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1. IlosicHuTEeIbHAA 3aIIUCKA
1.1. lean u 3agau JAUCHUILIHHDI

Henp nucnumiuHel COOTHeceHa ¢ pesyabTatoM ocBoeHus OIl BO (dbopmupyembimu
KOMITETCHITHSIMHU ).
Heab (MCUMIUIMHBI - TOATOTOBUTH BBIMTYCKHHUKA, BJIAJICIOIIETO HaBbIKAMU BEACHUS KaJApOBOIO
JIEJIONPOU3BO/ICTBA.
3agaun IUCHUIIHHBI:
o CdopmupoBaTh y CTyJeHTa KOMIIETCHIIMH, ITO3BOJISIONIME €My BBITIOJNHATH BECh
KOMIUIEKC paboT MO KaJIpOBOMY JIEIOMPOU3BOICTBY;
o ChopmupoBaTh y HEro KOMIUJIEKCHOE MPEJCTABIECHHWE O CHUCTEME JOKYMEHTAIMH I10
JUYHOMY COCTaBY;
o Jlatb npeacraBieHne 00 ypOBHE periaMeHTalluu KaJpoBOro J1eJI0Mpon3Bo/IcTBA B PO;
o HayuuTs cTyneHTa cocTaBiiaTh U 0pOpPMIIATH OpraHU3aI[MOHHBIE KaJIPOBBIE JOKYMEHTHI;
o Hayuuth cTynenTa 10KyMEHTHPOBATH OCHOBHBIE KaJPOBBIC MPOIEAYPHl B COOTBETCTBUU
¢ TpeOOBaHUSIMHU 3aKOHOAATEIHCTBA;
o Hayuuth cTynenTa opraHu3oBBIBaTh pabOTy KaapOBOU CIY>KOBI, COCTaBISATh JTOKAIbHBIC
HOPMAaTHUBHBIE AKThI, PETJIAMEHTUPYIOILIUE €€ ACSITEIbHOCTbD.
o OOyunTh OCHOBHBIM TEXHOJOTHMUYECKHM IpHEMaM JeJIONPON3BOCTBEHHBIX OIEpaInid,
OpraHu3aluy XpaHEeHUs KaJApOBOM JOKYMEHTAIUH.

1.2. IlepeyeHs NMIAHHPYEMBIX Pe3yJbTATOB O0y4YeHHMs IO JMCHUILIMHE, COOTHECEHHBIX C
HHIMKATOPAMH JI0CTHKEHHUs KOMIIeTeHIH i

Kommnerenuus
(Kol ¥ HAMEHOBAHUE)

HNuaukaropsl
KOMIIETEHIM i
(Ko ¥ HAMMEHOBAHUE)

Pe3yabTaThl 00yuyeHus

OIIK-2
HaxOJHUTh
OpraHU3alMOHHO-
YIIPaBICHYECKUE PELICHUS

Cnocoben

OIIK-2.2. Opranu3oBbIBaeT
paboty mopapasiencHuii B
chepe TOKyMEHTAIMOHHOTO
o0ecrieyeHns ynpaBJieHUs U

3HaTh: MOPSAIOK pabOThI CIIYkKO

JOKYMEHTAILlMOHHOT' O obecrieueHHs
YIpaBJICHUS U apXUBOB
YMers: perilaMeHTUpPOBAaThH

OpU peuleHuH 3a7ad B | apXUBHOIO Jela paboty ciayx0 JOKYMEHTAalHOHHOTO

chepe cBoei obecrieueHus yIpaBIeHUS U apXUBOB

npodeCCuOHAIBHON Bnanets: HaBBbIKaMH

JIESITEIIBHOCTH opranu3zanyu padoThl MOApa3ICICHHIA
B chepe JIOKYMEHTAIMOHHOTO
obecrnievyeHus yIpaBIeHUS U ApXUBHOTO
JieJia B COOTBETCTBHH C HOPMATHBHBIMHU
TpeOOBAHUSIMHU

VK-11. Cnocoben | YK-11.3. OO6mnamaer 3HaTh: 3aKOHOIATEILHBIE WU

(dbopMUPOBaTh HETEPIUMOE | HaBBIKAMU paboThI C | APyTUMU HOPMATHBHBIMU TPABOBBIMH

OTHOIICHUE K | 3aKOHOJATeIbHBIMU U | aKkTaMu B cdepe cirykeOHoI

KOPPYTNIIHOHHOMY IPYTMMH  HOPMATUBHBIMH | I€ATEITHHOCTH

MOBE/ICHUIO MIPaBOBBIMU aKTaMU YmeTs: paboTaTh C

HOPMAaTHUBHO-TIPaBOBOM 0a3oi B cepe
CITY)KE€OHOM NIeATeTbHOCTH

Bnanets: HaBBIKAMH
MPUMEHEHUS AHTUKOPPYIIIHMOHHBIX
HOpM B npogeccuoHaTbHON

JACATCIIBHOCTH 1 HOBC@Z[HGBHOﬁ JKHN3HHU




1.3. MecTo iucuMIJIMHbI B CTPYKTYpe 00pa3oBaTeIbHOM NPOrpaMMbl

Hucuunnuna «KaapoBoe aemonpou3BOACTBO» OTHOCUTCS K o0Os3aTenbHOM YacTh — Oyioka
JTUCIUTIINH y4eOHOTO TUIaHa.

JlJis OCBOGHMS TUCIUIUIMHBI HEOOXOAMMBI 3HAHWS, YMEHUS U BIaJeHHs, cHOpMHpPOBaAHHBIC B
Xonae I/I?:y‘-IeHI/ISI CJ'IC)IYIOHH/IX AUCIIUITIIINH nu np0x0>1<21eH1/15[ HpaKTI/IKZ ((pr)IOBOG HpaBO»,
«/lokymenroBenenune», «OpraHuzanus ¢ TEXHOJOTHS  JOKYMEHTAIIMOHHOTO  OoOecreueHus
YIPaBICHUS.

B pesynbraTe OCBOCHHS IUCHUIUIMHBI (DOPMHUPYIOTCS 3HAHUS, YMEHUS W BIAJCHUSA,
HEOOXOaUMBIE Ul HW3Y4YEHMs] CIEAYIOUUMX JTUCHUIUIMH (MOZYJe) W NPOXOXKACHUS MPaKTUK:
«PernmamenTanus JesTeNbHOCTH KaIpoBOH CirykOb1», «{udpoBas Tpanchopmaims cucTeMbl KaIpoBOi
JTIOKyMEHTaIlun», «3almTa U 00padoTKa MEPCOHATBHBIX ITaHHBIX», «3aluTa KOH(PHUACHIIMATHHOU
uH(pOpMaIuU B KaapoBoil ciyx0e», « HpopMaIioHHBIE CUCTEMBI B KaIPOBOH CITyKOe».

2. CTpyKTYypa AMCUHUIIIMHBI
OO6m1ast TpyA0EMKOCTh TUCIMIUIMHBI COCTABIISIET 4 3.€., 144 akaJeMUYecKuX Jaca.

CTpyKTypa IMcUMIIMHBI 1JIs1 04HOH GopMbl 00yUeHus:

O0bemM jauciUMIUHBL B (popMe KOHTAKTHOM paboThl O00ydaromMXcsi C MeJarorn4ecKuMu
paboTHUKaMU U (WJIK) JUIAMH, TPUBIEKAEMbIMH K peaju3aluu o0pa3oBaTelIbHON MporpamMmbl Ha
UHBIX YCIOBUSIX, IPH MIPOBEACHNUN YUEOHBIX 3aHATUI:

Cemectp | Tun yueOHBIX 3aHATHIA KomuuecTBo
4acoB
3 Jlexkuuu 32
3 JlaGopaTopHble pabOTHI 48
Bcero: 80

OOpeM auCIUIUTUHBL (MOIYIS) B (JOPME CaMOCTOSITEITbHON PadOThI OOYYAIOLIMXCSI COCTABIISET
46 akaIeMUYECKHUX YacOB.

3. Coaep:xanmne TUCUMIIMHBI

Ne | HammeHoBaHMe pasaena | Conepxanue

AUCHUTLINHBI

Bsenenne [Ipenmer, 3a/1a4H, coJiepyKaHue Kypca.
1 XapakTepucThKa COBPEMEHHOU CHUCTEMBI  KaJpOBOU

JOKyMEHTaluuu. B3auMOoCBsA3b  INPOLECCOB  YIIPABICHUS
MIEPCOHAJIOM € COCTaBOM M HOPSAKOM (hOPMHUPOBAHUS
CUCTEMBI JIOKYMEHTAallUM II0 JIMYHOMY cOcTaBy. Mecto

Kypca cpenu JIPYTUX Hay4YHbIX JUCLUIIINH:
«JlokyMeHnToBeneHue», «OpraHu3anusi U  TEXHOJIOTHUS
JOKYMEHTAMOHHOTO o0ecrnieueHus YIpaBJIECHUS»,

«Ynpapienue mnepcoHaiom», «TpyaoBoe mpaBo» U Ap.
HUctounnku  u3ydeHHs: Kypca. 3aKOHOJATEIbHBIE U
HOPMATUBHO-MIPABOBBIC AKTbl, HOPMATUBHO-MCTOAUYCCKHUC
NOKyMeHThI. OTeuecTBeHHas ucTopuorpadus.

PernamenTanus 3aKoHOIaTebHbIE 1 HOPMATUBHO-ITPABOBBIEC AKTHI.
2 JIOKYMEHTUPOBAHUS KaJpOBOI TpynoBoit komekc Poccuiickoii dDenepanuu Kak
NESTENLHOCTH H  paboTel ¢ | OCHOBOM NIPaBOBOM aKT, OIPEAESISIONINN COCTAB U MOPSIOK




KaApOBbBIMH JOKYMCHTAMHU.

oopMIICHHS JOKYMEHTOB TIO YCTAHOBJICHHUIO TPYIOBBIX
OTHOIIEHUH W  TPYJAOBOM  JEATEILHOCTH  pPaOOTHHKA.
3akoHomarenpHble akThl Poccuu 0 JIOKYMEHTHPOBaHUU
OTJIEIBHBIX CTOPOH TPYJOBOH IEATEIBHOCTH  Pa3IWYHBIX
Kareropuii pabOTHUKOB. 3aKOHO/IATENIbHBIE aKTHI CyOBEKTOB
Poccuiickoi ®denepanuu, VKka3el [Ipe3unenra,
IlocTanoBneHuS U pacHopsoKeHHs]  MPaBUTENIbCTBA
Poccuiickoit ®enepanuu.
HopmaTtuBHO-MeTOIMYECKHE JTOKYMEHTHI .

KBanudukamoHHbIi CIIPABOYHUK u
npodeccuoHalbHbIE  CTaHIAPTHI, Kak  OCHOBHBIE
HOpMaTUBHbIE JIOKYMEHTHI, peraaMeHTHpYoIINe

TpeOOBaHUS K KBadM(UKALMK, 3HAHUAM U YMEHHSIM
pabotHHKOB. OOIIEPOCCHIICKHE KIAaCCU(PUKATOPBI TEXHUKO-
SKOHOMUYECKOH U COLIMAJIbHOU UHpOpMaLNH,
YCTaHABIMBAIOIIME COCTaB M  MOPSAOK  3alOJHEHUs
KaJIpOBBIX JOKYMEHTOB.

TunoBele NEPEUHN U CPOKH XPAHEHUS TOKYMEHTAlUU
o JIMYHOMY cOCTaBy. PerynupoBaHue oOpraHu3anuu
ApXMBHOT'O XPAaHEHHUs TOKYMEHTAILIUH 110 JUYHOMY COCTaBYy B
HOPMAaTHUBHO-METOAUYECKUX TOKyMeHTax PD.

Pa3zpabotku ['ockomcrara P® mo ynudukamuu dopm
NEePBUYHOMN YUETHON JOKYMEHTAIHH.

Opranuzanus paboThI
KaJ[POBOH CITyKOBI

CTpyKTypbl  KaJpoBBIX CIykK0. YmWCIeHHBIH W
JOJDKHOCTHOW cocTaB ciaykObl. HopmaTuBel BpeMeHH Ha
paboTHI MO yUeTy KaApoB.

3amaun ¥ QYHKIUH KaIpoBOW ciykObl. [lomoxxenue
00 oTnene kaapoB (ympaBieHHH, JemapTaMeHTe U Jp.), Kak
OCHOBHOM HOPMATUBHBI JOKYMEHT II0 OIPEIACICHUIO
CTPYKTYpbl,  YHUCICHHOCTH,  BHIOB  pabOT  3TOTO
noapasaenenus. [lopsaaok pazpaboTku, coctaB nHGOpMALIUN
U CTpYKTypa TEKCTa TOJOKEHHUs. 3aKkperjieHHe TMpas,
OTBETCTBEHHOCTH, B3aMOCBA3€EH OTAEIa KaApOB.

JIOMKHOCTHBIE MHCTPYKIMH, KaK OCHOBHOM MPaBOBOM
aKT, ONPEICNSIONIMKA MPABOBOE IOJIOKEHHE pPabOTHUKOB
KaJpoBOH CIy>)kObl U OpraHu3anuio ux tpyaa. Haznauenue
JIOJDKHOCTHBIX UHCTPYKITHHA.

WHuCcTpyKUMsa MO KagpoBOMY JEJIONPOU3BOJICTBY, Kak
OCHOBHOM  MHCTPYMEHT TMOBBIIIEHUS 3(deKTuBHOCTH
paboThl KaApPOBBIX MOApa3JeieHuid B cdepe KaapoBOro
JIEJIONPOU3BOCTBA.

PernamenTanus paboThl ¢ MEPCOHAIOM B JIOKAJbHBIX
HOPMATHUBHBIX aKTaX M OPraHMU3ALMOHHBIX JIOKYMEHTaX
(ycrtaB opraHuzanuu, TMpaBuja BHYTPEHHETO TPYAOBOTO
pacnopsiika, IIOJOKEHHE O TIEPCOHAIBHBIX JaHHBIX,
KOJUIEKTUBHBIN JIOTOBOP U JIp.).

CocraB KaJpoBOit
JIOKyMEHTAIUH.
JoxymeHTupoBaHuE

TPYXOBBIX OTHOILLICHHM.

XapaKkTepuCTUKA CUCTEMBl KaJIpOBOM TOKYMEHTALUH,
€€ COOTBETCTBUE OCHOBHBIM 3ajJjauaM I10 M0J00py, YUEeTy U
pacctaHoBKe  KaapoB. OOs3arenbHas M YCIOBHO-
oOs3aTenpHas KaJpoBasi JOKYMEHTALMs.

OpraHu3alnyoHHbIe JOKYMEHTBI — HITaTHOE




pacmucaHue, CTPYKTypa M IITaTHAs YUCICHHOCTh, Tpaduk
OTITyCKOB.

PacniopsiqutenbHbie JOKYMEHTBI ~ —  TPHKa3bl
(pacmiopsikeHus) o JTMYHOMY cocTtaBy. O0mme TpeboBaHuUs
K O(OPMIICHHIO U CPOKaM MOJTOTOBKH.

HudopmMainoHHO-CIIpaBOYHbIE JIOKYMEHTBI —
3asiBJICHUA, Mpe/ICTABIICHHUS, YBEJIOMJICHHS, aKTHI,
JOKJIaJTHbIE U OOBSICHUTENbHBIE 3aIMUCKH.

Y4yerHbie GOPMBI U UX HA3HAYCHHE.

[Tpuem pabOTHHKOB Ha pabory. CocraB
MEePCOHATBHBIX JTOKYMEHTOB Pa0OTHUKA, MPEICTABISIEMBIX
paboTonaTento JUis yCTAHOBJIEHHSI TPYJIOBBIX OTHOILICHHIA.
TpynoBoil  AOroBOp - 3aKOHOJATEIIBHOE 3aKpEIICHUE
TpeOOBaHUIl K CTPYKType TEKCTa, MOPSJIKY COCTABJICHUS U
opopmnenus.  IloarotroBka u odopmieHHEe NPUKA30B
(pacmiopsbkeHuil) o TpuemMe Ha  padory. AHKETHI,
aBToOuorpaduu, pe3roMe U Ap. JOKYMEHTBI, 3alOTHIEMbIe
Mpu TIpUEeMe Ha padoTy.

Bnecenue cBefeHuil B TpyJOBYIO KHUKKY U JMYHYIO
KapTO4Ky paOOTHUKA.

JlokymMeHTUpOBaHHE  JBHKEHUS  KaapoB.  Buael
nepeBooB. CocTaB W TMOPSIOK H3AAHUA JIOKYMEHTOB,
opopmisiromux  mporeaypy — nepeBoma.  CopepikanHmue,
MOPANOK  TOJATOTOBKM W OQOpPMIIGHHS  IPHUKA30B
(pacopspkeHHil) O TepeBOJie COTPYIHHUKOB. JlOKyMEHTBI-
OCHOBaHUS K MIPHUKa3aM O MEPEBO/IE.

