





3

1. OBJACTBb IPUMEHEHUA U MECTO JUCHUIIJIMHBI B YYHEBHOM
ITPOLECCE

VyeOnas nucuumumHa «KaznpoBoe [1€101pou3BOACTBO W apXHMBBI JOKYMEHTOB IIO
JUYHOMY COCTaBY» OTHOCHTCA K 0a30BOH yacTH MPO(EcCHOHANBHOIO OJI0Ka IUCLUIUIMH 110
HanpasyieHUIO0 1oArotoBku 46.03.02 «/loxymeHTOBeneHNE U apXHBOBeAeHUE». OCHOBBIBAETCS
Ha 0a3ze nuctuIUMH: «J{okymeHTOBeeHuey», «OpraHu3anns U TEXHOJIOTUs JOKYMEHTallMOHHOTO
oOecnieueHus ympasieHus», «I'paxnanckoe npaBo», «TpynoBoe mnpaBo», «ApPXHBOBEIECHUEY,
«JlokyMeHTaIbHblE HH(GOPMALIMOHHBIE CUCTEMbD». [laHHYI0 y4eOHYIO AMCLUUIUIMHY JOIOJHSET
[apajuIeJIbHOE OCBOCHHME CIEAYIOLMX AUCHUIUIMH: «['ocynapcTBEHHbIE, MyHMLMIIAJIbHBIE U
BEJOMCTBEHHbIE  apxuBbl», «VH(pOpMalMOHHBIE TEXHOJOTMU B  JOKYMEHTAl[MIOHHOM
oOecrieyeHnn YNpaBICHUA M apXUBHOM Jelie», «APXUBHOE IMpaBo». YueOHas IUCIMILIMHA
«KanpoBoe aenonpou3BOACTBO M APXMBBI JOKYMEHTOB [0 JIMYHOMY COCTaBY» (hOpMHUPYET
OCHOBY JUUIsl OCBOEHUS! IUCLUIUIMHBI «YIIPABJIEHUE IEPCOHATIOM.

HopmaTuBHBIe CCBLIIKM — He npedycMompeHbl.

2. CTPYKTYPA JUCHUIIJIMHBI

Xapakmepucmuka yueOHOU OUCUUNTIUHDL

HanpasneHnue noaroToBku 46.03.02 «JlokymMmeHTOBEACHUE 1
OO6pazoBaTenpHasi mporpamma OakanaBpuar
KBanuduxanms aKaJeMHuecKuii OakagaBpuar
KonnuecTBo copepkaTeabHbIX MOTYIIEH 4
JucrunanHa 6a30B0H / BapHaTUBHON YacTH
. 0a3o0Bast 4aCTh MPOPECCHOHATHHOTO 0JIOKA
00pa3oBaTeIbHON IPOTPAMMBI
®opmel kouTpOJst (MK, sKk3ameH, 3a4eT) 1 MK, 1 ax3amen
ouHas popma 3a04Has popma
oxasates o0yueHus o0yueHus
HOpMAT. | YCKOpP. HOpMaT. YCKOp.
CpOK CpOK CpOK CpOK

KonnyecTBo 3a4eTHBIX eAUHUIL (KPEAUTOB) 4 4 4 4
T'ox moaroroBku 4 2 4 2
Cemectp 7 3 — —
KonmuecTBo yacos: 144 144 144 144
— JEKIIMOHHBIX 36 36 6 6
— NPAaKTUYECKUX, CEMUHAPCKHUX 36 36 8 8
— 1a00pPaTOPHBIX — —
— CaMOCTOSATEJILHON PabOThI 72 72 130 130
B T. 4. HHAUBHIyaJIbHOE 3a/I1aHNE — — —
HeaenpHOE KOIUYECTBO YacoB, 8 8 - -

B T. Y. ayJUTOPHBIX 4 4 _

AP- akanempazHuia

3. OIMCAHUE JUCHUIIJIMHBI

Heau u 3ax1aun

HGJ'IB y‘-Ie6HOI\/'I JAUCHUIINIMHBI — IMOATOTOBUTH BLBIITYCKHHWKA, BJIAACIOIICTO HaBBIKAMH

BEJICHUS KaJAPOBOTO JIEIOMPOU3BOJICTRA.
3agaun:

- C(I)OpMI/IpOBaTL Yy CTYyACHTa KOMIICTCHLWH, IMO3BOJIAIOMNIMEC C€MY BBIIIOJHATL BECh
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KOMIUIEKC paboT MO KaJIpOBOMY JEIOMPOU3BOICTBY;

— copMHUpOBaTh KOMIUIEKCHOE MPEACTABICHUE O CHCTEME JOKYMEHTAIMH 0 JINYHOMY
COCTaBy;

— JlaTh MpejAcTaBieHHe 00 ypOBHE pErjIaMEeHTallMd KaJpOBOIrO JIEJIONPOU3BOJCTBA B
Honenkoit Haponnoit PecniyOnuke;

— HAYYHUTb COCTaBIATH U OPOPMIISTH OpraHU3alMOHHbIE, PACIOPSAUTEIbHBIC, YUETHHIC,
UH(OPMAIIMOHHO-CIIPABOYHBIE KAJAPOBBIC JOKYMEHTHI,

— JIOKYMEHTHPOBAaTh OCHOBHBIE KaJPOBBIE MPOIIEYPhl B COOTBETCTBUH C TPEOOBAHUSIMU
3aKOHO/IaTEJIbCTBA,;

— HAy4YUTh OPraHHU30BBIBATH pabOTy KaIpOBOM CIYKObI, COCTaBISATH JIOKaJbHbIC
HOPMATHBHBIEC AKThI, PETJIAMEHTUPYIOIIUE €€ IS TeIIbHOCTD;

— O00Yy4YUTbh OCHOBHBIM TE€XHOJOTHYECKHM IpPUEMaM JIeJIONPOU3BOICTBEHHBIX OIMepaluii,
OpraHu3aIMy XpaHEHUs KaJpOBOM TOKYMEHTAIINH.

TpeOoBanus K pe3yabTarTaM _OCBOeHMs aucuMiuinHbl. [lponecc wu3ydenus
JUCLUIUIMHBI HAampaBjieH Ha (QOPMUPOBAHUE DIIEMEHTOB CJEAYIOMIMX KOMIIETEHIUHA B
cootBercTBUU ¢ TpedoBanusimu ['OC BIIO mno wampasnenuto mnoaroroBku 46.03.02
JIOKyMEHTOBE/ICHHE W apXWBOBEACHHEC M OCHOBHOH 0OpPa30BAaTEIBHOW MPOrPAMMBI BBICIIETO
o0Opa3oBaHus HampaBieHUs MOArOTOBKH 46.03.02 JlIokyMEHTOBEIEHUE U apXUBOBEICHUE!

a) oouwexynomypuole komnemenyuu (OK):

— CIOCOOHOCTH K caMOOpraHu3aiuy u camoobpaszosanuio (OK-7);

— CHOCOOHOCTH K UCTIOJIB30BAHUIO OCHOBHBIX METOJIOB, CIIOCOOOB U CPEJCTB MOTYUYECHUS,
xpaHenusi, nepepaborku uHGopmarnuu (OK-10).

0) oowenpogpeccuonanvnuvie komnemenyuu (OIlIK):

— BiajgeHUe 0a30BbIMM 3HAHUSAMH B o0nactTd MHGOPMAIMOHHBIX  TEXHOJIOTHMA
(mporpaMMHBIE  TPOAYKTBI, HCIOJB3yeMbI€ B  YIPaBICHUU JOKYMEHTAMH, CHCTEMBI
3JIEKTPOHHOTO JIOKYMEHTO000pOTa, TEXHOJIOTUH cKaHHpoBaHus qokyMeHTOB) (OITK-2);

— BJIaJICHUEC HaBBIKAMU HCIIOJIH30BAaHUS KOMITBIOTCPHON TEXHWKU M WH(OPMAIMOHHBIX
TEXHOJIOTHIl B TMOUCKE UCTOYHUKOB M JUTEPaTyphl, UCMOJIH30BAaHUU TMPABOBHIX 0a3 NaHHBIX,
COCTaBJICHUH OHONMorpaduueckux u apXuBHbIX 0030poB (OITK-4);

— CIOCOOHOCTh pellaTh CTaHAApTHBIE 3a7auud TPOoGEeCcCHOHATIBHOW AESITeTbHOCTH Ha
OCHOBE MH(OpMallMOHHOW 1 Oubnuorpaduyeckoil KyabTypbl C IpUMEHEHHEM HH(OPMAIMOHHO-
KOMMYHHKAITIOHHBIX TEXHOJOTMH M C Yy4E€TOM OCHOBHBIX TpeOoBaHWN WHGOPMAIMOHHOMN
6e3zonacHoctu (OITK-6).

8) npogpeccuonanvnvie komnemenyuu (IIK):

HAYYHO-UCCTIe008aMENbCKASL 0eAMEeNbHOCMb !

— CMOCOOHOCTh TMPHUMEHSTh HaydHble METOJbl TMPU HCCIEAOBAaHUU OOBEKTOB
npodeccuonanbroii aestenbroctu (IK-1);

— BIaJCHUE 3HAHUSAMH OCHOBHBIX TMpoOJeM B O0OJACTH JOKYMEHTOBEICHHS W
apxuBoBeaenus (ITK-3);

— CIMOCOOHOCTh CaMOCTOSITENILHO paboTaTh C Pa3IMUYHBIMH MCTOYHUKAMU HH(OpMAIUH
(TIK-4);

— BIIaJICHHE TEHACHIIHSIMH pa3BUTHUSA UH(OPMAIIMOHHO-JOKYMEHTAIMOHHOTO
obecrieueHus ynpasieHus u apxusHoro jaena ([1K-5);

— CIOCOOHOCTh aHAJTM3UPOBATH IIEHHOCTh JJOKYMEHTOB ¢ 1ielibto ux XpaHenus (I1K-8);

MEXHON02UYECKas 0esIMelbHOCb.

— BIIaJIcHUE HaBBIKAMU HUCIOJIb30BaHUS KOMIBIOTEPHON TEXHUKU W WH(OPMAIMOHHBIX
TEXHOJIOTUH B JIOKYMEHTAIHOHHOM OOecrieueH!H yrpasieHus u apxuBHoM jene ([TK-14);

— BIaJiEHUE TPaBWJIAMHU OKCITyaTalldd TEXHUYECKUX CPEICTB U CIIOCOOHOCTH
WCIIOJIh30BaTh TEXHUYECKHE CPEJCTBA B JIOKYMEHTAIIMOHHOM OOECIICUEHUW YIpaBICHUS |
apxuBHoM jene ([TK-16);

— CHOCOOHOCTH HCIIOJIB30BaTh TMpaBWJa OpPraHU3allid BCEX JTaroB paboOTHl C
JIOKYMEHTaMH, B TOM 4Hcjie apXuBHbIMU jJokymMeHTamu (ITK-20);
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— BIJIaJICHUE HABBIKAMU COCTABJICHHSI OMHICEH JIeNI, TIOJrOTOBKH JIe K Mepeiadye B apXuB
OpraHu3aIliy, TOCYAapCTBCHHBIN Wik MyHUIUIaabHbIH apxuB (ITK-21);

— CIOCOOHOCTh MPUHHMMATH y4acTHE B PadOTE MO MPOBEACHUIO SKCIEPTU3bI IIEHHOCTU
nokymentos (I1K-22);

OP2aHU3AYUOHHO-YNPABIEHYECKAS OesIMENbHOCMb.!

— CIOCOOHOCTh OPraHU30BBIBATH PA0OTY CIIY)KOBI JOKYMEHTAI[HOHHOTO OOECIICUCHHUS
yIIpaBJICHUS U apXUBHOTO XpaHeHus gokymeHToB (I1K-30);

— CcmocoOHOCTh pa3palaThiBaTh JIOKAIBHBIE HOPMATHBHBIE aKThl M HOPMATHUBHO-
METOAMYECKHE JOKYMEHTHI 10 BEICHHUIO MH(POPMAIMOHHO-TOKYMEHTAMOHHOTO OOECTIeYEeHUs
yrpasieHus u apxusHoro aeia (ITK-31);

— BIIQJICHUE 3aKOHOJATENPHOW M HOPMATHBHO-METOJIMYECKOH 0a30if MH(POPMALMOHHO-
JOKYMEHTAIlMOHHOTO  OOECIIeYeHUs]  yIpaBJICHUS ¥  apXMBHOTO JieJa, CIIOCOOHOCTh
OPHECHTHPOBATHCS B IIPaBOBOI 0a3e cMexHbIX obuacteit (ITK-32);

— 3HaHMe TpeOOBaHMW K  OpraHu3alk  KaJpoBOTO  JICJIONPOM3BOJICTBA U
JOKYMEHTHPOBAHHUIO TPYIOBBIX OTHOUICHUH, XpaHEHHUIO JOKYMEHTOB 110 JIn9HOMY cocTtaBy (I1K-
36);

— BIQJICHUE TPUHIMIIAMH, METOJaMH W HOPMAaMH OpTraHU3aLWH, XPaHCHHS,
KOMIUICKTOBAHHUs, y4eTa M WCIIOJIb30BaHMs APXHMBHBIX JTOKYMEHTOB, JOKYMEHTOB JIHYHOTO
npoucxoxaenus (I1K-37);

NPOEKMHAsL QesAMenIbHOCIb!

— BIQJICHUE TPHUHIUIIAMH OpPTraHM3alUMU AaPXUBHBIX CIYXO0 JOKYMEHTAaIHOHHOTO
obecrieueH s yIpaBIeHUs U apXUBHOTO XPaHCHHUS TOKYMEHTOB B opranu3anusx (I1K-44);

— BIIQJICHUE METOJaMHU TMPOBEACHUS aHAM3a OPraHM3alUd JOKYMEHTAIMOHHOTO
oOecrieyeHHsl YIpaBICHUS W apXUBHOI'O XPAaHEHHS JOKYMEHTOB B KOHKPETHOW OpraHM3aluu
(TTIK-46);

— BJIJICHUE MIPUHIMIIAMH U METOJaMH OpraHu3aiuu Xpanenus nokymentos (I1K-47);

— BIIAJICHUE HAaBBIKAMU COBEPIICHCTBOBAHMS OpPTraHU3alu XpaHeHus nokymeHTos (I1K-

49).

