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1. [TosicHUTEIBHAA 3aNIUCKA

1.1. Heab u 32124 JAUCHMILIIHHBI

Llenv  Oucyunnumol:
JICIIOTIPON3BOICTBA.

NoATOTOBUTL  BBIITYCKHHKA,

3agauu JUCHUILJINHBI &

BJIQZACIOUICTO HAaBbIKAMH BCACHUA KaJApOBOI'O

. CdopmupoBaTh y CTyA€HTa KOMIIETEHIIMH, TIO3BOJISIONINE €My BBIMIOJNHATH BeECh
KOMILIEKC paboT 110 KaJIpOBOMY JEJIONPOU3BOJICTRY;

J CdopmupoBaTh y HEro KOMIUIEKCHOE MPEJCTABIEHWE O CUCTEME JOKYMEHTAIMH IO
JMYHOMY COCTaBY;

J Jatp npezacraBieHne 00 ypoBHE periaMeHTaluy KaJApOBOTo IEI0NpPON3BOICTBA B PD;

J HayuuTs cTyfeHTa cocTaBisiTh U 0QOPMIISTE OPraHU3allMOHHBIE KaJIPOBbIE IOKYMEHTHI;
. Hayuuts cTyzeHTa TOKyMEHTUPOBAaTh OCHOBHBIE KaJpOBBIE MPOLIETYPbl B COOTBETCTBUHU
¢ TpeOOBaHUSAMH 3aKOHOAATEIbCTBA;

. HayuuTh cTyzeHTa opranu3oBbIBaTh pabOTy KaApOBOM CIy» Obl, COCTABISATH JOKAJIbHbIE
HOPMAaTHUBHBIE aKTbl, PETJIAMEHTUPYIOLIUE €€ AECSATEIBHOCTD.

o OOyuyuTh OCHOBHBIM TEXHOJOIMYECKMM IpUEMaM JIEJIONPOU3BOICTBEHHBIX OIEpaluii,

OpraHu3alu XpaHCHUA Ka,I[pOBOﬁ JOKYMCHTAIIUU.

1.2. llepeyeHb MJIAHUPYEMbIX Pe3y/JbTATOB 00y4eHHUs 110 AUCHMILIMHE, COOTHECEHHBIX €
HHAUKATOPAMM JOCTHKEHUS] KOMIIeTeHIM I

Komnerenuus
(Xom v HamMeHOBaHMe)

NuaukaTopbl KoMIeTeHNuil
(Kom ¥ HaMMeHOBaHNUe)

PesyabTaThl 00yuyeHus

OIIK-2. CriocobeH
HaXOIUTh
OpraHU3alOHHO-
yIIpaBJeHYECKHE
pelleHys IPU pelleHnN
3a1a4 B cpepe cBoeit
npodeccuoHaIbHOI
IeATEIbHOCTHU

OIIK-2.2. OpraHu30BBEIBa€T
paboty nonapasaeneHuil B cepe
IOKyMEHTallMOHHOI'O
obecrneyeHMs yIIpaBIeHUs 1
apXHBHOTIO Jena

3HaTh: MOPSIIOK PabOTHI CIIYyKO
TOKYMEHTAallMOHHOI'0 00eCIIeueHUs
YIIpaBJICHUS 1 apXHUBOB

YMeTh: pernaMeHTUpoBaTh paboTy ci1y>K0
TOKYMEHTAalMOHHOI'0 00eCIIeueHUs
YIIpaBJICHUS I apXHUBOB

BnameTh: HaBbIKAMU OpraHM3aluy paboThl
nonpasnejieHuil B cpepe
TOKYMEHTAallMOHHOI'0 00eCIIeueHUs
yIIpaBJICHUS Y apXHUBHOIO JIejia B
COOTBETCTBUM C HOPMATUBHBLIMU
TpeboBaHUSIMU

YK-11. Criocoben
dopmupoBaTh
HeTepIMOe OTHOIIIeHUE K
KOPPYHIIMOHHOMY
MOBEIEHUIO

YK-11.3. BnameTb HaBbIKaMU
paboThI ¢ 3aKOHOIATEIbLHBIMUA 1
IPYTUMU HOPMATUBHBIMU
IPaBOBBIMU aKTaMU

3HaTh: 3aKOHOIAaTeJIbHbBIE Y IPYTUMU
HOPMAaTHBHBIMU IPAaBOBBIMU aKTaMU B
cdepe caykebHOI NesITeTbHOCTH

YMeTh: paboTaTh ¢ HOpMAaTUBHO-IIPABOBOM
0a30i1 B cepe ciy>keOHOI NesaTeTbHOCTU
Bnanets: HaBBIKaMU IPUMEHEHUS
aHTUKOPPYHNIIUOHHBIX HOPM B
npodeCcCuOHAIBLHON OesSITeIbHOCTU U
MHOBCEIHEBHOM >KN3HU




1.3. MecTO AUCUMIVIMHBI B CTPYKTYpPe 00pa30BaTe/IbHOM MPOrPaMMbl

Hucrummaa «KaapoBoe memonpon3BOACTBO» OTHOCHUTCSA K 00s13aTEIbHON 4YacTh OJIOKa JUCITUTUTHNH
y4eOHOro IIaHa.

Jlnst OCBOCHMSI TUCHMIUIMHBI HEOOXOAMMBI 3HAHUWS, YMEHUS W BIaJeHUsA, C(HOPMUPOBAHHBIC B XOE
W3Y4YEHUS CIEAYIONINX JUCUUIUIMH U MPOXOKACHUS MPAKTUK: «JOKyMeHTOBeaeHuEe», « IKOHOMUKAY,
«OpraHu3aiys ¥ TeXHOJIOTHS JOKYMEHTAITMOHHOTO 00SCTICYSHUS YIPABIICHUS.

B pesynbTare 0CBOCHHS TUCIUTUTHHBI ((OPMUPYIOTCS 3HAHUS, YMEHUS U BIAJICHHSI, HEOOXOAUMBIE /ISt
M3YUYEHUS CIICIYIONUX TUCIUIUITMH U MPOXOXKIACHHUS MPAKTUK: «APXHBBI JOKYMEHTOB IO JIMYHOMY
coctaBy», «CraHmapTu3aiusi apxXuUBHOTO Jena», ydeOHas (O3HAKOMHTENbHAs) MPAKTHKA,
MIPOM3BOICTBEHHAS MPAKTHKA (HAYYHO-HCCIICIOBATEIBCKAs paboTa), MPeAIUIIIIOMHAs IPAKTHKA.

2. CTpyKTYypa TUCHUNIMHBI
O6mmas TpyJ0EMKOCTh AUCIUIUINHBI COCTaBIsET 4 3.¢., 144 akageMuuecKkux yaca.

CTpyKTypa IMCUUNJIMHBI /151 04HO# (PopMbI 00yUeHust

O0beM nuCHUIIMHBI B (OpME KOHTAKTHOW pPAabOThI OOYyYarOMUXCS € TEeAarorudecKuMu
paboTHUKaMu ¥ (WIK) JHUIIAMH, TPUBIEKaEMBIMH K peanu3allid o0pa3oBaTeIbHOW MpPOrpamMMbl HA
WHBIX YCJIOBUSIX, TIPY MIPOBEJICHUH YICOHBIX 3aHATHI:

Cemect | Tum y4eOHBIX 3aHATHIA KonnuecTtBo
p 4acoB
3 Jlekn 32
3 CemuHapbl/1abopaTopHbie PadOTHI 48
Bcero: 80

O0beM TUCHUILTUHBL B (POpME caMOCTOATENbHON paOOThI 00YYAIOIIMXCS COCTABISET 46
aKaJEMUYECKUX 4acOB, KOHTPOJIb — 18 yacos.

3. Conep:xaHue TUCUMILTUHBI

Ne [ HammeHoBaHme pa3aesa Conep:xkanue
AUCHHUILJINHBI
1 Beenenue [Ipenmer, 3a/1auu, cojiepKaHue Kypca.
XapaKTepuUCTUKa COBPEMEHHOM CHUCTEMBI KaJpOBOMI
JOKyMeHTauuu.  B3auMocBs3b MIPOLIECCOB
YIIPaBJICHUS IEPCOHAIIOM C COCTABOM U IOPSIAKOM
dbopMupoBaHus CUCTEMbl JIOKYMEHTallUH IO
JUYHOMY COCTaBy. MecTo Kypca cpeam JIpyrux
Hay4YHbIX  AUCHUIUIMH:  «JloKyMeHTOBeIeHue»,
«Opranuzanmsi 1 TEXHOJIOTHUS JOKYMEHTAllMOHHOIO
obecrieyeHus YIIpaBJICHUSY, «YnpaBieHue
nepcoHanom», «TpynoBoe npaBo» u n1p. cTounnku
M3y4yeHUus Kypca. 3aKOHOJATENIbHbIE 1 HOPMATUBHO-
IIPaBOBBIE aKTHI, HOPMAaTUBHO-METOINYECKHE
TOKyMeHThI. OTedecTBeHHas ucTopuorpadus.

2 PernamenTanus 3aKoHOATENbHBIE 1 HOPMATHBHO-TIPABOBBIC AKTHI.
JOKYMEHTUPOBAHUsI KaIpOBOMI
JESTETLHOCTH U PAOOTHI C TpynoBoii koaekc Poccuiickoit depepanuu Kak




KaJApOBbIMH JOKYMCHTAaMHU.

OCHOBOM IIPAaBOBOM aKT, ONPENEISIIOIUN COCTaB U
Hopsilok  OoOpMIIEHUSI ~ TOKYMEHTOB ()
YCTaHOBJICHUIO TPYJAOBBIX OTHOLIECHUN U TPYIOBOH
JeSTEIbHOCTH pabOTHHUKA. 3aKOHOJATENbHbIC aKThl
Poccun 0 1OKyMEHTHMpPOBaHMM OTAEIBHBIX CTOPOH
TPYLOBOW JEATENbHOCTH  Pa3JIMYHBIX KaTEropui
paOOTHUKOB. 3aKOHOAATENbHBIE AaKThl CYyOBEKTOB
Poccuiickoit  ®enepaunu, Ykasel [Ipesunenra,
ITocTaHoBiEHMST U PACIOPSIKEHUS MPABUTENBCTBA
Poccuiickoit deneparumu.
HopMaTuBHO-METOANYECKNE TOKYMEHTHI .

KBanuduxannoHHbIH CIIPaBOYHUK u
npodeccuoHanbHbIe CTAHAAPTHL, KaK OCHOBHbBIC
HOPMATHBHBIE JIOKYMEHTBI, PErJIaMEHTUPYIOIINE
TpeOoBaHUS K KBaTU(pUKALWHU, 3HAHUSIM U YMEHUAM
pabotHukoB. OOmepoccuiickue KiacCu(pUKaTopsl
TEXHUKO-D)KOHOMUYECKON u COLIMAIbHOU
MH(OPMALINH, YCTAHABIMBAIOIIUE COCTAB U TOPSIIOK
3aM0JHEHUS KaIpOBBIX JOKYMEHTOB.

TunoBble  MepeyHH U CPOKU  XPAHCHUS
JIOKyMEHTaluu o JUYHOMY COCTaBy.
PerynupoBanue opranuzanyy apXuBHOI'O XpaHEHUs
JOKyMEHTallulu [0  JIMYHOMY  COCTaBy B
HOPMAaTUBHO-METOANYECKUX TOKYMeHTax PO.
Pazpabotkun I'ockomcrara P® mno yHubuUKamm
($hopM IEPBUYHON YUETHOH TOKYMEHTAIIHH.

