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1. OBIIUE CBEJAEHUSA O JUCHUIIVIMHE

1.1 HaumeHnoBanue I CHUNIAHBI

Pabouas nporpamma nucuumivael «KagpoBoe Aen0npou3BOACTBO U apXUBbI
JIOKYMEHTOB I10 JUYHOMY COCTaBY» IpeHa3HauYeHa JJid OaKaiaBpoB (B TOM 4YHUCIE
JUIS  WHKIIO3UBHOTO 00pa3oBaHWs WMHBAIUAOB W JIMIl C OTPAaHUYCHHBIMH
BO3MOYHOCTSIMU 3[I0POBbsI), 00y4arOIMXCsl MO HAIMpPaBIEHUIO MOArOTOBKH
46.03.02 «JlokyMeHTOBe/leHHE M apPXUBOBEACHHUE», MPODUIb TMOATOTOBKH
«/lokymeHTalmoOHHOE OOecrieueHue ymnpapieHUs», Ha Kadeape MEHEeIKMEHTa U
JOKYMEHTAallUOHHOTO  OOecreueHus, B  COOTBETCTBUM €  (perepajbHbIM
TOCy/IapCTBEHHBIM 00pa30BaTENbHBIM CTAaHAAPTOM BBHICIIETO 0Opa30BaHUs, YTB.
npuka3oM MUHHCTEPCTBA HAYKH U Bbiciiero oopasoBanus PO ot 24.09.2020 r. Ne
1343.

1.1. MecTO IMCUMILIMHBI B CTPYKTYpe 00pa30BaTe/ibHOM NPOrpaMMbl
Jucnnmimaa «KagpoBoe nemonpon3BOACTBO W apXUBBI JOKYMEHTOB I10
JUYHOMY COCTaBY» SIBJISIETCS IUCLUIUIMHON BapuaTuBHOM yacTtu (6510k 51.B.03).
JlaHHass JAUCUWIUIMHA ONMPAECTCS HA 3HAHMSA, IIOJIYYECHHBIE B paMKax
TUCIHUIUTNH 0a30Boil yacTu («OpraHu3anusi ¥ TEXHOJOTHS JOKYMEHTAIIHOHHOTO
ofOecrieueHns  YIpaBICHUA», «ApXuBOBeneHue», «TpyaoBoe TmpaBo»), W
MPOOKAET Pa3BUBATh KOMIIETEHITUIO O0YYAIONINXCS 10 HCIIOIb30BAHUIO MPABUII
OpraHM3aly BCEX 3TamoB padOThl € JOKYMEHTaMH, BXOJSUIMMH B COCTaB
KaJIpOBOI0 J1E€JIONIPOU3BOJICTBA.

1.2. Ileaab ocBOEHHSI AMCIHUILIINHBI
[lenb AMCUMIUIMHBI - U3YUYEHUE COBPEMEHHOM CHUCTEMBI JOKYMEHTAIUM IO
JUYHOMY COCTaBy; (OPMHUPOBAHHUE Yy CTYACHTOB PAIIMOHAIBHBIX TMOJXOJOB K
pEIeHUI0 3a/ad OpraHW3alud PadOThl C JOKYMEHTaMH B KaJpOBOH CIIyxkOe;
dbopMHupoBaHHEe YMEHHA OOECICUEHUS XpaHEHUS JTOKYMEHTOB II0 JUYHOMY
COCTaBY.

1.3. Ilnannpyembie pe3yJabTaThbl 00y4eHUS M0 IMCHUILIIMHE
[IpodeccuonanbHple  KOMIIETEHIIMM  C(OPMYJIMPOBAHBI  HAa  OCHOBE
BBIOPAHHBIX U3 MNPOPECCHOHAIBHBIX CTaHAAPTOB OOOOIIEHHBIX  TPYJIOBBIX
byakuuii  (OTD), COOTBETCTBYIOMIMX MPOPECCUOHAIBHON  JACSTEIBHOCTU
BBIITYCKHUKOB.

dopmupyeMble NuaukaTopsl 10CTHKEHUS IlnannpyemMble pe3y/ibTaThl
KOMIIeTEHIMHU KOMIIEeTeHI M ii NMPAKTHYECKOM 1eSITeJIbHOCTH,
odecneuynBaloIIne
¢bopmMupoBanne KoMneTeHI U

IIpodeccnonanbHbIe KOMIIETEHUUH




TIK-1 Bnanenue IIK-1.1. 3name: IIK-1.1. 3uaTsk:
3aKOHOJIATEIILHOM U | - OCHOBbI NPABOBEOCHUSL, - OCHOBBI MPABOBEICHHUS;
HOPMAaTHBHO- - 3aKoHOOameNbHble U HOPMAMUBHO- | - 3aKOHO/ATEIbHbIE U
METOJNYECKOMN npasosvle akmaol Poccuiickoii | HOpMaTUBHO-TIPABOBBIE AKTBI
0azoii Dedepayuu 8 cghepe | Poccuiickoit denepanyu B




UH(POPMALIMOHHO-
JOKYMEHTAIAOHHOTO
obOecreycHus
yIpaBJICHUS U
ApXUBHOTO JIeNa,
CIIOCOOHOCTBIO
OpPUEHTUPOBATHLCS B
paBOBO# Oaze
CMEXKHBIX 00y1acTei

OOKYMEHMAYUOHHO20 — 0becneyenus
VAPAGNeHUs, — aApXusHoz2o  Oerd U
CMEJHCHBIX obnacmell;

- HOPMAMUBHO-MEMOOUYECKUEe
OOKYMEHMbl U HAYUOHAIbHbLE
cmanoapmol 6 chepe
OOKYMEHMAYUOHHO20 0becneyeHs.
VIPAGIEHUS, APXUBHO20 Oeld U
CMEdHCHBIX 0bnacmell.

chepe JOKYMEHTAIMOHHOTO
obecrieyeHus yIIpaBJICHUS
(KaapoBOro AEIONPOU3BOICTBA),
apXMBHOTO JleJla U CMEXKHBIX
obJacrei;

- HOPMATHBHO-METOIUYCCKUE
AOKYMCHTBI 1 HAlTUOHAJIbHLBIC
CTaHJapTHI B cepe
AOKYMCHTAIITUOHHOT'O
oOecrieYeHHs yIpaBJICHUS
(KaapoBOro AETONPOU3BOJICTBA),
apXMBHOTO JIeJIa U CMEXHBIX
o0JIacTeH.

IIK-1.2. Ymemy:

- OpUEHMUPOBAMbCS 8 HOPMAMUBHO-
npagosoll u memoouyeckou 6asze 8
CMEJCHBIX € OOKYMEHMAYUOHHbIM
obecneuenuem VIpaesens u
apxusHo2o oena 0o1acmsx,

- AHAU3UPOBAMb HOPMAMUBHO-
npasosyro 6azy 8 COOMEemcmeaul ¢
3a0a4amu OOKyMeHMAayuoHHO20
obecneueHus ynpasieHus u
apxusHoeo oea.

[IK-1.2. Ymers:

- OPHUEHTHPOBATHCSA B
HOPMaTUBHO-IIPABOBOU u
METOANYECKONH 0a3ze B CMEXHBIX
C JOKYMEHTAallMOHHBIM
obecriedyeHreM yIpaBIEHUsA

(KagpoBOro JEIONpPOU3BOJICTBA)
Y apXHUBHOTO JIeJ1a 00JIACTSIX;

- aHAJTM3UPOBATh HOPMATUBHO-
MPaBOBYIO 0a3y B COOTBETCTBUU
C 3a/1a4aMu
JOKYMEHTAIMOHHOTO
o0ecrieYeHns yrpaBIeHUs
(KaapoBOro ACIONPOU3BOICTBA)
Y apXHUBHOTO JIEeNIa.

IIK - 1.3. Baagets:

- Hasvlkamu  NOUCKA,  aHaIu3a,
MOKOBAHUA U NPUMEHEHUs NPABOBLIX
HOpM 6 cgepe OOKYMEHMAYUOHHO2O0
obecneyeHus Vnpaegnenus u
apxXusHo2o oena,

- HABbLIKAMU NPUMEHEHUs
HOPMAMUBHO-NPABOBLIX AKMOE U
Memoouyeckux OOKYMeHmos OJisl
peutenust 3a0ay nPogheccUuoHaIbHOU
demanvHocmu 8 cghepe
OOKYMEHMAYUOHHO20 0becnedenus
YNPABNeHUs: U apXUBHO20 Oelld.

IIK - 1.3. BaageTn:

- HaBBIKAMU TOMCKA, aHAJIN3A,
TOKOBaHUS M  NPUMCHCHUS
NpaBOBBIX HOPM B  cdepe
JOKYMEHTAIMOHHOTO
obecrieyeHus yIIpaBIICHUS
(KaapoBOro JCIOMPOU3BOICTBA)
Y apXHUBHOTO JIeNIa;

- HaBbIKAMH IPUMEHCHHUS
HOPMATHUBHO-TIPABOBBIX AKTOB H
METOAMYECKUX JOKYMEHTOB IS
peleHus 3a1a49
npodeCCHOHATLHON
JETaILHOCTH B cepe
JOKYMEHTAIUOHHOTO
o0ecrieYeHns yrpaBIeHUsS
(KaapoBOro AEIONPOU3BOJICTBA)
Y apXHUBHOTO JIEJIa.

IIK - 2 Cnocoben
pa3palaThIBaTh U
BHEAPATH
JIOKAJIHBIE
HOpMaTI/IBHbIG AKThI
n HOpMaTI/IBHO-

TIK-2.1. 3uamo:

- 3aKOHOOamelbHble U HOPMAMUBHO-
npasogvle akmvl P 6 cehepe
O0OKYMEHMAyuoHHo2o0  obecneuenus
YNPABNeHUs: U apxXueHo2o oea;

- Mmemoouyeckue OOKYMEHMbl U

[IK-2.1. 3Hatsb:

- 3aKOHO/IaTeIIbHbIC u
HOPMAaTHBHO-TIPABOBBIE  aKTBHI
PO B chepe
JTOKYMEHTAMOHHOTO
obecrieyeHus yIpaBJICHUS
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METOTNICCKUE
JIOKYMEHTBI 110
BEJICHUIO
nH()OpPMAITMOHHO-
JIOKYMEHTAIMOHHOTO
obecrieueHus
yIpaBICHUS U
apXUBHOTO JIeNa

HAYUOHANbHBIE CMAHOAPMbl 8 chepe
OOKYMEHMAYUOHHO20 — 0becneyenus
VAPABLeHUsl U apXUBHO20 Oeld;

- pacnpedenenue  QyHKyui U
BONPOCO8  0esIMENbHOCMU — MeNCOY
CMPYKMYPHLIMU — NOOPA30eleHUAMU
opeanuzayuu;

- cocmas JIOKAbHbIX HOPMAMUBHBIX
AKmMo8 OpeaHu3ayuu,

(KaapoBOro J1EJIOMPOU3BOJICTBA)
Y apXHUBHOTO JIENIa;
- MCTOAWYCCKUC IOOKYMCHTBHI H

HAIlMOHAIbHBIE  CTAHIAAPTHI B
chepe JIOKYMEHTAIMOHHOTO
obecrieueHusI yIpaBlICHUS

(KaapoBOro JEIOMpPOU3BOJICTBA)
Y apXHUBHOTO JIENIa;
- pacmpenenenue GyHKIUN 1

- npasuia cocmasieHus U | BOIIPOCOB NIEATEIHHOCTU MEXIY
oghopmnenus JIOKAIbHBIX | CTPYKTYPHBIMH
HOPMAMUBHBLIX AKMO8, pe2yiupyrouwux | Ioapa3aeIcHUsIMI
nopsi0oK pabomsl ¢ OOKYMEHmMaMu 6 | OpraHu3aIliy;
opeaHuzayuul; - COCTaB JIOKJIbHBIX
- Memoobl peanrameHmayuu | HOPMaTUBHBIX aKTOB
0e10npoU3800CMEEHHBIX NPOYECcco8, | OpraHuzaluuu  (peryaupyroumx
- mpebosanusl OXpaHvl mpyod. OpTaHU3aIHIo0 TPYAQ);
- TMpaBuiia COCTaBJCHUS U
odopmiteHuS JIOKQJTbHBIX
HOPMAaTUBHBIX aKTOB,
PEryIupyIOInX TTOPSITIOK
paboTsI c JIOKyMEHTaMU
(xaapOBBIMU) B OpraHU3ALINY;
- MeTOAbl  perjamMeHTaluu
JeTOTIPON3BOICTBEHHBIX
MIPOLIECCOB (xagpoBoro
JIEJIOTIPON3BO/ICTBA);
- TpeOOBaHUS OXPAHBI TPY/IA.
1IK-2.2. Ymems: [1IK-2.2. Ymers:
- AHAUZUPOBAMND JIOKANIbHble | -  aHAM3UPOBATh  JIOKAJbHBIC
HOpMamuegHbvle akmuol no | HOpMaTUBHBIC aKTBI o
uHopmayuoHuo- nH(pOpPMaAIHOHHO-
OOKYMEHMAYUOHHOMY — obecneyeHuio | TOKyMEHTallnOHHOMY
VNpasneHus; o0ecrnedeHuno yIpaBlIeHUs
- akmyanuzupogams  J10KAIbHbule | (PETYIHPYIOINX OpPraHU3aIluio
HOpMAmugHbvle aKkmuvl Op2aHu3ayuy no | Tpyaa);
O0OKYMeOHMayuonHomy obecneueHuro | - aKTyaTu3upOBaTh JIOKAIbHBIC
ee ynpasieHus; HOpPMAaTHUBHBIE aKTBI
- NpUMEHAMb Memoobl | OpraHU3aIIH 1o
peanamenmayuu JOKYMEHTAI[MOHHOMY

0e10npoU3800CMBEHHBIX NPOYECCOB,
- gecmu KOHCYTbMAYUOHHYIO
0esamenbHOCmb N0 60NPOCam pabomul
€ YnpaenieH4eckumu OOKyMeHmMamu.

O0ECIIEYCHUIO €€ YIpaBJICHUS
(peryupyroImuX —OpraHU3aIHIo

Tpyna u KaJIpOBOE
JIeNIOTPOU3BOCTBO);

- MPUMCHSITH METO/TBI
peraamMeHTaluu
JEJIOTIPON3BOICTBEHHBIX
MIPOLIECCOB (perynupyronmx
OpraHu3alMI0 TPYy/ia U KaJpOBOE
JIeNIOTPOU3BOCTBO);

- BECTU KOHCYJIbTAHUOHHYIO
ACATCIIbHOCTD I10 BOITPOCaM




paboThI ¢ yIpaBIeHUYECKUMHU
JOKYMEHTaMU (KaJIpOBBIMHU ).

T1K-2.3. Bnagets:

- N0020MOBKOU NPOEKMO8 JIOKAIbHBIX
HOPMAMUBHLIX AKMO8 OpP2aHU3AYUU,
peyIupyroumux nopsook padbomsel ¢
OOKYMEHMAMU 8 OP2AHUZAYULL

- HABLIKAMU OKA3AHUSL
MemoouyecKou n0OOEePHCKU U
HOMOWU PAOOMHUKAM OP2AHU3AYUU
1o 80NPOCAM OOKYMEHMAYUOHHO2O
obecneueHus ynpasieHus
opeanusayueti u pabome c
OOKYMEeHmamu.

T1K-2.3. Bnagets:

- MOJITOTOBKOM MIPOEKTOB
JIOKQJIbHBIX HOPMATUBHBIX aKTOB
OpraHM3allK, PEryIUPYIOIIUX
MOPSAJIOK paboThI c
JOKYMEHTaMU B OpraHu3aluu
(perynupymoonmx  OpraHu3aIuio
Tpyaa u KaJpOBOE
JIEJIOTIPOU3BOICTBO);

- HaBBIKAMH OKa3aHUS
METOANYECKON MOIIEPKKU U
MOMOIIN pabOTHUKAM
OpraHM3alMy 10 BOIIpOcaM
JOKYMEHTAI[MOHHOTO
o0ecriedeHns yrpaBIeHUsS
opranmzarueu (kagpoBoro
JIEJIONIPOU3BOJICTBA) U paboTe ¢
JOKYMEHTaMU (KaJpOBbIMU).

[IK - 3 Cnocoben
UCIIOJIb30BATh
npaBmiIa
OpraHHM3aluy BCeX
3TarnoB paboTHI ¢
JOKyMEHTaMHU
pa3HbIX
JOKyMEHTALMOHHBIX
CHCTEM, B TOM YHCJIC
apXHUBHBIMHU
JIOKyMEHTaMH

1IK-3.1. 3uams:

- 3aKOHOOameNbHble U HOPMAMUBHO-
npasogvie akmvl P® 6 obracmu
pabomwul ¢ OoKymenmayueu U
uHghopmayuetl, apxusHo2o oeia,

- npasuna pabomsi ¢ OOKYMEHMAaAMU

opeaHuszayuu, YCMAaHOoBJIEHHbLE ee
JIOKAJIbHbIMU HOpMAamueHbIMU
akmamu,

- mexHoJjiocuvecKkue snanvl pa60mbl C
PA3NTUYHbIMU Kamezopusimu

OOKYMEHMO8 Op2aHU3ayuLL;

- NOPAIOOK U coOepaCcanue npoyeoyp
MEeXHOI02UYECKUX IMAN08 pabomul ¢
PA3IUYHbIMU KAMe2OPUSMU
OOKYMEHMO8 OP2AHU3AYUU.

I1K-3.1. 3uats:
- 3aKOHOJIaTeIbHbIE u
HOPMaTHBHO-TIPABOBHIC AKTBI

P® B oOmactu paboTel cC
JTOKyMEHTaIuen u
nHpopManuen (xazpoBoro

JeNIONPOU3BOJCTBA), APXUBHOTO
nena;

- npaBuia paboThI C
JNOKyMEHTaMH (KaapOBBIMH)
OpraHu3aly, YCTaHOBJICHHBIE
€10  JIOKAJIbHBIMU
HOPMAaTHUBHBIMU aKTamMu
(perynupymoomnmx OpraHu3aiuio
Tpyaa u KaJ[poBO€
JIEJIOTIPOU3BOJICTBO);

- TEXHOJIOTUYECKHE  3Talbl
paboThI c pa3IMYHBIMU
KaTeropusiMu JOKyMEHTOB
OpraHu3alu (kazpoBBIMU
JIOKYMEHTaMH );

- IOPSIIOK U COJIEpIKAHUE
MPOLEAYP TEXHOJOTUYECKUX
3TanoB padOTHI C Pa3IMUYHBIMU
KaTEeropusiMu JIOKYMEHTOB
opranuzanuu (KagpoBbIMU

JIOKYMEHTaMHu ).
IIK-3.2. Ymemo: I1K-3.2. YmeTs:
- CMpPYKmMypuposams, | - CTPYKTYPHUPOBATh,
cucmemamusuposams U | CHCTEMaTU3UPOBAThH u

Kaaccuguyupogams OOKYyMeHmbvl No
onpeoenNéHHbIM KPUMeEPUIM,

KJIaCCU(PHUIUPOBATH JTOKYMEHTEHI
(kazpoBbI€) MO ONpeAeIEHHBIM
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- 8bINOIHAMb PAOOMY C
OOKYMEeHmMamu 8 pamkax npoyeoyp,
YCMAHOBNIEHHBIX 8 OP2AHUZAYUU.

KPUTEPHSIM,
- BBITIOJIHATB PaboTy €
JOKYMEHTaMU (KaJIpOBBIMH) B
paMKax mporuensyp,
YCTaHOBJICHHBIX B OPraHU3AI[HH.

T1K-3.3. Bnagets:

- MeXHoNo2UAMU U  ONepayusaMU
pabomul ¢ pasnuUYHbLIMU KAmMe2opusmu
O0OKYMEHmMOo8 Op2aHu3ayull;

- OpP2aHU3aYUOHHOU OQUCHOT
MEXHUKOU 8 PAMKAX C80ell
npogheccuonanbHol OessmenbHOCmU.

T1K-3.3. Bnagets:
- TEXHOJIOTUSMH M OIEpalusIMu

paboThI C pa3IUYHBIMU
KaTeropusiMu JIOKYMEHTOB
OpraHu3alu (kazpoBBIMU
JIOKYMEHTaMH );

- OpraHM3aIMOHHON 0(hUCHON
TEXHUKOH B paMKax CBOEH

npodeCCHOHATLHON
NESATCIILHOCTH.
IIK - 5 Bnaneer TIK-5.1. 3uame: IIK-5.1. 3uarTs:
HaBBIKAMU - Memoobl peeramenmayuu | -  METOIBI  PETIAMCHTAINH
00paboTKu 0e10NPoU3800CMBEHHBIX NPOYECCO8, | NCIONPOU3BOACTBEHHBIX
JOKYMCHTOB Ha BCEX | - HPUHYUNBL U MEMOObl YNOPAOOYeHUs | TIPOLIECCOB (xagpoBorO
JTamnax cocmaea O0OKYMEeHmo8 u | IeIONpPOU3BOJICTBA),
JOKyMEHTOO00pOTa | UHGDOPMAYUOHHBIX nokazamenei | -  TPUHOUANBI W METOJBI
opeanuzayuu, YIIOPSIIOYCHHUSI CoCTaBa
- npasuna opeanuzayuu | JOKyMEHTOB  (KagpoBBIX) H
0e10NPoOU3800CMBEHHBIX NPOYecco8 6 | THPOPMAIMOHHBIX ITOKa3aTeIeH
opeaHuzayuu; OpraHH3aINH;
- NOPAOOK U codepaicanue npoyeoyp - npaBuiIa OpraHu3aluu

no pabome ¢ 0OKyMeHmamu
opeanusayuu (06pabomxu,
peaucmpayuu, UCNOTHEHUs,
KOHMPOJISl, MEeKYue20 u apxXueHoco
XpaHeHusi 00KYMEeHMO8).

