //

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

Vka3 IIpesunenta Poccuiickoit @eaepanuu ot 30.05.2005. Ne 609 «O nepcoHaIbHBIX
JTAHHBIX TOCYAAPCTBEHHOTO TPa)JIaHCKOro ciykamiero Poccuiickoit denepannu u BeJeHUH €ro
auyHOTO gAema» //  [OnekrponHeld  pecypc]. — M., 2022. — Pexum pocryna:

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

Vka3 Ilpesunenta Poccuiickoit @enepanuu ot 18.06.2005. Ne 813 «O mopsimke u
YCIIOBUSIX KOMaHAMPOBaHUS (enepalbHbIX TOCYJApCTBEHHBIX TPaXKIAHCKUX CIYyXKammx» //

[DnexTponHsIii pecypc]. — M., 2022. — Pexum nocryna: https://base.garant.ru/12141130/

Pacnopsixkenue IlpaButensctBa P® ot 21.03.1994. No 358-3 «O6 obGecneyeHun
COXPaHHOCTH JIOKYMEHTOB TIO JIMYHOMY COCTaBY» // [DnekTpoHHBIH pecypc]. — M., 2022. —

Pexxum moctyna: https://base.garant.ru/10104180/

Pacnopsixenue IIpaBurenscrBa PO ot 23.04.1992 Ne 781-p «O0 ynydiieHun XpaHEeHUs U
UCIIOJIb30BaHUsl JOKYMEHTOB 0 JIMYHOMY cocTaBy»// [DnekTpoHHbld pecypc]. — M., 2022. —

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

ITpuka3 Muntpyna Poccun ot 19.05.2021 N 3201 "OO6 yTBepkaeHUU (OPMBI, MOPSIKA
BEJICHUSI W XPAaHEHUS TPYAOBBIX KHWXEK" // [DnmexTpoHHBIH pecypc]. — M., 2022. — Pexum

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

Hcmounuxku (Oononnumenvheoie)


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/
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@enepanbublii  3akoH PO or  27.07.2006 Ne 149-®3 «OO6 wuHpopmauuwy,
MH(QOPMALMOHHBIX TEXHOJIOTUSAX W 3amuTe WHPopMmauun» // [DnexTpoHHbIH pecypc]. — M.,

2022. — Pexum noctyna: https://www.consultant.ru/document/cons_doc LAW_61798/

®denepanbHblii 3akoH 0T 26.12.1995. Ne 208-D3 «O06 akuuoOHEpHBIX OOIIECTBax» //
[DnexTpoHHBII pecypc]. - M., 2022. — Pexum JOCTYyIIa:

https://www.consultant.ru/document/cons_doc LAW_8743/

[Ipuka3 Pocapxusa ot 22.05.2019 N 71"O6 ytBepxkaenuu [IpaBui aenonpoun3BoCcTBa B
TOCYJIapCTBEHHBIX ~OpraHax, OpraHax MECTHOTO caMoyIpaBieHus"(3aperucTpupoBaHoO B
Muntocte Poccun 27.12.2019 N 57023). // [Dnextponssiii pecypc]. — M., 2022. — Pexum
nocryna: https://base.garant.ru/72291836/

[Ipukaz PocapxuBa ot 20.12.2019 N 236"O6 yrtBepxknaenun IlepeuHss THUMOBBIX
yNpaBIEHYECKUX AapXUBHBIX JIOKYMEHTOB, 00pasymroliuxcs B Ipolecce JesTeIbHOCTH
rOCYJJapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYTPABJICHUS M OpraHU3alui, ¢ yKa3aHHUeM
cpokoB ux xpaHeHwus'"(3apeructpupoBano B Munrocte Poccum 06.02.2020 N 57449) //
[DnexTpoHHbIi pecypcl]. — M., 2022. — Pexxum JOCTYTIA:
https://www.consultant.ru/document/cons_doc LAW_ 345020/

"TOCT P HUCO 15489-1-2019. Haumonansubiii ctanmapt Poccuiickoit denepannn.
Cucrema cTaHIapTOB M0 WH(pOpMAIMK, ONOTMOTEYHOMY M U3laTeNnbecKoMy nery. Mudopmarms n
JnokyMeHTanus. Ympasienue nokymeHtamu. Yacts 1 Ilonarus u npunuunsl” (yTB. [Ipukazom
Poccranmapra ot 26.03.2019 N 101-cT). // [DnekrponHsiii pecypc]. — M., 2019. — Pexum

noctyna: https://www.consultant.ru/document/cons_doc LAW_329486/

Oo6mepoccuiickuii kimaccupuraTop npodeccuii padouynx, JODKHOCTEH CIyXallluX H
tapudubix paspsanoB OK 016-94. M.: Muntpya Poccun, 1995 // [Dnextponnsiii pecypc]. — M.,
2022. — Pexxum nocrtyna: http://okpdtr.ru/

Obmepoccuiickuii  knaccudukarop uHpopmanuu o Hacenenun OK  018-95. //
[DnexTpoHHbIT pecypcl]. - M., 2022. - Pexum JOCTyTaA:
https://docs.cntd.ru/document/1200121649

Ob6mepoccuiickuii  knaccudukaTop ynpasieHdeckor mokymentammun OK 011-93. //
[OnexkTpoHHBII pecypc]. — M., 2022. — Pexum JOCTyIIa:

https://www.consultant.ru/document/cons_doc LAW_ 43631/

Ob6mepoccuiickuii KaccuuUKaTop CreNUaTbHOCTEN MO 00pa30BaHMIO // [ DIEKTPOHHBIN
pecypc]. — M., 2022. — Pexxum gocrtyna: https://docs.cntd.ru/document/9035738
[Tacnopt HanuoHaneHON mporpammsl "Lugposas sxonomuka Poccuiickoit deneparyn”

(yrB. mpesuguymoM Cosera mnpu llpesunente P® mno crpaternyeckomMy pasBUTHIO U


https://www.consultant.ru/document/cons_doc_LAW_61798/
https://www.consultant.ru/document/cons_doc_LAW_8743/
https://base.garant.ru/72291836/
https://www.consultant.ru/document/cons_doc_LAW_345020/
https://www.consultant.ru/document/cons_doc_LAW_329486/
http://okpdtr.ru/
https://docs.cntd.ru/document/1200121649
https://www.consultant.ru/document/cons_doc_LAW_43631/
https://docs.cntd.ru/document/9035738
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HAIIMOHAJBHBIM MPOEKTaM, MpoTokos oT 24.12.2018 N 16) // [Dnexkrponusiii pecypc]. — M.,

2022. — Pexxum noctyna: https://base.garant.ru/72190282/

[Tpuka3z Muntpyna Poccun ot 26.03.2018 Ne 194 (pen. ot 04.05.2018) «O mpoBeaeHun
9KCIIEPUMEHTA 0 MEPEBOAY B AJIEKTPOHHYIO (OpMY TOKYMEHTOB U CBEIACHHI O pabOTHHKE MO
BOMIPOCaM TPYIOBBIX OTHOILICHWI». // [DnexTpoHHbld pecypc]. — M., 2022. — Pexum
noctymna:URL: https://rosmintrud.ru/docs/mintrud/orders/1290

YuudunupoBanHeie (GopMbl NEPBUUHON YUETHON JOKYMEHTALMH 10 YUYETY Tpyda U €ro
omnatel, ytBepxkaeHHble IlocranoBnenuem [ockomcrata P® ot 05.01.2004 Ne 1 //
[DnexkTpoHHBII pecypc]. - M., 2022. — Pexum JOCTYyIIa:

https://www.consultant.ru/document/cons_doc LAW_ 47274/

KBanudukanyoHHelii  CripaBOYHUK JOJDKHOCTEH PpPYyKOBOJIWTENEH, CHEIUAIUCTOB H
Ipyrux ciyxamux // [Dnexkrponnslil pecypc]. — M., 2019. — Pexxum noctymna: [D1eKTpOHHBIN

pecypc]. — M., 2022. — Pexum JOCTYyTIA:

https://www.consultant.ru/document/cons_doc LAW_ 97378/

MesxoTpaciieBble YKpYITHCHHbBIE HOPMAaTHUBEI BPEMEHH Ha pa0OTHI TT0 KOMIUIEKTOBAHHUIO H
ydyery kaapoB // [Onektponneli pecypc]. — M., 2022. — Pexum gocrtymna:
https://docs.cntd.ru/document/902177456

[lepeueHb THUMOBBIX YIPABIEHYECKHUX aPXWUBHBIX JOKYMEHTOB, OOpasylomiuxcs B
MpoIiecce ACSITEIBPHOCTA TOCYJAPCTBEHHBIX OPTaHOB, OPTAaHOB MECTHOTO CaMOYIPABIEHUS H
OpraHu3aIyi, ¢ yKa3aHUEM CPOKOB XpaHeHus // [DneKkTpoHHBIN pecypc]. — M., 2022. — Pexum

noctyna: https://www.consultant.ru/document/cons_doc LAW_345020/

[Mocranosnenne IlIpaBurensctBa P® ot 01.07.2022 N 1192 "O6 yrBepxaenuu IlpaBuin
B3aUMOJICHiCTBUA HMH(OPMAIIMOHHOM CHUCTEMBbl paboTojaress, MO3BOJISAIOLIEH 00ecrneunTh
HOJMNHMCAaHUE DIIEKTPOHHOTO JOKYMEHTa B COOTBETCTBUU C TpeOoBaHMSAMHU TpymoBOro Kojekca
Poccuiickoit denepannu, XpaHeHUE 3JIEKTPOHHOIO TOKYMEHTa, a Takke (UKcaluio (pakTta ero
NOJY4YeHHUsT CTOPOHAMHM  TPYAOBBIX  OTHOUIEHHWH, ©  (elepasbHOM  TOCyJapCTBEHHON
UHPOPMALMOHHON cucTeMbl "ENUHBIA HOPTan TIOCYJapCTBEHHBIX M MYHHIMIIANBHBIX YCIyT

(pynkmit)".

