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1. HepequL IVIAHUPYEMBIX pPE3YyJIbTAaTOB oﬁyqennﬂ o JTMCHUIIVIMHE, COOTHECCHHDBIX C
INIAHUPYEMBIMHU pPE3yJbTaTaMH OCBOCHHUSA NPOTPaMMbI

L1

Jucimumza (B1.B.O/1.10) «KagpoBoe nenomnpou3BOACTBOMY» OOECIIEUYUBAET OBJIAJICHUE
CJIEIYIOLIMMU KOMIIETEHIIUSIMU C YY4ETOM dTana:

Tabnuna 1.
Kon HaumeHnoBaHMe KOMIETEHIHH Kox srama | HaumeHoBaHue »3Tama OCBOCHUS
KOMIIETE OCBOCHMS | KOMIIETEHIIMU
HITUH KOMIIETEH
0207
[1IK- 10 | 3nanue TpynoBoro kozekca | [TK-10.2 CrnocoOHOCT:
Poccuiickoii ®@enepauuu M UHBIX | (IO BCEM | — OCYIIECTBJIATH 0OpPabOTKY, y4eT
HOPMAaTHBHBIX  IPaBOBBIX  aKTOB, | popmam u TEKyIIee XpaHEeHue
coJieprKalinux 00yueHus) | opraHM3aIMOHHON u
HOpPMBI TPYZOBOTO IpaBa, MPOLEIYp pacropsIUTeNbHON JOKYMEHTAIUH
npueMa, YBOJIBHEHHUS, IlepeBojia Ha 0  JBW)KEHUIO IEepCOHaja B
ApYryio paboTy M IepeMeIleHus COOTBETCTBUU C TpeOOBaHUSAMU
IIEpCOHaa B COOTBETCTBUM  C TPYAOBOTO 3aKOHOJATENbCTBA
TpynoBeim  konekcom  Poccuiickoit Poccuiickoit ®@enepaunu, a Takxke
@enepanii M BiaJileHUE HaBbIKAMU HOpMaMH W TpaBwiaMu B cdepe
ohopmIIeHHS COTIPOBOX IAfOIIEN JOKYMEHTAI[MOHHOTO o0ecrneueHus
JOKYMEHTAIIUU yIIpaBJICHUS IIEPCOHAIIOM,
apXHUBHOTO nena, 3aIUTHI
MEPCOHAIILHBIX JAHHBIX
IIK-12 3Hanue  ocHoB  pazpabotku U | [IK-12.1 CrnocoOHOCTB:
BHEJ[PEHUSI KaJIpOBOii v | (0 BCEM | — OCYWIECTBIATH  ONTHMH3ALIHIO
yIIPaBJIEHUYECKO I JOKYMEHTaIuH, | (hopmam JOKyMEHTO00OopoTa B
ONTHMH3ALMM JOKyMEHTO000poTa M | 00y4eHHs) | opraHu3aluM, BEIOMpATh HamOoyee
cXeM (yHKLIMOHAJIbHBIX B3aUMOCBSI3ei ONTUMAJIbHBIE CXEMBI
MEXAY IOApasfcleHUusIMU, OCHOB (YHKIMOHANBHBIX  B3aUMOCBS3EH
pa3pabOTKU W BHEAPEHUS HPOILEIyp MEXJy  MOJpa3feieHUusMU  Ha
peryaupoBaHus TPYAOBBIX OCHOBE 3HaHUA 0a3bl HOPMATHUBHO-
OTHOIIEHUH U  CONPOBOXKIAIOLIEH IPaBOBOTO  PETyIUPOBaHUS U
JTOKYMEHTAIIU! METOIUYECKOTO obecrnieueHus
KaJpOBOro JIEJIONIPOU3BOCTBA,
paBUI COCTaBIICHHS u
odopmieHus YIIPABJICHUECKUX
JOKYMEHTOB




ITK-13 Ymenune BECTH kagposoe | [TK-13.2 CrocoOHOCTB:
JeTIOTIPOU3BOCTBO U OPTaHU30BBIBATh | (IO  BCEM | — BeCTH KaJpOBO€
apXHWBHOE XpaHeHue KaJIpoBBIX | (hopMam JIETIOTIPOM3BOICTBO "
JOKYMEHTOB B COOTBETCTBUU  C | OOyYeHHUs) | OpraHM30BBIBATH apXUBHOE
JEeUCTBYIOUTUMHU HOPMAaTHUBHO- XpaHeHUe KaJpPOBBIX TOKYMEHTOB B
NPAaBOBBIMHU AaKTaMH, 3HAHHE OCHOB COOTBETCTBUH C JICHCTBYIOIIUMHU
KaJpOBOW  CTAaTHUCTUKH,  BIAJICHUE HOPMAaTHUBHBIMU IPaBOBBIMU
HaBBIKAMHU  COCTABIICHHUS  KaJpPOBOM aKTamMM, oOecrneyuBaTh 3allUTy
OTYETHOCTH, a TaKXK€ HaBbIKAMH HEPCOHAIBHBIX JAHHBIX
O3HAKOMJICHUS COTPYIHHKOB pabOTHHUKOB, COCTaBIIATh
OpraHu3zauu C KaJpoOBOM KaJ[pOBYIO OTYETHOCTb, 3HAKOMUTb
JOKYMEHTallie M JeHCTBYIOUIMMHU pabOTHMKOB  OpraHu3allud  C
JIOKaJIbHBIMH HOPMATUBHBIMU aKTaMH, KaJpoBOW  JOKyMEHTalue u
yYMEHHE o0ecneuynThb 3aIUTY JEHUCTBYIOIUMU JIOKaJIbHBIMU
NEPCOHANBHBIX JAHHBIX COTPYIHUKOB HOPMAaTHBHBIMH aKTaMH
[1K-27 Bnanenue METOJaMU u | [IK-27.2 CrnocoOHOCTB:
IIPOTPaMMHBIMH cpeacTBamu | (IO BCEM |— BageTh HaBBIKAMU DPabOTHI CO
o0paboTku nenoBoil  uHpOpManuy, | hopMmam CTeLUATU3UPOBAHHBIMU
HaBBIKAMU paboThI co | 0OyueHus) KaJpOBBIMH  KOMIIBIOTEPHBIMU
CIELUAIN3UPOBAHHBIMUA  Ka/IPOBBIMH MpOrpaMMaMHu
KOMIBIOTEPHBIMU porpamMMaMH,
CIOCOOHOCTh B3aUMOJICHCTBOBATH CO
ciryk6aMu MH(POPMAITMOHHBIX
TEXHOJIOT Ul u 3¢ hEeKTUBHO
MCIOJIb30BATh KOPIIOpaTHUBHbIE
MH(POpPMAIIMOHHBIE  CHUCTEMBI  NpPH
peleHnu 3aja4 yIIpaBIICHUS
NIEPCOHATIOM
1.2. B pe3ynbraTe OCBOCHHUS AUCIUIUIMHBI Y CTYICHTOB JJOJKHBI OBITH ChOPMUPOBAHBIL:
Tabauna 2.
OTo/Td Koo Pezynomamul 00yuenusn
Imana
0Cc60eHUA
Komneme
HUYuu
JIOKyMEHTaLMOHHOE I[IK - 10.2 | Ha ypoBHe 3HaHMUIA:
obecriedeHne paboTEl ¢ OCHOBHBIE IpaBuJia 0(OpMIICHHUS KaIPOBHIX JOKYMEHTOB
MepPCOHAIOM A / Ha ypoBHE YMEHMIi:
A/OLS. Benenne PUMEHSTh HOPMBI, YCTaHOBJICHHbIE TPYIOBBIM
OpraHH?’auHOHHOHU 1 3akoHoarenbcTBOM  Poccuiickoit  depepanuu, IpaBuia,
pacrnopsaauTCIIbHON o o
JOKYMeHTaIH o MHCTPYKLIMM ¥  HalMOHaJbHBIE cTaHaapTel Poccuiickoi
mepcoHay. @eneparun s opOpMIICHHUS JOKYMEHTOB, HCIOJIb3yEeMBIX
AJ02.5. Benenne KaZpOBOU CIIy)O00i MpU CONMPOBOXKIECHUHN KaIPOBBIX MPOLEAYP
JIOKyMEHTALUH 1o U JOKYMEHTHPOBAHUS TPYIOBBIX OTHOIICHUI
y4eTy M JBUXKEHUIO Ha ypoBHE HaBBIKOB:
KaJpoB oQopmIIeHHs KaJJpOBOI TOKyMEHTALUN
JIOKyMEHTalMOHHOE [K-12.1 Ha ypoBHe 3HaHuii:
obecredeHne paboTsl ¢ IpaBiIa pa3paboTKU W BHEAPEHHUSI KaPOBOii JOKYMEHTALIHN
nepconaiom (A) / Ha ypoBHe ymeHuii:
A/03.5. B3aMMO/ICHCTBOBAaTh C 3aMHTEPECOBAHHBIMU CTPYKTYPHBIMHU
ANMUHUCTpUpPOBaHUE
MOJIpa3/ieIeHusIMU B TIpoliecce pPa3pabOTKH M BHEJPEHHUs




MPOLIECCOB U
JOKYMEHTO000pOTa 110
y4eTy ¥ JBIKCHUIO
KaJIpoB,
MPENICTABICHHIO
JOKYMEHTOB 10
MepPCOHANY B
rocyIapCTBEHHBIC
OpraHBl.
JIoKyMEeHTaI[HOHHOE
obecriedeHne padoThI C
niepconasiom (A) /
A/01.5. Benenue
OpraHU3allMOHHOH U

KaJpOBOU JOKYMEHTALlUH

Ha ypoBHE HaBBIKOB:

00paboTku " aHanm3a MOCTYMAOIEN KaJpoBOI
JOKYMEHTAIlMM, aHajgu3a o0beMa JIOKyMEeHTooOOpoTa u
BBIPA0OTKU (POPM JOKYMEHTOB 110 €r0 ONTUMHU3ALNH

pacnopsIuTeNbHON
AOKYMCHTAIlUHU 11O
[IEPCOHAILY
JIOKyMEHTaIMOHHOE IIK-13.2 Ha ypoBHe 3HaHuii:
obecriedenne paboTEl ¢ IpaBujia KaIpOBOIO IEJIONPOU3BOACTBA, OCHOBBI ApXHUBHOIO
nepconanom  (A) / 3aKOHOJATENbCTBA, COCTaB  KaJApOBOM JOKYMEHTAUHU U
A/OLS. B?z[e}me JIOKAJILHBIX HOPMATHBHBIX AKTOB, TOIIEKAIINX O3HAKOMIICHUIO
Op1"aHI/I3a]_[I/IOHHOI/Iv n pa6OTHI/IKaMI/I
pacrnopsaauTCIIbHON o
JAOKYMCHTAIIUN Io Ha YPOBHC yMCHHUH.
mepcoHany. BECTH  KaJpOBOC  JE/NONPOMSBOACTBO B  COOTBETCTBHU  ©
A/02.5. Berenue NEUCTBYIOUIMMU HOPMATHUBHBIMM IIPaBOBBIMM  aKTaMHU H
JOKYMEHTALHH 1o OpraHM30BBIBATH APXUBHOE XPaHEHUE KaJIPOBbIX JOKYMEHTOB B
y4ery u JBHXKXCHUIO COOTBCTCTBUU C ACHUCTBYIOIIUMH HOPMATHUBHBIMU IIPABOBBIMU
KaJ|poB aKTamM; pa3palaTbIBaTh MOPSAOK O3HAKOMJICHHS PabOTHHUKOB
OpraHM3aluu ¢ KaJpOBOM JOKYMEHTALMEH U JEHUCTBYIOLIUMU
JIOKAJIbHBIMU HOPMATUBHBIMU aKTaMU
Ha ypoBHE HaBBIKOB:
npuMeHeHHs GopM 03HAKOMJICHHSI paOOTHUKOB OpraHHU3aluu C
KaJpOBOM JOKYMEHTALMEN, JECUCTBYIOLIMMH JIOKAJbHBIMU
HOPMAaTHBHBIMU aKTaMH
JIOKyMEHTaIMOHHOE [1K-27.2 Ha ypoBHe 3HaHuii:

obecnieueHne paboOTHI C
nepconaiiom  (A)  /
A/03.5.

CIICHUAJIM3UPOBAHHBIC KaIPOBLIC KOMITBIOTCPHBIC ITPOTrPaMMBbI

Ha ypoBHe ymeHuii:
peuaTh 3aa4y 10 KaJpOBOMY JEJIONPOU3BOJCTBY C IIOMOILBIO

MHUHHUCTPUPOBAHHUC
ﬁ}?oueccmap P " IPOrpaMMHBIX CPEACTB
JIOKyMEHTO00O0pOTa 110 Ha ypoBHe HaBBIKOB:
ydery M JBHKCHHUIO paboTsI co CHEHATN3UPOBAHHBIMU KaJ{POBLIMU
KaJIpoB, KOMITBIOTEPHBIMU MIPOTPaMMaMH
npeaCTaBJICHUIO
JAOKYMCHTOB 10
IIepCcoHaIy B
rocyaapCTBCHHBIC
OpraHbl

2. O0beM u MecTO aUCHUMILIMHBI B cTpyKType OI BO

O0beM TUCHUNIINHBI

OO0mas TpyA0eMKOCTh JUCIUILTHHBI cocTaBiseT 2 3.E.




KonuyecTBo akageMHUYeCKUX 4YacoOB, BBIJCICHHBIX HAa KOHTAKTHYIO paboTy c mpernojaBaTeneM
(ounas ¢popma obyuenus) — 36 yaca (M3 HUX JeKuuu — 18 4., 3aHATHS ceMHHAapCcKoro Tuma — 18 4.); Ha
CaMOCTOSTENIbHYIO PaboTy oOyuaromuxcs — 36 u.

KonnyectBo akagemMuueckux 4acoB (3aouHasi (opma OOydeHHs, BBIJCICHHBIX Ha KOHTAKTHYIO
paboty ¢ npenonaBareneM — 12 gacoB (M3 HUX JEKIUU — 4 4., 3aHATUS CEMUHAPCKOTO THIA — § 4.); Ha
CaMOCTOSITENIbHYIO PaboTy oOyuaromuxcst — 56 4.).

MecTo TUCUMIIJIMHBI
Hucnurnnuna «Kaaposoe nenonpousBoactBo» (nuaeke b1.B.OJ1.10) usyuyaercs:

— CTyJIEeHTaMU OYHOHM (GopMbl 00ydeHus Ha 2 Kypce (4 cemecTp);
— CTy/AICHTaMHu 3209HOH (opMbI — Ha 2-3 Kypce (4-5 ceMecTpsbl);

— cTyaeHTaMu 3a04Hoi opmbl o0yuenus (¢ npumenernueM D0 JIOT) Ha 4 xypce (7 cemectp).

JmcuuInimHa

«KaapoBoe N1e10MpOU3BOICTBO»

peAIM3yCTCd TOCJIC HU3Y4YCHUA JUCHUILIINH

«Tpynosoe npaso», unjekc b1.6.7 (3 cemectp), «Craructuka», nuajgexc b1.B.O1.9 (3 cemectp).

3. Coaep:xaHue U CTPYKTYpPa JUCHMIIUHbBI

Tabnwua 3.

O0beM TUCLUIUIMHEL, YAC.

KonraktHas pabota
00yJaIOIIIXCS C

dopma TEKyIIero KOHTPOIIs

Nen/n | HaummernoBanvie TeM (pa3/ienoB) Beero Hperno/iaBaTeiacm 1o P yCHeBaeMOCTHIL
BUJIaM Y4eOHbIX 3aHATHI TIPOMEAKYTOUHOM
aTTeCTaluH
b aip | m3 |KCP
Ounas ghopma o0b6yuenus

Pa3znean 1 |I'ocynapcrBeHHOe 20 6 6 11 T
peryJiMpoBaHue u KP
MeTOoAMYecKoe
ol0ecneyenune
AeJIONPOU3BOACTBA U
apxuBHOro aeja Poccun

Tema 1.1 |HopmaTuBHO-IPaBOBOE 8 2 2 4 O1.1
peryiupoBaHue 1311
JEIOMPOU3BOJICTBA U
apXUBHOTO Jiena

Tema 1.2  |JIoKyMeHTHI, 8 3 3 5 Ki2
yCTaHaBJIMBAIOIHE TTOPSIOK
U coJeprKallie paBuiIa
cocTaBieHUs1 1 0OPMIICHHS
YIPaBICHYCCKHX
JTOKYMEHTOB

Tema 1.3. |J/IokanbHbIE HODMATUBHBIE 4 1 1 2 O13
aKTbl, PEryJIUPYIOIIHE 1313

Pa3nea 2 |lokyMeHT000OPOT H 20 6 6 10 T,
JAeJIONMPOU3BOACTBO B KP
OpraHu3anuu

Tema 2.1 |JoxymeHTo0o60poT B 6 2 2 3 Kz
OpraHu3aluu

! ®opmer Texymero KomTponms ycmeBaeMocTH: komtokBuyM (K), mpaktudeckme samamms (I13), ompoc (O), Tectmposamme (T),
KOHTponbHas padora (KP).




Tema 2.2  |Opranusaiius onepaTuBHOro| 7 2 2 3 02>
W apXHUBHOTO XPaHCHHUS I13;,
JOKYMEHTOB B OpraHU3aI[iK
Tema 2.3  |IlepcoHanbHbIE TaHHbBIE 7 2 2 4 023
paboTHHKa, X 00paboTKa 11323
U 3aIuTa
Pasznen 3 |Kanposoe 32 6 6 15 T3
JeJIONPOU3BOJCTBO U KP
KAJpPOBBIH y4eT
Tema 3.1 |Ilopsimok mOATOTOBKHU U 20 3 3 8 Ks.i
oopmiieHrE JTOKYMEHTOB,
COMPOBOXTAFOIIUX
TPYIOBBIC OTHOIICHUS
Tema 3.2  |Tlopsnok BeaeHus TpyAoBOi | 8 2 2 5 O3,
KHUKKH 133,
Tema 3.3 |Opranuzauust KaapoBOro 4 1 1 2 033
ydera nepcoHana 1335
IIpomeskyTOYHAs aTTeCTALMSA 3auer
72 18 18 36 |ak.u.
Bcero: 2 3.€.
54 ac.u.
Tabma 4.
O0beM TUCHUIUIMHEL, YaC.
dopma TEKyIIero KOHTPOJIS
Ne ni/mt HavmveroBanvie Tem KngiI;gmig Zfocm yCIIeBaeMOCTH?,
(pa3nenon) yHaioln CP MPOMEKYTOYHOH
MperoiaBaTesem no ATTeCTALIH
BHJIAM VICOHBIX 3aHSTHIA
b ap | m3 |KCP
3aounasn ¢popma obyuenus
Paznen 1 (I'ocynapcrBeHHoe 20 1 2 15 KP
peryjiMpoBaHue u
MeTOuYECKOe
ol0ecneyenune
AeJIONPOU3BOACTBA U
apxuBHOIo aena Poccun
Tema 1.1 |HopmaTuBHO-TIpaBOBOE 7 5 O1.1
peryupoBaHue 1311
JICTONPOU3BOCTBA U 1 2
apXMBHOTO Jea
Tema 1.2  |JloKyMeHTHI, 8 6 Ki»

YyCTaHaBJIMBAIOIINEC TOPAI0K
" COACPIKAIUC ITPpaBUJIa
COCTaBJICHUA U O(bODMJ'IeHI/IH

2 ®opMel TEKyIero KOHTpois yerneBaeMmoct: onpoc (O), npakrudeckue 3aganus (I113), konrpomsras pabdora (KP), komnoxsuym (K).




Tema 1.3  |JlokanbHBIC HOpMATHBHBIC 5 4 O3
aKTBbI, PETYJIUPYIOLIHE 1313
TPY/OBBIC OTHOILICHHS B
OpraHHU3aIHsX
Pasznen 2 |JdoxkymeHTO0GOPOT H 20 1 2 15 KP
/J1eJI0NPOU3BO/ICTBO B
opranmu3anuu
Tema 2.1  |JlokyMeHTOOOOPOT B 6 6 Kz
OpraHH3aluH | 5
Tema 2.2 |Opranuzanms onepaTuBHOro| 6 4 075
U apXUBHOTO XPaHCHUS 1322
JIOKYMEHTOB B OPraHH3aI[i1
Tema 2.3 |IlepcoHanbHbIC TaHHBIC 8 5 O23
paboTHHKa, X 00paboTKa 11323
1 3aIl1Ta
Pasznen 3 |Kanposoe 32 2 4 26 KP
J1eJI0NPOU3BO/ICTBO U
KAJpPOBBIH y4eT
Tema 3.1 |Ilopsimok mOATOTOBKHU U 14 12 K.
oopmIieHrE JTOKYMEHTOB,
COTIPOBOXKIAFOIIINX 2 4
TPY/AOBbIC OTHOIICHUSI
Tema 3.2  |Ilopsnok Bexenus tpynosod | 12 9 035
KHIDKKH 1332
Tema 3.3 |Opranuzauust KaapoBOro 6 5 Os3
ydera mepcoHaa 333
IIpomeskyTOYHas1 aTTeCTALMSA 4 4 3auer
72 4 8 4 56 |ak.u.
Bcero:
2 3.6
54 ac.d.
TaGmia 5.
OObeM IMCLIMIUIHEI, Yac.
KonrakTHas pabora dopMa TeKyIIEro
obyqarommxcs ¢ KOHTPOJISL YCIIEBAEMOCTH,
No /i HanmMenoBanue Tem [penoAaBaTe/IeM 110 POMEKYTOUHOM
B (pa3zmenos Bceero BH/IAM Y4EOHBIX CP arTecTanuu’
3aHSATUU
1/30, | 1p/3| m3/30 | KC
Jot | O, | ,moT | P

3 DOpMBI TeKyIEro KOHTPOIS YCIIEeBAEMOCTH: dNMeKTpoHHSI cemmaap (IC).




3aounasn ¢popma obyuenus ¢ npumenernuem 30, [JOT

Pazgea 1

I'ocynapcrBenHoe 20 1 2 15
peryJiupoBaHue H
MeTOAUYeCKOoe
ol0ecneyenune
JAeJIONPON3BOACTBA U
apxuBHOIo aena Poccun

Tema 1.1

HopmarusHo-11paBoBoe 7 5
perylnupoBaHue
JEJIOIPOU3BOJICTBA U
apXHUBHOIO Jea

Tema 1.2

JIOKyMEeHTHI, 8 6
yCTaHaBJIMBAIOLIE IOPSIIOK
U cozep Kallye mpaBuia
COCTaBIICHUS U OPOPMIICHUS
YIIPaBJICHYECKUX
JOKyMEHTOB

Tema 1.3

JIokanbHBIE HODMATHUBHBIE 5 4
aKThI, PEryIHUPYIOLIHUe
TPYOBBIE OTHOLLIEHUS B
OpraHu3aLHusIX

9C

Pazgen 2

JdoxkymMeHT0000pOT U 20 1 2 15
AeJIONPOU3BOJCTBO B
opraHu3anuu

Tema 2.1

JIOKyMEeHTOO00O0pOT B 6 6
OpraHu3aIuu

Tema 2.2

Opranuzanus onepaTuBHoro| 6 4
1 apXUBHOI'O XpaHEHUS
JOKYMEHTOB B OPTaHU3ALUU

Tema 2.3

[IepconasibHBIE TaHHBIE 8 5
paboTHHKa, X 00paboTKa
U 3aIIuTa

9C

Pazgen 3

Kanposoe 32 2 4 26
JeJIONIPON3BOJACTBO H
KAJIpPOBBIH y4eT

Tema 3.1

[Topsox mOATrOTOBKU U 14 12
oopmIieHre JOKYMEHTOB, 2 4

Tema 3.2

[Mopsanox BeneHust TpyaoBou | 12 9

KHIUKKIA

9C
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Tema 3.3 |Opranuzauusi KaapoBOro 6 5
ydeTa rnmepcoHala

IIpomesKyTOYHAs aTTEeCTALMS 4 4 3auer
72 4 8 4 56 |ak.u.