B pe3yabTare uzyueHusi y4eOHOH TUCHUTIINHBI CTYAEHT J0JIKEH

— 3Hamp: COBPEMEHHOE 3aKOHOJATEIbHOE U HOPMATHBHO-METOAMYECKOE 0OecredeHre
KaJ[pOBOTO JICJIOTIPOU3BOJICTBA; COCTaB M MOPSAOK O(GOPMIICHHUS YIPABICHYECKHX TOKYMEHTOB
M0 JINYHOMY COCTaBYy; COCTaB U TMOPSIOK OGOPMIICHHS PEKBU3UTOB U COCTABIEHHUS TEKCTa
KaJIpOBbIX JOKYMEHTOB; MOPSIOK NPUMEHEHHUS THUIOBBIX YHU(PUIMPOBAHHBIX (OPM KaJpPOBBIX
JIOKYMEHTOB; BUJbl JOKYMEHTOB MO Y4YeTy KaApOB, MOPSAOK MX OQOPMIICHUS U XpaHEHUS;
paboTty KampoBOM ciyXObI, €€ OpraHu3aIrio, 00sI3aHHOCTH M OTBETCTBEHHOCTh; OCOOEHHOCTH
paboThl C MEpPCOHANBHBIMH JAaHHBIMU PAOOTHHKOB; TPEOOBAaHHSA K OpraHH3alMu pabOTHI C
KaJIpOBBIMH JIOKYMEHTaMU U (POPMUPOBAHUS apXHBa MO JUYHOMY COCTABY;

— yMmemb: IPUMEHSATh HOPMATUBHBIE U METOAMYECKHUE TOKYMEHTHI, periaMeHTUPYIOIIHE
KaJpoOBO€ JICJONPOM3BOJICTBO; COCTABIATH M OQOPMIISATH  OPraHU3AIHUOHHO-TIPABOBEIE,
pacropsiiuTenbHble, HWH(DOPMALMOHHO-CIIPABOYHBIE M YYETHBIE KaJpOBBIE JOKYMEHTOB;
0(QOpMIISITh TPYAOBBIE TIOTOBOpPA U JIpyrue JTOKYMEHTHI, 0opMiIsieMble IPU MIpHeMe Ha padoTy;
KOMIUIEKTOBATH JIENIa TI0 TUYHOMY COCTaBY; MTOMEMIATh JOKYMEHTHI HAa XpaHEHHE B COOTBETCTBUHU
C CYHECTBYIOIIMMU HOpMaMH, BECTHU JIMYHBIC ACJIa pa6OTHI/IKOB; pa6OTaTB C NMEpCOHAIbHBIMHU
JTAHHBIMH;

— @1ademb: HABBIKAMHU COCTaBJICHHUS PA3JIMYHBIX BHJIOB KaJIPOBBIX JIOKYMCHTOB;
HABBIKAMHU COCTABJICHUS JOKAIBHBIX HOPMATHUBHBIX aKTOB, PETIIAMEHTHUPYIOIIUX JEATEIHHOCTh
KaIpOBBIX CJ'Iy)K6; HaBbIKaMMU CHUCTEMATHU3allMN JOKYMCHTALIUU 110 JUYHOMY COCTaBYy, HaBbIKaMH
paboThl ¢ TUMOBBIMU YHH(PHUIIMPOBAHHBIMU (pOpMaMH JOKYMEHTOB; HaBBIKAaMU O(GOPMIICHHS Jel
10 JTMYHOMY COCTaBY.
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4. COAEP)KAHUE JUCIIMIIJIMHBI U ®OPMbI OPTAHU3AIIUU YYEBHOI'O
ITPOLECCA

Kypc mucrumummasl «KaapoBoe IeIonpou3BOJACTBO U apXUBBI JOKYMEHTOB 10 JTHYHOMY
COCTaBy» MpEIyCMaTpUBACT Clieaylomme (popMbl OpraHu3alui y4eOHOro Tpoliecca: JCKIIHH,
MPAKTUYECKHUE 3aHITHUS U CAMOCTOSITEIILHYIO padOTy CTYACHTA.

Marepran  M3JaraeTcsi € KCIOJB30BAaHHEM  OOBSICHUTEIIbHO-UIUTIOCTPATUBHBIX,
IBPUCTUYECKUX U HCCIEIOBATEILCKUX METOJOB MpemnojaBaHus. [Ipu mpoBeneHUH IJEKIUN
UCTIOJIB3YIOTCS. MYJIbTUMEIUAHBINA TIPOCKTOP.

B ydeOHOM mpoliecce MIMPOKO MPUMEHSIIOTCS AKTHUBHBIE W HHTEPAKTUBHBIC (DOPMBI
NpoBe/ICHUsT 3aHATHI (Ppa300p KOHKPETHBIX CHUTYyalluii), BHEAyIUTOPHAs CaMOCTOSTEIbHAs
pabota, OaIbHO-PEHTHHIOBAsE CHCTEMa OLIEHKH YCHEBAEMOCTH, JIMYHOCTHO-OPHEHTHPOBAHHOE
o0ydeHue, mpodieMHOe 00ydeHHe, OJIOYHO-MOAYJIbHOE O0YUCHHE.

[IpenycMoTpeHO HCIONB30BaHUE B y4eOHOM MpoIlecce MHTEPHET-PECYPCOB MO JaHHOMY
KypCY JUIsl PEIICHUS IPAKTUYCCKUX 3aIaHHH.

CaMocTosiTenbHasi paboTa CTYIEHTOB NPEIyCMATPUBACT BBIMOJTHCHUE WHIUBUIYATBHBIX
3aJ]aHUl, TOJATOTOBKY K IPAKTHYECKUM 3aHATUSAM, HW3y4CHHE YYEOHOH W METOAMYECKON
JUTEPATyphl, COCTABICHHE KOHCIIEKTOB, 3aIIUTY JTOKIaI0B.

IopsiakoBblii HOMeP

KpaTkoe conep:kanne TeMbl
U TemMa

Cooeprcamenvhutiit Mooys 1.
3akonooamenbvHoe, HOPMAMUBHO-MEMOOUUECKOE U OPZAHUAUUOHHOE PeYTUPOBAHUe
KaAopoeoil 0esasmeabHOCHU U padombl ¢ KAOPOBLIMU OOKYMEHMaAMU

Tema 1. Kanpoas OTten KaupoB, yIpaBiIeHUE KaJpOB, CIIyk0a ylpaBIeHUs MepcoHaioM. Mecto
ciryx0a B anmapare KaJIpOBOH CITy’KOBI B YIIPaBIEHYECKOH CTpPyKType opraHm3ammu. CTpyKTypa
YIpaBICHHS KaJI[pOBO# CITy>KOBI (CITy>XOBbI YIpaBIIEHUS TEPCOHANIOM). 3amaud W (PYHKIUU

KaJpoBOH CIyXObl. JIOIDKHOCTHOH WM YHCIEHHBIH COCTaBBI CITY>KOBI KaJpoB
(cmykObI ynpaBieHUs TIepcoOHAIOM). PyKOBOUTENH U CIICIIMAIMCTHI KaJpOBOH
cinyx0bl. TpeGoBaHuS K KapOBBIM CIIEHUAIHCTaM, KBaJHU(PHUKALUOHHBIE
XapaKTePUCTUKU  KAaJPOBBIX  CIEIHUANMCTOB.  THIOBBIE  JOJDKHOCTHBIC
00s3aHHOCTH  KaJpOBBIX  croenuanuctoB. Knaccugpukarop mnpodeccuit
(Ykpanna) — 1K 003:2010. CnpaBoyHHMK KBaJHM(PUKALMOHHBIX XapaKTEPHUCTUK
npodeccuii paboTHUKOB. EnuHbIi TapudHO-KBaTH()UKAMOHHBIN CIIPAaBOYHUK
pabot u mnpodeccuii pabouux. Poccuiickas Deneparus: npodecCHOHAIbHBIH
CTaHJapT CHEUUAINCTA 110 YIPABICHUIO TIEPCOHAIOM; 0000IIEHHbBIE TPYAOBbIE
¢byHKUMHM, TpyZHOBbIE (GYHKUUHM, TpynoBble naedcTBusl. OTBETCTBEHHBIE 3a
BEJICHUE KaJpOBOTO JEJONMPOU3BOJCTBA U 32 PA0OTY C TPYJAOBBIMU KHIKKAMH.

OTBETCTBEHHOCTH pabotonateneit 3a HapyIIieHue TPYIOBOTO
3aKOHOJATENIbCTRA.
Tema 2. IIpaBoBsie YpOoBHM MpPaBOBOIO PEryJMPOBaHMS [JESITEIBHOCTH KAAPOBOM  CIyKOBI
OCHOBBI (nepapxuueckas KJ1accupuKaIus HOPMaTHBHO-TIPABOBBIX aKTOB).
(bYHKIMOHUPOBAHUS Koncrurynusa oneuxoit Haponmnoit PecmyGmuku (IAHP). A3k kagpoBbix
KaJpOBOH CITy>KOBI nokymenToB. Kogekc 3akoHoB 0 Tpyae Ykpaunsl (B peaakuuu ot 01.04.2014).

3akonsl JIHP: «O mepconampHBIX JaHHBIX»;, «O rocyaapcTBEHHON
rpaxaaHckoi ciayxOe», «0O0 omaare Tpyaa»;, «00 ormyckax»; «00
oOpamenusx rpaxnan»; «O conuanbHON 3amuTe MHBAIHIOB»; «O0 OcHOBax
cucTeMbl Npo(WIAKTHUKK TpaBoHapymeHuit B Jlomeukoir HapomHoit
PecryOmmukey; «O 3amsTrocTH HaceneHus», «00 oxpane Tpyma»; «O
rocyJapcTBeHHOW TaitHe»; «OO0 3JIeKTpOHHOH moamucH». 3aKOHBI Y KpPawuHBI:
«O HaIMOHAIBHOM AapXWBHOM (OHAE M AapXMBHBIX YUpeXAEHHIX»; «O
KOJUIGKTUBHBIX JOTOBOpax W corjameHusx» (B pemakiuu ot 24.07.2013);
[IpaBuna paboOTBl apXUBHBIX MOJPA3JENICHUH OpPraHOB TOCYJapCTBEHHON
BIACTH, MECTHOTO CAaMOYIIPaBJICHUs, NPEANPUATHH, YUpPESKICHUH U
opraam3ammii (ot 16.03.2001 No 16); llepedeHp THIIOBBIX JOKYMEHTOB,
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oOpasylomuxcss B MpoILecce NesSTeIbHOCTH TOCYAapCTBEHHBIX OpPraHOB U
OpPraHOB MECTHOTO CaMOYIIPABIEHUS, OPYTUX YUPEKICHUH, NPEANpUATHI U
OpraHu3alyii, ¢ yKa3aHHEM CpPOKOB XpaHECHUsI TOKyMeHTOB oT 12.04.2012
Ne 578/5. Tloctanosnenusi [lpaBurensctBa JIHP. Ilpukasst Munuctepctsa
Tpyaa u coumaibHON momutuku JIHP: «O6 yrBepkmennn MHCTpyKumu mo
3alI0OJIHEHHUI0  TPYOOBBIX  KHIDKEK», «OO0  yrBepxnenun  Ilopsinka
nepeoopMieHUs] TPYIOBOH KHIKKH, (OpMa KOTOPOH HE COOTBETCTBYET
neiictByromemy 3akoHogatenbcTBy JHP». VYaudunumposanusie Gopmsl
MEPBUYHON y4ETHON JOKYMEHTALMHU 0 YYeTy TPyZa U OIUIATHI IPEANPUATHN U
Pazpacuenus x HuM. llpukassl U HOPMATUBHO-METOJUYECKHE JOKYMEHTHI
['maBHOTO TOCYAAapCTBEHHOTO YNpaBJICHHS JOKYMEHTALMOHHOTO OOecreueHus
n apxuBHoro gmema JHP (ITYIAOA/). JlokameHbie HOpPMATHUBHBIC aKTBI.
[lomoxxenne o KagpoBoi ciykOe. J|OIKHOCTHBIE MHCTPYKIIMH COTPYTHHUKOB
KaJpoBOH c1ykObl. HCTpYKIMS IO Ka[pOBOMY JeJIONPOU3BOJICTBY.

Cooeprcamenvuutii Mooyas 2. Cocmae Kadpoeoii 00KymMeHmayuu

Tema 3. CoctaB kanpoBoi JokyMeHTanuu. OpraHn3alyoHHbIE KaApOBbIE TOKYMEHTEI.

Oprasnu3auoHHO- [IpaBuna BHYTpeHHEro TpydoBoro pacnopsaka. IlonoxkxeHue o 3amure

IIPaBOBLIC KaJIPOBbLIC MEPCOHAJIBHBIX OAaHHBIX. IIITaTHOE pacnucannue, CTPYKTypa W MITaTHaA

JIOKYMEHTBI yuciieHHocTh. ['paduk otmyckoB. KommexktuBHbM moroBop. llonoxenne 00
omnare Tpyzaa. CnocoObl O3HAKOMIIEHHUS! C JIOKAJbHBIMH HOPMAaTHBHBIMU
aKTaMH.

Tema 4. Haznauenue kaapoBbIX TpHKa3oB. [Ipukasbl (pacHoOpsKeHHs1) PYKOBOAMTEIS

PacnopanutensHble OpTraHM3alyH 10 JIMYHOMY cocTaBy. PopMa NEPBUYHBIX YUETHBIX JOKYMEHTOB.

KaApOBBIE NJOKYMEHTHI

OO0s3arenbHble  PEKBU3UTHI INIPHUKA30B MO JHMYHOMY coctaBy. OdopmieHue
KaJIpOBBIX MIPHUKa30B. TeKCT KaJpoBbIX MpHKa30B. O3HAKOMIIEHHE C KaAPOBBIMU
NPUKa3aMHu.

