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

C KaJIpOBOM JIOKYMEHTALIUECH.

3ajaun JUCHUILIMHBI COCTOSIT B CJIEIYIOIIEM:

. CdopmupoBaTh y CTyJI€HTa KOMIIETEHIIUH, TO3BOJISIONIUE €My BBHITIOTHATH BECh
KOMILJIEKC paboT 10 KaJIpOBOMY JI€TIOIPOU3BOJICTBY;

. CdopmupoBaTh y HETO KOMILIEKCHOE MPEACTABICHUE O CUCTEME JOKYMEHTAIUH 110

JIMYHOMY COCTaBY;

. Hate nipeactaBieHne o0 ypoBHE perjaMeHTaIlliyd KaJpOBOTO JICJIONMPOU3BOJICTBA B
PD;

° Hayuuth cTyneHta cocTaBisiTh U OGOPMISTH OpPraHHU3AI[MOHHBIE KaJpPOBBIC
JIOKYMEHTHI,

° HayuuTh cTyneHTa JOKYMEHTHPOBATh OCHOBHBIE KaJpOBBIE TMPOLEIyphl B

COOTBCTCTBHHU C Tpe6OBaHI/I5{MI/I 3aKOHOJaTCJ/IbCTBA,

L4 Hay‘lI/ITB CTYACHTa OpIraHU30BbIBATH pa60Ty KaHpOBOﬁ CJ'Iy>K6BI, COCTaBJIATH
JIOKAJIbHBIC HOPMATHUBHBIC AKThI, PECTJIAMCHTHUPYIOIIUC €€ ACATCIIbHOCTD.

L4 O6y‘II/ITb OCHOBHBIM  TCXHOJIOTHYCCKHM  IIpUCMaM  ACJIOIIPOU3BOACTBCHHBIX

OHepaHHﬁ, OopraHu3alvv XpaHCHUA KaHpOBOﬁ AOKYMCHTAIIUH.

1.2. IlepeyeHb  MJIAHUPYEMBIX  pe3yJbTaTOB  OO0y4YeHHS MO  JUCIHILIUHE,

COOTHECCHHBIX ¢ HHAUKATOPAMHU JO0CTUKCHUS KOMIIeTEeHIIHIi

B pesynpraTe OCBOEHHS AHUCHUUIUIMHBI OO0ydYarolMics JOJDKEH JIEMOHCTPUPOBATH

CIIeTyIOIINE Pe3yIbTaThl 00pa30BaHUS:

Komnerennus WNHnukaTopsl Pe3ynbTarsl 00yueHus
(Ko ¥ HAMMEHOBAHUE) KOMIIETCHIIUH
(K01 ¥ HANMEHOBAHUE)
OIIK-4 - Cnocobnocts | OIIK-4 .2 - CnocoOHOCTh | 3HATB:
MPUMCHSITh COBPEMEHHBIC | BECTH JIOKYMEHTAIIMOHHOE | - HOPMAaTHBHO-TIPABOBYIO  0a3y
TEXHOJIOTHH u METO/IbI | CONTPOBOXICHUE KaJ[pOBOTO JIETIOTIPOM3BOJICTBA B
OTIEpaTUBHOTO  YIPABJICHUS | yrpaBjieHHs TepcoHaioM | Poccuiickoii denepanmm;
MIEPCOHAIIOM, BECTH | W YUeT IepcoHana - TOpSAOK TNPUMEHEHUS HOpM
JIOKYMEHTAI[MOHHOE TPYIOBOTO TpaBa, - COCTaB W
COTPOBOXKACHHUE U yUET MOPSIOK COCTaBIICHUS u
IIPUMEHEHNUS KaJIpOBO
JIOKYMEHTAIUU B




YIIPaBICHYECKOU IEATEIBHOCTH;
-paBwiIa paboThl C KaApOBOH
JIOKYMEHTALUEN, OpraHu3aluu €e
MOJTIyYEHUS U TIepeslavu;

Ymern:

- paboTaTh C MPaBOBHIMHU AKTaMH,
PErIaMeHTHPYIOIIMMHA  BOIIPOCHI
JIOKyMEHTUPOBAHUSI  TPYAOBBIX
OTHOIIEHMH U paboTel ¢
KaJIpOBBIMH JIOKYMEHTAMHU;

- ONpeneNiaTh IO HOPMATUBHOU
06aze cocraB O00s3aTENBHBIX H
YCIIOBHO-00513aTEJIbHBIX
JIOKYMEHTOB,

-MOATrOTaBIUBaTh W  O(QOPMIIATH
KaJpOBYI0  JOKyYMEHTalus B
COOTBETCTBUM C  IPaBOBBIMU
aktamu P®;

- COCTaBJISITh OPIraHU3ALIMOHHBIE,
MH(OPMaLMOHHO-CIIPABOYHEIE,
pacrnopsiAMTENbHbIE  JJOKYMEHTBI
KaJI[pOBOH CITyKOBI;
-OpraHu30BbIBATh
B3aMMOJICHCTBHE  CTPYKTYpPHBIX
MOJPa3ICICHU U JOJKHOCTHBIX
JUI] OpraHu3aluud Tpu padboTe c
KaJIpOBOM TOKYMEHTALIUEH;

- TOTOBUTH JOKYMEHTBHI,
perynupymoine TPY/JIOBBIE
OTHOILIEHUS ¢ paOOTHUKAMHU
Baanern:

- HaBbIKAMH aHallM3a MpPaBBIX
aKTOB, BBISBJICHUS HEOOXOAMMOMN
pernaMeHTHpYIOIIEn
uH(popManuu 0
JOKYMEHTUPOBAHUM  TPYAOBBIX
OTHOIIEHUH U paboTe ¢ KaJpoBOH

JIOKyMEHTaluEeH;
- HaBBIKAMHU COCTaBJICHHS,
corjlacoBaHMms, YTBEPKACHUS,

oA CaHusA O3HAKOMJICHHUA C
JAOKYMCHTaMU 10 JIMYHOMY

COCTaBy;

- Haseikamu COCTaBJICHHS
paSJ’II/I‘IHLIX BHUI0B Ka]IpOBBIX
JIOKYMEHTOB,

-HaBbIKaMH BHereHI/IH
JOKYMEHTAllMU 10  JIUYHOMY
COCTaBy nu JIOKAJIBbHBIX

HOPMATUBHBIX aKTOB.




1.3.  Mecrto mucuumiInHbl (MOAyJisl) B CTPYKTYpe OCHOBHOI 00pa3oBaTe/bHOI MporpaMMbl

HucuuiumHa «AamuHuctpupoBanue HR-mporeccoB» BritoyeHa B 0a3oByl0 4YacTh

IpoeCCHOHATIBPHOIO LUKJIAa AMCUUIUIMH Y4eOHOro IUIaHa [0 HANpaBJICHUIO IOATOTOBKU
«YTIpaBJICHHUE IEPCOHATIOM.

Jlis OCBOGHUWSI JMCHUILIMHBI HEOOXOIMMBI KOMIIETCHIIUH, CPOPMHUPOBAHHBIC B XOJC
HU3YyUYCHUA CIACAYIOIIHUX JUCHUIIINH U MPOXOKIACHUA IMPAKTHUK: OCHOBBI YHpaBJICHUA
nepcoHasioMm, Kaaposas noiauTtuka u KaIpoBoe IUTaHUpOBaHue, TpyaoBoe Ipaso.

B pesynpTare OCBOCHMsS JIUCHMIUIMHBI (MOAyJs) (OPMHUPYIOTCS KOMIIETEHIUH,
HEOOXOJUMBIE Uil M3YyUEHUsS CIEAYIOLUX TUCHMIUIMH (MOAYJIEH) M MPOXOXKIACHUS IMPaKTHK:
ynpasieHue nepcoHanoM, Crannaptusaunus u ceprudukanus nepconana, IIpodeccnonanshsie

CTaHAApPThI B YIIPABJICHHUU IIEPCOHAIOM.

2. CTpyKTYpa AMCUUILIMHBI
O61mas TpyA0EMKOCTh AUCLIHUILIMHBI cOCTaBIsAeT 3 3.€., 108 akagemuueckux vaca (oB).
CTpyKTypa AUCHUIIMHBI V11 04HOH ()OPMBI 00yUeHH S

O0beM TUCHUIUIMHBI B (popME KOHTAKTHOM pabOThl OOYYArOMIMXCS C MEIaroru4eCKUMHU
paboTHUKaMU W (W) JTUIAMH, TPUBIEKaeMbIMH K pead3aiiu 00pa30BaTeIbHONW MPOrpamMMbl
Ha WHBIX YCJIIOBUSAX, P MPOBEICHUN YUCOHBIX 3aHITHIA:

Cemectp | Tun y4ueOHBIX 3aHATHI KonunuectBo
4acoB
6 Jlexun 18
6 CeMuHapBI/T1a00PATOPHBIE PAOOTHI 24
Bceero: 42

O6beM TuctMIIMHbL (MOyJIs) B (hopMeE caMOCTOSTEIbHON paboThl 00yYaromuxcs
cocTaBiiseT 48 akaJeMUUYECKUX 4aca(oB).

CTpyKTypa AUCHUIIMHBI IJIS1 04HO-3204HOI (POPMBbI 00yUeHUsI

O0beMm JUCHUIIIINHBI B (bopMe KOHTaKTHOM Da6OTBI 06y‘{aIOIJ_II/IXC$I C NICaAarornt4CCKuMu
pa6OTHI/IKaMI/I n (I/IJ'II/I) JIMIaMH, IIPUBJICKAEMBIMHU K pCaJin3allun 06pa3013aTenLH0171 porpamMmaI
Ha UHBIX YCJIOBUAX, IIPU ITPOBCACHUN yLIe6HBIX 3aHATHH:

Cemectp | Tun ydueOHBIX 3aHATHI Konuaectso
JacoB
6 Jlexun 8
6 CemuHapbl/T1a00paTOpHBIE PAOOTHI 16
Bcero: 24

O0beM TUCHUIIIMHBL (MOJTyJis) B hOpMe CaMOCTOSITENIbHON paboThl 00YYAIOIIUXCS
cocTaBisieT 66 akaJeMUYECKUX Jaca(oB).




3. Conep:xaHue TUCHUTLTHHBI

HaunmenoBanue pa3zjaena
JUCHHUILIHHBI

Conep:xanue

BBeneunue

IIpenmer, 3amaun, coaepkaHHME Kypca.
XapakTepucTUKa COBPEMEHHOM CHUCTEMbI KaJpOBOM
JNOKyMeHTanuu.  B3aumocBs3b MIPOLIECCOB
YIPaBJICHUS NIEPCOHAJIOM C COCTABOM U MOPSAKOM
(dhopMupoBaHHUs CHUCTEMbl JIOKYMEHTALIUM IO
JMYHOMY cocTaBy. MecTto Kypca cpenu Apyrux
HAyYHBIX AUCUMIUIUH. VICTOUHUKHN U3y4YeHUS Kypca.
3aKOHO/IAaTEIbHbIE U HOPMATUBHO-IIPABOBBIE AKTBHI,
HOPMaTHUBHO-METOINYECKUE JTIOKYMEHTHI.

OteuecTBeHHas uCTOpHOrpadus.

Pernamenranus
JIOKYMEHTHPOBaHUS KaJIpOBOM
NEeSITeTLHOCTH U PabOTHI C
KaJJpOBBIMH JIOKYMEHTaMH.