Opranuzaius padoThI KaIpoBOM
CITYKOBI

CTpyKTypbl KaapoBBIX ClIyk0. YuCIeHHbIH ©
JTOJKHOCTHOM  cocTaB  cimykObl.  HopmaTuBsl
BpEMEHH Ha pabOTHI IO yYeTy KaJIpOB.

3anaun U QyHKIMU KagpoBoil ciyxObl. [Tonoxenue
00 oTxmene KaapoB (yHpaBJICHUH, JAeMapTaMEHTE U
Ip.), KaK OCHOBHOW HOpPMATUBHBIM JOKYMEHT IO
OTIPE/ICIICHUIO CTPYKTYphI, YHCICHHOCTH, BHJIOB
pabot sToro moapazaenenus. [lopsaok pa3paboTkw,
coctaB  uWHPOpMAIMU H  CTPYKTypa  TEKCTa
MOJIOKEHHUsA. 3aKperyieHHe MpaB, OTBETCTBEHHOCTH,
B3aMMOCBSI3EH OT/AENa KaJIpOB.

JIOMKHOCTHBIE ~ WHCTPYKUUH, Kak  OCHOBHOM
MPAaBOBOM  aKT,  ONPEACISIONIMH  MPaBOBOE
MOJIO’)KEHHE pAaO0OTHUKOB KAApPOBOWM CIyXObl U
OpraHm3aIuio ux Tpyna. HazHaueHune TOKHOCTHBIX

WHCTPYKLUU.
WNHcTpyKIus 110 KaIpOoBOMY JEIONPOU3BOJACTBY, KaK
OCHOBHOM UHCTPYMEHT MOBBILICHUS

3¢ (HEeKTHBHOCTH pabOTHI KaIPOBBIX MOAPA3ICICHAN
B chepe KaJipoBOTo JEIONPOU3BOACTBA.

PernamenTtanuss  paboTel € HEpCcOHAIOM B
JIOKAJIbHBIX HOPMAaTUBHBIX aKTax u
OpraHU3aIMOHHBIX JIOKyMEHTaX (ycraB
OpraHM3alliy, TMpaBWJia BHYTPEHHETO TPYJIOBOTO




pacrnopsijika, OJIO)KEHHE O MEePCOHANBHBIX JaHHBIX,
KOJUIEKTUBHBIN JTOTOBOP U JIp.).

CocrtaB KaJpoBOW TOKYMEHTAIUH.
JIoKyMEHTHUPOBAaHHE TPYAOBBIX
OTHOIIIEHUH.

XapakTepucTuka CUCTEMBI KaJIpOBOit
JOKYMEHTAllMH, €€ COOTBETCTBHE  OCHOBHBIM
3aja4aM 1o noadopy, yueTy U pacCTaHOBKE KaJIPOB.
OO0s3aTenbHass M YCIOBHO-0Os3aTeIbHAsl KaapoBas
JIOKYMEHTAIHSI.

OpranuzanvoHHbBIE  JOKYMEHTHI  —  IITaTHOE
pacmnucaHue, CTPYKTypa U IITaTHas YUCIEHHOCTD,
rpa K OTIIYCKOB.

PacnopsimutensHple  AOKYMEHTBI —  TPUKa3bl
(pactiopspkeHHs1) 1O JHMYHOMY cocTaBy. OO1ue
TpeOoBaHUS K OPOPMIICHHUIO U CPOKAM MOJTOTOBKH.
NudopManinoHHO-CIIPaBOYHBIE ~ JOKYMEHTHI ~ —
3asgBIICHUS, TPEJCTABJICHUS, YBEIOMIICHHUS, AaKThI,
JIOKJIA/THBIE U OOBSICHUTEIBHBIE 3aITHCKH.

YuetHble pOpMBI U UX HA3HAUCHHUE.

[lpuem  pabGotHukoB Ha  pabory. CocraB
MEPCOHANBHBIX JIOKYMEHTOB paboTHUKa,
NpeCTaBIsIeMbIX paboTomarento ISt
YCTaHOBJICHUsS] TPYJOBBIX OTHOIIEHUH. TpymnoBoii
JOTOBOp -  3aKOHOJAATENbHOE  3aKperuieHHe
TpeOoBaHU K CTPYKType TEKCTa, TMOPSIKY
cocraBieHuss U odopmienus. llogroroBka u
odopMIIeHHE TIPUKA30B (pacropsDKEHHI) O TIpHeMe
Ha paboTy. AHKETHI, aBTOOHOTpaduu, pe3roMe U Jp.
JIOKYMEHTBI, 3al0IHsIeMble TP TprueMe Ha paboTy.
BHecenne cBeneHHMH B TPYNOBYHO KHUXKKY U
JUYHYIO KapTO4YKy pabOTHUKA.

JlokyMeHTUpOBaHHE [JBMXKEHUA KaApoB. Buael
nepeBooB. CocraB HW  TOPSAOK  M3AaHUA
JOKYMEHTOB, 0(OPMIISIONINX TPOLEAYPY IepeBoa.
Copepxanue, MOPAIOK MOATOTOBKH M O(opmIleHus

IIPUKA30B (pacniopsieHmil) 0 IIEPEBOAC
COTPYAHUKOB. JIOKyMEHTBI-OCHOBAHHUS K INpHKa3aM
0 IepeBoJIE.

Bunpt OTITyCKOB. Iopsnok opopmieHus

€XKETOJHOI0 OYEPEJTHOr0 OIUIaYMBAEMOr0 OTITyCKa.
I'paduk OTMyCKOB, cOCTaB, CoOJep’KaHUE, MOPSI0K
MOATOTOBKU u odopmiteHus MIPUKA30B
(pacnopsixeHHi) 0 NPEIOCTAaBICHUN OTIIyCKa.
[Topsmok  mepeHoca  ormycka.  JIOKyMeHTBI-
OCHOBaHUS K MpHUKa3aM 00 OTITyCKax.

[Topsimox odopmileHHsT KOMaHIUPOBOK — COCTaB
JOKYMEHTOB, O(QOPMIIAIOIIUX  KOMaHAMPOBAHHE
paboOTHHKA, COJACpPKAHWE M TOPSAJIOK TMOJTOTOBKH
MIpUKa3a O KOMAaHJIUPOBKE.

Bunet  nmoompennit.  Comepkanue,  MOPSIOK
MOATOTOBKH u odopmiieHus MIPUKA30B
(pactiopskeHU#) O MOOHIpEHMH  pabOTHHUKA.
J{OKyMEHTBI-OCHOBaHHUs K MPUKA3aM O MOOLIPEHUH.




Bunpl nucuumivHapHbIX B3bickaHuil. ConepikaHue,
MOPSAJOK TOATOTOBKM U OGOpPMIIEHHS] TMPUKA30B
(pactiopsbkeHuil) O  B3bICKaHUU.  J{OKyMEHTBI-
OCHOBaHMSI K  IpHUKa3aM 0 HaJIOKEHUH
JTUCITUTUIMHAPHOTO B3BICKAHUS. AKTBI 00 OTKAa3bl
JaBaTh OOBSICHEHHSI U 3HAKOMUTHCS C IPUKA30M.

[Mopsimok mpoBeAeHHUs aTrTecTaluu pabOTHUKOB B
opranuzainui. CoctaB JOKYMEHTOB, 0(OPMIISIOLINX
npouenypy. Coaepkanue, MOpPAIOK MOATOTOBKU M
obopmiieHUs ~ TPUKA30B  (pacmopsokeHHil) 00
aTTeCTallUU.

[Topsimok yBonpHeHUs paboTHUKOB. OCHOBaHUS
yBOJIbHEHUs paboTHUKOB. CocCTaB JOKYMEHTOB,
opopmisitomux npoueaypy. Coaepxanue, mopsaok
MOATOTOBKU u odopmiteHus MIPUKA30B
(pactiopsukeHuit) 00  yBOJIBHEHHH. J{OKyMEHTHI-
OCHOBaHHUs K MIPHKa3aM 00 yBOJbHEHUH.

V4er 1MyHOro cocrana.

Bunel yuetHslx gokyMeHToB. JIuyHas KapTouka
pabornuka (dopma T-2): cocraB wuHPOpPMAIUH,
MOPSAJOK 3arOJHEHUS U BECHUS.

HopmartuBHas u mpaBoBasi perjiaMeHTaIus MopsiKa
BeleHusT NuuHbIX Jen. OdopmieHue U BeaeHHE
JMuHbIX  gen  pabortHukoB.  CocrtaB u
MOCIIE0BATENBHOCTh PACIIONIOKEHHUS TOKYMEHTOB B
JIMYHOM JIETIe.

TpynoBas KHukKa pabOTHHMKA Kak  OCHOBHOM
JOKYMEHT O TPYJIOBOH JESATEIBHOCTH M TPYIOBOM
CTaxe pabdotHuka. OdopmiieHne W BEACHHUE
TPYIOBBIX KHI)KEK WM BKiaablie Kk HUM. Ilopsmok
BbIIauu JIyONMUKaTa TPYIOBOM KHIDKKH. YUYeT U
XpaHEHHWE TPYIOBBIX KHIDKEK B OpraHH3allvu.
OTBeTcTBEHHOCTh paboTonaTeNs 3a XpaHEHUE U
3aMl0JTHEHUE TPYIOBBIX KHUKEK.

Opranuzaius paboThl C KaAPOBBIMU
JIOKyMEHTaMU

Peructpamuss J10OKyMEHTOB MO JUYHOMY COCTaBy.
[lpaBuna  perucTpauud W HWHACKCHPOBAHUS
KaJpOBbIX OKYMEHTOB. Perucrparuionnsie Gpopmbl
(TpamMuIMOHHBIE U aBTOMaTH3MpoBaHHbIE). CocTaB
PEKBU3UTOB (TOJIeH) Ui PErucTpalfyl pa3iIndHbIX
BUJIOB JIOKYMEHTOB U TIOPSIIOK WX 3aTIOJTHEHUSI.
Cucrematuzanmusi U ONEpaTHUBHOE  XpaHEHHE
JIOKYMEHTOB TO JIMYHOMY cocTaBy. OcCOOEHHOCTH
dbopMupoBaHua B Jela JOKYMEHTOB IO JIMYHOMY
COCTaBy. [IpaBuna CHUCTeMaTU3alun
paclopsSANTEIbHBIX JIOKYMEHTOB, YYETHBIX (opm,
TPYAOBBIX KHWKEK. CucremMaru3anusi U XpaHEHHE
JIOKYMEHTOB-OCHOBaHHI K MpUKa3aMm.
Homenknarypa nen kaapoBoi ciyxObl. [lopsimok
MOJATOTOBKM,  COCTaBJeHHS U OGOPMIICHHS.
[TpumepHas HOMEHKIATYpa Jied KagpOBOM CIIy>KOBI.
[lepexonsuue nena.

Cpokn  XpaHEHHsT  KaJpOBBIX  JOKYMEHTOB.
[ToaroroBKa JOKYMEHTOB K C/Iaue B apXUB.




OKCrepTu3a IEHHOCTH JIOKYMEHTOB  KaJpOBOM
CIIykObl, €e HOpPMaTHUBHO-METOJUYECKasi OCHOBA,
opraHu3anuysa U NopsaaoK HNpOBCACHUS.

CocraB JIOKYMEHTOB KaJpoBOM CITYKOBI,
NoJJIeXKalUX Iepegade B apXuB. IIpaBuna
MOJTOTOBKU JTOKYMEHTOB IO JHUYHOMY COCTaBy K
nepeAadye B apxuB opranuzanuu. CocraBiieHUE U
opopMIIeHHE ONHCH JOKYMEHTOB IO JIMYHOMY
cocraBy. llopsiAok yHHUYTOXKEHHS IOOKYMEHTOB C
HCTEKIINMH CPOKaMH XPaHEHHUSI.

