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1 IlosicHHUTeJIbHASA 3aANMNCKA
1.1 Heap u 3aa0a4u TUCUMILIIMHBI (MOXYJIS)
Lenv Oucyunnumel: TOATOTOBUTH BBIMTYCKHHKA, BIIAJCIONIETO HABBIKAMH BEACHUS KaJIPOBOTO

ACJIOIMMPOU3BOACTBA.

3agauu AMCHUILINHEI :

L4 C(l)OpMI/IpOBaTB Yy CTyACHTAa KOMIICTCHIIMHM, ITO3BOJIANOIIMEC CMY BLIIIOJHATH BCCbh

KOMILJIEKC paboT M0 KaJIpOBOMY JI€JIONPOU3BOJICTBY;

L4 C(bOpMPIpOBaTB Y HCTr'O KOMIIJICKCHOC NIPCACTABJICHUEC O CUCTEMC JOKYMCHTAIIUU T10

JUYHOMY COCTaBY;

. Hate npeactaBieHue 00 ypoBHE perjaMeHTAIlMU KaJpOBOTO JEIONPOU3BOJICTBA B
PO;

. Hayunth cTymeHTa cocTaBisITh U O(QOPMIISATH OPTaHHU3AIMOHHBIE KaJIPOBBIC
JIOKYMEHTHI,

. Hayuuth cTyaeHTa JOKyMEHTHPOBATh OCHOBHBIC KaJpPOBBIE MPOIEAYPHI

COOTBCTCTBHUU C Tpe6OBaHI/ISIMI/I 3aKOHOAATCIbCTBA,

o Hayuntp cTyneHTa OpraHu30BbIBaTh pabOTy KaapoBOW CIyXObl, COCTaBIAThH

JIOKAJIBHBIC HOPMATHUBHBIC AKThI, PpCTJIAMCHTUPYIOIINUEC €€ ACATCIbHOCTD.

L4 O6y‘~II/ITB OCHOBHBIM  TE€XHOJIOT'MYCCKUM

ornepanui, OpraHu3aly XpaHEeH!s KaJpoBON JOKYMEHTAIUH.

1.2 IlepedeHb MIaHMPYeMbIX pe3yJIbTATOB 00y4eHHS 10 TUCHHUILINHE (M00YI110),

COOTHECCHHBIX ¢ HHAUKATOPAMHU JOCTUKCHUA KOMHeTeHllI/Iﬁ

Komnerennus
(ko1 M1 HAaUMEHOBAHME)

NuankaTopbl KOMIEeTeHIM A
(K01 ¥ HANMECHOBAHHE )

Pe3yabTarhl 00yyeHus

OIIK-2. Cniocoben
HAXOJIUTh
OpraHu3aIMOHHO-
yIpaBICHYCCKHE
pEILICHHS IPU PEIICHUU
3anad B cpepe cBoei
npogecCHOHATBHOM
JCSITEIIbHOCTH

OIIK-2.2. Opranu3oBbIBacT
paboty mojapaszneneHuii B chepe
JIOKYMEHTAIMOHHOTO
oOecrnieueHns ynpaBJIeHUs U
aApXUBHOTO Jiejia

3namu: nopsidox pabomul ciysnco
OOKYMEHMAYUOHHO20 0becneyenus
VAPAGIEHUS U APXUBO8

Ymemow: pecnamenmuposams
pabomy cayaco
OOKYMEHMAYUOHHO20 0becneyenus
VAPAGIEHUS U APXUBO8

Braodemu: nasvikamu opeanuzayuu
pabomul noopazoenenuil 8 cghepe
OOKYMEHMAYUOHHO20 0becneyenus
VAPABIEHUS U APXUBHO20 0eld 8
cOOmeemcmeauu ¢ HOpMAMuUGHbIMU
mpebosaHusMu

VYK-11. Cnocoben
dbopMHupOBaTH
HETEPITUMOE OTHOIICHHUE K

VK-11.3. Bnagers HaBBIKAMHA
paboTHI ¢ 3aKOHOIATCIIBHBIMU H
JPYTHMHA HOPMATHBHBIMH

3name: 3axon00amenvhble U
OpyeuMU HOPMAMUBHBIMU
npagosbiMU aKkmamu 8 cghepe

npueMamMm  JCJIONPOU3BOJACTBCHHBIX




KOPPYILIHOHHOMY IIPAaBOBBIMU aKTaMH CNYACeOHOU OessmenbHOCmU
HOBEJICHUIO Ymemos: pabomams ¢ nopmamueno-

npasosoli bazoli 6 chepe
CYoHCeOHOU OesimenbHOCmU
Brademu: Hagvikamu npumenenus
AHMUKOPPYNYUOHHBIX HOPM 8
npogheccuoHanbHoU OesimenbHOCmU
U NOBCEOHEeBHOU JHCU3HU

B pesynbTare oOCBOEHHUS UCHUIUIMHBI OOYyYarOIIMKCS JOJDKEH JIEMOHCTPHUPOBATH
CIIeyIOIIKe PEe3yIbTaThl 00Pa30BAHMUS:

1.3 MecTto AucHMILUIMHBI B CTPYKTYpPe OCHOBHOI 00pa30oBaTe/IbHOM IPOrpaMMbl
HucuunnuHa (Moxynb) «KagpoBoe 1er1ompou3BOJACTBO» OTHOCUTCS K 00s3aTeIbHONM YacTH

OJI0Ka TUCUUIUIMH y4eOHOTO IJIaHa.

Jlist OocBOGHHS JUCHMILTUHBI (M0O0Y/s) HEOOXOAMMBI 3HAHWS, YMEHHS W BIAJCHUSA,
c(hOpMHUpPOBAHHBIE B XOJEC M3YyYCHUS CICAYIOIUX IUCHUIUIMH ¢ TMPOXOXKICHHUS IPAKTHUK:,
«loxymenroBenenue», «OpraHuzanusi ¥ TEXHOJOTHS JIOKYMEHTALMOHHOTO 0OecredyeHus
yIPaBICHHUS.

B pesynbTare OCBOCHMS TUCHMIUIMHBI (MOIyJsi) (OPMHUPYIOTCS 3HAHMSA, YMEHUS U
BJIQ/ICHUS, HEOOXOIUMbIE Ul U3YUYECHMs CIASAYIOLIUX IUCUUIUIMH (MOJIyJiel) U MPOXOXKICHUS

IMPAaKTHK: ((I/IH(bOpMaI_II/IOHHO-I[OKYMCHTaHI/IOHHBIﬁ MCHCIPKMCHT)).
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2  CIpyKTypa IMCUMILIUHBI
OO6m1ast TpyA0EMKOCTh TUCIUIUTAHBI COCTABIISET 4 3.€., 144 akaJeMUYeCcKrX Jaca.

CTpyKTypa AUCHUILIMHBI /11 04HOH (POPMBI 00y4YeHH s

OO0beM AUCHMIUIMHBI B (OPME KOHTAKTHOW PAaGOTHI OOYHarOIUXCS C MEJaroruuecKUMu
paboTHUKaMU U (WIM) JTULAMH, TPUBJIEKaEMbIMH K pealu3aliu o0pa3oBaTeIbHONW MPOrpamMMbl
Ha MHBIX YCJIOBUSX, IPU MPOBEACHUN YUEOHBIX 3aHATHMI:

Cemect | Tum y4eOHBIX 3aHATHIA KonuuectBo

p 4acoB

5 Jlexuuu 32

5 JlaGopaTopHbie pabOTHI 48
Bcero: 80

O6beM AUCUUIINHBL (MOIYJIs1) B pOpME CAMOCTOSITEIbHON PAb0OThl 00YYAIOIINXCSI COCTABIISIET

64 akameMHUYeCKHX Yaca.

3 Conep:kanme JHCUHILINHBI

Ne [ HammeHoBaHme pa3aesia
AUCHHUILIMHBI

Conep:xanue

1 Beenenue

[Ipenmer, 3amauu, cojaepkaHHe Kypca.
XapakTepHucTuKa COBPEMEHHOM CHUCTEMBI KaJpOBOi
JIOKyMeHTanuu.  B3auMocBs3b IIPOLIECCOB
YIPaBJIEHUS [IEPCOHAIIOM C COCTaBOM M HOPSAKOM
hopMHupOBaHUS CHUCTEMBbI JIOKYMEHTAIIMH  TIO
JUYHOMY COCTaBy. MecTo Kypca Cpeau Apyrux
Hay4YHbIX  JUCHUIUIMH:  «JlOKyMeHTOBeIeHue»,
«Opranuzanusi ¥ TEXHOJOTHUSI JOKYMEHTAI[MOHHOTO
o0ecrnieueHus yIpaBICHUS, «YmpaBieHue
nepcoHanom», « TpyaoBoe npaBo» u ap. Mctounuku
M3y4yeHUusl Kypca. 3aKOHOAATelIbHble 1 HOPMATUBHO-
MIpaBOBbIE aKThI, HOPMAaTHUBHO-METOUYECKHE

JToKyMeHThI. OTeuecTBeHHAsI HCTOpruoTpadus.

2 PernamenTanus
JOKYMEHTUPOBAHUS KaJpOBOI
NeSITEIbHOCTU U PabOTHI C
KaJIpPOBBIMH JIOKyMEHTAMHU.

3aKOHOJIaT6J'IBHI)IG N HOPMATUBHO-IIPABOBLIC AKTHI.

TpynoBoii kogexkc Poccuiickoit ®@enepauuu
Kak OCHOBOM MPaBOBOM aKT, OMPEACIISIOUINNA COCTaB
U TOpsAnoK odopmileHHs JOKYMEHTOB no
YCTAQHOBJICHUIO TPYJIOBBIX OTHOLIEHUW U TPYIOBOH

JIeATEITLHOCTH PabOTHUKA. 3aKOHOJIATEIbHBIC AKTHI




Poccun 0 HOKyMEHTHPOBAHMM OTHEIBHBIX CTOPOH
TPYZIOBOM JEATEIBHOCTH  Pa3jIUYHBIX KaTErOpui
pabOTHUKOB. 3aKOHOJATENbHBIE AaKThl CYOBEKTOB
Poccuitickorr  ®enepaumu, VYxkasel IIpe3unenra,
[TocTaHOBIIEHUSI M PACHOPSIKEHUS IPABUTEIIHCTBA

Poccuiickoit denepanym.

HOpMaTI/IBHO-MCTO,I[I/I‘IeCKI/IC JAOKYMCHTHI .

KBanuduxaunonusii CIIPaBOYHHUK 51
npodeccHOHaIbHbIE CTAaHAAPThl, KaK OCHOBHbIE
HOPMAaTUBHBIE [TOKYMEHTBI, pErJIaMEHTHPYIOIINE
TpeOOBaHUS K KBAIM(UKAIMH, 3HAHUSIM U YMECHUSAM
paboTHukoB. OObmepoccuiickue Kiaccu(puKaTopbl
TEXHUKO-9KOHOMHUYECKOU u COLIMAIbHON
MH(POPMAaLIMK, YCTAHABIMBAIOINE COCTAB U MOPSII0K
3aII0JIHEHUS KaJIPOBBIX TJOKYMEHTOB.

TunoBble nNEepeyHH U CPOKH XPaHEHUS
JIOKyMEHTaluu 1o JUYHOMY COCTaBy.
PerynupoBanue opranuzanyy apxXuBHOI'O XpPAHEHUs
JOKYMEHTallud [0  JUYHOMY  COCTaBy B

HOPMAaTUBHO-METOANYECKHUX TOKyMeHTax Pd.

PazpaboTku I'ockomcrara PO o
yHUDUKAITIH bopm MEePBUYHOM Y4YETHOU
JIOKyMEHTAIUU.

Opranunzanus paboTsl KaApOBOi

CITYKOBI

CTpyKTypbl KaJIpOBBIX cITy>kK0. UnCIeHHBII
U JIOJDKHOCTHOM cocTaB ciayxObl. HopmaTussl
BpEMEHH Ha pabOTHI IO yUETy KaJpOB.
3amaun U (QYHKUUM KaJIpOBOM  CITyKOBI.
[Tonoxenue 00 otraene KaapoB (YyIpaBlCHHH,
JiernapTaMeHTe U Jp.), KaKk OCHOBHOW HOPMaTHUBHBII
JIOKYMEHT o ONPEIEICHUIO CTPYKTYpBHI,
YHCIEHHOCTH, BUJOB padOT 3TOrO MOAPA3EICHUS.
[Mopsimox  pa3paboTku, cocTtaB UHPOPMAIUU H

CTPYKTYpa TEKCTa IMOJIOKEHMsI. 3aKkpelyieHUue Mpas,




OTBETCTBEHHOCTH, B3aMMOCBs3€H OT/AEa KaIpOB.

JIOJDKHOCTHBIE MHCTPYKLIHH, KaK OCHOBHOM
IPaBOBOM  aKT,  ONpeiessIolMil  IpaBoBOe
MOJIOKEHHE pabOTHUKOB KaJIpoBOM CIIyKObl U
OpraHu3anuio ux Tpyja. Haznauenue 10JKHOCTHBIX
MHCTPYKLUH.

WHcTpykuus 1o KaZpOBOMY
JIEJIONPOU3BOJCTBY, Kak OCHOBHOH WHCTPYMEHT
NOBBIIEHUST A(PPEKTUBHOCTH PabOTHl  KaJPOBBIX
HOJpa3/ieIeHUu i B chepe KaJpOBOTO
JIeJIONPOU3BOICTBA.

Pernamenranust paboThl € MEpPCOHAIOM B
JIOKaJIbHBIX HOpPMaTUBHBIX aKTax U
OpraHU3aLMOHHBIX JIOKYMEHTax (ycraB
OpraHu3alyy, I[paBWiia BHYTPEHHEI0 TPYJIOBOIO
pacnopska, MOJ0KEHHE O NEPCOHAJIBHBIX JaHHbIX,

KOJUICKTUBHBIN JIOTOBOp U Ap.).

CocrtaB KaJpoBOW JTOKYMEHTAIMH.
JIoKyMEHTHUPOBAaHHE TPYAOBBIX

OTHOIIIEHUMN.

XapakTepucTHKa CHCTEMBI KaJpOoBOH
JOKYMEHTaIllMM, €€ COOTBETCTBUE  OCHOBHBIM
3ajJa4yaM 10 noadopy, yueTy U pacCTaHOBKE KaJlpOB.
OO6s13aTennbHasl U YCIOBHO-00s13aTeNbHAs KaapoBas
JIOKYMEHTAIHSL.

OpraHu3alMOHHBIE JIOKYMEHTBl — IITaTHOE
pacrucanue, CTPYKTypa W IITaTHAas YUCIECHHOCTD,
rpaduK OTIIyCKOB.

PacnopsinutenbHble TOKYMEHTBI — IPUKa3bl
(pacmopsbkeHuss) TO JMYHOMY cocTaBy. OOmue
TpeOoBaHUS K OPOPMIICHHUIO U CPOKAM TTOJITOTOBKH.

WMHpOopManmOHHO-CITPABOYHBIE TOKYMEHTHI —
3asBJICHUS, NPEACTABICHUS, YBEAOMIICHUS, aKTHI,
JIOKJIA/IHBIE U OOBSACHUTEIbHBIC 3aITUCKH.

VYderHsle GOPMBI H UX Ha3HAUCHHE.

