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1. IlosicHuTe/IbHAA 3amucKa
1.1 Henb 1 3aauM AUCLHUILIAHBI

Llenb AWCUMIUIMHBI COOTHeceHa C pe3ynbTaToM ocBoeHuss OIT BO  (popmupyembiMu
KOMITETEHLIUSIMH).
Ilens AMCHMIVIMHEBI - TIOATOTOBUTH BBITYCKHHUKA, BIaJeIOLero HaBblIKaMU Be/leHHsI KaZpoOBOro
[le/I0IIpOU3BO/CTBA.
3ajauy JUCHMILIMHDI:
o CdopmupoBaTh y CTy/eHTa KOMIIETEHLIUM, I[103BOJISIFOILME €My BBINOJIHATL BeCh
KOMIT/IEKC paboT 1o KaZ[pOBOMY [1e/I0TIPOU3BO/CTBY;
o CdopmupoBaTth y Hero KOMILIEKCHOe IIpe/CTaB/eHHe O CHCTeMe [JOKyMeHTallUd I10
JIMYHOMY COCTaBy;
o [atb npefcraBieHye 00 ypoBHe perjiaMeHTaliy KajipoBOro /lefIonpor3Bo/CcTBa B PD;
o HayuuThb cTyzieHTa COCTaBsATh U O(hOPM/ISITh OpraHM3al[MOHHbIe Ka/lpOBble JOKYMEHTHI;
o Hayuuthb cTyzieHTa JOKYMeHTHMPOBaTb OCHOBHBIE KaJpOBble IIPOLielypbl B COOTBETCTBUU
¢ TpeOOBaHUSMH 3aKOHOZATE/TBCTBA;
o HayuuTh cTy/ieHTa OpraHvM30BbIBaTH pabOTy KaZpoBOM CTy»KObI, COCTAaBJIATh JIOKA/IbHbIe
HOPMAaTUBHBIE aKThl, perjiaMeHTUPYIOLL1e ee 1eaTe/IbHOCTb.
o OOyuuTh OCHOBHBIM TEXHOJIOTMUECKHUM TpHeMaM /[IeJIONPOM3BO/ICTBEHHBIX Orepariui,
OpraHu3aly XpaHeH!sl KaJpOBOM JOKyMeHTaLHH.

1.2. IlepeueHb NMIAHHPYEMBIX Pe3y/ILTATOB O0yUeHHs] MO AUCIHMIUINHE, COOTHECEHHBIX C
HWH/IMKAaTOPaMH JOCTVD)KeHHs KOMIeTeHIUH

Kommnerenuus
(koA ¥ HaMeHOBaHUe)

NupukaTopsl
KOMIIeTeHI{HH
(ko4 1 HAUMEHOBaHUe)

Pe3ybTarsl 00yueHus

OIIK-2 Criocoben
HaXOJUThb
OpraHU3aI|MOHHO-

yTipaBJieHYeCcKre pelleHus

OIIK-2.2. OpraHu30BbIBaeT
paboTy mozpa3zeneHuii B
chepe JOKyMeHTal[MOHHOTO
obecrieueHust yripaB/ieHUs] U

3HaThb: TIOPSAOK PaboThI CITyKO

JIOKYMeHTaLMOHHOT' O obecrieueHust
yTpaBJ/ieHUs] U apXUBOB
YMerts: peryiaMeHTUpOBaTh

Npyd  pellleHWd 3aJau B | apXUBHOTO Jiefa paboty cayxb [I0KyMeHTalMOHHOTO

cdepe cBOei obecrieueHus1 yripaB/IeHUs] U aDXUBOB

ripodecCMOHa/ILHON BnageTs: HaBbIKaMH

JesiTe/IbHOCTU opraHusaiu paboThl TIOJpa3/e/IeHUH
B cdhepe JIOKyMEeHTal[MOHHOTO
obecrieueHus yrpaB/IeHUs] U ApXUBHOTO
Jlesia B COOTBETCTBUU C HOPMaTUBHBIMHU
TpeOOBaHUSIMH

YK-11. Crniocoben | YK-11.3. Ob6nagaet 3HaTh: 3aKOHOJAATe/bHbIE U

dbopMrpoBaTh HeTepnMMOe | HaBbIKaMU paboThI C | APpyrMMY HOPMAaTHUBHBIMHU TPABOBLIMU

OTHOIIIeHHe K | 3aKOHO/jaTe/TbHBIMHU U | aKTaMu B cdepe CITy>KeOHOM

KOPPYIILIUOHHOMY JPYTHUMH  HOPMAaTUBHBIMU | JeSITe/IbHOCTU

TIOBeIeHUI0 MIPaBOBBIMHU aKTaMHU YMeTh: paboTaTb o

HOPMaTHBHO-TIPaBOBOM 0a30ii B cdepe
cy>xeOHOM J1esTeTbHOCTH

Bnazets: HaBbIKaMH
NIpUMeHeHUs AHTUKOPPYIILIMOHHBIX
HOPM B npodeccroHaIbHON

AedaTeJJbHOCTH 1 HOBCE,[[HEBHOIZ JKHU3HU




1.3. MecTo AMCIMIUIMHBI B CTPYKType 00pa3oBaTe/IbHON IPOrpaMMbI

MuciyrvHa «KagpoBoe [1e/I0NpOM3BOZCTBO» OTHOCUTCSA K 00si3aTesibHOM uyacTh — GJioKa
JUCIUTUIMH yueOHOro TIaHa.

st ocBOeHUsI AWMCIUATUIMHBI He0OXO[UMBI 3HaHUs, YMEHWs W BiajieHusi, COpMUpPOBaHHbIE B
X0Zle U3y4yeHHs]  CHAe[yHL[UX [JUCLMIUIMH W TIPOXOXKJeHWs  TMpakTHK: «TpyZioBoe MpaBo»,
«lokymeHToBefieHre», «OpraHu3anusi W TEXHOJOTHS  JOKYMEHTALMOHHOTO  obecrieueHus
yTIpaBJIeHUSI».

B pe3ynbTaTe O0CBOEHUs [UCLMIIMHBI (DOPMUDYIOTCSI 3HaHMS, YMeHUsi U BiafleHus,
HeoOXo/lMble /I U3YUeHHUsl CJ/IeAYIOIIMX JUCLIMIUIMH (MOAysied) W TIPOXOKAEHUs] TPaKTUK:
«PerylameHTalys 1esITeTbHOCTH KaZ[pOBOM Cy»Obi», «LIudpoBast TpaHCchopMariyst CUCTEMBI Ka/[pOBOM
JIOKyMeHTal[un», «3aimra U obpaboTKa IepCcOHaNbHBIX AAHHBIX», «3alura KoH(UAeHL[MaTbHON
“HGOPMaLIMY B KaZIpOBOU cyxkbe», «HhopMaIiMoHHbIe CUCTEMBI B KaJ[POBOU CITy>KOe».

2. CTpyKTypa AMCLUIIIHHBI
OO6111ast TPYA0EMKOCTh JUCLIMITIMHBI CcOCTaBsieT 4 3.e., 144 akajeMUuecKux Jaca.

CTpyKTypa AMCLUILIMHBI /15 0UHO# (hopMbI 00yueHHs

O6beM AucIUIUIMHBL B ()OPMe KOHTakKTHOM paboThl 00yYarommxcs C TejaroruuecKuMu
paboTHUKamMu U (WIK) JULaMH, TIpUBJIeKaeMbIMUA K peanu3aliid oOpa3oBaTesbHOM TMpOrpamMMbl Ha
WHBIX YCJIOBUSIX, TIPY MPOBe/IeHNN YUeOHbIX 3aHSATHI:

Cemectp | Tum yueOHBIX 3aHATHI KosmnuectBo
4yacoB
3 Jlekum 32
3 JlabopaTopHble paboThI 48
Bcero: 80

O6beM AUCHUITIMHBI (MOAY/sT) B JOpMe CaMOCTOATeIbHOM paboThl 00yUaroIMXCsl COCTABJISET
46 akaleMHUYeCKUX 4acoB.

3. CopeprxaHue AUCLUIIIMHBI

Ne | HaumeHoBaHue pa3gena | Coaepxanue
AUCIIUI/IMHBI
1 BeeneHue IIpenmer, 3a/1auy, coziepkaHue Kypca.
1 XapaKTepucTHKa COBpeMeHHOM CHUCTEMBbI  KaJ[pOBOM

JIOKyMeHTaluy. B3auMocBsi3b TIPOLIECCOB  yIIpaB/IeHUsI
MepcoHaj/ioM C COCTaBOM M TOPSJKOM (OPMUPOBaHUs
CUCTEeMBI JOKYMeHTaLUM 10 JTMYHOMY COCTaBy. MecTo Kypca
cpeJy IPYTUX Hay4HbIX AUCLUIUIMH: «/JOKyMeHTOBeJeHue»,
«OpraHu3aiyss ¥ TeXHOJOTUS  JAOKYMEHTAl[MOHHOTO
obecrieueHusi yTIpaBJIeHUs», «YTIpaBJeHUe TePCOHAIOM»,
«TpynoBoe mpaBo» u Ap. VICTOUHMKM W3y4yeHUs] Kypca.

3akoHOZlaTe/lbHble W HOPMAaTUBHO-IIPaBOBbIe aKTBhl,
HOPMaTUBHO-MeTO/IMYecKre J0KyMeHTbl. (OTeuecTBeHHast
rcropuorpadusi.
2 PernameHrtauys 3akoHo/laTelbHble 1 HOPMAaTUBHO-TIPaBOBbIE aKThl.
2 JOKYMEHTHPOBAaHUSI KaZlpOBOM TpynoBor kopekc Poccuiickonn ®Pefepanum  Kak

AedATe/JIbHOCTH U pa6OTBI c | ocHOBOMI HpaBOBOﬁ dKT, OHpG,I[EJ'IHI—OLL[I/If/'I COCTaB U ITOPSALOK




KaJPOBbBIMH JOKYMEHTaMMU.

odopmieHHsI OKYMEHTOB TI0 YCTAaHOBJEHUIO TPYJOBBIX
OTHOIIEHWH W  TPYAOBOM  [JesTeIbHOCTH  pabOTHHKA.
3akoHo/aTe/lbHble aKThl Poccun 0 [1OKyMeHTHPOBaHUU
OTJIeIbHBIX CTOPOH TPY/IOBOM AeSTebHOCTA  PA3TAYHBIX
KaTeropuii pabOTHUKOB. 3aKOHOZATE/TbHbIE aKThl CyOHEKTOB
Poccuiickoii ®denepaliyiu, YKa3bl [Tpe3uieHTa,
[TocTtaHOB/IEHUS W DacIopsbKeHusi  TIPaBUTeLCTBA
Poccutickoli ®enepaiivu.
HopMaTuBHO-MeTOAUYeCKHe [TOKYMEHTHI .

KeanudukaliioHHbIN CIIpaBOYHMK u
npodeccroHasbHble  CTaHJAPTH, KaK  OCHOBHbIE
HOpMAaTHBHbIE JOKYMEHTHI, perjiaMeHTUPYIOLIHe

TpeOOBaHMSI K KBa/MPUKALUK, 3HAaHUAM W yMEHHsIM
paboTHMKOB. O6IIepoccHiickie KIacCU(UKATOPhl TeXHUKO-
5KOHOMHYECKOU U coLabHOU MH(popMaLy,
yCTaHaB/IMBaL[e COCTaB W TOPSAOK  3aroJIHeHus
KaJpOBbIX JOKYMEHTOB.

TunoBble NepeuHy U CPOKM XpaHeHUs! JOKYMeHTaluu
Mo JIMYHOMY COCTaBy. PerynupoBaHue oOpraHu3aluv
apXUBHOTO XpaHeHUs JOKyMEeHTALUU 10 JTUUHOMY COCTaBY B
HOPMaTUBHO-MeTOZMYEeCKUX JoKymeHTax Pd.

Pa3pabotku I'ockomcrata P® mno yHubukammu dhopm
TIePBUYHOM YYETHOM JIOKyMeHTaLHH.

Opranuzarusi paboThI
KaJJpOBOM C/1y>KObI

CTpyKTypbl ~ KaZpoBbIX  Ciayxk0. YucieHHBIH U
JO/DKHOCTHOW COCTaB Cy)kObl. HopMaTuBBI BpeMeHM Ha
paboTHI 110 yUeTy KaZpoB.

3azauu ¥ QyHKIMK Ka[poBOM Cy»K0ObI. [TosioxkeHre 06
oTjene KajpoB (ympaBieHWW, JerapTameHTe W Jp.), Kak
OCHOBHOM HOPMAaTHMBHBIM /[IOKYMEHT 110 OIpe/e/ieHUI0
CTPYKTYpbI,  UHUCJIEHHOCTH,  BHJOB  paboT  3TOroO
nioapa3zenenus. [Topsiok pa3paboTKy, cocTaB UHPOPMALU
W CTPYKTypa TeKCTa TMOJ0XKeHUusl. 3akperjieHde TIpasB,
OTBETCTBEHHOCTH, B3aUMOCBsi3eli OT/e/na KaJpoB.

[lo/mKHOCTHBIE UHCTPYKLIMM, KaK OCHOBHOW MPaBOBOM
aKkT, OIpeJesisIoIMiA MpaBoBOe TIOJ0XKeHHe pPabOTHUKOB
KaJpOBOW C/Ty>KObI M OpraHu3aluio ux TpyJa. HasHaueHue
JIOJDKHOCTHBIX UHCTPYKIJHM.

WHCcTpyKLMsl TI0 KaJ[pOBOMY [1e7I0NIPOM3BO/CTBY, Kak
OCHOBHOUW MHCTPYMEHT TIOBBIIIIeHUS 3()(eKTUBHOCTH PabOoThI
KaJIpPOBBIX  Tojipa3fieleHWit B cdepe  KaJpoOBOro
J1eJI0TIPOM3BO/ICTBA.

PersameHTarisi paboThbl C Te€pPCOHAIOM B JIOKaTbHBIX
HOPDMAaTUBHBIX aKTaX W OpraHMU3al[MOHHBIX JOKYMeHTax
(ycTaB opraHusaiuy, TpaBWia BHYTPEHHEro TPY/IOBOTO
pacriopsiika, TIOJIO)KeHHe O TepCOHaNbHbIX  JlJaHHBIX,
KOJIJIEKTUBHBIN JIOTOBOP U ZIp.).

CocraB Ka/IpOBOM
JIOKyMeHTaLUH.
JJoKyMeHTHpOBaHue

TPYZOBbIX OTHOLLIEHUI.

XapakTeprucTHKa CUCTeMbl KaZIpOBOM [OKyMeHTaluH,
ee COOTBETCTBMe OCHOBHBIM 3ajlayaM I10 ToA00py, y4eTy U
paccTraHOoBKe  KazfpoB. OOsi3aTenbHast W YCJIOBHO-
o0si3aTesibHast Ka/IpoBasi JOKyMeHTaLsl.

OpraHu3aloHHble JIOKYMEHTHI — LITaTHOE




pacrucaHye, CTPyKTypa W LUTaTHasi UMC/IEHHOCTb, Tpaduk
OTITyCKOB.

PacniopsijuTenibHble JOKYMEHTbI ~ —  TIpHKa3bl
(pacriopsbkeHHsI) 0 TMUHOMY coctaBy. OO1iye TpeboBaHHS
K 0hOpM/IEHUIO U CPOKaM TOATOTOBKHU.

WHudopMaroHHO-CIpaBOYHbIe JIOKYMEHTBI -
3asiB/IeHus], Tipe/iCTaB/IeHus], yBeIOMJIeHUs], aKThI,
JIOKJIaIHbIe ¥ 0OBSICHUTE/IbHBIE 3aTTMCKH.

YyeTHble (POpPMBI U UX Ha3HaUeHUe.

[Tpriem paboTHUKOB Ha paboTy. CocTaB MepCcoHaTbHbIX
JOKYMEHTOB DPabOTHHKa, TpejCTaB/seMbix paboTojarento
[/ yCTAHOBJIEHWs TPY/JOBBIX OTHOLIeHWW. TpyJoBou
JIOTOBOP - 3aKOHOJaTe/bHOe 3aKpervieHWe TpeOOBaHWM K
CTPYKType TeKCTa, MOPSAKY COCTaB/IeHUsI U O(OpPMIIeHHSI.
[TogrotoBka M odopmieHre MPUKa3oB (pacropsbkeHUH) O
rpyeMe Ha paboTy. AHKeThI, aBTOOMOrpaduu, pe3roMe U Ap.
JIOKYMEHTBI, 3arlojTHsieMble TIPU TpreMe Ha paboTy.

BHeceHue cBefieHHI B TPYZOBYHO KHIWKKY U JIMYHYIO
KapTOuKy pabOTHHKA.

JOKyMeHTHUpOBaHMe  [BWKeHUs  KaapoB. Buabl
nepeBosioB. CocTaB M TOPSJOK U3JaHUSL [JOKYMEHTOB,
opopmistomMx — mnpoueAaypy —nepeBoza.  CopepkaHue,
MOpSiIOK ~ TIOATOTOBKM W O(opM/eHHsi  TPHKa30B
(pacriopsbkeHul) O TiepeBojie COTPYAHUKOB. [1OKYMeHTbI-
OCHOBAaHHUS$ K TIPHKa3aM O IepeBo/ie.

Buabl otnyckoB. ITopsiiok odopMyieHUsI e)KerofHOro
ouepeZIHOTO  OIJlauMBaeMoro OTmycka. I'pauk OTImycKOB,
COCTaB, COJiep’KaHue, MOpSI0K MOJATOTOBKY M 0(OpM/IeHUs
TPUKA30B (pacropsbkeHW) 0 MpefoCTaBJIeHUM OTITyCKa.
ITopsmok tiepeHoca oOTIycKa. [JOKYMeHTBI-OCHOBaHUS K
nprKasam 00 OTmycCKax.

