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l IlosicHuTeIbHAS 3alIUCKA

1.1 Ieanb u 3aaa4u JUCHUILIMHBI
lle]lb OMCI/}MI’UZMHbZZ NMOATOTOBUTH BBIITYCKHUKA, BJIAACHOIICTO HABBIKAMU BCIACHUS KAaAPOBOTO

ACIONPOU3BOACTBA.

3agaum IMCUMILIUHBI :

. CdopmMupoBaTh y CTyI€HTa KOMIIETCHIIUH, MO3BOJISIOIINE €My BBIMOJIHATH BECh
KOMIUIEKC PabOT MO KaJpOBOMY JIEIONPOU3BOICTBY;

. CdopMupoBaTh y HEro KOMILJICKCHOE MPEICTABIECHUE O CUCTEME JOKYMEHTAIMH T10

JIMYHOMY COCTaBY;

. Jlath mpeacraBieHre 00 YpOBHE pErIaMEHTAIlMU KaJpPOBOTO JIEIOMPOU3BOJICTBA B
P®;

. HayuuTth cTyneHTa coOCTaBisITh M O(OPMIISATE OpPraHW3aI[MOHHBIC KaJIpPOBBIC
JIOKYMEHTHI;

. Hayuutpe cryneHTa [OOKYMEHTHpPOBaTb OCHOBHBIE KaJpOBBIE MPOIEAYpPbI

COOTBETCTBHHU C TpCGOBaHI/IHMI/I 3aKOHOJaTCIbCTBA,

. Hayunuth cTyneHTa OpraHum3oBBIBaTH pabOTy KaJpOBOW CIyXOBbI, COCTaBIISATH

JIOKQJIbHBIC HOPMATUBHBIC aKThl, PCTIIAaMCHTUPYIOIUC €€ NCATCIIbHOCTD.

. OOyunThb

OCHOBHBIM

TEXHOJOT'NYCCKHUM

npucMam ACTIONPOU3BOACTBCHHBIX

OIepaLUii, OPraHU3alUuU XpPaHEHUs KaAPOBOU JOKYMEHTALIVH.

1.2 Hepequb MJIAHUPYEMBIX peE3yJIbTaToB oﬁyqumI o IMCHHMIIINHE,
COOTHECCCHHBbIX ¢ HHAUKATOPAMHU JOCTHKCHUSA KOMHeTeHHHﬁ

Komnerennus
(ko1 v HaMMEHOBAaHHUE)

HNuaukaTopbl KOMIETeHIM A
(ko1 v HaMMEHOBAHHUE)

PesynbraTsl 00yueHus

OIIK-2. CriocobeH HaXOAUTh
OpTraHU3aINOHHO-
YIpaBJICHICCKUC PEIICHUS TIPU
pernreHnH 3a71a4 B cepe cBoeh
poQeCcCHOHATHHOM
NIeATEeILHOCTU

OIIK-2.2. Opranu3oBeIBactT padbory
opa3ieNiecHuit B chepe
JIOKYMEHTAITMOHHOT'O0 00CCIICUCHUS
YIpaBJICHUS W apXUBHOTO JIENa

3nams: nopadox pabomsi cyico
OOKYMEHMAYUOHHO20 0becneyeHus
VAPAGIEHUSL U APXUBO8

Ymemy: peenamenmuposams pabomy
CYAHCO OOKYMEHMAYUOHHO20 0becneye s
VAPAGIEHUSL U APXUBO8

Buraoemy: nasvikamu opeanuzayuu
pabomul noopaszoeneruil 8 cghepe
OOKYMEHMAYUOHHO20 00ecneyeHUs
VAPAGIEHUS. U APXUBHO2O0 Oeld 6
COOMBEemMcmeu ¢ HOPMAaAMUGHbIMU
mpebosaHuAMU

VK-11. Cnocoben
(hOpMHUPOBATH HETEPITUMOE
OTHOIIIEHNE K
KOPPYIMIHOHHOMY ITOBEICHUIO

VYK-11.3. Braners HaBbIKAMHU paOOTHI C
3aKOHO/IATEIbHBIMU U APYTUMU
HOPMAaTUBHBIMH NPABOBBIMH aKTaAMHU

3name: 3axoH00amenvHule u Opyeumu
HOPMAMUGHbIMU NPABOGLIMU AKIMAMU 8
cghepe cyacebHoll dessmenbHOCHU
Ymemv: pabomams ¢ Hopmamuero-
npagoesotl 6azoil 6 cghepe CyxHceOHOl




OesimenbHoCmU

Baraoemw: nagvikamu npumenenus
AHMUKOPPYRYUOHHBIX HOPM 8
npogeccuonanvbHol OessmeIbHOCmu U
NOBCEOHEGHOU JHCUZHU

B pesynabTare OCBOEHHMS JMCHUIUIMHBI OOYYAIOIIMHCS JIOJDKEH JIEMOHCTPHPOBATH

CIIEAYIOIINE PE3YJIbTaThl 00pa30BaHUS:

1.3 MecTo AUCUMILIMHBI B CTPYKTYpPe OCHOBHOM 00pa3oBaTe/ibHOM

NporpaMMmblI
Juctumuza (Moayns) «KaapoBoe 1e1onpon3BoICTBO» OTHOCUTCS K 00s13aTeNIbHON YacTu 6J10Ka

JIUCUUIUIMH y4eOHOTO TUIaHa.

JUist OCBOEHMSI IUCIUILIMHBI HEOOX0IMMbI 3HAHUS, YMEHHS U BIIaJIeHUs, CHOPMUPOBAHHBIE
B XOJI€ U3YYCHHSI CIIECAYIOIIMX TUCIMIUIMH U MPOXOXKACHUS MPAKTHK: «/JoKyMeHTOBEaCHHEY,
«Opranusanus ¥ TEXHOJIOTUS TOKYMEHTAIITMOHHOTO 00ECTIEYeHUS YIIPABICHUS.

B pesynbraTe OCBOEHHS AMCUUIUIMHBI (OPMUPYIOTCS 3HAHUS, YMEHUS U BIAJCHUA,
HEOOXOAUMBIE JJIS M3YYEHUS CICIYIOUUX AUCHUIUIMH (MOJIYyJel) U MPOXOXKICHHUS MPAKTUK:
«Pernmamenranus JesATENbHOCTH KaIpoBOH ciyxObl», «{udppoBas Tpanchopmarus cucTeMbl
KaJpoBOW JOKyMEHTAaUUW», «3ammra M 00paboTKa TMEepCOHANbHBIX MTaHHBIX», «3aluTa
KOHUASHIIMATFHOW HMH(OpMAIMK B KaJIpoBOil ciyxbOe», «MH(OpMaIMOHHBIE CHCTEMBI B

KaZ[pOBOM CITyKOe».

2 Crpykrypa JUCUMILIMHBI

OO01mast Tpy10eMKOCTh TUCIUIUTHHEI cOCTaBisieT 4 3.e., 144 u.

CTpyKTYypa AU CUMILIMHBI /151 04HOH (pOpMBbI 00yUeHUsI

OO0beM IUCUMIUIMHBI B ()OpMe KOHTAKTHOM paOOThl OOYYAIOUIUXCS C MEAAarorHueCKUuMHU
paOOTHHUKAMU | (MJTH) JIMLIAMH, TIPUBJIEKAEMbIMHU K pean3aliii 00pa30BaTeIbHON MPOTrpaMMBbl Ha
MHBIX YCIIOBHSIX, IPH MPOBEACHNUHU YI€OHBIX 3aHSATHI:

Cemectp | Tun y4eOHBIX 3aHATHIA KomnuectBo yacos
2 Jlexnuu 32
2 Cemunapsbl/mabopaTopHbIe pabOThI 48
Bcero: 80

O0beM AUCIHUTITUHBI B OPME CAMOCTOATETHbHON pabOTHI 00YUAIOIIUXCS COCTABIISET 64
aKaJIEMIYECKUX YACOB.

CTpyKTypa AUCHUNJIMHBI 151 04HO-3204HOI (GopMbI 00yUeHHsI



O0beM mucCHUIUIMHBI B (hOpME KOHTAKTHOW pabOThI OOYYArOIIMXCS C MEAaroTHYECKUMU
paboTHUKaMHU ¥ (WIJIH) JIMIIAMU, IPUBJICKAEMBIMU K peaTh3aIiii 00pa3oBaTeIbHOMN MpOrpaMMbl Ha
WHBIX YCIOBUSX, IPH MTPOBECHUH YI€OHBIX 3aHSATHH:

Cemectp | Tun y4eOHBIX 3aHATHIA KomnuectBo yacos
2 Jlexumn 20
2 Cemunapsl/mabopaTopHble pabOThI 20
Bcero: 40

O0beM AUCIUTITUHBL B OPME CaMOCTOSTEIbHOU paboThI 00ydarmuxcs coctasiser 104
aKaJeMHYECKUX YacoB.

CTpyKTypa AUCHUNJIMHBI 1J15 3209H0 (OpMBbI 00yUeHNsI

OO0beM IUCHMIUTUHBI B ()OpME KOHTAKTHON paboThl OOyYaroUuXcsl C MeJarormyecKuMH
pabOTHHUKAMU | (MJTH) JIMIIAMH, TIPUBJIEKAEMbIMHU K peau3alii 00pa30BaTeIbHON MPOTrpaMMBbl Ha
MHBIX YCIIOBHSIX, IPH MPOBEACHUHU YI€OHBIX 3aHSATHI:

Cemectp | Tun y4eOHBIX 3aHATHIA KomnuectBo yacos
2 Jlexumn 16
2 Cemunapsbl/mabopaTopHbIe pabOThI 16
Bcero: 32

O0beM AUCIUTITUHBL B OPME CaMOCTOSTEIbHOU pabOThI 00ydaromuxcs coctassier 112
aKaJeMHYECKUX YacoB.

3 Conpepxanve TUCHUIIHHBI

Ne | HaumeHnoBaHue pasjesia Coaepxanne
JUCHHUILIAHBI
1 Bsenenune [Ipenmer, 3apmaum, COAEpKAHUE Kypca.

XapakTepucTUKa COBPEMEHHOM CUCTEMBI KaIpOBOM
JOKyMeHTauuu. B3anMmocsssb IIPOLIECCOB
YIPABJICHUs IIEPCOHAJIOM C COCTAaBOM M IMOPSIKOM
dbopMupoBaHMS ~ CHCTEMBI  JOKyMEHTAllUU IO
JUYHOMY cocTaBy. MecTo Kypca cpeau Apyrux
Hay4HbIX  JMCLUIUIMH:  «/lOKyMEHTOBeIcHUEY,
«Opranusanysi ¥ TEXHOJOTHS JTOKYMEHTALHOHHOI'O
oOecrieueHHs YIIPABIICHHUS, «YrpasieHue
nepcoHasiom», « TpynoBoe npaBo» u ap. Mcrounuku
U3Y4EHHUs Kypca. 3aKOHOATENbHbIE U HOPMATUBHO-

IpaBOBLIC aKThI, HOPMAaTUBHO-MCTOANYCCKUC




IOKyMeHThI. OTeuecTBeHHas! UCTOPUOTpadHsL.

Pernamenranusa
JOKYMEHTUPOBaHUS KaApOBOH
NEATeIbHOCTH U PabOTHI C
KaJpOBBIMU JOKYMEHTAMH.

BaKOHO,Z[aTCJIBHBIC W HOPMATUBHO-TIPABOBLIC AKTEI.

Tpynosoii konexkc Poccuiickonn Denepauuu
KaK OCHOBOW IIPAaBOBOMW aKT, ONPEAEIISIOIINI COCTaB
U TOpSIOK  OpOpMIIEHHS  JOKYMEHTOB IO
YCTAaHOBJICHUIO TPYAOBBIX OTHOILICHUW U TPYLOBOU
JEATeNbHOCTH PaOOTHHKA. 3aKOHOAATEIIbHBIE AKTHI
Poccun 0 NOKYMEHTHPOBAHUHM OTIEIBHBIX CTOPOH
TPYIOBOH JEATEIBHOCTU PA3JIMYHBIX KaTErOpUH
paOOTHHUKOB. 3aKOHOJATENbHBIE aKThl CYOBEKTOB
Poccuiickoit  ®epepauuu, VYkasel Ilpesunenra,
IlocTaHOBIEHUS U PACHOPSDKEHUS IPABUTEILCTBA

Pocculickoit @enepanuu.

HOpMaTI/IBHO -MCTOANYCCKUC HOKYMCHTHI .

KBanuduxannoHHbIi CIIPaBOYHHK u
npoeccuoHaNbHbBIE CTaHIApPThl, KaK OCHOBHBIC
HOpMAaTHUBHbIE JOKYMEHTBI, pErJIaMEeHTHPYIOIIHe
TpeOoBaHUA K KBATU(UKALWHU, 3HAHUSAM U YMEHHUSIM
paboTHUKOB. OOLIEPOCCUICKUE KIACCH(PHUKATOPHI
TEXHUKO-DKOHOMHYECKON u COLIMATILHOU
MH(pOpMAIINHY, YCTAHABIMBAIOIINE COCTAB U MOPSOK
3aI0JIHEHHSI KaJJPOBBIX TOKYMEHTOB.

TumoBsle TmEpeYHH U CPOKM XPaHEHUs
JTOKYMEHTAIIU! 1o JMYHOMY COCTaBy.
PerynupoBanue opraHuzaluu apXUBHOTO XpaHEHHS
JOKYMEHTAIMH 110 TUYHOMY COCTaBY B HOPMAaTHBHO-
METOUYECKUX NOKYMeHTax PO.

PazpaboTku I'ockomcrara PO o
YHU(UKAITTT bopm MIEPBUYHOMN YUETHOU

JOKYMEHTALIUH.




Opranuzanus paboThl KaApOBOi

CITYXOBI

CTpyKTYpbI KaApOBBIX cIyX0. UncieHHbIN
U JOJDKHOCTHOM cocTaB ciyxObl. Hopmatusel
BpPEMEHHU Ha pabOThI MO yYETY KaJpOB.

3amaun ¥ (QYHKIMHA KaJpPOBOW  CITYXOBI.
[Tonoxxenne 006 oTnene KaapoB (yIpaBlICHUH,
JnenapTamMeHTe U Jp.), Kak OCHOBHOM HOPMATHBHBIN
JOKYMEHT 1o OTIPEEIIEHUIO CTPYKTYDBHI,
YHUCJICHHOCTH, BUAOB PabOT 3TOTO MOJpa3IeNICHHS.
[Topsimox  pa3paboTku, coctaB uWHGOpPMALUKA U
CTPYKTypa TEKCTa IOJIOKEHUs. 3aKpeIUIeHHUE IIpasB,
OTBETCTBEHHOCTH, B3aUMOCBSI3€H OTAea KaApOB.

JIOJDKHOCTHBIE MHCTPYKLMHU, KaK OCHOBHOM
[IPaBOBOM aKT, OIIPEIEIAIOINN [IpaBOBOE
MOJIOKEHHE PAaOOTHUKOB KaJPOBOH CIyKObI H
OpraHM3anuio ux Tpynaa. HazHaueHue 10KHOCTHBIX
UHCTPYKLHH.

NHucrpykuys 1o KaJIpOBOMY
JEIONPOU3BOJCTBY, KaK OCHOBHOM HHCTPYMEHT
NOBBIIEHUST 3(PPEKTUBHOCTH pabOThl  KaJApPOBBIX
noJpa3aesieHui B chepe KaJIpOBOTO
JIEJIOTIPOU3BO/ICTBA.

Pernamenranuss paboThl C TNEPCOHAIOM B
JIOKaJIbHBIX HOpPMaTHUBHBIX aKTax u
OpraHU3alMOHHBIX JOKyMEHTaxX (ycras
OpraHM3alyuy, NpaBWIa BHYTPEHHETO TPYJOBOTO
pacrnopsaka, IOJOKEHUE O NMEPCOHATIBHBIX JAAHHBIX,

KOJUUIEKTUBHBIA JIOTOBOP U JIp.).

CocraB KazipoBOM TOKYMEHTAIUH.
JIOKyMEHTHPOBAaHUE TPYIOBbIX

OTHOILIEHUI.

XapakTepucTHUKa CUCTEMBI KaJpoOBOM
JOKYMEHTAI[MM, €€ COOTBETCTBUE  OCHOBHBIM
3ajjayaM 1o NoJ00py, YUeTy U pacCTaHOBKE KaJpOB.
OOsi3arenbHas U YCIOBHO-00s3aTeNbHAsT KaapoBas
JTOKyMEHTALHSI.

OpFaHI/ISaHI/IOHHBIC AOKYMCHTBI — IITATHOC




pacrucaHue, CTPYKTypa W IITaTHas YMCIEHHOCTb,
rpaduK OTITYCKOB.

PacniopsiauTenbHbple TOKYMEHTBI — MPHKa3bl
(pacmopspkeHus) 1O JUYHOMY cocTaBy. OOmue
TpeboBaHus K 0()OPMIICHHIO U CPOKAM MTOATOTOBKH.

WudpopmMaimoHHO-CTIPaBOYHbIE TOKYMEHTHI —
3asBICHUSI, TPEJCTABICHUS, YBEJAOMIICHUS, AaKThI,
JOKJIaIHBIE U OOBSICHUTENbHBIC 3aITHCKH.

VYueTHble GOPMBI U X HAa3HAYCHUE.

