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1.1. HaumeHoBaHUe U CHMILIMHBI

Pabouas nporpamma qucuuruinabl «KaapoBoe 1emonpon3BoCTBO U ApXUBbI
JIOKyMEHTOB TI0 JIMYHOMY COCTaBY» MpeIHA3HAUCHA JIJIs1 0aKaJIaBpOB (B TOM YHCIIC
JUISL  MHKJIIO3UBHOTO OOpa3oBaHWs HWHBAJIMIOB M JIMIl C OrPAHUYECHHBIMU
BO3MOXKHOCTSIMU ~ 3[IOPOBbsI), OOydYalolmUXcsi 1O HaIMpaBiICHUIO MOATOTOBKHU
46.03.02 «JIOKyMEHTOBEJICHHE M apXUBOBEJACHHUE», MNPO(WIb IOATOTOBKU
«/lokymenTanmonHoe oOecrieueHue YIpaBieHUs», Ha Kadenpe OUOIMOTEUHO-
UHOOPMAIIMOHHOW  JICSITENIBHOCTH, JIOKYMEHTOBEACHUS U  apXHUBOBEICHMUS
XabapoBCKOTO TOCYAapCTBEHHOTO HMHCTUTYTAa KYJIbTYpPbl, B COOTBETCTBUH C
dbenepaibHBIM  TOCYJIapCTBEHHBIM  00pa30BaTEIbHBIM  CTAHJAPTOM  BBICIIETO

oOpa3oBaHMsI, YTB. MPUKA30M MHUHHCTEPCTBA HAyKU M BBICIIET0 0OpazoBaHusi PO
ot 24.09.2020 r. Ne 1343.

1.2. MecTO TUCHUILINHBI B CTPYKTYpPe 00pa30BaTe/IbHOI NMPOrpaMMbl
HMucuuminaa «KagpoBoe OelIOnpou3BOJICTBO U ApXUBBI JOKYMEHTOB 10
JUYHOMY COCTaBY» SIBJIICTCS JUCIMILINHOW BapuaTuBHOM Yacth (0s10k b1.B.03).
JlaHHasi AUCUUIIMHA ONMUPAETCS Ha 3HAHWS, TOJY4YEHHbIE B paMKax
JUCUMIUIMH 0a30Boi yacTu («OpraHuzaius ¥ TEXHOJIOTHS JOKYMEHTAIIMOHHOIO
oOecrieueHUs  yNpaBJCHUs», «ApxuBoBeneHuey, «TpylnoBoe mpaBo»), U
MPOJIOIKAET pa3BUBATh KOMIIETCHIIUIO 00YUYAIOIINXCS MO UCIOIb30BaHUIO MPABUII
OpraHu3allid BCEX JTamoB pabOThl C JOKYMEHTaMH, BXOJSIIMMH B COCTaB
KaJpOBOTO JIEJIONPOU3BOICTBA.

1.3. Ileq1b 0CcBOEHMSI AUCHUILIHHBI
lenp QUCUMIUIMHBI - U3YYEHUE COBPEMEHHOW CUCTEMBI JOKYMEHTALIUU I10
JUYHOMY COCTaBy; (OopMUpOBaHHE y CTYJIEHTOB paIllMOHAIBHBIX IMOJXOJ0B K
pEIICHUIO 3a7ad OpraHu3anuyd paboThl C JOKyMEHTaMH B KaJIpOBOW CIy»KOe;
dbopmupoBaHUe YMEHMI OOeCIeUeHUsI XpaHEHUs JOKYMEHTOB [0 JUYHOMY
COCTaBy.

1.4. Ilnanupyembie pe3yabTaTbl 00y4eHUs M0 JUCHUILINHE
[IpodeccuonanbHbple  KOMIIETEHIMH  CPOPMYJIMPOBAHBI Ha  OCHOBE
BBIOPAHHBIX W3 MNPOPECCHOHANBHBIX CTAHIAPTOB OOOOLIEHHBIX TPYAOBBIX
¢ynkumii  (OT®D), cOOTBETCTBYIOIIMX NPO(PECCHOHATBHON  NIEATENbHOCTH
BBIITYCKHUKOB.

DopmMupyeMbIe NuaukaTopsl 10CTHKEHUSA Ilnannpyemsble pe3yibTaThl
KOMIIETCHI MU KOMIIeTeH I Uil NPAKTHYECKOM 1esiTeJIbHOCTH,
ol0ecreuynBaloue

¢dopmupoBaHne KOMIIETEHIIM A

IIpodeccnoHaIbHBIE KOMIIETCHIUH

I1K-1 Bnaneuue IIK-1.1. 3uame: TIK-1.1. 3HaTs:
3aKOHOJIATENILHON M | - OCHOBbL NPABOBEOEHU, - OCHOBBI IIPABOBEJICHUS;
HOPMAaTHUBHO- - 3aKOHOOAMeNbHble U HOPMAMUBHO- | - 3aKOHOJaTeIbHbIE u
METOANYECKOU npagsogvie akmol Poccuiickoii | HOpMAaTHBHO-TIPaBOBBIE aKThl

Oazon Dedepayuu 8 chepe | Poccuiickoit ~ Denepanyii B




UH(POPMALIMOHHO-
JIOKYMEHTAIIMOHHOTO
oOecneuycHus
yIpaBJICHUS U
aApXUBHOTO JIeTa,
CIIOCOOHOCTBIO
OpPUEHTUPOBATHCS B
MpaBOBOi Oaze
CMCXKHEBIX 0o0acTeit

OOKYMEHMAyUuoHHo20  obecnevenus
VHpasnenus, — apxueHoz2o  oena U
CMedICHbIX obnacmeii,

- HOPMAMUBHO-MEMOOUYECKUe
OOKYMeHmbl U HAYUOHATbHbIE
cmanoapmol 8 chepe
OOKYMEeHMAayUuoHH020 0becneyeHus
VAPAsIeHusl, ApXusHo20 0ela u
CMedICHBIX obacmell.

cdepe JOKYMEHTAIHOHHOTO
obecrieueHus yIIpaBJeHUS
(kaapoBOro AEIONPOU3BOICTBA),
apXMBHOTO JIeJla W CMEKHBIX
obOacrei;

- HOpPMATHBHO-METOIUYECKUE
AOKYMCHTBI 1 HATUOHAJIbHBIC
CTaHJApTHI B cepe
JTOKYMEHTAalMOHHOT'O
o0ecrieYeHHs yIpaBICHUs
(KaapoBOro J1ETOMPOU3BOJICTBA),
apXHMBHOTO JIeJIa U CMEXHBIX
o0macreil.

1IK-1.2. Ymems:

- OpUEHMUPOBAMbCS 8 HOPMAMUBHO-
npasoeoll u mMemoouyeckou oaze 8
CMEJNCHBIX €  OOKYMEeHMAYUOHHBIM
obecneueHuem Yhpasnenus u
apxusHozo oena oo1acmsx;

- AHAU3UPOBAMb HOPMAMUBHO-
npasoeyro 6azy 6 COOMeemcmeuu ¢
3a0a4amu OOKYMeHMAaAYyUOHHO20
obecneyeHus ynpagieHus u
apxusHo2o oeia.

[IK-1.2. Ymers:

- OPUEHTHPOBATHCS B
HOPMAaTHUBHO-IIPABOBOM "
METOMYECKOM 0a3e B CMEXKHBIX
c JIOKYMEHTAIMOHHBIM
o0ecrnieueHneM yIpaBJICHUs
(KagpoBOro JIEJIOTPOU3BOJICTBA)
Y QpXUBHOTO JIeJ1a 00JIacTsIX;

- aHAJIM3UPOBATh HOPMATHBHO-
MpaBOBYIO 0a3y B COOTBETCTBUU
C 3a/1a4aMu
JOKYMEHTAIlMOHHOTO
oOecrieYeHHs yIpaBICHUS
(xaapoBOro J1EN0NPOU3BOICTBA)
Y apXUBHOTO JIeJia.

I1K - 1.3. Biagerts:

- Haevlkamu  NOUCKA,  AHANU3A,
MOKOBANUA U NPUMEHEHUS NPABOGbIX
HOpM 8 cghepe O0OKYMeHmayuoHHO20
obecneuenus YnpagneHusi u
apxugHoeo oena;

- HABLIKAMU NPUMEHEHUs]
HOPMAMUBHO-NPABOBHIX AKMOS U
Memoouyeckux OOKyMeHmos OJisl
peuierus 3a0ay npogheccuoHaIbHOU
demanvHocmu 6 cghepe
OOKYMEHMAYUOHHO20 0OecnedeHus]
YRPpagneHus u apxXusHo2o oenda.

[IK - 1.3. Bagets:

- HaBBIKAMH TIOWICKa, aHAIN3a,
TOKOBaHUS n IMIPUMCHCHU A
NpaBOBBIX HOPM B cdepe
JOKYMCHTAlTHOHHOT' O
obecreyeHus yIpaBIeHUs
(KagpoBOTO JIETOTPOU3BOJICTBA)
U apXUBHOTO JIENa;

- HaBbIKaMU ITPUMCHCHUA
HOPMATHUBHO-TIPABOBBIX aKTOB U
MCTOANYCCKUX NOKYMCHTOB JJIs
pelieHus 3aaaq
npodecCuoHaNTbHOM
JIeTaIbHOCTH B cepe
JOKYMCHTAITHOHHOT' O
obecrieueHus ynpaBieHUs
(KaapoBOTO IETTOTIPOM3BOJICTBA)
Y apXUBHOTO JieJIa.

IIK - 2 Criocoben TIK-2.1. 3uame: I1K-2.1. 3HaTs:

pa3pabartbiBaTh U - 3aKOHOOAMENbHbIE U HOPMAMUBHO- | - 3aKOHO/IAaTEIbLHEIE u
BHE/IPATH npasosvie axmvl P® 6 cghepe | HOpMATHBHO-TIPABOBHIC aKTBI
JIOKAIIbHbIE 0OKyMeHmayuonHo2o  obecneuerus | PO B chepe
HOPMATHUBHBIE aKThl | YAPAGIEHUSL U APXUBHO20 Oeld; JOKYMEHTAI[HOHHOTO

¥ HOPMATHBHO- - Memoouyeckue O0OKyMeHmvl U | 00eCTIeUeHHsI yIpaBIeHUS
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METOIUYECCKUE
JOKYMEHTHI T10
BEJICHUIO
nH(pOpMaIMOHHO-
JOKYMEHTAIlMOHHOTO
obecrieueHus
yOpaBlIeHUS U
apXUBHOTO Jieja

HaYUOHANIbHbIE CIMAHOAPMbl 8 chepe
OOKYMEHMAYUOHHO20 — 0becnevenus
VAPABIEHUs. U apXUBHO20 Oeld;

- pacnpedeneHue  QyHKyut U
B0NPOCO8  OEAMENbHOCIIU — MeNHCOY
CMPYKMYPHLIMU — NOOPA30eeHUAMU
opeanuzayuu;

- cocmas JIOKAbHbIX HOPMAMUBHBIX
aKmo8 OpeaHu3ayuu,

(kagpoBOro J1E€IOMPOU3BOICTBA)
Y apXUBHOTO JIeT1a;
- METOJUYECKUE JTOKYMEHTHI U

HAallMOHAJIbHBIE ~ CTAHIApTHl B
chepe JOKYMEHTAIMOHHOTO
obecricueHus yIpaBiICHHS

(xagpoBOro [JeI0npoOU3BOJICTBA)
¥ apXUBHOTO JETIa;
- pacmpenenenue (QyHKIUA U

- npasuna COCMAsIeHUs. U | BOIIPOCOB JICATEIILHOCTH MEXIY
ogopmnenus JIOKANIbHBIX | CTPYKTYPHBIMU
HOPMAMUBHbLIX AKMO8, pe2yIupyrowux | oIpa3aeicHusIMU
HOPSIOOK pabomuvl ¢ OOKYMeHmamu @ | OpTaHU3aIlNH;
opeanuzayuu, - COCTaB JIOKAJIbHBIX
- Memoovl peanamenmayuy | HOPMATUBHBIX aKTOB
0e10npouU3800CMEEHHBIX NPOYeccos, | OpraHu3aluu  (peryIupyronmx
- mpebosanus OXpauvl mpyod. OpTaHU3aIMIo0 TPY/A);
- IpaBWia COCTaBJICHHS U
odopmIIeHHS JIOKQJTBHBIX
HOPMATHUBHBIX aKTOB,
SR80 2011150'¢ TTOPSITOK
paboTHI c JOKYMEHTaMHU
(KaapoBBIMU) B OpraHU3alINY;
- METOABl  perIaMeHTAIluu
JIeTTOTIPON3BOACTBEHHBIX
IPOIIECCOB (KaIpoBOTO
JIEJIONIPOU3BO/ICTBA);
- TpeOOBaHUs OXpaHbI TPY .
1IK-2.2. Ymems. [IK-2.2. YmeTs:
- AHATU3UPOBAMND JIOKATIbHble | -  aHAJIM3UPOBATh  JIOKAJIBHBIC
HOpMamueHble axkmul 1o | HOpMaTUBHBIC aKTBI o
ungopmayuonro- UH(POPMALIMOHHO-
OOKYMEHMAYUOHHOMY — obecneyeHuro | TOKyMEHTallMOHHOMY
VIpagienus,; o0ecrnevyeHnIo yTpaBJIeHUS
- aKmyanusupoeamv  JOKaIbHbie | (PETYIUPYIONINX OpPTraHU3aIUI0
HOpMAMueHble aKmbvl OpeaHusayuy no | Tpyaa);
O0OKYMeOHmayuonHomy obecneyenuro | - aKTyallU3UPOBATh JIOKAIBHBIC
ee ynpaeieHus; HOPMAaTHBHBIC AKTBI
- npUMeHsmb Memoovl | OpTaHU3AINH 1o
pearameHmayuu JOKYMEHTAIMOHHOMY

06ﬂ0ﬂp0u36000m6€HHblx npoyeccoes;
- 6eCmu KOHCY1bmayuOHHYI0
oesimeslbHOCMb NO eonpocam pa60mbl
C ynpaejilenH4ecCKumu C)OKyMEHmaMM.

00€eCneuYeHNI0 €€ YIpaBJICHUs
(peryupyronmx OpraHu3aluio

Tpyza " KaJIpoBOE
JIeTTOTIPOU3BO/ICTBO);

- IPUMCHSTH METOAbI
periiaMeHTalu
JIETOTIPON3BOICTBEHHBIX
MPOLIECCOB (perynupyroumx
OpraHM3aIMIo TPYJa U KaApoBOe
JIeTTOTIPOU3BO/ICTBO);

- BECTU KOHCYJIbTAINOHHYTO
ACATCIIbHOCTD I10 BOIIpOCaAM




paboThI ¢ ynpaBiIeHYeCKUMU
JOKyMEHTaMH (KaJIpOBBIMH).