[Ipuem pabGotHukoB Ha pabory. Cocrtas

MCPCOHAJIBHBIX JOKYMCHTOB pa6OTHI/IKa,




IIPEICTaBISIEMBIX paboTtonarento TUISL
YCTAaHOBJIEHUSI TPYJOBBIX OTHOWICHHWWA. TpymoBou
JIOTOBOP -  3aKOHOJATEIBHOE  3aKpeIUICHUE
TpeOOBaHUN K CTPYKType TEKCTa, TIOPSIKY
coctaBieHust u  opopmienus. IloaroroBka u
oopmiienne mpuka3zoB (pacrnopspkeHuil) o mpueme
Ha paboTy. AHKeTHI, aBTOOMOTpaduu, pe3roMe u JIp.
JIOKYMEHTBI, 3aIl0JIHsIeMble IIPH IIpHUeMe Ha paboTy.
BHecenue cBeieHni B TPYAOBYIO KHUXKKY U JIMYHYIO

KapTOYKy paOOTHHKA.

JIOKyMEHTUpOBaHWE  JIBW)KCHUS  KaJpOB.
Bunst mnepeBomoB. CoctaB M MOPSIOK HU3AAHUA
JOKYMEHTOB, 0(OPMIISIONINX MPOLEAYPY MepeBoa.
Coneprxanue, MOPSAOK MOATOTOBKH M O(OPMIICHUS
MIPUKA30B (pacriopsikeHUH) 0 nepeBojie
COTPYAHUKOB. JIOKyMEHTBI-OCHOBAaHHUSI K TPUKA3aM

0 TIepeBo/Ie.

Bunsr  ormyckoB. Ilopsmok  odopmienus
€XKETrOJHOr0 OYEPEAHOr0 OIIaYMBAEMOI0 OTIIYCKa.
I'paduk OTmMycKOB, coOcCTaB, Colep:KaHUe, MOPSA0K
MOATOTOBKHU u oopmienus IIPUKA30B
(pacniopsixeHHit) o MIPEIOCTABJIEHUN OTITyCKa.
[Topsmoxk  mepeHoca  ormycka.  JIOKyMEHTBI-

OCHOBAHUA K IIPpUKa3aM 00 OTITyCKax.

[opsimox odopmieHUs KOMaHIUPOBOK —
COCTaB JIOKYMEHTOB, oopMIIAIOINX
KOMaHIUpOBaHWE paOOTHUKA, COJACpXkKAHUE U

MOPAAOK NOATOTOBKHU IIPUKa3a O KOMaHIHWPOBKE.

Buasl noompennii. Conepkanue, MOPsIOK
MOATOTOBKHU " odopmIteHUs MIPUKA30B
(pacriopspkeHHi) O TIOOHIPEHHH  pabOOTHHKA.

I[OKYMCHTLI—OCHOBaHI/IH K IIpHUKa3aM O IOOIIPCHUH.

Bunnl TACUUIUIMHAPHBIX B3BICKAHUH.

Conepxanue, MOPSAOK MOJATOTOBKH M O(hOpPMIICHUS
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IIPUKA30B (pacniopsiKeHHi) O  B3bICKAHWH.
JIOKYMEHTBI-OCHOBAaHUS K MpHKa3aM O HaJOXEHHUH
JUCLUIUIMHAPHOTO B3bICKaHMUA. AKTbI 00 OTKa3bl

JaBaThb O0OBSACHEHHS U 3HAKOMHUTLCS C IIPUKA30M.

[Topsmok  mpoBeneHus aTTecTalun
paboTHuKOB B opranm3amuu. COCTaB JOKYMEHTOB,
odopmisromux npouenypy. Coaepxanue, MopsiioK
MOATOTOBKHU u odopmiIeHUs MIPUKAa30B

(pacnopsikeHwii) 00 aTTecTaluu.

[Topsimox  yBonmbHEHHsT  paOOTHHKOB.
OcHoBaHus yBOJbHEHUs paboTHHKOB. CocTaB
JIOKYMEHTOB, oopmIIsIOIIIX OpoLesypy.
Coneprxanue, MOPSAOK MOATOTOBKH M O(OPMIICHUS
NpUKa3oB  (pacmopspkeHnid) 00  YBOJIbHEHHH.
JIOKyMEHTBI-OCHOBaHHUs K IIpUKa3aM 00

YBOJIbHCHUH.

Yuer 1U4HOr0 cocrasa.

Bunsl  yueTHbIX  JAOKYMEHTOB. JInuHas
KapTouka paborHuka (dopma T-2): cocraB

PIH(bOpMaI_II/II/I, MOPAAOK 3aIlOJIHEHHUA W BEACHUS.

HopmaruBHass u mnpaBoBas perjiaMeHTauus
nopsigka BeAcHHUS JWYHBIX jaen. Odopmienue wu
BEJICHUE JIMYHBIX el pabotHukoB. CocTaB  u
MOCJIEI0BATEIIFHOCTh PACIIOIOKEHUS JOKYMEHTOB B

JIMYHOM JCJIC.

TpynoBas ~ kHIKKa  paOOTHHMKAa  Kak
OCHOBHOW JOKYMEHT O TPYJIOBOH JIEATEIBHOCTH U
TPyAOBOM cTaxke  paboTHuka. OdopmieHue u
BEJICHUE TPYAOBBIX KHWKEK W BKJIAQABIIICH K HUM.
[Topsimox BbImaunM JyOsMKaTa TPYJOBOH KHIDKKH.
Yyer W XpaHEHUE TPYIAOBBIX KHIDKEK B
opranuzaiuyu. OTBETCTBEHHOCTb paboTojaTens 3a

XpaHCHHUEC U 3aIIOJIHCHUC TPYAOBBIX KHUKCK.

Opranunzanus paboTsl C KaIpOBBIMU

Perucrpanuss ~ 1OKyMEHTOB MO JIMYHOMY




11

JOKYMEHTaMH

cocraBy. IIpaBuna perucrpauyv U UHAEKCUPOBAHHUS
KaJIpOBBIX JIOKyMEHTOB. PerucrpanuonHbsie (opMsl
(TpagunMoHHBIE W aBTOMaTH3WpoBaHHBIE). CocTaB
PEKBU3UTOB (TOJICH) JUI PETUCTPAIMK Pa3IMIHBIX

BUJ0B NOKYMCHTOB U IOPAOOK UX 3aIIOJITHCHUAA.

CucremaTuzanusi 41 OlepaTUBHOE XpaHEHHE
JIOKYMEHTOB 10 JIMYHOMY cocTaBy. OcoOeHHOCTH
¢dbopMHpoBaHUS B Jiesla JJOKYMEHTOB IO JIMYHOMY
COCTaBy. IIpaBuia CUCTEMaTu3alun
paclopsiAUTENbHBIX JIOKYMEHTOB, YYETHBIX (OpM,
TPYIOBBIX KHIKEK. CHCTeMaTu3anus M XpaHEHHE

I[OKYMeHTOB—OCHOBaHI/Iﬁ K IIpHUKa3aM.

Homenknarypa nen KaapoBOH — CIyXkOBI.
[Topsi10K MOATOTOBKH, COCTABJICHUS U OPOPMIICHHS.
[IpumepHass HOMEHKJIaTypa AeNl KaapOBOW CITy>KOBI.

[Tepexonsauue nena.

Cpoku XpaHeHHus KaJpoBBIX JOKYMEHTOB.

HOI[FOTOBKa AOKYMCHTOB K CIa4€ B apXHB.

DKcnepTu3a LIEHHOCTH JTOKyMEHTOB
KaJIpoBOHM CIyKObI, €€ HOPMaTHBHO-METOJAMYECKAs

OCHOBA, OpraHuszanuvd U NOpAIOK MNPOBCIACHUA.

CoctaB JOKYMEHTOB KaJIpOBOHl CiIykObl,
MOJJIeKAMX Tepeaye B  apXUB. [IpaBuna
MOJATOTOBKU JIOKYMEHTOB IO JMYHOMY COCTaBy K
nepenaye B apxuB opranusanuu. CocTaBieHue H
oopmieHnEe ONMUCH JTOKYMEHTOB IO JIMYHOMY
cocraBy. llopsok yHUYTOXKEHHUS [TOKyMEHTOB C

HUCTCKIINMH CPOKAMH XPAHCHUA.

4

Oo0pa3oBareJbHbIE€ TEXHOJOTHU

Haumenosanue pazoena

Buowl yueonvix OopazosamenibHble MEXHOI02UU

3AHAMUTL
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Jlabopamopuas paboma
No§

CamocmoamenvHas

paboma

n/
n
1 2 3 5
1 |BBenenue Jlexyus 1. Besoouas nexyus
Camocmosmenvhas
Kouncynomuposanue
paboma
2 |PernamenTanms Jlexyus 2. Jlexyus ¢ npumenenuem caauio-
JIOKYMEHTHUPOBAHUS KaJ[pOBOI npoexmopa
JIeATETLHOCTH M pabOTHI C
KaJ[pOBBIMU JIOKyMEHTAMH Jlabopamopnas paboma |3anamue ¢ npumeHneHuem
Nel pazoamoynoco mamepuand
(Tpyoosoii kooekc, 8bl0ePIHCKU U3
npagosvIxX AKmos)
CamocmosmenvHas Koucynomuposanue
paboma
3 |Opranusanus paboTbl Jlexyus 3. Jlexyus ¢ npumenernuem cnatio-
KaJIpOBOM CITyKOBI npoeKmopd, OUCKYCCus
3ansamue ¢ npumenenuem
Jlabopamopnas paboma |pazdamouno2o mamepuand
No2 (8b10EPIAHCKU U3 NPABOBBIX AKMOS,
mMamepuansl 0el1080U uspvl —
Ketic-memoo)
CamocmosmenvHas Kouncynomuposanue
paboma
4 |CoctaB KaapoBOH Jlexyus 4. Ilpobaemnas nexyus c
JOKYMEHTAIIHH. npuUMeHeHueM Clano-npoeKmopa
JloxymeHnTupoBanue
IPYIOBBIX OTHOMIEHHH. Jlabopamopnas paboma | 3anamue ¢ npumeneHuem
Noe3-7 pazoamoynoco mamepuanid
(8b10epoicKU U3 NPABOBBIX AKMO8,
mMamepuansl 0e1080U uspvl —
Ketic-memoo)
Camocmosmenvras Koncynomuposanue
paboma
5 |Yder 1m4yHOTO COCTaBa. Jlexyust 5. Jlexyus, ouckyccus

3ansamue ¢ npumeneruem
pazoamounoeo mamepuana
(8b10€PIAHCKU U3 NPABOBHIX AKMOS,
Mamepuansl 010801 uepvl —
Ketic-memoo)

Koncynemuposanue
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6 |Opranuzanus padoThl C Jlexyus 6 Jlexyus ¢ pazdopom KOHKpemmbix
KaJIpOBBIMH JIOKYMEHTaMHU cumyayui

Jlabopamopnas paboma | 3anamue ¢ npumeneHuem

Ne 9 pazoamoynoco mamepuanid
(8b10€epoicKU U3 NPABOBBIX AKMO8,
Mamepuansl 0080l uepvl —
Ketic-memoo)

Camocmosmenvhas Koncynomuposanue
paboma

B mepuon BpeMEHHOTO0 MPUOCTAHOBJICHHS TOCEIICHUS OOYYArONIMMHCS TIOMEIICHUA |
tepputopuu PITY nng opranuzamum y4deOHOro mpolecca ¢ HPUMEHEHHEM 3IJIEKTPOHHOTO
oOydeHUsT W JUCTAHIMOHHBIX OO0pa30BaTEIBHBIX TEXHOJOTHH MOTYT OBITh HCIOJB30BaHBI
cienyromue o0pa3zoBaTebHbIE TEXHOJIOTHH:

— BUJICO-JICKIIUH;

— OHJIAWH-JIEKIIMH B PEKUME PEATbHOTO BPEMEHH;

— DJICKTPOHHBIE YUYEOHUKH, Y4eOHbIC MOCOOUS, HAyYHbIC U3JaHUS B SJICKTPOHHOM BHJIEC U
JOCTYT K MHBIM 3JIEKTPOHHBIM 00pa30BaTEIbHBIM pecypcam;

— CHUCTEMBI JIJIs 3JIEKTPOHHOTO TECTUPOBAHUS;

— KOHCYJIbTAIIMH C UCTHOJIb30BAHUEM TEJIEKOMMYHHUKAIIMOHHBIX CPECTB.

5 OIleHKA IJIAHUPYVEMBIX PEe3VJIbTATOB 00VUEHHS
5.1 CucremMa oleHUBaHUA

Texkymuii KOHTPOJIb OCYIIECTBIISIETCS B BUJI€ OLIEHOK KOHTPOJIBHBIX paboT U 3aaHUN Ha
npakTudyeckux 3aHiATusAX. KoHTponbHast pa®orta Nel BbIABIsET 3HaHME cOCTaBa U IMOPSAIKA
oopMiIeHUs! JOKYMEHTOB B XOJIe OCHOBHBIX KaJIpOBBIX MPOLEAYP, U olleHuBaercs 10 10 6amnos,
KOHTpOJIbHAsA paboTta Ne 2 mokasbIBaeT 3HaHUS CTYIEHTOB IO BOIPOCAM OpraHH3anuu paboThl ¢
KaJpOBOM JOKYMEHTAaI[eil U BBISBISET T'OTOBHOCTh CTYJIEHTOB K IPaKTU4YecKoll pabote,
oueHuBaercss A0 20 OamnoB. MakcumanbHas OLIEHKA BBIIOJIHEHUS KaXJI0W Ja0opaTOpHOIL
pabotel — 5 OGamioB. IIpomMeXyTOUHBIH KOHTPOJb 3HAHUM MPOBOAMTCA B (OpME HTOTOBOM
KOHTPOJILHOM palOThI, BKIIOYAIOMICH TEOPETUYECKHE BOMPOCH M MPAKTHYECKOE 3aJaHue, U
oueHuBaercs 10 40 6amos.

B pesynpraTe TEKyIero M NMpOMEKYTOYHOIO KOHTPOJIA 3HAHHUU CTYACHTHI IOIY4arOT

COOTBCTCTBYIOIIYIO OLICHKY 3a 5K3aMCH.

