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lle]lb ()MCZx!MI’l]ZI/leZI HU3YYCHUC OCHOBHLBIX IIpaBUJI JOKYMCHTHUPOBAHHUA TPYIOBBIX OTHOIIICGHUH B
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1 HosgcHuTeIbLHAHA 3ANMHUCKA

1.1 Heab 4 3372494 AU CHMIIJIMHBI

P® u opranuzanum paboThl ¢ JOKYMEHTaMH 10 TUYHOMY COCTaBY.

3agaum TMCHUIIJIUHBI :

. CdopmMupoBaTh y CTyJIeHTa KOMIETEHIIMH, MO3BOJIAIONINE €My BBIOJIHATH BECh

KOMIIJICKC pa60T 10 KaIpOBOMY ACJIOIIPOU3BOACTBY,

L4 C(l)OpMI/IpOBaTB Y HEIro KOMIIJICKCHOC MPECACTABICHUEC O CUCTEMC JOKYMCHTAIIHUU I10

JIMYHOMY COCTaBY,

. Jatp mpeacraBieHre o0 ypOBHE perIaMEeHTAIlUU KaJpOBOTO JIETIOMPOU3BOJICTBA B
P®;

. HayuuTth cTyneHTa COCTaBIATh U OGOPMIISATH OPTaHHU3AIMOHHBIC KaJpOBBIC
JIOKYMEHTHI,

. Hayunts crTygeHTa JOKyMEHTHPOBATh OCHOBHBIE KaJpPOBBIE MPOIEAYPHI

COOTBCTCTBHUHU C Tpe60BaHI/I${MI/I 3aKOHOJaTCJIbCTBA,

o HayuuTe cTyneHTa OpraHM30BBIBaTH pabOTy KaJIpoOBOM CIY>KOBI, COCTaBISATH

JIOKAJIbHBIC HOPMATHUBHBIC AKThI, PCTIIAMCHTUPYIOIUC €€ ACATCIbHOCTD.

o OOyuuTh

OCHOBHBIM

TCXHOJIOTHYCCKHUM

npueMmamMm  JCJIOHIPOU3BOJACTBCHHBIX

onepauuid, OpraHu3aluy XpaHEeHUs KaJpoBON JOKYMEHTAIUH.

1.2 TIlepeueHb MIaHUPYEMbIX Pe3yJIbTATOB 00yUYeHHs MO TUCHUILINHE, COOTHECEHHBIX C
HHAUKATOPAMM I0CTUKEHUSI KOMIETeH i

B PE3yJabTaTC OCBOCHHA AUCHUIIIIMHBI

CIIeyoIINe Pe3yIbTaThl 00pa30BaHMUS:

oOyyJaronuiicss JODKEH JIEMOHCTPHPOBATH

Komnerenunus
(kK01 1 HAMEHOBAHUE)

HNuauxaTopsl KoMIeTeHImit
(kK021 ¥ HAMEHOBAHUE)

Pe3yabTaTrsl 00yueHus

OIIK-2. Cniocoben
HaXOJIUTh
OpraHU3aIMOHHO-
yIpaBIeHYECKHE
pCIICHHS TTPH PELICHUN
3azmad B chepe cBoeit
npodeccuoHaNbHOM
JESATEITbHOCTH

OIIK-2.2. Opranu3oBbIBaeT
paboty moapasaeneHuii B cepe
JOKYMEHTAI[UOHHOT'O
oOecrieyeHust ynpaBieHus: 1
apXHUBHOTO JieN1a

3uamu: nopsaook pabomwl cyncod
OOKYMEHMAYUOHHO20 0DeCnedeHus]
VAPABNeHUs U apxueos

Ymemuw: pecnamenmuposamo
pabomy cayaco
OOKYMEeHMAYUOHHO20 0DeCcnedeHus]
VAPABNeHUs U apxueos

Bnaoems: nagvikamu opeanusayuu
pabomwl noopaszoenenuli 8 cghepe
OOKYMEeHMAYUOHHO20 0DeCcnedeHus]
VAPABNeHUs U apXusHo2o 0eid 8
COOMEemMCcmaul ¢ HOpMAMUGHbLIMU
mpebosanHusimu

YK-11. Cnocoben
dbopMupOBaThH

VK-11.3. [IpaBunpHO NpUMEHSIET
IIPABOBbIE HOPMBI O

3namu: 3akoHO00amenbHuIE U
Opy2uMu HOPMAMUBHLIMU




HETEPIHMOE OTHOIIECHHUE K | IPOTUBOICHCTBUM IKCTPEMHU3MY, | NPABOGLIMU AKMAMU 8 cghepe
TIPOSIBIICHUSIM TEPPOPHU3MY M KOPPYIILIUOHHOMY | CIyoceOHOU desimenbHOCmU
IKCTPEMH3MA, MOBEJICHUIO Ymems: pabomams ¢ Hopmamueno-
Teppopu3Ma, npasosoll bazoli 8 cghepe
KOPpPYHNLIMOHHOMY CYIHCEOHOU 0esimenbHOCmU
MOBEJICHHIO U Brnaoemu: nagvikamu npumeHeHus
MPOTUBOJICUCTBYET UM B AHMUKOPPYNYUOHHBIX HOPM 8
npodeCcCuoHAIbHON npogheccuoHanrbHoU OessmenrbHOCmu
NEeSATEIbHOCTH U NOBCEOHEBHOU HCUZHU

1.3 MecTo IMCHUILUIMHBI B CTPYKTYPe OCHOBHOI1 00pa30BaTe/IbHOM NMPOTrPaMMbl
HuctumnmHa «KaapoBoe [1e0npou3BOJACTBO» OTHOCHTCS K O0s3aTENbHOM YacTH OJioKa

JTUCIUTUINH Y4eOHOTO TUIaHa.

Jlis  OCBOCHMSI  JMCUMIUIMHBI ~ HEOOXOMUMBI ~ 3HAHWS, YMEHHUS W  BJIAQJCHHSA,
chOpMUPOBAHHBIE B XOJE€ H3YUYCHUS CIENYIOIMX JUCHUIUIMH, «JloKyMeHTOBeaeHUEeY,
«OpraHmam/m N TCXHOJIOTUA I[OKYMCHTEII_[I/IOHHOFO O6€CH€‘ICHI/I$I yr[paBJIeHI/Iﬂ)).

B pesynbraTte ocBOEHMS AUCUMILIMHBI (GOPMUPYIOTCS 3HAHUS, YMEHUS WM BJIAJCHUS,
HEOOXOMUMBIC JUISI M3yYCHHUs CICAYIONIMX JUCHUIUIMH W HPOXOXKICHHS  IPAKTHK:
«Opranu3aioHHbIe OCHOBBI CTAHIAPTH3AIMH TOKYMEHTAIIMOHHOTO 00ECTIeYeHUS YIIPaBICHUY,

O3HakOMUTENbHAS TPAKTUKA.
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2  CrpyKTypa IMCUMILIHHBI
OO6m1ast TpyA0EMKOCTh TUCIUIUIMHBI COCTABIISCT 4 3.€., 144 akageMUYecKuX Jaca.

CTpyKTypa AUCHUNIMHBI VISt 04HOH (JopMBbI 00ydeHH st
OObeM TUCHMITIMHBI B (pOpME KOHTAKTHON paboThl 00yYaromuxcs ¢ MeJarorndecKuMu

paboTHUKaMU U (WIM) JTULAMH, TPUBJIEKaEMbIMU K pealn3alii 00pa30BaTeIbHONU MPOrpamMMbl
Ha MHBIX YCJIOBUSX, IIPU MPOBEJCHUN YYCOHBIX 3aHATH:

Cemect | Tum yueOHBIX 3aHATHIA KonunuecTBo

p 4acoB

3 Jlexuuu 32

3 JlabopaTopHbIie pabOTHI 48
Bcero: 80

O06beM AUCUMILTUHBL B (hOpME CaMOCTOSATENbHON paboThl 00yJaromuxcs cocrapiseT 64

AKaJJCMHUYCCKHUX Yaca.

3 Conep:kanme JHCUHILIHHBI

Ne [ HaumenoBanme pa3jaesa
AUCHMILINHBI

Conep:xanue

1 Beenenne

[Ipenmer, 3amaum, coaepkaHHME Kypca.
XapakTepucTUKa COBPEMEHHOW CHUCTEMBI KaJpOBOM
JOKyMEeHTanuu.  B3auMocBs3b IIPOLIECCOB
YIPaBJIEHUS [IEPCOHATIOM C COCTAaBOM U MOPSJIKOM
hopmupoBaHHs CHUCTEMBI JIOKYMEHTAIIMH  TI0
JUYHOMY cOCTaBy. MecTo Kypca cpenud ApyTrux
Hay4YHbIX  JUCHUIUIMH:  «JlOKyMEHTOBEIECHHEY,
«Opranuzaiusi ¥ TeXHOJIOTUS JOKYMEHTAIMOHHOTO
o0ecrnieueHus YIOpaBICHUS, «YmpaBieHue
nepcoHanom», « TpyaoBoe mpaBo» u ap. McTrouHuku
M3y4yeHUs Kypca. 3aKOHOAATelIbHble 1 HOPMATHUBHO-
MIPaBOBbIE aKTHI, HOPMAaTHUBHO-METOINYECKUE

TOKyMeHTBI. OTeueCcTBeHHAsI HCTOpUOTpadus.

2 Pernamenranms
JIOKYMEHTUPOBAaHUS KaJJpOBOU
JeSATETLHOCTH B pabOTHI C
KaJIpOBBIMU JJOKYMEHTAMH.

3aKOHO)IaT€J'IBHI>IC W HOPMATUBHO-IIPABOBLIC AKThI.

TpynoBoit koxgekc Poccuiickont Denepanuu
Kak OCHOBOM MpPaBOBOM aKT, OMPEACIISIIOIINN COCTaB
U TOpAIoK oQoOpMIICHHS JOKYMEHTOB o
YCTAHOBJICHUIO TPYJIOBBIX OTHOLICHHUW U TPYIOBOH

JESTETLHOCTH PAaOOTHUKA. 3aKOHOJATEIHHBIC AKThI




Poccun 0 HOKyMEHTHpPOBaHUM OTIEIBHBIX CTOPOH
TPYZIOBOM JEATEIIBHOCTH  Pa3jIW4HbIX KaTeropui
pabOTHUKOB. 3aKOHOAATEIIbHBIE AaKThl CYOBEKTOB
Poccuiickoii  ®enepauuun, VYkasel Ilpe3unenra,
[TocraHoBieHUs W paCHOPSIKEHUS ITPABUTEIBCTBA

Poccuiickoit deneparumn.

HOpMaTI/IBHO-MCTOI[I/ILIeCKI/Ie JOKYMCHTHI .

Kpanudukannonusii CIIPaBOYHUK u
npodecCUOHANIbHBIE CTAaHAAPThI, KaK OCHOBHbIE
HOpPMATHBHBIE JOKYMEHTBI, pErJlaMeHTUPYIOIINE
TpeOOBaHUS K KBaTU(UKAINH, 3HAHUAM M YMEHUSIM
paboTHuKoB. OO1epoccuiickue Kiaccu(uKaTopbl
TE€XHUKO-3KOHOMHUYECKOH u COLMAJIBHOM
MH(pOPMalNK, YCTAHABIMBAIOIIUE COCTAB U MOPSI0K
3aIl0JIHEHUS KaJIpOBbIX JOKYMEHTOB.

TumoBele TEpEeYHH W CPOKU XPaHEHUS
JOKyMEHTaLUH o JMYHOMY COCTaBy.
PerynupoBanue opranusanuyd apXUBHOT'O XpaHEHUS
JOKYMEHTalMM [0  JIMYHOMY  COCTaBy B

HOPMAaTHUBHO-METOANYECKUX TOKyMeHTax PD.

PazpaboTku I'ockomcrara P® o
YHUPHUKAITUT bopm MEPBUYHOMI Y4EeTHOU
JIOKyMEHTAIUH.

Opranu3anus paboThl KaapOBOM

CITyKOBI

CTpyKTYpBI KaJIpOBBIX cITy:k0. UNCIIEHHBIH
M JIOJDKHOCTHOW cocTaB ciayxkObl. HopmaTuBbl
BpEMEHH Ha pabOThI IO YUETy KaJpOB.
3amaun M (QYHKIMU KaJpoOBOHM  CIIy»XOBlI.
[Tonoxenne 00 otraene KaapoB (yNpaBliCHHH,
nenapTaMeHTe U JAp.), KaK OCHOBHOW HOPMAaTHUBHBII
JOKYMEHT 1o oTpeieNICHUI0 CTPYKTYpBHI,
YHCIIEHHOCTH, BUJOB pabOT 3TOrO MOApa3/IeiICHHS.
[Mopsimox  pa3paboTku, cocTtaB WHPOPMAIUU H

CTPYKTypa TEKCTa IMOJOXKEHMsI. 3aKpelJieHue Mpas,




OTBETCTBEHHOCTH, B3aMMOCBS3€H OT/Eea KapOB.

JIOJDKHOCTHBIE MHCTPYKLHH, KaK OCHOBHOU
[IPaBOBOM  aKT,  ONpeAessIoIUN  IPaBOBOE
MOJIOKEHHE paOOTHUKOB KaJpoOBOM CIIyKObl U
OopraHmsanuio ux Tpyaa. HazHauenue 10J5KHOCTHBIX
WHCTPYKIUN.

