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lle]lb ()I/lCI/}I/H’ZJZI/lelI NOATOTOBUTH BBIITYCKHHUKA, BJIAJACIOIICTO HABBIKAMU BCACHUA KaJApOBOI'O

ACJIOMPOU3BOACTBA.

1 IlosicHuTeJbHas 3aMIMCKA
1.1 Ileap u 3aga4y AUMCHUILIMHBbI

33[{3‘11/1 JAUCHUIIJIMHBI

o ChopmupoBaTh y CTyneHTa KOMIIETEHIIMH, TO3BOJISIONIME €My BBITIONHSTH BEChH

KOMILJIEKC paboT 110 KaIpOBOMY JAETIONPOU3BO/ICTBY;

o CdopmupoBaTh y HETO KOMILIEKCHOE TMPEACTABICHHE O CHCTEME JOKYMEHTAIUH 110

JIMYHOMY COCTaBY;

o Jlath mpezacTaBieHue 00 ypOBHE PETIAMEHTAIlMU KaJIpOBOTO AEIOMPON3BOICTBA B
PO;

o Hayuuts crTynmeHTa coCTaBIATh W O(OPMIISATH OpraHU3AlMOHHBIE KaJpPOBHIE
JIOKYMEHTHI;

o Hayuuth cTygeHTa [OKYMEHTHPOBaTh OCHOBHBIE KaJpOBbIE MPOLEIYPhI

COOTBCTCTBHHU C Tp€60BaHI/I$IMI/I 3aKOHOOAaTCIbCTBA,

o Hayuntp cTyneHTa OpraHu30BBIBaTH pabOTy KaJIpoBOM CIy>KObI, COCTaBIATh

JIOKAJIbHBIC HOPMATHUBHBIC aKThI, PCTJIAMCHTHUPYIOIIUC €€ NCATCIbHOCTD.

L4 OGy‘-II/ITB OCHOBHBIM  TE€XHOJIOTHYCCKHUM

npueMamMm  JCJIOIPOU3BOJACTBCHHBIX

OIepalnii, OpraHu3aluu XpaHEHUs KaJApOBON JOKYMEHTALUH.

1.2 HepequL IJIAHUPYEMBIX pPE3yJbTaTOB oﬁyqenml o IMCuOMIlJIMHE,
COOTHECCCHHBbIX ¢ HHAUKATOPAMH NOCTHU/KCHHUSA KOMHETCHIII/Iﬁ

KomMmnerenuus
(kK011 ¥ HAIMEHOBAHUE)

NupukaTopsl KoMIeTeHIUI
(ko1 ¥ HANMEHOBAHUE)

PesyabTaTsl 00y4eHus

OIIK-2. CrnocoOeH HaXOAUTh
OpTraHU3aIMOHHO-
YIPaBICHYECKUE PELICHUSI [IPU
pelreHnn 3a1a4 B cepe cBoei
poheCCHOHATTFHOMN
NIeSITEIbHOCTH

OIIK-2.2. Oprann3oBsiBacT paboTy
moipa3ieieHui B cepe
JIOKYMEHTAIIMOHHOTO 00CCIICUCHUS
YIpaBJICHUS ¥ apXUBHOTO JIeia

3namv: nopsdok pabomul caysnco
OOKYMEHMAYUOHHO20 0Decneverus
VAPAGIEeHUsL U APXUBOE

Ymemn: pecnamenmuposame pabomy
CYIHCO OOKYMEHMAYUOHHO20 0OecneyeHUs
VAPAGNIEeHUsL U APXUBOE

Bradems: nasvikamu opeanuzayuu
pabomul noopaszodenenuii 8 cghepe
OOKYMEHMAYUOHHO20 0Decneverus
VIPABNeHUs. U apxXugHo2o 0eid 8
COOMBEMCMBUU C HOPMAMUBHBIMU
mpebosanuamu

VK-11. Ciocoben
(hopMHUPOBATH HETEPITUMOE

YK-11.3. Bnagers HaBbIKamMu pabOTHI ¢
3aKOHOJATENbHBIMU U APYTUMU
HOPMAaTHUBHBIMU MPABOBBIMH aKTAMHU

3unams: 3axonodamenvHble u OpyeumMu
HOPMAMUSHBIMU NPABOSLIMU AKMAMU 6
cghepe cayscedHOU desimenbHOCmU




OTHOILICHUE K Ymemsw: pabomams ¢ Hopmamuero-
KOPPYNIMOHHOMY TTOBEJICHUIO npasosotl basoil 8 cghepe cayiceOHoU
desmenbHOCMU

Bradems: nagvikamu npumenenus
AHMUKOPPYNYUOHHBIX HOPM 6
npogheccuoHanbHOU 0esimenrbHOCU U
NOBCEOHEBHOU HCUHU

B pesynprare OCBOGHHUS JUCHUIUIMHBI OOYYaroOIIUICS JOJDKEH JIEMOHCTPUPOBATH
CIICAYIOIINE PE3yJIbTaThl 00pa30BaHMS:

1.3 MecTOo AMCHUILUIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/IbHOM

NMPorpaMmabl
JucuumnHa (Moaynb) «KaapoBoe 1enonpon3BoACTBO» OTHOCUTCS K 0053aTENIbHOM YacTH 010Ka

JTUCUUIUINH Y4eOHOTO TUIaHa.

JUJ1st 0OCBOEHUSI IUCIUILTMHBI HEOOXOIMMBI 3HAHUS, YMEHUS U BIIZICHUs1, COPMHUPOBAHHBIE
B XO/I€ U3yUCHHs CJICAYIOUINX JUCLHIUIMH U MPOXOXKIEHUS MPAKTUK: «JOKyMeHTOBeIeHUE,
«Oprasuszanys 1 TEXHOJIOTHs JOKYMEHTAIMOHHOTO 00ECTIeYeHHS yIIPaBICHUS.

B pesynbraTe OCBOCHHS AMCUUIUIMHBI (OPMHUPYIOTCS 3HAHUS, YMEHUS M BIAJCHHA,
HEOOXOAUMBIE JUISI U3YyUEHHs CIEAYIOUMX IUCHMIUIMH (MOAYJEH) M MPOXOXKICHHS MpPaKTHK:
«Pernamenranus AeATENbHOCTH KaJIpoBoil ciyxOb», «lludpoBas Tpanchopmamus cuctembl
KaJpOBOW JTOKYMEHTauum», «3ammra u o0padoTKa IepCOHANBHBIX IaHHBIX», «3aluTa
KOH(UIEHIIMATbHONH HH(pOpMAIMU B KaapoBOW ciyxkOe», «MHbOpManOHHBIE CUCTEMbI B

KaJpOBOH CITyKOe».

2 CrpyKTypa JUCUHMILJIMHBI

OO01mast TpyA0€MKOCTh TUCIUIUTHHBI COCTaBiseT 4 3.e., 144 .

CTpykTypa AUCHHUILIMHBI VI 04HOH (opMBI 00yYeHH

O6bveM TUCHMIUIMHBI B (pOpME KOHTAKTHOM PabOThl 00yYaromUXCs C MeAaroruuecCKuMHu
pabOTHHUKaMU U (UJIH) IMIIAMH, IPUBJIEKAEMBIMHU K peau3alii 00pa30BaTeIbHON MPOrpaMMBbl Ha
MHBIX YCIOBHSX, IIPH MIPOBEACHNUHU YUSOHBIX 3aHATHIL:

Cemectp | Tum y4eOHBIX 3aHATUI KonuuectBo
4acoB
2 Jlekuun 32
2 Cemunapbl/mabopaTopHbie paboThI 48
Bcero: 80

O0beM OUCIHILTUHBL B (POPME CaMOCTOSTENBHON pabOThI 00YYAIOMIMXCS COCTaBIsET 64
aKaJIEMUYECKUX YaCOB.

CTpyKTypa JTUCHUIIMHBI /151 3204HO (PopMBbI 00yUeHUs1
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OO0beM IUCHMIIIMHBI B (pOpME KOHTAKTHON paboOThl 00yYaromuxcs ¢ MelIarormyecKuMH

pabOTHHUKAaMU U (UJIH) IMIIAMHU, IPUBJIEKAEMBIMHU K peau3aliii 00pa30BaTeIbHON MPOrpaMMBbl Ha
MHBIX YCIOBHSX, IIPH MIPOBEACHNUHU YUCOHBIX 3aHATHIL:

Cemectp | Tum yaeOHBIX 3aHATUI KonuuecTso
4acoB
2 Jlexumn 16
2 Cemunapsl/mabopaTopHbie pabOThI 16
Bcero: 32

O0beM IUCIHILTUHBL B (DOPME CaMOCTOSTENbHON pabOThHI 00yYaromxcs coctapiser 112

AKaJJCMHUYCCKUX 4aCOB.

3 Coaepxanue IUCHUIINHBI

Ne | HaumeHoBaHue pa3jena
JTUCIHUIIINHBI

Conepxanue

1 Bsenenue

IIpeamer, 3amauu, conep:kaHWe Kypca.
XapaKkTepUCTUKA COBPEMEHHONW CHCTEMBI KaJIpOBOU
JNOKymMeHTauuu.  B3auMocss3b IIPOLIECCOB
YIIPABJICHUS [IEPCOHAIOM C COCTaBOM U IOPSAIKOM
¢dbopmupoBaHus CUCTEMBI JIOKYMEHTAllUU 110
JUYHOMY cocTaBy. MecTto Kypca cpeau Apyrux
Hay4HbIX  JUCLUIUIMH:  «JlOKyMEHTOBEACHUEY,
«Opranuzanysi 1 TEXHOJIOTHs TOKyMEHTALMOHHOIO
obecrieueHus YIIPABIICHUA, «YmnpaBiieHHE
nepcoHaniom», « I'pynoBoe npaBo» u ap. Mctounuku
U3Yy4YEeHHs Kypca. 3aKOHOAATEIbHbIE 1 HOPMATHBHO-
IIPaBOBBIC aKTHI, HOPMAaTUBHO-METOIUYECKUE

JIOKyMeHThI. OTeuecTBeHHas: ucToprorpadus.

2 Pernamenranus
JOKYMEHTUPOBAHUS KaJIpOBOU
NesITeIbHOCTH U pabOTHI C
KaJIpOBBIMU IOKYMEHTAMH.

BaKOHOI[aTCJIBHBIe U HOPMATUBHO-IIPABOBBLIC AKThI.

TpynoBoit konekc Poccuiickon Penepaunu
KaK OCHOBOM NPAaBOBOM aKT, OMPEACIISIIOIINAN COCTaB
U TOpAIOK OQOpMIICHHS JOKYMEHTOB o
YCTaHOBJICHUIO TPYJAOBBIX OTHOLICHHUH U TPYIOBOU
NEeSTeIbHOCTH Pa0OTHUKA. 3aKOHOMATENbHBIE AKTHI

Poccuu o JOKYMCHTHPOBAHUN OTACJIBHLIX CTOPOH
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TPYNOBOM JEATECIBHOCTA  Pa3JIMYHBIX KaTerOpHUU
paOOTHUKOB. 3aKOHOJATEIbHBIE AKThl CYOBEKTOB
Poccuiickoit  ®epnepauuu, VYkasel Ilpesunenra,
IlocTaHoBiIEHMST M PACTIOPSIKEHUS MPABUTENBCTBA

Poccutickoit @enepanuu.

HOpMaTI/IBHO-MeTOHI/I‘-IGCKI/Ie AOKYMCHTEI .

KBanudukannoHHbIi CTIPAaBOYHUK u
npodeccUOHaNbHBIE CTAaHAAPTH, KaK OCHOBHBIC
HOPMATHUBHBIE JOKYMEHTBI, pPErJIaMEHTHUPYIOLIHE
TpeOOBaHUS K KBANU(UKALUK, 3HAHUSIM U YMEHHIM
pabotHukoB. OOrepoccuiickue KiacCu(pUKaTopsl
TEXHUKO-D)KOHOMUYECKOU u COLIMAJIBHOU
MHpOpPMaLINH, YCTAaHABIMBAIOIIME COCTAB U MOPSIAOK
3aIOJTHEHUS KaJPOBBIX JOKYMEHTOB.

TumoBele TEpEeYHH U CPOKU XpaHEHUs
JTOKYMEHTAIUH o JUYHOMY COCTaBy.
PerynupoBanue opranuzali apXMBHOTO XPaHCHHS
JOKYMEHTAIUH 10 JMYHOMY COCTaBy B HOPMATUBHO-

METOANYECKUX NOKyMeHTax PO.

Pazpabotku I'ockomcrara P® 1o
yHU(UKaIUU bopm NEPBUYHOMI Y4ETHOU
JOKYMEHTAIUH.

Opranuzanus paboThl KaApOBOI

CITyKOBI

CTpyKTypbl KaJIpOBBIX cITy>k0. UnCIIeHHBII
U JIOJDKHOCTHOW cocTaB ciykObl. Hopmarusel
BPEMEHU Ha pabOTHI MO yUETY KaJpOB.
3amaun ¥ (QYHKIUMA KaJpOBOI  CITyXOBI.
[Tonoxenne 00 otaene KaapoB (yNpaBlICHHUH,
JenapTaMeHTe U Ap.), KaKk OCHOBHOM HOPMAaTHUBHBIN
JOKYMEHT 1o OIIpEEIICHUIO CTPYKTYPHI,
YHUCJICHHOCTH, BUAOB PAa0bOT 3TOTO MOJpPA3ICIICHUS.
[Mopsimox  pa3paboTku, coctaB uWHGMOpPMALUUA U
CTPYKTypa TEKCTa IOJIOXKEHUsS. 3aKpeIUIeHUE IIpasB,

OTBCTCTBCHHOCTH, B3aHMOCBSI3EH OTACIa KaApOB.




JIOJDKHOCTHBIE MHCTPYKLIMM, KaK OCHOBHOM
IIPaBOBOM aKT, OIpEIEIAONN [IpaBOBOE
MOJIOKEHHE PAOOTHUKOB KaJpPOBOH CIyXObl H
OpraHM3alnuio ux Tpyna. HazHaueHue 10IKHOCTHBIX
UHCTPYKIUH.

NHucTpykuus o KaJpOBOMY
JIEJIONPOU3BOACTBY, KAaK OCHOBHON HWHCTPYMEHT
NOBBIIEHUS I(P(PEKTUBHOCTH PAOOTHI  KaJAPOBBIX
noApasaesieHui B chepe KaJIpOBOTO
JIEJIONPON3BOACTBA.

Pernamenranust paboThl € TEpPCOHAIOM B
JIOKaJIbHBIX HOPMAaTUBHBIX aKkTax u
OpraHMU3allMOHHBIX JOKYMEHTax (ycraB
OpraHM3aliy, IpaBWIa BHYTPEHHEIO TPYIOBOIO
pacrnopsaka, MOJ0XKEHUE O MEPCOHAIbHBIX JaHHBIX,

KOJUIEKTUBHBIN JIOTOBOp U Jp.).

CocTaB KaspoBOW JOKYMEHTALMH.
JIOKyMEHTHUPOBaHHE TPYAOBBIX

OTHOIIIEHUHN.

XapakTepUCTHKa CHUCTEMBI KaJpOBOM
JOKYMEHTAIllMM, €€ COOTBETCTBUE  OCHOBHBIM
3ajjauaM 1o 1moadopy, yU4eTy U pacCTaHOBKE KaJpPOB.
OOs3arenbHas U yCIOBHO-00sI3aTeNIbHAS KaJpoBas
JTOKYMEHTAIHSL.

OpraHu3anvoHHbIE JOKYMEHTBl — IITaTHOE
pacnucaHue, CTPYKTypa M IITaTHas YUCIEHHOCTH,
rpaduK OTIYCKOB.

PacniopsinutenbHble TOKYMEHTBI — IMpPHUKa3bl
(pacmiopsbkeHHs) 1O JHYHOMY cocTaBy. OOmme
TpeOoBaHUs K OPOPMIICHHUIO U CPOKAM MTOATOTOBKH.