[Topsinok odopmieHusi KOMaHAMPOBOK — COCTaB
JOKYMEHTOB, O(QOPMJISIFOLIMX KOMaHJMPOBaHWe PabOTHHKA,
coJilep)kaHue W TIOpSJOK — TOATOTOBKM — TIpHMKasa o

KOMaH/IUpOBKe.

Buzbl TOOLL|PEeHNUH. Cogeprkanue, MOPSIZIOK
MOJTOTOBKA U OQOpPMJIeHUs TMPHUKa30B (pacriopsbkeHUd) o
nooujpeHn  paboTHuKa.  [IOKyMEHTbI-OCHOBaHMSI K

TpyKa3aM O TMOOIL[PEeHHUH.

Buapl AvcCLUUIUIMHApHBIX B3bicKaHui. CopepskaHue,
MOpsAJOK  TOATOTOBKA U odopmieHusi  TPUKa30B
(pacriopsbkeHuii) 0 B3bICKaHUHU. JJOKYMEHTBLI-OCHOBAaHUSI K
rpyKa3aM O HaJO0KeHUM [UCLUIUIMHAPHOTO B3bICKAHUSI.
AxTel 00 OTKa3bl [aBaTh OOBSICHEHWS W 3HAKOMHUTBCS C
TIPUKa3oM.

[Mopsimok mpoBefeHUsi aTTeCTallud pPabOTHUKOB B
opranuzaiuu. CocTaB  JOKYMEHTOB,  O(OPMIISIOIINX
nporenypy. CopepkaHue, TOPSJOK TIOATOTOBKM U
odopMieHHsT IPHUKAa30B (pacropsbkeHuid) 00 aTTecTaryy.

[Mopsinok yBoJibHeHUs1 pabOTHUKOB. (OCHOBaHUS
yBOJIbHEHUS pPabOTHUKOB. CoctaB JIOKYMEHTOB,
oopmsiromx  mpoueaypy.  Cozep)kaHue,  TIOPSIZIOK




TIOATOTOBKM M 0(OpPMJIEHHsT TIPHUKa30B (pacriopspkeHuid) 00
yBO/IbHEHHU. [J|OKYMeHThI-OCHOBaHMSI K TpUKa3aM 00

YBOJIbHEHUU.
J Yuer n1mMyHOro cocrasa. Buzapl  y4yeTHBIX [JOKYMeHTOB. JIMuHasg KapTOuka
5 pabotHuka (popma T-2): coctaB wuHbOpMaIMK, TOPSI0K

3aro/THeHUs U BeJleHHsl.

HopmaTuBHasi ¥ TipaBOBasi perJjiaMeHTalys TMOpsifiKa
Be/leHUsI MUUHBIX Jlen. OdopmieHue U BeJileHHe JIMUHBIX Jesl
paboTHHKOB. COCTaB U MOC/Ie[0BaTe/IbHOCTL PACIIOIOKEHHUS
JIOKyMEHTOB B JIMYHOM JieJie.

TpysoBas KHIDKKa pabOTHHKA Kak OCHOBHOM
JIOKyMeHT O TPY/I0BOU JeSTeTbHOCTH U TPY/IOBOM CTake
pabotHuka. OdopmieHre U BeJieHWe TPY/IOBBIX KHIDKEK U
BK/azibiiei K HUM. [Topsiiok Bbiaun ny6ivKara TpyI0BOM
KHWKKUA. YUeT U XpaHeHWe TpPYAOBbIX KHIDKEK B
opranu3anuu. OTBEeTCTBEHHOCTh paboToaTess 3a XpaHeHHe
1 3ar0JTHeHHe TPY/IOBbIX KHIDKEK.

f Opranusayus paboThI C Perucrpanmss ~ [IOKyMEHTOB [0 JIMYHOMY COCTaBy.
6 Ka/IpOBBIMU I0OKyMEHTaMH [lpaBuna perucTtpali M HWHAEKCMPOBaHUSl  Ka/IpOBBIX
JIOKyMeHTOB. PerucrpaiiioHHble (OpMbI (TpaAULIMOHHbIE U
aBTOMaTH3UpoBaHHbIe). CocTaB peKBU3UTOB (MoJied) st
pervcTpalyy pa3/IMuHbIX BUJOB JOKYMEHTOB U TIOPSZIOK UX
3aroJIHeHusI.

CucremaTu3anusi u oriepaTUBHOE XpaHeHHe
JOKYMEHTOB 10  JIMUHOMY  coctaBy. OcobGeHHOCTU
dbopMrpoBaHus B fiefia JOKYMEHTOB IO JIMUHOMY COCTaBy.
[TpaBuna cucreMaTH3aLMy paclopsiAUTeNbHBIX JOKYMEHTOB,
yueTHbIX ¢opM, TPYJAOBBIX KHWKeK. Cucremarvsauus U
XpaHeHue I0KyMEeHTOB-OCHOBaHWH K MIPHUKa3aMm.

Homenknatypa pen KafpoBoi ciyObl. Ilopsimok
MO/IFOTOBKY, COCTaBieHUs U odopmieHus. [IpumepHas
HOMEHK/IaTypa /ie/1 KaJ[poBoi Cmy>»k0b1. [Tepexoasirue aena.

Cpoku xpaHeHus KaIpoBbIX JOKYMeHTOB. [loArotoBka
JIOKYMEHTOB K CJlaue B apXUB.

OKcrnepTr3a  LIEHHOCTA  JOKYMEHTOB  KaJlpOBOU
CITY>KOBI, ee HOPMaTUBHO-MeTOo/inuecKast OCHOBa,
OpraHu3aLys U Mops/ioK MNpOBeJeHNUs.

CocTaB JOKyMEHTOB KafIpOBOH C/TyKOBbI, TIOZ/IEXAIIIX
nepejave B apxuB. llpaBusa MOATOTOBKU JOKYMEHTOB MO
JMYHOMY COCTaBy K Iiepefilaue B apxXWB OpraHU3alvu.
CocraBneHve u o¢opM/IeHHe OMUCH [JOKYMEHTOB IIO
JMYHOMY cocTaBy. [IOpsiiOK YHHUUTOXXeHUSI TOKYMEHTOB C
VCTEKIIMMU CDOKaMH XpaHEHUs.

4. Obpa3oBare/bHbIE TEXHOJIOTHH

B pa3zene ykaszaHbl 0O6pa3oBaTe/ibHbIe TEXHOJIOTUU, UCTIO/b3yeMble TIPY peann3alydy Pa3TuuHbIX
BU/IOB yUeOHBbIX 3aHATHU A1 Haubosee 3(h(HEKTUBHOIO OCBOEHUS AUCLUIUIMHBI. TIpy TIpOBeeHUH
yueOHBIX 3aHATHN o0ecrieuMBaeTCsl pa3BUTHE y OOYYarOIMXCS HaABLIKOB KOMaHAHOW paboThl,
MEeXJIMYHOCTHOM KOMMYHMKAI[UM, TIPUHSTUSI peIleHrl, JIMJepCKUX KauecTB (BK/IOuasi TpHU
HeoOXO/IUMOCTH TIpOBeZleHHe WHTePaKTUBHBIX JIeKLWH, TPYMIOBBIX AUCKYCCHM, PpOJIEBBIX UIP,
TPEHUHIOB, aHa/M3 CUTyal[uid U UMHUTALMOHHBIX MOZeJiel, TpernojjaBaHue JUCLUIUIMH (MOAy/ei) B



dopMe KypcOB, COCTaB/IeHHBIX Ha OCHOBE pe3y/IbTaTOB HAyUHBIX HCC/IEIOBaHWH, B TOM YHUC/E C
YUETOM pPEervoHa/bHbIX OCOOEeHHOCTel MpoecCHOHATLHON  [1eSTeNIbHOCTH  BBIMYCKHUKOB U
rotpebHOCTeN paboTozaresiei.

[nsi mpoBefieHUWsT 3aHATHM JIEKLMOHHOTO TWIIA [0 JUCLUIUIMHE TIPUMEHSIFOTCS — TaKHhe
oOpa3zoBare/ibHbIe TEXHOJIOTHHU KaK MHTePAKTUBHbBIE JIEKLMH, TIpoOieMHOe 00yueHue. [171s1 mpoBeieHus
3aHATHUN CEMMHAPCKOTO TUIA UCTIO/b3YIOTCS TPYTITIOBBIE JUCKYCCHUH, POJIEBBIE UTDPhI, aHAIU3 CUTYal[|i

Y UMUTALIMOHHBIX MOJesiel.

Ne |HaumeHoeaHue pa3zodena Buobl yue6Hbix 3aHssmuti |O6pazoeame/ibHble MexXHO/102UU
n/n
1 |2 3 5
1 |BBegeHue Jlekyusa 1. BeooHuas nekyus
CamocmosmenbHas
paboma KoHcynbmuposaHue
2 |PernameHTauys Jlekyusa 2. Jlekyuss ¢ npumeHeHueMm cAQlio-
JIOKYMEHTHDOBaHUs  KaJlpOBOU npoekmopa
JesiTeIbHOCTH W paboThl  C
Ka/[POBbIMU I0KyMeHTaMU JlabopamopHasi paboma |3aHsmue c npumeHeHuem
Nel paso0amoyHo20 mamepuana
(Tpyooeoli KodeKc, 8blOepiCcKU U3
Nnpasoebix akmoa)
CamocmosmenbHas KoHcynbmupoeaHue
paboma
3 |Opranmzanus paboTel KafpoBo |/lekyus 3. Jlekyust ¢ npumeHeHueM  cAQlio-
CITY>KOBI npoekmopa, ouckyccus
3aHsamue c npuMmeHeHuem
JlabopamopHasi paboma |paz0amoyHo20 mamepuana
No2 (8bl0€epoKKU U3 Npagoebix aKmose,
mamepuanbl 0ea1080l u2pbl — Kelic-
Memoo)
CamocmosmenbHas KoHcynbmuposaHue
paboma
4 |CocraB KazapoBoi |Jlekyus 4. IMpobaemHasn JAekyus c
JIOKYMeHTaL[1}. npumeHeHuem cAatio-npoekmopa
[loKyMeHTHpOBaHHEe TPYAOBbIX
OTHOLLIEHUH. JlabopamopHasi paboma |3aHsamue c npumeHeHuem
No3-7 pazoamouHo20 Mmamepuana
(8bl0epoKKU U3 Npagosbix aKMos,
Mamepuanbl 0ea080ll u2pbl — Kelic-
Memoo)
CamocmoamenbHas KoHncyabmupoeanue
paboma
5 |YuyeT MTUUHOrO COCTaBa. Jlexyus 5. Jlekyus, ouckyccus
JlabopamopHasi paboma |3aHsmue c npumeHeHuem
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No8 pazoamouHo20 Mmamepuana
(8bl0epoKKU U3 Npagoeblx aKMos,
Mamepuanbl 0ea080ll u2pbl — Kelic-
memod)

CamocmosamenbHas KoHcynbmuposaHue

paboma

6 |Opranu3zanus paboThI c|/Tekyus 6 Jlekyust ¢ pa3bopom KOHKpemHbIX
Ka/IpOBBIMH [JOKYMEHTaMU cumyayuti

JlabopamopHast paboma |3aHsimue c npumeHeHuem

Ne 9 pazoamouHo20 mamepuana
(8bl0epiHcKU U3 NpasoeblX aKmMoe,
Mamepuanbl 0ea0eotll uzpbl — Kelic-
Memoo)

CamocmosmenbHas KoHcynbmupoeaHue

paboma

Kaxapiii oOyvarouuiicsi B TeueHWe BCero repuoja obyueHust obecrieueH WHAWBHAYaTbHBIM
HeorpaHUUeHHbIM JIOCTYTIOM K 3/IeKTPOHHOM WH(popMaioHHoobpa3oBarenbHo cpefe PITY wu3
mo00M TOUKM, B KOTOPOM HUMeEeTCs AOCTYNl K WH(OPMAaI[MOHHO-Te/IEKOMMYHHUKAIIMOHHON CeTH
"NntepHer", kKak Ha Tepputopuu PITY, Tak U BHe ee. OeKTpOHHas HH(OPMaILOHHO-
obpasoBarenpHast cpepa PITY obGecrieunBaer: AOCTynm K y4eOHBIM IulaHaM, pabouuM MporpaMmam
JUCLIMTUTUH (MOAynei), TporpaMMaM TIPAaKTHK, 3/IEKTPOHHBIM y4eOHBIM M3/IaHUSIM U 3J1eKTPOHHBIM
obOpa3oBaTe/bHBIM ~ pecypcaM, VKa3aHHbIM B pabouuMx TMporpamMmax AUCHUIUVIMH  (MOZyJei),
rporpaMMax TpakTUK; (opMHUpOBaHHe 3/1eKTPOHHOro mopTdoso obyuaroiierocs, B TOM YHC/e
coxpaHeHHe ero paboT U OIeHOK 3a 3TH paboThl. B ciiyuae peanu3anyu nporpaMmel OakaniaBpyaTa C
rpUMeHeHWeM  37IeKTPOHHOTO  oOyueHMs, /[AWCTAHLMOHHBIX  0Opa3oBaTeNbHBIX  TEeXHOJIOTHH
3/IeKTPOHHAss uHGOpMariioHHooOpa3oBatesibHast cpefa PITY obecneunBaer: QuKcalyioo xoja
oOpa3oBaTe/IbHOTO TIpoliecca, pe3y/IbTaTOB IPOMEXYTOUHOW aTTeCTalldd W pe3y/bTaTOB OCBOEHUS
nporpamMmbl OakasnaBpuara; poBeZieHre yueOHBIX 3aHSATHH, TTPOLeypP OLIEHKH pe3y/IbTaToB 00yueHws],
peanu3aliysi KOTOPLIX TPeAyCMOTpeHa C TIpUMeHeHHeM 37eKTPOHHOTrO O00yueHHs, JUCTAaHLMOHHBIX
oOpa3oBaTe/ibHBIX TEXHOJIOTHI; B3aUMOZEHCTBHE MeX/ly yUuaCTHMKaM{ 00pa30BaTe/lbHOTO IpoLiecca,
B TOM UHMC/Ie CUHXPOHHOe U (W/IM) aCMHXPOHHOEe B3auMOJENCTBUSI MOCpe/CTBOM ceTu "VHTepHeT".
@OyHKIMOHUPOBAaHME 3JIEKTPOHHOW HMH(MOPMAIL[MOHHO-00pa3oBaTeNlbHONW  Cpefbl  00ecreurBaeTCs
COOTBETCTBYIOLLIMMH  CpeACTBAMU  HWH(POPMALMOHHO-KOMMYHUKAL[MOHHBIX  TEXHOJOTUH U
KBam¢uKareli pabOTHUKOB, ee WCIOMb3YIOMUX U TOoJ/ep)KuBaroImX. DyHKIMOHUPOBAHHE
3/IeKTPOHHOM MH(MOpMaIMOHHO-00pa3oBaTenbHON cpeibl PITY COOTBETCTBYeT 3aKOHOZATeTbCTBY
Poccuiickon @enepanyu.

B mepuoj BpeMeHHOTO TPUOCTAHOB/IEHUSI TMOCeleHHUss O0O0yuarolUMUCs TOMelLeHUd |
tepputopuu PI'TY nns opraHusaruu yue6HOTO Tporiecca ¢ TpUMeHeHUeM 37IeKTPOHHOTO 00yJeHus U
JUCTAHI[MOHHBIX ~ 0Opa3oBaTe/IbHbIX TEeXHOMOTUH MOTyT OBITh  MCII0/Ib30BaHbl  CJIeAYIOIIMe
obpa3oBaTe/ibHbIe TEXHOIOTUU:

— BUJIe0-JIeKLUU;

— OHJIAUH-JIEKLIMU B Pe)KUMe peaslbHOI0 BpeMeHY;

— 3JIeKTPOHHbIe yueOHUKH, yueOHble ocobus, HayyHble U3/laHusl B 3JIEKTPOHHOM BH/Ie U JOCTYTI
K UHBIM 3JIEKTPOHHBIM 00pa30BaTelbHbIM pecypcam;

— CUCTeMBI JIJIS1 371eKTPOHHOI'O TeCTUPOBaHUS;

— KOHCY/IbTallUX C UCT0/Ib30BaHUEM Te/IeKOMMYHHKALIMOHHBIX CPeZCTB.
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5. O1jeHKa NJIaHUPYeMbIX pe3y/IbTaTOB 00yueHust

5.1 Cucrema oLeHUBAaHUA

CucrteMa OLIeHMBAHUSI BBICTPOEHAa B COOTBETCTBMU C y4eOHBIM IIJIAHOM, T[ie OrpefiesieHbl (hOpMBI
TPOMEXXYTOUHOM aTrTecTaliy (3auéT/3a4éT C OLIeHKOW/3K3aMeH), U CTPYKTYpOW AUCLUIIVHBI, TZe

orpeiesieHbl  (OPMbI TEKYIL[er0 KOHTPOJIS.

YkasbiBaeTcsi pacripesienieHvie 0anoB 1o ¢opmam

TeKYIL[ero KOHTPOJISI U MPOMEeXXYTOUHOW aTTeCTalldu, CPOKHA OTUETHOCTHU. MO’KeT MPOBOAUTLCS KakK B
TPAIUL[MOHHOM, TaK U B MHHOBALIMOHHOW (popMme (3alljuTa MPOeKTOB, JieJioBasi Urpa, Keuchl U T.1.).

