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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
«JlokymeHTanmonHoe oOecrieueHue yrpaBleHUs», Ha Kadeape 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
Huciumunaa «KanpoBoe 1enonpou3BOJACTBO M APXUBBI JTOKYMEHTOB IIO
JUYHOMY COCTaBY» SIBJISIETCA JUCUUIUIMHON BapuatuBHOM yactu (01okx 51.B.03).
JlaHHash OUCUUIUIMHA ONHUPAETCs Ha 3HAHUSA, IOJYYEHHbIE B paMKax
JUCUUIUIMH 0a30BoM yactu («OpraHuzanus U TEXHOJIOTHS JOKYMEHTALMOHHOIO
oOecrieueHus  ympaBJieHUs», «ApxuBoBeneHue», «TpynoBoe mpaBo»), U
IPOJIOJKAET Pa3BUBATh KOMIIETEHIMIO 00YYaOIIUXCsl 110 UCIOJIb30BAHUIO MPABHIT
OpraHu3allid BCEX 3TanoOB paldOThl C JAOKYMEHTaMH, BXOISAIIMMU B COCTAaB
KaJIpOBOTO JIEJIONPOU3BOJICTBA.

1.3. Ileq1b 0CcBOEHMSI AUCHUILIHHBI
Llenp QUCUMIUIMHBI - U3YYEHUE COBPEMEHHOW CUCTEMBI JOKYMEHTALIUU I10
JUYHOMY COCTaBy; (OopMUpOBaHHE y CTYJIEHTOB paIllMOHAIBHBIX IMOJXOJ0B K
pEIICHUIO 3a7ad OpraHu3ald paboThl ¢ JOKyMEHTaMU B KaJpOBOW CIykOe;
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

IIK-1 Bnanenue 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-TIIPaBOBBIE 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 HOPMATHUBHO-
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 TIOWCKA, 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 Crocoben TIK-2.1. 3uame: IIK-2.1. 3HaTh:

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

¥ HOPMATHUBHO- - 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 IOKYMEHTHI 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  peryIaMeHTAIluu
JIeTTOTIPON3BOACTBEHHBIX
IPOIIECCOB (KaIpoBOTO
JIEJIONIPOU3BO/ICTBA);
- TpeOOBaHUs OXpaHbI TPY .
1IK-2.2. Ymems. [IK-2.2. YmeTs:
- AHATU3UPOBAMND JIOKATIbHble | -  aHAJIM3UPOBATh  JIOKAJIHHBIC
HOpMamueHble axkmul 1o | HOpMaTUBHBIC aKTBI o
ungopmayuonro- UH(POPMALIMOHHO-
OOKYMEHMAYUOHHOMY — obecneyeHuro | TOKyMEHTallMOHHOMY
VIpagienus,; o0ecrnevyeHnIo yTpaBJIeHUS
- aKmyanusupoeamv  JOKaIbHbie | (PETYIUPYIONINX OpPTraHU3aIUI0
HOPMAMUGHbLE AKMbl OP2AHU3AYUU 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
JIeTIOTIPOU3BOJICTBO);

- IPUMCHSTH METOAbI
periiaMeHTalu
JIETOTIPON3BOICTBEHHBIX
MPOLIECCOB (perynupyroumx
OpraHM3aIMIo TPYJa U KaApoBOe
JIeTIOTIPOU3BOJICTBO);

- BECTU KOHCYJIbTAIMOHHYTO
ACATCIIbHOCTD I10 BOIIpOCaAM




paboThI ¢ ynpaBiIeHYeCKUMU
JOKyMEHTaMH (KaJIpOBBIMH).

I1K-2.3. Bnanets:

- 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
JIEJIONIPOU3BO/JICTBO);

- 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: [IK-3.1. 3nats:
UCIIOJIb30BaTh - 3aKOHOOAMeNbHbIE U HOPMAMUBHO- | - 3aKOHOJIATEIIbHBIC u
npaBuia npasogvle axmvl P® 6 obracmu | HOpMAaTHBHO-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. JIeNIOTIPOU3BOJICTBO);
- TEXHOJIOTHYECKHE  OTarbl
paboThI c pa3TUYHBIMU
KaTeropusiMu JTIOKYMEHTOB
OpTraHHu3aIu (kaapOBBIMU
JIOKYMEHTaMHu );

- IOPSZIOK U COJIepKaHUe
MPOTIEAYP TEXHOJIOTHIECKUX
3TamnoB paboThI C pa3IUYHBIMU
KaTeTOpHUsIMHU JOKYMEHTOB
opranu3anuu (KaJIpoBbIMU

JIOKYMEHTaMHu).
1IK-3.2. Ymemu: IIK-3.2. YMmers:
- CMpYKmMypupoeams, | - 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;

- BBITIOJHSATH 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:
- TEXHOJOTUSIMU U ONEparusiMu

paboThl c pa3InYHBIMHU
KaTeropusiMu JTOKyMEHTOB
OpraHu3aIu (kaapoBBHIMU
JIOKyMEHTaMHU );

- OpraHM3anMoOHHON 0(hHUCHOMN
TEXHUKOHU B paMKax CBOEH

npodeccuoHaTbHON
JeSITEIbHOCTH.
IIK - 5 Bnaneer ITK-5.1. 3uame: TIK-5.1. 3HaTh:
HaBBIKAMU - Memoovl peaniamenmayuu | -  METOABI  perJIaMEHTAIuU
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 COfiep 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  yHUDUKAIUIO
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 MPOLETYPHI 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)
CamocTosiTeqibHasi padoTa cTy/IeHTa (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./K0.1-Bo 4acoB no ®TOC) 12/432 4-7 12/432 3-5
Bua mpoMe:XyTOUHO# aTTecTanny (3a4€eT, IK3aMeH) ceMecTphbl:
3auem 46
IK3AMEH 5,7




2.2. TemaTuuecknii miaan (OPO u 3®0)

Temarnueckuii miaan OPO

n/n

HaumeHnoBanue
pa3nesnoB U TeM

(bopmupyemsbie
KOMIIETEHLIMH)

KoJj-Bo yacoB

no ProcC

Bcero yacos

KonrakTHas padora

CamocTosiTe1bHasi padoTa

CTY/IEHTOB

Bcero ayn.

qyacoB

J3

113

I, v

Kouncyabrauuu
Bcero yacos CPC

CPC

koHTpoab CPC

NpoMexK
TeKYIL
5 YTOYHBI
wif i

BBenenue B kypc.
JloxyMeHTanmoHHOE
obecrieueHne KapoBoii
CITYXKObI

(IIK-1)

13

11

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

19

13

HJ'IaHOBa?[ Ka,I[pOBa?[
Z[OKyMCHTaLII/IﬂZ IITAaTHOC
paCHI/IcaHI/IC

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

23

10

13

IInanoBas kazxpoBas
JOKyMeHTaIMs1: TpaduK
OTITYCKOB

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

25

12

13

Oprau3anoOHHO-TIPaBOBas
JOKyMEHTAIMsI: TIpaBuiIa
BHYTPEHHETO TPYII0BOTO
pacropsika

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

23

15

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

21

13

OpFaHHSaHI/IOHHO-HpaBOBaﬂ
JAOKYMCEHTaAlUA: MOJIOKECHUEC 06
oruiate Tpyaa

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

25

10

15

Opranu3anroHHO-TIPaBOBas
JOKYMEHTaAlUA: JOJDKHOCTHAA
HHCTPYKLHA

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

27

10

17

11

IloaroroBka Kk 3auery

N

HToro

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

10.

[epconanbHas kagpoBas
JOKYMEHTAIMsI: 3JIeKTPOHHAS
TpY/I0Bast KHHXKKa

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

15

14

10




11.

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

12.

JoroBopHas kaapoBas
JOKyMEHTAIUs: TPYAOBOH
JOrOBOP

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

13

12

13.

PacnopsimurensHas
JIOKYMEHTAIHSI IO KaJpam:
MPUKA3bI O TIPUEME Ha paboTy
(TIK-1, ITK-3, TIK-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)

72

56

28

28

15.

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

16.

PacnopsaurensHas
JIOKYMEHTAIUs TI0 KaJpam:
MIPUKA3bl O TTOOIIPEHUH
paboTHuKa

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

13

17.

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

13

18.

VYuerHas kagpoBas
JOKyMEHTAIHA: JINTHA
kapTouka pabornuka (I1K-1,
I1K-3, T1K-5)

18

10

19.

VYyeTHas kanposast
JOKYMEHTAIHSL:

(OPMBI perucTpalny yYeTHBIX
CBEJICHUI 110 COCTaBy U
nsikeHuro kaapos (I1IK-1, ITK-
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, TIK-5)

16

10

IloaroroBka K 3adery

N

HToro

3a 3 kypc (6 cemecTp)

108

20

16

32

24

20

21.

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

24

12

12

10

22.

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

21

10

11

10

23.

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

23

12

11

10

11




OpraHu3anus XpaHeHus
24. | KagpoBbIX JOKYMEHTOB 10 2 2 8 8
(ITIK-1, IIK-3, TIK-5)
3amuTa IepcoHaIbHBIX
25. | maHHBIX B KaJIpOBOM CITyKOe 13 4 4 9 8 1
(IIK-1, TIK-3, TIK-5)
Pabora c nocerurensimu B
26. | xaapoBoii ciryxoe 8 2 2 6 6
(IIK-1)
IToaroToBKa K 9K3aMeHy 9 9 9
HToro 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

18

18

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

20

18

18

[liranoBas KaapoBas
}:[OKyMeHTaL[I/ISII IITAaTHOC
pacrnucaHue

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

24

18

18

IInanoBas kazxpoBas
JOKYMEHTAIH: TpaduK
OTITyCKOB

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

26

18

18

OpraHu3anoHHO-TIPaBOBAs
JOKyMEHTAIMsI: TIPaBHIIa
BHYTPEHHETO TPYJI0BOTO
pacriopsiika

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

20

18

18

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

22

20

20

Opraau3anroHHO-TIPaBOBas
JIOKYMEHTAITUS: TIOJIOKEHUE 00
oruiate Tpyaa

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

22

20

20

Opraau3anroHHO-TIPaBOBas
JOKYMEHTAUA: JOJDKHOCTHAA
UHCTPYKIHUS

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

23

16

16

HOHFOTOBKa K 3a4€Ty

N

HToro 3a 3 kype

180

30

12

18

150

146

12




IlepconanbHas kampoBas
JOKYMEHTAIHS: TPYAOBast
KHIDKKA

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

26

18

18

10.

