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1 HosicHuTeJbHAA 3aIIHCKA

1.1 Heab u 327241 TUCHUILIMHBI (MOTYJIs1)

P® u opranuzanuu paboThl ¢ JOKYMEHTAMH I10 IMYHOMY COCTaBY.

33[[3‘11/1 JUCHMIIJIMHBI .

L4 C(bOpMI/IpOBaTB Yy CTyA€HTa KOMIICTCHIMH, ITO3BOJIAIOIINE €MY BBIIIOJIHATH BECH

KOMIIJICKC pa60T I10 KaApOBOMY OCJIOIIPOU3BOACTBY,

L4 C(bOpMI/IpOBaTB Y HETO KOMINJICKCHOE MMPEACTABIICHUE O CUCTEME JOKYMCHTAIIUHU 10

JIMYHOMY COCTaBY,;

° Jlath mpejcTaBiieHne 00 ypOBHE PErIaMEHTAIlMU KaJIpOBOTO JCJIONPOM3BOICTBA B
PO;

o Hayuuth cTyneHTa coCTaBisTh U OQOPMIISATH OPraHU3AIMOHHBIE KaJpPOBBIC
JIOKYMEHTHI,

° Hayunuth cTymeHTa JOKYMEHTHpPOBATh OCHOBHBIC KaJpOBBIC TPOICAYPHI

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

. Hayuntp cryneHTa OpraHu3oBBIBaTh pPadOTy KaJpOBOM CIIy>KOBI, COCTaBIISATH

JIOKAJIbHBIC HOPMATHUBHBIC AKThI, PpECTJIAMCHTHUPYIOIIUC €€ ACATCIIbHOCTD.

J OO0yuuThH

OCHOBHBIM

TEXHOJIOTHYCCKHUM

npueMaMm  JCJI0NPOU3BOJCTBCHHBIX

onepaunﬁ, OpraHu3anuu XpaHCHUA KaI[pOBOﬁ AOKYMCHTAIIUH.

1.2 IlepeyeHb ILIAHHPYEMBIX P€3YJILTATOB 00YUYeHUs MO TUCHUILIMHE (MOOYII0),
COOTHECEHHBIX C HHANKATOPAMH JOCTHKCHUSI KOMIIETCHIIHI

B pesynpraTe OCBOEHHS AHUCUUIUIMHBI OOyYarolmMiicss JODKEH JIE€MOHCTPUPOBATH

CIeIyIOIINE Pe3yIbTaThl 00pa30BaHUS:

Komnerenuuns
(K01 1 HAMEHOBaHUE)

NuHaukaTopbl KOMIETEHIMA
(K01 ¥ HAMMEHOBAHUE)

PesynabTaThl 00y4eHus

OIIK-2. Cnocoben
HaXoJHUTh
OpraHu3aIMOHHO-
yrpaBIeHYeCKHE
peLICHHS TTPU PEIICHUN
3a1a4 B chepe cBoen
npohecCHOHATBHOM
JeSITETbHOCTH

OIIK-2.2. Opranu3oBsIBaeT
paboty nmoapasneneHuii B chepe
JOKYMEHTAI[MOHHOT'O
oOecrieueHus ynpasiaeHUs U
apXMBHOTO JieNa

3uamu: nopsaook pabomul cynco
OOKYMEHMAYUOHHO20 0OeCcneyeHus]
VAPABNeHUs U apXusos

Ymemn: pecnamenmuposams
pabomy cayxco
OOKYMEHMAYUOHHO20 00eCneyeHus]
VAPAGNeHUs U apXUB08

Bnaoems: Hagvikamu opeanusayuu
pabomwl noopazoenenuil 8 cghepe
OOKYMEHMAYUOHHO20 0OecnedeHus]
YAPABNeHUs u apXusHo2o 0end 6
coOmeemcmauu ¢ HOpMAMUGHbLIMU
mpebosanHusMu

YK-11. Cnocoben
¢dbopmupoBaTh

VK-11.3. BaangeTs HaBBIKAMH
paboThI C 3aKOHOIATENHHBIMU H

3nams: 3axoHO00amMeENbLHBIE U
OpyeuMU HOPMAMUBHLIMU




HETEPIUMOE OTHOIICHHE K
KOPPYNIHOHHOMY
[IOBE/ICHUIO

JPYTUMU HOPMAaTUBHBIMHU
[IPaBOBLIMU aKTaMH

npasoeuiMu aKkmamu 8 cgepe
CAYHCEOHOU OesimenbHOCmU
Ymems: pabomams ¢ HopmamusHo-
npasosoti 6azotl 8 cghepe
CILYIHCeOHOU DesimebHOCmU
Braoems: nasvikamu npumenenus
AHMUKOPPYNYUOHHBIX HOPM 8
npogheccuoHanbHol dessmenbHOCmu
U NOBCEOHEBHOU HCUSHU

1.3 MecTo AMCHUIIUHBI B CTPYKTYpPe OCHOBHOIi 00pa3oBaTe/ibHOI MporpaMMbl

Hucnurnmuna (Moayib) «KaapoBoe nernonpon3BoICTBO» OTHOCHTCS K 00s13aTEIbHOM YacTH OJI0Ka

JUCHUITIINH y‘IC6HOFO I1J1aHa.

Jisi OCBOGHMSI IUCHMIUIMHBI (M0O0Y/sd) HEOOXOIUMBI 3HAHUS, YMEHHUS M BIIAJCHUS,

chopMUpOBaHHBIE B XOJ€ HU3YUYCHUS

CICAYIOUX OUCHUILINH,

«OpraHmauI/m H TCXHOJIOTHA JOKYMCHTAIITUOHHOI'O obecnieyeHus YHOPaBJICHUS).

B pesynbrare ocBOGHMS] AMCHUIUIMHBI (MOIyINsA) (DOPMHUPYIOTCS 3HAHUS, YMEHUS H
BJIAJICHHSI, HEOOXOAUMBIC JJISI M3YyUYCHHS CIEAYIOIMX AUCUUIUIMH (MOIYJIEH) U TPOXOXKICHHS

IMPAKTHK: ((OpFaHI/I?;aIII/IOHHI)Ie OCHOBLI CTaHAapTU3alluKU JOKYMCHTAIIMOHHOI'O oOecreycHus

YHOpaBJICHUA, O3HaKoMHTEIIbHAS IIpaKTHUKa.

«JlOKyMEHTOBEICHHUEY,
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2 CTIpYKTYpa THCIHUILJIHHDI

OO6mmast TpyJ0EMKOCTh JUCIUTIINHBI COCTABISET 4 3.€., 144 akageMruecKux Jaca.

CTpyKTypa AUCHUNIMHBI 1JIs1 04HOH ()OPMBbI 00yUeHH s
O0beM JUCHUIUIMHBI B ()OpME KOHTAKTHOW PaOOTHI OOYyYaroUmuXxcs ¢ IMeJaroru4ecKuMu

pabOTHUKAaMU U (WJIM) JTUIIAMHU, IPUBJIEKAEMBIMU K pealn3aliy 00pa3oBaTeIbHON MPOrpaMMbl Ha
UHBIX YCJIOBUSIX, TP IIPOBEACHUH YUEOHBIX 3aHATHUI:

Cemectp | Tum yueOHBIX 3aHATHI KomnnuectBo
4acoB
3 Jlekuuu 32
3 JlaGopaTopHbIie paboThI 48
Bcero: 80

O6beM TuCHUILIHHBI (MOTyJIs) B (hOpMe CaMOCTOSTEIbHON PabOThl 00YUYaArOMUXCS COCTABIISIET

64 akageMHUUECKUX yaca.

3 Coaep:xkaHne JUCIHIINHBI

Ne [ HaumeHoBaHme pa3jaesia
AUCHMILINHBI

Conep:xanue

1 Bsenenue

[Ipenmer, 3amaum, coaepx aHUe Kypca.
XapakTepHucTUKa COBPEMEHHOM CHUCTEMBI KaJpOBOil
JOKyMEHTaluu.  B3auMocBsi3b MIPOLIECCOB
YIpaBJICHUS MMEPCOHAIIOM C COCTaBOM U MOPSIKOM
dbopmMupoBaHUs CUCTEMBI JIOKYMEHTAllUU 10
JUYHOMY cocTaBy. MecTo Kypca cpenud Apyrux
Hay4YHbIX  JUCHUIUIMH:  «JlOKyMEHTOBEIEHHEY,
«Opranuzamusi ¥ TEXHOJOTUSI JOKYMEHTAIMOHHOTO
obecrnieueHus YIPaBIECHUS», «YmpasieHue
nepcoHaniom», « TpynoBoe npaBo» u ap. Mctounuku
M3y4YeHUs Kypca. 3aKOHOAATENIbHbIE 1 HOPMATUBHO-
MpaBOBbIE  aKTHI, HOPMAaTHBHO-METOINYECKHE

JToKyMeHThI. OTeuecTBeHHast uCTopuorpadus.

2 | Permamenrarus
JOKYMEHTHPOBAHUS KaJIpOBOH
NEeSITeIbHOCTH U PabOTHI C
KaJpOBBIMHU JIOKYMEHTaMHU.

3aKOHO,HaTeJ'II)HBIe N HOPMATUBHO-IIPABOBLIC AKThI.

TpynoBoii kogexkc Poccuiickoit ®enepanuu
KaK OCHOBOM MPaBOBOM aKT, OMPEACIISIIOIINI COCTaB
U TopsAnoK odopmileHHs JOKYMEHTOB o

YCTAaHOBJIEHUIO TPYAOBBIX OTHOLIEHUH U TPYAOBOMN
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ACATCIIbHOCTHU pa6OTHI/IKa. 3aKOHOIIaTCJII:HLIC AKThI
Poccum o AOKYMCHTHUPOBAHUHN OTACJIBHBIX CTOPOH
TPYAOBOM JEATEIIBHOCTH  pa3jIM4YHBIX KaTeropHii
paOOTHUKOB. 3aKOHOJATEIbHbIE aKThl CYOBEKTOB
Poccuiickoit @epepaunu, VYkasel Ilpesunenra,
IlocTaHOBIEHUS W PACIOPSIKEHUS IIPABUTENIHLCTBA

Poccuiickoit deneparumu.

HOpMaTI/IBHO'MeTOI[I/ILIeCKI/Ie JAOKYMCHTEI .

KBanudukarmoHHpIi CIIPABOYHHK u
npodeccuoHanbHbIe CTAHAAPTHI, KAaK OCHOBHBIC
HOPMATUBHBIC JIOKYMEHTBI, periiaMeHTHPYIOIIHE
TpeOOBaHUS K KBATU(UKALNN, 3HAHUSIM W YMEHUIM
paboTHukoB. OOmepoccuiickue Kiaccu(puKaTopbl
TEXHUKO-IKOHOMHYECKOI u COLIMATIbHOU
nH(OpPMAIH, YCTaHABIUBAIONINE COCTaB U MOPSIOK
3aITOJTHCHUS KaJIPOBBIX IOKYMEHTOB.

TunoBble mEpeyHH U CPOKH XPAHEHUS
JIOKYMEHTaIlUU 1o JTUYHOMY COCTaBy.
PerynupoBanue opraHu3aniyl apXUBHOTO XPaHCHHUS
JIOKYMEHTAIIUH TI0 JITAYHOMY COCTaBy B HOPMATHBHO-

METOJNYECKUX NOKyMeHTax PD.

Pazpabotku I'ockomcrara PO® 1o
yHUUKALINUN bopm MIEPBUYHOMN Y4ETHOU
JIOKYMEHTall1H.

Opranuzanus padoThl KaJpoBO

CITYXKOBI

CTpyKTYypbl KaJpOBBIX Ccyk0. UncieHHbIH
U JIOJDKHOCTHOM coctaB ciyxObl. HopmaTussel
BpPEMEHU Ha Pa0bOTHI MO yUETy KaJpOB.
3amaun U (QYHKUMM KaJIpOBOM CITyKOBI.
[Tonoxxenne 00 otTaene KaapoB (yHpaBiIeHHH,
JerapTaMeHTe U Jp.), KaKk OCHOBHOM HOPMAaTHBHBIN
JOKYMEHT o OIIpEICIICHUIO CTPYKTYDHI,
YHUCICHHOCTH, BUIOB PAa0OT ATOTrO MOIpPA3ICIICHHS.

[Topsimox pa3paboTku, cocTaB HHPOpMAUU H
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CTPYKTYpa TEKCTa IMOJIOKEHHs. 3aKpeIuieHHe Mpas,
OTBETCTBEHHOCTH, B3aUMOCBA3€EH OTAeIa KaApOB.

JIOJPKHOCTHBIE MHCTPYKLUHU, KaK OCHOBHOM
IPaBOBOM  aKT,  ONpEAeSIIOIUN  IPaBOBOE
II0JIO)KEHHE Ppa0OTHUKOB KaJpOBOM CIykObl H
OpraHu3anuio ux Tpyna. HasnaueHue 10KHOCTHBIX
WHCTPYKIUH.

Wuctpykims 1o KaJpOBOMY
JIEJIONPOU3BOJCTBY, KaK OCHOBHOH HHCTPYMEHT
NOBBIIEHUS A(PPEKTUBHOCTH PAaOOTHI  KaJPOBBIX
HoJpa3ieneHuit B chepe KaJ[pOBOI0
JIeJIOTIPOU3BO/ICTBA.

