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Pabouas mporpamma  gucuummHsl  B1.B.01  «MHpopmaunoHHO-
JOKYMEHTAMOHHOe o0ecrnedyeHne TPYAOBBIX OTHOIIEHHI» COCTaBI€HA B
COOTBETCTBHH C (peAepajibHbIM T'OCYIapCTBEHHBIM 00pa30BaTEIbHBIM CTAHIAPTOM
Boiciiero oOpazoBanus (PI'OC BO) mo nHanpasieHuto noarotoBku 46.03.02
JlokymeHTOBeneHne U apxuBoBeaeHHe (OpraHu3alMOHHOE MPOEKTHUPOBAHUE
JOKYMEHTAIIMOHHOTO 00€CTIeueHunsl yIPABICHHS B OPraHU3al1H)

[Iporpammy coctaBui(u):
A

- ,ﬁf -

MuponoBa Mpuna UBanoBHA (71011, . KAHJI.OK.HAVK, TOIL.)

Pabouas mporpamma IUCIUIUIMHBI YTBEPIK/IEHA HA 3acelaHuu Kadeaphl yIpaBIeHUs
NIEPCOHAJIOM M OPTaHU3AI[MOHHOM MICUXOJIOTHU
npotokod Ne 12 «20» mas 2020 1.

3aBeyronuii kadeapoit (pa3paboTynka)

A.A. Jly3akoB ’dﬂ”r./

([T [T
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¥

PaGouas nporpamma o6cyxieHa Ha 3acefannu Kadepbl yIpaBiIeHUs IEPCOHATIOM U
OpraHU3alMOHHON TCUXOJIOTHH
npotokoa Ne 12 «20» mas 2020 r.

3aBeyronuii kadeapoit (pa3paboTynka)

A.A. JIy3akoB /dﬁ”r./

(LT [T
|

¥

VYTBepk/eHa Ha 3acelaHiK Y4eOHO-METOIMYECKON KOMUCCUU (DaKyTbTeTa yIpaBICHUS
U TICUXOJIOTUHU
npotokod Ne 06 ot 25 masa 2020 r.

[Ipencenarens YMK ¢axynbrera
HInrob6yms E.1O. /N

PenieH3eHTHI:

I'.T". BykoBu4, 10K.9KOH.HayK, Tpod., 3aB.kadenpoil SKOHOMUKH MPEATPUSITHS,
PETHOHAJIBHOTO M KaJpOBOr0 MEHEI>KMEHTA.

JL.I'. Kanmamkasi, HadaJbHUK OT/EJa IPABOBOrO oOecmedYeHuss W IO BOIpocam
rOCy/IapCTBEHHOM CITy>XObI M KaJJpOB MUHHUCTEPCTBa dKOHOMUKH KpacHomapckoro
Kpas.



KOMIUIEKTOBaHHUS, yueTa U
HCTIONB30BAaHHA apXUBHBIX
JOKyMEHTOB, JOKYMEHTOB
JMYHOTO TPOUCX OXKJICHNS

HOBBIE TEHIICHIINN
B OpraHHU3aIlU
XpaHeHUs
JOKYMEHTOB
YUPEKICHUS,
NPaKTUKH
HErocyJapcTBeHH
BIX XPaHMINIL;
HOPMAaTHBHO-
MIPaBOBYIO 0a3y
paboTEI ¢
ApXUBHBIMHU
JOKYMEHTaMH;
JOKYMEHTAIlHOHH
oro o0ecre4eHus
YIPaBICHUS U
APXHUBOBEICHHS

CcTaanu
JIOKYMEHTAIT!
OHHOI'O
obecrieueHus
yIpaBIICHUs, B
apxmBax
OpraHu3aLuii,
B
TOCyIapCTBEH
HBIX U
MYHUIATIATBH
BIX apXHBaX;

Ne WNunekc ColepanHe KOMIETCHITIH B pe3ynbTare uzyueHus yueOHOM IUCIUTLTHHBI
KOMITETE . o0yyaronmecs JOIKHbBI
ILII. (mm e€ yactn)
130007071 3HATH yMeThb BJIA/IETH
1. OK-6 CriocoOHOCTBIO paboTaTh B 3HaTh paBUNa U | YMeETh Brnaners HaBbIKaMU
KOJUIEKTHBE, TOJIEPAHTHO TIPUHIIUTIBI OCYHIECTBIATE | 3(h(EKTUBHOTO
BOCTIPMHHMAs COLMAJIbHBIE, 3¢ peKTUBHOTO s dekTrBHYIO | OOIIEHHs B
STHUYECKHE, B3aUMOJICHCTBUS | KOMMYHHKAIM | KOJUIEKTUBE IJIS
KOH(eCCHOHAIILHBIE U B KOJIICKTHUBE, 10 B pemeHus
KYJIbTYPHBIE Pa3Tuyuust crierduky KOJUICKTHBE npoeccHoHaNBHBIX
KOMMYHHKALIMHU C | JUISl peIIeHUst | 3a/1ad
y4eToM npodeccrona
COIMAJIbHBIX, JIBHBIX 33]1a4,
STHUYECKHX, TOJIEPaHTHO
KOH(eCCHOHANIBH | BOCHpPHUHHUMAs
BIX U KYJBTYPHBIX | COIMAIIbHBIE,
paznuunit STHUYECKHE,
KOH(peccnoHa
TbHBIE U
KYJbTYPHBIC
paznuuus
2. I1K-36 3HaHuEeM TPeOOBaHUI K CoBpeMeHHbIE Co3naBaTh CoBpeMEHHBIMH
OpraHHU3aIH KaJpPOBOTO nH(OpMAaLMOHHBI | 0a3bl TAHHBIX | METOJIAMH
JIeTIONPOU3BOJICTBA U € TeXHOJIOTUH; u MPOBEACHUS
JIOKYMEHTHUPOBaHHIO METOJIbI 1 UCIIONb30BaTh | aHaliu3a
TPYAOBBIX OTHOIICHHI, TEXHOJIOTUH pecypcel OpraHM3aluu
XpaHEeHHUs JOKYMEHTOB IO 00paboTKH Wutepuer; paboThI ¢
JUYHOMY COCTaBy JIOKyMEHTOB Ha OpraHH30BaTh | KaJIpPOBBIMH
OCHOBE pabouee JOKYMEHTaMH H
UCIIOJIB30BaHUA MECTO AJIs JOKYMEHTaMH TI0
BBIYMCIIMTENBHON | BBIOIHEHHS JUYHOMY COCTaBY B
TEXHUKH; padoTHI C KOHKPETHOH
UCIIONB30BAaHN | OpraHH3aLHy;
€M HOBEMIINX
HPOrpaMMHO-
TEeXHUYECKHX
CpEICTB;
3. TIK-37 Bnanennem npuHIMnamu, IlonsiTue [IpumensaTs Bnagers
METOAaMH 1 HOpMaMHu " Ieno3uTapHoe apXHBOBeOYeC | IPaBHIAMH
OpraHU3aLH, XPaHEeH!S, XpaHeHue', KU€ HOPMBI Ha | OpraHHU3ally BCEX

3TaroB paboThI C
ApXHUBHBIMHU
JOKYMEHTaMH;
HaBbIKaMH
IPaBOBOTO,
AJIMIHUCTPATHBHOT
0, HAY4HOTO,
(UHAHCOBOTO U
TEXHUYECKOTO
KOHTPOJISL HaJl
JOKYMEHTaMH Ha
BCEX ATaIax Ux
JKM3HEHHOTO 1IMKJIA;
METOAUKOH paboThI
C apXUBHBIMH
JOKYMEHTaMH B
bupmax,
KOPITOpaIHsX,
0AOQ, 3A0, OO0

2. CTpyKTYypa U cofiep:KaHue THCIUILINHBL.




2.1 PacnipenenieHne TPYAOEMKOCTH TUCIUILIMHBI IO BH/IaM padoT.

OOmiast TpymOoEMKOCTh JUCIUILIIHEI COCTABIISET _3 3au.en. (108 waca), ux pacmnpeneneHue no BUaam

paboT mpeacTasiieHo B Tabmuie (014 cmydenmos 300).

Bup yueOHoI paboThl Bcero CemecTpsl
4acoB (gacer)
1|8

AyauTOpHBIE 3aHATHSA (BCEro) 20 12 8
B tom uncre:
3aHATHA JTEKIMOHHOTO TUTIA 6 2
3aHATHsI CEMUHAPCKOTO TUIA (CEMUHAPHI, TPAKTHUCCKHUE 3aHITH) 6 6
HNuas xoHTakTHas padora: 0,2 0,2
CamocrosiTeJbHasi padoTa (Bcero) 84 60 24
B tom uncre:
Kypcosas paboma - -
Ilpopabomxa yuebroeo (meopemuueckozo) mamepuana 54 30 24
Peghepam - -
Tloozomosxa k mexywemy KOHmMpoaro 30 30
IMpome:xyTounasi arrecTanuu (3auvem)
O6m1ast TpyI0EMKOCTh yac 108 108

B TOM YHCJIe KOHTaKTHAas pabora 3,8 3,8

3a4. el. 3

2.2 CTpyKTypa QUCHMILVIMHBI:

Pacnipenenenne BuI0B y4eOHOM pabOTHI M UX TPYAOEMKOCTH IO pa3ieiaM AUCIUILIHHBL

Paznenb! mucunivHel, u3ydaeMbie B 8_ ceMecTpe (3aounasn ¢popma)

KomnuuecTBo yacoB
AynutopHas Breayzmn
No HaunmenoBanue paznenos TOpHAsI
Bcero pabora
pabota
JI I13 JIP CPC
1 2 3 4 5 6 4
1 [ToHsiTe 1 3HaYEHNE JOKYMEHTAITMOHHOTO 00CCIICYCHHS 34 2 4 - 28
VIIPaBJICHUS TIEPCOHATIOM
2 OCHOBBI IOKYMEHTAIIMOHHOTO 00eCTieueHHS YIIPaBICHUS 34 2 4 - 28
TIePCOHAIIOM
3 CucremMaTr3anus 1 XpaHeHHe JOKyMEHTOB KaJIpOBOM CITyKOBI 36 4 4 B 238
Hmozco no oucyuniune: 108 8 12 B 84

[Ipumeuanwue: JI — nexiuu, [13 — npakTraeckue 3ansatus / cemuHapsl, JIP — ma6oparopnsie 3ausatus, CPC —

caMoCTOsTeIbHast paboTa CTyAeHTa
2.3 Copaep:xanue pa3aeoB AMCUUIIAHBI
2.3.1 3augaTua JeKHUOHHOI0 THIIA.

HawnmenoBanue ®dopma TeKyIero
Ne Conepxanue pazziena P
paznena KOHTPOJISI
1 2 3 4

Paznen 1. IlonsitTne u 3HayeHHMe JOKYMEHTALMOHHOIO o0ecrieyeHHusl YIPABJIEHUs IEPCOHAIOM

Beenenue B kypc OOmee TmpencTaBIeHHE Kypca.

Hasnauenne w |[IpopaboTka

cogepxkanue Kypca. CBsisb Kypca ¢ y4eOHBIMH |yueGHOro

obecrieyeHHs YHpaBJICHUA OCHOBHBIC Tpe6OBaHI/I$I, NPpEAOAbABIISICMBIC K

JUCUMIUTMHAMH. 3HAa4YCHHE Kypca B IOATOTOBKE |(TeOpeTHYECKOro)

CHELMAJIMCTOB M0 YIPABJICHUIO IEPCOHATIOM Marepuaa
[onsrue [oHATHSI «TOKYMEHT», «TOKYMEHTO000POTY, [Tpopaborka
JOKYMEHTallMOHHOT'O «IOKYMEHTAIIMOHHOE 00ECIICICHUE YIIPABIICHUSD). y4e6GHOro
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HEPCOHATIOM.
TpeboBaHus,
NpeIbSIBIsIEMbIC K
o(hOpMIIEHHIO
JOKYMEHTOB

0(hOPMIICHHIO TOKYMEHTAINH, IPETYCMOTPEHHEIC
T'ocymapcTBEeHHON cHCTEMON TOKYMEHTAIIIOHHOTO
obecnieuenns ympasienus ['OCT P 6.30-2003.
[Topsimok 00pa®OTKK U perucTpauuu J0KyMEHTOB,
UX MHJAEKCAIUH. PerucrpaionHbie JOPMbI U X
3amonHeHue. KoHTpob UCTIOMHEHUs TOKYMEHTOB.
OCHOBHBIE OTJIHYHS B TIOATOTOBKE ITPOCTHIX
CIIOKHBIX TIPHKA30B. YUET CHEIUPUKA
paCTOPSITUTEIBHOTO ACHCTBHS TIPU COCTABIICHUU
MIPUKA30B 0 IPUEMY, TIEPEBO/TY, YBOJILHEHUIO
paboTHHKOB. [TOPAI0K BUBHPOBAHHUS PUKA30B 110
JUYHOMY COCTaBY, MX PETHCTPAIIUH.