IlepconanbHast kanpoBast
JIOKYMEHTAIM: 3JeKTPOHHAs
TpyJOBask KHIDKKA

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

22

18

18

11.

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

22

18

18

12.

JoroBopHas kaapoBas
JOKYMEHTAIHs: TPYAOBOIH
JIOTOBOP

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

24

18

18

13.

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

22

18

18

14.

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

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

19

15

15

Iloxro

TOBKa K OK3aMCHY

O

HToro 3a 4 kypc

144

30

12

18

114

105

15.

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

16.

PacnopsianTensHas
JTOKYMEHTAIUS [0 KaJpaM:
MPUKA3EI O TTOOIPEHUH
paboTHHKa

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

13

17.

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

13

18.

VYyeTHas kanposast
JOKyMEHTAIMs: JINUHAs
kapTouka pabornuka ([1IK-1,
I1K-3, I1K-5)

18

19.

VYderHast kKagpoBast
JOKYMCHTAITHSL:

(OpPMBI peruCcTpanuy YIeTHBIX
CBEICHUH T10 COCTaBy U
nerxenuro kaapos (ITK-1, TTIK-
3, [IK-5)

13,5

20.

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

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

16

21.

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

24

13




dopMHUpOBAHKE TUYHOTO JIeTIa
22. | pabOTHHKA: COCTAB JIMIHOTO
nena (ITK-1, TTK-3, TIK-5)

21

®opMUpPOBaHUE JINYHOTO JEIa
23. | paGoTHHKA U CAAYH B apXUB
(IIK-1, IIK-3, TIK-5)

23

Opranuzanus XpaHeHus
24. | KagpoOBbIX JOKYMEHTOB
(ITIK-1, IIK-3, TIK-5)

10

3amura nepcoHaIbHbIX
25. JTAHHBIX B KaJIPOBOM CITyK0€
(ITIK-1, IIK-3, TIK-5)

13

Pabora c nocerurensimu B
26. | KagpoBOH CIy)0Oe
(TIK-1)

TloaroroBka K sK3aMeHy

Hroro 3a 5 kypc

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 ciyxkObl. HopmaTuBHO-MeTOnHUYECKHE
JIOKYMEHTBI, PErJaMEeHTUPYIOIINE padOTy KaJIpOBOW CITYKOBI:

- (enepasbHbIE 3aKOHBI W HOPMAaTHBHBIE aKTbl. TpYyIOBOM 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.

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

- K1accuUKaIMU U CTAHAAPTHI MO KAaJIPOBOM TOKYMEHTALMU U apXUBHOMY
neny. KBanmudukanumoHHble CHOpPaBOYHUKM U TapupHO-KBATM(DUKAMOHHBIE
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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- JIOKQJIbHBbIE HOPMATUBHBIE aKThl paboTOMATEeNs; IUTEpaTypa Mo TPYI0BOMY
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 KaApoBas JOKYMEHTAIUsI: IITATHOE PaCIIICAHNE

Ha3HaueHre MTAaTHOrO pacnucaHusl KAk KaJpoBOro JokymeHTa. [lopsmok
pa3pabOTKM IITaTHOTO pachucaHuss B  yHuuIupoBaHHou ¢opme T-3,
yrBepxkaeHHou ['ockomcrarom Poccnm ot 05.01.2004 r. Ilopsmok yTBepKaeHUs
HITAaTHOTO pacnucanus. [lopsiiok BHECEHUSI N3BMEHEHH B IITATHOE PACIIMCaHUE.

Tema 4. IlnanoBas kagpoBasi JOKyMEHTAUA: TPa(HUK OTILyCKOB

Hasnauenne rpaduka OTHYCKOB Kak KaJpoBOro mokymeHTa. [lopsgok
IPEIOCTABJIEHUS]  OTIIYCKOB  COIJIACHO TOJIOXKEHUAM  TpyloBOro Kojaekca
Poccuiickoit  ®enepanuu. Ilopsgok  pa3paboTku  rpaduka OTIYCKOB B
yHuunupoBannoit ¢gopme T-7, yTBepxkiaenHod [‘ockomcratrom Poccum 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. Opra"su3anMOHHO-NPABOBAasi [JAOKYMEHTALMsI: IPaBHJIa
BHYTPEHHEr0 TPY0BOIr0 Pacnopsiika

Haznauenue mpaBwi BHYTPEHHErO TPYAOBOTO pACHOpPSAKa KaK KaJpOBOrO
nokymeHTa. OCHOBHBIE pa3feibl MPABUAI BHYTPEHHErO TPYAOBOrO paCHOpSAKA
(pexuM TpyAa W OTABIXA; OMJIaTa TPpyJda PaOOTHUKOB; MEPHI TOMOJHUTEIHLHOTO
COIIMAJILHOTO M MATEPHAIIBHOTO CTUMYJIUPOBAHMS; MpPaBUIa U HOPMBI OXPaHBI
Tpyna paboTHukoB). COOTHECEHUE Ppa3/AeNIOB MpaBUJ BHYTPEHHETO TPYAOBOTO
paciopsinka ¢ TK P®. Ilopsmok cocraBieHUss W YTBEPKIACHHUS IPABUII
BHYTPEHHETO TPYJ0BOTO PaCOpsIKa.

Tema 6. OpraHu3auMOHHO-NIPABOBAsl JAOKYMEHTALMS: IOJOKEHHE O
CTPYKTYPHOM HOApa3ieIeHun

Haznauenue mosjokeHUsT O CTPYKTYypHOM TojapaszaeneHuu. (OCHOBHbIC
paszensl MOJIOKEHUS O CTPYKTYpHOM mnozpaszaeiieHud. CoOoTHECEeHHE pa3/esioB
MOJIOKEHUSI O CTPYKTypHOM mojapaszjaeneHuu. llopsmok cocraBieHus U
YTBEPIKIEHUSI MOJIOKEHUS O CTPYKTYPHOM MOJIpa3/ieICHUH.
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Tema 7. OpraHum3anuoHHO-NPABOBasi JAOKYMEHTALMSA: IOJIOKeHHEe 00
omJjiate Tpyaa

Haznauenue nonosxenust o0 oruiate Tpyaa. OCHOBHbIE Pa3/ieibl MOJIOKEHUS
00 omutare Tpyna. CooTHECEHHE pa3/ienoB NoJokeHus 06 omnate Tpyaa ¢ TK PO.
[Topsinok cocTaBieHUs U YTBEPHKACHUS MTOJIOKEHUSI 00 OIUIaTe Tpyaa.

Tema 8. OpraHu3anuOHHO-NIPABOBas AOKYMEHTALMSA: MOJKHOCTHAS
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. IlepcoHajibHas KaaApoBasi JOKYMEHTALUA: TPYA0Basd KHUKKA

OOmue mnpaBuia 3amoJIHEHUS TPYAOBOM KHUXKKH, corjacHo — «lIpaBun
BEJICHUA W XPAaHEHHSI TPYAOBBIX KHUKEK, HW3TOTOBJICHUS OJAaHKOB TPYIOBOM
KHIWKKHA U o0ecrieueHuss UMH paboronareneit» U MHCTpyKuuen mo 3amnoaHEHUIO
TPYIOBBIX KHIKEK. lIOpsAoK BHECEHMS HUCHpPABICHUM 3amuceld B TPYIOBYIO
KHWKKY. [lopsaok Bblgaun JyOnMkaTa TPYJOBOM KHIDKKH. YYeT JBHKEHUS
TPYZOBBIX KHI)KEK U y4eT OJJaHKOB TPYAOBbIX KHUKEK.

Tema 10. IlepcoHanbHas KaapoBasi [TOKYMEHTALMS: 3JIEKTPOHHAS
TPYAOBasi KHHKKA

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

Tema 11. JloroBopHasi KaapoBasi JAOKYMEHTALUA: KOJUICKTUBHBIN
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. /loroBopHasi KapoBasi JOKyYMEHTAIlUSI: TPYAOBOM J10TrOBOP

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. Pacnopsiaure/ibHAsi JOKYMEHTALUS 10 KaJApaM: NpPHKa3bl O
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 JTOKYMEHTHPOBAHUS premMa pabOTHHKA Ha paldoTy.

Tema 14. PacnopsiaurtesibHasi JOKYMEHTALMs MO0 KajJpaM: NPHUKA3bI 0
nepeBo/ie HA JAPYryro padory

TpeGoBaHusg K coAepKaHUIO MpUKa3a O IMEpPEeBOJE Ha JpYryr padoTy.
CocraB cBeJieHUI, BHOCUMBIX B IIPHKAa3 O NEpeBojie Ha Apyryto padory. [lopsmok
pa3paboTKu MpuKa3a o MepeBoje Ha APYryro padoTy B yHUPHUIIMPOBAHHOU dopme
T-5 wu T-5a, yrtBepxkaeHusix I'ockomcraroM Poccuum ot 05.01.2004 .
TexHomornyeckas 1ernovka JTOKyMEHTHPOBAHUS MEPeBOjia paOOTHUKA HA IPYTYIO
pabory.