3aKoHOJATeNbHbIE I HOPMAaTUBHO-TIPABOBBIE
aKTBI.
TpynoBoii koxekc Poccuiickont ®enepauun

KaK OCHOBOM IIPAaBOBOM aKT, OIIPEAEISIOIIMN COCTaB
U TOpSIOK O(OpMIIEHUS JIOKyMEHTOB 1o
YCTAaHOBJICHUIO TPYIOBBIX OTHOIICHHUH U TPYAOBOM
NeSTEIbHOCTH PabOTHHKA. 3aKOHOJATEJIbHBIE aKThI
Poccum o AOKYMCHTUPOBAHUH OTACIBbHBIX CTOPOH
TPYZAOBON JEATENBHOCTH  PAa3JIMYHBIX KAaTErOpHil
paOOTHUKOB. 3aKOHOJATENIbHbIE AaKThl CYOBEKTOB
Poccuiickoit  ®Pepepanmu, VYkasel Ilpesnnenra,
ITocTtanoBiaeHUsT © pacCops>KEHUA IMPaBUTCIILCTBA

Poccuiickoii enepanuu.
HopmaTuBHO-METOIUYECKUE TOKYMEHTHI .

KpanuduxanroHHslit CIIPAaBOYHHUK u
npodeccuoHalbHble CTaHAAPThl, KaK OCHOBHBIE
HOPMAaTUBHBIE JOKYMEHTBI, PErJIAMEHTHPYIOLINE
TpeOOBaHUS K KBaJIM(UKAILMK, 3HAHUSIM U YMEHUAM

pabotHHKOB. OOmepoccuiickue KJIacCH(PHUKATOPHI




8

TEXHUKO-D)KOHOMHYECKON u COLMAIIBHOU
nHpOpMaINH, YCTAHABIUBAIOIIME COCTAB U MOPSIOK
3aMOJTHEHUS KaJIPOBBIX JTOKYMEHTOB.

TunoBble TMepeyHH U CPOKH XpPaHEHHS
JIOKyMEHTAIUU o JUYHOMY COCTaBy.
PerynupoBanue opranuzanuyu apXuBHOTO XpaHEHUS
JOKYMEHTallud [0  JMYHOMY  COCTaBy B
HOPMAaTUBHO-METOJAMYECKUX TOKyMeHTax PO.

PazpaboTku l'ockomcrara P® o
yHU(UKaIIN bopm NIEPBUYHON Y4ETHOI

JIOKyMEHTAITUH.

Opranusanust padoThl KaJIJpOBOM

CITyKObI

CTpyKTYpBI KaIpOBBIX CITy:K0. UnCIICHHBIHI
U JODKHOCTHOW cocTtaB ciyObl. Hopmartusel
BpPEMEHU Ha pabOTHI [0 yUeTy KaapoB.

3amaun U (QYHKOMKA KaJpPOBOH  CITY>KOBI.
[lonoxxenne 00 oraene KajapoB (yHpaBieHUH,
JiernapTaMeHTe U Jp.), KAK OCHOBHOW HOpPMAaTHUBHBIN
JOKYMEHT 1o OIIPEEIICHUIO CTPYKTYPBHI,
YHUCJIEHHOCTH, BUJOB pabOT 3TOro MOApa3AeieHHUs.
[Topsimok  pa3paboTku, cocTaB uUHMOpPMAIUKU U
CTPYKTypa TEKCTa IOJIOKEHUs. 3aKpeIUICHUE IIpas,
OTBETCTBEHHOCTH, B3aMMOCBS3€H OT/IEIa KaJApOB.

JIOJKHOCTHBIE MHCTPYKIIMM, KaK OCHOBHOM
MpaBOBOM  aKT, OTIpE/IETSIONMI  MPaBOBOE
MOJIOKEHHE PpAOOTHUKOB KaJpoOBOH CIIy’KObl U
OpraHM3aluio ux Tpyna. HasHaueHue nOIKHOCTHBIX
MHCTPYKIHUH.

NHucTpykuns o KaJpOBOMY
JIEJIONPOU3BOJCTBY, KaK OCHOBHOM HWHCTPYMEHT
NOBBIIEHUST 3(P(HEKTUBHOCTH PAaOOTHI  KaJAPOBBIX
o/ipa3iesieHui B chepe KaJIpOBOT'O
JIeJIONPOU3BOICTBA.

Pernamenramnust paboThl € MEPCOHAJIOM B

JIOKaJIBbHBIX HOPMATUBHBIX aKTax n




OpraHU3alMOHHBIX JNOKyMEHTaxX (ycraB
OpraHu3alyy, I[PaBUIa BHYTPEHHETO TPYIOBOIO
pacnopsika, IOJIOXKEHUE O NMEPCOHAIbHBIX JaHHBIX,

KOJUIEKTUBHBIN JIOTOBOP U JIp.).

CocraB KajpoBOH JOKYMEHTAIUH.
JIOKyMEHTHpOBaHHE TPYAOBBIX

OTHOIIIEHUH.

XapakTepucruka CUCTEMBI KaJIpOBOM
JOKYMEHTallUk, €€ COOTBETCTBHE  OCHOBHBIM
3ajadaM 1o 1noadopy, yu4eTy U pacCTaHOBKE KaJpOB.
OOs3arenbHas U yCIOBHO-00s3aTeNbHAST KaJpoBast
JTOKYMEHTAIHSL.

OpraHu3anuoOHHbBIE JIOKYMEHTBl — IITaTHOE
pacnucaHue, CTPYKTypa M LITaTHas YUCIEHHOCTb,
rpauK OTIIyCKOB.

PacnopsinuTensHble TOKYMEHTBI — IMPHKAa3bl
(pacnopsixeHHs) MO JUYHOMY cocTaBy. OOrmiue
TpeOoBaHUs K 0)OPMIICHUIO U CPOKAM IOJATOTOBKH.

HudopMannoHHO-CIIpaBOYHbBIE JOKYMEHTHI —
3asBIICHUS, NPEACTABICHUS, YBEIOMIICHUS, AaKTHI,
JIOKJIa/IHbIE U OOBSICHUTEIbHBIE 3aIMCKH.

VYdeTHble GOPMBI M UX Ha3HAUYEHUE.

IIpuem pabGotHukoB Ha paboty. Cocras
MEPCOHATBHBIX JOKYMEHTOB paboTHUKa,
MIPEJCTABISAEMbIX paboToaarento ISt
YCTaHOBJICHUS TPYIAOBBIX OTHOLICHWH. Tpynosou
JOTOBOp -  3aKOHOAATENbHOE  3aKperuieHHe
TpeOOBaHUH K CTPYKTYpe TEKCTa, TOPSIKY
coctaBieHuss U  odopmienus. IloaroroBka u
odopmiieHrne TIPUKa30B (pacTlopsKeHUN) O TmpueMe
Ha paboTy. AHKETHI, aBTOOHOrpaduu, pe3romMe u Jp.
JOKYMEHTHI, 3aIl0JTHsIEMbIe IIPH TIpUeMe Ha padoTy.
BHecenue cBeieHUi B TPyAOBYIO KHIKKY U JTMYHYIO

KapTO4Ky pabOTHUKA.

HOKYMQHTI/IpOBaHI/IG JABUXKECHU S KaJapoB.

Buner nepeBogoB. CocTaB W MOPANOK H3JaHUS
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JOKYMEHTOB, O0(OPMIISIOLINX MPOLEAYPY MepeBoa.
Coneprxanue, MOpsAAOK MOATOTOBKH M O(opMiIeHus
MIPUKA30B (pacriopskeHUH ) 0 nepeBoic
COTPYAHUKOB. JlOKyMEHTBI-OCHOBAaHHUSI K TPUKa3aM

0 TIepeBoIC.

Bunst ortmyckoB. Ilopsnok  odopmienus
€KErOTHOT0 OYEPEJHOr0 OIUIAYMBAEMOI0 OTILyCKa.
I'paduk oTHyckoB, cocTaB, COAEp)KaHUE, MOPSAIOK
IIOATOTOBKH 51 oopmienus IIPUKA30B
(pacnopsixeHuit) o IIPEIOCTABIIEHUN OTIIYCKa.
Ilopsanox  mepeHoca  ormycka.  JlOKyMEHTHI-

OCHOBAHMA K IIpHUKa3aM 00 OTITyCKax.

[Topsimox odopmieHHs KOMaHIUPOBOK —
COCTaB JIOKYMEHTOB, oG opMIISIFOIINX
KOMaHJIMpOBaHHE pabOTHHKA, COJIEpKAHHE H

IOPAAO0K IMOATOTOBKHU ITPpHKa3a O KOMaHIHUPOBKE.

Bunel nooumpenuii. CopepxaHue, NOPALOK
MIOATOTOBKH U oopmienus IIPUKA30B
(pacmiopspkeHHid) O MOOUIpEeHHH  pabOTHHKA.

I[OKYMGHTLI'OCHOBaHI/IH K IIpUKa3aM O IMOOHIPCHUH.

Buner JUCLIUTUIMHAPHBIX B3bICKaHUI.
Copepxanue, MOPsIOK MOATOTOBKH U O(POPMIICHHUS
MIPUKA30B (pacnopsiKeHHi) 0 B3BICKaHUU.
JIOKYMEHTBI-OCHOBAaHHS K IPUKa3aM O HaJOKEHUU
JUCLUUIUIMHAPHOTO B3bICKaHUA. AKTbI 00 OTKa3bl

JaBaThb 00BSICHEHUS B 3HAKOMUTLCS C IMPUKA30M.

Ilopsamok  mpoBeneHus aTTecTaluu
paboTHuKOB B opranuzanuu. CocTaB JOKYMEHTOB,
oopmisromux npouenypy. Conepxkanue, mopsiaoK
MOJITOTOBKH " oopMIIeHUS MPUKa30B

(pacmiopsixeHuit) 00 aTTeCTaIUH.

[Topsanox YBOJIbHEHUS pabOTHUKOB.

OcHoBaHusA YBOJIbHCHUA pa60THI/IKOB. CocraB
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JOKYMEHTOB, oopmitsTrOIIINX nporenypy.
Coneprxanue, MOpsAAOK MOATOTOBKH M O(opMiIeHus
npuka3oB  (pacmopsbkeHuil) 00  YBOJbHEHUHU.
JIOKyMEHTBI-OCHOBAHHUS K prUKa3am 00

YBOJIbHCHUH.

VYyeT 1uyHOrO cocrasa.

Bunbl  yueTHbIX  JAOKYMEHTOB. JInunas
KapTouka pabotHuka (dopma T-2): cocraB

I/IH(bOpMaI_[I/II/I, IMOPAAOK 3aIllOJIHEHUA U BEACHUS.

HopmatuBHasgs u npaBoBas periiaMeHTalUs
nopsiika BeAeHUA IWYHBIX Jen. OdopmieHue u
BeJICHWE JMYHBIX Jen paboTHukoB. CoctaB u
[IOCJIEI0BATEIBLHOCTD PACIIONOKEHUSA JOKYMEHTOB B

JIMYHOM JICJIC.

TpynoBast ~ KHW)KKa  pabOTHHKA  Kak
OCHOBHOI JOKYMEHT O TPYZOBOH NEATEIbHOCTH U
TPyZAOBOM cTaxke  paboTHuka. Od¢opmieHue Hu
BEJICHUE TPYAOBBIX KHWKEK M BKJIAIBIIIEH K HUM.
[Mopsimox Bbmaum ayOnMKaTta TPYAOBOW KHHKKH.
Yyer U XpaHEHHE TPYAOBBIX KHHUXKEK B
opranuzaiu. OTBETCTBEHHOCTh paloToparens 3a

XPaHCHHUEC U 3aITOJJHCHUC TPYJOBBIX KHUKCK.

Opranu3anust paboThl ¢ KaJpOBBIMU

JAOKYMCHTaMU

Perucrpamusi ~ TOKYMEHTOB TIO JINYHOMY
coctaBy. [IpaBuia perucTpanuu U UHACKCUPOBAHUS
KaJpOBBIX JIOKyMEHTOB. Perucrpannonssie (GpopMsl
(TpagMUMOHHBIE M aBTOMaTu3MpoBaHHbIE). CocTaB
PEKBHU3UTOB (IOJIEH) U PErucTpaluul pasiInyHbIX

BUJ0OB JOKYMCHTOB U MMOPAAOK HUX 3aIIOJTHCHUS.