Wuctpykuus 1o KaJpOBOMY
JEJIONPOU3BOACTBY, KAaK OCHOBHOM HWHCTPYMEHT
NOBBIIEHUS A(PPEKTUBHOCTH PabOTHI  KaJPOBBIX
HOJpa3/IeeHUui B chepe KaJpOBOTO
JIeJI0TIPOU3BOICTBA.

Pernamenranus paboThl € MEPCOHAJIOM B
JIOKQJIbHBIX HOPMaTUBHBIX aKTax U
OpraHMU3allMOHHBIX JOKYMEHTax (ycraB
OpraHu3aly, I[paBUila BHYTPEHHErO TPYJIOBOIO
pacrnopsaka, MOJ0XKEHUE O NIEPCOHAIbHBIX JaHHBIX,

KOJUICKTUBHBIA JOTOBOP U Ap.).

CoctaB KaJpoBOW IOKYMEHTAIIUH.
JlokyMeHTUpOBaHUE TPYAOBBIX

OTHOIIIEHUMN.

XapakTepucThKa CHCTEMBI KaJpoBOM
JOKyMEHTAIlUl, €€ COOTBETCTBHE  OCHOBHBIM
3aja4aM 10 noAdopy, yueTy U pacCTaHOBKE KaJIpOB.
OO0s13aTennbHass U YCJIOBHO-OOs3aTeNNbHAsl KaJpoBas
JOKyMEHTAIHSL.

OpraHu3alMoOHHbIE JTOKYMEHTBl — IITaTHOE
pacrucaHue, CTPYKTypa W IITaTHas YUCIEHHOCTb,
rpaduK OTIyCKOB.

PacniopsiiutenbHble JOKYMEHTBI — HPUKa3bl
(pacmiopsbkeHHs) 1O JMYHOMY coctaBy. OOmue
TpeOoBaHUs K OPOPMIICHHIO U CPOKAM MOJATOTOBKH.

WHdopManmoHHO-CIIPaBOYHEIE TOKYMEHTHI —
3asBJICHUS, NPEACTABICHUS, YBEIOMIICHHS, aKThI,
JOKJIaIHbIe U O0BSICHUTEIBHBIC 3aIUCKH.

VYdeTHble (OPMBI U UX Ha3HAUCHHE.

[Ipuem pabGotHukoB Ha pabdoty. Cocrtas

IICPCOHAJIbHBIX JOKYMCHTOB pa60THI/IKa,




IIPEJICTaBISIEMBIX paboToxarento TUISL
YCTAHOBJICHUSI TPYJOBBIX OTHOLICHWH. TpynoBou
JOTOBOP -  3aKOHOAATEIBHOE  3aKpEIICHUE
TpeOOBaHUH K CTPYKType TEKCTa, MOPSAKY
coctaBieHust U opopmienus. IloaroroBka u
oopmienne mpukazoB (pacrmopspKeHuil) o mpueme
Ha paboTy. AHKETHI, aBTOOMOTpaduu, pe3roMe H JIp.
JOKYMEHTBI, 3all0JIHsIeMbIe IIPH IIpUeMe Ha padoTy.
BHeceHue cBefieHHI B TPYZOBYIO KHMKKY M JINUHYIO

KapTOUYKy paOOTHUKA.

JIOKyMEHTUpOBaHHE  JBIDKEHUS  KaJpOB.
Buner mepeBogoB. CocTaB W TMOPSIOK H3AAHUS
JTOKYMEHTOB, O(OPMIISIONINX MPOLEAYPY MepeBoa.
Copnepxanue, MOPSIOK MOATOTOBKH M O(OpMIIEHUS
MIPUKA30B (pacmiopsixeHuit) 0 nepeBojie
COTPYJHUKOB. JIOKyMEHTBI-OCHOBAaHUSI K IMPHKa3aM

0 TIepeBoIe.

Bunst ormyckoB. Ilopsmok  odopmieHus
€XKEroJHOr0 OYEPEAHOro OIIaYMBAEMOI0 OTITyCKa.
I'paduk oTmyckoB, cocTaB, colep)kaHue, MOPSAOK
MIOATOTOBKH u oopmienus IIPUKAa30B
(pacniopsixeHuil) o IPEOCTABIEHUU OTITyCKa.
[lopsimok  mepenoca  ormycka.  JIOKyMEHTBI-

OCHOBAHUS K IIPUKA3aM 00 OTITyCKax.

[Topsmoxk odopmieHHs KOMaHIUPOBOK —
COCTaB JIOKYMEHTOB, oopmitsTFOTIIIX
KOMaHIUpOBaHWE pabOTHUKA, COJEpX,aHHE U

MOPAAOK IIOATOTOBKH ITPUKAa3a O KOMaHAHWPOBKE.

Buasl noompenunii. Coaepikanue, MOpsiioK
MOATOTOBKH u odopmIIeHUS MIPUKA30B
(pacmiopsikeHU) O  TOOMIpeHHH  pabOTHHUKA.

Z[OKYMCHTBI—OCHOBaHI/IH K IIpHUKa3aM O IOOIIPCHUH.

Bunnl JACUUATUIMHAPHBIX B3BICKAHHH.

CopepxaHue, MOPSIOK MOATOTOBKH M O0(OopMIIeHUs
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IIPUKA30B (pacnopsiKeHMi) O  B3bICKAaHHH.
JIOKYMEHTBI-OCHOBaHUSl K IpHUKa3aM O HaJIOKEHUU
JUCLUIUIMHAPHOTO B3bICKaHUA. AKTbI 00 OTKa3bl

JaBaTb 00BSCHEHMS U 3HAKOMHUTLCS C IIPpHUKA30M.

[lopsmok  mpoBeneHus aTTecTaluu
paboTHHKOB B opranmu3anuu. CocTaB JTOKYMEHTOB,
odopmisromux npoueaypy. Coaepxanue, MopsiioK
MOATOTOBKH u odopMiIeHHS MIPUKA30B

(pacmiopspkeHHii) 00 aTTecTalum.

[lopsimox ~ yBonmbHEHHST  pabOTHHKOB.
OcHoBaHus yBOJbHEHUS paboTHUKOB. CocTaB
JOKyMEHTOB, opopmIIsIOImNX poLeaypy.
Coneprxanue, MOPSAAOK MOATOTOBKH M O(OPMIICHUS
npuKa3oB  (pacnopsbkeHuil) 00  yBOJIbHEHUH.
JIOKyMEHTBI-OCHOBAHUS K IIpHUKa3aM 00

YBOJIbHCHUH.

Y4eT mu4yHOrO cocrana.

Bunbl  yueTHeIX  JHOKYMEHTOB. JInuHas
Kaprouka pabotHuka (dopma T-2): coctaB

I/IH(i)OpMaHI/II/I, IOPAAOK 3aIlOJIHECHUS U BEACHH.

HopmaTtuBHas u mnpaBoBas periaMeHTalus
nopsiika BeAeHus NUUHBIX 1en. Odopmienue u
BEJIeHUE JHMYHBIX Jen paboTtHukoB. CoctaB
IIOCJIEA0BATEIBHOCTh PACIIOIOKEHUSA JOKYMEHTOB B

JIMYHOM JCJIC.

TpynoBas  kHmWKKa  paOOTHHKAa  Kak
OCHOBHOW JOKYMEHT O TPYJIOBOHM JNEATEIBHOCTU U
TpyAOBOM cTaxke  paboTHuka. OdopmieHue u
BEJICHUE TPYAOBBIX KHIKEK W BKJIAQABIIIECH K HUM.
[Topsimox BblmauM JyOiMKaTa TPYIOBOM KHUXKKH.
Yyer U XpaHEHHE TPYAOBBIX KHWXKEK B
opranuzanuu. OTBETCTBEHHOCTh paboTonaTens 3a

XPpaHCHUEC U 3aIIOJIHCHUC TPYHOBbIX KHUKCK.

Opranuzanus paboTsl C KaJIpOBbIMU

PCFI/ICTpaLII/ISI AOKYMCHTOB IIO JIMYHOMY
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JIOKYMEHTaMHU

cocraBy. IIpaBuna perucrpanuu U UHIECKCUPOBAHUS
KaJIpOBBIX JIOKyMEHTOB. PerucrpanuoHHbie (opMbl
(TpaguuMoOHHBIE W aBTOMaTU3UpoBaHHBIE). CocTaB
PEKBU3UTOB (TIOJICH) U PETUCTPAIMH Pa3TMIHBIX

BUJ0OB JOKYMCHTOB U MMOPAAOK HUX 3aITOJTHCHU.

Cucremaruszaius ¥ OINEpPATUBHOE XPAaHEHUE
JOKYMEHTOB M0 JHUYHOMY cocTaBy. OCOOEHHOCTH
dbopMupoBaHUa B Jela JOKYMEHTOB IO JMYHOMY
COCTaBy. [IpaBuna CHCTEMAaTHU3ALUN
pacIoOpsIANTENBHBIX JIOKYMEHTOB, YUYETHBIX (OpM,
TPYNOBBIX KHIKEK. CHUCTeMaTu3alMs U XpaHEHUe

,[[OKYMCHTOB-OCHOBaHHﬁ K IIpHUKa3aM.

Homenknarypa nenm KaapoBOH  CIIyKOBI.
[TopsimoK MOATOTOBKH, COCTABICHUS U OPOPMIICHHSL.
[IpumepHass HOMEHKIJIATypa Aesl KaapOBOW CITy>KOBI.

[lepexonsmue nena.

Cpokn XpaHEHHUS KaJIpOBbIX JOKYMEHTOB.

HOI[FOTOBKB_ AOKYMCHTOB K C1a4€ B apXHB.

DKcnepTusa LIEHHOCTH JIOKYMEHTOB
KaJpOBOM CIy:KOBI, €6 HOPMAaTHBHO-METOAHYECKAs

OCHOBaA, OpraHu3anuvs U NOpAIO0K MNPOBCACHUA.

CocTaB JOKYMEHTOB KaJpoOBOil CIIyXObl,
MOAJNIeKAIUX Tepeaue B apXUB. [IpaBuna
MOJATOTOBKHU JOKYMEHTOB MO JMYHOMY COCTaBy K
nepenade B apxuB opranuzauuu. CocTaBieHue U
oopmieHne OMUCH [TOKYMEHTOB IO JIMYHOMY
cocraBy. llopsaok yHUYTOXKEHHSI TOKyMEHTOB C

HUCTCKIINMHU CPOKAMU XPAHCHUS.

4

Oo0pa3oBaTeJbHbIE TEXHOJOTHH

Haumenosanue pazoena

Buowl yueonvix OopazosamenibHble MEXHOI02UU

3AHAMUITL
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JIOKyMEHTUPOBAaHUS KaIpOBOU
JIeATETLHOCTH ¥ pabOTHI C
KaJIpOBBIMH IOKYMEHTaMHU

Jlabopamopnas paboma
Mol

n/
n
1 2 3 5
1 |BBenenue Jlexyus 1. Besoouas nexyus
Camocmosmenvrast
Koncynomuposanue
paboma
2 |PernamenTanus Jlexyus 2. Jlexyus ¢ npumenenuem caauio-

npoexmopa

3ansmue ¢ npumenenuem
pazoamounoeo mamepuana
(Tpy0oeoii koOeKc, 8bIOEPHCKU U3
nPasosvix aKkmos)

Jlabopamopnas paboma
Ne§

Camocmosimenvras

paboma

CamocmosmenvHas Kouncynomuposanue
paboma
3 |Opranuzanus paboThl Jlexyusa 3. Jlexyus ¢ npumenernuem cnatio-
KaJIpOBOM CITyKOBI NpoeKmopd, OUCKYCCUs
3ansamue ¢ npumenenuem
Jlabopamopnas paboma |pazdamouno2o mamepuaia
No2 (8b10€pIAHCKU U3 NPABOBBIX AKMNOS,
Mamepuansl 0e1080U Uepbl —
Ketic-Memoo)
CamocmosmenvHas Kouncynomuposanue
paboma
4 |CocTaB KaapoBOi Jlexyus 4. Ilpobaemnasn nexyus c
JOKYMEHTAI[HH. npuMeHeHueM Clano-npoeKmopa
JloxymeHnTupoBanue
IPYIOBBIX OTHOMIEHEH. Jlabopamopnas paboma | 3anamue ¢ npumeneHuem
No3-7 pazoamoyno2o mamepuaid
(8b10€epoicKU U3 NPABOBBIX AKMO8,
Mamepuansl 0e1080U Uepbl —
Ketic-memoo)
CamocmosmenvHas Koncynomuposanue
paboma
5 | YdeT nu4HOro cocrasna. Jlexyus 3. Jlexyus, ouckyccus

3ansamue ¢ npumeneruem
pazoamounoeo mamepuana
(8b10€pIAHCKU U3 NPABOBHIX AKMNOS,
mMamepuansl 0en10801 uepvl —
Ketic-memoo)

Koncynomuposanue
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6 |Opranu3zanus paboTbl C Jlexyus 6 Jlexyus ¢ paz6opom KOHKpemHubix
KaJIpOBBIMH JIOKYMEHTaMU cumyayui

Jlabopamopnas paboma | 3anamue ¢ npumeneHuem

Ne 9 pazoamoynoco mamepuand
(8b10€epoicKU U3 NPABOBBIX AKMO8,
Mamepuansl 0e1080U Uepvl —
Ketic-memoo)

CamocmosmenvHas Koncynemuposanue
paboma

B mepuon BpeMEHHOrO0 TMPUOCTAHOBJICHHS TIOCEHICHHUS OOYYAIONTUMUCS TIOMEIICHUH |
tepputopun PITY nna opranmzanuum y4deOHOTro mpolecca ¢ MPUMEHEHHEM JIIEKTPOHHOTO
oOydeHUsT W JHMCTAHIMOHHBIX OOpPA30BATENBHBIX TEXHOJOTHH MOTYT OBITh HUCIOJIH30BaHBI
cienyromue o0pa3oBaTelbHbIE TEXHOJIOTHH:

— BUJICO-JICKIIUH;

— OHJIAWH-JIEKIIMH B PEKUME PEATIbHOTO BPEMEHH;

— DJIEKTPOHHBIE YUEOHUKH, Y4eOHbIC MOCOOUsI, HAyYHbIC U3JaHUS B JICKTPOHHOM BHJIE U
JOCTYT K MHBIM JIEKTPOHHBIM 00pa30BaTEIbHBIM pecypcaM;

— CHUCTEMBI JIJIs AJIEKTPOHHOTO TECTUPOBAHUS;

— KOHCYJIBTAIIMH C UCIOJIb30BAHUEM TEIIEKOMMYHHUKAIIMOHHBIX CPECTB.