PernamenTtanus paboTel C IEpCcOHAIOM B
JIOKaJIBHBIX HOPMAaTHUBHBIX aKTax u
OpraHU3alMOHHBIX JOKYMEHTax (ycraB
OpraHu3allii, MpaBUiIa BHYTPEHHEIO TPYIOBOIO
pacnopsiika, MOoJ0XKEHHE O NEePCOHAIbHBIX JTaHHBIX,

KOJUICKTUBHBIA JOTOBOP U Ap.).

CocTaB KanpoBOW JOKYMEHTAIMH.
JIOKyMEHTHPOBAaHHUE TPYAOBBIX

OTHOIIIEHHUHN.

XapakTepucTuka CUCTEMBI KaJIpOBOi
JMOKYMEHTAIlMH, €€ COOTBETCTBHE OCHOBHBIM
3ajia4aM 10 1MoI00pPY, YUETy U PacCTaHOBKE Ka/IPOB.
OO0s3aTenbHass M yCIOBHO-00s3aTeNbHAsS KaJpoBast
JIOKYMEHTAIH.

Opranu3anuoHHbIe JOKYMEHThI — IITaTHOE
pacmnucaHue, CTPYKTypa W INTaTHAs YHCICHHOCTb,
rpaduK OTIYCKOB.

PacniopsimutenbHble TOKYMEHTHI — TPUKa3bl
(pactiopspkeHus1) 1O JUYHOMY cocTaBy. OOrue
TpeOOBaHUS K OPOPMIICHUIO U CPOKAM TTOITOTOBKH.

NudopmannoHHO-CrIpaBoOYHbIE JOKYMEHTHI —
3asBIICHUS, TPEJCTABICHUS, YBEIOMIICHUS, aKTHI,
JIOKJTaJTHBIC U 00BACHUTEITLHBIC 3aITHCKH.

VY4yerHble pOpPMBI U UX Ha3HAYCHHE.




IIpuem pabGoTtHukoB Ha pabory. CocraB
NEPCOHATBHBIX JTOKYMEHTOB paboTHuKa,
MpEeJICTaBIsIeMbIX PAOOTOIATENIO JIl yCTaHOBJICHUS
TPYAOBBIX OTHOIIEHUW. TpymoBoll  JgoroBop -
3aKOHOJATEJIbHOE 3aKpeIuieHue TpeOOBaHU K
CTPYKTYpe TEKCTa, TMOPSAIKY COCTaBJICHHUA U
opopmienus. [ToaroroBka u opopmieHne NpruKa3oB
(pacriopspkeHHi) 0 mpuemMe Ha paboTy. AHKETHI,
aBrobuorpaduu, pe3oMe U JIp. JOKYMEHTHI,
3aIoJHAEMBIE TIPH TIpUEMe Ha padoTy.

Buecenue cBeieHuii B TpyAOBYIO KHIKKY U JIMYHYIO

KapTOUYKy pabOTHHUKA.

JlokymeHTUpOBaHUE  JBUYKEHUS  KaJlpOB.
Bunsl nepeBomoB. CocTaB W MOPSAOK H3AAHUS
JOKYMEHTOB, 0(OPMIIIONINX MPOLEAYPY MEepeBOa.
Cogepxanue, MOPSIOK MOATOTOBKU U 0GOPMIICHHUS
MIPUKA30B (pacniopsiKeHHi) 0 MepeBoie
COTPYAHUKOB. JIOKYMEHTBI-OCHOBAHHS K TIPUKA3aM O

HIepeBo/IC.

Bunel  otmyckoB. Ilopsmok odopmieHus
€KEroJTHOT0 OYEPEIHOr0 OIUIaYMBAEMOI0 OTITYCKaA.
I'paduk OTHyCKOB, COCTaB, colep)KaHUE, MOPAIOK
MOJITOTOBKH u oopmiIeHUs MIPUKA30B
(pactiopsbkeHHid) O IIPEIOCTABICHUN OTITyCKa.
ITopsnox  mepeHoca  ormycka.  JloKymMeHTHI-

OCHOBAHHMA K IIpHUKa3aM 00 OTITyCKax.

[lopsnox odopmieHHsT KOMAaHIUPOBOK —
COCTaB JIOKYMEHTOB, oopmItsTFOIIINX
KOMaHIUpOBaHHE pabOTHHKA, COJAEpXKaHHUE U

MOPAAO0OK IMOATOTOBKHU ITPHUKa3a O KOMaHIHUPOBKE.

Buner noompenuii. ConepkaHue, MOPSAIOK

HOATOTOBKHU n O(I)OpM.HCHI/ISI IIPpUKAa30B
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(pacmiopsbkeHMid) O  TMOOUIpEHHMHM  pabOTHHKA.

I[OKYMCHTBI-OCHOBEIHI/IH K IIpHUKa3aM O ITOOUIPCHUH.

Bunst JUCLUIUIMHAPHBIX B3bICKaHUH.
Copneprxanue, MopsAI0K MOATOTOBKU U O(opMIIeHUs
IIPUKA30B (pacniopsixeHMil) O  B3bICKAaHHH.
JIOKYMEHTBI-OCHOBAHUSI K INPUKa3aM O HaJIOKEHUU
JUCLUIUIMHAPHOTO B3bICKaHMA. AKTBI 00 OTKa3bl

JaBaTb OOBSACHEHHS U 3HAKOMHUTLCS C IIPUKA30M.

[lopsimok  mpoBeneHus aTTeCTaluu
paboTHUKOB B opranuzanuu. CocTaB JIOKYMEHTOB,
opopmisiromux mpouenypy. Conaepsxkanue, Hopsaok
MOATOTOBKU u oopmiIeHUS MIPUKA30B

(pacriopspkeHHiT) 00 aTTeCTaIuy.

[Topsnox YBOJIbHEHUS pabOTHUKOB.
OcHoBanusi yBoibHEHHA paboTHUKOB. (CocraB
JIOKYMEHTOB, oopMIIIOIINX IpoLerypy.
Copneprxanue, MopsAI0K MOATOTOBKU U O(opMIIeHUs
npuKa3oB  (pacnopsbkeHuil) 00  yBOJIbHEHUH.

JIOKyMEHTBI-OCHOBAaHHUS K ITPUKa3aM 00 YBOJIbHEHUHU.

YdeT IMYHOro COCTaRa.

Buasl  yueTtHbIx  AgokymeHTOB. Jlnunas
Kaprouka paborauka (dpopma T-2): cocraB

uH(pOpMalnH, TOPSAO0K 3aMOJHEHUS U BEACHHUS.

HOpMaTI/IBHaSI " IIpaBOBasg periiaMCHTalusl
nopsaaKka BEACHUA JIMYHBIX [CII. OCI)OpMJIeHI/Ie u
BCACHUC JIMYHBIX JOCJI pa60THI/IKOB. CocraB u
MOCJICAOBATCIIBHOCTb PACIIOJIIOKCHUA JOKYMCHTOB B

JIMYHOM JIeTIe.

TpynoBast KHMXKKa paOOTHHKA KaK OCHOBHOM
JOKYMEHT O TPYJIOBOW NESTENbHOCTH U TPYIOBOM
CTaxke pabotHuka. OdopmiieHne U BeACHHE
TPYAOBBIX KHHXXCK U BKJ'Ia)II)IHIeﬁ K HHM. HOpS[)IOK
BbIJJauM JyOJMKaTa TPYIOBOW KHIDKKA. YYeT U

XpaHCHUEC TPYAOBBIX KHHWKXCK B OpraHu3aluu.
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OTBETCTBEHHOCTh pPabOTONATENsT 3a XpaHCHHE U

3aMOJIHCHUC TPYAOBbIX KHUKCK.

Opranu3zanus paboThl ¢ KaAPOBBIMU

AOKYMECHTaMU

Peructparnuss ~ JOKYMEHTOB [0 JIMYHOMY
cocraBy. [IpaBuia perucTpaiuu U HHICKCUPOBAHUS
KaJ[POBBIX JIOKYMEHTOB. PerucrpaimoHHbie (OpMBI
(TpaguuMoOHHBIE W aBTOMaTuU3upoBaHHbIE). CocTaB
PEKBH3UTOB (ITOJICH) JUIS PErMCTPaIliU Pa3TMYHBIX

BHJ0OB IOKYMCHTOB U IIOPAAOK HUX 3aIIOJIHCHUSA.

CucremaTtuzanus U ONEpaTUBHOE XpaHEHHE
JOKYMEHTOB IO JMYHOMY cocTaBy. OcCoOEHHOCTH
dbopMHpoOBaHUs B Jiela JOKYMEHTOB IO JINYHOMY
COCTaBy. IIpaBuiia cucTeMaTu3aluu
pacropsAANTENbHBIX JOKYMEHTOB, YYETHBIX (OpM,
TPYIOBBIX KHIKeK. Cucremarusauus U XpaHEeHUe

I[OKYMGHTOB'OCHOBaHI/Iﬁ K IIpHUKa3aMm.

Homenknarypa gen KagpoBoil — CIy>KOBI.
[Topsiiok MOATOTOBKHU, COCTaBICHUS U O(POpMIICHUSI.
[IpumepHass HOMEHKJIATypa Aesl KaapOBOU CIIykKOBbI.

[Tepexonsmue nena.

CpOKI/I XpaHCHUA KaIpOBLIX ITOKYMCHTOB.

HO}IFOTOBK& JOKYMCHTOB K CIa4€ B apXUB.

DkcnepTusa LIEHHOCTHU JIOKYMEHTOB
KaJpOBOH CIy>KObI, €€ HOpPMaTHBHO-METOANYECKas

OCHOBA, OpraHu3alusa U NOpsAdOK IPOBCACHUS.

CoctaB JOKYMEHTOB KaJpOBOW CIIyXOBlI,
HNOJUIeXKAIUX [epeJaye B  apXUB. [IpaBuna
MOJIFOTOBKU JIOKYMEHTOB IO JMYHOMY COCTaBy K
nepenaye B apxuB opranuzanuu. CocTaBleHHE U
opopmiieHHEe ONMHUCH JOKYMEHTOB IO JINYHOMY
coctaBy. llopsok YHHUYTOXEHHS JOKYMEHTOB C

HCTCKIIUMHU CPOKAMU XPpaHCHUS.
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4 Oo0pa3zoBaTeJbHbIE TEXHOJOTHH

Buowt yueonuix
Ne | Haumenosanue pazoena 3 Oopaszoseamenvnvle mexnHoaozuu
3anAmuil
n/n
1 2 3 5
1 |BBenenue Jlexyus 1. Beoonas nexyus
CamocmosmenvHas
Koncynemuposanue
aboma
2 |Pernamenramus Jlexyus 2. Jlexyus ¢ npumenenuem caauo-
JIOKYMEHTHUPOBAHUS KaJIPOBOI npoexmopa
NESITEIbHOCTH U PabOTHI C
KaJIPOBBIMU JIOKYMEHTAMH Jlabopamopnas paboma |3anamue ¢ npumeHnenuem
Ne] pazoamournoco mamepuana
(Tpyoosoii kooexc, gblOepIHCKU U3
npagosvix aKmos)
CamocmosmenvHas Kouncynomuposanue
aboma
3 |Opranuzanus paboTs Jlexyus 3. Jlexyus ¢ npumenenuem caauo-
KaJI[POBOH CITyKOBI NpoeKmopa, OUCKYccust
3auamue ¢ npumenenuem
Jlabopamopnas paboma |pazoamournoco mamepuana
No2 (8b10epIAHCKU U3 NPABOBBIX AKMOS,
Mamepuaisl 0es1080U Uepbl —
Ketic-Memoo)
CamocmosmenvHas Kouncynomuposanue
aboma
4 |CocraB KaJIpoBOii Jlexyus 4. IIpobremnas nexyus ¢
JOKYMEHTAIUH. NPpUMEHEHUEM CJZCZMV()'I’ZPOQKMOPCZ
JlokyMeHTHupOBaHuE
TPYIOBHIX OTHOMICHHH, Jlabopamopnas paboma |3ansmue ¢ npumenenuem
Ne3-7 pazoamounozo mamepuania
(8b10€ePIAHCKU U3 NPABOBBIX AKMOS,
Mamepuaisl 0esl080U Uepbl —
Ketic-memoo)
CamocmosmenvHas Kouncynomuposanue
aboma
5 |Yder nmmaHOTrO COCcTaBa. Jlexyus 5. Jexyus, ouckyccus

Jlabopamopnas paboma
Ne8

3ausamue ¢ npumeHnenuem
[pazoamounoco mamepuana
(8b10epIHCKU U3 NPABOBLIX AKMOS,
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mamepuansl 0e1080U Uepbl —
Ketic-mMemoo)

Camocmosimenvhas
paboma Koncynemuposanue
6 |Opranu3zamus paboThI C Jlexyus 6 Jlexyust ¢ paz60pom KOHKpEemHbIX
KaJIpOBBIMHU JOKYMEHTAMU cumyayui

Jlabopamopnas paboma |3ansimue ¢ npumenenuem

Ne 9 pazoamoynoco mamepuana
(6b10€pIHCKU U3 NPABOBHIX AKMNOS,
mamepuansl 0e1080 uepvl —
Ketic-memoa)

Camocmoamenvras Koncynemuposanue
paboma

B mepuon BpeMEHHOro MPUOCTAHOBIICHUSI TOCEIICHUS OOYYAIONIMMUCS TOMEIIEHUN U
tepputopun PITY nmna opranmzanuum ydeOHOro Impoliecca C HPUMEHEHHUEM JIIEKTPOHHOIO
0o0y4eHUs W JUCTAHIMOHHBIX O0pa30BATEIBHBIX TEXHOJOTHH MOTYT OBITH HCITOJIb30BAHBI
cienyromme o0pa3oBaTelIbHbIE TEXHOIOTHU:

— BUJICO-JICKITUH;

— OHJIAMH-JIEKIINH B PEKUME PEATIbHOTO BPEMEHH;

— DIJIGKTPOHHBIE YYCOHUKH, YIeOHBIC MTOCOOUS, HAYYHBIC M3JaHMS B 3JICKTPOHHOM BUJIE U
JOCTYT K MHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM PECypcaM;

— CHUCTEMBI JIJIs1 SJICKTPOHHOT'O TECTUPOBAHUS,

— KOHCYJIbTAIlMH C UCHOJb30BAHUEM TEIIEKOMMYHHUKAIUOHHBIX CPE/CTB.