(TeopeTHuecKoro)
MarepHaia

CocTaB U BUIBI
KaJIpOBOH TOKyMEHTAIUU

ITonsiTHE M 3HAUEHHE KaAPOBOM JOKYMEHTAIINH.
Knaccuduxanus kaapoBoi JOKyMEHTALIUH.
OCHOBHBIC BUJBI TOKyMEHTOB KaJPOBOH CITY>KOBI,
0COOCHHOCTH UX cocTaBieHus. HopmaTusHO-
nmpaBoBas 0asa, periaMeHTUPYIoIIas pa3padboTKy
KaJIPOBBIX JIOKYMEHTOB.

ITpopabotka
yuebHOro
(TEOpeTHUECKOro)
Marepuana

Pa3nena 2. OcHOBBI

JOKYMEHTAIHOHHOI0 o0ecneyeHusi yIpaBJeHus MePCOHAIOM

TpeboBanus K
COZICPKaHHIO U
o(hopMIIeHHIO TOKATTBHBIX
HOpPMAaTHUBHBIX aKTOB I10
YIPaBJICHUIO NIEPCOHATIOM

[TaTtHoe pacniucanue (ct. 57 Tpynosoro Koaekca
P®)— ®opma mrratHoro pacrucanus (Gopma T-3)
yIBEp)KJ€Ha IocraHoBieHueM ['ockomcrata Poccun
ot 5 staBapst 2004 rona Nel.

[IpaBria BHYTpEHHETO TPYIOBOTO PacHopsiKa Kak
JIOKaJIbHBIi HOPMaTUBHO-IIPaBOBOM aKT,
KOHKPETHU3UPYIOIIHIA MOPSIO0K PEryTHPOBAHHUS
KITFOUEBBIX BOIIPOCOB COIMAIBHO-TPYIOBBIX
OTHOIICHH Ha TpeaAnpusTid. OOIIHH TTOPSTIOK
MOTOTOBKU JJOKYMEHTa B COOTBETCTBUU €O CT. 190
TK P®. Ocobennoctr ohopMIIeHHS TTPABHIT
BHYTPEHHETO TPYIOBOT'O paclopsiika, ConepKaHue
BOIIPOCOB, KOTOPBIE OTPAYKAIOTCSI B IPaBUIIAX
BHYTPEHHETO TPYIOBOTO paclopsiIKa.
Oco0eHHOCTH 00paIeHHs C TIEPCOHATBHBIMU
JaHHBIMH paOOTHHKOB B COOTBETCTBUU C
nonoxenusiMe raBel 14 TK PO. TpeboBanwmst k
00paboTKe IePCOHATBLHBIX TAHHBIX PA0OOTHHUKA.
[IpaBwiia nepenaun HHGOPMAIIHHN, COACPKAIICH
CBEIICHHS O PaOOTHUKE, TPETHUM JIUIIAM.
OTBETCTBEHHOCTH JAOKHOCTHBIX JIUIl, BHHOBHBIX B
HapyIICHUN HOPM, PETyIUPYIONINX OIyYeHNUE,
00paboTKy | 3aIIUTy EPCOHATBHBIX JaHHBIX
pabotHuKa. MHCTPYKIUS IO TOKYMEHTAIIHOHHOMY
00€ecCIICUeHHIO YIIPaBIICHHUS IEPCOHATIOM
npeanpustisa. CTPyKTypa U CoAepKaHue pa3aeioB
JAHHOTO TOKYMEHTA.

ITpopabotka
yaebHOoro
(TEOpPEeTHUYECKOro)
Marepuana

T'ocynmapcTBenHnas
WHCIIEKIHUS Tpya 1
MpoLIeAypa TIPOBEICHHUS
MIPOBEPOK JOKYMEHTAIIIH
KaJIPOBOH CITYKOBI

IlonHOMOYHS rOCYIapCTBEHHON MHCIIEKIUU TPyAa.
IIpouenypa u mnpaBujia NPOBENEHUS IPOBEPOK
COOJTFOIEHUS JICHCTBYIOMIETO 3aKOHOIATENILCTBA. BUIbI
npoBepok. Ilopsaok odopMIIeHUS MEpONpPUATHI TIO0
KOHTPOJIIO.

CocraB OKyMEHTOB, TpeOYyeMbIX OpraHaMy Haxzopa 1
KOHTPOJIS npu MIPOBEICHUU MIPOBEPOK.
OTBETCTBEHHOCTh ~ paboTonarelss 3a  HapylIeHHE
JICHCTBYIOIIETO  3aKOHOJATENICTBA O TPyAE€ W
HEerpaMoTHOe O(OpMIICHHE KaIpOBOH JTOKYMCHTAIIHH,
Bozsiaraemast TpynossiM Konexcom PO u Kopekcom 06

AJIMUHHUCTPATUBHBIX MIPABOHAPYIICHUAX

[TpopaboTka
yaeOHOro
(TeopeTnyecKoro)
MaTepuraia




DopMUPOBaHUE U
BEJCHUE JIUYHBIX JIE

Jlnunoe neno pabOTHUKA KaK OCHOBHOU JOKYMEHT
MEPCOHAIIFHOTO y4YeTa, B KOTOPOM XPaHSTCS Hanbolee
MIOJIHBIC CBEJICHHUSI O COTPYAHUKE U €ro CIyXeOHOU
JIEATEILHOCTH.

CocTaB ¥ MOCIEIOBATEIBHOCTh JTOKYMEHTOB JIHYHOTO
nena. OCOOEHHOCTH COCTaBJICHUS JOKYMEHTOB JIMYHOTO
JieTia; TMYHOTO JIUCTKA M0 YIEeTy KaJpOB, TOMOJHEHUS K
JUYHOMY JIMCTKY, aBTrobmorpaduu u T.n. [lpaBuia
BBIIAYM JIAYHOTO JeJla BO BPEMEHHOE IOJNb30BaHME.
IMopsimok cocTaBiieHusI ONUCH JTHYHOro fena. [lepenada
JMYHOTrO Jie7ia Ha apxuBHOe XpaneHue. CocraBieHue
3aBEePUTEIHLHON HAIMUCH JIMIHOTO JeNla

ITpopabotka
yueOHOro
(TeopeTrndecKoro)
Marepuaia

JInynas xkapTrouka

JInunas kapTouka Kak OCHOBHOM JTOKYMEHT
HEPCOHAIBHOTO y4eTa pabOTHUKOB OpraHU3alNy.
JIOKyMEHTBI, Ha OCHOBaHUU KOTOPBIX 3aIIOJIHAETCS
nu4Has kaprouka. [Topsiiok KogupoBaHus CBEACHUHN B
JMYHOHN KapTouke. 3aroJIHEHUE JIMUYHON KapTOUKH.
ITopsinok BHECEHUS UCTIPABICHUN U U3MEHEHUH B
JUYHYIO KapTOUKy paOOTHHKA.

ITpopabotka
yuebHOro
(TEOpeTHUECKOro)
Marepuana

JoxymeHnTupoBanue
MIPOLIECCOB ABUIKEHUS
KaJIpoB

JlokyMeHTHpOBaHHE MpPOIECCa IBMIKEHHUS KaJpoB Ha
IPEANPUSTHN KaK BayKHEHIIIast GyHKITUS OTeNa KaJpoB.
Buapl nBuxenust kaapos. Cxembl mpreMa, repe-Boja,
YBOJIFHEHHSI PAOOTHUKOB.

Odopmitenne npreMa pabOTHUKOB. CocraB
JOKYMEHTOB, TpeOyeMBIX IpH IpueMe Ha paboTy B
cootBercTBuu ¢ TpynoBeim Konekcom PO.

[lopsmok  3akimrodeHHsl TPYIOBBIX JIOTOBOPOB C
MIOCTOSTHHBIMU ¥ BPEMEHHBIMU PaOOTHUKAMH.
OCOOCHHOCTH COCTaBJICHUS YHU(DUIIMPOBAHHBIX (HOpPM
IPUKA30B I10 JINYHOMY COCTaBY, KacCaroLMXCs IpHeMa
(dbopma T-1, T-1a).

Odopmenue nepeBoya, TepeMeIICHIS,
KOMaHIUPOBaHUS pabOTHHKOB. OcobeHHOCTH
o(hopMIICHHS U OCHOBAHISI Pa3MIHBIX BHIOB MIEPEBOA
(mepeBoj Ha IPyTyrO paboOTy HA TOM K€ TPEANPHITHH;
nepeBoA Ha paboTy Ha ApYroe MpEeINpHITHE; TEPEBOL
Ha pabory B JApyryio MecTHocTh). OcoOeHHOCTH
COCTaBJICHUS YHU(DHUIIMPOBAHHBIX (POPM MPUKA30B IO
JUYHOMY COCTaBY, Kacarommxcs nmepeBozaa (popma T-5,
T-5a), komanmupoBanus (popmer T-9, T-9a, T-10, T-
10a). Odopmnenne ornycka. [IpaBuna W CpoKH
moaroroBku  rpaduka  ormyckoB  (popma  T-7).
OCOOCHHOCTH COCTaBJICHHS YHHU(DHUITMPOBAHHBIX (HopM
MIPUKAa30B 10 JTMYHOMY COCTaBY, KACAIOIIMXCS OTITYCKa)
(dbopma T-6, T-6a).

Odopmitenne yBoNbHEHHS paOOTHUKOB. OCHOBaHHS
MIPEKpamICHUsT TPYJOBOTO TOTOBOPA B COOTBETCTBHU C
HOPMaMH TPYAOBOTO IIpaBa; IpaBWiIa O(OPMIICHHUS
MIpEeKpameHusT TPYAOBOrO A0roBopa. OTBETCTBEHHOCTh
paboToaaress 3a He3aKOHHOE YBOJIBHEHHE pAaOOTHHUKOB.
OCoOEeHHOCTH COCTaBJICHUS YHHMDUIMPOBAHHBIX (OpM
MpPUKa30B MO JUYHOMY COCTaBy, KacalOIIHXCS
yBonbHeHUsT paboTHHKOB ((hopMbr Ne T-8, T-8a).
[Mopsimok perucTpauu MPUKa30B MO JINIHOMY COCTaBY

ITpopabotka
yaeOHOoro
(TEOpPEeTHUYECKOro)
Marepuana

Benenne TpynoBbIx
KHIKEK

Ilonstue TpynoBoil  KHWXKKU. DopMa TPYyIOBOM
KHUXKKH. HopmaTtuBHO-MeTOIMYECKAS Oaza,
pEerilaMeHTUPYIOIIasl TOPAIOK BEACHUS, 3alOJHEHHS
TPYAOBBIX KHHXKEK, 00CCIICUCHHsI UMU paboTOIaTeleH.

[Mpopaborka
yaeOHOT0
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3armonHeHue cBeCHUN 0 pabOTHHKE. 3al0OHEeHNe
cBelleHUH o pabore. 3amonHeHHe CBEJCHUH O
HarpaxJeHUu. 3aroJHEeHHE CBEACHUI 00 yBONBHEHUU
(mpekpamienun TPyAOBOro jaoroBopa). OcoOeHHOCTH
3allOJIHEHUSI CBEJCHUN 00 yBONBHEHUU U IpUEME Ha
paboTy B CBSI3U C IEPEBOIOM PAOOTHHUKA.