5 OueHKa ILIAHUPYEMBIX PE3VJILTATOB 00VUYECHHS
5.1 CucreMa oleHUBaHUA

Texkymuii KOHTPOJIb OCYIIECTBIISIETCS B BUJI€ OLIEHOK KOHTPOJBHBIX PaboT U 3aaHUN Ha
npakTudeckux 3aHATUAX. KoHTponbHast paGora Nel BbIABiIsET 3HaHME cOCTaBa U IMOPSAIKA
oopmiIeHHsI JOKYMEHTOB B XOJIe OCHOBHBIX KaJIpOBBIX MPOLEAYp, U olleHuBaeTcs 10 10 6anmios,
KOHTpoJIbHAas pabota Ne 2 moka3bpIBaeT 3HAHUS CTYAEHTOB 10 BOIIPOCAM OpraHU3alluu paboThI C
KaJpOBOM JOKYMEHTalMeil U BBISBISET T'OTOBHOCTh CTYJIEHTOB K IpakTH4Yeckoil pabote,
oueHuBaercs A0 20 OamnoB. MakcumanbpHas OLIEHKAa BBIINOJIHEHUS KaxJI0M jabopaTopHOM
pabotbl — 5 OGamioB. IIpomMeXyTOUHBIH KOHTPOJb 3HAHUM MPOBOAMTCA B (OpME HTOTOBOM
KOHTPOJILHON PalOThI, BKIIOYAIONICH TEOPETHYECKHE BOMPOCH M MPAKTUYECKOE 3aJaHue, U
ouenuBaercs 10 40 0ayuIoB.

B pesynpTaTe TEKylero M NpOMEKYTOYHOIO KOHTPOJIA 3HAHUN CTYACHTHI IOJIy4arOT

COOTBCTCTBYIOIYIO OLICHKY 3a 5K3aMCH.

Dopma KOoHmMPOa Makc. Konuuecmeo 6annoe
3a oony Bcezo
pabomy

Texynui KOHTPOJIb:

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

- KonrponbsHnas padora Ne2 (Tembl 10 6annos 10 6annos
5-6)

- JJaboparopubie paboThI (TeMbI 1-6) 5 6annos 30 bannos
[IpomesxyTouHnas arrectauus 40 bannos
(3K3aMeH)

Htoro 3a cemecTp (IUCIUILIIHHY ) 100 6annos

OreHKa «yJ0BJIETBOPUTEIHHOY BBICTABIIsIETCA o0ydaromemycs, Hadpasiemy ot 50 1o 67

6a/10B 6aJIOB, OLEHKA «XOPOILO» BBICTABISETCS OOywaroniemycs, HaOpaBiieMy oT 68 mo 82

0aJI0B, OLIEHKA «OTJIMYHO» BBICTAaBIIAETCS oOydarouiemycs, Habpasmemy oT 83 1o 100 6amios,

c(OPMHPOBAHHBIX B pe3yJIbTaTe CYMMHUPOBaHHs 0aJIOB, TOJTYYEHHBIX PU TEKYIEM KOHTpOJE

U MPOMEKYTOUHOU arrectanuu. [lomydeHHbIil coBOKyIHBIN pe3ynbTaT (MakcuMyM 100 OanioB)

KOHBEPTHPYETCS B TPAAULMOHHYIO 1Ky OIEHOK M B IIKally OLIEHOK EBpomeiickoil crucTeMbl

nepeHoca u HakoruieHust kpenutoB (European Credit Transfer System; nanee — ECTS) B

COOTBETCTBUU C TAOIULICH;

100-0anmras TpaauUMOHHAS IIKANA Ukara
IKaza ECTS
95 - 100 A
3394 OTJIMYHO B
68 — 82 XOpOIIO 3a4TEHO C
56 —67 D
5055 YIOBJIETBOPUTEIHHO E
20-49 FX
HEYJIOBJICTBOPUTEIEHO HE 3aUTCHO
0-19 F
5.2 Kpurtepuu BbICTABJIE€HHS OLIEHKH MO JUCHHUILINHE
Bbanasl/ Ouenka nmo Kpurepun oueHku pe3yJbTaToB 00y4eHHs 1O
Hlkana AUCUHUILINHE AUCUHUIINHE
ECTS
100-83/ «OTITUYHOY/ BricTaBnsiercsa oOy4aromiemMycsi, €Ciau OH ri1y0oKo u
A.B «3a4TEHO MIPOYHO YCBOWJI TEOPETUUECKUI U MPAKTUUECKHIA
(oTIM4HO )»/ MaTepHall, MOKET TPOJIEMOHCTPUPOBATH ATO Ha 3aHATHUSIX
«324TEHO» U B XO/I€ TPOMEKYTOYHOH aTTeCTaIiH.

OO0y4armuiicss HICUEPITBIBAIOIIE U JOTUYECKUA CTPOMHO
u3Jaraet yueOHbI MaTepuall, YMeeT yBI3bIBATh TCOPHUIO C
NPaKTUKOH, CIIPABIISIETCS C pEIIeHNEeM 3a1a4
poeCCUOHATBLHON HAIIPAaBIEHHOCTH BEICOKOTO YPOBHS
CJIO)KHOCTH, MPABIJILHO 00OCHOBBIBAET NMPHHSATHIC
peIeHMS.

CB00OIHO OpUEHTHPYETCS B YUeOHOH H
npodeCCHOHATBLHOM JINTEpaType.
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Banael/
HIkana
ECTS

Onenka nmo
JMCUUILIMHE

Kpurepun oneHkn pe3yibTaToB 00y4eHUs 10
AUCHHUILINHE

OreHka 1o JUCIUILIMHE BBICTABIISIOTCS 00yJaromeMycst ¢
y4€TOM pe3ysIbTaTOB TEKYIIEH U MPOMEKYTOUHON
aTTeCTallUU.

Komnerenuuu, 3akperui€HHbIe 3a TUCHUTUTHHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKHITY.

82-68/

«XOpOoIIoY/
«324TEHO
(xoporto)y/
«324TEHOY

BeicTaBisercs oOyyaromemycs, €ciau OH 3HaeT
TEOPETUYECKUH U MPAKTUYECKUI MaTepHall, FPAMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATHSAX U B X0
IIPOMEKYTOYHOM aTTECTAllUH, HE IOITyCKasl CyIIECTBEHHBIX
HETOYHOCTEHN.

OOyuatonuiicst MpaBUIbHO IPUMEHSET TEOPETUUECKUE
IIOJIO’KEHUS IIPU PEIIEHNN IPAKTUYECKUX 3a1a4
npodecCHOHATBLHON HANIPAaBIEHHOCTH Pa3HOTO YPOBHS
CJIO)KHOCTH, BJIaJieeT HEOOXOJUMBIMHU U1 3TOTO HaBbIKaMH
U NIpUEMaMHU.

JlocTaTouHO XOPOIIO OPUEHTHPYETCS B y4eOHOH U
npodeCCHOHATBLHOM TUTEpaType.

OrneHka 1o JUCHUIUIMHE BBICTABIISAIOTCS 00YYarOEMyCs C
Y4ETOM PE3yJIbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTECTALINH.

KomnereHnuuu, 3akpeni€éHHple 3a TUCIUIIMHOM,
c(OpMHPOBAHbI HA YPOBHE — «XOPOLIHIAY.

67-50/
D.E

«y/IOBJIETBOPH-
TEIbHOY/
«3a4TEHO
(ynoBneTBopH-
TEJBHO)»/
«3aYTCHO»

BeictaBnsiercst oOydaromemMycsi, €ClIi OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUN U IIPAKTUUECKUN MaTepual,
JIOTTYCKaeT OTJEJIbHbIE OIIMOKH MPHU €ro U3JI0)KEHUH Ha
3aHATUAX U B XOJI€ IPOMEKYTOUYHOU aTTECTALHH.
OO0yuaronuiicst UCIBITHIBAET OIPeIEIEHHbBIE 3aTPYAHEHUS
B IIPUMEHEHNUN TEOPETUUECKUX TOJIOKEHUH NPU PELICHUU
NPaKTUIECKUX 3a/1a4 MPO(ECCHOHATFHON HANPaBIEHHOCTH
CTaHJapTHOI'O YPOBHS CJIO)KHOCTH, BIaJEET
HEOOXOUMBIMHU I 3TOT0 6a30BBIMU HAaBbIKAMU U
MpUEMaMHU.

JleMoHCTpHpyeT 1OCTaTOUHBIM YpOBEHb 3HaHUS yUeOHOU
JUTEPATYpPBI 110 TUCLUIUIAHE.

OneHka 1o JUCLUIUIMHE BBICTABIIAIOTCSA 00YYarOIEMYCs C
YYETOM PE3YIBTATOB TEKYLIEN U POMEKYTOUHOMN
aTTeCTalUN.

Komnerenuuu, 3akperui€HHbIe 3a JUCHUIUIMHOM,
c(hOpMHPOBAHBI HA YPOBHE — «JIOCTATOYHBINY.

49-0/
F,FX

«HCYHNOBJICTBOPUTE

JIBHOY/
HE 3a4TE€HO

BrictaBisiercs o0yyaromemycs, €Ciii OH He 3HAeT Ha
0a30BOM YpOBHE TEOPETUUECKHUM M MPAKTHUCCKUI
MaTepual, JoMycKaeT rpy0oblie OmOKY IpHU ero
W3JI0)KCHUU Ha 3aHATHSIX U B X0OJI€ TPOMEKYTOTHOM
aTTeCTalHH.

OO0yuaronuiicst UCIBITHIBAET CEPbE3HBIE 3aTPYAHECHUS B
IPUMEHEHUU TEOPETUUECKUX MOJIOKEHUH MTPU pPeLIeHnN
NPaKTUIECKUX 3a/1a4 MPO(ECCHOHATFHON HANPaBICHHOCTH
CTaHJAPTHOI'O YPOBHS CJIOKHOCTH, HE BJIAJICET
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Banasl/ Ounenka no Kpurepun oneHkn pe3yibTaToB 00y4eHUs 10
Ikana AUCHHUILINHE AUCHHUILINHE
ECTS

HEOOXOAMMBIMH JUISl 3TOTO HABBIKAMU M IPUEMaMH.
JlemoHCTpHpYeT (pparMeHTapHbIC 3HAHUS YIeOHOMH
JUTEPATYPHI IO AUCLHIUIAHE.

OreHka 1o JUCIUIUTMHE BBICTABIIAIOTCS 00YYarOIEMYCs C
y4€TOM PEe3yJIbTaToOB TEKYIIEH M MPOMEKYTOUHON
aTTeCTallHH.

KomrmereHny Ha ypoBHE «10CTAaTOUHBIINY, 3aKPEIIEHHBIC
3a IMCUUIUIMHON, He COPMHUPOBAHBI.

5.3 OuneHouyHble cpeacTBa (MaTePHAJIbI) ISl TEKYLIEro KOHTPOJIS yCIIeBaeMOCTH,
HpOMe)KyTOqHOﬁ arrecralumu oﬁyqaloumxcn 0o JMCHUIIJIMHE

Bapuanmul konmponwvnoii pabomur Ne 1

Bapwuanrt 1

1.B xakux cioyyasx KaJpoBas coy’k0a HWMeeT IMpaBo BBIAATH AyOIUKAT TPYI0BOM KHIKKU? Kak
3TOT JOKYMEHT o(hopmIIsieTcs?

2.IlepeuncnuTte BHABI JOKYMEHTOB, MIPUMEHSEMBIE MPU TIEPEeBOJIe HA Apyryro pabdorty. Kax
odopmIIsieTcs KaXIbIH U3 HUX ?

3. HazoBuTE NOKyMEHTHI, MPEAOCTaBIsIeMble PAOOTHUKOM TPH MOCTYIUICHUH Ha padoTy.
4.KakuMm JOKaJIbHBIM HOPMATUBHBIM aKTOM PETJIaMEHTUPYETCS padoTa KaJpOBBIX CIEHHUATUCTOB

C IEPCOHAJILHBIMU JaHHBIMU? [[aliTe eMy XapaKTepUCTHUKY.