Bcero:
2 3.6
54 ac.d.

Conepmaﬂne JAUCHHUITIJIMHBI

Pasnea 1. 'ocynapcTBeHHOe pery/iupoBaHue M MeTOANYECKOe o0ecnevyeHue AeJ10NPOn3BOACTBA U
apxuBHOIo aena Poceun

Tema. 1.1. Hopmamueno-npagoeoe pezyauposanue 0e10npou3e00cmea U apxueHozo oena

IToHATHIAHBIN anmapaT AEI0IPOU3BOACTBA, KaJPOBOIO AEIONPOU3BOIACTBA, APXUBHOIO JETIa.

PerynupoBanue u perjiaMeHTanusi AOKYMEHTHPOBAaHMS M AapXMBHOIO Jiela B JECHCTBYIOILUX
HOPMAaTHUBHBIX IIpaBOBbIX akTax Poccuiickon denepanuu.

3aKOHOJATENBCTBO B YAacTH ONPEACIEHUS OTBETCTBEHHOCTH 3a HapylIEHUs TPYLOBOIO
3aKOHOJATEIbCTBA M MHBIX AKTOB, COJAEp)KAILMX HOPMBI TPYAOBOIO IIpaBa, I'pakgaHCKOro Kojekca
Poccwuiickoit denepanuu B 4acTH, OTHOCSIIEHCS K JESATENBHOCTH KaApoBO#l ciyxObl, Komekca 00
aJMUHUCTPATUBHBIX NpaBoHapymeHusax Poccuiickon Penepannu, YTonoBHOro xkogekca Poccuiickoit
denepanyy B 4acTu pabOTHI C JOKYMEHTaMHU.

CraHoBneHHE cHCTEMBI PabOTHI ¢ ToKyMeHTaMu B Poccun

ApxuBHas ciayx0a Poccun, ee posib 1 MECTO B CHCTEME IOCYIapCTBEHHOTO YIIPaBJICHUS

Tema 1.2. /loKkymenmuol, ycmanaeiugaowue nopaooK u cooepiicawjue npaguia cocmaeienus u
ogopmnenusn ynpagnenueckux 00OKyMeHmos

Haznauenue u npasuia 0popMIICHHS PEKBU3UTOB JTOKYMEHTOB.

JIOKyMEHTHUPOBaHNE OPraHU3aLMIOHHO-PACTIOPSAUTEIBHON JEATENBHOCTH.

Haznauenue u coctaB OpraHM3allMOHHO-PACIOPAIUTENBHBIX JOKYMEHTOB.

HazHnaueHue 1 cocTaB pacOpsAUTEIbHBIX TIOKYMEHTOB.

Bunp! 1 Ha3HaueHHe HHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Tema 1.3. Jlokanvhvle HOpmamugHvle aKmbol, pecyaupyioujue mpyooevie OMHOUIEHUS 6
Op2anHU3aAUUAX

OcHOBHbIE IPU3HAKY, HA3HAYEHUE U BU/IbI JIOKAJIIbHBIX HOPMATUBHBIX aKTOB.

ITopsiiok yTBEPKIEHUS JIOKAJIBHBIX HOPMAaTUBHBIX aKTOB
Pasnea 2. JlokyMeHT0000POT M 1€JIONPOU3BOJACTBO B OPraHM3ALMHI

Tema 2.1. /lokymenmooobopom ¢ opzanuzayuu

[Tonsatuitneiii anmapar. O0mue TpeGoBaHMs U MPUHIIMIIEI OPraHU3ALUHN JOKYMEHTO000pOTa.

Perucrpanus BXOJAIMMX U UCXOAIMX JOKYMEHTOB

Tema 2.2. Opzanu3ayusn onepamuéno2o u apXugHo20 XpaHeHus 0OKYMeHMo8 6 Op2aHu3auuu

Hopmamuenasn npasoeasn 6a3a u 0CHOGHblEe NOHAMUSL.

HomenknaTypa 1en B opraHM3allud: Ha3Hau€HUE, CTPYKTypa M (opmMa HOMEHKIATypbl. Bujisl
HOMEHKJIATYp Al

DopMHUpPOBaHUE U ONIEPATUBHOE XPAaHEHUE JIENl B OPraHM3alui. DKCIEPTU3a IEHHOCTU T0KYMEHTOB.
CocraBnenue omnuceit nen. OdopmieHue aei nNpy nepeaaye ux B apXus

Tema 2.3. Ilepconanvhule oannvie pabomHuuKa, ux odpadomka u 3auiuma

CucreMa 3aKOHOJJaTENbCTBA M OCHOBHBIE IOHATHS O paboTe ¢ MePCOHAIBHBIMU JTaHHBIMU.

OOmume TpeboBaHMA U MOPSIOK IpU 00pabOTKE MEPCOHATIBHBIX JAHHBIX PAOOTHHKA; TapaHTUU MX
3aLUTHI.

TpeboBanust i paboTomarens TpU Iepefaye MepCOHAIbHBIX JAaHHBIX, YCTaHOBJICHHBIE
Tpynoseim kogexkcom Poccuiickont @enepannu.

[IpaBa pabGOTHUKOB B IeNsAX OOECIEUEHHUs 3allUThl NEPCOHAJBHBIX NaHHBIX, XPAHAILIUXCA Y
paboTtonarers.
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OTBETCTBEHHOCTh 3a HApyILIEHUE HOPM, PEryIUpyIIUX 00paboTKy M 3alIuTy MEepPCOHATBHBIX
TAHHBIX pabOTHUKA.

JIOKyMEHTBI, B KOTOPBIX COJIEPKATCS TIEPCOHANbHBIC JaHHBIE pa0OTHUKOB
Pa3znen 3. KaxpoBoe /1e10npou3BoACTBO U KAIPOBBIii yueT

Tema 3.1. llopaooxk noozomoeku u ogopmnenue 0OKyMeHMO8, CONPOCOHCOAIOUUX MPYOOGbIE
OMHOUEHUSA

HopmaTuBHbIE IPaBOBBIE AKTHI, 3AKPETUIAIONINE COCTAB KaJAPOBON JOKYMEHTAIIMH.

CoctaB u mopsaoK oQopmIIeHUS TOKYMEHTOB TMpU MpuemMe Ha padory. TpymoBoii HOTOBOP.
3aKJro4eHne TpyA0BOIrO JOroBoOpa.

[lepeBon Ha ApYTyr0 MOCTOSIHHYIO pabOTy: BHIBI, MOPSAIOK MepeBojaa, oGopMiIeHHE TOKYMEHTOB
IIPY NIEPEBOJIE.

IlepemenieHue: OCHOBaHUE, TOKYMEHTUPOBAHHUE.

[lepeBobl BHYTpEHHUE U B APYT'YIO OPraHU3ALMIO, B APYTYIO MECTHOCTbD.

[TepeBoibl Ipu cMeHE Ha3BaHUS (PUPMBI, CTPYKTYPHOTO MOAPA3ACTCHHS, TOJKHOCTH.

[IpexpaieHue TpyI0BOrO AOTOBOpA: 00IIIE OCHOBAHMSI, CPOKH PACTOPIKECHHUS, TPUKA3HI.

[Topsinox oopmiteHHs JOKYMEHTOB MPY KOMaHAUPOBAHUH COTPYIHUKA.

[Topsimox opopmIiteHUS OTITYCKA.

OdopmieHne MOKYMEHTOB MPH  MOOIIPEHHH pPAaOOTHUKOB M HAJOXKEHUU AUCHUTUTMHAPHBIX
B3bICKaHU.

B3aumonelicTBue BHEITHUMH opranu3aipsMu (MHUHHCTEPCTBOM Tpyla U COLMATIBHOW 3allUThI
Poccwuiickoit ®eneparuu, [lencnonnsim poumom Poccuiickoit denepanmu,

@®onznoM coumanbHOro crpaxoBaHus Poccuiickoit ®enepanuu, denepanbHbM - (HOHIOM
00s13aTeIbHOTO  MEIUIIMHCKOTO cTpaxoBaHusi, DenepalbHON CiyXx00il MO Tpyay M 3aHATOCTH,
KaJIpOBBIMHU areHTCTBAMHU, CITy»KOaMH 3aHSITOCTH HACEICHMUS])

Tema 3.2. Ilopsaook éedenus mpyooeoit KHUNCKU

TpynoBas kHIXka. HopmaTuBHO-MeTOOUYECKHE OKYMEHTBI, PErJIaMEHTUPYIOIIUE BelIeHUE
TPYAOBBIX KHIDKeK. [IpaBuia 3amogHEHUs] TPYIOBBIX KHIDKEK. YUET U XpaHEHHE TPYIOBBIX KHIDKEK,
ONaHKOB TPYIOBBIX KHUKEK

Tema 3.3. Opzanuzayus Kaopoeo2o yuema nepconania

Jlmunas  kaprouka pabotHuka (dopma T-2), nHMUHAsE  KApTOUKA  TOCYIAPCTBEHHOTO
(mynununansHoro) ciayxamero T-2 I'C (MC), nuyHas KapToyka HAy4yHOTO U HAy4YHO-
neaaroruyeckoro padoruuka (popma T-4): ee pyHKIIUU U OPSIAOK BEACHUS.

Jlnuneie nena pabotHukoB. [lopsaok BeleHUs U XpaHEHUE JIMYHBIX J1e] paOOTHUKOB

4. Martepuajbl TeKylIero KOHTPOJIS YCIeBaeMOCTH O0y4awmmuxca H  (oHj
OLICHOYHBIX CPEeICTB MPOMEKYTOYHON ATTECTALMHU M0 TUCUHUILIMHE

4.1. @opMmbl W MeTOAbI TEKYWIEr0o KOHTPOJISI YyCHeBAaeMOCTH oOOy4yawummuxcs H
NMPOMEKYTOYHOM aTTecTallun

4.1.1. B xonme peammzauun guctumnasl (b1.B.O/1.10) «KagpoBoe nenompou3BoicTBO»
UCTIOJIB3YIOTCS CIEYIONIME METO/IbI TEKYIIETO KOHTPOJIS YCIIeBAEMOCTH 00ydaromuxcst (0YHas, 04HO-
3a04Has, 3a04Hast (POPMBbI OOYUEHUS):

Tabnuna 6.
MeTtoabl TeKyIIero KOHTPOJIsA J1sl 04HOM, 3204HOH ¢opMbI 00y4YeHHs
Tema (pa3nen) MeToAbI TEKYLIEr0 KOHTPOJIA YCIIEBAEMOCTH
Paznen 1l [ocynapcrBeHHOe
peryJupoBaHue H
MeTOaHYecKoe odecredyeHne
1eJI0NPON3BOACTBA U
apxuBHOIo aeaa Poceun
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Tema 1.1

HopmaTtuBHO-IpaBoBOE
perynnpoBaHue
NIENIONPON3BOCTBA U aPXUBHOTO
nena

VY CTHBIN OTBET Ha BOIPOCHI

PaboTa B rpyriie 1o BIIOJHEHHUIO 3a1aHUH
Mpero1aBaTesis, 3aJaHHbIX B MUCbMEHHOU (hopme (B TOM
quclie, IPaKTHYECKUX, KEHMCOBBIX 3aJaHMH )

Tema 1.2 |loxymenTsl, ycraHaBauBaomue| KoMIOKBUYM: IIPEI0CTABICHUE HOKIAI0B B YCTHOM
OPsI0K 1 CoJepIKalHe BUJie (BBICTYIUICHUE C ITPE3CHTALIUEH )
[IpaBUJjia COCTABJICHUA U
oopMiteHus yIpaBIeHUYECKHX
JOKYMCHTOB
Tema 1.3 [JlokanbHble HOpDMATUBHBIE AKTHI,| Y CTHBIM OTBET Ha BOIIPOCHI
PEryIMpYIOMINEe TPYAOBBIC PaboTa B rpymnmne no BHIMOTHEHUIO 3adaHUI
OTHOIICHIS B OpraHn3alisix Ipero1aBaTeis, 3aJaHHbIX B TUCbMEHHOU (hopme (B TOM
YHCJIe, MPAKTHYECKUX, KEHCOBBIX 3aJIJaHUI)
Pa3nen 2 |[/IokyMeHTO0OOPOT U
1eJ10NPOU3BO/ACTBO B
OpraHn3anuu
Tema 2.1 |[loxymenroo6opor B KoJu10KBHyM: IIpe0CTaBIeHUE JOKIAL0B B YCTHOM
OpraHU3aLUN BU/JIE (BBICTYIUIEHHE C ITPE3ECHTALINEN)
Tema 2.2 |Opranusauus OnepaTuBHOrO U | Y CTHBIN OTBET Ha BOMPOCHI
APXUBHOIO XpaHCHUA PaboTa B rpyrrie 1o BIIOJHEHHUIO 3a1aHUH
/IOKyMCHTOB B OpraHU3aIiin Mpero1aBaTeis, 3aJaHHbIX B TUCbMEHHOU (hopme (B TOM
YHCJie, MPAKTUUYECKUX, KEHCOBBIX 3aJITaHUI)
Tema 2.3  |[lepcoHanbHbIe NaHHbIE VY CTHBIN OTBET Ha BOIPOCHI
paboTHuKa, nx 00paboTKa 1 PaGora B rpyrre 1o BBIMOJHEHUIO 3a1aHUN
salnTa Ipero1aBaTesis, 3a/JaHHbIX B TUCbMEHHOU (hopme (B TOM
YHCJie, MPAKTHUYECKUX, KEHCOBBIX 3aJIaHUI)
Pa3nea 3 |KagpoBoe ne10npou3BoOACTBO
U KaJpPOBBINA y4eT
Tema 3.1  |[[lopanok NOArOTOBKU U KomnokBuym: npegocraBieHue JOKIaI0B B YCTHOM
0(hOpMIICHHE JOKYMEHTOB, BHJI€ (BBICTYILJICHUE C MTPE3CHTALINEH )
COIIPOBOXKAAOMIUX TPYAOBLIC
OTHOIICHU
Tema 3.2  |[lopsinok BexeHHS TPYIOBOH VY CTHBIN OTBET Ha BOIIPOCHI
KHIDKKI PaboTa B rpyriie 1o BBIIOJHEHHUIO 3a1aHUH
Ipero1aBaTeis, 3a/JaHHbIX B TUCbMEHHOU (hopme (B TOM
YHCJie, MPAKTUUYECKUX, KEHCOBBIX 3aJITaHUI)
Tema 3.3  |Opranusanus KaapoBOro yuera | Y CTHBIH OTBET Ha BOMPOCHI

[epcoHana

PaboTa B rpyrrie 1o BIIOJHEHHUIO 3a1aHUH
Ipero1aBaTesis, 3aJaHHbIX B TUCbMEHHOU (hopme (B TOM
YHCJie, MPAKTHUYECKUX, KEHCOBBIX 3aJIJaHUI)

Tabmuua7.

MeTtoabl TeKYIIero KOHTPOJIA A5 32049H0H (popmbl 00yuenns (c npumenenneM 0 u 10T)

Tema (pa3zmen)

MeToabl TEKYIIEro KOHTPOJIA YCIIEBACMOCTH

Paznen 1 [TocynapcrBeHHoe peryjupoBaHue U MeTOAHYeCcKoe o0ecneyenune
1eJIONPOM3BOACTBA M APXMBHOIO 1esa Poccun

Tema 1.1 |HopmatuBHO-nipaBOBOE IIucbMEHHBI  OTBET Ha BOIPOCHI  JIEKTPOHHOIO
PEryJInpoOBaHUC CCMUHapa

JACIIOIMPONU3BOACTBA U aPXUBHOI'O
Jcj1a
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Tema 1.2  [JIoKyMEHTBI, yCTaHABIHBAIOLIHEC
[OPSIIOK M COMIepIKaIIe
[paBuiia COCTABJICHUS U
0(hOpMIICHHUS YITPABICHYECKUX
TOKYMEHTOB

Tema 1.3  [JIokanbHbIC HOPMATHBHBIC AKTHI,
PEryJIupyOIIIe TPYIOBbIC
OTHOIIICHHS] B OPTaHU3ALHSX
Paznen2 |[/IokyMeHTOOOOPOT M 1€JIONPON3BOJACTBO B OPraHU3aIluK

Tema 2.1  [JlokymenToo60poT B [TuchbMEHHBIM OTBET HA  BOMPOCHI  BICKTPOHHOTO
OpraHu3alu CeMHHapa

Tema 2.2  |OpraHu3anus OepaTHBHOIO U
ApXUBHOTO XPAHCHHSI
TOKYMEHTOB B OpPraHH3aI[i1
Tema 2.3  [[lepcoHanbHBIC JaHHBIC
paboTHUKa, UX 00pabOTKa U
3anura

Paznen 3 |Kagposoe nesonpou3BoacTBO M KAAPOBLIi y4eT

Tema 3.1  |lIops10K NOArOTOBKH U [IucpMeHHBII OTBET HA BONPOCHL  BJIEKTPOHHOTO
o opMiteHrE JOKYMEHTOB, ceMMHapa

COMPOBOXKIAIOIINX TPYJOBBIC
OTHOLIEHUS

Tema 3.2  [[lopsiok BeneHHs TPYAOBOIA
KHUKKH

Tema 3.3  |Opranuzanus KaapoBOro y4era
repcoHaa

4.1.2. 3auer mpoBoaMTCA B (QOpPME YCTHOTO/IMCBMEHHOTO OTBETa Ha BOMNPOCHI U
YCTHOTO/TIMCBMEHHOTO BBITIOJIHEHUS! MPAKTUYECKUX 3aJaHui (ouHas M 3aouHas (opma oOyyeHus);

NUCbMEHHas paboTa U KOMITbIOTEPHOE TECTUPOBAHME (3a04Hast popma oOydeHus: ¢ npumeHenuem 0
u J107).

4.2. Mamepuanst mexywezo Konmpo.s ycnesaemocmu ooyuarowuxcsa®
4.2.1. TunoBbie BONPOCHI VIS MOATOTOBKU K CEMUHAPCKHM 3aHATHSIM B BH/Ie KOJJIOKBUYMOB

Pa3gen 1. l'ocynapcTBeHHOe pery;iupoBaHue U MeToAU4YecKoe odecrevyeHne 1eJ0Npou3BoACTBA U
apxuBHOIo aeaa Poccun
Tema. 1.2. /Jokymenmol, ycmanasnueaiowue nopaooK u cooepicawjue npaguia coCmasienus u
ochopmnenusa ynpasnenueckux 0OKyMeHmoe
1) Ha ocHoBanuu mHpOpManuyu 1 HOPMATUBHBIX MPABOBBIX AKTOB, PAa3MEIICHHBIX HAa O(HIMATbHBIX
caiiTax OpraHoB rOCyJapCTBEHHON BJACTH M MECTHOTO CaMOYIPABJICHUS MPOAHAIU3UPOBATh H
IPOKOMMEHTHPOBATh COCTAB M TPEOOBAHUS K PEKBU3UTAM Ha IMIPUMEpe KOHKPETHOTO JOKYMEHTA!
(benepanabHOro oOpraHa rocy1lapcTBEHHON BIIACTH;
— HUCIIOJHUTENILHOTO OpraHa rocy1apcTBEHHOM BiacTu cyobekTa Poccuiickoit denepanuu;
OpraHa MECTHOT'O CaMOYIIPaBJICHHUS;
— OpraHu3aIuu
2) Ha3BaTbh ocHOBHBIE TpeOOBaHUS K 0(OPMIICHHIO OJIAHKOB TOKYMEHTOB. [loka3aTh Ha KOHKPETHBIX
npumMepax (OaHK IMprKasa, 6JaHK MUCbMa, OJIaHKU APYTHX BHIOB JIOKYyMEHTOB).
3) Ha ocHoBanMM aHanu3a HOPMATUBHBIX TPaBOBBIX U HH(MOPMAIMOHHBIX JOKYMEHTOB,
pasmelieHHbIX Ha caite [Ipesmpenta Poccuiickoit  ®@enepanuun  (www.kremlin.ru/)

4 Iomabri MEPCUCHb MATCPHUAJIOB TCKYIICTO KOHTPOJISL HAXOAUTCS Ha Kaq)ez[pe YipaBJiCHHA IEPCOHATIOM
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npokoMMmeHTupoBath [lopsaok odopmiuenus nopyuenuit [Ipesunenta Poccuiickoit @enepanuu.
(Ocoboe BHUMAaHUE YACTUTH CIEAYIOIIUM BompocaM: UTo SBISETCS OCHOBAHUEM JUISl TOJTOTOBKH
u odopmienus mnopyueHuit Ilpesunenta Poccuiickoit ®Denepanuu? B Kkakux JOKyMeHTax
coaepxarcs nopydenus I[Ipesupenra Poccuiickoit ®enepanuu? B Buae Kakux JOKYMEHTOB
0o(GOopPMIISIOTCSI MOPYYEHUS I1aBbl rocyaapcTBa? UTo JOKHO OBITh YKa3aHO B ATUX JOKYMEHTax?
Kak odopmistoTcst pe3ynbTaThl UCIIONHEHU TopydeHHuit? Kakoe JOIKHOCTHOE JIMI0 TPUHUMAET
peleHye o CHATUH ¢ KOHTpoJIst nopydenus [Ipesunenta Poccuiickoit @enepannn?).

