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1. TlosicHuTeabLHAA 3aNMHUCKA

1.1 [leab u 3272494 AUCUUNIMHBI

Henp quctumuivHbl «YpaBieHHe KaJIpoBOH JOKyMEHTalHel B MU(PPOBOIl SKOHOMHKEY - MOATOTOBKA
MAarucTpoOB, 3HAIOUIMX COBPEMEHHBIE TEHICHIIMM Pa3BUTHA KaJpOBOM JOKYMEHTAIMH, BIIAJICHOLINX
HaBBIKAMHU YIIPABJICHUS KaJpOBOW JOKYMEHTAIlMel ¢ MpUMEHEHUEM MPUMEHEHHUS IU(GPOBHIX
TEXHOIOTHH.

3aa4M JUCHMIUIMHBL:

AHanm3 akTyaJIbHBIX TEHICHIMNM pPa3BUTUSA CUCTEMBI KaPOBON JOKYMEHTALUH;

OmnpeneneHue BO3MOXKHOCTEH M IEPCIEKTUB IE€PEBOJA KaApOBOM JOKYMEHTaluu B
3JIEKTPOHHBINA BUJ;

XapaKTepuCTUKA MPABOBBIX AKTOB, C MPUHITHEM KOTOPBIX MEHSIOTCS MOAXO0/IbI K 0(pOpMIICHUIO
U BEICHUIO KaJIpOBOM JOKyMEHTAllMH, CHEeUU(UKH PpEeryjaupoBaHUS  3JIEKTPOHHOTO
JIOKYMEHTO000pOTa;

OnucaHue STanoB BHEIPEHMsI BJIEKTPOHHOTO JOKYMEHTOOOOpoTa B cdepe TpyIoBBIX
OTHOIIICHUH;

N3yyenne coBpeMeHHBIX TpeOOBaHMII K JIOKaJbHOMY PEryJHPOBAHHUIO  KaJIpOBOIO
JIeJIOTIPOU3BOICTBA B YCIOBUSX 3JIEKTPOHHOTO IOKYyMEHTO000pOTAa;

W3yyenne MeTOAMKM BEIEHHUS KaJpOBOIO Yy4eTa C YYETOM COBPEMEHHBIX LH(PPOBBIX
TEXHOJIOTHII;

®opmupoBaHUE yMEHHI pa3paOOTKH W BHEAPEHHUS JIOKAJIbHBIX HOPMATHBHBIX AKTOB I10
YIIPABJIICHUIO IIEPCOHAIIOM;

WN3yyenue HampaBieHuid uudpoBoi TpaHchopMmalMM TOKYMEHTOB, CBS3aHHBIX C TPYIOBOMH
JesITeIbHOCTBIO PAOOTHUKOB.

1.2 IlepedyeHb MUIaHMPYEMBbIX Pe3yJIbTATOB 00y4YeHHS MO JTUCHHUIINHE, COOTHECEHHBIX C
MHAMKATOPAMU I0CTHKEHHUs KOMIIeTeHIH i

KoMmnerennus HNHaukaTopsl KOMIIETEHUUI Pe3yabTaTrnl 00yueHust
(Ko ¥ HAMMEHOBAHME) (Ko 1 HANMEHOBAHUE)

VK-3. YK-3.1. 3HaTh: METO/Ibl PyKOBOJCTBA
Cnocoben OCYILECTBIISIET PYKOBOJICTBO paboToii KOMaHAbl, MEXaHU3MbI
OpraHu30BbIBaTh U KOJIJIEKTUBOM B cdepe cBoei B3aUMOJCUCTBUSA MEXKIY
PYKOBOIUTH paboTOM npoecCuoHaNbHOM NEATENbHOCTH | pa3IMYHBIMU YIIPaBICHYECKUMU
KOMaH/Ibl, BEIpaOaThIBast YPOBHSIMU B paMKax yIpaBJICHHUS
KOMaH/IHYIO CTPaTETuIo TPYAOBBIMU OTHOIICHUSMH
JUISL JOCTUKEHHUS YMeTb: IPUMEHATh TEOPETUUECKUE
ITOCTaBJICHHOM LIeJIN 3HAHMS YNPABIECHUS KaJpOBOI

JOKYMEHTAIMi Ha MIPaKTHKE
BJ'Ia)IeTI)Z HaBBIKaMM HCIIOJIB30BaHUA
Pa3IUYHBIX BUIOB JOKYMEHTOB H
CHACTEM JTIOKYMEHTAIINH JIJISI
obecrieyeHus: pyKOBOJICTBA
JeATeIBHOCTD TO/Ipa3 IeTICHHIH 110
YIPABICHUIO TIEPCOHATIOM

ITK-1 [K-1.2 3HaTh: IPaBOBBIC HOPMBI B chepe
Crioco6eH ocymIecTBIATh | 00ecreynBaeT B3auMoIeicTBrE yIpaBJeHUs! IEPCOHATIOM U
PYKOBOJICTBO CTPYKTYPHBIX HOJpa3aeeHuil KaJIpOBOT'O JIEJIONPOU3BO/ICTBA
ACATCIIBHOCTBIO 110 opraHuisalyu 1o BOIIpocam YMeTh: IMPUMCHATH TCOPCTUUCCKUC
JIOKYMEHTAallMOHHOMY paboThI ¢ JOKYMEHTaMH Y TIPaBOBbIC 3HAHUS MPU
00ecreyeHHIo OpraHu3alyu U OCYIIECTBICHUN

yIpaBiIeHUs JISATEILHOCTH 10 YIIPABJICHHUIO




OpraHu3alnue ¥ apxuBoM

KaJpOBOM TOKYMEHTALUEN
BiameTs: HaBbIKaMu IOCTPOEHUS
CITy>KOBI YIIPaBICHHS NIEPCOHATIOM U
JIOKYMEHTHUPOBAaHUS €€
JACATCIIPHOCTHU

[1K-4

Cnocoben
OpTraHU30BHIBATH
pa3pabOTKy ¥ BHEAPCHUE
KOPIIOPATUBHOM CUCTEMBI
AIIEKTPOHHOTO
JIOKYMEHTO0000poTa

[1K-4.1

UCIOJIB3YET B paboTe MPUHIIUIIBI
OpraHu3alMK JIEKTPOHHOTO
JIOKyMEHTOO0OpOTa, B TOM YHUCJIE
Ha MEXBEJIOMCTBEHHOM yYPOBHE

3HaTh: MOPAIOK
(YHKIIMOHUPOBAHUS
MH(POPMALIMOHHBIX CHCTEM B
TPYyIOBOH cdepe, mpaBuiia
COCTABJICHUS KapOBOM
JIOKYMEHTAallUU ¥ paboTHI ¢
JOKYMEHTaMHU T10 JINYHOMY COCTaBY
YMeTh: BBISIBIATH HAIIPABIICHUS
COBEPILEHCTBOBAHUS pabOThI
KaJ[pOBOT'0 MOJpa3AeNieHUs Ha
OCHOBE COBPEMEHHBIX
MH(GOPMALIMOHHBIX TEXHOJIOTHI.
BrnaneTs: HaBbIKaMH BHEAPEHHS
COBPEMEHHBIX MH(POPMAITMOHHBIX
TEXHOJIOTHH B pabOTy KaJpOBBIX
oJIpa3ieICHHM.

1.3 MecTo AUCHMILVINHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHOI IPOrpaMMbl

Jucuumumna «Y1paBiieHHe KaApoBOH JOKyMEHTalue B HU(POBOil IKOHOMHKE» OTHOCHTCS K
4acTH, GOpMHUPYEMOH yIaCTHUKAMU 00pa30BaTEIbHBIX OTHOIICHHUH OJT0Ka TUCIIUTIIINH y4eOHOTO IJIaHa.

JIiist  oCBOEGHUS IUCIHUILIUHBI

chopMUpOBaHHbBIC

«udpoBoe rocyrapcTBEHHOE YIIPABICHHUE.
B pesynbrare ocBOeHMSI NUCUUIUIMHBI (MOIYJIsl) (DOPMUPYIOTCS 3HAHUS, YMEHHUS U BIIaJCHUS,

HEeOOXOOUMBI  JUIA

OCBOCHUA

CJIeIYIOIIUX

KOMMYHHKAIUAMHU 3JICKTPOHHOI'O IMTPABUTECIBCTBA).

2. CrpykKTypa IMCUMIIIMHBI

(Momynsi) HEO0OXOTUMBI
B XOJIe M3Y4YCHHS IUCIMIUIUH «YTpaBiICHHE JOKYMCHTAMH B OpPTaHHU3AIUsIX),

JUCITUITIINH

3HaHUA, YMCHUA W BJIAJACHUA,

((praBJIeHI/IC AOKYMCHTHBIMHA

OO6mast TpyA0eMKOCTh TUCHUTUTHHBI COCTaBIsET 3 3. €., 108 akaeMU4ecKux 4acos.

CTpyKTypa AUCHHUILIMHBI 1)1 04HOH (opMBI 00yUYeHUs

O0bemM nuCHUIIIMHBI B (OpME KOHTAKTHOW DPAOOTHI 0OydYaromuxcsi ¢ TeAarorudecKuMu
paboTHHUKaMU U (WIM) JTUIIAMH, IPUBICKAEMBIMH K pealn3aluu 00pa3oBaTeIbHON MpOrpaMMbl Ha UHBIX
YCIIOBUSX, TIPH MPOBEICHUN YUCOHBIX 3aHITHIA:

Cemectp | Tun yueOHBIX 3aHATHIA KonnuectBo
4acoB
2 Jlekn 24
2 Cemunapbl/1abopaTopHbie pabOThI 24
Bcero: 48

O6beM TUCHUILTUHBL (MOyJIs) B (hOpME CaMOCTOSATENbHON PabOThl 00YYAIOIIUXCS COCTABISIET

60 akagemMuueckux yaca(os).




3. Conepkanue QMCHUATINHbBI

HaumenoBanme pa3jaesna
JUCIHHUILINHLI

Conep:kanue

[{udposuzamus nporeccon
yIIpaBJICHUS KaJIpOBOU
JIOKyMEHTalUEN

Va3 [Ipesunenta P® “O Crparerun pa3Butus
UHPOPMAaMOHHOTO 00mecTBa B Poccuiickoit
®enepanuu Ha 2017 - 2030 roast”. HarmonansHas
nporpamma «L{ngposas skoHomukay. Pabora
Muntpyna PO no nepesoay KagpoBOil JOKyMEHTALIMU
B JJIEKTPOHHBIN BUJ. ['OcyaapcTBeHHas OJIUTHKA B
cdepe 3EeKTPOHHOI0 KaIpOBOT0 JOKYMEHTO000poTa.
OKCHepUMEHTHI IO NEPEBOJY KaJpOBOH
JOKYMEHTallMU U TOKyMEHTAllUH, CBS3aHHOM C
TPYJOBOH AESITEIbHOCTHIO pAOOTHUKA, B JIEKTPOHHBII
Buj. Hanpasnenus nudposuszauuu B chepe
TPYIOBBIX OTHOLIEHUH. OHIalH-CEPBUCHI AJIs
KaJIPOBBIX I10JIPa3JCIICHUM.