5 OneHKa NJIAHUPYVEMBIX Pe3VJILTATOB 00VYeHUS
5.1 Cucrema oueHUBaAHUA

Texyuuii KOHTPOJIb OCYIIECTBIISETCSA B BHJI€ OLIEHOK KOHTPOJBHBIX pabOT U 3aJjaHuil Ha
npakTudeckux 3aHsATusAx. KoHTponbHass paGora Nel BbIABIsSET 3HAHME COCTaBa M TMOPSJIKA
oopmiIeHHs JOKYMEHTOB B X0JI€ OCHOBHBIX KaJIpOBBIX MPOLEAYp, U olleHuBaeTcs 10 10 6amios,
KOHTpoJsIbHAst pabota Ne 2 moka3bpIBaeT 3HAHUS CTYJIEHTOB I10 BOIIPOCAM OpraHU3aluu paboThI C
KaJpOBOM JOKYMEHTAlMeil U BBIABISET T'OTOBHOCTh CTYJAEHTOB K IpakTHYEeCKOM padore,
oueHuBaercs 10 20 6ay1oB. MakcumalibHas OIIEHKA BBIITOJHEHMS KX 101 J1abopaTopHON paboThI
— 5 OGannos. IIpoMexyTOUHBIH KOHTPOJIb 3HAHUN MPOBOAUTCSA B (POPME UTOrOBON KOHTPOJIBHOM
paboThI, BKITIOYAOIIEH TEOPETUYECKHE BOIMPOCH M MPAKTUIECKOE 3a/1aHue, U orleHnBaetcs 10 40
0asuIoB.

B pesynpraTe TEKyIIEro W INPOMEXYTOYHOIO KOHTPOJIS 3HAHUN CTYIEHTHI IOJYy4YaroT

COOTBCTCTBYIOIIIYIO OLICHKY 3a 3K3aMCH.

H Dopma konmponsn Makc. Koruuecmeo 06annoe H




O1eHKa «yZ0BJIETBOPUTEIIbHO)» BBICTaBIIsAETCS 00yydaronemycs, Habpasiiemy ot 50 10 67
6a/u10B 6aJlIOB, OLIEHKAa «XOpOLIO» BhICTaBIIeTCs oOydaroliemycsi, HaOpasiemy ot 68 no 82
0aJlI0B, OLIEHKA «OTJIMYHO» BBICTaBIIsieTCa oOydaroniemycsi, HabpaBuiemy ot 83 no 100 6amnos,
c(OpMUPOBAHHBIX B PE3yJIbTaTE CyMMHUPOBaHUS 0aIOB, IOJIyYEHHBIX IIPU TEKYILIEM KOHTPOJIE U
MpoOMeXKyTOUHOM arrectanuu. [lomydeHHbIN COBOKYNHBIA pe3ynbTaT (MakcumyM 100 GanioB)
KOHBEPTUPYETCs B TPAJAULMOHHYIO 1KYy OLEHOK U B IIKally OLEHOK EBpormeiickoil cuctemsl

neperoca W HakorieHUs KpeautoB (European Credit Transfer System; mamee — ECTS) B
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3a oomny Bcezo
pabomy

Texymui KOHTPOJIb:

- KonTponsHas padora Ne 1 (Tembr
1-4)

- KontponsHnas padorta Ne2 (Tembr
5-6)

- JlabopaTtopHsbie paboThI (TeMbI 1-6)

20 6annos 20 6annos

10 6annos 10 6annos

5 bannos 30 6annos

[IpomesxyTouHas arTectanus 40 6annos
(3x3ameHn)
Hroro 3a cemecTp (IMCHMUIUIAHY) 100 6annos

COOTBETCTBUU C TAOJIULIEN:

100-6annpHas TpaionHas mkaa [xana
IIKaJia ECTS
95-100 A
8394 OTJIMYHO B
68 — 82 XOpoLIOo 3a4TEHO C
56 — 67 D
50 55 Y/IOBJIETBOPUTEIHHO E
2049 FX
HEYJIOBIIETBOPHUTEIHHO HE 3a4TEHO
0-19 F
5.2 Kpurepuu BbICTaBJIeHHUs OLIEHKH MO THCIHUIIHHE
banasi/ Ounenka no Kpurtepun oneHkn pe3yn1bTaToB 00y4eHus: 1o
Hlkana AUCUHHUIINHE AUCUHUIINHE
ECTS
100-83/ «OTIINIHOY/ BrictaBisiercst o0y4aromemycsi, €Ci OH TIyOOKO U
AB «3aUTEHO MPOYHO YCBOWJI TEOPETUUECKUNA U MPAKTHUECKUI
(oTIHYHO)»/ MaTepuai, MOXXeT IPOJEMOHCTPUPOBATh 3TO Ha 3aHITHUSIX
«3aUTCHO» U B XOJI€ IPOMEXKYTOYHOM aTTeCcTaIuy.
OO0yJaromuiicss HCUEPITBIBAIOIIE U JTJOTHIECKUA CTPOHO
u3JaraeT yueOHbI MaTepuall, yMeeT yBsI3bIBaTh TEOPHUIO C
NPaKTUKOM, CIPABIISIETCS C peIISHHEeM 33134
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Banael/
HMIxana
ECTS

OneHka nmo
AUCUUILIHHE

Kpurtepun oneHkn pe3y1bTaToB 00y4eHus 1o
AUCHHUILINHE

1po(heCCHOHATBHOMN HAIPABIEHHOCTH BBICOKOI'O YPOBHS
CJIO)KHOCTH, ITPAaBUIIBHO 000CHOBBIBAET IIPUHATHIC
peLICHHSI.

CB0OOHO OPUEHTHPYETCS B YUEOHOH U
po(heCCHOHATBHOM JIUTEpaType.

Ouenka 1o JUCIHUILIMHE BBICTABISIOTCS 00ydaromeMycs ¢
Y4E€TOM PE3yJIbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTeCTalUU.

KomnereHnuuu, 3akpeni€éHnble 3a JTUCHUIIMHOM,
c(hOpMHUPOBaHbI HA YPOBHE — «BBICOKUIY.

82-68/

«XopouIoy/
«3a4TCHO
(xopor1o)»/
«3a4TCHO»

BricTaBnsiercs 00y4aromeMycsi, €CiIu OH 3HaeT
TEOPETUYECKUM U IPAKTUYECKUIA MaTepHall, IPaMOTHO U IO
CYILLECTBY M3JIaraeT €ro Ha 3aHATUSAX U B X0/
IIPOMEXKYTOYHOM aTTeCTalliy, He JO0IyCKas CylIECTBEHHbIX
HETOYHOCTEH.

OO0yuaromuiics NpaBUIbHO IPUMEHSET TEOPETHUECKHUE
II0JIO’KEHHUS IIPU PELICHUN IPAKTUUECKUX 3a7a4
npodecCHOHATBLHON HANPABIEHHOCTH Pa3HOI'0 YPOBHS
CJI0HOCTH, BJIaJI€€T HEOOXOAUMBIMHU ISl 3TOT0 HaBbIKAMU
1 IPUEMAMHU.

JlocTaTouHO XOpOILIO OPUEHTUPYETCS B yUeOHOU U
npodeccuoHaIbHOM JIUTEpaType.

OrneHka o JUCIUILIMHE BBICTABISAIOTCS 00y4daroleMycs ¢
Y4€TOM pe3yJIbTaTOB TEKYIEH U POMEKYTOUHON
aTTECTAllUU.

Komnerennyu, 3akperi€HHble 3a JTUCHUIIIMHOM,
c(OpMUPOBAHbI HA YPOBHE — «XOPOLIMII».

67-50/
D,E

«YIOBIIETBOPU-
TEIIbHOY/
«3a4YTEHO
(ynosneTBopu-
TEJLHO )»/
«3aYTCHOY

BricTaBisercs o0yyaromemycs, €ciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUI U TPAKTUYECKUI MaTepural,
JIOITyCKaeT OT/eNbHbIE OMIMOKU MPHU €To U3JI0KEHUU Ha
3aHATHUAX U B XOJ€ MPOMEXKYTOYHOU aTTECTALUH.
OOyuaromuiics UCTIBITHIBACT ONpPeIEIEHHbIE 3aTPYAHEHUS
B IPUMEHEHHUH TEOPETHUYECKUX ITOJIOKEHNUN MTPU PELICHUN
NPaKTUYECKUX 3a/1a4 POo(eCcCHOHATLHON HANPaBIEeHHOCTH
CTaHJAPTHOI'O YPOBHS CIIOKHOCTH, BJIAJICET
HEOOXOIMMBIMU JIJIs1 3TOT0 Oa30BBIMM HABBIKAMU U
puEMaMU.

JleMOHCTpHpYeT 10CTaTOYHBIN YPOBEHb 3HaHUS yUeOHOM
JUTEPATYpHI 110 JUCLUIIIIMHE.

OreHka 1o JUCHUIUTMHE BBICTABIISIOTCS 00YYaromeMycs C
Y4ETOM PE3YIBTATOB TEKYIEW U POMEKYTOUHOU
aTTeCTalUu.

Komnerenuuu, 3akpeniéHnple 3a TUCIUIIITUHOM,
c(OpMHPOBAHBI HA YPOBHE — «JI0CTATOUYHBII».

49-0/
F,FX

«HEYIOBJIETBOPHUTE
JIBHOY»/
HE 3a4TEHO

BeicraBisiercs o0yuaromemMycs, €Clii OH He 3HAeT Ha
0a30BOM ypOBHE TEOPETUUECKUNA U MPAKTHUECKUI
MaTepual, JOMycKaeT rpyOblie OMUOKU IPH €ro
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Banasl/ Onenka no Kpurtepun oneHkn pe3y1bTaToB 00y4eHus 1o
Hlkamna AUCHHUILINHE AUCHHUILINHE
ECTS

M3JI0KEHUU Ha 3aHATUSIX U B X0J1€ IPOMEKYTOUHOM
aTTECTALlUU.

OO0yyaronuiicst UCIBITHIBAET CEPhEIHBIC 3aTPYAHECHUS B
IIPUMEHEHNUU TEOPETUUECKUX MOJI0KEHUH NPU pEeLIeHUH

CTaHAAPTHOTO YPOBHSI CII0KHOCTH, HE BIIaJICET
HEOOXOAMMBIMH IS 3TOTO HABBIKAMU M PUEMAMHU.
JleMoHCTpHpYET (pparMeHTapHbIe 3HAHUS YIeOHOMH
JUTEPATYPHI 1O AUCIUILIUHE.

OrneHka 1o JUCHUIUTMHE BBICTABIISIOTCS 00YJarOImEeMycs C
y4E€TOM pe3yJIbTaToOB TEKYIIeH M POMEKYTOUHON
aTTeCTallHH.

KomrmereHmm Ha ypoBHE «IOCTAaTOUHBINY, 3aKPEIUIEHHBIC
3a IUCHUILUIMHON, He COPMHUPOBAHBI.

MMPAaKTUYCCKUX 3a1aq HpO(l)eCCPIOHaJII)HOI;'I HaIIpaBJICHHOCTHU

5.3 OueHouHbIe cpecTBA (MATEPHAJIbI) VIl TEKYIEro KOHTPOJIsl yCIeBaeMoCTH,
NPOMEKYTOYHOM aTTecTANMU 00y4aroIIMXCs N0 JUCHUILIHHE (MOOY10)

Bapuanmul konmponwvnou pabomur No 1

BapuanT 1

1.B xakux ciayyasx KaJpoBasi Cay)k0a HMEET IMpaBo BbLAATH AyOIUKAT TPYI0BOM KHIKKU? Kak
ATOT OKYMEHT oopmisieTcs?

2.Ilepeunciute BUABI JOKYMEHTOB, IPUMEHSEMbBIC TIPH TIepeBOje Ha JApyryr pabdory. Kak
odopmIIsieTcs KaXKIblid U3 HUX?

3. Ha3zoBuTe NOKyMEHTHI, MpeAOCTaBIsieMble PAOOTHUKOM IPH MOCTYIIJICHUH Ha padoTy.
4.KaxuM JTIOKQTBHBIM HOPMATHBHBIM aKTOM PETJIaMEHTHPYETCs padoTa KaJIpOBBIX CIICIIUATHCTOB

C MIepCOHANbHBIMU JaHHBIMU? J[aliTe eMy XapaKTepUCTHKY.