Tema 15. PacnopsaauresbHas JOKyMEHTANUA 110 KaJpaM: MPUKA3bI 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 [‘ockomcTtatom
Poccun ot 05.01.2004 r. TexHosmorudeckas IE€MOYKa  JOKYMEHTHPOBAHUS
YBOJIbHEHHS paOOTHHKA.

Tema 16. Pacniopsigure/ibHAsi JOKYMEHTAUMs MO KaJapaM: NPHKAa3bl O
MOOLIPEHUH PA0OTHHKA

TpeGoBaHug K colep:KaHUIO IMpHUKa3a O MoolpeHnu padotHuka. CocTaB
CBEJICHUH, BHOCHUMBIX B IMpPHUKA3 O MOOMIPEHUHU paboTHHKA. TexHomoruueckas
LEMoYKa JTOKYMEHTHPOBAHUS MOOLIPEHUS paOOTHHUKA.

Tema 17. PacnopsaaurejibHasi JOKYMEHTALUA 0 KaJApaM: NPHKa3bl O
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. VYyerHas kaapoBasi JOKYMEHTALUS: JMYHAA KapTO4Ka
padoTHHKA

Ha3nauenre nMYHONM KapTOYKM pabOTHHMKA KakK KaJIpoOBOro JOKYyMEHTA.
[lopsimok  3amoiHEeHWs  pa3/ejoB  JMYHOM  KapTOuku  pabOTHUKAa B
yHuuuupoBanHoit ¢opme T-2, yTBepkneHHod ['ockomcrarom Poccum ot
05.01.2004 r.
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Tema 19. Ydyernas kagpoBasi JOKYMeHTaunusi: (pOpMbl perucTrpanuu
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: JOKYMEHTAUS 10 y4YeTy
HCI0JIb30BaHUA Pa0oyero BpeMeHH U PacueToB OIJIaThI TPyAa

Ha3nauenne tabens yyera pabouero BpeMEHU KaK KaJpoOBOTrO JOKYMEHTA.
[Topsinok BHECEHUS CBEJICHUH B TaOeNb yyeTa pabouero BpeMEHH.

Tema 21. OdopmiieHne ciiy:ke0HO KOMAHIMPOBKH PA00OTHUKA

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. JlokyMEeHTHpOBAaHUE MpPOILEAYpPhl HaIllpaBiIeHUs pabOTHUKA B
CIIy>keOHYI0 KOMaHIUPOBKY.

Tema 22. ®opmMupoBaHMe JUYHOIO Jejia PA0OTHMKA: COCTAB JIMYHOIO
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. @opmMupoBaHHe JMYHOIO €12 PA00THHKA /ISl 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. Opranu3anusi XpaHeHUs1 KAAPOBbIX JOKYMEHTOB

OdopmiieHne 1€ COrIacCHO HOMEHKJIAType JIeNl KaJIpOoBOW  CITY>KOBI.
OnpeneneHue  CpOKOB — XpaHeHUsi Jen  coryacHo  IlepedHss — TUIOBBIX
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 nepcoHaJIbLHbIX JAHHBIX B KAJAPOBOH CiIy:xk0e
YcraHoBieHHE  TOpSAKA  NOPEAOCTABICHUS  JIOCTyna K  KaJpOBBIM

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

Tema 26. PaboTa ¢ moceTuresisivu B KaJpPOBOM CiykOe
VYcranoBienue rpadguka pabOThl C IMOCETUTEISIMHU KaJApPOBOM CIYKOBI.
[Topsinok npegocTapiieHus UHPOPMAIIMK HA TTOCTYTAIOIINE 3aMPOCHI.

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

3.1. Ili1a"bl NPaKTUYECKUX 3AHATHH

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

Hean 3ansaTus - opMupoBaHuE HABBIKA COCTABIICHUS CTPYKTYPHI IITATHOM
YUCJICHHOCTH.

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

IIpakTnyeckas padora Ne 2
no reme «Ili1anoBasi kaipoBasi JOKyMEHTALMSI: IITATHOE PACIMCAHHE)

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

1. B 6nank yaudunupoBanHoi Gopmsl mratHoro 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 COCTaBJICHUS IpaduKa OTIYCKOB.
3aganue:
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1. Beimonnenue MPOBEPOYHOTO TECTa, I 3aKpeIUIeHHs 3HAHUN
TpeGoBanuii TpynoBoro xojekca B 4aCTH MPEJOCTABICHUS OTIYCKOB M 3HAHUI O
npaBuiax GopmMupoBaHus rpaduka OTIyCKOB.

2. B Onank ynudunupoanHoit ¢opmel 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.

IIpakTnuyeckas padora Ne 4
1o TeMe «OpraHu3aluOHHO-NIPABOBASA JOKYMEHTAIUs: PABUJIa
BHYTPEHHEr0 TPY/0BOI0 PACHOPSAKA

Hear 3ansTHs - QopMHupoBaHHE HaBbIKa pabOThl ¢ JIOKaJbHBIMU
HOPMATUBHBIMHM aKTaMHU MO TPYIy.
3aganmue:

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

2. Ilo HeckonbKUM 00pa3liaM MpaBuil BHYTPEHHETO TPYJIOBOTO paclopsiaka
(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.

IIpakTnueckast padora Ne 5
no teMe «OpraHu3anuoOHHO-NPABOBAA JOKYMEHTAIUA: MOJI0OKEHHE O
CTPYKTYPHOM NOJAPAa3eIeHuI)

Hear 3ansaTus - QopMupoBaHUME HaBbIKa pabOThl € JIOKaJbHBIMU
HOPMAaTHUBHBIMU aKTaMH.

3axanue:

1. BeimosHeHUE MPOBEPOYHOTO TECTA, IS 3aKPEIJICHUS 3HaHUM O 3a/1auax u
COJIEp>KaHUM TIOJIOKEHHUS O CTPYKTYPHOM TOIpa3ACICHUMN.

2. Tlo HeckoNbKUM 00pa3liaM MOJIOKEHUS O CTPYKTYPHOM MOApAa3JeICHUN
(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).
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2. CocTaBUTH MOJIOKEHHE O KaJPOBOU CITyK0e€.

IIpakTnueckas padora Ne 6
no TeMe «OpraHu3aluOHHO-NIPABOBAS JOKYMEHTAIUSA: MOJI0KEeHHE 00
onJiate Tpyaa»

Hear 3ansTus - QopMupoBaHHE HaBbIKa pabOThl € JIOKaJbHBIMU
HOPMAaTUBHBIMH aKTaMH 10 TPYIY.
3aganue:

1. BeimonHeHue MpOBEPOYHOTO TECTA, IS 3aKPEIJICHUS 3HaHUM O 3a/1auax u
COJIEp>KaHUU TOJOXKEHHUS 00 oruiare Tpyaa.

2. Ilo HEcKOMBKMM OOpa3iaM MOJOKEeHHUs 00 oruiate Tpyaa (I pasHBIX
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.

IIpakTnueckas padora Ne 7
no teMe «OpraHu3anuoOHHO-NPABOBAasA JOKYMEHTAIMS: 10KHOCTHASA

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

1. Tlo HeckonbkuM oOpa3laM JOJKHOCTHOM HMHCTPYKIMH (IJIs1 pa3HBIX
OpraHu3aluid, YUYpPeKICHUW U T.lI.) HEOOXOJUMO ONPENETUTh TUIIOBBIC Pa3/Ieiibl
JOJDKHOCTHOW ~ WHCTPYKIIMM U €€  BapuaTUBHBIE  pa3fenbl  (BHOCHUMBIC
OpraHu3alusIMHU Ha CBOE€ YCMOTPEHUE).

2. B dopmy J0MKHOCTHON MHCTPYKITUH, MPEJIOKEHHYIO MeJarOroM, BHECTH
HEJIOCTAIOIME CBEJCHHUS, COOTHOCI uX ¢ 1nogoxkeHusiMmu TK PO u
poecCHOHANIBHBIX CTaHAAPTOB (MPaBO BhIOOpa MPOQPECCHOHATLHOTO CTaHAapTa
JUTSl pa3pabOTKU MHCTPYKIMU MPEIOCTABISAETCS CTYICHTY).

3. B nucbMeHHOM BuJE pa3padoTaTh TEXHOJOTHMYECKYIO IEMOUYKY
MOJITOTOBKH, COTJIACOBAHUS M YTBEPKACHUS JOHKHOCTHON MHCTPYKIIHH.

IIpakTnueckas padora Ne 8
no reme «llepconanbHas kaApoBasi JOKyMEHTALUSI: TPYAOBasi KHUKKA»

Heap 3anaTHA — GOpMHUpPOBAHHE HABBIKA 3allOJIHEHUS TPYAOBON KHUKKHU
paboTHHKA.

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 THUTYJBHBIM JIUCT TPYNOBOM KHIKKH (MCHOJB30BATh IS
3aMOJHEHUSI MOKHO JIMOO CBOM MEPCOHANIbHBIE JaHHbIE, JMOO copMUpOBaTH
BO3MOYKHBIE MIEPCOHATbHBIEC JAHHBIE CAMOCTOSITEIBHO);

- 3arlOoJIHUTh CBEACHHUS O MpUeMe Ha paboTy (JlaHHBIE CBEJCHMS 3apaHee
MOJITOTOBJICHBI MEIarOTOM );

- 3aMOJHUTh CBEJEHUA O IMEpeBOJE Ha JPYryK JOJDKHOCTH (JIaHHbIE
CBEJICHUS 3apaHee MOATOTOBIICHBI MIE1arorom);

- cBeleHUS 00 YBOJbHEHUU (JaHHBIC CBEICHHUS 3apaHee MOATOTOBJICHBI
1e1arorom);

- CBEJCHUA O MPUEME Ha HOBYIO palOTy (JaHHbIE CBEJCHHUS 3apaHee
MOTOTOBJICHEI TIETaTOTOM);

- cBelleHHs 00 MCTPABJICHUH HEMPaBUILHO BHECCHHON B TPYIOBYIO KHIKKY
3amuch  (CBeACHHWS 00 «HUCIPABUTEIBHOW» 3alMCH  3apaHee IOATOTOBJICHBI
MeJIaroroM);

- CBEACHUS O HArpaXJeHUSX (JaHHBIC CBEIICHUS 3apaHee IOJIrOTOBJIEHBI
MeJIaroroM);

- CBEJICHHS O CMeHEe (aMUIMU M CMEHE YpPOBHS oOpa3oBaHus (JaHHBIC
CBEJICHUS 3apaHee MOATOTOBIICHBI MIEarorom).