[MocranoBnenwue [IpaButensctBa PD ot 13 mas 2022 r. N 867 "O exaunoit mudpoBoii miathopme
B cdepe 3aHATOCTH ®  TPyHOoBbIX oTHomieHuid  "PabGora B  Poccum"// URL:
https://base.garant.ru/404612909/

[Ipuka3z Muntpyna Poccun ot 20.09.2022 N 5781 "O0 yTBep)ACHUHN €IMHBIX TPEOOBAHUN K
COCTaBy M (popMarTaM JJOKYMEHTOB, CBSI3aHHBIX C paboTOM, 0(OPMIIIEMBIX B AJIEKTPOHHOM BHUJIE
0e3 ny0mupoBaHus Ha OyMa)KHOM

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



https://base.garant.ru/72190282/
https://rosmintrud.ru/docs/mintrud/orders/1290
https://www.consultant.ru/document/cons_doc_LAW_47274/
https://www.consultant.ru/document/cons_doc_LAW_97378/
https://docs.cntd.ru/document/902177456
https://www.consultant.ru/document/cons_doc_LAW_345020/
URL:https://www.garant.ru/products/ipo/prime/doc/405265705/
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[Mpukaz Muntpyna Poccum ot 19.05.2021 N 320 "OO6 yrBepkaeHuu (opMbl, MOpsiKa BEACHHS W

XpaHeHHs TPYAOBBIX KHIkek" // [Daektponnwlii pecype]. — M., 2022. - Pexum jgocryna:

https://www.consultant.ru/document/cons doc LAW_ 385617/
[Tpuka3z Muntpyna Poccun ot 10.11.2022 N 7131 "O06 yTBepkaeHuu HOpPMBI CBEICHHUIA O

TPYAOBOW  JEATENBHOCTH,  MpeNocTaBisgeMoil  pabOTHHKY  paboromareneM,  (HOpMBI
NPEOCTABIICHHUS CBEICHUI O TPYAOBOW NEATENFHOCTH M3 WH(POPMAIMOHHBIX pecypcoB DoHaa
NEHCUOHHOTO M COLMAJIbHOTO cTpaxoBaHus Poccuiickoit denepanuu u nopsaka ux 3arnoiHeHus”
(BmMecte ¢ '"llopsaxkom 3amosmHenus ¢opmbl "CBeaeHHS O TPYIOBOM ACATEIBHOCTH,
penocraBisieMble pabotHuky pabotomarenem (CTH-P)" u ¢opmber "CBenenus o TpyHOBOM
NeSITeIbHOCTH, TPEJOCTaBIsIeMble M3 HH(POPMALMOHHBIX pecypcoB (OHIa MEHCHOHHOTO H

OLIMAJIBHOTO CTPaxOBaHUs Poccuiickon denepannu (CTH-CDP)")

https://www.garant.ru/products/ipo/prime/doc/405879309/?ysclid=1ul3u9de79862540044

[Ipukaz Munduna Poccun ot 30.03.2015 N 52u "OO6 yrBepx)aeHUU (OPM MEPBUUHBIX
YUETHBIX JIOKYMEHTOB M PETUCTPOB OyXTaJITepCKOro yuyeTa, MPUMEHSEMBIX OpraHamMu
TrOCYyJapCTBEHHOM  BIAacTM  (TOCYAAapCTBEHHBIMH  OpraHamMM),  OpraHaMH  MECTHOTO
CaMOyYTIpaBJICHUS, OpraHaMHU YIPaBIEHUS TOCYAapCTBEHHBIMH BHEOIO/HKETHBIMU (OHIAMH,
rOCy/1apCTBEHHBIMU (MYHULMIAIBHBIMU) YUPESKICHUSAMH, U MeToINYecKuX yKazaHUW MO HX
npumeHeHuto". // https://base.garant.ru/70951956/?ysclid=lul3wh9551216515880

ITpuka3 MuHucTepcTBa IM(PPOBOro pa3BUTHSA, CBA3U U MACCOBBIX KOMMYHUKauii PO ot
18 aBrycra 2021 r. N 858 "OO yTBep>KACHUHU €TUHBIX TPEOOBAHUI K MATMHOYATAEMBIM (popMam

nokymeHToB o nonHomounsx"// URL: https://base.garant.ru/402900595/

[Tpuka3 ®oHIa NEHCHOHHOTO U coIManbHOro crpaxoBanusi PO ot 17 nosops 2023 r. N
2281. "O6 ytBepxaeHuu eauHoi Qopmbl "CBeneHus Uil BeIEHUS HHIUBUAYaIbHOTO
(mepcoHM(pUIMPOBAHHOTO) y4YeTa W CBEACHUS O HAYHMCICHHBIX CTPAaXOBBIX B3HOCAX Ha
00s3aTeNIbHOE COLIMAJIbHOE CTPAaXOBaHME OT HECYACTHBIX CIydaeB Ha MPOU3BOJCTBE U
npodeccuonanbHplx  3a0oneBanmii (EDPC-1)" w  mnopsagka ee  3amonHeHus"  //

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

ITpuka3 PocapxuBa ot 31.07.2023 N 77 "OO6 ytBepxnaenuun IIpaBun opranuzanuu
XpaHeHHs, KOMIUIGKTOBaHMS, Y4eTa M HCIOJIb30BaHUS JOKYMEHTOB ApXUBHOTO (oHaa
Poccniickoit @enepanu M IpYruX apXMBHBIX JIOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHax,

nn

OopraHax MECTHOT'O CaMOYIIPABJICHUA U OPpraHHU3alHgAX .

// URL:https://www.garant.ru/products/ipo/prime/doc/407519908/



https://www.consultant.ru/document/cons_doc_LAW_385617/
https://www.garant.ru/products/ipo/prime/doc/405879309/?ysclid=lul3u9de79862540044
https://base.garant.ru/70951956/?ysclid=lul3wh955l216515880
https://base.garant.ru/402900595/
https://www.garant.ru/products/ipo/prime/doc/408153699/
URL:https://www.garant.ru/products/ipo/prime/doc/407519908/
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Jlumepamypa (o6a3amenvnasn)

Aoymnamgze, JI. I'. JlokymeHTanmonHoe o0ecrieueHne ypaBIeHHs TIEPCOHATIOM @ YUeOHUK
U MPaKTUKYM IS akajeMudeckoro Oakamaspuata / JI. I'. AGynanze, U. b. Beimpsokkuna, B. M.
MacnoBa. — Mocksa : U3narensctBo HOpaiit, 2019. — 299 ¢. — (bakanaBp. AkageMHYecKHii
Kypc). — ISBN 978-5-534-00875-3. — Texkcr : anexrponnsiii // DbC FOpaiir [caiit]. — URL:
https://urait.ru/bcode/433411

beikoBa T.A. JlokymMeHTanMoHHOE oOecredYeHue YNpaBieHus (AETONPOU3BOICTBO)
[DnexTponHsbIii pecypc] : yuebnoe mocodbue / T. A. beikoBa, T. B. Kysnenosa. - 2-e u3n.,
nepepad. u mom. - Mocksa : Muadpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL

http://znanium.com/go.php?1d=942800.

I'moroBa C.A. IlpodeccuoHanpHblii CTAaHAAPT CHENMATUCTa 1O YIPaBICHUIO
[IEPCOHATIOM B JIEATENILHOCTH KaJpoBOM ciayxkObl [DnekTpoHHbId pecypc] / 'morosa Ceernana
AnexcanapoBHa; C. A.I7noroBa // YmpaBiieHWe IOKyMEHTAlMEW: TNPOILIOE, HACTOsIIee,
Oynymee : marepuansl [ll-eii Mexaynap. Hayd.-ipakT. KoH(., mocsm. namsata npod. T. B.
Kysunemnosoii, Mocksa, PITY, 23-24 mapra 2017 r. / M-Bo oOpa3oBanusi u Hayku Poc.
Oeneparun, enep. roc. OIOPKET. yUpexka. BbICIL. o0pazoBaHus "Poc. roc. rymMaHUTapHBIN yH-
1", UcT.-apx. nH-T, @ak. TOKyMEHTOBEICHUS U TEXHOTPOHHBIX apX., Kad. nokymenroBenenus. -
Mocka :  Tepmuka.py, 2017. - C. 451-457. - Pexum  nocrymna
http://elib.lib.rsuh.ru/elib/000013004.

I'moroBa C.A. TeHneHuuu pa3BUTHS KagpOBOTO JEJIONPOM3BOJACTBA B  paMKax
nporpammbel  "lludpoBas  sxoHOMuka"  [Dnekrponnbii  pecypc] /I'mortoBa Ceernana
AnekcannpoBHa; Ceernana A. ['motoBa // YnpaBieHue JoKyMeHTaMu B IMPPOBOH SIKOHOMUKE. -
Mocksa : PITY, 2019. - C. 98-103. - Pexxum noctyma : http://elib.lib.rsuh.ru/elib/000013245

KanpoBoe nenonpousBoacrBo: Haumnaem ¢ Hyms. Ayautr cBoumu cwiamu / H.B.
XKypasnesa, M.B. XKXypasinesa. - 2-¢ u3a. - Mocksa : HULl UTHOPA-M, 2014. - 184 c.: 60x88
1/16 + ( Jom. mar. znanium.com). - (IIpocto, kpatko, 6s1cTpo). (0) ISBN 978-5-16-008986-7 -

Texcr : anextponnsid. - URL: https://new.znanium.com/catalog/product/417566  (mara
obpamenusi: 30.11.2019)

KanpoBoe npenmompomsBoactBo. Yuebnumk. / C.JI. Kysuemo, C.A. I'motoBa — M.:
W3narensctBo «TEPMUKAY, 2020. — 492 c. [OnextpoHHslil pecype]. — M., 2022. — Pexum

nocryma: https://edou.olimpoks.ru/books/HR administration.pdf

[TaBnosckas, O. FO. IIpaBoBoe obecnedeHne KaJapoBOro AEIONPOM3BOJCTBA : yueOHOE

nocobue 1t By30B / O. FO. ITaBnoBckas. — MockBa : M3natensctBo HOpaiit, 2019. — 213 ¢. —


https://urait.ru/bcode/433411
http://znanium.com/go.php?id=942800
http://elib.lib.rsuh.ru/elib/000013004
http://elib.lib.rsuh.ru/elib/000013245
https://new.znanium.com/catalog/product/417566
https://edou.olimpoks.ru/books/HR_administration.pdf
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(Beicmiee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrponssiit / 36C KOpait
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara oopamenus: 30.11.2019).

