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1. MosicHUTEIbHAS 3aIIMCKA

1.1. Heans u 3224 JUCHUNIIHHBI

Ueﬂb ()MCL;M}’Z]ZMHI)ZI NOATOTOBUTH BBIITYCKHUKA, BJIA/ICIOIICTO HABBIKAMU BEACHU S KaAPOBOTO ACJIONPOU3BOACTBA.

3amauy IMCHUILINHDI

. CdopmupoBarh y CTyIeHTAa KOMIIETCHLUH, IO3BOJIIIONINE €My BBIIOJHITH BEChb KOMIUIEKC paboT 1o
KaJIpOBOMY JIEJIONIPOU3BO/ICTBY;

. CdopmupoBaTh y HEro KOMILIEKCHOE MPEJCTaBICHHE O CUCTEME JOKYMEHTAIMH 110 JMYHOMY COCTaBY;

. Jate npesncraBneHrne 00 ypoBHE perjaMeHTally KaJpoBOTro AeJI0Npon3BocTBa B PO;

. HayuuTb cTyzeHTa cocTaBisiTh U 0pOPMIISITh OPraHU3aLHOHHBIEC KaJpOBBIE JJOKYMEHTBI;

. HayunTh cTyzneHTa 1OKyMEHTHPOBAaTbh OCHOBHBIE KaJpOBBIC MPOLEAYPHI B COOTBETCTBUH C TPEOOBAHUSIMU
3aKOHOJATEIbCTBA;

. HayunTb cTyneHTa OpraHm3oBBIBaTH pabOTy KagpOBOW CITy>KOBI, COCTAaBIATH JIOKAJbHBIC HOPMATHBHBIC
aKTbI, PETTIAMEHTUPYIOLINE €€ AESTEIbHOCTD.

o OOyunTh OCHOBHBIM TEXHOJOTMYECKHM IIpUEMaM JICJIONPOU3BOACTBCHHBIX OIEpallid, OpraHn3alHuu

XpaHCHUA KaZ[pOBOﬁ JAOKYMCHTAIINH.

1.2. [lepeyeHb NJIaHUPYeMBbIX Pe3yJbTATOB 00y4eHHUsI M0 JUCHHUILIMHE, COOTHECEHHBIX ¢ MHIUKATOPaAMH
JAOCTUKEHUS KOMIIeTeH U

KoMnerenuus
(koI ¥ HaMMEeHOBaHME )

NuaukaTopbl KOMIeTeHHI Ui
(KoI ¥ HaMMEHOBAHIE )

PesyabTaThl 00yuyeHus

OIIK-2. CrocobeH HaXOoUTh
OpraHU3alMOHHO-
yIpaBieH4YeCKIe PEIeHUs TIPU
pellieHnH 3ama4 B cpepe cBoeit
npodecCuOHaIbHOI
IesITeIbHOCTU

OIIK-2.2. OpraHn3oBBIBaeT paboTy
moapasneIeHnii B chepe
TMIOKYMEHTAIIMOHHOTO 06ecredeH st
yTpaBJeHUs] U apXUBHOTO Jelia

3HaTh: MOPSIOK PaboThI CIIYKO TOKYMEHTAIIMOHHOTO
obecrieyeHrsl yIIpaBIeHUs U apXUBOB

YMeTh: periaMeHTHPOBaTh paboTy CIyKO
TMIOKYMEHTAIIMOHHOTO 06ecTieYeHrsT yIIpaBIeHUs] 1
apX1BOB

BrnameTb: HaBbIKAMU OpTaHU3AIMHA PabOTHI
moapasneIeHnii B chepe TOKyMEeHTAllOHHOTO
obecrieyeHrsl yIIpaBJeHUsI M apXUBHOTO JeJia B
COOTBETCTBUY C HOPMATUBHBIMU TPeOOBaHUSIMU

YK-11. Crnocoben
dbopMupoBaTh HETEPIIUMOE
OTHOILIEHHE K
KOPPYIIIMOHHOMY TTOBEIEHUIO

YK-11.3. Bragets HaBbIKaM# pabOTHI C
3aKOHOIATEbHBIMY U IPYTAMU
HOPMAaTHBHBIMH MPAaBOBBIMH aKTaMU

3HaTh: 3aKOHOIATEIbHBIE W IPYTHMU
HOPMAaTHBHBIMU MPAaBOBLIMU aKTaMHM B chepe
CITy>keOHOH IeATeTbHOCTH

YMeThb: paboTaTh ¢ HOPMATUBHO-TIPaBOBOI 6a30ii B
coepe cykeOHOM TeITeNbHOCTH

BrnameTb: HaBbIKaMU TTPUMEHEHUST
AHTUKOPPYIIMOHHBIX HOPM B MpodeccrnoHaTbHOM
NEeSITeIbBHOCTH ¥ TTOBCETHEBHOM JKM3HU

1.3. MecTo IMCHUNJIMHBI B CTPYKTYype 00pa3oBaTeIbHOM NPOrpaMMbl

HucnmmmHa «KagpoBoe Iemonpon3BoACTBO» OTHOCUTCS K 0053aTEFHON 9acTH OJI0Ka TUCTIATUIMH YIeOHOTO TTaHa.
Jis oCBOGHUS OUCIUIUIMHBI HEOOXOAMMBI 3HAHUS, YMEHHS H BIaJeHUSA, CHOOPMUPOBAHHBIE B XOJ€ U3yUCHHS CICAYIOMINX

JAUCHUIUIMH W MPOXOXKACHUA MPAKTHUK:

JAOKYMCHTAIUOHHOT'O obecreueHust YHpaBJICHUA .

«Z[OKyMCHTOBCI[eHI/IG»,

((3KOHOMI/IK3», ((OpFaHI/I3aIII/IH U TCXHOJIOTHUA




B pe3ysbTaTeé OCBOCHHUA JIUCHUIITIUHBI (bOpMI/IpyIOTCﬂ 3HaHUA, YMCHHUA W BJIAJICHUA, HCO6XOZII/IMI)IC I U3Yy4YCHUA
CJICAYIONX JUCHUIUIMH W MPOXOXKIACHUA NPAKTUK: ((ApXI/IBI)I JOKYMEHTOB I10 JIMYHOMY COCTaBY», «CTaH;:[ameaumI
apXUBHOTO JeJia», y4eOHas (O3HAKOMHTEJbHAs) NMPaKTHKA, HMPOU3BOACTBEHHAs MNpaKTHKa (HAy4YHO-HCCIEIOBaTeIbCKast
pabota), mpenqauIUIOMHAas TPAKTHKA.

2. CTpyKTypa IHCHHILIHHBI
OO61mast TpyA0EMKOCTh TUCIMILIMHBI COCTaBISCT 4 3.¢., 144 akaJleMUYecKuX Jaca.

CTpyKTYypa THCHUILUIMHBI JJIs1 09HOH (POpPMBI 00yUeHHsI

OO0beM JUCUMILIMHBL B (pOpME KOHTAKTHOW PaOOThI OOYYAIOIIMXCS C MEJarorn4ecKUMH paOOTHUKaMH W (WIIN)
JULAMH, TPUBJIEKaeMBIMHI K peann3anud o0pa3oBaTeNIbHOW MPOrpaMMBI Ha MHBIX YCJIOBHUSX, NPU HPOBEICHUH yYEOHBIX
3aHATHUIL:

Cemectp Tum yaeOHBIX 3aHATHI Komnuuectso
4acoB
3 Jlekrmu 32
3 CemuHApBI/JTa00paTOPHBIE paOOTHI 48
Bcero: 80

O0beM TUCHUILTUHBL B (HOpME caMOCTOATENbHON paOOThl 00YYAIOIIMXCS COCTABISET 46
aKaJEMHUYECKUX YacOB, KOHTPOJIb — 18 yacos.

CTpyKTYpa THCHUILUIMHBI IS 04HO-32049HOH (POpPMBI 06yueHHsI

OObeM QUCUMIUIMHBL B (popMe KOHTAKTHOW Pa0OThI OOYYaIOIIMXCS C MEJarorn4ecKUMH paOOTHHKaMH W (WIIN)
JIMLAMH, TPUBJIEKaeMBIMH K peann3anuyd o0pa3oBaTeNIbHOW NPOrpaMMbl Ha MHBIX YCJIOBHUSX, IIPU IPOBENCHUH yYEOHBIX
3aHATHUI:

Cemectp Tur y4eOHbIX 3aHATHI KomnuuectBo
4acoB
4 Jlexuuu 32
4 CemuHApBI/J1A00paTOPHBIE paOOTHI 48
Bcero: 80

O0beM TUCHUILTUHBL B (hOpME caMOCTOATENbHON PaOOThl 00YYAIOIIMXCS COCTABISAET 76
aKaJIeMHYECKHI 9acoB, KOHTPOJIb — 18 "acoB.

CTpyKTYypa IHCHUILUIMHBI 7151 3204HOiT GopMBbI 00yUeHUs

OO0beM qUCHUIUIMHBL B (popME KOHTAKTHOW PAaQOTHI OOYYAIOIIMXCS C TEJarorn4ecKUMH paOOTHHKaMH W (WITH)
JULAMH, TPUBJIEKAEMBIMU K peanu3anun 00pa30BaTeNbHOM NMPOrpaMMbl HA MHBIX YCIIOBHSX, IMPU HMPOBEACHHH y4eOHBIX
3aHITHN:

CemecTtp Tum yaeOHbIX 3aHATHI KonuuectBo
4acoB
3 Jlexuyu 12
3 CemuHApBI/1a00paTOPHBIE pabOTHI 20
Bcero: 32
O0beM TUCHUIUTUHEL B (popMe caMOCTOATenbHON paboThl o0yyaronmxces coctasiser 103
aKaJIeMMYECKHI yaca, KOHTPOJIb — 9 4acos.
3. Conep:xanue IMCUMNIMHBI
Ne HaumeHoBaHue pa3jesia JMCHUIINHBI Copep:xanue
1 Brenenue [Ipenmer, 3amauu, conaepxaHue Kypca. XapaKTepUCTHKa
COBPEMEHHOM CHUCTEMBI  KaJpOBOl  OKyMEHTAI[HH.
B3auMoOCBsI3b  MPOIIECCOB YIPABJICHHS MEPCOHATIOM c
COCTaBOM U  MOPSIAKOM dhopmMupoBaHus CHCTEMBI
JMIOKYMEHTAIlUM M0 JIMYHOMY COCTaBy. MecTo Kypca cpead
IPyrux HAay4YHBIX JUCLUIIINH: «JloKkyMeHTOBEeICHUEY,
«Opranusaiys u TEXHOJIOTHUS JTOKYMEHTAIHOHHOTO




obecrieueHnsl yIpaBICHUSD», «YTPaBICHHE IIEPCOHATIOM»,
«TpynoBoe mnpaBo» u np. McTouHMKM uU3ydeHHs Kypca.
3aKOHOJATENbHBIE W HOPMATHBHO-IIPABOBBIE aKTBhl,
HOPMAaTHBHO-METOJUYECKNE  JOKYMEHTBl.  OTedecTBeHHas
ucropuorpadus.

PeFHaMeHTaHI/IH JOKYMCHTUPOBaHUSA
KaZ[pOBOﬁ ACATCIBbHOCTHU U pa6OTLI C
KaapOBBIMU JOKYMEHTaMH.

33KOHO}13T€I[I)HBIC 1 HOPMATUBHO-IIPABOBLIC AKTHI.

Tpynosoii komekc Poccuiickoit ®enepauuy Kak OCHOBOU
IpaBOBOM  aKT, ONpeAessIoIUi COoCTaB U MOPSAOK
odopmIleHHSI TOKYMEHTOB IO YCTaHOBJCHHIO  TPYHOBBIX
OTHONICHWA W  TPYIAOBOH  JCSITENBHOCTH  pPabOTHHKA.
3akoHoJaTenbHbIE aKkThl PoccuM 0  JOKYMEHTHPOBaHHU
OTIENIBHBIX CTOPOH TPYAOBOW IEATEIBHOCTH  Pa3IM4YHBIX
KaTeropuii paOOTHHUKOB. 3aKOHOJATEIbHBIC AKThI CYOBEKTOB
Poccuiickoit ®enepanuu, Ykassl [Ipesunenta, [locranoBnenus
U pacropsbkeHus npaButenscTBa Poccuiickoit denepanuu.
HopmatuBHO-MeTOAMYECKHE NOKYMEHTHI .