2. B nOuceMeHHOM  BHJE  CTYJIEHTYy  HeoOxoaumo  pa3paboTaTh
TEXHOJIOTUYECKYI0 IIETOYKY OQOpPMIICHUS TPYJOBOM KHUXKUA PabOTHUKY,
BIICPBBIE TIOCTyMHaromeMy Ha paboTy. JIOKyMEHTHI, BXOISIIME B COCTaB
«TEXHOJIOTHYECKOM IIEMOYKN», TaK e HEOOXOIUMO 3arOJHUTh (HampuMep, KHUTa
y4eTa IBWKCHUS TPYJOBBIX KHUKEK, IPUXOTHO-PACXOIHAS KHUTA ydeTa OJJaHKOB
TPYJIOBBIX KHIXKEK).

3. BeImojHeHWe MPOBEPOYHOTO TECTa, ISl BBISABICHUS YPOBHS 3HAHUH O
TIOPSIJIKE BHECEHUS 3aIMCEH B TPYTOBYIO KHUXKKY.

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

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

3axanue:

l. B dopmy snexrponnoit kamxku CT]L - P (yTBepKI€HHYIO TPUKA30M
Muntpyna Poccuu Ilocranosnenuem IpaBurensctBa PO ot 20.01.2020 Ne 23-h)
CTYJIEHTaM HEOOXOJAMMO BHECTH CIIEAYIOIINE IaHHBIE:

- 3aMOJHUTH CBEJICHUS O paOOTHUKE (MCIOJIB30BATh ISl 3AIIOJIHEHUS] MOKHO
amb0 CBOM TEpCOHAJbHBIE JaHHble, JUOO CHOPMHUPOBATH BO3MOXKHbBIE
NIEPCOHAIIBHBIE IAaHHBIE CAMOCTOSATEIIBHO);

- 3alOJHUTH CBEIEHUS O TPYIOBOM JEATENbHOCTH pabdOTHUKA (IJaHHbBIE

CBCACHUA 3apaHCC IIOATOTOBJICHEBL HGI[&FOFOM)I
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- 3alOJTHUTH CBEACHUS O TMpHeMe Ha paldoTy (MaHHBIE CBEACHHUS 3apaHee
MOATOTOBJICHBI TIEJIATOTOM);

- 3alOJIHUTh CBEACHUS O TEPEeBOAE Ha JAPYryK JIOHKHOCTH (JaHHBIE
CBEJICHUS 3apaHee MOATOTOBIICHBI ME1arorom);

- 3aMOJHUTH CBEICHUS O MIEPEUMEHOBAHNN OPTaHU3AlMU (JIaHHbIE CBEICHMUS
3apaHee MOATrOTOBJICHBI IIEAArOrOM);

- CBeleHMsI 00 YBOJBHEHUHU (JIaHHBIE CBEACHUS 3apaHee IMOJIFOTOBJICHBI
MeJIaroroMm).

3. BbINoHEHHE MPOBEPOYHOrO TECTA, JJISl BBISBICHHUS YPOBHS 3HAHUW O

nopsijike BHeceHus 3anuceit B popmy CT/] - P.

IIpakTuyeckas pad6ora Ne 10
1o teme «/loropopHasi kaapoBasi JOKyMEHTALMSA : KOJLIEKTUBHBII

JT0TOBOP»
Hear 3anaTuss - ¢GopMuUpPOBaHHWE HaBbIKa pabOThI C KOJJIEKTUBHBIM
JIOTOBOPOM.
3ananue:

1. BeimonHeHUE TPOBEPOYHOIO TECTA, JUISl 3aKPEIUICHUS 3HAaHUM O 3a/1a4ax U
COJIEP>KaHUM MOJIOKEHUN KOJJIEKTUBHOIO IOTOBOPA.

2. Ilo HeckOJIbKUM 00pasliaM MOJOXKEHHUS KOJUIEKTUBHOIO J0oroBopa (1Jis
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.

IpakTnueckasi padora Ne 11

no teme «/loroBopHasi kKapoBasi JOKyMEHTALMsI: TPYAOBOM JOr0OBOP»

Hean 3ansgTusi — QopMUpOBaHUE B3HAHMK O CTPYKType M TIOPAJIKE
pa3pabOTKH U YTBEPKACHHS TPYAOBOTO IOTOBOPA.
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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IIpakTnuyeckas padora Ne 12
o teme «PacrnopsiaureJbHas JOKYMEHTALMA 10 KaJApaM: IPUKA3bI 0
npueMe Ha padoTy»

Hean 3ansaTHsA - GOpMUPOBaHUE HABBIKA COCTABIICHUS MPUKA30B O NIpHEME
Ha pabory.

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) (maHHbIe UIsI BKJIIOYEHUS B TMPUKa3
MIOJTOTABIIMBAIOTCS MEAATOTOM).

3. B Onank yHudunupoBaHHOW (QopMbI NpuKaza O MpueMe Ha padoTy
(bopma T-1) HeoOXoaMMO BHECTH JaHHBIE O IpHUEeMe 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.).

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

Heas 3ansTusi - ¢GopMHpPOBAHHWE HAaBBIKA COCTABJICHHUS IPUKA30B O
MepeBO/IC Ha IPYTYIO paboTy.
3axanue:

1. B Onank yHuduuupoBaHHOM (QOpMBI MpHKa3za O MpUEME Ha paboTy
(popma T-5) HEoOXOIMMO BHECTH JAaHHBIE O MEpPEBOjE PaOOTHHMKA 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)
(¢popma T-8):

- 110 MTHUIIMATUBE PAOOTHHKA,

- 0 UHUITMATUBE pabOTONATEIS;

- Mo OOCTOSTENbCTBAM, HE 3aBUCALIMM 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 mns
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
HEMOYKU», TaK >K€ HEOOXOJUMO 3aloJHUThH (HAmpuMeEp, KypHaJT pPEeTUCTpariu
MPUKA30B IO JMYHOMY COCTaBYy, >KypHaJI ydeTa JBWKEHUS TPYIOBBIX KHUXKEK,
JWYHas KapToyka paOOTHHUKA U T.1.).

IIpakTnueckas padora Ne 15
no reme «PacnopsiiuTebHAas JOKYMEHTAIMA 10 KAJApPaM: NPUKA3bI 0
MOOLIPEHUH PAOOTHHKA)

Hean 3ansTusi - ¢GopMHpPOBAHHWE HAaBBIKA COCTABJICHHUS IPUKA30B O
MOOIIPEHUHN paOOTHHKA.

3aganmue:

1. B 6nank yHuduimpoBaHHoi (HopMbl MpHKa3za O MOOMIPEHUH pabOTHUKA
(popma T-11) HeoOxomMMO BHECTH JaHHBIE O (OpME MOOIUIPEHHS 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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IIpakTuyeckass pabora Ne 16
no teme «PacnopsiauTeIbHAasA JOKYMEHTAlUsl 110 KaJApaM: NPUKA3bI 0
AUCHUILUINHAPHOM B3bICKAHUM Pa0OTHHKA)

Hear 3aHaTHA - (QopMHpOBaHME HaBbIKA COCTABJEHUS IIPUKA30B O
JTYCHUIUIMHAPHOM B3bICKAaHUW PaOOTHHKA.
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.).

IpakTnueckast padora Ne 17
1o TeMe «YUeTHasi KAJAPOBasi JOKYMEHTALUSI: TUYHASL KAPTOYKAa PA0OTHUKA

Heap 3anaTHA - QpopMUpoBaHUE HaBbIKA OQOPMIICHMS JTUYHON KapTOUKU
paboTHUKA.

3ananue:

Odopmuths 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.

IIpakTnueckas padora 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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IIpakTuyeckas pad6ora Ne 19
1o teme «OdopmiieHue ciaykeOHO KOMAHIMPOBKH PA00OTHHKA»

Hear 3anatus -  opMupoBaHne  OQOPMIICHHS  JOKYMEHTOB,
COTIPOBOK/IAFOIIMX 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
1o reMe «@opMHpoOBaHUe JTHYHOIO Ae/1a PA0OTHUKA: COCTAB JMYHOIO 1eJ12)

Hear 3ansaTHsa - QopMHpoBaHME HaBBIKA IMOJ00pa JOKYMEHTOB JIJIs
dhopMUpOBaHUS JIMYHOTO JieJia paOOTHHUKA Il apXHUBHOTO XpaHEHUS.
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
3aHATUAX NeNe 6 - 13, momoOpaTh JOKYMEHTHI U1l (hOPMUPOBAHUS JIMYHOTO Jiejia

AJI1 CAa4Yr Ha apXUBHOC XPaHCHUC.

IIpakTnyeckas padora Ne 21
no reme «@opMuUpoOBaHNe JUYHOTO /Ie/1a pa00OTHUKA /ISl CAAYU B APXUB»

Hear 3ansaTHs - QopMUpOBaHWE HaBbIKa OQPOPMIICHHS 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 Me70 pPabOTHHKA C yYETOM
YCTaHOBJICHHBIX HOPMATHUBHBIX TPEOOBAHUH.

