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1. llogcHuTEIBLHAA 3aNIMCKA

1.1 Heab n 32124 AUCUMILIIHHBI

I_Ie.]'[]) AUCHUIIJIMHBI:

JIOKYMEHTAIMOHHOM O0€CIIeUeHUH YIIPaBJICHUS [IEPCOHATIOM

3agauu:

1. M3yuuts cuctemMy AOKYMEHTALMH 10 JINYHOMY COCTaBYy

2. U3yuuth mnpaBuia U METOJbI

NINEepCOHAJIOM B OpTraHHU3allun

[98)

W3yunuth npaBuia ydyera nepcoHalia B OpraHu3aiuu

dbopMupoBaHHEe Yy OOYYAlOMIMXCS CHCTEMHBIX TMPEACTABICHUN O

JIOKYMEHTAIMOHHOTO COIPOBOXK/ICHUS YIPaBICHUS

4. HOHy‘-II/ITL HaBbBIKKM OOKYMCHTAMOHHOT'O COIIPOBOXIACHUSA YHPABJICHUA IMCPCOHAJIOM U
ydeTa IepcoHajja B OpraHu3ainuu

1.2 IlepeyeHb MIAHUPYEMBbIX Pe3yJbTATOB 00y4YeHHsI M0 IMCHUIJINHE, COOTHECEHHBIX €
HHAUKATOPAMHM JOCTUKEHUSI KOMIIEeTeH N

Komnerenuus
(koA 1 HAMMEHOBaHUE)

Nuaukaropsl
KOMIIETEeHI NI
(Ko M1 HANMEHOBAHHE)

Pe3yabTarnl 00yyeHus

OIIK — 4

CnocoGHoCTh MPUMEHSITh
COBPEMEHHBIE  TEXHOJOTMU U
METO/IbI OIepaTUBHOTO
yIpaBJieHUs TEPCOHAJIOM, BECTH
JIOKYMEHTAIlMOHHOE

COIMPOBOXKACHHUEC U YUCT

OIIK- 4.2
CriocoOHOCTh
JIOKYMEHTAIMOHHOE
COIPOBOXKIICHHE
yIOpaBIeHUST MEPCOHAIIOM U
ydeT IepcoHaa

BCCTH

3HaTh:

-CUCTEMY  JTOKYMEHTAaIllUH
IO JINTYHOMY COCTaBY
-TIpaBUIIa n METOIbI
JIOKYMEHTAI[MOHHOTO
COTIPOBOXKICHUS
YIPABJICHUS EPCOHATIOM
-IIpaBWJIa y4eTa nepcoHaia
YMmeThb:

-BECTH JOKYMEHTAI[MOHHOE
CONPOBOXKICHUE
YIPABJICHUS TIEPCOHATIOM
-BECTH y4eT MepcoHasa
Buaagern:

-HaBBIKAMHA BEJICHHUS
JIOKyMEHTAIMOHHOTO
COMPOBOXKIACHUS

yIpaBieHUs EPCOHATIOM
-HaBBIKAMH y4e€Ta
nepcoHana

1.3. MecT0 AHUCHHUILIUHBI
NMPOrpamMMblI

(Moayssi) B CTPYKType OCHOBHOH o0o0pa3oBaTebHOM

Jucnuminza «J{oKyMeHTallMOHHOE 00eCIIeUeHHE YIPABICHHS IEPCOHAIOM) OTHOCHUTCS K
00513aTeNIbHON YaCTH TUCIHMILUINH y4eOHOTO IJIaHa.
JInst ocBOGHMS TUCHUIUIMHBI HEOOXO MBI 3HAHHS, YMEHUS U BIIAICHUS, COPMUPOBAHHBIE
B XOJ/Ie U3yYEHUs CIEeAYIOMUX TUCHMIUIMH: «KaapoBas MOJUTHKA U KaApOBOE TNIAHUPOBAHUEY,

«OCHOBBI yIIpaBIlIeHUS IEPCOHATIOM.

B pesynprare OCBOEHHS IUCHUIUIMHBI (OPMHUPYIOTCS 3HAHUS, YMEHHUS M BIIAJCHUS,




HCOGXOIII/IMBIC AJI1 U3YUCHUA CIICAYIOMUX AUCHUIUIMH U IIPOXOKACHHUA MTPAKTUK: «TexHomoruu

YIPABJICHUS

HIEPCOHAIIOM),

yIpaBJIEHUS IEPCOHATIOM.

2. CTpyKTypa IMCUMILIUHBI

«Tex"onoruun
FOCYJapCTBEHHOTO M MYHHULMIAJIBHOTO YIPABICHUS,

yOpaBleHUS  TMEpPCOHAJIOM B OpraHax

((ABTOMaTI/IBI/IpOBaHHBIC CHUCTCMBI

OO6mas TpyA0€MKOCTh AUCIUIUIMHBI COCTaBIsET 3 3.€., 108 akameMuueckux 4acos.

CTpyKTypa JTUCHUIIMHBI JJIs1 04HOI (pOpMBbI 00yUeHUsI

O0beM aUCIUTUIMHBI B (hOpME KOHTAKTHOW PA0OTHI OOYyYaromuxcs ¢ MeJaroru4ecKuMu

paboTHUKaMU U (WJIM) JIMLAMU, IPUBJIEKAEMbIMU K peaiu3aluy o0pa3oBaTelbHON MpOrpaMMbl
Ha WHBIX YCJIOBUSX, IPU MPOBEICHUN YUEOHBIX 3aHATHHA:

Cemectp | Tun yueOHBIX 3aHATHIA KonnuectBo
4acoB
Jlexun 20
CeMuHapb1/1a00paTOPHBIE PAOOTHI 22
Bcero: 42

O0beM AUCHUIUTMHBI B (pOpME CaMOCTOSTENBHONW PabOThl OOYYAOIIMXCS COCTaBIsAeT 48

aKaJIeMMYECKUX YaCOB, KOHTPOJIb 3HaHMM (9K3aMeH) — 18 Jacos.

3. Conep:xxanue QU CHUATITAHBI

Ne HaumenoBanmue pa3aeia Conepxanue
AUCHMILINHBI

1 | ducuuniauHa IIpenmer, 3aj7a4u, COJZIEpKaHNE JYCIHUTIIIMHBI
«JloOKyMEHTallMOHHOE «JlOKyMEHTalIMOHHOE obecrieueHue YIIPaBJICHUS
obecrieueHue YIIPABIICHUS | IEPCOHAIOM B opraHax roCyIapCTBEHHOU "
IIEPCOHAJIOM B OpraHax | MyHULIHUNAIbHON BIACTI.
roCy/1apCTBEHHOM 1 | OCHOBHBIC TIOHATHS: JOKYMEHT, KaJIpoBasi JOKYMEHTAIIHS,
MYHULUIAIBHON BIACTU» U | JOKYMEHTHUPOBAHHE TPYAOBBIX OTHOILIEHUH,
€€ MECTO B CHCTEME HAyYHBIX | JOKYMEHTAIIMOHHOE obecrieueHue YIIpaBJICHUS
3HAHUU IIEPCOHATIOM.

XapakTepUCTHKa COBPEMEHHOM CHCTEMBl  KaJpOBOU
JOKyYMEHTaluu. B3auMOCBs3b MPOLECCOB yIPaBJICHUS
MEPCOHAJIOM  C COCTaBOM M TMOPSIAKOM (OPMHUPOBAHUS
CHUCTEMBI JOKYMEHTAMU [0 JIMYHOMY COCTaBy B OpraHax
rOCyIapCTBEHHOW U MYHUIIMITAJIbHOM BJIACTH.

2 | [IpaBOBO€ 1 HOpPMATUBHO- 3aKOHOIaTeNIbHbIE, HOPMATHUBHO-ITPABOBBIE AKTHI,
METOJIMYECKOE 00ECIIeYCHHE | HOPMAaTUBHO-METOAMYECKUE JOKYMEHTHI B 00JaCTH
paboThI ¢ JOKYMEHTaMH B JIOKYMEHTAIMOHHOTO 00eCIIeUeHNUs yIpaBICHUS
OpraHax rocyJapCTBEHHOW U | IEPCOHAJIOM B OpraHax rocy1apCTBEHHOU U
MYHULHUIIAJBHON BIaCTH MYHUIIUIIAJIBLHON BJIACTH: Kilaccuukanus, oOmas

XapaKTEePUCTHKA.

TpynoBoii koaekc Poccuiickoit @eaepanuy Kak OCHOBOM
IIPaBOBOM aKT, OMNPEACIAIONIMN COCTaB U IOPSAOK
oQOopMIIEHHS TOKYMEHTOB I10 YCTAHOBJICHUIO TPYAOBBIX
OTHOIICHUI U TPYAOBOM JEITEIHbHOCTH PAOOTHHKA.




3aKOHOAATEIbHBIE AKTHI O IOKYMEHTUPOBAHUH OTIEJIbHBIX
CTOPOH TPYJIOBOW NEATEIBHOCTH Pa3IUYHBIX KaTeropui
pabOTHUKOB OpraHoB roCy/AapCTBEHHOU u
MYHMIIMIIAJIbHON BIACTH.

3akoHOJaTeNbHBIE  aKThl  CyOBekTOoB  Poccuiickoii
®enepauun, Ykassl [Ipesuaenta PO, [loctaHoBiieHus u
pacniopsoxenus 1Ipasurenscrea PO.

HopMmaTuBHO-MeTOIMYECKHE TOKYMEHTHI B 00JIacTH
JIOKYMEHTAI[MOHHOTO O0ECTICUCHUS yIIPABICHHUS
MEPCOHAJIOM B OpTraHax rocyJapCTBEHHOU U
MYHHIIUIIATBHON BIacTw . KBanupukammoHHbINH
CIPaBOYHHK M MPOQEeCCHOHANbHBIE CTAHIAPTHI KaK
OCHOBHBIC HOPMAaTHUBHBIEC JOKyMEHTHI,
perlaMeHTHPYIoIIre TPEeOOBaHMS K KBATH(PUKAIIHH,
3HaHUSAM U yMEHUSM paboTHHUKOB. O0mepoccuiickue
KJIAaCCU(PUKATOPHI TEXHUKO-3KOHOMHUYECKOU U COITUATBHOM
uH(GOpMAIINH, YCTAaHABIMBAIOIINE COCTAB U MOPSIOK
3aroTHEHUS KaJIPOBBIX TOKYMEHTOB.

TunoBble MEpeYHN U CPOKU XPAHEHUS] JOKYMEHTAIUU T10
JUYHOMY  COCTaBy.  PerynupoBaHHe  OpraHU3aIlUH
ApPXUBHOTO XPAaHEHHUS JOKYMEHTAIUHU 0 JIMYHOMY COCTaBY
B HOPMATHUBHO-METOJUYECKUX JOKyMeHTax PD.
Pazpabotku Poccrata no yHudukanuu ¢opm nepBUYHON
YYETHOU JTOKYMEHTAITUH.