I1K-2.3. Bnanerts:

- N0020MOBKOU NPOEKMO8 JTOKAIbHBIX
HOPMAMUBHLIX AKMO8 OpP2AHU3AYUU,
pe2yiupyrowux nopsaook pabomel ¢
OOKYMEHMAMU 8 OP2AHU3AYUU,

- HABbLIKAMU OKA3AHUSL
Memoouyeckol n000epI’CKU U
nomMowu paboOMHUKAM OP2AHU3AYUU
1o 8ONPOCAM OOKYMEHMAYUOHHO2O
obecneyeHus ynpagieHus
opeanuzayueti u pabome c

[1K-2.3. Bnanerts:

- MOATOTOBKOM MIPOEKTOB
JIOKQJIbHBIX HOPMATUBHBIX aKTOB
OpraHu3alyM, PeryJupyronmx
MIOPSAI0K paboThI c
JOKYMEHTaMU B OpraHU3alHH
(perynupyroumx OpraHu3aluio
TpyJa u KaJIpoOBOE
JIEJI0NPOU3BO/ICTBO);

- HaBBIKAMU OKa3aHUs
METOANYECKOUN MOIIEPKKU U

0OKyMeHmamu. MOMOIIUA PaOOTHUKAM
OpraHu3aIiH [0 BOIPOCAM
JOKYMEHTAIUOHHOTO
oOecrnieueHus ynpapiaeHUs
opranusanueii (KaapoBoro
JIEJIONIPOU3BO/ICTBA) U pabOTE C
JOKyMEHTaMH (KaJIpOBBIMH).
I1K - 3 Cniocoben I1K-3.1. 3namo: [1K-3.1. 3narts:
UCIIOJIb30BaTh - 3aKOHOOAMeNbHbIE U HOPMAMUBHO- | - 3aKOHOJIATEIIbHBIC u
npaBuia npasogvle axkmvl P® 6 obracmu | HOpMAaTUBHO-TIPABOBBIE  AKTHI
OpraHu3aIu BCEX pabomvr ¢ Ooxkymenmayuei u | P® B oOmactu paboThl C
3TarnoB paboTHI ¢ ungopmayuel, apxueHo2o oeid, JOKYMEHTAIUEH u
JIOKyMEHTaMU - mpasuna pabomvl ¢ Ookymenmamu | ”HGoOpMaImen (kampoBoro
pa3HBIX opeanuzayuy, YCMAaHosileHHvle  ee | NeNOTPOU3BOJICTBA), APXUBHOTO
JOKYMEHTAITUOHHBIX | IOKAIbHbIMU HOpMAmMueHbIMU | JIeT1a;
CHCTEM, B TOM YHCIIE | aKkmamu, - npaBuia paboThI c
ApPXUBHBIMHU - mexHono2uyecKue smanvl pabomsl ¢ | JOKyMEHTaMHU (KapOBBIMN)
JOKYMEHTaMHU PA3IUYHbBIMU Kame2opusAmMy | OPTaHU3AlMN, YCTAaHOBJICHHBIC
O0OKYMEHMO8 OpeaHu3ayuL; €10 JIOKAJIbHBIMHU
- NOPALOOK U cOOepIHcanue npoyeoyp HOPMaTHUBHBIMU aKTaMu
MexXHON02UYeCKUx 3manog pabomol ¢ | (PETyIUPYIOIMIUX OpPTaHU3AIUIO
PA3UYHBIMU KAMe2oPUAMU Tpynaa " KaJpoBOE
O0OKYMEHMO8 Op2aHUu3ayuiu. JIeNTOTIPOU3BO/ICTBO);
- TEXHOJIOTUYECKHE  OTarbl
paboThI c pa3TUYHBIMU
KaTeropusiMu JTIOKYMEHTOB
OpTraHHu3aIu (kaapOBBIMU
JIOKYMEHTaMHu );

- IOPSIZIOK U COJIep KaHUe
MPOTIEAYP TEXHOJIOTHIECKUX
3TamnoB paboThI C pa3IUYHBIMU
KaTeTOpHUsIMHU JOKYMEHTOB
opranu3anuu (KaJIpoBbIMU

JIOKYMEHTaMHu).
1IK-3.2. Ymemu: IIK-3.2. YMmeTs:
- CMpYKmMypupoeama, | - CTPYKTypHUPOBATh,
cucmemamu3upo8ams U | CHCTEMaTHU3UPOBAThH u

Kraccuguyuposams OOKYMeHmMbl NO
onpeoenéHHbIM KpUmepusim,

KJIACCU(UITUPOBATH JIOKYMEHTHI
(KapoBBIC) MO OMpPECIEHHBIM
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- 8LINOAHAMb pabomy ¢
0OKYyMeHmamu 8 pamxkax npoyeoyp,
YCMAHOBNIEHHBIX 8 OP2AHUZAYUU.

KpUTEPHUSIM;

- BBITIOJIHSATH PaboTy C
JIOKyMEHTaMU (KaJpOBBIMH) B
pamKax mporenyp,
YCTaHOBJICHHBIX B OpraHU3allnu.

[1K-3.3. Bnagets:

- MEeXHONo2UAMU U  OnepayusmMu
pabomwl ¢ pasnuUyHbLIMU KAmMe2opusimu
O0OKYMEHmMo8 Op2aHu3ayuul;

- Op2aHU3AYUOHHOU OQPUCHOUL
MEeXHUKOU 8 pamMKax ceoeu
npogheccuoHanbHOU OesimebHOCU.

T1K-3.3. BiageTs:
- TEXHOJIOTUSIMU U ONEparusiMu

paboThl c pa3InYHBIMHU
KaTeropusiMu JTOKyMEHTOB
OpraHu3aIu (kaapoBBHIMU
JIOKyMEHTaMHU );

- OpraHM3arMoOHHON 0(hUCHOMN
TEXHUKOHU B paMKax CBOEH

npodeccuoHaTbHON
JeSITEIbHOCTH.
IIK - 5 Bnageer ITK-5.1. 3uame: T1K-5.1. 3uats:
HaBBIKAMU - Memoovl peaniamenmayuu | -  METOABI  perJIaMEHTaluu
00paboTKu 0e10NPOU3800CMBEHHBIX NPOYECCos, | NEIONPON3BOICTBEHHBIX
JOKYMEHTOB Ha BCEX | - NPUHYUNBI U MeMOObl YNOPAOOYEeHUsl | TIPOLIECCOB (kazpoBOTO
JTanax cocmaesa OOKYMEHMO8 U | IeIONPOU3BOCTRA);
JTOKYMEHTO000pOTa | UHGDOPMAYUOHHBIX nokazamenei | - ~ TPUHIOWANBI W METOJBI
opeanuzayuu, YIOPSIIOYCHHUSI cocTaBa
- npasuia opeanuzayuu | TOKyMEHTOB  (KaJpOBBIX) U
0e10NPOU3800CMBEHHBIX NPOYecco8 6 | NHPOPMAITMOHHBIX TTOKa3aTeNIeH
opeaHuzayuu; OpTraHH3aIH;
- NOPAOOK U cooepacanue npoyeoyp - npaBuja OpraHu3alNH

no pabome ¢ 0OKyMeHmamu
opeanusayuu (0bpabomxu,
peaucmpayuu, UCNOTHEeHUs,
KOHMPOJIsl, MEKYWe20 U apXueHo2o
XpaHeHust 00KYMeHmMO8).

JIeTTOTIPON3BOACTBEHHBIX
NpPOIIECCOB B OpraHM3aluu
(KaapoBOro JIEJIOMPOU3BOJICTBA);
- IOPAZIOK U COZiep KaHue
nporeayp mo pabore ¢
JOKYMEHTaMU (KaJApOBBIMHU)
opranusanuu (00padboTKH,
perucTpaluu, UCTIOTHEHHS,
KOHTPOJISI, TEKYIIETO 1
ApPXUBHOTO XPaHECHHUS

JJOKYMEHTOB).
1IK-5.2. Ymems: [IK-5.2. Ymers:
- nposooumv yHuuxkayuro ¢Gopm | -  TPOBOAUTH  yHU(DHUKAIUIO
O0OKYMeHmo8, NpUMeHAeMbLX 6 | popM MOKYMEHTOB (Ka/JpOBBIX),
YNPAasieH4ecKol oesmenbHOCMU | IPUMEHIEMBIX B
opeaHuzayuu; yIpaBIEHYECKON AeATeIbHOCTH

- 0Cyuecmeansams npoyedypuvl no
pabome ¢ 0oKymeHmamu
opeanuzayuu (0bpabomiu,
peaucmpayuu, UCNOJHEeHUs,
KOHMPOJIsL, MeKYWe20 U apXUeHo20
XpaueHust 00KyMeHmMOos).

OpTaHu3aINH;
- OCYIIECTBIIATH HMPOLETYPHI IO
pabote ¢ JOKyMeHTaMu
(KaZipOBBIMM) OpPTraHU3ALNH
(06paboTkH, perucTpanmu,
WCTIOJHEHUS, KOHTPOJIS,
TEKYIIETO U apXUBHOTI'O
XpaHEeHHUs JOKYMEHTOB).

I1K-5.3. Bnagets:
- MeXHON02UAMU Pabomvl ¢

T1K-5.3. Biagets:
- TEXHOJIOTUSIMU pabOTHI C
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O0oKymenmamu u uHgopmayuetl, 8
MOM YUCIe OZPAHUYEHHO20 OOCMYNA.

JOKyMEHTaMU (KaJpOBBIMH) U
nH(pOpMaIueii, B TOM YHCIIC
OTPaHUYEHHOTO JIOCTYyTA.

2. OFBbEM 1 COJAEPKAHUE JUCIUITINHBI

2.1. O0beM TUCHUILINHBI

020 300
Bup yueOHoIi padoThI Bcero CemecTpbl Bcero Kypc
4acoB 4acoB
KonTakTHas padora (Bcero) 210 4-7 90 3-5
B TOM YHCIIE:
- nexyuu (J13) 82 4-7 36 3-5
- cemunapwl (C3)
- npaxmuyeckue (113) 128 4-7 54 3-5
- menxoepynnoswvie (MI3)
- unousudyanvivie (H3)
- epynnosoe koncyrvmuposanue (I)
- unOUBUIyaIbLHoe KoHcyromupoganue (M)
CamocTosiTeJbHasi paboTa CTyaeHTa (BCero) 222 4-7 342 3-5
CPC 150 4-7 320 3-5
KOHTPOJIb 72 4-7 22 3-5
B TOM YHCIIE:
- H0020MOBKA KYPCOBOU pabomul
- meKywuil KOHmpo.b 46 4-7
- NPOMEICYMOUHBIL KOHMPOTb (HO020MOBKA K IK3AMEHAM, 26 4-7 22 3-5
3ayemy)
Oo0mast Tpy10€eMKOCTh:
(Bcero 3a4. e1./k0J1-Bo 4acoB no ®I'OC) 12/432 4T 12/432 35
Bua mpoMe:XyTOUHO# aTTecTanny (3a4€eT, IK3aMeH) ceMecTphbl:
3auem 46
IK3AMEH 5,7




2.2. TemaTuuecknii miaan (OPO u 3®0)

Temarnueckuii miaan OPO

KoJj-Bo yacoB

CamocTosiTe1bHasi padoTa

KonrakTHas padora
CTYAEHTOB

HaumenoBanue
No pa3aesioB u TeM

koHTpoab CPC

n/n (popmupyemble
KOMIIETEHLIMH)

no ProcC

J3 | 1II3 MPOMexK

CPC Texzfm YTOUYHBI
i i

Bcero uacos
Bcero ayn.
4acoB
Kouncyabrauuu
I, n
Bcero yacos CPC

BBenenue B kypc.
JlOKyMEHTalluOHHOE
1. oOecricucHIEe KaIpOBOi 13 2 2
CITYXKObI
(TIK-1)

[EEN
[EEN
[{e]
N

IInanoBas kaapoBas
JOKYMEHTAIHS: CTPYKTYpa U
IITaTHAs. YACICHHOCTh
(TIK-1, TIK-3, TIK-5)

19 6 2 4 13 9 4

IImanoBas KaapoBas
AOKYMCHTalUsA: ITATHOC
pacnrcanue

(IIK-1, TIK-3, TTK-5)

23 10 2 8 13 9 4

IInanoBas kazxpoBas
JOKyMeHTaIMs1: TpaduK
OTITYCKOB

(IK-1, TIK-3, TIK-5)

25 12 4 8 13 9 4

OpraHu3alinOHHO-TIPaBOBas
JIOKYMEHTAIIHS: TPaBHJIa

5. | BHyTpeHHEro TpyJ0BOIro 23 8 2 6 15 9 6
pacropsiaka

(IIK-1, TTIK-2, TIK-3, TIK-5)

OpraHu3anoHHO-TIPaBOBAsI
JOKYMEHTALHSA: TI0JIOKEHHUE O
CTPYKTYPHOM HOZpa3/ieIeHIN
(IIK-1, IIK-2, TIK-3, [1K-5)

21 8 2 6 13 9 4

OpFaHHSaHI/IOHHO'HpaBOBaﬂ
JAOKYMCEHTaAlUA: MOJIOKECHUEC 00
oruiate Tpyaa

(TIK-1, IK-2, TTK-3, TIK-5)

25 10 4 6 15 9 6

OpraHu3anOHHO-TIPaBOBAas
JOKYMEHTaAlUA: JOJDKHOCTHAA
HHCTPYKLHA

(IK-1, TIK-2, TIK-3, I1K-5)

27 10 4 6 17 11 6

SN

IToaroToBka K 3a4eTy 4 4

Hroro 3a 2 kypc (4 cemectp) 180 66 22 44 114 74 36 4

IlepconanbHast kanpoBast
JOKyMEHTALUs: TPyAOBast
KHIDKKA

(IIK-1, TIK-3, TIK-5)

16 14 6 8 2 2

HepCOHaHBHaH KaapoBas
JAOKYMCEHTAIUA: 3JICKTPOHHAA
TPpyAOBas KHMKKa

(IIK-1, TIK-3, TTK-5)

10. 15 14 8 6 1 1
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11.

JoroBopHas kanpoBas
JOKYMEHTAIHS: KOJJICKTHBHBIHA
norosop (ITK-1, TTK-2, TIK-3,
IK-5)

12.

JoroBopHas kaapoBas
JOKyMEHTAIUs: TPYAOBOH
JOrOBOP

(IK-1, TIK-3, [IK-5)

13

12

13.

PacnopsimurensHas
JIOKYMEHTAIHSI IO KaJpam:
MPUKA3bI O TIPUEME Ha paboTy
(IIK-1, IK-3, I1K-5)

14.

Pacnopsanurenshas
JOKyMEHTAIHA 110 KaapaMm:
MIPUKa3bl O TIEPEBOJIC HA
IpyTyIo paboTy

(IIK-1, TIK-3, TIK-5)

TloaroroBka K sK3aMeHy

Hroro

3a 3 Kypc (5 cemecTp)

56

28

28

15.

PacniopsinutenbHas
JOKyMEHTAIHA 110 KapaMm:
IIPUKa3bl 00 yBOJIHHEHUHN
(IK-1, TIK-3, TIK-5)

16.

PacnopsaurensHas
JIOKYMEHTAIUs TI0 KaJpam:
MIPUKA3bl O TTOOIIPEHUH
paboTHuKa

(IIK-1, TIK-3, TIK-5)

13

17.

PaCHOpHZ[I/ITCJ'IBHaH
JAOKYMCHTaANUA 110 KaapaMm:
MIPpUKAa3bl O JUCHUIITIMHAPHOM
B3BICKAHHU U pa60THm<a
(IIK-1, TIK-3, TTIK-5)

13

18.