Dopma Konmpoan Makc. Konuuecmeo 6anio6
3a oony Bcezo
pabomy

Texymmi KOHTPOIIb:

- KontponbHas padora Ne 1 20 6annos 20 6annos
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(Temsr 1-4)

- KonrponbHnas padora Ne2 (Tembl 10 6annoe 10 6annos
5-6)

- JJaboparopHubie paboThI (TeMBbI 1-6) 5 6annos 30 6annos
[IpomexxyTouHnas arrecranus 40 b6annos
(3a4er ¢ OLIEHKON)

Hroro 3a cemecTp (IUCIMILIHHY ) 100 6annos

OrneHKa «yJOBJIETBOPUTEIHHOY» BBICTABIIsIETCSA 00yUaromemycs, Hadpasiemy ot 50 1o 67

6a/10B 6aJIOB, OLIEHKA «XOPOILO» BBICTABISETCS OOywaroniemycsi, HaOpaBieMy oT 68 mo 82

0aJIoB, OLIEHKA «OTJIIMYHO» BBICTaBIIsAETCS oOydarouiemycs, Habpasmemy oT 83 1o 100 6amios,

c(OPMHPOBAHHBIX B PE3yJIbTATe CYMMHUPOBAHHS OAJUIOB, TOJTYYEHHBIX MIPU TEKYIEM KOHTPOJE

U MPOMEKYTOYHOMU arrectanuu. [loydeHHbIi coBOKyMHBIN pe3ynbTaT (MakcuMyM 100 OanioB)

KOHBEPTHUPYETCA B TPAAULMOHHYIO 1Ky OIEHOK M B KAy OLIEHOK EBpomeickoil cucTeMbl

nepeHoca u HakoruieHust kpenuTtoB (European Credit Transfer System; nanee — ECTS) B

COOTBETCTBUU C TAOIULIEH:

100-6annpHas TpaionHas mkana Hlkana
IIKaza ECTS
95-100 A
2304 OTJINYHO B
68 — 82 XOPOIIO 3a4TEHO C
56 -67 D
5055 YIOBJIETBOPUTEIHHO E
20-49 FX
HEYJIOBJICTBOPUTEIIEHO HE 3a4TEHO
0-19 F
5.2 Kpurtepun BbICTaBJIeHHS OLeHKHU MO THCIHUILIHHE
banasl/ Ouenka no Kpurtepumn oneHku pe3yabTaToB 00y4eHHs 10
Hlkana AUCUMILTUHE AUCUMIINHE
ECTS
100-83/ «OTIIUIHOY/ BrictaBisiercst o0ydaromemMycsi, €Clii OH TITyOO0KO U
AB «3a4TE€HO IPOYHO YCBOWJI TEOPETUIECKUI 1 PAKTUIECKUI
(oTm9HO)»/ MaTepuai, MOXKET IPOJEMOHCTPUPOBATh 3TO HA 3aHATUAX
«3a4TEHO» ¥ B XO/I€ TIPOMEKYTOYHOM aTTeCTaluH.

OO0y4aromuiicsi HICUEPIBIBAIOIIE U JJOTUYECKUA CTPOMHO
u3jaraet yuyeOHbI MaTepHall, YMEET YBS3bIBATh TEOPHIO C
NPaKTUKOM, CIIPABIISIETCS C PEIICHHEM 3a/1a4
poQeCCHOHATBHOIN HAIIPABICHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, MTPABHIILHO OOOCHOBHIBAET MPHUHSTHIE
peLICHHUS.

CB00OIHO OpUEHTHPYETCS B YUeOHOH 1
npodecCHOHATIBHOM JIUTEpaType.
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Banael/
HIkanaa
ECTS

OueHka no
JUCHUILIMHE

Kpurepun oneHkn pe3ybTaToB 00y4eHHUsI 110
AUCHHILINHE

OreHKa 1o JUCIHUILTAHE BBICTABISIOTCS 00ydaomemMycs ¢
y4€TOM pe3ysbTaTOB TEKYIIEH U MPOMEKYTOUHON
aTTECTal|H.

Komnerenuuu, 3akperui€HHbIe 3a AUCHUTUTHHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKUI.

82-68/

«XOPOIIo»/
«3a4TEHO
(xoporto)y»/
«3a4TECHO»

BeicTaBisercs o0yuaromemycs, €Ciii OH 3HaeT
TEOPETUYECKUM U MPAKTUYECKUN MaTEpHUall, IPAMOTHO U 10
CYILLECTBY M3JIaraeT €ro Ha 3aHATHSX U B XOZC
IIPOMEKYTOUYHOM aTTECTAL[UH, HE JIOITyCKasl CYLIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiics MpaBUIIbHO MPUMEHSAET TEOPETUUECKUE
IIOJIO’KEHUS IIPU PEIICHUH NIPAKTUYECKUX 3a/1a4
npodecCoHaIbHOIN HAIPABICHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIaJIeeT HEOOXOJUMBIMHU I TOTO HaBbIKAMU
U pUEMaMH.

JloCTaToOuHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeccuoHaIbHOM TUTEeparype.

OneHka 1o JUCHHUIUIMHE BBICTABIIAIOTCS 00YYarOEMyCs C
y4E€TOM PE3yJbTATOB TEKYIIEH U IPOMEKYTOUHON
aTTecTaluu.

KomniereHumu, 3akpeniéHuble 3a JUCUUIIIMHOM,
c(OpMHPOBAHBI HA YPOBHE — «XOPOLIMHY.

67-50/
D.E

«YIOBJIETBOPH-
TETbHOY/
«3aUTEHO
(ymoBneTBOpH-
TEJIBHO )»/
«3aUTCHO»

BricTaBnsiercsa oOy4aromemMycsi, €Ciii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUUECKUI MaTepuall,
JIOTIYCKaeT OTJENIbHbIE OIIMOKH MPH €T0 U3JI0KEHUN Ha
3aHATUAX U B XOJI€ IPOMEKYTOUHOU aTTECTALHH.
OOyuaromuiics UCIBITBIBAET ONPEIEIEHHbIE 3aTPyAHEHUS
B IPUMEHEHUHN TEOPETUUECKUX MOJIOKEHUM IIPU PELICHUH
NPaKTUIECKUX 3a/1a4 MPO(ECCHOHATFHON HAIPaBIEHHOCTH
CTaHJIapTHOI'O YPOBHS CJIO)KHOCTH, BJIAJCET
HEOOXOIMMBIMH JUIS 5TOTO 0a30BBIMH HAaBBIKAMU H
pUEMaMH.

JleMOHCTpHpYET I0CTaTOYHBIN YPOBEHb 3HAHUS yUeOHOM
JUTEPaTypsl N0 JUCLIUILINHE.

OneHka 1o JUCLUIUIMHE BBICTABIIIOTCS 00YYarOIEMYCS C
YYETOM PE3YIBTATOB TEKYIIEH U MPOMEKYTOUHOU
aTTeCTalUu.

Komnerenuyu, 3akperni€Hnble 3a AMCUUIUIMHOM,
c(OpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBIII).

49-0/
F,FX

«HCYAOBJICTBOPUTC

JILHOY/
HE 3aYTEHO

BrictaBisiercs oOyuaromiemMycs, €Clid OH He 3HAeT Ha
0a30BOM ypOBHE TEOPETUUYECKHUMN M MPAKTHUCCKUI
MaTepHal, JoIycKaeT Irpyobie OIIMOKU P ero
W3JI0)KCHUH Ha 3aHATHIX M B XOJI€ TPOMEKYTOTHOM
aTTecTalluu.

OOyuaronuiics UCIBITHIBAET CEPhEIHBIE 3aTPYIHEHUS B
NPUMEHEHUHU TEOPETHUECKUX MOJIOKEHUN PU PEIIeHUN
NPaKTUIECKUX 3a/1a4 MPO(ECCHOHATFHON HAIPaBICHHOCTH
CTaHJAPTHOT'O YPOBHS CJIOKHOCTH, HE BIIaJICET
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Banasl/ Ounenka no Kpurepun oneHkn pe3ybTaToB 00y4eHHUsI 110
Hlkana AUCHHILINHE AUCHHILINHE
ECTS

HEOOXOIMMBIMU JUISl 3TOTO HAaBBIKAMU U ITPUEMAMH.
JlemoHCTpHpYeT (hparMeHTapHbIC 3HAHUS Y4eOHOMH
JUTEPaTypsl 110 JUCLIUILINHE.

OmeHka 110 JUCHUIIIIMHE BBICTABIISIOTCS 00yUaroImeMycs ¢
Y4ETOM pe3yJIbTaTOB TEKYIIEH U IPOMEKYTOUHON
aTTeCTalUu.

KomneTreHnny Ha ypoBHE «IOCTaTOYHBINY, 3aKPEIIIEHHBIE
3a AMCUUILUIMHON, He C(OPMHUPOBAHBI.

5.3 OuneHouHble cpeacTBa (MaTePHAJIbI) JIsl TEKYLIEro KOHTPOJIS yCIIeBaeMOCTH,
NPOMEKYTOYHOM aTTEeCTAMH 00y4aKOIIUXCH 110 JUCHHUILIUHE (M00Y110)

Bapuanmuvl konmponwvnou pabomur No 1

Bapwuanr 1

1.B xakux cioyyasx KaJpoBas coyk0a HWMeeT IMPaBo BBIAATH AyOIUKAT TPYI0BOM KHIDKKU? Kak
3TOT JOKYMEHT 0(hopMIIsieTCsI?

2.IlepeuncauTe BUABI JOKYMEHTOB, MPUMEHSEMBIE MPH TIEpPEeBOJIe Ha Apyryro pabdoty. Kax
odopMIIseTCs KaXKIbIH U3 HUX ?

3. HazoBuTE NOKyMEHTHI, MPEAOCTaBIsIeMble PAOOTHUKOM MIPH MOCTYIUICHUU Ha padoTy.
4.KakuMm JOKaJIbHBIM HOPMATUBHBIM aKTOM PETJIaMEHTHPYETCsl padoTa KaJpOBbIX CHEIUATHUCTOB

C IEPCOHAJIBHBIMU JaHHBIMU? [[aliTe eMy XapaKTepUCTHUKY.

Bapuanr 2

1.XapakTepucTuka Ha3HauY€HUs TPYIOBOM KHMXKKU. B Kakoll cpok aomkHa ObITH 3aBeleHA
TpYJOBasi KHIDKKA NP MOCTYIJIEHUU Ha paboTy BriepBbie?

2.Ilepeuncnure BUABI JOKYMEHTOB, IpUMEHseMble Ipu YyBoiapHeHMH. Kak  odopmisercs
Ka)KIbIi U3 HUX?

3.Kakoil 5oKanbHBIH HOPMATUBHBIM aKkT ONpEAeNseT OpraHU3alui0 TpyJa COTPYIHUKOB B
KOMNaHuU. [laiiTe eMy XapaKTEepUCTHUKY.

4.HazoBure nHpopMaruio, 00s3aTeabHyI0 sl BKJIIOYEHUS B TPYJOBON JOTOBOP.

Bapuanmuvt konmponwvnou pabomor Ne 2

Bapmuanr 1
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1. Tlepeuucnure cocTaB TOKyMEHTOB JIMYHOTO jAenia paboTHUKa. KakuMu HOpMAaTHBHBIMU
JIOKYMEHTaMH 3TO OIpeeieHo?
2. Ha3zoBuTe JOKYMEHTHI KaJPOBOH CITYKOBI, TIOJIJISKAIINE TTepeavue B apXUB.
Bapuant 2

1.KaxoBbI 0COOCHHOCTH COCTaBJICHHS HOMEHKIIATYPHI JIET KaIpOBOM CIIyKObI?

2. HazoBure o0s3aTebHBIC PETUCTPAIIMOHHBIE ()OPMBI KQIPOBOU CITYKOBI?

10.
1.
12.
13.
14.
15.

Ilpumepnvie KOHmpoIbLHBIE 80NPOCHL 0TI RPOMEHCYMOYHOU AMMECMAYUU:

Ilepeunciuts 3aKOHO/IaTEJIbHBIC aKTHI, KOTOPBIMU perilaMeHTHpyeTCs
JOKYMEHTHUPOBAHME KaJPOBOM NEATEIBHOCTH B HACTOSAIIEE BpeMs?

Ilepeuncnute HOPMAaTHUBHO-METOIUYECKUE JIOKYMEHTHI, perIaMeHTHPYIOIINe
JNOKYMEHTUPOBAHUE KaJPOBOU NEATEIBHOCTH.

HazBatb BHJIbI TOKYyMEHTOB, IPEAbSIBIIEMbIE pAOOTHUKOM U IpUEME Ha padoTy.
Ha3Bate  BuABI  JAOKYMEHTOB, YCTaHOBIEHHble  TpynoBbIM  KojxekcoM  PdD,
JOKyMEHTUPYIOIINE IpueM paboTHHUKA Ha paboTy.

[lepeuncants BHUIBI JOKYMEHTOB, OG(OPMIISIONINE H3MEHEHHE YCJIOBUH TPYJIOBOTO
J0roBOpa.

[lepeuncinte BHIBI JTOKYMEHTOB, YCTAHOBJEHHBIE TpyIoOBbIM KojaekcoM Pd mis
peryIupoBaHusl TPYIOBBIX OTHOILIEHUH.

CpokM TOATOTOBKM, KaKMX JOKYMEHTOB IO JOKYMEHTHUPOBAaHHIO  KaJpOBOM
JESTeNbHOCTH yCTaHOBIIEHBI 3aKOHOIATENILHO?

Kakune pyHkumnu kaapoBoil ciyk0bl CBA3aHbBI C YYETOM JIMYHOTO cOCTaBa?

Kakue  ¢yHKUMM [OJDKHA BBINONHATH KajJpoBas Ciyx0a npu  oopMiIeHUU
YBOJIbHEHUS paOOTHHKA C pabOTHI ?

Kakumu noxkymenTamu opopmisieTcss yBOJIbHEHHE paboTHHKA?

HazoBute QyHKIMM KaapoBOH CiIyKObl CBSI3aHHBIE C TPYJAOBBIMH KHIKKAMH?

Kakumu nokymenTamu opopmisieTcs aTrectanus pabOTHUKOB?

Ha3zoBute 0cOOEHHOCTH HOMEHKJIIATYPBbI JIe] KaJpOBON CITyKOBI.

Kakue nena xaapoBoil ciy>KObl OTHOCSTCS K KATETOPUU MEPEXOAALINX?

[lepeuncantb 0coOEHHOCTH (POPMUPOBAHUS JIUYHOTO Jiesla paOOTHUKA ?

6 _Y4eOHo-MeTOnMYeckOe U MHGOPMANIMOHHOE o0ecnieYeHNe TUCHUTLIHHbI

6.1 Cnucox HCTOYHUKOB H JIUTEPATyPhI

Ilpu paspabomke cnucka ucCmoyHUKoS8 U aumepamypuvl HeoOX00UuUMO Y4Uumléansv

mpebosanus 06paz08amenbHblX CMAHOAPMO8 N0 KHU2000eCne4eHHOCHU.
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Hna @I'OC 3+ : «B cayuae neucnonv3o8anusi 8 opeaHu3ayuu 31eKmpoHHO-OUOIUOMEUHO
cucmemovl  (INeKMpPOHHOU  OubaUOMeKu)  oubnuomeunvii  GoHO  OondceH  Oblmb
VKOMNIEKMOBAH NeYAMHbIMU U30AHUAMU U3 pacuema He meHee 50 d9K3eMNisApo8 Kaxcoo2o uz
U30aHUll OCHOBHOU JUMEPAMYPbL, NEPEUUCTeHHOU 6 padouyux npocpammax OUCYUNIUH
(moOyneti), npakmux, u He MeHee 25 K3eMNIAPOE OONOIHUMeNbHoU aumepamypol Ha 100
odyuarowuxcay.

s @I'OC 3++ : «llpu ucnonvzosanuu 6 0b6pazoeamerbHOM npoyecce NeYamHuvlx U30aAHUll
oubuomeyHwvlll YOHO O00NdCEH ObIMb YKOMNIEKMOBAH NEUAMHbIMU U30AHUAMU U3 pacdema
He menee (0,25 sK3eMniApa Kaxicoo2o u3 U30aHull, YKA3AHHLIX 6 paboqyux NpoSpAMMAX
oucyuniux (Mooyneti), npaKmux, Ha 0OHO20 00Y4arwWe2ocs U3 Yucia Juy, 0OHOBPEMEHHO
0CBaAUBAIOWUX COOMBEMCMBYIOWYIO OUCYUNIURY (MOOYIb) NPOXOOAWUX COOMBEMCBYIOULYIO
npakmukyy. YIAJIUTH

HUcTounuku (00s3aTe1bHbIE)

Koncrurtynus Poccuiickoit @eneparuu (¢ usmenenusimu Ha 30 nexadpst 2008r.). M. 2004

TpynoBoit koxexc Poccuiickoii ®eneparuu ot 30.12.2001 Neo 197-®3. Ilpunsar
lNocynapcrBennoit dymoini 21 nexadbps 2001r. (B pen. ot 29.12.2010) // [OnexTpoHHbIi pecypc].
— M., 2019. — Pexxum nmoctyma:http:// www.consultant.ru.

