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1. IlosicHuTEILHAS 3aIIHCKA
1.1. Ieap u 3aga4u THCHHUILINHDBI
L]env Oucyuniunsl: TOATOTOBUTH BBITYCKHUKA, BJIAJICIONICTO HABBIKAMU COCTaBICHUS U PabOTHI

C KaJIpOBOM JIOKYMEHTAIIUEH.

3amaun TUCIUTUIMHBI COCTOST B CIICTYIOIICM:

J CdopmupoBaTh y CTyIeHTa KOMIIETEHIMH, MO3BOJSIOIIUE €My BBINOJIHATH BECh
KOMILJIEKC paboT M0 KaJIpOBOMY JIEIOIPOU3BOJICTBY;

J CdopmupoBaTh y HETO KOMIUIEKCHOE MPEICTABICHUE O CUCTEME JTIOKYMEHTAIMH I10

JUYHOMY COCTaBY;

. Jlatp mpezcraBiieHue 00 ypOBHE periIaMEeHTAIlUU KaJIpOBOTO JEIOMPON3BOICTBA B
PD;

. Hayuuts crynmeHTa cOCTaBIATh W O(OPMIISATH OpPraHU3AIMOHHBIC KaJpOBEIC
JIOKYMEHTHI,

. Hayunth crygeHTa [OKYMEHTHpPOBAaTh OCHOBHBIE KaJpOBBIE MPOIEAYpPHl B

COOTBETCTBUM C TPEOOBAHUSAMM 3aKOHOATEIbCTBA;

J Hayuute cryneHTta opraHuzoBbIBaThb paOOTy KaJApOBOW CIIYKObI, COCTaBIISTbH
JIOKaJIbHbIC HOPMATUBHbIE AKThI, PETVIAMEHTUPYIOLIHE €€ JeSTEeIbHOCTb.

J OOy4uTb OCHOBHBIM TEXHOJIOTMYECKUM IIPHUEMaM JEJIOIPOU3BOJCTBEHHBIX

onepaunﬁ, OpraHu3anuu XpaHCHUA KaHpOBOﬁ AOKYMCHTAIIUH.

1.2. C[)ole/lpyeMble KOMIIETEHIIUHA, COOTHECCHHBLIC C IUIAHHPYEMBIMU pe3yjabTaTaMu

06yqemm no JTMCUHUIIJINHE:

B pesynpTaTe OCBOEHHS AHUCHUUIUIMHBI OOYydYarolIMWcA JOJDKEH JIEMOHCTPUPOBAThH

CIIeIyIOIINE Pe3yabTaThl 00pa30BaHUS:

Koowt Cooeporcanue komnemenyuil Ilepeuens NJIAHUPYEeMbIX
Komnemenuyuu pe3yiomamoe  00y4yeHus  no
oucuuniune
[1K-10 3nanue TpynoBoro xoaekca Poccuiickoi | 3HaTh:
@denepaniii W WHBIX HOPMATHUBHBIX | - HOPMATHUBHO-TIPAaBOBYIO 0a3y

MPAaBOBBIX AaKTOB, COJEPAIIUX HOPMBI | KAIPpOBOTO JE€TONPOU3BOJICTBA B
TPYAOBOrO IIpaBa, 3HaHue mnpouenyp | Poccuiickonn @enepannu;
npuema, YBOJIbHEHHUs, TMepeBoAa Ha |- TMOPSIOK NPUMEHEHUS HOPM
Ipyrylo  paboTy ©  TEepeMelleHHs | TPYyAOBOTO MpaBa;

IIEpCOHAJIa B COOTBETCTBUU C TpynoBEIM | YMeETH:
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komekcoM Poccuiickoin @epepanuu U
BIIQJICHUEM  HaBBIKAMH  O(hOpPMIICHUS
COTIPOBOXIAIOIICH TOKYMEHTAIIMH

- paboTaTh ¢ MPaBOBBHIMU aKTaMH,
PETTIaMEHTHPYIOIIMMHA ~ BOIIPOCHI
JOKYMEHTUPOBAHUSA  TPYIOBBIX
OTHOLIEHUH W paboThl  C
KaJIpOBBIMH JIOKYMEHTAMHU;

- OIpEeNeNsATh II0 HOPMAaTUBHOU
0aze cocTaB 00s3aTEIbHBIX |
YCIIOBHO-00513aTEIbHBIX
JIOKYMEHTOB,

-IOATOTABIUBATE U  OQOPMIISTH

KaJIpOBYIO  JOKYMEHTAaIus B
COOTBETCTBUM C  IPaBOBBIMHU
akTamu PD;
Bnanets:

- HaBbIKAMH aHAJIN3a TMPABBIX
aKTOB, BBIABJIIEHHS HEOOXOIMMOI

perjlaMeHTUpyrouiei
UHpOpMaLUN 0
JTOKYMEHTUPOBAaHUU  TPYIOBBIX
OTHOIIICHUW W paboTe ¢ KaJpOBOM
JIOKYMEHTALUEH;
- HaBbIKAaMU COCTaBJICHUS,
COIJIaCOBaHUS, YTBEPKJICHUS,
NOANKMCAHUS  O3HAKOMJIEHUSI C
JOKYMEHTAaMH  TI0  JIUYHOMY
COCTaBYy.
[1K-12 3HaHUE OCHOB Pa3pabOTKU W BHEApPEHUS | 3HATH:

KaJIpoBOI u YIPaBJIEHYECKOU | - COCTaB M MOPSIOK COCTABJICHUS

JIOKYMEHTAIUH, ONTHUMH3ALUU | MIPUMEHEHUS KaJpoBOI

JOKYMEHT0000poTa u CXEM | JOKyMEHTaluu B

(YHKIIMOHATIBHBIX B3aMMOCBSI3€M MEXIY
MOJIPa3/IeIeHUsIMU, OCHOB DPa3pabOTKU H
BHEJIPEHUs TPOLEAYp peryJupoBaHUs
TPYIOBBIX OTHOLLIEHUN u
CONPOBOXKAAOIIECH JOKYMEHTALIUU

YIPaBIICHUYECKON NEATEIbHOCTH;
-mpaBuia paboOTel € KaapoBOi
JIOKYMEHTAME, OpraHu3aluu ee
MOJIYYEHHS U TIepeiayuu;

YMers:

- COCTaBIATh OPraHU3allMOHHBIE,
MH(}OPMaILlMOHHO-CIIPABOYHbIE,
paclopsiAUTENbHbBIE  JTOKYMEHTBI
KaJIpOBOH CITy>KOBI;
-OpraHu30BbIBaTh
B3aUMOJICUCTBUE  CTPYKTYPHBIX
NOJpa3feIeHU U JOJDKHOCTHBIX
JUI OpraHu3aluu mnpu pabore ¢
KaJIpOBOM TOKYMEHTALUEH;

- TOTOBUTh JTIOKYMEHTHI,
perynupymoiune TPYZOBbIE
OTHOIICHUS ¢ PAOOTHHUKAMH;

Bmangets:

- Haspikamu COCTaBJICHUA




Pa3IMIHBIX BUJIO0B KaJIpOBbIX

JIOKYMEHTOB,
-HaBBIKAMU BHEJPCHUS
JOKYMEHTalluu  TI0  JIHYHOMY
COCTaBy u JIOKQJIBHBIX
HOPMATUBHBIX aKTOB.
[1K-13 YMenue BECTH KaJIpoBO€ | 3HATH:
JICTIONIPOU3BOJICTBO M OPraHU30BBIBATSH | - COCTaB KaJIpOBOH
apXUBHOE XpaHeHUE KaJIpOBBIX | TOKYMEHTALUH,  IOPSIIOK €€
JIOKYMEHTOB B COOTBETCTBUU C | IOJTOTOBKU U O(hOpPMIICHUS;
JNCHCTBYIOIIUMU HOPMATUBHO- | - COCTaB U MOPSIOK OGOPMIICHHS
MPAaBOBBIMU ~ aKTaMH, 3HAHUEM OCHOB | PEKBU3UTOB A COCTaBJIEHUS
KaJIpOBOM CTAaTHUCTHKH, BJIQJICHUEM | TEKCTa KaJPOBBIX JOKYMEHTOR;
HaBBIKAMH COCTaBJICHUSA KaJ[pOBOH | -TIOPSIOK TMPUMEHECHHSI THUITOBBIX
OTYETHOCTH, A  TakKe  HaBbIKAMH | B YHUQHUIUPOBAHHBIX  (HopM
O03HAKOMJICHHUS COTPYTHUKOB | KaJIpOBBIX TOKyMEHTOB;
OpraHHu3aIuu c KaJpoOBOH | -mpaBuja pabOThl C KaJapOBOMH

JOKyMEHTauued W JCUCTBYIOUIMMH | TOKYMEHTalHUeH
JIOKQJIBHBIMH  HOPMAaTUBHBIMM ~ aKTaMH,

yMeHHe o0ecTeynTh 3amTy | YMeTh:
NEePCOHANBHBIX  JaHHBIX COTPYIHHUKOB | - COCTAaBIISITh OPraHU3ALMOHHEIC,
(TIK-13); UH(POPMALIMOHHO-CIIPABOYHEIE,

pacnopsaUTeNbHbIE  JOKYMEHTHI
KaJIpOBOH CITyKOBI;

- perucTpupoBaTb U  BECTH
UH(POPMALMOHHO-CITPABOYHYIO

paboty c KaJpoBOit
JOKyMEHTAlUEH;

- TOTOBUTb  JOKYMEHTHI  IIO
OCHOBHBIM KaJpOBbIM
IpOLEAYpPAM;

Bnanets:

- Hasrikamu COCTaBJICHUS
pPa3JIMYHBIX  BHUJOB  KaJpPOBBIX
JIOKYMEHTOB,

-HaBbIKAMU OpraHU3aluu paboThI
C KaJIpOBOM JOKyMEHTAalUel U ee
XpaHEHMUS.

1.3. Mecrto mucuunmianHbl (MOayJisl) B CTPYKTYpe OCHOBHOI 00pa3oBaTe/ibHOIi MporpaMMbl
JucuumuimHa «JloKkyMeHTalMoHHOe o0ecrieyeHne yrpaBiieHUs IEPCOHATIOM) BKIIIOYEHA B
0a30ByI0 4acThb NPO(PECCHOHATBHOIO IUKJIA JUCHUIUIMH y4eOHOro IJIaHa [0 HarpaBJICHUIO
MOATOTOBKHU «YIIPaBJICHHUE IEPCOHATIOM.
Jlis ocBOEHUs AMCUMIUIMHBI HEOOXOAMMBI KOMIETEHLHH, CPOPMHUpPOBAHHBIE B XO€
U3YYEHHs  CIEAYIOUIMX JUCLUUIUIMH U IPOXOXACHHUA  NpakTuk: OCHOBBI YIpPaBIEHUS

nepcoHanomM, KagpoBas monutuka u KaJipoBoe IiaHupoBaHue, TpyaoBoe npaso.
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B pesymprare oOCBOCHMS IUCHMIUIMHBI  (MOAYJs) (OPMHUPYIOTCS KOMIIETEHIINH,
HEOOXOIUMBIC /ISl M3yYeHUsS CIEAYIOUNX MAUCIUILIUH (MOAYNEH) W MPOXOKICHHS MPAKTHUK:

ympaBieHue nepconanoM, Cranmaprusanus u ceprudukanus mnepconana, [IpodeccuonansHbie

CTaHOApThI B YIIPABJIICHHUU IIEPCOHATIOM.

2. CTpyKTYypa AUCHHUILIMHBI

Cmpykmypa oucyuniunst 0711 04HOU PoOpmbl 00yUeHUA

Obwas  mpyooemkocmv Oucyuniunvl cocmasisiem 4 3.e.,

144 u., 6 mom wuyucne

KOHmMaxkmuas paboma obyyarowuxcs ¢ npenodasamenem 56 u., camocmosmenvHas paboma
ooyuarowuxcs 70 4., konmpons — 18u.

Bunsl yaeOHOI paboThI Dopmbl meKkyuiezo
Pazoen (B yacax) KOHMpPOJis
Ne Hucuunnunst ycnesaemocmu (no
n/n . Heldenam cemecmpa)
S @opma
VO KOHTaKTHas1 = .«
= = —1 & RPOMENCYMOUHOU
N g o :',-1 = 5 <
O o o |2 |22 | EE ammecmayuu (no
< 9 o =
= T |2E|2 E 23 |2 % cemecmpam)
5 E = = g = % E 2 =
= @) § »| 2 ®vlo = = <
s |8 &35 |8
= = F g
1 Benenue 5 |2 2 2 Cobecedosanue
2 PernamenTanus 5 |4 6 18 | Ilposepxa oomawnux
JTOKYMEHTUPOBAHUS 3a0anutl, 3acIyuusanue
KaJpoBOI 00K1a008, OUCKYCCUsL HA
NESTSIILHOCTH H cemuHape,
paboThI ¢ KOHMPOJIbHbIEe BONPOCHL
KaJIPOBBIMU
JOKYMEHTaMHU
3 Opranu3zanus 5 |4 6 IIposepka oomawHux
paboThI KaIpOBOM 10 | 3a0anuii, 3acnywueanue
CITy RGBT 00K1a008, OUCKYCCUsL HA
ceMuHape, KOHMpOobHbLE
60NPOCHL
4 CocTaB kaapoBoii 5 |6 10 Koumponvnas paboma No
JOKYMEHTAITUH. 14 |1,
JIOKYMEHTHPOBAHIE 3acnywusanue 00K1a008,
OucKyccusi Ha cemunape,
TPYAOBBIX
. KOHMPOJIbHblEe BONPOCHL
OTHOIICHHUH.
5 Yder TM9IHOTO 5 |4 4 IIposepka oomawHux
COCTaBAa. 16 | 3a0anuil, 3acnywueanue
00K1a008, OUCKYCCUsL HA
cemuHape, KOHmpoibHblE
80NPOCH




6 Opranuzanus 5 |4 4 Koumponvnas paboma Ne
paboTsI ¢ 10 |2
KaPOBBIMH 3acnywuearue 00Kk1a008,
OUCKyccusl Ha cemMunape,
JOKYMEHTaMHU
KOHMPOJIbHbIEe BONPOCHL
7 DK3aMeH 5 18 Hmoecosas konmponvHas
paboma
HUTOI'O: 24 |32 18 |70

Cmpykmypa oucyuniaunst 0711 0UHO-3A0YHOU POpMbl 00yUeHUA

Obwas  mpyooemkocms OucyuniuHvl cocmasisiem 4 3.e.,

144 u., 6 mom wuyucne

KOHmMakmuas paboma oobyuarowuxcs ¢ npenooagamenem 32 4., camocmosmenvhas paboma

ooyuarowuxcs 94 4., konmpoao — 18 u.

