MUHUCTEPCTBO OBPA3OBAHWS U HAYKU
JIOHELIKOI1 HAPOHOM PECITYBJIUKU

I'OCYJAPCTBEHHOE OBPA3OBATEJIBHOE YUYPEXX/IEHUE
BbICHIEI'O [TPOGECCHOHAJIBHOT'O ObPASOBAHUA
«JOHELUKNN HAITMOHAJIbHBIN YHUBEPCUTET»

®AKYJIbTET MATEMATUKHN Y THOOPMAIIMOHHBIX TEXHOJIOT M
KA®E/IPA NTHOOPMALMOHHBIX CUCTEM YIIPABJIEHUA

YTBEPXKJIAIO

[IpopekTop 1o Hay4YHO-METOANYECKOM

¥ yaeOHO# paboTe

E. 1. Ckada

«21» anpens 2021 r.
M. IL

PABOYAS TIPOT'PAMMA YUYEBHOM JUCIHUITJINHBI

«KAJPOBOE JAEJIOITPOU3BOACTBO
N APXUBbBI JOKYMEHTOB 10O JIHYHOMY COCTABY»

YAaCTUIHO NNPAKTUKO-OPUCHTUPOBAHHAA JUCHUIIJIMHA

HampaBnenue noaroToBku: 46.03.02 JIokyMeHTOBE/IEHUE U apXUBOBEJICHUE
Hpodunb moAroToBKH: JIOKYMEHTOBE/IEHUE U apXUBOBEICHUE
OO6pasoBarenbHas MporpaMmma: bakanaBpuat

Kpanuduxarms: AxanemMuyeckuii bakaaaBp

®opma o0yuenus: O4Hasl, 3a04Has

Honenk 2021



YTBEPX/IAIO
Jlexan akynpTeTa MaTEMaTHKU U
MH(POPMAIIMOHHBIX TEXHOJIOTHMA

H. A. Mouceenko

«20» anpens 2021 r.
M. II.

Pabouas mporpamma yuebHo#l aucrumiuHsl «KaapoBoe 1e10npou3BOACTBO U apXHBbI
JAOKYMEHTOB I10 JIMYHOMY COCTaBY» COCTaBJI€HA Ha OCHOBaHUU PDeepanbHOro rocy1apcTBEHHOIO
00pa30BaTeNLHOTO CTaHIApTa BBICHIETO 00pa30BaHus — OaKallaBpHaT MO HAIPABJICHUIO IOTOTOBKU
46.03.02 JIoKyMEHTOBEJEHHME M apXHUBOBEJCHHE, YTBEPKICHHOTO IpUKa3oM MuHucrepcrsa
obOpa3oBanuss u Hayku Poccuiickoit @enmepammm ot 29.10.2020 Ne 1343; T'ocymapcTBEHHOTO
oOpa3oBaTenbHOro cTanaapra Beicuiero oopasosanus (I'OC BO) lounenkoit Haponnoit Pecriy0Ommku
(IHP) (mpoekra) mo HampasiieHHt0 oAroToBku 46.03.02 JlokyMEeHTOBEEHHE U apXMBOBEJCHUE;
[Topsinka opraHu3anuu yd4eOHOro rmpoiecca B 00pa3oBaTENbHBIX OPraHU3AIMIX —BBICIIETO
npodeccuonanpbHoro oopasosanus Joneukoir Hapoauoii PecriyOnuku, yTBEp:KJI€HHOTO NMPUKA30M
MunucrepctBa oOpa3oBanus u Hayku JoHenkoit Hapoanoit PecriyOnuku ot 10.11.2017 Ne 1171 (c
U3MEHEHHSIMU ¥ JIONIOJHEHHWSMH); Y4eOHOro TIUlaHa W OCHOBHOH  mpodeccHoHaIbHON
00pa3zoBaTelbHONM MPOTpaMMbl  BBICIIETO 00pa3oBaHUsl HampaBiieHus MmoarotoBku 46.03.02
JlokyMeHTOBeleHHe W apXHuBOBeAeHHE, mnpodmist: «/oKyMeHTOBeAEHHE W apXUBOBEICHHEY,
pazpabotannbix B ['OY BIIO «JloHenkuii HallMOHATBHBIH YHUBEPCUTET.

PazpaboTunk:
JOLEHT Kadeapbl UHHOPMAIIMOHHBIX CUCTEM
yIIpaBIICHU, KAHAUAAT JKOHOMUYECKUX HAYK 4. B. ®wiarosa

Pabouast mporpamma yueOHOI AMCHUIUIMHBI YTBEPXK/I€HA Ha 3aceaHnu Kadeapbl HH(POPMAIIMOHHBIX
CUCTEM YIPaBJIECHUS

[Tporoxon ot «04» maprta 2021 r. Ne 10

3aBenyromnuii kageapoit H. III. IToromapenko

Pabouas mnporpamma yueOHOW JUCHMIUIMHBI 0J00peHa YyueOHO-METOIMYECKOH KoMHuccHen
¢dakynbpTeTa MaTeMAaTUKN U HHOOPMALMOHHBIX TEXHOJIOTHI

IIporokon ot «14» anpens 2021 r. Ne 4

[Ipencenarens yueOHO-METOIUUECKONH KOMUCCUH
daxynbTeTa MaTeMaTUKH U MHPOPMALITMOHHBIX TEXHOJIOTUI JI. 1. CensikoBa




1. OBJIACTb IPUMEHEHUA U MECTO JUCHUIIJIMHBI B YYEBHOM ITPOLTECCE

VYuebnas qucuuiuinHa «KagpoBoe AeI0npou3BOACTBO U apXHBBI JOKYMEHTOB 10 JIUYHOMY
COCTaBy» SIBJISICTCSI YACTUYHO MPAKTHKO-OPUEHTUPOBAHHON JUCIUILIMHON U OTHOCHUTCS K 0a30BOM
(00s13aTenbHOI) YacTH 00pa3oBaTeIbHON porpaMmbl. i H3ydeHus: JaHHOH yueOHOM AUCIUIUINHBI
HEOOXOIMMBI 3HaHMA U yMEHHs, (OPMUPYEMBIE npeoulecmeyrowumMu  OUCYUNTUHAMU ——
«JlokymeHnToBenenue», «Pycckuil sA3bIK M KyJabTypa peum», «JloKyMeHTanbHas JIMHTBUCTHKAY,
«/lenoBoe nucrmMo», «Opranusanus ¥ TEXHOJIOTUs JIOKYMEHTALOHHOTO 00ECTIEUeHHS yIIPaBICHUS,
«JlokyMeHTHpOBaHHE JeSITeIbHOCTH OpENpUATHS, OpraHu3aluH, YUPEXKIECHUSN»,
«ApxuBoBeneHue», «I paxmaanckoe mpasoy, «TpynoBoe npaBoy», « HGpOpMaLIMOHHBIE TEXHOJIOTHH B
JOKYMCHTALlMOHHOM ~ O0ECIICYCHHH YIPABICHUS W apXUBHOM Jene», (comymcmeyrowumu
oucyunaunamu —  «l'ocynapcTBeHHbIE, MYHHMLMIAJIbHBIE M  BEJIOMCTBEHHBIE  ApPXUBBI»,
«MHpopmaronHOe oOecIieYeHHEe YIPABICHHS MEPCOHATIOM»). 3HAHUS M YMEHHS, MOJTyYCHHbBIC B
X0Jle u3ydeHus qucuuiuinHbl «KajnpoBoe Aenonpon3BOACTBO U apXUBbI JOKYMEHTOB 10 JIMYHOMY
COCTaBy», SIBJSIFOTCSA OCHOBOW JUISI M3YYEHHs nOCaeoyrowux IUCUUIUIMH: «APXHUBHOE IPaBOY,
«ApxuB opranmzanuity, «KoHpuaeHIMANTEHOE EIONMPOU3BOJICTBOY»; MOTYT HCIIOIB30BATHCS MpPU
OPOXOXKJICHUHM IPOU3BOJICTBEHHON MNPEATUIUIOMHOM TMpakTUKM W HAIHWCAaHUM  BBITYCKHOU
KBaJIM(DUKALIMOHHOM paboTHl.

2. CTPYKTYPA JUCHUIIJIMHBI

®dopma o0ydeHus

XapakTepucTHKa Y4eOHOM AUCIIUTIIHHBI

Ounas 3aouHas
Hanpasnenue noarotoBku 46.03.02 JIokyMEHTOBEICHUE U aPXUBOBEICHUE
[poduis JOKyMEHTOBEICHUE U apXUBOBEJCHUE
OO6pazoBaTenpHasi MpPOrpaMMa bakanaspuar
Kpammpukanus AxkaneMudeckuii bakaiaBp
KonmdecTBo cojiepikaTelbHBIX MOJIYJIeH 1 TeM 4 (15)

Jucuuriiaa 6a30BoM / BapuaTUBHON YacTH

o ba3oBoii vactu
00pa3oBaTenbHON MPOTPaMMBI

1 MOnynbHBIA KOHTPOJI,

dopMBI KOHTPOJIS 9K3aMEH B 7-M CEeMeCTpe It O4HOM opMbI 00yUCHHMS,
Ha 4 Kypce st 3a09Hol (hopMbl 00yUeHHs

I'ox moaroToBKu 4 4
Cemectp 7 x
KonmuecTBo 3a4eTHBIX €IUHULL 3,5 3,5
KonuuecTBo 4acoB Bcero 126 126
BT. 4..
— JIEKIIMOHHBIX 36 6
—PaKTUYECKHUX WM CEMHHAPCKUX 36 6
— J1a00PaTOPHBIX x X
— CaMOCTOSTEIHLHOM PabOTHI 54 114

B T. Y. HHJIUBUIYAJILHOE 3a/IaHUE X x
HepnenbHOE KOIMYECTBO YacoB 7 X
B T. 4.. — Ay TUTOPHBIX 4 X

—CaMOCTOATEJIbHOM padoThI CTy/ICHTa 3 X

3. OIMCAHHUE JUCHUIIJIMHBI

Henp udyyenus: ucuunInabl «Kaaposoe 1e101pon3BOACTBO H APXUBbI IOKYMEHTOB I10
JUYHOMY COCTaBY» — (OPMHPOBAHME 3HAHWH, YMEHUH M HABBIKOB, HEOOXOJUMBIX JUIs
NPaKTUYECKOH pPabOThl MO OpraHu3alUKi KaJpoBOTO JAEJIONPOU3BOACTBA U JOKYMEHTHPOBAHHIO
TPYIOBBIX OTHOILICHUM.



3agaun AUCHUNJIMHBI:

— copMHUpOBaTh KOMIUIEKCHOE MPEACTaBICHHE O CUCTEME JOKYMEHTAlUU IO JUYHOMY
COCTaBy;

— O3HAKOMUTH CTYIEHTOB C 3aKOHOJATEIbHBIMU M HOPMATHUBHO-IIPABOBBIMH aKTaMH,
pEerIaMeHTHPYIOIUMHU PabOTy C TOKYMEHTAMH I10 IMYHOMY COCTaBY (KaapoBOH TOKyMEHTAIIUEH );

— W3yYUThb U OCBOUTH IMpaBWiIa O(GOPMIIEHUS OPraHU3AIMOHHBIX, PACHOPSAUTEIBHBIX,
YUYETHBIX, HHPOPMAITMOHHO-CIIPABOYHBIX KaJIPOBBIX JTOKYMEHTOB,

— HAY4YUTb OPraHU30BBIBaTH pPa0OTy KagpoBOl CIyXKObl, COCTaBISITH JIOKAJIbHbIE
HOPMATHBHBIEC AKThI, PETJIAMEHTUPYIOIIUE €€ IS TEIIbHOCTD;

— Oo0yuyuTh MpaBWUJIaM CcHUCTEeMaTH3aluu, (OPMHUPOBAHUS M XPAHEHUS JHMYHBIX JeT B
JIeTIONPOU3BOJICTBE OpPraHU3aI|H.

TpebGoBanus K pe3yJbTaTamM OCBOEGHHS AUCHMIIMHBI. [Iponecc u3ydeHUs AUCHUILIMHBI
«KangpoBoe Aenonpou3BOJACTBO M apXHUBbI JIOKYMEHTOB MO JUYHOMY COCTaBYy» HallpaBjeH Ha
dbopMuUpOBaHUE IEMEHTOB clleAyomux kommerenuuii B coorsercteuu ¢ ®I'OC BO PO, 'OC BO
JAHP (npoexT) mo HampasieHuio 1noaArotoBku 46.03.02 JlokyMEeHTOBEIEHHE U apXHUBOBEICHHUE U
OCHOBHOI1 TpodhecCHOHaIbHOM 00pa30BaTeNbHON MPOrPaMMBbI BBICIIIETO 00pa30BaHuUs HAMIPABICHUS
noaroroBku 46.03.02 JlokyMeHTOBeIEeHWE M apXWUBOBeAcHHE, Mpodmisa: «JlokymMeHTOBeIeHUE U
aApXUBOBEICHHEY!