3akoH Poccuiickoit @enepannu ot 25 okTs0pst 1991 r. Ne 1807-1  «O s13pIKax HapoJI0B
Poccwmiickoii ®enepanum» //[DnextponHbli pecypc]. — M., 2019. — Pexum mocryna:
http://www.consultant.ru.

®enepanbhblii 3ak0H PO ot 27.07.2004 No 79-D3 «O rocynapCcTBEHHON TpakIaHCKOU
ciryx6e Poccuiickoit @enepauun» (B pen. PenepanbHoro 3akoHa ot 12.04.2007 Ne 48-D3) //
[DnexTponnsIii pecypc]. — M., 2019. — Pesxxum noctyna:http://www.consultant.ru.

®enepanpubli  3akoH  Poccmiickonn  ®depeparuu ot 01.06.2005 Ne 53 «O
rocygapcTBeHHOM si3bike  P®Dy»//  [Onextponnbii  pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

@®enepanbHblii  3akoH  Poccuiickoit  @epepamuun ot 06.12.2011  Ne 402-®3  «O
OyxrairepckoM  ydetey//  [DmektpoHHBIA  pecypc]. — M., 2019. -  Pexum
nocryna:http://www.consultant.ru.

@®enepanbHblil 3akoH Poccuiickoit @enepaunn ot 02.05.2006 Ne 59-®3 «O nopsiake
paccMoOTpeHHsT oOpaimieHuil Tpaxman»// [DnekTpoHHbId pecype]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

®enepanbubiii 3akoH oT 27 utona 2006 r. N 152-®3 "O mnepcoHalbHBIX JaHHBIX'"//

[DnexTponHBIi pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.
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http://www.consultant.ru/
http://www.consultant.ru/
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®enepanbubiii 3akoH oT 01.10.2004 Ne 125-@3 «O6 apxuBHOM nene B Poccuiickoii
denepanymy // [DmexkTpOHHBIH pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

®enepanbHblii 3ak0H oT 29.07.2004. No 98-®3 «O KoMMepueckol TaitHe» //
[DnexTponHBIi pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Vxa3 Ilpesunenta Poccuiickoit @enepanuu ot 0.03.1997 Ne 18 «O06 yTBepxkIeHHH
MepevHs CBEACHUN KOH(PUICHIIMATRHOTO XapakTepay // [DmekTpoHHBIH pecype]. — M., 2019. —
Pexxum moctyma:http:// www.consultant.ru.

Vka3z Ilpesunenta P® ot 01.02.2005. Ne 110 «O mnpoBeneHHH aTTecTalUU
rOCyJapCTBEHHBIX TPaXKIaHCKUX ciyxammx Poccuiickoit ®Penepauum». [lonoxkenune o
MPOBEACHUM AaTTECTAllMd TOCYAAPCTBEHHBIX TPAXKIAHCKUX cCiyxanmx P® // [DnaexTpoHHBIN
pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Va3 Ipesunenta PO ot 01.02.2005. Ne 111 «O mnopsiake cauu KBaTU(PHUKAIMOHHOTO
3K3aMe€Ha IrOCYJapCTBEHHBIMHU IPaXKAaHCKUX ciykammx Poccuiickoin denepanuy U OUEHKE HX
3HaHWW, HABBIKOB W yMeHMi». // [Onekrponnslii pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

Vka3 Ilpesugenta or 01.02.2005. Ne 112 «O kKOHKypce Ha 3aMEIICHHE BaKaHTHOMN
JOJDKHOCTH ~ TOCYJApCTBEHHOM  TpakJaHCKOW  cimykObl  Poccuiickoit  ®denepamum»  //
[DnexTponnsIil pecypc]. — M., 2019. — Pexxum noctyna:http:// www.consultant.ru.

Vka3 Ilpesupenra PO ot 16.02.2005r. Ne 159 «O mnpumepHoit dopme CiryeOHOTO
KOHTpaKTa O MPOXOKICHUHU TOCYAaPCTBEHHOM rpax1aHCKoi ciryk0bl Poccuiickoit dexepanuu u
3aMEIICHUH JIOJDKHOCTH TOCYAApCTBEHHOW TpakIaHCKOM ciry:kObl Poccuiickoit denepammmy. //
[DnexTponnsIil pecypc]. — M., 2019. — Pexxum noctyna:http:// www.consultant.ru.

Vka3 IIpesunenta Poccuiickoit @eaeparuu ot 30.05.2005. Ne 609 «O nepcoHaIbHBIX
JAHHBIX TOCYIapCTBEHHOI'O TPakIaHCKOTO ciyskamiero Poccuiickoil @enepanyiv U BEAEHUU €T0
JU9HOTO  gAenma»  //  [DnektpoHHBI  pecypc]. — M.,  2019. -  Pexum
nocryna:http://www.consultant.ru.

Vka3 Ilpesunenra Poccuiickoit @enepannu ot 18.06.2005. Ne 813 «O mopsiake u
YCIOBUSIX KOMaHAMPOBaHHs (pelepalbHBIX TOCYIApCTBEHHBIX TPAKIAHCKUX CIyXamux» //
[DnexTponnbIii pecypc]. — M., 2019. — Pexxum nocryma:http://www.consultant.ru.

[TocranoBnenue IlpaButensctBa Poccuiickoit @enepanuu ot 16.04.2003. Ne 225 «O
TPYNOBBIX  KHIKKax» //  [OmektpoHHeii  pecypc]. — M., 2019. — Pexum

nocryma:http://www.consultant.ru.
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Pacniopstkenune IlpaButensctBa PO ot 21.03.1994. Ne 358-3 «OO6 obecneueHun
COXPAaHHOCTH JOKYMEHTOB IO JIMYHOMY COCTaBy» // [DnekTpoHHBIH pecypc]. — M., 2019. —
Pexxum noctyna:http://www.consultant.ru.

Pacniopsoxenue IpasutensctBa PO ot 23.04.1992 Ne 781-p «O0 ynmydieHun XpaHSHUS U
UCIIONIb30BaHUsl JOKYMEHTOB IO JIMYHOMY COCTaBY»// [DnekTpoHHBIH pecypc]. — M., 2019. —
Pexxum noctyna:http:// www.consultant.ru.

[lpaBuina BemeHWss W XpaHEHUS TPYAOBBIX KHWKEK. (yTB. IlocTaHoBiieHHEM
[IpaBurensctBa P® ot 16 ampens 2003 r. Ne 225 // [DnekrponHsIii pecype]. — M., 2019. —
Pexxum noctyna:http:// www.consultant.ru.

WHCcTpyKIMs 1O 3aroHEHUIO TPYIOBBIX KHIDKEK (yTB. IlocTanoBinennem MunHCTEpCTBa
Tpyda u counuanbHoro passutusi Poccuiickoit @enepamuu ot 10 oxTabps 2003r.).
3apeructpupoBana MunuctepcTBoM toctunuu Poccutickorr ®enepanuun 11 wHosi06ps 2003 .
peructpanMoHHblii HoMmep 5219. bromiereHb HOPMATHBHBIX aKTOB (peJepalbHBIX OpPraHoB
ucnonautensHor Bractu. 2003. Ne 49. // [Dnextponnsiii pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

®enepanpubiii 3aK0H 0T 16.12.2019 Ne 439-®3 «O BHeceHun u3MeHeHUW B TpynoBoi
kozekc Poccuiickoit deneparu B yactu GOpMUpPOBAHUS CBEICHUN O TPYJOBOI 1EATEILHOCTH B
ANIEKTPOHHOM BUJIE» [DneKTpOHHBIIH pecypc] //
URL:http://publication.pravo.gov.ru/Document/View/0001201912160070  (mata  oOpameHus
01.10.2020r.)

HcTouHMKH (10MOJHUTEIbHBIE)

Oenepanbubiii 3akoH PO or  27.07.2006 Ne 149-®3 «O6 wuHpopManuu,
WH(GOPMAIMOHHBIX TEXHOJOTHSIX W 3amure uHpopMmarun» // [DnekTpoHHBIH pecype]. — M.,
2019. — Pexxum noctyna:http://www.consultant.ru.

®denepanbHblit 3ak0H OT 26.12.1995. No 208-®3 «O06 akimoHepHBIX o0ImecTBax» //
[DnexTponnsIil pecypc]. — M., 2019. — Pexxum noctyna:http:/ www.consultant.ru.

Ob6mepoccuiickuii  kinaccupukarop mpodeccuii pabouux, ITOIDKHOCTEH CHyXallux |
tapudubx paspsgoB OK 016-94. M.: Muntpyn Poccun, 1995 // [DnekrponHsIit pecypc]. — M.,
2019. — Pexxum nocrtyna:http:// www.consultant.ru.

O6mepoccuiickuii  kimaccudukatop wuHPopManmu o Hacenenun OK  018-95. //
[DnexTponHBIii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Obmepoccuiickuii  kiaccudukarop ynpasieHuecko nokymentamun OK 011-93. //

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


http://www.consultant.ru/
http://www.consultant.ru/cabinet/stat/hr/2019-12-18/click/consultant/?dst=http%3A%2F%2Fpublication.pravo.gov.ru%2FDocument%2FView%2F0001201912160070%23utm_campaign%3Dhr%26utm_source%3Dconsultant%26utm_medium%3Demail%26utm_content%3Dbody&c=B6349A10D31EE36F3AC3B7D0048FEBB9F372A5A930F8FAA20CB6DC6E8C10331BA56C0C863256984852D13B9F2A6AA3F1C5D3B2E9ACD96B1210CA89215A39E764111FC52F01A5EDE5E442660B7ADB2A24AC30764C009ABE766DCAD146D10996A424A3D41AA7ACC7F8F7DDCDD756E556478115E7854262030D456F2561DD9A437881ADA5F01DE8B20E4DAD5CD19F88A05D4B9227E8B1467D707D461C0F584D6B107809977604FB311C22E16A79FFEC564F
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Oo6mepoccuiickuii KiacCU(pUKATOp CHEUAIBHOCTEH MO 00pa3oBaHuio // [DAEKTPOHHBIN
pecypc]. — M., 2019. — Pesxxum nocrtyma:http://www.consultant.ru.

[Ipuka3z PocapxuBa ot 23.12.2009 N 76 "OO6 yrBepxkaeHHH MeTOIUYECKUX
peKoMeHIanuil 1mo pa3paboTKke MHCTPYKIMHA MO JAETONPOU3BOJCTBY B (efepalbHBIX OpraHax
UCTOJNHUTENbHOW — Bimactu" //  [OnekrponHsld  pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

YHaudunupoBaHHbie GOPMBI IIEPBUYHON YUETHOH TOKYMEHTAIMH 110 YYETy TpyAa U ero
omatel, ytBepkaeHHble IloctanoBnenumem [ockomcrata P® or 05.01.2004 Ne 1 //
[DnexTponHBIii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

KpanugukanMoHHbI CIIPaBOYHUK JOJDKHOCTEH PYKOBOJIUTENCH, CIEHUAINCTOB U
IpyTux ciyxammx // [DnektponHbiit pecypc]. — M., 2019. — Pexxum noctyma: [D1eKTpOHHBIN
pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

MesxoTpacieBble YKpYITHEHHbIE HOPMaTHBBI BPEMEHU Ha PaOOThI 110 KOMITJIEKTOBAaHHUIO U
yduery  kaapoB  // [DmexkTponHbIii  pecypc]. — M., 2019. - Pexum
nocryna:http://www.consultant.ru.

[lepeueHb THUIMOBBIX YMPABICHUECKUX AapPXUBHBIX JIOKYMEHTOB, OOpa3yloIIUXCS B
npoliecce JAEATEIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIpPAaBICHUS U
OpraHM3aIMi, C YKa3aHHEM CPOKOB XpaHeHus // [DnekTpoHHbIH pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

[IpaBuia opraHu3alil XpaHEHHs, KOMIUICKTOBaHMS, Yy4é€Ta U  HUCIOJIb30BaHUS
IOKyMeHTOB ApxuBHoro ¢onga Poccuiickoit ®@enepauu U APYruX apXHWBHBIX JIOKYMEHTOB B
OpraHax TIOCyJapCTBEHHOW BIJIAaCTH, OpPraHax MECTHOTO CaMOYIpaBJIEHUS W OpraHu3alusx,
YTBEPKIACHHBIX MpuKa3oM MuHKynbTypbl PO ot 31.03.2015 Ne 526 // [OnexTpoHHbIN pecypc]. —
M., 2019. — Pexxum noctyna:http://www.consultant.ru.

IIpuka3 PocapxuBa ot 20.12.2019 N 236 "OO06 ytBepkaenun IlepeuHss THIOBBIX
YOPaBJIEHYECKUX ApPXUBHBIX JOKYMEHTOB, O0Opa3yloUIMXCs B IPOLECCE JIEATEIbHOCTH
roCy/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPABJICHUS U OpPraHU3alMN, C yKa3aHUEM
cpokoB wux xpaHeHus" (3apeructpupoBano B Munrocte Poccum 06.02.2020 N 57449)
[OnexTtponnslii  pecypc] // CnpaBouHo-mouckoBass cucreMa «KOHCYJIBTaHT — IUTIOCY.
URL:http://www.consultant.ru/cons/cgi/online.cgi?
req=doc&base=LAW &n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09
893595070554722 (nata obpamenus: 19.10.2020)

@®enepanbHbiil 3ak0H 0T 24.04.2020 N 122-®3 "O mnpoBeneHUM 3KCHEPUMEHTa I10

UCTIOJIb30BAaHUIO DJIEKTPOHHBIX JTOKYMEHTOB, CBSI3aHHBIX ¢ paboroit"// WuTepHeT-mopTan


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/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
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npaBoBoi uH(popmaruu http://www.consultant.ru/document/cons doc LAW 351124/ (nara
obpamienusi: 19.10.2020)

[Tpuxaz Muntpyna Poccun ot 14.05.2020 N 240n "OO ytBepxkaenuu IlonmoxkeHus o
MOPSIJIKE TTPOBECHUS YKCIICPUMEHTA TI0 UCIIOJIb30BaHUIO AJIEKTPOHHBIX JOKYMEHTOB, CBS3aHHBIX
¢ paboroit" (3apeructpupoBano B Muntocte Poccuu 17.06.2020 N 58674)// UntepHeT-nopran
MPaBOBOM  WHQOpPMAIIH https://www.garant.ru/products/ipo/prime/doc/74170714/,  nara
obpamenus 01.10.2020.