Bupl yaeOHOI paboThI Dopmut mexyuiezo
Pa3zoen (B acax) KOHmMpOaA
No Hucuunnunwi ycnesaemocmu (no
n/n S Heldenam cemecmpa)
§ Dopma
V KOHTaKTHast o
= S > —1 3 RPOMENCYMOUHOIU
S S E
ST o g < 2 WE Er g E ammecmayuu (no
< o =R
S| £ |£E|gER3 | ¢ cemecmpam)
5| 3 |EE|2EREC | ¢s
S S |£8|&8 8= s <
o < _Q‘-' c% 8
= = R E
1 BBenenue 5 2 4 Cobecedosanue
2 PermamenTarus 5 |2 4 16 | Ilposepka oomawnux
JOKYMEHTUPOBaHUS 3a0aHnull, 3aCIYUUBAHUE
KaJIpoBO 00K1a008, OUCKYCCUSL HA
JEeSITEIbHOCTH U cemuHape,
paboTHI ¢ KOHMPOJIbHblE BONPOCHL
KaJIpOBBIMU
JOKYMEHTaMHU
3 Opranuzanus 5 |2 4 Ilposepra oomawinux
paboTHI KaIpOBOiA 16 | 3a0anui, 3aciywusanue
CITY OB 00K1a008, OUCKYCCUSL HA
cemMuHape, KOHmpoIbHbLE
80NPOCHL
4 CocraB kaapoBoi 5 |2 6 Konmponvnas paboma Ne
JIOKyMEHTALUH. 18 |1,
JIOKYMEHTHpOBAHHE 3acnywusanue 00K1a008,
IPYIOBEIX OucKyccusi Ha cemunape,
. KOHMPOJIbHble B0NPOCHL
OTHOIICHHUH.




5 VYyer nuuHOrO 5 |2 2 Ilposepra oomawnux
COCTARA. 10 | 3a0anui, 3acnywueanue
00K11A008, OUCKYCCUSL HA
ceMuHape, KOHmpoibHbvle
80NPOCHL
6 Opranu3anus 5 |2 4 Koumponvnas paboma Ne
paboThI C 30 |2
Ka/[POBBIMH 3acnywueanue 00K1a008,
OUCKYCCUSL HA ceMuHape,
JOKYMEHTaMHU
KOHMPOJIbHbIE B0NPOCHL
7 DK3aMeH ) 18 HUmoecosas konmponvHas
paboma
NUTOIO: 12 | 20 18 | 94

Cmpykmypa oucyuniunsl 011 3a04HOU hopmbl 00yueHus

Obwas mpyooemkocms  Ooucyuniunvl cocmasisiem 4 3.e.,

144 uw., 6 mom wuyucne

KOHmakmuas paboma obyuarowuxcs c¢ npenooagamenem 16 u., camocmosamenvnas paboma

ooyuarowuxcs 119 u., xoumpons — 9 u.

Bunet yueGHOI paboTh

@OpM bl meKyuieco

Pazoen (B yacax) KOHmMpOaA
No Hucuuninunwi ycnesaemocmu (no
n/n 'y Heldenam cemecmpa)
§ Dopma
V KOHTaKTHas «
= 1 3 RPOMENCYMOUHOIL
N 2 % = 5 o
O | . o |[E|EBE|EE ammecmayuu (no
< 9 o =
S| E|2E|gEgg | g% cemecmpam)
5 z = =z 2 5 s E 3 =
= O 23|98 = = ®
\\e] <
o < E-‘ § @)
= = R
1 BBenenue 5 1 6 Cobeceoosanue
2 Pernamenranus 5 |1 2 10 | Ilposepxra oomawiHux
JOKYMEHTUPOBAHUS 3a0anutl, 3acIYUUBAHUE
KaJpoBOI 00K11a008, OUCKYCCUsL HA
NEeATEIILHOCTH U 6 10 | cemunape,
paboTHI ¢ KOHMPOJIbHbIE B0NPOCHL
KaJIpOBBIMU
JOKYMEHTaMHU
3 Opranu3zanus 5 |1 2 10 | Ilposepka domawinux
paboTHI KaJIpOBOMA 3a0aHUl, 3aCYUUBAHUE
CITY OB 00K11a008, OUCKYCCUsL HA
6 10 | cemunape, konmponvHbvle
80NpPOCHI
4 CocraB kaapoBoi 5 |1 2 10 | Koumponvuas paboma No
JIOKyMEHTALUH. 1,
JIOKYMEHTHpOBAHHE 3acnywusanue 00k1ados,
6 10 | Quckyccus na cemunape,
TPYJIOBBIX

OTHOIIIEHUHN.

KOHMPOJIbHblE 60NPOCHL
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5 Y4er TM4IHOTO 5 |1 10 | Ilposepxra domawHux
COCTaBa. 3a0aﬁuﬁ, sacryuusarnue
6 2 10 | ooknaoos, ouckyccus Ha
cemMunape, KOHMpOibHbIE
80NpPOCHI
6 Opranuzanus 5 |1 14 | Konmponvuas paboma Ne
paboTsI ¢ 2
Ka/[POBBIMH 6 2 10 | 3acnywusanue ooxnaoos,
OQucCKyccus Ha cemunape,
JOKYMEHTaMHu
KOHMPO.IbHble 80NPOCH
7 DK3aMeH 6 9 9 Hmoeosas konmponvuas
paboma
UTOIO: 6 10 9 119
3. Coaepxanue TUCHHNIHHBI
Ne | HammeHoBaHMe pa3jiena Copep:xanue
AUCHUTLIHHBI
1 | Beaenue [Ipenmer, 3amauu, coaepkaHHe Kypca.
XapakTepucTuKa COBPEMEHHON CUCTEMBI KaJpOBON
JOKYMEHTALNH. B3aumMocBs3b MPOLIECCOB
yIpaBICHHUS MEPCOHAIOM C COCTaBOM M MOPSAKOM
(dhopmMupoBaHus CUCTEMBI JIOKYMEHTallUd IO
JMYHOMY cocTaBy. MecTto Kypca cCpeam Ipyrux
HAyYHBIX JUCIHHIUIUH. VICTOYHHKY H3y4eHUS Kypca.
3akoHOAaTeNbHbIE U HOPMATUBHO-TIPABOBBIE aKTHI,
HOPMATHUBHO-METOINYECKUE JOKYMEHTBI.
OteudecTBeHHas UCTOpHOrpadus.
2 | Pernamenranus 3aKoHOJATeIbHbIE 1 HOPMAaTUBHO-TIPABOBBIE

JeSITEIbBHOCTH U paboThI C

JAOKYMCHTHPOBAHUS KaHPOBOﬁ

KaZApOBBIMH JOKYMCHTAaMHU.

aKTBI.

Tpynosoii koxexkc Poccuiickont @enepaunu
KaK OCHOBOM IPAaBOBOM aKT, OIIPEAEIISAIOIIMN COCTaB
U TOpANOK O(QOpPMIIEHHS JOKYMEHTOB o
YCTaHOBJICHUIO TPYAOBBIX OTHOILUEHWH U TPYIOBOU
JeSITebHOCTH pabOTHHKA. 3aKOHOJATEIbHbIE AKThI
Poccnn 0 JOKyMEHTHMPOBaHHM OTHENBHBIX CTOPOH
TPYIOBON JEATEIBHOCTH  PAa3jIW4HbIX KaTEropui

pa60THI/IKOB. 3aKOHO,[[aTeJ'IBHBIC aKThbI CY6T>CKTOB
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Poccuiickoit  ®enepauuu, VYkasel IIpesunenra,
IlocTaHOBIEHUS U PACHOPSIKEHUs IIPABUTEILCTBA

Poccuiickoit @enepanuu.
HopmaTtuBHO-METOIMYECKHE TOKYMEHTHI .

KBanudukamoHHbIit CIIPaBOYHHUK u
npodeccuoHaNbHbIE CTaHAAPTHl, KaK OCHOBHBIC
HOPMATUBHBIE JOKYMEHTBI, pErjJaMeHTHPYIOIINe
TpeOoBaHUS K KBaTU(UKAUU, 3HAHUSIM U YMEHUSIM
pabotHukoB. OOmIepoccHiickue KJIaCCH(PHUKATOPHI
TEXHUKO-3KOHOMHUYECKOM " COLMAJIbHON
uH(bOpMaIliK, YCTAaHABIMBAIOIIME COCTaB U MOPSI0K
3aMoIHEHUS KaIPOBBIX IOKYMEHTOB.

TunoBple TEPEYHU U CPOKH XPAHCHHS
JOKYMEHTAITU! o JTAIHOMY COCTaBy.
PerynupoBanue opranu3anuy apXUBHOTO XPaHEHHS
JOKYMEHTallud [0  JIMYHOMY  COCTaBy B
HOPMAaTHBHO-METOANYECKHUX IOKyMEeHTax PO.

PazpaboTku l'ockomcrara P® o
yHUPHUKAIUT dhopm NEePBUYHOM YUETHOM

JIOKYMEHTAIUU.

Opranuzanus paboThl KaapOBOM

CITYKOBI

CTpyKTypBbl KaJpOBBIX CITyxk0. UncieHHbIN
U JOJDKHOCTHOW cocTaB ciayxObl. HopmaTussl
BpEMEHH Ha pabOThI IO YUETYy KaJIpoB.
3amaun ©  (QYHKOUU KaJpOBOW  CIIYKOBI.
[Tonoxxenne 00 otaene KaapoB (yNpaBlIEHUH,
JiernapTaMeHTe U Jp.), KaK OCHOBHOW HOPMaTHBHBIH
JOKYMEHT o OTIpeICNICHUIO CTPYKTYpBHI,
YHUCIEHHOCTH, BUAOB PAa0dOT ATOr0 MOAPA3JCIICHHUS.
[Mopsimox pa3pa®oTku, cocTaB HUHPOpPMALUU H
CTPYKTypa TEKCTa TMOJIOXKEHUsS. 3aKpeIUIeHUE Ipas,
OTBETCTBEHHOCTH, B3aMOCBSI3€H OT/e1a KaJpOB.
JIOJPKHOCTHBIE MHCTPYKLIMM, KaK OCHOBHOM

HpaBOBOﬁ aKT, OHpCI{CJ’IﬂIOH_II/Iﬁ IMpaBOBOC
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MOJIOKEHHE PAOOTHUKOB KaJpOBOH CIIy)KObl U
OpraHu3aIyio ux Tpyaa. HaznaueHue 10MKHOCTHBIX
MHCTPYKIIUH.

WHcTpykuus o KaJpOBOMY
JIeTIOTIPOU3BOJCTBY, KaK OCHOBHOM HMHCTPYMEHT
MOBBIIEHUS A(P(PEKTUBHOCTH PAOOTHI  KaJPOBBIX
HOJpa3IesIeHU B chepe KaJpOBOTO
JIeJI0NIPOU3BOICTBA.

Pernamenramnust paboThl C MEPCOHAJIOM B
JTOKaJIbHBIX HOPMAaTHBHBIX aKTax u
OpraHU3alIOHHBIX JOKyMEHTax (ycras
OpraHu3aly, INpaBUiIa BHYTPEHHEro TPYJOBOIO
pacropsiKa, MoJI0KEHHE O TIePCOHANBHBIX JTaHHBIX,

KOJUICKTUBHBINA JOTOBOP U Ap.).

CocraB KaJpoBOH JOKYMEHTALIMH.
JlokyMeHTHUPOBaHHUE TPYAOBBIX

OTHOIIIEHHU.

XapakTepucTuka CHCTEMBI Ka/IpOBOM
JOKYMEHTAIlMM, €€ COOTBETCTBHE  OCHOBHBIM
3aadaM 1o 1moadopy, yUeTy U pacCTaHOBKE KaJIpPOB.
O0s3arenbHas U yCIOBHO-O0s13aTeNbHAsl KaapoBas
JTOKYMEHTAITHSL.

OpraHu3anuoOHHBIE JTOKYMEHTHl — INTaTHOE
pacricaHue, CTPYKTypa W IITaTHas YUCIEHHOCTH,
rpaduK OTIYCKOB.

PacniopsinutenbHble TOKYMEHTBI — IMpPHUKa3bl
(pactiopsikeHus1) MO JUYHOMY cocTaBy. OO6mme
TpeGoBaHuUs K 0HOPMIICHHIO U CPOKAM MO OTOBKH.

HHdopmMannoHHO-CIIpaBOYHbIE JOKYMEHTHI —
3as8BJICHUs, NPEACTABICHUS, YBEJIOMIICHUS, aKTHI,
JIOKJI/THBIE U OOBSICHUTEIHHBIE 3AITHCKH.

YderHble GOPMBI I UX Ha3HAYCHUE.

[Ipuem pabGoTtHukoB Ha padory. CocraB
NePCOHAIBHBIX JTIOKYMEHTOB paboTHuUKa,
MPECTaBIISIEMbIX paboTtomareinto TUTSt

YCTaHOBJIEHUS] TPYAOBBIX OTHOWIEHHW. TpynoBou
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JOTOBOP -  3aKOHOJATENbHOE  3aKperieHUe
TpeOOBaHUN K CTPYKType TEKCTa, TMOPSAKY
cocraBieHuss U odopmienusi.  IlogroroBka u
odopmIIeHHE TPUKA30B (PaCIOPSDKEHHI) O TIprUeMe
Ha paboTy. AHKeTHI, aBTOOHOTrpaduu, pe3romMe u Jp.
JIOKYMEHTBI, 3aMOJIHSIEMBIC TIPU  TpUeMe Ha paboTy.

BHecenue cBeieHUi B TPYIOBYIO KHIKKY U JINYHYIO

KapTO4YKy pabOTHUKA.

JlokymeHTUpOBaHUE  JIBUXKEHUS  KaJIpOB.
Bunst nepeBonoB. CoctaB M MOPSIOK H3TaHUS
JOKYMEHTOB, 0(OpMIISIOLINX MPOLEAYPY MEepeBoa.
Copepxanue, MOPsIOK MOATOTOBKH U OOPMIICHUS
IIPUKAa30B (pacnopsieHwMil) 0 epeBoe
COTPYAHHUKOB. JIOKYMEHTBI-OCHOBAHMS K IpPHUKa3am

0 TIepeBOIC.

Buner ormyckoB. Ilopsamox odopmieHus
€XKEroJIHOT0 OYEPETHOT0 OIUIAYUBAEMOTO OTIYyCKa.
I'padux oTHYCKOB, COCTaB, COAEp)KaHUE, MOPSIOK
HOJIFOTOBKU u oopmienus IIPUKA30B
(pacniopsixeHuit) o MPEIOCTABIEHUU OTITYyCKa.
Ilopsamox  mepeHoca  ormycka.  JloKymMeHTHI-

OCHOBAHUA K IIpHUKa3aM 00 OTITyCKax.

[Topsimox odopmieHHs KOMaHIUPOBOK —
COCTaB JOKYMEHTOB, oopmIIsIOINX
KOMaHJIUpOBaHWE paOOTHUKA, COJEepXkKaHHE U

MOpAAOK MOATOTOBKHU ITPUKa3a O KOMaHAWPOBKE.

Bunel noompenuii. Cogepxanue, HOPSIOK
HOJTrOTOBKHU u oopmienus MIPUKa30B
(pacmiopsbkeHMii) O MOOUIpeHHMM  pabOTHHKA.

HOKYMCHTI)I-OCHOBaHI/ISI K IIpUKa3aM O IMOOUIPCHUMH.

Buasr JTACUATITMHAPHBIX B3BICKaHHH.
Copepxanue, MOPSIIOK MOATOTOBKH U O(OPMIICHHS

NIPUKa30B  (pacmopshKeHMM) O  B3BICKAHUMU.
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JIOKYMEHTBI-OCHOBaHUs K IPUKa3aM O HAJIOKECHHUU
TUCIUIUIMHAPHOTO B3BICKAHUS. AKTBI 00 OTKa3bl

JaBaTb 00BACHEHUS K 3HAKOMUTBCS C IIPpHUKa30M.