Ilpogheccuonanvnvie komnemenyuu (I1K):

Crioco0eH oCyIEecTBIATh aIMUHUCTPUPOBAHUE U OPTaHU30BbIBATh

I1K-5
JAOKYMCHTAIITMOHHOC obecrieyeHue pa6OTLI C NICPpCOHAIIOM

NHaukaTopsl JOCTHXKEHHSI KOMIETEHIMHA W pe3yJbTaTbhl o0yuyeHus. JlocTmkeHue
KOMIICTEHIIMI OIICHUBACTCS HA OCHOBE TAKMX MHIUKATOPOB U COOTBETCTBYIOIIMX UM PE3yJIbTaTOB
00yJeHus:

IIpodeccnonaabHble
NuaukaTopbl Pe3yabTarbl 00yyenust
KOMIIETEHIIN T
[1K-5. Ciocoben [1K-5. 1-1. 3HaeT 3aKOHOAATENbHOE U HOPMATUBHO-
OCYIIECTBIIATh AHanm3upyer METOJINYEeCKOe 00ecTieueHIe KaJ[pOBOTO
aJIMHHUACTPUPOBAHUE U | TIPOIIECCHI pabOTHI C | JCIONPOU3BOJICTRA
OpraHU30BHIBAThH MIEPCOHAJIOM H UX 3HaeT paboTy KaJpoBOH CIIy»ObI, €6 OPraHU3aIIUIO,
JIOKYMEHTAI[HOHHOE JOKYMEHTAIlMOHHOE | 00S3aHHOCTH M OTBETCTBEHHOCTH
obecrieyeHne paboTsI ¢ obecrieueHne 3HaeT cocTaB, Ha3HAUEHUE U TIpaBmiIa OHOPMIICHHS
NIEpCOHAIIOM KaJpOBOW JOKYMEHTAI[U!

3HaeT mporecchl paboThI ¢ IEPCOHATIOM U UX
JIOKYMEHTAIIHOHHOE 00eCcTicueHUE

3Haet npaBmia GOPMHUPOBAHUS JIMYHBIX JIET
COTPYHHUKOB OpPTaHU3aIIAN

YMeeT NpUMeHSTb HOPMAaTUBHBIE H METOTUIECKHE
JIOKYMEHTBI, perflaMeHTHPYIONINE KaJpOBOe
JEJIONPOU3BOJICTBO

YMeeT cocTaBIsTh U OPOPMIISITH KaAPOBYIO
JIOKYMEHTAIIHIO

YMeeT aHanu3upOBaTh JOKYMEHTOO00POT KaipOBOi
CITYKOBI

YMeer obecreunBaTh JOKYMEHTATLHOE
COITPOBOKJICHUE KaJIPOBBIX TPOIIECCOB

YMeeT KOMIUIEKTOBATS JIeNa 110 JITYHOMY COCTaBy,
MOMEIIIATh KaPOBBIC TOKYMEHThI HA XPaHCHHE B
COOTBETCTBHH C CYIICCTBYIONUMH HOPMaMHU




4. ®OPMbI OPTAHU3ALIMA YYEBHOT'O ITPOIIECCA M COJIEP)KAHUE
TACIATLITAHBI

Jucuunnuza «KazpoBoe 1e10Nnpou3BOICTBO U apXMUBBI JOKYMEHTOB 110 JUYHOMY COCTaBY»
npeaycMaTpuBaeT cienyromue GopMbl OpraHu3ali yueOHOro mporecca: JIEKINUH, NPaKTHIeCKue
3aHATHSA, JJAOOPATOPHBIE 3aHATHSI, CAMOCTOSATEIILHYIO pa0OTy CTYAEHTOB.

Marepuan =~ u3naraercsi € WCHOJb30BaHUEM  OOBSICHUTEIBLHO-WUIIOCTPATHUBHBIX,
IBPUCTUYECKUX U HCCIEHAOBATEILCKUX METOAOB IpenojaBaHus. lIpu mpoBeneHun nekuui s
00CyX/IeHUsI MaTepuayia IIUPOKO HCIHOJb3YIOTCA MYJIbTUMENUNHBIE NPE3CHTALUH, Pa3laTOYHbIE
MaTepualibl, ClielMaIbHOE 000PYA0BAHUE.

B yueGHOM mpouecce MIUPOKO NPUMEHSIIOTCS AKTUBHbIE M HHTEPAKTUBHBIE (HOPMBI
NpoBEICHUS 3aHATHH (pa300p KOHKPETHBIX CHTYallWd, BBIOJHEHHWE 33aHUN 10 COCTaBJICHUIO
Ooubnuorpaguueckux ONUCAaHMH Ha pa3Hble BHJbl JOKYMEHTOB, JHUCKYCCHUS, IIOJIEMHKA),
BHEAYAUTOPHAs CaMOCTOsTeNbHAs paboTa, Oa/lIbHO-PEUTHHIOBAs CUCTEMA OLEHKU YCIIEBAEMOCTH,
JUYHOCTHO-OPUEHTUPOBAHHOE 00yUEHHE.

B y4eOHOM mpouecce HUCHONB3YIOTCS HMHTEPHET-PECYPChl IO  JaHHOMY  KypcCy;
paccMaTpUBAIOTCSl CUTYallMd, MAaKCUMaJbHO MPUOJIMKEHHbIE K KOHKPETHBIM MPAaKTHYECKUM
CUTYalUsIM, TECTbI, CAMOCTOSATEIbHAs paboTa.

CamocrosarenbHass paboTa CTYJEHTOB IPEeIyCMaTPUBAET BBIIOJIHEHWE WHIUBHIYaIbHbBIX
3aJaHHid, TOATOTOBKY K TMPAKTHYECKUM H Ja0OpPATOPHBIM 3aHATHSAM, H3ydeHHE Yy4eOHOH u
METOJMYECKON JIUTEPATYphl, COCTABICHUE KOHCIIEKTOB, 3aIUTY IPE3CHTAlNl U JTOKJIa10B.

Temarnueckuii miian «Kaaposoe 1e;10npou3BoOACTBO
H APXHUBBI JOKYMEHTOB 110 JINYHOMY COCTABY»

Tembl | Bonpocekl Tem
Cooepoicamenvhutit Mmooy 1.
3akonooamenvrnoe, HOPMAMUGHO-MEMOOUUECKOE U OPZAHUZAUUOHHOE PEYTUPOSAHUE
KAopoeoil dessmenvHOCHmU U padomol ¢ KAOPOBbIMU OOKYMEHMaAMU
1. Kagposas cayx6a B | 1.1. Otaen kagpoB, yrpaBieHHE KaIpoB, CIyk0a yIpaBIeHHUs IEPCOHATIOM.
anmapare ynpasieHus: | 1.2. MecTo KazpoBoii Ciry>KObI B yIIpaBJIeHYECKON CTPYKTYpE OpraHU3alHu.
1.3. CtpykTypa KaapoBoii ciry:KO0bI (CITy>KOBI YIIPaBJICHHUS IEPCOHATIOM).
1.4. 3agauu v GYHKIUH KaJPOBOH CIYXKOBI.
1.5. JIomKHOCTHOM M YUCIIEHHBIH COCTaBBI CITYKOBI KaJIpoB (CITyKOBI
yIpaBJeHUS IEPCOHATIOM).
1.6. PykoBouTen# 1 CIEUaINCThI KAAPOBOH CITYKOBI.
1.7. TpeGoBaHMsI K KaIpOBBIM CIICITUAIACTaM, KBATH()UKAIIMOHHEIE
XapaKTePUCTUKHU KaJJPOBBIX CHEIUAINUCTOB.
1.8. TumoBble TOMKHOCTHBIE 003aHHOCTH KaJIPOBBIX CIICIIHAIICTOB.
1.9. IlpodeccronanbHbIN cTaHAAPT CIIELHATIICTA 10 YIPABICHUIO IEPCOHAIOM.
1.10. O60011eHHBIE TPYAOBBIE GYHKINH, TPYAOBbIE (GYHKLINH, TPYIOBbIE
JEHCTBUS.
1.11. OTBeTCcTBEHHBIE 3a BEJIEHNE KaIpOBOTO JEIOMPOU3BOICTBA U 32 pabOTy C
TPYILOBBIMH KHHUKKaMU.
1.12. OTBeTCcTBEHHOCTH paboTONATENCH 3a HAPYIIIEHUE TPYIOBOTO

3aKOHOJIATEJILCTBA.
2. [IpaBOBBIE OCHOBBI 2.1. YpoBHH PaBOBOTO PETYIHUPOBAHUS JISATEITHLHOCTH KaJPOBOH CITYKOBI
(YHKIIMOHUPOBAHUS (nepapxuyeckas KiaccuUKaIysi HOpMaTHBHO-TIPABOBBIX aKTOB).
KaJpOBOH CITyKOBI™ 2.2. Konctutynusa Honeukoit Hapoanoii Pecriyonuku (JJHP).

2.3. SI3bIK KaJpOBBIX TOKYMEHTOB.

2.4. Konekc 3akoHOB 0 Tpy/e Ykpaunsl (B pegakiuu oT 01.04.2014).
2.5. 3akonsr JIHP:

2.5.1. «O nepcoHaIbHBIX JaHHBIX).

2.5.2. «O rocynapCTBEHHON IPaXkIaHCKOM CIyxKOe».

2.5.3. «O06 omutare Tpyaay.




TeMbI

Bonpocekl Tem

2.5.4. «O0 oTmyckax».

2.5.5. «O06 oOpaleHUsIX rpasKaam».

2.5.6. «O comuanbHO 3alIuTe HHBAIUIOB.

2.5.7. «O06 ocHOBax cuCTEeMbI MPOPUIAKTHKH ITPABOHAPYIICHUH B JOHEIIKO#H
Hapognoii Pecrrybmuke».

2.5.8. «O 3aHATOCTH HAaCEICHUS.

2.5.9. «O06 oxpane Tpyaa».

2.5.10.«0 rocynapcTBeHHOU TaliHEY.

2.5.11. «O0 371eKTPOHHOM MOITUCH.

2.6. 3akoHBI YKpauHHI:

2.6.1. «O HaMOHAILHOM apXHUBHOM (DOHJIC U apXUBHBIX yUpexIeHUIX»; «O
KOJIUICKTUBHEIX IOTOBOPAX ¥ COTIIAMIEHUAX» (B pemakimu oT 24.07.2013).
2.6.2. IlpaBuna paboThl apXUBHBIX HOAPa3AeICHUN OPraHOB rOCyJapCTBEHHOM
BJIACTH, MECTHOI'O CaMOYIIPABIICHUS, IPEANIPUATUHN, YUPEKICHUN U
opranu3zaimii (ot 16.03.2001 Ne 16).

2.6.3. TlepedueHb THIOBBIX JTIOKYMEHTORB, 00pa3yIOIIMXCS B MPOLIECCE
JEeSITETBHOCTU TOCYTAPCTBEHHBIX OPTaHOB U OPTaHOB MECTHOTO
CaMOYTIPaBJICHUS, IPYTUX YUPEKIACHUHN, NPEANPUITUA U OpraHU3alni, ¢
yKa3aHHEeM CPOKOB XpaHeHHUs ToKyMeHTOB oT 12.04.2012 Ne 578/5.

2.7. llocranosnenus [IpaBurenscrea JJHP.

2.8. Ilpuka3sl MuHHCTEpCTBA TpyIa U corpansHoi monutuku JJHP: «O6
YTBEP)KICHUU VHCTPYKIIMHU 110 3aII0JIHEHHIO TPYIOBBIX KHIDKEKY; «O0
yTBepkacHuu [lopsiaka nepeodopmieHus TpyAOBOH KHIKKH, (hopMa KOTOPOH
HE COOTBETCTBYET JACUCTBYIOLIEMY 3aKOHOAATENLCTRY JJHP».

2.9. Ilpuka3pl 1 HOpMAaTUBHO-METOAMYECKHUE JOKYMEHTHI [ TaBHOTO
TOCYJJApPCTBEHHOT'O YIIPaBJICHUS IOKYMEHTAIIHIOHHOTO 00ECTIeUeHNUs 1
apxusHoro nena JIHP (ITYZJOAN).

2.10. YaudumuposanHbie GOpMbI IEPBUYHON yUETHOW JOKYMEHTALIMH 110
yUYeTy TpyAa U OIUIaThl NpeupusTHid 1 Pa3bsicHEHUs K HUM.