JIuteparypa (o0si3aTe1bHas)

Abynanze, /1. I'. JlokymeHTalimoHHOE o0ecriedeHre yIpapieHus IepCOHANIOM | Y4eOHUK
Y TIPAKTUKYM JJIs aKkajgeMudeckoro Oakanaspuata / JI. I'. AGynanze, U. b. Bempsokkuna, B. M.
MacnoBa. — Mocksa : U3parensctBo HOpaiit, 2019. — 299 c. — (bakanaBp. AxkageMu4ecKkuii
Kypc). — ISBN 978-5-534-00875-3. — Texkct : snexkrponssiii / ObC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 (mata obpamenus: 30.11.2019).

boikoBa T.A. JlokyMeHTallMOHHOE oOOecleyeHne YIpaBieHus (Jel0mpOn3BOACTBO)
[OnexTpoHHbIii pecypc] : yueOHoe mocobue / T. A. beikoBa, T. B. Kysnemnosa. - 2-e u3n.,
nepepad. u mom. - MockBa : MHppa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?1d=942800.

I'motroa C.A. IlpodeccuonanbHblil CTaHAAPT CIIEHUATKICTA MO YIIPABICHUIO
MIEPCOHAJIOM B JIeATEILHOCTH KaJIpOBOM Ciry»kO0bI [ DnekTpoHHbIH pecypc] / I'moTtoa CBeTnnana
AnexcanaporHa; C. A. ['moToa // YnpaBiieHue JOKyMEHTAIMEH: MPOIIUIOe, HACTOSIIIIEE,
Oynyuiee : matepuansl [1I-eit MexxayHap. Hayd.-ipakT. KOHQ., mocaml. mamatu npod. T. B.
Ky3nenoroii, Mockga, PI'TY, 23-24 mapta 2017 r. / M-Bo oOpa3zoBanus 1 Hayku Poc.
@eneparun, Oenep. roc. OIOHKET. YUpexk . BHICIL. 00pazoBanus "Poc. roc. ryMaHuTapHbIi yH-
1", Uct.-apX. uH-T, Pak. JOKyMEHTOBEJICHUS U TEXHOTPOHHBIX apX., Kad. mokymeHTOBeIeHUS. -
Mocksa : Tepmuxa.py, 2017. - C. 451-457. - Pexum nocryna :
http://elib.lib.rsuh.ru/elib/000013004.

I'moroBa C.A. TenaeHIMH pa3BUTHS KaIpOBOrO JIENONPOM3BOJACTBA B paMKax
nporpammbl  "lludpoBas  skoHOMHKA"  [DnekTtpoHHbI  pecypc] / I'motoBa CeetnaHa
AnexcannpoBHa; CBernana A. ['moroBa // YnpaBneHue 10KyMeHTaMH B IU(DPOBOI SKOHOMUKE. -

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

Kanposoe nenompousBoactBo. Yuebnuk. / C.JI. Kysuenos, C.A. I'moroBa — M.:

UznatensctBo « TEPMUKAY, 2020. — 492 c.


http://elib.lib.rsuh.ru/elib/000013245
http://elib.lib.rsuh.ru/elib/000013004
http://znanium.com/go.php?id=942800
https://www.garant.ru/products/ipo/prime/doc/74170714/
http://www.consultant.ru/document/cons_doc_LAW_351124/
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KanmpoBoe nenompousBoactBo: Haumnaem c¢ Hyns. Ayaut cBoumu cuiiamu / W.B.
XKypasnesa, M.B. XKypasnesa. - 2-e uzn. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88
1/16 + ( Hom. mat. znanium.com). - (IIpocto, kpaTtko, ObicTpo). (0) ISBN 978-5-16-008986-7 -
Texct : osnextponHsii. - URL: https://new.znanium.com/catalog/product/417566 (nata
obpamenus: 30.11.2019)

[TaBnoBckas, O. 0. IIpaBoBoe oOecrieueHUe KaapoOBOTO JEIOMPOU3BOJICTBA © yIeOHOE
nocobue st By30B / O. FO. [TaBnoBckasi. — Mocksa : M3natensctBo FOpaiit, 2019. — 213 ¢. —
(Beiciee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anextponssiii // 9bC IOpaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara oopamenus: 30.11.2019).

Jluteparypa (10n0JIHUTEIbHAS)

Kykapuna HO.M. CoBpeMeHHbIC OpraHW3alliOHHBIE W PETJIaMEHTHBIC JOKYMCHTHI:
¢byskmn u pazHoBuAHOCTH // BectHuk PITY. 2016. Ne2. [DnexTponHbIN pecypc]. — M., 2019. —
Pexxum  moctyma:  https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi
%202(4)-16.pdf.

Muxaiinuna I'.'I. Yopasnenue nepconaiom, 3-e¢ u3a. - Mocksa :[lamkos u K, 2018. -
280 c.. ISBN  978-5-394-01749-0 -  Tekcr :  oanektponnsii. -  URL:
https://new.znanium.com/catalog/product/415303 (mara o6pamenus: 30.11.2019)

6.2 Ilepeyenb pecypcoB MH(POPMAITMOHHO-TEJIEKOMMYHUKAIIMOHHOH ceTu « UHTEpHETY,
HEe00XO0AUMBbI /1J151 OCBOEHUS TMCUMILINHBI
- I'apant [DnekTpoHHBIA pecypc]. — DaekTpoH. jgaH. — M., cop. 2013. — Pexxum goctyna:

http://www.garant.ru.
- Koncynwrant Ilntoc [Dnexktponnsit pecypc]. — Onektpod. naH. — M., cop. 2013. — Pexum

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

6.3 IIpogeccuoHanbHBIC 0a3bI JAHHBIX U HH(POPMAILHOHHO-CIIPABOYHbIE CHCTEMBbI
Hoctyn k npodeccuoHabHbIM 6a3aM naHHBIX: https://liber.rsuh.ru/ru/bases

WHdopmanroHHbIe CIIPAaBOYHBIE CUCTEMBI:
1. Koncynsrant [liroc

2. Tapant

7 MarepuajbHo-TeXHHYECKO0E o0ecnevyeHre TUCUUIINHbI
Jlis mpoBeneHUs JICKIHA TpeOyercss y4eOHbIe ayJauTOpWH, OCHAIECHHBIC CICIMATbHBIM

o0opynoBanueM (MUKpOGOHBI, MYyJIbTUMEIUIHBIE cpenacTBa). JlJii CEeMHHAPCKUX 3aHATHM
HEOOXOIUMBI ayTUTOPHH, OOOpYJOBaHHBIC MJOCKOW. JIJis TIpOBEACHHS MPOMEKYTOUHOM
aTTecTallud Hy)XHa KOMIbIOTEpHAs TEXHHUKA C [MOJAKIIOYEHHEM K HH(POPMAIMOHHO-


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
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KOMMYHHKAIIMOHHOW cetu «MHTepHET» M [OCTymoM B DJIEKTPOHHYIO HWH(GOPMAIMOHHO-
oOpazoBarenbHyio cpeny PITY (mpoBomHoe coenuHeHue win OECIPOBOJIHOE COEAMHEHHUE IO
texHosioruu Wi-Fi).

CocTaB mporpaMMHOTO 00€CTICUECHHUS:
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

8 Oobecneuenne 00pPa30BATEILHOIO MPOIECCA IS JHIL ¢ OTPAHNYEHHBIMHA
BO3MOKHOCTSIMM 310DPOBbSI 1 HHBAJIUI0B

B xone peanuzanuy IUCHMIUIMHBI UCIIONB3YIOTCS CIEAYIOIINE JTONOJIHUTEIbHBIE METOIbI
00y4eHHUs1, TEKYILEro KOHTPOJI YCIEBAEMOCTH M MIPOMEKYTOUYHOM aTTECTAllMU O0YyYaroLMXCs B
3aBHCHUMOCTH OT UX MHAMBUIyaJIbHBIX OCOOCHHOCTEH:

® JIs CIETBIX U CIa00BUASIINX: JEKIIMH OQOPMIIIOTCS B BUJIE AJIEKTPOHHOTO IOKYMEHTA,
JOCTYITHOTO € MOMOILBIO KOMIIBIOTEPA CO CHELUAIU3UPOBAHHBIM ITPOrPAaMMHBIM 00€CIIeYeHUEM;
IIMCbMEHHBIE 3aJJaHMsl BBINOJIHAIOTCA HA KOMIIBIOTEPE CO CHIELUAIU3MPOBAHHBIM IIPOIPAMMHBIM
o0ecreyeHneM WM MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM; 00€CIeUYNBaeTCsl HHANBUYalbHOE
paBHOMepHOe ocBenieHne He MeHee 300 JroKc; A BBIIOIHEHUS 3a/aHusl TP HEOOXOAUMOCTH
IPEOCTABIISCTCS YBEIUYMBAIOLIEE YCTPOUCTBO; BOBMOXKHO TAaKXKe MCIIOJIb30BaHUE COOCTBEHHBIX
YBEIUUMBAIOIIMX YCTPOUCTB; MUCHMEHHBIE 33JaHUsI OOPMIISIOTCS YBEJIWYEHHBIM IIPU(TOM;
9K3aMeH M 3a4€T MPOBOJATCS B YCTHOW (hOpMe WM BBHIMOJHAIOTCS B MUCbMEHHOH (Qopme Ha
KOMIIBIOTEPE.

oI TAYXHX U CIA0OCIBIIAIUX: JIEKIUH O(GOPMIISIIOTCS B BHJIE DJIEKTPOHHOTO
JOKYMEHTa, 1100 TMpelocTaBiseTcs 3BYKOYCHUIMBAIOUIasl ammaparypa WHAWBHUIYaIbHOTO
M0JIb30BAaHNUS; MHUChMEHHBIE 3a/laHusl BBINOJHSIOTCS Ha KOMIIBIOTEPE B NMHUCHMEHHOUN (opMme;
9K3aMEH U 3a4€T MPOBOASTCA B MUCHbMEHHON (hopMe Ha KOMITbIOTEPE; BOSMOXHO MPOBEJCHHE B
dbopMe TecTUpOBaHHUS.

® IS JIMI] C HAapYLIEHUSIMU OIOPHO-ABUraTeIbHOIO ammapara: JEeKIUH OQOpPMIISIOTCS B
BUJI€  DJIGKTPOHHOIO  JOKYMEHTa,  JOCTYIIHOTO C  IIOMOLIbIO  KOMIIBIOTEpPA €O
CMEeLMAIIN3UPOBAHHBIM MIPOTPAMMHBIM OOecIlieueHUEeM; MMCbMEHHbIC 331aHUs BBIMOJIHSAIOTCS Ha
KOMIIBIOTEPE CO CHEIHMAIM3HUPOBAHHBIM TMPOTPAaMMHBIM OOECIeueHHEeM; S5K3aMEeH U 3auéT
MIPOBOJIATCS B yCTHOW (hOpME HMITH BBITIOIHSAIOTCS B TUCBMEHHON ()OpMe Ha KOMIBIOTEpE.

[Ipu HE0OXOIMMOCTH MpeTyCMaTPUBAECTCS YBEJIMUEHNE BPEMEHH IS [TOJTOTOBKH OTBETA.

[Ipouenypa  mpoBeleHHWs]  MPOMEXKYTOYHOW  arTecTamuu  JUis  OOYyYaroIIMXcCs
yCTaHaBIMBaeTCA C YYETOM UX HMHAUBUIYAIbHBIX ICUXOPU3NYECKUX OCOOEHHOCTEH.
[IpomesxkyTouHast aTTeCTalMsl MOXKET MPOBOJUTHCS B HECKOJIBKO 3TAIlOB.

[Ipu mpoBeneHuM NpoUEaypbl OLEHUBAHHS PE3yIbTaTOB O0OydeHHUs MpeaycMaTpHUBaeTCs
UCTIONB30BAaHUE TEXHUYECKUX CPEACTB, HEOOXOMUMBIX B CBS3M C WHAUBHIYaJIbHBIMH
OCOOCHHOCTSIMU O0y4arolmuXcs. DTH CPelCTBA MOTYT OBITh MpPEAOCTaBIEHbl YHHUBEPCUTETOM,
WA MOTYT HCIIOJIb30BaThCSl COOCTBEHHBIE TEXHUYECKUE CPECTBA.

[IpoBenenne mpoueAypbl OLEHUBAHUS  pE3yJabTaTOB  OOyuYeHUs  JIOMyCKaeTcs C
WCTIOJIb30BaHUEM TUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHHA.
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ObecneunBaetcs 10CTyn K MHGOOPMAIIMOHHBIM U OMOIHOrpaduuecKuM pecypcaMm B CETH
WuTtepHer mis kaxzaoro obOywaromierocss B gopmax, aJanTHPOBAaHHBIX K OrPaHUYEHHSIM HUX
3JI0POBbS U BOCHIPUATHUS MH(OPMAIIH:

® IS CIIETIBIX U CIAa0OBUAAIIMX: B TeUyaTHOH (hopMe yBenndyeHHBIM mmpudrom, B hopme
AJIEKTPOHHOTO JOKYMEHTa, B popme ayauodaiina.

® IS TIIyXUX U cIa0O0CHbIIIalMX: B Ie4aTHON ¢popMme, B popMe dJEKTPOHHOTO TOKYMEHTA.

o JUIsi OOYYAIOIINXCsA C HAPYIICHUSIMH OIOPHO-JBUTATEILHOTO armapara: B IEYaTHOM
dbopme, B popMe IIEKTPOHHOTO TIOKyMEHTa, B (hopme aynuodaiina.

Y4eOHbIe ayAUTOPUU JJI BCEX BHUJIOB KOHTAKTHOW M CAMOCTOSATEIHHON pabOTHI, HAy4IHAS
OMOIMOTeKa W WHBIC MOMEIIEHUsS JUIsi O0OyYEeHHUs] OCHAIEHBI CIEIHATbHBIM 000PY/IOBaHUEM H
y4eOHBIMH MECTaMH C TEXHHUYECKUMU CPEICTBAMU O0yUEHUSI:

® [ CIICTIBIX U CNAO0OBUSIIMX: YCTPOWCTBOM ISl CKAHHUPOBAHHUS M YTCHHUS C KaMepou
SARA CE; nucnneem bpaitng PAC Mate 20; npunrepom bpaitns EmBraille ViewPlus;

® JJIA TITyXHUX U cna6ocm,1mamnx: ABTOMATU3WPOBAHHBIM pa60‘II/IM MCCTOM IJIA JIIOI[GIZ C
HapyHaI€cHHUEM ClIyXa U CJ'I8.6OCJ'II>IH_I3H_[I/IX; aKYCTI/ILIeCKI/Iﬁ YCUIIUTEIIb U KOJIOHKH,

e Ui 00y4aroUIMXCsl C HapyUIEHUSIMH ONIOPHO-ABUTaTEIbHOIO arnmapara: nepeIBUKHbIMU,
perynupyeMbiMu  dproHoMudeckumu  mapramu  CH-1; KOMIBIOTEpHOM  TEXHHUKOH €O
CMEeLUAIbHBIM ITPOTPAMMHBIM 00€CTIeUeHHEM.

9 _Meroanyeckne MaTepHAaJIbl
9.1 Ilaanbl 1a00paTOPHBIX 3aHATHH.