[lopsgok  nmpoBeneHus aTTecTauuu
paboTHuKOB B opraHu3anuu. CocTaB JOKYMEHTOB,
oopmisiromux npouenypy. Conepxanue, TOpsI0K
OJATOTOBKHU u odopmiieHus IIPUKA30B

(pacmiopsixeHuit) 00 aTTeCTaIuy.

[opsinok YBOJIbHEHUS pabOTHUKOB.
OcHoBanust  yBOJbHEHUs paboTHHKOB. CocraB
JIOKYMEHTOB, oopmIIIOIIHX poIeITypy.
Copepxanue, MOPsIIOK MOATOTOBKH U OOPMIICHUS
npuKa3zoB  (pacmopsbkeHuii) 00  yBOJbHEHHH.
JIOKyMEHTBI-OCHOBAHHUS K MprUKa3am 00

YBOJIbHCHUH.

VYyeT 1UYHOrO cocTaBa.

Buabl  yueTHBIX  OKYMEHTOB. JIuuHas
kapTouka pabotHuka (popma T-2): cocras

UH(POPMALINH, TTOPSATIOK 3aNOJTHEHUS U BEICHHS.

HopMmaruBHass u mnpaBoBas periiaMeHTalus
nopsiaka BeAeHHUs JUUHBIX aen. Odopmienue u
BEJICHUE JIMYHBIX Jen paboTHukoB. CocTaB  u
IIOCJIEI0BATEIBHOCTh PACIIONIOKEHHUS JOKYMEHTOB B

JJUYHOM JCJIC.

TpynoBas  kHIKKa  pabOTHHKA  Kak
OCHOBHOI JOKYMEHT O TPYAOBOH NEATEIbHOCTH U
TPyIOBOM cTaxe  pabotHuka. OdopmieHue u
BCACHUC TPYAOBBIX KHHIKCK U BKJIaI[BIIHeI;'I K HHUM.
[Mopsimox BbIaum AyOnuKaTa TPYIOBOM KHUKKH.
VYyer U XpaHEHHWE TPYAOBBIX KHIKEK B
opranuzai. OTBETCTBEHHOCTh paboTomarens 3a

XPAaHCHHUEC U 3AITOJIHCHUC TPYAOBbIX KHUKCK.

Opl" aHu3alus paGOTBI C KaIpOBbIMU

JIOKYMEHTaMu

PCFI/ICTpaI_II/IH AOKYMCHTOB TII0 JIMYHOMY

coctay. [IpaBuna perucrpanuu 1 WHICKCUPOBAHUS
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KaJIpOBBIX JIOKYMEHTOB. PerucrpaimoHHbie (OpMBI
(TpaguuMOHHBIE W aBTOMaTu3uWpoBaHHBIE). CocTaB
PEKBU3HUTOB (MOJIEH) JUIsl PETUCTPAIlU Pa3IMYHBIX

BHUJOB NOKYMCHTOB H IIOPAJOK UX 3aIlIOJIHCHHA.

CucremaTtuzanusi U ONEpaTUBHOE XpaHEHHE
JOKYMEHTOB 0 JIMYHOMY cocTaBy. OcoOeHHOCTH
(dbopMupoBaHusi B Jieia JIOKYMEHTOB [0 JUYHOMY
COCTaBYy. [IpaBuna CUCTEMAaTU3ALNHI
pacropsIUTeIbHBIX JOKYMEHTOB, YYETHBIX (HopM,
TPYAOBbIX KHKXeEK. CucreMaTusauus U XpaHEHHE

,Z[OKYMeHTOB'OCHOBaHI/Ifl K I[IpHUKa3aMm.

Homenknatypa pgen  KaapoBOM — CIykOBI.
[Topsa0K MOATOTOBKH, COCTABICHUS U O(POPMIICHUSI.
[IpumMepHass HOMEHKIATypa I KaJpOBOW CIIYkKOBI.

[Iepexonsamue nena.

CpOKI/I XPaHCHUA KaApOBbBIX JOKYMCHTOB.

IToaroroBka JAOKYMCHTOB K CJ1a49€ B apXHB.

OkcnepTusa LIEHHOCTHU JIOKYMEHTOB
KaZpOBOH CIyXObI, €€ HOPMAaTHBHO-METOINYECKast

OCHOBa, OpraHu3anuAa U NOopsAdO0K HIPOBCACHUA.

CocTtaB JOKYMEHTOB KaJpOBOM CIIyKOBI,
MO/UISKAIINX Tepefade B  apXuB. [TpaBuna
MOJITOTOBKH JIOKyMEHTOB II0 JINYHOMY COCTaBy K
nepenade B apxuB opraHuzauuu. CocraBieHue U
oopmieHre ONUCH JOKYMEHTOB 110 JIHYHOMY
coctaBy. llOpsimOK YHWUYTOXEHHS TOKYMEHTOB C

HUCTCKIIMMHU CPOKAMHU XpPaHCHU.

4. OOpa3oBaTejibHbI€ TEXHOJIOTHHU

MNe

n/n

Haumenosanue pazoena

Buowt yueonoit pabomer| Odpazosamenvhnovie mexnonozuu
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2 3 5)
BBenenue Jlexyus 1. Beoonas nexuyus
CamocmosmenvHhast
Koncynomupoeanue
\paboma
PernamenTanms Jlexyus 2. Jlexyus ¢ npumenenuem ciauo-

JIOKYMEHTUPOBAHUS KaIPOBOU
NeSITEIbHOCTH U PAOOTHI C
KaJIpOBBIMH TOKYMEHTaMH

Cemunapckoe 3ansamue
Nel

npoexmopa

3anamue ¢ npumenenuem
pazoamounoeo mamepuaia
(Tpyoosoii kooekc, 8bl0epIAHCKU U3
NpagosuIxX aKmos)

CamocmosmenvHas Kouncynomuposanue
\paboma
Opranuzanus paboTbl Jlexyus 3. Jlexyus ¢ npumenenuem caauio-

KaJIpOBOH CITy>KOBI

CeMMHapCKOe 3aHAaAmue

Ne2

npoexmopa, OUCKYCCUsl

3auamue ¢ npumenenuem
pazoamoyHo2o mamepuana
(6b10epIAHCKU U3 NPABOBBIX AKMOS,
mamepuainsl 0en0801l uepvl — Kelic-
Memoo)

Camocmosmenvrasn Kouncynomuposanue
paboma
CocraB kagpoBoi Jlexyus 4. IIpobremnas nexyus ¢

JIOKYMEHTALUU.
JloxymenTupoBanue
TPYOBBIX OTHOILICHHH.

CeMMHapCKue SAHAMUA

Ne3-7

npuMeHeHueM Clano-npoeKmopa

3anamue ¢ npumenenuem
pazoamounoeo mamepuana
(8b10€epoicKU U3 NPABOBLIX AKMOB,
mamepuansl 0en0801 uepvl — Kelic-
Memoo)

Camocmosamenvras Kouncynomuposanue
\paboma
Y4eT TMYHOro COCTaRa. Jlexyus 5. Jlexyus, ouckyccust

CeMuHapCKoe 3aHAaAmue

Ne§

3ansimue ¢ npumenenuem
pazoamounoeo mamepuana
(8b10€poicKU U3 NPABOBLIX AKMOB,
mamepuanvl 0en0801 uepvl — Kelic-
Memoo)

Camocmosmenvhas Koncynemuposanue
\paboma
Opranuzanust paboThI € Jlexyus 6 Jlexyus ¢ paz6opom KOHKpemHbvlx

KaaApOBbBIMH JOKYMCHTAMU

cumyayu
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Cemunapckoe 3anamue  |3anamue ¢ npumMeHeHuem

Ne9 pazoamouno2o mamepuana
(6b10€pIHCKU U3 NPABOBBIX AKMOS,
mamepuansl 0en10801 uepvl — Kelc-
Memoo)

Camocmoamenvras Koncynemuposanue
paboma

5. OuneHka IaHUPYeEMBbIX pPe3yJIbTATOB 00y4eHus!

5.1. CucreMa oneHUBAHU S

Texymmii KOHTPOJIb OCYLIECTBISIETCS B BUJE OLIEHOK KOHTPOJBHBIX pabOT M 3alaHUi Ha
ceMMHapckux 3aHATHAX. KoHTponbHas pabGora Nel BbIABISIET 3HAHUE COCTaBa U IOPSIKA
oopmIIeHHs JOKYMEHTOB B X0/1€ OCHOBHBIX Ka/IpOBBIX IPOLEyp, U olleHuBaeTcs 10 10 6anos,
KOHTpOJIbHAs paboTta Ne 2 mokasbIBaeT 3HaHUS CTYJIEHTOB 110 BOIIPOCAM OpraHMU3aluu paboThI ¢
KaJpOBOH JOKYMEHTAIlMed W BBIABISET TOTOBHOCTh CTYJIEHTOB K IPAaKTHYECKOW  pabote,
ouenuBaercs 1o 20 OamnoB. MakcumalbHas OLIEHKAa KaXXAOI0 CEMHHAPCKOrO 3aHATUA — O
6amioB. [IpoMeXyTOUYHBII KOHTpPOJIb 3HAHUM MPOBOAUTCS B (hopMe HMTOroBOM KOHTPOJIHHOM
paboThl, BKIIIOYAIOLIEH TEOPETUUECKHE BOIPOCH] U MIPaKTHUECKOE 3aJjaHue, U olieHuBaeTcs 10 40
0aJuIoB.

B pesynpTaTe TEKylero M IpOMEXKYTOYHOIO KOHTPOJS 3HAHUM CTYOEHTHI IOJy4aroT

COOTBCTCTBYIOIIYIO OLICHKY 34 5K3dMCH.

Dopma konmpons Makc. Konuuecmeo 6a1106
3a oony pabomy)  Bceeo
Texkynuii KOHTPOIb:

- Konrponbhas pabota Ne 1 (Temsr 1- 20 6annos 20 6annos
4)

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

- ceMHMHapCcKue 3a1aHus (TeMbl 2-6) 5 bannos 30 bannos
[IpomMexyTouHas arrecTarys 40 6annos
(3a4er c OIEeHKOM)

Hroro 3a cemecTp (ANCIUTLITHHY) 100 6annos

OreHKa «yIOBICTBOPUTEIIBHO)» BBICTABISIETCS 00yJaromemycs, Habpasmremy ot 50 10 67

O0ayutoB OAJIJIOB, OIEHKA «XOPOIIO» BBICTABIIsAETCS OOydwaromeMycsi, HabpaBmeMy ot 68 g0 82
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0aJTOB, OIIEHKA «OTJIMYHOY» BBICTABJISETCS oOydaroniemMycs, Habpasmemy oT 83 mo 100 6amios,

c(OPMHUPOBAHHBIX B PE3yJIbTaTe CyMMHUPOBAHUS 0OAJIOB, MOJYYCHHBIX MPHU TEKYIIEM KOHTpPOJIE

U NIPOMEXYTOUHOM aTTectanuu. [lomyueHHbI cOBOKYMHBIN pe3ynbraT (MakcumyM 100 6amioB)

KOHBEPTHUPYETCS B TPAIULMOHHYIO LKAy OLICHOK M B IIKaly oleHOK EBpomelickoil cucTeMsl

nepeHoca W HakoruieHus kpeautoB (European Credit Transfer System; manee — ECTS) B

COOTBETCTBUU C TAOIULIEH;

100-6amnpHast TpazmHonHas mKana [xaa
nIKasa ECTS
95— 100 A
8394 OTIMYHO B

68 — 82 XOPOIIIO 3a4TEHO C

56 — 67 D

50 _55 YIIOBJIETBOPUTEIHHO E

20 —49 FX
0_19 HEY/IOBJICTBOPUTEIILHO HE 3a4TEHO F

5.2.KpuTepuu BbICTaABJIEHHSI OLEHKH M0 JUCIHHUILIUHE

Banany/
HIxkanaa
ECTS

OneHka no
MUCHUILIMHE

Kpurepun oueHku pe3yjbTaTroB 00y4eHHs 10
AMCUMILINHE

100-83/
AB

«OTJIHYHOY/
«3a4TEHO
(oTmyHO)»/
«3a4TEHOY

BeicTaBisiercs o0yyaromemycs, €cii OH IIyOoKo 1
IIPOYHO YCBOWJI TEOPETUYECKUN U MPAKTHUECKUI
MaTepuai, MOKeT IPOAEMOHCTPUPOBATh 3TO HA 3aHATUAX
U B XOJI€ IPOMEXKYTOUHOM aTTecTaliu.

OOyuaronuiics HCUEPIBIBAIOLIE U JOTMYECKH CTPOIHO
n3naraet yueOHbIi MaTepua, yMeeT yBA3bIBaTh TEOPHUIO C
IIPAKTUKOM, CIIPABIIIETCS C PEIICHUEM 3ajad
npodeccnoHalIbHOM HalIPaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, NPaBUJILHO OOOCHOBBIBAET MPUHSATHIC
peleHusl.

CB000OIHO OpUEHTUPYETCS B y4eOHOH U
npogeccuoHaIbHOM TUTeparype.

OrneHka mo JUCIUILTMHE BBICTABISIOTCS 00y4JaromeMycst ¢
y4€TOM PE3YJIBTATOB TEKYIIEH U IPOMEKYTOUHON
aTTeCTalluU.

Komniereniuu, 3akpeni€éHnble 3a JUCUUTITMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKUI».

82-68/

«XOPOIIO»/
«3a4TEHO
(xoporo)»/
«3a4TEHO

BricTaBnsiercs o0yyaromemycs, €Cii OH 3HaeT
TEOPETHYECKUI U MPAKTUYECKUN MaTEpHall, TPaMOTHO U 110
CYLIECTBY M3JIaraeT €ro Ha 3aHATHSAX U B X0/
MIPOMEKYTOYHON aTTECTALMH, HE IOITYCKasl CYIIECTBEHHBIX
HETOYHOCTEH.

OOyyaromuiics MpaBUJIbLHO IPUMEHSET TEOPETHUECKHE
II0JIO>KEHHUS [IPU PELICHNN IPAKTUYECKUX 3a7a4
npodeccnoHaIbHOM HANPaBIEHHOCTH PA3HOTO YPOBHSI
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Banany/
HMlxana
ECTS

Onenka nmo
TUCIHUIIJINHE

Kpurepum oueHku pe3yjbTaToB 00y4YeHHS 110
AMCHMILINHE

CJIO)KHOCTH, BJIaJIeeT HEOOXOIMMBIMH JJIsl 3TOTO HaBBIKAMU
Y IPUEMAMHU.

JlocTaTOYHO XOPOIIIO OPHEHTUPYETCS B yUeOHOH 1
npodeccuoHaIbHOM JUTEepaType.

OrneHka 1o JUCHUIUIMHE BBICTABIISIOTCS 00yYaromeMycs C
Y4€TOM PE3YJIbTATOB TEKYILIEH U TPOMEKYTOUHOM
aTTECTALIUU.