[IpaBoBOE perynupoBaHue
BEJICHUS HJIEKTPOHHOTO
JTIOKyMEHTO0000poTa B chepe
TPYAOBBIX OTHOIIECHUI

PernamenTanus paboThl ¢ KaJipoBOM JOKyMEHTaIHEH
Ha coBpeMeHHOM dtane. [IpaBoBoe perynupoBanue
BOIIPOCOB MPUMEHEHUS 3JIEKTPOHHBIX JOKYMEHTOB B
KaJIpOBOM JIEJIONIPOU3BOJICTBE.

JlelicTBy1OIIME 3aKOHOIATEJIbHBIX 1 HOPMATUBHBIE
aKTbl, HOPMaTUBHO-METOIUYECKUE TOKYMEHTHI
(TpynoBoii konekc PO u @3, BHOCSIIIE N3MEHEHHS
B TK B Bonpocax nepeBojia KapoBOil
JOKYMEHTAIUH B 3JeKTpOoHHBIN BuI, @3 «O6
uH(popMau, HHPOPMAITMOHHBIX TEXHOJIOTHUIX U
3amuTe nHGopmaum», «O NepcoOHAIbHBIX JaHHBIX),
«O OyxrantepckoM ydere», «O0 31eKTpOHHON
noanucuy, «O rocyaapcTBEHHOM rpakIaHCKON
ciyx0e POy, [Tpasuna genonpoussoactea, [[OCTHI,
[IpodeccrnonanbHble cTaHAAPTHI U AP.).

ITpoexTsl penepanbHbIX 3aKOHOB U MHBIX MTPABOBBIX
aKTOB B c(pepe AIEKTPOHHOTO KaIpOBOT0
JOKYMEHTO000pPOTa.

DNEeKTPOHHBIA JOKYMEHTOOO0POT
B chepe TPy IOBBIX OTHOILICHUM

ITonsITHE «3IIEKTPOHHBIN KaJgpOBBIN
JIOKYMEHTO000pOoT». BeaeHune 31eKTpoHHOTo
KaJIpOBOTO JIOKYMEHTO00O0pOoTa 0e3 yO0IMpoBaHus Ha
OyMa)KHOM HOCHUTEIIE.

[Topsimok mepexosa Ha YaCTUYHBIN U MOJHBIN
KaJIpOBBII TOKyMEHTOOOOPOT.

[Tpo6GieMbl TOKaIbHOM peryiaMeHTaluu KapoBOTo
JIEJIONPOU3BO/ICTBA B YCIOBUAX 3JIEKTPOHHOTO
KaJI[pOBOI'0 JOKyMeHTooOOopoTa. BHeceHnue
M3MEHEHUH B JIOKaJIbHbIE HOPMATUBHBIE AKTHI B CBSI3U
C IEPEBOJIOM KaJIPOBOM TOKYMEHTAIINH B
ANEKTPOHHBIN BUA. [IprmMeHeHue 3J1eKTpOHHON
MOJITUCH B chepe TPYAOBBIX OTHOUICHHH.




JloKyMEeHTHPOBaHUE TPYAOBBIX
OTHOIICHHUH C TPUMEHEHUEM
U(POBBIX TEXHOJIOTUI

CoBpeMeHHbIe TPeOOBaHUSI K COCTABJICHHUIO,
0(OPMIICHUIO U MOJANUCAHUIO KaIPOBBIX JTOKYMEHTOB.
Obecnieuenue OPUANIECKON 3HAUNMOCTH KaJIPOBBIX
JIOKYMEHTOB. DJIEKTPOHHAs OANKUCH — BO3MOKHOCTH
Y OTPaHUYEHUS IPUMEHEHUS B KaJIPOBOM
JI€JI0NPOU3BO/ICTBE.

Hcnonp30BaHne IpOrpaMMHBIX IPOAYKTOB I10
BEJICHUIO KaJPOBOI0 y4eTa.

3aK/II04YEeHNE TPYAOBbIX, YUEHUUECKUX U APYTUX
JIOTOBOPOB B 3JIEKTPOHHOM BUJIE.

Benenue MHOU KapOBOM TOKYMEHTALIUH B
AJIEKTPOHHOM BHJIE.

[Topsimok BeaeHUs CBEICHUM O
TPYAOBOM AEATEIBHOCTH
pPabOTHHUKOB

TpynoBas kHIKKa pabOTHHKA U CBEIEHUS O TPYJIOBOH
JIeATETLHOCTH paOOTHUKA: HOBBIE TIPABUIIA
JIOKYMEHTHUPOBaHUS WH(OPMALIUU O TPYJOBOH
JESITCIIBHOCTH U TPYZOBOM CTa)Ke pPaOOTHHKA.

3a7a4u KaIpoBOIo MOJIpa3ACICHUs 110 PEOPraHu3alnu
MopsiIKa pabOoTHI C TPYIOBBIMHA KHIYKKAMH U
OCOOCHHOCTH BE/ICHUE CBEICHHI O TPYIOBOM
JIeATETLHOCTH pa0OTHUKOB C yY€TOM HCIIOJIH30BAHUS
COBPEMEHHBIX MH(POPMAITMOHHBIX TEXHOJIOTHA.
[MTopsimok B3anmoetictBus ¢ [leHcnoHHBIM (hOHIOM
P® no Bonpocam nepeaadu v MOIy4YEHUs: CBEJIEHUN O
TPYIOBOM AESATEIHHOCTU PAOOTHUKOB.

HoBrbie npaBmia paboThl ¢ TPYJAOBBIMH KHUKKAMH H
BEJICHUS CBEAECHUIN O TPYIOBOU JIEATEIBHOCTH.

JlokxymMeHTHpOBaHuE
JUCTaHIIMOHHON paboThI

[TonsiTre MUCTAaHIIMOHHOM (YAJICHHOM ) pabOTHI.
Bpemennas nucranimonHas padora.

[TonroroBka j10KaJIbHBIX HOPMATUBHBIX AKTOB,
PETYJIHUPYIOIIUX BOMPOCH! YAIEHHOI paboThI B
OpraHu3aliy.

Oco0eHHOCTH JOKYMEHTUPOBAHUS AUCTAHIIMOHHON
paboThl 1 0OMeHa foKkyMeHTamu. Mcmonb3oBanue
AJIEKTPOHHBIX TOKYMEHTOB IIPU JOKYMEHTHUPOBAHUU
JUCTAHIIMOHHON paboTHI.

[Topsinox mpuema Ha pabOTy TUCTAHIIMOHHOTO
pabotHuka. [Topsgok BHeCEHUST U3MEHEHUH B
TPYJIOBOH JOTOBOP C AUCTAHLIIMOHHBIM PAOOTHUKOM.
JlucuunimHapHas OTBETCTBEHHOCTh IUCTAaHIIMOHHOTO
pabotHuKa. [lopsa0k yBOJIbHEHUS! AUCTAHIIUOHHOTO
pabotHuka. OcoOble OCHOBaHHSI YBOJIbHEHUSI.
ObecnieueHue KOHTPOJIS 32 pe3yIbTaTaMU U
nporeccoM paboThl TUCTAHITMOHHOTO PAOOTHHUKA.
Y4yeT paGodero BpeMeHH MPU TUCTAHITMOHHOM padoTe.
B3auMozeicTBrue CTOPOH TPYAOBBIX OTHOLIEHUN B
3JIEKTPOHHOM cpeje.

[{upoBble TEXHOJIOTHH,
UCTIOJIb3yeMbIe IIpU padboTe ¢
KaJIpOBOM TOKYMEHTallUEH

Opranuzaiys U TEXHOJIOTUU pabOTHI C KaJpOBBIMU
JokyMeHTaMu. OnTuMu3anus J0KYMEHTAIMOHHBIX
MPOIIECCOB B KaJIpOBOi cepe.
Crenuanu3upoBaHHbIE IPOTPAMMBI U 3JIEKTPOHHBIE
pecypchl, 00ECTICUNBAIOIINE BEJICHHSI KaIPOBOTO




CXON.

JIEJIONPOU3BO/ICTBA.

DnekTpoHHBIN pecypc «PaboTta B Poccumny
DneKTpoHHBIE pecypcbl PocTpyna, mo3Bosistonue
COBEPIICHCTBOBATH PabOTy KaJIPOBBIX MMOApa3ICICHUN
Y TIO/Ipa3/ieJICHUH 1O YIIPABJICHUIO EPCOHAIOM.
[IprMeHeHne «MCKYyCCTBEHHOTO UHTEIUIEKTa) B
JIeATETLHOCTH KaJPOBbBIX MOIpa3IeIeHH.

Bonpocs! xpaneHust KagpoBoil TOKyMEeHTallUH,
CO3/IaHHOM B AJIEKTPOHHOM BHJIE.

Oco0eHHOCTH XpaHEHUS KaJpOBbIX JOKYMEHTOB B

4. OOpa3oBaTe/ibHbIE TEXHOJIOTHH

Ne HaumenoBanue pa3jaeia Buab1 yueoHoii pabotsl |O0pa3oBaTe/ibHbIE TEXHOJIOTHHI
n/n

1 2 3 5

1. |[{udposuzamus nporecco Jlexnus 1. Jlekus

YIIPaBJICHUS KaIpOBOU [IpakTuueckas 1 Huckyccus.

JIOKYMEHTalUEe [TpakTrueckas pabora
CamocTosTenbHas KoHncynpTupoBanue
pabota

2. |[IpaBoBoE perynupoBaHue Jlexuust 2 Jlekuus- npeseHTanus

BEJICHUS JIEKTPOHHOTO [IpakTrueckas 2 Huckyccus.

JOKYMEHTO000poTa B chepe [TpakTnyeckas pabora

TPYIOBBIX OTHOILICHUM CamocrosiTenbHas KoncynsTupoBanue

JIOKYMEHTAIUU pabora

3. |DnexTpoHHBIN fOKyMeHTO0O0pOT |Jlekuus 3 [TpoGnemHas nexIus
B cdepe TpyaoBeix oTHomeHnid  |[IpakTuueckas 3 Huckyccns.
[TpakTnueckas pabora
CamocTosTenbHas KoncynpTupoBanue
paboTa
4. |[lokymeHTHpOBaHUE TPYAOBbIX  |JIekuus 4. Jlekuusa — npe3eHTanus

OTHOILEHUN C TPUMEHEHUEM [IpakTnueckas 4 Huckyccus.