2.11. KnaccudukaTtopsl 1 HallMOHANIbHBIE cTaHAapThl Poccuiickoit deneparn
B 00JIaCTH yNpaBieHUS IEPCOHAIOM U KaJIPOBOI'O JIEIONPOU3BOICTBA!
2.10.1.Pa3pscHenuss MUHTpyAa IO ITEPeXoly Ha POCCHICKYIO CUCTEMY
KJ1acCU(pHUKaIuu npodeccuii:

2.10.2.O6mepoccuiickuii knaccupukaTop npodeccuii paboumx, JTOJKHOCTEH
ciykamux u TapuHsix paspsgos (OKIIATP).**

2.10.3. O6wepoccuiickuii knaccuduxarop 3ansruit (OK3).**

2.10.4. Enunblii Tapu@HO-KBaTHM(PHUKAIIMOHHBINA CIIPABOYHUK paboT U
npodeccuii padouux (ETKC).**

2.10.5. Equnebrii kBanmu(UKaMOHHBIN CIIPABOYHUK JTOJKHOCTEH
PYKOBOAMTENCH, CICIMATUCTOB U apyrux ciysxkarmx (EKC).**

2.12. JlokanbHbIe HOPMATHBHBIC aKTHI.

2.13. Tlonoxenne o KaipoBoii ciyxoe.

2.14. JTomKHOCTHBIE UHCTPYKIMH COTPYIHUKOB KaJPOBOH CITYKOBI.

2.15. MHCTpYKIHS IO KaJPOBOMY JICTIONPOH3BOJICTBY.

Cooeporcamenvnuutiit mooyas 2. Cocmae Kaopoeoii 00KymMeHmayuu

3. Opranu3anuoHHO-
MIPaBOBBIE KaJIPOBBIE
JOKYMEHTBI ™

3.1. CocraB KagpoBOil JOKYMEHTAIIHH.

3.2. OpraHu3alOHHBIE KaJPOBbIC JIOKYMEHTHI.

3.3. [IpaBuia BHYTpEHHETO TPYIOBOTO pacropsiaka.**

3.4. TlonoxeHue 0 3alUTe MEPCOHATBHBIX JTaHHBIX.

3.5. llltaTHOE pacrucanue, CTPYKTYpa U IITaTHAsI YUCICHHOCTb.

3.6. I'paduk oTmyckoB.**

3.7. KonnekTHBHBIN 10TOBOP. **

3.8. Ilonoxenue 00 ormnare Tpyaa.**

3.9. CiocoObl 03HAKOMJICHHS C JIOKAJIbHBIMU HOPMAaTHBHBIMH aKTaMH.

4. PactiopsimuTelIbHBIC
KaJJpOBBIE IOKYMEHTBI ™

4.1. Ha3naveHue KaapOBBIX ITPUKA30B.
4.2. Tlpuka3sl pyKOBOJUTENS OPraHU3aIMH 10 JITYHOMY COCTaBYy.
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4.3. ®opma NepBUYHBIX YUETHBIX JOKYMEHTOB.

4.4. Obs3aTenpHBIC PEKBU3UTHI PUKA30B M0 TUIHOMY COCTaBY.
4.5. Odopmienue KaapoBbIX TPUKA30B.

4.6. TekcT KaapoOBbIX IIPHUKA30B.

4.7. O3HaKOMJICHHE ¢ KQJIPOBBIMH NPHUKA3aMHU.

5. YueTHbIe KaApOBEIE
JOKYMEHTBI*

5.1. JInynHble KapTOUYKH PAOOTHHUKOB.

5.2. Yaudunuposannas gopma T-2.

5.3. BHeceHue cBeJicHUH B TMYHYIO KQpTOUKY.

5.4. JIokyMeHTHI, HEOOXOAMMBIE JUIS 3aIIOTHEHUS INIHON KapTOUKH.

5.5. 3anonHenue pa3aenoB IMYHON KaPTOUKH.

5.6. INoanucanue TMYHON KaPTOUKH.

5.7. BHecenne n3MeHEHUH B TUYHYIO KapTOUKY.

5.8. JIMYHBII TUCTOK MO yYETY KaIpOB, JOMOJHEHUE K HEMY.

5.9. TpynoBble KHHXKKH paOOTHUKOB.

5.10. PernamenTarus paboThI C TPYJOBBIMU KHI)KKAMH.

5.11. Ogopmiienne TPyAOBOH KHIDKKA pAOOTHHUKY, MPUHATOMY Ha paboTy
BIICPBEIE.

5.12. braHK TpyJOBOM KHMKKH.

5.13. ®opmbl TPYIOBOI KHIKKH 1 BKIIQ/IBIIIA B HEE.

5.14. Tlops 10K 3aMOJHEHHSI TUTYJIBHOTO JIUCTA TPYAOBOM KHUKKH.

5.15. 3amonHeHne pa3aenaoB TPYAOBOM KHUKKH.

5.16. O3HakomIIeHIE paOOTHHUKA C 3aITUCSIMHU, BHECEHHBIMHE B TPYIOBYIO KHIDKKY.
5.17. 3aBepeHue 3anuceit TPYJ0BON KHUKKH.

5.18. BHeceHre U3MEHEHHH B TPYAOBYIO KHHXKKY.

5.19. VcnipaBneHus B TPyIOBOW KHUXKKE.

5.20. Beigaua TpynoBOil KHIDKKHA PaOOTHHUKY.

5.21. lybnukar Tpy10BOil KHMKKH.

5.22. BknajpIi B TPYAOBYIO KHIDKKY.

5.23. Kaura y4deTa ABMKEHHS TPYIOBBIX KHIKEK M BKJIA IBIIICH B HUX.

5.24. TlpuxoaHO-pacXoHas KHUra MO y4deTy OJaHKOB TPY/IOBON KHIKKH H
BKJIQ/IBIIIA B HEeE.

5.25. XpaHeHne TpyAOBbIX KHUKEK.

5.26. Tabenu y4era pabouero BpeMeHH, MOPSIJIOK BEJICHUs Ta0eleH.

6. Madopmarnronso-
CTPaBOYHBIEC KaJJPOBBIE
JOKYMEHTBI ™

6.1. JlokyMEHTbI — OCHOBaHHS K IIPUKA3aM I10 JIUYHOMY COCTaBy.**
6.2. 3asBneHwMs.

6.3. JloknamHeie, Ciry>keOHbIE B O0BICHUTEIbHBIC 3AITUCKH.

6.4. CrpaBku.**

6.5. IIpeacraBneHus.

6.6. YBegoMiieHu.

6.7. AKTBL**

6.8. IIpoTokombL.**

6.9. oBepeHHOCTH.*™

6.10. XapakTepUCTUKH.

6.11. Pestome.

6.12. O0s3aTeIbCTBA O HEPA3IIIALICHUH CBEICHUH, corjiacke Ha cOop, 00pabdoTKy
Y XpaHEHHE MEPCOHABHBIX JTAHHBIX.

6.13. 3aBepeHne KON KaJPOBBIX JIOKYMEHTOB. **

Cooeprrcamenvhutit Mooyas 3. [[oOKyMeHmMUPOBaHUE RPOUECCO8 OBUICEHUS KAOPOB

7. Ilpuem paboTHHKA
Ha paboty™

7.1. JleticTBus paboTOATENS A0 3aKIFOUYCHUS TPYIOBOTO JOTOBOPA.
7.2. IlomaroBblif anropuT™M NPUHATHS paOOTHHKA Ha padoTy.

7.3. JOKyMeHTHI, IPEeJOCTaBIIsIEMbIE TP NOCTYIUICHHH Ha padoTy.
7.4. JImdaHOE 3asgBJICHHE PaOOTHUKA.

7.5. TpymoBoii 1OTOBOD.

7.6. CTOpOHBI TPYIOBOTO IOTOBOPA.

7.7. CpodHBIH TPYIOBOI JOTOBOP.

7.8. JloroBop Ha HEONPEAEICHHBII CPOK.
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7.9. ConeprkaHue TPYJIOBOTO JJOTOBOPA.

7.10. O0s13aTenbHbIe W JOMOJTHUTENBHBIC YCIOBUS, BKIIIOYaeMbIe B TPYAOBOU
JIOTOBOP.

7.11. Ilognmcanne TPyIOBOTO AOTOBOPA.

7.12. BeryruieHue B CHITY.

7.13. Peructpanus TpyI0BOTro JOTOBOpa.

7.14. Hapymenus pu opOpMIICHUN TPYAOBOTO AOTOBOPA.

7.15. Ilpuka3 o mpueme paboTHHKA Ha paboTy.*™

7.16. Peructpanysi mpukazoB o MpreMe Ha padoTy.

7.17. O3HakomIieHUE pabOTHHKA C IPUKA30M O MPHEME Ha padboTy.*™

7.18. BHeceHne CBEJCHMH B TPYJOBYIO KHIDKKY PaOOTHHKA W 3arOJIHCHHE
CBEJICHUH B JIMYHOM KapTouke pabOTHHUKA.

7.19. AprymeHTupoBaHre 000CHOBaHHE OTKa3a O IPUHITHHU Ha paboTy.

8. IlepeBox paboTHUKA
Ha JIpyTyIo paboTy.
N3menenne
OIIpeAEIEHHBIX
CTOpPOHAMU YCJIOBHUI
TPYJIOBOTO AOTOBOpa™

8.1. M3meHeHus onpeiesicHHBIX CTOPOHAMH YCIOBUN TPYIOBOTO JJOTOBOPA, B
TOM YHCIIE TIepeBO/I pa0OTHHKA Ha IPYTYIO padoTy.

8.2. IlepeBox k Apyromy pabOTONATEINIO.

8.3. IlnuceMeHHOe coracue pabOTHUKA Ha MEePEBO/I.

8.4. IlepeBon 6e3 cornacusi pabOTHHKA.

8.5. 3asBnenne pabOTHHKA O ITEPEBOJIE.

8.6. [IpencrasieHue Ha IEPEBOI.

8.7. YBenmomiieHue o mepeBoJie.

8.8. JlonoiHHUTENRHOE COTTIANIEHUE K TPYIOBOMY JIOTOBOPY.

8.9. Ilpukas o meperojie Ha APYTyIO padoTy.

8.10. BHecenue 3amucu o IepeBoJie B TPYIOBYIO KHIDKKY paOOTHHUKA U €ro
JHYHYIO KapTOUKY.

8.11. IlepeBox IO MHUIMATHBE PAOOTONATENS U TIO OOCTOATENBCTBAM, HE
3aBUCSIIAM OT BOJIM CTOPOH.

8.12. Hecornacue pabOoTHHKA Ha MIEPEBOJT U MPEATIOKEHNE UHOM, UMEIOIIEHCS Y
paboTonaTens pabOTHI.

8.13. [lepemeinienue paboTHHKA Ha Apyroe padodee MeCTo.

8.14. BpeMeHHBIH 1epeBo/I.

9. [IpenocraBnenne
OTITyCKa paOOTHUKY™

9.1. ExxerosiHbie OIIaYMBAaEMbIE OTITYCKA U UHBIC BUBI OTITYCKOB.

9.2. TIpaBo pabOTHHKA HA €KETOTHBIN OTUIAYNBAEMBIN OTITYCK.

9.3. O0s13aHHOCTH PabOTOAATE IS IPESIOCTABIICHHUS €KETOAHOTO OIIAYUBAEMOT0
OTIyCKa paOOTHHUKY U BBITLIATA JICHEKHOI KOMIICHCAIIMH 32 OTITYCK.

9.4. TlopsioK MPETOCTABICHUS €XKETOHOTO OTIAYUBACMOTO OTITyCKa
pabOTHHKY.

9.5. [IpomoIKUTENEHOCTh OTITYCKOB.

9.6. Ucuuncnenue CpoKoB OTITyCKa.

9.7. [lenenue OTIyCKa HA YaCTH.

9.8. Ilpenocrarienue oTnycka padOTHUKY HE 10 rpaduKy OTITYCKOB.
9.9. 3asBnenwue Ha OTITyCK.**

9.10. Ilpuka3 o mpeoCTaBICHUH OTIyCKa pabOTHHKY. **

9.11. O3HakoMJICHHE C TIPUKA30M Ha OTITyCK.**

9.12. Tepuoy paboThI, 32 KOTOPBIH MPENOCTABISETCS OTITYCK PAOOTHHKY.
9.13. IlepeHoc naTHI OTIYCKA.

9.14. Y4er oTIycKoB padOTHHKA.

10. Hampasnenue
paboTHuKa B
KOMaHJIUPOBKY™

10.1. TTonsTre «cinyxeOHass KOMaHAUPOBKay. [IpaBoBOE peryupoBaHue
BOIPOCOB HAPaBJICHUs] pAOOTHUKOB B CITy>KEOHbIE KOMAaHIUPOBKH.
10.2. KaTteropuu pabOTHUKOB, KOTOPbIE HE MOT'YT OBITH HalpaBJICHbI B
KOMAaH/IMUPOBKH FJIM MOTYT OBITh HaIPaBJICHBI TOJIBKO C UX MMMCHMEHHOTO
coracus.

10.3. IluceMeHHOE coracue padOTHHUKA Ha HANPABJICHHUE B CIIY>KEOHYIO
KOMaH/IUPOBKY.

10.4. OopmiieHue ci1ykeOHOM KOMaHIUPOBKH.
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10.5. PacniopsbxeHue paboToaaresis, MpuKa3 O HalpaBICHUH PaOOTHHKA B
KOMAaHTUPOBKY.

11. Moompenue
paboTtHuKa*

11.1. TlonsiTHe «MOOIIpPEeHNE pabOTHUKAY.

11.2. Buapl noompeHus: paboTHUKA.

11.3. Tlpoueaypa nmoompeHust pabOTHHKA.

11.4. OcHoBaHus IS U3JAHUS TIPUKA3a O MOOIIPEHHUH.
11.5. Ilpuka3s o mooupeHn: pabOTHHKA.

11.6. 3amuicu 0 OOMPEHUSIX B TPYIOBOH KHIDKKE.