Cucremaru3zanus U OINEpPATUBHOE XpaHEHUE
JOKYMEHTOB IO JUYHOMY cocTaBy. OCOOEHHOCTH
dbopmMupoBaHus B Jelia JOKYMEHTOB MO JMYHOMY
COCTaBYy. IIpaBuna CUCTEeMaTU3alun
pPacCHOPSANTENBHBIX JOKYMEHTOB, YUYETHBIX (opM,

TPYAOBBIX KHHKCK. CI/ICTeMaTI/ISaIII/IH H XpaHCHUC
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ILOKYMGHTOB-OCHOBaHI/Iﬁ K IIpUKa3aM.

Homenknarypa nen KaapoBOH  CITyKOBI.
[Topsitok MOATrOTOBKH, COCTaBIICHUS U O(OPMIICHUS.
[IpumepHas HOMEHKJIATypa A€l KaJpOBOH CIykOBbI.

[Tepexonsmue nena.

Cpoku XpaHEHHUS KaJpOBbIX JOKYMEHTOB.

HO,Z[FOTOBKa JOKYMCHTOB K C1a4€ B apXHUB.

OkcnepTusa LIECHHOCTH JIOKYMEHTOB
KaJIpOBOM CIIy>KObl, €6 HOPMaTHUBHO-METOUYECKas

OCHOBa, OpraHu3anuda U NOopAAO0K HPOBCACHUA.

CocTaB JOKYMEHTOB KaJpOBOil CIIyXkOBbI,
MOANISKAIUX Tepefjaue B  apXUuB. [TpaBuna
MOATOTOBKH JOKYMEHTOB MO JUYHOMY COCTaBy K
nepefgadye B apxuB opranuzaiuu. CocTaBlieHHE U
opopMIICHHE OMHUCH JOKYMEHTOB 10 JHYHOMY
cocraBy. llopsaok yHUYTOXKEHHS ITOKYMEHTOB C

HCTCKIIMMH CPOKAMHU XPAHCHHA.

4. OOpa3oBaTe/ibHbI€ TEXHOJIOTHHU

Ne | Haumenosanue pazoena |Buowt yueonoit pabomot| Odpazosamenvrvlie mexnoaocuu
n/n
1 2 3 5
1 |BBenenue Jlexyus 1. Beoounas nexyus
CamocmosmenvHas
Kouncynomuposanue
aboma
2 |PernameHnTanus Jlexyus 2. Jlexyus ¢ npumeneHuem caauo-

JIOKYMEHTHUPOBaHUs KaJIpOBOM
JIeSATeTLHOCTH U pabOTHI C
KaJIpOBBIMH IOKYMEHTaMHU

Cemunapckoe 3ansamue
Nel

CamocmosmenvHas

npoekmopa

3anamue ¢ npumenenuem
pazoamounoco mamepuana
(Tpyooeoii kodekc, 8b10epIHCKU U3
npagoewix aKmos)

Kouncynomuposanue
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aboma

Opranu3zanusi paboThl
KaJ[pOBOH CITy)KOBI

Jlexyus 3.

Cemunapckoe 3auamue
Ne2

Jlexyus ¢ npumenenuem caauo-
npoexmopa, OUCKYCCUsl

3auamue ¢ npumenenuem
pazoamoyHo2o mamepuana
(8bl0epIHCKU U3 NPABOBBIX AKMOS,
mamepuanvl 0en0601l uepvl — Kelic-
Memoo)

Camocmosmenvhas Kouncynomuposanue
paboma
CocraB kaapoBoi Jlexyus 4. IIpobremnas nexkyus ¢

JIOKYMEHTAIUU.
JlokyMeHTupOBaHue
TPYIOBBIX OTHOILLIECHUIA.

Cemunapckue 3ansamus
Ne3-7

npuMeHeHueM Clano-npoeKmopa

3ansamue ¢ npumenenuem
pazoamounoeo mamepuana
(6b10€pIHCKU U3 NPABOBHIX AKMNOS,
mamepuansl 0e10801 uepvl — Kelic-
Memoa)

Camocmosmenvhast Koncynemuposanue
aboma
Vder TUYHOIO COCTaBa. Jlexyus 5. Jlexyus, ouckyccus

Cemunapckoe 3ansamue
No§

3auamue ¢ npumenenuem
pazoamoyHo2o mamepuana
(8b10epIAHCKU U3 NPABOBBIX AKMOS,
Mamepuansl 0esl0801 Uepbl — Kelic-
Memoo)

CamocmoamenvHas Koucynomuposanue
aboma
Opranuzanus padboTsI ¢ Jlexyus 6 Jlexyust ¢ paz6opom KOHKPEmHbIX

KaZApOBBIMH JOKYMCHTaMU

CeMMHapCKOe 3aHAnmue

Ne9

Camocmosmenvuas
\paboma

cumyayuu

3anamue c npumenenuem
pazoamounoco mamepuana
(8b10€epoicKU U3 NPABOBHIX AKMNOE,
mamepuanvl 0e1080t uepvl — Kelic-
Memoo)

Kouncynomuposanue

B mepuoa BpeMeHHOTO MPUOCTAHOBJICHUS MTOCEIICHHS 00yJarOIIMMUCS TTOMEIICHUH 1
tepputopuu PI'TY. nns opranuzanuu yueOHOTO npoiiecca ¢ MpUMEHEHUEM 3JIEKTPOHHOTO
06yquH51 N JUCTAHIIMOHHBIX 06p330BaT €JILHBIX TEXHOJIOTHI MOTYT OBLITH HCIOJIL30BaHbI
cienyroue 00pa3oBaTesIbHbIE TEXHOJIOTHH:
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— BUJICO-JIEKIINN;
— OHJIAIH-JIEKLIUU B PEKUME PEabHOIO BPEMEHH;

— 3JICKTPOHHbIE YUeOHUKH, YdeOHbIEe TTOCOOHS, HAYYHBIC M3/IaHUS B 3JIEKTPOHHOM BUJE U IOCTYI
K MHBIM 3JICKTPOHHBIM 00pa30BaTEIbHBIM PECypcam;

— CUCTCMBI AJId 3JICKTPOHHOI'O TCCTUPOBAHUA,

— KOHCYJIbTallUH C UCIIOJIb30BAHHUEM TCICKOMMYHUKAIMOHHBIX CPCACTB.

5. Ouenka JIaHUPYeEMbIX Pe3yJbTATOB 00yUYeHU s

5.1. CucTeMa oleHUBAHU A

Texymumii KOHTPOJIb OCYLIECTBISETCA B BUJE OLIEHOK KOHTPOJBHBIX Pa0dOT U 3a7aHUi Ha
ceMUHapckux 3aHATUsX. KoHTposibHas pabora Nel BbISBiISIET 3HaHHE cOCTaBa M TMOpPSAKa
odopmIIeHHs JOKYMEHTOB B X0JI€ OCHOBHBIX KaJIPOBBIX IPOIEIYp, U olleHuBaetcs 10 10 6amos,
KOHTpoOJbHas paboTta Ne 2 mokasbIBaeT 3HaHUS CTYJIEHTOB I10 BOIPOCAM OpraHM3aluu paboThl ¢
KaJpOBOM JOKyMEHTAllMed U BBIABISET TOTOBHOCTh CTYJIEHTOB K IIpakTU4YecKod pabore,
oueHuBaerca 10 20 OamwioB. MakcuMaibHas OLIEHKa KaXKIOrO0 CEMHHAPCKOIO 3aHATHS — O
OaynoB. [IpoMexyTOuHbBII KOHTPOJIb 3HAHWW HPOBOAUTCS B (OpPME UTOrOBOM KOHTPOJILHOM
paboThl, BKIIIOYAOIEH TeOpeTHUECKUE BOIIPOCH! U MPAKTUUECKOE 3aJaHKe, U oleHuBaercs 10 40
6asu10B.

B pesynbraTe TEKyLero U NpOMEXKYTOUHOTO KOHTPOJS 3HAHUM CTYAEHTHI IMOJIy4aroT

COOTBCTCTBYIOIITYIO OLICHKY 3a OK3aMCH.

Dopma konmpona Makc. Konuuecmeo 6a1106
3a oony pabomy,  Bceeco
Tekymuii KOHTPOIIb:

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

- Konrponbnas pabora Ne2 (Temsl 5- 10 6annos 10 6annos
6)

- ceMUHapcKue 3aaanus (Tembl 2-6) 5 bannos 30 6annos
[IpomexyTouHast aTTecTarnys 40 6annos
(3a4er c OlEHKO)

Hroro 3a cemecTp (ANCIUTLITHHY) 100 6annos

O1eHKa «yZ0BJIETBOPUTEIIbHOY» BBICTaBIIsIETCS 00OyyJarolemycsi, Habpasiiemy oT 50 10 67
6ayu10B 6aJlIOB, OIIEHKAa «XOPOLIO» BBICTaBIsIETCs oOydaroliemycsi, HabpaBiemy ot 68 g0 82

0aJIoB, OLIEHKA «OTJIMYHO» BBICTaBisieTcs oOydaroniemycsi, Habpasuiemy ot 83 no 100 6amios,
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c(OpMHUPOBAHHBIX B pe3yJbTaTe CyMMHPOBAHUS OAJJIOB, OJYyUYEHHBIX MPH TEKYIIEM KOHTpOJIE
U NIPOMEXYTOUYHOH aTTectanuu. [lomydeHHbIN COBOKYIHBIN pe3yabTar (MakcumyM 100 Gaisios)
KOHBEPTUPYETCSA B TPAAMLMOHHYIO LKAy OLICHOK M B IIKalTy OLEHOK EBpPOIEWCKON CUCTEMBI
nepeHoca W HakoruieHus kpeautoB (European Credit Transfer System; mamee — ECTS) B

COOTBCTCTBHUHU C Ta6.]'[PII.[eI>iZ

100-6ambHas TpamonHas mxana Ixana
[IKaJIa ECTS
95 -100 A
8304 OTJIMYHO B

68 — 82 XOPOIIO 3a4TEHO C

56 — 67 D

50 _55 YIOBJIETBOPUTEIHHO E
20-49 FX
0_19 HEYJOBJIETBOPUTEIHHO HE 3a4YTE€HO =
5.2.KpuTepun BbICTABJIEHHSI OLEHKH 10 JUCIHHUILIAHE

OueHxka no aomcumnnmnmeye BbiCTaBNAKTC A

obyvyarwmwemMycsa C YYETOM pe3ynbTaToB Tekylwen

M NPpOMEXYTOUYHONM aTTecTaUUN

Basibl/ Ouenka no Kpurtepun oueHku pe3yjbTaToB 00y4eHHs 110

Hlkana AUCIHUTIIIHHE AUCHUTIIHHE

ECTS

100-83/ COTITUIHOY/ BricTaBmisiercst o0y4aromemMycs, €CIIi OH TITyOOKO U

AB «3a4TE€HO MIPOYHO YCBOWJI TEOPETHYECKUH U TIPAKTHYECKUN
(oTMuHO)»/ MaTepuai, MOXXET IPOJEMOHCTPUPOBATh 3TO Ha 3aHATUSIX
«3a4TEHO» U B XOZI€ IPOMEXYTOUYHOH aTTeCTallNH.

OO0yuaromuiicsi HICUEPIBIBAIOIIE U JJOTUYECKUA CTPOMHO
u3JaraeT yueOHbI MaTepuall, yMeeT yBsI3bIBaTh TEOPUIO C
MPAKTUKOH, CIIPABIISIETCS C pEIIEHUeM 3a7ad
npo¢eccHOHaTbHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CIIO’)KHOCTH, MPABIIILHO 00OCHOBBIBACT MTPHHSATHIC
peleHHs.