Komnereniuu, 3akpeniéHHple 3a AUCHUIUIMHOMN,
c(hOPMHUPOBAHBI HA YPOBHE — «XOPOIIIHIIY.

67-50/
D,E

«yIIOBJICTBOPH-
TEIBHOY/
«3aYTCHO
(ynosnerBopu-
TEJIBHO)»/
«3a4TEHOY

BeicraBnsercs o0yyaromemycs, €Cli OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U IIPAKTUYECKUN MaTepuall,
JIOITyCKAET OT/AEIbHbIE OIINOKH MPH €ro U3JI0KEHUHU Ha
3aHATHUAX U B XOJ€ IIPOMEXKYTOYHOU aTTECTALIUH.
OOyuarouuiics UCTIBITHIBACT ONpPeEIEIEHHbIE 3aTPYAHEHUS
B IIPUMEHEHHUH TEOPETHUYECKUX ITOJIOKEHUN ITPU PEILEHUN
NPaKTUYECKUX 3a/1a4 IPOo(EeCCHOHATBLHON HANIPaBIEHHOCTH
CTaHJAPTHOI'O YPOBHS CIIOKHOCTH, BJIAJICET
HEOOXOIMMBIMH JIJIs 3TOr0 6a30BBIMU HaBBIKAMU U
puEMamu.

JleMOHCTpHUpYET 10CTaTOYHBIN YPOBEHb 3HAHUS yueOHOH
JUTEPATYPBI 110 AUCLUIUIMHE.

OneHka 1o JUCHUIUIMHE BBICTABIIAIOTCS 00yJaromeMycs ¢
y4€TOM PE3YJIBTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalyuu.

Komrniereniuu, 3aKkpeni€éHnble 3a JUCUUILTMHOM,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOUHBINY.

49-0/
F.FX

«HEYIOBIICTBOPHUTE
JILHOY/
HE 3a4TEHO

BeicraBnsercs o0ydaromemMycsi, €ClIM OH HE 3HAaeT Ha
6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
MaTepual, J0IycKaeT rpyObie OMNUOKY IPU €ro
M3JI0’)KEHUU Ha 3aHATHSIX U B XOZ€ TPOMEXKYTOUHON
aTTeCTalllu.

OOyuarouiics: UCTIBITHIBACT CEPhE3HBIE 3aTPYIHEHUS B
MPUMEHEHUH TEOPETUUECKUX MOJI0KEHUH MPU pELIeHUH
NPaKTUYECKUX 3a/1a4 MPO(PECCHOHATIbHON HAPaBIEHHOCTH
CTaHJAPTHOI'O YPOBHS CIIOKHOCTH, HE BIIAJCET
HEOOXOIMMBIMH ISl 3TOTO HaBBIKAMH U IPUEMAMH.
JlemoHcTpupyeT (pparMeHTapHble 3HaHUS y4eOHOMI
JUTEPATYpPBI IO TUCLUIUINHE.

OneHka o JUCHUIUIMHE BBICTABIISIOTCS 00Y4aIOIEMYCS C
y4€TOM PE3YJIBTATOB TEKYIIEH U TPOMEKYTOUHOU
aTTeCTalllu.

KomMmnerenuu Ha ypoBHE «I0CTaTOYHBINY, 3aKPETNIEHHBIE
3a TUCIUILINHON, HE CPOPMUPOBAHBI.
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5.3. Oneno4nble cpeacTBa (MaTepHAaJIbl) ISl TEKYIIero KOHTPOJIsSl yCleBaeMoCTH,
NMPOMEKYTOYHOM aTTeCTAMH 00y4aloIMXCsl 10 JUCHHILIHHE

Bapuanmuv konmponwvnou pabomur No 1

BapuanT 1

1.B kakux ciydasx KaapoBas CIIy)0a HMEET MPaBO BbIIATH AyOIMKAT TPYAOBOM KHIKKK? Kak
3TOT AOKYMEHT 0(OopMIIsieTCs?

2.Ilepeuncnute BUABI JOKYMEHTOB, NMPUMEHSIEMbIE MpU MEpeBOAEC Ha Jpyryio padory. Kax
odopmIaeTCs Kbl U3 HUX?

3. Ha3zoBuTe 1OKYMEHTHI, IpeAOCTaBIsieMble paOOTHUKOM MPH MOCTYIUICHUU Ha padoTy.

4. KakuM J0KaJIbHBIM HOPMAaTUBHBIM aKTOM PErJaMEHTUPYETCs padoTa KaJIpOBBIX CIECIIUAIMCTOB

C IepCOHANBHBIMU JaHHBIMU? JaliTe eMy XapaKTEpUCTHKY.

Bapuant 2

1. XapakTepucTuka Ha3Hau€HUs TPYJOBOM KHUKKU. B Kakoll cpok aokHa OBbITH 3aBelcHa
TPy/ZOBasi KHIDKKA IIPU TIOCTYIUIEHUH Ha pabOTy BIlepBbIe?

2.Ilepeuncaure BUbl JOKYMEHTOB, IPUMEHsieMble IIpU yBosbHEeHUH. Kak odopmitsiercs: Kax bl
u3 HUX?

3.Kakoii JoKanbHBIA HOPMATUBHBIM akT ONpEAeNseT OpraHUu3alui0 Tpylda COTPYIHHUKOB B
KOMIaHuH. /laiiTe eMy XapaKTEpUCTHUKY.

4. Ha3zoBute HH(bOpMaHHIO, 065133T6J'ILHYIO JJIs1 BKIIFOUCHUS B pr,HOBOﬁ A0T0BOD.

Bapuanmur konmponwvnou pabomor Ne 2

Bapuanr 1
1. Tlepeuncnute cocTaB JOKYMEHTOB JHMYHOIO Jena paboTHHKa. KakuMu HOpMaTHBHBIMU
JOKYMEHTaMHU 3TO OIpeeseHo?
2. HazoBuTe MOKYMEHTHI KaIpOBO# CITYKOBI, TIOIEKAIIHE TIepeade B apXuB.
Bapuanr 2
1.KakoBbI 0COOEHHOCTH COCTABJIEHUS HOMEHKJIATYPBI J1eJ KaJpOBOH CIIYKOBI?

2. HazoBurte 00s3aTenbHbIe PETUCTPALMOHHBIE (OPMBI KaIpOBOM CITYKObI?
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Ilpumepnsvle KOHmpoabLHBIE 6ONPOCHL 0151 NPOMENHCYMOUHOU AMMECMAUUL:

1. Tlepeuncnuth 3aKOHOJIATEIbHbIC aKTHI, KOTOPBIMH periaMeHTHpPYeTCs
JIOKYMEHTHUPOBAaHUE KapOBOH 1eATEIbHOCTH B HACTOsIIEEe BpeMs?

2. llepeuncnuth HOPMAaTUBHO-METOAUYECKUE JIOKYMEHTHI, perJaMeHTHpYIoIIne
JOKYMEHTHPOBAaHHUE KaJIPOBOH JESITEIHHOCTH.

3. HasBaTh BUIBI JOKYMEHTOB, IIPEABSBIIsIEMbIC PAOOTHIUKOM IPU MpHUEeMe Ha paboTy.

4, Ha3Bath  BUABI  JIOKYMEHTOB, YCTaHOBJEHHbIE TpYyIOBBIM  KoJekcoM PO,
JTOKYMEHTHUPYIOIIUE MprueM paboTHHUKA Ha paboTy.

5. Tlepeuncnauth BHIBI JOKYMEHTOB, O(GOPMIISIONIMNE H3MEHEHHE YCIOBHH TPYIOBOTO
JI0TOBOpA.

6. IlepeuncnuTh BHUIBI JOKYMEHTOB, YyCTaHOBJIEHHblE TpyaoBbIM Kojekcom P® s
pEryIupoBaHUs TPYJOBBIX OTHOIIICHUH.

7. CpoKH TOATOTOBKHM, KAaKHX JIOKyMEHTOB 10 JOKYMEHTHPOBAaHHUIO  KaJPOBOM
NeSITeTbHOCTH YCTAHOBJICHBI 3aKOHOAATEIBHO?

8. Kaxkue ¢pyHKIIMHN KagpoBOii CIyKObI CBA3aHBI C YU€TOM JIMYHOTO cocTaBa?

9. Kakue ¢yHKUIMM JOKHA BBIIOMHATH KaJapoBas Ciryxo0a npu  0OpMIICHUH
YBOJILHEHUS paOOTHHKA ¢ PabOTHI?

10. Kakumu gokymMeHTaMu 0pOpMIISIETCS YBOJIbHEHNE paOOTHHKA?

11. Ha3zoBure GyHKIIUU KaAPOBOI CITYKOBI CBS3aHHBIE C TPYJAOBBIMU KHIKKAMU?

12. Kakumu nokymeHTaMu opopmirsieTcs aTTectanus paboTHUKOB?

13. HazoBuTe 0COOCHHOCTH HOMEHKJIATYPHI JIeT KQAPOBOU CITYKOBI.

14. Kakue nena xaapoBoi Ci1y>KObl OTHOCSATCS K KaTETOPUN NEPEXOIAIINX ?

15. Ilepeuncnuts 0cOOEHHOCTH (POPMUPOBAHUS JTMUHOTO JAeia pabOTHHUKA?

6. YueOHO-MeTOAMYECKOE M HH(POPMALIMOHHOE 00ecnieyeHue TUCIHIIIMHBI

6.1. Cnmcoxk HCTOYHMKOB H JIUTEPATYPbI

HUcTounuku (006s3aTe1bHbIE)

1. Koncrurynus Poccuiickoit ®enmepanuu (¢ MOCACIYIONIMMH W3M. W JIOIL) Il
Koncynprantllmoc. Bepcusllpod [DnexrponHslil pecypc]. — DnekTpoH. aaH. - Pexxum nocryna

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

2. TpynoBoit komekc Poccuiickoit ®emepanmu ot 30.12.2001 Ne 197-®3. Tlpunst

locymapcrBennoit Jymoit 21 pmexabps 2001r. (¢ mocmeayrommMd u3M. u jgor.) [/


http://www.consultant.ru/
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Koncynprantllntoc. BepcuslIpod [DnexTponnslii pecypc]. — DIeKTpoH. AaH. - Pexxum moctyma

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

3. 3axon Poccuiickoit ®eneparuu ot 25 okTssopst 1991 1. Ne 1807-1  «O s3bIKax HapOJOB
Poccuiickoit ®@enepanun» // Bemomoctn CHJI PO u BC P®. 1991. Ne 50. Cr. 1740; (c
nocienyromumMu u3M. u gom.) // Koncynsrantllmtoc. Bepcusllpod [DaexrponHsiii pecypc]. —

DnekTpoH. aaH. - Pexxum nocryna : http://www.consultant.ru/.

4, ®depepanpublii 3ak0H PO ot 27.07.2004 Ne 79-®3 «O rocyaapCTBEHHON TIpaskIaHCKON
cinyxx6e Poccuiickoit ®eneparnun» (¢ mocinenyrommvu u3Mm. u jgor.) [/ Koncymsrantlliroc.
Bepcusllpod [DOnexkTpoHHBId pecypc]. — DOdekTpoH. nmaH. - Pexum goctyna

http://www.consultant.ru/.

5. ®enepanbubiii 3aKoH Poccuiickoit Deaepanuu or 01.06.2005 Ne 53 «O rocyaapcTBEHHOM
s3eike  PD» (¢ mocnemyrommmu w3M. u jgon.)  // Kowcymerantllmroc. BepcuslIpod

[DnekTpoHHbIH pecypc]. — DIeKTpoH. AaH. - Pexxum moctyma : http://www.consultant.ru/.

6. ®enmepanbubiii  3akoH Poccuiickoit ®emepauun ot 06.12.2011 Ne 402-d3  «O
OyxrantepckoMm yderey» (¢ mociemyroummu usM. u non.) // Koncynerantllntoc. Bepcusllpod

[D7eKTpOHHBIH pecypc]. — DIASKTPOoH. AaH. - Pexum goctyna : http://www.consultant.ru/.

7. ®enepanbubiii 3akoH Poccuiickoit ®enepanuu ot 02.05.2006 Ne 59-d3 «O mopsiake
paccMOTpeHHs O0pallleHuil Tpaxkaan» (¢ mociueayomuMu usM. u aon.) // Koncynsrantllitoc.
Bepcusllpod [OnekTpoHHBI pecypc]. — OnekTpoH. JaH. - Pexum gocrymna

http://www.consultant.ru/.

8. ®enepanbubiii 3akoH oT 27 wroas 2006 r. N 152-®3 "O mnepcoHanbHBIX JaHHBIX"(C
nocinenytroummMu u3M. u gom.) // Koncynsrantllntoc. Bepcusllpod [Dnextponnsiii pecypc]. —

DnekTpoH. AaH. - Pexxum mpoctyna : http://www.consultant.ru/.

9. ®enepanbhblil 3akoH oT 01.10.2004 Ne 125-®3 «O6 apxuBHOM aene B Poccuiickoit
Oenepaunny (¢ mocieaywommmu u3M. u jgomn.)  // Koncynsrantllmioc. Bepcusllpod

[D7eKTpOHHBIH pecypc]. — DIeKTpoH. AaH. - Pexxum goctyna : http://www.consultant.ru/.

10. denpepansubiii 3akoH ot 29.07.2004. No 98-P3 «O xommepueckoit TaiiHe» // (c
nocienyommmu u3M. 1 gon.) // Koncynasrantllmtoc. Bepcusllpod [DnexktponHslit pecype]. —

DnekTpoH. AaH. - Pexxum moctyna : http://www.consultant.ru/.

11. TpaBuna BemeHUsT U XPaHEHUs] TPYAOBBIX KHIKEK. (C TOCICIYIOIIUMA U3M. U jor.) //
Koncynprantllntoc. BepcuslIpod [Dnexrponnslit pecypc]. — DneKTpoH. AaH. - Pexum moctymna

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

12. HcTpyKIms 10 3al0HEHHIO TPYIOBbIX KHIKEK (yTB. [ToctanoBienneM MuHHCTEPCTBA
TpyAa u couuanbHoro pasButus Poccuiickoit ®epepauun ot 10 okra6ps  2003r.).

3apeructpupoBana MwunuctepctBoMm toctunmu Poccuiickoir ®eneparuu 11 HOs16pss 2003 .


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
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peructpannoHHbiii Homep 5219. (¢ mocnenyronumu u3M. u gom.) // Kowcymerantlliroc.
Bepcusallpod [OnekTpoHHBI pecypc]. — OnekTpoH. naH. - Pexum npoctyna

http://www.consultant.ru/.

HcToynuku (10MOJTHUTEIbHbIE)

13. ®enepansupiii  3akon PO or  27.07.2006 Ne 149-®3 «O6 wunpopmaIimy,
UH()OPMAIIMOHHBIX TEXHOJOTUAX M 3aluTe MHGOPMAIHK» (C TMOCIEAYIOIUMHA U3M. U 1om.) //
Koncynprantlntoc. BepcuslIpod [Dnexrponnslii pecypc]. — DIeKTpoH. AaH. - Pexxum moctyma

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

14. ®epepanbubrii 3akoH oT 26.12.1995. Ne 208-®3 «O6 akimoHepHBIX 00IIecTBax» (C

nocneayomumu u3M. u joi.) // Koncymerantllmroc. Bepcusllpod [Dmnekrponnsiit pecypc]. —

DnekTpoH. aaH. - Pexxum moctyma : http://www.consultant.ru/.