Bapuanr 2

1.XapakTepucTuKka Ha3HAuYeHHUS TPYIOBOM KHMKKH. B Kkakoil cpok momkHa OBITH 3aBeleHa
TpYJOBasi KHI)KKA MU MOCTYIJIEHUU Ha paboTy BriepBbie?

2.Ilepeuncnute BUABI JOKYMEHTOB, IpUMEHseMble Ipu YyBoipHeHMH. Kak  odopmisercs
Ka)KIbIi U3 HUX?

3.Kakoil 5oKanbHBIH HOPMATUBHBIM akT ONpEAeNseT OpraHU3alUi0 TpyJda COTPYIHUKOB B
KOMNaHuH. /laiiTe eMy XapakTEepUCTHUKY.

4.HazoBure nHpopMaiuio, 00s3aTeIbHYI0 715 BKIIOUYSHHS B TPYIOBOW JOTOBOP.

Bapuanmul konmponwvnoii padomur No 2

Bapwuanrt 1
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1. Tlepeuucnure cocTaB TOKYMEHTOB JIMYHOTO jAena paboTHUKA. KakuMu HOpMATHBHBIMHU
JIOKYMEHTaMHU 3TO OIpeAeacHo?
2. Ha3zoBuTe JOKYMEHTHI KaJIpOBOH CITYKOBI, TIOJIJICKAIIIHNE TTepeave B apXuB.
BapuanT 2

1.KaxoBBI 0COOCHHOCTH COCTaBJICHUS HOMEHKIIATYPHI JIEN KaIpOBOM CIIyKObI?

2. Ha3zoBure o0s13aTenbHble PETUCTPALIMOHHBIE (POPMBI KaJpOBOM CITykKObI?

10.
1.
12.
13.
14.
15.

Ilpumepnvie KOHmMpoIBLHBIE 80NPOCHL 011 RPOMENHCYMOYHOU AMMECMAYUU:

Ilepeuncnurs 3aKOHOJIaTEIIbHbIE aKTBI, KOTOPBIMU perlaMeHTUpPyeTCs
JOKYMEHTUPOBAHHUE KaJPOBON NEATEIBHOCTH B HACTOAILEE BpeMs?

Ilepeuncnure HOPMAaTUBHO-METOINYECKUE JIOKYMEHTHI, perIaMeHTHPYIOIINE
JNOKYMEHTUPOBAHUE KaJPOBOU NEATEIbHOCTH.

HazBatb BUJIbI TOKYMEHTOB, IPEAbSIBIIEMbIE pAOOTHUKOM IPU IPHEME Ha padoTy.
Ha3Bate  BuABI  JAOKYMEHTOB, YCTaHOBJEHHbIE TpynoBbIM  Kojxekcom  PD,
JOKyMEHTHUPYIOIINE IIpueM paOboTHHKA Ha paldoTy.

[lepeuncauTh BHUIBI JOKYMEHTOB, OG(GOPMIISIONIME H3MEHEHUE YCJIOBUH TpPYyIOBOIO
J0roBOpa.

[lepeunciuth BHIBI JTOKYMEHTOB, YCTAHOBJIEHHbIE TpynoBbIM KojaekcomM PO mis
peryIupoBaHusl TPYIOBBIX OTHOILIECHUH.

CpokM TOATOTOBKHM, KaKMX JOKYMEHTOB IO JOKYMEHTHPOBAHHIO  KaJpOBOM
JESATeIbHOCTH yCTaHOBIICHBI 3aKOHOATEIIBHO?

Kakune pyHkumnmu kaapoBoil ciry:kObl CBS3aHbI C YUETOM JIMYHOTO COCTaBa?

Kakue  ¢yHKUMH [OJDKHA BBINONHATH KaapoBas Ciryx0a npu  opopmIeHUN
YBOJIbHEHUS pabOTHHKA € pabOTHI ?

Kakumu noxkymenTamu opopmiisieTcss yBOJIbHEHHE paboTHHKA?

HazoBute QyHKIIMHN KaJApOBOH CITyKObl CBSI3aHHBIE C TPYAOBBIMH KHIDKKaAMU?

Kakumu nokymeHTamu opopmisieTcs aTTectaus paboTHUKOB?

Ha3zoBute 0cOOEHHOCTH HOMEHKJIATYPBI JIe] KaJJpOBOU CITyKOBI.

Kakue nena xaapoBoil ciyKObl OTHOCSTCS K KATETOPUH MEPEXOAAIINX?

[lepeuncants 0coOEHHOCTH (POPMUPOBAHUS JIUYHOTO Jiesla paOOTHHUKA ?

6 _YueOHO-MeTOAMYECKOE M HHMOOPMAIMOHHOE 00ecIeYeHNe TN CIHILIHHBI
6.1 Cnucox MCTOYHUKOB H JIUTEPATYyPhI

HUcTounuku (06513aTeIbHbIE)



18

Koncrurymus Poccutickoit @eneparuu (¢ usmenenusmu Ha 30 nexabps 2008r.). M. 2004
TpynoBoit koxekc Poccuiickoir ®Depeparuun ot 30.12.2001 Ne 197-®d3. Tlpunst
I'ocynapcreennoit Jymoit 21 gexadbps 2001r. (B pexa. ot 29.12.2010) // [DnexkTpoHHBIi pecypc].

— M., 2022. — Pexxum nocryna: https://www.consultant.ru/document/cons_doc LAW_28399/
3akoH Poccutickoit ®eneparuu ot 25 oktsiops 1991 r. Ne 1807-1  «O s13p1Kax HapOJIOB
Poccuiickoit ®denepanmm» //[DnexkTtpoHHbld pecypc]. — M., 2022. — Pexwum pocryna:

https://www.consultant.ru/document/cons_doc LAW_15524/

®enepanbhblil 3akoH PO ot 27.07.2004 Ne 79-®3 «O rocyaapcTBEHHOM I'pa)J1aHCKON
cmyx06e Poccuiickoit @enepamumny // [DnexktpoHHBI pecypc]. — M., 2022. — Pexum noctymna:

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

@®enepanbHblii  3akoH  Poccmiickoit  ®epepanuun ot 01.06.2005 Ne 53 «O
rocyIapcTBeHHOM si3bike PDy»// [DnmektponHbI pecypce]. — M., 2022. — Pexxum goctyma:http

https://www.consultant.ru/document/cons_doc_LAW_53749/

®enepanpublii  3ak0H  Poccumiickoit  @enepanun ot 06.12.2011  Ne 402-d3  «O
OyxrantepckoMm yuere»// [OnektpoHHbIi pecypc]. — M., 2022. — Pexum nocrtyma: http://

https://www.consultant.ru/document/cons_doc LAW_122855/

®enepanpublii 3akoH Poccuiickoit @enepanun ot 02.05.2006 Ne 59-03 «O mopsiake
paccMOTpeHHs 0OpalleHuld Tpaxaan»// [DnekTpoHHbI pecypc]. — M., 2022. — Pexxum gocrtymna:

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

Oenepanbhbiii 3akoH o1 27 wmrons 2006 . N 152-®3 "O mnepcoHanbHBIX JTaHHBIX'//
[DnexTpoHHbII pecypc]. - M., 2022. - Pexxum JIOCTyTa:

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

@enepanbublil 3akoH ot 01.10.2004 Ne 125-d3 «O6 apxuBHoM 1ene B Poccuiickoit
@eneparun»  //  [OnexktpoHHbI  pecypc]. — M., 2022. - Pexum pgoctyna:http:

https://www.consultant.ru/document/cons_doc_LAW_ 1406/

®enepanbHbiii 3ak0H oT 29.07.2004. No 98-®3 «O KoMMepueckou TaitHe» //
[DneKTPOHHBIM pecypc]. — M., 2022. — Pexum JOCTyIIa:
https://www.consultant.ru/document/cons_doc LAW_48699/

®enepanbHbiil 3ak0H 0T 16.12.2019 Ne 439-03 «O BHecenum nsMeHeHui B TpynoBoi
kozekc Poccuiickoit denepanyu B yactu GOpMUPOBAHUS CBECHUN O TPYJOBOI 1€ATEIILHOCTH B
NIEKTPOHHOM BHJe» [OnekTpoHHb pecypc] — M., 2022. — Pexum pgocryna: /1

https://www.consultant.ru/document/cons_doc_ LAW_340241/

®enepanpHbli 3ak0H 0T  16.12.2019 No 436-®3 «O BHECEeHHMM HW3MEHEHUH B

OenepanbHblii 3akoH «O0 HMHIUBUIYaTbHOM (MIEPCOHU(MUIIMPOBAHHOM) YYeT€ B CHUCTEME


https://www.consultant.ru/document/cons_doc_LAW_340241/
https://www.consultant.ru/document/cons_doc_LAW_48699/
https://www.consultant.ru/document/cons_doc_LAW_1406/
https://www.consultant.ru/document/cons_doc_LAW_61801/
https://www.consultant.ru/document/cons_doc_LAW_59999/
https://www.consultant.ru/document/cons_doc_LAW_122855/
https://www.consultant.ru/document/cons_doc_LAW_53749/
https://www.consultant.ru/document/cons_doc_LAW_48601/
https://www.consultant.ru/document/cons_doc_LAW_15524/
https://www.consultant.ru/document/cons_doc_LAW_28399/
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00513aTeNPHOI0 MEHCHUOHHOTO CTPaxOBaHUsA» [DJEKTpOHHBIA pecypc] — M., 2022. — Pexum

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

Vka3 Ilpesunenta Poccuiickoit @enepammu ot 0.03.1997 Ne 188 «O06 yTBepkIaeHUH

MepevHs CBeACHUN KOH(PUIACHIIMAIBHOTO XapakTepay // [DmekTpoHHBIN pecype]. — M., 2022. —

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

Vka3 Ilpesunenta P® or 01.02.2005. Ne 110 «O mnpoBeneHun arrecTaluu
rOCYJapCTBEHHBIX TpaXJaHCKuX ciyxammx Poccuiickoit @Pepepaunm». Ilonoxkenne o
IIPOBE/IEHUHU aTTECTAlluM TIOCYNApPCTBEHHBIX TPAKAAHCKUX ciykamux P // [DnaekTpoHHBIH

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

Va3 Ipesunentra PO ot 01.02.2005. Ne 111 «O mnopsiake craun KBaTH(PHUKAIMOHHOTO
AK3aMeHa rOCyJAapCTBEHHBIMHM I'pakJAaHCKUX ciykamux Poccuiickoin denepanuym U OUEHKE HX
3HaHWH, HAaBBIKOB W YMEHHWi». // [DnekTpoHHbI pecypc]. — M., 2022. — Pexxum pocrtyna:

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

Vka3 Ilpesunenta ot 01.02.2005. Ne 112 «O KOHKypce Ha 3aMElICHME BaKaHTHOMN
JOJDKHOCTH ~ TOCYAApCTBEHHOM  TpaxmaaHCKOW  ciaykOel  Poccuiickoit ~ ®enepamum»y  //

[DnexTponHsIi pecypc]. — M., 2022. — PexxuMm nocryna: https://base.garant.ru/187829/

VYka3 Ilpesunenta PO ot 16.02.2005r. Ne 159 «O mpumepnoit dopme ciryxkeOHOTO
KOHTpaKTa O MPOXOKACHUHU TOCYAapCTBEHHOM Ipaxx1aHCKOM ciryk0b1 Poccuiickoit denepannu u
3aMENICHUH JOHKHOCTH TOCY/IapCTBEHHON TpakaaHCKou ciyk0b1 Poccuiickoit deneparumny. //

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

Vka3 [lpesunenra Poccuiickoit enepanuu ot 30.05.2005. Ne 609 «O mepcoHambHBIX
JAHHBIX TOCYAAPCTBEHHOI'0 I'PAKIAHCKOro ciyskamero Poccuiickon @enepanyy U BEJEHUU €T0
augHoro gema» // [DmekTpoHHBI  pecypc]. — M., 2022. — Pexum pgocryna:

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

Vka3 Ilpesunenta Poccuiickoit @enepamuu ot 18.06.2005. Ne 813 «O mnopsnke u
YCIOBHUAX KOMaHAWPOBAHUA q)eﬂepaJH)HbIX rOCYJapCTBCHHBIX TPAXKIAHCKUX CJIYKAIIUX» //

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

Pacropsokenue IlpaButensctBa PO ot 21.03.1994. Ne 358-3 «OO6 obecrieueHun
COXPAaHHOCTH JIOKyMEHTOB IO JIMYHOMY cocTaBy» // [DmexTpoHHbI pecypc]. — M., 2022. —

Pexum noctyna: https://base.garant.ru/10104180/

Pacnopsixenue [IpaButenbctBa PO ot 23.04.1992 Ne 781-p «O0 ynydiieHUM XpaHEHUS U
WCIIOJIB30BAaHUS JIOKYMEHTOB I10 JIMYHOMY COCTaBYy»// [DnekTpoHHBIH pecypc]. — M., 2022. —

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



https://base.garant.ru/104711/
https://base.garant.ru/10104180/
https://base.garant.ru/12141130/
https://base.garant.ru/188234/
https://base.garant.ru/187879/
https://base.garant.ru/187829/
https://base.garant.ru/187830/
https://base.garant.ru/187828/
https://base.garant.ru/10200083/
https://www.consultant.ru/document/cons_doc_LAW_340238/
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[Tpuxa3z Muntpyna Poccun ot 19.05.2021 N 3201 "OO yTBepkaAeHUU (OPMBI, MOPsIKA
BEJICHUS W XPAHCHUS TPYAOBBIX KHWXKEK" // [DmektpoHHbIi pecypc]. — M., 2022. — Pexum

nocryna: https://www.consultant.ru/document/cons_doc_ LAW_385617/

[Ipuka3 PocapxuBa ot 31.07.2023 N 77 "O6 yrtBepxaeHuu IlpaBun opranuzanuu
XpaHEeHUs, KOMIUIEKTOBAHMS, ydeTa M HCIHOJb30BAHUSA JIOKYMEHTOB ApXHMBHOro (oHIa
Poccuiickoit ®enepanuu M OpPYrux apXMBHBIX JOKYMEHTOB B T'OCYJapCTBEHHBIX OpraHax,
OpraHax MECTHOT'O CaMOYIpaBJIeHUS U opranuzauusx"//

https://www.garant.ru/products/ipo/prime/doc/407519908/?ysclid=lujiiagchw0184827743

HcTouHMKH (10NMOJTHUTEIBHBIE)

®enepanbHbiii 3akoH PO or  27.07.2006 Ne 149-®3 «O6 wuHpOpManuH,
MH(POPMALIMOHHBIX TEXHOJIOTUAX W 3amuTe UHpopMmauuu» // [DnexkTpoHHbIH pecypc]. — M.,
2019. — Pexxum noctyna:http:// www.consultant.ru.