Jumepamypa (Oonoanumenvnas)

Kykapuna IO.M. CoBpeMeHHbIE OpPraHM3alMOHHBIE W PEIJIAMEHTHBIE JOKYMEHTBI:
¢ynkiuu u pasaoBugHocTd // Becthuk PITY. 2016. Ne2. [Dnekrponnsiit pecype]. — M., 2019. —
Pexxum JOCTYTIA: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik daizi%202(4)-16.pdf.

Muxaiinuna .M. Ynpasnenue nepconanom, 3-e usa. - Mocksa :Jlamkos u K, 2018. -
280 c.: ISBN  978-5-394-01749-0 -  Texct :  onexrponnbii. -  URL:
https://new.znanium.com/catalog/product/415303 (nara o6pamenus: 30.11.2019)

IHepuoauyeckue n3xaHus

CnpaBounuk kajgpoBuka 1999-2021. MLIDP.
TpynoBoe npaBo. 1997-2021. Top Personal.

VYnpasnenue nepconanom 1997-2021. Top Personal.

6.2 Ilepeuennb pecypcoB HHGOPMALMOHHO-TEIeKOMMYHUKAIIMOHHOM ceTH « AHTepHET»,
He00XO0IMMBbIii 1151 0CBOCHHS THCUMIIJIHHBI

- Caiir Muntpyna P® [OnexktponHslii pecypc]. — DnekTpoH. gad. — M., cop. 2022. — Pexxum
nocryna: https://mintrud.gov.ru/
- Caiit Poctpyna [DnekTpoHHBIH pecypc]. — DnekTpoH. aaH. — M., cop. 2022. — Pexxum goctyna:
http:// https://rostrud.gov.ru/
- T'apant [OnexkTtponHslii pecypc]. — OnekTpoH. naH. — M., cop. 2022. — Pexum nocryna:
http://www.garant.ru.

- Koncynberant Ilmtoc [DnekTpoHHBIA pecypce]. — DnekTpoH. aaH. — M., cop. 2022. — Pexum

nocrtyna: http:// www.consultant.ru.
- ITopran «Pabota B Poccum» [DnekTpoHHBIH pecypc]. — DnekTpoH. aaH. — M., cop. 2022. —

Pexum noctyna: https://trudvsem.ru/

7 MarepuajJibHO-TEXHMYECKOE O0ecrieyeHne JUCUMILIUHBI (MO1YJIs1)
B kauecTBe MaTepHalIbHO-TEXHUYECKOTO OOECHEeYeHUs AUCLUUIUIMHBI YKa3blBaeTcs

HCO6XOI[I/IM06 JJIA O6y‘leHI/I$I JIMIICH3UOHHOC IIPOrpaMMHOC O6CCH€‘-I€HI/IC, O60py,Z[OBaHI/Ie,

JIEMOHCTPAIlMOHHbIE NPHOOPHI, MYJIbTHUMEIUIHBIE CPEICTBa, yueOHble (DUIBMBI, TPEHAXKEPHI,


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://trudvsem.ru/
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KapThl, TUIAKAThl, HATJISAAHBIE MTOCOOUs; TpeOOBaHUSA K ayAUTOPHUSIM — KOMIIBIOTEPHbIE KJIAcChl,
aKaJeMUYECKHE WU CIELMATIbHO 000pYI0OBaHHbIE Ay JUTOPUH U JJaOOPaTOpUU, HATMYUE JOCKU U

T.0.

1. Ilepeuens I1O

Nenn Haumenosaunue [10 [IpownsBoguTens Croco0
/m pacrpocTpaHeHHUsI
(muyenzuonnoe unu
6000010
PACNPOCMPAHsIEMOe)
1. Adobe Master Collection CS4 Adobe JIMLIEH3MOHHOE
2. Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3. Windows 7 Pro Microsoft JINLIEH3MOHHOE
4. Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE
5. Windows 10 Pro Microsoft JINIICH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JINIICH3UOHHOE
7. Microsoft Office 2016 Microsoft Jlnnen3snonHoe
8. Zoom Zoom JINLIEH3UOHHOE

2. Ilepeuens Bl u UCC

Neno HaumenoBauue
/m

1 | Mexnaynapoansie pedepaTuBHbie HaykomeTpuueckue b/, mocTymnHble B paMkax
HanuoHaJILHOU nmoanucku B 2020 T.

Web of Science

Scopus

2 | [Ipodeccuonanbuble monHoTeKcTOBBIE B/, JOCTYyIHBIE B paMKaxX HallMOHATIBHON
noanucku B 2020 r.

XKypnanst Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnaisr Taylor and Francis

3 | [Ipodeccuonanbubie MOTHOTEKCTOBBIE B/

JSTOR

W3nanus no oOiecTBEHHBIM U T'yMaHUTAPHBIM HayKam
OnekTpoHHas oubanoreka Grebennikon.ru

4 | KoMnbroTepHbI€ CIIPaBOYHbBIC TPABOBBIE CUCTEMBI
Koncynsrant Ilmoc,
I'apant

8 OofecneueHue 00pa3oBaTEILHOIO MpoIECCA AJIs1 JUL ¢ OTPAHUYEHHBIMH
BO3MOKHOCTSIMM 310POBbSI 1 HHBAJIH/I0B
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B xoze peanuzanuu JUCHUIIITMHBI KCHIOIB3YIOTCS CIIEIYIOLIUE OTOTHUTEIbHbBIC
METOJIbl 00yYeHHMsI, TEKyIIEro KOHTPOJS YCIEBAaEMOCTH W MPOMEXKYTOUHOM aTTecTaluu
00ydJaromuxcsi B 3aBUCUMOCTH OT UX UHIUBUAYATbHBIX OCOOCHHOCTEH:

® IS CIENbIX ¥ cIa00OBUIAIINX:

- JIeKUMU O(OPMISIOTCS B BHUAE 3JIEKTPOHHOIO JIOKYMEHTA, JOCTYIHOIO C IOMOUIbIO
KOMIIBIOTEpA CO CIIEIHATU3UPOBAHHBIM IIPOrPAMMHBIM 00€CIICUeHUEM;

- TMCBbMEHHBIE 3aJJaHHs BBIINOJHSIOTCA Ha KOMIBIOTEpE CO CHEUUATU3UPOBAHHBIM
MIPOrpaMMHBIM 00eCrieueHHEM, UJIM MOTYT OBbITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrneynBaeTcs UHIMBHUIyaIbHOE paBHOMEpHOE ocBelienne He Menee 300 Jrokc;

- s BBIOJHEHMSA 3a/JaHusl TPU HEOOXOIUMOCTH TPEAOCTABISETCS YBEIMYHBAIOILEE
YCTPOHCTBO; BO3MOXHO TAK)K€ MCII0JIb30BaHHE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;

- IUCbMEHHBIE 3aJJaHUs O(POPMIISIOTCS YBEINYECHHBIM HIPUPTOM;

- 9K3aMEH U 3a4€T IPOBOJATCS B YCTHOM (pOpMe MM BBIIOJIHAOTCS B MUCbMEHHON (popMe Ha
KOMIIBIOTEPE.

® IS TIYXHUX U CIa00CIBIIIAIINX

- JekuMu O(OPMISIIOTCS B BHJE 3JEKTPOHHOIO JOKYMEHTa, JHOO MpPeaoCTaBiIseTCs
3BYKOYCWJIMBAIOIIAs anmnaparypa HHANBUAYAIbHOTO TIOJIb30BaHUS;

- IUCbMEHHBIE 33JJaHNS BBINOJIHSAIOTCS Ha KOMIIbIOTEPE B MUCHMEHHOM (hopMe;

- SK3aMeH U 3a4€T MNPOBOJATCA B IHUCbMEHHOM QopMe Ha KOMIBIOTEPE; BO3MOMKHO
npoBesieHue B (hopMe TeCTUPOBAHUSI.

® Ui JIUI C HAPYLIEHUSIMH ONIOPHO-JIBUTATEIBLHOTO allapara:

- JIeKUMU O(OPMIISIOTCS B BHUAE 3JIEKTPOHHOTO JIOKYMEHTA, JOCTYIHOTO C IOMOIUIBIO
KOMIIBIOTEpA CO CHEeMATU3UPOBAHHBIM IIPOTPAMMHBIM 00€CIIEUEHHEM;

- THMCbMEHHBIE 3aJ]JaHMs BBINOJHIIOTCA Ha KOMIBIOTEpE CO CIEHUATU3UPOBAHHBIM
MPOTPaMMHBIM 00€eCTIeueHNEM;

- 9K3aMEH U 3a4€T MPOBOJATCS B YCTHOM (popMe MIIM BBIMOIHSAIOTCS B MUCbMEHHOH (opMe Ha
KOMIIBIOTEPE.

[Ipy HEOOXOOUMOCTH NpeIyCMaTpUBACTCAd YBEIMUEHHE BPEMEHHU [UIl MOATOTOBKU
OTBeTA.

[Iponienypa  mpoBefeHHsST  NPOMEXKYTOYHOM — aTTecTalud Ui OOydYaromuxcs
yYCTaHABIMBAaETCA C Y4YETOM HUX HHAUBUAYAIbHBIX TICHUXO(PU3NYECKUX OCOOEHHOCTEH.
[IpomerxyTouHas aTTecTalus MOXKET IPOBOIUTHCS B HECKOJIBKO ITAIOB.