JICIIOTIPON3BOICTBCHHBIX
NpOIECCOB B OpraHMU3aluu
(KapoBOro JEIOMPON3BOJICTBA);
- IOPSZIOK U COZIePIKaHUE
poLEyp 1O padoTe ¢
JOKYMEHTaMU (KaJpOBbIMH )
opranmu3aruu (00paboTkH,
pETUCTpAIiH, UCTIOITHEHUS,
KOHTPOJISI, TEKYIIETO U
apXMBHOTO XPaHEHUS

JJOKYMEHTOB).
1IK-5.2. Ymems: [1IK-5.2. Ymers:
- npogooumv  yuugukayuro Gopm | -  TPOBOAWTh  YHUPHUKALUIO
OOKYMEHMO8, NPUMEHAEMbIX 6 | dopM TOKyMEHTOB (KaapOBBIX),
VIPABIEeHUeCKOU OesimenbHOCMU | IPUMEHSIIEMBIX B
opeanuzayuu; YIIPaBICHYECKON JCSITEIbHOCTH

- ocywecmensims npoyeoypsl no
pabome ¢ 0OKymMeHmamu
opeanuzayuu (06pabomxu,
peaucmpayuu, UCNOTHEHUs,
KOHMPOJISl, MEeKYue20 U apxXueHoco
XpaHeHust 0OKYMeHMO8).

OpraHu3aIlny;
- OCYIIECTBIIATH MPOIIETyPHI TIO
paboTe ¢ TOKyMEeHTaMu
(KaapoBBIMU ) OpTraHU3AIT
(0OpaboTKH, pErUCTPALINH,
WCTIOJTHEHUSI, KOHTPOJIS,
TEKYIIEero U apXUBHOTO
XpaHEHUs JOKYMEHTOB).

T1K-5.3. Bnagers:
- MEXHOJIO2UAMU pCl607’I’Zbl C

I1K-5.3. Bnagers:
- TEXHOJIOTHUSIMU PabOTHI ¢
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O0oKymenmamu u uHgopmayuetl, 8
MOM YUcCie 02PAHULEHHO20 OOCMYNA.

JOKYMEHTaMU (KaJpoBbIMHU) U
uHpopMaLuel, B TOM 4ucie
OrpaHUYEHHOI0 JOCTYIA.

2. OFBEM U COAEP KXAHUE JUCHUIIJINHBI

2.1. O0beM AUCHHUILIHHBI

(010110) 300
Buj yue6Hoii padoTbI Bceero Cemectpbl Bcero Kypc
4acoB 4acoB
KonrakTHas padora (Bcero) 271 4-7 90 3-5
B TOM YHCIIE:
- iexyuu (J13) 83 4-7 36 3-5
- cemunapul (C3)
- npakmuyeckue (113) 188 4-7 54 3-5
- meaxoepynnossvie (MI'3)
- unousuodyanvuvie (M3)
- epynnosoe koncyrvbmuposarue (1)
- uHOUBUOyanbHOe KoHcyrbmuposarue (M)
CamocrosiTejbHasi paboTa cTyaeHTa (BCero) 161 4-7 342 3-5
CPC 135 4-7 320 3-5
KOHTPOJIb 26 4-7 22 3-5
B TOM YHCIIE:
- N0020MOBKA KYpCOoB01l pabombl
- MeKywuti KOHmMpOoab 46 4-7
- NPOMEIHCYMOYHBII KOHMPOIb (N0020MOBKA K IK3AMEHAM, 26 4-7 22 3-5
3auemy)
O0mas Tpya10eMKOCTh:
(Bcero 3avl-)l.ye£[./1con-no gacoB no ®I'OC) 12/432 47 12/432 3-5
Buja npomexyTo4HOM aTTecTalNU (324€T, IK3aMEH) ceMecTpbI:
3ayem 4.6
IK3AMEH 5,7
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2.2. Tematnuecknii miian (OPO u 3P0)

TemaTnueckunii miaan OP®O

KoJj-Bo yacoB

CamocrosiTesqibHast paboTa

KonrakTHas padora
CTYIEHTOB

HaumeHnoBaHnue
No pa3aesioB U TeM

KOHTpob CPC

n/n (popMupyembie
KOMIIETEeH LI H)

mo ®IoC

J3 | 113 MpoMexK

CcPC Terym YTOYHBI
uif i

Bcero yacos
Bcero ayn.
4acoB
Koncynbranumn
T, n
Bcero uacos CPC

Bsenenue B kypc.
JlokyMeHTaImmoHHOe
1. obecriedeHne KaJpoBOH 13 2 2 11 9 2
CITYKOBI
(TIK-1)

IInanoBas kaxposas
JIOKyMEHTAIHsL: CTPYKTypa 1

mITaTHad YUCJICHHOCTH
(TTK-1, TIK-3, TIK-5)

19 6 2 4 13 9 4

[InanoBas kaapoBas
JIOKyMEHTAIHS: ITaTHOE

pacrucanue
(TIK-1, TIK-3, TIK-5)

23 10 2 8 13 9 4

[InanoBas kaapoBas
JIOKyMEHTaIus: rpaduK
OTITYCKOB

(TIK-1, TIK-3, TIK-5)

25 12 4 8 13 9 4

OpraHu3anoHHO-TIPaBoOBast
JIOKYMEHTAIUs: IpaBuiIa

5. BHYTPEHHEI'0 TPYAOBOIO 23 8 2 6 15 9 6
pacropsiika

(IIK-1, ITK-2, TIK-3, TIK-5)

OpraHu3anoOHHO-IIPABOBAs
JIOKyMEHTAIHSL: TIOJIOKEHHE O
CTPYKTYPHOM IOJpa3aAeieHHH
(TIK-1, IIK-2, [IK-3, TIK-5)

21 8 2 6 13 9 4

OpraHu3anoOHHO-IIPABOBAs
JOKYMEHTAIHSA: TIOJIOKEHHE 00

oIruiaTe Tpyaa
(TTIK-1, TIK-2, TIK-3, TIK-5)

25 10 4 6 15 9 6

OpraHu3anoOHHO-IIPABOBAs
JOKYMCHTaIUA: JOJHKHOCTHAA

HHCTPYKLIHS
(IIK-1, ITK-2, TIK-3, TIK-5)

27 10 4 6 17 11 6

IToaroroBka k 3aueTy 4 4 4

Hroro 3a 2 kypc (4 cemecTp) 180 66 22 44 114 74 36 4

IlepconanbHast kanpoBast
JIOKYMEHTalMA: TPyAOBas

KHHXXKa
(ITK-1, TIK-3, TIK-5)

16 14 6 8 2 2

HCpCOHaJ’IBHaﬂ KaapoBas
JOKYMCHTalUA: 3JICKTPOHHAas

TpyAOBas KHIDKKa
(TTK-1, TIK-3, TIK-5)

10. 15 14 8 6 1 1
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11.

JloroBopHas KaxpoBas
JIOKyMEHTAIIUA: KOJIJIEKTUBHBIH
norosop (ITK-1, ITK-2, TTK-3,
[1K-5)

12.

JloroBopHas kazxpoBas
JIOKyMEHTalus: TPy IOBOU

JIOTOBOP
(TTK-1, TIK-3, TIK-5)

13

12

13.

PacnopsinurenbHas
JIOKyMEHTAIHSI TI0 KapaMm:
MIPUKa3bl O IpHEMe Ha paboTy
(IIK-1, I1K-3, TIK-5)

14.

PacnopsinurenbHas
JTOKYMEHTAIUA [0 KaipaMm:
MIPUKa3bl O TIEPEBOJIE HA

Apyryro paboty
(IK-1, TTK-3, [TK-5)

IToaroToBka K 3K3aMeHy

HToro

3a 3 kype (5 cemecTp)

72

56

28

28

15.

PacnopsinutenbHas
JIOKyMEHTAITHS 110 Kaipam:

MIPUKa3bl 00 yBOJIBHEHUH
(IIK-1, I1K-3, TIK-5)

16.

PacnopsinurensHas
JTOKYMEHTAIUA [0 KaipaMm:
IIPUKA3bI O TIOOLPEHUH

paboTHuKa
(TIK-1, TIK-3, TIK-5)

13

17.

PacnopsinutenbHas
JIOKYMEHTAIIUS 110 KaJipaMm:
IIPUKA3bl O AUCIUTUTHHAPHOM
B3bICKaHNH pabOTHHKA
(TIK-1, IK-3, TIK-5)

13

18.

VYyerHas kaJapoBas
JOKYMEHTALHS: JIMIHAs
kaprouka pabdorauka (I1K-1,
[1K-3, [1K-5)

18

10

19.

VY4eTHas kagpoBas
JIOKyMEHTAIIUS:

(hOPMBI pErHCTPAITUH YUCTHBIX
CBEJICHUII 110 COCTaBy U
nBkeHuto kaapos (ITK-1, TIK-
3, IIK-5)

13,5

0,5

20.

VYueTHast KapoBas
JOKYMCHTAIUA: TOKYMCHTalus
110 YYETYy UCIIOJIL30BAHUS
paboyero BpeMeHHU U pacyeToB

OILIaTHl TPyJa
(TTK-1, TIK-3, TIK-5)

16

10

IToaroroBka k 3auery

N

HTroro

3a 3 kypc (6 cemecTp)

108

20

16

32

24

20

21.

OdopmiteHne ciry:xeOHOM

KOMaHHPOBKH pabOTHHUKA
(TIK-1, TIK-3, TIK-5)

24

12

12

10

22.

qDOpMI/IpOBaHI/IC JIMYHOTO AcJIa

pa60THI/IKaZ COCTaB JIMYHOTI'O
nena (TIK-1, TIK-3, TIK-5)

21

10

11

10

23.

DopMHPOBaHUE THYHOTO JENIa
paOOTHHKA JUTA CllauHl B apXUB
(IIK-1, I1K-3, TIK-5)

23

12

11

10
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Opranu3anus XpaHeHAS
24. KaJIpOBBIX TOKYMEHTOB 10 2 2 8 8
(TIK-1, T1K-3, TIK-5)
3amuTa mepcoHaIbHBIX
25. | maHHBIX B KaAPOBOH CiryxOe 13 4 4 9 8 1
(TIK-1, ITK-3, TIK-5)
PaboTa ¢ moceTuTENIMHU B
26. | xaapoBoii ciyxoe 8 2 2 6 6
(TTK-1)
IToaroToBka K 3K3aMeHy 9 9 9
HToro 3a 4 kypc (7 cemecTp) 108 42 18 24 66 52 5 9
Bcero uacoB: 432 212 84 128 220 153 41 26

TemaTnueckuii miian 30O

Ne
n/n

HaunmenoBanue
pa3/iesioB U TeM

(¢hopmupyembie
KOMIIETEHIIHH)

KoJj-Bo yacoB

Bcero yacos
no ®IrocC

KonTakTHas pabora

CamocrosiTesqibHast paboTa
CTYJ€HTOB

Bcero ayn.
4acoB

J3

113

Kouncyabrauumu

(I, v)

Bcero yacos CPC

CPC

KoHTpoab CPC

TMPOMeEXK
TeKyl
5 YTOUYHBI
wif N
i

BBenenue B kypc.
JloKyMeHTaIMoOHHOE
obecrieueHne KaJipoBOr

CITy OBl
(TIK-1)

19

—_
o]

18

[InanoBas kagpoBast
JIOKyMEHTaIlUsA: CTPYKTypa U
IITaTHAs YACICHHOCTh
(ITK-1, T1K-3, TIK-5)

20

18

18

[InanoBas kagpoBast
JTOKYMEHTAIHS: IITATHOE

pacnmcanue
(TIK-1, TIK-3, TIK-5)

24

18

18

[InanoBas KagpoBas
JIOKyMEHTaIus: rpaduK
OTITYCKOB

(TIK-1, I1K-3, T1K-5)

26

18

18

OpraHu3anoHHO-TIPaBoOBas
JIOKyMEHTAIVSL: IPaBHiIa
BHYTPEHHETO TPY0BOTO
pacropsiaka

(TIK-1, IIK-2, I1K-3, [1K-5)

20

18

18

OpraHu3annoHHO-TIPABOBAs
JIOKyMEHTAIHSL: TIOJIOKEHHUE O
CTPYKTYPHOM IOJpa3AeIeHHH
(IIK-1, MIK-2, I1K-3, [1K-5)

22

20

20

OpraHu3anoHHO-TIPaBOBas
JIOKYMEHTAITUS: TOJIOKEHHE 00

oruiate Tpyaa
(TIIK-1, TIK-2, TIK-3, TIK-5)

22

20

20

OpraHu3anoOHHO-IIPABOBAs
JOKYMCHTaIUA: JOJHKHOCTHAA

HHCTPYKLHUS
(TIIK-1, TIK-2, TIK-3, TIK-5)

23

16

16

HO,I[FOTOBKEI K 3a4CTy

Hroro 3a 3 kypc

180

30

12

18

150

146
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[lepconanbHast kaapoBast
JIOKYMEHTAaLUs: TPy I0Bast
KHIDKKA

(TTK-1, TIK-3, TIK-5)

26

18

18

10.

HCpCOHaJ’IBHaﬂ KaapoBas
JOKYMCHTalIHA: 3JICKTPOHHAsA

TpyAOBas KHIDKKa
(TTK-1, TIK-3, TIK-5)

22

18

18

11.

JloroBopHas xagposas
JIOKyMEHTAIHS: KOJJIEKTUBHBIH
morosop (ITK-1, ITK-2, TTK-3,
I1K-5)

22

18

18

12.

JloroBopHas xagposas
JIOKyMEHTalus: TPYI0BOM
JIOTOBOP

(TIK-1, TIK-3, TIK-5)

24

18

18

13.

PacnopsinurenbHas
JIOKyMEHTAaIus 110 Kajgpam:
IIPUKa3bl O IpHEeMe Ha paboTy
(IIK-1, TIK-3, [IK-5)

22

18

18

14.

PacniopsautenbHas
JIOKYMEHTAIHSI TI0 KaIpaM:
MPUKa3bl O IEPEBOJIE HA
JIpYTyIo paboTy

(TIK-1, T1K-3, TIK-5)

19

15

15

TToaro

TOBKA K 3K3aMCHY

Hroro 3a 4 kypc

144

30

12

18

114

105

15.

PacnopsinurensHas
JIOKYMEHTALU 110 KaJpam:

IIpUKa3bl 00 YBOJIHHEHUHT
(TIK-1, I1K-3, TIK-5)

16.

PacnopsinurenbHas
JIOKyMEHTAITHSI 110 Kaipam:
MIPUKa3bl O TIOOLIPEHUH

paboTHHKa
(TIK-1, I1K-3, T1K-5)

13

17.

PacnopsinurenbHas
JIOKYMEHTAaLMs 10 KaJpam:
MPUKa3bl O JUCUUTIIMHAPHOM

B3BICKaHUM PaOOTHHUKA
(TIK-1, I1K-3, T1K-5)

13

18.

VYyeTHas kaapoBas
JIOKyMEHTAIVSL: JINYHAS
kapTouka padorruka (IIK-1,
I1K-3, I1K-5)

18

19.

VYuerHast KagpoBast
JIOKyMEHTAITHSL:

(OPMBI pEruCTpanuy yIETHBIX
CBEJICHUI 110 COCTaBy U
nBkeHuto kaapos (ITK-1, TIK-
3, IIK-5)

13,5

20.

VYyeTHas kaapoBas
JIOKyMEHTalusl: TOKyMEHTALHs
0 y4YeTy HCIOJIb30BaHHUS
pabodero BpeMeHH 1 pacyeToB

OIIIaTHI TPYAA
(TIK-1, I1K-3, T1K-5)

16

21.

OdopmiteHne ciayxeOHOH
KOMaH/IMPOBKH paOOTHUKA

(ITK-1, TIK-3, TIK-5)

24
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qDOpMPIpOBaHI/Ie JIMYHOTO AcJIa

22. | paboTHHKA: COCTaB JIMYHOTO
nena (ITK-1, TIK-3, TIK-5)

21

®opmupoBaHKE JTUIHOTO JIENa
23. | paOoTHHKA /I CIa9 B apXUB
(TIK-1, TIK-3, TIK-5)

23

Opranu3anus XxpaHeHUs
24. KaJIpOBBIX JOKYMEHTOB
(TTK-1, TIK-3, TTIK-5)

10

3amura NEPCOHATIBHBIX

25. | maHHBIX B KaJPOBOI CiTyx0e
(TIK-1, TIK-3, TIK-5)

13

Pabora c moceTutensMu B
26. | xagpoBoit ciyxoe
(TIK-1)

HO,I[FOTOBKEI K DK3aMCHY

Hroro 3a 5 kypce

108

30

12

18

78

69

Bcero yacos:

432

90

36

54

342

320

22

2.3. KpaTkoe coaepkaHue pa3ie/jioB U TeM

Tema 1. BBegenue B Kypc. JlJoKkyMeHTAIMOHHOE O0ecnevyeHue KaJApoBOu
CIIYKObI

Henp, 3amaum mucuuiuimHbel «KaapoBoe neonpou3BOACTBO M APXMBBI
JOKYMEHTOB TI0O JHUYHOMY COCTaBy», (GOpPMHUPYEMbIE€ KOMIIETEHIIUU, (POPMBI
TEKYILETO U IPOMEKYTOYHOTO KOHTPOJIS IO JUCHUIUIMHE U JIP.

3amaun u (QyHKOMM KaapoBoll cayxkObl. HopMaTtuBHO-MeToanuecKue
JIOKYMEHTBI, PETIIaMEHTHUPYIOIINE pabOoTy KaAPOBOW CIYXKOBI:

- (enepanbHble 3aKOHBI W HOPMATUBHbIE akThl. TpyJOBOW KOJEKC
Poccuiickonn ®denepann Kak OCHOBHOM IMPAaBOBOW aAKT, OINPEIEISIIOINT MOPSII0K
JOKYMEHTUPOBAHUSA TPYAOBBIX OTHOIIEHUH U  TPYAOBOM  JEATEIBHOCTH
paboTHHKA. denepanbHOE 3aKOHOAATENBCTBO, perIaMEeHTHpPYIOIIEE
JOKYMEHTUPOBAHUE TPYJOBBIX OTHOIICHUH OTAENIBHBIX KAaTeropuil pabOTHHUKOB
(pyxoBoauTeENHN, rOCyJapCTBEHHBIE u MYHHULIUIIATIbHbIE CIIy’Kalue).
[loctanoBnennss u pacnopspkenus [IpasutensctBa P®, ykasel llpesunenra,
perIaMeHTHPYIOIINE COCTaBIeHUE B 0(OPMIICHHIE KaIPOBBIX TOKYMEHTOB.

- HOPMAaTMBHO-METOJWYECKHE JTOKYMEHTBI 10 Tpyay, KaJpOBOMY
nenonpou3BoACTBy. Pazpabotku PocapxuBa B 00iacTu 1e10MPOU3BOICTBEHHOTO
U ApXUBHOTO XpaHEHUs JOKYMEHTOB IO JMYHOMY cocTaBy. PazpaboTku
['ockomcTara PO no yauduxammu Gopm nepBUIHON YIETHON JOKYMEHTAIIHH.

- KiIaccu(UKalMu U CTaHAAPTHI 110 KaJPOBOM TOKYMEHTALIUU U apXUBHOMY
neny. KpanmndukanvoHHblE CHPaBOYHMKM U TapU(HO-KBATH(PUKAIIMOHHBIE
XapaKTEpUCTUKHA KaK OCHOBHBIE HOPMATHUBHBIE JOKYMEHTHI, PETIIAMEHTUPYIOIIUE
TpeOOBaHUS K  KBaJU(pUKALMK, 3HAHUAM U YMEHUSM  paOOTHUKOB.
OOwepoccuiickue KiIacCU(PUKATOPhl TEXHUKO-SKOHOMHYECKOM U  COLMAJIbHOU
uHpOpMaAllMK KAaK HCTOYHHUK, PETIaMEHTUPYIOIIMNA HaWMEHOBAHUS JOJLKHOCTEH
(mpodeccuii) W ycTaHABIUBAIOMIUI BUABl JOKYMEHTOB IO JMYHOMY COCTaBY.
[TpodeccnonanpHbie CTaHAAPTHI, OMPEACISAIONINE OCHOBHBIC TPYAOBBIE (DYHKITHH
PabOTHHKOB.
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- JIOKQJIbHbIE HOPMATUBHBIE aKThl pabOTOAATENS; IUTEpaTypa Mo TPYJIOBOMY
npaBy, JEJIONPOU3BOJCTBY IO  KaJapaM, JOKYMEHTUPOBAHHUID  TPYIOBOMU
NEATEIIbHOCTH.

Tema 2. Il1anoBasi KaapoBasi JOKYMEHTAIUsl: CTPYKTYpPa M IITATHAsA
YHMCJIEHHOCTh

HasznaueHue cTpyKTypbl M IITATHOM YUCIEHHOCTH KaK KaJpOBOTOJOKYMEHTA.
[Topsinok pa3paboTKu M YTBEPKIAEHUS CTPYKTYPBI U IITATHON YUCIEHHOCTH.

