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1. IMosicHuTEILHAA 3aAIMCKA

1.1. Heanb u 320294 AUCHUILIHHBI

Llenv  Oucyuniunor:
JICIIOTIPOU3BOICTBA.

IMOATOTOBUTL BbLIITYCKHHUKA,

33}13‘11/1 JUCHMILJIMHBI .

BJIAACIOOICIO HAaBBIKAMH BCACHHA KaApOBOI'O

J ChopmupoBaTh y CTyACHTa KOMIIETEHIIUH, TIO3BOJISIONINE €My BBITIOJNHATH BECh
KOMILIEKC paboT 10 KaJpOBOMY JEJIONPOU3BO/ICTRY;

J CdhopmupoBaTh y HEro KOMIUIEKCHOE IPEJICTaBICHHE O CHUCTEME JOKYMEHTALMU IO
JUYHOMY COCTaBY;

J Jlatb npejacraBieHne 00 ypoBHE perjiaMeHTalluu KaJpoBOTo JIeJI0Npou3BoicTBa B PO;

J HayuuTs cTyneHTa cocTaBiiaTh U 0QOPMIISATH OpraHU3al[MOHHbIE KaJPOBbIE JOKYMEHTHI;
J HayuuTs cTygeHTa JOKyMEHTUPOBATh OCHOBHBIE KaJIpOBbIE MPOLIETYPhl B COOTBETCTBUU

C Tp€6OBaHI/IHMI/I 3aKOHOAAaTCJILCTBA,

. Hayuuthb cTyseHTa opraHu30BBIBaTh pabOTy KaJIpOBOM CITy:KOBI, COCTABIATH JOKAJIHHBIE

HOPMATUBHBIC aKThI, PCTIIAMCHTUPYIOINHEC €€ ACATCIIbHOCTD.

L4 O6y‘lI/ITB OCHOBHBIM TCXHOJIOTHYCCKUM IIpUEMaM ACIOIIPOU3BOACTBCHHBIX onepaunﬁ,

OpraHu3anuu XpaHCHUS KaﬂPOBOﬁ JAOKYMCHTalllU.

1.2. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHsI N0 JUCUHUIIJIMHE, COOTHECEHHBIX €
HHIMKATOPAMH J0CTHKEHUS KOMIIeTeHIN

Komnerenuus
(K01 ¥ HAUMEHOBAHUE)

NHaukaTopbl KOMIIeTeHIH I
(Ko ¥ HAMMEHOBAHUE)

Pe3yabTaThl 00y4yeHus

OIIK-2. Cniocoben
HAXOJIUTh
OpraHM3alUuOHHO-
yIpaBICHYCCKHE
pELIEeHNs IIPU PELICHUN
3aja4 B cepe cBoeit
npodecCuOHATbHON
JeATENIEHOCTH

OIIK-2.2. Opranu3oBbIBaeT
paboTy nmojpaszeneHuit B cepe
JOKYMEHTAIHOHHOTO
o0ecrieueHns yrnpaBieHus 1
apXUBHOTO JIeJa

3HATh: MOPSIIOK PAOOTHI CITYKO
JIOKYMEHTAIIMOHHOTO 00ECTICUCHHSI
YIPaBICHUS H APXUBOB

VYMeTh: periiaMeHTHPOBaTh paboTy CITyKO
JOKYMEHTAIMOHHOTO 00eCTIeYeHHsI
YIPaBJICHUS U apXUBOB

Brnanets: HaBbIKaMU OpraHU3aIiy paboThI
nojpasiesnieHuil B cepe
JOKYMEHTAIMOHHOTO 00eCTIeYeHHsI
YIpaBJICHUS U apXUBHOTO JIeJia B
COOTBETCTBUH C HOPMATHBHBIMH
TpeOOBaHUSIMU

YK-11. Criocoben
dbopmupoBaTh
HETEPITUMOE OTHOIIICHUE K
KOPPYIIIMOHHOMY
TIOBE/ICHHIO

VK-11.3. BnageTs HaBbIKaMH
paboThI C 3aKOHOIATEIBHBIMU U
JIPYTHMH HOPMAaTHBHBIMH
MIPABOBBIMU aKTaMH

3HATh: 3aKOHOATEIHLHBIC U APYTUMHU
HOPMAaTUBHBIMH NPABOBBIMU aKTaMU B
chepe ciry)eOHOM NeITeTbHOCTH

YMeTh: paboTaTh ¢ HOPMATUBHO-TIPABOBOM
0a30i1 B chepe CiryKeOHOM IeaTeTbHOCTH
Brnagets: HaBbIKaMU IPUMEHEHUS
AHTHKOPPYIIIHOHHBIX HOPM B
npoecCHOHABEHOM e TEILHOCTH U
MMOBCETHEBHOM KU3HHU




1.3. MecTo 1McuMnJIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOI MPOrpaMMbl

JucuumumHa «KaapoBoe eonpou3BOJCTBO» OTHOCUTCS K 00s3aTeNbHOM YacTH OJIOKa TUCIMILINH
y4eOHOTO TJIaHa.

JlJiss OCBOCHHUS TUCHUIUIMHBI HEOOXOAMMBI 3HAHUSI, YMEHUS W BJIAJICHUs, CHOPMUPOBAHHBIC B XOJIC
W3YYCHUS CIEAYIONIMX JUCIHILIMH U MPOXOXKICHHUS MPAKTHK: «JlOKyMEHTOBeIeHHE», « JKOHOMHUKAY,
«OpraHu3anys 1 TEXHOJIOTHS JJOKYMEHTAMOHHOTO 00ECTICYeHHUS yIIPaBICHUSY.

B pesynbprate ocBOSHUS TUCHUILTHHBI ()OPMUPYIOTCS 3HAHUS, YMEHUS U BIAJCHUS, HEOOXOAUMBIC IS
M3YYCHHSI CIICAYIOINUX JUCIUIUIMH U TMPOXOXICHUS TMPAKTUK: «APXUBBI JTOKYMEHTOB 10 JTUYHOMY
coctaBy», «CraHmapTu3alys apXWBHOTO Jiena», YydeOHas (O3HAKOMHUTENIbHAs) MPAKTHKA,
MIPOM3BOJICTBEHHAS MPAKTHUKA (HAyYHO-HCCIIEIOBATENbCKas padoTa), MPeAIUIIIOMHAS TPAKTHKA.

2. CTpyKTYpa THCHUILITHHBI
OO6mast TpyA0€MKOCTh TUCIMIUIMHBI COCTaBIseT 4 3.¢., 144 akageMuyecKkux Jaca.

CTpyKTypa JUCHUILUIMHBI /151 04YHOH (POpMBI 00yUeHUs

O0beM IUCHUIUITMHBI B (OpME KOHTAKTHOW pPabOThl OOYYAMOIIUXCS C MeJarorm4ecKuMu
paboTHUKaMu ¥ (WJIK) JUIAMH, TPUBIEKAEMBIMH K pealu3alud 00pa30BaTeIbHONW MpOrpaMMbl Ha
MHBIX YCIIOBUSIX, IPU MTPOBEICHUH YICOHBIX 3aHSATHH:

Cemectp | Tum yaeOHBIX 3aHATHI KomnnuectBo
4acoB
3 Jlekuun 32
3 Cemunapsl/mabopaTopHbie pabOTHI 48
Bcero: 80

O0BeM TUCHUIUTMHBI B (POpME CaMOCTOATEIbHON paboThl 00yYarIIMXCcs cocTaBiseT 46
aKaJIeMHUYECKHUX 9acOB, KOHTPOJIb — 18 yacoB.

3. Coep:xaHue UCHUTIIMHBI

Ne | HaumeHoBanue pasjena Conep:xanue
AUCUHMILINHBI
1 | Beexenue IIpenmer, 3a/1a4y, cozepKaHue Kypca.
XapakTepuCTHKa COBPEMEHHON CHCTEMBI KaJpOBON
JOKyMeHTauuu.  B3auMocBs3b IIPOLIECCOB
YIIPaBJICHUS MIEPCOHAIIOM C COCTaBOM U MOPSAKOM
dbopmupoBaHus CUCTEMBl JTOKYMEHTallUH 10
JUYHOMY COCTaBy. MecTto Kypca cpeau ApYyrux
Hay4YHbIX  JUCLHUIUIMH:  «JlOKYMEHTOBEIEHHEY,
«OpraHuzanust 1 TEXHOJOTHs TOKyMEHTAllHOHHOTO
o0ecrieueHus YIIPaBICHUAY, «YrpaBlleHHE
nepcoHanom», « I'pynosoe npaso» u ap. Mcrounuku
U3Y4EHHs Kypca. 3aKOHO/ATeNbHbIE U HOPMAaTUBHO-
IIPaBOBBIE  AKTHI, HOPMaTUBHO-METOIUYECKHUE
JOKyMeHTbI. OTeuecTBeHHas: UCTOpuorpadus.

2 PermamenTanus 3aKOHOIaTeIbHbIE © HOPMATHBHO-TIPABOBBIEC AKTHI.
JOKYMEHTUPOBAHHUS KaJIpOBOM
JESITETLHOCTH M pabOTHI C TpynoBoii koxekc Poccuiickoit Penepanuu Kak




KaJApOBbIMHU JOKYMCHTAMU.

OCHOBOM IIPAaBOBOM aKT, ONPENEISIOIUN COCTaB U
nopsiiok  oOpMIIEHUSI  JJOKYMEHTOB 1o
YCTaHOBJICHUIO TPYJIOBBIX OTHOILIEHUW U TPYIOBOH
JEeSITEIbHOCTH PAaOOTHHUKA. 3aKOHOJATENIbHbIE AKThI
Poccun 0 HOKyMEHTHMpPOBAaHUM OTIENIBHBIX CTOPOH
TPYLOBOW JEATEIBHOCTH  PA3JIMYHBIX KaTEropuil
paOOTHUKOB. 3aKOHOJATEIbHBIE aKThl CYyOBEKTOB
Poccuiickoit  ®enepaunu, VYkasel Ilpe3unenra,
ITocraHoBiEHMSI M PACIOPSIKEHUS MPABUTENBCTBA
Poccuiickoit deneparumu.
HopMaTuBHO-METOAMYECKHE JTOKYMEHTHI .

KBanudukanmoHHbIit CIIPaBOYHHUK u
npodeccuoHanbHble CTAaHAAPTHI, KAaK OCHOBHBIC
HOPMATHUBHBIE JTOKYMEHTBI, PETrJIAMEHTUPYIOLINE
TpeOOoBaHUS K KBaTU(UKALWHU, 3HAHUSIM U YMEHUSIM
pabotHukoB. OOmepoccuiickue KiacCu(pUKaTopsl
TEXHUKO-3KOHOMUYECKOH u COLIMAIbHOM
uH(pOpMallH, YCTaHABIMBAIOIINE COCTAB U MOPSII0K
3aM0JHEHUs KaJPOBbIX JOKYMEHTOB.

TunoBele  mepevyHU u CPOKH  XpaHEHUs
JIOKyMEHTaluu o JUYHOMY COCTaBy.
PerynupoBaHnue opraHu3aliy apXUBHOTO XPAHEHUS
JOKYMEHTallulh [0  JIMYHOMY  COCTaBy B
HOPMAaTUBHO-METOANYECKUX TOKyMeHTax PD.
Paspabotku T'ockomcratra P® mno yuudukauuu
($hopM MepBUYHON yUETHON JOKYMEHTAIIUH.

Opranuzanus padoThl KaJIpOBOM
CITyKOBI

CTpyKTypBl KaApOoBBIX CIyX0. UHCICHHBIH W IOKHOCTHOM
cocTtaB cirykObl. HopMaTuBel BpeMeHH Ha pabOThHI IO y4eTy
KaJ{poB.

3amaun ¥ QyHKUUHU KaapoBol ciayxObl. [lonoxenune
00 oTaene kaapoB (ympaBieHHUH, JeTapTaMEHTE M
I[p.), KaK OCHOBHOM HOpMaTHBHLIP’I AOKYMCHT 110
OTPENICIICHUI0 CTPYKTYPBI, YHCIEHHOCTH, BHUIOB
pabot 3toro nojpasnenenus. [lopsaok pa3paboTku,
coctaB  MHpOpMalMu U  CTPYKTypa  TEKCTa
ITOJIOKCHHUA. 3aerHHeHI/IC ImpaB, OTBETCTBECHHOCTH,
B3aMMOCBSI3EH OTeNa KaJIpoB.

ﬂOJ’DKHOCTHLIe HHCTPYKIUU, Kak OCHOBHOM
IIPaBOBOM aKT, ONPEIEIAIOINN IIPaBOBOE
ITOJIOKCHHUC pa6OTHI/IKOB KaﬂpOBOﬁ CJ'Iy>K6BI u
OpraHu3anuio ux Tpyaa. HaznaueHue mT0MKHOCTHBIX

UHCTPYKIUH.
WNHCcTpyKIus 10 KapoBOMY JEIONPOU3BOJICTBY, KaK
OCHOBHOM UHCTPYMEHT MTOBBIILICHUS

3¢ pexTUBHOCTH pabOTHl KaJAPOBBIX MOJIpa3IeICHUI
B cpepe KaIpoBOTO JIEIONPOU3BOJICTBA.

PernamenTtanuss  paboTel € NEpCOHAJIOM B
JIOKaJIbHBIX HOPMATHUBHBIX aKTax u
OpraHU3aIMOHHBIX JTIOKyMEHTax (ycraB
OpraHu3aly, IpaBuia BHYTPEHHETO TPYJIOBOTO
pacrnopsijika, TOJIO)KEHHE O MEePCOHATBHBIX TAaHHBIX,




KOJUIEKTUBHBINA JOTOBOp U Jp.).

CocraB KazpoBO JOKYMEHTAIUH.
JIOKyMEHTHPOBaHHUE TPYAOBBIX
OTHOILIEHUH.

XapakTepucruka CUCTEMBI KaJIpoBOH
JOKYMEHTAallud, €€ COOTBETCTBUE  OCHOBHBIM
3ajiauaMm 10 1Mo0opy, yUeTy U pacCTaHOBKE KaJlpOB.
OO6s3aTenbHasl M yCIOBHO-00s3aTeNbHAsl KaJlpoBas
JOKYMEHTaIHSI.

OpranuzanioHHbIE  JTIOKYMEHTBI  —  LITaTHOE
pacriucanue, CTPYKTypa W IITaTHas YUCICHHOCTH,
rpaduK OTIYCKOB.

PacniopsimutensHble  JOKYMEHTBI  —  NPHUKa3bl
(pacriopspkeHHs1) 1O JIMYHOMY cocTaBy. OOmme
TpeGoBaHus K 0OPMIICHHIO U CPOKAM MO OTOBKH.
NupopMallnoHHO-CIIPaBOYHbIE  JOKYMEHTHI ~ —
3asBJICHUS, TPEACTABJICHUS, YBEAOMIICHUS, AaKTHI,
JIOKJIaJTHbIE U O0BSCHUTENbHBIC 3aHCKH.

VY4erHbie GOpPMBI M UX Ha3HAYCHUE.