Tema 5. Yuernslie
KaJpOBbIE€ JOKYMEHTHI

Jlnaneie kapToukn paboTHUKOB. YHu(uiupoBanHas (opma T-2. Buecenwue
CBEJICHUI B JUYHYIO KapTOYKy. JIOKYMEHTBI, HEOOXOIUMBIE IJIsl 3arOIHEHHUS
JIUYHOM KapTO4KW. 3alojHEHHE pas3fesioB JUYHOM KapTouku. [lommucanue
JUYHOW KapTOouku. BHeceHne W3MEHEHHM B JIMYHYI0 KapTOuKy. JIM4YHBIHA
JUCTOK IO Yy4YeTy KaJapoB, JONOJHEHHWE K HeMy. TpyIOBbIE KHWXKKH
pabotHuKoB. PerimamenTarust paboThl ¢ TpyaoBbIMH KHIKKaMu. Odopmitenue
TPYZAOBOH KHWXXKM paOOTHHKY, NpPUHSATOMY Ha paboTy BoepBble. biaHk
TPYOBOIM KHIKKU. DOpMBI TPYJIOBOM KHIKKM U BKIaaslma B Hee. [lopsaok
3aMOJIHEHUS] THUTYJIBHOTO JIUCTa TPYAOBOM KHIDKKH. 3allONHEHHE pa3JIesioB
TPYZAOBOM KHIDKKHM. O3HakomiieHHE pabOTHHKAa C 3amUCSIMH, BHECEHHBIMH B
TPYAOBYIO KHIKKY. 3aBEepeHHE 3aluceldl TpydoBOW KHIKKH. BHeceHue
U3MEHEHUH B TPYJIOBYIO KHIXKY. VcnpaBiieHus B TpyOBOM KHUXKe. Beinada
TPYAOBOH KHWXXKH paboTHUKY. JyOnmukar TpyaoBOW KHWXKKH. Bruagpim B
TPYAOBYIO KHIKKY. KHUTa ydeTa ABMKEHUS TPYJOBBIX KHIKEK M BKIIAJABIIICH
B HUX. lIpuxonHO-pacxonHast KHUra 1o y4ery OJaHKOB TPYAOBOW KHIKKU U
BKIIaJplllla B Hee. XpaHEHHE TPYJOBHIX KHIKEK. Tabenw ydera pabodero
BpPEMEHH, OPSIJIOK BEACHUS TabeeH.

Tema 6. Mupopma-
[IUOHHO-CITPABOYHBIC
KaJIpOBBIE JOKYMEHTBI

JIOKyMEHTBl — OCHOBaHHS K MpHKa3zaM IO JUYHOMY COCTaBY. 3asiBICHMUSI.
Hoxnmamgaple, cimyxeOHBIE ©  OOBSICHUTENBbHBIE  3amuckd.  CrpaBKu.
[IpencraBnenms.  YBemomieHus. Axktel.  IIporokomsl.  JloBepeHHOCTH.
Xapaxrtepuctuku. Pestome. OOs3aTenbcTBa O HEpasTJalleHUW  CBEJCHMUIA,
corjacue Ha cOop, 00pabOTKy M XpaHEHUE MePCOHANBHBIX JTAHHBIX. 3aBEPEHUE
KOITHH KaJIPOBBIX JIOKYMEHTOB.

Cooepircamenvhbiit Modyas 3. [loKymenmupoganue npoueccos 08uicenus Kaopos

Tema 7. [lpuem
paboTHUKa Ha paboTy

HeiictBust paboTomatens A0 3aKIIOUEHHS TPYAOBOrO AoroBopa. llomaroblii
ITOPUTM NpPUHATHA paboTHUKA Ha PadoTy. JlOKyMEHTBHI, IpeaoCTaBisieMble
Npy TOCTYIUIGHUH Ha pabory. JludHoe 3asBieHuwe paboTHuKa. TpymoBoi
qporosop. CropoHsl TpynoBoro norosopa. CpodHBI TpyAOBOH JOrOBOD.
HoroBop Ha HeompeneneHHslll cpok. CoaepxaHue TPYJOBOIO JOTOBOpA.
OO0s3aTenbHbIE W JOTOJHUTENIbHBIE YCIOBHUS, BKJIIOYaeMble B TPYIOBOU
porosop. Ilommmcanue TpymoBoro nmorosopa. Berymenme B cuiny.
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Perucrpanus tpymoBoro gorosopa. Hapymienus npu opopMIIeHUH TPYAOBOTO
noroeopa. IIpukas o mpueme paboTHHKa Ha paboTy. Perucrpanms npukasos o
npueme Ha pabory. O3HakomiieHHEe paOOTHHKA C TPUKA30M O NpUEME Ha
paboty. BHecenune cBeqeHni B TPYAOBYIO KHIDKKY PaOOTHHKA M 3allOJHEHHUE
CBEJICHWH B JIMYHON KapTOuke paOOTHUKA. APTyYMEHTHpOBaHHWE OOOCHOBAaHHE
0TKa3a O MPUHATHH Ha PadoTYy.

Tema 8. [lepeBon
paboOTHHKA Ha APYTYIO
paboty. M3menenne
orpeIeIeHHBIX
CTOpPOHAMU yCIIOBUHI
TPYIOBOTO IOTOBOPA

W3meHeHus onpeaeneHHbIX CTOPOHAMHU YCJIOBUI TPYJOBOTO JOTOBOpPa, B TOM
yucie TmepeBoa paboTHuMKa Ha Apyrylo paborty. IlepeBom k apyromy
paboronaremo. IlucekMenHoe coriacue padoTHHKa Ha mepeBon. [lepeBox Oe3
corylacusi paOOTHHKA. 3asBiieHHE paOOTHHWKA O TepeBoje. IIpeacTarienne Ha
nepeBoJl. YBeioMmlieHHE O TiepeBoje. JlomomHuTenbHOE CornaleHne K
TpyZoBoMy noroBopy. lIpmka3 o mepeBome Ha Apyryio padory. BHecenme
3aIHCH O TIEPEBOJIE B TPYAOBYIO KHIDKKY pabOTHHKA M €T0 JIMYHYIO KapTOUKY.
[lepeBon o nHUIIMATUBE pabOTOAATENS M IO OOCTOSTEIHCTBAM, HE 3aBUCAIIIM
0T BOJH CTOpOH. Hecornmacue paboTHMKA Ha MEPEBOJ U MPEIJIOKEHUE HHOM,
uMeroreiics y pabotomarenst padotel. llepememenne paboTHHWKAa Ha IIpyroe
pabouee MecTo. BpeMeHHbIN niepeBoI.

Tema 9.
IIpenocraBnenue
OTITyCKa paDOTHUKY

E)KCFOI[HBIG OoIjla4yMBacMbI€ OTIYCKa W HWHBIC BHUIAbI OTIIYCKOB. HpaBo
paboTHHKa Ha  ©KEroAHbIH  oIuladnBaeMblii  OoTmycK. OOS3aHHOCTH
paboTozmaTensi MPENOCTaBICHHS  €XErOOHOI0  OIUIaYMBAaEMOr0  OTIIYCKa
pabOTHUKY © BbIIUIATa JICHE)KHOW KOMIIEHCAlMM 3a OTmyck. [lopsook
NPEJOCTaBIICHNUs ~ ©KEroJHOI0  OIUIaYMBAaEMOT0  OTIycKa  pabOTHHKY.
[IponomkuTenbHOCTh OTIyCKOB. lcumcieHue CcpokoB oTmycka. JleneHue
OTITycKa Ha d4acTH. l[IpegocTaBiieHHE OTIyCKa Pa0OTHHKY HE IO TpaduKy
OTIyCKOB. 3asBieHHe Ha oTmyck. [Ipuka3 o mpenocTaBieHHHM OTIyCKa
paGotHuKy. O3HakOMJIEHHME € MNpHUKa3oM Ha otrmyck. Ilepmon pabotel, 3a
KOTOPBIA TIPEJOCTaBISIETCS OTITyCK paboTHUKY. [lepeHoc maTel oTmycka. Yder
OTITyCKOB paOOTHHUKA.

Tema 10.
Hanpasnenue
paboTHHKA B
KOMaHJUPOBKY

Ilonstue «cmyxebHas KoMaHAMpOBKa». IIpaBoBoe perynupoBaHue BOIPOCOB
HampaBiieHUsT paOOTHUKOB B  CHyXeOHble KOMaHAWPOBKU. Kateropum
pabOTHUKOB, KOTOpbIE HE MOTYT OBITh HampaBJIeHbl B KOMaHIUPOBKH HIIH
MOTYT OBITh HampaBlieHbl TOJIBKO C MX MUCBMEHHOTo coriacus. [luceMeHHOe
corylacue pabOTHWKAa Ha HampaBJICHUWE B CIYXEOHYI0 KOMAaHIMPOBKY.
Odopmnenne ciayxeOHOH KOMaHAMPOBKH. Pacmopsbkenue paboromarens,
MIPYKa3 O HalpaBJIeHNH Pa0OTHUKA B KOMaHJIUPOBKY.

Tema 11. IToompenue
paboTHHKA

[lonsitne  «moompenue paboTHHKA». Buumbl moompeHus paboTHUKA.
[Ipouienypa moompenuss pabotauka. OcHOBaHUS [Js W3JaHWs TpUKaza O
noornipenuu. [Ipukas o moompeHurd pabOTHHKA. 3amUCH O TOOILIPEHUAX B
TPYJIOBOM KHUXKKE.

Tema 12. Brinecenue
JUCIUTUTHHAPHOTO
B3bICKAHUS

IloHATHA «IMCUUIUIMHAPHBIN MPOCTYNOK» U «IUCHUILNIMHAPHOE B3BICKAHHEY.
HewncrionHeHne uiaM HeHaJyIeXallee HCIOJHEHHE Pa0OTHHKOM BO3JIOXKEHHBIX
Ha HEro TpPYIOBBIX 00s3aHHOCTEW. BuWabl IUCHMIUIMHAPHOTO B3BICKAHUSI.
[Mopsimok  JOKyMEHTaNbHOTO O(GOPMIIEHUS JMCUUILIMHAPHOTO B3bICKAHUS.
[TucemenHble 00BsicHEHUsI OT paboTHHKa. Pukcanus (akTa COBEPILIECHHS
JUCIIMTUIMHAPHOTO TMPOCTYIKA. AKT, PUKCHUPYIOIINIT OTKa3 1aBaTh OOBSICHEHHS.
Pemenne o HanoxeHuu B3bICKaHUA. IIpuka3 pykOBOAUTENS O NMPUMEHEHUU
JUCLUIUIMHAPHOTO B3BICKAaHUS. AKT 00 OTKa3e 3HAKOMHUTBHCS C TPHUKA3OM.
Cpoku HaJlOKEHUs] TUCLUUILUIMHAPHOTO B3bICKaHMs. CHATHE TUCIMITIMHAPHOTO
B3bICKaHUs. YBOJIbBHEHHE KAK MEpa JUCHUIIMHAPHOIO B3bICKAHUSI.

Tema 13. YBosbHEeHHE
paboTHHKA UITH
MPEeKpaIeHUe C HUM
TPYJOBOI'0 JIOrOBOpa

[MoHsATHS ~ «yBOJIGHEHHE, «IIpeKpalleHue  TPYLOBOIO  JJOrOBOpay,
«pacTOpKEHUE TPYIOOBOTO A0TroBOpa». OCHOBaHUS YBOJILHEHHs pabOTHHKA.
YBonbHeHHE pabOTHHKA IO cOOCTBEHHOMY kenaHuro. [Iporeaypa yBomsHEHUS
paboTtHuKka. Beimaua konwii JIOKyMEHTOB paOOTHUKY TIPH YBOJbHEHHH.
VYBenomienue paboromarens 00 YBOJBHEHHHM HO COOCTBEHHOMY >KEJIaHUIO.
3asBnenue paboTHHKAa 00 yBoJNbHEHMH. OT3BIB 3asBICHUS 00 YBOJHHEHUH.
[Ipuka3z o0 yBompHeHHHM paOOTHHMKA. 3amucu 00 YBOJBHEHHH B TPYAOBOM
KHW)KKE M JIMYHOM KapTouke paOoTHHKA. [lata mpekpamieHus TpyIOBOTO
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JoroBopa. Brimada TpymoBoi KHWKKH. YBOJBHEHHE MO COTJIAIICHUIO CTOPOH.
YBoNbHEHHUE B CBSI3U C HCTEYCHHEM CpPOKa TPYIOBOTO IOTOBOpa. PacTopikeHune
TPYAOBOIO JOTOBOpa C Pa0OTHHKaMU B Cllydae JUKBUAALUH OpPraHU3AIMH.
VYBOJBbHEHHE B CBS3U C COKPAILCHWEM YHCICHHOCTH WM IITaTa PaOOTHHUKOB.
YBoNBbHEHHUE B CBSI3U C HECOOTBETCTBHEM PaOOTHHKA 3aHUMAEMOH JTOJDKHOCTH
wi pabote. YBOJNBHEHHWE B CBSI3M CO CMEHOH COOCTBEHHMKAa WMMYIIECTBA.
VYBoJbHEHUE KaK Mepa AMCUUILIMHAPHOTO B3BICKAHHA. YBOJbHEHHE B CBSI3HU C
NpEOCTaBICHHEM PaOOTHUKOM MOJJIOKHBIX JTOKYMEHTOB MPH 3aKIIOUCHUH
TPYZAOBOTO JOTOBOpAa. YBOJIBHEHHWE B CBS3H C TIEPEBOIOM K JIPYroMy
paboronaTento. YBoJIbHEHHE Pa0OTHHKA B CBS3HM C OTKAa30M OT MPOJOJKEHUS
paboTbl. YBONBHEHHME B CBSI3M C OTKa30oM pabOTHMKAa OT TIepeBOAa.
[Ipexpamerne TPyaOBOTO [OTOBOpPa B CBSI3M C OOCTOSTENBCTBAMH, HE
3aBUCSIIUMHU OT BOJU CTOpOH. [Ipekparenne TpyJoBOTO IOTOBOPA B CBS3H C
HapyLIICHUEM MPABHJII €r0 3aKII0YCHUSI.

Cooeparrcamenvhutit Mooys 4.

Opzanuzayus yuema u XpaneHus 00KyMEHN 06 no JTUYHOMY COCHABY OPZAHU3AUUU
Tema 14. Pabora ¢ JBr>KeHUE KaJpOBBIX NOKYMEHTOB. Perucrpanusi JOKYMEHTOB MO JIMYHOMY
KaJpoOBOU coctapy. JKypHaimbHas ¥ aBTOMaTH3UPOBAaHHAs CHCTEMbBl pPErHCTpaliu
JOKyMeHTaluen KaJpOBBIX  JOKyMeHTOB.  OOs3aTenbHble  PETUCTPALMOHHBIE  (OPMBI.