U (GPOBBIX TEXHOJIOTUI [IpakTuueckas pabora
CamocTtosTenbHas KoncynbTupoBanue
pabota

5 |Ilopsnok BeieHUs CBEACHUM O Jlexuus 5. Jlexuus — npezeHTanys

TPYAOBOM AEATEIBHOCTH [IpakTrueckas 5 Huckyccus.

pabOTHUKOB [TpakTuyeckas padora
CamocTosiTenbHast KoncynbrupoBanue
paboTa

6 |doxyMeHTHpOBaHUE Jleknus 6. Jlekuusa — npe3eHTanus
JUCTaHIIMOHHON pabOThI IIpakTueckas 5 Huckyccus.
[TpakTrueckas pabora
CamocTosaTenbHas KoncyneTupoBanue
pabota
7 |UudpoBbie TEXHOIOTHUH, Jlexuus 6. Jlekuus — npe3eHTauus

UCIIONIb3YEMBIE TIPH paboTe ¢
KaJpOBOM IOKYMEHTALUEN

[IpakTuueckas 6

CamocTtosTensrHas

Juckyccus.
ITpakTnueckas padbora
KoncynpTupoBanue




|pa60Ta

5. OueHka JIaHMPYeMBbIX Pe3yJIbTATOB 00y4eHHs

5.1 CucremMa onleHUBaHUA

Texymuii KOHTPOJIb OCYIIECTBIISIETCS. B BHJIE€ OLIEHOK KOHTPOJBHBIX pabOT, BBICTYIUIEHHH Ha

CCMUHAPCKUX 3aHATUAX. MakcuManbHas OIICHKA 3a BBICTYIINICHUEC HAa CCMHUHAPCKOM 3aHATHUU (He MCHEC

4 BeictyruieHnii) — 10 GamtoB. [IpoMexyTOUHBIN KOHTPOJb 3HAHWW MPOBOAUTCS B (hOPME UTOTOBOM

KOHTpOJ'ILHOﬁ pa6OTLI, BKJIIOYAIOIIEH TCOPCTUYUCCKHUEC BOIIPOChBI W MPAKTHYCCKOC 3adaHUC, U

onenusaetrcs 10 40 0amnoB.

B pesynprare TeKyniero 1 npoMeKyTOYHOTO KOHTPOJIS 3HAHUM CTYIE€HTHI ITOJTY4aroT 3a4eT.

Dopma konmponsn

Makc. konuuecmeo o6annoe

3a 00ny pabomy

Bceco

Texynui KOHTPOJIb:
- KonTponpHas padora
-ITpakTryeckoe 3aHsATHE

20 6annos 20 6annos
10 6annos 40 6annoes

[IpomexyTouHas aTTecTanus 40 b6annos
Wrorosas koHTposibHAs paboTa

(3auer)

Hroro 3a cemecTp (AMCIUILINHY) 100 6annos

OneHka «3auTeHO» BBICTaBIsIETCS OOyuwaroniemycs, HaOpaBuiemy He menee 50 6amioB B
pe3yibTare CyMMHPOBaHHs OajsioB, TOJIYYEHHBIX IMPU TEKYIIEM KOHTPOJIEC U MPOMEKYTOUHOMN
arrectanuu. [lomydeHHBI COBOKYyNHBIM pe3ysnbrar (MakcumyM 100 0amioB) KOHBEpTHUPYETCS B
TPAaJMLUHOHHYIO LKAy OLIEHOK M B LKAy OLEHOK EBpPOINENCKON CUCTEMBI MEPEHOCA U HAKOIUICHUS
kpenutoB (European Credit Transfer System; nanee — ECTS) B cooTBeTcTBUM C TaOIUIIEH:

100-0aypHAas mIkaia TpagunuoHHas mKana xana ECTS

95— 100 OTan4HO A

83 -94 B

68 — 82 Xoporo 3a4TEHO C

26 =67 Y 10BIIETBOPUTEIIHHO D

50 - 55 E
20-49 FX
0-19 HeynoBneTBopuTensHO He 3aureno B

5.2 Kpurepuu BbICTaBICHUS OLICHKHU 10 AUCIUILUIMHE

Banasl/ Ouenka no Kpurepun oneHkn pe3yibTaToB 00y4eHUs 10

Hlkana AUCHMILIHHE AUCHHUILINHE

ECTS

100-83/ «OTJIIMYHOY/ BricTaBisiercst 00ydaromemycsi, €Ciiu OH TTyO0oKo U

A, B «3a4TEHO IIPOYHO YCBOMJI TEOPETUYECKUN U TPAKTHYECKUI
(oTsin4HO)»/ MaTepHal, MOXKET POJEMOHCTPUPOBATh ITO HA 3aAHATUAX U
«3a4TEHO» B XOJI€ IPOMEKYTOYHON aTTeCTaLlUU.

OO0yyaronuiicst HCYEPIbIBAIOIIE U JOTHUYECKH CTPOHHO
n3jaraeT yueOHbIH MaTepuall, YMEET YBI3bIBATh TCOPHIO C




Banany/
HMIxanaa
ECTS

OueHka no
JUCIHUILTMHE

Kpurepun onieHkH pe3yibTaToB 00y4eHUs 10
AUCHHUILINHE

MIPaKTHUKOM, CIIPABJISETCS C PELICHUEM 3a7a4
npodecCHOHATBLHON HAMPABICHHOCTH BHICOKOTO YPOBHS
CJI0HOCTH, MPAaBUIHLHO 00OCHOBBIBAET MPUHSITHIC
peleHus.

CB00OOHO OPUEHTUPYETCS B YUCOHOU U
npodeccOHaIBHOMN TUTEpaType.

OrneHka no JUCIUIUIMHE BBICTABISAIOTCA 00y4arOIIeMycs C
Y4E€TOM PE3yIbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTeCTalUu.

Komnereniuu, 3akpeniéHuble 3a AUCHUIUIMHOM,
c(hopMUPOBaHbI HA YPOBHE — «BBICOKHITY.

82-68/

«XOpOomIo»/
«3a4TCHO
(xopom10)»/
«3a4TCHO»

BricTaBisiercst 00yJaromemycsi, €Clii OH 3HaeT
TEOPETHYECKUI U MPAKTUUECKUN MaTepua, FPaMOTHO U 11O
CYIIECTBY MU3JIaraeT €ro Ha 3aHATUSX U B XOJI€
IIPOMEKYTOUYHOM aTTECTAllMH, HE T0ITyCKasl CyIIECTBEHHBIX
HETOYHOCTEH.

OOyuaronuiics MpaBUIbHO MPUMEHSET TEOPETUUECKUE
MOJIOKEHUS TIPH PEILICHUU MPAKTUYECKUX 3a/1a4
npodeccuoHaNbHOM HAMIPABICHHOCTH PAa3HOTO YPOBHS
CJIO’)KHOCTH, BJIa/IEET HEOOXOIUMBIMH JIJIsi 3TOTO HaBbIKAMU
1 IPUEMAMHU.

JlocTaTouHO XOpOILIO OPUEHTUPYETCS B yUEOHOH U
npoeccuoHaNbHOM JUTEepaType.

OreHKa 1o JUCIUILIMHE BBICTABIISIOTCS 00YYarOIIEeMYyCs C
YYETOM PE3YJIbTATOB TEKYIIEH U MPOMEKYTOUHOM
aTTeCTallUU.

Komnerennmu, 3akpeni€éHHble 3a TUCIUTIIIMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «XOPOIIIHIi).

67-50/
D,E

«yIIOBIICTBOPUTEIH
HO»/

«3a4TEHO
(yZnoBieTBOpUTEID
HO)»/

«3aUTCHO»

BricTaBnsiercs oOy4daromiemMycsi, €Ciii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUUECKUI MaTepurall,
JIOTIYCKaeT OTJENIbHbBIE OIHMOKH NP €0 U3JI0KEHUH Ha
3aHATUAX U B XOJE IIPOMEKYTOYHOM aTTECTALMH.
OO0yuaronuiicst UCIIBITHIBAET OIpeIeTEHHbBIC 3aTPYAHEHUS
B IPUMEHEHHUH TEOPETUYECKUX ITOJI0KEHUN IIPU PELLICHUH
MPAKTHYECKUX 3aa4 NPpo(dhecCHOHATbHOM HAIPABIEHHOCTH
CTaHJAPTHOI'O YPOBHS CII0KHOCTH, BJIAJIEET
HEOOXOUMBIMU JJI 3TOr0 6a30BBIMU HABBIKAMU U
IpUEMaMHU.

JleMOHCTpHpYET T0CTaTOYHBIN YPOBEHb 3HAHUS yIeOHOM
JITEPATYPHI MO TUCLUIUIUHE.

OneHka no JUCIUIUIMHE BBICTABISIOTCA 00y4arOIIeMycs C
Y4ETOM PE3yIbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTeCTalUu.

Komnereniuu, 3akpeniéHubie 3a AUCHUIUIMHOM,
c(hopMUPOBaHbI HA YPOBHE — «JIOCTATOYHBINA.

49-0/
F, FX

«HEYIOBIIETBOPUTE
JIBHOY/
HE 3aYTEHO

BeicraBiisieTcs o0y4aromieMycs, €CJIi OH He 3HAaeT Ha
0a30BOM YPOBHE TCOPETHYECKUI M MPAKTHYESCKUIA
MaTepHal, JoMycKaeT rpyOobie OmHOKH IpU ero
U3JI0’KEHUU Ha 3aHATUSIX U B XO/I€ IPOMEKYTOUHOM




Banasl/ Ounenka no Kpurepun onieHkH pe3yibTaToB 00y4eHUs 10
Ilkana AUCLHMILIAHE AUCHHUILINHE
ECTS

aTTeCTalHH.

OOyuaronuiicst UCIIBITHIBAET CEPbE3HBIE 3aTPYAHEHUS B
IPUMEHEHUU TEOPETUUECKUX MTOJIOKEHUH ITPU PEeLIeHUN
NPaKTUYECKUX 3a/1a4 MPO(ECCHOHATLHON HAPaBIEHHOCTH
CTaHJAPTHOI'O YPOBHS CJI0)KHOCTH, HE BJIaJCET
HEOOXOIMMBIMU ISl 5TOTO HABBIKAMH M TPUEMAMH.
JeMoHCcTpHpyeT dhparMeHTapHbIE 3HaHUS Y4eOHOM
JUTEPATyPHI MO JUCLIUTUINHE.

OrneHka 1o JUCHHUIUIMHE BBICTABIIAIOTCS 00YYarOMEMYCs C
Y4ETOM PE3yIbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTeCTalHH.

KommnereHmu Ha ypoBHE «10CTaTOYHBINY, 3aKPETIIEHHbIE
3a AUCUUIIMHON, He COPMHUPOBAHBI.

5.3 OueHounble cpeacTBa (MaTepUAaJIbl) AJIs TEKYLIEr0 KOHTPOJIsl YCIIeBAeMOCTH,
NMPOMEKYTOUHOM aTTeCTANNH 00y4YaAIOIIUXCS M0 TUCHUILIHHE

Ilpumepnuie 6onpocwt 011 KOHMPONbHOU PAOGOMbL:

1. B 4em coctouT 3HaueHue KajpoBOW JTOKYMEHTALMU AJIS OPraHU3allUU, JEATEIbHOCTH
amnmapara yrnpaBJICHUs, YEIOBEKa.

2. HazoButre OCHOBHBIE TPOOJIEMBI  COBPEMEHHOM  pErilaMeHTalldd  KaJpOBOTO
JIeJI0NPOU3BO/ICTBA.

3. JlaiiTe XapaKTepUCTUKY OCHOBHBIM ITPABOBBIM aKTaM, OIPEACTUBIINM «IIH(PPOBU3ALINIO»
B KauecTBE OJJHOTO UX MPUOPUTETHBIX HAMPABICHUN Pa3BUTHUS KaJpOBOil cepsl.