Tema 3. [li1anoBasi kKaaApoBasi JOKYMEHTALMS: IITATHOE PACIIUCAHME

Ha3naueHne mITaTHOro pacnucaHus Kak KagpoBOro aokyMeHta. [lopsmox
pa3paboOTKM INTAaTHOTO pachnucaHus B  yHuuuupoBanHoit ¢opme T-3,
yrBepxkaeHHon ['ockomcrarom Poccum ot 05.01.2004 r. Ilopsanok yTBepkaeHUs
mTaTHOro pacnucanus. [lopsaiok BHECEHHSI H3MEHEHU B ITATHOE PacUCaHUeE.

Tema 4. [li1anoBas KaApoOBasi JOKYMEHTAIUA: IPA(UK OTILyCKOB

Ha3nauenne rpaduka OTHYyCKOB Kak KaJpoBOro aokyMeHTta. [lopsimox
IPEIOCTABJIEHUS]  OTIIYCKOB  COIJIACHO  IMIOJIOKEHHSAM  TpyaoBOro  Kozekca
Poccuiickoit  ®epepanun. I[lopsimok  pa3zpaboTku rpaduka OTIYCKOB B
yaudunupoBannoit ¢opme T-7, yrBepxkaenHour ['ockomcrarom Poccun ot
05.01.2004 r. Ilopsgox yTtBepxkaeHusi rpaduka ormyckoB. [lopsimok mnepeHoca
eXKEeTOAHBIX OTITYCKOB. [Iporieaypa opopmieHus oTmyckoB pabotHukam. [lopsmok
3aMoJIHeHUS TpaduKka OTITYCKOB B TEUEHUE KAJIEHIapHOTO rojia.

Tema 5. Opra"su3alMOHHO-TIPABOBAasi JOKYMEHTALMs: MpaBHJIa
BHYTPEHHEr0 TPYA0BOIr0 Pacnopsijika

Ha3nauenue mpaBwi BHYTPEHHErO TPYAOBOTO pAaCHOpsjKa KaK KagpOBOTO
nokyMeHTa. OCHOBHBIE pa3feibl MPABAJI BHYTPEHHErO TPYIOBOrO pacropsiaka
(pe’xuM TpyAa W OTIbIXa; OIUIaTa TpyJa PaOOTHHUKOB; MEPHI JIOMOJHUTEIHLHOTO
COLMAJIbHOTO Y MAaTepPUaJbHOTO CTUMYJHMPOBAHUS;, IMpaBUJIa U HOPMBI OXPaHBI
Tpyna paboTHukoB). COOTHECEHHE pa3/AelioB MpaBUJ BHYTPEHHETO TPYAOBOIO
pactiopsiaika ¢ TK P®. TIlopanok cocTaBieHUS W YTBEPKIACHUS MOPABUI
BHYTPEHHET'O TPYIOBOTO PACIIOPSIKA.

Tema 6. OpraHu3anMOHHO-NIPABOBAasl JOKYMEHTALMSA: IOJIOKEHUE O
CTPYKTYPHOM MNOApAa3ieJTeHun

Ha3naueHnve moOJ0XKEHUST O CTPYKTYpHOM TmojapazaeneHud. (OCHOBHBIC
pazienbl MOJIOKEHUSI O CTPYKTYpHOM mojapazjaeneHuu. COooTHECEHUE pa3/eiioB
MOJOKEHUSI O CTPYKTYpHOM mojapaszfeiieHuu. Ilopsanok cocTaBieHUs U
YTBEPKACHUSI MOJIOKEHUS O CTPYKTYPHOM NOApPa3/ICJICHUU.
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Tema 7. OpraHu3anMoOHHO-NIPABOBasi JOKYMEHTALMS: IOJIOKeHHE 00
omJjiate Tpyaa

Hasnauenue nonoxenus: o0 omnate Tpyna. OCHOBHBIE pa3/ieibl OJIOKESHUS
00 omare Tpyma. CooTHeCceHUE pa3nesoB mojoxeHnus oo omiate Tpyaa ¢ TK PO.
[Topsimok cocTaBiIeHUs M YTBEPKICHUS TTOJIOKEHUS 00 oIuiaTe Tpya.

Tema 8. OpraHu3anuOHHO-NPABOBAasl [OKYMEHTAIMS: I0JIKHOCTHAS
HHCTPYKUMS

Ha3HnaueHne MOMKHOCTHOM HWHCTPYKIIMM KakK KaJpOBOIO JIOKYMEHTA.
OcHOBHbIE pa3fenbl  JOJDKHOCTHOM HMHCTpYKUHMH. (COOTHECEHHE pa3lelioB
JOJDKHOCTHOW HMHCTPYKIIMM C TPOQPECCHOHAIBHBIMU cTaHaapTamu. [lopsaok
COCTABJICHHS U YTBEPKICHUS JOJIKHOCTHON MHCTPYKIIHMH.

Tema 9. IlepcoHasibHast KaAPOBasi JOKYMEHTALMSA: TPYA0BAs KHHKKA

OOmue mnpaBuia 3amoJHEHHs] TPYAOBOW KHIDKKH, cornacHo «[IpaBun
BEJICHUS W XPAHEHWS TPYAOBBIX KHIKEK, HM3TOTOBJIEHUS OJIAHKOB TPYIOBOM
KHIWKKA U oOecrieueHus: uMHu paboTtojaarenei» u MHCTpyKIuen mo 3amnoHEHUI0
TPYNOBBIX KHWXEK. [lOpANOK BHECEHMS HCHPABIECHUM 3alUCed B TPYIOBYIO
KHIWKKY. [lopsgok Bblgaum ayOsiMKaTa TPYAOBOM KHUKKH. YUeT JBHKEHUA
TPYAOBBIX KHIKEK U yueT OJJaHKOB TPYJIOBBIX KHUKEK.

Tema 10. IlepcoHanbHas KaapoBasi JOKYMEHTALMS: 3JIEKTPOHHAasI
TPYAOBasi KHMKKA

OOmue mpaBWia  3allOJHEHUS  JJIEKTPOHHOW  TPYIAOBOM  KHIDKKH.
[IpenmymiecTBa SJIEKTPOHHOW TPYNOBOM KHW)KKM. OTamlbl Iepexoja Ha
AIIEKTPOHHBIE TPYyAOBble KHWKKH. [IpaBuna 3amonHeHUs (OpPMBI 3JIEKTPOHHOU
TPYJIOBOM KHUKKH.

Tema 11. JloroBopHasi KaapoBasi AOKYMEHTALMS: KOJICKTHBHbBIN
JA0Tr0BOP

Ha3naueHne KOJJIEKTMBHOIO JIOrOBOpa Kak KaJIpOBOrO0 JIOKYMEHTA.
CognepxaHne M CTPYKTypa KOJUIEKTHBHOrO jaoroopa. CoOTHECEHHE pa3ZeiioB
KOJUIEKTUBHOTO noroopa ¢ nosnoxeHusMu TK P®. Ilopsanok cocraBieHus u
YTBEPKJICHUSI KOJUIEKTUBHOIO IOTOBOPA.

Tema 12. JloroBopHasi KaapoBasi J0KyMEHTALUAA: TPYAOBOi 10r0BOP

Hasnauenne TpynoBoro noroopa Kak KaapoBOro AokymeHTta. ConeprkaHue
TpynoBoro goroBopa. CoOTHeECEHME pa3fenoB  TPYAOBOTO  JOTOBOpa C
nonoxkeHusiMu TK P®. [lopsamok cocTaBieHUsT M YTBEPKICHUSA TPYIOBOTO
JIOTOBOpA.

Tema 13. PacnopsiauresibHasi JOKYMEHTAUUs MO0 KaJApaM: NMPHUKAa3bl 0O
npueme Ha padory
TpeboBanus K coaepkaHUIO MMPUKa3a o mpueme Ha padoty. CocTaBCBEACHUH,

BHOCHUMBIX B MpHKa3 o0 npueMe Ha padory. [lopsanok pazpaborku
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npukaza o rmnpuemMe Ha paboty B yHubunupoaHHoi dopme T-1 u T-la,
yTBepxkaeHHbIX ['ockomcratrom Poccun ot 05.01.2004 r. Texnonormyeckas
[eroYKa JIOKYMEHTHUPOBAHUS MpruemMa pabOTHUKA Ha padoTy.

Tema 14. PacnopsaaurenbHass JOKYMEHTAIUS MO0 KaJApaM: NPHUKA3bI O
nepesoje HA APYryro padory

TpebGoBaHus K COJEpKaHMIO TPHUKa3a O TEPEeBOJIE Ha JAPYryro padory.
CocraB cBelleHUI, BHOCUMBIX B MIPUKa3 O MEpPeBOjIe Ha Apyryo padory. [lopsmok
pa3paboTKu MpuKa3a o MepeBojie Ha APYTryl0 padoTy B YHHUPUIIUPOBAHHOU (hopme
T-5 wu T-5a, yrBepxknennsix ['ockomcratom Poccun ot 05.01.2004 .
TexHosoruyeckas 1emnoyka JOKYMEHTUPOBaHUS MepeBoAa pabOTHUKA Ha JIPYTYIO
pabory.

Tema 15. PacnopsiiuresibHasi JOKyMEHTAIUS M0 KagpaMm: MPHUKa3bl 00
YBOJIbHEHNH

TpeboBanus k copepx)aHHIO MpHKaza 00 yBoiabHeHHH. COCTaB CBEICHHIA,
BHOCUMBIX B Tpuka3 00 yBojpHeHUU. [lopsgok pa3paboTku mpHKaza o
IpeKpamieHuu (PacTOpKEHUU) TPYIOBOTO JIOrOBOpa C paOOTHUKOM (YBOJIBHEHHE)
B yHudunupoBanHor ¢opme T-8 u T-8a, yrBepxkaeHHbIXx [ockomcTaToM
Poccun ot 05.01.2004 r. TexHonormyeckass IEMNOYKAa JOKYMEHTUPOBAHUS
YBOJIbHEHHS pa0OTHHKA.

Tema 16. Pacniopsigure/ibHAsi TOKYMEHTAUMSA IO KaJpaM: NPHUKa3bl 0
MOOLIPEHNH PA0OTHHKA

TpeboBanust K colepkaHUIO MpHUKa3a O mHoomipeHuu pabotHuka. CocraB
CBEJICHUI, BHOCHUMBIX B IMpPUKa3 O MOOUIPEHUU paboTHHKA. TexHomoruyeckas
LENOoYKa JOKYMEHTHUPOBAHUS MOOMIPEHUS! paOOTHUKA.

Tema 17. PacnopsiauresibHasi JOKYMEHTALMs [0 KaJApam: NPUKAa3bl 0O
AMCIHUATIMHAPHOM B3bICKAHUM PA0OTHHKA

TpeGoBanus K COJAEpPKAHHWIO TPHKa3a O JUCHUIIMHAPHOM B3BICKAHUHU
pabotHuka. [IpuumHBl yBOJBHEHHS] PAaOOTHHKA 3a MUCHUTLIMHAPHBIC HAPYIICHUS.
CoctaB CBeJEHUI, BHOCMMBIX B TIPUKa3 O JUCHHUIUIMHAPHOM B3bICKAHUH
paboTHuka. TexHojorMueckas IIeloYka JOKYMEHTUPOBAHHS  ITPUMCHCHHS
JYCHMIUIMHAPHOTO B3BICKaHMS K paboTHHKY. CocCTaB CBEICHHI, BHOCHUMBIX B
MIPUKa3 O CHATHUU JUCHMUIUIMHAPHOTO B3BICKAHMS C paOOTHHUKA.

Tema 18. YdyerHass kaapoBasi JOKYMEHTANUfl: JIMYHAS KapTOYKa
padoTHHKA

Ha3nauenne nMYHONM KapTOYKM pabOTHHKA KakK KaJpOBOTO JOKYMEHTA.
[lopsimox  3amonHeHWsT  pa3fesnoB  JUYHOM  KapTOukd  paboOTHUKAa B
yHuuuupoBanHoil ¢opme T-2, yrBepxknenHor I['ockomcrarom Poccun 0T
05.01.2004 r.
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Tema 19. YyerHas kagpoBasi JOKyYMeHTaunusi: (popMbl perucrpanuu
YUYEeTHBIX CBEeIeHHH 10 COCTABY U IBUKECHUIO KA/IPOB

Bunsl peructpanrionasix Gopm. @opmbl KypHATIOB PETUCTPALIMKA KaIPOBOM
nokyMeHTaruu. CpoKkH XpaHeHHUsl yU4eTHBIX (GopM, 00pa3yroImuxcs B ACSITENbHOCTU
KaJIpOBOM CITyKOBI.

Tema 20. YyerHass kaapoBasi JOKYMEHTALUA: JOKYMEHTALUSA 10 Y4eTy
HCIO0/1b30BaHNS Pa004Yero BpeMeHH U PacyeToB OIIAThI TPYAA

Haznauenue tabens ydera pabouero BpeMEHHM KaK KaJIpOBOI'O JIOKYMEHTA.
[Topsinok BHECEHUS CBEICHUI B Tabelb yueTa paboyero BpeMEHHU.

Tema 21. OdopmiieHue ciry:ke0HOI KOMAHAMPOBKH Pa0OTHUKA

Oco0OeHHOCTH HampaBlieHUsT PaOOTHUKOB B CIYXKEOHbIE KOMaHIHPOBKU
cormacHo  «llomoxxenuss 00 HampaBieHUsT pabOTHUKOB B  CIIy)KEOHBIE
KOMAaHAUPOBKW», YyTBepkaAeHHOM [locranoBnenuem IlpaBurensctBa P® ot
13.10.2008 Ne 749. JlokyMeHTHpOBaHHE TMPOIEIypbl HAMpaBICHUS PAOOTHUKA B
CITY’KE€OHYI0 KOMaHIUPOBKY.

Tema 22. @opMupoBaHue JUYHOIO [1e1a Pa0OTHUKA: COCTaB JIMYHOIO
aeJia

Ha3znauenne nuuHOoro pena paOOTHUKA KaK KOMIUIEKCAa KaJpOBBIX
nokymMeHTOB. [lopsimok pa®oOThl C JMYHBIMU JIeflaMU  OTACJBbHBIX KaTerOpHid
PaOOTHUKOB, ISl KOTOPBIX BEJECHUE JIMYHOTO JeJIa YCTAHOBJIEHO HOPMATHUBHBIMU
npaBoBbIMM akTaMu. (CoOCTaB JOKYMEHTOB, BKJIIOUEHHBIX B JIMYHOE [IEJIO
pabotHuka. OcobeHHOCTH 0hOPMIICHUS TMYHOTO Jenia padoTHuka. [lopsanok ydyera
JUYHBIX Jie1 pa0oTHUKOB. [lopsimok XpaHeHUs ¢ BEICHHUS JIMYHBIX  JEJ
PabOTHHKOB.

Tema 23. ®opMupoBaHHe JUYHOIO [eJ1a PA00THUKA JJIS CAA4YU B APXUB

CocTtaB  JOKYMEHTOB, BKJIOUYEHHBIX B JIMYHOE [€J0 pabOTHUKA,
IpeIHAa3HAYEHHBIX IS clauu B apXuB. OcoOeHHOCTH O(POPMIIEHUS JIMYHOTO Jena
paboOTHUKA, MPEAHA3HAYEHHOTO JIJIs CJa4YM B apXUB.

Tema 24. Opranusanusi XxpaHeHHUs KaAPOBbIX JOKYMEHTOB

Odopmienue [fen COrjgacHO HOMEHKIAType Jesl KaJIpOoBOH  CIIy»KOBI.
OmnpeneneHne  CpOKOB — XpaHeHMs  jAen  corjmacHo  IlepedyHst — TUIOBBIX
YOPaBICHYECKUX  apXUBHBIX  JIOKYMEHTOB, OOpa3yloLIuXcsi B  IpoLecce
JEeSITENIbHOCTH TOCYapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO CAMOYTPABICHUS U
OpraHM3alii, ¢ yKa3aHHEeM CPOKOB XPaHEHHUs, YTBEPKJACHHOTO IIPUKA30M
MunncrepctBa KynapTypsl P® ot 25 asrycra 2010 1. Ne 558. Ilopsamok
odopMITeHUS 11, 00pa3yIOMUXCs B KAIPOBOH CITykOe.

Tema 25. 3amuTa nepcoOHAJbHBIX JAHHBIX B KA/IPOBOH CJIy:K0e
YcraHOBIEHHE MOpSAAKAa HPEAOCTABICHHS  JOCTYNNa K  KaJpOBBIM

JIOKyMEHTaM pPYKOBOJSIIIEMY COCTaBy opranuzauuu. ObecriedueHne COXpaHHOCTH
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CIPaBOYHO-MH(GOPMAIIMOHHBIX 0a3 JaHHBIX KaJpoBoul ciykObl. OOecreueHue
OXpaHbl MOMENICHUHN KaJPOBON CITYKOBI.

Tema 26. PaboTa ¢ nmoceTuTejIAMHA B KaJAPOBOil CJIy:K0e
VYcranoBinenue rpaduka pabOTBHl C IOCETUTEISIMH KaJIpOBOM CITYKOBI.
[Topsok mpegocTaBiaeHUs HHPOPMAITUN Ha TTOCTYITAOIINE 3aIPOCHI.

3. YYEBHO-METOJMYECKOE OBECIIEYEHUE JUISA
CAMOCTOSITEJABHOI PABOTBHI OBYUAIOLLIMXCS 1O
TV CHUTIINHE

3.1. Ils1aHbl IPAKTUYECKUX 3AHATHH

IpakTnueckas padora Ne 1
no reme «Il.1anoBast kKaApoBasi AOKYMEHTALMSA: CTPYKTYPA M IITATHAS
YHMCJICHHOCTB)»

Heanb 3ansaTis - opMUpOBaHUE HABBIKA COCTABIICHUS CTPYKTYPHI IITATHON
YUCIICHHOCTH.

3agaHMe: Ha OCHOBAaHMM CBEACHHUHM MPEJOCTABICHHBIX (CTPYKTYpHBIC
NOJpa3/eNeHusi, JAOHKHOCTM W KOJUYECTBO IUTATHBIX €IUHUI) MEeAaroroMm
COCTAaBUTh CTPYKTYPY U IITATHYIO YUCIEHHOCTb

IIpakTnyeckas padora Ne 2
no teme «IliianoBasi KaAPOBasi JOKYMEHTAIUSI: ITATHOE PACHIUCAHHE)

Heanr 3anHsTHsi - (OpPMUPOBAHWE HABBIKA COCTABJICHHSI IIITATHOTO
pacrucaHusl.
3axanue:

1. B 6nank yHudunupoBanHoi popmel mraTHoro pacnucanus (popma T-3)
HEOOXOJMMO BHECTH JaHHbIE (3apaHee MOATOTOBJIEHHBIE MEIAaroroM) O COCTABE
JNOJDKHOCTEH, IITaTHBIX €IWHUL], OKJIaJaX M pa3Mepax HaJg0aBOK, IOABECTH
JTaHHBIC 0 MeCSTYHOM (oHJIe 3apabOTHOM TUIATHI 110 BCEH OpraHu3allvy.

2. [locne BHeceHUsT JAaHHBIX B IITATHOE PACIIMCAHUE U €TO «yTBEPKICHUS
PYKOBOJIUTENIEM OpraHU3allid, YUYWTHIBAs <JIBIDKEHHE)» KaJpOBOTO COCTaBa
HEOOXOJMMO COCTAaBHTh INTATHYIO PACCTAaHOBKY (IJaHHBIE O «JIBIKECHUN»
KaJ[pOBOTO COCTaBa 3apaHee MOATOTOBJICHBI MIEIarOrOM).

IIpakTnueckas padora Ne 3
no teme «Ili1anoBasi kKaApoBasi JOKyMeHTALMS: TPa(UK OTIIYCKOB»

Hean 3anaTus - GopMUPOBAHKUE HaBBIKA COCTABIICHUS I'paduKa OTITYCKOB.
3aganmue:
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1. BeInoiaHeHWe MPOBEPOYHOrO TECTa, JUIs  3aKPEIUIEHUS 3HaHUHN
TpeOoBaHuil TpynoBOro kojnekca B 4aCTU MPEJOCTABICHUS OTIYCKOB M 3HAHUH O
npaBuiiax GopMupoBaHus rpaduka OTIIyCKOB.

2. B Onank yaudumupoBanHoi ¢opMmbl rpaduka otmyckoB (dopma T-7)
HEOOXOJMMO BHECTH JIaHHBIE (3apaHee IOJArOTOBJICHHBIE II€1arorom) 00
OUEPETHOCTH IPEJOCTABIEHUSI OTIYCKOB paOOTHHKAM, OTpaxkas UX B rpade
«IJIaHUpyeMasi Jara OTIycka». B ciydasx, NpeayCMOTPEHHBIX IOJyYeHHBIM
3aJlaHueM, JUJIsl HEKOTOPhIX paOOTHHKAM HYKHO BHECTH JIaHHBIE JMOO O IEepeHoce
OTIIyCKa, JUOO O 3aMEeHe €ro 4YacTH JCHEeKHOM KkommeHcanued u T1.4. llpu
COCTaBJICHUM TIpaduKa OTIYCKOB HEOOXOIMMO pPYKOBOJACTBOBATHCSA CTAaThIMHU
TpynoBoro kozaekca Poccuiickont @enepaunu, peryJupyoOMMMA OPSI0K
MIPEIOCTABICHUS OTITYCKOB.