HNHpopMannoHHO-CIIPaBOYHbIE TOKYMEHTHI —
3asBJICHUS, TPEACTABJICHUS, YBEAOMIICHUS, AaKTHI,
JOKJIaIHbIe U O0BSCHUTEIBHBIC 3aIUCKH.

VYyerHbie GOpPMBI 1 UX Ha3HAUYCHUE.

[Ipuem pabGotHukoB Ha pabory. CocraB

[IEPCOHAJIBHBIX JIOKyMEHTOB paboTHUKa,
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MPEJCTABIAEMBIX PA0OOTONATEINIO ISl yCTAaHOBICHHS
TPYNOBBIX OTHOLICHHMH. TpynoBo  1OroBop -
3aKOHOJATEJIbHOE 3aKpeIuieHHe TpeOOBaHUM K
CTPYKType TEKCTa, TMOPAAKY COCTaBJICHHUA U
opopmrenus. [ToaroroBka u opopmiieHIE IPUKA30B
(pacmiopspkeHHil) 0 mpuemMe Ha paboTy. AHKETHI,
aBTOOMOrpaduu, pe3oMe H  JAp. JOKYMEHTHI,
3aIoTHsAEMBIE TIPU TIpUeMe Ha padoTy.

BHecenue cBeieHuil B TpyAOBYIO KHIDKKY M JTHYHYIO

KapTO4Ky pabOTHHKA.

JIOKyMEeHTHpOBaHUE  JBMKCHUS  KaJpOB.
Bunsl mepeBomoB. CocTaB M TOPSIOK H3IAHHS
JOKYMEHTOB, O(OPMIISIONINX MPOLEAYPY MepeBoa.
Coneprxanue, MOpSAAOK MOATOTOBKH M O(opMIIeHHUS
IIPUKA30B (pacniopsixeHHiN) 0 [IEPEBOJIE
COTPYAHUKOB. JIOKYMEHTHI-OCHOBaHHS K IIPUKA3aM O

HepeBo/Ie.

Bunst ormyckos. Ilopsnok odopmienus
€KETOTHOT0 OYEPETHOTO OIUIAYMBAEMOTr0 OTIIyCKa.
I'paduk OTHYCKOB, COCTaB, COAEp)KaHUE, MOPSIAOK
MIOATOTOBKH u oopmienus IIPUKA30B
(pacnopsixeHuit) o IIPEAOCTABICHUH OTITYCKA.
Ilopsnox  mepeHoca  ormycka.  JlOKyMeHTHI-

OCHOBAHUS K PUKa3aM 00 OTIyCKax.

[Topsmoxk odopmieHHS KOMaHIUPOBOK —
COCTaB JIOKYMEHTOB, oopmIIsTIOIINX
KOMaHIUpOBaHHE pabOTHHMKA, COJIEp)KaHHE H

MOPpAAOK NOATOTOBKHU ITPUKa3a O KOMaHAWPOBKE.

Bunsl noompennii. Coaepikanue, MOPsIOK
MIOATOTOBKH u oopmrenus IIPUKA30B
(paciopsbkeHMii) O MOOUIpEHHH  pabOTHHKA.

I[OKYMGHTBI-OCHOBaHI/ISI K IIpHUKa3aM O IMOOUIPCHUMH.
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Bunnr JUCLHUATUIMHAPHBIX B3BICKAHHH.
Coneprxanue, MOpsAAOK MOATOTOBKH M O(opMIICHHUS
IIPUKA30B (pacniopsixeHHMi) 0 B3BICKAHUU.
JIOKYMEHTBI-OCHOBAaHHUS K IPUKAa3aM O HaJOKEHUU
JUCLUUIUIMHAPHOTO B3bICKaHHUA. AKTBI 00 OTKa3bl

JaBaThb 00BACHEHNS U 3HAKOMUTELCS C IMPUKAa30M.

ITopspox  mpoBeneHus aTTecTaluu
paboTHHKOB B opranuzanuu. CocTaB JOKYMEHTOB,
opopmistromnx npouenypy. Conepxanue, mopsaoK
IIOATOTOBKH u oopmienus IIPUKAa30B

(pacmiopspkeHHit) 00 aTTecTalum.

[Topsanox YBOJIbHEHUS pabOTHUKOB.
OcHoBanust yBOJbHEHUS paboTHHKOB. CocraB
JIOKYMEHTOB, oopmItsTFOIIIIX npoLexypy.
Coneprxanue, MOpsAAOK MOATOTOBKH M O(opMIIeHHUs
NpUKa30B  (pacmopsokeHuil) 00 — yBOJBHEHUH.

JIOKyMEHTBI-OCHOBaHHMS K ITPHUKa3aM 00 yBOJIbHEHUH.

Y4eT IUYHOrO cocTasa.

Buael  yyeTHbIX  JIOKyMEHTOB. JInuHas
KapTouka pabotHuka (dpopma T-2): cocras

uHpOpMaLUH, TOPSJOK 3aMOTHEHUS U BEICHUS.

HopmaTtuBHasg u mpaBoBast perjiaMeHTaLMs
nopsiika BeAeHUs IUYHBIX Jen. Odopmienue u
BEJICHUE JHMYHBIX Je1 paboTHukoB. CoctaB
IIOCJIEI0BATEILHOCTh PACIIONIOKEHNS JOKYMEHTOB B

JIUYHOM JICJIC.

TpynoBast KHMXKKa paOOTHHKA KaK OCHOBHOMU
JOKYMEHT O TPYIOBOH IEATEIBHOCTU U TPYIOBOM
CTaxe pabotHuka. OdopmieHne u BeIeHHE
TPYNOBBIX KHMXKEK W BKIableld K HUM. Ilopsmok
BbIIAYM JyONUKaTa TPYAOBOW KHIDKKH. YYeT H
XpaHEHUE TPYAOBBIX KHIKEK B OpraHU3aLUU.
OTBETCTBEHHOCTh paboTojaTessi 3a XpaHEHHE U

3aMOJIHCHUC TPYOOBBIX KHUKCK.
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Opranuzanus paboThl C KaJIpOBBIMU

JNOKYMEHTaMHU

Perucrpanmuss ~ 1OKyMEHTOB IO JINYHOMY
cocraBy. [IpaBuna peructpaunu U UHAEKCUPOBAHUS
KaJpOBBIX JIOKyMEHTOB. Perucrpanuonssie (HopMel
(TpaguuMOHHBIE W aBTOMaTtu3upoBaHHbIE). CocTaB
PEKBU3UTOB (IIOJIEH) U PEruMCTpali Pa3InYHBIX

BUJ0OB JOKYMCHTOB U MMOPAAOK HUX 3aIIOJTHCHUA.

CucremaTuzanuss U ONEpaTUBHOE XpaHEHHE
JOKYMEHTOB IO JIMYHOMY cocTaBy. OcCOOEHHOCTH
¢dopmHpoBaHUs B JieNa JOKYMEHTOB IO JINYHOMY
COCTaBYy. IIpaBuina CUCTEMAaTU3ALUU
pacropsaUTeIbHBIX JOKYMEHTOB, YUYETHBIX (OpM,
TPYIOBBIX KHIKEK. CHUcTeMaru3anus ¥ XpaHEHUeE

,Z[OKyMeHTOB-OCHOBaHI/II\/II K IIpUKa3aM.

Homenknarypa nen KaapoBOH  CITyXOBlI.
[TopsiioK MOATOTOBKH, COCTABICHUSA U O(OPMIICHHUSL.
[TpumepHass HOMEHKIIATypa JIeJl KaJIpOBOH CITyKOBbI.

[Tepexonsmue nena.

Cpoku XpaHEHHUs KaJpOBbIX JOKYMEHTOB.

HO,Z[FOTOBKa JOKYMCHTOB K Ca4YC B apXHB.

DkcnepTusa LIEHHOCTHU JIOKyMEHTOB
KaJIpOBOM CITy’KOBbI, €€ HOPMATHBHO-METOUYECKAs

OCHOBA, OpraHu3aluvs U NOpsAdOK HNPOBCACHUA.

CocTtaB JOKYMEHTOB KaJpOBOH CIIyXOBl,
MOJUIeXKAIUX [epelaye B  apXHB. [IpaBuna
MOJATOTOBKH JIOKYMEHTOB IO JINYHOMY COCTaBy K
nepefgaye B apxuB opraHuzanuu. CocTaBieHHE H
oopmieHre ONUCH JOKYMEHTOB IO JINYHOMY
coctaBy. llOpsiiOK YHUYTOXXEHHUSI JTOKYMEHTOB C

HUCTCKIINMMHU CPOKAMU XPaHCHUH.

4 OoOpa3oBaTejibHbIEC TEXHOJIOTHH
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Buowt yueonwvix
Ne |  Haumenoeanue pazoena 3 Obpa3zosamenvhvie mexnonozuu
3anamuil
n/n
1 2 3 4
1 |BBenenue Jlexyusa 1. Beoounas nexyus
Camocmosmenvras
Kouncynomuposanue
paboma
2 |Pernamenranus Jlexyus 2. Jlexyus ¢ npumenenuem caaiio-
JOKYMEHTUPOBAHUS KaJJpOBOI npoekmopa
NesITeIbHOCTH U pabOTHI C
KaJ[POBBIMU JIOKyMEHTAMHU Jlabopamopnas paboma |3anamue ¢ npumeneHuem
Nel paz0amoyHo2o mamepuaid
(Tpyoosoii koOeKc, 8b10ePIAHCKU U3
npagosvix aKkmos)
Camocmosmenvras Koucynomuposanue
paboma
3 |Opranuzanus paboThl Jlexyus 3. Jlexyus ¢ npumenenuem caaio-
KaJIPOBOH CITy>KOBI npoeKmopa, OUCKyccus
3ausamue ¢ npumeHnenuem
Jlabopamopnas paboma |pazoamouno2o mamepuaia
No2 (8b10epIICcKU U3 NPABOBLIX AKMOE,
mamepuansl 0e10801 uepvl —
Ketic-memoo)
Camocmosmenvras Koucynomuposanue
paboma
4 |CoctaB kaJpoBoOii Jlexyust 4. IIpobremnas nexyus ¢
JIOKYMEHTAIIUH. npuMeHeHuem C1ato-npoeKmopa
JIOKyMEeHTUPOBaHUE
TPYIOBHIX OTHOMICHH. Jlabopamopnas paboma |3anamue ¢ npumeneHuem
Noe3-7 paz0amoyHo2o mamepuana
(8b10epIHCKU U3 NPABOBLIX AKMOS,
mamepuansl 0e10801 uepvl —
Ketic-memoo)
Camocmosmenvras Koucynomuposanue
paboma
5 |Yuyer nuyHOTO COCTaBa. Jlexyust 5. Jlexyus, ouckyccus

Jlabopamopnas paboma
No§

3anamue c npumenenuem
pazoamouno2o mamepuaia
(8b10epIHCKU U3 NPABOBLIX AKMOS,
mamepuansl 0e10801 uepvl —
Ketic-memoo)
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Camocmosmenvras Koucynomuposanue
paboma
6 |Opranuzanus paboThI C Jlexyusa 6 Jlexyus ¢ paz60pom KOHKPEemHbIX
KaJIpOBBIMHU JTOKYMEHTaMU cumyayuu

Jlabopamopnas paboma |3anamue ¢ npumeneHuem

Ne 9 pazo0amoyHo2o mamepuaid
(8b10epIHCKU U3 NPABOBLIX AKMOS,
mamepuanst 0e10801 uepvl —
Ketic-memoo)

Camocmosmenvhas Koncynomuposanue
paboma

B mepuox BpeMEHHOro NPHOCTAHOBJICHUS MOCEHICHUS OOYYarOIIMMUCS TOMEIIEHUH H
teppuropun PITY s opranmsanuu y4eOHOro mporecca ¢ NPUMEHEHHEM 3JIEKTPOHHOTO
o0y4eHHs W JUCTAHLIMOHHBIX OOpPa30BaTENbHBIX TEXHOJIOTUH MOTYT OBITh MCIIOJIb30BaHBI
clieAyIonre o0pa3oBaTesIbHbIE TEXHOIOTHHU:

— BUJICO-JICKIIUH;

— OHJIAMH-JICKLIUU B PEKUME PEAIIBHOIO BPEMEHY;

— JJICKTPOHHBIE yUYeOHUKH, yueOHbIe TOCOOUs, HayuYHbIe U3JaHUs B DJIEKTPOHHOM BHUJE U
JOCTYII K MHBIM 3JIEKTPOHHBIM 00pa30BaTEIIbHBIM pPeCypcam;

— CUCTEMBI JJIs JJIEKTPOHHOI'O TECTUPOBAHUS;

— KOHCYJIBTALIUK C UCIIOJIb30BAHUEM TEIIEKOMMYHHUKALMOHHBIX CPEACTB.

5 Ouenka mIaHNPyeMbIX Pe3yJibTaTOB 00y4eHU s
5.1 Cucrema onieHUBaAHHUSA

Texyuuii KOHTPOJIb OCYIIECTBISETCS B BUJIE OIICHOK KOHTPOJBHBIX PadOT M 33aHUM Ha
npakTudeckux 3aHsATHAX. KoHTponbHas paGorta Nel BBIBISET 3HAHUME COCTaBa M TOPSIKA
o(opMIIeHHsI JOKYMEHTOB B X0JI€ OCHOBHBIX Ka/IpOBBIX IMPOIEIYp, U olieHuBaercs 10 20 6anos,
KOHTpoOJIbHast paboTta Ne 2 mokasbIBaeT 3HaHHS CTYACHTOB IO BOIIPOCAM OpraHU3alMH paboTHI ¢
KaJpOBOW JOKYMEHTALMEH M BBIABISET TOTOBHOCTh CTYACHTOB K IPakTHYECKOW paboTe,
oueHuBaercs 10 10 6anoB. MakcumalibHas OIICHKA BBIITOJTHEHHS KX 10M J1ab0paTopHON paboThI
— 5 GayoB. [IpoMexyTOUHBIN KOHTPOJIb 3HAHUN MPOBOAMUTCS B (hopMe UTOTOBON KOHTPOJILHOM
paboThI, BKIIOYAIOLICH TEOPETUYECKHE BOMPOCH M MPAKTUYECKOE 3a/1aHue, 1 OlleHnBaeTcs 10 40
OaoB.

B pesynbpraTe TEKylero W NpOMEXKYTOYHOIO KOHTPOJISI 3HAHUM CTYIEHTHI IOJIYy4YaroT

COOTBCTCTBYIOIIIYIO OLICHKY 3a 5K3aMCH.

Dopma kKonmponsn Makc. konuuecmeo 6annos
3a oony pabomy,  Bceeo

Texkymuit KOHTPOJIb:
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- Konrponbnas pabora Ne 1 (temsl 1- 20 6annos 20 b6annos
4)

- Konrponbhas pabota No2 (Temsr 5- 10 6annos 10 6annos
6)

- JIaboparopHslie paboThI (TeMBbI 1-6) 5 bannos 30 bannos
[IpomMexyTouHas arTecTanus 40 6annos
(3Kx3ameH)

Htoro 3a cemectp (AUCIMIUIMHY) 100 6annos

OreHKa «yJJOBJIETBOPUTEIBHOY BBICTABIIAETCS 00ydaromemycs, Habpasiiemy ot 50 mo 67

0a/moB 0aNIoOB, OLIEHKA «XOPOII0» BBICTABISETCS OOywaromiemycs, HaOpaBimemy oT 68 o 82

0aJuIoB, OLIEHKA «OTIIMYHO» BBICTABIISIETCSl oOydatomiemycs, Habpasmemy ot 83 no 100 Gamos,

c(OPMHPOBAHHBIX B pPe3yJIbTaTe CyMMHUPOBAHUS OAJIJIOB, TOJyUYEHHBIX IIPU TEKYILIEM KOHTPOJIE U

IPOMEXYTOUHOM aTTectanuu. [lomydeHHblil cOBOKyNHbIN pe3ynpTar (MakcumyM 100 6aioB)

KOHBEPTUPYETCA B TPAAULUMOHHYIO LKAy OLIEHOK M B IIKajly OLEHOK EBpOmEenckoi cuctembl

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

COOTBETCTBUHU C TAOIULIEH:

100-6amnpHas [xamna
KA TpanuuuoHHas mkana ECTS
95— 100 OTJINYHO A

83 -94 B

68 — 82 XOpOIIO 3a4TE€HO C

28 : 2; YZIOBJIETBOPUTEIBHO g
20-49 FX
0-19 HEYJI0BJIETBOPUTEIBHO HE 3a4TEHO F

5.2 KpnTepml BBICTABJICHHUA OLICHKH 110 JUCHHUIIJINHE

Banasl/ Ounenka no Kputepun oneHkn pe3yibTaToB 00y4eHHs 110

Ixana AUCHUIINHE AUCHUIINHE

ECTS

100-83/ «OTIUYHOY/ BricraBnsiercs o0yuaromemMycs, €ciid OH IITyOO0KO U

AB «3a4TE€HO IIPOYHO YCBOMJI TEOPETUYECKUM U IPAKTUUECKUI
(oTIM4HO)»/ MaTepuaj, MOXKET IPOJEMOHCTPUPOBATh 3TO HA 3aHITHUAX
«3a4TEHO» U B XOZI€ IPOMEKYTOUHOMN aTTECTALUU.