4. Oco0OeHHOCTH TPaBOBOTO PETYJIMPOBAHUS NMPUMEHEHMS JIEKTPOHHBIX JOKYMEHTOB B
chepe TPyIOBBIX OTHOIIIEHUH.

S. Hasosute meponpustus Muntpyna P® no nepeBony KaapoBOW JOKyMEHTAllUUd B
3JIEKTPOHHBINA BUJ. KaknuMK mpaBOBBIMH AKTaMHW OHH PETYJIUPOBATIUCH?

6. B kakux mpaBoBBIX aKTax MPONUCHIBAJICS MOPSAIAOK IMPOBEAEHUS SKCIEPUMEHTA IO I10
HCIIOIB30BAHUIO DJIEKTPOHHBIX JOKYMEHTOB, CBSI3aHHBIX C paboToii? [[aliTe M XapaKTEepHUCTHKY.

7. Kakue npaBoBble akThl MOCJIEIHUX JET BHECIM M3MEHEHHs B TpynoBoil kogekc P,
pacIIUpuB MPaKTUKY MPUMEHEHHUS 3JIEKTPOHHBIX TOKYMEHTOB B cepe TPYIOBBIX OTHOIIEHHH. B uem
CYTb 9TUX U3MEHEHUM?

8. JlaliTe XapakTepuUCTUKY HalmoHaIbHOW mporpamme «llndposas sxonommka». Kakue
3a/la4¥, CBS3aHHBIC C Pa3BUTHEM KaapOBOH JIOKyMEHTAllUW, ObUIM OMpEAeNiCHbl B paMKax >STOM
MIPOTrPaMMBI.

9. Ha3zoBute mpoekTsl (eaepanbHbIX 3aKOHOB M MHBIX MPABOBBIX aKTOB, HAICJICHHBIC Ha
BHEPEHME B KaJPOBYIO CHEpy IMEKTPOHHOTO JOKYMEHTO000poTa. JlaliTe UM XapaKTEepUCTHUKY .

10.  KakuMm npaBOBBIM aKTOM BBEJIEHBI «3JIEKTPOHHBIE TPYAOBbIE KHUXKKW». Kaknue Bonpocsl
UX BEJICHUS B HUX OTPaXKCHBI?

11. Ha3oBute noa3aKkoHHBIE aKThI, PETYJIUPYIOLIUE BOIPOCHI BEACHUS CBEACHUM O TPYAOBOU
JeSITeIbHOCTH PAOOTHUKOB B 3JIEKTPOHHOM BUJIE.

12. Kakue mnpaBoBble aKTbl PETIAMEHTHUPYIOT BOIIPOCHI JIOKYMEHTHPOBAHHS TPYIOBBIX

OTHOILICHUH U BEICHUS KaJIpOBON NOKyMeHTauuu. Kakue u3 3THX IPaBOBBIX aKTOB KaCalOTCsl BOIIPOCOB
MpUMEHEHHS HU(PPOBBIX TEXHOJIIOTUH B paMKaX TPYIOBBIX OTHOILICHU.

Hpumepubte KOHmMpOJtbHblE 60NPOCHL ons npome.)fcymouuoﬁ ammecmauuu.:



1. Hanpasnenuss pas3BuTHs KagpoBoW cdepbl B pamMKax HAIMOHAJIBHOW MPOrpamMMbl
«IudpoBas PKOHOMUKAY.

2. JlaiiTe ompenesnieHUe MOHIATHUIO «3JIEKTPOHHBIM KaJpOBBIA JOKYMEHTOOOOPOT B cdepe
TPYIOBBIX OTHOILLICHUID.

3. OCOOEHHOCTH HCIIONIB30BaHMS AJIEKTPOHHON MOANUCH U JIEKTPOHHBIX JOKYMEHTOB B
paMKax TPYyJIOBBIX OTHOILIEHUH.

4. Kakue sxciepuMeHTBl TPOBOAMIIMCH HA TOCYAAPCTBEHHOM YPOBHE B paMKax MEpeBoja
KaJIpOBOM JOKyMEHTAIlMM B D3JEKTPOHHBIM BHA. B 4eM cyTh 3THX 3KCHEPUMEHTOB M YE€M OHH
OTIINYAIIUCH?

5. [Tpo6aeMbI FOpUANYECKON 3HAYMMOCTH IOKYMEHTOB B KaJIpOBOM JICJIONIPOU3BOJICTBE.

6. B kakux cioyuasx MOXKET MPUMEHSTHCS JIEKTPOHHAs MOAMNKCH NIPU BEACHUU KaIpOBOMI
nokyMmeHTtanuu? Kakue BUIBI 3JEKTPOHHOM MOANUCH HUCHOJB3YIOTCS ISl MOJAMUCAHUS KaJIpOBBIX
nokymMeHToB? EcTb 1 quddepeHnuanus npu UCIoib30BaHUN PA3IUYHBIX BUIOB MOANUCH?

7. [lepeuncnure OCHOBHBIE HAamNpaBICHUS COBEPIIEHCTBOBaHMS pabOTBl C KaapOBOIl
JOKyMEHTaIeH, OCHOBaHHbIE Ha IPUMEHEHUH COBPEMEHHBIX NH(POPMALIMOHHBIX TEXHOJIOTUH.

8. HazoBure ocHOBHbIE MpOOJIEMbl NPUMEHEHHS LHUQPPOBBIX TEXHOJOTHMM B pamKax
TPYAOBBIX OTHOLIECHUH.

0. Omnpenenure Ha3HAadeHUE MPOPECCHOHANBHBIX  CTaHAApTOB. OOs3aTeNbHBI  JH
npodeccuoHanbHble cTaHaapThl? Kakue naHHble U3 NpOQEeCCHOHATIBHBIX CTaHIAPTOB JOJKHBI OBITH
MpOIKCcaHbl B popme CBeJIEHUI O TPYyAOBOH 1€ATE€IbHOCTH?

10.  KakumMM HOpMAaTHUBHBIMM M METOAMYECKMMH JOKYMEHTaMH [JOJDKHBI MWJIA MOTYT
PYKOBOJCTBOBATHCSI CIIELUAIMCTHI 110 YIIPABJICHUS [IEPCOHAIIOM IPU OpraHU3alMK XPAaHEHUs KaJpOBOil
JOKyMeHTaluu. B yem coctouT cneundurka XpaHeHus 3TOH KaTeropuu JokyMeHToB? Kak 10J1KHO ObITh
OpPraHU30BAHO XPAHEHHE 3JIEKTPOHHBIX JTOKYMEHTOB I10 JIUYHOMY COCTaBy?

11.  OnumuTe MOpsAAOK pabOThl ¢ TPYJOBBIMH KHUKKaAMH PaOOTHUKOB U MOPSIOK BEICHUS
CBeZIeHUM 00 MX TpynoBoil nesrenbHOCTH. [lopsiiok BbIauu MOJIMCAHMSI CBEJIEHUH O TPYIOBOM
JESATEIIBHOCTH.

12.  Kynma, B kakoii ¢opMe M KakuM oOpa3oM NEpeNaloTCs CBEIEHUS O TPYJIOBOM
NesITeIbHOCTH PAOOTHUKOB. I'J1e OHM XpaHATCS, KaK 3TH CBEJACHUS MOXHO H3BJICUb?

13.  IlepeunciuTe OCHOBHBIE HAIIPABJICHUS IPUMEHEHUS HU(POBBIX TEXHOIOTHH B KaAPOBOM
nenornpou3BocTBe. Kakue 31eKTpoHHBIE pecypchl MOTYT ObITh HCIOIB30BAHbI IPH BEICHUH KaJpOBOH
JOKYMEHTAIlUU B 3JIEKTPOHHOM Buje?

14.  IlepeuncinuTe NpaBOBBIE AKTHI, 3aKOHOJATENIBHBIE aKThl, KOTOPBIMHU PETJIAMEHTHPYETCS
JOKYMEHTUPOBaHUE KaJIpOBOH JEATEIbHOCTU B HacTosee Bpems. Kakue n3MeHeHus: ObliIn BHECEHBI B
CYLECTBYIOIIIME IIPABOBBIE AKThl B CBSA3M C BHEIPEHHEM «DJIEKTPOHHBIX TPYIOBBIX KHUXKEK»,
«OJIEKTPOHHOTO KaJPOBOTO JOKYMEHTOO00POTa», «IUCTAHIIMOHHOHN paboThI».

15.  Ha3Barb U3MEHEHHUs B TPYJOBOM 3aKOHOJATENIBCTBE, KOCHYBILHECS TOKYMEHTALIUOHHOTO
oOecrieueHus yIpaBJIeHHs MMEPCOHAIOM 3a Tociennue 5 jeT. B ueM cyTh atux n3menenuit? Kakue u3
HUX KOCHYJIUCH BOIIPOCOB LU(POBOI TpaHCHOpMALIUU KaJAPOBOI TOKYMEHTALUNU?

16. Omnwucarb OCOOEHHOCTH JIOKAJbHOTO PETYJIUPOBAHUS BOIPOCOB JTOKYMEHTALMOHHOIO
obecrieyeHus ynpaBieHUs nepcoHasoM. Kakue BONMpOCHI OMKHBI ObITh MPOMUCAHBI B JIOKAJIBHBIX
HOPMAaTUBHBI aKTaX MpPU BHEJPEHUHU AIEKTPOHHOTO KaJpOBOTO T0KyMEHTO000pOTa?

17. Kakue nokanabHble HOpMAaTUBHBIEC aKTHI PETYIUPYIOT BOMPOCH JUCTAHIIMOHHON PabOTHI?
Kakas uadopmanms 10pKHa OBITh BKIIOYCHA.

18. [Topsimox oOMeHa >MEKTPOHHBIMH JOKYMEHTAaMU B paMKaX O(OpMIIEHUS TPYIOBBIX
OTHOIIEHUH C AUCTAHITMOHHBIMH PAOOTHUKAMHU.

19. B kxakom Bue BbI1al0TCS pabOTHUKY CBEJIEHHUS O €r0 TPYIAOBOM JAEITeTbHOCTH?

20. HazoBure hyHKIIMN KaIpOBOH CITy»KObI, CBSI3aHHBIC C TPYIOBBIMH KHUKKAMH U BEJICHUEM
CBEJICHHI O TPYJIOBOM NEATEIBHOCTH PAOOTHUKOB?

21. JlaiiTe XapakTepUCTUKY JedarenbHOCTH Muntpyga P® mno mnepeBoay KaapoBOH

AOKYMCHTallU B BHCKTpOHHBIﬁ BU.



22.  HazoBuTe TE€HAEHIMH Pa3BUTHUS CPepbl TOKYMEHTALMOHHOTO 00ECIICUEeHHUs yIIpaBICHUS
MIEPCOHAJIOM, CBSI3aHHbIE ¢ HU(POBBIMU TEXHOJIOTUAMU. J[aliTe UM XapaKTEepUCTHUKY .