@®enepanbHblil 3ak0H 0T 26.12.1995. Ne 208-®3 «O6 akmuoHepHbIX oOmiecTBax» //
[DnexTponHsIit pecypc]. — M., 2019. — Pexxum noctyma:http:// www.consultant.ru.

[Hocranosnenue IlpaBurenscta PO ot 01.07.2022 N 1192 "O6 yrBepxkaenuu IlpaBun
B3aMIMOJICHCTBUSL HMH(POPMAIIMOHHON CHCTEMBI pabOTOAaTeNsl, TIO3BOJISIIONICH 00ECIeYnuTh
MOJMUCAHUE BJIEKTPOHHOTO JOKYMEHTa B COOTBETCTBUHU C TpeOoBaHUSAMHU TpydoBOro Kojaekca
Poccuiickoit denepannu, XxpaHeHHe MEKTPOHHOTO JTOKyMEHTa, a Takke (Qukcaiuio (akTta ero
MOJyYeHHUsT CTOPOHAMM TPYJAOBBIX  OTHOIIEHUHM, U  QenepanbHOl  rocynapcTBEHHON
MHPOPMALMOHHON cucTeMbl "ENUHBIN MOpPTan TOCYJAapCTBEHHBIX M MYHHIMIIATBHBIX YCIyT

(pynxumit)" // https://base.garant.ru/404937341/

[ToctanoBnenue IlpaButensctBa PD ot 13 mas 2022 r. N 867 "O emunoit 1mudpoBoit

wiatpopme B cdepe 3aHATOCTH U TPYIAOBbIX oTHoumeHud "Pabora B Poccun"// URL:

https://base.garant.ru/404612909/

[Tpuxaz Muntpyna Poccum ot 20.09.2022 N 578n "OO yTBepKIEHUM €IUHBIX
TpeOoBaHUI K cocTaBy M (hopMaTaM JOKYMEHTOB, CBS3aHHBIX C PabOTOH, o(opMIIsIEeMBIX B
3JIEKTPOHHOM BHjI€ 6€3 1yOsnpoBaHus Ha OyMa)kHOM HocuTene"

// URL:https://www.garant.ru/products/ipo/prime/doc/405265705/

[Tpuxa3z Muntpyna Poccun ot 10.11.2022 N 7131 "O6 yTBepxkaeHuH GOpMbI CBEACHH O
TPYAOBOM  JEATEIBHOCTH,  MpefocTaBisgeMod  paboTHUKY  paboTtomareneM,  (opMbl
NIPEJOCTABIICHUS CBEIEHUI O TPYAOBOW JEATEIBHOCTH U3 MH(OPMAIMOHHBIX pecypcoB DoHaa
MIEHCMOHHOTO M COLMaNbHOro cTpaxoBanus Poccuiickoit denepannu u nopsaka ux 3anoiHeHus"

(Bmectre c¢ "llopsaxkom 3amonmHeHuss ¢opMbl "CBeneHus O TPYAOBOM JI€ATEIBHOCTH,


url:https://www.garant.ru/products/ipo/prime/doc/405265705/
https://base.garant.ru/404612909/
https://base.garant.ru/404937341/
https://www.garant.ru/products/ipo/prime/doc/407519908/?ysclid=lujiiaghw0184827743
https://www.consultant.ru/document/cons_doc_LAW_385617/
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npenoctasisgeMble pabotHuky pabotomatenem (CTIA-P)' u dopmer "CBeneHus o TpyaoBoOid
JESATEILHOCTH, TIPEJOCTaBIsIeMble W3 HMH(DOPMAIMOHHBIX pecypcoB (OHAA TICHCHOHHOTO
HCOIMATTBFHOTO CTpaxOBaHUS Poccwuiickoii denepanun (CTO-CoP)"). /!

https://www.garant.ru/products/ipo/prime/doc/405879309/

[Tpuka3 Munduna Poccun ot 30.03.2015 N 521 "OO6 yrBepkaeHun ¢GopM MEPBHUUHBIX
YYETHBIX JIOKYMEHTOB M DPETUCTPOB OyXTraJITEpCKOro yuera, IPHUMEHSEMbIX OpraHaMu
roCy1apCTBEHHOM  BJIacTH  (FOCYAapCTBEHHBIMH  OpraHamH),  OpraHaMM  MECTHOTO
CaMOYIIpaBJICHHsI, OpraHaMHU YIPAaBICHHUS TOCYJApCTBEHHBIMH BHEOIOKETHBIMU (OHAAMHU,

rocy1apCTBCHHbBIMU (MYHI/ILII/IHaJ'ILHBIMI/I) YUPCKACHUAMUA, U MeToaudecKux y'KaBaHI/Iﬁ 10 ux

npumeneHuro"// https://base.garant.ru/70951956/
[Tpuka3 MunuctepcTBa uppoOBOro pa3BUTHUS, CBSI3U U MAcCOBBIX KOMMYyHUuKauuii PO ot

18 aBrycra 2021 r. N 858 "OO0 yTBEep>KJACHUHU SAMHBIX TPEOOBAHUN K MAIIMHOYUTAEMBIM (popMam

nokymenToB o momHomouwnsix'"// UTL: https://base.garant.ru/402900595/

[Tpuka3z @oHma MEHCHOHHOTO U COIMAIBLHOTO cTpaxoBanus P® ot 17 HosOps 2023 r. N
2281. "OO6 ytBepxknaeHun enuHoW Qopmbl "CBeneHus ISl BEACHHUS HMHIMBUIYabHOTO
(mepcoOHN(UIMPOBAHHOIO) Yy4YeTa M CBEJIEHHs O HAYUCIEHHBIX CTPAaXxOBbIX B3HOCAX Ha
00s3aTeNIbHOE COIMAJbHOE CTPaxOBaHME OT HECYACTHBIX CIIyyaeB Ha MPOM3BOJCTBE MU
npodeccuonanpHpix  3a0osneBanuii  (EDC-1)" wu  mnopsaka ee  3amonHeHus"  //

https://www.garant.ru/products/ipo/prime/doc/408153699/

O6mepoccuiickuii  knaccudukarop mnpodeccuii pabouymx, MOHKHOCTEH CIyXKallUX H
tapudubix paspsaos OK 016-94. M.: Muntpyn Poccun, 1995 // [Onexkrponnslit pecype]. — M.,
2019. — Pexxum noctyna:http:// www.consultant.ru.

O6mepoccuiicknii  kmaccudukatop wuHPopManmu o Hacemenun OK  018-95. //
[DnexTponHsIit pecypc]. — M., 2019. — Pexxum noctyma:http:// www.consultant.ru.

Obmepoccuiickuil  kiaccuukarop yrnpasieHueckoil nokymenramuun OK 011-93. //
[DnexTpoHHsIi pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

O6mepoccuiickuii Kaccu(uKaTop CIEeNUaTbHOCTEN 0 00pa30BaHUIO // [ DIEKTPOHHBIN
pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

YHuduurupoBaHHsie GOpMbI MEPBUUHON yUETHOH TOKYMEHTALlMU MO Y4YeTy TpyJa U ero
ornartel, ytBepkaeHHble [locranoBrnennem ['ockomcrata P® ot 05.01.2004 Ne 1 //
[DnexTponnsIit pecypc]. — M., 2019. — Pexxum noctyma:http:// www.consultant.ru.

KBanupukannoHHbIH CHOPAaBOYHHUK JOJDKHOCTEH PYKOBOAMTENEH, CIEHUATNCTOB U
Apyrux ciyxammx // [DnextponHslid pecype]. — M., 2019. — Pexxum nocrtyna: [D1eKTpOHHBIN

pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.


http://www.consultant.ru/
https://www.garant.ru/products/ipo/prime/doc/408153699/
https://base.garant.ru/402900595/
https://base.garant.ru/70951956/
https://www.garant.ru/products/ipo/prime/doc/405879309/
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Me:xoTpacieBble YKpYITHEHHbIE HOPMAaTUBBI BPEMEHU Ha pa0OThI IO KOMILJIEKTOBAHUIO U
yduery  kaapoB  // [Dmexktponnblii  pecypc]. - M., 2019. - Pexum
nocryna:http:// www.consultant.ru.

[lepeyeHbp THIIOBBIX YNPABJICHYECKUX apPXUBHBIX JOKYMEHTOB, OOpa3yIOIIUXCS B
MPOILIECCe EATEIHHOCTH TOCYNApPCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CaMOYIPaBIICHUS U
OpraHM3aIlvii, C YKa3aHHEM CPOKOB XpaHeHus // [DnekTpoHHbIN pecype]. — M., 2019. — Pexxum

nocryna: http://www.consultant.ru

[Ipuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrtBepxkaeHun IlepedHsi THITOBBIX
yOpaBICHUYECKUX AapXUBHBIX JOKYMEHTOB, OOpa3ymomMXCcs B TpoIecce IesATEIbHOCTH
roCyJJapCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CaMOYMPABJICHHS M OpraHU3alluid, ¢ yKa3aHUEM
cpokoB wux xpaHeHus" (3apeructpupoBaHo B Munrocte Poccum 06.02.2020 N 57449)
[OnexTpoHHblii pecype] // CnopaBouno-nouckoBas cucreMa «KoHcynapTant mmoc». URL:
http://www.consultant.ru/cons/cgi/online.cgi?
req=doc&base=L AW &n=345020&fld=134&dst=1000000001.0&rnd=0.5989149124283691#09
893595070554722

®enepanpublii 3akoH oT 24.04.2020 N 122-®3 "O npoBeaeHUM SKCIEPUMEHTA IO
WCIIOJIb30BAHUIO DJIEKTPOHHBIX JOKYMEHTOB, CBSI3aHHBIX ¢ pabotoit"// WHTepHeT-mopTan

npaBoBoi HHPopmanuu http://www.consultant.ru/document/cons_doc LAW_351124/

[Tpuxaz Muntpyna Poccun ot 14.05.2020 N 2401 "OO ytBepxkaenuu Ilonmoxxkenus o
MOPSIKE MTPOBEICHUS IKCIIEPUMEHTA IO UCIIOJIB30BAHUIO 3JIEKTPOHHBIX JOKYMEHTOB, CBSI3aHHBIX
¢ paboroit" (3apeructpupoBano B Munrocte Poccuu 17.06.2020 N 58674)// UnTepHeT-nopTan

npaBoBO HHpOpManuu https://www.garant.ru/products/ipo/prime/doc/74170714/

Jlutepatypa (o0si3aTesibHAA)

Abymnanze, /1. I'. lokymeHTarmmoHHOE 00eCTIeYeHNE YIPaBICHHS IEPCOHATIOM : y4EOHUK
U MPaKTUKYM JUIs akajemudeckoro 6akanaspuata / Jl. I'. Abynanze, U. b. Bempsixkuna, B. M.
MacnoBa. — Mocksa : M3natenscTBo FOpaiit, 2019. — 299 ¢. — (bakanaBp. AkajgeMuuecKuit
kypc). — ISBN 978-5-534-00875-3. — Tekct : anektponssiit // ObC FOpaiir [caiit]. — URL:
https://urait.ru/bcode/433411

brikoBa T.A. JlokymMeHTanmoHHOE oOOecreueHrne YyIpaBJICHHs (JIeTOTPOU3BOICTBO)
[DnexkTponHbIil pecype] : yuebnoe mocobue / T. A. beikoBa, T. B. Ky3nemnoma. - 2-e u3m.,

nepepad. u mom. - MockBa : Muppa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?i1d=942800.


http://znanium.com/go.php?id=942800
https://urait.ru/bcode/433411
https://www.garant.ru/products/ipo/prime/doc/74170714/
http://www.consultant.ru/document/cons_doc_LAW_351124/
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/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/
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I'moroBa C.A. IlpodeccroHanbHBIH CTaHAAPT CHEIMAINCTAa [0  YIPABJICHUIO
MEPCOHAIIOM B JCSITEILHOCTA KaJIpOBOH CITyKObI [DnekTpoHHBIN pecypc]| / [moroa CreTiiana
AnekcannpoBHa; C. A.InmoroBa // VYmpaBineHue MOKYMEHTAIMEH: TMPONLIOE, HACTOSAIIEE,
Ooynymiee : marepuansl [lI-eii MexmyHap. Hayd.-pakT. KoH(., mocssiml. namata npod. T. B.
KysunenoBoit, Mocksa, PITY, 23-24 maprta 2017 1. / M-Bo oOpa3oBanusi u Hayku Poc.
Oenepanun, Oeaep. roc. OIOMKET. yupexa. BbicHl. odpa3oBanus "Poc. roc. rymaHUTapHBINA yH-
1", Uct.-apx. uH-T, Pak. TOKyMEHTOBEACHHS U TEXHOTPOHHBIX apX., Kad. nokymMeHTOBEIeHUS. -
MockBa :  Tepmuka.py, 2017. - C. 451-457. - Pexum  nocTyna
http://elib.lib.rsuh.ru/elib/000013004.