Bapuanr 2

1. XapakTepucTuka Ha3Hau€HUs TPYJIOBOM KHWXKKU. B Kkakoll cpok momkHa OBITH 3aBeleHA
TpYZOBasi KHMKKA MPU MOCTYIJIEHUU Ha paboTy BriepBbie?

2.Ilepeuncnure BUAbI JOKYMEHTOB, IPUMEHsIEMbIE PH yBoJIbHeHHUU. Kak odopmiasiercs: Kax i
U3 HUX?

3.Kakoii JTOKanpHBII HOPMATHMBHBIM AKT OINPENENSIeT OpPraHU3aluil0 TpyAa COTPYJAHUKOB B
KOMNaHuH. /[aiiTe eMy XapaKTEpUCTHUKY.

4. Ha3zoBurte I/IH(I)OpMaI_[I/IIO, 06H3aTeHLHyIO JJI BKIIFOUCHUS B pr,[[OBOfI A0Tr0BOD.
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Bapuanmut konmponwvnoit padomot Ne 2

Bapuanr 1

1.

2.

Hepqu/ICHI/ITe COCTaB JOKYMCHTOB JIMYHOI'O ACjia pa6OTHI/IKa. Kaknmu HOPMATUBHBIMHA
JOKYMEHTAMH 3TO onpez[eneﬁo?

HazoBuTe 1OKyMEHTBI KapOBO# CITy>KOBI, TIOIJICIKAIIHE ITepeIaue B apXHB.

Bapuant 2

1.KakoBbl 0COOEHHOCTH COCTaBIIEHUSI HOMEHKJIATYpHhI JIEJT KaJIpOBOM CIIyKObI?

2. HazoBurte o0si3aTenbHbIe PETUCTPAllMOHHBIE (OPMBI KaIPOBOM CITyKObI?

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

Hpumepubte KOHmMpOJtbHblEe 60NPOCHI onsa npomeafcymounoﬁ ammecmauuu.

ITepeuncints 3aKOHO/ATEIbHBIE aKThI, KOTOPBIMH perjaaMeHTUpyeTCs
JIOKYMEHTHPOBAHUE KaJIpOBOH €ATEIbHOCTU B HACTOSIIEE BpeMs?

[Tepeuncnuth HOPMAaTUBHO-METOANYECKUE JIOKYMEHTHI, periaamMeHTHpyoIne
JIOKYMEHTHPOBAHHE KaJIPOBOH NEATEIbHOCTH.

Ha3BaTb BU/IbI JOKYMEHTOB, IIPEbsBIIsIEMble pAOOTHUKOM IpH NpUeMe Ha paldoTy.
HasBate  BuAbl  JOKYMEHTOB, YCTAaHOBJIEHHbIe  TpynoBelIM  Koaekcom PO,
JOKYMEHTHPYIOLIHE IprueM paboTHHKA Ha paboTy.

[lepeuncnute BHUIBI JOKYMEHTOB, O(GOPMISIOIIME HW3MEHEHHE YCIOBUH TpPYAOBOIO
JI0Tr0BOpa.

IlepeuncinTe BHIBI JTOKYMEHTOB, YCTAaHOBJIEHHbIE TpynoBeIM KoaekcoM P® s
peryMpoBaHus TPYAOBbIX OTHOIIEHUH.

Cpoxu NOATOTOBKH, KAKUX JOKYMEHTOB 10 JOKYMEHTHUPOBAHUIO KaPOBOM NEATEIBHOCTH
YCTaHOBJIEHBI 3aKOHOATENBHO?

Kakue pyHkuMn kaapoBoil ciy>kKObI CBS3aHbI C YUETOM JIMYHOTO cOCTaBa?

Kaknme  QyHKIMM [0JKHA BBINONHATH KajJpoBas cilyx0a npu  oopmIIeHUU
YBOJIbHEHHUSI PaOOTHHUKA ¢ PabOTHI ?

Kaknmu noxkymenTamu opopmisieTcss yBoJIbHEHUe paObOTHUKA?

HazoBuTe QyHKIMM KaJpOBOM CIIyKObI CBSI3aHHBIE C TPYIOBBIMH KHIKKaAMH?

Kakumu nokymentamu opopmiisieTcs arTectanus paboTHUKOB?

Ha3zoBute 0c00€HHOCTH HOMEHKIIATYPHI JIe] KaJJpOBOU CITyKOBI.

Kakue nema xaapoBoii ciayObl OTHOCSTCS K KATErOPUH MEPEXOIAIINX?

[Tepeunciuth 0COOCHHOCTH (POPMUPOBAHUS JTUIHOTO Jiea pabOTHUKA ?
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6 YyeoHo-MeToanyeckoe 1 HHopMannoHHoe odecneyeHue TN CIUIINHBI
6.1 CHuCOK HCTOYHHUKOB U JTUTEPATYPhI

HcTounuku (006s3aTeIbHbIE)

Koncrurynus Poccuiickoit @enepanuu (c namenenusimu Ha 30 gexabpst 2008r.). M. 2004

TpynoBoit koaekc Poccuiickoii ®eneparuu ot 30.12.2001 Ne 197-®3. Ilpunsr
I'ocynapcrBennoit ymoii 21 nexabps 2001r. (B pea. ot 29.12.2010) // [DnekTpoHHBIH pecypc]. —
M., 2019. — Pexxum goctyma:http://www.consultant.ru.

3axoH Poccuiickoit @enepanuu ot 25 okta0ps 1991 r. Ne 1807-1  «O s3bIkax HapOJOB
Poccuiickoit ®Denepanmm» //[DnexkTpoHHbIi pecype]. — M., 2019. — Pexum npoctyma:
http://www.consultant.ru.

®enepanphbiil 3akoH PO ot 27.07.2004 Ne 79-®03 «O rocynapCTBEHHOM Ipa)kIaHCKOM
cyx6e Poccuiickoit @enepanun» (B pea. @enepansHoro 3akona ot 12.04.2007 Ne 48-D3) //
[DnexTponHsIii pecypc]. — M., 2019. — Pesxum mocrtyma:http://www.consultant.ru.

®enepanpHblil 3akoH Poccuiickoit @eneparuu ot 01.06.2005 Ne 53 «O rocynapcTBeHHOM
s3bike POy// [Dnekrponnsiii pecype]. — M., 2019. — Pexxum goctyma:http://www.consultant.ru.

@enepanbubiii  3akoH  Poccmiickoit  @enepammu ot 06.12.2011  Ne 402-03  «O
OyxrantepckoM  yuerey»//  [Dmekrponsli  pecypc]. — M., 2019. -  Pexum
nocryna:http://www.consultant.ru.

Odenepanpubiii 3akoH Poccuiickoit ®eneparun ot 02.05.2006 Ne 59-D3 «O mopsiake
paccMoTpeHHs oOpaieHuil rpaxkaan»// [OnekTpoHHBI pecypc]. — M., 2019. — Pexum
nocrymna:http://www.consultant.ru.

OenepanbHbiii 3akoH oT 27 wmromst 2006 . N 152-®3 "O mnepcoHaNbHBIX JTaHHBIX'//
[DnexTponHsIii pecypce]. — M., 2019. — Pexxum nocrtyma:http://www.consultant.ru.

®enepanbublif 3akoH oT 01.10.2004 Ne 125-®3 «O6 apxuBHoM Jnene B Poccuiickoit

Ddeneparuny // [DnexTporHbIi pecype]. — M., 2019. — Pesxxum noctyna:http://www.consultant.ru.

®enepanbHblil 3akoH oT 29.07.2004. Ne 98-@3 «O xommepueckoil TaiiHe» //
[DnexTponHsIii pecypce]. — M., 2019. — Pexxum nocrtyma:http://www.consultant.ru.

Vka3 Ilpesunenta Poccuiickoit @enepauuu ot 0.03.1997 Ne 18 «O06 yTBepxaeHUu
MepeyvHs CBEICHUN KOH(PHUICHIIMAIBLHOTO XapakTepay // [DnekTpoHHbI pecype]. — M., 2019. —
Pexxum noctyna:http://www.consultant.ru.

Vka3z Ilpesunenta P® ot 01.02.2005. Ne 110 «O mnpoBeaeHuM aTTeCcTallMU
TOCYIApCTBEHHBIX TpaxxJaHCcKux cayxamux Poccuiickoir @enepauun». llonoxkenue o
MPOBEJICHUM AaTTECTAllMd TOCYJAPCTBEHHBIX TPaXKIAHCKUX ciyxkammux P® // [DnaexTpoHHBIN

pecypc]. — M., 2019. — Pesxum moctyma:http://www.consultant.ru.


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
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Vka3 [Ipesunenra PO ot 01.02.2005. Ne 111 «O mopsiake caaun KBaau(GUKAITMOHHOTO
JK3aMeHa rOCYJapCTBEHHBIMHU I'PaXKAaHCKUX ciyxammx Poccuiickon denepanuu U OLEHKE UX
3HaHUH, HAaBBIKOB M yMEHUW». // [DnexkTponHsiii pecypc]. — M., 2019. — Pexum
nocrymna:http://www.consultant.ru.

Vka3 Ilpesunenta ot 01.02.2005. Ne 112 «O koHKypce Ha 3aMeIIEHHE BaKaHTHOM
JOJKHOCTH TOCYAapCTBEHHOU IpaskKIaHCKOM ciTyk0bl Poccuiickoit @eaeparumny // [ DneKTpOHHBIHA
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

Vka3 Ilpesupenta PO ot 16.02.2005r. Ne 159 «O mpumepHoit dopme CiryKeOHOTO
KOHTpaKTa O MPOXOKJICHUH TOCYIapCTBEHHON IpakIaHCKOM ciryk0b1 Poccuiickoit deneparnuu n
3aMEIICHUH JIOJDKHOCTH TOCYIapCTBEHHON TpakaaHCcKon ciry:x0bl Poccuiickoit @enepauuny. //
[DnexTponHsIii pecypc]. — M., 2019. — Pexxum mocryma:http://www.consultant.ru.

Vka3 IIpesunenta Poccuiickoit @eaeparuu ot 30.05.2005. Ne 609 «O mepcoHanbHBIX
JAHHBIX TOCYAAPCTBEHHOTO Tpa)<IaHCKOro ciysxamiero Poccuiickoit denepanuu u BeeHUN €ro
auyHoro  gena» [/ [Onekrponselii  pecypc]. - M., 2019. -  Pexum
nocryna:http://www.consultant.ru.

Vka3 Ilpesunenta Poccuiickoit @enepannu ot 18.06.2005. Ne 813 «O mopsiake u
YCIOBUSIX KOMaHIAMPOBaHHs (peepaabHbIX TOCYAapPCTBCHHBIX TPAXKIAHCKHX CIyxKammx» //
[DnexTponHsIit pecypc]. — M., 2019. — Pesxum mocryma:http://www.consultant.ru.

[locranoBnenue IlpaButenbctBa Poccuiickoir @enepauuu ot 16.04.2003. Ne 225 «O
TPYIOOBBIX  KHWXKax» //  [OnektpoHHsli  pecypc]. — M., 2019. — Pexum
noctyma:http://www.consultant.ru.

Pacniopsixkenue IlpaButensctBa P® ot 21.03.1994. Ne 358-3 «O6 obGecneyeHuun
COXPaHHOCTH JJOKYMEHTOB I10 INYHOMY COCTaBY» // [DneKkTpoHHbIi pecypc]. — M., 2019. — Pexxum
noctyma:http://www.consultant.ru.

Pacnopsixenue [Ipasurenscta PO ot 23.04.1992 Ne 781-p «O0 ymyulieHUN XpaHeHHs U
WCIIOJIb30BAaHUS JIOKYMEHTOB IO JIMYHOMY COCTaBY»// [DnekTpoHHbId pecypc]. — M., 2019. —
Pesxxum nmoctyna:http://www.consultant.ru.

[IpaBuia BeieHus U XpaHEeHUS TPYIOBBIX KHIDKEK. (yTB. [locTaHoBneHuem [IpaButenbcTBa
P® or 16 ampens 2003 r. Ne 225 // [Onektponnsiii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

WHcTpykuys 1o 3anojiHeHUI0 TPYI0BbIX KHIDKEK (yTB. [locTanoBneHnem MuHuCTepcTBa
TpyAa | couuanbHOoro pasButus Poccuiickoit ®epepauuu ot 10 okra6ps  2003r.).
3apeructpupoBana MunuctepcTBoM toctuiimu Poccuiickoit @enepanun 11 Hos06ps 2003 T.

perucTpauMoHHbld HoMmep 5219. bromneTreHb HOPMATHUBHBIX aKTOB (elepalibHbIX OpPraHOB
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ucnonautenbHoi Bractr. 2003. Ne 49. /I [Dnextponnsii pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

®enepanbHblil 3ak0oH 0T 16.12.2019 Ne 439-®3 «O BHeceHuu usmeHeHuil B TpynoBoii
kojiekc Poccuiickoit @enepannu B yacTu (HOPMUPOBAHKS CBEJICHUN O TPYIOBOH JNEATEILHOCTH B
3JIEKTPOHHOM BUIC» [DneKTpOHHBIN pecypc] /l
URL:http://publication.pravo.gov.ru/Document/View/0001201912160070 (mata oOpaiieHus
01.10.20201.)