IIpakTnyeckas padora Ne 4
no TeMe «OpraHn3auMOHHO-NIPABOBAas JOKYMEHTAIUsI: IPaBUJIa
BHYTPEHHEro TPyJ0BOI0 PacinopsiiKa»

Hear 3ausiTuss - QopMHupoBaHHE HaBbIKa pPabOThl C JIOKAJIbHBIMHU
HOPMATUBHBIMHU aKTaMHU 1O TPYy.
3aganmue:

1. BeinoaHeHue MPOBEPOYHOTO TECTA, JUUIS 3AKPEIUICHHs 3HAHUM O 3a/1a4ax U
COJIEpKaHUU IIPABUIJI BHYTPEHHETO TPYAOBOI'O PaCIOPSIAKA.

2. Ilo HeckoIbKUM 00pa3liaM MpaBujl BHYTPEHHETO TPYIOBOTO pacropsaka
(11 pasHBIX OpraHu3alUil, YYpeXKACHUH M T.O.) HEOOXOAMMO ONPEIENIUTh
TUIIOBBIE pa3lenbl IMPaBWJI BHYTPEHHErO TPYAOBOIO pPAaclopsika M €ro
BapUaTUBHBIE pa3/ielibl (BHOCUMBIE OPTaHU3ALUSIMH Ha CBOE YCMOTPEHUE).

2. IlpoBecTn aHaNIM3 MNPABWI BHYTPEHHETO TPYAOBOrO pacmopsaka Ha
IpeAMET OTCYTCTBHUSI HApyLICHWM MojoxkeHur TpynoBoro koaekca Poccuiickoi
®denepaluvy U BBIABICHHUS HOPM, BKIIIOUEHHBIX B JIOKAJIbHBIA HOPMATHBHBIM aKT
CaMOCTOSTEIIBHO.

JIokanbHBIE HOPMATUBHBIE AKTHI CTYIEHTAaM IIPEIOCTABISIOTCS I1€1arOroM.

IIpakTu4yeckas padora Ne 5
1o TeMe «OpraHn3anMoOHHO-NPABOBAas JOKYMEHTAIUsI: MOJ0KeHUe 0
CTPYKTYPHOM NOApPAa3aeJeHun»

Hear 3ausiTuss - QopMHupoBaHHE HaBbIKa pPabOThl € JOKAJIbHBIMHU
HOPMATUBHBIMHU aKTaMH.

3aganmue:

1. BeinosiHEHHE TPOBEPOYHOTO TECTA, JIJIs 3aKPEIICHUS 3HAHUH O 3a7a4ax U
COJIEPKAHUM TTOJIOKEHHUS O CTPYKTYPHOM MOAPA3/ICJICHUH.

2. Tlo HeckonmpbKUM OOpasmnaM IOJIOKEHUSI O CTPYKTYPHOM IOJIpa3ieICHUH
(n71g  pasHBIX OpraHu3alui, YUIPSKJACHUH M T.J.) HEOOXOIWMO OIpEeaeTuTh
TUMOBBIC pa3/eibl TMOJIOKEHUS O CTPYKTYPHOM TIOAPA3JCIICHUU U  €T0

BaPpHAaTHUBHLIC pa3aCibl (BHOCI/IMBIC opranu3alu:saMH Ha CBOC YCMOTpeHI/Ie).
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2. CocTaBHTH MOJIOKEHUE O KaIPOBOH CITy>KOe.

IIpakTnueckas padora Ne 6
no reMe «OpraHn3aluoOHHO-NIPABOBAasi JOKYMEHTALMS: M0J10KeHHe 00
onJjiaTe Tpyaa»

Hear 3ausituss - QopMHpoBaHUE HaBbIKa pPabOThl € JIOKAJIbHBIMHU
HOPMATUBHBIMHU aKTaMH 110 TPYIy.
3aganmue:

1. BeimmonHeHMe MpOBEPOYHOr0 TECTA, IS 3aKPEIUICHHS 3HAHUM O 3a/1a4ax U
COJIep’KaHUU TIOJIOKEHUS 00 oriaTe Tpyza.

2. Tlo HeckonbKUM OOpasliaM MOJIOKEHHS 00 ormaTe Tpyaa (IS pasHbBIX
OpraHM3aIi, YIpexKJACHUH U T.J.) HEOOXOIMMO OINPEACTUTh THIIOBHIE Pa3ACIbI
NoJlo’)keHUsT o0 omiaTe TpyJa U €ro BapuUaTUBHBIE pas3fesbl (BHOCUMBIE
OpraHM3alsIMU Ha CBOE YCMOTPEHUE).

2. [IpoBectu aHanu3 MOJOXKEHUS 00 oIIaTe TpyJa Ha MPEAMET OTCYTCTBUS
HapylleHu 1nojoxeHut Tpynosoro kojekca Poccuiickon @Penepauuu u
BBISIBJICHUSI HOPM, BKJIFOUCHHBIX B JIOKaJbHBI HOPMATUBHBIA aKT CAMOCTOSITEIBHO.

JIokanbpHbIE HOPMATUBHBIE AKThI CTYZEHTAM IIPEIOCTABIISIOTCS I1€1arOrOM.

IIpakTnueckas padora Ne 7
1o TeMe «OpraHu3anuoOHHO-NPABOBAasi JOKYMEHTAIMS: JOJKHOCTHAS
HHCTPYKIMSD

Heab 3anaTHs — GOpPMHPOBAHHE HABBIKA COCTABJICHMS JOHKHOCTHOM
WHCTPYKLUU.

3ananmue:

1. Ilo HeckompkuM 00paslaM TOMKHOCTHOM HHCTPYKIMH (IJI pa3HBIX
OpraHu3alMMi, YUPEKIECHUNA U T.O.) HEOOXOAUMO ONPENEIUTh TUIIOBBIE Pa3/eibl
JOJDKHOCTHOW ~ MHCTPYKIIMM M €€ BapHaTHBHBIE pa3fenbl  (BHOCHMBIE
OpraHM3alUsIMU Ha CBOE YCMOTPEHUE).

2. B popmy DOMKHOCTHON MHCTPYKLNH, PEUIOKEHHYIO IIEAaroromM, BHECTU
HEJIOCTAIOIIME CBEJEHHSA, COOTHOCI uX ¢ mnoioxeHusmMu TK PO wu
po(EeCCUOHANIBHBIX CTAaHAAPTOB (MPaBO BbIOOpa MPOPECCHOHAIBHOIO CTaHAApPTa
TS pa3pabOTKU HHCTPYKITUH MIPEIOCTABISACTCS CTYICHTY).

3. B nuceMeHHOM BHAE pa3paboTaTh TEXHOJOTMYECKYIO LEMOYKY
MOJATOTOBKH, COTJIACOBAHUS U YTBEPKACHUS TOKHOCTHON MHCTPYKIIMH.

IIpakTnueckas padora Ne 8
no teme «I[lepcoHajibHAsA KaApPOBasi JOKYMEHTAIUA: TPY/A0Basi KHHAKKA»

Henpb 3aHaTHA — GOPMUPOBAHNE HABBIKA 3aIOIHCHHS TPYAOBOW KHUKKH
paboTHHKA.

3axanue:
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1. B d¢opmy TpynoBoii kHuWXKM (yTBepxKAeHHYIO IlocraHoBneHuneM
[TpaButensctBa PO ot 16.04.2003 N 225 (pen. ot 25.03.2013) «O TpymoBbIX
KHUKKax») CTyJAEHTaM He0OXO0IMMO BHECTHU CJIEIYIOIINE JaHHbIE:

- 3alOJHUTH TUTYJBHBI JIUCT TPYAOBOM KHWXKKU (MCHOJB30BATH IS
3allOJIHEHUS MOKHO JMOO CBOM NEPCOHAIbHBIE JaHHbIE, JIMOO CHOPMUPOBATH
BO3MO>KHBIE IIEPCOHATIbHBIE JAHHBIE CAMOCTOSITENIBHO);

- 3allOJIHUTh CBEJACHHUSA O NpueMe Ha paldoTy (JaHHBIE CBEICHUS 3apaHee
IOJITOTOBJICHBI I1€JarOI'OM);

- 3al0JIHUTh CBEJCHHUS O IMEpPEeBOJIE€ Ha JPYIyI JOJDKHOCTh (JaHHbIE
CBEJICHUSI 3apaHee MOArOTOBIIEHBI IEAArorom);

- cBeleHMsI 00 YBOJbHEHMHU (JIaHHBIE CBEJEHUS 3apaHee MOATOTOBJIECHBI
MeJIaroroM);

- CBEIIEHHA O IpUEME Ha HOBYIO palboTy (HaHHBIE CBEIEHUS 3apaHee
MOATOTOBJICHBI MIE1ATOTOM);

- CBeJleHHs 00 MCIPABJICHUH HENPABUIBHO BHECEHHOU B TPYAOBYIO KHUXKKY
3anvch (CBeAeHUs 00 «HUCIPABUTEIBHOI» 3allMCU  3apaHee IOJArOTOBJIEHBI
NeJIaroroMm);

- CBEJICHUS O HAarpaXKJACHMsX (JaHHbBIE CBEJIECHUS 3apaHee IMOATOTOBJIEHBI
MeJIarOroM);

- CBEJEHUS O CMEHE (paMWIMKM U CMEHE YpOBHS 00pa3oBaHUs (JaHHBIE
CBEJICHMSI 3apaHee MOArOTOBIICHBI IEArorom).

2. B nuceMeHHOM BHJAE CTYAEHTY HEoOXOAuMoO  pa3paboTaTb
TEXHOJIOTHUECKYI0 IIEMOYKYy OGOpMIEHUS TPYAOBOW KHUXKKH  pabOTHUKY,
BIIEPBBIE MOCTYMAKIIEMY Ha padoTy. JOKyMEHTbI, BXOJALIME B COCTaB
«TEXHOJIOTUYECKON IETIOYKM», TaK k€ HEOOXOAMMO 3aMoJHUTh (HallpuMep, KHUTa
ydeTa JABMKECHUS TPYIOBBIX KHIKEK, MPUXOIHO-PACXOIHAS KHUTA y4eTa OJaHKOB
TPYJOBBIX KHIKEK).

3. BpInosHEeHUWE NPOBEPOYHOTO TECTA, ISl BBIABICHHS YPOBHS 3HAHUW O
NOPSJIKE BHECEHUS 3aIIUCEH B TPYIOBYIO KHIDKKY.

IIpakTnuyeckas padora Ne 9
1o teme «IlepcoHajibHAsA KaAPOBas JOKYMEHTALMA: 3JIEKTPOHHAS
TPYAOBasi KHHXKKA»

Heab 3anaTHA — POpMHpPOBAHUE HABBIKA 3AMIOTHEHUS (POPMBI FIEKTPOHHOU
TPYAOBON KHUXKKU pabOTHHKA.

3aganme:

1. B dopmy snextponnoii kanxku CT/] - P (yTBepKaeHHYIO0 TIpUKa3oM
Muntpyna Poccuu Ilocranosnenuem IlpaBurensctBa PO ot 20.01.2020 Ne 23-H)
CTyJI€HTaM HEOOXOIMMO BHECTH CJIEAYIOIINE TaHHBIE:

- 3aII0JIHUTH CBEJCHUS O pabOTHUKE (MCIIOJIb30BATh JIJIsl 3aII0JIHEHUS MOXKHO
aub0 CBOM TMEpCOHAJbHBIE JaHHble, JUOO0 cHOpMHpPOBATH BO3MOKHBIE
NEPCOHAJIbHBIE JAHHBIE CAMOCTOSITENIBHO);

- 3alOJHUTh CBEAEHUS O TPYAOBOM N€ATEIbHOCTH pPAOOTHHUKA (JaHHBIE

CBCIACHU 3apaHCC ITIOATOTOBIICHDBI HGIIEIFOFOM)I
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- 3aroJHUTH CBEACHHUS O MpueMe Ha paboTy (MaHHBIE CBEJCHUS 3apaHee
MOATOTOBJICHBI MEIATOTOM);

- 3aloJHUTh CBEJIEHUA O IMEpeBOJC Ha JPYIYI JOJDKHOCTH (JIaHHbBIE
CBEJICHUS 3apaHee MOATOTOBIICHBI I€1aroroM);

- 3aIIOJIHUTH CBEJICHUS O MEPEUMEHOBAHUM OpraHu3aluy (JaHHbIE CBEACHUS
3apaHee MOArOTOBJIEHBI Earorom);

- cBeleHMs 00 YBOJIbHEHUH (JaHHBIE CBEICHUSI 3apaHee MOTOTOBICHBI
MIeJIarorom).

3. BbImonHeHHE TPOBEPOUYHOIO TECTA, JUISI BBISIBICHUS YPOBHSA 3HAHUW O

nopsijike BHeceHus 3anuceit B hpopmy CT/] - P.

IIpakTnueckas padora Ne 10
no teme «/loropopHasi KagpoBasi JOKyMeHTAIUA: KOJLJIEKTUBHbIN

JAOTr0OBOP»
Heanr 3ansaTust - (OpPMHUPOBAHHWE HABBIKA PAOOTHI C KOJJICKTHBHBIM
JIOTOBOPOM.
3ananue:

1. BeinmosiHEHME TPOBEPOYHOTO TECTA, [T 3aKPEIUICHUS 3HAHUH O 3aJa4ax U
COAEP/KAHUH TIOJIOKEHUM KOJUIEKTUBHOTO JIOrOBOPA.

2. Ilo HeckOoabKMM 00paslaM MOJIOKEHUS KOJJIEKTUBHOTO AOroBopa (s
pPa3HBIX OpraHu3alvi, YYpPeKICHUM U T.J.) HEOOXOIUMO OIpPEACIUTh THUIIOBBIC
pasziensl KOJUJIEKTMBHOTO JOTOBOpAa M €ro BapUaTUBHBIE pas3fieibl (BHOCHMBIE
OpraHu3alMsIMU Ha CBOE YCMOTPEHHUE).

2. IlpoBectn aHamM3 KOJUIEKTUBHOTO JOTOBOpAa Ha MPEIMET OTCYTCTBUS
HapylmieHu nojoxeHut TpynoBoro koxaekca Poccuiickonn ®Penepauuu U
BBISIBJICHHS] HOPM, BKJIFOUCHHBIX B JIOKAJIbHBIM HOPMATUBHBIN aKT CAMOCTOSATEIBHO.

JloxayibHbIE HOPMATUBHBIE aKThI CTYACHTAM [PEAOCTABIISIIOTCS II€1aroroMm.

IIpakTn4yeckas padora Ne 11

o TemMe «I[OFOBOpHaSI KaapoBasi JOKyYMCHTalUusi: prIIOBOﬁ AOT0OBOP»

Heanr 3ansaTust — QopMuUpoBaHHE B3HAHWK O CTPYKTypEe H TIOPSIKE
pa3pabOTKH M YTBEPKACHUS TPYIAOBOTO JIOTOBOPA.
3ananue:

1. B ¢dopMmy TpymoBOro I0roBopa, MPEAJOKEHHYIO IEeIaroromM, BHECTH
HE/IOCTalole CBEACHHUS, Ha pabOTHHKA, TpynoBas Ouorpadus KoToporo ObLia
pa3paboTaHa B paMKax MpaKTUYecKoi padboTsl Ne 6.

2. lTloMuMO TpyHOBOTO JOTOBOpa CTYACHTAM HEOOXOIMMO COCTaBHUTh
JIOTIOJTHUTENIFHBIE ~ COTJIANICHHS, (UKCHUPYIOIIME W3MEHEHUS B  TPYIOBOH
ouorpacuu paboTHHUKA.
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IIpakTnueckast padora Ne 12
no reme «PacnopsaurebHas JOKyMEHTALMS M0 KaApaM: NPUKAa3bl 0
npueme Ha padory»

Hean 3ansTUs - GOpMHUPOBAHNE HABBIKA COCTABJICHHSI IPUKA30B O TIPHEME
Ha paboTy.

3ananue:

1. B Onank yHudunupoBaHHOM QopMbI NpuKaza O MpueMe Ha padoTy
(bopma T-1) HE0OXOAMMO BHECTH AaHHBIE O MpUEME PAOOTHHUKA HAa OCHOBHYIO
paboty (pamuiausi UMs OTYECTBO, CTPYKTYPHOE TMOIpPA3CIICHHUE, ITOJIKHOCTD,
JAaHHBIE TPYJIOBOTO JOTOBOpa OEPYTCS CTYJIEHTOM M3 MPAKTUYECKOM paboThl Ne 6).

2. 3anonHUTh ONaHK yHUPUIUPOBAHHOW (OpMBI TpHUKa3za O TpHUEMe
pabotHukoB Ha paboty (dopma T-la) (manHbie TSI BKJIIOYEHHS B TPHUKa3
MIOJTOTaBIUBAIOTCS IIEAATOTOM).

3. B Onank yHuduuupoBaHHON (GOpMBI MpUKaza O MpuUeMe Ha padboTy
(bopma T-1) HeoOxoaMMO BHECTH JaHHBIE O TNpHeMe pabOTHHKA Ha BpeMs
UCIIOJIHEHUSI 00s3aHHOCTEW OTCYTCTBYIOIIETO paboTHHKA, 0€3 UCHBITaHUS U 0e3
Haj0aBku (hamMuiivsg UMsI OTYECTBO, CTPYKTYpHOE MOJApa3eiieHue, JOHKHOCTD,
JAHHBIC TPYIOBOTO JOTOBOPA OMPEIETISIOTCS CTYACHTOM CaMOCTOSITEIIBHO).

4. PazpaboTaTh MOMIArOBYIO MPOIEAYPY MprueMa paboTHUKA Ha OCHOBHYIO
paboTy, C yKa3aHWEeM BCEX BUIOB JOKYMEHTOB, KOTOPBIC 3alOJHSIOTCS KaJIpPOBOU
ciyx00i mpu mprueMe paboTHHUKA Ha padoTy.

5. Pa3paboTaTh momaroByr mporeaypy nprueMa Ha paboTy COBMECTHUTENS C
yKa3aHUEM BCEX BHJIOB JIOKYMEHTOB, KOTOPBIC 3aMOIHSIIOTCS KaJIPOBOM CITYKOOM
npu npueMe Ha padoTy. JIOKyMEHTBI, BXOJISIINE B COCTAB «TEXHOJOTHUECKOU
IIEMTOYKW», TaK K€ HEOOXOIWMO 3amloJHUTH (HampuMep, *KypHajd PETHCTpaIiu
MIPUKA30B M0 JITYHOMY COCTaBY U T.II.).

IIpakTnueckas padora Ne 13
no reme «PacnopsianrenbHas JOKYyMEHTAIMS M0 KAJAPaM: NPUKAa3bI 0
nepesoje HA IPYyryrw padory»

Heanr 3ansiTusi - (GOpMHUPOBAHHME HABBIKA COCTABJICHHUS IPUKA30B O
NepeBo/Ie Ha APYTYIO padoTy.
3ananue:

1. B Onank yHuduiupoBaHHoW (HOpMBI MpUKa3a O MpUEME Ha pPadoOTy
(popma T-5) HEOOXOAMMO BHECTH HaHHBIE O TepeBojAe pabOTHHKA HA APYTYIO
paboty (pamMuiams UM OTYECTBO, CBEACHHUS O TIPSKHEM M HOBOM MeCTaX padoTHI,
PEKBU3UTHI TPYJOBOIO JIOrOBOpa OEpyTCs CTYJIEHTOM M3 MPaKTUYECKOW padOThI
Ne 6).

2. Pa3paboraTh nouiaroByro npoieaypy MOCTOSIHHOTO IepeBoAa paboTHUKA
Ha JIpyrylo paboTy C yKa3aHHEM BCEX BHUJIOB IOKYMEHTOB, KOTOPbIE 3alOIHSIIOTCS

KaJIpOBOM CiIy)00i mpu mepeBojie paboTHHUKA. JIOKyMEHTBI, BXOJSIINE B COCTaB
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«TE€XHOJIOTUYECKOW IIEMOYKMW», TaK K€ HEeOoOXOJUMO 3allOJIHUTh (HaIlpUMep,
KYpHaJI PETUCTPALIUU IPUKA30B 10 JINYHOMY COCTaBy U T.J1.).
IIpakTnueckas padora Ne 14
1o reme «Pacrnopsiaure/ibHas JOKyMEHTALUS 110 KAaApaM: NPUKa3bI 00
YBOJIbHCHUM

Henp 3aHsiTHsi - (QOpMUPOBAHHME HABBIKA COCTABJICHMUS IPUKA30B 00
YBOJIbHEHUU PaOOTHUKOB.

3aganme:

1. CocraBuTh IpUKa3 O MPEKpalleHUu TPYJIOBOro A0roBopa (YBOJIbHEHHH)
(dpopma T-8):

- 110 UHUIIMATUBE paOOTHUKA;

- 110 UHULIMATUBE paboTOAATES;

- 1O OOCTOSITENIbCTBAM, HE 3aBUCAILIMM OT BOJM CTOPOH (HaHHBIC IS
BHECEHHUSI B IIPUKa3 pa3pabaThIBAIOTCS MEAArOroM).

2. 3anoaHuTh OJIaHK YHU(DHUIMPOBAHHOM (POPMBI MpHKa3a O MPEKpPalICHUU
TPYAOBOTO J0roBopa ¢ paboTHukamu (yBosibHeHuH) (opma T-8a) (maHHble it
BHECEHUS B MPUKa3 OEPyTCs CTYIACHTOM U3 MPAaKTHUECKO paboThl Ne 6).