Peructpupyempie JOKYMEHTBI KaJpoBOH ciyxkObl. JXypHamel perucrparun
KaJIpOBBIX JOKyMeHTOB. JKypHaibl perucTpauudd KaapoBbIX IPHKAa30B.
KypHanbl  perucTpallid  TPYAOBBIX  JIOTOBOPOB M JOMOJHHUTEIBHBIX
COIVIAIIEHUH K TPYJIOBBIM JOTOBOPaM.

Tema 15. Benenue
UHPOPMAaITUOHHO-
CIIPaBOYHOMN paOOTHI U
OpraHM3aIMs XpaHEHUS
JOKYMCHTOB I10
JMYHOMY COCTaBY

NudopmammonHo-cipaBoyHass ~ pabota C  KaapoBOM  JOKyMEHTaIHew.
OpFaHI/I?;aHI/Iﬂ XpaHCHUA JIMYHBIX KapTO4YCK pa6OTHI/IKOB. CI/ICTCMaTI/I?:aHI/I}I
JTUYHBIX Kaprodek. Homenxmarypa gem kampoBoit ciyxObl.  Dopma
HOMEHKNATypbsl  Je1  CTpyKTypHOro  mozpasgenenuss.  CocraBneHue
HOMEHKJIATYpHl Jiesl. DKCIepTH3a LIEHHOCTH JOKYMEHTOB KaJpOBO CIIyKObI, ee
HOPMATHBHO-MCTOANYCCKAass OCHOBA, OpraHu3alvda W IMOPAOOK IIPOBCACHUA.
IIpukasbsl co cpokoM XpaHeHus JieT 75 net. [Ipukasel co cpokoM XpaHeHHus S
set. CpoKM XpaHEHHUsS KaJpOoBOH JIOKyMeHTaiuu. JIuuHoe aeno pabOTHHKA.
CoctaB JIOKYMEHTOB JIMYHOTO Jena pabotHuka. dopmupoBaHue, BeleHHE U
XpaHeHHe JUYHBIX Aed. [lopsmok pasmenieHus TOKYMEHTOB B JIMYHOM JEJIe.
BHyTpeHHssi onmch JMYHBIX Jen. Bbimaua nuuHbIX gen. O3HakoMIleHHE
paboTtHuka ¢ JuuHBIM geroM. CocTaB JOKYMEHTOB KaJpOBOHW CIYXKOBI,
NOJUIeKALIMX Tepefade B apxuB. llpaBwia NOATOTOBKM JOKYMEHTOB II0
JMYHOMY COCTaBY K Ilepeaye B roCy1apCTBEHHbIE 1 MyHUIUIIAIBHBIC apXHBBI.
HOpH}lOK YHUUTOXKCHHUA JOKYMCHTOB C UCTCKIIMMHU CPOKAMU XPAHCHUS.
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TemaTnueckuii mian

KoJsanuyecTBo yacon

Ounas ¢popma o0yueHust

3aounas popma odyuenus

HopmaTuBHBIii cpOK 00y4eHus

YckopeHHBIH CPOK 00y4eHus

HopmaTuBHBIii cpoK 00y4eHus

YckopeHHBIH CpOK 00yueHUs

BT. Y. BT. Y. BT. . BT. Y.
Ha3zpanus
coJep:KaTeJbHbIX MOAYJIeH 1 b = ) 5 3 5 ) %
rem | 2% |3 R | 2|5 |3 | 2|5 |3
° = 3} z 8 =5 el 2 S I3} 2 8 =5 < = = 3} Z. 8 8|5« 2 = 3) z 8 8|5 <
5 = 5 SR gl B S ) gL e & @ S 5 g|le e & © S| ) g8 e &
S g T E el xe o g 5 ElE el el g g =) g g el z2el 2 5 5 £l & Qe 28
M X = < s Qe o M & = < S Qe HQ 2] =] = < S Qe 29 M = = < Qe v
[5) = Q, &Sl s ) = (= £ S S s ) = o, 2 S E s [5) = Q. £ Sl s s
= = o O & B = = 1) O A B o = = ) o 4 8 o = =] o O A B o
NE-NE-RR 2 g(¢s H-RE-RR 288
E g |2 = E g |z = = g |2 = E g |z =
133 S o = ) = o =
Cooepircamenvhblit Modyns 1. 3akonooamensvHoe, HOPMAMUBHO-MEMOOUUECKOE U OP2AHUZAUUOHHOE PECYTUPOBAHUE KAOPOBOIUL OeAMEbHOCHIU U PAGOMbL C KAOPOGLIMU 0OKYMEHmMamu
Tema 1. Kagposas cimyx06a B
anmnapaTe yrnpaBJIeHHs] 9 2 2 5 - 9 2 2 5 - 9 1 - - 8 - 9 1 - 8 -
Tema 2. [IpaBoBbIe OCHOBBI
(bYHKIMOHUPOBAHUS KaJPOBO 8 2 2 - 4 - 8 2 2 - 4 - 10 2 - - 8 - 10 2 - - 8 -
CITYKObI
Hroro no conep:x. moxy.tio 1 17 4 4 - 9 - 17 4 4 — 9 — 19 3 - - 16 | — 19 3 - - 16 -
Cooepcamenvhbtit modyns 2. Cocmag Kadpogoii 0OKymeHmayuu
Tema 3. OpraHu3aioHHO- 9 2 2 _ 5 _ 9 2 2 B 5 B 8 _ _ _ 8 B 8 B B B 8 _
[PaBOBBIE Ka/IPOBBIE JIOKYMEHTBI
Tema 4. PaciopsigurensHble 9 2 2 _ 5 _ 9 2 2 B 5 B 8 _ _ _ 8 B 8 B B B 8 _
KaJIpOBBIC JIOKYMEHTBI
Tema 5. YueTHbIe KaipoBbIe 13 4 4 _ 5 _ 13 4 4 B 5 B 8 _ _ _ 8 B 8 B B _ 8 _
JIOKYMEHTBI
Tema 6. UapopmarmonHo-
CIIPaBOYHbIE KaPOBBIC 8 2 2 - 4 - 8 2 2 - 4 - 8 - - - 8 - 8 - - - 8 -
JIOKYMEHTBI
Hroro no cogep:k. MoayJiro 2 39 | 10 | 10 - 19 - 39 | 10 | 10 - 19 - 32 - - - 32 - 32 - - - 32 -
Cooepicamenvustii modynv 3. Jlokymenmuposanue npoyeccos 06UlNcenus Kaopos
Tewa 7. Tpuevt paGormmatia | gy |\ g | g | | 6 | — | 14| 4| 4| - |6 |-|13| 12| -1 -|13]1]2]-]10]-
paboty
Tema 8. [lepeBo paboTHIKa Ha
Apyryio padory. Mawereiine 9| 22| -|5|-|9|2|2|-|5| -1 1|2|-]100]-[18|1]2]-]10]-
OMPEEICHHBIX CTOPOHAMH
YCIIOBHUI TPYIOBOTO JOrOBOpa
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TemaTnueckuii mian

KoJsanuyecTBo yacon

Ounas ¢popma o0yueHust

3aounas popma odyuenus

HopmaTuBHBIii cpOK 00y4eHus

YckopeHHBIH CPOK 00y4eHus

HopmaTuBHBIii cpoK 00y4eHus

YckopeHHBIH CpOK 00yueHUs

BT. 4. BT. 4. BT. 4. BT. 9.
Ha3zpanus
coJep:KaTeJbHbIX MOAYJIeH 1 g = 3 5 g 5 g %
e e s 3|8 |g AERERE e 3|8 |5 e 3|8 |§
[ o 2 & |8 2 o =) |8 a4 ) = | B =
° = 3} S |8 s/ 5=| 2 S I3} S |8 &5 g5 = 3} S |8 5 & = 3) S |8 85w
5 = 5 SR gl B S ) gL e & @ S 5 g|le e & © S| ) g8 e &
S g T E el xe o g 5 ElE el el g g =) g g el z2el 2 5 5 £l & Qe 28
2 Z = < s Qe o @A 2 ~ < S Qe HQ 2] Z = < S Qe 29 M Z =~ < Qe v
[5) = Q, &Sl s ) = (= £ S S s ) = o, 2 S E s [5) = Q. £ Sl s s
= = o O & B = <1 o O B = = o) 0 & B & = 5] o O & 8B &y
2l g2 2l ¢lc | AR 2l g |88
= = c% o) = = % = = = % T = ‘é‘ § =
51 = o = o = S =
Tema 9. [IpenocrasieHue
oTIycKa paGOTHHKY 9 2 2 - 5 - 9 2 2 — 5 - 1125| 0,5 10| - |125(05 | 2 — 10 -
Tema 10. Hampaienue
paboTHHKA B KOMaHAUPOBKY 8 2 2 - 4 - 8 2 2 N 4 N 9 n n n 9 N 9 N N N 9 -
Tema 11. [Toompenue pabotHuka | 6 1 1 - 4 - 6 1 1 - 4 - 7 - - - 7 - 7 - - - 7 -
Tema 12. BriHecenne
TUCIUILTHHAPHOTO B3BICKaHUS 6 1 1 - 4 - 6 1 1 N 4 N 7 n n n 7 N 7 N N N 7 -
Tema 13. YBosibHEHUE pabOTHHUKA
WK TIPEKpAIeHie C HUM 14 4 4 - 6 - 14 4 4 - 6 - | 12,5| 05 2 - 10 - 11251 0,5 2 - 10 -
TPYIOBOTO JOrOBOpa
Hroro no coxep:xk. Mmoayiio 3 66 | 16 | 16 - 34| - 66 | 16 | 16 | — 34| - 74 3 8 - 63 - 74 3 8 - 63 -
Cooepacamensuvtit modyns 4. Opeanusayus yuema u Xpanenus 0OKyMeHmoe no TUYHOMY COCHABY OP2AHU3AUUL
Tema 14. PaboTa ¢ xaapoBoii
JTOKyMeHTaIHeli 9 2 2 - 5 - 9 2 2 - 5 - 8 - - - 8 - 8 - - - 8 -
Tema 15. Benenue
UH(OPMAIMOHHO-CIIPABOYHOM 13 4 4 _ 5 _ 13 4 4 B 5 B 1 _ _ _ 1 B 1 B B _ 1 _
paboThl M OpraHU3aIMs XpaHESHUS
JIOKYMEHTOB I10 JITYHOMY COCTaBY
Hroro no cogep:k. MmoayJro 4 22 6 6 — 10 — 22 6 6 - 10 | - 19 - - - 19 - 19 - - - 19 -
Bcezo no oucyunnune 144 | 36 | 36 - 72 | — |144| 36 | 36 - 72 | — | 144| 6 8 — [ 130 — | 144 | 6 8 - 1130 | -
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5. METOAUYECKHUE PEKOMEHIALIUUA JJIA ITIPOBEJEHUA

TeMbl JeKIIMOHHBIX 3aHATHH

JEKIIMOHHBIX, MIPAKTUYECKHNX U JIABOPATOPHBIX 3AHATHUI

KoanuecTBo yacoB

Ounas ¢popma OuHas 3aouHas 3aouHas
Ne n/m Hazpanue tembl N bopwma c bopwma c bopwa c
HOPMAaTUBHBIM | YCKOPEHHBIM | HOPMATHBHBIM | YCKOPEHHBIM
CpOKOM CpOKOM CpOKOM CpOKOM
o0yueHus o0y4eHust 0o0y4eHust 0o0y4eHust
Tewma 1 Kagnposas ciry:x0a B anmapate ynpaBJIeHHsI 2 2 1 1
Tema 2 | IIpaBoBbIE OCHOBBI (PYHKIIMOHHPOBAHUS 2 5 5 5
KaJIpOBOH CITyXKObI
Tema 3 Opraau3ainoOHHO-TIPABOBEIC KaIPOBBIC 2 5 3 3
JIOKYMEHTBI
Tema 4 | PacnopsiauTenpHble KapOBBIE TOKYMEHTHI 2 2 — —
Tema 5 | YuerHbIe KaJpOBBIE JOKYMEHTHI 4 4 — —
Tema 6 | MapOpMaIMOHHO-CIIPAaBOYHBIE KaIPOBhIE 2 5 B B
JIOKYMEHTBI
Tema 7 | Ilpuem paboTHuKa Ha padoTy 4 4 1 1
Tema 8 | IlepeBox paboTHHKA Ha IPYTyIO padboTy.
W3menenune onpeneeHHbIX CTOPOHAMHA 2 2 1 1
YCJIOBUH TPYIOBOT'O IOrOBOpA
Tema 9 | IlpemoctaBieHue OTIycKa paOOTHHKY 2 2 0,5 0,5
Tema 10 | HampaBnenue paGoTHHKA B 2 5 B B
KOMaHIHPOBKY
Tema 11 | Iloompenne paboTHHKA 1 1 — —
Tema 12 | BeiHeceHue TUCIMILTHHAPHOTO B3BICKAHUS 1 1 - —
Tema 13 | YBonbHeHHE paOOTHHKA HITH 4 4 05 05
IpeKpalieHue ¢ HUM TPYJIOBOT'O JI0OTOBOpa ’ '
Tema 14 | PaboTa ¢ kapoBoii JOKyMeHTaueH 2 2 — —
Tema 15 | Benenue nHQpOpMaIMOHHO-CIIPABOYHON
pabOoThI U OpraHu3aIus XpaHEeHUs 4 4 - -
JIOKYMEHTOB T10 JINYHOMY COCTaBYy
BCEI'O 36 36 6 6
TeMbl NPAKTUHYECKUX 3AHATHI
KoauyecTBo yacoB
Ounas ¢popma Ounas 3aouHas 3aouHas
Ne n/m Ha3zsaHnue TeMbl N opva c popma c (bopia c
HOPMAaTUBHBIM YCKOpPEHHBIM HOPMaTUBHBIM YCKOpPEHHBIM
CPOKOM CPOKOM CPOKOM CPOKOM
o0yJeHust obyderus o0yJeHus obyJeHus
Tema 1 Kanposast ciry:x0a B anmapate ynpaBJieHHsI 2 2 — —
Tema 2 | IlpaBoBble OCHOBBI (PYHKIIMOHUPOBAHUS 2 5 B B
KaJIPOBO# CITyKObI
Tema3 | Opranu3anroHHO-TIPaBOBBIE KaIpPOBbIE 2 5 3 3
JOKYMEHTBI
Tema 4 | PacnopsiauTenbHble KapOBBIE JOKYMEHTHI 2 2 — —
Tema 5 Y4eTHble KaJJpOBble JOKYMEHTBI 4 4 — —
Tema 6 | MapOpMaIMOHHO-CIIPAaBOYHBIE KaPOBbIE 2 5 3 3
JOKYMEHTBI
Tema 7 | Ilpuem paboTHHKA Ha padoTy 4 4 2 2
Tema 8 ITepeBog paboTHUKA Ha PYTYIO padoTYy.
N3menenue onpeaeneHHbIX CTOPOHAMHU 2 2 2 2
YCIIOBHI TPYZOBOT'O I0rOBOpa
Tema 9 | IlpemoctaBieHue OTIycKa paOOTHHUKY 2 2 2 2
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Tema 10

Hanpasnenue paboTHuKa B

2 2 — -
KOMaHJHPOBKY
Tema 11 | IToompenne paboTHHKA 1 1 — —
Tema 12 | BelHeceHHe TUCIUIUIMHAPHOTO B3BICKAHUS 1 1 — —
Tema 13 | YBonbHeHHE paOOTHHUKA HITH 4 4 5 5
IpeKpalieHue ¢ HUM TPYI0BOTO I0TOBOpa
Tewma 14 | Pabota c kaqpoBoO# TOKyMeHTaIen 2 2 — —
Tema 15 | Benenue nHQpOpMaMmOHHO-CIIPABOYHON
paboThI U OpraHu3aLus XpaHSHUS 4 4 - -
JIOKYMEHTOB [0 JINYHOMY COCTaBY
BCEI'O 36 36 8 8

TeMmbl 1a00paTOPHBIX 3AHATUIH — He nPedyCMOmMpeHo.

