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C KaJIpOBOM JIOKYMEHTALIUECH.

1. ITosicHUTEIBLHAA 3aIIHCKA
1.1. Ileab u 3aga4u AMCHUAILINHBI
L]env Oucyuniunsl: TOATOTOBUTH BBITYCKHUKA, BIIAJCIONICTO HABBIKAMU COCTaBICHUS U PabOTHI

3&,[[3‘11/1 JUCHHIITIMHBI COCTOAT B CICAYIOIIEM.

° CdopmupoBaTh y CTyJIeHTa KOMIICTCHIIUH, TO3BOJISIONIME €My BBINOJIHATH BECh
KOMIUIEKC paboT 10 KaJIpOBOMY JICIIONPOU3BOICTRY;

° CdopmupoBaTh y HET0 KOMILIEKCHOE MPEACTABICHUE O CHCTEME JOKYMEHTAIUH 110
JUYHOMY COCTaBY;

° Jlatp mpesncraBiieHne 00 ypoBHE pErIaMEeHTaIlMU KaJIpOBOTO JEIOMPOU3BOJICTBA B
PO;

° Hayuuth cTymeHTa coCTaBisATh W OGOPMIISATH OpPraHHM3AIl[MOHHBIC KaJApPOBBIC
JIOKYMEHTHI,

° HayuuTh cTyneHTa JOKyMEHTHpPOBATh OCHOBHBIC KaJpOBBIC TIPOICAYPHl B
COOTBETCTBHUH C TPCOOBAHUSAMHU 3aKOHO/IATEIIHCTBA;

o Hayuuth cTyneHTa OpraHu30BBIBaTH pabOTy KaJpOBOM CIIy:KOBI, COCTaBIISATH

JIOKAJIbHBIC HOPMATHBHBIC aKThI, PECTJIAMCHTHPYIOUC €€ ACATCIIbHOCTD.

. OO0yuuThH

1.2. Ilepeyennb

OCHOBHBIM
onepauuii, OpraHu3aluy XpaHeHUs KaJpoBON JOKYMEHTALUH.

IVIAHMPYeMbIX

TCXHOJIOTHYCCKHUM

pe3yJIbTaToB

o0yueHust

npueMam  JCJI0NpPOU3BOJCTBCHHBIX

mo AUCHHUIIIMHE,

COOTHECCHHBbIX ¢ HHAUKATOPaAMH JOCTHKCHUSA KOMHETGHHHﬁ:

B pesynapTaTe OCBOEHHS JTUCHUIUIMHBI OOYyYarOMUMWCA JOJDKEH JIEMOHCTPUPOBATh
CIEeyIOIINEe Pe3yIbTaThl 00pa30BaHUS:

Komnerennus WNHaukaTopel KOMIIETEHIIUI PesynbTarsl 00yueHus
(K0l ¥ HAMEHOBaHUE) (kK01 ¥ HAMEHOBAHUE)

[1K-3. Crocoben | I1K-3.7 - Bnaneer | 3naTh:

pa3paboTarthb CUCTEMBI | HAaBBIKAMHU B3aUMOJICHCTBUS | - MpaBuia paboThl C KaapoBOil

OpraHu3aluu U | C TOCYyIapCTBEHHBIMU U | JOKYMEHTallMeH, OpraHu3aluu ee

HOPMHUPOBAHMS TpyZaa | OOIIeCTBEHHBIMU MOJIyYEHUS U TIepeiayun;

repcoHana OpraHHA3aLUsAMU o | YMeTb:

BOIIpOCaM yIpaBJi€HUsl | -OPraHU30BbIBaTh
IIEPCOHAIIOM B3aUMOJICHICTBHE  CTPYKTYPHBIX

MOAPa3ACIeHU U JOHKHOCTHBIX
JIUI] OpraHu3alui Tpu paboTe C
KaJpOBOM TOKYMEHTALIUEH;
Baanern:
- HaBbIKAMU COCTAaBJICHMUS,
COTJIacOBaHUA, YTBEPKICHHUS,
MOAMUCAHUS O3HAKOMIJIEHUS C
JOKYMEHTaMHd  T0  JINYHOMY
COCTaBy;
- HaBBIKAMHU COCTaBJICHUS
pa3IMYHBIX BUJOB  KaJpPOBBIX
JIOKYMEHTOB,

OIIK-4. Cnocobnocts | OIIK-4.2 - CnocoOHOCTh | 3HATH:

MIPUMEHSATH COBPEMEHHBIE | BECTU JIOKYMEHTAIIMOHHOE | - HOPMAaTHUBHO-TIPaBOBYIO 0azy

TEXHOJIOTMM M METOJbl | CONPOBOXKIECHUE KaJIJpOBOTO JEJIONPOU3BOACTBA B




OIIEPATUBHOIO  YIPABJICHMS | YIPABICHUs IepcoHanoM u | Pocculickon @enepauuy;

IIEPCOHANIOM, BECTH | y4eT IepcoHalia - MOpSAAOK NPUMEHEHUS HOPM

JIOKYMEHTAllMOHHOE TPYZOBOIO I1paBa;

COIIPOBOKICHUE U yUeT - COCTaB U MOPSAAOK COCTABIICHMUS
u IIPUMEHEHUS KaJIpOBOM
JIOKYMEHTaLUU B
YIPaBJIEHYECKON JESTENBHOCTH;
YMmerb:

- paboTaTh C MPaBOBBIMH aKTaMH,
PErJIaMEHTHPYIOIIMMH ~ BOIIPOCHI
JOKYMEHTHPOBAHUS  TPYIOBBIX
OTHOIICHWA W paboOTBI ¢
KaJ[POBBIMHU JIOKYMEHTAMU;

- ONpeAeNATh 10 HOPMATHUBHOM
0a3ze coctaB o00s3aTEIbHBIX U
YCIIOBHO-00513aTCIIbHBIX
JIOKYMEHTOB,

-[IOAFOTABINBATh W O(QOPMIISTH
KaJpOBYIO  JOKYMCHTalusi B
COOTBETCTBUH C  IPAaBOBBIMHU
aktamu P®;

- COCTaBJIATH OPraHU3aIMOHHBIC,
HH(OPMAIMOHHO-CIIPABOYHEIE,
pacropsIUTeIbHbIC JTOKYMEHTBI
KaJ[pOBOM CITyKOBI;

- TOTOBUTh JTOKYMEHTHI,
peryiupyomue TPYIOBBIE
OTHOIIEHHS ¢ paOOTHUKAMHU
Baagern:

- HaBbIKAMHM aHAJINW3a IIPABBIX
aKTOB, BBISABJICHHUS HEOOXOAMMOI
periIaMeHTUPYIOIIEH

uHpopMauu 0
JIOKYMEHTHPOBAaHUU  TPYAOBBIX
OTHOILIEHUH U paboTe ¢ KaJApoBOi

JIOKyMEHTaLUEH;

-HaBbIKAMH BHEJIPEHUS
JOKYMEHTalluld 1O  JINYHOMY
COCTaBy u JIOKAJIBHBIX

HOPMATUBHBIX dKTOB.

1.3. Mecrto mucuuminHbl (MOayJisl) B CTPYKTYpe OCHOBHOI 00pa30oBaTe/bHOIi MPpOorpaMMbl

HucuuruimHa «AnmuHuctpupoBanue HR-mporeccoB» BritoueHa B 0a30oByl0 4HacTh

npo(ecCHOHANBPHOrO LHMKJIA JUCHUIUIMH Yy4YeOHOro IUIaHa IO HAamnpaBiICHUIO MOATOTOBKHU
«YTIpaBJICHHUE IIEPCOHATIOM.

Jlis ocBOEHUs AMCUMIUIMHBI HEOOXOAMMBI KOMIIETEHLHUH, CPOPMHUpPOBAHHBIE B XOJ€
U3Y4YEHHs] CIEOYIOIIMX JUCHUIUIMH W TPOXOXKIAEHWS MpakTuk: OCHOBBI yIpaBlIEHUs
nepcoHaoM, Kagposas monuTrka u KaIpoBoe INTAaHUPOBaHue, TpyaoBoe Ipaso.

B pesynpTare OCBOCHMS JUCHMIUIMHBI (MOAyJsi) (OPMHUPYIOTCS KOMIIETEHIUH,
HEOOXOUMBIE JJIsi M3yUEHUs CIEAYIOIUX TUCHMIUIUH (MOAYJe) M MPOXOXKIACHUS MPaKTHK:
ynpasieHue nepconangoM, Crangaptuzanus U ceptudukanus nepconana, Ilpodeccnonanbuble
CTaHJAPTHI B YIIPABICHUH IEPCOHATIOM.



2. CTpyKTypa AUCHHUILIMHBI

OO6mias TpyA0EMKOCTh AUCIUIUIMHBI COCTABIISIET 3 3.€., 108 akajieMUuecKux 4acos.

CTpyKTypa JUCHUNIMHBLI VISl 04HOH ()OPMBbI 00yUeHH st

O0beM JUCHUIUIMHBI B ()OpME KOHTAKTHOW PaOOTHI OOYyYaroUmIuXcs ¢ IMeJaroru4ecKuMu
paboTHUKaMU W (W) JTUIIAMH, TIPUBIEKAEMBIMHA K peal3alid 00pa30BaTeIbHON MPOTPaMMBI
Ha WHBIX YCJIOBHSX, IIPU POBEICHUN YICOHBIX 3aHATHMN:

Cemectp | Tun yueOHBIX 3aHATHIA KonuuectBo
4acoB
6 Jlexkun 18
6 CemuHapbl/1a00paTOPHBIE PAOOTHI 24
Bcero: 42

O0beM quCcHUIIIMHBL (MOyJis) B hOpMe CaMOCTOSITENIbHON paboThl 00YYArOIIUXCS

cocraBisieT 48 akajieMUYECKUX yaca(oB).

CTpyKTypa AUCHUIIMHBI /ISl 04HO-3204HOI (pOopMBI 00yUeHUs

O0beM IUCHUIUIMHBI B (JOPME KOHTAKTHOM paboThl 00yYaroIIMXCs ¢ MelarornyecKUMU
pabOTHUKAMU U (WJIM) JIMLAMU, IPUBJIEKAEMBIMU K pealn3aliu o0pa30BaTeIbHOW MPOrpamMMbl
Ha MHBIX YCJIOBUSX, IIPU MPOBEJCHUN YUEOHBIX 3aHATHMI:

Cemectp | Tun y4ueOHBIX 3aHATHI KonunuectBo
4acoB
6 Jlekuun 8
6 CeMuHapbl/1a00paTOPHBIE pAOOTHI 16
Bcero: 24

O0bemM AUCHUTUTHHBI (MOYJIs) B GOpPME CaMOCTOSITEIbHON paboThl 00YUAIOITUXCS

cocTaBisieT 66 akaeMUYeCKUX yaca(oB).

3. Copaep:xaHue JUCHUNIHHBI

Ne | HammenoBanue pasaesa Coaepxanue
AU CHUTIIMHBI
1 | Beenenue IIpeamer,  3amauu,  copep)kaHHe  Kypca.
XapakTepucTuKa COBPEMEHHON CHUCTEMBI KaJpOBOU
JOKYMEHTALMH. B3aumocssi3p IIPOLIECCOB

YIPaBJIECHUS NIEPCOHAIOM C COCTaBOM U MOPSAJKOM
(GbopMHpOBaHHUA  CHUCTEMbl  JOKYMEHTallUd IO
JUYHOMY cocTaBy. MecTto Kypca cpeau Ipyrux
HAyYHBIX AUCUMILINH. VICTOUHHKHM U3yuyeHUs Kypca.
3akoHOAATENbHbIE M HOPMAaTUBHO-NPABOBBIE AKTHI,
HOPMAaTHMBHO-METOANUYECKNE JOKYMEHTBI.
OTteuecTBEeHHas: UCTOpHOrpadus.