3. Pazpabotarp moOmIaroByro MPOIEAYpPY YBOJbHEHHUS pPaOOTHHKA C
yKa3aHHEM BCEX BHUJOB JIOKYMEHTOB, KOTOPbIE 3alOJHIIOTCS KaJpoBOW CIy:KOOM
IIpU YBOJIbHEHUHU PaOOTHHKA. JJOKYyMEHTBI, BXOASIINE B COCTaB «TEXHOJIOTUYECKON
LENOYKW», TaK K€ HEOoOXOJUMO 3aloJIHUTh (HampuMep, >KypHall PEerucTpanuu
IIPUKA30B II0 JIMYHOMY COCTaBYy, JKypHaJI ydeTa JIBHKCHHsI TPYIOBBIX KHUXKEK,
JWYHas KapTouka pabOTHHKA U T.J.).

IIpakTnueckas padora Ne 15
no reme «Pacnopsiaure/ibHAas JOKYMEHTAIUA 10 KAJApaM: IPUKA3bI 0
MOOLIPEHNH PA0OTHHKA)

Heanr 3ansTusi - (GOpMHUpPOBAHME HABBIKA COCTABJICHUS IPUKA30B O
MNOOLIPEHUH pabOTHUKA.

3aganmue:

1. B 6nank yHudunupoBaHHoi (HoOpMbI MpUKa3za O MOOHIPEHUH pabOTHUKA
(popma T-11) HeoOXomMMO BHECTH JaHHBIE O (OpME MOOUIPEHUsT pabOTHHKA
(IaHHBIE JJI1 BHECEHUS B MPHUKa3 OepyTcs CTYJEHTOM U3 MPAKTHYECKOU paboThl Ne
6).

2. PazpaboraTte moOmAroByr MpoIEAypy IOOMPEHUS pabOTHUKA C
yKa3aHHEM BCEX BHJIOB JOKYMEHTOB, KOTOPBIE 3aMOJTHSIOTCS KaJpOBOM CITy>KOOM B
3TOM ciydae. JIOKyMEeHTBI, BXO/SIINE B COCTAB «TEXHOJIOTMUECKOHN HEMOUKI», TaK
K€ HEOOXOIMMO 3alOJIHUTH (HAlpUMep, >KypHajd PETUCTpalUd TPUKA30B 10
JUYHOMY COCTaBY M T.1.).
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IIpakTnueckas padora Ne 16
no Teme «PacnopsiiuTe/ibHasi JOKYMEHTAIUA M0 KaJApaM: MPUKAa3bl 0
TUCHUNIMHAPHOM B3bICKAHUM PA0OTHHKA)

Heanr 3aHsTHs - (GOPMHPOBAHWE HABBIKA COCTABJICHHUS IIPHUKA30B O
JTYCHMIUIMHAPHOM B3bICKaHUW PaOOTHHKA.
3aganmue:

1. HeobxomuMo cocTaBUTh MpHKa3 O AUCHUILUIMHAPHOM B3bICKAHUU
paboTHUKA (TaHHBIE /TSI BHECEHUS B TIPUKA3 MPEIaraloTcs Me1arorom).

2. Heo0OxoauMo cOCTaBUTh MPUKA3 O CHATHH JUCIUIUIMHAPHOIO B3bICKAHUS
¢ paOoTHUKA (IaHHBIE JJIsl BHECEHUS B IPUKA3 IPEIaraloTCs Ieaarorom).

3. PazpaboTarh momaroByr0 OpoUEAypY MNPUMEHEHUS IUCUUIUIMHAPHOTO
B3bICKaHHUA pabOTHHKA C YKa3aHHMEM BCE€X BHJOB JOKYMEHTOB, KOTOpBIE
3allOJIHAIOTCS KaJpoBOM Ciyk00i1 B 3TOM ciy4ae. JIOKyMEHTBHI, BXOZSIINE B
COCTaB «TEXHOJIOTMYECKOHN IEMOYKN», TaK K€ HEOOXOAUMO 3aMOHUTh (HAIIpUMep,
KypHaJI PETUCTPALIMU MPUKA30B M0 TUIYHOMY COCTaBy U T.J.).

IIpakTnueckas padora Ne 17
Mo TeMe «Y4eTHasi KaipoBasi JTOKYMEHTAIMSA: JINYHASA KAPTOUKa PaOOTHHKA»

Hean 3ansaTusa - GopmMupoBaHUe HABBIKA O(POPMIICHHS JIMYHON KapTOUKH
paboTHHKA.

3ananue:

Odopmuth nTUYHYIO KapTouky padoTHuKa (popma T-2). Jlnunas xapTouka
cocTaBJisieTcsl Ha pabOTHUKA, TpyAoBas 6uorpadus KOToporo ObuIa MpeIoKEeHa B
npaktuyeckor pabore Ne 6. Ilpukasbl, cocTaBieHHbIE Ha PaOOTHUKA B paMKax
npaktudeckux 3aHsaTHil NeNe 9 - 13, Tak ke HEOOXOJIMMO BHECTH B JIMYHYIO
KapTOYKy paOOTHHUKA.

IIpakTnueckas padora Ne 18
o TeMe «Y4eTHasi KaJApoBasi JOKYMEHTAMSI: TOKYMEHTALMSA MO0 y4eTy
HCMO0JIb30BaHUs padoyero BpeMeHH M PAc4eToB OIUIATHI TPYAa»

Hean 3anaTus - GopmMupoBaHUe HaBbIKa COCTaBJICHUS Tabens yuyera
pabouero BpeMeHH.

3ananmue:

1. B 6nank yHudummpoBanHoi (GopMbl Tabens ydera pabodero BpeMEHH
(popma T-12) HeoOXoawmMO BHECTH JdaHHBIC (3apaHee IOATOTOBJICHHBIC
1Ie1arorom).

2. B nmuceMeHHOM BHJIe pa3pad0TaTh TEXHOJIOTHYECKYIO IIEMOYKY IMOATOTOBKH
Tabenst yaera pabodero BpeMeHH. JIOKyMEHTBI, BXOJISIINE B COCTaB
«TEXHOJIOTHYECKON IEeTMOYKn», TaK K€ HEOOXOAMMO 3arlojHUTH (Hampumep,

KypHaJl y4eTa JINCTOB HETPYJOCIIOCOOHOCTH U T.J.).
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IIpakTnueckas padora Ne 19
no teme «Odopmienue ciry:keOHOH KOMAHTUPOBKH PA0OTHUKA)»

Hean 3aHATHA - dbopmMupoBaHue obopmiIeHUST  JOKYMEHTOB,
COIIPOBOKIAFOIITUX KOMaHIUPOBKY PaOOTHHUKOB.
3aganmue:

1. B 6iank yauduirpoBanHoi GopMbl NprKa3a 0 HaIpaBJICHUH pabOTHUKA
B KOMaHIUpoBKY (popma T-9) HeoOXoauMo BHECTH JaHHbIE (3apaHee
MOITOTOBJICHHBIE TIEIArOTOM).
2. CocTaBuTh 151 pabOTHUKA CIY)KEOHOE 3aJaHHE.
3. CocTaBHATH aBaHCOBBIM OTYET I10 3aBEPIICHUN KOMAHAUPOBKH.

IIpakTnyeckas padora Ne 20
no TeMe «@opMHpPOBaHNe JINYHOIO /ieJIa PA0OTHUKA: COCTAB JUYHOIO /1es1a»

Heab 3anHsaTHsa - QopMHpoBaHHE HaBBIKa MOJA00pa JIOKYMEHTOB JIJIs
dhopMUpOBaHUS JIMYHOTO Jiejia paOOTHHUKA TSl apXUBHOTO XPaHCHUS.
3aganmue:

3. U3yuuth HOpMaTUBHBIE TPeOOBaHUA K 0OPMIICHUIO TMYHOTO JieTa:

- Ilpasuna opeanuzayuu XpaHenus, KOMNJIEKMOBAHUs, Yuema U UCHONb308AHUS
0okymenmos Apxusnoco gonoa Poccuiickou @edepayuu u opyeux apxueHvix OOKYMEHMO8 8
OpeaHax 20CyO0apcCmeeHHol 61ACmu, Op2aHax MeCmHO20 CAMOYNPAGIeHUs U OpP2aHU3aAyUsx
(2015).

- Ilpasuna eedenus, opmuposanus, OoGopmieHUss 8 OpP2aHU3AUUAX U YUPEeHCOCHUSX.
Ilamamka (coenacoeano Ilpomokon JIIIMK romumema no Oderam 3AI'C u apxueos
Ilpasumenvcmea Mockebi).

- Vkas3 Ilpesuoenma Poccuiickoti @edepayuu om 30.05.2005 Ne 609 «O6 ymeeparcoenuu
Ilonooicenuss 0 NepCcoOHANbHLIX OAHHBIX  20CYOAPCMBEHHO20  2PANCOAHCKO20  CILYAHCAUe20
Poccuiickoii @edepayuu u 6edenuu e2o 1UuHO20 0enay.

2. Ucnonw3yst JOKyMEHTHI, pa3paboTaHHbIE HA MPEAbIIYIIUX MTPAKTUYECKUX
3ansaTusx NeNe 6 - 13, mogoOpaTh JOKYMEHTHI Uit OPMUPOBAHUS JTUYHOTO Jieia

ML CHa9M Ha apXUBHOC XPAHCHUC.

IIpakTu4yeckas padora Ne 21
1o reme «PopMupoBaHMe JUYHOIO JeJIa PA0OTHUKA ISl C1AYM B APXUB»

Heab 3ansiTMs - QopMHUpOBaHHWE HaBBIKA O(QOPMIICHHS JIMYHBIX JIEII
pabOTHUKOB JIJIs C/IaYl Ha apXUBHOE XpaHEHHE.
3axanue:

3. N3yunTh HOpMaTHUBHBIE TpeOOBaHUS K 0()OPMIICHUIO JIMYHOTO JIENa:
- Ilpasuna opeanusayuu Xpamenus, KOMNIEKMOBAHUA, Ydemd U UCHOIb306AHUs
O0okymenmos Apxuenoco ¢onoa Poccuiickou @edepayuu u Opyeux apxusHvlX OOKYMEHMO8 8

opeanax eocydapcmeelmoﬁ eracmu, opeaHadx MeCmMHO2cO0 CAMOYNpAaeslIeHUusl U OpcaHu3ayuix
(2015).
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- Ilpasuna eedenus, opmuposanus, oQOpMIeHUS 8 OP2AHUZAUUAX U YUPEHCOCHUSX.
Ilamamka (coenacoeano Ilpomokon JIIIMK romumema no Oderam 3AI'C u apxueos
Ilpasumenvcmea Mockebi).

- Va3 Ilpe3udenma Poccutickoti @edepayuu om 30.05.2005 Ne 609 «O6 ymeepoicoenuu
Ilonooicenuss 0 nepcoHanbHuIX OAHHBIX  20CYOAPCMBEHHO20  2PANCOAHCKO20  CILYAHCAUE20
Poccuiickoii @edepayuu u 8edenuu e2o 1u4HO20 0enay.

2. Ucnonw3yst JOKYMEHTBI, pa3paboTaHHbIE HA MPEABIIYIIUX MTPAKTUYECKUX
sapsaTHIX NeNe 6 - 13, chopmmpoBaTh JHYHOE M€0 PAOOTHHKA C YYETOM
YCTaHOBJICHHBIX HOPMaTHBHBIX TPEOOBaHUH.

3.2. Bonpocsl AJ1s1 CAMOKOHTPOJIA

1. 3akoHOmaTenbHblE W HOpMaTWBHBIE akThl P®d, pernmameHTUpyromue
JNOKYMEHTUPOBAHME KaJPOBOM EATEIBHOCTH?

2. [lepeuncnure 3aa4u U PYHKIMH KaJIPOBOH CITyKObI?

3. Kakue yHuduuupoBaHHble (QOpPMBI JOKYMEHTOB HCIIOJIB3YIOTCS B
KaJIpOBOM JI€JIOIIPOU3BOICTBE?

4. Buapl 1 3a71a41 TJIAHOBOM KaJAPOBOM TOKYMEHTAIUN?

5. Tunwuseele ommOKkH T1pu  OPOPMIICHMH  IUIAHOBOM  KaJpOBOM
JOKyMEHTAIu?

6. Buapl v 3a1a4n OpraHn3allMOHHO-ITPABOBOM KaJpPOBOU JOKYMEHTAIUM ?

7. TexHoyioruueckas LEMOYKA MPOIEAYPbl COCTABICHHUS OpPraHU3aLMOHHO-
IIPAaBOBOW JOKYMEHTAIUM ?

8. CTpyKTypa JOJKHOCTHOM MHCTPYKIIMHU COTPYAHUKA?

9. HopmaTuBHO-11paBoBasi OCHOBa ()OPMUPOBAHUS TOJKHOCTHON MHCTPYKIUU
COTpyIHUKA?

10. Bunpl 1 3a1a4m 1OrOBOPHOM KaJpOBOMl TOKYMEHTalUN?

11. OcHOBHBIE pa3aensl TPYAOBOIO JOTOBOPA U CyTh UX COEpKaHUA?

12. Topsanox odopMieHUs TOMOJHUTEIBHOIO COMIAICHUS (M3MEHEHUs K
TPYJIOBOMY JIOTOBOPY)?

13. OcHOBHBIE TpEOOBaHUS K OPOPMIIEHUIO TPUKA3OB?

14. Kommiekc nepcoHanbHOM KaJpOBOil TOKYMEHTAIUN?

15. O6mue nmpaBuia 3aNI0JIHEHUS TPYIOBOM KHUKKH?

16. B kakux cimydasx KaJapoBas Ciayx0a MMeeT MpaBO BBLIATh AyOIHMKaT
TPYJIOBOM KHUKKH?

17. Tlopsmox BblAaud TPYIOBOM KHUXKKH paOOTHUKY, B CBSI3U C
YBOJIbHEHHEM?

18. Kak oopmisieTcst BpI1aua BKIIABINIA K TPYIOBON KHUKKE?

19. Kakoe cTpykTypHOE TOApa3cicHUE OpPraHU3allud XPaHUT OJIaHKH
TPYIOBBIX KHMKEK U BKJIAJBIIIEN K HUM?

20. Kak ucnpaBuTh ommoOKu, 0OHApYKEHHbIE HA TUTYJIHLHOM JIUCTE TPYAOBOM
KHUKKU?

21. Kak ucnpaBuTh OIIMOKH, OOHApYy>KEHHbIE NpPHU 3alOJIHEHUH pa3fena
«CBeneHus o0 paboTe»?

22. Buapl pacriopsAuTENbHbBIX KaJPOBBIX JOKYMEHTOB?

23. Buapl 1 3a1a4M yYETHOM KaJIpOBOM JOKYMEHTALINU?
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24.  OcoOeHHOCTH JIOKYMEHTHUPOBAHHUSI  HalpaBieHUss pabOTHHKA B
CITYKEOHYI0 KOMaHIUPOBKY?

25. YdetHbie GOpMBI, HCTIONB3YIOIMHUECS B KaAPOBOH CITyk0Oe?

26. Kak onpenensitorcsi CpOKU XpaHEHUS KaJIpOBbIX JOKYMEHTOB?

27. IlpaBuna odopmiieHHS JUYHOTO Jejia padOTHHKA JIs Tepedadyd Ha
apXUBHOE XpaHeHue?

28. Kakue JOKyMEHThl MO JMYHOMY COCTAaBY TOJICKAT IOCTOSTHHOMY
XPaHEHUIO?

4. METOANYECKHUE YKA3AHMUS 110 OCBOEHUMIO JUCIIUITJIMHBI

CamocTtosiTennbHass paboTa SBJISETCS BaXKHBIM  DJIEMEHTOM  M3Y4YEHUS
JTUCLMIUIMHBL. Y CBOCHHE MaTepuana AUCIUIUIMHBI Ha JIEKIUAX, MPaKTHUYECKUX
3aHSATUAX U B PE3YJIbTATE CAMOCTOSATEIbLHOW MOJATOTOBKH U M3YUYEHUSI OTIEIbHBIX
BOIIPOCOB JUCIHUILIMHBI, MO3BOJSAT MOAOUTH K MPOMEXKYTOYHON aTTecTaluu
MOATOTOBJICHHBIM. 3HAHUS, HAKaIUIMBa€Mbl€ IIOCTETIEHHO W B  Pa3JIMYHBIX
pakypcax, ¢ UCIOJIb30BaHUEM MPOTUBOIMOJIOKHBIX MHEHUHN U B3TJISZI0B HA TY WIIU
UHYI0 TpoOJIeMy SIBISIIOTCS TJIYOOKMMHM U Ka4eCTBEHHBIMH, M IO3BOJISIOT
dbopMHpOBaTh COOTBETCTBYIOLIUE MPOGECCUOHAIBHBIE KOMIETCHIIMM KaK HTOT
0o0pazoBarenpHOTO Ipolecca.

JIjist cucteMartu3aluy 3HaHUM 10 JAUCHMIUIMHE TIEPBOHAYAIBLHOE BHUMAaHUE
cienyeT oOpaTUTh Ha pabodyl0 MporpaMMy Kypca, KOTopash BKIIOYaeT B cels
OCHOBHBIE TPOOJIEMBI JAUCIUIUIUHBI (TEMATHKYy 3aHITHI), B paMKax KOTOPBIX U
bopMHpYIOTCS BOMIPOCHI JIJIsi KOHTPOJIS U arrectanuu. [loatomy cryneHT, 3apanee
O3HAKOMUBIIIMCh C MPOrPaMMOl Kypca, MOXET Jy4llle COPUEHTHUPOBATHCSA B
MOCJIE0BATEILHOCTH OCBOCHUS Kypca C MO3UIMNA OpraHu3alii CaMOCTOATEIIbHOM
paboTHI.

[Tpu opranuzanuu npouecca OCBOCHUS TUCIUIUIMHBI CIIETYET YYUTHIBATh:

1. IInanuposanue epemenu, 0omeeo0eHHo20 Ha 0C80EHUE OUCYUNTUHDBL.

[Ipy nnaHupoBaHWM BpPEMEHM Ha OCBOCHHUE JUCIHUIUIMHBI  CIETYET
PYKOBOJICTBOBAaTbCS: CTPYKTYPOH NUCHUIUIMHBI, B KOTOPOW YyKa3aHbl KOJIUYECTBO
aKaJIeMUYECKUX YacOB B pa3zpe3e KaxKJoW TeMbl, BUJIa 3aHATUN (JISKIMOHHOE WIIU
MIPAKTUYECKOE) M Yachl HA CAaMOCTOSTEIBHYIO paboTy; (popMoOil mpOMEKyTOIHOM
aTTecTaluu (3a4eT, SK3aMeH ).

2. IlocnedosamenvHocmsb Oeticmauti npu 0C80EHUU OUCYUNTIUHDL.

N3ydenne Kaxaoil TeMbl JIUCHMUIUIMHBI 1€JI€CO00pa3HO HAYMHATH CO
3HAKOMCTBAa C COJACpP’KAaHUEM AHMCIUIUIMHBI B pa3pe3e TeM; 3aTeM CIEeayeT dTail
1o100pa UCTOYHUKOB M3 YHCIIa PEKOMEHYEMbBIX M TI0I0OPAaHHBIX CAMOCTOSTEIHHO
(HayuyHble CcTaThbu; WHGpOpPMAIMS TPaBOBBIX 0a3 JaHHBIX; UWHOpPMAIUS C
opuIMATbHBIX  CAaWTOB  TIOCYJAPCTBEHHBIX  OPraHoB, OPraHOB  MECTHOIO
caMoympaBiieHus © JAp.). M3ydeHue HCTOYHMKOBEAYECKOM ©0a3bl MOXKET
COIIPOBOXK/IATHCS KOHCTIEKTUPOBAHUEM.

[lenecooOpa3Ho BecTu nepedeHb MPOOIEMHBIX BOIPOCOB KaK MO CYIIECTBY
TEMbl, TaAK U B CJIy4Yae 3aTPYAHEHUU C YSICHEHHEM CMBbICIA H3JI0KEHHOTO B

UCTOYHMKAX MaTepuana (ykazaHHBIE BOTPOCHI MOTYT OBITh pa3peuieHbI
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CaMOCTOSITEJIBHO, BO BPEMs CECCUOHHBIX 3aHATUN WM HA KOHCYJIbTALlUH C
IPEToAaBaTeNeM).

JUis TOATOTOBKM K MNPAKTHUECKUM 3aHATUAM PEKOMEHIYETCs MOJIPOOHO
M3YYUTh KOHCHIEKT JICKUMA M HOPMATHBHBIE MAaTEpUANbl, TpPYyIOBOM KOIEKC
Poccuiickoit ®denepaumu U Ap. UCTOYHUKH, (QopMupyrolIHe 0a30Bble 3HAHUS
HEOOXOUMBIE /17151 BBITIOJIHEHHSI PAKTHUECKUX pabOoT, MPEeTyCMOTPEHHBIX KYPCOM.

Takke  pPEKOMEHAYETCS  O3HAKOMUTBCA  MOPSAIKOM IIPOBEACHUS
NPAKTUUECKUX 3aHATUM, KOTOPBIM BKIIOYACT CIEAYIOLIUE H3Tambl: OOBSICHEHHE
3aJlaHusl M HaBBIKOB (KOMIIETEHILIMI), KOTOpbIE 3aKpeIuisiloTCd B XOJE€ €ro
BBIMIOJTHEHMSI; 3HAKOMCTBO C KOHKPETHBIMU MCTOYHMKaMH HWHGOpMalUU JUIs
BBINIOJIHEHMSI 3a/1aHus; OOCYXKJIEHME M YTOUHEHHE BOIPOCOB B XOJ€ aHaIu3a
UCTOYHUKOB HH(POpPMAlMU; COBMECTHBIH HPOCMOTP MEPBUYHBIX PE3YJIHTATOB,
OLIEHKA UX COOTBETCTBHUS 110 (POPMAIbHBIM U COACPKATEIbHBIM TPEOOBAHUSM.