Buecenue wu3MEHEHUII M JONOIHEHMH B TpPYIOBYIO
KHIOKKY. [Jlybnukar TpynoBod KHIDKKH. Bbrpaua
TPYIOBOH KHMXKKH IIPU YBOJBHEHUH (TIpeKpalleHun
TPYJIOBOTO OroBOpa). BKIaakIlI B TPYAOBYIO KHUXKKY.
VYdeT u XpaHEHUE TPYIOBBIX KHMXKeEK. JloKyMeHTanus
0 YydeTy OJIaHKOB TPYJOBBIX KHUXEK (IPUXOAHO-
pacxoiHasi KHHUTa 10 y4eTy OJaHKOB TPYAOBBIX KHUXKEK
U BKJIQJBIIICH K HUM, KHUTA ydeTa IBUKEHUS TPYIOBBIX
KHIDKEK M BKJIAJpIIeH K HUM). OTBETCTBEHHOCTD 3a
cOoOJTI0OIcHUE TOPSIKA BEJICHUS TPYAOBBIX KHIXKEK.

(TeopeTHuecKoro)
MarepHaia

Pazpnen 3. Cucremarusauusi M XxpaHeHHe JOKYMEHTOB KaJPOBOIi CJ1y:K0bI

Homenknatypa aen [TousTie HOMeHKIaTypH! fei. [lopsinok cocraBnenust  |IIpopaGorka
KaJIpOBOM CITY>KOBI HOMEHKJIATYPHI JIENT KaJIpOBOH CITYKOBI. y4e0HOro
(TEOpPEeTHUYECKOro)
MaTepuana
dopMupoOBaHUE JEI TpeboBanus, mpembsiBIsieMble K 3arojoBkam gei.|IIpopaboTka
OJIeMEHTHI 3ar'0JIOBKOB JIETI. yaebHOoro
HpaBI/ma TpYIIIIHUPOBKH JOKYMCHTOB B Jaeia, (TCOPCTH‘{CCKOFO)

othopMIIeHHS 3aroI0BKOB Aei. I[Ipu3Haky rpynmupoBKy
JOKYMEHTOB B JI€JIa.

Marepuana

[Mopsinok MHOATCOTOBKH
JIOKYMEHTOB K
APXUBHOMY XPaHCHHIO

[lopsmok TONTOTOBKM JOKYMEHTOB K apXHBHOMY
xpanenuto. Kimaccuduranms TOKYMEHTOB IO CpPOKaM
xpaneHus. TpeGoBaHUS, IPEIbSIBIsSEMbIC aPXUBHBIMU
cyx0aMi K JOKYMEHTaM, COaBaEMBIM B apXWuB.
OpraHuzanys MPOBEOCHUS DKCIEPTU3Bl IIEHHOCTU
JOKYMEHTOB.

YactuyHoe u moiHOEe odopmiieHue aen. [lopsaok
oopmieHHst 006710%kKeK JeT TTOCTOSHHOT'O U BpEMEHHOT O
cpokoB xpaHenust. CocTaBieHHe U 0OpMIICHUE OIHCEi
nen. CocTaBieHUE 3aBEPUTENHHON HAIITUCH JeTa.
AZIMUHHUCTpaTHBHAS OTBETCTBEHHOCTh 33 HApPYIICHHE
JCHUCTBYIOIIET 0 3aKOHOJATENBCTBA 10 APXUBHOMY JIETTy.

[TpopaboTka
y4eOHOro
(TeopeTHUYECKOro)
Mmarepuaia

2.3.2 3aHATHSA CEMHHAPCKOTO0 THIA.

CemuHapckue

(TpakTHYecKue

3aHATHUS) TPEACTABISIIOT

co00i1 [eTanM3amuio JIEKIHOHHOI'O

TEOPETUUYECKOr0 MaTepHralia, IIPOBOAATCS B LIEJIAX 3aKPEIICHHUs Kypca U OXBaThIBAlOT BCE OCHOBHBIE Pa3Ielibl.

OcHOBHOIT POPMOit TPOBEICHNSI CEMHUHAPOB M IIPAKTHICCKUX 3aHITHIH SBISICTCS 00CYKIeHNE Hanbomee
MPOOJIEMHBIX M CIOKHBIX BOIPOCOB IO OTHEIBHBIM TEMaM, a TaKKe pelIeHHe 3amad U pa30op MpHIMEpoB U
CHUTYyallli B ayTUTOPHBIX YCIOBHUAX. B 00513aHHOCTH IperofaBaTens BXOIIT: OKa3aHNE METOINIECKOH TTOMOIIN
U KOHCYJIbTUPOBAaHHE CTYAEHTOB 110 COOTBETCTBYIOLIMM T€MaM Kypca.
AKTHUBHOCTb Ha MPaKTUUYECKUX 3aHATUSAX OLIEHUBAETCS I10 CIEAYIOLIUM KPUTEPUIM:

® OTBECTHI Ha BOIIPOCHI, IIPEIaracMbI€ IPEIIOaaBaTCICM,

® yY4acCcTHE B JUCKYCCHUX,

® BBIITOJTHEHNUE ITPOCKTHBIX X HWHBIX SaHaHHﬁ;

® ACCUCTHUPOBAHHUE ITPEIIOAABATEIIIO B IIPOBEACHU N 3aHATHH.

Jloknazipl ¥ ONIMOHUPOBAHUE IOKJIAJIOB IPOBEPSAIOT CTETIEHDb BJIaIEHUS] TEOPETUYECKUM MaTepUasioM, a
TaK)X€ KOPPEKTHOCTh U CTPOTOCTh PACCY)KIEHUMN.
OneHMBaHKE NPAKTUYECKUX 3a1aHUil BXOJUT B HAKOIUIEHHYIO OLIEHKY.

Ne

HaunmenoBanue
paznena

TemaTnka NpakKTHYECKUX 3aHATHI
(cemuHapoB)

®opma TEKyIIEro
KOHTPOJISI




2 3 4

Pa3nes 1 IlonsiTue TpebGoBaHusi kK 0OpMJIEHHIO TOKYMEHTOB! [IpoBoguTcs
3HAYEHHNe 00630p HOpMATHUBHO-TIPABOBO 0a3bl JOKYMEHTAI[MOHHOTO |dopme
AOKYMEHTAIMOHHOro |obecneuyenus ynpasienns. [OCT P 6.30-2003. MPAKTUYECKOT O
o0ecneyeHust ITousTue PEKBHU3HTA JOKYMEHTA, TpeOOBaHUA, [3aHATHS,
ynpaBJieHust npenbsBiIseMble K O(QOPMIICHHIO PEKBU3UTOB M UX|IIPEAINOaraer
NePCOHATOM pacIoIoKEeHUIO Ha OJIaHKE TIOKYMEHTA. aHaII3

[Ipunanue NOKyMEHTY FOPHITYECKOM CUIIBI. CHUTYallOHHBIX

CutyanmonHoe 3agaHue «Omubku B odopmiIeHHH|3aJaHU.

JOKyMEHTOB

CocTaB M BU/IbI KA/IPOBOHi JOKYMEHTALUHU:

OCHOBHBIC KJTAaCCU(PHUKALNH KaJPOBBIX JOKYMEHTOB.

IIpuka3pl 1O JHYHOMY COCTaBy Kak  OCHOBHOMU

pacnopsaauTenbHblil JOKYMEHT, COCTABIIEMBII B IIPOLIECCE

JOKYMEHTHPOBaHMUs  (YHKIMH  KagpoBOH  CIyXOBI.

CuTyanMoHHOE 3a/1aHIE «AHAIN3 KaJAPOBOI JOKYMEHTAIUN

110 (PYHKITUSIM yIIPABIICHUS IIEPCOHATIOM)
Pazpea 11 TpeOoBanust k cogep:kaHnuio U 0opMJICHHIO IIpoBoguTcs
OcHOBBI JIOKAJILHBIX HOPMATHUBHBIX AKTOB 110 YHPaBJeHUI0 |popme
JAOKYMEHTALMOHHOr0 | mepcoHajoM. CuTyarMoHHoe 3a1aHue «OmuoKy B MPAaKTHIECKOT O
ob0ecneyeHus ITAaTHOM pacCliiCaHun» 3aHATUA,
ynpapJeHuUst CutyanMoHHOE 3a/1aHiE «AYINUT IPABHJI BHYTPEHHETO Ipearogaraer
NePCOHATIOM TPYIOBOTO pacnopsakay CHTyallMOHHOE 3a1aHHe aHaJIM3

«[Tonmoxxenune 06 00pabOTKE MEPCOHATBHBIX JTAHHBIX. CUTYaAIIMOHHBIX
Kakum emy ObITH?» 3aJaHuMN.

Pa3paboTka TOKYMEHTOB, KaCArOIIMXCS 3aIUTHI
MEPCOHAIBHBIX JAHHBIX COTPYIHUKOB OpPraHU3aIlN

®opmMupoBaHNe U BeJleHUE JUYHBIX eI,

CocraBieHne JOKYMEHTOB JIMYHOTO A€Na COTPYIHHKA I10
OCHOBHBIM 3Taram paboThl nepcoHaa (mprem, epeBol,
YBOJIHEHHE, aTTecTanus U T.1.). CocraBieHme
BHYTPCHHEH OMHCH TOKYMEHTOB JIMYHOTO JeNa.
CocTaBneHue 3aBEpUTEIHLHON HAJITUCH.

[loaroroBka TMYHOTO A€ia IS IEPEAady Ha apXUBHOE
XpaHEHHE.

JInuHas kapTouka.

CocraBiieHHE THYHOW KaPTOYKH PabOTHHUKA.
Buecenne n3mMeHeHM 1 UCITPABICHUN B TNYHYIO
KapTouky. Kaproreka JMUHBIX KapTO4eK: paBuia
BEJCHMUSL.

JlokyMeHTHPOBaHHE NMPOLECCOB ABHKEHHA KaJAPOB.

[TomaroBass  mporemypa  OQOpPMIICHHSIT ~ OCHOBHBIX
KaJIpOBBIX TporeAyp (Tpuem, epeBo, epeMelieHue,

MpeI0CTaBICHAE OTITyCKa, KOMaH/IUPOBaHNE,

YBOIILHEHHE).

OCOOCHHOCTH TTOJITOTOBKH MTPUKA30B 110 JINYHOMY

COCTaBy.

CuryarnmoHHbIe 3aJ1aHus «AHATIN3 TPYIOBOTO

noroBopay, «[Ipuem Ha paboTy», « AYIHUT YBOJTBHEHUI

Benenue u XPaHCHUE TPYAOBbIX KHHKEK. 3amoHeHHE
TUTYJIBHOI'O JIUCTA TPYZ[OBOI\/'I KHHWXKKH.

3aronHeHne pasacia ((CBC,I[CHI/I?I 0 pa60Te». 3aronHeHue
pa3acia ((CBCZ[CHPI?I O Harpa>xacHusax».
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BHeceHue u3MeHeHUi U NOMOIHEHU B TPYAOBYIO KHIKKY.

8 Homenkuatypa faes kaapoBoii cayxo0bl. IloHsTue
HOMEHKJIaTypsl Jen. CocTaBieHHE HOMEHKIATYpbl
JIeJT KaJpOBOH CITY>KOBI.

9 |Pazpmen III. ®DopMHpOBaHHUE /eI HIpoBoxutes B
Cucremarnsanust 0 TpeOoBaHus, IpeabsBIsiEMbIC K (HOPMUPOBAHUIO bopme
XpaHeHHe JOKYMEHTOB | JieJ KaJpoBoil ciyk0bl. @opMuUpoBaHUe MPaKTUYECKOr 0
KaiPOBOIi CTyKObI 3aroJIOBKOB JIEll. 3aHATHS,
Iperonaraet
10 Ilopsaaok NOArOTOBKM A0KYMEHTOB K APXUBHOMY aHaIm3
XpaHEeHMIO. CUTYallMOHHBIX
ITonroroBka TOKyMEHTOB K apXMBHOMY XPaHEHMUIO. 3a/1laHUH.

[TonHOE M yacTH4YHOE OOpPMIICHUE JETI.
[TpoBeaeHue 3KCEPTU3BI IICHHOCTH JOKYMEHTOB.