[Ipuem paboTHuKOB Ha paboty. CocraB
MEPCOHAIIBHBIX JOKYMEHTOB paboTHHKa,
MPEJCTaBISAEMBIX PA0OTOAATENIO JUISl YCTAaHOBIICHHS
TPYIOBbIX OTHOLIEHMN. TpymoBoi gorosop -
3aKOHOJIATENIbHOE  3aKpeIuieHue TpeOOBaHUM K
CTPYKType TEKCTa, TMOPSJIKY COCTaBICHHUS H
odopmiuenus. [loaroroBka u opopmiieHUE TPUKA30B
(pactiopspkeHuii) o mpueme Ha padoOTy. AHKETHI,
aBTOoOMOrpaduu, pesoMe H JAp. JOKYMEHTHI,
3aIoJIHsAEMbIE TIPH TIpUeMe Ha padoTy.

BHecenue cBefieHU# B TPYAOBYIO KHIDKKY M JIMYHYIO

KapTO4Ky pabOTHHUKA.

JIOKyMEHTUpOBAaHUE  JIBUKEHUS  KaJpOB.
Bunsr mepeBonoB. CoctaB M TOPSAOK H3IAHUA
JOKYMEHTOB, 0(OPMIISIONINX TPOLEAYPY MEepeBoOa.
Copneprxanue, MOpsAIOK MOATOTOBKU U O(opMIIeHHUs
IIPUKA30B (pacniopsixeHui) 0 [IEPEBOJIC
COTPYIHUKOB. JIOKYMEHTBI-OCHOBaHUSI K IpUKa3aM

0 TIepeBO/IC.

Bunst  ormyckoB. Ilopsimox  odopmiieHus
€KETOIHOTO OYEPEHOr0 OIIAYMBAEMOI0 OTITyCKa.
I'paduk OTIYCKOB, COCTaB, COJEpXKAaHUE, MOPSATOK
MIOATOTOBKH u odopmieHHs IIPUKA30B
(pacnopsbkeHuil) O  TPEAOCTaBICHUM OTIIyCKa.

Ilopsimox  mepeHoca  oTmycka.  JlOKyMEHTBI-




OCHOBAHHUS K MPUKa3zaM 00 OTITyCKax.

[Topsimok  odopmiieHHs] KOMaHAUPOBOK —
cocTaB JOKYMEHTOB, 0(GopMIIAIOIINX
KOMaHIMpOBaHHE pabOTHMKA, COJEpXKaHHE H

NMOpAAOK IMOATIOTOBKHU ITPUKA3a O KOMaHAWPOBKE.

Buasr noompennit. ConepkaHue, Mopsiaok
MIOATOTOBKH u odopmieHHS IIPUKA30B
(pacopspkeHHMi) O  TMOOLIPEHUH  PabOTHHKA.

I[OKYMCHTBI-OCHOBEIHI/I}I K IIprUKa3aM O IMOOIIPCHUH.

Bungr JUACIUTUIMHAPHBIX B3BICKAHUM.
Copneprxanue, MOpsAIOK MOATOTOBKU M O(opMIIeHuUs
IIPUKA30B (pacnopsixeHHi) 0 B3bICKaHUU.
JIOKyMEHTBI-OCHOBAHUS K IIPUKa3aM O HaJOKEHUH
JTUCUUIUIMHAPHOTO B3bICKaHMA. AKTBI 00 OTKa3bl

JaBaTb 00BACHEHHS U 3HAKOMHUTLCS C IMPHUKA30M.

Ilopsinox  mpoBeneHUS aTTeCcTaluu
paboTHHKOB B opranuzanuu. CocraB JOKYMEHTOB,
odopmistomux npouenypy. Conaepxanue, NOpsSA0K
MOJTOTOBKU u odopmIIeHUS MIPUKA30B

(pacmiopspkeHHit) 00 aTTecTalum.

ITopsinok YBOJIBHEHUS pabOTHUKOB.
OcHoBanust  yBOJbHEHUs paboTHHKOB. CocraB
JTOKYMEHTOB, 0(QOPMIITIOINX npouenypy.
Copneprxanue, MOpAIOK MOATOTOBKU M O(opMIIeHuUs
NpUKa3oB  (pacmopsokeHuil) 00 — yBOJIBHEHUH.

JIOKyMEHTBI-OCHOBAHHMSI K IIPHUKa3aM 00 YBOJIbHEHHUH.

Yd4er IUYHOTrOo cocTaBa.

Bugel  yyeTHbIX  IOKYMEHTOB. JInuHas
Kaprouka pabotHuka (popma T-2): cocraB

uH(OpMAIINHY, TOPSJIOK 3arOJIHEHHS U BEACHUS.

HopmaruBHass u mpaBoBas peryiaMeHTaLus
nopsifka BedeHHs JUYHBIX Jen. OdopmieHue u
BEJICHWE JHUYHBIX Jen paboTHukoB. CocTaB H

MoCJICaAOBATCIIbHOCTD PACIIOJIOKCHUA JOKYMCHTOB B
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JIMIHOM JI€CIIC.

TpynoBast KHM)KKa paOOTHUKA KaK OCHOBHOM
JOKYMEHT O TPYAOBOW AEATEIBHOCTH U TPYIOBOM
craxe pabotHuka. OdopmieHue u  BeleHHE
TPYIOBBIX KHUXKEK M BKJIAAblIed K HUM. I[lopsanok
BbIIauM AyOnMKaTta TPYJOBOW KHIDKKA. YYeT H
XpaHEHHE TPYAOBBIX KHWXKEK B OpraHU3aLMH.
OTBeTCTBEHHOCTh paboTonmaTeNss 3a XpaHEHHE H

3aIMOJIHCHUC TPYAOBBIX KHUKCK.

Opranuzanus paboThl C KaJAPOBBIMH

JOKYMEHTaMU

Perucrpanus [A0KyMEHTOB TIO JIMYHOMY
coctaBy. [IpaBuna perucrpanuu u UHACKCUPOBAHUS
KaJpOBBIX JTIOKYMEHTOB. PeructpanuonHsie (HopMbl
(TpamuuuoHHBIE W aBTOMaTtu3upoBaHHbIE). CocTaB
PEKBU3UTOB (II0JIEH) A PETUCTPALUU Pa3INYHbIX

BHUJOB JOKYMCHTOB 1 MMOPANOK UX 3aI1I0JIHCHHA.

CucremaTtuzanus M ONEPATUBHOE XpPAaHEHUE
JOKYMEHTOB IO JHYHOMY cocTaBy. OcoOeHHOCTH
dbopMupoBaHUA B JeNa JOKYMEHTOB IO JIMYHOMY
COCTaBy. IIpaBuna CUCTEMAaTHU3aLU1
pacropsaIUTEeNbHBIX JOKYMEHTOB, YYETHBIX (HopM,
TPYHOBBIX KHMIKeK. Cucremaruszanuss U XpaHEHUE

,Z[OKYMCHTOB-OCHOBaHI/Iﬁ K IIpHUKa3aM.

Homenknatypa J1en  KaJpoBOH  CIYXOBI.
[TopsimoK MOATOTOBKH, COCTABICHHUS U O(OPMIICHHS.
[IpumepHass HOMEHKIIATypa JeNl KaJpOBOH CITyKOBI.

[Tepexonsmue nena.

Cpoku XpaHEHMs KaJpOBBbIX JIOKYMEHTOB.

IToaroroBka JOKYMEHTOB K CIau€ B apXUB.

DkcnepTusa LIEHHOCTHU JOKyMEHTOB
KaJpOBOH CIIy’KOBI, €€ HOPMATHBHO-METOINYECKas

OCHOBA, OopraHu3aluvsa U NOpAAOK IMPOBCACHUS.

CocraB JJOKYMEHTOB KaJpOBOHl  CITy>KOBbI,

NOJJISKAIUX IIepefadye B  aApXWUB. IIpaBuna
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MIOATOTOBKHM JIOKYMEHTOB IO JIMYHOMY COCTaBy K
nepenaye B apxuB opraHuzauuu. CocTaBieHHE U
opopmiieHHE OMHUCH JOKYMEHTOB 10 JIMYHOMY
coctaBy. llopsnok yHUYTOXEHHS JOKYMEHTOB C

HUCTCKIINMHU CPOKAMHU XPaHCHHUA.

4 QOoOpa3oBaTe/ibHbIE TEXHOJIOTUH
Jlnist ipoBeIeHUs YUeOHBIX 3aHATHH 10 AMCHUIUIMHE UCTIONB3YIOTCS pa3iuuHble 00pa3oBaTeNbHbIC
TexHoJioruu. Jlns opraHuzanuu y4eOHOro mpolecca MOKET ObITh MCIOJb30BAHO DJIEKTPOHHOE
oOyueHue U (MIIM) JUCTAHIIMOHHBIE 00pa30BaTEeIbHBIC TEXHOJIOTHH.

5 OueHka IIAHMPYEMbIX Pe3yJIbTATOB 00y4eHH S
5.1 Cucrema oneHUBAHUSA

Texymuii KOHTPOJIb OCYIIECTBISETCS B BHJIE OLICHOK KOHTPOJBHBIX PabOT U 3aJaHUi Ha
npakTudeckux 3aHsATHsAX. KoHTposibHas pabGora Nel BbIsSBIsSIeT 3HAaHME COCTaBa M TOPSIKA
odopMIIeHHS JOKYMEHTOB B X0JI€ OCHOBHBIX Ka/IpOBBIX MPOLEAYp, U olleHuBaercs 10 20 6aios,
KOHTpoJIbHast paboTa Ne 2 moka3pIBaeT 3HAHUS CTYAEHTOB MO BOIIPOCAM OPTraHU3AIUN PAOOTHI C
KaJpOBOW JIOKYMEHTAIlMel U BBISBIIET TOTOBHOCTH CTYJCHTOB K IIPAaKTHYECKOil paboTe,
onenuBaercs 10 10 6amoB. MakcumalibHas OI[EHKA BBIIOJIHEHHS KaX /101 1a00paTopHOit paboThI
— 5 OannoB. IIpoMexyTOUYHBIH KOHTPOJIb 3HAHUH MPOBOJAUTCSA B (OPME UTOTOBOM KOHTPOIBHOM
paboThI, BKIIIOYAIOIIEH TEOPETHUECKHE BOMPOCHI U MPAKTUUECKOE 3a/laHKe, U olleHuBaeTcs 10 40
0aIoB.

B pesynpraTe TEKylero ¥ MpPOMEXYTOYHOTO KOHTPOJIS 3HAHUM CTYIEHTHI IOJIy4aroT

COOTBCTCTBYIOIIYIO OLICHKY 3a 5K3aMCH.

Dopma konmpona Makc. konuuecmeo 6annog
3a 00mny pabomy Bceeo
Tekymuii KOHTPOIIb:

- Konrponbhas padora Ne 1 (temst 1- 20 bannos 20 bannos
4)

- KouTponenas padora Ne2 (Temsr 5- 10 6annos 10 6annos
6)

- JlaGopatopnble paboTsI (TeMbI 1-6) 5 bannos 30 6annos
[TpomexyTouHas aTTecTalus 40 6annos
(9K3amen)

Htoro 3a cemecTp (AUCHUILIHHY) 100 6annos
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O1eHKa «y0BIETBOPUTEIBHOY BRICTABISIETCS OOyyJaroniemycsi, HabpasieMmy oT 50 1o 67

OaioB OayyIOB, OIEHKA «XOPOILIO» BBICTABIsIETCs oOydaromiemycsi, HabpaBiieMy ot 68 no 82

0aJIoB, OLIEHKA «OTIMYHO» BBICTABIsIeTCs oOyuaromemycs, Habpasmemy oT 83 no 100 Ganos,

c(OPMHUPOBAHHBIX B Pe3yJIbTaTe CyMMHUPOBAaHUS 0AJUIOB, MOJYYEHHBIX IPU TEKYILEM KOHTPOJE

U TIPOMEXYTOYHOH arTectanuu. [lomydeHHbIN COBOKYIHBIN pe3ynabTar (MakcumyMm 100 6amioB)

KOHBEPTUPYETCS. B TPAAULMOHHYIO IIKaly OLICHOK M B IIKaly OLCHOK EBpONENHCKON CHUCTEMBI

nepeHoca u HakoruieHus: kpeautoB (European Credit Transfer System; manee — ECTS) B

COOTBETCTBUH C TAOIUIEN:

100-6annbHas TpazionHas mKaa [kana
IIKana ECTS
95 — 100 A
3304 OTJIIMYHO B
68 — 82 XOpOILIO 3a4TEHO C
56 — 67 D
30-355 YJIOBJIETBOPUTEIBLHO E
20—-49 FX
0-19 HEYJI0BJIETBOPUTEIIBHO HE 3a4TEHO F
5.2 KpI/ITepI/II/I BBICTABJICHHUA OHCHKH 110 JUCHUIIJIMHE
Banasl/ Ounenka mo Kpurtepun oneHku pe3yJbTaToB 00y4eHHs MO
xana AUCHHIIIMHE AUCHHIIIMHE
ECTS
100-83/ «OTIMYHO»/ BricraBnsercs oOyyaromemMycs, €Ciid OH IITyOOKO U
AB «3a4YTEHO IIPOYHO YCBOWJI TEOPETUUECKUM U MPAKTUYECKUI
(oTIIIYHO)»/ MaTepual, MOKET IIPOJIEMOHCTPUPOBATH 3TO HA 3aHITUSIX
«3aUTEHO» U B XOJI€ IPOMEKYTOYHON aTTECTALIUN.
OOyuaromuiicsi UCUEPIBIBAIOIIE U JJOTHYECKH CTPOIHO
u3naraeT yuyeOHbI MaTepHual, yMeeT yBA3bIBATh TEOPUIO C
IIPAKTUKOM, CIIPaBJISIETCS C PELLICHUEM 3a/1a4
npodeccuoHaTbHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0’KHOCTH, MIPaBUJILHO 00OCHOBBIBAET MPUHSTHIC
peleHus.
CB000IHO OpUEHTUPYETCS B y4eOHOH 1
npodeccuoOHaNBLHON IUTEpaType.
O1eHKa Mo TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
y4€TOM PE3yJIbTATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCcTalllu.
Komnereniuu, 3akpemnyi€HHble 3a JUCIUTUITMHOM,
c(OpMHUPOBAHBI HA YPOBHE — «BBICOKHII».
82-68/ «XOpoIo»/ BricraBnsercs oOydaromemycsi, €CiM OH 3HaeT
C «3aUTEHO TEOPETUYECKUI U IPAKTUUECKUI MaTepHal, FPaMOTHO U 110
(xoporo)»/ CYLIECTBY M3JIaraeT €ro Ha 3aHATHSIX U B XOJ€
«3aUTEHO» IIPOMEXYTOYHOM aTTECTAl[H, HE IOIYCKasl CYIIECTBEHHBIX
HETOYHOCTEH.
OOyuaromuiicsi PaBUIBHO MIPUMEHSET TEOPETHUECKUE
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Banael/
HIxana
ECTS

OuneHka nmo
JUCHUILINHE

Kpurtepun oneHku pe3yJbTaToB 00y4eHHs 11O
AUCHHIIIMHE

IIOJIOXKEHHUS IIPU PELICHUH NIPAKTUYECKUX 3a1a4
npodeccuoHaTbHON HANPaBJIEHHOCTH Pa3HOTO YPOBHS
CII0’KHOCTH, BJIaJIeeT HEOOXOMMBIMHU JIJIsl 3TOTO HABBIKAMHU
U IpUEMAMH.

JIOCTaTO4HO XOPOILIO OPUEHTUPYETCS B yUEOHOH 1
npodeccuoHaNBLHON IUTEpaType.

O1eHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
y4€TOM PE3yJIBTATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCTaLluu.

Komnereniuu, 3akpemnyi€HHble 3a JUCIUTUITMHOM,
c(OpMHPOBAHBI HA YPOBHE — «XOPOLIHIY.

67-50/
D,E

«YIIOBJIETBOPU-
TEIBHOY/
«3aUTEHO
(ymoBnerBopu-
TEJILHO)»/
«3aUTEHO

BrictaBnsercs o0ydaroiemMycsi, €Cii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUYECKUI U IMPAKTUYECKUN MaTepHall,
JOITYCKAET OTJENbHBIE OMIMOKH MPH €T0 U3JI0KEHUU Ha
3aHATHUAX U B XOJI€ IPOMEKYTOYHOM aTTECTALINU.
OOy4Jaromuiics UCTIBITHIBACT ONIPEACTIEHHBIC 3aTPYAHCHUS
B IPUMEHEHUU TEOPETUUYECKHUX MMOJIOKEHUN TP PELIEHUHT
MPAKTUYECKUX 33]1a4 PO (HEeCCHOHATLHON HAPABICHHOCTH
CTaHJIapTHOT'O YPOBHS CJIIOKHOCTH, BIAJACET
HEOOXOIUMBIMH TSl 3TOTO 0A30BBIMH HABBIKAMU U
IpUEMaMHu.

JleMOHCTpHpYeT TOCTATOYHBIN YPOBEHB 3HAHUS yIEOHOMH
JUTEPaTyphl 1O JUCIUILIIMHE.

OreHka 1Mo TUCIUTUIMHE BHICTABIISIOTCS 00YJaromeMycs ¢
y4€TOM PE3yJIbTATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCTalUu.

Komnereniuu, 3akpemnyi€HHble 3a JUCIUTUTMHOM,
c(hOopMUPOBAHBI HA YPOBHE — «I0CTATOYHBINY.