Obmepoccuiickuii  kinaccupukarop mnpodeccuii paboynx, MOMKHOCTEH CIyXKallux U
tapudubix pazpsagos OK 016-94. M.: Muntpyn Poccun, 1995.

Oo6mepoccuiickuii kaccudukarop napopmanuu o Hacenennn OK 018-95. M.: MunTpy R
Poccun, 1996

Obmepoccuiickuil  knaccudukarop ympasieHueckoil gokymentaruun OK 011-93. M.:
I'occrannapt Poccun, 1994.

Oo6mepoccuiicknii KIaccuukaTop crenuaibHocTed mo obpazoanmio OK 009-93. M.:
I'occrannapt Poccun, 1995.

ITIpuka3 PocapxuBa ot 23.12.2009 N 76 "OO6 yrBepxaeHHUH MeToANYECKUX
peKoMeHAalui Mo pa3paboTke MHCTPYKIMM MO JAEIONpPOU3BOACTBY B (efepaibHbIX OpraHax
WCITOJTHUTEIILHON BIacTH".

YHupuuupoBaHHble GOPMbI MEPBUUHON YYETHOH TOKYMEHTALUHU MO Y4YeTy TpyAa U €ro
oruiartel, yrBepxkaeHHble I[locranoBnenuem ['ockomcrata P® ot 05.01.2004 Ne 1. M.:
HUIIUcratundopm I'ockomcrara Pocen, 2004.

15. TapudHo-KBaTHUKAMOHHBIA CIIPABOYHUK. // Koncynprantllmoc. Bepcusllpod

[D7eKTpOHHBIH pecypc]. — DIEKTpoH. AaH. - Pexum goctyna : http://www.consultant.ru/.

16. KBanuQukannoHHbIi CIPABOYHKK JTODKHOCTEN PYKOBOJUTEICH, CIIEIHAHCTOB U IPYTUX
ciyxamux. M.: Muntpya Poccun, 2000. // Koncynwsrantllmoc. Bepcusallpod [Dnexrponnsiit

pecypc]. — DnekTpoH. aaH. - Pexxum goctyna : http://www.consultant.ru/.

MC)KOTpaCJ]eBLIC YKPYIIHCHHBIC HOPMATUBLI BPEMCHU Ha pa6OTBI 110 KOMIIZICKTOBAHHUIO U

yuety kazapos. M.: LIBHT Muntpyna CCCP, 1991.


http://www.consultant.ru/
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[lepeueHbr THUMOBBIX YMOPABICHUYECKUX AaPXUBHBIX JOKYMEHTOB, OOpa3yloOIIUXCS B
Mpoliecce NEATENbHOCTH TOCYAapCTBEHHBIX OPraHoB, OPraHOB MECTHOI'O CAMOYIpaBJICHUS U
opraHu3aluii, ¢ ykazaHueM CpokoB xpanenus. M., 2011.

[IpaBuia opraHu3anuu XpaHEHHs, KOMIUICKTOBaHMS, Y4€Ta U HCIOJb30BaHUS
noKkyMeHTOB ApxuBHoro ¢onma Poccuiickoit denepanii U Ipyrux apXuBHBIX JIOKYMEHTOB B
opraHax TroCyJapCTBEHHOM BJIaCTH, OpraHaXx MECTHOTO CaMOYIPABJICHUS M OpraHU3AlMIX,

YTBEP)KICHHBIX TPpHUKa30M MuHKyIsTypsl PO ot 31.03.2015 Ne 526.

JIutepatypa (0Os3aTenbHas)

bymnar, P. E. JlokymeHTanIMOHHOE OOECIICYCHHUE YIIPABJICHUS TEPCOHATIOM: Y4eOHOE
noco6ue/bynat P. E. - Mocksa : HULl UH®PA-M, 2015. - 234 c. (Beicuiee obpazoBanue:
bakanaBpuatr)[SBN  978-5-16-010318-1. -  Teker :  omekrtponnbii. -  URL:
https://znanium.com/catalog/product/488066

Kypasnesa, 1. B. KagpoBoe nenonpousBojctBo: Haumnaem c¢ Hynsa. AyauT CBOMMH
cunamu / .B. XKypasneBa, M.B. Xypasnesa. - 2-¢ u3a. - Mocksa : HUL] UHOPA-M, 2014. -
184 c. + ( Hom. mat. znanium.com). - (IIpocto, kpatko, 6picTpo). ISBN 978-5-16-008986-7. -
Tekcr : anextponusiit. - URL: https://znanium.com/catalog/product/417566

Jlutepatypa (IOMOIHUTEIbHAS)

beikoBa, T. A. JlIokyMeHTallMOHHOE OOecTeueHue yMpaBieHHs (IEIOMPOU3BOJCTBO):
Vu. noc. / T.A.beixoBa, T.B.Ky3nenona, JI.B.Cankuna - 2 u3n., nepepad. u gomn. - Mocksa :
NHOPA-M, 2012. - 304 ¢. + CD-ROM. - (Bricmee oopazoBanue). ISBN 978-5-16-004805-5. -

Tekcer : anextponnsiid. - URL: https://znanium.com/catalog/product/238519

6.2. Tlepedyenb pecypcoB HHGPOPMANMOHHO-TEJEKOMMYHHUKAIMOHHOH ceTn «UHTepHeT»,
He00X0MMBbIii 1JIs1 0CBOCHHS THCHMIIJIHHBI

- I'apant [OnekTpoHHBI pecypc]. — DnektpoH. gaH. — M., cop. 2019. — Pexum nocryna:

http://www.garant.ru.

- KoncyneranT [lmoc [DnekTpoHHBIH pecypc]. — DnekTpoH. gaH. — M., cop. 2019. — Pexum

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

ITepeuyens B/l u UCC
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Neri/n HaumenoBanue

Me:xnyHapoanbie pedepaTuBHbIe HaykoMeTpuueckue bJl, moctynmHbie B pamkax
HalMoHAJILHOU moanucky B 2018 .

Web of Science

Scopus

[TpodeccruonanpHbie MOMHOTEKCTOBBIE b/, TOCTYyIMHBIE B paMKaxX HAIMOHATHHOU
noanucku B 2018 r.

Kypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypuansr Taylor and Francis

DJIeKTPOHHBIC M3/IaHMsI U3AaTEILCTBA SPringer

[Tpodeccuonanbabie MOJHOTEKCTOBBIC B/
JSTOR
W3nanus no o01eCTBEHHBIM U TYMAHUTAPHBIM HAyKam

KomnbroTepHble CipaBOYHbIE IPABOBBIE CUCTEMBI
Koncynsrant [lntoc,
I'apant

7. MarepuajbHO-TeXHHYeCKOe o0ecredeHne JUCHUIIMHBI (MOXYJIA)

B kauecTBe MarepHalbHO-TEXHUYECKOIO OOECHEeYeHHUs AMCLUUIUIMHBI YKa3bIBaeTCs
HeoOXoaumoe st O0y4YeHUs JIMIICH3MOHHOE IIporpamMMHOe obecredeHne, 000pyaoBaHue,
JIEMOHCTPAIlMOHHBIE TPUOOPHI, MYJIbTHMEINIHBIE CPEACTBa, y4eOHbIC (PUIBMBI, TPEHAXKEPHI,
KapThl, IJIAKaThl, HATJSAHBIE MMOCOOUS; TPeOOBAaHUS K AyAUTOPHUSIM — KOMIIbIOTEPHBIE KJIACCHhl,

AKaJCMHUYCCKHUEC HUJIN CIICLHAJIBHO 060py,HOBaHHLIC ayauTopun u na60paT0pHH, HaaIn4uec JOCKH U

T.0L.
ITepeyens I1O

Nent Haumenosanue I10 IMpousBoautens | Crocod pacnpocTpaHeHHs!

/n (ruyenzuonnoe unu
c60000HO
Pacnpocmparsiemoe)
1 Microsoft Office 2013 Microsoft JIALIEH3MOHHOE
2 Windows 10 Pro Microsoft JIALIEH3UOHHOE

8. Obecneyenne 00pa3oBaTeIbHOIO NMPOLECCA VIS JIUL ¢ OTPAHUYCHHBIMH

BO3MOKHOCTSIMM 310POBbS 1 HHBAJINI0B

B X0[4€ pealin3daii AUCHUIIIIMHBI UCITOJB3YIOTCA CICAYIOMIUE TOIMOJTHUTCIIBHBIC
METOJbI O6quHI/I5{, TCKYLICTO KOHTPOJIA YCIICBAEMOCTHU 1 HpOMe)KYTOLIHOI‘/JI aTTeCTalnuu

06yqa}0m1/1xcsi B 3aBUCHUMOCTHU OT UX HHAUBUAYAJIbHBIX 0COOEHHOCTEIA:



26

® IS CJICTIBIX U CIIA0OBUISIINX:

- JeKIMH O(OPMIAIOTCS B BHUJE AJIEKTPOHHOIO JOKYMEHTa, JOCTYHHOTO C TOMOIIbIO
KOMITBIOTEpA CO CHEIMATH3UPOBAHHBIM ITPOIPAMMHBIM 00eCTIeUeHHEM;

- TMCbMEHHbBIE 3a/laHusl BBIIIOJIHAIOTCS HA KOMIBIOTEPE CO CIELHMAIU3UPOBAHHBIM
MPOrPaMMHBIM 00€CTIeYeHUEM, UITU MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM,;

- obecrieynBaeTCsl MHIMBUyalbHOE paBHOMEpHOE ocBelleHue He Menee 300 rokc;

- JUIS BBIIOJHEHUS 3aJaHHs NPH HEOOXOJUMOCTH TPEIOCTABISCTCS YBEIUYMBAIOIICE
YCTPOMCTBO; BO3MOXHO TAaK)KE€ HCIIOJIb30BaHHE COOCTBEHHBIX YBEINYHBAIOIINX YCTPOICTB;

- IMCbMEHHBIE 3a/1aHusl OPOPMIIAIOTCS YBEIMUYEHHBIM HIPUPTOM;

- 9K3aMEH U 3a4€T MPOBOAATCS B YCTHOU (pOopMe UITH BBIMOIHSIOTCS B MUCbMEHHOHN (hopMe Ha
KOMIIBIOTEPE.

® JUIS TIIYXHUX U CIa0OCTBIIIAIINX:

- Jekuud O(OPMIIIOTCS B BHJIE JJIEKTPOHHOTO JOKYMEHTa, JHOO TPEedOCTaBISETCS
3BYKOYCHJIMBAIOIIAs annapaTrypa MHAUBUAYaJIbHOTO MOJIb30BaHUS;

- IMCbMEHHBIE 3a/IaHUs BHIMOIHIIOTCS Ha KOMITBIOTEPE B MUCbMEHHOH (opMe;

- 9K3aMeH U 3a4€T MPOBOJATCS B MUCHBMEHHOW (opMe Ha KOMIIBIOTEpPE; BO3MOKHO
npoBeeHue B (hopMe TeCTUPOBAHMUS.

e JUIS JIUI C HAPYLICHUSIMU OMOPHO-IBUTaTEILHOTO afrapara:

- JeKIUH O(OPMISIFOTCS B BHJE AJIEKTPOHHOTO JTOKYMEHTa, JOCTYIMHOTO C IMOMOIIBIO
KOMIIBIOTEpA CO CIIELUAIN3UPOBAHHBIM IIPOTPAMMHBIM 00ECIIEUEHUEM;

- THMCbMEHHBIE 3a/laHusl BBINIOJHAIOTCS Ha KOMIBIOTEPE CO CIELHMAIU3UPOBAHHBIM
POTrpaMMHBIM 00€CTIEYCHHEM;

- 9K3aMEH U 3a4€T MPOBOAATCS B YCTHOM (DOpME MM BBINOJHSIOTCS B MUCbMEHHON popme Ha
KOMIIBIOTEPE.

ITpu HEOOXOMUMOCTH MpelycMaTpUBAETCs YBEITUUYEHUE BPEMEHHU AJIs IIOATOTOBKU OTBETA.

IIponienypa  mpoBeAeHUsT  NPOMEXYTOUYHOM  arrecTauu Ui OOYy4aroLIUXCs
YCTaHABIMBAETCS € Y4YETOM UX HMHAWBHUIYAJIBHBIX ICUXOPU3NYECKUX OCOOEHHOCTEH.
[TpomexxyTouHast aTTecTalsl MOXKET IPOBOJUTHCS B HECKOJIBKO 3TAIlOB.

ITpu npoBeneHUM NPOLEAYPHl OLIEHUBAHUS PE3YNbTaToB OOY4YEHHs MpPEeayCMaTpUBACTCS
UCTIOJIb30BaHUE TEXHUYECKHUX CpENCTB, HEOOXOAMMBIX B CBSI3U C HMHIUBUAYAJIbHBIMH
OCOOCHHOCTSAMHU OO0Yy4YaloIIUXCsl. DTU CpPeACTBa MOTYT OBITh MPEIOCTaBICHbl YHHUBEPCHUTETOM,
WJIM MOTYT HUCIIOJIb30BaThCSl COOCTBEHHBIE TEXHUUECKUE CPE/ICTBA.

[IpoBeneHne mpouEAypbl OLIEHUBAaHMUA  pE3yIbTaroB  OOy4eHHUS  JIOMyCKAaeTcsi ¢

HCIIOJb30BAHUEM JHCTAHIIMOHHBIX O6pa3OBaTeJ'ILHBIX TEXHOJIOTHH.
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OGecneunBaeTcss A0CTyN K MHGOPMAIIMOHHBIM M OMOIHMOrpaguIecKuM pecypcam B CETH
WuTepHeT s KaKaoro oOywaromierocss B gopMmax, aJanTUPOBAHHBIX K OTPAHHYCHUSM HX
3JI0POBbS U BOCTIPUSATHUS HHPOPMAIUH:

® JUIS CIENBIX ¥ CTa00BUISIINX:

- B [1Ie4aTHOM (hopMe YBETMUECHHBIM IIPUPTOM;
- B (hopme 31eKTPOHHOTO TOKYMEHTA;

- B hopme aynuodaiina.

e U MIIYXHX U cIabOCbIIIaNuX:

- B Ie4aTHOU opMme;

- B (hopme 3IEKTPOHHOTO IOKYMEHTA.

e IS OOYYAIOIIMXCS C HAPYIICHUSIMU OIIOPHO-/IBUTATEILHOTO armapara:
- B IIeYaTHOU opMme;

- B (hopme 3IeKTPOHHOTO TOKYMEHTA;

- B popme ayauodaiina.