Pernmamenrars
NEeSATEIbHOCTH KaJpOBOU
ci1ykObI B OpraHax
rOCy/IapCTBEHHOU U
MYHULHUIAJIBHON BIaCTH

CTpyKTyphl KaJpOBBIX CIIy>)kK0O OpPraHoB IroCyJapCTBEHHOM
M MYHUIUIIAIBHOW BiacTU. YMCIEHHBIA U JOJKHOCTHOM
cocTaB KaapoBoil ciayxObl. HopmaruBbl BpemeHH Ha
paboTel Mo ydery KaapoB. HopmaTHBBI 4YHMCIEHHOCTH
pabOTHHUKOB KaJpOBBIX CIY>KO OpPraHOB rocCyJapCTBEHHOMH
Y MyHUIUIIAJIbHOM BJIACTH.

[lonoxxenne o0  oraene  KaapoB  (yHpaBieHHUHU,
JenapTaMeHTe W Jip.), Ha3HaueHue, cocTta. llopsaok
pa3paboTku, cocTaB HMH(pOpPMALMU U CTPYKTypa TEKcTa
NOJIO)KEHUS.  3aKpeIuieHue IpaB, OTBETCTBEHHOCTH,
B3aMMOCBSI3€H 0T/Ies1a KaJApOB.

JIOJDKHOCTHOM pPErjlaMeHT KaKk OCHOBHOM HOPMATHBHBIN
IPaBOBOM AaKT, ONpPEIENAIOUIMA IPaBOBOE I0JIOKEHUE
COTpY/JIHUKA OpraHoB rocy/1apCTBEHHOMU u
MYHUIMNIAJBHOM BIACTH M OpraHu3alUi0 uX Tpyla.
Ha3nauenue 10JKHOCTHBIX PETJIAMEHTOB.

WHCcTpyKMs 1O  KaJpoBOMY JEJIONPOU3BOACTBY KAk
OCHOBHOM MHCTPYMEHT TOBBIICHUS 3PPEKTUBHOCTH
paboThl KaJapoOBBIX MOApa3JeieHuil B cdepe KaapoBOro
JIEJIONPOU3BOCTBA.

Pernamenranust paboThl € MNEPCOHAJIOM B JIOKAJIbHBIX
HOPMAaTUBHBIX aKTaXx M OPraHMU3allMOHHBIX JOKyMEHTaXx
(mpaBmyia ~ BHYTPEHHEro  TPYIOBOI'O  pacropsika,
IIOJIO)KEHUE O TIEPCOHANBHBIX JaHHBIX, KOJUIEKTUBHBIN

JIOTOBOD U JIp.).




CocraB kaapoBoii
JOKYMEHTaIUH.
JIoKyMEeHTUPOBaHHUE

TPYAOBBIX OTHOUIECHU.

XapaKkTepuUCTUKa CUCTEMBI KaJpOBOM JOKYMEHTALUH, €€
COOTBETCTBUE OCHOBHBIM 3aJlayaM IO MOAOOpY, YUETy U
paccraHoBKe  KaapoB. OOs3arenbHas ©  YCJIOBHO-
o0s13aTesibHas KaipoBas JOKyMEHTALMsL.
OpranuzalioHHblE JOKYMEHTBl — IITaTHOE paclUCaHUE,
CTPYKTYpa U IITaTHAs YUCIEHHOCTh, IPpa)uK OTITyCKOB.
PacniopsinutenbHble JIOKYMEHTBI — IIPUKA3bI
(pacmiopsikeHusi) 1Mo Jgu4HOMY  coctaBy.  OOmue
TpeOoBaHUS K OPOPMIICHHUIO U CPOKAM MOJITOTOBKH.
HNudpopmaniMoHHO-CIIpaBOYHbIE JOKYMEHTBHl — 3asiBJICHUS,
MIPECTABICHNS, YBEIOMJIEHUS, aKThl, JOKJIAJHbIE W
OOBSICHUTEIIbHBIE 3aITUCKH.

VY4erHble GOPMBI U UX HA3HAUCHUE.

[locTynnenne Ha rocyaapCTBEHHYI0 M MYHHIHIAIbHYIO
ciyx0y. CocTaB NMepCcOHaJIbHBIX JOKYMEHTOB pa0OTHHKA,
IPEJOCTABIAEMBIX paboTOAATENI0 Ul  yCTAHOBJICHMS
TPYXOBBIX OTHOLLICHHH.

Cry)xeOHBI KOHTpPAKT. 3aKOHOJATEIbHOE 3aKperieHHe
TpeOOBaHUH K CTPYKTYype TEKCTa, MOPSAAKY COCTABICHUS U
opopmienusa. IloaroroBka u odopmieHHe MPUKA30B
(pacnopspkenuit) o  mpueme  Ha  pabotry  (Ha
rOCy/IapCTBEHHYIO M MYHULIUIAIbHYIO CITyKO0Y). AHKETHI,
aBTOOHOrpaduu, pe3roMe U JIp. TOKYMEHTHI, 3al0IHsIeMble
IIpH NIpueMe Ha paboTy.

Buecenne cBeneHuii B TPYJOBYIO KHUXKKY U JINYHYIO
KapTOuKy paOOTHHUKA.

JloKyMeHTHpOBaHNE IBUKEHUS KaJIpoB. Buabl nepeBo1oB.
CocTaB ¥ MOPSIOK M31aHUS JOKYMEHTOB, 0(OPMIISIOLINX
npoueaypy nepesoza. Coaepkanue, NOpsAA0K NOATOTOBKU
u ohopmiieHUS TPUKA30B (pacHopspKEHHI) O TepeBoie
COTPYJIHUKOB. JIOKyMEHTBI-OCHOBaHMsSI K IIpHKa3zaM o
HepeBoIe.

Bunsl ornmyckoB. Ilopsnok odopmileHHs €XEroaHoro
OUEpEeIHOTO OIUIaYMBAEMOT0 OTIyCcKa. I'paduk OTImyCcKOB,
COCTaB, COJIepKaHKe, TOPSIIOK MOATOTOBKU M O(POPMIICHHS
MPUKA30B (pacropsHKeHUI) O MPEJOCTABICHUH OTITYCKA.
[lopsanox nepeHoca ormycka. JIOKYMEHTBI-OCHOBAHHS K
npuka3aM o0 OTITyCKax.

[Mopsimox  odopmieHHss KOMAaHIUPOBOK —  COCTaB
JIOKYMEHTOB, 0(OPMITSFOIIHNX KOMaHJIMPOBaHHUE
paboTHHKA, COAEpKAHUE U TOPSAOK MOATOTOBKH MPHUKa3a
0 KOMaHJIUPOBKE.

Buasl noompenuii. Coaepxkanue, NOpsAI0K MOATOTOBKU U
odopmIleHHs TPUKA30B (PACTIOPSKEHUN) O MOOIMPEHUHN
paboTHuKa. JIOKYMEHTBI-OCHOBaHHS K TMpHUKa3aM O
HOOIIPEHUH.

Buapl  gucHummiMHapHBIX  B3bICKaHui.  CopeprkaHue,




HOPSIIOK ~ TOATOTOBKM W O(OpPMIIGHUS  NPHKA30B
(pacniopsikeHHil) 0 B3bICKaHUH. JJOKyMEHTBI-OCHOBaHHS K
IpUKa3aM O HaJOXEHUM AUCLMIIMHAPHOTO B3BICKAHMSL.
AKTBI 00 OTKa3bl JaBaTh OOBACHEHUS M 3HAKOMUTHCS C
HPUKA30M.

ATTecTanysi  TOCYyNapCTBEHHBIX  TIPaXIAaHCKUX U
MYHHUIUIIAIBHBIX CIIY’KallMX B OpraHax rocyJapCTBEHHOU
W MyHUNMnaiabHOW  Bimactu. CocTaB  JOKYMEHTOB,
opopmisromux  mpouenypy. CoxpepikaHue, IMOPAIOK
MOJATOTOBKU U 0(hOpMIICHHS TTPUKA30B (pacropsikeHui) 00
arrecraquu.

[Topsimok yBOJBHEHUS! TOCYJAPCTBEHHBIX TPAXKIAHCKHX U
MYHUIUIATIBHBIX chyKamuxX. OCHOBaHMSA YBOJIbHEHHS
TOCYJApPCTBEHHBIX TPAKIAHCKUX W  MYHHIUTAIBHBIX
ciyxkammx.  CoctaB  JOKYMEHTOB,  O(OpMIISIOIINX
npouenypy. CoaepkaHue, TOPSIOK TOATOTOBKH H
oopMIIeHHUs PUKA30B (PaCHOPSKEHHIT) 00 YBOIHHEHHH.
JIOKYMEHTBI-OCHOBaHHSI K ITPHKa3aM 00 YBOJIbHEHHUH.

Y4eT TUYHOTrO cocTaBa

Buner  yueTHeIXx  JOKyMeHTOB. JImuHas — KapTodka
pabotHuka (dopma T-2): coctaB mH(MOpPMAIUHU, TTOPSIOK
3aIOTHCHUS U BEJCHMSI.

HOpMaTI/IBHaH n  IIpaBOBad perilaMCHTAlUs IIOPAAKa
BCACHHUA JIMYHBIX IOCII. O(bOpMJICHI/Ie N BCACHHUEC JINYHBIX
pI(SA) ¢ pa6OTHI/IKOB. Cocrasn n IMOoCJICOA0BATCIBbHOCTD
PACTOJJIOKCHUA JTOKYMCHTOB B JIMYHOM JICJIC.

TpynoBast KHM)KKa paOOTHUKA KaK OCHOBHOM JOKYMEHT O
TPYAOBOW NEATENHFHOCTH M TPYIOBOM CTake pabOTHHUKA.
Odopmiienne 1 BeJileHHE TPYAOBbIX KHUKEK U BKJIaIbIIIEH
K HUM. [Topsmok Beimaum ayOnuKaTa TPYAOBOW KHUKKH.
Y4er M XpaHEeHHE TPYHOBBIX KHW)KEK B OpraHU3aluu.
OTBeTCTBEHHOCTh  paboTomaTenss 3a  XpaHEHHE U
3aII0JIHEHUE TPYAOBBIX KHUKEK.

Opranmzanus  paboTel  C
KaJIpOBBIMU JIOKYMEHTAMH B
OpraHax roCyJapCTBEHHOW W
MYHULHUIIAJIBHON BIaCTH

Peructpanus 10KkyMeHTOB 10 JIMYHOMY cocTaBy. [IpaBuia
perucTpanuy U MHIEKCUPOBAHUS KaJIpPOBBIX JOKYMEHTOB.
Perucrpanuonnsie (bopMbI (TpaaMLIMOHHBIE )51
aBTOMaTH3UpoBaHHbIe). CocTaB PEKBU3UTOB (ToJsieit) JUIs
perucTpalnyy pazIudyHbIX BHJIOB JOKYMEHTOB U HOPSAIOK
UX 3aMOJTHEHHUS.

CucremaTuzanusi U OnepaTMBHOE XPAHEHUE JIOKYMEHTOB
no JTUYHOMY cocTaBy. OcoOeHHOCTH (QOpPMHUpPOBAHUS B
Jena  JOKYMEHTOB IO JIMYHOMY cocTtaBy. [lpaBuia
cUCTEMaTU3aluu pacropsiANTENbHBIX JIOKYMEHTOB,
y4eTHBIX (OpM, TPYIOBBIX KHUkEK. CHcTeMaTH3aluus H
XpaHEHHUE TOKYMEHTOB-OCHOBAaHUH K MIPUKA3aM.