[Ipu nmpoBeneHUH NpoUeaypbl OLEHUBAHUS PE3yJbTaTOB OOydeHHUs MpeaycMaTpUBaeTCs
UCIIOJIb30BaHUE TEXHUYECKUX CPEICTB, HEOOXOAMMBIX B CBSI3M C HWHIAMBUAYAIbHBIMU
OCOOEHHOCTSIMU O0y4YaroIIUXCsl. DTU CPEACTBA MOTYT OBbITh IMPEIOCTABIIEHBl YHUBEPCUTETOM,
WJIN MOTYT MCIIOJIb30BaThCs COOCTBEHHBIE TEXHUUECKUE CPE/ICTBA.

[IpoBenenne mnpoueaypbl OLEHMBAHMS  pPE3yJbTaTOB  OOY4YEHHs] JOMYCKAaeTcsl C
UCIIOJIb30BAaHUEM JMCTAHIIMOHHBIX 00pPa30BaTEIbHBIX TEXHOIOTUH.

ObecneunBaercss 10cTynl K MH(GOPMaLMOHHBIM M OMOIHOrpadUuecKkuM pecypcaMm B CETH
WnuTepHer mis kaxjaoro oOydwaromerocss B (opmax, aJanTUPOBAHHBIX K OTPAHUYEHUSAM HUX
3/10pOBbSl U BOCTIPUSATHUS HHPOPMALUH:

® I CIeNbIX U cIa0oBUIAIINX:

- B IeyaTHOU (hopMe yBEJIIMYEHHBIM HMIPUPTOM;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B popme ayaunodaiina.

® I TIIyXUX U cIaboCblIamux:

- B IeyaTHou popme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA.

® i 00y4aroIIKXCs C HapYLIEHUSIMH OITOPHO-BUTaTEIBLHOTO ammnapara:
- B le4aTHoi opme;

- B JopMe 3IEKTPOHHOTO TIOKYMEHTA;
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- B (hopme ayanodaiina.

VY4eOHble ayAUTOpUU UIS BCEX BUAOB KOHTAaKTHOM M CaMOCTOSITENIbHOM paboThl, HayuHas
OubIMoTeKa W MHBIC TIOMEIIEHUS sl O0ydYeHUs] OCHAIICHBI CHEIHAIBLHBIM 00OPYJOBaHHEM WU
y4eOHBIMU MECTaMH C TEXHUYECKUMHU CPEJICTBAMU O0yUEHUS:

® Ui CIETBIX U CTa00BUASIINX:

- YCTPOUCTBOM ISl CKaHUpoBaHus U ureHus ¢ kamepoid SARA CE;

- nuciieeM bpaiina PAC Mate 20;

- npuntepoM bpaiinsgs EmBraille ViewPlus;

® IS TIyXUX U CIa0OCIHBIIIAITNX:

- ABTOMATU3MPOBAaHHBIM pabOYUM MECTOM /s JIIOJed ¢ HapylleHHeM ciyXxa |
¢71a00CIIBIIIAINX;

- aKyCTUYECKUI YCUIIMTEIb U KOJIOHKHU;

® i 0OYYAIOIIUXCS C HAPYIICHUSIMHU OMTOPHO-IBUTATEILHOTO arapara:
- IEPEABUKHBIMU, PETYIUPYEMBIMU dproHoMuueckumu naprtamu CHU-1;
- KOMITBIOTEPHOU TEXHHUKOU CO CIIeUaTbHBIM IPOrPAMMHBIM 00€CIICYCHHEM.

9 METOANMYECKHUE MATEPHUAJIbI

9.1 TIlnaH NpakTHYeCKUX 3aHATHI

Henpr 3ansTHii: BBIIBUTE OCOOEHHOCTH JOKYMEHTHPOBAHUS TPYAOBBIX OTHOUICHHH B
pa3nuyHble UCTOPUYECKHE MEpPHObl, ONPENeIUTh 3Tamnbl (HOPMUPOBAHMS CHCTEMBI KaJIpOBOU
JIoKyMeHTalu B Poccuu, caenats BBIBOABI O TpaHC(HOpMAIMKM CUCTEMBI KaJpOBON JTIOKYMEHTAlUU
Ha COBPEMEHHOM 3Tale, MPaKTHKEe MPUMEHEHUS HU(PPOBBIX TEXHOJIOTMH, TCHICHIMAX DPa3BUTHUS
9TOU CUCTEMBI.

®opMa npoBeAeHUs — IPAKTUYECKUE 3aHATHUS.

B pesyinbrare BBINIOJIHEHMS 3aJaHUS CTYACHTHI JOJIKHBI:

-3HaTh MPAaBOBBIE AaKThl, PETYJIHUPYIOLUIHNE OTIECNbHbIE AaCHEKTHl (YHKIMOHUPOBAHUS H
TpaHc(hopMalK CUCTEMBI KaJIpOBOM TOKyMEHTALIUH,

- 3HaTb COBPEMEHHbIE LU(POBbIE TEXHOJOIMH, HNPUMEHSEMbIE B JIEATEIBHOCTH KaJpOBBIX
MIOAPAa3ACIICHUN,

- YMEThb QHAaJU3UpPOBaTh COCTOSHME CHCTEMBI KAaJpOBOM JTOKYMEHTAllUH, BBIABIATH
3aKOHOMEPHOCTH €€ Pa3BUTHS,

- YMETb BHEJPATH 3JIEKTPOHHBII TOKYMEHTOOOOPOT B cpepe TPyAOBbIX OTHOLICHHUH,

- BIAJeTh HaBBIKAMU MPHUMEHEHHUS COBPEMEHHBIX IM(PPOBBIX TEXHOJIOTMH B paMKax

JOKYMEHTUPOBAHUS  TPYJIOBBIX OTHOLIEHUH U obecrieyeHus UH(POPMALIMOHHO-

JIOKYMEHTAITMOHHOTO B3aWMOJICHCTBUS PAOOTHUKOB M pabOTOIaTEIICH.

3anstue 1. TeHaeHuMU pa3BUTHA CHCTEMbI KaJAPOBOii JOKYMEHTALIMH

3aganus
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1. Ilpoananu3upyiiTe NpaBOBbIE aKThl Pa3HBIX NEPUOAOB U CAEIANTE BBIBOJ, B KaKOl Mepe

OHHU PETIaMEHTUPYIOT BOIIPOCHI 0()OPMIIEHUS TPYIOBBIX OTHOILIEHUH.

Yka3aHus no BBINOJHEHUIO 3aaHNI

1. U3yuure:

- [IckoBckyro Cyanyto rpamoty 1397(14677) r.

- CobopHoe Ynoxenue 1649 r.

- Bpemennsbie npaBuiia 115 HaitMa CeNbCKUX pabovnx U ciaykuteneit 1863 r.

- Ct. 2201-2290 3akonoB rpaxkaanckux (I1C3)

- Konexc 3akonoB o tpyne 1922 r.

- Tpynosoii kogexc P® 2002 r.

Haﬁ)IHTe B JIJAHHBIX MPAaBOBBLIX aKTaX CTATbH, B KOTOPBIX TI'OBOPUTCA O JOKYMCHTAJIBHOM

O(I)OPMJ'IGHI/II/I TPYHAOBBIX OTHOIIICHUH. Hepe‘II/ICHI/ITe OTH CTAaTbH.

Haiigute CTaTbU, NOCBAIICHHBIC TOTOBOPaAM HaliMa WIx TPYAOBBIM IOIOBOpPaM. HpI/IBCIII/ITC

HUTAaTHBI, IIOCBAIICHHBIC JAHHBIM JJOTOBOPaM.

OdopmuTe pe3ynbTaThl B BUIE TAOJIUIIBL:

IIckoBckasn CobopHoe Bpemennbie nCc3 K30T TK P®
Cynnas yJI0:KeHHn e npaBuJja
rpaMora IJIS HaliMa
ceJIbCKHX
padoumnx

CnenaﬁTe BBIBO/JI, KaK MCHSJIACh ITPAaBOBAs PCriIaMCHTAlMA BOIIPOCOB Halma.

KOHTpOJIbeIe BOIIPOCHI.

1. Kakoil Bua nokymeHta, OGOPMIISIONIMI TPYIOBbIE OTHOLICHHS, SIBIsSETCA Haubolee

paHHHUM IO BpEMCHU MOSIBIICHUS?

2. Kakas uadopmanus BKIFOYAIach B 3TOT JOKyMEHT B cooTBeTcTBUU ¢ K30T 1922 1.

HUcrounuku

1. TlckoBckas Cynnas rpamora 1397(1467?) 1. -
http://vostlit.narod.ru/Texts/Dokumenty/Russ/XV/1480-1500/Pskovc_sud gr/text.htm

2. CobGopnoe Ynoxenue 1649 r.-

http://www.hist.msu.ru/ER/Etext/1649/whole.htm

3. BpemenHsble mpaBuia Ui HaiiMa celbCKUX pabouux u ciayxkuteneit 1863 r. -



http://vostlit.narod.ru/Texts/Dokumenty/Russ/XV/1480-1500/Pskovc_sud_gr/text.htm
http://www.hist.msu.ru/ER/Etext/1649/whole.htm
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https://constitutions.ru/?p=20023

4. TIC3. CBox 3aKOHOB I'pakJIaHCKHUX.

http://pravo.gov.ru/proxy/ips/?searchres=&empire=1&collection=0&volume=100013& 1

64&contentsname=%CE+%EB%E&%F7%EDY%EEY%EC+%ED%E0%E9%EC%ES &sort=1

5. Kopgekc 3akoHo0B o Tpyzae 1922 r. -

https://docs.cntd.ru/document/90185783 1

6. Tpynosoit KOJIEKC PO 2002 I.-

https://www.consultant.ru/document/cons_doc LAW_34683/

Jlureparypa

1.