2 Pernamenranus
JIOKYMEHTHPOBAHHUS KaJIPOBOI
NESITENILHOCTH U PabOTHI C
KaJIPOBBIMH JIOKYMCHTAMH.

3aKoHOIaTeIbHbIE 1 HOPMATUBHO-TIPABOBBIEC AKTHI.
TpynoBoii koaekc Poccuiickoit @egepanun Kak
OCHOBOM NIPaBOBOW aKT, ONPEAEISIOLIMM COCTaB U
MOPSAIOK oopmeHuUs JTIOKYMEHTOB 110
YCTAaHOBJICHUIO TPYAOBBIX OTHOLIEHUN U TPYAOBOU
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NesITeIbHOCTH pabOTHHUKA. 3aKOHOJATENIbHBIE AKTHI
Poccun 0 JOKYMEHTHPOBAaHUU OTHENIBHBIX CTOPOH
TPYIOBOM JEATEIbHOCTH PA3JIMYHBIX KaTEropui
paOOTHUKOB. 3aKOHOJATEIbHbIE AKThl CYOBEKTOB
Poccuiickoit  ®enepaumu, VYkasel Ilpesunenra,
IlocTaHoBIECHMST M PaCHOPSDKEHHs IPAaBUTEIbCTBA
Poccuiickoit denepanumn.

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

KBanudukanmoHHbIi CIIPaBOYHHUK u
npodeccuoHallbHble CTAaHAAPTHl, KaK OCHOBHBIE
HOPMAaTHUBHBIE JIOKYMEHTBI, PEMIAMEHTUPYIOLIHNE
TpeOOBaHUS K KBaTU(UKAUHU, 3HAHUSIM U YMEHUSIM
pabotHukoB. OOmIEpOCCHIiCKHE KIIACCH(PHUKATOPHI
TEXHUKO-7)KOHOMUYECKOMN u COLIMAJIBHOM
nHpOpMAaIINY, YCTAHABIUBAIOIIME COCTAB U MOPSIOK
3ar0JIHEHUS KaJPOBBIX IOKYMEHTOB.

TumoBple TEpEYHH U CPOKH  XPaHEHUS
JIOKyMEHTaluU o JUYHOMY COCTaBy.
PerynupoBanue opraHusanuy apXuBHOI'O XpaHEHUS
JOKyMEHTallMMd 10  JMYHOMY  COCTaBy B
HOPMAaTUBHO-METOAUYECKUX TOKyMeHTax PD.

Paspabotku ['ockomcrata P® no ynuduxanmm
(hopM TIEpPBUYHOMN YISTHOHN TOKYMECHTAIINH.

Opranuzanus paboThl KaJIpOBOM
CITyKObI

CTpyKTYpBl KaJpOBBIX CIyxk0. UUCICHHBIN U
JOJDKHOCTHOW ~ coctaB  ciayxkObl.  Hopmartusel
BpPEMEHU Ha PabOTHI MO yUETY KaapOB.

3ajaun U (QYHKUMH KaJpOBOH  CIIy»KOBI.
[lonoxxenne 00 oraene KajapoB (yHpaBieHUH,
JiernapTaMeHTe U Jp.), KAK OCHOBHOW HOpPMAaTHUBHBIN
JIOKYMEHT o OTIpeIeNIEHUIO CTPYKTYpBHI,
YHUCIEHHOCTH, BUIOB PAa0bOT ATOr0 MOApaA3eNCHHS.
[Topsimok  pa3paboTku, cocTaB uUHMOpPMAIUU U
CTPYKTypa TEKCTa IOJOXKEHUS. 3aKpeIUIeHuEe Ipas,
OTBETCTBEHHOCTH, B3aIMOCBS3€H OT/I€1a KaJpOB.

JIOIKHOCTHBIE MHCTPYKIMHM, KaKk OCHOBHOM
MpaBOBOM  aKT, OTIpE/IETSIONMI  MPaBOBOE
MOJIO)KEHHE PpPAaOOTHUKOB KaJpoBOH CIIy’)KObl U
OpraHm3anuio ux Tpynaa. HasnaueHnume 101KHOCTHBIX
UHCTPYKLHUH.

HNHucrpyknns o KaJIpoBOMY
JEJIONPOU3BOJCTBY, KaK OCHOBHOM HWHCTPYMEHT
MOBBIIEHUS 3()PEKTUBHOCTH pabOThl KaJAPOBBIX
I0/Ipa3IeIeHAN B chepe KaJIpOBOTO
JIeJIONPOU3BOICTBA.

Pernamenranust paboThl ¢ TEPCOHAIOM B
JIOKAJIbHBIX HOPMAaTUBHBIX aKTax u
OpraHMU3allMOHHBIX JIOKYMEHTax (ycraB
OpraHM3aliy, TMpaBUjia BHYTPEHHErO TPYJIOBOTO
pacrnopsaka, MOJ0KEHUE O MEPCOHANBHBIX JaHHBIX,
KOJUIEKTUBHBIN JIOTOBOP U JIp.).




CocTtaB KaJpOBOil IOKYMEHTALINH.
JoxymMeHTHpOBaHUE TPYAOBBIX
OTHOILIEHUH.

XapakTepucTuKa CHUCTEMBI KaJpoBOi
JOKYMEHTAIlUM, €€ COOTBETCTBHE  OCHOBHBIM
3a7a4aM 1o 1moaoopy, YUeTy U pacCTaHOBKE KaJpoB.
OOs3arenbHass U yCIOBHO-00s3aTeNbHAST KaJpoBast
JTOKYyMEHTALHSL.

OpraHu3aliOHHbIE JOKYMEHTBI — MITaTHOE
pacmucaHue, CTPyKTypa W INTaTHAas YUCICHHOCTb,
rpaduK OTITyCKOB.

PacriopsiauTenpHble  TOKYMEHTBl — IPHUKA3bl
(pactiopsbxeHHs) MO JUYHOMY cocTaBy. OOrmime
TpeboBaHus K 0(OPMIICHUIO B CPOKAM HOATOTOBKH.

WNudopmaninoHHO-CIIPaBOYHbIE JOKYMEHTHI —
3asBJICHUS, NPE/ICTABICHUS, YBEJOMJICHHS, AaKTBHI,
JIOKJIA/IHBIE U OOBSICHUTEIIbHBIC 3AITHCKH.

VYuerHble GOPMBI U UX HA3HAUCHHE.

[Ipuem pabGoTHuKOB Ha pabory. Cocras
MePCOHAIIBHBIX JIOKyMEHTOB paboTHHKa,
MPEJCTABISAEMBIX Pa0OTONATEIIO ISl yCTAaHOBIICHHS
TPyIOBBIX oOTHomeHuil. TpymoBoit noroBop -
3aKOHOJATENbHOE  3aKpeIuieHue TpeOOBaHUH K
CTPYKTYpE TEKCTa, TMOpSAKY COCTaBICHUS U
oopmienus. [MonrotoBka u  odopmiieHHe
MPUKa30B (paclopsbKeHUui) o mpueme Ha padorty.
AHkeTbl, aBroOuorpaduu, pesomMe U Jp.
JTOKYMEHTBI, 3alI0JIHsEMbIE TIPU TIpHEeMe Ha padoTy.

BHecenue cBeneHHMH B TPYIOBYIO KHHXKKY H
JUYHYI0 KapTO4YKy paOOTHUKA.

JloKyMeHTHpOBaHKE JB)KEHHs KaJgpoB. Bumbrl
nepeBogoB. CocraB M TOPSAOK  M3JAHUS
JOKYMEHTOB, 0(OPMIISIOLINX MPOLEAYPY MepeBoa.
Copepxanue, MOPsIIOK MOATOTOBKH U O(QOPMIICHUS
IIPUKA30B (pacriopskeHHi) 0 nepeBoe
COTPYIHHUKOB. JIOKYMEHTBI-OCHOBAHUSI K IpHUKa3aM
0 IIepeBoJIE.

Bunet  ormyckoB. Ilopsaok  odopmienus
€XKETOJHOr0 OYEpPEJHOro OIUIaYMBACMOr0 OTITYCKa.
I'paduk ormyckoB, coctaB, coaep)kKaHHe, MOPSAIOK
MIOATOTOBKH u oopmienus IIPUKA30B
(pacniopsixeHuit) o IIPEIOCTABIIEHUN OTITyCKa.
Ilopsmok  mepeHoca  ormycka.  JIOKYMEHTBI-
OCHOBaHUS K ITpHUKa3aM 00 OTITyCKaX.

Ilopsimox  odopmieHnss KOMaHAMPOBOK —
COCTaB JTOKYMEHTOB, 0(QOPMIISIOIINX
KOMaHJIUpOBaHHe pabOTHMKA, COJEpKaHHE H
MOPSAJIOK TOJrOTOBKY MpHKa3a 0 KOMaHAUPOBKE.

Buner moompenuii. ConepkaHue, HOPSAOK
MTOJITOTOBKH u oopmienus MIPUKA30B
(pactiopsbkeHMii) O  TOOUIpeHHMH  pabOTHHKA.
JIOKyMEHTBI-OCHOBaHHS K MTPHUKA3aM O IMOOIIPEHHH.




Bunnl JHACUUATUIMHAPHBIX B3BICKAHUH.
Coneprxanue, TOPSAIOK MOATOTOBKH U O0()OPMIICHHS
IIPUKA30B (pacnopsiKeHMi) 0 B3BICKaHUU.
JIOKyMEHTBI-OCHOBaHUA K IPUKa3aM O HAJIOKECHHUH
JTUCIUIUIMHAPHOTO B3BICKAHUS. AKTBI 00 OTKa3bl
JaBaTh OOBSICHEHUS U 3HAKOMHUTBLCS C TIPUKA30M.

[Topsinok IIPOBEICHUSA arrecraluuu
paboTHHKOB B opraHuzanuu. COCTaB JOKYMEHTOB,
oopmistromux npouenypy. Conepixkanue, mopsiaoK
MOJITOTOBKH u oopmieHus MIPUKA30B
(pacniopsixeHwmii) 00 aTTecTaluu.

[Topsinox YBOJIbHEHHUS pabOTHUKOB.
OcHoBaHust  yBosibHEHHs paOoTHHKOB. (CocraB
JOKYMEHTOB, oopmisIrOIIINX IpoLerypy.

Coneprxanue, MOpsAAOK MOATOTOBKH M O(opMiIeHus
NnpuKazoB  (pacnopsbkeHuil) 00  yBOJIbHEHUH.
JIOKyMEHTBI-OCHOBAHHUS K MprUKa3am 00
YBOJIbHCHUHU.

VYyeT 1UYHOrO cocTasa.

Bunbl  yueTHbIX  JIOKYMEHTOB. JIuuHas
KapTouka pabotHuka (dopma T-2): cocraB
nH(GOpPMAIINH, TIOPSIOK 3aI0JHEHUS U BEACHUSI.

HopmartuBHasg u mpaBoBas periaMeHTaLus
nopsiAika BeAeHHUs IWYHBIX nen. OdopmieHue u
BeJICHWE JMYHBIX Jen paboTHukoB. CoctaB u
IIOCJIE0BATEIBHOCTD PACIIONOXKEHHUS JOKYMEHTOB B
JINYHOM JIeIIe.