Hcrounuku (10NMoTHUTEIbHbIE)

®enepanbhblii 3ak0H PO o1 27.07.2006 Ne 149-03 «O6 undopmanuu, HPOPMALUOHHBIX
TEXHOJOTHSAX W 3ammre uHbopManuu» // [DnekTpoHHbd pecype]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

@enepanbHblii 3ak0oH OT 26.12.1995. Ne 208-®3 «O06 akmumoHepHBIX oOmecTBax» //
[DnexTponHsIit pecypc]. — M., 2019. — Pesxum mocrtyma:http://www.consultant.ru.

Obmepoccuiickuii  kiaccupukarop npodeccuii paboynx, MOMKHOCTEH CIIyXallux U
tapudubix paspsaoB OK 016-94. M.: Muntpya Poccun, 1995 // [Onekrponnsiit pecypc]. — M.,
2019. — Pexxum noctyna:http://www.consultant.ru.

Oomepoccuiickuii  knaccudukarop wuHpopmanuu o Hacenenun OK  018-95. //
[Dnextponnslii pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

OG6mepoccuiickuii  knaccudukarop ympaBieHdeckoi mokymenrammu OK 011-93. //
[DnexTponHsIit pecypc]. — M., 2019. — Pesxum moctyma:http://www.consultant.ru.

Oo1iepoccuiickuii KitacCH(PpHUKATOp CHEHHATBLHOCTEH 10 00pa3oBaHuio // [DIeKTpOHHbBII
pecypc]. — M., 2019. — Pesxum ngoctyma:http://www.consultant.ru.

ITpuka3 Pocapxusa ot 23.12.2009 N 76 "O6 yTBepxaeHUn MeTOAMUECKUX peKOMEHAALN I
1o pa3paboTKe WHCTPYKIHMHA MO JETONPOU3BOJCTBY B (pellepaibHBIX OpraHax HCIIOJHUTEIbHON
Biactu" // [Dnextponnsiit pecype]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

YHuuuupoBaHHsie (GOpMbI MEPBUYHON yUETHON TOKYMEHTAIUU IO y4YeTy TpyJa U €ro
ormathl, yTBepkaeHHbIe [TocTanoBnennem ['ockomcTtara PO ot 05.01.2004 Ne 1 // [DnexTpoHHBIH
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

KBanuduxayoHHeli cipaBOYHUK JOKHOCTEH PYKOBOAMTENEH, CTIEUATNCTOB U IPYTHX
ciyxamux // [DnexTpouHslid pecypc]. — M., 2019. — Pexxum noctyna: [DnekTpoHHbIH pecypc]. —
M., 2019. — Pexxum noctyma:http://www.consultant.ru.

MesxoTpacieBble YKpYITHEHHbIE HOPMATHBBI BPEMEHHU Ha Pa0OTHI 10 KOMIIEKTOBAHHUIO U

yuety kaapoB // [DnekTponHblii pecype]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.


http://www.consultant.ru/cabinet/stat/hr/2019-12-18/click/consultant/?dst=http%3A%2F%2Fpublication.pravo.gov.ru%2FDocument%2FView%2F0001201912160070%23utm_campaign%3Dhr%26utm_source%3Dconsultant%26utm_medium%3Demail%26utm_content%3Dbody&c=B6349A10D31EE36F3AC3B7D0048FEBB9F372A5A930F8FAA20CB6DC6E8C10331BA56C0C863256984852D13B9F2A6AA3F1C5D3B2E9ACD96B1210CA89215A39E764111FC52F01A5EDE5E442660B7ADB2A24AC30764C009ABE766DCAD146D10996A424A3D41AA7ACC7F8F7DDCDD756E556478115E7854262030D456F2561DD9A437881ADA5F01DE8B20E4DAD5CD19F88A05D4B9227E8B1467D707D461C0F584D6B107809977604FB311C22E16A79FFEC564F
http://www.consultant.ru/
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[lepeueHb TUITOBBIX YIPABIEHYECKUX APXUBHBIX JJOKYMEHTOB, 00pa3yIoIIMXCs B IPOIEcce
JESATENIBHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPaBJIEHMs M OpraHU3alHi,
C yKa3aHuWeM CpoKOoB xpaHeHus [/ [Dnekrponsslii pecypc]. — M., 2019. — Pexum
nocrymna:http://www.consultant.ru.

[IpaBuia opranuzanuy XpaHeHUs, KOMIJIEKTOBaHUS, yuéTa U UCIIOJIb30BAHUS IOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoii ®enepaunu W APYruxX apXWBHBIX JOKYMEHTOB B OpraHax
roCy/1apCTBEHHON BJIaCTH, OPraHaX MECTHOTO CAMOYIIPABJICHUS U OpraHU3alUsaX, YTBEPKIECHHBIX
nprkazoM MuHkyasTypbl PO ot 31.03.2015 Ne 526 // [Dnexkrponnsiii pecypc]. — M., 2019. —
Pexxum moctyna:http://www.consultant.ru.

IIpukaz PocapxuBa ot 20.12.2019 N 236 "OO6 yrtBepxiaeHuu llepeunss TUMOBBIX
YIOPaBJIEHYECKUX apXUBHBIX JOKYMEHTOB, O0Opa3yloLuXcsi B Ipolecce AESITeIbHOCTU
rOCy/apCTBEHHBIX OPTaHOB, OPTaHOB MECTHOT'O CaMOYIPABJICHUS U OpraHU3aliil, ¢ yKa3aHUEeM
cpokoB ux xpaHeHus" (3apeructpupoBaHo B Muniocte Poccum 06.02.2020 N 57449)
[OnexTponnblii  pecypc] // CnpaBodHo-mouckoBas cuctema «KOHCYIbTaHT — ILTIOCH.
URL:http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=L AW&n=345020& fld=134&
dst=1000000001,0&rnd=0.5989149124283691#09893595070554722 (mara oOparieHus:
19.10.2020)

@enepanbhblii 3akoH 0T 24.04.2020 N 122-®3 "O npoBeaeHUM 3KCIEPUMEHTa 110
UCTIOJIB30BAaHUIO DJIEKTPOHHBIX JIOKYMEHTOB, CBSI3aHHBIX ¢ pabotoit"// WHTepHeT-mopran
npaBoBoii mH(popmMaruu  http://www.consultant.ru/document/cons_doc_ LAW 351124/ (nara
obpammenus: 19.10.2020)

[Ipukaz Muntpyna Poccun ot 14.05.2020 N 240H "OO0 yrtBepxkaenuu Ilomoxxenus o
MOPSAJKE MPOBEIEHUS IKCIIEPUMEHTA IO UCIIOJIb30BAHUIO 3JIEKTPOHHBIX JOKYMEHTOB, CBSI3aHHBIX
¢ paboroit" (3apeructpupoBano B Muntocte Poccun 17.06.2020 N 58674)// NuTepuer-nopTan
npaBoBOW  MHQOPMAIUH https://www.garant.ru/products/ipo/prime/doc/74170714/, nata
obparmenus 01.10.2020.

JIntepartypa (o0s13aTe1bHAsA)

Abynanze, . I'. JlokymeHTaniMoHHOE 0O€ecreueHre yIpaBieHusl IEPCOHAIOM ;| Y4EOHUK
U MPaKTUKYM IS akajeMudeckoro 6axanaBpuata / JI. I'. AGynaaze, U. b. Beinpsokkuna, B. M.
MacnoBa. — Mocksa : U3aarensctBo HOpaiit, 2019. — 299 ¢. — (bakanaBp. AkajgeMudecKHii
kypc). — ISBN 978-5-534-00875-3. — Tekcr : anexrponnsiii // ObC HOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 (mara obpamienus: 30.11.2019).


http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/document/cons_doc_LAW_351124/
https://www.garant.ru/products/ipo/prime/doc/74170714/
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beikoBa T.A. JloKyMeHTallMOHHOE OOECICUEHHE YIpaBIeHUs (ICIOMPOU3BOICTBO)
[OnexTponHbIii pecypc] : yuebnoe nocodue / T. A. brikona, T. B. Ky3nerosa. - 2-e uzn., nepepad.
u gom. - MockBa : Huppa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

I'morosa C.A. [IpodeccuoHanbHbIi CTAHAAPT CHEITHATKMCTA 110 YIPABICHUIO
MIEPCOHAIOM B JICATEIHHOCTH KaJpOBOM CITyKOBI [ DnekTpoHHBIH pecypc] / [moroBa Ceernana
AnexcanapoBHa; C. A. ['moToBa // YnpaBiieHrue JOKyMEHTAIMEH: MPOIIUIOE, HACTOSIIIIEE,
Oynymiee : marepuansl [1I-eit MexayHap. Hay4d.-IpakT. KoH(., mocBsml. namsatu npod. T. B.
Ky3nenooii, Mockga, PI'TY, 23-24 mapta 2017 r. / M-Bo oOpa3oBanus u Hayku Poc.
Oeneparun, Denep. roc. OI0HKET. yUpek. BeIcIL. oOpa3zoBanus "Poc. roc. ryMaHUTapHBIN YH-
1", Ucr.-apx. uH-T, PaK. JOKyMEHTOBECHHUS U TEXHOTPOHHBIX apX., Kad. mokyMmeHTOBeieHNUS. -
Mocksa : Tepmuxka.py, 2017. - C. 451-457. - Pexxum nocryna :
http://elib.lib.rsuh.ru/elib/000013004.

I'moroBa C.A. TeHneHUuU pPa3BUTUS KaJpOBOTO JIEJIONPOM3BOJACTBA B paMKax
nporpammbel  "[ludpoBas  sxoHOMumKa"  [DnekrpoHHbIi  pecypc| /I[nmotoBa CBetnana
AnexcanapoBHa; Cernana A. ['oToa // YnpaBieHue JoKyMeHTaMu B HU(POBON SKOHOMUKE. -

Mockga : PITY, 2019. - C. 98-103. - Pesxum nocryma : http://elib.lib.rsuh.ru/elib/000013245.

KampoBoe pemompousBoactBo. Yueonuk. / C.JI. Kysumemnos, C.A. I'moroBa — M.:
Uz natenscrBo « TEPMUKAY, 2020. — 492 c.

KanpoBoe nenomnpousBonctBo: Haumnaem ¢ Hyms. Ayautr cBoumu cwiamu / U.B.
XKypasnesa, M.B. Xypasnesa. - 2-€ uzn. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Jom. mat. znanium.com). - (ITpocto, kpatko, 66icTpo). (0) ISBN 978-5-16-008986-7 - Tekcr
: onmektpoHHbii. - URL: https://new.znanium.com/catalog/product/417566 (mata oOparieHus:
30.11.2019)

[TaBnosckas, O. FO. IlpaBoBoe obecrnieueHre KaJpoBOro JeIONPOU3BOACTBA : yuyeOHOe
noco6ue 11st By30B / O. O. I1aBnoBckast. — Mocksa : U3natensctBo FOpaiit, 2019. — 213 ¢. —
(Beicmee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcer : anekrponsslii / 3BC Opait
[caiiT]. — URL: https://urait.ru/bcode/445662 (nata obpamienus: 30.11.2019).

Jlureparypa (10noJHUTEIbHAs)

Kykapuna FO.M. CoBpemMeHHBIE OpraHH3alMOHHBIE W PETJAMEHTHBIE JTOKYMEHTBI:
dbynakun u pazHoBugHoct // Bectauk PITY. 2016. No2. [DnexTpoHHBIi pecypc]. — M., 2019. —
Pexum JI0CTyTa: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik_daizi%202(4)-16.pdf.


http://znanium.com/go.php?id=942800
http://elib.lib.rsuh.ru/elib/000013004
http://elib.lib.rsuh.ru/elib/000013245
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
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Muxaiinuna I'.1. Ynpasnenue nepconanom, 3-e uza. - Mocksa :[lamkos u K, 2018. - 280
c.: ISBN 978-5-394-01749-0 - Texcr : 3JIEKTPOHHBIN. - URL:
https://new.znanium.com/catalog/product/415303 (mara o6pamenus: 30.11.2019)

6.2 IlepeyeHb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTH « AHTEepHETY,
HEeO0XO0AUMBIi 1JI1 OCBOEHMS 1M CHUILIUHbBI
- ['apant [DnekTpoHHBIA pecypc]. — DnekTpoH. naH. — M., cop. 2013. — Pexum nocryna:

http://www.garant.ru.
- Koncynprant Ilntoc [DnexktpoHHslil pecypc]. — DnekTpoH. Aad. — M., cop. 2013. — Pexum

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

6.3 IlpodeccuoHaibHbIe 6a3bl JAHHBIX M1 HHPOPMALHOHHO-CIIPABOYHbIE CHCTEMBI
Joctyn k mpodeccruoHanbHbIM 0a3am naHHbIX: https:/liber.rsuh.ru/ru/bases

WupopManinoHHbIE CIIPABOYHBIC CHCTEMBI:
1. Kouncynbrant [Tnroc
2. Tapant

7 MarepuaJibHO-TeXHHYECKOe o0ecnieyeHne THCIUITHHbI

Jns mpoBeneHus JeKuuil TpeOyeTcst ydeOHbIe ayAWTOpPUH, OCHAIIECHHBIE CIEHHATBHBIM
obopyaoBanueM (MHUKpOGOHBI, MYJIbTUMEIUNHHBIE CpencTBa). s CeMUHApCKUX 3aHATUI
HEOOXOAMMBI ayJAUTOPUHU, OOOpPYJOBaHHBIE JOCKOW. [l mpoBeneHUs MNPOMEKYTOUHOU
aTTecTallid HYyXHa KOMIBIOTEpHasT TEXHHKAa C TMOAKIIOYEHHEM K HH(OpPMAIMOHHO-
KOMMYHMKAIIMOHHON cetn «MHTepHeT» M JOCTYymOM B 3JIEKTPOHHYIO HH(OPMAIMOHHO-
oOpasoBatenbHyto cpeny PITY (mpoBoaHoe coenuHeHne Wi OECIPOBOJHOE COEAMHEHHUE I10
texHojoruu Wi-Fi).