I'moroBa C.A. CkuagplBaHuE€ CHCTEMBI KaJgpoBOW JOKyMeHTauuu B Poccum B
JOPEBOTIONIMOHHBIN ~ mepuon//  JIOKyMEHTalbHOE  HacleAue M HUCTOpHYEecKas
Hayka. Marepuansl YpalabCKOro HCTOPHUKO-apXMBHOTO ¢opyMa, MOcBsiieHHoro 50-
JETHI0  HCTOPUKO-apXMBHOM  CHEUMAJBbHOCTH B YPaJbCKOM  YHHUBEPCHUTETE.
MuHucTtepcTBO Hayku M Bbicuiero oopaszoBanusi Poccuiickoit denepaunu, Ypanbckuii
®denepaibHbli YHUBEPCUTET, Y PAIbCKUM TymMaHUTApHbIA MHCTUTYT. 2020. c. 339-346.
Texcr : anexktponnsiit. - URL: https:/elar.urfu.ru/bitstream/10995/92935/1/978-5-7996-
3078-2 2020 _062.pdf

I'motoBa C.A. ®opMupoBaHue U pa3BUTUE KaJpOBOM JOKyMeHTauuu B Poccun: ncropus
u coBpeMeHHOCTh// B cOopuuke: "['enepanbHblii permament": 300 yer Ha ciyxoe
Poccun: OT KOMIEXKCKOrO JEIONPOM3BOJACTBA 10 LUGPPOBOH  TpaHCHOpMALUU
yIpaBleHUs: JOKymMeHTaMu. Martepuansl  MeXIyHapOOHOW  HAy4YHO-IPAKTUYECKON
KoH(pepeHuuu. Poccuiickuii rocyJapcTBEHHbIN I'yMaHUTapHbIN yHUBEpcUTeT, McTopuko-
apxuBHbI MHCTUTYT, DakynbTeT apxXUBOBEIEHHUS U JOKyMeHTOoBeaeHus, Kadenpa
aBTOMATH3UPOBAHHBIX  CHCTEM JIOKYMEHTAlIMOHHOTO oOecreueHus  yIpaBJeHus,
Poccuiickoe oOmectBo uctopuxo-apxusuctoB (POMA). Mocksa, 2021. C. 222-233.
TeKCT: AIEeKTPOHHBIN. -

URL.: https://www.rsuh.ru/upload/main/fdta/sbornik genreglament 2020.pdf

I'moroBa C.A. TenaeHunMnm pa3BUTUS KaJIpOBOrO JEJIONPOM3BOACTBA B  pPaMKax
nporpammbl  "L{udpoBas skoHomuka" [DnexTpoHHBIH pecypc] /ImortoBa CBernana
AnekcanapoBHa; CsernaHa A.I7noroBa // YmpaBieHue nOKyMEHTaMH B LU(pOBOH
skoHomHuke. - MockBa : PITY, 2019. - C. 98-103. - Pexum pocryna
http://elib.lib.rsuh.ru/elib/000013245.

MarepuaibHO-TEXHUYECKOE o0ecriedeHne 3aHATHS


https://constitutions.ru/?p=20023
http://pravo.gov.ru/proxy/ips/?searchres=&empire=1&collection=0&volume=100013&pg=164&contentsname=%CE+%EB%E8%F7%ED%EE%EC+%ED%E0%E9%EC%E5&sort=1
http://pravo.gov.ru/proxy/ips/?searchres=&empire=1&collection=0&volume=100013&pg=164&contentsname=%CE+%EB%E8%F7%ED%EE%EC+%ED%E0%E9%EC%E5&sort=1
https://docs.cntd.ru/document/901857831
https://www.consultant.ru/document/cons_doc_LAW_34683/
https://elar.urfu.ru/bitstream/10995/92935/1/978-5-7996-3078-2_2020_062.pdf
https://elar.urfu.ru/bitstream/10995/92935/1/978-5-7996-3078-2_2020_062.pdf
https://www.elibrary.ru/item.asp?id=46524328
https://www.elibrary.ru/item.asp?id=46524328
https://www.rsuh.ru/upload/main/fdta/sbornik_genreglament_2020.pdf
http://elib.lib.rsuh.ru/elib/000013245
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®  KOJUJICKIIHS TOKYMEHTOB;

® METOAMYECCKHEC YKa3aHM IO OpraHU3alMu U IMPOBECACHUIO MPAKTHYCCKUX 3aHATHH.

3ansaTue 2. Tpancdopmanus nMoaAXoa0B B padoTe ¢ KAAPOBOH JOKyMeHTanuen

3aganus

1. W3yuute npaBOBbIE aKTbhl, PETJIAMEHTUPYIOLIUE IKCIEPUMEHTHI 110 EPEBOY KaJpOBOH

AOKYMCHTallUu B BHeKTPOHHLIﬁ BU, caenanTte BbIBOA, 4Y€M OTIMYaJIHUCh HJaHHBIC

OKCIICPUMCHTHBI.

2. W3yuute GpopMbI CBEACHHUI O TPYAOBOM ACSITEIBHOCTH, MPECTABIsIEMbIE B IICHCHOHHBIN

¢bonn PO, a Takxke mpexacraBisieMble paboTHHKaM. Ha ocHOBe mnpeasioKeHHON

ynpaBnqueCKoﬁ CUTyalluu MOATOTOBLTC JAaHHBIC (1)OpMBI.

Yka3zaHus 10 BHINOJHEHUIO 3aJaHUi

1. W3zyuwre:

- [Tpukaz MunucrepcTBa Tpyaa U coruaibHoi 3anuThl PO ot 26 maprta 2018 r. N 194 "O

MMPOBCACHUU SKCIICPUMECHTA IO IEPCBOAY B IJICKTPOHHYIO (I)OpMy AOKYMCHTOB U CBEJICHUM O

pabOTHHKE IO BOTIPOCAM TPYIOBBIX OTHOIIECHHNA"

- OepnepanbHbiil 3ak0H "O MPOBEIEHUU SKCIMEPUMEHTA IO HMCIOIB30BAHHUIO SJIEKTPOHHBIX

JIOKYMEHTOB, CBsI3aHHBIX ¢ paboToit" oT 24.04.2020 N 122-03

- Ilpuka3 MunucrtepcTBa TpyAa U counanbHoi 3ammtel PO ot 14 mas 2020 r. Ne 240H “O6

yTBepkIeHrH [lonokeHus: 0 TOpsiIKEe NPOBENCHHS SKCIIEPUMEHTa
AIIEKTPOHHBIX TOKYMEHTOB, CBSI3aHHBIX C pabOTOM”.

CpaBHHTE MPOBOAMMBIC YIKCIICPUMEHTHI I10 CIICIYIOIUM KPUTEPHUSIM:

- COCTaB YYaCTHUKOB

- KaK#e KaJpOBbIe MPOLEIYPHl OXBAThIBAII

- KaK¥e BUBI IOKYyMEHTOB Pa3pemniajoch BECTH

-TpeOoBaIOCh U AyOIMpOBaHKME Ha OyMa)KHOM HOCUTETIE

-Kakue HHGOPMAIMOHHBIE CHCTEMbI PUMEHSITHCH

-KaKye BUBI TIOJIITUCH HCIIOTH30BAIINCH

-KaK ¥ Koraa 0000maaucey JaHHbIE

Pe3ynbTaThl MOKHO TIPEICTaBUTH B BUJIE TAOJIUIIBI:

110 HCIIOJIb30BAaHUIO

Kpurepun Ixkcnepument 2018 roga Ikcnepument 2020-2021

roaoB
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Cocras Y4aCTHUKOB

Kaxkue kaapoBbie

Nnpoueaypbl 0XBaThbIBAJ

2. Wzyuute GopMbl MPEACTABICHHUS CBEACHUS O TPYMOBOH AesaTenbHOCTH B ColMalIbHBIN
¢oun PD u pabotauky (C3B-T/] u CT/-P — neiictBytoT 1o 2023 rona).
CpaBaure 3t (opMbl ¢ (popMoil TpPynOBOH KHIKKH. 3aQUKCUPYHTE OTIAYHSL.

3anonHute GOpMbI B COOTBETCTBUHU C IIPEJIOKEHHON YIIPaBICHUECKON CUTyallei.

KoHnTpoJsbHbBIE BONIPOCHI.

1.Yrto Takoe cBeneHuil 0 TpyAoBoil aedrenbHocTH? Kak oHM BeayTcs, OOPMIISIOTCS, KOMY U B
KaKOM TIOPSIJIKE TepeatoTCs?

2.Kakue »SKCIEepUMEHTHI 10 TMEpPeBOY KaJApOBOM JOKYMEHTAIIMM B JJIEKTPOHHBIA BH]

npoBouiuCch? JlaliTe UM XapaKTepUCTHUKY.

Hcrouynuku

1. Ilpukaz Muntpyaa Poccum ot 26.03.2018 Ne 194 (pem. ot 04.05.2018) «O
NPOBEICHUM SKCIEPUMEHTA IO TIEPEBOMy B AJIEKTPOHHYIO (HOpMY JTOKYMEHTOB M CBEACHUH O
paboTHUKe 1o BOIIpOCaM TPYZOBBIX OTHOILIEHUI» //URL:
https://rosmintrud.ru/docs/mintrud/orders/1290 (nara o6pamenus 30.02.2022)

2. ®enepanbHbiii 3akoH OT 16 aexabps 2019 r. N 439-03 "O BHeCeHHM M3MEHECHHH B

TpynoBoit xomekc Poccuiickoit ®enepanyu B yactd (OPMUPOBAHUS CBEICHUI O TPYIOBOM

EATENLHOCTH B AIIEKTPOHHOM Buse"//
URL:http://www.consultant.ru/document/cons_doc LAW_340241/ (mara oOpareHus
30.02.2022)

3. @epnepanbHbii 3akoH "O MNPOBENEHUH OSKCIEPUMEHTAa IO HCIOJIb30BAHUIO
JIEKTPOHHBIX ~ JIOKYMEHTOB, CBSI3aHHBIX C paboroi" ot 24.04.2020 N 122-03//
URL:http://www.consultant.ru/document/cons_doc LAW_ 351124/ (mara oOpareHus
30.02.20221.)