TpynoBast ~ KHW)KKa  pabOTHHKa  Kak
OCHOBHOM JOKYMEHT O TPYIOBOH ACATECIBHOCTH U
TPyZOBOM cTaxke  pabotHuka. OdopmieHue u
BEJICHUE TPYAOBBIX KHIKEK M BKJIAABIIIEH K HUM.
[lopsnox BbIaum AyOnMKaTa TPYAOBOM KHUKKH.
Yyer U XpaHEHHE TpPYIOBBIX KHIKEK B
opranu3aiuy. OTBETCTBEHHOCTh paboToparens 3a
XpaHEHUE U 3all0JHEHHUE TPYAOBBIX KHIKEK.

Opranu3anust paboThl ¢ KaJpOBBIMU
JIOKyMEHTaMU

Perucrpanuss ~ 10KyMEHTOB 1O JINYHOMY
cocraBy. [IpaBuna peructpaunu U UHAEKCUPOBAHUS
KaJIpOBbIX JIOKyMEHTOB. Peructpanuonssie (HhopMbl
(TpamuuMoHHBIE U aBTOMaTH3MpoBaHHbIE). CocTaB
PEKBHU3UTOB (IOJIEH) U PErucTpalu pasiInyHbIX
BHJIOB JIOKYMEHTOB U MIOPSA0K UX 3aII0JHEHUS.

Cucremarnzanys U ONEpaTUBHOE XpaHEHUE
JOKYMEHTOB 10 JIMYHOMY cocTaBy. OCOOEHHOCTH
¢bopMupoBaHHsT B Jesia JIOKYMEHTOB IO JHMYHOMY
COCTaBYy. IIpaBuia CUCTEMATU3ALIUU
PaclopsSAMTENbHBIX JOKYMEHTOB, YUYETHBIX (OpM,
TPYAOBBIX KHMXeEK. CucreMaTusanus W XpaHEHHE
JIOKyMEHTOB-OCHOBAHUH K ITPUKa3aM.

Homenknatypa Jnen KaapoBOH  CITyXOBlI.
[TopsiIOK MOATOTOBKH, COCTABJICHUS U 0(hOpMIICHHUSI.
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[IpumepHass HOMEHKIIATypa Jell KaJpOBOW CIyXkOBbI.
[Tepexonsue nena.

Cpoku XpaHEHHUS KaJpOBbIX JOKYMEHTOB.
IlonroroBka JOKYMEHTOB K CIa4y€ B ApXMB.

Okcneprusa LIEHHOCTHU JIOKYMEHTOB
KaZpOBOH CIyKObI, €¢ HOPMAaTHBHO-METOJHYECKas
OCHOBa, OpraHHU3alMs U MOPAJOK MPOBEACHUS.

CocTtaB JOKYMEHTOB KaJpoOBOil CiIykOBbI,
MOMJISKAUX Iepefjaue B apXUB. [TpaBuia
MOATOTOBKH JIOKYMEHTOB IO JIMYHOMY COCTaBy K
nepenade B apxuB opraHuzauuu. CocTaBieHHE U
opopmileHHE OMNHCH JOKYMEHTOB IO JHYHOMY
cocraBy. llopsaok yHUYTOXKEHMSI JTOKYMEHTOB C
HCTEKUIUMH CPOKAMHU XPaHECHHUS.

4. O0pa3oBare/ibHbIE TEXHOJIOTHH

Jis  mpoBeseHuss y4yeOHBIX 3aHATHH 10 JUCHMIIMHE HCHOJb3YIOTCA PAa3JInYHbIE
oOpa3oBaTenbHble TexHoJoruu. Jlnsg opraHumszauumu y4eOHOro mporecca MOXKET ObITh
UCIIO0JIb30BAaHO IEKTPOHHOE 00yUYeHHe U (WIK) TUCTAaHIMOHHBIE 00pa30BaTeIbHbIE TEXHOIOTUH.

5. OueHnka nIaHUpPyeMbIX pe3yJIbTATOB 00y4eHus!
5.1. Cucrema oneHNBAHHUSA

Texymmii KOHTPOJIb OCYLIECTBISIETCSA B BUJIE OLIEHOK KOHTPOJBHBIX pabOT U 3a/laHUi Ha
ceMUHapckux 3aHATUsX. KoHTposibHas pabora Nel BbISBiISIET 3HaHHE cOCTaBa M MOpPsSAKa
oopmiIeHHs JOKYMEHTOB B X0/1€ OCHOBHBIX KaJIpOBBIX IPOLIEAYp, U olleHuBaercs 10 10 Ganos,
KOHTpoJibHAs paboTa Ne 2 moka3bpIBaeT 3HaHUS CTYAECHTOB 10 BOIIPOCAM OpraHU3aluu paboThl C
KaJpOBOM JOKyMEHTAllMe U BBIABISET TOTOBHOCTh CTYJIEHTOB K IpakTHUYecKoH pabote,
orneHuBaerca A0 20 OamwioB. MakcumanbHasi OIIEHKAa KaXXIOTO CEMHHAPCKOTO 3aHSATHUS — S
6amtoB. [IpoMeXyTOUHBIN KOHTpPOJIb 3HAHUM MPOBOIUTCS B (hOopME HMTOTOBOW KOHTPOJIHHOM
paboThI, BKIIIOYAIOIIEH TEOPETUUECKHE BOIPOCH] U MIPaKTHUECKOE 3aJjaHue, U olieHuBaercs 110 40
0asuIoB.

B pesynbpraTe TEKyHero M IpPOMEXYTOUYHOTO KOHTPOJS 3HAHUHM CTYIEHTHI IMOJIy4aroT
COOTBETCTBYIOIIYIO OLIEHKY 3a 9K3aMEH.

Dopma kKonmpons Makc. Konruuecmeo 6a1106
3a oony pabomy,  Bceeco

Tekymuii KOHTPOIIb:

- Konrponbnas pabora Ne 1 (Temsr 1- 20 6annos 20 6annos
4? Kontponbnas padota Ne2 (Temsrl 5- 10 6annos 10 6annos
6? CeMHHapCKue 3a1aHus (TeMbl 2-6) 5 bannos 30 6annos
[IpomMexyTouHas arrecTanys 40 6annos

(3a4er c OlEHKO)
Hroro 3a cemecTp (IUCIUTLTHHY) 100 6annos
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Or1eHKa «y0BJIETBOPUTEIHLHO» BBICTABIISICTCA 00yUaromemMycs, Habpasmemy ot 50 10 67
0arIoB OalIOB, OLIEHKA «XOPOIIO» BHICTABIAETCS oOydaromiemycs, HabpaBmemy ot 68 mo 82
0aJTOB, OIIEHKA «OTJIIMYHOY» BBICTABJISETCS oOydaroriemMycs, Habpasmemy oT 83 mo 100 6amios,
c(OpPMHUPOBAHHBIX B PE3yJIbTaTe CYMMUPOBaHMs 0aJIOB, MOTYYCHHBIX MPU TEKYIIEM KOHTPOJIC
U TIPOMEKYTOUHOM arrectanuu. [TomydeHHBIH COBOKYIHBIN pe3yiabTaT (MakcumyM 100 GamwtoB)
KOHBEPTUPYETCSA B TPAAUIMOHHYIO KAy OLICHOK M B IIKalTy OLEHOK EBpOIEHCKON CUCTEMBI
nepeHoca u HakoruieHuss KpeauToB (EuropeanCreditTransferSystem; mamee — ECTS) B
COOTBETCTBUH C TAOJIMLIEH:

100-6amnpHast TpazmHonHas mKana [xana
nIKasa ECTS
95 -100 A

83 94 OTIMYHO B

68 — 82 XOPOIIIO 3a4TEHO C

56 —67 D

50 55 YJIOBJIETBOPUTEILHO E
20—49 FX
0_19 HEYJIOBJICTBOPUTEIIBHO HE 3aYTCHO =

5.2. Kputepun BbICTABJIEHUS] OLIEHKH O JUCIHUIJINHE

Banapl/
HIxkanaa
ECTS

Onenka no
JMUCHMILIMHE

Kpurtepun oueHku pe3yjbTaToB 00y4eHHs 110
AMCUHMILINHE

100-83/
AB

«OTIIMYHOY/
«3a4TEHO
(oTm4HO)»/
«3a4TEHO»

BricraBnsercst o0ydaromemMycs, eciiu OH ri1yO0Ko 1
MIPOYHO YCBOMJI TECOPETUUYCCKHIA U TIPAKTUICCKUH
MaTepHall, MOXKET MPOJIEMOHCTPUPOBATH 3TO HA 3aHATHUSIX
U B XOJI€ MPOMEKYTOYHOMN aTTECTAILINH.

OO0yuaromuiicsi HICUEPIBIBAIOIIE U JJOTUYECKUA CTPOMHO
M3JIaraeT yueOHbIH MaTepuall, yMEET yBSI3bIBATh TCOPHUIO C
MPAKTUKOH, CIIPABIISIETCS C pEIIEHUeM 3a7ad
npo¢eccHOHaTbHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CIIO’KHOCTH, MPABIJILHO 00OCHOBBIBACT MTPUHSATHIC
peleHHs.

CB00OIHO OpHEHTUPYETCS B YUEOHOH 1
npo¢ecCHOHATILHOM JIUTepaType.

OneHka no JUCHUILTHHE BBICTABISIOTCS 00ydaromeMycst ¢
Y4ETOM pE3yIbTaTOB TEKYIIEH U POMEKYTOYHOU
aTTeCTalluU.

Komniereniuu, 3aKkpeni€éHnble 3a JUCUUTITMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKUIIY.

82-68/

«XOpouIoy/
«3a4TEHO
(xoporto)y»/
«3a4TEHO»

BricTaBnsiercs 00y4aromemMycsi, €CJIi OH 3HaeT
TEOPETUUECKUN U IPAKTUYECKUN MaTepHa, FpaMOTHO U IO
CYILECTBY M3JIaraeT ero Ha 3aHATHSIX U B XOJe
IIPOMEXYTOYHOM aTTeCTalliy, HE AOIyCKas CYLIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiics IpaBUIbHO PUMEHSET TEOPETHUECKHE
MOJIOXKEHHUS ITPU PEIICHUN TPAKTUUECKUX 3a7a4
npogeccCHOHaTLHON HAaNpPaBIEHHOCTH Pa3HOI'O YPOBHS
CJIOKHOCTH, BJIaJIeeT HEOOXOIUMBIMHU JIJIsl 3TOTO HaBBIKAMHU
U IIpUEMaMU.

JlocTaTOYHO XOpOIIO OPUEHTUPYETCS B yUeOHOU U
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Banael/
HIxanaa
ECTS

OuneHka mo
JUCHUILIMHE

Kpurtepun oneHkn pe3y1bTaToB 00y4eHUs 10
AUCHMILIAHE

npodeccuoHanbHOM TUTEpaType.

OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEeMyCs C
y4€TOM pe3yJIbTaTOB TEKYIIEH 1 MPOMEKYTOUYHOU
aTTeCTalUU.

Komnerenuu, 3akperiéHHble 3a AUCIUTIIMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «XOPOIIHIA».

67-50/
D,E

«YJIOBJIETBOPH-
TETBHOY/
«3aYTCHO
(ynosnerBopu-
TEJILHO)»/
«3a4TECHO

BricTaBnsiercs oOyyaromieMycsi, €Cii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUYECKUI MaTeprall,
JIOTTYCKaeT OTJENIbHbIE OMIMOKH MPH €T0 U3JI0KEHUU Ha
3aHATUAX U B XOJE IPOMEXYTOYHOU aTTECTALUH.
OOyyaromuiics UCIIBITHIBACT ONpeIeIEHHbBIE 3aTPYAHCHUS
B IPUMEHEHHUH TEOPETUYECKUX IT0JI0KEHUN IIPU PELLICHUH
MPaKTUYECKHX 3314 MPOo(hecCHOHANBLHOM HaIIPaBIEHHOCTH
CTaHJApTHOI'O YPOBHS CIIOKHOCTH, BJIAJIEET
HEO0OXOIUMBIMHU JISI 5TOTO 0a30BBIMH HAaBBIKAMU U
NpUEMaMHU.