JlaGopaTopHBIE 3aHATHUS - HE IPELYyCMOTPEHBI
2.3.4 IlpumepHasi TeMaTHKa pedepaToB
CoBepIICHCTBOBaHHE KaJJPOBOI0 00ECIICUCHUS CUCTEMBI YITPABJICHUS TIEPCOHAIOM.
[ToBsimenne 3PEeKTHBHOCTH KaPOBOTO ICTOIPON3BOJICTBA.
AHaMH3 KaIpoBOro JOKYMEHTOO0OPOTa Ha TIPEANPHUSITHH.
Ay}lI/IT JIOKAJIbHBIX HOPMATHUBHBIX aKTOB OpraHu3aluu.
CoBepIIeHCTBOBAHHIE COCTABIICHNUS TpaHKa OTIIYCKOB.
MecTo KapOBOI0 ICIONPON3BOJICTBA B CUCTEME YIIPABIICHHS IEPCOHATIOM.
Pa3paboTka cucTeMbl KapoBOi JOKYMEHTAIWH.
PazpaboTka mraTHOTO pacuucaHms.
JlokymMeHTanpHOe obecriedeHue IS TENLHOCTH KaJApOBOM CITy)KObI KOMMEPUYECKOH OpraHU3aIluH.
0 Orenka nNpaBIIIBHOCTH XPAaHEHUS M CHCTEMATH3AIMN JOKYMEHTOB KaJpOBOH CITYKOBI.
1 Omenka mpaBUIBHOCTH BEACHUS U XPaHEHUS TPYAOBBIX KHIKEK OPTraHU3aIIIH.
12 Ayaut kaapoBO# JTOKyMEHTAIIUM OpraHHU3allHH.
13 Ayzaut yBOJBHEHUH.
14 Amnanu3s coOoIeHHsT HOPM TPYIOBOTO 3aKOHOAATEIBCTBA TP O(DOPMIICHUH JIBYKEHHSI KaIpOB
15 Pa3paboTka HOMEHKJIATYPHI JeT KaJAPOBOH CITYXKOBI.
16 Amnanu3 cogepkaHus U 0OPMIICHHUS TPYAOBBIX JOTOBOPOB OpraHHU3AIINY.
2.4 TlepeyeHb y4eOHO-METOIUYECKOT0 00ecTieYeHHUsI VI CAMOCTOSITEILHON PadoThl 00yJYaOIIMXCS M0
JUCIUIIHHE (MOTYJII0)

PP OO~NOOITE WNPE

[lepeuens yueOHO-METOINIECKOI0 00ECTICUCHUS TUCIUIUTNHEI 110
Ne Bun CPC BBIMIOJIHEHUIO CAMOCTOSITEIILHON paOOThI

1 2 3

1. [IpopaboTka
y4eOHOT0
(TeopeTHUECcKOro)
MaTepraia

D. BeinosiHeHne Meromudeckne peKOMEHAANU Uil CTYACHTOB HAIPABICHUS YIIPaBICHUE
WHIUBHIYalbHBIX | MEPCOHAIOM IO BHIOTHEHUIO MHCEMEHHBIX PaboT, YTBEPKIECHHBIE Ka(eapoi
3aJaHnl VIIPaBICHUS TIEPCOHAIIOM M OPraHMU3AIIMOHHON TICUXOJIOTHEH,

(moaroroBka
COOOIIIEHNH,
TIPEe3CHTAINH )
3. Pedepar
Occe

=

b. Ilonroroska K

TEKYLIEMY
KOHTPOJIIO

6. Hudopmarronno
e  obecnedeHue
YIPABICHYECKOU




| | JACATCIbHOCTHU

Y4ueOHO-MeTOqMYEeCKHe MaTepHalIbl IS CAMOCTOSTENFHOM paboThl 00yJaIOMNXCs U3 YHCIIa HHBAJINIOB
W JIAI] C OrpaHMYEHHBIMH BO3MOXKHOCTAMH 3710poBbst (OB3) npenocrasnstorcs B popmax, aanTHPOBaHHBIX K
OrPaHUYEHHUSIM X 3/I0POBbSl H BOCIIPUATHSA HHPOPMALIH:

Jnst nun ¢ HapyIIeHUSIMH 3peHNs:
— B IIeYaTHOH (hopMe yBEINYEHHBIM IpUQTOM,
— B (hopMe AIIEKTPOHHOTO JIOKYMEHTa,
JU1d nun ¢ HapyIIeHUsAMU cllyXa:
— B IIe4aTHO# dopme,
— B (hopMe BIIEKTPOHHOTO JOKYMEHTA.

Jist v ¢ HapyIIeHUsIMH ONIOPHO-/IBUTATEIBEHOrO arapara;
— B IIe4aTHOi (opme,
— B (pOpMeE TEKTPOHHOIO TOKYMEHTA,

JlaHHBII TepeueHb MOXKET ObITh KOHKPETU3UPOBAH B 3aBUCHMOCTH OT KOHTHHTE€HTa 00y4JalomuXcs.

3. O0pa3oBaTe/ibHbIE TEXHOJIOTHH.
Jlexuusi-Bu3yanu3anus, MpooieMHast JIEKIHs, pa300p MPaKTHUECKUX 3a/1ad U KeHCoB.
Jl1 U1 ¢ OrpaHUYEHHBIMY BO3MOXKHOCTSIMU 3/10pOBbs IIPEYCMOTPEHA OpraHu3alys KOHCYJIbTaluil ¢
WCIIOIb30BAHUEM DJICKTPOHHOW TTOUTBHI.

3aH${TI/I${, MPOBOAMMBIC C UCITIOJIB30BAHUEM MHTCPAKTUBHBIX TEXHOJIOT UM

Konuuects
Bun 3ansaTus HcnonezyeMble HHTEpAaKTHBHbBIE 00pa30BaTEeIbHBIC
Cemectp o
(JI, 113, JIP) TEXHOJIOTHH
4acoB
7 JI Jlexuust ¢ aneMeHTaMu eAarornyeckKuil IBPUCTUKH, 2
TIEKIUS-KOHCYJIbTAIIHS
113 Becenpl, pa3dop cuTyaruii, mpe3eHTaIus 10KJIaI0B, 2
coobnieHwuii B (hopMaTe MUHU-KOH(PEPESHITUT
Uroro: 4

4. OueHOYHbIE CPeCTBA AJIsl TEKYLEro KOHTPOJIsl yCIIeBaeMOCTH M POMEKYTOUHOI aTTecTaluu.

4.1 ®oHa OLIEHOYHBIX CPeJICTB /I MPOBeIeHUsl TEKYLero KOHTPOJIs.

O0pa3ubl TeCTOBBIX U KOHTPOJILHBIX 32/IaHUI TeKYIIero KOHTPOJIst

[Ipumep omHOro W3 BapHAaHTOB TECTOBOTO 3aJaHWS W KOHTPOIBHOH paboThl Mo TeMe «Benenue
TPYIOBBIX KHIKEK):

1. B mpy0osyio KHUdICKY He0OX00UMO 6HeCmU 3anUC:

- B JICHb IIOCTYIUICHUS paOOTHHKA Ha paboTy;
mocye 5 el paboThl Ha MPEeaIPUSATHH;

- I10 OKOHYaHHH UCITBITATEIHHOTO CPOKA.

2. PabomHuk obpamuics 8 Kaodpogyr cayicOy ¢ npocvbol evloams 0yOauKam mpyooeou KHUNCKU.
Oonaxko Kkaoposux 3asn6ui, umo OyOIUKAMbL GblOAIOMCS PAOOMHUKAM MOAbKO 6 MeueHue 200a Nocie
yeoavrenus. [lpasomepruvl 1y maxue 3aseienun? Yxaoicume cpok evloauu 0yoauKama mpyoogou KHUNCKU:

- 15 nment

- 5 nueit

- roxn

- CPOKH HE yCTaHOBIJICHBI, TyOJMKAT OyIEeT BHINHACAH MOCIIE IPEIOCTABICHHUS BCEX CIIPABOK

3. Ilpu ysonvrenuu compyoHux OONdCEH 3a6epUnb c8oe CO2NAcue ¢ NPOU3BeOeHHbIMU 3ANUCIMU 8 €20
mpyoo08otl KHudCKe coell noonucwvio. Kax amo denamv na npaxmuke?

- MTOCTaBHUTH CBOIO ITOJIIHCH O/ 3aIIMCHI0 00 YBOIEHEHUN

- MTOCTaBUTh CBOIO IOIIHCH ITON TOAIUCHIO JOIDKHOCTHOTO JIUIIA, TOAIHUCABIIETO TPYAOBYIO
KHIKKY B paznenax «CBeneHus o pabore», «CBENCHHS O MOOIPEHIH

- ITOCTaBHUTH CBOIO ITOIIHCH B IMTHOH KapTOUKe

4. CompyoHnux ygonen 3a cucmemamuyeckoe omcymcmeue Ha pabome 6e3 YEaANCUMETbHBIX NPUYUH U
Haonedxcaujeeo ogopmaenusi cgoezo omcymemsus. Ilo moii gce npuyune gpyuenue emy mpyoosol KHUINCKU He
npedcmasnsiemcsi 603modicHbIM. Kax npasuivrio nocmynume ¢ makoti cumyayuu?

- OTHPABUTH YBEAOMIICHHE O HEOOXOIUMOCTH SIBUTHCS 32 TPYIOBOH KHH)KKOM IO TIOYTE -

OTHPABHUTH MO ITOYTE, IIPEIBAPUTEIHHO MTOTYIUB COrjaacue pabOTHHKA
- XPaHHTH €€ Ha TMPSIIPUSITAN B TEUCHHUE 2-X JIET, 3aTeM C/IaTh B ApXUB
- MIOIIPOCUTH POACTBEHHHUKOB 3a0paTh ec
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5. B kakux 0okymeHmax paboOmHuK O0IHCeH NOCMAasUums C8010 NOONUCH NPU YEOJbHeHUU? - B
TPYAOBOH KHUXKKE

- B €T'0 JINYHOH KapTOUKe
- B Kaure ydvera ABMIKCHUS TPYAOBBIX KHIUKEK M BKIIAIBIIICH K HUM
6. IIpu opopmnenuu 6 mpyooeou KHUXHCKe 3anucu 0 nepesooe COmpyOHUKa 8 Oyxeanmepuro u HA3HAYeHUU €20
Ha 00JIHCHOCMb KACCUPA UHCNEKIOP CYIcObl KA0pO8 owmudCcs U GHeC HegepHoe HA38AHUE HOBOU OONICHOCTHUL!
emecmo OomxcHocmu  "xaccup” Hanucan "oyxeanmep'. Kaxum obpazom ciredyem UCHpAsUmMb HeBEPHYIO
sanucw? Hanuwume npasunvhyto goopmyaupoexky. Heoocmarowue ceedenus 6nucames camoCcmoamensHo.

7. Bnpase nu xadpogas ciysxcba mpebosamsv npuodpemenss COmpyOHUKAMU MPYO08bIX KHUNCEK 3a CE0U
cuem? Kaxum obpazom smo ogpopmnsemca?

- HeT, 0053aHHOCTh 00ECIIEUEeHHUs TPYIOBBIMU KHI)KKAMU JIKHT Ha paboTojaTene - Iia, paboTomarenb
MOXET B3BICKaTh CTOMMOCTh TPYJIOBOW KHIDKKHU C paOOTHHKA

- Jpyroi oTBeT
8. Ha pabomy 6 opeanuszayuro ycmpaueaomecs Moaiooble CReyuanriucmol, OKOHuUsUUe gvlcuiee yuebHnoe
3aeedenue. Kaxyio sanuce 6 mpyoosyio KHUdICKY (6 pazden «ceéedenus o pabomey) HeodX0OUMO 8HeCcmu.