Cucmema ouyeHusaHus Modcem bbimb npeocmasneHd KAk 8 meKCcmogol, mak u 8 mabdauyHol

opme.
Hanpumep:

dopma KOHTPOJIs Makc. Ko/1H4ecTBO 0a/uioB
3a ogHy |Bcero
pabdoTy

Teky1ui KOHTPOJIb:

- onpoc 5 bannos 30 6anios

- yyuacmue 8 OUCKYCCUU HA CeMUHape 5 6an108 10 6annoe

- KOHmMposbHast paboma (membl 1-3) 10 6annos 10 6annos

- KOHMpo/bHAst paboma (membl 4-5) 10 6annos 10 6annos

ITpomexKyTOUHas aTTeCcTalusi — IK3AMeEH 40 6anoB

Htoro 3a cemecTp 100 6anioB

[TonyuyeHHBIM COBOKYMHBIA pe3y/bTaT KOHBEPTHUPYeTCS B TPAAULIMOHHYIO IKalay OLIEHOK U B
IIKay olleHoK EBpomeiickoii crucTeMsl TiepeHoca U HakoruieHust kpeautos (European Credit Transfer
System; ganee — ECTS) B COOTBETCTBUU C TaOJIULIEH:

100-6anbHas TpauuMonHas WKana [Ikana
HIKaaa ECTS
95 -100 A
8394 OT/INYHO B

68 — 82 XOPOLLO 3a4TeHO C

56 — 67 D

50 _55 y/10B/IETBOPUTETEHO 5
20-49 FX
0-19 HEY/I0B/IeTBOPUTE/TLHO He 3aUTeHO B

5.2 KpuTtepuu BbICTaB/IeHUA OLEHKH M0 AUCIHUILIMHE

Bannbl/ | OneHka 1o | Kpurepum onjeHKH pe3y/IbTaToOB 00yueHHs M0 JUCIUIUIHHE

IIIkana | AucCHMN/IVIHE

ECTS

100-83/ | otmmunHO/ BeicTaBnisiercsi oOydatomiemycsi, ecid OH TyDOKO W TIPOYHO YCBOWI

A,B 3auTeHOo TeopeTUUeCKUM u MpaKTUUe CKUMN Marepuarl, MOXKeT
NPOJeMOHCTPUPOBAaTh 3TO Ha 3aHATHUSAX U B XOJe IPOMEXYTOYHOM
aTTecTaluu.
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Bbannsl/
IIIxkana
ECTS

Oneska 1o
TUCHUIUTHHE

KpuTepuu onieHKH pe3y/IbTaToB 00yJeHusl M0 AUCHHUIUINHE

OOyuaromuiicss MCUeprbIBaOlle W JIOTUUeCKHM CTPOHHO W37araeT
yueOHBIN MaTepuas, yMeeT VYBSI3bIBaTh TEOPHIO C TIPAKTUKOM,
CTIpaBJIsSIeTCsl C pellleHWeM 3aZiau MpodecCHoHaNbHOW HarpaB/IeHHOCTH
BBICOKOTO YPOBHSI CJIOKHOCTH, TIPaBHU/ILHO OOOCHOBBLIBAeT TIPUHSITHIE
pelLleHusl.

CBobogHO opuweHTHpYeTCs B yuyeOHOM U mpodeccroHanmbHOU
naTeparype.

OneHKa MO [JUCLIMIUIMHE BBICTABJSIOTCS OOyuaromeMycs C Y4éTom
pe3y/bTaTOB TeKYlllel U MPOMEXXYTOYHOW aTTeCTal[1u.

KomnieTeH1nM, 3akperiéHHble 3a [JUCLMIUVIMHOW, C(OpPMHpOBaHbI Ha
YPOBHE — «BBICOKHI».

82-68/

Xopo1uo/
3aUTeHO

BrictaBnsiercsi oOydvaroiemycsi, ecid OH 3HAaeT TeOpeTHUecKu u
MpPaKTUUeCKU MaTepuas, FPaMOTHO U IO CYI[eCTBY W3/araeT ero Ha
3@HATUSAX U B XOJle TIPOMEXYTOYHOM aTTecTallu, He JOIycKas
CYIL[eCTBEeHHbIX HETOUHOCTEH.

OO6yuaromuiicsi MpaBU/IbHO TIPUMEHSIET TeopeTUYeCKUe TI0JI0XKeHHUs TIPU
pellieHUM TPAaKTUYeCKUX 3a/iauy mnpodecCMOoHaIbHON HampaB/ieHHOCTH
Pa3HOTO YPOBHSI CJOXHOCTH, BJafieeT HeOOXOAUMBIMU JIIsT  TOTO
HaBbIKaMU U MPUEMaMU.

[ocTaTouHO XOpOIIO OPUEHTHUPYeTCs B yueOHOM U mnpodeccruoHaIbHON
JuTepaType.

OrneHKa MO [JUCLIATIIMHE BBICTABJSIOTCS OOyUaromeMycs C Y4éTom
pe3y/IbTaTOB TeKYIIel v TPOMeXKyTOUHOM aTTeCTar|H.

KomnieTeH1uM, 3akperyiéHHble 3a [JUCLMIUVIMHOW, C(OpPMHpOBaHbI Ha
YPOBHE — «XOPOLIUI».

67-50/
D,E

yZIOBJIETBO-
puTenbHO/
3auTeHO

BrictaBnsiercsi oOyyJaroijemMycsi, ecii OH 3HaeT Ha 0a30BOM YpOBHe
TeOpeTUYeCKU W TpaKTUUeCKWil marepuan, JOIyCKaeT OT/e/bHble
OIIMOKM TIPY ero U3/0KeHHUM Ha 3aHATUSIX M B XO/ie TIPOMEXXYTOUHOMN
aTTecTalyu.

OOyuvarouuiicsi ~ WUCTOBITHIBAET — OMpefie/iéHHbIe  3aTPyJAHEHUs B
NpYMeHeHUH TeopeTHYeCKUX TOJI0OXKeHWH TIpY pelleHUH MPaKTUYeCcKUX
3a7lay Mpo¢ecCHoHaNbHON HArpaB/AeHHOCTH CTaHJapTHOTO YPOBHS
CJIOXKHOCTH, BJafieeT HeoOXOJUMBIMU [1jisi 3TOTO 0a30BbIMY HaBbIKAMU U
npuémamu.

leMOHCTPUPYeT AOCTAaTOUHBI YPOBEHb 3HaHWS Y4eOHOU JHMTepaTyphl
TI0 IMCLIUTUIMHE.

OneHKa MO [JUCLIMIUIVMHE BBICTABJSIIOTCS OO0yuarolmeMycs C Y4éTom
pe3y/IbTaTOB TeKYIlel ¥ TPOMeXKyTOUHOM aTTeCTaluH.

KomnereHtuy, 3akperiéHHble 3a [JUCLIMIUIMHOW, ChOpMHpOBaHbBI Ha
YPOBHE — «JIOCTaTOYHBIMN».

49-0/
F,FX

Hey/l0BJIeT-
BOPUTEJIbHO/
He 3a4TeHO

BeicTaBnisiercsi 00yuarolieMycsi, ecjii OH He 3HaeT Ha 0a30BOM YpOBHe
TeopeTUUYeCKUi U MPaKTUYeCKHi MaTepuall, 0MyCcKaeT TpyOble ommbKy
DU €ero W3/I0KEHWM Ha 3aHATUSX U B XOJe IPOMEeXYTOUHOMN
aTTecTalyu.

OOyuaroLMIACS WCIBITHIBAET CEepPbE3HbIe 3aTPYJAHEHUs B TIPUMeHeHUH
TEOpeTUYeCKUX [0JIOKeHWA TpU pellleHUHd TMpakTUUeCcKuX 3azau
npo¢eCcCHOHaTBbHOU HarpaBJ/IeHHOCTH CTaH[apTHOT O YPOBHS
CJIOKHOCTH, He BrazeeT HeoOXOAWMBIMU [Jii 3TOTO HaBBIKAMU U
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Bamiel/ | Onenka mo | Kpurepuu oneHKy pe3y/ibTaToB 00y4eHHs 10 AUCHUIIIHHE
IIlkana | AUCHMIIIMHE
ECTS

npuémamu.

HeMoHcTpupyeT (QparMeHTapHble 3HaHHWS yueOHOW JIUTepaTyphbl 10
JVCLIUTIIMHE.

OueHKa TO [JUCLUIUIMHE BBICTAaB/ISIOTCA OOydaromemMycss C y4éToM
pe3y/bTaTOB TeKYyIllel ¥ MPOMeXXYTOUHOM aTTeCTal[|u.

KomnereHLlMM Ha ypOBHe  «/IOCTaTOUHBIM», 3aKperuviéHHble 3a
JVCLIMTIJTMHOM, He C(pOpMUPOBAHBI.

5.3 OueHouHble cpeAcTBa (MaTepuasbl) /IA TeKYLIero KOHTPOJIA YCIeBaeMOCTH,
MPOMEXYTOUHOM aTTecTaluu o0yJarmuxcs no gucoumniude )(YK-11, OIIK-2)

B naHHOM pa3pzesie IpUBOASTCS TIPUMeEPbI OLIEHOYHbBIX CPEe/ICTB B COOTBETCTBUHU CO CTPYKTYPOM
JUCLIATUTMHBI M CUCTEMOMW KOHTDOJIS: BapUaHThl TECTOB, TeMaTHKa MUCbMEHHBbIX paboT, MpUMepbl
9K3aMeHalMOHHBIX OW/IeTOB, THUIIOBbBIE 3a7lauM, KeHchbl U T.M. OIeHOUHBIMU CPe/ICTBA JIO/DKHBI OBbITH
obecrieueHbl Bce (OPMBI TEKyIL[eTO KOHTPOJS U TPOMEXKYTOUHOUW arTecTalv. OHHU [JO/DKHBI OBITh
OpHEHTUPOBaHbI He TOJILKO Ha MPOBePKY COPMUPOBAHHOCTH 3HAHWM, HO TaK)Ke YMeHUH U B/IaJileHU.

Bapuaumbi KoHmpoabHoU paéombi Ne 1

Bapuant 1

1.B kakux c/ydasix KaJpoBas C/y>kOa HMeeT MpaBoO BbIJATh AyO/MKAT TPYJOBON KHIDKKH?
Kak 3ToT J0KyMeHT oopmiisieTcsi?

2.ITepeunicvte BUABI JOKYMEHTOB, TIpUMEHsieMble TIpM TiepeBojie Ha Jpyryio pabory. Kak
odopm/IsieTCs KaXKIbIi U3 HUX?

3. Ha3oBuTe [JOKYMEHTBI, TIpe/J0CTaB/sieMble PAOOTHUKOM TIPU TIOCTYTIJIEHHH Ha paboTy.

4.KakuM JIOKaJbHBIM HODPMATHMBHBIM aKTOM perjaMeHTHpyeTcsi paboTa  KaZpOBBIX
CIeLraauCTOB C MepCOHaIbHBIMU JaHHbIMU? [laiiTe eMy XapaKTepUCTUKY.

BapuanT 2

1.XapakTepucTUKa Ha3HaueHUs TPYJIOBOH KHIWKKU. B KakoW CpOK [JO/DKHa OBbITh 3aBefieHa
TPY/IOBasi KHV)KKA TIPY TIOCTYTIIEHWH Ha paboTy BIiepBbie?

2.ITepeuriciuTe BUbI [JOKYMEHTOB, MpHUMeHsieMble TIDU YBOJibHeHUH. Kak  odopmisercs
KaXKIbIM U3 HUX?

3.Kako# JiI0Ka/ibHBIMI HOPDMAaTUBHBIM akT OMpejesisieT OpraHu3alyi0 Tpy/Ja COTPYJHUKOB B
KoMraHuu. [JaiiTe eMy XapakTepUCTHUKY.

4.Ha3oBuTe nH(popMaruio, 06s13aTe/TbHYIO [/ BKJIFOUeHHs B TPYAOBOH JOTOBOP.

BapuaHTbI KOHTPOJILHOM paboThl Ne 2

Bapuanr 1

[TepeuriciuTe COCTaB [JOKYMEHTOB JIMUHOTO Jena paboTHWKa. KakuMU HOpPMaTHBHBIMU
JIOKyMeHTaMH 3TO OIlpefiesieHO?

Ha3oBuTe 10KyMeHTbI KaZIpOBO CJTy»KObI, TIO/|jIe)Kalljie repejaue B apXuB.

Bapuanr 2

1.KakoBbI 0COOEHHOCTH COCTaBJIeHWs] HOMEHK/IAaTyphl /ie/T KaZIpOBOU CTyKObI?

2. Ha3zoBure 00si3aTe/TbHbIE PETUCTPAI[UOHHBIE (POPMBI Ka/IPOBOM CTYKOBI?

ITpumepHble KOHMPO/IbHBIE 80NPOCHI 0/151 NPOMEXNCYMOYHOU ammecmayuu:

[TepeunciUTh 3aKOHO/ATe/bHbIE aKThl, KOTOPbIMHA perjlaMeHTHUPYeTCsl [OKYMeHTHDOBaHHe
Ka/IpOBOM JleITe/IbHOCTH B HACTOsIIIee Bpemsi?

[Tepeunciuthb HOPMaTUBHO-MeTO/InYecKre JIOKYMEHTBI, perjamMeHTHUpYoLIYe
JIOKyM@HTHPOBaHUe Ka/[pOBOU [1eATe/TbHOCTH.

Ha3BaTh BU/IbI JOKYMEHTOB, TIpebsiB/IsieMble paOOTHUKOM TIpH MpHeMe Ha paboTy.
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HasBatb BH/BI JOKYMEHTOB, YCTaHOB/IeHHble TpyzoBbIM KofekcoM P®, nokymeHTHpyroLye
ripveM paboTHMKA Ha paboTy.

[TepeuncuTh BU/bI JOKYMEHTOB, 0(OpMIISIFOLLME M3MeHeHHe YCI0BUM TPYJOBOI0 10r0BOpaA.

[TepeunciuTe BUABI JOKYMEHTOB, YCTaHOB/eHHble TpyJoBbIM KojgekcoM P®d  nas
peryivpoBaHus TPYZOBbIX OTHOLLIEHUM.

CpoKM TOJArOTOBKM, KakKWX [JOKYMEHTOB IO [JOKYMEHTHUDOBAHWIO KaJlpOBOW JesTe/TbHOCTH
yCTaHOBJ/IEHbI 3aKOHO/|aTe/IbHO?

Kakuve pyHKLUMM KaJpOBOM C1y>KObI CBsi3aHbl C y4eTOM JIMYHOTO COCTaBa?

Kakue ¢yHKIuM 10/DKHA BBITIOJMHATE KaZpoBasi Cy>K0a 1pu oopMIeHHH YBOJIbHEHUS
paboTHuKa ¢ paboThI ?

Kakumu gokymeHTamu opopMIIsieTCsi YBOJIbHEeHHe pPaboTHHKA?

Ha3oBute GyHKLMHU Ka/IpOBOM Cy»XObl CBsi3aHHbBIE C TPYAOBBIMU KHM)KKAMU ?

Kakumu fokymeHTamMu 0hopMIIsSIeTCst aTTecTariusi paOOTHUKOB?

HasoBute 0co6eHHOCTH HOMEHK/IaTyPhI Jie/1 KaJpOBOil CTy>KObI.

Kakue fena KafpoBoOi Cy>KObI OTHOCSATCS K KAaTETOPUU TIePEXO/SIIHX ?

[Tepeuncautb ocobeHHOCTH (HOPMUPOBAHMS JIMUYHOTO flela paboTHUKA?

6. YueOHO-MeTOAMUeCKOe U MH(OPMaLIIOHHOE 00ecrieyeHHe AMCLMILIUHBI
6.1 CnucoK HCTOUHHUKOB M JIMTePaTyphbl

[lpu pa3paboTKe CrMCKa WCTOYHUKOB W JIATepaTypbl ObLIM  yuTeHbI TpeOOBaHUsS
oOpa3oBare/ibHBIX CTaH/apPTOB MO0 KHUT000eCTieYeHHOCTH.

Hcrounuku (00s13aTe/IbHBIE)

Koncturyrust Poccutickoit ®@epnepaimu (¢ usmeHeHussMu Ha 30 ziekabpst 2008r.). M. 2004

Tpygosont kopekc Poccuiickon @epepauu ot 30.12.2001 Ne 197-@3. Ilpusar
T'ocypapctBenHoit Jymoit 21 gekabps 2001r. (B pea. ot 29.12.2010) // [DnekTpoHHbIM pecypc]. — M.,
2019. — Pexxum poctyna:http://www.consultant.ru.

3akoH Poccutickoit @enepanuu ot 25 oktsabps 1991 r. Ne 1807-1 «O s13bIKax Hapo/|0B
Poccuiickoli  ®epepauuu» //[DnekTpoHHBId pecypc]. — M., 2019. - Pexum gocTyna:
http://www.consultant.ru.

®enepanbhblii 3akoH PO ot 27.07.2004 Ne 79-®3 «O rocysapcTBeHHOW IpaXkIaHCKOU Cyxbe
Poccutickoii @epepaiiyin» (B pes. PegepanbHoro 3akoHa oT 12.04.2007 Ne 48-D3) // [DneKTpOHHBIM
pecypcl. — M., 2019. — Pexxum foctyna:http://www.consultant.ru.

®epnepanbHbiii 3akoH Poccuiickoit ®Pepepaiu ot 01.06.2005 Ne 53 «O rocypapCcTBeHHOM
s3bike PD»// [DnekTponHsIii pecypc]. — M., 2019. — Pexxum poctyna:http://www.consultant.ru.

