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lle]lb ()I/lCI/}I/H’ZJZI/lelI NOATOTOBUTH BBIITYCKHUKA, BJIAJACIOIICTO HABBIKAMU BCACHUA KaJApOBOI'O

ACJIOMPOU3BOACTBA.

1 IlosicHuTeJbHas 3aMIMCKA
1.1 Ileap u 3aga4y AUMCHUILIMHBI

33[{3‘11/1 AUCHUIIJIMHBI

o CdhopmupoBaTh y CTyIeHTa KOMIIETEHIIMH, TO3BOJISIONIME €My BBITIONHSTH BEChH

KOMILJIEKC paboT 110 KaIpOBOMY JAETIONPOU3BO/ICTBY;

o CdopmupoBaTh y HETO KOMILIEKCHOE TMPEACTABICHUE O CHCTEME JOKYMEHTAIUH 110

JIMYHOMY COCTaBY;

o Jlath mpezacTaBieHue 00 ypOBHE PETIAMEHTAIlMU KaJIpOBOTO JEIOMPOU3BOICTBA B
PO;

o Hayuuts cTynmeHTa coCTaBIATh W O(OPMIISATH OpraHU3AlMOHHBIE KaJpPOBHIE
JIOKYMEHTHI;

o Hayuuth cTygeHTa [OKYMEHTHpPOBaTh OCHOBHBIE KaJpOBBIE MPOLEIYPhI

COOTBCTCTBHHU C Tp€60BaHI/I$IMI/I 3aKOHOO4AaTCIbCTBA,

o Hayunth cTyneHTa OpraHu3oBBIBaTh pabOTy KaJIpoBOHM CIy>KObI, COCTaBISATh

JIOKAJIbHBIC HOPMATHUBHBIC aKThI, PCTJIAMCHTHUPYIOIIUC €€ NCATCIbHOCTD.

J OO0yuuTh

OCHOBHBIM

TCEXHOJIOI'MYCCKUM

npueMamMm  JCJIOIPOU3BOJCTBCHHBIX

OIepaLyii, OpraHU3aluu XpaHEHUs KaApOBOM JOKYMEHTALUH.

1.2 HepequL IJIAHUPYEMBIX pPE3yJbTaTOB oﬁyqenml o IMCOMIlJIMHE,
COOTHECCCHHbBIX ¢ HHAUKATOPAMH NOCTHU/KCHHUSA KOMHETCHIII/Iﬁ

KomMmnerenuus
(kK01 ¥ HAIMEHOBAHUE)

NuaukaTopsl KoMIeTeHIUI
(ko1 ¥ HANMECHOBAHNC)

PesyabTaTsl 00y4eHus

OIIK-2. CriocoOeH HaXOAUTh
OpTraHU3aIMOHHO-
YIPaBICHYECKUE PELICHUSI [IPU
pelreHnn 3a1a4 B cepe cBoei
poheCCHOHATTFHON
NIeSITEIbHOCTH

OIIK-2.2. Opranu3oBsiBacT paboTy
moipa3ieieHui B cepe
JIOKYMEHTAIIMOHHOTO 00CCIICUCHUS
YIpaBJICHUS ¥ apXUBHOTO Jieia

3namv: nopsdok pabomul caysnco
OOKYMEHMAYUOHHO20 0Decneverus
VAPAGIEeHUsL U APXUBOE

Ymemn: pecnamenmuposams pabomy
CYIHCO OOKYMEHMAYUOHHO20 0OecneueHUs
VAPABIEeHUsL U APXUBOE

Braoems: nasvikamu opeanuzayuu
pabomul noopaszoenenuii 8 cghepe
OOKYMEHMAYUOHHO20 0Decneverus
VIPABNeHUs. U apXueHo20 0eid 8
COOMBEMCMBUU C HOPMAMUBHBIMU
mpebosanuamu

VK-11. Criocoben
(hopMHUPOBATH HETEPITUMOE
OTHOILIEHUE K
KOPPYIIUOHHOMY MTOBEICHUIO

YK-11.3. Bnagers HaBbIKaMu pabOTHI ¢
3aKOHOJATENbHBIMU U APYTUMU
HOPMAaTHUBHBIMU MPABOBBIMH aKTaMU

3nams: 3axono0amenvHble u Opyeumu
HOPMAMUSHBIMU NPABOBLIMU AKIMAMU 6
cghepe cryocedHOU OesimenbHOCHU
Ymemsw: pabomams ¢ Hopmamuero-
npaeogou 6azoil 8 chepe ciyxceOHoU




OdesimenbHOCmu

Bradems: nagvikamu npumenenus
AHMUKOPPYNYUOHHBIX HOPM 6
npogheccuoHanbHOU 0esimenrbHOCU U
NOBCEOHeBHOU JHCUSHU

B pesynprare OCBOEHHUS JUCHMIUIMHBI OOYYaroOIIMICS JOJDKEH JIEMOHCTPUPOBATH
CIICAYIOIINE PE3yJIbTaThl 00pa30BaHMS:

1.3 MecTO0 AMCHUILUIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM

NMPorpaMmabl
JuctumnHa (Moaynb) «KaapoBoe 1enonpon3BoACTBO» OTHOCUTCS K 0053aTeNIbHOM yacTH 010Ka

JTUCUUIUINH Y4eOHOTO TUIaHa.

JU1st OCBOEHUSI IUCIUILTMHBI HEOOXOIMMBI 3HAHUS, YMEHUS U BIIJICHUs1, CHOPMHUPOBAHHBIE
B XO/I€ U3yUCHHs CJICAYIOUIMX JUCLHIUIMH M MPOXOXKIEHUS MPAKTUK: «J OKyMeHTOBeIeHUE,
«Opranuszanys 1 TEXHOJIOTHs JOKYMEHTAIIMOHHOTO 00ECTIeYeHHS yIIPaBICHUS.

B pesynbraTe OCBOCHHS AMCUUIUIMHBI (OPMHUPYIOTCS 3HAHWS, YMEHUS M BIAJCHHA,
HEOOXOAUMBIE JUISI U3YyUEHHs CIEAYIOUMX IUCIMIUIMH (MOAYJEH) M MPOXOXKICHHS MPAKTUK:
«Pernamenranus AeATENbHOCTH KaJIpoBoil ciyxObl», «lludpoBas Tpanchopmamus cuctembl
KaJpOBOW JTOKYMEHTaUum», «3ammra u o0padoTKa IepCOHANBHBIX HTaHHBIX», «3aluTa
KOH(pHIEHIIMATbHONH HH(pOpMAIMU B KaapoBOWl ciyxkoOe», «MHbOpManoOHHBIE CUCTEMBI B

KaJpOBOH CITyKOe».

2 CrpyKrypa JUCUMILJIMHBI

OO01mas TpyA0eMKOCTh IUCIUIUTHHEBI COCTaBiseT 4 3.e., 144 .

CTpykTypa AUCHHUILIMHBI 1)1 04HOI (opMBI 00yYeHH

O6bveM TUCHMIUIMHBI B (pOpME KOHTAKTHOM PabOThl 00yYaromuXcs C MeAaroruuecCKuMu
pabOTHHUKaMU U (WJIH) JIMIIAMH, IPUBJIEKAEMBIMHU K peau3aliii 00pa30BaTeIbHON MPOrpaMMBbl Ha
MHBIX YCIOBHSX, IPH MIPOBEACHNUHU YUSOHBIX 3aHATHIL:

Cemectp | Tum y4eOHBIX 3aHATHI KonuuecTBo
4acoB
2 Jlekuun 32
2 Cemunapsl/mabopaTopHbie pabOThI 48
Bcero: 80

O0beM OUCIHILTUHBI B (POPME CAMOCTOSTENBHON pabOThI 00YYAIOMIMXCS COCTaBIsET 64
aKaJIEMUYECKUX YaCOB.

CTpyKTypa JTUCHUILIMHBI JJI51 0YHO-3204HOI (opMbI 00yUeHUs



6

O0beM TUCIUIUIMHBI B ()OpME KOHTAKTHOW PabOThl OOYYAIOMIMXCS C TEAarorH4ecKuMHU
paboTHUKaMU ¥ (WIIH) TUIIAMU, IPUBJICKAEMBIMU K peair3aliii 00pa30BaTEIbHON MPOrpaMMbl Ha
WHBIX YCIIOBHSIX, TIPU MIPOBECHUH YICOHBIX 3aHSATHH:

Cemectp | Tum yaeOHBIX 3aHATUI KonuuecTso
4acoB
2 Jlexumn 20
2 Cemunapsl/mabopaTopHbie pabOThI 20
Bcero: 40

O0beM IUCIHILTUHBL B (DOPME CaMOCTOSATENbHON paboThI 00yUaronmxcs cocrapiser 104

AKaJJCMHUYCCKUX 4aCOB.

CTpyKTypa JTUCHUIIMHBI JJI51 3204HO (popMBbI 00yUeHUs1

OO0beM IUCIMIIIMHBI B (pOpME KOHTAKTHON paboOThl 00yYaromuxcs ¢ MelIarormyecKuMH
pabOTHHUKAaMU U (UJIH) IMIIAMH, IPUBJIEKAEMBIMHU K peau3aliii 00pa30BaTeIbHONW MPOrpaMMBbl Ha
MHBIX YCIOBHSX, TP MIPOBEACHNUHU YUCOHBIX 3aHATHIL:

Cemectp | Tum yaeOHBIX 3aHATUI KonuuecTso
4acoB
2 Jlexuun 16
2 Cemunapsbl/mabopaTopHbie pabOThI 16
Bcero: 32

O0beM TUCHHILTUHBL B (DOPME CaMOCTOSTENbHON pabOThHI 00YYarommXxcs cocTapisieT 112

AKaJJCMHUYCCKUX 4aCOB.

3 Coaepxanue IUCHUIINHBI

Ne | HaumeHoBaHue pa3jena
JTUCIHUILINHBI

Conepxanue

1 Bsenenue

IIpeamer, 3amauu, coAep:kaHWe Kypca.
XapaKkTepUCTUKA COBPEMEHHON CHCTEMBI KaJIpOBOU
JNOKymMeHTauuu.  B3auMocss3b IIPOLIECCOB
YIIPABJICHUS [IEPCOHAIOM C COCTaBOM U IOPSAIKOM
¢dbopmupoBaHus CUCTEMBI JIOKYMEHTALlUU 110
JUYHOMY cocTaBy. MecTto Kypca cpeau Apyrux
Hay4HbIX  JUCLUIUIMH:  «JlOKyMEHTOBEACHUEY,
«OpraHuzanysi 1 TEXHOJIOTHs TOKyMEHTALMOHHOIO
obecrieyeHus YIIPABIICHUA, «YmnpaBiieHHe
nepcoHaiiom», « I'pynoBoe npaBo» u ap. Mctounuku

M3y4yeHUsl Kypca. 3aKOHOAATeNIbHbIE U HOPMATHUBHO-
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IIPpaBOBLIC aKThI, HOPMAaTUBHO-MCTOAUYCCKHUC

JIOKyMeHThl. OTeuecTBeHHas ucTopuorpadus.

PernamenTanus
JOKYMEHTUPOBAHUS KaIpOBOU
TesITeIbHOCTH U pabOTHI C
KaJIpOBBIMU IOKYMEHTAMH.

BaKOHOI[aTCJIBHBIe U HOPMATUBHO-IIPABOBBLIC AKThI.

TpynoBoit konekc Poccuiickont Denepaunu
KaK OCHOBOM IIPaBOBOM aKT, OIIPEACISIOIINN COCTaB
U TOpSIIOK O(pOpMIIEHUS JIOKYMEHTOB 1o
YCTaHOBJICHUIO TPYJAOBBIX OTHOLICHHUH U TPYIOBOU
NesITeIbHOCTH pabOTHHKA. 3aKOHOJNATENbHBIE AKTHI
Poccun 0 HOKYMEHTMPOBAaHMM OTHENIBHBIX CTOPOH
TPYNOBOM JEATECIBHOCTA  Pa3JIMYHBIX KaTerOpUH
paOOTHUKOB. 3aKOHOJATEIbHBIE AKThl CYOBEKTOB
Poccuiickoii  ®enepanmu, Ykasel Ilpesunenra,
IlocTaHOBIEHUS U PACHOPSIKEHUS IIPABUTEILCTBA

Poccutickoit @enepanuu.

HOpMaTI/IBHO-MeTOHI/I‘-IGCKI/Ie AOKYMCHTEI .

KBanudukannoHHbIi CTIPAaBOYHUK u
npodecCUOHaNbHBIE CTAHAAPTH, KaK OCHOBHBIC
HOPMATHUBHBIE JOKYMEHTBI, pPErJIaMEHTHUPYIOLIHE
TpeOOBaHUS K KBANU(UKALUK, 3HAHUSIM U YMEHHIM
pabotHukoB. OOrmepoccuiickue KiacCu(pUKaTOphI
TEXHUKO-D)KOHOMUYECKOU u COLIMAJIBHOU
MHpOpPMAaLINH, YCTAaHABIMBAIOIIME COCTAB U MOPSIAOK
3aIOJTHEHUS KaJPOBBIX JOKYMEHTOB.

TumoBele TEpPEeYHH U CPOKU XpaHEHUs
JTOKYMEHTAIUH o JUYHOMY COCTaBy.
PerynupoBanue opranuzali apXMBHOTO XPaHCHHS
JOKYMEHTAIUH 10 JMYHOMY COCTaBy B HOPMAaTHBHO-
METOANYECKUX NOKyMeHTax PO.

Pazpabotku I'ockomcrara P® o
yHU(UKaUU bopm NEPBUYHOMN y4ETHOU

JOKYMEHTaLUH.




Opranuzanus paboThl KaapOBOI

CITyKOBI

CTpyKTyphl KaJpOBBIX CITy>K0. UnCIeHHBIN
U JIOJDKHOCTHOW cocTaB ciyObl. Hopmarusel
BPEMEHU Ha pabOTHI MO yUETy KaJpOB.

3amaun ¥ (QYHKIUMA KaJpOBOH  CITyXOBI.
[Tonoxenne 00 otaene KaapoB (yNpaBlICHHUH,
JenapTamMeHTe U Ap.), Kak OCHOBHOM HOPMATHUBHBIN
JOKYMEHT 1o OIIpEEIICHUIO CTPYKTYpHI,
YHUCJICHHOCTH, BUAOB PAabOT 3TOTO MOJpA3ICIICHUS.
[Mopsimox  pa3paboTku, coctaB uWHGMOpPMALUUA U
CTPYKTypa TEKCTa IOJIOXKEHUsS. 3aKpeIUIeHUE IIpasB,
OTBETCTBEHHOCTH, B3aMMOCBA3€EH OT/A€EIa KaApPOB.

JIOJDKHOCTHBIE MHCTPYKLIMM, KaK OCHOBHOM
IIPaBOBOM aKT, OIIpEIEIAIOINN [IpaBOBOE
MOJIOKEHHE PAOOTHUKOB KaJpPOBOH CIyXObl H
OpraHm3anuio ux Tpyna. HazHaueHue 10IKHOCTHBIX
UHCTPYKIUH.

NHucTpykuus o KaJpOBOMY
JEJIONPOU3BOACTBY, KAaK OCHOBHOH HWHCTPYMEHT
NOBBIIEHUS I(P(PEKTUBHOCTH PAOOTHI  KaJAPOBBIX
noApa3aesieHui B chepe KaJIpOBOTO
JEJIONPOU3BOCTBA.

Pernamenranust paboThl € TEpPCOHAIOM B
JIOKQJIbHBIX HOPMAaTUBHBIX aKkTax u
OpraHMU3alMOHHBIX JOKYMEHTax (ycraB
OpraHM3aliy, IpaBWJIa BHYTPEHHEIO TPYIOBOIO
pacrnopsika, MOJ0XKEHUE O MEPCOHAIbHBIX JaHHBIX,

KOJUIEKTUBHBIN JIOTOBOp U Jp.).

CocTaB KaspoBOW JOKYMEHTAIMH.
JIOKyMEHTHUPOBaHHE TPYAOBBIX

OTHOIIIEHUHN.

XapakTepuCcTHKa CHUCTEMBI KaJpOBOM
JOKyMEHTAIlMM, €€ COOTBETCTBUE  OCHOBHBIM
3ajjauaM 1o 1moadopy, yU4eTy U pacCTaHOBKE KaJpOB.
OOs3arenbHas U yCIOBHO-00s3aTeNIbHAS KaJpoBas

JOKYMEHTaLU.




OpraHu3anvoHHbIE JOKYMEHTBl — IITaTHOE
pacnucaHue, CTPYKTypa M IITaTHas YUCIEHHOCTH,
rpaduK OTIYCKOB.