Y4eOHbIC ayAUTOPHUH IS BCEX BUJIOB KOHTAKTHOW M CAMOCTOSITEIILHOW pabOThI, HAYIHAS
OnOIMoTEeKa W WHBIC TIOMEIICHHS JJIi OOy4YeHHS OCHAIICHBI CIIeHAIbHBIM 000pyJIOBaHUEM M
yu4eOHBIMU MECTaMH C TEXHHYECKUMHU CPEJICTBAMU O0yUEHUS:

® IS CICNBIX U CI1a00BHUISAIINX:

- YCTpOMCTBOM JJIsl CKaHUpoBaHus U uTeHus ¢ kamepoit SARA CE;

- mucreeM bpaiina PAC Mate 20;

- npuHTepoM bpaiins EmBraille ViewPlus;

e U TUIYXHX M cIaOOCIbIIIANIUX:

- aBTOMATHU3WPOBAaHHBIM pabOYMM MECTOM Ui JIIOJCH C HapyIIeHHEeM CllyXa W
C71a00CTIBIIIAIINX;

- aKYCTHYECKHI YCUIIUTENb U KOJIOHKH;

e IS O0YYArOIIMXCS C HAPYIIEHUSIMU OIIOPHO-ABUTATEILHOTO afmapara:

- IepPeIBIKHBIMH, PETYIUPYEMBbIMH dproHoMuueckumu napramu CU-1,

- KOMITBIOTEPHOW TEXHUKOMU CO CIIEUAIbHBIM MPOrPaMMHBIM 00€CIIEYEHHUEM.
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9. MeroauyecKkue MaTepuaJibl

9.1. Ill1aHbl CEMUHAPCKUX 3aHATHH.

TEMAL. 3AKOHOJIATEJIbHASI PETJIAMEHTALMS JIOKYMEHTUPOBAHU S
KAJZIPOBOI IESTEJILHOCTH B P®

dopma 3aHATHSI — AUCKYCCHA 110 pE3YyJIbTaTaM U3YUCHUA MaTCpHUaIoB

3AJAHUSL

[Tpoanamusupyiite Tpynooit kogekc Poccuiickoit denepanuu u onpeneanTe TpeboOBaHUs K
cocTaBy ¥ 0(hOpPMIIEHUIO JOKYMEHTOB, PETJIAMEHTUPYIOIIUX TPYIOBbIE OTHOIICHHUS.
[Ipoananuzupyiite Tpynooii konekc Poccuiickoit @enepaiuu u onpenenuTe TpeOOBaHUS K

(GYHKIUAM KaJpOBOU CITyKOBI.

YKA3AHUS 10 BBIITOJIHEHUIO 3AJTAHUI

Uzyuutre TpymoBoii Komekc U BBICHUTE, KaKUMHU JOKYMEHTaMH MPEAyCMOTPEHO
opopmieHHE TpUeMa, TMepeBoJa, YBOJIbHEHHUS, KOMAaHIUPOBaHUS, TUCIUILUIMHAPHOTO
B3BICKAHUS W TIPENOCTaBIEHUs OTIycka paboTHUKaM. CocTaB IOKYMEHTOB (DUKCUPYETCS 110
KaXJI0M oTnenpHOM mporeaype. OOpaTtuTte BHUMaHHE HA CPOKU TMOJITOTOBKU JOKYMEHTOB,
YCTaHOBJICHHBIE 3aKOHO/IATEIBHO.

Uzyunute TpymnoBoil KOAEKC U OmpenenuTe OoO0S3aHHOCTH paboTojaTelNs MO OTHOIIEHHUIO K
paboTHHKY, KOTOpBIE yCTaHOBJIEHBI B Kojiekce mpu BOZHUKHOBEHUHU TPYAOBBIX OTHOIICHU,

BBISIBUTH (DYHKIIMH KaJPOBOM CITYKOBI.

KOHTPOJIBHBIE BOITPOCBI.

Hepe'-H/ICJ'II/ITI) OCHOBHBIC BHAbI AOKYMCHTOB, HCIIOJB3YEMBIC [JIA AJOKYMCHTUPOBAHUA
TPYAOBBIX OTHOIHGHI/IfI, YCTAHOBJICHHBIX B TPYJAOBOM 3aKOHOJATCIILCTBE.

Ha3zoBute THMOBbIe GYHKINN KAJAPOBOH CITYKOBI.
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TEMA 2. PA3PABOTKA OPTAHU3ALIMOHHBIX JIOKYMEHTOB B KAJIPOBOI
CJIIYKBE

Popma 3aHATUSA — JUCKYCCHS 110 pe3ybTaTaM U3y4eHHUsS MaTEPUAJIOB

3AJJIAHUA

1. Tlpoananusupyiite opranu3anuio padboTsl ¢ kagpamu B 3A0 “Beivmen”.

2. YcTaHOBHUTE CTPYKTYpY U cojaepxanue [Tomoxenus 06 oraene kaapos 3A0 “Breimmien”

3. YcTaHOBUTE CTPYKTYpPY U COJIep:KaHUE JOKHOCTHOW MHCTPYKIUHU COTPYIHUKA KaJIpOBOM

CILYKOBI

YKA3AHUMA 110 BBIIIOJIHEHUIO 3ATAHU A

1. Ilpoananusupyiite Kommiaekc I0okyMeHTOB 3AO “BpiMmen”, BBIABISAS €ro CTPYKTYpY,
YHCJICHHOCTh, HaIpaBleHUs JesreiapbHocTH OOmectBa W 0COOCHHOCTH OpraHMU3alUU
KaJIpOBOM pabOThHI.

2. Ha ocHOBe KBaIM(PHUKALIMOHHON XapaKTEPUCTUKH PYKOBOAMTENS KaJApPOBOH CIIyKOBl,
YCOPJl, TpymoBoro koaekca U TpeOOBaHMII HMHBIX HOPMATHUBHBIX M METOJIUYECKUX
JIOKYMEHTOB YCTAaHOBUTE CTPYKTYypy U coxaepxkanue llomoxkenuss o6 otnene kaapos 3A0
“Boimmen”.

3. Ha ocHoBe KBamM(pUKAIMOHHBIX XapaKTEPUCTHK paOOTHHUKOB KaJpoBoi ciyxkOb1, YCOPJ]
YcTaHOBUTE CTPYKTYPY M COAEpP)KAaHUE TOJDKHOCTHOM MHCTPYKIIMHM COTPYAHHKA KaJpOBOU
ciyx0b1 3A0 “Bpimnen”.

KOHTPOJIBHBIE BOITPOCHI

1. Ilepeuncnure 3amauu U GyHKIUU KaAPOBOU CIYHKOBI.

2. Kakue 1OKyMEHTHI perJIaMEHTHPYIOT pabOTy € IIEPCOHAIIOM OpTaHU3aINN?

3. Ha ocHoBe, Kakux JIOKYMEHTOB pa3pabaThIBalOTCS TMOJOXKEHHE O KaJApoBOM ciyxbe u
JOJIKHOCTHBIE MHCTPYKLIUHU €€ COTPYAHUKOB?

4. KakoBa CTpyKTypa TEKCTOB IOJIOKEHHS O KaJpOBOM ciyk0e U JOIKHOCTHON MHCTPYKIUU?

5. Korma monoxxenue o KaapoBou ciayxk0Oe mpuobOperaer ropuaundeckyro cury? Korma ono
TpeOyeT nepepaboTKu?

6. Ilepeuncaure obmue TpeboBaHUS K OPOPMIECHHIO OPraHU3aLMOHHBIX JTOKYMEHTOB.
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TEMBI 3-7. IOKYMEHTUPOBAHUE KAJIPOBOU JEATEJLHOCTH

Popma 3aHATUSA — JUCKYCCHS 110 pe3ybTaTaM U3y4eHHUsS MaTEPUAJIOB

3AJJAHUA:

1. M3yunure 3aKkoHOJATeNbHbIE TPEOOBAHUSA K  COJACPNKAHUIO U O(GOPMIICHHIO  TPYHOBOTO
JI0TOBOpA.

2. YCcTaHOBUTE KOMIUIEKT JOKYMEHTOB 10 MIE€PEBOAY Ha JIPYIyro paboTy.

3. YcraHOBHUTE KOMIUIEKT JOKYMEHTOB O MPEJOCTaBICHUH OTIIyCKa, IEPEHOCE OTITYCKa, OT3BIBE
U3 OTITYCKa, TIPOEKTHI IOKyMEHTOB O KOMaHIUPOBAaHUU PAOOTHHUKA

4. YcraHOBUTE KOMIUIEKT JOKYMEHTOB O IIOOUIPEHMH pPAOOTHUKA M O BBIHECEHHHU
JUCLUIUINHAPHOTO B3bICKAHUS.

5. YcraHoBHTE KOMIUIEKT JJOKYMEHTOB 00 U3MEHEHUH (paMmimnu paboTHUKA

6. YcraHOBHTE KOMIUIEKT JOKYMEHTOB O PAacTOPKEHHU TPYJOBOTO JIOTOBOpA IO pa3HBIM

OCHOBAaHMHUAM

YKA3AHUS 10 BBIITOJIHEHUIO 3AJTAHUI

1.Ha ocHoBe MarepuanoB [€JIOBOH HWIrpbl (CIpaBOYHbIE JaHHBIE O pPAOOTHHKE) U
TpeboBanuii TpyaoBOro KOJeKca OMpeAETUTE COJEPKAHNE TPYIOBOTO JIOTOBOPA U 0COOEHHOCTH
ero oopMIICHHUS.

2.Vcnionb3ysi MaTepuasl JIeJI0BOM UTPhI (CIIpaBOYHBIC TaHHBIE 0 PaOOTHUKE) U YUUTHIBAS
TpeboBaHust TPyAOBOro KoJIeKca YCTAHOBHTE COCTaB JOKYMEHTOB IPH MepeBojie paboTHHKA (TI0
€ro WHUIUATUBE U N0 WHUIIMATHBE PYKOBOJMTEINS CTPYKTYPHOTO TMOApA3/CNICHUs) HA JPYTYIO
pabotry B TOi ke opranuzamud. OnpenenuTb OCOOCHHOCTH JTOKYMEHTHPOBAHHS STOM
HpOLEeTypPHI.

3.Ucxons 3 MarepualioB J1€JI0BOM UTPHI (CIIPaBOYHBIE IAHHBIE O PAOOTHUKE) YCTAaHOBUTH
COCTaB JOKYMEHTOB TI0 NPEIOCTABICHUI0 Pa0OTHHKA €KETOTHOTO OYEPEIHOH OIIaunBaeMOro
OTIycka M OTmycka 0e3 coxpaHeHus 3apa0oTHOM twiaTtel. OmnpenenuTh OCOOCHHOCTH
JIOKYMEHTHUPOBAHUS STOU MPOLIETYPHI.

Hcnone3yst MaTepuanbl JAeT0BONH UTPHI (CIPaBOYHBIE JaHHBIE O paOOTHUKE) yCTaHOBUTH
COCTaB JOKYMCHTOB IIpW HAIIPaBJIICHHUU pa6OTHI/IKa B KOMaHIWPOBKY U OIIPCACINTH 0COOEHHOCTH

ux ohopMIICHUS.
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4. Vcrionb3ysi MaTepuaibl AEIOBOM UTPHI (CTIPABOYHBIC TaHHBIC O paOOTHUKE) YCTAHOBUTH
COCTaB JOKYMEHTOB TMpH odopmieHuu moomipeHus: padorauka. OmpeaenuTs O0COOCHHOCTH
JIOKYMEHTHUPOBAHHUS STOU MPOLIETYPHI.

Ha ocHOBaHMM MaTepHallOB [IEJIOBOW WIPHl YCTAHOBUTH COCTaB JIOKYMEHTOB IIpH
HAJIO’)KEHUH TUCIMIUTMHAPHOTO B3bICKaHUsA. OnpeaeaTh 0COOCHHOCTH JOKYMEHTHUPOBAHUS ATON
IPOLEeTypPHI.

5. Omnpenenutb, KakKUMH JTOKyMEHTaMU OG(OPMIISIOTCS H3MEHEHHUS B TEPCOHAIBHBIX
JTAHHBIX Pa0OTHUKOB.

6.Mcronb3yst Marepuaibl IEIOBOW UTPhI (CIIPAaBOYHBIC JaHHBIC O Pa0OTHHKE) YCTAaHOBHUTH
COCTaB JIOKYMEHTOB IPH MPEKpalIeHUEe TPYIOBOTO JOTOBOpA IO WHUIMATHBE PAOOTHHKA, II0
UHHUIMATHBE PabOTONATENs, IO OOCTOSTENBCTBAM, HE 3aBHCALINM OT BOJM CTOPOH. OmpenennTh
COCTaB JOKYMEHTOB, KOTOpbIMU odopmisercs Kaxaas cutyauus. Onpenenutbh COCTaB
JIOKYMEHTOB, UCIIOJIb3yEMBIX MPH O(POPMIICHUN YBOJBHEHHS, KOTOPhIC (JOPMHUPYIOTCS B JIMYHOE

Jieno paboTHHUKA.

KOHTPOJIBHBIE BOITPOCBI:

1. BeimenuTe OCHOBHBIE JOKYMEHTUPYEMBIE 3a/1a4H KaJpOBOU JAEATEIbHOCTH.

2. OxapaxkTepusyilTe CTPYKTYpY TEKCTa TpPYAOBOTO JOTOBOPA, NMEPEUUCIIUTE CYIIECTBEHHBIE
HOJIOKEHUS TPYIOBOI'O 10I0OBOpA.

3. SBnsAtorcs 1 yHUGUIMPOBAaHHBIE GOPMBI 00s13aTETLHBIMU ?

4. Ha ocHoBe TpeOOBaHMII K TPYJOBOMY JOTOBOPY, OMPEICIUTH MOPSAOK OQOpMIICHUS
JIOTIOJTHUTEIHLHOTO COTTIaeH s (A3MEHEHUS K TPYIOBOMY JIOTOBODPY).

5. Kakumu TpeGoBaHMSIMU JIOJDKHA PYKOBOJCTBYETCS KaJapoBas Ciyx0a mpu ohopMIEHUH

MPUKA30B B TEKCTOBOH opme?

Tema 8. TPYIOBA S KHNXXKA

®opma 3aHATUSI — AUCKYCCHA I10 pE3yJibTaTaM U3YUCHUA MATCPUAJTIOB

3AJJAHUA
1. IlpoananusupoBatrb TpynoBoii konexc P®, [IpaBuna BeneHUS M XpaHEHUS TPYIOBBIX
KHIDKEK, MHCTPYKIHMIO II0 3alOJIHEHMIO TPYJAOBOM KHWKKHM. BBIICHMTL IpaBHiIa

3aBCACHUA U IOPAAOK BEACHWA TPYAOBBIX KHUKCK.
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2. YTOYHHTH, KaKue CBEIICHHS O PabOTe M B KAKOM IOPSIKE BHOCATCS B TPYIOBYIO KHIKKY
paboTHuKa

3. Tlpoananu3upoBaTh NPEIIOKCHHBIE KOMUU TPYAOBBIX KHWXEK, OOBSICHUTH OIIMOKH B
oopmIIeHUN ¥ BEICHHH.

4. W3yuuth (HOpMBI perucTpaiiy TpyI0BbIX KHUKEK U OJaHKa TPYI0BOM KHHKKH.

YKA3AHUS 10 BBIITOJIHEHUIO 3AJTAHUI

1. Uzyuutrp TpynoBoii konexkc P®D, [IpaBuna BeaeHUS W XpaHEHHs] TPYIAOBBIX KHIKEK,
MHCTPYKIUIO 10 3aMOJHEHUIO TPYIOBBIX KHUKEK .