JleMOHCTpUpYET JOCTaTOYHBIN YPOBEHb 3HAHUS yUeOHOU
JUTEPATYPBI 110 AUCLUILIMHE.

OrneHka no JUCHUILTMHE BBICTABIISAIOTCS 00ydarolemMycs ¢
y4E€TOM PE3YNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTaluu.

Komrniereniuu, 3aKkpeniéHuble 3a JTUCUUILTMHON,
chOopMHUPOBaHbI HA YPOBHE — «JIOCTATOYHBIN».

49-0/
F.FX

«HEYIOBIETBOPUTE
JIBHOY/
HE 3aYTEHO

BeicTraBnsercs o0yuaromemMycs, €ClIM OH He 3HaeT Ha
6a30BOM ypOBHE TEOPETUUYECKHI U MPAKTUUECKUI
MaTepual, J0IycKaeT rpyOble OmMuOKH P €ro
U3JI0’KEHUU Ha 3aHATHAX U B XO€ MPOMEXYTOUHON
aTTECTALlUN.

OOyuaronuiics UCTIBITHIBACT CEPhE3HBIE 3aTPYAHEHUS B
MPUMEHEHUN TEOPETUUECKHUX MOJI0KEHUHN NPU PEeLICHUH
MPAKTUYECKHX 3a/1a4 MPO(HeCCHOHAIbHON HalpaBI€HHOCTH
CTaHJapPTHOI'O YPOBHS CIIOKHOCTH, HE BIaIEET
HEOO0XOAUMBIMU JIJISl 3TOTO HaBBIKAMU U MIPUEMaMHU.
JlemoHcTpUpyeT (hparMeHTapHbIE 3HAaHUS Y4EOHON
JIUTEPATYPHI 110 TUCLHUIIINHE.

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

KomMmnereH1un Ha ypoBHE «JOCTaTOYHBIN», 3aKPEIUIEHHBIE
3a TUCIUIUIMHOM, HE CPOPMUPOBAHBI.
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5.3. OneHouHble cpeacTBa (MaTEepHUaJbl) IJIsl TEKYILIEr0 KOHTPOJIS yCIIeBA€eMOCTH,
NMPOMEKYTOYHOM aTTeCTANNM 00y4YAIOIIUXCS M0 TUCHUIIIHHE

Bapuanmul konmponwvnoii pabomur No 1

Bapuanr 1

1.B xakux cirydasix KaapoBas CIy>kOa HMEET MpaBo BbIIATh AyOJIUKAT TPYA0oBoW KHIDKKH? Kak
3TOT AOKYMEHT oopmIisieTcs?

2.Ilepeuncnute BUABI JOKYMEHTOB, NPHMEHSEMbIC MPH IEpeBojie Ha Apyryr pabory. Kak
oopMIIsIeTCS KOKIbINA U3 HUX?

3. HazoBuTE TOKYMEHTBHI, IPEIOCTABISIEMbIe PAOOTHUKOM IPH MOCTYIUICHHH Ha padoTy.
4.KakuMm JIOKaJIbHBIM HOPMATUBHBIM aKTOM PErJIaMEHTUPYETCs paboTa KapOBBIX CIICIIHAINCTOB
C MepCOHALHBIMU JIaHHBIMU? [laiiTe eMy XapaKTepHCTHUKY.

Bapuant 2

1. XapakrepucTuKka Ha3HAuCHHUs TPYJIOBOM KHIKKH. B Kakoil Cpok JOoKHA OBITH 3aBe/eHa
TPYAOBask KHM)KKA IIPU IOCTYIUIEHUU Ha paboTy BIepBbIe?

2. Ilepeuncnute BUIBI JOKYMEHTOB, IPIMEHsIEMbIE TIPY yBOJIbHEHUH. Kak odopmitsieTcst Kax bl
U3 HUX?

3.Kakoii 5oKanbHBIH HOPMATUBHBIM akT ONpEeAeNseT OpraHU3alUi0 TpyJa COTPYJHUKOB B
KoMmnanuu. /laiite eMy XapakTepUCTHUKY .

4.HazoBute nHpopmanmio, 0053aTeNIbHYIO U BKIIOYSHUS B TPYIOBOM IOTOBOD.

Bapuanmuvr konmponwvnou pabomor Ne 2

Bapuant 1
1. TlepeuncnuTte coCTaB JOKYMEHTOB JIMYHOTO jAena paboTHuka. KakuMu HOpMAaTHBHBIMU
JIOKyMEHTaMH 3TO OMpPeIeTIeHO?
2. Ha3zoBuTe TOKyMEHTHI KaJpOBOM CITy>KObI, MOJUIekKAIINE TIepeladue B apXUB.
Bapuant 2
1.KakoBbI 0COOEHHOCTH COCTABJICHUS HOMEHKJIATYPHI €T KaAPOBOM CITYKOBbI?
2. HazoBuTe 00s13aTeIbHBIE PETHUCTPAIMOHHBIE ()OPMBI KaJIPOBOM CITY>KObI?

Ilpumepnsvie KonmpoabHbIE 60RPOCHL 011 RPOMEHCYMOYHOT AMMECAUUN:

1. Hepqu/ICJ'II/ITI) 3aKOHOAATCIbHBIC aKThlI, KOTOPBIMU PETIIaMCHTUPYCTCA
AOKYMCHTHPOBAHUC KaﬂpOBOﬁ ACATCIIBHOCTH B HACTOAIICC BperI?
2. Hepqu/ICJ'II/ITI) HOPMAaTUBHO-METOJUYCCKHC JOKYMCHTEI, PEriIaMCHTHUPYIONINC

JIOKYMEHTHPOBAaHHE KaJIPOBOH €ATEIbHOCTH.

HasBatb BUIbI TOKYyMEHTOB, IPEAbsIBIsIEMbIE pAOOTHUKOM IPU IIpHEME Ha padoTy.

HasBate  BUABI  JOKYMEHTOB, YCTaHOBJEHHbIE TpylnoBbIM  Koxekcom PO,

JOKYMEHTHPYIOIIKE preM paboTHHUKA Ha padoTy.

5. IlepeuncnuTh BHIBI JTOKYMEHTOB, O(QOPMISIONIME H3MEHEHHE YCIOBHH TPYJOBOIO
JI0rOBOpA.

6. IlepeunciauTh BHUABI JOKYMEHTOB, YCTaHOBJIEHHbIE TpyHOBBIM KojaekcoM P® s
PEryJIUpOBaHUsI TPYIOBBIX OTHOILIEHUH.

7. CpoKM TOATrOTOBKM, KaKHUX JIOKYMEHTOB 10 JOKYMEHTHPOBAHHUIO  KaJpPOBOM
JEeSITEIbHOCTH YCTAHOBJICHBI 3aKOHOAATENIBHO?

8. Kakue ¢pyHKIMU KapoBO# CITy>KObI CBSA3aHbI C yYETOM JIMYHOTO cOcTaBa’?

9. Kakme ¢yHKIMHM JODKHA BBINONHATH KajpoBas CiIyk0a npu  odopmiIeHUU
YBOJIbHEHHUSI PaOOTHHUKA C pabOTHI?

10. Kakumu 1oKkyMeHTaM#u 0OpMIISIETCS YBOJIbHEHNE paOOTHHKA?

»ow
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11. HazoBute (hyHKIIMH KaapOBOK CIY>KOBICBS3aHHBIEC C TPYIOBBIMU KHIKKAMU?
12. Kakumu 1okymeHTaMu opopmIiIsieTcs aTTecTanus pabOTHUKOB?

13. Ha3zoBuTe 0COOCHHOCTH HOMEHKJIATYPHI JIeT KaIPOBOM CITy>KOBI.

14. Kakue nena kaapoBoi Ciy’Obl OTHOCSTCS K KATETOPUU NEPEXOIALINX?

15. Tlepeuncianth 0coOOeHHOCTH (OPMHUPOBAHUSI IMYHOTO Jiesia paboTHUKA?

6. YueOHO-MeTOAuYeCcKOe U MH(OPMAIIMOHHOE o0ecTeyeHne TUCIIUIIHHbI
6.1. Cnmucok HCTOYHMKOB M JIUTEPATYPHI

HUcTounuku (006s3aTeIbHbIE)

1. Koucrurynuss Poccuiickoit ®emepanuu (C MOCICAYIONMMH H3M. W JIOII.) I
KoncynwrantlIntoc. Bepcusllpod [DnexTponHsIii pecypc]. — DeKTpoH. aaH. - Pexxum moctyma
:http://www.consultant.ru/.

2. Tpymosoii komekc Poccuiickoit ®emepamuu ot 30.12.2001 Ne 197-®3. Ilpunsar
FocynapctBennort Jlymoit 21 nekabpss 2001r. (¢ mnocnepyromumu u3M. u jom.) [/
Koncynwsrantllmoc. Bepcusllpod [Dnexkrponnsiit pecypc]. — DnekTpoH. aaH. - Pexum goctymna
:http://www.consultant.ru/.

3. 3axon Poccuiickoit @eneparmu ot 25 okraops 1991 r. Ne 1807-1  «O s3bIKax HApPOIOB
Poccuiickoit ®eneparmm» // Begomoctu CHI P® u BC P®. 1991. Ne 50. Cr. 1740; (c
nocneayomumu u3M. u gom.) // Koncynerantllmoc. Bepcusillpod [Dnexrponnsiit pecypce]. —
DJeKTpoH. aaH. - PexxuM noctyma :http://www.consultant.ru/.

4, ®depepanpublii 3ak0H PO ot 27.07.2004 Ne 79-®3 «O rocyaapcTBEHHON TIpaskIaHCKON
cnyx0e Poccuiickoii @enepaunn» (¢ mocneayromumu u3M. u gomn.) // Koncymsrantllmtoc.
BepcuslIpod [OnexTponnbiii  pecypc]. — OnexkTtpoH. gaH. - Pexum gocryna
:http://www.consultant.ru/.

5. ®enepanbHblii 3akoH Poccuiickoit epepanuu ot 01.06.2005 Ne 53 «O rocyaapcTBEHHOM
s3pike  PD» (¢ mocnenyrommmu u3M. u  jgon.)  // Koncymbrantllmioc. Bepcusllpod
[DnekTpoHHBIH pecypc]. — DiaekTpoH. AaH. - Pexxum goctyna: http://www.consultant.ru/.

6. ®enmepanbHbiii 3akoH Poccuiickoit ®emepanmu ot 06.12.2011  Ne 402-d3  «O
OyxranTtepckoM ydere» (¢ mocienyrommmu usM. u jnon.) // Koncynerantllntoc. BepcuslIpod
[DnexTpoHHBIH pecypc]. — DekTpoH. AaH. - Pexum goctyna: http://www.consultant.ru/.

7. ®enepanbubiii 3akoH Poccuiickoit ®enepanuu ot 02.05.2006 Ne 59-d3 «O mopsiake
paccMOTpeHHs O0pallleHui Tpaxkaan» (¢ mocuenyromumu u3M. u aon.) // Koncynerantllnroc.
Bepcusllpod  [Onextponnsii  pecypc]. —  OnektpoH. ngaH. - Pexum  moctyma:
http://www.consultant.ru/.