49-0/
F,FX

«HEY/IOBJICTBOPHUTE
JIBHO»/
HE 3a4YTEHO

BrictaBnsiercs oOydaroniemMycsi, €Clid OH He 3HaeT Ha
6a30BOM ypOBHE TEOPETUUYECKHI U MPAKTHUECKUI
MaTepHall, JI0IycKaeT rpyoble OMMOKH MPH €ro
W3JI0KEHUU Ha 3aHATUAX U B XOJI€ IPOMEKYTOUHON
aTTeCTalluu.

OOyuaromuiicsi UCTIBITHIBACT CEPbE3HbIC 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUUECKUX MTOJI0KEHUN IIPU PEILICHUN
MPAaKTUYECKUX 3a7a4 Mpo(hecCHOHaTbHON HAlIPaBJICHHOCTH
CTaHIAPTHOI'O YPOBHS CIIOKHOCTH, HE BJIAJIEET
HEOOXOAUMBIMHU JJIs1 3TOTO HAaBBIKAMU U MPUEMAMHU.
JleMoHCTpHpYeT (hparMeHTapHbIe 3HAaHUS YUeOHOM
JIUTEPaTypsl 110 JUCLUIIIMHE.

O1eHKa MO TUCIMITIIMHE BHICTABISIOTCS 00yJaromeMycs ¢
y4€TOM PE3yJITATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalluu.

KommnereHimu Ha ypoBHE «JOCTaTOYHBIIY, 3aKPEIUIEHHBIE
3a IMCUUIUIMHON, HE C()OPMHUPOBAHBI.
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5.3 OueHouHble cpecTBa (MaTePHUAJIbI) AJM TEKYIIer0 KOHTPOJIS
ycneBaeMoOCTH, IPOMEeKYTOUHOM aTTecTAIlUN 00yUAIINXCSH M0
TUCIHIJINHE

Bapuanmuvr konmponwvnoi padomur Ne 1

Bapuanr 1

1.B kakux ciaydasx KaapoBas ciyx0a MMeeT IPaBo BbIAATh AyOIUKAT TPYAOBOM KHIKKH? Kak
3TOT JOKYMEHT odopmiisercs?

2.Ilepeuncnute BUIBI JOKYMEHTOB, MMPUMEHSIEMbIC MPU  TMEpEeBOJC Ha Apyryro padorty. Kak
odopmITsIeTCsT KaXKIbIiA U3 HUX?

3. HazoBuTe TOKyMEHTHI, IPEIOCTABISIEMbIE PAOOTHIUKOM IPH MOCTYIUICHUU Ha padoTy.

4. KakuM JIOKaJTbHBIM HOPMATHUBHBIM aKTOM PETJIAMEHTHPYETCsl paboTa KaJIPOBBIX CIICIUATICTOB

C IEpCOHAJILHBIMU TaHHBIMU? J[aliTe eMy XapaKTEpUCTHKY.

Bapuanr 2

1. XapakTepucTHKa Ha3HAYCHUsI TPYJOBOW KHIDKKHA. B Kakoil cpok JoJKkHA OBITH 3aBesieHa
TpY/AOBasi KHI)KKA MPU MOCTYIUIEHUU Ha padoTy BIiepBbIe?

2.Ilepeuncaure BUABI JOKYMEHTOB, IPUMEHIEMbIE TIPH YBOJIbHEHNHU. Kak odopmMiseTcs Kax b
U3 HUX?

3.Kakoil J0OKanpHBI HOPMATHBHBIM aKT ONPENENIAECT OpPraHU3alMI0 TpyAda COTPYIHUKOB B
KOMIIaHUH. J[aliTe eMy XapaKTepUCTHUKY.

4.HazoBute uHGOpMaLNIo, 0053aTEIbHYIO I BKIIOUYEHHUS B TPYIOBOM JOTOBOD.

Bapuanmuvr konmponwvhoi pabomur Ne 2

Bapuanr 1
1. Tlepeuucnure cocTaB JOKYMEHTOB JUYHOTO Jena paboTHuKa. KakuMu HOpMaTUBHBIMH
JIOKYMEHTaMU 3TO OIpeAesIeHO?
2. HazoBure JOKyMEHTHI KQJIPOBOM CITY>KOBI, TIOIIS)KAIIHE TIEPEIavue B apXHB.
Bapuanr 2
1. KakoBBI 0COOCHHOCTH COCTaBIICHUS HOMEHKIIATYPHI JIe]l KaJpOBOH CITyKObI?

2. HazoBwure 00s13aTenbHBIE pETUCTPAIMOHHBIE (POPMBI KaIpOBOM CIYKOBI?

Hpumepubte KOHmMPOJtbHblE 60NPOCHL onsa npome.)fcymoquoﬁ ammecmavuu.



15

1. Ilepeuncnurp 3aKOHOJIaTEIbHbIE aKTBI, KOTOPBIMU periaaMeHTUpyeTcs
JOKYMEHTUPOBAHUE KaJPOBOH IEATEIbHOCTH B HACTOSAIIEE BpeMs?

2. llepeuncnautsb HOPMaTUBHO-METOINYECKUE JOKYMEHTBI, peraaMeHTUpYoLIne
JOKYMEHTUPOBAHUE KaPOBOH A€ATEIBHOCTH.

3. Ha3zBare BHIBI JOKYyMEHTOB, IPEAbSBIsIEMble pAOOTHUKOM IpU IIpUeMe Ha padoTy.

4. HazBatb BHIBl  JOKYMEHTOB,  YCTAQHOBJIEHHBbIE  TpyaoBbIM  KojekcoM  P®,
JOKYMEHTUPYIOIIKE IprueM pabOTHHKA Ha paboTy.

5. Tlepeuncnuth BUABI JOKYMEHTOB, O(GOPMIISIONIME HM3MEHEHHE YCIOBUH TpPYHOBOTO
J0roBOpa.

6. IlepeuncnuTh BHUABI JOKYMEHTOB, YCTAHOBJIEHHbIE TpyHOBBIM KojaekcoM Pd g
PEryIMpOBaHUs TPYJOBBIX OTHOILIEHUH.

7. CpoKH NOArOTOBKH, KAKUX JOKYMEHTOB 10 JJOKYMEHTUPOBAHUIO KaJJpOBOM JESITENILHOCTH
YCTaHOBJIEHBI 3aKOHOAATEIBHO?

8. Kakue QpyHKIMN KagpoBOU CIIyObI CBSI3aHBI C y4€TOM JIMYHOTO COCTaBa?

9. Kakue  ¢yHKUMM [OJDKHA BBIMIOJHATH KaapoBasi CIyx0a npu odopMiIeHUN
YBOJIbHEHUS PaOOTHHUKA C pabOThI ?

10. Kakumu gokymeHTamMu 0(opMIIIeTCsl YBOJbHEHHE paOOTHUKA?

11. HazoBuTe (hyHKIMU KaIpOBOH CIy:KOBl CBSI3aHHBIE C TPYAOBBIMH KHIDKKAMU?

12. Kakumu gokymeHTamMu 0(opMIIseTcs aTTecTanus paboTHUKOB?

13. HazoBuTe 0cOOEHHOCTH HOMEHKJIATYPHI 1€ KaJpOBOW CITyKOBI.

14. Kakue nena kaapoBOil CIy>KObI OTHOCSTCS K KATETOPHH HEPEX0IAIuX?

15. IlepeuncauTh 0cO6EHHOCTH (POPMUPOBAHUS JTMYHOTO JieNa pabOTHHKA ?

6 VYueOHO-MeTOAM4YecKoe U MHGOPMALIMOHHOE 00ecTiedeHUe TUCIHIJINHBI
6.1 CnuCOK HCTOYHHUKOB M JIUTEPATYPHI

HUcTounukm (00si3aTesIbHbIE)

Koncrurymus Poccuiickoit @enepannu (¢ uamenenusimu Ha 30 nexadps 2008r.). M. 2004

TpynoBoii xoxmekc Poccuiickoit ®enepaunun ot 30.12.2001 Ne 197-®3. Ilpunsr

Tl'ocynapctBennoii JIymoit 21 mexadpst 2001r. (B pen. ot 29.12.2010) // [DnekTpoHHSBIH pecypc].
— M., 2022. — Pexxum noctyna: https://www.consultant.ru/document/cons_doc LAW_28399/

3akon Poccuiickoit @eneparuu ot 25 okta0ps 1991 r. Ne 1807-1  «O s13p1Kax HApOJ0B
Poccmiickoit ®enepauumn» //[Dnexrponnsiii pecypc]. — M., 2022. — Pexum nocryna:

https://www.consultant.ru/document/cons_doc LAW_15524/



https://www.consultant.ru/document/cons_doc_LAW_28399/
https://www.consultant.ru/document/cons_doc_LAW_15524/
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@enepanbhblil 3akoH PO ot 27.07.2004 Ne 79-®3 «O rocynapcTBEHHOM I'paskJaHCKOM
cnyx6e Poccuiickoit denepanuny» // [DnekTpoHHBINH pecypc]. — M., 2022. — Pexxum pocryma:
https://www.consultant.ru/document/cons_doc LAW_48601/

®enepanbHblil 3ak0H Poccuiickoit @eneparuu ot 01.06.2005 Ne 53 «O rocynapcTBEHHOM
sa3pike  PDy»//  [Onektponnslii  pecypc]. — M., 2022. - Pexum pocryma:http
https://www.consultant.ru/document/cons_doc LAW_53749/

@enepanbHblil  3akoH  Poccuiickont @enepauuun ot 06.12.2011 Ne 402-®3 «O
OyxranTepckoMm yuere»// [DnekrpoHHbld pecypc]. — M., 2022. — Pexxum pocrtyma: http://
https://www.consultant.ru/document/cons_doc LAW_122855/

@enepanbhblil 3akoH Poccuiickoit ®enepaunn ot 02.05.2006 Ne 59-®03 «O nopsake
paccMoTpeHus oOpalieHuid rpaxkaan»// [DnekTpoHHbli pecypc]. — M., 2022. — Pexum gocrymna:

https://www.consultant.ru/document/cons_doc_ LAW_59999/

@denepanbubiii 3akoH oT 27 utons 2006 r. N 152-®3 "O mepcoHaNbHBIX JTaHHBIX'//
[DneKTpOHHBII pecypc]. — M., 2022. — Pexxum JOCTyna:
https://www.consultant.ru/document/cons_doc LAW_61801/

@®enepanbublii 3akoH 0T 01.10.2004 Ne 125-®3 «O6 apxuBHOM nene B Poccuiickoit
@eneparun»  //  [OnekrponHsld  pecypc]. — M., 2022. — Pexum pocryma:http:
https://www.consultant.ru/document/cons_doc_ LAW_1406/

@enepanbubiii 3ak0H OoT 29.07.2004. Ne 98-®3 «O xkommepdeckoil TaitHe» //
[DneKTpOHHBII pecypc]. — M., 2022. — Pexxum JOCTyna:
https://www.consultant.ru/document/cons_doc LAW_48699/

®enepanbubliit 3ak0H 0T 16.12.2019 Ne 439-03 «O BHeceHuu uzMeHeHuii B TpyaoBoit
kozaekc Poccuiickoit deneparyu B 4acTi GOPMHUPOBAHUS CBEACHUH O TPYIOBOW NESATEIHLHOCTH B
SNIEKTPOHHOM  BUZAE» [DnekTpoHHbli pecypc] — M., 2022. — Pexum pgocrtyma: //

https://www.consultant.ru/document/cons_doc LAW_340241/

®enepanbHblil 3ak0H 0T 16.12.2019 Ne 436-D3 «O BHecenuu usmeHnenuit B OenepanbHblil
3akoH «O0 WHIMBUAYaTbHOM (NEPCOHM(UIIMPOBAHHOM) YYeTe B CHUCTEME O05S3aTeIbHOTO
NEHCUOHHOTO CTpaxoBaHUs» [DneKkTpoHHbId pecypc] — M., 2022. — Pexum pocryma: //

https://www.consultant.ru/document/cons_doc_ LAW_340238/

Va3 Ilpesunenra Poccuiickoit @eneparnu ot 0.03.1997 Ne 188 «O06 yrBepkaeHUU

NepeyHs CBEJCHUN KOH(UICHIMANIBHOTO Xapakrepay // [DnekTpoHHBIH pecypc]. — M., 2022. —

Pexxum nocryna: https://base.garant.ru/10200083/
Vka3z Ilpesugenta P® ot 01.02.2005. Ne 110 «O mnpoBeneHHWH aTTeCTallUU

FOCYJAPCTBEHHBIX TpaXXJAaHCKUX ciayxkamux Pocculickonn ®@enepauuun». Ilonoxenue o


https://www.consultant.ru/document/cons_doc_LAW_48601/
https://www.consultant.ru/document/cons_doc_LAW_53749/
https://www.consultant.ru/document/cons_doc_LAW_122855/
https://www.consultant.ru/document/cons_doc_LAW_59999/
https://www.consultant.ru/document/cons_doc_LAW_61801/
https://www.consultant.ru/document/cons_doc_LAW_1406/
https://www.consultant.ru/document/cons_doc_LAW_48699/
https://www.consultant.ru/document/cons_doc_LAW_340241/
https://www.consultant.ru/document/cons_doc_LAW_340238/
https://base.garant.ru/10200083/
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NIPOBEACHUHU aTTECTAIlMM TOCYJAPCTBEHHBIX TPAXKIAHCKUX ClyXamux P // [DnexTpoHHBIH

pecypc]. — M., 2022. — Pesxxum noctyma: https://base.garant.ru/187828/

Va3 [Ipesunenta PO ot 01.02.2005. Ne 111 «O mopsinke caayu KBaIM(PUKALMOHHOTO
9K3aME€Ha I'OCYJapCTBEHHBIMU TI'PaXXIAaHCKUX ciyxxamux Poccuiickoit denepanyy U OLEHKE UX
3HAaHUM, HAaBBIKOB W yMEHHi». // [DnexTpoHHbIA pecypc]. — M., 2022. — Pexxum pocryma:

https://base.garant.ru/187830/

Vka3 IIpesupenta ot 01.02.2005. Ne 112 «O KOHKypce Ha 3aMeLIEHHE BaKaHTHOU
JOJKHOCTH TOCYIapCTBEHHOM rpakKIaHCKOM ciry:k0b1 Poccuiickoii denepanumy // [ DneKTpOHHBII

pecypc]. — M., 2022. — Pesxxum nmoctyma: https://base.garant.ru/187829/

Vxa3 Ilpesupenta PD ot 16.02.2005r. Ne 159 «O mpumepHoii ¢opme CIry:KeOHOTO
KOHTPAKTa O MPOXOKJICHUH rOCyIapCTBEHHOM TpaKaaHCKOM ciryxObl Poccuiickoit @enepanuu u

3aMEIIeHUH JOJDKHOCTH TOCYapCTBEHHOW IpaxaaHcKon ciyx0bl Poccuiickoit denepauum». //

[DnexTpoHHbIH pecypc]. — M., 2022. — Pesxxum nocryna: https://base.garant.ru/187879/

Vka3 Ilpesugenta Poccuiickoit @enepaunu ot 30.05.2005. Ne 609 «O mepcoHambHbIX
JAHHBIX TOCYAAPCTBEHHOI'O IpakJAaHCKOro ciyxamero Poccuiickoit denepanuu U BEIEHUU €r0
auyHoro  gema» // [OnexkTpoHHmlid  pecypc]. — M., 2022. — Pexum jgocryma:

https://base.garant.ru/188234/

Vka3 Ilpesunenta Poccuiickoit @epepauun ot 18.06.2005. Ne 813 «O mopsiake u
YCIOBHSIX KOMAaHAMPOBaHUS (eAepalbHBIX TOCYAAPCTBEHHBIX TI'PAXAAHCKUX CIyXaIux» //

[DnexTpoHHbIH pecypc]. — M., 2022. — Pesxxum mocryna: https://base.garant.ru/12141130/

Pacnopspkenue IlpaButensctBa PD ot 21.03.1994. Ne 358-3 «O06 obecrieuenun
COXPAaHHOCTH JOKYMEHTOB IO IMYHOMY COCTaBy» // [ DnexTpoHHsIi pecype]. — M., 2022. — Pexum

nocryma: https://base.garant.ru/10104180/

Pacnopsoxenue IIpaBurensctBa PO ot 23.04.1992 Ne 781-p «O0 ynydmieHUH XpaHEHUS U
MCIOJIb30BaHUS JIOKYMEHTOB TIO JTUYHOMY COCTaBy»// [DnekTpoHHBIA pecypc]. — M., 2022, —

Pexxum nocryna: https://base.garant.ru/104711/

[Tpuka3 Muntpyna Poccun ot 19.05.2021 N 320u "OO6 yrBepx)aeHuu (OpMBI, MOPSIKA
BEJICHUS M XpaHEHUs TPYIOBBIX KHMXeK" // [DnextpoHHbI pecypc]. — M., 2022. — Pexum

noctyna: https://www.consultant.ru/document/cons_doc LAW_385617/

ITpuka3 Pocapxusa ot 31.07.2023 N 77 "OG0 yrBep:xaenuu [IpaBuin opranuzanuu XpaHeHus,
KOMIUIEKTOBAHHUS, y4eTa M HCIOJb30BAaHUS JIOKYMEHTOB ApxuBHOro ¢onga Poccuiickoii
denepauyy U Ipyrux apXUBHBIX TIOKYMEHTOB B FOCY/IapCTBEHHBIX OPraHax, OpraHax MECTHOTO
caMOyIpaBIeHHs U opranuzanusax"//

https://www.garant.ru/products/ipo/prime/doc/407519908/?ysclid=lujiiaghw0184827743



https://base.garant.ru/187828/
https://base.garant.ru/187830/
https://base.garant.ru/187829/
https://base.garant.ru/187879/
https://base.garant.ru/188234/
https://base.garant.ru/12141130/
https://base.garant.ru/10104180/
https://base.garant.ru/104711/
https://www.consultant.ru/document/cons_doc_LAW_385617/
https://www.garant.ru/products/ipo/prime/doc/407519908/?ysclid=lujiiaghw0184827743
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HcTouHuKH (IONMOJHUTETbHbIE)

®enepanbhblii 3akoH PO o1 27.07.2006 Ne 149-03 «O06 nndopmanuu, HHGOPMAIMOHHBIX
TEXHOJIOTUAX M 3amuTe uHGopMmauuu» // [DnekrpoHHslid pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

@enepanbHblii 3ak0H 0T 26.12.1995. Ne 208-03 «OO0 akiuoHepHBIX oOmiecTBax» //
[DnexTponHEIH pecypc]. — M., 2019. — Pexum nocryma:http://www.consultant.ru.