Bunast ormyckoB. Ilopsinok odopmiieHus: exeroaHoro
OUEpEeIHOTO  OIUIAYMBAEMOro OTIycka. I'papuk OTMYCKOB,
COCTaB, COJEpKAHUE, MOPSAIOK MOATOTOBKH U O(opMIIeHUS
MPUKa30B (PacCHoOpsDKCHH) O  MPEJIOCTaBICHUU OTITYCKa.
[Topsigok mepeHoca otmnycka. J{OKYMEHTBI-OCHOBAHHS K
npukazam 00 OTIyCKax.

[Mopsimox  odopmiieHuss KOMaHAUPOBOK — COCTaB
JIOKYMEHTOB, O()OPMIISIIONIUX KOMaHJAMPOBaHUE PabOTHHUKA,
colepaHUE€ U  TMOPSAJOK  TMOATOTOBKM  MpHUKaza O
KOMaHIHPOBKE.

Buast MOOIIPEHUH. Conepxanue, HOPSIOK
MOATOTOBKH W O(OpPMIICHUS TPHUKA30B (pacropsiKeHUi) o
nmoouipeHnd  paboTHuka.  JIOKyMEHTHI-OCHOBaHHS K
MIPUKa3aM O MOOIIPEHHH.

Bunbl mucnmmninHapHbIX B3bicKaHud. CopepikaHue,
MOPSIIOK ~ TOATOTOBKM W OQOpMIIEHHS  TPUKA30B
(pacniopsbkeHUi) 0 B3bICKaHWUU. JIOKYMEHTBHI-OCHOBAaHUS K
MpUKa3aM O HAJIOKEHUHU AUCLHUIIIMHAPHOTO B3BICKAHMSL.
AKTBI 00 OTKa3bl JaBaTh OOBSCHEHUS U 3HAKOMHUTHCS C
MIPUKA30M.

[Topsimox mpoBeneHUs  aTTecTallud PaOOTHUKOB B
opranuzanuu. CocTaB  JTOKyYMEHTOB,  OQOPMIISIOIINX
npouenypy. CopepxaHue, NOpPAJOK IOATOTOBKH H
o opMIIeHHUS TTPUKA30B (pacIopsHKEHUI) 00 aTTecTalum.

[Topsimox  yBonbHeHHsT paboTHUKOB. (OcHOBaHUS
YBOJIBLHCHUS paOOTHUKOB. CocTtaB JIOKYMEHTOB,




opopmisrommx  mpouenypy.  ConepkaHue,  MOPSAOK
MOATOTOBKUA M OGOPMIICHHS NMPUKA30B (pacropspKkeHuid) oo
yBOJIbHEHUU. JIOKYMEHTBI-OCHOBaHUS K TMpUKa3am 00
YBOJIbHCHHUHU.

VY4eT TUYHOrO cocTaBa.

Bunbl y4eTHBIX JTOKyMEHTOB. JImuHash KapToyka
pabotHuka (dopma T-2): cocraB wmHDOpMaIUHU, MOPSIOK
3aIOTHCHUS U BEICHMSI.

HopmaTtuBHass u mpaBoBas periiaMEHTAIUs MOpsaKa
BeJICHUS THUHBIX Jienn. OGopMileHHe U BEACHHUE JIMIHBIX JCIT

pabOTHHUKOB. CocraB u MOCIeA0BATEIHLHOCTh
PaCIOJIOKEHUSI TOKYMEHTOB B JIMYHOM JIEJIE.
TpynoBas KHUXKKa pabOTHUKA Kak OCHOBHO

JOKYMEHT O TPYIOBOW JAESATEIbHOCTH U TPYAOBOM CTa)e
pabotauka. OdopmieHre U BeIEHUE TPYAOBBIX KHIDKEK U
BKJIaJpIICH K HUM. [Topsiiok BbIaum ayOJIMKaTa TPYIOBOM
KHIKKU. Yuer U XpaHEHHE TPYJIOBbIX KHUXKEK B
opranusanuu. OTBETCTBEHHOCTh paboToaTeNIs 32 XPAHEHNE
Y 3aII0JJHEHUE TPYJAOBBIX KHHKEK.

Opranuzanus  paboThI
6 KaJ[pOBBIMH JIOKYMEHTaMHU

C

Pernctpanuss ~ TOKyMEHTOB IO JMYHOMY COCTaBy.
[IpaBuna perucTpauu M HHACKCUPOBAHUS KaJpPOBBIX
JNOKyMeHTOB. Peructpannonsusie ¢GopMbl (TpaJIulIUOHHbBIE U
aBTOMaTH3UpoBaHHbIe). CocTaB pPEeKBU3UTOB (IOJei) s
PErucTpaiv pasivvdHbIX BUAOB JOKYMCHTOB U IMOPSAJ0K UX
3aII0JIHEHUS.

Cucremaruzanus 5 OIlEpaTUBHOE XpaHeHue
JOKYMEHTOB [0  JMYHOMY  cocTaBy. OcoOeHHOCTH
(¢hopMupoBaHUs B Jiela JOKYMEHTOB IO JUYHOMY COCTAaBY.
[IpaBuia cucreMaTu3aluy paclopsIAUTENbHBIX JOKYMEHTOB,
YYETHBIX (OpM, TPYIOBBIX KHIDKEK. CucTemMaTuzanus u
XpaHEHUE TOKyMEHTOB-OCHOBAHUN K ITPUKa3aM.

Homenkmarypa nen kaapoBoit cmyxObl. [lopsimok
MOJITOTOBKU, cocTaBieHuss U odopmuenus. [IpumepHas
HOMEHKJIaTypa JeJ KaJipoBoii cirykO0sl. [lepexoasmue nemna.

Cpoku XxpaHeHus KaJIpoBbIX JOKyMeHTOB. [loaroroska
JOKYMCHTOB K CJ1a4€ B apXHB.

DKcmepTu3a  LEHHOCTH  JOKYMEHTOB  KaJapoBOil
CITYKOBI, ee HOPMAaTUBHO-METOINYECKast OCHOBa,
OpTraHH3aIMs U MOPSIOK MPOBEACHHUS.

CocTaB TOKYMEHTOB KaJIpOBOW CITY>KOBI, ITOJICKAIINAX
nepenave B apxuB. [IpaBuiia MOATOTOBKH JTOKYMEHTOB I10
JIJMYHOMY COCTaBYy K @nepeaadye B apxXvMB OpraHHU3alnH.
CocrtaBneHnne ©u OQOpPMIICHHE OIUCU JOKYMEHTOB IO
JUYHOMY cocTaBy. IIopsnok yHUYTOXEHUS AOKYMEHTOB C
UCTEKIIMMH CPOKAMH XPaHEHHUSI.

4. O0pa3oBaTe/ibHbIE TEXHOJIOTHHU

B pasznene ykazanel 00pa3oBaTebHbIe TEXHOJIOTUH, UCIIOIb3yEMbIE NP peaTU3alliy pa3InYHbIX
BUJIOB yueOHBIX 3aHATUHN 1 Haubosee 3¢G(HEKTUBHOIO OCBOEHMS AMCUUIUIMHBL [Ipu mpoeaenun
y4eOHbIX 3aHATUH oOecrmeynBaeTcs pa3BUTHE Yy OOYy4alOIIMXCsl HAaBBIKOB KOMAHJIHOM pPaloTHI,

MEKIUIHOCTHOMN KOMMYHUKAaINH,

NPUHITHUS pEIIeHUuM, JUACPCKUX KadecTB (BKIOYas Mpu

HCO6XO,[[I/IMOCTI/I MPOBCACHNUC HWHTCPAKTHBHBIX HeKHHﬁ, IpYyHIIOBBIX HHCKYCCHﬁ, POJICBBIX HUTIP,




TPEHHUHTOB, aHAJIN3 CUTyalluii ¥ MMHUTAIMOHHBIX MOJEJCH, MpernojaBaHue IUCIUIUIMH (MOIyJei) B
dbopMe KypcoB, COCTaBJICHHBIX HAa OCHOBE pE3yJhTATOB HAYYHBIX HMCCIICIOBAaHWMA, B TOM YHCIE C

y‘-IéTOM PEruOHaJIbHBIX 0oco0eHHOCTEH HpO(I)eCCHOHaHBHOﬁ JACATCIIBHOCTHU

noTpeOHOCTEN paboTomaresnei.
Jlis  mpoBeAeHHUS 3aHATUN JICKIIMOHHOTO THIA [0 JUCIHHUIUIMHE TMPUMEHSIOTCS TaKue
O6p330BaTeJ'II)HBIe TCXHOJIOTUU KaK I/IHTepaKTI/IBHBIe JICKIINUH, HpO6J’I€MHOG 06yquHe. I[J'If[ HpOBe}IeHI/IH
3aHATUN CEMUHAPCKOTO TUIA UCTIONB3YIOTCS TPYIIOBBIE AUCKYCCHUH, POJIEBBIE UTPBI, aHAIIN3 CUTYAIIHi
1 UMHUTAIINOHHBIX MOHeHeﬁ.

BBIITYCKHHUKOB H

Ne |Haumenoeanue pazoena Buowt yueonwvix 3anamuit |Oopazoeamenbhvle mMexHo102uu
n/n
1 |2 3 5
1 |BBenenme Jlexyus 1. Beoonas nexyus
CamocmosmenvHas
paboma Koncynomuposanue
2 |PernamenTanus Jlexyus 2. Jlekyus ¢ npumenenuem ciauo-
JOKYMEHTHUPOBAHUS  KaJpOBOM npoexmopa
NEeSTENIbHOCTH H  paboOThl ¢
KaJIPOBBIMU JIOKYMCHTAMH Jlabopamopnas paboma|3anamue c npuMeHeHuem
Nel [pazoamounoco Mamepuana
(Tpyoosoii kodekc, 6vlOepIHCKU U3
npasosvix aKkmos)
CamocmosmenvHas Koncynsmuposanue
paboma
3 |Opranuzanusi paboThl KaapoBo# [Jlexyus 3. Jlexyus ¢ npumenenuem  ciauo-
CITYKOBI npoeKkmopa, OUCKYCCUsL
3anamue c npumMeHeHuem
Jlabopamoprnas  paboma|pazoamouno2o Mamepuana
Ne2 (8bl0epIHCKU U3  NPABOBLIX AKMOB,
Mamepuansl 0el080l uspvl — Kelic-
Memoo)
CamocmosmenvHas Koucynomuposanue
paboma
4 |CocraB KaapoBoil [Jlexyus 4. Ilpobnemnasn nexyus ¢ npumeneruem
JIOKyMEHTAIUH. crauod-npoekmopa
JIOKyMeHTUpOBaHUE TPYIOBBIX
OTHOIICHUH. Jlabopamopnas paboma|3anamue c npumMeHeHuem
Ne3-7 pazoamournoeco mamepuana
(8bl0epiHCcKU U3 NPABOBLIX AKMOS,
Mamepuanvl 0el080l uUspbl — Kelic-
Memoo)
CamocmosmenvHas Kouncynomuposanue
paboma
5 | Ydyer nu4yHOroO cocrana. Jlexyus 5. Jlexyus, ouckyccus
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Jlabopamopnas paboma|3ansamue c npumeHeHuem

Ne§ pazoamournoeco mamepuana
(8bl0epIHCcKU U3 NPABOBLIX AKMOS,
Mamepuanvl 0el060l Uepbl — Kelic-
Memoo)

CamocmosmenvHas Koncynomuposanue

paboma

6 |Opranuzanus paboTsl c|/lexyus 6 Jlekyus ¢ pazdoopom KOHKpemmvix
KaJpOBBIMH JIOKyMEHTaMHU cumyayuti

Jlabopamopnass  paboma|3ausmue c npuMeHeHuem

Ne 9 pazoamounoeco Mamepuana
(8bl0€pIHCKU U3 NPABOBLIX AKMOB,
Mamepuansbl 0el060U uepbl — Kelic-
Memoo)

Camocmoamenvras Koncynomuposanue

paboma

Kaxnpiii oOydaromuiics B TEYCHHE BCEro IMepuoja oO0ydeHUs: 00eCredeH WHINBUAYATbHBIM
HEOTPaHMYEHHBIM JOCTYIOM K SJEKTPOHHON wuH(OpMalroHHooOpa3oBarenbHol cpene PITY wu3
MO00W TOYKH, B KOTOPOH HUMEETCS JOCTYNl K HH()OPMAIMOHHO-TEICKOMMYHUKAIIMOHHONW CETH
"Unrepuer", kak Ha Ttepputopuun PITY, Tak u BHe ee. OieKTpoHHas HMHPOPMAIMOHHO-
obpasoBatenpHast cpena PITY obecreunBaer: AOCTYN K y4eOHBIM IUlaHaM, paboduM IporpaMMam
TUCIUIUIAH (MOJyJiel), MporpaMMaM MPaKTUK, AJIEKTPOHHBIM YUYEOHBIM U3JaHUSM U 3JIEKTPOHHBIM
o0pa3oBaTeNbHBIM pecypcaM, YKa3aHHBIM B pabouuMx mporpaMmax JUCIHHIUIAH  (MOIYJei),
mporpaMMax MpakTUK; (OPMHUPOBAHUE DIEKTPOHHOTO MOPTPOINO OOydHaroIIerocs, B TOM 4YHUCIE
COXpaHEeHHEe ero padoT M OIEHOK 3a 3TH paboThl. B ciydae peanusanuu nporpammsl OakajgaBpuaTa ¢
MPUMEHEHHEM  DJIGKTPOHHOTO  OOy4YeHHUs, JHUCTAHIMOHHBIX  00pa30oBaTEeNbHBIX  TEXHOJOTHA
AJIEKTpOHHAsT WHpOpMarmoHHooOpa3oBaTenbHass cpega PITY oOecrieunmBaer: ¢ukcanuoo Xoaa
00pa30BaTeNbHOTO MpoIlecca, Pe3yJIbTaTOB MPOMEKYTOUHOM aTTecTalii U Pe3yJbTaTOB OCBOCHUS
porpaMMbl OakaaBpuara; MpoBeIeHNne YUeOHBIX 3aHITHIA, TPOIEAYP OLEHKH PEe3yJIbTATOB O0YUYCHUS,
peanzanusi KOTOPHIX MPEIyCMOTPEHa C MPUMEHEHHEM 3JEKTPOHHOTO OOYyYEeHHMs], JUCTAHIIMOHHBIX
00pa3oBaTEeNbHBIX TEXHOJIOTHH; B3aUMOJCHCTBHE MEXIY yJYaCTHHKaMU 00pa30BaTeNILHOTO Ipoliecca,
B TOM YHCJIE CHHXPOHHOE M (MJIM) aCHHXPOHHOE B3aMMOJICHCTBHS TocpeacTBoM cetu "MuTtepHeTt".
OyHKIIMOHUPOBAHUE AIIEKTPOHHON HH()OPMAITMOHHO-00pa30BaTebHON CpeAbl  00eCIeYnBaeTCs
COOTBETCTBYIOIIMMHU  CpPEACTBAMU  HMH(DOPMAIMOHHO-KOMMYHHKAIIMOHHBIX  TEXHOJOTUH U
KBuM(UKaKe paOOTHUKOB, €€ WCIONB3YIOIMMX U TOoJIepKUBarommX. OyHKIIMOHUPOBAHHE
ANIEKTPOHHON HWH(pOpMaIMoHHO-00pa3oBaTenbHOM cpeasl PITY cooTBeTCTByeT 3aKOHOMATEILCTBY
Poccuiickoit deneparum.

B nmepuon BpeMEHHOro MPHUOCTAHOBIEHUS TOCEHICHHsS] OOYyYalomIMMHCS TOMEIICHUH U
tepputopuu PITY st opranm3anuu yueOHOTO mpoiiecca ¢ MPUMEHEHUEM JJIEKTPOHHOTO O0YYCHHS 1
TUCTAHIIMOHHBIX  OOpa30BAaTENbHBIX TEXHOJOTMH MOTYT OBITh  HCHOJB30BaHbl  CJEAYIOLIHME
00pa30BaTEeNbHBIC TEXHOIOTHH:

— BUJICO-JICKIINH;

— OHJIAMH-JIEKIIMH B PEKHUME PEATbHOTO BPEMEHHU;

— DJIGKTPOHHbIE YUEOHHUKH, Y4eOHbIe MOCOOUs, HayUHbIe U3/IaHUS B 3JIEKTPOHHOM BHUJIE U JOCTYI
K MHBIM 3JICKTPOHHBIM 00pa30BaTEIILHBIM pecypcam;

— CUCTEMBI JJIsl 2JIEKTPOHHOTO TECTUPOBAHMS,
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— KOHCYJIbTAllUH C UCTIOJIb30BAHUECM TCICKOMMYHUKAIIMOHHBIX CPCACTB.