- cBeeHUs 00 00yUCHHMH B BY3€ C YKa3aHHEM MEpHoa 00ydeHHs

- CBEJEHHS O IIpHeMe Ha padoTy

9. Obsaszan 1 pabomoodamensv 6v10amv pabOMHUKY HA PYKU MPYO0BYIO KHUNCKY NO €20 npocvhe:

- na

- Ia, 1o MMCbMCHHOMY 3asBJICHUIO pa6OTHI/IKa - HET, TOJIBKO KOITUIO

Ilepeuenv uacmu KomMnemeHyuy, NPoOBePeMbiX OYEHOUHbIM CPEOCNBOM.:

OK-6 CrocoGHOCTBIO PaboTaTh B KOJUIEKTUBE, TONEPAHTHO BOCTIPHHHAMAS! COITHATIBHBIC, STHHUECKHUE,
KOH(peCcCHOHABHbIEC U KYNbTYPHBIC PA3THYHSL.

«HE/3a4eTy - OTCYTCTBUE paOOTHI B TPYIIOBOM JIEATEILHOCTH HAJI BOIPOCAMH IS 00CYXIeHHUs 0e3 yJacTHs B
MyOTMYHOM OOCYXICHUU M apryMEHTaIMH C(hOPMYITHPOBAHHBIX BHIBOJIOB;

«3a4TeHO» - paboTa B TPYNIIOBOH AEATEIHHOCTH HAJ BOIPOCAMH IS OOCYXKICHHS C CONEPKATEIBHBIM
ydJacTueM B IyONUYHOM OOCYXICHHH M apryMEHTAIlMH C(HOPMYINPOBAHHBIX BBIBOJIOB; JIMIEPCKAs MO3UIUS U
MOJICPaTOPCTBO B T'PYIIIOBOH IEATEIFHOCTH BOIPOCAMHU IUIA OOCY)KICHHUS C COACP)KATEIbHBIM ydacTHEM B
MyOIUIHOM OOCYKACHUH U CUCTEMHOIN apryMeHTaIH ChOPMYITHPOBAHHBIX BHIBOJOB.

Kontponabnast paGora. 3arnoiHUTh TUTYIBHBIM JIUCT TPYAOBOM KHIKKH W pasfen «CBeneHus o
pabote» ¢ 02.02.2003 mo 18.12.2014 Ha OCHOBaHMH CIIEAYIOIINX JTAHHBIX.

Brer paboraere HawanmpHukOM otaena kaapoB OO0 «BOCTOK». Bam HeoOxomumMo o¢OpMHUTH
TPYAOBYIO KHIKKY Ha MBaHOBY Ombry [1aBnoBHY, KoTOopas nmpuHHMaeTcs Ha padory ¢ 2 ¢espans 2003 roxa,
1980 roma poxmenus (29 ampens), ydamiascs Ha 4YeTBEPTOM Kypce B VIPKYTCKOM ToCynapcCTBEHHOM
YHUBEPCHUTETE, Ha JOJDKHOCTH MPOJABIa C UCIBITATEIHHBIM CPOKOM 3 MecsIa, Ha OCHOBaHUH mpukasza Ne 23k
ot 29.01.2003 rona.

1 aBrycra 2004 roga MpUHOCHT CBUAETENILCTBO 0 Opake Ne324 ot 15.07.2004 r., Tae yka3zaHo, 4TO
OHa ToMeHsu1a pamunuio Ha [leTpoBy.

5 mrons 2007 roga MPUHOCHT AMILIOM O BhIciieM oopasoBanuu Ne BK-345234 ot 15.06.2007 1., rae
yKa3aHo, 9TO €if MprcBOeHa KBaTM(PUKAIIII MEHEIKepa MO CIIEUATFHOCTH «MeHeKMEHT OpraHu3aum.

24 oktsa6ps 2006r. TIepeBOIUTCS B KOMMEPUYECKHI OT/IeNI Ha OJDKHOCTh MEHEKEpa 10
nponaxam (mpukas ot 24.10.2006 t. Ne 342k).

18 mexadps 2014 roma yBOIbHSAETCS IO COOCTBEHHOMY KEJIAHUIO Ha OCHOBaHHH TIprKa3a Ne 234 k oT
18.12.2014 r.

Hannas paboTa IpOBOXUTCS MHCEMEHHO HAa MPAKTHYCCKOM 3aHATHU. [N yCIEITHOTO BEITIONHEHHS
paboTel OT cryzmeHTa TpeOyeTcsl IMOcelleHHe JEeKIWH 10 TeMe, MOCEIIeHHe, IOArOTOBKa M paboTa Ha
MPaKTHYECKUX 3aHATUAX 110 TeMe «BemeHue TpymoBoi KHUKKIY.

Tlepeuenv wacmu komnemeHyul, NPOGEPIEMbIX OYEHOUHBIM CPEOCBOM.:

[1K-36 - 3HanueM TpeOoBaHMUIT K OpraHU3alUH KaIpOBOT0 IO POU3BOACTBA U JOKYMEHTUPOBAHUIO
TPYIOBBIX OTHOIICHH, XpaHEHHUS JOKYMEHTOB TI0 IMYHOMY COCTaBY

«He/3aYeTy - OTCYTCTBHUE AIEMEHTapHBIX 3HAHUI IIPIMEHCHUST HOPMAaTHBHO-TIPABOBIX TOKYMEHTOB B
MPaKTHYECKON paboTe;

«3a4TEHO» - CTYIEHT 3HAKOM C HaBBIKAMH O(OPMIICHHUS JOKYMEHTOB I10 ABIKCHUIO KaJJPOB B OpraHU3aIIN
U COIPOBOKAAONICH JOKYMEHTAIIHH;

IIpumepHasi TeMATHKA KEMCOBBIX CUTyallUH
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Ha3panue  keiicoBod Ienb BHIIOIHEHUS TpeboaHus, Meroanueckue

CUTYyallu MpeIbBIIIEMBIE K yKa3zaHUs K
COZIEP>)KaHMIO U BBIIOJIHEHHIO
o(hOopMIIEHHIO

«MneanbHBIN TOKyMEHT» YcBoenue Heobxoaumo IIpn BBITIOJIHEHUH

TpeOOBaHUH, COCTaBUThH UJICAIbHO 3aJJaHUs cienyer
MPEIbABIAEMBIX K oopmeHHBIH BBIOpaTh IS aHaimM3a
oopmnenuro JOKYMEHT. 3ajaHue OpraHM3alOHHBIH
OpraHu3aluOHHO- BBINOJIHSIETCS B HAITA
pacnopsauTeNbHON MUCBMEHHOU popme pacnopsaauTeIbHbINH
JIOKYMEHTall1H, JIOKYMEHT
PpacnooKEeHUI0 OpraHu3alui,
PEKBU3UTOB Ha ohopmMHTH €ro B
OnaHKe JJOKyMEHTa coorBercteuu ¢ [OCT
P 630 - 2003
Bosmoxxnao
HCIOIb30BaHHUE
YTJI0BOTO
AITA MIPOAOIBLHOTO
pacmnoaoKeHu

sl PEKBU3UTOB.

Aynut tpynoBoro | Ilpuobperenue Boinonnsercs B ITpu BBITIOJIHEHUH
JI0roBOpa IIPaKTUYECKUX MUCBMEHHOH (hopme C 3aJaHds  HEoOXOAMMO
HaBBIKOB COCTABJICHUS | YKa3aHHMEM BCEX MIPOaHANIN3UPOBATh
TPYZAOBBIX 10T OBOPOB OIINOOK, TPYAOBOM 1I0r0BOp Ha
JOMYIIEHHBIX  IpU IpeaMeT
COCTaBJICHUU 1) OTpaXKEHUs
TPYIOBOTrO  JOrOBOpa 0053aTEeNBHBIX U
JOIOJIHUTEIbHBIX
YCIIOBUH,
IPENYCMOTPEHHBIX CT.
57 TK P®;
2) MPAaBUIIBHOCTH
€ero
oopmueHus B
coorsercteun ¢ I'OCT
P 7.0.97.2016.
AyauTt 10KaJIbHOTO [Ipuobperenue Brmonnsiercs B Heobxomumo
HOPMAaTHUBHOTO  aKTa MIPAaKTUYECKUX HMHCBMEHHOH (opme ¢ O03HaKOMUTBCS c
OpraHu3aliy 0 paboTe HABBIKOB COCTABICHHSA | YKa3aHHUEM OCHOBHBIX HOpPMAaTHUBHOM  0a30i,
C IIEPCOHANIbHBIMU JIOKaJIBHOTO OIMIMOOK, perilaMeHTHPYIOIIEH
JAHHBIMU HOPMAaTHBHOI'O aKTa JOMYILEHHBIX IIPU paboty c
pabOTHIKOB OpraHu3aLuy B COCTaBIICHUU MIePCOHAITEHBIMHU
COOTBETCTBUHU C HOPMAaTUBHOI'O aKTa JAHHBIMA paOOTHUKOB,
JEeUCTBYIOILIUM IPOaHAIN3UPOBATh
3aKOHOJATEIbCTBOM HOPMATHBHBIH aKT Ha
IPeMET COOTBETCTBUS
TpeOOBaHHSIM
3aKOHOJIATENIbCTBA.

Tlepeuenv wacmu komnemeHyul, NPOGEPIEMbIX OYEHOUHBIM CPEOCHBOM.:

[K-37 Bnagenuem npuHUMIIAMH, METOAAMU U HOPMaMU OpraHU3aly, XpaHEHUs, KOMIUIEKTOBaHMUS,
y4eTa U UCIOIb30BAHUSI APXUBHBIX IOKYMEHTOB, JOKYMEHTOB JINYHOTO IIPOUCX 0K ICHUS

«He/3aYeTy - OTCYTCTBUE TOTOBHOCTH OKa3bIBaTh KOHCYIBTAIIMH TI0 OCHOBAM pa3pabOTKH KaIpOBOM
JOKYMEHTAllUH, €€ COCTaBa, MOpsIKa IBUKEHUS JOKYMEHTAIIH;

«3a4TEHO» - CTYICHT HMEET CHCTEMHOE IIPEICTABIICHHE 110 (HOPMHUPOBAHUIO U OPTaHU3AIMHU IPOIEITYP
peryaupoBaHus TPYAOBBIX OTHOLIEHUIA;

[IK-13 ymeHue BecTu KaApoBO€ JEIONPOU3BOACTBO U OPraHU30BbIBaTh apXMBHOE XPAHEHHE KaIPOBBIX
JOKYMEHTOB B COOTBETCTBHHU C ACHCTBYIOIIUMH HOPMaTHUBHO-IIPABOBBIMU aKTaMU, 3HAHHE OCHOB KaJIpOBOM
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CTATUCTUKY, BJIAJCHHEM HaBBIKAMH COCTaBJICHUS KaJpOBOH OTYETHOCTHU, a TAK)KE HABBIKAMH O3HAKOMIICHMS
COTPYJHMKOB OpraHU3alluU C KaJpoBOH NOKyMeHTanueil u JeHCTBYIOIUMMH JOKAJIbHBIMH HOPMAaTHBHBIMU
aKTaMu, yMEeHHUE 00eCIICUUTh 3aIUTY EPCOHATBHBIX JaHHBIX COTPYIHHKOB

«He/3a4eT» - OTCYTCTBUE 3HAHMI OCHOB KaJJPOBOT'O JEIONPOM3BOICTBA;

«3a4TeHO» - paboTa B IPYNIIOBON JEATENLHOCTH HAJ BOIPOCAMH A OOCYXKIEHHS C COAEPKATEIbHBIM
y4JacTHEM BECTH KaJpOBOE JEIONPOM3BOACTBO, OPraHM30BaTh APXUBHOE XpaHEHUE KaJpOBBIX JOKYMEHTOB B
COOTBETCTBHUH C JICHCTBYIOIIMMU HOPMATUBHBIMU IIPAaBOBBIMU aKTaMHU.

4.2 ®oHA OLIEHOYHBIX CPEICTB ISl MPOBeACHUS MPOMEKYTOYHOMH aTTeCTAIHH.

IlepedyeHb BONIPOCOB K IK3aMEHY:

[TousTHE CHCTEMBI JOKYMEHTAIMOHHOIO 00ECIICUCHHS YIIPABICHUS [IEPCOHATIOM.

TpebGoBanus, npenbsBIsieMble K 0QOPMICHUIO PEKBU3UTOB KaJAPOBOI TOKYMEHTALIUH.
[Ipunanue nOKyMeHTaM FOPUANIECKON CUTIBI.