PacniopsinutenbHble TOKYMEHTBI — IMPHUKa3bl
(pacopsbkeHHs) 1O JHUYHOMY cocTaBy. OOmme
TpeOoBaHUs K OPOPMIICHHUIO U CPOKAM MTOATOTOBKH.

HNHdpopMannoHHO-CIIPaBOYHbIE TOKYMEHTHI —
3asBJICHUS, TPEACTABJICHUS, YBEAOMIICHUS, AaKTHI,
JOKJIaIHbIE U OOBSCHUTEIBHBIC 3aIUCKH.

VYyerHbie GOpPMBI 1 UX Ha3HAUYCHUE.

[Ipuem pabGotHukoB Ha pabory. CocraB
NEPCOHATBHBIX JOKYMEHTOB paboTHUKa,
MPEJCTABIAEMBIX PA0OOTONATEINIO IS yCTaHOBICHHS
TPYNOBBIX OTHOLICHHH. TpynoBo  1OroBop -
3aKOHOJATEJIbHOE 3aKpeIuieHHe TpeOOBaHUM K
CTPYKType TEKCTa, TMOPAAKY COCTaBJICHHUA U
opopmrenus. [loaroroBka u opopmiieHIE TPUKA30B
(pacmiopspkeHHii) 0 mpuemMe Ha paboTy. AHKETHI,
aBTOOMOTrpaduu, pe3oMe H  JAp. JOKYMEHTHI,
3aIoJIHsAEMBIE TIPH TIpUeMe Ha padoTy.

BHecenue cBeieHuil B TpyAOBYIO KHIDKKY U JTHYHYIO

KapTO4Ky pabOTHHKA.

JIOKyMeHTHpOBaHUE  JBUKCHUS  KaJpOB.
Bunsl mepeBomoB. CocTaB M TOPSIOK H3TAHHS
JTOKYMEHTOB, O(OPMIISIOLINX MPOLEAYPY MepeBoa.
Coneprxanue, MOpSAAOK MOATOTOBKH M O(opMIIeHHUs
IIPUKA30B (pacniopsixeHMiN) 0 [IEPEBOJIE
COTPYAHUKOB. JIOKYMEHTHI-OCHOBaHHS K IIPUKA3aM O

HepeBo/Ie.

Bunst ormyckos. Ilopsnok odopmienus
€XKETOJHOr0 OYEPEAHOr0 OIIaYMBAEMOI0 OTITYCKa.
I'padux OTHYCKOB, COCTaB, COAEp)KaHUE, MOPSIAOK
IIOATOTOBKH u oopmienus IIPUKAa30B

(pacnopsixeHuit) o IIPEAOCTABICHUH OTITYCKA.
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Ilopsnox  mepeHoca  ormycka.  JlOKyMeHTHI-

OCHOBAHUS K IIPUKa3aM 00 OTIyCKax.

[Topsmoxk  odopmiieHHS KOMaHIUPOBOK —
COCTaB JIOKYMEHTOB, oopmIIsTIOIINX
KOMaHIUpOBaHHE pabOTHHMKA, COJIEp)KaHHE H

MOPAAOK NOATOTOBKHU ITPUKa3a O KOMaHAWPOBKE.

Bunel noompenuii. CoaepkaHue, MOpsIOK
MIOATOTOBKH u oopmrenus IIPUKA30B
(paciopsbkeHMii) O MOOUIpEHHH  pabOTHHKA.

I[OKYMGHTBI-OCHOBaHI/ISI K IIpHUKa3aM O IMOOUIPCHUMH.

Bunnr JUCLHUATUITMHAPHBIX B3BICKAHHH.
Coneprxanue, MOpsAAOK MOATOTOBKH M O(opMIICHHUS
IIPUKA30B (pacniopsixeHMi) 0 B3BICKAHUMU.
JIOKYMEHTBI-OCHOBAaHHUS K IPUKa3aM O HaJOKEHUU
JUCUUIUIMHAPHOTO B3bICKaHHUA. AKTBI 00 OTKa3bl

JaBaThb 00BACHEHNS U 3HAKOMUTELCS C IMPUKAa30M.

ITopspox  mpoBeneHus aTTecTaluu
paboTHHKOB B opranuzanuu. CocTaB JOKYMEHTOB,
opopmistromnx npouenypy. Conepkanue, mopsaoK
IIOATOTOBKH u oopmrenus IIPUKAa30B

(pacmiopspkeHHit) 00 aTTecTalum.

[Topsanox YBOJIbHEHUS pabOTHUKOB.
OcHoBanust yBOJbHEHUS paboTHHKOB. CocraB
JIOKYMEHTOB, oopmItsTFOIIINX npoLexypy.
Coneprxanue, MOpSAAOK MOATOTOBKH M O(opMIIeHHUS
NpUKa30B  (pacmopsokeHuil) 00  yBOJBHEHUH.

JIOKyMEHTBI-OCHOBaHHMS K ITPHUKa3aM 00 yBOJIbHEHUH.

Y4eT IUYHOTrO cocTaBa.

Buael  yuyeTHbIX  JIOKyMEHTOB. JInuHas
KapTouka pabotHuka (dpopma T-2): cocras

uHpOpMAaLINH, TTOPAOK 3aMOTHEHUS U BEICHUS.

HopmaTtuBHasg u mpaBoBast periiaMeHTaLMs
nopsiika BeAeHUs IUYHBIX Jen. Odopmienue u

BCACHUC JIMYHBIX OCJI pa6OTHI/IKOB. Cocrasn n
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MOoCJICA0OBATCIIbHOCTE PACTIOJJIOKCHHUA JOKYMCHTOB B

JIJUYHOM JICJIC.

TpynoBast KHMYKKa paOOTHHKA KaK OCHOBHOMU
JOKYMEHT O TPYIOBOH IEATEIBHOCTU U TPYIOBOM
CTaxe pabotHuka. OdopmieHne u BeIeHHE
TPYNOBBIX KHMXKEK W BKIaAbleld K HUM. Ilopsmok
BbIIAYM JyONUKaTa TPYAOBOW KHIDKKH. YYeT H
XpaHEHUE TPYAOBBIX KHIKEK B OpraHU3aLUU.
OTBETCTBEHHOCTh paboTojaTessl 3a XpaHEHHE U

3aMOJIHCHUC TPYOOBBIX KHUKCK.

Opranunzanust paboThl C KaJIpOBBIMU

JNOKyMEHTaMHU

Perucrpamuss ~ 1OKyMEHTOB IO JIMYHOMY
cocraBy. [IpaBuna peructpaunuy U UHAEKCUPOBAHUS
KaJpOBBIX JIOKyMEHTOB. Perucrpanuonssie (HopMel
(TpaguuMOHHBIE W aBTOMaTU3MpoBaHHBIE). CocTaB
PEKBU3UTOB (IIOJIEH) U PEruMCTpali Pa3InYHBIX

BUJ0OB JOKYMCHTOB U MMOPAAOK HUX 3aIIOJTHCHUA.

CucremaTuzanuss U ONEpaTUBHOE XpaHEHHE
JOKYMEHTOB IO JIMYHOMY cocTaBy. OcCOOEHHOCTH
¢dopmHpoBaHUs B JieNa JOKYMEHTOB IO JINYHOMY
COCTaBYy. IIpaBuia CUCTEMaTU3ALUU
pacropsIUTeIbHBIX JOKYMEHTOB, YUYETHBIX (OpM,
TPYIOBBIX KHIKEK. CHUcTeMaTu3anus U XpaHEHUE

,Z[OKyMeHTOB-OCHOBaHI/II\/II K IIpUKa3aM.

Homenknarypa nen KaapoBOH  CITyKOBlI.
[TopsiioK MOATOTOBKH, COCTABICHUSA U O(OPMIICHHUSL.
[TpumepHass HOMEHKIIATypa JIeJl KaJIpOBOH CITy’KOBbI.

[Tepexonsmue nena.

Cpoku XpaHEHHUs KaJpOBbIX JOKYMEHTOB.

IToaroroBka JOKyMEHTOB K C1a4ye B apXUB.

DkcnepTusa LIEHHOCTHU JIOKyMEHTOB
KaJIpOBOM CITy’KOBbI, €€ HOPMATHBHO-METOUYECKAs

OCHOBA, OpraHu3aluvs U NOpsAdOK HNPOBCACHUA.
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CoctaB JOKYMEHTOB KaJIpOBOW CIyXkOBbI,
MOJUIeXKAIMX [epelaye B  apXHB. [IpaBuna
MOJATOTOBKH JIOKYMEHTOB IO JINYHOMY COCTaBy K
nepefgaye B apxuB opraHuzanuu. CocTaBieHHE H
oopmieHre ONUCH JOKYMEHTOB IO JINYHOMY
coctaBy. llOpsiioK YHUYTOXXEHHSI JTOKYMEHTOB C

HUCTCKIINMMHU CPOKAMU XPaHCHUH.

4 OoOpa3oBaTejibHbIE€ TEXHOJIOTHH
Jlnist mpoBeieHus y4eOHBIX 3aHATHH 110 AUCHUIUIMHE UCTIONIB3YIOTCS pa3InuHble 00pa3oBaTeIbHbIC
TEXHOJIOTUH. {51 opraHuzanuu yuyeOHOro mpolecca MOXKET ObITh HCIIOJIIb30BAHO 3JIEKTPOHHOE
oOydeHue U (WIH) JUCTAHIIMOHHBIE 00Pa30BATENBLHBIC TEXHOIOTHH.

5 Ouenka mIaHNPyeMbIX Pe3yJIbTaTOB 00y4eHU s
5.1 Cucrema onieHUBaHHUSA

Texyuuii KOHTPOJIb OCYIIECTBISAETCS B BHJIE OIICHOK KOHTPOJBHBIX PadOT M 33JaHUM Ha
npakTudeckux 3aHsATHAX. KoHTponbpHas paGorta Nel BbIBISET 3HAHUME COCTaBa M TOPSIKA
o(opmIIeHHsI JOKYMEHTOB B X0JI€ OCHOBHBIX Ka/IpOBBIX MPOIEIYp, U olieHuBaetcs 10 20 6anos,
KOHTpOJIbHast paboTta Ne 2 mokasbIBaeT 3HaHHS CTYACHTOB IO BOIIPOCAM OpPraHU3aIMH pabOTHI ¢
KaJpOBOW JOKYMEHTALMEH M BBIABISET TOTOBHOCTh CTYACHTOB K IpPakTHYECKOW paboTe,
oueHuBaercs 10 10 6annoB. MakcumalibHas OIICHKA BBITTOJTHEHHS KX 10M J1ab0paTopHON paboThI
— 5 GayoB. [IpoMexyTOUYHBIN KOHTPOJIb 3HAHUN MPOBOAMUTCS B (hopMe UTOTOBON KOHTPOJIbHOM
paboThI, BKIIOYAIOLICH TEOPETUYECKHE BOIMPOCH M MPAKTUYECKOE 3a/1aHue, U olleHnBaeTcs 10 40
0aos.

B pesynbpraTe TEKylIero W NpOMEXKYTOYHOIO KOHTPOJISI 3HAHUM CTYIEHTHI IOJIY4YaroT

COOTBCTCTBYIOIIIYIO OLICHKY 3a 5K3aMCH.

Dopma Konmponsa Makc. konuuecmeo 6annos
3a oony pabomy,  Bceeo

Texymuit KOHTPOJIb:
- Konrponbhas padora Ne 1 (temsl 1- 20 6annos 20 6annos
4)
- Konrponbnas pabota No2 (Temsr 5- 10 6annos 10 6annos
6)

- JIaboparopHslie paboThI (TeMBbI 1-6) 5 bannog 30 bannos
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[IpomMexyTouHas arTecTanus 40 6annos
(3Kx3ameH)
HUroro 3a cemecTp (AUCUUITIIMHY ) 100 6annos

OreHKa «yJOBJIETBOPUTEIBHOY BBICTABIIAETCS 00ydaronemycs, Habpasiiemy ot 50 no 67

0a/moB 0aNIoOB, OLIEHKA «XOPOII0» BBICTABISETCS OOywaromiemycs, HaOpaBimemy oT 68 o 82

0aJuIoB, OLIEHKA «OTIIMYHO» BBICTABIISIETCsl oOydatoniemycs, HaOpasmemy ot 83 no 100 Gamos,

c(OPMHUPOBAHHBIX B pPe3yJIbTaTe CyMMHUPOBAHUS OAJIIOB, TOJyUYEHHBIX IPU TEKYILIEM KOHTPOJIE U

IPOMEXYTOUHOM aTTectanuu. [lomydeHHbli cOBOKymNHBIN pe3ynpTar (MakcumyM 100 6asnoB)

KOHBEPTUPYETCA B TPAAULUMOHHYIO LKAy OLIEHOK M B IIKajly OLEHOK EBpOmenckoi cuctembl

nepeHoca u HakoruieHus: kpeautoB (European Credit Transfer System; manee — ECTS) B

COOTBETCTBUHU C TAOIULIEH:

100-6amnpHast TpazuImonHas mkana IIkana
[IKaja ECTS
95 -100 A
304 OTJIMYHO B

68 — 82 XOpOIIO 3a4TE€HO C

56 — 67 D
5055 yIOBJIETBOPUTEIHHO E

20 — 49 FX
0-19 HEYIOBJIETBOPUTEIHHO HE 3a4TCHO F

5.2 KpnTepml BBICTABJICHHUA OLICHKH 110 JUCHHUIIJINHE

Banasl/ Onenka no Kputepun oneHkn pe3yibTaToB 00y4eHHs 110

Ixana AUCHUIINHE AUCHUIINHE

ECTS

100-83/ «OTIUYHOY/ BricraBnsiercs oOyuaromemMycs, €ciid OH IITyOO0KO U

AB «3a4TE€HO IIPOYHO YCBOMJI TEOPETUYECKUM U IPAKTUUECKUI
(oTIM4HO)»/ MaTepuaj, MOXET IPOJEMOHCTPUPOBATh 3TO HA 3aHIATHUAX
«3a4TEHO» U B XOZI€ IPOMEKYTOUHOMN aTTECTALUU.

OOyuaronuiics HCUEPIIBIBAIOIIE U JOTMYECKH CTPOIHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPHIO C
IIPAKTUKOM, CIIpaBIISIETCA C PEIIEHUEM 3a/1a4
npodeCCUOHATBLHON HANIPABIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, ITPABHIILHO 0OOCHOBBIBACT IIPUHATHIC
peLIeHuS.

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
npodeCCUOHATBLHOM TUTepaType.

Or1eHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEMyCs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTaluu.

Komnerenmnuu, 3akpeni€Huble 3a AUCHUIIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «BBICOKHUI.
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Banael/
HIxana
ECTS

Ounenka no
MUCHUILINHE

Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
AUCHUIINHE

82-68/
C

«XOpouIo»/
«3a4TEHO
(xoporo)»/
«3a4TEHO»

BricraBnsiercst o0yuaromemMycs, €ciii OH 3HaeT
TEOPETUYECKUH U IIPAKTUYECKUNA MaTepua, IpaMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUSIX U B XOJE
IIPOMEKYTOYHOM aTTECTAllUU, HE JOIYyCKasl CYLIECTBEHHbBIX
HETOYHOCTEH.

OOyuaromnuiicsi IpaBUIBHO MIPUMEHSET TEOPETHUECKHUE
IIOJIOXKEHUS IIPU PELLIECHNUHN ITPAaKTUYECKUX 3a/1a4
npodeCCHOHATBLHON HAMIPABIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAMMBIMH ISl TOTO HaBbIKAMH
U IIpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TUTepaType.

OreHka Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromeMycs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTaluu.

Komnereniuu, 3akperniéHuble 3a AUCIUTUTMHOMN,
c(OpPMHPOBAHBI HA YPOBHE — «XOPOIIUN».

67-50/
D.E

«YIOBIETBOPH-
TEIBLHO»/
«3a4TCHO
(ynosnerBopu-
TEJILHO)»/
«3a4YTCHO»

BricraBnsiercs o0yuaromemMycs, eciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U NMPAKTUYECKUN MaTepUall,
JIOMYCKAET OTAETIbHBIC OMIUOKH MPH €ro U3JI0KEHUHU Ha
3aHATHUAX U B XOZE IIPOMEXYTOYHOU aTTECTALUH.
OOyuaronuiicss UCTIBITHIBACT ONpPEACIEHHBIE 3aTPYAHEHUS
B IIPUMEHEHHUH TEOPETUYECKUX IT0JI0KEHUN IIPU PEILICHUN
MPAaKTUYECKHX 3a/1a4 MPO(HeCCHOHAIBHONW HAPaBICHHOCTH
CTaHZAPTHOI'O YPOBHS CIIOKHOCTH, BJIaJI€ET
HEOOXOUMBIMU JIJIs1 3TOTO Oa30BBIMHM HAaBBIKAMHU U
IPUEMAMH.