YcTaHOBUTS:

-3aKOHOJIaTeNIbHbIE U HOPMAaTUBHBIE MOJIOKEHUSI O CTAaTyce TPYAOBOI KHIKKE, MOPSAKE ee

oOopMIICHUS U BEICHUS;

- HOpMaTUBHbIE TPeOOBaHUS O AyOIHMKATe TPYIOBON KHUKKH;
- HOpMaTUBHBIE TPEOOBAHUS O BKJIAJIBIIIE K TPYAOBOU KHUXKKE.

2. Hcnonb3ys mOpeUioKEHHbIE MaTepuaibl JeJIOBOM WIpbl U MaTepHallbl 3aHATUH O
JIOKYMEHTHUPOBAHUHU MPUEMA, TIEPEBO/IA, YBOJIBHEHUS ONPEACIUTh 3alliCH, BHOCUMbBIC B B
TPYIOBbIE KHUKKH.

3. H3yuuTh mpeIoKeHHBIE KOIMU TPYJIOBBIX KHIDKEK, BBISIBUTH OIIMOKH B OPOPMIICHUU H

HCIIPABJICHUAX HA TUTYJIBHOM JIMUCTEC, B pa3aciic ((CBG,Z[CHI/IH (6] pa60Te».

KOHTPOJIBHBIE BOITPOCHI

1. B kakoil cpok 1okHa OBITH 3aBe/leHa TPYNOBas KHUXKKA MPU MOCTYIUIEHUM PaOOTHHKA Ha
paboty BrepBble?

2. B kakux cioyyasx KaJpoBas ClIyx0a HMMEeT MpaBo BbIAATH AYOJIUKAT TPYAOBON KHUKKU?

3.B kaxoii cpok mocie yBoJbHEHUS! paOOTHUKY BBIJIA€TCS TPY10Basi KHUKKa?

4. Kak opopmiisieTcs Bbliada BKJIAbIIIA K TPYIOBOM KHIKKE?

5. Kakoe cTpykTypHOE MOJpa3/ieieHne OpraHu3alMi XPaHUT OJaHKH TPYIOBBIX KHUXKEK U
BKJIAJIBINIEH K HUM?

6.Kak ucnpaBuTh ommOKu, 0OHapy>KEHHbIE HA TUTYJIBHOM JINCTE TPYAOBON KHUKKHU?

7.Kak ucnpaBuTh OMMOKH, 0OHApYKEHHBIE B 3alIOJHEHUH pa3zena «CBeaeHus o padbore»?
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Tema 9. CACTEMATH3AIIAA TJOKYMEHTOB KAJTPOBOM CJIYKBBL.

Dopma 3aHATUSA — JUCKYCCHS 110 pe3ybTaTaM U3y4eHHUsI MaTEPUaJIOB

3AJJAHUA

1. Tlpoananu3upyiiTe HOMEHKJIATYPY JAed KaJpoBoi ciyx0s1 3A0 “Brimmen”.

2. YCTaHOBHUTH COACPKAHNE HOMEHKIATYPHI JIe] KaAPOBOM CITYHKObI

3. IIpoanamusupoBaTh TpeOOBaHMS 3aKOHOJATEIBHBIX H HOPMATHBHBIX JIOKYMEHTOB K COCTaBY
JOKYMEHTOB JINYHOTO JIEJIa.

4. CpenaTh BBIBOJ O COCTAaBE JIOKYMEHTOB JIMYHOTO Jieja, OCOOCHHOCTAX €ro BEJIEHUS U

XpaHECHMUS.

YKA3AHV 10 BBITIOJIHEHUIO 3AJIAHUN

1. C yuerom TpeGOBaHMI HOPMATHUBHBIX JOKYMEHTOB IPOAHAIU3UPYITE HOMEHKIATYPY A€l
3A0 “Beimmen”, ompenensss €€ BHJI, KIaCCU(PUKALMOHHYIO CXEMY, OCOOCHHOCTH
(GbopMynMpOBaHUS 3aroJIOBKOB, HCTOYHUKHU U NPABUIBHOCTh YCTAHOBJICHUSI CPOKOB XpaHEHHUS.
Onpenenure nepexoasiuue J1eia, BKIIOUEHHbIE B 3Ty HOMEHKIIATypYy.

2. Ha ocHoBe TpeGoBanuit OCHOBHBIX MpaBMJI PadOTHI APXWBOB OpPraHU3AMid W THIIOBOTO
HEepeyHsl YINpPaBJIEHYECKUX JIOKYMEHTOB CO CpPOKaMHM XpaHEHHMs  YCTaHOBHUTb COJEpIKaHUE
HOMEHKJIaTyphl JIe]1 KaJpOBOM CITyKOBbI.

3. Wsyunts Va3 Ilpesunenta PO VYka3 [lpesunenra Poccuiickoit ®enepanym ot 30 mas
2005 1. Ne 609 «O mepcoHambHBIX JaHHBIX TOCYAAPCTBEHHOTO TPaXKJAHCKOTO CIIY)KAIleTo
Poccuiickoit @enepaniui U BEACHMM €ro JIMYHOro pena» M3yunts p.8 TunoBoro nepeyns
yIpaBJIEHYECKUX TOKYMEHTOB M ONPEIEINTh COCTaB JOKYMEHTOB JINYHOTO Jies1a pabOTHHKA.

4. Vcnonb3yst NTOKYMEHTbI, M3YYEHHbIE Ha MPEIBbIIYLIUX 3aHITUAX, ONPEIEIUTHh COCTaB

JMYHOTO JIeIa, yCTAHOBUTh OCOOEHHOCTH €ro O(hOPMIIEHUS U XPAHEHHUS.

KOHTPOJIBHBIE BOITPOCHI

1. KakoBo Ha3Ha4Y€HHE HOMEHKJIATYPHI e B KaAPOBOU CITyKOe?

2. KakoBbl TpeOoBaHUsI K (POPMYTHUPOBKE 3arojOBKOB JOKYMEHTOB IO JHUYHOMY COCTaBY B
HOMEHKJIAaType Aen?

3. Ilepeunmcnure cocraB JOKYMEHTOB JIMYHOTO Jeia pabOTHHKA; TOCYJapCTBEHHOTO

CITy’Kallero.
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4. Kaxk onpeaemsroTesi CpOKH XpaHEHUS KaIPOBBIX JOKYMEHTOB?
5. Kakas cny»6a B opraHu3aiyy J0JDKHA pa3padoTaTh HOMEHKIATYPY JIeN KaJpOBOU CIIyKOb1?

6. Kaxkue 0coOEHHOCTH XapaKTEpHBI A1 HOMEHKJIATYPHI 1€ KaApOBOH CIIykObI?
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IIpuaoxenne 1

Jucuummna «JlokyMeHTalmoHHOe OOeCrieueHHe YIpaBJIeHUs] MEPCOHAIOM» BXOIUT B
BApUATUBHYIO YacTh LMKJIA TUCHUIUIMH 1o HampaiaeHuto 38.03.03 YmpaieHue nepcoHaiom
(mpodunp  «YmpaBlieHHE IEPCOHAJIOM OpraHu3anumny). JlucuurimHa peanusyercs Ha
dbakynbTeTe yrnpaBieHHUs.

Ilpeomemom Oucyuniumsl SBISAETCS KaupoBas JIOKyMEHTalMs, co3JaBaeMas B
NESTENIbHOCTH KaJpPOBBIX CIYXO U OQOpMIISIONIAasl TPYJIOBbIE OTHOIIEHUS C PaOOTHUKAMU,
0COOEHHOCTH e TIOJrOTOBKU M pabOTHI ¢ HEH.

Llenv oceoenus yuebHOU OUCYUnIUHbL: U3y4eHHE OCHOBHBIX MPABHII JOKYMEHTHPOBAHUS
TpYAOBbIX OTHOWEHUH B PD 1 opranuszanuu padoThl ¢ JOKYMEHTAMH 110 JINYHOMY COCTaBYy.

3aoauu kypca:

° O3HaKOMHTBH CTY/IEHTOB C OCHOBHBIMH IIPAaBOBBIMH aKTaMH B cepe KaapoBOTO
JIEIONPOU3BOJICTBA;

. CdopmupoBaTh KOMIUIEKCHOE TIPEJICTABICHNUE O COCTOSTHUHA COBPEMEHHOM CHCTEMBI
JOKYMEHTAUUU 110 JUYHOMY COCTaBY,

. JlaTh XapaKkTepUCTUKY 00s3aTEIbHBIM, YCIOBHO-0053aTEIbHBIM U PEKOMEHTyEMbIM
JIOKYMEHTaM KaJpOBOU CITyKObI;

. Onwucare 0COOEHHOCTH COCTABICHHS W O(GOPMIICHUS JIOKAIBHBIX HOPMATHUBHBIX
AKTOB, PCIIIAaMCHTUPYIOIIHX ACATCIbHOCTHU KaJPOBbIX CJIY)K6;

. BbIsSIBUTH OCHOBHBIE IOKYMEHTUPYEMBIE 33a4u KaJpOBOl CITyKObI;

. YCTaHOBUTH COCTAaB JOKYMEHTOB [0 OCHOBHBIM JOKYMEHTUPYEMBIM KaJpOBBIM
IpoLeaypam;

° ITomaroBo onucarn MOPAAOK JOKYMCHTHPOBAHUA 3THUX IIPOLCAYP,

. CdopmupoBaTh HaBBIKM COCTaBIEHUS U O(OpPMIICHUSI JOKYMEHTOB IO JHUYHOMY
COCTaBy;,

o O6y‘II/ITI> OCHOBHBIM TEXHOJIOTHYCCKUM npueMam ACJIOIPONU3BOACTBCHHBIX
onepanuii;

. O3HaKOMUTH C HOPMaMH U IpaBUJIAMU CUCTEMATH3AlMU U XPAaHEHUs TOKYMEHTOB

110 JINYHOMY COCTaBY.

JucnuninHa HanpaBieHa Ha GOpMUPOBaHKUE TPO(ECCUOHATBHBIX KOMIETEHLINHI:

[MIK-10 - 3manme Tpynosoro koxmekca Poccuiickoii ®enepalii U WHBIX HOPMATHBHBIX
MIPABOBBIX AKTOB, COJAEPIKALUX HOPMbI TPYAOBOTO IpaBa, 3HAHHE MPOLELYp MPHUEMa, YBOJbHEHHUS,
nepeBojia Ha JAPYryio padoTy W MepeMelleHUs] epCcoHalla B COOTBETCTBUU ¢ TpPYJOBBIM KOJEKCOM
Poccuiickoii @enepaunu 1 BlaJjeHHE HaBbIKaMU O(OPMIIEHUS COITPOBOXKIAIOLIEH TOKYMEHTAIIH;

[IK-12 - 3HanuMe OCHOB pa3pabOTKM ¥ BHEIAPCHHS KaJApOBOM ¥  YIpPaBICHYECKON
JIOKYMEHTAIH, ONITUMU3ALNN JTOKYMEHTOO00pOTa U CXeM (YHKIIMOHAJIBHBIX B3aUMOCBS3EH MEXIY
NOJIpa3fAeieHUsIMM, OCHOB pa3pabOTKW W BHEAPEHUS MPOLEAYp pEeryJIHpoBaHHUs TPYIOBBIX
OTHOILIEHUH ¥ COMPOBOKIAIOIIEH JOKYMEHTALIUN

[MK-13 - ymenue BecTH KaJpoBOE [EIONPOU3BOJCTBO U OPraHM30BBIBATH APXHBHOE
XpaHEHHE Ka/IPOBBIX JIOKYMEHTOB B COOTBETCTBUH C JACHUCTBYIOIUIMMH HOPMAaTHBHO-IIPABOBBIMHU
aKTaMH, 3HAaHUE OCHOB KaJpOBOM CTaTUCTHKH, BJIAJICHHME HABBIKAMU COCTABIICHUS KaJIpOBOHI
OTYETHOCTH, a TAaKXKe HaBbIKAMU O3HAKOMJIEHUS COTPYIHUKOB OpraHM3alMi C KaJgpoBOM
JOKYMEHTalMe W JAeUCTBYIOIIMMHU JIOKaJbHBIMU HOPMATHBHBIMH AaKTaMH, YMEHHUE OO0ECHeyYUTb
3aIUTy NEPCOHAIBHBIX JAHHBIX COTPYIHHUKOB
B pezynvmame uzyyenus oucyuniunvl cmyoenm OO0JIHCEH 3HAMDb:

- HOPMaTHBHO-TIPaBOBYIO 0a3y KaJpoBOro JenonpousBozcTsa B Poccuiickoit denepariuu;

- IOPSAJOK IPUMEHEHUSI HOPM TPYIOBOT'O IIPaBa;

- COCTaB M NOPANOK COCTaBIECHUs U MPUMEHEHUS KaIpOBOM JOKYMEHTALMH B YIPABJICHUECKOU
JEATEIIbHOCTH;

-rpaBuiia paboThl C KaJpOBOW JOKYMEHTAIMeH, OpraHu3aluy ee MOJy4YeHHs U Tiepeiadn;

- COCTaB KaJIpOBOM JOKYMEHTAIMH, TOPSJIOK €€ MOATOTOBKH U 0(OpMIICHHUS;
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- COCTaB M MOPSAAOK OPOPMIICHHUS PEKBU3UTOB M COCTABJICHUS TEKCTA KaJAPOBHIX JOKYMEHTOB;
-IIOPSII0OK TPUMEHEHHUS TUMOBBIX U YHU(PHUIIMPOBAHHBIX (OPM KaJPOBBIX JOKYMEHTOB;
-rpaBuiia paboThl C KaAPOBOH JOKYMEHTAIUEH
B pezynvmame uzyuenusn oucyuniunvl cmyoenm OO0JIHCEeH YMemb .
- paboTaTh C TPABOBBIMH AaKTaMH, PErJIaMEHTUPYIOIIMMHU BOIMPOCH JOKYMEHTHPOBAHUS
TPYAOBBIX OTHOILIEHUH U pabOTHI C KAAPOBBIMU JOKYMEHTAMU;
- OmlpenensaTh IO HOPMATHBHOW 0a3e cocTaB 0OS3aTENBHBIX H  YCIOBHO-00s3aTENbHBIX
JIOKYMEHTOB,
-[IO/ATOTABJIMBATH M O(OPMIISATH KaJIPOBYIO IOKYMEHTAIMS B COOTBETCTBUH C IPABOBBIMU aKTaMHU
- COCTaBJISITb ~ OpPTraHU3alMOHHBIE, HWH(OPMALMOHHO-CIPABOYHBIC,  PACIOPSIUTEIbHBIC
JIOKYMEHTBI KaJIpOBOH CITYKOBI;
-OpraHu30BbIBaTh B3aUMOJICHCTBUE CTPYKTYPHBIX TMOApPA3AEICHUH W JIOJDKHOCTHBIX JIMIIL
OpTraHM3aIy NMPU padoTe C KAAPOBOM JOKYMEHTAIUEH;
- TOTOBUTH JIOKYMEHTHI, PErYJIHPYIOIIHE TPYJOBbIE OTHOIICHUS C paOOTHUKAMU;
- PETUCTPUPOBATH U BECTU MH(POPMAITMOHHO-CIIPABOYHYIO paboTy ¢ KaJpOBOW JOKYMEHTAIIHEH;
- TOTOBUTH JIOKYMEHTBI TI0 OCHOBHBIM KaJIpOBBIM IPOLEAYPAM;
B pezynomame uzyuenus Oucyuniunsl cmyoeHm 00diceH 001a0ams HA8bIKAMU:
- HaBbIKAMU aHallM3a TMPaBbIX AaKTOB, BBISBICHUS HEOOXOAMMON periaMeHTHPYIOIIeH
uHpOpMallMl O JIOKYMEHTHMPOBAaHMM TPYAOBBIX OTHOUIEHMH U paboTe ¢ KaapoBOM
JOKyMEHTalUeH;
- HaBBIKAMM COCTAaBJIECHMS, COIJIACOBAHMS, YTBEPXKAEHUS, IOANHUCAHUS O3HAKOMJIEHHS C
JOKYMEHTaMU 110 JUYHOMY COCTaBY.
- HaBbIKaMU COCTAaBJICHUS Pa3IMYHbIX BUJIOB KaJPOBBIX JOKYMEHTOB,
-HaBbIKaMU BHCAPCHHUA JOKYMCHTALMU 110 JIUYHOMY COCTaBY M JIOKAJIbHBIX HOPMATUBHBIX aKTOB.
-HaBBbIKAMU OPTaHHU3aIUU PaOOTHI C KapOBOIl TIOKyMEHTALIUEH U €€ XPaHEHUSI.