[Ipuem  pabGotHukoB Ha  pabotry. CocraB
MEPCOHAIBHBIX JTOKYMEHTOB paboTHuKa,
MPEJICTaBISIEMBIX paboToaTento TUIs
YCTAaHOBJICHUSI TPYIOBBIX OTHOLICHWW. TpynoBou
JOTOBOpP -  3aKOHOJATENbHOE  3aKperieHue
TpeOOBaHUH K CTPYKTYpe TEKCTa, TOPIIKY
cocrapneHuss u  odopmueHus. IloaroroBka wu
oopmiIeHHE NPUKA30B (PacnopsLKEHUN) O IpueMe
Ha paboTy. AHKETHI, aBTOOMOTrpaduu, pe3rome u JIp.
JOKYMEHTBI, 3aIl0JIHSEMbIE IIPH TIpUeMe Ha padoTy.
BHecenue cBeieHUid B TPYJOBYIO KHIDKKY U JINYHYIO
KapTOUYKy pabOTHHUKA.

JlokyMeHTHpOBaHUE JIBUXKEHUS KaapoB. Bumel
nepeBogoB. CocraB M MOPSAOK  M3AAHUA
JIOKYMEHTOB, 0(OpMIIIOLINX MPOLEAYpY MepeBoa.
Copneprxanue, MOPsIOK MOATOTOBKH M 0(OpMIICHUS

IIPUKA30B (pacniopsbkeHHi) 0 NIEPEBOJIE
COTPYJIHUKOB. J/|OKYMEHTBHI-OCHOBAHUS K IpHKa3aM
0 IIepeBoJIE.

Bunsl OTILyCKOB. [Topsimox oopmIiIeHUs

€KErOTHOI0 OYEPEIHOr0 OIUIaYMBAEMOr0 OTITYCKA.
I'paduk oTmyckoB, cocTaB, cojep>KaHUE, MOPSIIAOK
MOJATrOTOBKH u odopmiieHus IIPUKA30B
(pactiopspkeHuit) 0 MPEIOCTABICHUN OTIYCKA.
Ilopsmok  mepeHoca  OTIycCKa. JloxymeHThI-
OCHOBaHUSI K MpUKa3aM 00 OTITyCKax.

[Topsimox odopMiIeHHS KOMaHIUPOBOK — COCTaB
JIOKYMEHTOB,  O(QOPMIISIIONUX  KOMaHIUPOBAHUE
paboTHUKA, CONIEpKaHWE U TMOPSAOK MOATOTOBKH
MpHKa3a 0 KOMaHIUPOBKE.

Bunst  nmoougpennit.  Conepkanue,  MOPSAOK
MMOJATOTOBKH u oopmMIIeHUS MPUKa30B
(pacniopsikeHHi{) O  TOOWIPEHHH  PabOTHHUKA.
JIOKyMEHTBI-OCHOBaHUS K MTPUKAa3aM O MOOUIPEHUH.
Buapl muctmmuimaapHbix B3bickaHuil. ConepxaHue,




HOPSIOK TIOATOTOBKM M O(POPMIICHHS NPUKA30B
(pactiopspkeHuil) O  B3bICKaHWUHU. J{OKYMEHTHI-
OCHOBaHMA K  [pUKa3aM O  HAaJOXCHHHU
JTUCIUIUIMHAPHOTO B3bICKAHUS. AKTBI 00 OTKa3bl
JaBaTh OOBSICHEHUS M 3HAKOMHUTBCS C TIPUKA30M.
[lopsanox mpoBeneHUsT arTecTalud pabOTHUKOB B
opranuzaiui. CocTaB JOKYMEHTOB, 0(OPMIISIOLINX
npouenypy. CoxepkaHue, MOpsiIOK MOATOTOBKU U
opopmieHus  mpukazoB  (pacmopspkeHui) 00
aTTeCTallUU.

[opsimox yBonmpHeHHsT paOOTHHUKOB. OCHOBaHHS
yBOJIbHEHUsI paboTHHUKOB. CoCTaB JOKYMEHTOB,
odopmistomux npouenypy. Conepxxanue, NopsaoK
MOJATOTOBKH u odopmiieHus MPUKA30B
(pactiopspkenuit) o0  yBOJIbHEHUH. J{OKyMEHTBHI-
OCHOBaHUs K MPHKa3aM 00 YBOJbHEHUH.

Y4er 1M4HOrO cocrasa.

Bunbel yueTHpIX JOKYyMEHTOB. JIMuHas KapTouka
pabornuka (dopma T-2): coctaB wuHpOpMAIUH,
HOPSAJIOK 3arOJHEHUS U BEJCHUS.

HopmatuBHas u npaBoBasi perjiaMeHTalus Hopsika
BefieHUsT JMYHBIX nen. OdopmieHne W BeAcHHE
JU4YHBIX  gAen  pabotHukoB.  CocraB "
MIOCJIEZI0BATENBHOCTh PACIIOJIOKEHUSI IOKYMEHTOB B
JIMYHOM JIeTIe.

TpynoBasg KHUXKKa paOOTHUKAa Kak  OCHOBHOM
JOKYMEHT O TPYIOBOH JEATEIBHOCTH U TPYAOBOM
CTaXxke paborauka. OdopmieHne u BeICHHE
TPYAOBBIX KHWXKEK M BKIajblied Kk HUM. [lopsmok
BbIIauu JyOJIMKara TPYIOBOM KHIDKKM. YYeT H
XpaHEHUE TPYNOBBIX KHIKEK B OpraHU3alyu.
OTBeTCTBEHHOCTh paboTojmaredst 3a XpaHEHHE WU
3aII0JIHEHUE TPYAOBBIX KHHUKEK.

Opranuzanus padoThl C KaJpOBBIMU
JIOKYMEHTaMHu

Perucrpanuss JOKyMEHTOB IO JIMYHOMY COCTaBy.
IIpaBmiia  peructpauum ¥ HWHIEKCHPOBAHHUSA
KaJIpOBbIX JIOKYMEHTOB. Perucrpaiyionsbsie (popmbl
(TpamuIMOHHBIE M aBTOMaTH3upoBaHHBIE). CocTaB
PEKBU3UTOB (IOJIEH) Ul PErucTpaluu pasInyHbIX
BUJIOB JJOKYMEHTOB U IOPAJOK UX 3aII0JIHEHHUS.
Cucrematuzanus U ONEpPaTUBHOE  XpaHEHHE
JJOKYMEHTOB I0 JIMYHOMY cocTaBy. OcoOeHHOCTH
dbopMupoBaHUs B Jella JOKYMEHTOB IO JHUYHOMY
COCTaBy. IIpaBuiia CUCTEMAaTH3alNH
pacrlopsiAUTENbHBIX JIOKYMEHTOB, YYETHBIX (opMm,
TPYIAOBBIX KHMKeK. CucTeMaru3anusi U XpaHEHUe
JTOKYMEHTOB-OCHOBAHUH K ITPUKa3aM.
Howmenknarypa nen kaapoBoi cimyxObl. [lopsiok
MOJATOTOBKH,  COCTaBJIeHUS M odopmIIeHHS.
[TpumepHass HOMEHKJIATypa JieNl KaJpOBOU CITyXkKOBI.
[Tepexonsuue nena.

Cpokn  XpaHeHUs  KaJpoOBBIX  JOKYMEHTOB.
IToaroToBKa TOKYMEHTOB K CIa4y€ B apXUB.
OKCIIepTU3a IEHHOCTH JIOKYMEHTOB  KaJpOBOU




CIIy’kObl, € HOPMAaTHBHO-METOAMWYECKas OCHOBA,
OpraHHu3anys U MOPAJOK TPOBEACHHUS.

CocraB JIOKYMEHTOB KaJpOoBOi CITYKOBl,
HNOJJICKAIIMX —[epefaye B apXwHB. [TpaBuna
MNOATOTOBKHU JOKYMCHTOB IIO JIMYHOMY COCTaBy K
neperade B apxuB opranuzaiuu. CocraBieHHE U
opopmieHHEe ONMHUCH JOKYMEHTOB 10 JINYHOMY
coctaBy. Ilopsiiok yHHYTOXXEHHS JIOKYMEHTOB C
HNCTCKIINMMHU CPOKAMHU XPAHCHUS.

4. O0pa3oBaTe/ibHbIE TEXHOJIOTHH

Jis  mpoBeneHUss  y4eOHBIX 3aHATUH 1O  JUCIHHUIUIMHE  UCHOJB3YIOTCS — Pa3IMYHBIC
oOpa3oBaTenbHbIe TEXHOJOTHH. I OpraHu3anu y4eOHOTo Mpolecca MOXKET OBITh HCIIOJIB30BAHO
ANEKTPOHHOE 00ydeHre U (UJIN) TUCTAHIIMOHHBIC 00pa30BaTeNbHbBIC TEXHOJIOTHH.

5. OneHka NJIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHus!

5.1 Cucrema oneHUBaHUSA

Texymuid KOHTPOJIb OCYIIECTBISETCS B BHJIE OLEHOK KOHTPOJIbHOM pabOThl M BBINOIHEHUS
3aJJaHMi Ha MpPaKTUYecKUX 3aHATHAX. KoHTponbHas paboTa MpOBOAMTCA HAa MEPBOM MPAKTHUECKOM
3aHSTHUH, BBISBISIET TOTOBHOCTh CTYJEHTOB K IPAaKTHUeCKON pabore u oueHuBaercs a0 20 6amos.
MaxkcumanbHast OLIeHKa BBIMOJIHEHUS KaKJ0I0 IPAaKTH4YeCKoro 3ausatus — 10 6amos.

[TpomMeXyTOUHBI KOHTPOJb 3HAHUWA MPOBOIUTCS B (hOpME MTOTOBOW KOHTPOJIBHOW pPabOTHI,
BKJIFOYAIOIIEH TEOpEeTUUECKUe BOIMPOCHI U MpaKTHUECKOe 3aJaHue, U oueHuBaercs 10 40 6awios. B
pe3ysbTare TEKYIIEro U MPOMEKYTOUYHOTO KOHTPOJIS 3HAHUM CTYAEHTHI MOIY4atoT 3a4€T 10 KYypCy».

dopma KOHTPOJIS Makc. Konu4yecTBo 0aJioB
3a ogny pabdoty| Bcero

Texymui KOHTPOJIb:
- OIpOC 5 6ansoB 20 6amnoB
-pedepar 20 6ammoB 20 GamnoB
- KOHTpOJIbHAs padoTa 20 6anoB 20 GaiioB
[TpomexyTouHast arTecTaiust (IK3aMeH) 40 6annos
Htoro 3a cemecTp (AUCUMILINHY ) 100 GannoB

[TosrydeHHBII COBOKYITHBIN pe3yIbTaT KOHBEPTUPYETCS B TPAJAUIIMOHHYIO KAy OICHOK U B IIKATY
orieHOK EBporeiickoii crcteMsl repeHoca u Hakorienus kpeautos (European Credit Transfer System;
nanee — ECTS) B cOOTBETCTBUM C TaOIHIICH:

100-6ampHast mkana | TpagunuoHHAs IIKaia [kama ECTS
95 - 100 A

83 94 OTJINYHO B

68 — 82 XOpOIIIO 324TEHO C

56 — 67 D

50 55 yIIOBIETBOPUTEIHHO E

20-49 FX

0_19 HEY/IOBJICTBOPUTEIHHO HE 3a4YTEHO F
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5.2.Kputepuu BbICTaBICHUS OILIEHKU MO AUCLUILIAHE

Banapl/
HIxana
ECTS

Onenka o
JTUCIHUIIINHE

Kpurepun oneHKH pe3yJabTaToOB 00y4eHHsl 110
AMCHMILINHE

100-83/
A.B

«3a4YTCHO»

BeicraBisiercst 00y4aromemMycsi, €clid OH INIy0OKo U
MIPOYHO YCBOWJI TEOPETHYECKUN M MPAKTHUSCKUN
MaTepHall, MOXKET MPOJIEMOHCTPUPOBATH 3TO Ha 3aHATHUSIX
U B XOZI€ IPOMEXYTOYHOHN aTTeCTallHu.

OOyuaronuiicst UCUEPIIBIBAIOIIE U JJOTHYECKH CTPOHHO
u3JaraeT y4eOHbI MaTepuall, yMeeT yBI3bIBaTh TEOPHUIO C
MIPAKTUKOH, CIIPABIISETCA C PEIICHUEM 3ajad
podecCHOHaIbHON HAPABICHHOCTH BEICOKOTO YPOBHS
CJIO)KHOCTH, IPAaBUJIBHO 00OCHOBBIBAET IIPUHATBIC
pemIeHusl.

CB00OIHO OpUEHTHPYETCS B yUeOHOH 1
npodecCHOHAIBHOM JIUTepaType.

OneHka no JUCIHUILIMHE BBICTABISIOTCS 00ydaromeMycst ¢
y4E€TOM PE3YNbTATOB TEKYIIEW U IPOMEKYTOYHOU
aTTeCTalUu.

Komniereniuu, 3aKkperiéHnbie 3a JUCUUILUIMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKUIIY.

82-68/

«3a4YTCHO»

BeicTraBnsercs o0yyaromemMycs, €CIIM OH 3HaeT
TEOPETUYECKUM U IPAKTUYECKUIA MaTepuas, FpaMOTHO U
I10 CYILIECTBY M3JIaraeT €ro Ha 3aHATHUAX U B XOJ€
IIPOMEXYTOYHOM aTTecTaluy, He JOIIyCKas
CYILIECTBEHHBIX HETOYHOCTEN.

OOyuaromuiics IpaBUIbHO PUMEHSET TEOPETHUECKUE
ITOJIOKEHUS [TPU PEIICHUH TPAKTUYECKUX 3a/1a4
npo¢ecCHOHATLHON HANIPABIEHHOCTH Pa3HOIO YPOBHS
CJI0KHOCTH, BJIaJIe€T HEOOXOIUMBIMHU ISl 3TOTO
HaBBbIKaMU U NpUEMaMHU.

JlocTaTOYHO XOpOILIO OPUEHTUPYETCS B yUeOHOU U
npogeccCHOHATILHOM JITepaType.

OneHka o JUCHUIUIMHE BBICTABIISIOTCSA 00YYarOIEMYCs C
y4E€TOM PE3YNbTATOB TEKYILEH U TPOMEKYTOUHOU
aTTECTALlUN.

Komnerenuu, 3akpeniaéHsble 3a JUCIUILINHOMN,
c(OpPMHUPOBAHBI HA YPOBHE — «XOPOIINIA».

67-50/
D,E

«3a4YTCHO»

BricTaBisiercs o0yyaromemMycs, €cii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUN U ITPAKTUUECKUI MaTepuall,
JIOMyCKAeT OTAEbHbIE OIIMOKY MPH €ro U3JT0KEHUHU Ha
3aHATHUAX U B XOJ€ IPOMEXYTOYHOM aTTECTALINH.
OOyuaromuiicss UCTIBITHIBACT ONPEIEIEHHBIE 3aTPyTHEHUS
B IPUMEHEHHNH TEOPETUYECKUX MOJ0KEHHUN IPU PEILICHUH
MPAKTUYECKHX 3a/1a4 MPO(peCcCHOHATbHON
HaIlpaBJIEHHOCTH CTaHAAPTHOTO YPOBHS CI0KHOCTH,
BJIaJIe€T HEOOXOAUMBIMHU JJISl 3TOT0 0a30BBIMU HABBIKAMH
U IPUEMAMH.