CB00OIHO OpHEHTUPYETCS B YUEOHOH 1
npo¢eccCHOHATILHOM JITepaType.

OrneHka Mo JUCIHHILTMHE BBICTABIISAIOTCS 00ydaromeMycst ¢
YYETOM PE3yIbTATOB TEKYIIEH U IIPOMEKYTOUHOU
aTTeCTalluu.

Komniereniuu, 3aKkpeni€Huble 3a JUCIUTLITMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKHIIY.
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Banael/
HIxanaa
ECTS

OuneHka mo
JUCHUILIMHE

Kpurtepun oneHkn pe3y1bTaToB 00y4eHUs 10
AUCHMILIAHE

82-68/
C

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

BeicraBisiercs oOyuaromemMycs, €Cii OH 3HaeT
TEOPETUYECKUM U MPAKTUYECKUN MaTepHUall, IPaMOTHO U 110
CYILECTBY M3JIaraeT €ro Ha 3aHATHSAX U B XOZC
IIPOMEKYTOYHON aTTEeCTAlllU, HE JOIYCKas CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaronuiicsi IpaBUIBHO MPUMEHSET TEOPETHUECKHE
IIOJIO’KEHHUS IIPY PEIICHNUN IPAKTUYECKUX 3a1a4
npoeCCHOHATLHON HANPaBIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIaJIeeT HEOOXOUMBIMHU JUI TOI'0 HABBIKAMU
U IIpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B y4eOHOH U
npoeCCHOHATILHOM ITepaType.

OneHka 1o JUCLHUIUIMHE BBICTABIISAIOTCS 00yYaromeMycs C
y4E€TOM PE3yNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTECTallUN.

Komniereniuu, 3aKkpeniénnble 3a JUCUUILTMHON,
c(OPMHPOBAHBI HA YPOBHE — KXOPOIIUM».

67-50/
D,E

«YIOBIIETBOPH-
TEIBHOY/
«3a4TEHO
(ynoBneTBopu-
TEJIBHO)»/
«3aYTCHO

BricTaBnsiercsa oOy4aromiemycsi, €CiIu OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUYECKUIN U MPAKTUYECKUI MaTepuall,
JIOITyCKAeT OTAEIbHBIE OMMOKH MPH €r0 U3JI0KECHUHU Ha
3aHATHSAX U B XOJI€ IPOMEKYTOUHOM aTTECTALUH.
OOyyaromuiics UCIBITHIBAET ONPEICIEHHbIE 3aTPYAHEHUS
B IIPUMEHEHUH TEOPETUUECKUX MOJI0KEHUH NPU PELICHUH
MPaKTHYECKHX 3a/1a4 MPO(heCCHOHAIBHON HAIPABIEHHOCTH
CTaHIapTHOI'O YPOBHS CJI0OKHOCTH, BJIAZICET
HEOOXOAUMBIMH JJISl 3TOTO Oa30BBIMH HABBIKAMH U
IIPUEMAMH.

JleMOoHCTpUpYyEeT JOCTaTOYHBIM YpOBEHb 3HAHUS y4eOHOU
JIUTEPATYPHI 110 TUCLHUIIINHE.

OneHka 0 JUCLUIUIMHE BBICTABIIIOTCS 00YYarOIEMYCs C
y4E€TOM PE3YJbTATOB TEKYILEH U TPOMEKYTOUHOU
aTTECTALlUN.

Komnerenuu, 3akpeni€HHble 3a AMCUUTIIMHOM,
Cc()OPMHPOBAHBI HA YPOBHE — «JOCTATOYHBIN».

49-0/
F,FX

«HCYHNOBJICTBOPUTC

JILHOY/
HE 3a4TEeHO

BrictaBisiercs o0yyaromemycs, €Clii OH He 3HaeT Ha
0a30BOM ypOBHE TEOPETUUECKHUI U MPAKTUIECCKUN
MaTepHal, 1oMycKaeT rpyoblie OIMOKY IpU ero
M3JI0’KEHUU Ha 3aHATHSIX U B XOJ€ MPOMEXYTOUHON
aTTeCTalLlUN.

OOyyaromuiics UCIBITHIBAET CEPhEIHBIE 3aTPYIHEHUS B
MIPUMEHEHUH TEOPETUUECKUX TIOJIOKEHUH NPU PELICHUH
MPaKTUYECKHUX 3a7a4 MpodeccnoHaNbHOM HallpaBI€HHOCTH
CTaHJIapTHOI'O YPOBHS CJI0)KHOCTH, HE BIIa/I€ET
HEO0OXOIMMBIMHU ISl 3TOTO HaBbIKAMU U IPUEMaMHU.
JleMoHCTpHpYeT pparMeHTapHbIe 3HaHUS Y4eOHOM
JIUTEpaTyphl 10 JUCHUIIIMHE.

OreHka 1Mo JUCHHUIUIMHE BBICTABISIOTCS 00YyYaromeMycs C
YYETOM PE3yIbTATOB TEKYIIEH U IPOMEKYTOUHOU
aTTECTaLlUU.
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Banasl/ Ounenka nmo Kpurtepun oneHkn pe3y1bTaToB 00y4eHUs 10
Ikana AUCHMILIAHE AUCHMILIAHE
ECTS

KomnereHuu Ha ypOBHE «10CTaTOYHBIN», 3aKpEINIEHHbIE
3a AMCUMIUIMHOW, HE CHOPMHUPOBAHBI.

5.3. OneHouHble cpeacTBa (MaTEepHUAJIbl) IJIsl TEKYILIEr0 KOHTPOJIS yCIIeBA€MOCTH,
NMPOMEKYTOYHOM aTTeCTAINM 00y4AIOIIUXCS 10 AUCHUIIHHE

Bapuanmul konmponwvnoi pavomuor Ne 1

Bapuant 1

1.B kakux ciydasx kajapoBas ciy»0a HMMeeT MpaBo BbLAATH AyOJIMKAT TPyAoBOil kHIKKH? Kak
3TOT JOKYMEHT oopmiisercs?

2 Ilepeuncnure BUABI JOKYMEHTOB, NPHMEHSEMBbIC NPH IEpeBoAe Ha Apyryr padory. Kax
odopmIaeTcs Kaxablid U3 HUX?

3. Ha3zoBuTe NOKyMEHTHI, MPEAOCTaBIsieMble PAOOTHUKOM IPH MOCTYTIIICHUH HA paboTy.
4.KakuM JTOKaIbHBIM HOPMATHUBHBIM aKTOM pEerjiaMeHTHpYyeTcs paboTa KaJIpOBbIX CIIEHUATNCTOB

C MIepCOHANIbHBIMU JaHHBIMU? J[aliTe eMy XapaKTepUCTHKY.

Bapuanr 2

1. XapakTepucTuka Ha3HauY€HUs TPYJIOBOM KHWXKKU. B Kakoil cpok momkHa OBITH 3aBeleHA
TPYIOBasi KHUXKKA NP MOCTYIIJICHUU Ha paboTy BIEpBhIE?

2.Ilepeuncnute BUIBI TOKYMEHTOB, IPUMEHsIEMbIE TTPU YBOJIbHEHUHU. Kak odopmIiiseTcs Kax bl
u3 HUX?

3.Kakoli 5OKanbHBII HOPMATHBHBIM AKT ONPENENSeT OpPraHu3aluil0 TPyAa COTPYJAHUKOB B
KOMNaHUHU. /[aiiTe eMy XapaKTEpUCTHUKY.

4. .HazoBute nuHpopMaiuio, 00s3aTeIbHYIO JIJIsl BKJIIFOYSHHS B TPY0BOM J10TOBOP.

Bapuanmuvr konmponwvnou pabomuor Ne 2

Bapuanr 1

1. Hepqu/ICJ]I/ITe COCTaB NJOKYMCHTOB JIMYHOI'O ACJia pa6OTHI/IKa. Kakumu HOPMAaTHUBHBIMU

AOKYMCHTaMH 3TO OHpCI{CHCHO?
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HazoBuTe 1OKyMEHTHI KaJIpOBOM CITy>KOBI, MOJJIS)KAIINE TTepeaade B apXuB.

Bapuant 2

1.KakoBBbI 0COOCHHOCTH COCTaBIICHUSI HOMEHKJIATYPBI JeJT KaJpOBOM CITyKOBI?

2. HazoBurte o0si3aTenbHbIe PETUCTPAllMOHHBIE (OPMBI KaIPOBOM CITyKObI?

10.
11.
12.
13.
14.
15.

Ilpumepnsvle KOHmpoAbLHBIE 80RPOCHL 011 RPOMEHCYMOYHOU AMMECAYUU:

[Tepeuncnuth 3aKOHOJJaTeIbHBIE aKTBI, KOTOPBIMH periaMeHTHpYeTCs
JOKYMEHTHPOBAHHE KaJ[POBOH EeATEIHLHOCTH B HACTOSIIIEE BpeMsi?

[lepeuncnuth HOPMAaTUBHO-METOANYECKUE JIOKYMEHTHI, periaMeHTUPYIoIIne
JOKYMEHTHPOBAaHUE KaJ[POBOW AEATEIBHOCTH.

Ha3zBatp BUIBI TOKYMEHTOB, MPEIBSIBIIEMbIC PAOOTHUKOM MIPU TIpUeMe Ha padoTy.
Ha3zBatb  BUABI ~ JOKYMEHTOB, YCTaHOBIEHHbIe  TpyIoBbIM  Kojekcom PO,
JTOKYMEHTHPYIOIIKE prueM paboTHHUKA Ha paboTy.

[lepeuncnute BHIBI JOKYMEHTOB, O(GOPMISIOIIME W3MEHEHHE YCIOBHU TPYHOBOTO
JIOTOBOpA.

[lepeuucnuth BUABI JTOKYMEHTOB, YCTaHOBIEHHble TpynoBeiM KoaekcoMm PO s
pEryJIupoBaHUs TPYAOBBIX OTHOIIEHUH.

CpokH TIOATOTOBKM, KaKHX JOKYMEHTOB II0 JOKYMEHTHPOBAaHHIO  KaJpOBOU
NeSITeIbHOCTH YCTAHOBIICHBI 3aKOHOAATEIBHO?

Kakune ¢pyHKunu KaapoBoii ciyObl CBA3aHbI C yUYETOM JIMYHOTO cocTaBa’?

Kakne ¢yHKIMM [J0MDKHA BBIMONHITH KaJpoBas cClyx0a npu  opopMIICHUH
YBOJILHEHUST PAOOTHHKA ¢ PabOTHI?

Kaknmu moxkymeHTamMu opopmIIsieTcs yBOJIbHEHNE paOOTHHKA?

Hazoure ¢pyHKIMN KaJpOBOil cayKObl CBA3aHHBIE C TPYJOBBIMH KHUKKAMH?

Kakumu noxkymeHTamu opopmiisieTcs aTrectarusi pabOTHUKOB?

HazoBute 0cOOEHHOCTH HOMEHKJIATYPBI JIET KaJAPOBOM CITY>KOBI.

Kakwue nena kanpoBoi city>kObl OTHOCATCS K KATETOPUU MEPEXOAIINX 7

[Tepeuncnuth 0coOEHHOCTH (POPMUPOBAHUS JIMUHOTO Jesia paOOTHHUKA?

6. YueOHO-MeTOAMUYECKOE M HH(POPMALIMOHHOE 0O0ecnieyeHUue TUCIHIIINHBI

6.1. Cnmcok MCTOYHUKOB M JIMTEPATYPHI
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Bepcusllpog [OnexTpoHHBIl pecypc]. — OnekTpoH. naH. - Pexum npoctymna

http://www.consultant.ru/.