CocraB MporpaMMHOT0 0OECTICUCHHS:

1. Windows
2. Microsoft Office
3. Kaspersky Endpoint Security

8 Obecneuenne 00pPa30BATEILHOI0 NPOLECCA NI JUIL C OTPAHUYCHHBIMH
BO3MOKHOCTIMMU 3I0POBbHA U UHBAJINI0B

B xone peanuzanuy TUCHMIUIMHBI UCTIONB3YIOTCS CIIEIYIONINE TOTOJIHATEIBHBIE METO/IbI
00y4YeHHsl, TEKYIIETO KOHTPOJISl YCIIEBAEMOCTH U MPOMEKYTOYHON aTTeCcTalluu 00y4arouxcs B
3aBUCUMOCTH OT UX MHAUBHUIYATBHBIX OCOOCHHOCTEH:

oISl CIETbIX U CIA0OBUASIINX: JEKIUH O(QOPMISIOTCS B BHJE AJIEKTPOHHOTO
JIOKYMEHTa, JOCTYITHOTO C TIOMOIIBI0O KOMIBIOTEpA CO  CIEIHATA3UPOBAHHBIM
MPOrpaMMHBIM OOecriedeHnEM; MUChbMEHHBIC 3a/IaHHS BBIMOTHSIIOTCS Ha KOMITBIOTEPE CO
CHEIMAIM3UPOBAHHBIM IIPOTPAMMHBEIM 00ECTIEYEHUEM UITH MOTYT OBITh 3aMEHEHBI YCTHBIM
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OTBETOM; OOECIeYMBaeTCSd WHIWBHUAyaJbHOE paBHOMEpHOE ocBemieHue He meHee 300
JIFOKC; JUTSL BBITTOJTHEHUS 33/1aHUS IPH HEOOXOIMMOCTH MIPEJOCTABIISCTCS yBEINIUBAIOLIEE
YCTPOMCTBO; BO3MOXKHO TaKXe HCIOJIb30BAHUE COOCTBEHHBIX YBEIMYHBAIOIIUX
YCTPOWCTB; MHCbMEHHBIE 3a/laHUsI O(QOPMIIAIOTCS YBEIMUEHHBIM MIPU(TOM; SK3aMeH H
3a4€T TPOBOJATCS B YCTHOW (hOpME WM BBHIMOJHAIOTCS B NMUCBMEHHOH (opme Ha
KOMIIBIOTEDE.

oISl TIYXUX W CJIA0OCIHBIMLAIINX: JIEKIUH O(QOPMIISIIOTCS. B BUAE 3JIEKTPOHHOTO
JOKYMEHTa, MO0 MPEe0CTABISETCs 3BYyKOYCHIIMBAIOIIAs anmnaparypa UHAWBUIYAIbHOTO
[I0JIb30BAHNUSA; NUCHbMEHHBIE 3aJaHUs BBIIOJIHAIOTCS HAa KOMIIBIOTEPE B IHCbMEHHOU
dopme; 3K3aMeH U 3a4€T MPOBOAATCS B MUCbMEHHOM (hopMe Ha KOMIIBIOTEPE; BO3MOKHO
npoBesieHue B (hopMe TeCTUPOBAHMUS.

eIl JMI[ C HApyIIEHUSMU OMOPHO-ABUIATEIBHOIO  ammapara: JIeKIHU
0(pOpMIISIOTCS B BHJIE 3JICKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C MOMOIIBIO KOMITBIOTEpa
CO CHENHMATM3UPOBAHHBIM IPOTPAMMHBIM  OOECII€YCHHEM; NHCHbMEHHBIC 3aJaHus
BBITIOJHSIOTCS. HA KOMITBIOTEPE CO CIIEUATM3UPOBAHHBIM MPOTPAMMHBIM 00€CIICYCHHUEM;
9K3aMeH U 3a4€T MPOBOASTCS B YCTHOM (pOpMe HIIM BBITIOJIHAIOTCS B MUCBMEHHON Gopme
Ha KOMIIBIOTEPE.

[Tpy HEOO6XOAUMOCTH MpelycMaTpUBAETCs yBEIMUEHUE BPEMEHH AJIS IOATOTOBKU OTBETA.

[Tponeypa mpoBeneHus IPOMEXYTOYHOM aTTECTAIIMH JITsI O0YJAOIIIXCS yCTaHABIUBACTCS
¢ yu€TOM UX MHIMBUAYAIbHBIX Ncuxoduznyeckux ocodeHHocTel. [IpomexxyTouHas arrecranus
MOXET MPOBOAUTHCS B HECKOJIBKO 3TATIOB.

[Ipu npoBeneHuM HpoLETYpPbl OLEHUBAHUS PE3yJIbTATOB OOyueHHs IperycMaTpuBaeTcs
UCTIOJIb30BAaHNE TEXHUYECKHX CpEICTB, HEOOXOAMMBIX B CBSI3W C HHIUBUAYAIbHBIMH
0COOEHHOCTSAMH 00yUaroIuXcs. ITH CPEACTBA MOTYT OBITh ITPEOCTABIECHBl YHUBEPCUTETOM, WIIH
MOTYT HCII0JIb30BaThCsl COOCTBEHHbBIE TEXHUUECKHE CPEJICTBA.

[IpoBenenne mpoueAypbl OLIEHUBAHMUS  Ppe3ylIbTaToB  OOy4YeHMs  JIONyCKaeTcs ¢
UCTIOJIb30BaHUEM JUCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHH.

ObecneunBaeTcs A0CTyN K MH(MOPMAIMOHHBIM U OuMOIHOrpauyeckuM pecypcaMm B CETH
WuTepHer s Kaxkaoro oOywaromierocsi B ¢gopMmax, aJalTUPOBAHHBIX K OTPaHUYEHHUSM HX
3JI0pOBbsI U BOCTIPUATHUS HH(POPMALIUH:

® /ISl CJICTIBIX M CJIA0OBUIALIMX: B MeYaTHOM (opMe YBETUYEHHBIM HIPUPTOM, B
dbopme IEKTPOHHOTO JOKYMEHTa, B popMme aynuodaiina.

oIl TIyXUX U ciaabocibplIaluX: B HedaTtHo ¢opme, B (popme 3IEKTPOHHOIO
JIOKYMEHTA.

® JJIs1 06yqa}0mnxcs1 C HAPpYHICHUAMU OIIOPHO-ABUTATCIILHOTO allliapara: B evyaTHOU
dbopme, B popMe AIEKTPOHHOTO IOKYMEHTa, B (hopme ayauodaiiia.

Y4eOHble ayAUTOpUH IS BCEX BHJIOB KOHTAKTHOW M CAMOCTOSITENILHON paboThl, HAyyHas
OMOJIMOTEKa ¥ WHBIE TIOMEIICHHs JIi OOy4YeHHUs OCHAIICHBI CIEIUaIbHBIM O00OpYyJOBaHUEM W
y4eOHBIMU MECTaMH C TEXHHUYECKUMHU CPEJICTBAMU O0yUEHUS:

oIS CIICTIBIX M CIA0OBHUIAIINX: YCTPOWCTBOM ISl CKAaHUPOBAHHS W UYTCHUS C
kamepoili SARA CE; aucnneem bpaiing PAC Mate 20; npunrepom bpaiins EmBraille
ViewPlus;

oISl TIOYXUX U CHAOOCHBIIIANUX: aBTOMAaTH3UPOBAHHBIM PabOUYUM MECTOM st
JIOJIeH ¢ HapylIeHHeM Cilyxa U c1a0O0CIbIIaINX; aKyCTUYECKUI YCUIIUTENh U KOJIOHKH;
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et oOydaroluxcss € HapyLIEHUSMHU OMOPHO-IABUTATEIbHOTO  armapara:
MEePEIBI)KHBIMU, PETYIUPYEMBIMU 3proHoMuueckumu napramu CH-1; xoMmbroTepHON
TEXHHUKOMH CO CIIelUaIbHBIM IPOrPaMMHBIM 00€CIIEYCHHEM.

9 _MeToanueckne MaTEPHAJIbI
9.1 TIlnanbl Ja6OPaTOPHBIX 3aAHATHIA.

TEMAL. (4 u.) BAKOHOJZIATEJIbHA A PEIJTAMEHTAIINA JOKYMEHTUPOBAHU A
KAJIPOBOI JEATEJILHOCTU B P®

3AJAHUSL

1. Tpoananmsupyiite TpynoBoii kogekc Poccuiickoit denepanuu u onpeaenute TpeOOBaHUS K
cocTaBy ¥ 0(hOpPMIICHUIO JOKYMEHTOB, PErJaMEHTUPYIOIIHUX TPYI0BbIE OTHOIICHHS.
2. Tlpoanamusupyiite TpynoBoii kogeke Poccuiickoii denepanuu u onpeaeuTe TpeOOBaHUS K

(GYHKIHAM KaApOBOH CITykKOBI.

YKA3AHV 10 BBITIOJIHEHUIO 3AJIAHUN

1. Uzyunte TpynoBoit KoAeKC A BBIDICHUTE, KaKUMH JOKYMEHTAMH IIPEAYCMOTPEHO
opopmiieHHE TpueMa, I[epeBOJa, YBOJbHEHUS, KOMAaHIUPOBAaHUS, TUCIUILUIMHAPHOTO
B3BICKaHUA U TMPEJOCTaBIeHHs OTHycka paboTHHKaM. CocTaB JOKYMEHTOB (PUKCUPYETCS IO
KaXJI0M oTnenpHOi mporeaype. OOpatute BHUMaHUE HA CPOKH MOJTOTOBKU JOKYMEHTOB,
YCTaHOBJICHHBIE 3aKOHO/IATEIIBHO.

Pe3y.HBTaTI:>I 3alaHuA MOTYT OBITH IpeACTaBJICHBI B BUIC T8.6J'II/II_II>IZ

IIpouenypa Bunabl Homep Cpokn, Coaepixanne,
AOKYMEHTOB CTATbH CBSI3aHHbIE C oopmienue
AOKYMEHTOM

[Tpuem Ha paboty

[TepeBon

IIpenocraBienne
OTITyCKa

[Tooupenue

JucuunnrHapHoe
B3bICKaHUE

KomannupoBanue

VYBonbpHEHUE
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2. Wzyumte TpymoBol KOACKC M OMpEIEIUTE O0S3aHHOCTH PaboTomaTesNss MO0 OTHOIICHUIO K
pabOTHUKY, KOTOpbIE ycTaHOBIEHBI B Kogekce npu BOSHUKHOBEHHH TPYJIOBBIX OTHOLICHHM.

Ha 3T0i1 0OcHOBE cocTaBbTe MepeueHb (PyHKIUIA, BBIMOIHAEMBIX KaJIpOBOH CITy>KOOH.

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

2. HazoBwute THMOBBIC (YHKIIMH KAAPOBOM CITYIKOBI.

MaTepnanbno-TexnnquKoe obecneyeHue 3aHITHS:

1.TpynoBoii xonekc PD.

TEMA 2. (4 4.) PASPABOTKA OPTAHU3ALIMOHHBIX JIOKYMEHTOB B KAJIPOBOI
CJIYKBE

3AJIAHUS

1. TIpoananu3upyiite opranusanuio padotsl ¢ kagpamu B 3A0 “Beimmen”.
2. Paspa6oraiite [Tomoxxenue o6 oraene kaapos 3A0 “Beimmen”

3. Pa3pabotaiiTe TOIKHOCTHYIO HHCTPYKIIUIO JIJISl OHOTO M3 COTPYTHUKOB KaJIPOBOM CITY>KOBI

YKA3AHMWA 110 BBIITOJIHEHUIO 3A JAHU A

1. Ilpoananusupyiite Komriuiekc TokymMeHTOB 3A0O “BriMmen”, BbIABISAS €ro CTPYKTYpY,
YHCIIEHHOCTb, HAIIpaBJICHUs JiesTenbHOCTH O0111ecTBa U 0COOEHHOCTH OpraHU3aIH KaApOBOi
paboTHI.

2. Ha ocHoBe KBaM(pHUKAIIMOHHON XapaKTEPUCTHKH PYKOBOIUTENS KaapoBoii ciyxObl, Y COP/],
TpynoBoro konekca M TpeOOBaHUN MHBIX HOPMATHUBHBIX M METOJUYECKHX JIOKYMEHTOB
paspaboraiite u opopmute npoekT [lomoxxenus 06 otaene kaapos 3A0 “Breivmen”.