12. BeiHecenue
JUCIMILTHHAPHOTO
B3BICKAHUA™

12.1. TlonATHS «INCUUILTHHAPHBIN IPOCTYIOK» U «IUCIUILTHHAPHOE
B3BICKaHHE).

12.2. HencnoiHeHue Wi HEHAAJIEKAIEe UCIIOJTHEHHE PAOOTHHKOM
BO3JIOXKEHHBIX Ha HETO TPYJIOBBIX 00S3aHHOCTEH.

12.3. Buabl TUCIUILUTHHAPHOTO B3BICKAHUS.

12.4. Tlopsimok JOKYMEHTAILHOTO O(GOpMIICHHS JUCIUTLTUHAPHOTO B3BICKAHHS.
12.5. IluceMeHHBIE 00BICHEHUS OT PAOOTHHUKA.

12.6. ®ukcarus paxTa COBEPIICHHUS TUCIUILTHHAPHOTO MPOCTYITKA.

12.7. AxT, puKCHpYIOLINIA 0TKA3 AaBaTh OOBSICHEHUSI.

12.8. PemieHre 0 HaOKECHUHU B3BICKAHHUSL.

12.9. Tlpuka3 pyKoBOIUTENS O MPIMEHEHUH TUCITUTUIMHAPHOTO B3BICKAHUA.
12.10. AkT 00 OTKa3e 3HAKOMUTHCS C TIPUKA3OM.

12.11. Cpoku HaJIOKEHUS AUCIUIUIMHAPHOTO B3bICKAHUSL.

12.12. CHsTHE TUCIHMITTMHAPHOTO B3BICKAHUSI.

12.13. YBoJbHEHHE KaK Mepa TUCIUIUTMHAPHOTO B3BICKAHUSI.

13. YBosibHEHHUE
paboTHHKA WK
MpeKpalieHHe ¢ HUM
TPYJOBOTO AOTOBOpa™

13.1. ToHsTHA «YBOJIBHEHHUEY, (IPEKPAlICHUE TPYIOBOTO IOTOBOPAY,
«pacTop KeHUe TPYIOBOTO JIOTOBOPAY.

13.2. OcHoBaHus YBOJILHEHHUSI pPAOOTHHKA.

13.3. YBoiBbHEHHNE PAa0OTHHKA MO COOCTBEHHOMY JKETaHUIO.

13.4. Tlpouenypa yBolbHEHUST paOOTHHKA.

13.5. Brigaua konuii JOKyMEHTOB paOOTHHUKY IPY YBOJIBHEHUH.

13.6. YBenomienue paboronaTesnsi 006 yBOJIBHEHUU 10 COOCTBEHHOMY
KEJaHHIO.

13.7. 3asBnenue paboTHUKA 00 yBOJIbHEHHH. **

13.8. OT13bIB 3asBi1eHUS 00 YBOJILHEHHH.

13.9. Ipukas o0 yBoabHEHUH pabOTHHUKA. **

13.10. 3amucu 00 YBOTBHEHUH B TPYIOBOM KHIKKE M JIMYHOM KapTOUKe
paboTHHKA.

13.11. laTa npekpalieHus TpyI0BOTO JIOTOBOPA.

13.12. Beiiaua Tpy10BO# KHHKKH.

13.13. YBoJBbHEHHE O COTJIAIIEHUIO CTOPOH.

13.14. YBoibHEHHE B CBSI3U C HCTEYCHHEM CPOKa TPYIOBOTO JOTOBOPA.
13.15. PacTtop:keHune TpyAOBOTO JIOTOBOpa ¢ pabOTHUKAMH B cliydae
JUKBUIALUHA OpTaHU3alHu.

13.16. YBoJIbHEHHE B CBSI3U C COKPAILLICHUEM YUCICHHOCTH MJIH LITaTa
pabOTHHKOB.

13.17. YBOJIbHEHHE B CBSI3U C HECOOTBETCTBHEM PAaOOTHHUKA 3aHUMAaEMOM
JOJKHOCTH MK padore.

13.18. YBosIbHEHHE B CBSI3U CO CMEHOM COOCTBEHHHKA UMYIIECTBA.
13.19. YBoJbHEHHUE KaK Mepa IUCIUTUIMHAPHOTO B3bICKAHUSI.

13.20. YBosbHEHHE B CBSI3U C PEAOCTABICHUEM PAOOTHUKOM MOATI0KHBIX
JOKYMEHTOB NP 3aK/II0YEHUH TPYAOBOTO AOTOBOPA.

13.21. YBoJIbHEHHE B CBA3HU C IIEPEBOJIOM K IPyroMy paboToAaTeIro.
13.22. YBojbHEeHHE PaOOTHHKA B CBA3U C OTKAa30M OT IIPOJIOJDKEHHUS paOOTHI.
13.23. YBOJbHEHHE B CBSI3U C OTKA30M pa0OTHUKA OT IEPEBOIa.

13.24. TlpekpaiiieHre TPYA0BOIO AOrOBOPa B CBA3U C 00CTOATEILCTBAMH, HE
3aBUCSAIIMMHE OT BOJIU CTOPOH.
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13.25. [pekpaienue TPyA0BOro AOTOBOPA B CBSI3U ¢ HAPYIICHUEM MTPABUI €TI0
3aKJIFOYEHUSI.

Opzanuzayus

CooepicamenvHulit MoOyb 4.
Yema u XpaHeHus 00KyMeHmos no TUYHOMY COCABY OP2aHu3ayu

14. PaGora ¢ xagpoBoit
TOKYMEHTAaIHen™

14.1. JIsmxeHne KaJpoBBIX TOKYMEHTOB.

14.2. Peructparys JOKyMEHTOB 110 THYHOMY COCTaBY.

14.3. XypHanbHas 1 aBTOMAaTU3MPOBAHHAS! CHCTEMBI PETUCTPALIUH KaJPOBBIX
JOKyMEHTOB.

14.4. O6s3aTenbHBIC PETHCTPAITHOHHBIC (DOPMEL.

14.5. Peructpupyemsbie JOKyMEHTHI KaJpOBOH CITYKOBI.

14.6. XXypHanbl perucTpaluy KaJpoBbIX JOKYMEHTOB.

14.7. XXypHans! peructpanuu KaJpoBbIX IPHUKa30B.

14.8. XXypHanbl perucTpaluui TpyIOBBIX JOTOBOPOB U JOMIOTHHUTEIBHBIX
COTJIAIICHUH K TPYJOBBIM JOroBopam.**

15. Benenue
nH(GOPMAITMOHHO-
CIpaBOYHOU pabOTHI U
opranuvsanusa XpaHCHus
JTOKYMEHTOB TI0
JUYHOMY COCTaBy™

15.1. UadopmanmoHHO-CIIpaBoYHast paboTa ¢ KaapoBOi JOKYMEHTAIIEH.
15.2. Opranuzanus XpaHeHHs JTUYHBIX KapTOUYeK PaOOTHHUKOB.

15.3. CucreMaTu3saius JIMYHBIX KAPTOUCK.

15.4. Homenknarypa e KaapoBoi ciiy:k0bl. DopMa HOMEHKIATYPBI JIe
CTPYKTYPHOTO TIOJTpa3/ICTICHHUS.

15.5. CocraBiieHre HOMEHKJIATYPBI e, **

15.6. DkcniepTH3a HEHHOCTH TOKYMEHTOB KaJIpOBOH CITYKObI, €€ HOPMAaTUBHO-
METOJINYeCKast OCHOBA, OPTaHU3AIMS U MOPSAIOK MPOBEICHISL.

15.7. IIpukasbl co CpPOKOM XpaHEeHHS JeT 75 Jer.

15.8. IIpukasbl co CPOKOM XpaHEHHS 5 JIeT.

15.9. Cpoku xpaHeHHs KaAPOBOH JOKYMEHTAIINH.

15.10.JInunoe nemo paboTHHKA.

15.11.CocTaB 10OKyMEHTOB JIMYHOTO Jiea pabOTHHKA.

15.12. DopmupoBaHue, BeICHUE U XpaHEHHE JINYHBIX JIEII.

15.13.Tlopsnok pa3MenieHns: JOKYMEHTOB B INYHOM JIeJIe.

15.14. BHyTpeHHSS ONMUCH TUYHBIX ATl

15.15.Bre1gaua TUYHBIX OETT.

15.16.03HakoMIIeHHE PAOOTHUKA C IMYHBIM JIEIOM.

15.17.CocTaB TOKyMEHTOB KaJIpOBO# CITY>KOBI, MTOIISKANTUX TIepeaade B
apXWB.

15.18.IIpaBuiia MOArOTOBKH JOKYMEHTOB IO JJUYHOMY COCTaBY K Iepeaaie B
rOCy/IapCTBEHHBIE 1 MyHUITUTIAIEHBIE APXUBHI.

15.19.Tlopsii0K YHUYTOXKEHHS IOKYMEHTOB C UCTEKIITMMHU CPOKAMHU XPaHCHHSI.

Crpykrypa mucuuninnbl «Kaaposoe ges10npon3BoacTso
" APXUBbI JOKYMEHTOB 110 IUYHOMY COCTaBY» I10 BUAaAM y‘lCﬁHOﬁ JEATCJIBbHOCTH

Ha3zBanus CoA€CpKaATEJIbHBIX MOZly.]16]7[
H TEM

KoaunuecTBO 4acoB

Ounas ¢popma o0yuenus | 3aounasi popma o0yueHust

BT. Y. BT. Y.
g s} g fea)
S | s 2 S
Q = Q =
2|z 2| s
5 = S =
o S = 9 8 o = = 9 8
) > < =S ) > < =3
Q 9] o S s Q [P o S s
as] = = O ol M = = O a
Cooeporcamenvholit Modyns 1. 3akonooamenvnoe, HOpMAMUBHO-MEM OOUUECKOE U OPZAHUIAUUOHHOE
pezyiuposanue Kaoposoil 0eameabHOCmU U pabomol ¢ KAOPOSbIMU OOKYMEHMAMU
9 3 2 4 9 1 - 8

1. Kanmposas cinyx0a B anmapare

yIpaBIeHU
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2. HpaBOPBIC OCHOBBI (PYHKIIHOHMPOBAHHS 15 5 4 6 15 1 3 14
KaJIPOBOH CITY>KOBI™
Hroro no conepxarebHOMY MOAYJIIO 1 24 8 6 10 24 2 — 22
Cooepircamenvhotit mooyap 2. Cocmas Kaopoeoil 00OKymeHmauuu
3. OpFaHI/ISa*I_II/IOHHO-HpaBOBLIe KaJIpOBBIC 75 | 15 2 4 75 | 05 1 6
JTIOKYMEHTBI
4, Pacnopﬂ)l*menbﬂme KaJpOBbIC 75 | 15 2 4 75 | 05 1 6
JOKYMEHTBI
5. VueTHbIe KapOBbIC JOKYMEHTHI* 8 2 2 4 8 0,5 1 6,5
6. I/IH(bOpMa*LII/IOHHO-CHpaBO‘IHHe KaJIpOBEIE 7 1 2 4 7 05 1 5.5
JOKYMEHTBI
HToro no comepRaTe;IbHOMY MOTYJIIO 2 30 6 8 16 30 2 4 24
Cooeparcamenvhblit Modys 3. [loKymenmuposanue npoyeccos 08UMHceHUs Kaopos
7. I[Ipuem paboTHHKA Ha paboOTy™ 12 4 4 4 12 1 1 10
8. [lepeBos paboTHHKA HA APYTYIO padoOTYy.
WzmeHeHne onpeaereHHbIX CTOPOHAMU 6 2 2 2 6 - - 6
YCIIOBHUH TPYJOBOTO JOTOBOpa™
9. IIpenocrasieHue OTIyCKa pabOTHUKY™ 8 2 2 4 8 0,5 - 7,5
10. HanpaBneHiIe paboTHHKA B 6 2 2 2 6 B 3 6
KOMaHIHPOBKY
11. TMoompenue paboTHUKA™ 4 1 1 2 4 — — 4
12. BI)IHCCC*HI/IC JTUCITUTUTHHAPHOT O 4 1 1 2 4 B 3 4
B3BICKaHHUS
13. YBonbHeHNE pabOTHUKA HITH . 12 4 4 4 12 | 05 1 105
MIpeKpalieHne ¢ HUM TPYAOBOTO JIOTOBOPA
HToro no coaepkaTeJJbHOMY MOAYJIIO 3 52 16 16 20 52 2 2 48
CooepicamenvHulit MoOyb 4.
Opzanuzayus yuema u XpaneHus 00KyMeHMOo8 no TUYHOMY COCIA8Y OP2aHu3ayuu
14. PaGoTa c KaipoBOl TOKyMEHTAIHer™ 6 2 2 2 6 — — 6
15. Benenue nHpOpMaIMOHHO-CITPaBOYHON
paboTHI M OpraHu3alus XpaHeHus 14 4 4 6 14 - - 14
JIOKYMEHTOB T10 INIHOMY COCTaBy™
HToro no comep:kaTeJ-HOMY MOAYJIIO 4 20 6 6 8 20 - - 20
Bcero yacos 126 | 36 36 54 126 | 6 6 114