I'moroBa C.A. TeHaeHUMH pa3BUTUS KaJAPOBOTO JIEJIONMPOU3BOJCTBA B paMKax
nporpammbl  "lludpoBass  sxoHommka"  [OnekTponnbiii  pecypc] / I'moroma CeTiana
AnexcanapoBHa; CBeriana A. ['moroBa // YnpaBrnenue J0OKyMeHTaMH B IIU(PPOBOIl 5KOHOMUKE. -

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

KanmpoBoe nemompousBoactBo. Yuebnuk. / C.JI. Kysuermos, C.A. I'moroBa — M.:
NznarensctBo « TEPMUKAY, 2020. — 492 c.

KanpoBoe nemonpousBonactBo: Haumnaem ¢ Hyms. Ayautr cBoumu cwiamu / W.B.
Kypasnesa, M.B. XXypasnesa. - 2-e uza. - Mocksa : HULl MHOPA-M, 2014. - 184 c.: 60x88
1/16 + ( Hom. mar. znanium.com). - (IIpocto, kparko, 66icTpo). (0) ISBN 978-5-16-008986-7 -

Texct : anextponHsIil. - URL: https://new.znanium.com/catalog/product/417566

[TaBnoBckas, O. 0. IIpaBoBoe obecrnieueHue KaapoBOro AEIONPOU3BOJICTBA : yueOHOE
noco6ue s By30B / O. FO. ITaBnoBckas. — MockBa : M3natensctBo HOpaiit, 2019. — 213 ¢c. —
(Beicmiee obpazoBanue). — ISBN 978-5-534-11565-9. — Texkcr : anexkrponnsrii // D9BC Fpaiit
[caiiT]. — URL: https://urait.ru/bcode/445662

JIuteparypa (10noJIHUTE IbLHAS)

Kykapuna IO.M. CoBpeMeHHBIE OpPraHHW3allMOHHBIE M PErJIAMEHTHBIC JIOKYMEHTHI:
¢dbyukumn u pazHoBuaHOCTH // BectHuk PITY. 2016. Ne2. [DnextponHBIit pecypc]. — M., 2019. —
Pexxum  nmoctyma:  https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi
%202(4)-16.pdf.

Muxaiinuna [.U. Ynpasnenue nepconaioMm, 3-e¢ uza. - Mocksa :[lamkoB u K, 2018. -

280 c.: ISBN 978-5-394-01749-0 - Texkcr : AIEKTPOHHBIH. - URL:
https://new.znanium.com/catalog/product/415303


https://new.znanium.com/catalog/product/415303
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://urait.ru/bcode/445662
https://new.znanium.com/catalog/product/417566
http://elib.lib.rsuh.ru/elib/000013245
http://elib.lib.rsuh.ru/elib/000013004
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6.2 IlepeueHnb pecypcoB HHPOPMAIMOHHO-TEJTEKOMMYHUKAIIMOHHOM CeTH

«AHTepHeT»
- Tapant [DnexTponnsli pecypc]. — DnekTpoH. aan. — M., cop. 2024. — Pexum nocryna:

http://www.garant.ru.

- Koncynprant ILmtoc [DnekTpoHHbI pecypc]|. — DnekTpoH. gaH. — M., cop. 2024. — Pexum

noctyma: http://www.consultant.ru.
- TocynapcTBeHHbIil HH()OPMAIMOHHBIA pPECypc B OTHOIICHWH HH(POpPMAIUM O KaJpPOBOM
coctaBe [DNEeKTpPOHHBINH pecypc|. — DnekTpoH. maH. — M., cop. 2024. — Pexum moctyma

https://gossluzhba.gov.ru/

- [lopran «Pabota B Poccumn» - [DnexTpoHHbIil pecypc]. — DaekTpoH. AaH. — M., cop. 2024. —

Pexxum noctyna: https:/trudvsem.ru/

- OnexTpoHHbIN cepBuc «OHnaiHuHCHEKIUA. POy - [DnekTpoHHbI pecypc]. — DIeKTpoH. AaH.

— M., cop. 2024. — Pexxum noctyna: https://xn--80akibcicpdbetz7e2g.xn--plai/

6.3 IlpodeccuoHaibHbIe 0a3bI JAHHBIX M HHPOPMATHOHHO-CIIPABOYHbIE CHCTEMBI
Hoctyn k npodeccrnoHanbHBIM 6a3am maHHBIX: https://liber.rsuh.ru/ru/bases

WNudopmaninoHHbIe CIIPaBOYHBIE CHCTEMBI:
1. Koncynsrant [Lroc
2. Tapant

7 MarepuajabHO-TeXHHYECKOe o0ecneYeHne I CHUILIUHbI

Jlnst mpoBeeHUs JIEKIUM TpeOyeTcss ydeOHble ayJUTOPWHU, OCHAIEHHBIE CIEeIHATIbHBIM
obopynoBanueM (MUKpOGOHBI, MYyJIbTUMEOUITHBIE cpeAcTBa). s CeMHHApCKUX 3aHATHIA
HEOOXOTUMBI  ayJUTOPUH, OOOpyJOBaHHBIE MJOCKOH. JIJIS TIpOBEACHHSI MPOMEKYTOUHOM
aTTecTallid HY)XKHAa KOMIBIOTEpHAas TEXHHKA C TMOAKIIOUYEHHEM K UHGOPMAIMOHHO-
KOMMYHHKAITMOHHON cetn «MHTepHET» H JOCTYyIOM B D3JEKTPOHHYIO HWH(GOPMAIMOHHO-
oOpazoBarensuyto cpeny PITY (mpoBoaHoe coenuHeHHE HIIM OECIPOBOIHOE COSAMHEHHE IO
texHojoruu Wi-Fi).

CocraB nmporpaMMHOTO 00€CTICUEeHHUS:
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

8 Oo0ecneueHue 00pPa30BATEIABLHOIO MPOLIECCA A JHI C OTPAHNYCHHBIMHA
BO3MOKHOCTSIMHU 3I0POBbSI 1 HHBAJIN/I0B

B xoxe peanuzanuu DUCIUIUIMHBI UCTIOJB3YIOTCS CIEIYIOIINE JOTMOJIHUTEIbHBIE METOIbI
o0ydeHus1, TEeKYIIEro KOHTPOJS YCIEBAEMOCTH M MPOMEKYTOYHON aTTeCTallMi OOYyJarOIIUXCs B
3aBUCUMOCTH OT WX MHAUBUIYAITBHBIX OCOOCHHOCTEH:


https://xn--80akibcicpdbetz7e2g.xn--p1ai/
https://trudvsem.ru/
https://gossluzhba.gov.ru/
http://www.consultant.ru/
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® [UIs CIENBIX U CIa00BUASIINX: JEKIIUH OQOPMIISIOTCS] B BUJIE AJIEKTPOHHOTO JIOKYMEHTA,
JOCTYIHOTO C MOMOIIBI0 KOMITBIOTEpA CO CIENUATU3UPOBAHHBIM POTPAMMHBIM 00€CTIEUeHUEM;
MMCbMEHHbBIE 3a/IaHMsI BBIMOJIHSAIOTCS HA KOMIBIOTEPE CO CIELHAIIU3UPOBAHHBIM MIPOTPAMMHBIM
o0ecrieueHreM UM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; 00€CIIeYMBACTCSI HHINBUYaTbHOE
paBHOMepHOe ocBelieHrne He MeHee 300 JIFOKC; AJisl BBIMOJHEHUS 3aJaHus PU HEOOXOAUMOCTH
MPEOCTABIISCTCS YBEIMYHBAIOIIEE YCTPOMCTBO; BOBMOXKHO TAKXKe MCIIOIB30BAHUE COOCTBEHHBIX
YBEJIMUYMBAIONINX YCTPOWCTB; MUCHMEHHBIC 3aaHus OQOPMIISIOTCS YBEIHUYCHHBIM IIpU(TOM;
9K3aMEH W 3a4€T MPOBOJATCS B YCTHOW (POpME WM BBIOJHSIOTCS B IMHCBMEHHOUW (opme Ha
KOMITBIOTEPE.

o Ul TIYXUX M CJIa0OCHBIIIANINX: JCKIUH O(QOPMISIOTCA B BHUIE 3JICKTPOHHOTO
JOKyMEHTa, JIMOO TIPEIOCTABJIACTCS 3BYKOYCHJIMBAIOIIAs —Aallaparypa WHIAWBUAYAIbHOTO
MO0JIb30BaHUS; MHChMEHHBIC 3a/laHUsl BBIMOJHSAIOTCS HA KOMIIBIOTEpE B MUCBMEHHOH (opme;
9K3aMEH M 3a4€T MPOBOIATCS B MUChbMEHHOW (opMe Ha KOMITBIOTEpPE; BO3MOKHO MPOBECHUE B
dbopMe TecTUpOBaHHUSL.

® IS JIMI] C HApYUICHUSMHU OIOPHO-JABUraTEIbHOIO ammapara: JEeKIUA O(pOpMIISIOTCS B
BUJE  DJIGKTPOHHOIO  JOKYMEHT4,  JOCTYIHOTO C  IIOMOUIBK0  KOMIIBIOTEpA  CO
CHEIMATM3UPOBAHHBIM IIPOIPaMMHBIM O00€CII€YEHNEM; NTMCbMEHHBIE 3aJaHHsl BBIITOJIHAIOTCS Ha
KOMIIBIOTEPE CO CHELMATU3UPOBAHHBIM IPOTPAMMHBIM 00€CIIEUEHHEM; JK3aMEH M 3a4éT
IIPOBOASATCS B YCTHOM (hOpMe MIIM BBITIOJHSIOTCS B TUCbMEHHOU (hopMe Ha KOMIIbIOTEPE.

[Tpn HEOOXOMMMOCTH TIPETyCMaTPHUBACTCS YBEINYEHUE BPEMEHH ISl TOATOTOBKU OTBETA.

[lponienypa  mpoBeneHHs  NPOMEXKYTOUYHOW  aTTeCTallik UL OOyYarolIMXcs
YCTaHABIMBACTCA C YYETOM WX HWHIUBUAYAIBHBIX ICUXO(PHU3UUECKUX OCOOCHHOCTEH.
[TpomexyTodHAast aTTeCTAIMS MOXKET IPOBOAUTHCS B HECKOJIBKO 3TAIIOB.

[lpn mpoBeneHMU TNPOIEAYPHl OLIEHHBAHUS PE3YJIBTaTOB OOYyUSHHMs INPeIyCMaTpUBACTCS
UCTIONIb30BAaHNE TEXHUYECKHX CpEICTB, HEOOXOIMMBIX B CBS3M C HWHIUBUAYAJIHbHBIMU
0COOCHHOCTSIMH OO0YyYaroIMXCsS. JTH CPEICTBA MOTYT OBITh NPEIOCTABICHBI YHUBEPCHTETOM,
WJIA MOTYT HCIIONIb30BATHCSI COOCTBEHHBIE TEXHUYECKHE CPEICTBA.

[lpoBeneHne mpomeqypbl OICHHWBAaHHS  PE3yJbTaToB  OOYYEHUS  JIOMyCKaeTcs ¢
WCTIOJNIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHHA.

OO6ecneunBaercs A0CTyN K MH(OPMAIMOHHBIM U OMOIMOrpaMueckuM pecypcaMm B CETH
WuTepHer s kaxaoro oOydaromierocs B (GopMmax, aJaNTHPOBAHHBIX K OTPAaHHYEHHSIM HX
3JI0POBBSI ¥ BOCIIPUATHS HH()OPMALIUH:

® [l CIICTIBIX W CIA0OBUASIIMX: B TeU4aTHOW (hopMe yBENUYECHHBIM mpudtom, B dopme
ANIEKTPOHHOTO JOKYMEHTa, B popme ayamnodaiina.

® JIUISl TITYXUX U CJIAa0OCIBIIIAIINX: B Te4aTHOU Gopme, B (opMe FIMEKTPOHHOTO JOKYMEHTA.

e i1 OOydYarloIUXCsl ¢ HapyLICHUSMH OMNOPHO-ABUTATENIbHOIO ammapara: B IeYaTHOM
¢dopme, B hopme IEKTPOHHOTO JOKYMEHTa, B (hopme ayauodaiina.