Homenkmarypa pmen kaapoBoil  ciyxObl.  [lopsimok
MOJITOTOBKU, cocTaBlieHUus U odopmiienusa. [Ipumepnas
HOMEHKJIaTypa Jell KaapoBou ciyxObl. [lepexonsiue
nena.

CpokH XpaHEHMsSI KaJIpoOBBIX JOKYMEHTOB. Iloaroroska




AOKYMCHTOB K Ca4€ B apXHB.

DKcnepTu3a LEeHHOCTH TIOKYMEHTOB KaJpOBOM CITyKObI, ee
HOPMaTUBHO-METOJIMYECKAs] OCHOBA,  OpraHu3alus Hu
HOPSAZOK IPOBEJICHUSI.

CocTtaB JTOKyMEHTOB KaJpOBOH CIy>KOBI, TOJICKAIIIX
nepeaaye B apxuB. [IpaBuiia MoAroTOBKH JOKYMEHTOB IO
JIMYHOMY COCTaBy K II€pcaaduc B aApXUB OpPraHU3aluu.
CocraBnenne u o(oOpMIICHHE ONUCH JOKYMEHTOB TIO
JUYHOMY cocTaBy. [IOpsSIOK YHHUTOKEHUS JOKYMEHTOB C
WCTEKITUMH CPOKAMH XPAHCHHSI.

4. O6pa3oBaresibHbIE TEXHOJIOTHU
I[J'ISI IIPOBCACHUA y‘-Ie6HI>IX 3aHATUN IO AUCHUIUIMHE HCIIOJIB3YIOTCA Pa3JIMYHBIC

oOpa3oBaTenbHble TeXHONOTWU. [l opraHu3aludyd y4eOHOro Tpolecca MOXKET ObITh
HCIIOIB30BAaHO AJIEKTPOHHOE O0yUYEeHHE U (UITK) NTUCTAHIIMOHHBIE 00pa30BaTENbHbBIE TEXHOJIOTHH.

5. OneHka IJIaHUPYeMBbIX Pe3yJbTATOB 00y4YeHUsI

5.1. CucTteMa oleHUBAHUSA

dopmMa KOHTPOJISA Makc. KoJ1H4ecTBO 0aJ1710B
3a ogHy padoTy | Bcero

Texynmi KOHTPOJIb:

Ompoc, yyacTre B IUCKyCCUHU Ha ceMuHape (6 5 GamioB 30 6amioB
CEMHUHAapOB)

KontposbHas padota 1 (tembr 1-4) 20 6auioB 20 6amioB
KonTpoinbHas padora 2 (TeMbl 5-6) 10 6amioB 10 GamioB

[IpomexyTouHas arrecTauus

[IpomerxxyTouHast aTTecTalus — 3K3aMeH 40 6annos 40 6annos

100 6amoB

HToro 3a ceMecTp (IUCUMILIHHY)

[TomyuyeHHBI COBOKYIHBIN PE3ylbTaT KOHBEPTUPYETCS B TPAJAMIMOHHYIO IIKATy OLEHOK U B
mKaiay oneHok EBpomeiickoil cuctembl nepeHoca um HakoruieHus kpenutoB (European Credit
Transfer System; nanee — ECTS) B cooTBeTcTBHM ¢ TaOnuLeit:

100-6amnpHas S r— [IIxana
IIKaja ECTS
95-100 A
2304 OTJIMYHO B

68 — 82 XOPOIIO 3a4TCHO C

56 — 67 D
50_55 YIOBJICTBOPUTEIIEHO E
20-49 HEYIOBJICTBOPUTEIHLHO HE 3a4TCHO FX
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10-19 | | F

5.2. KpuTepnn BBICTABJICHHUA ONCHKHU IO JTUCHHUIIIMHE

Texywuti KOHmMpo.v

Ipu oyenusanuu ycmuoeo onpoca u yuacmus 8 OUCKYCCUU HA CeMUHape YIUThIBAETCs
(MakCUMAaJIbHOE KOJMYECTBO 5 OaJIIOB):

- CTEINEHb PacKpbITUS TeMbl 00cyxaeHus (02 danna);

- 060cHOBaHHOCTH BBIBOJIOB (0—1 Gamn);

- KauecTBO W3JIOKEHHUS Marepuaia (TpaMOTHOCTh pEYH, TOYHOCTh WCIIOJNBb30BaHUS
TEPMHUHOJIOTHH, JIOTHYECKas TOCIIeIOBATEILHOCTh M3J10)KeHHs Matepuana) (0—1 6amr);

- popMyIMpOBKa JIMYHOTO MHEHHUS cTyaeHTa (0—1 Gam).

IIpu oyenusanuu KOHMPOIBLHOU pabOMbl YIUTHIBAETCS:

Koumponvnas paboma 1 (4 3a0anus)- maxcumanvroe koauvecmego 20 6annos.

[Ipn oueHuBaHMU KadxcOo20 3adanusi KOHTPOJBHOW paboTel |  y4yuThIBaeTCS
(MakcHMMabHOE KOJIMYECTBO 5 0aJIOB):

- 00y4YaroIuics BHITOIHWII 3a/IaHNEe KOHTPOJIBHOM paOOTHI MPABHIIBHO, PEIICHUE JIOTHYHO

1 000cHOBaHHO (5 6aIoB);

- 00y4Yaromuiicsi BBIOJHWI 3aJlaHMEe KOHTPOJIBHOW pabOThl MPAaBHIBHO, HO pEIICHUE

uMeeT HeJoueThl (4 6amna);

00y4YaroIuics BBIMOJHIWII 33J]aHNe MTPaBUIIBHO, HO PELICHUE HEAOCTATOYHO 0OOOCHOBAHHO

(3 6amna);

00y4YaroImuics: BBHIMOJHWI 3aJaHue KOHTPOJIbHOW paboThl B OCHOBHOM IPAaBHIBHO, HO

pelIeHre nMeeT OMMOKH, HeTIOCTaTOYHO 000cHOBaHHO (1 Gamn);

- 00yyaronuiicst He BBIMOJIHIII 3aJaHue KOHTPOJIbHOU padoTs! (0 6asioBs).

Koumponvnas paboma 2 (2 3a0anus)- maxcumanvroe konuvecmeo 10 6annos
[lpy oueHuBaHWM Kax’CO020 3a0anusi KOHTPOJBHOH paboOThl 2  yYUTHIBACTCS

(MakcHMMaJIbHOE KOJTMYECTBO 5 OaJIOB):
- 00y4YaroIIUICS BBIMOJIHWI 33JIaHUE KOHTPOJIBHOM paOOThI MPABHIIBHO, PEIICHUE JIOTHYHO
1 000CHOBaHHO (5 6aioB);
- oOydaromuiicss BBITIONHWI 3aJjaHie KOHTPOJIBHON paboThl MpaBUIBHO, HO pEIICHUE
UMeeT HeJoueThI (4 Oara);
00y4YaroImuics BBITIOJIHII 33J[aHNe MIPABHIBHO, HO PEUICHNE HEAOCTATOYHO 0OOCHOBAHHO
(3 6amra);
- 00yYarOIIUIACS BBIMOJHUI 3a/IaHue KOHTPOJIHHOW PabOTHl B OCHOBHOM IMPaBUIBHO, HO
penieHne uMeeT OmuoKH, HeOCTaTOUYHO 000ocHOBaHHO (1 6am);
- 00y4JaroIIHMICs HE BBHITIOIHUI 3aJJaHue KOHTPOJIbHOM paboThl (0 6amios).

IIpomedxxcymounas ammecmayus (IK3ameH)

Ilpu npoeedenuu npomexcymounon ammecmayuu 6 ¢hopme YCMHO20 c0Dece008aHus
CTYJIEHT JOJKEH OTBETUTH Ha 2 BOIIpoca.
[Ipu onieHMBaHMU OTBETA HA BOIIPOC YUYUTHIBACTCA:
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- TEOPETUYECKOEe COJEp)KaHHE HE OCBOCHO, 3HaHWE MaTepuana HOCUT (hpparMeHTapHbBIH
XapakTtep, HaJuuue rpyobix omubok B oteere (1-9 6amios);
- TEOpETHYECKOe COJepKaHHEe OCBOCHO YacTHYHO, HO B jgoctatoyHoid wmepe (10-13

0aJIoB);

- TEOPETHYECKOE COJIepKAHWE OCBOCHO IOYTH TOJHOCTHIO, C HE3HAUYUTEIbHBIMHU
HenoctaTkamu (14—16 6amioB);
- TEOPETUYECKOE COIep KaHUue OCBOEHO MOJTHOCTHIO (17-20 GannoB).

Banael/
HIxana
ECTS

OueHka no
JUCIHUILIMHE

Kpurtepun oneHkn pe3yjbTaToB 00y4eHHs 110
AUCUMILIAHE

100-83/
A, B

«OTIUYHOY/
«3a4TE€HO
(oTyHO)»/
«3a4TEHO»

BricTaBisiercst o0ydaromemycsi, €Ciid OH riIy00Ko 1
IIPOYHO YCBOWJI TEOPETUYECKUM U NIPAKTUUECKUI
MaTepHal, MOXKET IPOJEMOHCTPUPOBATH 3TO HA 3aHATHAX
U B XOZI€ IPOMEKYTOYHON aTTECTaLlUU.

OO0yJaromuiicss HICUEPITBIBAIOIIE U JJOTUYECKH CTPOHO
u3naraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPHIO C
IIPAKTUKOM, CIIPABIIETCA C PEIIEHUEM 3a1a4
npo¢eccCHOHaTBHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, IPaBUJILHO OOOCHOBBIBAET IPUHATHIE
pelIeHus.

CB0OOIHO OPHEHTUPYETCS B YIEOHOU 1
npoeCCUOHATLHOMN ITepaType.

OneHka 1o JUCLUIUIMHE BBICTABIIAIOTCS 00YYarOIEeMyCs C
y4E€TOM PE3yJIbTATOB TEKYIIEH U TPOMEKYTOUHOU
aTTECTALNN.

Komnereniuu, 3akpeniaéHHble 3a AUCLUIIIIUHOMN,
c(OPMHUPOBAHBI HA YPOBHE — «BBICOKHI».

8268/

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

BricTaBnsiercst 00yJaromemycsi, €Clii OH 3HaeT
TEOPETUYECKUH U MPAKTUYECKUN MaTepuall, fpaMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHIATHUSIX U B XOJI€
MIPOMEXKYTOYHOM aTTECTAllMU, HE JOIYCKasl CyIIECTBEHHBIX
HETOYHOCTEH.

OO0yJaromuiics: MpaBUIHBHO MPUMEHSET TEOPETHUCCKUE
TIOJIOKCHU ITPU PCUHICHUH MTPAKTUYCCKUX 3a1ayd
npodeccroHalIbHOI HANPaBICHHOCTH PA3HOTO YPOBHS
CJIOZKHOCTH, BJIaACCT H606XOIII/IMBIMI/I JJI1 9TOI'0O HaBbIKaMU
U OpUEMaMU.