[Tocranosnenue [IpaBurensctBa PO ot 01.07.2022 N 1192 "O6 yrBepxxkaenuu [Ipasuin
B3aUMOJICHCTBUSL WH(POPMAIMOHHON CHUCTeMBbl paboTonarensi, MO3BOJAIONEH 00ecnednThb
MOJIMTUCAHNE 3JIEKTPOHHOTO JIOKYMEHTa B COOTBETCTBUH € TpeboBaHMAMHU TpydoBOTO KOJIEKca
Poccuiickoit deneparyu, XpaHeHUE JIEKTPOHHOTO JTOKYMEHTa, a Takke (UKCAIHio (akTa ero
MOJIydeHUsI  CTOPOHAMHM  TPYAOBBIX OTHOIICHHWH, ©  (erepaqbHOW  TOCYAapCTBEHHOM
nHpopMaMOHHON cucteMbl "EAMHBINA MOpTan rocylapCTBEHHBIX M MYHUIMIAIBHBIX YCIIYT

(pynkmmit)" // https://base.garant.ru/404937341/

[TocranoBnenue IIpaButensctBa PD ot 13 mas 2022 r. N 867 "O eaunoit mudpoBoit
wiarpopMe B cdepe 3aHATOCTH M TpPyAoBbIX oTHomeHuid "Pab6ora B Poccun'"// URL:

https://base.garant.ru/404612909/

ITpuka3 Muntpyzaa Poccun ot 20.09.2022 N 5781 "O6 yTBep>KICHNUU €JMHBIX TpeOOBaHUN
K cOCTaBy U (hopMaTaM JJOKyMEHTOB, CBSA3aHHBIX C pabOTON, 0(hOPMIISIEMBIX B 3JIEKTPOHHOM BUJIE
6e3 nybonmpoBaHus Ha OyMaKHOM Hocutene"

// URL:https://www.garant.ru/products/ipo/prime/doc/405265705/

[Tpuka3z Muntpyna Poccun ot 10.11.2022 N 7131 "O06 yrBepxkaeHUn (GopMbl CBEICHUN O
TPYAOBOH  NEATENBHOCTH,  IpenocTaBisieMol  paboTHMKY  paboTtonareneMm,  (pOpMbI
NIPEOCTABJICHUSI CBEACHUN O TPYAOBOM AEATENLHOCTH M3 MH(OPMAIMOHHBIX pecypcoB DoHaa
IIEHCMOHHOTO ¥ COLMAIbHOIO cTpaxoBaHus Poccuiickoii @enepanuu U nopsiika ux 3anojHeHus"
(Bmecre ¢ "llopsiakom 3amonHeHust ¢opmbl  "CBeneHHs O TPYAOBOM  JESATEIBHOCTH,
npenoctaBisiembie paboTHHKy paboromarenem (CT/-P)" u dopmber "CBeneHus o TpyHOBOiA
NEATeNbHOCTH, TPEeNOCTaBsieMble W3 MH(OPMAIMOHHBIX pPecypcoB (OHIa TEHCHOHHOTO
HCOILMAIBLHOTO CTpaxOBaHUS Poccuiickoi denepanuu (CTO-COP)"). /!

https://www.garant.ru/products/ipo/prime/doc/405879309/

[Tpuka3 Munguna Poccun ot 30.03.2015 N 521 "OO6 yrBepxkiaeHHH (GOpM MEPBUYHBIX
YUETHBIX JIOKYMEHTOB M PErHCTPOB OYyXraJTepCKOro y4yera, MPHUMEHSEMBIX OpraHaMu
rOCyJapCTBEHHOM  BiacTH  (TOCYJapCTBEHHBIMH  OpraHamMH),  OpraHaMH  MECTHOTO

CaMOYIIpaBJICHHsI, OpraHaMH YIpPaBJICHHUS TOCYAAPCTBEHHBIMH BHEOIOKETHBIMU (DOHIAMM,


http://www.consultant.ru/
http://www.consultant.ru/
https://base.garant.ru/404937341/
https://base.garant.ru/404612909/
http://www.garant.ru/products/ipo/prime/doc/405265705/
https://www.garant.ru/products/ipo/prime/doc/405879309/
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roCylapCTBEHHBIMU (MYHULMIIAIBHBIMHU) YUPEXKIACHUAMH, U METOANUYECKUX yKa3aHUH N0 X

npumMenenuro"// https://base.garant.ru/70951956/

[Tpuka3 MunucrepcTBa Hu(ppoBOro pa3BUTHsI, CBA3M U MACCOBBIX KOMMyHUKauii P® ot
18 aBrycra 2021 r. N 858 "OO0 yTBep»AeHUHU eIUHBIX TPEOOBAHUHN K MAITMHOYUTAEMBIM (hopMam

nokymeHToB o noHomounsx"// UTL: https://base.garant.ru/402900595/

[Tpuka3 ®oHAa MEHCHOHHOTO U COLMANBHOTO cTpaxoBaHus P® ot 17 nosops 2023 r. N
2281. "OO yrBepxkaeHuun eauHol Qopmbl "CBeneHus Ui BEIACHUS WHAWBHUIYAIBHOTO
(mepcoHU(pUIMPOBAHHOTO) y4YeTa W CBEACHUS O HAYUCICHHBIX CTPAaXOBbIX B3HOCAX Ha
00s3aTeNIbHOE  COIMAJIbHOE CTPaXxOBaHME OT HECUACTHBIX CJIy4aeB Ha IPOM3BOJACTBE H
npopeccuoHanbHblx  3aboneBanmit (EDC-1)" wu  mopsaka ee  3amonHeHus"  //

https://www.garant.ru/products/ipo/prime/doc/408153699/

Oobmepoccuiickuii kinaccupukarop mnpodeccuii pabouyux, MTODKHOCTEH CIyXKalluX |
tapuueix paspsnoB OK 016-94. M.: Muntpya Poccun, 1995 // [Dnextponnsiii pecype]. — M.,
2019. — Pexxum pocrtymna:http:// www.consultant.ru.

OOmepoccuiickuii  knaccudukarop uHpopmaumu o Hacenenun OK 018-95. //
[DnexTponHEIH pecypc]. — M., 2019. — Pexum nocryma:http://www.consultant.ru.

Oomepoccuiickuii  knaccudukarop ympasieHueckoil nokymenramuun OK 011-93. //
[DnexTponHEIH pecypc]. — M., 2019. — Pexxum nocryma:http://www.consultant.ru.

Oobmepoccuiicknii K1acCu(UKaToOp CIEUATBHOCTEH M0 00pa3oBaHUIO // [ DNEKTPOHHBIH
pecypc]. — M., 2019. — Pexxum nocryma:http://www.consultant.ru.

YuauduuupoBanHsie GOpPMBI IEPBUYHON YUETHON TOKYMEHTALUU MO y4eTy TpyJa U €ro
omuiathl, yrBepxkaeHHbIe [loctanoBneHnem ['ockomcrara PO ot 05.01.2004 Ne 1 // [DnekTpoHHBIH
pecypc]. — M., 2019. — Pexxum nocryma:http:// www.consultant.ru.

KBanugukanoHHbIH CIPaBOYHUK JOKHOCTEH PYKOBOAUTEINEH, CIEIIMATIMCTOB U APYTUX
ciyxamux // [DnexkTpoHHbii pecypc]. — M., 2019. — Pexxum nocrtyma: [ DneKTpoHHBIN pecypc]. —
M., 2019. — Pexxum noctyna:http://www.consultant.ru.

MesxoTpaciieBble YKpYITHEHHbIE HOPMAaTHBBI BPEMEHHU Ha Pa0OTHI 110 KOMIUIEKTOBAHUIO U
yueTy KazpoB // [DnexkTpoHHsli pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

[lepedeHb TUMIOBBIX YIPABICHUECKHX APXUBHBIX JOKYMEHTOB, 00pa3yIOIIUXCs B ITpoIecce
JEATeIbHOCTH FOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPABJICHUSI U OpraHU3aLHi,
C YKa3aHWEM CpOKOB XpaHeHus // [DnexTpoHHblii pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxkaenun IlepeyHs THUIOBBIX
YIPaBJIEHYECKUX AapPXUBHBIX JIOKYyMEHTOB, OO0pa3ymoIluxcs B Tpolecce JeATeTbHOCTH

roCylapCTBEHHBIX OPTaHOB, OPraHOB MECTHOI'O CaMOYIIPABJIEHUS U OpraHu3alui, C yKka3aHueM


https://base.garant.ru/70951956/
https://base.garant.ru/402900595/
https://www.garant.ru/products/ipo/prime/doc/408153699/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
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cpokoB ux xpaHeHus" (3apeructpupoBaHo B MuHiocte Poccum 06.02.2020 N 57449)
[Onextponnbiii  pecypc] // CropaBouHo-miowickoBas cucreMa «KOHCYNbTaHT — TUTIOCY.
URL:http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW &n=345020&fld=134&
dst=1000000001,0&rnd=0.5989149124283691#09893595070554722 (mata oOpamieHus:
19.10.2020)

@enepanbHbiil 3ak0oH 0T 24.04.2020 N 122-®3 "O mnpoBeneHUM HKCHEPUMEHTA IO
UCTOJb30BAHMIO JJIEKTPOHHBIX JIOKYMEHTOB, CBSI3aHHBIX C pabortoi"// WHTepHeT-mopTan
npaBoBoii uHpopMaruu http://www.consultant.ru/document/cons doc LAW 351124/ (nmata
obpamenus: 19.10.2020)

[Tpuka3 Muntpyna Poccun ot 14.05.2020 N 240n "O6 yrBepxaenuu IlomoxxeHus o
MOPSJIKE IPOBECHUS SKCIIEPUMEHTA IO UCIOJIB30BAHUIO AJIEKTPOHHBIX TOKYMEHTOB, CBSI3aHHBIX
¢ pabotoit" (3aperucrpupoBano B Muntocte Poccun 17.06.2020 N 58674)// NuTepHer-nopTan
mpaBoBoii  mHpopmaruu  https://www.garant.ru/products/ipo/prime/doc/74170714/,  nara
obpamenus 01.10.2020.

JIntepartypa (o0si3aTesbHas)

Abynanze, /[I. I'. JlokymeHTalmoHHOE 0OecrieueHue YIpaBiICHUs IEPCOHATIOM : y4eOHUK
U MIPaKTHKYM JUIs akajemMudeckoro Oakanaspuara / JI. I'. AGynanze, U. b. Bompsokkuna, B. M.
MacnoBa. — Mocksa : U3natensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AkageMuuecKuit
Kkypc). — ISBN 978-5-534-00875-3. — Tekcer : anextponnsiii / DbC HOpaiit [caiiT]. — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2019).

beikoBa T.A. JlokymeHTanMoHHOE oOOecmedeHue YIpaBiIeHUs (IeIOTMPOU3BOJICTBO)
[DnexTpoHHEIH pecypce] : yue6HOoe ocobue / T. A. beikoBa, T. B. Ky3nenosa. - 2-e u3., mepepaod.
u gon. - MockBa : Hudpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

I'moroBa C.A. IlpodeccruoHanbHbli CTaHAAPT CIIEHATNCTA I10 YIPABICHUIO IEPCOHATIOM
B JICATEIBHOCTH KaJpOBOW cimyxObl [DnekTpoHHblii pecypc] / InmoroBa Caernana
AnexcanapoBHa; C. A. I'moroBa // VYmnpaBineHue AOKyMEHTalMEH: MpOILIOE, HACTOSIIEE,
Oynymee : marepuansl llI-eif MexnyHap. Hayd.-mpakT. KoH(]., mocssm. namstu npod. T. B.
Kysnenosoii, Mocksa, 23-24 mapra 2017 r. / M-Bo o6pa3oBanus u Hayku Poc. ®enepauuu, Hcr.-
apx. uH-T, Pak. TOKYMEHTOBEICHUS U TEXHOTPOHHBIX apX., Kad. nokymenrosenenus. - Mocksa

: Tepmuka.py, 2017. - C. 451-457. - Pexxum noctyna : http://elib.lib.rsuh.ru/elib/000013004.



http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001%2C0&rnd=0.5989149124283691&09893595070554722
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001%2C0&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
http://elib.lib.rsuh.ru/elib/000013004
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I'moroBa C.A. TenaeHIMHM pa3BUTHS KaJpOBOTO JIEJIONPOM3BOJICTBA B pPaMKax
nporpammbl  "ludposas sxoHOMEKA" [DnekTpoHHBIM pecypc] / ImoroBa Caernana
AnexcanapoBHa; CBetnana A. I'oToBa // YnpasieHrne JOKyMEHTaMH B IIU(PPOBOI SIKOHOMUKE. -

Mockga : PITYVY, 2019. - C. 98-103. - Pexxum noctyna : http://elib.lib.rsuh.ru/elib/000013245.

Kanposoe nemonpownsBoactBo. YueOnuk. / C.JL Kysuenos, C.A. T'motoBa — M.:
UznarensctBo «K TEPMUKAY, 2020. — 492 c.

KanpoBoe nemompousBonctBo: Haumnaem ¢ Hyns. Ayautr cBoumu cuiamu / W.B.
Kypasnesa, M.B. Xypasnesa. - 2-e u3z. - Mocksa : HUL] UTH®PA-M, 2014. - 184 c.: 60x88 1/16
+ ( Hom. wmat. znanium.com). - (IIpocto, kpatko, ObicTpo). (0) ISBN 978-5-16-008986-7 -
Texct : onextponusni. - URL: https://new.znanium.com/catalog/product/417566 (nara
obpamenus: 30.11.2019)

[TaBnoBckas, O. 0. [IpaBoBoe obecnieueHne KaJpoBOro JIEIONMPOU3BOJICTBA : yueOHOE
noco6ue a1 By30B / O. HO. [TaBnoBckast. — Mocksa : M3narensctBo FOpaiit, 2019. — 213 ¢. —
(Beicmiee oopazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrponssiit / ObC FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

JIntepatypa (10n0JHHUTEIbHAS)

Kykapuna IO.M. CoBpeMeHHbIE OpPraHM3alLMOHHBIE W PETJIAMEHTHBIE JOKYMEHTBI:
¢dbysakmn 1 pasHoBuaHocTr // BectHuk PITY. 2016. Ne2. [DOnexTponHsIii pecypc]. — M., 2019. —
Pexxum JOCTYyTa: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik daizi%202(4)-16.pdf.

Muxaiinuna .M. Yopasnenue nepconanom, 3-e usa. - Mocksa :Jlamkos u K, 2018. - 280
c.: ISBN 978-5-394-01749-0 - Texcr : IIEKTPOHHBIM. - URL:
https://new.znanium.com/catalog/product/415303 (nata o6pamenus: 30.11.2019)

6.2 TlepeueHnb pecypcoB HH(POPMAIMOHHO-TEJIEKOMMYHUKALMOHHOI CeTH

«AnTepuer»
- I'apanT [OnexTponHblil pecypc]. — OnekTpoH. naH. — M., cop. 2024. — Pexum poctyna:

http://www.garant.ru.

- Koncynprant Ilmoc [DnekTpoHHBIM pecypc]. — DnekTpoH. gaH. — M., cop. 2024. — Pexum

nocrymna: http://www.consultant.ru.
- l'ocynapcTBeHHbII HH(OPMAIIMOHHBIN pecypc B OTHOLICHUH HH(POPMALIMHU O KaJAPOBOM COCTaBe
[DnekTpoHHBI pecypc]. — OnektpoH. paH. — M., cop. 2024. — Pexum pgocryna

https://gossluzhba.gov.ru/



http://elib.lib.rsuh.ru/elib/000013245
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
http://www.garant.ru/
http://www.consultant.ru/
https://gossluzhba.gov.ru/
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- [lopran «Paborta B Poccum» - [DaeKTpoHHBINA pecypc]. — DIekTpoH. AaH. — M., cop. 2024. —

Pexxum nocryna: https://trudvsem.ru/

- DnekTpoHHbIN cepBuc «OHnaitHMHCIEKIUA. POy - [DnekTpoHHBIN pecypc]. — DIEKTPOH. JaH.

— M., cop. 2024. — Pesxxum noctyma: https://xn--80akibcicpdbetz7e2g.xn--plai/

6.3 IIpodeccuonanbHbie 0a3bl JaHHBIX U HHGOPMALIMOHHO-CIIPABOYHbIE
CHCTEMBI

JlocTyn Kk mpodeccnoHanbHbIM 0a3am gaHHBIX: https://liber.rsuh.ru/ru/bases

WupopmalioHHbIE CITPABOYHbBIE CUCTEMBI:

1.
2.