4. Ilpuxa3z MunucTepcTBa Tpyza v conpaibHoi 3amuThl PO ot 14 mast 2020 r. Ne 240n
“O6 yrtBepxknaenuu [lonokeHHs O TMOpSIKE MPOBEACHUS JKCIEPUMEHTa MO HCIOIh30BAHUIO

AJIEKTPOHHBIX JIOKYMEHTOB, CBSI3aHHBIX c pabotoii” //

URL:https://www.garant.ru/products/ipo/prime/doc/74170714/ (nata oopamenus 30.02.2022 r.)


https://rosmintrud.ru/docs/mintrud/orders/1290
URL:http://www.consultant.ru/document/cons_doc_LAW_340241/
URL:http://www.consultant.ru/document/cons_doc_LAW_351124/
URL:https://www.garant.ru/products/ipo/prime/doc/74170714/
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Jlureparypa

1. I'moroBa C.A. @opmupoBaHHE€ W pa3BUTHE KaJIpPOBON JOKyMeHTanuu B Poccum:
ucTopusi U coBpeMeHHOCTh// B cOopnuke: "I'eHepanbubiii permament”: 300 ner Ha ciyxOe
Poccun: OT KOJUIEKCKOTO JIENOMPOMU3BOACTBA 110 HU(POBOI TpaHcHopMaluu YIpaBICHHS
JOKyMeHTaMu. MaTepuaiibl MexnynapoaHou Hay4HO-IIPAKTUYECKON KOH(EpEeHILINH.
Poccuiickuii rocy1apcTBEHHbIM T'yMaHUTAPHbIA YHUBEPCUTET, MICTOPUKO-apXUBHBI UHCTUTYT,
@DakynbTeT apXUBOBEACHHUS M JOKyMeHToBeneHUs, Kadenpa aBTOMaTH3MPOBAHHBIX CHCTEM
JOKYMEHTAIMOHHOTO obecnieueHus ynpasieHus, Poccuiickoe 0011ecTBO HICTOPUKOB-aPXHUBUCTOB
(POUA). Mockaa, 2021. C. 222-233. TeKcT: 3JIEKTPOHHBII.-

URL: https://www.rsuh.ru/upload/main/fdta/sbornik_genreglament 2020.pdf

2. I'motoBa C.A. TeHmeHIMM pa3BUTHA KaIpOBOTO JEJIOMPOU3BOJICTBA B paMKax
nporpammbel  "lludpoBas  skoHoMmka"  [DnekTpoHHBIH  pecypc| /I'moroBa CeTiana
AnexcanapoBHa; Cernana A. ['moToBa // YrpaBieHue TOKyMeHTaMU B IU(PPOBOI SIKOHOMUKE. -

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

3. I'moroBa C.A. TenaeHuun pa3BUTHUS COBPEMEHHOM CHUCTEMBI KaJIpOBOMH
NOKyMeHTanuu. B cOopuuke: VYmpaBieHHe [TOKyMEHTallMed: TMpoOIUIoe, HacTosIlee,
Oynymee. CoopHuk MatepuaioB V MexXIyHapOIHON HayYHO-IIPAKTUIECKOW KoH(DepeHIuH,
nocesamennon mnamsatu mpodeccopa T.B. Kysuemosoit. Mocksa, 2021. C. 465-475 Pexum
noctyma : https://edou.olimpoks.ru/books/documentation _management.pdf

4. Kanposoe nenonpoussozactso. Yuebnuk. / C.JI. Kysneuon, C.A. I'motoBa — M.:

W3narensctBo «TEPMUKA», 2020. — 492 c. [OnexTponHblid pecypc]. — M., 2022. — Pexum
nocrymna: https://edou.olimpoks.ru/books/HR administration.pdf

MaTepI/IaHLHO-TeXHI/I‘leCKOE o0ecrnevyeHue 3aHATHS:

® ONKCaHUE YNPABICHUYECKON CUTyalluu

¢  METOAMYECCKHC YKa3aHMA 110 OpraHu3alMuu U IPOBECACHUIO MPAKTHYCCKHX 3aHATHH.

3ansiTue 3. DJIeKTPOHHBIN T0KYMEHT B c(epe TPYAOBBIX OTHOIIEHUIA
3aganus
1. MW3yuute eauHble TpeOOBaHUS K COCTaBy W (opmaraM KaJpOBbIX JIOKYMEHTOB, BBIIBUTE
JTOKYMEHTBI, KOTOPBIMU JOJDKHBI OOMEHMBATHCS paboTomaTellb U pabOTHHMK B Ipoliecce

odopmileHHsI TIpUeMa Ha paboTy, MmepeBoja Ha APYryr paboTy y TOro e paboromarens,


https://www.elibrary.ru/item.asp?id=46524328
https://www.elibrary.ru/item.asp?id=46524328
https://www.rsuh.ru/upload/main/fdta/sbornik_genreglament_2020.pdf
http://elib.lib.rsuh.ru/elib/000013245
https://www.elibrary.ru/item.asp?id=46321676
https://www.elibrary.ru/item.asp?id=46321676
https://edou.olimpoks.ru/books/documentation_management.pdf
https://edou.olimpoks.ru/books/HR_administration.pdf
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HampaBjIeHUsT B KOMAaHIUPOBKY, NPEJOCTABJICHUS OTIYCKa, IOOLIPEHUs pabOTHHKA,

BBIHCCCHUS JUCHUIIIMHAPHOTO B3bICKAHWA U YBOJbHCHUA pa6OTHI/IKa.

Yka3zaHusi 10 BHINOJTHEHUIO 3aJaHU M

1.13yuwnre:

- [lpunoxenus x Ilpukazy MunucrepcTBa Tpyaa U couuanbHoi 3amutbl PO ot 20 ceHTsa0ps
2022 1. Ne 578u “O06 yTBEpKII€HUM €IUHBIX TpeOOBaHUU K COCTaBy M (opMaraMm JOKYMEHTOB,
CBSI3aHHBIX C paboOTOM, 0(hOPMIISIEMBIX B 3JIEKTPOHHOM BHJE 0e3 TyOnupoBaHUS Ha OyMa)KHOM
HocuTene”. BBIIBUTE cOCTaB JIOKYMEHTOB, KOTOpble O(OPMIISIOTCA NpU NpHeMe Ha padorty,

KOMaHANPOBKA, OTITYCKAX, INIOOIIPCHUAX, B3BBICKAHHUAX. OTpasnTe PE3YJIbTATHI B Ta6JH/IL[eI

IIpouenypa CocraB 10KyMeHTOB Homepa crareit no TK P

Odopmienus npuema Ha

pabory

[TepeBon paboTHHKa Ha
IpyTyio paboTy y TOTO ke

paboronaTens

[lepeunciure CTPYKTYpPHBIE JJIEMEHTHI 3JIEKTPOHHOTO JIOKYMEHTa B COOTBETCTBUU C

Ha3BaHHbIM [Iprukazom MuHTpyaa u Ha30BUTE GOpPMAThl, B KOTOPBIX OHU CO3/IAIOTCS:

CTpYKTYpHBIii 3JIeMeHT dopmar

KonTpoabHbIe BONPOCHI.
1. Kakue pokyMeHThl B mporecce OGOpMIICHHs TMpueMa, MepeBoJa U YBOJIbHEHUS

co3naroTcs paboTtoaareneM, a Kakue paboTHUKOM?

HcTounuku
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- TpynoBoit komekc Poccuiickoit ®enepanun ot 30.12.2001 Ne 197-®3. Ilpunsr
Tlocynmapcteennoit JJymoii 21 nexadps 2001r. (B pen. ot 29.12.2010) // [DnekTpoHHBIN pecypc].
— M., 2022. — Pexxum noctyma: https://www.consultant.ru/document/cons_doc LAW_ 28399/

- [Ipuka3 MunucrepcTBa Tpyaa u couuaibHou 3amuThl PO ot 20 centsops 2022 r. Ne 5781 “O0
YTBEPKACHUH €IMHBIX TPeOOBaHUH K COCTaBy U (popMaraMm HOKYMEHTOB, CBSI3aHHBIX C pabOTOI,
oQOpMIISIEMBIX B JICKTPOHHOM BHUC Oe3 AyOimpoBaHusi Ha OymakHoM Hocutene” //Pexum

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

Jluteparypa

I'moroBa C.A. TenaeHUMU pa3BUTHS COBPEMEHHOM CHCTEMBI KaJIpOBOM JIOKYMEHTALIUU.
B cOopuuke: VYmpaBieHue AOKyMEHTAIlMEH: mponuioe, Hacrosmee, Oymymiee. COOpHUK
MaTepuaioB V MexayHapoAHON Hay4dHO-TPAKTUYECKON KOH(EpEeHIIUH, MOCBAIICHHON MaMaTu
npodeccopa T.B. KysnenoBoil. MockBa, 2021. C. 465-475 Pexum pgocryma
https://edou.olimpoks.ru/books/documentation _management.pdf

Kanposoe nemompomsBoactBo. Yuebnuk. / C.JI. KysumemoB, C.A. I'moroBa — M.:

MznarensctBo « TEPMUKAY, 2020. — 492 c. [OnektpoHHbIi pecypc]. — M., 2022. — Pexum
noctyna: https://edou.olimpoks.ru/books/HR _administration.pdf

MarepuaibHO-TeXHUYECKOE olecriedeHne 3aHATHS

¢ KOMIBIOTEP C JOCTYIIOM B UHTCPHET

® METOAMYECCKHEC YKAa3aHM IO OpraHU3alMu U MPOBECACHUIO MPAKTHYCCKUX 3aHATH.

3ansaTue 4. BHeaApeHHe KaAPOBOIro 3JICKTPOHHOI'0 JOKYMEHT0000pOTa B 1eSITeIbHOCTH
opraHu3anus
3aganus

1. JaiiTe XapakTepUCTUKYy HH(GOPMALMOHHBIX CHCTEM, I103BOJIIOLUIMX BECTU OOMEH
JJIGKTPOHHBIMU ~ JTOKYMEHTaMH B paMKax TPYJIOBBIX OTHOWIEHHH. Onummure
(bYHKIMOHATBHBIE BO3MOXKHOCTH JINYHOTO KaOWHETa pabOTHUKA.