5. TEMATHKA JEKIIUOHHBIX U MPAKTUYECKHUX 3AHATUA

TeMbl JIEKIIHOHHBIX 3AHATUM

KosmmyecTBO yacos
Ne
Ha3panue Tembl Ounasa | 3aouHasn
n/n
¢popma dopma
1 | Kangposas ciyx0a B anmapare ynpaBJieHuUs! 3 1
2 | TlpaBoBbIe OCHOBBI (PYHKITMOHUPOBAHUSI KaJ[POBOH CITYXKOBI™® 5 1
3 | OpraHu3anyroHHO-NPABOBBIC KAJAPOBBIC JOKYMEHTHI* 15 0,5
4 | PacniopsauTenbHbIe KaapOBbIe JOKYMEHTHI™ 15 0,5
5 | YuerHble KagpoBble JOKYMEHTHI ™ 2 0,5
6 | MadopmanmoHHO-ClIpaBOYHBIE KaJJPOBBIE IOKYMEHTBI™ 1 0,5
7 | 7. Ilpuem paboTHHKa Ha paboOTy™ 4 1
8 | IlepeBoa paboTHHKA Ha APYTyi0 paboTy. Mi3MeHeHHE ONpeaeIIeHHBIX 2 B
CTOPOHAMH YCJIOBHH TPYJOBOTO JOrOBOpa™
9 | llpenocraBieHue oTIycka pabOTHUKY™ 2 0,5
10 | HampasieHnue pabOTHHKA B KOMaHIUPOBKY™ 2 -
11 | Hoowmpenue paboTHUKA™ 1 -
12 | BeiHeceHHE TUCIUIUIMHAPHOTO B3BICKAHUS™ 1 -
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13 | YBonbHEeHHE pabOTHUKA WM NPEKpaLIeHUE ¢ HUM TPYI0BOTO JOroBopa™ 4 0,5

14 | Pabora ¢ kaipoBO JOKyMEHTanuein™ 2 -

15 | Benenne naopMalMOHHO-CIIPABOYHOM pabOTHI M OpraHu3alisl XpaHeHUs 4 3
JIOKYMEHTOB IO JINYHOMY COCTaBy™

Bceero 36 6

TekcThl JIeKIuil MPUBEICHBI B TUCTaHIIMOHHOM Kypce Ha miardopme Moodle yauBepcurera
«OMUT. UCY. KuAlnoJIC KagpoBoe Aenonpor3BOACTBO U apXUBBI JOKYMEHTOB MO JIUYHOMY
cocraBy (®umaroBa)y: http://dl-test.donnu-support.ru/course/view.php?id=724.

TeMbl NPaKTHYECKUX 3aHATHI

. KoauyecTBo 4yacoB
) Ha3Banue TeMbl Ounasi | 3aounas
n/n
dopma dopma
1 | Kamgposas ciyx0a B ammapare ynpaBiIeHHUs 2 —
2 | IlpaBoBbIe OCHOBBI PYHKIIMOHMUPOBAHUS KaJIPOBOH CIIYKOBI™ 4 —
3 | Opraau3aimoHHO-TIPaBOBbIC KaIPOBbIE JOKYMEHTHI ™ 2 1
4 | PacnopsiauTenbHBIE KaIPOBHIE TOKYMEHTHI™ 2 1
5 | YuerHsle KapoBBIe JOKYMEHTHI* 2 1
6 | MadopManmoHHO-CTIpaBOYHBIC KaJPOBBIC JOKYMEHTHI ™ 2 1
7 | Ilpuem paboTHUKa Ha paboTy™ 4 1
8 | IlepeBox paboTHHKA Ha IPYryro padoty. M3MeHeHue onpeneIeHHbIX 2 3
CTOPOHAMH YCJIOBHH TPYJOBOTO JOroBopa™
9 | IlpengocraBneHue oTmycka pabOTHHKY™ 2 -
10 | Hampasienue paboTHHUKA B KOMaHIUPOBKY™ 2 -
11 | Iloompenue paboTHHKA™ 1 -
12 | BeiHeCeHHE TUCIUIUIMHAPHOTO B3bICKAHMS ™ 1 -
13 | YBosnpHeHHE pabOTHUKA WIIHM ITPEKpAIEHHE C HUM TPYAOBOIO I0roBopa*™ 4 1
14 | Pabora c KaJIpoBO#l TOKyMEHTaIHen™ 2 —
15 | Benenue unpopMaoHHO-CIPaBOYHON pabOThI U OpraHu3alusl XpaHEHUs 4 :
JIOKYMEHTOB I10 JJUYHOMY COCTaBy™
Bcero 36 6

[Imanpl NpaKTUYECKHUX 3aHATUN C YKA3aHUEM PACCMaTPUBAEMBIX BOIIPOCOB M BBIITOJIHIEMBIX
3ajlaHuil IPUBE/ICHBI B IMCTaHIIMOHHOM Kypce Ha riatdopme Moodle yausepcutera «®@MUT. UCY.
KIuAnoJIC KampoBoe Aenonpou3BOACTBO W apXUBBI JOKYMEHTOB IO JUYHOMY COCTaBY
(®unaroBa)y: http://dl-test.donnu-support.ru/course/view.php?id=724.

6. OPTAHU3AIIUA CAMOCTOSATEJBHOM PABOTHI CTYJIEHTOB

CamocTtosTenpHas paboTa CTyJeHTa SBISETCS BaXKHOU (OpMOil yueOHOTO mpoliecca, KoTopast
MO3BOJISIET MPUOOPECTH, a TAK)KE 3aKPENUTh HOBbIE 3HAHUS, HABBIKU U YMEHMs, CPOPMHUPOBATH
JUYHBIE YOSKIEHUS, NCTIOJIb30BaTh MOMyUYEeHHBIC 3HAHUS U YMEHUS B MIPAKTUYECKON JEATEIIHOCTH.
OHa ocy1ecTBiIseTCs B TEYEHUE BCETO Mpoliecca 00yueHUs U UMEET CIeIyIOUINe CTaauu:

1) nepBUYHOE O3HAKOMJICHUE C MaTepUAIIaMH JICKITHIT,

2) u3yd4eHHe U YCBOEHHUE JICKIIHOHHOTO MaTepHala;

3) caMOCTOSTENbHYI0 TPOPA0OTKY JIUTEPATYPHBIX MCTOYHHKOB M O0OOIICHHUE M3YYCHHOTO
MaTepuana;

4) MOATOTOBKY K MPAKTUYECKUM 3aHSATHSIM;

5) MOATrOTOBKY K BBITIOJIHEHUIO TUCHMEHHOM MOYIbHON KOHTPOJIbHOM paboThI;

6) MHIMBHIYaTbHYIO paboTy MO 33IaHUSIM TPEOAaBaTelIs;

7) MOATOTOBKY K 3K3aMCHY.


http://dl-test.donnu-support.ru/course/view.php?id=724
http://dl-test.donnu-support.ru/course/view.php?id=724
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. KonuuecTBo yacoB
3 Ha3Banue TeMbl Ounasi | 3aounas
n/n
(opma (opma
1 | Kagposas ciyx0a B ammapare ynpaBieHUs 4 8
2 | IlpaBoBbIc OCHOBBI PYHKITHOHHUPOBAHUS KaJ[POBON CITYXKOBI™ 6 14
3 | Opraau3aliuOHHO-TIPaBOBbIE KaJAPOBbIE JOKYMEHTHI ™ 4 6
4 | PacnopsimuTenbHbIe KaAPOBbIE JOKYMEHTHI ™ 4 6
5 | YderHble KaapoBble TOKYMEHTHI™ 4 6,5
6 | MadopManmoHHO-CITPaBOYHBIC KAJIPOBbIC JIOKYMEHThHI™ 4 55
7 | llpuem paboTHUKA HA paboTy™ 4 10
8 | IlepeBox paboTHHKA Ha IPYryIo padoty. MI3MeHeHue ONpeIeIeHHbBIX 2 6
CTOpPOHAMH YCJIOBHH TPYJOBOTO JOrOBOpa™
9 | IlpegocraBneHue oTmycka pabOTHHKY™ 4 7,5
10 | HanpaBnenue pabOTHHKA B KOMAaHAHPOBKY™ 2 6
11 | Iloompenue paboTHHKA™ 2 4
12 | BeiHeceHHEe TUCIUMIUIMHAPHOTO B3bICKaHMS ™ 2 4
13 | YBonbHeHHE paOOTHUKA WIIH ITPEKpallleHHe C HUM TPYAOBOI0O IOTOBOpa*™ 4 10,5
14 | Pabora ¢ kaJipOBOH TOKyMEHTaIUEH™ 2 6
15 | Benenue nH(MOPMAITMOHHO-CIIPABOYHOM paOOTHI M OpraHU3aINs XpaHESHUS 6 14
JJOKyMEHTOB 110 JINYHOMY COCTaBy™
Bcero 54 114

CopepxaHue CamMOCTOSITENbHOM (B T.d4. HMHAMBHIYaIbHOM) paboOThl MO TeMaM U
METOJUYECKHE PEKOMEHJALMU [0 €€ BBIIOJHEHUIO IPHUBEIEHbl B JHCTAaHIMOHHOM Kypce Ha
wiatpopme Moodle yausepcurera «®@MUT. UCY. K[uAlnoJIC KaapoBoe 1einonponu3BoICTBO U
apXMBbl  JOKyMEHTOB 1m0  Ju4HOMYy  coctaBy  (®PunaroBa)»:  http://dl-test.donnu-
support.ru/course/view.php?id=724.

7. KOHTPOJIBHBIE BOITPOCHI K TPOMEKYTOYHOM ATTECTAIIUA

Bonpocel k 3x3ameny

Cooeporcamenvutii modyns 1. 3akonooamenvhoe, HOPMAMUBHO-MEMOOUUECKOE U
OP2AHU3AUUOHHOE Pecynuposanue Kadpogoil 0eameabHOCmu U padomol ¢ Ka0pogblMu
00Kymenmamu

1. Otnen kagpoB, ynpaBieHHE KapoB, CIyx0a yrnpaBieHus: nepcoHaisoM. Mecto kaipoBoii
CIIy>kObI B YIIPaBJIEHYECKOM CTPYKTYpe OpraHU3aluu.

2. CTpyKTypa KaapoBOi CIIy>KObI (CIyKObI ypaBIeHUs! IEPCOHAIOM).

3. 3agaum u QyHKIMH KaJpOBOU CITY>KOBI.

4. JIOWKHOCTHOM M YHCIEHHBIH COCTaBbl CIYXObl KaapoB (CiayXObl ympaBiieHUS
MIEPCOHAIIOM).

5. PykoBomuTenu M CHELMANUCTBI KaApoBOil ciyxObl. TpeGoBaHHs K KaJpOBBIM
CHelurairncTaM, KBaTH(PUKAMOHHBIE XapaKTEPUCTUKU KaJIPOBBIX CIIEUAIHUCTOB.

6. TunoBble TOJKHOCTHBIE 00SI3aHHOCTH KaJPOBBIX CHEIIMAIHCTOB.

7. OTBeTCTBEHHBIE 3a BEJECHHE KaJIpOBOIO JAENONMPOM3BOACTBA U 3a paboTy C TPYIOBBIMHU
KHUKKaMH.

8. OTBeTcTBEHHOCTH paboToaaTeeil 3a HapyIIeHHEe TPYJOBOTO 3aKOHO/1aTEIbCTBA.

9. YpoBHM NpaBOBOTO PEryJMpPOBaHUS AEATEIBHOCTH KaIpOBON CIIYKOBI. SI3BIK KaJpOBBIX
JIOKYMEHTOB.

10. TpynoBoli KOJEKC KaK OCHOBHOW IMPABOBOM aKT, OMPEICISIONIANA COCTAaB M TOPSIOK
oopMIIeHHS TOKYMEHTOB IO YCTAHOBJICHUIO M TPYIOBBIX OTHOLICHHM, U TPYIOBOM NEATEILHOCTH
paboTHHKA.

11. 3akononarensHble akTsl JJHP, pernamentupyromue kagpoBoe IeI0Iponu3BOJACTBO.


http://dl-test.donnu-support.ru/course/view.php?id=724
http://dl-test.donnu-support.ru/course/view.php?id=724
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12. TlocranoBnenuss u  pacnopsokenus — IlpaButensctBa  JIHP, yka3er  ['nmaBbl,
perjJaMeHTHpYIoIKe KaJpoBOe 1eJI0MPOU3BOICTBO.