JIeMOHCTpHpYET I0CTaTOYHBIN YPOBEHb 3HAHMS YUEOHOI
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Banasl/ Onenka mo KpuTtepun oneHkn pe3yibTaToB 00y4eHus 1O
lkana AUCHMILIAHE AUCHMILIAHE
ECTS

JTUTEPATyPhl 110 AUCLUIIIHHE.

OrneHka o JUCIHUILTAHE BBICTABIISIOTCS 00yUaroeMycs ¢
y4€TOM Pe3yJIbTaTOB TEKYIEH 1 MPOMEKYTOYHON
aTTeCTaIUu.

Komnerenimu, 3akpeniéHupie 3a JUCHUILTUHOMN,
c(hOpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBINY.

49-0/ BricTaBnsiercst o0ydaromemycs, eCiii OH He 3HaeT Ha
F.EX HE 3a4TEHO 0a30BOM ypOBHE TEOPETUYECKHIA U MPAKTUIECKUI
MaTepHall, J1omyckaeT rpy0oble ouMOKH Ipu ero
W3JI0KEHUU Ha 3aHATHUAX U B XOJI€ IPOMEKYTOYHOU
aTTECTALlUN.

OOyuaronuiics: UCTIBITHIBACT CEPbE3HBIEC 3aTPYAHECHUS B
IIPUMEHEHUH TEOPETUYECKUX II0JIOKEHUH NPU PEIIEHUU
MPAKTUYECKHX 33/1a4 MPO(HECCHOHATEHON
HaIIPAaBJIEHHOCTH CTaHAAPTHOT'O YPOBHS CII0XKHOCTH, HE
BJIa/I€T HEOOXOUMBIMU JI1 TOTO HaBbIKAMU U
MpUEMaMHU.

JleMoHCTpHpYET (pparMeHTapHbIC 3HAHUS YIeOHOH
JIUTEPATYyPBI 110 TUCLUIIIMHE.

OneHka no JUCHUILIMHE BBICTABISAIOTCS 00y4daroleMycst ¢
YYETOM PE3yIbTATOB TEKYLIEH U IPOMEKYTOUHOMU
aTTeCTaluu.

KomMmnereHumn Ha ypoBHE «JOCTaTOUYHBIN», 3aKPEIUIEHHBIC
3a AMCUMIUIMHOW, HE CHOPMHUPOBAHBI.

5.3. OueHo4nble cpeacTBa (MaTepUAaJIbl) AJIsl TEKYIIero KOHTPOJIS yCIeBaeMOCTH,
NMPOMEKYTOYHOM ATTECTANMHU 00y4aIOIHUXCH 10 JUCIUILIHHE

Bapuanmul konmponwvnoii pabomur No 1

Bapuanr 1

1.B xakux ciyuasix KaJpoBas cily>k0a HMMeeT IpaBo BbIIATh AyOJUKAT TPyAoBoW KHMXkH? Kak aToT
JOKYMEHT odopmiisercs?

2 Ilepeuncnaure BHIBI JOKYMEHTOB, IpUMEHs€Mble NpU  IepeBojie Ha Jpyryio pabory. Kax
odopmIIsieTcs KaXXabIi U3 HUX?

3. Ha3oBuTE 1OKYMEHTHI, IpeiocTaBisieMble pa0OTHUKOM INPH MTOCTYIJIEHUH Ha padoTy.

4.KakuM JIOKQJIbHBIM HOPMAaTHBHBIM aKTOM perilaMeHTHpYeTcs paboTa KaJpOBBIX CIEIHAIUCTOB C
NEePCOHATIBHBIMU JaHHBIMU? JlaliTe eMy XapaKTepUCTHUKY.

Bapuanr 2

1.XapakTepucTuka Ha3HauU€HUs TPYIOBOM KHIKKHU. B kakol cpok noykHa ObITh 3aBeleHa TPYJ0Bast
KHIKKA TPH MOCTYIJIEHUH Ha paboTy BepBbie?

2.IlepeuncnauTe BUABI JOKYMEHTOB, IPUMEHsEMbIEe NTpHU yBobHeHUH. Kak odopmisercs Kaxkaplidi U3
HUX?

3.Kakoli 10KanbHBI HOPMATUBHBIN aKT ONpPENEIsAeT OPraHU3alMI0 TPyJa COTPYJAHUKOB B KOMIIAHUH.
Jlaiite eMy XapaKkTEpUCTHUKY.

4.HazoBure nndopmaiinio, 00s3aTeIbHYIO AJIs1 BKIIOYEHHS B TPYA0BOI 10r0BOpP.

Bapuanmot konmponvnoii pabomot No 2
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Bapuanr 1

1. [lepeunciure cocTaB JOKYMEHTOB JIMYHOTO Jeia paboTHHKa. KakuMu HOpMaTHUBHBIMH
JIOKyMEHTaMH 3TO OMpPeeTeHO?

2. HazoBuTe M1OKyMEHTHI KaJJpOBOM CITy>KOBbI, IMOJIe)KAIIME TIepeIaue B apXHB.

BapuanT 2

1.KakoBbI 0COOEHHOCTH COCTaBIICHHS HOMEHKJIATYPHI JIeJI KaJPOBOU CITyKObI?
2. HazoBwute 00s13aTeNbHBIE PErUCTPALMOHHBIE (POPMBI KaAPOBOM CITyKObBI?

Ilpumepnole KORMPOALHBIE BONPOCHL 014 RPOMENCYMOUHOU AMMeECMayuu:

1. [lepeuncnuTh 3aKOHOAATENBHBIE AKTHI, KOTOPHIMH PETJIAMEHTHPYETCS JIOKYMEHTHPOBAHHE
KaJpOBOM AEATEIbHOCTU B HacTOALIee Bpems?

2. [epeuncautsb HOPMaTHBHO-METOIMYECKUE JOKYMEHTHI, periIaMeHTHPYIOIIHE
JOKYMEHTHPOBAaHUE KaJIPOBOU JEATEIbHOCTH.

3. Ha3BaTb BHIIBI JOKYMEHTOB, IIPEIbSIBIIIEMbIE pAOOTHIUKOM pU IpUEMe Ha paboTy.

4. Ha3BaTbh BHIBI JOKYMEHTOB, YCTAHOBJICHHbIE TpyAOBBIM KojaekcoM P®, nokymeHTHpyrolue
nprueM paboTHHKA Ha paboTy.

S. [lepeuncanTs BUbl JOKYyMEHTOB, OhOpMIISAIOIINE U3MEHEHUE YCIIOBUI TPYA0BOrO JOrOBOpA.

6. Ilepeuncinte BHIBI JOKYMEHTOB, YCTaHOBJIEHHblE TpynoBbIM KojgekcoM PO s
peryaupoBaHusl TPYAOBBIX OTHOUICHHUH.

7. CpokH TOATOTOBKH, KaKWX JOKYMEHTOB IO JIOKYMEHTHPOBAHHUIO KaJIpOBOH AEATEIbHOCTH
YCTAQHOBJICHBI 3aKOHOAATENILHO?

8. Kakne ¢pyHKIMH KaapoBOi Ci1yKOBI CBA3aHBI C YIETOM JIMYHOTO COCTaBa?

9. Kakue ¢yHKIMU TOJDKHA BBINONHATE KaJpoBas ciayxk0a mnpu ohopMIIeHUN YBOJIbHEHUS
paboTHHKa ¢ pabOTHI ?

10. Kakumu nokymentamu odopmisieTcss yBoJIbHEHUE paOOTHUKA?

11. HazoBute ¢hyHKIMN KaApOBOH CIyKObI CBA3aHHBIC C TPYAOBBIMUA KHUKKaAMH?

12. Kakumu nokymentamu opopmiisieTcs arTectanusi paboTHUKOB?

13. HazoBuTe 0COOCHHOCTH HOMEHKJIATYPHI JeJ KaIpOBOH CITyKOBI.

14.  Kakue nena KagpoBOH CITy>KObI OTHOCATCS K KATETOPUU NEPEXOASIINX ?

15. [epeuncantb 0cOOEHHOCTH (POPMHUPOBAHUS JIMIHOTO Jesia pabOTHHUKA ?

6. YueOHo-MeToqUYecKOe M HHPOPMALIMOHHOE 00ecedeHne TUCITUTITUHBI

6.1 Cnmcoxk MCTOYHHKOB U JIUTEPATYPHI
Koncrutynus Poccuiickoit @enepannu (¢ namenenussmu Ha 30 nexadbps 2008r.). M. 2004
Tpynosoit komekc Poccuiickort @enepanuu ot 30.12.2001 Ne 197-®3. Ilpunsar ['ocynapcTBeHHON
Hywmoit 21 gexabps 2001r. (B pea. ot 29.12.2010) // [DnexTponHsIid pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.
3akoH Poccuiickoif ®denepannn ot 25 okta6psa 1991 r. Ne 1807-1  «O s3pikax HaponoB Poccuiickoit
deneparuny //[DnexTporHbiit pecype]. — M., 2019. — Pesxxum mpoctyna: http://www.consultant.ru.
Oenepanbhbiii 3akoH PO ot 27.07.2004 Ne 79-03 «O roCymapcTBEHHOM TpakJaHCKOW ciyxOe
Poccutiickoit deneparun» (B pea. @enepanproro 3akona ot 12.04.2007 Ne 48-D3) // [DnexTpoHHBIN
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.
Oenepanbubiii 3aKk0H Poccuiickoit denepanun ot 01.06.2005 Ne 53 «O rocyaapcTBEHHOM
si3pike PDy// [Dnextponnsiii pecypc]. — M., 2019. — Pesxxum mocryma:http://www.consultant.ru.
®enepanbablii 3akoH Poccuiickoit @enepannn ot 06.12.2011 Ne 402-03 «O Oyxranrepckom
yaete»// [DnektponrHsiii pecype]. — M., 2019. — Pesxxum gocrtyma:http://www.consultant.ru.
@enepanbublii 3akoH  Poccmiickoit @enepaunn ot 02.05.2006 Ne 59-®3 «O mnopsake
paccMoTpeHusi oOpamieHuil Tpaxman»// [DnektpoHusii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
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®denepanbubiii 3akoH ot 27 uronsg 2006 r. N 152-d3 "O mnepcoHanbHbIX AaHHBIX// [DIeKTPOHHBIN
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

®denepanpublit 3aK0H oT 01.10.2004 Ne 125-D3 «O06 apxuBHOM aene B Poccuiickoit denepanumy //
[DnexTponHsIit pecypc]. — M., 2019. — Peskum nocryma:http://www.consultant.ru.
®denepanpublii 3akoH 0T 29.07.2004.  No 98-®3  «O xomMmepueckoit TaitHe» // [DIEKTPOHHBIN
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.
Vka3 [Ipesunenra Poccuiickoit @enepamuu ot 0.03.1997 Ne 18 «O06 yTBepKICHUH TIEPEUHS CBEACHUI
KOH(HUIECHIIMATLHOTO  XapaKTepa» Il [Onekrponnsiii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.
Vka3 Ilpesugenra PD or 01.02.2005. Ne 110 «O mnpoBeneHuM arTecTallMd TOCYJApPCTBEHHBIX
rpaxaaHckux ciyxamux Poccuiickoit ®@enepanun». I[lomokeHue o MNpOBEACHUM aTTECTAllUU
TOCY/IapCTBEHHBIX TPaXAaHCKUX ciyxkammx P® // [DnekrponHsii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.
Vka3 Ilpesunenta PO or 01.02.2005. Ne 111 «O mnopsinke ciayv KBaTH(PUKAIMOHHOTO DK3aMeHa
rocy/IapCTBEHHBIMU IPaXTaHCKHUX ciayx)amux Poccuiickoii deaepanuu U OLlEHKE UX 3HAHUN, HABBIKOB
U yMeHui». // [DnekTpoHHbIi pecypc]. — M., 2019. — Pesxxum nocryna:http://www.consultant.ru.
Vka3 Ilpesunenta ot 01.02.2005. Ne 112 «O koHKypce Ha 3aMelleHHE BAaKAaHTHON JOKHOCTH
rOCy/IapCTBEHHOU Tpa)KTaHCKOW ciryk0b1 Poccuiickoii denepanumy» // [DnekTpoHHBINA pecypc]. — M.,
2019. — Pexxum gocryma:http://www.consultant.ru.
Vxa3 Ilpesunenrta PO ot 16.02.2005r. Ne 159 «O mpumepnoit ¢opme ciaykeOHOTO KOHTPAKTa O
MPOXOXKACHUH TOCYJApCTBEHHOM TIpaxaaHckon ciayxObl Poccuiickoit ®enepanuu M 3aMeleHUU
JOJHDKHOCTH TOCYAApCTBEHHOW Tpa)IaHCKoW cirykObl Poccuiickoit ®enepanum». // [DIEKTPOHHBIH
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.
Vka3 Ilpesunenta Poccuiickoit @eneparuu ot 30.05.2005. Ne 609 «O mnepcoHaNBHBIX JTaHHBIX
roCy/IapCTBEHHOI'O TpakIaHCKOro ciyskamiero Poccuiickoil ®exepanii U BEICHUU €r0 JHYHOTO
nena» /| [DnextponHsiit pecype]. — M., 2019. — Pesxum noctyna:http://www.consultant.ru.
Vka3 Ilpesunenta Poccuiickoit @enepanun ot 18.06.2005. Ne 813 «O mnopsnke U yCIOBUSAX
KOMaHIUpoBaHus (efepalbHBIX TOCYJApPCTBEHHBIX TPAKIAHCKUX chykamux» /[ [DJIeKTpOHHBIH
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.
[TocranoBnenue IlpaButensctBa Poccuiickoit ®enepaunu ot 16.04.2003. Ne 225 «O TpyAOBbIX
KHIDKKax» // [DnekTpoHHsbIi pecype]. — M., 2019. — Pexxum pocryna:http://www.consultant.ru.
Pacnopsixenue IlpaButensctBa P® ot 21.03.1994. No 358-3 «O06 obOecrniedeHHH COXPaHHOCTH
JOKYMEHTOB IO JIMYHOMY cocTaBy» // [OnexkTpoHHblii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.
Pacniopstxenue IlpaButensctBa PO ot 23.04.1992 Ne 781-p «OO0 ymiyylleHHM XpaHEHUS U
WCIIOJIb30BaHUS JIOKYMEHTOB IO JIMYHOMY COCTaBY»// [Dmextponusiii pecypc]. — M., 2019. —
Pesxxum noctyna:http://www.consultant.ru.
[IpaBuna BefeHus U XpaHEHUS TPYIOBBIX KHUXKEK. (yTB. [locranoBnenunem [IpaBurensctBa PO ot 16
anpenss 2003 1. Ne 225 /" [OnextponHmli pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.
WNHcTpykis 1o 3amoIHEHHIO TPYAOBBIX KHIDKEK (yTB. IlocraHoBnenmem MuHucTEepcTBa Tpyla U
coumanbHoro passutus Poccuiickoit ®eneparuu ot 10 okTa6ps 2003r.). 3apeructpupoBaHa
MunucrepctBoMm roctuiiuu Poccuiickoit @eneparuu 11 HosiOpst 2003 T. perucTpaiiioOHHBIA HOMEP
5219. bronnereHb HOPMATUBHBIX aKTOB (pe/lepalbHBIX OPraHOB UCTIONHUTENbHON BracTu. 2003. Ne 49,
Il [Dnextponnsiii pecypc]. — M., 2019. — Pexxum goctyma:http://www.consultant.ru.
®enepanpHblii 3akoH 0T 16.12.2019 No 439-03 «O BHeceHUM H3MEHEHHMH B TpynoBOil KoJEKC
Poccuiickoit ®eneparuu B uYacthd (QOPMUpPOBAHUS CBEICHWM O TPYAOBOW JEATEIHLHOCTH B
ANEKTPOHHOM BUJIE» [DneKTpOHHBII pecypc] /l
URL:http://publication.pravo.gov.ru/Document/View/0001201912160070 (mara oOpareHus
01.10.2020r.)