4) Ha ocHOBaHMM aHalW3a HOPMATUBHBIX NPAaBOBBIX M HMH(DOPMAIMOHHBIX JOKYMEHTOB,
pasmereHHbIx Ha caifte IlpaButensctBa HoBocubupckoit o6mactu  (https://www.nso.ru/)
npokoMMmeHTupoBarh [lopsnok odpopmienus nopyuenuit I'ydbepnatopa HoBocubupckoii obiaactu
U KOHTPOJA 3a MX HCIOJIHEHUEeM. JlaTb OTBETHI HA BOINPOCHL: UTO fABIIAETCS OCHOBAaHUEM IS
MOJATOTOBKH U oopmiieHus nopydenuii I'ydbepnatopa HoBocubupckoii o6mactu? B Buie kakoro
JOKYMEHTa O(GOPMIISIOTCS MOPYYEHHs BBICIIETO JOJDKHOCTHOTO Juua obmactu? YTo T0JDKHO
OBITh yKa3aHO B 9TOM JIOKyMEHTE?

Pa3znen 2. JlokyMeHTO00OPOT M 1€JIONPOU3BOACTBO B OPraHU3aluH
Tema 2.1. /lokymenmooodopom ¢ opzanuzayuu

1) ChopmupoBath CHHCOK JOKYMEHTOB, KOTOpBIE COCTaBISIOT JOKYMEHTOOOOPOT (HaXonIsaTcs B
UCIOJIb30BAHMH) CIY)KOBI YIpaBJIEHUs] TEPCOHAIOM (KaJpoBOH Cy:KObl, OTIeNa KaJpoB) OpraHa
rocyaapcTBeHHoil Binactu H-ckoif oGmactu, ucmosb3ys s 3Toro PenepaibHbl 3aKOH OT
27.07.2004 Ne79-®d3 «O rocynapcTBeHHON TrpaxaaHckoi ciayx6e Poccuiickoit deneparymy.
Jlatb 000CHOBaHME CO CCHUIKON Ha CTaThu (e1epabHOrO 3aKOHA.

2) ChopmupoBaTh CHUCOK JOKYMEHTOB, KOTOpBIE COCTAaBIIAIOT JOKYMEHTOOOOPOT (HaxoasTcs B
UCIIOJIb30BAHUM ) KaZpoBOW cIyxObl (OTHEsNa KaJpoB) OpraHa MECTHOrO CaMOYIpaBJICHUs
MYHUIUNAIBHOTO 00pa3oBaHMs, UCIONb3ys Ui 3Toro Penepanbbiii 3akoH oT 02.03.2007 Ne25-
@3 «O mynununansHoi ciyxx6e Poccuiickoit denepanuny. JlaTh 000CHOBaHUE CO CCHUIKOW Ha
CTaThu (esiepatbHOro 3aKOHa.

3) Pacckazath, Kkakue MpouEAypbl MO O(QOPMIICHHIO, PETUCTPALMM BHEIIHUX W BHYTPEHHUX
JOKYMEHTOB (MuceM, HPUKa30B M Jp.) ocymecTBiser ciayx6a OV (nemompousBoicTa) B
yuyeOHOM 3aBe/IeHMHM BbICHIEro 0oO0pa3oBaHMs (TMOKa3aTh, KakUe HWCHOJB3YIOTCS Uil 3TOTO
PEKBU3UTHI U HA KAKUX CTaUAX).

4) OOBSICHUTh TOPSIOK COCTABJIEHUS IPUKA30B 110 OCHOBHOM JeATEIbHOCTH (OCHOBAHME,
WCIIOJIHUTENIA TIPOLEAYPbl COCTAaBJICHUS IIPOEKTOB IPUKA30B II0 OCHOBHOM [JE€ATEIIBHOCTH,
BHEIIHEE U BHYTPEHHEE COIVIACOBAHME, IMOJIMCAHUE, PETUCTPALMs, PAacChUIKa HCIIOJHUTENSIM,
KOHTPOJIb 3@ UCIOJIHEHUEM, ITIOCTAHOBKA U CHATUE C KOHTPOJIA, TEKYLIEE XpaHEHUE, TOCTOSHHOE
XpaHEHHUE).

Pa3znen 3 KagpoBoe 1e/10npOU3BOACTBO U KAJAPOBbIH y4yeT
Tema 3.1. /lokymenmupoeanue mpyooevix OmHOUleHUl
1) Cocras 1 opsoK opopMIIEHHS TOKYMEHTOB IIPH IprieMe Ha padoTy.
CocTaBUTH MPOEKT TPYZAOBOT'O JIOTOBOPA CO CIIEHHAINCTOM IO TEXHHKE 0€30MacHOCTH B OpraHU3AIIH .
CocTaBuTh TEpedeHb JIOKAITEHBIX HOPMAaTHBHBIX aKTOB, C KOTOPHIMH PaOOTHHK JIOJKEH OBITh O3HAKOMIIEH
JI0 TIOJITUCAHUS TPYIOBOTO JOrOBOpA.
[Moka3zaTp sTambl mpueMa Ha paboTy PyKOBOJUTEIS CTPYKTYPHOTO TIO/IPA3/IeIeHHs OpTaHU3aIlHH .
[TonroroBuTH MPOEKT MpHKa3a o mpruemMe paboTHHUKA Ha paboTy (YCIOBHS B KOHKPETHOM 33/IaHHH ).
2) Tlopstnok ogopMiIeHHs TOKYMEHTOB IIpH TIPEKpAIleHUH (PACTOPXKEHHWH) TPYAOBOIO JOroBopa ¢
paborHukoMm (yBombHeHWM). [lpuBecTrm mpuMepsl OhOPMIIEHHS ITOKYMEHTOB PACTOPXKEHHUS TPYIOBOTO
JIOTOBOpA IO PA3TMIHBIM OCHOBAHHUSIM.

4.2.2. TunoBblie 3aJaHUSA JJIS CAMOCTOSATEILHON MOATOTOBKU K 3aHATHUAM NMPAKTHYECKOI0 THUIIA
(mpakTHYeCKHe U KelCOoBbIe 3a1aHNs)
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Pasnea 1. 'ocynapcTBeHHOe pery/iupoBaHue M MeTOANYECKOe o0ecnieyeHue AeJ10NPON3BOACTBA U
apxuBHOIO aeaa Poceun
Tema 1.1. Hopmamueno-npagogoe pezyaupoeanue 0e10npou3e00Cmea u apxXueHoz2o 0ena
1.ITokazaTe CTaHOBJIEHME AEIONPOU3BOACTBA M apxuBHOro nena B Coserckoit Poccun, B CCCP
(1917 — 1991 rr.). Pa3pabotka u BHeapeHue EnuHON rocynapCTBEHHOW CHUCTEMBI
nenonpousBoactBa (EI'C/) 1973 r. TocymapcTBeHHass cucTeMa JIOKYMEHTALMOHHOTO
obecnieuenus ynpasienus (I'CAOY) 1988 r.

2.1loka3aTh CTaHOBJEHHWE U pPa3BUTHE HOPMATHUBHO-METOAWYECKON Oas3bl IEJIONMpPOU3BOACTBA U
apxuBHOTO niena B Poccuiickoit denepanuu (1991 — H.Bp.).

3.Ha3BaTh U KpaTKO MPOKOMMEHTHPOBATH MOJHOMOUMs cyOBekToB Poccuiickoit denepanuu B
00J1acTH apXUBHOTO Jiesia B COOTBETCTBUU ¢ DeepanbHbIM 3aKOHOM 0T 22 okTs10pst 2004 r. N
125-®3 «O6 apxuBHoM fene B Poccuiickoit deneparmm.

4.Ha3BaTh U KpaTKO MPOKOMMEHTHPOBATH MTOJIHOMOYHSI MYHHUIIMITAILHBIX 00pa30BaHUil B 001acTH
apXMBHOTO JleJla B COOTBETCTBUM ¢ DenepaabHbIM 3aKOHOM OT 22 okta0ps 2004 r. N 125-P3
«O06 apxuBHOM niene B Poccuiickoit @enepaunn» u OenepaibHbIM 3aKOHOM OT 6 okTs0ps 2003
r. N 131-®3 «O6 ob6umx npuHIMNIax opraHu3alid MECTHOTO camMoympasieHus B Poccuiickoit
Denepanum».

5.Ucnonp3ys oduuuanbhelii  cailt  ®enepanbHOro apxuBHOro areHtcrsa  (archives.ru,
pocapxuB.pd), oTpacieBoi mopTan «ApxuBbl Poccum»: (rusarchives.ru) mokaszatb CTPYKTypy
yrpaBleHHs apXUBHBIM JenioM B Poccuu (Pocapxus, denepalibHble TOCyJapCTBEHHBIE aPXUBHI,
BHUUN/IA/L, coBeTHI 110 apXUBHOMY JIEITY).

6.Omnucath 3a1a4M, (QYHKIMM, KaJpoBblil coctaB ciayxObl JJOY (oOwmwuilt otaen, KaHUenspus,
CeKkpeTapuaT W T.[.) Ha MpUMepe KOHKpeTHOW opranusanuu. IIpemnoxut u 000CHOBATH
ONTUMAJIFHBIN (1I0 MHEHUIO CTYJIEHTa) COCTaB KaJipoB ciayxObl JJOY.

7.Ucnonw3yst HOpMaTuBHBIE MpaBoBble akThl (O TUMOBON MHCTPYKIMU MO ACTOMPOU3BOJACTBY B
denepanbHBIX OpraHax HCIONHUTEIHLHOW BIACTH : MpUKa3 MMHHCTEpPCTBA KYIbTYphl U
MaccoBbIX KoMMyHHUKanuil Poccuiickoit deaeparnu 08 Hos1Opst 2005 1. Ne 536 // Broni. HopM.
aktoB (den. opraHoB wucn. Bmactu. — 2006. — N 10., O0 yrBepxaenun I[lpaBun
JIEJIONPOU3BOACTBA B (pelepaldbHBIX OpraHax HWCIOJHUTENBHON BIACTH : TOCTAHOBIICHUE
ITpaButenscTBa Poccuiickoit @eneparuu ot 15 urons 2009 r. Ne 477 // C3 PO. — 2009. — Ne 25.
— Cr1.3060., Metonuyeckue peKOMEHIAINH 10 pa3paboTKe MHCTPYKUHUHN MO JeTOTMPOU3BOICTBY
B (eZiepalibHBIX OpraHax MCIIOJHUTEIBHOM BIAcTH : mpuka3 Pocapxupa ot 23 nexadbps 2009 r.
Ne 76) mpoananus3upoBaTh BO3MOXHYIO CTPYKTYPY M KpaTkoe cojaep:kanue WHCTpyKUIUU MO
JIEIIONPOU3BOJICTBY B OpTraHU3aIUH.

8.Ha3Bate ocHOBHbIE pa3fensl  YcrtaBa cyObekta Poccuiickoit @enepaunu (Ha mpumepe
KOHKPETHOTO PETHOHA).

9.Ha3Bath OCHOBHBIE pa3fenbl YcTaBa MYHHUIMIAIBLHOTO 00pa3oBaHuUsl (TOPOJICKOTO OKpYyra,
TOPOJICKOTO TIOCETICHUS, CEJILCKOTO MoceIeHns) (0Ka3aTh Ha KOHKPETHOM IIPUMEPE).

10. Pa3paboTtate mpoekt YcraBa opraHuzanuu. OOBSACHUTH BBIOOP CTPYKTYpPBI, COJACpIKaHUE
pasnesnoB) (moka3aTh Ha KOHKPETHOM MIPUMEPE).

11. TToaroroButs npoekt [lonoxenust 06 oTaene kaapoB (YIpaBlieHUH, AeNapTaMeHTe U Jp.) Kak
OCHOBHOUM HOPMAaTHBHBII JOKYMEHT IO OIMpPEAEICHUIO CTPYKTYPbI, YUCIEHHOCTH, BUIOB padoT
3TOTO MOAPA3CICHUS.

12. PazpaboTtath nipoekt [lonoxxenust o komuccuu (pabodeit rpymrme u T.1.).

13. IlpeacraBuTh BapuaHT JIOJLKHOCTHOTO perjaMeHTa KOHCYJIbTaHTa KaJpOBOW CIy:KObl opraHa
rocyJIapCcTBeHHOU BiacT cyobekTa Poccuiickoit @enepanuu (mpumep mo BeIOOPY).

14. TlpeacraButh ~ BapuaHT  JOJDKHOCTHOM  MHCTPYKIUMU  MYHHUIMIAIBHOTO  CIIY)KalIero
(cnermanucta ciryx0n1 JJIOVY).

15. Paccka3arb, Kakue pacnopsiAUTEIIbHbIE JIOKYMEHTHI m3natotr Ilpesmpment Poccuiickoit
Oenepanun, IlpaButenbctBo Poccuiickoit denepanuu, ¢eaepaibHble HCTOJHUTEIHHBIC
Oprabl TOCYJapCTBEHHOM BJ1acTH (TIPUBECTU KOHKPETHBIE IPUMEPHI ).
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16. Paccka3aTh, Kakue€ pacloOpsiIUTENbHbIE NOKYMEHTHl H3JAIOT  HCIOJIHUTENIBHBIE OpraHbl
roCcyJapCTBeHHON BiacTH cyObekToB Poccuiickoit ®exepauuu (mokasarb Ha HpuMepe
KOHKPETHOTO PETHOHA).

17. CocTaBUTh CHMCOK BO3MOXKHBIX JIOKAJIbHBIX HOPMATHBHBIX aKTOB KOHKPETHOW OpraHu3alluu
(MpOM3BOACTBEHHOTO TMPEANPUATHS, Y4EOHOTO 3aBEJCHMs, CTPOUTENILHOW OpraHu3aluy,
MEIUIUHCKOTO YUPEXKICHHS).

18. [Tokazate 0o01IMEe M OTAMYUTEIbHBIE TPU3HAKA COCTABICHUS U O(POPMIICHHS HHPOPMALMOHHO-
CIPABOYHBIX JIOKyMEHTOB B OpraHM3aluu (Ha KOHKPETHBIX MpHMepax: CIy)KeOHas 3aIlucKa,
JIOKJIQJIHAsl 3aIlMCKa, OOBSCHUTEIbHAs 3alMCKa, MMOSICHUTENIbHAs 3allMCKa, MpeJICTaBlIeHHe Ha
MOOIIPEHHE PAOOTHUKA, CIIPABKH, AKThI, IPOTOKOJIBI).

Tema 1.3. Jlokanvuvle HOpMAmMuUEHble AKMblL, pPEYAUPYIOWUe Mmpyoosvle OMHOUIEHUA 6
Op2anu3auuAxX

19. [loAroToBUTh MPOEKT TPABWJI BHYTPEHHErO TPYIOBOIO pacropsaKa oOpraHuzanuu (B
OpraHu3alui UMEIOTCSl PAOOTHUKU C HEHOPMHUPOBAHHBIM pabO4YMUM JTHEM, YCTAHOBJIEH OCOOBII
BHYTPUOOBEKTOBBIN PEXUM, UMEIOTCS B HAJIWYMU BPEIHbIE M ONACHBbIE MPOU3BOJICTBEHHBIE
(akTopsb).

Pa3nes 2. JlokyMeHT0000pPOT M 1€JIONPOU3BOACTBO B OPraHU3AlUH
Tema 2.2. Opzanu3ayus onepamuenozo u apxXueHo20 XpaHeHus 00OKYMEHMOE 6 OP2AHU3AUUL

1. Jlath oOlee MOHATHE HOMEHKJIATYphI JIeJl OpraHU3allM, MOKa3aTh CTPYKTYPY HOMEHKIATYPHI
Jiell, TOpSAJOK MOJATOTOBKM, YTBEPKIEHHUS, IEpEeCMOTpa, HW3MEHEHHUs, JIOTIOJHEHUS
HOMEHKJIATYphl Jei. HazBarh OCHOBHBIE HOPMAaTHBHBIE JOKYMEHTBI, HA OCHOBAHHUU KOTOPBIX
COCTaBJISIETCS HOMEHKJIATypa J1e (MOKHO TMOKa3aTh MOPSAIO0K COCTABICHUS HOMEHKIIATYPHI J1e
Ha NpUMepe KOHKPETHOW opraHusanuu). Mcrnonb3oBaTe Npu MOATOTOBKE OTBETA HA JAHHBIN
Bompoc y4yeOHyro sutepatypy M cieaytomue HITA: O6 yrBepxiaenun IlepeuHst THIOBBIX
yIpaBICHUYECKUX AapXHUBHBIX JOKYMEHTOB, OOpa3ylIIUXCS B Tpolecce NesTeNbHOCTH
roCyJapCTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O CaMOYIIPaBJIEHUS U OpraHU3ali, C yKa3aHUEM
CPOKOB XpaHeHHUs: npuka3 MunucrepcTa KyiabTypbl Poccuiickoin @enepanuu ot 25 aBrycra
2010 r. N 558 // bronn. HopM. akToB (hex. opraHoB ucil. Baactu. — 2010. — Ne 38., OcHoBHbIE
npaBuiia pabOTHl apXMBOB OpraHu3alui, OoJ0OpEeHHBbIE perieHneM Kosuernu PocapxuBa ot
06.02.2002.

2.1logcHUTB, YTO TAaKOE CHUCTEMATHU3AlMsl U OINEPATUBHOE XPAHEHHE JTOKYMEHTOB IO JUYHOMY
coctaBy (MOXXHO TOKa3aTh Ha NIpHUMepe KOHKPETHOM OpraHu3alii MOpsSI0K paldoThl MO
TEKYIIEeMY XpaHEHHUI0 JOKyMeHTOB).IIoAroTOBUTH MPOEKT mpuKa3a PYKOBOIMUTENS OpraHa
roCy/IapCcTBEHHOW BiacTH H-ckoil o0macTu MO YTBEPHKACHUIO HOMEHKJIATYPHI JIEN CIYXKObI
yIpaBIeHUS TEpPCOHANIOM (KaapoBOMl CIy:kObl, OTAeNa KaapoB) OpraHa TOCYAapCTBEHHOM
Biactu H-ckoit oGiacTu, ucnonb3ys ais 3roro denepanbHbiii 3akoH oT 27.07.2004 No79-D3
«O rocynapcTBeHHOU rpaxkaaHckol ciyxOe Poccuiickoit denepanun» u [lepeyeHb THMOBBIX
yIpaBICHUYECKUX AapXUBHBIX JIOKYMEHTOB, OOpa3yloIIUXcs B Tpolecce NesTeNbHOCTH
rOCyJapCTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O CaMOYIIPaBJIEHUS M OpraHU3allii, C yKa3aHuEM
cpokoB xpanenus (2010 r.). B nmpuioxeHun kK MpoekTy nprka3a 0OpMUThL HOMEHKJIATYPY JeJ1.

3.0kcmepTu3a IIEHHOCTHM JIOKYMEHTOB (JaTh TMOHSTHE, Ha3BaTb HOPMATUBHBIE aKTHI,
pernaMeHTupyrone nanubiid nporecc). CoctaButh mpoekT [lonoxkenus 06 DK (skcmepTHOM
KOMHUCCHU OPTaHU3AIINN ).

4. BegOMCTBEHHOE apXMBHOE XpPaHEHHE TIOKYMEHTOB. ApXUB OpraHU3aLUH.

Pa3zgen 3. KagpoBoe nes10npon3BoacTBO M KaJApPOBbIi yueT
1.IlepeBo Ha IPYryrO MOCTOSIHHYIO padOTY: BUIBI, MOPSIOK MepeBoia, 0hOPMIICHUE TOKYMEHTOB
npu nepeBone. IlepemerneHne: ocHOBaHKE, NOKyMEHTHpoBaHHE. [lepeBobl BHYTpEeHHUE U B
JIPYT'yI0 OpPTaHHM3allIo0, B IPYI'yI0 MECTHOCTB. IlepeBo/bl Ipu CMEHE Ha3BaHHUsS OpraHU3alIliH,
CTPYKTYPHOTO MOApa3aeICHHUs, JOJKHOCTH.
2. IToka3zate mopsiiok oopmiIeHHS JOKYMEHTOB IPY KOMaHIMPOBAaHUHU PabOTHUKA,
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3.Tloka3aTe mOpAMOK OQOpPMICHUS OTHYyCKa. EXEeroaHbli OCHOBHOW OIUTAYMBAEMBIM OTIYCK:
npenocTaBieHne W odopmieHue; rpauk OTHYyCKOB. BHIBI  OTIIYCKOB:  €XETOIHBIMH,
JOMOJTHUTENIbHBIN  OIUIauMBaeMbli, 0Oe3 coxpaHeHHs 3apabOTHOM MJaThl, OTIYCK IIO
OepeMEeHHOCTH U POjiaM, M0 yXOIy 3a peOEHKOM — MOPSAAOK MPEeAoCTaBiIeHHs, 0(hopMIIeHHE.
Y4eOHblil 0TIyCK. 3aMeHa OTITycKa JCHEKHOM KOMITEHCAIUEH.

4.OdopmiieHre NOKYMEHTOB MPU TOOIIPEHUU PAOOTHUKOB M HAJOXKCHUH JAUCIUIITUHAPHBIX
B3bICKAHUM.