6. YdeOHO-MeToaMUYeCKOE U MH(OPMALMOHHOE 00ecnieyeHUe TUCIHIINHBI
6.1 Cnucoxk HCTOYHHUKOB H JINTEPATYPbI
Hcmounuku (o6sa3amenvhbie)

Konctutynuus Poccuiickoit @enepanuu (¢ uamenenusimu Ha 30 nexabpst 2008r.). M. 2004

TpynoBoit komekc Poccuiickoii ®enepauuu ot  30.12.2001 Ne 197-®3. Ilpunsr
lNocynapcrBennoit dymoii 21 nexabpst 2001r. (B pea. ot 29.12.2010) // [DnexTpoHHbI# pecype]. — M.,
2019. — Pexxum nocryna:http://www.consultant.ru.

3akon Poccuiickort @enepanuu ot 25 oktsaops 1991 r. Ne 1807-1 «O s3BIKaxX HAPOJOB
Poccuiickoit ®enepauun» //[DnextpoHHbli pecypc]. — M., 2019. — Pexum pocrymna:
http://www.consultant.ru.

®enepanbHblil 3akoH PO o1 27.07.2004 Ne 79-D3 «O rocynapcTBEHHOM Tpa)IaHCKON CIIyx)0e
Poccuiickoit ®enepamun» (B pen. GenepansHoro 3akona ot 12.04.2007 Ne 48-D3) // [DnexTpoHHBIN
pecypc]. — M., 2019. — Pexxum noctyna:http:// www.consultant.ru.

®enepainbhblil 3akoH Poccuiickoit @eneparun ot 01.06.2005 Ne 53 «O rocy1apcTBEHHOM SI3bIKE
P®y// [Onekrponnsiit pecypc]. — M., 2019. — Pexxum nocryna:http://www.consultant.ru.

®enepanbhblil 3akoH Poccuiickoit ®enepannn ot 06.12.2011 Ne 402-D3 «O Oyxrairepckom
yuete»// [DnextponHslil pecype]. — M., 2019. — Pexxum noctyna:http:// www.consultant.ru.

Oenepanpubiii 3akoH  Poccuiickoit ®epepanuu ot 02.05.2006 Ne 59-@3 «O mnopsiake
paccMoTpeHHsi oOpaimleHuid Tpaxaan»// [DnexkTpoHHbld pecypc]. — M., 2019. — Pexum
nocryma:http:// www.consultant.ru.

@enepanbHbiii 3akoH oT 27 wurons 2006 r. N 152-®@3 "O mnepcoHanbHbIX JaHHBIX"//
[DnexTponnsIit pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

@enepanbubiii 3akoH ot 01.10.2004 Ne 125-d3 «OO6 apxuBHOM jaene B Poccuiickoit
Oenepanuny // [nekTpoHHsI pecypc]. — M., 2019. — Pexum goctyna:http://www.consultant.ru.
®enepanbHblif 3akoH 0T 29.07.2004.  Ne 98-®3  «O xommepueckoil TaitHe» // [DneKTpOHHBIH
pecypc]. — M., 2019. — Pesxxum moctyna:http://www.consultant.ru.

®enepanbHblil 3ak0H 0T 16.12.2019 Ne 439-®3 «O BHecenun usmeHeHui B TpyaoBoi KOJEKC
Poccuiickoit deneparuu B 4acTH GOPMUPOBAHHUS CBEICHHUM O TPYJIOBOM IEATETHHOCTH B DJIEKTPOHHOM
BUJICY» [DneKTpOHHBIH pecypc] /1
URL:http://publication.pravo.gov.ru/Document/View/0001201912160070

®enepanbHblil 3aK0H 0T 16.12.2019 Ne 436-D3 «O BHeceHun usMmenenuii B GenepanbHblii 3aKOH
«O06 wHAMBHIYaTbHOM (TIEPCOHMU(UIIMIPOBAHHOM) YYE€T€ B CHCTEME O00S3aTeIbHOTO IMEHCHOHHOTO
CTPaxOBaHU» [DnEeKTpOHHBIH pecypc] // URL:
http://publication.pravo.gov.ru/Document/View/0001201912160075

®enepanbHblif 3akoH "O NMpoBeIeHNH HKCIEPUMEHTA TI0 UCTIOJIb30BAaHUIO 3JIEKTPOHHBIX
JOKYMEHTOB, CBS3aHHBIX ¢ padoroii" ot 24.04.2020 N 122-D3//
URL:http://www.consultant.ru/document/cons_doc LAW_351124/

Pacniopsixenue [IpaBurensctBa PO ot 21.03.1994. Ne 358-3 «O06 obecriedeHUN COXPAaHHOCTH
JOKYMEHTOB IO JHYHOMY cocTaBy» // [DnexkTpoHHbli pecypc]. — M., 2019. — Pexum
nocrymna:http://www.consultant.ru.

Pacniopstxkenue IlpaButensctBa PO ot 23.04.1992 No 781-p «OO0 ymnyulleHUH XpaHEHUS U
WCTIOJIB30BAHUS JJOKYMEHTOB I10 JINYHOMY COCTaBy»// [DnexTpoHHsIil pecypc]. — M., 2019. — Pexxum
nocrtymna:http://www.consultant.ru.

[Ipuxa3z MunucrepcTBa Tpyaa u counanbHoi 3amuTsl PO ot 14 mas 2020 r. Ne 2401 “O06
yrBepxxaeHuH [lonoxeHnus o nmopsake NpoBeACHUs SIKCIIEPUMEHTA 110 UCII0JIb30BaHUIO AIEKTPOHHBIX
JTOKYMEHTOB, CBSI3aHHbIX ¢ paboToit” // URL:https://www.garant.ru/products/ipo/prime/doc/74170714/
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http://www.consultant.ru/cabinet/stat/hr/2019-12-18/click/consultant/?dst=http%3A%2F%2Fpublication.pravo.gov.ru%2FDocument%2FView%2F0001201912160070%23utm_campaign%3Dhr%26utm_source%3Dconsultant%26utm_medium%3Demail%26utm_content%3Dbody&c=B6349A10D31EE36F3AC3B7D0048FEBB9F372A5A930F8FAA20CB6DC6E8C10331BA56C0C863256984852D13B9F2A6AA3F1C5D3B2E9ACD96B1210CA89215A39E764111FC52F01A5EDE5E442660B7ADB2A24AC30764C009ABE766DCAD146D10996A424A3D41AA7ACC7F8F7DDCDD756E556478115E7854262030D456F2561DD9A437881ADA5F01DE8B20E4DAD5CD19F88A05D4B9227E8B1467D707D461C0F584D6B107809977604FB311C22E16A79FFEC564F
http://www.consultant.ru/cabinet/stat/hr/2019-12-18/click/consultant/?dst=http%3A%2F%2Fpublication.pravo.gov.ru%2FDocument%2FView%2F0001201912160075%23utm_campaign%3Dhr%26utm_source%3Dconsultant%26utm_medium%3Demail%26utm_content%3Dbody&c=A5D9F80616ED826E597F2D1AC1351C36DC2B1214C498D1AD74D9AA164F1CA9FE8F75FCADF2B96D7C19BBBC8BE83FBACB42CC7E5642476C8409EFFA17125A0DE2400C02F4BBAA8F7C42ED9A626A74C8348B47C8CDDF67B56BAFF80208107083FB010CD8B9656C7A900D6A547C3BE2D912FF4FE372A55E6D592006D7C01585912AC08F4DD1F7ECB13DD55FA51B89C8B7EBD796CEA7CB07465D96A16F991B9EBC9B529123BD91A7F9937A07B1068D502749
URL:http://www.consultant.ru/document/cons_doc_LAW_351124/
URL:https://www.garant.ru/products/ipo/prime/doc/74170714/

Hcmounuku (0ononnumenwvHeoie)

®enepanbhblii 3akoH PO ot 27.07.2006 Ne 149-d3 «O6 uHdpopmanuu, HHGOPMAUOHHBIX
TEXHONOTUSAX U 3amure uHpopmarum» // [DnekTtpoHHb pecypc]. — M., 2019. — Pexum
nocryma:http://www.consultant.ru.

@denepanbHblii 3akoH OT 26.12.1995. Ne 208-®3 «O06 akmuoHepHBIX oOmmIEecTBax» //
[DnexTponnsIit pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

ITpuka3 PocapxuBa ot 22.05.2019 N 71"O6 yrtBepxaenun I[IpaBun nenonpousBOICTBA B
roCy/apCTBEHHBIX OpraHax, OpraHax MECTHOro caMoyIlpaBieHus"(3apeructpupoBaHo B MHHIOCTE
Poccun 27.12.2019 N 57023). // [Dnexkrtponnwlii pecypc]. — M., 2020. — Pexum
nocryma:http://www.consultant.ru.

ITpuka3 Pocapxusa ot 20.12.2019 N 236" 06 yTBepxaenuu [lepeuns THIOBBIX yIpaBIeHYECKUX
apXWBHBIX JTOKYMEHTOB, OOpa3yIOUIMXCS B TPOLECCE JACATEIHFHOCTH TOCYJAapCTBEHHBIX OpPraHOB,
OpraHoB  MECTHOTO  CaMOYNpAaBJICHHMS M  OpraHu3aluii, ¢  yKa3aHHeM CpPOKOB  HX
xpanenus"(3apeructpuposano B Muntocte Poccun 06.02.2020 N 57449) // [DnexktponHsblil pecypce]. —
M., 2020. — Pexxum noctyna:http://www.consultant.ru.

"TOCT P UCO 15489-1-2019. Haumonanwhsiii crangapt Poccuiickoit ®denepanuu. Cucrema
CTaHJApTOB MO UH(pOpMAIH, OUOIMOTEUHOMY U U3J1aTeNIbcKOMY aeiry. MHdopMarus u TokyMeHTanusl.
VYupasnenue nokymentamu. Yacte 1 Ilonsitus m npunuunel" (yrB. Ilpukaszom Poccranmapra ot
26.03.2019 N  10l-ct). // [DnexktponHslii  pecypc]. — M., 2019. —  Pexum
nocryma:http:// www.consultant.ru.

O6wepoccuiickuil knaccupukatop npodeccuit pabounx, T0HKHOCTEN CIIyKalUX U TapUPHBIX
paspsanoB OK 016-94. M.: Muntpyn Poccuu, 1995 // [Dnextponnsiit pecypc]. — M., 2019. — Pexxum
nocrtyna:http://www.consultant.ru.

Ob6mepoccutickuii knaccudukarop uapopmaiuu o Hacenrennn OK 018-95. // [DnexTpoHHBIM
pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Ob6mepoccuiickuii  kiaccupukarop ympasiaeHdeckor mgokymentanmmuu OK  011-93. //
[DnexTpoHHsIit pecypc]. — M., 2019. — Pesxxum noctyna:http://www.consultant.ru.