®enepanbHbIi 3akoH Poccuiickoit @egepariyu ot 06.12.2011 Ne 402-®3 «O Gyxranrepckom
yueTe»// [DnekTpoHHbI pecypc]. — M., 2019. — Pexxum poctyna:http:// www.consultant.ru.

®epnepanbHbiii 3ak0H Poccutickoii ®Pepepauuu ot 02.05.2006 Ne 59-®3 «O nopsigke
paccMoTpeHusi obparteHuit rpaxgan»// [OnekTpoHHbi pecypc]. — M., 2019. — Pexxum goctyma:http://
www.consultant.ru.

@epepanbHbl 3akOH oT 27 wmrong 2006 r. N 152-®@3 "O mnepcoHanbHbIX [JaHHBIX'//
[DnekTpoHHbIM pecypc]. — M., 2019. — Pexxum foctyna:http://www.consultant.ru.

depnepanbhbiii 3akoH oT 01.10.2004 Ne 125-®3 «O6 apxuBHOM fene B Poccuiickoi

®epepatmn» // [DnekTponHsIi pecypc]. — M., 2019. — Pexxum foctyna:http://www.consultant.ru.

®epepanbHb 3ak0OH 0T 29.07.2004. Ne 98-®3 «O KomMMepueckou TauHe» //
[DnekTpoHHbIM pecypc]. — M., 2019. — Pexxum foctyna:http://www.consultant.ru.

Yka3 Ilpesuzenta Poccuiickoit @egepauyu ot 0.03.1997 Ne 18 «O6 yTBep)KIeHHH TepeuHsi
CBeZleHWd KOH(UW/eHLIMaabHOrO0 Xapakrepa» // [DnekTpoHHbIM pecypc]. — M., 2019. — Pexum
pJocryna:http://www.consultant.ru.


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
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Yka3 Ilpesugenta P® ot 01.02.2005. Ne 110 «O mipoBefeHUM aTTeCTalluM TOCYZapCTBEHHBIX
rpaxJaHckux ciayxaiux Poccuiickoii ®epepaiun». [loso)keHre 0 TIPOBeeHWM —aTTeCTaLUU
roCyJlapCTBEHHBIX IpaXkJaHCKUX cayxawux P® // [DnekTpoHHbId pecypc]. — M., 2019. — Pexxum
nmocryna:http://www.consultant.ru.

Yka3 Ilpe3ugenta PP ot 01.02.2005. Ne 111 «O mnopsiike cAaud KBaaU(PUKAI[MOHHOTO
5K3aMeHa TrOCyJapCTBEHHbIMM TPaXAAHCKUX cayxawux Poccuiickori Pepepalii M OLiEHKE MX
3HaHWl, HaBBIKOB M yMeHui». // [DnekTpoHHbli pecypc]l. — M., 2019. - Pexum
nmocryna:http://www.consultant.ru.

Yka3 [Ipe3ngenra ot 01.02.2005. Ne 112 «O KOHKypcCe Ha 3aMelljeHHe BaKaHTHOM [IO0/DKHOCTH
roCy/IapCTBeHHOM TpakAaHCKOW cmy»0bl Poccutickoit ®@epeparin» // [SneKTpoHHBINA pecypc]l. — M.,
2019. — Pexxum pocryna:http://www.consultant.ru.

Yka3 Ilpesugenrta P® ot 16.02.2005r. Ne 159 «O ripumepHoii popme ciiy>keOHOTO KOHTpaKTa O
MIPOXOXKJEHUH TOCy/IJapCTBEHHON TpakJaHCKoOW ciy»k0bpl Poccutickoit denepariii U 3aMelieHUN
JIOJDKHOCTH TOCYJApCTBEHHOM TpakAaHCKou cmy»x0bl Poccuiickoit ®epeparium». // [DneKTpOHHBIN
pecypcl. — M., 2019. — Pexxum foctyna:http://www.consultant.ru.

Yka3 Ipesugenta Poccuiickoit @epepauyu oT 30.05.2005. Ne 609 «O nepcoHanbHBIX JaHHBIX
roCyJJapCTBEHHOTO Tpak[JaHCKoro ciayxaiero Poccuiickoii dezfiepaliid U BeJleHMM €ro JIMYHOTO
nena» // [DneKTpoHHbIM pecypc]. — M., 2019. — Pexxum goctymna:http://www.consultant.ru.

Yxka3 [Ipesugenta Poccuiickor @epepanu ot 18.06.2005. Ne 813 «O nopsiike 1 yC/IOBUSIX
KOMaHZUpOBaHUs (peflepajibHbIX TOCY/IapCTBEHHbIX TPaKAAHCKUX Cay)Kalux» // [D/1IeKTPOHHBIN
pecypcl. — M., 2019. — Pexxum foctyna:http://www.consultant.ru.

[ToctanoBnenue I1paBuTenbcTBa Poccutickoii @egeparyu ot 16.04.2003. Ne 225 «O TpyA0BBIX
KHIDKKax» // [DneKTpoHHbIN pecypc]. — M., 2019. — Pexxum foctyna:http://www.consultant.ru.

Pacmnopsbkenue ITpaButenbctBa P® ot 21.03.1994. Ne 358-3 «O6 obecrieueHMM COXPaHHOCTH
JIOKyMEHTOB 110 JIMUHOMY COCTaBy» // [DnekTpoHHbIM pecypc]. — M., 2019. — Pexum
nmocryna:http://www.consultant.ru.

Pacriopsokerne IlpaButensctBa PP ot 23.04.1992 Ne 781-p «O6 ynyumieHWd XpaHeHUs] U
WCII0/Ib30BaHUsl JJOKYMEHTOB 110 JTMUHOMY COCTaBY»// [DneKTpoHHbIA pecypc]. — M., 2019. — Pexxum
pJocryna:http://www.consultant.ru.

[paBua BeJjleHUst U XpaHeHUsI TPYJ0BbIX KHIKeK. (YyTB. [loctaHoBneHuem IIpaBuTenbcTBa PO
or 16 ampens 2003 r. Ne 225 // " [DnexkTpoHHBIA pecypc]. — M., 2019. — Pexum
nmocryna:http://www.consultant.ru.

VHCTPYKLKS 1O 3ar0/IHEHUIO TPYZAOBBIX KHIDKeK (YTB. [locTaHoBneHMeM MuHUCTepCTBa Tpya
U couuanbHoro passutus Poccuiickoit ®epepaiu ot 10 okTtsiopsi 2003r.). 3aperucrpvpoBaHa
MumnucrepctBom rocturmn Poccuiickoit ®@esepaipin 11 Hosi6psi 2003 1. permcTpaljioHHbIA HOMEp
5219. BrosieTeHb HOPMAaTUMBHBIX aKTOB (hefiepajbHbIX OPraHOB HCMOMHUTENbHOM BraacTh. 2003. Ne
49. // [SnekTpoHHBbIN pecypc]. — M., 2019. — Pexxum foctyna:http://www.consultant.ru.

®epnepasnbHbIi 3aKoH 0T 16.12.2019 Ne 439-®3 «O BHeceHHH M3MeHeHUM B Tpy/10BOM KO/EeKC
Poccuiickoii @epepaiui B uyacTu (GOPMHDOBaHWS CBeJleHHMM O TpPYZOBON [edTebHOCTH B
3/71eKTPOHHOM BUIE» [D/1eKTPOHHBIM pecypc] /1
URL:http://publication.pravo.gov.ru/Document/View/0001201912160070 (mara obpartieHus
01.10.2020r.)

N cTrouHuku (Jono/THUTE/IbHbIE)

®enepanbhbiii 3akoH P ot 27.07.2006 Ne 149-®3 «O6 undopmaiuu, nHOOPMaIMOHHBIX
TEeXHOMOTUSX W 3auuTe uHPopManum» // [DnekTpoHHbii pecypc]. — M., 2019. — Pexum
nmocryna:http://www.consultant.ru.

@enepanbHbli 3aKOH OT 26.12.1995. Ne 208-®3 «O6 akiMOHepHbIX oOIecTBax» //
[DnekTpoHHbIM pecypc]. — M., 2019. — Pexxum foctyna:http://www.consultant.ru.

OO61epoccuiickuil KiaccudukaTop npodeccuit pabouux, JO/DKHOCTeH CTy>Kallux U TapUQPHBIX
pa3pszoB OK 016-94. M.: Muntpyz Poccun, 1995 // [DnektponHnsiii pecypc]l. — M., 2019. — Pexxum
pocrymna:http://www.consultant.ru.


http://www.consultant.ru/
http://www.consultant.ru/cabinet/stat/hr/2019-12-18/click/consultant/?dst=http%3A%2F%2Fpublication.pravo.gov.ru%2FDocument%2FView%2F0001201912160070%23utm_campaign%3Dhr%26utm_source%3Dconsultant%26utm_medium%3Demail%26utm_content%3Dbody&c=B6349A10D31EE36F3AC3B7D0048FEBB9F372A5A930F8FAA20CB6DC6E8C10331BA56C0C863256984852D13B9F2A6AA3F1C5D3B2E9ACD96B1210CA89215A39E764111FC52F01A5EDE5E442660B7ADB2A24AC30764C009ABE766DCAD146D10996A424A3D41AA7ACC7F8F7DDCDD756E556478115E7854262030D456F2561DD9A437881ADA5F01DE8B20E4DAD5CD19F88A05D4B9227E8B1467D707D461C0F584D6B107809977604FB311C22E16A79FFEC564F
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Obmepoccuiicknii Knaccudukarop uadopmaryu o Hacenennu OK 018-95. // [DneKTpoHHBIH
pecypc]. — M., 2019. — Pexxum poctyna:http://www.consultant.ru.

Obmepoccuiicknii ~ KnaccudukaTtop — yrpaBiieHUeckoll jgokymeHrtauuun OK  011-93. //
[DnekTpoHHbIM pecypc]. — M., 2019. — Pexxum foctyna:http://www.consultant.ru.

OO111epOoCCUICKUIM  KTaCCU(UKATOP CIel[HajibHOCTeN 1o obpa3oBaHuio // [D/IeKTPOHHBIM
pecypc]. — M., 2019. — Pexxum poctyna:http://www.consultant.ru.

ITpuka3 PocapxuBa ot 23.12.2009 N 76 "O6 yTBepkaeHNr MeToANYeCKUX peKOMeH/ i 110
pa3paboTKe WHCTPYKLIMH T10 /1e/IONPOU3BO/ICTBY B (pefiepasbHbIX OpraHax UCIOJIHUTe/TbHON BiaacTu'" //
[DnexkTpoHHBIN pecypc]. — M., 2019. — Pexxum foctyna:http://www.consultant.ru.

YuuduiupoBaHHble (OpMbI TIEPBUYHOM YUeTHON [JOKYMeHTalWMu IO y4eTy TpyJa U ero
oratel, yTBep>KJeHHble [loctaHoBieHneM ['ockomcrata P® ot 05.01.2004 Ne 1 // [OneKTpoHHbIN
pecypc]. — M., 2019. — Pexxum poctyna:http://www.consultant.ru.

KBanipuKalMOHHBI CIIPaBOYHKK [JO/DKHOCTEH pPYKOBOAMTesel, CreLyaJiCTOB WU ApPYyrux
cnyxawux // [OnekTpoHHbIN pecypc]. — M., 2019. — Pexxum pocTyna: [Dn1eKTpoHHbI pecypc]. — M.,
2019. — Pexxum gocryna:http://www.consultant.ru.

MeskoTpac/eBbie YKpYITHeHHbIe HOPMaTUBbI BpeMeHHU Ha paboThl TI0 KOMILJIEKTOBAHUIO U YUeTy
KaJpoB // [neKTpoHHBIN pecypc]. — M., 2019. — Pexxum foctyna:http://www.consultant.ru.

[TepeueHb TUIOBBIX YIIpPaBAeHUECKUMX apXUBHBIX [JOKYMEHTOB, 00pa3ymoIMXCs B TpoLjecce
JlesITe/IbHOCTU TOCYZapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYyIpaB/eHWsl U OpraHu3alui, C
yKa3aHueM CpOKOB xpaHeHusi // [DnekTpoHHbIMi pecypc]. — M. 2019. - Pexum
pJocryna:http://www.consultant.ru.

[lpaBuia opraHM3al[Mi XpaHeHWs, KOMIUIEKTOBAaHHUs, yuéTa W MCIOJIb30BaHUs [IOKYMEHTOB
ApxuBHoro ¢oHga Poccutickoit ®efepalyd M PYyrMX apXUBHBIX [OKYMEHTOB B OpraHax
roCyJapCTBEeHHOM B/aCTH, OpraHaX MeCTHOTO CaMOYIIpaB/jeHWsi U OpraHu3allysiX, YTBep)KIEeHHBIX
npyvka3oM MuHKynbTypbl P® ot 31.03.2015 Ne 526 // [OnekTpoHHbIl pecypc]. — M., 2019. — Pexxum
nmocryna:http://www.consultant.ru.

[lpuka3z PocapxmBa ot 20.12.2019 N 236 "O6 yrtBepxaeHur IlepeuHsi THUMOBBIX
yrpaB/lieHYeCKUX  apXWBHBIX  JOKyMeHTOB, oOpa3yroluxcsi B Tipoliecce  /IeATeIbHOCTH
roCy/lapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYITIpaB/IeHUs ¥ OpraHu3alUii, C yKa3aHueM CPOKOB
vx xpaHeHusi" (3apeructpupoBaHo B Muntocte Poccum 06.02.2020 N 57449) [Dy1eKTpOHHBIU
pecypc] // CnpaBOYHO-TIOMCKOBast cucreMma «KoHCynbTaHT TLUTFOC».
URL:http://www.consultant.ru/cons/cgi/online.cgi?
req=doc&base=LAW&nN=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#0989359
5070554722 (nata obpartenus: 19.10.2020)

@epepanbHbll  3aKOH 0T 24.04.2020 N 122-®3 "O mnpoBefeHUM SKCIepUMeHTa I10
WCTIOIb30BAHUIO 37IeKTPOHHBIX JOKYMEHTOB, CBsi3aHHbIX C paboToii"// VIHTepHeT-1nopTas MpaBOBOM
uHpopmarmu  http://www.consultant.ru/document/cons_doc_LAW_351124/ (mara oOpaijeHus:
19.10.2020)

[Tpuka3 MunTtpyza Poccuum ot 14.05.2020 N 240H "O6 yTBepkaeHun [TonokeHust o mopsike
MIPOBe/IeHUsT SKCIIePUMEeHTa TI0 MCIOJ/Ib30BaHUI0 37IeKTPOHHBIX [JOKYMEHTOB, CBSI3aHHBIX C paboroi"
(3apeructpupoBaHo B MuHiocte Poccum 17.06.2020 N 58674)// VIHTepHeT-mopTan MpaBOBOM
vHbopMatmu https://www.garant.ru/products/ipo/prime/doc/74170714/, nata obpatenus 01.10.2020.

JIuteparypa (o06si3aTe/1bHas)

Abynagze, . T'. JJokymeHTalLMOHHOe oOecrieyeHHe yTpaB/eHUsl TePCOHAIOM : Y4eOHUK U
MPaKTUKyM [/l akajemMuueckoro OakamaBpuata / [I. I'. AGynazgze, U. B. BempsbkkuHa, B. M.
MacnoBa. — Mockga : U3garensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AKajjeMAYeCKU Kypc).
— ISBN 978-5-534-00875-3. — Tekcr : snektponHsIi / DBC FOpaiit [caiit]. — URL: https://urait.ru/
bcode/433411 (mara obpamenusi: 30.11.2019).

BeikoBa T.A. JlokymeHTalMoHHOe obecrieueHuWe  yrpaBiieHWs  ([e/I0TIPOU3BOZCTBO)
[DnekTpoHHBIM pecypc] : yuebHoe rocobue / T. A. brikoBa, T. B. Ky3HelioBa. - 2-e u3[., riepepab. u
jorn. - MockBa : Wuppa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.



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

17

I'noroBa C.A. TlpodeccroHanbHbIM CTaHAapT CleLUaaucTa IO YIpaB/eHUI0 TepCoHaIoM B
JlesiTeIbHOCTH KaZIpoBOM C/y»KObI [DsiekTpoHHBIM pecypc] / 'moroBa CBetniaHa AsiekcaHgpoBHa; C.
A.T'noroBa // YripaBneHue AOKyMeHTalfeld: TMpOIIoe, HacTosimee, Oyayuiee : mMaTepuansl IlI-eit
MexxayHap. Hay4.-1ipakT. KoH., nocssi]. namatu npod. T. B. KysnerjoBoii, Mocksa, PI'TY, 23-24
Mmapta 2017 r. / M-Bo obpa3oBanus u Hayku Poc. @eneparyn, Pesep. roc. O0PKeT. YUPEK. BBICIII.
obpazoanust "Poc. roc. rymaHuTtapHbii yH-T", WcT.-apx. uH-T, Pak. [AOKyMEHTOBeJeHWS |
TeXHOTPOHHBIX apX., Kad. fokymeHToBeseHus. - Mocksa : Tepmuka.py, 2017. - C. 451-457. - Pexxum
nmocryma : http://elib.lib.rsuh.ru/elib/000013004.

I'nmoroBa C.A. TenpeHLMM pa3sBUTHSA KaJpOBOrO [e/I0NPOU3BOACTBA B paMKax I[POrpaMMbl
"udposas skoHOMMKA" [DnektpoHHbiii pecypc] /I['notoBa CeersiaHa AsekcanzpoBHa; CpeTsaHa
A.T'notoBa // YnpaBneHue JOKyMeHTaMH B LU(PpPOBOI 3KOHOMUKe. - Mocksa : PITY, 2019. - C. 98-
103. - Pexxum poctyna : http://elib.lib.rsuh.ru/elib/000013245.