3. Hcnonvsosanue yueOHO-Memoouyeckux mamepuanoe u paboma ¢
aumepamypou.

CrenyeT TPUMEHATh  CIEAYIOUIYK0  IOCIEIOBATEIBHOCTh  U3YYEHUS
UCTOYHUKOB g (QopMUpOBaHUS 3HaHUN 10 Temam auciuruiuHel: TK PO,
HOPMAaTUBHBIE  IPABOBBIE  AKTHl 1O  JHWCIUIUIMHE, KOMMEHTApUH K
3aKOHOAATEIbHBIM aKTaM; HAy4YHYI0 U y4eOHYIO JINTEpaTypy, a TaKXKe Ipyrue
VCTOYHUKU.

4. Ilo020mo6Ky Kk mexkyujemy KOoHmpoJio yCneeaemocmu.

OcCHOBHOM 3ajaueil TEKYUIEro KOHTPOJS YCIEBAEMOCTH OOYyYaroIUXCs
SIBJISIETCS MOBBIILICHUE KaueCcTBA 3HAHUM, MpUOOpETeHNE U pa3BUTUE UMU HABBIKOB
caMOCTOSTENIbHOM paloThl. Texkymuii KOHTPOJIb 3HAHWM OO0Yy4aroluxcs IO
JUCLMIUIMHE MOYKET MMETh CICAYIOUIME BHIBI: YCTHBIM ONPOC HA JICKLUAX,
IIPAKTUYECKUX 3aHATUAX; MPOBEPKA BBIIIOJHEHUs IMUCBMEHHBIX CAMOCTOSTEIbHBIX
paboT 1 JOMAITHUX 33aJJaHUI; TECTUPOBAHHE.

s 3¢ ¢dekTuBHONH TOATOTOBKM K TEKYIIEMY KOHTPOJIO MO AMCIMIUINHE
HEOOXOJMMO HCIIONBb30BaTh PEKOMEHIOBAHHYIO OCHOBHYIO M JIOMOJHHUTEIBHYIO
JUTEpaTypy, KOHCIEKTHI JEKIMi, pa3padOTKU CTYACHTOB, BBHITIOJHCHHBIE B
pe3yJIbTare MOArOTOBKU U BBIIIOJHEHUS IPAKTUYECKUX 3aJaHHAMN.

5. ®OHJA OHEHOYHBIX CPEACTB JIA TIPOBEJIEHUA
MNPOMEXYTOYHOM ATTECTALIMHA IO JIMCLUILJIMHE

5.1. llepeyens KOMIIeTEeHUMA M 3TANIbI UX GOPMHUPOBAHUSA
Cormacho ®I'OC BO no HampaBieHutro noarotoBku  46.03.02
JIOKyMEHTOBEICHHE W APXUBOBEJACHUE B paMKaxX W3yYECHMS JUCLUIUIMHBI Y
00y4armuxcs JOJKHbBI ObITh CPOPMHUPOBAHBI CIIEIYIOIINE KOMIETEHIIUH:

Kon DopMyIUpOBKa KOMIIETEHIIH
K npogeccuoHaNbHbIe KOMIIETEH MU
IK-1 Brnagenue  3aKOHOJATENbHOM W HOPMATHBHO-METOIUYCCKOW  0a3oif  mH(OpPMAIMOHHO-

JOKYMEHTAIIHOHHOTO  oOecliedeHHs  yHOpaBICHUS M apXUBHOIO  JeNa, CHOCOOHOCTBIO
OpPHEHTHPOBATHCS B MPABOBOW 0a3e CMEXHBIX 00JacTei

[1K-2 CriocobeH pa3pabaThlBaTh M BHEAPATH JIOKAJbHBIE HOPMATHBHBIE AaKThl W HOPMAaTHBHO-
METOIUYECKHE TOKYMEHTHI 10 BeICHHIO MH(OPMALMOHHO-IOKYMEHTAIIMOHHOTO O0eCIIeYeHUs
YIIPABJICHHUS U apXUBHOTO Jeia
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TIK-3 Cnoco0OeH HCHOJb30BaTh IpaBujia OpraHu3aly BCEX OTAIlOB pa60TLI C NOKYMCHTaMH pPa3HbIX
JOKYMCHTAIMOHHBIX CUCTEM, B TOM YHCJIC apXUBHBIMU JOKYMCHTaMU

[K-5 Brnaneer HaBbIkaMu 0OpaOOTKH JOKYMEHTOB Ha BCEX ATAIaX JOKyMEHTO0OOpoTa

JTanbl (OPMUPOBAHUS KOMIETEHIIUM:

Hauanvnoui — Ha 3TOM  3Tane  (QOPMHUPYIOTCS  3HAHUEBBIE U
WHCTPYMEHTAJIbHBIE OCHOBBI KOMIIETEHLIMH, OCBAMBAIOTCS OCHOBHBIE KaTErOpHH,
dopmupytorcs 06a3oBbie ymeHHs. CTyIeHT BOCHPOM3BOIUT TEPMHUHBI, (PaKTHI,
METO/Ibl, MMOHATHUS, MPUHLIMIIBI U TPABWIIA; PElIaeT y4yeOHbIE 3aauu Mo 00pasiy.
Ecnu cTyaeHT oTBedaeT 3TUM TpeOOBaHUS MOXHO TOBOPUTH OO0 OCBOCHHHM WM
TIOPOTOBOTO YPOBHS KOMIETECHIINH;

OcHogHoll — 3HAaHUA, YMEHUS, HaBBIKH, oOecreunBaromme (opMUpOBaHUE
KOMIIETEHIIMM, 3HAYUTEJIbHO BO3PACTalOT, HO €II€ HE JOCTUTAI0T MTOTOBBIX
3HaueHuil. Ha »ToM »3Tame CTyJeHT OCBaMBaeT aHAIUTUYECKUE MACUCTBUS C
OpEeIMETHBIMA  3HAHUSAMU 1O  KOHKPETHOM  JMCLHUILIMHE, Croco0eH
CaMOCTOSITENIbHO pelaTh Y4YeOHblE 3aJaud, BHOCS KOPPEKTHUBBI B aJIrOPUTM
JEHCTBUIM, OCYIIECTBISAS CAMOPETYJISLUI0 B X0/1€ pabOThl, IEPEHOCUTh 3HAHUS U
YMEHUS Ha HOBBIE YCJIOBHSA. YCIEIIHOE ITPOXO0XKJICHHWE 3TOT0 3Tama I03BOJIAET
JOCTUYh CTAaHAAPTHOTO YPOBHA C(HOPMUPOBAHHOCTH KOMITETECHIINY;

3asepwiarowuti — Ha 3TOM 3Tale CTYACHT JOCTUTAaeT UTOTOBBIX MOKa3aTenen
1O 3asBJICHHOW KOMIIETEHLMH, TO €CThb OCBAMBAE€T BECh HEOOXOIUMBIH 00BEM
3HAaHWUW, OBJAJEBAaCT BCEMHU YMEHHUAMHM W HaBblKaMM B cdepe 3asBICHHON
komneTeHIMU. OH crnocoOeH HMCHOib30BaTh 3TU 3HAHUS, YMEHUS, HABBIKM IPU
pElIeHUN 3a/ay MOBBIIIEHHOW CIOKHOCTHM M B HECTaHAAPTHBIX ycioBusx. [lo
pe3yibraTaM 3TOro dTama CTYIEHT JAEMOHCTPUPYET JTAJIOHHBIH YpOBEHb
c(hOpMUPOBAHHOCTU KOMIIETEHIIUH.

5.2. Iloka3are/id 1 KPpUTEPUH OLICHUBAHMS KOMIIETEeHIIU I

JIJ1st olleHMBaHUS Pe3yIbTaTOB OOYUCHUS B BUJIE 3HAHUH HCITONIB3YIOTCS
CICAYIONIME TPOLEAYPhl U TEXHOJOTHUU: TECTUPOBAHUE;, WHIUBUAYAIBHOE
cobeceoBaHNE, TUCbMEHHBIE OTBETHI HA BOIIPOCHI (B BUJIE MEKYUie20 KOHMPOJis).

IIpomMe:KyTOUHBIH KOHTPOJIb PEATU3YETCS B XOJIE€ CIauyd OOYYarOIIMMUCS
3adeta B 4,6 ceMecTpax M dk3aMeHOB 5,7 cemecTpax (ODO); 3auera Ha 3 Kypce U
9K3aMEHOB Ha 4 u 5 kypcax (3P0).

3auer MPOBOAMUTCS B BUJE COOECEAOBAHHS IO KOHTPOJIBHBIM BOIPOCAM.
OueHka 3HAHWN NPOU3BOAUTCSA MO IIKale: 3aYTEHO M HE 3auTeHo. B ciydae
HEYAOBJIETBOPUTEIBLHON OIIEHKH CTYJEHT HMMEET IpaBO IEpecaaTb 3a4eT B
YCTAHOBJICHHOM TOPSIIKE.

DK3aMeHbl TPOBOAATCA OO B (oOpMEe TECTHPOBAHUS IO BCEMY
MIPONICHHOMY MaTepHairy, 00 1Mo OmneraMm (C OJHUM TEOPETUYECKUM M OJTHUM
IpakTHUYeCKUM BompocoM). OlleHKa 3HaHWUN MPOU3BOAUTCS MO 4-X OaTbHOM
mkaine. B ciyyae HEyIOBIETBOPUTEIBHOM OIEHKH CTYJEHT HMMEET MpPaBo
nepecaTh SK3aMEH B YCTAHOBIICHHOM JIOKJIbHBIMU HOPMATHUBHBIMHU aKTaMH By3a
MOpSIAKE.
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O01mme KpUTEpUM OLIEHKH OTBETOB CTY/I€HTOB

Onenka Onenka Onenka Onenka
«OTJIHYIHOY» «XOpPOLIO» «YHOBJIETBOPHUTEIHHO) «HEYHOBJIETBOPUTEIHHOY
OneHka «3a4TeH0» OneHnka «He 32UTEHO0»
OIICHUBAETCS OTBET, €CIIN OLICHMBAETCS OTBET, B OLICHMBAETCS HEIOIHBIN OIICHUBAETCS OTBET, IPH
CTyI[eHT HMCEECT KOTOpOM OTCyTCTByIOT OTBCT, B KOTOpOM KOTOpOM CTyZ[CHTI)I
CUCTCMHBIC ITOJIHBIC HC3HAYUTCIIbHBIC OTCyTCTByIOT I[eMOHCTpI/IpyIOT OTpI:IBO‘-IHI)Ie,
3HAHUS U YMEHHUS I10 SJIEMEHTHI CO/ICPKaHHS 3HAYMTEIILHEIC JIEMEHTHI OeCCUCTEMHEBIC 3HAHUS,
MTOCTaBICHHOMY YJTH IPUCYTCTBYIOT BCE COJIIepIKaHUS WITH HEyYMEHUE BEHIICIIUTH TIIaBHOE,
Bonpocy. ComepkaHue HEOOXO0IUMEBIC MIPUCYTCTBYIOT BCE CyIIeCTBEHHOE B OTBETE,
BOTIPOCA M3JIaract SJIEMEHTHI COJICPKAHNS, BBILICU3IIOKCHHBIE JIOITyCKAOT TPyOBIe OITHOKH
CBSI3HO, B KpaTKOH HO JIOITYTIICHBI 3HAHUS, HO OITYIICHEI
(hopme, packpriBaeT HEKOTOpbIC OITHOKH, CyIIeCTBEHHBIC OIIHOKH,
MOCIIEZIOBATEIHHO CYTh WHOT/Ia HapyIlanach HEJIOTUYHO, IPOCTPAHHO
M3YYEHHOT0 MaTepuana, MOCJICI0BATEIILHOCTh H3JI0KEHO OCHOBHOE
JIEMOHCTPUPYS W3JIOKCHUS. cojiepKaHHe BOIpoca.
IIPOYHOCTH U
MIPUKITATHYIO
HaHpaBHeHHOCTL

MOTYYEHHBIX 3HAHUH U
YMEHHH, HE JIOITyCKaeT

TEPMHUHOJIOTHYECKUX
omuO0K 1 (HaKTHICCKUX
HETOYHOCTEH
OmnpenesieHne ypoBHsI 0CBOEHNsI KOMIIETEHINIi B COOTBETCTBHH € OIIeHKOW OTBETA CTY/I€HTA
OueHka «OTIUYHOY OueHka «xopouo» Ouenka Ouenka
CBUJICTEIECTBYET O CBUJICTEIBCTBYET O «Y/AOBJIETBOPHUTEIHHOY «HEYHOBJIETBOPUTEIHHOY
HAJTAIAA HAJTAIAA CBUJICTEIIECTBYET O CBUICTEIIECTBYET 00
c(hopMUpPOBaHHEIX c(hOpMHIPOBAHHBIX HATAIAH OTCYTCTBUH
KOMIIETCHIINI BHICOKOTO KOMIICTEHITHHA c(hopMHUPOBAHHEIX c(opMHPOBAHHBIX
(3TaJI0HHOI0) YPOBHS CTAHIAPTHOIO0 YPOBHSI | KOMIICTCHI[HI MIOPOTrOBOT0 KOMIIeTeHIUI /151 pelicHHs
JUTSL PEIICHHUS JUTSL PEIICHUS YPOBHSI JIs PEIICHUS npo¢eCCHOHATBHBIX 3aa4
po¢heCCHOHATBHBIX npo¢heCCUOHATBHBIX npo¢eCCUOHATBHBIX 31U
3a1a4 3a1a4

5.3. MaTepuaJibl 1Jis1 OLIECHKHA M KOHTPOJISA Pe3yJIbTATOB 00yUEeHUSA

3agaHud K 3a4eTy / IK3aMeHy dopmupyemble
KOMIICTCHIIMU

Teopemuttecxue 80RPOCHL

1. 3amauu u pyHKIUH KaAPOBOU CITyKOBI. IK-1

2. HopmatuBHo-MeToandeckas 0a3a, perJIaMEHTHpPYIOIIas IOATOTOBKY  KaJpOBOH [IK-1

JIOKYMEHTAITUH.

3. JlokanbHble HOPMAaTHBHBIC HOKYMEHTHI, PETJIAMCHTHPYIOIIHUE NESITEeIbHOCTh KaJpOBOM IIK-1, ITK-2

CITY’KOBIL

4. TTonsiTHe TPYJOBOTO JOTOBOPA, OMPEENIEHUS COJEPIKaHUS TPYI0BOTO JOTOBOPA. TIK-1, TIK-3, TIK-5

5. Buzpl mi1anoBoM KaipoBOil TOKYMEHTALIUH. TIK-1, TIK-3, TIK-5

6. Ha3sHaueHue 1 0COOCHHOCTH COCTABIICHHS IIITATHOTO PACIIMCAHHS. TIK-1, ITK-3, TIK-5

7. Ha3Hauenwue u mopsaaok oopmieHus rpaduka OTIYCKOB. TIK-1, TIK-3, TIK-5

8. Bujipl opraHn3anoHHO-IPaBOBOM TOKYMEHTAIIUH. TIK-1, TIK-3, TIK-5

9. Ha3HaueHne 1 0COOCHHOCTH COCTABIICHISI TPAaBUII BHYTPEHHETO TPYIOBOTO PACIIOPSIKA. IIK-1, IIK-2, T1K-3,
[K-5

10. Ha3Hauenue 1 0COOEHHOCTH COCTABIJICHUS MTOJIOKEHHUS O CTPYKTYPHOM MOJpa3IeiIeHHH. IK-1, TIK-2, TIK-3,
[K-5

11. Ha3zHauenue 1 0COOEHHOCTH COCTABJICHUS JOHKHOCTHON MHCTPYKITHH. IIK-1, I1IK-2, T1K-3,
[K-5

12. TlpaBuia opopmiieHHs TPYIOBBIX KHIIKEK, BHECEHHMs JornojHeHud u ucnpasinenudd B | [IK-1, TIK-3, [IK-5

HETIPaBHIbHO BHECCHHBIC 3aIIUCH.

13. Ilopsaok BELAAYH TPYAOBOH KHIDKKH PaOOTHHKY. IIK-1, IIK-3, IIK-5

14. Topsinok opopMIiieHHs BKIAAbIIIA B TPYAOBYIO KHUXKKY. IIK-1, IIK-3, IIK-5

15. Topsanok BeLAAYH TyOIUKaTa TPYXOBON KHIKKH. IIK-1, IIK-3, IIK-5
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16. YueT nBUXKEHUS TPYIOBBIX KHUKEK M BKJIAJbIILIEH K HUM.

IIK-1, TIK-3, I1K-5

17. OcHOBHBIE HOPMATHBHBIC JOKYMEHTHI, PETIAMEHTHPYIOIIHE pPaboOTy C TPYIOBBIMH
KHIDKKaMH paOOTHHUKOB.

IK-1

18. TIlepconampHBle HaHHBIE paboTHHKA: cOop,
JOCTOBEPHOCTb U HE3aKOHHOE PAaCIPOCTPaHEHHE.

XpaHCHHUEC, OTBCTCTBCHHOCTb 34a

IK-1, TIK-3, I1K-5

19. JlokyMeHTallMOHHOE CONpPOBOXK/AEHHE IpreMa paboTHHKOB. COCTaB JOKYMEHTOB,
TpeOyeMBIX MPU MpHUeMe Ha padoTy.

IIK-1, IIK-3, IIK-5

20. loKkyMEeHTaInOHHOE COTIPOBOXKICHHUE IIepeBoia pabOTHHKA Ha IPYTyIo padoTy.

IIK-1, TTIK-3, I1K-5

21. TexHomorndeckas 1ernovka TOKyMEHTUPOBAHUS TPOLEAYPHI YBOJIbHEHHS paOOTHHKA.

[IK-1, ITK-3, IIK-5

22. JIOKyMEHTUPOBaHKE TPOLICAYPHI MOOIIPSHUS PAOOTHHKA.

TIK-1, [TK-3, TIK-5

23. JIOKyMEHTHpOBaHHE IPOLEAYPHl NPUMEHEHHs JUCHHUIUIMHAPHOTO B3BICKAHUS K
paboTHHUKY.

IK-1, TIK-3, I1K-5

24. JIn4Has KapToyKka pabOTHUKA: 0COOCHHOCTH O0(OPMIICHUS

IIK-1, TIK-3, TIK-5

25. JlokyMeHTanusl 0 y4eTy UCIOIB30BaHusl pabovero BpeMEeHH 1 PacyeToB OIUIATHI TPy aa
¥ 0COOEHHOCTH €€ 0(POPMIICHUS

IK-1, TIK-3, I1K-5

26. ITopsmok odopMireHHS KaIpOBBIX JIENl COTJIACHO HOMEHKJAType e, UX TeKyllee U
apXMBHOE XpaHEHHUE.

IK-1, TIK-3, I1K-5

27. qDOpMI/IpOBaHI/Ie 1 BEACHUC JIMYHBIX OCII. CocraB JAOKYMCHTOB JIMIHOI'O ¢CJIa.

IIK-1, TTIK-3, I1K-5

28. qJOpMI/IpOBaHI/Ie JIMYHBIX ACJI JJIA CAa4Yr B apXUB. CocraB JAOKYMCHTOB JIMYHOI'O Acja.

IIK-1, TTIK-3, I1K-5

29. IopsimoK 3alIUThI IEPCOHAIBHBIX JAHHBIX paOOTHHKA B KaJPOBOH CIIyXk0e.

IIK-1, TTIK-3, I1K-5

30. JloKkyMeHTHpOBaHWE TIPOLEAYpHl HampaBlieHHs pabotHmka B  ciyxebnyro | IIK-1, ITK-3, TIK-5
KOMaHUPOBKY.

Ilpakmuueckue gonpocwl

1. B Gnank yHuduuupoBaHHoit popMsl mTaTHOTO pacnucanus (popma T-3) [IK-1, IIK-3, IIK-5

HEO0OX0MMO BHECTH JlaHHBIC (3apaHee IMOJITrOTOBJICHHBIE MEIAaroroM) O COCTaBe
JOJDKHOCTEH, IITATHBIX SIUHKI, OKIaJaxX U pa3Mepax Han0aBOK, IOJBECTH JaHHBIC O
MecsiuHOM (oHJe 3apabOTHOHU IUIATHI O BCEH OpraHU3alMy.

2. B Gmank yHuUIEpoBaHHON (hopMBI Tpaduka oTmyckoB (popma T-7) HeoOX0aMIMO
BHECTH JaHHBIC (3apaHee IIONTOTOBJICHHBIE MEOaroroM) O 3aIUIaHUPOBAHHBIX U
(aKTHYECKUX JIAT OTIIYCKOB PA0OTHHKOB.

[K-1, TIK-3, I1K-5

3. B ¢opMy ODKHOCTHONW HWHCTPYKIMH, NPEIJIOKCHHYIO [EIaroroM, BHECTH
HEJIOCTAIOIINE CBEACHHUSA, COOTHOCS HMX C IOJOKCHUSAMH MPO(PECCHOHAILHOTO CTaHIapTa
CICIHAIKCTA 110 OPTaHU3AIMOHHOMY U JIOKYMCHTAI[HOHHOMY OOCCICUCHHIO YIIPABICHUS
opranuzanueit (yB. [Ipuxazom Ne 276 ot 06.05.2015 MunuctepcTBa TpyJa U COLMATLHOM
3amuThl POD).