VuerHast KaapoBas
JIOKYMEHTAIUSL: JINIHAST
kapTtouka padorauka (I[TK-1,
IK-3, TIK-5)

18

10

19.

VYyeTHas kanposast
JOKYMEHTAIHSL:

(OPMBI perucTpalny yYeTHBIX
CBEJICHUI 110 COCTaBy U
nemwkennto kaapos (ITK-1, TTK-
3, IIK-5)

13,5

0,5

20.

VYuerHas kagpoas
JOKYMEHTAIHSA: TOKYMEHTAIUs
TI0 y4eTy UCIIOIb30BaHUs
paboyero BpeMeHH U pacyeToB
OIIIaTHI TPYZAa

(IIK-1, TIK-3, [IK-5)

16

10

IloaroroBka K 3adery

SN

HToro

3a 3 Kypc (6 cemecTp)

108

20

16

32

24

20

21.

Odopmitenne ciryxe0HOM
KOMaHIUPOBKHU pabOTHHKA
(IK-1, TIK-3, TIK-5)

24

12

12

10

22.

DopMHUPOBAHHE JTHIHOTO JIeiTa
paboTHUKA: COCTAaB TUIHOTO
nena (ITK-1, TTIK-3, TIK-5)

21

10

11

10

23.

dopmHUpOBaHKE TMYHOTO Jeja
paboTHHKA AT cjauu B apXUB
(IK-1, TIK-3, [IK-5)

23

12

11

10

11




OpraHu3anus XpaHeHus
24. | KagpOBBIX JOKYMCHTOB 10 2 2 8 8
(IIK-1, TIK-3, TIK-5)
3amuTa IepcoHaIbHBIX
25. | maHHBIX B KaJpOBOH ciyxk0e 13 4 4 9 8 1
(IK-1, TIK-3, [IK-5)
PaGoTa ¢ noceTuTensIMu B
26. | xagpoBoii ciyx0e 8 2 2 6 6
(IK-1)
IToAroTOBKA K 9K3aMEHY 9 9 9
Hroro 3a 4 kypc (7 cemectp) 108 42 18 24 66 52 5 9
Bcero yacos: 432 212 84 | 128 220 153 41 26

TemaTnueckuii miian 30O

n/n

HaunmenoBanue
pa3zesioB H TeM

(popmupyemble
KOMIIETEeHLIHH)

KoJj-Bo yacoB

Bcero yacos
no ProcC

KonrakTHas padora

CamocTosiTe1bHasi padoTa

CTY/IEHTOB

Bcero ayn.

qyacoB

J3

I3

Kouncyabrauuun

@I, m

Bcero yacos CPC

CPC

KOHTpOoJb CPC

NMPOMe:IK
YTOUYHBI
i

TeKyII
ui

BBeneHnue B kypc.
JlokyMeHTalmoHHOE
obecrieueHnEe KaapoBOi
CITYKOBI

(IIK-1)

19

[y
(o]

18

[TnanoBast kagpoBast
JOKYyMEHTAIUA: CTPYKTypa U
IITaTHAs! YUCICHHOCTh
(TIK-1, IIK-3, TIK-5)

20

18

18

IImanoBast KaapoBas
JOKYMEHTAlUA: ITATHOC
pacrnucaHue

(ITK-1, TTK-3, TTIK-5)

24

18

18

IInanoBas kazxpoBas
JOKYMEHTAIH: TpaduK
OTITyCKOB

(TIK-1, IIK-3, TIK-5)

26

18

18

OpraHu3anoHHO-TIPaBOBAs
JOKyMEHTAIMsI: TIPaBHIIa
BHYTPEHHETO TPYJI0BOTO
pacriopsiika

(TIK-1, TIK-2, TIK-3, TIK-5)

20

18

18

OpraHu3anoHHO-TIPaBOBAsI
JOKYMEHTALHSA: TI0JIOKEHUE O
CTPYKTYPHOM MOIpa3/ieieHHN
(TIK-1, TIK-2, TK-3, TIK-5)

22

20

20

Opraau3anroHHO-TIPaBOBas
JIOKYMEHTAITUS: TIOJIOKEHUE 00
oruiate Tpyaa

(TIK-1, TIK-2, TIK-3, TIK-5)

22

20

20

Opraau3anroHHO-TIPaBOBas
JOKYMEHTAUA: JOJDKHOCTHAA
UHCTPYKIHUS

(TIK-1, TIK-2, TIK-3, TIK-5)

23

16

16

HOHFOTOBKa K 3a4€Ty

SN

HToro 3a 3 kype

180

30

12

18

150

146
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IlepconanbHas kampoBas
JOKYMEHTAIHS: TPYAOBast
KHIDKKA

(TIK-1, TIK-3, T1K-5)

26

18

18

10.

IlepconanbHast kanpoBast
JIOKYMEHTAIM: 3JeKTPOHHAs
TpyJOBask KHIDKKA

(TIK-1, TIK-3, TIK-5)

22

18

18

11.

JloroBopHasi kampoBas
JOKYMCHTAIVSI: KOJUICKTHBHBIH
norosop (TTIK-1, ITK-2, TTIK-3,
I1K-5)

22

18

18

12.

JoroBopHas kaapoBas
JOKYMEHTAIHs: TPYAOBOIH
JIOTOBOP

(IIK-1, IK-3, TIK-5)

24

18

18

13.

Pacnopsanurenshas
JOKyMEHTAIHA 110 KapaMm:
MIPUKa3bl O IpHEMe Ha paboTy
(TIK-1, TIK-3, TIK-5)

22

18

18

14.

PacnopsaurenpHas
JIOKYMEHTAIHSI [T0 Kapam:
MIpUKa3bl O IIepeBoJIe Ha
IpyTyio paboTy

(TIK-1, TIK-3, TIK-5)

19

15

15

Iloxro

TOBKa K OK3aMCHY

HToro 3a 4 kypc

144

30

12

18

114

105

15.

PacnopsaurensHas
JOKYMEHTAIHS 10 KaJpam:
MIPUKa3bl 00 YBOJIHHEHUHN
(TIK-1, TIK-3, TIK-5)

16.

PacnopsianTensHas
JTOKYMEHTAIUS [0 KaJpaM:
MPUKA3EI O TTOOIPEHUH
paboTHHKa

(TIK-1, TIK-3, TIK-5)

13

17.

PacnopsnurensHas
JOKYMEHTAIHS 10 KaapaM:
MIPUKA3BI O AUCIUIINHAPHOM
B3BICKAaHUH PaOOTHHUKA
(TIK-1, TIK-3, TIK-5)

13

18.

VYyeTHas kanposast
JOKyMEHTAIMs: JINUHAs
kaprouka paborauka (ITK-1,
IK-3, TIK-5)

18

19.

VueTHas KaapoBast
JIOKYMEHTAIHSA:

(OPMBI pETHCTPAIMH YUETHBIX
CBEJIEHHIA 110 COCTaBY 1
nemwkenuro kaapos (ITK-1, TIK-
3, [IK-5)

13,5

20.

VYyeTHas kanpoast
JOKYMEHTAUA: JOKYMCHTAIUA
110 Y4€TYy UCIOJIb30BAHUS
paboyero BpeMeHHU U pacueToB
OIIAaTHI TPyJa

(TIK-1, TIK-3, TIK-5)

16

21.

OdopmiieHre Ciry>keOHOM
KOMaHUPOBKHU pabOTHUKA
(TIK-1, TIK-3, TIK-5)

24

13




dopMHUpOBAHKE TUYHOTO JIeTIa
22. | pabOTHHKA: COCTAB JINIHOTO
nena (IK-1, [TK-3, TIK-5)

21

®opMUpPOBaHUE JINYHOTO JEIa
23. | paOOTHHKA JUIS CIa4H B apXWB
(TIK-1, TIK-3, TIK-5)

23

OpraHu3anus XpaHeHHs
24. | KagpOBBIX JOKYMCHTOB
(TIK-1, TIK-3, TIK-5)

10

3anmra nepcoHaIbHBIX
25. | maHHBIX B KaJpOBOH CITyx)0e
(TIK-1, TIK-3, TIK-5)

13

Pabora c nocerurensimu B
26. | xagpoBoii cayxOe
(IIK-1)

TloaroroBka K sK3aMeHy

HTtoro 3a 5 kypce

108

30

12

18

78

69

Bcero yacos:

432

90

36

54

342

320

22

2.3. KpaTkoe coaepskaHue pa3iejioB U TeM

Tema 1. BBegenue B Kypc. JlokyMeHTalIMOHHOE O0ecneyeHUe KAaAPOBOii
CJIYKOBI

Lenp, 3amaum gucuunuHel «KaapoBoe nenonpou3BOACTBO M ApXHBBI
JOKYMEHTOB IO JIMYHOMY COCTaBy», (OpMHUPYEMbIE€ KOMIIETEHIUH, (OpPMbI
TEKYILEro ¥ IPOMEKYTOUYHOTO KOHTPOJISA IO JUCLHUIIIIMHE U JIP.

3amaun ¥ QYHKOUM KaapoBoil ciyxObl. HopmaTuBHO-MeTOnHuyecKue
JIOKYMEHTBI, PErJaMEeHTUPYIOIINE padOTy KaJIpOBOW CITYKOBI:

- (enepasbHble 3aKOHbl M HOPMATHUBHBIE akThl. TpydoBOMl KOJEKC
Poccniickoit denepanyi Kak OCHOBHOM MPABOBOM AKT, ONPEACISAIOMIMNN MOPSAIOK
JOKYMEHTUPOBAHMSI ~ TPYJAOBBIX  OTHOLIEHUA U  TPYIAOBOW  JESATEIBHOCTU
paboTHUKA. denepanbHOE 3aKOHOJIATENbCTBO, periiaMeHTupyrouiee
JIOKYMEHTUPOBAHUE TPYAOBBIX OTHOILIEHUW OTIEIBHBIX KaTEropuil pabOTHUKOB
(pyxoBoauTENHN, rocyJapCTBEHHbIE " MyHHULMTIATbHBIE ClIyKallue).
[TocranoBnenuss u pacnopstkenust IIpasurensctBa P®, ykasel Ilpe3uzgenra,
perJaMeHTHUPYIOIINE COCTaBIIEHUE U 0()OPMIICHUE KaJPOBBIX TOKYMEHTOB.

- HOPMAaTUMBHO-METOJIMYECKHE JIOKYMEHTBl 10 TpyAy, KaJpOBOMY
nenonpou3BoAcTBy. Pa3pabotku PocapxuBa B 0o0nactu Jel10nNpou3BOACTBEHHOIO
U apXMBHOTO XpaHEHHUs JIOKyMEHTOB II0 JMYHOMY coOcTaBy. Pa3paOoTku
['ockomcrara P® no ynudukanuu Gopm nepBUUHON yU4E€THON JOKYMEHTAIIMH.

- KJIacCCU(PUKALIMKM U CTAaHJAPTHI MO KaJPOBOW JOKYMEHTAIMU U apXUBHOMY
neny. KBanmudukanuoHHble COpPaBOYHUKM U TapupHO-KBATM(PUKAMOHHBIE
XapaKTEPUCTUKU KaK OCHOBHBIE HOPMATHMBHbBIE JOKYMEHTBI, PErIaMEHTUPYIOIINE
TpeOOBaHMsI K  KBaIM(PUKAUUM, 3HAHUAM U  YMEHUAM  paOOTHUKOB.
Oo6mepoccuiickue Kiaccu(UKATOPbl TEXHUKO-DKOHOMHUYECKOM M  COIMaIbHOM
uH(pOpMAIMU KAaK WCTOYHMK, PETrJaMEHTUPYIOIIMA HAaMMEHOBAHUS JOJKHOCTEH
(mpodeccuii) W ycTaHABIMBAIOLIUI BHUABI JOKYMEHTOB [0 JIMYHOMY COCTaBY.
[TpodeccuonanbHple CTaHAAPTHI, OMpPENEISAIONINEe OCHOBHBIE TPYJOBbIE (DYHKIUU
pabOTHHUKOB.
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- JIOKQJIbHbIE HOPMATUBHBIC aKThl pa0OTOATENS; TUTEPATYPA TIO TPYAOBOMY
MpaBy, JEJIONPOU3BOJCTBY MO  KaapaMm, JOKYMEHTUPOBAHUIO  TPYIOBOU
JIESITETbHOCTH.

Tema 2. IllanoBasi kaapoBasi JOKYMEHTAIUsI: CTPYKTYpa M IITATHas
YHCJIEHHOCTh

Ha3nauenne CTpyKTyphl M IITATHOM YKCIEHHOCTH KakK KaJpoBOIO
nokymeHTa. llopsmok pa3paboOTKu M yTBEPXKACHHUS CTPYKTYpbl W IITaTHOM
YHUCJIIEHHOCTH.

Tema 3. [IlnanoBasi KagpoBasi JOKYMEHTALMS: IITATHOE PAaCIUCAHHE

Ha3HaueHre MTAaTHOrO pacnucaHusl KAk KaJpoBOro JokymeHTa. [lopsmok
pa3paOOTKu IITaTHOTO pacnucaHuss B  yHuuuupoBanuoi ¢opme T-3,
yTBepkAeHHOU ['ockomcrarom Poccum ot 05.01.2004 r. Ilopsaok yTBepkIaCHUS
HITAaTHOTO pacnucanus. [lopsiiok BHECEHUSI N3BMEHEHH B IITATHOE PACIIMCaHUE.

Tema 4. [lnanoBasi kKagpoBasi JOKyMeHTAIlUA: IPaduK OTIYCKOB

Hasnauenne rpaduka OTHYCKOB Kak KaJpoBOro mokymeHTa. [lopsgok
IPEIOCTABJIEHUS]  OTIIYCKOB  COIJIACHO TOJIOXKEHUAM  TpyloBOro Kojaekca
Poccuiickoit  ®enepanuu. Ilopsgok  pa3paboTku  rpaduka OTIYCKOB B
yHuunupoBanHoit ¢gopme T-7, yTBepxkiaenHod [‘ockomcratrom Poccuu ot
05.01.2004 1. Ilopsamox yTBepxaeHHUs rpaduka ormyckoB. [lopsmok mepeHoca
eXeroAaHbix oTmyckoB. [Iponeaypa odhopmiienust oTmyckoB padbotHukam. [lopsimok
3aroJIHEHUS TpaduKa OTIYCKOB B T€UEHUE KaJIEHIAPHOTO To/a.

Tema 5. Oprasu3alluOHHO-IPABOBasi [IOKYMEHTAIMfA: NPABHJIA
BHYTPEHHEr0 TPYyA0BOI'0 PaclopsaaKa

HasHaueHne mpaBui BHYTPEHHETO TPYIOBOIO PACHOpsANKA Kak KaIpOBOTO
nokyMeHTa. OCHOBHBIE pa3/eiibl MPABUJI BHYTPEHHETO TPYIOBOIO pPacHopsakKa
(pexuM Tpyda W OTAbIXA; oIjlaTa TpyJda paOOTHUKOB; MEphI JOMOJHUTEIBHOTO
COLIMAJIBHOTO M MATEPUAIIBHOIO CTUMYJIMPOBAHMS; NPaBUIAa U HOPMBI OXPaHBbI
Tpyaa paboTHUKOB). COOTHECEHHME pa3AesioB MpPaBUI BHYTPEHHETO TPYIOBOIO
paciopsinka ¢ TK P®. Ilopsmok cocraBieHUss W YTBEPKIACHHUS IPABUII
BHYTPEHHETO TPYAOBOI'O PaClopsaKa.