4. O0pa3oBare/ibHbIE TEXHOJOTUH

Jns mpoBeneHuss ydyeOHBIX 3aHATUH MO  JUCHMIUIMHE  HMCHOJB3YIOTCS — pa3linyHbIC
oOpa3oBaTenbHbIe TEXHOJOTHU. JlJIsi OpraHU3aly y4eOHOTO Mpolecca MOXKET OBITh HCIOJIb30BAHO
ANEKTPOHHOE 00yueHure U (UIM) JUCTAaHIIMOHHBIE 00pa30BaTeNbHbIE TEXHOJIOTHH.

5. OneHka mJIaHUPyeMbIX Pe3yJbTATOB 00y4YeHusI

5.1 Cucrema onleHUBAHHUA
Tekymuii KOHTPOJb OCYLIECTBIISIETCA

B BHUJIC OLICHOK KOHTpOJ’IBHOﬁ pa6OTBI 1 BBIIIOJIHCHUA

3a/laHui Ha MPAKTUYECKUX 3aHATUAX. KOHTpoibHas paboTa MPOBOIUTCS HA MEPBOM MPAKTUISCKOM
3aHSTHUHU, BBISBISIET TOTOBHOCTh CTYACHTOB K MPAaKTUYECKOW pabore u oneHuBaercsa 10 20 6amios.
MaxkcuMaibHas OleHKA BBITIOJTHEHHS KQKIOTO MPAKTUIECKOTo 3aHATHs — 10 6amios.

[TpomMeXyTOUHBI KOHTPOJIb 3HAHWU MPOBOAMTCS B (HOPME HUTOTOBOM KOHTPOJBHON PabOTHI,
BKJTIOYAIOIIIEH TEOpETHUECKUEe BOIPOCHI U MPAKTUYECKOe 3a7aHue, u onenuBaercs ao 40 Gamios. B
pe3ysbTaTe TeKYyLEero U MpoMeKyTOYHOTO KOHTPOJISI 3HAHUM CTYIEHTHI MOJIY4at0T 3a4eT 10 KypCy».

®opMa KOHTPOJIA

Makc. KOIM4YecTBO OaJIIOB
3a ogHy pabdoty]  Bcero

Texynui KOHTPOJIb:

- paboTa Ha ceMUHapax 5 6annos 40 6anoB
- KOHTpOJIbHast paboTa 20 6amoB 20 6anoB
[TpomexyTouHas aTTecTanus (IK3aMeH) 40 6anoB
Htoro 3a cemecTp (IUCHMILIMHY ) 100 6amioB

ITomy4yeHHBIH COBOKYIHBIN pe3yabTaT KOHBEPTUPYETCS B TPAJAUIIMOHHYIO LKAy OLICHOK U B LIKAITy
ouieHoKk EBporneiickoil cucteMsl nepeHoca u HakorieHus: kpenutos (European Credit Transfer System;

nanee — ECTS) B COOTBETCTBUHU ¢ TAOJIMIICH:

100-6amnpHas mkana | TpaJauiMoHHas IIKaia IIxana ECTS
95 -100 A

33 _94 OTJIUYHO B

68 — 82 XOPOIIO 3a4TEHO C

56 — 67 D

50_ 55 YAOBJIETBOPUTEIHHO E

20-49 FX

0-19 HEYI0BJIETBOPUTEIHHO HE 3a4TCHO F
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52KpI/ITepI/II/I BBICTABJICHHA OLICHKH 110 JUCHHUIIIIMHE

Banany/
HIkanaa
ECTS

OuneHka no
JUCHUILIMHE

Kpurepun oneHkn pe3yibTaToB 00y4eHUsI 110
AUCHUILINHE

100-83/
A.B

«3a4YTCHO»

BricTaBnsiercsa oOyuaromemMycsi, €cii OH TiyOoKo U
IIPOYHO YCBOMJI TEOPETUYECKUN U TPAKTUUECKUI
MaTepuai, MOXeT IIPOJEMOHCTPUPOBATh 3TO HA 3aHITHUAX
U B XOZI€ IPOMEXKYTOUYHOM aTTECTalLlUH.

OOyuJaromuiicst KICUYEPITBIBAIOIIE U JJOTUYECKUA CTPOMHO
u3JaraeT yueOHbI MaTepuall, yMeeT yBI3bIBaTh TEOPHUIO C
MIPAKTUKOM, CIIPABIIAETCS C pEUICHHEM 3a]a4
npodeCCUOHATBLHON HAMPABIEHHOCTH BHICOKOTO YPOBHS
CJI0)KHOCTH, NMPaBUIILHO OOOCHOBBIBAET MPUHSTHIC
pelIeHus.

CB0OOOAHO OPHEHTHPYETCS B y4eOHOH 1
npodecCUOHATILHOM TUTEpaType.

OrneHka 1o JUCIHILTUHE BBICTABIISIOTCS 00ydJaromeMycs ¢
y4€TOM pe3yIbTaTOB TEKYIIEH U MPOMEKYTOUHOU
aTTeCTal1u.

Komnerenuuu, 3akperi€HHble 3a JUCHUTUIHHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKUI.

82-68/

«3a4YTCHO»

BeicTaBisiercs o0yyaromemycs, €cii OH 3HaeT
TEOPETUYECKUI U IIPAKTUYECKUNA MaTepuai, IpaMOTHO U
IO CYILECTBY M3J1araeT ero Ha 3aHATHAX U B XOIe
IIPOMEKYTOYHOM aTTECTAlMH, HE I0ITyCKast
CYILECTBEHHBIX HETOUHOCTEH.

OOyyaromuiics MpaBUIIbHO PUMEHSAET TEOPETUUECKUE
IIOJIO’KEHUS IIPU PEIICHNN IPAKTUYECKUX 3a1a4
npodeCCHOHATBLHON HAMPAaBIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJ1ajieeT HeOOXOAUMBIMHU JJIsl 3TOTO
HaBBIKAMU U IPUEMAMU.

JlocTaTouHO XOPOIIO OPUEHTHPYETCS B y4eOHOMU U
npodeCCHOHATILHOMN TUTEpaType.

OneHka Mo JUCHUIUIMHE BBICTABIISAIOTCS 00YYaIOMEMYyCs C
Y4ETOM PE3yJIbTaTOB TEKYIEH U TPOMEKYTOUHON
aTTecTaluu.

Komnerenuuu, 3akpeniéHHple 3a TUCIUIIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIUI».

67-50/
D.E

«3a4YTCHO»

BrictaBisiercst oOy4aromemMycs, eciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUN U IIPAKTUUECKUN MaTepual,
JIOTTYCKAeT OTJEJIbHbIE OUIMOKH MPU €0 U3JI0KEHUH Ha
3aHATUAX U B XOJI€ IPOMEKYTOUHOM aTTECTALIMH.
OOyyaromuiics UCHIBITBIBAET ONPEICIEHHbIE 3aTPYAHEHUS
B IIPUMEHEHNN TEOPETUYECKUX MOJI0KEHUM NTPU PELICHUH
MIPAKTUYECKUX 3aj1a4 MpodhecCHoHaIbHOM
HAIPABJIEHHOCTH CTaHAAPTHOIO YPOBHS CII0KHOCTH,
BJIa/Ie€T HEOOXOAUMBIMU AJIs1 ATOr0 Oa30BBIMU HAaBBIKAMU
U NIpUEMaMHU.

JleMoHCTpHUpYyeT 1OCTaTOUHBIN YPOBEHb 3HAHUS yUeOHOU
JUTEPATYpPBI 10 TUCLHUIUIMHE.
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Banasl/ Ounenka no Kpurepun oneHkn pe3yibTaToB 00y4eHUs 110
Hlkana AUCLHMILTHHE AUCHHUILINHE
ECTS

OrneHka no JUCHUILTUHE BBICTABIISAIOTCS 00ydarolemMycs ¢
Y4ETOM pE3yJIbTaTOB TEKYIIEH U IPOMEKYTOUHOM
aTTeCTal1y.

Komnerenuuu, 3akpeniéHHble 3a TUCIUIIMHOM,
c(hOpMUPOBAHbI HA YPOBHE — «JIOCTATOYHBIII).

49-0/ BricTaBsiercst 00yJaromeMycsi, €ClIi OH He 3HAeT Ha
F,FX HE 3a4TEHO 0a30BOM ypOBHE TEOPETUYECKUI U MPAKTUUECKUIT
MaTepHall, I0IMycKaeT rpyObie OMMOKH IPU ero
M3JI0KEHUU Ha 3aHATUSIX U B X0J1€ IPOMEXKYTOUHOU
aTTeCTalUu.

OOyyaromuiics UCTIBITBHIBAET CEPhE3HBIC 3aTPYIHEHUS B
IIPUMEHEHNN TEOPETUUECKUX ITOJI0KEHNUN ITPU PEIICHUH
MPAKTUYECKUX 3a71a4 MpodhecCHoHaNbHOM
HaIIPaBJIEHHOCTH CTAHIAPTHOT'O YPOBHS CIOKHOCTH, HE
BJIa/IeeT HEOOXOAMMBIMU JJISl TOTO HABBIKAMU U
[pUEMaMHU.

JemoHcTpHpyeT (pparMeHTapHbIe 3HaHUS yueOHOU
JIUTEPATYpPHI 110 JUCLUIIIMHE.

OrneHka o JUCIUILTAHE BBICTABIISIOTCS 00yUarolemMycs ¢
Y4ETOM PE3yJIbTaTOB TEKYILEH U TPOMEKYTOUHON
aTTeCTal1H.

KoMmnerenuyu Ha ypoBHE «IOCTATOYHBIN), 3aKPEIUIEHHBIE
3a JUCHUIUIMHOM, HE CPOPMHUPOBAHBL.

5.3. OneHo4ynbie cpeacTBa (MaTepHAJIbI) AJIS TEKYIIEro KOHTPOJIA YCIIeBAeMOCTH,
NPOMEKYTOYHOM aTTeCTAMH 00y4aroIMUXCS M0 JUCHUIITIHHE

Bapuanmul konmponwvnoii padomur No 1

Bapmuanrt 1

1.B kakux ciydasx KaapoBas cioyk0a WMeeT MpaBo BBIAATh TyOJUKAT TPYI0BOM KHMKKHA? Kak 3TOT
JOKyMeHT oopmisiercs?

2.Ilepeuncnute BHUIBI JOKYMEHTOB, MpHMEHsSEMble INpU  TepeBofe Ha Jpyryio pabdory. Kax
odopmiseTcs Kaxaplid n3 HUX?

3. HazoBuTe NOKyMEHTHI, IpeAocTaBisieMble pAOOTHUKOM MPH MOCTYIJICHUH Ha padoTy.

4.KakuM JTOKaJTbHBIM HOPMATHBHBIM aKTOM PETJIaMEHTHPYETCs padoTa KaJApOBBIX CICHUATHCTOB C
MEePCOHAIbHBIMU JaHHBIMU? [[aliTe eMy XapaKTEpUCTHUKY.

BapuanT 2

1.XapakreprcTuKa Ha3HAuUEHHs TPYJOBOM KHIDKKU. B Kakoil cpok 1o/kHA OBITH 3aBE/IeHA TPYOBas
KHUKKA MPH NOCTYIUIEHUH Ha paboTy BHepBble?

2.Ilepeuncnute BUIBI JOKYMEHTOB, IPUMEHsEMbIE TIpU yBOJIbHEHNH. Kak odopmiseTcs: Kaxapli 13
HUX?

3.Kaxoii noKaJIbHbII1 HOPMATHUBHBIN aKT ONpPENESIET OpraHU3aluIo0 TpyAda COTPYAHUKOB B KOMIIAHUU.
JlaliTe eMy XapaKTEpUCTHUKY.