8. ®enepanbubiii 3akoH or 27 wroas 2006 r. N 152-®3 "O mepcoHadbHBIX JaHHBIX"(C
nocneayomumu u3M. u gom.) // Koncynerantllmoc. Bepcusllpod [Dnexkrponnsiit pecypce]. —
DnekTpoH. AaH. - Pexxum mocrtyma: http://www.consultant.ru/.

9. ®enepanpubiii 3akon ot 01.10.2004 Ne 125-®03 «O6 apxuBHOM jene B Poccuiickoit
Oenepatn» (¢ mocneayromumu u3M. u jgomn.)  // Kouncynerantllmoc. Bepcusllpod
[DnekTpoHHBIH pecypc]. — DiaeKTpoH. AaH. - Pexxum goctyna: http://www.consultant.ru/.

10. ®enepansupiii 3akoH ot 29.07.2004. Ne 98-®3 «O kommepueckoil TaiHe» // (c
nocienyromumu u3M. u non.) // Koncynerantllmtoc. Bepcusllpod [DnexkTponnslii pecypc]. —
DJeKTpoH. aaH. - Pexxum noctyna: http://www.consultant.ru/.

11. TpaBuna BemeHUsT U XpaHEHHs TPYIOBBIX KHIMKEK. (C MOCICIYIOMUMA U3M. U jor.) //
Koncynpsrantllmoc. BepcuslIpod [DnexrponHslii pecype]. — DnekTpoH. naH. - Pexxum nocryna:
http://www.consultant.ru/.

12. UucTpyKius 10 3aroHEHNI0 TPYAOBBIX KHIbKEK (yTB. IlocTanoBineHneM MuUHHCTEPCTBA
TpyAa M couuanbHoro pasButus Poccuiickoit ®epepauunu ot 10 okra6ps  2003r.).
3apeructpupoBana MwunuctepctBoMm toctunuin Poccuiickori ®eneparuu 11 HOs16pss 2003 .
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perucTpanoHHbiii HOMep 5219.(c mocnenyromumu u3M. W gomn.) // Koucynerantllmroc.
BepcuslIpod [OnexkTpoHHbIl  pecypc]. — OnekTpoH. JaH. - Pexum gocryna
-http://www.consultant.ru/.

Hcrounuku (10MoJTHUTEIbHbIE)

13. ®enepanpupiii 3akon P or 27.07.2006 Ne 149-®3 «O6 wunbopmanuu,
UH()OPMAIIMOHHBIX TEXHOJOTHAX M 3aluTe HHGOPMALMI» (C MOCICAYIOIUMH U3M. H Jom.) //
KoncynwrantlIntoc. Bepcusllpod [DnexTponnslii pecypc]. — DIIeKTpoH. AaH. - Pexxum moctyma
:http://www.consultant.ru/.

14. ®enepanbupiii 3akoH 0T 26.12.1995. Ne 208-®3 «O0 axkmMOHEPHBLIX 00IIECTBax» (C
nocneaytomumu u3M. u jom.) // Koncynerantllmroc. Bepcusillpod [Dnexkrponnslit pecypce]. —
DjeKkTpoH. aaH. - PexxuM pocrtyma :http://www.consultant.ru/.

Oobmepoccuiickuii  kiaccupukarop mpodeccuii padounx, MOKHOCTEH CIIyXalux |
tapudHbIx pazpsaaoB OK 016-94. M.: Muntpya Poccun, 1995.

Oo6mepoccuiickuii knaccudukarop napopmanuu o Hacenennn OK 018-95. M.: MunTpy R
Poccuu, 1996

Ob6mepoccuiickuii kiaccudukarop ympasieHueckord mokymentanmu OK 011-93. M.:
I'occrangapt Poccun, 1994.

Ob6mepoccuiickuil kinaccuukarop crneruanbHocTel 1mo oodpazoBanuo OK 009-93. M.:
I'occrangapt Poccun, 1995.

[Mpuka3 PocapxmBa ot 23.12.2009 N 76 "OO0 yrBepkaeHHH MeTOAMYECKUX
peKoMeHaluii 1Mo pa3paboTKke MHCTPYKIHMM MO AETIONPOU3BOACTBY B (hefepanbHBIX OpraHax
WCIIOJTHUTEJIbHON BIIacTH".

YuudunupoBanusie GopMbl IEPBUYHON YUETHON NOKYMEHTALMU I10 YYETy TpyAa U ero
omnatel, yrBepxkaeHHble [locranoBnenuem ['ockomcrata P® ot 05.01.2004 Ne 1. M.:
HUITHcratuadopm ['ockomcTaTta Poccu, 2004.

15. Tapudno-kBanmudpukanmonnsiii cnpaBounuk. // KoucymsrantIlmoc. BepcusilIpod
[DnexTponHBIA pecypc]. — DAeKTpoH. AaH. - Pexxum gocrtyna :http://www.consultant.ru/.

16. KBanuduKamOHHBIH CIIPaBOYHHK JOJKHOCTEN PYKOBOIUTEINEH, CIIEIIUATNCTOB M APYTUX
cayxamux. M.: Muntpyn Poccun, 2000. // Koncynbrantllntoc. Bepcusillpod [DnekTpoHHBIH
pecypc]. — DnekTpoH. naH. - Pexxum noctyma :http://www.consultant.ru/.

MesxoTpacieBbie yKpYITHEHHbIE HOPMAaTHBBI BPEMEHHU Ha Pa0OTHI 10 KOMITJICKTOBAHUIO U
yuety kaapos. M.: IIBHT Muntpyna CCCP, 1991.

[lepeyeHb THIOBBIX YNPABICHYECKUX apXWUBHBIX JTOKYMEHTOB, O0Opa3ymomuxcs B
npoliecce JIeATeIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPAaBJICHUS U
OpraHM3aluii, ¢ ykazaHueM cpokoB XxpaHenus. M., 2011.

[IpaBuna opraHu3anuu XpaHEHHs, KOMIUJICKTOBaHHS, Yy4€Ta U  HCIIOJIb30BAHUS
ToKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit @enepanuu 1 Ipyrux apXuBHBIX JIOKYMEHTOB B
OpraHax TOCYAapCTBEHHOW BJIACTH, OpraHaX MECTHOTO CaMOYIPABIIEHUS M OPraHHU3AIMIX,
YTBEP)KJIEHHBIX TPpHUKa30M MuHKyIbTypsl PO ot 31.03.2015 Ne 526.

JIuteparypa (00s13aTenbHas)

bynar, P. E. JlokymeHTanmoHHoe oOecmedeHHe YMpaBICHUs TEPCOHAIOM: ydeOHOe
nocobue / P. E. bymar. — MockBa: UH®PA-M, 2019. — 234 c. + Jlon. marepuaisl
[DnexTponHbIi pecypce]. — (Bricmiee oOpazoBanme: bakanaspuar). - ISBN 978-5-16-010318-1.
- Tekcr: anexrponnslit. - URL: https://znanium.com/catalog/product/1007087

Kypasnesa, . B. KanpoBoe nenonpousBojctBo: Haumnaem ¢ Hynsl. AyauT CBOMMH
cunamu / U.B. XKypasnesa, M.B. XypasneBa. - 2-e u3za. - Mocksa: HUL] UH®PA-M, 2014. -
184 c. + ([om. mar. znanium.com). - (IIpocro, kpatko, ObicTpo). ISBN 978-5-16-008986-7. -
Tekcr: anexkrponssii. - URL: https://znanium.com/catalog/product/417566
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JIutepatypa (JOTOIHUTEIbHAS)

beikoBa, T. A. JlokyMeHTallMOHHOE OOecleYeHue yNpaBieHUs (AeI0INPOU3BOICTBO):
yuebnoe nocodbue / T. A. beixoBa, T. B. Ky3nenosa, JI. B. Cankuna; nmox o6m. pea. T. B.
Ky3nenoBoit. — 2-e¢ u3a., nepepad. u non. — Mocka: UHOPA-M, 2023. — 304 c. + [om.
MaTepHaisl [ DIeKTpoHHbIH pecypc]. — (Bricmee oOpa3oBanue: bakanaBpuar). - ISBN 978-5-
16-004805-5. - Tekcr: anexktponnsiid. - URL: https://znanium.com/catalog/product/1906701

6.2. IlepedeHn pecypcoB HHPOPMAIHOHHO-TEJIEKOMMYHHKANIMOHHOI ceTH « UHTEepHET»
HanumonaneHnast anextponHas 6ubnmuorexa (HO5) www.rusneb.ru
ELibrary.ru Hay4nas snexkrponHast 6uodamorexa Www.elibrary.ru
Dnekrponnas oudaunorexa Grebennikon.ru www.grebennikon.ru
- I'apanT [DnekTpoHHBIN pecypc]. — DnekTpoH. naH. — M., cop. 2019. — Pexxum nocrymna:
http://www.garant.ru.
- Koncynprant [Tntoc [DnekTpoHHbIi pecypc]. — DnekTpoH. gaH. — M., cop. 2019. — Pexum
nocryna: http://www.consultant.ru.

6.3.Ilpodeccnonanibubie 6a3bl JAHHBIX U HH(OPMAIMOHHO-CIIPABOYHbIE CHCTEMBI
Joctyn k mpodeccroHanbHbIM 0a3aM naHHbIX: https:/liber.rsuh.ru/ru/bases

WNHdpopManroHHbIE CIPAaBOYHBIE CHCTEMBI:
1. Koncynsrant [Imtoc
2. Tapanr

7. MarepuajibHO-TEXHUYECKOE oOecneyeHue JUCHUINIMHBI

Jns  obecriedeHuss AMCUUIUIMHBI  UCIOJNB3YeTCSl  MaTepUAIbHO-TEXHUYECKas 0asa
00pa30BaTeNbHOTO  YUPEXKICHHS: Y4YeOHbIE AayJuTOPUHU, OCHANIEHHBIE KOMIBIOTEPOM U
MPOEKTOPOM JIJIsl IEMOHCTPALlMU YUYEOHBIX MaTEPHUAJIOB.

CocraB MporpaMMHOT0 0OECTICUCHHS:
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

8. Obecneyenne 00pa3oBaTeJbLHOIO NpoLEcca ISl JHI C OTPAHMYEHHBIMHU
BO3MOKHOCTSIMM 3/10pPOBbSI 1 HHBAJIU/I0B

B X0J€ peamm3an JUCHUIIIIMHBI UCITIOJIB3YIOTCA CICAYIOMKUEC TOITOJTHUTCIbHBIC
MCETO/bI O6y‘leHI/Iﬂ, TCKYIICTO KOHTPOJIA YCIICBAEMOCTHU U HpOMeXCYTOqHOﬁ aTTeCTallnuu
06yqa}0umxc;1 B 3aBUCUMOCTH OT UX MHAWBUAYAJIbHBIX 0COOCHHOCTEH:

e IS CHENBIX U CIa0OBUIAIINX:

- JeKuu O(QOpPMISIOTCS B BHUAEC JJIEKTPOHHOTO JOKYMEHTa, JOCTYIHOTO C TIOMOIIBIO
KOMIIBIOTEPA CO CIEeNUaTN3UPOBAHHBIM MPOTPAMMHBIM 00ECTICUCHUEM;

- TIHUCBMCHHBIC 3aJaHHs BBIIIOJHAOTCI Ha KOMHBIOTepe CcO CHeHI/IaHI/ISI/IpOBaHHBIM
MPOrpaMMHBIM 00€cTiedeHUEM, U MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrnieunBaeTCsl MHIWBUIyIbHOE paBHOMEPHOE ocBerieHne He meHee 300 Jrokc;

- Q7S BBITIONHEHUS 3aJaHUsl TMPH HEOOXOAMMOCTH TMPEAOCTABISIETCS YBETHYHUBAOIIEE
YCTPOMCTBO; BOZMOKHO TaKKe UCIIOJIb30BAHUE COOCTBEHHBIX YBETUYHUBAIOIINX YCTPONUCTB;

- MIUCbMEHHBIE 3a/1aHusl OPOPMIIAIOTCS YBEITHUEHHBIM HIPpU(TOM;


https://znanium.com/catalog/product/1906701
http://www.consultant.ru/
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- 9K3aMEH M 3a4€T NPOBOAATCS B YCTHON (hOpME UM BBIIOIHSIOTCA B TUCBbMEHHON (hopMme Ha
KOMITBIOTEPE.