Kagpogoe genoripou3sBozctBo. Yuebnuk. / C.JI. Ky3neroB, C.A. I'moroBa — M.: N3maTenscTBO
«TEPMUKAN», 2020. — 492 c.

Kazposoe penonpoussofctBo: HaunHaem ¢ Hysns. Ayaut csoumu cuiamu / M.B. JKypasiesa,
M.B. )XypaBneBa. - 2-e u3g. - Mocksa : HUL] UH®PA-M, 2014. - 184 c.: 60x88 1/16 + ( Jom. mar.
znanium.com). - (ITpocto, KpaTKO, ObICTPO). (0) ISBN 978-5-16-008986-7 - TeKCT : 3/1eKTPOHHBIN. -
URL: https://new.znanium.com/catalog/product/417566 (mara obpaienusi: 30.11.2019)

[MaBnoBckas, O. FO. TIpaBoBoe obecrieueHre KaJpoBOTO JieJIONPOU3BO/ICTBA : yueOHOe mocobue
nnst By3oB / O. FO. TlaBnoBckas. — Mocksa : W3garensctBo FOpaiit, 2019. — 213 c. — (Bsiciee
obpasoBanme). — ISBN 978-5-534-11565-9. — Tekcr : anektponnsiii // DBC FOpaiir [caiir]. — URL:
https://urait.ru/bcode/445662 (mata obpamenus: 30.11.2019).

JIutepaTypa (0N0/IHUTE/IbHasA)

KykaprHa FO.M. CoBpeMeHHble OpraHU3allMOHHbIE 1 perjlaMeHTHble 10KYMEeHTbI: GYHKLMU U
pasHoBuHOCTH // BectHuk PITY. 2016. Ne2. [OnekTpoHHbIM pecypc]. — M., 2019. — Pexxum pocTymna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf.

Muxaiinuna I'./I. YnipaBneHve nepcoHanoM, 3-e u3fl. - Mocksa :JlamkoB u K, 2018. - 280 c.:
ISBN 978-5-394-01749-0 - Tekcr : 3JIEKTPOHHBIU. - URL:
https://new.znanium.com/catalog/product/415303 (zgaTta obpaiterus: 30.11.2019)

6.2 IlepeueHb pecypcoB HH(OPMAIMOHHO-TeIeKOMMYHUKALIMOHHOM ceTH «VIHTepHeT».
Heobxodumo ocmasump u 0obasumsb mo, umo Heobxoo0umo 0151 uyueHust OUCYUNAUHbL

ELibrary.ru HayuHast snektponHasi 6ubmioreka www.elibrary.ru

apanT [Dn€KTpOHHBIM pecypc]. — OneKTpoH. pAaH. — M., cop. 2013. — Pexum jocrtyna:
http://www.garant.ru.

KoncynbranT [Intoc [OnekTpoHHbIN pecypc]. — DeKTpoH. AaH. — M., cop. 2013. — Pexxum gocTyna:
http://www.consultant.ru.

HarmoHanbHas 3ekTpoHHasi oubmoreka (H3B) www.rusneb.ru

6.3 ITpodeccuonabHBIE 0a3bl JAHHBIX U HH(OPMAIHOHHO-CIIPABOYHbIE CHCTEMBI
Hoctyn K mpodeccroHanbHbIM 6a3aM JaHHBIX: https://liber.rsuh.ru/ru/bases
WHbopMaloHHbIe CTIPaBOYHbIE CUCTEMBI:

1. KoncynsraHT ITnroc
2. T'apaHT

Ne | HaumeHoBaHuUe

1 Me)xayHapo/iHble pedepaTuBHbIe HayKoMeTpuueckue B/I, JOCTymHbIe B paMKax



http://www.rusneb.ru/
http://www.elibrary.ru/
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
http://elib.lib.rsuh.ru/elib/000013245
http://elib.lib.rsuh.ru/elib/000013004
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HalMOHATbHOW NOAMUCKA B 2022 T.
WebofScience
Scopus
2 [TpodeccroHanbHble TTOJHOTEKCTOBbIe B/I, JOCTyIIHbIE B paMKaX HalOHabHOU
noAnucku B 2022 r.
JKypnHanbiCambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
JKypuansl Taylor and Francis
3 [TpodeccroHanbHbIe TTOTHOTEKCTOBbIE B/]
JSTOR
W3nanus 1o ob11iecTBeHHBIM ¥ T'YMaHUTAapPHBIM HayKam
OnektpoHHasi 6ubmoTteka Grebennikon.ru
4 KowmribroTepHbie CipaBOYHbIE MTPABOBbIE CUCTEMBI
Koucynbrant ITmtoc,
I'apaHT

7. MaTepua/IbHO-TEXHUYECKOe o0ecrieueHre JUCIHIUTHHBI

B pa3gerne yka3aHel HeoOxoaumoe it 00yueHUsl TULEH3MOHHOE TIPOrpaMMHOe obecrieueHre
(3 peKoMeH/]0BaHHOTO CIMCKa), 000pyZoBaHUe, A€MOHCTPALMOHHBIE TIPUOOPHI, MY/IbTUMEeAUNHbIE
cpezcTBa, y4yeOHble GHIBMBI, TpeHaXepbl, TPeOOBaHMS K ayJUTOPHSIM — KOMITBIOTEPHbIE K/1acChl,
aKa/leMUYeCcKre WK Criel{iaJbHO 000pyJ0BaHHbIe ayIUTOPUY U 1ab0paTOpUH, Haluuye JOCKHU U T.[.

Ons  obecrieueHWss  AWCOUIUIMHBI — WCTIO/B3yeTCsl  MaTepualbHO-TexHWJeckass — 0asa
00pa3oBaTe/lbHOTO YUpeXXAeHUs: yueOHble ayJWTOPHU, OCHALEHHBbIE KOMITBIOTEDOM M TPOEKTOPOM
[J1s1 IeMOHCTPALUM yueOHBIX MaTepHasoB.

17151 MpoBe/ieHNst ayJUTOPHBIX 3aHATHI HeOOXOJUM CTaHAAPTHBINA HabOp CrelUaTM3UpPOBaHHOM
yueOHOM Mebesii ¥ yueOHOro 00Opy/IOBaHMsS, B TOM UHC/e ayAWTOpPHas [0CKa (C MarHUTHOM
TIOBEPXHOCTBIO M HabopoM mpucioco6ieHNH /171s1 KperyIeHus! IeMOHCTPAl[MOHHBIX MaTeprasioB), IKpaH
(Ha wTaTMBe WM HaBecHOW). [Ins TpoBefieHWs] MPAKTHUECKWX 3aHATUM, a TakKe OpraHu3aliu
CaMOCTOSITE/IbHOM PabOThl CTYJEHTOB He0OXOAWM KOMITBIOTEPHBIM KaacC C pabourMy MecTamw,
obecrieunBarOLUIMU BeIx0oZ B VIHTepHeT. Kpome Toro, /17151 MH(GOPMaIMIOHHO-PeCypCHOT0 obecrieyeHust
MPaKTHUEeCKHUX 3aHATHIA HeoOXO0AUM [IOCTYII K CKaHepy, KOTTMPOBaIbHOMY arlfapary U MPUHTepY.

Peanu3anusi yueOHOW TporpamMMbl JJO/DKHA 00ecIieurBaThbCsl AOCTYTIOM KaXK[OTO CTYZeHTa K
WH(OPMAIMOHHBIM pecypcaM — YHUBEPCHUTETCKOMY OWOIMOTeYyHOMY (DOHAY U CETeBBIM pecypcam
Wnrepner. [nsi ucnonb3oBanuss UKT B yyebHOM mporjecce HEOOXOAMMO HaaM4yue TPOrPaMMHOTO
obecrieueHusi, TIO3BOJISIIOILIETO ~ OCYIIECTBSATh  TMOWUCK HWHGOpMAaLMM B  ceT  VIHTepHeT,
CUCTeMaTH3allvl0, aHaliu3 U Tipe3eHTaUWi0 HHGOpMalWy, SKCopT WHbopMaluu Ha LudpoBbie
HOCHTe/H.

[na obGecrieueHus yueOHOTO TIporiecca WCMOb3yeTcss muieH3noHHOoe [I0  Microsoft
(oneparonHas cuctema WindowsXP Professional Bepcust 2002 ServicePack 3, Word, PowerPoint).

CocTaB MporpaMMHOI0 00eCrieueHusI:
1. Windows
2.  Microsoft Office

8. O6ecrieuenue 00pa3oBaTe/ILHOrO MPOIIECCA /IS JIUI C OTPAaHMYEHHBIMH BO3MOXKHOCTAMH
3/[0POBbS U MHBA/IH/IOB

B Xxome peanusanuu AUCLMIUIMHBL HKCIO/B3YIOTCS CrefyloliUe [OTOTHUTeTbHbIe MeTO/bI
o0yueHMs1, TEKYIIIero KOHTPOJISI YCIeBAeMOCTH M TPOMEXKYTOUHOM aTTecTaliM OOydaromuxcs B
3aBUCUMOCTH OT UX WHAUBUYATbHBIX 0COOEHHOCTEH:
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® /I CeNbIX W CMa0OBUAAIIUX: JIEKI[UM OGMOPMIISIOTCS B BUJE 3JIEKTPOHHOTO JIOKYMEHTa,
JIOCTYTIHOTO C TIOMOLI[bIO KOMITbIOTEpA CO CIeL[Ma/Ji3MpOBaHHbIM TPOrpaMMHBIM 0becrieyeHreMm;
MYMCbMeHHbIe 3aJIaHUsI BBITIOJHSIOTCS HAa KOMIIbIOTEDPe CO CrelMalyu3upOBaHHbIM TMPOTPaMMHbBIM
obecrieueHreM WM MOTYT ObIThb 3aMeHeHbl YCTHBIM OTBeTOM; O0ecrieurBaeTCsi WHAWBU/YaTbHOE
paBHOMepHOe ocBeljeHre He MeHee 300 JIFOKC; s BBITIOJTHEHUSI 3a[jaHUs MPH HEOOXOJUMOCTH
TNIpeJIOCTaB/ISIeTCS]  yBeJMUMBalolllee YCTPOMCTBO; BO3MOXKHO TaK)Ke HCIO/Ib30BaHHE COOCTBEHHBIX
yBeJIMUMBAIOLUX YCTPONCTB; MMCbMEeHHbIe 3a/laHusi 0(DOPMIISIIOTCS YBeJTMUeHHBIM IPUGTOM; 3K3aMeH
Y 34T MPOBOJSTCS B YCTHOM (hOpMe WU BBITOJIHSIOTCS B MMCbMEHHOM (popMe Ha KOMIIbIOTepe.

® /I TYXUX W CJIAaDOC/IBIIIAIUX: JIEKIUH O(GOPM/ISIFOTCS B BHUZIE 3JIEKTPOHHOTO JIOKYMEHTa,
mibo  TIpefioCTaB/IsSIeTCS  3BYKOYCW/IMBAIOLIAsh — amnrapaTtypa  WHUBH/YaJbHOTO  TI0/b30BaHUS;
MMCbMeHHbIe 3aJlJaHusi BBITIOHSIOTCS Ha KOMITbIOTEpe B IMHWCbMEHHOW (opme; 5k3aMeH M 3auéT
TIPOBO/ISATCS B IMMChbMEHHOU (hopMe Ha KOMIIbIOTepe; BO3MOKHO TIPOBe/ieHue B (hopMe TeCTUPOBaHUSI.

® /17151 IUL] C HapyLIeHWsIMU OTOPHO-/IBUTraTe/bHOTO arrapaTa: JieKLuu ohopMISIIOTCS B BUfe
3JIeKTPOHHOTO JJOKYMeHTa, [JOCTYITHOTO C TIOMOILbI0 KOMITbIOTEpPA CO CIelaTu3upOBaHHBIM
MPOTPpaMMHBIM ~ 0OecrieueHHWeM; TMHUChbMeHHble 3a/laHUs  BBITIOJHSIOTCS HA KOMIIBIOTEPE  CO
CrieLMaM3UpPOBaHHBIM MPOrPaMMHBIM obecrieueHreM; 3K3aMeH U 3a4éT TPOBOJSTCS B yCTHOU dopme
WU BBITIOJIHSIFOTCS B TTMCbMEHHOU (hopMe Ha KOMIIbIOTEpe.

[Tpy HeO6XOJUMOCTH Tpe/lyCMaTpUBaeTCsl yBe/TuueHrue BpeMeHH J1Jisi TIOATOTOBKY OTBeTa.

[Mporienypa mpoBeieHHsT TTPOMEXKYTOUHOM aTTecTalyy Ajisi 00yJaroluXxcsl YCTaHABIUBAETCS C
YyUéTOM WX WHAWBUJYATbHBIX TICUXOPU3NUeCKUX 0CoOeHHOCTel. [IpoMe)xyTouHasi aTTecTalusi MOKeT
TPOBO/IUTHCSI B HECKOJIBKO ITarloB.

[lpy mipoBeieHUM TIpPOLIeAYPbI OLEHWBAaHUSI pe3y/abTaToB OO0OydeHHs TIpeAyCcMaTpUBaeTCst
HCTIO/Tb30BaHUe TeXHUYECKUX CPEe/ICTB, HEOOXOJUMBIX B CBSI3U C WHUBUAYA/JbHBIMUA 0COOEHHOCTSIMHU
oOyyaroluxcsi. OTU CpeACTBA MOTYT OBITh TpeJOCTaBleHbl YHUBEPCUTETOM, WIM MOTYT
HCTIO0/Tb30BaThCsl COOCTBEHHBIE TEXHUUECKHE CPEe/ICTRA.

[TpoBeseHWe TpoLIeAYPHLI OLIEHWBAHUS pe3y/bTaToB 00yuyeHHsl [JOMyCKaeTCsl C UCIOb30BaHHEM
JTUCTAHI[MOHHBIX 00pa30BaTe/IbHBIX TEXHOJIOTHM.

Ob6ecneunBaetcsi AOCTYyNn K WH(POPMALMOHHBIM U Oubavorpaduueckum pecypcam B CeTH
WHTepHeT A1 Kaxkaoro obyuarorrerocsi B opmax, alaliTUPOBAHHBIX K OTPAHUYEHUSIM UX 3/I0POBBS U
BOCTIpUSITHSI MHPOPMaLIUK:

® /I CeNbIX W (JIA0OBUASIMX: B TIedyaTHOW (opMe yBeqUUeHHBIM MIPUPTOM, B (opme
3/7IeKTPOHHOT'O JIOKyMeHTa, B opMe ayauodaiina.

® [/ TJTyXUX U C/1ab0C/BIIAIIMX: B TIeuaTHOU (opme, B opmMe 3/1eKTPOHHOTO JOKYMEHTA.

e 11711 00yuaroIyXxCcsl C HapyLeHUsIMUA OTIOPHO-[BUTaTe/IbHOTO arraparta: B revaTHol ¢opme, B
(opMe 371eKTPOHHOIO JJIOKyMeHTa, B (hopMme ayAnodaiina.

YueGHble ayJUTOpPUX [/ BCeX BHUJOB KOHTAaKTHOW M CAMOCTOSITeJIbHOM paboThl, HayuHas
OubsMoTeka W WHBIE TIOMeIeHUs AJii OOy4eHHUs OCHAIleHbl CrelraabHbBIM 000py/I0BaHUEM H
yueOHBIMU MeCTaMH C TeXHUYeCKUMH CpeZiCTBaMU 00yJeHHsI:

® 1711 CJIETBIX W CIa0OBUAIIMX: YCTPOWCTBOM [i/Isi CKAHWPOBAHUSI M uTeHUs C Kamepoii SARA
CE; pucnineem bpaiinss PAC Mate 20; npuntepom bpaiinsg EmBraille ViewPlus;

® I T/IyXUX W C/abOC/IBIIANIMX: aBTOMAaTH3UPOBAaHHBIM pabouyMM MeCTOM /i JIofiel C
HapyllleH’eM C/1yXa U c/1aboC/bIIIaIMX; aKyCTUUeCKUN YCUIUTe/b U KOJIOHKHY;

e 115 00yuaroIUXcst C HapyIIeHUsMH OTOPHO-ABUraTe/IbHOTO arrapara: Tepe/iBKHBIMH,
peryiMpyeMbIMA 3proHoMuueckumu maptamyd CH-1; KOMITbIOTEPHOW TeXHUKOM CO CrieljiaabHbIM
MPOTrpaMMHBIM ObecrieueHUEM.

9. MeToanueckue MaTepuasbl
9.1 IInanbl 1a00paTOPHBIX 3aHATHI

TEMA1l. (4 u4.) 3AKOHOJATEJIbBHAA PEIJIAMEHTALIA OOKYMEHTUPOBAHUA
KAJTPOBOM JEATEJIBHOCTU B P®
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3AIAHUSI.

1. Tlpoanamusupyiite TpyzmoBoil Kojekc Poccuiickoit ®esepauyu U onpezenure TpeboBaHUs K
cocTaBy ¥ 0(hOpMJIEHUIO IOKYMEHTOB, PerjiaMeHTHPYIOLUX TPY/JOBble OTHOILIEHHSI.