5.Buapl moomipenuit. CocrtaB, cojep)kaHue, MOPSAAOK HMOATOTOBKM M O(GOpPMIIEHUS NPHKA30B
(pactiopsbxeHui) 0 TmoOIIpeHUH paboTHHKA. J(OKYMEHTHI-OCHOBaHUSI K TMpHUKa3aM o
MOOLIPEHHNH.

6.Buapl  nucuuMmiMHapHeIX B3bickaHuM. CocTaB, cojaepXaHue, TMOPSAOK TMOATOTOBKH U
oopMIICHHS TIPUKA30B (PaCHOPSKEHMIT) O B3bICKAHUU. JJOKYMEHTHI OCHOBaHHS K MPHUKa3aM O
HaJIO’)KEHHUH TUCUUIUIMHAPHOTO B3bICKAHUSI.

Tema 3.2. ITopsook eedenust mpyoosoit KHUNCKU

7. TpynoBasi KHUKKa. HopmaTUBHO-METOOMYECKHE JAOKYMEHTHI, PErIaMEHTHPYIOIIUE BEACHUE
TPYIOBbIX KHWKEK. lIpaBuna 3amonHeHUs TpPYyAOBBIX KHIKEK. BHeceHuMe u3MeHEHUl u
UCIIPABIICHUN B TPYIOBYIO KHIDKKY. J[yOIuKaT Tpy0BOI KHUKKU. YUeT U XpaHEHHE TPYAOBbIX
KHIDKEK, OJIAaHKOB TPYAIOBBIX KHIKEK.

Tema 3.3. Opzanuzayus Kaopoeoz2o yuema nepconana

8. Jluunas kaprouka pabGotHuka (popma T-2), nuYHas KapTOUKa TOCYAAPCTBEHHOTO
(mynununansHoro) ciyxamero T-2 I'C (MC), nuuyHas KapToyka HAay4dHOTO M HAy4dHO-
negaroruyeckoro pabotHuka (popma T-4) Kak OCHOBHOW MOKYMEHT IO Yy4eTy MepcoHaia
opranuzanui. OyHkuM TUYHON KapTouku. CoctaB WMHGOpPMALUMU, MOPSIOK 3aMOTHEHUS U
BEJICHUS.

9.JInunbie nena paboTHUKOB. PermamenTanus BeaeHUs TUYHBIX Aen. OTKpbITHE, GOpPMUPOBAHUE,
odopmieHHE, TTOPAIOK BEACHHUS, 3aKPHITUE U XpaHEHHE JIMYHBIX Aen paboTHHKOB. CocTaB H
MOCJIEI0BATEIBbHOCTD PACIIOIOKEHUS TOKYMEHTOB JIMYHOIO JIeia

4.2.3. Bonipochl ISl IPOBEACHHUS TEKYIIEr0o KOHTPOJIsI YCIIEeBAeMOCTH 00y4Yaoumerocss B Bujae
YCTHOI'O ompoca

Pa3nen 1. locynapcTBeHHOe pery/iupoBaHue U MeTOANYECKOe o0ecnevyeHue 1eJI0NPOU3BOACTBA U
apxuBHOTO jaesa Poccun

Tema. 1.1. Hopmamueno-npagoeoe pezyauposanue 0e10npou3eo00cmea U apxueHozo oend

1. latb ompeaeneHue CASAYIOMIUM MOHITUSIM: JOKYMEHT, JOKYMEHTHPOBaHUE, TOKYMEHTOOOOPOT,
JeOTPOU3BOACTBO, JOKYMEHTAIMOHHOE oOecnieueHue (ymnpasienus) — JJOVY.
Uro Takoe cnyx6a /I0Y? Ha3BaTh ee 0OCHOBHBIE (D)YHKIIHH.
Uro Takoe kinaccupukaiys 10KyMEeHTOB?
Kakumu cioco6amu MoKeT ObITh CO3/1aH TOKyMEHT?
Kak 1oKyMeHTBI MOKHO KJIacCH(UIIUPOBATH MO CPOKAM XPAHEHUS U CPOKAM UCHIOTHEHUS?
HazBath 0CHOBHBIE BUIBI KaJPOBBIX JOKYMEHTOB.
HazBath 00s13aTeNnbHbIE TOKYMEHTHI B pad0Te KaapOBOI CITyKOBI.

Nownhkwbd

Tema 1.2. /Jokymenmsl, ycmanaenugaroujue nopaook u cooepicaujie npasuia coOCmaeieHus u
ochopmnenus ynpasnenueckux 0OKyMeHnoe

1. Yro Takoe pexBu3UT? CKOJIBKO peKBU3NUTOB peaycMoTpeHo I'OCTom?

2. Iloka3atb, 4eM OTJIMYAIOTCA PEKBU3UTHI «Bu3a cornacoBanus» u «I'pug cormnacoBanusi»?

3. Ha3BaTb peKBU3UTHI, IPUAAIOLINE JOKYMEHTY IOPUANYECKYIO CUITY.

4. Yem oTaMuaroTcs 3J€MEHThl pekBu3uTa «['pud yTrBepKIeHHS [JOKyMEHTa» B Ciydae
YTBEP)KJCHUS PYKOBOJIUTEEM U B Cllydae YTBEPXKICHHUS JOKYMEHTA IPaBOBBIM aKTOM ?

5. Kakue TOKyMEHTHI MOJIKAT YTBEPHKACHUIO ?
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6. Jlatb onpenenenus noHATHsIM: [ToATMHHMK, KOTIHSA (KCEPOKOMHS), 3aBEPEHHAsI KOS, 1yOIHKar,
BBINIACKA U3 JOKYMEHTA.

7. Ha3zBatp a3memeHThl pekBusutTa «Peszomouus». Ilokazate ee pa3MelleHME Ha JOKYMEHTE.
IIpuBecTu ee BO3MOXKHBIE BAPUAHTHL.

8. Uem otnuuaercs Ycras oT [lonoxenusn? HazBaTe OCHOBHBIE pa3/ieiibl JaHHBIX JIOKYMEHTOB.

9. Ha3BaTb OCHOBHBIE TpeOOBaHMSA, NPEABSABISIEMble K O(HIMATBHO-IETIOBOMY CTHUJIIO TpH
COCTaBJIEHUH O(UIMATBHBIX JOKYMEHTOB, JIEIOBBIX ITHCEM.

10.

Yro Takoe NOJKHOCTHAs MHCTpyKuus paboTHuka. Ee crpykrypa. HasBath mopsok ee

COCTaBJICHU:, COTJIACOBAHUS U YTBCPIKIACHU .

11.

HazBatb pacnnopsauTCIIbHBIC IOOKYMCHTBI, H31dBACMBIC Ha (I)CI[Cp&JIBHOM YPOBHEC, YPOBHC

cyonexToB PO.

12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.

Uro Takoe Pemenue, kakumu opranamu oHo uznaetcs. [IpuBectu npumepst?

Uro takoe [locTaHoBieHNE, KAKUMHU OpraHamMu oHo uznaercs. [IpuBectu npumepsi?
Uro takoe [Ipukas, kem oH uznaercs? Bunabl nprkasos.

Kakne moxyMeHThI OTHOCSTCA K MH(OPMAIIMOHHO-CIIPABOYHBIM JOKYMEHTaM ?
Jlate onpeneneHue, Noka3aTh Ha3HAYECHHUE, BUABI U PEKBU3UTHI JEJI0BOT0 NMUCbMA.
IIpuBectu npumep nuceMa-npuriamenus. Ilokazate ero peKBU3HUTHI.

[IpuBectu npumep nucbma-npeaoxkenus. Ilokazate ero peKBU3UTHI.

[IpuBecTu npumep MucbMa-npochObl (MHUIIMATUBHOTO MHCchbMa). [loka3aTh ero peKBU3UTHIL
[IpuBecTu npumMep CONPOBOIUTENBHOTO NTUCbMa. [loka3arb ero peKBU3UTHI.
[IpuBectn npumep nuceMa-3amnpoca. [lokazats ero peKBU3HUTHI.

[TpuBectn mpumep nucrMa-oTBeTa (0TKasza). [lokazaTe ero peKBU3UTHI.

[IpuBectu npumep rapaHTUHOTO NUchbMa. [IokazaTrhk €ro peKBU3UTHI.

[TpuBectu npumep nuHdopManoHHOTO NMuckMa. [lokazaTh ero peKBU3UTHI.
[IpuBectu npumep nucrMa-noarBepxkaeHus. [loka3zaTb €ro peKBU3UTHI.

[IpuBectu npumep nucbMa-HannoMuHaHus. [loka3aTh ero peKBU3UTHI.

[IpuBectu npumep pekomeHaaTeabHOro nucbma. [lokazate €ro pekBU3UTHI.
[TpuBecTn mpumep nmucbMa-cooOmieHus (u3Bemenus ). [loka3aTs ero peKBU3HTHI.
[IpuBectu npumMep nucbma-yBegomiieHus. [lokazate ero peKBU3UTHI.

[IpuBectu npumep 3anucku. [lokazaTs ero peKBU3UTHI.

[TpuBectu npumep cinyxe0HOI 3anucku. [loka3zaTh ero peKBU3UTHI.

[IpuBecTu npumep nokiIaaHoM 3anucku. [lokazaTh ero peKBU3UTHI.

[IpuBectu npumep nosicHUTENbHOM 3anucku. [lokazaTh €ro peKBU3UTHI.

[TpuBecTr mpuMep 0OBACHUTENBHOM 3amucKu. [loka3aTh ero peKBU3HTHI.
[TpuBectu npumep 3asBieHus. [lokazaTh €ro peKBU3UTHI.

[TpuBecTu mpuMep MpeICTaBICHUs O Ha3HAYeHUU pabOTHUKA Ha HOBYIO TOJDKHOCTH. [lokaszath

€0 PCKBU3UTHI.

37.
38.
39.
40.
41.

[IpuBecTr mpuMep MpeACTaBICHHS O TTOONPeHNH paboTHUKA. [Toka3aTh ero peKBU3HUTHI
Uto Takoe xoaaraiicTBo? Kem v B Kakue MHCTAHIIMM OHO HApaBiseTcs?

Urto Takoe akT? B Kakux ciydasix ¥ K€M OH cocTaBiisercs? Ero peKBU3UTHI.

HasBate BuzbI cipaBok. [TokazaTth peKBU3HUTHI CITPABOK.

Yro Takoe noBepeHHOCTh? Kakne peKBU3HTHI CONEPKHUT JOBEPEHHOCTD?

Tema 1.3. Jlokanvuvlie HopmamueHvle aKmvl, pecyaupyrouiue mpyoosvle OMHOUWIEHUA 6
Op2aHu3auUAX
1. KoMy 1 Ha KakoM OCHOBaHHMH IPENOCTABIISIETCSA MPaBO MPUHUMATH JIOKAJIbHbIE HOPMATHBHbBIE

aKThI?

2. Ha3Barb ocHOBHBIE Tpu3Haku JIHA.

3. HazoBuTte 00si3aTenbHbIE JIOKaJIbHbIEe HOPMATHUBHBIC aKThl B OpraHu3alllu.

4. Tlopsinok yTBep:KIeHUs 00513aTENIbHBIX JTOKAJIbHBIX HOPMAaTUBHBIX aKTOB.

5. Eciiu B opraHuzanuu HET NpoQCOIO3HOTO OpraHa, HYKHO JHM COIJIACOBBIBATH JIOKAJIbHBIE
HOPMATHBHBIC aKThl paboTomarens ¢ padorHukamu (OOHmMM coOpaHueM pabOTHHKOB, W30paHHBIM
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s Takoro ciydas, CoBeToM paOOTHHUKOB) WM paboTojaTeNh BIpaBe caM HMX YTBEPAUTH 0e3
COTJIACOBAHUS C KEeM-JIH00?

6. Yro takoe mratHoe pacnucanue? Ero crpykrypa. ['ne xpanurcs? KakoB cpok ero aeicrus?

7. KakuM JOKyMEHTOM YTBEpXZaeTcs IITaTHOe pacnucanue? Eciu ga, ToO 4Yro B HeM
ycraHaBnuBaeTcs? Kak BHocATCS M3MeHeHHs B mTaTHoe pacnucanue? KTo m3 paGOTHHKOB J0JDKEH
COCTaBJIATh IITATHOE paciyucanue?

8. Yto Takoe IIpaBuna BHyTpeHHEro TpyaoBoro pacnopsaka? CTpykTypa 3TOro JOKyMEHTa.

9. Kakos anropurm noarorosku [IBTP?

10. KakoB nopsnox yreepxaenust [IIBTP?

Pasnea 2. JlokyMeHT0000POT M 1€JIONPOU3BOACTBO B OPraHM3ALMHA
Tema 2.1. /lokymenmooodopom ¢ opzanuzayuu
1. laTp ompeneneHue MOHATUAM: TOKyMEHTO000POT, JEKTPOHHBIN TOKYMEHTOOOOPOT.
2. Ha xakue OTOKM JenATCs JOKyMEHTHI B OpraHu3annun?
3. Kakue ctaguu npoxoasT JOKYMEHTBI, IOCTYNAIOIINE B OPraHu3aLuio?
4. KakoB nopsA0K NPOXOKACHUS UCXOIAIIMX JOKYMEHTOB?
5. Yro Takoe peructpanus JOKyMEHTOB?

Tema 2.2. Opzanu3ayus onepamugHo2o u apXueHo20 XpaHeHus 0OKYMEHM 06 6 OPZAHU3AUUL

1. Yro Takoe XpaHEHUE TOKYMEHTOB, ONIEPATUBHOE XPAHEHUE JOKYMEHTOB, [IOCTOSIHHOE XpPaHEHUE
JIOKyMEHTOB, BPEMEHHOE XpaHEHHE JOKYMEHTOB? Kakue yCTaHOBIIEHBI CPOKU XPAaHEHUS TOKYMEHTOB?

2. JlaTp ompejiesieHue MOHATUSAM: apXUBHBIM TIOKYMEHT, apXUBHBIN (POHJI, «apXUB)» OpraHU3aLUH.

3. Kakum 00pa3zom peryiaupyercs 1esTeIbHOCTh apXUBa OpraHu3auu?

4. Yto Takoe IKCHepTH3a LIEHHOCTH JOKyMeHTOB. Kakum oOpa3om ona mpoBoautcs? Uto Takoe
BBIICJICHUE JOKYMEHTOB K YHUUYTOKEHUIO, YHUUTOKEHUE TOKYMEHTOB?:

5. Yro Takoe s3kcnepTHas komuccusi? Gopmbl U pe3yIbTaThl €€ paboThlI.

6. Llenb, Ha3HAaYEHME, BUJIBI U CTPYKTYypa HOMEHKJIATYpPBI JEIl.

7. Uro Takoe ¢popmupoBanue nen?

Tema 2.3. Ilepconanvhnuie Oannvie pabomuuka, ux oopadomka u 3auiuma

1. JlaTh onpezeneHue CleAYIOIIUM HOHATHIM: NIEPCOHATIbHbBIE TaHHbIE, 00pabOTKa MEePCOHAIBHBIX
JAHHBIX, OIIEPATOP NEPCOHANIBHBIX JAHHBIX.

2. Kakue TpeGoBaHus A paboTojareis MpU Ieperadye MepCOHATbHBIX JAHHBIX YCTAHABIMBAET
Tpynosoii xonekc Poccuiickoit denepanun?

3. Kakue mnpaBa umeer pabOTHUK B ILENAX OOECHEYeHHs 3allUThl NEPCOHAIbHBIX JAHHBIX,
Xpassuxcs y padboronarens?

4. Kakue JIOKYMEHTHI COJepKaT epCOHANIbHbIE JaHHbIE Pa0OTHUKA?

5. Kakyro OTBETCTBEHHOCTb HECYT IOJDKHOCTHBIEC JIMIIA, BHHOBHBIE B HApYIICHHWH MOJIOKEHUN
3akoHonaTenbcTBa Poccuiickoit denepanyu B 00NacTH NMEPCOHAIBHBIX JaHHBIX NpPU 00paboOTKe
NEePCOHAIBHBIX JaHHBIX paboTHUKA?

6. Ecntu paGoTHMIIAa BBIIIA 3aMY)X U H3MEHWIA (aMMUIIMIO, TO B Kakue JOKYMEHTBI M KaKUM
00pa3oM HY)KHO BHECTU U3MEHEHUs?

Pasnen 3. KagpoBoe 1esionpon3BoaCTBO U KaAPOBBIil yueT

Tema 3.1. llopaook noozomoseku u ogopmienue 0OKYMEHN 08, CONPOBOHCOAIOUUX MPYOOGbLE
OMHOWIEHUA

1. KakuM HOpPMATHBHBIM TIPaBOBBIM aKTOM PETYIHPYIOTCS TPYIOBBIE OTHOIICHUS MEXKIY
paboTonaTeneM U pabOTHUKOM?

2. Ha3Barb NOKYMEHTHI, PEAbsIBISIEMbIE TIPU 3aKIIOUEHUU TPYAOBOTO JOTOBOPA, a 3HAYUT U MpU
npueme Ha paboty (B coorBercTBUE ¢ TK PD).

3. Kakue nomnoyiHUTENbHbIE (HE SIBISIOMIMECS 00s3aTeNbHBIMH) JTOKYMEHTHI MOXKET MOTpeOoBaTh
paboToaaTens mpu nprueme Ha paboTy B OTJENbHBIX Clly4asx?

4. SIBnsiercs 1M 3asBJICHHE 00s3aTEILHBIM JOKYMEHTOM MpHU IIpueMe Ha paboTy?
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5. MOXHO JIU MPOUIUTH UCIBITATENIbHBIA CPOK B CIydae, €CIM KO JHIO €r0 HCTEUYCHUS HEIb3s
ClIeNaTh BBIBOJ] O COOTBETCTBUU PabOTHUKA MOpyyaeMoi padbore?

6. Urto takoe TpynoBoii goropop? CTpykTypa TpydOBOTO JOTOBOPA.

7. Ha3BaTb OCHOBHBIE 0053aTeNILCTBA Pa0OTONATENS IO YCIOBUSAM TPYJIOBOIO I0TOBOPA.

8. Ha3Barb ocHOBHBIE 00513aTeNbCTBA PAOOTHUKA I10 YCIOBHSIM TPYAOBOTO JOTOBOPA.

9. ®opma 3aKiIOUEHHs] TPYAOBOTO JOroBopa (CKOJBKO 3K3EMIUIIPOB, KTO IOJINUCBIBAET, TIE
XPaHUTCH).

10. B kxakom ciydae TpyAOBOW JOroBOp, HE O(GOPMIICHHBIN B NMHUCBMEHHOH (opme, cuuTaercs
3aKIFOYEHHBIM?

11. B Tedenue Kakoro BpeMeHU paboroaaresnb 00s3aH O0(GOpPMUTH € PaOOTHUKOM TPYIOBOM
JIOTOBOP B MUCbMEHHOMU (hopMe MpH (haKTUUECKOM JOIMYIIEHUH pabOTHUKA K padboTe?

12.  Ha3Batb BUABI TPyJOBOI'O I0TOBOPA.

13. C kakoro JHs HAUMHAET J€UCTBOBATh TPYAOBOW JTOTOBOP?

14. Kro pomxkeH mnoanucatb TpPYyIOBOM JOrOBOP C HAEMHBIM JUPEKTOPOM OT HMEHU
opranuzanuu’?

15. Yro Takoe aHHYIMpPOBAaHUE TPYLOBOIO A0roBopa. KakoB nopsiok AaHHOM Npoueaypsl?

16. PaboTomarenn 4acTo CTAJKUBAIOTCS MPH MPOTyJax ¢ TaKOW MpoOJIeMoil - MpOryibIUK He
JKeNaeT HUYero MOANMCHIBATH, HU C KaKUM IPHUKA30M 3HAKOMHUTbcA U T.A4. Kak B 3TOM ciyuae
0(QOopMIIATH YBOJIBHEHHUE 32 MPOryi?

17. Yro nepBMYHO: MNpuUKa3 WIM TpPyLoBoH noroBop? JloJpKHO JM cojepaHUE NpUKas3a
COOTBETCTBOBATh COAEP KAHMIO 10roBOpa?

18. B kakoii cpok, 1 KakiuM crocoOOM MpHKa3 0 IpueMe Ha paboTy 00bsaBIseTCS paOOTHUKY?

19. Tlpum BHYTpEHHEM IepeBOJi¢ Ha HOBYIO JIOJDKHOCTh HYKHO 3aKJIO4aTh HOBBIN TpyIOBOMH
JIOTOBOP WJIM JIOTIOJTHUTENILHOE CoTJIalleHne?

20. OOs3an nu paborojarenb NO TpeOOBaHWIO PaOOTHHMKA BbAATh PAOOTHUKY HaIJIEXalle
3aBEPEHHYIO KOTIHIO IIPHKa3a O ero nmpruemMe Ha paboty?

21. PaGornuma Obia mpuHSTa Ha paboTy B Havane roga (14.01.2016) mocne yrBepx)aeHHS
rpaduka otmyckoB. OTIycK €il TIaHupyeTcsl IpeJoCTaBUTh B Jekadpe Tekyiero roaa. HyxHo nu B
CBSI3M C 3TUM H3MEHSAThH rpaduK OTIIYCKOB, €CIU Ja, TO Kak?

22. Ecnu Bo Bpemsi OTIyCKa >KEHIIMHBI y Hee 3a0oyieBaeT peOCHOK M OHA «HAXOIUTCS Ha
OOJBLHUYHOMY C HUM, BIIPABE JIU OHA MPOCUTH O MPOAJICHUH OTIYCKa, cchlasich Ha cT. 124 TK PD?

23. Yacto ObIBalOT cilyyau, KOrja paOOTHUKU OTIIPABISIIOTCS B KOMaHJAMPOBKY Ha OJUH
KaJeHAapHbIN JeHb. CUUTaTh U OAMH JIEHb JHEM KOMaHIUPOBKH U HAYHUCIATH JTH KOMaHJUPOBOYHEIE,
TaK Kak ObITYeT MHEHHE, YTO KOMaHAUPOBKA JA0JKHA ObITH HE MeHee 2-X THEeH?