OOyuaronuiics HCUEPIIBIBAIOIIE U JOTMYECKH CTPOIHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPUIO C
IIPAKTUKOM, CIIPABISICTCA C PEIICHUEM 3aad
npodeCCUOHATLHON HANIPAaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, NTPABHIILHO OOOCHOBBIBACT ITPUHSATHIC
peueHusl.
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Banael/
HIxana
ECTS

Ounenka no
MUCHUILINHE

Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
AUCHUIINHE

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
npodeccCHOHaIBHOM JIUTEepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEMycs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.

Komnerenmnuu, 3akpeni€Huble 3a AUCHUIIIMHOM,
c(OpPMHPOBAHBI HA YPOBHE — «BBICOKHUI.

82-68/

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

BricraBnsiercs o0yuaromemMycs, €ciii OH 3HaeT
TEOPETUYECKUN U IIPAKTUYECKUNA MaTepua, IpaMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUSIX U B XOJE
IIPOMEKYTOYHOM aTTECTAllUU, HE JOIYyCKasl CYLIECTBEHHbBIX
HETOYHOCTEH.

OOyuaronuiicsi IpaBUIBHO IPUMEHSET TEOPETHUECKHUE
IIOJIOXKEHUS IIPU PELLIECHNUHN ITPAaKTUYECKUX 3a/1a4
npodeCCHOHATBLHON HAMPABIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAMMBIMH ISl TOTO HaBbIKAMH
U IpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TUTepaType.

OreHKa Mo JUCUUIUIMHE BBICTABIISIOTCS 00YJaromeMycs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTaluu.

Komnereniuu, 3akperiéHuble 3a AUCIUTUTMHOMN,
c(OpPMHPOBAHBI HA YPOBHE — «XOPOIIUN».

67-50/
D.E

«YIOBIETBOPH-
TEIBLHO»/
«3a4TCHO
(ynosnerBopu-
TEJILHO)»/
«3a4YTCHO»

BricraBnsiercs oOyuaromemMycs, eciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U NMPAKTUYECKUN MaTepUall,
JIOIYCKAeT OTAETIbHBIC OMIUOKH MPH €ro U3JI0KESHUHU Ha
3aHATHUAX U B XOZE IIPOMEXYTOYHOU aTTECTALUH.
OOyuaronuiicss UCTIBITHIBACT ONpPEACIEHHBIE 3aTPYAHEHUS
B IIPUMEHEHHUH TEOPETUYECKUX IT0JI0KEHUN IIPU PEILICHUN
MPAaKTUYECKHX 3a/1a4 MPO(HeCCHOHAIBHONW HAPaBICHHOCTH
CTaHIAPTHOI'O YPOBHS CIIOKHOCTH, BJIaJIEET
HEOOXOUMBIMU JIJIs1 3TOTO Oa30BBIMHM HAaBBIKAMHU U
IPUEMAMH.

JIeMOHCTpHpPYET I0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JIUTEPaTyphl 10 JUCLUIIIINHE.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJaromeMycs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.

Komnereniuu, 3akperiéHuble 3a AUCIUTUTMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «JJOCTATOYHBIIHY.

49-0/
F,FX

«HEYIOBJICTBOPHUTE
JIBHOY»/
HE 3aYTEHO

BricraBnsiercs o0yuaromemMycs, €ciii OH He 3HaeT Ha
6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
MaTepHal, 10IycKaeT rpyOpie OUIMOKY IpU ero
U3JI0’)KEHUU Ha 3aHATHSX U B XOJ€ IPOMEXYTOUHON
aTTeCcTalluu.

OOyuJaronuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IIPUMEHEHUU TEOPETUUECKUX MOJIO0KEHUI PU pELICHUH
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Banasl/ Onenka no Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
Ixana AUCHUIINHE AUCHUIINHE
ECTS

MPAaKTUYECKHX 3a/1a4 MPO(eCCHOHAIBHONW HAPaBICHHOCTH
CTaHJapTHOI'O YPOBHS CJIO)KHOCTH, HE BJIaJI€eT
HEOOXOIMMBIMU JIJIS1 3TOTO HAaBBIKAMU U IPHUEMaMHU.
JleMOoHCTpHpYeT (pparMeHTapHbIe 3HAHUS YIeOHOMH
JUTEPATYpPHI 110 TUCLHUILIIMHE.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJarOmEeMycs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCcTaluu.

KomneTeH1uu Ha ypoBHE «JOCTaTOUHBINY, 3aKPEIUIEHHBIE
3a AMCUUIUIMHON, He C(OPMHPOBAHBI.

5.3 OueHouHbIe cpeAcTBA (MATEPUAJIBI) NJIf TEKYIIEr0 KOHTPOJIA
yCIeBaeMOCTH, IPOMEKYTOYHOM aTTeCTANUM 00YyYAOIIUXCS 110
AHCHHUILIHHE

Bapuanmuvr konmponwvnou pabomor Ne 1

Bapuanr 1

1.B xakux cioydasx KaJapoBas ciy>k0a MMeEeT IpaBo BbIIATh AyOIUKAT TPYI0BOM KHMKKH? Kak
3TOT AOKYMEHT oopmiisieTcs?

2.Ilepeuncnute BHIBI JOKYMEHTOB, IPUMEHsEMbIe TP MepeBoje Ha Apyryio pabory. Kak
odopmiseTcs: Kaxaplid n3 HUX?

3. Ha3oBuTE TOKYMEHTHI, IpeiocTaBisieMble pa0OTHUKOM IPH MOCTYIUICHUH Ha padoTy.
4.KakuM J0KaTbHBIM HOPMATUBHBIM aKTOM perjlaMeHTUpYyeTcs paboTa KaJpOBBIX CIIEHUAINCTOB

C MIEpCOHAIBHBIMU JaHHBIMU? J[aliTe eMy XapaKTepUCTHKY.

Bapuanr 2

1.XapakTepucTUKa Ha3HAUYEHUS TPYIOBOW KHIKKU. B Kakod Cpok OO/DKHA OBITH 3aBefieHa
TPYAOBasi KHIKKA MIPU TIOCTYIUICHUU HA paboTy BIiepBbIE?

2.Ilepeuncnute BUABI TOKYMEHTOB, IPUMEHsIEMBbIE TIPU YBOJIbHEHUU. Kak odopmisieTcs Kaxablii
U3 HUX?

3.Kakoil 5oKanbHBIH HOPMATUBHBIM aKT ONpENENAeT OpraHu3alui0 Tpyla COTPYAHHUKOB B
KOMITaHWHU. /[aliTe eMy XapaKTepUCTHUKY.

4.HazoBuTte nHpopmanuio, 00s3aTeNbHYIO0 11l BKIIOUYEHHUS B TPYIOBOM JOTOBOD.

Bapuanmuvr konmponwvnoi pabomor Ne 2
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Bapuanr 1

1.

2.

[lepeuncnure cocTaB JOKYMEHTOB JHYHOIO Jiela paboTHHKa. KakuMu HOpMaTHBHBIMH
JIOKyMEHTaMU 3TO OIpeesIeHO?

Ha3zoBuTte 1OKyMEHTHI KaJpOBO CIIy>KOBI, MMOAJICKAIINE TIepeiaye B apXuB.

Bapuanr 2

1.KaxoBBI 0COOEHHOCTH COCTaBJICHUS HOMEHKJIATYPHI JIeT KaJAPOBOU CITyKObI?

2. HazoBwute 00s13aTeNbHBIC PErHCTPALMOHHBIE (POPMBI KaAPOBOM CITY>KObI?

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

6

Hpumepnble KOHmMpOJibHblE 60NPOCHL onsa npomeafcymouuoﬁ ammecmauuu.:

[epeuncautsb 3aKOHOJaTeJIbHbIC aKTHl, KOTOPBIMH periaMeHTHpyeTcs
JOKYMEHTHUPOBAHHE KaJpOBOU JAEATEIbHOCTH B HACTOAIIEE BpeMs?

[epeuncautsb HOPMaTHBHO-METOJUUECKUE JIOKYMEHTHI, periIaMeHTHpYIOIIe
JOKYMEHTHPOBAaHHUE KaPOBOU JAEATEIbHOCTH.

Ha3zBaTh BUIIBI JOKYMEHTOB, IIPEIbSIBIAEMbIE PAOOTHUKOM IIPU IIpUeMe Ha paboTy.
Ha3Bate  BuApl  JOKYMEHTOB, YCTaHOBJIEHHble  TpynoBeIM  Koaekcom PO,
JOKYMEHTUPYIOIINE TIpueM paboTHHKA Ha paboTy.

[lepeuncnuTh BHIBI JOKYMEHTOB, O(GOPMIISIOIIME HW3MEHEHHE YCIOBHH TPYIOBOTO
J0r0BOPA.

Ilepeuncnuth BUABI TOKYMEHTOB, YCTAaHOBJIEHHbIE TpynoBsIM KkojgekcoM PO ms
peryaupoBaHus TPYAOBBIX OTHOIICHUH.

Cpoku OATrOTOBKHM, KaKUX JOKYMEHTOB IO JJOKYMEHTHPOBAHUIO KaIPOBO eSITEILHOCTH
YCTAQHOBJICHBI 3aKOHO/1aTEIIbHO?

Kakue ¢pyHKIMH KaapoBOil ciayKObI CBA3aHbI C yYETOM JIMYHOTO cocTaBa’?

Kakne  ¢yHKUMH [J0DKHA BBINONHATH KaapoBas ciyxO0a npu  odopmieHun
YBOJIbHEHUS paOOTHHKA C pabOTHI ?

Kakumu noxkymeHTamu opopmisieTcss yBOJIbHEHHE paboTHHKA?

Ha3zoBure ¢pyHKIMN KaApOBOH CIyKObI CBS3aHHBIE C TPYAOBBIMHU KHUKKaMH?

Kakumu nokymeHTamu opopmiIsieTcs arTecTanusi paboOTHUKOB?

Ha3zoBuTte 0cOOEHHOCTH HOMEHKIIATYPBI JIEJ KaJpOBOK CITy>KOBI.

Kakue nema xaapoBoi ¢y Obl OTHOCSTCS K KATETOPUU MEPEXOIAIINX ?

[Tepeuncantb 0co6eHHOCTH (POPMUPOBAHUS TUYHOTO Jefia paboTHHUKA ?

Y4yeOHO-MeTOAMYECKOE M MH(POPMALIMOHHOE 00ecniedeHUe U CIIUTIIIMHBI
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6.1 CnucOK HCTOYHHUKOB M JIUTEPATYPHI

HUcTounuku (00653aTeIbHbBIE)

Konctutyuus Poccuiickoit @enepanuu (c namenenusimu Ha 30 gexadps 2008r.). M. 2004

Tpynosoit koxmekc Poccuiickoit ®enepaunu ot 30.12.2001 Ne 197-@3. Ilpunsar
I'ocynapctBennoit lymoii 21 nexadps 2001r. (B pea. ot 29.12.2010) // [DnexTpoHHBIii pecypc]. —
M., 2022. — Pexxum goctyma: https://www.consultant.ru/document/cons_doc LAW_28399/

3axoH Poccuiickoii @enepanunn ot 25 okTs10ps 1991 r. Ne 1807-1  «O s13pIkax HApoa0OB
Poccuiickoit ®enepaumn» //[DnexktpoHHsli pecypc]. — M., 2022. — Pexum npocryma:

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

®enepanbhblil 3akoH PO ot 27.07.2004 Ne 79-®3 «O rocynapcTBEHHOHN IpaKIaHCKOU
ciryx6e Poccuiickoit deneparmy» // [DnexTpoHHbIH pecypc]. — M., 2022. — Pexxum focryma:

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

®enepanbHblii 3akoH Poccuiickoit @eneparnuu ot 01.06.2005 Ne 53 «O rocynapcTBeHHOM

sa3pike  PD»//  [Onmektponnsiii  pecype]. — M., 2022, — Pexum pocryna:http

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

@enepanbhblii  3akoH  Poccuiickoit  @enepanuu ot 06.12.2011  Ne 402-®d3  «O
OyxrantepckoMm ydere»// [OnekrpoHHbld pecypc]. — M., 2022. — Pexum nocryma: http://
https://www.consultant.ru/document/cons_doc_ LAW_122855/

®enepanbublii 3akoH Poccuiickoit ®enepauuu ot 02.05.2006 Ne 59-d3 «O mnopsiake
paccMoTpeHHs oOparieHuil rpaxaan»// [DnekTponHslid pecypc]. — M., 2022. — Pexum noctymna:

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

@enepanbhbiii 3akoH oT 27 wmrong 2006 . N 152-03 "O mnepcoHalbHBIX AaHHBIX'//
[DneKTpOHHBII pecypc]. - M., 2022. - Pexxum JOCTyIIa:

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

@enepanbubiif 3akoH oT 01.10.2004 Ne 125-03 «O6 apxuBHOM aene B Poccuiickoit
@eneparun»  // [OnektpoHHBI  pecypc]. — M., 2022. — Pexum gocryna:http:

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

®enepanbHblil 3akoH oT 29.07.2004. Ne 98-P3 «O xommepueckoit TaiiHe» //
[DneKTpOHHBII pecypc]. - M., 2022. - Pexxum JOCTyIIa:
https://www.consultant.ru/document/cons_doc_ LAW_48699/

@enepanbHblil 3akoH 0T 16.12.2019 Ne 439-®3 «O BHeceHuM u3MeHeHuil B TpyaoBoit
kozekc Poccuiickoit denepanyu B yactu (popMUpOBaHUS CBEICHHI O TPYIOBOM AEATEIBHOCTU B

AJIEKTPOHHOM BuAe» [DnekTpoHHBIH pecypc] — M., 2022. — Pexum pocryna: /l

https://www.consultant.ru/document/cons_doc_ LAW_340241/
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®enepanbHblil 3ak0H 0T 16.12.2019 No 436-D3 «O BHecennn usmeHnenuii B OeepanbHblil
3akoH «O0 WHIMBUAYAIbHOM (TIEPCOHU(HUIMPOBAHHOM) YYeTe€ B CHUCTEME OO0S3aTeIbHOTO
NICHCUOHHOTO CTpaxoBaHUs» [OneKkTpoHHBIH pecypc] — M., 2022. — Pexum poctyma: //

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

Vxa3 Ilpesunenta Poccuiickoit @enepammuu ot 0.03.1997 Ne 188 «O06 yTBepkaeHUN
NepevHs CBEACHUI KOH(PUACHIIMATBLHOTO Xapakrepa» // [DnexTpoHHslil pecypc]. — M., 2022. —

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

Vka3z Ilpesunenra P® ot 01.02.2005. Ne 110 «O mnpoBeaeHuM aTTECTalUU
TrOCYJapCTBEHHBIX TIpaXkJaHCKuxX ciuyxamux Poccuiickon @enepauun». Ilonoxenue o
NPOBEAICHUHU aTTECTAllMd TOCYNAPCTBEHHBIX TPAKIAHCKHUX ciyxaumx P® // [DnexTpoHHBIH