4.HazoBuTte nHpopManunio, 00s13aTeNbHYIO0 A1l BKIIOUEHUS B TPYIOBOM JOTOBOP.

Bapuanmur konmponwvnoii pabomur No 2
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Bapuanr 1

1. [lepeuncnure cocTaB JOKYMEHTOB JHMYHOro jena paboTHuka. Kakumu HOpMaTHUBHBIMU
JOKYMEHTaMHU 3TO OINpEAEIeHO?

2. HazoBuTe 10KyMEHTHI KapOBO CITY>KOBI, MOJICKAIITUE TIEpeiaue B apXUB.

Bapuanr 2

1.KakoBBI 0COOEHHOCTH COCTaBJICHUSI HOMEHKJIATYPBI e KaJAPOBOH CITyKObI?
2. HazoBure o0s13aTenbHbIC PETUCTPALIMOHHBIE (POPMBI KQJPOBOU CITYKOBI?

Hpumepubte KOHmMpOJ/tbHblE 60NPOCHL ons npomeofcymounoﬁ ammecmauuu:

1. [lepeuncnuTh 3aKOHONATENBHBIE AKThl, KOTOPBIMH pErVIAMEHTUPYETCS TOKYMEHTHpPOBAHUE
KaJpOBOM JIEATEIBHOCTH B HACTOAIIECE BpeMsi?

2. [lepeuncautsb HOPMAaTHBHO-METOANYECKHE JOKYMEHTHI, periaMeHTHpYIoLHe
JTOKYMEHTHPOBAaHHUE KaJIPOBOW JAEATEITHHOCTH.

3. Ha3zBaTh BBl JOKYMEHTOB, IIPEIbsIBIIIEMbIE pAOOTHUKOM IpU MpUEMe Ha paboTy.

4. HasBate BHIBI TOKYMEHTOB, yCTaHOBJICHHbIE TpPynoBbIM KOJIEKCOM P®, nmoxymeHTupyromue
npueM paboTHHKA Ha paboTy.

5. [lepeuncnuTh BUABI TOKYMEHTOB, O)OPMIISIOIINE H3MEHEHUE YCIIOBHIA TPYIOBOTO JOTOBOPA.

6. [lepeuncnuth BHUIBI JOKYMEHTOB, YCTaHOBJIEHHbIe TpynoBeIM Kojxekcom P® s
peryJIupOBaHUS TPYAOBBIX OTHOIICHUH.

7. CpokH TMOATOTOBKH, KAaKHUX JOKYMEHTOB IO JOKYMEHTHPOBAHHUIO KaJIpOBOM JAEATENIbHOCTH
YCTaHOBJICHBI 3aKOHOATEIBHO?

8. Kakue ¢pyHKIMH KaapoBOil cayObl CBA3aHBI C YYETOM JIMYHOTO cocTaBa?

9. Kakne ¢yHKIMM NODKHA BBITIONHATE KaIpoBas Ciy)k0a Tpu oQOopMIICHHN YBOJIbHEHUS
paboTHuKa ¢ paboThI ?

10.  Kakumu moxkymeHTamMu ohopMisieTcsi YBOJbHEHHE pPaOOTHHUKA?

11.  Ha3oBute QpyHKIMH KagpOBOM CIIy>KObl CBSI3aHHBIE C TPYIOBBIMU KHHKKaMU?

12.  Kakumu nmoxkymeHTamu oopmissieTcst aTTecTanus paOOTHUKOB?

13.  Ha3oBute 0COOEHHOCTH HOMEHKIATYPHI eI KaJAPOBOH CIykOBbI.

14.  Kakue nena KaapoBOi CITyKObI OTHOCSTCS K KATETOPUH MEPEXOIAMINX ?

15.  Ilepeuucnutbh 0COOEHHOCTH (POPMHUPOBAHUS JIUIHOTO Jiena pabOTHUKA ?

6. YueOHO-MeTOAN4YeCcKOe 1 HH(pOPMALIMOHHOE 00ecTieYeHHe TUCHUIIHHbI

6.1 CniucoK HCTOYHHUKOB H JINTEPATYPbI
Konctutynuss Poccuiickoit ®enepanuu (¢ usmeHenusimu Ha 30 pexabps 2008r.). M. 2004.
http://www.constitution.ru/
TpynoBoii konexc Poccuiickoit ®enepaunu ot 30.12.2001 Ne 197-®3. Ilpunsar I'ocynapcTBeHHOM
Hymoii 21 pmekabps 2001r. (B pen. ot 29.12.2010)  http:/pravo.gov.ru/proxy/ips/?
docbody=&nd=102074279
®enepanbhbiii 3akoH PO ot 27.07.2004 Ne 79-d3 «O rocynapcTBEHHOW Tpa)IaHCKOW cCIyxoe
Poccuiickoit ®enepanmu» (B pea. DenmepanpHoro 3akoHa ot 12.04.2007 No 48-D3)
http://pravo.gov.ru/proxy/ips/?docbody&nd=102088054
®denepanbubiii 3aKk0H Poccuiickoit eneparuu ot 06.12.2011 Ne 402-D3 «O Oyxrantepckom
yaete»// https://minfin.gov.ru/ru/document?id_4=15014-federalnyi_zakon_ot 06.12.2011__402-
fz_o_bukhgalterskom uchete
Oenepanbublii 3akoH  Poccuiickoit @eneparuun ot 02.05.2006 Ne 59-®3 «O mnopsiake
paccMOTpeHusl OoOpaleHu Tpaxkaan»// http:/pravo.gov.ru/proxy/ips/?docbody=&nd=102106413
@OenepanbHblii  3akoH  or 27 wroms  2006r. N 152-®3 "O mnepcoHanbHBIX  JaHHBIX'//
http://pravo.gov.ru/proxy/ips/?docbody&nd=102108261
®enepanbublif 3akoH oT 01.10.2004 Ne 125-03 «O06 apxuHOoM nene B Poccuiickoit denepauun» //
http://pravo.gov.ru/proxy/ips/?docbody=&nd=102089077



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=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://pravo.gov.ru/proxy/ips/?docbody=&nd=102074279
http://www.constitution.ru/
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®epnepanbublii  3akoH  oT  29.07.2004. No 98-®3 «O KomMmepueckoul TailHe» //
https://base.garant.ru/12136454/

Ilocranosnenue IlpaButensctBa Poccuiickont ®enepaunn ot 16.04.2003. Ne 225 «O TpymoBbIX
KHIDKKax» // https://base.garant.ru/12130601/

Pacniopstxkenue IlpaButensctBa PO ot 21.03.1994. Ne 358-3 «OO6 obecrneueHHUH COXPaHHOCTH
JIOKyMEHTOB TI0 TUIYHOMY cocTaBy» // https://pravo.ppt.ru/rasporyazheniye/6064

[IpaBuna BeneHus: U XpaHeHus: TPyaoBbIX KHIKEK. (yTB. [locranoBnenuem IlpaBurensctBa PD ot 16
ampess 2003 1. Ne 225 // https://base.garant.ru/400845402/t7ee959fd36b5699076b35abf4f52¢5c/
HNHcTpykuusa mo 3amoiHEHUI0 TPyJoBBIX KHMKEK (yTB. IlocranoBnennem MuHucTepcTBa Tpyla U
counanbHoro pa3sutusi Poccuiickoir @Peneparuu ot 10 okta6ps 2003r.). 3apeructpupoBaHa
MunuctepctBom toctuiuu Poccuiickoiit @enepanuu 11 HOos6pst 2003 T. peruCTpariiOHHBI HOMEp
5219. bronieTeHb HOPMAaTHUBHBIX aKTOB (pe/iepalIbHbIX OPraHOB UCHOIHUTENbHOM BiacTu. 2003. Ne 49.
https://base.garant.ru/186478/53f8942 1 bbdaf741eb2d1ecc4ddb4c33/

denepanphpiii 3akoH orT 16.12.2019 No 439-d3 «O BHeceHuum u3MeHeHMii B TpylooBoil KOIEKC
Poccuiickoit ®eneparum B yact GopMUPOBAHUS CBEIECHUIA O TPYIOBOI NeSITENbHOCTU B SJIEKTPOHHOM
BUIe» http://publication.pravo.gov.ru/Document/View/0001201912160070

HcTouyHuKH (10MOJTHUTEIbHbIE)

@enepanbublii 3akoH PO ot 27.07.2006 Ne 149-®3 «O6 wuHpopmanmu, HHPOPMALMOHHBIX
TEXHOJOTHSIX W 3amuTe HHpopMmamun» // [DnektpoHHsli pecypc]. — M., 2019. — Pexum
nocrymna:http://www.consultant.ru.

®enepanbHblil 3akoH OT 26.12.1995. Ne 208-D3 «O06 akunoHepHBIX 001IecTBax» // [DIEKTPOHHBIN
pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Ob6mepoccuiickuii  knaccupukatop mnpodeccuit pabodynx, MODKHOCTEH CIIyXalux Hu Tapu(HBIX
pazpanos OK 016-94. M.: Muntpyzn Poccun, 1995 // [Dnextponnsiii pecype]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

Oobmepoccuiickuii knaccupukatop naGopmanuu o Hacenenun OK 018-95. // [DnexTponHslit pecypc].
— M., 2019. — Pexxum nmoctyma:http://www.consultant.ru.

Oobmepoccuiickuii knaccuduxatop ynpabineHueckor mokymentanmuu OK 011-93. // [DnexTpoHHBIH
pecypc]. — M., 2019. — Pexxum goctyna:http://www.consultant.ru.

OOmepoccuiickuil Ki1accUpUKaToOp crenuaibHOCTed 1Mo oOpa3oBaHuUio // [DneKTpoHHBIN pecypc]. —
M., 2019. — Pexxum noctyna:http://www.consultant.ru.

IIpuka3 PocapxuBa ot 23.12.2009 N 76 "OO6 yTBepkiAeHHH MeETOIUYECKUX PEKOMEHIALUil o
pa3paboTKe MHCTPYKIIUNA MO IETOTPOU3BOJICTBY B (DelepaibHBIX OpraHax UCIIOTHUTEIBHON BiacTu" //
[DnexTponHsIii pecypc]. — M., 2019. — Pesxum noctyna:http://www.consultant.ru.

YaudunupoBanHeie (OpMbI NEPBUYHON YYETHON MTOKYMEHTAIMU IO YYETy TpyJda W €ro OIIaThl,
yTrBepxkacHHbIe [locTanoBenuem I'ockomcrara PO ot 05.01.2004 Ne 1 // [DnexTpoHHBIH pecypc]. —
M., 2019. — Pexxum noctyna:http://www.consultant.ru.

KBanugukanvoHHbIl CHOPAaBOYHUK JOJDKHOCTEH  PYKOBOJUTENCH, CHIEIUATUCTOB U JIPYTUX
cayxamux // [DnexkTponHsIi pecypc]. — M., 2019. — Pexxum goctyna: [DnexTpoHHblit pecypc]. — M.,
2019. — Pexxum noctyna:http://www.consultant.ru.