6. METOOAUYECKHUE PEKOMEHJIAIIUA 110 OPTAHU3ALIUU
CAMOCTOSTEJBbHOM PABOTHI CTYJIEHTOB

CamocTtosTenbHas padoTa CTyAEHTa SBISETCS BaKHOU ¢opmoil ydeOHOro mporecca,
KOTOpasi TO3BOJIICT MPHOOPECTH, a TaKKe 3aKpelUTh HOBBIC 3HAHUS, HABBIKM M YMEHWUS,

chopMUpOBaTh JHYHBIE YOEKIACHHUS,

HCIIOJIb30BAaTh IIOJYYCHHBIC 3HAaHHWA U YMCHUSA B

IpaKTU4ecKol aedrenbHocTH. OHa OCYHIECTBISETCS B TEYEHHME BCEro Ipolecca oO0ydeHus u

UMEET CIEAYIOIUE CTaJUu:
1) mepBUYHOE O3HAKOMJICHUE C MaTepUATIaMU JICKIIHIA;
2) U3y4CHHUE ¥ YCBOCHHE JICKIIMOHHOTO MaTepHaa;

3) caMOCTOSTEIbHYIO

popadoTKy

HN3YUCHHOI'O MaTCpHralia,

4) OATOTOBKY K MPAKTUYECKUM 3aHATHSIM;
5) moAroTOBKY K BBIMOIHEHHIO MHCHbMEHHOM MOIYIbHON KOHTPOJIBHOM paboThI;

JUTEPaTypPHBIX

HCTOYHUKOB n

6) MHIMBHIYyaTbHYIO pabOTy MO 33IaHUSIM TPEToIaBaTerIs;
7) NOATOTOBKY K SK3aMEHY.

Oprasusanus caMocTosiTeIbHON padoThl CTYIEHTOB

00001IeHnE

KoanuecTBo yacoB

Ounas ¢popma Ounas 3aouHas 3aouHas
Ne ni/m Ha3saHnue TeMbl N (opwia c (bopa c opva c
HOPMAaTUBHBIM | YCKOPEHHBIM | HOPMATUBHBIM | YCKOPEHHBIM
CpOKOM CPOKOM CPOKOM CPOKOM
o0yJeHust o0yJeHust o0yuenus o0yuenus
Tema 1 | Kagposas ciyx0a B anmapare yrpaBJeHHUs 5 5 8 8
Tema 2 | IlpaBoBBIE OCHOBBI (DYHKITMOHUPOBAHUS 4 4 8 8
KaJpOBOH CITyKOBbI
Tema3 | Opranu3anroHHO-TIPaBOBBIE KapPOBbIE 5 5 8 8
JIOKYMEHTBI
Tema 4 | PacnopsaurenbHble KaJpOBble JOKYMEHTBI 5 5 8 8
Tema 5 | YueTHbIE KaJpOBbIe JOKYMEHTHI 5 5 8 8
Tema 6 | MapOpMaIMOHHO-CIIPAaBOYHBIE KaPOBbIE 4 4 8 8
JIOKYMEHTBI
Tema 7 | Ilpuem paboTHHKA Ha padoOTy 6 6 10 10
Tema 8 ITepeBon paboTHUKA Ha JPYTYIO padoTYy.
W3mMeHeHne onpesie]IeHHBIX CTOPOHAMU 5 5 10 10
YCJIOBUH TPYJIOBOT'O JIOTOBOpaA
Tema 9 | IlpenocraBieHue OTIycKa paOOTHHUKY 5 5 10 10
Tema 10 | HampaBnenue paboTHHKA B KOMaHIMPOBKY 4 4 9 9
Tema 11 | Iloompenne paboTHHKA 4 4 7 7
Tema 12 | BerHeceHue TUCIMILTAHAPHOTO B3BICKAHUS 4 4 7 7
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Tema 13 | YBonbHeHHE paOOTHHUKA HITH 6 6 10 10
IpeKpalleHue ¢ HUM TPYyJI0BOI'O IOroBOpa
Tewma 14 | Pabota c kaqpoBOH IOKyMeHTaIen 5 5 8 8
Tema 15 | Benenue nHQpOpMaMmOHHO-CIIPABOYHON
paboThI U OpraHu3aIyus XpaHeHUs 5 5 11 11
JOKYMEHTOB [0 JINYHOMY COCTaBYy
BCEI'O 72 72 130 130

7. UHANBUAYAJIBHBIE 3AJAHUSA

KonrponsaeiMu  popMamMu  MHAMBHIYadbHOH paboTel mo pucnuminae «Kampooe
JIEJIONIPOU3BOJICTBO U APXUBBI JIOKYMEHTOB I10 JIMYHOMY COCTaBY» MOTYT OBITh CIEIYIOLIHE:
pabota ¢ JIMTEpaTYpHbBIMM IE€PBOMCTOYHMKAMU IO TEMaM MOAyJed; BBIOJHEHHE
WHJUBHYAJIbHBIX HAyYHO-UCCIIENOBATEIBCKUX M IMPAKTUYECKUX 3aJaHUN, a TaKKe TECTOB,
HOJArOTOBKA HAYYHBIX JAOKJIAJI0B, peepaToB U aHAIN3 KOHKPETHBIX CUTYaLU.

NHnuBuayanbHOE 3a1aHUE BBIOJIHACTCS C LENbIO TOBBIIICHUS PEUTHHIA.

TeMbl HHAUBUAYAJIBHBIX 32IaHUI

. JlJokyMeHTHpOBaHUE MpreMa Ha paboTy HECOBEPILICHHOIETHHX.
. OdopmieHue Ha pabOTy HHOCTPAHHBIX Pa0OYHX.
. Odopminenue Ha pabOTy BaXTOBBIM METOAOM.
. Odopmienne Ha pabOTy HAJOMHHUKOB.
. HopMaTuBHO-TIpaBOBasi periaMmeHTanus MpuemMa Ha paboOTy MO COBMECTUTEILCTBY.
[Topsimox oopmieHus.

6. Coemenienue. Buabl. Ilopsaok odopmiieHus: NMUCbMEHHOE COTJAlIeHHe, OIaTa,
CPOK, (PyHKITHH.

7. Odopmienue OOJIBHUYHBIX JINCTOB PAOOTHUKOB.

8. Pucku paboromareseil mpy COBEPIICHUH OMUOOK B KaJPOBOM JEIIONPOU3BOICTBE TIPU
npreMe Ha padoTy.

9. Pucku pabotonaTeneil pyu COBEPIICHHH OIMMOOK B KaJIPOBOM JCIIOTPOM3BOJICTBE B
nporiecce paboThl.

10. Pucku paboromareneii mpu COBEPIICHUU OIMMOOK B KaJIPOBOM JEIOMPOU3BOJICTBE
P YBOJILHEHUHU.

11. MarepuanbHasi OTBETCTBEHHOCTh PAOOTHHKOB U €€ IOKYMEHTaJIbHOE 0(OpMIICHHUE.

12. Metonbl U cmocoObl 3alIUTHI MEPCOHANBHBIX JAaHHBIX TNpU 00paboTKe HX B
WH(OPMAIMOHHBIX CHCTEMaX.

13. Metonbl U cnocoObl 3allUThl TMEPCOHANBHBIX NTAaHHBIX TpH 00paboTke ux 0Oe3
UCTIOJIb30BaHUs CPEJICTB aBTOMATU3AIINH.

14. OcobeHHOCTH MPEAOCTABICHUS POIUTENBCKUX OTITYCKOB.

15. OdopmiieHne npoJieHus, IepeHoca OTIYCKa, 3aMEHbI €KEr0JIHOTO OIJIaulBAEMOT0
OTIYCKA JICHE)KHOM KOMIIEHCALIUEH.

16. Tunm4HBle HApPyMIEHUS padOTOMATENCH TPH JOKYMEHTHPOBAHWUHU TPEIOCTABICHHUS
OTITYCKOB.

17. Tlopsamok pa3paOOTKu HOMEHKJIATYPHI 1€ KaIPOBOU CITY>KOBI.

18. JIokyMeHTO0OOPOT KaJpOBOH CIIYKOBI.

19. KaznpoBele MOKYMEHTBHI BPEMEHHOTO CpOKa XPaHEHUS M OpraHW3aIs padoOThl C

O~ wN PR

HUMH.
20. TlepedyeHb TOKYMEHTOB NP KOHTPOJIJIMHTE ITEPCOHANIA U UX XaPAKTEPUCTHKA.
21. JIoKkyMEeHTHUpOBaHHE POTAIMU TIEpCOHAA.
22. Buasl KagpoBBIX MPHUKA30B MO0 HEYHUPHUIIMPOBAHHOW (hopMe U UX OPOpPMIICHHE.
23. KaapoBsie JOKYMEHTHI, 0(OpPMIISIEMbIE PYKOTHICHO.
24. JIOKyMEHTHPOBaHHE MPOXOKICHHS aTTECTAIHIH.
25. AKTBI KapOBOM CITY>KOBI.
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26. TlpuknagHble IpOrpaMMHBIC TPOAYKTHI B pab0Te KaIPOBBIX CIYXKO.

27. Bpigada cripaBoOK, KOMHM JIOKYMEHTOB O TPYIOBOH JAEATEILHOCTH paOOTHUKOB.

28. JloKyMEeHTHpOBaHHE HATrpaKICHUs PaOOTHUKA rOCY1apCTBEHHBIMU HATPAIaMHU.

29. CosepiieHCTBOBaHNUE YHUDUITMPOBAHHBIX ()OPM MTPHUKA30B MO JTHYHOMY COCTABY.
30. Tabenb u AnbOOM YHU(PHUIIMPOBAHHBIX (POPM KaJPOBBIX JOKYMEHTOB OpraHH3aIHU.

KpuTepuu onieHHBaHUS HHIAUBUHIYAJIBHOI paGoThI CTy/IeHTA:

1. Iesb: HACKOJIBKO Y€TKO c(HOPMYIIHPOBAHA.

2. CTpyKTypa: JJOTHYHOCTh H IIOCIEI0BATEIbHOCT H3JI0KEHHS MaTepHaa.

3. AprymeHTaius: 000CHOBaHHOCTb, YOS IUTEIIbHOCTD, HATMYHE TIOJIOKUTEIBHON OLCHKU
¥ BO3MOXKHOM KPHUTHUKH, CCPLE3HOCTh HAYYHBIX NICTOYHUKOB.

4. HayyHbplii TIOMCK: HCIIOJIb30BAaHHE COOTBETCTBYIOIICH JIHTEpaTypbl, 00BEM
MMPOBCACHHBIX HAYUHBIX HCCHGHOBaHHﬁ.

5. SI3bIK pabOThI: HOHSATHOCTh, PAMOTHOCTb.

6. TBopueckuii MOMEHT: TBOPUYECKOE OTHOIICHHE K OTOOpY, 00paboTKe MaTephalioB,
HaJMYKMEe OPUTHHAIBHBIX BBIBOJIOB.

8. BOITPOCHI K MOAYJBbHOMY KOHTPOJIIO

1. Otnen kaapoB, ymlpaBlieHHE KaJpoB, ciayxk0a yrpaBieHHs IepcoHaloM. Mecrto
KaJIpOBOH CIIyKOBbI B yIPaBJIE€HYECKON CTPYKTYpE OpraHU3aI1H.

2. CtpyKTypa KaJpoBOU CITykObI (CITy>KOBI yIIpaBICHUS IIEPCOHATIOM).

3. 3agaun u QyHKIMH KaJpOBOU CITY>KOBI.

4. JIOJDKHOCTHOM M YMCJIEHHBIM COCTaBbl CIYKObI KaJpoB (CiayXObl yIpaBieHUsS
MIEPCOHAIIOM).

5. PykoBonuTenu M CHEHMATUCTBI KaapoBOW ciykObl. TpeGoBaHHS K KaapOBBIM
cHernuairncTaM, KBaTU(PUKAMOHHbBIE XapaKTEPUCTUKU KaIPOBbIX CIIELUAINCTOB.

6. TunoBble OMKHOCTHBIE O0S3aHHOCTH KaJIpPOBBIX CIEIHaTUCTOB. OTBETCTBEHHBIE 3a
BEJICHHE KaJIpOBOI0O JIEJIONPOM3BO/ICTBA U 3a pabOTy € TPYAOBBIMHU KHIKKAMHU.