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

Va3 [Ipesunenta PO ot 01.02.2005. Ne 111 «O mopsinke caayn KBaIM(UKAITHOHHOTO
3K3aM€Ha roCyAapCTBEHHBIMHU I'pa)KIaHCKUX ciykamux Poccuiickoir denepanyu U OLEHKE UX
3HAaHUI, HAaBBIKOB W YMEHHi». // [DnexTpoHHbIi pecypc]. — M., 2022. — Pexxum nocrymna:

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

Vka3 Ilpesunenta or 01.02.2005. Ne 112 «O KOHKypce Ha 3aMeElllEHUE BaKaHTHOU
JOJHKHOCTH TOCYIapCTBEHHOM IpayKIaHCKOM cITyk0bl Poccuiickoit @eneparumy // [ DNeKTpOHHBIN

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

Vka3 Ilpesunenta P® ot 16.02.2005r. Ne 159 «O mnpumepHoit ¢opme ciayxeOHOro
KOHTpaKTa O MPOXOKJICHUN TOCYJapCTBEHHOH IpaKAaHCKoi ¢y 0b1 Poccuiickoit denepanun u
3aMeIIeHUH JIOJDKHOCTH TOCyNapCTBEHHON IpakaaHCKoi ciry:k0bl Poccuiickoit @enepauuny. //

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

Vka3 [lpesunentra Poccuiickoit @enepanun ot 30.05.2005. Ne 609 «O nepcoHanbHBIX
JAHHBIX TOCYAAPCTBEHHOI'0 I'PaskIaHCKOro ciysxamero Poccuiickoit @enepanuu U BEICHUU €r0
auyHOro  nema» //  [OnekrtponHeld  pecypc]. — M., 2022. — Pexum pocryna:

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

Vka3 Ilpesunenta Poccuiickoit @enepamuu ot 18.06.2005. Ne 813 «O mopsigke u
YCIIOBHSIX KOMaHAWPOBAaHUS (efepalbHBIX TOCYJApCTBEHHBIX T'PAXAAHCKUX CIYKamux» //

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

Pacniopsbxkenue IlpaButenbctBa PO ot 21.03.1994. Ne 358-3 «O06 obecrieueHun
COXPAaHHOCTH JIOKyMEHTOB 10 IHYHOMY COCTaBY» // [ DneKTpoHHbIH pecypc]. — M., 2022. — Pexxum

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

Pacnopspxenue [IpaBurenscta PO ot 23.04.1992 Ne 781-p «O0 ynmyuiieHUN XpaHeHHUS U
WCIIOJIb30BaHUsI JJOKYMEHTOB TI0 JIMYHOMY COCTaBY»// [DnekTpoHHBIH pecypc]. — M., 2022. —

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




20
[Tpuka3 Muntpyna Poccun ot 19.05.2021 N 320n "OO6 yTBepkKaeHUU (OPMBI, MOPSIKA
BEJCHUS M XpaHEHUs TPYHOBBIX KHWXeEK" // [DnmexTpoHHbI pecypc]. — M., 2022. — Pexum

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

HcTouHUKH (TOMOJTHUTEIbHBIE)

®enepanbuslii 3ak0H PO o1 27.07.2006 Ne 149-03 «O06 nndopmarum, HHPOPMAITUHOHHBIX
TEXHOJIOTUSAX M 3ammre uHpopmanum» // [DnekrpoHHslid pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

@denepanbHblii 3ak0H OT 26.12.1995. Ne 208-®3 «OO6 aknuoHEpHBIX 00IIecTBax» //
[DnexTponHsIii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Obmepoccuiickuii  kinaccupukaTop mnpodeccuil padoUMX, JOIKHOCTEH CHyXaluxX Hu
tapudueix paspsaos OK 016-94. M.: Muntpya Poccun, 1995 // [Onekrponnsiit pecypc]. — M.,
2019. — Pexxum nocryna:http://www.consultant.ru.

Obmepoccuiickuii  kiaccudukarop uHpopmauuu o Hacenenun OK  018-95. //
[DnexTponHsIii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Obmepoccuiickuil  kiaccudukarop ynpasieHueckoil mokymentaumu OK 011-93. //
[DnexTponHsIii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Ob6mepoccuiickuii KacCu(UKaTop CreNUaATbHOCTEH MO 00pa30BaHUIO // [ DIEKTPOHHBIHA
pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

[Tpukas Pocapxusa ot 23.12.2009 N 76 "O6 yTBepxaeHnr MeToMueCKUX peKOMEH A
1o pa3paboTKe MHCTPYKIHHA 1O AETONPOU3BOACTBY B (eepabHBIX OpraHax MCHOJIHUTEIbHOU
Biactu" // [DnexktponHslit pecypc]. — M., 2019. — Pexum goctyna:http://www.consultant.ru.

YHuduuupoanHsie GopMbl IEPBUYHON yUETHON JOKYMEHTAIMH MO YYeTy TpyJAa U €ro
oraTsl, yrBepkaeHHbIe [TocTanoBnennem ['ockomcrara PO ot 05.01.2004 Ne 1 // [DnekTpoHHBIH
pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

KBanudukanoHHbIH ClIpaBOYHUK JOJDKHOCTEH PYKOBOIUTENEH, CIEIIMAINCTOB U APYTHX
ciyxamux // [DnexTponHslii pecypc]. — M., 2019. — Pexxum noctyna: [DneKTpoHHEIH pecypc]. —
M., 2019. — Pexxum gocryma:http://www.consultant.ru.

MesxoTpacneBble yKpyIHEHHbIE HOPMATHBBI BPEMEHU Ha PA0OTHI 110 KOMIUICKTOBAHUIO U
y4deTy KajapoB // [Dnexkrponnslii pecypc]. — M., 2019. — Pexxwum nocryna:http:// www.consultant.ru.

[TepedyeHb TUIIOBBIX YIPABICHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yroImuxcs B Ipolecce
JeSITeIbHOCTH FOCYIapCTBEHHBIX OPraHOB, OPTaHOB MECTHOT'O CaMOYTIPABJICHUS U OPTaHU3AIHH,
C yKa3aHHeM CpOKOB xpaHeHus // [Dnektponsblii pecypc]. — M., 2019. — Pexum

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



21

[TpaBuia opraHu3alyy XpaHeHusl, KOMIUIEKTOBAHHsI, Y4€Ta U UCIIOIb30BAHUS JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoit @enepaunu M APYyruxX apXUBHBIX JOKYMEHTOB B OpraHax
rOCYJapCTBEHHOH BIIACTH, OpraHax MECTHOT'O CAaMOYIIPABIICHUS U OPTaHU3AIMIX, YTBEPKICHHBIX
npukazoM MuHkyasTypsl PO ot 31.03.2015 Ne 526 // [Dnekrponnsiii pecype]. — M., 2019. —
Pexxum noctyna:http://www.consultant.ru.

[Tpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrtBepxiaeHun IlepedHs THUIOBBIX
YIPABICHYECKUX AapXWBHBIX JIOKYMEHTOB, O00pasymoluxcs B Ipolecce JesITeIbHOCTH
TOCYJapCTBEHHBIX OPIaHOB, OPraHOB MECTHOTO CaMOYIPABJICHUS M OpraHU3alui, ¢ yKa3aHHEeM
cpokoB uXx XxpaHeHus" (3apeructpupoBaHo B Muniocte Poccun 06.02.2020 N 57449)
[OnexTponnblii  pecypc] // CnopaBouHo-mouckoBas cuctema «KOHCynbTaHT — IUIIOCY.
URL:http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&
dst=1000000001,0&rnd=0.5989149124283691#09893595070554722 (mata oOparieHus:
19.10.2020)

@enepanbhbiii 3akoH 0T 24.04.2020 N 122-®3 "O npoBeaeHUM SKCIEpUMEHTA 110
UCTIOJIb30BAHUIO AJIEKTPOHHBIX JIOKYMEHTOB, CBSI3aHHBIX C pabortoi"// WHTepHeT-mopran
npaBoBoii uHGpopmaruu http://www.consultant.ru/document/cons_doc LAW 351124/ (nmara
obpamenus: 19.10.2020)

ITpuxaz Muntpyna Poccun ot 14.05.2020 N 240n "OO yrtBepxknenuu Ilonoxenus o
MOps/IKE TPOBEJCHUS SKCIIEPUMEHTA MO UCIOIB30BAHUIO AJIEKTPOHHBIX TOKYMEHTOB, CBSI3aHHBIX
¢ paboroit" (3apeructpupoBano B Muntocte Poccun 17.06.2020 N 58674)// NuTepuer-nopran
mpaBoBOW  MHGpOpPMAITUU https://www.garant.ru/products/ipo/prime/doc/74170714/, nata
obpamenus 01.10.2020.

JIntepartypa (0o0s13aTe1bHAsA)

Abynanze, /1. I'. JlokymeHTanimoHHOE oOecrieueHre yIpaBIeHUs TIEPCOHAIOM : YUeOHHK
U MPAKTHKYM JUId akajeMudeckoro Oakanaspuara / Jl. I'. AOynanze, Y. b. Bempsokkuna, B. M.
MacnoBa. — Mocksa : U3narensctBo FOpaiit, 2019. — 299 ¢. — (bakanaBp. AkageMuuecKuit
Kkypc). — ISBN 978-5-534-00875-3. — Texct : snextponnsiii / ObC FOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2019).

beikoBa T.A. JloKyMeHTallmOHHOE OOECTieUueHHEe YIpaBiIeHHUS (IEIOTMPOU3BOICTBO)
[DnexTponHBIi pecypc] : yuebnoe nocodue / T. A. brikoBa, T. B. Ky3nerosa. - 2-e u3z., nepepad.
u gom. - MockBa : Hudppa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.




22

I'morosa C.A. IIpodeccronanbHbli cTaHAAPT CIICLUATUCTA 10 YIIPABICHHUIO IEPCOHATIOM
B  JCATENBHOCTH  KaApoBOM  cimyxObl  [DnexkTponHblii  pecypc] /I'morosa CBeriana
AnexcanaposHa; C. A. I'motoa // YripaBieHune TOKyMEHTAIMEH: TIPOILIOE, HACTOsIIee, OyayIiee
: marepuainsl II-eit MexxayHap. Hay4.-ipakT. KoH., nmocsml. namatu npod. T. B. Ky3nernosoii,
Mockga, PITY, 23-24 mapta 2017 r. / M-Bo o0pa3oBanus u Hayku Poc. @enepanum, Oenep. roc.
O10JKET. yupexa. Bbicul. oOpazoBanus "Poc. roc. rymanutapueiii yH-T", UcT.-apx. uH-T, Dak.

JTOKYMEHTOBE/IEHUS] 1 TEXHOTPOHHBIX apX., Kad. moxymenroBenenus. - Mocksa : Tepmuka.py,

2017. - C. 451-457. - Pexxum nocryma : http://elib.lib.rsuh.ru/elib/000013004.

I'moroBa C.A. TeHaeHUMH pa3BUTHS KaJpOBOTO JEJIONPOU3BOACTBA B PaMKax
nporpamMmmbl  "IludpoBas  skoHOMmKa"  [DnekTpoHHBIH  pecypc] /Inmorosa CeeTiana
AnexcanapoBHa; CBetnana A. I'otoa // YnpaieHue JOKyMeHTaMH B IIU(PPOBOIT S5KOHOMUKE. -

Mockga : PITVY, 2019. - C. 98-103. - Pesxxum noctyna : http://elib.lib.rsuh.ru/elib/000013245.

KanpoBoe nemonpounsBoactBo. YueOnuk. / C.JI. Kysnemos, C.A. I'moroBa — M.:
UznarensctBo « TEPMUKAY, 2020. — 492 c.

KanpoBoe nenonpousBonctBo: Haumnaem ¢ Hyns. Ayaur cBoumu cuwiamu / W.B.
Kypasnesa, M.B. XKypasnesa. - 2-e uzn. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Hom. Mat. znanium.com). - (Ilpocto, kpaTko, ObicTpo). (0) ISBN 978-5-16-008986-7 - Tekcr
: anektpoHHbiid. - URL: https://new.znanium.com/catalog/product/417566 (mara oOparmieHus:
30.11.2019)

[TaBnosckas, O. 0. IIpaBoBoe obecnieueHre KaJIpoBOro IEIONMPOU3BOJICTBA : yueOHOE
noco6ue 115t By30B / O. FO. ITaBnoBckast. — Mocksa : M3narensctBo KOpaiir, 2019. — 213 ¢. —
(Beicmiee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrponsslit / 3BC Opaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

JIntepatypa (10moJTHUTEILHAS)

Kykapuna IO.M. CoBpeMeHHblE OpraHU3alMOHHBIE U PEIVIAMEHTHBIE JOKYMEHTBI:
¢byskiun 1 pasHoBugHocty // Bectauk PITY. 2016. Ne2. [Dnekrponssiii pecype]. — M., 2019. —
Pexum JOCTyTIa! https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik daizi%202(4)-16.pdf.

Muxaiinuna I'.11. Ynpasnenue nepconanom, 3-e usg. - Mocksa :Jlamkos u K, 2018. - 280
C.: ISBN 978-5-394-01749-0 - Teker : AIIEKTPOHHBIN. - URL:
https://new.znanium.com/catalog/product/415303 (nata o6pamenus: 30.11.2019)
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6.2 Tlepeuenn pecypcoB HH(POPMANMOHHO-TEJIEKOMMYHUKALIMOHHOM CETH

«AuTepHeT»
- Tl'apanT [OnexktponHslii pecypc]. — DnekTpoH. naH. — M., cop. 2013. — Pexum nocryna:

http://www.garant.ru.

- Koncynprant Ilmtoc [DnexkTpoHHBI pecypc]. — DnekTpoH. aaH. — M., cop. 2013. — Pexum

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

6.3 IlpodeccnonanbHble 0a3bl JAHHBIX U1 HHPOPMALMOHHO-CIIPABOYHbIE
CUCTEMbI

Hoctyn k npodeccuonanbHbIM 0a3am qaHHbIX: https://liber.rsuh.ru/ru/bases

WudopmanroHHbIe CIIPaBOYHbBIE CUCTEMBI:

1.
2.

Koncynprant Ilnroc
lapanT

7 MaTepI/IaJILHO-TeXHI/I‘IeCKOG o0ecmeueHue ANCIHHUIIINHBI

Aynuropun Juisi pOBEACHUS JIEKIIMA U CEMUHAPCKUX 3aHATUI C TEXHUYECKUMU CPEJICTBAMU
o0yuyeHus (MyJIbTUMEIUA-TTPOEKTOP (BUICONPOEKTOP), 3KpaH (IIEPEHOCHOMN MM CTAI[HOHAPHBIN)),
KOMIIBIOTEPHBIH KJIACC [T TPOBEACHUS JIAOOPATOPHBIX 3aHATHH.

1. Ilepeuens ITO

Nent Haumenosanue [10 IIpousBoaurens Crioco6
/m pacrpocTpaHeHHs
(ruyernsuonrnoe unu
6000010
pacnpocmpaunsemoe)
1. Adobe Master Collection CS4 Adobe JINLIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JINICH3UOHHOE
3. Windows 7 Pro Microsoft JINLIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JINICH3UOHHOE
5. Windows 10 Pro Microsoft JINLIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMLIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JInneH3noHHoe
8. Zoom Zoom JINICH3UOHHOE
2. Ilepeyens Bl m UCC
Nent HaumenoBanue
/1

1

MexnyHapoanbie pedepaTuBHbIe HaykoMeTpuueckue bJI, mocTymHbie B pamKax

HauoHaILHOM noanucku B 2020 T.
Web of Science

Scopus
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2 | [IpodeccuonansHble MoNMHOTEKCTOBBIE B/I, 1OCTYyNHBIE B paMKax HallMOHAIBHON
noxamucku B 2020 r.

XKypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypnans! Taylor and Francis

3 | [Ipodeccuonanbubie momHOTEKCTOBBIE B]]

JSTOR

N3nanus mo oOmecTBEHHBIM U TYMAaHUTAPHBIM HayKaM
OnekrponHas 6ubnnoreka Grebennikon.ru

4 | KoMnbroTepHbIE CIIpaBOYHBIE IPAaBOBBIE CUCTEMBI
Koncynprant Ilntoc,
l"apanT

8 Oobecneuenne 00pa3oBaTeILHOIO MpoUECCa AJIA JHUI ¢ OTPAHUYCHHBIMHU

BO3MOKHOCTHAMH 310POBbHA 1 HHBAJIUAO0OB
B xozxe peanuzanyy IUCHMILIMHBI UCIIOJIB3YOTCS CIEAYIOIINE JOIOJHUTEIbHBIC
METOJbl O0OY4YEHMsI, TEKYIIEro KOHTPOJIS YCHEBAEMOCTH M IPOMEXYTOUYHOM aTTECTallMU
00yyYaromuxcs B 3aBUCUMOCTH OT WX WHAMBHUIYaJIbHBIX 0COOEHHOCTEH:

® IS CIENBIX U CIAa0OBUAAIIMNX:
- JeKuuu O(OpMISIOTCS B BHUAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IOMOIIBIO
KOMIIBIOTEPA CO CIEIMATN3UPOBAHHBIM IIPOrPAMMHBIM 00eCTIeUeHUEM;
- DUCbMEHHBIE 3a/JlaHHS BBINOJIHSIOTCS HA KOMIIBIOTEPE CO CHEHUAIU3UPOBAHHBIM
IIPOTPaMMHBIM 00€CTieueHHEM, HIIM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;
- oOecrieuynBaeTCs MHIMBUYallbHOE paBHOMEpHOE ocBenieHne He meHee 300 IoKc;
- JUIs BBINOJHEHMS 3aJaHusl NP HEOOXOTUMOCTH TPEAOCTABISACTCA YBEIWYHMBAIOLICE
YCTPOMCTBO; BO3MOKHO TAK)KE UCII0JIb30BAHNE COOCTBEHHBIX YBEJINYHMBAIOIINX YCTPONUCTB;
- MUCBbMEHHBIE 3aJ]aHNs OPOPMIISIOTCS YBEIIMYESHHBIM HIPUPTOM;
- 9K3aMEH U 3a4€T MPOBOIATCA B YCTHOM (hOpMe MM BBIMIOJTHAIOTCS B MUCBMEHHOHN (opme Ha
KOMIIBIOTEPE.
® IS TIYXMX M CIa0O0CIbIIAIINX
- Jekuud O(OPMIISIIOTCA B BHJIE 3JCKTPOHHOIO JOKYMEHTa, JHOO MpPEeJOCTaBIIsETCs
3BYKOYCWJIMBAIOILAs allapaTrypa MHAUBUAYAIbHOIO IIOJIb30BaHUS;
- MUCHbMEHHBIE 33JJaHUS BBIMOJIHAIOTCS Ha KOMITBIOTEPE B MUCHMEHHOM (hopMe;
- 9K3aMEH M 3a4€T MPOBOISATCS B MUCbMEHHOM (hopMe Ha KOMITBIOTEPE; BO3MOXKHO IIPOBE/ICHUE
B (hopMe TECTHPOBAHUSI.
e JUIsl IUI| C HAPYILIEHUSIMU OIIOPHO-/IBUTaTENILHOTO aniapara:
- JeKuuu O(OpMISIOTCS B BHUJAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IIOMOIIBIO
KOMIIBIOTEpA CO CHEIMATU3UPOBAHHBIM ITPOrPAMMHBIM 00€CIICUeHUEM;
- TMCbMECHHBIE 3a/JlaHHS BBINOJIHSIOTCS HA KOMIIBIOTEPE CO CHEHUAIU3UPOBAHHBIM
MIPOrPaMMHEIM 00€CTICUeHUEM;
- 9K3aMEH U 3a4€T MPOBOIATCA B YCTHOM (hOpMe MM BBITIOJTHSAIOTCS B MUCBMEHHOM (opme Ha
KOMIIBIOTEPE.
[Tpu HEOOXOMMMOCTH MpeyCMaTPUBACTCS YBEIIMUCHNE BPEMEHH Il IOATOTOBKH OTBETA.
[Iponienypa  mpoBefeHHs  HPOMEXKYTOUHOH  arTectanuu  JUIsl  OOyYaromuxcs
YCTAHABIMBACTCS C Y4YETOM UX HMHIUBHAYAJIbHBIX TCUXO(PHU3MUECKUX OCOOEHHOCTEH.
IIpomexyTouyHast arTecTanusi MOXKET IIPOBOAUTHCS B HECKOJIBKO ATAIlOB.
[Ipu npoBeneHNH MpoLEaypHl OLEHUBAHUS PE3yJIbTATOB OOyUEHHs IMpeaycMaTphUBaeTCs
UCTIOJNIb30BAaHME TEXHUYECKHX CpPEACTB, HEOOXOOUMBIX B CBA3M C HWHAMBHUIYAJIbHBIMH
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0COOEHHOCTSIMHU 00yYarOMUXCsA. DTU CPEICTBA MOTYT OBITh MTPEOCTABICHBl YHUBEPCUTETOM, WIIN
MOTYT UCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKUE CPEICTBA.

[IpoBenenue mpoueaypbl OICHHMBAHHUS  PE3yJAbTaTOB  OOy4YeHHMs  JIOMYCKaeTcs C
MCTIOJIb30BaHUEM JMCTAHIIMOHHBIX 00pa30BaTEeIbHBIX TEXHOIOTHA.

ObecneunBaeTcst A0CTyN K MH()OPMAIMOHHBIM U OnOIMorpaduyeckuM pecypcaM B CETH
WuTepHeT U Kaxkaoro oOydaromerocst B (opmax, aZanTUPOBAHHBIX K OTPAHUYEHUSM HUX
3JI0POBbS U BOCIIPUATHUS MH(POPMAITUH:

® IS CIENBIX U CITAa00BUAAIINX:

- B Ie4aTHON (opMe yBEIMUECHHBIM HIPUPTOM;
- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanodaiina.

® I TIIYXHX U CJIA0OCIHbIIAIINX:

- B IeYaTHOH opme;

- B (hopMe 3JEKTPOHHOTO JOKYMEHTA.

e s O0yYaroIuXcs ¢ HAPYLICHUSIMU ONOPHO-/IBUTaTEIbHOTO arapara:
- B IeYaTHOH (opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanodaiina.

VY4eOHble ayIUTOPHH Ui BCEX BUIOB KOHTAKTHOW M CaMOCTOATENbHOM paboThl, HAy4YHAs
O6ubIMOTEeKa U MHBIE MOMEIICHUS IJIs1 0Oy4eHUs! OCHAIICHBI CIEUATBbHBIM 00OpYJOBaHUEM U
y4eOHBIMH MECTaMU C TEXHUYECKUMHU CPEACTBAMHU O0YUCHUS:

® IS CIETBIX U CIAa0OBUASAIINX:

- YCTpOMCTBOM Uil CKaHMpoBaHUs U uTeHus ¢ kamepoil SARA CE;

- nuctuieeM bpaiinsa PAC Mate 20;

- mpunTepoM bpaitis EmBraille ViewPlus;

® Ui TIIYXHX U CJIA0OCIHbIIAIINX:

- aBTOMATHU3MPOBAHHBIM paboOuMM MECTOM s JIIOJEH C HapylmeHHeM CciyXa H
¢71a00CIIBIIIAIINX;

- aKyCTHYECKHH yCUIIUTENh U KOJIOHKH;

e s O0yYaroIuXcs ¢ HAPYLICHUSIMU ONOPHO-/IBUTaTEIBHOTO arapara:
- IePEIBMKHBIMHU, PEryJIUPYEMbIMHU 3proHOMudeckuMu nmapramu CHU-1;
- KOMIIBIOTEPHON TEXHUKOW CO CHEUATBbHBIM ITPOrPaMMHBIM 00€CIICUEHUEM.

9 MeTtoanueckne MaTepuaJbl

9.1 Ilinanbl 1a0OPaTOPHBIX 3AHATHH.

TEMAL. (4 u.) BAKOHOJATEJILHAS PETJIAMEHTALIAS JOKYMEHTUPOBAHM S
KAJIPOBOI1 IEATEJBLHOCTHU B P®

3AJIAHUSL

1. Tlpoanamusupyiitre TpymoBoii konekc Poccuiickoii eneparuu u onpenennTe TpeOoOBaHUS K
cocTaBy ¥ 0()OPMIICHHUIO JOKYMEHTOB, PETJIAMEHTUPYIOIIUX TPYIOBBIC OTHOIIICHHS.
2. llpoanamusupyiite TpymoBoit konekc Poccuiickoit @eaeparuu u onpenennte TpeOOBaHUS K

(bYHKIMAM KapOBOH CITY>KOBI.
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YKA3AHUS 10 BBITIOJITHEHUIO 3AJIAHUN

1. H3zyunte

odopmiieHHe mpueMma,

TpynoBoil KoAekc

nepeBoa,

YBOJIbHCHUA,

KOMaHIUPpOBaHU,

U BBIICHUTC, KAaKMMH JOKYMCHTAMU MPECAYCMOTPCHO

JUCLUIUTMHAPHOTO

B3BICKaHMsI U MPEAOCTABICHHS OTITycka paboTHHKaM. COCTaB JOKYMEHTOB (PMKCHPYETCS 110

KaX/10il oTnenbHOM mporenype. OOpaTuTe BHUMAaHHWE HAa CPOKHU TOJTOTOBKH JTOKYMEHTOB,

YCTAHOBJICHHBIC 3aKOHOAATCJIbHO.

Pe3ynbraThl 3a1aHUs MOTYT OBITh NPEJICTABIICHBI B BU/IE TaOIHIIBL:

IIpoueaypa

Bunawbl
AOKYMEHTOB

Homep
CTAaTbH

Cpoku,
CBSI3aHHbIE €
JAOKYMEHTOM

Conep:xanue,
opopmiieHUE

[Tpuem Ha paboty

[TepeBon

IIpenocrasienue
OTIIyCKa

[Toompenue

JucuumHapHoe
B3BICKaHHE

KomanaupoBaHnue

YBonbHEHUE

2. W3zyuure TpymoBoil KOAEKC U OMpENEIUTe O0S3aHHOCTH PAbOTOAATENsl MO OTHOMIEHUIO K

pabOTHUKY, KOTOpbIe ycTaHOBIEHB! B Kogekce npy BO3HUKHOBEHHH TPYIOBBIX OTHOILICHHIA.

Ha 3T0ii 0cHOBE cocTaBbTe MepeueHb (PyHKIUI, BBIMOIHAEMBIX KaJIpOBOH CITyKOOHH.

KOHTPOJIBHBIE BOITPOCHI.

1. HepeqnanTb OCHOBHBIC BHUABI AJOKYMCHTOB, HCIOJIb3YCMBIC JII JOKYMCHTHUPOBAHHA

TPYXOBBIX OTHOILLECHHM, YCTAHOBJICHHBIX B TPYI0BOM 3aKOHOJATENIbCTBE.

2.  HazoBute TUMNOBBIC (HYHKIMU KaIPOBON CITYKOBI.

NCTOUYHUKHU

Tpynosoit konekc Poccuiickoit ®enepaunn ot 30.12.2001 Ne

197-®3. Ilpunsar

l'ocynapcrennoit J{ymoii 21 gexadbps 2001r. (B pea. ot 29.12.2010) // [DnexTpoHHBIHA pecypc]. —

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

JIUTEPATYPA
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Abynanze, 1. I'. JlokymeHTanIMOHHOE OOECTIEYCHUE YIIPABJICHUS TEPCOHAIIOM :
Y4eOHMK U IIPAKTUKYM JUIs akaieMuueckoro 6akanaspuata / . I'. AGynanze, U. b. BeimpsbkkuHa,
B. M. MacnoBa. — MockBa : WzpmarensctBo lOpaiir, 2019. — 299 c. — (baxkanasp.
Axkanemuueckuii kype). — ISBN 978-5-534-00875-3. — Texkcr : snextponnsiii / ObC HOpaiit
[caiiT]. — URL: https://urait.ru/bcode/433411 (mara o6pamenus: 30.11.2019).

KanpoBoe nenonpousBonctBo: Haumnaem ¢ Hyns. Ayautr cBoumu cuiamu / W.B.
Kypasnesa, M.B. XKypasnesa. - 2-e uzn. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Hom. Mat. znanium.com). - (Ilpocto, kpaTko, ObicTpo). (0) ISBN 978-5-16-008986-7 - Tekcr
: anektponHbiid. - URL: https://new.znanium.com/catalog/product/417566 (mara oOparmieHus:
30.11.2019)

[TaBnosckas, O. 0. IIpaBoBoe obecnieueHre KaJIpoBOro IEIONPOU3BOJCTBA : yueOHOE
noco6ue 115t By30B / O. FO. ITaBnoBckast. — MockBsa : M3narensctBo KOpaiit, 2019. — 213 ¢. —
(Beicmiee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcer : anekrponsslit / 3BC Opaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

MaTepI/IaJ'[LHO-TeXHI/I‘leCKOG odecnevyeHue 3aHATHS:

1.TpynoBoii konekc PD.

TEMA 2. (4 4.) PASPABOTKA OPTAHM3AIIMOHHBIX JIOKYMEHTOB B KAJIPOBOM
CJIIYKBE

3ATTAHUS

1. TIpoananusupyiiTe opranuzanuio padboTsl ¢ kagpamu B 3A0 “Brimnen”.
2. Pazpabortaiire Ilonoxenune 06 otnene kagpos 3A0 “Beimnen”

3. PazpabotaiiTe TOMKHOCTHYIO MHCTPYKIUIO JUIsl OTHOTO U3 COTPYIHHUKOB KaJpOBOM CITY>KOBI

YKA3AHMA 110 BBITIOJIHEHUIO 3AJIAHNW A
1. Ilpoananu3upyiite KoMIUieKC AOKyMeHTOB 3AO “Breimnen”, BBIBISISL  €r0 CTPYKTYpY,
YHCIICHHOCTb, HAPaBJICHUs AesTeabHoCTH O0IecTBa 1 0COOCHHOCTH OpraHU3aluy KaJpOBOH

paboThI.
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2. Ha ocHoBe KBaIM()MKAITMOHHON XapaKTEPUCTUKU PYKOBOIUTENS KaipoBoii ciryx0b1, YCOP/I,
TpynoBoro kozekca M TpeOOBaHUII WHBIX HOPMATUBHBIX W METOJUYECKUX JOKYMEHTOB
pazpabotaiite u opopmute npoekt [lonoxenus 06 otaene kaapoB 3A0 “Beimmen”.

3. Ha ocHoBe KBamu(pHUKAIIMOHHBIX XapaKTEPUCTHK PAOOTHHUKOB KaJpoBou ciyx0b, Y COPJ]
pa3paboTaiiTe MPOEKT JOJKHOCTHOH MHCTPYKIIMH OAHOTO U3 COTPYAHUKOB OTJIENa KaJpOB

3A0 “Beivmien” u 0opMUTE €ro B COOTBETCTBHHU C YCTAHOBJICHHBIMU TPEOOBAHHSIMHU.

KOHTPOJIBHBIE BOITPOCHI

1. Tlepeuncnute 3amaun ¥ PyHKIIUH KaIPOBO CITY>KOBI.

2. Kakue TOKyMEHTBI periaMeHTHPYIOT paboTy ¢ IEpCOHATIOM OpraHU3aun?

3. Ha ocHoBe, Kakux JOKYMEHTOB pa3pabaThIBAlOTCS TOJOXKEHHE O KaJpOBOH CIykOe u
JOJDKHOCTHBIE UHCTPYKIIUMU €€ COTPYAHUKOB?