2. Tlpoananusupyiite TpynoBoi kogekc Poccuiickoit ®efepaiiun U oripefiendre TpeboBaHUS K
(GYHKIUAM KaZIpOBOH CITY>KOBI.

YKA3AHWA T10 BBITIOJTHEHMIO 3ATAHUIA

1. W3yuure TpynoBOW KOZEKC U BbISICHUTE, KAKUMU [JOKYMEHTaMH IpefyCMOTpPeHO odopMieHre
rpueMa, TepeBO/ld, YBOJIbHEHWS, KOMaHAMPOBAaHWS, [JUCLUIUIMHADHOTO B3bICKAHUSI U
TIpe/ioCTaB/IeHus OTIycKa paboTHHKaM. CoCTaB [JOKYMeHTOB (PUKCHUPYeTCs TI0 KaXK/J0W OT/e/TbHOM
nporegype. OOpaTuTe BHUMaHWe HA CPOKM TIOTOTOBKK JIOKYMEHTOB, YCTaHOBJIEHHbIE
3aKOHOZaTe/bHO.

Pe3ynibTaThl 3a/jaHUsI MOTYT OBITH TIpe/iCTaB/IeHbl B BU/le TaO/IULIbI:

IIpoueaypa Bupgbl Homep | Cpoku, Copepixanue,
JAOKYMEHTOB CTaThbU | CBfA3aHHbIe  C | oopmiieHHe
AOKYMEHTOM

[Tpuem Ha paboty

ITepeBop

[TpenocraBnienue
OTITyCKa

[Toowpenue

JucuunimHapHoe
B3bICKaHue

KomanauposaHue

YBonbHeHue

2. W3yuure TpymoBoii KojeKC U oOrpefedTe 00si3aHHOCTU paboTozaresiss IO OTHOIIEHHIO K
pabOTHHUKY, KOTOpble ycTaHOBJeHb B Koziekce mpu BO3HUKHOBEHWM TPY/JOBBIX OTHoOIeHuid. Ha
9TOM OCHOBE COCTaBbTe TiepeueHb (PYHKIUH, BHITIOHEMBIX Ka[pPOBOU CTy>KOOH.

KOHTPOJIBHBIE BOITPOCHI.

1. IlepeumcivMTb OCHOBHBIE BUABI JOKYMEHTOB, UCIIO/Ib3yeMble [/l JOKYMEHTUPOBAHUS TPYJOBbIX
OTHOLLEHUH, YCTaHOBJIEHHBIX B TPYZ0BOM 3aKOHO/aTe/IbCTBe.

2. Ha3oBwure THUTNIOBBIE PYHKIMY KaIPOBOM CTYKOBI.

NCTOYHUKN

TpypoBori kopekc Poccuiickor ®@epepauu ot 30.12.2001 Ne 197-@3. Ilpunar
T'ocymapctBenHoit Jymoit 21 mekabpst 2001r. (B pea. ot 29.12.2010) // [DnekTpoHHBIM pecypc]. — M.,
2019. — Pexxum goctyma:http://www.consultant.ru.

JINTEPATYPA

Abynapnze, 1. T'. lokymeHTal[ioHHOe o0ecrieueHre yIipaB/ieHNs IePCOHAIOM : YueOHUK U
MPAaKTHUKYM JI/Is akajieMuueckoro 6akanaepuata / [I. I'. AGynaaze, V. b. Boimpsbkkuna, B. M.
MacnoBa. — Mockga : U3gatensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AkaZieMUuecKuii Kypc).
— ISBN 978-5-534-00875-3. — TekcT : 3nekTpoHHbiti // BC FOpaiit [caiit]. — URL: https://urait.ru/
bcode/433411 (mara obpamenusi: 30.11.2019).
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Kazposoe penonpoussozcTso: HaunHaem ¢ Hynsa. Ayaut csoumu cunamu / 11.B. XKypasinesa,
M.B. )XypaBneBa. - 2-e u3g. - Mocksa : HUL] UH®PA-M, 2014. - 184 c.: 60x88 1/16 + ( Jom. mar.
znanium.com). - (ITpocto, KpaTKO, ObICTPO). (0) ISBN 978-5-16-008986-7 - TeKCT : 3/1eKTPOHHBIN. -
URL: https://new.znanium.com/catalog/product/417566 (mara obpaienusi: 30.11.2019)

[MaBnoBckasi, O. HO. IlpaBoBoe obecrieueHre KaZpoOBOTO [e/IOTIPOM3BOACTBA @ ydyeOHOe
rocobue gy By30B / O. FO. IlaBnoBckas. — Mocksa : U3patenbctBo FOpaiit, 2019. — 213 c¢. —
(Boicuiee obpasoBanme). — ISBN 978-5-534-11565-9. — Tekcr : snektponHbid / 3BC HOpait
[catiT]. — URL: https://urait.ru/bcode/445662 (mara obpaierus: 30.11.2019).

MarepuaibHO-TeXHHYecKoe ofecrieueHHe 3aHATHA:
1.TpynoBoii kogekc PD.

TEMA 2. (4 u.) PABPABOTKA OPT'AHU3AIIMOHHEIX JOKYMEHTOB B KAJIPOBOI1
CJIYXBE

3AIAHUS

1. TIpoaHanu3upyiTe opraHu3aLyio paboTsl ¢ Kaapamu B 3A0 “Brimrien”.
2. Paspabortatiite [Tonoxxenne 06 otgene kagpos 3A0 “Beimmen”
3. PaspaboraiiTe J0/HKHOCTHYO MHCTPYKLIMIO /I/IS1 OJHOTO U3 COTPY/JHUKOB Ka/IpOBOM CJTY>KOBbI

YKA3AHNMA 110 BBITIOJTHEHWTIO 3AJAHUA

1. TIlpoanamu3upyute KomIuvleKC JA0KymeHTOB 3AO0 “BeimMnen”, BbIABIAA ero CTPYKTYpPY,
YKMC/IeHHOCTb, HaripaB/ieHUs JesTenbHOCTU OOljecTBa U 0COOEHHOCTH OpraHU3al[uM KaJpOBOM
paboThI.

2. Ha ocHoBe KBanu(YKalMOHHOW XapaKTePUCTUKU DPYKOBOZAUTENs KaApoBoul ciyxob, YCOP/,
TpynoBoro Kojekca ¥ TpeDOBaHMM MHBIX HOPMATHBHBIX W METOAMYECKHUX JOKYMEHTOB
pa3pabortaiite 1 opopmute ripoekt [TosoxkeHus: 06 otjene kagpos 3A0 “Beimren”.

3. Ha ocHoBe KBanmM(MKALMOHHBIX XapaKTePUCTUK pabOTHWKOB KaJpoBoi cCimyx0bl, YCOP/]
pa3paboTaiiTe MpOeKT [JO/DKHOCTHOM MHCTPYKLMM OJHOTO W3 COTPYJHUKOB OTZesa KaapoB 3A0
“Boimrienn” 1 0popMuUTe ero B COOTBETCTBHU C YCTaHOBIEHHBIMU TPeOOBAHHUSIMU.

KOHTPOJIBHBIE BOITPOCBHI

—

[Nepeuncaure 3a7auu ¥ GYHKLUHM KaZPOBOU CITy’KOBI.

Kakuie 10KyMeHTbI peryiaMeHTHPYIOT paboTy C 1epcoHasoM OpraHu3aluu?

3. Ha ocHOBe, KakuxX [JOKYMEHTOB pa3padaThIBAalOTCS TIONOXKEHWe O KaJpoBOM Ciykbe W
JIOJDKHOCTHBIE UHCTPYKLIMU ee COTPYHUKOB?

4. KakoBa CTpyKTypa TEKCTOB IT0JIOKEHHSI O KaJ[pOBOM CTy>KOe ¥ JO/DKHOCTHOW MHCTPYKIAKN?

5. Korpa nonoxxeHue o KazpoBoi ciy>xkbe rpuobperaer opujuueckyto cuiy? Korga oHo Tpebyet
niepepaboTKu?

6. Ilepeunciure obiye TpeboBaHUS K 0OPMIIEHUIO OPraHU3aLMOHHBIX JOKYMEHTOB.

N

NCTOYHUKU

TpynoBoit kojekc Poccutickoii @epepauuu ot 30.12.2001 Ne 197-®3. TIpunsT
T'ocynapctBenHoit ymoii 21 gekabps 2001r. (B pea. ot 29.12.2010) // [DnekTpoHHBIN pecypc]. — M.,
2019. — Pexxum pocrymna:http://www.consultant.ru.

YHauduimpoBaHHas cucteMa OpraHu3aljMOHHO-PacHopsfUTeTbHON JOKyMeHTaL[1H.
YuudurypoBaHHble (HOpMbI, WHCTPYKLIMA UM MeTOAWYeCKWe Marepuasnbl T0 MX TPUMeHeHHO.
M.1982 // // [DnekTpoHHBIi pecypc]. — M., 2019. — Pexxum foctyna:http://www.consultant.ru.
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KBanupuKalMOHHBIN CIIPAaBOYHUK [JO/DKHOCTE pyKOBOZAUTENIeH, CreLUaJuCcTOB U C/y’KalllkX.
M., 2002// // [9nekTpoHHBIN pecypc]. — M., 2019. — Pexxum goctyna:http://www.consultant.ru.

JINTEPATYPA

'noroBa C.A. IlpodeccroHanbHbIM CTaHAAPT CIIELMaIMCTa 10 yIpaB/ieHHI0 epcoHaJoM B
JlesiTeIbHOCTH KaZIpOBOM CJy»KObI [DsiekTpoHHBIN pecypc] / 'moroBa CBetniaHa AsiekcaHgpoBHa; C.
A.T'notoBa // YripaBneHue AOKyMeHTallel: TMpOIJioe, HacTosimee, Oyaymjee : Matepuansl I1I-eit
MexxayHap. Hay4.-1ipakT. KoH}., nocBsiy. namatu npod. T. B. KysnerjoBoii, Mocksa, PI'TY, 23-24
mapta 2017 r. / M-Bo obpa3oBanus u Hayku Poc. @eneparyn, Pesep. roc. O0PKeT. YUPEXK. BBICIII.
obpazoBanust "Poc. roc. rymaHuTapHbii YH-T", WcT.-apx. uH-T, Pak. [AOKyMEHTOBeJeHWs |
TeXHOTPOHHBIX apX., Kad. nokymeHroBeseHus. - Mocksa : Tepmuka.py, 2017. - C. 451-457. - Pexxum
npocryma : http://elib.lib.rsuh.ru/elib/000013004.

KykaprHa FO.M. CoBpeMeHHble OpraHU3allMOHHbIE U perjlaMeHTHble 10KYMeHTbI: GYHKLWU U
pasHoBuHOCTH // BecTHuk PITY. 2016. Ne2. [OnekTpoHHbIM pecypc]. — M., 2019. — Pexxum pocTymna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf.

[MaBnoBckasi, O. FO. TIpaBoBoe obecrieyeHre KaJpOBOTrO [eJIOTIPOM3BOZCTBA @ ydeOHOe
nocobue gy By3oB / O. FO. IlaBnoBckas. — Mocksa : M3gatensctBo FOpaiit, 2019. — 213 c. —
(Beiciiee obpa3oBanue). — ISBN 978-5-534-11565-9. — Tekct : snektpoHHbiii / OBC HOpaiirt
[caiiT]. — URL: https://urait.ru/bcode/445662 (mara obparmenus: 30.11.2019).

MaTepI/IaJIbHO-TEXHI/l‘IECKOE o0ecrnieueHne 3aHATHSA:

TpynoBou kogekc PO

YCOP[

KBanndukalmoHHbIe XapaKTePUCTUKA PAOOTHUKOB KaJJpOBOM CITy>KObI
Kowmruiekt fokymentos 3A0 “Beimmen”

PN

TEMBI 3-7 (10 u.). IOKYMEHTHUPOBAHME KAJIPOBO JIEAATE/IBHOCTH
3AJIAHUSI:

1. V3yunre 3aKoHO/|aTe/ibHble TpeOOBaHUSI K COZIepP)KaHUI0 U OOPMJIEHUIO TPY/I0OBOrO JIOTOBODA.
[ToaroToBbTe MPOEKTHI JOKYMEHTOB TI0 ITpUeMy Ha paboTy.

2. IToAroToBbTeE MPOEKTHI JJOKYMEHTOB I10 TIepeBo/ly Ha JIpyryro paboTy.

3.ITogroToBeTe MPOEKTHI [JOKYMEHTOB O TIpeJOCTaB/AeHUH OTIyCKa, IPOeKTbl [JOKYMEHTOB O
KOMaH/JUpPOBaHUU PabOTHUKA

4.IToarotoBbTe TPOEKTHI AOKYMEHTOB O TIOOMIPeHHMM PabOTHHMKAa W TIPOEKThI [OKYMEHTOB O
BbIHECEHUU JJUCLIMTUIMHAPHOTO B3bICKAHUS.

5.IToAroTOBBTE MPOEKTHI JOKYMEHTOB 00 U3MeHeHUH (paMuIiu pabOTHUKA U TIPOEKTHI JOKYMEHTOB O
pPacToOpKeHUU TPYZI0BOTO J10rOBOPA.

YKA3AHWS T10 BBRITIOJTHEHUFO 3ATAHUIA

1. Ha ocHoBe MarepuasioB [e/IOBOM Wrphl (CrpaBOYHbIe JaHHble O pabOTHUKEe) M TpebOOBaHMIA
TpynoBoro Kozjekca TOATOTOBUTH TPYZOBOW [JOrOBOpP C paboTHUKOM, odopmHTe TIpHKa3 o
npvemMe paboTHWKA Ha paboTy (CTyZeHTbl MOTYT COCTaBUTh TpHKa3 IO OOIMM IpaBUiam
oopM/eHHsl TPUKa30B WM BOCMO/b30BaThCsl yHU(ULMPOBaHHOM (opmoil T-1). 3anosHUTH
JInuHyto KapTouky paboTtHuka (dpopmy T-2.) OripefesiuTh COCTaB JOKYMEHTOB, MUCIIO/Ib3YEMbIX U
CO3ZIaHHBIX TIPU MprieMe Ha paboTy, KoTopble GOPMHUPYIOTCS B TMYHOE Zie/i0 pabOTHHKA.

2. Wcnonb3ys MaTepuanbl [efi0BOM Wrphl (CrIpaBOUHbIe [aHHble O pabOTHWKe) W yUuUTbIBas
TpeboBanusi TpynoBoro Kozekca ohopMHUTH TiepeBOf pabOTHHMKA (IO €ro WHUIMAThBE U TI0
VHULIMAaTUBe DPYKOBOJUTE/s] CTPYKTYPHOTO TMoOfpa3fiesieHus) Ha /Jpyryro paboTy B TOM ke


https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
http://elib.lib.rsuh.ru/elib/000013004
http://www.consultant.ru/
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opranusaiu. CocTaBUTh 3asiBeHUe, IpeJCTaBjeHue, yBeJOM/eHHe U O(QOPMUTL TMpHKa3s o
repeBoJie pabOTHUWKAa Ha Apyryi pabory (Mo obimmM rpaBuiaM OhOpM/IeHUs TPHUKA30B WU
BOCII0/1b30BaThCs yHU(ULMpoBaHHOU (opmoii T-5). BHectn faHHble B JIMUHYIO KapTOUKy
pabotHuka (popmy T-2.) OnpefenuTb COCTaB JOKYMEHTOB, WCIO/b3yeMbIX U CO3[aHHBIX TpU
riepeBOZie Ha JIPyTyo paboTy, KOTopbie GOPMHUPYIOTCS B JIMUHOE /lei0 pabOTHHKA.

3. HWcxojs W3 MaTepuasioB Je/iOBOM Urphbl (CIipaBOUHbIe JaHHble O paboTHHKe) , 0hOpPMUTH
e)KeroJjHbIi Ouepe/IHON OTIaYMBaeMbIi OTIYCK M OTITYCK 0e3 coxpaHeHHs 3apabOTHOM I/IaThl.
CocraBuTh TpapuK OTITyCKOB, O(POPMUTH TpPHUKa3 O TIpeAoCTaB/ieHUHd OTIycKa (1o obumm
npaBuiaM O(OpM/IeHUs] MPUKA30B WM BOCMO/Ib30BaThCs YHUGUIMPOBaHHOW (opmoii T-6) .
BHectu fjaHHbIe B JInuHy0 KapTouKy paboTHuka (popmy T-2.).

Vcrone3yst MaTepuasibl 1e/I0BOM WUIPbl (CTIpaBOYHBIE /JaHHBIE O pabOTHHKE) TTOATOTOBUTH TIPUKa3
O HarpaB/ieHuM pabOTHMKAa B KOMaHAMPOBKY (M0 0OIIMM TpaBuiaM OQOpM/IeHHUsl TTPUKA30B WU/U
BOCII0/1b30BaThCsl YHU(PULIMPOBaHHOM Gopmoii T-9).

4. UVcnonb3ys Matepuarsbl [1e/I0BOM WUIphl (CrIpaBOUHbIe aHHbIe 0 pabOTHHKe), 0(OPMUTDL MPHKa3 O
nootpeHny paboTHUKa (10 oOUM TipaBW/iaM O(OpPM/IEHHs TMPHUKA30B WM BOCIOIb30BaThCS
yHu¢upoBaHHoM popmoii T-9). BHecTu faHHbIe 0 TIOOLpeHKH B JINUHYIO KapTOUKy pabOTHHKA
(¢popmy T-2.). Onpesenutb cocTaB JOKYMEHTOB, MCO/b3yeMbIX NIPU O(OPMIEHUU MOOLIPeHUs,
KOTOpbIe (POPMHUPYIOTCS B TMUHOE /ie/io pabOTHUKaA.

Ha ocHOBaHMM MarepuaiioB [1eIOBOM WIPbl COCTaBUTh OOBSICHUTENBbHYIO 3allCKy O
JUCLIMTUIMHADHOM TIPOCTYTIKe, AOKIaJHYI0 3aluCcKy O HapylleHWd TPYJOBOM AUCLIMIUIMHEI,
NIpYKa3 O HaJ0)KeHUM [JUCLIUTIZIMHAPHOTO B3bICKAHUSI.