7. OTBEeTCTBEHHOCTH paboToaaTeneil 3a HapyIIeHne TPYJOBOTO 3aKOHO1aTeNIbCTRA.

8. YpoBHH TMpaBOBOTO pETYIUPOBAHHS JEATETBHOCTH KaJAPOBOH CITYKOBI. SI3BIK
KaJpPOBBIX JOKYMEHTOB.

9. TpynoBoii KOACKC KaK OCHOBHOU MPaBOBOW aKT, OMPEACIISIONINI COCTaB U MOPSIOK
opopMieHHs JIOKYMEHTOB II0 YCTAHOBJIIEHHIO W TPYAOBBIX OTHOLIEHHUH, U TPYyAOBOMH
JeSATeTLHOCTH paOOTHHUKA.

10. 3akononarenbHble akThl JIHP, pernaMenTupyromume kaJipoBoe AeI0MpOnu3BOACTBO.

11. TlocranoBnenuss u pacnopsbkenust [lpasutensctBa JIHP, yka3sl I'nassl,
periaMeHTHPYIOIIME KaIpoBOE AETONPOU3BOACTBO.

12. VauduuupoBaHHble GOPMBI IEPBUYHON YUETHON JOKYMEHTAIMH.

13. Tlpuka3sl U HOpMaTHBHO-MeTOauYeckre MokyMeHTHl [TYIOAJI, perymupyromiue
KaJIpOBOE JIE€JI0IPOU3BOJICTBO.

14. HopMaTUBHO-METOAMYECKHE aKThl, HEOOXOAUMBIE B pabOTE CITY»KOBI KaJIPOB.

15. Tlonoxenus o0 oTAene KaJpoB KaK OCHOBHOW HOPMATHUBHBIM JJOKYMEHT pPaOOTHI
3TOTO MOIpa3/esICHuUsI.

16. Jlo;KHOCTHBIE MHCTPYKIMM KaK OCHOBHOM HOPMAaTHUB MO OpraHU3allMM TpyAa
pabOTHUKOB KaJpPOBOM CIYkOBbI.

17. WHCTpyKIMS N0 KapOBOMY JEONPOU3BOCTBY.

18. XapakTepucTHKa CHCTEMBI KaJIPOBOI TOKYMEHTAIINH.

19. OpraHu3anMOHHO-TIPABOBbIE JOKYMEHTBHl oOpraHu3anuu. llpaBuna BHYTpeHHEro
TPYZOBOI'O pacropsiika.

20. IIpaBuna BHYTPEHHETO TPYIOBOI'O PACHOPSIKA.

21. TlomoxeHHe O 3aIIUTE IEPCOHANBHBIX JTaHHBIX.
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22. OpraHu3alMoOHHbIE JOKYMEHTBI: IITaTHOE paclHCcaHUe, CTPYKTypa M IITaTHas
YHCJIEHHOCTb.

23. I'paduk OTIIyCKOB.

24. KOIeKTUBHBIN JOTOBOD.

25. Tlonoxenue 006 oriare Tpyaa.

26. CrocoObl 03HaKOMJIEHUS € JIOKaJIbHBIMU HOPMATUBHBIMU aKTaMH.

27. PacnopsiauTenbHble KaapOBbIe JOKYMEHTBI: MPUKA3bl (PAcIOpPsKEHUs) TI0 JTUYHOMY
coctaBy. O0mue TpeboBaHus K 0(OPMIIEHHUIO U CPOKAM IOATOTOBKH.

28. TekcT KaapoBBIX MPHKa30B. O3HAKOMIIEHHE C KJAPOBBIMH ITPUKA3aMH.

29. Jluunble kaprouku pabotHukoB (T-2): mpaBmia 3amoiHeHHs. J[OKyMEHTHI,
HeoOXO0UMBbIE 1JIs 3aII0JIHEHUS JTMYHOM KapTouku. BHECeHNEe N3MEHEHUH B JINYHYIO KapTOUKY.

30. JIuHBI{ JIMCTOK IO YYETY KaJpOB, AONOJHEHHE K HEMY.

31. Pernmamenranusi paboThbl ¢ TPyAOBBIMH KHIDKKaMU. OdopMiieHne TPYAOBOH KHUKKH
pabOTHUKY, NMPHUHATOMY Ha paboTy BHepBble. biaHk TpymoBoi KHMXKKU. DOpMBI TPyAOBOM
KHWKKH Y BKJIQ/IbIIIA B HEe.

32. TpynoBas KHHMXKa paOOTHHKAa Kak OCHOBHOM JIOKyMEHT O TpPYIOBOM CTaxe
paboTHHKa. 3amOJIHEHUE PaA3/IETIOB TPYJAOBOM KHIDKKU. O3HaKOMIIEHHE PabOTHUKA C 3alUCSIMHU,
BHECEHHBIMHU B TPYJOBYIO KHHXKKY.

33. 3aBepenwue 3amuceil TpyI0BOW KHMKKH. BHeCeHEe N3MEHEHHI B TPYIOBYIO KHUXKKY.

34. VctipaBieHus B TPYJOBOM KHIKKE.

35. Bpimagya TpynoBoil KHWKKH paboTHHKY. JyOnukaT TpynoBO KHMKKH. Briagsim B
TPYAOBYIO KHHXKKY.

36. Kuura yuera IBW)KEHHUS TPYIOBBIX KHWKEK M BKIaaplmedl B Hux. [IpuxomHo-
pacxoJHas KHHMra 1o y4yeTy OJaHKOB TPYAOBOM KHMXKKM W BKJIAJbllla B Hee. XpaHEHHUE
TPYAOBBIX KHIKEK.

37. Tabenu yuera pabouyero BpeMeHHU, OPSAIOK BeACHUs Tabemnei.

38. JIOKyMEHTBI — OCHOBAHHUS K MPUKA3aM I10 IMYHOMY COCTaBY.

39. 3asBneHwus.

40. [loknamHble, CITy>KeOHbIE U OOBSICHUTENbHBIE 3aniCKH. CITpaBKH.

41. TlpencraBneHus. Y BEAOMICHUS.

42. Axrtel. [IpoTokomnsl. JloBepeHHOCTH.

43. XapaktepucTuku. Pestome.

44. OOs3aTenbCTBA O HEpasMIAIIEHUM CBEJCHUM, corjacue Ha cOop, oO0paboTKy u
XpaHEHHE NePCOHANBHBIX JaHHBIX. 3aBepeHHE KOMUN KaJAPOBBIX JOKYMEHTOB.

45. TlomaroBelil anropuT™ MPUHATHS paOOTHUKA Ha paboTy.

46. TpynoBoii noroBop. CpouHblii TpymoBOH JoroBop. JloroBop Ha HeompeaeseHHbIH
CPOK.

47. CognepxaHue TpyaoBOro jaoroBopa. OOsi3aTeNbHbIE M JIOTIOJIHUTENBHBIE YCIOBHS,
BKJIIOUAEMbIE B TPYAOBOM J0rOBOD.

48. Tloamucanue TpyaoBoro Joroopa. Berymienue B cuiny. Peructpamust TpynoBoro
noroBopa. Hapymenus npu opopmMiIeHUN TPYAOBOTO I0r0OBODPA.

49. Tlpuka3z o mpueme pabOTHHKA Ha paboTy.

50. AprymeHTHpoBaHHE 00OCHOBAaHUE OTKa3a O MPHUHSATHH Ha paboTy.

9. OBPA3EIl MOAYJIBHOI'O KOHTPOJIA

TrOY BIIO JIOHEIIKWI HAITMOHAJIbHBIA YHUBEPCUTET»
@akyJIbTeT MATEMATHKH U HH(POPMALTHOHHBIX TEXHOJIOTHI

Hanpasnenue noozomoexu: 46.03.02 /lokymenmogedenue u apxusogeoeHue
ObpaszosamenvbHas nNpoSpAMMA. baxanaepuam
Cemecmp: VII
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Yuebnas oucyunnuna: Kaopoeoe oenonpouszeodcmeo u apxuewvt 00KyMeHnos no
JAUYHOMY COCIABY
MOAYJBbHASI KOHTPOJIbHASA PABOTA
Bapuant Ne 1

1. HWHcTpykuus mo KaJpoBOMY JCIONPOU3BOICTRBY.
2. Xapakrepuctuku. Pesrome.
3. [IIpakmuueckoe 3a0anue. OHopMUTh IPUKA3 O IpUeMe PabOTHHUKA Ha PaboTy.

YTBEpKACHO Ha 3acelaHuu Kadeapsl HWHPOPMAIMOHHBIX CHUCTEM YIPaBJICHUS, MPOTOKOJI OT
« » 20 . Ne .

3aBenyrommii kadeapoit H. III. ITonomapeHko
IIpenonaBarens S. B. ®unaroa

KpnTepml OLCHUBAHUSA MOAYJBHOI'0O KOHTPOJIHA

Homep 3ananus KoanuyecTBo 0a/1710B
3amanue 1 4
3anmanue 2 3
3aganue 3 3
Bcero 10 6a10B

10. KOHTPOJIBHBIE BOITPOCHI K TIPOMEXYTOUYHOM ATTECTALIUA

Bomnpocs! k 3x3aMeny

1. Otnen xagpoB, yIpaBleHHME KaJIpoB, CIyX0a ympaBieHUs mnepcoHasoM. Mecto
KaJ[pOBOM CITy>KObI B YIPaBJICHUYECKON CTPYKTYpEe OpraHU3aI|H.

2. CTpykTypa KaJpoBOH CITy>KOBI (CITyKObI YIIpaBJICHHUS TIEPCOHAIIOM).

3. 3agauu ¥ QyHKIMU KaJpOBON CITY>KOBI.

4. JTomKHOCTHOM W 4YMCIEHHBIH COCTaBbl CHYKOBbl KaJIpoB (CIyXObl YyIpaBlieHUs
HIEPCOHAIIOM).

5. PykoBomuTenun u cnequalucTel KaapoBod ciyxObl. TpeOoBaHusS K KaJpOBBIM
cCreManucTam, KBaTM(pUKAIMOHHbIE XapaKTEPUCTUKU KaJIPOBbIX CIELUAINUCTOB.

6. TurmoBbIe TOKHOCTHBIE 00S3aHHOCTH KAJPOBBIX CIIEIIUAIHNCTOB.

7. OTBeTCTBEHHBIE 32 BEJCHHUE KaJPOBOTO JICJIONPOU3BOJCTBA U 32 PaOOTY C TPYJOBBIMU
KHUKKaMHU.

8. OTBeTcTBEHHOCTH paboToaaTeneil 3a HapyIIeHne TPYJOBOTO 3aKOHO1aTENIbCTRA.

9. YpoBHH TpaBOBOTO pETYIUPOBAHHS JIEATEILHOCTH KAApPOBOH CITYKOBI. SI3BIK
KaJIpOBBIX JOKYMEHTOB.

10. TpymoBo# KOJEKC KaKk OCHOBHOW MPAaBOBOW aKT, OTPENCISIFOIINN COCTaB U MOPSIOK
opopmieHHs JIOKYMEHTOB II0 YCTAHOBJIEHHIO W TPYAOBBIX OTHOLICHHUH, U TPYAOBOH
JeSATeTLHOCTH paOOTHHUKA.

11. 3akononarensHble akThl JJHP, pernmamenTupyromnme kaapoBoe AeI0IpOnu3BOACTBO.

12. TlocranoBnenuss wu pacnopsbkeHust [IpasurensctBa JIHP, ykaszer [maBsr,
pErIaMeHTUPYIOIINE KaIpOBOE JIE€JI0NPOU3BOICTBO.

13. VaudunupoBaHHbie POPMBI TEPBUYHON YIETHOW JOKYMEHTAIIHH.

14. TIpukas3sl u HOpMaTuBHO-MeToaM4eckne MokymeHThl [TYIOA/l, perymupytromiue
KaJIpOBOE JI€JOMPOU3BOJICTBO.

15. HopmatuBHO-METOAMYECKHE aKThl, HEOOXOAUMBIE B pabOTe CIy>KOBI KaJIpOB.
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16. Ilonoxenus o0 oTAene KaJpoB KaK OCHOBHOW HOPMATHUBHBIM JJOKYMEHT pPaOOTHI
9TOTO MOAPA3ICICHHUS.

17. JIo;KHOCTHBIE MHCTPYKIMM KaK OCHOBHOM HOPMAaTWUB MO OpraHU3alMH TPyAa
PaOOTHHUKOB KaJIPOBOM CITY>KOBI.

18. MHCTpyKLHMS IO KaAPOBOMY AEIONPOU3BOICTBY.

19. XapakrepucTHka CUCTEMbI KaJIpOBOI TOKYMEHTALIUH.

20. OpraHu3allMOHHO-TIPABOBbIE JOKYMEHTHI oOpraHu3anuu. llpaBuna BHYTpEeHHETO
TPYAOBOTO pacHopsaKa.

21. TIpaBuna BHYTPEHHETO TPYIOBOT'O PACHOPSAKA.

22. TlonokeHue o 3alUTe NEePCOHANBHBIX IaHHBIX.

23. OpraHu3alMOHHBIE JOKYMEHTHI: INTaTHOE paclHCaHUe, CTPYKTypa M IITaTHas
YHCJIEHHOCTb.

24. T'paduk OTIYCKOB.

25. KoieKTUBHBIN JOTOBOD.

26. TlonoxeHnue 00 oruiare Tpyaa.

27. Cnoco0bl 03HaKOMJIEHUS C JIOKAIbHBIMU HOPMATUBHBIMU aKTaMH.

28. PacnopsimuTenbHble KaapoBbIe JOKYMEHTHI: TPUKa3bl (PacIoOpsHKEHHS) IO JTUYHOMY
coctaBy. O0mue TpeboBaHus K 0(OPMIIEHUIO M CPOKAM IOATOTOBKH.

29. TekcT KaapoBBIX MPHKa30B. O3HAKOMIIEHHE C KQJAPOBBIMH ITPHKA3aMH.

30. Jluunbsle xkaptouku paboTHukoB (T-2): mpaBuiaa 3amosiHeHus. J[OKYMEHTHI,
HEOOXOMMBIE /TSl 3aII0THEHUS IMYHOW KapTouky. BHeCeHHe N3MEHEHNH B IMYHYIO KAPTOUKY.