® JUIS TIIYXUX U CIa0OCIBIIIAIINX:

- Jekuud O(OPMIIIOTCS B BHJE JJIEKTPOHHOTO JIOKYMEHTA, JHOO MpPedoCTaBIsAETCS
3BYKOYCWJIMBAIOLIAsl annapaTypa HHAUBUYaIbHOTO 110JIb30BaHMS;

- MUCHbMEHHBIC 3aJJaHUs BBITIOJIHAIOTCS Ha KOMITBIOTEPE B MUCHbMEHHOM (hopme;

- 9K3aMeH M 3auéT MNpOBOAATCA B IHUCbMEHHOW (opMe Ha KOMIBIOTEPE; BO3MOXKHO
npoBeseHue B (hopMe TeCTUPOBAHMUS.

e IS JIUL C HAPYIICHUSIMH OTIOPHO-/IBUTATEJILHOTO amnmapaTta:

- JeKUuM O(OPMIISIIOTCA B BHJE 3JIEKTPOHHOI'O JOKYMEHTa, JOCTYHHOI'O C IOMOILBIO
KOMITBIOTEpA CO CHEIMATHM3UPOBAHHBIM ITPOrPAMMHBIM 00eCTIeUeHHEM;

- IHUCBMEHHbIC 33JaHUS BBINOJHAIOTCA HAa KOMIBIOTEPE CO CHELHMAIU3UPOBAHHBIM
MIPOrpaMMHBIM 00€CIIEYCHUEM;

- 9K3aMEH M 3a4€T NPOBOAATCA B yCTHOW (hopMe MIIU BBIIIOJHSIOTCS B MUCBbMEHHOM (popme Ha
KOMITBIOTEPE.

ITpu HEOOX0MUMOCTH NpeyCMaTpUBAEeTCs yBEINUYEHUE BPEMEHHU AJIs IIOATOTOBKU OTBETA.

[Iponienypa  mpoBeAeHHsT  NPOMEXKYTOYHOM  arrectamuu Uit OOyJaroIIuxcs
YCTaHABIMBACTCSI C Y4€TOM HUX MHIMBHIYaJbHBIX ICUXO(PHU3MUECKUX OCOOEHHOCTEH.
[TpomexyTo4Hast aTTEeCTAIHsI MOYKET TPOBOAUTHCS B HECKOJIBKO 3TAIIOB.

IIpu npoBeneHNM NPOLEAYPHl OLEHUBAHUS PE3YIbTaToOB OOYUYEHMs IpPEAyCMaTpUBACTCS
UCTIOJIb30BAaHNE TEXHUYECKUX CPENCTB, HEOOXOAMMBIX B CBSI3W C HHIUBUAYAIbHBIMH
0COOEHHOCTSAMHU O0y4YaroIuxcs. DTU CPEeACTBA MOTYT OBITh MPEJOCTaBJICHbI YHUBEPCUTETOM,
WJIA MOTYT HCIIOJIb30BAThCSl COOCTBEHHBIE TEXHUYECKHE CPEICTBA.

[IpoBeneHre mpoueaypbl OLIEHUBAaHMUSA  pe3ylIbTaroB  OOydeHUs  JIOIyCKaeTcss ¢
UCTIOJIb30BaHUEM JUCTAHIIMOHHBIX 00Pa30BaTeIbHBIX TEXHOIOTHH.

ObecnieunBaeTrcs 10cTyn K MHOOPMALMOHHBIM M OHOIHOrpaduueckuM pecypcam B CETH
WuTepHer st Kaxkaoro oOydaromierocs B ¢GopMmax, aJaNTHPOBAHHBIX K OrPaHUYEHUSAM HX
3JI0POBbsI U BOCHIPUATHUS UH(DOpMALUH:

® IS CJICIBIX U CIIA0OBUISIIUX:

- B [Ie4aTHOM (hopMe YBEITNYEHHBIM IIPUPTOM;
- B (hOpMeE IIEKTPOHHOTO JOKYMEHTA;

- B (popme ayauodaiina.

® IS TIIYXUX U CIIA0O0CIBIIIANINX

- B IeyaTHOH popme;

- B (hOpMe IIEKTPOHHOTO TOKYMEHTA.

e Ui 00yYaroIUXCs C HAPYIICHUSIMU OMTOPHO-/IBUTATEIBHOTO arapara:
- B IeyaTHOH popme;

- B (hopme 31eKTPOHHOTO TOKYMEHTA;

- B hopme aynuodaiina.

Y4eOHble ayAUTOPUH IS BCEX BUIOB KOHTAKTHOW M CaMOCTOSITEIBHON pabOTHI, HaydHast
6u0nMMoTEeKa M MHbIE MOMEIIEHUs ISl 0Oy4eHUs! OCHAIIEHBI CIIEIHaIbHBIM 000pYyAOBaHHEM U
y4eOHBIMH MECTaMH C TEXHUYECKHMHU CPEACTBAMHU O0YUICHUSI:

e JUIs CIeNbIX U cIa00BUIAIINX:

- YCTPOICTBOM Uil CKaHUPOBaHUs U uTeHus ¢ kamepoil SARA CE;

- mucrieeM bpaiinst PAC Mate 20;

- npuntepoM bpaitns EmBrailleViewPlus;

® Ui TIYXHUX U cIa0O0CITBIIIATHNX:

- aBTOMATHU3MPOBAaHHBIM pPAa0OYMM MECTOM JUISI JIIOJIEH C HapylIeHHeM cliyXa |
¢71a00CIIBIIIAIINX;

- aKyCTUYECKHI yCUITUTEh U KOJIOHKH,

e Ui O0yYaroIUXCcs ¢ HAPYIICHUSIMHU OMTOPHO-IBUTATEIHHOTO arapara:

- IEPEABMKHBIMU, PETYINPYEMBIMH dproHoMuueckumu napramu CH-1,
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- KOMITBIOTEPHOM TEXHUKOW CO CIIEUATbHBIM IPOrPaMMHBIM 00€CIIEYCHUEM.

9. MeroauyecKkue MaTepuaJibl
9.1. IlnaHbl CEeMMHAPCKUX 3aHATHH

TEMAL. 3AKOHOJATEJIbHASI PETJTAMEHTAIMS JOKYMEHTHPOBAHNA
KAJIPOBOU JEATEJIBHOCTU B P®

Dopma 3aHATUSA — IUCKYCCUS 110 pe3yIbTaTaM U3y4YeHUsI MaTepUaJIOB
3AJJAHUAL.

1. Tlpoanammsupyiire TpynoBoii konekc Poccuiickoit deaepanuu u onpenenute TpeOGOBaHUS K
coCTaBy U 0()OPMIIEHUIO TOKYMEHTOB, PEIVIAMEHTUPYIOLIUX TPYOBbIE OTHOILIECHHUS.

2. TIpoanammsupyiitre TpynoBoii kogekc Poccuiickoit denepanuu u onpenenute TpeOOBaHUS K
GYHKIUSAM KaJpoBOil CITy>KOBI.

3.
YKA3AHUS 10 BBIITOJIHEHUIO 3AJTAHUI

1. Uzyuute TpynoBoi Komekc A BBUICHWUTE, KAKMMH JIOKYMEHTaMH IIPEIyCMOTPEHO
opopmiieHHE TpueMa, MepeBOJa, YBOJIbHEHUS, KOMaHIUPOBAaHUS, TUCIUILUIMHAPHOTO
B3BICKAHUS U TPEJOCTaBICHUS OTIycka paboTHHKaM. CocTaB JOKYMEHTOB (PUKCUPYETCS I10
KKIOU OTIenbHON mporenype. OOpaTuTe BHHUMAaHHE HA CPOKU IOJTOTOBKH JOKYMEHTOB,
YCTaHOBJICHHBIEC 3aKOHOIATEIIBHO.

2. Wsyuute TpynoBoil koiekc U ompenenute 00si3aHHOCTU paboTojaTelNs MO OTHOIICHHIO K
paboTHHKY, KOTOpBIE yCTaHOBJIEHBI B Kojiekce mpu BOZHUKHOBEHUHU TPYAOBBIX OTHOIICHUH,
BBISIBUTH (DYHKITH KaJPOBOU CITYKOBI.

KOHTPOJIBHBIE BOITPOCBI.

1. Ilepeuncnuth OCHOBHBIE BHUJABI JOKYMEHTOB, HCIOJIb3yE€MBbI€ Ul JOKYMEHTHUPOBAHMSI
TPYJOBBIX OTHOILLIEHUH, YCTAHOBJIEHHBIX B TPYIOBOM 3aKOHOJATEIILCTBE.

2. Haszoswure THIIOBBIE GYHKIINU KAJPOBOH CITYkKOBI.

TEMA 2.PASPABOTKA OPTAHM3AIIMOHHBIX JJOKYMEHTOB
B KAJIPOBOM CJIYXXBE

dopma 3aHATUSI — AUCKYCCHA I10 pE3yJibTaTaM U3YUCHUS MATCpUATIOB

3AJIAHUS

1. Tlpoananusupyiite opranuzaiuo padboTsl ¢ kagpamu B 3A0 “Bemmnen”.

2. YcraHOBHTE CTPYKTYpY H conepxanue [lonoxenuns o6 otaene kaapos 3A0 “Breimnen”

3. YcTaHoBUTE CTPYKTYpY U COJAEp)KaHUE TOJDKHOCTHOM MHCTPYKIIMU COTPYIHHMKA KaJpOBOU
CITYKOBI

YKA3AHUA 110 BBIIIOJIHEHUIO 3ATAHUA



19

1. Tlpoananm3upyiiTe KOMIUIEKC TOKyMEeHTOB 3AO “Bwimmen”, BBIABISS €ro CTPYKTYpY,
YHUCICHHOCTh, HampaBleHus pAedrenbHocTd OOmectBa U 0COOEHHOCTH OpraHU3aIUU
KaJpoBOM pabOTHI.

2. Ha ocHOBe KBaTM(PHUKAIMOHHON XapaKTEPUCTUKH PYKOBOAMUTENS KaJPOBOH CIIyKOBI,
YCOPJl, TpymoBoro kojekca M TpeOOBaHWNM WHBIX HOPMATHBHBIX M METOJIUYECKUX
JOKYMEHTOB yCTAHOBHUTE CTPYKTYypy U conepxanue [lomoxxenust o6 ornene kaapoB 3A0
“Beimmien”.

3. Ha ocHoBe kBamM(pUKAIMOHHBIX XapaKTEPUCTHK PaOOTHHUKOB KaapoBou ciyxOb1, YCOP/]
YcTraHOBUTE CTPYKTYPY M COJEpXKaHME JOJKHOCTHONW MHCTPYKLUHU COTPYIHHUKA KaJpOBOM
ciryx0s1 3A0 “Brimnen”.

KOHTPOJIBHBIE BOITPOCHI

=

[Tepeuncnure 3anauu U GYHKIIUN KAJAPOBOM CITYKOBI.

Kakue 10KyMeHTBI peryiaMeHTUPYIOT PaboTy ¢ IEPCOHAIIOM OpraHU3aLuu?