KBannpukaunoHHbI CIpaBOYHMK ¥ HpodeccroHalbHbBIC
CTaH/IapTHl, KaKk OCHOBHBIE HOPMATHBHBIC JIOKYMEHTBHI,
peryIaMEeHTHPYIOIIUE TPeOOBaHUS K KBaNU(UKALUH, 3HAHUSIM U
yMEHUSAM pabOTHHKOB. OOIIEPOCCHICKUE KIACCH(PHUKATOPHI
TEXHUKO-JKOHOMUYECKOH ¥  CONMAIBHON  HMH(pOpMAaIWHy,
YCTaHABJIMBAIOIINE COCTAB M MOPSAIOK 3aMOTHEHHS KaJpOBBIX
JIOKyMEHTOB.

TuroBble NEpeYHH M CPOKM XpaHEHHS [OKyMEHTAIMH 10
JUYHOMY COCTaBy. PerymmpoBaHue opraHu3aliuil apXHBHOTO
XpaHeHHsI JIOKYMEHTAIIUH 110 JINYHOMY COCTaBy B HOPMaTHBHO-
METOINYECKUX NOKYMEHTax PD.

Paspabotku T'ockomcrata P® mno yHudukauuum ¢dopm
MEPBUYHOM yUETHON TOKYMEHTALNH.

Opranusanus paboThl KapOBOH CITyKObI

CTpyKTypsl KaapoBHIX Cciyxk0. UYHWCIeHHBIH WU
JOJDKHOCTHOW — cocTaB  cinyxObl.  HopmaTussl

BpPCMCHH Ha pa6OTBI 110 Y4C€TY KaJIpOB.

3amaun U QYHKINH KagpoBO# cirykObl. [lonokenue 06 otaene
KagpoB (yHpaBICHHH, OeHapTaMeHTe W Ip.), KaK OCHOBHOU
HOPMAaTHBHBIH JIOKYMEHT TII0 ONPEACICHHUIO CTPYKTYPBHI,
YHCIEHHOCTH, BHJOB paboOT 3TOro moapasnencHus. Ilopsmox
pa3paboTku, cocTtaB HWH(pOpMAaMM U CTPYKTypa TeKcTa
TMIOJIOXKEHHSI. 3akperieHue Tpas, OTBETCTBEHHOCTH,
B3aMMOCBSI3el OT/IeNIa KaIpoB.

JlOI>KHOCTHBIE WMHCTPYKLMM, KaK OCHOBHOM IIPaBOBOM axT,
OTIpEICIIAIONINHA TTPaBOBOE TIOJNOKEHNE paOOTHUKOB KaJlpOBOU
Ciryk0bl U OpraHmMsanuio ux Tpyda. Ha3sHadenue
JIOJDKHOCTHBIX MHCTPYKIIUH.

WHcTpyknus 1Mo KaapoBoMy JEJI0IPON3BOJICTBY, KAK OCHOBHOM
WHCTPYMEHT MOBBILIEHUS 3(Q(PEKTUBHOCTH pabOTHl KaJpOBBIX
nojipasiesieHuii B cepe KaJpoBOro AEI0NpOU3BOJICTBA.
Permamenramus pa®oThl ¢ TEpCOHANOM B  JIOKAJTBHBIX
HOPMAaTUBHBIX aKTaX W OpPraHU3allMOHHBIX JOKYMCHTaX (yCTaB
OpTaHM3aINH, TpaBHUiIa BHYTPEHHETO TPYJOBOTO pacIopsKa,
MOJOKEHHE O IIEPCOHANBHBIX JAHHBIX, KOJUJIEKTUBHBII
JIOTOBOD U JIp.).

CocTaB KaJpoBOIl TOKyMEHTAIUH.
JIoKyMEHTHPOBaHHUE TPYOBBIX
OTHOUIEHUH.

XapakTepucTUKa CUCTEMBl KaJApOBOM JOKyMEHTAallUM, €€
COOTBETCTBHE OCHOBHBIM 3aJjauaM I10 MoA0Oopy, Y4eTy H
paccraHoBke KangpoB. O0s3aTenbHAs U YCIOBHO-00s3aTeIbHAS
KaJlpoBas JOKYMEHTAaLH.

OpraHu3andoOHHBIC TOKYMEHTHl — INTaTHOE pacIHCaHue,




CTPYKTYypa U LITATHAs YHCICHHOCTD, IPauK OTITYCKOB.
PacriopsiiuTenbHble JOKYMEHTBI — MPHUKA3bl  (PacropsHKeHUs)
Mo JIUYHOMY cocTaBy. OOmue TpeGoBaHUS K OQOPMIICHHUIO U
CPOKaM ITOATOTOBKH.

HudopmanmoHHO-CIIpaBOYHBIE  JOKYMEHTBI —  3asBJIICHUS,
NPE/CTAaBICHUS,  YBEIOMJICHHS,  aKThl, JOKJIagHblE |
OOBSCHUTENLHBIC 3aITHCKH.

YueTHbIe POPMBI I UX Ha3HAUCHHE.

IIpuem pabotHuKOB Ha pabory. CocTaB mNepCOHATBHBIX
JIOKyMEHTOB pa0OTHHKA, MPEICTABISEMbIX pa0OTOATENIO JIJIst
YCTaHOBJICHHSI TPYAOBBIX OTHOIICHHWH. TpyaoBOW 1OTOBOD -
3aKOHOJIATENbHOE 3aKpEIUICHHE TPEeOOBAaHMH K  CTPYKType
TEKCTa, MOPS/IKY COCTaBJIeHHsI M oopmieHus. [loaroToBka u
odopmiteHre puKa30B (pacropspKEeHHi) O pueMe Ha paboTy.
AmnkeTbl, aBTOOMOrpaduu, pe3oMe U Jp. JOKYMEHTBHI,
3aloJHsAeMbIe TIPH TIpHeMe Ha paboTy.

BHecenue cBeieHni B TPYIOBYIO KHID)KKY M JINYHYIO KapTOUKY
paboTHHUKA.

JlokyMeHTHpOBaHHE ABIXEHUS KaapoB. Buisl mepeBonos.
CocTaB W TOPSAOK H3MaHUS JOKYMEHTOB, O(OPMIISIOIINX
npoueaypy mnepesoga. ConepkaHue, MOPSIOK IOATOTOBKH H
odopmiieHnss TIpEKa3oB  (pacmopsDKEHH) O  IepeBoje
COTpYIHHUKOB. JIOKYMEHTBHI-OCHOBaHMS K MpUKazaM o
nepeBoie.

Bunst  ormyckoB. Ilopsmox  odopmieHHs  €XKEroaHOTro
OUYEepEeHOTO  OILIAYMBAEMOI0 OTMYycKa. [paduK OTMyCKOB,
COCTaB, COJEp)KaHWE, MOPANOK IOATOTOBKH M OQOPMIICHHS
MPHUKa30B (pacmopsHKeHHH) O TIPEIOCTaBICHUH OTITyCKa.
ITopsimok  mepeHoca  oTmycka. JOKyMEHTBI-OCHOBaHHMS K
NpuKa3aM 00 OTITycKax.

[Mopsinok odopmileHHs KOMaHIUPOBOK — COCTAaB JOKYMEHTOB,
oopMIIIOIINX KOMaHIUPOBaHHE PAaOOTHUKA, COJCPIKAHUE U
MOPSJOK MOATOTOBKH NPHUKAa3a 0 KOMaHUPOBKE.

Bunet moompenuii. Coxaeprkanue, TOPSAAOK IMOATOTOBKH U
odopmiieHHsT TpPUKa30B  (PacroOpsDKEHHH) O TOOIMIPEHUH
paboTHHKa.  JIOKyMCHTBI-OCHOBaHMSI K  TIpHKa3aM O
MOOLIPEHUH.

Buapl mucnmmmmHapHbIX B3bIcKaHWi. CopepikaHue, MOpsIOK
MOJArOTOBKM W O(OPMIICHHUS TPHKA30B (PacMOpsDKEHUi) o
B3bICKaHHH. JJOKyMEHTHI-OCHOBAaHHS K IIPUKa3aM O HAJIOKEHUH
JUCLUIIIMHAPHOTO B3bICKaHUS. AKTBI 00 OTKas3bl JaBaTh
OOBSCHEHUS U 3HAKOMHTBCS C TPUKA3OM.

[opsimok  mpoBeneHns aTTecTaliii  pabOOTHUKOB B
OpraHU3aIIH. CocTaB  JTOKYMEHTOB, 0 OPMIITIOIIHIX
npouenypy. CopmepxaHue, TOpSAOK  IOATOTOBKH |
o opMIICHHS TIPUKA30B (PaCIIOpsHKCHUI) 00 aTTecTaluy.
[Mopsinok yBosibHeHHs: pabOTHUKOB. OCHOBaHMS YBOJBHEHHUS
pabOTHHKOB. Cocras JIOKYMEHTOB, odopmisrOIIIIX
npouenypy. CoxmepxaHue, TMOpPSAOK  IMOATOTOBKH  H
oopmiIcCHHS TPUKA30B (paclopsyKeHUH) 00 YBOJIBHCHHUH.
JIOKyMEHTBI-OCHOBaHHSI K MPHKa3aM 00 YBOJIbHEHHH.

Vder IMYHOro cocTaBa.

Buabl ydeTHbIX JOKYMEHTOB. JIuuHas kapTouka pabOTHHUKA
(bopma T-2): cocraB mH(DOpMAIHMH, MOPSIOK 3ATOTHECHUS H
BEIICHUSL.

HOpMaTI/IBHaH " IpaBoBasd periiaMEHTalusA MopsAaKa BCIACHHUA
JIMYHBIX  OCJI. Oq)OpMJ'IeHI/IC u BCOCHUEC JIMYHBIX €I
pabotHHKOB. COCTaB H TOCIENOBATEIHFHOCTh PACIIONIOKEHHS
JIOKYMEHTOB B JINYHOM JIEJIE.

TpynoBasi KHIXKKA paOOTHHKA KaK OCHOBHOHM JOKYMEHT O
TPYIOBO#M J[ESTENbHOCTH U TPYIOBOM CTaxke  pPabOTHHKA.
OdopmieHre U BeleHHE TPYIOBBIX KHIXKEK M BKIIAIBIIICH K
HuM. [lopsaok Belgaun AyOIIHKaTa TPYAOBOH KHIDKKH. YUeT U




XpaHCHHUE TPYAOBBIX KHHXKCK B OpraHu3anuu.
OTBETCTBEHHOCTh pa60TO)IaTCJ'IH 3a XpaHCHUC U 3aAINOJITHCHUEC
TPYAOBBIX KHHKCK.

6 Opranuszanus paboThI C KaAPOBEIMHU Peructpamust JIOKYMEHTOB MO JWYHOMY cocTaBy. IlpaBuia
JIOKYMEHTaMU perucTpalii M MHICKCUPOBAHUSA KaJpOBBIX JOKYMEHTOB.
Perucrpanuonnsie thopmbl (TpaguLMOHHbIE "

aBToMaTH3upoBaHHbie). CocTaB pPEeKBU3UTOB (TOJEH) I
peructpanu pasjivdHbIX BUJAOB JOKYMCHTOB M MOPAAOK HUX
3aII0JTHEHSL.

Cucremaru3ayisi ¥ ONEPAaTHBHOE XpaHEHHE JOKYMEHTOB IIO
mngHOMYy coctaBy. OcoOeHHOoCcTH (opMupoBaHHS B Aeia
JIOKYMEHTOB TI0 JITYHOMY COCTaBy. lIpaBmiia cucTreMaTnu3aiiun
pacCTOPSIUTEIBHBIX JOKYMCHTOB, YYCTHBIX (DOPM, TPYIOBBIX
kawkek. Cucrematuzanusi M XpaHeHHE  JOKYMEHTOB-
OCHOBaHHUH K IIPUKa3aM.