OO6mepoccuiickuii  KJIacCUPUKATOP CIENUATBHOCTENH MO o0pa3oBaHui0 // [DIEKTPOHHBIN
pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

[TacnopT HanmoHanasHOU nporpammbl "Ludposas skoHoMuka Poccuiickoit @enepanuun” (yTB.
npesuguymom CoBera npu Ilpesupente PD mo crparerndeckoMy pa3BUTHIO U HAIlMOHAJIBHBIM
poeKTaMm, IpoTokoi ot 24.12.2018 N 16)

ITpuka3z Muntpyna Poccunm ot 26.03.2018 Ne 194 (pean. ot 04.05.2018) «O mpoBeaeHuun
HKCIEPUMEHTA IO TIEPEBOY B AIIEKTPOHHYIO (OPMY JOKYMEHTOB M CBEJICHHI O paOOTHHKE IO BOTIPOCAM
TpyAoBbIX oTHOIIeHui». URL: https://rosmintrud.ru/docs/mintrud/orders/1290

YaudunupoBaHHbie (HOPMBI IEPBUYHON YUETHOM JOKYMEHTAIIMH 110 YUETY TPY/a U €ro OIUIaThl,
yTrBepxkaeHHbIe [loctanoBnennem I'ockomctara PO ot 05.01.2004 Ne 1 // [DnexTpoHHBIN pecypc]. —
M., 2019. — Pexxum nocryma:http://www.consultant.ru.

KBanudukanoHHbli CPaBOUYHUK JOJDKHOCTEH PYKOBOJUTENEH, CHEIHATUCTOB M JPYTUX
ciyxamux // [DnekTpoHHBIN pecypc]. — M., 2019. — Pexum nocryna: [DnekTpoHHBINH pecypc]. — M.,
2019. — Pexxum poctymna:http://www.consultant.ru.

MesxoTpaciieBbie YKpyITHEHHbIE HOPMAaTUBBI BPEMEHHU Ha PabOThI 110 KOMIUIEKTOBAHHIO U yUETY
KaJipoB // [DnexTponHslii pecypc]. — M., 2019. — Pexxum goctyna:http://www.consultant.ru.

[lepeyeHb TUMOBBIX YINPABICHYECKUX APXUBHBIX JOKYMEHTOB, OOpa3yIOUIMXCS B MpoOIEcce
JESITEIbHOCTH TOCYJIaPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYMpPAaBIEHUS U OpraHu3aluid, ¢
yKa3aHHEeM CpOKOB XpaHeHus // [DnekrpoHHBId pecypc]. — M., 2019. — Pexum
nocrtymna:http://www.consultant.ru.

[IpaBuna opraHM3alMy XpaHEHUS, KOMIUIEKTOBAHHs, y4€Ta M HCIOJIB30BAHUS JOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit ®enepanuu W APYrUX apXMBHBIX JOKYMEHTOB B OpraHax
rOCyJapCTBEHHON BJACTH, OpraHaX MECTHOTO CaMOYIPABICHHS M OPTaHU3AIMsIX, yTBEP)KICHHBIX


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

npuka3zoM MunkynbTypsl PO ot 31.03.2015 Ne 526 // [Dnexktponnslit pecype]. — M., 2019. — Pexxum
nocryma:http://www.consultant.ru.

3akoHonpoekt Ne 1162885-7 «O BHecenun uzmeHeHuid B TpynoBoit kojekc Poccuiickoit
@enepaunu (B 4YaCTU PETYJIUPOBAHMS DIIEKTPOHHOTO JOKYMEHTOOOOpoTa B cdepe TpyIdOBBIX

otHomeHui )» //URL:https://sozd.duma.gov.ru/bill/1162885-7

Jlumepamypa (o6a3amenvnasn)

VYnopaBineHue JOKyMeHTaMd B UU(POBOH HSKOHOMHKE: OpraHM3allusi, perjiaMeHTalus,
peanu3zanust / Jlapun M.B, fukosas B.®.,Cyposuesa H.I'., TepentseBa E.B; nox pea. M. B. Jlapuna.
Mocksa: PITYVY, 2021. — 242 c. https://www.rsuh.ru/upload/main/fdta/monograph.pdf

Abynanze, . I'. JlokymeHTamoHHOE OOecleYeHne yNpaBiIeHUs MEPCOHAIOM : YYeOHHK U
MPaKTUKYM JUIsl akajiemudeckoro Oakanaspuata / 1. I'. Abynanze, U. b. Bempsbxkkuna, B. M. Macnosa.
— Mocksa : UznarensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. Akanemuueckuii kypc). — ISBN
978-5-534-00875-3. — Tekcr : oanekrponnbii // OBC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 .

brikoBa T.A. JlokymeHTalmoHHOEe oOecleueHrne ymnpaBieHHs  (IEIOMPOU3BOCTBO)
[DnexTponHbIi pecypc] : yuebHoe nmocobue / T. A. beikona, T. B. Ky3nenosa. - 2-e u3z., nepepad. u
non. - MockBa : Hnadpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

I'moroBa C.A. IlpodeccruoHanbHblil CTaHAAPT CIIELUAIKNCTA IO YIPABIECHUIO IEPCOHAJIOM B
JesITeIbHOCTH KaJpOBOH CITyk0blI [DnexkTpoHHbIi pecype] / ['moroBa Cetnana AnekcanapoBHa; C.

A. T'noroBa // YnipaBieHue JOKyMEHTalUel: npouioe, HacTosulee, Oyayuiee : marepuaisl [11-eit
MesxayHap. Hay4.-lipakT. KoH}., mocsml. namsat npod. T. B. Ky3uenosoii, Mocksa, PITYVY, 23-24
mapta 2017 r. / M-Bo oOpa3zoBanus u Hayku Poc. ®enepanuu, Deaep. roc. OI0KET. YIPEK/I. BHICIIL.
obpasoBanus "Poc. roc. rymanutapuslii yH-1", cT.-apX. MH-T, @ak. TOKYMEHTOBEACHUS U
TEXHOTPOHHBIX apX., Kad. mokymenroBenenus. - Mockga : Tepmuka.py, 2017. - C. 451-457. - Pexxum
noctymna : http://elib.lib.rsuh.ru/elib/000013004.

I'moroBa C.A. TeHaeHUMM Ppa3BUTHS KaJIpOBOIO JEJIOMPOU3BOJCTBA B PaMKax MPOrpaMMBbI
"Hudposas sxkonommka" [DnektpoHHbIN pecypc| /I'moroBa CBernana AnekcanapoBHa, CBeTiaHa
A.T'noroBa // YnpaBieHue 10KyMeHTaMU B IIUPpoBoil skoHOMHUKE. - Mocksa : PITY, 2019. - C. 98-
103. - Pexxum poctyna : http://elib.lib.rsuh.ru/elib/000013245.

Kanposoe nenonpousBonactBo: Haunnaem ¢ Hyms. Ayaur ceonmu cuiamu / 1.B. XKypasnesa,
M.B. XKypasnesa. - 2-e u3a. - Mocksa : HUL] MTHO®PA-M, 2014. - 184 c.: 60x88 1/16 + ( Homn. mar.
znanium.com). - (IIpocto, kpatko, 66icTpo). (0) ISBN 978-5-16-008986-7 - TekcT : 2MEKTPOHHBIN. -
URL: https://new.znanium.com/catalog/product/417566

[TaBnoBckas, O. FO. [IpaBoBoe obecrieueHre KaapoBOro IEIOMPOU3BOJICTBA : YUeOHOE ocooue
s By3oB / O. IO. IlaBnosckas. — Mocksa : M3garensctBo FOpaiit, 2019. — 213 ¢. — (Bricmiee
obpaszoBanue). — ISBN 978-5-534-11565-9. — Tekct : anexrponnsiii / ObC FOpaiir [caiir]. — URL:
https://urait.ru/bcode/445662 .

Jlumepamypa (Oonoarnumenvnas)

Kykapuna F0.M. CoBpeMeHHbBIE OpraHU3AMOHHBIC U PETJIAMEHTHBIC JTOKYMEHTHI: (YHKIIUU H
pasznoBuanoctH // Bectuuk PITY. 2016. No2. [DnextpoHHsIit pecypc]. — M., 2019. — Pexxum noctyna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi%202(4)-16.pdf.

Muxaitnuna .. Yopasnenue nepconanomM, 3-e uza. - Mocksa :Jlamkos u K, 2018. - 280 c.:
ISBN 978-5-394-01749-0 - Teker : 3JIEKTPOHHBIH. - URL:
https://new.znanium.com/catalog/product/415303

IMepuoanveckne u3xaHust

CnpaBounuk kagpoBuka 1999-2021. MLIDP.
Tpynosoe npaBo. 1997-2021. Top Personal.


https://sozd.duma.gov.ru/bill/1162885-7
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf

VYnpasnenue nepconanom 1997-2021. Top Personal.
6.2 IlepeyeHb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIMOHHOM ceTH « UHTEepHET»

- Caiit MunTpyna P® [OnekTpoHHbIl pecypc]. — DnekTpoH. naH. — M., cop. 2021. — Pexum gocryna:
https://mintrud.gov.ru/

- Caiit Poctpyna [DnekTpoHHbIi pecypc]. — DnekTpoH. nad. — M., cop. 2021. — Pexxum nocrtyna: http://
https://rostrud.gov.ru/

- Tapant [Onexkrtponnslii pecypc]. — OnekTpoH. naH. — M., cop. 2021. — Pexum npocryna:
http://www.garant.ru.

- Koncynprant Ilmtoc [OnekTponHbIN pecypc]. — DnekTpoH. aaH. — M., cop. 2021. — Pexxum noctyna:
http://www.consultant.ru.

6.3 IIpodeccuonanbHble 6a3bl JAHHBIX U HH(POPMAIIMOHHO-CIIPABOYHbIE CHCTEMBbI
Hoctyn k npodeccuoHanbHbIM 0a3aM JaHHbIX:
https://liber.rsuh.ru/ru/bases

NHudopmanonHbie cCipaBOYHbIE CUCTEMBI:
1. Koncynsrant Ilmoc
2. Tapanr

7. MarepuajabHO-TeXHU4YECKOe o0ecredeHne JUCHUIIHHBI (MOIYJIA)

Jns  olecniedyeHuss  TUCHUIUIMHBI ~ UCIOJB3YyeTCSl  MaTepuaibHO-TEXHHYEecKas  0aza
00pa3oBaTENbHOTO YUPEKACHHS: YUCOHBIC Ay IUTOPUH, OCHAIIIEHHBIE KOMITBIOTEPOM U TIPOEKTOPOM JIIsI
JIEMOHCTpPAIMH y4eOHBIX MAaTEPUATIOB.

MatepuraiabHO-TEXHUYECKOE 00eCTIeYeHIE CEMUHAPOB:

I[J'ISI MaTCpHAIIBHO-TEXHUYCCKOT'O o0ecrieyeHus MPAKTUYCCKOI'0 3aHATUA HCO6XO)II/IM
KOMIIBIOTEPHBIN KJIACC, MOAKIIOUYEHHBIN K ceTh THTEepHET, OCHAILIEHHBIN TPOEKTOPOM ISl SJIEKTPOHHBIX
Mpe3eHTaluii U SKpaHoM. Bce KOMIBIOTEPHI JOMKHBI OBITH CBSI3aHBI MEXIY COOOH B EAMHYIO
BHYTPEHHIOIO CE€Th ¥ OCHAIICHBI CTIEIIMAaTU3UPOBAHHBIM MPOTPAMMHBIM 00€CTIEYEHHUEM.