2. Ha ocnose tpe6oBanuii TK P®D, @3 «O0 31eKTpOHHON MOANUCH» U MPEACTABICHHBIX
MPUMEPHBIX coriameHnid 00 wucnonbs3oBanun YHOIII, paspabortath cormameHue o0
ucnonb3oBanun  YHOII ¢ pabGotHukamu g oOecredeHHss  3JIEKTPOHHOTO

JOKYMEHT0000poTa B chepe TPYTOBBIX OTHOIICHUH.

Yka3aHus o BBINOJHEHUIO 3aaHNI


https://www.consultant.ru/document/cons_doc_LAW_28399/
https://www.garant.ru/products/ipo/prime/doc/405265705/
https://www.elibrary.ru/item.asp?id=46321676
https://edou.olimpoks.ru/books/documentation_management.pdf
https://edou.olimpoks.ru/books/HR_administration.pdf
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1. Msyunre HOpMBI TK P®, B KOTOpBIX roTOoBHTCS 00 HH()OPMAITMOHHBIX CHUCTEMaX, C
IIOMOIIBI0  KOTOpPBIX ~ padoTojaTellb  MOXET  OCYHIECTBIISTH  DJIEKTPOHHBIM
JIOKYMEHTOOOOPOT.

Wzyunte nnTepHET pecypcesl padpadboTunkoB [10, mpoaHanu3upoBaTh pELICHUs HAa PhIHKE

K310, nath XxapakTepuCTUKy CUCTEMaM IO CJIEIYIOIIUM KPUTEPUSIM.

CucreMbl ® «Pabora B HasBanmue HasBanmue Haspanue HasBanmue
Poccun»

Kputepuu

Kakoe
KOJIMYECTBO
pabOTHHKOB

Ectb
KopobodHOe
pelieHue

Bo3moxxnoctn
CUCTCMBbI

Buabl noanucei u
MOPSAOK X
TOJTyYEHUSI

Cnoco6
MOAKIIIOUEHHUS

OTpaxkeHo Jiu
BHYTpPCHHEE U
BHEIITHEE
COBMECTHUTEIIbCTBO

Pasrpanunuenue
JIOCTYyTIa
COTPYJTHHKOB

Hurepdeiic

JInuHBIH KaOMHET

2. W3yunte TK P® wu caenaiite BbIBOJ, KakKue BHUIbI MOANUCA M B KaKHX CiIydasx
ucnoas3yrorcs B pamkax K9J1O.
W3yunte TpeOOBaHUS 3aKOHONATENBCTBA B OTHOUICHWM TPHUMEHEHHS YCHUJICHHOM
HEKBaTM(DUIMPOBAHHONH  AJNEKTPOHHOW  moxamucu.  Paspaboraiite  Ha  OCHOBe
MIPE/ICTABJICHHBIX THUIIOBBIX BApUAHTOB COIVIALICHHS, COTJIAlIeHHE 00 HCIOJIb30BAaHUU
YHDOII B pamkax TpyJOBbIX OTHOLUIEHUH.
KoHnTpoJsbHbIe BONIPOCHI.
1. Ha3zoBute nHpOpMaIMOHHBIE CHCTEMBI, KOTOPhIE MOXKET UCIIOJIB30BaTh padOTOIATENh B
paMKax 3JIEKTPOHHOIO B3auMOJeHcTBUA ¢ paboTHHKamu. Kakas u3 cucteM 1o BalieMy MHEHUIO
Haubosiee MpeArnovTUTeNbHA JUIsl HEOONBLIOW OpraHu3aluud M KPYIMHOM CTPYKTYpBl C

pa3BeTBICHHON (PMINANBHON CEThIO?
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2. Kakue BHIIBI 37I€KTPOHHOM NOAMMCH ucnoib3yrotes it Beaenuss K210 paboroxarenem

U pabOTHUKOM?

Hcrounuku

- TpynoBoit komekc Poccuiickoit ®enepamuun ot 30.12.2001 Ne 197-®3. Ilpunsr
TlocynmapctBennoit JJymoii 21 nexadps 2001r. (B pen. ot 29.12.2010) // [DnekTpoHHBIN pecypc].
— M., 2022. — Pexxum noctyma: https://www.consultant.ru/document/cons_doc LAW_ 28399/

- GenepanpHbiii 3aKk0H "OO anmekTpoHHOM moamucu" ot 06.04.2011 N 63-®3 (mocneanss
penakuus) [DneKTpOHHBIH pecypc] /l URL:
http://www.consultant.ru/document/cons_doc LAW 112701/

Jlureparypa

I'moroBa C.A. TenaeHINN pa3BUTHS COBPEMEHHON CHCTEMBI KaJ[pOBOM TOKyMEHTAIIUU.
B cOopamke: VYmpaBiieHWe JTOKyMEHTAallMed: TMpomuioe, HacTosmee, Oymymiee. COOpHUK
MarepuaioB V MexayHapoaHOW HAyYHO-TIPAKTHYECKON KOH(EPEHIINH, MTOCBAIIEHHON MaMsITH
npodeccopa T.B. KysuenoBoii. MockBa, 2021. C. 465-475 Pexum pgocrymna
https://edou.olimpoks.ru/books/documentation_management.pdf

KampoBoe nemompousBoactBo. Yuebnuk. / C.JI. Kysumemos, C.A. I'motoBa — M.:

WznarensctBo «TEPMUKAY, 2020. — 492 c. [DnexTpoHHslii pecypc]. — M., 2022. — Pexum
nocryma: https://edou.olimpoks.ru/books/HR administration.pdf

MaTepI/IaHLHO-TEX}II/I'{eCKOC o0ecrneyeHue 3aHATHS:

¢ KOMIBIOTEP C JOCTYIIOM B UHTCPHET
¢ MaTcpualbl K IPAKTUYCCKHUM 3aHATHAM

® METOAMYECCKHC YKAa3aHMA IO OpraHU3alMu U IPOBECACHUIO IPAKTHYCCKUX 3aHATHH.

3ansaTHe 5. DIeKTPOHHbIE U IM(POBbIE CePBHCHI B padoTe KaAPOBBIX OApa3AeIeHU
3ananus
1. M3yuuts pecypc «OnnaiHuHCTIeKMA. PO, BBIABUTE COCTaB KaJIpOBOM JOKYMEHTAIUH 10
o(opMIIEHHIO OTAETBHBIX KAJAPOBBIX MPOLEAYp U MOJArOTOBUTH mpuioxenue k JIHA o
JIHA o mopsiike 3JIEKTPOHHOTO B3aUMOECHCTBUS ¢ PaOOTHUKAMH B MH(POPMALMOHHOM

cucTeme paboToIaTes.


https://www.consultant.ru/document/cons_doc_LAW_28399/
http://www.consultant.ru/document/cons_doc_LAW_112701/
https://www.elibrary.ru/item.asp?id=46321676
https://edou.olimpoks.ru/books/documentation_management.pdf
https://edou.olimpoks.ru/books/HR_administration.pdf

32

Yka3aHus 1o BBINOJHEHHIO 3aJaHUi

- W3yunth pecypc TmomaroBple HWHCTPYKIIMM Ha pecypce Poctpyna ( https://xn--

80akibcicpdbetz7e2g.xn--plai/instructions/?role=employer ) .

PaccMoTpeTs ciienyromuye npoueaypsl:

-IIpuem paboTHHUKOB Ha paboTy

-M3MeHeHue yciioBuil TPYyI0BOrO 10roBOpa
-IIpenocraBnenue oTmycka pabOTHUKY

-BriHeceHne AUCIUIITMHAPHOTO B3bICKAaHUS PAOOTHUKY

-YBoJbHEHNE paOOTHUKA IO €r0 HHUIMATHBE

- BIsIBUTB cocTaB TOKYMEHTOB, KOTOPBIE O(OPMIIIOTCS B X0/I€ 3TUX MPOLEIYp U KOTOPBIE
- TOJbKEH 0(hopMUTH paboToAaTeNb,
- ¢ KOTOPBIM HY>KHO 03HAKOMUTH PaOOTHHUKOB

- KOTOPBIC JOJIXKECH COCTaBUTh pa6OTHHK

- Hcnone3yto Tabnuiy HiKe cocTaBUTh mnpuioxkeHue k JIHA o mopsake 35eKTpOHHOTO
B3aUMOJICHCTBUSA ¢ paOOTHUKaMU B MH(POPMAIIMOHHOW CUCTeMe paboToaaTesl.
[Ipu ompeneneHuu BHJA MOJMUCH, KOTOPHIM JOJDKEH MOJANUCHIBATHCS JTOKYMEHT

OPUEHTHUPOBATHCS Ha HOPMBI @3 No 377 oT 19.11.2021

(http://www.consultant.ru/document/cons_doc LAW_400854/ ) wnu Hopmbl TK PO.