[IK-1, IIK-3, IIK-5

4. B dopmy TpynoBoit kKK (yTBepxkacHHYyro [locranoenenueMm I[IpaBurenbcTBa
P® or 16.04.2003 Ne 225 (pem. ot 25.03.2013) «O TpyIOOBBIX KHIKKaxX») BHECTH
CIIeqyIOIHe TaHHBIC: JAHHBIC U THTYJIBFHOTO JIMCTA TPYJOBOM KHU)KKH; CBEICHHUS O
npueMe Ha pabOTy; CBEACHHS O IepeBOJEC Ha JPYIyIO JODKHOCTB; CBEICHHUS 00
YBOJIbHEHHUH.

IK-1, TIK-3, I1K-5

3. B ¢opmy tpynoBoit kHmxku (yTBepkaeHHyto [locranoBnenuem [IpaButenbcTBa
P® or 16.04.2003 Ne 225 (pen. ot 25.03.2013) «O TpyHOBBIX KHHXKax») BHECTH
CIEIyIOIIME JaHHblC: IAHHBIE I TUTYJIBHOIO JIUCTa TPYAOBOM KHMIKKM; CBEACHHSA O
nmpuemMe Ha paboTy; CBENCHHMS O TIEPEeBOJE Ha JpPYTyl0 JOJDKHOCTh; CBENEHHS 00
HCIPABICHUU HEMPABUIBHO BHECEHHOW 3allUCH O MEPEBOJAE HAa APYIYI JOKHOCTh
(HempaBWIBHO YKa3aJM MOJDKHOCTB); CBENCHHMS O CMEHEe (aMWiIMM M CMEHE YPOBHS
obpazoBaHusl.

TIK-1, [IK-3, TIK-5

6. B dopmy TpynoBoit kHmkku (yTBepxkacHHYyro [locranoenenueMm I[IpaBurenbcTBa
P® or 16.04.2003 Ne 225 (pem. ot 25.03.2013) «O TpYyIOOBBIX KHIKKaxX») BHECTH
ClleqyIolie NaHHbIe: NaHHBIC JUI THUTYJBHOTO JINCTA TPYHOBOM; CBEJCHHS O IpHEME Ha
paboTy; cBeneHHS 00 YBOJNBHEHHMHU; CBEJICHHUS O IPHEMe Ha HOBYIO PaboTy; CBEICHUS O
HarpaxaeHusIX.

IK-1, TIK-3, I1K-5

7. B ¢opmy TpymoBoro noroBopa, mpeayoKESHHYIO IIeAaroroM, BHECTH HEIOCTAIOIIHE IIK-1, TIK-3, TIK-5
CBEJICHUS, COOTHOCS C TOJDKHOCTHOM MHCTPYKITUCH PabOTHHKA.

8. B Onank yHupunmpoBanHod (opmbl nmprukaza o npueme Ha padoty (popma T-1) | TIK-1, ITK-3, ITK-5
HEOOXOIMMO BHECTH JTAaHHBIC O MpreMe pabOTHHKA Ha OCHOBHYIO padoTy.

9. B Onank yHu¢unupoBaHHOH (OpMBI NpuKasa o npueme pabotHuka Ha pabory | IIK-1, ITK-3, ITK-5

(popma T-1a) HeoOXOMMO BHECTH JaHHBIEC O MpUeMe pabOTHHKA Ha paboTy 1o
COBMECTHUTENHCTBY.

10. B Omank yHubUIHpOBaHHON (OPMEI IIpHKa3a O MepeBoje pabOTHHKA Ha IPYTYIO
Ha paboty (dpopma T-5) HEOOXOMUMO BHECTH TaHHEIE O TepeBoje padOTHHKA Ha IPYTYIO

IK-1, TIK-3, I1K-5
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pabory.

11. 3amoHUTH OJIAaHK YHUPHUIHPOBAHHON (OPMEI IIPHUKa3a O MPEKPaIIeHHH TPYIOBOTO TIK-1, TIK-3, TIK-5
JIoroBopa ¢ pabotHukamu (yBonsHeHHN) (popma T-8a).

12. B 6mank yHuGUIIpOBaHHON (HOPMBI TIpHKa3a o moompeHnn padotauka (popma T- | TIK-1, ITK-3, I[TIK-5
11) BHecTH naHHbIE O popMe HOOLIPEeHUs pAOOTHHKA.

13. CocTaBUTH MIPHUKA3 O CHATHA AUCIUIDIMHAPHOTO B3BICKAHUS ¢ Pa0OTHHKA. TIK-1, TIK-3, TIK-5
14. O opMUTH OITMH U3 PA3IEIIOB JNYHONW KapTOUKU paboTHHKA (Ppopma T-2). [K-1, TIK-3, TIK-5
15. CocrtaBuTt Tabens yuera padodero Bpemenu (popma T-12). [K-1, TIK-3, TIK-5

5.4. Metoanyeckue MaTepuajbl MO0 ONEHUBAHUIO Pe3yJbTATOB 00y4eHMs
IIpome:xxyTouHasi aTTecTalUsl PEATU3YETCS B XOJI€ C/Iayu 00y4YarOIUMHUCS
3a04yHOM (opMbI 00y4YeHHUsT OJIHOTO 3ayeTa M JBYX »Hk3ameHOB. llenbio
MIPOMEKYTOUYHON aTTeCTallud SBISCTCA KOMIUICKCHASI W OOBCKTHBHAS OICHKA
3HaHWK CTYJEHTOB B TIPOIIECCE OCBOEHUS WMH OCHOBHOW 0O0pa30oBaTEIhHOU
MIPOTPAMMBI BBICIIIETO TTPO(PECCHOHATTEHOTO 00pa30BaHMS.

DK3aMeH, 3a4eT IO MpecienyeT Ielb OLICHUTh padoTy CTyAEHTa 3a Kypc,
CTENEHb YCBOCHUS TEOPETUUECKUX 3HAHUI U KOMIETEHIINH, YPOBEHb TBOPUYECKOTO
MBIIJICHUSI, HABBIKOB CaMOCTOATENbHONH paldoThl, YMEHHE aHAIU3UPOBATH
MOJIyYCHHbIC 3HAHUS U PUMEHATD UX B PEHICHUU MTPAKTUYECKUX 3a]1a4.

DK3aMEH MOXKET MPOBOJIUTHCS:

- 6 ycmHou ¢opme no IK3AMEHAYUOHHbIM  Oulemam, KOTOpHIE
yTBepkaaTcs kadeapoi. [Ipu HEOOXOIUMOCTH HK3aMEHATOPY MPEOCTABIISETCS
MpaBO 3a/aBaTh CTYACHTaM JIOTIOJHUTEIbHBIE BOIPOCHL. DK3aMEHAIMOHHBIC
OWIeThl TMOMHMO TEOPETHYECKHMX BOIPOCOB  JIODKHBI  IMPEAyCMaTpUBAThH
MPaKTUYECKUE 3a/IaHUsI 110 TIporpamMme Kypca.

- 8 nucbMeHHoUu ¢hopme (6 6ude nucbMeHHbIX mecmos). TecTbl
MIPEeIyCMaTPUBAIOT BOMPOCHI 1O BCEMY MPOHACHHOMY Marepuaity. B TecToBbie
3aJlaHAsS  BKJIFOYAIOTCS BOIPOCHI TEOPETHYECKOTO XapakTepa, a TaK ke
peayCcMaTpUBaIOTCS HEOOJIbIIINE MPAKTUUECKHUE 3aJaHus.

Bo Bpems »K3amMeHa CTYACHTBI MOTYT TOJB30BAaThCS  yICOHBIMHU
nporpaMmamMu, CHpPAaBOYHUKAMHM U TMPOYMMH HCTOYHMKAMU  HH(POPMAIIUH,
MepeUYeHb KOTOPHIX YCTAaHABIMBAETCS IPEINOJaBaTeIeM W COTJIACOBBIBACTCS HA
3acemanun  kadenpel. Hcmnonb3oBaHWe MarepuaioB, HE MPEITyCMOTPEHHBIX
yKa3aHHBIM TIEPEUHEM, a TAK)KE MOMBITKA OOIICHUS C IPYTUMU CTYJEHTaMH, B TOM
Yuclie ¢ MPUMEHEHHEM OJJIEKTPOHHBIX CPEJCTB CBSI3M, HECAHKIIMOHUPOBAHHbBIC
MEepPEMENICHHS CTYJICHTOB U T.I1. SBJISIIOTCS OCHOBAaHUEM I YAQJICHUS CTYJCHTA U3
ayJIMTOPUHA M TIOCIEIYIONIETO BHECEHUS B BEIOMOCTh OTMETKHU
«HEYIOBJIETBOPUTEIBHOY («HE 3aYTEHOY).

KpurepusiMu  yCIEIIHOCTH OCBOEHHS CTYJICHTOM JIaHHOW Y4eOHOU
TUCIUTUIMHBI TP TPOBEACHUM TEKYIIETr0O W TPOMEKYTOYHOTO  KOHTPOJIS
SIBJISTFOTCSI:

1. KonudecTBO MpaBWIIBHBIX OTBETOB HAa TEKYIIEM TECTHUPOBAHWUU H IIO
AK3aMEHAITMOHHOMY OUJIEeTy (TECTy).

2. AKTUBHOCTH TOBEJICHUS CTYJCHTA Ha 3aHSATHAX, BBITIOJHEHHE KaXKIbIM
CTYJICHTOM BCE€X MPaKTHUYECKUX pPabOT, OCMBICIICHHOCTh M CaMOCTOSITEIHHOCTD
CYXKJIEHUM, TIPOSIBIICHHBIX B XOJI€ YCTHOTO OIpOca.
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3. [IpaBubHBIE OTBETHI HA BOIIPOCHI IO COAEP>KAHNIO 0a30BBIX HICTOYHUKOB U3
CIMCKOB PEKOMEHI0BAaHHOW JIMTEPATYPBI 11O TUCLIUILIMHE.

4. [lemoHcTpauMsi 3HaHUS TNPOPECCUOHAIBHBIX TEPMUHOB, IIOHATHUH,
KaTEeropui 1 TEOPUi.

5. Hanuuwe COOCTBEHHOrO BHJEHHUS paccMaTpPUBAEMONl MpPOOJIEMBI,
c(hOpMHUPOBAHHOTO Ha OCHOBE M3YYCHHUS U aHAIM3a HAYYHBIX pa0OT, BBHIIOJIHEHUS
NPAKTUYECKHUX 3aJaHUN.

6. PECYPCHOE OBECIIEYEHHUE

6.1. OcHOBHAsl U IOMOJIHNTEIbHAS y4eOHAsI JIUTEPaTypa
OcHoBHas uTEpaTypa
1. Poroxun, M.IO. [lenonpou3BoACTBO B KaJApoOBOW Clyx0e : ydeOHO-
npaktrdeckoe nmocooue / M.IO. Poroxun. - 3-e u3n., nepepad. u aom. - Mocksa ;
bepmun : dupekr-Meaua, 2014. - 783 c¢. - ISBN 978-5-4475-1576-8 ; To xe

[DJIEKTPOHHBII pecypc]. - Pexum pa60TBI.
URL.: http://biblioclub.ru/index.php?page=book&id=253703.

2. PreibakoB, A.E. OCHOBBI nOenmompou3BoOjCTBAa : ydeOHWK : [12+] /
A.E. PeibakoB. — 3-e¢ m3a., ucnp. — Munck : PUIIO, 2016. — 320 c. — Pexum
JIOCTyIIA: TI0 MOJITIACKE. URL.:

http://biblioclub.ru/index.php?page=book &1d=463 666 (mara oOparieHus:
13.07.2020). — bubmuorp. B kH. — ISBN 978-985-503-606-8. — Tekcr
DJIEKTPOHHBIM.

3. SnkoBuu, I.A. Jlenonpou3BoJCTBO B KaapOBOM CIIyx)Oe : yuyeOHUK /
II.A. fIakoBuu. - MockBa : IOnuutu-/lana, 2015. - 161 c. - bubauorp.: ¢. 112. -
ISBN 5-238-01076-1 ; To e [DnexkrpoHHbIi pecypc]. - Pexum paboThI:
URL.: http://biblioclub.ru/index.php?page=book&id=119021.

JlonosiHUTEIbHAS JIUTEPATYypa

1. bapuxun, A.b. KanmpoBoe Aenonpous3BOACTBO : MPAKTHUYECKOE
noco6ue / A.b. bapuxun. - Mocksa : Kawmxkasrit mup, 2009. - 192 c. - ISBN 978-5-
8041-0340-9 ; To xe [DnekTpoHHBI pecypc]. - Pexum  paGoThI:
URL: http://biblioclub.ru/index.php?page=book&i1d=89682.

2. Kab6amos, C.}O. [lenonpou3BojCcTBO U apXUBHOE JIEJIO B TEPMHUHAX U
onpeneneHusix : yueonoe mocodoue / C.}O. Kabamos, U.I'. AchangusipoBa. - 3-¢
u3a., crep. - Mocksa : MznarensctBo «®@muHTan, 2018. - 295 ¢. - ISBN 978-5-

9765-0784-5 ; To xe [DOnekTpoHHBII pecypc]. - Pexum  paGoThI:
URL.: http://biblioclub.ru/index.php?page=book&id=69168.
3. Kanposuk [cOopHuk]: TpynoBoi koaexkc PD, kaapoBbie TOKYMEHTHI,

pexkomenmanuu / . - HoBocubupck : CuOupckoe yHUBEPCUTETCKOE M3aTelbCTBO,
2011. - 288 c. - ISBN 978-5-379-01509-1 ; To xe [DnekTpoHHBIN pecypc]. -
Pexxum padoter: URL: http://biblioclub.ru/index.php?page=book&id=57250.

4. MuxaiinioB, FO.M. JluuHble pAena COTPYAHUKOB KOMIIAHUU: Kak
mpaBUIbHO O(OPMIISATH, BECTM M XPaHUTh : [pakTUYeckoe rmocodue /

FO.M. Muxaitnos. - Mocksa ; bepnun : Jupekr-Meaua, 2014. - 160 c. : ni. -
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bubnuorp. B xH. - ISBN 978-5-4475-1870-7 ; To ke [DIeKTpoHHBIN pecypc]. -
Pexxum padoter: URL: http://biblioclub.ru/index.php?page=book&id=253691.

S. MycartoB, P.W. KanpoBoe nemonpousBojactso / P.M. Mycaros. -
Mockga : Jlaboparopust kauru, 2012. - 117 c. - ISBN 978-5-504-00068-8 ; To xe
[DJIEKTPOHHBII pecypc]. - Pexum padoThI:
URL: http://biblioclub.ru/index.php?page=book&id=141262 (26.08.2019).
Poroxun, M.IO. Opranuzanuss kagpoBod paOOThl HpeAnpusTHs : ydeOHO-
npaktudeckoe mocodbme / M.IO. Poroxun. - Mocksa ; bepnun : [{upext-Menaua,
2014. - 240 c. : un. - bubmuorp. B kH. - ISBN 978-5-4458-6532-2 ; To xe
[ DIEKTPOHHBI pecypc]. - Pexum paboThI:
URL: http://biblioclub.ru/index.php?page=book&id=253710 (26.08.2019).

6. Casenko, ILII. Tpynomoit komexkc u TpymoBoil mgoroBop /
[LII. CaBenko. - Mocksa : Jlabopatopus kuury, 2011. - 129 c. - ISBN 978-5-504-
00170-8 ; To ke  [DnexkrpoHHbli  pecypc]. -  Pexum  paboTHI:
URL.: http://biblioclub.ru/index.php?page=book&id=140832.
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kimouerd  (monb3oBareneit): 100% on-line. Xapaktepuctuku OUOIMOTESUHOTO
¢doHIa, NOCTYIl K KOTOpPOMY IpEAOCTaBISIETCS JOTOBOPOM: JOCTYI K 0a30Boi
yactu OBbC.

2. ObC «UM3narenscTBo I[lnaHera My3bIKW». DIEKTPOHHO-OMOIMOTEUHAS
cucrema OOO «M3parensctBo I[IJIAHETA MVY3bIKWy». IlpunaniexHOCTh
cTopoHHsA. www.e.lanbook.com. KommuectBo kimroueit (mombs3oBarteneid): 100%
on-line. Xapakrtepuctuku OuOMMOTEeYHOro (HOHIAA, JOCTYIl K KOTOPOMY
MIPEIOCTABISIETCA IOTOBOPOM: JAOCTYN K KOJUIeKIusaM: «My3bika u teatpy, «baner.
Tanen. Xopeorpadus.

3. Bl Onexrponnasa Cucrema «Kynbrypa». baza [laHHbIX OJEeKTpOHHas
Cucrema «Kynbrypay. [IpuHagiexxHOCTb CTOpOHHSA. http://www.e-mcft.ru.
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4. Web UPBUC (anekTpoHHBIM Katanior). MexIyHapojHas acCOLMaIMs
MOJIb30BaTeie W pa3pabOTYMKOB  DJIEKTPOHHBIX  OMOJMOTEK W HOBBIX
uHdopmanmoHHbix TexHonorud (accommanuss OBHUT). IlpunamiexxHocTb
cTopoHHssL. http://irbis.hgiik.ru.

5. eLIBRARY.ru — Hayunas snektponHas Oubimoreka. OOO Hayunas
JIeKTpoHHAss OmOnmoreka. [lpwHamIEKHOCTH CTOpPOHHSSA.  http://elibrary.ru/
JIuuensunonnoe cornamenue Ne 13863 ot 03.10.2013 r. — 6eccpouHo.

6. DnexktpoHHo-6moHoTeunas cucreMa ®I'bOY BO «XI'HMKy». ®I'BOY BO
«XTUK». [TpuHAAIEHKHOCTD cOOCTBEHHAS. JIokabHBIN JOCTYII.
http://carta.hgiik.ru. [Tpuka3 mo Uuctutyty Ne 213-06 ot 07.10.2013 T.

7. EnuHoe OKHO JOCTyma K 00pa3oBaTEelIbHBIM pecypcam. DJIEKTpPOHHas
oubnuorexka. ®I'AY 'HUU UTT «Uudopmukay, MunucrepcTBo 00pa3oBaHus U
HayKu P®. [IprHanIEKHOCTH CTOPOHHSIA. CB0OOTHBIN JTOCTYIL.
http://window.edu.ru

8. Emunas xomnexmus Lludposeix ObpazoBarenbHbix PecypcoB. OI'AY
'HUN UTT «udopmukay. [IpunamiexHocTs cTOpoHHsAS. CBOOOIHBIA AOCTYII.
http://school-collection.edu.ru

9. ®epepanbHbIi TEHTP HWHOOPMALMOHHO-00PA30BATENBHBIX PECYPCOB.
denepanbHblii IEHTP HHPOPMAIIMOHHO - 00pa3oBaTeNbHBIX pecypcoB, PI'AY
'HUN UTT «Mudopmuka». [lpunamiexsocts ctoponHss. CBOOOIHBIN JOCTYTI.
http://fcior.edu.ru

JIJisi TOATOTOBKM HAy4yHBIX paboT oOydarluecss MOTYT HCIOJIb30BaTh
MOJIHOTEKCTOBYIO 0a3y naHHbIXx Web of Science. Pexxum nmoctyma: 35eKTpOHHBIH,
U3 BHyTpeHHe# cetn uncturyTta. OpunmansHeiil caiit: webofknowledge.com

IIpodeccnonanbubie 0a3bl JaHHBIX, MH(OPMANMOHHBbIC CIPABOYHbIE
cucTreMsl U pecypcsl MHTEpHET CBOOOAHOIO 10CTYIA

10. https://www .kadrovik-praktik.ru/MatKadr - CBOOOTHO
pacmpocTpaHseMble  CIPaBOYHBIE  0a3bl JaHHBIX 10  KaJpOBOMY
JIeIIOTIPOU3BOICTBY.

11. https://www.eos.ru/eos_delopr/ - cBOOOZHO pacmpocTpaHseMas
WHPOPMAIIMOHHASL CIIPABOYHAS CHCTEMa II0 BOMPOCAM OpraHM3aluu pPabOTHI C
JTOKYMEHTaMH, aBTOMaTH3aIHH JIeTIOTIPON3BO/ICTBA, AIIEKTPOHHOTO

JOKYMEHTO000pOTa, apXUBHOTO JeTIa.

12. http://base.garant.ru - cipaBoYHas ipaBoBasi cuctema «l apanry.

13. http://www.top-personal.ru/ - cB0OOOAHO pacmpocTpaHsIEMbIi UHTEPHET
pecype, TPEACTaBISIONIMNA JOCTYN K JKypHaJaM «YTpaBICHHE IEePCOHATIOM,
«TpymoBoe mpaBo», «AIMHUHHCTPATUBHOE TIpaBo», «JleIOnpON3BOACTBOY,
«CekpeTapckoe Aeno».

14. http://delo-up.ru - cBOGOgHO pacmpocTpaHsieMas WHGOPMAIIMOHHAS
cnpaBo4Has 0asza, TpPEICTaBJSIONIAs IOCTYN K oOpasliaM pa3InyHBIX BHUIOB
JOKYMEHTOB ¥ alTOPUTMY JOKYMEHTHPOBAHUS PA3IUYHBIX YIIPABICHYCCKUX
oreparui.

15. www.docdelo.ru - cBoGogHO pacnpocTpansemas HHOOpMaAIMOHHAS
cnpaBo4Has 0a3a, MpeacTaBisIoNIas JOCTYI K oOpasliaM pa3jMuHbIX BHJIOB
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JIOKYMEHTOB W aJrOPUTMYy JOKYMEHTHPOBAHUS PA3JIMYHBIX YIIPABICHUYECKUX
OIeparui.