CocraB nporpaMmMHOIO o0OecreueHus:

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

[IpodeccronanbHble MOTHOTEKCTOBBIE 0a3bl TAHHBIX:

Hammonanwsnas snexrponnas oubdauorexa (HOb) www.rusneb.ru
ELibrary.ru Hay4nas snexktponHas 6ubianoreka www.elibrary.ru
OnexTpoHHas 6ubnuorexka Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

PO NN R =

WHudopmanroHHbIe CIIPaBOYHbIE CUCTEMBI:
1. Koncynsrant [Liroc



2. Tapanr

8. Oofecneuenue 00pa3oBaTeIbHOIO NMpoLEcca IS JUL ¢ OTPAHNYEHHBIMH BO3MOKHOCTSAMH
310POBbSl U MHBAJINI0B

B xone peanuzanuy JUCHMIUIMHBI HCHOJB3YIOTCA CIEAYIOLINE TOMOJHUTEIbHBIE METOJIbI
00y4YeHHs, TEKyIIeTO KOHTPOJS YCHEBAEMOCTH W TPOMEXKYTOYHOH aTTeCTallid OOYyYarolmuxcs B
3aBHCUMOCTH OT UX MHAMBHYaJIbHBIX 0COOEHHOCTEH:

® Ui CJIETBIX W CIa0OBHIAIINX: JIEKIUH O(GOPMIISIOTCS B BHJE DJIEKTPOHHOTO JOKYMEHTa,
JOCTYITHOTO C TIOMOUIbI0 KOMIIBIOTEPA CO CHELUAIU3UPOBAHHBIM HPOTPAMMHBIM OOECIeUCHHEM;
MMUCHMEHHBIC 3a/IaHUSl BBHITIOHAIOTCS Ha KOMITBIOTEPE CO CHEIHATH3HMPOBAHHBIM IPOTPAMMHBIM
o0ecrieyeHueM WM MOTYT OBITh 3aMEHEHbl YCTHBIM OTBETOM; OOECIeYMBAaeTCs WHIUBHIYaTIbHOE
paBHOMepHOe ocBemieHne He MeHee 300 IOKC; NIl BBIMOJHEHUS 3aJaHUS TPH HEOOXOJAMMOCTH
MIPEJOCTABIIAETCS YBEIUUMBAIOIIEE YCTPOWCTBO; BO3MOXKHO TaKXe HCIOJIb30BaHUE COOCTBEHHBIX
YBEIMYHBAIOIINX YCTPOHUCTB; MUCHbMEHHBIC 3aJaHUs O()OPMIIIOTCS YBEIIMICHHBIM MIPU(TOM; SK3aMEH
1 3a4€T MPOBOAATCS B YCTHOM (pOpME MIIM BBITIOJIHAIOTCS B MMCbMEHHOM (hopMe Ha KoMIbIOTEpeE.

® IS TIYXHX U CITA00CIBIIIANINX : JISKIIUU 0(OPMIITIOTCS B BUAE dJIEKTPOHHOTO JOKYMEHTA, JTHO0
MIPEJOCTABIACTCS 3BYKOYCHJIMBAIOIIAS alapaTypa WHAMBUIYAJIbHOTO IOJB30BaHMS;, MUCbMEHHBIE
3aJaHus BBITIOJHSIOTCS Ha KOMITBIOTEpPE B NMHCHMEHHOH (opMme; dK3aMEeH W 3a4€T MPOBOMATCS B
MUCbMEHHOM (hopMe Ha KOMIIBIOTEPE; BO3MOXKHO IIPOBeIeHUE B (DOpME TECTUPOBAHUS.

® Ui JIWII C HApyIICHHSIMH OTIOPHO-BUTATEILHOTO armapaTa: JISKIIUH O(OpPMIIIOTCS B BUJC
JIEKTPOHHOI'O JIOKYMEHTa, JOCTYIMHOTO C TIIOMOLIbI0 KOMIBbIOTEpA CO CHELUAIU3UPOBAHHBIM
MpOrpaMMHBIM ~ OO€cClieueHHueM; IHChMEHHBIC 3a/IaHUsl  BBINOJHSIOTCS HAa KOMIBIOTEPE CO
CHELMATU3UPOBAHHBIM MPOTPAMMHBIM 00€CIIEUeHUEM; IK3aMEH U 3auéT MPOBOJATCS B YCTHOM hopme
WM BBITIOJTHSIOTCS B MIUCBMEHHOM (hopMe Ha KOMIIBIOTEpE.

[Ipu HEO0OX0AMMOCTH MPETyCMAaTPUBAETCS YBEIMUCHUE BPEMEHH IS [TOJITOTOBKH OTBETA.

[Iponienypa mpoBeeHHsT MPOMEKYTOYHOM aTTECTAIK U 00yJaIOIIUXCSl YCTaHABIMBACTCS C
yu€TOM MX MHAMBHIYaJbHBIX MCUXO(U3NYecCKX ocoOeHHOCTe!. [IpoMexxyToUHas aTTecTalus MOXKET
MIPOBOJIUTHCS B HECKOJIBKO ITAIIOB.

[Ipu npoBeneHUH MpoLENypbl OLEHUBAHHUS pPE3yJIbTaTOB OOyuUeHHs IpeaycMaTpUBaeTCs
WCTIOJIb30BaHNE TEXHUYECKUX CPEACTB, HEOOXOIUMBIX B CBSI3U C MHIMBHIYyaJTbHBIMH OCOOCHHOCTSIMHU
oOyyaromuxcs. OTH CpeACTBa MOTYT OBbITh IPENOCTABICHbl YHUBEPCUTETOM, WIH MOTYT
WCTIOJIB30BATHCS COOCTBEHHBIE TEXHIHUECKUE CPEICTBA.

[IpoBeneHue npouenypsl OLIEHUBAHMS PE3yJIbTaTOB O0YUYEHMs JOIMYCKAeTCsl ¢ MCIOJIb30BaHUEM
JMICTAaHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHH.

ObecneunBaeTcst AOCTYN K HMH(MOPMAlMOHHBIM U OubimorpaduyeckuM pecypcam B CETH
WuTepHeT uist Kaxxaoro odydatonierocs B popMax, alaiTHPOBAHHBIX K OTPAHUYCHHUSM HX 370POBbS U
BOCIIPHSTHS UHPOPMALIUU:

® IS CJETbIX W CIA0OBUISAIIMX: B IeYaTHOW (popMe yBeTWUEHHBIM MPUPTOM, B (Popme
3JIEKTPOHHOI'0 IOKYMEHTa, B (hopMme ayanodaiina.

® IS TIIyXUX U cIa0O0CTHbIIIaNuX: B IeyaTHoi Gpopme, B popmMe dIIEKTPOHHOTO TOKYMEHTA.

® 111 00y4aIOIIMXCsl ¢ HApYIIEHUSIMH OTMIOPHO-JIBUTATEJILHOTO almnapara: B rne4atHoi ¢opme, B
(hopMe TEKTPOHHOTO JOKYMEHTa, B (hopme ayamodaiina.

VY4eOHbIE ayIUTOPHHM JJISi BCEX BHJOB KOHTAKTHOM W CaMOCTOSITETIBHOH paboThI, Hay4dHas
OnOIMOTEKA M MHBIE IIOMEIEHUS U 00yUeHHUS OCHAILICHBI CIICIIHATbHBIM 000PYA0BaHUEM H YI€OHBIMU
MECTaMH C TEXHUYECKHMHU CPEACTBAMHU O0YUCHUS:

® Ui CJENbIX U CIabOBUAALIMX: YCTPOMCTBOM JJIsi CKAHMUPOBAaHUS M YTeHUs ¢ Kamepoil SARA
CE; nucnuieem Bpaitna PAC Mate 20; npunatepom bpaiinsg EmBraille ViewPlus;

® Uil TIIyXUX M CIa0OCIHBIIIANINX: AaBTOMATU3MPOBAHHBIM pabOYMM MECTOM sl JIFONIEH ¢
HapyIIeHHEM CITyXa U cIa00CbIIIaNNX; aKyCTUIECKUN YCUITUTENb U KOJIOHKH;



® 11 OOy4arolMXcs C HapYUICHUSIMH OMOPHO-IBUTATEIBLHOTO ammapaTa: IMepeABHKHBIMH,
peryiupyeMbiMu 3proHomudeckumMu naptamMmu CU-1; KOMIBIOTEpHONH TEXHUKOW CO CHEIUaJIbHbIM
MPOrPaMMHBEIM 00€CTICUeHUEM.

9. MeTtoauyeckue MaTepHaIbl
9.1 IliaHbI NPAKTHYECKUX 3aAHATHI

3ansartue 1-2.

PersamenTanus ynpapjieHusi KaApOBbIMHU JOKYMEHTAMU

Lens 3anastus: [IpoaHanu3upoBaTh ¥ CUCTEMATH3UPOBATH HOPMATHBHYIO 0a3y, peryJIUpPYIONIYIO
BOIIPOCHI JIOKYMCHTAIIMOHHOTO OO0CCIICUEHUsI YIPABICHUS TEPCOHAIOM, CHOPMUPOBATH HABBIKH
COCTaBJICHUS U 0(DOPMIICHHS JIOKATHHBIX HOPMATUBHBIX aKTOB, PETJIAMEHTHPYIOIIUX BOMPOCH PaObOThI
C DJIEKTPOHHBIMH JOKyMEHTaMHU B paMKaxX HHU(POBBIX TEXHOJIOTHUH.

dopma npoBeeHUs — MpaKTU4YecKas padoTa, AUCKYCCHSs.

3agaHus:

1. [Ipoananu3upoBaTh JOPOXKHYIO KapTy MNOpOrpaMMbl U MACHOPT HALUMOHAIbHOU
nporpammsbl «{udpoBas S3KOHOMHUKA», BBISIBUTH HAPABICHUS Pa3BUTHS CPEPHI YIIPABICHUS KAAPOBOM
JIOKYMEHTAUEH.

2. [Ipoananu3upoBaTh MPaBOBBIC AKTHI, MOCBSIIEHHBIE MPOBEACHUIO IKCIIEPUMEHTOB IO
MepeBoAy KaJApOBOW JOKYMEHTAIlMHM B JJCKTPOHHBIA BHJ, BBIABUTH UX OCOOCHHOCTH, MPOBECTH
CpaBHEHHE yCIIOBUI MPOBEACHUS IKCIIEPUMEHTOB.

3. [IpoananuszupoBath TpyaoBoil kojaekc PD, BBISIBUTH CTAaThU, PETYIUPYIOIIUE BOMPOCHI
npUMEHEHHUs TU(GPOBBIX TEXHOJIOTHIL. B paMKax TPYIOBBIX OTHOIICHUH.