JIeMOHCTpHpPYET A0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JIUTEPaTyphl 10 JUCLUIIIINHE.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJaromeMycs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.

Komnereniuu, 3akperiéHuble 3a AUCIUTUITMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «JJOCTATOYHBIIHY.

49-0/
F,FX

«HCYHOOBJICTBOPUTC

JIBHOY»/
HE 3aYTEHO

BricraBnsiercs o0yuaromemMycs, €ciii OH He 3HaeT Ha
6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
MaTepHal, 10IycKaeT rpyOpie OUIMOKY IpU ero
U3JI0’)KEHUU Ha 3aHATHSIX U B XOJ€ IPOMEXYTOUHON
aTTeCcTalluu.

OOyuJaronuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IIPUMEHEHUN TEOPETUUECKUX MOJIOKEHUI NPU pELIEHUH
MPAaKTUYECKHX 3a/1a4 MPO(HeCCHOHAIBHONW HAPaBICHHOCTH
CTaHJapTHOT'O YPOBHS CJI0)KHOCTH, HE BJIaJ€eT
HEOOXOIMMBIMU JIJISl 3TOTO HaBBIKAMU U MIPHUEMaMHU.
JleMOoHCTpHpYeT (pparMeHTapHbIe 3HAHUS YIeOHOMH
JUTEPATYpPHI 110 TUCLHUIUIMHE.

OreHka Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromeMycs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHOM
aTTeCTallUu.
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Banael/
HIxana
ECTS

Ounenka no
MUCHUILINHE

Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
AUCHUIINHE

KomMmnereHuu Ha ypoBHE «JOCTaTOUHBINY, 3aKPEIUIEHHBIE
3a AMCUUIUIMHON, He C(OPMHUPOBAHBI.

5.3 OueHouHbIe cpeAcTBA (MATEPUAJIBI) NJIA TEKYIIEr0 KOHTPOJIA
yCIeBaeMOCTH, IPOMEKYTOYHOM aTTeCTANM 00yYAOIIUXCS 110
AHCUHHUILIHHE

Bapuanr 1

Bapuanmuvr konmponwvnou pabomor Ne 1

1.B xakux ciaydasx KaJapoBas Ciy>k0a MMeeT IpaBo BbIIATh AyOIUKAT TPYI0BOM KHMKKH? Kak

3TOT TOKYMEHT odopmisieTcs?

2.IlepeuncnuTe BHIBI JTOKYMEHTOB, IPUMEHSIEMbIe TP MepeBoje Ha Apyryio pabory. Kak

odopmisieTcs: Kaxaplid n3 HUX?

3. Ha3oBuTe TOKYMEHTHI, Ipe1oCcTaBisieMble pa0OTHUKOM IPH MOCTYIUICHUH Ha paboTy.

4.KakuM JOKaTbHBIM HOPMATUBHBIM aKTOM perjlaMeHTUpYyeTcs paboTa KaJpOBBIX CIIEHUAINCTOB

C MIEpCOHAIBHBIMU JaHHBIMU? J[aliTe eMy XapaKTepUCTHKY.

Bapuanr 2

1.XapakTepucTUKa Ha3HAUYEHUS TPYIOBOW KHIKKU. B Kakod Cpok OO/DKHA OBITh 3aBelieHa

TPYAOBasi KHIKKA MIPU TOCTYIUICHUU Ha paboTy BIiepBbIe?

2.Ilepeuncnute BUABI TOKYMEHTOB, IPUMEHsIEMBbIE TIPU YBOJIbHEHUU. Kak odopmisieTcs Kax bl

u3 Hux?

3.Kakoil 50oKanbHBIH HOPMATUBHBIM aKT ONpENENAeT OpraHu3alui0 Tpyla COTPYAHHUKOB B

KOMITaHWHU. /[aliTe eMy XapaKTepUCTHUKY.

4.HazoBuTte nHpopmManuio, 00s3aTeNbHYIO0 11l BKIIOUYEHUS B TPYIOBOM JOTOBOD.

Bapuanr 1

Bapuanmuvr konmponwvnoi pabomor Ne 2

1. Tlepeuncnure cocTtaB JOKYMEHTOB JIMUHOTO jenia paboTHuka. KakuMu HOpMaTHBHBIMHU

JIOKyMEHTaMU 3TO OIpeaesIeHO?

2. HazoBuTe TOKYMEHTHI KaApOBOH CIY>KObI, IOIekKAIIUE TTepeladye B apXHB.

Bapuanr 2
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1.KaxoBbI 0COOEHHOCTH COCTaBJIICHUS HOMEHKJIATYPHI JIeT KaJAPOBOU CITyKObI?

2. HazoBute 00s13aTeNbHBIC PErHCTPALMOHHBIE (POPMBI KaAPOBOM CITY>KOBI?

Hpumepnble KOHmMpOJtbHblE 60NPOCHL onsa npomeafcymouuoﬁ ammecmauuu.:

1. Ilepeuncauts 3aKOHOJATEIIbHBIE aKThI, KOTOpPBIMH periaMeHTHpPYyETCs
JOKYMEHTUPOBaHNE KaJpOBOI 1€ATEIbHOCTH B HACTOSAIIEE BpeMs?

2. llepeuncauth HOPMAaTUBHO-METOANYECKUE JIOKYMEHTHI, perIaMeHTHpYIOIINE
JOKYMEHTUPOBaHUE KaJpOBOH 1€ATENbHOCTH.

3. HazBare BUBI JOKYMEHTOB, IPEIbSIBIsIEMble pAOOTHUKOM IIPH IIpUeMe Ha padoTy.

4. HazBarp BHMIbl  JOKYMEHTOB, YCTaHOBJEHHbIE TpyIJOBBIM  KOojekcoM PO,
JOKYMEHTUPYIOIINE TIpueM paboTHHKA Ha paboTy.

5. Tlepeuncnuth BHIBI JTOKYMEHTOB, O(GOPMISIONIME HW3MEHEHHE YCIOBHHA TPYIOBOTO
J0roBOpa.

6. IlepeuncauTh BHIBI JOKYMEHTOB, YCTAaHOBJIEHHbIE TpydoBbIM KoaekcoM PO g
pEryIMpOBaHMsl TPYIOBBIX OTHOILIEHUH.

7. CpoOKH OATOTOBKH, KAKMX JOKYMEHTOB I10 JOKYMEHTHUPOBAHMIO KaJPOBOU JAESITEIbHOCTH
YCTaHOBJIEHBI 3aKOHOIATENBHO?

8. Kakue ¢pyHKIMU KaIpOBOM CITyKOBI CBA3aHBI C YIETOM JIMYHOTO COCTaBa?

9. Kakme  ¢yHKIMHM [JODKHA BBINOJHATH KagpoBas CIyxko0a npu  odopmieHun
YBOJIbHEHUS paOOTHHKA C pPabOTHI ?

10. Kakumu nokymeHTaMu oopMIIeTcsl yBOJIbHEHHE pabOTHHUKA?

11. HazoBuTe (hyHKIIMM KaJpOBOU CITy>KOBI CBSI3aHHBIE C TPYIOBBIMH KHMKKAMU?

12. Kakumu gokymMeHTaMu 0(opMIIIeTCs aTTecTalusi pabOTHUKOB?

13. HazoBuTe 0COOEHHOCTH HOMEHKJIATYPHI /1€ KaJIpOBOH CITY>KOBI.

14. Kakue nena KaapoBOH CITy>KOBI OTHOCSATCS K KATETOPHU NEPEXOASIINX ?

15. IlepeuncnuTh 0COOEHHOCTH (POPMHUPOBAHUS JIMYHOTO JIesIa pabOTHHUKA ?

6 YueOHO-MeTOaMUYecKOe U HH(POPMAIIMOHHOE O0ecTiedYeHUEe TUCHUTIIMHBI
6.1 CnucOK HCTOYHHUKOB M JIUTEPATYPHI

HcTounuku (006513aTeIbHbIE)

Konctutynus Poccuiickoit @enepanuu (¢ n3menenusimu Ha 30 gexadps 2008r.). M. 2004
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TpynoBoit koaexc Poccuiickoit ®enepanuu ot 30.12.2001 Ne 197-®3. Ilpunst
I'ocynapcrennoit J{ymoii 21 nexadbps 2001r. (B pea. ot 29.12.2010) // [DnexTpoHHBIHA pecypc]. —

M., 2022. — Pexxum goctyma: https://www.consultant.ru/document/cons_doc LAW_28399/

3axoH Poccuiickoii @enepannn ot 25 okTs10ps 1991 r. Ne 1807-1  «O s13pIKax HApOaOB
Poccuiickoit ®enepaumm» //[DnexktpoHHbI pecypc]. — M., 2022. — Pexum npocryma:

https://www.consultant.ru/document/cons_doc_ LAW_ 15524/

®enepanbhbiil 3akoH PO ot 27.07.2004 Ne 79-®3 «O rocynapcTBEHHOH IpaKIaHCKOU
ciryx6e Poccuiickoit deneparumy» // [DnexTpoHHbIH pecypc]. — M., 2022. — Pexxum focryma:

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

®enepanbHblii 3akoH Poccuiickoit @enepanuu ot 01.06.2005 Ne 53 «O rocynapcTBeHHOM

sa3pike  PD»//  [Onmektponnsii  pecypce]. — M., 2022, — Pexum pocryna:http

https://www.consultant.ru/document/cons_doc_ LAW_53749/
@enepanbHblii  3akoH  Poccuiickoit  @enepanuu ot 06.12.2011  Ne 402-®d3  «O
OyxrantepckoMm yuere»// [OnekrpoHHbld pecypc]. — M., 2022. — Pexum nocryma: http://

https://www.consultant.ru/document/cons_doc_ LAW_ 122855/

®enepanbublii 3akoH Poccuiickoit denepauuu ot 02.05.2006 Ne 59-d3 «O mnopsiake
paccMoTpeHHs oOparieHuil rpaxaan»// [DnekTponHslid pecypc]. — M., 2022. — Pexum noctyna:

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

@enepanbhbiii 3akoH oT 27 wmrong 2006 . N 152-03 "O mnepcoHalbHBIX AaHHBIX'//
[DneKTpOHHBII pecypc]. - M., 2022. - Pexxum JOCTyIIa:

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

@enepanbubiif 3akoH oT 01.10.2004 Ne 125-03 «O6 apxuBHOM aene B Poccuiickoit
@eneparun»  // [OnektpoHHBI  pecypc]. — M., 2022. — Pexum gocryna:http:

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

®enepanbHblil 3akoH oT 29.07.2004. Ne 98-P3 «O xommepueckoit TaiiHe» //
[DneKTpOHHBII pecypc]. - M., 2022. - Pexxum JOCTyIIa:

https://www.consultant.ru/document/cons_doc_ LAW_48699/

@enepanbHblil 3akoH 0T 16.12.2019 Ne 439-®3 «O BHeceHuM u3MeHeHuil B TpyaoBoit
kozekc Poccuiickoit denepanyu B yactu (popMUpOBaHUS CBEICHHI O TPYIOBOM AEATEIBHOCTU B

AJIEKTPOHHOM BuAe» [DnekTpoHHBIH pecypc] — M., 2022. — Pexum pocryna: /l

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

®enepanbHblil 3ak0H 0T 16.12.2019 No 436-D3 «O BHecennn usmeHnenuii B @enepanbHblil
3akoH «0O0 WHIMBUAYAIbHOM (TIEPCOHU(HUIMPOBAHHOM) YYeTe€ B CHUCTEME OO0S3aTeIbHOTO
NICHCUOHHOTO CTpaxoBaHUs» [OneKkTpoHHBIH pecypc] — M., 2022. — Pexum poctyma: //

https://www.consultant.ru/document/cons_doc_ LAW_340238/
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Vxa3 Ilpesunenra Poccuiickoit @enepammuu ot 0.03.1997 Ne 188 «O06 yTBepkaeHUN
NepevHs CBEACHUI KOH(PHUAECHIIMATBHOTO XapakTrepa» // [DnexTpoHHsIi pecypc]. — M., 2022. —

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

Vka3z Ilpesunenra P® ot 01.02.2005. Ne 110 «O mnpoBeaeHuM aTTeCTaluU
TrOCYJapCTBEHHBbIX TpaXkJaHCKuxX ciuyxamux Poccuiickon @enepauuun». Ilonoxenue o
MPOBEAICHUHU ATTECTAllMd TOCYNAPCTBEHHBIX TPAKIAHCKHUX ciyxaumx P® // [DnexTpoHHBIH

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

Va3 [Ipesunenta PO or 01.02.2005. Ne 111 «O mopsinke caaun KBaIM(UKAITHOHHOTO
3K3aM€Ha rOCyAapCTBEHHBIMHU I'pa)KAaHCKUX ciykamux Poccuiickoin denepanvu U OLEHKE UX
3HAHUI, HAaBBIKOB W YMEHHi». // [DnexTpoHHbIi pecypc]. — M., 2022. — Pexxum nocrymna:

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

Vka3 Ilpesunenta or 01.02.2005. Ne 112 «O kOHKypce Ha 3aMeElllEHUE BaKaHTHOU
JOJHKHOCTH TOCYIapCTBEHHOM IpaKIaHCKOM ciTyk0bl Poccuiickoit @eneparumy // [ DNeKTpOHHBIN

pecypc]. — M., 2022. — Pexxum moctyna: https://base.garant.ru/187829/

Vka3 [lpesunenta P® ot 16.02.2005r. Ne 159 «O mnpumepHoit ¢opme ciayxeOHOro
KOHTpaKTa O MPOXOKJICHUN TOCYJapCTBEHHOM IpaKAaHCKoi ¢y 0b1 Poccuiickoit denepanuu u
3aMeIIeHUH JIOJDKHOCTH TOCyNapCTBEHHON IpakaaHCKoi ciry:k0bl Poccuiickoit @enepauuny. //

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

Vka3 [lpesunentra Poccuiickoit @enepanun ot 30.05.2005. Ne 609 «O nepcoHanbHBIX
JAHHBIX TOCYAAPCTBEHHOI'0 I'PaskIaHCKOro ciyxamero Poccuiickoit @enepanuu U BEICHUU €r0
auyHoro  genma» //  [OnekrtponHeld  pecypc]. — M., 2022. — Pexum pocryna:

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

Vka3 Ilpesunenta Poccuiickoit @enepanuu ot 18.06.2005. Ne 813 «O mopsigke u

YCIOBHSIX KOMaHAWPOBAaHUS (efepalbHBIX TOCYJApCTBEHHBIX T'PAXAAHCKUX CIYKAmux» //

[DnexTpoHHBI pecypc]. — M., 2022. — Pexxum noctyna: https://base.garant.ru/12141130/
Pacniopsbkenue IlpaButenbctBa PO ot 21.03.1994. Ne 358-3 «O06 obecrieueHun
COXPAaHHOCTH JIOKyMEHTOB 10 INUHOMY COCTaBY» // [ DneKTpoHHbIH pecypc]. — M., 2022. — Pexxum

nocryma: https://base.garant.ru/10104180/

Pacnopspxenue [IpaBurenscta PO ot 23.04.1992 Ne 781-p «O0 ynmyuiieHUN XpaHSeHHUS U
WCIOJIb30BaHUsI JJOKYMEHTOB TIO0 JIMYHOMY COCTaBY»// [DnekTpoHHBIH pecypc]. — M., 2022. —

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

[Tpuka3 Muntpyna Poccun ot 19.05.2021 N 320u "OO6 yTBep>kKaAeHUU (OPMBI, MOPSIKA

BEJCHUS M XpaHEHUs TPYHOBBIX KHMXEK" // [DmexTpoHHbI pecypc]. — M., 2022. — Pexum

noctyna: https://www.consultant.ru/document/cons_doc LAW_385617/
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[Tpuka3 Pocapxusa ot 31.07.2023 N 77 "O6 ytBepxxaenuu [IpaBun opranuzanuu XpaHeHus,
KOMIUICKTOBAHHUS, y4yeTa M HCIIOJIb30BaHUS JOKyMEHTOB ApxuBHOro ¢onna Poccuiickoii
®denepally U APYTrUX apXUBHBIX JOKYMEHTOB B IOCYAApCTBEHHBIX OpraHax, OpraHax MECTHOIO
caMOyTIpaBJICHHs U OpraHu3anusx"//

https://www.garant.ru/products/ipo/prime/doc/407519908/?ysclid=lujiiachw0184827743