13. YauduuupoBaHusie GOpMbI IEPBUYHON YUETHON JOKYMEHTAIHH.

14. Tlpuka3el W HOpMaTUBHO-MeToauueckue mokymeHTel [TYJIOAJl, perymupyromue
KaJ[pOBOE JIETIOIPON3BOJICTBO.

15. HopMaTuBHO-METOAMYECKHE aKThl, HEOOXOAUMBIC B pabOTe CITy»KOBI KaIpOB.

16. ITonoxenust 00 OTAENE KaapOB KaK OCHOBHOW HOPMATHUBHBIN JOKYMEHT PabOThI ATOTO
MoIpa3/iesIeHus.

17. JIoJOKHOCTHBIE MHCTPYKIMM KaK OCHOBHOM HOpMAaTHB II0 OpraHu3allddl Tpyaa
PaOOTHHUKOB KaJIPOBOM CITY>KOBI.

18. MHCTpyKLHMS 1O KaAPOBOMY AEIONPOU3BOICTBY.

Cooeporcamenvutit modyns 2. Cocmae Kaopogoit 00KymeHmayuu

19. XapakrepucTHKa CUCTEMbI KaIpOBOIl TOKYMEHTALIUH.

20. OpraHu3allMOHHO-TIPABOBBIE  JOKYMEHTHI ~OpraHu3anuu. llpaBwia BHYTpEHHETO
TPYAOBOTO pacCHOpsAKa.

21. TlpaBuna BHYTPEHHETO TPYIOBOT'O PACHOPSIKA.

22. TlonokeHue o 3alUTe NEePCOHANBHBIX TaHHBIX.

23. OpraHu3allMOHHBIE JOKYMEHTBI: INTaTHOE pAaCHUCaHWEe, CTPYKTypa H IITaTHAas
YHUCIEHHOCTb.

24. T'paduk OTIYCKOB.

25. KoJneKkTUBHBIN JOTOBOD.

26. TlonoxeHnue 00 oruiare Tpyaa.

27. Cnoco0bl 03HAaKOMJIEHUS C JIOKaTbHBIMU HOPMATUBHBIMU aKTaMH.

28. PacnopsimuTenbHbIe KaapoBbIe MOKYMEHTHI: MPUKa3bl (PAacHOpsDKEHUS) 10 JTHYHOMY
coctaBy. O0mue TpeboBaHUs K 0(OPMIIEHHIO M CPOKAM MOATOTOBKH.

29. TekcT KaapoBBIX MPHKa30B. O3HAKOMIIEHHE C KJAPOBBIMH ITPHKA3aMH.

30. JInunble KapTOukH paboTHUKOB (T-2): mpaBuia 3anonHeHus. JJokyMeHTbl, HEOOXOJMBbIe
JUIS 3aIIOJTHEHUS JIMYHOM KapTOYKU. BHeceHre N3MEHEHUH B TMYHYIO KapTOUKY.

31. JIMuHBI{ JIUCTOK MO y4YETy KaJpOB + JOMOJIHEHUE K HEMY.

32. Permamenramus paboThl ¢ TpyAOBBIMH KHIDKKamu. OdopMieHne TpyZOBOH KHHKKH
pabOTHUKY, IPUHIATOMY Ha paboTy BrepBble. biank TpynoBoil KHMKKH. DOPMBI TPYAOBOM KHUKKU
¥ BKJIJIBIIIA B HEE.

33. TpynoBast KHUKKa PaOOTHUKA KAK OCHOBHOHM JJOKYMEHT O TPYIOBOM CTa)ke pabOTHHKA.
3anoJiHeHUEe pa3eioB TPYAOBOM KHIKKK. O3HaKOMIIEHHE PAaOOTHHMKA C 3aMMCSIMH, BHECEHHBIMH B
TPYAOBYIO KHHXKKY.

34. 3aBepeHwme 3amuceil TpyIOBOW KHM)KKH. BHeCeHHe N3MEHEHUH B TPYAOBYIO KHIKKY.

35. HcnpasieHus B TpyJJOBOM KHIKKE.

36. Brpimaua TpymoBoii KHWXKKHM paOoTHHKY. JlyOnmukaT TpyAOBOW KHIKKW. Brimampiin B
TPYAOBYIO KHIXKKY.

37. Kawnra ydera NBMXEHHS TPYAOBBIX KHW)KEK W BKIIQIbIIEH B HUX. [IpuxomaHo-pacxomHas
KHUTA 0 y4yeTy OJaHKOB TPYIOBON KHM)KKH U BKJIAJIbIIA B HEe. XpaHEHHE TPYAOBBIX KHIKEK.

38. Tabenu yuera pabodero BpeMEeHH, IOPSAIOK BEICHUS TaOeIeH.

39. JIoKyMEHTBI — OCHOBaHHs K MPUKa3aM 110 JIHYHOMY COCTaBY.

40. 3asBiieHUs.

41. JloxnaaHble, Ciy>KeOHbIE U OOBSICHUTENIbHBIE 3aITHCKH.

42. CrpaBku.

43. TlpencraBieHus. YBEAOMIICHHUS.

44, Axtsl [Ipotokonsl. [JoBepeHHOCTH.

45. XapakrepucTtuku. Pesrome.

46. OOs3aTenbCcTBA O HEpA3TIAIICHUU CBEJEHUH, corilacue Ha cOop, 00paboTKy U XpaHEHHE
NEPCOHATBHBIX JaHHBIX. 3aBepeHHUE KOMHI KaJJPOBBIX JOKYMEHTOB.
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Cooeporcamenvuutii Mmooy 3. /lokymenmuposanue npoueccos 08UMNCeHUs Kaopos

47. TlomaroBblii aITOPUTM MPUHSTHS paOOTHUKA HA PaboTYy.

48. Tpynosoii moroBop. CpouHbIN TPYAOBOH 10TOBOP. JlOroBOp Ha HEONIPEACTICHHBIN CPOK.

49. Copepxxanue TpyaoBoro pgoroopa. OOs3aTenbHble M JIONOJHUTENbHBIE YCIOBHS,
BKJIIOYAEMbIE B TPYIOBOU JIOTOBOP.

50. Ilognucanue TpynoBoro noroBopa. Berymnenue B cuiny. Perucrpanust TpynoBOro
norosopa. Hapymienus nmpu oopmiieHU# TpyAOBOTO JJOTOBOPA.

51. Ilpuka3 o mpueme paboOTHUKA Ha padoTy.

52. AprymeHTHpoBaHHE 00OCHOBAHUE OTKa3a O MPUHATHH Ha paboTy.

53. Odopmnenue nepeBoaoB. ITnceMenHoe cormacue paboTHrka Ha niepeBo. [lepeBos 6e3
cornacus pabOTHHKA.

54. JlonogHUTENBHOE COTJIAlIeHHe K TpyAOBOMY oroBopy. Ilpuka3 o mepeBoje Ha Ipyryio
paboty. Baecenue 3anncu o mepeBojie B TPYAOBYIO KHIDKKY paOOTHUKA U €T0 JIMYHYIO KapTOUKY.

55. IlepeBon paboTHHKa Ha Ipyryto paboTy. IlepeBosa k apyromy paboroaaresto.

56. IlepeBox mo MHUIMATHBE pabOTOAATENS U IO OOCTOATEIBECTBAM, HE 3aBUCSIIUM OT BOJIH
ctopoH. Hecornacue paboTHHKa Ha MEpPeBOJ U MpPEIOKEHHE UHOM, UMEerolelics y paboToaarens
paboThL.

57. Ilepemermienue pabOTHHKA HA Apyroe pabouyee Mecto. BpeMeHHbIi nepeBo/I.

58. Bugsl ormyckoB. [Topsnok mo opopmireHuro.

59. OdopmiieHne exXeroIHOTo OIJIauuBaeMOro OTIyCKa.

60. IIpuka3 o mpemocTaBiIeHNUH OTITycKa paOOTHHKY. [IepeHoc naTel OTIycKa. Y4eT OTIIyCKOB
pabOTHHKA.

61. Iopsmok odopmienus KoMaHAUPOBKU. COCTaB JOKYMEHTOB, COJCpIKAHUSA, TOPSIOK
MOJATOTOBKU MPHKa3a 0 KOMaHIHPOBKE.

62. Bumgsr moompenus. CocraB, cojepXaHWE, NOPSAOK IOATOTOBKH W OQOPMIICHHS
IPUKA30B O MOOIIPEHUN pabOTHHUKA. 3aITUCH O MOOLIPEHUSIX B TPYJOBOI KHIKKE.

63. Bumgsl mucnuruHapHBIX B3bicKaHWid. CocTaB, coJepKaHWe, MOPSAIOK TMOATOTOBKU H
oopmIIeHHe IPUKa30B O B3bICKAHUSX.

64. Cpoku HaJOXKEHUS ¥ CHATHS TUCIMIUTMHAPHOTO B3BICKAHUSI.

65. OcHOBaHUS YBOJbHEHHS PaOOTHUKA.

66. YBompHEHHE paOOTHHKA 110 COOCTBEHHOMY *kenaHuro. [Iporeaypa yBoIbHEHHS.

67. 3asBneHue paboTHuKa 00 yBoibHEeHHH. OT3bIB 3asBIeHUs 00 yBonbHeHUH. IIpuka3 06
YBOJIbHEHUU pabOTHHUKA.

68. 3anucu 00 yBOJbHEHHMH B TPYJOBOHM KHIKKE U JIMYHOM KapTouke paboTHHMKa. Beinaua
TPYAOBOM KHMKKH.

69. YBombHEHHE IO COTJAILICHHIO CTOPOH M B CBSI3M C UCTEUEHHEM CPOKa TPYAOBOTO
noroBopa. Pactop>keHue TpyJ0BOTO TOTOBOPA ¢ pAOOTHHKAMH B CITydae JTMKBUIAINN OPTaHU3AIHH.

70. YBOJBHEHHE B CBSI3U C COKpAIIEHUEM YUCIEHHOCTH WX HITaTa paOOTHUKOB.

71. YBonbHEHHE B CBSI3W C HECOOTBETCTBHEM pPAOOTHHKA 3aHMMAEMOW JTOJDKHOCTH WITH
paboTe. YBOJIbHEHHE B CBSA3U CO CMEHOM COOCTBEHHHMKA UMYIIIECTBA.

72. YBONbHEHHE KaK Mepa AUCIUILTHHAPHOTO B3BICKAHHUS.

73. YBOIBHEHHE B CBSI3U C MPEJOCTaBIIEHUEM PAOOTHUKOM IOJUIOKHBIX JOKYMEHTOB MpHU
3aKIIIOYCHUU TPYIOBOTO JIOTOBOPA. YBOJbHEHHE PAaOOTHUKA B CBSI3M C OTKAa30M OT IMPOJODKEHUS
paboThl. YBOJIbHEHHE B CBSI3U C OTKa30M PaOOTHHUKA OT MEePEeBO/A.

74. TlpekpaiieHue TpyAOBOIrO JOTOBOpa B CBSI3U C OOCTOSITENLCTBAMH, HE 3aBUCSAIIMMH OT
BOJIM CTOpOH. IIpekpalieHre Tpy10BOro J0roBopa B CBSI3H € HapyLICHUEM IPABUII €r0 3aKITI0UEHHS.

CooeprrcamenvHulit MoOyns 4.
Opzanuzauus yuema u XpaHeHus 00OKyMeHmMo8 no 1UUHOMY COCHABY OP2AHU3AUUU

75. Perucrpauus JOKyMEHTOB I10 JIMYHOMY COCTaBY.
76. NudopmarnmonHo-cripaBoyHas paboTa ¢ KaapoBOW JOKYMEHTAIHEH.
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77. Opranuzanus XpaHEHUS JHYHBIX KapTOdeK paboTHUKOB. CucCTeMaTH3alMs JTHYHBIX
KapTOYeK.

78. HopmartuBHas 1 mpaBoBasi periaMeHTaLUs TOPsIKa BeleH s THIHBIX Aen. OdopmiieHune
U BEJICHUE JIMYHBIX Jesl paboTHUKOB. COCTaB JOKYMEHTOB JIMYHOTO Jiejia pabOTHUKA.

79. Homenknarypa e KaJpoBOH CITyKOBI.

80. Ilpukassl co cpokoM XpaHeHwus Jiet 75 net. [Ipukasbl co cpokom xpaHeHus 5 net. Cpoku
XpaHEHUs KaJpOBOI TOKyMEHTaLUU.

81. IlpaBuna cuctemMaTH3alMy PACIOPSIAUTEIBHBIX JOKYMEHTOB, YUETHBIX €N, TPYIOBBIX
KHUKEK.

82. BuyTpeHHss ONMUChH JMYHBIX Jei. Beinaya auunbix gen. O3HakomiieHHe paOOTHHKA C
JIMYHBIM JI€JIOM.

83. DkcrepTH3a LHEHHOCTU JOKYMEHTOB KaJIpOBOil CIyxObl, €6 HOpMAaTUBHO-METOIUYECKAs
OCHOBA, OPraHu3alMsl U NOPSAOK IPOBEICHUS.

84. CoctaB JOKYMEHTOB KaJIpOBOM CIyxObl, MOANEXKAIUX Tepenade B apxuB. lIpaBumna
MOJATOTOBKU JIOKYMEHTOB I10 JINYHOMY COCTaBY K Iepeiaue B rOCyJapCTBEHHbIE 1 MyHUIIUTIATIbHbIE
ApXUBBHI.