31. JInuHBI{ JIMCTOK MO YYETY KaJpOB + JONOJIHEHUE K HEMY.

32. Permamenranus paboThl ¢ TPyIOBBIMH KHIDKKaMu. OdopMiieHne TPYAOBOH KHIKKU
pabOTHUKY, NMPHUHATOMY Ha paboTy BHepBble. biiaHk TpynoBod KHMXKKH. DOpMBI TPYyAOBOM
KHWKKH Y BKJIQ/IbIIIA B HEE.

33. TpynoBas KHHMXKa paOOTHHKAa Kak OCHOBHOM JIOKYMEHT O TpPYIOBOM CTaxe
paboTHHKa. 3amOJIHEHUE Pa3/IeTIOB TPYJAOBOM KHIDKKU. O3HaKOMJIeHHE PabOTHUKA C 3alUCSIMHU,
BHECEHHBIMHU B TPYJOBYIO KHHXKKY.

34. 3aBepenwue 3amuceil TpyIOBOW KHMKKH. BHECeHEe N3MEHEHHH B TPYJOBYIO KHHKKY.

35. HcnpasieHus B TpyJJOBOM KHIKKE.

36. Bpimaga TpynoBoil KHWKKH paboTHHKY. JyOnwkaT TpyqoBOi KHMXKKH. Briagsim B
TPYAOBYIO KHUXKKY.

37. Kaura yuera IBW)KEHHUS TPYIOBBIX KHWKEK M BKIaaplmedl B HuX. [IpuxomHo-
pacxoJHas KHHMra 1o y4yeTy OJaHKOB TPYAOBOM KHIKKM M BKJaJblllla B Hee. XpaHEHHUE
TPY/IOBBIX KHIKEK.

38. Tabenu yuera pabouero BpeMeHHU, IOPSIIOK BeleHUs Tabemnei.

39. JIOKyMEHTBI — OCHOBaHHUS K MPHUKa3aM I10 JIMIHOMY COCTaBY.

40. 3asBrneHus.

41. JloxnamHble, CIIYKEOHBIE U OOBSICHUTEIHHBIC 3ATHCKU.

42. CnpaBku.

43. TlpencraBieHus. YBEIOMICHUS.

44. Axrtel. [IpoTokonsl. JloBepeHHOCTH.

45. XapaktepucTtuku. Pesrome.

46. OOs3aTenbCTBA O HEpasIJIAIEHUWH CBEJEHMH, coryiacue Ha cOop, o0paboTKy u
XpaHEHHEe TIePCOHANBHBIX JIaHHBIX. 3aBePeHHUE KON KaJAPOBBIX JOKYMEHTOB.

47. TlomaroBslif aITOPUTM NPUHATHS paOOTHUKA Ha padoTy.

48. Tpynosoit moroBop. CpouHbId TPYIOBOW JOTOBOp. JIOTOBOp Ha HEONpeAelIeHHBIH
CPOK.

49. Conepxanue TpynoBoro goroBopa. OOsi3aTeNbHBIC W JIONOJHUTEIBHBIC YCIOBHS,
BKJIIOYaeMbI€ B TPYIOBOH JIOTOBOP.

50. Monmmucanue TpymoBoro moroBopa. Berymuienue B cmity. Permcrpanmst TpyaoBOro
noroBopa. Hapymienus nmpu oopmMiieHU# TpyA0BOTO JJOTOBOPA.



19

51. IIpuka3 o npueme paboTHUKA Ha padoTy.

52. AprymeHntupoBaHue 000CHOBaHHE OTKa3a O MPUHATHUU Ha PaboTYy.

53. Odopminenue nepeBoaoB. [luckmMenHoe coriacue paboTHuKa Ha mepeBo. IlepeBox
0e3 cornacus pabOTHHKA.

54. JlomoaHUTENbHOE COTJalleHHe K TpylaoBomy jaoroBopy. [Ipuka3z o mepeBone Ha
Ipyryio padoty. BHecenue 3amucu o nepeBojie B TPYAOBYIO KHIKKY paOOTHUKA U €ro JINYHYIO
KapTOUKY.

55. IlepeBoxa paboTHHKa Ha ApyTyro padory. [lepeBoa k Apyromy paboTomarerto.

56. IlepeBox mo mHHLKMATHBE pabOTOAATENsI M MO OOCTOSATENHLCTBAM, HE 3aBHCSIIUM OT
Boin cTopoH. Hecormacue pa®oTHHKAa Ha MepeBOJ M MPEJIOKEHHWE HWHOM, HMeEIoleics y
paboTtonaresns pabOTHI.

57. IlepemenieHue pabOTHUKA Ha apyroe pabouee MecTto. BpeMeHHBbIi epeBoI.

58. Buns ormyckoB. [Topsnok mo opopmiieHuro.

59. OdopmiieHHE €KEer0THOTO OIIAYUBAEMOTO OTITYCKA.

60. [Ipuka3 o mpemocraBieHHWH OTIycka paboTHHKY. llepeHoc maTel oTmycka. Yuer
OTIIYCKOB paOOTHUKA.

61. Iopsaok odopmienns koMaHAUPOBKH. COCTaB TOKYMEHTOB, COJIEPKAHUS, TIOPSIOK
MOJATOTOBKU MPHKa3a 0 KOMaHIHPOBKE.

62. Bugsl moompenusi. CocraB, cojaepkaHHe, TMOPSIOK IMOJTOTOBKH M OQOPMIICHHS
MIPUKA30B O MOOUIPEHUHU pabOTHHKA. 3aKCH O MOOLIPEHUSIX B TPYIOBOM KHUXKKE.

63. Bugsl aucnuruimHapHbIX B3bIcKaHUi. CocTaB, copepikaHue, MOpsSA0K MOATOTOBKU H
o(opMIIEHHE TPUKA30B O B3BICKAHMSIX.

64. Cpoku HaIOXEHHUS JUCHUIUTMHAPHOTO B3bICKaHuA. CHATHE TUCIMILTMHAPHOTO
B3BICKAHU.

65. OcHOBaHUS YBOJBHEHHS PaOOTHUKA.

66. YBonbHeHHE pabOTHHKA MO0 cOOCTBEHHOMY kenaHuto. [Iporeaypa yBolbHEHUSI.

67. 3asBrnenue paboTHrka 00 yBoJbHeHHHU. OT3BIB 3asBiieHHs 00 yBoibHeHHH. [IpHka3
00 yBOJIbHEHHH PaOOTHUKA.

68. 3ammcu 00 YBOJBHEHHWHM B TPYHAOBOM KHIDKKE M JIMYHOW KapTO4yKe pabOTHHKA.
Britaua TpynoBOM KHUXKKH.

69. YBompHEHHE TIO COTJIAIIEHUIO CTOPOH. YBOJIBHEHHE B CBSI3M C UCTEYCHHEM CpOKa
TPYAOBOTO 10roBOpa. PacTopkeHne TpyaoBOro 10ropopa ¢ pabOTHUKAMU B CIIyyae JTMKBHUIALUH
OpraHu3aIuHg.

70. YBOJIBHEHME B CBSI3U C COKpAIIEHUEM YUCIEHHOCTH WM 1ITaTa pabOTHUKOB.

71. YBonbHEHUE B CBSA3U C HECOOTBETCTBHEM PAOOTHHKA 3aHMMAEMOM JTOJDKHOCTH WITH
paboTe. YBOJIbHEHHE B CBSA3U CO CMEHOM COOCTBEHHHMKA UMYIIECTBA.

72. YBONbHEHHE KaK Mepa AUCIUILTUHAPHOTO B3BICKAHHUS.

73. YBOJIbHEHHE B CBSI3M C NPEJOCTABICHHEM PAOOTHUKOM IOAJIOXKHBIX JOKYMEHTOB
NPy 3aKIIOYEHUH TPYJOBOTO JIOTOBOPA. YBOJIbHEHHE pPa0OTHHKAa B CBSI3M C OTKa3OoM OT
IPOI0JDKEHUS PabOThl. YBOJIBHEHHUE B CBA3H C OTKAa30M pabOTHHKA OT MEPEeBO/Ia.

74. TlpekpaiieHue TPyJOBOIO JIOTOBOpPA B CBSI3U C OOCTOSITENILCTBAMH, HE 3aBUCALIUMU
oT Boyiu CTOpoH. IIpekpaleHue TpyaOBOTrO JOrOBOpa B CBSI3M C HApYILIEHHWEM IMPaBHII €ro
3aKITIOYCHUSI.

75. Perucrpanust 10KyMEHTOB IO JUYHOMY COCTaBY.

76. VudpopmanmoHHO-CcIIpaBoYHas paboTa ¢ KaapoBOi JTOKYMCHTAIHEH.

77. OpraHu3ainusi XpaHeHUs JTUYHBIX KapToueK paOOTHUKOB. CHcTeMaTH3aIus JTUYHBIX
KapTOYeK.

78. HopmatuBHass u TpaBOBas perjaMeHTAllUs TOpsAAKAa BEACHUS IJWYHBIX JIe.
OdopmiieHne W BeJCHWE IMYHBIX el paboTHUKOB. CoCTaB TOKYMEHTOB JIMYHOTO Jieia
paboTHUKA.

79. Homenkmnarypa /e KaipoBO# CITyKOBI.
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80. IIpukassl co cpokoM XpaHeHus JieT 75 neT. IIpukas3pl co CpOKOM XpaHEHHs 5 Jer.
Cpoku XpaHeHUs KaJpOBOil JOKYMEHTAIINH.

81. IlpaBuna cucTeMaTH3alMH PACHOPSAUTENBHBIX JIOKYMEHTOB, YYETHBIX Jell,
TPYAOBBIX KHMKEK.

82. BHyTpeHHSs ONUCH JIMYHBIX Jel. Bbinadya muuneix aen. O3HakoMiIeHne pabOTHHKA C
JMYHBIM JIEJIOM.

83. Dkcmepru3a 1LEHHOCTH JIOKYMEHTOB KaJpOBOW CIyKOBI, €€ HOpPMaTHBHO-
METOAMYECKasi OCHOBA, OpraHU3alys U MOPsAJOK IIPOBEACHUS.

84. CocTaB JOKYMEHTOB KaJIpOBOH CIyXOBbI, MOJIeKALINX Tepenadye B apxuB. [IpaBuna
HNOJArOTOBKM JIOKYMEHTOB [0 JIMYHOMY COCTaBy K Ilepefade B TOCYJapCTBEHHbIE U
MYHUIUTATbHBIE APXUBBI.

85. IlopsaoKk yHHUTOXKEHUS TOKYMEHTOB C UCTEKIIMMHU CPOKAMH XPaHEHHUSL.

11. OBPA3EIl DK3AMEHAILIMOHHOI'O BUJIETA

IOy BIIO JIOHEIIKAM HAIITMOHAJIbHBIA YHUBEPCUTET»
daky/JbTeT MATEMATUKH U HH(POPMAIMOHHBIX TEXHOJIOTHii

Hanpaenenue noocomoexu: 46.03.02 /lokymenmoeeoenue u apxugoseoenue
Obpazosamenvuas npoecpamma. oOaxanaepuam

Cemecmp: Vil

Yuebnas oucyunauna: Kaoposoe oenonpouseoocmeo u apxuewvt 00KyMeHmos no

JUYHOMY cocmaegy

BUJIET Ne 1

1. AprymeHTHpOBaHHE 0OOCHOBAHHE OTKAa3a O MPUHSITUHU HA PaboTy.
2. WudopmannoHHO-CIIpaBOYHast paboTa ¢ KaJpOBOW JOKYMEHTAIHEH.
3. Tlpaktudeckoe 3amaHue.

YTBepk/IeHO Ha 3aceaHnu Kadeapbl HHHOPMAIMOHHBIX CUCTEM YITPABJICHHUS, TPOTOKOJ OT
« » 2019 . Ne .

3aBenyromuii kageapoit H. III. ITonomapeHnko
DK3aMeHaTop 5. B. ®unarosa

Kpurepun oneHuBanus 3K3aMeHa

Howmep 3ananus KounuecTBO 62,1110
3amanne 1 15
3amanue 2 15
3amanue 3 10
Bcero 40 6anaoB

12. OBPA3ELl TECTOBOI'O 3AJJAHUSA

1. BeiOepeTe HEBEpHOE YTBEpKIEHHUE, KACAIOIIEEeCs] COCTABIICHUS KaJApOBOro MpHKa3a 1o
dopme, OTIAMYHON OT THITOBOM:

a) popMa KagpoOBOTO TPHKa3a MOXKET pa3padaThlBaThbCs W YTBEPKIAATHCA CaMOU
OpraHu3aluei;

0) popMa KaapoBOTO TpUKa3a MOXKET COJEPKaTh JOMOJHUTEIBbHYIO HWH(OpMaIIUIO,
OTJIMYHYIO OT TUIIOBOH (popMBI;

B) COCTaBJIATH KaJIPOBbI MpPHKa3, OTIIMYHBIA OT TUIIOBON (hOPMBI, 3amperiaeTcs.
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OTBer: B)

13. KPUTEPUU OLEHUBAHUA

OOBEeKTOM OIICHWBAHUS 3HAHWUN CTYICHTOB SIBJISICTCS MPOTPAMMHBIA MaTepual
muciuIinHel «KaapoBoe N1e10npor3BOJICTBO U apXUBBI JIOKYMEHTOB IO JIMYHOMY COCTaBY»
pa3IMYHOTO XapakTepa W YPOBHS CIOKHOCTH, YCBOCHHE KOTOPOTO TMPOBEPSETCS MpH
MPOBEJICHUH TEKYIIET0 U UTOTOBOTO KOHTPOJISL.

B Tteuenue cemectpa obOydarommiics MOXKET 3apaboraTh 0ayuibl (B OOLIEH CIIOKHOCTH
MakcumyMm 100 GaioB) 3a cleayromye BUAbI 1EATEIbHOCTH:

1) BBINIOJHEHKE TIPAKTUYCCKUX 3aJaHHIA;

2) HamMCcaHUe MOJYJIbHON KOHTPOJIBHOM PabOThI;

3) aKTUBHOCTH Ha 3aHATHAX (OMPOC, TECTUPOBAHKE, AHATIN3 KOHKPETHBIX CUTYAIIUH);

4) BBINOJIHEHHE WHAWBUAYAJIbHBIX TBOPYCCKUX 3aJaHUM, HANKCAHHE JOKJIaI0B U
pedeparoB (OOHYCHBIC OaLTBI);

5) oTBeT Ha K3aMEHe.