8. ®enepanbubiii 3akoH oT 27 wromst 2006 r. N 152-®3 "O mnepcoHaIbHBIX AaHHBIX"(C
nocneaytomumu u3M. u jom.) // Koncynbrantllntoc. Bepcusillpod [Dnexkrponnslit pecypce]. —

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

9. ®enepanbhblil 3akoH oT 01.10.2004 Ne 125-®3 «O0 apxuBHOM nene B Poccuiickoit
Oenepann» (¢ mocieayromumu u3M. u gon.)  // Koncynerantllmoc. Bepcusllpod

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



http://www.consultant.ru/
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10. ®enepanpueiii 3akon ot 29.07.2004.  Ne 98-®3  «O xommepueckoi Taiine» // (¢
nocneayomumu u3M. u jom.) // Koncynerantllmroc. Bepcusillpod [Dnexkrponnslit pecypce]. —

DJeKTpoH. aaH. - Pexxum poctymna : http://www.consultant.ru/.

11. TpaBuna BemeHUsT U XpaHEHHs TPYIOBBIX KHUKEK. (C MOCIEAYIOIIUMA U3M. U joi.) //
Koncynwrantllntoc. Bepcusllpod [DnexrponHsll pecypc]. — DeKTpoH. aaH. - Pexxum moctyma

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

12. VHcTpyKIms M0 3aM0JIHEHHIO TPYIOBBIX KHUKEK (yTB. [TocTaHOBICHHEM MUHHCTEPCTBA
TpyAa © couuanbHOro passutus Poccuiickoit ®epeparmu ot 10 okta6ps  2003r.).
3apeructpupoBana MwunuctepctBoMm toctunuu Poccutickori ®enepamuun 11 HOs16pss 2003 .
peructpannoHHbii Homep 5219. (¢ mocnenyronumu usM. U gom.) // Koucynprantlliroc.
BepcuslIpod [OnexTponHblii pecypc]. — OnekTpoH. ngaH. - Pexum poctymna

http://www.consultant.ru/.

HcTouHuKkH (10MOJTHUTEIbHbIE)

13. ®enepansupiii  3akon PO or  27.07.2006 Ne 149-®3 «O6 wunHpopmaImy,
UH()OPMAIIMOHHBIX TEXHOJOTHUAX M 3alMTe MHGOPMALMI» (C MOCICAYIOIUMH U3M. U Jom.) //
Koncynwsrantllmoc. Bepcusllpod [Dnexkrponnsiit pecypc]. — DnekTpoH. aaH. - Pexum goctymna

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

14. ®enepanpupiii 3akoH 0T 26.12.1995. Ne 208-®3 «O06 axIHMOHEPHBIX 00IIECTBax» (C
nocinenyromumu u3M. u gom.) // Koncynsrantllntoc. Bepcusallpod [Dnextponnsiii pecypc]. —

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

Oobmepoccuiickuil knaccudukarop npodeccuii padbounx, NOHDKHOCTEH CIyKallUX U
tapudubIx pazpsago OK 016-94. M.: Muntpya Poccun, 1995.

O6mepoccutickuii knaccupuxatop nadopmaimu o Hacenennn OK 018-95. M.: Muntpyn
Poccuu, 1996

OOmepoccuiickuil kinaccupukaTop ympasineHuecko nokymeHtanuu OK 011-93. M.:
['occrannapt Poccun, 1994.

O6mepoccuiickuii kinaccudukarop crneruanbHocTel mo odpazoBanno OK 009-93. M.:
I'occranpapt Pocenn, 1995.

IIpuka3 PocapxuBa ot 23.12.2009 N 76 "OO0 yrBepxkaeHMH MeTOINYECKHX
pekoMeHaalui 1o pa3paboTke MHCTPYKLUUH MO JIEIONPOM3BOJCTBY B (efepalbHBbIX OpraHax
VCITOJIHUTENIBHON BIIAcTH".

VYHudunupoBanHeie GOpMbl IEPBUUHON YUETHON HOKYMEHTALMM 0 YUYETy TpyAa U €ro

oruiatel, yTBepxkaeHHble IlocranoBnenuem [ockomcrata P® ot 05.01.2004 Ne 1. M.:


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
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HUITHcratuadopm ['ockomcTaTta Poccu, 2004.
15. Tapudno-kBanudpukamonnsiii cnpaBounuk. // KoucymsrantIlmoc. BepcusilIpod

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

16. KBanuduKamoHHbIH CIPaBOYHUK JOJKHOCTEH PYKOBOIUTEIICH, CIICIIHATMCTOB M APYTUX
cayxkanmx. M.: Muntpyn Poccuun, 2000. // Koncynsrantlmtoc. Bepcusllpod [DnexrponHbIi

pecypc]. — DiekTpoH. gaH. - Pexxum gocryma : http://www.consultant.ru/.

MesxoTpacneBbie YKpyITHCHHBIE HOPMAaTUBBI BPEMEHU Ha Pa0OThI IO KOMILIEKTOBAHUIO U
yuety kajipoB. M.: HIBHT Muntpyna CCCP, 1991.

[lepeueHp THUMOBBIX YIPABICHYECKUX AaPXUBHBIX JOKYMEHTOB, 0Opasylommxcs B
Mpoliecce JIEATeNbHOCTH TOCYAapCTBEHHBIX OPraHoB, OPraHOB MECTHOI'O CAMOYIpaBJICHUS U
opraHu3alyii, ¢ ykazaHueM CpokoB xpaHnenus. M., 2011.

[IpaBuna opraHu3anuu XpaHEHHs, KOMILUICKTOBaHHUS, Y4€Ta U  HCIOJIb30BaHUSA
nokymMeHTOB ApxuBHoro (onaa Poccuiickoit @eaepanuu 1 Ipyrux apXuBHBIX JTIOKYMEHTOB B
opraHax TOCYJapCTBEHHOH BIJIaCTH, OpraHax MECTHOTO CaMOYMIPABJICHHUS M OpraHU3alMIX,

YTBEP)KJIECHHBIX TPpHUKa30M MuHKyIbTypsl PO ot 31.03.2015 Ne 526.

Jlutepatypa (00Os3aTeIIbHAS)

bynat, P. E. JlokymMeHTallmOHHOE OOECIEYCHHE YMIPABJICHHUS TMEPCOHATOM: YueOHOe
nocobue/bynar P. E. - Mocksa : HUL UH®PA-M, 2015. - 234 c. (Bsicuiee obpazoBanue:
bakanaBpuat)[SBN  978-5-16-010318-1. -  Tekcr :  oanekrpoHHelid. -  URL:
https://znanium.com/catalog/product/488066

Kypasnesa, . B. KagpoBoe nenonpousBojctBo: Haumnaem ¢ Hynsl. AyauT CBOMMH
cunamu / U.B. XKypasnesa, M.B. XKypasneBa. - 2-e uza. - Mocksa : HUL] UHOPA-M, 2014. -
184 c. + ( Hom. mat. znanium.com). - (ITpocto, kpatko, 6picTpo). ISBN 978-5-16-008986-7. -
Tekcr : anextponHsiit. - URL: https://znanium.com/catalog/product/417566

JIuteparypa (JONOTHUTENbHAS)

breikoBa, T. A.JlokyMeHTallMOHHOE OOecreYeHue YIpaBICHUs (IAETONPOU3BOICTBO):
Vu. noc. / T.A.beixoBa, T.B.Ky3uernona, JI.B.Cankuna - 2 u3n., nepepad. u momn. - Mocksa :
NHO®PA-M, 2012. - 304 ¢. + CD-ROM. - (Bricmee oopazoBanue). ISBN 978-5-16-004805-5. -

Tekcr : anextponHsIit. - URL: https://znanium.com/catalog/product/238519
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6.2. IlepedyeHb pecypcoB MH(OPMALMOHHO-TEIEKOMMYHUKAIIMOHHOWH ceTH «UHTepHeT»,
HEO00XOUMbIi 1151 0CBOEHUSI U CHUILIMHBI

- I'apant [DnekTpoHHBIH pecypc]. — DnekTpoH. gan. — M., cop. 2019. — Pexum poctyna:

http://www.garant.ru.

- Koncynwerant I[lntoc [DnexTpoHHBIA pecypc]. — DnekTpoH. aadH. — M., cop. 2019. — Pexum

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

ITepeuens b/ u UCC

Neri/m | HauMeHoBaHue

MexayHnapoanbsle pedepartuBHble HaykoMeTpuueckue bJl, mocTymHble B pamkax
HanuoHaJIbHOU mmoanucku B 2020 r.

Web of Science

Scopus

[Ipodeccuonanbupie moNHOTEKCTOBBIE B/, mocTymHbie B paMKax HalMOHAIBHOM
noanucku B 2020 r.

Kypuansr Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypuansr Taylor and Francis

[Tpodeccuonanbabie OJIHOTEKCTOBBIC b/

JSTOR

W3nanus o oOLIECTBEHHBIM U TYMaHUTAPHBIM HayKam
OnekrponHas oubanoreka Grebennikon.ru

KomnproTepHbl€ CIpaBOYHbIE IPABOBBIE CUCTEMBI
Koncynsrant Ilntoc,
I'apanT

7. MarepuajibHO-TEXHH4YeCKOe o0ecneyeHne I CHUIIIHHbI (MOXYJIA)

B kauectBe MaTCprUAJIbHO-TEXHUYCCKOT'O o0ecrieueHus JUCHUIINIMHBI  YKa3bIBACTCHA
HeoOXxoauMoe Juisi OOy4YeHHUs JIMIICH3MOHHOE TMporpaMMHOE obOecredeHne, 000py/I0BaHUE,
JEMOHCTPAIIMOHHBIE TPUOOPHI, MYJIbTUMEAUMHBIE CPEACTBa, y4eOHble (UIBMBI, TPEHAXKEPHI,
KapThl, MJIAKAThl, HATJSAHBIE MMOCOOUS; TPEOOBAaHUS K ayJUTOPHSIM — KOMIIbIOTEPHBIE KIIAcCHhl,

aKaJeMHYECKHe WU CIeLMaIbHO 000pYJOBaHHbIE Ay AUTOPUH U J1a00paTOpUU, HAIUYUE TOCKU U

T.JI.
ITepeuens 11O
Nent Haumenosanue 110 ITpouzBoautens | Croco0 pacnpocTpaHeHUs
/m (JIMLIEH3MOHHOE WU

cBOOOHO
pacrpocTpaHseMoe)
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1 Microsoft Office 2016 Microsoft JIMLIEH3UOHHOE
2 Windows 10 Pro Microsoft JIALIEH3MOHHOE
3 Zoom Zoom JIMLIEH3UOHHOE

8. OGecneyenune 00pa3oBaTeIbHOIO NMpoIeEcca VIS JIUL C OTPAHUYEHHBIMH

BO3MOKHOCTHAMMU 3/10POBbA U UHBAJIMAOB

B xozae peanuzanuy IUCHUIIIMHBL KCTIOIB3YIOTCS CIELYOLIUE JOIOIHUTEIIbHBIC
METOABI 00YYEHHs1, TEKYIIET0 KOHTPOJIS YCIIEBAEMOCTH M ITPOMEKYTOUHOM aTTECTAIlH

06yqa}omnxc;1 B 3aBUCHUMOCTH OT UX MHAWUBUAYAJIbHbIX 0COOEHHOCTEH:

® JUIS CJCIBIX M CIIA00BUIASIIUX:

- JeKIuu O(QOPMIISIFOTCS B BHJIE DJIEKTPOHHOIO JOKYMEHTA, JOCTYIMHOTO C IOMOIIBIO
KOMITBIOTEPA CO CIICIUATM3UPOBAHHBIM IIPOTPAMMHBIM 00ECTICUCHUEM;

- THCHMCHHBIC 3aJIaHUs BBIIOJHAIOTCS HAa KOMIBIOTEPE CO CICIHATU3UPOBAHHBIM
POTPaMMHBIM 00ECIICYCHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieunBaeTCs MHAMBUAYAIbHOE PaBHOMEpPHOE ocBelieHue He Mmeree 300 JroKc;

- QI BBITIOJHEHUS 3aJaHUsl MPH HEOOXOAMMOCTH IPEAOCTABISICTCS YBEITUYHBAIOIICE
YCTPOMCTBO; BO3MOYKHO TAKKE UCITOJIb30BAHUE COOCTBEHHBIX YBEITUIHBAIOIINX YCTPOUCTB;

- MUCHbMEHHBIC 3aJ]aHusT OPOPMIISIOTCS YBEIIMYCHHBIM HIPUPTOM;

- 9K3aMEH | 3a4€T MPOBOASATCS B YCTHOM (pOpMe UITH BBHITMOTHSIOTCS B MTUChbMEHHOH (hopMe Ha
KOMITBIOTEPE.