HcTouHUKH (TOMOJTHUTEIbHBIE)

®enepanbublii 3ak0H PO o1 27.07.2006 Ne 149-03 «O06 nndopmarum, HHPOPMAITHOHHBIX
TEXHOJIOTUSAX M 3ammre uHGopmanum» // [DnekrpoHHsld pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

®enepanbHblii 3akoH 0oT 26.12.1995. Ne 208-®3 «O06 akmuoHepHBIX o01ecTBax» //
[DnexTponHsIii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

[Tocranosnenue IIpaBurenscta PO ot 01.07.2022 N 1192 "O6 yrBepxnenun [IpaBu
B3aMMOJICHCTBUS MH(POPMAIMOHHON CHCTEMBI pa0oToAaTensi, MO3BOJSIONMIEH 00ecnednTh
MOJMCAHUE IJIEKTPOHHOTO JIOKYMEHTa B COOTBETCTBUM ¢ TpeOoBaHMsAMHU TpyHOBOro Kojaekca
Poccuiickoit denepanyu, XxpaHeHHE IEKTPOHHOIO JTOKYMEHTa, a Takxke (QHUKcainuio (GaxkTa ero
MOJyYeHHUs CTOPOHAaMHM  TPYAOBBIX  OTHOIICHWH, U  ¢enepadbHOH  TOCYAapCTBEHHOM
uHpOpMaMOHHON cucTeMbl "ENWHBIA MopTall rocylapcTBEHHBIX M MYHUIIUMAIBHBIX YCIyT

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

[TocranoBnenne IIpaBurensctBa P® or 13 mas 2022 r. N 867 "O emuHoii nudpoBoii
wiargpopmMe B cdepe 3aHATOCTH U TPyHoBbIX oTHomeHud '"Pabora B Poccun"// URL:

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

[Tpuka3 Muntpyzaa Poccun ot 20.09.2022 N 578u "O6 yTBEepKIeHUN €IUHBIX TpeOOBaHUN
K COCTaBy U (popMaTam JJOKYMEHTOB, CBSI3aHHBIX C pab0TOM, 0(OPMIIIEMBIX B SJIEKTPOHHOM BHUJIE
6e3 ny6nrpoBaHus Ha OyMakHOM HocuTene"

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

[Tpuka3z Muntpyna Poccuu ot 10.11.2022 N 7131 "OO6 yTBepxaeHuu (Gpopmbl cBeIeHU O
TPYAOBOM  JEATENBHOCTH,  MpeaocTaBiseMoil  paboTHHMKY  paboromareneM,  (HOPMBI
NIPEJOCTABICHUS] CBEICHUI O TPYAOBOM NEATENLHOCTH M3 MH(POPMALMOHHBIX pecypcoB DoHaa
IIEHCMOHHOTO M cOLMaNbHOro ctpaxoBanus Poccuiickoit denepannu u nopsaka ux 3anoiaHeHus"
(Bmecte c¢ "llopsinkom 3amomnHeHust Qopmbl  "CBeneHMs O TPYAOBOM JEsTEIBHOCTH,
npenocrasiseMble pabotHuky padoromarenem (CT-P)" u ¢opmer "CseneHus o TpyIdoBOi

ACATCIIbBHOCTH, HTPCAOCTABIIICMBIC U3 I/IH(l)OpMaI_[I/IOHHI:IX PECYPCOB q)OHI[a IICHCHUOHHOTI'O
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HCOIUATIBLHOTO CTpaxOBaHUS Poccutickoi Denepanuu (CTO-CDP)"). /l

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

[Tpuka3z Munduna Poccun ot 30.03.2015 N 521 "OO6 yTBepxaeHHH (GOpM MEPBUYHBIX
YYETHBIX JIOKYMEHTOB M PETrUCTPOB OyXraJTepCKOro yuyeTa, MPUMEHSEMBIX OpraHamMu
rOCYyJapCTBEHHON  BimacTu  (TOCYJAapCTBEHHBIMH  OpraHamM),  OpraHaMH  MECTHOTO
CaMOYTIpaBJICHHs, OpraHaMU YIPaBJIEHHUS TOCYJapCTBEHHBIMU BHEOIOKETHBIMU (OHIAMH,
TOCYJapCTBEHHBIMH (MYHHUIMIIATBHBIMU) YUPESKICHUAMU, U METOIMUECKUX YKa3aHHUH IO UX

npuMeHennto"// https://base.garant.ru/70951956/

[Tpuka3 MunucTepcTBa HU(GPOBOTO Pa3BUTHUS, CBA3U M MACCOBBIX KOMMYyHUKaIuii PO ot 18
aBrycra 2021 r. N 858 "O0 yTBepkIeHUU €JUHBIX TPeOOBaHUN K MAaIIMHOYUTAEMBIM (popmam

nokymeHToB o nonHomounsx"// UTL: https://base.garant.ru/402900595/

[Tpuka3 ®oHma NEHCMOHHOTO M COLMalbHOrO crpaxoBaHusi PO ot 17 Hos6psa 2023 r. N
2281. "OO6 ytBepxkaeHuu enuHoi (opmbl "CBemeHHs Ui BEIEHUS HHIUBUAYaIbHOTO
(mepcoHN(pHUIMPOBAHHOIO) Yy4YeTa W CBEACHUS O HAYMCICHHBIX CTPaxOBBIX B3HOCAaX Ha
00s3aTeNIbHOE COIMAJbHOE CTPaXxOBaHME OT HECYAaCTHBIX CIIy4aeB Ha IPOU3BOJICTBE U
npodpeccuoHanbHbpix  3aboneBanmuii (EDPC-1)" wu  mnopsnka ee  3amonHenus”  //

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

Obmepoccuiickuii  knaccupukaTop mnpodeccuil pabdoUMX, JOIKHOCTEH CHyXaluxX Hu
tapudubix paspsnos OK 016-94. M.: Muntpya Poccun, 1995 // [Onekrponnsiit pecypce]. — M.,
2019. — Pexxum nocryna:http://www.consultant.ru.

Obmepoccuiickuii  kiaccudukarop uHpopmauuu o Hacenenun OK  018-95. //
[DnexTponHsIii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Obmepoccuiickuil  kiaccudukarop ynpasieHueckoil mokymentaumu OK 011-93. //
[DnexTponHsIii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Ob6mepoccuiickuii KacCu(UKaTOp CIENUATBHOCTEN MO 00pa30BaHUIO // [ DIEKTPOHHBIM
pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

YHuduuupoBanHsie GopMbl IEPBUYHON YUETHON JOKYMEHTAIMU MO yYeTy TpyJAa U €ro
oraTsl, yrBepkaeHHbIe [TocTanoBneHnem I'ockomcrara PO ot 05.01.2004 Ne 1 // [DnekTpoHHBIIH
pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

KBanudukanoHHbIH ClIpaBOYHUK JODKHOCTEH PYKOBOIUTENEH, CIEIIMAINCTOB U APYTHX
ciyxamux // [DnexTponHslii pecypc]. — M., 2019. — Pexxum noctyna: [DneKTpoHHEIH pecypc]. —
M., 2019. — Pexxum gocryma:http://www.consultant.ru.

MesxoTpacneBble yKpyIHEHHbIE HOPMAaTHBBI BPEMEHU Ha PA0OTHI 110 KOMIUICKTOBAHUIO U

y4deTy KajapoB // [Dnexkrponnslii pecypc]. — M., 2019. — Pexxwum nocryna:http://www.consultant.ru.
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[TepedyeHb TUMIOBBIX YIPABICHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yroImuXxcs B Ipolecce
JeSITeIbHOCTH FOCYIapCTBEHHBIX OPraHOB, OPTaHOB MECTHOT'O CaMOYTIPABJICHUS U OPTaHU3AIHH,
C yKa3aHHEM CpOKOB xpaHeHus // [Dnektponsblii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

[Tpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 ytBepxiaeHun IlepedHs THUIOBBIX
YIPABICHYECKHX AapXWMBHBIX JIOKYMEHTOB, O00pasymoliuxcs B Ipolecce JesTeIbHOCTH
rOCYJJapCTBEHHBIX OPIaHOB, OPraHOB MECTHOTO CaMOYTPABJICHUS M OpraHU3alui, ¢ yKa3aHHEeM
CpokoB uX XxpaHeHus" (3apeructpupoBaHo B Muniocte Poccun 06.02.2020 N 57449)
[OnextpoHHbIi  pecypc] // CnpaBouHo-mouckoBas cuctemMa «KOHCYITbTaHT — ILTIOCH.
URL:http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&
dst=1000000001,0&rnd=0.5989149124283691#09893595070554722 (mata oOparieHus:
19.10.2020)

@enepanbhbiii 3akoH 0T 24.04.2020 N 122-®3 "O npoBeaeHUM S3KCIEpUMEHTA 110
UCTIOJIb30BAHUIO AJIEKTPOHHBIX JIOKYMEHTOB, CBSI3aHHBIX C pabortoi"// WHTepHeT-mopran
npaBoBoii umHGpopmaruu  http://www.consultant.ru/document/cons_doc LAW 351124/ (nmara
obpamenus: 19.10.2020)

ITpukaz Muntpyna Poccun ot 14.05.2020 N 240n "OO0 yrtBepxknenuu Ilonoxenus o
MOps/IKE TPOBEJICHUS SKCIICPUMEHTA MO UCIOIB30BAHUIO AJIEKTPOHHBIX TOKYMEHTOB, CBSI3aHHBIX
¢ paboroit" (3apeructpupoBano B Muntocte Poccun 17.06.2020 N 58674)// NuTepuer-nopTan
MpaBoBOM  MHGpOpPMAITUU https://www.garant.ru/products/ipo/prime/doc/74170714/, nata
obpamenus 01.10.2020.

JIntepartypa (0o6s13aTe1bHAsA)

Abynanze, /1. I'. JlokymeHTanimoHHOE oOecrieueHre yIpaBIeHUs TIEPCOHAIOM : YUeOHHK
U MPAKTHKYM JUIA akajeMuueckoro Oakanaspuara / Jl. I'. AOynanze, U. b. Bempsokkuna, B. M.
MacnoBa. — Mocksa : U3narensctBo IOpaiit, 2019. — 299 ¢. — (bakanaBp. AkageMHuecKuit
Kkypc). — ISBN 978-5-534-00875-3. — Texct : anextponnsiii / ObC FOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2019).

beikoBa T.A. JloKyMeHTallMOHHOE OOECTeUYeHHEe YIpaBiIeHHUS (IEIOTMPOU3BOICTBO)
[DnexTponHBIi pecypc] : yuebnoe nocodue / T. A. brikosa, T. B. Ky3nerosa. - 2-e u3z., nepepad.
u gom. - MockBa : Hudppa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

I'morosa C.A. IIpodeccronanbHbli cTaHAAPT CIICLUATUCTA 10 YITPABICHHUIO TIEPCOHATIOM

B JEATENBHOCTH  KaApoBOM  cimyxObl  [DnekTpoHHblii  pecypc] /I'morosa CBeriana
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AnexcanaposHa; C. A. I'motoa // YripaBieHune TOKyMEHTAIMEH: TIPOIILIOE, HACTOsIIee, OyayIiee
: marepuains! II-eit MexxayHap. Hay4.-ipakT. KoH., nmocsml. namatu npod. T. B. Ky3uernosoii,
Mockga, PITY, 23-24 mapta 2017 r. / M-Bo 0o0pa3oBanus u Hayku Poc. @enepanuu, Oenep. roc.
O10[KeT. yupexa. Bbicul. obOpazoBanus "Poc. roc. rymanutapueiii yH-T", UcT.-apx. uH-T, Dak.
JOKYMEHTOBEIEHUS] 1 TEXHOTPOHHBIX apX., Kad. moxymenroBenenus. - Mocksa : Tepmuka.py,

2017. - C. 451-457. - Pexxum noctyma : http://elib.lib.rsuh.ru/elib/000013004.

I'moroBa C.A. TeHaeHUMU pa3BUTHS KaJpOBOTO JEJIONPOU3BOACTBA B pPaMKax
nporpammbl  "IludpoBas  skoHOMmKa"  [DnekTpoHHBIH  pecypc] /I'morosa CeeTiana
AnexcanapoBHa; CBetnana A. I'motoa // YnpaieHue JOKyMeHTaMH B IIU(PPOBOIT S5KOHOMUKE. -

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

Kanposoe nemonpounsBoactBo. YueOnuk. / C.JI. Kysnemos, C.A. I'moroBa — M.:
UznarensctBo « TEPMUKAY, 2020. — 492 c.

KanpoBoe nenonpousBonctBo: Haumnaem ¢ Hyns. Ayautr cBoumu cuiamu / W.B.
Kypasnesa, M.B. XKypasnesa. - 2-e uzn. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Hom. Mat. znanium.com). - (ITpocto, kpaTko, ObicTpo). (0) ISBN 978-5-16-008986-7 - Tekcr
: anektponHbiid. - URL: https://new.znanium.com/catalog/product/417566 (mara obparieHus:
30.11.2019)

[TaBnosckas, O. 0. IIpaBoBoe obecnieueHre KaJIpoBOro IEIONPOU3BOJCTBA : yueOHOE
noco6ue 115t By30B / O. FO. ITaBnoBckast. — MockBsa : M3narensctBo KOpaiir, 2019. — 213 ¢. —
(Beicmiee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcer : anekrponssiit / 3BC Opaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

JIntepatypa (10moJTHUTEILHAS)

Kykapuna IO.M. CoBpeMeHHblE OpraHM3alMOHHBIE U PEIVIAMEHTHBIE JOKYMEHTBI:
¢byskiun 1 pasHoBugHocty // Bectauk PITY. 2016. Ne2. [Dnekrponssiit pecypc]. — M., 2019. —
Pexum JOCTyTIa! https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik daizi%202(4)-16.pdf.

Muxaiinuna I'.11. Ynpasnenue nepconanom, 3-e usz. - Mocksa :Jlamkos u K, 2018. - 280
C.: ISBN 978-5-394-01749-0 - Teker : AIIEKTPOHHBIN. - URL:
https://new.znanium.com/catalog/product/415303 (nata o6pamenus: 30.11.2019)

6.2 IlepeueHs pecypcoB HHGPOPMAIMOHHO-TEJIEKOMMYHHUKALMOHHOMN CeTH
«AnTepHeT»
- TapanT [OnekTpoHHbli pecypc]. — DnekTpoH. aaH. — M., cop. 2024. — Pexxum pocryna:

http://www.garant.ru.
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- Koncynprant I[lntoc [DnexkTpoHHBIM pecypc]. — DneKkTpoH. aAaH. — M., cop. 2024. — Pexum

nocryma: http://www.consultant.ru.

- l'ocynapcTBeHHbIH HH(OPMAIIMOHHBIN pecypc B OTHOLICHUH HH(OpMAIK 0 KaJ[pOBOM COCTaBe
[DnekTpoHHBIN pecypc]. — OnekTpoH. npaH. — M., cop. 2024. — Pexum pocryna

https://gossluzhba.gov.ru/

- [lopran «Pabota B Poccun» - [DnekTpoHHbIi pecypc]. — DnekTpoH. naH. — M., cop. 2024. —

Pexxum noctyna: https://trudvsem.ru/

- OnekTpoHHbIN cepBuc «OHnaitHuHCeKIUA. POy - [DnekTpoHHbI pecypc]. — DNEKTpoH. JaH. —

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

6.3 IIpodeccnonanbHble 0a3bl JAHHBIX U1 HHPOPMAIIMOHHO-CIIPABOYHbIE
CUCTEMbI

Hoctyn k npodeccuonanbHbIM 6a3am qaHHbIX: https://liber.rsuh.ru/ru/bases
WudopmanroHHbIe CIIPaBOYHbBIE CUCTEMBI:

1. Koncynsrant Ilntoc
2. Tapanr

7 MaTepI/IaJILHO-TeXHI/I‘IeCKOG o0ecmeueHue ANCIHHUIIINHBI

Aynuropun Juisi pOBEACHUS JIEKIIMA U CEMUHAPCKUX 3aHATUI C TEXHUYECKUMU CPEJICTBAMU
o0yuyeHus (MyJIbTUMEIUA-TTPOEKTOP (BUICONPOEKTOP), 3KpaH (IIEPEHOCHOM WM CTAI[HOHAPHBIN)),
KOMIIBIOTEPHBIH KJIACC [T TPOBEACHUS JIAOOPATOPHBIX 3aHATHH.