Orenka 3HaHU#M CTYAEHTOB PpoBOoaUTCs Mo 100-0amIbHOM IKajIe COTJIaCHO CIEAYIOIINM
KPUTEPUSIM:

Ne ni/m Buabl KOHTPOJIBHBIX MEPONIPUATHH KosaunuyectBo 6a/1110B

Tema 1

1. [IpakTuyeckas padora 1 1,5

2. OTBeThl HA KOHTPOJIbHBIE BOIPOCHI U TECTHI 0,5
Tema 2

1. [IpakTuyeckas pabora 2 1,5

2. OTBeThl HA KOHTPOJIbHBIE BOIPOCHI U TECTHI 0,5
Tema 3

1. [TpakTuyeckas pabora 3 2,5

2. OTBeThl Ha KOHTPOJIbHBIE BOIIPOCHI U TECTHI 0,5
Tema 4

1. [TpakTuyeckas pabora 4 2,5

2. OTBeThl Ha KOHTPOJIbHBIE BOIIPOCHI U TECTHI 0,5
Tema S

1. [IpakTyeckas pabora 5 2,5

2. OTBeThl Ha KOHTPOJIBHBIE BOIIPOCHI U TECTHI 0,5

3. [IpakTyeckas pabora 6 2,5

4. OTBeThl Ha KOHTPOJIbHBIE BOIIPOCHI U TECTHI 0,5
Tema 6

1. ITpakTrueckas pabota 7 1,5

2. OTBeThl Ha KOHTPOJIBHBIE BOITPOCHI U TECTHI 0,5
Tema 7

1. [TpakTuyeckas padora 8 2,5

2. OTBeThl Ha KOHTPOJIbHBIE BOITPOCHI U TECTHI 0,5

3. [TpakTdeckas padora 9 2,5

4. OTBeThl Ha KOHTPOJIBHBIE BOITPOCHI U TECTHI 0,5
MoayabHblil KOHTPOJIb 10
Tema 8

1. [Tpaktryeckas padora 10 2,5

2. OTBeThl Ha KOHTPOJIBHBIE BOITPOCHI U TECTHI 0,5
Tema 9

1. [Tpaktnyeckas padora 11 2,5

2. OTBeThl HA KOHTPOJIbHBIE BOIIPOCHI U TECTHI 0,5
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Ne i/ Buabl KOHTPOJBLHBIX MEPONPUATHIA \ KouaunyecTBo 6as10B

Tema 10

1. ITpakTruueckas pabora 12 2,5

2. OTBeThl HA KOHTPOJIbHBIE BOIIPOCHI U TECTHI 0,5
Tema 11

1. [IpakTnyeckas pabora 13 1,5

2. OTBeThl HA KOHTPOJIbHBIE BOIIPOCHI U TECTHI 0,5
Tema 12

1. [IpakTuyeckas pabora 14 1,5

2. OTBeTHl Ha KOHTPOJBHBIE BOIPOCKHI M TECTHI 0,5
Tema 13

1. ITpakTuueckas padora 15 2,5

2. OTBeTHl Ha KOHTPOJBHBIE BOIPOCHI M TECTHI 0,5

3. [IpakTuyeckas pabora 16 2,5

4. OTBeThl HA KOHTPOJIbHBIE BOIPOCHI U TECTHI 0,5
Tema 14

1. ITpakTruueckas pabora 17 15

2. OTBeThl HA KOHTPOJIBHBIE BOIIPOCHI U TECTHI 0,5
Tema 15

1. ITpakTrueckas padora 18 2,5

2. OTBeThl HA KOHTPOJIBHBIE BOIIPOCHI U TECTHI 0,5

3. ITpakTrueckas padora 19 15

4. OTBeThl HA KOHTPOJIBHBIE BOIIPOCHI U TECTHI 0,5
IK3aMeH 40
BCEI'O 100

OneHka 3a ceMecTp BBIYHCIACTCS IyTeM CYMMHUPOBAHMS 3apa0OTaHHBIX CTYAEHTOM
0aJJTOB 3a CEMECTp M Ha dK3aMEHE W BBICTABISIETCS coryiacHO mmkaine, mpuHsatoi B JIOHHY.
bonee mompoOHBIe KpuTepuu pa3pabaThIBAIOTCS MCXOMsS U3 KOHTHHTEHTAa M JIOBOJSATCSA JO
BEJIOMa CTYJIEHTOB B NEPBBI Mecsll 00yueHusl.

IlIxana coorBeTcTBHSA 0AJITI0B rocynapCTBeﬂﬂoﬁ IKaJje

Cymma 0a/110B 32 . Ouenka no
Ouenka . | OuneHka nmo rocyiapcTBeHHON HIKaje .
BCe BH/IbI y4eOHOMH . rocya1apcTBeHHOi
ECTS (3xk3ameH, Tu(depeHunATbHBIN 3a4eT)
AEATEeJbHOCTH HIKaJIe (3a4eT)
A 90-100 5 (OTIIMYHO) 3a4YTEHO
B 80-89 4 (xoporo) 3a4TE€HO
C 75-79 4 (xoporo) 3a4TEHO
D 70-74 3 (YAOBJIETBOPUTEIIBHO) 3aYTEHO
E 60—69 3 (YIOBJIETBOPHUTEIHHO) 3a9TCHO
2 (HEeyIOBIETBOPUTEILHO) C
FX 35-59 (neyn p o ) HE 3a4TEHO
BO3MOYXHOCTBIO TOBTOPHOU CHAYN
2 (HeyIOBJIETBOPUTEIBHO) C
BO3MOYXHOCTBIO TTIOBTOPHOM C/Iauyul MpU
F 0-34 p . p HE 3a4TCHO
YCJIOBHH 00s13aTEIBHOTO Habopa
JIOTIOJTHUTEIILHBIX 0aJIIIOB

14. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE YYEBHOI'O ITPOLECCA

JIeKIMOHHBIE W TPAKTUYECKUE 3aHATHS MPOBOIATCA B AYAUTOPHUH, OCHALIEHHOMN
MYJIbTUMEIUMHON TEXHUKOU U JOCKOM.
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15. PEKOMEHJOBAHHAS JIUTEPATYPA

Ne
n/n

HaumenoBanue

Koa-Bo
IK3EeMILISIPOB
B OMOJIHMOTEKE

JOHHY

Hanau4yue
3JIEKTPOHHOM
BEpPCHHU B
IBC

Ocnosnas n1umepamypa

Jlenonpou3BoaCTBO : o0pasipl, JOKYMEHTHI,
opranm3anus u Texuosuorus padotsl / [B. B. I'aaxos u
np. ; nox pen. . K. Kopueesa, B. A. Kynpsiea]. — 3.
3-e. — Mockaga : [Ipocnekr, 2015. — 479 c.

1

[Tanexa, }O. I. Opranizamis 3arajapbHOT0 JUTOBOJACTBA :
(31 3pa3kamMM  CydacHMX JUIOBHX  mamepiB) /
1O. I. Ilanexa. — 2-re Bun. — KuiB : Jlipa-K, 2009. —
457 c.

15

[Torpe6nas, JI. J{enonpon3BoacTBO, KAKUM OHO JIOJDKHO
obITh / JI. [lorpednas. — 2-¢ u3a. — Xapekos : Daktop,
2008. - 413 c.

ﬂonwmumeﬂbuaﬂ Jqumepamypa

bacakos, M. . KangpoBoe nenonpousBoACTBO : yuel.-
npakt. nocobue / M. U. BacakoB. - PocroB w//l :
denmnkc, 2002. - 345 c.

Bnacosa, E. E. CoBpeMeHHbII J€JI0BOM JTOKYMEHT
Opranu3zanus J1eJ0MpOU3BOJICTBA U JOKYMEHTOO00pOTa
Ha npennpustuu / E. E. Bnacoa. — X. : Koncymnbr,
2004. - 212 c.

Hemun, FO. M. [enonpoussoactso : [loaror. cmyxke0.
nokymernToB / 0. M. Jlemun. — 2-e u3n. — CII6. u 1p :
ITutep, 2005. — 224 c.

Enuzasetnna, T. M. Jenonpon3BoIcTBO Ha
KoMIbloTepe : [cocT. JoKyMeHTOB. Opr. paboThl.
Benenwne yuera] / T. M. EnuzaBeruna, M. B. Jlenncosa.
— 3-e m3a. — M. : Kyaum-o6pas ; CIIO. : ITurep, 2005. —
299 c.

Konsna, M. I'.  JlenonmpousBoacTBo, Oyxrantepus U
aHaju3 OuW3Heca Ha KOMIbIOTepe : [y4ed. mocodue st
paOOTHUKOB CIIYy)X0 JeToNpOn3BOJACTBA, CEKpeTapew,
pYKOBOJUTENEH, CTYAEHTOB BY30B SKOH. npoduis] /
M. T'. Konspa. — Jlonenx : BAO, 2003. — 285 c.

19

KpacaBun, A. C. JlokyMeHTallMoOHHOE  oOOecreYeHue
ylnpaBJleHUs  KaJapaMud :  MpakT. mocobue  /
A. C. Kpacasun. — M. : UHOPA-M, 2003. — 191 c.

15

10

MutpodanoBa, B. B. Kagposoe nemonpounsBoactso B
KoMMepueckoil opranuzauuu / B. B. Murpodanosa. —
M. : Dk3ameHn, 2005. — 143 c.

11

[Tanexa, }O. I. Opranizaiiis cy4acHOro AUJIOBOJACTBA :
HaB4. noci0. /i cryn. By3iB / lO. L. [lanexa. — Kuis :
Konpop, 2007. — 190 c.

12

Hemonpouspoacteo. — 2007— . — Mocksa : JlerioBbie
kommyHukaruu. — 2007— . — Beixoaur 4 pasa B rof.
2007, Ne 1-4 ; 2008, Ne 14 ; 2009, Ne 1-4; 2010, Ne 1 ;
2011, Ne 3-4 ; 2012, Ne 1-4.

19
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16. ”THO®OPMAIIMOHHBIE PECYPCbI

1. T'ocynapctBeHHass HMH(OpPMAaIMOHHAS CHUCTEMa HOPMATHBHBIX IIPABOBBIX AaKTOB
noprain / MunucrepcerBo toctuimn Jonenkoit Haponno#t Pecriyomuku. — lonenk, [2016— ] —
URL.: https://gisnpa-dnr.ru (mara o6pamienus: 04.04.2020).

2. Beepoccuiickuii  HAyYHO-HUCCIEIOBATEIIbCKAI ~ WHCTUTYT  JIOKYMEHTOBEIACHHS U
apxusHoro gena (BHUMIAJ) : opunmaneusiii caiit / BHUUIA. — Mocksa, [2001—- ], —
URL: http://www.vniidad.ru (mata oopamienust: 04.04.2020).

3. Caiit mo kaapoBomy nenonpousBoaAcTBy / OOO «KoHcalTUHroBas KOMITAHHS
«Crparerusiy. — Bomrorpax, [2019- ]. — URL: http://www.kadrovik-praktik.ru (mara
obpamienus: 04.04.2020).

4. CrpaBOYHHK KaJpPOBUKA : AJIEKTPOHHBIN kypHaT : calT / OO0 «AKTHOH-IHIKUTAID
(«AktrHOH-MLI®DP»). — Mocksa, [2019—- ]. — URL: https://e.spravkadrovika.ru (marta
obpamienus: 04.04.2020). — Pexxum qocTyma: mo mOAMKMCKE U B TOCTEBOM A0CTyIe (3 THS).

5. UIIK. UuctutyT npodeccuoHanbHoro kagaposuka : caiit / HOUY IO «UucTuTyT
npodeccroHasbHOro KaapoBuka». — Mocksa, [2019—  ]. — URL: https://profkadrovik.ru (zata
obpamienuns: 04.04.2020).

17. IPOT'PAMMHOE OBECIIEYEHHE

1. Windows 7 PRO (xopmiopatusHas juiensus JJouHY Ne 46484614).

2. Microsoft Office (kopnoparusHas smnensus JoHHY Ne 46472919).

3. Jluuensun GPL, Apache, BSD m1s cBOOOZHOrO IpOrpaMMHOrO OO€CICUYEHHS:
AntuBupyc Kacnepckoro, Libre Office, Adobe Acrobat Reader, XPDF, Paint.NET, Gimp.

18. UCIIOJIb3OBAHME 3JIEKTPOHHOI'O OBYYEHMSL
N IJNCTAHIOUOHHBIX OBPA3OBATEJIBHBIX TEXHOJIOT'MU

®.1.0. npenogaBare/is
U BHUJI 3JIEGKTPOHHOT'0 B3aUMO/1eiicTBUSA
NpenoaaBaTe/ib-CTYAeHT M0 TUCIUILIHHE
®unarosa . B.:
Oo6:ako (https://cloud.mail.ru/public/inhF/2CNYjWwKMY/),

Kaznposoe 1e10nponsBOICTBO | o mail (ja.lendel@donnu.ru, philatova.yana@gmail.com).
158 apXI/IBBI I[OKyMeHTOB 10
Jleanen T. I1.:

FHHHOMY COTTaBy Ob6naxo (https://cloud.mail.ru/public/4wKA/2N8m1XZCF),
e-mail (t.lendel@donnu.ru).

JAucuunimHa uim Apyrou
BHJ y4eOHOM padoThI



https://cloud.mail.ru/public/inhF/2CNYjWwKM/
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PabGouass mporpamMma paccMOTpeHa U TepeyTBEpXKIeHa Ha 3acelaHuu Kadeapsl
UHGOPMAIMOHHBIX CHCTEM YIIPaBJICHUs ¢ H3MeHeHusMHE (0e3 n3menenwuii) Ha 2021/2022 ro.

B pabouyto npoepammy oucyunnunsl 8necensi credyoujue UsMeHeHUus U OONOIHEHUSL:

[TpoTokoun 3acenanus Kagenpsl OT « » 20 r. Ne

3aBeayromuii kadeapoit