Koncynprant [L1roc
lapant

z MaTepl/IaHbHO-TeXHI/I‘leCKOC odecmeyeHue AUCHHUIIIINHBI

Aynautopuu ajsi IpOBEACHUS JIEKLIUNA U CEMUHAPCKUX 3aHITUN ¢ TEXHUYECKUMU CPEJICTBAMU
oOyueHus (MyJIbTUMEINA-TIPOCKTOP (BUACOMPOCKTOP), IKpaH (IEPEHOCHOHN WU CTAIIHOHAPHBIN)),
KOMITLIOTEPHBIN KJIacC JUTsl MPOBEACHUS Ta00PaTOPHBIX 3aHSATHH.

1. Ilepeuens IIO

Nent Haumenosanue [10 [Ipoussonurens Cnoco6

/m pacrpocTpaHeHHs

(nuyenzuonnoe unu
€80000HO
pacnpocmpausiemoe)
1. Adobe Master Collection CS4 Adobe TUIICH3HOHHOE
2. Microsoft Office 2010 Microsoft TUIICH3HOHHOE
3. Windows 7 Pro Microsoft TUIICH3HOHHOE
4. Microsoft Office 2013 Microsoft TUIICH3HOHHOE
5. Windows 10 Pro Microsoft TUIICH3HOHHOE
6. Kaspersky Endpoint Security Kaspersky JUIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JlunieH3noHHOE
2. Ilepeyenb B/{n HCC

Nent HaumenoBanue

/i

1 | MexnyHapoaHbsie pedepatuBHble HaykomeTpuueckue b/I, nocTymHble B pamkax

HamuoHaILHOU moanucku B 2020 r.
Web of Science
Scopus
2 | Ilpodeccuonanbuble MOTHOTEKCTOBBIE B/l, MOCTymMHbBIE B paMKax HAIMOHAIHHOM



https://trudvsem.ru/
https://%D0%BE%D0%BD%D0%BB%D0%B0%D0%B9%D0%BD%D0%B8%D0%BD%D1%81%D0%BF%D0%B5%D0%BA%D1%86%D0%B8%D1%8F.%D1%80%D1%84/
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noanucku B 2020 1.
Kypnanst Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
Kypnans! Taylor and Francis

3 | IIpodeccuonansubie moaHOTEKCTOBBIC b /]

JSTOR

W3nanus o oO1eCTBEHHBIM U TyMaHUTAPHBIM HayKaM
OnexkrponHas bubnuoreka Grebennikon.ru

4 | KoMIbloTepHBbIE CIIPaBOYHBIE IPABOBBIE CUCTEMBI
Koncynsrant [lroc,
lapant

8 Oolecneuyenue 00pa3zoBaTEJbLHOIO MPoOIECCA IJIA JIMI[ C OTPAHUYEHHBIMU

BO3MOKHOCTAMMU 3/1I0POBbHA 1 HHBAJIHU/10B
B xone peannzanuy AMCUUILIMHBI UCTIOIB3YIOTCS CIEAYIOLINE TOTIOIHUTENbHBIE
METOJbl OOy4YeHHs, TEKYIIEro KOHTPOJS YCHEBAeMOCTH M IMPOMEXKYTOYHOM aTTecTaluu
o0yJaromuxcs B 3aBUCUMOCTH OT UX WHAMBHIYyaTbHBIX 0COOCHHOCTEH:

* IS CIENBIX U CIaO0BUISIIUX:
- JeKIuu O(GOPMIIIOTCS B BHJIE SJIEKTPOHHOTO JTOKYMEHTa, JOCTYITHOTO C TOMOIIBIO
KOMIBIOTEPA CO CIIEUATU3UPOBAHHBIM IIPOrPAMMHBIM 00eCIIeueHUEM;
- IMCbMEHHBIE 3a/laHusl BBINIOJIHAIOTCST HAa KOMIBIOTEPE CO CHELHMATM3HPOBAHHBIM
IPOrpaMMHBIM 00eCTieueHHEM, MIIM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;
- o0ecrieunBaeTCs MHIUBUyaIbHOE paBHOMEpHOE ocBerieHue He menee 300 JTrokc;
- JUIsL BBIMOJIHEHUS 33aJaHMUA TPU HEOOXOJMMOCTH MPENOCTaBISIETCS YBEIUYMBAIOLICE
YCTPOHCTBO; BO3MOYKHO TaK)K€ MCIOJIb30BAHNE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;
- MUCBbMEHHBIE 33J]aHNs 0(DOPMIIIOTCS YBEIIMYCHHBIM HIPU(PTOM;
- 9K3aMEH U 3au€T MPOBOJSATCS B YCTHOM (popMe MU BBITIOJIHSIIOTCS B MUCbMEHHON (popMe Ha
KOMIIBIOTEpE.
* IS TIYXUX U CIa0O0CIBIIIAIINX:
- Jekuuu OoQOpMIISIIOTCA B BUJAE DIEKTPOHHOTO IOKYMEHTa, JHOO MpeaoCTaBIseTCS
3BYKOYCHJIMBAIOIAs allaparypa MHAUBUAYAJIBHOTO TOJIb30BaHUS;
- MUCHbMEHHBIE 331aHUS BHITIOJIHIIOTCS HAa KOMIIBIOTEpPE B IMCbMEHHOM (opMme;
- 9K3aME€H M 3a4€T POBOATCS B MUCbMEHHOM (hopMe Ha KOMIIBIOTEPE; BO3MOKHO ITPOBEACHUE
B (hopMe TeCTUPOBAHUSI.
*  JUIsl UL C HAPYLIEHUSMU OTIOPHO-/IBUTaTENBHOTO alnapara:
- JeKIUu O(GOPMIISIOTCS B BHJIE SJIEKTPOHHOTO JIOKYMEHTa, JOCTYITHOTO C TOMOIIBIO
KOMIBIOTEPA CO CIIEIUATU3UPOBAHHBIM IIPOTPAMMHBIM 00eCIIeueHUEM;
- IMCbMEHHBIE 3a/laHusl BBINIOJIHAIOTCST HAa KOMIBIOTEPE CO CHELHMATM3HPOBAHHBIM
MIPOrPaMMHEIM 00eCTIeUeHUEM;
- 9K3aMEH U 3au€T MPOBOJSATCS B YCTHOM (popMe MU BBIIOJIHSIOTCS B TUCbMEHHON (popme Ha
KOMIIBIOTEpE.
[Tpu HeoOX0IMMOCTH TPETyCMATPUBAETCS YBEIMUYCHUE BPEMEHH IS TOJITOTOBKH OTBETA.
[Ipouenypa  mpoBeAcHHsS]  MPOMEXKYTOYHOW  arTecTaliud s O0y4aronuxcs
YCTAQHABJIMBACTCS C Y4€TOM MX HWHAMBUIYAJIBHBIX TCHUXO(U3MUECKHMX OCOOCHHOCTEH.
IIpomexyrouHas aTTecTanus MOKET IIPOBOAUTHCS B HECKOJIBKO JTAIIOB.
[Tpu mpoBeneHUH MPOLEAYPHl OLIEHUBAHUS PE3yJIbTaTOB OOYYEHHs MpeaycMaTpUBaeTCs
UCTOJb30BAHUE TEXHUYECKUX CPEICTB, HEOOXOAMMBIX B CBSI3U C HHAMBUIYAIbHBIMH
0COOEHHOCTSIMH 00YJaIOITUXCS. DTH CPEACTBAa MOTYT OBITh NPEIOCTABICHBI YHUBEPCUTETOM, HIIH
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MOTYT HMCIOJIb30BATHCSI COOCTBEHHBIE TEXHHUECKHE CPEJICTBA.

[IpoBeneHne mpoueaypbl OLEHUBAHHWS  pe3yJIbTaTOB OOY4EHHUS JOMYyCKaeTcs ¢
UCIOJIb30BAHNEM TUCTAHIMOHHBIX 00pa30BaTEIbHbBIX TEXHOJIOTHA.

ObecnieunBaercs 10CTyN K MHQOPMAIMOHHBIM M OuOIMOrpadguyeckuM pecypcaM B CETH
WuTepHer mis Kaxjaoro oOydaromierocsi B (opmax, agalnTHPOBAHHBIX K OTPAHMYEHUSAM HUX
3JI0POBBSI U BOCTIPHUSTHUS HH(POpPMAITUH:

* IS CIENBIX U CIaO0BUISIIUX:

- B IeYaTHON (opMe yBEITMUYCHHBIM HIPUPTOM;
- B (hopMe 37eKTPOHHOTO JOKYMEHTA;

- B hopme ayamodaiina.

* IS TIIYXUX U CIAOOCTBIIIAIINX:

- B Ie4aTHOH (opme;

- B (hopMe 37eKTPOHHOTO JOKyMEHTA.

* s 00y4aIOIIMXCsl ¢ HAPYIICHUSIMU ONIOPHO-/IBUTATEILHOTO aniapara:
- B Ie4aTHOH opme;

- B (hopMe 37eKTPOHHOTO JOKYMEHTA;

- B hopme ayamodaiina.

VYueOHble ayIUTOPHH JUIS BCEX BUIOB KOHTAKTHOW M CAMOCTOSITEIBHOM pabOTHI, HayyHas
OubIMoTEeKa W MHbIE MOMEIICHUs Il 00Y4eHHUs] OCHAILEHBI CIEelUaTbHBIM 000pYJOBAHUEM H
y4eOHBIMH MECTaMU C TEXHUYECKUMHU CPEACTBAMU O0yUEHUSI:

* IS CIENbIX U CIaO0BUISIIUX:

- YCTPOICTBOM JUIs CKaHUpOBaHUs U uTeHus ¢ kamepoil SARA CE;

- nucrneeM bpaitns PAC Mate 20;

- mpunTepoM bpaitns EmBraille ViewPlus;

* IS TIIYXUX U CIAOOCTBIIIAIINX:

- aBTOMATU3UPOBAHHBIM pabOYMM MECTOM JUIi JIIOJEH C HapylleHHeM Cciyxa u
¢1a00CIIBIIIAIINX;

- aKyCTUYECKHUN YCHIIUTEINb U KOJIOHKH;

* s 00y4aIOIIMXCsl ¢ HAPYIICHUSIMU ONIOPHO-/IBUTATEJILHOTO aniapara:
- IEPEBMKHBIMHU, PETYIHUPYEMBIMH SproHOMu4YeckuMu napramu CH-1;
- KOMITIBIOTEPHON TEXHUKOM CO CHEIHMATIBHBIM ITPOrPAMMHBIM 00€CIICYEHHEM.

2 MeToaudeckue MaTepHuajbl

9.1 ILn1anbl 1a00pATOPHBIX 3AHATHH.

TEMAL. (4 4.) 3AKOHOJATEJILHASI PETJIAMEHTALMS IOKYMEHTUPOBAHM S
KAJIPOBOM JIEATEJBHOCTH B Pd

3AJJAHUAL.

1. Tlpoanammsupyiite TpymoBoit konekc Poccuiickoii @enepamnuu u onpenenuTe TpeOoBaHUS K
COCTaBy u 0(hOPMIICHHUIO JOKYMEHTOB, PETJIAMEHTUPYIOLIUX TPYJIOBBIC OTHOIICHHUS.
2. Ilpoanammsupyiite TpymnoBoit koneke Poccuiickoit @enepamnuu u onpeneanTe TpeOoBaHUS K

(GYyHKIUSAM KaJPOBOH CITYKOBI.
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YKA3AHW 110 BBITIIOJIHEHUIO 3AJAHUI

1. U3yunte TpynoBoi KOJEKC U BBISICHUTE, KaKUMH JIOKYMEHTAaMU MPEAYCMOTPEHO
opopmiIeHHE TIpHeMa, T[EepPEeBOJa, YBOJIBHCHHS, KOMaHAWPOBAHUS, JAUCIUILTHHAPHOTO
B3BICKAHHSI U TIPEIOCTABIICHUS OTITycka paboTHHKaM. COCTaB TOKYMEHTOB (PUKCHPYETCs 1O
KOKJIO0W OTAenbHOU mporeaype. OOpaTuTe BHUMaHHE HA CPOKH IMOJITOTOBKH JIOKYMEHTOB,
YCTaHOBJICHHBIE 3aKOHOAATEIIBHO.

Pe3ynbpTathl 3a1aHUsI MOTYT OBITH MPEACTABICHBI B BUJE TAaOIUIBI:

IIpouenypa Buawl Homep Cpoku, Conep:xkanue,
AOKYMEHTOB CTaTbHU CBSI3aHHbIE C opopmiieHHe
AOKYMEHTOM

ITpuem Ha paboTy

[TepeBon

IIpenocrasnenue
OTIIyCKa

[Toompenne

JucuurnuaapHoe
B3LICKAaHUE

Komanauposanue

VYBoJLHEHNE

2. W3zyuute TpynoBoit KoAeKC W OmpeAenuTe 00sS3aHHOCTH paboTOmaTelNs MO OTHOUICHUIO K
paboTHUKY, KOTOpbIe ycTaHOBIEHB B Kolekce mpyu BOZHUKHOBEHHUHU TPYIOBBIX OTHOIICHUH.

Ha 3T0i1 0cHOBE cocTaBbTe MepeueHb (PYHKIIHIA, BBIMOIHIEMBIX KaJpOBOM CITY:KOOH.

KOHTPOJIBHBIE BOITPOCEHI.
1. IlepeunciauTh OCHOBHBIE BHABI JIOKYMEHTOB, HCIOJIb3YyEMbIE AN JOKYMEHTHPOBAHUS
TPYIOBBIX OTHOIICHUM, YCTAHOBJIEHHBIX B TPYJOBOM 3aKOHOIATEIbCTBE.

2. Ha3zoBute THIOBBIEC PYHKIIUN KaPOBO CITYKOBI.

NCTOYHUKU

TpynoBoit koaexc Poccuiickoit ®enpepanuu ot 30.12.2001 Ne 197-®3. Ilpunst
Tl'ocynapcrBennoii J{ymoii 21 nexabpst 2001r. (B pen. ot 29.12.2010) // [DnekTpoHHBIH pecypc].
— M., 2019. — Pexxum noctyna:http://www.consultant.ru.

ITpuka3 Muntpyzaa Poccun ot 20.09.2022 N 5781 "O6 yTBep>KICHNUU €JMHBIX TpeOOBaHUN
K cocTaBy U (popMaTaM JJOKyMEHTOB, CBS3aHHBIX C pabOTON, 0(hOPMIISIEMBIX B 3JIEKTPOHHOM BHUJIE
6e3 nyOonupoBaHus Ha OyMaKHOM Hocutene"

// URL:https://www.garant.ru/products/ipo/prime/doc/405265705/



http://www.consultant.ru/
http://www.garant.ru/products/ipo/prime/doc/405265705/
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- DnexkTpoHHbIN cepBruc «OHMaHUHCHIEKIUA.PD) - [DneKTpoHHBIN pecypc]. — DIEKTPOH. JaH.

— M., cop. 2024. — Pesxxum noctyma: https://xn--80akibcicpdbetz7e2g.xn--plai/

JINTEPATYPA

AbGynamse, /1. I'. lokymeHTanIMOHHOE 00ECIEYeHHEe YIPABJICHUS MEPCOHAIOM :
y4eOHUK U IPAKTUKYM IS akajemuueckoro 6akanaspuata / [, I'. Abymanze, U. b. BeimpsikkuHa,
B. M. MacnoBa. — Mocksa : MsmarensctBo [Opaiir, 2019. — 299 c. — (bakanasp.
Axanemudeckuii kypc). — ISBN 978-5-534-00875-3. — Texkcr : anextponHsiii / DBC KOpaiit
[caiiT]. — URL: https://urait.ru/bcode/433411 (mara obpamenus: 30.11.2019).

KanpoBoe nemompousBojctBo: Haumnaem ¢ Hyns. Ayautr cBoumu cuiamu / W.B.
Kypasnesa, M.B. Xypasnesa. - 2-e u3z. - Mocksa : HUL] UH®PA-M, 2014. - 184 c.: 60x88 1/16
+ ( Hom. wmat. znanium.com). - (IIpocto, kpatko, ObicTpo). (0) ISBN 978-5-16-008986-7 -
Texct : onektponnsni. - URL: https://new.znanium.com/catalog/product/417566 (nara
obpamenus: 30.11.2019)

[TaBnoBckas, O. 1O. [IpaBoBoe obecnieueHne KaJpoBOro JIEIONMPOU3BOJICTBA : yueOHOE
noco6ue a1 By30B / O. HO. [TaBnoBckas. — Mocksa : M3narensctBo FOpaiit, 2019. — 213 ¢. —
(Beicmiee oopazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrponHsiit / OBC FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

MaTepna.nbﬂo-TeXaneCRoe odecneyeHue 3aHATHS:

1.TpynoBoii koxekc PO.