® IS TIIYXUX U CIA0OCIBIIIANINX:

- Jekmuu Oo(OpPMIISIOTCS B BHUAC JJICKTPOHHOTO JOKYMEHTa, JHOO TIPEIOCTaBISETCS
3BYKOYCWJIMBAFOIIAS alllapaTrypa WHIANBUIYATHHOTO TIOJ30BaAHUS;

- MIMCbMEHHBIE 3a/IaHUs BHITMOIHIIOTCS Ha KOMITBIOTEPE B MHUCbMEHHOH opMe;

- 9K3aMeH M 3a4€T MPOBOJATCS B MHUCHMEHHOW (opMe Ha KOMIBIOTEpE; BO3MOXKHO
poBeJicHUE B JOpMe TeCTUPOBAHUS.

e JUIS JTUI] C HAPYIICHUSIMHU OITOPHO-/IBUTATEIFHOTO arrapara:

- JleKnuu O(GOPMIIIIOTCS B BHJE JJICKTPOHHOTO JIOKYMEHTA, JOCTYITHOTO C IIOMOIIBIO
KOMITBIOTEPA CO CIICIHATN3UPOBAHHBIM IPOTPAMMHBIM 00ECTICUCHUEM;

- THChbMEHHBIE 3a/laHWsl BBIOJHAIOTCS HAa KOMIBIOTEPE CO CIENHATU3UPOBAHHBIM
MPOrPaMMHBIM 00€CTIEYeHUEM;

- 9K3aMeH | 3a4€T MIPOBOIATCS B YCTHOW (DOpPME HMITH BBIITOTHSIOTCS B TUCBbMEHHOH (hopMe Ha

KOMITBIOTEPE.
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ITpu HEOOXOMUMOCTH MpelyCMaTPUBACTCS YBEIUUYEHUE BPEMEHHU AJIs1 IOATOTOBKU OTBETA.

[Iponienypa  mpoBefeHHsT  NPOMEXKYTOUHOM  aTrectauu  JUis  OOyYaroIuxcs
YCTaHABIMBACTCS C Y4YETOM UX HMHIUBUAYAJIbHBIX ICUXO(PHU3MUECKUX OCOOEHHOCTEH.
[TpomexyTouHas aTTecTalysi MOKET IPOBOAUTHCS B HECKOJIBKO 3TAIIOB.

IIpu npoBeneHUM NpoOLENYpbl OLEHUBAHUS PE3yJIbTATOB OOyU€HUs IperycMaTpuBacTCs
UCTIOJIb30BAaHNE TEXHUYECKHX CpEICTB, HEOOXOAMMBIX B CBSI3U C HHIMBUAYAJIbHBIMH
0COOEHHOCTSIMH O0YyYaroIuXCcsi. ITU CPEACTBa MOTYT OBITh NPEAOCTABICHBI YHUBEPCUTETOM,
WX MOTYT MCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKUE CPEJCTBA.

[IpoBenenne mpoueAypbl OLIEHUBaHMUA  pe3ylbTaToB  OOy4deHUs JOIyCKaeTcss ¢
UCTIOJIb30BaHUEM JAUCTAHIIMOHHBIX 00pa30BaTeIbHbBIX TEXHOIOTUH.

ObecneunBaeTcs A0CTYN K MH(POPMAIIMOHHBIM M OuOIMorpaduyeckuM pecypcaMm B CETH
WutepHer Uil Kaxaoro oOydaromierocs B (opMmax, aJalTUPOBAHHBIX K OIPAaHUYEHUSIM HX
3JI0POBbsI U BOCHIPUATHUS UH(DOpMALUK:

® IS CIICNIBIX U CIIA0OBUISIINX:

- B ICUAaTHON (pOpMe yBEIUUYEHHBIM HIPUPTOM;
- B (hopme 31EKTPOHHOTO TOKYMEHTA;

- B (hopme ayauodpaiina.

e Ui IIIYXMX M CI1a0O0CHbIIAIINX:

- B IeyaTHOH popme;

- B (hOpMe 3JIEKTPOHHOTO JOKYMEHTA.

e Ui 00yYaroIUXCs ¢ HAPYIICHUSIMHU OMTOPHO-IBUTATEIBHOTO arapara:
- B Ie4aTHO# dopme;

- B (hopme 31eKTPOHHOTO TOKYMEHTA;

- B (hopme ayauodaiina.

VYyeOHble ayAUTOPUH Ul BCEX BUAOB KOHTAKTHOW M CaMOCTOSITEIbHOM paboThl, HayyHas
6u0nMoTEeKa M MHbIE MOMEIIEHUs /Il 0Oy4eHUs OCHAIIEHbI CIIEIHabHBIM 000pYyAOBaHHEM U
y4eOHBIMH MECTaMH C TEXHUYECKHMHU CPEACTBAMHU O0YUICHUSI:

e JUIS CIENbIX U cIa00BUIAIINX:

- YCTPOMCTBOM Ui CKaHUpoBaHUs U uTeHus ¢ kamepoid SARA CE;

- mucrieeM bpaiins PAC Mate 20;

- npuntepoM bpaitnss EmBraille ViewPlus;

e Ui TJIYXHX M CIa0OCHbIIAIINX:

- aBTOMATU3MPOBAHHBIM pPA0OYMM MECTOM JUIs JIIOJEH C HapylleHHeM ciiyXa |

C1a00CIIBIIIAIINX

- aKYCTI/I'-IeCKI/Iﬁ YCUIIUTEIIb U KOJIOHKH
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e IS 0O0YYaIOUIMXCS C HAPYIIEHUSIMU OTIOPHO-/ABUTaTEILHOTO afmapara:
- IepeIBKHBIMU, PETYJINPYEMbIMH 3proHoMuueckumu napramu CU-1;

- KOMITBPIOTEPHOU TEXHUKOW CO CIIEIUATBHBIM IPOTPAMMHBIM 00€CIICYCHHEM.

9. Metogu4yeckue MaTepuabl

9.1. IlnaHbl CEeMMHAPCKUX 3aHATHH.

TEMAL. 3AKOHOJIATEJIbHASI PETJIAMEHTALMS JIOKYMEHTHUPOBAHM S
KAJIPOBOI IESTEJILHOCTU B P®

dopma 3aHATUS — AUCKYCCHA I10 pE3yJibTaTaM U3YUCHUS MATCpUATIOB

3AJAHUSL

1. Tlpoanamusupyiire TpynoBoii kogekc Poccuiickoit @enepanuu u onpeaenute TpeboOBaHU K
COCTaBy U 0()OPMIIEHUIO TOKYMEHTOB, PETJIAMEHTUPYIOLIUX TPYOBbIE OTHOILIECHHUS.
2. Tlpoanammsupyiite TpynoBoii kogexc Poccuiickoit @enepannu u onpeaeanTe TpeOOBaHM K

GYHKIUSAM KapoBOH CITyKOBI.

YKA3AHUS IO BBITTOJIHEHUIO 3AJTAHUI

1. Usyunte TpymoBoil koaekc U BBISICHUTE, KAKUMU JOKYMEHTaMHU MPEeayCMOTPEHO
opopmiIeHHE TpUeMa, TMepeBOJa, YBOJIbHEHUS, KOMAaHIUPOBAHUS, TUCITUILUIMHAPHOTO
B3BICKAHUS W TIPEIOCTaBIEHUS OTIMycKa paboTHUKaM. CocTaB IOKYMEHTOB (DUKCUPYETCS T10
KaXJI0M oTnenpHOM mporeaype. OOparute BHUMaHUE Ha CPOKH IOJTOTOBKH JIOKYMEHTOB,

YCTaHOBJICHHBIC 3aKOHOAATCJIIBHO.
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2. Wzyumte TpymoBol KOACKC M OMpEIEIUTE O0S3aHHOCTH PaboTomaTesNss MO0 OTHOIICHUIO K
pabOTHUKY, KOTOpbIe ycTaHOBIEHBI B Kojekce mpu BOSHUKHOBEHHH TPYIOBBIX OTHOILICHHIA,

BBISIBUTH (DYHKIIMU KaJPOBOH CITy>KOBI.

KOHTPOJIBHBIE BOITPOCBI.
1. Ilepeuncnutrbh OCHOBHBIE BHUJABI JOKYMEHTOB, HCIOJIb3yEMBbIE Ul JOKYMEHTHPOBAHMSI
TPYXOBBIX OTHOILLICHHM, YCTAHOBJICHHBIX B TPYJAOBOM 3aKOHOATEIILCTBE.

2. HazoBwute THMOBBIC (YHKIIMH KAAPOBOM CITYIKOBI.

TEMA 2. PABPABOTKA OPI'AHU3AITMOHHBIX JOKYMEHTOB B KAJIPOBOU
CJIIYXBE

dopma 3aHATUS — AUCKYCCHA I10 pE3yJibTaTaM U3YUCHUS MATCpUAJIOB

3AIAHUS

1. TIpoananu3upyiite opranusanuio padotsl ¢ kagpamu B 3A0 “Beimmen”.
2. YcraHoBHTE CTPYKTYpY H conepxanue Ilonoxenus o6 oraene kanpos 3A0 “Brimnen”
3. YcTaHOBUTE CTPYKTYpY M COJAEp)KaHUE MOJDKHOCTHOW MHCTPYKIMHM COTPYIHHKA KaJIpOBOW

CITyKObI

YKA3AHWA 110 BBIIIOJIHEHUIO 3ATIAHUA

1. Ipoananusupyiite Komriuiekc ToKymMeHTOB 3AO “BriMmen”, BbIABISAS €ro CTPYKTYpY,
YHUCJICHHOCTh, HampaBieHUs JedrenbHocTd OOmecTBa W O0COOEHHOCTH OpraHU3aIllUH
KaJpOBOM pabOTHI.

2. Ha ocHOBe KBaTM(PHUKAIMOHHONH XapaKTEPUCTHKH PYKOBOAMTENS KaJAPOBOH CITYKOBI,
YCOP/[, TpymoBoro kojekca W TpeOOBaHMI HWHBIX HOPMATHUBHBIX W METOJMYECKHUX
JIOKYMEHTOB YCTAHOBHUTE CTPYKTYpy U conepxanue [lomoxxenuss o6 oraene kaapos 3A0
“Beimnen”.

3. Ha ocHoBe KBaTM(pUKAIIMOHHBIX XapaKTEPUCTHK PaOOTHHKOB KanpoBoil ciyx0bl, Y COPJ]
VYcTaHOBHUTE CTPYKTYpY U COJEpKaHUE JTOJDKHOCTHOM MHCTPYKIMHM COTPYAHHKA KaJpOBOM

ciyx6s1 3A0 “Brimnen”.

KOHTPOJIBHBIE BOITPOCHI
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1. Tlepeuuncnute 3a7aun U PYHKIIUN KaIPOBOM CITYKOBI.