MesxoTpaciieBble YKPYITHEHHbIE HOPMATHBBI BpEMEHH Ha pPa0OTHI MO KOMIUIEKTOBAHUIO H YYETYy
KaJpoB // [DnexTpoHHsli pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

[lepeyeHbp THITOBBIX YIPABICHYECKUX apPXUBHBIX JOKYMEHTOB, OOpa3yIONIMXCS B Tpolecce
NeSITeIbHOCTH TOCY/IapCTBEHHBIX OPIraHOB, OPraHOB MECTHOT'O CaMOYIPABJICHUS M OpraHU3alui, C
yKa3aHHEeM CpOKOB xpaHeHust // [Onextponneld pecypc]. — M., 2019. — Pexum
nocrymna: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/
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JIuteparypa (o0si3aTesqibHas)

Abynanze, J. I'. JlokymMeHTalmmoHHOE 0OecreueHne YIpaBaeHHs ePCOHAIOM | YIEOHUK U MPAKTUKYM
sl akagemudeckoro OakanaBpuata / [J[. I'. Ab6ynamze, Y. b. Bempsokkuna, B. M. MacnoBa. —
Mockga : U3natensctBo FOpaiit, 2019. — 299 ¢. — (bakanaBp. Akagemuueckuii kypc). — ISBN 978-
5-534-00875-3. —  Tekct : onektponHendi // ObC  IOpaiir  [caitit]. —  URL:
https://urait.ru/bcode/433411 (mara obpamenus: 30.11.2019).

boikoBa T.A. JlokymMeHTallMOHHOE oOOecreyeHne YIMpaBieHUs (J1eJI0MPOU3BOJICTBO) [DIEKTPOHHBII
pecypc] : yaebHoe mocobue / T. A. Beikoa, T. B. Ky3nernona. - 2-e usn., nepepad. u gon. - Mocksa :
HNudpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL http://znanium.com/go.php?1d=942800.
I'moroBa C.A. IlpodeccuoHanbHbIi CTaHIAPT CIEHUAINCTA MO YIPABICHUIO IIEPCOHAIIOM B
NeATETLHOCTH KaJAPOBOM CITY>KOBI [ DnekTpoHHBIHN pecypc] / ['moroBa CeTinana AnekcanaposHa; C.

A. T'noroBa // YnpaBineHue JOKyMEHTAIMEH: IpoIioe, HacTosIee, Oyaymee : MaTepuaisl 111-ei
MexayHap. Hayd.-TIpakT. KoH}., mocsl. mamsaTa npod. T. B. Ky3nenosoii, Mocksa, PITY, 23-24
Mmapta 2017 r. / M-Bo oOpa3oBanus u Hayku Poc. ®enepanuu, Oenep. roc. OOHKET. YIPEXKI. BHICII.
oOpaszoBanus "Poc. roc. rymanuTapHslii yH-1", cT.-apx. uH-T, @ak. JOKYMEHTOBEICHUS 1
TEXHOTPOHHBIX apX., Kad. nokymentoBenenus. - Mocksa : Tepmuka.py, 2017. - C. 451-457. - Pexxum
nocrtyma : http://elib.lib.rsuh.ru/elib/000013004.

I'moroBa C.A. TeHaeHIMN pa3BUTHS KaJpOBOTO JEIONPOM3BOJICTBA B paMKax mporpammel "Lludposas
skoHOMHUKA" [DnekTpoHHbIN pecypc] / I'moroBa CBerniana AnexkcanapoBHa; Csetnana A. ['mortosa //
VYmpasienue HfokyMeHTamu B udpoBoii skoHOMuKe. - Mocksa : PITY, 2019. - C. 98-103. - Pexxum
nocryta : http://elib.lib.rsuh.ru/elib/000013245.

KanpoBoe nenonpoussoactBo. YueOnuk. / C.JI. Kysuemnos, C.A. I'moroBa — M.: H3narenscTBO
«TEPMUKAY, 2020. — 492 c.

Kanposoe nenonpousBozactso: Haunnaem ¢ Hyns. Ayaut cBoumu cuiamu / M.B. XKypasnesa, M.B.
XKypapnesa. - 2-e u3n. - Mocksa : HUL[ UH®PA-M, 2014. - 184 c.: 60x88 1/16 + ( Hom. mar.
znanium.com). - (Ilpocto, kpatko, 661cTpO). (0) ISBN 978-5-16-008986-7 - Tekct : 2MEKTPOHHBIN. -
URL.: https://new.znanium.com/catalog/product/417566 (mata obpamenus: 30.11.2019)

[TaBnosckas, O. 0. IlpaBoBoe obOecnieueHre KaJpoBOTo JAEJIOMPOU3BOJICTBA : yueOHOe mocolOue ams
By30B / O. 0. IlaBnoBckasg. — Mocksa : M3garensctBo HOpaiit, 2019. — 213 c. — (Boicmiee
obpaszoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anextponnsiii // ObC FOpaiit [caiiT]. — URL:
https://urait.ru/bcode/445662 (nata obpamenus: 30.11.2019).

Jlureparypa (10n0JHUTEIbHAS)

Kykapuna FO.M. CoBpeMeHHbIE OpraHH3allMOHHBIE W PETJIAMEHTHBIC JOKYMEHTHI: (QYHKIUH |
pasznoBuaHocTH // BectHuk PITY. 2016. Ne2. [DnexTponHsIii pecypc]. — M., 2019. — Pexum noctyna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi%202(4)-16.pdf.
Muxaiinuna .M. Ynpasinenue nepconanoMm, 3-e u3a. - Mocksa :/lamkos u K, 2018. - 280 c.: ISBN
978-5-394-01749-0 - Tekcr : snektponHbIA. - URL: https://new.znanium.com/catalog/product/415303
(mara obpamenus: 30.11.2019)

6.2 Ilepeuenn pecypcoB HHGOPMANMOHHO-TEJIEKOMMYHUKAUMOHHOM ceTn «HTEepHET.

Hammonanwsnas snextponnas oubmuorexa (HOb) www.rusneb.ru
ELibrary.ru Hay4nas snexktponHast 6nbianorexka www.elibrary.ru
OnexTponHas 6ubnuoreka Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR


https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
http://elib.lib.rsuh.ru/elib/000013245
http://elib.lib.rsuh.ru/elib/000013004
http://znanium.com/go.php?id=942800
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6.3 IIpodeccuoHanbHbIe 6a3b1 JAHHBIX 1 HH(POPMALIMOHHO-CIIPABOYHbIE CHCTEMBbI

Joctyn k mpodeccruoHanbHbIM 06a3aM naHHbIX: https:/liber.rsuh.ru/ru/bases

WNHpopMalnoHHbIE CIIPABOYHBIE CUCTEMBI:
1. Koncynsrant I[lmroc
2. Tapanr

7. MaTepuajJbHO-TeXHHYeCKOe o0ecneyeHue TUCIUIIMHBI

s oOecrnieueHus JUCLUILINHBI HCIIOJIB3YETCS MaTepHAIIbHO-TEXHUYECKAsT 6aza
00pa30BaTEeNFHOTO YUPEKICHUS: yueOHbIE ayIUTOPUH, OCHAIIEHHBIC KOMIIBIOTEPOM H TMPOEKTOPOM
AJid JEMOHCTpAaInuu y‘IC6HBIX MaTCcpHraIoB.

CocraB MporpaMMHOT0 00ECTICUCHHS:
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

8. O0ecneuenue 00pa3oBaTeJIbHOIO NMPoOLECCA AJIs1 JIUI C OTPAHUYEHHBIMH BO3MOKHOCTAMU
310POBbSI U HHBAJIN/I0B

B xone peanuzanuy JUCHUIUIMHBI HCHOJB3YIOTCSA CIEAYIOUIME JOMOJHHUTEIbHBIE METOIbI
00y4YeHHs, TEKYIIer0 KOHTPOJS YCIIEBAEMOCTH M IMPOMEXKYTOYHOH aTTecTaluu OOydJalomIuxcsl B
3aBUCUMOCTH OT UX WHAMBHUIYaJIbHBIX 0COOCHHOCTEM:

® ISl CIENBIX U CIA0OBHIAIMIMX: JIEKIUU O(QOPMISIFOTCS B BHJIE DJIEKTPOHHOTO JOKYMEHTA,
JIOCTYITHOTO C TOMOIIbIO KOMITBIOTEpA CO CIICIHAIM3MPOBAHHBIM IPOTPAMMHBIM 00€CIEUCHUEM;
MUCHMEHHBIC 3a/IaHUSl BBIMOJHAIOTCS HAa KOMIBIOTEpE CO CIEHUAIM3UPOBAHHBIM IPOTPAMMHBIM
o0ecrieueHHEM WM MOTYT OBITh 3aMEHEHBl YCTHBIM OTBETOM; OOECIEYMBACTCS WHAWBUAYabHOE
paBHOMepHOe ocBemieHue He MeHee 300 JroKC; Juisi BBITIOJIHEHHS 3aJaHMsl MPU HEOOXOJIUMOCTH
NPEIOCTABISACTCS YBEIUUUBAIONIEE YCTPOMCTBO; BO3MOXHO TaKXKe MCIHOJIb30BaHUE COOCTBEHHBIX
YBEIMYMBAIOLINX YCTPONUCTB; MUCbMEHHBIE 3aJJaHNsI 0(OPMIISIOTCS YBETUUYEHHBIM MIPUPTOM; IK3aMEH
1 3a4€T MPOBOJAATCS B YCTHOM (hopMe MIIN BBITIONHSIOTCS B IIMCBMEHHOH (popMe Ha KOMIBIOTEpE.

® ISl TIYXMX W CJa0OCHBIIAININX: JEKIUH OQOPMIISIOTCS B BUJE DJEKTPOHHOTO JOKYMEHTa,
au00  TPEJOCTAaBISETCS  3BYKOYCWJIMBAIONIasl — amnmaparypa HHIUBUAYAILHOTO  TIOJH30BaHUS;
MUCbMEHHBIEC 33JaHUsl BBIMOJMHIIOTCS HAa KOMIIBIOTEpE B INHUCBMEHHOH (opme; 3Kk3aMeH U 3auéT
MIPOBOJISATCS B TUCHMEHHOM (hOpMe Ha KOMITBIOTEPE; BO3MOXKHO TIPOBEIeHUE B (DOpME TECTHPOBAHUSI.

® U JIMI] C HapyUICHUSIMH OTOPHO-JIBUTATEIBHOTO amiapara: JEKIHH O(OpPMIISIOTCS B BHIE
AJIEKTPOHHOTO JIOKYMEHTa, JIOCTYIIHOTO C IIOMOINBIO KOMITBIOTEPAa CO CIHEIHATH3UPOBAHHBIM
NPOTrpaMMHBIM ~ OOecIieYeHHeM; IHChbMEHHBIC 3aJaHusl BBIIOJNHSAIOTCS HAa KOMIIBIOTEpE CO
CTEeMAIM3UPOBAHHBIM MPOTPAaMMHBIM 00ecrieueHHeM; SK3aMeH U 3a4€T MPOBOIATCA B YCTHOU (opme
WM BBITIOJTHSIOTCS B IIMCBMEHHOH (popMe Ha KOMIBIOTEPE.

[Tpy HEOOXOIUMOCTH TIpelyCMaTPUBACTCS YBETUUYEHUE BPEMEHHU ISl TIOATOTOBKU OTBETA.

[Ipouenypa mpoBeneHHs MPOMEXKYTOYHOM aTTecTanuy Ui OOyJaloUIMXCSl YCTaHABIMBACTCS C
y4€TOM WX WHAMBHUIYATBHBIX MCUXOPHU3NUECKUX 0COOCHHOCTEH. [IpoMexxkyTouHas aTTecTalusi MOKET
MPOBOJIUTHCS B HECKOJIBKO JTAIlOB.