HcTouyHuKH (1ONMOJTHUTEIbHbIE)


http://www.consultant.ru/cabinet/stat/hr/2019-12-18/click/consultant/?dst=http%3A%2F%2Fpublication.pravo.gov.ru%2FDocument%2FView%2F0001201912160070%23utm_campaign%3Dhr%26utm_source%3Dconsultant%26utm_medium%3Demail%26utm_content%3Dbody&c=B6349A10D31EE36F3AC3B7D0048FEBB9F372A5A930F8FAA20CB6DC6E8C10331BA56C0C863256984852D13B9F2A6AA3F1C5D3B2E9ACD96B1210CA89215A39E764111FC52F01A5EDE5E442660B7ADB2A24AC30764C009ABE766DCAD146D10996A424A3D41AA7ACC7F8F7DDCDD756E556478115E7854262030D456F2561DD9A437881ADA5F01DE8B20E4DAD5CD19F88A05D4B9227E8B1467D707D461C0F584D6B107809977604FB311C22E16A79FFEC564F
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@enepanbubiii 3akoH PO ot 27.07.2006 Ne 149-®3 «O6 wunbopmanmu, HHPOPMALUOHHBIX
TEXHOJIOTHSX M 3amure wuHpopMamuw» // [DnektpoHHBIA pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

denepanbHblil 3aKk0H OT 26.12.1995. Ne 208-03 «O06 axkuumoHepHBIX 00mmecTBax» // [DneKTpOHHBIH
pecypc]. — M., 2019. — Pexxum nocrymna:http://www.consultant.ru.

Ob6mepoccuiickuii  kiaaccupukaTop mpodeccuit paboumx, JOKHOCTEH CIIyXaluX W TapUu(HBIX
paspsaoB OK 016-94. M.: Muntpyn Poccuu, 1995 // [Onekrponnsiii pecype]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

Oomiepoccuiickuii kiaccudpukatop uadopmaiuu o HaceneHun OK 018-95. // [DnexTponHsIit pecypc].
— M., 2019. — Pesxum mocrymna:http://www.consultant.ru.

Oomiepoccuiickuii knaccupukatop ympasieHdeckoit qokymentanuu OK 011-93. // [DnexkrpoHHbIi
pecypc]. — M., 2019. — Peskum mocryma:http://www.consultant.ru.

OO1epoccuiickuil KitacCU(pUKATOp CrenuaibHOCTel 1o o0pa3oBanuio // [DnekTpoHHBINH pecypc]. —
M., 2019. — Pexxum pocryma:http://www.consultant.ru.

[Mpuka3z PocapxuBa ot 23.12.2009 N 76 "OO0 yTBepkIeHUU METOAMUYECKUX PEKOMEHMAIMNA IO
pa3paboTKe WHCTPYKIIUIA 110 IEIONPOU3BOJACTBY B (helepaibHBIX OpraHax UCIOIHUTEIbHOM BiacTu" //
[DnexTponHsIit pecypc]. — M., 2019. — Peskum mocryma:http://www.consultant.ru.

YuudunupoBanusie (GopMbl MEPBUYHONW YUETHOM JOKYMEHTAIMH IO Y4YeTy TpyJa U €ro OIUIaThI,
yTBepkaeHHbIe [locranornennem ['ockomcrata P® ot 05.01.2004 Ne 1 // [DnekTpoHHEIH pecypc]. —
M., 2019. — Pexxum mocrtymna:http://www.consultant.ru.

KBanugukamoHHbIi CIIPaBOYHUK JOKHOCTEH PYKOBOAMTENEH, CIICUATMCTOB U IPYTHUX CIYXKAIIUX
Il [Dnextponnslit pecype]. — M., 2019. — Pexxum goctyma: [DaekTpoHHbIi pecype]. — M., 2019. —
Pexxum noctyna:http://www.consultant.ru.

MesxoTpacneBble yYKpyIMHEHHbIE HOPMATHBBI BPEMEHHM Ha PAaOOTHI MO KOMIUIEKTOBAHUIO M YUYeTy
kaapoB // [DnekTponHsIii pecypc]. — M., 2019. — Pexxum mocryma:http://www.consultant.ru.

[lepeueHpr THUMOBBIX YNPABICHUYECKUX AapXUBHBIX JOKYMEHTOB, OOpa3yMIIUXCS B Mpolecce
NESITeTbHOCTH TOCYAapPCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CAMOYIIPABICHHS M OpTaHU3AIHid, C
yKa3aHWeM CpOKOB XxpaHeHuss [/ [Dmextponnsiii pecypc]. — M., 2019. - Pexum
noctyna:http://www.consultant.ru.

IIpaBuna opraHu3alnyu XpaHEeHUs, KOMIUIEKTOBaHMS, y4€Ta U UCIIOJIb30BaHUs JOKYMEHTOB APXUBHOTO
¢onna Poccuiickoit denepanuu M JIpyrux apXUBHBIX JTOKYMEHTOB B OpraHax TIOCYJapCTBEHHOMN
BJIACTH, OpraHaXx MECTHOIO CaMOYIpAaBJICHHUS M OpraHu3alMsx, YTBEP)KICHHBIX MpPHUKa30M
MuskyneTypbl P® ot 31.03.2015 Ne 526 // [Onexrtponnsiii pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

[Ipuka3z PocapxuBa ot 20.12.2019 N 236 "OO ytBepkaeHuu IlepeuHsi TUIOBBIX YHpaBICHUYECKUX
apXMBHBIX JIOKYMEHTOB, OOpa3yIOLIMXCsS B IpOLECCEe JEATENbHOCTH T'OCYIAapCTBEHHBIX OPraHoB,
OpPraHOB MECTHOTO CaMOYTpaBJIICHUS W OpraHu3aluid, C YKa3aHHeM CpPOKOB WX XpaHeHus"
(3apeructpuposano B Munrocte Poccun 06.02.2020 N 57449) [Dnexkrponnsiit pecypc] / CripaBouHO-
MTOUCKOBAst cucreMa «KoncynbpTanT TUTIOC).
URL:http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW &n=345020&fld=134&dst=1
000000001,0&rnd=0.5989149124283691#09893595070554722 (nara obpamenus: 19.10.2020)
@enepanbHblil 3akoH 0T 24.04.2020 N 122-®3 "O npoBeneHUH DKCIEPUMEHTA IO MCIOJIb30BaHUIO
AJNIEKTPOHHBIX JOKYMEHTOB, CBSI3aHHBIX C paboroil"// WHTepHer-mopTan npaBoBod HHPOpMAIUU
http://www.consultant.ru/document/cons_doc LAW 351124/ (nata obpamienus: 19.10.2020)

[Ipukaz Muntpyna Poccun ot 14.05.2020 N 240n "OO ytBepxaenuu I[lomoxkeHus o mopsiake
MIPOBE/ICHUS] SKCIIEPUMEHTA 0 MCIOJIb30BAHUIO JIEKTPOHHBIX JOKYMEHTOB, CBSI3aHHBIX C paboTOi"
(BapeructpupoBano B Muntocte Poccun 17.06.2020 N 58674)// HutepHer-nopTays NpaBOBOH
uHpopmanuu https://www.garant.ru/products/ipo/prime/doc/74170714/, nata obpamenus 01.10.2020.


http://www.consultant.ru/
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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Jluteparypa (o0s13aTe/ibHAs)

Abynanze, J. I'. JlokymeHTallioOHHOE O0eCTieueHUe yIpaBICHHs EPCOHAIOM : YYEOHUK U MPAKTUKYM
Ui akagemudeckoro OakamaBpuata / JI. I'. A6ymanze, WM. b. Bempsokkuna, B. M. MacmoBa. —
Mocksa : U3narensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. Akanemuueckuit kypc). — ISBN 978-
5-534-00875-3. — Tekcr : oanekrponHeii //  DOBC  IOpaiit [caiir]. —  URL:
https://urait.ru/bcode/433411 (mara obpamenus: 30.11.2019).

beikoBa T.A. JloKyMEHTAalMOHHOE OOECIICYCHUE YIpaBJICHHS (IEIONPOU3BOJICTBO) [DIEKTPOHHBIM
pecype] : yae6noe mocodue / T. A. beikoBa, T. B. Ky3nenosa. - 2-e u3., nepepad. u gom. - Mocksa :
Hudpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL http://znanium.com/go.php?id=942800.
I'morosa C.A. [IpodeccnoHanbHbINA CTAHAAPT CHCIHAINCTA 10 YIPABICHUIO TIEPCOHATIOM B
NeSTeIbHOCTH KaJIpOBOH CITyKObI [ DnekTpoHHEIH pecypc] / ['moToBa Ceetnana AnekcanaposHa; C.

A. I'moToBa // YpaBneHue TOKyMEHTAIMEH: MPOIIIoe, HacTosIee, Oy ayiiee : Mmarepuaisl [11-ei
MesxyHap. Hay4.-TIpakT. KoH., mocsml. namsatu npod. T. B. Ky3nenosoii, Mocksa, PITY, 23-24
Mmapta 2017 r. / M-Bo obpa3oBanus u Hayku Poc. deneparuu, depep. roc. OF0HKET. YIPEIKI. BBICIIL.
obpazoBanus "Poc. roc. rymanuTapusiii yH-T", McT.-apX. HH-T, PaK. TOKyMEHTOBEACHUS U
TEXHOTPOHHBIX apx., Kad. mokymenroBeaenus. - Mocksa : Tepmuka.py, 2017. - C. 451-457. - Pexxum
noctyna : http://elib.lib.rsuh.ru/elib/000013004.

I'motoBa C.A. TenaeHMU pa3BUTHS KaJpOBOT0 AEIOMPOU3BOACTBA B paMKkax mporpammsl "Lludpoas
skoHoMuKa" [DnekTpoHHbIi pecypc| / [moroa Ceernana AsekcanapoBHa; Ceernana A. ['mortosa //
VYmpasienue n1okyMmeHTamMu B u(poBoii skoHoMuKke. - MockBa : PITY, 2019. - C. 98-103. - Pexum
noctyna : http://elib.lib.rsuh.ru/elib/000013245.

KanmpoBoe nenompousBonactBo. YueOnuk. / C.JI. Kysnemos, C.A. I'motoBa — M.: M3garenbcTBO
«TEPMHKAY, 2020. — 492 c.

KanpoBoe nenonpousBoactBo: Haunnaem ¢ nymns. Aynut ceoumu cuiamu / U.B. XKypasnera, M.B.
XKypasnesa. - 2-e uzna. - Mocksa : HUL] UHDPA-M, 2014. - 184 c.: 60x88 1/16 + ( om. mart.
znanium.com). - (TIpocto, kpatko, 6bicTpo). (0) ISBN 978-5-16-008986-7 - TekcT : 3JIEKTPOHHBIN. -
URL.: https://new.znanium.com/catalog/product/417566 (nara obpamienus: 30.11.2019)

[TaBnosckas, O. HO. IIpaBoBoe oOecrnieueHre KaJpoBOro JIEJIOMPOU3BOACTBA : yueOHOE MmocoOue s
By30B / O. IO. IlaBnosckas. — Mocksa : UznatenbctBo IOpaiir, 2019. — 213 c. — (Briciiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Tekct : anextponnsii / ObC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/445662 (mata oopamenus: 30.11.2019).

Jlureparypa (10noJHUTEIbHAs)

Kykapuna FO.M. CoBpemMeHHBIE OpraHM3allMOHHBIE W PETJIaMEHTHbIE TOKYMEHTHI: (YHKIMH U
pazHoBuaHocTH // Bectuk PITY. 2016. Ne2. [DnexTponnsiit pecypc]. — M., 2019. — Pexxum noctymna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik _daizi%202(4)-16.pdf.
Muxaitmmna .M. Yrpasnenue nepconanom, 3-e m3a. - Mocksa :Jlamkos u K, 2018. - 280 c.: ISBN
978-5-394-01749-0 - Tekcr : anexkrponnsiii. - URL: https://new.znanium.com/catalog/product/415303
(mara obpamenus: 30.11.2019)

6.2 IlepeueHnb pecypcoB HHGOPMALNHMOHHO-TEIeKOMMYHUKANIMOHHOU ceTn « AHTEpHETY.

Harnwonansnas siaekrponnas oudmuorexka (HOB) www.rusneb.ru
ELibrary.ru Hayunas snexrponnas 6udanoreka www.elibrary.ru
Onektponnas oudarorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR


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
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6.3 IIpodeccuonanbHbie 6a3bl JAHHBIX U HHPOPMALIMOHHO-CIIPABOYHbIE CHCTEMbI

Joctyn k npodeccroHanbHbIM 0a3am nanHbIx: hitps://liber.rsuh.ru/ru/bases

WHdopmanoHHbIE CIIPABOYHBIE CUCTEMBI:
1. Koncynbrant Ilmoc
2. Tapanr

7. MaTepuaJbHO-TeXHHYECKOoe o0ecnevyeHue TUCIHIIINHBI

Hns obecrnieueHus JUCIUILINHEI HCIIOJIB3YETCS MaTepUaIbHO-TEXHUYECKAs Oa3za
00pa3oBaTeNbHOIO YUPEIKICHUS: y4eOHbIE ayAUTOPUHU, OCHAIIEHHBIE KOMITBIOTEPOM M ITPOCKTOPOM
JUJIA I[GMOHCTpaI_H/II/I y‘IG6HBIX MaTCpI/IaJIOB.