5. Onenka nJIaHMPyeMbIX Pe3yJbTATOB 00y4eHHUs

5.1 CucreMa oleHMBaHUA

Cucrema OlLEHUBaHUS BBICTPOEHA B COOTBETCTBHHM C yU€OHBIM IUIAHOM, I/I€ ONpefesieHbl (opMbl
IPOMEXYTOUHOM aTTecTaluu (3a4€T/3a4€T C OLEHKOW/IK3aMeH), U CTPYKTYpOHl TUCHMIUIMHBI, TJie
onpeneneHbl (OpMBI TEKYIIErOo KOHTPOJIA.  YKa3blBaeTcs paclpeneneHue OaioB 1o (popmam
TEKYIIEro KOHTPOJS U MPOMEKYTOUYHOW aTTECTALMU, CPOKH OTUYETHOCTU. MOXKET MPOBOIUTHCS KaK B
TPaJULIMOHHOMN, TaK ¥ B UHHOBAIIMOHHOMN (opMe (3aluTa MpOeKTOB, eI0Bas Urpa, KeHUChl U T.11.).

Cucmema _ouenueanus moxcem _0Obimb _npeocmasieHd KAk 8 MeKCmo8ou, maK U 6 mabauyHou

opme.
Hanpumep:

®opMa KOHTPOJIS Makc. K0J1M4ecTBO 0aJJI0B
3a oany |Bcero
padoTty

Texyuuii KOHTPOJIb:

- onpoc 5 bannos 30 6annos

- yuacmue 8 OUCKYCCUU HA CeEMUHAape 5 bannos 10 bannos

- KOHmMpoavbHas paboma (memwl 1-3) 10 b6annos 10 b6annos

- KOHMpPOonbHas paboma (memol 4-5) 10 bannos 10 b6annos

[IpoMexxyTOUHas aTTeCTAIUS — IK3AMEH 40 GamwioB

HToro 3a cemecTp 100 6amnoB

[Tosy4eHHBI COBOKYIHBI PE3YJIbTaT KOHBEPTUPYETCA B TPAAMLMOHHYIO KAy OLIEHOK U B
mKany ouneHok EBponeiickoit cuctemsl nepeHoca u HakorsieHus kpeautoB (European Credit Transfer

System; nanee — ECTS) B COOTBETCTBUU C TaOJIUIICH:

IIIxama
100-6amnpHas mkana | TpaguuuoHHas mIkana ECTS
95 -100 A
2304 OTJINYHO B
68 — 82 XOPOIIO 3a4TCHO C
56 — 67 D
50_55 YAOBJIETBOPUTEIHHO E
20-49 FX
0-19 HEYJOBJICTBOPUTEIHHO HE 3aYTEHO v

5.2 Kputepum BbICTABJICHUS] OLIEHKH 110 JUCIHHUIJINHE

HOIxkana | aucuuMniivHe

Bamibl/ | Onenka mno | Kputepun oneHkH pe3yJbTaTOB 00y4eHUs 10 JUCIHUIINHE

ECTS
100-83/ | oTnuanO/ BrictaBnsiercst oOydaromemycsi, €clii OH TJIYOOKO W TPOYHO YCBOWII
A,B 3a4TEHO TEOPETUYECKUI U MIPaKTUYECKUI MartepHuall, MOXET

MIPOJICMOHCTPUPOBATh 3TO HA 3aHATHIX M B XOJE€ TPOMEKYTOUHOM
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Banael/
HIxana
ECTS

Ounenka mno
JIUCHUILIMHE

Kputepun onieHkH pe3yibTaTOB 00y4eHHUs 110 AN CHMUILIMHE

aTTecTalluu.
OOyvaromuiicss WCUEPNBIBAIONIE W JIOTUYECKH CTPOMHO H3JIaraet
y4ueOHBIi MaTepuaji, yMeeT YBS3bIBaTh TEOPUIO C TMPAKTHUKOH,
CHPABIISETCSl C PEIICHHEM 3a71a4 Mpo(ecCHOHATBLHOW HAIPABICHHOCTH
BBICOKOTO YPOBHSI CJIOKHOCTH, NMPABUIBHO OOOCHOBBIBACT MPHUHSTHIE
peueHus.

CBoOogHO  opHWeHTHpyeTCs B yueOHOM ®  mpodecCHOHATBHOMN
JIuTeparype.

OneHka MO IUCHMIUIMHE BBICTABISIOTCS OOydYaromeMycs ¢ Y4ETOM
pe3yJIbTaTOB TEKYILEW Y MPOMEKYTOUYHOM aTTECTAIUH.

KommereHmum, 3akperi€éHHbIe 3a JUCIHUIUIMHOW, c(HOpMHpOBaHBI Ha
YPOBHE — «BBICOKHIN.

82-68/

X0poIo/
3a4TCHO

BricTaBmsiercss  oOydaromeMycsi, €ClIH OH 3HAeT TEOPSTHUSCKUUA U
MPAaKTUYECKUI MaTepuall, TpaMOTHO M MO CYIIECTBY H3JIaraeT €ro Ha
3aHATUSAX U B XOAE€ MPOMEXKYTOUHOW aTTECTallud, HE JOIycKas
CYILIECTBEHHBIX HETOUHOCTEN.

OOyyaromuiicss TPaBUIILHO MPUMEHSIET TEOPETUICCKHE MOJIOKECHUS TIPH
pElIeHUH NPAaKTHYECKUX 3aJauy NpodecCHOHAIbHOW HaNpaBIE€HHOCTH
pPa3HOTO YPOBHS CJIOKHOCTH, BIAJCET HEOOXOJUMBIMU JJISi 3TOTO
HaBbIKAMU U PUEMAMM.

JlocTaTOYHO XOPOIIO OPUEHTHPYETCS B y4eOHOU u mpodeccrnoHaIbHON
JuTepartype.

OneHka MO IUCHUILUIMHE BBICTABISAIOTCS OOy4aromiemycs ¢ yd€Tom
pe3yabTAaTOB TEKYIIEH U MPOMEKYTOUYHOM aTTECTALINH.

KommereHmuu, 3akperi€éHHbIe 3a JUCIUIUIMHOW, c(HOpMHpOBaHBI Ha
YPOBHE — «XOPOIIHI.

67-50/
D.E

Y/IOBJIETBO-
puTenbHO/
3a4YTEHO

BricTaBmsiercss oOydaromemMycsi, €clidi OH 3HaeT Ha 0a30BOM YypOBHE
TEOPETUYECKUN U MPAKTHUECKUH MaTrepuan, IO0NYCKaeT OTACJIbHbIE
OIIMOKHU TPU €Tr0 HM3JIOKCHUU Ha 3aHATHSIX U B XOJIE€ MPOMEKYTOUHOM
aTTeCTalUu.

OOyyaromuiicss ~ WCIBITHIBACT  OMPENCIEHHBIC  3aTPYJAHCHUS B
MIPUMEHEHUH TEOPETUYECKUX MOJIOKEHUI MPHU PEIICHUH MPAKTUYECKUX
3aa4  Tpo(eCCUOHATBLHOW HAMPABICHHOCTH CTAaHAAPTHOTO YPOBHS
CJI0)KHOCTH, BJIaJIeeT HEOOXOJUMBIMHU ISl 3TOr0 0a30BBIMU HABBIKAMH U
MIpUEMaMH.

JIeMOHCTpHUpYET TOCTaTOYHBIN YpOBEHb 3HAHUS Y4eOHOU JIUTEpaTypbl
0 JIUCLUIUIUHE.

OneHka MO IUCHUIUIMHE BBICTABJISAIOTCS OOydaromiemycss ¢ yd4éTom
pe3yJIbTaTOB TEKYILEH U MPOMEKYTOUYHOM aTTECTALUU.

Komnerenmuu, 3akpemiéHHble 3a JUCHUILUIMHON, chopMHpOBaHBI Ha
YPOBHE — «AOCTATOYHBIIN.

49-0/
F,FX

HEYJIOBJICT-
BOPUTENHHO/
HE 3a4TCHO

BricTaBnsiercs oOyuaroniemycs, €ciid OH He 3HaeT Ha 0a30BOM ypOBHE
TEOPETUICCKUI U MPAKTUUCCKHUIA MaTepHall, JOIMyCKaeT rpyOble OMUOKH
OpU €ro W3JIOKEHUH Ha 3aHATUAX M B XOJI€ MPOMEKYTOUHOM
aTTeCTalUu.

OOyyaromuiics HCIBITHIBAET CEphE3HBIC 3aTPYAHEHUS B NMPUMEHEHHUH
TEOPETUYECKUX TMOJIOKEHUH TIPU PEHICHUH NPAKTUYECKUX 3a]ad
npodeccuoHabHOM HAIPaBJICHHOCTH CTaHJIaPTHOTO YPOBHS
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banasl/ | Onenka mno | Kputepun oneHkH pe3yabTaToB 00y4eHHUs N0 JMCHUIIIHHE
HIkaga | AUCHUIIIIHHE

ECTS
CIIO)KHOCTH, HE BIJaJ€eT HEOOXOIUMBIMU JJIsi A3TOTO HaBBIKAMU U
IIpUEMaMH.
JleMoHCTpHUpyeT (parMeHTapHble 3HAaHUS Y4eOHOM JIMTepaTypsl IO
JUCLUIIINHE.

OneHka MO JUCHUIUIMHE BBICTABJISIOTCS OOydaromiemycss ¢ yd4éTom
pe3yJIbTaTOB TEKYILEH U MPOMEKYTOUYHOM aTTECTALUU.

KomnereHnmm Ha ypoBHE  «JIOCTaTOYHBII», 3aKpEIUIEHHBIE 3a
JTUCIMIUTHHOM, HE COPMUPOBAHEI.

5.3 OueHouHble cpeacTBa (MaTepuajbl) IS TEKYHIero KOHTPOJS YCHEeBAeMOCTH,
NMPOMEKYTOYHOM aTTecTaluu o0ydyawmuxcs mo gucuuniaune )(YK-11, OIIK-2)

B nanHOM paszeine NpuBOJATCS MPUMEPHI OLICHOYHBIX CPEJCTB B COOTBETCTBUU CO CTPYKTYpPOMl
JTUCIUIUIMHBI U CUCTEMOW KOHTPOJIS: BapUaHTBI TECTOB, TEMAaTHKAa MHCBMEHHBIX PabOT, MpUMEpHI
HK3aMEHAIIMOHHBIX OMIIETOB, TUMOBBIC 33Jauu, Kechl U T.M. OIEHOYHBIMU CPEACTBA JOJKHBI OBITH
obecriedeHbl Bce (DOPMBI TEKYIIErOo KOHTPOJIS M MPOMEXKYTOUHOUW arrectanuu. OHH JTOMKHBI OBITH
OpPUEHTUPOBAHBI HE TOJIBKO Ha MPOBEPKY CHOPMUPOBAHHOCTH 3HAHUIM, HO TAK)KE€ YMEHUN U BIIaJICHUH.

Bapuanmul konmponawvnoi padomer Ne 1

Bapuanr 1

1.B kakux cimydasx KaapoBasi ciyk0a HMeeT MpaBO BbLAATH AYOJIMKAT TPYAOBON KHUKKU?
Kak aroT mokymeHt opopmiisiercs?

2.Ilepeuncnute BUIBI JOKYMEHTOB, IPUMEHSEMbIC NPU TMEPEeBOJE Ha Apyryio padory. Kak
odopmIsIeTCsS KaKIbIA U3 HUX?

3. Ha3zoBuTe 1OKyMEHTHI, IpeAOCTaBIsieMble pA0OTHUKOM IPH MOCTYIUICHUH Ha padoTy.

4 KakuM JIOKaJlbHBIM HOPMAaTUBHBIM aKTOM perjiaMeHTHUpyeTcsa paboTa  KaJpOBBIX
CIICLIMAIMCTOB C IEPCOHAJILHBIMU TaHHBIMU? JlaliTe eMy XapaKTEepPUCTHUKY.

Bapuant 2

1.XapakTepucTuka Ha3HAYEHUs TPYIOBOM KHWXKKH. B Kakoil cpok JoiKHA OBITH 3aBeICHA
TPYIOBasi KHMKKA TMPHU TOCTYTUIEHUU Ha paboTy BrepBhIe?

2.Ilepeuncnute BHUIBI JOKYMEHTOB, NMpUMEHSEMble MpH YyBoJbHeHHU. Kak  odopmisiercs
Ka)KIbIi U3 HUX?

3.Kakoil JIOKaJIbHBIII HOPMATUBHBIA aKT OMpPENEIseT OpPraHu3alfio TPyJda COTPYIHHKOB B
KOMITaHMH. [laliTe eMy XapaKTepUCTUKY.

4.HazoBute nHpopManuio, 0053aTeIbHYIO ISl BKIIOUYCHHSI B TPYAOBOM TOTOBOP.

BapuanTtel KOHTpOJIBHOM paboTh! Ne 2

BapwuanT 1

[lepeuncnure cocraB AOKYMEHTOB JIMYHOTO Jena paboTHuka. Kakumu HOpMAaTHBHBIMHU
JIOKYMEHTaMH 3TO OIpeesieHo?

HazoBure 1oKyMeHTBI KapOBO# CITyKOBI, IOIJICIKAIINE ITepeaayue B apXUB.

Bapuant 2

1.KakoBbI 0COOCHHOCTH COCTABJICHUST HOMEHKIIATYPHI JIENT KaIpOBOM CIIyKObI?

2. HazoBuTe 00s13aTeIbHBIC PErUCTPAIIMOHHBIE (HOPMBI KaIPOBOM CITYKOBI?

Ilpumephvie KOHmMPOJIbHBIE BONPOCHL 01 RPOMENCYMOYHOU ammecmayuu (IK3amena):

Ilepeuncnurh 3aKOHOAATENBHBIE AKTbI, KOTOPBIMU PETIAMEHTUPYETCS NOKYMEHTUPOBAHUE
KaJpOBOM JI€SITEIbHOCTH B HACTOSIIIIEE BpEeMsi?

Hepqu/ICHI/ITB HOpMaTHBHO-MeTOHI/IqCCKI/IG I[OKyMeHTLI, peFHaMeHTI/IpyIOH_[I/Ie
JIOKYMEHTHPOBAHUE KaJIPOBOM JIEATEITLHOCTH.
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Ha3zBate BUIbI JOKYMEHTOB, NIPeIbsBIIEMbIe PAOOTHUKOM IIPU IpUeMe Ha paboTy.

Ha3BaTe BHIIBI JOKYMEHTOB, YCTaHOBJIEHHbIE TpynoBbIM KojekcoM P®d, noxymeHTupyromue
npueM paboTHHKA Ha paboTy.

[Tepeuncnuth BUBI JOKYMEHTOB, 0(OPMIISIONINE U3MEHEHHUE YCIOBUIN TPYAOBOTO 10I0OBODA.

[lepeuncnauts BUABI JOKYMEHTOB, YCTAaHOBJIEHHbIE TpylnoBbIM Kojgekcom P® s
pEryIMpoOBaHUs TPYIOBBIX OTHOILIEHUH.

Cpoku TNOATOTOBKM, KaKMX JOKYMEHTOB IO JOKYMEHTHPOBAaHUIO KaJpOBOM JESATEIBHOCTH
YCTaHOBJIEHBI 3aKOHOAATENBHO?

Kakue ¢pyHKIMH KaapoBOH ¢y Obl CBSA3aHbI C yUETOM JINUYHOTO cocTaBa’?

Kakune QyHKIMM HOTKHA BBINOJHATH KaJpoBas ciykb6a Mpu opopMIIEHUN YBOJIbHEHUS
paboTHuKa ¢ paboThI ?

Kakumu nokymentamu opopmiisieTcss yBOJIbHEHHE paOOTHUKA?

HazoBute ¢pyHKIIMM KaApOBO# CIY>KObI CBS3aHHBIE C TPYJOBBIMHM KHUKKaMH?

Kakumu noxkymentamu opopmiisieTcs aTtectanus paboTHUKOB?

HazoBute 0c00€HHOCTH HOMEHKIIATYPBI J1e] KaJJpOBOU CITyKOBI.

Kakue nena xaapoBoil ciay>kKObl OTHOCSTCS K KATETOPUU MEPEXOAAIINX?

[lepeuncautb 0cO6EHHOCTH (POPMHUPOBAHUS JIMYHOTO Jies1a paOOTHUKA?

6. YueOHO-MeTOAN4YecKOe U MHGOPMAIHOHHOE o0ecnedeHne I CHUILTTHHbI
6.1 Cnucoxk HCTOYHHKOB M JINTePaTypbl

I[Ipu paszpaboTke cHUCKa UCTOYHUKOB M JUTEpaTypbl ObUIM y4YTEHBI TpeOOBaHUS
00pa3oBaTeNIbHbIX CTAaHAAPTOB [0 KHUTOOOECIIEYEHHOCTH.