3.2. Bonpochbl 1J1s1 CAMOKOHTPOJISA

1. 3akoHomaTenbHble W HOpPMaTUBHbIE akThl P®, periaMeHTUPYIONIUE
JOKYMEHTUPOBAHUE KAIPOBOU AEATEIBHOCTH?

2. llepeuncnure 3a1auu U GyHKIUUA KaAPOBOM CITyKObI?

3. Kakue yHuduuupoBaHHbleé QOpPMBI JOKYMEHTOB HCIIOJIB3YIOTCS B
KaJIpOBOM JIEJIONPOU3BOJICTBE?

4. Buael 1 3a1a4M TJIaHOBOW KaJIPOBOW IOKYMEHTAIUN?

5. Tunuuneie ommbOku nOpu  OGOPMIIEHHH  IUIAHOBOW  KaJpOBOM
JIOKYMEHTAIUU?

6. Buapl 1 3a1a4n OpraHn3allMOHHO-IIPABOBOM KaJAPOBOW TOKYMEHTAIUM ?

7. TexHoyornueckas LEMOYKa MPOLETYypbl COCTaBICHUS OpPraHU3allOHHO-
IIPAaBOBOM TOKYMEHTAIUu ?

8. CTpyKTypa JOJKHOCTHOW HHCTPYKIUU COTPYTHUKA?

9. HopMatuBHO-11paBoBasi 0OCHOBA ()OPMUPOBAHUS TOJPKHOCTHON MHCTPYKIIUH
COTpyJHUKA?

10. Buasbl 1 3aga4u 1OTOBOPHOM KaJpOBOM IOKYMEHTAUN?

11. OcHOBHBIE pa3Aebl TPYAOBOTO I0TOBOPA U CYTh X COAEpKaHUsA?

12. Tlopsimox odopMiIeHHS TOMOTHUTEIBLHOTO corjlaimeHus (M3MEHEHHS K
TPYAOBOMY JIOTOBOPY)?

13. OcHoBHBIE TpeOOBaHUS K OQOPMIICHHUIO PUKA30B?

14. KoMruiekc nepcoHanbHOM KaIpOBOW TOKYMEHTAIUN?

15. O61mue npaBuia 3arnoIHEHHs TPYAOBOM KHYKKHU ?

16. B kakux ciy4asx KajpoBas Ciyx0a UMEeT MpaBO BbLAATH AyOIHMKAT
TPYXOBOM KHUXKKH?

17. Tlopsmok BbIJaYUM TPYAOBOM KHUXKKH pPaOOTHUKY, B CBSI3U C
YBOJIbHEHHEM ?

18. Kak oopmisieTcst Bbliaua BKIIAIbINIA K TPYAOBOM KHIKKE?

19. Kakoe cTpyKTypHOE TOJpa3JeleHie OpPTaHu3allid XPaHUT OJIAHKU
TPYAOBBIX KHUKEK U BKIIAJbIIIECH K HUM?

20. Kak ucnpaButh OmMUOKH, OOHAPYKEHHBbIE HA TUTYJIBHOM JIUCTE TPYAOBOI
KHWKKA?

21. Kak wucnpaBuTh OmMOKH, OOHApYy>KCHHbIE MPHU 3alOJHEHUU pasiena
«CBenenust o pabote»?

22. Buapl pacniopsAUTENbHBIX KaIPOBBIX TOKYMEHTOB?

23. Buapl 1 3a71a41 YYETHOU KaJIPOBOW IOKYMEHTAIUN?
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24.  OcoOeHHOCTHM JOKYMEHTHPOBAaHHUS  HampaBlieHUsT paOOTHHKA B
CITy)KEOHYI0 KOMaHANPOBKY?

25. YyetHble (hOPMBI, UCITOJIB3YIOITUECS B KaIPOBOM CITyk0e?

26. Kak onpenenstoTcsi CpOKUA XpaHEHUS KaJpOBbIX JOKYMEHTOB?

27. IlpaBuna odopmileHHs] JUYHOTO Jeja pabOTHUKA Mg TMepelayd Ha
apXWBHOE XpaHeHue?

28. Kakuwe JOKYMEHThl MO JIMYHOMY COCTaBy MOMJIEKAT IOCTOSTHHOMY
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 TIOCTEIIEHHO 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 IUCHUUIUIMHBI, B KOTOPOH YKa3aHbl KOJIMYECTBO
aKaJeMHUYECKUX YacoB B pa3pe3e KaKIAOW TeMbl, BUJA 3aHATUN (JIEKIIMOHHOE WJIU
MPAKTUYECKOE) U Yachl Ha CaMOCTOSITENBHYIO padoTy; (popmMoil mpomeKyTOUHOU
aTTecTaluu (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 ®enepaiiii ¥ JIp. UCTOYHUKH, (OPMUPYIOIIHE O0a30BbIe 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 COOTBETCTBHUS 1O (POPMaTBHBIM U COACPKATEIbHBIM 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 MOATOTOBKHU U BBIIIOJHEHUS MPAKTUYECKUX 3aJaHUM.

5. POHA OHEHOYHBIX CPEACTB IS ITPOBEJAEHUSA
MNPOMEXKYTOYHOMN ATTECTALIMU IO JUCIUIIJIMHE

5.1. IlepevyeHb KOMIIeTeHUMH 1 dTanbl UX GOpMUPOBAHMS
Cornacho ®I'OC BO 1o HampaBieHuto noAroroBku  46.03.02
JIOKyMEHTOBEICHHE W apXWBOBEJACHUE B pPaMKax W3YUYEHUS NUCIMIUIMHBI Y
00YYaroIMXCs TOJDKHBI ObITh CHOPMHUPOBAHBI CICAYIONINE KOMIETEHITUH:

Kox DopMyITHPOBKA KOMIIETCHIINU
K npogeccHoHaIbHbIe KOMIIETCHIIMHU
IK-1 Brnagenne  3akoHOJATENbHOWM W HOPMATHBHO-METOAMYECKOHW  0a3oi  MH(GOPMAIMOHHO-

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

[1K-2 Crocoben paspabaTbiBaTh W BHEAPATH JIOKAJIBHBIE HOPMATHUBHBIE AaKThI W HOPMAaTHUBHO-
METOJMYECKHE IOKYMEHTHI MO BEACHUIO HH()OPMAIMOHHO-IOKYMEHTAIIMOHHOTO OO0OeCTeYeHus
yIpaBJICHUs] ¥ apXUBHOTO JeJa
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ITK-3 Crioco0eH HCITOJIb30BaTh TMpaBWJIa OPTaHU3AIMH BCEX OTAloB PabOTHl C JOKYMEHTaMHU 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
cobeceioBaHUE, TMCHbMEHHBIE OTBETHI HA BOMIPOCHI (B BUEC MEKYULe20 KOHMPOJIA).

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
MpPaKTUYECKUM BorpocoM). OlleHKa 3HAaHUM TPOU3BOIUTCS MO 4-X OaUTbHOU
mkaie. B ciydae HEYJOBJIETBOPUTEIIBHOM OIIGHKH CTYACHT HMEeT 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/1a4
3a1aq 3aj1a4

5.3. MarepuaJibl AJ1s1 OEHKH M KOHTPOJIsl Pe3yJIbTATOB 00y4eHUs

3agaHus K 3a4eTy / IK3aMeHy dopmupyembie
KOMIICTCHIIUN

Teopemuuecxue 60NPOCHL

1. 3agaun u QYHKIIMU KaAPOBO CIYXKOBI. IK-1

2. HopmaTtuBHO-MeTonuueckas 0a3a, perVIaMEHTHUpYIOIIas TIOATOTOBKY  KaJIpOBOH TIK-1

JIOKYMEHTAIUH.

3. JloxanpHBIE HOPMATHBHBIE OKYMEHTHI, PErilaMEHTHPYIOIIUE IESITEIbHOCTh KaIpOBOM IK-1, TTK-2

CITY)KOBL.

4. TloHsiTHE TPYJIOBOTO JIOTOBOPA, ONMPEAEISHHsI COAECPIKAHMS TPYIOBOTO JIOTOBOPA. IK-1, TTIK-3, TIK-5

5. Buspl naHOBOM KaJpOBOM JOKYMEHTALUHU. IK-1, TTIK-3, TIK-5

6. Ha3nauenmne u 0COOEHHOCTH COCTaBJICHHMSI ITATHOTO PACTIMCAHUSI. ITK-1, ITK-3, TIK-5

7. Ha3naueHue u nopsok opopmiieHus rpauika OTIyCKOB. IK-1, TTIK-3, TIK-5

8. Buapl opranu3aiimoOHHO-IPaBOBOM JOKYMEHTAIIHH. MK-1, TTIK-3, TIK-5

9. Haznauenue u 0COOEHHOCTH COCTABJICHHMSI MPABWJI BHYTPEHHETO TPYIOBOTO PACIIOPSIKA. IK-1, TIK-2, TIK-3,
MK-5

10. Ha3naueHue 1 0COOEHHOCTH COCTABJICHHS MOJIOKEHHS O CTPYKTYPHOM II0/Ipa3/IeIICHUH. IK-1, TIK-2, IIK-3,
MK-5

11. HasHavueHue u 0COOCHHOCTH COCTABJICHUS TOJDKHOCTHOW MHCTPYKITUH. ITK-1, ITK-2, TTIK-3,
MK-5

12. IlpaBuna odopMIIeHHS] TPYAOBBIX KHMKEK, BHECEHHUs NononHeHWd u ucrpasienuit B | IIK-1, IIK-3, TIK-5

HENPaBUJIbLHO BHECEHHBIE 3aIUCH.