CocTtaB nmporpaMMHOTO 00€CTICUCHHUS
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

8. Obecneuenne 006pa3oBaTEJHLHOTO MPOIECCA JISl JIUIl ¢ OTPAHUYEHHBIMH BO3MOKHOCTSIMH
310pPOBbSI M HHBAJIHN/I0B

B xozme peamm3zanuy JUCHMIUIMHBL MCIIOJNB3YHOTCS CIEAYIOIIUE JONOJIHUTEIbHBIE METOJBI
00y4YeHHs, TEKYyLIeT0 KOHTPOJS YCHEBAEMOCTH M TPOMEKYTOYHOW AaTTeCTalluu OO0yJaromuxcs B
3aBUCUMOCTH OT UX MHIUBUIYaJIbHBIX OCOOEHHOCTEMH:

® Ul CJENbIX W CIA0OBUIAIIMX: JIEKUUU O(QOPMIISIIOTCS B BHJE JIEKTPOHHOIO JIOKYMEHTA,
JOCTYITHOI'O € IOMOUIbI0 KOMIIBIOTEPA CO CHELHMATU3UPOBAHHBIM IPOrPaMMHBIM 00€CIIEUEHHEM;
[IACbMEHHBIE 3alaHHs BBIIOJHAIOTCS HAa KOMIIBIOTEPE CO CIEHUAIM3UPOBAHHBIM IIPOrPAMMHBIM
o0ecrie4eHneM MJIM MOTYT OBbITh 3aMEHEHBbl YCTHBIM OTBETOM; OO0ECIEeUMBAETCS WHIMBUAYaIbHOE
paBHOMepHOe ocBemieHue He MeHee 300 JtOKC; A BBIMOJHEHUS 3aJjaHus NMPH HEOOXOJUMOCTH
MIPEIOCTABIIAETCS YBEIMYMBAIOIIEE YCTPONCTBO; BO3MOXKHO TaK)K€ MHCIIOJIb30BAHHE COOCTBEHHBIX
YBEJIUYMBAIOUINX YCTPONCTB; MMCbMEHHBIE 3aJaHUs 0(OPMIIIOTCS YBEIMUYEHHBIM HIPU(PTOM; SK3aMEH
1 3a4€T NMPOBOJATCS B YCTHOM (pOpME UITH BBINOJIHAIOTCS B MUCbMEHHOM (JOpME Ha KOMITBIOTEPE.

o [UIsl TIyXUX U CiIa0OCHbIIAINX: JIEKIMH O(QOPMIISIOTCS B BHJIE 3JEKTPOHHOTO JOKYMEHTA,
aM00  MpenocTaBiseTCsl  3BYKOYCWIMBAMOLIAs — anmapaTypa HWHAMBUAYAJIBHOTO  MOJb30BAHUS;
MMCbMEHHBIE 3aJlaHUsl BBIMOJHIIOTCS Ha KOMIIbIOTEpE B MHUCbMEHHOW (opMe; dK3aMeH U 3a4yéT
MIPOBOJIATCS B MUCBMEHHOM (hopMe Ha KOMITbIOTEPE; BO3MOKHO IIPOBEACHUE B (POpME TECTUPOBAHMSL.

® /Ul JIMIl C HapyIIEHUSIMHU OMOPHO-JIBUTATENBHOIO ammapara: JIEKIUU Oo(GopMIISIIOTCS B BHJIE
JJIEKTPOHHOI'O JOKYMEHTa, JOCTYIIHOTO C IIOMOLIbIO KOMIIBIOTEPA CO CHELHUAIU3UPOBAHHBIM
MIPOrpaMMHBIM ~ O0Oecrie4eHHeM; MHCbMEHHbIE 3aJjaHusl BBIMOJHSIOTCS Ha KOMIIBIOTEPE €O
CMEeLMAIU3UPOBAHHBIM NPOTrPaMMHBIM OOecrieueHHeM; IK3aMeH U 3a4€T MPOBOJATCS B YCTHOH (hopme
WJIM BBITIOJIHAIOTCS B MUCbMEHHOU (hopMe Ha KOMIIBIOTEPE.

ITpu HEOOXOIUMOCTH MpeTyCMaTpUBACTCS YBETUUEHUE BPEMEHHU JJIsl TIOATOTOBKU OTBETA.

[Ipouenaypa npoBeneHUs MPOMEKYTOUHOM aTrTecTaluy i OOydaroluXCsl yCTaHaBIIMBAETCS C
yu€TOM MX MHAMBHUIYaJbHBIX NCUX0(pu3ndecknx ocodbeHHocteil. [IpomexyTounas arrectanus MOXeT
MIPOBOJUTHCS B HECKOJIBKO JTAIlOB.

IIpu mnpoBeseHUMH TPOLEAYPHl OLIEHUBAHMUA PE3YJIbTaTOB OOyuYeHHs IpelycMaTpUBaeTCs
HCIOJIb30BaHUE TEXHUYECKUX CPE/ICTB, HEOOXOAMMBIX B CBSI3M C MHIUBUIYaJIbHBIMU OCOOEHHOCTAMU
oOydJaroluxcs. OTH CpeAcTBa MOTYT OBITh MPEJOCTABICHBl YHUBEPCUTETOM, MIH MOTYT
HCIOJIb30BaThCsl COOCTBEHHBIE TEXHUUECKHUE CPEJICTBA.


https://liber.rsuh.ru/ru/bases
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[TpoBenenue mporeaypsl OIICHUBAHUS PE3YJIbTaTOB OOyUYEHHsI JOMYCKAETCS C HMCIOJIb30BaHUEM
JTUCTAHIIMOHHBIX 00Pa30BaTEeIbHBIX TEXHOJIOTUH.

ObGecneunBaeTcss JOCTYNl K HMHPOPMAIMOHHBIM M OuOInorpaduueckuMm pecypcam B CETH
WNuTepHeT U1 Kaxaoro odydaromerocs B Gopmax, aAanTUPOBAHHBIX K OTPAHUYCHUSM HX 3JI0POBbS H
BOCIIPHUATHS HHPOPMALIUH:

® Uil CICNBIX W CIA0OBUISIIUX: B TEYaTHOM (opMe yBeIW4YeHHBIM MpupToM, B (Hopme
AJIEKTPOHHOTO JIOKYMEHTa, B (hopMme ayanodaiina.

® JIUIs TIIYXUX U CJIA0OCIBIIIAIINX: B Ie4aTHOU opMe, B GOpME AIEKTPOHHOTO JOKYMEHTA.

® U151 OOYYAIOIINXCSl C HAPYIICHUSIMU OMOPHO-/IBUTATEIbHOTO armapara: B Ie4aTHoil gopme, B
(hopMe AIIEKTPOHHOTO JOKYMEHTa, B popme ayanodaiina.

VY4ueOHblEe ayTUTOPHM JJIS BCEX BHJOB KOHTAKTHOM M CaMOCTOSTEIbHON paldOoThl, Hay4yHas
OubnnoTeka M HHBbIE IMOMELIEHMs Ui OOY4YEeHHs OCHAILEHbl CIEUUAIbHBIM O0OpYJOBaHUEM U
y4eOHBIMH MECTaMU C TEXHUYECKUMU CPEACTBAMHU O0YUCHUS:

® JUIsl CJICTIBIX M CIA0OBHIALIMX: YCTPOHCTBOM JJIsi CKAHMPOBAHUS W YTEHUsS ¢ kamepoir SARA
CE; nucruteem Bpaitns PAC Mate 20; npuntepom Bpaiins EmBraille ViewPlus;

e Ui TIYyXUX M cjaabociplaluX: AaBTOMAaTHU3MPOBAaHHBIM pabouyMM MecTOM Ul JroAed ¢
HapyIIEHHEM CIIyXa ¥ cIa0O0CTBIIIANINX; aKyCTUIECKUN YCUITUTENb U KOJIOHKH;

e i1 OOyYArOIIMXCS C HApPyMICHUSMH OIOPHO-IBUTATEILHOTO armapaTa: IepeIBUKHBIMH,
peryaupyeMbIMu 3proHomudeckumu napramu CH-1; KoMIbrOTEpHON TEXHUKOM €O CrHelHaibHBIM
IPOTPaMMHBIM 00ECTICYECHHEM.

9. MeToauuecKkue MaTepuaJibl

9.1 IlnaHbl ceMUHAPCKHUX 3aHSITHI

TEMAL. 3AKOHOJIATEJIbHAS PETJIAMEHTAIIA JIOKYMEHTHUPOBAHU S KAJIPOBOI
JEATEJIBHOCTU B P®

3AJTAHUA.

1. Tlpoananusupyiite TpynoBoit kogekc Poccuiickoit ®enepanuu u onpenenure TpeOOBaHUSA K
cocTaBy 1 0()OpPMIICHHUIO JOKYMEHTOB, PETJIaMEHTUPYIOIIUX TPYI0BbIE OTHOIIEHHUS.

2. Ilpoananusupyiite TpynoBoit konekc Poccuiickoit denepanuu U onpenenute TpeOOBaHUS K
(GyHKIUSAM KaJIpOBOH CITyKOBI.

YKA3AHVS 10 BBIITOJIHEHUIO 3AJTAHUI

1. Uzyuute TpynoBoi KOJEKC U BBIACHUTE, KAKUMHM JOKYMEHTaMHU MPETyCMOTPEHO O(hopMIiIeHHE
Iprema, epeBo/ia, YBOJIbHEHNS, KOMaHIUPOBAHNUS, JTUCIIUINIMHAPHOTO B3bICKaHUS U MPEAOCTaBICHUS
ornycka paboTHukaM. CoCTaB JIOKYMEHTOB (UKCHpYETCsl MO KaXKAOH OTIEeNbHOW MpoLeaype.
OOpaTtuTe BHUMaHKHE Ha CPOKU MOJITOTOBKU JOKYMEHTOB, YCTAHOBJIEHHbBIE 3aKOHO1aTENbHO.
Pe3ynbTaThl 331aHUsI MOT'YT OBITh NPE/ICTaBIEHBI B BUE TaOIHIIbBL:

IIpouenypa Buapbi Homep Cpoxkmn, Conep:xanue,
AOKYMEHTOB CTAThHU CBSI3aHHbIE € odopmiieHue
JOKYMEHTOM

[Tpuem Ha paboty

[TepeBon

[Ipenocrasienne
OTIIyCKa

[Toompenue

I[I/ICL[I/IHJ'II/IHapHOe
B3bICKaAHHC

KOMaH,Z[HpOBaHI/IC
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2. Wzyunrte TpynoBoil Komekc U OIpenenuTe OO0S3aHHOCTH paboToiarenist MO OTHOLICHHIO K
pabOTHHKY, KOTOpBIE YCTaHOBJIEHBI B Kosiekce npu BOSHUKHOBEHMM TPYAOBBIX OTHOIIeHUH. Ha 3Toif
OCHOBE COCTaBbTE MEPEUYCHb (DYHKIIHIA, BBITOIHAEMBIX KaJIpOBON CITy>KOOH.

KOHTPOJIBHBIE BOITPOCHI.

1. TlepedncnuTh OCHOBHBIC BHJbI TJOKYMEHTOB, HCIIOJIB3YEMbIE JIJIS JIOKYMEHTHPOBAHUS TPYIOBBIX
OTHOIICHUH, YCTAHOBJICHHBIX B TPYJI0BOM 3aKOHOIATEIILCTBE.

2. HazoBute THMNOBBIC (DYHKIIMU KAIPOBOW CITY>KOBI.

NCTOYHUKN

TpynoBoit kogekc Poccuiickoit ®@enepauuu ot 30.12.2001 Ne 197-@3. Ilpunar I'ocyaapcTBeHHOM
Hywmoii 21 nexabps 2001r. (B pen. ot 29.12.2010) // [DnexTponnsiii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

JIMTEPATYPA

AlGynamze, [I. I'. JlokymeHTannoHHOE oOecreyeHne yIpaBleHUS MEPCOHAIOM : Y4eOHUK U
NPaKTUKyM Ui akajgemudeckoro OakamaBpuara / JI. I'. AOymamze, W. b. Bempsokkuna, B. M.
MacnoBa. — Mocksa : UznatenbctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AkageMHuecKuil Kypc).
— ISBN 978-5-534-00875-3. — Tekct : oanekrtponnsii // OBC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 (mara obpamienus: 30.11.2019).
KanpoBoe nemonpoussoactBo: Haunnaem ¢ mHymns. Aynut cBoumu cunamu / M.B. Xypasnesa, M.B.
XKypasneBa. - 2-e u3n. - Mocksa : HUL[ UHOPA-M, 2014. - 184 c.: 60x88 1/16 + ( Hdom. mar.
znanium.com). - (ITpocto, kpatko, O6bicTpO). (0) ISBN 978-5-16-008986-7 - TeKCT : 3JIEKTPOHHBIM. -
URL.: https://new.znanium.com/catalog/product/417566 (nara obpamienns: 30.11.2019)
[TaBnosckas, O. 0. IIpaBoBoe oOecnieueHne KaJapOBOTO JICTONPOU3BOJICTBA | YU4eOHOE MOcoOue s
By30B / O. IO. IlaBnoBckas. — MockBa : UsnatensctBo FOpaiir, 2019. — 213 c. — (Bniciiee
obpaszoBanue). — ISBN 978-5-534-11565-9. — Tekct : anexrponnsiii / ObC FOpaiir [caiir]. — URL:
https://urait.ru/bcode/445662 (nata obpammenus: 30.11.2019).

TEMA 2. PABPABOTKA OPI'AHU3AITMOHHBIX JOKYMEHTOB B KAJIPOBOU CJIYKBE
3AJIAHUA
1. TIpoananusupyiite opranu3zamuio padboTsl ¢ kagpamu B 3A0 “Beimnen”.
2. Pazpa0oraiite [Tonoxxenue 06 ornene kaapos 3A0 “Beivmen”
3. PazpabotaiiTe TOMKHOCTHYIO HHCTPYKITUIO JIJIsl OTHOTO U3 COTPYAHUKOB KaJApPOBOH CITYKOBI

YKA3AHUA 110 BBIIIOJIHEHUIO 3ATAHUA

1. Tlpoananu3upyiite KOMIUIEKC JOKyMeHTOB 3AO “Beimmen”, BbISBIISSL €ro CTPYKTYypy,
YUCJICHHOCTb, HAINpaBJieHHUs JesaTeabHOCTH OOIecTBa U OCOOEHHOCTHM OpTraHM3allid  KaJpOBOH
paloThI.

2. Ha ocHoBe KBaM(HUKAIIMOHHOW XapaKTEPUCTUKH PYKOBOJIUTENS KaapoBoul ciyxOb, YCOP,
TpynoBoro kojekca u TpeOOBaHUI MHBIX HOPMATHUBHBIX U METOAMYECKUX JIOKYMEHTOB pa3paboTaiite
u opopmure npoekt [lonoxenust 06 otaene kaapos 3A0 “Bremmnen”.

3. Ha ocHOBe KBaIM(UKAIMOHHBIX XapaKTEePUCTUK paOOTHUKOB KaJpoBoi ciuyx0Ob, YCOP/]
pa3paboTaiiTe HpPOEKT IOJKHOCTHOM HWHCTPYKUMHU OJHOTO W3 COTPYIHUKOB oTAena kaapoB 3A0
“BpiMmien” 1 0pOpMHUTE €ro B COOTBETCTBUU C YCTAHOBICHHBIMHU TPeOOBaHUSAMHU.