Iopsok 00pabOTKH U PErUCTPALIMU JOKYMEHTOB, UX MHAEKCauu. Perncrpany oHHbIE (hOPMBI
JOKYMEHTOB U UX 3aIIONHEHHE.

5 KoHTponb UCTIONHEHUS JOKYMEHTOB.

6 Kiaccupukanus kaapoBbIX JOKYMEHTOB.

7 OTnMuMs B MOJATOTOBKE ITPHUKA30B 10 TUYHOMY COCTaBY M ITPHUKA30B 110 OCHOBHOM AESTEIHHOCTH.
8

9

A WN P

HopmatuHO-MeTonnueckas 6a3a, periiaMeHTHPYIOIas IIOATOTOBKY KaJpOBOU JOKYMEHTAIUH.
IIpocTeie 1 clIoXKHBIE MPUKA3BI: 0COOCHHOCTH O(POPMICHUS.

10 TloHsTHE TPYAOBOI'O AOTOBOPA, 00S3aTEIBHBIX U JOTIOJHUTEIBHBIX YCIOBUH TPYJAOBOTO JOrOBOPA.

11 TIIpaBuia ohopMIICHHUSI PEKBH3UTOB TPYIOBOTO JOIOBOPA.

12 OcobenHnoctu ohopMIICHHUS KypHAJa PETUCTPALIMH TPYIOBBIX JIOTOBOPOB.

13 CocraB HOKYMEHTOB, TpeOyeMBIX OpraHaMK Ha30pa U KOHTPOJIS TP MPOBEIACHUH IIPOBEPOK.

14 Odopmienne nponeaypsl MIPOBEPKH KaIpOBOil TOKYMEHTAIUH.

15 OcobeHHOCTH COCTABIICHUS KypHAJIa ydeTa MEPOIPHUSATHH 110 KOHTPOJTIO.

16 Buasl mpoBepok.

17 OrtBeTcTBEHHOCTh paboTomaTeNs M PU3NIESCKUX JIUI] Ha HEHA JISKAIIEe COCTOSIHUE KaJJpOBOM
JIOKyMEHTAIUH.

18 Ha3znaueHne HHCTPYKIMH 1O JOKYMCHTAIITMOHHOMY 00€CIICUeHHIO yIIpaBieHus nepcoraioM. Coctas
pasnenos.

19 OcobeHHocTH pa3pabOTKH U COCTABJICHHUS IITATHOIO PACITUCAHUS.

20 TIpaBuiia BHYTPEHHET'O TPYIOBOI'O PACIIOPsIKA: HA3HAYCHHE U TIOPSIOK O(POPMIICHUSI.

21 TlepcoHanbHbIe JaHHBIE paOOTHUKA: COOp, XpaHEHUE, OTBETCTBEHHOCTH 32 JIOCTOBEPHOCTH H
HE3aKOHHOE paclpoCcTpaHeHHE.

22 OcHOBHBIE HOPMATHBHO-TIPABOBBIC aKTHI, PETIIAMEHTHPYIONIHE PAOOTY € TPYAOBBIMU KHIKKAMU
paboOTHHKOB.

23 IlpaBuia ohopMIICHUS TPYAOBBIX KHUKEK, BHECCHHS JOTIOTHEHUS U MCIIPABICHUNA B HETIPABUIEHO
BHECEHHBIE 3aITUCH.

24 TlopsiioK BeIIAYH TPYIOBOW KHIKKH PAaOOTHHKY

25 Bkmagpl B TPYJIOBYIO KHUXKKY.

26 Beraya my0iMkata TPYAOBON KHUKKH

27 Yder IBWKEHUS TPYJOBBIX KHIDKEK U BKITAIBIIICH K HAM.

28 Odopmitenue npriemMa paboTHUKOB. COCTaB TOKYMEHTOB, TPEOYEMBIX TIPH IIpHeMe Ha paboTy.

29 OdopmiteHue repeBoaa pabOTHUKOB HA IPYryIO pa0doTy

30 OdopmiteHue nporenypsl KOMaHAUPOBAHUS PAOOTHHKOB.

31 OdopmiteHue oTITycKa.

32 TlpaBwia 1 CPOKH ITOATOTOBKH rpaduka ormyckoB (popma T-7).

33 Odopmitenue nporeaypsbl YBOJbHEHHS PA0OTHUKOB

34 OcoOCHHOCTH COCTAaBJICHUS YHU(PUIIMPOBAHHBIX (hOPM MPHKA30B IO JTUIHOMY COCTaBY.

35 ®opmupoBaHHE U BeACHHE JINIHEIX fell. CocTaB TOKYMEHTOB JIMYHOTO JejIa.

36 Benenwne muuHBIX Kaprodek. [IpaBuiia BHECCHHS HCIIPABICHUH B JIMYHBIC KAPTOUKH.

37 Tlonsrue HOMEHKIATYPHI Aei. [lopaaok cocTaBneHnss HOMEHKIATYPhI e KaIpOBOH CITY>KOBI.

38 TpebOoBaHus, MPEIBSIBIIIEMBIC K 3aTOJIOBKAM JIeJ. DIIEMEHTHI 3ar0JIOBKOB JICI.

39 Tlopsimok dopmupoBanus jein. [Ipu3Haky TpyMITUPOBKH TOKYMEHTOB B JIeNa.

40 TlopsooK MOATOTOBKU JOKYMEHTOB K apXUBHOMY XPaHEHUIO.

41 Kiaccudukarus JOKyMEHTOB IT0 CPOKaM XPaHCHHUS.

42 YactuyHoe U TOITHOE O OopMIICHHE AeII.

43 Cocrasnenue u oopMIICHHE OIHCEH Je.

44 OpraHu3zanys IPOBEICHHS YKCIIEPTH3BI IICHHOCTH JOKYMEHTOB.
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45 AnMMHUCTpaTUBHAsI OTBETCTBEHHOCTh 32 HapylleHHe AeHCTBYIOIIET0 3aKOHOAATENLCTBA IO
apXUBHOMY JEINy.
OueHuBaHue NpoucxoauT no gopmy.ie:
OHTOFOBM: 072 * OHB.KOHHCHHM + _093 * OHpOeKTHaﬂJr 095 * OHTOFOBOFO KOHTPOJIA

—  HAaKOIUICHHAs OLICHKA NIPOCTaBIETCA 32 aKTUBHOCTh 00YJaroIerocsi Ha MpakKTUUECKUX 3aHATUSAX,
MIPOXOXKJIEHUE TEKYILEr0 KOHTPOJIS M BBIIIOJIHEHHE CAMOCTOSITENbHON PaboTHl,

— IPOEKTHas OLIEHKA ITPOCTABIIETCS 3a 3alUTY IUCBbMEHHOM paboThI MOKYpCY,

—  OIICHKa UTOTOBOI'0 KOHTPOJISI IPOCTABIISIETCS 32 IPOX 0K ICHUE KOHTPOIBHOTO UCTIBITAaHUS IO KypCy B
(hopmarte, onpeaeieHHbIM Pa00YMM YIeOHBIM TJIaHOM.
Onenku craBsaTcs 1o 10-6anpHOM 1mKage. OKpyTiieHne OLEHKU IPOM3BOAUTCS B MONB3Y CTY/CHTA.

HTorosas olieHKa BBICTaBISETCA B BEJOMOCTb COIVIACHO CIIEAYIOIEMY MPaBUILY:

Hrorosas orenka Orenka 1o 10-6anpHOM 11KajIE
HEYIOBJICTBOPUTEIHHO 0-3

YIIOBJIETBOPUTEIBHO 4-5

XOPOLIO 6-7

OTJIIMYHO 8-10

Ilepeuenv uacmu KomMnemeHyuu, NPOBePEMbIX OYEHOYHbIM CPEOCBOM:

OK-6 CriocoGHOCTBIO paboTaTh B KOJUICKTHBE, TOJICPAHTHO BOCIPUHUMAS COLUANIBHBIC, STHUUECKNUE,
KOH(ecCHOHAIbHbIEC U KYIbTYPHBIC Pa3IuIHsL.

«He/3a4eT» - OTCYTCTBHE pabOThI B PYIIIOBOI JASSATENFHOCTH HaJl BOIPOCAMM Uil 0OCYXIeHUs Oe3
y4acTusl B ITyOJIMIHOM OOCYKIEHUH U apryMEHTAITNH CPOPMYIHPOBAHHBIX BHIBOJIOB;

«3a4TeHO» - paboTa B TPYIMIIOBOM AEATEIHHOCTH HAJ BOPOCAMH Uil OOCYKICHHS C COACPKAaTEIBHBIM
yJacTHeM B ITyOIIMYHOM OOCYXIIEHHH M apryMEHTAIH C(OPMYIHPOBAHHBIX BBEIBOIOB; JTHACPCKAS TIO3UIIHS U
MOJICPaTOPCTBO B TPYIIIOBON AEATEIBHOCTH BOMPOCAMH IUISI OOCYXIEHHS C COIEpKATENFHBIM YJacCTHEM B
MyOIUIHOM OOCYKACHUH U CUCTEMHOIN apryMeHTaIH ChOPMYITHPOBAHHBIX BEIBOJOB.

[IK-36 3nanmeM TpeOOBaHMIA K OpraHM3alM{ KaJPOBOr'O JCIOMPOW3BOJACTBA M JOKYMEHTHUPOBAHUIO
TPYIOBBIX OTHOIICHHUH, XpaHEHHUS TOKYMEHTOB 10 IMYHOMY COCTaBY

«He/3a4eT» - OTCYTCTBHE SJIEMCHTAPHBIX 3HAHUI NPUMEHEHUS HOPMAaTHBHO-TIPABOBBIX JOKYMCHTOB B
MPaKTHYECKON padoTe;

«3a4TEHO» - CTYAEHT 3HAKOM C HaBBIKAMH O(OPMIIEHHUS JOKYMEHTOB I10 IBHYKEHHUIO KaIpPOB B OpPraHU3aIiN
U COIPOBOKAAIOMICH JOKYMEHTAIIHH;

[IK-12-3HaHMe OCHOB pa3pabOTKM W BHEOPEHUS KaIpoBOW U YIPABICHUYECKOH JOKYMEHTAIIWH,
ONTHMHU3AINH TOKyMEHTO000pOTa U cXeM (DYHKIHOHAIBHBIX B3aMMOCBSI3eH MEXIy MOIPa3IelICHUSIMHI, OCHOB
pa3paboTKi W BHEAPEHHS TPOLIENYp PpeTyINpPOBAaHUS TPYIOBBIX OTHOIIEHHMH W  CONPOBOXKIAIOIICH
JIOKyMEHTaIlu!

«He/3aYeT» - OTCYTCTBHE TOTOBHOCTH OKAa3hIBaTh KOHCYNIBTAIlMA IO OCHOBaM pa3pabOTKH KaApOoBOU
JOKyMEHTAIH, €€ COCTaBa, MOPSIKA ABUKEHUS TOKYMCHTAIINH;

«3a4TEHO» - CTYAEHT MMEeT CHCTEMHOE IpelCTaBIeHNEe MO (POPMHUPOBAHUIO M OpPraHU3ALUH MPOLEIYD
PETYIHPOBaHUS TPYIOBBIX OTHOIICHUH;

[IK-37 Brnamennem mpuHOHIIAMH, METOIAMH W HOPMAaMH OpPraHW3AIlUH, XPAaHECHUS, KOMIUIEKTOBAHHUS,
ydeTa ¥ HCIONb30BaHUS apXUBHBIX JOKYMEHTOB, JOKYMEHTOB JJHMIHOTO MTPOUCX OKICHHS

«He/3a9eTy - OTCYTCTBUE 3HAHUH OCHOB KaJIPOBOT'O [IEIIONIPON3BOICTBA;

«3a4TeHo» - paboTa B TPYNIOBON NEATENFHOCTH HAJ BOIPOCAMH IS OOCYXKIEHHS C CONEPKAaTEIBHBIM
y4acTHEM BECTH KaIpoBOE IEIONMPOU3BOICTBO, OPraHN30BaTh apXUBHOE XpaHEHHE KAJAPOBBIX TOKYMEHTOB B
COOTBETCTBUH C ICHCTBYIOIIMMH HOPMATHBHBIME TIPAaBOBBIMU aKTaMHU.