[Tpunoxenne Ne 1

Kk «HCTpYKIINK 00
JJIEKTPOHHOM
B3aUMOJICVCTBUU
IIOCPEICTBOM
MH(OPMALIMOHHON CUCTEMBI
«Kanps» u nuuHoro kabuHera
COTPYIHUKA»

JIOKyMEeHTHI,
(dopmupyembie B nHpOpMALIMOHHOM cucTeme «Kanpei»

HanmeHnoBaHnue

HauMeHoBaHme
JOKYMEHTAa IMoanucaHT 1OKyMeHTAa Bua noanucu

npouecca

PaGoTonaren, YKOII pabortonarens

[Ipuem Ha padotry | TpymoBoii goroBop PaGoTHIK VHOII pabotHuka



https://xn--80akibcicpdbetz7e2g.xn--p1ai/instructions/?role=employer
https://xn--80akibcicpdbetz7e2g.xn--p1ai/instructions/?role=employer
http://www.consultant.ru/document/cons_doc_LAW_400854/
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IIepeBoa Ha apyryro | 3asBICHUE O EPEBOE PaGotHuK YHOII pabotHuka
paboty
PaGoTtomarens; YHDOII paboronarens
IIpukas o nepeBojie PaboTHuk YHOII pabotHuka
....... nT.a

KonTposbHbIe BONPOCHI.
1. Kakue BO3MOXHOCTH TMpenocTaBisieT pecypc PocTpyaa nansi MOBBILIEHUS MPaBOBON
IrpaMOTHOCTH ¥ 3(hPEeKTUBHOCTH PaOOTHI KaAPOBBIX MOApa3ACICHUI?
2. Kakume pecypcbl MNpemoCTaBISIOT BO3MOXKHOCTb IMOJAYM  KaJpOBOHW OTYETHOCTH B
3JICKTPOHHOM BHjIE?
HUcTounuku
TpynoBoit koaekc Poccuiickoit ®enepamuu ot 30.12.2001 Ne 197-®3. Ilpunsr
TlocynmapctBennoit JJymoii 21 gexadps 2001r. (B pen. ot 29.12.2010) // [DnekTpoHHBIN pecypc].
— M., 2022. — Pexxum noctyma: https://www.consultant.ru/document/cons_doc LAW_ 28399/
O3 denepanbHbiii 3akoH "O BHeceHMM HU3MeHEeHUM B TpymoBoil koaekc Poccuiickoi
®eneparun" ot 22.11.2021 N 377-®3 // [DnekrponHblit pecypc]. — M., 2022. — Pexxum nocryna:
http://www.consultant.ru/document/cons_doc LAW_400854/

Jlureparypa

I'motoBa C.A. TenaeHINN pa3BUTHS COBPEMEHHON CHCTEMBI KaJIPOBOM TOKYMEHTALIUH.
B cOopHuke: VYmpaBieHue MOKyMEHTalMed: mpolwioe, Hacrosmee, Oynaymee. COOpHHK
MatepuaioB V MexayHapoaHOW HAYIHO-TIPAKTHUECKOH KOH(MEPESHIINH, TOCBSIIEHHOW MaMsITH
npodeccopa T.B. KysnenoBoii. MockBa, 2021. C. 465-475 Pexum ngoctyma
https://edou.olimpoks.ru/books/documentation_management.pdf

KampoBoe pemompousBoactBo. YueOuuk. / C.JI. Kysuemno, C.A. I'motoBa — M.:

W3narensctBo «TEPMUKAY, 2020. — 492 c. [DnexTpoHHbId pecypc]. — M., 2022. — Pexum
nocryma: https://edou.olimpoks.ru/books/HR administration.pdf

MaTepl/laJIbHO-TeXHI/I‘leCKOC oOecrneyeHue 3aHATHS:

1. KOMIIBIOTED C IOCTYIIOM B UHTCPHET



https://www.consultant.ru/document/cons_doc_LAW_28399/
http://www.consultant.ru/document/cons_doc_LAW_400854/
https://www.elibrary.ru/item.asp?id=46321676
https://edou.olimpoks.ru/books/documentation_management.pdf
https://edou.olimpoks.ru/books/HR_administration.pdf
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2. MCETOANYCCKUC YKa3aHHd IO OpraHu3alliid W HOPOBCACHUIO MNPAKTHYCCKUX

3aHATUH.

Ipuioxkenue 1

AHHOTALIUS

«AKTYyaJIbHbIE PO0JIeMbI KAIPOBOI0 J1€JI0NPOU3BOICTBA

U KaJIpOBOI0 y4eTa»
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Jucuunnuna «ludposas TpaHchopManus CHCTEMBI KaJApoOBOH JOKYMEHTAILMH»
«udposass TpanchopManusi CHUCTEMBI KaJApOBOH JOKYMEHTAMM» OTHOCUTCS K YacTH,
(hopmupyeMoi ydyacTHUKaMH 00pa30BaTeIbHBIX OTHOIICHUH OJI0Ka JUCIUIUIMH y4eOHOTO IJIaHa
U peanu3yercs Ha (QaxkyJdbTeTe apXHUBOBEIEHUS U  JIOKYMEHTOBEJEHHs Kadeapoi
JOKYMEHTOBE/ICHHUS, Ay IMOBU3yAJIbHBIX U HAYYHO-TEXHUYECKUX apXHUBOB.

Henp  gucnumuael  «ludpoBas  TpaHchopmanuss  cucTeMbl  KaJApPOBOil
AOKYMEHTAIMW» IOJrOTOBKA BBIIYCKHHUKOB, BIAJCIOIINX HABBIKAMH aHAJIN3a U IIPUMCHEHHUA B
NPaKTUYECKON JEeATEIbHOCTH LU(PPOBBIX TEXHOJOTUH i obecredeHuss paboOThl KaJpOBBIX
MOJPa3/IeIeHui M BHEAPEHHS AJIEKTPOHHOI'O JOKYMEHT0000poTa B cdepe TpyIOBBIX
OTHOIIECHUH, @ TAaK)K€ ONTUMM3ALUHU ACSITEIbHOCTH KaJpPOBBIX CIIykKO Ha OCHOBE COBPEMEHHBIX

TEXHOJIOTHUH.

33.,[[3‘-11/1 JUCHUITIINHBI:

® AHanu3 3TanoB ¥ TCHACHUUI Pa3BUTHS CUCTEMBI Ka[pOBOM TOKYMEHTALINH;

¢ lI3yuyeHue cOBpeMEHHBIX TPEOOBAHU K JTOKAIbHOMY PErYJIHMPOBAHUIO
JOKYMEHTUPOBAHUS TPYJOBbIX OTHOLICHUN C MPUMEHEHHEM TUPPOBBIX
TEXHOJIOTHIA;

¢ OsayazieHHEe METOUKOIN pa3pabOTKH, COCTABICHHS U O()OPMIICHNUS JIOKAIBHBIX
HOPMAaTHBHBIX aKTOB B cpepe KaIpoOBOro 3IEKTPOHHOTO JOKYMEHTO000pOTa,

¢ U3yuenue texHosnoruu BHeapeHus KO/10 B nedarenbHOCTH OpraHu3alui,

® l3yyeHue HalpaBiIeHUN aBTOMATU3alMK U UGPOBU3ALMH c(ephl yIpaBIeHUSI
IIEPCOHAJIOM U BEICHUS KaIpOBOH TOKyMEHTALIUH,

¢ Onucanue TpaHchopMalMy NOJXO0I0B K COCTABICHHS, BEACHUIO KaJAPOBOI
JIOKyMEHTall1H,

¢ OnucaHue nopsiika 3JeKTPOHHOTO B3aUMOJIEHCTBUS pabOTHHKA U paboToaaTens

B PaMKaX TPYJOBBIX OTHOLICHHIA.

JucuuiuinHa HampasieHa Ha popMHUpoOBaHuE MPOdhecCHOHAIBHBIX KoMieTeHuui — [1K-7 -
CHOCOOEH OCYIIECTBIIATh JOKYMEHTAMOHHOE 00eCcleYeHne IeATEIbHOCTH 110 T0AOO0pPY, OLIEHKE,
Pa3BUTHUIO U OPraHU3aLUU TPYJa IIEPCOHANA.
B pesynomame usyuenus Oucyuniunsl cmyoeHm 00IHCeH 3HaAMb:
® [paBOBbIE HOPMBI B cdepe yOpaBIE€HUS TMEPCOHAJIOM M  KaJpOBOrO
JEJIONPOU3BOCTBA
® [paBWJIa COCTABJICHHMS KapoOBOW JOKyMEHTallMM M PabOThl C JOKyMEHTaMH IO

JUYHOMY COCTaBY
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HOPsI0K (YHKIIMOHUPOBAHUS MH()OPMAIIMOHHBIX CUCTEM B TPYIOBOH cepe

B pezynbmame uzyuenus oucyuniunvl Cmyoenm O0ONHCeH YMenmb.:

NPUMEHSITh TEOPETUYECKHE W TPaBOBBIC 3HAHHUSA TIPU JTOKYMEHTHPOBAHUHU
TPYAOBBIX OTHOIICHUH U CITY)KEOHOH JIeATEIILHOCTH

AJOKYMCHTHPOBATb TPYAOBBLIC OTHOIICHHUA U CJ'Iy)KCGHYIO ACATCIIBHOCTh B
TOCYHJAapCTBCHHBLIX OpraHax, opraHax MECTHOT'O CaMOYIIPABJICHUA U OpraHu3alunuiax
pa3nmuuHbIX HOopM COOCTBEHHOCTH U OPTraHU3AIMOHHO-TIPABOBBIX (hopM

MPUMEHATH HH(OPMALIMOHHBIE CUCTEMBI IPU PadOTe ¢ KaJpOBOil TOKyMEeHTaluen

B pesynomame uzyuenus oucyuniunvl cmyoeHm 00axceH 001a0ams HABbIKAMU.

HaBBIKAMH PAa0OTBI C TIEPCOHAIBHBIMH JaHHBIMH W KOH(HICHIHMAIHHON
uHpopMaruen

HaBbIKAMU DPA0OTHI C JTOKYMEHTAMU IO JUYHOMY COCTaBy B TOCYAApCTBEHHBIX
OopraHax, opraHax MECTHOTO CaMOYIPAaBJICHUS U OPraHM3aLUAX Pa3IHUYHBIX (HOpM
COOCTBEHHOCTH M OPTaHU3alMOHHO-TIPABOBBIX (GOpPM

HaBBIKAMH COBEPIICHCTBOBAHHS pPa0OTHI KAJPOBBIX TOIpA3JICIICHH Ha OCHOBE

IMPUMCHCHHA COBPCMCHHBIX

[IporpaMMoil NpeIyCMOTPEHBI CIEAYIOUIME BHUABI KOHTPOJA: TEKyLIMH KOHTPOJb

yCeBaeMoCTH B (opMe OIEHOK pabOThl Ha MPAKTHUUECKHUX 3aHITHUAX, KOHTPOJIBHOH pabOThI;

IPOMEKYTOUHBIN KOHTPOJIb B JopMeE 3aUeTa.

OO6m1ast TpyA0€MKOCTh OCBOCHHUSI TUCIUILTAHBI COCTaBIISET 3 3.€., 108 u.