3. Ha ocHoBe, Kakux TOKYMEHTOB pa3pabaTBHIBAIOTCS TOJIOKEHHE O KaJApOBOH cioyxbe u

JOJKHOCTHBIE MHCTPYKLIUU €€ COTPYAHUKOB?

KakoBa cTpykTypa TEKCTOB IOJIOKEHUS O KaJIpOBOH CIIyK0€ U T0JPKHOCTHON MHCTPYKIMU?

5. Korna nonoxenue o kaapoBoil ciayx0e npuoOperaer ropuauueckyro cuiry? Koraa oHo
TpeOyeT nepepadoTku?

6. Ilepeuncaure obimue TpeGoBaHUS K OPOPMICHHIO OPraHU3ALMOHHBIX JIOKYMEHTOB.

N

&

TEMBI 3-7. JTOKYMEHTHUPOBAHUE KAJIPOBOM JEATEJIBHOCTH

Dopma 3aHATUSA — JUCKYCCHS 110 pe3yIbTaTaM U3y4YEHUSI MaTEPUaJIOB

3AJAHUS:

1. U3yuure 3aKoHOAATENbHBIE TPEOOBAaHHS K COJEPKAHHIO W O(OPMIIGHHIO TPYIOBOTO
JIOrOBOpA.

2. YCTaHOBUTE KOMIUIEKT JJOKYMEHTOB TI0 TIEPEBOAY Ha JIPYTYIO paboTy.

3.YcTaHOBHUTE KOMIUIEKT JOKYMEHTOB O MPEIOCTAaBICHUH OTITyCKa, IEPEHOCE OTITyCKa, OT3hIBE
U3 OTITYCKa, IPOEKThI JOKYMEHTOB O KOMaHAMPOBaHUH paOOTHUKA

4.YCTaHOBUTE KOMIUIEKT JOKYMEHTOB O TIOOMIPEHHH pabOTHHKA ¥ O BBIHECEHUU
JUCHUIIJIMHAPHOT O B3bICKAHMA.

5.YcTaHOBHUTE KOMIUIEKT IOKYMEHTOB 00 M3MEHEeHUHU (haMuiInu paboTHUKA

6.YCTaHOBHTE KOMIUIEKT JOKYMEHTOB O PACTOPXKEHHH TPYIOBOTO JIOTOBOpPA TIO PAa3HBIM
OCHOBaHUSIM

VKA3AHUS 10 BBITIOJITHEHUIO 3AJIAHUN

1.Ha ocHoBe MarepuasioB [€J10BOM WIrpbl (CIpaBOYHblE JaHHbIE O pPAOOTHHKE) U
TpeboBanuilt TpyoBOro KojeKkca onpeaeanTe cojiep>kaHue TpyJ0BOTo J0roBopa U 0COOEHHOCTH
ero oopMIICHHUS.

2.Wcnionb3ys Matepuaibl Je0BOM Urphl (CIIpaBOYHbBIE JaHHBIE O PAaOOTHHUKE) M yUUTHIBAS
TpeboBaHus TpyJ0BOro KoJiekca YCTAHOBUTE COCTaB JOKYMEHTOB IIPH NepeBojie paboTHHKA (TI0
€ro MHUIMATUBE U 110 WHUIMATUBE PYKOBOJIUTENS CTPYKTYPHOTO IOJApa3ieieHHs) Ha JIPYrylo
paboty B TOW ke opraHuzauuu. OmnpenenuTs OCOOEHHOCTH JOKYMEHTHUPOBAaHUSA ATOU

HPOLIEAYPHI.
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3.Mcxons u3 MaTepuanoB JEI0BOM UTphI (CIPaBOYHBIE JaHHBIE O PAOOTHHUKE) YCTAHOBUTH
COCTaB JOKYMEHTOB IO MPEAOCTaBICHUIO PAOOTHUKA €XKETOJHOTO OYEePEIHON OIIauuBaeMOro
OTIlyCKa ¥ OTIycKa 0e3 coxpaHeHHus 3apaboTHON 1uiaThl. OnpeaenuTh OCOOCHHOCTH
JIOKYMEHTHUPOBAHUS ITOU TIPOIEAYPHI.

Hcnonb3ys Matepuaibl JIEJI0BOM UTPHI (CIIPaBOYHBIC JaHHBIE O PAaOOTHUKE) YCTaHOBUTH
COCTaB JJOKyMEHTOB IIPH HAMPaBICHUH pa0OTHUKA B KOMAHIUPOBKY H OMPEIEIUTh 0COOCHHOCTH
ux opopmieHusI.

4.Vcrionb3yst MaTepHaibl ASIOBOM UTPHI (CIIPABOYHBIC TaHHBIC O PAOOTHUKE) YCTaHOBUTH
COCTaB JIOKyMEHTOB IpH OQGOpPMIICHHH MoouipeHusi padoTHuka. OnpeneiauTtb OCOOCHHOCTH
JIOKYMEHTHUPOBAHUS dTOU TIPOIEAYPHI.

Ha ocHOBaHMM MaTepHallOB [EJIOBOW WIPbl YCTAHOBUTH COCTaB JIOKYMEHTOB IIpH
HAIOKCHHUH TUCIUTUIMHAPHOTO B3bICKaHMs. OnpeenTh 0COOCHHOCTH JOKYMEHTHPOBAHUS ITON
TPOIIECTYPHI.

5. Omnpenenutb, KakKUMH JOKYMEHTaMH OG(OPMIISIOTCS HW3MEHEHHS B TEPCOHAIBHBIX
JTAHHBIX Pa0OTHUKOB.

6.Vcnionb3ys MaTepuanbl IeI0BOM UTPHI (CIIPABOYHBIE JaHHBIC O PAOOTHHUKE) YCTAHOBUTH
COCTaB JIOKYMEHTOB IPH TPEKpalleHHe TPYAOBOTO OTOBOPA MO0 MHUIMATHBE PaOOTHUKA, 11O
WHUITMATHBE PabOTOATENs, 0 0OCTOSATEIILCTBAM, HE 3aBUCSIIUM OT BOJH CTOPOH. OnpenenuTh
COCTaB JOKYMEHTOB, KOTOpbIMU odopmisercs Kaxaas cutyauus. Onpenenutb COCTaB
JIOKYMEHTOB, HCITOJIb3YEeMbIX TIpU 0POPMIICHUN YBOJBHECHHSI, KOTOPBIE (POPMUPYIOTCS B JINYHOC
Jieno pabOTHHKA.

KOHTPOJIBHBIE BOITPOCBI:

1. Belmenurte OCHOBHBIC JOKYMEHTUPYEMbIE 3a/1a4H KaJJPOBOU JCSTEIBHOCTH.

2. OxapakTepusydTe CTPYKTypy TEKCTa TPYJOBOTO JOTOBOpPA, IMEPEUUCIHTE CYIICCTBEHHBIC

MIOJIOXKECHHS TPYIOBOTO JOTOBOpA.

SBnstOTCS I yHHPUITMPOBAHHBIC (POPMBI 00sI3aTSIIEHBIME ?

Ha ocHoBe TpeOoOBaHMII K TPYIOBOMY JOTOBOPY, OIPEICIUTh IMOPSIOK OGOPMIICHUS

JIOTIOTHATEIFHOTO COTJIaeHus (M3MEHEHHS K TPYIOBOMY JOTOBOPY).

5. Kakumu TpeOoBaHMSIMH JOJKHA PYKOBOJCTBYETCS KaapoBas Clayxk0a mpu oQOpMICHUU
MIPUKA30B B TEKCTOBOH (hopme?

How

Tema 8. TPYIOBA A KHNXXKA

Dopma 3aHATUSA — TUCKYCCHS IO pe3yJIpTaTaM U3y4YEHUsI MaTEpUaAJIOB

3AJJAHUA

1. IlpoananusupoBatrb TpymoBoil konaexc P®, IlpaBuna BeneHUs M XpaHEHHUs TPYIOBBIX
KHW)KEK, HMHCTPYKLIHIO II0 3alOJIHEHUIO TPYJOBOM KHWXKKH. BBIACHUTH IIpaBUiIa
3aBEICHUSA U NOPSAIOK BEICHUS TPYAOBBIX KHHUKEK.

2. YTOYHHTH, KaKue CBEJICHH O pPaboTe M B KAKOM IOPSIKE BHOCATCS B TPYIOBYIO KHIDKKY
paboTHuKa

3. Tlpoanamm3upoBaTh TPEATIOKEHHBIE KOIWU TPYIOBBIX KHIDKEK, OOBSICHUTH OIMMOKH B
o(opMIIeHHN U BEICHUH.

4. W3yuuthb HopMBI perucTpaiu Tpy10BbIX KHUKEK U OJ1aHKa TPYIOBOM KHUKKH.

YKA3AHWS IO BBITTOJIHEHUIO 3AJTAHUI

1. Usyunts Tpynosoil xonexkc P®, IlpaBuia BeneHUs M XpaHEHHUS] TPYAOBBIX KHHKEK,
HUHCTPYKIUIO 110 3aII0JTHEHUIO TPYIOBBIX KHUXKEK .
YCTaHOBHTE:
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-3aKOHO/IaTe/IbHBIC ¥ HOPMATHUBHBIC TOJIOKEHHS O CTAaTyCe TPYJOBOM KHIDKKE, MOPSIKE €€

oOpMIICHUS U BEJICHUS;

- HOpMaTHBHBIC TPEOOBAHUS O TyOJIUKATE TPYIOBOU KHIDKKH;
- HOPMATHUBHBIC TPEOOBAHUS O BKJIAJIBIIIC K TPYAOBOM KHIKKE.

2. Ucnonb3ys MpeJIOKCHHBIE MaTephalibl JEJAOBOW HIPhl W MaTephalibl 3aHATHH O
JIOKYMEHTUPOBAaHUH TIPUEMa, [IEPEBO/Ia, YBOJIBHEHHUS ONPEICIUTh 3aliCH, BHOCUMBIC B B
TPYIOBbIE KHUKKH.

3. H3yuuTh mpenioKEeHHbIC KOUU TPYIAOBBIX KHIKCK, BHISIBUTH OUIMOKHA B OPOPMIICHUU U
UCIIPABJICHUAX HA TUTYJIHHOM JIHCTE, B paszeie «CBeaeHus o paborey.

KOHTPOJIBHBIE BOITPOCBI

1. B kako# cpok noykHA OBITH 3aBelleHa TPYyJIOBas KHUXKKAa IPU MOCTYIUIEHMH pPabOTHUKA Ha
paboty BriepBbie?

2. B xakux ciay4asx KaapoBas cily>k0a MMeeT IPaBO BbIAATH AyOJIUKAT TPYAOBOM KHUKKHU?

3.B kaxoii cpok 1nocie yBoJIbHEHUSI paOOTHUKY BbIIA€TCs TPYA0Basi KHUXKKa?

4. Kak odopmiisercs Bbliaya BKIaAbIIIA K TPYIOBOU KHIKKE?

5. Kakoe cTpyKTypHOE MOApa3/AeiCHUe OpPraHW3alui XPAHUT OJAHKU TPYIOBBIX KHIKEK M
BKJIa/IbIILIEH K HUM?

6.Kak ucnpaButh oimOKku, 0OHapy>KEHHbIE HA TUTYJIbHOM JIUCTE TPY0BOW KHUKKU?

7.Kak ucnpaButh ommOKu, 0OHapy>KEHHbIE B 3alI0JIHEHUH pa3zena «CBeaeHus o paboren?