1. Ilepeuens ITO

Nent Haumenosanue [10 [IpousBoaurens Crioco6
/m pacrpocTpaHeHHs
(ruyensuonnoe unu
6000010
pacnpocmpausemoe)
1. Adobe Master Collection CS4 Adobe JILIEH3MOHHOE
2. Microsoft Office 2010 Microsoft JINICH3UOHHOE
3. Windows 7 Pro Microsoft JILIEH3MOHHOE
4. Microsoft Office 2013 Microsoft JINICH3UOHHOE
5. Windows 10 Pro Microsoft JILIEH3MOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JInneH3noHHoe

2. Ilepeyens Bl m UCC
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Nenn HaunmenoBaunue
/1

1 | MexayHaponusie pedepatuBHble HaykomeTpuueckue b/I, toctynHeie B paMkax
HauoHaILHOM noanucku B 2020 T.

Web of Science

Scopus

2 | [IpodeccuonanpHble MoNMHOTEKCTOBBIE B/I, 1OCTYyNHBIE B paMKax HallMOHAJIHHON
noxamucku B 2020 r.

XKypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypnans! Taylor and Francis

3 | [Ipodeccuonanbubie momHOTEKCTOBBIE B]]

JSTOR

N3nanus mo oOmecTBEHHBIM U TYMAaHUTAPHBIM HayKaM
DnekrponHas 6ubnnorexka Grebennikon.ru

4 | KoMnbroTepHbIE CIIpaBOYHBIE IPAaBOBBIE CUCTEMBI
Koncynprant Ilntoc,
l"apanT

8 Oobecneuenne 00pa3oBaTeILHOIO MpoUECCa AJIA JMI ¢ OTPAHUYCHHBIMHU

BO3MOKHOCTHAMH 310POBbHA 1 HHBAJIUAO0OB
B xozxe peanuzanyy IUCHMILIMHBI UCIIOJIB3YOTCS CIEAYIOIINE JOIOIHUTEIbHBIC
METOJbl O00Y4YEeHMsI, TEKYIIEro KOHTPOJIS YCHEBAEMOCTH M IPOMEXYTOUHOM aTTECTallMU
00yyJaromuxcs B 3aBUCUMOCTH OT UX WHAMBHUIYaJIbHBIX 0COOEHHOCTEH:

® IS CIENBIX U CITAa0OBUAAIIMNX:

- JeKuuu O(OpMISIOTCS B BHUAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IIOMOIIBIO
KOMIIBIOTEpA CO CIEIMATN3UPOBAHHBIM ITPOrPAMMHBIM 00eCTIeUeHUEM;

- TMCbMEHHBIE 3a/laHHS BBINOJHSIOTCS HA KOMIIBIOTEPE CO CHEHUAIU3UPOBAHHBIM
MIPOTpaMMHBIM 00€CTieueHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- oOecrieuynBaeTCs MHIMBUYallbHOE paBHOMEpHOE ocBenieHne He meHee 300 IoKc;

- JUIs BBINOJHEHMS 3aJaHusl NP HEOOXOTUMOCTH TPEAOCTABISACTCA YBEIWYHMBAIOLICE
YCTPOMCTBO; BO3MOKHO TAK)KE UCII0JIb30BAHNE COOCTBEHHBIX YBEJINYHMBAIOIINX YCTPONCTB;

- MUCBbMEHHBIE 3aJ]aHNs OPOPMIISIOTCS YBEIIMUESHHBIM HIPUPTOM;

- 9K3aMEH U 3a4€T MPOBOIATCA B YCTHOM (hOpMe MM BBIMIOJTHAIOTCS B MUCbMEHHOHN (opme Ha
KOMIIBIOTEPE.

® IS TIYXMX M CIa00CIbIIAIINX:

- Jekuud O(OPMIISIIOTCS B BHJIE 3JCKTPOHHOIO JOKYMEHTa, JHOO MpPEeJOCTaBIIsSETCS
3BYKOYCWJIMBAIOILAs alnapaTrypa MHANBUAYAIbHOIO II0JIb30BaHUS;

- MUCHbMEHHBIE 33JJaHUS BBIMOJIHAIOTCS Ha KOMITBIOTEPE B MUCBMEHHOM (hopMe;

- 9K3aMEH M 3a4€T MPOBOJISATCS B MUCbMEHHOM (hopMe Ha KOMITBIOTEPE; BO3MOXKHO IIPOBE/ICHUE
B (hopMe TECTHUPOBAHUSI.

e JUIsl IUI| C HAPYILIEHUSIMU OIIOPHO-/IBUraTEILHOTO aMniapara:

- JeKuuu O(OpMISIOTCS B BHUAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IIOMOIIBIO
KOMIIBIOTEpA CO CHEIMATU3UPOBAHHBIM ITPOrPAMMHBIM 00eCIIeUeHUEM;

- DUCbMEHHBIE 3a/JlaHHS BBINOJIHSIOTCS HA KOMIIBIOTEPE CO CHEHUAIU3UPOBAHHBIM
MPOTPaMMHEIM 00€CTICUeHUEM;

- 9K3aMEH U 3a4€T MPOBOIATCA B YCTHOM (hOpMe MM BBIMTOTHAIOTCS B MUCBMEHHOH (opme Ha
KOMIIBIOTEPE.



25

[Tpu HEOOXOMMMOCTH MPeyCMaTPUBACTCS YBEIIMUCHNUE BPEMEHH Il IOATOTOBKH OTBETA.

[Iponienypa  mpoBefeHHs  NPOMEXKYTOUHOH  arTecTanuu Uil OOy4aromuxcs
YCTAHABIMBACTCS C Y4YETOM UX HMHIUBUIYAJbHBIX TCUXO(PHU3MUECKUX OCOOEHHOCTEH.
[TpomexyTouHast aTTeCTAIMsI MOXKET MTPOBOJAUTHCS B HECKOJIBKO ATAIIOB.

[Ipu npoBeneHnH MpoIEaYpHl OLEHUBAHUS PE3yIbTATOB OOyUEHHs IpeaycMaTpuBaeTCs
UCTIOJIb30BAaHME TEXHUYECKHX CpPEACTB, HEOOXOOUMBIX B CBA3M C HWHAMBHUIYAJIbHBIMH
0COOEHHOCTSIMH 00yUarOMUXCs. DTU CPEICTBA MOTYT OBITh MTPEOCTABICHBl YHUBEPCUTETOM, WIIN
MOTYT UCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUUYECKUE CPENICTBA.

[IpoBenenue mpoueaypbl OICHHMBAHHUS  PE3yJAbTaTOB  OOy4YeHHsS  JIOMYCKaeTcs C
MCTIOJIb30BaHUEM JMCTAHIIMOHHBIX 00pa30BaTEeIbHBIX TEXHOIOTHA.

ObecneunBaeTcst A0CTyN K MH(POPMAIMOHHBIM U OMOIMOrpaduyeckuM pecypcaMm B CETH
WuTepHeT U Kaxkaoro oOydaromerocss B (opmax, aganTUPOBAaHHBIX K OTPAHUYEHUSM HUX
3JI0POBbSI U BOCIIPUATHUS MH(POPMALTUH:

® IS CIENBIX U CIAa00BUASAIIMNX:

- B Ie4aTHON (opMe yBEIIMUECHHBIM HIPUPTOM;
- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanoddaiina.

® I TIIYXHX U CJIA0OCIHbIIAIINX:

- B TIeYaTHOH opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA.

e s O0yYaroIuXcs ¢ HAPYIICHUSIMU ONOPHO-/IBUTaTEIbHOTO arapara:
- B IeYaTHOH opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanoddaiina.

VY4eOHble ayIUTOPHH Ui BCEX BUIOB KOHTAKTHOW M CaMOCTOSATENbHOM paboThl, HAyYHAs
O6ubIMOTEeKa U MHBIE MOMEIICHUS IJIs1 0Oy4eHUs] OCHAIICHBI CIEUATbHBIM O00OPYJIOBaHUEM U
y4eOHBIMH MECTaMHU C TEXHUYECKUMHU CPEACTBAMHU O0YUCHUS:

® IS CIENBIX U CITAa0OBUAAIIMNX:

- YCTpOMCTBOM Uil cKaHMpoBaHUs U uTeHus ¢ kamepoil SARA CE;

- nuctuieeM bpaiinsa PAC Mate 20;

- mpuntepoM bpaiis EmBraille ViewPlus;

® Ui TIIYXHX U CJIA0OCIHbIIAIINX:

- aBTOMATU3MPOBAHHBIM pabouMM MECTOM s JIIOJEH C HapylmeHHEeM CciyXa H
¢71a00CIIBIIIAIINX;

- aKyCTHYECKHH yCUIIUTENbh U KOJIOHKH;

e s O0yYaroIuXcs ¢ HAPYLICHUSIMU ONOPHO-/IBUTaTEIbHOTO arapara:
- IePEIBMXKHBIMHU, PEryJIUPYEMbIMU 3proHOMuueckuMu nmapramu CHU-1;
- KOMIIBIOTEPHON TEXHUKOW CO CHEUATbHBIM ITPOrPaMMHBIM 00€CIICUEHUEM.

9 MeTroanueckne MaTepuabl

9.1 Ilinanbl Ja0OPaTOPHBIX 3AHATHH.

TEMAL. (4 u.) BAKOHOJATEJILHAS PETJIAMEHTALIAS JOKYMEHTUPOBAHM S
KAJIPOBOI1 IEATEJLHOCTHU B P®

3AJIAHUSL
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1. Tlpoanamusupyiite TpymoBoii konekc Poccuiickoii eneparuu u onpenennte TpeOoOBaHUS K
cocTaBy ¥ 0()OPMIICHUIO JOKYMEHTOB, PETJIAMEHTUPYIOIIUX TPYIOBBIC OTHOIIICHHS.
2. llpoanamusupyiite TpymoBoit konekc Poccuiickoit @eaeparuu u onpenennte TpeOOBaHUS K

(bYHKIMAM KaApOBOH CITY>KOBI.

YKA3AHU 10 BBITIOJIHEHUIO 3AJTAHUN

1. Wzyunte TpynoBoil KoAaekc U BBIACHUTE, KAaKUMU JOKYMEHTAaMH IIPELYCMOTPEHO
oopmieHue mpueMa, NEpPeBONA, YBOJBHEHUS, KOMAHIUPOBAHUS, JUCHUIUIMHAPHOTO
B3BICKaHMSI U MPEAOCTAaBICHHS OTITycka paboTHHKaM. COCTaB JOKYMEHTOB (PUKCHUPYETCS 110
KaX/10il oTnenbHOM mporenype. OOpaTuTe BHUMAaHHWE HA CPOKHU TOJTOTOBKH JTOKYMEHTOB,
YCTaHOBJICHHBIE 3AKOHOIATEIILHO.

Pe3ynbraThl 3a1aHUs MOTYT OBITh NIPEJICTABIICHBI B BU/IE TaOIHIIBI:

IIpoueaypa Buasi Homep Cpoxkmn, Conep:xanue,
AOKYMEHTOB CTaTbH CBSI3aHHbIE C opopmiieHue
AOKYMEHTOM

[Tpuem Ha paboty

[TepeBon

IIpenocrasienue
OTIIyCKa

[Toompenue

JucuumHapHoe
B3BICKaHHE

KomanaupoBaHnue

YBonbHEHUE

2. Wzyuure TpymoBoil KOAEKC U OMpENeIuTe O0S3aHHOCTH PabOTOAATENsl MO OTHOMIEHUIO K
paboTHUKY, KOTOpPBIE YCTaHOBJICHBI B Ko/lekce mpu BOZHUKHOBEHUHU TPYIOBBIX OTHOIICHUH.

Ha 3T0ii 0cHOBE cocTaBbTe MepeueHb (PyHKIUI, BBIMOIHAEMBIX KaJpOBOM CITyKOOH.

KOHTPOJIBHBIE BOITPOCHI.
1. IlepeyncauTb OCHOBHBIE BHIbl JOKYMEHTOB, MCIOJIb3yEMbIE s JOKYMEHTHUPOBAHUS
TPYIOBBIX OTHOILLECHHM, YCTAHOBJICHHBIX B TPYIOBOM 3aKOHOJATEIbCTBE.

2.  HazoBute TUNOBbIC (HYHKIMU KaIPOBOU CITY>KOBI.

NCTOUYHUKHN
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TpynoBoit koaexc Poccuiickoit ®enepanuu ot 30.12.2001 Ne 197-®3. Ilpunst
I'ocynapcrennoit J{ymoii 21 nexadbps 2001r. (B pea. ot 29.12.2010) // [DnexTpoHHBIA pecypc]. —
M., 2019. — Pexxum gocryma:http://www.consultant.ru.

[Tpuka3 MunTtpyzaa Poccun ot 20.09.2022 N 5781 "O6 yTBEepKIeHUN €TUHBIX TpeOOBaHUN
K COCTaBy U popMaram JJOKYMEHTOB, CBSI3aHHBIX C pab0TOMH, 0(OPMIIIEMBIX B SJIEKTPOHHOM BHUJIE
6e3 ny6nupoBaHus Ha OyMa)kHOM HocuTene"

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

- OnekTpoHHbIN cepBuc «OHnaitHUHCEKIUSA. POy - [DnekTpoHHbI pecypc]. — DNEKTpoH. JaH. —

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

JIMTEPATYPA

Abynanze, 1. I'. JlokymMmeHTalIMOHHOE OOECTIEUCHUE YIIPABJICHUS TEPCOHAIIOM :
y4eOHMK U IIPAKTUKYM JUIs akaieMuueckoro 6akanaspuata / [I. I'. AGynanze, U. b. Beimpsbkkuna,
B. M. MacnoBa. — MockBa : WzmarensctBo [Opaiir, 2019. — 299 c. — (baxkanasp.
Axkanemuueckuit kype). — ISBN 978-5-534-00875-3. — Texkcr : snextponnsiii / 3bC HOpaiit
[caiiT]. — URL: https://urait.ru/bcode/433411 (mara o6pamenus: 30.11.2019).

KanpoBoe nenonpousBonctBo: Haumnaem ¢ Hyns. Ayaur cBoumu cuiamu / W.B.
Kypasnesa, M.B. XKypasnesa. - 2-e uzn. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Hom. Mat. znanium.com). - (ITpocto, kpaTko, ObicTpo). (0) ISBN 978-5-16-008986-7 - Tekcr
: anektponHbiid. - URL: https://new.znanium.com/catalog/product/417566 (mara oGparmieHus:
30.11.2019)

[TaBnosckas, O. 0. IIpaBoBoe obecnieueHre KaJIpoBOro IEIONPOU3BOJCTBA : yueOHOE
noco6ue 1y1st By30B / O. FO. ITaBnoBckast. — MockBsa : M3narensctBo KOpaiir, 2019. — 213 ¢. —
(Beicmiee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcer : anekrponsslit / IBC Opaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

MaTepI/IaJ'[LHO-TeXHI/I‘leCKOG odecrneyeHue 3aHATHS:

1.TpynoBoii xonekc P®.

TEMA 2. (4 4.) PASPABOTKA OPTAHMU3AIIMOHHBIX JIOKYMEHTOB B KAJIPOBOM
CJIIYKBE
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3ATTAHUS

1. TIpoananu3upyiiTe opranuzanuio padboTsl ¢ kagpamu B 3A0 “Brimnen”.
2. Pazpaboraiire Ilonoxenune 06 otnene kagpos 3A0 “Beimnen”

3. PazpabotaiiTe TOMKHOCTHYIO MHCTPYKIUIO JUIsl OTHOTO U3 COTPYAHHUKOB KaJpPOBOH CITY>KOBI

YKA3AHUA 110 BBIIIOJIHEHUIO 3AJTAHUA

1. Ilpoananu3upyiite KoMIUieKC AOKyMeHTOB 3AO “Breimnen”, BbIABISISL  €r0 CTPYKTYpY,
YHCIICHHOCTb, HAPaBJICHUs AesTeabHoCcTH O0IecTBa 1 0COOCHHOCTH OpraHU3aluy KaJpoBOn
paboThI.

2. Ha ocHoBe KBaIM()UKAITMOHHON XapaKTEPUCTUKU PYKOBOIUTENS KaipoBoii ciryx0b1, YCOP/I,
TpynoBoro kozekca M TpeOOBaHUII WHBIX HOPMATUBHBIX W METOJUYECKUX JOKYMEHTOB
pazpabotaiite u opopmute npoekt [lonoxenus 06 otaene kaapoB 3A0 “Beimmen”.