KOHTPOJIBHBIE BOITPOCHI
1. Tlepeuncnute 3ama4u ¥ PYHKIIUN KaIPOBOU CITY>KOBI.
2. Kakue JOKyMEHTHI perJaMeHTUPYIOT paboTy ¢ MEpPCOHAIOM OpTraHUu3au?
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3. Ha ocHOBe, Kakumx JOKYMEHTOB pa3pabaThIBAIOTCA IIOJOKEHHE O KaJApOBOH CIyk0e u
AOJDKHOCTHBIC HHCTPYKIIUU €€ COTPYZ[HI/IKOB?

4. KaxoBa CTPYKTypa TEKCTOB MOJIOKEHHS O KaJIPOBOM CITy)KOE W JIOJDKHOCTHON MHCTPYKITUH?

5. Korna nmonoxxenue o KaJapoBoi ciyxk0e mnpuoOperaer ropunuueckyro cuny? Korma ono tpedyer
nepepaboTku?

6. Ilepeuncnure obmue TpeGOBaHMS K O(OPMIICHHIO OPTraHU3alMOHHBIX JTOKYMEHTOB.

NCTOUYHUKU

TpynoBoii konekc Poccuiickoit @enepanuu ot 30.12.2001 Ne 197-®3. Ilpunsar 'ocynapcTBeHHOM
Hymoit 21 nekabps 2001r. (B pen. ot 29.12.2010) // [Dnexrponnsiii pecype]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

YHaudunupoBanHas cucreMa OpraHu3alMOHHO-PACIOPAIUTEIbHON JIOKyMEHTAIUH.
YuudunupoBanabie GOPMbI, HHCTPYKIIMA ¥ METOJAMYECKUE MAaTePUAJIbI TIO WX NMPUMEHEeHHI0. M.1982
Il 1l [Dnextponnsiit pecypc]. — M., 2019. — Pexum goctyna:http://www.consultant.ru.
KBanuduxayoHHelii cripaBOYHUK JOJKHOCTEH PYKOBOAUTENEH, CHEUUANIMCTOB U ClyXamux. M.,
2002/1 Il [ 9nexTpounnslii pecypc]. — M., 2019. — Pexxum poctyma:http://www.consultant.ru.

JINTEPATYPA

I'moroBa C.A. IIpodeccuoHanbHblil CcTaHAAPT CHEMUANNCTA IO YIPABICHUIO TIEPCOHAIOM B
JESATEIILHOCTH KaJPOBOM CIYKOBI [DnekTpoHHBI pecypc| / I'moroBa CBerinana AnekcanaposHa; C.
A.T'noroBa // YmpaBieHue AOKYMEHTAIMeW: MpoIUIoe, HacTosiiee, Oyaymee : marepuansl [II-eit
MexnyHap. Hayd.-TipakT. KoH(., mocesml. namsata npod. T. B. Ky3nenosoii, Mocksa, PITY, 23-24
mapta 2017 r. / M-Bo oOpa3oBanus u Hayku Poc. @eneparuu, denep. roc. OFOHKET. YUPEKI. BBICIIL.
obpazoBanust "Poc. roc. rymaHutapueii yH-T', Hcr.-apx. uH-T, Dak. JTOKyMEHTOBEICHHS U
TEXHOTPOHHBIX apX., Kad. nokymentoBenenus. - Mocksa : Tepmuka.py, 2017. - C. 451-457. - Pexum
noctymna : http://elib.lib.rsuh.ru/elib/000013004.

Kykapuna FO.M. CoBpemeHHBbIE OpraHM3allMIOHHBIE U PErJIaMEHTHbIE MOKYMEHTHI: (YHKIUH U
pasHoBugHocTH // Becthuk PITY. 2016. Ne2. [Dnextponnsiii pecypc]. — M., 2019. — Pexxum poctyna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik _daizi%202(4)-16.pdf.
[TaBnoBckas, O. 0. [IpaBoBoe obecneyeHne KaJapoBOTO JIETOMPOU3BOJICTBA : YUeOHOE MocoOue ist
By30B / O. lO. IlaBnosckas. — MockBa : UsnatensctBo FOpaiit, 2019. — 213 c. — (Bniciee
obpaszoBanue). — ISBN 978-5-534-11565-9. — Tekct : anexrponnsiii / ObC IOpaiir [caiit]. — URL:
https://urait.ru/bcode/445662 (nata obpamenus: 30.11.2019).

TEMBI 3-7. JOKYMEHTUPOBAHUME KA/IPOBOM JEATEJABHOCTH

3AJJAHUA:

1. N3yunTe 3aKOHOAATENBbHBIE TPEOOBAHHUS K COJEPKAHHUIO M O(QOPMIICHHIO TPYIOBOTO JOTOBOpA.
[ToaroToBbTE MPOEKTHI TOKYMEHTOB IO MPHEMY Ha paboTy.

2. [ToAroToBBTE MPOCKTHI JOKYMEHTOB 10 TIEPEBOIY HA JPYTYIO padoTy.

3.IToarotoBbTe MPOEKTHl JOKYMEHTOB O TPEIOCTaBICHHH OTIyCKa, MPOEKTHl JOKYMEHTOB O
KOMaHJAUPOBAaHUH paOOTHUKA

4.IloaroToBbT€ MPOEKTHI JOKYMEHTOB O TMOOIIPEHUH PAOOTHHUKA W  MPOEKTHl JOKYMEHTOB O
BBIHCCCHUHN JUCHUIIIIMHAPHOTO B3bICKAHUA.

5.IToAroToBETE MPOEKTHI JOKYMEHTOB 00 M3MEHEHHH (aMIIIUK PAaOOTHUKA U MPOCKTHI IOKYMEHTOB O
pacTOpKEHUHU TPYIOBOTO JIOTOBOPA.

YKA3AHWS 1O BBITTOJIHEHUIO 3AJTAHUI

1. Ha ocHoBe MarepuajoB JA€JIOBOM HUIPhl (CHpaBOYHBIE JaHHBIE O PaOOTHUKE) M TpeOOBaHUM
TpynoBoro kojekca MOArOTOBUTH TPYAOBOM OTOBOpP ¢ pabOTHUKOM, OQOPMHUTE MpHUKaA3 O MpHEMeE
paboTHHKAa Ha paboOTy (CTYAEHTHI MOTYT COCTaBUTh INpHUKA3 MO OOLIMM MpaBuWiaM O(OPMIICHHUS
MPUKa30B WM BOCIOJIb30BAaThCS yHU(DUIMPOBaHHOW (opmoit T-1). 3amonuute JIMuHYyI0 KapTOYKy


http://www.consultant.ru/
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pabotnuka (popmy T-2.) Onpenenutsb coCcTaB JOKyMEHTOB, UCIIOJIB3YEMBIX M CO3JaHHBIX MPU MPUEME
Ha paboTy, KOTOpbie GOPMHUPYIOTCS B JIMYHOE JIEJI0 pabOTHHKA.

2. MHcrnonb3yss marepuanbl AENOBOW Wrpbl (CHpaBOYHbIE JaHHBbIE O PaOOTHHUKE) U YUHUTHIBas
TpeboBanuss TpymoBoro kozekca o¢GOpMHTb IepeBoa paboTHHKA (IO €ro WHUIMATUBE U TI0
WHUIMATUBE PYKOBOJUTENS CTPYKTYPHOTO TMOJApA3JelIeHUs) Ha Jpyrylo paboTy B TOH ke
opranuzanuu. CocTaBUTh 3asBJICHUE, MIPEICTABICHNUE, YBEIOMIICHHE U O(OPMHUTH IPUKA3 O TIEPEBOJE
paboTHUKa Ha JIpyryro padoTy (rmo oOmuM mpaBuiaM opOpMIICHHS MPUKA30B WM BOCIOIb30BATHCS
yau¢unupoBannoii popmoii T-5). BHectn nanubie B JluyHyro kaptouky pabortHuka (dpopmy T-2.)
Onpenenutb COCTaB TOKyMEHTOB, HCIOJIb3YyEMbIX M CO3JaHHBIX IPU MEPEeBOJE Ha JIpYyryro paboTy,
KOTOpBbIE (POPMHUPYIOTCS B TMUHOE AETO PAOOTHUKA.

3. Hcxoms wm3 MarepuanoB J€JOBOM HWrphl (CHpaBOYHBIE JaHHBIE O pPAOOTHHKE) , O(OPMHUTH
€XKETOAHBIM OuYepeHON OIUIaYMBAEMBIM OTIYCK U OTHYCK 0€3 CcOoXpaHeHUs 3apa0O0THOM IUIATHI.
CoctaButh rpaduk OTHYCKOB, 0OPMUTH MPHUKA3 O MPEJOCTABICHUHU OTIycKa (IO OOIIMM IpaBUiIaM
oopmIIeHHsT TTPUKA30B MJIM BOCIIOJIL30BAaThCS YHH(UIMpoBaHHO# (Gopmoii T-6) . BHectn naHHbIC B
JInunyro KapTouky padotauka (hopmy T-2.).

Hcnonb3yss mMatepuaiibl JEJI0BOM UTPHI (CIIPABOYHBIC JaHHBIE O Pa0OTHUKE) MOJATOTOBUTH MPHKA3 O
HaMpaBJICHUH pPaOOTHUKA B KOMAHIUPOBKY (M0 oOImKMM mpaBuiaM OGOPMIICHHUS IPUKA30B WIIH
BOCITOJIb30BaThCs YHUPHIIUPOBaHHOU opmoii T-9).

4. Vcnonb3ys MaTepuaibl 1€JI0BOM UrpPHI (CIpPaBOYHbBIE JaHHBIE O pabOTHHKE), O(OPMUTH MPUKA3 O
MOOUIPEHNN paboTHUKA (10 O0OMM MpaBuwiIaM OG(OPMIIEHUS TPUKA30B WM BOCIOJIb30BATHCS
yaubunupoBantoi dopmoii T-9). Buectn maHHbie 0 MmooipeHHH B JIMUHYIO KapTOYKy pabOTHHKA
(popmy T-2.). OmpenenuTb COCTaB JOKYMEHTOB, HCIIONB3YEMBIX MPH OGOPMIICHHH IOOIIPEHUS,
KOTOpbIe (POPMHUPYIOTCS B IMYHOE AENI0 pabOTHUKA.

Ha ocHoBanuu maTepuanoB AeT0BOW TPl COCTABUTh OOBSICHUTEIBHYIO 3aMUCKY O JTUCHUIUIMHAPHOM
MPOCTYNKE, MOKJIAIHYIO 3allMCKy O HapyLICHUW TPYAOBOM IUCHUUIUIMHBI, MPUKA3 O HAJ0KCHUU
JUCLMIUIMHAPHOTO B3bICKAHUS.

5. Hcnonb3ys wmarepuanbl JeJOBOW WIrpbl (CIpaBOYHBIE JaHHbIE O pPa0OTHUKE) OQPOPMHUTH
MpeKpalieHue TPyAOBOTO J0rOBOpa 10 MHUIMATHBE PaOOTHHKA, O WHHUIMATHBE paboTomaTels, 1o
0OCTOSITENILCTBAM, HE 3aBUCSIIUM OT BOJM CTOpOH. OmNpenenuTbh COCTaB JOKYMEHTOB, KOTOPBIMHU
oopmisiercst kaxkaast curyarus. OpOpMHTE MPHUKa3 O MPEKPALICHUN IEHCTBUS TPYIOBOTO JOrOBOpa
(mo obmuM npaBwiaM oOpMIIEHUsI PUKA30B WM BOCIONB30BaThcsa yHU(DUIIMpOBaHHON Gopmoit T-
8). Buectn manHble 00 yBOonmpHeHHMH B JIMuHyr0 KapTouky pabotHuka (popmy T-2.). Ompenenutsb
COCTaB JIOKYMEHTOB, MHCIOJb3yeMbIX IpH O(OPMIIEHUH YBOJIbHEHHs, KOTOpble (HOPMHUPYIOTCS B
JUYHOE JIe]I0 pabOTHHUKA.

CocrtaBbTe MPOEKT MpHKa3a 00 N3MEHEHUH (haMUIINH, IPUBETUTE BO3ZMOKHBIE OCHOBAHUS JJIS1 U3/1aHUS
TaKOTO MPHKa3a.

KOHTPOJIBHBIE BOITPOCHI:

1. Brigenure oCHOBHBIE JOKYMEHTHPYEMBIE 3a/1a4 KaJpPOBOU NEATEIbHOCTH.

2. OxapakTepusyiiTe CTPyKTypy TeKCTa TpPYyAOBOIO JIOTOBOpa, IEPEUUCIUTE CYLIECTBEHHBIE
TMI0JIOXKEHUS TPYJOBOIO JJOrOBOPA.

3. SBnstorcs MM yHUGPHUIMPOBAHHBIE POPMBI 00sI3aTEILHBIMU ?

4, Ha ocHoBe TpeOOBaHWI K TPYIOBOMY JOTOBOPY, ONPEACITUTh TOPAIOK OQopMIeHUs
JIOTIOJTHUTEIBHOTO COTTIaleHus (M3MEHEHHUs K TPYIOBOMY JIOTOBODY).

5. Kakumu TpeGoBaHMSIMU TOJDKHA PYKOBOJCTBYETCS KaJpoBas Ciyk0a mpu ohOpMIICHUH TTPUKA30B
B TEKCTOBOM (hopme?
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NCTOYHUKU

Tpynosoit kogekc Poccuiickoit @enepaunu. [punsat ['ocynapcteennoit ymoit 21 nexabps 2001r.
. (cu3m. u gon.) // [DaekTponnslii pecypc]. — M., 2019. — Pesxxum pocryma:http://www.consultant.ru.
YuudunupoBanueie (GOpMbI TIEPBUYHOW YUYETHOH JOKYMEHTAlMU IO y4YeTy TPyJa U €ro OIJIaTHl.
Y.1. M.,2004// // [Dnekrpounsiii pecypc]. — M., 2019. — Pexxum goctyma:http://www.consultant.ru.

Oo6mepoccuiickuii kmaccudukarop mpodeccuit pabounx, TOMKHOCTEH CIyKaluX U TapuPHBIX
paspsaoB OK 016-94. M.: Muntpyna Poccun, 1995. //// [Dnexrponnsiii pecype]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

O6mepoccutickuii kinaccudukarop uHbopmanuu o Hacenrennn OK 018-95. M.: Muntpya Poccun,
1996 //I/ [Dnexkrponnslii pecypc]. — M., 2019. — Pexxum noctymna:http://www.consultant.ru.

O6mepoccuiickuii kiaccudukarop ynpasiaeHdeckoi qokymentanuu OK 011-93. M. : I'occtanmapt
Poccun, 1994 // [Dnextponnsiit pecypc]. — M., 2019. — Pesxum nocryma:http://www.consultant.ru.