Tema 6. OpraHu3auMoOHHO-NPABOBAas JAOKYMEHTALMS: IOJIOKEHHE O
CTPYKTYPHOM MOApAa3/ieIeHUuMr

Ha3HaueHne mnonoxxkeHuss O CTPYKTypHOM mnoapaszaencHuu. OCHOBHbIE
paszensl MOJIOKEHUS O CTPYKTYpHOM mnozpaszaciieHnd. COOTHECEHHME pPa3fesoB
MOJIOKEHUSI O CTPYKTYpHOM mozpasaeneHuu. llopsamok cocraBiaeHus u
YTBEPKIAEHUS MOJIOKEHUS O CTPYKTYPHOM MOIPA3/ICIICHUH.
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Tema 7. OpraHum3aluoOHHO-NIPABOBasi JAOKYMEHTALMSA: IOJIOKeHHe 00
omJjiare Tpyaa

Haznauenue nonoxxenus o0 oruiare Tpyaa. OCHOBHBIE pa3zelibl MOJI0KEHUS
00 omnate Tpyna. CooTHeceHue pa3enoB noyoxkeHus: 06 ormiare tpyaa ¢ TK PO.
[Topsimok cocTaBieHUsI U YTBEPKICHUS MOJIOKEHUs 00 oIuiare Tpy/a.

Tema 8. OpraHu3anUOHHO-TIPABOBAsi [OKYMEHTAIMA: OJKHOCTHAasI
HHCTPYKIUA

Has3HaueHrne [OHKHOCTHOM MWHCTPYKIHMM Kak KaJgpoOBOTO JOKYMEHTA.
OcHOBHbIE pa3fenbl  JOJKHOCTHOM HMHCTpyKIuU. COOTHECEHHE pa3leioB
JOJKHOCTHOW MHCTPYKIIMM C TpoQecCHOHANbHBIMU cTaHnapTamu. [lopsaok
COCTABJICHHSI M YTBEPKACHUS TOKHOCTHON MHCTPYKLIMH.

Tema 9. IlepcoHanbHasi KaApoOBasi JOKYMEHTAIUS: TPYA0Basi KHUKKA

OOmue mnpaBuia 3amoJIHEHUS TPYAOBOM KHUXKKH, corjacHo — «lIpaBun
BEJICHUSI U XpaHEHUS TPYJAOBBIX KHHUXKEK, H3FOTOBJICHUS OJaHKOB TPYIOBOM
KHIDKKH ¥ o0ecriedeHus: uMu padotonareneity u MHCTpykiuen mo 3amoJIHEHUIO
TPYAOBBIX KHWXKEK. [lopsaoKk BHECEHMsT MCIpPAaBICHUNW 3aluced B TPYIOBYIO
KHIKKY. [lopsiok Bbgauud JyOjiMKaTa TPYAOBOW KHWXKKU. Y4YET JBMKCHHS
TPYJIOBBIX KHIDKEK U YUeT OJIAHKOB TPYIOBBIX KHUKEK.

Tema 10. IlepconajbHasi KaApoBasi [JOKYMEHTAIMA: 3JIeKTPOHHAA
TPYAOBasi KHHKKA

OO6mme mnpaBwia  3amOJIHEHHUS  DJIEKTPOHHOM  TPYJOBOM  KHHXKKH.
[IpenmyiiecTBa OSJIEKTPOHHOW TPYIOBOM KHMDKKM. OJTambl IEPEXoJa Ha
ANIEKTPOHHBIE TPYyAOBble KHWXKKH. [IpaBuna 3amosHeHus (OpPMBI AIEKTPOHHON
TPYOBOM KHUKKH.

Tema 11. JloroBopHasi kaapoBasi JOKYMEHTAUMS: KOJUIEKTHUBHBIN
J0roBOp

Ha3HaueHne KOJJIEKTUBHOIO JOTOBOpa Kak KaJpoBOTO JOKYMEHTA.
ConepxaHue U CTPYKTypa KOJUIEKTUBHOTO AoroBopa. CoOOTHECEHHE pa3liesioB
KOJUIEKTUBHOTO Jorosopa ¢ mnosoxeHusmu TK P®. [lopsmok cocraBieHus u
YTBEPKIEHHUS KOJUIEKTUBHOTO IOTOBOPA.

Tema 12. J/loroBopHasi KaapoBasi JOKYMEHTAIHsI: TPYA0BOii 10roBop

Hasznauenne TpynoBoro norosopa Kak KagpoBoro nokymenta. Conep:kaHue
TpyaoBoro noroBopa. (CoOTHECEHME pas3denoB TPYyAOBOrLO JIOrOBOpa €
nonoxeHusiMu TK P®. Tlopsamok cocTaBieHUS W YTBEPKICHUS TPYAOBOIO
JIOroBOpA.

Tema 13. Pacnopsiiure/ibHAsi JOKYMEHTALMA MO KaJapaM: NPHKAa3bl 0
npueme Ha padorty
TpeboBanust k coaepkaHHIO MpuKa3a o mnpueMe Ha padory. Coctas

CBEJICHWH, BHOCHUMBIX B TIpHKa3 o mpueme Ha padory. [lopsimok paspaboTku
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npukaza o mnpueme Ha pabory B yHuduuupoanHoit ¢opme T-1 u T-la,
yTBepkIeHHbIX ['ockomcratom Poccum or 05.01.2004 r. TexHonormueckas
LEMOoYKa JIOKYMEHTHPOBAHUS IIpremMa pabOTHUKA Ha paboTy.

Tema 14. PacnopsiautesibHasi JOKYMEHTAIUAA MO KajJpaM: NPHUKa3bl 0
nepeBo/ie HA JAPYryro padory

TpeGoBaHusg K coOAepKaHUIO MpUKa3a O IMEpPEeBOJE Ha JPYryr padory.
CocraB cBeJieHUI, BHOCUMBIX B IIPHKAa3 O NEpeBojie Ha Apyryto padory. [lopsmok
pa3paboTKu MpuKa3a o MepeBoje Ha APYryro padoTy B yHUPHUIIMPOBAHHOU dopme
T-5 u T-5a, yrBepxkaenuoix ['ockomcratom Poccum ot 05.01.2004 .
TexHomornyeckas 1ernovka JTOKyMEHTHPOBAHUS MEPeBOjia paOOTHUKA HA IPYTYIO
pabory.

Tema 15. PacnopsiguresbHasi JOKyMeHTAlMs M0 KaJApaMm: NPUKa3bl 00
YBOJIbHEHUM

TpeboBaHus K colepaHui0 Mpukaza 00 yBoiabHeHHH. COCTaB CBEACHUM,
BHOCUMBIX B TIpuKka3 o0 yBoibHeHUHU. I[lopsiiok pa3paboTku TMpukaza o
npeKpamieHuu (pacTOp>KeHUM) TPYAOBOTO JOTOBOpa ¢ paOOTHUKOM (YBOJIBHEHUE)
B yHudunupoanHoir ¢opme T-8 wu T-8a, ytBepxkneHHbix [‘ockomcTatom
Poccun ot 05.01.2004 r. TexHosmorudeckas IE€MOYKa  JOKYMEHTHPOBAHUS
YBOJIbHEHHS paOOTHHKA.

Tema 16. PacnopsiiuresibHasi JOKyMEHTallUsl M0 KagpaM: NPHKA3bl 0
MOOLIPEHUH PA0OTHHKA

TpeGoBaHug K colep:KaHUIO IMpHUKa3a O MoolpeHnu padotHuka. CocTaB
CBEJICHUM, BHOCHUMBIX B IMpPHUKA3 O MOOMIPEHUHU padboTHHKA. TexHomoruueckas
LEMoYKa JTOKYMEHTHPOBAHUS MOOLIPEHUS paOOTHHKA.

Tema 17. Pacnopsigure/ibHAsi JOKYMEHTAUMS MO KaJpaM: NPHUKAa3bl 0O
AUCHUIIIMHAPHOM B3bICKAHUM PA00THUKA

TpeboBanust K coaepKaHHUIO TpPUKa3a O JUCUUIUIMHAPHOM B3bICKAHUU
paGoTtHuKa. [IprunHbl yBOJIbHEHHsS] paOOTHHMKA 3a AMCLUMIIMHAPHBIE HApYIICHUS.
CocTaB cBelEHMI, BHOCUMBIX B TpPHKa3 O JUCHUIIMHAPHOM B3BICKAHHMH
paGoTHuka. TexHosoruueckas IeMOYKa JOKYMEHTHPOBAHMUS IPUMEHEHHUS
JUCHUIUIMHAPHOTO B3bICKaHUS K paboTHUKY. CocTaB cBeleHUM, BHOCHUMBIX B
MPUKa3 O CHATUU JUCIUIUIMHAPHOTO B3bICKaHUs ¢ paOOTHUKA.

Tema 18. VdyerHasm kaapoBasi [JOKYMEHTAIMSI: JIMYHAS KapTOYKa
padoTHHKA

Ha3nauenre nMYHONM KapTOYKM pabOTHHMKA KakK KaJIpoOBOro JOKYyMEHTA.
[lopsimok  3amoiHEeHWs  pa3/ejoB  JMYHOM  KapTOuku  pabOTHUKAa B
yHuuuupoBanHoit ¢opme T-2, yTBepxkaeHHod ['ockomcrarom Poccum ot
05.01.2004 r.
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Tema 19. Yuyernas kagpoBasi JOKyYMeHTauus: (pOopMbl perucTpauuu
YUYETHBIX CBeICHUH 110 COCTABY M ABHKCHUIO KaJpPOB

Buner peructpannoHasix Gopm. @opmbl )KypHAIOB PErHCTPAIMK KaIpOBOi
nokyMeHTauu. CpoKH XpaHEHUs! yUYeTHBIX (opM, 00pa3yIoIUXCs B IEITEIbHOCTH
KaJIpOBOH CITyKOBI.

Tema 20. YueTHasi KaJpoBasi JOKYMEHTAIUA: JOKYMEHTANUS 10 y4YeTy
HCI0JIb30BaHUA Pa0oyero BpeMeHH U PacueToB OIJIaThI TPyAa

Ha3nauenne tabens yyera pabouero BpeMEHU KaK KaJpoOBOTrO JOKYMEHTA.
[Topsinok BHECEHUS CBEJIEHUH B Tabelb yueTa pabodyero BpeMeHH.

Tema 21. OdopmiteHue ci1y:KeOHOH KOMAHIMPOBKH Pa0OTHUKA

OcoOeHHOCTH HampaBlieHUs1 PaOOTHUKOB B CIIy)KeOHbIE KOMAaHIUPOBKHU
cornmacHo «llomoxxenust 00  HampaBieHUST pPaOOTHHKOB B  CIy>KEOHbIE
KOMaHAUPOBKW», YyTBepKIeHHOM IlocranoBnennem IlpaButensctBa P®D ot
13.10.2008 Ne 749. JlokyMeHTHpOBaHWE TPOIETYyphl HANpaBiICHUS paOOTHUKA B
CIIy>keOHYI0 KOMaHIUPOBKY.

Tema 22. ®opMupoBanue JUYHOTO Jejia PA0OTHHKA: COCTAB JIUYHOIO
aesa

Ha3znauenme muuyHOro Jena pabOOTHUKA Kak KOMIUIEKCA KaJpOBBIX
NOKyMeHTOB. Ilopsigok paboThl C JMYHBIMM JI€JaMH OTHEJIbHBIX KaTeropui
pabOTHUKOB, AJIi KOTOPBIX BEJIEHUE JIMYHOTO JI€Jla YCTaHOBJIEHO HOPMAaTUBHBIMU
npaBoBbIMU akTaMu. (CoCTaB JOKYMEHTOB, BKJIIOYCHHBIX B JIMYHOE JIEJIO
pabotHrKa. OcOOEHHOCTH OPOPMIIEHUS JTUYHOTO Jiena padoTHuka. [lopsaaok yuera
JUYHBIX Jen paboTHUKOB. [lopsnok XpaHeHHWsT W BENCHUS  JIMYHBIX Jel
PaOOTHUKOB.

Tema 23. @opMupoBaHue JUYHOIO /€12 PA0OTHUKA /Il CIaYU B aPXUB

CoctaB JOKYMEHTOB, BKJIIOYEHHBIX B JIMYHOE Jeio pabOTHHKA,
npeIHa3HaYeHHbIX Ul cAauu B apxuB. OcoOeHHOCTH O(OpMIIEHUS JIMYHOTO JAela
paOoTHHKA, MPEAHA3HAUYEHHOTO JIJIS C/IaYM B apXUB.

Tema 24. Opranuszanusi XpaHeHUs KaAPOBbIX IOKYMEHTOB

OdopmiieHne 1€ COrIacCHO HOMEHKJIAType JIeNl KaJIpOoBOW  CITY>KOBI.
Omnpenenenne CpOKOB  XpaHEHHS  Jell  cormacHO  [lepedHs  THUTIOBBIX
yOpPaBIEHYECKNX  apXWBHBIX  JOKYMEHTOB, O0Opasylommxcs B  IpoIlecce
JESITEIIbHOCTH TOCYAapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO CaMOYTIPaBJICHUS U
OpraHM3aluii, C YKa3aHHEM CpPOKOB XpaHEHHS, YTBEPKIECHHOTO MPUKA30M
MunucrepctBa KyabTypsl P® ot 25 aBrycra 2010r. Ne 558. Ilopsmok
odopmIIeHUS Je]1, 00pa3yMMXCsl B KaIpOBOM CITykO0e.

Tema 25. 3amuTa nepcoHaNbHBIX JAHHBIX B KaJPOBO# cJ1yxk0e
YcraHoBieHHE  TOpSAKA  NOPEAOCTABICHUS  JIOCTyna K  KaJpOBBIM

JIOKyMEHTaM PYKOBOJISAIIEMY COCTaBy opranm3aiuu. OOecredyeHre COXpPaHHOCTH
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CIIPaBOYHO-MH(GOPMAIIMOHHBIX 0a3 JaHHBIX KaapoBOM CIoykObl. OOecnedeHue
OXpaHbl MOMENIEHUI KaJpOBOM CITYKOBI.

Tema 26. PaboTa ¢ nmoceTutre/IAMU B KaJIPOBOii ci1yxkoe
VYcranoBienue rpadguka pabOThl C IMOCETUTEISIMHU KaJApPOBOM CIYKOBI.
[Topsimox mpeaocTaBieHusI HHPOPMAIMK HA TIOCTYTIAIOIINE 3aIPOCHI.

3. YYEBHO-METOINYECKOE OBECIIEYEHUE JIIS
CAMOCTOSITEJIbHOM PABOTBI OBYYAIOLIUXCS MO
JTUCHMUILIAHE

3.1. Ilnanbl NpaKTHYECKUX 3aHATHIA

IIpakTnyeckas padora Ne 1
no teme «IliianoBast KaapoBasi JOKyMEHTALMSA: CTPYKTYPA M IUTATHAS
YHMCJIEHHOCTD)

Hean 3ansaTus - popMupoBaHuEe HABBIKA COCTABIICHUS CTPYKTYPHI IITATHOM
YUCJIEHHOCTH.