3. Ha ocHoBe KBamu(HUKAIIMOHHBIX XapaKTEPUCTHK PAOOTHHKOB KaJpoBou ciyx0b, Y COPJ]
pa3paboTaiiTe MPOEKT JOJKHOCTHOH MHCTPYKIIMK OAHOTO U3 COTPYAHUKOB OTJENa KaJpOB

3A0 “Beimmien” u 0opMUTE €ro B COOTBETCTBHU C YCTAHOBJICHHBIMU TPEOOBAHHUSIMH.

KOHTPOJIBHBIE BOITPOCHI

1. Tlepeuncnute 3amaun ¥ PyHKIIUH KaIPOBOM CITY>KOBI.

2. Kaxue TOKyMEHTHI periaMeHTHPYIOT paboTy ¢ IePCOHAIOM OpraHU3aun?

3. Ha ocHoBe, Kakux JOKYMEHTOB pa3pabaThIBalOTCS TOJOXKEHHE O KaJpOBOH CIykOe u
JOJDKHOCTHBIE UHCTPYKIUMU €€ COTPYAHUKOB?

4. KaxoBa CTPyKTypa TEKCTOB MOJIOXKEHUS O KaIPOBO CIIy>KO€ U JTOJKHOCTHON MHCTPYKIUH?

5. Korna nmonokeHne o KazapoBoil ciyx0e mnpuoOpetaer ropuanueckyio cuiry? Korma oHo
TpebyeT nepepaboTKu?

6. Ilepeuncnure oOmue TpeGoBaHMS K O(OPMIICHHIO OPraHU3allMOHHBIX JOKYMEHTOB.

NCTOUYHUKHN

TpynoBoit koaexc Poccuiickoit ®enepanuu ot 30.12.2001 Ne 197-®3. Ilpunst
l'ocynapcrennoit J{ymoii 21 nexadps 2001r. (B pea. ot 29.12.2010) // [DnexTpoHHBIHA pecypc]. —

M., 2019. — Pexxum gocryma:http://www.consultant.ru.
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YHUpHUIUpOBaHHAs CHCTEMa OpPraHU3alMOHHO-PACTIOPAIUTEIBHON JTOKYMEHTAIHH.
YHauduuupoBaHHsie (HOpMbI, HHCTPYKIIMA U METOJUYECKHUE MaTepHalbl M0 MX MPUMEHEHHIO.
M.1982 // // [DnexTponnslii pecype]. — M., 2019. — Pexxum noctyna:http:// www.consultant.ru.

KBanudukanoHHbI CIPAaBOYHUK JOJDKHOCTEH PYKOBOIUTENEH, CHENHaIMCTOB U
ciyxkamux. M., 2002/ //  [DnexktponHslii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

[Tpuka3 Muntpyzaa Poccun ot 20.09.2022 N 5781 "O6 yTBEepKIeHUN €JUHBIX TpeOOBaHUN
K COCTaBy U popMaram JJOKyMEHTOB, CBSI3aHHBIX C pab0OTOM, 0(OPMIIIEMBIX B SJIEKTPOHHOM BHUJIE
6e3 ny6nrpoBaHus Ha OyMa)kHOM HocuTene"

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

- OnekTpoHHbIN cepBuc «OHnaitHuHCeKIUA. POy - [DnekTpoHHsI pecypc]. — DNEKTpoH. JaH. —

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

JIMTEPATYPA

I'morosa C.A. IIpodeccroHanbHbIi cTaHAAPT CIICIHATUCTA 10 YIIPABICHHUIO IEPCOHATIOM
B JICATENBHOCTH  KaApOBOW  CHyKObl  [DnekTpoHHBI  pecypc] /Imorosa CeTiana
AnexcanaposHa; C. A. ['motoa // YripaBieH#ne JOKyMEHTAIMEH: TIPOIILIOE, HACTOsIIee, OyayIiee
: marepuainsl I-eit MexxayHap. Hay4.-ipakT. KOH., mocsml. namstu npod. T. B. Ky3uernosoii,
Mockga, PITY, 23-24 mapta 2017 r. / M-Bo o0pa3oBanus u Hayku Poc. @enepanuu, Oenep. roc.
OI0JKET. yupexa. Bbicul. oOpazoBanus "Poc. roc. rymanutapueiii yH-T", UcT.-apx. uH-T, Dak.
JIOKYMEHTOBEJICHUs] 1 TEXHOTPOHHBIX apX., Kad. mokymenroBenenus. - Mocksa : Tepmuka.py,
2017. - C. 451-457. - Pexxum noctyma : http://elib.lib.rsuh.ru/elib/000013004.

Kykapuna IO.M. CoBpeMeHHblE OpraHU3alUMOHHBIE U PEIVIAMEHTHBIE JOKYMEHTBI:
¢byskiun 1 pasHoBugHocty // Bectauk PITY. 2016. Ne2. [Dnekrponssiii pecypc]. — M., 2019. —
Pexum JOCTyTIa! https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik daizi%202(4)-16.pdf.

[TaBnosckas, O. 0. IIpaBoBoe obecnieueHre KaJIpoBOro IEIONPOU3BOJCTBA : yueOHOE
noco6ue 11t By30B / O. FO. ITaBnoBckast. — Mocksa : M3narensctBo KOpaiirt, 2019. — 213 ¢. —
(Beicmiee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anexrponssiit / IBC FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

MaTepI/IaJ'[LHO-TeXHI/I‘leCKOG odecneyeHue 3aHATHS:
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Tpynosoii konekc PO
YCOPA

KBanudukaoHHble XapaKTepUCTUKH pAaOOTHUKOB KaJPOBOH CITy>KOBI

b N

Kowmruiekt noxkymenToB 3A0 “Bemmen”
y

TEMBI 3-7 (10 u.). JOKYMEHTUPOBAHME KAJIPOBOI JESITEJABHOCTHU

3AJIAHUS:

1. M3yuuTe 3aKoHOAATENIbHBIE TPEOOBAaHUS K  COACPKAHUIO U O(GOPMIICHHIO  TPYAOBOTO
noroBopa. I1oaroToBbTe MPOEKTHI JOKYMEHTOB TI0 IIpUeMy Ha padorty.

2. [ToaroToBbTE MPOEKTHI JOKYMEHTOB 110 NEPEBOAY Ha JAPYTYIO padoTy.

3.IToaroToBbTE MPOEKTHI JOKYMEHTOB O MHPEIOCTABICHUH OTIIyCKa, MPOEKTHl AOKYMEHTOB O
KOMaHIUPOBaHUU PaOOTHUKA

4.IloaroToBbTE MPOEKTHI JOKYMEHTOB O IMOOLIPEHHHM PAaOOTHHKA M TPOEKTHI JOKYMEHTOB O
BBIHECEHUH JUCHUTUIMHAPHOTO B3BICKAHUSL.

5.IToaroToBbTE MPOEKTHI JOKYMEHTOB 00 U3MEHEHMH (GaMHINH pPaOOTHUKA M MPOCKTHI

JOKYMEHTOB O pacTOpPKEHUH TPYJIOBOIO JOTOBOPA.

YKA3AHU 10 BBITIOJITHEHUIO 3AJIAHUN

1. Ha ocHoBe MaTepHanoB JIeIOBOW UIPHI (CIIPaBOYHbIE JaHHbIE O pabOTHHUKE) M TpeOOBaHUMN
TpynoBoro xojiekca MOATOTOBUTH TPYAOBOW JOTOBOP C paOOTHUKOM, O(OPMHUTE MpPHUKa3 O
npuemMe paboTHUKA Ha paboTy (CTYAEHTHI MOTYT COCTaBHTH MPHUKA3 IO OOLIMM MpaBUIIaM
oopmIIeHHs TPUKA30B WM BOCIOIb30BATHCS YHUUIIPOBaHHOM (popmoii T-1). 3anonHuTh
Jlnunyto kaprouky pabotHuka (dopmy T-2.) Omnpepenutb coCTaB JIOKYMEHTOB,
UCTIOJIb3YEMBIX U CO3/IaHHBIX IIPU MPHEMe Ha paboTy, KOTOpbIE (YOPMUPYIOTCS B TUUHOE JIEII0
paboTHHKA.

2. Hcnonp3ys marepuanbl AEIOBOH UIpbl (CIpaBOYHBIE JAHHBIE O PAOOTHUKE) M YUHUTHIBAS
TpeboBanust TpynoBoro kogekca opopMuTh nepeBoa pabOTHUKA (IO €ro WHUIIMATUBE U IO
MHHIIMATHBE PYKOBOJIUTENS CTPYKTYPHOTO MOJpPA3JENIeHUs) Ha JIPYrylo paboTy B TOHM ke
opranuzanuu. CocTaBuUTh 3asBICHHE, MPEICTABICHUE, YBEIOMIICHUE U O(OPMUTH MPHKa3 O
nepeBoJie pabOTHUKA Ha APYTyI0 paboTy (10 oOUMM mpaBuiiaM 0QOPMIICHHS PUKA30B WIN

BOCIIOJIb30BaThCsl yHU(DUIIMpoBaHHOH popmoit T-5). Buectu nannbie B JIMuHYI0 KapTOUKy
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pabotnuka (popmy T-2.) OnpenenuTs COCTaB JOKYMEHTOB, HCIIONb3YEMbIX U CO3JJaHHBIX MTPH
nepeBoJie Ha JPYTyIo padoTy, KOTOpbie (POPMUPYIOTCS B TMYHOE AETO0 PaOOTHUKA.

Hcxons 3 MaTepualioB J€JIOBOM WUIphl (CIpaBOYHBIC JaHHBIE O pabOTHHKE) , 0POPMHUTH
©KErOJIHbII OYepeHOM OIUIaYMBAaEMblii OTIIYCK M OTIYCK 0Oe3 COXpaHeHHs 3apa0oTHON
wiatel. COCTaBUTh TpaduK OTIYCKOB, OGOPMUTH MPUKA3 O MPEJOCTaBICHUH OTITycKa (110
00ImMM mpaBuiamM 0(hOpMIICHHUS TPUKA30B UM BOCHIOIB30BATHCS YHU(PUIIMPOBAHHOM (hopMOi

T-6) . Buectu nannsle B JInuHyto kapTouky padotHuKa (popmy T-2.).

Hcnonp3ys MaTepualibl JeOBOM MIPhl (CIPaBOYHBIC AaHHBIE O PabOTHUKE) MOATOTOBHUTH
IpUKa3 O HANpaBICHWU pabOTHHKA B KOMaHAMPOBKY (IO OOIIMM mpaBuiIaM O(OpMIICHUS

NPUKa30B WIK BOCIIONB30BaThcs yHU(DUITUPOBaHHOH popmoit T-9).

Hcnonp3ys marepuainsl Jel0BOM UIPhl (CHpaBOYHBIE JaHHBIE O PAaOOTHHKE), OQOPMHUTH
IpUKa3 O MOOUIpeHHH paboTHUKA (IO OOmMM mpaBuiaaM O(GOPMIICHHS NPUKA30B WIH
BOCIIOJIb30BaThCs yHH(pUIMpoBaHHON ¢opmoit T-9). BHectn naHHBIE O HOOIIPEHHUU B
Jlnunyto kapTouky pabGotHuka (popmy T-2.). Ompenenurs cocTaB JIOKYMEHTOB,
UCTIONIb3YEMBIX NPH O(GOPMIIEHUH TOOUIPEHHsI, KOTOpbIE (OPMHUPYIOTCS B JIMYHOE JIEJIO

paboTHHKA.

Ha ocHoBaHMM MaTepualloB JEJIOBOM HIPbl COCTaBUTHh OOBSCHUTEIBHYIO 3allUCKy O
JUCLUIIIIMHAPHOM IPOCTYIIKE, AOKJIAIHYIO 3allUCKy O HAPYIICHUU TPYAOBOW IUCLUILIUHBI,

IMMpuKa3 O HAJOKCHUU NUCHHUIUIMHAPHOT'O B3bICKAHUS.

Hcnonp3ys marepuainbl JeNOBOM UIPhl (CHpaBOYHBIE JNaHHBIE O PAOOTHHKE) O(GOPMHUTH
IpeKpalieHiue TPYyIOBOrO JIOrOBOpa IO MHUIMATHBE pabOTHMKA, 110 WHUIMATHUBE
paboTomarens, Mo 0OCTOSATENbCTBAM, HE 3aBHCSIIUM OT BOJIU CTOPOH. ONpenesuTh COCTaB
JOKYMEHTOB, KOTOpBIMH odopmisiercss Kaxngas curyauus. OQopMuTh TmpuKas 0
IpeKpalleH!H JeCcTBUS TPYI0BOTO 10roBopa (1o o0ImuM npaBuiiaM 0(hOpMIICHHUS TIPUKA30B
WIN BOCIOJIB30BaThCs yHU(pUIMpoBaHHOH hopmoii T-8). BHecTn nannbie 00 yBOJIbHEHUH B
Jlnunyto kapTouky pabGotHuka (popmy T-2.). Ompenenurs cocTaB JIOKYMEHTOB,
UCTIONIb3YEMBIX MPH O(QOPMIICHUM YBOJIBHEHHS, KOTOpble (DOPMUPYIOTCS B JHMYHOE €0
paboTHHKA.

CocTtaBbTe MPOEKT MpHKa3a 00 U3MEHEHUHU (paMuIIuuy, TPUBEUTE BOZMOXKHBIE OCHOBAHUS IS

HU3J1aHUA TaKOr'0o IMprUKasa.
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KOHTPOJIBHBIE BOITPOCHI:

1. Bolaenute OCHOBHBIE TOKYMEHTHPYEMBIE 3a7]aui KaJpPOBOH IESTETBHOCTH.

2. OxapakTepusyiiTe CTPYKTYpy TEKCTa TPYJIOBOTO JOTOBOpa, MEPEYHCIUTE CYIIECCTBEHHBIC
MIOJIOKEHHS TPYAOBOTO JOTOBOPA.

3. SBnstorcs mu yHUGUIMPOBAHHBIE (OPMBI 00S3aTEIEHBIMU ?

4. Ha ocHoBe TpeOOBaHHWN K TpPYIOBOMY JOTOBOpPY, ONPEACTUTH MOPSAOK O(POPMIICHHS
JOTIOJTHUTEIBHOTO COTameHus (I3MEHEHUs K TPYI0BOMY JIOTOBOPY).

5. Kakumu TtpeOoBaHMAMHU JIOJKHA PYKOBOJCTBYETCS KaJpoBas ciayx0a mpu odopmieHun

MIPUKA30B B TEKCTOBOU (hopme?

NCTOUYHUKHU

TpynoBoit koxekc Poccuiickoit @enepanun. Ilpunar I'ocynapcrsennoit ymoit 21
nexabpst 2001r. . ( ¢ w3m. u pom.) // [DnekrpoHHBIH pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

YHuduuupoanHsie GOpMbI IEPBUYHON yUETHON JOKYMEHTAIMU 10 YYETy TpyJa U €ro
OILJIATHI. 4q.1. M.,2004// // [DOnextponnslii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

Oobmepoccuiickuil kinaccupurarop npodeccuid paboymnx, MTOKHOCTEH CITyKaIlUX H
tapudubix paszpsanoB OK 016-94. M.: Muntpyn Poccun, 1995. //// [9nextponnslii pecypc]. — M.,
2019. — Pexxum nocrymna:http://www.consultant.ru.

Oobmepoccuiickuii knaccudukarop unpopmarmu o Hacenrenun OK 018-95. M.:
Muntpyn Poccum, 1996 ////  [Onektponnsii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

Obmepoccuiickuii knaccupukarop ynpasiendeckoi qokymentanuu OK 011-93. M. :
I'occranmapr Poccun, 1994 // [Onektponnslii pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

Ob6mepoccuiickuii KiraccupuKaTop cnenuansHoctei mo oopazosanuto OK 009-93. M.

loccranmaptr Poccun, 1995 //// [Onexrponnsiit pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

[Tpuka3 Muntpyzaa Poccun ot 20.09.2022 N 5781 "O6 yTBEep)KIeHUN €JUHBIX TpeOOBaHUN
K COCTaBy U (popMaram JJOKYMEHTOB, CBSI3aHHBIX C pab0OTOM, 0(OPMIIIEMBIX B SJIEKTPOHHOM BHUJIE
6e3 ny6nrpoBaHus Ha OyMakHOM HocuTene"

// URL:https://www.garant.ru/products/ipo/prime/doc/405265705/
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- OnekTpoHHbIN cepBuc «OHnaitHuHCeKIU. POy - [DnekTpoHHbI pecypc]. — DNEKTpoH. JaH. —

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

JIUTEPATYPA

Abynanze, 1. I'. JlokymeHTanImOHHOE 0O€CTIeYeHIE YIIPaBICHUS IEPCOHAIOM ;| YU4EOHHUK
U MPAKTHKYM JUIA akajeMudeckoro Oakanaspuara / Jl. I'. AOynanze, U. b. Bempsokkuna, B. M.
MacnoBa. — Mocksa : UznarensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AkajgeMudyecKuii
Kkypc). — ISBN 978-5-534-00875-3. — Texkct : anextponnsii / ObC FOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 (mara obpamenus: 30.11.2019).