24. Ecnu B 3asBieHUH pabOTHHKA OTCYTCTBYET YTOYHEHHE «II0 COOCTBEHHOMY JKENAHUIO» WU
«I10 MO€H MHUITMATHBEY, CTOUT JIK pabOTOAATENI0 MPUHUMATh TaKO€e 3asiBIeHHE?

25. PaboTHHMKa B CBSI3U C MPOM3BOJICTBEHHONW HEOOXOIUMOCTHIO B mopsake cT. 72.2 TpymoBoro
kozekca PO mepeBoaar 6e3 ero cornacus Ha Apyryi padoty. Ero takoit mepeBoj BO3MYyIIaeT U HE
yctpauBaeT. PaboTHUK Ha paboOTy HE BBIXOAUT. MOYKHO JIM YBOJIUTH €T0 3a MPOryin?

Tema 3.2. Ilopaook eedenus mpyooeoiu KHUMNCKU

1. HazHaueHue Tpya0BOM KHIKKH.

2. KT0 HeceT 0TBETCTBEHHOCTH 3a OpPraHHu3aIiio pabOThI IO BEACHUIO, XPAHCHUIO, YIETY M BhIJa4e
TPYIOBBIX KHIKEK W BKJIaJbIIeld B HUX? KTO HeceT OTBETCTBEHHOCTH 3a BEJICHUE, XpaHEHUE, yUeT U
BBIJIa4y TPYJIOBBIX KHUXKEK? KTO HIMEHHO JOJKEH 3alOIHATh TPYAOBBIC KHUKKHA?

3. MoxeT JIn pyKOBOJAUTEh HEOOJIBIIION OpraHU3aIiy JIUYHO BECTH TPYAOBBIC KHIKKU?

4. Yem OTIMYAIOTCS MCIIPABIICHUE 3aMMCEH B TPYIOBOM KHIDKKE OT M3MCHEHHS JAHHBIX TPYAOBOM
KHUKKH?

5. Bupase i paboToaTenb B3UMaTh ¢ paOOTHUKOB TUIATY 3a 3aBEJICHUE HOBBIX TPYIOBBIX KHUKEK,
B KAKOM IOPSIIKE ITO JEIAeTCs?

6. B kakux ciydasx BbIIaeTcsa AyOnWKaT TpyaoBod KHKKH? [lopsaok Bwlmaum JayOnmkaTa
TPYIOBOM KHWKKH.
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Tema 3.3. Opzanuzayus Kaopoeo2o yuema nepcoHana

1. Ha3sHaueHne nTUYHOM KapTOUYKM pabOTHHKA. M3 KakuX pas3lenoB COCTOMT JHYHAs KapTOukKa
paboTHuKa?

2. KeM 1 B TeueHHE KaKOTro IepHoJa BEAETCS JIMYHAs KapTouKa?

3. Ha xoro 3aBoauTcs TMYHAs KapTO4Ka?

4. Korjga uMeHHO (B KaKOi CpOK) JOJKHA 3aBOJUTHCS JTM4YHast kapTouka (T-2) Ha paboTHHKa?

5. Korna paOOTHHK J0JKEH CTaBUTh CBOO MOJIIUCH B TMYHOW KAPTOUKE U C KAKOH 1eNbl0?

6. Hasnauenne mnuunoro nena. Ha xoro 3aBomutrcs jmuHoe naeixo? CocTaB JIWUYHOTO Aeiia
paboTHHKA.

7. UTO Takoe BHYTPEHHSSA OIUCH JTUYHOIO JeTIa.

4.2.4. TunoBbIe TECTOBbIE 3a1aAHUS’
BbiGepuTe 01MH NPaBUJIbHBIN 0TBET U3 MpPelJ10KeHHBIX:
Pazgen 1. I'ocynapcTBeHHOe peryiupoBaHue U MeTOAHYecKoe ofecrnevyeHne /1eJJ0NPOU3BOACTBA 1
apxuBHOIo aena Poceun

Tema. 1.1. Hopmamueno-npagoeoe pezyauposanue 0e10npou3e00cmea U apxueHozo oena
B coorBercTBMM ¢ HanuonaabHbIM cTangaprom Poccmiickoit ®@enepauun 'OCT P 7.0.8-2013.
«Cucrema cranaaproB no wuHpopmanuu, OHMOJMOTEYHOMY M H3JATEJBCKOMY [eJy.
Jle10npou3BO/ICTBO U apXUBHOE 1eJ10. TepMHUHBI U ONpe/ieJIeHHsD «1eJ10NPOU3BOICTBO» — 3TO:

*1eaTeNbHOCTb, 0O0ecTeurBaroIas JOKyMEHTHPOBAaHUE, TIOKyMEHTOO00POT, ONIEpaTUBHOE XpaHEHHUE
U UCIIOJIb30BaHUE JOKYMEHTOB

odopmiIeHHE pelIeHus YIPaBISHYECKOro BOIpoca

crcTeMa XpaHeHHs TOKYMEHTOB

B coorBerctBUM ¢ PeaepanbHbiM  3akoHOM oT 27 wmwas 2006 r. Ne 149-®@3 «O0
HH(pOPMALMOHHBIX TEXHOJIOIUAX, HHPOPMATH3ALMH U 3alMTe HHPOPMALHMKW) «MHPOPMALUA» -
3TO:

*cBeeHus (COOOILEHUs, TaHHbIE) HE3aBUCUMO OT (DOPMBI UX MPETOCTABICHUS

Jr00bIe CBEACHNUS, KOTOPbIE MOKHO UACHTU(HUIIMPOBATH

JaToil JOJKHOCTHOM HHCTPYKUMH SIBJISIETCH 1aTa
COCTaBJICHUS
MOJIMUCAHUS PYKOBOIUTEIIEM CTPYKTYPHOI'O NOAPA3ACICHUS
*yTBEpkKACHUS PYKOBOIUTENIEM OpraHU3aINH

IMosnoxkeHne 0 CTPYKTYPHOM NOAPa3ejeHNN 00peTaeT I0PHANYECKYI0 CHIIYy ¢ MOMEHTA
*ero yTBepiKIeHHs
MOIITHCaHUS
perucTpanuu

BbiGepuTe HECKOJILKO NPABUJIBHBIX OTBETOB M3 MpPeAJI0KeHHbIX:
JlokaibHble  HOPMATHBHBIE  aKThl, KOTOpble NPUHHUMAKTCA € Y4YeTOM  MHEHUs
NpeACTABUTEIbHOI0 OPraHa palOTHUKOB OPraHU3aluu:

*[IpaBuia BHYTPEHHETO TPYIOBOIO PacHopsiaKa

JI0JDKHOCTHAS! HHCTPYKIIHST

*[Tonoxenue 06 omare Tpyna

*['paduk cMEHHOCTH

*TTono)keHHe O 3aIIUTe NEPCOHATBHBIX JTaHHBIX

*[Ton0’keHHe O CTPYKTYPHOM MOJpa3aeiIeHUH

® TIpaBUIIbHBIN OTBET B TeCTe 0003HAUEH «3BE3I0UKOM» (*)
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4.2.5. TunoBble TeMbl KOHTPOJIbHBIX PadoT (1J1s1 04HOM U 3204HOM GopM 00ydeHuUs1)
K pazoeny 1.

1. HopMmaTuBHO-IpaBOBOE PETYJIMPOBAHUE BEJIEHUS KaIpOBOIO NEIONPOU3BOJCTBA B Poccuiickoit
denepanuu.

2. Pernamenranus odopmiieHUs KaapoBbiX JoKyMeHTOB B 'OCTax, yHU(HUIMPOBAHHBIX CHCTEMaxX
JOKYMEHTAIHH.

3. PacnopsimutenbHast KaapoBas JOKyMEHTAllWsl, Ha3HAYEHUE, NMOPSIOK U MpaBWia MOATOTOBKH U
odopmiIeHHs, CPOK XpaHEHHUSI.

4. YueTHas KaJpoBas JOKyMEHTAlLlUs, HA3HAYCHHE, BUJIbI, TPEOOBaHUS K 0(hOPMIICHUIO.

KanpoBelit JOKyMeHTO000POT (Ha IpUMepe ... ).

DNEeKTPOHHBIN KapOBBIN JOKYyMEHTOOOOPOT: BO3MOKHOCTH U MIEPCIIEKTUBBI €T0 Pa3BUTHSL.
CoBpeMeHHbIe HH(OPMAIIMOHHBIE TEXHOJIIOTUH B KaJJpOBOM JIENIOTNIPOU3BO/ICTBE (HAa IPUMEDE...).
OObecnieyueHre COXpPaHHOCTH KaJIPOBbIX JOKyMEHTOB. CPOKH UX XpaHEHUS.

9. ®opmMupoBaHHe U XpaHEHHE JOKYMEHTOB KaJpOBOil CIIy>XObI (Ha mpUMepe...).

10. Cucremarusanus JOKyMEHTOB B KaJpoBOH ciiyx0e 1 oOecrieueHne UX COXPaHHOCTH.

11. TToaroroBka KaJpoBBIX JOKYMEHTOB K Caye B BEIOMCTBEHHBIH apXuB, CIIPABOYHO-TIOMCKOBAs
cucTeMa 10 KaJIpoBbIM JJOKYMEHTaM B apXUBE.

K pazoeny 2.

12. HomenkinaTypa en KaJpoBoil ciayxO0bl (Ha mpuMepe ...).

13. O6paboTka NEepCOHATbHBIX MJAHHBIX PpPAaOOTHUKOB B KagpOBOH cCiiyx0e: HOpMaTHUBHOE
peryanupoBaHHe U MPaKTHUECKOE TPUMEHEHHE.

14. Tlopsnok pa3paboTku, yrBepkaeHuss u odopmienus [lonoxkxeHus o KaapoBol ciayxOe
opranuzanuu (OTAeN KaapoB, OTJEN YIpaBJICHUs IepcoHanIoM): cTpykrypa llonoxenus, coaepxanue
€ro paszesoB.

15. UHcTpykuuss 1o KapoBOMY  JIENONpPOM3BOJCTBY ~ KaKk  OCHOBHOM  JIOKYMEHT,
periaMeHTHPYIOUIN Bce AET0NPOU3BOICTBEHHbIE MTPOLIECCHI B KaJIpOBOM Ciryk0e.

16. JlnuHas KapTOyKa M JIMYHOE JEJI0 — yYETHbIE KaJIpOBble JOKYMEHThl paOOTHUKA: Ha3HAYCHHE,
COCTaB, NOPSJOK U TpeOOBaHUS K 3allOJIHEHUIO JIMYHBIX KapTO4yeK; MOPSAAOK COCTaBIECHMS,
o(opMIICHHS U XPaHEHUs! IMYHBIX JIeJ.

17. TlpaBuna oopMiIeHUs U BEJCHUS JOKYMEHTAIMU MO JMYHOMY COCTaBY.

18. JlomKHOCTHasT MHCTPYKIMsS pab0OTHMKA: Ha3HA4yeHUe, 1ielib, MOPAIOK COCTABIICHMS,
o(opMIICHUS], YTBEPKACHUS.

19. JIoKHOCTHOM peryiaMeHT pabOTHUKA KaJpOoBOil c1yXObl OpraHa rocy1apCTBEHHOM BIacTu.

20. IIpuka3sl 0 JMYHOMY COCTaBY: Ha3HAUYEHHUE, CTPYKTYpPa, NOPATOK MOJTOTOBKH U O(POPMIICHHUS,
CPOK XpaHeHus (Ha npuMepe KOHKPETHON OpraHu3alum).

21. IlltaTHOe pacnucaHue: MOPAIOK pPa3pabOTKH, O(GOPMIICHUS, YTBEPXKIEHUS M BHECEHUs
M3MEHEHUH.

K pazoeny 3.

22. Tlpuem Ha paboTy: aNrOPUTM NPOLEAYPbI, JOKYMEHTUPOBAaHUE, TPEOOBAHUS K JTOKYMEHTALIUH.

23. JIOKyMEHTUpOBAaHUE HA3HAUYEHUs HA TOCYJapCTBEHHYI TIpPaXJaHCKyl0 ciyx0y (Ha
npumepe...).

24. JIoOKyMEHTHpOBaHHE NPOBEJEHUS KOHKypca Ha 3aMEUIeHME BAaKAaHTHOW JOJDKHOCTH
rOCyJapCTBEHHOM I'Pa)KAaHCKOM CITy>KOBI.

25. JlokymeHTHpOBaHUE 0POpMIICHUS TIEPeBOIa paOOTHHUKA Ha APYryIO (TOCTOSIHHYIO) padoTy.

26. JlokyMeHTHpOBaHUE NMPOLEAYPhl YBOJbHEHHSI IO HHULIMATUBE pabOTOAATENS.

27. JIOKyMEeHTHpOBaHUE CITyKeOHBIX KOMaHIUPOBOK PAaOOTHHUKOB.

28. JlokymeHTHpOBaHHE 0(OPMIIEHUS] OCHOBHOTO OIJIAYMBAEMOTO OTITyCKa (Ha MpUMeEpe...).

29. JIOKyMEHTHPOBaHUE MOOIIPEHUH PaOOTHUKOB, HAJIOXKEHUS UCHMILIMHAPHBIX B3bICKAHMM:
HOJIrOTOBKA MTPUKA30B, COIPOBOKIAIONINE TOKYMEHTHI (OCHOBAHMS).

30. JlokyMeHTHpOBaHUE NMPOLEAYPhl aATTECTAL[MH FOCYJapCTBEHHBIX IT'PAXKJAHCKUX CITYKAIUX.

PN
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31. TpynoBas KHM)KKAa KaK OCHOBHOM JOKYMEHT O TPYAOBOW IEATEIBHOCTH M TPYJOBOM CTaXe
paboTHHKA.

4.2.6. TunoBbie BONPOCHI M 3aJaHUA JJIs 3JIeKTPOHHOI0 CeMUHAapa

Bapuanr 1.

1. Onwucare 3amauu, (QyHKUUHU, KaAPOBOW CIyKObI Ha IpHUMEpe KOHKPETHOW opraHu3anuu (Win
opraHa TOCYIAapCTBEHHOH BiacTH cyOwbekta Poccuiickoit ®exepauuu WM OpraHa MECTHOTO
camoympasineHus). llpemnoxuts u 00OCHOBaTH ONTUMATbHBIA (IO MHEHHIO CTYJEHTa) COCTaB
KaJpOBOM CITY>KOBI.

2. Onucarp 3amaun, pyskuuu ciayx6sl 1OV (menonpou3BojaAcTBeHHas CiayxOa, oOmmil oTnen,
KaHIENsApHs, CeKpeTapuaT M T.I.) Ha NMpPUMepe KOHKPETHOM opraHm3auuu (WJIM OpraHa MeCTHOTO
camoynpasnenust). [Ipemioxuts ¥ 000CHOBATH ONTUMANBHBIA (IO MHEHHMIO CTYJEHTA) KaJpOBBIN
coctaB cinyx0b1 JJOY.

3. IlpeactaBuTh BapHMaHT JOJDKHOCTHOM WHCTPYKLUMH  CIELHATUCTa KaIpOBOW  CIIyXOBI
OpTaHU3aIUH.

Bapmuanr 2.

1. ChopMupoBaTh CHHCOK JTOKYMEHTOB, KOTOPBIE COCTaBISIOT JIOKYMEHTOOOOPOT (HAaxoIsaTcs B
UCTOJIb30BAHUH) KaapoBOW cCiyxObl (Cinyx0a ympaBieHUS NEepCOHAIOM, OTAEN KaapoB U Jp.)
OpraHM3allvy.

2. IloaroTOBUTH MPOEKT NpPUKa3a PYKOBOJUTEIS OPraHU3alMU M0 YTBEPXKICHUIO HOMEHKIATYpPbI
nen. B npuinokeHuu K mpoekTy npukasa opopMUTh HOMEHKIIATYPY /i€ HeOOoJIbIION opraHu3auuu (He
UMEIOIIEH CTPYKTYPHBIX MMOpa3IeNIeHH ), UCTIONb3Ys A7 3TOTo [lepeueHb TUIIOBBIX YIIPaBIEHYECKUX
apXUBHBIX JOKYMEHTOB, OOpa3ylOIIMXCS B IpoLecce AeATeNbHOCTH T'OCYIAPCTBEHHBIX OPIaHOB,
OpPraHOB MECTHOI'O CAMOYIPABJICHUS U OpraHu3alMid, ¢ ykazaHueM cpokoB xpaHeHus (2010 r.).

3. CocraBuTh NEepeyeHb JOKYMEHTOB OpPraHU3ally, B KOTOPBIX COAEPIKATCs MEPCOHAIbHBIE TaHHbIC
pabOTHUKOB.

Bapuanr 3

1. IlpeactraBuTh anropuT™M OQGOPMIIEHHsS JOKYMEHTOB INpH IpUeMe Ha paboTy (MOXKHO B BHJE
CXEMBI).

2. IlpeacraBuTh anroput™M o(GOpPMIIEHUS IOKYMEHTOB IpU IEPEBOAE Ha JPYTyl0 HOCTOSHHYIO
paboTy (MOKHO B BHJI€ CXEMBI).

3. IlpeacraBuTh aaroput™M O(GOpMIIEHHS JOKYMEHTOB B CBSI3M C YBOJBHEHHMEM I10 WHHUIIMATHUBE
paboTHHKA (MOKHO B BUJIE CXEMBI).

4.3. OueHo4YHBbIE CPEACTBA AJIsI NIPOMEKYTOYHOH aTTeCTAIUN

4.3.1. IlepeueHb KOMIETEHLUH C yKa3aHHEM JTaloB MX (OPMUPOBAHMSI B MPOIECCE OCBOCHHUS
oOpazoBaTenbHOl mporpaMMel. [lokasatenu U KpUTepUU OIICHUBAHMUSI KOMIETEHLIUN C y4eTOM 3Tama
ux GOpMHPOBAHUS

Tao0muua 8.
Kon HamMeHoOBaHME KOMITETCHITNHT Kon »rama | HammenoBanme JTara OCBOCHUS
KOMIIETEH OCBOEHHS KOMIIETEHIINH
97071 KOMIIETEHI]
5971
IIK- 10 | 3nanue TpymoBoro xoxmexca Poccuiickoit | I1IK-10.2 CrocoOHOCTE:
denepaui M MHBIX  HOPMATHBHBIX | (IO BCEM | — OCYIIECTBIATH OOPAbOTKY, y4eT W
MPaBOBBIX AKTOB, COACPKAIINX popmam TEKyIlee XpaHEHUE OpraHU3alluOHHON
HOPMBI ~TPYAOBOTO TMpaBa, TMPOLEAYp | 0OydeHus) WU pacHopsIUTENLHON JIOKYMEHTAIUU
npueMa, yBOJBHEHHS, TIepeBofa Ha 1o NIBIDKEHUIO nepcoHana B
Apyryio  paboTy M  HEpPEeMELICHUS COOTBETCTBMM €  TpeOOBAHHAMHU
IepcoHana B COOTBETCTBUU C TpyIOBBIM TPYAOBOTO 3aKOHOAATEIbLCTBA
kogekcoM Poccuiickoit ®enepanuu  u Poccuiickoit ®enepanuu, a Takxke
BJIaJIcHUE HaBBIKAMH oopmieHHS HOpMAMU W TpaBWIaMd B cdepe
COMPOBOXKIAIOIEH JOKYMEHTAIIUU JIOKYMEHTAI[MOHHOT'O obecreueHuUs
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YIIpaBJICHUA NICPCOHATIOM, APXHUBHOI'O
ACJ1a, 31U ThI ICPCOHAJIBHBIX JAHHBIX

[TK-12 3nanue ocHOB pa3paborku u BHeapenus | [TK-12.1 CrocoOHOCTE:
KaJJpOBOM u YIPABICHYECKOH | (II0  BCEM | — OCYIIECTBIATH OIITUMM3ALIUIO
JIOKyMEHTAIUH, ONTUMHU3ALKH | popmam JIOKyMEHTOO00POTa B OpraHM3alluy,
JOKyMEHTO000pOoTa u cxeM | oOydyeHus) | BeIOMpaTh HaumOoJee ONTHUMAJbHBIE
(YHKIMOHANBHBIX B3aUMOCBSI3CH MEXAY CXEMBI (GYHKIIMOHATBHBIX
MOApAa3JeNeHUsIMI, OCHOB pPa3palOTKH U B3aMMOCBSI3EH MEXIY
BHEIPEHUSI MPOLEAYP PperyIupOBaHUs MOApa3JeNeHUs MU Ha OCHOBE 3HaHUS
TPYAOBBIX OTHOLIEHUH u 0a3bl HOPMAaTHBHO-ITPABOBOTO
CONPOBOXKIAIOIICH TOKYMEHTAH pEryIMpOBaHUS M METOAMYECKOTO
obecrieueHust KaJpOBOTO
JIENTONPOU3BOJICTBA, MpaBUII
COCTaBIICHUS u othopmIteHHS
yIpaBIeHYECKUX JOKYMEHTOB
IIK-13 Ymenune BECTH kagposoe | [TK-13.2 CrocobGHOCTh:
J€JNONPOU3BOJICTBO M OPraHMU3OBBIBAThH | (IO BCEM | — BECTH KaAPOBOE JEIONPOU3BOIACTBO
apXHBHOE XpaHeHue KaJgpoBbIX | popmam u OpraHu30BbLIBATh apXHUBHOE
JOKyMEHTOB B COOTBETCTBUU c | 00ydyeHHs1) | XpaHEHHE KaJIpPOBBIX JIOKYMEHTOB B
JEeUCTBYIOIIMMH HOPMAaTHBHO-TIPaBOBBIMU COOTBETCTBUHM C  JACHCTBYIOLIMMHU
aKTamMy, 3HaHME OCHOB  KaJpOBOH HOPMAaTUBHBIMH TPAaBOBBIMH aKTaMH,
CTaTUCTHUKH, BJIaICHUC HaBbIKaMU obecreunBaTh 3alIUTy NEPCOHAIBHBIX
COCTaBJICHUSI KaJpOBOW OTYETHOCTH, a JaHHBIX  PaOOTHHKOB,  COCTaBIATH
TaKxKe HaBBIKAMH O3HAKOMJICHHUS KaJpOBYI0 OTYETHOCTb, 3HAKOMHUTD
COTPYIHMKOB OpraHU3allud C KaJpOBOi pabOTHUKOB OpraHU3aLUH C KaJpOBOH
JOKYMEHTaluen u JEUCTBYIOIIMMU JIOKyMEHTAlle U JeUCTBYIOIUMU
JIOKAJIbHBIMA ~HOPMATHBHBIMU ~ aKTaMH, JIOKAJIbHBIMA HOPMAaTUBHBIMH aKTaMU
yMeHHUe o0ecreunTh 3aIUTy
MEPCOHAIBHBIX JAHHBIX COTPYAHUKOB
I1IK-27 Bnagenune meromamm u mporpammssiMu | [1K-27.2 CrnocoOGHOCTE:
cpeacTBaMu 00paboTKu JIeoBOM | (IO BCeM |— BiaJeTh HaBbIKaMH paboOTBI  CO
nHpOpMalUKM, HaBbIKAaMH paboThl co | popMam CHEeNHMATN3HPOBAHHBIMU
Creqraau3upOBaHHBIMU KaJIpOBBIMH | O0y4eHUSI) KaJ[pOBBIMHU KOMITBIOTEpPHBIMHU
KOMITBIOTEPHBIMHU nporpaMMamu, MpOrpaMMaMu
CIIOCOOHOCTh ~ B3aMMOJICHCTBOBATH  CO
ciyx0bamu MH(QOPMAIIIOHHBIX
TEXHOJOrui 1 3P PEKTUBHO UCTIONB30BATD
KOpIIOpaTHBHBIE MH(QOpMaIOHHbIE
CHCTEMBI npu pelieHnu 3ama4
yIpaBJIeHHsl IEPCOHATIOM
Tabnuma 9.