HUcTounuku (006513aTeIbHbIE)

Koncturynus Poccuiickoit @enepanuu (¢ namenenussmu Ha 30 nexadbps 2008r.). M. 2004

TpynoBoit komekc Poccuiickoiti ®enepauun ot 30.12.2001 Ne 197-@3. Ilpunsar
I'ocynapcrBennoit Jymoit 21 nexkabps 2001r. (B pea. ot 29.12.2010) // [DnekTponHslii pecypc]. — M.,
2019. — Pexxum nocrtyna:http://www.consultant.ru.

3akoH Poccwuiickoit deaeparmuu ot 25 okTsaops 1991 r. Ne 1807-1 «O A3BIKaxX HapoOAOB
Poccmiickoit  ®enepanum» //[DnekTpoHHBI pecypc]. — M., 2019. — Pexum pgocryma:
http://www.consultant.ru.

®enepanbubiit 3aKk0H PO ot 27.07.2004 Ne 79-®3 «O rocynapcTBEHHON IpaskIaHCKOM CITy»)Oe
Poccuiickoit @enepamumn» (B pen. denepansHoro 3akona oT 12.04.2007 Ne 48-D3) // [DneKTpOHHBIM
pecypc]. — M., 2019. — Pexxum nocryma:http://www.consultant.ru.

®enepanbubiii 3ak0H Poccuiickoir @enepanun ot 01.06.2005 Ne 53 «O rocynapcTBEeHHOM
s3p1ke PDy»// [Dnextponnslii pecype]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

®enepanbhblil 3akoH Poccuiickoit denepanuu ot 06.12.2011 Ne 402-D3 «O Oyxrantepckom
yaete»// [DnexTpoHHbIi pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

®enepanpublii 3ak0H  Poccuiickoit ®denpepanuu ot 02.05.2006 No 59-d3 «O mnopsake
paccMOTpeHHsI oOpamieHuil Tpaxman»// [DnekTpoHHbId pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

Oenepanbublii 3akoH or 27 wmronsg 2006T. N 152-®@3 "O mnepcoHanbHBIX JaHHBIX'"//
[DnexTpoHHsIit pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

®enepanbubiil 3akoH or 01.10.2004 Ne 125-®3 «O6 apxuBHOM pxene B Poccuiickoit

Oenepanuny» // [Dnekrponnslit pecype]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

@®enepanbHbiil 3akoH oT 29.07.2004. Ne 98-®3 «O KomMepueckoi TaiiHe» //
[DnexTpoHnHsIit pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Vxa3 Ilpesunenra Poccuiickoit @enepanuu ot 0.03.1997 Ne 18 «OO6 yTBepKIeHHH TEpPEUHS
CBeJIeHNH KOH(HICHIIMAILHOTO XapakTtepa» // [DnektpoHHbi pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
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Vka3 IIpesunenra P® ot 01.02.2005. Ne 110 «O npoBeneHun aTTecTallii rocyaapCTBEHHBIX
rpaXaaHCKuX chyxamux Poccuiickont @enepanun». I[lonoxkeHue o0 TMNpPOBEACHUM aTTECTALUU
rOCYJapCTBEHHBIX Ipa)IaHCKuX ciayxamux P® // [Dnexrtponnslii pecypc]. — M., 2019. — Pexum
noctyma:http://www.consultant.ru.

Vka3 Ilpesunenta P® or 01.02.2005. Ne 111 «O mnopsiznke coauu KBadu(pHUKAIIMOHHOTO
JK3aM€Ha TOCYJAapCTBEHHBIMU TPaXIAHCKUX ciyxkamux Poccuiickod @Penepaui M OLEHKE HX
3HAHUM, HaBBIKOB W yMeHui». // [OnekrtpoHHbli pecypc]. — M., 2019. — Pexum
noctyma:http://www.consultant.ru.

Vka3 IIpesunenra ot 01.02.2005. Ne 112 «O xoHKypce Ha 3aMelllEeHUE BAKAaHTHOM JOJDKHOCTH
rOCyJapCTBEHHOM TpaxaaHcKoi ciryx0b1 Poccuiickoit deneparun» // [DnexTpoHHsIid pecype]. — M.,
2019. — Pexxum nocryna:http://www.consultant.ru.

Vka3 IIpesunenta PO ot 16.02.2005r. Ne 159 «O npumepHoii hopme ci1y eOHOro KOHTPaKTa o
MPOXOXKACHUH TOCYJapCTBEHHOM TpaxkaaHCKol ciyxObl Poccuiickoit ®denepanuu u 3aMeICHUH
JIOJDKHOCTH TOCYNAapCTBEHHOW TpaKIaHCKOW ciry»Obl Poccuiickoit ®@enepamumy. // [DAEKTPOHHBIN
pecypc]. — M., 2019. — Pexxum noctymna:http://www.consultant.ru.

Vka3 [Ipesunenta Poccutickoit @eneparuu ot 30.05.2005. Ne 609 «O mepcoHaANbHBIX TaHHBIX
roCy/IapCTBEHHOI'O TpakIaHCKOro ciysamero Poccuiickoir denepanuu M BEIEHUM €r0 JIMYHOIO
nenay // [DnexkTpoHHsbli pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Vka3 IIpesunenta Poccuiickoit denepanun ot 18.06.2005. Ne 813 «O mopsiake U ycioBusax
KOMaHIUPOBaHUs (enepaibHbIX TOCYJApPCTBEHHBIX TPAXKIAHCKUX CHyKamux» // [DIeKTpOHHBIN
pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

[TocranoBnenue [IpaButenbctBa Poccuiickoit ®denepanuu ot 16.04.2003. Ne 225 «O TpyAoBbIX
KHIKKaxX» // [OnekrponHsbiit pecypc]. — M., 2019. — Pexum nocrtyna:http://www.consultant.ru.

Pacnopsixenue [lpaBurensctBa PO ot 21.03.1994. Ne 358-3 «O6 obecriedeHUN COXPaHHOCTH
JOKYMEHTOB II0 JIMYHOMY cocTaBy» // [OnexkTpoHHblii pecypc]. — M., 2019. — Pexum
noctyma:http://www.consultant.ru.

Pacnopsokenue IlpaBurensctBa PO ot 23.04.1992 Ne 781-p «OO6 yiydlleHUU XpaHEHUs U
MCIOJIb30BaHUsl JOKYMEHTOB IO JJUYHOMY COCTaBy»// [DaekTpoHHBIH pecypc]. — M., 2019. — Pexxum
noctyna:http://www.consultant.ru.

[IpaBuna BeneHus U XpaHeHUs! TPYAOBbIX KHIDKEK. (yTB. [locranoBnenuem IlpaBurtenscrea PO
or 16 ampens 2003 r. Ne 225 /l [OnextponHblii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

WMHCTpyKIHMS MO 3aM0JIHEHHUIO TPYIOBbIX KHMXKEK (yTB. [locTranoBIeHMeM MuHMCTEpCTBA Tpy1a
U commanbHOro pa3BuTHs Poccmiickoit ®Denepanmu ot 10 oxTsaOps 2003r.). 3apeructpupoBana
MunucrepctBom toctuun Poccuiickoiit denepanuu 11 HOs6ps 2003 r. perucTpalvOHHBIA HOMED
5219. bronneTeHb HOPMAaTUBHBIX aKTOB (eZiepaibHbIX OPraHOB UCIONHUTENbHOM BiaacTu. 2003. Ne 49.
// [OnektponHbIit pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

®epnepanbubiit 3akoH 0T 16.12.2019 Ne 439-03 «O BHeceHuM u3MeHeHU B Tpy0Boil KOJEKC
Poccuiickoit ®eneparun B 4YacTd (OPMUPOBAHHUS CBEIEHUN O TPYIAOBOM MAESITEILHOCTH B
AIIEKTPOHHOM BUTIC» [DneKTpOHHBIH pecypc] /!
URL:http://publication.pravo.gov.ru/Document/View/0001201912160070 (mara oOpareHus
01.10.2020 r.)

HUcTouyHukM (10MOJTHUTETbHbIE)

Oenepanbubiii 3ak0H PO ot 27.07.2006 Ne 149-03 «O6 umnHpOpManuu, MHPOPMATMOHHBIX
TEXHOJOTUSX u 3amure uHbopmauum» // [DnexTpoHHBIH pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

®denepanbHblii 3akoH OT 26.12.1995. Ne 208-®3 «0OO06 akIiuMoHEpHBIX oOImecTBax» //
[DnexTponHsIi pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

O6mepoccuiickuii knaccudukarop npodeccuit padbodmx, TOJLKHOCTEH CITyKAIKUX U TapuDHBIX
paspsgoB OK 016-94. M.: Muntpyn Poccun, 1995 // [Dnekrponnsiii pecypc]. — M., 2019. — Pexum
noctyma:http://www.consultant.ru.


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
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Ob6mepoccuiickuii knaccudukarop unpopmaiuu o Hacenenun OK 018-95. // [DnexTpoHHBIi
pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

Obmepoccuiickuii  knaccupukaTop —ympasileHuecko gokymentaumu OK  011-93. //
[DnexTponHsIit pecypc]. — M., 2019. — Pexxum noctyma:http:// www.consultant.ru.

Oo6mepoccuiickuil  KmaccuukaTop CHeruaabHOCTeH MO 00pa3oBaHui0 // [DIEKTPOHHBIH
pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

[Tpuka3z Pocapxusa ot 23.12.2009 N 76 "O06 yTBepxaeHun MeToqueCKuX peKOMEeHIalui 110
pa3paboTKe UHCTPYKLMI 1O JEJIONPOU3BOICTBY B (hefiepabHbIX OpraHax UCIOJHUTENbHON BIacTu" //
[DnexTponHsIii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

YHudunupoBanHsle (OpPMBI MEPBHYHONW YYETHOH NOKYMEHTAIMM IO YYETy Tpylda M €ro
omnatel, yrBepxaeHHble [loctaHoBnenuem 'ockomcrara PD ot 05.01.2004 Ne 1 // [DneKTpOHHBIM
pecypc]. — M., 2019. — Pexxum nocryna:http://www.consultant.ru.

KBanudukaoHHbIil CIpaBOYHHUK JOJDKHOCTEH PYKOBOAWTENEH, CIEMUATUCTOB U JAPYTHX
cyxamux // [DnektpoHHbI pecypc]. — M., 2019. — Pexxum noctyma: [DnekTpoHHBIA pecypc]. — M.,
2019. — Pexxum nocryna:http://www.consultant.ru.

MesxoTpaciieBble yKpyITHEHHBIE HOPMAaTHUBBI BPEMEHHU Ha PabOTHI 10 KOMIUIEKTOBAHHIO U YUETY
KagpoB // [DnexkTpoHHsbli pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

[lepedyeHb THUMOBBIX YIPABICHUYECKUX APXUBHBIX JIOKYMEHTOB, OOPa3yIONIMXCS B TIPOIECCE
JEeSITEIbHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPTaHOB MECTHOT'O CAMOYIIPABICHHMS M OpTaHU3alMi,
yKa3aHHEM CpOKOB xpaHeHusi // [Onektponneli pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

[lpaBuia opraHM3aliy XpaHEHUS, KOMIUIEKTOBAHHS, y4€Ta M HCIOJIH30BAHUS JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoii @enepanuu W JIpyrux apXUBHBIX JOKYMEHTOB B OpraHax
rOCYJapCTBEHHOH BJIACTH, OpraHaX MECTHOT'O CaMOYIPAaBICHHS M OPTaHU3AIHsIX, yTBEP)KICHHBIX
nprka3zoM MuHkyneTypsl P® ot 31.03.2015 Ne 526 // [DnexktponHslit pecype]. — M., 2019. — Pexxum
noctyma:http://www.consultant.ru.

[lpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxiaeHun IlepeuHs THIOBBIX
VIPaABICHYECKHX  ApXHMBHBIX  JOKYMEHTOB, OOpasymoIIuXcs B  MpOIEcce  JeSTeIbHOCTH
rOCYJJapCTBEHHBIX OPTaHOB, OPIaHOB MECTHOI'O CAMOYITPABJICHHS U OPTaHU3alHii, C yKa3aHUEM CPOKOB
ux xpanenus" (3apeructpupoano B Muntocte Poccun 06.02.2020 N 57449) [DnexktpoHHbIi pecypc]
/ CripaBO4HO-ITOMCKOBas cucrema «KoncynbTant TUTIOC).
URL:http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW &n=345020& fld=134 &dst=1
000000001,0&rnd=0.5989149124283691#09893595070554722 (nara obpamenus: 19.10.2020)

@®enepanbubiii 3akoH oT 24.04.2020 N 122-®3 "O mnpoBeeHHM SKCIEPUMEHTA 110
MCIIONIb30BAHUIO DJIEKTPOHHBIX JOKYMEHTOB, CBSI3aHHBIX ¢ pabortoit"// MHTepHeT-mopTan mpaBOBOM
uapopmanmu  http://www.consultant.ru/document/cons_ doc LAW 351124/ (mara oOpaieHus:
19.10.2020)

[Ipukaz Muntpyaa Poccun ot 14.05.2020 N 2401 "O6 ytBepxxaenuu [lonoxenus o nopsiike
MPOBEJICHUS SKCIIEPUMEHTA IO HCIOIb30BAHUIO JEKTPOHHBIX JOKYMEHTOB, CBS3aHHBIX C paboToit"
(3apeructpupoBano B Muntocte Poccum 17.06.2020 N 58674)// WutepHer-mopTan mpaBOBOM
unpopmanuu https://www.garant.ru/products/ipo/prime/doc/74170714/, nara obpamenus 01.10.2020.

Jlutepartypa (o0s13aTesibHas1)

Ab6ynamze, 1. I'. JlokymMeHTallMOHHOE oOOecreueHne YMpaBiICHUS MEPCOHATIOM : yUYEOHHK H
NPaKTUKyM Ui akagemudeckoro OakamaBpuara / JI. I'. AOymamze, W. b. Bempspkkuna, B. M.
MacnoBa. — Mocksa : U3znatenbctBo IOpaiit, 2019. — 299 c. — (bakanaBp. AxkageMuuecKuid Kypc).
— ISBN 978-5-534-00875-3. — Tekcr : oanekrponnsii // DbC HOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2019).

brikoBa T.A. JlokymeHTanmoHHOE€  oOOeclieYyeHue  yIpaBieHUs  (JIeJIOMPOU3BOJICTBO)
[DnexTpoHHbIi pecypc] : yueOnoe mocobue / T. A. brikoa, T. B. Ky3unenosna. - 2-e u3z., nepepab. u
morm. - MockBa : Huadpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.



http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/document/cons_doc_LAW_351124/
https://www.garant.ru/products/ipo/prime/doc/74170714/
http://znanium.com/go.php?id=942800
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I'moroBa C.A. IlpodeccuoHanbHbIi CTaHAAPT CHELUAINCTa TO YNPABJICHUIO IMEPCOHAIIOM B
JIeATETLHOCTH KaJIpOBOM CITy»ObI [DnexTpoHHbIN pecypc| / ['moroBa CBetnmana AnekcanaposHa; C.
A.TnotoBa // YnpaBieHue NOKyMEHTalMel: mpoluioe, Hacrosimiee, Oyaymee : matepuansl IlI-ei
MexnayHap. Hayd.-ipakT. KoH}., mocBsaml. mamsata mpod. T. B. Kysnenosoit, Mocksa, PITY, 23-24
mapta 2017 r. / M-Bo oOpa3oBanus u Hayku Poc. @enepanun, @enep. roc. OIOHKET. yUPEKI. BBICII.
oOpazoBanust "Poc. roc. rymanurtapusiii yH-T", HWcT.-apx. uH-T, ®Dak. TOKYMEHTOBEACHUS W
TEXHOTPOHHBIX apX., Kad. nokymentoBenenus. - Mocksa : Tepmuka.py, 2017. - C. 451-457. - Pexum
nmoctyma : http://elib.lib.rsuh.ru/elib/000013004.

I'motoBa C.A. TeHnaeHnMM pa3BUTUSA KaApOBOIO IEJIONPOM3BOACTBA B pPaMKaX IPOrpaMMBbI
"udposast skonomuka" [DnextpoHHBId pecypc| /'moroBa CBernana AnekcanapoBHa; CBeTiiaHa
A.T'notoBa / YnpaBieHue ToKyMeHTaMu B LU poBoii sxoHOMHKe. - Mocksa : PITYVY, 2019. - C. 98-
103. - Pexxum noctymna : http://elib.lib.rsuh.ru/elib/000013245.

Kanposoe nenonpoussoactso. YueOnuk. / C.JI. Kysnenos, C.A. I'moroBa — M.: M3aarenscTBo
«TEPMUHKA», 2020. — 492 c.