[IK-17- 3HaHWe OCHOB pa3pabOTKH W BHEIPEHHUS MPOPECCHOHAIBHBIX, B TOM 4YHCIE KOPIOPAaTHBHBIX
CTaHIAapPTOB B OOJACTH YIPABICHUS ITEPCOHAIOM, YMEHUE COCTABISATH OMMCAHU U PacHpeNelsiTh GYHKIUU U
(yHKIMOHANBHBIC 00S3aHHOCTH COTPYIHHKOB, a Tarke (YHKIMH TOAPA3ICIEeHHA Pa3HOTO YPOBHS (KapTHI
KOMITETEHITNH, JOJDKHOCTHBIC MHCTPYKIIUH, TTOJIOKEHUS O IMOApa3AeTICHUIX)

«He/3aYeT» - OTCYTCTBHUE AIIEMEHTAPHBIX 3HAHUI COCTABIITh OMKCAHUS JODKHOCTHBIX HHCTPYKITHH;

«3a4TEHO» - CTYJCHT 3HAKOM C HaBBIKAMH pa3pabOTKU KapT KOMIIETCHIWH, JOIKHOCTHBIX WHCTPYKIUH,
TIOJIOXKEHHUH O TIO/Ipa3/ieNIeHNsAX;

OrneHOYHBIE cpelcTBa A HMHBAJIAIOB U JIMI] C OTPAaHHYCHHBIMH BO3MOXHOCTSIMHU 3IOPOBBSI
BBEIOMPAIOTCS C YIETOM X WHAMBHIYATBHBIX ICHXOPU3NIECKHX 0COOCHHOCTEH.
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— NpH HEOOXOMUMOCTH HWHBAIUAAM W JHIAM C OrPAaHWYCHHBIMH BO3MOXKHOCTSIMH 3I0POBBS
MIPEIOCTABIISAETCS JOMOIHUTENBLHOE BPeMsI IS ITOrOTOBKY OTBETa Ha HK3aMEeHe;— ITPU ITPOBEICHNH POLIETYPhI
OI[CHUBAHUS pPE3yJIbTATOB OOYUYCHUS WHBAIUAOB W JIUI[ C OTPAHHYCHHBIMH BO3MOXXHOCTSIMH 3I0POBbSI
MPeAyCMAaTPUBAETCS UCTIOIB30BAHUE TEXHUICCKUX CPEIICTB, HEOOXOJIIMBIX M B CBSI3U C X HHIBH Y IEHBIMH
OCOOCHHOCTSIMH,

— IIpY HEOOXOIMMOCTH ISl 00YHYAIOIMXCS C OrpaHMYEHHBIMH BO3MOXKHOCTSIMH 3/I0POBbSI I HHBAIIHJIOB
Mpolelypa OLIEHUBAaHK Pe3yJIbTaTOB O0YYESHUS 110 AUCIUILIMHE MOXKET IIPOBOJUTHCS B HECKOJIBKO ITAIIOB.

[Iporenypa oneHNBaHKS Pe3yIbTATOB 00YYESHUS HHBAIHJIOB ¥ JIUII C OrPaHUYEHHBIMU BO3MO)KHOCTSIMU
3[I0pOBbSl MO JUCUUIUIMHE (MOAYJIO) MpeAycMaTpuBaeT IpelocTaBieHrne uHopManuu B (opmax,
aIalITHPOBAHHBIX K OTPaHUYCHHUSM KX 3I0POBBS U BOCIPUSATHS HH()OPMALIUH:

Jnst a1 ¢ HapyIIeHUsIMH 3peHNs:

— B MEYATHOH (hopMe YBEIUUICHHBIM MIPUPTOM,

— B (hopMe DIEKTPOHHOT'O JIOKYMEHTA.

Jl14 nun ¢ HapyIIEHUsIMU CllyXa:

— B IIe4aTHOH (hopMme,

— B (hopMe DIIEKTPOHHOTO JOKYMEHTA.

Jl1 U1 ¢ HapyIIEHUsAMU OIIOPHO-ABUIaTENILHOIO amapara:

— B IIe4aTHOH (hopMme,

— B (hopMe DIIEKTPOHHOTO JOKYMEHTA.

JlaHHBII TIepedeHb MOXKeET ObITh KOHKPETU3UPOBAH B 3aBUCUMOCTH OT KOHTHHTEHTa 00Yy4JaIOMINXCS.

5. IlepeyeHb OCHOBHOI M 10MOJHHUTEIbHON Y4eOHOI JIUTEpaTyphbl, HEOOX0AUMON /151 OCBOEHUS
JAUCHUATUTHHBI (MOTYJIs).

5.1 OcHoBHas JTEpaTypa:

KysnemnoB, Wrops HuxkonaeBuu. JlokymMeHTalMOHHOE oOOeCIeUeHHUE YIPABICHUS
nepcoHaioM [TekcT]: ydeOHUK M NpPaKTHKyM ISl MPHUKIaJHOTO OakaiaBpuaTa: Y4eOHUK s
CTYJICHTOB BY30B, 0OYJaIONIUXCS TTO SKOHOMUYECKUM HAMpPABJICHUAM U crnieruaibHocTsM / M. H.
Kysnenos. - Mocksa: FOpaiit, 2015. - 520 c.

[ToroBa, Exarepuna JImurpueBHa (KyoI'Y). IlIpoGnembl I1OKyMEHTAI[MOHHOTO
MEHEIDKMEHTa U JIOKYMEHTHUPOBAHUS ACITEIBHOCTH Koprnopanuu [TekcT]: xpecromarus / [cocT.
E. JI. ITomoRa, /. B. Jlanckas]; M-Bo o6pa3zoBanust u Hayku Poc. @enepanun, Kybanckuii roc.
yH-T. - Kpacnomap: [KyoI'V], 2013. - 347 c

Jnst ocBOGHUS MUCHUILIMHEI WHBAJIUAAMHU U JUIIAMHA C OTPAaHUYCHHBIMH BO3MO)KHOCTSIMH 3I0POBBSI
UMEIOTCS M3IaHHA B 3JIEKTPOHHOM BHUJIE B 2JIEKTPOHHO-OMOIMOTEUHBIX cHcTeMax «Jlaup» un «tOpaifT».

5.2 JlonojiHUTeILHAS JIATEPATYpA:

1 Baxapes, A.P. TpynoBast kKHIKKa: 3anl0JHEHHE, y4eT, xpaneHue / A.P. baxapes, O.A. KoBaneBckas.
- HoBocubupck : Cubupckoe yHUBEpCHTETCKOE U3aTeinbcTBo, 2009. - 144 c. - (Kaaposuk). - ISBN 978-5-379-
00967-0 ; To e [Dnexrponnsiii pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=57284

2 Muxaiinos, FO0.M. BouHckuii yuer B opraHu3anusx : npakrudeckoe nocobue / F0.M. Muxaiinos. -
Mocksa ; bepnun : Iupekr-Menna, 2014. - 119 c. : win. - ISBN 978-5-4475-1649-9 ; To ke [DneKTpOHHBIH
pecypc]. - URL.: http://biblioclub.ru/index.php?page=book&id=253696

3. CenueHko, [1.B. /IokyMeHTanIMOHHOE oOecrieueHre YIPaBICHUECKUX PEIIeHUH : yueOHOe TTocooue /
[1.B. Cenuenko, lO.I1. ExmakoB, B.E. Kupuenko ; MuHucTepcTBO 0Opa3oBaHus M Hayku Poccuiickoit
Oenepannu, Tomckuit ['ocynapctBernbiit Y HuBepcuter CucreM Ympasienus u Paguosnextpornku (TYCVYP).
- Tomck : Omb Kontent, 2011. - 142 c. : Tabm., cxem. - ISBN 978-5-4332-0008- ; To sxe [DneKTpoHHBIH pecypc].
- URL: http://biblioclub.ru/index.php?page=book&id=208691

5.3. Illepnoauyeckue U3JaHUsI:

— JKypuan "Vnpasienue nepconanom” [DnekTpoHHbIN pecypc] — Pexxum mocrymna: hitp://www.top-
personal.ru

— Xypnan «Kagposuk» (panor.ru/journals/kadrovik/)

—  OdwunmansHerii caiit HarmonamsHoro corosa kaaposukos (http://www.kadrovik.ru)

— MWudopm. mopra aj1s CuennaIncToB 110 KajpaM U yIpasieHuto nepconaiom (http://www.pro-
personal.ru/)

— xypHan «Pabota ¢ mepconanomy» (http://www.hr-journal.ru/)

6. Ilepevyens pecypcoB HHPOPMANHOHHO-TEIEKOMMYHUKAIIMOHHOI ceTn « AHTepHET», B TOM 1HCJIe
COBpeMeHHbIE MPO(ecCHOHATBLHbIE 0a3bI JAHHBIX U HH()OPMALNHOHHbIE CIPABOYHbIE CHCTEMBI

—  CnpaBouno-nipaBoBas cuctema «Koucysnprant [Titocy (http://www.consultant.ru)

—  Topran otkpeITeix qaHHBIX Poccuiickoit @enepeparuu https://data.gov.ru

— baza  otkpeiThIX  AaHHBIX ~ MuHHCTEpPCTBA TpyJa W COUHAIbHON 3auTel PO
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http://biblioclub.ru/index.php?page=book&id=57284
http://biblioclub.ru/index.php?page=book&id=253696
http://biblioclub.ru/index.php?page=book&id=208691
http://www.top-personal.ru/
http://www.top-personal.ru/
http://www.top-personal.ru/
http://www.kadrovik.ru/
http://www.pro-personal.ru/
http://www.pro-personal.ru/
http://www.pro-personal.ru/
http://www.hr-journal.ru/
http://www.consultant.ru/
https://data.gov.ru/

https://rosmintrud.ru/opendata

—  Basa mannbix HayuHoit anexrponnbiii 6ubmuorexku eLIBRARY.RU https://elibrary.ru/

—  baza nannbix Beepoccuiickoro MHCTUTYTa HayuyHOH U TexHuueckoil nndopmarmu (BUHUTIH) PAH
http://www2.viniti.ru/

—  Basbl naHHBIX B cepe MHTEIeKTYaIbHONH COOCTBEHHOCTH, BKJITIOYAs ITATEHTHBIE 0a3bl JaHHBIX
Www.rusnano.com

—  ba3bl naHHBIX M aHANMUTHYECKUE ITyOIMKaliK «Y HUBEPCUTETCKast HHGOpPMALlMOHHAs CHCTEMA
POCCHSI» https://uisrussia.msu.ru/

— basa jpaHHBIX MOKIYHAapOAHBIX HHIEKCOB Hayunoro uutupoBanus \Web of  Science
http://webofscience.com/;

—  baza manHbIX pedepaToB U UTHPOBAHHS SCOPUS http://www.scopus.com/;

—  Bassl gannsix komnanun «Mcr Bero» http://dlib.eastview.com/;

—  AMepuKaHCKas ateHTHas 0asa gaHHbIx http://www.uspto.gov/patft/;

—  VuuBepcurerckas napopmarronnas cucrema POCCHUS (YUC Poceust) http://uisrussia.msu.ru/;

—  baza mannsix Springer Materials http://materials.springer.conv;

—  baza mannsix Springer Protocols http://mww.springerprotocols.com/;

—  Topran otkpeITeiX gaHHBIX Poccuiickoit denepeparmu https://data.gov.ru

— baza  oTkpbIThIX  gaHHBIX ~ MuHucTepcTBa  Tpyda M colMaubHOM  3amuTel PO
https://rosmintrud.ru/opendata

—  Basza mannbix Hayunoit anexrponnbiii Gubmmorexkn eLIBRARY.RU https://elibrary.ru/

—  basa mannpix Beepocceniickoro MHHCTUTYTa HayqHOH B TexHUUYecKoil nHpopmarmu (BUHUTH) PAH
http://ww2.viniti.ru/

—  Baswl naHHbBIX B chepe MHTEIUIEKTYaIbHONH COOCTBEHHOCTH, BKITIOYAs ITATEHTHBIC 0a3bl JAHHBIX
WWW.rusnano.com

- Baser JaHHBIX U aHAJIMTUYCCKHUEC HY6J'II/IKEII_[I/II/I ((yHI/IBCpCI/ITCTCKaH I/IH(I)OpMaHI/IOHHaH CUcreMa
POCCHUSI» https://uisrussia.msu.ru/

7. MeToauueckue yKa3aHusi sl 00y4alOIUXCS [0 OCBOEHHIO THCIMIUIMHBI (MOTYJ1s1)

JlekunoHHOE 3aHATHE MPEACTABIAET COOOH CHCTEMAaTH4ecKoe, IOCIIeI0BATEIFHOE, MOHOIOTHYECKOE
U3JI0KEHHE MTPENOaBaTeNIEeM-JICKTOPOM YIeOHOI 0 MaTepraa, Kak IPaBmUiIo, TEOPETHIECKOr o Xapakrepa. Takoe
3aHSATHE MPEACTABISET COOOH AIIEMEHT TEXHOJIOTHH TPEICTABICHIS YIeOHOr0 MaTrepraia IyTeM JIOTHYECKU
CTPOITHOTO, CHCTEMATHYECKH IOCIEAOBATEINEHOIO U SICHOTO M3JIOKEHHS C HCIOIB30BAHHEM HMHTEPAKTHBHBIX
00pa30BaTENBFHBIX TEXHOIOTHH (MyJIbTAMEANIHHBIX, JICKIIUN - AUCKYCCUH, JTEKIINU-TIEMOHCTPALIHH).