JlocTaTouHO XOPOIIIO OPHUEHTUPYETCS B yUeOHOU U
npodeccroHanbHOM TUTEpaType.

OI_IeHKa 110 JTUCHUITJIMHE BBICTABJISFOTCS OGy‘-IﬂIOHIGMYCH C
YYETOM PE3YIbTATOB TEKYLIEH U MPOMEKYTOUHOM
arrecraluu.

Komniereniuu, 3aKkperni€éHuble 3a JUCUUILTAHOMN,
c(hOpMHUPOBAHBI HA YPOBHE — «XOPOIIHIi).

67-50/

«YIOBJIETBOPU-
TETBHOY/
«3aYTCHO
(ynonerBopu-
TEJILHO)»/
«3a4TCHOY

BricTaBisiercst oOydaromiemycsi, €Clid OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U NMTPAKTUUECKUI MaTepurall,
JIOTTYCKaeT OTJENIbHbIE OMIMOKH MPH €T0 U3JI0KEHUH Ha
3aHATHUSAX U B XOJI€ MPOMEXKYTOYHOM aTTeCTALNH.
OOyyaronuiics UCIIBITHIBAET OIpeIeIEHHbBIE 3aTPYAHEHUS
B PUMEHEHHUH TE€OPETUUECKUX MOJOKEHUMN MPU PEIICHUHN
MPAKTUYECKHX 3aJa4 MpodeccHoHaTbHOM HallPaBIEHHOCTH
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Banasl/ Ounenka no Kpurepun oneHkn pe3yjbTaToB 00y4eHHs 110
Hlkamna AUCLHMILIAHE AUCLHMILIAHE
ECTS

CTaHJAPTHOI'O YPOBHSI CIIOKHOCTH, BIIAJCET
HEOOXOIUMBIMH JUISI STOTO 0Aa30BBIMH HABBIKAMU U
MpUEMaMHU.

JleMOHCTpHpYET A0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JUTEPATYPHI 110 AUCIUILIMHE.

OreHka o JUCIUILTMHE BBICTABISIOTCS 00yJaromeMycst ¢
YYETOM PE3YIbTATOB TEKYLIEH U MPOMEKYTOYHOM
aTTECTaIUU.

Komniereniuu, 3akperni€éHuble 3a JUCIUILTAHOMN,
c(hOpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBII).

49-0/ «HEYIOBIETBOpHUTE | BricTaBmsercss oOyyaromemMycsi, €Ciii OH He 3HaeT Ha
F, FX JTBHOY/ 0a30BOM ypOBHE TEOPETUYECKHI U TPAKTUIECKUI
HE 3a4TEHO Martepuall, I0IycKaeT rpyoble OIMOKH P €ro
U3JI0KEHUU Ha 3aHATUSAX U B XOJI€ IIPOMEKYTOYHOMN
aTTECTaIHH.

OOyu4arouuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHECHUS B
IIPUMEHEHNU TEOPETUYECKUX MOJI0KEHUH NIPU PELICHUH
MPAaKTUYECKHX 33124 MPO(HEeCCHOHAIBHON HAPABICHHOCTH
CTaHJapTHOI'O YPOBHS CIIO)KHOCTH, HE BIaJIEeT
HEOOXOAUMBIMU JIJISl 3TOTO HABBIKAMU U MIPHEMaMHU.
JleMoHCTpHpYyET hparMeHTapHbIE 3HAHUS YUECOHOU
JUTEPaTyphl 110 TUCLHUIUIMHE.

OneHka 1o JUCLUIUIMHE BBICTABIIAIOTCS 00YYarOIEeMycs C
y4E€TOM PE3YJIBTATOB TEKYIIEH U TPOMEKYTOUHON
aTTECTALNN.

KomnereHum Ha ypoBHE «JOCTaTOUHBINY, 3aKPEIUIEHHBIE
3a AMCLUUILUINHON, HE COPMHUPOBAHBI.

5.3. OueHounble cpeacrBa (MaTepuasbl) JAJs TEKYHIEro KOHTPOJISL YyCIeBAeMOCTH,
NMPOMEKYTOYHOM aTTeCTAINH 00y4AIOIIUXCS M0 AUCHUIIIHHE

B Tteuenue mnpenomaBanus Kypca «JlokymMeHTanMOHHOe obecreyeHne YIpaBICHUS
MIEPCOHAIOM» HCIIOJIB3YIOTCS Takhe (OpMBI TEKYIICH aTTECTAllMd CTYJCHTOB, KakK OICHKA
JUCKYCCHM Ha CEMUHApE, BBIMOJIHEHUE KOHTPOJIbHBIX paboT. [lo uroram oOydeHus mpoBOAUTCS
9K3aMEH.

Llpumepwl kKonmponbHblx pabom

Ipumep konmponvroi pabomot 1

Bapuanr 1

1.B xakux cimydasix KaapoBas Ciayk0a UMeeT MpaBO BbIIATH MyOJUKAT TPyAoBOW KHIKKK? Kak
3TOT IOKYMEHT oopmiisieTcs?

2.Ilepeuncnaute BUIBI JOKYMEHTOB, NPUMEHSEMbIe NpU MEpeBoje Ha Apyryro padory. Kax
odopmisieTcs: Kbl U3 HUX?

3. HazoBuTe IOKyMEHTHI, MpeNoCTaBiIsieMble PAaOOTHUKOM IpHU TMOCTYIUIEHUH Ha pPadoTy B
OpraHbl rOCY1apCTBEHHON U MYHHULUIIAJIbHOU BJIACTH.

4.KakuM J0KaJIbHBIM HOPMaTHUBHBIM aKTOM perjlaMeHTHpYyeTcsl paboTa KaJIpOBbIX CIIEUAINCTOB
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C MIEpCOHAJIBHBIMU JaHHBIMU? J[aliTe eMy XapaKTEpUCTHKY.

Bapuanr 2

1.XapakTepucTuka Ha3HA4Y€HUS TPYNOBOM KHMKKU. B Kakoil cpok JomkHa OBITh 3aBelieHa
TPYAOBasi KHIKKA IPU TOCTYIUICHUU Ha paboTy BriepBbIe?

2.Ilepeuncaute BUABI JOKYMEHTOB, IPUMEHsIeMble ITpH yBosIbHEHNHU. Kak odopmiisercs kaxabiit
u3 HUX?

3.Kakoli JIOKaJbHBI HOPMATUBHBIM aKT ONpENEIsAeT OPraHu3alui0 Tpylda COTPYIHUKOB B
opraHax rocyJ1apCTBEHHOM U MyHUIUIIAIbHOU BJIACTH. JlaiiTe eMy XapaKTEPUCTHUKY.

4.HazoBute uHOpMaIuio, o0s3aTeIbHYI0 JJIsl BKIIOUYEHUS B CIIyKEOHBIM KOHTPAKT, TPYIOBOMH
JI0TOBOP.

Ilpumep xonmponvHou pabomor 2

Bapuanr 1
1. Ilepeuucnure cocraB JOKYMEHTOB JIMYHOrO Jesa paboTHHKa. KakuMu HOpMaTHBHBIMU
JIOKYMEHTaMU 3TO ONpPEAEIEHO?
2. HazoBuTe 10KyMEHTHI KaJpOBOil CIy>KObI, IOJIekKAIIHE [Iepeiade B apXUB.
Bapuanr 2
1.KakoBbl 0COOEHHOCTH COCTaBJIE€HUS HOMEHKJIATYphl JIel1 KaJpOBOW CIyX Obl B oOpraHax
roCy/1apCTBEHHOW U MYHULIUIIAIbHOMN BIACTH ?
2. Ha3zoBure o0s3aTenbHble pErucTpalioHHble (OPMbI KaJpOBON CITyKObI?

IIpumepnsvie 6onpocul 0151 NPOMENHCYMOUHOU ammecmayuu

Cucrema KaJpoBOil TOKyMEHTAllMU B OPraHU3allMK: COCTaB, 0011asi XapaKTepPUCTHKA.
. B3auMocBsA3p IpoliecCOB  yIpPaBIEHUS TMEPCOHAIIOM C COCTaBOM U MOPSAKOM
(hopMUPOBaHUSI CUCTEMBI JOKYMEHTAIUH 110 JIMYHOMY COCTaBY.

3. 3akoHOnaTeNbHbIE,  HOPMAaTUBHO-NIPABOBBIE  AaKThl, = HOPMAaTHBHO-METOAMYECKHE
JOKYMEHThI B 00JacTH TOKyMEHTAllMOHHOTO OOecTeyeHUs] YNpaBieHHs] MEepCOHAIOM:
KJIacCU(UKaIus, o0IIas XapakKTepUCTHKA.

4. Tpynosoi koaekc Poccuiickoii @enepanuyu Kak OCHOBOM MPaBOBOM aKT, OMPEAEIISIOMIMI
COCTaB M MOPAIOK 0(OPMIICHUS TOKYMEHTOB 10 YCTAHOBJIEHUIO TPYIOBBIX OTHOIICHUH U
TPYJOBOH AESITETbHOCTH PAOOTHHKA.

5. HopmaTtuBHO-METOJMUYECKUE TOKYMEHTHI B 00JIaCTH JOKYMEHTAIIHOHHOTO 00eCTIeYeHus
yIpaBieHUs IEPCOHANIOM B OpraHU3aluu: KJIacCU(pUKaus, o01as XxapakKTepUCTHKA.

6. O6mepoccuiickue KraccuGpuKaTopbl TEXHUKO-DKOHOMUYECKOW U COLUATBHOU
uHbOpMaIny, YCTaHABIMBAIOIINE COCTAB U MOPSAIOK 3aTOTHEHHS KaJAPOBBIX
JOKYMEHTOB: KJIacCU(pHUKAIHs, 00I1ast XapaKTepUCTHKA.

7. KBanudukanroHHBIN CIPABOYHUK: HA3HAUYCHUE, COCTAB, IPUMEHEHUE B CUCTEME
JOKYMEHTAIMOHHOTO 00ECTIeUeHHsI YIPABJICHUS TIEPCOHAIIOM.

8. IlpodeccronanbHble CTaHAAPTHI: HA3HAYEHKE, COCTaB, IPUMEHEHUE B CHCTEME
JOKYMEHTAIMOHHOTO 00ECTIeUeHHs YIPABICHUS TIEPCOHAIOM.

9. Tunosele NepeyHU U CPOKHU XPaHEHUs JOKYMEHTALUU 10 JUYHOMY COCTaBY.

10. PerynupoBaHue opraHu3aluy apXMBHOIO XpaHEHUs JOKYMEHTAUH 110 JINYHOMY
COCTaBy.

11. ®opmbl NEPBUUHON YUETHOM KaJpOBOW JOKYMEHTALUH.

12. CTpyKTypbl KaJIpOBBIX CITYXkKO: KiIacCU(UKAIUs, XapaKTEePUCTUKA

13. UncneHHsblii U TOJKHOCTHOM COCTaB COTPYAHUKOB KaJPOBBIX CIIYXO.

14. HopmatuBsl BpeMeHHM Ha paboThl MO YYeTy KaJapoB: Kiaccuukauus, oomas

XapaKTEepUCTHKA.

N —



15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
. CocTaB JOKyMEHTOB COMCKATes IPH IIpreMe Ha padoTy.