2. Kaxkue mOKyMEHTBI perIaMeHTUPYIOT paboTy ¢ IEPCOHAIOM OpraHu3auu’?

3. Ha ocHoBe, Kakux TOKYMEHTOB pa3pabaTBHIBAIOTCS TOJIOKEHHE O KaJApOBOH cioyxbe u
JOJIKHOCTHBIE MHCTPYKLIUU €€ COTPYAHUKOB?

4. KakoBa CTpyKTypa TEKCTOB IOJIOKEHHS O KaJpOBOM CIy»Oe U JOKHOCTHON MHCTPYKIUH?

5. Korga monoxenne o KaapoBoil ciuyx0Oe mpuoOperaer ropumudeckyr cuiny? Korma ono
TpeOyeT nepepadoTku?

6. Ilepeuncnute obume TpedoBaHus K 0)OPMIICHUIO OPraHU3AIMOHHBIX JOKYMEHTOB.

TEMBI 3-7. JOKYMEHTHPOBAHUE KAJIPOBOM JEATEJIBHOCTH

dopma 3aHATUS — AUCKYCCHA I10 pE3yJibTaTaM U3YUCHUS MATCpUAJIOB

3AJAHUS:

1. Msyuurte 3akoHOJATEIbHBIC TPEOOBAHUS K  CONCPNKAHHIO U O(GOPMIICHHIO  TPYAOBOTO
JIOTOBOPA.

2. YCTaHOBUTE KOMIUICKT JJOKYMEHTOB IO TIEPEBOAY Ha JIPYTYIO paboTy.

3. YcraHOBHTE KOMIUIGKT JJOKYMEHTOB O MPEJOCTABJICHUH OTITYCKa, EPEHOCE OTITYCKa, OT3hIBE
U3 OTITYCKa, IPOEKTHI IOKYMEHTOB O KOMaHAMPOBAHUH pPaOOTHUKA

4. YcraHOBUTE KOMILIEKT JOKYMCHTOB O IIOOIIPCHUHN pa6OTHI/IKa u O BBIHCCCHHUU
JUCHUIITIMHAPHOT O B3BICKAHHA.

5. YcTaHOBHTE KOMIUIEKT TIOKYMEHTOB 00 M3MEHEHUHU (haMUIuK pabOTHUKA

6. YcTaHoBHUTE KOMIUIEKT JOKYMEHTOB O PAcTOPKEHHU TPYAOBOTO JOrOBOpa MO pPa3HBIM

OCHOBAaHUAM

VYKA3AHUS 10 BBITIOJITHEHUIO 3AJIAHUI

1.Ha ocHOBe wMmaTepuasioB JEIOBOM WIPHl (CIpaBOYHBIE JIaHHBIE O pAOOTHHKE) U
TpeboBanuit TpyI0BOTO KOJIEKCa OMPEAETUTE COJEpKAHNUE TPYIOBOIO JIOTOBOPa U 0COOEHHOCTH
ero opopmIIeHUS.

2.Vcnonb3yst MaTepuabl IeJI0BOH MTPhI (CIIPAaBOYHBIC JTAHHBIE O PAOOTHUKE) W YUUTHIBAS

TpeboBaHus TpyJ0BOro KoJiekca YCTAHOBUTE COCTaB JOKYMEHTOB IPH MepeBojie paboTHHKA (TI0
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€ro MHHIIMATUBE M 0 WHUIIMATHBE PYKOBOJUTENS CTPYKTYPHOTO IMOAPA3JICICHUS) HAa APYTYIO
paboty B TOW ke opraHuzanuu. Omnpenenuts OCOOCHHOCTH JTOKYMEHTHPOBAaHUS ATOU
MPOLIETYPHI.

3.Mcxos U3 MarepralioB JICJIOBOH UIPHI (CIIPaBOYHBIC JIAHHBIC O PAOOTHHUKE) YCTAHOBUTH
COCTaB JOKYMEHTOB I10 MPEAOCTABICHHIO PA0OTHUKA €KETOJHOTO OYEPEIHON OIIaYMBACMOI0
OTIlyCKa © OTIyCKa 0e3 coxpaHeHUs 3apaboTHoi tuiatel. Omnpenenuts 0coOeHHOCTH
JIOKYMEHTHUPOBAHUS dTOU TIPOIEAYPHI.

Hcnonbe3yst MaTepuaibl JeJI0BOKM UIPhl (CIPAaBOYHBIC JaHHBIE O Pa0OTHUKE) YCTaHOBUTH
COCTaB JIOKYMEHTOB IIPH HalpaBJICHUH paOOTHHUKA B KOMAHIUPOBKY M OIPEICIUTh OCOOCHHOCTH
ux 0pOpMIICHHS.

4. Vicionp3ys MaTepuaibl 1eJI0BOM UTPHI (CIIPaBOYHBIE JaHHBIE O PAOOTHHUKE) YCTAHOBUTH
COCTaB JOKYMEHTOB IpH odopmieHun mnoomipeHuss padoTHuka. OnpenaenuTs OCOOCHHOCTH
JIOKYMEHTUPOBAHUS 3TOU MPOIICTYPHI.

Ha ocHOBaHuM wMaTepuanoB [EIOBOH WIPhl yCTAHOBUTH COCTaB JOKYMEHTOB TIpH
HAJIOKCHHUH TUCIUTUIMHAPHOTO B3bICKaHMA. ONpeeinTh 0COOCHHOCTH JOKYMEHTHPOBAHUS ITON
IPOIIECTYPHI.

5. Omnpenenutb, KakKMMH JOKYMEHTaMU O(OPMIISIOTCS H3MEHEHHS B MEPCOHAIBHBIX
JAaHHBIX paOOTHUKOB.

6.Vcnionb3yst MmaTepuaibl IeJI0BOM UTPHI (CIIPABOYHBIE JAaHHBIC O PAOOTHHKE) YCTAaHOBHTH
COCTaB JIOKYMEHTOB IPH TPEKpalleHHe TPYAOBOTO OTOBOPA MO0 MHUIMATHBE PaOOTHUKA, IO
WHUIMATHBE paboToaTeNs, M0 0OCTOSATENBCTBAM, HE 3aBUCAIIUM OT BOJH CTOPOH. OnpeaenuTh
COCTaB JOKYMEHTOB, KOTOpBIMU odopmiseTcs Kaxmas cutyanus. OmnpenenuTh COCTaB
JIOKYMEHTOB, HCITOJIE3YEeMbIX TIpU 0(POPMIICHUN YBOJBHEHHSI, KOTOPBIE (JOPMUPYIOTCS B JIMIHOE

JIeNo pabOTHHUKA.

KOHTPOJIBHBIE BOITPOCHI:

1. Belnenurte OCHOBHBIE JOKYMEHTUPYEMBIE 3a/1a4M KaJpOBON AEATEIbHOCTH.

2. OxapakTepu3yiTe CTPYKTYpy TEKCTa TPYAOBOIO JIOTOBOPA, MEPEUUCIUTE CYIIECTBEHHBIE
HOJIOKEHHS TPYA0BOTO JOrOBOpA.

3. SBisrorcst M yHUGUIMPOBAHHBIE (GOPMBI 00SI3aTEITHHBIMU ?

4. Ha ocHoBe TpeOOBaHUH K TPYIOBOMY JOTOBOPY, ONPEAEIUTh MNOPSAOK oO]opMieHus
JIOTIOJTHUTEILHOTO COTTalieH s (M3MEHEHUs K TPYI0BOMY JIOTOBOPY).

5. Kakumu TtpeboBaHMAMU [OJKHA PYKOBOJCTBYETCS KaJpoBas ciy:k0a mpu ohopMIICHUH

MIPUKA30B B TEKCTOBOH (hopme?
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Tema 8. TPYIOBA S KHNXXKA

dopma 3aHATHS — AUCKYCCHA 110 pE3YyJIbTaTaM U3YUCHUSA MaTCpUajioB

3AJJAHUA

1. IlpoanammsupoBars Tpynosoii konexkc P®, IlpaBuia BeneHus U XpaHEHUS TPYIOBBIX
KHIWKEK, MHCTPYKLMIO II0 3allOJHEHUI0 TPYNOBOM KHIKKM. BBIICHUTH mpaBuia
3aBEJICHUS U NOPAIOK BEICHUS TPYAOBBIX KHHKEK.

2. YTOYHHTH, KaKue CBEICHHS O paboTe M B KAKOM IOPSIKE BHOCATCS B TPYIOBYIO KHIKKY
paboTHuKa

3. IIpoananu3upoBaTh NPEAJIOKEHHbIE KOIUU TPYIOBBIX KHMKEK, OOBSICHUTH OLIMOKHU B
oopMIIeHUN U BEICHUH.

4. W3yuutb (HOpPMBI PETHCTPALUHU TPYIOBBIX KHHKEK U OJIaHKA TPYAOBOM KHUKKH.

YKA3AHV 10 BBITIOJIHEHUIO 3AJIAHUI

1. Usyunts Tpynosoii xonekc P®, IlpaBuna BeneHus U XpaHEHUsS] TPYAOBBIX KHUXKEK,
MHCTPYKLUIO 10 3aII0JTHEHUIO TPYIOBBIX KHUKEK .

YcraHoBUTS:

-3aKOHOJATEJIbHBIE U1 HOPMAaTUBHBIE IOJIOKEHU O CTaTyCe TPYAOBOM KHHUXKKE, IOPAIAKE €€

odopMIIeHUS] U BEIICHUS;

- HOpMaTUBHbIE TPpeOOBaHUs O TyOIMKaTe TPYIOBOM KHIKKH;
- HOpMaTHBHbIE TPEOOBAHUS O BKIJIAJBIIIE K TPYI0BOW KHUXKKE.

2. Vcnonp3ys mnpennoXeHHble MaTepuaybl JEJIOBOM HIpbl M MaTepuaibl 3aHATHUH O
JIOKYMEHTHPOBAHUM NIpUEMA, NTEPEBOA, YBOJIBHEHUS ONPENEINTD 3allMCH, BHOCHUMBIE B B
TPYIOBBIE KHUKKH.

3. M3yuuth npennoxeHHble KOUU TPYIAOBbIX KHUXKEK, BBISIBUTH OLIMOKH B OPOPMIICHUU U

HCIIPABJICHUAX HA TUTYJIBHOM JIUCTEC, B pa3aciic ((CBCI[GHI/IH 0 pa60Te».

KOHTPOJIBHBIE BOITPOCBI

1. B kako#l cpok noykHA OBITH 3aBe/ieHa TPYy/AOBas KHMXKKA MPU MOCTYIUIEHUM PaOOTHHKA Ha
paboTy BmepBbie?

2. B kakux cioyyasix KaJpoBas CIyx0a HMMeeT MpaBo BbIAATH TyOIUKAT TPYAOBON KHUKKHU?
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3.B kakoii cpok mociie yBOJIbHEHHUSI paOOTHUKY BBIAACTCS TPYAOBask KHIKKA?

4. Kak odopmiisieTcst Bbl1ada BKJIAAbIINA K TPYIOBON KHIKKeE?

5. Kakoe cTpyKTypHOE MOJpa3/ieieHue OpraHu3allii XPAaHUT OJAHKU TPYIOBBIX KHIKEK M
BKJIQJBINIEH K HUM?

6.Kak ucnpaBuTh o1mOKu, 0OHapyKEHHbIE HAa TUTYJIHHOM JIUCTE TPYAOBON KHUKKHU?

7.Kak ucnpaBuTh OmmOKH, 0OHApYKEHHBIE B 3aNI0JHEHUH pa3zena «CBenenus o padbore»?

Tema 9. CACTEMATH3ALIUA JOKYMEHTOB KAJIPOBOM CJIYKEBI.