Lenp meximuy — opraHu3aiisl IeJIeHAIPaBICHHON MTO3HABATEIBHON JNEATEIFHOCTH O0YJaIOUIHXCS 10
OBJIAJICHUIO TIPOTPaMMHBIM MaTepHaloM y4eOHOM MUCIMIDIMHBL. UTeHHe Kypca JEKIUil TO3BOJISIET IaTh
CBSI3aHHOE, ITOCIEIOBATEIbHOE H3JIOKCHHE MaTepuana B COOTBETCTBHH C HOBEHINIMMH NaHHBIMH HayKH,
COOOIIUTH CITYIIATENSM OCHOBHOE COAEpKaHUE IIPEAMETa B IIEJIOCTHOM, CHCTEMAaTH3UPOBAHHOM BHUJIC.

3ajaun JEKIMHM 3aKI0YarTcs B obecriedeHWH (OPMHPOBAHUS CHCTEMBbI 3HAHUM MO y4eOHOM
IUCIUIUINHE, B YMEHHM apryMCHTHPOBAHHO W3JIaraTb HAy4YHBIM Marepual, B (QOPMHPOBAHUH
poecCHOHATBFHOT0 KPyro3opa U o0IIei KyIbTYphl, B OTPa)KEHHUH eIIle He MTOMYIHBIIIX OCBEIICHHUS B yIeOHOM
JTUTEpaType HOBBIX NTOCTHKEHUH HAYKU, B ONITUMH3AIUH APYTUX (JOPM OpraHU3aIly YIeOHOT 0 IpoLecca.

[IpakTHUyeckre 3aHATHS — SBISIFOTCS (OpMOM ydeOHOW ayauTOPHOHW pPabOTHl, B paMKaxX KOTOPOH
(hOopMUPYIOTCS, 3aKPEILUBTIOTCS U MPEACTABIIIOTCS 3HAHMSA, YMCHHS W HABBIKH, HHTETPHPYIOMINE Pe3yIbTaThI
OCBOCHHSI KOMITETCHIINH KaK B JIEKIIHOHHOM (hOpMaTe, TaK B Pa3INIHBIX opMax caMOCTOSTENbHON paboThl. K
Ka)XIIOMy 3aHSTHIO IIpenofaBaTesieM (popMyIupyroTcs mpakTHIeCKre 3aJaHus, TpeOOBaHUS U METOIUICCKIC
PEKOMEHIAIMK K WX BBHIOJHEHUIO, KOTOPBIC IPEICTABISIOTCS B (OHIE OIEHOYHBIX CPEACTB YICOHOM
JACITUTLTIHEL.

KoHTpons caMocTOATeIbHOM PaboThI: sl CTYACHTOB JHEBHOH M 3209HON (POPMBI 00YUESHUS — TEKYIIHHA
KOHTPOITb OCYIIECTBIIACTCSI B COOTBETCTBHE C MPOTPaMMOi 3aHATHH (€KCHEHENbHO U CTYACHTOB OYHOM
(hopMBI 00YUCHHSI; TIO CEMECTpaM — JIIsl CTYACHTOB 3a04HOM (POpPMBI 00yUEHUS); MPOMEKYTOYHBIN KOHTPOJIb 11O
UTOraM OCBOCHHS TUCIHIUINHBI OCYIIECTBISIETCS B (hOpMe PSUTHHTOBOM CHCTEMEI OolleHOK. OmMuCcaHue 3aJaHuit
IUTSL CAMOCTOSITENTFHOM paboTHI CTYACHTOB M TPeOOBAaHUIA MO WX BEHIOJHEHUIO BBITAIOTCS IIPEMIOJaBaTEIeM B
COOTBETCTBUH C pa3paboTaHHBIM (POHIOM OIEHOYHBIX CPEJICTB MO TUCIUTUINHE.

CamocrostensHass pabora CTYyISHTOB IO TAHHOMY Yy4eOHOMY KypCy HpeArojaraeT MOATaIHYyIo
MOJTOTOBKY IT0 KaXKIOMY pa3/ielly B paMKaX COOTBETCTBYIOIINX 3aIaHHIA:

[epBbIif 3Tam caMoOCTOATENBHOW pa0OTHI CTYIEHTOB BKJIIOYAeT B ceOs THIATENIbHOE H3y4YeHHe
TEOPETHYECKOr0 MaTeprata Ha OCHOBE JICKIIHOHHBIX MAaTEpPHAJIOB MPEMOIABATENs, PEKOMEHIYEMBIX pa3/IeiioB
OCHOBHOU W JIOTIONTHUTEIBHOW JTUTEPATYpPhl, MATECPHATIOB MEPHOANICCKAX HAYUHBIX HM3JAHUH, HEOOXOIMMBIX
JUTSL OBJIAZICHUS IIOHSATUHHO-KaTErOPUAaIbHBIM aIapaToM U GOPMHUPOBAHUS MIPEACTABICHHN O KOMILIEKCE
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aHAJMTHYECKOTr0 HHCTPYMEHTAapHs, UCIIONB3yeMOro Kak B paMKax JTAaHHOHM OTPaciii 3HaHUS, TaK W ITyOJIMYHON
MPaKTUKE;

Ha BtOopoM sTanme Ha OCHOBe C(OPMHPOBAHHBIX 3HAHWH W IPEJICTaBICHWH IO JaHHOMY paslery
CTYJCHTHI BHIIOJHSIOT IPaKTHYECKUE 3a/IaHus, HalleJIeHHble Ha (JOpMUpPOBAHUE YMEHHI 1 HaBBIKOB B paMKax
3adBICHHONM KomnereHIMH. Ha [aHHOM »JTame CTYAEHTBI OCYLIECTBISIIOT CAMOCTOSATENBHBINA ITOMCK
SMIIMPUYECKUX MATEPHAJIOB B paMKaX KOHKPETHOTO 3a/1aHUs, 0000IIAI0T ¥ aHATM3UPYIOT COOpPaHHBIN MaTepua
0 CXeMe, PEKOMEHJOBAHHON MpenojgaBaTeneM, (GOPMYIUPYIOT BBIBOABI, TOTOBST IPAKTHUCCKHE
PEKOMEHJalliu, IPE3eHTALMOHHbIE MAaTEPUAIIB] IS TyOJIINYHOTO UX MPEACTABIECHUS U 00CYKACHUS.

Kpurepun oueHku 3agaHuil B paMKax CaMOCTOATENBHOH paOOTBHl CTYIEHTOB (OPMYIUPYIOTCS
IpernoaaBateneM B ()OHIE OLCHOUHBIX CPEACTB.

B ocBoeHMM IUCHUIIIMHBI MHBAIWIAMH U JIMLIAMH C OTPaHUYCHHBIMH BO3MOXKHOCTSIMU 3I0POBbS
OoMbIIIOE 3HAUCHUE UMEET HHMBUyallbHAs yueOHas paboTta (KOHCYIbTAIUHN) — JOIOJIHUTEIBHOE pa3bsCHEHNE
y4eOHOro MaTepuaa.

WnpuBuayanbHble KOHCYJIBTAIIMM 110 TPEAMETY SIBISIOTCS BaKHBIM (DaKTOPOM, CHOCOOCTBYIOUTHM
HWHIWBUYyaJIN3allun 06yqu1/I;1 U YCTAaHOBJICHHIO BOCHHUTATCIIBHOI'O KOHTAaKTa MCEXAY IMPCnoAaBaTCiieM H
OGy‘IaIOH_[I/IMCSI WHBAJIMIOM WJIN JIMIIOM C OI'paHUYCHHBIMUA BO3MOKHOCTSAMU 3J0POBbA.

8. Ilepeyenr MHGOPMALMOHHBIX TEXHOJIOrUH, HCNOJB3YyeMbIX HpPH  OCYIIECTBJIEHUH
o0pa3oBaTe1bHOIO Npouecca Mo AUCHUIINHE (MOAYJII0).

8.1 IlepeyeHb HHPOPMALMOHHBIX TE€XHOJIOTHI.

— KoMMyHuKanuu co cTyaeHTaMu, IIpoBEpKa JOMAalIHUX 3aJaHUM, KOHCYJIbTAllUU OCYILECTBIISIOTCA
Yyepe3 MHTEPAKTHBHO-00pa30BaTEeNbHYIO Cpey (JINYHbIC KAOMHETHI).

— Hcnonp30BaHue 3J€KTPOHHBIX IIPE3EHTALMN IIPU IIPOBEJECHUM IPAKTUYECKUX 3aHATUI.

8.2 IlepeyeHb HEOOXOIMMOT0 MPOrPAMMHOI0 odecreyeHusl.

—  Microsoft Windows 8, 10
— Microsoft Office Professional Plus

9. MarepuajbHo-TeXxHHYeckasi 0a3a, HeoOXoaMMasi [JIsl OCYLIeCTBJEHHsI 00pa30BaTeJbLHOIO

nponecca no JUCUMILIMHE (MOAYJI10).

No Brx paGor MartepuabHO-TEXHUYECKOe 00ecieueHrne TUCIUTUIMHBI (MOIYJIIs) 1
OCHAIIICHHOCTh
1. JleK1InOHHbBIE 3aHATHS JlexunoHHas ayIuTOpHsi, OCHAIIICHHAS MPE3EHTAIMOHHON TEXHUKON U
COOTBETCTBYIOIINM IPOTPAMMHBIM 00€CTICYCHHUEM
2. CemuHapckue 3aHSATHS CrienianbHOE MOMEIIEHNUE, OCHAIIEHHOE MPE3EHTAIMOHHON TEXHUKOMN
¥ COOTBETCTBYIOIINM IPOTPaMMHBIM OOecIiedeHIEeM
3. ['pymmioBsie Kabuner, ocHaleHHbIH MeOEbI0O U PAOOYMMHE CTAHIUSMH C TOCTYIIOM
(MHIUBUAYITEHBIC) B UHTepHET
KOHCYJIBTAIIUH
4, Texymuii KOHTPOJb, | Aynuropus, OCHAIIlEHHAs MIpe3eHTAI[MOHHON TEXHUKOUN u
MIPOMEKYTOUHAS COOTBETCTBYIOUINM IPOTPaMMHBIM 00€CIICYCHHUEM
aTTeCTaIus
5. CamocrositenbHast pabora | KaGuHer 11 camocTosITeTbHON paOOThI, OCHAIIEHHBIH KOMITBIOTEPHOM
TEXHUKOH C BO3MOXKHOCTBHIO TIOAKIIOUEHHs K cetn «UHTepHeTY,
MIPOTPaMMOii SKPaHHOT'O YBEIMICHUS U 00ECIICICHHBIN TOCTYIIOM B
AIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTEIBHYIO CPETy YHIBEPCUTETA.
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