KanpoBoe nenonpousBonctBo: Haumnaem ¢ Hyns. Ayaur cBoumu cuiamu / W.B.
Kypasnesa, M.B. XKypasnesa. - 2-e uzn. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Hom. Mat. znanium.com). - (ITpocto, kpaTko, ObicTpo). (0) ISBN 978-5-16-008986-7 - Tekcr
: anektponHbiid. - URL: https://new.znanium.com/catalog/product/417566 (mara oOparmieHus:
30.11.2019)

MaTepI/IaJ'[LHO-TeXHI/I‘leCKOG odecneyeHue 3aHATHS:

Tpynosoii konekc PO.

YHauduuupoBaHHsie GOPMBI IEPBUUHON YUYETHOH TOKYMEHTALIUH.

Marepwuasl 1eJI0BOW UIPbI, COAEPIKaIME CIIPABOYHBII JaHHBIE 0 paOOTHUKE, NH(POPMAIIHIO O €TO
TPYIOBOM JCATEIBHOCTH.

Obmepoccuiickue KI1acCuPpUKaToOpsbI.

Tema 8 (2 u.) TPYIOBAA KHMXXKA

3AJJAHUA
1. IlpoananusupoBats TpynoBoil koxekc P®, IlpaBuna BeneHUs M XpaHEHUS TPYAOBBIX
KHVMKEK, HHCTPYKIUIO 110 3aII0JIHCHUIO TPYIOBOM KHUKKU. BBIACHUTS ITpaBUiIa 3aBEACHUS
U TIOPAJIOK BEICHUSI TPYAOBBIX KHUKEK.
2. 3anonHuTh OJaHK TPYAOBOM KHMKKHU CBEICHUSIMU O pabOTE U YBOJIbHEHUH.
3. IIpoananu3upoBaTh MPEAJIOKEHHbIE KOIUU TPYIOBBIX KHIDKEK, OOBSICHUTH OIIMOKH B
0(OPMIICHUU U BEICHUU.

4. 3apeructpupoBath 0)OPMICHHYIO TPYIOBYIO KHIKKY.
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YKA3AHUS 10 BBITIOJITHEHUIO 3AJIAHUN

1. Uzyunte Tpynosoil kogekc P®, IlpaBuna BeneHHs U XpaHEHHUs TPYIOBBIX KHIKEK,
MHCTPYKLUIO I10 3aII0JTHEHUIO TPYIOBBIX KHUXKEK .

Y CTaHOBUTS:

-3aKOHOJATE/IbHBIE U HOPMATUBHBIE IIOJIOKEHUS O CTAaTyCe TPYNOBOM KHUXKKE, IOPAJKE €e

oopMIICHUS W BEICHUS,

- HOpMaTHUBHbIE TPEOOBAHUS O AYOIUKATE TPYAOBOM KHUKKH;
- HOpMaTHUBHbIE TPEOOBAHUS O BKJIAJBIIIE K TPYAOBOM KHUXKKE.

2. Hcnonw3ys mNpennoKEHHbIE MaTepuasbl JEJIOBOM HUIPhl M MaTepuaibl 3aHATHH O
JOKYMEHTUPOBAHUH IIPUEMA, IIEPEBOA, YBOJILHEHUS BHECTU COOTBETCTBYIOIIUE 3AIIUCU B
TPYIOBYIO KHUXKKY.

3. U3yuuTh npenjioKeHHbIe KOMUU TPYAOBBIX KHIKEK, BBISIBUTH OIHMOKHU B O(OPMIICHHH U

UCTIPABJICHUAX HA TUTYJIHHOM JIUCTE, B paznene «CBeneHus o paboTey.

KOHTPOJIBHBIE BOITPOCHI

1. B kako#l cpok moKHA OBITH 3aBel€HA TPYAOBas KHMXKKA MPH MOCTYIUICHWH paOOTHUKA Ha
paboty BrepBbie?

2. B kakux ciay4asx KaJpoBas Cly>k0a MMeeT IpaBoO BbIIATH yOIHKAT TPYIOBOW KHUKKH?

3.B kakoii cpok mocine yBoJbHEHHs paOOTHUKY BBIIAETCS TPYIOBasi KHMKKA?

4. Kak oopmisieTcs Bbliaya BKJIAAbIINIA K TPYIOBOI KHIDKKE?

5. Kakoe cTpyKTypHOE MOjpa3AeiieHHe OpPraHM3alUU XPAHUT OJIAHKU TPYIOBBIX KHIDKEK WU
BKJIaJpIILIEN K HUM?

6.Kak ncnpaButh ommoOKu, 0OHapyKEHHbIE HA TUTYJIBHOM JIUCTE TPYIOBON KHMKKH?

7.Kak ncnpaBuTh ommOKu, 0OHapyKEHHBIE B 3aNI0JHEHUH pasaena «CBeaeHus 0 padboTe»?

NCTOYHUKN
TpynoBoit konekc Poccuiickoit ®enepaunu. Ilpunar rocynapctsenHon dymon 21
nekabpst  2001r.  //  [Dnextponsbii  pecypc]. — M.,  2019. —  Pexum
nocryma:http://www.consultant.ru.
[Tpuka3 Muntpyna Poccun ot 19.05.2021 N 320n "OO6 yTBep>kKaAeHUU (OPMBI, MOPSIKA

BEJICHUS U XPAHEHHUS TPYJOBBIX KHIDKEK".
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JIMTEPATYPA

I'moroBa C.A. TenaeHIMH pa3BUTHA KaJpOBOrO JAEJONPOU3BOJICTBA B paMKax
nporpamMbl  "LludpoBas  skoHomumka"  [OnekrponHbIi  pecypc] /I'morosa CBeriana
AnexcanapoBHa; CBetnana A. I'oToa // YnpaieHue JOKyMeHTaMH B IIU(POBOIT S5KOHOMUKE. -
Mockga : PITVY, 2019. - C. 98-103. - Pexxum noctyna : http://elib.lib.rsuh.ru/elib/000013245.

KanpoBoe nenonpousBonctBo: Haumnaem ¢ Hyns. Ayaur cBoumu cuiamu / W.B.
Kypasnesa, M.B. XKypasnesa. - 2-e uzn. - Mocksa : HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Hom. Mat. znanium.com). - (ITpocto, kpaTko, ObicTpo). (0) ISBN 978-5-16-008986-7 - Tekcr
: anektpoHHbiid. - URL: https://new.znanium.com/catalog/product/417566 (mara obparieHus:
30.11.2019)

[TaBnosckas, O. 0. IIpaBoBoe obecnieueHre KaJIpoBOro IEIONPOU3BOJICTBA : yueOHOE
noco6ue 1yt By30B / O. FO. ITaBnoBckast. — MockBsa : M3parensctBo KOpaiit, 2019. — 213 ¢. —
(Beicmiee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrponssiit / OBC Opaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara o6pamenus: 30.11.2019).

MaTepI/IaJ'[LHO-TeXHI/I‘leCKOG odecnevyeHue 3aHATHS:

WNHcTpyKIHUs 110 3aII0JHEHUIO TPYIOBBIX KHUKEK
IIpaBuia BeieHUs U XPAHEHUS TPYAOBBIX KHUKEK
bitaHKU TpyOBBIX KHUKEK

[Tpumepsl 3aM0THEHHBIX TPYAOBBIX (KHUKEK C OIIMOKaMM)

Tema 9 (2 1.) CHCTEMATHU3ALMS JOKYMEHTOB KAJIPOBO# CJIYKBDL

3ATTAHUS

1. TIpoananusupyiiTe HOMEHKIATYPY Je] KaapoBoi ciyk061 3AO “Brimnen”.

2. CocraBbTe NPOEKT HOMEHKJIATYpPHI Aen oTrAena kaapoB 3A0 “Beimnen” Ha cienyromui
KaQJICHIapHBIN T'OJ.

3. TIpoananusupyiite TpeOOBaHUE 3aKOHOJAATEIBHBIX U HOPMATHUBHBIX JOKYMEHTOB K COCTaBY

AOKYMCHTOB JIMYHOI'O JICJja.
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4. Cdhdopmupyiire muaHoe aeiao corpyaauka 3A0O “BeiMmoen” U cOCTaBbTE BHYTPEHHIOIO OITHCH
y

AOKYMCHTOB JIMYHOI'O JICJja.

YKA3AHUS 10 BBITIOJITHEHUIO 3AJIAHUN

1. C yyerom TpeOOBaHMII HOPMAaTHBHBIX JTOKYMEHTOB IPOAHAIU3UPYHTE HOMEHKIATYpy el
3A0 “Beimmen”, ompenenss ee BUJA, KIaCCU(UKAMOHHYIO CXEMYy, OCOOCHHOCTH
(bopMyIHpOBaHUS 3ar0JI0OBKOB, HCTOYHUKH U NMPABHILHOCTH YCTAHOBICHHS CPOKOB XPaHEHUSI.
Onpenenure nepexosLIUe J1e1a, BKIIOUEHHBIE B 3Ty HOMEHKIIATYPY.

2. Ha ocnoBe TpeGoBaHuii OCHOBHBIX IMpaBHJ PaOOThI apXMBOB OPraHU3alMi ¥ THIIOBOTO
IIEPEYHsl YIPABICHYECKUX JOKYMEHTOB CO CpPOKAaMH XpaHEHHMsI  COCTaBbTE IPOEKT
HOoMeHKJIaTypsl s 3A0 “BeiMrien” Ha crneayromuil KanenaapHsii roa. IIpoekt opopmure B
COOTBETCTBUH C YCTAHOBJIECHHBIM IIOPSIKOM.

3. Usyuuts Yka3 [Ipesunenra PO Vka3 [Ipesunenra Poccuiickoit @enepauuu ot 30 mast 2005 r.
Ne 609 «O mepcoHanbHBIX JaHHBIX FOCYAAPCTBEHHOIO I'PaKIAHCKOro ciyxkamero Poccuiickoit
@denepalli U BEJEHUM €ro JUYHOro fAena» M3yuuts p.8 TumoBoro mepedHs ynpaBiieHYECKHX
JOKYMEHTOB U OIPEJENIUTh COCTAaB JJOKYMEHTOB JIMYHOTO Jesia paOOTHHKA.

4.Vcnionb3yst JOKyMEHTHI, pa3pa0oTaHHbIE HA MPEIBIAYLINX 3aHATUAX, CHOPMHUPYHTE JTHUUHOE

7e710 pabOTHHUKA C yYETOM YCTaHOBIICHHBIX HOPMATUBHBIX TpeboBaHM. [ copmupoBaHHOTO

JIMYHOTO AcJIa COCTAaBbTC BHYTPCHHIOIO OIMUCHh JOKYMCHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. KaxoBo Ha3HaueHHE HOMEHKIATYpPHI e B KaJpOoBO ciryx0e?

2. KaxoBbl TpeGoBaHMs K (OPMYIMPOBKE 3arojIOBKOB JIOKYMEHTOB IO JIMYHOMY COCTaBy B
HOMEHKJIaType Aein’?

3. Tlepeuncnure cocTaB JOKYMEHTOB JIMYHOTO Jefia pab0THUKA; TOCYAAPCTBEHHOTO CITY>KalIeTo.

4. Kak onpenensroTcsi CpOKU XpaHEHUsI KaIpOBBIX TOKYMEHTOB?

5. Kakas ciy>x6a B opraHusaliu J0JDKHA pa3padoTaTh HOMEHKIIATYPY €1 KaJpOBOM CIIy:KObI?

6. Kakue 0coOEHHOCTH XapaKTepHBbI A1 HOMEHKJIATYPbI JIe] KaJpOBOU CITy>KOBbI?

NCTOUYHUKHN

Vka3 [lpesunenra Poccuiickoit @eaepaunu ot 30 mast 2005 r. Ne 609 «O nepcoHanbHBIX

JAHHBIX TOCYAAPCTBEHHOI'O I'PaskIaHCKOro ciyxamero Poccuiickoit denepanuu U BEICHUU €r0
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auyHoro  gema»  // [OmektpoHHbli  pecypc]. - M.,  2019. —  Pexum
nocryma:http://www.consultant.ru.

[Tpuka3 PocapxuBa ot 31.07.2023 N 77 "OO6 yrtBepxaeHuu IIpaBun opraHuzanuu
XpaHEeHHsI, KOMIUIEKTOBaHMSA, YydeTa U HCIOJIb30BaHUA JOKYMEHTOB ApXHUBHOTrO (oHaa
Poccuiickoit @enepannu U Ipyrux apXUuBHBIX JOKYMEHTOB B FOCYJapCTBEHHBIX OpraHax, OpraHax
MECTHOTO CaMOYIIpaBJIEHUs U OpraHu3ausx".

[Tpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrtBepxiaeHun IlepedHs THUIOBBIX
YIPaBJICHYECKUX apXUBHBIX JOKYMEHTOB, 0O0pa3ylomuxcs B TIpolecce IesTeIbHOCTH
roCy/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPABJICHUS U OpraHM3alUi, ¢ yKa3aHUEM

CpokoB ux xpaHeHus" (3apeructpupoBano B Munrocte Poccun 06.02.2020 N 57449).

JIUTEPATYPA

beikoBa T.A. JloKyMEHTallMOHHOE OOECTIeUeHHE YIpaBiCHHS (IEIONMPOU3BOICTBO)
[DnexTponHBIi pecypc] : yuebHoe nocodue / T. A. brikosa, T. B. Ky3nerosa. - 2-e u3z., nepepad.
u gom. - MockBa : Huppa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

MaTepI/IaJ'[LHO-TeXHI/I‘leCKOG odecrneyeHue 3aHATHS:

Mertoanyeckie peKOMEHIAIMi 1o pa3paboTKe MHCTPYKUUH 10 JeNONpPOU3BOJACTBY B
(benepanbHBIX OpraHax UCHOJHUTEIBHOM BIACTH.

Kommekt nokymentos 3A0 “Beimmnen’.
[lepeyeHb THUMOBBIX YIPABICHUECKUX APXUBHBIX JTOKYMEHTOB, OOpa3yIOIIMXCS B IpoIecce
JESTEIbHOCTH IOCYJApCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAaMOYIIPABJICHMsS U OPTaHU3aLNM,

C YKa3aHUCM CPOKOB XPaHCHUS.

9.2 MeToanuyeckue PECKOMEHIAIIHUHA 110 IIOATOTOBKE IMCHbMECHHBIX paﬁoT

B npornecce o0yuenus ctyaentsl PITY BBINONHAIOT pa3Hble BUbI TUCbMEHHBIX PaloT.

OCHOBHBIMU IIETISIMH MMCBMEHHBIX Pa0OT B By3€ SBISIOTCA:

* 3aKpEIIJICHUE NI0JIyYEHHBIX 3HAHUM 110 CIIEHUAIBbHOCTH, IPUMEHEHNUE 3TUX 3HAHUW IIpU
peneHnH mpopeCcCUOHATBHBIX 3a1a4;

* pa3BUTHE HaBBIKOB BEICHUS CAMOCTOSTEILHON pabOTHI, OBJIaICHHE METOAUKAMU U
MIPUHLUIIAMHA CAMOCTOSTEIbHOU UCCIIEN0BATENBCKOM NEATEIIBHOCTH;

* (hopMupoBaHNE YMEHUS TPAMOTHO H JIOTHYHO U3JaraTh COOpaHHbIe HAy4YHbIE JaHHbIC
U MaTepuaibl COOCTBEHHON MCCIIeI0BATEIbCKON IEATEIbHOCTH.

Haubonee npocrasi, HO oueHb BakHas popMa MUCbMEHHOU pabOTHI B By3€ — 3TO
KOHTpoJbHast pabota. OHa ABiIsIeTCs 00513aTENBHBIM 3JIEMEHTOM CaMOCTOSATEIBHOM paboThI
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CTYZACHTA U, IPEXKJIE BCETO, IEMOHCTPUPYET YMEHHE BOCIIPUHUMATh U NIEpeaBaTh
MH(OPMALIHUIO.