Dopma 3aHATUSA — JUCKYCCUS 110 pe3yIpTaTaM U3y4YEHUsI MaTepUaJIOB

3AJIAHUS

1. Ilpoananu3upyiiTe HOMEHKIATYpy A€l KaJpoBoi ciyx0bl 3AO “Brimmen’.

2. YCTaHOBHTH COJIEpYKAHHE HOMEHKIIATYPBI JeI KaJPOBOH CITyKObI

3. IIpoanamu3upoBaTh TpeOOBaHMS 3aKOHOJATEIBHBIX U HOPMATHBHBIX JIOKYMEHTOB K COCTaBY
JIOKYMEHTOB JITYHOTO JIEJIa.

4. CpenaTh BBIBOJ O COCTaBE JIOKYMEHTOB JIMYHOTO [Ie€Ja, OCOOCHHOCTAX €ro BEIEHUS U

XPaHCHUA.

YKA3AHUS [0 BBITTOJIHEHUIO 3AJTAHUI

1. C yuerom TpeOoBaHMI HOPMATHUBHBIX JOKYMEHTOB IIPOAHATIU3UPYHTE HOMEHKIIATYPY /€1
3A0 “Beimmen”, omnpeaenss ee BUA, KIACCU(UKALMOHHYIO CXe€MYy, OCOOEHHOCTH
(bopMyJIMpPOBaHUSI 3ar0JIOBKOB, UICTOYHHKU M IMPaBHIIBHOCTh YCTAHOBJIEHUSI CPOKOB XpaHEHHUS.
Onpenenure nepexoAsIye Jeila, BKIIOYEHHBIE B TY HOMEHKIIATYPY.

2. Ha ocHoBe Tpe6oBaHuit OCHOBHBIX NMpaBUJI PabOTHl apXMBOB OpraHU3alMii W THIIOBOTO
NIEPEYHsl YNPABICHUECKUX JOKYMEHTOB CO CpPOKaMU XpAaHEHUS  yCTaHOBUTbH COJEP)KaHUE
HOMEHKJIATyphbI J1€]1 KaJpOBOU CITykKOBbI.

3. Wsyunts Yka3 Ilpesunenta PO Vka3 [Ipesunenra Poccuiickoit ®enepanym ot 30 mas
2005 r. Ne 609 «O mnepcoHaNbHBIX JaHHBIX T'OCYJAapPCTBEHHOI'O TI'Pa)IAHCKOIO CIY’Kallero
Poccuiickoit ®@enepanun M BEAEHUM €ro JIMYHOro jaena» M3yunte p.8 TumnoBoro nepeuyns

YHOPaBJICHYCCKHUX JOKYMCHTOB H ONPCACIUTE COCTAB TOKYMCHTOB JIMYHOTI'O JI€jIa pa6OTHI/IKa.
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4. Vcnonb3yss NOKYMEHTBHI, M3Y4YCHHbIE Ha NPEbIAYIIMX 3aHITHUSX, ONPEIEIUTbh COCTaB

JIMYHOTO [1cJia, YCTAHOBUTDH 0COOEHHOCTH €r0 Oq)OpMHeHI/IH " XpaHCHUA.

KOHTPOJIBHBIE BOITPOCBI

1. KakoBo Ha3Hau€HHE HOMEHKJIATYPHI JIe] B KaJpOBOU Ciyk0e?

2. KakoBbl TpeOoBaHUs K (POPMYJIMPOBKE 3arojOBKOB JOKYMEHTOB IO JHYHOMY COCTaBY B
HOMEHKJIaType zen?

3. Ilepeunciaure cocraB JOKYMEHTOB JIMYHOIO Jeia pabOTHHKA; TOCYIapCTBEHHOI'O
CJLy>Kallero.

4. Kak onpenensroTcsi CpOKM XpaHEHUsI KaJIpOBbIX JOKYMEHTOB?

5. Kakas cnyx6a B opraHu3zaiiuu J0JbKHA pa3padoTaTh HOMEHKIIATYPY JIeN KaJpOBOU CITyKObI?

6. Kaknie ocoOeHHOCTH XapaKTepHbI Al HOMEHKIIATYPHI JeJ1 KaIpOBOM CITyKObI?

IIpunoxenne 1

Hucnunmuaa «AnmuauctpupoBanue HR-mpomeccoB» BXOIWT B BapHaTHUBHYIO 4YacTb

UKIa JAdciumiuH 1o HampasieHuto 38.03.03  VYmpasnenue mnepcoHanoMm  (mpoduiib
«YmpaBieHHe TEPCOHAIOM OpraHu3anuu»). JucHuminHa peanusyercs Ha (akyjabTeTe

yIpaBJIeHUs.

Hpe()/l/lel’HOM ducuunﬂuubz ABJICTCA  KaapoBas JOKyYMCHTalusdA, cCoO3JJaBacMad B

ACATCIIBHOCTH KaJpPOBbIX CJ'Iy>K6 u O(pOpMHHIOH_[a}I TPYHAOBLIC OTHOMICHUSA C paGOTHI/IKaMI/I,

O0COOEHHOCTH €# MOATOTOBKH U pabOThI C HEH.

Llenv oceoenus yuebHou Oucyunaunbl: N3y4€HNEe OCHOBHBIX IPaBUI JOKYMEHTHPOBAHUS

TPYAOBBIX OoTHoOIIeHUN B P® n OopraHu3anuun pa6OTBI C JOKYMCHTAMHU 10 JINYHOMY COCTAaBY.
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3aoauu kypca:

. O3HAaKOMUTH CTYJIEHTOB C OCHOBHBIMH MPAaBOBBIMH aKTaMH B cepe KaapoBOTro
JIEeTI0NPOU3BO/JICTBA;

. CdopmupoBaTh KOMIUIEKCHOE MPECTABICHNUE O COCTOSHUU COBPEMEHHOM CHCTEMBI
AOKYMCHTAIlMU 110 JINYHOMY COCTaBY,

. JlaTh XapaKkTEepUCTHKY 00s3aTEeIbHBIM, YCIOBHO-0053aTEIbHBIM U PEKOMEHYEMbIM
JIOKYMEHTaM KaJpOBOil CITy>KObI;

. Onucatb 0COOCHHOCTH COCTaBJICHHUS M O(OPMIIEHHUS JOKAIbHBIX HOPMATHBHBIX
AKTOB, PCIIIAaMCHTUPYIOIIUX ACATCIbHOCTHU KaAPOBbIX CHy)K6;

° BbIsIBUTH OCHOBHBIE IOKYMEHTUPYEMBIE 33a4l KaJpOBOM CIIyKOBI;

° Y CcTaHOBUTL COCTaB AOKYMCHTOB I10 OCHOBHBIM HOOKYMCHTHPYCMbBIM KaJApPOBBIM
npoleaypam;

. [TomaroBo onucars NOPAAOK JOKYMEHTUPOBAHMS 3TUX IPOLELYD;

° CdopmupoBaTh HaBBIKM COCTaBJICHUS M OQOPMIICHHS JOKYMEHTOB 10 JHYHOMY
COCTaBy;

. OOy4yUTh OCHOBHBIM TEXHOJIOTMYECKUM MpUEMaM JeNOMPON3BOJACTBEHHBIX
onepanuii;

° O3HaKOMHTH C HOpMaMH U IpaBUJIaMU CUCTEMATU3allMU U XPAHCHHUA JOKYMCHTOB

10 JINYHOMY COCTaBY.

JuctumimHa HarpasieHa Ha GOpMUPOBaHHUE TPO(HECCUOHATBLHBIX KOMIICTCHIIN:

OIIK-4 - CriocoOHOCTb MPUMEHSTH COBPEMEHHBIE TEXHOJIOTUN U METOIbI OTIEPATUBHOTO
YIIPABIICHUS MIEPCOHAIIOM, BECTH JJOKYMEHTALMOHHOE COMPOBOKICHUE U yUET

Hnouxamop -

OIIK-4 .2 - CnocoOGHOCTh BECTHM JOKYMEHTAIMOHHOE COINPOBOXKICHHE YIPABICHUS
IIEPCOHAJIOM H yYET IIEPCOHAA.

B pe3ynvmame uzyuenusn oucyuniunsl cmyoenm 00nH#CeH

3HaTh:
- HOpMaTUBHO-TIPABOBYIO 0a3y KaapoBOTo JIEJOMpou3BoicTBa B Poccuiickoit denepanuu;
- TOpAIOK NPUMEHEHHS HOPM TpPYIOBOTO IIpaBa; - COCTaB M TMOPSJAOK COCTABICHUS U

IIPUMEHEHHU KaJIpOBOM JJOKYMEHTAIMH B YIIPABICHYECKOH ACSITEIBHOCTH;
-rpaBuiia paboThl C KaJpOBOW JOKyMEHTAIlMeH, OpraHU3aliy ee MOJIyuYeHHs! U TepeadH.

YMers:

- paboTaTh C TMPAaBOBBIMU AaKTaMH, PETVIAMEHTHUPYIOIIUMH BOMPOCH JOKYMEHTHPOBAHHS
TPYJOBBIX OTHOILIEHUH 1 pabOTHI C KAAPOBBIMU JJOKYMEHTAMU;

- OmpeneNnsaTh IO HOPMAaTUBHOW 0a3e cocTaB o00s3aTENbHBIX U YCIOBHO-00S3aTEIBHBIX
JIOKYMEHTOB,

-TMIOJITOTABJIUBATH U OPOPMIISITH KAJAPOBYIO TOKYMEHTAIMS B COOTBETCTBUU C NMPABOBBIMHU aKTaMH
P®;

- COCTaBJSITh  OpTaHU3AIMOHHBIE, HWH(OPMALMOHHO-CIIPABOYHBIE,  PACIIOPSIUTEIHHBIE
JIOKYMEHTBI KaJpOBOM CITY>KOBI;

-OpraHW30BbIBATh B3aUMOJCHUCTBUE CTPYKTYPHBIX IMOAPA3JIEICHUM MW JOJDKHOCTHBIX —JIMLL
OpraHu3aIy Mpu padoTe ¢ KaapoBOH TOKYMEHTAIIUCH;

- TOTOBUTH JIOKYMEHTBI, PEryIUPYIOIINE TPYI0OBbIE OTHOIICHUS C PAOOTHUKAMH.

Bnanets:

- HaBBIKAMH aHajW3a TMPaBBIX AaKTOB, BBIABICHUS HEOOXOIUMOW pETJIaMEHTUPYIOIEH
uHpOpMallMK O JOKYMEHTHPOBAaHMHM TPYIOBBIX OTHOIIEHWH U paboTe ¢ KaapoBOi
JIOKYMEHTAIUEH;



33

- HaBBIKAMM COCTABJICHUSA, COIVIACOBAHMS, YTBEPXKICHHUs, IOANMCAHUSA O3HAKOMIICHHUS C
JIOKYMEHTaMHU I10 JINYHOMY COCTaBY;

- HaBBIKaMH COCTaBJICHHUA PA3JIMYHBIX BUJOB KaAPOBHIX JOKYMEHTOB,

-HaBbIKaMH BHCAPCHUA JOKYMCHTAIINU 10 JTUYHOMY COCTABY U JIOKAJIbHBIX HOPMATHUBHBIX aKTOB.

OOmasi TPyJOEMKOCTh OCBOCHHUS JUCLUMIUIMHBI COCTABJISIET 4 3a4eTHbIC EAUMHUILBI.
PopMOIi UTOTOBOI'O KOHTPOJIA SIBJISIETCS IK3aMEH.

IIpuioxenne 2

JIUCT UBMEHEHMI
Ne | Teker aktyanusanuu win npuinaraeMbii k PITJ[ nokymeHT, Jlara Ne
n/n coJiep KAl U3MEHEHMUS IIPOTOKOJIA
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