Ob6mepoccuiickuii  kiaccuukarop crenuaibHocTeld 1o obpazoanuio OK 009-93. M.
l'occranmapr  Poccum, 1995 ////  [Dnextponsbiii  pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

JIMTEPATYPA

Aobymnanze, /1. I'. JlokyMeHTallMOHHOE 00ECIIEYeHUE YITPABICHUS TICPCOHAIIOM : YUECOHUK M MPAKTHKYM
I akajgemudeckoro OakamaBpuata / JI. I'. A6ymanze, U. b. Bempsbkkuaa, B. M. MacioBa. —
Mockga : U3natensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. Akagemuueckuit kypc). — ISBN 978-
5-534-00875-3. — Tekcer : oanekrponHeid //  OBC  IOpair [caiir]. —  URL:
https://urait.ru/bcode/433411 (mara obpamienus: 30.11.2019).

KanpoBoe nemonpouspoactBo: Haunnaem ¢ mymns. Aymut cBoumu cuinamu / U.B. XKypasiea, M.B.
XKypasneBa. - 2-e u3n. - Mocksa : HUL[ UHOPA-M, 2014. - 184 c.: 60x88 1/16 + ( Hdom. mart.
znanium.com). - (ITpocto, kpatko, O6bICcTpO). (0) ISBN 978-5-16-008986-7 - TeKCT : 3JIEKTPOHHBIM. -
URL.: https://new.znanium.com/catalog/product/417566 (nata obparenus: 30.11.2019)

Tema 8. TPYIOBAS KHNXKKA

3AJJAHUA
1. IIpoananusuposars Tpynosoii kogexkc PO, [IpaBuna BeneHus U XpaHEHUS TPYAOBBIX KHUXKEK,
MHCTPYKIHIO 10 3aII0JIHEHHUIO TPYAOBOW KHIKKHM. BBIACHUTH IpaBHIIa 3aBEJICHUS U TIOPSAIOK BEJICHUS
TPYIOBBIX KHUXKEK.

2. 3anoiMHUTh OJIaHK TPYJIOBOW KHMYKKU CBEJCHUSIMH O paboTe M YBOJIbLHEHHUU.

3. [Tpoananu3upoBaTh MpPEUIOKEHHBIE KOMUU TPYJOBBIX KHHKEK, OOBSCHUTH OIIMOKH B
0(OpMJIEHUHU U BEJICHUHU.

4. 3aperucTpupoBaTh OQPOPMIICHHYIO TPYIOBYIO KHUXKKY.

YKA3AHU 10 BBITIOJIHEHUIO 3AJIAHUI

1. N3yunte  TpynoBoi koxexc P®, IlpaBuiia BeneHHMsT M XpAaHEHHWS TPYIAOBBIX KHUXKEK,
MHCTPYKLHUIO II0 3aII0JTHEHUIO TPYIOBBIX KHUKEK .
Y CTaHOBHTB:

-3aKOHO/IaTeJIbHBIE W HOPMATHBHBIE IIOJIOKEHHSI O CTaTyce TPYAOBOM KHIKKE, TOpsIKE ee
oopMIIeHUS U BEICHUS,

- HOpMaTHUBHbIE TPeOOBaHUS O AyOIUKATE TPYAOBOM KHUKKH;

- HOpPMAaTUuBHBIC Tpe6OBaHI/I$I O BKJIaIBIIIC K pr,lIOBOﬁ KHHXKKE.
2. Hcnonp3ys TNpeAnoXeHHble MaTepuajbl JIeOBOW WIPsl M MaTepuanbl 3aHATHH O
JOKYMCHTHPOBAHUU IIpUEMA, IIEPEBOAA, YBOJIbHCHUA BHECTU COOTBCTCTBYIOUIUE 3allMCH B TPYAOBYIO
KHUXKKY.
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3. W3yunth mpenioxkeHHbIe KOMUU TPYHOBBIX KHUXKEK, BBIIBUTH OHMIMOKM B O(OpPMIIEHUH U
UCTIPABJICHUAX HA TUTYJIHHOM JIUCTE, B pazaene «CBeaeHus o paboTe».

KOHTPOJIBHBIE BOITPOCHI

1. B kakoii cpok JomKHA ObITh 3aBeZieHa TPYJOBasi KHIKKA MPH MOCTYIJICHUH pabOTHHKA Ha padoTy
BIIEpBBIE?

2. B xakux cimyyasix KaJapoBas ciay>k0a HMeeT MpaBo BbIIATh AyOJIUKAT TPYIAOBON KHUKKU?

3.B kakoii cpok mocie yBoJbHEHHUS PaOOTHUKY BBIIACTCS TPYAOBask KHUKKa?

4. Kak odopmisieTcs BbI1aua BKJIAJIbIINIA K TPYJIOBOM KHUXKKE?

5. Kakoe cTpyKkTypHOE moapa3iefieHiHe OpraHu3alui XpaHUT OJIaHKU TPYIOBBIX KHIKEK M BKJIAJIbIIICH
K HUM?

6.Kak ncnpaButh ommoOKu, 0OHapyKEHHBIE HA TUTYJIHHOM JIUCTE TPYIOBONH KHMKKH?

7.Kak ucnpaButh ommOKu, oOOHapyKEHHbIE B 3aMI0JTHEHUH pazena «CBeneHus o padbore»?

NCTOUYHUKU

Tpynosoii konekc Poccuiickoii @enepaunu. [Ipunst rocynapcrsennoit Jymoit 21 nexadps 2001r.
Il [DnexTponnslii pecypc]. — M., 2019. — Pexxum noctymna:http://www.consultant.ru.

[IpaBuia BeneHus u xpaHeHus TpyAoBbiX KHIDKEK. (yTB.IlocTanoBnenuem IlpaBurtensctBa PO ot
16 ampens 2003 1. Ne 225 /" [DnexTpoHHblii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.
WNucTpykuusa 1o 3amoiHeHUI0 TPyAoBbIX KHIDKEK (yTB. IloctaHoBnenmem MuHucTepcTBa Tpyaa U
cornmanbHoro pasButus Poccuiickoir @eneparm ot 10 oktsabps 2003r.). 3apermcrpupoBana
MunuctepctBoM toctuniuu Poccuiickoit ®enepaunu 11 Hoa6ps 2003 1. No 5219. // [DnekTpoHHBII
pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

JIMTEPATYPA

I'moroBa C.A. TeHmeHIMM pa3BUTHS KaJpOBOTO JEIONPOHM3BOJICTBA B paMKax IMPOTPaMMBI
"Hudposas sxonommka" [Dnekrponnsiit pecypc| /I'moroBa CBernana AsekcanapoBHa; CBeriaHa
A.T'noroBa // YnpaBrneHue TOKyMeHTaMU B UPpoBoil skoHOMUKe. - Mocksa : PITVY, 2019. - C. 98-
103. - Pexxum nocrymna : http://elib.lib.rsuh.ru/elib/000013245.
Kanposoe nenonpounsBoacto: Haunnaem ¢ nyns. Ayaut ceoumu cuiamu / U.B. XKypasnesa, M.B.
XKypasnesa. - 2-e uza. - Mocksa : HUL] UH®PA-M, 2014. - 184 c.: 60x88 1/16 + ( [om. mart.
znanium.com). - (ITpocto, kpatko, O6bIcTpO). (0) ISBN 978-5-16-008986-7 - TeKCT : 3JIEKTPOHHBIN. -
URL.: https://new.znanium.com/catalog/product/417566 (xara o6parenus: 30.11.2019)
[TaBnoBckas, O. 0. IIpaBoBoe obecrneueHue KaapoBOTO JEIOMPOU3BOACTBA : YueOHOE mocodue s
By30B / O. IO. IlaBnoBckas. — MockBa : UsnatenbctBo FOpaiir, 2019. — 213 c. — (Bsiciee
obpaszoBanue). — ISBN 978-5-534-11565-9. — Tekct : anexrponnsiii / ObC IOpaiir [caiir]. — URL:
https://urait.ru/bcode/445662 (nata obpamenus: 30.11.2019).
Tema 9. CACTEMATHU3AIINAA JOKYMEHTOB KAJIPOBOM CJIYKBBI.

3ATIAHUS

1. TlpoananuzupyiiTe HOMEHKIATYpy Jied KaapoBoi ciyxk0bl 3A0 “Beimnen”.

2. CocTaBbT€ MNPOEKT HOMEHKJIATyphl Jnen othena kaapoB 3A0 “BeimMmen” Ha crienyromui
KaJIeHJAapHBII TO/I.

3. IIpoananusupyiite TpeOOBaHHWE 3aKOHOAATENBbHBIX M HOPMATHUBHBIX JIOKYMEHTOB K COCTaBY
JOKYMEHTOB JINYHOTO JIeNa.

4. Codopmupyiite nuuHoe aeno corpyaHuka 3A0 “BeiMien” ¥ coCTaBbT€ BHYTPEHHIOIO OIUCH
JIOKYMEHTOB JINYHOTO JIeNa.

YKA3AHWS 1O BBITTOJIHEHUIO 3AJIAHUI
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1. C yuerom TpeGOBaHMII HOPMATHUBHBIX JIOKYMEHTOB IMpOaHAIM3UPYWTE HOMEHKIATypy aen 3A0
“BpiMmien”, ompeaensisi ee BHJI, KJIACCH(PHUKAIMOHHYIO CXEMy, OCOOCHHOCTH (OPMYIHPOBAHUS
3arojIoOBKOB, HWCTOYHMUKM U MPAaBWIBHOCTb YCTaHOBJIEHUS CPOKOB XxpaHeHus. Orpenenute
nepexoisiue Aeia, BKIIOUEHHBIE B 3Ty HOMEHKJIATYPY.

2. Ha ocHoBe TpeGoBanuii OCHOBHBIX IMpaBUJI pabOThl apPXHUBOB OPraHU3alMil U TUIIOBOTO MEPEUHS
YIPaBJICHUYECKUX JIOKYMEHTOB CO CPOKaMU XpaHEHUsi COCTaBbTE MPOEKT HOMEHKIATypsl aen 3A0
“BpiMIten” Ha CIeAyONMN KajdeHAapHbIH 1o, [IpoekT odpopMHuTe B COOTBETCTBUHU C YCTAHOBJIECHHBIM
MOPSIAKOM.

3. WMsyuuts Yka3 lIpesunenta PO Ykas IIpesunenta Poccuiickoit @eneparuu ot 30 mast 2005 1. Ne
609 «O mnepcoHaNbHBIX JAaHHBIX TOCYJAPCTBEHHOIO TpaXkJAaHCKOTO ciyxkamero Poccuiickoit
Qenepauii U BEJEHUU €ro Ju4yHoro nena» M3yuuts p.8 TumoBoro mnepeyHs ymnpaBiIeHUECKHX
JIOKYMEHTOB U OIPEACIIUTh COCTAB JOKYMEHTOB JIMYHOTO Jiejia paOOTHHKA.

4.Mcnionb3ysl TOKYMEHTHI, pa3pa0OTaHHbIe Ha MPEAbLAYIIMX 3aHATHSAX, CHOpPMUPYHTE JIMYHOE AEJI0
paboTHUKA C y4eTOM yCTAaHOBJICHHBIX HOPMATHUBHBIX TpeOoBanwmii. J[ns chopMHpOBAHHOTO JTHYHOTO
Jielia COCTaBbTE BHYTPEHHIOIO OMUCH JIOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCBI

1. KakoBo Ha3HaYeHHE HOMEHKJIATYpPHI JIe] B KaJIpOBOM ciryx0e?

2. KakoBbl TpeOoBaHusi K (DOpPMYyJIUPOBKE 3aroJiOBKOB  JIOKYMEHTOB IO JIMYHOMY COCTaBy B
HOMEHKJIaType J1en?

3. [Tlepeuncnure cocTaB TOKyMEHTOB JJMYHOTO Jiejia pabOTHUKA; TOCYJAPCTBEHHOTO CITYKAIlEeTo.

4. Kak onpenesnstoTcsi CpOKH XpaHEHHS KaJpOBBIX JOKYMEHTOB?

5. Kakas ciny0a B opraHu3alyy J0JDKHA pa3padoTaTh HOMEHKIIATYPY JIeNl KaApOBOH CITyKOBbI?

6. Kakue 0coOOEHHOCTH XapaKTepHBI AJIsi HOMEHKJIATYPBI JIe) KaJpOBOW CITy>KOBI?

NCTOUYHUKU

Vka3 [lpesugenta Poccuiickoit @eneparuu ot 30 mas 2005 r. Ne 609 «O nepcoHalIbHBIX JTaHHBIX
rOCyJIapCTBEHHOI'O0 TpakAaHCKOro ciyskamero Poccuiickoin denepauumyd M BEICHUM €r0 JIMYHOTO
nena» [/ [Dnextponusiii pecypc]. — M., 2019. — Pexxum moctyna:http://www.consultant.ru.

[Tpuxa3z PocapxuBa ot 23.12.2009 N 76 "OO0 yTBepkaeHMM MeETOAMYECKUX pPEKOMEHIAlMi Io
pa3paboTke HHCTPYKIMHA 1O JeNONPOU3BOACTBY B (eAepalbHBIX OpraHax HUCHOJHUTEIbHON
Baactu'"//[DnexTponnsiit pecypc]. — M., 2019. — Pesxum noctyma:http://www.consultant.ru.

[lepeueHp THIMOBBIX YMNPaBICHUYECKUX AapXUBHBIX JOKYMEHTOB, OOpa3ymIIMXCS B TMpoIecce
JESITeTPHOCTH TOCYAapPCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CAMOYIPABICHHS M OpTaHU3aIi, C
yKa3zaHHMeM CpokoB XxpaHeHua. M.,2010// [Dnextponnsii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

JIMTEPATYPA

beikoBa T.A. JIoKyMEHTaIlMOHHOE OOECTeYeHHe YIpaBiIeHHs (IAETOMPOU3BOACTBO) [DIEKTPOHHBIMH
pecypc] : yaeoHoe mocobue / T. A. Beikoa, T. B. Ky3nenona. - 2-e¢ u3j., mepepad. u jom. - Mocksa :
Hudpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL http://znanium.com/go.php?id=942800.

9.2 MeToanyeckne peKOMEHIAMH N0 NOAr0TOBKe MMCbMEHHBIX PadoT

[Tucemennble paboThl (pedeparbl, pelieH3un) MPOSBIAIOT KaK TEOPETUUYECKUE 3HAHMA, TaK U
MPaKTUYECKH HAaBBIKK CTYJEHTOB. Teopusi moapa3yMeBaeT 3HAKOMCTBO C MOHSTHUAMU «JOKYMEHT,
«UCTOPUYECKUI HUCTOYHUK», «JOKYMEHTaJbHas MyOMMKAIMsS» W Jp. U UX KIACCUPHUKAIMSIMU.
[IpakTiyeckre HaBBIKM 3aKJIIOYAIOTCS TaKK€ B YMEHHUU TOJATOTOBUTH Ha IMPAKTHKE, B KadyecTBe
NPUJIOKEHHU K paboTe, JOKYMEHTAJbHYIO MYyOJMKAIlMI0, OIEHUTh M MPOaHAIU3UPOBATh YyKe
MMEIOIIUECS U3/1aHus, a TaAK)Ke TPAaMOTHO MU3JIOKHUTh Pe3yJIbTaThl CBOMX HAOJIO/IEHUN B COOTBETCTBUU
¢ npaBuamMu o(opMIICHHS KBaTU(PUKAMOHHBIX PadoT.
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[Ipu BBIOOpE TEMBI HCCIENOBAaHUS, a TakXKe MpeaMera W OOBEKTa HW3YUYEHHUsS CIIeTyeT
OpPHEHTUPOBATHCS Ha YK€ MMEIOIIUIICS B 3TOM Jene ombIT. PaboTel mo apxeorpadguu MOryT OBITH
MOCBAIIECHBI BOIMPOCaM TEOPHH, MCTOPHUU WM METOIUKHU apxeorpaduu. TeopeTHdyeckrne acneKThl
CBA3aHbl, KakK HpaBI/IJIO, C I‘paHI/IHaMI/I apxeorpa(bm/l KakK HaquOfI JUCHUILIIMHBI, €€ 3aJadyaMH H
COOTHOIIICHUEM C IPYTHUMH TUCIHUIUIMHAMH W HAIPaBICHUSIMH.