Howmenknartypa aen kagpoBoit ciyx0sl. [lopsaok moaAroToBkH,
cocraBieHus U opopmieHus. [IpuMepHas HOMEHKIATypa Jel
KagpoBoi ciyk0b1. [lepexomsmie nemna.

Cpokn XpaHCHHS KaJIpoOBBIX JOKyMeHTOB. IlomroroBka
JTOKYMEHTOB K cllade B apXUB.

OkcnepTr3a IIEHHOCTH JIOKYMEHTOB KaJIpOBOHM CIIy:KObI, ee
HOPMAaTUBHO-METOAUYECKAsl OCHOBA, OpraHu3alus U MOPSAOK
MIPOBEIECHUS.

CocTaB JTOKYMEHTOB KaIpOBOW  CIyXObI, IOIJICIKAIINX
nepemade B apxuB. [IpaBWia TOATOTOBKH JOKYMEHTOB IIO
JUYHOMY COCTaBy K IepeAade B apxXuB OpraHH3aluu.
CocraBnerne u 0QYOpPMIICHHE OIHCH JOKYMEHTOB 110 JITYHOMY
cocraBy. [TopsmoKk yHHYTOXXKEHHUS ITOKYMEHTOB C HCTEKIINMH
CpPOKaMH XpaHEHHUS.

4. O6pa3oBare/ibHbIe TEXHOJIOTHU

st npoBeieHust y4eOHBIX 3aHATHI 10 TUCHUILUTMHE HCIIONB3YIOTCS Pa3IndHble 00pa3oBaTeIbHbIe TEXHOIOTHHA. [
OpraHm3aIi y4eOHOTO IpoIecca MOXET OBITh HCIOJIB30BAHO JJIEKTPOHHOE oOO0y4deHWe M (WIH) IUCTaHIIMOHHBIE
o0pa3zoBaTeIbHBIE TEXHOJIOTHH.

5. OneHka JIAHUPYEMBIX Pe3yJIbTATOB 00y4eHUs!

5.1 Cucrema oueHUBaHUS

Tekymiuii KOHTPOJb OCYIIECTBISETCS B BHJE OICHOK KOHTPOJBHOW pPa0OTHI M BBINOJHEHUS 3aJaHUi Ha
NpaKkTHYeCKUX 3aHATHIX. KOHTposbHas paboTa MPOBOIUTCS HA MEPBOM MPAKTUUECKOM 3aHSTHH, BBISBISET TOTOBHOCTh
CTYICHTOB K TpakTHYeckol pabore m omeHmBaercs mo 20 OamioB. MakcuMmanbHasl OIEHKa BBITOJTHEHHS KaXkKIOTO
mpakTrdecKoro 3ausatus — 10 6anos.

[TpoMeXyTOUHBI KOHTPOJb 3HAHWH TIPOBOAMTCS B (OPME HTOTOBOH KOHTPOJIBHOM pabOThHI, BKIIOYArOUIeH
TEOpPETHYECKHE  BONPOCHI W NPaKTHYECKOe 3afaHue, W oreHuBaercss 1o 40 OamnoB. B pesynprate Texymero u
MIPOMEXKYTOUHOTO KOHTPOJIS 3HAHUH CTYJICHTHI NTOJTy4aroT 3a4eT M0 Kypcy».

dopma KOHTPOJIS Maxkc. KOIH4ecTBO 0aJIoB
3a onHy padoty Bcero
Texymuii KOHTPOJIb:
- paboTa Ha CeMHHAapax 5 6amioB 40 6amtoB
- KOHTpOJIbHAsA paboTa 20 6ammoB 20 6anoB
[IpomesxyTodHas arTecTanus (IK3aMeH) 40 GamroB
Hroro 3a cemectp (IUCUUILTHHY) 100 6anoB

[Noy4yeHHbI COBOKYIHBII pe3ysIbTaT KOHBEPTHPYETCS B TPAIUIMOHHYIO KAy OLICHOK U B KAy OlleHOK EBponelickoii
cHCTeMBI lepeHoca u HakoruieHus kpeautoB (European Credit Transfer System; namee — ECTS) B cooTBeTCTBHY C
TaONnIeH:



100-6anapHas mIKamga TpamuimoHHas MKaiza IIxama ECTS
95100 A

3394 OTIUYHO B

68 — 82 XOpOLIO 3a4TEHO C

56 — 67 D

5055 YIOBJIETBOPHTEIBHO 5

20-49 FX

0-19 HEYIOBJICTBOPUTEIHHO HE 3a4TEHO T

5.2.Kputepuu BbICTaBICHUS OIEHKU MO TUCITUILTHHE

Baasl/
IlIkana ECTS

Onenka no
JUCIHUIIHHE

KpuTtepuu ouneHkH pe3yJbTaToB 00yUeHHs 10 TUCHUIIJIUHE

100-83/
AB

«3a4YTCHO»

BeicraBnsercst oOydaronieMycsi, €Clid OH TITyOOKO ¥ IPOYHO YCBOMII
TEOPETUYECKUH U NIPAKTUUECKUI MaTepuall, MOXKET
MMPOACMOHCTPUPOBATDL 3TO HA 3aHATUAX U B XO4€ HpOMe)KyTO‘IHOﬁ
aTTECTAIlHH.

OO0y4Jaroniics HCUEPITBIBAONIE U JIOTHYECKH CTPOWHO M3JIaraet
Y4eOHBII MaTepuall, yMeeT YBSI3bIBATh TCOPHIO C IPAKTUKOM,
CIPaBJIIETCS C PEIICHUEM 3a1a4 IpoQecCHOHATBHON
HAaIPaBJICHHOCTH BBICOKOTO YPOBHSI CIIOKHOCTH, IPABUIIBHO
00OCHOBBIBACT PHHSTHIE PELICHUSL.

CBOOOIHO OPUEHTHPYETCSI B yUeOHOH U IpodecCHOHATBHOM
JuTeparype.

Or1eHKa 110 UCIMIUINHE BBICTABILIFOTCS 00yJaromeMycst ¢ y4EToM
PE3yNIbTaTOB TEKYILEH U MPOMEXKYTOUHON aTTeCTaLlUH.
KommeTennmu, 3akperui€HHbIC 3a TUCIUILIMHON, c(hOPMHUPOBAHBI Ha
YPOBHE — BBICOKHIT».

82-68/

«3a4YTCHO»

BeicraBinsiercs: o0y4aronieMycsi, €CJid OH 3HaeT TEOPETUUECKUN 1
MIPAaKTUYECKUH MaTepHai, TpaMOTHO H IO CYIIECTBY M3JIaraeT ero Ha
3aHATHAX U B X0€C HpOMe)KyTO‘IHOﬁ aTTeCTalli, HE OOITyCKasd
CYIIECTBEHHBIX HETOYHOCTEH.

OOyuaronuiics: MPaBWILHO MPUMEHSET TEOPETHUECKUE MTOJI0KEHHS
TIPY pEIIeHNH MPAaKTHYECKUX 3a/1a4 MpodeccrnoHaNbHOM
HAaIpaBJIEHHOCTH Pa3HOTO YPOBHS CI0XHOCTH, BIIaJICeT
HEOOXOAMMBIMH JJISl STOTO HaBBIKAMU M PUEMaMH.

J1oCTaTOYHO XOPOLIO OPUSHTUPYETCS B Y4€OHOH U
npodeccuoHanbHOMN TUTEpaType.

OrieHKa M0 JUCIMIUINHE BBICTABIIFOTCS 00ydaromeMycs ¢ y4éToM
pPe3yNbTaTOB TEKYLIEH U IPOMEKYTOUHON aTTECTALlUU.
Komnerennuu, 3aKperui€HHbIE 32 TUCIUIDINHOMN, COPMHUPOBAHBI Ha
YPOBHE — «XOPOLIUIY.

67-50/
D.E

«3a4YTCHO»

BrictaBisiercss o0y4aromeMycsi, eciid OH 3HaeT Ha 0a30BOM YPOBHE
TEOPETUUECKUN U MIPAKTUUECKUI MaTepHall, JOMYCKaeT OTEIbHbIE
OIIUOKHY MPU €T0 U3JI0KCHUU Ha 3aHATHIX U B X0J€ TPOMEKYTOUHON
aTTECTALMHU.

OOy4JaroIIHiCs UCTIBITHIBACT ONPEACIIEHHBIC 3aTPYTHCHUS B
NPUMEHEHUH TEOPETUUECKHUX MOJOKEHUH NPU PELICHUHN
MPAaKTUIECKUX 3a/1a9 PO eCCHOHATHHON HAPaBICHHOCTH
CTaHJIAPTHOTO YPOBHS CIIOKHOCTH, BIaJIeeT HCOOXOIUMBIMH IS
9TOro 0a30BHIMU HABBEIKAMH U IIPHUEMAMHU.

JleMOHCTpUpYET TOCTaTOYHbIN YPOBEHb 3HAHUS YUeOHOU JIUTEpaTyphl
10 AUCIUIUINHE.

OrieHKa o JUCIUIUIMHE BBICTABIISAIOTCS 00ydaromeMycs ¢ y4€ToM
pe3yJIbTaTOB TEKYIEH U TPOMEXKYTOUHOU aTTeCTallUH.
Komnerennmn, 3akperui€éHHbIC 32 TUCIUIDINHON, COPMHUPOBAHBI Ha
YPOBHE — «JAOCTATOYHBINY.

49-0/
F,FX

HC 3a4TCHO

BricTaBisercs oOyuarolieMycs, eClIi OH He 3HaeT Ha 6a30BOM ypOBHE
TEOPETHYECKUH U IPAKTUIECKUI MaTepuall, JOImycKaeT rpyosie
OLIMOKY ITPU €r0 M3JI0KESHUH Ha 3aHSITUSIX M B X0JI€ IPOMEKYTOUHOM
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Baaasl/ Ounenka no Kpurtepuu oueHKku pe3yJbTaToB 00y4eHHUs M0 AUCHUIINHE
xkaxa ECTS TUCHHUILIMHE

aTTECTaIHH.
OOyuaronuiicst UCIBITHIBAET CEPhE3HBIE 3aTPYAHEHHS B IPUMEHEHUN
TEOPETUUYECKUX MOJIOKEHUI TPH PELICHNU NPAKTUUECKUX 33734
npodeccroHaNnbHON HANPaBIEHHOCTH CTAHAAPTHOTO YPOBHS
CJIO’KHOCTH, HC BJIaACCT HGO6XO)II/IMI)IMI/I JJIA 3TOr0O HaBbIKaMH U
npuéMamu.

JleMoHCTpHpYeT (hparMeHTapHbIe 3HaHHSI y4eOHOI JUTEepaTypsl 1o
JIICLIUIIIMHE.

OrieHKa M0 JUCIUIUINHE BBICTABILIIOTCS 00yJaroneMycs ¢ y4EToM
pe3yabTaTOB TEKYILEH U IPOMEXYTOUHON aTTeCTalUH.
Komnerennuu Ha ypoBHE «1OCTaTOYHBIIY, 3aKPEIIEHHBIE 32
JUCIUIUTMHOM, HE C(HOPMHPOBAHBI.

5.3. OueHo4HbIe cpeAcTBa (MAaTePHAJIBI) A5 TEKYIIEro KOHTPOJISI yCeBaeMoCTH, IPOMeKYTOYHOM aTTecTaluu
o0yyaromuxcs 1Mo AUCUHILINHE

Bapuanmuor konmponvnou padomor Ne 1

Bapmnanr 1

1.B kakmx ciyudasx KaapoBas ciayk0a HMeeT TpaBO BBIAATh NyONMKaT TpynoBoi KHWXKKH? Kak 3TOT JOKyMEHT
odopmitsiercs?

2.Ilepeuncnure BUABI JOKYMEHTOB, MPUMEHSIEMbIE TIPH TIEpEeBOJie Ha Ipyryto pabdory. Kak odopmisercs Kaxaplid u3
HUX?