6.3. UnopmanmoHHbIe TEXHOJIOTHH, IPOrPaAMMHOE o0eceyeHue u
HHGPOPMALIMOHHBbIE CIPABOYHBbIE CUCTEMbI

[IporpammMHO-uH(pOpMaIIMOHHOE  Oo0ecriedyeHue  y4yeOHOro  mporecca
COOTBETCTBYET TpeOOBaAHUSIM benepaibHOTO rocyJapCTBEHHOTO
00pa3zoBaTeNbHOTO CTaHAapTA.

Jlns mpoBeieHUs 3aHATUH JICKITMOHHOTO THUIIA, 3aHATHI CEMUHAPCKOTO THIIA,
3aHSATUM MPAKTUYECKOTO THUIIA, TPYNIOBBIX KOHCYJBTAIUM, TEKYIIEro KOHTPOJIS U
MPOMEKYTOUYHON  aTTeCTAllMM  HMCIOJB3YeTCS  CACAYIOIMee  MPOrpaMMHOE
obecrieueHue:

— NMUIICH3UOHHOE MTPOMPHUETAPHOE MTPOTPAMMHOE 0OCCIICUCHHE:

1. Microsoft Windows

2. Microsoft Office (B cocraB makera Bxomsar: Word, Excel, PowerPoint,
FrontPage, Access)

3. Adobe Creative Suite 6 Master Collection (B cocraB makera BXOJAT:
Photoshop CS6 Extended, Illustrator CS6, InDesign CS6, Acrobat X Pro,
Dreamweaver CS6, Flash Professional CS6, Flash Builder 4.6 Premium
Edition, Dreamweaver CS6, Fireworks CS6, Adobe Premiere Pro CS6,
After Effects CS6, Adobe Audition CS6, SpeedGrade CS6, Prelude CS6,
Encore CS6, Bridge CS6, Media Encoder CS6);

— CBOOOJTHO pacIpocTpaHsIeMoe IPOrpaMMHOE 00eCTIeUeHHUE:

1. Habop oducHeix mporpamm Libre Office

2. ayauonpowurpsiBarens AIMP

3. BuaeonpourpsiBatesib Windows Media Classic

4. untepHer-Opay3ep Chrome.

JIJist caMOCTOSITENIHHOM MOATOTOBKU CTYJICHTOB K 3aHATHSM IO TUCUIUTLIIUHE
TpeOyeTcss oOpallleHne K IporpaMMHoMy ooOecrieueHuro Microsoft Windows,
Microsoft Office, B ToM uuncie A1 MOATOTOBKH MYJIbTUMEIUNWHBIX MPE3CHTAIIHMI
no TemMam cemMuHapoB B mporpamme PowerPoint. [l co3manusi KOHEYHBIX HE
peIaKTUPYEMbIX BEpCUH JOKYMEHTA PEKOMEH IyeTcCs ucroiib3oBaTh Acrobat X Pro,
BxomAamui B coctas makera Adobe Creative Suite 6 Master Collection.

[Ipy wW3ydeHHMH JUCHUIUIMHBI OOyYaromIuecs WMEIT BO3MOXKHOCTH
WCITOJIb30BaHUs WH(OPMAITMOHHO-CIIPaBOYHbBIX cucTteM «KymbTypa» m «I'apaHTy,
Bcepoccuiickyro OTpPacCJIEBYIO CIIPABOYHYIO CHUCTEMY «HMurdopmuo,
pedepaTuBHBIX U OMOIHOMETPUYECKUX 0a3 NaHHBIX PEICH3UPYEMOU JTUTEPATyPHI
Web of Science u Scopus, B COOTBETCTBUY C 3aKITIOYEHHBIMH JIOTOBOPAMHU.

Ha Bcex kommbloTepax B HMHCTUTYTE€ YCTAHOBJIEHO JUIIEH3MOHHOE
aHTUBUpYCcHOe mnporpamMmmHoe obOecneyenne Kaspesky Endpoint Security.
Heo6xoaumbiM ycioBreM HH(POPMAIMOHHON 0€301MaCHOCTH MHCTUTYTA SIBIISETCS
oOs3aTenbHAsT MPOBEPKAa HA HAJIWYHWE BUPYCOB BHEIIHMX HOCUTEICH Tepea X
ucroiab3oBanueM ¢ rmomoinsio Kaspesky Endpoint Security.

[lepeuricriienHoe nmporpaMMHOe obecrieueHre OOHOBISIETCS IO MEpe BhIXOJa

HOBBIX BEPCUM IIPOTPaMM B PaMKax COOTBETCTBYIOINX JIMIEH3UN U COTJIAILICHUM.
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6.4. MarepuajbHO-TeXHUYeCKas 0a3a

MarepuallbHO-TEXHHUECKOE  O0eCreyeHue peaiu3yeMord  JIUCHUILTHHBI
COOTBETCTBYET TpeOOBaAHUSIM dbenepanbHOTO roCcy1apCTBEHHOTO
00pa30BaTeNpHOTO CTaHapTA.

Jiist mpoBeieHs 3aHATUHM JICKIIMOHHOTO THUIIA, 3aHITHI CEMUHAPCKOTO THIIA,
TPYIIOBBIX W WHAMBUAYAJbHBIX KOHCYJbTAllMM, TEKYIIETO KOHTPOJA W
IIPOMEKYTOUHON aTTecTalliki B Y4eOHOM TMIpOLIeCC€ AKTHBHO HCIONb3YIOTCA
CJIeyIOIUeE CIeUaIbHbIe TOMEIICHUS:

- y4yeOHBIC ayJAUTOPUHU, OCHAIICHHBIC CIEIUATU3UPOBAHHON MeOeblo,
JEMOHCTPAIIMOHHBIM ~ 000pYy/ZOBaHHEM (MYJIbTUMEAUNHBIA PE3EHTAIMOHHBIM
KOMIIJIEKC B COCTaBE MPOEKTOpa, JKpaHa, AKTHUBHOM aKyCTHYECKOW CHCTEMBI,
MEPCOHAIBHOTO KOMIIbIOTEpA) M Y4YEOHO-HArJSIAHBIMA TocoOusiMA (B T.4. B
anekTpoHHoM Buae) (ayn. 303 (xkommbroTepHBIH Kiacc), 309 (mabGopaTopus
UH()OPMAITMOHHBIX TEXHOJIOTHH ).

J171st caMOCTOSITENNbHOU PaOOThI CTYICHTOB MTPEIHA3HAYCHBI:

- ayn. 209 (udrampHBId  3a1), OOOpPYAOBaHHBIE NEPCOHAIBLHBIMHU
KOMITBIOTEPAMH, OOECIEYMBAIOIIUMU JIOCTYN K SJIECKTPOHHOW HH(POPMAIMOHHO-
oOpazoBarenbHON cpeie opraHuzanuu, kK cetu «UHTepHeT», K 3IEeKTPOHHBIM
OMOTMOTEUHBIM CUCTEMAM.

[Tomemenne st  XpaHeHUST HW  NPOPUIAKTUYECKOTO  OOCITYKUBAHUS
yueOHoro obopynoBanus (ayn. 03, 122).

[Ipu HEOOXOAUMOCTH B Y4YE€OHOM IIPOIIECCE HCIIOJIB3YIOTCS KOMIUICKTHI
MIEPEHOCHBIX IEMOHCTPAIIMOHHBIX KOMIUIEKCOB (HOYTOYK, TPOCKTOP, SKPaH).

Bce xommbrorepsl HCTHTYTa O0OBEAMHEHBI B JIOKATHHYIO CETh, C KaXKIIOTO
W3 HUX BO3MOXKEH BBIXOJl B TI00anbHyI0 ceTh MHTEepHeT. MHCTUTYT MCHONb3yeT
BBIZICICHHBI KaHam co ckopocthio 10 MO/c. [Jlma CTymeHTOB — HMMeEeTcs
BO3MOKHOCTh BBIXOJla B CeTh MHTEpHET ¢ MOOWJIBHBIX YCTPOWCTB MOCPEACTBOM
cetu WiFi, koTopast ycTraHoBlIeHa B YUTaIbHOM 3aiie HCTUTYTA.

[IpoBeaenue JeKuuii MO AUCIUIUIMHE COMPOBOXKIACTCS MCIIOIB30BAHUEM B
KaueCcTBE yUeOHO-HATIISIHBIX MAaTEPHAIIOB CIIAI-TPE3CHTAIIMSIMHU

7. BOCIIMTATEJIbHAS PABOTA

Bocriuranue ~— oOyyarommuxcs  Npd  OCBOGHMM MMM OCHOBHBIX
npodeccuoHaNbHbIX  O0Opa3oBaTenbHbIX  mporpamMm  (mamee —  OIIOII)
OCYIIECTBJISIETCS. Ha OCHOBE pabodyeil mporpamMmbl BOCHUTAHUS U KaJlEHIAPHOTO
IJ1aHa BOCTIMTATENbHOM padoThl, BKItouaeMmbix B OIIOII.

Ilenp BocmHTaTeNbHONW pabOTBI — CO3AAHHUE YCIOBUW JUISI AKTUBHOM
KU3HEEATEIbHOCTH  OOYyYaloIIMUXCs, HX TPakKIaHCKOIO CaMOOIpe/eeHus,
Ipo(heCCHOHATIBHOTO CTaHOBJICHHS U WUHIVMBUYAJTbHO-JIMYHOCTHOM

caMopeaM3aliid B  CO3UJATEJIbHOM  JEATENbHOCTH JJISl  YJIOBJIETBOPEHMS
MOTPEOHOCTEH B HPABCTBEHHOM, KYJBTYPHOM, HHTEIUICKTYaIbHOM, COLIMAIBHOM H
npodeCCUOHAILHOM Pa3BUTH.

3aaun = BOCHHMTATEIBLHOH  pabOTHI:  pa3BUTHE  MHMPOBO33PEHUS  H

aKTyaJm3anua CUCTCMBbI 0a30BBIX HGHHOCTGﬁ JIMYHOCTH, HpI/IO6HI€HI/IC K
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00111e4YeIOBEUECKMM HOpMaM MOPAJId, HAIIMOHAJIBHBIM YCTOSIM U aKaJeMUYECKUM
TpaJMIIMAM; BOCIHMTAHME YBAXKEHHS K 3aKOHY, HOpMaM KOJUICKTUBHOW >KW3HH,
pa3BUTHE TPAXKIAHCKOW W  COLMAJIBHOM  OTBETCTBEHHOCTH; BOCIHUTAHHE
MOJIOKHUTEIIPHOTO OTHOIIEHUS K TPyAy, (GOopMHUpOBaHWE KyJIbTYphl M OTHUKH
npodecCUOHAILHOTO ~ 00mIieHus:;  (GOPMUPOBAHUE  JMYHOCTHBIX  KayecCTB,
HEO0OXO0MMMBIX 711 d(pPeKkTUBHON TPO(EeCCHOHATBLHOM MeATeTbHOCTH; BOCIIUTAHHUE
BHYTPEHHEH MOTPEOHOCTH JIMIHOCTH B 37I0POBOM 00pase KHU3HH, OTBETCTBEHHOTO
OTHOIIEHUS K TIPUPOJHOM ¥ COIMOKYJbTYPHOW Cpefe; TIOBBIIIICHUE YPOBHS
KYJIbTYPhI 0€301TaCHOTO TTOBECHUSI.

Ocobennoctn u Tpamgunuu HWHcTUTyTa OOYCIIOBIMBAIOT — CJEIYIOLIUE

OCHOBHEIC HallpaBJICHUA BOCIIUTATEIIbHOMN pa6OTBII IMIaTpUOTHUYICCKOC,
I'paXXaIaHCKOC, AYXOBHO-HPABCTBCHHOC, KYJIBTYPHO-TBOPUYCCKOC, Hay4YHO-
O6pa30BaT€HBHO€, HpO(bCCCI/IOHaJIBHO-pr,Z[OBOC, BOJIOHTCPCKOC

(moOGpoBoJsIbUECKOE),  JKOJOrHYeckoe,  ¢uzmdeckoe. Buapsl  aeqaTenbHOCTH
oOydJaronmxcsi B BOCHHUTATEIbHONM CcHUCTeME OO0pa30BaTeIbHOM OpraHU3alNU:
MPOCKTHAS JIESITEIBHOCTh (KaK KOJUIEKTMBHOE TBOPUYECKOE JI€JI0), BOJOHTEPCKAs
NEeATEIBbHOCTh,  y4eOHO-MCCIIeIOBATEIbCKAasl W HAYYHO-HCCIICI0BATEIbCKAs
JEATEIIbHOCTh, I0OCYTOBasi, TBOPUYECKAss U COLUAIbHO-KYJbTYpHas JIESITEIbHOCTh U
Ap.

BocnurarenpHbplii  TOTEHIIMAT  Y4e€OHO-UCCIEAOBATEILCKOM W Hay4HO-
UCCIIEIOBATENIbCKON  JIESITEIbHOCTH  PEANM3yeTCs B  IPOLECCE  Pa3BUTHUS
MCCJIeI0BATENLCKOW KOMIIETEHTHOCTH O0OYYArONIMXCsl Ha MPOTSHKEHUH BCETO CPOKa
ux o0ywyenuss B  HWHcrturyre.  PesynmpraThl  CTy/J€HUECKOM  HAy4dHO-
UCCJIeIOBATENLCKON JIESITEIbHOCTH MPOXOAST anmpoOalyio B paMKax Hay4YHBIX U
HAyYHO-TIPAKTUYECKUX KOH(MEPEHIIMH pa3IuyHOro YpoBHS, B T.4. KOH(EPEHIIHH,
OpraHu30BaHHBIX THCTUTYTOM.

CouMalibHO-KYJIbTYpHasi W TBOpUYECKas JESATEIbHOCTh OOyYaroluxcs
peanuszyeTrcsi NpU OpraHu3allid W TPOBEJCHUM 3HAYUMBIX COOBITUA U
MEpOIPUATHIA rPpakIaHCKO-MaTPUOTUYECKOM, Hay4YHO-HCCJIE10BATEIbCKOM,
COIIMOKYJBTYPHOU U (PU3KYJIBTYpPHO-CIIOPTUBHOW  HAMPaBIEHHOCTH. Bubl
TBOPUECKOM  JIeITeNbHOCTH  oOydaromuxcst B MHCTUTyTe:  My3bIKajJbHOE
TBOPUYECTBO, Xopeorpaduyeckoe TBOPUECTBO, TeaTpajbHOE TBOPYECTBO, HAYUHOE
TBOPYECTBO, MEIUAINPOEKTHI U IP.

Bononrtepckas aesTenbHOCTh 00YYaIOIMIMXCA — MIUPOKUNA KPYT HaIlpaBiIeHUN
CO3UIATEIPHON JEATEIbHOCTH, BKIIOYAIONIUN pa3udHble (OPMBI TPAKIAHCKOTO
yuyactusi. [lo wuHMIIMATUBE OOy4YalOIIMXCS W TPU HMX AKTUBHOM Yy4YacTHH B
NHCcTUTYyTE OCYIIECTBISIET CBOIO ACSATEIBLHOCTD JOOPOBOIBLYECKUM OTPsT «MBbI».

Peanmuzamuio PaGoueli mporpamMmbl BOCIUTAHHUS ITOMOTAeT OOECIEYMBATH
B3aUMOJICHCTBUE C PA3JIUYHBIMU COLMAIBHBIMU HWHCTUTYTaMH, CYObEKTaMH
BocrutaHusi. (Oco0oe 3HayeHue [Jii BOCHUTATEIBLHOIO IIpollecca HMEET
OpraHu3alus MPAKTUYECKON JEATEIHbHOCTH OOYYaIOIMIUXCA C IEJbI0 Pa3BUTHUS
npoEeCcCCHOHANIBHBIX KOMIETEHIMH B yciaoBusix MHcTuTyta M mpoduibHBIX
YUPEKICHUN U OpraHU3aLU K.
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8. OCOBEHHOCTHU OBYYEHUA UHBAJINAOB U JIULL C
OI'PAHUYEHHBIMH BO3MOKHOCTAMMU 310POBbA

B nponecce n3yueHuns IUCUUIUIMHBI U OCYIIECTBICHHS IPOLEAYP TEKYILEro
KOHTPOJISL YCIIEBAEMOCTH U TPOMEKYTOUHOM aTTeCTallid WHBAIUIOB W JIMI] C
OTPAaHUYCHHBIMH BO3MOXKHOCTSIMU 37I0pPOBbS MPUMEHSIOTCS  aJaliTUPOBAHHBIC
dbopMbl  00y4YeHHST € YYETOM HMHAMBUAYAJIbHBIX IMCUXO(MU3HOIOTUYECKUX
0COOEHHOCTEH.

OOyueHue Il C OrPAaHUYECHHBIMH BO3MOXKHOCTSIMH U HWHBAJUIOB
OpraHM3yeTCss KaK COBMECTHO C JIPYTUMH OOYYalOIIMMHUCS Ha JEKIMOHHBIX H
MPAKTUYECKUX 3aHITHAX, TaK U 110 HHIUBUAyaATbHOMY yieOHOMY TuTaHy. Bo Bpems
MPUEMHOM KaMIIaHWH, a TaK)Ke BO BPEMS CAAUH PA3IMIHBIX (DOPM MPOMEKYTOTHOM
¥ TOCYJIapCTBEHHON HMTOTOBOW arTecTanuyd B MHCTUTYTE CO3MaHBI HEOOXOAMMBIC
yCIIOBUSL JJs OKa3aHUS TEXHUYECKOW TIOMOIIM HWHBAaIWAaM U JIMIAM C
OTPaHUYCHHBIMH BO3MOKHOCTSIMHU 3J0POBBS (IIPH HEOOXOIUMOCTH MOXKET OBITH
JOMYIIEHO MPUCYTCTBUE B ayJUTOPUU AaCCUCTEHTOB, COMPOBOXIAIOIIUX JIHII,
Cc00aKU-TIOBOJIBIPS U T.11.).

OOyuaromyecss ¥W3 4YHCla WHBAIMIOB M JIMI] C OrPAaHUYECHHBIMU
BO3MOXKHOCTSIMU  310POBbsI, INpPU HEOOXOIUMOCTH, MOTYT OBITh OOECIECUEHBI
AJIEKTPOHHBIMU U TE€YATHBIMU 00pa30BATENBHBIMU pPECYpCaMU C YYETOM HX
WHIUBUYAIbHBIX TOTpeOHOCTe. s peanuzanuu  JTOCTYNHOW Cpeabl TpH
HEOOXOJMMOCTH B yueOHOM Ipoliecce MOTYT OBITh 3a/IeHCTBOBaHBI JOKYMEHT-
KaMepa Il YBETUYCHHS TEKCTOBBIX ()ParMEeHTOB M HM300paKeHUU (sl JUI[ C
HapyIICHUSMHA  3pCHHS) MW TEPEHOCHAas  WHAYKIIMOHHAs ~ CUCTeMa  JJIA
cnabocapimammx «Mctok» A2 cO BCTPOEHHBIM IUIEEPOM — 3BYKOBBIM
UH(POPMATOPOM.

OBC  «YuuBepcurerckas  OuONMMOTEKa  OHJIAWH»  MPEAOCTABISET
obyuaromumcs ¢ OB3 (1o 3peHuio) psia BO3MOXKHOCTEM sl oOecIeueHus
sbdexTuBHOCTH Tporiecca oOyudeHus. [lpu ureHun macmTa® CTpaHUIIBI CaiTa
MO>XHO YBEJIUYUTh C MOMOIIBIO CHEIMAIBHOIO 3HAYKa Ha TJIABHOW CTpaHMIIE.
MoOXHO UCHOJIB30BaTh IMOJHOAKPAHHBIM PEXUM OTOOpaKEHUS KHUTH WM
BKJIIOYUTH O3BYYMBAHHME HEIMOCPEACTBEHHO C cailiTa MpU MOMOIIM MPOrpaMm
AKpaHHOTO Joctyna (Hampumep, Jaws , «Balabolkay). CkaunBaembie pparMeHTHI B
dopmare pdf, wumeromme BBICOKOE KA4eCTBO, MOTYT  HCIOJIb30BAThHCS
TU(IONIPOrpaMMaMU i1  TOJOCOBOTO O3BYYMBAaHUS TEKCTOB, MOTYT OBIThH
3arpyXeHbl B THQIIOIUIEEPHI, a TaKKe CKOMHUPOBAHBI Ha JF000E YCTPONCTBO IS
KOM(pOPTHOTO YTCHHUS.

CepBuc OBbC «llutaTHUK» MOMOTraeT IOJb30BATEN0 W3BJIEYb LUTATy M
aBTOMAaTUYECKH (POPMHUPYET KOPPEKTHYIO OMOIMOrpadMvecKyto CChUIKY, YTO
O0COOEHHO aKTyaJIbHO JJIS JIUMI[ C OTPAaHUYECHHBIMA BO3MOXKHOCTSIMU U OOJerdaer
MPOILIeCC HAMKMCAHUSI KYPCOBOM MJTM BBIITYCKHOM KBaTU(DUKAITMOHHOU PaOOTHI.

Jlist moAroToBKU K 3aHATHAM oOydaromuecs ¢ OB3 (mo 3peHuo) mMoryt
UCIIOJIb30BaTh MOOWiIbHOe mnpuiokeHne ODBC «Jlanb», mnpeaHazHaueHHOE IS

03BYYHMBAHHUS TEKCTa KHUTH. PeXUM J0OCTyma: 3JEKTPOHHBIA, IPHIIOKCHUE
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