TEMA 2. (4 u.) PABPABOTKA OPTAHM3AILIMOHHBIX JIOKYMEHTOB B KAJIPOBOU
CJIIYXBE

3AIAHUSA

1. TIpoananusupyiite opranu3zaiuio padboTsl ¢ kaapamu B 3A0 “Beivmen”.
2. Pazpaboraiire [Tonoxxenue 06 otaene kaapos 3AO “Brimmnen”

3. PazpaboTaiiTe TOMKHOCTHYIO HHCTPYKIHUIO JJIS1 OJJHOTO U3 COTPYIHUKOB KaJPOBOM CITYy>KOBI

YKA3AHMA 110 BBIIIOJIHEHUIO 3ATAHUA


https://%D0%BE%D0%BD%D0%BB%D0%B0%D0%B9%D0%BD%D0%B8%D0%BD%D1%81%D0%BF%D0%B5%D0%BA%D1%86%D0%B8%D1%8F.%D1%80%D1%84/
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1. IlpoanamusupyiiTe KOMIUIEKC TOKyMeHTOB 3A0 “Bpimmen”, BBISBISSL €ro CTPYKTYpY,
YHCIIEHHOCTb, HANpaBJIeHUs AeaTenbHoCTH O0IecTBa 1 0COOEHHOCTH OpraHU3aluy KaJpoBOn
paboTHL

2. Ha ocHoBe KBaM(PUKALMOHHOM XapaKTEPUCTUKU PYKOBOAUTEINS KaApoBoii ciryx0b1, YCOP/I,
TpynoBoro kojekca M TpeOOBaHWMN HHBIX HOPMATUBHBIX M METOJAMYECKHX JOKYMEHTOB
pazpaboTaiite u opopmute npoekT [lonoxenus o6 otaene kaapoB 3A0 “Breimmen”.

3. Ha ocHoBe kBanM(UKAIIMOHHBIX XapaKTEPUCTUK PAOOTHHKOB KaapoBou ciyxOb, YCOP/]
pa3paboTaiiTe MPOEKT AOJDKHOCTHOM HMHCTPYKLMHU OJHOTO W3 COTPYIHHKOB OTJENa KaJIpoB

3A0 “BriMmien” u 0popMuUTE €r0 B COOTBETCTBHH C YCTAHOBJICHHBIMU TPEOOBAHHUSIMH.

KOHTPOJIBHBIE BOITPOCBHI

1. Tlepeuncnure 3amauu ¥ GYHKIUHU KaIPOBOH CITY>KOBI.

2. Kakue 10KyMEHTHI perIaMeHTHPYIOT paboTy ¢ IEPCOHAIOM OpraHU3aLUK?

3. Ha ocHoBe, KakMX JOKYMEHTOB pa3padaThIBalOTCA IOJOKEHHE O KaJpOBOW ciyx0e u
JOJKHOCTHBIE MHCTPYKLUU €€ COTPYAHUKOB?

4. KaxoBa CTpyKTypa TEKCTOB IOJIOKEHUS O KaJpOBOU CIIy»KO€ M JOKHOCTHOW MHCTPYKLIUU?

5. Korpa monoxxenue o KkajupoBoil ciayxbe mnpuoOpetaer ropunudeckyro cuiry? Korma ono
TpeOyeT nepepaboTKu?

6. Ilepeuncnure oOmue TpebOBaHUS K 0(OPMIICHUIO OPraHU3aLMOHHBIX JOKYMEHTOB.

NCTOYHUKU

Tpynosoit konekc Poccuiickoit ®enepaumu ot 30.12.2001 Ne 197-@3. Ilpunsr
Tl'ocynapctBennoii J{ymoit 21 nexadpst 2001r. (B pen. ot 29.12.2010) // [DnekTpoHHBIH pecypc].
— M., 2019. — Pexxum noctyna:http://www.consultant.ru.

VHUUIMPOBaHHAS CHCTEMa OPraHU3alUOHHO-PACHIOPSAUTEIBHON  JOKyMEHTAI[HH.
YuuunupoBanubie GpopMbl, UHCTPYKIUU ¥ METOJMYECKHE MATEpPHAIbI 10 UX HNPUMEHEHHIO.
M.1982 // // [QnexTponnslii pecypc]. — M., 2019. — Pexxum pocryma:http://www.consultant.ru.

KBanudukanvoHHbI CIPaBOYHUK JOJDKHOCTEH pYKOBOAWTENEH, CHEIHATNCTOB H
ciyxkamux. M., 2002// // [DnextponHbri pecypc]. — M., 2019. - Pexum
nocryna:http://www.consultant.ru.

ITpuka3 Muntpyzaa Poccun ot 20.09.2022 N 5781 "O0 yTBep>KICHNU €JMHBIX TpeOOBaHUN
K cOCTaBy U (popMaTaM JOKyMEHTOB, CBS3aHHBIX C pabOTON, 0(hOPMIISIEMBIX B 3JIEKTPOHHOM BHUJIE

6e3 nyb6nmpoBaHus Ha OyMakKHOM Hocutene"


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
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// URL:https://www.garant.ru/products/ipo/prime/doc/405265705/

- DnexkTpoHHbIN cepBuc «OHMaHUHCHIEKIUA.PDy - [DneKTpoHHBIN pecypc]. — DIEKTPOH. JaH.

— M., cop. 2024. — Pesxxum noctyma: https://xn--80akibcicpdbetz7e2g.xn--plai/

JIMTEPATYPA

I'moroBa C.A. IlpodeccruoHanbHbIi CTaHAAPT CIIEHATICTA [0 YIPABICHUIO IEPCOHATIOM
B JICATENBHOCTH KaJpoBOH CiIyxObl [DnekTpoHHbIH pecypc] / [ImoroBa Caernana
AnekcanapoBHa; C. A. I'moroBa // VYmpaBieHue AOKyMEHTalMEH: NpOILIOE, HACTOSIIEE,
Oynymee : marepuansl IlI-eii MexnyHap. Hayd.-pakT. KOH(., mocssm. namsatu npod. T. B.
Kysnenosoii, Mocksa, PI'TY, 23-24 mapta 2017 r./ M-Bo 0Opa3zoBanust u Hayku Poc. @eneparum,
HUct.-apx. uH-T, @ak. TOKYMEHTOBEACHUS U TEXHOTPOHHBIX apx., Kad. moxymeHTOBeneHHs. -
Mocka :  Tepmumka.py, 2017. - C. 451-457. - Pexum  pocryna
http://elib.lib.rsuh.ru/elib/000013004.

Kykapuna IO.M. CoBpeMeHHbIE OpPraHM3aLMOHHBIE U PETJIAMEHTHBIE JOKYMEHTBI:
¢dbysakmn 1 pasHoBuaHocty // BectHuk PITY. 2016. Ne2. [OnexTponHsIii pecypc]. — M., 2019. —
Pexxum JOCTYyTa: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik daizi%202(4)-16.pdf.

[TaBnoBckas, O. 0. [IpaBoBoe obecnieueHne KaJpoBOro JIEIONPOU3BOJICTBA : yueOHOE
noco6ue a1 By30B / O. HO. [TaBnoBckast. — Mocksa : U3narensctBo FOpaiit, 2019. — 213 ¢. —
(Beicmiee oopazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrponHsiit / OBC FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

MaTepna.m,Ho-TeXaneCRoe odecneyeHue 3aHATHS:

Tpynosoii konekc PO
YCOP/

KBanudukannoHHble XapaKTEePUCTUKNA PAOOTHUKOB KaJPOBOM CITY>KOBI

el N

Kommnekt nokymenToB 3A0 “Beimmen”

TEMBI 3-7 (10 u.). JOKYMEHTHUPOBAHUE KAJPOBO JESITEJIbHOCTHU

3AJIAHUS:


http://www.garant.ru/products/ipo/prime/doc/405265705/
https://%D0%BE%D0%BD%D0%BB%D0%B0%D0%B9%D0%BD%D0%B8%D0%BD%D1%81%D0%BF%D0%B5%D0%BA%D1%86%D0%B8%D1%8F.%D1%80%D1%84/
http://elib.lib.rsuh.ru/elib/000013004
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
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N3yunrte 3akoHOAATENbHBIC TPEOOBAHUS K COJIEpP’KaHUI0 U O(OPMIIEHUIO  TPYIOBOTO

noroBopa. [ToAroToBbTE MPOEKTHI TOKYMEHTOB TIO MIPHEMY Ha padoTy.

2. [oaroToBHTE MPOEKTHI JOKYMEHTOB [0 MEPEBOy HA JPYTYIO padoTy.

3.IloarotoBbTE MPOEKTHI JOKYMEHTOB O MPENOCTABICHUU OTIIYCKa, MPOEKTHl JOKYMEHTOB O

KOMaH/IMPOBAaHUU PaOOTHUKA

4.TIoAroTOBBTE MPOEKTHI TOKYMEHTOB O IMOOUIPEHHHM PAOOTHHKA M MPOEKTHl JOKYMEHTOB O

BBIHCCCHUU JUCHUTIIIMHAPHOTO B3bICKAHUS.

5.IloaroToBbTE MPOEKTHI JOKYMEHTOB 00 H3MEHEHMH (aMuind pabOTHUKA U TPOCKTHI

AOKYMCHTOB O PAaCTOPIKCHUU TPYAOBOTO AOTOBOpPA.

YKA3AHW 110 BBITIIOJIHEHUIO 3AJAHUI

Ha ocHoBe MaTepuasioB J1e1I0BOM UTPHI (CIIpaBOYHbIE JTAaHHBIE O PaOOTHHUKE) U TpeOOBaHMIA
TpynoBoro kojekca MOJArOTOBUTH TPYJOBOM JOTOBOP C pabOTHHUKOM, OGOpPMHTE MPUKA3 O
npueMe paboTHHMKA Ha paboTy (CTYAEHTHl MOTYT COCTAaBUTh MPUKA3 MO OOIIMM IpaBUIIaM
o(opMIIeHHS TPUKA30B UM BOCHOJIB30BaThCs yHUUIIPOBaHHOHM Gopmoit T-1). 3anonHuTts
Jlnunyto kaprouky pabotHuka (dopmy T-2.) Ompenenuts cocTaB JOKYMEHTOB,
MCTOJIb3YEMBIX U CO3JJaHHBIX ITPH IIpUeMe Ha paboTy, KOTOpbIe GOPMUPYIOTCS B IMYHOE JIEII0
paboTHUKA.

Hcnonp3ys Marepuanbl AEI0BOM Urpbl (CpaBOYHbBIC JaHHBIE O PaOOTHHKE) M YYUTHIBAs
TpeboBanus TpynoBoro kojekca opOpMHUTH MEPEeBOl pabOTHHKA (TI0 €r0 MHULUATHBE U T10
MHUIMATUBE PYKOBOAUTENS CTPYKTYPHOTO IMOJpAa3/eieHus1) Ha APYrylo paboTy B TOU xKe
opranuzaiun. CocTaBUTh 3asiBICHHUE, MPEACTaBICHUE, YBEJOMIICHHE U OPOPMUTH MPUKA3 O
nepeBojie pabOTHHKA Ha JPyryto padboTy (1o o0muM npaBuiaM 0GOpMIIEHHUS PUKA30B WIH
BOCIIOJIb30BaThCs YHU(pULIMpoBaHHOW (hopmoii T-5). Buectn nanusie B JIMuHylo KapTOUKy
pabotauka (dpopmy T-2.) Onpenenuts cOCTaB JOKYMEHTOB, HCIIOJIB3YEMBIX M CO3JIaHHBIX
[IPH TIEPEBOJIC HA JIPYTYI0 paboTy, KOTOphie (GOPMUPYIOTCS B TUYHOE €TI0 PaOOTHHKA.
Hcxons m3 MarepuanoB JAEJI0BOM WMIphl (CHpaBOYHBbIE JaHHBIE O PAaOOTHHKE) , O(OPMUTH
©XKErOJHbII OYepeHON OIUIaYMBAaEeMbIi OTIIYCK M OTIIYCK 0e3 COXpaHeHMs 3apaboTHON
wiatel. CocTaBUTh TpaduK OTIYCKOB, O(POPMHUTH MPHKA3 O MPEIOCTABICHUU OTITycKa (10
o0mmuM rpaBuiiam 0(opMIICHHUS TPUKA30B UITH BOCHOIB30BAaThCs YHU(DUITUPOBAHHOH (hopMOi

T-6) . Buectu nannsie B JInunyio kapTouky padotHuka (popmy T-2.).



30

Vcnonp3ys MaTepuaibl JeTOBOW UIPhI (CIIPaBOYHBIE JaHHbIE O pAaOOTHHKE) MOJATOTOBUTH
IIPUKa3 O HampaBJICHUH paOOTHHKA B KOMAaHIUPOBKY (IO OOLIMM IpaBHiaM O(QOPMIICHHS

MIPUKA30B WK BOCIIOJIb30BAThCS YHUDUIIMPOBAHHOH popmoii T-9).

Hcnonp3ys MaTepuaibl JEI0BOM WMIpbl (CHpaBOYHBIC JAaHHBIE O pabOTHHKE), O(OPMHUTH
IpUKa3 O TOOUIPEeHUH paboTHHKA (MO OOmUM mpaBuiaM O(OPMIIEHUS TNPHKA30B WIIH
BOCIIOJIb30BaThCsl YHH(pUUUpOBaHHOW ¢opmoiri T-9). BHecTn naHHbIE O TMOOLIPEHUH B
Jlnunyto kapTouky pabGoTtHuka (dopmy T-2.). Omnpenenutb cocTaB JOKYMEHTOB,
UCTOJb3yeMBIX NPH O(GOPMIICHUH TOOLIPEHUS, KOTOphle (DOPMUPYIOTCS B JMYHOE JEIIO0

paboTHUKA.

Ha ocHOoBaHMM MaTepualioB JAEJIOBOH WIPbl COCTaBUTh OOBSCHUTEIBHYIO 3aIlUCKy O
JUCLUIITIMHAPHOM IPOCTYIIKE, NOKJIAJHYIO 3alMCKY O HAPYLICHUW TPYAOBOU IUCLHUILIHBI,

MPpHUKA3 O HAJIOKCHUHU NUCHUIIJIMHAPHOTO B3bICKaHMA.

Hcnonw3ys Marepuansl JeN0BOM WIphl (CIPaBOYHBIC JaHHBIE O PAOOTHHUKE) O(GOPMHUTH
IpeKpalleHue TPYIOBOIO JOTOBOpa IO HMHHULIMATHBE pPAaOOTHUKA, IO HWHHULIMATHBE
paboToxmaresns, Mo 0OCTOSTENHCTBAM, HE 3aBHCALIMM OT BOJHM CTOPOH. ONpenenuTh COCTaB
JTOKYMEHTOB, KOTOphIMH odopmisieTcs Kaxpaas curyauus. O¢opMuTh MpuKaz o
IpeKpaIleHu! IeHCTBHS TPYIOBOTO JOroBopa (1o oOLIIMM rpaBuiiamM 0(OpMIICHHS PHKA30B
WM BOCIIONIB30BaThCsl YHU(PUIMPOBaHHOU dopmoii T-8). BHecTn nanHbIe 00 YBOJBHEHUH B
Jlnunyto kapTouky pabGoTtHuka (dopmy T-2.). Omnpenenutb cocTaB JOKYMEHTOB,
UCTOJBb3yEMBIX NPH O(GOPMIIEHUH YBOJBHEHHUS, KOTOpbIe (OPMHUPYIOTCS B JIMYHOE JEIIO
paboTHUKA.

CocraBbTe MPOEKT MpHUKa3za 00 M3MEHEHUH (aMUIINH, TPUBEAUTE BO3MOKHBIE OCHOBAHUS

JUISL U3JaHUs TAKOTO MPUKa3a.

KOHTPOJIBHBIE BOITPOCHI:

Brienure 0oCHOBHBIE JOKyMEHTHPYEMBIE 3a]1auil KaJIpOBOH AEATEILHOCTH.
OxapakrepusyiTe CTPYKTYpY TE€KCTa TPYJOBOIO JOTOBOpPA, MEPEUUCIUTE CYIIECTBEHHBIC
MIOJIOKEHHSI TPYIOBOTO JOTOBOPA.

SBnsrores mu yHupUImpoBaHHBIE (POPMBI 0053aTEIBHBIMU ?

Ha ocHoBe TpeOoBaHWii K TpPyJOBOMY JOTOBOPY, ONPEACTUTH HOPSIIOK O(GOpPMIICHUS

JOTIOJIHUTEIBHOTO COTJIAIICHUS (M3MEHEHUSI K TPYI0BOMY JIOTOBOPY).
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5. Kakumu TpeGoBaHUSAMH JOJDKHA PYKOBOJCTBYETCS KaJpoBas ciyx0a mpu o(popMIICHHH

MIPUKA30B B TEKCTOBOM hopme?

NCTOYHUKU

TpynoBoit konexc Poccuiickoit ®@enepanuu. Ilpunsar ['ocynapcrsennoi ymoi 21
nexkabpst 200Ir. . ( ¢ w3Mm. m gom.) // [DnekrpoHHslii pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

YauduuupoBanHsie GOPMBI IEPBUYHON YUETHONW TOKYMEHTALMU 10 YYeTy Tpyla U ero
OILIaThI. q.1. M.,2004// // [DOnexrponnsii pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

Oobmepoccuiickuii knaccupukarop npodeccuil pabounx, NOHKHOCTEH CIyXKaluX W
tapudueix pazpsgoB OK 016-94. M.: Muntpyn Poccun, 1995. //// [Dnextponnstii pecypc]. — M.,
2019. — Pexxum pocrtymna:http:// www.consultant.ru.

Oo6mepoccuiickuii  knaccupukarop uHpopmamuu o Hacenenun OK 018-95. M.:
Muntpyn Poccum, 1996 ////  [Dnextponnsiii pecypc]. — M. 2019. — Pexum
nocryna:http://www.consultant.ru.