TEMAL. (4 4.) 3BAKOHOJIATEJIbHASI PETJIAMEHTALIMST IOKYMEHTHUPOBAHM ST
KAJIPOBOU AESTEJLHOCTU B PO

3ATAHUSL.

1. Tlpoananusupyiite Tpymooii komekc Poccuiickoit denepaiuu u onpenenuTe TpeOOBaHUS K
COCTaBy U 0()OPMIICHUIO TOKYMEHTOB, PErJIAMEHTUPYIOIINX TPYOBbIE OTHOILIEHHS.
2. llpoananusupyiitre TpymoBoii kogekc Poccuiickoit @eneparuu u onpeaenuTe TpeOOBaHUS K

(bYHKIUSAM KaApOBOH CITyXKOBI.

YKA3AHUS 10 BBIIOJIHEHUIO 3AJAHUM

1. Wzyunte TpynoBol Kolekc U BBIACHUTE, KAaKMMU JOKYMEHTAMU IPELyCMOTPEHO
opopmienne mpuema, TEpEeBOJA, YBOJBHEHHs, KOMAaHAMPOBAHUS, JAUCIHUILTUHAPHOTO

B3BICKAHUA U MPEJOCTaBICHUs OTHycka padoTHHKaM. CocTaB JOKYMEHTOB (PUKCUPYETCS 10
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KaXJ0#l OTOeIbHOMI mnpoucaype. O6paTI/ITG BHUMAHHUC Ha CPOKU IHOJIOTOBKHU HOKYMCHTOB,
YCTaHOBJICHHBIC 3aKOHOAATCJIIbHO.

PesynbTatel 3agaHus MOTYT OBITH MpPE/ICTABICHBI B BUJE TaOIUIIbL:

IIpouenypa Buasl Homep Cpoku, Coaepixanue,
AOKYMEHTOB CTaTbHU CBSI3aHHBIE C odpopmieHue
JAOKYMEHTOM

[Ipuem Ha paboty

IlepeBon

[IpenocraBnenune
OTHyCKa

[Toonpenune

JucuurminHapHo
€ B3bICKaHUE

Komannuposanue

YBoJbHEHUE

2. Wzyuute TpymoBoii KOAEKC | OMpeAeNuTe 005 3aHHOCTH paboToAaTeNs MO OTHOMICHHIO K
paboOTHHUKY, KOTOpBIE yCTaHOBJIECHBI B KoJekce mpy BOSHUKHOBEHUH TPYIOBBIX OTHOIICHHMA.

Ha 5T0ii 0cHOBE cocTaBbTe MepeyeHb (PYHKIIHIA, BBITOTHAEMBIX KaJpOBOU CITyKOOH.

KOHTPOJIBHBIE BOITPOCBI.
1. IlepeuncnuTh OCHOBHBIE BHIbBl JOKYMEHTOB, MCIIOJIb3YEMBIE ISl JIOKYMEHTHPOBAHMS
TPY/IOBBIX OTHOIIEHUM, YCTAHOBJICHHBIX B TPYJOBOM 3aKOHOJATEIBCTBE.

2. HazoBute Tunossie GyHKIUU KaAPOBOU CITY>KOBI.

NCTOYHUKHU

Tpynosoit komekc Poccumiickoin ®Depeparmu ot 30.12.2001 Ne 197-@3. Ilpunst
I'ocynapctsennoit [Iymoit 21 nexadbps 2001r. (B pea. ot 29.12.2010) // [DnexkTpoHHBIH pecypc].

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

JIMTEPATYPA
Abynamze, J1. T'. JlokymMeHTanmonHoe o0OecrieyeHne YIpaBiIeHHs TIEPCOHATIOM :
yu4eOHUK M TPaKTHUKYyM JUIs akajeMudeckoro OakamaBpuata / J. I'. AOymamze, U. b.
Bempsokkuna, B. M. MacnoBa. — Mocksa : WsnarensctBo [Opaiit, 2019. — 299 c¢. —
(bakanaBp. Axagemuueckuit kypc). — ISBN 978-5-534-00875-3. — Tekct : 31€KTpOHHBIN //
OBC HOpaiir [caiit]. — URL: https://urait.ru/bcode/433411 (narta o6pamenus: 30.11.2019).
KanpoBoe nenonpousBoactBo: Haumnaem ¢ Hyns. Ayautr csoumu cwiamu / W.B.

Kypasnesa, M.B. XKXypasnesa. - 2-e uza. - Mocksa : HUL] MTHOPA-M, 2014. - 184 c.: 60x88



http://www.consultant.ru/
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1/16 + ( Hom. mar. znanium.com). - (Ilpocto, kpatko, 66icTpo). (0) ISBN 978-5-16-008986-7 -

Tekct : oanektponHsld. - URL: https://new.znanium.com/catalog/product/417566 (mata

obpamenus: 30.11.2019)

[TaBnoBckas, O. 0. IIpaBoBoe obecrnieueHue KaapoBOTo JAETONPOU3BOJICTBA : yueOHOE

noco6ue st By30B / O. FO. ITaBnoBckas. — Mocksa : M3natensctBo FOpaiit, 2019. — 213 ¢. —
(Beicmiee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekct : anexkrponusrii // DbC FHOpaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (mara obpamenus: 30.11.2019).

MartepuajnbHO-TEXHHYECKOE o0ecriedeHne 3aHATHS

1.TpynoBoii xonekc P®.

TEMA 2. (4 4.) PASPABOTKA OPTAHMU3AILIMOHHBIX JIOKYMEHTOB B KAJIPOBOI

CJIYKBE

3ATTAHUS

1.

[Ipoananu3upyiite opranuzamuio padotsl ¢ kaapamu B 3A0 “Breimmen”.

2. Paspabortaiite [lonoxenue 06 otrnene kaapos 3A0 “Beivmen”

3. PazpabotaiiTe TOMKHOCTHYIO HHCTPYKIHIO JIJIsl OTHOTO U3 COTPYAHUKOB KaJpPOBOH CITY>KOBI

YKA3AHMA 110 BBIIIOJIHEHUIO 3A JAHU A

1.

[Ipoananusupyiite komruiekc JOKyMeHTOB 3A0 “BeimMmnen”, BBIABISAS  €r0 CTPYKTYpY,
YHUCJICHHOCTh, HampaBleHus paearenbHocTd OOmectBa U OCOOEHHOCTH OpraHU3aIUH
KaJIpOBOM pabOTHI.

Ha ocHOBe KBanMpUKAIMOHHONW XapaKTEePUCTUKH PYKOBOIUTENSI KaJApOBOW CITYKOBHI,
YCOPJl, TpynoBoro kojexkca u TpeOOBaHMH HWHBIX HOPMATHUBHBIX U METOJUYECKUX
JIOKyMEHTOB pazpabortaiite u odopmute mnpoekt Ilomoxenus o0 oraene kaapoB 3A0
“BpiMrien”.

Ha ocHoBe kBanmm(puKaMOHHBIX XapaKTEPUCTUK PaOOTHUKOB KaapoBou ciyk0er, YCOP/]
pa3paboTaiiTe NMpoeKT NOKHOCTHOM MHCTPYKLHUHU OJHOTO M3 COTPYJHMKOB OTAENa KaapoB

3A0 “Beivmien” u 0opopMHUTE €r0 B COOTBETCTBUU C YCTaHOBICHHBIMH TPEOOBAHUSMHU.

KOHTPOJIbHBIE BOITPOCDI
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1. Ilepeuncnute 3a1a4u ¥ QYHKIMU KaJPOBOH CIIyKOBI.

2. Kakue JOKyMEeHTHI perJaMeHTUPYIOT paboTy ¢ EPCOHAIOM OpraHu3anun?

3. Ha ocHOBe, KakuX JTOKYMEHTOB pa3padaThIBalOTCS IMOJIOKEHHE O KaJApOBOM CIyxkOe U
JOJKHOCTHBIE MHCTPYKIUH €€ COTPYIHUKOB?

4. KaxoBa CTpyKTypa TEKCTOB IOJIOKEHHUS O KaJpOBOU CIyk0€ U JOHKHOCTHON MHCTPYKITUHU?

5. Korma momoxenue o KaapoBoul ciayxkOe mpuobOperaeT ropuandeckyro cury? Korma oHo
TpedyeT nmepepaboTku?

6. Ilepeuncnure oOmue TpeOboBaHU K OPOPMICHHIO OPTraHU3ALMOHHBIX JIOKYMEHTOB.

NCTOYHUKNU

TpynoBoit koxexc Poccuiickoii ®eneparuu ot 30.12.2001 Neo 197-®3. Ilpunsar
lNocynapcrBennoit dymoini 21 nexadbps 2001r. (B pen. ot 29.12.2010) // [OnexTpoHHbIit pecypc].
— M., 2019. — Pexxum nmoctyma:http:// www.consultant.ru.

YHUpUIUpOBaHHAS CHUCTEMa OpPraHU3aLMOHHO-PACTIOPAAUTENBHON  JTIOKYMEHTAlUH.
YauduuupoBaHaeie (HOpMBbI, HHCTPYKIUH U METOAWYECKHE MaTepualbl M0 WX MPUMEHEHUIO.
M.1982 // // [nekrponnslii pecypc]. — M., 2019. — Pexum nocryna:http://www.consultant.ru.

KBanupukannoHHBIH CHOPAaBOYHUK JOJDKHOCTEH PYKOBOJMTENEH, CIEHUANTNCTOB U
coyxkamux. M., 2002/ // [OnexkrponHslid pecypc]. — M., 2019. — Pexum

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

JIMTEPATYPA

I'moroBa C.A. IlpodeccroHanpHBI CTaHAAPT CHENHMAIKNCTA 10  YIPABJICHHUIO
MEPCOHAJIOM B JIEATEIHLHOCTH KaapoBOW CIyKObI [DnexkTpoHHbii pecypc] / ['moroBa Ceetnana
AnekcanapoBHa; C. A.TnoroBa // VYmpaBieHue AOKyMEHTallMed: MpPOILIOE, HACTOSIIEE,
Oynymee : matepuainsl IlI-eif MexayHap. Hayd.-IpakT. KoH(Q., mocBsml. namsatu mnpog. T. B.
KysnenoBoit, MockBa, PITY, 23-24 mapra 2017 r. / M-Bo oOpa3oBanuss u Hayku Poc.
Oenepanun, Deaep. roc. OFOMKET. yUpex . BbICHI. oOpa3oBaHus "Poc. roc. ryMaHUTapHBINA YH-
1", Uct.-apx. uH-T, @ak. TOKyMEHTOBE/IEHUS U TEXHOTPOHHBIX apX., Kad. nokymeHTOBEIeHUS. -
MockBa :  Tepmuka.py, 2017. - C. 451-457. - Pexum  gocryna
http://elib.lib.rsuh.ru/elib/000013004.


http://elib.lib.rsuh.ru/elib/000013004
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
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Kykapuna IO.M. CoBpeMeHHbIE OpraHM3allMOHHBIE M PErjaMeHTHbIE JIOKYMEHTHI:
byskun u pazHoBuaHOCTH // BectHuk PITY. 2016. Ne2. [DnexTponHbIi pecype]. — M., 2019. —
Pexxum  moctyma:  https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi
%202(4)-16.pdf.

[TaBnoBckas, O. HO. IIpaBoBoe obecrnieueHne KaJpoBOrO JENONPOU3BOCTBA : yueOHOe
nocobue st By30B / O. FO. ITaBnoBckas. — Mocksa : M3natensctBo FOpaiit, 2019. — 213 ¢. —
(Briciee o6pazoBanue). — ISBN 978-5-534-11565-9. — Tekct : anextponHslii // DbC FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara oopamenus: 30.11.2019).

MartepuajbHO-TEXHHUYECKOE o0ecrieyeHne 3aHATHS

Tpynosoii kogexkec PO
YCOP/

KBanu¢ukannonHble XapakTepUCTUKH paOOTHUKOB KaJpOBOil CITy>KOBI

b=

Kommnekt nokymentoB 3A0 “Beimnen”

TEMBI 3-7 (10 u.). JOKYMEHTHPOBAHUE KAJIPOBOM JEATEJbHOCTH

3ATTAHUS:

1. M3yuute 3aKoHOIATENbHBIC TPEOOBAHHUS K  COJACPKAHHIO M O(GOPMIICHHIO  TPYIOBOTO
noroopa. IloAroroBpTe MPOEKTHI JOKYMEHTOB I10 IIpUeMy Ha paloTy.

2. [loarotoBbTE MPOEKTHI JOKYMEHTOB MO TEPEBOAY Ha IPYryro paboTy.

3.IloaroroBbTE NPOEKTHI TOKYMEHTOB O IPEAOCTABICHUU OTIYCKA, IPOEKTHl JTOKYMEHTOB O
KOMaHAMPOBaHUM pabOTHHUKA

4.1loaroToBbTE MPOEKTHI JOKYMEHTOB O MOOIIPEHUH PaOOTHHKA U MPOEKThl JOKYMEHTOB O
BBIHECEHUHU JUCUUIUIMHAPHOTO B3bICKAHHUSI.

5.IloaroToBbTe MPOEKTHl JOKYMEHTOB 00 H3MEHEHUH (aMmiud pabOTHUKA W TMPOEKTHI

JIOKYMEHTOB O pacTOpPKEHUH TPYJOBOIO JOrOBOpA.

YKA3AHV 10 BBIITOJIHEHUIO 3AJIAHUIM

1. Ha ocHoBe MaTepuasoB [1€710BOI Urpbl (CIpPaBOYHbIE IaHHBIE O paOOTHUKE) U TpeOOBAHUN

TpyaoBoro xojiekca MoAroTOBUTH TPYAOBOI TOTOBOP € pabOTHUKOM, OGhOpMHUTE MPUKA3 O


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
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npuemMe paboTHHKA Ha paboTy (CTyIEHTHI MOTYT COCTaBUThH IMPHKA3 MO OOIIMM IpaBUIIaM
oopMIIeHHsT TPUKA30B WIIM BOCTIONB30BaThCsl YHUPHUIMPOBaHHOH opmoii T-1). 3amomHuTh
Jlnunyro kaptouky pabotHuka (dopmy T-2.) Ompeneiautb cocTaB JOKYMEHTOB,
UCTIOJIb3YEMBIX U CO3JIaHHBIX HpPU IpUeMe Ha paboTy, KOTOpble (GOPMHUPYIOTCA B JIMYHOE
JIeJI0 pabOTHUKA.