3ajaHMe: Ha OCHOBAaHMM CBEJCHHUM MPENOCTABIECHHBIX (CTPYKTYpHBIC
No/Ipa3/ieNieHusi, JTOJDKHOCTH M KOJWYECTBO INTATHBIX €JIMHUI) T€1aroromMm
COCTaBUTh CTPYKTYPY U IITATHYIO YUCIEHHOCTh

IIpakTnueckas padora Ne 2
1o teme «IlnanoBasi KagpoBasi IOKyMeHTAIUsI: IITATHOE PACTIHCAHUE

Hear 3ansaTus - GOpMUpPOBAHHE HaBBIKA COCTABJICHUS IITATHOTO
pacrucanusl.
3amanue:

1. B 6nank yHHUpHIHPOBaHHOW (OPMBI IITaTHOTO pacnucanus (popma T-3)
HEOOXOJMMO BHECTH JaHHBIE (3apaHee MOATOTOBJICHHBIE IEAroroM) O COCTaBe
JOJDKHOCTEM, INTATHBIX EAWHMI], OKJIaJax W pa3Mepax Haa0aBOK, IOABECTH
JAaHHBIE 0 MECIYHOM (POHJIE€ 3apaOOTHOM TIJIATHI 1O BCEH OpraHU3aIIHH.

2. Tlocne BHECEHUS JTAHHBIX B IITATHOE PACIIMCAHUE U €T0 «YTBEPIKICHUS)
PYKOBOJIUTENIEM OpTaHM3aIlid, VYYHUTHIBAs <JIBHOKCHHE» KaJIpOBOTO COCTaBa
HEOOXOJMMO COCTaBUTh INTATHYIHO pACCTAaHOBKY (MaHHBICE O «IBIKESHUM
KaJpOBOTO COCTaBa 3apaHee MOATOTOBIICHBI TIEIaroroM).

IIpakTnueckas padora Ne 3
no teme «Il.1anoBasi kagpoBasi JOKyMeHTalUA: TPaQUK OTILyCKOB)

Hean 3ansaTHs - popMUpOBaHUE HABBIKA COCTaBICHUS IpaduKa OTIYCKOB.
3aganue:
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1. BremonHeHue MPOBEPOYHOTO TECTa, I 3aKpeIUIeHHs 3HAHUN
TpeGoBanuii TpynoBoro xojekca B 4aCTH MPEJOCTABICHUS OTIYCKOB M 3HAHUI O
npaBuiax GopmMupoBaHus rpaduka OTIyCKOB.

2. B Onank yHuduiupoBanHoit Gopmsel rpaduka ormyckoB (dopma T-7)
HEOOXOJMMO BHECTH JaHHBIC (3apaHee IMOATOTOBICHHBIE TMEAarorom) o0
OUYEPETHOCTH TPEJOCTaBICHUS OTIYCKOB pa0OTHHWKAaM, OTpaxkas WX B Tpade
«IIaHupyemasl Jata OTHycKa». B ciydasx, NpeayCMOTPEHHBIX IOJyYCHHBIM
3aJjaHueM, JUISI HEKOTOPBIX paOOTHUKAaM HYKHO BHECTH JAaHHBIC JTUOO O TIEpPEHOCEe
OTITyCKa, JAuOO0 O 3aMEHe ero 4YacTh JCHEXHOW KommeHcanued u T.10. [lpu
COCTaBJICHUH Tpaduka OTIYCKOB HEOOXOJUMO PYKOBOJICTBOBATHCS CTaThIMHU
TpynoBoro koxaekca Poccuiickorn ®enepanuu, peryJIupyrOIIMMU  TOPSAOK
MPEIOCTABIICHUS OTITYCKOB.

IIpakTHyeckas padora Ne 4
no teMe «OpraHn3auMoOHHO-NIPABOBAasi JOKYMEHTAIUs . IPaBUWJIa
BHYTPEHHEro TPyJ0BOI0 PAacOPsiAKA»

Hear 3ansTHs - QopMupoBaHHE HaBbIKa pabOThl € JIOKaJbHBIMU
HOPMATUBHBIMHU aKTaMHM 110 TPYIY.
3aganmue:

1. BeinmonHeHUE TPOBEPOYHOIO TECTA, JUISl 3aKPEIUICHUS 3HAaHUM O 3a/1a4ax U
COJIEp>KaHUM MPaBWJI BHYTPEHHETO TPYAOBOI'O pacropsiika.

2. 1o HeckoabKUM 00Opa3laM MpaBWJl BHYTPEHHETO TPYAOBOIO pacropsiika
(W1 pa3HBIX OpraHu3alMil, YYpEeKJACHHM H T.JA.) HEOOXOJMMO OMNPEACIUTH
TUIIOBBIE pa3fenbl MpPaBWJ BHYTPEHHErO0 TPYAOBOTO pAacHoOpsgKka U €ro
BapUATUBHBIE pa3/ielibl (BHOCUMbIE OPTaHU3ALMSIMHU HA CBOE YCMOTPEHHE).

2. IlpoBecTn aHanu3 MpaBui BHYTPEHHErO TPYAOBOIO pACHOpsNKa Ha
IpeaMEeT OTCYTCTBHUS HapyLICHHWH MonokeHui TpynoBoro koxaekca Poccuiickon
denepaluny U BBISBICHUS HOPM, BKIIIOUEHHBIX B JIOKAJIbHBbIA HOPMATHBHBIM aKT
CaMOCTOSITEIIBHO.

JIokanbHBIE HOPMATUBHBIE AKTHI CTYACHTAM MPEJOCTABIISIFOTCS MIEJArOOM.

IMpakTuyeckas padora Ne 5
no TeMe «OpraHu3alMOHHO-NPABOBAs JOKYMEHTAIUSA . MOJI0KEHHE O
CTPYKTYPHOM NOApPa3ieeHumn»

Hear 3ansaTus - QopMupoBaHUME HaBbIka pabOThl € JIOKaJbHBIMU
HOPMATHUBHBIMU aKTaMH.

3axanue:

1. BeimosHeHUE MPOBEPOYHOTO TECTA, IS 3aKPEIJICHUS 3HaHUM O 3a/1auax u
COJIEp>KaHHUH TIOJIOKEHUS O CTPYKTYPHOM MOJIpa3ICICHHUH.

2. Ilo HeckombkuM 00Opa3iaM MOJIOKEHHUS O CTPYKTYPHOM TMOJpa3ieIiCHUN
(mIsg  pa3HBIX OpraHM3allMi, YUIPSKIACHUH W T.O1.) HEOOXOIWMO OIPEICIIHTH
TUTIOBBIE  pa3iefibl TMOJIOXKEHUS O CTPYKTYPHOM TOAPA3JICICHUH M €ro

BApUATUBHBIE pa3/ieiibl (BHOCUMbIE OPraHU3alUsIMHU HAa CBOE YCMOTPEHHE).
20



2. CocTaBUTH MOJIOKEHHE O KaJPOBOU CITyK0e€.

IIpakTuyeckas padora Ne 6
mo TeMe «OpraHn3anMoHHO-NPABOBAasi JOKYMEHTAIUS . MOJI0KeHHEe 00
omjiate Tpyaa»

Hear 3ansTus - QopMupoBaHME HaBbIKa pabOThl € JIOKaJbHBIMU
HOPMAaTHUBHBIMH aKTaMH 110 TPYY.
3aganue:

1. BeimonHeHue MpOBEPOYHOTO TECTA, IS 3aKPEIJICHUS 3HaHUM O 3a/1auax u
COJIep KaHNH TIOJIOKEHUSI 00 OIIaTe Tpyaa.

2. Tlo HeckombKkUM oOpasmaM MOJOoKEHUs o0 ormiare TpyAa (s pa3sHbIX
OpraHu3ali, YUYpEeKJACHUN U T.lI.) HEOOXOJUMO OINPENEIUTh TUIOBBIC Pa3Jeibl
MOJIOKEHUsT 00 oIUlaTe TpyJa U €ro BapuaTUBHbIE pa3liesibl (BHOCHUMBIC
OpraHU3alMsSIMHU Ha CBOE YCMOTPEHUE).

2. IlpoBecTr aHanu3 MoJIOkKEHUsT 00 OoruIaTe Tpyaa Ha MPeAMET OTCYTCTBUS
HapylleHu mnoJjoxeHut TpynoBoro konekca Poccuiickon @Penepauuu u
BBISIBJICHUSI HOPM, BKJIFOYEHHBIX B JIOKAJIbHBIII HOPMATUBHBINA aKT CAMOCTOSITEIBHO.

JlokanbHbIE HOPMATUBHBIE AKTHI CTYJICHTAM MPEIOCTABIISIIOTCS EAATOrOM.

IIpakTuyeckas padora Ne 7
no TeMe «OpraHu3aluOHHO-NPABOBASA JOKYMEHTAIUSA: JOJKHOCTHAS

HHCTPYKIMSI»
Hear 3aHaTHS — QOopMHUpOBaHUE HABBIKA COCTABJIICHUS JOJDKHOCTHOU
UHCTPYKIIUH.
3amanue:

1. Tlo HeckonbKUM 00pa3uaM JOJDKHOCTHOW HMHCTPYKUMU (AJIS pa3HbIX
OpraHu3alMi, YUpEeKACHUH U T.J.) HEOOXOAMMO OINPENEIUTh THUIIOBBIE Pa3felibl
JNOJDKHOCTHOW ~ MHCTPYKLIMM W €€  BapHaTHBHBIE  pPa3fenbl  (BHOCHMBIE
OpraHM3alMsIMU Ha CBOE YCMOTPEHHUE).

2. B ¢hopMy 1OIKHOCTHON MHCTPYKIMH, ITPEATIOKEHHYIO I1€1aroroM, BHECTH
HEJIOCTAIOIME CBEJCHHUS, COOTHOCI uX ¢ 1nogoxkeHusiMmu TK PO u
poecCHOHANIBHBIX CTaHAAPTOB (MPaBO BhIOOpa MPOQPECCHOHATLHOTO CTaHAapTa
JUTSl pa3pabOTKU MHCTPYKIMU MPEIOCTABISAETCS CTYICHTY).

3. B nucemeHHoM Buje pa3paboTaTh TEXHOJOTHMYECKYIO IEMOUYKY
MOJATOTOBKH, COTJIACOBAHUS U YTBEPKACHUS JOHKHOCTHON MHCTPYKIIMH.

IIpakTuyeckas padora Ne 8
no teme «IlepconajibHasi KaApPOBasi JOKYMEHTAIUsI: TPY/A0Basi KHHIKKA)

Hean 3anaTus — GopMUpOBaHNE HABBIKA 3aIOJHEHUS TPYIOBON KHIKKH
paboTHUKA.

3aganue:
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1. B dopmy TpynoBoii xkuHuxkku (yTBepKIaeHHYIO0 [locTaHOBIeHHEM
[IpaButenscTtBa PO ot 16.04.2003 N 225 (pea. ot 25.03.2013) «O TpyaoBbIx
KHIDKKAX») CTYJIEHTaM HeOOXOMMO BHECTH CIIEAYIOIINE TaHHbIE:

- 3aMOJIHUTh TUTYJBHBIA JIMUCT TPYJAOBOM KHMKKH (MCIIOJIB30BATh IS
3aMOJHEHUSI MOKHO JIMOO CBOM MEPCOHANIbHBIE JaHHbIE, JMOO copMUpOBaTH
BO3MOYKHBIE MIEPCOHATbHBIEC JAHHBIE CAMOCTOSITEIBHO);

- 3aMOJHUThH CBEACHHS O NMpueMe Ha paboTy (IaHHBIE CBEJCHUS 3apaHee
HIOJITOTOBJICHBI I1€JIarOTOM);

- 3alOJIHUTh CBEJEHUS O IMEepeBOAEe Ha JPYryl JOJKHOCTH (JIaHHbBIE
CBEJICHUS 3apaHee MMOATOTOBIICHBI TIEIar0OroM);

- cBeZieHHs] 00 yBOJbHEHHH (JaHHBIE CBEICHUS 3apaHee IOJTrOTOBIICHBI
earoroM);

- CBEJCHUS O MpPUEME Ha HOBYIO paboTy (JaHHBIE CBEACHUS 3apaHee
TIOJITOTOBJICHBI I1EJ]arOTOM);

- CBeJIeHUs 00 MCIPABICHUN HETPABIIIBHO BHECEHHOM B TPYJIOBYIO KHUKKY
3amucu  (CBeeHHA 00 «UCHpPAaBUTEIBHOW» 3allUCH  3apaHee IMOATOTOBIICHBI
IIC1arOroM);

- CBEJICHMSI O HAarpakJEHUSAX (JIaHHbIE CBEJCHUS 3apaHee IOITrOTOBJICHBI
IIC1arOroM);

- CBEJICHUSI O CMeHe (pamMWwiMk U CMEHE YpOBHsS 00pa3oBaHUs (JIaHHbBIE
CBCJICHUS 3apaHee MMOATOTOBIICHBI TIEIar0OroMm).

2. B nOuceMeHHOM  BHJE  CTYJIEHTYy  HeoOxoaumo  pa3paboTaTh
TEXHOJIOTUYECKYI0 IIETOYKY OQOpPMIICHUS TPYJOBOM KHUXKUA PabOTHUKY,
BIIEPBBIC TIOCTyHaromeMy Ha paboTy. JlOKyMeHTbI, BXOIAIIME B COCTaB
«TEXHOJIOTHYECKOM IIEMOYKN», TaK e HEOOXOIUMO 3arOJHUTh (HampuMep, KHUTa
y4eTa JIBWKCHUS TPYJOBBIX KHUKEK, TPUXOTHO-PACXOIHAS KHUTA ydeTa OJJaHKOB
TPYJIOBBIX KHIXKEK).

3. BeImojgHeHWe MPOBEPOYHOTO TECTa, ISl BBISABICHUS YPOBHS 3HAHUU O
TIOPSIJIKE BHECEHUS 3aIMCEH B TPYTOBYIO KHUXKKY.

IMpakTuyeckas padora Ne 9
no Teme «IlepconaibHas KaapoBasi JOKyYMEHTALMS: 3JIeKTPOHHASA
TPYA0Basi KHUKKA)

Heab 3ansiTHsa — GOpMUPOBAHNE HABBIKA 3aMIOJIHEHUS (POPMBI 3IEKTPOHHOU
TPYJIOBOI KHUKKH paOOTHHKA.