13. INopsiioK BBLAAYM TPYAOBOM KHMXKKU pabOTHHKY. MK-1, TIK-3, TIK-5

14. Topsinok ohopMIIeHUsI BKIIIbIIIA B TPYJIOBYIO KHIKKY. MK-1, TIK-3, TIK-5

15. TTops0K B4 JTyOIHKATA TPYIOBOH KHIDKKH. IIK-1, IIK-3, TIK-5
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16. Yder ABWKEHUS TPYAOBBIX KHIKEK W BKJIAJBIIICH K HAM.

I1K-1, ITK-3, TTK-5

17. OcHOBHBIE HOPMATHBHBIC ITOKYMEHTBI, pErjaMeHTUpyoIHe paboTy C TPYJOBBIMHU
KHIDKKaMH PaOOTHHKOB.

IK-1

18. TIlepconampHble maHHBIE paboTHHKA: cOop, OTBETCTBCHHOCTh 32

JIOCTOBEPHOCTh M HE3aKOHHOE PaclpOCTPAHEHHUE.

XpaHeHHe,

IK-1, ITK-3, ITK-5

19. JloKyMeHTalMOHHOE COTPOBOXKICHHWE Npuema paboTHHKOB. CocTaB JOKYMEHTOB,

TpeOyeMBIX TIPU IpHeMe Ha padoTy.

IK-1, ITK-3, ITK-5

20. JIokyMeHTaIIHOHHOE COMPOBOXKACHHE MEPEeBOIa pA0OOTHHKA Ha IPYTYIO paboTy.

IK-1, IIK-3, TTK-5

21. TexHOIOTHUECKAS [CMOYKa JOKYMCHTUPOBAHUS TPOUCAYPHI YBOJIbHCHU S pa6OTHI/IKa.

IK-1, TTIK-3, TIK-5

22. JIoKyMEHTHPOBaHHUE MPOIICTYPhI NOOIIPESHUS pAaOOTHHUKA.

IK-1, TTIK-3, TIK-5

23. JIOKyMEHTHpOBaHHE MPOLECAYPHl NPUMEHECHHUS JUCILMIUTHHAPHOTO B3BICKAHUS K
pabOTHHUKY.

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

24. JlnyHas kapTouka pabOTHHKA: 0COOEHHOCTH OOPMIICHHS

IK-1, TIK-3, TIK-5

25. NokyMeHTalusl 10 y4YeTy HCIOIb30BaHUs paboyero BpeMEHH U PAaCYETOB OILIATHI TPYAa
¥ 0COOCHHOCTH ee 0(hOPMIICHHS

IIK-1, TIK-3, TIK-5

26. HOpH}IOK O(i)OpMJ'IeHI/IH KaapOBbIX ACJI COTJIACHO HOMCHKJIATYpE A€JI, UX TCKYIIEC U
APXMBHOC XpaHCHUC.

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

27. CDOpMI/IpOBaHI/Ie 1 BCJACHUC JIMYHBIX OCII. CoctaB JOKYMCHTOB JIMYHOT'O JcJjia.

IK-1, TIK-3, TIK-5

28. dopMHupoOBaHUE JTMUHBIX JIeN A ciadn B apxuB. CocTaB TOKYMEHTOB JIMYHOTO JIeJia.

IK-1, IIK-3, TIK-5

29. TTopsI0K 3alKMThI IEPCOHATBHBIX JIAHHBIX PA0OTHHKA B KaJPOBO# Ciryxoe.

TIK-1, [IK-3, TTK-5

30. JlokymeHTHpOBaHHME TPOIENypbl  HampaBlieHuss paboTtHuka B  cayxebnyro | [IK-1, ITK-3, TIK-5
KOMaHJIUPOBKY.

Ilpakmuueckue eonpocwl

1. B Onank yHuduuupoBanuoit ¢opmsl mratHoro pacnucanus (popma T-3) | IIK-1, ITK-3, ITK-5
HEOOXOJMMO BHECTHM JlaHHBIe (3apaHee IIOATOTOBIICHHBIE IIEAaroroM) O COCTaBe

JOJDKHOCTEH, INTaTHBIX C€IWHUIL, OKJIagaX W pa3Mepax HaA0aBOK, IOABECTH JaHHBIE O
MecsiaHOM (oHIe 3apabOTHOM TIATHI IO BCEH OpraHU3aAIIH.

2. B Omank yHHbHUIIIpOBaHHOHN (OpMEI Tpaduka oTiryckoB (popma T-7) HeoOX0oaUMO
BHECTH [JaHHbIe (3apaHee IOATOTOBJICHHBIC II€aroroM) O 3aIUIAHAPOBAHHBIX U
(aKTHYECKHUX AT OTIYCKOB PAOOTHHKOB.

MK-1, TIIK-3, TIK-5

3. B ¢dopMy [OMKHOCTHOM WHCTPYKUHMH, TMPEJIOKSHHYIO [€1aroroM, BHECTH
HEJIOCTAIOIINE CBEJCHUS, COOTHOCS MX C MOJIOKCHUSAMH MPOPECCHOHAIBHOIO CTaHAapTa
CHELUAINCTa 10 OPraHU3alMOHHOMY M JOKYMEHTAaI[HOHHOMY OOECIICUYCHHIO YIpPaBJICHUS
opranuzanueit (y1B. [Ipukazom Ne 276H ot 06.05.2015 MunucTepcTBa Tpyia U COUUATHHON
3anTel PO).

MK-1, TIIK-3, TIK-5

4. B ¢opmy tpynoBoit xamxku (yTBepkaeHHyro IloctanoBnenuem IIpaBurenbcTBa
P® or 16.04.2003 Ne 225 (pexm. ot 25.03.2013) «O TpymOBBIX KHI)KKAax») BHECTH
CIeIyIOIINe NaHHbIe: JAHHBIC Al THTYJIBHOTO JIHCTAa TPYAOBOW KHIDKKH; CBEICHHUS O
npueMe Ha paboTy; CBEICHHUS O IEpeBOJe Ha JPYryl JOJDKHOCTb, CBEJEHUs 00
YBOJIbHEHHUH.

TK-1, [IK-3, TIK-5

5. B dopmy Tpynosoit kHwkkH (yTBepkaeHHYyr I[locranoBnenuem IIpaBuTenbcTBa
P® or 16.04.2003 Ne 225 (pem. ot 25.03.2013) «O TpymOBBIX KHH)XKAX») BHECTH
CIIeyIOIe JAHHBIC: JNaHHBIC I THTYJIBHOTO JIUCTA TPYNOBOW KHWXKKH; CBEICHHUS O
npueMe Ha paboOTy; CBEICHHs O NepeBOAe Ha IPYIyK JOJDKHOCTh; CBEACHHSI 00
WCIIPaBICHUM HENPaBUIBHO BHECEHHOW 3alHCH O TMepeBOje Ha IPYIyH JOJDKHOCTb
(HenpaBUIBHO YKa3aJM JOJDKHOCTB), CBEJCHHS O CMeHe (aMWIMM M CMEHE YpPOBHS
obpazoBaHmsl.

MK-1, TIK-3, TIK-5

6. B ¢opmy tpynoBoit xHmxku (yTBepkaeHHyIo IloctanoBnenuem IIpaBurenbcTBa
P® or 16.04.2003 Ne 225 (pexm. ot 25.03.2013) «O TpymOBBIX KHI)KKAaX») BHECTH
CIeIyIOIINe AaHHBIC: JaHHBIC JUIA TUTYJIBHOTO JINCTa TPYAOBOW; CBEJIEHHS O IpHEeME Ha
paboTy; cBefeHUs] 00 yBOJILHEHUM; CBEICHHS O MPUEME Ha HOBYIO pabOTy; CBEICHUS O
HarpaKACHUSAX.

TK-1, [IK-3, TIK-5

7. B ¢opmy TpymoBoro moroBopa, mpeiioxKeHHYIO meaarorom, BHectu Hegocratomme | [1K-1, TTK-3, TTIK-5
CBEJICHHUSI, COOTHOCSI C JIOJDKHOCTHOM MHCTPYKINEH paOOTHHKA.

8. B Gnank ynudunupoBanHoil ¢opmbl npukasa o npueme Ha pabdory (dpopma T-1) | IIK-1, ITK-3, ITK-5
HEoOX0IMMO BHECTH JIAaHHBIE O IIpHeMe pabOTHHUKA HA OCHOBHYIO padoTy.

9. B Omank ynHudunupoBanHoi ¢opmbsl npukaza o npueme paborHuka Ha paborty | IIK-1, ITK-3, ITK-5

(popma T-la) HeoOXOOMMO BHECTH IaHHBIE O IpueMe pabOTHHKA Ha paboTy IO
COBMECTHUTEJIBCTBY.

10. B Onank yHn¢uunpoBaHHOH (OPMBI pUKa3a O NepeBoje pabOTHHKA Ha JIPYTyIo
Ha pabory (popma T-5) HeoOX0AMMO BHECTH JIAHHBIE O IIepeBoJie pabOTHHKA HAa APYIYIO

TIK-1, [IK-3, TIK-5
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pabory.

11. 3anonHUTh OJaHK YHH(PHIIMPOBAHHON (HOPMEI TIpHKa3a o npekpamenuu Tpyaosoro | ITIK-1, ITK-3, ITK-5
JIoroBopa ¢ pabotHukamMu (yBonbHeHHH) (popma T-8a).

12. B Omank yaudummpoBanHo# GpopMbl mprKasza o moompenn padotauka (popma T- | TIK-1, TTK-3, TIK-5
11) BHecTH naHHBIE 0 (hOopMe MOOUIPEHUsT PaOOTHHKA.