[lpy mpoBeneHUHM TPOLEAYPHI OIEHUBAHUS PE3YJAbTATOB OOYYEHHUS MpPEayCcMaTpHBACTCS
UCTIONIb30BAaHHE TEXHUYECKHUX CPEACTB, HEOOXOMMMBIX B CBS3M C MHAMBUAYAJIbHBIMH OCOOCHHOCTSMHU
oOydJarommxcsi. OTH CpEACTBA MOTYT OBITh MPEJOCTABICHBl YHUBEPCHUTETOM, WIM MOTYT
UCTIONTB30BAThCSl COOCTBEHHBIC TEXHMUYECKHE CPE/ICTBA.


https://liber.rsuh.ru/ru/bases
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[IpoBenenue mporueaypsl OLCHUBAHUS PE3YIbTaTOB OOyUYEHMsSI JIOMYCKAETCsS C UCIOJIb30BaHHEM
JIMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTHIA.

ObecnieunBaeTcst AOCTYN K HH(GOpPMAIMOHHBIM U OubnuorpaduyeckuM pecypcaMm B CETH
WuTepHeT U1t Kaka0ro o0ydaronierocs B opMax, aTanTHPOBAHHBIX K OTPAHUYCHHUSM UX 3I0POBBS U
BOCTIPUATHS UHPOPMALIUH:

® ISl CIENbIX W CIa0OBHIAIIMX: B TEYaTHOM (opMe yBENIWYEHHBIM MIpUPTOM, B Gopme
ANIEKTPOHHOTO IOKYMEHTa, B opMme aynuodaiina.

® JIUIsl TITyXUX U CIIAOOCIBIIAIINX: B Ie4aTHOU ¢opme, B hopMe FIEKTPOHHOTO JOKYMEHTA.

17151 0OYYAIOLINXCSl C HAPYIICHUSIMH OTIOPHO-/IBUTATENILHOTO armnapaTa: B Ie4aTHou ¢opme, B
(opmMe >IEeKTPOHHOTO JOKYMEHTa, B popMme ayauodaiina.

Y4eOHBIC ayIUTOPUHU MJIs BCEX BHUJOB KOHTAKTHOH W CaMOCTOSATEIBbHOH palbOThI, HaydHas
OMOIMOTEKa W WHBIC TOMEIICHUS [T OOYyYEeHHS OCHAIEHBI CHEIUAIbHBIM O0OpYJAOBaHHEM U
y4eOHBIMH MECTaMHU C TEXHUYECKUMHU CPEJICTBAMHU OOYUICHHUS:

® ISl CJIETIBIX U CIAOOBUASINNX: YCTPOMCTBOM JJisi CKAHUPOBAHUS U YTEHUS ¢ Kamepoil SARA
CE; nucnineem bpaiinsg PAC Mate 20; npunrepom bpaitng EmBraille ViewPlus;

® Ui TAYXHUX M CIaOOCHBIIIANIMX: ABTOMATH3MPOBAHHBIM pPabOYUM MECTOM JUIsl JIFOJACH C
HapyIICHUEM CTyXa U CJIa0O0CIBIIIANINX; aKyCTUICCKUH YCHUIIUTENh U KOJIOHKH;

e it OOydYaOIIMXCA C HAPYIICHUSMH OMOPHO-JABUTATEIILHOTO alapara: IepeBUKHBIMH,
perynupyeMbiMu 3proHoMuueckumu napramMmu CHU-1; KOMIObIOTEpHOM TEXHHKON CO CHEUHUATbHBIM
MIPOTPaMMHBIM 00€CTICUeHUEM.

9. Meroanueckue MaTepuabl

9.1 IliiaHbI cCeMMHAPCKHUX 3aHATHH

TEMAI. 3AKOHOJIATEJIbHAS PETJTAMEHTAIVS JIOKYMEHTHUPOBAHU ST KAJIPOBOI
JAEATEJIBHOCTU B P®

3AJJAHHMAL.

1. Tlpoananusupyiite TpymoBoit kogekc Poccuiickoii denepanuu u ompeaenuTe TpeOOBaHUS K
cocTaBy 1 0(hOPMIICHHIO JOKYMEHTOB, PETJIAMEHTHPYIOIIUX TPYAOBBIC OTHOIIICHHUS.

2. llpoanamusupyiite TpynoBoi komekc Poccuiickoit ®enepanuu U ompenenure TpeOOBaHUS K
(GyHKIUSAM KaJpoBOil CITyKOBI.

YKA3AHMA 10 BBITIOJIHEHUIO 3AJAHUIA
1. W3yuure TpyaoBoi KOAEKC U BBICHHUTE, KAKUMHU JOKYMEHTaMH MpPEIyCMOTpeHO odopmiieHue
npueMma, rne€peBojia, yBOJIbHCHHA, KOMaHAWUPOBAHHNA, AUCHUILIMHAPHOI'O0 B3bICKAHUA U IIPEIOCTABIICHUS
ormycka paboTHukaM. CocTaB JOKYMEHTOB (HUKCHUpYETCS MO KaxJOW OTIeIbHOW MpoIexype.
OO6paruTe BHUMaHUE HA CPOKH TIOJTOTOBKH JIOKYMEHTOB, YCTAHOBJICHHBIE 3aKOHOIATEIHHO.
Pe3ynpTathl 3a1aHUsI MOTYT OBITH MTPE/ICTABJICHBI B BUC TAOJIHUIIbL:

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

[Tpuem Ha paboty
IlepeBon
IIpenocrasienue
OTIIyCKa
[Toonipenue
JucuunimHapHoe
B3BICKAHUE
KomannupoBanue
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2. Wzyuure TpynaoBod KOIAEKC U ONpenenuTe OO0s3aHHOCTH paboTojaTelNs MO OTHONIICHUIO K
paboTHUKY, KOTOpbIe ycTaHOBIeHbI B Kojekce nmpu BO3HMKHOBEHUU TPYJOBBIX OTHOIIEHUH. Ha 3Toii
OCHOBE COCTaBbTE MEPEUCHb (DYHKIIHIA, BBITOTHAEMBIX KaIpOBOU CITY>KOOH.

KOHTPOJIBHBIE BOITPOCHI.

1. TlepeuncnuTb OCHOBHBIE BUJbI JOKYMEHTOB, UCIOJIb3yEeMbIE I JOKYMEHTUPOBAHUS TPYIOBBIX
OTHOLIEHUH, YCTAHOBIICHHBIX B TPYJA0BOM 3aKOHO/IATEIbLCTBE.

2.  Hazowute THMOBBIC (YHKIIMH KAIPOBOW CITYIKOBI.

TEMA 2. PASPABOTKA OPTAHU3AIIMOHHBIX JOKYMEHTOB B KAJIPOBOH CJIY)KBE
3AJIAHUA
1. TlpoananusupyiiTe opranuzamnuio padoTsl ¢ kaapamu B 3A0 “Beimmen”.
2. Pazpaboraiire Ilonoxenue 06 otnene kagpos 3A0 “Beimnen”
3. PazpabotaiiTe JOHKHOCTHYIO HHCTPYKLHIO JIJISl OJJHOTO U3 COTPYAHUKOB KaJIPOBOM CITYKObI

YKA3AHUA 110 BBIIIOJIHEHUIO 3A IAHU A

1. Ilpoananu3upyiite komiiekc JI0KyMeHTOB 3AO “Bemvmmen”, BbIABISAA €ro CTPYyKTypy,
YHCIIEHHOCTb, HaIlpaBJICHUs JeATelbHOCTH OOmecTBa U OCOOEHHOCTH OpraHu3aludd KaJpoBOU
paboTHL

2. Ha ocHoBe kBanu(pUKAIMOHHOW XapaKTEPUCTHUKH PYKOBOJAUTENS KaapoBod ciyxObl, YCOP/I,
TpynoBoro xojekca u TpeOOBaHMI MHBIX HOPMATUBHBIX U METOJWYECKUX OKYMEHTOB pa3zpaloTaiite
u opopmute npoekT [Tonoxenus 06 oraene kaapoB 3A0 “Breimmen”.

3. Ha ocHOBe KBaIM(UKAIMOHHBIX XapaKTEPUCTHK paOOTHUKOB KaapoBoil ciyx0b, YCOP]]
paspaboTaiiTe MpPOEKT MOKHOCTHOM HMHCTPYKIMH OJHOTO W3 COTPYIHUKOB oTAena kaapoB 3A0
“BpiMiien” 1 0(pOpMHUTE €r0 B COOTBETCTBUM C YCTaHOBICHHBIMH TPEOOBAHUSMHU.

KOHTPOJIBHBIE BOITPOCHI

1. Tlepeuncnute 3amauu U GYHKIIUN KAJAPOBOM CITYKOBI.

2. Kaxkue qOKyMEHTHI perjIaMeHTHPYIOT paboTy ¢ EPCOHATIOM OpraHU3aIu?

3. Ha ocHOBe, Kakux JOKYMEHTOB pa3padaThIBAlOTCA IOJIOKEHHWE O KaJIpoBOW ciyx0e u
JOJDKHOCTHBIE MHCTPYKLIUU €€ COTPYAHUKOB?

4. KaxkoBa CTpyKTypa TEKCTOB ITOJIOKEHHUS O KaJpOBOM CTyk0€ M JOHKHOCTHOW MHCTPYKITUHN?

5. Korpaa nonoxxeHue o KaapoBoil ciyx0Oe mpuodperaer opuandeckyto cuiny? Korma ono tpedyer
niepepaboTku?

6. Ilepeuncnure oOmme TpeOoBaHUS K O(POPMIICHHIO OPTraHU3alMOHHBIX JOKYMEHTOB.

TEMBI 3-7. JOKYMEHTUPOBAHHUE KAJIPOBOM JESATEJBHOCTHA

3AJJAHUA:

1. MByuute 3akoHOMaTeNbHbIE TPEOOBAHUS K COJEPKAHUIO U O(POPMIIEHUIO TPYAOBOTO JOTOBOpA.
[ToaroToBbTE MPOEKTHI JOKYMEHTOB 10 TIPUEMY Ha padoTy.

2. [oaroroBbTE MPOEKTHI JOKYMEHTOB 110 MEPEBOAY Ha JAPYTyIo paboTy.

3.IloaroroBbTe€ MPOEKTHl JOKYMEHTOB O MPEAOCTaBICHUM OTIyCKa, IPOEKTHl JIOKYMEHTOB O
KOMaHMPOBaHUH pabOTHUKA

4.1loaroToBbTE HPOEKTHI JOKYMEHTOB O IIOOIIPEHUWM pAOOTHUKA M  IPOEKTHl JIOKYMEHTOB O
BBIHECEHUHU JUCUUIUIMHAPHOIO B3bICKAHMUS.

5.I1oAroToBETE MPOEKTHI JOKYMEHTOB 00 M3MEHEHNH (haMIIIMU PaOOTHHKA M TPOEKTHI JOKYMEHTOB O
pacTOpKEHUHU TPYIOBOTO AOTOBOPA.

VKA3AHU 10 BBITIOJITHEHUIO 3AJIAHUN
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1. Ha ocHoBe MaTepuasioB AEJIOBON HUIphl (CIpaBOYHBIC JAaHHBIE O PAOOTHUKE) M TpeOOBaHUIA
TpynoBoro kojekca MOArOTOBUTH TPYAOBON TOTrOBOp ¢ paOOTHHUKOM, OQOPMHUTE MpPHUKa3 O MpueMe
paboTHHKa Ha paboOTy (CTYIEHTBHI MOTYT COCTaBUTh IpHKa3 MO OOLIMM MpaBuiIaM O(OpPMIICHUS
MPUKA30B WJIH BOCIOJb30BaThCs YHU(DUIMpoBaHHON ¢Gopmoil T-1). 3amonuuts JIlnyHyro KapTouky
pabotHuka (¢popmy T-2.) Onpenenuts cocTaB JOKYMEHTOB, HCIIOJIB3YEMbIX U CO3aHHBIX NPU MIpUEMe
Ha paboTy, KOTOpbIe (OPMUPYIOTCS B JIMYHOE JIEJI0 pabOTHHUKA.