34.
35.

33

36.

37.

38.

39.

40.

41.

42.

43.
44,
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[Tonoxxenne 006 oTnene kaapoB (yHpaBieHHWH, NeMapTaMeHTe W [p.): Ha3HAYeHUeE,
CTPYKTYpa, cocTaB HHGOpMaIUH.

Iopsimox paspabotku Ilonoxenus o0 otaene KajapoB (yHpaBieHUH, JAENapTaMEHTE U
Jp.).

JlomKHOCTHAs MHCTPYKLMS COTPYJIHUKOB: Ha3HAu€HHME, CTPYKTypa, XapaKTepUCTHKA
OCHOBHBIX Pa3/I€JI0B.

WHceTpykuusa o KaapoBOMy JIEIO0NPOU3BOJCTBY KaK OCHOBHON MHCTPYMEHT MOBBILICHUS
3¢ eKTUBHOCTH pabOThI KaJPOBBIX MOAPA3IEICHHH.

Pernamenranust paboThl € TMEPCOHAJIOM B JIOKAJbHBIX HOPMATHBHBIX aKTax H
OpraHMU3aIMOHHBIX JOKYMEHTAaX.

[IpaBuna  BHyTpEHHEro  TpyJOBOI'O  paclopsiiKa:  Ha3Ha4€HHWE,  CTPYKTYpa,
XapaKTepUCTHKA OCHOBHBIX Pa3/IeJIoB.

Obs3arenbHas U YCIOBHO-00s3aTeNIbHAs KaipoBasi JOKYMEHTAIUs B OpraHU3aIUH.
OpranuzalvoHHbIE JOKYMEHTBI: KJIacCU(pUKaIs, 00I11as XapaKTepUCTHKA.

[IITaTHOE pacnucaHue: Ha3HAYEHHE, CTPYKTYPa, XapaKTEPUCTUKA OCHOBHBIX Pa3zeiloB.
PacniopsiiuTenbHble TOKyMEHTHI: KiaccuuKaius, o01as XxapakTepucTrKa.

OOume tpeOoBaHHs K OGOPMIIEHHIO M CpPOKAaM IOJTOTOBKH paclopsIUTEIbHBIX
JIOKYMEHTOB.

HndpopmanmoHHO-cIIpaBOYHbIE JOKYMEHTHI: KJIacCU(pHUKAIH, 00Iast XapaKTepUCTHKA.
VYyetHble popMbI 11O Kajipam

CoctaB nepcoHaIbHBIX JOKYMEHTOB PaOOTHHUKA, NPEIOCTABIIEMBIX PaOOTONATEINIO IS
YCTAHOBJIEHHSI TPYIOBBIX OTHOILLIEHUH.

TpynoBoif n0roBop pabOTHUKOB: Ha3HAYEHHE, CTPYKTYpa, MOPSJIOK COCTABICHHUS H
odopmIIeHHUS.

[lonoxxeHne O NEPCOHAIBHBIX [AaHHBIX: Ha3HA4YEHHME, CTPYKTYypa, XapaKTEpUCTHKA
OCHOBHBIX Pa3/I€JI0B.

KosiekTuBHBIN 10rOBOpP: Ha3HAUEHUE, CTPYKTYPA, XapaKTEPUCTHKA OCHOBHBIX Pa3/EJIOB.
[ops ok moaroToBKM ¥ 0hopMIIEHUS IPUKA30B (paclopsKeHU) 0 mpueMe Ha paboTy.

[Topsitok BHECEHUS CBEICHUH B TPYAOBYIO KHMKKY M IMYHYIO KAPTOUKY paOOTHHUKA.
JIoKyMeHTHUpOBaHHE IBWKEHHS KaapOB B OpraHM3aIlMH: BUIBI MEPEBOJOB, COCTaB U
TOPSTIOK M3aHUS TOKYMEHTOB, JIOKYMEHTHI — OCHOBaHHUSI.

[Mopsok TOKyMEHTallMOHHOTO O(hOPMIIEHHUSI OTIYCKa: COCTaB JOKYMEHTOB, COJIEPKaHUE
pa3eoB, JOKYMEHTBI-OCHOBAHUS K TIPHUKa3aM 00 OTITyCKaX.

[Mopsimox odopmileHHsI KOMaHAMPOBOK: COCTaB JOKYMEHTOB, COJCpIKaHUE, MOPSAIOK
MOJITOTOBKY TIPHKa3a 0 KOMaHINPOBKE.

[Mopsimox odopMiIeHHS MOOIMIPEHUH: COCTaB JTOKYMEHTOB, TOPSIOK IOATOTOBKU H
opopMIICHHS TIPUKA30B (pacCHOpsHKEHHI) O TIOOMPEHUH pPa0OTHUKA, JTOKYMCHTHI-
OCHOBAHHUS K IPUKA3aM O MOOIIPEHHH.

[Mopsimox odopMIIeHUST TUCIUILUTMHAPHBIX: COCTaB JOKYMEHTOB, COJCp)KaHHE, TOPSIOK
NOJATOTOBKA W O(GOPMIICHUS TPHUKA30B (PAaCIOPSIKCHUH) O B3BICKAHWUHU, JOKYMEHTHI-
OCHOBaHUS K MIPUKA3aM O HAJIOKEHUH JTUCIUTUTMHAPHOTO B3BICKAHHMS.

[Mopsimox odopMiIeHUsT POLIEAYPHI ATTECTAIIMK CIIYXKAlIMX B OpraHax ToCyAapCTBEHHOM
Y MYHUIIUTIAJIBHON BJIACTH: COCTaB JOKYMEHTOB, COJIEpP)KaHUE, MOPSIOK MOJATOTOBKUA U
o opMIIEHHUS MTPUKA30B (pacIopsHKEHUI) 00 aTTecTaluy.

[Mopsimox odopmiteHrs TpOIEAYPHl YBOJIBHEHHUS CIY)KAllUX: OCHOBAHHS YBOJILHEHUS,
COCTaB JIOKyMEHTOB, MOPSIOK MOJATOTOBKH U 0POPMIICHHS ITPUKA30B (PpacropsHKeHUi) 00
YBOJILHEHUH, IOKyMEHTBI-OCHOBAHHUS K TIpUKa3aM 00 YBOJIbHCHHH.

VYdeTHbIe JJOKYMEHTHI TI0 KaJpaM: BHIbI, COCTAB WH(POPMAIIUHU, TIOPSIOK 3aIOJHCHHS H
BEJICHHSI.

HopmatuBHas ¥ mpaBoBasi periiaMeHTaIUs MOPSIKa BEJICHUS JIMYHBIX JIE] COTPYTHHKOB.
OdopmieHne u BeJIeHUE TUIHBIX JIEJT COTPYTHUKOB.
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45. TpynoBasi KHMKKa pabOTHHMKA: OOpMIIEHHE, BEICHHE, MOPAJOK BbLAAYM JyOnMKara,
y4eT U XpaHEHHUE.

46. IIpaBusa perucTpaliuy 1 UHAEKCUPOBAHUS JOKYMEHTOB 110 JINYHOMY COCTaBY.

47. CuctemaTuzanys 1 ONEpaTUBHOE XPAHEHHUE JOKYMEHTOB I10 JUYHOMY COCTaBY.

48. Homenkiiatypa Je1  KaJpoBOM CHIy>KObI: TOpPSJIOK MOJIrOTOBKHM, COCTaBJICHUS U
odopmITeHHUS.

49. IloaroroBka IOKyMEHTOB K CJIay€ B apXuB: JKCIEPTU3a LEHHOCTH, OpraHU3alus U
MOPSAIOK TPOBEACHHUS.

6. YueOHO-MeTOAMYecKOe U HHPOPMALITHOHHOE 00ecniedyeHre JUCHUIIJINHbBI

6.1. CnuCOK HCTOYHHKOB H JINTEPATYPbI

Hcrounukn

1. Tpynosoii koaekc Poccuiickoit @eneparuu ot 30.12.2001 Ne 197-03 : (c mociaeayrOmmMMu
usM. u joi.) // Koucynerantllmoc. Bepcusillpod [DnextponHsIil pecypc]. — DIeKTpoH.
naH. Pexxum ngocrtyna : http://www.consultant.ru/.

2. ®epepanbubii 3akoH oT 27 wutonsg 2006 r. N 152-03 «O mnepcoHaNbHBIX JTAHHBIX»(C
nocienyomumu u3M. u nom.) // KoncynsrantlIntoc. BepcuslIpod [Dnexrponnsiii pecypc].
— DnekTpoH. 1aH. - Pexxum nocryna : http://www.consultant.ru/.

3. ®enepanpubiii 3akoH oT 01.10.2004 Ne 125-®3 «O6 apxuBHOM jene B Poccuiickoit
@deneparn» (¢ mocneayroumu u3M. W gom.) // Koncynbrantllnioc. BepcusilIpod
[DnexTpoHHBIH pecypc]. — DIEKTpoH. aaH. - Pexxum noctymna : http:// www.consultant.ru/.

4. ®enepanbHblid 3akoH OT 29.07.2004. Ne 98-®d3 «O kommepueckoit TaitHe» // (c
nocneayomumu u3M. u gon.) // Koncynbrantllmoc. Bepcusllpod [DnexTpoHHBIN
pecypc]. — DnekTpoH. AaH. - Pexxum nocrtymna : http:/www.consultant.ru/.

5. TlpaBuna BeAeHHSI M XpaHEHMsI TPYAOBBIX KHIDKEK. (C MOCIEAYIOIMMHU W3M. U JOMm.) //
Koncynperantllmoc. Bepcusllpod [DnextponHBI pecypc]. — DnekTpoH. aaH. - Pexum
nmocTyma : http://www.consultant.ru/.

6. VHCTpyKIMs IO 3allOJHEHUIO TPYJIOBbIX KHMXeK (yTB. IlocranoBnennem MuHMcTEpCTBa
TpyZa u comnuanbHoro passutusi Poccuiickoit ®enepanuu ot 10 oxts6ps 2003r.).
3apeructpupoBaHa MunuctepcTBoM toctuiiun Poccuiickoit @enepauun 11 Hos6ps 2003 r.
peructpauoHHbld HOMep 5219.(c mocnenyroumu usM. u jpon.) // Koncynerantllmioc.
Bepcusllpod [OnextponHbIi pecypc]. — DOnekTpoH. naH. - Pexum goctymna
http://www.consultant.ru/.

7. llpaBuna opraHuzalydy XpaHEHUS, KOMIUICKTOBAaHUS, YUETa U UCIIOIB30BaHUS JOKYMEHTOB
ApxusHoro gonga Poccuiickoit denepauuu U APyrux apXUBHBIX JOKYMEHTOB B OpraHax
rOCyJJapCTBEHHOM BIJIACTH, OpPraHax MECTHOI'O CaMOYIPaBICHHS W OpraHU3aIMsiX,
YTBEPKACHHBIX NpruKazoM MuHkynbTypsl PO ot 31.03.2015 Ne 526. // Koncynprantllntoc.
Bepcusllpod [OnextponHbli pecypc]. — DOnekTpoH. naH. - Pexum goctyna
http://www.consultant.ru/.