OTOT BUI MUCBMEHHOM PabOThI MPEYCMOTPEH YUCOHBIMH IUIAHAMH ITOATOTOBKH
0akanaBpoB M Ha Kadenpe apXUBOBEICHHS MTPeIaracTcsl B paMKax U3ydeHUs OOIUX KypCcoB U
KIIB.

Taxxe B mporecce 0OydeHHUs] CTYACHTY IPEICTOUT BBIOJHEHHE KYPCOBBIX paldoT,
KOTOpbIE (POPMUPYIOT UCCIIEAOBATEILCKUE HABBIKU, PA3BUBAIOT CIIOCOOHOCTH CUCTEMATU3aLUH 1
OCMBICJICHHSI YK€ CYIIECTBYIOLIETO 3HAHUS M HANpaBJICHbl HAa CAMOCTOSTENILHOE pEILICHHE
HEKOTOPBIX TEOPETHUECKUX WM MpaKTHUecKuX 3a7ad. KypcoBas paboTa 7eMOHCTpUPYET YMEHHE
paboTaTh ¢ MCTOYHUKAMH, HCIOJIb30BaTh [OCTH)KEHUS COBPEMEHHON Hayku (Hampumep,
UCTIOJIb30BaTh JOCTHKEHHSI apXHUBOBEICHUS, a TAKXKE CMEXHBIX HAyK M HAYYHBIX AUCLUIUINH),
YCIIEIIHO pelIaTh MOCTaBICHHbIE 3ahayd, oO0pabareiBaTh U 0000maTh marepuan. Hamucanue
KOHTPOJILHOM pPa0OThI, MOJArOTOBKA M 3allUTa KYPCOBOM MMeEET psJ OpPraHU3alMOHHBIX H
METOAMYECKUX 0coOeHHOcTe. O3HAaKOMIIEHHE C JaHHBIMH METOJWYECKHMMHU PEKOMEHIAIMSIMHU
MIOMOJXKET CTYZECHTaM IPaBUIBHO OPraHU30BaTh CBOIO YUEOHYIO W HAyYHO-HCCIEIOBATEIbCKYIO
paborty.

OO0mue Tpe0OBaHNUSA K CTPYKTYpe U COAePKAHMIO MHCbMEHHBbIX padoT

BaxHoii ¢opmoii caMOCTOATENBHOM pabOTHI CTy/AEHTA SIBJISETCSI KOHTPOJIbHAs padoTa.
Ona mpegycMoTpeHa aisi OOJIBIIMHCTBA TUCHMIUIMH y4eOHOro IUIaHa, YUTaeMbIX Ha Kadeape
apxuBoBezieHUs. Ee HanucaHue nmpecienyer 1eib yriyOlIeHHOW NpopadOTKU AUCIUILTNHEIL.

KonrponbHast paboTa BBINONHAETCS CTYJCHTaMH B COOTBETCTBHH C TEMAaTHUKOM,
©XKErogHo yTBepknaemor  kadenpoil. KonrponbHas paboTa  SBISETCS  3JIEMEHTOM
CaMOCTOSITENIbHON pabOThI CTYACHTOB, TO3TOMY BBIOODP TEMBI MPEIOCTABISACTCS CTYACHTY.

Jlo HamucaHMs KOHTPOJBHOH paOOThl CTYIEHT JOJDKEH B IIEJIOM O3HAKOMHTBCS C
paszzienamu Kypca, peyCMOTPEHHBIMHI Y4eOHOM POrpaMMOi.

PaboTa 1o HanMcaHUIO KOHTPOJIbHOW HAYMHAETCS C BBISABICHHS U U3YUYCHUSI HCTOUHUKOB
U nuTeparypsl o teme. [lo okoHuaHuM cOopa M U3yUeHHs JIUTEPATYPhl U UCTOYHUKOB CIIEAYeT
IpoAyMarTh IUIaH KOHTPOJIBbHOM padoTel. CocTaBieHHe TUIaHa — Ba)KHAs 4acTh paObOTHI

Haj TeMoi. [1nan npencrasisier co00il mepedeHb BONPOCOB, OTPAKAIOIIUX COACPIKAHUE
uccrnenoBanus. OT TOro, HaCKOJBKO YETKO OH MPOAYMaH M IMOCTPOEH, BO MHOTOM 3aBUCHT
KayecTBO KOHTPOJBHOW paboTel. B 1uian 1enecooOpa3HO BKIIOYMTH HauOojee BajkKHBIC
TEOPETUYECKHE M TPAKTHYECKUE BOIPOCHI TEMBI, KOTOPHIE MPU HEOOXOIUMOCTH MOTYT OBITH
neranu3upoBanbl. Kak mpaBuio, pabounii BapuaHT IUIaHA JOJDKEH OBITH Pa3BEpHYTHIM, UTO
obGusieruaeT paboTy HaJ| TEMOMA.

B okoHuaTenbHOM BapuaHTE IUIaH MOXET OBITh JaH B COKPALICHHOM BHUJE, HO
00s3aTeNIbHBIM YCIIOBHEM IPH 3TOM SIBJISIETCS OTPaXEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpUBaeMBbIX B KOHTPOJIbHOW pa 6ore. CocTaBleHHBIN IUIAH JOJDKEH HAHTH OTpakeHUE B
OTJIaBJICHUU

K KOHTpOJIbHOW pabote. PaboTa momkHA BKIIOYATh TUTYJBHBIN JIMCT, OTJIABJICHUE,
BBEJICHUE,

OCHOBHYIO 4acTb, COCTOSIIYIO U3 HECKOJIBKHX pa3/eioB WK maparpados, 3akiIoueHue,
CIHMCOK MCTOYHMKOB M JUTEpaATypbl. Bo BBeeHMN HEOOXOIMMO KPAaTKO PACKPBITh 3HAYCHUE U
aKTyaJbHOCTh HM3y4yaeMOIo BoOIpoca (TeMbl), Ha3BaTh OCHOBHBIC 3aJaud paboOTHl, ee
XPOHOJIOTUYECKHE PAMKH, 000CHOBAThH CTPYKTYPY, JaTh KpaT-

KU 0030p UCTOUYHUKOB U JUTEPATYphl MO TeMe. O030p UCTOUHUKOB M JIUTEPATYPHI HE
JIOJDKEH CBOAMTHCS K MEPEUNCIICHUIO HCIIOJIb30BAaHHOTO aBTOPOM HOPMAaTHBHOTO MaTepuaa

1 OIyOJMKOBAaHHBIX cTaTeil. B HeM cienyer naTh aHannW3 UCTOYHHUKOB U JTUTEpaTyphl. B
3aBUCUMOCTH OT 0OBEMa W IIeJICBOr0 Ha3zHaueHHs! paboTbl, 0030p MCTOYHHUKOB M JHUTEPATYPHI
MOJKET OBITh MPE/ICTABICH OTACIBHBIM Maparpadom uiH pa3aeaoM B OCHOBHOM 4acTu pabOTHI.

OcHOBHasi 4yacTb KOHTPOJBbHOM palbOTHI JNOJDKHA OBITH HM3JI0KEHA B COOTBETCTBUH C
IUTAHOM, OCBEIIATh COCTOSHHE M COJEp)KaTh aHAJIM3 PAacCMAaTPHUBAEMbIX BOIPOCOB C YYETOM
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COBPEMEHHOTO YpPOBHS Pa3BUTUS TEOPETUYECKUX 3HAHUNH M OIBITa NPAKTUYECKOH pabOTHI
apXMBHBIX YUPEXKICHUI B 3TON 00JIaCTH.

[Ipu packpbITHH TON UM UHON TEMBI CTYACHT JOJDKEH CTPEMUTHCS MOAPOOHO U TITyO0KO
U3JI0KUTh KPyT BOIPOCOB, BXoadwmwux B Hee. [Io Mepe paccMoTpeHMst maTepuasa OTACIIbHBIC
MOJIOKEHUS KOHTPOJIBLHOM paboTHI ClIeAyeT WILTIOCTPUPOBATh IPUMEPAMHU U3 JINTEPATYPHI H, TIO

BO3MOKHOCTH, U3 PAKTUKU paOOThl KOHKPETHBIX aPXUBOB C 00s13aTEILHBIMHU CCHUTKAMHU
Ha JIUTEPATypy ¥ UCTOUHUKHU. B 3aKiII09€HUN KOHTPOIBHOM paboThl HEOOXOIUMO MOIBECTH UTOTH

TEOPETUYECKOM U MPAKTUYECKOH pa3paboTku BompocoB. CIUCOK HCTOYHUKOB U
JUTEpaTyphl TPEACTaBIsET COOOH IMepeyeHb HCIOIb30BaHHBIX PAadOT MO TeMe, B KOTOPOM
yKa3bIBatOTCs ()aMIIIMU M MHUIIMAJIBI aBTOpa (aBTOPOB), Ha3BaHHE PabOThI, MECTO, BPEMsI €€

oIy OJIMKOBAHUS M CTPAHUIIBI.
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IHpuioxenue 1

AHHOmMayua oucyunaunvl (Mooyns)
Jucuumnuaa  «KagpoBoe — enONMpoM3BOJCTBO» — peanu3yercs Ha  (aKyJIbTeTe

aApXUBOBEACHUS W JIOKYMEHTOBEIEHUS Kadenpoil ITOKyMEHTOBEICHHS, ayIHOBH3yalbHBIX W
HAaYYHO-TEXHUYECKUX apXHUBOB .

Llenp TUCHUIUIMHBI (MOOY/4): N3y4EHUE OCHOBHBIX IPaBHJI JOKYMEHTHUPOBAHUS TPYIOBBIX
otHoweHui B PO u opranuzanuu paboThl ¢ JOKyMEHTaMHU MO JUYHOMY COCTaBY.
3anauu :

o O3HaKOMUTH CTYJEHTOB C OCHOBHBIMH IPABOBBIMU aKTaMH B cdepe KaJpoBOTO
NIEJIONPOU3BOCTBA;
o CdhopmMupoBaTh KOMIUIEKCHOE MTPEICTABICHHE O COCTOSTHUM COBPEMEHHOM CHCTEMBI

JOKYMEHTAIUH 110 TUYHOMY COCTaBY;
J JlaTh XapaKTEpUCTHKY 00s3aTeIbHBIM, YCIOBHO-0053aTEIbHBIM U PEKOMEH1yEMbIM
JTOKyMEHTaM KaJIpOBOil CITykKOBbI;
o Omnucate 0COOEHHOCTH COCTAaBICHHS M O(GOPMIICHHS JIOKAJIBHBIX HOPMAaTHUBHBIX

AKTOB, PCrIIaMCHTUPYIOIIHUX ACATCIBbHOCTH KaIPOBbIX C.Hy)KG;

o BbISBUTH OCHOBHBIE IOKYMEHTHPYEMBbIE 331a4i KaJPOBOH CITykKOBbI;

o VYCTaHOBUTH COCTAaB JOKYMEHTOB II0 OCHOBHBIM JIOKYMEHTHPYEMBIM KaJpOBBIM
IpoLeaypam;

o ITomaroso onucars NOPSAAOK JOKYMEHTUPOBAHMS 3TUX IIPOLIEYD;

o CchopmupoBaTh HaBBIKM COCTAaBJICHUS M OQOPMIICHHS JOKYMEHTOB 10 JHYHOMY
COCTaBYy;

o OOy4nuTh OCHOBHBIM TEXHOJOIMYECKHMM MpHUEMaM JeJIONPOU3BOACTBEHHBIX
OIlEpaLINA;

o O3HaKOMUTBH C HOpMaMH M MpPaBUIaMH CUCTEMAaTU3allui U XPaHEHUs TOKyMEHTOB

10 ITUYHOMY COCTaBY.
JlucuumuinHa HanpaBieHa Ha (pOpMUPOBaHHUE CIIETYIONUX KOMITETCHIIMA:
o OHK-2 - Cnocoben HaXo04uThb OPraHrU3allMOHHO-YIIPABJICHYCCKNUC PCIICHUS IIPU PCIICHUU 3a/1a4 B cq)epe
CBOCH TIPOQECCHOHANBHOM S TEITHHOCTH,

L4 OHK'3 - Cnoocoben MNPUMCHATH TCOPCTUYCCKUC 3HAHUA I PCUHICHUSA MOCTABJICHHBIX 3aJla4 B o0actu
JOKYMCHTOBCACHUSA U apXHUBOBCICHUS.

B pezynemame uzyuenus oucyuniunslt cmyoeHm O0JIHCEH 3HAMb:
® COBpPEMEHHYIO 3aKOHO/IATENIbHYI0 U HOPMATUBHO-IIPABOBYIO 0a3y, periiaMeHTUPYIOLIYIO

paboTy ¢ KaapoBOil TOKyMEHTAIIUEH;

® OCHOBHEIC HpO6JICMbI COBPCMCHHOTI'O KaJIpOBOr'0 ACJIOIMPOU3BOJACTBA,
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cnieun(uKy KaJpoBOi JOKYMEHTAIUH B FOCYIapCTBEHHON M HETOCYAapCTBEHHOM
chepax;
COCTaB 00s13aTEIbHBIX JOKYMEHTOB KaIpOBOil CITykOBbI,
MOPSAI0K JOKYMEHTUPOBAHHS KaPOBBIX MPOLIEAYD, CPOKH U31aHUS JOKYMEHTOB;
TpeGoBaHus K 0)OPMIICHUIO JOKYMEHTOB I10 TUYHOMY COCTaBY;
TEXHOJIOTHIO pabOTHI C JOKYMEHTaMH KaIpOBOi CITykOBbI;
HOPSIIOK BE/ICHUS JIMYHBIX /1€ paOOTHUKOB,;

mpaBujia CUCTCMATHU3allNU U XPAHCHUA JOKYMCHTOB 110 JINYHOMY COCTaBY.

B pezynemame uzyuenus Oucyuniunbl CmyoeHm O0IHCEH YMemby.

paboTaTh C HOpMATUBHO-TIPABOBOI 0a30ii B cepe KaAPOBOTo IEIONPOU3BOJICTBA;

IIPUMEHATH HOPMBI TPYIOBOTO IIpaBa, KacaroIuecs KagpOBOU JOKyMEHTAlluU, Ha

NPaKTUKE;
OpPraHu30BBIBATH PAOOTY KaJIpPOBOM CITY>KOBI;
COCTaBJIATh U 0(OPMIIATH JIOKAIbHBIE HOPMATHUBHBIE aKThI KaJPOBOH CITY>KOBI;

MIPOBOAUTH BECh KOMILJICKC pa60T MO0 JOKYMCHTHUPOBAHUIO OCHOBHBIX KaAPOBBIX

HPOUEAYD,
NPaBUIBHO 0GOPMIIATH U O(OPMIIATE OTAEIbHBIE KaJPOBbIE JOKYMEHTHI,

OpraHu30BaTh pabOTy ¢ KaJpOBOH TOKyMEHTALUEN B OpraHU3aLUAX U yUPEKICHUIX

Pa3IUYHBIX OPTaHU3AMOHHO-TIPABOBBIX (POpM.

B pezynemame uzyuenus oucyuniunsbt cmyoeHm 00xceH 001a0ams HA8bIKAMU:

aHaJM3a MpaBbIX AKTOB, BBIABJICHUS HEOOXOIMMOW periiaMeHTUpYIOUIeH nHpopMaluu o
JOKYMEHTUPOBAHUH TPYAOBBIX OTHOIICHUH;

paboThI ¢ TUMOBBIMU M YHU(HIIMPOBAHHBIMU (POPMAMU TOKYMEHTOB;

COCTABJICHUS PAa3IUYHBIX BUIOB JTOKYMEHTOB, O()OPMIIIONIUX TPYIOBBIE OTHOIICHUS C
paboTHUKaMU;

COCTABJICHUS JIOKAJbHBIX HOPMATHUBHBIX aKTOB, PETJIaMEHTHPYIOIIUX padoTy KaJIpoBOi
CITyKOBI;

MOJICIIMPOBAHUS YIPABICHYECKUX CUTYAIMI IO BOMPOCaM JTIOKYMEHTHPOBAHHUS TPYIOBBIX
OTHOIIICHUI;

paboTHI C KaJpOBOIl TIOKyMEHTAILIUEH;
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® CHUCTEMaTU3aLMK KaJApOBOM JOKYMEHTALUU U OPraHU3aLUU €€ XpaHCHMUS.

[To qucuumuinHe (Modyt0) MPEeAYCMOTPEHA IPOMEXKYTOUHAs aTTecTallst B opme
IK3AMEHA.

OGH_IaSI TPYAOCMKOCTb OCBOCHUS JUCHUIIJIMHBI COCTABJIACT 4 3ayeTHBIE CAUHHUIBI.