13. CocTaBuUTh NPUKA3 O CHITHH JUCIMILIHHAPHOTO B3BICKAHHUs C paOOTHHKA. ITK-1, ITK-3, T1IK-5
14. OdopMHTE 0JTMH U3 PA3AEIOB JUIHOH KapTOUYKH paboTHHKA (hopma T-2). MK-1, TTIK-3, TIK-5
15. CocTtaBut Tabenpb ydera padodero Bpemenu (dpopma T-12). MK-1, TTIK-3, TIK-5

5.4. MeToanyeckue MaTepHuaJibl 10 OLEHUBAHUIO Pe3YJIbTATOB 00y4YeHHUsI

IIpomexyTouHas aTTecTalMsA PEAM3YyETCs B XOJ€ claul 00y4aromUMUCS
3a04HOM (opmbl OOy4YeHHsS OJHOTO 3adeTra M JAByX OJKk3aMmeHOB. Llenbio
MPOMEXKYTOUHOM aTTeCTalluu SBIAETCS KOMIUIEKCHAas M OOBEKTHUBHAS OIICHKA
3HaHUW CTYJEHTOB B TPOIIECCE OCBOCHHMS HMH OCHOBHOW 00pa3oBaTENIbHOM
IPOrPpaMMBbI BBICIIETO MPO(PECCHOHATBHOTO 00pa30BaHMUsL.

DK3aMeH, 3a4eT M0 MpecienyeT Leidb OLUEHUTh padoTy CTyAEHTa 3a Kypc,
CTENEHb YCBOCHHS TEOPETUUECKUX 3HAHUNA U KOMIIETEHLIUH, YPOBEHb TBOPUYECKOTO
MBILUIEHUS, HaBBIKOB CaMOCTOSITENIbHOM paOOThl, yMEHHE aHaJIU3UpPOBAThH
NOJTyYEHHBIE 3HAHUA U IPUMEHATh UX B PEILICHUU IPAKTUYECKUX 3a/1a4.

DK3aME€H MOXET MPOBOIAUTHCS:

- 8 ycmHou Qopme no IK3AMEHAYUOHHbIM  Ouremam, KOTOpbIE
yTBepkaarTcs Kapeapou. [Ipn HEOOXOAUMOCTH IK3aMEHATOPy MPENOCTaBISAETCA
IpaBO 3a/JaBaTh CTYJACHTaM JOIMOJIHUTENIBHBIE BOMPOCHL. DK3aMEHAIMOHHBIC
OuyeTsl TOMHMO TEOPETUYECKHMX BOMPOCOB  JIOJDKHBI — IPEIyCMaTpUBATh
PaKTHYECKUE 3aJaHus TI0 IporpaMMe Kypcea.

- 8 nucbMeHHou @opme (6 6ude nucbmeHnuvix mecmos). TecTbl
IpeIyCMaTpUBAIOT BOMPOCHI MO BCEMY MPOWIEHHOMY MaTepuany. B TecToBbie
3aJaHUsl  BKJIFOYAIOTCS BOMPOCHI TEOPETHUYECKOTO XapakTepa, a TaK Ke
peyCcMaTpUBAIOTCS HEOOIbIINE IPAKTUUECKUE 3aJaHUsl.

Bo Bpems »53K3aMeHa CTYJIEHTbl MOTYT TOJb30BaThCsl  yUEOHBIMU
nporpaMMamMi, CIpPaBOYHUKAMM W TNPOYMMHM HCTOYHUKAMU HH(pOpMaLuH,
nepeyeHb KOTOPBIX YCTaHABIMBACTCS IMpernojaBaTelieM M COIJIACOBBIBAETCS Ha
3aceqaHuu  kKageapel. Mcnonp3oBaHHWE MaTepuanoB, HE MNPEAYCMOTPEHHBIX
yYKa3aHHBIM NIEPEYHEM, a TAKXKE MOMbITKA OOLIEHUS C IPYTUMH CTYIAEHTAMH, B TOM
YHuclie C MPUMEHEHHEM »JJIEKTPOHHBIX CPEICTB CBS3H, HECAHKIIMOHUPOBAHHBIC
NIEPEMEIIEHHS CTYACHTOB U T.II. SIBJISIIOTCS OCHOBAHUEM JIJISl YJIAICHUS CTYyICHTa U3
ayoIUTOPUM W TIOCIEAYIOIIEr0  BHECEHHWS B BEJOMOCTh  OTMETKH
«HEYJOBJIETBOPUTEIBHO» («HE 3aUTEHOM).

KputepussMyu yCHENmIHOCTH OCBOCHHS CTYACHTOM JaHHOW  y4eOHOM
JTUCIHHUIUIMHBL TIPU  TPOBEACHUM TEKYIIET0 W MPOMEXKYTOYHOTO KOHTPOJIS
SIBIISIFOTCS:

1. KonmuyecTBO mNpaBMIIBHBIX OTBETOB HA TEKYIIEM TECTUPOBAHUU U TIO
AK3aMEHAIMOHHOMY OWIIeTy (TecTy).

2. AKTHBHOCTb TOBEJCHUS CTYACHTA HA 3aHSATHUAX, BBINOJHEHUE KaXKIbIM
CTYJIEHTOM BCEX MPAKTUYECKUX PAOOT, OCMBICIEHHOCTh M CaMOCTOSITEIBHOCTD
CY>KICHMI, TPOSBIECHHBIX B X0J/I€ YCTHOTO OIpOCa.
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3. [IpaBusibHBIE OTBETHI Ha BOMPOCHI 1O COAEPKAHUIO 0a30BBIX MCTOYHUKOB M3
CIIMCKOB PEKOMEH/I0BAHHOM JINTEPATYPHI 11O JUCIUILIAHE.

4. [emoHcTpauusi 3HaHHA TPO(ECCHOHATIBHBIX TEPMHUHOB, TOHSITHUH,
KaTErOpyui U TEOPHUIA.

5. Hamnume CcOOCTBEHHOTO BHJEHHUS pacCMaTpUBaeMoOW MPOOJIEMBI,
c()OPMUPOBAHHOTO Ha OCHOBE M3yUEHUS M aHAJIN3a HAYYHBIX PaOOT, BBIIIOJHEHUS
NPAKTUYECKUX 3aJaHUM.

6. PECYPCHOE OBECIIEYEHHME

6.1. OcHoBHAS W IONOJTHUTE/IbHAS y4eOHas JJUTEpaTypa

OcHoBHasi JuTEpaTypa

1. Poroxwun, M.IO. Jlenonpou3BoACTBO B KaJpoOBOM CIIy»KOe : y4eOHO-
npaktuyeckoe mocooue / M.IO. Poroxus. - 3-e u3a., nepepad. u gom. - Mocksa ;
bepmun : Jlupekr-Menna, 2014. - 783 c¢. - ISBN 978-5-4475-1576-8 ; To xe
[DneKkTpOoHHBIN pecypcl]. - Pexxum pabOThI:
URL: http://biblioclub.ru/index.php?page=book&id=253703.

2. PoibakoB, A.E. OcHoBBI pgenonmpousBojacTBa : ydeOHuk : [12+] /
A.E. PeibakoB. — 3-¢ u3a., ucnp. — Munck : PUIIO, 2016. — 320 c. — Pexum
JIOCTYTIA: 1o TIO/IMHCKE. —
URL: http://biblioclub.ru/index.php?page=book&i1d=463666 (nata  oOpareHus;:
13.07.2020). — bubmuorp. B kH. — ISBN 978-985-503-606-8. — Texkcr :
DJIEKTPOHHBIM.

3. SnkoBuu, II.A. Jlemonpou3BoaCTBO B KaJApoOBOW ciyk0Oe : ydeOHHK /
III.A. flukoBuy. - Mocksa : IOnutu-/lana, 2015. - 161 c. - bubmuorp.: c. 112. -
ISBN 5-238-01076-1 ; To xe [DnexkTpoHHbli pecypc]. - Pexum paboThI:
URL: http://biblioclub.ru/index.php?page=book&id=119021.

JlonosHUTEILHAS JIUTEpPAaTypa

1. bapuxun, A.b. KagpoBoe AenOnpou3BOACTBO : MPAKTUYECKOE
nocobue / A.b. bapuxun. - Mocksa : Kamwxknsrit mup, 2009. - 192 c. - ISBN 978-5-
8041-0340-9 ; To ke [DOnektpoHHbii pecypc]. - Pexum paboThL:
URL: http://biblioclub.ru/index.php?page=book&id=89682.

2. Kab6amos, C.}O. [lenonpou3BoACTBO U apXHUBHOE JIEJI0O B TEPMUHAX U
onpenenenusx : yueonoe nocooue / C.1O. Kabamos, N.I'. Achanauspoa. - 3-e
u3a., crep. - Mocksa : M3narensctBo «@munHTan, 2018. - 295 c¢. - ISBN 978-5-

9765-0784-5 ; To xe [OnekTpoHHBIM pecypc]. - Pexum paOOTHI:
URL: http://biblioclub.ru/index.php?page=book&id=69168.
3. Kanposuk [cOopHuk]: TpynoBoit kojnekc PD, kanpoBbie JOKYMEHTHI,

pexomenaanuu / . - HoBocubupck : Cubupckoe YHUBEPCUTETCKOE M3/1aTeNIbCTRO,
2011. - 288 c. - ISBN 978-5-379-01509-1 ; To e [DnexkTpoHHBIA pecypc]. -
Pexxum padoter: URL: http://biblioclub.ru/index.php?page=book&i1d=57250.

4. Muxaiinos, HO.M. Jluunbie naena COTPYJAHUKOB KOMIIAHHH: Kak
npaBUIbHO OQOPMISTH, BECTM M XPaHUTh : TMPaAKTUYECKOe TMmocodme /

FO.M. Muxaiinos. - Mocksa ; bepnun : lupexr-Menua, 2014. - 160 c. : wi. -
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bubmuorp. B kH. - ISBN 978-5-4475-1870-7 ; To xe [DneKTpoHHBIN pecypc]. -
Pexxum paboter: URL: http://biblioclub.ru/index.php?page=book&id=253691.