4. KaxoBa CTpyKTypa TEKCTOB MOJIOXKEHUS O KaIPOBOU CIIy>KO€ U JTOJKHOCTHON MHCTPYKIUH?

5. Korna nmonokeHne o KaapoBoil ciyx0e mpuoOpetaer ropuamyueckyio cuiry? Korma oHo
TpebyeT nepepaboTKu?

6. Ilepeuncnure oOmue TpeGOBaHMS K O(OPMIICHHIO OPraHU3allMOHHBIX JOKYMEHTOB.

NCTOUYHUKHN

Tpynosoit koxmekc Poccuiickoit ®enepaunn ot 30.12.2001 Ne 197-®3. Ilpunsar
Il'ocynapcrennoit J{ymoii 21 nexadbps 2001r. (B pea. ot 29.12.2010) // [DnexTpoHHBIHA pecypc]. —
M., 2019. — Pexxum gocryma:http://www.consultant.ru.

YHuduupoBaHHass CHCTEMa OPraHM3alMOHHO-PACIIOPSIIUTEIBHON  JOKYMEHTAIUH.
YaugunupoBaHueie (GOpMbl, HHCTPYKIUU M METOAMYECKHE MATEpUAIbl 10 MX NPHUMEHECHUIO.
M.1982 // // [DnexTponnslii pecype]. — M., 2019. — Pexxum noctyna:http:// www.consultant.ru.

KBanudukanoHHbI CIPAaBOYHUK JOJDKHOCTEH PYKOBOIUTENEH, CHENHaIuCTOB U
coyxamux. M., 2002/ // [DnextponHwlii pecypc]. — M., 2019. - Pexum

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

JIUTEPATYPA
I'morosa C.A. IIpodeccroHanbHbIi CTaHAAPT CIICIUATUCTA 10 YIIPABICHHUIO IEPCOHATIOM

B JICATEIBHOCTH  KaApOBOW  CHyKObl  [DnekTpoHHBI  pecypc] /Imorosa CeTiana
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AnexcanaposHa; C. A. ['motoa // YripaBieH#ne TOKyMEHTAIMEH: TIPOIILIOE, HaCcTOsIIee, OyayIiee
: marepuainsl II-eit MexxayHap. Hay4.-ipakT. KoH., mocsml. namstu npod. T. B. Ky3uerosoii,
Mockga, PITY, 23-24 mapta 2017 r. / M-Bo o0pa3oBanus u Hayku Poc. @enepanuu, Oenep. roc.
OI0JKET. yupexa. Bbicul. oOpazoBanus "Poc. roc. rymanutapueiii yH-T", UcT.-apx. uH-T, Dak.
JTOKYMEHTOBE/IEHUs] 1 TEXHOTPOHHBIX apX., Kad. mokymenroBenenus. - Mocksa : Tepmuka.py,
2017. - C. 451-457. - Pexxum noctyma : http://elib.lib.rsuh.ru/elib/000013004.

Kykapuna IO.M. CoBpeMeHHblE OpraHW3alMOHHBIE U PEIVIAMEHTHBIE JOKYMEHTBI:
¢byskiun u pasHoBuaHocty // Bectauk PITY. 2016. Ne2. [Dnekrponssiii pecypce]. — M., 2019. —
Pexum JOCTyTIa! https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik daizi%202(4)-16.pdf.

[TaBnosckas, O. 0. IIpaBoBoe obecnieueHre KaJIpoBOro IEIONPOU3BOJCTBA : yueOHOE
noco6ue 115t By30B / O. FO. ITaBnoBckast. — MockBsa : M3narensctBo KOpaiit, 2019. — 213 ¢. —
(Beicmiee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcer : anexrponssiit / IBC Opaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

MaTepI/IaJ'[LHO-TeXHI/I‘leCKOG odecneyeHue 3aHATHS:

Tpynosoii konekc PO
YCOPA

KBanudukaoHHble XapaKTePUCTUKU pAaOOTHUKOB KaJpOBOHU CITy>KOBI

el A

Kommekt nokymentos 3A0 “Beimnen”

TEMBI 3-7 (10 u.). JOKYMEHTUPOBAHME KAJIPOBO JESITEJABHOCTHU

3AJIAHUS:

1. M3yuute 3aKoHOAATENIbHBIE TPEOOBAaHUS K  COACPKAHUIO M O(GOPMIICHHIO  TPYAOBOTO
noroBopa. IToaroToBbTe MPOEKTHI JOKYMEHTOB TI0 IIpUeMy Ha padorty.

2. [ToaroToBbTE MPOEKTHI JOKYMEHTOB 110 NEPEBOAY Ha JAPYTYIO padoTy.

3.IToaroToBbTE MPOEKTHI JOKYMEHTOB O MHPEIOCTABICHUHM OTIIyCKa, MPOEKTHl JOKYMEHTOB O
KOMaHIUPOBaHUU PaOOTHUKA

4.IloaroToBbTE MPOEKTHI JOKYMEHTOB O IMOOMIPEHHHM PAaOOTHHKA M TPOEKTHl JOKYMEHTOB O
BBIHECEHUH JUCLIUTUIMHAPHOTO B3BICKAHUSL.

5.IToaroToBbTe MPOEKTHI JOKYMEHTOB 00 U3MEHEHMH (GaMHINH pPaOOTHUKA M MPOCKTHI

JOKYMEHTOB O pacTOpPKEHUH TPYJI0BOTO JOTOBOPA.
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YKA3AHUS 10 BBITIOJIHEHUIO 3AJTAHUN

Ha ocHoBe MaTepuasioB J1el10BOW UTPHI (CIIpaBOYHBIE TAHHBIE O PaOOTHHUKE) U TpeOOBAHHIA
TpynoBoro xojekca MOATOTOBUTH TPYAOBOW JOTOBOP C paOOTHUKOM, O(OPMHUTE MpPHUKa3 O
npuemMe paboTHUKA Ha paboTy (CTYAEHTHI MOTYT COCTaBHTH MPHUKA3 IO OOLIMM MpaBUIIaM
oopmIIeHHs TPUKA30B WM BOCIOJIB30BATHCS YHUUIIPOBaHHOM (popmoii T-1). 3anonHuTh
Jlnunyto kaprouky pabotHuka (popmy T-2.) Omnpenenutb coCTaB JIOKYMEHTOB,
UCTIOJIb3YEMBIX U CO3/IaHHBIX IIPU MpHEMe Ha paboTy, KOTOpbIE (POPMUPYIOTCS B IUUHOE JIEJI0
paboTHHKA.

Hcnonp3ys marepuansl AeI0BOH Urpbl (CIpaBOYHBIE JAAHHBIE O PAOOTHHUKE) M YUYHUTHIBAS
tpeboBanust TpynoBoro kogekca opopMuTh nepeBoa padbOTHUKA (IO €ro WHUIIMATUBE U IO
MHHIIAATHBE PYKOBOJIUTENS CTPYKTYPHOTO TMOJpPA3JENCHUs) Ha JIPYrylo paboTy B TOHM ke
opranuzanuu. CocTaBuUTh 3asBICHHE, MPEICTABICHUE, YBEIOMIICHUE U O(POPMUTH MPHKa3 O
nepeBoJie pabOTHUKA Ha APYTyI0 paboTy (10 oOuIMM mpaBuiiaM 0QOpPMIICHHS PUKA30B WIN
BOCIIOJIb30BaThCsl yHU(DUIIMpoBaHHOH (popmoii T-5). Buectu nannbie B JIMUHYI0 KapTOUKy
pabotauka (popmy T-2.) OnpenenuTs COCTaB JOKYMEHTOB, HCIIOJIb3yEMbIX M CO3aHHBIX MPU
nepeBoJie Ha JPYTyIo padoTy, KOTOpbie (POPMUPYIOTCS B TMUHOE AETO0 PaOOTHUKA.

Hcxons 13 MaTepualioB J€JI0BOM WUIphl (CIpaBOYHBIC JaHHBIE O pabOTHHKE) , 0POPMHUTH
©KErOJIHbII OYepeHOM OIUIaYMBAEMBIii OTIIYCK M OTIYCK 0Oe3 COXpaHeHHs 3apa0oTHON
wiatel. COCTaBUTh TpaduK OTIYCKOB, OQOPMUTH MPUKA3 O MPEJOCTaBICHUH OTITycKa (110
o0ImuM mpaBuiamM 0(hOpMIICHHUS TPUKA30B UM BOCHOIB30BATHCS YHU(PUIIMPOBAHHOH (hopMOi

T-6) . Buectu nannble B JInuHyto kapTouky padoTHuKa (popmy T-2.).

Hcnonp3ys MaTepualbl JelOBOM UIPhl (CIPaBOYHBIC AaHHBIE O PaOOTHUKE) MOATOTOBHUTH
IpUKa3 O HANpaBICHUU pabOTHHKA B KOMaHAMPOBKY (IO OOIIMM mpaBuiIaM O(OpMIICHHUS

NPUKA30B WIN BOCIIONB30BaThcs yHU(DUITUPOBaHHOH (popmoit T-9).

Hcnonp3ys marepuainsl Jel0BOM UIPhl (CHpaBOYHBIE JAaHHBIE O PAaOOTHHKE), OQOPMHUTH
IpUKa3 O MOOUIpeHHH paboTHUKA (10 OOmMM mpaBuiaaM O(GOPMIICHHS NPUKA30B HWIH
BOCIIOJIb30BaThCcsl yHH(pUUMpoBaHHOH (opmoit T-9). BHectn naHHBIE O NOOIIPEHHUU B
Jlnunyto kapTouky pabGotHuka (popmy T-2.). Ompenenurs cocTaB JIOKYMEHTOB,
UCTIONIb3YEMBIX TPH O(OPMIIEHUH TOOUIPEHHsI, KOTOpbIE (OPMHUPYIOTCS B JIMYHOE JIEJIO

paboTHHKA.



31

Ha ocHoBaHMM MaTepualioB JEJIOBOH HIPHl COCTaBUTh OOBSCHUTEIBHYIO 3allUCKy O
JUCLUIIIIMHAPHOM IPOCTYIIKE, AOKJIAIHYIO 3allUCKy O HAPYIICHUU TPYAOBOU IUCLUILIUHBI,

IMpuKa3 O HAJIOKCHUU NUCHUILUIMHAPHOT'O B3bICKAHUS.

5. Hcnonp3ys Martepuanbl JAEIOBOM HUrpbl (CIpaBOYHBIE IaHHBIE O PaOOTHUKE) OPOPMHUTH
IpeKpalieHiue TPYyIOBOrO JIOrOBOpa IO MHUIMATHBE paOOTHMKA, 110 WHUIMATHUBE
paboTonarens, Mo 0OCTOSATENHCTBAM, HE 3aBHCSIIUM OT BOJU CTOPOH. ONpenesuTh COCTaB
JOKYMEHTOB, KOTOphIMH odopmisiercss Kaxnas curyauus. OQopMute mpukas 0
IpeKpalleH!H JeCcTBUS TPYI0BOTO 0roBopa (1o 00ImuM npaBuiiaM 0(hOpMIICHHUS TIPUKA30B
WIN BOCIOJIB30BaThCs yHU(pUIMpoBaHHOH (hopmoii T-8). BHecTn nanHbie 00 yBOJIbHEHUH B
Jlnunyto kapTouky pabGotHuka (popmy T-2.). Ompenenurs cocTaB JIOKYMEHTOB,
UCTIONIb3YEMBIX MPH O(QOPMIICHUM YBOJIBHEHHS, KOTOpble (POPMUPYIOTCS B JMYHOE €0
paboTHHKA.

CocTtaBbTe MPOEKT MpHKa3a 00 U3MEHEHUHU (paMuIIuuy, MPUBEUTE BOZMOXKHBIE OCHOBAHUS IS

HU3J1aHUA TaKOr'0o IMprUKasa.

KOHTPOJIBHBIE BOITPOCHI:

1. Bolaenute OCHOBHBIE TOKYMEHTHPYEMBIE 3a7]aui KaJpPOBOH e TETbHOCTH.

2. OxapakTepusyiiTe CTpPYKTYpy TEKCTa TPYJIOBOTO JOTOBOpA, MEPEYHCIUTE CYIIECCTBEHHBIC
MIOJIOKEHHS TPYAO0BOTO JOTOBOPA.

3. SBnstorcs mu yHUGUIMPOBAHHBIE (OPMBI 00S3aTEIBHBIMU ?

4. Ha ocHoBe TpeOOBaHHWN K TpPYIOBOMY JOTOBOpPY, ONPEACTUTb MOPSAOK O(POpPMIICHHS
JOTIOJTHUTEIBHOTO coTameHus (I3MEHEHUs K TPYIOBOMY JIOTOBOPY).

5. Kakumu TtpeOoBaHMAMHU [IOKHA PYKOBOJCTBYETCS KaJpoBas ciayx0a mpu odopmieHun

MIPUKA30B B TEKCTOBOU (hopme?

NCTOUYHUKHN

TpynoBoit koxekc Poccuiickoit @enepanun. Ilpunar I'ocynapcrsennoit ymoit 21
nexabpst 2001r. . ( ¢ w3m. u gpom.) // [DnekrpoHHBIH pecypc]. — M., 2019. — Pexum

nocryma:http://www.consultant.ru.
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YuaudunupoBaHHble (GOPMBI IEPBHYHOIN YYETHOW JOKYMEHTAIMU IO YYETy TPyAa U €ro
OILJIATHI. 4q.1. M.,2004// // [DOnextponnslii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

Oobmepoccuiickuil kinaccupurarop npodeccuid paboymnx, MTOKHOCTEH CITyKaIlUX H
tapudubix paszpsnoB OK 016-94. M.: Muntpyn Poccun, 1995. //// [9nextponnslii pecypc]. — M.,
2019. — Pexxum nocrymna:http://www.consultant.ru.

Oobmepoccuiickuii knaccudukarop unpopmarmu o Hacenrenun OK 018-95. M.:
Muntpyn Poccum, 1996 //// [DnexktponHblii pecypc]. — M., 2019. - Pexum
nocryma:http://www.consultant.ru.

Obmepoccuiickuii knaccupukarop ynpasiendeckoi qokymentanuu OK 011-93. M. :
I'occranmapr Poccun, 1994 // [Onektponnsli pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

Ob6mepoccuiickuii KiraccupuKaTop cnenuansHoctei mo oopazosanuto OK 009-93. M.

loccranmaptr Poccun, 1995 //// [Onexrponnsit pecypc]. — M., 2019. — Pexum

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

JIUTEPATYPA

Abynamze, 1. I'. JlokymeHTanImOHHOE 0O€CTIeYeHIE YIIPABICHUS IEPCOHAIOM ;| YU4EOHHUK
U MPAKTHKYM JUId akajeMudeckoro Oakanaspuara / Jl. I'. AOynanze, U. b. Bempsokkuna, B. M.
MacnoBa. — Mocksa : UznarensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AkajgeMudecKuii
Kkypc). — ISBN 978-5-534-00875-3. — Texct : anextponnsii / ObC FOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 (mara obpamenus: 30.11.2019).

KanpoBoe nenonpousBonctBo: Haumnaem ¢ Hyns. Ayaur cBoumu cuiamu / W.B.
Kypasnesa, M.B. XKypasnesa. - 2-e uzn. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Hom. Mat. znanium.com). - (ITpocto, kpaTko, ObicTpo). (0) ISBN 978-5-16-008986-7 - Tekcr
: anektponHbiid. - URL: https://new.znanium.com/catalog/product/417566 (mara oOparmieHus:
30.11.2019)

MaTepI/IaJ'[LHO-TeXHI/I‘leCKOG odecrneyeHue 3aHATHS:

Tpynosoii konekc PO.
YHauduuupoBaHHbie POPMBI IEPBUUHON YUYETHOH TOKYMEHTALIUH.
Marepuabl 1eJI0BOW UIPbI, COAEPIKaIMe CIIPABOYHBII JaHHBIE 0 paOOTHUKE, NH(POPMAIIHIO O €TO

TPYIOBOM JCATEIBHOCTH.
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Obmepoccuiickue KI1acCuPpUKaTOpBbI.