Y4eOHble ayIUTOPUU AJIE BCEX BHJIOB KOHTAKTHOW M CAMOCTOATEIHHOU pabOThI, HAy4YHAS
OMOIMOTEKa W WHBIC TMOMEIIEHUS JUIsi OOyYEeHMsI OCHAIEHBI CICIHAIIBHBIM 000PY/I0BAaHUEM U
y4eOHBIMU MECTaMH C TEXHUYECKUMU CPECTBAMHU O0YUYECHHUS:

® /ISl CIICTIBIX M CIAa0OBHIAIINX: YCTPOMUCTBOM Ui CKAHUPOBAHMSI M YTCHHUS C KaMepoi
SARA CE; nucrineem bpaiins PAC Mate 20; npunatepom bpaitns EmBraille ViewPlus;

® [ TUIYXHUX U CJIIa0OCTBIMIANINX: aBTOMATH3UPOBAHHBIM PAa00OYMM MECTOM MJIsl JTIOACH C
HapyIICHUEM CITyXa U CIa00CTBIMANTNX; aKyCTUICCKUN YCHIIUTENb U KOJIOHKH;
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1151 00YYaIOLIMXCS ¢ HApYIIEHUSIMH OTIOPHO-ABUIaTEeIbHOIO alnapara: NepeaBHKHbIMY,
perynupyeMbIMu  3proHomudeckumu  mapramu  CH-1;  KoMObroTepHOH  TEXHHUKOH  co
CMEeLMAIbHBIM IIPOTPAMMHBIM 00€CIIeYeHHEM.

9 _Meroanyeckne MaTepHaJIbl
9.1 Ilnanbl 12a00paTOPHBIX 3AHATHH.

TEMAL. (4 u.) 3BAKOHOJJATEJIbHA A PETJIAMEHTALUA JOKYMEHTHUPOBAHUA
KAJIPOBOU JEATEJIbBHOCTU B PdD

3AJJAHUSL.

1. TIlpoanamusupyiite Tpymnooii komekc Poccuiickoit denepaiuu u onpeneanuTe TpeOOBaHUS K
cocTaBy ¥ 0()OPMIICHHUIO TOKYMEHTOB, PETIIAMEHTUPYIOIIUX TPYI0BbIE OTHOIICHUS.
2. Ilpoanamusupyiite TpynoBoiil kogekc Poccuiickoit denepanuu u onpenenute TpeOOBaHUS K

GYHKIUSAM KaJpoBOM CITyKOBI.

YKA3AHU 10 BBITIOJIHEHUIO 3AJIAHUI

1. Uzyunte TpynoBoi KoaeKC W BBIICHUTE, KAKMMHU JOKYMEHTaMH IPEIyCMOTPEHO
opopmiieHHe Tpuema, MEpeBOJa, YBOJIbHEHHUS, KOMaHAMPOBAHUS, JUCIHMILTUHAPHOTO
B3BICKAHUS U MPEJOCTaBICHUS OTIMycka paboTHHKaM. CocTaB JOKYMEHTOB (PUKCUPYETCS IO
KOKIOW OTIenbHON Tporeaype. OOpaTuTe BHHMaHHE HA CPOKH TOJITOTOBKHU JIOKYMEHTOB,
YCTaHOBJICHHBIE 3aKOHOIATEIIBHO.

PC3YJ'IBTaTBI 3a/laHuA MOT'yT OBITh IMPEACTABJICHEI B BUAC Ta6J'II/II_II>IZ

IIpouenypa Buael Homep Cpokn, Copnepxanue,
JOKYMEHTOB CTAaThH CBsI3aHHbIE C opopmiieHHe
AOKYMEHTOM

[Tpuem Ha paboTy

IlepeBon

[MpenocraBnenue
OTIyCKa

IToompenne

JucuunimHapHo
€ B3bICKaHUE

KomanaupoBanue

YBonbHEHUE
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2. Wzyuurte TpymoBoii KOJAEKC | OMpeAeIuTe 00sI3aHHOCTH pabdoToAaTeNsl MO OTHOIICHHUIO K
paboOTHUKY, KOTOpPBIC YCTaHOBICHBI B KoJiekce py BOHUKHOBEHUM TPY/IOBBIX OTHOIICHHIA.

Ha 310l ocHOBE cocTaBbTe NepedeHb (PYHKINM, BBIMOIHIEMbIX KaJpoBOH CIIyK00i.

KOHTPOJIBHBIE BOITPOCBI.
1. IlepedyucCiIUTh OCHOBHBIE BHUIBI JIOKYMEHTOB, HCIIOJIB3yEMBIE JUIS JOKYMEHTHUPOBAHMS
TPY/IOBBIX OTHOIIEHHUH, YCTAHOBJICHHBIX B TPYJOBOM 3aKOHOAATEIIbCTBE.

2.  HazoBute TuNoBbIe (HYHKIUHU KAIPOBOM CITY>KOBI.

MarepuajibHO-TeXHHYECKOe o0ecriedeHue 3aHATHS:

1.Tpynosoii xonexc P®D.

TEMA 2. (4 4.) PASPABOTKA OPTAHM3AILIMOHHBIX JIOKYMEHTOB B KAJIPOBOI
CJIYKBE

3ATAHUS

1. TIpoananu3upyiiTe opranuzanuio padboTsl ¢ kajgpamu B 3A0 “Beimnen”.
2. Pazpaboraiite [lonoxenue 06 otnene kaapos 3A0 “Bemvmen”

3. PaspaOotaiiTe JOTKHOCTHYIO HHCTPYKLIHIO JUIsl OJHOTO U3 COTPYIHUKOB KaJIpOBOM CITY>KOBI

YKA3AHUNA 110 BBIIIOJIHEHUIO 3A TAHU A

1. Ilpoanamu3upyiite KoMmIuleKC I0KyMeHTOB 3AO “BpiMmen”, BbIABISAS €ro CTPYKTYpY,
YHUCICHHOCTb, HalpaBleHUs aedrenbHocTH OOmectBa U 0COOEHHOCTH OpraHU3alUH
KaJIpOBOM paboTHI.

2. Ha ocHoBe KBamu(UKAIMOHHON XapaKTEePUCTHKH PYKOBOAMTENS KaJpPOBOH CIIyKOBl,
YCOPJl, TpymoBoro konekca W TpeOOBaHWH HWHBIX HOPMATUBHBIX U METOIMYECKUX
JIOKyMEHTOB paspabortaiite u odopmurte mpoekt Ilonmoxenus o0 ormene kanpoB 3A0
“Bpimmen”.

3. Ha ocHoBe KBamM(pUKAIMOHHBIX XapaKTEPUCTHK paOOTHHUKOB KaapoBoi ciyx0b, YCOP/]
pa3paboTaiiTe MpOeKT IOKHOCTHOM MHCTPYKLUHU OJHOTO M3 COTPYJHHMKOB OT/AETa KaapoB

3A0 “Beivrien” u 0pOpMHUTE €r0 B COOTBETCTBHHU C YCTAHOBIIEHHBIMHU TPEOOBAHUSMHU.
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KOHTPOJIBHBIE BOITPOCHI

1. Tlepeuncnute 3a1a4u U QYHKIMU KaJIPOBOM CITYKOBI.

2. Kakue 1OKyMEeHTHI perJaMeHTUPYIOT paboTy ¢ MEPCOHANIOM OpraHu3auu?

3. Ha ocHoBe, Kakux JOKYMEHTOB pa3palOaThIBAIOTCS IIOJIOKEHHE O KaJpoBOil ciayxbe u
JOJKHOCTHBIE UHCTPYKIUU €€ COTPYIHUKOB?

4. KaxkoBa CTpyKTypa TEKCTOB MOJIOKEHHUS O KaIpOBOM CIyk0€ ¥ JOHKHOCTHOW MHCTPYKITUHU?

5. Korga monoxenue o KaApoBOM ciayx0Oe mpuoOperaeT ropunudeckyro cuiay? Korga ono
TpebyeT nepepaboTKu?

6. Ilepeuncnute obmue TpedoBaHMs K 0)OPMIIEHUIO OPraHU3allMOHHBIX JOKYMEHTOB.

MaTepnaano-TeXaneCKoe o0ecnevyeHue 3aHATHSL:

TpynoBoii koaexkc PO
YCOP/]

KBanudukannoHHble XapaKTEPUCTHKH paOOTHUKOB KaJAPOBOM CITY>KOBI

W bdh o=

Kommrekt nokymentoB 3A0 “Beimmien”

TEMBI 3-7 (10 u.). IOKYMEHTHPOBAHUE KAJIPOBOM JEATEJbHOCTH

SATAHUA:

1. U3yuute 3akoHOHaTeNbHbIE TPEOOBaHUS K  COACPNKAHUIO M O(GOPMIICHHIO  TPYIOBOTO
noroBopa. [1oAroToBhTE MPOEKTH JOKYMEHTOB 10 MIPUEMY Ha padoTy.

2. IloaroToBbTE MPOEKTHI IOKYMEHTOB IO TEPEBOY Ha IPYTyIO paboTy.

3.IloaroroBbTE MPOEKTHI JOKYMEHTOB O MPEAOCTABICHUM OTIIYCKAa, MPOEKTHl TOKYMEHTOB O
KOMaHANPOBAaHUH paOOTHUKA

4.1ToaroToBbHTE MPOEKTHI JOKYMEHTOB O MOOIIPEHUM PAaOOTHMKA U MPOEKTHl JOKYMEHTOB O
BBIHCCCHUU JUCHUIIIIMHAPHOT'O B3bICKAHUS.

5.IloarotoBbTe MPOEKTH JOKYMEHTOB 00 W3MEHEHHH (aMuIuu padOTHUKA U TPOEKTHI

JOKYMEHTOB O pacTOpPKEHHH TPYZOBOIO JOrOBOpA.

YKA3AHWS 10 BBITTOJIHEHUIO 3AJIAHUI



29

Ha ocHoBe maTepuanoB neoBOi Urpbl (CIIpaBOYHBIE JaHHBIE 0 paOOTHUKE) U TPEeOOBaHUIA
TpynoBoro xojiekca MoAroTOBUTH TPYAOBOI TOTOBOpP € pabOTHUKOM, 0(hOpMHUTE MPUKA3 O
npueMe paboTHHKA Ha paboTy (CTYIEHTHI MOTYT COCTaBUTH MPHUKa3 MO OOIIMM IpaBHIIaM
oopMIIeHHsI TPUKA30B WIIM BOCIIOJIB30BaThCsl YHUPHUIMPOBaHHON opmoit T-1). 3anmomHuTh
JInunyro kaprouky pabotHuka (¢opmy T-2.) Ompeneautb cocTaB JOKYMEHTOB,
UCIIONIb3YEMBIX M CO3JaHHBIX MpHU MpHUeMe Ha paboTy, KOTOopble (POPMHPYIOTCS B JIMYHOE
Jeno pabOTHHUKA.

Hcnonp3ys Matepuansl J€10BOM WUrpbl (CIIpaBOYHBIE JaHHbIE O PaOOTHUKE) M YUHUTHIBAs
TpeboBanust TpymoBoro kojekca ohopMHUTh TIepeBo pabOTHUKA (IT0 €r0 WHUITHATHBE U TI0
WHUIMATHBE PYKOBOJUTENS CTPYKTYpHOTO IMOJpa3/eieHus) Ha APYryio pabdoTy B TOHl ke
opranuzanuy. CocTaBUTh 3asBJICHUE, PEACTABICHUE, YBEAOMIICHHE U 0(OPMUTH MPUKA3 O
nepeBoJie pabOTHUKA Ha APYTyro paboTy (1o oOmmM npaBuiaM opopMiIeHHs TPUKA30B HITH
BOCTIOJNIb30BaThcs yHUDUITPOBaHHOHN (hopmoii T-5). BHectn nanubie B JIM4HYIO KapTOUKy
pabotauka (dpopmy T-2.) OnpenenuTs COCTaB JOKYMEHTOB, HUCIIOJIB3YEMBIX U CO3JaHHBIX
IIpU TIepeBOJIe Ha JPYTyIo paboTy, KOTOpbie GOPMUPYIOTCA B TMUHOE JIEJI0 paOOTHHUKA.
Hcxons n3 MaTepualioB JI€IOBOW UIPHI (CIpaBOYHBIE JaHHBIE O pabOTHUKE) , 0POPMHUTH
€XKETOJHBIN OuepeHON OIIaYMBAaEMbIil OTIMYCK M OTIYCK 0€3 coXpaHeHHus 3apaboTHOM
wiatel. CocTaBuTh rpaduk OTHYCKOB, OOPMHUTH NpUKa3 O MPEJOCTaBICHUH OTIyCKa (I10
o0umM mpaBwiaM OQOPMIICHHS WPHUKA30B WM BOCIOJB30BATHCS YHUPHUIIMPOBAHHON

¢dopmoit T-6) . Buectu nannsie B JInuHyto kapTouky paboTHuka (dpopmy T-2.).

Hcrnonp3yst MaTepuanbl ACIOBOM UTPHI (CIPaBOYHBIC MaHHBIE O PAOOTHHKE) MOJTOTOBHTH
NpHUKa3 O HalpaBlieHUH pabOTHUKA B KOMAHIUPOBKY (MO OOMIMM MpaBmiiaM OQOpMIICHUS

NPUKa30B WK BOCIOJIb30BaThCs YHUDUIIMPOBaHHOM popmoii T-9).