Jlureparypa
OcHoBHas:

1. AOynanze, [I. I'. JlokymMeHTallmOHHOE OOecreueHue yIpaBlIeHUs IEPCOHAIIOM : YUEOHHUK
U npakTukyM juist By3os/ JI. I'. AGynanze, U. b. Bemmpsokkuna, B. M. MacnoBa. — 3-e
u31., nepepad. u gon. — Mocksa : U3narensctBo FOpaiit, 2026. — 374 ¢. — (Bsicmiee
obpazoBanue). —  ISBN 978-5-534-16669-9. —  Tekct :  3JIEKTpOHHBIA  //


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
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Oo6pazoBarenbHas mnatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/583625

2. Kopnees, U. K. JlokymeHTaniMoHHOE OOecrieueHne yIpaBIeHUs | y4eOHUK U MPAKTUKYM
i cpenHero npodeccuonanbHoro oopasosanus / M. K. Kopuees, A. B. ITmenko, B. A.
Mamypues. — 3-e u3z., nepepad. u gon. — Mocksa : U3parensctBo HOpaiit, 2026. —
438 c. — (IlpodeccnonanpHoe obpazosanue). — ISBN 978-5-534-16002-4. — Tekcr :
anexkTpoHHbld  //  OOpasoBarenbHast 1natdopma  HOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/585550

3. Joponuna, JI. A. JloKyMeHTallMOHHOE oOOecCHe4YeHue YIpaBICHUS : YYEOHUK H
NpPaKkTUKyM JJIsl cpeHero npodeccuonaibHoro odpasosanus / JI. A. loponuna, B. C.
Wputuxosa. — 2-e usa., nepepad. u gon. — Mocksa : M3aarensctBo HOpaiit, 2026. —
270 c. — (IIpoeccuonansnoe odpazosanue). — ISBN 978-5-534-16017-8. — TekcrT :
anexktpoHHsld  // OOpasoBarenbHast 1atdopma  HOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/58560

JlonmoaHuTeAbHAS

1. JenompousBoactso : yueOHuk / T. A. beikoBa, JI. M. Bsanosa, 0. M. Kykapuna, JI. B.
CankuHa ; oz oOur. pen. goi. T. A. beikoBoi. — 5-¢ u3m., mepepad. u gon. — Mocksa :
NH®PA-M, 2023. — 403 c. + Jlomn. maTepuaibl [DIEKTpOHHBIN pecypc]. — (Bwiciee
obpazoBanne). — DOI 10.12737/1907620. - ISBN 978-5-16-018052-6. - Tekct :
anekTpoHHbIN. - URL: https://znanium.com/catalog/product/1907620

2. TamueBa, H. B. JlokymeHnrauunonHoe obecrneueHue ynpasiaeHus: yueOHuk / H. B.
lNanuena, XK. K. I'anues. - Mocksa : U3a. lom HUTY «MUCuCy», 2021. - 188 c. - ISBN
978-5-907227-50-7. - Tekcr : AJIEKTPOHHBIN. - URL:

https://znanium.com/catalog/product/1915761

6.2. Ilepeyenb pecypcoB HH(OPMAIMOHHO-TEJEKOMMYHMKAIMOHHON  CceTH
«HuTepHeT».

Hanmonanwshas anektponnas 6ubnuoreka (HOb) www.rusneb.ru
ELibrary.ru Hayunas anekrponHas 6ubnuoreka www.elibrary.ru
OnexTtpoHHas oubnuoreka Grebennikon.ru www.grebennikon.ru

6.3. IIpogeccuonabHbIe 0a3bI JAHHBIX U HH(POPMAIIMOHHO-CIIPABOYHbIE CHCTEMBbI
Hoctyn k npodeccuoHanbHbIM 6a3am naHHbIX: https://liber.rsuh.ru/ru/bases
WHdopmalmoHHbIE CIPAaBOYHBIE CUCTEMBI:

1. Koncynbrant Ilntoc
2. Tapant

7. MaTepuajJibHO-TeXHHYECKOe o0ecneyeHne T CIUIIHHbI

g obecrnieyeHus AMCUMIUIMHBI — HCIHOJB3YeTCS  MaTepualbHO-TEXHUYecKas 0Oasza
00pa30BaTEeNILHOIO  yUpEXAEHUs: Yy4yeOHble ayJUTOpUH, OCHALIEHHbIE KOMIBIOTEPOM U
MIPOEKTOPOM JJIsl AEMOHCTPALIUY YUYE€OHBIX MaTEPHAIIOB.

CocraB nmporpaMMHOT0 00ECTICUCHHUSI:
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

8. ObGecneuenne 06pazoBaTEeILHOIO MPoOLECCA IJISl JIUI C OTPAHUYCHHBIMU


https://urait.ru/bcode/583625
https://znanium.com/catalog/product/1915761
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BO3MOKHOCTHAMMH 3/10POBbH

B xone peanuszanuu AMCHUIUIMHBI UCHOIB3YIOTCA CIEIYIOIIUE AONOIHUTEIbHBIE METOIbI
00y4YeHHs, TEKYIIEro KOHTPOJIS YCIEBAEMOCTH U MPOMEXYTOYHOM aTTecTalu o0yJaromuxcs B
3aBUCUMOCTH OT UX MHAMBHUIYaJIbHBIX OCOOEHHOCTEM:

® 1151 CJICTIBIX M CITAa0OBU/AIINX: JIGKIUU O(QOPMIISIOTCS B BUJE AJIEKTPOHHOTO JJOKYMEHTA,
JOCTYITHOTO € ITOMOIIBIO KOMIIBIOTEPA CO CHEIMATU3UPOBAHHBIM POrPaMMHBIM 00€CTIEUCHUEM;
MUCHMEHHBIE 33J[aHUsl BBIMOJIHAIOTCS Ha KOMIIBIOTEPE CO CHELHUATM3HUPOBAHHBIM MPOTPaAMMHBIM
o0ecreyeHneM MM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; 00€CIIECUNBACTCS MHIMBHLYyAJIbHOE
paBHOMepHOe ocBenieHne He MeHee 300 JIOKC; Ui BBIMOJHEHHS 33aJJaHUs IpU HEOOXOJUMOCTH
IPEOCTABIIAETCS YBEIMUMBAIOILEE YCTPOMCTBO; BO3MOXKHO TAaK)KE MCII0JIb30BaHHE COOCTBEHHBIX
YBEJIMYMBAIOLINX YCTPOWCTB; MUChMEHHbBIE 33aJaHUA O()OPMISIOTCS YBEIHMUEHHBIM HIPUPTOM;
9K3aMeH M 3a4€T MPOBOJATCS B YCTHOM (popMe MM BBINOJHSIOTCS B NMUCbMEHHOW (hopMme Ha
KOMIIBIOTEPE.

® I TIYXUMX U Cl1a0oCibIIANIMX: JIEKIMH O(QOPMISIOTCS B BHJAE DJIEKTPOHHOIO
JOKYMEHTa, JM0O TPEAOCTaBIsAeTCd 3BYKOYCHJIMBAIOIIAs —ammapaTypa HHIUBUAYaIbHOTO
M0JIb30BaHUs; MUChMEHHBIE 3a/laHusl BBIMOJHSIOTCS HA KOMIIBIOTEpE B MHUCBMEHHOUW Qopme;
9K3aMeH M 3a4€T MPOBOATCA B MMCbMEHHON (pOpMe Ha KOMIIbIOTEPE; BO3MOXKHO MPOBEICHUE B
(dhopme TecTrupoBaHUS.

® IS JIML[ C HApYLWIECHUSIMU OIOPHO-ABUTATEILHOTO almapara: JIEKIUH O(GOopMIISIOTCS B
BUJE  DJIGKTPOHHOTO  JIOKYMEHTa,  JIOCTYITHOTO C  [OMOLIBI0  KOMIIbIOTEpAa  CO
CHELMATU3UPOBAHHBIM MIPOrPAMMHBIM OO€CTIeYeHHEM; MUCbMEHHBIE 33aJJaHHsl BBIOJIHIIOTCS Ha
KOMIIBIOTEPE CO CHEIHAIM3UPOBAHHBIM IPOTPAMMHBIM OOECleUeHHUEM; SK3aMeH U 3auéT
IPOBOJATCS B YCTHOW (hOpME UITH BHITIOIHAIOTCS B MUCbMEHHOM (popMe Ha KOMITBIOTEpE.

[Tpu He0OXOIMMOCTH IpeyCMaTPUBAETCS YBEIMUEHHE BPEMEHH IS IIOATOTOBKHU OTBETA.

[Iponenypa  mpoBeneHHs  MPOMEXYTOUHOM  aTTecTau Ui OOyvaromuxcs
YCTaHABIMBAaETCA C Y4YETOM HUX UHAMBUAYAIbHBIX IMCUXO(PHU3NYECKUX OCOOEHHOCTEH.
[IpomerxyTouHas aTTecTanysi MOXKET IPOBOAUTHCS B HECKOJIBKO 3TaIlOB.

[Tpu npoBeneHUM TpOUEAYPbl OLEHUBAHUS PE3YJIbTaTOB OOYUYEHUS MpPEeTyCMaTpPUBACTCS
UCIIOJIb30BaHUE TEXHUYECKUX CPEICTB, HEOOXOAMMBIX B CBS3M C HWHIMBUAYAJIbHBIMU
OCOOEHHOCTSIMU 00y4YaroIUXcsi. DTU CPEeACTBA MOTYT OBbITh IMPENOCTABIEHBl YHUBEPCUTETOM,
WK MOTYT MCIIOJIb30BaThCs COOCTBEHHBIE TEXHUUECKUE CPE/ICTBA.

[IpoBenenne mpoueaypbl OLEHMBAHMSI  pPe3yJbTaTOB  OOY4YEHMsI JIONMYCKaeTcs C
UCIIOJIb30BaHUEM JUCTAHIIMOHHBIX 00pPa30BaTEIbHBIX TEXHOIOTUH.

ObecnieunBaeTcst 10cTyn K MH(GOPMAaLMOHHBIM U OMOIHOrpadUuecKuM pecypcaMm B CETH
WntepHer mis kaxiaoro oOydwaromerocss B (opmax, aganTUPOBAaHHBIX K OTPAHUYEHUSAM HUX
3/10pOBbS U BOCTIPUATHUS HHPOPMALUH:

® IS CJENbIX U CIA0OBUASALIMX: B MEYaTHOW (opMe YBEIHMUEHHBIM HIpU(PTOM, B dopme
3JIEKTPOHHOTO JIOKYMEHTa, B (hopme aynuodaia.

® U1 TIIyXUX U caa0ocblIalux: B HeyaTHoi Gopme, B popMe 37IeKTPOHHOTO TOKYMEHTA.

® 11 O0y4aroUIMXcs C HApYyLIEHUSIMU OIOPHO-/BUraTeNIbHOTO ammapaTta: B IE€YaTHOU
¢dopme, B hopMe 3IEKTPOHHOTO JJOKYMEHTa, B (popme ayauodaiina.