2. Hcnonp3ys martepuanbl JeNOBOW HIphl (CHpaBOYHBbIE JaHHBIE O pAaOOTHMKE) W YUYUTHIBas
TpeboBanus TpymoBoro kojaekca OGOPMHUTH TMepeBoj paboTHHKA (IO €ro HWHHUIMATHBE H TIO0
WHUIIMATUBE PYKOBOJIUTENS CTPYKTYpPHOTO TOJpAa3JeieHus1) Ha Jpyrylo paboTy B TOH ke
opranuzanuu. CocTaBUTh 3asiBICHUE, NIPEICTABICHUE, YBEIOMICHHE U OPOPMUTH MPUKA3 O MEPEBOJIE
paboTHHKa Ha Jpyryio padoTy (mo obmum npaBuiaM oGOpMIIEHUS NMPUKA30B WIM BOCHOJIB30BATHCS
yHaudummpoBannont ¢opmoii T-5). Buectu nanubsie B Jlnuayto kaptouky padoTtHuka (dpopmy T-2.)
OnpenenuTb COCTaB JOKYMEHTOB, MCIIOJIB3YEMbIX M CO3JJaHHBIX NPH MEepeBoJie HA Jpyryio padory,
KOTOpbIe (POPMHUPYIOTCS B IMYHOE AENI0 paOOTHUKA.

3. Hcxoms w3 MarepuanoB JeIOBOW WIrpbl (CIpaBOYHBbIE JaHHbIE O pPAaOOTHHUKE) , O(POPMHUTH
€XETOMHBIM OUYepEeTHON OIIAYMBAEMBIN OTIMYCK W OTIYCK 0€3 COXpaHEeHHs 3apa0OTHOW TIUIATHI.
CoctaBuTh rpaduk OTIMYCKOB, 0(OPMHUTH MPHKA3 O MPEJOCTaBICHUH OTIyCKa (M0 OOIIMM IpaBUiIaM
o(opMIIeHHsI TPUKA30B UM BOCHOJIb30BaThCs yHUHUIMpoBaHHON (popmoit T-6) . Buectn nanHble B
JInuHyto KapTouky paboTHHKa (hopmy T-2.).

Hcnonb3ys maTtepuaibl 1€10BOM UTPHI (CIIPaBOYHBIE JAaHHBIE O PaOOTHHUKE) MOATOTOBUTH IMPHUKa3 O
HampaBlieHUH paOOTHHKAa B KOMAaHIUPOBKY (MO0 OOMIMM mMpaBuiaM OQOpPMIICHHS TPUKA30B HIU
BOCIIOJIb30BaThCsl yHU(PULIMPOBAaHHOH Gopmoit T-9).

4. UHcnonp3ys Marepuaibl Je0BOM UTPHI (CIIPaBOUHBIEC TaHHBIE O paOOTHHKE), O(OPMHUTH MPHUKA3 O
MoouIpeHnn paboTHUKa (10 oOumMM mpaBwiaM O(OPMIICHUS MPHUKA30B MM BOCIOJIB30BaTHCS
yaupunupoBanHoit gopmoit T-9). Buectn nanHble o moouipeHuH B JIMYHYIO KapTOUKy pabOOTHHKA
(bopmy T-2.). OnpenenuTh COCTaB JTOKYMEHTOB, HCIIOJIB3YEMBIX TPH O(DOPMICHUH TMOOIIPEHUSI,
KOTOpbIE (POPMUPYIOTCS B IMUHOE JETI0 PaOOTHHUKA.

Ha ocHoBanuu MaTepuanoB JAETOBOW UTPhl COCTABUTh OOBSICHUTENBHYIO 3aMUCKY O JUCIUIUIMHAPHOM
MPOCTYNKE, TOKIAIHYIO 3alMCKy O HAPYLWICHHH TPYAOBON IHUCIUIUIMHBI, MPUKA3 O HAJIOXKEHUU
JUCLUIUIMHAPHOTO B3bICKAHUS.

5. Hcnonb3ys Marepuanbl JeTOBOM HWIphl (CIpaBOYHbIE JaHHBIE O paboTHHKE) O(GOPMHUTH
MpeKpalleHrue TPyJI0BOro JOTroBopa MO MHHUIMATHBE paOOTHHMKA, [0 MHULIMATUBE paboToaartess, Mo
00CTOSITENILCTBAM, HE 3aBUCSIIUM OT BOJHM CTOpoH. Ompenenuts COCTaB JOKYMEHTOB, KOTOPBIMH
oopmisercs kaxnaas curyanusi. OGopMuTh NprKa3 o NpeKpalieHUH JASUCTBUS TPYAOBOTO JOroBOpa
(mo obmuM npaBuiiaM 0(OpMIICHHUS PUKA30B MM BOCHOJIB30BATHCS YHUUIMPOBaHHOW (hopmoii T-
8). Buectu nannbple 00 yBoibHeHHHU B JIMuHyro kapTouky paborHuka (dpopmy T-2.). Onmpenenutsb
COCTaB JOKYMEHTOB, HCIHOJBb3yeMbIX HpU OQOPMICHHM YBOJIbHEHHS, KOTOpble (OPMHUPYIOTCS B
JUYHOE JIe10 pabOTHHUKA.

CocrtaBbTe NMPOEKT NpHKa3a 00 U3MEHEHUU (aMUIIUH, TPUBEIUTE BO3MOXKHbBIC OCHOBAHUS JUISI M3IaHUS
TaKOI'o MpHKasa.

KOHTPOJIbHBIE BOITPOCHI:

1. Bslgenure OCHOBHBIE TOKYMEHTHPYEMBIE 33141 KaIPOBOM IESATEIIBHOCTH.

2. OxapakrepusyWre CTPYKTypy TEKCTa TpPYAOBOIO JIOTOBOpa, IEPEUYUCIUTE CYILIECTBEHHBIE
IIOJIO’KEHUA TPYAOBOTO AOr0OBOPA.

3. SBnstorcs mu yHUGHUIMPOBAaHHBIE (OPMBI 00s13aTEIBHBIMU ?
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4. Ha ocHOBe TpeOOBaHWUN K TPYAOBOMY JIOTOBOPY, OIPEACTUTh TOPSAOK oQopMIIeHUs
JIOTIOJTHUTEIBHOTO COTJamleHus (M3MEHEHHsSI K TPYI0BOMY JOTOBOPY).

5. Kakumu TpebGoBaHUSIMHU JOKHA PYKOBOJICTBYETCS KaJIpoBas CiIyxk0a mpu opopMIIeHUH MPUKA30B
B TEKCTOBOM popme?

Tema 8. TPYIOBA S KHM)KKA

SATAHUA
1. IIpoananusuposars Tpynosoii kogekc PO, [IpaBuna BeneHHUs U XpaHEHUS TPYIOBBIX KHUKEK,
WHCTPYKIHIO IO 3all0JIHEHUIO TPYIOBOM KHWKKH. BBIICHUTH IIpaBuiia 3aBEACHUS U MOPSIOK BEJICHUS
TPYIOBBIX KHIKEK.

2. 3anoiMHUTh OJIaHK TPYIOBOW KHMXKKU CBEJICHUSIMHU O paboTe U YBOJIBHEHUU.

3. [Tpoananu3upoBaTh MPEUIOKEHHBIE KOMUU TPYJOBBIX KHIXKEK, OOBSICHUTH OIIMOKU B
0hOpMIICHHUH U BEJICHUH.

4. 3aperucTpupoBaTh OQPOPMIICHHYIO TPYIOBYIO KHHXKKY.

VKA3AHUS 10 BBITIOJIHEHUIO 3AJIAHUI

1. N3yunte  TpynmoBoii konmekc P®, IlpaBuna BeneHuWs W XpaHEHUs TPYAOBBIX KHHKEK,
MHCTPYKIHUIO 10 3aII0JTHEHUIO TPYIOBBIX KHUKEK .
Y CcTaHOBHTS:

-3aKOHOJIATEJIbHBIE ¥ HOPMATHUBHBIC TMOJOXKEHHS O CTaTyce TPYAOBOM KHUXKKE, TOpSIKE ee
odopMIICHUST U BEICHUS;

- HOpPMaTHUBHEIE TpeOOBaHUs O TyOIMKATEe TPYIOBOW KHIKKH;

- HOPMaTHBHbIE TPEOOBAHUS O BKJIAJIBIIIE K TPYAOBON KHUXKKE.
2. Hcnonb3yss TpeIoKEHHBIE MaTepHualbl JeIOBOM WPl W MaTepUalbl 3aHATHH O
JOKYMECHTHUPOBAHUU IIPUCMA, IIEPEBOAA, YBOJIbHCHUSA BHCCTU COOTBETCTBYIOIIMWE 3allCH B TPYAOBYIO
KHIDKKY.
3. W3yunth mpeniokeHHble KOMUU TPYJIOBBIX KHIKEK, BBISIBUTH OIIMOKHM B O(GOPMIICHHU H
WCIIPABIICHUSAX HA TUTYJIHLHOM JIHCTE, B pazzaene «CBeAeHUs 0 padoTey.

KOHTPOJIBHBIE BOITPOCHI

1. B kakoii cpok AoyKHA OBITH 3aBeieHa TPYJOBasi KHMXKKA MPH MOCTYIUIEHUH pabOTHHKA Ha padoTy
BIIEpPBBIE?

2. B xakux cinyyasix KaJapoBas ciay’k0a HMMeeT MpaBo BbIJIATh AyOJIUKAT TPYAOBON KHUKKHU?

3.B kakoii cpok nocie yBoJbHEeHUs paOOTHUKY BBIIAETCS TPYAOBasi KHIKKA?

4. Kak oopmiisiercs Bbliaya BKJIaAbIIIa K TPYJOBON KHUXKKE?

5. Kakoe cTpyKTypHOE 1o/ipa3/iejieHie OpraHu3aliy XpaHUT OJJaHKH TPYAOBBIX KHIDKEK U BKJIAIbIIICH
K HUM?

6.Kak ncnpaButh ommOKu, 0OHapy>KEHHbIE Ha TUTYJIHHOM JIMCTE TPYIOBOM KHIKKU?

7.Kak ucnpaButh ominOKu, 0OOHapy>KEHHbIE B 3alI0JHEHUH pazfena «CBeneHus o padbore»?

Tema 9. CACTEMATHU3AIIMS JOKYMEHTOB KAJIPOBOM CJIYKBHI.

3AJIAHUS

1. Tlpoananu3upyiTe HOMEHKIATYPY AeN KaapoBoit ciry k061 3A0 “Breimmen’.

2. CocraBpTe NpPOEKT HOMEHKJIATypbl Jen otaena kaapos 3AO “BeiMnen” Ha ciemyromui
KaJIeHIapHBIN TO/I.

3. Ipoananusupyiite TpeOOBaHHWE 3aKOHOAATENbHBIX M HOPMATHUBHBIX JIOKYMEHTOB K COCTaBYy
JIOKYMEHTOB JINYHOTO JIeNa.

4. Codopmupyiite nuuHoe aeno corpyaHuka 3A0 “BeiMmen” M cOCTaBbTE BHYTPEHHIOI OIUCH
JIOKYMEHTOB JINYHOT'O JIeNa.
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YKA3AHWS 10 BBITIOJIHEHMIO 3AJIAHUI

1. C yderom TpeOOoBaHMII HOPMATHBHBIX JOKYMEHTOB NpOAaHAIM3HpYyWTe HOMeHKIatypy nen 3A0
“BpiMrien”, ompenensisi €€ BHUJ, KIAaCCU(PUKAIMOHHYIO CXEeMYy, OCOOCHHOCTH (OPMYITHUPOBAHMS
3aroJIOBKOB, HWCTOYHMKM UM NPAaBWIBHOCTb YCTaHOBJEHUS CPOKOB XxpaHeHus. Omnpenenure
MepexoIIue /iea, BKIIOUEHHBIE B 3Ty HOMEHKJIATYpY.