Wcnonb3ys marepuanbl A€I0BOW WUIrpbl (CIpaBOYHBIE JaHHbIE O PaOOTHUKE) U YUUTHIBas
TpeboBanus TpymoBoro kojaekca oopMuTh mepeBo i pabOTHUKA (TI0 €r0 WHUIIMATHBE H T10
UHHMLIMATHBE PYKOBOJUTENS CTPYKTYpHOI'O HOJpa3[esieHus) Ha JIpyryr paboTy B TOH ke
opranuzaiuu. CocTaBUTh 3asBJICHUE, NTPEJICTABICHUE, YBEAOMIIEHHE U O(OPMHUTDH IPUKa3 O
nepeBojic pabOTHUKA Ha JAPYTyI0 paboTy (1o oOmmM mpaBuiaM 0QOPMIICHUS MPUKA30B HIIH
BOCIOJIb30BaThCsl YHUUIIMpOoBaHHON (popmoii T-5). Buectu nannbpie B JIMuHyI0 KapTOUKY
pabotHuka (popmy T-2.) Onpenenuts cocTaB JTOKYMEHTOB, MCIIOJIb3yEMbIX U CO3aHHBIX
IpU TIEpeBOJIe Ha JIPYTYIO paboTy, KOTOphIe (POPMUPYIOTCS B JIMYHOE /110 paOOTHHKA.
Hcxons m3 MaTepuasioB JIEIOBOW WTPHI (CIIpaBOYHBIE JaHHBIE O pabOTHUKE) , 0POPMHUTH
€XETOHBI OuepeqHON OITAYMBAEMbI OTIMYCK M OTIYCK 0€3 coxpaHeHHus 3apaboTHOI
wiatel. COCTaBUTH IpaUK OTIYCKOB, 0OPMHUTH MPHUKA3 O MPEIOCTABICHUU OTIycKa (IO
o0muM mpaBuiaM OQOPMIICHHS TPUKA30B MM BOCIOJIB30BaThCS YHUDUIIUPOBAHHOM

¢dopmoii T-6) . Buectn nannbie B JInunyto kaprouky paboTauka (popmy T-2.).

Hcnone3yst MaTepuanbl JeT0BOW UTPHl (CIIPaBOYHBIE JAaHHBIE O PAaOOTHHKE) MOATOTOBUTH
NpUKa3 O HampaBJeHUM pabOTHHMKAa B KOMAaHIMPOBKY (IO OOIIMM MpaBuiaM O(GOpMIICHHS

MIPHUKA30B WK BOCTIOIH30BATHCS YHUDUITUPOBAHHOU Gopmoii T-9).

Hcnone3ysi mMatepuanbl AENOBOW HUIphl (CIIpaBOYHBbIE JaHHBIE O pabOTHUKE), OGMOPMUTH
NpUKa3 O TMOOUIPeHWH pPabOTHHKA (MO OOIMM mpaBwiaM O(OpPMIIEHUS TPHUKA30B WU
BOCTIOJIB30BaThCs yHU(DUIIMpoBaHHON ¢opmoit T-9). BHecTn maHHBIE O TOONIPEHUH B
Jlmuayro kaprouky pabotHuka (dopmy T-2.). Omnpenenuth cocTaB JTOKYMEHTOB,
UCTIONB3YEMBIX TpU OGOPMIICHHM TOOILIPEHUS, KOTOpble (OPMHUPYIOTCS B JMYHOE €TI0

paboTHHKA.

Ha ocHoBanum MaTcpHraioB lIeHOBOI)’I HUI'Pbl COCTAaBUTH O6’B${CHI/ITGHLHYIO 3aIMUuCKy O
JAUCHUIINIMHAPHOM ITPOCTYIIKC, JOKIAAHYIO 3allMCKYy O HAPYHICHHUH pr,HOBOﬁ JAUCHUIIIMHBI,

IMpUKa3 O HAJIOKCHHUU OUCHUILIAHAPHOT'O B3bICKAHUA.
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5. Hcnonb3yss MaTepualibl J€JIOBOM HIrpbl (CIpaBOYHbBIE JaHHBIE O PAOOTHHUKE) O(GOPMUTH
IpEeKpalieHue TPyJOBOIO JOroBOpa IO HWHUIMATHBE pabOTHUKA, [0 WHUIIMATUBE
paboTozaress, N0 0OCTOATENBCTBAM, HE 3aBUCAIIMM OT BOJIM CTOpOH. OmpenenauTs cocraB
JIOKYMEHTOB, KOTOpPBIMH o¢opmisercs kaxnas cutyauus. OdopMuTh mpukaz o
OpeKpaleHu JeHCTBUS TPYJOBOTO J0roBopa (mo oOmuM mpaBuiaaM OQGOpMIICHUS
IPUKa30B WJIM BOCIIOJIb30BAaThbCA yHU(UIUpoBaHHOW (opmoil T-8). Buectu nanusle 00
yBoJibHEHUH B JInuHyio kapTouky pabotHuka (dopmy T-2.). Omnpenenuts cocras
JIOKYMEHTOB, MCIOJIb3yeMbIX MpPU OQOPMICHUM YBOJBHEHHUS, KOTOpble (POPMHUPYIOTCS B
JUYHOE J1e7I0 PaOOTHHKA.

CocTaBbpTe NMpPOEKT IpHKa3za 00 U3MEHEHMH (paMUINM, IPUBEIUTE BO3MOXHBIE OCHOBAHUS

JUISL U3IaHUSI TAKOTO MPUKa3a.

KOHTPOJIBHBIE BOITPOCBI:

1. Bplgenure OCHOBHBIE TOKYMEHTHPYEMBIE 3aa4X KaJpOBOH JAESITEIBHOCTH.

2. OxapakTepusylTe CTPYKTypy TEKCTa TPYAOBOTO AOrOBOPA, NEPEUHUCIUTE CYIIECTBEHHBIC
II0JIO’KEHUS TPYAOBOIO JOrOBOPA.

3. SBustorcs MU yHUPHUIEPOBAaHHBIE (GOPMBI 00s13aTETHHBIMH 7

4. Ha ocHoBe TpeOOBaHUN K TPYIOBOMY JIOTOBOPY, OIPENEIUTh MOPSI0K OQPOpMICHUS
JOMOJTHUTENIBHOTO COrJalleHus (I3MEHEHUs K TPYJI0BOMY JIOTOBODY).

5. Kakumu TtpeOoBaHMSMHU JOJDKHA PYKOBOJCTBYETCSl KaJpoBasl Ciyx0a mpu o(hOpMIICHUH

MIPUKA30B B TEKCTOBOH (opme?

NCTOYHHUKNU

Tpynosoii kogekc Poccuiickoit ®enepaunu. IIpunsat ['ocynapcrsennoit ymoit 21
nexadbps 200Ir. . ( ¢ m3m. m jgom.) // [DnexrponHbiii pecypc]. — M., 2019. — Pexum
nocryna:http:// www.consultant.ru.

YHauduuupoBaHHsie (HopMbl IEPBUYHON YUYETHOM MOKYMEHTAIlMH IO Y4YeTy TPyJAa U ero
OILJIATHI. Y.1. M.,2004// /I [Dnextponnsiii pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

OO6mepoccuiickuii kiaaccudukaTop npodeccuit padbodmnx, MTOJDKHOCTEH CITy»KaIlluX W
tapuHubIx paspsanoB OK 016-94. M.: Muntpyza Poccun, 1995. //// [Onexrponnsiit pecypc]. — M.,

2019. — Pexxum noctyna:http://www.consultant.ru.


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
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Oobmepoccuiickuii knaccupukarop nHpopmammu o Hacenenun OK 018-95. M.:
Muntpyn Poccum, 1996 //// [Dnextponnsiii pecypc]. — M., 2019. - Pexum
nocryna:http://www.consultant.ru.

Ob6mepoccuiickuii kiaccudukaTop yrpasiaeHueckoi qokymeHTaruu OK 011-93. M. :
I'occranmapr Poccun, 1994 /I [OnextponHsld pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

OO6mepoccuiickuii kiaccuukaTop crnenuaibHocTed mo oopazoBanuio OK 009-93.
M. : Toccranmapt Poccum, 1995 //// [Dnekrponusnii pecypc]. — M., 2019. — Pexum

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

JIUTEPATYPA

Abynanze, J. I'. JlokymeHTanmoHHOE 0oOecrieueHre yIpaBIeHUs TIEPCOHAIOM : YUEOHHUK
U MIPAKTUKYM JUId akajgemuueckoro 6akanaspuata / 1. I'. AGymnanze, U. b. Bempsoxkuna, B. M.
MacnoBa. — Mocksa : U3narensctBo HOpaiit, 2019. — 299 c. — (bakanaBp. AxkageMudeckuii
Kkypc). — ISBN 978-5-534-00875-3. — Texct : anektponssiit // ObC FOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2019).

KanmpoBoe nenompousBojcTBo: Haumnaem c¢ Hyns. Ayautr cBommu cwiamu / W.B.
Kypasnesa, M.B. Xypasnesa. - 2-e u3a. - Mocksa : HUL[ THOPA-M, 2014. - 184 c.: 60x88
1/16 + ( dom. mat. znanium.com). - (IIpocto, kpaTko, ObicTpo). (0) ISBN 978-5-16-008986-7 -
Texct : osnektponHsldi. - URL: https://new.znanium.com/catalog/product/417566 (nmata

obpamienusi: 30.11.2019)

MaTepI/IaJII)HO-TeXHI/I‘IeCKOQ obecrneyeHue 3aHATHS:

TpynoBoii kosiekc PO.

YuudunupoBanHsie GOpMbI IEPBUYHON YUETHON TOKYMEHTAIUH.

Marepuansl Jel0BOM UIPHI, COJIEpKAIllUe CIPABOYHBIN JaHHbIE O pabOTHUKE, HHPOPMALIUIO O
€ro TpyA0BOM AEATEIbHOCTH.

Ob61epoccuiickue KiIacCu(PpUKaTOPHI.

Tema 8 (2 u.) TPYJIOBAA KHMKKA

3AIAHUS


http://www.consultant.ru/
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1. IlpoananusupoBars TpynoBoil konekc P®, IlpaBuna BeaeHHs M XpaHEHHS TPYJIOBBIX
KHWKEK, MHCTPYKLUHUIO II0 3alOJHEHUI0 TPYAOBOM KHIWKKH. BbIACHWTH mpaBuia
3aBEJCHUS U NOPAJIOK BEICHUS TPYAOBBIX KHHUKEK.

2. 3anonHuTh OJaHK TPYAOBOM KHMKKHU CBEJCHUSIMHU O pabOTe U yBOJIbHEHUH.

3. IIpoaHanu3upoBaTh NPEATIOKEHHbIE KOMUHU TPYJIOBBIX KHHMKEK, OOBSICHUTH OIIMOKU B
o OpMIICHUH U BEJICHUHU.

4. 3apeructpupoBaTb 0HOPMIICHHYIO TPYJIOBYIO KHIKKY.

YKA3AHV 10 BBIITOJIHEHUIO 3AJTAHUIM

1. M3yuuts Tpynosoit kogexkc P®, [lpaBuiia BeneHUs W XpaHEHHs] TPYIOBBIX KHHKEK,
MHCTPYKLHIO IO 3aIllOJHEHHIO TPYIOBBIX KHUXKEK .
Y CTaHOBUTB:
-3aKOHOJATEJIbHBIE M HOPMATHUBHBIE ITOJIOKEHUS O CTaTyCe TPYAOBOM KHMIKKE, MOPSIKE €€
oopMIICHUST U BEICHUS;
- HOpMaTHUBHBIE TPeOOBaHUS O 1yOIMKaTe TPYIOBONH KHIKKH;
- HOpMaTHUBHbIE TPEOOBAHUS O BKJIAJBIIIE K TPYAOBOM KHUXKKE.
2. Hcnonw3ys mpenoXKEHHbIE MaTepHuabl JAEJOBOW WIPbl W MaTepHalbl 3aHATUH O
JOKYMEHTUPOBAHMM NIpHEMa, MEPEBO/Ia, YBOJBHEHNS BHECTH COOTBETCTBYIOIME 3aIIUCH
B TPYAOBYIO KHHXKKY.
3. U3yuuTh mpeayiokeHHbIe KOMUU TPYAOBBIX KHUKEK, BBIABUTH OIIMOKU B O)OPMIICHUU U

HCIPABIICHUSX HAa TUTYJIBHOM JIMCTE, B pasneine «CBeneHus o padborey.

KOHTPOJIBHBIE BOITPOCDI

1. B kakoit cpok JOmKHA OBITH 3aBeJICHA TPY/OBasi KHIDKKA MPH MOCTYIUICHUH pa0OTHUKA Ha
paboty BrepBbie?

2. B xakux cioyyasix KaJapoBas cay)k0a HWMeEeT MpaBo BBIAATH TyOIUKAT TPYAOBOM KHIKKH?

3.B kaxoii cpok mocie yBoJIbHEHUsI pa0OTHHUKY BBIIAETCS TPYAOBAas KHIDKKA?

4. Kak oopmiisieTcst BbI1ada BKJIAIBINIA K TPYAOBOH KHUKKE?

5. Kakoe cTpyKTypHOE MOIpa3eiCcHHe OpPraHU3alMM XPAaHUT OJAHKU TPYAOBBIX KHIDKCK H
BKJIQJBIIIEH K HUM?

6.Kak ucnipaBuTh ommmOKu, 0OHApyKEHHBIE HA TUTYJIHHOM JIUCTE TPYAOBON KHUKKU?

7.Kax ucnipaBuTh o1IMOKHM, OOHApy>KEHHBIE B 3all0JHEHUHU paszzena «CBeaeHus o paborex»?
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NCTOYHUKN
Tpynosoit xonekc Poccuiickoit ®enepanuu. [punsar rocynapcrsennoit Jymoii 21
nexkabps  2001r.  //  [DOnektponueri  pecypc]. — M.,  2019. —  Pexum
nocryna:http:// www.consultant.ru.
[IpaBuna BemeHUs M XpaHEHUS TPYAOBBIX KHIDKEK. (yTB.IlocTaHoBieHHeM
[TpaButensctBa PD® ot 16 ampens 2003 r. Ne 225 // [DnexrponHsbIid pecypc]. — M., 2019. —
Pexxum nocryna:http://www.consultant.ru.
WHCcTpyKIus MO 3an0JHEHUIO TPYIOBBIX KHUXKeEK (yTB. [loctanoBiennem MuHucTepcTBa
TpyAa U couuanbHoro passutus Poccuiickoit ®epepaunu ot 10 okta6ps  2003r.).
3apeructpupoBana MunucrepctBoMm roctuiuu Poccuiickoit @eaepanuu 11 Hosa0ps 2003 r. Ne

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

JINTEPATYPA

I'motoBa C.A. TenaeHIMU pa3BUTHS KaJpOBOTO JEIONPOU3BOJCTBA B paMKax
nporpammbl  "LludpoBas  sxoHommka"  [DmekTpoHHBIH  pecypc] / I'moroma Cpetnana
AnexcanapoBHa; Cernana A. ['moToBa // YnpaBieHue JoKyMeHTaMHu B U(POBON YKOHOMUKE. -
Mockga : PITY, 2019. - C. 98-103. - Pexxum noctyna : http://elib.lib.rsuh.ru/elib/000013245.

KanpoBoe nenmompousBonctBo: Haumnaem c Hyns. Aynutr cBoumu cuinamu / WU.B.
Kypasnesa, M.B. Kypasnena. - 2-¢ uzn. - Mocksa : HULl UTHOPA-M, 2014. - 184 c.: 60x88
1/16 + ( Hom. mar. znanium.com). - (IIpocto, kpatko, 66icTpo). (0) ISBN 978-5-16-008986-7 -
Tekct : osnekrponHsid. - URL: https://new.znanium.com/catalog/product/417566 (mata
obpamenus: 30.11.2019)

[TaBnoBckas, O. 0. IIpaBoBoe obecrnieueHue KaapoBOTo JAETONPOU3BOJICTBA : yueOHOE
noco6ue st By30B / O. FO. ITaBnoBckas. — Mocksa : M3natensctBo FOpaiit, 2019. — 213 ¢. —
(Beicmiee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekct : anexkrponusrii // DbC FHpaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (mara obpamenus: 30.11.2019).