3axanue:

1. B dopmy snexrponnoit kamxku CT]L - P (yTBepKI€HHYIO TPUKA30M
Muntpyna Poccun Tlocranosnenuem [IpaButenscrBa PO ot 20.01.2020 Ne 23-n)
CTYJIEHTaM HEOOXOJAMMO BHECTH CIIEAYIOIINE IaHHBIE:

- 3aII0JIHUTh CBEJCHUS O paOOTHUKE (MCHOJIB30BATh AJI 3aMIOJHEHHSI MOKHO
amb0 CBOM TEpCOHAJbHBIE JaHHble, JUOO CHOPMHUPOBATH BO3MOXKHbBIE
NIEPCOHAIIBHBIE IAaHHBIE CAMOCTOSATEIIBHO);

- 3aMOJHUTHh CBEJIEHUS O TPYIOBOW JEATENbHOCTH pabOTHHKA (JaHHBIE

CBCACHUA 3apaHCC IIOATOTOBJICHEBL HGI[&FOFOM):
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- 3aMOJHUTH CBEACHHS O MpUeMe Ha padoTy (IaHHBIE CBEICHHS 3apaHee
IIOJITOTOBJICHBI ITEIaTrOT'OM);

- 3aMlOJIHUTh CBEICHUS O TMEpPEeBOJEC Ha JIPYTYIO JTOJDKHOCTH (JIaHHBIC
CBCJICHUS 3apaHee MOATOTOBIICHBI TIEIar0OroM);

- 3aMOJIHUTH CBEJICHUS O IEPEMMEHOBAHUU OpTraHU3aluy (JJaHHBIE CBEJCHUS
3apaHee MOATrOTOBJICHBI I1Earorom);

- CBelleHUS 00 YBOJIbHEHUM (JJaHHBIE CBEJCHMS 3apaHee IOJTrOTOBICHBI
IIC1arorom).

3. BbInosiHeHHEe TMPOBEPOYHOTO TECTa, JJIA BBISBICHUS YpPOBHS 3HAHUUA O

nopsijike BHeceHus 3anuceit B popmy CT/ - P.

IIpakTnueckas padora Ne 10
1o TemMe «/loroBopHasi KaApoBasi JOKYMEHTALMSA . KOJICKTHBHbIN

JT0TOBOP»
Hear 3anaTuss - ¢GopMuUpPOBaHUWE HaBbIKa pabOThI C KOJIJIEKTUBHBIM
JIOTOBOPOM.
3ananue:

1. BeimonHeHUE TPOBEPOYHOIO TECTA, JUISl 3aKPEIUICHUS 3HAaHUM O 3a/1a4ax U
COJIEp>KaHUH MOJI0KEHUI KOJIJIEKTUBHOTO JIOTOBOPA.

2. Ilo HeckonbkuM oOpa3laM IMOJIOKEHUS KOJUIEKTUBHOTO J0TroBOpa (IS
pa3HbIX OpraHM3alMi, y4peKJIeHUH U T.1.) HEOOXOAMMO OIpPENEIUTh TUIIOBBIE
paszensl KOJUIEKTMBHOIO JOrOBOpa M €ro BapUaTUBHBIE pPa3fiesbl (BHOCHUMBIE
OpraHU3alMsSIMU Ha CBOE YCMOTPEHUE).

2. IlpoBectn aHamM3 KOJUIEKTUBHOIO JOTOBOpa Ha MPEOMET OTCYTCTBUS
HapylIeHW mnojoxeHnit TpyaoBoro koaekca Poccuiickoir Penepaunu u
BBISIBJICHUS HOPM, BKIFOUEHHBIX B JIOKAJIbHBIA HOPMATUBHBIN aKT CAMOCTOSATEIBHO.

JlokanbHBIE HOPMATUBHBIE AKTHI CTYACHTAM MPEJOCTABIISIIOTCS MEJArOrOM.

IIpakTuyeckas pad6ora Ne 11

no teme «/loroBopHasi kKapoBasi JOKyMEHTALMsI: TPYAOBOM JOr0OBOP»

Hean 3ansgTusi — QopMUpOBaHUE B3HAHMK O CTPYKType M TIOPAJIKE
pa3pabOTKH U YTBEPKACHUS TPYIOBOTO JIOTOBOPA.
3aganmue:

1. B dopmy TpymoBoro moroBopa, NpEeAJIONKEHHYIO MEAaroromM, BHECTH
HEJIOCTaIoNIME CBEACHUS, HAa pabOTHUKA, TpyloBas Ouorpadus KOTOporo Oblia
pazpaboTaHa B paMKax MpakTHIECKON paboThl Ne 6.

2. ITloMuMO TpYyoOBOTO JOrOBOpa CTYJIEHTaM HEOOXOAUMO COCTaBHUTh
JIOTIOTHUTEIbHBIE ~ COTJIAIICHUsS, (UKCUpYIOIIHE W3MEHEHUS B  TPYIOBOU
ounorpadguu paboTHHKA.
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IIpakTuyeckas padora Ne 12
o teme «PacrnopsiaureJbHas JOKYMEHTALMA 10 KaJApaM: IPUKA3bI 0
npueMe Ha padoTy»

Hean 3ansaTHsA - GOpMUPOBAHHE HABBIKA COCTABIICHUS MPUKA30B O NIpHEME
Ha paboTy.

3aganue:

1. B Omank ynudumupoBanHoi (GopMbl mpuKaza O NpueMe Ha padoTy
(popma T-1) HeoOXOAMMO BHECTH JaHHBIC O IpHEeMe PaOOTHHKA HAa OCHOBHYIO
paboty (pamunmsi WMsS OTYECTBO, CTPYKTYpHOE TOJpa3[eiCHUE, TOJDKHOCTD,
JaHHBIE TPYIOBOTO JOTOBOPA OEPYTCS CTYJACHTOM U3 MPaKTHUECKOM paboThl Ne 6).

2. 3anonHuth OJlaHK YHUGUIUPOBAHHOW GOPMBI MpHKaza O MpUEME
paboTHukOB Ha paboty (dbopma T-la) (maHHble UIsI BKJIIOYEHUS B TMPUKa3
MIOJTOTABIIMBAIOTCS MEAATOTOM).

3. B Onank yHudunupoBaHHOW (QopMbI NpuKaza O MpueMe Ha padoTy
(bopma T-1) HeoOXoaMMO BHECTH JaHHBIE O IpHEMe pabOTHHUKA Ha BpeMs
UCIIOJIHEHUSI O0S3aHHOCTEW OTCYTCTBYIOIIETO pabOTHUKA, 0e3 HchHbITaHus U 0e3
Haj0aBku (haMuiIMg UMsI OTYECTBO, CTPYKTYpHOE MOJpa3lielieHUuE, JOHKHOCTD,
JTAaHHBIE TPYIOBOTO JJOTOBOPA OMPEACIISIOTCS CTYJIEHTOM CaMOCTOSITEIBHO).

4. PazpaboTaTh MOLIATOBYIO MPOIEAYPY IMpHeMa paOOTHUKA HA OCHOBHYIO
paboTy, C yKa3aHHeM BCEX BUJOB JOKYMEHTOB, KOTOPHIC 3aIOJHSIIOTCS KaJpOBOU
CIIy>k001 TIpu ipreMe pabOTHUKA Ha padoTy.

5. Pa3paboTaTh momaroByto mporueaypy npruema Ha padboTy COBMECTHTEIS C
yKa3aHUEM BCEX BUOB JOKYMEHTOB, KOTOPBHIC 3aIOJHSIOTCS KaJApOBOH CITYyKOOH
npu npuemMe Ha paboTy. [[OKyMEHTBI, BXOASIIME B COCTaB «TEXHOJIOTHYECCKOU
IIEMTOYKW», TaK K€ HEOOXOIUMO 3aloJHUTH (HAampuMmep, JKypHaT pPEeTUCTPAIiH
MIPUKA30B I10 JJMYHOMY COCTaBY U T.1I.).

IIpakTuyeckasi pa6ora Ne 13
no Teme «PacnopsiiuTebHast TOKYMEHTAIUA M0 KAaApPaM: NPUKA3bI 0
nepeBojie HA IPYryr0 padory»

Hean 3ansTusi - ¢GopMHpOBAHHME HAaBBIKA COCTABJICHHUS IMPUKA30B O
MepEeBO/IC Ha JPYTYIO paboTYy.
3axanue:

1. B Onank yHuduuupoBaHHOM (QOpMBI MpHKa3za O MpUEME Ha paboTy
(popma T-5) HEoOXOIMMO BHECTH JAaHHBIE O MEpPEBOjAE PaObOTHHMKA HA APYTYIO
paboty (hamuaus UMsi OTYECTBO, CBEICHUS O MPEKHEM U HOBOM MeCTax paloThl,
PEKBU3UTHI TPYAOBOTO J0roBopa OepyTcsi CTYJEHTOM U3 MPAKTUYECKOW pabOThI
No 6).

2. Pa3paboraTh nomaroByro npoienypy MmOCTOSIHHOTO MepeBoaa paboTHHKA
Ha JpYyryro paboTy C yKa3aHHWEM BCEX BHUJOB JOKYMEHTOB, KOTOPbIE 3aIOIHSIOTCS

KaJIpOBOM CITY>KO0U Tipu TiepeBojie paboTHUKA. JOKYMEHTHI, BXOSIINE B COCTaB
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«TEXHOJOTHYECKON IIeTOYKM», TaK >Xe€ HEOOXOAMMO 3alloJIHUThH (HampHuMep,
YKYpHAJI pETUCTpAIMU MPUKA30B 10 JINYHOMY COCTaBY M T.[.).
IIpakTuyeckas padora Ne 14
no reme «PacrnopsigurebHas JOKyMeHTalus N0 KaJApaM: NPUKa3bl 00
YBOJIbHEHUID)

Heanr 3anstusi - QopMupoBaHME HaBbIKa COCTABJICHHUS MPUKA30B 00
YBOJIbHEHUH paOOTHHUKOB.

3aganue:

1. CocTaBUTh mpHKa3 O MPEKpaIeHUH TPYJIOBOTO J0roBopa (yBOJIbHEHHH)
(dpopma T-8):

- 110 UHULIMATUBE PaOOTHHUKA,

- 10 MUHUIIMATUBE pabOTONATEIS;

- MO0 OOCTOSTENHCTBAM, HE 3aBUCAIINM OT BOJM CTOPOH (JaHHBIC IS
BHECEHUS B IIPUKa3 pa3padaThiBalOTCA MEAArorom).

2. 3anogHuTh OJIaHK YHU(ULIHUPOBAHHON (POPMBI MpUKa3a O MPEKpPAILECHUN
TPYJIOBOTO J0roBopa ¢ paboTHukamu (yBojbHeHUH) (popma T-8a) (mannbie ass
BHECEHUS B MpUKa3 OepyTcs CTYJIEHTOM U3 MpaKkTH4YeCKoi paboThl Ne 6).

3. Pazpabotarh mnomaroByr0 NpOLEAYpPY YBOJBHEHHS  pabOTHHKA C
YKa3aHHEM BCEX BHUJOB JIOKYMEHTOB, KOTOPbIE 3alOJHSIOTCS KaIpOBOH CIyx OO0
IIPpU YBOJIbHEHUHU PaOOTHUKA. JJOKyMEHTBI, BXOASIIUE B COCTaB «TEXHOJIOTMUYECKOM
LHENOYKW», TaK € HEOOXOAUMO 3alojHUTh (HANpUMEp, *KypHald perucTpanuu
MPUKA30B IO JMYHOMY COCTaBYy, >KypHaJI ydeTa JBWKEHUS TPYIOBBIX KHUXKEK,
JWYHas KapToyka paOOTHHUKA U T.1.).

IIpakTuyeckas pab6ora Ne 15
no reme «PacnopsiiuTebHAas JOKYMEHTAIMA 10 KAJApPaM: NPUKA3bI 0
MOOLIPEHUH PAOOTHHKA)

Hean 3ansTusi - ¢GopMHpPOBAHHME HABBIKA COCTABJICHHUS IPUKA30B O
MOOIIPEHUHN paOOTHHKA.

3aganmue:

1. B 6nank yHuduimpoBaHHoi (HopMbl MpHKa3za O MOOMIPEHUH pabOTHUKA
(popma T-11) HeoOxomMMO BHECTH JaHHBIE O (OpME MOOUIPEHHS pabOTHHKA
(aHHBIE 7SI BHECEHUS B TIPHUKA3 O€pYyTCs CTYJIEHTOM U3 MPAKTHUUECKOM paboThl Ne
6).

2. PaspaboraTh TMOIIAroByr NPOILEAYpPy TMOOUIpEeHUss  pabOTHHKA C
yKa3aHUEM BCEX BHJIOB JIOKYMEHTOB, KOTOPBIC 3aIIOJIHSIOTCS KaJIPOBOM CITY)KOOH B
9TOM citydae. JIOKyMEHTBI, BXOSIINE B COCTaB «TEXHOJIOTHYECKOM IIETTOYKNY, TaK
K€ HEOOXOIUMO 3amloJIHATH (HAMpUMep, JKypPHAJI pPETUCTPAIMH TPUKA30B I10
JUYHOMY COCTaBY H T.1I.).
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IIpakTnyeckas padora Ne 16
no teme «PacnopsiauTeIbHAasA JOKYMEHTAlUsl 110 KaJApaM: NPUKA3bI 0
AUCHUILUINHAPHOM B3bICKAHUM Pa0OTHHKA)

Hear 3aHsaTHA - (QopMHpOBaHME HaBbIKA COCTAaBJEHUS IPUKA30B O
JTVCHUIUIMHAPHOM B3bICKAaHUU PAOOTHHUKA.
3aganmue:

1. HeoOxomuMo coOCTaBUTh TMpUKAa3 O AUCIHUIUIMHAPHOM B3bICKAHUU
paboTHUKA (JTaHHBIE JJIs BHECEHUS B MPUKA3 MPEIAraloTCs NeJarorom).

2. Heo0x0auMoO COCTaBUTh MPUKA3 O CHATHH AUCHUILTMHAPHOTO B3BICKAHMS
C paboTHHKA (JJaHHBIC JUIsI BHECEHUS B TIPUKA3 MPEIararoTcs Meaarorom).

3. PazpaboTaTh moIiIaroByro MNpoUEAypy MHPUMEHEHUS ITUCIUIUITMHAPHOTO
B3bICKaHUSI pa0OTHMKAa C YKAa3aHUEM BCEX BHUAOB JOKYMEHTOB, KOTOpPBIE
3aMOJHAIOTCS KaJApOBOM CIyKO00M B 3TOM ciiydae. [[OKyMEHThI, BXOZSIINE B
COCTaB «T€XHOJIOTMYECKOM IETIOYKIU», TaK K€ HEeOOXOAMMO 3aM0JIHUTh (HaIpuMep,
YKYpHaJl pETUCTPAIIMH MPUKA30B IO JIMYHOMY COCTaBy H T.1.).

IIpakTuyeckas pa6ora Ne 17
1o TeMe «YUeTHasi KAJAPOBasi JOKYMEHTALUSI: TUYHASL KAPTOYKAa PA0OTHUKA

Heap 3anaTHA - QpopMHpoBaHUE HABbIKA OQOPMIICHMS JTUYHON KapTOUKU
paboTHUKA.

3ananue:

Odopmuts nMuuHyro kapTouky pabotHuka (popma T-2). JInyHas xapTouka
COCTAaBJISIETCS] HA pa0OTHHKA, TPYI0Basg OHorpadust KOTOporo ObLIa MPEIIOKEHA B
npakTudeckor padore Ne 6. Ilpukasbl, cocTaBiIeHHbIE Ha PabOTHHKAa B pamMKax
npakTuyeckux 3aHsaTHil NeNe 9 - 13, Tak ke HEOOXOJUMO BHECTH B JIMYHYIO
KapTOYKy pabOTHHUKA.