Kanposoe nenonpoussoactBo: Haunmnaem ¢ Hyns. Ayaut csoumu cwiamu / W.B. XKypasnesa,
M.B. XKypasnesa. - 2-e u3z. - Mocksa : HULl UHOPA-M, 2014. - 184 c.: 60x88 1/16 + ( Jom. mar.
znanium.com). - (IIpocto, kpatko, 6b1cTpO). (0) ISBN 978-5-16-008986-7 - Tekct : 3NMeKTPOHHBIH. -
URL: https://new.znanium.com/catalog/product/417566 (nara obpamenus: 30.11.2019)

[TaBnoBckas, O. FO. IIpaBoBoe obecnieueHue KaJpoBOro AeIONPOU3BOACTBA : yueOHOe mocodue
st By3oB / O. 1O. IlaBnoBckas. — Mocksa : UznatensctBo HOpaiit, 2019. — 213 ¢. — (Bricuiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrponnsiii // 3bC FOpaiir [caiiT]. — URL:
https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

Jlureparypa (10n0JHUTEIbHAS)

Kykapuna F0.M. CoBpemMeHHbIE OpraHU3allMOHHBIE U PErJIaMEHTHBIE TOKYMEHTHI: (QYHKIIUU U
pazaoBuaHocty // Bectauk PITY. 2016. Ne2. [Dnexktponnsriit pecypc]. — M., 2019. — Pexum nocrymna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi%202(4)-16.pdf.

Muxaitnuna .M. Ynpasnenue nepconaiom, 3-e uza. - Mocksa :Jlamkos u K, 2018. - 280 c.:
ISBN 978-5-394-01749-0 - Tekcr : 3JIEKTPOHHBIN. - URL:
https://new.znanium.com/catalog/product/415303 (mara oopamenus: 30.11.2019)

6.2 TlepeueHnb pecypcoB HHGOPMANMOHHO-TEJIEKOMMYHUKANMOHHOM ceTn « UHTEepHETY.
Heobxo0umo ocmasums u 0o6agume mo, 4mo Heooxo0umo 0l U3yueHus: OUCYUNIUHDL

ELibrary.ru Hayunas snexktponHas 6ubianoreka www.elibrary.ru

['apanT [OnexkTpoHHBIM pecypc]. — OnektpoH. gaH. — M., cop. 2013. — Pexum poctyna:
http://www.garant.ru.

KoncynbranT I[lnroc [DnexkTpoHHBI pecypc]. — DaekTpoH. naH. — M., cop. 2013. — Pexxum gocrtyna:
http://www.consultant.ru.

HanmonaneHas snexktponHas 6ubauoreka (HOb) www.rusneb.ru

6.3 IIpodeccuonanbHbIe 6a3bl JTAHHBIX U HHGOPMANMOHHO-CIIPABOYHbBIE CHCTEMbI
Joctym k mpodeccruoHanbHbIM 0a3aM naHHbIX: https:/liber.rsuh.ru/ru/bases
WudopmanroHHbIe CITPAaBOYHBIE CUCTEMBI:

1. Koncynsrant Ilnroc
2. Tapanr

Ne | HaumenoBanue
n/m
1 MexnayHnapoassie pedepaTuBHble HaykomeTpuueckue bJl, mocTymHbie B paMKax



http://elib.lib.rsuh.ru/elib/000013004
http://elib.lib.rsuh.ru/elib/000013245
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
http://www.elibrary.ru
http://www.rusneb.ru
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HallMOHAIBHOU moanucku B 2022 T.
WebofScience
Scopus
2 [Tpodeccuonanbabie TOJHOTEKCTOBBIE bJl, MOCTYyIIHBIE B paMKaxX HallMOHAIBHOM
noanucku B 2022 r.
KypnaneiCambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
Kypnaiusl Taylor and Francis
3 [Tpodeccuonanpabie MOTHOTEKCTOBBIC B/
JSTOR
W3nanus mo o01eCTBEHHBIM U TYMaHUTAPHBIM HAyKaM
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7. MaTepuaJIbHO-TeXHHYECKOe o0ecnevyeHHe TUCHUILINHBI

B pasnene ykazansl HeoOxoanMmoe Al 00y4eHUs JIMIEH3MOHHOE MPOrpaMMHOe oOecriedeHne
(M3 PEKOMEHIIOBAaHHOTO CIHCKa), 000pYyIOBaHWE, JAEMOHCTPALMOHHBIC MPUOOPHI, MYJIbTUMEINIHHBIC
cpencTBa, ydeOHble (HIBMBI, TPEHAXKEPbl, TPEOOBAHUS K AyJAUTOPUSIM — KOMIIBIOTEPHBIE KJIACCHI,
aKaJIeMUYECKHE WU CIIEUAIbHO 000pYyIOBaHHBIE Ay TUTOPUU U Ta00paTOPHH, HATMYNE TOCKH U T.1I.

Jns  obecriedeHuss — AMCUMIUIMHBI  MCIIONB3yeTCs  MaTepHajbHO-TEXHMYeckas  0asza
00pa30BaTENLHOTO YUPESKICHHUS: YUeOHBIE ayJUTOPUH, OCHAIIEHHBIE KOMITBIOTEPOM U IMPOEKTOPOM
JUI IEMOHCTpALUU Y4eOHBIX MaTepUaJIOB.

Jls npoBesieHus: ay IMTOPHBIX 3aHATUN HEOOXOAMM CTaHAAPTHBIM HAOOP CrelHaIN3UPOBAHHOMN
yueOHO meOenu M yuyeOHOro oOOpyJoBaHMS, B TOM 4YHCIE ayAUTOpHas JOCKa (C MarHUTHOM
MIOBEPXHOCTHIO U HAOOPOM ITPUCTIOCOOTEHUM JUIsl KPEIUIEHHSI IEMOHCTPALMOHHBIX MaTEpUajoB), IKpaH
(Ha wTaTMBe WM HaBecHOM). [[nd mpoBeneHUs NPaKTHUECKUX 3aHATHHM, a TakXKe OpraHu3aluu
CaMOCTOSITENIFHOW pabOTBhl CTYAEHTOB HEOOXOIWM KOMITBIOTEPHBIA Kiacc C pabOYUMH MECTaMH,
oOecnieunBaromiuMu BeixoJ] B IHTepHer. Kpome Toro, 11 nH(popManoHHO-pPECYpCHOTO 00ecreyeHus
MPAaKTUYECKHUX 3aHITUH HEOOXOUM JOCTYII K CKaHEepy, KOIMMPOBAIHHOMY allapary v MPUHTEPY.

Peanuzanus yueOHON mporpaMmsbl JI0JDKHAa 0oO€CeuuBaThCs JOCTYIIOM KaXKAOTrO CTyAEHTa K
MHPOPMALIMOHHBIM pEecypcaM — YHHBEPCHTETCKOMY OHOnIMOTeYHOMY (OHIY M CETEBBIM pecypcam
Wntepner. g ucnonszoBanus MKT B yueOHOM mporiecce HE0OXOAMMO HaJM4Me MPOrpPaMMHOIO
o0ecrieueHHs, TO3BOJISIONIETO  OCYHIECTBIATh TNOWUCK uWHpopMamuu B ceth  VHTepHer,
CHUCTEMAaTH3allMl0, aHajdu3 W Mpe3eHTalu0 HHG(OpManuM, 3KCIopT HMHGOpMAlUM Ha LUPPOBBIE
HOCHUTEIH.

Jns  obecniedeHust yudeOHOro mporecca ucnoib3yercs auueH3noHHoe IIO  Microsoft
(onepanmonHas cucrema WindowsXP Professional Bepcust 2002 ServicePack 3, Word, PowerPoint).

CocTaB mporpaMMHOT0 00€CTICUCHHUS
1. Windows
2. Microsoft Office

8. O0ecneuenue 00pa3oBaTeIbLHOIO MpPOLECCa s JHI ¢ OTPAHNYEHHBIMH BO3MOKHOCTAMU
30POBbSI H HHBAJINI0B

B xope peanuzanuy JUCUUIUIMHBI HMCHOJIB3YIOTCS CIEAYIOIIME JOMOJHUTENIbHBIE METObI
00y4YeHHUs, TEKYyIIEro KOHTPOJS YCIEBAEMOCTH W TPOMEXKYTOYHOH aTTecTaluu OO0Yy4aroluxcs B
3aBHCHUMOCTH OT UX UHAUBHUAYAIbHBIX OCOOEHHOCTEH:
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® ISl CIIeNBbIX M CHAOOBUAALIMX: JEKIMU O(GOPMISIOTCS B BHJE DJCKTPOHHOTO JOKYMEHTa,
JIOCTYITHOTO C TOMOUIbI0 KOMIBIOTEPA CO CHENHMATU3UPOBAHHBIM MPOTPAMMHBIM 00eCIeUeHHEM;
NUCbMEHHBIE 3a/IaHUs BBIMOJIHAIOTCS Ha KOMIIBIOTEpE CO CHEIHMATM3HPOBAHHBIM MPOTPAMMHBIM
o0OecredyeHreM WIM MOTYT OBbITh 3aMEHEHBl YCTHBIM OTBETOM; OOECIEeYMBAETCs WHIUBUIYaJIbHOE
paBHOMepHOe ocBemieHue He MeHee 300 JtOKC; A7 BBIMOJIHEHHS 3aJaHUsl MPU HEOOXOJUMOCTH
MIPEIOCTABIIAECTCS YBEJIMUMBAIOIIEE YCTPONCTBO; BO3MOXKHO TaKXKE HCIOJb30BaHUE COOCTBEHHBIX
YBEJIIMYMBAIOLIUX YCTPOUCTB; MUCHbMEHHBIE 3aJlaHMsI O()OPMIISIIOTCS YBEIUYEHHBIM MIPU(TOM; 3K3aMeH
1 324€T MPOBOJATCS B YCTHOU (hOpME MIIH BBIMIOJIHSAIOTCS B MUCbMEHHOM (popMe Ha KOMIBIOTEPE.

® ISl TIOYXUX U cAa0OCHBIIIANIMX: JEKIUH O(QOPMIISIIOTCS B BUJAE 3JEKTPOHHOTO JOKYMEHTa,
aub0  mpenocTaBiseTcsl  3BYKOYCWJIMBAIOUIasl — ammaparypa HMHIUBUAYaJbHOTO  IOJIb30BAHUS;
NUCbMEHHBIE 33JaHUSl BBIMOJTHSAIOTCS HAa KOMIIBIOTEpE B MHUCBMEHHOH (opme; 3K3aMeH U 3a4éT
MIPOBOJSTCS B MUCbMEHHOM (pOpMe Ha KOMIIBIOTEPE; BO3MOYKHO MTPOBEJIEHUE B (POPME TECTUPOBAHMUS.

® ISl JIMI] C HApPYUICHUSMHU OINOPHO-ABUTaTEeNBbHOIO ammapaTa: JEKIUH O(OpMIISIOTCS B BUJE
AIIEKTPOHHOTO JOKYMEHTa, JOCTYHOIO C IIOMOIIBI0 KOMIBIOTEPA CO CIEHUATU3UPOBAHHBIM
IpOrpaMMHBIM ~ OOecrieueHHeM; IHUChbMEHHbIE 3a/laHUsl  BBIOJHSIOTCS Ha KOMIBIOTEpE CO
CHEIHATM3UPOBAHHBIM NPOTPAMMHBIM OOECIeUeHUEM; dK3aMeH U 3a4€T MPOBOASTCS B YCTHOU (hopme
WIN BBITIOJIHSIOTCS B MUCBbMEHHOM (hopMe Ha KOMIIbIOTEpE.

[Ipu HEOOXO0AMMOCTH MPEeayCMATPUBAETCS YBEIIMYEHHE BPEMEHU /171l IOArOTOBKU OTBETA.

[Tponierypa npoBeaeHHs MPOMEKYTOUHOM aTTecTaluy Uil 00y4yaroIlUXCs yCTaHABJIMBAETCS C
y4€TOM UX MHJIUBUIYAJIbHBIX MCUXO(HU3NUECKX 0coOeHHOCTeH. [IpoMexyTouHas aTrectalus MOXKET
IIPOBOAMTHCS B HECKOJIBKO JTaIlOB.

[Ipu mnpoBeneHuMu NpPOIEAYpbl OLEHUBAHUS pPE3YJIbTAaTOB OOYy4YEHHS IpeaycMaTpuBaeTcs
UCMOJIb30BaHUE TEXHUYECKHX CPEICTB, HEOOXOIUMBIX B CBSI3U C MHAMBHIYaJbHBIMH OCOOCHHOCTSMU
oOydJarmuxcsi. OTH CpeAcTBa MOTYT ObITb HIPEJOCTAaBIEHbl YHHUBEPCUTETOM, WJIM MOTYT
HCTIOJIb30BAThCSl COOCTBEHHBIE TEXHUUYECKHE CPEJICTBA.

[IpoBenenue npoueaypbl OLIEHUBAHUS PE3yJIbTaTOB OOYyUEHHUS JOIYCKAETCs C MCIOJb30BaHUEM
JUCTAHIIMOHHBIX 00pa30BaTENbHBIX TEXHOJIOTHH.

ObecnieunBaeTcss 1OCTYNl K HWHGOPMAIMOHHBIM M OuOIMOrpaguueckuM pecypcam B CETH
WuTepHeT 1 Kaxkoro odydaromierocs B popMax, alaiTUPOBAHHBIX K OTPaHUYEHUSM UX 370POBbS U
BOCTIPHSTHS HHPOPMALIUH:

® s clenblX M craboBUIALIMX: B IMeYaTHOW (opMe yBETUYEHHBIM HIpUPTOM, B (dopme
AJIEKTPOHHOTO IOKYMEHTA, B (hopme ayauodaiina.

® JUIs TIYXUX U caa0oCbIIIaluX: B IeyaTHol popme, B popMe 3IIeKTPOHHOTO TOKYMEHTA.

® st 00yYaIOMIMXCsl ¢ HAPYIISHUSIMA OTIOPHO-JIBUTATEILHOTO armnapaTa: B rme4atHoi (opme, B
(bopMe 3MEeKTPOHHOTO JOKYMEHTa, B (hopMe ayauodaiina.

VY4eOHble ayIUTOpUU Al BCEX BHUJOB KOHTAKTHOM M CaMOCTOSITENIBHOM paboThl, HayuyHas
OubsmoTeka M WHBIE TMOMEIIEHHUs Uil OOY4YeHHs OCHAILEHbl CIEeLUAIbHBIM O0OpYJOBaHUEM U
y4eOHBIMU MECTaMH C TEXHUUECKUMHU CPEJICTBAMU O0yUEHUS:

® IS CHENbIX U CIa0OBUIAIIMX: YCTPOWCTBOM Ul CKaHUPOBAHMS U YTEHUs ¢ Kamepoil SARA
CE; mucnineem Bpaits PAC Mate 20; nmpuntepom bpaiinsg EmBraille ViewPlus;

® ISl DIIyXUX M Cla0OCTBIIIANIMX: aBTOMATU3HMPOBAHHBIM pabOYUM MECTOM Ul JIIOJEH C
HapyLIEHUEM CiIyXa U cIa0O0CIbIIalNX; aKyCTUUECKUM YCUIIUTENb U KOJIOHKH;

® 111 O0y4YaroLMXCs C HapyUICHUSMH OINOPHO-ABUraTeIbHOIO ammapara: IepeaABHKHBIMHU,
perymupyeMbIMu 3proHoMudeckumMu naptamu CH-1; KOMIBIOTEPHOH TEXHUKOW CO CIENHATbHBIM
POTrpaMMHBIM 00€CIIeUeHHEM.

9. MeToanueckne MaTepuaJIbl
9.1 Iliianbl 1a00paTOPHBIX 3aHATHI

TEMAL. (4 1) 3AKOHOIATEJIbHAS1 PEIVNTAMEHTALIMS JOKYMEHTHMPOBAHHMA
KAJIPOBOU JEATEJIBHOCTU B P®



20

SAZIAHUA.

1. Tlpoanamusupyiite TpynoBoit komekc Poccuiickoit ®Denepanuui U onpeaennuTe TPEeOOBaHUS K
cocTaBy U 0()OPMIICHUIO TOKYMEHTOB, PETJIAMEHTUPYIOLINX TPYI0BbIE OTHOIICHUS.

2. Ilpoanammsupyiite TpynoBoi komekc Poccuiickoit Denepanuu U omnpenenuTe TPEeOOBaHUS K
(bYHKIHSAM KaApOBOH CITyKOBbI.

YKA3AHU 10 BBITIOJITHEHUIO 3AJIAHUI

1. Usyuure TpynoBoil KOJEKC U BBIICHUTE, KAKUMH JJOKYMEHTaMHU MpPEeIyCMOTpPeHO odopMieHne
npueMa, TepeBoJa, YBOJbHEHHS, KOMaHIAUPOBAHUS, JUCLUIUIMHAPHOTO  B3bICKAHUS U
IPeOCTaBIEHUs OTITycka paboTHHKaM. CocTaB TOKYMEHTOB (PUKCHPYETCS MO KaXJI0W OTAEIbHOM
npoueaype. OOparure BHHMaHH€ Ha CpPOKHM IIOJTOTOBKM JIOKYMEHTOB, YCTAHOBIJICHHBIE
3aKOHO/ATEIBHO.