5. HWcronb3ysi Marepuasbl [IeJIoBOM Wrpel  (CripaBOYHbIe JlaHHble O paboTHHKe) 0¢OpPMUTH
TpeKpallieHre TPYZOBOTO ZI0TOBOPA I0 MHHUIMATHBe pabOTHHKa, 10 MHHUIMATHBe paboTozarers,
1o oOCTOsITe/ILCTBAM, He 3aBUCAIIMM OT BOJM CTOPOH. OrpejenuTb COCTaB [OKYMEHTOB,
KOTOpbIMM OopmisieTcsi Kaxkziass cutyauus. OgopMuTh NpUKa3 O MpeKpalleHuMW JeilCTBUs
TPyZAOBOro foroBopa (1Mo oOImyM rpaBuiaM O(OpM/IeHHs TPUKA30B WKW BOCIIOIb30BaThCs
yau¢unypoBanHord ¢opmoii T-8). BHect faHHble 00 yBo/mbHeHHMM B JIMUHYHO KapTOUKY
paborHuka (popmy T-2.). Onpenenutb cocTaB AOKYMEHTOB, WUCIIOJb3yeMbIX NMPU OGOpMIeHUN
YBOJIbHEHUSI, KOTOPble () OPMUPYIOTCS B JIMUHOE /lei0 pabOTHHKA.

CocraBbTe MPOEKT IpuKasa 00 u3MeHeHWH (aMWINH, TIPUBEAWUTE BO3MOXXKHbIE OCHOBAHUS IS
W3/IaHKS TaKOTO TIpHKa3a.

KOHTPOJIBHBIE BOITPOCHI:

—

BhiiesiuTe OCHOBHBIE JOKyMEeHTUpYyeMble 3a/laur KaJJpOBOii /lessTe/TlbHOCTH.

2. OxapakTepu3yiTe CTPYKTypy TeKCTa TpPYAOBOTO [OTOBOpA, II€PEUHCIUTe CYI[eCTBeHHbIe
T0JIO>KeHHsI TPYZ0BOTO ZIOrOBOpa.

3. SBnsroTcs v yHUGULMPOBaHHbBIE (OPMBI 00sI3aTe/TbHBIMU ?

4. Ha ocHOBe TpebOBaHMII K TPYJOBOMY [IOTOBOPY, ONpEAEIUTb TMOPSJOK O(hOpPMIEHUsS
JIOTIO/THUTeTLHOT'O COTJIallleHus (M3MeHeHUsI K TPYI0BOMY JIOTOBOPY).

5. Kakumu TpeboBaHMSMU [JOJDKHA PYKOBOZCTBYETCSI KaJIpoBasi CTy>K0a Tipy 0(hOpMJIEHUH TTPUKA30B

B TeKCTOBOU (opme?

NCTOYHUKU

TpynoBoii kogekc Poccuiickoit depepariuu. [Tpunsat IN'ocyaapctBerHoi Jymotii 21 mekabpst
200lr. . ( ¢ w3m. u pgom.) // [DnekTpoHHBI pecypc]. — M., 2019. - Pexum
nmocryma:http://www.consultant.ru.

YuuduimpoBaHHbie (GOpPMbI MEPBUUHON yueTHOW [JOKyMeHTaldu T0 YyueTy TpyJa U ero
OT/IaThI. 4q.1. M.,2004// /I [DnektpoHHbii pecypc]. — M., 2019. - Pexum
pocrymna:http://www.consultant.ru.
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OO61iepoccuiickuii  KnaccupukaTop mnpodeccuii paboumx, AO/DKHOCTEM CIy)KaluX |
tapudHbix pa3psgoB OK 016-94. M.: Muntpys Poccum, 1995. //// [DnekTpoHHBIM pecypc]. — M.,
2019. — Pexxum poctyna:http://www.consultant.ru.
O61epoccuiickuii Kaaccudurkatop uHbopMaiuu o Hacesenud OK 018-95. M.: MuHTpy [
Poccum, 1996 //// [DnexTponHsIii pecypc]. — M., 2019. — Pexxum foctyna:http://www.consultant.ru.
O61epoccuiickuii KnaccupukaTop yripaBjieHueckoi gokymeHTauuu OK 011-93. M. :
Foccrangapt Poccun, 1994 /l [DnexkTpoHHBId pecypc]. — M., 2019. — Pexum
nmocrymna:http://www.consultant.ru.
Obrmepoccuiicknii KacCUpUKaTop crierpiaabHocTel 1o obpasoBanuto OK 009-93. M. :
l'occranpapr Poccuum, 1995 //// [DOnektponnwii pecypc]. — M., 2019. - Pexum
jocryna:http://www.consultant.ru.

JINTEPATYPA

Abynagze, [. I'. JokymeHTallMOHHOe obecrieyeHHe YIIpaB/ieHUsi TIepCOHANIOM : yueOHUK U
MPaKTUKyM [/l akajemMuueckoro OakamaBpuata / [I. I'. AGynazmze, U. b. BempsbkkuHa, B. M.
MacnoBa. — Mockga : U3garensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AKajjieMAYeCKU KypC).
— ISBN 978-5-534-00875-3. — Tekcr : snektponHsIi / DBC FOpaiit [caitt]. — URL: https://urait.ru/
bcode/433411 (mara obpaienusi: 30.11.2019).

Kazposoe penonpoussozcTso: HaunHaem ¢ Hynsa. Ayaut csoumu cunamu / 11.B. XKypasinesa,
M.B. )XypaBneBa. - 2-e u3g. - Mocksa : HUL] UH®PA-M, 2014. - 184 c.: 60x88 1/16 + ( Jom. mar.
znanium.com). - (ITpocto, KpaTKO, ObICTPO). (0) ISBN 978-5-16-008986-7 - TeKCT : 3/1eKTPOHHBIN. -
URL: https://new.znanium.com/catalog/product/417566 (mara obpaienusi: 30.11.2019)

MaTepl/laﬂbHO-TEXHH‘IECKOG o0ecrieyeHue 3aHATHSA:

TpyznoBoii kozekc PO.

YuupumpoBaHHble (pOPMbI IEPBUUHOM YUETHOU JOKYMeHTaL[|H.

Marepuarnbl /1e/10BOM WIphl, CoJep)Kalljie CIIPaBOYHBIM JaHHble 0 pabOTHHKe, WH(POPMALIMIO O ero
TPYZOBOH ZleSITe/IbHOCTH.

O61iepoccuiickue KiacCU(UKaTophl.

Tema 8 (2 u.) TPYTOBASI KHIDKKA

3SAJAHUA

1. IIpoanammusupoBatk Tpyzosou kogekc P®, [IpaBuna BefieHNss U XpaHeHUsI TPYAOBBIX KHIDKEK,
VHCTPYKLMIO T10 3all0JIHeHUIO TPY/JI0OBOW KHW)KKHU. BBISICHUTBH MpaBu/ia 3aBefleHHst U MOPS0K
BeJleHUsI TPYIOBBIX KHIDKEK.

2. 3anonHuTh O71aHK TPYAOBOM KHMXXKU CBeZIeHHUsSIMU O paboTe 1 YBOJIbHEHUH.

3. TlpoaHanu3upoBaTh TMpPeAJIOKEHHbIe KOMHWK TPYAOBBIX KHIDKEK, OOBSICHUTH OMIMOKH B
oopMJ/IeHNH U BeJleHHUH.

4. 3apeructpupoBaTth 0()OPM/IEHHYIO TPYZOBYHO KHUKKY.

YKA3AHWSA T10 BBITIOJTHEHWIO 3ATAHUIA

1. Wsyunts TpygpoBou kopekc P®, IlpaBuna BefeHWs U XpaHeHUS TPYZOBBIX KHIKEK,
VMHCTPYKLMIO 10 3alI0/THEHUIO TPY/OBbIX KHIXKEK .
YcTaHOBUTE:
-3aKOHO/|aTe/IbHble M HOPMAaTHBHbIE TIOJIOKEHUSI O CTaTyce TPY/JOBOW KHIKKe, TOpsiJKe ee
odopmIieHHsl U Be/leHHsI;
- HOpMaTHBHbIe TpeOoBaHUs 0 AyO/IMKaTe TPYA0BON KHUXKKH;
- HOpMaTHBHbIe TPeOOBaHUS O BKJIAJIbIIIE K TPYAOBOM KHIDKKE.


http://www.consultant.ru/
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2. Wcnonb3ysa mnpeAsiokeHHble MaTepuasjbl [leJIOBOM WIpbl W MaTepuaabl 3aHATUH O
JIOKyMEeHTHPDOBAaHUW TpHYeMa, IepeBo/ia, YBOJIbHEHUSI BHECTH COOTBETCTBYIOLME 3alucU B
TPY/IOBYIO KHIXKKY.

3. V3yuuTh Tipe/jio’keHHble KOMWU TPYJOBLIX KHIKEK, BbISBUTb OIIMOKKM B OGOpMIIEHUH U
WCTIPABJIEHUSIX Ha TUTYJIBHOM JIMCTe, B paszerne «CBefeHus o pabore».

KOHTPOJIBHBIE BOITPOCBHI

1. B Kako# CpoK [o/KHA OBbITH 3aBefieHa TPYZAOBasi KHIDKKA MPH TIOCTYTUIeHHH paboTHUKA Ha paboTy
BIlepBble?

2. B Kakux ciydasix KaJpoBas CJTy>kOa MMeeT TpaBo BbIAATH JyO/IMKAT TPYJOBOM KHIKKH?

3.B Kakoii CpoK 1ocjie yBo/ibHeHHs1 pabOTHUKY BbIJJaeTCsl TPYA0Basi KHKKaA?

4. Kak oopmisieTcst Bbljaua BK/Ia/iblllia K TPYJ0BOM KHIDKKe?

5. Kakoe CTpyKTypHOe To/ipa3/ie/ieHre OpraHu3aliiid XpaHUT 6J1aHKU TPYZOBBIX KHIKEK U BK/IabIIei
K HUM?

6.Kak rcnpaBuTh 0M6KH, 06Hapy>KeHHbIe Ha TUTY/ILHOM JIMCTe TPY/J0BOM KHWKKHU?

7.Kak ucrpaBuTh OMOKH, 0OHapy>KeHHbIEe B 3aro/iHeHUH pa3zena «CBefieHust o pabore»?

NCTOYHUKU

TpyaoBoit kogekc Poccuiickoit ®efeparyu. [TpuHaT rocygapctBeHHol Jlymoit 21 mekabpst
2001r. // [DnexkTpoHHBIN pecypc]. — M., 2019. — Pexxum foctyna:http://www.consultant.ru.

[TpaBua BefieHUs1 U XpaHeHHUsl TPYAOBbIX KHIKeK. (yTB.IlocTaHoBneHuem [paBuTe/ibCTBa
P® or 16 ampens 2003 r. Ne 225 // [OnektpoHHblii pecypc]. — M., 2019. — Pexum
nmocryrna:http://www.consultant.ru.

VHCTPYKLKS IO 3ar0/IHEHUIO TPYZAOBBIX KHIDKeK (YTB. [locTaHOBNneHMeM MuHUCTepCTBa Tpya

U couuanbHoro passutus Poccuiickoit ®epepaiu ot 10 okrsibpsi 2003r.). 3aperucrpvpoBaHa
MumnwucrepctBom toctuiun Poccuiickoii @epeparun 11 HosiOpst 2003 1. Ne 5219. // [OneKTpoHHBIN
pecypc]. — M., 2019. — Pexxum poctyna:http://www.consultant.ru.

JINTEPATYPA

I'noroBa C.A. TeHeHLMM pa3BUTHSI KaZpOBOTO ieJIOTIPOM3BO/ICTBA B PaMKax
riporpamMmebl "LudpoBasi skoHOMUKa" [DeKTpoHHbIM pecypc] / I'notoBa CBeTsiaHa AJieKCaH/IPOBHA;
CeetnaHa A. I'notoBa // YnipaB/jieHre JOKyMeHTaMH B LIM()pOBOI 3KOHOMHUKe. - Mocksa : PI'TY, 2019.
- C. 98-103. - Pexxum foctyna : http://elib.lib.rsuh.ru/elib/000013245.

KazapoBoe genoriponsBosicTBo: HaunHaeM ¢ Hyns. Ayaut cBoumu cuniamu / V1.B. XKypasrnega,
M.B. )XypagsneBa. - 2-e u3j. - Mocksa : HUL] UH®PA-M, 2014. - 184 c.: 60x88 1/16 + ( domn. mar.
znanium.com). - (ITpocto, kpatko, 6bicTpo). (0) ISBN 978-5-16-008986-7 - TeKCT : 3/IeKTPOHHBIN. -
URL: https://new.znanium.com/catalog/product/417566 (gata obpamenus: 30.11.2019)

[MaBnoBckasi, O. FO. TIpaBoBoe obecrieyeHre KaJpOBOTrO [eJIOTIPOM3BOZCTBA @ ydeOHOe
nocobue fys By3oB / O. FO. IlaBnoBckas. — Mocksa : M3gatensctBo FOpaiit, 2019. — 213 c. —
(Beiciiee obpa3oBanue). — ISBN 978-5-534-11565-9. — Tekct : snektpoHHbiii / OBC HOpaiir
[caiiT]. — URL: https://urait.ru/bcode/445662 (marta obparmenus: 30.11.2019).

MarepuaibHO-TeXHHYeCcKoe o0ecrieueHrue 3aHATHA:
VHCTPYKLKS 10 3alI0JIHEHHUIO TPY/I0BbIX KHIDKEK
[TpaBuna BeZileHUs U XpaHeHUs! TPYIOBbIX KHIDKEK
BnaHKM TPyOBBIX KHUKEK

[TpyMephI 3aro/IHeHHbIX TPYAOBBIX (KHIKEK C OLIMOKaMK)

Tema 9 (2 u.) CUCTEMATU3AIINS TIOKYMEHTOB KA/IPOBOU CJ/TY)XBBIL.
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3AIAHUS

1. TIpoaHanu3upyiTe HOMEHK/IATYpy Jes KagpoBoi ciyk6b1 3A0 “Beimmen”.

2. CocraBbTe IIDOEKT HOMEHK/IATypel Jen otfena Kagpos 3A0 “BeimMnen” Ha cefyrolumn
KaJIeH/IapHbIW T/,

3. TlpoaHamm3upyiiTe TpeOoBaHMe 3aKOHOZAATENBHBIX M HOPMATHUBHBIX JOKYMEHTOB K COCTaBy
JIOKYMEHTOB JIMYHOI'O Jiefa.

4. CdopmupyiiTe nuuHOe Aeno coTpyAHuMKa 3A0 “BeiMmen” M COCTaBbTe BHYTPEHHIOK OIUCh
JIOKYMEHTOB JIMYHOI'O Jiefa.

YKA3AHWS T10 BEITIOJTHEHUO 3ATAHUIA

1. C yuerom TpeOOBaHMI HOPMAaTUBHBIX AOKYMEHTOB MpOaHA/IU3UPyWTe HOMeHKnatypy aen 3A0
“BeiMries1”, oripefiesisisi ee BUJ, KIaCCU(PUKAIIMOHHYIO CXeMy, 0COOEHHOCTH (OpPMyIUPOBaHUS
3aro/IOBKOB, HCTOUHWMKA U TpPaBUIbHOCTb YCTaHOB/IEHUSI CPOKOB XpaHeHus. Omnpejenvre
repexojsiiue feya, BKIHOYeHHbIe B 3Ty HOMEHK/IaTypy.

2. Ha ocHoBe TpeboBanuii OCHOBHBIX TIpaBW/I pabOTbl apXHWBOB OpraHU3aldii U TUIIOBOTO TepeyHs
yIpaBeHUeCKUX JOKYMEHTOB CO CPOKaMHM XPaHEHMs] COCTaBbTe MPOEKT HOMEeHK/ATypsl Aen 3A0
“BoiMrien” Ha cleAyrolldd KajneHZapHbid Tof. [IpoekT odopMuTe B COOTBETCTBUU C
YCTaHOBJIEHHBIM TOPSIAKOM.

3. W3yuuts Yka3 [Ipe3ugenra P® Yka3 [Ipe3ugenta Poccuiickoit @egepariyu ot 30 masi 2005 r. Ne

609 «O mnepcoHaNbHBIX [aHHBIX TOCYJapCTBEHHOIO TIPa)KJaHCKOro Cjykauero Poccuiickon

defepaliid ¥ BeJileHUM €ro JWYHOro jena» W3yuutb p.8 TumoBoro rmepeuHsi yripaB/ieHUeCKHUX

JNOKYMEHTOB U OTIPe/Ie/IUTh COCTaB JJOKYMEHTOB JINYHOTO [ejia pabOTHHKaA.

4.Vcrionb3yst AOKyMeHThI, pa3paboTaHHble Ha TPeJbIAYIIUX 3aHATUSX, CHOpPMHUpYWTe JTMUHOe [eso

pabOTHHKA C Y4eTOM yCTaHOBJIEHHbIX HOPMaTHBHBIX TpeOoBaHWA. st cOPMHPOBAHHOTO JIMYHOTO

Jleria CoCTaBbTe BHYTPEHHIOIO OIKUCh JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

—

KakoBo Ha3HaueHWe HOMEHK/IATyPhI /Ie/T B KaJ[pOBOH C1y»xbe?
KakoBbl TpeGoBaHusi K (OPMY/JHUPOBKE 3arojiOBKOB  /IOKYMEHTOB TIO JIMUHOMY COCTaBy B
HOMEHK/IaType en?