O6mepoccuiickuii knaccudukarop ynpasieHueckoit nokymenranuun OK 011-93. M. :
loccranmapr Poccun, 1994 // [Onekrponsseiii pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

Oobmepoccuiickuii kKnaccuukaTop crenuanbHocTed mo obpazoanuio OK 009-93.
M. : Toccrangapt Poccum, 1995 //// [Onexkrponnsii pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

ITpuka3 Muntpyzaa Poccun ot 20.09.2022 N 5781 "O0 yTBep>KICHNUU €JMHBIX TpeOOBaHUN
K cOocTaBy U (popMaTaM JOKyMEHTOB, CBS3aHHBIX C pabOTON, 0(hOPMIISIEMBIX B 3JIEKTPOHHOM BHUJIE
6e3 ny6nmpoBaHus Ha OyMaKHOM Hocutene"

// URL:https://www.garant.ru/products/ipo/prime/doc/405265705/

- DnexkTpoHHbIU cepBUC «OHnaitHuHCcneKusA. POy - [DnekTpoHHbIN pecypc]. — DIEeKTPOH. JaH.

— M., cop. 2024. — Pesxxum noctyma: https://xn--80akibcicpdbetz7e2g.xn--plai/

JIMTEPATYPA
Abynanze, /1. I'. lokyMeHTallMOHHOE 00eCIIeYeHUE YIPaBJICHUS IIEPCOHAIOM : yIeOHHK

U MIPaKTUKyM s akagemuueckoro OakamaBpuara / JI. I'. AGynanze, U. b. Beimpspkkuna, B. M.


http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.garant.ru/products/ipo/prime/doc/405265705/
https://%D0%BE%D0%BD%D0%BB%D0%B0%D0%B9%D0%BD%D0%B8%D0%BD%D1%81%D0%BF%D0%B5%D0%BA%D1%86%D0%B8%D1%8F.%D1%80%D1%84/
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MacnoBa. — Mocksa : U3natensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AxageMuuecKuit
Kkypc). — ISBN 978-5-534-00875-3. — Tekcr : anextponssiii / DbC HOpaiit [caiiT]. — URL:
https://urait.ru/bcode/433411 (mara obpamenus: 30.11.2019).

KanpoBoe npenompousBonctBo: Haumnaem ¢ Hyns. Ayautr cBoumu cuiamu / W.B.
Kypasnesa, M.B. Xypasnesa. - 2-e u3z. - Mocksa : HUL] UH®PA-M, 2014. - 184 c.: 60x88 1/16
+ ( Hom. wmat. znanium.com). - (IIpocto, kpatko, ObicTpo). (0) ISBN 978-5-16-008986-7 -
Texct : onextponnsni. - URL: https://new.znanium.com/catalog/product/417566 (nara
obpamenus: 30.11.2019)

MaTepna.m,Ho-TeXaneCRoe odecneyeHue 3aHATHS:

Tpynosoii konekc PO.

YuauduuupoBanHbie GOpMbI HEPBUYHOMN YUETHOH JOKYMEHTALIUH.

Marepuasl AeJI0BOM UIPhI, COAEpIKAIIUE CIIPABOYHBIN JaHHBIE O PAOOTHUKE, MH(OPMAIIHIO O
€ro TPYAOBOH AEATEIBHOCTH.

Oomepoccuiickue KiacCu(pUKaTophl.

Tema 8 (2 1.) TPYJIOBAST KHIDKKA

3AJJAHUA
1. IlpoanamusupoBaTth TpynoBoil koaekc P®, IlpaBuna BeneHHs M XpaHEHHsS TPYHOBBIX
KHMKEK, HHCTPYKIUIO T10 3aII0JIHEHUIO TPYA0BOM KHUKKH. BBISICHUTB IIpaBUIIa 3aBEICHUS
U MOPSI0K BEACHUS TPYAOBBIX KHUKEK.
2. 3anoiHUTH OJaHK TPYIOBOW KHM)KKH CBEACHUSAMHU O padOTe M yBOJILHEHUH.
3. IIpoananu3upoBaTh MPEAJIOKEHHbIE KOMHUU TPYIOBBIX KHIKEK, OOBSICHUTH OIIMOKH B
o(OpPMIICHUN U BEACHUH.

4. 3apeructpupoBath 0(OPMICHHYIO TPYIOBYIO KHUXKKY.

YKA3AHU 110 BBITIOJITHEHUIO 3AJAHUI

1. Uzyunts Tpynosoit kogekc P®, [lpaBuna BeneHuss U XpaHEHHs] TPYJAOBBIX KHMKEK,
MHCTPYKLUIO IO 3aII0JHEHUIO TPYIOBbIX KHUXKEK.

Y CTaHOBUTH:

-3aKOHO/IaTEJIbHBIE 1 HOPMATHUBHBIEC IIOJIOKEHUS O CTAaTyce TPYAOBOM KHMXKKE, IOPSAKE ee

opopMIICHHS U BEICHUS,
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- HOpMaTHBHbIE TPEOOBAHUS O JyOJIMKATE TPYIOBOU KHIKKH;
- HOpMaTHBHbIE TPEOOBAHUS O BKJIAJIBIIIE K TPYIOBOM KHIDKKE.
2. Hcnonp3ys mNpennoKEeHHblE MaTepuaibl JEJIOBOM HWIPbl M MaTepHalbl 3aHATUH O
JOKYMEHTUPOBAHUHU NIpUEMA, NIEPEBOJA, YBOJIBHEHHSI BHECTH COOTBETCTBYIOLIUE 3allUCU
B TPYAOBYIO KHUXKKY.
3. U3yuuTh mpemiokKeHHbIe KOIMU TPYAOBBIX KHIDKEK, BBISIBUTH OIIMOKH B O(DOPMIICHUH U

UCTIPABJICHUAX HA TUTYJIBHOM JIUCTE, B pa3zene «CBeneHus o paboTey.

KOHTPOJIBHBIE BOITPOCBHI

1. B kako# cpok moJkHa OBITh 3aBelieHAa TPYAOBas KHIDKKA MPH MOCTYIUICHMH PaOOTHHKA Ha
paboty BriepBbIe?

2. B xakux ciydasix KaapoBas ciayx0a MMeeT IPaBoO BbLIATH TyOJIMKAT TPYIOBON KHIKKH?

3.B xakoii cpok nocie yBoJIbHEHUs] paOOTHUKY BbIIACTCS TPYI0OBasi KHIKKA?

4. Kak oopmisiercs Bbl1aua BKJIAbIIIA K TPYIOBOU KHIDKKE?

5. Kakoe cTpyKkTypHOE MOJpa3efieHHe OpPraHu3allii XpaHUT OJaHKU TPYAOBBIX KHUKEK U
BKJIAJIbIIIEN K HUM?

6. Kak ucripaBuTh OIIMOKH, 0OHAPY)KEHHBIE HA TUTYJIBHOM JIMCTE TPYAOBOM KHMKKU?

7.Kak ucnipaBuTh OIIMOKH, OOHApY)KEHHBIE B 3aNI0JHEHUH pa3zena «CpeneHus o padoren?

NCTOYHUKU
Tpynosoit xonexkc Poccuiickont ®enepaunu. Ilpunar rocynapcrsensoit Jymoint 21
nekabps  200Ir.  //  [DnektponHwni  pecypc]. - M.  2019. —  Pexum
nocryna:http://www.consultant.ru.
[Tpuka3 Muntpyna Poccun ot 19.05.2021 N 3201 "O6 yrBepkaeHun (HopMsbl, HOPsIKa

BEJICHUS U XPAHEHUS TPYAOBBIX KHIDKEK'.

JINTEPATYPA
I'moroBa C.A. TeHaeHUUU pa3BUTHUS KAAPOBOTO JEIOMPOM3BOJACTBA B pPAMKaxX
nporpammbl  "ludpoBas sxoHOMEKA" [DnekTpoHHBIM pecypc] / ImoroBa Caernana

AnexcanapoBHa; CBetnana A. I'motoBa // YnpaBieHrne JOKyMEHTaMH B IIU(PPOBOI S5KOHOMUKE. -

Mockga : PITYVY, 2019. - C. 98-103. - Pexxum noctyna : http://elib.lib.rsuh.ru/elib/000013245.


http://www.consultant.ru/
http://elib.lib.rsuh.ru/elib/000013245

34

KanpoBoe nemompousBojctBo: Haumnaem ¢ Hyns. Ayautr cBoumu cuiamu / W.B.
Kypasnesa, M.B. Xypasnesa. - 2-e u3z1. - Mocksa : HUL] UH®PA-M, 2014. - 184 c.: 60x88 1/16
+ (Hom. wmat. znanium.com). - (Ilpocto, kpatko, ObicTpo). (o) ISBN 978-5-16-008986-7 -
Texct: oamektponnbii. - URL:  https://new.znanium.com/catalog/product/417566  (marta
obpamenus: 30.11.2019)

[TaBnoBckas, O. 0. [IpaBoBoe obecnieueHne KaJpoBOro JIEIONPOU3BOJCTBA : yuyeOHOe
noco6ue as By30B / O. 1O. [TaBnoBckast. — Mocksa : M3narensctBo FOpaiit, 2019. — 213 ¢. —
(Beicmiee oopazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrponHsiit / OBC FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

MaTepna.nbﬂo-TeXaneCRoe odecneyeHue 3aHATHS:

NHcTpyKus 110 3aI0JHEHUIO TPYIOBBIX KHUXKEK
[IpaBuia BeicHUS U XpaHEHUsSI TPYIOBBIX KHIKEK
bitaHku TpyAOBBIX KHHKEK

[TpuMeps! 3ar0IHEHHBIX TPYIOBBIX (KHIKEK C OITMOKAMH)

Tema 9 (2 1.) CACTEMATH3ALIUS JOKYMEHTOB KAJPOBOM CJIYKBbI.

3AIAHUS

1. TIpoananusupyiite HOMEHKIATYPY Aed KaapoBoii ciry:x061 3AO “Beimmen”.

2. CocraBpTe NPOEKT HOMEHKIATYpHI Aen otnaena kajapoB 3A0O “BeiMnen” Ha ciengyromui
KaJICHAPHBINA 0.

3. TIpoananuzupyiite TpebOBaHUE 3aKOHOJATEIHHBIX U HOPMATUBHBIX TOKYMEHTOB K COCTaBY
JOKYMEHTOB JINYHOI'O €.

4. Cdopmupyiite muanoe neno corpyanuka 3A0 “BriMiien” u cocTaBbTe€ BHYTPEHHIOIO ONUCH

AOKYMCHTOB JIMYHOT'O ACA.

YKA3AHU 110 BBIIIOJIHEHUIO 3AJAHUI

1. C yueroMm TpeOOBaHUI HOPMATHBHBIX JOKYMEHTOB MPOAHAIU3UPYHTE HOMEHKJIATYPY HET

3A0 “BeiMmen”, ompenensisi €€ BHI, KJIACCH(PUKAIMOHHYIO CXeMy, OCOOEHHOCTH
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(bopMynUpOBaHUs 3ar0JIOBKOB, HCTOUHUKH U MPAaBUILHOCTh YCTAHOBIICHHSI CPOKOB XPaHEHHUSI.
Omnpenennure nepexosUIUe 1e1a, BKIFOUEHHBIE B 3Ty HOMEHKJIATYpY.

2. Ha ocnoBe TpebGoBanuii OCHOBHBIX MpaBUJ pPabOTHI APXMBOB OPraHU3alUi M THIIOBOTO
IIEPEYHsl YIPABJIECHYECKUX JOKYMEHTOB CO CpPOKaMH XpAaHEHUS COCTaBbTE IPOEKT
HOMeHKJaTypsl fent 3A0 “BriMrien” Ha crneayromuid KaneHaapHsiid rof. [Ipoext oopmute B
COOTBETCTBUU C YCTAaHOBJIEHHBIM IOPSAIKOM.

3. H3yuunts Yka3 IIpesunenta PO Vka3 [Ipesunenra Poccuiickoit @enepaunn ot 30 mas 2005 .

Ne 609 «O mepcoHanbHBIX JAaHHBIX T'OCYJApPCTBEHHOI'O TI'PaXJIAHCKOTO ciyxauiero Poccuiickoi

@denepauy U BEIEHUU €ro JIMYHOro aena» M3yunts p.8 TumoBoro mepedHs ynpaBiieHUYECKUX

JOKYMEHTOB U OTIPE/ICIUTh COCTAaB IOKYMEHTOB JIMYHOTO Jie1a pabOTHHUKA.

4.Vicnionb3ys JOKYMEHTHI, pa3pa0OTaHHbIE Ha MPEABIAYIIUX 3aHATHAX, cHOopMUpYHTE JTHYHOE

7e7I0 pabOTHHUKA C YYETOM YCTAaHOBIJIEHHBIX HOPMATHUBHBIX TpeboBaHMid. /s copMupoBaHHOTO

JIMYHOTO Acjia COCTAaBbTC BHYTPCHHIOKO OIMMUCH JOKYMCHTOB.

KOHTPOJIBHBIE BOITPOCBHI

1. KakoBo Ha3HaueHHE HOMEHKIIATYPHI 1€ B KaJIpOBOM CITy:k0e?

2. KakoBbl TpeOoBaHHS K (OPMYIHUPOBKE 3aroJOBKOB JIOKYMEHTOB II0 JUYHOMY COCTaBy B
HOMEHKJIaType Jen?

3. Tlepeuncnute cocTaB JOKyMEHTOB JIMUHOTO Jiesia paOOTHUKA; TOCYAAPCTBEHHOTO CITYXKAILETO.

4. Kak onpenensrorcs CpoKH XpaHEHUs KaJpOBbIX JOKYMEHTOB?

5. Kakas cinyx0a B opraHu3aiuy J0JDKHA pa3padoTaTh HOMEHKIATYPY A€ KaJpOBOH CIyKOb1?

6. Kakue 0coOeHHOCTH XapaKTepHBI UIi HOMEHKJIATYphI JIe]T KaAPOBOM CITyKObI?

NCTOYHUKU

Vka3 [Ipesunenta Poccuiickoit @enepanuu ot 30 mas 2005 r. Ne 609 «O nepcoHanbHbIX
JAHHBIX TOCYAAPCTBEHHOI'O IpakAaHCKOro ciyxamero Poccuiickoit denepanuu U BEIEHUH €rO
auuHoro  gema»  // [OnmekrtponHsld  pecype]. — M.,  2019. -  Pexum
nocryna:http://www.consultant.ru.

ITpuka3 PocapxuBa ot 31.07.2023 N 77 "OO6 yrBepxaenuu [IpaBun opraHuzauu
XpaHEHHUs, KOMIUIEKTOBAHMs, YydeTa U HCIOJB30BAaHUS JOKYMEHTOB ApXHMBHOIO (oHAA
Poccniickoit @enepanny U Ipyrux apXUuBHBIX TOKYMEHTOB B F'OCYIaPCTBEHHBIX OpPraHax, OpraHax

MECTHOTO CaMOYIIPABJIEHUS U OpraHu3anusx".


http://www.consultant.ru/
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ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxkaenun IlepeyHs THUIOBBIX
YIPaBJIEHYECKUX AapPXUBHBIX JIOKYyMEHTOB, OO0pa3ymioIluxcs B Tpolecce JesATeTbHOCTH
roCyIapCTBEHHBIX OPIaHOB, OPraHOB MECTHOI'O CaMOYIPABJICHUS U OpraHM3alyil, ¢ yKa3aHUEM

cpokoB ux xpaHeHus" (3apeructpuposano B Munrocte Poccun 06.02.2020 N 57449).

JINTEPATYPA

beikoBa T.A. JlokymMeHTallMOHHOE OOeCIedeHue YIpaBiIeHUs (IeIOTPOU3BOJICTBO)
[DnexTponHEIH pecypce] : yue6HOoe mocobue / T. A. BeikoBa, T. B. Ky3nenosa. - 2-e u3., mepepad.
u gon. - MockBa : Hudpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

MaTepna.m,Ho-TeXaneCRoe odecneyeHue 3aHATHS:

Meroauueckue peKOMEHJAIM 1O pa3padOTKe MHCTPYKUMH MO JAEJIONPOU3BOJACTBY B
(benepanabHBIX OpraHax UCHOJHUTEIHHOHN BIIACTH.

Kommnekt nokymenToB 3A0 “Beimmnen’.
[lepeyeHb THUMOBBIX YIPABICHUECKUX ApPXUBHBIX JTOKYMEHTOB, OOpa3ylOIIMXCS B IpoLecce
JESITEILHOCTH FOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CAMOYITPAaBJICHUsI U OpraHU3alHi,

C YKa3aHUCM CPOKOB XpPaHCHUS.

9.2 MeToaudeckue PEKOMEHIAIIUMA 110 NOATOTOBKE NHNCbMECHHBIX paﬁoT

B npouecce oOydenus crynents! PI'TY BBIMONHAIOT pa3Hble BUIbI MUCbMEHHBIX padoT.

OCHOBHBIMU IIEJISIMHU ITUCBMEHHBIX Pa0OT B BY3€ SIBIISIOTCS:

- 3aKpEIUICHNE TOJYYEHHBIX 3HAaHUH O CHEIHATbHOCTH, TPUMEHEHHE 3TUX 3HAHUH TpU
pereHnn mpoecCHOHABHBIX 3a/1a4;

- pa3BUTHE HABBIKOB BEJICHHUS CAMOCTOSATENBHOM pPabOTHI, OBJAJECHHE METOAUKAMU
Y TIPUHIMIIAMH CAMOCTOSITENIHON MCCIIe0BATEIbCKOM AEATEIIbHOCTH;

- (popmupoBaHuEe yMEHUS TPAMOTHO M JIOTMYHO HM3Jarath COOpaHHbIC HAy4YHbIC JTAHHBIE
U MaTepHajbl COOCTBEHHOW MCCIIeI0BATEIbCKON EATEIHOCTH.