DTall OCBOCHUS KOMIICTCHIITNU

IToxazarenb OLCHUBAHUA

Kpurepuii onennBanus

IK-10.2
CriocoOHOCTh
00paboTKy, Yy4er W TeKyllee
XpaHEeHHE OPraHU3alMOHHON U
pacnopsanTETbHOMN
JOKYMEHTAIUU TI0 JIBUXKCHUIO
MepcoHania B COOTBETCTBUHU C

OCYILIECTBIISTD
TeKyllee XpaHeHHe
OpTaHU3allMOHHON U
pacnopsAnTENbHOR

nepcoHana

JemoHcTpHpyeT yMeHUs
OCYIIECTBISITH 00paboTKy YUeT u

JAOKYMCHTAIMU 11O ABUKCHUIO

[MocTpoena rpagudeckas cxema
JIOKYMEHTO000pOTa B OpraHU3aIuu
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TpeOOBaHUSAMHU TPYJOBOTO
3aKoHojaTenbcTBa Poccuiickoit
Odenepanuu, a TAKKe HOPMaAMU

CocraBiieH nepeyeHb 00s3aTeNbHBIX
JIOKAJILHBIX HOPMATHUBHBIX aKTOB H
JPYTUX TOKYMEHTOB, PETYIUPYIOIINX

u mpaBuwiamu B cdepe KaJpOBBIE IIPOLIEAYPHI U IIPOLIECC
JOKYMEHTALlUOHHOT'O 0(hOpMIICHUS COIPOBOXKIAIOLIEH
obecreueHust yIIpaBJIeHUs JIOKYMEHTAaINH

[IEPCOHAJIOM, APXUBHOIO JEla,

3aIUTHI MepCOHATBHBIX

JaHHBIX

K-12.1 VYmMeno npumensier noHATHHHBIH | CpopMUpoBaH NOHATUHHBIN armapaT
CrocoOGHOCTB: anmapat ¥ 3HaHHs 0a3bl

OCYHIECTBJIATh ONTHMHU3ALUI0 | HOPMATUBHO-IIPABOBOTO COCTaBIICH [IEPEUCHb HOPMATHBHBIX
JIOKYMEHTO000pOTa B | PEry/lHpOBaHUs U METOANYECKOTO | [paBOBBIX AKTOB, PErYIHPYIOMIMX
OpTraHH3alINY, BbIOMpATh | 0OecIedeH s KaJpOoBOro TIPOLEy bl KaPOBOTO

Haubonee ONTHMAJbHBIE | IENONPON3BOICTBA, IPABUIT JICIONPON3BOICTBA

CXEMBI (YHKIMOHANBHBIX | COCTaBJICHUSA U OPOPMIICHUS COCTABIICH [1EPEUeHb METONUIECKIX
B3aHMOCBS3€H MEXY | YIPaBIEHUYECKHX JOKYMEHTOB PEKOMEHJALIHIA, 06ECIeUHBAIOIUX
1IOAPAa3ACICHUAMU HAa OCHOBE MPAaBUIBHOCTE BELEHUS KaJAPOBOrO
3HaHUS 0a3bl HOPMATHBHO- JETONPOU3BOACTBA

[IPaBOBOTO PETYIHPOBAHUS H
METOJUYECKOro oOecreueHus
KaJIpOBOr'0 JIENIONPON3BOCTBA,
MpaBUII COCTaBIICHUS u
oopmiteHusT yIpaBIIeHYECKUX
JIOKYMEHTOB

JemoHCTpUpYyeT YMCHHUSI
OCYIIIECTBIIATh ONTUMU3AIIUIO
JOKYMEHTO000pOoTa B
OpraHu3aIliH, BBIOMpATh

HanOojee ONTHMAJIBHBIE CXEMBI
(YHKIMOHANBHBIX B3aMMOCBSI3EH
MEXy Mopa3AeIcHUSIMU

CocraBiieH POEKT MJIaHa ONTHMH3ALUH
JOKYMEHTO000pOTa C LIEbI0
YMEHBILIEHHUS 00beMa IOKYMEHTOB,
CHIDKEHHS CPOKOB MCTIOTHEHUS
JOKYMEHTOB B MOJPA3/CICHUSX,
MOBBIIIEHUS 3P PEKTUBHOCTH PabOTHI
KaJpOBOM CITY>KOBI

[Toctpoena matpuma pacnpeneneHus
OTBETCTBEHHOCTH TMOAPA3JEICHUN TIpU
OCYIIECTBICHUH pa3JIM4YHBIX OJTaloB
JOKYMEHTO00O0pOTa B OPraHU3aLuu

I1K-13.2
CnocoGHOCTB
KaJpoBOE
JEJIONIPOU3BOJACTBO u
OpPraHU30BBIBATH APXUBHOE
XpaHEHUE KaJIpOBBIX
JOKYMEHTOB B
COOTBETCTBUU C
JNENCTBYIOLUMHU
HOPMAaTUBHBIMH IIPABOBBIMU
aKkTamu, o0ecrieunBaTh
3aIUTy IIEPCOHAIBHBIX
JAHHBIX pabOTHHKOB,
COCTaBJIATh KaJpOBYIO
OTUYETHOCTD, 3HAKOMHUTH

BCCTHU

JIeMOHCTpHUpYET YMEHHUS BECTH
KaJpOBOE JIEJIONPOU3BOACTBO U
OPraHu30BbIBAaTh APXUBHOE
XpaHEHUE KaJpOBBIX
JOKYMEHTOB B COOTBETCTBUHM C
JEUCTBYIOLIUMU
HOPMAaTHBHBIMH IIPABOBBIMU
aKTaMH

CocraBiieH IPOEKT HHCTPYKLUU 110
KaJpOBOMY JEJIONPOU3BOJICTBY B
OpraHu3aluu

IToaroroBieH IpoOEKT
HOMEHKJIATYphI KaJPOBOM CITY>KOBI
OpraHu3anuu

CocraBnen npoekT [losnoxxenus 06
apXuBE OpraHu3aluu

Bnaneer HaBpIKaMu
oOecreueHUs 3alUThI
MEPCOHATBHBIX JTAaHHBIX
pabOTHUKOB

ITogrorosinen npoekt [lonoxenus o
MEPCOHANBHBIX JAHHBIX pAOOTHUKOB

Bnaneer HaBbIKaMu
COCTaBJIEHUS KaJApOBOM
OTYETHOCTH

IloarorosieH nepeyeHb
JOKYMEHTOB, COCTaBJISIOLINX
KaJIpOBYIO OTYETHOCTb OpraHU3aLUuU
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paboTHUKOB opranu3zauuu ¢ | Brnageer HaBelkaMu | [loaroroBiieHsl  TpPOEKThl  (popm

KaJpOBOM JTOKYMEHTAIMEN | O3HAKOMJICHUS pabOTHUKOB | O3HAKOMIICHUS paboOTHUKOB

u NEUCTBYIOLIUMU | OPraHu3alud € KaJpOBOM | OpraHu3aluu c KaJIpOBOU

JIOKaJIbHBIMU JOKYMEHTalKen U | JOKYMEHTAlMEN U JEUCTBYIOLIUMU

HOPMAaTHUBHBIMH aKTaMH JNEHUCTBYIOIIMMH  JIOKAJbHBIMU | JTOKAJIbHBIMHU HOPMAaTUBHBIMU
HOPMATHUBHBIMU aKTaMH aKTamu

IIK-27.2 Bnaneer HaBblkamu pabotel co | [IpumeHeHsl  HaBbIKM  paboOTBI €O

CriocoOHOCTD: CIeLHATH3UPOBAHHBIMU CIEIMATH3UPOBAHHBIMA  KaJPOBBIMH

BJIQJICTh HAaBBIKAMHU PAOOTHI | KaJPOBBIMH KOMIIBIOTEPHBIMU | KOMITBIOTEPHBIMUA ~ NPOrpaMMaMH B

CO CIENMAIM3UPOBAHHBIMM | IPOrPaMMaMi B KaJIPOBOM | KaJIpOBOM JICIONPOU3BOJICTBE

KaJIpOBBIMHU JETIONPOU3BOACTBE

KOMITBIOTEPHBIMU

IpOrpaMMAME Brnageer HaBbikamu paboThl co | [IpumeHeHBl  HaBBIKM  pabOTBI  CO
CIIELHATH3UPOBAHHBIMU CIEIHMAIM3UPOBAHHBIMA  KaJPOBBIMH
Ka/IpOBBIMH KOMIIBIOTEPHBIMU | KOMITBIOTEPHBIMUA ~ TPOrpaMMaMH B
nporpaMMamMu B | JIOKYMEHTUPOBAaHUH TPYIOBBIX
JOKYMEHTHPOBAaHHM  TPYIOBBIX | OTHOIICHUIN
OTHOLIEHUH

4.3.2. Tunoevie memul 013 60nPOCOB K 3auemy

[TonHbIi IepeueHb BOIIPOCOB U 331aHUM HaxX0UTCs Ha Kadeape ynpasieHus nepconaiom B Y MK/
o nucuuiuinee «KaznpoBoe 1enonpon3BoaCTBOY.
1. TloHATHSA «IOKYMEHTOOOOPOT», «KAJAPOBBIM JOKyMEHTOO000pOoT». Opranusanus KaapoBOTO
JOKYMEHTOO00OpOTa B OpraHU3aI1H.
2. Cnyx0a nokymeHTannonHoro ooecneuenus ynpasiuenus (10Y). Ee 3anaun u pyHKmm.
3. OdopmiieHne peKBU3UTOB TOKYMEHTOB.
4. PaciopsiiuTenbHbIe IOKYMEHTBI: Ha3HaYeHHE, BUIbI, OPOpMIICHHE, MOPSIOK BHECEHUS U3MEHEHUIN
U IOIIOJIHEHUH.
5. Ilpuka3pl 1O OCHOBHOM JAEATEIBHOCTU: HAa3HAUEHUE, CTPYKTYpa, CPOK XpaHEHUs, IOPSIOK
COIIACOBaHUS MIPOEKTOB JIaHHBIX IIPUKA30B.
6. IIpukassl 110 JINYHOMY COCTaBY: Ha3HAYEHHUE, CTPYKTYPA, CPOK XpaHEHUs, MOPSAJOK COIIacOBaHUS
IIPOEKTOB JAHHBIX ITPUKA30B.
7. CripaBo4HO-UH(OpPMALIMOHHAsL CUCTEMA IOKYMEHTALUU: BUbI, pA3HOBUHOCTH, 0COOEHHOCTH.
8. Cucrema KazpoBOW JOKyMEHTAalMK. Buibl 1 pa3HOBUIHOCTH KaJpPOBBIX TOKYMEHTOB.
9. HlratHOE pacnucaHue: NOHATHE, HA3HAYEHUE, PEKBU3UTHI LITATHOTO PACIIUCAHU.
10. IIpaBuna BHYTpEHHErO TPYJOBOI'O PACHOPAIKA: MOHATHE, Ha3HAUEHUE, CTPYKTypa, COAEp)KaHUE,
HOPSAJIOK YTBEPKICHUS.
11. KanpoBas ciyxb6a: ee HazHaueHHe, 3ajaud ¥ QyHkuuU. [losoxkeHne o KaapoBoil ciyxbe: ero
Ha3Ha4Y€HUE, CTPYKTypa U OCHOBHOE COJIEP KaHHUE.
12. HomenxknaTypa Aei KaJpoBOi ciayKObl: MOPSAIOK MOATOTOBKH, COCTaBICHUS U OPOPMIICHHUSL.
13. Ilopsgok mOArOTOBKM [JOKYMEHTOB K Ilepefjadye B BEJOMCTBEHHbIN apxuB. HasHaueHue
HKCIEPTHON KOMHMCCHU B OpraHU3aliy.
14. JIoJ’KHOCTHBIE MHCTPYKLIMU: UX Ha3HAYEHUE U CTPYKTYPA.
15. Anroputm npuema Ha paboTy, TpeOOBaHUS K COMPOBOXKIAIOLIEH JOKYMEHTAIUH.
16. Anroputrm mnepeBoja Ha JpPYryl0 INOCTOSHHYIO palOoTy, TpeOOBaHHMS K COINPOBOKAAIOLICH
JIOKYMEHTaLUH.
17. TpynoBoii JOroBop: ero onpeaeaeHue, CTpyKTypa, TEXHOJIOTHS ITOATOTOBKU M OPOPMIICHHUS.
18. AnropuTt™m mpekpaiieHus (pacTOp:KeHHs) TPYJOBOrO JOrOBOpa ¢ pabOTHUKOM (YBOJIBHEHHE) IO
MHHUIMATUBE pabOTHHKA, TPEOOBAHMSI K COTIPOBOXKIAIOIIEH TOKYMEHTALIUH.
19. Anroput™m npekpaiieHus (pacTop>KeHHs) TPYJOBOTO JOroBOpa C pabOTHUKOM (YBOJIBHEHME) IO
COTJIAIIEHUIO CTOPOH, TPEOOBAHUS K COPOBOXKAAIOIIEH JOKYMEHTALUH.
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20. Ornyck pabOTHUKA: BUJBI OTIIYCKOB, MOPSIOK IpeaocTaBieHus. ['paduk oTmyckoB: ero GpyHKuuu,
odopmieHue, 0053aTeTbHOCTh COCTABICHHUS.

21. CnyxebHas KOMaHIUPOBKA: MOHSATHE, COCTaB M TPeOOBaHMUA K JOKyMEHTaM IO CIY)KEOHBIM
KOMaH/IMpPOBKaM.

22. Tloompenus pabOTHUKOB: BHIbI ToompeHuil. CocraB, cojep)kaHue, MOPAIAOK MOATOTOBKH M
o(opMIIeHHS JOKYMEHTOB.

23. ucuuruinHapHble B3bickaHus. CocraB, cojep)kaHue, MOPsA0K IMOATOTOBKH M O(OpMIICHHUS
JTOKYMEHTOB O B3bICKAaHHH.

24. OdopmiieHue U BeICHUE TPYAOBBIX KHMKEK PAOOTHUKOB M BKJIAJBIIIECH K HUM. YUeT U XpaHEeHUe
TPYAOBBIX KHI)KEK B OpPraHU3aLUH.

25. JInuHele fena: noHsTHE, OPMUPOBAHUE U BEACHUE JTUYHBIX JIEI.

26. Jluynas kapTouka paboTHuka (dopma T-2): ee ¢yHKIMH, cocTaB HH(MOPMAIMH, MOPSIO0K
3aIlOJIHEHUSI U BEJICHHUSL.

27. IlepcoHallbHBIE JaHHBIE PAOOTHHKA: MOPSAIOK 00pabOTKH, 3aIIKTa IEPCOHAIBHBIX TaHHBIX.

4.3.3. TunoBble BAPMAHTHI TECTOBBIX 3aJaHMil I 3a4eTa (AJ1s1 3204HOI (GopMbI 00ydYeHHs €
npumenenunem J0, J10T)
Tecmogvie 3a0anus 3aKpbIM 020 MURA: «OOUH U3 MHOSUX):
NHcTpyKuus 1UIs CIylIaTelisl M0 BbINOJHEHHI0 JAHHOTO THIIA TECTOBOI0 3aJaHMS:
Heobxo00umo évibpams 00un éapuanm omeema u3 npeoioHceHHbvIX
OCHOBHBIM HOPMATHBHBIM NPAaBOBBIM AKTOM AEHCTBYHIIEr0 TPYAOBOI0 3aKOHOAATEJIHCTBA
Poccuiickoit @enepanuu sBJIAETCH:
Konekc 3akoHo0B 0 Tpyae Poccuiickoit denepanuu
OcHoBHOM 3aKk0H 0 Tpyae Poccuiickoit @enepannu
OcHOBBI TPYAOBOTO 3aKOHOAaTeNbCcTBa Poccuiickoit denepanuu
*TpynoBoit koaekc Poccuiickoit deneparnu

COBOKYNIHOCTH JOKYMEHTOB, B3aHMOCBSI3AHHBIX 110 MNPHU3HAKAM Ha3HadYeHHsdA, cdepsl
AesITeIbHOCTH M eJUHBIX TPeOOBaHMIl K UX 0hopMIIeHHIO:

KaJIpOBOE JIETOIPOU3BOJICTBO

*cucrema T0KyMEHTalluu

CIHCOK JJOKYMEHTOB

JIOKyMeHT, cBeleHHs1 00 aBTOpe, BpeMEHH H MecTe CO3/1aHHsI KOTOPOro, coAep:Kamuecss B CaMOM
JIOKyMeHTe WJIN BBbISIBJIeHHbIe HMHBIM IYTe€M, TOATBEP:KAAIOT JAOCTOBEPHOCTH  €ro
MPOMCXOKIEHUS

*OUTMHHBINA TOKYMEHT

NOJUTMHHUK JOKYMEHTa

YHUKQJIBHBIN TOKYMEHT

Tecmoevle 3a0anus 3aKpolmozo Muna: «KMHOZUE U3 MHOZUX):

NHCTpYyKIUSA 1JIs1 CIYyIIATEJISA MO BHITOJHEHHIO JAHHOTO THIIA TECTOBOTO 3aJaHHs:
Heobxo00umo éb1o6pamov HeCKObKO 6APUAHMOE OMEEM 068 U3 NPEOTIOIHCCHHBIX
Hapsop 3a co0.1101eHneM HOPM TPY/I0BOT0 3aKOHOATeJIHLCTBA OCYIIECTBJISIET:
Bepxosnbiit cyn Poccuiickoit @eneparnuu

Koncturymuonnslii cyn Poccuiickoit denepanuu

*[Ipokyparypa Poccuiickoit denepanun

*MenepanbHass HHCIICKINS TPy1a

K Buaam npaBoBbIX aKTOB, perJiaMeHTHPYIOIIMX IOKYMEHTALIMOHHOE o0eclieyeHne yIpaBJieHusl,

OTHOCATCSH:
*Koncrurymus Poccuiickoit deneparun
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*(henepanbHbIE 3aKOHBI
*ykasbl 1 pacniopspkenust [Ipesunenta Poccuiickoii @enepanuu

*nocraHoBieHus 1 pacnopsbxenus [IpaBurensctBa Poccuiickoit deneparyu

*TOCYAapCTBEHHBIEC CTaHAPTHI

**HOpMAaTHUBHBIEC IPABOBBIE AKTHI CyOBbeKTOB Poccuiickoit @enepanuu
MYHUIIUTIAIbHBIE TIPABOBBIE aKThI

JIOKaJIbHbIE HOPMATUBHBIE aKThI

OCHOBHBIM JOKYMEHTOM O prIlOBOﬁ A€ATCJIbHOCTH U TPYI0OBOM CTa’Ke paﬁoTHnKa ABJIACTCA

TPYIOBOU JOTOBOP
*TpynoBasi KHHXKKa
CTPax0BOE CBUJIETENBCTBO I'OCYIapPCTBEHHOI'O IEHCUOHHOTO CTPaXOBAHUS

Ilox nBMKEHNEM KAIPOB NOHNUMAIOT:
*mpueM Ha paboTy

*nepeBoj Ha IpYryro paboTy

*yBOJIbHEHHE

*mpenocTaBiIeHUE OTITYCKOB

odopmIIeHHE IEHCUU

oopmIIeHrEe TUCIUTUIMHAPHBIX B3bICKaHUI

Tecmoesoe 3a0anue na coomeemcmeuey

I/IHCprKHI/Iﬂ IJIA CJIyIIaTeIs 10 BBINMMOJHCHUIO JAHHOI'O THUIIA TECTOBOI'O 3aTaHUA:
Yemanoseums coomeemcmeue Meofcdy napamu 3HAYEHUIL 6 /1e60M U npagom cmo.zzﬁuax

CooTBeTCTBHE OCHOBAHUSA AJIA CO3AAHUS TOKYMCHTA U BHJAA JOKYMEHTA:

I[OKYMQHTI/IPOBaHI/Ie BO3HHUKHOBCHUSA TPYAOBBIX OTHOIIICHUM

Tpynosou norosop

Odopmienue nmpuema Ha padoTy

IIpukas
(pacniopsikeHHe) 0
npueMe Ha paboTy

Odopmiienne mpekpaieHus: TpYA0BbIX OTHOIICHUI

IIpukas
(pacniopsikeHHe) 0
MpeKpaIieHun
TPYZOBOTO
J0roBopa

Ornpenenenue Tpya0BOTO pacnopsika

[IpaBuna
BHYTPEHHETO
TPYIOBOIO
pacropsiaka

OCHOBHOM JOKYMEHT O TpPYAOBOM JAEATEILHOCTH U TPYJOBOM CTaxe
paboTHUKA

TpynoBast KHUKKA

JIOKyMEHTUpOBaHUE 0053aTENbCTB O

yiiep6a

BO3MCHICHHUU TIPUYHMHCHHOI'O

orosop o
MaTepUaAIbHOU
OTBETCTBEHHOCTH

KomnexkTuBHbIN
JIOTOBOP

Tecmosvie 3a0anus omKkpoimoil gpopmol:

I/IHCprKI[I/Iﬂ IJIA CJIyIIaTeIsl 10 BBINMOJHCHUIO JAHHOI'O THUIIA TECTOBOI'O 3aITaHUA:

Ilpeonazaemcs 3anonnums nponycku

FOpuouueckas cuna Ookymenma — CBONUCTBO O(UIMATIBHOIO JOKYMEHTA BBI3BIBATH IIPABOBBLIC

IOCICACTBUA




Knaccugpuxayus ookymenmoe — pacnpeneneHue NOKYMEHTOB MO rpymmam (BHAaM) Ha OCHOBE
MPU3HAKOB COJEpKaHUs, (POPMBI COCTaBICHUS W Jp. C IEJNbI0 OpraHU3allid W TOBBIIICHUS
3¢ dEeKTUBHOCTH PAOOTHI C HUMU

4.3.4. TunoBoil BApHMAHT NUCbMEHHOT0 KOHTPOabHOIO 3ananust (IIK3) (nuas 3aounHoii popmbl
o0yuenusi ¢ npumenenuem J0 u 10T)

st Beimostnenus [1K3 Hy)kHO BBIOpaTh OJHY TEMY W3 MPUBEICHHON HIKE TEMATHKU MTUChbMEHHBIX
KOHTPOJIBHBIX 33 TaHUIA:

1. HopmaTuBHO-IIpaBOBOE pEryaupoBaHHE BeJIEHHs KaJpOBOTO AEJIONpPOM3BOACTBA B Poccuiickoit
denepanuu.

2. Permamenranus ogopmiieHus KaapoBbix J0KyMeHTOB B 'OCTax, yHH(PHUIIMPOBAHHBIX CUCTEMAX
JIOKyMEHTAIUH.

PacniopsimutenbHas KaapoBasi JOKyMEHTAIMs, BUIBI U MPaBUjla COCTABICHUS U OPOPMIICHUSI.
YdeTHas KaapoBas JOKyMEHTAIs, BUAbI, TpeOOBaHUA K 0(OPMIICHHIO.