3. Tlepeuncnure COCTaB JOKYMEHTOB JINYHOTO /leia pab0THHKA; rOCYJAPCTBEHHOTO CITy>Kallero.

4. Kak orpe/iesisiFOTCsl CDOKY XpPaHEHHs Ka/IPOBBIX JOKYMEHTOB?

5. Kakas ciiyxba B opraHM3aLiuv o/pKHa pa3paboTaTe HOMEHK/IATYpy e KaZpOBOM CITy>KObI?

6. Kakrie 0c0OEHHOCTH XapaKTePHBI /i1 HOMEHK/IaTyphbl Ie/T KaZIpOBOU CITy’>KObI?

N

NCTOYHUKNU

Yka3 Ilpe3upenta Poccutickoii ®@egepaiyu ot 30 mast 2005 1. Ne 609 «O mnepcoHa/bHbIX
JIJAHHBIX TOCYZApPCTBEHHOIO TpakJaHCKOro ciyskailero Poccuiickodi defepal ¥ Be/leHUM €ro
JIMYHOTO Jlena» // [DnekTpoHHbIM pecypc]. — M., 2019. — Pexxum poctyna:http://www.consultant.ru.

IMTpuka3 PocapxuBa ot 23.12.2009 N 76 "OO6 yTBep)kaeHNM MeToanuecKnx peKOMeHZALUi
rno pa3paboTke WHCTPYKLMH IO /Ie/IONPOM3BOJCTBY B (eZiepasibHbIX OpraHax HCIIOJIHUTeTbHON
BjacTu'"//[DneKTpoHHbIN pecypc]. — M., 2019. — Pexxum foctyna:http://www.consultant.ru.

[TepeueHb TUIIOBBLIX YIIpaB/eHUECKHUX apXUBHBIX JOKYMEHTOB, 00pa3yroLuXcsi B TIpoLiecce
JlesITe/IbHOCTU TOCYZ.apCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYyIpaB/eHWsl U OpraHu3alyi, C
yKa3aHueM CpPoKOB xpaHeHust. M.,2010// [DnekTponHsiii pecypc]. — M., 2019. — Pexxum goctymna:http://
www.consultant.ru.
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JINTEPATYPA

boikoBa T.A. JloKymeHTal[iOHHOe obecriedyeHue yripaB/ieHUs1  (Je/I0TIPOM3BOZCTBO)
[SnekTponHbIN pecypc] : yuebHoe mocobue / T. A. BrikoBa, T. B. Ky3HeroBa. - 2-e u3f., mepepab. u
gon. - MockBa : Wnadpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

MaTepI/IaJIbHO-TEXHI/l‘IECKOE ob0ecrnieueHne 3aHATHSA:

MeToanueckre peKoMeHJalWi M0 pa3paboTKe WHCTPYKLMH T0 /Ie/IOTIPOM3BO/CTBY B (hefieparmbHBIX
OpraHax MCMOJHUTeTbHOW BJIACTH.

Kowmruiekt fokymentoB 3A0 “Beimrien”.

[lepeueHb TWMOBBIX YIIPAaBJeHYECKUX APXMBHBIX [JOKYMEHTOB, 00pa3yromuxcsi B IpoLjecce
JlesiTeIbHOCTU TOCy/lapCTBEHHbIX OPraHOB, OPraHOB MECTHOIO CaMOyTMpaB/eHWsl U OpraHu3alui, C
yKa3aHHeM CPOKOB XpaHeHWUsI.

9.2 MeTtoauuecKue peKOMEeHAALMH 10 MOAT0TOBKe MMCbMEeHHbIX padoT

B paszen B/IoYeHbl TpeOOBaHUS K TOATOTOBKE, CO/IePKaHUI0, U 0(OPM/IEHUIO MTUCbMEHHBIX
paboT TpeayCMOTpeHHBIX yueOHBIM I7IaHOM WM pabouei mporpammoi (KypcoBas paboTa, 3cce,
pedepar, foknaz u T1.a1.). [Ipy Hanuuuu KadenpaabHbIX WM (aKyJbTeTCKUX PeKOMeHJalUi 10
MO/JITOTOBKe TMCbMEeHHBIX paboT pa3zgen Bkitoyaercss B PIIJ] 1o ycMOTpeHMIO TiperiojjaBaTesisi -
COCTaBUTeETIS.

B [aHHBIN pa3zen Mbl BK/IFOUMIM PeKOMeH/Ial[uM K MO/Ir0TOBKe, COZiep>KaHUI0 U 0(hOpMIIeHUI0
MMUCbMEHHBIX paboT, TpefyCMOTPeHHbIX yueOHBIM TJIaHOM WM paboueil mporpamMmMoi (KypcoBast
pabora, scce, pedepar, Aoknas U T.1.). Takum ob6pasoM, peKOMeHJalMy OTpaXkaroT o0Iue
TpebOBaHMs K MMCbMEHHOM paboTe, TpeOOBaHUs K ee cofiepKaHuio, 00beMy U CTPYKTYpe.

[MucbmeHHasi pabota siBiseTcsi ¢opMOlM OpraHu3aljiM HAayuyHOrO Marepuana, OTpa’karollei
JIOTUKY WCCHefoBaHMs, obecreunBaroiield eJMHCTBO W B3aMMOCBSI3aHHOCTh BCEX 37IeMEHTOB
cogepxanusi. CTPyKTypa MarucTepCckoi paboThl O/KHA COOTBETCTBOBATh KPUTEPHUSIM 11eJIOCTHOCTH,
CHCTEMHOCTH, CBSI3HOCTH M COPa3MepHOCTH (COOTBeTCTBUSI 0OBbeMa (hparMeHTa TeKCTa ero Hay4HOU
€MKOCTH).

[lpu BBIOOpE Ha3BaHUsA pabOTHI CjieflyeT TIOMHUTb, UTO OHO [O/DKHO OBITh SICHBIM,
6ubsmorpadyeckd TOYHBIM, COJep)KaTelbHO OfpefeneHHbIM, TPOOIeMHbIM, KOMITAKTHbIM MU
JIUTepaTypHbIM.

Ob6s3aTeNlbHBIMU  CTPYKTYPHBIMH  3/IEMEHTaMM TTMCbMEHHOW paboThl SIBJISIOTCSI  BBe/leHUe,
OCHOBHasl YaCTh, 3aK/TI0ueHre 1 6ubmorpaduyeckrii CIMCOK/CMCOK UCTOUHUKOB M JIUTEPATYPHI.

PaboTbl MOTYT BBLITMIOMHATLCSI B pa3HbIX jKaHpaX. M ciefyeT W3HaualbHO OMpeAeIUTb 3TOT
aHp. OpHO [fefo, eciu TOTOBUTCS y4eOHbIM TekcT. OH [JO/DKEH TIPOJEMOHCTPHPOBAThH HaIly
KBaJTM(UKALMI0, COOCTBEHHO MCC/Ie/loBaTe/IbCKUe pe3y/bTaThl TaM KesaTesbHbl, HO He 00si3aTe/bHbI.
Jlpyroe - ecmy peub HET O CaMOCTOSITE/ILHOW HCCJIe/[oBaTe/bCKoi paboTe, KoTopasi obpaieHa K
npodeccroHanaM. TpeTbe - eC/M Mbl 3ayMalyd TaK Ha3blBaeMbIM HayUHO-TIOMYJISIPHBIN TeKCT,
KOTOPBIY a/JpecoBaH He TOJIBKO TpodeccroHanbHOM, HO 1 6osiee IMPOKOW ayIUTOPHH.

Ob6yuaroiuiicsi  /0/DKeH TIPO/IEeMOHCTPHMPOBaTHL B KOHTPOJbHOM  paboTe  BrajeHue
TEPMUHOJIOTUUECKMM  allapaToM  MeXAWCLMIVIMHAPHOCTH, 3HaHWe MeETOZ0B  COLMa/bHBIX,
IryMaHUTapHbIX, eCTeCTBeHHOHAyUHBbIX [WUCLUIUIMH, TIpPUMEeHsieMbIX B HCTOpUOrpaduueckond u
VCTOYHMKOBeIUeCKor mpakTuke. [Ipy 3TOM aKTHBHO WCHO/b3YIOTCS MOMyYeHHble B X0 OCBOEHMS
JUCLIATUTMHBI 3HAHUST MEXXIUCLIMTUIMHAPHBIX TI0/IX0Z0B, UCTIOMb3yeMbIX B UCTOpHOTrpaduu n3yuaemoi
TeMbI ¥ PO/JICTBEHHOM eii mpob/ieMaTHKe.

CrpykTypa paboThl 10/KHa COOTBETCTBOBATh YTBEP)KAEHHOMY pykoBojuTesiemM BKP minany u,
KaK IIpaBU/IO, COCTOATh M3 C/eAYIOLMX uacTel: TUTY/JIbHOTO JIMCTA, OIJIaB/IeHUs, BBeJeHus,
o0o03HaueHW W COKpalleHui (Tpu HeoOXOAWMOCTH), OCHOBHOW dacTu (ryiaB U maparpados),
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3aK/TIOUeHHs], CITUCKA MCTI0/Ib30BAHHOM JIMTepPaTypbl M UCTOYHUKOB, TIPU/IOYKEHHH, BCIIOMOTaTeIbHBIX
yKazaTesieu (ipu He00X0UMOCTH), rpaduueckoi yacTu (WO CTpaLOHHBIN
Marepuasi/mipe3eHTarysi). O61uii 06beM AUTIOMHOM paboTel 6e3 npunoykeHnid —100 cTpaHULI.



29

[Ipunoxxenue 1. AHHOTaLUA
paboueii porpamMmmsbl AUCLUTTAHbI

AHHOTAIIMA PABOYEM ITPOT'PAMMGBI JICITATI/TUHBI

HOucuuruivHa «KagpoBoe fie/1onpon3Bo/ICTBO» peanu3yeTcss Ha (akysibTeTe apXUBOBeJeHUS U
JIOKYMeHTOBe/leHus1 KadeJpoil [JOKYMEeHTOBe/IeHHUs, ay/JHWOBU3yalbHbIX M HayYHO-TeXHUYECKUX
apX1BOB.

Ilesb AUCHMIUIMHBI: U3yUYeHre OCHOBHBIX IIPaBW/ OKYMEHTUPOBAHHSI TPY/OBbIX OTHOLIEHUI
B P® u opranusaimu paboTsl C JOKyMeHTaMHU T10 TMUHOMY COCTaBYy.

3agaum:

. O3HaKOMUTbL CTY/IEHTOB C OCHOBHBIMU IIPaBOBbIMH aKTaMu B cdepe  KaJgpOBOro
Jle/IONPOU3BO/ICTBA;

o CdopmupoBaTh KOMIUIEKCHOe TIpe/iCTaB/ieHhe O COCTOSIHUM COBPEMEHHOW CHCTeMbI
JIOKyMEHTaLMH T10 JIMUHOMY COCTaBY;

o [aTh XapakTepUCTUKY o00s3aTe/lbHbIM, YCIOBHO-00s13aTelbHBIM U PEKOMEHyeMbIM
JIOKyMeHTaM KaZIpOBOH CJTy»KObI;

o Onucatb 0COOEHHOCTH COCTaB/eHUS W OhOpPM/IEHHS JIOKaJTbHBIX HOPMATHBHBIX aKTOB,
perjiaMeHTUPYIOIIUX /IeATeIbHOCTH KaJIPOBBIX CITYKO;

. BLISIBUTE OCHOBHBIE JOKYMEHTHPYEMbIe 3a/lauM KaJIpOBOM CTyKOBbI;

o YcTaHOBUTE COCTaB JOKYMEHTOB MO OCHOBHBIM [JOKYMEHTHPYEMbIM KaJpOBbIM
rpoueaypam;

o [TowaroBo onvcateb MNOPSIAOK JOKYMEHTUPOBAHUS 3TUX NPOLEAYD;

o CdopmupoBaTh HaBbIKM COCTaB/AeHUsI U O(OPMJ/IEHUS] [JOKYMEHTOB T10 JIMUHOMY
COCTaBy;

. OOyuMTb OCHOBHBIM TeXHOJIOTHUECKUM TpreMaM Zie/IONPOU3BO/ICTBEHHBIX Orlepaljuii;

o O3HaKOMUTE C HOPMaMu W MpaBWIaMU CUCTeMaTH3alMM M XPaHeHUs JOKYMEHTOB II0

JTMYHOMY COCTaBY.

JucuuninHa HarpasJ/ieHa Ha ¢popMHUpoBaHUe C(JIeYIOIIMX KOMITeTeHLHIi:

¢ OIIK-2 - CriocobeH Haxo/WTh OpraHU3allMOHHO-YIIpaB/eHueckKue pellleHUs TpPU pellieHud
3ajau B chepe cBoeli podecCcuoHanbHOMU JesiTe/IbHOCTH;

¢ OIIK-3 - CniocobeH NpUMeHSITb TeOpeTHUeCKre 3HaHUs [ijisl pellleHus 0CTaB/IeHHbIX 3a/jau B
00/1aCTH JOKYMEHTOBe/IeHUSI Y apXHUBOBEZEHUS.

B pe3ynbmame u3syueHust OUCYUNIUHbl CmyoeHm 00AHCeH 3HAMb:

® COBPEMEHHYIO0 3aKOHOZATEe/JIbHYI0 YW HOPMAaTHMBHO-TIPABOBYIO 0a3y, peryiaMeHTUPYIOIIYIO
paboTy c KaZpoBol JOKyMeHTaLel;

® OCHOBHBIe 1TPO0/IEMBbI COBPEMEHHOT'0 Ka/IpOBOTO /IeIOTIPOM3BO/ICTBA;

¢ crieliuUKy KaJ[pOBOM JIOKYMEHTal[UM B FOCYJapCTBEHHOM U HEroCyZapCTBeHHOM cdepax;

® cocTaB 00s13aTe/IbHBIX JJOKYMEHTOB KaJ[POBOU CITY>KOBI;

® I0PSI/IOK JOKYMeHTUPOBAHKS KaZlpOBbIX MPOLe/lyp, CPOKU HU3/JjaHUsl IOKYMEHTOB;

* TpeboBaHMs K 0hOpMIIEHHIO JJOKYMEHTOB T10 TMYHOMY COCTaBY;

® TeXHOJIOTHIO PabOThI C JOKyMeHTaMU KaJpOBOM CJTy>KOBbI;

® TIOpsi/IOK BeJIeH!sI JIMUHBIX /lelT pA0OTHHKOB;

® [paBW/a CUCTeMAaTH3al[Mi U XpaHeHHs JJOKYMEHTOB I10 TUUHOMY COCTaBy.

B pe3ynbmame u3yueHusi OucyuniuHbl cmyoeHm 00aH#CeH yMemb:

® paboTaTh C HOpMaTHBHO-TIPaBOBO 6a30ii B chepe KaZipoBOro /le/I0NPOH3BO/ICTBA;

® IPUMEHSITH HOPMBI TPY/JOBOTO TIpaBa, Kacarowyecs: Kaf[pOBOM JOKYMeHTalliy, Ha MPaKTHKe;

® OpraHu30BbIBaTh paboTy Ka/ipoOBOM CTyKObI;

® COCTaBIATh ¥ 0)OPMJISTH JIOKA/IbHBIE HOPMATHUBHBIE aKThl Ka/[POBOM CJTYKOBI;

® [POBOJIUTH BeCh KOMIUIEKC PabOT MO J0KyMEeHTUPOBAHHIO OCHOBHBIX KaJJPOBBIX MPOLIEAYD;

® MPaBUIBHO 0POPMIIATE U 0YOPMIISITH OTZE/TbHBIE KaIPOBbIe TOKYMEHTHI;
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® opraHu3oBaTh paboOTy C Ka/fpOBOM /OKYMEHTaleil B OpraHu3alysiX U YUPeKAeHHUsIX
pa3/IMYHBIX OPraHU3allMOHHO-TIPAaBOBLIX (HOpPM.

B pe3yabmame u3syueHusi OucyunauHbl cmyoeHm 0oaxceH 061a0amb Ha8bIKAMU:

® aHa/M3a TIpaBbIX AaKTOB, BBISIBJIEHUSI HeOOXOJMMOU perraMeHTUpYyHolell HWHbopMalud o
JIOKYMEHTHPOBaHUM TPYZOBbIX OTHOLIEHHUH;

¢ paboThI C TUTOBBIMU M YHU(PULIMDOBAHHBIMU (DOpMaMU JOKYMEHTOB;

® (COCTaB/eHHSl Ppas/IMUHbIX BUZOB [JOKYMEHTOB, O(GOPMJISIOLIMX TPYZAOBble OTHOLIEHHUS C
paboTHMKamUy;

® (COCTaBJeHHUS] JIOKAJbHBIX HOPMAaTHBHBIX aKTOB, PerJaMeHTHUPYHOLMX PpaboTy KaJpoBOH
CITyKOBI;

® MO/le/IMPOBaHUs YIpaB/ieHUeCKUX CUTyalMid 0 BOIpOCaM [OKYMEHTHPOBaHUSI TPYJOBbIX
OTHOILIEHUI;

¢ paboThI C KaZIpOBOM IOKyMEeHTaI1ew;

® CuCTeMaTH3aluy KaJpOBOM JOKyMeHTAlUM ¥ OpraHu3aliy eé XxpaHeHusl.

o

[To gucuunuivHe npeyCMOTpeHa IIpOMe)XXyTOuUHasi aTTecTalysi B (hopMe 5K3aMeHa.

OO6111ast TPYI0EMKOCTh TUCIMITIMHBI COCTaBsieT 4 3.e., 144 akajeMHueCcKuX Jaca.
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