2. Ha ocnoBe TpeGoBaHuit OCHOBHBIX MpPaBUJ pabOTHI APXUBOB OpPraHU3alMi ¥ TUIOBOTO MEPEYHs
YIPaBJIEHYECKUX JOKYMEHTOB CO CPOKaMH XpaHEHMsS COCTaBbTE€ MPOEKT HOMEHKIATypsl nen 3A0
“BpiMiien” Ha ClIAYIOUMNA KaneHaapHbli rof. [IpoekT odopmuTe B COOTBETCTBUU C YCTAaHOBJICHHBIM
MOPSIKOM.

3. Wsyuuts Yka3 [Ipesunenra P® Vkas Ilpesunenra Poccuiickoit @enepanuu ot 30 mas 2005 1. Ne
609 «O mnepcoHaNbHBIX JAaHHBIX TOCYJIAPCTBEHHOIO TPAXKIAHCKOro ciyskamero Poccuiickoit
@enepalli M BEIEHUU €ro JMYHOro jaena» M3yunte p.8§ TumoBoro mnepedHsl yHnpaBJIEHYECKUX
JIOKYMEHTOB U ONPEENIUTh COCTaB JOKYMEHTOB JIMYHOTO Jefia pabOTHHKA.

4.Vcnionb3yst JOKYMEHTHI, pa3paboTaHHbIE HAa MPEABIAYIIMX 3aHATUSAX, CPOPMHUPYUTE JMUYHOE JENIO0
paboOTHUKA C y4eTOM YCTaHOBJIEHHBIX HOPMATHUBHBIX TpeOoBaHuM. [l chOpMHUPOBAHHOTO JUYHOTO
JIeJla COCTaBbTE BHYTPEHHIOIO OIIUCH IOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. KakoBo HazHaueHWE HOMEHKJIATYPHI JIe]T B KJAPOBOM Ciryx)0e?

2. KaxoBbl TpeOoBaHHsS K (OPMYJIMPOBKE 3aroJIOBKOB  JOKYMEHTOB IO JIMYHOMY COCTaBy B
HOMEHKJIaType Aen?

3. Tlepeuncnure cocTaB JOKyMEHTOB JIMYHOTO Jieia pabOTHUKA; TOCYAAPCTBEHHOTO CITY>KalIeTo.

4. Kak onpenenstorcst CpOKA XpaHEHUS KaJIPpOBBIX JOKYMEHTOB?

5. Kakas cimy»6a B opraHu3aiuy J0JDKHA pa3padoTaTb HOMEHKIATYPY JeJl KaJIpOBOH CITy>KObI?

6. Kakue ocoOeHHOCTH XapaKTepHbI A1 HOMEHKJIATYpPhI Je1 KaJIpOBOH CITy:KOb1?

9.2 MeToanuyeckne peKOMEHIAMH 110 NOAr0TOBKe NUCbMEHHBIX padoT

[Tucemennsie paboThl (pedepaThl, PEreH3UH) MPOSBISIIOT KaK TEOPETHUYCCKHUE 3HAHMS, TaK U
MIPAKTUYECKU HaBBIKM CTYJIEHTOB. Teopus moapa3syMeBaeT 3HAKOMCTBO C MOHATUSAMHU «IOKYMEHTY,
«MCTOPUYECKUH HCTOUHUK», <JIOKYMEHTallbHAasi MyOJUKalus» W Jp. M HUX KIacCUPHUKAUIMU.
[IpakTueckre HaBBIKM 3aKJIIOYAKOTCS TAaKK€ B YMEHUM IOATOTOBUTH Ha IPAKTUKE, B KadecTBE
MPWIOKEHU K paboTe, MOKyMEHTAJIbHYIO MyOJMKAlMio, OLUEHUTh M IPOAHATIU3UPOBATH YKe
UMEIOIIMECs U3JJaHUs, a TAK)KE TPAMOTHO M3JIOKUTh PE3yJIbTaThl CBOMX HAOIOJCHUN B COOTBETCTBUU
¢ npaBuiaMu 0hopMIICHUS KBaTU(PUKALMOHHBIX paboT.

IIpu BbIOOpEe TEMBI HCCIENOBaHMA, a TaKKe MpeaMeTa M OObEeKTa H3YyYEHHUS CIeAyeT
OpPUEHTHPOBATHCS Ha YK€ MMEIOLIUiics B 3TOM Jiene omnblT. PaGoTel mo apxeorpaduu MOTyT OBITh
MOCBAIIEHBI BOMPOCaM TEOPUH, MCTOPUM WIM METOIUKH apxeorpaduu. TeopeTHueckue acrmeKThl
CBSI3aHbI, KaK MpPaBUJIO, C TpaHMIIAMU apxeorpaduu Kak Hay4yHOH AMCUMIUIMHBI, €€ 3aJayaMH U
COOTHOILIEHUEM C APYTMMH JUCLMILUIMHAMY U HaIIPaBJICHUSAMH.

Hcrtopust apxeorpaduu BKIIOYAET aHAIU3 M3JAaHUNA MCTOYHHUKOB OIPEAEICHHBIX BUIOB WM
3MOX, WM UCTOYHHUKOB, OOBEIMHEHHBIX TeMaTHYECKH. BO3MOXKHO Takke paccMOTpEHHE BKJaga B
apxeorpa@uio OTJENIbHO B3ATOTO0 JIMIA WIN YUPEKICHUS.

MeTtoandeckre acrleKThl MOJIPa3yMEBAIOT M3YYEHHUS OTAEIbHBIX 3TAloB apxeorpapuueckoit
paboThl, TaKWX, HallpUMep, Kak Iepeaaya TeKCTa MCTOYHHUKOB WMJIM BBIOOp TecTa JUIsl IMyOJIMKAIMH.
[IpoGnembl, CBA3aHHBIE C COJCPXKAHWEM pacCMaTPUBAEMBIX H3JaHUHA (TO €CTh OINMyOJIMKOBAHHBIX
HCTOYHUKOB), TaK’K€ MOTY COCTaBJISTh NMpeAMET Juisl u3ydeHus. B onHol BbImyckHOW paboTe Ha
IIPAKTUKE BO3MOKHO COYETAHNE CPa3y HECKOJIBKUX MOJIXO/IO0B.

XpOHOJIOTMYECKHE M TeMaTHUeCKHe TpaHMIlbl MpU BbIOOpe TeMbl paboThl MO apxeorpaduu
JOCTaTOYHO IIUPOKH, YTO MO3BOJSET JOCTATOYHO JIETKO NPUOMU3UTh MX K HAyYHBIM HMHTEpecam
CTYJCHTA.
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[Ipu wanucanuu pabOTHl BHAyYane, Kak TMPaBUIO, CTYIACHT Ha OCHOBAaHHUU CBOETO
HepBOHaan'II)HOFO 3HAKOMCTBA C HUCTOYHUKAMU H HHTepaTypOﬁ nu HpI/I KOHCYJ'IBTaHI/II/I C Hay‘-IHI)IM
PYKOBOJUTENIEM ONpEaeNsieT OOIIYI0 HCCIeI0BATENbCKYI0 TpoOeMy, peIIeHHI0 KOTopoil Oyaer
MOCBSAIIEHA ero padoTa. B TekcTe 3aKOHUEHHOTO MCCIeA0BaHus Ta TpodiemMa Ao KHa OBITh BUIHA U3
Ha3BaHMs pabOThHI, ee O0BbEKTa M TIpeaMmeTa. (s yTOUHEHHUs HampaBieHUS NalbHEHIINX JeWCTBUN
CTYJICHTY CJIEIYET, C Y4ETOM BBIOPAHHOTO TEHEPATHLHOTO MyTH, 00JIee OCHOBATEIHHO MTO3HAKOMUTHCS C
WMCTOYHUKAMU ¥ JUTEPATYpPOl MO MHTEPECYIOIIUM ero mpobiemaM. Pe3ynbraToM 3TOro 3HAKOMCTBA
SBJISICTCSI COCTaBJIEHWE CTYJICHTOM IUTaHa padOThl W TPEABAPUTEIHHOTO BapHaHTAa CIHCKA
WCIOJIb30BAaHHBIX HMCTOYHUKOB U JUTEepaTyphl. M miaH, M CHHCOK COTJIACOBBIBAIOTCS C HAYYHBIM
pYKOBO,HI/ITeJ'IeM. 213J'IBHGI7HHH€ JIGfICTBI/ISI CTy,)IeHTa 3aKJIFOYAaTCA B peIHCHI/II/I IIOCTABJICHHBIX WM
3anad. [Ipy 5T0M HEOOXOAUMO YUUTHIBATH CIEIYIOIINE MOMEHTHI.

JlroGass mucbMeHHasi paboTa WMEET ONpPENeNIEHHBI COCTaB: TUTYJBHBIN JIHCT, OTJIABJICHHE,

BBEJICHUE, TJIaBbl, 3aKIIOYCHHE, CIIMCOK MCIOJIb30BAHHBIX MCTOYHHUKOB U JUTEPATYPHI, MPHUIOKEHUS
(BO3MOKHBI).
Kaxxnas coctaBHas 4acTh pabOTHl UMEET CBOIO CTPYKTYpy M CTPOUTCS B COOTBETCTBUU C HAay4IHOUH
JOoTUKOW U QopManbHBIMU TpeOoBaHUSIMH K odopmiieHHnio paboT. Hambomee crporo coOmromaroTcst
TpaJUIIMU HAMTUCAHUS BBEJEHUS, KOTOPOE TPAAMIIMOHHO MMEET CIEAYIOIIUE Pa3Aelbl: aKTyalbHOCTh
TEMBbl HCCIEAOBaHUS, WCTOYHHKU WCCIIeOBaHUs, ucTopuorpadus. PaccMoTpenme »Toro Oyoka
BBEJICHUS OmpefenseT 00BEKT, MpeaMeT, e U 3aJadd padoThl, a TakKe METONbl MCCIEIOBaHUSA,
Hay4YHYIO HOBU3HY M CTPYKTypy pa0oThl. [lopsaok pa3ienoB B HEKOTOPHIX CIIydYasx MOXET MEHSIThCS,
HO WX HaJIU4yue o00s3aTelbHO BO BBeACHUM K pabore. [lpu wu3NOXKEHHH pPe3ylbTaTOB CBOETO
WCCIIeIOBaHMs CTYJIEHT JODKEH BJIaJIeTh HEOOXOAUMON KYJIbTYpO IIUTUPOBAHUS, KOTOPasi O3BOJISET
CTPOTO OTJENSATh BBIBOJBI aBTOpa OT HaOmIOAeHUN U (PakTOB, 3a)MKCUPOBAHHBIX B HUCTOYHHKAX M
nI/ITepaType. TO.]'H)KO TaKOﬁ IoaXO0d ITO3BOJISICT BIIOJIHE OIICHUTH CTCIICHb HOBU3HBI U 3HAYUMOCTHU
paboTsl. B 3akmoueHnn Kk paboTe B 11eJ0M (a TakKe B 3aBEPIIAIONINX a03allax B KOHIIE TJIaB) JOJIKHBI
OBITh IPUBEJICHBI BHIBO/IbI, K KOTOPBIM CTYAEHT MpPHUILEN B pe3yjbTaTe MPOBeIeHHOM paboThl. BHIBOIBI
JIOJKHBI OBITH apTYMEHTHUPOBAHBI.
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