3. Ha3oBuTE TOKYMEHTEHI, TPEIOCTABIIsIEMbIE pAOOTHUKOM TIPH MOCTYIICHAN Ha PaboTy.

4.KakuM JOKaJbHBIM HOPMATHUBHBIM aKTOM pETJIAMEHTHpYETCs padoTa KaJpoBBIX CIEHHAIUCTOB C IEPCOHATBHBIMH
JaHHbIMH? JaliTe eMy XapaKTepHCTHUKY.

Bapmnanr 2

1.XapakTepucTika Ha3HA4YEHUS TPYAOBOW KHIDKKA. B Kakoil cpok mommkHa OBITH 3aBeleHa TPyIOBas KHIDKKA MHpH
MOCTYIUICHUH Ha paboTy BrepBbie?

2.Ilepeuncnure BUABI JOKyMEHTOB, IPUMEHSIEMBIC IPH YBOJIbHEHNH. Kak odopmisiercst Kaxaslii n3 Hux?

3.Kakoii JOKambHBIA HOPMATWBHBIA aKT ONpeAeiIseT OpPraHW3aIllMio Tpyda COTPYAHWKOB B KommaHuu. [laiite emy
XapaKTEpUCTHUKY.

4.HazoBuTe nH(OpMaIHio, 00s3aTEIIFHYIO IS BKIIOYESHUS B TPYIOBOH JIOTOBOP.

Bapuanmul konmponwvnoii pabomor No 2

Bapmnanr 1

l. [lepeuncnute cocrtaB AOKYMEHTOB IMYHOTO Jefa padoTHWKAa. KakuMyu HOPMATHBHBIMH JOKYMEHTaMH 3TO
orpeneneHo?

2. HazoBute 1OKyMEHTHI KaApOBOH CIYKOBI, OJUICKAIIIEC MICPEaayue B apXUB.

Bapuant 2

1.KakoBbI 0COOCHHOCTH COCTaBJIICHUS HOMEHKJIATYPHI e KaJAPOBOM 1y ObI?

2. Ha3oBute 00s3aTeIbHBIC PETUCTPAIIMOHHBIC (DOPMBI KaPOBOM CITYKOBI?

Ilpumepnvie KOnmpoabLHBIE 8ONPOCHL 011 RPOMEHCYMOYHOU AMMECMAYUN:

1. IlepeuncnuTh 3aKOHOJATENBHBIE AaKThl, KOTOPBIMU pETJIAMEHTHPYETCS [TOKYMEHTHPOBAHHME  KaJpOBOU
JIeSITEILHOCTH B HACTOsIIIee Bpemsi?

2. [lepeuncnuTh HOPMATHBHO-METOIMYECKHE ITOKYMEHTBI, PETIaMEHTHPYIOUIHE IOKYMEHTHPOBAaHUE KaIpOBOM
JIeATEIILHOCTH.

3. HazBate BHIBI JOKYMEHTOB, IPEAbSBIAEMBIC PAaOOTHUKOM IPH IIpHeMe Ha padoTy.

4. HazBaTte BUIBI TOKYMEHTOB, YCTaHOBIICHHBIE TpyIOBEIM KoiekcoM P®D, ToKyMeHTHpYIONIHE TpreM paOOTHHKA Ha
pabory.

5. [epeurcnuTh BUABI TOKYMEHTOB, O(OPMIISIONINE U3MCHEHUE YCIIOBHIA TPYIOBOTO JIOTOBOPA.

6. IlepeuncnuTh BUABI JOKYMEHTOB, YCTaHOBJIEHHbIE TpynoBbIM KojekcoM P® s perynupoBaHUs TPYAOBBIX
OTHOIIICHHH.

7. CpoKkH TIOATOTOBKH, KakWX JOKYMEHTOB IO JIOKYMEHTHPOBAHHUIO KaIpOBOW JAEATEIIFHOCTH YCTAHOBJICHBI

3aKOHOJATEILHO?
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8. Kakne ¢pyHKINN KaJIpoBOW CITy>KOBI CBSI3aHBI C yUETOM JIMYHOTO COcTaBa?

9. Kakue ¢yHKIMM T0JDKHA BHITOJIHATE KaJpoBasi Ciyk0a 1pu ohopMIIeHUH YBOJIbHEHHUS1 paOOTHHKA C PabOThI
?

10. Kaxknmu moxymenTamu oopmMissieTcs yBOJIbHEHHE pabOTHHUKA?

11. HazoBute ¢yHKIMM KapoBoii CiTy:KObI CBSI3aHHBIE C TPYAOBBIMH KHIDKKAMH?

12. Kaknmu moxymenTamu opopmMisieTcst arTecTarus pabOTHUKOB?

13. HazoBuTe 0cOOCHHOCTH HOMEHKIIATYPBI JIeT KaJIpOBOH CITyKOBI.

14. Kakue nena kaapoBoii Ciry»KObl OTHOCSITCSI K KATETOPHH MEPEXOISIINX ?

15. [epeurcautb 0coOeHHOCTH (HOPMHUPOBAHUS JIMIHOTO Jesia pabOTHHUKA 7

6. YueOHo-MeTOAMYECKOE M HH(POPMALHOHHOE 00ecnedeHUe TUCIMIIUHBI

6.1 Cnucok HCTOYHHUKOB M JINTEPATYPbI
Koncrurynus Poccuiickoit @enepannu (¢ m3merneHusmu Ha 30 nexadps 2008r.). M. 2004. http://www.constitution.ru/
Tpynosoii xonekc Poccuiickoit ®eneparyn ot 30.12.2001 Ne 197-@3. Tlpunsar [ocynapcrBennoi Jymoit 21 nexadps
2001r. (B pen. ot 29.12.2010) http://pravo.gov.ru/proxy/ips/?docbody=&nd=102074279
Oenepanbhblil 3ak0H PO ot 27.07.2004 Ne 79-03 «O rocynapcTBeHHON rpakaaHCKoM cimyx0e Poccuiickoii denepammm»
(B pen. ®enepanpHoro 3akoHa ot 12.04.2007 Ne 48-d3) http://pravo.gov.ru/proxy/ips/?docbody&nd=102088054

Oenepanbubiii 3akoH Poccuiickoit denepanun ot 06.12.2011 Ne 402-d3 «O OGyxrantepckom

yque»/ / https://minfin.gov.ru/ru/document?id 4=15014-federalnyi zakon ot 06.12.2011 402-
fz_o_bukhgalterskom uchete

Oepnepanbublii 3akoH  Poccuiickoit @eneparuun ot 02.05.2006 Ne 59-®@3 «O mnopsiake

paccMOTpeHusi  oOpallleHui  Tpakaaw»//  http:/pravo.gov.ru/proxy/ips/?docbody=&nd=102106413
OenepanpHbnii 3akoH oT 27 wmronmss 2006 r. N 152-®@3 "O mepcoHanmpHBIX nMaHHBIX"// http://pravo.gov.ru/proxy/ips/?
docbody&nd=102108261

Oenepanbubiii  3akoH ot 01.10.2004 Ne 125-®3 «O06 apxuBHom pene B Poccuiickoir Denepatmm» //
http://pravo.gov.ru/proxy/ips/?docbody=&nd=102089077

®enepanbhbii 3akoH oT 29.07.2004.  Ne 98-03 «O xommepueckoii TaliHe» // https://base.garant.ru/12136454/
[ocranoenenne IlpaButensctBa Poccmiickoit @epepammm ot 16.04.2003. Ne 225 «O TpyHoBBIX KHIDKKax» //
https://base.garant.ru/12130601/

Pacniopsokenne IlpaBurensctsa PO ot 21.03.1994. Ne 358-3 «O06 obecnieyeHMM COXPaHHOCTH JOKYMEHTOB IO JIMYHOMY

cocraBy» // https://pravo.ppt.ru/rasporyazheniye/6064
IIpaBuna BeneHUsd U XpaHEHUs TPYJOBbIX KHIDKEK. (yTB. [locranoBnenueM IlpaButenscrBa P® ot 16 ampens 2003 r. Ne

225 // https://base.garant.ru/400845402/f7¢¢959fd36b5699076b35abf4{f52¢5¢/

WHCTpyKIMs 10 3aI0JHEHUIO TPYIOBbIX KHIDKEK (yTB. I[TocTaHOBiIeHHEeM MHUHHCTEPCTBA TPYAa U COLMATBHOTO Pa3BUTHS
Poccutickoit ®eneparuu ot 10 okTsops 2003r.). 3apeructpupoBana MuHHCTEpCTBOM IocTHIIMU Poccuiickoit denepaiuu
11 HosOps 2003 r. permcrpanuoHHBIX HOMep 5219. bromrereHp HOPMATHBHBIX AaKTOB (eIepalbHBIX OPraHOB
ucnoaauTeabHou BracT. 2003. Ne 49, https://base.garant.ru/186478/53f8942 1bbdaf741eb2d1ecc4ddb4c33/

denepanpnbrii 3akox ot 16.12.2019 Ne 439-P3 «O BHeceHnuun m3meneHuit B Tpymosoit konekc Poccniickoit Genepaniu B
qacTh dbopmupoBanust CBeIIeHMIt o TPYIOBOM IesITeIbHOCTH B 3JIEKTPOHHOM BUIIE»
http://publication.pravo.gov.ru/Document/View/0001201912160070

HcTouHnKH (IOMOJHUTETbHbIE)

®enepanbubiii 3akoH PO ot 27.07.2006 Ne 149-03 «O06 wmnHpopmanny, MHGOPMALMOHHBIX TEXHOJOTHSX W 3allUTE
nHpopManumy // [DmekTpoHHEIH pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

®DenepanbHbIA 3aK0H 0T 26.12.1995. Ne 208-D3 «O0 akiuoHepHBIX o0mecTBax» // [DmekTpoHHbIH pecype]. — M., 2019. —
Pexwm noctyma:http://www.consultant.ru.

Obmepoccuiickuii KiaaccupuraTop npodeccuii padbounx, JOHKHOCTEH CirykamuX U TapuHbBIX paspsagoB OK 016-94. M.:
MunTpyn Poceun, 1995 // [Onexrponnstii pecypce]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.
Oo6mepoccuiickuii knaccupukarop uHpopmarnuu o Hacenennn OK 018-95. // [OnexrponHslit pecypc]. — M., 2019. —
Pexxum nocryna:http:/ www.consultant.ru.

Oomepoccuiickuii knaccudukarop ynpasiendeckoit qokymenrtaruu OK 011-93. // [DnekTponnsiii pecype]. — M., 2019. —
Pexwm noctyma:http://www.consultant.ru.

OObmepoccuiickiii KiTaccupUKaToOp CIEMUATFHOCTeH o obpa3oBanuio // [DnekTpoHHBIN pecypc]. — M., 2019. — Pexum
nmocryma:http://www.consultant.ru.

[puxa3 Pocapxusa ot 23.12.2009 N 76 "O06 yrBepkaeHnr MeTOAMYECKIX PEKOMEHIAINN M0 pa3padoTke MHCTPYKIUH 1O
JICITOTIPOM3BOICTBY B (hefiepalibHBIX OpraHax HMCIOTHHUTENBbHOU BiaacTtu" // [DnekTpoHHBIA pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.


http://www.consultant.ru/
http://publication.pravo.gov.ru/Document/View/0001201912160070
https://base.garant.ru/186478/53f89421bbdaf741eb2d1ecc4ddb4c33/
https://base.garant.ru/400845402/f7ee959fd36b5699076b35abf4f52c5c/
https://pravo.ppt.ru/rasporyazheniye/6064
https://base.garant.ru/12130601/
https://base.garant.ru/12136454/
http://pravo.gov.ru/proxy/ips/?docbody=&nd=102089077
http://pravo.gov.ru/proxy/ips/?docbody&nd=102108261
http://pravo.gov.ru/proxy/ips/?docbody&nd=102108261
http://pravo.gov.ru/proxy/ips/?docbody=&nd=102106413
https://minfin.gov.ru/ru/document?id_4=15014-federalnyi_zakon_ot_06.12.2011__402-fz_o_bukhgalterskom_uchete
https://minfin.gov.ru/ru/document?id_4=15014-federalnyi_zakon_ot_06.12.2011__402-fz_o_bukhgalterskom_uchete
http://pravo.gov.ru/proxy/ips/?docbody&nd=102088054
http://pravo.gov.ru/proxy/ips/?docbody=&nd=102074279
http://www.constitution.ru/
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YuudunypoBanusle (GOpPMBbl HEPBUYHON YUETHOW MOKYMEHTAllMM 0 YYeTy Tpylda M €ro OIUiaThl, YTBEpXKICHHbIE
[Mocranoenennem I'ockomcrara P® or 05.01.2004 Ne 1 // [OnekrtponHsiii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

KBamnpukanoHHEIA CIPaBOYHHUK JOJDKHOCTEH PYKOBOAWTENEH, CIIEIIUATUCTOB U IPYTUX CIyXKamux // [DIeKTpOHHBII
pecypc]. — M., 2019. — Pexxnm noctyna: [DnekTpoHHSBIH pecype]. — M., 2019. — Pesxxum nocryma:http://www.consultant.ru.
MexoTpacieBbie yKPYIIHCHHbIE HOPMATHBBI BPEMEHH Ha pa0OThI 10 KOMILICKTOBAHUIO M YYETy KaapoB // [DIEKTpOHHBIH
pecype]. — M., 2019. — Pesxum mocryma:http://www.consultant.ru.