KanpoBelit JOKyMEeHTOO00POT (Ha IpUMepe ... ).

DEeKTPOHHBIN KaJIpOBBIA JOKYMEHTOOOOPOT: BOZMOKHOCTHU M MEPCIIEKTUBBI.

CoBpemMeHHbIe MH()OPMAIIMOHHBIE TEXHOJIOTUHU B KaJIpOBOM JIEJIONPOU3BOJICTBE (HA IPUMEDE...).
ObecnieueHre COXpaHHOCTHU KaJAPOBBIX JOKYMEHTOB. CpPOKH UX XpaHEHUSI.

. @opMHpOBaHUE U XpaHEHUE JOKYMEHTOB KaJJpOBOM CIIyObI (Ha mpuMepe...).

10. CucremaTtuszanus AOKYMEHTOB B KaJpOBOM CiTy0e u 00ecriedeHne X COXpaHHOCTH.

11. TloarotoBka KaapoOBBIX JOKYMEHTOB K CJau€ B BEIOMCTBEHHBIM apXuB, CIPaBOYHO-
MOMCKOBAs CHCTEMa M0 KaJ[POBBIM IOKYMEHTaM B apXuBe.

12. Homenknartypa fen KaapoBoii ciyxObl (Ha mpumepe ...).

13. OOpaboTka TEpCOHANBHBIX [aHHBIX pPAOOTHHKOB B KaJpOBOW ciyx0e: HOpMaTHBHOE
pEerynupoBaHue U MPAKTHYECKOE MPUMEHEHHE.

14. Tlopsimox paspaboTku, yTtBepxkaeHUs u odopmieHus I[lonoxeHus o KaapoBOW cCiyxOe
opranuzanuu (OTIeN KaJpoB, OTIEI YIPaBJICHUsS TIEPCOHANIOM): cTpyKTypa IlomoxeHus, coaepxanne
€r0 pa3JelioB.

15. HWHcTpykmuss 1O  KagpoBOMY  JICJIONPOU3BOJCTBY  KaK  OCHOBHOW  JIOKYMEHT,
pErJIaMEHTHPYIOUIHIA BCE AETIONPOU3BOICTBEHHBIC MTPOIIECCHI B KAIPOBOH CITyKOE.

16. dopMupoBaHHE U BEICHUE JTMYHBIX JIE]T PAOOTHUKOB.

17. TlpaBwuia opopMiICHUS M BEICHHUS TOKYMEHTAIUH 10 IHYHOMY COCTaBY.

18. Jlo/KHOCTHAsi MHCTPYKIUS paOOTHHKA: MOPSAIO0K COCTABJICHUS, 0(OPMIICHUS, YTBEPKICHHUS.

19.  JIoJDKHOCTHO# periiaMeHT paOOTHHKA KaJpOBOU CIYXObl OpraHa rocyJJapCTBEHHOW BJIACTH.

20. Ilpukasbl MO JIMYHOMY COCTaBY: MOJATOTOBKA U 0(hOpMIICHHE.

21. JloxkyMeHTHpOBaHHE IpUeMa Ha padOTy B OpraHU3aIUH.

22. ]JIOKyMEHTHpOBaHHME Ha3HAYCHUS Ha TOCYJApCTBEHHYI TIPaXJIAHCKyH CIyxO0y (Ha
npuMmepe...).

23. JloKyMEHTHpOBaHHE TMPOBEACHUS KOHKypca Ha 3aMEIICHHE BaKaHTHOW JOJDKHOCTH
TOCYJapCTBEHHOM IPayKTaHCKOM CITYy>KOBI.

24. Tlopsnok odopmiieHHs TiepeBoia pabOTHHKA Ha APYTYO (TTOCTOSTHHYIO) padoTy.

25. JloxyMeHTHpOBaHHE MPOLEAYPhI YBOJIbHEHHS 110 HHUIIHATUBE PaOOTOIATEIS.

26. JlokyMeHTHpOBaHHE CITyKEOHBIX KOMaHIMPOBOK PA0OTHUKA.

27. JloxymeHTHpOBaHHE 0(POPMIICHUS OCHOBHOTO OIUIAYMBAEMOTO OTITyCKa (Ha MPUMEpE...).

28. JlokymMeHTHpOBaHHE TIOOIIPEHUS PAOOTHUKOB U HAJIOKCHUS JUCIUTUIMHAPHBIX B3BICKAHUH.

29. JloKyMEHTHPOBaHHUE MPOIEAYPhI ATTECTAIIUH TOCYTAPCTBEHHBIX TPAXKIAHCKHUX CITYXKAIUX.

30. TpynoBas KHM)KKa KaK OCHOBHOW JIOKYMEHT O TPYIOBOH JEATEILHOCTH U TPYJAOBOM CTaxe
paboTHHKA.

o R

4.3.4. lllkaja oneHNBaHUSA
Tabmmra 10.
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3auer [K-10 [K-12 [1K-13 [1K-27
He3zauteno | OtcyrcTBYyIOT He chopmuposan | OrcyrcTBYIOT 3HaHUsS | OTCyTCTBYIOT
HaBBIKH MOHSATHIHBIN anmapar. ¥ yMEHUS HaBBIKU PabOTHI
MOCTPOCHUS OTCcyTCTBYIOT YMEHUS | cocrapieHHs mpoekTa | CO
rpaduuecKkux COCTaBJICHUS NEPEIHS | yycTpyKIuK 10 CHEeUAIN3UPOB
cXeM HOPMATHBHBIX TMPABOBLIX | 1 POBOMY AHHBIMH
JOKYMEHTOO0OPO | aKTOB,  PEryJHpPYIOLINX KaJpOBBIMU
Ta B | mpouenypsl  KaJpOBOTO JICTOTIPOUSBOACTRY B KOMITBIOTEPHBIM
OpraHU3allHy. JeTONPOU3BOACTBA, OpraHu3alliy, U TIpOorpaMMaMu
nepeunst Meroaumyeckux | IPOCKTa B KaJJpOBOM
OrcytcTByeT PEKOMEH IalHi, HOMCHKJIATYPBI JIETIOTTPOU3BOJIC
yM€EHHE o0ecIeunBaroLIHX KaJIPOBOM CITyKObI TBE, HABBIKU
COCTaBJICHUS MPaBUIBHOCTL  BEICHHS | OPraHU3aluH, paboThI O
nepeyHs KaJpOBOTO npoekTa [lonoxkenuss | crenuanusupoB
00s13aTeNbHBIX JeTONPOU3BOACTBA. 00 apxuBe aHHBIMU
JIOKaJIbHBIX OtcyrcTBYyeT OpraHM3allHH, KaJpOBbIMU
HOPMAaTHUBHBIX MpeACTaBIICHHE ° | npoekra [onokerus | KOMIBIOTEPHBIM
aKTOB W JPYIHX | MOpSAKE COCTABIICHHUSA | U TIpOorpaMMaMu
JOKYMEHTOB, MpOeKTa TIaHa B
PETYIHMPYIOLIHNX ONTUMH3ALUN TCpCOHAILHBIX JOKYMEHTHPOBa
KaJpOBbIE JOKyMEHTO000pOTa ¢ | AAAHHBIX PabOTHHKOB. HUH TPYIOBBIX
MPOLEaYPHI U | LEIbI0 YMEHbBILICHUS OTCyTCTBYIOT HABBIKH | o1pyomrenit
nporecc obbema nokyMmentos, | TOATOTOBKH MEPEYHS
ohopmiieHUs CHIKECHUS CpokoB | AOKYMCHTOB,
CONMPOBOXKIAIONIE | MCIOTHEHUS AOKYMEHTOB | COCTABIISIOIIMX
i JOKyMeHTaluu | B NOJPa3/IEIEHNAX, | KQJIPOBYIO OTYETHOCTh
IIOBBIIICHU A OpraHu3aIuH,
s¢dexruBrocTH  palboTHL | onroTOBKH TIPOEKTA
KaJpOBOH CITY>KOBI. (hOpM O3HAKOMIICHNSL
Her MPAaKTUIECKUX PAGOTHHKOB
HABBIKOB MOCTPOCHUS opranm ¢ KATPORO
MaTpHULBl pacHpeneTeHUs N
OTBETCTBEHHOCTH HOIfyMeHTauHeH "
nojapasaeineHui npu ACUCTBYIOLIMMH
OCYIIECTBICHUH JIOK&/IbHBIMA
Pa3IHYHbIX sTanos | HOPMATUBHBIMM aKTaMU
JOKyMEHTO000pOTa B
OpraHu3alyu
3auTeHo CdopmupoBansl | ChopmupoBan NmeroTcs 3HaHUS U CdopmupoBaHbl
HAaBBIKH MOHSATHIHBIN anmapar. YMEHHS COCTaBJICHUS | HABBIKH PaboTHI
MOCTPOCHUS [IpucyTcTByroT  ymeHHA IPOEKTA MHCTPYKIHH | €O
rpaduuecKkux COCTaBJICHUS MEPEHS | 1 kapoBOMY CHeUaIN3UPOB
cXeM HOPMATHBHBIX MPABOBBIX | /oy oy POM3BOJICTBY B AHHBIMH
JOKYMEHTOO0OPO | aKTOB,  PEryJHpYIOLINX A — KaJpOBBIMU
Ta B | mpoUenypsl  KagpOBOTO ’ KOMITBIOTEPHBIM
OpraHU3allHy. JeTONPOU3BOACTBA, TpOCKTa U TIporpaMMaMu
MepeyHsi MEeTOIUYECKUX HOMeHKﬂf‘TypH B KaJpOBOM
ITpucyrcTByer PEKOMEH TAITHiA, KaJpOBOii CIIyKObL JIETIONTPOU3BO/IC
yMeHue 00€eCIIeunBaroINX OpraHu3anuy, TB€, HABBIKU
COCTaBIICHUS NpaBUIBHOCTh  BeeHus | mpoekrta llosoxenuss | pabotsl co
nepeyuHs KaJpOBOTO 00 apxuBe CHeUaIN3UPOB
00s13aTeNbHBIX JeTIONPOU3BOACTBA. OpraHM3aLuy, aQHHBIMU
JIOKaJIbHBIX Wmeercss mpencTaBieHue | ppoekra Ilosoxkenns | KaAPOBHIMH
HOPMAaTUBHBIX O IMOPSIKE COCTAaBICHUS | KOMITBIOTEPHBIM
aKTOB W JPYIHX | MPOEKTa miaHa | o ePCOHATBHBIX U TIpOorpaMMaMu
JOKYMEHTOB, ONTUMH3ALUU B

JaHHBIX pa6OTHI/IKOB.
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PEryIupyOIMX JOKYMEHTO000pOTa ¢ | ChopmupoBanbl JIOKYMEHTHPOBa
KaJIpOBbIE LIETIBIO YMEHBIUECHHUS | HABBIKY MMOATOTOBKH HUU TPYJOBBIX
MpOLEAYPHI u | obbema JIOKYMEHTOB, | riepeyst JOKyMEHTOB, OTHOILIEHU I
porecc CHUKEHHUA CPOKOB | 00 cTARISFOIIMX
oopmenus WCIIOJTHEHHS JOKYMEHTOB KaTpOBYIO OTIETHOCTE
COIIPOBOXKJIAIOIIE | B MOJIPa3/IENEeHHUSX,
o OpraHu3aliuy,
1 JOKyMEHTallUN | TIOBBIMICHUS

3¢ PeKTUBHOCTH  pabOTHI TTOZTOTOBKH TpoCKTa

KaJpOBOH CITY>KOBI. (hopwm o3HaKomIenHs

CdopmupoBaHb PabOTHIKOB

MIPaKTUYECKUE HaBBIKK | OpraHW3alu C KaHPOBOf/'I

MIOCTPOEHUS MaTpHibl | JOKyMEHTALMEH U

pacnpeneneHus JICUCTBYIOLLIIMHU

OTBCTCTBCHHOCTHU JIOKAJIbHBIMU

noJipa3AeIeHUM MPU | HOPMATHBHBIMU AKTAMH

OCYILECTBIEHUN

Pa3IUYHBIX 3TaroB

JOKYMEHTO000pOTa B

OpraHM3alMU

4.4. Memoouueckue mamepuansl NPOMeEHCYMOUHOU AMMeECMAUUU

Jlns oOydaronuxcsi Mo O4HOM (popme 3aueT MpoBOAMUTCS B YCTHOW (opme. 3ayeT MpOBOJIUTCS B
¢dbopme OTBETOB Ha BOMPOCH (coOeceJOBaHNs) 110 U3YYEHHOMY MaTepually Mo BOIPOCaM U 3aJaHUSM
JUI TOATOTOBKHU K 3aueTy.

[To 3aounoit dopme oOyuenus c¢ mpumenenueM DO, JIOT uToromas oleHKa MO AUCIUIUIHHE
¢dopmupyetcs o pezyapraraM BeinonHeHus [1K3 1 mpoxok1eHust 31eKTPOHHOTO TECTUPOBAHMS.

BrlnosIHEHNE NMHCBMEHHOTO KOHTPOJIBHOTO 3a/laHUsl TO3BOJISET OLEHUTh YMEHMS M HaBBIKU II0
JUCLUIUIMHE U OCYIIECTBIIAETCS B TEYEHUH CEMECTPA.

IIpoBepka 3HaHUI OCYLIECTBIISIETCSA ¢ IOMOLIBIO TECTOBBIX 3alaHuii. TecTupoBaHHE MPOBOAUTCS B
CHO "Ilpomereii" B COOTBETCTBUU C YCTAHOBJICHHBIMU TpeOoBaHUsAMU. MTOroBbIit TeCT popmMupyeTcs
Ha amnmapaTHOM YpPOBHE C MCIIOJIb30BaHMEM OaHKa TECTOBBIX 3afaHuil mo aucuuiuiuHe. IIposepka
PE3YJIBTAaTOB TECTUPOBAHMSI OCYIIIECTBIISAETCS aBTOMATHUYECKHU.

ANTOpUTM pacyera UTOTOBOM OIIEHKH CTYIEHTOB, OOydaromuxcs Ha 3a04HOM (popme oOydeHus c
npumeHenreM D0 u JIOT, ycranoBieH «PerinaMeHTOM 0 cucTeMe OLEHUBAHUS 3HAaHUM 00ydJaromuxcs
0 JAMCHUIUIMHAM Yy4eOHOro MOyl 1O o0pa3oBaTelbHBIM MporpaMMaM C IPUMEHEHHEM
3JIEKTPOHHOI'O OO0yueHUs Ha (aKylbTeTe 3a04YHOTO M JUCTAHIMOHHOIO oO0yueHust Cubupckoro
MHCTHUTYTA ynpasieHus-puianana PAHXul Cy.

5. MeTOI[l/I‘leCKI/Ie YKazaHuda 1Jid oﬁyqamumxcﬂ 10 OCBOCHHIO JUCHUIIVIMHDBI
MeTtoanyeckue yKa3aHHMs 110 MOATOTOBKe K (p)OpMaM TeKYILIero KOHTPOJIA
IIpeocmasnenvl na caiime uncmumyma®
TpeOGoBanus K cTPyKType ¥ 0(pOpMJICHHIO KOHTPOJIbHON PadoThI
IIpeocmasnensl na caiime uncmumyma’
MeTtoanyeckue yKa3aHHusl 110 OCBOCHUIO JHCIUIVINHBI CTYAeHTAMH 3209HOM (popMBbI 00yueHust
¢ npumenenuem J0, 10T
Pasmewenvt na caiime uncmumyma

5 Meronuueckue yKa3aHus 110 MOArOTOBKE K (POPMaM TEKYINEro KOHTPOJNS I CTYAEHTOB HAIpPaBieHHs «YIIpaBjeHUe
miepcoHanomy// http://siu.ranepa.ru/Kafedra/UP/pdf

7 TpeOoBaHusA K CTPYKType U O(DOPMIEHHIO KOHTPOJLHOM paboThl Ui CTYIEHTOB HANpABIECHUS /CHELUATLHOCTH
«Ympasnenue nepconarom»// http://siv.ranepa.ru/Kafedra/UP/pdf/tped xoutp pad 15-16.pdf
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6. YueOHas1 1uTepaTtypa u pecypchbl HH()OPMAIHOHHO-TEJIEKOMMYHUKAITMOHH O
cetu «AHTepHeT», BK/II0O4Yas NepedyeHb Y4eOHO-MeTOAUYeCKOro o0ecreyeHus 1Jist
CaMOCTOAITEJIbHOI Pa0oThI 00YUYAIOIIMXCS 1O TUCHHUILTIHHE

6.1. OcHoBHas JuTEpaTypa

1. I'epamenko, M. M. MHdopmarimoHHble TEXHOJIOTUU B JIEIONPOU3BOJCTBE U KaJApoBOil padore :
yueb. mocobue s cTyaeHToB Bcex (opm oOyuenuss mo crenuanbHocTH 080505.65 - Vmp.
nepconanoM / M. M. I'epamenko ; Cu6. akan. roc. ciayx0sl. - HoBocubupck : M3a-so CubAI'C, 2011.
- 182 c. - To xe [DnexkrpoHHbIil pecype]. — Hoctyn u3 b-ku snextpoH. u3nanwmii / Cub. Uue-T ymp. —
¢wman PAHXul'C. — Pexum gocrtyna : http://www.sapanet.ru, Tpedyercs aBTOpHu3anus. — 3ari. ¢
SKpaHa.

2. MycaroB, P. U. KanpoBoe nenompousBoactBo [DaekTpoHHbli pecypc] / P.M. Mycaros. -
OnexTpoH. naH. - Mocksa : Jlabopatopus kuuru, 2012, - 117 c. - loctyn u3 Yuus. 6-ku ONLINE. -
Pexxum nocrtyma: http://biblioclub.ru/index.php?page=book&id=141262, Tpebyercs aBTOpHM3aIMs. -
3ar. ¢ sKpaHa.

3. SuxoBuy, 1. A. Jlemompou3BOACTBO B KaJIpoBOW Ciayx0e [DIeKTpOHHBII pecypc] : yueOHHK /
II. A. SIaxoBuu. - DneKkTpoH. AaH. - Mocksa : FOuutu-ana, 2015. - 161 c. - Joctyn u3z 9bC «YHuB.
0-ka ONLINE». - Pexxum moctyna : http://biblioclub.ru/index.php?page=book&id=119021, Tpebyercs
aBTOpU3aLUA. — 3ari. ¢ FKpaHa.

6.2 /lomotHUTEILHASI JIUTEpPaTypa

1. I'ycarnukoBa, 1. E. KaapoBas cimyx0a npennpustus. J{enonpous3BoacTBo, JOKYMEHTOOO0OPOT U

HOpMaTuBHas 0a3a [DnekTpoHHBINA pecypc] : yued. mocobue / JI. E. I'ycaraukora, O. WM. 3axapkuHa,
M. A. IllutoBa. — OnektpoH. AaH. — Capatos : Kopnopanus «Aunonsy, 2012. — 217 ¢. — [octyn
n3 DBC «IPRbooks». - Pexxum noctyna : http://www.iprbookshop.ru/10555, tpebyercs aBropu3zanus
(mata obpamenus : 11.08.2016). — 3aru. ¢ ’xpana.
2. KagpoBoe [enonpou3BOACTBO [DIEKTPOHHBINA pecypc] : Kypc JIEKUMH Uil CTYAEHTOB Bcex (opm
oOyuyenus no HampasieHuio 38.03.03 — Ympasnenue nepcoHanoM : (aBTopckas pemakius) / coct. B.
B. MouceeB ; Poc. akan. Hap. xo3-Ba M roc. ciyx0bl npu Ilpesunente PO, Cub. uH-T ymp. —
OnexrpoH. gaH. - HoBocubupck : Uzn-Bo CubAI'C, 2016. — 297 c. - Jloctynm u3 b-ku 37eKTpoH.
m3ganuii / Cub. Uu-1 ymp. — ¢umman PAHXul'C. — Pexum npocryma : http:/www.sapanet.ru,
TpeOyeTcst aBTopu3anus. — 3ari. ¢ KpaHa.