3ansTue 3-4. JJIEeKTPOHHBIN JOKYMEHTO000pOT B cepe TPYAOBbIX OTHOLLICHUH

Hens 3ansatus: CdopMupoBaTh y  CTYyIEHTOB TIOHUMAaHHE CYTH  «DJEKTPOHHOTO
JOKYMEHTOO00pOTa», BBISIBUTH CHEIHU(HUKY 1TOTO MOHATUS B TPYAOBOH cdepe, oXapaKTeph30BaTh
MOAXObI K paboTe ¢ KaJAPOBBIMU JOKYMEHTAMH B 3JIEKTPOHHOM Cpeie.

dopma npoBeieHUs — MpaKkTU4ecKas paboTa, AUCKYCCHUS.

3amaHus:

1. [Ipoanamm3upoBate TK P®, BbIIBUTE coOCTaB  00s3aTENbHBIX  JOKYMEHTOB,
oQopMIIIEMBIX B XOJ€ TPYIOBBIX OTHOILIEHUH. YCTaHOBHUTH, Kakhe JOKYMEHTBI, H3JaBacMbIe
KaJIpOBBIMHU CITyK0aMU, HE SBISIOTCS C TOYKU 3PEHUS MPABOBBIX HOPM, 0Osi3aTenbHBIMU. Chenarb
BBIBOJIbI O TIOJANMUCAHUH 3TUX JOKYMEHTOB U BO3MOKHOCTHU UX BEACHUS B AJICKTPOHHOM BHJIE.

2. [Ipoananm3upoBaTh  3aKOHOMPOEKT  (3aKOH) 00  JJIEKTPOHHOM  KaapoOBOM
JNOKyMeHTooOopoTe. JlaTh oOIpeneiaeHue 3TOr0 MOHSATHSA, pa3joXKUTh €ro Ha COCTaBJISIOLIUE.
Onpenenutb, KakuM 00pa3oM OyAET OCYLIECTBIATHCS OOMEH JOKYMEHTaMH B paMKax TPYJIOBBIX
OTHOIIEHUH C TPUMEHEHUEM ITU(DPOBBIX TEXHOJIOTHA.

3. M3yunth snekTpoHHBIH pecypc «Pabora B Poccum», M3yuuTh CTPYKTypy caiita u
MPEeIOCTaBIIeMbIE BO3MOXKHOCTH Juisi  paboronmateneid u  paboTHukoB. [IpoananmusumpoBathb
3aKOHOIIPOEKT (3aKOH) M CHeNaTh BBIBOJA O MPHUMEHEHHE 3TOTO pecypca B paMKax 3JIEKTPOHHOTO
KaJpOBOr0 JOKYMEHTOO00POTa.

4. N3yuute anexkTpoHHbIe pecypca PocTpyna M BBISBUTH HHCTPYMEHTHI, MO3BOJISIOIINE
COBEPILIEHCTBOBATH pabOTy IO YNPABICHUIO KaJIPOBOU JOKYMEHTAIUEH.

3ansrtue S. Ilopsiaok BeaeHUsI CBeACHUH 0 TPYAOBOii 1eATEJIbHOCTH PAa00THUKOB



Llenb 3aHATUS — TONYYUTh HABBIKM BBISBICHMSA, WU3BJIEUCHUs, (pOpMUPOBaHUS, Mepesadn U
XpaHEeHHUs CBEICHUH O TPYI0BOH IESTENFHOCTH pabOTHHKA.

dopma npoBeieHNs — MpaKTHIecKas paboTa, JUCKYCCHSL.

3anaHus:

1. M3yunte TK PO u ®3 «O BHecennn m3MeHeHU#M B TpymoBoit komekc Poccuiickoit
®enepanun B 4actu (HOPMUPOBAHMS CBEICHUH O TPYAOBOW JEATEIBHOCTH B JIEKTPOHHOM BHIEY,
OIIPENICNIUTh MOHATHE «CBEAEHUS O TPYIOBOM NEATENBbHOCTH», YCTAaHOBUTh MX COCTaB, OINpPEICIINUTh
MOPSAA0K PaOOTHI C TaHHBIMHU CBEJICHUSMU.

2. N3yunth opMBl IpeCTaBICHUs CBEACHUIN paOOTHHKY, pecTaBieHus B [leHCHOHHbII
¢oun POD. BouiButh ocobenHocTH 3amonHeHHs ¢opmbl. Crenars BBIBOA 00 OoTauMuuu (Gopm oT
OyMaKHBIX TPYJOBBIX KHI)KEK. 3allOTHUTH Ha ce0s oHy 13 popM.

3. Nzyunts npodeccnonanbablii cranaapT Crenuanucra Mo yIpaBIeHUIO MEPCOHATIOM U
Ha €ero mpuMepe YCTaHOBHUTH MOPSAIOK MPOCTABICHHS KOJOB KBaIM(UKAIIMKU B CBEACHUAX O TPYJIOBOM
NESITeIbHOCTH.

4. Bb1sBUTH HOPMBI 110 paboTe CO CBEACHUSIMU O TPYIOBOH NEATEIBHOCTH U CIENATh BEIBOJ
0 HE0OXOAMMOCTH JIOKAJIbHOTO PEryJMPOBaHUS 3TOTO BOBIIPOCA, CAENATh BBIACPKKH M3 JIOKAIBHBIX
HOPMAaTUBHBIX aKTOB C Y4ETOM 3THUX HOPM.

S. N3yunth snektpoHHble cepBUCHl [lencnonnoro ¢gonma PD u cnenats BbIBOJ 00 HX
MPUMEHEHUH B paMKax BEJCHHS CBEACHUIN O TPYIOBOM EATEILHOCTH pAaOOTHHUKOB.

3ansaTue 6. lokyMeHTHpPOBaHHE JUCTAHIIHOHHOMH PadoOTHI

Lenb 3aHATUSA — U3YYUTh OCOOEHHOCTH JOKYMEHTUPOBAHUS TUCTAHIIMOHHOM paboThl, cenaTh
BBIBOJ] 00 MCIOJIb30BAHNY JIEKTPOHHBIX JOKYMEHTOB U 0OMEHa UMHU B paMKax TPYIOBbIX OTHOLICHUH,
0(OpMIIEHHBIX Ha y/aJI€HHOW OCHOBE.

dopma npoBeieHNs — MpaKTHUecKas paboTa, JUCKYCCHSL.

3agaHust:

1. Nzyunts rnaBy 49.1 TK PO, cnenats BbIBOJI 00 0COOEHHOCTSIX TPYIOBBIX OTHOLICHHUH,
OCYIIECTBIISIEMBIX Ha YCIOBHSX TUCTAHIIMOHHOW pabOTHl. BBIIBUTH 0COOCHHOCTH JOKYMEHTUPOBAHUS
TPYOBBIX OTHOILICHHH.

2. Onpenenuth MOpsIOK OOMEHa KaJIpOBBIMH JOKYMEHTaMH MEXIy paOOTHUKOM U
paboToznareneM B paMKax AUCTAaHIIMOHHOM pabOThl. Y CTaHOBUTh OCOOEHHOCTH MOITUCAHUS Pa3IMYHbIX
BUJIOM JJOKYMEHTOB.

3. VYcTaHoBUTH cocTaB MH(OpMaIUK, KOTOPYI0 HeoOxoaumo BHecTH B JIHA npu BBeneHuun
BPEMEHHOW AMCTAHIIMOHHON paboThl M 3aKIIOYEHHUU TPYJIOBBIX JIOrOBOPOB HA MOCTOSHHOW OCHOBE.
PazpaboTarh COOTBETCTBYIOLIH JTOKAJIbHBII HOPMAaTHUBHBIH aKT.

9.2 MeToauyecKue peKOMEeHIAlMH 0 MOAr0TOBKE MUCbMEHHbIX PadoT

[ToarotoBka pedepara MO3BOJAET 3aKPENUTh TEOPETHUECKUE 3HAHUSA MO JUCHUIUIMHE,
npuoOpecTH HABBIKM CAMOCTOSITEIHLHOTO YIITyOJIEHHOTO M3y4YeHHs! OJHOTO W3 pa3nenoB Kypca. Ilpu
MOATOTOBKE pedepaTa CTYIEHTHl IONYy4YalOT HABBIKM W yMeHUE paboTaTb C HCTOYHUKAMU H
JUTEPATypOd, aHATU3UPOBATh (DAKTHl U JAHHBIC CIICIUATBLHON JINTEpaTyphl, U3JaraTh NMPOYHUTAHHOE
COBPEMEHHBIM NMPO(PECCUOHAIBHBIM SI3bIKOM.

Pedepar momken ObITh OopMIIeH B COOTBETCTBUH C TPEOOBAaHUSAMH, TPEIBSIBISICMBIMU K
MOATOTOBKE U 0()OPMIICHUIO HAYYHBIX PadoT.

Pedepar Briarouaer:

- TUTYJIbHBIHN JIUCT;



- OIJIABJICHMUE;

- BBEJ/ICHUE;

- OCHOBHYIO 4acTh (TeMaTH4YeCKHe pa3/iebl);

- 3aKJII0YECHHE;

- CIIUCOK UCIOJIb30BaHHBIX NICTOYHUKOB U JIUTEPATYPBHI.

O6nem pedepara - 15-20 ctpanur Tekcta (mpu Habope uepes 1,5 uaTepBaiia U pazmepe mpudTa
13-14). Pedepar nuiercst Ha OJHON CTOpPOHE CTaHIapTHOrO JucTa Oymaru popmata A4 (210x197mm).

Crpanuibl pedpepara HyMepyIOTCS apaOCKUMU udpamMu Ha BEPXHEM I10JI€ JTUCTA, 0€3 KaBBIYCK,
negucoB U IPYruX 3HAKOB MpenuHaHus. TUTYIBHBIHN JIMCT U OTJIaBlIeHUE HE HyMEPYIOT, HO BKIIIOYAIOT
B 001wt 006eM pedepara.

HayuHo-cripaBouHbIi anmapar pedeparta BKIOYAET CHHCOK WCTOYHMKOB U JIUTEPATYpPhl H
MOJICTPOUYHbIE CHOCKHU. [loACTpOUHbIE CHOCKHM MCIOJB3YIOTCS BO BCEX CIIy4asiX LIUTUPOBAHUS B TEKCTE
pedepaTa nMpaBOBBIX AKTOB, JOKYMEHTOB, IPOU3BEICHUN aBTOPOB MOHOrpadui, crareil, y4eOHHKOB,
y4eOHBIX TOCOOUH, a TaKKe MPU HUTUPOBAHUU CTAaHIAPTHBIX ONpPEEICHUI TEPMUHOB U NMOHATHH. Bee
npuBoauMble B pedepare ¢dakThl, HUQPHI, AaThl, KOHKPETHHIC JAHHBIE TAKXKE JOJKHBI OBITh
MOATBEPKIEHBI TOACTPOYHBIMU CHOCKaMH.

CHOCKM HYMEpyHOT B Ipelenax OJHOW CTpaHUIbl apaObCKUMU LU(ppaMu, TEKCT CHOCKU
pa3MeIAroT MO OCIEIHENH CTPOKOU TEKCTa