[lepeuenp THUNOBBIX YNPABIEHUYECKHX apXMBHBIX JIOKYMEHTOB, OOpasyIoIIUXCs B  Ipolecce JAesTeIbHOCTH
rOCyIapCTBECHHBIX OPraHOB, OPraHOB MECTHOIO CaMOYIPaBJCHHS W OpPraHU3allfil, C yKa3aHHEM CPOKOB XpaHEHus //
[DnexTponnbIii pecypc]. — M., 2019. — Pexxum mpoctyna:http:// www.consultant.ru.

Jlutepartypa (o0s3aTe/ibHasI)

Abynmamze, . I'. [lokyMmeHTanoHHOE OOECIIeYeHHE YIPaBJICHUS MEPCOHAJIOM : YYeOHMK UM TPaKTHKyM JUIA
akagemuieckoro OakamaBpuara / . I'. AOymanmze, U. b. Bempsokkuna, B. M. MacmoBa. — Mocksa : M3maTenscTBO
IOpaiit, 2019. — 299 c¢. — (bakanaBp. Akanemuueckuit Kypc). — ISBN 978-5-534-00875-3. — TekcrT : 3JIeKTpOHHBIH //
3BC HOpaiir [caiiT]. — URL: https://urait.ru/bcode/433411 (nata oopamenwus: 30.11.2019).

BeikoBa T.A. J[OKyMEHTAIMOHHOE OOCCIICYCHHE YIPABICHUS (IEIOMPOU3BOACTBO) [DIEKTPOHHBIN pecypc] : ydeOHOe
nocobue / T. A. beikosa, T. B. Ky3Hemnoga. - 2-¢ uzn., nepepa0. u jgoi. - Mocksa : Uadpa-M, 2018. - 304 c. - ISBN 978-5-
16-004805-5. — URL http://znanium.com/go.php?id=942800.

I'moroBa C.A. IIpodeccroHanbHBIN CTAaHAAPT CHEIHAANNCTA [0 YIIPABICHUIO IIEPCOHATIOM B ICATEIIEHOCTH KaIpOBOM
ciryObI [DnekTpoHHBIH pecypc] / I'moroBa CBetnana Anekcannpossa; C. A. ['moToBa // YiipaBieHne TOKyMEHTaIUeH:
MPOILIOe, HacTosIIee, Oymymee : Marepuaisl [1I-eit MexxyHap. Hayd.-lipakT. KOH®., mocsml. namsta npod. T. B.
Kysuerosoii, Mocksa, PITY, 23-24 maprta 2017 1. / M-Bo 0Opa3oBanus u Hayku Poc. denepanmu, Degep. roc. OIOKeET.
yupex[. BeICII. oOpa3oBanus "Poc. roc. rymaHuTapHslil yH-T", Hcr.-apX. HH-T, Pak. JOKyMEHTOBEEHHUS U TEXHOTPOHHBIX
apx., Kad. nokymenroBeaenus. - Mocksa : Tepmuka.py, 2017. - C. 451-457. - Pexxum gocrymna :
http://elib.lib.rsuh.ru/elib/000013004.

I'moroBa C.A. TenmeHIu pa3BUTHA KaIpOBOTO JACIONPOM3BOACTBA B paMkax mporpammbel "Lludposas skoHOMEKA'
[OnexTponnsii pecypc] / ['moroBa Cernana AnekcanapoBHa; CBermana A. [moroBa // YmpaBineHne AOKYMEHTaMH B
nugpoBoii s3koHOMHKE. - Mocksa : PITY, 2019. - C. 98-103. - Pexxwum goctyna : http://elib.lib.rsuh.ru/elib/000013245.
Kanposoe nemonpousBonactBo. Yueonuk. / C.JI. Ky3nenos, C.A. I'motoBa — M.: U3natensctBo « TEPMUKAY, 2020. — 492
c.

KanpoBoe nenonpounssoncrtso: Haunnaem c nyns. Aynur ceoumu cwiiamu / V.B. XKypasiesa, M.B. XKypagiesa. - 2-e u3.
- Mocksa : HAL] UH®PA-M, 2014. - 184 c.: 60x88 1/16 + ( Jlom. mar. znanium.com). - (IIpocto, kpaTko, O5IcTpO). (0)
ISBN 978-5-16-008986-7 - Tekct : amektponnsiit. - URL: https://new.znanium.com/catalog/product/417566 (aara
obpamenns: 30.11.2019)

[MaBnosckas, O. 0. IlpaBoBoe obecrmedeHne KaapoOBOTO ENONPOM3BOIACTBA : ydeOHoe mocobme mra By3oB / O. IO.
[MaBnoBckas. — Mocksa : UznarensctBo FOpaiit, 2019. — 213 c¢. — (Bricmiee obpasoBanue). — ISBN 978-5-534-11565-
9. — Texkcr : anexrponssii // OBC IOpaiit [caiit]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

JluTepatypa (10N0JTHUTEILHAS)

Kyxkapuna K0.M. CoBpeMeHHbIe OpraHu3allMOHHBIE U PErjJaMeHTHbIE JOKYMEHThI: (PYHKINHU M pa3HOBUAHOCTH // BecTHHK
PITYVY. 2016. Ne2. [DnexTpoHHBIH pecypc]. - M., 2019. - Pesxxum JOCTyTa:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi%202(4)-16.pdf.

Muxaitnmuaa .. Yrpasnenne nmepcoranoMm, 3-e uzg. - Mocksa :Jlamkos u K, 2018. - 280 c.: ISBN 978-5-394-01749-0 -
Teker : anextpoHHbIH. - URL: https://new.znanium.com/catalog/product/415303 (nara o6pamenus: 30.11.2019)

6.2 TlepeyeHb pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKANMOHHOM ceTn « AHTEpHET».

HammonanesHas snekrponHas 6nbmmorexa (HOb) www.rusneb.ru
ELibrary.ru Hayunas snexrponnast 6ubmmorexa www.elibrary.ru
OnextponHas 6bubmmoreka Grebennikon.ru www.grebennikon.ru

Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

Taylor and Francis

JSTOR

6.3 IIpodeccuonajabHblie 0236l JAHHBIX U HHGOPMANMOHHO-CIPABOYHbIE CHCTEMBI

Joctyn k mpodeccruoHanbHbIM 06a3aM naHHbIX: https:/liber.rsuh.ru/ru/bases
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http://elib.lib.rsuh.ru/elib/000013245
http://elib.lib.rsuh.ru/elib/000013004
http://znanium.com/go.php?id=942800
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WHupopmanoHHbIe CIIPaBOYHbIE CUCTEMBI:
1. Koncynsrant Ilmroc
2. Tapanr

7. MaTtepuajibHO-TeXHHYECKOe o0ecrieueHue TUCHUIIIMHBI
Jlis obecrieyeHHsT AUCIUILIMHBI MCIIOIB3YETCS MaTEePUaIbHO-TEXHHUYECKas 0a3a 00pa30BaTEeIbHOIO YUPEHKICHHS:
yaeOHbIC ayTUTOPHH, OCHAIIEHHBIE KOMITBIOTEPOM U TIPOSKTOPOM JUTS AEMOHCTPALINHN YISOHBIX MaTepPHAaJIOB.

CocTtaB IpOrpaMMHOTO OOCCTICUCHUS

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

8. O0ecneyenne 00pa3oBaTeIbHOrO Ipomecca JJIA JHUIL ¢ OTPAHHYEHHBIMH BO3MOXKHOCTSIMH 30POBbSl U
UHBAJINI0B

B xone peanmzauuy AMCHMIUIMHBI UCIIOJB3YIOTCS CIIEIYIOLIME JONOJIHUTEIbHBIE METOJbI OOYUYeHHUs, TEKYILETo
KOHTPOJISI yCIIEBaEMOCTH M IPOMEKYTOYHOW aTTecTaluy OOydaromuxcs B 3aBHCHUMOCTH OT HMX WHIWBHIYaIbHBIX
0COOEHHOCTEH:

® IS CIIENBIX U CTa00BUAAIINX: JIEKIUH O()OPMIISIOTCS B BHJE IEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C IIOMOIIBIO
KOMIIBIOTEpPa CO CHENMATN3HPOBAHHBIM MPOTPAMMHBIM O0ECIEUEHHUEM; IHCHMEHHBIC 3aJaHUs BBINOIHIIOTCS Ha
KOMITBIOTEPE CO CIHENNATU3UPOBAHHBIM IPOrPaMMHBIM OOECIIEUCHHEM HJIM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;
obecrieunBaeTcs MHIMBHIyaJbHOE paBHOMEpHOe ocBemieHne He MeHee 300 JIOKC; Ui BBIMOJNHEHWS 3aJaHusl IIpU
HEOOXOAMMOCTH TIPEJIOCTABISIETCS] YBEIMYMBAIOIEE YCTPOWCTBO; BO3MOXKHO TakKXKe MCIOJIb30BaHUE COOCTBEHHBIX
YBEIMYHMBAIOIINX yCTPOWCTB; MUCEMEHHBIE 3a/1aHNs1 O)OPMIISIOTCS YBEIIMUCHHBIM IIPU(PTOM; SK3aMEH U 3a4ET MPOBOASATCS
B YCTHOU (hOpMe MIIM BBITIOJIHSIOTCSI B TUCBMEHHOW ()OpME Ha KOMITBIOTEpE.

® JUIsl TITyXHX U cI1ab0oCbIanyuX: JeKIUH 0QOPMIIIOTCS B BHJIE QJIEKTPOHHOTO JIOKYMEHTA, JTHOO MpPeI0CTaBIIseTCs
3BYKOYCHJIMBAIOIAsl allllapaTypa WHANBUIYaIbHOTO TOJIb30BAHUS; MMCHbMEHHBIC 33aHUsI BBITOIHIIOTCS Ha KOMITBIOTEPE B
MUCbMEHHON (hopMe; dK3aMeH M 3a4€T NPOBOIATCS B MHCbMEHHOH ()OpMe Ha KOMITBIOTEPE; BO3MOXKHO MPOBEJCHUE B
(dopme TecTHpoBaHuSI.

® sl JIMI C HAPYIICHWSMH ONOPHO-ABHUTATENBHOTO arlapara: JIEKIUH O(QOPMIISIOTCS B BUAE 3JIEKTPOHHOTO
JIOKyMEHTa, JIOCTYITHOTO C ITOMOIIbIO KOMITBIOTEPA CO CTICIMAIN3UPOBAHHBIM ITPOTPAMMHBIM oOecTiedeHIEeM; TNChbMEHHbIE
3aJaHusl BBIIOJIHSIOTCS Ha KOMIIBIOTEPE CO CHENMATM3MPOBAHHBIM IIPOTPAMMHBIM OOECIICUeHHEM; 3K3aMeH M 3auéT
MIPOBOASATCS B YCTHOH (hOpME MJIH BBINIOJIHSIOTCS B MMCBMEHHOW (hopMe Ha KOMIIBIOTEpE.