Tema 9. CACTEMATHU3ALIMA JOKYMEHTOB KAJIPOBOU CJYKBbI.
Dopma 3aHATUSA — TUCKYCCHUS IO pe3yJIbTaTaM U3y4YEHUSI MaTEPUAJIOB

3AJIAHUS

1. IIpoananuzupyiiTe HOMEHKIATYpy 1€l KaJpoBoi ciy:k0bel 3AO “Brimmen’.

2. YCcTaHOBUTH COAEpXKaHNE HOMEHKIATYPHI e KaIpOBOU CITy>KOBI

3. Tlpoanamu3upoBaTh TPEOOBAHMS 3aKOHOIATEIHHBIX U HOPMATHUBHEIX JIOKYMEHTOB K COCTABY
JIOKYMEHTOB JINYHOTO JIeNa.

4. CpenaTh BBIBOJ O COCTaBE JOKYMEHTOB JIMYHOTO Jiela, OCOOCHHOCTAX €ro BEIeHUS U
XpaHEHUS.

VYKA3AHUS 1O BBITIOJITHEHUIO 3AJTAHUN

1. C yuerom TpeGoBaHMI HOPMATHUBHBIX JOKYMEHTOB IIPOAHATM3UPYHTE HOMEHKIIATYPY /el
3A0 “Beimmen”, ompenensis €€ BUI, KIACCH(PUKAIMOHHYIO CXeMy, OCOOEHHOCTH
(bopMyIMpOBaHUS 3ar0JIOBKOB, UCTOYHHUKHU U NPABUIBHOCTh YCTAHOBJIEHUSI CPOKOB XPaHEHHUS.
Onpenenure nepexoasiue jieia, BKIIOUEHHBIE B 3Ty HOMEHKIATYPY.

2. Ha ocHoBe Tpe6oBaHuit OCHOBHBIX MpaBUJI PabOThl ApXMBOB OpraHU3alMii W THIIOBOTO
MEepeyHsl YNpaBICHUECKUX JOKYMEHTOB CO CpPOKaMH XpaHEHUS  yCTaHOBUThH COJEp)KaHUE
HOMEHKJIATypHI JIeNl KaJAPOBOH CITykOBbI.

3. WMsyunts Yka3 [Ipesunenta PO Vka3 [Ipesunenra Poccwuiickoit @eneparun ot 30 mas
2005 r. Ne 609 «O mnepcoHaNbHBIX JaHHBIX T'OCYJApPCTBEHHOI'O I'Pa)XAAHCKOTO CIIy)KaILEro
Poccuiickoit ®enepanu ¥ BEIEHMM €ro JU4YHOro naena» M3yuuts p.8 TumoBoro mnepedns
yIpaBIEHYECKUX JOKYMEHTOB M ONPEAEIUTh COCTaB JOKYMEHTOB JIMYHOTO Jieia paOOTHHUKA.

4. Vcnonb3yss NOKYMEHTbHI, M3YUYEHHbIE Ha MPEbIIYIIUX 3aHITHUAX, ONPEIEIUTh COCTaB
JMYHOTO JIeIa, yCTAaHOBUTH OCOOEHHOCTH €ro O(hOpMIICHUS M XpaHEHHUS.
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KOHTPOJIBHBIE BOITPOCBI

1. KakoBo Ha3HaueHUE HOMEHKJIATYpbI JIeJI B KaAPOBOH ciyxk0e?

2. KakoBbl TpeOoBaHusI K (POPMYyJIMPOBKE 3arojOBKOB JOKYMEHTOB IO JIMYHOMY COCTaBy B
HOMEHKJIaType zen?

3. Ilepeuncnure cocraB JOKyMEHTOB JIMYHOTO Jesa pabOTHUKA; TOCYJapCTBEHHOIO
CJIy>Kalllero.

4. Kak onpenenaroTcsi CpOKM XpaHEHUsI KaJIpOBbIX JOKYMEHTOB?

5. Kakas ciy»06a B opraHu3aluy A0JKHA pa3padoTaTb HOMEHKIIATYPY J1eN KaJpOBOH CIIyKObI?

6. Kakue 0coOeHHOCTH XapaKTEepHBI 1151 HOMEHKJIATYPHI Je]T KaApOBO CITy>KObI?

9.2. MeToanuyeckne peKOMEHIAIUU 10 MOAT0TOBKE MUCbMEHHBIX padoT

9.3. Unble MaTepuaJIbl
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IIpunoxenne 1. AHHOTAHS
paboyeli IporpaMMbl TUCIIATUTAHBI

AHHOTAIIUS PABOYEH ITPOT'PAMMBI JIUCHUATLIAHBI

Jucuurumba «AnmunuctpupoBanue HR-mporieccoB» BXOOUT B BapHATUBHYKO 4YacTh
nuKiIa JauciuiuimH 1o HanpaBieHuro 38.03.03  VYmpasnenue mnepcoHanioM  (mpoduiib
«YrpaBieHre MEPCOHAIIOM oOpraHuzanuu»). JlucuuiuimHa peanusyercs Ha (akKyabTeTe
YIIpaBICHUA.

Ilpeomemom  Oucyuniumsl SBISETCS KaIpoBas JIOKyMEHTAIMs, coO37aBacMas B
JESTEIIBHOCTH KaJIPOBBIX CIY:KO W o(hOopMISIONIas TPYIOBbIE OTHOIICHHS C PaOOTHHKAMH,
0COOEHHOCTH el TIOJITOTOBKU M pabOTHI C HEH.

Llenv oceoenus yuebHoOU OUCYUNIUKbL: N3y9eHNEe OCHOBHBIX MPABUI JOKYMEHTHPOBAHUS
TPYAOBBIX OTHOIICHUH B PD 1 opranu3zanuu padboThl ¢ JOKYMEHTaMHU I10 JINYHOMY COCTAaBY.

3aoauu kypca:

J O3HaKOMHTH CTYACHTOB C OCHOBHBIMH IIPAaBOBBIMH aKTaMH B c(epe KaapoBOTO
JIeNIOTIPOU3BO/ICTBA,;

o CdopmupoBaTh KOMIUIEKCHOE MTPEJICTABICHHE O COCTOSSHUM COBPEMEHHOI CUCTEMBbI
JIOKYMEHTAllMU 110 JUYHOMY COCTaBY;

o JlaTb XapakTepUCTUKY 00s13aTENIbHbBIM, YCIOBHO-0053aTEIbHBIM U PEKOMEHTyEMbIM
JIOKYMEHTaM KaJpOBOl CIIyKObI;

J Omnwucate 0COOCHHOCTH COCTABICHHS M O(GOPMIICHUS JIOKAIBHBIX HOPMATHBHBIX
aKTOB, PErVIAMEHTUPYIOLIUX JAEATEIbHOCTH KaJPOBBIX CITyKO;

o BBISBUTHE OCHOBHBIE IOKYMEHTHPYEMBIE 3a7a4l KaJIpOBOM CITyKOBI;

o YCTaHOBUTHh COCTaB JIOKYMEHTOB II0 OCHOBHBIM JOKYMEHTHUPYEMBIM KaJpOBBIM
npolexypam;

J [TomaroBo onucate NOPSAIOK TOKYMEHTUPOBAHUS 3TUX MPOLETYD;

. CdopmupoBaTh HaBBIKM COCTaBJIECHUS U OPOPMIIEHUS JOKYMEHTOB 10 JUYHOMY
COCTaBy;

o OOy4uTh OCHOBHBIM TEXHOJOTMYECKHUM IpHEeMaM JeJIONPOU3BOACTBEHHBIX
OIepaLNil;

o O3HaKOMHUTH C HOpMaMH M MPaBUJIAMHU CUCTEMATH3allMM U XPaHEHUS JTOKyMEHTOB

10 TUYHOMY COCTaBY.

JucuunirHa HanpasieHa Ha popMUpOBaHUE MPO(ECCHOHAIBHBIX KOMITETEHIIUH:

OIIK-4-CiocoOHOCTh MPUMEHATh COBPEMEHHBIE TEXHOJIOITMH U METOJbl ONEPaTUBHOTO
YIPAaBIEHUS TIEPCOHAIIOM, BECTH JOKYMEHTAILIMOHHOE CONPOBOKIEHUE U yUET

Hnouxamop -

OIIK-4 .2- CnocoOHOCTh BECTH JOKYMEHTAI[HOHHOE COIMPOBOXKICHHUE YIIPABICHUS
NIEPCOHAJIOM M Y4ET IIEpCOHAaA.

Bpe3yjzbmame U3y4eHus ducuunﬂquz cmydeHm ooicen

3HaTh:

- HOPMaTUBHO-TIPaBOBYIO 0a3y KaJapoBOTo JIeTONpon3BoaAcTBa B Poccuiickoit denepanuu;

- TIOPSAJIOK MPUMEHEHUS HOPM TPYIOBOrO IpaBa; - COCTAaB M MOPSAJIOK COCTaBJICHUS M
MIPUMEHEHHUS KaJIPOBOH JJOKYMEHTAIIMH B YIIPABICHYECKOHN JACSITEIHHOCTH;

-mpaBuiia paboThI ¢ KapOBOI TOKyMEHTAIMEH, OPTaHU3allK €€ TIOTYUYeHHS U IepeIayn.
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YMeTs:

- paboTaTh C MPaBOBBIMU AKTaMH, PETIAMEHTHUPYIOIIUMHU BOMPOCH! JOKYMEHTHPOBAHUS
TPYJOBBIX OTHOILIEHUI U pabOThI C KAAPOBBIMU JJOKYMEHTAMU;

- OIpenensaTh MO0 HOPMATHBHOW 0a3e COCTaB 00SA3aTENbHBIX U yCIOBHO-00SI3aTEIBHBIX
JIOKYMEHTOB,

-TIOJITOTABJIMBATH M OPOPMIIATH KAAPOBYIO JOKYMEHTAIUSI B COOTBETCTBHH C IMPABOBBIMU
akTamMu PD;

- COCTaBJISITh OPraHU3AIMOHHBIC, HH(POPMAIMOHHO-CIIPABOYHBIC, PACIIOPSAUTEIbHBIC
JIOKYMEHTBI KaJIpOBOM CITykKOBI;

-OpPraHU30BEIBAaTh B3aMMOJICHCTBHE CTPYKTYPHBIX MOAPA3ACICHUN U JTOJDKHOCTHBIX JTUI]
OpraHu3aIy Mpu padoTe ¢ KaJAPOBOU JOKYMEHTAIUEH;

- TOTOBUTH JOKYMEHTBI, PETYJIUPYIONIUE TPYIOBbIC OTHOIICHUS C PAOOTHUKAMH.

Bnagers:

- HaBbIKAMM aHaJM3a IPaBbIX AKTOB, BBIABICHUS HEOOXOAUMOW periaMeHTHPYOLIEH
uHpOpMAMM O JOKYMEHTHPOBAaHMHM TPYJIOBBIX OTHOWIEHMH H paboTe C KaapoBOH
JIOKyMEHTalen;

- HaBBIKAMU COCTAaBJICHHUs, COTJIACOBAHUS, YTBEPKICHUS, NOANMCAHUS O3HAKOMIICHUS C
JIOKYMEHTaMU 110 JUYHOMY COCTaBy,

- HABBIKAMU COCTABJICHUS PA3JIMYHBIX BUJOB KaIPOBBIX JOKYMEHTOB;

-HAaBBIKAMU BHEJIPEHMSI TOKYMEHTALUU 10 IMYHOMY COCTaBY U JIOKAJIbHBIX HOPMaTUBHBIX
aKTOB.

OOwmast TPyJOEMKOCTh OCBOEHMS JUCLMIUIMHBI COCTaBISCT 3 3a4eTHbIE E€AMHUIBL.
DopMOI UTOrOBOI'O KOHTPOJIA SABJISIETCS IK3aMEH.