3. MexyeBa, T. H. KagpoBoe nenonponsBocTBO B BOIpocax U OTBETax [DNEKTPOHHBIN pecypc] .
— DnekTpoH. naH. — Mocksa : 'poccMenua, 2012. — 296 ¢. — Jloctyn u3 ObC u3a-Ba «Jlanp». —
Pexxum nocryma : http://e.lanbook.com/books/element.php?pll id=9057, tpebyercst aBTOpU3anus. —
3ari. ¢ sKpaHa.

4. Poroxun, M. 1O. Bce npukasbl 1o Kazpam M COIPOBOXKJAIOLIUE JOKYMEHTHI [DIEKTPOHHBIN
pecypc] : mpaktuu. pexomenpanuu / M. FO. Poroxun. - DnektpoH. maH. — MockBa ; bepnun :
Hupext-Menuna, 2014. - 159 c. - Jloctyn u3 OBC «YuuB. 6-ka ONLINE». - Pexxum nocryma :
http://biblioclub.ru/index.php?page=book&id=253719, tpeOGyercst aBTOpU3anus. — 3ari. ¢ IKpaHa.

5. Poroxun, M. HO. Opranuzanusi kagpoBod paOOThl MpeAnpHsATHs [DIEKTPOHHBIA pecypc] :
yueb.-nipakt. nmocodue / M. FO. PoroxuH. - DnekTpoH. naH. — Mocksa ; bepnun : Jlupekr-Menua,
2014. - 240 c. - JHocrym wu3 DObC «YuuB. 06-ka ONLINE». - PexmMm poctyna
http://biblioclub.ru/index.php?page=book&id=253710, TpeGyeTcst aBTOpU3anus. — 3ari. ¢ IKpaHa.

6. Poroxun, M. HO. CnpaBouHHK KaJpoBUKa [DIEKTPOHHBIA pecypc]| : mpakT. mocobue / M.
IO. PoroxwuHn. - OnekrpoH. naH. — Mocksa ; bepnun : lupexr-Menua, 2014. - 399 c. - Jloctyn u3

9bC «YHUB. 0-Ka ONLINEY. - Pexum JocTyna
http://biblioclub.ru/index.php?page=book&id=253715, TpebGyeTcs aBTOopu3aIus. — 3ari. ¢ KpaHa.
7. CemenuxuH, B. B. KagpoBoe nenonpon3BoacTBo [DNEKTPOHHBIN pecypc] : . — DJEKTPOH. AaH.

— Mocksa : I'poccMenua, 2015. — 624 c. — [ocryn u3 ObC uzn-Ba «Jlans». - Pexxum nocryna :
http://e.lanbook.com/books/element.php?pll_id=69855, TpebyeTcs aBTopu3aius. — 3ari. ¢ SKpaHa.
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7.3. Y4eOHO-MeTOAMYECKOE O0ecnedeHHe CAaMOCTOATEIbHOM PadoThI

1. MexyeBa, T. H. KangpoBoe nenonpons3BoacTBo B Bopocax M OTBETax [DNEKTPOHHBIN pecypc] .
— DnekTpoH. naH. — Mockaa : 'poccMenua, 2012. — 296 ¢. — Jloctyn u3 ObC u3a-Ba «Jlanp». —
Pexxum poctyma : http://e.lanbook.com/books/element.php?pll id=9057, tpeOyercsi aBTOpU3aLUs
(marta obpamenus : 11.08.2016). — 3aru. ¢ sxpana.

2. Poroxun, M. 0. [lenonpou3BoACTBO B KaApOBOU ciyx0e [DnekTpoHHBIH pecypc] : yueo.-
npakT. nocooue / M. FO. PoroxwuH. - 3-e u3z., mepepad. u J01. - DIeKTpoH. JaH. - Mocksa ; bepnuH :
Hupekr-Menuna, 2014. - 783 c¢. - Hoctyn u3 VYuuB. 0-ku ONLINE. - Pexum nocryna
http://biblioclub.ru/index.php?page=book&id=253703, Ttpebyercs aBTopm3anus (mata oOpaiieHus:
11.08.2016). - 3aru. ¢ ’3xpaHa.

6.4. HopmaTuBHBIC IPABOBBIE JOKYMEHTbI
3akoHoaaTesbHbIe akThl Poccniickoii Degepanun

1. Konctutymus Poccuiickoit deneparmu // Poccuiickas razera. — 1993. — 25 nek.

2.Koneke Poccwuiickoit @eneparu 06 aiMUHUCTPATUBHBIX MIPaBOHAPYIIEHUAX : (enep. 3akoH ot 30
nexadps 2001 r. Ne 195-03 // C3 P®. —2002. — Ne 1 (gacts 1).

3. TpynoBoii konekc Poccuiickoiit @enepanuu : denep. 3akoH ot 30 mexadps 2001 r. N 197-03 (TK
P®) (c usmenenusimu u gononuenusimu) // C3 PO. — 2002.- Ne 1, u.1.- Cr.3.

4.0 rocynapcTBeHHOU TaifHe : 3akoH Poccuiickoit @eneparnuu ot 21 utons 1993 r. Ne 5485-1 // C3
P®. - 1997.— Ne4l.— Cr. 4673.

5.0 mepcoHaIbHBIX AaHHBIX : deaep. 3akoH ot 27 utonst 2006 . Ne 152-03 // C3 PO. — 2006. — Ne
31 (1 4.), ct. 3451.

6. 006 apxuBHOM fene B Poccuiickoit @eneparuu : dpenep.3akoH oT 22 oktsOps 2004 r. Ne 125-D3 //
C3 P®. - 2004. — Ne43. — Cr. 4169.

7. 006 unpopmaimu, HHHOPMAILIMOHHBIX TEXHOJIOTUSAX U O 3aluTe HHpopMalu : ¢eaep. 3akoH oT 27
utoiist 2006 1. Ne 149-D3 // Poc. raz. — 2006.— 29 utoms. — Ne 165 (4131).

8. 00 anekTpoHHOM moanucu : deaep. 3akoH ot 6 anpens 2011 roga Ne 63-03 // C3 PD. — 2011. —
Ne 15.— Cr. 2036.

IHocranoBJienus u pacnopsizkenus IlpasurenncrBa Poceuniickoin @eaepanuu, NpuKasbl
(enepajbHBIX OPraHOB UCIOJHUTEIbHON BJIACTH

1. Kpanu¢ukanuoHHBIH CHOPAaBOYHUK JIOJDKHOCTEH pPYKOBOIUTENCH, CIEUUATUCTOB U JPYrux
cnyxamux : IlocranoBinenne Munucrepersa Tpyaa Poccuiickoii @enepanuu ot 21 aBrycra 1998 r.
Ne 37) // U3nanue Muntpyna Poccun. M., 1998.

2. O llpaBuiax OpraHu3allMyd XpaHEHHs, KOMIUIEKTOBAHHMS, yde€Ta U HUCIIOJb30BaHUS JIOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit ®enepauuu U JIpYyruxX apXUBHBIX JOKYMEHTOB B
rOCyJlapCTBEHHBIX W MYHHUIMIAJIbHBIX apxuBaX, My3eix M OuOIMOTeKax, OpraHMU3aLUsIX
Poccuiickoil akanemun Hayk : Ilpuka3 MuHucrepcTBa KyJbTypbl U MacCOBBIX KOMMYHHMKalui 18
suBapst 2007 r. Ne 19 // Bronn. HopM. akToB ¢en. opraHoB uct. Biaactu. — 2007. — N 20.

3. O TunoBoi#l MHCTPYKIMH 1O JIEIONPOU3BOICTBY B (hefiepalibHBIX OpraHaxX UCIOJHUTEIbHOMN BIaCTH
. mpuka3 MUHHCTEpCTBA KyJIbTYphl M MacCOBBIX KOMMyHuKauui Poccuiickoit ®@enepanuu 08
HOs10pst 2005 1. Ne 536 // Bronit. HopM. akToB ¢en. opraHoB uct. Biaactu. — 2006. — N 10.

4. O TpynoBBIX KHMJKKAX: IOCTaHOBJIEHHE IpaBuTenbcTBa Poccuiickont ®denepanuu ot 16 ampens
2003 r. Ne 225 // C3 P®. —2003. — Nel6. — C1.1539.

5. OO0 ynopsii04eHUH U3TOTOBIIEHUS, UCTIONb30BAaHUs, XPAHEHUS U YHUUTOXKEHHUHM TeyaTei U OJaHKOB
¢ BocmpousBeaeHneM ['ocymapctBenHoro rtepba Poccwuiickoit ®epeparuu: IlocranoBienue
npaBuTenbcTBa Poccuiickoit @eneparuum ot 27 aexadps 1995 r. Ne 1268 // C3 PD. —1996. —Ne 2. —
Cr.

6. O6 yrBepxkaeHMM MHCTpYKIMM 10 3alOJHEHMIO TPYJAOBBIX KHHXKEK: IIOCTAHOBJICHHE
MunuctepcTBa Tpyda U counansHoro pa3sutus Poccuiickoit @eneparuu ot 10 okTsi0ps 2003 1. Ne
69 // bromn. HopM. akToB ¢ex. opranoB uct. Brnactu. —2003. — Ne 49,
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7. OO0 yTBepXkaAeHUN YHH(PHUIUPOBAHHBIX (GOPM MEPBUYHON YUETHON JOKYMEHTAIMH 110 YUeTy TpyAa U
ero omnatel : moctaHoBineHue ['ockomcrata Poccum ot 5 suBaps 2004 r. Ne 1 // Bromnerens
MunTtpyna Poccun. — 2004. — N 5.

8. OO0 yrBepxaeHun llepednsi TUMOBBIX YNPaBIEHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yroUIxcs B
IIPOLIECCE JIEATENBHOCTH TOCYAAPCTBEHHBIX OpPraHOB, OpPraHOB MECTHOTO CaMOYIPAaBJICHUS U
OpraHu3allvif, ¢ yKa3aHHEM CpPOKOB XpaHEHMs: NpuKa3 MHHHUCTepCTBa KyIbTyphl Poccuiickoit
@eneparuu ot 25 aBrycra 2010 r. N 558 // Broit. HopM. akToB ¢ea. opraHos uci. Biaactu. —2010.
— Ne 38.

9. 06 yrBepxxaenuu IIpaBun nenonponsBojacTBa B (heiepaibHBIX OpraHax MUCIOJIHUTENBHON BIIACTH :
nocraHosienue IlpaButenscTBa Poccuiickoit @eneparuu ot 15 uronst 2009 r. Ne 477 // C3 PD. —
2009. — Ne 25. — C1.3060.

I'ocynapcTBeHHbIe (HALMOHAIBbHBIE) CTAHAAPTHI

1.I'OCT P 7.0.8-2013. Hanuonansublii crangapt Poccuiickoii @enepaunn. Cucrema CTaHIapTOB 1O
uHpopManuy, OUOIMOTEYHOMY M HM3AaTeNbCKOMY Jeny. Jlemonpou3BOJACTBO U apXHUBHOE JIEINO.
Tepmuns! u onpenenenus. — M.: Ctanaaptuadopm, 2014.

2.I'OCT P 1.0-2004. Hauumonanbnblii crangapt Poccuiickoit ®epepanuu. Cranpaptusauus B
Poccuiickoit ®enepanuu. OcHoBHble nonoxenus. — M.: UTIK U3garenscTBo crannaptos, 2005.

3.TOCT 6.10.4-84. TocynapctBennbiii cranaapt Coroza CCP. VYuuduuupoBaHHBIE CHUCTEMBI
nokyMeHTauuu. [lpupanue ropuIMdecKod CHIIBI AOKYMEHTaM Ha MAIIMHHOM HOCHUTENE U
MAaIIMHOIPaMME, CO3/1aBAEMbIM CPEJCTBAMH BBIUUCIUTEIBHON TEXHUKA. OCHOBHBIE MIOJIOKEHHUS. —
M.: U3natenscTBO cTanaapros, 1985.

4.TOCT 6.10.5-87. T'ocynapctBennslii ctangapt Coro3za CCP. VYHu¢uIMpoBaHHBIE CHCTEMbI
JOKyMEHTalu. TpeboBaHus K TOCTpoeHuto ¢opmynspa-obpasua. — M.: M3znarenscTBo
cTa”zapros, 1987.

5.TOCT P 6.30-2003. T'ocynapctBeHHbIl cTangapt Poccuiickoit @enepanuu. YHUDUIUpPOBaHHbIE
CHCTEMbl JOKYMEHTAllMM. YHH(DUIMPOBAHHAs CUCTEMa OPraHU3ALMOHHO-PACHOPSAUTENBHOM

nokymeHTtanuu. TpeboBanus k odopmueHuto gokymentoB. — M.: HWIIK H3natenbcTBO
ctannapTos, 2003 (TpeboBanus k 0hOpMICHUIO TOKYMEHTOB).
6.'OCT 7.1-2003. MexrocynapcTBEeHHbIN CTaHJapT. bubnuorpadudaeckas 3aIUCh.

bubnuorpaduueckoe omnucanue. OOume TpeOoBaHUS U MpaBuia cocTaBieHus. — bubmmoreka u
3akoH. — Brimyck 18, 2005.

7.T'OCT P 7.0.1-2003. I'ocynapctBeHHbIl ctangapt Poccuiickoit @eaepauun. CucremMa cTaHIapTOB
no uHpopManuu, OMOIMOTEYHOMY U H3JaTelabcKoMy neny. M3aanusa. 3Hak OXpaHbl aBTOPCKOTO
npasa. OOuue TpeboBaHus U npaBuia odhopmieHus. — bubnuoreka u 3akoH. — Beimyck 21, 2006.

8.I'OCT P 53898-2010. HaunonanbHsbiil ctanaapt Poccuiickoit @eaeparuu. CUCTEMBI AJIEKTPOHHOTO
IoKyMeHTooOopoTa. BzaumopeiicTBue cucTeM yIpaBieHUS JOKyMeHTamHu. TpeOoBaHHE K
ANEKTPOHHOMY cooOrmieHuto. — M.: Ctangaptundopm, 2010.

9.TOCT P HMCO 15489-1-2007. Hauuonanbuslii ctanmapt Poccuiickoii ®enepanun. Cucrema
CTaHIapTOB 10 wuH(popManuu, OUOIMOTEYHOMY U U3JATENBCKOMY Jely. YIIpaBJeHUE
nokymeHtamu. O6mue TpedoBanus. — M.: Ctangapruadopm, 2007.

6.5. UnTepHeT-pecypcbl

1. YuuBepcurerckas Oubnmoreka ONLINE [DnexktpoHHBI pecypc]:  [37MeKTpoOH.-OHOIHOTEY.
cucrema] / O-Bo ¢ orpaHW4. OTBETCTBEHHOCThIO «/lupekT-Memua». - [M.], 2001 - 2010. - Pexum
noctyna: http://www.biblioclub.ru, Tpebyercs aBTopu3anusi.

2. DnexktpoHHass OuOmmuoTeka [DnekTpoHHBIH pecypc]| // AIMHUHHCTPAaTUBHO-YIPABICHUECKUI
noprail. — Pexxum nocrymna: http://www.aup.ru/library, cBO60AHBII.

3. OxoHoMuKa Tpyaa [DnexTpoHHbI pecypc| / PenepanbHbi 00pa3oBaTEIbHBIA HOPTAT IO
COLIMOJIOTMHY, OSKOHOMHMKE U  MeHemxkMmeHTy. - [M], 2012. - Pexum  pocrymna:,
http://ecsocman.hse.ru/net/16000159, cBoGo1HBII.

6.6. UHbIEe HCTOYHUKH
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HMHble ICTOYHUKH HE HCIOJIB3YIOTCA

7. MaTepI/IaJILHO-TeXHI/I‘IeCKaH 6833, I/IH(l)OpMaIII/IOHHbIe TEXHOJIOI'NH,

nmporpaMmmMHoO¢€ ob0ecreyeHue u I/IH(l)OpMaHI/IOHHl)Ie CIIPABOYHBIC CUCTEMBI

Oobopyooeanue yuedonvix ayoumopuil 01sa NpPoOEeOeHUA 3AHAMUIL JIEKYUOHHO20 Mund. JKpaH,
KOMIIBIOTEP C IOJKIIOYEHUEM K JIOKJIbHOM CETH MHCTUTYTa, U BBIXOAOM B MHTEpHET, 3ByKOBOU
YCUJIUTENb, AHTUIOJABUTENb, MYJIbTUMEAUNWHBIA MPOEKTOP, CTOJBI ayAWTOpHBIE, CTYJbs, TpUOyHa
HACTOJIbHAS, I0CKA ayJUTOpHasl.

Obopyoosanue yueOHbIX ayoumopuil 0711 HNPOBEOCHUA 3AHAMUIN CEMUHAPCKO20 MUNQA).
WuTepakTuBHAs T0CKa (9KpaH), KOMIOBIOTEP C MOAKIIOYEHHUEM K JIOKAJIbHOM CeTH (uiinana u BIX0J0M
B IlHTepHEeT, 3BYKOBOM yCHUJIMUTENb, AHTUIOIABUTENb, MYJIbTUMEAUWHBIA IPOEKTOp, CTOJIBI
ayJMTOpPHBIE, CTYJbs, TPUOYHA HACTOJIbHAS, I0CKA Ay JTUTOPHASI.

Oobopyoosanue ona knacca oenogvix uzp. Hoyroyku, Beixon B Mutepner u/3 Wi-Fi, aynuropnas
JI0CKa, ayAUTOPHBIE CTOJIBI, CTYJIbSI.

Oobopyoosanue 0na  nomewieHus OnA  CAMOCHOAMENbHOU  padomsl  00y4UaAOUWUXCA.
KomnbroTepHsle kmacchl. bubnuoreka, wumeromas Mecta [uid  OOy4aromUXCs, OCHAIIECHHBIE
KOMIIbIOTEpPAMH C JIOCTYIIOM K 0a3aM JaHHBIX U ceTH MHTepHET. KOMIbIOTEPHI C BBIXOI0OM B MIHTEpHET,
ABTOMAaTU3UPOBAHHYIO OMOIMOTEYHYI0 MH(GOPMALMOHHYIO CHUCTEMY U 3JIEKTPOHHBIE OMOIMOTEUHbIE
cucteMbl: «YHuBepcurerckas Oubnmoreka ONLINE», «OnexkTtpoHHO-OMONMOTEYHAs cucTeMa
uznarenbcrBa JIAHDy, «OnekrponHo-6ubnnoTeynas cucrema usgarenberBa «HOpait, « QneKTpoHHO-
6ubimoteynast cuctema IPRbooks»,«Yuuepcurerckas WMupopmanuonnas Cucrema POCCHUS»,
«OnexkTpoHHas Oubnuoreka nucceprauuit PI'by, «Hayunas snexkrponnas 6ubanoreka eLIBRARY»,
«EBSCO», «SAGE Premier». Cucrema ¢enepaibHbIXx 00pa3oBaTeibHbIX MOPTAIOB «IKOHOMHKA.
Conmonorus. Menemxment», «fOpunnueckass Poccusi», CepBep OpraHoB rocyJapCTBEHHOH BIacTh
PO, Caiit Cubupckoro ®denepanbHOro OKpyra 51 Ip.
DKpaH, KOMIIBIOTEP C MOAKIIOYCHHUEM K JIOKAJIBHOU ceTH (uiinana v BBIXOJ0M B MIHTEpHET, 3BYKOBOM
YCUJIHMTENb, MYyJAbTUMEIUHHBIN TPOEKTOP, CTOJBI Ay IUTOPHBIE, CTYJbs, TPUOYHA, JOCKA ayIUTOPHAs.
HaGopb! BUPTYaIbHOTO JEMOHCTPAILIMOHHOTO 000PYI0BaHMS, HArJIsIHbIE y4eOHbIE ITOCOOuS.

Oobopyooeanue 0na cneyuanuzupoBAHHO20 Kadunema OAA 3AHAMUIL C MATOMOOUTLHBIMU
epynnamu (CTyJIEHTBI C OrPaHHMYEHHBIMH BO3MOKHOCTSMHU 37I0pOBbs). ODKpaH, KOMIIBIOTEPHI C
MOAKIIOUEHUEM K JIOKAIbHOM CETM MHCTUTYTAa M BBIXOJOM B MHTEpHET, 3BYKOBOH YCHINTEINb,
MYJIbTUMEIUMHBIN IPOEKTOp, CTOJIbI ayTUTOPHBIE, CTYNbs, TpUOyHA HACTONbHAs, IOCKA ayTUTOpHAs,
oduCHBIE Kpeca.

HaumeHoBaHue
crelHaJbHBIX MOMeLeHHUi OcHaleHHOCTD CHelUATbHbIX NOMeIeHN U TIOMeIleH il 111
U NIOMeLleHu s CaMOCTOSITeIbHOM PadoThl
CaMOCTOSITeIbHOM padoThI
Buneoctynus st | Paboune Mecrta, OCHalleHHBIE KOMIBIOTEpaMH, BeO-KaMepaMu U
poBe/IeHUs] BeOMHApOB rapHUTYpaM (HAyITHUKH U MUKPO(OH).
Buneoctynus st | Paboune Mmecrta, OCHalleHHBIE KOMIBIOTEpaMH, BeO-KaMepaMu U
BEOMHAPOB rapHUTYypam (HAyITHUKH U MUKPO(OH).
Kadenpsr Ha xaxxnoii kadeape pabodee MecTo, OCHALIEHHOE KOMITBIOTEPOM, BEO-
KaMepOu, TapHUTYPOX.

IIporpammHoe obecnieyenue 3a04Hoi popme o0yuenusi ¢ npumenenuem JJOT u I0:
e [laker MS Office e iSpring Free Cam§8
Microsoft Windows

Caiit punmnana
CHO IIpomereit
e KopnopaTuBHble 0a3bl JaHHBIX
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