[Tpy HEOOXOAMMOCTH MPEAYCMATPUBACTCS YBEIMUCHNE BPEMEHH IS TOATOTOBKH OTBETA.

IIpomnienypa mpoBeneHHS NPOMEXKYTOUHOW aTTECTAIlMHM JJIs OOy4aroIIMXCsl YCTAaHABIMBaeTcd C Y4YETOM HX
UHJMBHUYaJIbHBIX Tcuxodusnueckux ocobeHHocreil. [IpomexyTouHas arTecraluss MOXET MPOBOAUTHCS B HECKOJIBKO
3TaIoB.

IIpn mpoBeneHMm mpOIEAYypHl OLCHWBAHMS pE3YIbTAaTOB OOydYEHMs IPENyCMaTPUBAETCS HCIIOIb30BAHUC
TEXHUYECKHUX CPEJICTB, HEOOXOANMBIX B CBSI3M C MHIMBUAYAJIbHBIMH OCOOCHHOCTSIMH OOYYAIOIINXCS. DTH CPEACTBA MOTYT
OBITH IPEOCTABICHBl YHUBEPCUTETOM, WIIM MOTYT MCIIOJIb30BAThCSl COOCTBEHHBIE TEXHUUECKUE CPEICTBA.

[TpoBeneHue mpoueaypsl OLEHUBAHMS PE3YJBTaTOB OOYYEHHs JOIYCKAETCSl C HCIOJIB30BAaHHEM JMCTaHIIMOHHBIX
00pa3oBaTeNbHBIX TEXHOJIOTHIA.

ObecmednBaeTcs IOCTYN K MHPOPMALMOHHBIM U OMOIHOTrpaguyuecKuM pecypcaM B ceTd MHTEpHET I KakIoro
oOyuatorierocs B popmax, aiaiTHPOBAHHBIX K O'PAHUYEHHSM HX 3[J0POBbsI U BOCIIPUATHS UHQOpMALIUK:

® IS CIIETIBIX M CTa0OBUIAIIMX: B NIEYATHOW (DOpME YBEITHMUECHHBIM IIPU(PTOM, B (OpME 3IEKTPOHHOTO JOKYMEHTA,
B (hopme ayanodaiina.

® ISl TIIyXHX U CIa00CIBIIIAMINX: B IEYaTHOH (hopMe, B (hOpME 3JIEKTPOHHOTO TOKYMEHTA.

e 111 O0yJalOmMXCS C HApyIICHWSMH OIOPHO-IBUIATENFHOTO ammapara: B Me4aTHOM ¢opme, B dopme
JIEKTPOHHOTO JOKyMEHTa, B hopMe aynuodaiina.

VYueOHbIE ayTUTOPUM Uil BCEX BHJOB KOHTAaKTHOW M CaMOCTOSITENILHOH paOoThl, Hay4yHas OMONMOTEKa M HMHBIC
TIOMEILEHHUS JUTsl 00Y4EHHsI OCHAIIEHBI CIIeaIbHBIM 000py/JOBaHHEM U Y4EOHBIMU MECTaMH C TEXHUYECKHMH CPEICTBAMHU
oOy4eHus:

® ISl CienbIX W CIabOBUAALIMX: YCTPOMCTBOM Ul CKaHMpoBaHus M 4reHus ¢ kamepoir SARA CE; nucmieem
Bpaitna PAC Mate 20; mpuratepom Bbpaitnsg EmBraille ViewPlus;

® ISl TIyXUX M CHabOCIHBIIIANINX: aBTOMATH3MPOBAHHBIM pabOYMM MECTOM JUIS JIIOJICi ¢ HapylIeHHEM ciiyXa U
c1abOoCIBIIANINX; AKyCTHIECKUN YCHIIUTENb U KOJIOHKH;
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e s oOyyaromuxcs C HapyUICHUSMH OIOPHO-JABUIAaTENIbHOTO alapaTa: IMEepeIBIKHBIMU, PErylInpyeMBIMU
sproHomudeckumu napramu CH-1; KOMIBIOTEPHOH TEXHUKOM CO CIIEIMAILHBIM POrPaMMHBIM 00€CIIeYeHHEM.

9. MeToauuecKue MaTepHaJibl

9.1 IlnaHbl CEeMMHAPCKMUX 3aHATUI

TEMAI. 3AKOHOJIATEJIbHAS PETJTAMEHTALIA JIOKYMEHTHUPOBAHU S KA JPOBOI
JNEATEJIBHOCTU B P®

3AJJAHUA.

1. Tlpoananusupyiite Tpymosoii kogekc Poccuiickoit Denepaiiuu u onpeaenuTe TpeOOBaHHUS K COCTaBy U 0(OPMIICHHIO
JOKYMEHTOB, PETTIaMCHTHPYIOMIUX TPYAOBbIC OTHOIICHU.

2. llpoanammupyiite TpymnoBoit komekc Poccuiickoit @enepannu u onpenenute TpeOOBaHUS K QYHKIUSAM KaJpOBOI
CITY>KOBI.

YKA3AHUS 110 BBITTOJIHEHUIO 3AJAHUI
1. Usyuure TpymoBoii KOJEKC U BBIICHHUTE, KAKUMH JOKYMEHTaMH MPEIyCMOTPEHO O0(OpMIICHHE IpHeMa, IEPEeBO/Ia,
YBOJIbHCHUSA, KOMAaHAWPOBAHUSA, AUCHUIINIMHAPDHOIO B3bICKAHUA W MOPEAOCTABICHUA OTITYCKa pa6OTHI/IKaM. CocraB
JIOKyMEHTOB (pUKCUpYEeTCs M0 KaXJOH OTHeNbHOH mporenype. OOpaTuTe BHUMaHUE HA CPOKHU TOJITOTOBKH JIOKYMEHTOB,
YCTaHOBJICHHBIC 3aKOHOAATCIILHO.

Pe3ynbpTaThl 3a1aHKSI MOTYT OBITh NPEACTABIIECHBI B BUJIE TaOJIHIIbI:

IMpouenypa Buabi Homep Cpoxu, Conep:xkanue,
AOKYMEHTOB CTaTbH CBSI3aHHBIE C oopmiieHuHE
AOKYMEHTOM

[Tpuem Ha paboty
IlepeBon
IIpenocrasienue
OTIIyCKa
[Toonipenue
JucuunimHapHoe
B3BICKAHUE
KomannupoBanue
YBoJIbHEHUE

2. Nzyumre TpymoBoil Komekc W OIpeNenuTe OOS3aHHOCTH PaboTOHaTessi MO OTHOMICHHIO K pabOTHHKY, KOTOpEIE
ycraHoBleHB! B Kozekce mpy BO3HMKHOBEHHH TPYIOBBIX OTHOWICHWHA. Ha 3TOW OCHOBE COCTaBbTE mepedeHb (HyHKIHH,
BEITIOJTHSEMBIX KaJIpOBOU CITY>KOOH.

KOHTPOJIBHBIE BOITPOCBI.

1. IlepeuncnuTs OCHOBHBIE BUIBI JOKYMEHTOB, HCHOIb3yeMble Uil IOKYMEHTHPOBAaHHUS TPYJAOBBIX OTHOIIEHUH,
YCTaHOBJICHHBIX B TPYJOBOM 3aKOHOIATEIIBCTBE.

2. HazoBute THNOBBIC PYHKINU KaJPOBOIA CITYKOBI.

TEMA 2. PA3PABOTKA OPTAHU3AILIMOHHBIX JOKYMEHTOB B KAJIPOBOW CJIY)XKBE
3AJAHUA
1. TIpoanammsupyiite opranuzamnuro padbotsl ¢ kaapamu B 3A0 “Breimmen”.
2. Pazpaboraiite [Tonoxxenne 06 oraene xanpos 3A0 “Breivmen”
3. PaspabotaiiTe HTOKHOCTHYIO MHCTPYKIHUIO JUIS OJHOTO U3 COTPYAHHKOB KaJIPOBOI CITy>KOBI

YKA3AHUA ITO BBITTOJIHEHNIO 3AJJAHUA

1. TIpoanammsupyiite KomIuiekc TOKyMeHTOB 3AO “BrpiMmen”, BBIABISAS €ro CTPYKTYPY, YHUCICHHOCTH, HAIIPABICHHS
nesitenbHocTH OO0IIecTBa 1 0COOCHHOCTH OpPTraHU3alliy KaJpoBOi pabOTHI.

2. Ha ocHoBe KBaIM(HKAMOHHON XapaKTEPUCTUKH PYKOBOAWTENS KaapoBod ciyx0s, YCOP/I, TpynoBoro xoaekca u
TpeOOBaHMI MHBIX HOPMATUBHBIX U METOANYECKUX TOKYMEHTOB pa3zpaboTaiite u odopmute npoekt Ilomoxenus 06 oraene
xaapoB 3A0 “Bremmnen”.

3. Ha ocHoBe KBaNM(UKALMOHHBIX XapaKTEPUCTHK PaOOTHHKOB KanpoBoil ciyx0bl, YCOPJl paszpaboraiite mpoext
JOJDKHOCTHOW MHCTPYKIIMH OJHOTO M3 COTPYAHUKOB oTaena kaapoB 3A0 “Beimmen” u opOpMHUTE €ro B COOTBETCTBHH C
YCTaHOBJICHHBIMHU TPEOOBaHHUSIMH.
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KOHTPOJIbHBIE BOITPOCHI

1. Tlepeuncnute 3agauu 1 HYHKIIHA KaAPOBOI CITyKOBIL.

2. Kaxkue TOKyMEHTHI perjJaMeHTHPYIOT PaboTy ¢ MePCOHAIIOM OpTraHU3aIiH?

3. Ha ocHoBe, KakMX JOKyMEHTOB pa3pabaThIBAlOTCS MOJIOKCHHUE O KaJpOBOH CITy>k0€ M JOJIKHOCTHBIE HHCTPYKINHU €
COTPYIIHUKOB?

4. KakoBa CTpyKTypa TEKCTOB IIOJIOKECHUS O KaJpOBOM CITy0e W JOIKHOCTHOW MHCTPYKIMK?

5. Korpa nonoxenue o kazpoBoi ciryx0e mpuodperaer opuandeckyto cuity? Koraa ono tpedyer nepepadboTku?

6. Ilepeuncnute oOmume TpeboBaHUA K OPOPMIICHHUIO OPTaHU3AIIMOHHBIX JOKYMEHTOB.

TEMBI 3-7. IOKYMEHTUPOBAHUE KAJIPOBOM JIEATEJILHOCTH

3AJJAHUSA:

1. I3yunTe 3aKoHOaTENbHBIE TPEOOBAHNUS K COJCPIKAHMIO M O(OPMIICHHIO TPYAOBOTrO noroBopa. IToAroTroBbTEe MpOEKTHI
JIOKyMEHTOB I10 IPHEMY Ha paboTy.

2. IToAroToBBTE NPOEKTHI IOKYMEHTOB 10 TIEPEBOJLYy Ha JIPYTyIO padoTy.

3.IToAroToBHTE NPOEKTHI IOKYMEHTOB O MPEJOCTABICHHH OTITYCKa, POEKTHI JOKYMEHTOB O KOMaHIUPOBAHUH PaOOTHUKA
4.IloarotoBbTe MPOEKTHI JOKYMEHTOB O TMOOIIPEHHMH pPa0OTHUKA M HPOEKThl JOKYMEHTOB O BBIHECEHHH
JVCIUTUIMHAPHOTO B3BICKAHHS.

5.IloAroTOBETE MPOEKTHI JTOKYMEHTOB 00 M3MEHEHHMH (aMHINK PaOOTHHMKA M IPOEKTHl AOKYMEHTOB O PACTOPXKECHUH
TPYAOBOTrO JOrOBOpA.