Tema 8 (2 u.) TPYJIOBAS KHUKKA

3AJIAHUS

1.

IIpoananmusupoBate Tpynosoit kogexkc PO, IIpaBuna BeneHHs U XpaHEHUS TPYIOBBIX
KHVKEK, HHCTPYKIUIO 110 3aII0JIHCHUIO TPYI0BOM KHUKKU. BBIACHUTS ITpaBUiIa 3aBEACHUS
U TIOPAJIOK BEICHUSI TPYAOBBIX KHUKEK.

3amosHUTh OJIAHK TPYIOBOM KHMKKH CBEACHUSIMU O paboTe U YBOJIIbHEHHH.
[Ipoananu3upoBaTh MPEATOKECHHBIE KOIUU TPYIOBBIX KHIDKEK, OOBSICHUTH OIIMOKH B
0(OpPMIICHUU U BEICHUU.

3aperucTpupoBaTh OQPOPMIICHHYIO TPYIOBYIO KHUXKKY.

YKA3AHU 10 BBITIOJITHEHUIO 3AJIAHUN

1. Uzyunte Tpynosoil kogekc P®, IlpaBuna BeneHHs M XpaHEHHUs TPYIOBBIX KHIKEK,
MHCTPYKLHUIO I10 3aII0JTHEHUIO TPYIOBBIX KHUKEK .
Y CTaHOBUTS:

-3aKOHOJATCIIbHBIC U HOPMATUBHBIC IMOJIOKCHHUA O CTATYCC pr,[[OBOfI KHUIKKC, MMOPAAKC CC

oopMIICHUS W BEICHUS,

- HOpMaTHUBHbIE TPEOOBAHUS O AYOIUKATE TPYAOBOM KHUKKH;

- HOpMaTHUBHbIE TPEOOBAHUS O BKJIAJBIIIE K TPYAOBOM KHUXKKE.

2. Hcnonw3ys mNpenoKEeHHbIE MaTepuasbl JEJIOBOM HUIPhl M MaTepuajbl 3aHATHH O
JOKYMEHTUPOBAHUH IIPUEMA, IIEPEBOA, YBOJILHEHUS BHECTU COOTBETCTBYIOIIUE 3AIIUCU B
TPYIOBYIO KHUXKKY.

3. U3yuuTh nmpeioKeHHbIe KOTIUU TPYAOBBIX KHIKEK, BBISIBUTH OIMOKHU B O(OPMIICHHH U
UCTIPABJICHUSAX HA TUTYJIHHOM JIUCTE, B paznene «CBeneHus o paboTey.

KOHTPOJIBHBIE BOITPOCHI

1. B kako#l cpok mokHA OBITH 3aBElE€HA TPYAOBas KHMXKKA MPH MOCTYIUICHUH paOOTHUKA Ha

paboty BrepBbie?

2. B kakux cioydasx KaJpoBas Cly>k0a MMeeT IpaBO BbIIATH yOIHKAT TPYIOBOW KHUKKH?

3.B kakoii cpok mocine yBoJbHEHHs paOOTHUKY BBIIAETCS TPYAOBasi KHMKKA?

4. Kak oopmisieTcs Bbliaya BKIAbIINIA K TPYI0BOI KHIDKKE?
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5. Kakoe cTpyKTypHOE MOjpa3AeiieHUe OpPraHM3alUU XPAHUT OJIAHKU TPYIOBBIX KHIDKEK WU
BKJIaJpIILIEN K HUM?
6.Kak ncnpaButh ommOKu, 0OHapyKEHHbIE HA TUTYJIBHOM JIUCTE TPYIOBON KHMKKH?

7.Kak ncnpaBuTh omuOKu, 0OHapyKEHHBIE B 3aNI0JHEHUH pazfena «CBeaeHus 0 padboTe»?

NCTOYHUKN

TpynoBoit konekc Poccuiickoit ®enepaunu. Ilpunar rocynapctsenHon dymon 21
nekabps  2001r.  //  [Dnexktponsbii  pecypc]. — M.,  2019. —  Pexum
nocryma:http://www.consultant.ru.

[lpaBuna BemeHuWss M XpaHeHHA TPYNOBBIX KHMXkeK. (yTB.IlocTanoBienuem
[TpaBurensctBa PO ot 16 ampens 2003 r. Ne 225 // [DnextponHslii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

WHcTpyKuys MO 3aNI0JHEHUIO TPYIOBBIX KHIKEK (YTB. [locTaHOBIEHMEM MuHucTepcTBa
Tpyaa U couuanbHOoro pasButus Poccuiickoir ®eneparmun ot 10 oxtsa6ps  2003r.).
3apeructpupoBaHa MunuctepctBoMm tocturinu Poccuiickoit @eneparun 11 Hos6ps 2003 r. Ne

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

JIMTEPATYPA

I'moroBa C.A. TenaeHIMH pa3BUTHA KaJpOBOrO JAEJIONMPOU3BOJICTBA B paMKax
nporpammbl  "LludpoBas  skoHommka"  [OnekTtponHbIi  pecypc] /I'morosa CBeriana
AnexcanapoBHa; Ceetnana A. I'oToa // YnpaBieHue JOKyMeHTaMH B IIU(PPOBOIT S5KOHOMUKE. -
Mockga : PITVY, 2019. - C. 98-103. - Pexxum noctyna : http://elib.lib.rsuh.ru/elib/000013245.

KanpoBoe nenonpousBonctBo: Haumnaem ¢ Hyns. Ayaur cBoumu cuiamu / W.B.
Kypasnesa, M.B. XKypasnesa. - 2-e uzn. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Hom. Mat. znanium.com). - (ITpocto, kpaTko, ObicTpo). (0) ISBN 978-5-16-008986-7 - Tekcr
: anektponHbiid. - URL: https://new.znanium.com/catalog/product/417566 (mara oOparmieHus:
30.11.2019)

[TaBnosckas, O. 0. IIpaBoBoe obecnieueHre KaJIpoBOro IEIONPOU3BOJCTBA : yueOHOE
noco6ue 11t By30B / O. FO. ITaBnoBckast. — Mocksa : M3narensctBo KOpaiirt, 2019. — 213 ¢. —
(Beicmiee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrponsslit / 3BC Opaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

MaTepI/IaJ'[LHO-TeXHI/I‘leCKOG odecrnevyeHue 3aHATHS:
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WNHcTpyKIus 110 3aII0JHEHUIO TPYIOBBIX KHUKEK
IIpaBuia BeieHUs U XPAHEHUS TPYAOBBIX KHUKEK
bitaHKuM TPyJOBBIX KHUKEK

[TpuMepsl 3aMOTHEHHBIX TPYAOBBIX (KHUXKEK C OIIMOKaMM)

Tema 9 (2 1.) CHCTEMATHU3ALMS JOKYMEHTOB KAJIPOBO# CJIYKBDL

3AJIAHUSA

1. TIpoananu3upyiiTe HOMEHKIATYPY JeJ KaapoBoi ciyk061 3AO “Brimnen”.

2. CocraBbTe NPOEKT HOMEHKJIATYpPHI Aen orAena kaapoB 3A0 “Beimnen” Ha cienyromui
KaQJICHJIapHBIN TOJ.

3. Tpoananusupyiite TpeOOBaHUE 3aKOHOJATEIBHBIX U HOPMATHUBHBIX JOKYMEHTOB K COCTaBY
JOKYMEHTOB JINYHOI'O JIeNIa.

4. Cdopmupyiite muuHoe aeno cotpynHuka 3A0 “BeimMnen” u cocTaBbTe BHYTPEHHIOIO OMHCH

AOKYMCHTOB JIMYHOI'O JICja.

YKA3AHUS 10 BBITIOJITHEHUIO 3AJIAHUN

1. C yyerom TpeOOBaHMII HOPMAaTHBHBIX TOKYMEHTOB IPOAHAIU3UPYHTE HOMEHKIATYpY el
3A0 “Beimmen”, ompenenss ee BHA, KIaCCU(UKAUMOHHYIO CXEMy, OCOOCHHOCTH
(bopMyIHpOBaHUS 3ar0JI0OBKOB, HCTOYHUKH U NMPABHILHOCTH YCTAHOBICHHSI CPOKOB XPaHEHUSI.
Onpenenure nepexoIsLIUe J1e1a, BKIIOUEHHBIE B 3Ty HOMEHKIATYPY.

2. Ha ocnoBe TpeGoBaHuii OCHOBHBIX IMpaBHJ PaOOThI apXMBOB OpraHU3alMid ¥ THIIOBOTO
IIEPEYHsl YIPABICHYECKUX JOKYMEHTOB CO CpPOKAaMHU XpaHEHHMsI  COCTaBbTE IPOEKT
HOMeHKJaTypsl 1ent 3A0 “BeiMrien” Ha crneayromuil KanenaapHsii roa. IIpoekt opopmure B
COOTBETCTBUH C YCTAHOBJIECHHBIM IOPSIKOM.

3. Usyuuts Yka3 [Ipesunenra PO Yka3 [Ipesunenra Poccuiickoit @enepanuu ot 30 mast 2005 r.
Ne 609 «O mepcoHanbHBIX JaHHBIX FOCYAAPCTBEHHOIO I'PaKIAaHCKOro ciyxkamero Poccuiickoit
@denepalli U BEJEHUM €ro JUYHOro Aena» M3yuuts p.8 TumoBoro mepedHst ynpaBlIeHYECKHX
JOKYMEHTOB U OIPEIEIUTh COCTAaB JJOKYMEHTOB JIMYHOTO Jesia paOOTHHKA.

4.Vicnionb3yst JOKyMEHTHI, pa3pa0oTaHHbIE HA MPEIBIAYLINX 3aHATUAX, CHOPMHUPYHTE JTHUUHOE

7e70 pabOTHHUKA C yYETOM YCTaHOBIICHHBIX HOPMATUBHBIX TpeboBaHMi. [ copmMupoBanHOTO

JIMYHOTO AcJIa COCTAaBbTC BHYTPCHHIOIO OIMUCHh JOKYMCHTOB.
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KOHTPOJIBHBIE BOITPOCHI

1. KaxoBo Ha3HaueHHE HOMEHKIATYpPHI e B KaJpOBOH ciryx0e?

2. KaxoBbl TpeGoBaHMs K (OPMYIHPOBKE 3arojIOBKOB JIOKYMEHTOB IO JIMYHOMY COCTaBy B
HOMEHKJIAaType Aen?

3. Tlepeuncnure cocTaB JOKYMEHTOB JIMYHOTO Jefia pa0OTHUKA; TOCYAAPCTBEHHOTO CITY>KalleTo.

4. Kak onpenensroTcsi CpOKU XpaHEHUsI KaJIpOBBIX TOKYMEHTOB?

5. Kakas cimy>x06a B opraHusaliu J0JDKHA pa3paboTaTh HOMEHKIIATYPY 1€ KaIpOBOM CIIyKObI?

6. Kakue 0coOEHHOCTH XapaKTepHBbI A1 HOMEHKJIATYPbI JIe] KaJpOBOU CITy>KObI?

NCTOUYHUKHU

Vka3 [lpesunenra Poccuiickoit @eaepannu ot 30 mast 2005 r. Ne 609 «O nepcoHanbHBIX
JAHHBIX TOCYAAPCTBEHHOI'0 I'PaskIaHCKOro ciysxamero Poccuiickoit denepanuu U BEICHUU €ro
auyHoro  gema»  // [OmektpoHHbIi  pecypc]. - M.,  2019. —  Pexum
nocryma:http://www.consultant.ru.

IIpuka3z PocapxuBa ot 23.12.2009 N 76 "OO0 yrBepxaeHMH MeTOAMYECKUX
peKoMeHaanui 1o pazpaboTke MHCTPYKLUUH IO JAEIONPOM3BOJICTBY B (hefepalibHBIX OpraHax
UCTIOJHUTENbHOW  BiacTH'//[OnektponHsld  pecype]. — M., 2019. —  Pexum
nocryma:http://www.consultant.ru.

[lepeyeHbp TUIOBBIX YIPABICHUYECKUX ApPXMBHBIX JIOKYMEHTOB, 0Opa3yloIuxcs B
npolecce JAEATENIbHOCTH TOCYIApCTBEHHBIX OPTraHOB, OPraHOB MECTHOT'O CaMOYIPaBIICHUS H
OpraHu3alIyii, ¢ ykazaHueMm cpokoB xpaHenus. M.,2010// [Onexrponnsiii pecype]. — M., 2019. —

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

JIUTEPATYPA
beikoBa T.A. JloKyMEHTallMOHHOE OOECTeUeHHE YIpaBiICHHS (IEIOMPOU3BOICTBO)
[DnexTponHBIi pecypc] : yuebnoe nocodue / T. A. brikosa, T. B. Ky3unerosa. - 2-e u3z., nepepad.

MockBa : Hudppa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL

n JOII.

http://znanium.com/go.php?id=942800.

MaTepI/IaJ'[LHO-TeXHI/I‘leCKOG odecrneyeHue 3aHATHS:

Mertoanyeckne peKOMEHIAIMi 1o pa3paboTKe MHCTPYKLUMH IO JENONpPOU3BOJACTBY B
(benepanbHBIX OpraHax UCHOIHUTEIBHOM BIACTH.



37

Kommnekt nokymentos 3A0 “Beimmen’.
[lepeyeHb THUMOBBIX YIPABICHUECKUX APXUBHBIX JTOKYMEHTOB, OOpa3yIOIIMXCS B IpoIecce
JEeSTEIbHOCTH IOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAaMOYIIPABJICHMsSI U OPTaHU3aLNM,

C YKa3aHUCM CPOKOB XPAaHCHUS.

9.2 MeToanuyeckue PEKOMEHIAIIHUMA 110 ITOATOTOBKE IMCHbMECHHBIX paﬁoT

B nporniecce o0yuenus ctyaentsl PITY BBINONHAIOT pa3Hble BUbI TUCbMEHHBIX PaloT.

OCHOBHBIMU IIETISIMH MMCBMEHHBIX Pa0OT B By3€ SBISIOTCA:

* 3aKpeIUICHHUE MOJTyUYEeHHBIX 3HAHUH M0 CIIEIHMATBLHOCTH, IPUMEHEHNE 3TUX 3HAHUH MPH
peneHnH mpoeCCUOHATBHBIX 3a1a4;

* pa3BUTHE HaBBIKOB BEICHUS CAMOCTOSTEILHON pabOTHI, OBJIaICHHE METOAUKAMU U
MPUHIUIIAMUA CAMOCTOSITENIbHON MCCIIeI0BATEIbCKON 1EATEIbHOCTH;

* (hopMupoBaHKE YMEHHUS TPAMOTHO H JIOTHYHO U3JaraTb COOpaHHbIC HAyYHbIC JaHHbIC
U MaTepuaibl COOCTBEHHON MCCIIeI0BATEIbCKON AEATEIbHOCTH.

Haubonee npocras, HO oueHb BakHas popMa MUCbMEHHOU pabOTHI B By3€ — 3TO
KOHTpoJbHast pabota. OHa SBiIsIeTCs 0053aTENBHBIM 3JIEMEHTOM CaMOCTOSATEIBHOM paboThI
CTYZCHTA U, TIPEXKJIE BCETO, IEMOHCTPUPYET YMEHHE BOCIIPUHUMATh U NIEpeaBaTh
UH(OPMALIHIO.

OTOT BUJI MUCBMEHHOM PabOThI MPEYCMOTPEH YUeOHBIMH IUTAHAMU ITOATOTOBKH
0akanaBpoB M Ha Kadenpe apXUBOBEICHHS MTPeIaracTcsl B paMKax U3ydeHUs 0OIUX KypCcoB U
KIIB.