85. TNopsaok yHUYTOKEHUS TOKYyMEHTOB C HCTEKIIMMHU CPOKAMH XPaHEHHUS.

8. OBPA3EL 3AJAHUA MOAYJIbBHOTI'O KOHTPOJIA

rOY BIIO «JIOHEIIKWI HAIITMOHAJIbHBIN YHUBEPCUTET»

Obpazosamenvuas npoepamma: oakanaspuam

Hanpaenenue noocomosxu: 46.03.02 /lokymenmoeeoenue u apxugoseoenue
Ipoghunyw: JloKkymenmoeedenue u apxugoseoenue

Ounas popma obyuenus. Cemecmp: 7

3aounas popma odyuenus. I'00: 4

Yuebnas oucyunnuna: Kaopoeoe oenonpouzeoocmeo u apxuevt 00KyMeHmM 08

RO TUYHOMY COCMABy

MOAYJbHASA KOHTPOJIBHAS PABOTA
BAPUAHT Ne N

1. HHCTpyKIHS IO KQAPOBOMY JICIOMPOU3BOJICTBY.
2. Xapaxtepuctuku. Pesrome.
3. Ilpaxmuueckoe 3adanue. OHopMHUTH TTPHUKA3 O MIPHEMe paOOTHUKA Ha padoTYy.

YTBepkaeHO Ha 3acenaHud Kadeapsl MHPOPMAIMOHHBIX CUCTEM YIPABJICHHUS, MPOTOKONI OT
« » 20 1. Ne .

3aBeayronuii kadenpoit H. III. I[Tonomapenko
[IpenonaBarens s1. B. ®unarosa

9. KPUTEPUU ONEHUBAHUA 3AJAHUA MOAYJIBHOI'O KOHTPOJIA

Homep 3apanus KosnuectBo 6a/1510B
3aganue 1 3
3amanune 2 3
3amanue 3 4
Bcero 10 6an0B
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10. OBPA3EILl DK3AMEHALIMOHHOI'O BUJIETA

TOY BIO «IOHEIKA HALIIMOHAJILHBI YHUBEPCUTET»

Obpazosamenvuas npoepamma: oaxanaspuam

Hanpaenenue noocomosxu: 46.03.02 lokymenmosedenue u apxugoseoenue
Ilpoghunyv: Jlokymenmoesedenue u apxugogedenue

Ounas gpopma odyuenus. Cemecmp: 7

3aounasn oopma ob6yuenus. 100: 4

Yyebnas oucyuniuna: Kaopoeoe oenonpouzeoocmeo u apxuevl 00KyMeHm 08

nO IUYHOMY COCIABY
3K3AMEHAIIMOHHBIN BUJIET Ne N

1. AprymentupoBaHue 000OCHOBaHHME OTKa3a O MPUHATUHU Ha PaboTYy.
2. WNudopmannoHHO-CIIpaBoYHas paboTa ¢ KaApOBOM JTOKyMEHTAIIUEH.
3. IIpaktuueckoe 3a1aHue.

YTBepkaeHO Ha 3aceaHuu Kadeapbl THPOPMAIIMOHHBIX CUCTEM YIIPABJICHUS, TIPOTOKOJ OT
« » 20 1. Ne .

3aBenyronuii kageapoi H. III. ITonomapeHko
DK3aMeHaTop 4. B. ®unarosa

11. KPUTEPUU OLHEHUBAHUSA SK3AMEHAIIMOHHOI'O 3AJIAHUSA

Homep 3apanus KosnuecTBo 0a/110B
3amanue 1 15
3amanue 2 15
3amanue 3 10
Bcero 40 6a10B

12. KPUTEPUU OLIEHUBAHUA CAMOCTOSATEJBbHOM PABOTBI
Camocmosmenvnas paboma oueHuBaercs B 14 6amnoB. B paspese oTAEnbHBIX TeM
OLIEHUBAHHE OCYILECTBIISETCS CIETYIOIIIM 00pa3oM.

OuenuBanne CPC no aucuunimune «Kaaposoe 1e10npou3BoacTBO
U APXUBBI JOKYMEHTOB I10 JIHYHOMY COCTABY»

Ha3Banus coxepskaTejibHbIX MOJYJIEH U TeM CpPC
Cooeprcamenvhulit mooyns 1.
3akonooamenvroe, HOpMAMUGHO-MEMOOUUECKOE U OPZAHUIAUUOHHOE PeZYIUPOBaAHUE
Kaopoeoil 0eameabHOCmu U padomaul ¢ KAOPOGLIMU OOKYMEHM

Tema 1. KagpoBas ciy:x0a B anmapaTe yrnpaBJiIeHuUs 2
Hroro no 1-my copepkaTe1bHOMY MOIYJIKO 2
Cooeporcamenvutit modyap 2. Cocmae Kaoposoil 00KymeHmayuu
Tema 3. OpranusaiioHHO-TIPaBOBbIE KaJPOBbIE TOKYMEHTHI ™ 1
Tema 5. YueTHble KapoBble JOKYMEHTHI™ 2
Tema 6. IHpopmManimoHHO-ClIpaBOYHBIE KaAPOBBIE TOKYMEHTHI ™ 1
HToro mo 2-my conep:kareJbHOMY MOJYJIIO 4

Cooeparcamenvhutii modyas 3. /lokymenmuposanue npoueccos 08UMHCeHUsA Kaopos
Tewma 7. [Ipuem paboTHuka Ha paboTy™ \ 1
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Tewma 8. [lepeBon paboTHUKA Ha apyryro padoty. U3meHeHune

OIpeIeJIEHHBIX CTOPOHAMU YCIOBHUM TPYJOBOIO JOroBopa™

Tewma 9. [IpegocraBiienne oTycka pabOTHUKY™

Tema 10. HanpaBienue paboTHHKA B KOMAaHAUPOBKY ™

Tewma 11. IToompenue padboTHuKa™

Tema 12. BeiHECceHHE TUCIUIUIMHAPHOIO B3bICKAHUSA™

Tema 13. YBosbHEHHE paOOTHUKA WU TIPEKPAIICHUE C HUM

TPYAOBOI'O AOroBopa™

HTtoro no 3-my coaepkareJJbHOMY MOAYJIIO

Cooeprcamenvrulit Mooyns 4.

Opzanuszayus yuema u XpaneHus 0OKyMeHmMOo8 no JUYHOMY COCHAGY OP2AHUZAUUU

Tema 15. Benenue nadopManmoHHO-CIIPaBOYHOM pabOTHI U

e e P e e e

1
OpFaHI/I3aIII/I$I XpaHeHI/Iﬂ IIOKYMGHTOB 110 JII/I‘-IHOMy COCTaBy*
Hroro no 4-my coep:kaTeJibHOMY MOIYJIIO 1
Bcero 0ay10B 14

13. ”HAUBUAY AJIBHOE TBOPYECKOE 3A/IAHUE

WnnuBuayanbHas paboTa sBJISETCS COCTAaBHOM 4YacTbl0 CAMOCTOATEIbHOM pabOThl IO
mucuuiuinHe «KagpoBoe Aenonpou3BOACTBO U APXMBBI JIOKYMEHTOB IO JMYHOMY COCTaBY» H
npeaycMaTpuBaeT MOATOTOBKY pedepara (C IOKIAIOM M MYJIbTUMEIUIHON Ipe3eHTalue) c
MOCJIEAYIOIUM BBICTYIIJIEHUEM WJIM BBIIIOJIHEHUE WHIMBUYaJIbHBIX HAYYHO-UCCIIEIOBATEIbCKUX U
IIPaKTUYECKUX 3a1aHui. IHIMBUAYyanbHOE 3aJaHUE BBINOJIHAETCA C LEIbIO MOBBIIIEHUS PEUTUHTA.

TeMbl HHAUBUAYAJIbHBIX 3aIaHUN

. JlokyMeHTHpOBaHUe MpreMa Ha paboTy HeCOBEPILICHHOIETHHX.
. Odopmrenue Ha pabOTy MHOCTPAHHBIX PaOOYHUX.
. Odopmnenue Ha pabOTy BaXTOBBIM METOAOM.
. Odopmnenue Ha pabOTy HaJJOMHUKOB.
. HopMatuBHO-TIpaBOBasi periamMeHTanus MpueMa Ha paboTy MO COBMECTHTENLCTBY.
[Topsinox oopmiieHus.

6. Cosmenienue. Buasl. [lopsaok odopmieHus: MUCbMEHHOE COTJIAIIIEHHE, OIiaTa, CPOK,
(GYHKIHIH.

7. OdopmiieHre OOJLHUYHBIX JTUCTOB paOOTHUKOB.

8. Pucku paboronarerell mpu COBEPIICHUH OMIMOOK B KaIPOBOM JICIONPOU3BOJICTBE TPU
npueme Ha paboTy.

9. Pucku paboromarencii mpH COBEPIICHHH ONIMOOK B KaJPOBOM JEJIOMPOU3BOJICTBE B
npoiiecce paboThl.

10. Puckm paboTtonareseil mpu COBEPIICHUH OMMOOK B KaJ[POBOM JEIIOTIPOU3BOACTBE MPH
YBOJILHEHUH.

11. MarepuanbHasi OTBETCTBEHHOCTh PAOOTHHKOB M €€ IOKYMEHTaJIbHOE OpOopMIICHHE.

12. Metonbl ¥ CHOCOOBI 3alIUTHl TEPCOHANBHBIX JAHHBIX TMpPU 00paboTke HUX B
WH(OPMAITMOHHBIX CHCTEMaX.

13. Metonbl ¥ CHocoOBl 3alIMTHl TMEPCOHANBHBIX JAaHHBIX TpU 00paboTke ux 06e3
HCTIOJTb30BaHUS CPEJICTB aBTOMATH3AIINH.

14. OcobeHHOCTH MPEAOCTABICHUS POIUTENBCKUX OTITYCKOB.

15. Odopmiienne TpoJUICHHS, TIEPEHOCa OTITYCKa, 3aMEHBbI €XKETOJHOTO OTUIaYhBaEMOTO
OTILyCKa JICHE)KHOU KOMIICHCALUEH.

16. Tunwunable HapylmieHHs padoTojaTeNiel TPH JOKYMEHTHPOBAHHH IPEIOCTABICHUS
OTITYCKOB.

17. Tlopsamok pa3paOOTKH HOMEHKJIATYPHI 1€ KaIpPOBOU CITY>KOBI.

18. JIokyMeHTOOOOpOT KaJpOBO CIIYKOBI.

O~ wNE-
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19. KanppoBbie JOKYMEHTBI BPDEMEHHOT'O CPOKA XPAHEHUS U OPTaHU3aIus pabOThl C HUMH.
20. IlepeueHb JOKYMEHTOB MPU KOHTPOJUIMHIE MIEPCOHANA U UX XapaKTePUCTHKA.

21. JIoKyMEHTHPOBAHHE POTAIUU IEPCOHATIA.

22. Bunpl KaapoBbIX IPUKA30B 10 HEYHHU(PUITUPOBAHHOUN opMe U UX oopMIiICHHE.

23. KaapoBsie JOKYMEHTBI, 0(OPMIISIEMBIE PYKOTIHCHO.

24. ]JIoKyMEHTUPOBAHHE MPOXOKICHUS aTTECTALIHM.

25. AKTBI KaJIpOBOH CITYKOBI.

26. IlpuknagHbie MPOTpaMMHBIE TPOIYKTHI B pa00OTE KaIPOBBIX CIIYXKO.

27. Bpimava cripaBoOK, KOMUN JOKYMEHTOB O TPYIOBOU JIEATEIBHOCTH PaOOTHHUKOB.

28. JlokymMeHTHpOBaHME HarpaxaeHus pabOTHUKA TOCYJapCTBEHHBIMU HArpaiaMu.

29. CoBeplIeHCTBOBaHNE YHH(PUIIMPOBAHHBIX (POPM IMPUKA30B 10 TUIHOMY COCTABY.
30. Tabenb u Anb00M yHUDHUITUPOBAHHBIX (HOPM KAAPOBBIX TOKYMEHTOB OpraHU3AIIHMH.

14. KPUTEPUU OHEHUBAHUSA UHAUBUAYAJIBHOI'O TBOPYECKOTI'O 3AJIAHUA

1. Llenb: HACKONBKO YETKO CPOpPMYITHPOBAHA.

2. CTpyKTypa: JIOTUYHOCTb U IIOCIIEI0BATEIbHOCTh U3JI0KEHHUS MaTepHraa.

3. AprymeHranusi: 000CHOBaHHOCTb, yOAUTENbHOCTb, HAIMYUE MOJIOKUTEILHOU OLIEHKH U
BO3MO>XHOM KPUTHUKH, CEPbE3HOCTh HAYYHBIX UCTOYHHUKOB.