YKA3AHUS 110 BBIIIOJIHEHUIO 3A JAHUI

1. Ha ocHoBe MarepuayioB [1€JIOBOI MIpbl (CIpaBOYHBIE AaHHbIE O pabOTHUKE) M TpeOoBanuii TpymoBoro kouekca
MTOJITOTOBUTH TPYIOBOH JOTOBOp ¢ pabOTHHUKOM, O(hOpMHUTE NMpHKa3 O MpHueMe paboTHHKa Ha paboTy (CTyIEHTHI MOTYT
COCTaBUTb IIPHKa3 MO 00IIKM NpaBuiaM 0(OPMIICHHUS PUKA30B MM BOCIOJIL30BaThCs YHUDUIMpoBanHoU dopmoit T-1).
3amomaNTh JIMuHyr0 KapTouky pabotHmka (popmy T-2.) Onpenenuts cOcTaB JOKYMEHTOB, UCTIONB3YEMBIX U CO3IaHHBIX
IIpH TIpreMe Ha paboTy, KOTOpBIe (OPMHUPYIOTCS B IMYHOE AETO PaOOTHHKA.

2.  Hcnome3yst MaTepuanbl JIEOBOW WTPHI (CHpaBOYHBIC JaHHbIE O paOOTHHWKE) M y4UTHIBas TpeOoBaHust TpynoBoro
Kozekca OQOpMHUTH IepeBoj]] paboTHHKAa (IO €ro WHUNMATUBE M 110 WHUIMATHBE PYKOBOJHUTENSI CTPYKTYPHOTO
ToJipa3ieNieHust) Ha Jpyrylo paboTy B Tol e opraHuzauuu. COCTaBUThH 3asiBIICHHE, IPEJCTABICHHE, YBEAOMJICHUE H
oopmuTs TpUKa3 O IepeBoje pabOTHUKA HAa Jpyryro pabory (1o oOmuM mpaBuiaM O(OpPMIICHHS IPUKA30B HIIH
BOCIIONIb30BaThCsl YHUHUIMPOBaHHOH (opmoii T-5). BHectu manubie B JIMuHyro KapTouky padortHuka (dopmy T-2.)
Onpenenuts cOCTaB JOKYMEHTOB, HCIIONB3YeMbIX W CO3JaHHBIX IIPH IIepeBojie Ha  APYryoo paboTy, KOTOphIe
(hopMHUpYIOTCS B IMYHOE JENT0 pabOTHUKA.

3. Hcxonms w3 MaTepHalioB NIEIOBOW WTPHI (CIIpaBOYHBIC TAaHHBIE O PaOOTHHUKE) , O(POPMUTH €KETOAHBIA OUYEpeIHOI
OIUTaYMBAEMBIH OTITYCK M OTITyCK Oe3 coxpaHeHHs 3apaboTHOH matel. COocTaBUTh rpaMiK OTITYCKOB, O(OPMHUTH IPHKa3 O
MIPEAOCTABICHHN OTITycKa (IO 0oOmuM mpaBuiaM O(OPMIICHHS NPUKA30B MM BOCIOJIB30BATHCS YHU(PHUIIMPOBAHHOM
¢dopmoii T-6) . Buectu nanubie B JInunyro kaprouky padotnuka (popmy T-2.).

Hcrnonb3ys Marepualibl JeJIOBOM HWTphl (CIIpaBOYHBIE JMaHHBIE O PAOOTHHKE) TMOATOTOBUTH MPHUKA3 O HaIpaBIeHUH
pabOTHHKAa B KOMaHIUPOBKY (110 oOmmMM mpaBmwiaM O(OPMIICHHUS MPHKA30B MM BOCIOJIb30BAThCS YHU(PHUIUPOBAHHOM
¢dopmotii T-9).

4. Vcnome3yst mMarepualibl JEJNOBOH WIpbl (CIIpaBOYHBIE JaHHBIE O PabOOTHHKE), O(GOPMHUTH NpPHKa3 O TOOIMIPEHUH
paboTHHKa (10 00IIMM TIpaBwiIaM 0(OPMIICHHS IPUKA30B WIH BOCIIONB30BaThes yHU(GUITpoBaHHOH hopmoii T-9). Baectn
JaHHBIE O MoolpeHnH B JInuHylo kapTouky pabotHuka (popmy T-2.). Onpenenuts cocTaB JOKYMEHTOB, HCHOJIB3YyEMbIX
1pu 0(OpPMIIEHUH OOLIPEHNUS], KOTOpBIE (HOPMHUPYIOTCS B IMYHOE /€710 pabOTHHKA.

Ha ocHoBaHMM MaTepHanoB AEIOBOM WIPHl COCTaBUTh OOBACHUTEIBHYIO 3alHCKy O TUCHUIUIMHAPHOM IIPOCTYIIKE,
JOKITIHYIO 3aMACKy O HapyILIEHUH TPYAOBOW JUCHUILINHBL, IPHKA3 O HAJTO0XKEHUHU TUCIHIUIMHAPHOTO B3BICKAHMS.

5. Hcmone3yss MaTepHaibl IEIOBOWM HIPHI (CIIPABOYHBIC NAHHBIC O PAaOOTHHKE) OPOPMHTH IMPEKpaIleHHE TPYIOBOTO
JIOTOBOpa IO WHUIMATHBE PaOOTHUKA, MO0 WHHUIMATHBE pPa0OTOJATEeNsl, TI0 OOCTOSTEIhCTBAM, HE 3aBHCSAIIMM OT BOJH
cropoH. Ompenenuts cOCTaB JOKYMEHTOB, KOTOpPBIMH ogopmisercs Kaxkaas curyauus. OdopMuTh TpHKa3 o
MPEeKpaIIeHU JCUCTBHUS TPYIOBOTrO J0roBopa (Mo oOmmMM mpaBwiaM O(GOPMIICHHS IPHKA30B WM BOCIOJIH30BATHCS
yauuiupoBannoit Gopmoit T-8). Buectu manHbie 00 yBoMbHeHHMH B JIMuHyH0 KapTouky pabortHuka ((hopmy T-2.).
Omnpenenuts COCTaB JTOKYMEHTOB, UCIIOJIb3YEMBIX MIPU OQOPMIIEHHH YBOJILHEHUS], KOTOpbIe (JOPMHUPYIOTCS B JIMUHOE JIEII0
paboTHUKA.

CocTtaBbTe MPOEKT MpHKa3a 00 N3MEHEHUH (haMHIINH, IPUBEANTE BOZMOKHBIE OCHOBAHUS TSI U3JaHUS TAKOTO TIPUKa3a.

KOHTPOJIBHBIE BOITPOCHI:
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1. BsigenuTe OCHOBHBIE TOKYMEHTHPYEMBIC 331a4H KaJpOBON JAEATEIEHOCTH.

2. OxapakTepu3yWTe CTPYKTypy TEKCTa TPYJOBOI'O JOTOBOpA, MEPEUUCIUTE CYLIECTBEHHbBIE IOJIOXKEHUS TPYAOBOIO
JI0TOBOpA.

3. SBmsrorcs M yHUGUIUPOBAHHBIE POPMBI 00S3aTEIbHBIMUA ?

4. Ha ocHoBe TpeOOBaHHUII K TPYIOBOMY JIOTOBOPY, ONPENEIUTH MOPATOK 0(GOPMIICHUS JOMOIHUTEIBHOTO COTIIAIICHUS
(M3MEHEeHUsI K TPYIOBOMY JIOTOBODY).

5. Kakumu TpeOoBaHMSIMH JIOJDKHA PYKOBOJCTBYETCS KaapoBas ciy0a mpu o(pOpMIEHHHM INPUKa30B B TEKCTOBOW
¢bopme?

Tema 8. TPYJIOBAS KHITXKKA

3AJAHUA
1. IIpoananusuposats Tpynosoit koxexc PD, [IpaBuna BeaeHHUS U XpaHEHUS TPYJAOBBIX KHIKEK, HHCTPYKIHUIO IO
3aI10JTHEHHIO TPYAOBON KHIMKKH. BBISICHUTD IIpaBuiia 3aBeIeHHS ¥ OPAJOK BEJICHNS TPYAOBBIX KHIKEK.
2. 3ano HUTh OJIAHK TPYJOBOW KHMXKKH CBEJICHUSMH O paboTe M YBOJbHEHHH.
3. [Tpoananu3upoBaTh NPEIIOKEHHBIE KOITUH TPYJAOBBIX KHIDKEK, 0OBSICHUTH OIIMOKN B OpOPMIICHHHN U BEJICHHH.
4. 3aperucTpupoBaTh OPOPMIICHHYIO TPYIOBYIO KHHKKY.

YKA3AHUS T10 BBIIIOJIHEHUIO 3A JAHUI

1. M3yuuts  Tpynosoit konexkc P®, IlpaBuna BegeHuMss M XpaHEHUS TPYIAOBBIX KHUKEK, HMHCTPYKLHIO IO
3aMOJIHEHHIO TPYIOBBIX KHIXKEK .
YcTaHOBUTD:

-3aKOHO/IaTeNIbHbIE 1 HOPMATHBHBIE MTOJIOKEHUSI O CTATYCE TPYIOBOH KHIDKKE, OPS/KE ee OPOpMIICHHST U BEIICHNUS;
- HOpMaTHBHBIE TPeOOBaHUS O TyOJIMKaTe TPYIOBOI KHUXKKH;
- HOpMaTHUBHBIE TPEOOBAHUS O BKJIAJBIIIC K TPYAOBOM KHUKKE.

2. Hcnonp3ysa mpemioskeHHbIE MaTepHanbl JeTOBOW WUIPHl M MaTepHaibl 3aHATHH O JOKYMEHTHPOBAaHHM IIpHEMA,
NEPEBOIa, YBOJIBHEHNSI BHECTH COOTBETCTBYIOIINE 3aIHMCH B TPYJOBYIO KHHIKKY.
3. W3yunth TpeuIoKeHHBIE KONMM TPYIOBBIX KHIDKEK, BBISIBUTH OIIMOKM B O(QOPMIICHHMM M HCIIPABICHUSIX Ha

THUTYJIBHOM JIUCTEC, B pa3aciic «CBGHCHI/ISI 0 pa60Te».

KOHTPOJIbHBIE BOITPOCHI

1. B kako# cpok 10JKHA OBITh 3aBeJieHa TPYI0Basi KHIDKKA TP MTOCTYIUIEHUH pabOTHHKA Ha paboTy BIEpBbIE?
2. B kakux ciyudasx KaJpoBas ciayk0a MMeeT IpaBo BbLIATh AyONHKAT TPYIOBOH KHIKKH?

3.B kakoii cpok 1mocie yBOJIbHEHUS paOOTHUKY BBLAAETCS TPYAOBas KHIDKKA?

4. Kak oopmisieTcss BeIJaua BKIAIBIIIA K TPYIOBOH KHIDKKE?

5. Kakoe cTpyKTypHOE Mopa3eieHne OpraHu3aliy XpaHAT OJIAHKH TPYIOBBIX KHIDKEK M BKIabIIIEH K HUM?
6.Kak ncnipaBuTth omnoOkn, 0OHapyKEeHHbBIE Ha TUTYJIHHOM JINCTE TPYAOBOI KHMKKH?

7.Kak ucnpaBuTth ommoOKy, oOHapyXeHHbIE B 3aII0JIHEHNH pasjena «CeneHus o pabore»?

Tema 9. CACTEMATHU3ALUSI JOKYMEHTOB KAJIPOBOI CJ1YKBbI.
3AIAHUS

1. TIpoanammsupyiiTe HOMEHKIATYPY A€ KaapoBoi ciyx0s1 3A0 “Brimmen”.

2. CocraBbTe IPOEKT HOMEHKIATYPHI el oTAena kaapoB 3A0 “Beimnen” Ha cleayromuil KaleHAapHbIA o,

3. Ilpoanamusupyiite TpeOOBaHHE 3aKOHOJATEIHHBIX M HOPMATHBHBIX JIOKYMEHTOB K COCTaBY JAOKYMEHTOB JIMYHOTO
Jena.

4. Cdopmupyiite auaHoe aeno corpyanuka 3AO “BeiMmen” M cOCTaBbTE BHYTPEHHIOI OIKCH JTOKYMEHTOB JTHYHOIO
Jena.

YKA3AHUS T10 BBIIIOJIHEHUIO 3A JAHUI

1. C yderom TpeOOBaHMIT HOPMATUBHBIX TOKYMEHTOB IIPOAHANM3UPYHTE HOMEHKIATYpy Aed 3AO “Brimnen”, onpenemnss
ee BHJ, KIACCH(PHUKAMMOHHYIO CXEMy, OCOOCHHOCTH (OPMYJIHMPOBAHMS 3arojIOBKOB, HMCTOYHHUKH M TPABUIEHOCTD
YCTaHOBIICHHSI CPOKOB XpaHeHHs. OnpeaennTe nepexoasiiye 1ej1a, BKIIOUYCHHBIE B 3Ty HOMEHKIIATYpY.