OO0mast TpyJOEMKOCTh OCBOCHHS JUCHUIUIMHBI COCTaBIsieT 4 3aueTHble eAUHUIbI, 144
yaca. ®opmoii UTOTOBOTO KOHTPOJIS SIBJISIETCS SK3aMEH.
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IIpuaoxenne 2

JIMCT U3MEHEHUA
Ne | Teker akryanuzanuu win npunaraeMsii Kk PIIJ[ nokymeHT, Jlara Ne
n/n COJIeprKallMi H3MECHEHHUS IIPOTOKOJIA
1 | Ilpunoxenue Ne 1 20.06.2019 15
2 | Ilpunoxenue Ne 2 31.08.2020 1




38

ITpunoxxenue k aucty usmeHenuit Ne 1

CocraB nporpammuoro odecnevenus (IO), coBpemeHHbIX npodeccHOHANBHBIX 0a3

nanHbIX (b/1) u undpopmanmonno-cnpaBounbie cucrem (MCC) (2019 r.)

1. Ilepeuens I1O

2.

Nent Haumenosanue 110 [IpousBoguTens Crioco6
/m pacrpocTpaHeHus
(ruyenzuonnoe unu
Cc80000HO
PAcnpoCmpamsiemoe)
1 Windows 10 Pro Microsoft JIMIIEH3HOHHOE
2 Microsoft Office 2016 Microsoft JIMLIEH3UOHHOE
Ilepeuens B/ u UCC
Nen HanmenoBanwue
/m
1 | MexnayHnapoansie pedepaTuBHble HayKoMeTpudeckue b/, mocTymnHbie B paMkax
HaMOHAILHOM noanucku B 2019 1.
Web of Science
Scopus
2 | [Ipodeccuonanpupie nonHotekcToBbie bJI, TOCTynHbIE B paMKaX HAllMOHATIBLHOM
noamucku B 2019 1.
Kypuaner Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
XKypuanst Taylor and Francis
3 | [Ipodeccrnonanbubie MOTHOTEKCTOBBIC B]]
JSTOR
W3nanus no oO1EeCTBEHHBIM U TYMaHUTAPHBIM HayKaM
DnektpoHHas oudnroreka Grebennikon.ru
4 | KoMmmnbploTepHbIE€ CLIPABOYHBIE TIPABOBBIE CHCTEMBI

Koncynprant [Iroc,
I'apanT
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ITpunoxxenue k aucty u3meHeHuit Ne 2

1. Cmpykmypa oucyunaunst (x n. 2 PIT/] na 2020)

CTpyKTypa AMCcHMILIMHBI 1JIs1 04HOH Gopmbl 00yuenust (2020 rox)

Obwas  mpyooemkocms  oucyuniunvl cocmasisiem 4 3.e.,

152 u., 6 mom wuyucne

KOHmMaxkmuas paboma obyyaowuxcs ¢ npenodaeamenem 56 u., camocmosmenvhas paboma

ooyuarowuxcs 78 4., konmpoab — 18 u.

Bunsl yueOHOI paboThI

@OpM bl meKyuieco

(B yacax) KOHmMpOons
ycnesaemocmu
2 (no neoenam cemecmpa)
Ne Pa3zoen S Dopma
V KOHTaKTHast .~
n/n Hucyunaunut = o > =~ & nPOMENHCYMOUHOU
) = : =
C| .| = |EL|EEE|ECE ammecmauuu
< 9 o =
= = |2 E S E g3 | 8 % (no cemecmpam)
5 = g I = % E 2 =
= S 28|88 = s
@) < QO =9 <
S | ES | O
= = Moo
1 Benenue 5 |2 2 2 Cobecedosanue
2 PernamenTanus 5 |4 6 18 | Ilposepxa oomawnux
JTOKYMEHTHPOBAHHMSI 3a0anutl, 3acIyuusanue
KaJIpOBOI 00K1a008, OUCKYCCUsL HA
JESITeIbHOCTH U cemuHape,
paboThI ¢ KOHMPOJIbHbIEe BONPOCHL
KaJIpOBBIMHU
JOKYMEHTaMU
3 Opranuzanus 5 |4 6 Ilposepka oomawnux
paboThI KaJIpOBOiA 10 | 3a0anuu, 3acaywueanue
CITY OB 00K1a008, OUCKYCCUSL HA
cemMuHape, KOHmpoIbHbLE
80NPOCHI
i 1 0
4 CocraB KagpoBoi 5 |6 10 Konmponvuaa paboma Ne
JIOKyMEHTALUH. 14 11,
JIOKYMEHTHpOBAHHE 3acnywusanue 00K1a008,
OUCKYCCUsl HA ceMuHape,
TPYAOBBIX
. KOHMPOJIbHbIEe BONPOCHL
OTHOIIICHHH.
5 VYyer nmuuHOrO 5 |4 4 Ilposepra oomawinux
COCTaRA. 16 | 3a0anui, 3acnywueanue
00K1a008, OUCKYCCUSL HA
cemuHape, KOHmpoibHbLE
80NPOCHI
6 Opranu3zanus 5 |4 4 Koumponvnas paboma Ne
paGoTHI ¢ 18 |2
KaPOBBIMH 3acaywusarnue 00xk1a008,
OUCKYCCUSL HA ceMuHape,
JOKYMEHTaMHU
KOHMPOJIbHbIE 0NPOCHL
7 DKk3amMeH 5 18 HUmoeosas konmponvras
paboma
HUTOI'O: 24 |32 18 |78
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Cmpykmypa oucyuniaunst 07151 04HO-3A04HOU POpMbl 00yUeHUA

Obwas mpyooemkocms  oucyuniunvl cocmaesisiem 4 3.e.,

152 4,

6 mom ducie

KOHmMaxkmuas paboma obyyaowuxcs ¢ npenodaeamenem 32 u., camocmosmenvhas paboma
ooyuarowuxcs 102 y., koumpons — 18 u.

Bunpl yueOHOM paboThI

Dopmbl mekyuiezo

(B yacax) KOHmMpOna
ycnesaemocmu (no
S Heoenam cemecmpa)
No Pazoen § Dopma
V KOHTAaKTHas1 o«
n/n oucyunaunsl = o > —1 & HPOMENHCYMOUHOU
S 2 =
C| .| o |EL|EBE|EE ammecmauuu (no
< 9 o =
= | E |2E|8 E 23 12% cemecmpam)
g z |ES|2ZLE | 8=
= O S 0|3 o= =«
(ST <
(=W < = s ]
= SR
1 BBenenue 5 2 4 Cobeceoosanue
2 PermamenTarus 5 |2 4 16 | Ilposepka domawnux
JTOKYMEHTUPOBAHHUSI 3a0aHnull, 3aCIYUUBAHUE
KaJpoBOI 00K1a008, OUCKYCCUSL HA
JESITeIIbHOCTH U cemuHape,
paboThI ¢ KOHMPOJIbHbIE B0NPOCHL
KaJIpOBBIMHU
JOKYMCHTaMHU
3 Opranuzanus 5 |2 4 16 | Ilposepka domawnux
pa6OTBI Kaﬂpo]goﬁ 3ClaaHl/{12, saciyutusarnue
CITy OB 00K1a008, OUCKYCCUSL HA
cemMuHape, KOHMpOoIbHbLE
80NPOCH
4 CocraB kaapoBoii 5 |2 6 18 | Konmponvnas paboma Ne
JTOKYMEHTAI[HH. 1,
JIOKYMEHTHpOBAHHE 3acnywusanue 00k1a00s,
OucCKyccusi Ha cemunape,
TPYAOBBIX
. KOHMPOJIbHblEe BONPOCHL
OTHOIIICHHH.
5 VYyer nuuHOrO 5 |2 2 18 | Ilposepka domawinux
COCTAaBa. 3a0a7—tuﬁ, sacnyumusarue
00K1a008, OUCKYCCUsL HA
cemMuHape, KOHmpobHble
60NPOCHL
6 Opranu3zanus 5 |2 4 30 | Konmponvnasa paboma Ne
paboThI ¢ 2
KaPOBBIMH 3acaywusanue 00k1a008,
OuUcCKyccusi Ha cemunape,
JOKYMEHTaMHU
KOHMPOJIbHble B0NPOCHL
7 DKk3amMeH 5 18 HUmoeosas konmponvras
paboma
HUTOI'O: 12 120 18 | 102
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Cmpykmypa oucyuniunst 0151 3a04HOU hoOpMblL 00YyUeHUA

Obwas  mpyooemxkocmv  oucyuniunvl cocmaeisem 4 3.e., 152 u., 6 mom uucie
KOHmakmuas paboma oobyuarowuxcs ¢ npenooagamenem 16 u., camocmosmenvnas paboma
ooyuarowuxcs 127 y., koumpons — 9 u.

Bunet yueGHoit paboThI Dopmbl meKyuie2o
Pazoen (B yacax) KOHmMponsn
Ne Hucuunnunst ycneeaemocmu (no
n/n N Heodenam cemecmpa)
§ Dopma
V KOHTaKTHasA «
s > —1 3 RPOMENHCYMOUHOIL
S 2 2 = = 5w
O | . o |E|EBF|EE ammecmayuu (no
< o =R
=S| £ |2E|2EKR 5| 2% cemecmpam)
3 z |ES|2ZLE | 2=
= O 5 5|3 ol = =
s |8 B3 |S
= = H oz
1 BBenenue 5 1 5 Cobeceoosanue
2 PermamenTarus 5 |1 2 20 | IIposepra domauirux
JTOKYMEHTUPOBAHHUSI 3a0anutl, 3aCIYUUBAHUE
KaJpoBOI 00K1A008, OUCKYCCUSL HA
JESITeIIbHOCTH U cemuHape,
paboThI ¢ KOHMPOJIbHbIE B0NPOCHL
KaJIpOBBIMHU
JTOKYMCHTaMHU
3 Opranuzanus 5 |1 2 20 | IIposepxa oomauinux
paboThI KaIPpOBOI 3aA0aHUl, 3aCYUUBAHUE
CITY OB 00K1A008, OUCKYCCUSL HA
6 cemunape, KOHMpObHble
80NPOCHL
4 CocTaB kaapoBoii 5 |1 2 20 | Kommponvuas paboma Ne
JIOKyMEHTALUH. 1,
JIOKYMEHTHPOBAHIE 3acnywusanue 00k1aoos,
6 OUCKYCCUsl HA ceMuHape,
TPYAOBBIX
. KOHMPOJIbHbIE B0NPOCHL
OTHOIIICHHH.
5 Y4er au4HOTO 5 |1 20 | IIposepra domauirux
COCTABA. 3a0anutl, 3aCIYUUBAHUE
6 2 00K11a008, OUCKYCCUsL HA
cemunape, KOHmpOJibHble
80NPOCYL
6 Opranuzanus 5 |1 17 | Koumponvnasa paboma Ne
paboTsI ¢ 2
KanpOBBIMHU 6 2 5 3acaywusanue 0oxnados,
OucCKyccus Ha cemunape,
JOKYMEHTaMHU
KOHMPOJIbHbIE B0NPOCHL
7 DKk3amMeH 6 9 20 | Amoecosas koumponvHas
paboma
UTOI'O: 6 10 9 127
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2. ObpazoBarenbHble TexHOJIOoTHUH (K 1.4 Ha 2020 T.)

B niepro BpeMEHHOTO PUOCTAHOBIICHHSI MIOCEIICHUS 00YJaOIIUMUCS TTIOMEIIICHUH 1
teppuropun PI'TY. m1st opranu3anmu y4eOHOro mpoiiecca ¢ IpUMEHEHHUEM JICKTPOHHOTO
O6yquH$I U JTUCTAHIINOHHBIX 06pa30BaTeJIbHBIX TEXHOJIOTUH MOT'YT GBITB HCITIOJIB30BAaHbI
cieayrone 00pa3oBaTeIbHbIC TEXHOJIOTHH:

— BUJICO-JICKIIHH,

— OHJIAHH-JIEKIIUH B PEKUME PEaIbHOTO BPEMEHH,

— DJIGKTPOHHBIC YUCOHUKHU, YUeOHBIC MOCOOUS, HAYYHBIC H3AAHUS B AJICKTPOHHOM BHJIC U
JOCTYTI K MHBIM 3JICKTPOHHBIM 00pa30BaTeIIbHBIM Pecypcam;

— CUCTCEMBI IJI 3JICKTPOHHOT'O TCCTHUPOBAHUS;

— KOHCYJIBTAIIUHU C UCTIOJIh30BAHUEM TEICKOMMYHUKAITMOHHBIX CPEJICTB.

3. lepeuens B u UCC (x n. 6.2 na 2020 1.)

Ner HanmenoBanue
/11

1 | MexnyHapoansle pedepaTuBHbIE HaykoMeTpudeckue bJl, mocTymHbie B pamKkax
HaroHaJILHOU moanucku B 2020 r.

Web of Science

Scopus

2 | Ilpodeccuonanbubie momHoTekcToBbIe B/I, MocTynHbIE B paMKax HallMOHAIBHOM
nonamnucku B 2020 .

Kypuansr Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypuansr Taylor and Francis

3 | [Ipodeccrnonanbubie MOTHOTEKCTOBBIC B]]

JSTOR
W3anus 1Mo o0IIeCTBEHHBIM U T'yMAaHUTAPHBIM HAyKaM
DnextponHas 6ubnmmorexa Grebennikon.ru

4 | KoMmmnbploTepHbIE€ CIIPAaBOYHBIE TIPABOBBIE CHCTEMBI
Koncynprant [Iroc,
I'apanT

4. CocraB nporpammuoro obecrneuenus (I10) (x m. 7 va 2020 r.)

Crioco6 pacripocTpaHeHUs
Nerr/m Haumenosanue I10 [IpounzBoaurens (ruyenszuonnoe unu c60600H0
PACnpoCmpansiemoe)
1 Microsoft Office 2016 Microsoft JIMIEH3UOHHOE
2 Windows 10 Pro Microsoft JIUIIEH3HOHHOE
3 Zoom Zoom JIMIIEH3UOHHOE