IIpakTuyeckasi pa6ora Ne 18
o TeMe «Y4eTHasi KaAPoBasi JOKYMEHTALMS: IOKYMEHTAIUSA 110 YYeTy
HCMO0JIb30BaHMsl Pa00oyero BpeMeH! U PacueToB OIJIAThI TPYAa»

Heas 3anaTus - (opMUpOBAHHME HABbIKA COCTABJICHMS Tabens ydera
pabouero BpeMeHHU.

3axanue:

1. B O6nank yHuduumrpoBanHoi (opmbl Tabens yuyera paboOyero BpEeMEHH
(bopma T-12) HeoOXoAMMO BHECTH JaHHBIE (3apaHee TMOATOTOBJICHHbBIC
MeJIarorom).

2. B nuceMeHHOM BUJe pa3paboTaTh TEXHOJOTUYECKYIO LIETIOYKY OJATOTOBKU
tTabens ydera pabouero BpemMeHH. JIOKyMEHTBI, BXOAAIIME B COCTaB
«TEXHOJOTHYECKON IIEeTMOYKN», TaK K€ HEOO0XOAMMO 3amoJHUThH (Hampumep,

KypHaJ ydeTa JINCTOB HETPYIOCTIOCOOHOCTH U T.1I.).
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IIpakTnyeckas padora Ne 19
1o teme «OdopmiieHue ciaykeOHO KOMAHIMPOBKH PA00OTHHKA»

Hear 3anatus -  opMupoBaHne  OQOpPMIICHHS  JOKYMEHTOB,
COTIPOBOK/IAFOIINX KOMaHIUPOBKY PAOOTHUKOB.
3aganue:

1. B 6nank yauduiupoBanHoi ¢opMbl MprKaza 0 HaMpaBiIeHUU pabOTHHKA
B KkomaHIupoBKY (popma T-9) HeoOXoauMo BHECTH JaHHBIE (3apaHee
MIOJITOTOBJICHHBIC TIEArOTOM).
2. CocTaBuTh A5l pabOTHHKA CITy>KeOHOE 3a7jaHHe.
3. CocTaBUTh aBaHCOBBIA OTYET IO 3aBEPIICHUN KOMaHIUPOBKH.

IIpakTnueckas padora Ne 20
no reMe «®@opMHpOBaHHE JUYHOIO /1eJ1a pA0OTHHUKA: COCTAB JUYHOIO /112

Hear 3anHsaTHsa - QopMHpoBaHME HaBBIKA IMOA00pa JOKYMEHTOB JIJIst
dhopMUpOBaHUS JIMYHOTO JieJIa pAOOTHHUKA JIJIsT apXUBHOT'O XpaHEHHUS.
3aganmue:

3. UByuuTh HOpMaTUBHBIE TPEOOBAHUS K OPOPMIICHUIO TUYHOTO JIea:

- [Ilpasuna opeanusayuu Xpanenusi, KOMNIEKMOBAHUs, YYyemd U UCHOIb308AHUSL
doxkymenmos Apxusnoeo ¢ponoa Poccuiickoii Dedepayuu u Opy2ux apxueuvix OOKYMEHMO8 8
OpeaHax 2ocyoapCmeeHHol GIACmU, OP2aHaX MEeCHmHO20 CAMOYNPAGIEHUs U OPSaAHUZAYUSIX
(2015).

- Ilpasuna eedenusi, opmuposanusi, OQOPMICHU 6 OPSAHU3AYUAX U VUPEHCOCHUSIX.
Ilamamka (coenacosano Ilpomoxon OIIIMK xomumema no oOenam 3AI'C u apxusos
IIpasumenvcmea Xabapoeckozo kpas om 25.09.2015 Ne 9).

- Vkas Ilpe3udoenma Poccuiickou @edepayuu om 30.05.2005 Ne 609 «O6 ymeeporcoenuu
Tonoocenuss 0 NEPCOHANLHBLIX  OAHHBIX  20CYOAPCMBEHHO20 — CPANCOAHCKO20 — CILYAHCAUEO
Poccuiickoti @edepayuu u 6edenuu e2o 1uuHo020 0enay.

2. Ucnonb3yst JOKYMEHTBI, pa3pab0oTaHHBIE HA MPEABIAYIINX MPAKTHIECKUX
3araTHsIX NoNe 6 - 13, mogo6parh MOKyMEHTHI /it (GOPMHUPOBAHUS JIMYHOTO Jelia

AJI1 cAa4Yr Ha apXUBHOC XPaHCHUC.

IIpakTnueckas padora Ne 21
o Teme «@opMHUPOBaAHUE JUYHOTO /1€J1a PAGOTHHKA JUISA CIaYH B APXUB

Hear 3ansaTHs - QopMUpOBaHHWE HaBbIKa OQPOPMIICHHUS JIMYHBIX €I
pa6OTHI/IKOB IJI cAauu Ha apXI/IBHOC XpaHCHI/Ie.
3ananue:

3. UByunTh HOpMATHBHBIE TPEOOBAHMS K OPOPMIICHUIO TUYHOTO JIeTIa;
- [Ilpasuna opeanuzayuu XxpaHenus, KOMHIEKMOBAHUs, Yyema U UCHOLb308AHUSL
doxymenmog Apxusnoeo ¢gonoa Poccutickoii @edepayuu u Opyeux apxusHuvlx OOKYMEHMO8 8

opeanax eocydapcmeeHHOZZ elacmu, opcaHax MeCmMHO2O0 CAMOYNpAaeleHUsl U Opcanu3ayusix
(2015).
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- Ilpasuna eedenus, opmuposanus, oopmieHUs 6 OP2AHUAYUAX U VUPEHCOCHUSX.
Ilamamka (coenacosano Ilpomoxon OIIIMK xomumema no oOeram 34AI'C u apxusos
Ilpasumenvcmea Xabaposckoeo kpas om 25.09.2015 Ne 9).

- Vkas Ilpe3uoenma Poccuiickou @edepayuu om 30.05.2005 Ne 609 «O6 ymeeporcoenuu
Ionoxcenuss o0 NepPcOHANbHBLIX OAHHBIX 20CYOAPCMBEHHO20 — CPANCOAHCKO20 — CYHCAUE20
Poccuiickoti @edepayuu u 6ederuu e2o 1uuHo20 0enay.

2. Ucnonw3yst JOKYMEHTHI, pa3paboTaHHBIC HA MPEABIAYIINAX MPAKTHICCKUX
sapsaTHsIX NeNe 6 - 13, cdhopmmpoBarh JHYHOE JMe70 PabOTHHKA C yYEeTOM
YCTaHOBJICHHBIX HOPMATHUBHBIX TPEOOBAHUH.

3.2. Bonipochl AJ1s1 CAaMOKOHTPOJISI

1. 3akoHomarenbHble W HOpPMATUBHBIE akThl P®, periaMmeHTUpyOIUE
JIOKYMEHTUPOBAHKE KaJPOBOH €SI TEIbHOCTH?

2. llepeuncnure 3a1auu U GyHKIUUA KaAPOBOM CITyKObI?

3. Kakue yHudunupoBanusie (HOpMBI TOKYMEHTOB HCIHOJB3YIOTCS B
KaJIJpOBOM JIEJIONIPOU3BOJICTBE?

4. Buabl 1 3a/1a4¥ TIJIaHOBOM KaIpOBOM JTOKYMEHTALIH ?

5. Tunuunpie ommbOku nOpu  OGOPMIIEHHH  IUIAHOBOW  KaJpOBOM
JIOKYMEHTAIUU?

6. Buasr 1 3a7aun opraHu3aliiOHHO-TIPABOBOM KaJIpOBON JOKYMEHTAITHH?

7. TexHoyornueckas LEMOYKA MPOLETYypbl COCTaBICHUS OpPraHU3allMOHHO-
MIPaBOBOM TOKYMEHTAITUN ?

8. CTpyKTypa TOMKHOCTHOM MHCTPYKIIUU COTPYTHUKA?

9. HopmaTtuBHO-1paBoBasi 0OCHOBa (POPMUPOBAHUS JOIKHOCTHON UHCTPYKITUU
COTpYIHHUKA?

10. Buapl 1 3a1a4u 1OrOBOPHOM KaJApOBOM TOKYMEHTAIIUN?

11. OcHoBHBIE pa3zesbl TPYAOBOIO JOIOBOPA U CYTh UX COAEpPKAHUSI?

12. Tlopsimoxk odopmiieHUs AOMOJHUTEIBHOTO COTJIalieHus (M3MEHEHHUS K
TPYAOBOMY JIOTOBOPY)?

13. OcHoBHBIE TpeOOBaHUS K O(DOPMIIEHUIO TPUKA30B?

14. Komruiekc nepcoHAIbHOM KaapOBOM TOKYMEHTAIUN?

15. OOuue npaBuia 3a0JIHEHUS TPYI0BON KHUKKH?

16. B kakmx ciydasx KaapoBas cily>)kOa WMEET MpaBO BbIIATh TyOJIHKAT
TPYXOBOM KHUXKKH?

17. Tlopsimok BblAAYM TPYJOBOM KHMXKKM paOOTHHKY, B CBS3U C
YBOJbHCHHEM ?

18. Kak odopmiisercs Bbijada BKIAIbINIA K TPYIOBON KHUKKE?

19. Kakoe cTpyKTypHOE TMOApA3ACIICHUE OpraHU3ANN XpaHUT OJaHKH
TPYIOBBIX KHIKEK U BKJIQJIBIIICH K HIUM?

20. Kak ucnpaBuTh OIMOKH, OOHAPYKEHHBIC HA THUTYJIHLHOM JIUCTE TPYAOBOMH
KHWKKA?

21. Kak wucnpaButh OmUOKH, OOHAPY)KEHHBIC TP 3aMOIHEHUH pasfena
«CBenenust o pabote»?

22. Bupl pactiopsiIATENbHBIX KaJAPOBBIX JOKYMEHTOB?

23. Buapl 1 3a1a4u y4eTHOM KaJpOBOW JTOKYMEHTAIUu ?
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24. OcCOOCHHOCTH JTOKyMEHTHpPOBAHHs  HampaBieHHs pabOTHUKA B
CITy)KEOHYI0 KOMaHANPOBKY?

25. Ydaetnpie (OpMBI, HCTIOJIB3YIOIIUECS B KaIPOBOH CITyKOe?

26. Kak ompeenstoTcst CpOKH XpaHEHUS KaIpOBBIX JOKYMEHTOB?

27. TlpaBuna odopmieHUs JIUYHOTO Jeja pabOTHUKA IS Teperadyd Ha
apXUBHOE XpaHEHHUe?

28. Kakme AOKyMEHThI TO JIMYHOMY COCTaBy IOJJIEKAT ITOCTOSTHHOMY
XpPaHECHUIO?

4. METOIMYECKHUE YKA3AHUA 11O OCBOEHUIO JUCHUITIVINHBI

CamocTosiTenbHass paboTa ABISETCA BaXKHBIM — BJIEMEHTOM  H3YUYCHUS
JUCUUIUIMHBL. Y CBOEHUE Marepuasna AUCLHUIUIMHBI HAa JEKUUAX, MPAKTHYECKUX
3aHATUSX U B PE3yJIbTaTe CaMOCTOSTENIbHOM MOATOTOBKM U M3YyYEHHS OTIEIbHBIX
BOIIPOCOB AMCIUIUIMHBI, IO3BOJIAT MOJOMTH K HPOMEXYTOYHON arTecTauuu
NOJATOTOBJICHHBIM. 3HaHHS, HAKAIUIMBAEMbIE TIOCTENIEHHO W B Pa3JIMYHBIX
pakypcax, ¢ UCHOJb30BaHUEM MPOTHUBOIOIOKHBIX MHEHUN W B3IJISZO0B HA Ty WJIH
UHYI0O Mpo0iieMy SBISIOTCS TJIyOOKMMH M KayeCTBEHHBIMU, W TIO3BOJISIOT
(bopMHUpPOBATh COOTBETCTBYIOUIME MNPOPECCHOHATbHBIE KOMIETEHIIMM KaK HTOT
00pa30BaTeIBLHOrO MpoLEcca.

JUid cucteMaru3alyy 3HaHUM 1O JAMCLUIUIMHE NEpBOHAYAIbHOE BHUMAHUE
cieqyer oOpaTUTh Ha pabouyio MmporpamMmy Kypca, KOTopas BKJIIOYaeT B ce0s
OCHOBHBIE MPOOJIEMbl AUCHUIUIMHBI (TEMAaTUKY 3aHATHI), B paMKax KOTOPBIX U
(bopMHpYIOTCS BOIIPOCHI 711 KOHTPOJIS U aTrTectauuu. [loaTromy cTyneHt, 3apaHee
O3HAKOMUBILIKUCH C MPOrpaMMON Kypca, MOXET JIydllle COPHUEHTHPOBATHCS B
MOCJIEIOBATEILHOCTH OCBOCHHS Kypca C MO3ULHUIA OpraHUu3allui CaMOCTOSTEIbHON
paboTHI.

[Ipu opranu3zauuu npoiecca OCBOEHUS JUCHUIUINHBI CJIEAYET YUUTHIBATS:

1. IInanuposanue epemenu, 0meedeHHO20 HA 0CB0EHUE OUCYUNTUHBL.

[Ipy mUIaHUpOBaHMM BpPEMEHUM HA OCBOEHUE JUCHMIUIMHBI CIEAyeT
PYKOBOJICTBOBATbCS: CTPYKTYpPOH IUCHUIUIMHBI, B KOTOPOW YKa3aHbl KOJIMYECTBO
aKaJeMHUYECKUX YacoB B pa3pe3e KaKIAOW TeMbl, BUJA 3aHATUN (JIEKIIMOHHOE WJIU
MPAKTUYECKOE) U Yachl Ha CaMOCTOSITENbHYIO padoTy; (popmMoil mpomeKyTOYHOU
aTTecTaluy (3a4eT, 3K3aMeH).

2. IlocneoosamenbHocms Oeticmeutl npu 0C80EHUU OUCYUNTIUHDI.

N3yueHne Kaxaod TeMbl AWCIUIUIMHBI 11€J1eCO00pa3HO HAYMHATH CO
3HAKOMCTBA C COJIep)KaHUEM JUCUMIUIMHBI B pa3pe3e TeM; 3aTeM CIEIyeT 3Tal
1n0100pa UCTOYHUKOB U3 YKCIIA PEKOMEHAYEMbIX U MOJOOPAHHBIX CAMOCTOSITEIbHO
(HayuyHble CcTaThbu; HH(pOpMalMs TPaBOBBIX 0a3 JaHHBIX; HHPOpMALUS C
opuIMaNbHBIX  CAMTOB TOCYJapCTBEHHBIX OpPraHOB, OpPraHOB  MECTHOTO
caMoymnpaBjeHus U Jp.). M3yueHWe UCTOYHUKOBEAYECKOM ©Oa3bl MOXKET
COMPOBOXK/IAThCSI KOHCTIEKTUPOBAHUEM.

[lenecooOpa3Ho BecTH MepedeHb MPOOJIEMHBIX BOIPOCOB KAK MO CYIIECTBY
TEMbl, TaK U B CIy4yae 3aTPyJHEHHH C YSCHEHHEM CMBbICIAa H3JI0)KEHHOTO B

WCTOYHHUKAX MmaTepuana (yKa3aHHBIE BOIPOCHI MOTYT OBITh pa3pelieHbl
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CaMOCTOSITEJIbHO, BO BpPEMS CECCUOHHBIX 3aHATHM WJIM Ha KOHCYJbTAlUU C
IPENoaBaTeeM).