3. Ha ocHoBe KBamM(pUKAIMOHHBIX XapaKTEPUCTHK PaOOTHUKOB KaJapoBoiu ciyx0bl, YCOPJ]
pa3paboTaiiTe MpoeKT IOHKHOCTHOM MHCTPYKLUH OJHOTO U3 COTPYJHHKOB OT/AENa KaJpoB

3A0 “BeiMnien” v opOpMUTE €T0 B COOTBETCTBUHU C YCTAaHOBJIEHHBIMH TPEOOBaHUSIMHU.

KOHTPOJIBHBIE BOITPOCHI
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1. Tlepeuncnure 3a1a4u U GYHKIUU KAAPOBOH CITyKOBI.

2. Kakue 10KyMEHTHI perIaMEHTHPYIOT PadOTy € IEPCOHAIIOM OpTaHU3aLUHU?

3. Ha ocHoBe, Kakux JOKYMEHTOB pa3paOaThIBAIOTCS IOJIOKEHHE O KaJpoBOH ciyxk0e u
JOJKHOCTHBIE MHCTPYKLIUU €€ COTPYAHUKOB?

4. KaxoBa CTpyKTypa TEKCTOB MOJOXKEHHUS O KaJPOBOH CITy>KO0€ M TOIHKHOCTHOW MHCTPYKIIMU?

5. Korga mosokeHne o KaapoBOi ciyxk0Oe mpuodOperaeT ropumudeckyro cuiny? Korma oHo
TpedyeT nepepaboTku?

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

MaTepnanbno-TexnnquKoe obecneyeHue 3aHITHS:

TpynoBoii kogexkc PO
YCOP/]

KBanuukaoHHble XapaKTepUCTHKU paOOTHUKOB KaJpPOBOI CITyKOBI

A wnp e

KommuekT nokymentoB 3A0 “Brimnien”

TEMBI 3-7 (10 u.). IOKYMEHTHPOBAHME KAJIPOBOI1 IEATEJILHOCTH

3AJAHUS:

1. Wzyuurte 3akoHOAaTenbHbIE TpPeOOBaHUS K  COAEPKAHUIO M O(GOPMIIEHHIO  TPYIOBOTO
noroBopa. [1oAroToBbTE MPOEKTHI JOKYMEHTOB IO IIpHEMy Ha paboTy.

2. [ToroToBBTE MPOCKTHI JOKYMEHTOB 110 TIEPEBOJY HA JAPYTYIO paboTy.

3.HOI[FOTOBI)T€ IMPOCKTbI JOKYMCHTOB O HNPCAOCTABJICHUW OTITYCKa, MPOCKTBI AOKYMCHTOB O
KOMaHAMPOBaHUH paOOTHUKA

4.TToAroToBbTE MPOEKTHI JOKYMEHTOB O MOOIIPEHUU PAOOTHUKA M TPOEKTHl JOKYMEHTOB O
BBIHCCCHUUN JUCHUIIIIMHAPHOTO B3bICKAHU .

5.IloarotoBbTe MNPOEKTHI JOKYMEHTOB OO0 M3MEHEHUU ¢amMmwind paOOTHHKA M IPOEKTHI

JIOKYMEHTOB O PAaCTOPXEHUH TPYJIOBOrO JOrOBOPA.

YKA3AHUS IO BBITTOJIHEHWIO 3AJTAHUI
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Ha ocHoBe mMaTepuanoB 1em0BOM UTPhI (CIPaBOYHBIC TaHHBIE O PAaOOTHHUKE) W TPEOOBAHMIA
TpynoBoro xojekca MoAroTOBUTH TPYAOBOW JOTOBOP ¢ PaOOTHUKOM, OGOpPMHUTE MPUKA3 O
npueMe paboTHUKA Ha paboTy (CTYyAEHTHI MOTYT COCTaBHTbH NPHUKA3 MO OOMIMM NpaBHIIaM
ohopMIIeHHSsI TPUKA30B WM BOCIIOIb30BATHCs YHUDHUIIMPOBaHHOM hopmoit T-1). 3amosHuTsh
Jlmuayro kaptouky pabotHuka (dhopmy T-2.) Omnpeaenutb cocTaB JOKYMEHTOB,
MCTIOJIb3YEMBIX U CO3aHHBIX MIPU MPHEME Ha paboTy, KOTOpbIE (POPMUPYIOTCS B TUYHOE JIET0
paboTHUKA.

Hcnonb3ys mMarepuanbl JeJI0BOH HWrpbl (CIIPaBOYHBIC NaHHBIE O PAOOTHHKE) W YYUTHIBAs
TpeboBanus TpynoBoro kojekca opOpMHUTH MepeBo pabOTHUKA (IO €ro MHUITMATUBE H 110
MHUIMATUBE PYKOBOJAUTENS CTPYKTYPHOTO IMOJpPA3JENeHus) Ha JIPYrylo paboTy B TOH ke
opranuzanuu. CocTaBUTH 3asBJICHHE, MIPEJICTABICHIE, YBEAOMIEHHE U O(OPMUTH MPHKa3 O
nepeBojic pabOTHUKA Ha APYTYI0 paboTy (10 oOmKM npaBuiiaM oGpOpMIICHHS PHUKA30B WU
BOCIIOJIb30BaThCs yHHpUIIMpoBaHHOH (popmoii T-5). BHecTn nanubie B JIMUHYIO KapTOUKY
pabortauka (popmy T-2.) OnpenenuTs COCTaB TOKYMEHTOB, HCITOJIB3YEMbIX H CO3/IaHHBIX IPU
IepeBOJIE Ha APYTYI0 padoTy, KOTOpbIe GOPMUPYIOTCS B JIMUHOE J1EJ10 paOOTHHKA.

Hcxons 3 MaTepualioB JIEIOBOM UIPhI (CIpAaBOYHBIC JaHHBIE O PabOTHUKE) , OGOPMHUTH
©KETOJHbIM OYepeHONW OIUIaYMBaEMbIi OTIYCK M OTIYCK 0O€3 COXpaHeHHs 3apaboTHOMN
wiatel. COCTaBUTh TPaguK OTIYCKOB, O(OPMHUTH MpPHKA3 O MPEJOCTABICHUH OTITyCcKa (TI0
001muM mpaBuIaM 0(OPMIICHHUS TPUKA30B UM BOCIIOIB30BATHCS yHU(DHUIIMPOBAHHOH (hOopMOit

T-6) . Buectu nannbie B JInyHyro KapTouky pabotHuka (hopmy T-2.).

Wcnonb3ys Marepuainbl JeOBOM Urpbl (CIpaBOYHBIE JJTAaHHBIE O pPaOOTHUKE) MOATOTOBUTH
NpUKa3 O HampaBlieHMH pabOTHHKA B KOMAaHIMPOBKY (IO OOLIMM MpaBHiaM O(GOPMIICHUS

NPHUKA30B WIK BOCIOIb30BaThCs YHU(DUIIMPOBaHHOI (hopmoii T-9).

Wcnonb3ys marepuanbl Jel0BOM UIphl (CIIpaBOYHbIE JAAHHBIE O PAOOTHHUKE), OQPOPMUTH
MpUKa3 O MOOIIpeHUH paboTHHKA (MO oOuMM mnpaBuiaM OQOPMIIEHHS TNPUKA30B HIIH
BOCIIOJIb30BaThCsl yHUGHIUpOBaHHOW (opmoii T-9). BHecTn maHHBIE O MOOLIPEHUH B
JInunyro kapTouky pabotHuka (popmy T-2.). Ompenenuts cocTaB JIOKYMEHTOB,
UCIOJIb3YEeMBIX IpH O(OPMIICHUH MOOIIPEHUs, KOTOpble (OPMUPYIOTCS B JUYHOE JAEIO

paboTHHKA.

Ha ocHoBanuu MaTCpruajioB IICJ'IOBOﬁ HUI'Pbl COCTABUTH 06’L$ICHI/ITCJ'H:HYIO 3alMUuCKy O
AUCHUILUIMHAPHOM IMPOCTYIKE, NOKIAAHYIO 3allMCKYy O HApYUICHUH TPYJIOBOP'I JUCIIMITIIIMHBI,

IMPpHUKAa3 O HAJTOXCHUH JUCHUIIJIMHAPHOTO B3BICKAHUA.
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Hcnonb3yss marepuanbl JENOBOW UTPHI (CIIPaBOYHBIC JAaHHBIE O PAOOTHHKE) OPOPMUTH
MpPEeKpaleHue TPYJOBOrO JOroBOpa [0 WHUIMATUBE pa0OTHUKA, TIO0 WHHUIMATHUBE
paboTomarels, Mo 0OCTOATENBCTBAM, HE 3aBHCSAIIMM OT BOJHM CTOPOH. ONpenenuTh COCTaB
JOKYMEHTOB, KOTOpPBIMH odopmisieTcsi Kaxnas curyanus. OdQopMmuTh mpukas 0
MIPEKPAIEHUH JICHCTBHUS TPYAOBOTO JOroBopa (1o o0muM npaBuiiaMm ohopmIIeHUs: TPUKA30B
WJIM BOCIIOJI30BaThCsl YHUUIIMpOoBaHHOU (opmoii T-8). BHectu nanHbie 00 YBOJIBHEHUU B
Jlmuayro kaptouky pabotHuka (dopmy T-2.). OmnpenenuTb cocTaB JOKYMEHTOB,
UCTOJIB3YEeMBIX NMPH OPOPMIICHHH YBOJBHEHUS, KOTOpbIE (OPMHUPYIOTCS B JMYHOE JIEIO
paboTHUKa.

CocTaBbTe IPOEKT MpUKaza 00 M3MEHEHUH (aMIIIAU, TPUBEAUTE BO3MOYKHBIC OCHOBAHWSI JJIsI

HU3aaHKUA TaKOI'O IIpHUKasa.

KOHTPOJIBHBIE BOITPOCHBI:

BoiaennTe OCHOBHBIE JOKYMEHTHPYEMBIE 337]a4H KaJpOBOW JEATEIbHOCTH.
OxapakTepu3yiTe CTPYKTypy TEKCTa TPYAOBOrO AOTOBOPA, MEPEUUCIHUTE CYIIECTBEHHbIE
MI0JIO’KEHUS TPYAOBOIO JOrOBOPA.

SBnsrorces i yHUUIIPOBAaHHBIE (POPMBI 0053aTEIILHBIMU ?

Ha ocHoBe TpeOoBaHMiI K TpPyAOBOMY JIOTOBOPY, ONPEACIUTH MOPSIOK O(POPMICHHUS
JIOTIOJTHUTEIBHOTO COTJalieH s (A3MEHEeHUs K TPYI0BOMY JIOTOBODY).

Kakumu TpeOoBaHMSMHU JOJIKHA PYKOBOJACTBYETCS KajapoBas ciayxk0a mpu oQopMIIEHHUU

MIPUKA30B B TEKCTOBOH (hopme?

MartepuajbHO-TEXHHYECKOE o0ecrieueHne 3aHATHS

Tpynosoii koxgekc PO.

VYHuuuupoBanHble GOpMbI IEPBUYHON YUETHON TOKYMEHTALINH.

Martepuaisl 1e10BOI UTPBI, COAEpIKAIINE CIIPABOYHbIN JaHHBIE O paOOTHUKE, HH(OPMALIHIO O €T0

pr,[lOBOﬁ ACATCIIBHOCTH.

Oobmepoccuiickue Ki1acCu(PpHUKaTOpBbI.

Tema 8 (2 u.) TPYJIOBASI KHMKKA
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SAJJAHUA
1. IlpoanammsupoBars Tpynosoii konexc P®, IlpaBuia BeneHus W XpaHEHUS TPYIOBBIX
KHWKEK, THCTPYKIHIO 110 3aII0JTHEHUIO TPYA0BOM KHUKKH. BBIICHUTE NpaBUiIa 3aBEACHUS
U NIOPSAZIOK BEICHUS TPYAOBBIX KHUKEK.
2. 3anoyHuTh OJIaHK TPYAOBOH KHU)KKH CBEJECHUSAMHU O pabOTe U YBOJIbHEHHH.
3. IIpoananmu3upoBaTh NPEATIOKEHHBIE KOMUU TPYIOBBIX KHIKEK, OOBSICHUTH OIIMOKH B
o OpMIICHHY U BEICHUMU.

4. 3apeructpupoBaTbh 0HOPMICHHYIO TPYIOBYIO KHIDKKY.

YKA3AHUS 10 BBIITOJIHEHUIO 3AJTAHUI

1. Usyunts Tpynosoii xonekc P®, IlpaBuna BeneHus U XpaHEHHsS TPYAOBBIX KHUXKEK,
MHCTPYKLUIO 10 3aII0JHEHUIO TPYIOBBIX KHUKEK .

Y cTaHOBUTD:

-3aKOHOJIATEJIbHBIE U HOPMATUBHBIE MOJIOKEHUSI O CTaTyCe TPYAOBON KHUKKE, MOPSJIKE €€

odOpMIICHUS U BEIICHHUS,;

- HOpMaTUBHbIE TpeOOBaHUs O TyOIMKaTE TPYIOBOM KHIKKH;
- HOpMaTUBHbIE TPEOOBAaHUS O BKJIAJIBIIIE K TPYAOBOU KHIKKE.

2. Vcnonp3ys mNpennoxKeHHbIE MaTepUalbl JEJIOBOM WIPhl W MaTepHalbl 3aHATHH O
JOKYMEHTUPOBaHUU IIPUEMA, IEPEBO/IA, YBOJIBHEHUSI BHECTH COOTBETCTBYIOIIUE 3AIIMCH B
TPYAOBYIO KHUXKKY.