Taxxe B mporecce 0OydeHHUs] CTYACHTY IPEICTOUT BBIIOJHEHHE KYPCOBBIX paldoT,
KOTOpbIE (POPMUPYIOT UCCIIEAOBATEILCKUE HABBIKM, PA3BUBAIOT CIIOCOOHOCTH CUCTEMAaTU3aLUH 1
OCMBICJICHHSI YK€ CYIIECTBYIOLIETO 3HAHUS M HANpaBJICHbl HAa CAMOCTOSTENILHOE pELICHHE
HEKOTOPBIX TEOPETHUECKUX WM MpaKTHUecKuX 3a7ad. KypcoBas paboTa 7eMOHCTpUPYET YMEHHE
paboTaTh ¢ MCTOYHUKAMH, HCIOJIb30BaTh [OCTH)KEHUS COBPEMEHHON HaykHu (Hampumep,
UCTIOJIb30BaTh JOCTHKEHHS apXHUBOBEICHUS, a TAaKXKE CMEXHBIX HAyK M HAYYHBIX AUCLUIUINH),
YCIIEIIHO pellaTh MOCTaBICHHbIE 3ahayd, oOpabareiBaTh U 0000maTh marepuan. Hamucanue
KOHTPOJILHOM pPa0OThI, MOJArOTOBKA M 3alllUTa KYPCOBOM MMEET psAJ OpPraHU3alMOHHBIX H
METOAMYECKUX 0coOeHHOocTeH. O3HAaKOMIIEHHE C JaHHBIMH METOJWYECKHMMHU PEKOMEHIAIUSIMHU
MIOMOJXKET CTYZECHTaM NPaBUIBHO OPraHU30BaTh CBOIO YUEOHYIO M HAYyYHO-HCCIEIOBATEIbCKYIO
paborty.

OO0mue Tpe0OBaHNUSA K CTPYKTYpPe U COAePKAHMIO MHCbMEHHBIX padoT

BaxxHoii ¢opmoii caMOCTOATENBbHOM pabOTHI CTy/AEHTA SIBJISETCS KOHTPOJIbHAsL padoTa.
Ona mpenycMoTpeHa aisi OOJIBIIMHCTBA TUCHMIUIMH y4eOHOro IUIaHa, YUTaeMbIX Ha Kadeape
apxuBoBezieHUs. Ee HanucaHue nmpecienyer 1eib yriyOneHHoW NpopadOTKU AUCIUITNHEIL.

KonrponbHast paboTa BBIMONHAETCS CTYJCHTaMH B COOTBETCTBHH C TEMAaTHUKOM,
eXKErogHo  yTBepknaemor  kadenpoil. KonrponbHas paboTa  SBISETCS  3JIEMEHTOM
CaMOCTOSITENIbHON PabOThI CTYACHTOB, TO3TOMY BBHIOODP TEMBI MPEIOCTABISACTCS CTYACHTY.

Jlo HamucaHMs KOHTPOJBHOH pabOThl CTYJEHT JOJDKEH B IIEJIOM O3HAKOMHTHCS C
paszzienamu Kypca, peyCMOTPEHHBIMHI Y4eOHOM POrpaMMOi.

PaboTa 1o HanMcaHUIO KOHTPOJIbHOW HAYMHAETCS C BBISABICHHS U U3YUCHUSI HCTOUHUKOB
U nuTeparypsl o teme. [lo okoHuaHuM cOopa M U3yUeHHs JIUTEPATYPhl M UCTOYHUKOB CIIEAYeT
NpoAyMarTh IUIaH KOHTPOJIBbHOM padoTel. CocTaBieHHe TUIaHa — Ba)KHAs 4acTh paObOTHI

Haj TeMoi. [1nan npencrasisier co00il mepedyeHb BOMPOCOB, OTPAKAIOIIUX COACPIKAHUE
uccnenoBanus. OT TOro, HaCKOJBKO YETKO OH MPOAYMaH M IMOCTPOEH, BO MHOTOM 3aBUCHT
KayecTBO KOHTPOJNBHOWH paboTel. B 1uian 1nenecooOpa3HO BKIIOYMTH HanOojee Ba)kKHBIC
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TEOPETUYECKHE M TNPAKTHYECKUE BOIMPOCHI TEMBI, KOTOPHIE MPU HEOOXOIUMOCTH MOTYT OBITH
neranu3upoBanbl. Kak mpaBuio, pabouuii BapuaHT IUIaHA JOJDKEH OBITH Pa3BEpHYTHIM, UTO
obueruaeT paboTy HaJl TEMOMA.

B okoHuaTenpHOM BapuaHTE IJIaH MOXET OBITh JaH B COKPALICHHOM BHUJE, HO
00s3aTeNbHBIM YCIIOBHEM MPH 3TOM SBISIETCS OTPaXKEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpUBaeMBbIX B KOHTPOJIbHOW pa 6ore. CocTaBleHHBIN IUIAH JOJDKEH HAHTH OTpakeHUE B
OTJIaBJIEHUU

K KOHTpOJIbHOW pabote. PaboTa mokHA BKIIOYATh TUTYJIBHBIN JIMCT, OTJIABJICHUE,
BBEJICHUE,

OCHOBHYIO 4acTb, COCTOSIIYIO U3 HECKOJIBKHUX Pa3/eioB WK maparpados, 3akiItoueHue,
CIHMCOK MCTOYHMKOB M JUTEpaATypbl. Bo BBeeHMN HEOOXOIMMO KPAaTKO PACKPBITh 3HAUCHUE U
aKTyaJbHOCTh HM3y4yaeMOIo BOIpoca (TeMbl), Ha3BaTh OCHOBHBIC 3aJaud paboOTHl, ee
XPOHOJIOTUYECKHUE PAMKH, 000CHOBAThH CTPYKTYPY, JaTh Kpat-

KUH 0030p UCTOUYHUKOB U JUTEPATYpsl MO TeMe. O030p UCTOUHUKOB M JIUTEPATYPHI HE
JOJKEH CBOAUTHCS K IIEPEYUCIICHUIO UCIIOJIB30BAHHOTO aBTOPOM HOPMAaTUBHOI'O MaTepuaia

1 OIyOJMKOBAaHHBIX cTaTeil. B HeM cienyer naTh aHaInW3 UCTOYHUKOB U JUTEpaTypsl. B
3aBUCUMOCTH OT 0OBEMa U IIeJICBOr0 Ha3zHaueHHs! paboTbl, 0030p MCTOYHHUKOB M JHUTEPATYPHI
MO>KET OBITh MPEICTABICH OTACIBHBIM Maparpadom UiH pa3aeaoM B OCHOBHOM YacTu pabOTHI.

OcHOBHasi yacTb KOHTPOJBbHOH pabOThl JNOKHA OBITH HM3JI0KEHA B COOTBETCTBUHU C
IJIJAHOM, OCBEILIATh COCTOSHHME M COACPKATh aHAJIU3 PacCMaTPUBAEMBIX BOIIPOCOB C y4ETOM
COBPEMEHHOT'O YpPOBHS Pa3BUTUS TEOPETUUECKUX 3HAHUNH M OIBITa NPAKTUYECKOH pabOTHI
apXMBHBIX YUPEXKICHUI B 3TON 00JIaCTH.

[Ipu packpbITHH TON UM UHON TEMBI CTYACHT JOJKEH CTPEMUTHCS MOPOOHO U TITyOO0KO
U3JI0KUTh KPYyT BOIPOCOB, BXoadwmux B Hee. [Io Mepe paccMoTpeHMst maTepualia OTACIIbHBIC
MOJIOKEHUS KOHTPOJIBHOM paboTHI ClIeAyeT WILTIOCTPUPOBATh IPUMEPAMHU U3 JINTEPATYPHI H, TIO

BO3MOKHOCTH, U3 PAKTUKU paOOThl KOHKPETHBIX aPXUBOB C 00s13aTEILHBIMHU CCHUTKAMHU
Ha JIUTEPaTypy ¥ UCTOUHUKHU. B 3aKiII09€HIUN KOHTPOIBHOM paboThl HEOOXOIUMO MOIBECTH UTOTH

TEOPETUYECKONM U MPAKTUYECKOH pa3paboTku BompocoB. CIUCOK HMCTOYHUKOB U
JUTEpaTyphl TPEACTaBIseT COOOH IMepeyeHb HCIOIb30BaHHBIX PAadOT MO TeMe, B KOTOPOM
yKa3bIBaIOTCS (haMIIIUM ¥ MHHULIMAJIBI aBTOpa (aBTOPOB), Ha3BaHHE PabOTHI, MECTO, BPEMsI €€

oIy OJIMKOBAHUS M CTPAHUIIBI.
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IHpuioxenue 1

AHHOmMayua oucyunaunvl (Mooyns)
Hucuumnuaa  «KagpoBoe — enompou3BOJCTBO» — peanu3yercs Ha  (aKyJbTeTe

ApXUBOBEACHUS W JIOKYMEHTOBEIEHUS Kadenpoil ITOKyMEHTOBEICHHS, ayIHOBH3yalbHBIX W
HAaYYHO-TEXHUYECKUX apXHUBOB .

Llenb TUCHUIUIMHBI (MOOY/4): N3y4EHUE OCHOBHBIX IPaBHJI JOKYMEHTHUPOBAHUS TPYIOBBIX
otHoweHui B PO u opranuzanuu paboThl ¢ JOKyMEHTaMH MO JTUYHOMY COCTaBY.
3agaun :

o O3HaKOMUTH CTYAEHTOB C OCHOBHBIMH IPABOBBIMU aKTaMH B cdepe KaJpOBOTO
NIEJIONPOU3BOCTBA;
o CdhopMupoBaTh KOMIUIEKCHOE MTPEICTABICHHE O COCTOSTHUM COBPEMEHHOM CHCTEMBI

JOKYMEHTAIUH 110 TUYHOMY COCTaBY;
J JlaTh XapaKTEpUCTHKY 00s3aTeIbHBIM, YCIOBHO-0053aTEIbHBIM U PEKOMEH1yeMbIM
JTOKyMEHTaM KaJIpOBOil CITykOBbI;
o Omnucate 0COOEHHOCTH COCTAaBICHHS M O(GOPMIICHHS JIOKAJIBHBIX HOPMATHUBHBIX

AKTOB, PCTIIaMCHTUPYIOIIHUX ACATCIBbHOCTH KaIPOBLIX C.Hy)KG;

o BbISBUTH OCHOBHBIE IOKYMEHTHPYEMBbIE 331a4i KaJPOBOH CITyKOBbI;

o YCTaHOBUTH COCTAaB JOKYMEHTOB II0 OCHOBHBIM JIOKYMEHTHPYEMBIM KaJpOBBIM
IpoLeaypam;

o ITomaroso onucars NOPSAAOK JOKYMEHTUPOBAHMS 3TUX IIPOLIEYD;

o CchopmupoBaTh HaBBIKM COCTaBJICHUS M OQOPMIICHHS JOKYMEHTOB 10 JHYHOMY
COCTaBYy;

o OOy4nuTh OCHOBHBIM TEXHOJOTMYECKHMM MpHUEMaM  JeJIONPOU3BOACTBEHHBIX
OIlEpaLINA;

o O3HaKOMUTBH C HOpMaMH M MpPaBUIaMH CUCTEMAaTU3alluU U XPaHEHUs TOKyMEHTOB

10 ITUYHOMY COCTaBY.
JlucuumuinHa HanpasjieHa Ha pOpMUpOBaHHUE CIIETYIONUX KOMITETCHIIUA:
o OHK-2 - Cnocoben HaXo04UuThb OPraHrU3allMOHHO-YIIPABJICHYCCKNUC PCIICHUS IIPU PCIICHUU 3a/1a4 B C(bepe
CBOEH TIPO(ECCHOHANBHOM S TEITHHOCTH,

L4 OHK'3 - Coocoben MNPUMCHATH TCOPCTUYCCKUC 3HAHUA I PCHICHUSA MOCTABJICHHBIX 3a/la4 B obactu
JAOKYMCHTOBCACHUSA U apXHUBOBCICHUS.

B pezynemame uzyuenus oucyuniunsl cmyoeHm O0JIHCEH 3HAMb:
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® COBPEMEHHYIO 3aKOHOJIATENIbHYI0 U HOPMATUBHO-IIPABOBYIO 0a3y, periiaMeHTHUPYIOLIYIO

paboTy ¢ KaapoBOil TOKyMEHTAIIUEH;

® OCHOBHBIE MPOOJIEMBI COBPEMEHHOTO KaJIpOBOTO JEJIONPOU3BOCTBA;

e crneuuuKy KaJpoBoil TOKYMEHTALIUU B TOCYIapCTBEHHON U HErOCY1apCTBEHHOM
chepax;

e cocCTaB 00s3aTENbHBIX JJOKYMEHTOB KaIpOBOil CITykKOBI;

® TIOPSIOK TOKYMEHTHPOBAHUS KaJPOBBIX MPOLEAYP, CPOKH U3JaHHS JOKYMEHTOB;

e TpeboBaHUs K 0(OPMIICHHUIO TOKYMEHTOB I10 JTUYHOMY COCTaBY;

®  TEXHOJOTHIO pabOThI C JOKYMEHTAaMH KaJIpOBOM CITY>KOBI;

®  TIOPSIOK BEeJIEHUS JTMUHBIX JIeJI PAOOTHUKOB,

®  [paBWJIa CHCTEMAaTHU3alllU M XPaHEHHS JOKYMEHTOB I10 IMYHOMY COCTAaBY.

B pezynomame uzyuenus Oucyuniunbl cmyoeHm O00IHCEH YMemby.

e paboTaTh C HOPMATUBHO-IIPABOBOI 0a30i B cpepe KapoBOro AeIONPOU3BOICTBA;

® I[PUMEHATh HOPMBI TPYAOBOIO IPaBa, Kacaroluecs KaApoBOi JOKYMEHTAlUMY, Ha

NPaKTUKE;
® OpraHu30BBIBATH PAOOTY KaIAPOBOM CITY>KOBI;
® COCTaBJIATH M 0OPMIIATH JIOKAJIbHBIE HOPMATUBHBIE aKTHI KaIPOBOil CITykKOBbI;

®  POBOAMTH BECh KOMIUIEKC Pa0OT MO JOKYMEHTUPOBAHUIO OCHOBHBIX KaJIPOBBIX

HPOUEAYD,
® TPaBWIHHO 0GOPMIIATH U OPOPMIIATE OTAEIbHBIE KaJPOBbIE JOKYMEHTHI,

e OpraHu3o0BaTh pabOTy C KaJpOBOH NOKyMEHTALMEN B OpraHU3aLUAX U YUPEKICHUAX

Pa3NIUYHBIX OPTaHU3AMOHHO-TIPABOBBIX (pOpM.

B pesynomame uzyuenus oucyuniunsl cmyoenm 00adicer 001a0amy Ha8bIKAMU.
e aHanM3a MPaBBIX aKTOB, BBIABICHHUS HEOOXOAMMON periaMeHTHpYIoLel nHpopMalu o
JOKYMEHTUPOBAHUH TPYAOBBIX OTHOIICHUH;
® pPabOTHI C TUIIOBBIMU M YHU(DUIIUPOBAHHBIMH (hOpMaMH TOKYMEHTOB;
® COCTaBJICHUS Pa3IMYHBIX BUIOB JOKYMEHTOB, O(DOPMIISIOMINX TPYAOBBIE OTHOLICHHUS C
paboTHUKaMU;
® COCTaBJICHHUS JIOKAJbHBIX HOPMATHBHBIX aKTOB, PErJaMEHTUPYIOMIUX padoTy KaJIpoBOi

CITyKOBI;
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® MOJEIMPOBAHUSA YIPABIECHYECKUX CUTYALUH 110 BOIIPOCAM JOKYMEHTUPOBAHUS TPYAOBBIX
OTHOIIICHUI;
e DPabOTHI C KAPOBOI TOKYMEHTALIUEH;

® CHUCTEMaTU3aLMU KaJpOBOM JOKYMEHTALUU U OPTaHU3aLUU €€ XpaHCHMUS.

[To qucuumuinHe (MoOdyar0) MPEeAyCMOTPEHA IPOMEXKYTOUHAS aTTecTalst B opme
IK3AMEHA.

OGH_IaSI TPYAOCMKOCTb OCBOCHUS JUCHUIIJIMHBI COCTABJIACT 4 3ayeTHBIE CAUHHUIBI.