4. Hay4HbIil MOUCK: HCIIOJIb30BaHUE COOTBETCTBYIOIICH JTUTEpATyphl, 00BEM MPOBEACHHBIX
HAay4HBIX MCCIICJOBAaHUM.

5. SI3bIK pabOThI: MTOHITHOCTH, FPAMOTHOCTb.

6. TBOpUeCKHii MOMEHT: TBOPYECKOE OTHOILIEHHE K 0TOOpY, 00paboTKe MaTepraaoB, HATHIUE
OpPUTHHAIILHBIX BBIBOJIOB.

7. Ilpe3eHTanus: CTpyKTypa, HarIsiAHOCTh, COAEPKaHUE.

8. BoicTymieHue: BBICTYNAOLUMI CBOOOJHO BiIaJAeeT COAEPKAHUEM, SICHO M TI'PaMOTHO
u3JIaraeT MaTepuai, cBOOOJHO U KOPPEKTHO OTBEYAET HA BOMPOCHI U 3aMEUYaHUs ayJUTOPUH, TOYHO
VKJIaJIbIBAETCs B paMKH perjamenTa (7 MUHYT).

15. KPUTEPUH OLIEHUBAHMS OBIIENA YCIIEBAEMOCTH

OOBEeKTOM OIICHUBAHUSI 3HAHUM CTY/IEHTOB SIBJISIETCS MMPOTPAMMHBIN MaTepual TUCITUTLINHBI
«KaapoBoe 1eonpon3BOICTBO M APXHUBBI IOKYMEHTOB I10 JITTHOMY COCTaBY» Pa3IMYHOTO XapaKTepa
U YPOBHS CII0)KHOCTH, YCBOCHHE KOTOPOTO MPOBEpsieTCs MPU MPOBEACHUH TEKYIIETO M UTOTOBOTO
KOHTPOJISL.

B Teuenune cemectpa oOyuaromuiics MoxeT 3apaboraTh Oamnbl (B OOIIEH CIOXKHOCTU
MakcumyMm 100 GamioB) 3a cleayromye BUABI AeATETbHOCTH:

1) BBINIOJHEHKE TIPAKTUYCCKUX 3aJaHHIA;

2) HamMCcaHUe MOJYJIbHON KOHTPOJIBHOM PabOTHI;

3) aKTUBHOCTH Ha 3aHATHSX (OMPOC, TECTUPOBAHKE, aHATIN3 KOHKPETHBIX CUTYaIlui);

4) BBINMOJIHEHUE WHAWBHIYaIbHBIX TBOPUECKUX 3aaHU, HAIMCAHUE TOKJIA0B U pedepaToB
(6oHyCHBIE OaIIBI);

5) oTBeT Ha PK3aMEHE.

Onenka 3HaHUU CTyAeHTOB mpoBoauTcs mo 100-0anibHOM IIKalle COTIACHO CIIEAYIOIIUM
KPUTEPHSIM:

Conep:xarejibHbIE
Aep Bua pa6otsi Bbanbl
MOYJIH

. Oprauu3zanMoHHO-y4eOHas paboTa CTyAEHTa B ayIUTOPUHN 8

CopepxatenpHblii P A P M L P
Moyt 1 CamocrosrenbHas paboTta 2
Hroro 10
OpranuzannoHHO-y4eOHast paboTa CTyAeHTa B ay IUTOPUHN 8
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Conepiareanuie Buna padorsl Bbanabl
MOYJIN
ConeprkareabHbI CamocrosiTenpHas padoTta 4
MOAYJb 2 Hroro 12
OpranuzannoHHO-y4yeOHast paboTa CTyIeHTa B Ay IMTOPUHU 11
ConepxarenbHblii CamocrositenbHas pabora 7
MOAYJb 3 MonynbHasi KOHTPOJIBHAsI paboTa 10
Hroro 28
Coneprratenpbiii OpranuzalnoHHO-y4eOHas paboTa CTy/IeHTa B ay IMTOPUU 9
MostyIth 4 CamocrosiTenpHas padoTta 1
Hroro 10
JK3aMeH 40
OO0mruii uTor 100
Iopsiaok oneHMBaHUA Y4eOHBIX JOCTHKEHUH 00y4aOIMXCH
OLeHKa 110 Onenka o 100- OneHka 1o rocy1apcTBEHHON IIKaJe
mkane ECTS | OGamnpHoil mikane sK3aMeH, AuddepeHIInPOBAHHbIN 3a4eT 3a4eT
A 90-100 5 (OTJIMYHO) 3a4TEHO
B 80-89 4 (xoporio) 3a4TCHO
C 75-79 4 (xopor1io) 3a4TEHO
D 7074 3 (y1OBIETBOPUTENIHHO) 3a4TE€HO
E 60—69 3 (YIOBJIETBOPUTEIHHO) 3a4TEHO
FX 35-59 2 (HeyIOBJICTBOPHUTEIHHO) C HE 3a4TCHO
BO3MO)KHOCTBIO TOBTOPHOM aTTeCTaIlluu
F 0-34 2 (HeyIOBJIETBOPUTEINILHO) C HE 3a4TEHO
BO3MOYXHOCTBIO TTOBTOPHOU CIaYU TIPU
YCIIOBUU 00s3aTebHOTO Habopa
JOIIOJTHUTEILHEIX 0aJIJIOB

16. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE YYEBHOI'O ITPOLECCA

VY4eOHble 3aHATHS MPOBOAATCS B §-M yueOHOM kopmyce (. JoHenk, yi. UemtocKuHIEB,
1. 198a) ynuBepcuteta. [l mpoBeAeHHs JEKIUOHHBIX M TPAKTHUYECKUX 3aHATHH TpeOyercs
aynuTopusi, 000py/J0BaHHAas MEJIOBOM MM MapKepHOH JOCKOH, MyJIbTUMEIUWHBIM IPOEKTOPOM U
HKpPaHOM, HOYTOYKOM, KOMIUIEKTOM Yy4eOHOM MebOenu [Uii CTYAEHTOB, pabOYMM MECTOM
npenoaasatens. Beixoa B UHTEepHET MPOBOAHOM MITH ¢ Mcmoib3oBanueM Wi-Fi.

JU1st caMOCTOATENbHOM PabOoThI HCIIONB3YIOTCS TEKCTOBBIE U 3JIEKTPOHHBIE pecypcbl HayuHoit
OMOIMOTEKH YHUBEPCUTETA U IPYTHX AJIEKTPOHHBIX OMOINOTEUHBIX 0a3 1aHHBIX.

B npouecce o0yueHHst CTyA€HTHl UMEIOT BO3MOKHOCTB MCIIOJIb30BaTh y4eOHbIE MaTepHalIb
no aucuuiiuHe «KazmpoBoe Aenonpou3BOJACTBO M apXMBBI JIOKYMEHTOB IO JMYHOMY COCTaBY»,
pa3meneHnbie Ha ratGopme Moodle IenTpa nucranironHoro oopazosanus 'OY BITO «/IorHY ».
C ucrnosib30BaHUEM PECypcoB IUIaTHOPMBI IUCTAHIIMOHHOTO 00pa30BaHMsI TaK)Ke OCYIIECTBISETCS
TEKYILUNA KOHTPOJIb 3HAHUH CTYJEHTOB.



17. PEKOMEHJOBAHHAS JIUTEPATYPA
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Ne
n/n

HaumenoBanue

Koua-Bo
IK3eMILISAPOB
B OMOJIMOTEKE

JOHHY

Hanu4yue
3JIEKTPOHHOMI
BepPCHHU B
9BC

Ocnosnasn numepamypa

Jlenonpon3BoACTBO : o0pa3siibl, JIOKYMEHTHI,
opraHm3anus u TexHoyiorus padotsl / [B. B. 'anaxos u
np. ; nox pea. U. K. Kopneesa, B. A. Kyapsiesa]. — 3.
3-e. — Mockaa : [IpocmekT, 2015. — 479 c.

1

[Tanexa, 1O. 1. Opranizaris 3arajpbHOTO JI1IJI0OBOJICTBA : (31
3pazkamu cydacHux finoBux mnamnepis) / FO. L. [Tanexa. —
2-re Bua. — Kui : Jlipa-K, 2009. — 457 c.

15

[Torpe6nas, JI. [lenonpousBoicTBO, KAKUM OHO JOJKHO
obITh / JI. [TorpebHas. — 2-e uzn. — XapokoB : dakrop,
2008. — 413 c.

,Zlonommmeﬂbna}l Jaumepamypa

bacakos, M. 1. KagpoBoe nenonpousBoACcTBO : yueo.-
npakt. mocooue / M. U. bacakos. - PoctoB H/]] : ®eHukc,
2002. - 345 c.

Bnacosa, E. E. CoBpeMeHHBIIl J1e/0BOM JAOKYMEHT
Opranu3anus AeI0NpOU3BOJICTBA U JOKYMEHTO000pOTa
Ha npeanpusitan / E. E. Bnacosa. — X. : Koncynst, 2004.
—212c.

Hemun, 0. M. Jlenonpoussoactso : Iloaror. cmyxeo.
nokymenToB / 0. M. Jlemun. — 2-e u3a. — CII0. u 1p :
ITutep, 2005. — 224 c.

Enuzaseruna, T. M. Jenonpon3BoacTBo Ha
KOMIIbIOTE€pe : [cocT. mokymeHToB. Opr. paOOTHI.
Benenue yuera] / T. M. EnuzaBetuna, M. B. Jlenucosna.
— 3-e m31. — M. : Kymum-o6pa3s ; CII6. : ITurep, 2005. —
299 c.

Komsima, M. T, JlenompousBoncTBo, Oyxraatepus Hu
aHanM3 OM3Heca Ha KommbloTepe : [yueb. mocobue s
pabOTHHUKOB CIIY)XO JEIOMPOM3BOJICTBA, CEKPETapei,
PYKOBOJIUTENEH, CTYAEHTOB BY30B 3KOH. mpoduis] /
M. I'. Konsana. — Jlonenk : BAO, 2003. — 285 c.

19

KpacaBun, A. C.  JlokymMeHTalluoHHOE  obOecrieueHue
yOpaBleHUs  KajpaMd :  TOpakT. mocobue  /
A. C. Kpacaus. — M. : UTHOPA-M, 2003. — 191 c.

15

10

MuTtpodanoBa, B. B. KagpoBoe nenonpon3Boactso B
KoMMepueckoii opranu3zanuu / B. B. Mutpoganosa. — M.
: Ox3amen, 2005. — 143 c.

11

[Tanexa, FO. I. Opranizaniss cy4acHOro MAiJIOBOJACTBA :
HaB4. moci0. ans ctya. By3iB / FO. L. Tlanexa. — KuiB :
Konnop, 2007. — 190 c.

12

HenonpouzBoactso. — 2007— . — Mocksa : JlenoBsie
kommyHukaruu. — 2007— . — Berxogut 4 pasa B roj.
2007, Ne 14 ; 2008, Ne 1-4 ; 2009, Ne 1-4 ; 2010, Ne 1 ;
2011, Ne 3-4; 2012, Ne 1-4.

19
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18. UTH®OPMAIIMOHHBIE PECYPCbI

1. T'ocynapctBeHHas uHpOpPMAIMOHHAs CHCTEMa HOPMAaTUBHBIX MPAaBOBBIX aKTOB : MopTain /
MunucrepcrBo roctuiuu Jlonenkoit Hapomnoit Pecnyomuku. — [lonenk, [2016— ]. — URL:
https://gisnpa-dnr.ru (nata oopamenwus: 04.04.2021).

2. Bcepoccuiickuii Hay9HO-HUCCIIEA0BATELCKUN HHCTUTYT IOKYMEHTOBEICHUS U apXUBHOTO
nena (BHUMJAL) : odunmaneubii caiitr / BHUUJIAL. — Mocksa, [2001- ]. — URL:
http://www.vniidad.ru (nara oopamenus: 04.04.2021).

3. Caiit mo xampoBomy gaenonpousBogctBy / OOO «KoHcanTWHroBass KOMIIaHUS
«Crparerusi». — Bonrorpan, [2019—  ]. — URL: http://www.kadrovik-praktik.ru (zata obparenusi:
04.04.2021).

4. CnpaBOYHHK KaJPOBHKA : JJIEKTPOHHBIN k)ypHaI : calT / OO0 «AKTHOH-IUIKUTAIDY
(«AxTrHOH-MII®DP»). — MockBa, [2019—  ].— URL.: https://e.spravkadrovika.ru (zata ooparienusi:
04.04.2021). — Pexxum qocTyIa: M0 HOAMKMCKE U B TOCTEBOM A0CTYyIIE (3 [TH:).

5. UIIK. Muctutyr npodeccuonanbHoro kaaposuka : caiit / HOUY MAIIO «MucTUTYT
npodeccHoHaIbHOrO KaapoBukay. — MockBa, [2019—  ]. — URL: https://profkadrovik.ru (agara
obpamenus: 04.04.2021).

19. IPOTPAMMHOE OBECIIEYEHHUE

1. Windows 7 PRO (koprioparusHas sutensus JOHHY Ne 46484614);

2. Microsoft Office (kopnoparusnas smnensus JOHHY nunensus Ne 46472919);

3. Microsoft Visual Studio (munensus mporpammel DreamSpark s BbICHIHX y4eOHBIX
3aBEJICHU );

4. Jlunen3uu GPL myst cBoGoiHOTO TporpaMMHOro obecnieuenus: AHTuBUpyc Kacnepckoro,
Libre Office, Adobe Acrobat Reader, xPDF, Paint. NET.