2. Ha ocnoBe TpeGoBanuii OCHOBHBIX NpaBUJI PabOTHl apXHUBOB OpraHU3allMii W THIIOBOTO NEPEYHS YIpaBICHYECKUX
JIOKYMEHTOB CO CPOKaMH XPAHEHHUs] COCTaBbTE MIPOEKT HOMEHKNATyphl JAea 3A0 “Brivnen” Ha cieayronuii KaaeH apHbIid
rof. ITpoekT oopMHTE B COOTBETCTBUHU C YCTAHOBICHHBIM MTOPSIKOM.

3.  Wzyunts Yka3 Ilpesunenta P®D VYka3 Ilpesumenta Poccuiickoit ®@epepannu ot 30 mas 2005 r. Ne 609 «O
MEPCOHANBHBIX JTaHHBIX T'OCYJAapCTBEHHOIO Ipa)KAaHCKOro ciyskamiero Poccuiickoit @enepayivi 1 BEACHUU €r0 JIMYHOTO
nena» M3yauts p.8 TunoBoro mepedns ynpaBIeHUYSCKHX JOKYMEHTOB U ONPENECIUTH COCTAB JOKYMEHTOB JIMYHOTO Jeia
paboTHHKA.
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4.Vcnionb3ys TOKYMEHTbI, pa3pabOTaHHble Ha MPEABIIYIINX 3aHATUSIX, copMHpyiiTe TUUHOE Nen0 pabOTHHKA C yYETOM
YCTaHOBIICHHBIX HOPMAaTHUBHBIX TpeOoBaHud. Jlsi COPMUPOBAHHOTO JIMYHOTO Jejia COCTaBbT€ BHYTPEHHIOIO OIHUCH
JIOKYMEHTOB.

KOHTPOJIbHBIE BOITPOCEHI

1. KaxoBo Ha3HaYCHHE HOMECHKIIATYPHI IEN B KaApOBO ciyxoe?

2. KakoBsl TpeboBaHus K GOPMyIHPOBKE 3ar0JIOBKOB JIOKYMEHTOB M0 JITWHOMY COCTaBy B HOMEHKJIAType Jie?
3. Ilepeuncnure coctaB JOKyMEHTOB JIMYHOTO JieNa pabOTHHKA; TOCYIapPCTBEHHOTO CITy>KaIlero.

4. Kak ompenenstorcsi CpOKH XpaHEHUS KaJIPOBBIX JOKYMEHTOB?

5. Kakas cnyx0a B opraHu3anyy J0DKHA pa3paboTaTh HOMEHKIIATYPY /el KaJpPOBOW CIIyKObI?

6. Kakne 0coOOEHHOCTH XapaKTepHBI TSI HOMEHKIIATYPHI JIe]T KaJpOBOU CITy>KOBI?

9.2 MeToau4ecKue peKOMEeHIalMH 110 MOAr0TOBKe NMCbMEHHBIX padoT

[TuceMennbie paboThl (pedepatsl, pereH3un) MPOSBIISIOT KaK TEOPETHYECKUE 3HAHUS, TaK U MPAKTUUECKH HABBIKU
cryneHtoB. Teopuss moxpa3ymMeBaeT 3HAKOMCTBO C HOHATHUSIMH  «IOKYMEHT», «UCTOPHYECKHH HCTOYHHKY,
CAOKYMCHTAJIbHAsA ny6nm<aunﬂ» u ap. 1 ux KJ'[aCCI/I(bI/IKaHI/IHMI/I. HpaKTI/I‘IeCKI/Ie HaBBIKM 3aKIIOYAa0OTCA TaKXKEC B YMCHUU
HNOATOTOBUTh HA IPaKTHKE, B KauyeCTBE MPUIIOKEHUS K paboTe, JOKYMEHTAIbHYI MYyOJNMKALUIo, OLEHUTh U
NPOAHAIN3UPOBATh YK€ HMEIONMECS H3IaHHs, a TakKe TPaMOTHO H3JIOKHUTH pe3yJbTaThl CBOUX HAaOJIONCHUHA B
COOTBETCTBHH C TPaBIIIaMH 0(OPMIICHIS KBATH(PUKAIHOHHBIX paboT.

[Tpn BEIOOpE TEMBI MCCIIENOBAaHUS, a TAKXKE MpeAMeTa U OOBEKTa M3YUYEHHUs CIICIYEeT OPHEHTHPOBATHCS Ha YXKe
HMEIOIIUICS B 3TOM Jeje OnbIT. PaGoTel mo apxeorpaduu MOryT OBITH HOCBSIICHBI BOIPOCAM TEOPHUH, UCTOPUH WIIH
METONUKH apxeorpaduu. TeopeTHyeckue acleKThl CBS3aHbl, KaKk IPaBHJIO, C I'paHHIAMU apxeorpaduu Kak HaydHOM
JUCUUILUIMHBI, €€ 3a]ja4aMi M COOTHOIICHHEM C IPYTUMH JAUCHUIUIMHAME U HAIPaBJICHUSMH.

I/ICTOpI/IH apxeorpa(blxm BKIIIFOHACT aHaJIMu3 I/IS}IaHI/If/'I HUCTOYHHUKOB ONPECACICHHBIX BHUAOB WU 3JIO0X, HWIHU
UCTOYHHUKOB, O0BbEMHEHHBIX TeMAaTHUeCKH. BO3MOXKHO Tak)Ke pacCMOTpEHHE BKJIaJa B apXeorpauio OTAEIbHO B3STOTO
T WIH YIPERICHUS.

Meroanyeckue acleKThl IOAPa3yMeBAIOT H3Y4YEeHHs OTACNBHBIX JTaloB apxeorpaduueckoidl padoThl, TaKuX,
HalpuMep, Kak repesiada TeKcTa HCTOYHHUKOB I BBIOOD TecTa A myOnukanun. [1poOnemsl, cBS3aHHBIE ¢ COIEpKaHNEM
paccMaTpHUBaeMbIX W3AaHHH (TO €CTh OMyOJMKOBAHHBIX HCTOYHHKOB), TAKKE MOTY COCTAaBIISATh NPEAMET Ul U3ydeHus. B
OJTHO BBIITYCKHOM paboTe Ha ITPaKTHKE BO3MOXKHO COUETaHHE Cpa3y HECKOJIbKHUX MOIXO0/I0B.

XPOHOJIOTMYECKUE U TEMAaTHYECKHE IPaHULBI TIPH BBIOOpE TeMbl paboThl 10 apxeorpadyu J0CTaTOYHO IIMPOKH,
YTO IO3BOJIACT JOCTATOYHO JICTKO l'lpI/I6J'[I/I3I/ITI) HX K HAYYHBIM MHTEPECAM CTYJCHTA.

[Tpu Hamucanuu paboTHl BHAualle, Kak MPaBUIIO, CTYJCHT Ha OCHOBAHUH CBOETO MEPBOHAYAIILHOIO 3HAKOMCTBA C
WCTOYHUKAMH M JITEPATYpOH U NMPU KOHCYJIBTAIUK ¢ HAyYHBIM PYKOBOAUTENIEM ONpeeNseT oOIIyI0 HCCIIeN0BaTEIBCKYIO
mpobeMy, PEmIeHHI0 KOTOpoil OyaeT MOCBAIIeHa ero paboTa. B TekcTe 3aKOHUEHHOTO HCCIIEIOBAaHUS 3Ta IpodiieMa
JIOJDKHA OBITH BHJHA W3 Ha3BaHUS padOTHI, ee 00bekTa U npeamera. [ yToUYHeHHs HalpaBlIeHNs JaJbHEHINX AeHCTBUH
CTYICHTY CJEAYET, C y4eTOM BBIOPAaHHOTO I'eHEepaJbHOTO MyTH, 0OJiee OCHOBATEIBHO MO3HAKOMHUTHCS ¢ UCTOYHHKAMH U
JUTEPaTYpol IO MHTEPEeCyIOmUM ero mpotiiemMaM. Pe3ymbraToM 3TOro 3HaKOMCTBA SBJISETCS COCTABICHHE CTYAECHTOM
IulaHa paboThl U MPEJBApUTENFHOIO BapHaHTa CHHMCKa HCIIOJIb30BAaHHBIX MCTOYHUKOB W JIMTEPATYphl. M IuiaH, U CIHCOK
COrJIaCOBBIBAIOTCA C HAYYHBIM PYKOBOAUTCIIEM. HaﬂbHeﬁmHe )IeﬁCTBHS[ CTYACHTA 3aKJII0YaroTCd B PCHICHUA
IMOCTAaBJICHHBIX UM 3a7a4. HpH 9TOM HCO6XO}:[I/IMO YUYHUTBIBATH CIICAYIOIMHUE MOMCHTEI.

JIro6ast mHEChbMEHHas padOTa MMEET ONpPEHENICHHBIN COCTaB: TUTYJIBHBIM JIMCT, OTJIABJICHHE, BBEICHHUE, IJIaBHI,

3aKIII0YEHHE, CITUCOK UCIIONB30BAHHBIX HCTOYHHKOB M JINTEPATYPHI, IPHIOKEHNUS (BO3MOKHEI).
Kaxnast cocraBHas dwacTh pabOTBI MMEET CBOIO CTPYKTYpY M CTPOUTCS B COOTBETCTBHHM C HAYYHOW JIOTMKOW W
(bopMmanpHBIME TpeOoBaHMAME K ohopmieHHI0 padoT. Haubonee cTporo coOmomaroTces: TpaJAuLUK HAMMCAHUS BBEICHHMS,
KOTOpOE TpPaJUIMOHHO HMeEET CIEAyIOLIMEe pa3Jelbl: aKTyaJbHOCTb TEMBl MCCIEIOBAHHSA, MCTOUHUKU MCCIEIOBAHMUI,
ucropuorpadusi. Paccmorpenue atoro 6j0ka BBeJeHHs ompenessieT 00beKT, MPeaMeT, IeId U 33Ja4u padoThl, a TakxkKe
METOJBI HCCIICIOBaHUS, HAyYHYI0O HOBHM3HY H CTPYKTYpYy paOoThl. Ilopsmok pa3fenoB B HEKOTOPHIX CIy4asX MOXKET
MEHSTbCS, HO MX HaJW4uMe 00s3aTelIbHO BO BBeAEHHM K padote. [Ipu M3/I0KEHUHM PE3yNbTaTOB CBOETO HCCIIEAOBAHUS
CTYJCHT JOJDKEH BIaJeTh HEOOXOIUMOI KyJIbTYpOH HUTHPOBAHMS, KOTOPAs MO3BOJSET CTPOrO OTHCIATH BHIBOABI aBTOPA
OT HaONroneHui U (akToB, 3aQUKCHPOBAHHBIX B MCTOYHHMKAX U JUTeparype. TONbKO TakoW MOAXOX MO3BOJIAET BIIOJHE
OLICHNUTH CTETIEHh HOBHU3HBI M 3HAYMMOCTH paboTHI. B 3akimouennn k paboTte B 11e10M (a TakXke B 3aBeplIalomux ad3amnax B
KOHIIC IJIaB) JOJDKHBI OBITh HPHBEACHBI BBHIBOJIBI, K KOTOPBIM CTYISHT HPHIIEN B pe3ysbTaTe MPOBEACHHOW padoTHI.
BBIBO/IBI JOJIKHBI OBITH aPTYMEHTUPOBAHBI.
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