Hctopust apxeorpaduu BKJIIOYAET aHAIU3 HM3AAHUNA WCTOYHHKOB OINPEACICHHBIX BHJIOB WU
AMOX, WJIM HWCTOYHHKOB, OOBEAMHEHHBIX TEMaTHYECKH. BO3MOXXKHO Takke pacCMOTPEHHME BKJIaja B
apxeorpaduo OTACIBHO B3ATOTO JIUIA W YUPESIKICHUS.

MeTtoaudeckue acmleKThl MOJPa3yMEBAaIOT M3YYEHHUS OTIEIbHBIX ATallOB apXxeorpapuyeckoi
paboThI, TaKWX, HANPUMEP, KaK Mepeaada TeKCTa MCTOYHHKOB WIIM BBIOOP TecTa sl IMyOIMKaIuu.
[IpobGnemMbl, CBsI3aHHBIC C COJEpPKAHUEM pPACCMATPUBAEMBIX H3JaHHK (TO €CTh OIyOJMKOBAaHHBIX
HCTOYHUKOB), TAaK)K€ MOIY COCTaBJISITh MpEAMET JUisl U3yueHus. B o1HON BhIyCKHOM paboTe Ha
MPAKTUKE BO3MOXHO COYETaHUE CPa3y HECKOJIBKUX TOIX0/I0B.

XpOHOJIOTHYECKUE M TEMAaTUYEeCKHE TPAHMIBI NpU BBIOOpPE TeMbl pabOTHI MO apxeorpaduu
JIOCTaTOYHO IIMPOKH, YTO TO3BOJSET JOCTATOYHO JIETKO MPHUOJM3UTh WX K HAYYHBIM HHTEpecam
CTYJICHTA.

[Ipn wanucanuu paboThl BHauaje, KaK MPaBWIO, CTYJEHT Ha OCHOBAaHHUU CBOETO
HepBOHaLIa.HBHOFO 3HAKOMCTBA C HCTOYHHUKAMU U HHTGpﬁTypOﬁ nu HpI/I KOHCYJII)TaIII/II/I C HayLIHI)IM
PYKOBOJUTENIEM OMpenesieT OOIIyI0 HCCIeA0BaTENbCKYI0 MPOOJIeMy, PELIEHUI0 KOTOpoill OyneT
MOCBAIIEHA ero padoTa. B TekcTe 3aKOHYEHHOT0 MCCIIEIOBAHUS Ta MpodJieMa JI0JbKHA ObITh BUJIHA U3
Ha3BaHMs paboOThHI, ee 00beKTa M mpeameta. s yToOUHeHHs] HampaBiIeHUsS albHEUIINX IEHCTBHIM
CTYJICHTY CJIEIyeT, C y4€TOM BBIOPAHHOT'O F€HEPATILHOIO IyTH, 00JIE€ OCHOBATEILHO MTO3HAKOMHUTHCS C
WMCTOYHUKAMU M JUTEPATYypOH MO MHTEPECYIOIIMM ero mpobiemam. Pe3ynapbTaToM 3TOro 3HaKOMCTBa
SIBJSIETCS  COCTaBJICHME CTYACHTOM IUlaHAa palOoThl W TMPEIBAPUTEIHHOTO BapUaHTa CIIUCKA
WCIOJIb30BAaHHBIX HMCTOYHUKOB W JUTEepaTyphl. W mMiaH, M CHHCOK COTJIACOBBIBAIOTCS C HAYYHBIM
pykoBoauTesneM. JlaJbHEeWIINEe INEHCTBHUs CTYACHTA 3aKIIOYAIOTCS B PELICHUM IOCTABICHHBIX WM
3anad. [Ipu 5ToM HEOOX0IMMO YUUTHIBATH CIECAYIOIINE MOMEHTHI.

Jlrobas muchbMeHHass paboTa MMEET ONPEICIICHHBIM COCTaB: THUTYJIBHBIA JIMCT, OTJIABJICHUE,

BBEJICHUE, TJIaBbl, 3aKIIOYEHHE, CIIMCOK HCIOJIb30BAHHBIX MCTOYHHKOB U JIMTEPATYPbI, MPUIOKCHUS
(BO3MOKHBI).
Kaxxnas coctaBHas vacTh pabOThl UMEET CBOKO CTPYKTYPY U CTPOHUTCS B COOTBETCTBHM C HAyYHOM
JOTUKOW U (opMalbHBIMU TpeboBaHUSAMHU K odopmieHuto pador. Haubonee crporo cobiromaroTcs
TpaJUILIUM HAIMMCAHUS BBEJIEHUS, KOTOPOE TPATUIIMOHHO UMEET CIEAYIOIINe pa3leNbl: aKTyalbHOCTh
TeMbl HCCIIEIOBAaHUsA, HCTOYHUKH HCCIeAoBaHus, ucrtopuorpadus. Paccmorpenue storo 0ioka
BBEJICHUS OmpefenseT 00beKT, MpeaMeT, eld U 3aJaud paboThl, a TakkKe METOAbl MCCIEIOBaHMUS,
Hay4YHYIO HOBU3HY M CTPYKTYpy padoThl. [lopsaok pa3nenoB B HEKOTOPHIX CIydasx MOXKET MEHSITHCA,
HO HMX HalIUyue o053aTelbHO BO BBeAeHHM K padore. [Ipu u3N0KEHUH pE3yNbTaTOB CBOETO
HCCIIEIOBaHMs CTYJIEHT JOJDKEH BIIaJIeTh HEOOXOIMMOM KyJIbTypOil HUTHPOBAHUS, KOTOpas O3BOJISIET
CTPOTO OTIEJATH BHIBOJBI aBTOpa OT HaOMIOAeHWN U (aKkTOB, 3a()UKCHPOBAHHBIX B HCTOUYHUKAX U
J'H/ITCpaType. TOJ'II)KO TaKOﬁ IIoaAXod ITO3BOJIAACT BIIOJIHE OLICHUTH CTCIICHb HOBU3HBI U 3HAYUMOCTU
paboTtsl. B 3akmtoueHnn k paboTe B 11eJ0M (a TakKe B 3aBepIIarolux ad3amax B KOHIIE IJ1aB) TOJKHBI
OBITh IPUBENIEHBI BBIBOJBI, K KOTOPHIM CTYAEHT MPHILE B Pe3yJIbTaTe MPOBEIEHHON paboThl. BeIBOIBI
JIOJKHBI OBITH apTYMEHTHUPOBAHBI.
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IIpunoxenue 1. AHHOTaIUSA
paboueil mporpaMMbl JUCLUTITAHbI

AHHOTALIUSA PABOYEH NPOT'PAMMBI JIUCHUTJIAHBI

Jucuunnuna «KagpoBoe 1enonpou3BOJCTBO» peanu3yercs Ha (akyJIbTeTe apXUBOBEJICHUS U
JOKYMEHTOBE/IEHNU Kadenpol JOKYMEHTOBEAEHHUS, AayJUOBU3YaJIbHbBIX M HAYYHO-TEXHUYECKUX
apXUBOB.

[enp quCHUIUIMHBL: U3yYEHHE OCHOBHBIX IIPaBUJI JOKYMEHTHUPOBAHUS TPYJIOBBIX OTHOLICHHN B PO u
opraHu3anuu paboThl ¢ JOKYMEHTaMHU 110 JUYHOMY COCTaBY.

3ajgauu :

J O3HaKOMUTH CTYJEHTOB C OCHOBHBIMHU IIPaBOBBIMM aKTaMH B cdepe  KaapoBOro
JIEJIONPOU3BO/ICTBA;

o CchopMupoBaTh KOMITJIEKCHOE NPEACTABICHHE O COCTOSHHUM COBPEMEHHON CHCTEMBI
JOKYMEHTAIUH 110 JINYHOMY COCTaBYy;

o JlaTb XapakTEepUCTUKY 0053aTelIbHBIM, YCIOBHO-00S3aTEIbHBIM M PEKOMEHIYEMbIM
JIOKYMEHTaM KaJpOBOM CITyKObI;

o Onucatb 0COOEHHOCTH COCTaBJIEHUS U O(POPMIIEHHUS JOKAJIbHBIX HOPMAaTHUBHBIX aKTOB,
periIaMeHTHPYIOIUX AeITEeIbHOCTH KaPOBBIX CIIYXO0;

o BbIsBUTH OCHOBHBIE IOKYMEHTHPYEMBIE 33J]au KaJpOBOil CIykOBbI;

o YCTaHOBUTH C€OCTaB JOKYMEHTOB II0 OCHOBHBIM JOKYMEHTHUPYEMBIM KaJIpOBBIM
pouenypam;

o [Tomaroso omnucaTth NOPSAAOK TOKYMEHTUPOBAHUSI STUX MPOLEAYP;

. CdopmupoBaTh HaBBIKM COCTaBIEHUS U O(DOPMIIEHUS JTOKYMEHTOB IO JIMYHOMY
COCTaBYy;

. OOy4uTh OCHOBHBIM TEXHOJIOTHUECKUM IPHEMaM JIeJIONPOU3BOICTBEHHBIX OIEpalii;

o O3HaKOMHUTH C HOpPMaMHU U TMpaBWJIAMHU CHCTEMAaTH3allMUd W XpaHEHUS JOKYMEHTOB IIO

JUYHOMY COCTaBY.
JlucuuiuiiHa HarpasieHa Ha (OPMUPOBAHUE CIEIYIOIUX KOMITETEHIIHIA:
OIIK -2. Criocob6eH HaXx0IuTh OpraHU3allMOHHO-YIPABICHYECKHE PELICHNUs TPU PELICHNUH 3314 B

cdepe cBoeit mpodeccuoHaTBEHOM AESITEIIBHOCTH.
YK-11. Crioco6eH GpopMupoBaTh HETEPIUMOE OTHOIICHHE K KOPPYIIIMOHHOMY MOBEICHUIO
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B pesynbrare 0CBOCHUS TUCIUILIMHBI 00YYatOIUICs JOKEH:

3namop:

J COBPEMEHHYIO 3aKOHO/IaTEIbHYIO0 U HOPMaTHUBHO-TIPaBOBYIO 0a3y, periaMeHTHPYIOUIYIO
paboTy C KaapOBOW JOKyMEHTAIUEH;

J OCHOBHBIE MTPOOJIEMbI COBPEMEHHOTO KaJIpOBOI0O JeIONPON3BOCTBA;

J cnenuduKy KaapoBOil JOKYMEHTAIlMU B TOCYJapCTBEHHON M HETOCYAapCTBEHHOM cepax;
J cocTaB 00s3aTeNIbHBIX JOKYMEHTOB KaJpOBOM CITYKObI;

J MOPSAIOK JTOKYMEHTHUPOBAHHUSI KaJPOBBIX MPOIIETYp, CPOKU U3IaHUS JOKYMEHTOB;

J TpeOoBaHUS K OPOPMIICHHIO TOKYMEHTOB IO JJUYHOMY COCTaBY;

J TEXHOJIOTHIO PadOTHI C TOKYMEHTaMHU KaJpPOBOH CITyKOBI;

. MOPSITOK BEJACHUS JTMYHBIX Je] paOOTHUKOB;

MpaBUjia CUCTEMATU3AIMHI U XPAaHEHUs JJOKYMEHTOB MO JUYHOMY COCTaBY.
Ymemos:

J paboTaTh ¢ HOPMAaTUBHO-TIPABOBOM 0a30il B chepe KaapOBOTO AEIONPOU3BOJICTBA;

. MPUMEHSTh HOPMBI TPYIOBOTO MIpaBa, Kacaroliuecs KaJIpoBOoi JOKYMEHTAIMH, Ha MPAKTUKE;

. OpPraHU30BBIBATH PA0OTY KaJapOBOl CIyKOBI;

. COCTaBIATH M O(YOPMIISATH JIOKATbHBIE HOPMATHUBHBIC aKThI KaJPOBOU CITYkKOBbI;

. MIPOBOJIUTH BECh KOMIUIEKC PabOT MO TIOKYMEHTUPOBAHUIO OCHOBHBIX KaJPOBBIX MPOIEAYD;

. MPABIIIEHO 0hOPMIISATE U OQOPMIISATH OTJEIbHBIC KaAPOBBIC JOKYMEHTHI,

. OpraHu30BaTh pabOTy € KaapOBOM JOKYMEHTAIIMEH B OPraHU3aAIUAX U YUPEIKICHUAX
Pa3IMYHBIX OPraHU3aIMOHHO-TIPABOBBIX (HOPM.

Bnaoemo:

. aHaJM3a TPaBbIX aKTOB, BBIABICHUS HEOOXOAMMON pErIAMEHTUPYIOMEH HHPOpMAIUU O
JOKYMEHTHUPOBAHUU TPYAOBBIX OTHOUICHHI;

. paboThI C TUIIOBBIMU M YHU(PUITMPOBAHHBIMU (hOpMaMU JOKYMEHTOB;

. COCTaBJICHUS PA3IUYHBIX BHUJOB JOKYMEHTOB, O(GOPMIISIONIMX TPYAOBbIE OTHOIICHUS C
pabOTHHKAMH,

. COCTaBIIEHUS JIOKAbHBIX HOPMATHUBHBIX aKTOB, PETIAMEHTHUPYIOIIUX paboTy KaapoBOit
CITyKOBl;

. MOJICJIUPOBAHUS YIIPABICHYECKUX CUTYyalldid IO BOMPOCAM JIOKYMEHTUPOBAHUS TPYIOBBIX
OTHOIIICHUH;

. paboThI C KaAPOBOM TOKYMEHTAIMEH;

. CHUCTEMaTHU3alMu KaJpOBOW JOKYMEHTAIIMU U OpraHU3aly €€ XpaHEHUsI.

[To mucrumnnHe MpeTycMOTpPEeHa MPOMEXKYTOUHAs aTTecTalus B popme dK3aMeHa.
OO6m1ast TpyA0€MKOCTh OCBOCHHUSI TUCIIUIUIMHBI COCTABIISIET 4 3a4€THBIX €TUHUIIBI.