3. H3yunTh mpeIoKeHHBIE KOITUU TPYIOBBIX KHIKEK, BBISIBUTH OMIMOKHA B O(OPMIICHUH U

WCIIPaBJICHUSAX HA TUTYJIHHOM JIUCTE, B pasjeie «CBeaeHus o paboTey.

KOHTPOJIBHBIE BOITPOCHI

1. B xakoil cpok JoKHa ObITH 3aBe/ieHa TPYJ0Bas KHIDKKA MPHU MOCTYIUIEHWH paOOTHUKA Ha
paboty BrepBble?

2. B xakux ciaydasx KaJpoBas ciy’k0a HMeeT MpaBo BbIIATh TyOIHKAT TPYIOBON KHIDKKH?

3.B kaxoii cpok mnocie yBoJibHEHUS! paOOTHUKY BbIIAETCS TPYAOBast KHMKKA?

4. Kak odopmiisercs Bbliaya BKJIaAbIIa K TPYJI0BONH KHIKKeE?

5. Kakoe cTpykTypHOE MOJpa3/iejeHue OpraHu3alii XpPaHUT OJAaHKU TPYJIOBBIX KHHMKEK M
BKJIAJBIIIEH K HUM?

6.Kak ucnpaBuTh o1mOKu, 0OHapy>KEHHbIE Ha TUTYJIHHOM JICTE TPYIAOBON KHUKKHU?

7.Kak ucnipaBuTh o1nOKu, 0OHapy>KEHHbIE B 3alI0JHEHUH pa3zena «CBeaeHus o paborex?
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MaTepI/laJIbHO-TeXHI/I‘{eCKOQ obecnevyeHue 3aHIATHS:

WMHCTpyKLUs 110 3aII0JTHEHUIO TPYAOBBIX KHUKEK
IIpaBuna BeeHUs U XpaHEHUs! TPYAOBBIX KHUKEK
bnaHky TpyAOBBIX KHHKEK

[Tprmepsl 3aMOMHEHHBIX TPYIOBBIX (KHMXKEK C OIIMOKAMHU)

Tema 9 (2 u.) CHACTEMATHU3AIIAA JOKYMEHTOB KAJIPOBOM CJTYKBBI.

3AJAHUS

1. Ilpoananu3upyiiTe HOMEHKIATYpy A€l KaJipoBoi ciy:k0bl 3AO “Brimmen’.

2. CocraBbTe HMPOEKT HOMEHKIATYpHI Jen oTnaena kaapoB 3A0 “BeiMmmen” Ha clexyromuii
KaJICHAApHBIHA TO/I.

3. Tlpoanamusupyiite TpeOOBaHHE 3aKOHOIATEIHHBIX M HOPMATUBHBIX JJOKYMEHTOB K COCTaBY
JIOKYMEHTOB JIMYHOTO JIeJa.

4. Cdopmupyiite muunoe aeno corpynnuka 3A0 “BeiMiien” u cocTaBbTe BHYTPEHHIOKO OMHCH

JAOKYMCHTOB JIMYHOT'O ACa.

YKA3AHUS IO BBITTOJIHEHUIO 3AJTAHUI

1. C yderoM TpeGOBaHMN HOPMATHUBHBIX JOKYMEHTOB IpOAHAIM3UPYHTE HOMEHKIATYypy A€l
3A0 “BeiMmmen”, omnpenensisi ee BUJA, KIacCU(UKAIMOHHYIO CXe€My, OCOOEHHOCTHU
(dbopMyIIMpOBaHUS 3aT0JIOBKOB, NCTOYHUKHU U IPABUIIBHOCTh YCTaHOBJICHUS CPOKOB XPAHEHUS.
Onpenenure nepexonsiue eja, BKIIOUYEHHBIE B 3Ty HOMEHKJIATYPY.

2. Ha ocHoBe TpeGoBanuil OCHOBHBIX HpaBUJI PabOThl APXHMBOB OpPraHM3ALMNl U TUIOBOTO
NEepEeyHs] YNpPaBJIEHYECKUX JOKYMEHTOB CO CpOKaMU XpaHEHHUs  COCTaBbTE€ IPOEKT
HOMeHKIaTypsl 1ei1 3A0 “Beimnen” Ha crnenyomuil kaneHaapHsiid rof. [Ipoekt ohopmure B
COOTBETCTBUU C YCTAHOBJIEHHBIM IOPSIKOM.

3. Msyuuts Yka3 [Ipesunenra PO Vkas IIpesuaenra Poccuiickoit @enepaunn ot 30 mast 2005 r.

Ne 609 «O mepcoHaNbHBIX JAHHBIX TOCYJAPCTBEHHOTO T'PaXKIAHCKOrO Ciy»Kaimero Poccuiickoin

@denepallil U BEJEHUU €ro JUYHOro jaena» M3yuuts p.8 TumoBoro mepedHsi ynpaBiieHYECKHX

JOKYMCHTOB H OIPCACINUTL COCTAB JOKYMCHTOB JIMYHOT'O JI€JIa pa6OTHI/IKa.
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4.Vcionb3ysi JOKYMEHTHI, pa3padOTaHHbIe Ha MPEAbLAYHIMX 3aHATUSAX, CHOpMUpYHTE JIMYHOE
JIeNi0 pabOTHHUKA C yYETOM YCTaHOBJICHHBIX HOPMAaTUBHBIX TpeboBaHuid. [{ns copmupoBanHOrO

JIMYHOTO J€jIa COCTAaBbTC BHYTPCHHIOKO OIMMCH JOKYMCHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. KaxoBo Ha3HaueHHE HOMEHKJIATYPHI €] B KaAPOBOU Ci1yx0e?

2. KakoBbl TpeOoBaHUs K (POPMYJIMPOBKE 3arojOBKOB JOKYMEHTOB I10 JIMYHOMY COCTaBy B
HOMEHKJIaType zen?

3. Ilepeuncnure cocTtaB JOKYMEHTOB JIMYHOTO Jela paOOTHHUKA; TOCYIapCTBEHHOTO CITy>KaILEro.

4. Kak onpenensroTcsi CpOKM XpaHEHUsI KaJIpOBbIX JOKYMEHTOB?

5. Kakas ciny6a B opraHu3alyy J0JDKHA pa3padoTaTb HOMEHKIIATYPY J1eN KaJpOBOH CIIyKObI?

6. Kaknie ocoOeHHOCTH XapaKTepHbI Al HOMEHKIIATYPHI JeJ1 KaIpOBOM CITyKObI?

MaTepnaanO-TexnnquKoe obecnevyeHue 3aHITHS:

Metoauueckie peKOMEHIAIMii 1o pa3paboTKe WHCTPYKIMH 10 JEJONPOU3BOACTBY B
(benepanbHbIX OpraHax UCHOIHUTEIbHOM BIACTH.

Kommiekt nokymentoB 3A0 “Beimmen’.
[lepeueHb THUMOBBIX YIPABIEHYECKUX APXMBHBIX JIOKYMEHTOB, 00pasyloUIMXcs B Mpoliecce
JeSATeTLHOCTH TOCYapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO CaMOYIIPABIICHUSI M OpTaHU3AIIHH,

C YKa3aHHEM CPOKOB XpaHEHHUSI.
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ITpuiaoxenue 1. AHHOTANUS PAad0Yeli NPOrPaAMMbI M CIMIIJINHBI

Annomayus padoueil npozcpammol OUCUUNTIUHBL

Llenp AMCIUTUIMHBI - U3YYCHHUE OCHOBHBIX IPABHII JOKYMEHTUPOBAHUS TPYIOBBIX OTHOLIECHUH B
P® u opranuzamnuu paboThl ¢ JOKYMEHTaMH 110 TUYHOMY COCTaBY.
3agaun :

° CdopmupoBaTh y CTyJIE€HTa KOMIIETEHIIUH, TO3BOJSIONIUE €My BBHITIOTHATH BECh

KOMIUIEKC paboT MO KaJIpOBOMY JIEJIONPOU3BO/ICTBY;
J CdopmupoBaTh y HETO KOMIUIEKCHOE MPEICTABICHUE O CUCTEME JIOKYMEHTAIHH I10

JIMYHOMY COCTaBY,;

° Jlatp mpesacraBiieHne 00 ypoOBHE PErIaMEHTAIlMU KaJIpOBOTO ACIOMPON3BOICTBA B
PO;

° Hayuuts crymeHTa coOCTaBIATh W O(GOPMIIATH OpraHU3aIMOHHBIC KaJpOBEIC
JIOKYMEHTHI,

° Hayuuth cTyneHTa JOKyMEHTHpPOBATh OCHOBHBIC KaJpOBBIC TIPOICAYPHl B

COOTBETCTBUU C TPEOOBAHUSMHU 3aKOHO/1aTEIbCTBA;

. Hayuntp cryneHTa OpraHu3oBBIBaTh pPadOTy KaJpOBOM CIIy>KOBI, COCTaBIISATH
JIOKaJIbHbIE HOPMATUBHBIE aKThI, PEIVIAMEHTUPYIOIINE €€ ACATEIbHOCTD.

. OOyuuTb OCHOBHBIM TEXHOJIOTMYECKUM IIpUEMaM JEJONPOM3BOACTBEHHBIX

onepauuii, OpraHu3aluy XpaHEHUs KaJpoOBON JOKYMEHTALUH.

B pezynomame oceoenusi oucyuniunvl 00yuaroWuiicst 00IHCeH.
3Hamy:
® COBPEMEHHYIO 3aKOHO/IATENIbHYI0 U HOPMAaTHBHO-TIPABOBYIO 0a3y, periiaMeHTHPYIOLIYIO
paboTy ¢ KaJpoBOH TOKyMEHTalUEH;

® OCHOBHBIE MPOOIEMBI COBPEMEHHOTO KaJPOBOTO JIEIOMPOU3BO/ICTBA;

e crnenuduKy KaapoBOH JOKYMEHTAIIMU B TOCYAapCTBEHHOM U HETOCYJapCTBEHHOM
chepax;

® COCTaB 00s3aTENIbHBIX JOKYMEHTOB KaJPOBOH CITy»KOBI;

® TIOPAJIOK JOKYMEHTHUPOBAHMS KaJIPOBBIX MPOLETYP, CPOKH U3JaHUSI JOKYMEHTOB;

e TpeboBaHUs K 0POPMIICHHUIO IOKYMEHTOB 10 JUYHOMY COCTaBY;

®  TEXHOJOTHIO pabOThI C JOKYMEHTaMHU KaJpOBOil CITy>KObI;

®  TIOPSAOK BEJICHUS JTUYHBIX JIe]T PaOOTHUKOB;

® [pPaBWIA CUCTEMATU3ALMU U XPAHEHHUS IOKYMEHTOB IO JINYHOMY COCTaBY.

ymembn:
e paboTaTh C HOPMAaTUBHO-TIPABOBOM 0a30H B chpepe KaapoBOro AETONPOU3BOICTBA;
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MIPUMEHSTh HOPMBI TPYIOBOTO MpaBa, Kacarolrecs KaIpoBol JOKYMEHTAI[UU, Ha
MIPAKTHUKE;

OpraHHU30BBIBATH PA0OTY KaJAPOBOI CITYKOBI;
COCTaBJIATh U 0(OPMIISITH JIOKaJIbHbIe HOPMATHUBHBIE aKThI KaJIPOBOM CITYKOBI;

IPOBOJUTH BECh KOMITJIEKC paboT Mo JOKYMEHTHPOBAHHIO OCHOBHBIX KaJIPOBBIX
HpOLENYD;

MPAaBHIBHO 0OPMIISATE U OQOPMIISATH OTJEIBHBIE KQJAPOBBIC JOKYMEHTHI,

OpraHu3oBaTh paboTy ¢ KaApOBOM TOKyMEHTalMEH B OPraHU3alMIX U YUPEHKACHUIX
Pa3IMYHBIX OPTaHU3AIMOHHO-TIPABOBBIX (pOpM.

enaoemn:

HaBbIKAMU aHaJM3a IPaBbIX AaKTOB, BBIABJIEHUS HEOOXOAMMOH periiaMeHTHpYoIeit
UHPOPMALIUU O JOKYMEHTUPOBAHUH TPYIOBBIX OTHOIICHUI;,

HaBBbIKAMU pabOThl C THIIOBBIMU U YHU(DUIIMPOBAHHBIMU (POPMAMU JTOKYMEHTOB;
HaBBIKAMU COCTABJICHUSI PA3JIMYHBIX BUIOB JOKYMEHTOB, O(OPMIISIFOIINX TPYIOBBIC
OTHOILEHMSI ¢ paOOTHUKAMU;

HaBbIKAMU COCTAaBJICHUS JIOKAJIbHBIX HOPMATHUBHBIX AKTOB, PErJIaMEHTHPYIOUIUX padboTy
KaJIpOBOM CITy>KOBbI;

HaBbIKaMU MOJEIMPOBAHNUS YIIPABICHUYECKUX CUTYallUH 110 BOIIPOCaM TIOKYMEHTUPOBAHMS
TPYZOBBIX OTHOILLIEHUM;

HaBBIKaMU pabOThI C KaJIpOBOM JOKyMEHTaLUEH;

HaBbIKaMM CHUCTEMAaTU3all KaI[pOBOﬁ JOKYMCHTAIMU U OpTraHru3alun eé XpaHCHUA.