VY4eOHble ayAUTOpUU UIS BCEX BUAOB KOHTAKTHOM M CAaMOCTOSITENIbHON pabOThI, HAyYHas
OMOIMOTEKAa U WHBIE TIOMEIICHMs JJisi 0OyYEHHUs OCHAICHBI CIEIUaIbHBIM 000pYyJOBaHUEM U
y4eOHBIMU MECTaMH C TEXHHYECKUMHU CPEJICTBAMU O0yUEHUS:

® JUIsl CIICTIBIX U CITAOOBWJISIIMX: YCTPOWCTBOM JUIsl CKAHUPOBAHUS W YTCHHUS C KaMepoi
SARA CE; nucnneeMm bpaitng PAC Mate 20; mpuatepom bpaiins EmBraille ViewPlus;

® IS TIIYXHX W CIa0O0CIBIIIANINX: aBTOMAaTU3UPOBAHHEIM pa00YUM MECTOM JUIS JIFOJICH ¢
HapyIICHUEM CITyXa U c1a0O0CIHbIIANINX; aKyCTHYECKHI YCHUIIUTENb U KOJIOHKH;
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® 17151 00y4aIOUIMXCS ¢ HAPYLICHUSAMHU OMOPHO-/IBUraTEIbHOTO almnapaTa: nepeBIKHBIMY,

peryaupyeMbIMH  3proHomudeckumMu  mapramu  CH-1; KOMIBIOTEPHOW  TEXHUKOH  CO
CHeLMANTbHBIM IPOrPAaMMHBIM 00€CTIeUeHHEM.

9. Meroauyeckue MaTepuaJIbl

9.1. Il;1aHbI CeMMHAPCKUX 3aHATHH

Tema 1. Jucuuminna «/[okymeHTalluOHHOE o0ecnieyeHre YIPABJIeHUSs MIEPCOHAIOM » U ee

el o e

AN

MECTO B CUCTEME HAYIHBIX 3HAHUHA

Bonpocs! /11 00CyKIeHUS

JIOKyMeHTaIHOHHOE 00ECIIeUCHHE CUCTEMBI YIIPABJICHUS MEPCOHATIOM: MOHATHE, 0OIIast
XapaKTePUCTHKA
B3anMOCBS3b  TPOIIECCOB  YIPABJIEHHS IIEPCOHATIOM C COCTaBOM H MOPSIKOM
Q)OpMHpOBaHI/IH CUCTCMBI HOKYMGHTaI_[I/II/I 10 J'II/I‘-IHOMy COCTaBy.

KoHTpobHBIE BOIIPOCHI
Cdhopmynupyiite onpeneneHue MOHITHS «TOKYMEHTY.
Cdhopmynupyiite onpeaeieHUue MOHIATHS «KaIpoBasi JOKYMEHTALIHD).
ChopmynupyiiTe onpeeneHne MOHITHS «T0KYMEHTHPOBAHUE TPYIOBBIX OTHOIIICHU
Cdhopmynupyiite onpeaeacHne MOHATHS «IOKYMEHTAIIMOHHOE 00€CIICUeHUE YITPABICHHMS
TICPCOHATIOM.
OxapakTepu3yluTe COCTAaB COBPEMEHHOM CHCTEMBI KaPOBO JOKYMEHTALIHH.
B uem 3akirodaeTcst B3aUMOCBS3b MPOIECCOB YIPABICHUS MEPCOHATIOM € COCTaBOM M
HOPSAKOM (POPMHPOBAHHUS CHCTEMBI JJOKYMEHTAIMHU 110 JIMYHOMY COCTaBy?

Tema 2. IIpaBoBoe U HOPMATHBHO- METOAUYECKOE o0ecnevyeHne padoThl C JOKYMEHTAMM

BOH[ )OCHI JIJIA 00¢c YKACHUA

Knaccudukanus n odmias xapakTepucTuka MpaBoBOrO M HOPMAaTHBHO- METOIUYECKOTO
oOecrieyeHus pabOTHI C JOKyMEHTaMH

3aKoHOATEIbHBIEC JOKYMEHTHI B 00JIACTH TOKYMEHTAIIMOHHOTO 00eCTIeUeHHS
yIpaBJICHUS MIEPCOHAIOM: KJIacCH(UKalus, 001as XapaKTepuCTHKA.
HopmaTtnBHO-MeTOANYECKHE JOKYMEHTHI B 00IaCTH JOKYMEHTAI[HOHHOTO 00eCTICUEeHHS
yIpaBJIeHUs MIEPCOHAIOM: KJIacCH(UKalus, 001as XapakTepuCTHKA.

KoHTposHBIE BOOPOCEKI

Hepqu/ICHI/ITe OCHOBHBIC 3aKOHOAATCJIbHBIC NTOKYMCHTEI B OGJIB.CTI/I AOKYMCHTAIIUOHHOT'O
oOecrnieueHus ynpaBieHUs IEPCOHATIOM.

Oxapakrepusyiite OCHOBHBEIE 3aKOHOJATEJILHBIE JIOKYMEHTBI B obnactu
JIOKYMEHTAIlMOHHOTO 00eCIIeueHHs yIpaBIeHHs IIEPCOHATIOM

Kakue 3akoHOnaTenbHblE aKThl PETYJIHUPYIOT JIOKYMEHTHPOBAHUE OTAEIbHBIX CTOPOH
TPYIOBOM JACSITEIBHOCTA PA3IUYHBIX KaTEropuidi pabOTHUKOB?

HepeqncnnTe OCHOBHBbBIC HOPMAaTUBHO-MCTOAUYCCKHUC JAOKYMCHTEIL B O6HaCTI/I
JIOKYMEHTAIlMOHHOTO 00eCIeUeH s yIpaBICHUS IEPCOHATIOM.

OxapakTepu3yiTe OCHOBHBIE HOPMATUBHO-METOAMYECKHE JIOKYMEHTHl B O0JIaCTH
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JOKYMEHTAIMOHHOTO 00ECTIeUeHHsI yIPaBICHUS IIEPCOHAIIOM.

6. Kakoii HOpMaTHBHO-METOJIMYECKHI JIOKYMEHT perjaMeHTHpyeT TpeOoBaHUS K
KBaJM(pUKAINY, 3HAHUAM U YMEHUSAM PaOOTHUKOB?

7. OxapakTepu3yuTe poib M 3HAYCHHE THUIOBBIX MEPEYHEW MOKYMEHTAIlUH MO JMYHOMY
COCTaBy.

8. Kakoil HOpPMaTMBHO-METOJIMYECKHM JOKYMEHT pErIAMEHTHUPYET CpPOKH XpaHEHUS
JOKYMEHTAIMU 110 JIMYHOMY COCTaBy?

Tema 3. PersiameHTanus1 AeATEJILHOCTH KAIPOBOH CJ1yK0bI B OPraHaX roCcyJapCTBEHHOH U
MYHUIIUNIAJTbHOH BJIACTH

Bonpocs! st 06cyskeHus

KanpoBele ciyx0bl: CTPYKTYpa, 3aJ]a4i, OCHOBHBIE HAIIPABIICHUS ACSTEIbHOCTH.
UucneHHbIN U JOIKHOCTHOM COCTaB COTPYIHUKOB KaJPOBOM CITYKOBI.

3. CocrtaB 1 XapaKTepUCTUKA HOPMATUBHO — METOJUYECKUX JOKYMEHTOB,
peraMeHTHPYIONINX ASSITeTbHOCTh KaJIPOBBIX CITYkKO

N —

KoHTpoJIbHBEIE BOOPOCH]

1. OxapakTepusyiiTe OCHOBHBIC 3a/1a4H KaJIPOBBIX CITYKO
Kak onpenensieTcst JOTKHOCTHONW COCTaB COTPYAHUKOB KaJIPOBBIX CITYKO?

3. Ilepeuncaute OCHOBHbIE HOPMATHUBBI ISl ONIPEIEICHNS YUCIEHHOCTH COTPYIHUKOB
KaJIPOBBIX CITYXKO.

4. Kaxwue pa3nensl SBISIOTCA 00s3aTeNIbHBIMU B [1o10keHnN 00 oTIene KaapoB
(ympaBneHuu, aenapTameHTe u zp.)?

5. Oxapaktepusyite mopsaok pazpadotku [lonoxxenus: o0 otaene kaapos (yrpaBiIcHHH,
JernapTaMeHTe u JIp.).

6. Kakoil mokanbHbIII HOPMATUBHBIN aKT 3aKpPEIUISIET ITpaBa, OTBETCTBEHHOCTD,
B3aMMOCBSI3H OT/IeJIa KaJpoB?

7. Kakoi IoKanbHbIi HOpMATUBHBIN IIPABOBOM aKT ONPEAEISAET IPABOBOE MOJIOKEHHUE
COTPYIHMKA OpraHu3anuu’?

8. Ilepeuncnure OCHOBHBIE pa3eibl JOJDKHOCTHON HHCTPYKIUHN paOOTHHUKA.

9. CdopmynupyiTe OCHOBHOE Ha3HAYCHHE HHCTPYKIIMH 110 KaJIPOBOMY JEIONPOU3BOICTRY.

10. Ilepeuncnnre OCHOBHBIE Pa3Aeiibl UHCTPYKLHUHU IO KaJPOBOMY JI€JIOIPOU3BOJICTBY.

Tema 4. CocTaB KaapoBoil JOKyMeHTaluH. /lTOKyMeHTHPOBaHUEe TPYAOBbIX OTHOIICHHIA.

Bompock! s 06cyKaeHus

1. Cucrema kaapoBOii JOKYMEHTAIIUU B OPTaHU3allUN: HA3HAYCHHE, COCTaB, 00IIas
XapaKTepUCTUKA

2. OpraHu3aliOHHBIE TOKYMEHTHI: KJIacCHU(UKAIUs, 00Ias XapaKTepUCTHKA

3. PacnopsautenbHble JOKYMEHTHI: KiiacCUUKaIus, o0IIas XxapakKTepuCcTUKa

4. HudopManmoHHO-CIIPABOYHBIE IOKYMEHTHI B CHCTEME KaJpOBOM TOKYMEHTAIIUHU:
KJIaccupuKaImsi, 001Iasi XapaKTepUCTHUKA

5. JIOKyMEHTHUPOBAHHE KaAPOBBIX TEXHOJIOTHIA.

KoHTpoasHbBIE BOOPOCKI

1. CdopmynupyiiTe OCHOBHBIE 3a/1a4l CUCTEMbI KaJIpOBOW JOKYMEHTAITHH.
Kaxkue rpymbl JOKYMEHTOB BXOST B COCTaB CUCTEMBI KaJAPOBOM JOKYMEHTAITUHU B
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OopraHu3aluu?

Kakwne BUIbI TOKYMEHTOB OTHOCSITCS K TPYIIIIE OPTaHU3aIIUOHHBIX TOKYMEHTOB?
OxapakTepu3yiTe OCHOBHBIE Pa3JieNIbl IITATHOTO PACIIUCAHMUS.

Kaxk cocraBnsiercst rpaduk oTImycKoB?

Kakue cymiectBytoT obuie TpedoBaHus K 0hOPMIIEHHUIO U CPOKaM MOATOTOBKU
MIPUKA30B (pacropsHKeHUil) 1Mo TUYHOMY COCTaBy?

Kakue Bubl TOKyMEHTOB OTHOCSATCS K TPpYIIEe UH()OPMAIIHOHHO-CIIPAaBOYHBIX
JIOKYMEHTOB?