Haubosiee mpocrasi, HO O4eHb BakHas (opMa HMUCBMEHHOW pPabOTHI B By3e — 3TO
KOHTpoJIbHast paboTta. OHa sBIsETCS 00s3aTEIbHBIM 3JIEMEHTOM CaMOCTOSITEIbHON paboTHI
CTYZIEHTA U, TIPEXKJIe BCEro, IEMOHCTPUPYET YMEHHE BOCIIPUHUMATH U MEPeaBaTh HHPOPMAIIHIO.

OTOT BHUJ MUCBMEHHOW pabOTHI MPEeIyCMOTPEH YYEOHBIMH IIaHAMU TOJTOTOBKU
OakanaBpoB M Ha Kadenpe apXUBOBEIEHHS IpelaraeTcsi B paMKax M3yueHHs! OOIIUX KypCOB
u KIIB.

Taxke B mpouecce OOy4eHHs CTYACHTY NPEJCTOUT BBINOJHEHHE KYPCOBBIX pPaldoT,
KOTOpBIE (POPMHUPYIOT HCCIIEJIOBATENBCKUE HABBIKM, Pa3BUBAIOT CIIOCOOHOCTH CHCTEMAaTHU3aLUU
U OCMBICIIEHUSI YK€ CYIIECTBYIOUIETO 3HAHUS M HANpaBJIEHbl Ha CaMOCTOSTEIBHOE pEIICHUE
HEKOTOPBIX TEOPETHUECKUX WM MPAKTUYEeCKUX 3a7a4. KypcoBas paboTa 1eMOHCTpUpPYET yMEHHE


http://znanium.com/go.php?id=942800
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paboTath C WMCTOYHHMKAMH, HCIOJB30BATh JIOCTUKEHHUS COBPEMEHHOW Hayku (Hampumep,
HCII0JIb30BaTh JIOCTUKEHUSI apXUBOBEICHMSI, a TAKKE CMEXKHBIX HAyK M HAy4YHBIX AMCLHUILINH),
YCIIEIIHO pelaTh NOCTaBJICHHBIE 3aqaud, oOpabarbiBaTh M 0000maTh MaTepuan. Hammcanue
KOHTPOJIbHOH pPa0OThI, MOJrOTOBKAa M 3allUTa KYpCOBOM HMMEET psAJ OpPraHU3alMOHHBIX H
METOMYECKUX 0coOeHHOocTel. O3HaKOMIIEHHE C JaHHBIMH METOAMYECKHMMH PEKOMEHAAIUSIMU
MIOMOKET CTYACHTaM IPAaBUIBHO OPraHMU30BaTh CBOIO YUEOHYIO M HayYHO-HCCIIEI0BATEIbCKYIO
pabory.

OO0mme TpeGOBaHUS K CTPYKTYPE M COACPKAHMIO NMCbMEHHBIX padoT

BaxHoli (hopmoii camocTOATeNbHOM pabOTHI CTyIEHTa SIBISIETCS KOHTPOJIbHAs padora.
Ona mpeaycMoTpeHa st OOJIBIIMHCTBA JUCIHMIUIMH y4eOHOTO IIaHa, YATaeMbIX Ha Kadeape
apxuBoBeJieHUs. Ee Hamucanue nmpecienyeT 1eilb yriayOolieHHOW MpopadoTKU AUCIHUILTAHEI.

KonTponpHast paboTa BBINOJHAETCS CTYJCHTAaMH B COOTBETCTBUH C TEMAaTHKOH,
©XKEroHO  yrBepknaemod  kadenpoil. KonrponbHas  pabota  sBISETCS  3JIEMEHTOM
CaMOCTOSITEIILHOW PabOThI CTYACHTOB, MO3TOMY BBIOOD TEMBI IIPEAOCTABISAETCS CTYACHTY.

Jlo HamucaHus KOHTPOJBHOH pabOThl CTYACHT JOJDKEH B IIEJIOM O3HAKOMHUTHCS C
paszzienaMu Kypca, MpelyCMOTPEHHBIMU YUeOHOM MPOrpaMMOi.

PaboTa 1o HanMcaHuIO0 KOHTPOJIBHOM HAUNHACTCS C BBISIBICHUS U U3yYEeHUSI HCTOUHUKOB
U JuTeparypsl mo teme. Ilo okoHuaHUM cOOpa M U3yYCHHS JUTEPATYypPhl M UCTOYHUKOB CIIEAYET
IPOAyMaTh IUIaH KOHTPOJIbHOM paboThl. CocTaBlieHHE TIaHa — BaXKHAs 4acTh paObOTHI

Haj Temoi. [Tnan npeacraBnseT coboil mepedeHp BOMPOCOB, OTPAKAIOIINX COJIEPKAHNE
uccinenoBanus. OT TOro, HaCKOJIbKO YE€TKO OH IPOJYMaH M IOCTPOEH, BO MHOIOM 3aBHCHUT
Ka4ecTBO KOHTPOJIbHOW paboTel. B 1utaH menecooOpa3HO BKIOYHTH HauOojee BaKHbIC
TEOPETHUYECKHE M TPAKTHYECKUE BOMPOCHI TEMBI, KOTOPHIE MPU HEOOXOIUMOCTU MOTYT OBITH
neranu3upoBanbl. Kak mpaBuio, pabouuii BapuaHT IUIaHA JIOJDKEH OBITh pPa3BEPHYTHIM, YTO
oOnerdaer paboTy Haj TEMOIA.

B okoHuaTenbHOM BapuaHTE IUIAH MOXET OBbITh JaH B COKPALICHHOM BHJE, HO
00s3aTENIbHBIM  YCIIOBHEM TP 3TOM SIBJISIETCS OTPAKEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpuBaeMBbIX B KOHTPOJIbHON pa Oote. CocTaBieHHBIN IUIaH JOJDKEH HAUTH OTPaKEHUE B
OTJIaBJICHUU

K KOHTpOJIbHOM pabote. Pabora moikHa BKIIOYATh THUTYJIBHBIN JIMCT, OTJIaBJICHHUE,
BBEJICHME,

OCHOBHYIO 4acCTh, COCTOSIIYIO U3 HECKOJBKUX Pa3/elioB WK maparpados, 3akiIoueHue,
CIHMCOK MCTOYHHMKOB M JINTepaTypbl. Bo BBeaeHMU HEOOXOAMMO KPAaTKO PACKPBITh 3HAYCHHUE U
aKTyaJIbHOCTh HW3y4aeMoro Bompoca (TeMbl), Ha3BaTh OCHOBHBIE 3a7ayd paloOThHI, ee
XPOHOJIOTUYECKHE PAMKH, 000CHOBAThH CTPYKTYpPY, AaTh Kpat-

KUl 0030p UCTOYHUKOB M JHUTEPATyphl MO Teme. O030p UCTOUHUKOB M JUTEPATYPHI HE
JOJIKEH CBOJUTHCS K MEPEUHUCIEHUIO UCII0JIB30BAHHOIO aBTOPOM HOPMAaTUBHOTO MaTepHaa

1 onyOIMKOBAaHHBIX cTaTeil. B HeM cienyer AaTh aHAJIM3 UCTOYHUKOB M JTUTEpaTypsl. B
3aBHCUMOCTH OT 00BEMa M IIeNIEBOr0 Ha3zHaueHHs padoThl, 0030p MCTOYHHUKOB M JHUTEPATYPHI
MOJKeT OBITh TIPECTABJICH OTACIbHBIM Maparpadom UM pa3aeaoM B OCHOBHOM 4acTu pabOTHI.

OcHOBHasi 4yacTb KOHTPOJBHOH pabOThl NOJHKHA OBITH M3JI0KEHAa B COOTBETCTBUU C
IUIAHOM, OCBELIaTh COCTOSIHUE M COJAEpKaTh aHAJINU3 pAacCMaTPUBAEMBIX BOIPOCOB C Y4YETOM
COBPEMEHHOTO YPOBHSI DPa3BUTHS TEOPETUYECKUX 3HAHUNH W OIBITa MPAKTUYECKOH pPaOOTHI
apXMBHBIX YUPEXKIECHUH B 3TOW 00JIaCTH.

[Tpu packpbITHH TOW MM HHOW TEMBI CTYICHT JOJDKEH CTPEMUTHCS OIPOOHO U IITyOOKO
U3JI0)KUTh Kpyr BOIPOCOB, BXOIAIMX B Hee. Ilo Mepe paccmMoTpeHus martepuana OTAEIbHBIE
MIOJIOKEHHSI KOHTPOJIBHOU pabOTHI CIIEAyeT WLTIOCTPUPOBATH MPUMEPAMHU U3 JIUTEPATYPHI U, 1O

BO3MO’KHOCTH, U3 MIPAKTHKH PaOOThl KOHKPETHBIX apXUBOB C 0053aTEIbHBIMU CCBLTKAMHU
Ha JINTEPATypy U UCTOYHHUKH. B 3aKi1I0ueHIH KOHTPOJIBHOM paboThl HEOOXO0IMMO IT0IBECTH UTOTH

TEOPETHUYECKOW M TPAKTHYECKOH pa3paboTku BompocoB. CIUCOK HCTOUYHUKOB U
JUTEpaTyphl TPEACTaBIsIeT c000il mepedyeHb MCIOJBb30BAaHHBIX PadOT MO TeMe, B KOTOPOM
yKa3bIBaIOTCS (PaMUIIMK U MHUIMAIIBI aBTOPA (aBTOPOB), Ha3BaHHE pabOTHI, MECTO, BpeMs e

OHyGHI/IKOBaHI/IH " CTpaHUIbI.
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Hpuioxenue 1

Annomayusa oucyunaunsl (Mooyns)
Hucuumnuua  «KagpoBoe — eIONMPOM3BOJCTBO» — peanm3yercs Ha  (akylIbTeTe

apXWBOBEACHUS M JOKYMCHTOBEIEHUS Kadenpod ITOKYMEHTOBEICHHS, ayAHOBHU3YAIbHBIX U
HAy4YHO-TEXHUYECKUX apXUBOB .

Lenb QUCUUIUTMHBL (MOOY/5): N3yd€HHE OCHOBHBIX INPaBWJI JOKYMEHTUPOBAHUS TPYJOBBIX
otHoweHui B PO u opranuzanuu paboThl ¢ JOKYMEHTaMH 10 TUYHOMY COCTaBY.

3agauu :

. O3HAaKOMUTH CTYACHTOB C OCHOBHBIMU NPABOBHIMH aKTaMH B cdepe KaJIpoBOTO
JIEJIONPOU3BO/JICTBA;

. CdhopmupoBaTh KOMIUIEKCHOE MTPEICTABICHUE O COCTOSIHUM COBPEMEHHOW CHCTEMBI

JOKYMEHTALUU I10 JINYHOMY COCTaBY;

. JlaTh XapaKTepUCTUKY 003aTEIbHBIM, YCIOBHO-003aTE€IbHBIM H PEKOMEHIYEMbIM
JTOKYMEHTaM KaJIpOBOH CITYXOBI;

. Omnucate 0COOCHHOCTH COCTaBJICHUS U O(OPMIICHUS JIOKAJbHBIX HOPMAaTHBHBIX

aKTOB, PETJIAMEHTUPYIOIINX JIEATEILHOCTH KaIpOBBIX CIYX0;

. BBISBUTH OCHOBHBIE JOKYMEHTUPYEMBIE 33/1a41 KaAPOBOU CITYKOBI;

. YCTaHOBUTH COCTaB JOKYMEHTOB II0 OCHOBHBIM JOKYMEHTHUPYEMBIM KaJIpOBBIM
IpoLexypam;

. ITomaroso onucars NOPSAOK JOKYMEHTUPOBAHUS 3TUX IPOLEAYD;

. CcdhopMupoBaTh HaBBIKM COCTABJICHUS U O(OPMIICHHS JOKYMEHTOB I0 JMYHOMY
COCTaBYy;

. OOy4nTb OCHOBHBIM TEXHOJIOTHUECKHM TpUEMaM JEJIOIPOU3BOACTBEHHBIX
orepanui;

. O3HaKOMHUTH ¢ HOPMaMH U NTPaBWIIAMH CUCTEMATHU3ALMM U XPAaHEHUS JOKYMEHTOB

10 JINYHOMY COCTaBY.
JlucuurivHa HarpaByieHa Ha (GOPMHUPOBAHKE CIIEIYIOMIUX KOMITETCHIINN:
e OIIK-2 - Cnocoben HaxouTh OpraHU3alMOHHO-YTIPABIEHYECKHE PEMIEHUs IPU PELIEHNH 3a/1a4 B cepe
cBoel poecCHOHANBHOM JIeITENEHOCTH,
® OHK'3 - Cnocoben MPUMCHATH TCOPCTUUCCKUC 3HAHUSA JI PCHICHUS ITOCTABJICHHBIX 34144 B obactu
JOKYMCHTOBCACHUA U apXUBOBCACHM .
B pezynomame uzyuenus oucyuniunvl cmyoenm O0AHCeH 3HAMb:
*  COBPEMEHHYIO 3aKOHOIATEIbHYIO H HOPMAaTUBHO-TIPABOBYIO 023y, periiaMeHTUPYIOUTYIO

paboTy ¢ KaJpoBO JOKyMEHTAIHEH;
*  OCHOBHBIE ITPOOJIEMBI COBPEMEHHOTO KaJPOBOT'0 JICJIONPOU3BOJICTBA;

* crneunuKy KaJpoBOii JOKyMEHTALIUU B TOCYJAPCTBEHHOMN U HETOCYIapCTBEHHOM

chepax;
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cocTaB 0053aTeNbHbBIX JJOKYyMEHTOB KaJpPOBOU CITYKOBI;
MOPSAZOK JOKYMEHTHPOBAHUS KaAPOBBIX MPOLEYP, CPOKH U3JIAaHHS JOKyMEHTOB;
TpeGoBaHUA K 0()OPMIICHHUIO TIOKYMEHTOB TI0 JINYHOMY COCTaBY;

TEXHOJIOTHIO pabOTHI C JOKYMEHTaMH KaJpOBOU CITY>KOBI;

NMOopsAAOK BSACHUS JIMIHBIX OCJI paGOTHI/IKOB;

paBujia CUCTCMATHU3AallUU U XPAHCHHUA JOKYMCHTOB I10 JINYHOMY COCTaBY.

B pezynomame uzyuenus oucyuniunvl Cmyoenm 00IHCeH YMemb.

paboTaTh C HOpMAaTUBHO-IIPABOBOM 6a30ii B cepe KaipoBOro IEeIONPOU3BO/ICTBA;

IIPUMEHATH HOPMBI TPYAOBOIO IIPaBa, KACAIOIIMECS KaApPOBOU JOKYMEHTALMM, HA

MIPAKTHKE;
OpraHu30BBIBATH pabOTy KaJpOBOM CITyKOBI;
COCTaBJIATH U O(POPMIIATH JIOKAIbHbIE HOPMATHUBHBIE aKThI KaJIPOBOH CITy»KOBbI;

MMpOBOAUTE BCCh KOMIIJICKC pa60T MO0 AOKYMCHTHUPOBAHUIO OCHOBHBIX KaAPOBBIX

IIPOLIEYP;
MPaBUIBLHO 0(OPMIIATE U OPOPMIIATH OTJEIBHBIC KaIPOBbIE JOKYMEHTHI;

OpraHu3oBaTh padOTy C KaJPOBOM JOKyMEHTAIMEH B OPraHU3alUAX U YUPESKICHUAX

Pa3IUYHBIX OPraHU3AUOHHO-TIPABOBBIX (POPM.

B pezynomame uzyuenusn oucyuniunvl cmyoenm 00axicer 001a0ams HAGLIKAMU.:

aHaJIM3a MPaBbIX aKTOB, BBISBJICHUS HEOOXOIUMOHN periaMeHTUpYomel HHPpOopMaIuu o
JOKYMEHTUPOBAaHUH TPYAOBBIX OTHOIICHUH;

paloTHI ¢ TUIIOBBIMU U YHU(PHUIIUPOBAHHBIMU (JOPMaMU IOKYMEHTOB;

COCTaBJICHUS PA3JIMYHBIX BHUJIOB JOKYMEHTOB, O(OPMIISIONIUX TPYAOBbIE OTHOILICHHS C
pabOTHUKAMU;

COCTaBJICHUS JIOKAJIbHBIX HOPMAaTHUBHBIX aKTOB, PETIaMEHTHPYIOUINX paboTy KaJIpoBOit
CITyXOBI;

MO/ICTIMPOBAHUS YIIPABJIEHYECKUX CUTYALIUH 110 BOIPOCAM JOKYMEHTHPOBAHUS TPYIOBBIX
OTHOIIICHUM;

paboThI ¢ KaAPOBOM TOKYMEHTAIIUEH;

CUCTEMAaTU3aLUHU KaJpOBOU JOKYMEHTALIMU U OPraHU3aluu €€ XpaHEHUs.

[To qucuumumHe (MOOY110) IPETYCMOTPEHA IPOMEXYTOUHAs! aTTecTaus B opme

IK3ameHdA.

06H_Ia51 TPYAOCMKOCTb OCBOCHUSA NUCHUIIJIMHBI COCTABJISICT 4 3ayeTHEIE CAWHUIIBI.
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