MarepuajbHO-TEXHHUYECKOE o0ecriedeHne 3aHATHS

WMHCcTpyKIus 110 3alI0JIHEHUIO TPYAOBBIX KHIKEK
IIpaBuna BeeHUs U XpaHEHUs] TPYAOBBIX KHUXKEK
biraHKM TpyAOBBIX KHHKEK

[Tpumeps! 3a0THEHHBIX TPYIOBBIX (KHIKEK C OIIMOKAMHU)
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Tema 9 (2 4.) CACTEMATHU3AIIAA JOKYMEHTOB KAJIPOBOU CJIYKBBI.

3AZIAHUS

[Ipoananuzupyiite HOMEHKIATYPY A€ KaapoBoi ciryx0s1 3A0 “Brimmen”.

CocrtaBbTe MPOEKT HOMEHKIATYphl Aen otaena kaapoB 3A0 “Beimmen” Ha cieayrommii
KaJICHJApHBIN TO/I.

[Ipoanamm3upyiite TpeboBaHNEe 3aKOHOJATENBLHBIX U HOPMATHBHBIX IOKYMEHTOB K COCTaBY
JIOKYMEHTOB JINYHOTO JIeNa.

Cdopmupyiite muunoe neno corpyanuka 3A0 “Breimmen” U cocTaBbTe BHYTPEHHIOIO OIHCH

JAOKYMCHTOB JIMYHOI'O ACJIA.

YKA3AHV 10 BBIITOJIHEHUIO 3AJTAHUIM

1.

3.

C yuetoM TpeOOBaHMI HOPMATUBHBIX JOKYMEHTOB MPOAHAIU3UPYHTE HOMEHKIATYpY el
3A0 “Beimmen”, ompenenss €€ BHJ, KIACCU(PHUKAIMOHHYIO CXeMy, OCOOEHHOCTH
(GbopMyIHpOBaHUS 3aroJIOBKOB, HCTOYHHKH W TPABHJIBHOCTh YCTAHOBIECHHS CpPOKOB
xpaneHus. Onpeaenure nepexosiye Aena, BKIOYSHHbIE B 3Ty HOMEHKJIATYpY.

Ha ocnoBe TpeGoBaHuii OCHOBHBIX MpaBWJl pabOTHl apXUBOB OpPraHU3alMii M THIIOBOTO
IIEPEYHsl YIPABJIECHYECKUX JOKYMEHTOB CO CpPOKaMU XpaHEHHUS  COCTaBbTE IIPOEKT
HOMeHKJIaTypsl 1en 3A0 “BriMmen” Ha cieayromuil kaneHnapusiid rof. [Ipoext ohopmure B
COOTBETCTBHH C YCTAHOBJICHHBIM HOPSIKOM.

N3yunts Yka3 IIpesunenta PO Ykas [Ipesunenta Poccuiickoit ®eneparuu ot 30 mas 2005

r. Ne 609 «O nepcoHalbHbBIX JaHHBIX FOCYIapCTBEHHOIO IPa)KAaHCKOIo ciyskauiero Poccuiickoi

@denepauy U BEJCHUM €ro JUYHOro nAena» M3yuuts p.8 THUMOBOro mepeyHst ynpaBI€HUYECKUX

AOKYMCHTOB M OMPCACIINTb COCTAaB JOKYMCHTOB JIMYHOT'O ACJIa pa6OTHI/IKa.

4.Ucnionb3ys JOKYMEHTHI, pa3paboTaHHbIE Ha MPEIbIIYIIUX 3aHITUSX, CHOPMUPYHTE TUUHOE

A€I0 pa6OTHI/IKa C YUYCTOM YCTAHOBJICHHBIX HOPMATUBHBIX Tpe60BaHHI>i. I[.HSI C(I)OpMI/IpOBaHHOTO

JIMYHOTO J1€j1a COCTAaBbTC BHYTPCHHIOIO OIMMCHh JOKYMCHTOB.

KOHTPOJIBHBIE BOITPOCDI

1.

KakoBo HazHaueHHEe HOMEHKJIATYPHI JIe] B KaJpOBOH CIryk0e?
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2. KaxoBbl TpeOoBaHMA K (OPMYIHPOBKE 3arojOBKOB JOKYMEHTOB IO JMYHOMY COCTaBy B
HOMEHKJIaType Jen?

3. Ilepeuncnute cocTaB JIOKyMEHTOB JIMYHOTO Jeia pabOTHUKA; TOCyAapCTBEHHOTO
CITy’Kalllero.

4. Kak onpenensroTcsi CpOKU XpaHEHUsI KaJIpOBBIX IOKyMEHTOB?

5. Kakas cimy>x06a B opraHu3aiyy J0JDKHA pa3padoTaTh HOMEHKIATYPY /€T KaJpOBOH CITyKObI?

6. Kaknie ocoOeHHOCTH XapaKTepHbI A1 HOMEHKJIATYphl Je1 KaJpoBoil ciyk0b1?

NCTOYHUKHU

Vka3 Ilpesmpgenta  Poccuiickoit ®enepaumu ot 30 mas 2005 r. Ne 609 «O
NEPCOHATIBHBIX JJAHHBIX TOCYAapCTBEHHOIO TPAXKAAHCKOro ciysxamiero Poccuiickoit @enepannu
U BEICHUU ero JuyHoro Jena» // [DnektpoHHbli pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

[Ipuka3 PocapxuBa ot 23.12.2009 N 76 "OO0 yrtBepkaeHuu MeTOANYECKUX
pexoMeHaaluil o pa3paboTKe MHCTPYKLUUH MO JAEIONPOM3BOJCTBY B (heAepalibHbIX OpraHax
UCTIOJIHUTENbHOW  BiacTH"//[OnekTpoHHbIi  pecype]. — M., 2019. —  Pexum
nocryma:http://www.consultant.ru.

[lepeyeHb THUTIOBBIX YHPAaBICHUYECKHX apXWUBHBIX JOKYMEHTOB, 0Opa3yrOIIUXCS B
npolecce JAeATEIbHOCTH TOCYAApCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIpPAaBICHUS U
OpraHu3alyii, ¢ ykazaHueMm cpokoB XxpaHeHus. M.,2010// [Onexkrponnsiit pecypc]. — M., 2019. —

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

JINTEPATYPA

beikoBa T.A. JlokyMeHTAallMOHHOE OOecleueHue YIpaBieHUs (JeIONmpON3BOACTBO)
[DnexTpoHHbIil pecype] : yueOHoe mocodbue / T. A. beikoBa, T. B. Ky3nemosa. - 2-¢ wu3n.,
nepepad. u mom. - MockBa : Uuppa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?1d=942800.

MarepuajbHO-TEXHHUYECKOE o0ecriedeHne 3aHATHS

MeToauueckre pEeKOMEHIAIMN 1Mo pa3pab0TKe WHCTPYKUMHA TIO AENOMpPOHM3BOJACTBY B
(dhenepalbHBIX OpraHax UCIIOTHUTEIILHON BIIACTH.

Kommiext nokymenroB 3A0 “Brimnen”.
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HepequL TUIIOBBIX YIPABJICHUCCKHUX APXUBHBIX IOKYMCHTOB, 06p33yIOH_[I/IXC5I B IIpoHecce
ACATCIIBHOCTU TOCYAAPCTBCHHBLIX OPraHOB, OPraHOB MECTHOT'O CaMOYIIPABJICHUSA U opraHmauHﬁ,

C YKa3aHHEM CPOKOB XpaHEHHS.
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Hpuaoxenne 1. AHHOTaNUsA padoyeil NPOrpaMMBbl IUCHUILIHHbBI

Annomauus oucuuniuHnwl

HucuunnuHa  «KagpoBoe — IenOnmpou3BOACTBO» — peanu3yercs Ha  (akynbpTeTe
apXUBOBEACHUSA M JIOKyMEHTOBEACHHs Kadeapol ITOKYMEHTOBEIEHHUS, ayJUOBU3YAIbHBIX H
Hay4YHO-TEXHUYECKUX apPXUBOB .

enp AUCUMIIUHBL (MOOY/s): W3YYEHHE OCHOBHBIX IIPAaBUJ JOKYMEHTUPOBAHUSA TPYIOBBIX
otHouieHui B PO u opranuszanuu paboTsl ¢ JOKYMEHTaAMHU MO JUYHOMY COCTaBY.
3ajgauu :

o (O3HaKOMHTH CTYACHTOB C OCHOBHBIMH IIPpABOBLIMH AKTAMH B C(bepe KaapoBOro
ACIJIOIMPOU3BOACTBA,
L4 C(bOpMI/IpOBaTB KOMIIJICKCHOC MIPCACTABJICHUEC O COCTOSIHUU COBpCMCHHOfI CUCTEMBI

JOKYMEHTALUU 110 INYHOMY COCTaBY;

. JlaTh XapaKTepUCTHKY 00s3aTeNbHBIM, YCIOBHO-0053aTEIbHBIM U PEKOMEH Iy EMbIM
JIOKYMEHTaM KaJpOBOU CITyKObI;

. Onucarb 0COOEHHOCTH COCTaBJICHUS U O(OPMIIEHHUS JIOKAJbHBIX HOPMATHUBHBIX

AKTOB, PECIIIaMCHTHUPYIOIIUX ACATCIIBHOCTH KaJPOBbIX CJ'Iy}K6;

. BbIsSiBUTH OCHOBHBIE TOKYMEHTHPYEMBIE 3314l KaAPOBOU CITyKObI;

° YcTaHOBUTE COCTaB JOKYMCHTOB I10 OCHOBHBIM IOOKYMCHTHPYCMLIM KaApOBBIM
MPOLENYPAM;

. [TomaroBo onucars NOPSAAOK JOKYMEHTUPOBAHUSA 3TUX IPOLENYP;

. CdopmupoBaTh HaBBIKM COCTaBIECHUS M O(QOPMIICHHUS TOKYMEHTOB IO JIMYHOMY
COCTaBY;

. OOy4nTh OCHOBHBIM TEXHOJOTMYECKUM TpUEMaM JEJIONPOU3BOJICTBEHHBIX
onepauui;

° O3HaKOMMUTH C HOpMaMHU U IpaBWJIaMU CUCTEMATU3AllMU U XPaHCHHA JOKYMCHTOB

10 JTMYHOMY COCTaBY.
JlucturuiiHa HanpasiieHa Ha (JOPMHUPOBAHHE CIIETYIONINX KOMITETCHIIUI:
OIIK-2. Cnoco0OeH HaXOIUTh OpraHU3allMOHHO-YIPABICHYECKHE PEIIEHUs IIPU PELICHUN
3aja4 B chepe cBoeli mpodecCHOHATBLHOM NesTEIbHOCTH
VYK-11. Cnocoben ¢opmupoBaTb HETEPIUMOE OTHOIIEHUE K KOPPYINLHUOHHOMY

IIOBCACHHUIO

B pesynbmame usyuenus oucyuniunvl cmyoenm OO0NHCeH 3HAMDb:
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® COBPEMEHHYIO 3aKOHOJIaTeIbHYIO0 U HOPMATHUBHO-IIPABOBYIO 0a3y, periaMeHTHPYIOIIYIO

paboTy ¢ KaapoBOil TOKyMEHTaIUEH;

® OCHOBHBIE MPOOIEMBI COBPEMEHHOTO KaJPOBOTO JIEIOMPOU3BO/ICTBA;

e crenuduKy KaJpoBoil TOKyMEHTAllUU B TOCYIapCTBEHHON U HETOCYAapCTBEHHOM
chepax;

® COCTaB 00S3aTENbHBIX TOKYMEHTOB KaJpOBOl CITy>KOBL;

® TOPSAOK JOKYMEHTUPOBAHUS KaIpPOBBIX MPOLEAYDP, CPOKU U3IAHUS JOKYMEHTOB;

e TpeboBaHUS K OPOPMIICHHIO TOKYMEHTOB IO JUYHOMY COCTaBY;

®  TEXHOJIOTHIO pabOTHI C JOKYMEHTaMH KaJpOBOU CITYKObI;

®  TOPSIOK BEJEHUS JTUYHBIX JIeJT PAaOOTHUKOB;

e [paBWJIa CHCTEMATHU3ALUHM U XPAHEHUS TOKYMEHTOB IO JIMYHOMY COCTAaBY.

B pezynomame uzyuenusa oucyuniunvl cmyOoeHm O0NdHCeH YMemb.

e paboTaTh C HOPMATUBHO-TIPABOBOM 0a30ii B chepe KaApOBOTO AEIOIPOU3BOCTRA;

® [IPUMEHSTHh HOPMBI TPYIOBOTO MpaBa, Kacarourecs KaJpoBoi JOKYMEHTAlUH, Ha

MPAKTHKE;
® OpraHU30BBIBATH PabOTY KaapOBOI CITyKOBI;
®  COCTaBIATH U 0OPMIIATH JIOKATHHBIE HOPMATUBHBIE aKThI KaJPOBOU CITY>KOBI;

®  [IPOBOAMTH BECh KOMIUIEKC pabOT MO JOKYMEHTHUPOBAHUIO OCHOBHBIX KaJIPOBBIX

Hpouenyp,
® NPaBWIbHO 0QOPMIIATE U OPOPMIIATH OT/AEIbHbIE KaPOBbIE JOKYMEHTHI;

e  OpraHm3oBaTh PabOTy C KaAPOBOH JOKYMEHTAIMEH B OpraHU3ALMIX U YIPEIKICHUIX

Pa3IMYHBIX OPTaHU3AIMOHHO-TIPABOBBIX (HOPM.

B pezynomame uzyuenus oucyuniunsvt cmyoenm 00axceH 001a0amv HABbIKAMU
e aHanM3a MPaBbIX AKTOB, BBISBJICHUS HEOOXOIUMOM perjaMeHTUpYolel HH(popMauu o
JTOKYMEHTUPOBAHHH TPYIOBBIX OTHOIICHHIA,
® pPabOTHI C TUIIOBBIMU M YHU(DUITUPOBAHHBIMH (hOpMaMH JOKYMEHTOB;
® COCTaBJICHUS PA3IUYHBIX BUIOB JIOKYMEHTOB, O(OPMIISIONINX TPYJIOBHIE OTHOIICHHS C

pabOTHHUKAMU;
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® COCTaBJICHUS JIOKAJbHBIX HOPMATHUBHBIX AKTOB, PErIaMEHTHPYIOIUX PabOTy KaapoBOH
CITyKOBI;

® MOJCIMPOBAHMS YNPABICHYECKUX CHUTyallMii 1O BONpocaM JIOKYMEHTHPOBAHHUS
TPYIOBBIX OTHOIICHMIA;

e paboTHI C KaAPOBOW TIOKYMEHTAIUEH;

® CcHUCTCMaTu3aluu KaZ[pOBOﬁ JOKYMCHTAIIUU U OpraHu3alnun e€ XpaHCHUA.

[To mucrunnuze (Modynio) IpeLyCcMOTpEeHa TPOMEXKYTOUHAs aTTecTalus B opme
9K3aMeHda.

OO01mmast Tpy10eMKOCTh OCBOSHUS TUCIIUTUTHHEI COCTABIISICT 4 3a4ETHBIC CTUHUIIBL.
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