Hcnone3yss mMarepuaibl AETOBOW HUIpbl (CIpaBOYHBbIE JTaHHBIE O pabOOTHUKE), O(OPMHUTH
IpUKa3 O MOOUIPEHUHM paboTHHKA (10 OOmMM mpaBuiaM O(OpMIIEHHS NPUKA30B WU
BOCIIOJIb30BaThcs yHU(pUUMpoBaHHOH (opmoit T-9). Buectu naHHBIE O MHOOIIPEHHUU B
Jlmanyro kaprouky paboramka (popmy T-2.). Omnpemenutb cocTaB JOKYMEHTOB,
UCIIONIB3YEMBIX TpU O(GOPMIICHUM TOOILIPEHHS, KOTOpble (OPMHUPYIOTCS B JMYHOE JEJI0

paboTHHUKA.
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Ha ocHoBanumu MaTcpHraJioB HGHOBOﬁ HUI'Pbl COCTAaBUTH 06’L$ICHI/ITCJIBHYIO 3aIUuCKy O
JAUCHUIUIMHAPHOM IMPOCTYIKEC, NOKIAAHYIO 3allMCKYy O HAPYUICHHUHN TPYﬂOBOﬁ JUCITUIIIINHBI,

IMpUKa3 O HAJOXKCHHUU AUCHUILITMHAPHOI'O B3bICKAHUA.

Hcnonp3ys marepuansl AETOBOM UIphl (CIpaBOYHBbIE JaHHbIE O pabOTHUKE) OPOPMUTH
IpEeKpalleHue TPyJOBOIO JOroBOpa IO HWHUIMATHBE pabOTHUKA, [0 WHUIIMATUBE
paboTozparens, N0 00CTOATENbCTBAM, HE 3aBUCAIIMM OT BOJM CTOpOH. OmpenenuTs cocran
JIOKYMEHTOB, KOTOpbIMH odopmisercs Kaxnas cutyauus. OdopMuTh MpHkKaz o
IpeKpalleHu JeHCTBHS TPYJOBOTO JOroBopa (Mo oOmuM mpaBuiaM 0OQGOpMIICHUS
IPUKa30B WJIM BOCIIOJIb30BaThcAd yHUUIUpoBaHHOW (opmoil T-8). Buectu nanusie 00
yBoJbHEHUH B JInuHyio KkapTouky pabotHuka (dopmy T-2.). Omnpenenutrb cocraB
JIOKYMEHTOB, MCIOJIb3yeMbIX MpPU OQOPMIICHUM YBOJBHEHHUS, KOTOpble (OpPMUPYIOTCS B
JUYHOE /1e710 pabOTHHKA.

CocrtaBbTe MPOEKT INMpHKa3a 00 M3MEHEHWU (haMuINM, MPUBEIUTE BO3MOXKHBIE OCHOBAHHUS

JUISL U3JaHUS TAKOTO TPUKa3a.

KOHTPOJIBHBIE BOITPOCBI:

BoiaenuTte ocHOBHBIE JOKYMEHTHpPYEMbIE 3a]Ja4l KaJIpOBOM J1€ATEIbHOCTH.
OxapakTepusyiTe CTPYKTypy TEKCTa TPYJIOBOIO JOrOBOpa, MEPEUUCIUTE CYIECTBEHHBIE
I0JIO’KEHUS TPYAOBOIO JOIOBOPA.

SIBnsitoTcst M yHUGHUIMPOBAaHHBIE (POPMBI 00s13aTETBHBIMU 7

Ha ocHoBe TpeGoBaHMiI K TPYyJOBOMY JOTOBOPY, OINPEACIUTh MOPAIOK O(OPMIICHHS
JOMOJTHUTEIBHOTO COTJaleHus (MI3MEHEHUs K TPYJI0BOMY JIOTOBODY).

Kakumu TpeGOBaHMSAMHU JOJKHA PYKOBOJCTBYETCS KaapoBas Cily:kO0a mpu opopMIICHHH

MPUKA30B B TEKCTOBOU hopme?

MaTepnaano-Texm{quKoe o0ecnevyeHue 3aHATHS:

Tpynosoii koaekc PO.

YHauduuupoBaHHble POPMBI IEPBUYHON YUETHOM JJOKYMEHTAIUH.

Matepuaisl 1e10BOI UIpHl, cCOAepkKalllie CIIPaBOUHBIM JaHHbIE O paOOTHUKE, HH(OPMALIMIO O

€ro TpyJ0BOM AEATETbHOCTH.

O6mepoccuiickue KiaccupuKaTophbl.
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Tema 8 (2 u.) TPYJIOBASI KHIDKKA

SAJJAHUA
1. IlpoanamusupoBats Tpynosoil konekc P®, IlpaBuna BeneHHs U XpaHEHHs TPYJIOBBIX
KHW)KEK, MHCTPYKLHIO II0 3alOJHEHUI0 TPYIOBOM KHIXKKU. BbIACHUTH IpaBuia
3aBEJICHUS U NOPAJIOK BEJICHUS TPYIOBBIX KHUKEK.
2. 3anonHuTh OJaHK TPYAOBOM KHUKKHU CBEJCHUSMU O pabOTE U YBOJIbHEHUH.
3. Ilpoananu3upoBaTh NMPEATIOKEHHbIE KOIMUHU TPYIOBBIX KHHMKEK, OOBSICHUTH OIIMOKU B
o OpMIICHNY U BEICHUMU.

4. 3apeructpupoBaTbh 0HOPMIICHHYIO TPYJIOBYIO KHIKKY.

YKA3AHU 10 BBITIOJIHEHUIO 3AJIAHUI

1. M3yuute Tpynosoil kogekc P®, IIpaBuiia BeneHuss M XpaHEHMs] TPYJIOBBIX KHHKEK,
MHCTPYKLHIO IO 3allOJHEHUIO TPYIOBBIX KHUXKEK .
Y CTaHOBUTS:
-3aKOHOJATEJIbHBIE M1 HOPMATUBHBIEC ITOJIOKEHUS O CTaTyCce TPYAOBOM KHMKKE, IOPSAKE €€
oopMIICHUSI U BEICHUS;
- HOpMaTHUBHbIE TPeOOBaHUS O AyOIMKATE TPYAOBOW KHUXKKH;
- HOpMaTHUBHbIE TPEOOBAHUS O BKIJIAJBIIIE K TPYIOBON KHUXKKE.
2. Hcnonw3ys mpenoKeHHble MaTepHalibl AENOBOM MIPbl U MaTepuallbl 3aHATHH O
JOKYMEHTUPOBAHUM NIPHEMa, MEPEBO/IA, YBOJIBHEHUSI BHECTH COOTBETCTBYIOIINE 3aIIUCH
B TPYZOBYIO KHHXKKY.
3. U3yuuTh mpeioKeHHbIe KON TPYAOBBIX KHUKEK, BBISBUTH OIIMOKU B O)OPMIICHUHU U

WCIPABJICHUSAX HAa TUTYJIBHOM JIMCTE, B pa3zeine «CBeaeHus o padboTey.

KOHTPOJIBHBIE BOITPOCHI

1. B kako#i cpok nomkHa OBITH 3aBe/ieHa TPYAOBas KHMXKKA MPU TOCTYIUIGHUH PaOOTHUKA Ha
paboty BrepBbie?

2. B KaKkux ciaydasx KaJapoBas CIy’)kOa MMeeT MpaBo BBIAATH TyOIUKAT TPYIOBOM KHUKKH?

3.B kakoii cpok nocie yBoJbHEHHUs PaOOTHUKY BbIIAETCs TPYyAOBask KHIKKA?

4. Kak oopmisieTcs Bbllaua BKJIAbIIIA K TPYAOBOH KHIKKE?
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5. Kakoe CTPYKTYPHOC NOAPA3ACIICHUC OpraHu3allii XpPaHUT OJaHKH TPYAOBBIX KHHIKXCK U

BKJIAJbIIIEH K HUM?

6.Kax ucnipaButh omnOku, 0OHapyKeHHbIE Ha TUTYJILHOM JIUCTE TPYAOBON KHUKKHU?

7.Kak ucnipaBuTh omrnOKu, 0OHapyKEeHHbIE B 3aM0JHEHUH pa3zena «CBefeHus o paborex»?

MaTepnaanO-TeXaneCKoe o0ecreyeHue 3aHATHS:

NHcTpyKIus 110 3aII0JTHEHUIO TPYIOBBIX KHUKEK

[IpaBuna BeieHUs U XpaHEHMSI TPYAOBBIX KHHKEK

brnanku TPYAOBBIX KHHKCK

[TpuMepsbl 3a0IHEHHBIX TPYAOBBIX (KHUXKEK ¢ OITMOKaMH)

Tema 9 (2 u.) CACTEMATHU3AIINAA JOKYMEHTOB KAJIPOBOM CJIYXKBBI.

3ATTAHUS

[IpoananusupyiiTe HOMEHKIATYpY Ae KaapoBoil ciyx0b1 3A0 “Brimmen”.

CocrtaBbTe NMPOEKT HOMEHKIATypbl Aed otnaena kaapoB 3A0 “Beimmen” Ha chneayromuii
KaJICHJIapHBIN TO/I.

[Tpoananm3upyiite TpebOBaHNE 3aKOHOJATECIBHBIX U HOPMATHBHBIX JIOKYMEHTOB K COCTaBY
JIOKyMEHTOB JINYHOTO JIeTIa.

Cdopmupyiite muunoe neno corpyanuka 3A0 “Breimmen” U cOCTaBbTe BHYTPEHHIOIO OIHCH

AOKYMCHTOB JIMYHOT'O JICJ1a.

YKA3AHWS 10 BBITTOJIHEHUIO 3AJIAHUI

1.

C yueroM TpeOOBaHMN HOPMATUBHBIX JOKYMEHTOB MPOAHATM3HPYWTE HOMEHKIATYpY el
3A0 “BeiMmmen”, ompenmeisisi €€ BHJA, KIACCUPUKANMOHHYIO CXEMY, OCOOCHHOCTH
(GbopMyJIMpOBaHMS 3arojIOBKOB, HMCTOYHHMKM U TPABUJIBHOCTh YCTAHOBIIEHUS CPOKOB
xpaHeHus. OnpenennTe nepexosaIine 1eila, BKIIOYEHHBIE B 3TY HOMEHKIIATYpY.

Ha ocnoBe TpeGoBanuii OCHOBHBIX MpaBMJI pabOTHl apXMBOB OpPraHU3aLMi U THUIIOBOTO
[IEpEYHs YIPaBICHYECKUX JOKYMEHTOB CO CPOKaMH XpaHEHUs  COCTaBbTE€ IPOEKT
HOMeHKIaTypsbl 1ei1 3A0 “Beimnen” Ha crnefyromuil kaieHaapasii ro. [Ipoekt odhopmute B

COOTBCTCTBHU C YCTAHOBJICHHBIM ITOPAJIKOM.
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3. WMsyuuts Yka3 [Ipesunenra PO Vka3 [Ipesunenra Poccuiickoit ®enepaunn ot 30 mas 2005
r. Ne 609 «O nepcoHaNbHBIX JaHHBIX TOCYJAPCTBEHHOTO IPaXKIaHCKOrO cliykaiiero Poccuiickoi
@denepani ¥ BEJCHUM €ro JUYHOTO jaena» M3yuuts p.8 TUHOBOro mepeyHs ynpaBieHUYECKHUX
JOKYMEHTOB U OIPEENIUTh COCTAaB JOKYMEHTOB JIMYHOTO Jiejla pabOTHHKA.

4.Vcnionp3ys TOKyMEHTHI, pa3pa0OTaHHbIEe Ha MPEIBIAYIIMX 3aHATUAX, CHOPMUPYHTE JTUYHOE
7e7o0 paOOTHHUKA C yYETOM yCTaHOBIICHHBIX HOPMAaTHUBHBIX TpeboBaHwmii. [y copmMupoBaHHOTO

JIMYHOTO J€jia COCTaBbTC BHYTPCHHIOIO OIMMCH JOKYMCHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. KakoBo HazHaueHHE HOMEHKJIATYPHI JIeT B KaJAPOBOM CIIyx)0e?

2. KakoBbl TpeboBaHusg K (OPMYJIHPOBKE 3aroJIOBKOB JOKYMEHTOB IO JMYHOMY COCTaBY B
HOMEHKJIaType Aein’?

3. Ilepeuncnute cocTaB JOKyMEHTOB JIMYHOIO Jiela pabOTHUKA; TOCYyAapCTBEHHOTO
CITy>Kalllero.

4. Kak onpenensroTcsi CPOKH XpaHEHUS KaJIPOBBIX TOKYMEHTOB?

5. Kakas ciy>x6a B opraHusaliyy A0JDKHA pa3padoTaTh HOMEHKIIATYPY J1e KaIpOBOH CIIyKOb1?

6. Kakue ocoOeHHOCTH XapaKTepHbI 4711 HOMEHKJIATYpPhI 1€l KaIpoBOil ci1yKOb1?

MaTepnaano-Texm{quKoe o0ecnevyeHue 3aHATHS:

MeToauueckie peKOMEHJIalui Mo pa3pabOTKe WHCTPYKUUH 1O JIETONpPOU3BOJICTBY B
denepanbHBIX OpraHax UCMOJHUTEIIBHOMN BIIACTH.

Kommnekt nokymentoB 3A0 “Beimnen”.
IlepeueHb THUNOBBIX YHPABIEHYECKUX AapXMBHBIX JOKYMEHTOB, OOpa3yOIIMXCS B IpOILECCE
NesITeIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIIPABJICHUSI U OpraHu3alui,

C YKa3aHHUEM CPOKOB XPaHCHUS.
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