Pe3ynbTathl 3agaHust MOTYT OBITH IIPE/ICTABICHBI B BUE TaOIULIbI:

IIpouenypa Buasi Homep | Cpoxu, Conep:xkanue,
AOKYMEHTOB CTATBU | CBA3aHHbIe ¢ | opopmiieHHE
JIOKYMEHTOM

[Ipuem Ha paboTy
IlepeBon
IIpenocrasinenue
OTIyCKa
IToompenue
JucuunnuxapHoe
B3BICKaHHE
KomMangupoBanue
YBoJIbHEHHE

2. W3yunte TpymoBoW KOIEKC W OMNpenenuTe OOS3aHHOCTH padoTomaresis MO OTHOIICHUIO K
paboOTHUKY, KOTOphIE yCTaHOBJIEHBI B Kojekce Mpu BO3SHHUKHOBEHHH TPYIOBBIX OTHOIIeHWA. Ha
ATOW OCHOBE COCTaBbTE MEPEUCHb (PYHKIIUN, BBITIOJHIEMBIX KaJIpOBOM CITyKO00H.

KOHTPOJIBHBIE BOITPOCEHI.

1. TlepeyncauTb OCHOBHBIE BUJBI JTOKYMEHTOB, UCTIOJIb3yEMbIE Il JOKYMEHTUPOBAHHS TPYIOBBIX
OTHOIIIEHHH, YCTAaHOBJICHHBIX B TPYJOBOM 3aKOHOJIATEIbCTBE.

2.  HazoBute THNOBBIEC (HYHKIIMU KAaIPOBON CITY>KOBI.

NCTOUYHUKU

TpynoBoit koaekc Poccuiickoir ®enepauuu ot 30.12.2001 Ne 197-®3. Ilpunst
INocynapcrBennoit ymoit 21 nexadpst 2001r. (B pen. ot 29.12.2010) // [DnexTponnsiii pecypc]. — M.,
2019. — Pexxum nocryna:http://www.consultant.ru.

JINTEPATYPA

Abymnanze, . I'. JlokyMeHTaIIlMOHHOE 00€CTICUeHUE YIIPABICHUS TIEPCOHATIOM | YUYCOHUK U
NPaKTUKYM JUIs akajgemudyeckoro 6akanaspuata / 1. I'. AOynanze, U. b. Bempsokkuna, B. M.
MacnoBa. — Mocksa : U3parensctBo FOpaiit, 2019. — 299 ¢. — (bakanaBp. AkageMU4ecKuii Kypc).
— ISBN 978-5-534-00875-3. — Texkct : anektponnsiii / BC KOpaiit [caiiT]. — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2019).
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Kanposoe nenonpounsBoactso: Haunnaem ¢ nyns. Ayaur ceoumu cunamu / U.B. XKypasnesa,
M.B. XKypasnesa. - 2-e u3z. - Mocksa : HULl UHOPA-M, 2014. - 184 c.: 60x88 1/16 + ( Jom. mar.
znanium.com). - (ITpocto, kpatko, 6b1cTpO). (0) ISBN 978-5-16-008986-7 - Tekct : aNeKTPOHHBIH. -
URL: https://new.znanium.com/catalog/product/417566 (nara obpamienus: 30.11.2019)

[TaBnoBckas, O. 0. IlpaBoBoe oOecrmeueHHe KaJIpoOBOTO JEIONPOM3BOJACTBA : YyuyeOHOE
nocobue mis By3oB / O. 0. ITaBnoBckas. — Mocksa : M3natensctBo Opaiit, 2019. — 213 ¢. —
(Beicmiee obOpaszoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrponssit // ObC Opaiit
[catiT]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

MaTepuanbHO-TeXHHYECKOe o0ecneyeHne 3aHATHS
1.Tpynosoii xonekc P®.

TEMA 2. (4 1) PASPABOTKA OPITAHM3AIIMOHHBLIX JOKYMEHTOB B KAJIPOBOU
CJIYXBE

3AIAHUS

1. Tlpoananusupyiite opranuszanuio pabotsl ¢ kaapamu B 3A0 “Bemvnen”.
2. Pa3pabortaiite Ilonoxenune 06 otnene kagpos 3A0 “Beimnen”
3. PaspaOotaiiTe JOKHOCTHYIO HHCTPYKLHMIO JUUISl OJJHOTO U3 COTPYAHUKOB KaJpOBOM CITyKObI

YKA3AHUNA [10 BBIIIOJIHEHUIO 3AJTIAHU A

1. Ilpoanamu3upyiite KoMmIuiekc JOKyMeHTOB 3AO0O “Bemmnen”, BbIABIAA €ro CTPYKTypy,
YUCJIEHHOCTb, HalpaBiieHUs jaesrenbHocTh OOIecTBa U OCOOCHHOCTH OpraHu3allid KaJpoBOil
paboThI.

2. Ha ocHoBe KBaIM(UKAIIMOHHOM XapaKTEPUCTUKH PYKOBOAUTENSI KaJgpoBoil ciyxOb, YCOP/,
TpynoBoro kojexkca M TpeOOBaHMM WHBIX HOPMATHBHBIX M METOJMYECKUX JOKYMEHTOB
paspaboraiite u opopmute npoekt [lonoxxenus 06 oraene kaapos 3A0 “Beimmen”.

3. Ha ocHOBe KBaIM(UKAIMOHHBIX XapaKTEPUCTHK paOOTHUKOB KaJapoBoil ciyx0sl, YCOP]]
pa3zpaboTaiiTe MPOEKT MOKHOCTHON MHCTPYKIIMM OJHOTO W3 COTPYIHUKOB OTjAena KaapoB 3A0
“Bpimmien” u 0ohopMUTE €ro B COOTBETCTBUU C YCTAHOBJIEHHBIMU TPEOOBaHHUSIMU.

KOHTPOJIBHBIE BOITPOCDI

1. Tlepeuncnute 3anaun ¥ QyHKIIMH KaJPOBOU CITYKOBI.

Kakue 1oKyMeHTHI periiaMeHTUPYIOT padoTy C EPCOHAJIOM OpraHU3aluu?

Ha ocHOBe, KakuxX JIOKyMEHTOB pa3padaThIBalOTCS TOJOXEHHE O KaJpOBOH CIyx0e U

JOJDKHOCTHBIE MHCTPYKIIUHU €€ COTPYAHUKOB?

4. KaxoBa CTPyKTypa TEKCTOB MOJIOXECHHUS O KaJPOBOU CITy)KOE U TOJKHOCTHON MHCTPYKITHH?

5. Korpa monoxenue o KaapoBo# ciiyx0e mnpuodbperaer ropuandeckyo cmiy? Korna ono tpedyer
nepepaboTku?

6. Ilepeuncnure oOmue TpeGOBaHHUS K OPOPMIICHHIO OPTaHU3AMOHHBIX JTOKYMEHTOB.

bl

NCTOYHUKU

TpynoBoit komekc Poccuiickoit ®enepanun ot 30.12.2001 Ne 197-®3. Ilpunsar
I'ocynapcrBennoit Jymoit 21 nekabps 2001r. (B pea. ot 29.12.2010) // [Dnekrponnslii pecypc]. — M.,
2019. — Pexxum moctyna:http:// www.consultant.ru.

YuudunupoBanHas cucTema OpraHU3aI[MOHHO-PACTIOPSAUTEIHEHOM JIOKYMEHTaI1H.
YaudunupoanHsie (HOpMbI, HHCTPYKIIMH 1 METOANYECKHE MAaTEpHUaIbI M0 X MpuMeHeHn0. M.1982
/'] [ nexTponHslii pecypc]. — M., 2019. — Pexxum gocrtymna:http://www.consultant.ru.


http://www.consultant.ru
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KpanudukaoHHbIi CIPaBOYHUK JOJKHOCTEH PYKOBOJIUTENEH, CIIEIMATMCTOB M CIyXKallUX.
M., 2002// // [9nexTpoHHbIii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

JINTEPATYPA

I'moroBa C.A. IlpodeccroHanbHbIN CTaHIAPT CIEMUATUCTA MO YHIPABICHUIO MEPCOHAIOM B
NeATETLHOCTH KaJpOBOM CIIy»Obl [DnexTpoHHbIN pecypc| / ['moroBa CBetmana AnekcanapoBHa; C.
A.TnotoBa // YnpaBineHue NOKyMEHTalMel: Mpoluioe, Hacrosmiee, Oyaymee : Matepuansl II1-ei
Mexnaynap. Hayd.-ipakT. KoH}., mocsaml. mamsTa pod. T. B. Kysnenosoit, Mocksa, PITY, 23-24
mapta 2017 r. / M-Bo oOpa3oBanus u Hayku Poc. @enepanun, @enep. roc. OFOHKET. yUPEKI. BBICII.
obOpazoBanusi "Poc. roc. rymanurtapHeiii yH-T", HWcT.-apx. uH-T, ®Pak. OOKYMEHTOBEACHUS W
TEXHOTPOHHBIX apX., Kad. mokymentoBenenus. - Mocksa : Tepmuka.py, 2017. - C. 451-457. - Pexum
noctyma : http://elib.lib.rsuh.ru/elib/000013004.

Kykapuna FO.M. CoBpemMeHHbIE OpraHU3aIMOHHBIC U PErJIaMEHTHBIC JOKYMEHTHI: (DYHKIUU U
pasznoBuaHocTH // BectHuk PITY. 2016. Ne2. [OnextpoHnHsIit pecypc]. — M., 2019. — Pexxum noctyna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi%202(4)-16.pdf.

[TaBnoBckasi, O. HO. IlpaBoBoe oOecreueHrne KaapoBOTO IEIONMPOM3BOACTBA : ydeOHOE
nocobue g By3oB / O. HO. IlaBnoBckas. — Mocksa : M3garensctBo HOpaiit, 2019. — 213 ¢. —
(Breiciiee o6pazoBanue). — ISBN 978-5-534-11565-9. — Texkcr : anextponssii // DbC IOpaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nata oopamenus: 30.11.2019).

MaTepnam,Ho-TeXaneCKoe o0ecneyeHue 3aHATHS:

1. Tpynosoii kogexc PO

2. YCOP

3. KsanuduxanroHHble XapaKTePUCTUKU paOOTHUKOB KaJpOBOM CITy>KObI
4. Kommiekt nokymenToB 3A0 “Bpimnen”

TEMBI 3-7 (10 u.). JOKYMEHTUPOBAHME KAJIPOBOI1 JESITEJIBHOCTHU
3AJJAHUS:

1. V3yuuTe 3akoHOAATENbHBIE TPEOOBAHUS K COAEpPKAHUIO U OQOPMIIEHHIO TPYJIOBOrO JOrOBOpA.
[ToaroToBbTE NPOEKTHI JOKYMEHTOB 10 MPUEMY Ha padoTy.

2. [loaroroBbTe NPOEKTHI JOKYMEHTOB M0 MEPEBOAY Ha IPYryro padoTy.

3.IloarotoBbTEe MPOEKTHl JOKYMEHTOB O TPEJOCTABICHUHM OTIYCKA, MNPOEKThl JOKYMEHTOB O
KOMaHAMPOBaHUH paOOTHUKA

4.IloaroToBbTe MPOEKTHI JOKYMEHTOB O TOOIIPEHUH PAaOOTHUKA M  MPOEKTHl JOKYMEHTOB O
BBIHECEHUU JUCIUIUIMHAPHOTO B3bICKAHUS.

5.IToAroToBbTE MPOEKTHI JOKYMEHTOB 00 M3MEHEHHH (haMUIUK paOOTHUKA U TIPOEKTHI IOKYMEHTOB O
PacTOp>KEHUHU TPYAOBOTO JI0TOBOPA.

YKA3AHWS 1O BBITTOJIHEHUIO 3AJIAHUI

1. Ha ocHoBe MaTepualloOB IENOBOM HWIpHI (CIIPABOYHBIC JaHHBIE O pabOTHHMKE) W TpeOOBaHUU
TpynoBoro kojekca HOATOTOBUTH TPYIOBOH JOrOBOp C pabOTHUKOM, O(GOpMHUTE MPHKa3 O
npueMe paboTHMKAa Ha paboTy (CTYIEHTbI MOTYT COCTaBUTh IPHUKa3 IO OOIIMM IMpaBUiIam
oopmieHHs NPUKA30B MWK BOCHOJIb30BAThCA yHUUIMpoBaHHOW ¢opmon T-1). 3anonaHuth
JInunyro kaptouky padotnuka (popmy T-2.) Onpenenutrb cocTaB JOKYMEHTOB, UCTIOIb3YEMBIX U
CO3JIaHHBIX IIPU IpHUeMe Ha paboTy, KOTOpble (POPMUPYIOTCS B IMYHOE /1710 paOOTHHKA.

2. Hcnonb3ys matepuanbl JEJIOBOM WIpbl (CHPaBOYHBIE JaHHbIE O pPAOOTHHUKE) M YUYUTHIBAs
TpeboBanus TpynoBoro kozgekca o(GOpMHUTH MEpPeBOJ], PadOTHHKA (M0 €ro WHULIMATHBE M I10
VMHUIMATUBE PYKOBOJUTENS CTPYKTYpHOTO MOApa3JeieHMs]) Ha Jpyryio paboTy B TOH ke


http://www.consultant.ru
http://elib.lib.rsuh.ru/elib/000013004
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
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opranu3aiu. CoCTaBUTH 3asBJICHUE, IPEJCTAaBICHHE, YBEIOMJICHHE M OQOPMHUTH MpPHUKA3 O
nepeBojic pabOTHUKA Ha Jpyryko padbory (mo oOmmM mpaBmwiaM O(GOPMIICHHS TPHUKA30B HIIH
BOCIIOJNIb30BaThcs yHUGUIMpoBaHHOW (opmoit T-5). Buectn nanHele B JIMYHYIO KapTOUuKy
paborauka (popmy T-2.) Ompenenuth cOCTaB TOKYMEHTOB, MCIOJIB3YEMBIX W CO3JIaHHBIX TPHU
NepeBojie Ha JAPYTYIo paboTy, KOTOpble POPMUPYIOTCS B IUYHOE Je710 paOOTHUKA.

3. Hcxons u3 martepuanoB JAeNOBOW UIphl (CHpaBOYHbIE JaHHBIE O pabOTHHKE) , O(OPMUTH
€XKEroIHbII ouepeHON OIIauuBaeMbIil OTIYCK M OTIYCK 0€3 COXpaHEHHUs 3apa0OTHOMN IUIATHI.
CocraBuTh TpaguK OTIMYCKOB, OGOPMHTH MPHUKA3 O TMPEIOCTABICHUU OTIyCcKa (MO oOuIwmM
npaBuigaM O(OpMIIEHHS NPHKA30B WJIM BOCHOJIb30BAThCSA yHH(pUUMpoBaHHOH (opmoii T-6) .
Buectu nannsie B Jlnunyto kapTouky pabotuuka (popmy T-2.).

Hcnonp3ys maTepuaibl 1€7I0BOM UIPHI (CIIpaBOYHbIE JaHHBIE O PAOOTHUKE) MOATOTOBUTH MPHKa3
0 HampaBJeHUHM pabOTHUKA B KOMaHIUPOBKY (M0 0OLIMM IpaBuiiaM OQOPMIICHUS MPUKA30B WU
BOCIIOJIb30BaThCs yHUDUIIUpOBaHHOH popmoit T-9).

4. Hcnonb3yst MaTepuaibl 1€J10BOM UIPhI (CIpaBOYHbBIE JaHHBIE O PaOOTHHUKE), OPOPMUTH MPHUKA3 O
MOOIIPEHUH PaOOTHUKA (IO OOLMM MpaBuiaM OGOPMIIEHUS NMPHUKA30B HIU BOCHOJIb30BATHCS
yHUpUIMpoBaHHOU popmoit T-9). BHecTu nanHble 0 noompeHuu B JINUHYyI0 KapTOUuKy paOOTHUKA
(popmy T-2.). OnpenenuTb COCTaB AOKYMEHTOB, UCIOIb3yEMbIX MPH O(GOPMIIEHUH HOOILPEHUS,
KOTOpbIe (POPMUPYIOTCS B JINYHOE AEJI0 pabOTHHUKA.

Ha ocHoBanuMM MarepuanoB JI€JIOBOW WIPbl COCTaBUTh OOBSICHUTENBHYIO 3alHCKy O
JUCHUIUIMHAPHOM MPOCTYIKE, JOKJIAJHYIO 3allUCKy O HapyIIEHUU TPYIOBOM JUCIMILIUHBL,
IIPUKA3 O HAJOXKEHUH IUCLUUIUIMHAPHOTO B3BICKAHMS.