JUis TOATOTOBKM K TMPAKTUYECKUM 3aHATHSIM PEKOMEHIYEeTCS MOIPOOHO
M3YYUTh KOHCHEKT JIEKIMM W HOPMAaTUBHBIE MaTephalibl, TpyaoBOM KOJIEKC
Poccuiickoit ®enepaiiid ¥ JIp. UCTOYHUKH, (OPMUpPYIOIIHE 0a30BbIe 3HAHUS
HEOOXOMMBIE IS BBITOJIHEHUS MPAKTUUECKUX PadOoT, MPETyCMOTPEHHBIX KYPCOM.

Takke  pEKOMEHIYETCS  O3HAKOMUTBCS  MOPSIKOM MIPOBEJCHUS
MPAKTUYECKUX 3aHITHM, KOTOPBIM BKIIOYAET CJEAYIOIIME JTambl: OOBsSCHEHHUE
3aJlaHdsT U HAaBBIKOB (KOMIIETEHIIMI), KOTOpPbIE 3aKpEIUIAIOTCS B XOJE €ro
BBITIOJIHEHUS; 3HAKOMCTBO C KOHKPETHBIMU HMCTOYHUKAMH WHOOpMAIUU IS
BBINIOJIHEHUS 3aJaHusl; OOCYX JEHHUE M YTOYHEHHE BOIPOCOB B XOJE aHaIHM3a
HMCTOYHUKOB WH(MOPMAIIMH; COBMECTHBI TPOCMOTP TIEPBUYHBIX PE3YyJIbTATOB,
OLIEHKA UX COOTBETCTBUS MO (POPMATBHBIM U COACPKATEILHBIM TPEOOBAHUSIM.

3. Hcnonvzoganue yueOHo-Memoouyeckux mamepuanos u paboma c
Jaumepamypou.

Cnenyer HpUMEHATH  CIEAYIOIIYI0  IOCJIEIOBAaTEIbHOCTh  M3YyYEHHUS
MCTOYHUKOB sl (opMUpOBaHUsI 3HAHUN 1O TeMam gucuuiuiuael: TK PO,
HOPMATUBHbIE  IIPABOBbIE  aKThl [0  JAUCUHMIUIMHE, KOMMEHTapuu K
3aKOHOJATEIBHBIM aKTaM; HAYYHYI0O M y4eOHYIO JUTEpaTypy, a TakXe Ipyrue
VCTOYHHKH.

4. Ilo020mo6Ky Kk meKyujemy KOHmMpoo yCnesaemocmu.

OcHOBHOI 3aayeil TEKyLIEro KOHTPOJIS YCHEBAEMOCTH OOyYarouXcs
SIBJISICTCSI TTOBBIIICHUE KauyeCTBA 3HAHUM, MPUOOPETEHHE U PA3BUTHE UMHU HABBIKOB
CaMOCTOATENbHON paboThl. Tekymuid KOHTPOJh 3HAHUW OOyYarOMIMXCA TI0
JUACHUIUIMHE MOXET HMETh CIEAYIOLIME BHUAbL: YCTHBIA OIPOC HA JICKUHUSX,
IIPAKTUYECKUX 3aHATHUSX; MPOBEPKA BBIIIOJHEHUS MMCbMEHHBIX CAMOCTOSTEIIbHBIX
paboT U JOMAIIHUX 33JJaHUI; TECTUPOBAHHE.

Jist opdekTUBHOM MOATOTOBKUA K TEKYIIEMY KOHTPOJIIO MO JTUCIHUILIAHE
HEOOXOJMMO HCIIOJIb30BaTh PEKOMEHJOBAHHYI0 OCHOBHYIO U JIOMOJIHHUTEIBHYIO
JUTEPATYPY, KOHCHEKThl JEKUUW, pa3padOTKU CTYACHTOB, BBINOJIHEHHBIE B
pe3yJIbTaTe MOJATOTOBKHU U BBIMOJIHEHUS MPAKTUUYECKUX 3aJaHUMN.

5. ®OH/JI OHEHOYHbBIX CPEACTB IJisA HPOBEJAEHUSA
MNPOMEXKYTOYHOMN ATTECTALIMU IO JUCIUIIJIMHE

5.1. IlepevyeHb KOMIIeTeHUMH 1 dTanbl UX GOpMUPOBAHMS
Cormacho ®I'OC BO mno wHanpasnenuto mnoarotoBku  46.03.02
JIOKyMEHTOBEICHHE W apXWBOBEJACHUE B pPaMKax W3YUYEHUS NUCIMIUIMHBI Y
00YYaroIMXCs TOJDKHBI ObITh CHOPMHUPOBAHBI CICAYIONINE KOMIETEHITHH:

Kox DopMyITHPOBKA KOMIIETCHIINU
K npogeccHoHaIbHbIe KOMIIETCHIIMHU
MK-1 Brnagenne  3akoHOJATENbHOM W HOPMATHBHO-METOAMYECKOW  0a3oi  MH(MOPMAIMOHHO-

JOKYMEHTAI[MOHHOTO  oOecredeHHs  yNpaBlICHUS W apXUBHOTO  Ji€Jla, CIOCOOHOCTBIO
OpHEHTHPOBAThCS B IPAaBOBOH 0a3e CMEKHBIX 00IacTei

IK-2 Crocoben paspabaTbiBaTh W BHEAPATH JIOKAJIBHBIE HOPMATHUBHBIE AaKThI W HOPMAaTHUBHO-
METOJMYECKHE IOKYMEHTHI MO BEACHUIO HH()OPMAIIMOHHO-IOKYMEHTAIIMOHHOTO OO0OeCTedeHus
yIpaBJICHUs] ¥ apXUBHOTO JeJa
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IK-3 CrnocobeH HCIOoIb30BaTh IpaBHia OPraHM3alMd BCEX ITAlOB pabOThl C JOKYMEHTAMH Pa3HBIX
JIOKYMEHTAI[MOHHBIX CHCTEM, B TOM YHCJIC apXUBHBIMH JIOKYMEHTAMHU
IK-5 Bnageer HaBpIKaMu 00pabOTKH JIOKYMEHTOB Ha BCEX dTanax JOKYMEHT0000poTa

Jranbl GOpMHUPOBAHMS KOMIIETEHIIUN:

Hauanvnoui — Ha 93TOM  dTanme  (OPMHPYIOTCS  3HAHUEBBIE WU
WHCTPYMEHTAJIbHBIE OCHOBBI KOMIIETEHIIMH, OCBAaMBAIOTCS OCHOBHBIE KaTErOpHH,
dbopmupyrorcs 6a3oBbie ' yMeHHMS. CTYIEHT BOCIPOU3BOIUT TEPMHUHBI, (aKTHI,
METO/Ibl, MTOHSATHUS, MPUHLUIBI U MPaBUIIA; peliaeT yyeOHble 3a7auu 1Mo oOpasily.
Ecnu crygeHT oTBeuaer 3TUM TpeOOBaHUS MOXHO TOBOPUTH OO0 OCBOCHHUU UM
MOPOTrOBOT0 YPOBHS KOMIIETEHIIUH;

OcHosHOU — 3HaHMS, YMEHHS, HaBBIKHU, oOecredynBaromye GopMUpOBaHUE
KOMIIETEHIIUM, 3HAYUTEJIbHO BO3pPACTalOT, HO €HI€ HE JOCTUTal0T HMTOTOBBIX
3HaueHnii. Ha 3TOM 3Tame CTyJAeHT OCBaMBaeT AaHAJWTHYECKUE JECUCTBHUS C
OpPEIMETHBIMA ~ 3HAHUSAMHM [0  KOHKPETHOW  JMCIMIUIMHE,  CHOCOOEH
CaMOCTOATENIbHO pellaTh Y4YeOHbIE 3aJaud, BHOCA KOPPEKTHBBI B aJITOPUTM
JEUCTBUM, OCYIIECTBIISASI CAMOPETYJISIIIUIO B X0/1€ PabOThl, MEPEHOCUTh 3HAHUS U
YMEHHUSI Ha HOBBIE YCJIOBHS. YCHEIIHOE MPOXOXKJIECHUE ATOr0 dTana IMO3BOJSET
JIOCTHYb CTAHJAPTHOT'O YPOBHS CPOPMUPOBAHHOCTH KOMIIETEHINH;

3asepwarowuii — Ha 3TOM 3TaNe CTYJAEHT IOCTUTaeT UTOTOBBIX MOKa3aTelen
1O 3asBJICHHOW KOMIIETEHIIMH, TO €CTh OCBAaMBaET BECh HEOOXOIMMBIM 00BEM
3HAHWM, OBJAJEBACT BCEMU YMEHHSIMU M HaBbIKAaMU B cdepe 3asBICHHON
koMmrieTeHuu. OH crocoO0eH HMCIOJIb30BaTh 3TU 3HAHUS, YMEHHUS, HAaBBIKU TpU
pPELIEHUH 3a/1ad TOBBIIMICHHOW CJIOKHOCTH W B HECTaHAAPTHBIX ycioBusx. Ilo
pe3yapTaTaM 3TOTO JTala CTYyJEHT JEMOHCTPUPYET JSTAJIOHHBIA  YpOBEHb
cOpMHUPOBAHHOCTU KOMIIETEHIIHUH.

5.2. Iloka3aTeJid 1 KPpUTEPUH OLIECHUBAHUSA KOMIIETECH NI

JIns oneHUBaHUS Pe3yJIbTATOB OOyUeHHsS B BUJI€ 3HAHUM HCIOJIL3YIOTCS
CICAYIOIIME TMPOLUEAYphl U TEXHOJIOTHU: TECTUPOBAHHWE; WHIUBUIYyaJTIbHOE
coOeceoBaHue, MMCHBMEHHBIC OTBETHI HA BOMPOCHI (B BUJIC MEKyULez0 KOHMPOis).

IIpoMekyTOUYHBII KOHTPOJIb peaU3yeTCs B XOJAE cllaud OOy4aroluMUCs
3ayeTa B 4,6 cemecTpax u 3k3aMeHOB 5,7 cemectpax (OPO); 3auera Ha 3 Kypce U
sKk3aMeHOB Ha 4 1 5 kypcax (3DO).

3ader MpPOBOAMUTCS B BUAEC COOECENOBAHMS O KOHTPOJBHBIM BOIIPOCAM.
OueHka 3HAaHWN MPOM3BOAUTCSA MO IIKAJIE: 3aYTEHO M HE 3auTeHo. B ciyuae
HEYJOBJIETBOPUTEIBHON OIIEHKH CTYJIEHT HMMEET IMpaBO IepeciaTh 3ayeT B
YCTaHOBJICHHOM TOPS/JIKE.

DK3aMeHbl TPOBOJATCA MO0 B (GopMe TECTUPOBAHUS TI0 BCEMY
MpOMICHHOMY MaTepuaiy, Ju0o mo omneram (C OJHUM TECOPETHUUYECKUM U OJHUM
MPaKTUYECKUM BorpocoM). OlleHKa 3HAHUW TPOU3BOAUTCS MO 4-X OaUTbHOU
mkaie. B ciydae HEYJOBJIETBOPUTEIIBHOM OIIGHKH CTYACHT HMMEeT IpaBo
nepecaaTh SK3aMeH B YCTAHOBJICHHOM JIOKAJIbHBIMU HOPMATUBHBIMHM aKTaMH By3a
MOPSIIKE.
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O01ue KpUuTEepUn OIEHKM OTBETOB CTY/IEHTOB

Onenka Onenka Onenka Onenka
«OTJIHUYHOY «XOPOIIO0» «YAOBJIETBOPUTEIbHOY «HEY/I0BJIETBOPHUTEIBHO»
O1neHKa «3a4TEHO» OneHka «He 3a4TeH0»
OILICHUBAETCS OTBET, €CIIN OIICHUBAETCS OTBET, B OIICHMUBAETCS HETIOJHBII OIICHUBAETCA OTBET, IIPH
CTYICHT UMEEeT KOTOPOM OTCYTCTBYIOT OTBET, B KOTOPOM KOTOPOM CTYAEHTHI
CHCTEMHEBIE ITOJIHBIC HE3HAYMTEIIbHBIC OTCYTCTBYIOT JIEMOHCTPHUPYIOT OTPHIBOYHEIE,
3HAHUS U YMEHHUS 110 9JIEMEHTBI COAEePKAHUS 3HAYUTENIBHBIC DJIEMEHTHI OeccUCTEMHBIE 3HAHUS,
MOCTaBIEHHOMY WM IPUCYTCTBYIOT BCE CoJIep KaHus WK HEYMEHHUE BbIICTUThH I1aBHOE,
Bompocy. ConepxaHue HEO00XOIUMBIE MIPUCYTCTBYIOT BCE CyIlIECTBEHHOE B OTBETE,
BOMpPOCA U3JaraeT 9JIEMEHTHI COICPIKAHMUSI, BBIIICH3IIOKEHHBIE JIOMTyCKAIOT TpyOBIC OIIHOKH
CBSI3HO, B KPaTKOi HO JTOMYULICHBI 3HAHUSA, HO JJOTYIIEHbI
(hopmMe, packpbiBaeT HEKOTOPHIC OLIHOKH, CYIIICCTBEHHBIC OIIMOKH,
MIOCTIEIOBATENBHO CYTh WHOTIa HapyIIajach HEJIOTUYHO, IPOCTPAHHO
M3yYEeHHOTO MaTepHaa, ITOCJIEI0BATEILHOCTh H3JI0’KEHO OCHOBHOE
JIEeMOHCTPHPY S H3JI0KCHUS. coJiepKaHue BOIPOCa.
MIPOYHOCTH U
MPUKIIATHYTO
HaIpaBJICHHOCTh

MOJIyYEHHBIX 3HAaHUH U
YMEHUH, HE IOIIyCKAaeT

TEPMHUHOJIOTHYECKUX
OMOOK U (haKTHIECKUX
HETOYHOCTEH
OnpeneneHue YpoBHsI OCBOCHUSI KOMIIETEHIINI B COOTBETCTBHMH C OLICHKOI 0TBeTA CTYyAeHTa
OneHka «0TIMYHO» Onenka «xopouo» Ounenka Ounenka
CBUJETENBCTBYET O CBUJICTEICTBYET O «YAOBJICTBOPUTEILHO» «HEYJAOBJICTBOPUTEILHO»
HaJTNIUH HaJINIUH CBHUJIETEIBCTBYET O CBHUJICTENBCTBYET 00
c(hOopMUPOBAHHBIX c(OpPMHUPOBAHHBIX HaJTNIUH OTCYTCTBHH
KOMITETEHIINH BHICOKOTO KOMITETEHINH c(hOpMHUPOBAHHBIX c(h)opMHPOBAHHBIX
(3TaJ10HHOT0) YPOBHS CTAHJAPTHOI'O YPOBHSI | KOMIIETEHIMII HOPOTrOBOI0 KOMIIeTeHIMI 1JIs1 peLICHUS
JUISL pELICHUS JUISL pELICHUS YPOBHA JUIS pEIICHUS NIpoQeCCHOHANBHBIX 33124
npodecCHOHANBHBIX npodecCHOHANbHBIX npodeccHoHANBHBIX 3a