B 4em 3akiogyaercst pa3HuIa MKy JOKJIAQAHBIMU U OOBSICHUTEIbHBIMU 3aIUCKaMU B
CHUCTEME KaJIpOBOM IOKyMEHTaluu?

[lepeuncaure cocTaB MEPCOHAIBHBIX JOKYMEHTOB PAa0OOTHHKA, TPEI0CTABISIEMbIX
paboTomaTento Ui yCTaHOBIICHHS TPYAOBBIX OTHOIICHUH.

B kakoM HCTOUHHMKE 3aKOHOAATENIBHO 3aKPEIUIEHBI TPEOOBAaHUS K CTPYKTYpe TEKCTa,
MOPSAZIKY COCTaBJICHUS U OPOPMIICHUS CIYKEOHOro KOHTpakTa?

Kakoii cymecTByeT Nops 10K BHECEHHUs CBEJICHUN B TPYIOBYIO KHH)KKY U JIMUHYIO
KapTOUYKy pabOTHHKA?

OxapakTepu3yiTe COCTaB U MOPSIIOK U3/1aHUS TOKYMEHTOB O MIEPEBO/IE COTPYAHUKOB.
Kakne 1oKyMeHTHI SBISIOTCS OCHOBAaHHEM K IIPUKa3aM o repeBojie?

OxapakTepu3yiTe COCTaB U MOPSIOK U3/1aHUS JOKYMEHTOB O IPEI0CTaBICHUN
oTmycka?

Kakue n1oKyMeHTHI SIBISIOTCS OCHOBAaHHEM K IIpUKa3aM 00 oTIycke?

OxapakTepu3yiTe COCTaB W TOPSIOK H3JaHUS JTOKYMEHTOB O KOMaHIUPOBAHUN
paboTHHKA.

Kakue 1oKyMeHTHI SIBISIOTCSI OCHOBAaHHEM K IIPUKa3aM O KOMaHIMPOBAaHUH PaOOTHUKA?
OxapakTepu3yiTe cOCTaB U MOPSJIOK U3/1aHUS TOKYMEHTOB O TOOUIPEHUH PaOOTHHUKA.
Kakne 1oKyMeHTHI SIBIISIOTCSI OCHOBAaHMEM K IIPUKa3aM O MOOMIPEHUH PaOOTHUKA?
OxapakTepu3yiTe cOCTaB M MOPSAAOK HM3AAHUS JOKYMEHTOB O  JMCUUIUIMHAPHBIX
B3BICKAHUSX ?

Kakue JOKyMEHTBl SBJSIOTCS OCHOBaHMEM K IIpUKa3aM O JUCHUIUITMHAPHBIX
B3BICKAHUSX ?

OxapakTepu3yiTe cOCTaB JOKYMEHTOB, OQOPMISAIONIMX MPOLEAYpY AaTTecTaluu
CITyKallluX.

OxapakTepu3yiTe cOCTaB U MOPSIOK U3/1aHUS TOKYMEHTOB 00 YBOJIbHEHUH PAOOTHUKOB.
Kakne 1oKyMeHTHI SIBIISIOTCSI OCHOBAaHHEM K MTpHUKa3aM 00 YBOJbHEHUHPAOOTHUKOB?

Tema 5. YueT JUYHOIO cOCTABa

Bonpocsl i 00cyKIeHus

Bunbl yueTHBIX JOKYMEHTOB: Kiaccu(uKalys, o01as XxapakTepucTrKa.
HopmatuBHas u npaBoBas perjaaMeHTalus NOpsAIKa BEACHUS JINYHBIX JIE1.
TpynoBast KHHKKa paOOTHHKA KaK OCHOBHOW JOKYMEHT O TPYIOBOH JEATEIHHOCTH H
TPYAOBOM CTa)ke pabOTHHKA

KoHTpoJbHBIE BOIPOCHI

[lepeuncnure OCHOBHBIE BU/IBI YYETHBIX JTOKYMEHTOB.

Oxapaktepu3yiTe cocTaB HHPOPMALINHU JIMYHON KapTOYKH pabOTHHKA.

Kaxkoii ycTaHOBIICH NOPSIIOK 3aMIOJHEHHS U BEJICHUS INYHON KapTOUKH?

Kakne HOpMaTHBHBIC U IPaBOBBIE JOKYMEHTHI PETIIAMEHTHPYIOT MOPSAOK BEACHUS
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JINYHBIX aen’?

Kaxoil nprHIMI pacionokeHuss JOKyMEHTOB B JIMYHOM Jelie?
OxapakTepu3yiite npaBuia oHhOpMICHHUS JINYHBIX Je] paOOTHUKOB.
OxapakTepu3syiite mpaBuiia BeJJCHUS JUYHBIX J1€]1 paOOTHUKOB.

Kaxoil TOKyMEeHT SBISETCSI OCHOBHBIM JOKYMEHTOM O TPYJIOBOW JEATENBHOCTH U
TPYJIOBOM CTa)e paboOTHUKA?

Oxapaktepu3yiite npasuiia 0OpMIICHHUS TPYIOBBIX KHUKEK U BKJIAIbIIIEH K HUM.
OxapakTepu3yiiTe rmpaBuiia Be€HUS TPYIOBbIX KHUKEK U BKJIAAbIIIEH K HUM.
Kakoii cymecTByeT Nops 10K BbLAaYM TyOIrUKaTa TPYI0BOM KHIKKU?

Kak ocymecTBnsieTcst ydeT u XpaHEeHUE TPYIOBBIX KHUKEK?

KT0 HEceT OTBETCTBEHHOCTH 3a XpaHEHHE U 3aII0JIHEHUE TPYAOBBIX KHUKEK?

Tema 6. Opranuzanust padoThl ¢ KAAPOBBIMU JOKYMEHTAMHU

Bonpocs! st 06cyskeHus

PCFI/ICTpaI_[I/ISI U UHACKCUPOBAHUC KAAPOBBIX JOKYMCHTOB.
CI/ICTeMaTI/ISaHI/ISI " OIICPATHUBHOC XPAHCHUC NTOKYMCHTOB I10 JIMYHOMY COCTaBYy.
3KCHCpTI/I3a HECHHOCTH NJOKYMCHTOB 110 JIMYHOMY COCTAaBY.

KoHTpossHbBIE BOOPOCEI

Kakue cymiecTByroT npaBuiia perucTpaniy KaJpoBbIX JTOKYMEHTOB?

Uro Takoe WHIEKCUPOBAHNE KaJJPOBbIX JOKYMEHTOB?

[lepeuncnaure cocTaB peKBU3UTOB PETUCTPALIMOHHBIX (POPM KaJApPOBBIX JJOKYMEHTOB.

B uem 3akirouaeTcst oTIIMYME aBTOMAaTU3UPOBAHHBIX (DOPM pErucTpanuu OT
TPaJUIIMOHHBIX ?

Kaxoii cymecTByeT NpuHIMI CUCTEMAaTH3aluU TOKYMEHTOB IO INYHOMY COCTaBy?
Kak ocymecTBiseTcs: onepaTtuBHOE XpaHEHHE JOKYMEHTOB I10 JIMYHOMY COCTaBy?

B gem 3akimogaroTcs 0co0eHHOCTH (POPMHUPOBAHUS B JIeNIa JOKYMEHTOB IO THYHOMY
cocTaBy”?

Kakwue cymecTBytoT mpaBuiia CUCTEMAaTU3alMK PACIOPSAUTEIbHBIX IOKYMEHTOB,
YUeTHBIX ()OpM, TPYAOBBIX KHIKEK?

Kak cucrematuzupyroTcst U XpaHATCS JOKYMEHTBI-OCHOBAHUS K IPUKa3aM 10 JTUUYHOMY
cocTaBy?

ChopmynupyiiTe o0cHOBHOE Ha3HaueHHe HoMeHKIaTyphI f1ed.

OxapakTepu3yiTe MopsI0K MOATOTOBKH, COCTABIECHUS U OPOPMIICHHSI HOMEHKJIIATYPbI
JIeJ KaJpOBOM CITY>KOBI.

Yro Takoe nepexozsuue aena’?

Kak omnpenensitorcst cpoku XpaHeHUs! KaJpOBBIX JOKYMEHTOB?

Kak ocymiecTBisieTcsi IOATOTOBKA TIOKYMEHTOB K C/1aye B apXuB?

KTo nmpoBoauT 3KCTIepTH3Y EHHOCTH TOKYMEHTOB KaJpOBOM CITy>KOBI?

Kakue cymiecTBytoT nmpaBuia NOArOTOBKU JJOKYMEHTOB IO JIMUHOMY COCTaBy K Iepeaaye
B apXUB OpraHU3aLuu?

Kakue paszenbl BKIIOYAET OMUChH JOKYMEHTOB I10 JUYHOMY COCTaBy?
Oxapakrepu3yiTe NOpsI0K YHUUTOKEHHSI TOKYMEHTOB C UCTEKILIMMU CPOKaMU
XpaHEeHHUS.
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[Ipunoxenue 1. AHHOTALIMS
paboueii mporpaMMBbl TUCIIUTUTMHBI

AHHOTALIYSA PABOYEH NPOT'PAMMBI JIJUCHUTLJIAHBI

JIOKyMeHTAllMOHHOE 00ecneyeHue ypaBjieHus MepcoHaIoM

Hear aucnumimHbl: QopMUpOBaHHE Y OOYYAIOIIUXCS CUCTEMHBIX MPEJICTaBICHHA O
JIOKyMEHTAITMOHHOM O0ECIIeYeHUH YIPABICHUS TIEPCOHATIOM

3amauu:
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1. W3yuuTh cucreMy AJOKYMEHTAIMH MO JUYHOMY COCTaBYy

2. U3yuuth mnpaBuwia W METOJbl JOKYMEHTAIMOHHOTO COMPOBOXKIECHHUS YNPABICHUSA
[IEPCOHAIIOM

3. HM3yuuTh npaBuiia yyera nepcoHajia B OpraHu3aluu

4. Tlony4nTh HABBIKM JOKYMEHTAI[MOHHOTO COIPOBOXKICHHUS YIPABICHHS TEPCOHAIOM U
ydeTa MepcoHajia B OpraHu3aiiu

B pesynbrare ocBOCHMS AUCIUILUIMHBI 00YJarONTUACS JOJKEH:

3HaTh:
-CHCTEMY JIOKyMEHTAIIUU M0 TUYHOMY COCTaBY
-HpaBI/IJ'Ia 1 METOObI )IOKYMeHTaHHOHHOFO COHpOBO)K}ICHI/IH ynpaBJ’[eHI/Iﬂ HepCOHaJ'IOM
-TpaBUjIa y4eTa rnepcoHaia

YMmerTh:
-BECTH JOKYMEHTAIIMOHHOE COMTPOBOXKICHUE YIPABIICHUSI IEPCOHATIOM
-BECTHU y4eT MepcoHala

Baagern:
-HaBbIKaAMHU BCACHUA JIOKYMCHTaIII/IOHHOFO COHpOBO)KIleHI/ISI ynpaBHeHI/Ifl HepCOHaJ'IOM
-HaBBIKAMHU y4yeTa [epcoHalla