5. MUcnonp3ys wMarepuanbl JAeNOBOM UIphl (CHOpaBOYHBbIE JaHHbIE O pabOTHUKE) O(OPMUTH
IIpeKpalleHue TPYIOBOIO JIOTOBOPA 10 MHHUIMATUBE PabOTHUKA, IO MHUIMATHUBE paboTodaTens,
o 00CTOATENbCTBAM, HE 3aBUCAIIUM OT BOJIM CTOpOH. OIpeneiauTb COCTaB JOKYMEHTOB,
KOTOpbIMH oopmisieTcss Kaxkaas curyauus. OGopMuTh NpUKa3 O MpPEKpalleHUuH AeUCTBUS
TPYZIOBOTO J0roBopa (mo oOumM mpaBwiaM OGOPMIICHHS] TMPUKA30B WM BOCIOJIB30BATHCA
yauunupoBanHoii ¢gopmoit T-8). Buectu nanHble 00 yBONbHEHHMM B JIMYHYIO KapTOUKy
paborauka (popmy T-2.). Onpeaenutb cocTaB JOKYMEHTOB, UCIOJIB3YEMBIX MPU O(DOPMIICHUH
YBOJIBHEHUS, KOTOpbIE (GOPMHUPYIOTCS B JINYHOE J1€JI0 pabOTHHKA.

CocTaBpTe NpOEKT NMpHUKa3a 00 M3MEHEHHWU (paMHUIIUU, TPUBEIUTE BO3MOXKHBIE OCHOBAaHUS JUIS
M3JJaHUs TAKOTO NPUKa3a.

KOHTPOJIBHBIE BOITPOCHI:
1. Bblaenute oCHOBHbBIE TOKYMEHTHPYEMBIE 3a7jaul KaJipOBOHl e TETbHOCTH.
2. OxapakrTepusyiWte CTPYKTYpy TEKCTa TpPYJOBOIO JOrOBOpa, MEPEUUCIUTE CYIIECTBEHHBIE

MOJIOKEHUS TPYA0BOTO JOrOBOpA.

SIBnsitoTCS TN YHUGDHUIMPOBAaHHBIE (OPMBI 00S3aTEITEHBIMU 7

4. Ha ocHoBe TpeboBaHMI K TpPYJIOBOMY JOTOBOPY, ONPENECIUTh MOPSIOK O(OpMIEHUS
JIOTIOJTHUTEIBHOTO COTJalieHus (I3MEHEHUS K TPYI0BOMY JOTOBOPY).

5. Kakumu TpebGoBaHMSIMHU J0JKHA PYKOBOJCTBYETCS KaJpoBasl Ciryk0a rnpu opOpMICHUN MPUKA30B
B TEKCTOBOM (hopme?

(98]

NCTOYHUKU

Tpynosoii kogexc Poccuiickoit @enepanuu. [punsar ['ocynapctBennoii Jymoii 21 nexadps
200lr. . ( ¢ wsm. wum gom.) // [QnekTpoHHbIl  pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

YuuduuupoBanueie (opMbl MEPBUYHONW YUETHOM JOKYMEHTAIMH MO Y4eTy TpyAa U €ero
OILIATHI. 4.1. M.,2004// //  [Dnektponmsni pecypc]. — M., 2019. — Pexum
noctyma:http://www.consultant.ru.
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OOmepoccuiickuii  knaccupukatop mnpodeccuil pabdoOUMX, MOIKHOCTEH CHyXaluxX u
tapudubx pazpsgoB OK 016-94. M.: Muntpyn Poccuu, 1995. //// [DnexTponnsrii pecypc]. — M.,
2019. — Pexxum nocryna:http://www.consultant.ru.

Ob6mepoccutickuii knaccudukarop napopmanun o Hacenennn OK 018-95. M.: Muntpyn
Poccun, 1996 //// [9nextponsnslii pecype]. — M., 2019. — Pexxum noctyna:http:// www.consultant.ru.

Ob6mepoccuiickuii  kimaccudukarop ympabieHueckord mokymentammun OK 011-93. M. :
I'occranmapr Poccun, 1994 // [OnexTtponHnslii pecypc]. — M., 2019. — Pexum
noctyma:http://www.consultant.ru.

O6mepoccuiickuii knaccudukarop cnenuanbHocTeld mo obpazoBanuio OK 009-93. M. :
l'occranmapr Poccun, 1995 ////  [Onekrponnsii pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

JINTEPATYPA

Abynanze, /. I'. JlokymeHTannoHHOe oOecrieyeHne ymnpaBieHUs] MEPCOHANIOM : Y4eOHUK U
NpPaKTUKyM Ui akagemuuyeckoro OakanaBpuata / JI. I'. AOynamze, U. b. Bempsokkuna, B. M.
MacnoBa. — Mocksa : U3marensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AkageMUYECKUN KypC).
— ISBN 978-5-534-00875-3. — Tekcr : anektponHsii // DObC HOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 (mara obpamenus: 30.11.2019).

Kanposoe nenonpounsBoactso: Hauunaem ¢ nyns. Ayaur ceoumu cuinamu / U.B. XKypasnesa,
M.B. XKypasinesa. - 2-e u3z. - Mocksa : HULl UHOPA-M, 2014. - 184 c.: 60x88 1/16 + ( Jom. mar.
znanium.com). - (IIpocto, kpatko, 6b1cTpO). (0) ISBN 978-5-16-008986-7 - Tekct : 3NeKTpOHHBIH. -
URL: https://new.znanium.com/catalog/product/417566 (nara obpamenus: 30.11.2019)

MaTepl/IaJ]LHO-TeXHI/I‘leCKOC o0ecreyeHue 3aHIATHSA:

Tpynosoit koaekc PO.

YHauduuupoBaHHble POPMbI IEPBUYHON YUETHOM JOKYMEHTALIUH.

Matepuansl Je0BOM WUIpbl, COAEpIKAIIME CIPaBOYHBIM JaHHBIE O pabOTHHMKE, HH(OPMALMIO O €ro
TPYZAOBOM AESTEIBbHOCTH.

O6mepoccuiickue KinaccupuKaTopsbl.

Tema 8 (2 4.) TPYAOBAS KHUKKA

3AJJAHUA

1. IIpoananusupoBarb TpynoBoil kogekc PO, [IpaBuna BeneHus U XpaHEHUs! TPYAOBBIX KHIXKEK,
MHCTPYKLHMIO 1O 3alOJIHEHHUIO TPYAO0BON KHMKKU. BBIICHUTH IpaBuiia 3aBeIEHUS U MOPSJIOK
BEJICHUS TPYIOBBIX KHHXKEK.

2. 3anonHuTH OJaHK TPYAOBOW KHMKKHU CBECHUSAMHU O pabOTe W YBOJIBHEHUH.

3. Ilpoananu3upoBaTh MpeUIOKEHHbIE KOMHUU TPYIOBBIX KHHUXKEK, OOBSCHUTH OIIMOKH B
0o OpMIICHHY U BEICHHUMU.

4. 3apeructpupoBaTh 0GOPMIEHHYIO TPYAOBYIO KHUXKKY.

YKA3AHU 10 BBITIOJITHEHUIO 3AJIAHUI

I. U3yuuts  TpynoBoit komekc P®, I[lpaBuna BeneHHs M XpPaHEHUS TPYAOBBIX KHIKEK,
MHCTPYKIHMIO MO 3aIIOJTHEHUIO TPYIOBBIX KHUKEK .
Y CTaHOBUTD:
-3aKOHOJIATENIbHBIE M HOPMATHBHBIE TIOJIOKEHHS O CTaTyce TPYIOBOW KHHUXKKE, IMOPSIKE €€
ohOpMIICHUS 1 BEJICHUS,
- HOpMaTUBHbIE TpeOOBaHUs O 1yOIMKaTe TPYIOBOM KHUKKH;
- HOpMAaTHBHbIE TPEOOBAHHUS O BKJIAJBIIIE K TPYAOBOM KHUXKKE.
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2. Hcnonw3ys MNpeasioKEHHblE MaTepuaibl JAEJIOBOW MUIPhl W MaTepUalbl  3aHATHH O
JTOKYMEHTUPOBaHUMU IpPHUEMA, NEPEBOJA, YBOJBHEHHS BHECTH COOTBETCTBYIOIIME 3aIlNCH B
TPYIOBYIO KHUXKKY.

3. M3yuuTh mNpeanokeHHble KOMHH TPYAOBBIX KHUXKEK, BBIIBUTH OLIMOKHM B O(QOPMIIEHUU H
UCTIPABJICHUAX HA TUTYJIHHOM JIUCTE, B pasjene «CeneHus o padboTe».

KOHTPOJIBHBIE BOITPOCHI

1. B xakoii cpok 1oJKHA ObITh 3aBeJIeHa TPYIOBasi KHWXKKA MPH MOCTYIJICHUH paOOTHHKA HA paboTy
BIIEpBBIE?

2. B xakux ciaydasx KaJpoBas cly>k0a MMeeT MpaBo BbIIATh TyOIMKAT TPYIOBONH KHMKKH?

3.B kaxoii cpok nocie yBoJibHEHUS! paOOTHUKY BbIIA€TCs TPYAOBas KHUXKKA?

4. Kak oopmisieTcs Bbllauya BKIAbIIIA K TPYJOBOI KHIKKE?

5. Kakoe cTpykTypHOE MOapa3aeicHie OpraHu3allii XPaHUT OJaHKUA TPYIOBBIX KHUKEK U BKJIQIBITICH
K HUM?

6.Kax ucnpaButh o1inOKu, 0OHapyKEHHbIE Ha TUTYJILHOM JIMCTE TPYAOBON KHUKKHU?

7.Kak ucnpaBuTh omuOKu, 0OHapy>KEHHbIE B 3alI0JIHEHUH pa3zena «CBenenus o padborey»?

NCTOYHUKN

Tpynooit kogekc Poccutickoit @eneparuu. [IpunasaT rocygapcrsernoi Jymoit 21 nexadpst
2001r. // [9nexTponnslii pecypc]. — M., 2019. — Pesxum noctyna:http://www.consultant.ru.

[IpaBuna BeneHus u XpaHeHUs: TpyIoBbIX KHMKEK. (yTB.IloctanoBinennem [lpaButenscTBa
P® or 16 ampens 2003 r. Ne 225 // [Onekrponnsii pecypc]. — M., 2019. — Pexum
noctyma:http://www.consultant.ru.

WMHCTpyKIHMS 1O 3aM0JIHEHHUIO TPYI0BbIX KHMKEK (yTB. [locTranoBieHrneM MuHHCTEpCTBA Tpyia

u conuansHoro pasButusi Poccuiickoit ®epepammu ot 10 oktsiOops 2003r.). 3apeructpupoBaHa
MunucrepctBoM toctuuuu Poccuiickoit @enepauuu 11 Hos6ps 2003 1. Ne 5219. // [DnekTpoHHBIN
pecypc]. — M., 2019. — Pexxum pocryna:http://www.consultant.ru.

JINTEPATYPA

I'moroBa C.A. TeHaeHUMH pa3BUTHS KaJpOBOrO JIEJONPOU3BOJCTBA B paMKax
nporpammel "L{udpoBast sxkonomuka" [DnekTpoHHBI pecypc]| / ['moToBa CBeTnana AJeKCaHIPOBHA;
Cseriana A. ['moroBa // YnpaBienne foKyMeHTaMH B U(poBoil skoHOMUKE. - Mocksa : PITYVY, 2019.
- C. 98-103. - Pexxum noctyna : http://elib.lib.rsuh.ru/elib/000013245.

Kanposoe nemonpounsBoactso: Haunnaem ¢ nynsi. Ayaut ceonmu crtamu / U.B. XKypasnesa,
M.B. XKypasnesa. - 2-e 3. - Mocksa : HULl UHOPA-M, 2014. - 184 c.: 60x88 1/16 + ( Jom. mar.
znanium.com). - (IIpocto, kpatko, 661cTpO). (0) ISBN 978-5-16-008986-7 - TeKCT : IEKTPOHHBIN. -
URL: https://new.znanium.com/catalog/product/417566 (nata obpamenus: 30.11.2019)

[TaBnoBckasi, O. HO. IlpaBoBoe oOecreueHrne KaapoBOTO IEIOMPOU3BOACTBA : ydeOHOE
nocobue g By3oB / O. FO. IlaBnoBckas. — Mocksa : M3garensctBo HOpaiiT, 2019. — 213 ¢. —
(Beicmiee obOpaszoBanme). — ISBN 978-5-534-11565-9. — Tekcr : anekrponssiii / OBC Opaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nata oopamenus: 30.11.2019).

MarepnajnbHO-TeXHH4YECKOE o0ecreyeHrue 3aHsATHS:
WMHcTpyKUus 110 3aII0THEHUIO TPYIOBBIX KHUKEK
IIpaBuia BeieHUS U XpaHEHMS TPYAOBBIX KHHKEK
biiaHKu TpyAOBBIX KHHYKEK

[Tpumepsl 3a0THEHHBIX TPYIOBBIX (KHMKEK C OIIMOKaMN)

Tema 9 (2 4.) CACTEMATHU3AIIAA JOKYMEHTOB KAJIPOBOM CJIYXKBBI.
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3AJJAHUA
1. Tlpoananu3mpyiTe HOMEHKIATYPY A€l KaapoBoi ciryx061 3A0 “Brimmen’.
2. CocraBbTe MpPOEKT HOMEHKJIATYpbl Jen oTaena kaapoB 3A0 “Beimmen” Ha cliexyromui

KaJICHAapHBIN O,

3. IIpoananusupyiite TpeGOBaHME 3aKOHOAATENbHBIX M HOPMATHUBHBIX JIOKYMEHTOB K COCTaBYy
JIOKYMEHTOB JINYHOTO JIeNa.

4. Cdopmupyiite nuuHoe aeno corpyaHuka 3A0 “BeiMien” UM cOCTaBbTE€ BHYTPEHHIOIO OIUCH
JIOKYMEHTOB JINYHOTO JIEeJa.

YKA3AHVS 10 BBITTOJIHEHUIO 3AJIAHUI

1. C yderom TpebGoBaHMI HOPMATHBHBIX JOKYMEHTOB MpOaHAIU3UpPYyHTEe HOMEHKIaTypy nen 3A0
“Bpimrien”, ompezaensisi ee BUA, KIACCU(PHUKAIMOHHYIO CXEMYy, OCOOCHHOCTH (OPMYJIHPOBAHUS
3arojIOBKOB, MCTOYHHMKM U TPaBUJIBHOCTb YCTAHOBJEHMSI CPOKOB XpaHeHus. Omnpexnenute
NEPEXOIALIME JIeNa, BKIIIOUEHHBIE B Ty HOMEHKJIATYPY.

2. Ha ocnoBe Tpe6oBanuii OCHOBHBIX MpaBUi padOThl apXUBOB OpraHU3alUil U TUIIOBOTO MEPEUHS
YIPaBICHUYECKUX JOKYMEHTOB CO CPOKAMM XPAaHEHHMS] COCTaBbTE IIPOEKT HOMEHKIATYpsl neia 3A0
“BeiMmen” Ha crneayrommi  KaneHmapHbeli roxa. IlpoekTt odopmuTe B COOTBETCTBUU C
YCTaHOBJIEHHBIM OPSAKOM.

3. Wsyuurts Yka3 Ilpesunenra PO Yka3 Ilpesunenta Poccuiickoit @enepanuu ot 30 mas 2005 r. Ne

609 «0O mnepcoHanbHBIX JAHHBIX TOCYJApPCTBEHHOIO TpaKIAHCKOro ciyxaiero Poccuiickoi

@denepallii ¥ BeIEHUU €ro JuyHoro pena» W3yuutrs p.8 TumoBoro mnepeyHs ynpaBlIEHYECKUX

JOKYMEHTOB U OIPEJEIUTh COCTAaB JJOKYMEHTOB JINUHOTO JeJ1a paOOTHHKA.

4. Mcrionb3yst JOKYMEHTHI, pa3pabOTaHHbIE Ha MPEAbIAYIINX 3aHATHAX, CHOPMUPYHTE JIMYHOE JIEJI0

paOOTHUKA C YYETOM YCTAHOBJIEHHBIX HOPMATUBHBIX TpeOoBaHuil. s chopMUpOBAaHHOTO JTMYHOTO

JieJia COCTaBbTE€ BHYTPEHHIOIO OMUCH JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI
1. KakoBo HazHaueHHE HOMEHKJIATYPHI JIe]l B KaJAPOBOH Ciryx0e?
2. KakoBbl TpeOoBaHusi K (HOPMYJIHUPOBKE 3arojoBKOB  JOKYMEHTOB IO JHUYHOMY COCTaBy B

HOMEHKJIAType Jen?
3. Tlepeuncnure cocTaB JTOKYMEHTOB JIMYHOIO Jieia paOOTHUKA; TOCYAAPCTBEHHOTO CITY KAIETo.
4. Kak onpenensroTcsi CpOKU XpaHEHUs KaJIpOBbIX TOKYMEHTOB?
5. Kakas ciy>x6a B opraHuszaiyy J0JKHA pa3paboTaTh HOMEHKIATYPY /€] KaJIpoBOM CiryKOb1?
6. Kakue ocoOeHHOCTH XapaKTepHbI A1 HOMEHKJIATYpPhI JeJ1 KaIpOBOH CIIy:KOb1?

NCTOYHUKU

Vka3 Ilpesunenta Poccuiickoit ®enepanuu ot 30 mas 2005 r. Ne 609 «O mepcoHAIBHBIX
JMAHHBIX TOCYJApCTBEHHOTO TpakJAaHCKOTO ciyxaiero Poccuiickoit Denepanyyi U BEIECHUH €r0
JTMYHOTO Aenay // [DnexTponnslii pecype]. — M., 2019. — Pexxum noctyna:http:// www.consultant.ru.

ITpuka3 Pocapxua ot 23.12.2009 N 76 "O06 yrBepkaeHun MeTOoIUYeCKUX peKOMEeHIalHii
Mo pa3pabOTKe WHCTPYKIHHA TIO JEJONPOM3BOJICTBY B (helepalabHBIX OpraHaxX HCIOTHUTEILHOM
Bractu'"//[ DnexTponHslii pecypc]. — M., 2019. — Pexxum goctymna:http://www.consultant.ru.

[TepeueHb TUTIOBBIX YIIPABICHYECKUX apXUBHBIX JOKYMEHTOB, OOPa3yIOIIUXCS B MPOIECCE
JESTEIbHOCTH TOCYNapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPABIICHUS M OpraHMU3allHi, C
yKazaHHeM CpokoB xpaHeHus. M.,2010// [Dnextponssiii pecypc]. — M., 2019. — Pexum
noctyma:http://www.consultant.ru.
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JIUTEPATYPA

brikoBa T.A. JlokymeHTanimoHHOe oOecleueHrue YIpaBleHUs (JIETOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc] : yueOnoe mocobue / T. A. brikoa, T. B. Ky3unernosa. - 2-e u3z., nepepabd. u
non. - MockBa : HWudpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

MaTepI/IaJILHO-TeXHI/I‘-IeCKOC o0ecnevyeHue 3aHATHS:

Metoaudyeckue pCKOMeHIIaL[I/Iﬁ 10 pa3p360TKe I/IHCTp}/KHI/Iﬁ o ACIOIMPOU3BOACTBY B (I)eI[epaJ'IBHLIX
opraHax HCIIOJIHUTEIHLHOMN BIACTH.

KommiexT nokymentoB 3A0 “Brimmen”.

[lepeyeHb THUIIOBBIX YNPABIEHYECKUX APXUBHBIX JOKYMEHTOB, OOpa3yIOLIMXCS B Mpolecce
JESITEIbHOCTH TOCY/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPABIIEHUS M OpraHM3alUi, C
YKa3aHUEM CPOKOB XPaHEHUS.

9.2 MeToan4yeckne peKOMEHIAMH M0 NOAT0TOBKE MUCbMEHHBIX padoT

B pa3gen BkiroueHsl TpeOOBaHUS K MOJATOTOBKE, COJEPKAHUIO, U O(POPMIICHUIO MUCHMEHHBIX
paboT MpeayCMOTPEHHBIX Y4YeOHBIM IUTAHOM WM paboueld mporpamMmoin (KypcoBasi paborta, 3cce,
pedepar, noxsnan u T.m.). [Ipu Hammuumum kadeapaibHbIX WM (DaKyIbTETCKUX PEKOMEHAALUH MO
MOATOTOBKE MUCBMEHHBIX paboT paznen Briatouyaercs B PIIJ] mo ycmorpenuto mpemomaBaTens -
COCTaBUTEJIS.

B nansblil pazfen Mbl BKIOYWIN PEKOMEHAAINN K MOATOTOBKE, COJEPKAHUIO U OPOPMIICHUIO
MUCbMEHHBIX PabOT, MPEAyCMOTPEHHBIX Y4YEeOHBIM IUIAHOM MM pabouel mporpamMmoil (KypcoBas
paborta, scce, pedepaT, TokIaax W T.I.). Takum o00pa3oM, PEKOMEHIAIUU OTPaXKalwT oOIue
TpeOoBaHUs K MUCbMEHHOU paboTe, TpeOOBaHUS K €€ COACPKAHHIO, 00bEMY U CTPYKTYpE.

[TucemenHnas pabGota siBisieTcss (GOpMOIl OpraHM3allMM Hay4dHOrO MaTepHualla, OTpa)arolieu
JIOTHKY HCCIeIoBaHMs, oOOecleynBaromeil eIMHCTBO M B3aMMOCBSI3aHHOCTb BCEX 3JIEMEHTOB
conepkanusi. CTpyKTypa Maructepckoi paboThl JOKHA COOTBETCTBOBATH KPUTEPUSAM LIETOCTHOCTH,
CHCTEMHOCTH, CBSI3HOCTH M COpPa3MEPHOCTU (COOTBETCTBUS 00OBbeMa ()parMeHTa TEKCTa €ro Hay4dHOMH
€MKOCTH).

[Ipu BBIOOpe Ha3BaHWsI pabOTHI ClEAyeT TMOMHUTb, YTO OHO JOJDKHO OBITh SICHBIM,
oubmmorpaduyeckst TOYHBIM, COJEPIKATEIBHO OMpPECICHHBIM, MPOOJIEMHBIM, KOMITAKTHBIM U
JTUTEPATYPHBIM.

OO0s3aTeNbHBIMU  CTPYKTYPHBIMU 3JIEMEHTAaMH THCbMEHHOM paboOThl SIBISIOTCS BBEJCHUE,
OCHOBHAs 4acTb, 3aKJIFOUEHUE U OMOINOrpaduuecKii CIUCOK/CITUCOK HCTOYHUKOB U JIUTEPATYPHI.

PaboTbl MOryT BBINOJHATBHCS B pa3HbIX kaHpax. M ciaenyer M3HauaiabHO ONPEAENIUTH 3TOT
xkaHp. OIHO Jeno, eclid TOTOBUTCS Y4eOHBIM TekcT. OH JOMKEH MpOAEMOHCTPUPOBATH HAIy
KBaJTM(PHUKAIMIO, COOCTBEHHO MCCIIEIOBATEIBCKUE PE3YIbTAThl TaM JKEJIaTelIbHbI, HO HE 005S3aTEIIbHBI.
Hpyroe - ecnu pedb HAET O CaMOCTOATEIBHOW HCCIEAOBAaTENbCKOM paboTe, KOTOpas olpaiieHa K
npodeccuonanam. Tperbe - eciau Mbl 3aAyMald TaK Ha3bIBa€MbI Hay4YHO-IOMYJISIPHBIM TEKCT,
KOTOPBIiA ajpecoBaH He TOJIBKO MPo(hecCHOHANbHOM, HO U OoJiee MUPOKON ay TUTOPUH.

OOyuaromuiicss JOKEH MPOJEMOHCTPUPOBATH B  KOHTPOJIBHOW  paboTe  BiIaJCHHE
TEPMHUHOJOTHYECKUM  anmapaToM  MEXIUCUUIUIMHAPDHOCTH, 3HAHME METOJOB  COLMAJbHBIX,
IYMaHHUTApHBIX, ECTECTBCHHOHAYYHBIX JUCHUIUIAH, MPUMEHSEMBIX B HCTOPHOTpapUUECKOr U
MCTOYHUKOBEAUECKON mpakTuke. [Ipy 5TOM aKTMBHO MCHOJB3YIOTCS MOJYYEHHBIE B XOAE OCBOCHHUSA
JUCHUATUTMHBI 3HAHHUST MEKIUCIUIUIMHAPHBIX MOIX0A0B, UCIOIb3YEMBIX B HICTOpUOTpadUN H3ydaeMo
TEMBbI U POJICTBEHHOM el mpobieMaTHKe.

CtpykTypa paboThl J10JIXKHA COOTBETCTBOBATh yTBEPkKACHHOMY pykoBoauterem BKP mnany u,
KaK TMpaBWJIO, COCTOATH U3 CIEAYIOIIMX 4YacTeil: TUTYJIBHOTO JIUCTa, OTJIABJICHUSA, BBEICHMUS,
0003HaYeHU M COKpalleHui (Ipu HEOOXOAMMOCTH), OCHOBHOM dYacTu (IiaB M maparpagos),


http://znanium.com/go.php?id=942800
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3aKIIIOYCHHUS, CIIMCKA MCIOJIb30BAHHONM JIUTEPATyphl U UCTOYHHUKOB, MPUIIOKEHUH, BCIIOMOTaTeIbHbIX
yKazarenei (npu HEOOXOMMOCTH), rpaduyeckoit 4acTH (MIUTFOCTpAllMOHHBII
matepuai/npesentanus). O0muit 00beM AUIIOMHON paboTh! 6e3 mpunoxenui —100 cTpanu.
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[Ipunoxenue 1. AHHOTaIU
paboueil mporpaMMBbl TUCIUILTAHBI

AHHOTAIIAA PABOUYEM ITPOT'PAMMBI JIUCIIUILINHBI

HucrunmHa «KaapoBoe NeIompou3BOICTBO» peain3yeTcsl Ha (haKyJIbTeTe apXUBOBEIACHUS U
JIOKYMEHTOBE/IEHUST Kadenpol JTOKYMEHTOBEICHHUS, ayAHOBH3YaJbHBIX M HAYyYHO-TEXHHUYECKUX
apXUBOB.

Ieap AucOMIIMHBL: U3YyYEHUE OCHOBHBIX IPaBUJI JOKYMEHTHPOBAHUSA TPYAOBBIX OTHOIIECHUN
B P® 1 opranuzanuu paboThl ¢ TOKyMEHTaMHU M0 JTUYHOMY COCTAaBY.

3apaum:

o O3HaKOMUTH CTYJEHTOB C OCHOBHBIMHU IIPaBOBBIMH akTaMHd B cdepe  KaapoBOro
JIEJIONIPOU3BO/ICTBA;

. ChopmupoBaTh KOMIUIEKCHOE MPEACTABIEHUE O COCTOSHUM COBPEMEHHOW CHCTEMBI
JIOKYMEHTAllUU 110 JUYHOMY COCTaBY;

. JlaTb XapakTEepUCTUKY O053aTeIbHBIM, YCIOBHO-O0S3aTENbHBIM U PEKOMEHIYEMbIM
JOKYMEHTaM KaJIpOBOH CITy»ObI;

. Onucarb 0COOEHHOCTH COCTaBJIEHUS U O(DOPMIIEHHUS JOKAJIBbHBIX HOPMATHUBHBIX aKTOB,
periIaMeHTHPYIONUX AEATEIbHOCTU KaJAPOBBIX CIIYXO0;

o BbIsIBUTH OCHOBHBIE JOKYMEHTHUPYEMBIE 33/1a4U KaJpOBOU CIIy>KObI;

o VYCTaHOBUTH COCTAaB JOKYMEHTOB II0 OCHOBHBIM JOKYMEHTHPYEMBIM KaJpOBBIM
npolexypam;

o [TomaroBo onucare NOPsAAOK TOKyMEHTUPOBAHMS 3TUX NIPOLELYD;

o ChopmupoBaTh HaBBIKM COCTaBJI€HUS U O(OPMIIEHUS JTOKYMEHTOB IO JIUYHOMY
COCTaBy;

o OOy4uTbh OCHOBHBIM TEXHOJIOTHYECKUM IPUEMaM JeJIONPOU3BOACTBEHHbIX ONEepaluii;

o O3HaKOMUTH C HOPMaMU U IpPaBWJIAMHM CHCTEMAaTU3allUd U XPaHEHUS JOKYMEHTOB IIO

JMYHOMY COCTaBY.

JucuumniinHa HanpasjieHa Ha GopMHpPOBaHHeE CIEAYIOIIUX KOMIIETEHIUM:

® OIIK-2 - CnocobeH HaxOOuTh OPraHW3AllMOHHO-YNPABICHUYECKHE PEIICHUs IPH PELIeHUH
3a7au B cpepe cBoeil MpohecCHOHaIbHON AEATENbHOCTH;

¢ OIIK-3 - CriocoOeH MPUMEHSITh TCOPETHUSCKHUE 3HAHUS IS PEIICHUS TIOCTABICHHBIX 33]1a4 B
00J1aCTH TOKYMEHTOBEICHUS U apXUBOBEICHHS.

B pezynomame uzyuenus oucyuniunsl cmyOoeHm OOJHCEH 3HAMb:

® COBPEMEHHYIO 3aKOHOJATEJIbHY0O M HOPMATHUBHO-IPAaBOBYIO 0a3y, periaMeHTHPYIONIYIO
paboTy ¢ KaapoBOil TOKyMEHTAIIUEH;

® OCHOBHBIE ITPOOJIEMBI COBPEMEHHOTO KaJJpOBOI0 JAEJIONPOU3BO/ICTBA;

* crienuuKy KaJIpoBOi JOKYMEHTAIIMH B TOCYJapCTBEHHON M HETOCYAapCTBEHHOM cepax;

® cOCTaB 00s3aTeIbHBIX JOKYMEHTOB KaJIpOBOM CITy>KOBI;

® IOPSIIOK TOKYMEHTHPOBAHUS KaAPOBBIX POIIETYP, CPOKU U3AAHUS JTOKYMEHTOB;

® TpeboBaHMS K OPOPMIICHHIO JOKYMEHTOB 10 JINYHOMY COCTaBY;

® TEXHOJIOTHIO PabOThI C TOKYMEHTAMU KaJIPOBOM CITyKOBlI;

® OPSAJOK BEJCHUS JIMYHBIX Jie]l pAOOTHUKOB;

® [paBHJia CHCTEMATU3alUN U XPAaHEHHUS JOKYMEHTOB I10 TMYHOMY COCTaBY.

B pezynemame uzyuenus oucyuniunst cmyoeHm O00IHCEH YMemby.

® paboTaTh C HOPMAaTUBHO-TIPABOBOM 0a30ii B chepe KaapoBOro AETOMPOU3BOICTBA;

® IPUMEHSATh HOPMbI TPYJIOBOTO IIpaBa, Kacaroluecs KaJpoBoil TOKYMEHTALlUU, Ha IIPaKTHKE;

® OPraHHU30BbIBAaTh PadOTY KaJAPOBOM CIyKObI;

® COCTaBIIATh U OPOPMIIATH JOKAJIbHBIE HOPMAaTHUBHBIE AKThI KaIPpOBOM CITyKOBI;

® MIPOBOJUTH BECh KOMILUIEKC padOT 10 TOKYMEHTHPOBAHUIO OCHOBHBIX KaJPOBBIX MPOLEIYP;

® IPaBWIBHO OPOPMIIATH U OPOPMIISTH OT/IENIbHBIE KaJJPOBBIE TIOKYMEHTHI;
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® OpraHu3oBaTh padOTy C KaApOBOW JAOKYMEHTAIlMEW B OpraHU3alUsX W YUYPESKICHUSIX
Pa3IMYHbIX OPraHU3AIIOHHO-TIPABOBBIX (GOPM.

B pesynsmame usyuenus oucyuniunsvl cmyoeHm 00axicen 001a0ams HA8bIKAMU.

® aHanM3a NpPaBbIX AaKTOB, BBISBICHHUS HEOOXOIUMON perjamMeHTHpyomeid uHbopMaluu o
JOKYMEHTUPOBAHUH TPYAOBLIX OTHOLIEHHUH;

® paboThI C TUMIOBBIMU M YHU(DUIIUPOBAHHBIMU (hOpMaMU JOKYMEHTOB;

® COCTaBJICHHUS DA3NIUYHBIX BHUJOB JIOKYMEHTOB, O(DOPMISIONUX TPYAOBBIE OTHOILIEHUS C
pabOTHHUKAMU;

® COCTaBJICHHUS JIOKAIbHBIX HOPMATHBHBIX AaKTOB, PErIaMEHTHUPYIOUINX paboTy KaapOBOi
CITyKOBlI;

® MOJCIMPOBAHUS YIPABICHYECKUX CUTYAIM MO BOMPOCaM JAOKYMEHTHPOBAHUS TPYAOBBIX
OTHOIICHU;

® paboThI ¢ KaAPOBOH TOKYMEHTAlLIUeH;

® cucTreMaTH3aluu KaJpoBOM TOKYMEHTALlMU U OPraHu3aluy €€ XpaHeHHUS.

[ ]

[To nucuumnvHe NperycMOTpEeHa MPOMEXKYTOUHas aTTecTalus B hopme SK3aMeHa.

O6mas TpyA0EMKOCTh TUCHUIUTHHBI COCTaBIseT 4 3.€., 144 akageMuyeckux yaca.