5. MycatoB, P.1. KagpoBoe nenompomsBoactso / P.U. Mycaros. -
Mockaa : Jlabopatopust kauru, 2012. - 117 c. - ISBN 978-5-504-00068-8 ; To xe
[ DNEKTPOHHBIM pecypc]. - Pexum pPabOTHI:

URL.: http://biblioclub.ru/index.php?page=book&id=141262 (26.08.2019).
Poroxun, M.FO. Opranuzamnusi KaapoBoidl pabOThl NpeanpusiTHsS : Y4eOHO-
npaktuyeckoe nocooue / M.1O. Poroxun. - Mocksa ; bepnaun : upekr-Menua,
2014. - 240 c. : un. - bubmuorp. B kH. - ISBN 978-5-4458-6532-2 ; To xe
[ DNEKTPOHHBI pecypc]. - Pexum pabOThI:
URL.: http://biblioclub.ru/index.php?page=book&id=253710 (26.08.2019).

6. CaBenko, ILII. TpymoBoit xomekc m TpymoBoit morosop /
[LIT. CaBenko. - Mockga : Jlaboparopust kauru, 2011. - 129 c. - ISBN 978-5-504-
00170-8 ; To ke [DOnexkrpoHHbli pecypc]. - Pexum  paboOTHI:
URL: http://biblioclub.ru/index.php?page=book&id=140832.

ITepBOUCTOYHUKH

l. ['paxxnanckuii  komekc Poccuiickoii  ®epepanuu. Yacte 1 or
30.11.1994 No51-®3 (B pen. ot 30.11.2011); yacts 2 ot 26.01.1996 Nel14-D3 (B
pen. or 30.11.2011); vacte 3 ot 26.11.2001 Ne 146-®3 (pen. ot 30.06.2008),
gacth 4 ot 18.12.2006 Ne 230- @3 (B pen. o108.12.2011) // CIIC «I"apanT».
XT'UK.

2. Koucrurymust Poccuiickort ®enepanuu. Ilpunsara 12 nexabpsil993
r. (¢ u3m. Ha 21.07. 2014 r.) // CIIC «I"apant». XI'UK.
3. Poccuniickas @epeparusa. 3akoHsl. O rOCYJJapCTBEHHO SI3BIKE

Poccuiickoit ®enepanuu ot 01.07.2005 Ne 53-D3 : [enepanbHblid 3aKOH : MPUHAT
['oc. Hymoit 20 mas 2005 r.] // CIIC «I"apant». XT'UK.

4. Poccniickas ®@enepanus. 3akoHpl. O TOCyIapCTBEHHOM IPaKIAHCKOU
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r.] // CIIC «I"apant». XI'UK.

6. Poccuiickas ®enepauuss. 3akoHbl. O  MNOpsAIKE pPaccMOTPEHUS
obpamenuii rpaxkmad Poccuiickoit ®enepanum ot 02.05.2006 No 59-D3
[penepanbhblii 3akoH : mpuHAT ['oc. Jymoit 21 amp. 2006 r.] // CIIC «I"apanT».
XTHUK.

7. Poccuiickas @epnepauus. 3akoHbl. O cHCTEME TOCYIapCTBEHHOU
cnykObl rpaxaan  Poccuiickoit  ®Depeparuu ot 27.05.2003 No 58-D3
[penepanbhbiii 3akoH : mpuHAT [oc. Jlymoit 21 amp. 2006 r., u3MeH. OT
06.12.2011] // CIIC «I"apant». XI'MK.

8. Poccuiickas @enepanns. 3akonsl. O s3bIkax HapoJoB Poccuiickoit
®eneparuu oT 25.10.1991 Ne 1807-1 : [benepanbublii 3aK0H : ipuHAT ['oc. J{ymoii
21 amp. 2006 1., u3men. ot 06.12.2011] // CIIC «I"apant». XT'UK.
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15. Poccniickas ®enepanns. [IpaButensctBo. O XpaHEHWH ITOKYMEHTOB
[0 JMYHOMY coOcCTaBy: pacnopsbkenue IIpaBurensctBa Poc. ®depepanuu  or
23.04.1992 Ne 781-p // CIIC «I"apant». XI'UK.

16. Poccuiickas deneparusi. MunucteperBo Tyna. KBanudukamoHHbIi
CIIPAaBOYHUK JIOJDKHOCTEN PYKOBOJIMTENEH, CIIEIUATUCTOB U APYTUX CIIyXKallUX:
nocta”HoBiienne MunucrepctBa Tpyna Poc. denepamuu ot 21.08.1998 Ne 37 (B
pea. ot 29.04.2008) // CIIC «I"apant». XI'MK.

17. Poccuiickas ®enepanus. MunucrtepctBo Tyaa. O0  yTBepKIeHUU
MHCTPYKIIMM TI0  3aIllOJHEHUIO TPYIOBBIX KHHKEK: IIOCTaHOBJICHHE
MunucrepctBa Tpyaa Poc. ®enepamuun ot 10.10.2003 Ne 69 // CIIC «I"apanT».
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18. I'OCT P 7.0.97-2016 «Cucrema craHaapToB 1Mo HuH(OpMaIuH,
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tpeboBanus. — Been. 2007-07-01 // CIIC «I"apant». XI'UK.

21. TpynoBoit koaekc Poccuiickoit ®denepanuu ot 30.12.2001 r. Ne
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Pocapxus, BHUM A/, 2002. —152 c.
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25. [IpaBuna JEIONPON3BOACTBA B (benepabHbIX opraHax
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KyJabTypbl PO No 526 ot 31.03.2015).
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6.2. Pecypchbl HH(pOPMALIMOHHO-TEJIEKOMMYHUKAIMOHHOU ceTH «AHTEepHET»

B coorBercTBMM € JMUEH3MOHHBIMA  HOpPMAaTHUBaMU  OO€CHEUEHHUs
OnOMMOTEeYHO-MH(POPMALIMOHHBIMU ~ pecypcamMu  OMOJIMOTeKa  OpraHu3yeT
WHIUBUyJIbHBI HEOIPAaHUYEHHBIN JOCTYI U3 000 TOYKH, B KOTOPOH UMEETCS
nocTyn K cetd MHTepHET, K y4eOHbIM MaTepHaiaM DJIEKTPOHHO-OMOINOTEUHBIX
cucteM (ObC):

1. OBC «YuuBepcuterckas Oubnuorexka onnaiin». MzmatensctBo: OO0
«HexcMenuay. IlpunannexxHocts cTopoHHsisi. www.biblioclub.ru. KommuectBo
kiouerd  (mosb3oBateneid): 100% on-line. Xapaxktepuctuku OHOIMOTEUHOTO
doHza, JOCTYyn K KOTOPOMY MpPEAOCTaBISIETCS JOTOBOPOM: JOCTYyH K 0a30BOi
yactu ObC.

2. OBC «M3narenbctBo Ilnanera My3bIKH». DJIEKTPOHHO-OUOIMOTEUHAS
cucreMma OOO «M3narensctBo IIJIAHETA MY3bBIKN». IlpuHanie:xxHOCTh
cTopoHHsis. www.e.lanbook.com. KonnuectBo kimroueit (mosibzoBareneit): 100%
on-line. XapaktepucTuku OuOIMOTEUHOro (oHAA, HTOCTYH K KOTOPOMY
MPEIOCTABIISAETCS IOTOBOPOM: JIOCTYN K KOJUIEKIMIM: «My3bika u Teatp», «baner.
Tanen. Xopeorpadus».

3. Bl DOnextponnas Cucrema «Kynbrypa». baza JlaHHBIX OJeKTpOHHas
Cucrema «Kymnbtypay. [IpunagiexxHocTs cTopoHHss. http:// www.e-mcfr.ru.
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4. Web MPBUC XabGapoBckuil rocynapCTBEHHbI HWHCTHUTYT HCKYCCTB U
KYJIbTYpbI (3J€KTPOHHBIN KaTtajor). MexayHapoHas acCOLMALMs MMOJIb30BaTeNeh
U pa3pabOTYMKOB JJICKTPOHHBIX OMOTMOTEK W HOBBIX HWH()OPMAITMOHHBIX
TEXHOJIOT U (accouumanus OBHUT). IIpuHaAIEKHOCTD CTOPOHHSA.
http://irbis.hgiik.ru.

5. eLIBRARY.ru — Hayunas snektponnas O6ubOmuoreka. OOO Hayunas
aNeKTpoHHas Oubmuoreka. I[lpuHaminexHOCTH CcTOpOHHssA. http://elibrary.ru/
JIunensnonnoe cormamienue Ne 13863 ot 03.10.2013 1. — 6GeccpouHo.

6. DnexkTponHo-6ubmoreunas cucrema ®I'bOY BO «XTUK». ®I'6OY BO
«XTUK». [TpuHamIeKHOCTH coOCTBEHHAA. JloxanbHBIN JIOCTYII.
http://carta.hgiik.ru. ITpuka3 mo Mucturyty Ne 213-06 ot 07.10.2013 .

7. EnuHOoe OKHO moctyma K oOpa3oBaTelbHBIM pecypcaM. DIEeKTPOHHAs
oubnunorexka. PI'AY 'HUUN UTT «Mudopmukay, MuHHUCTEpPCTBO 00pa3oBaHUs U
HayKu P®. IIprHaIEe) KHOCTD CTOPOHHSIS. CBoOoaHBIN JTOCTYIL.
http://window.edu.ru

8. Enmmnas xoymexuus Ludpossix OOpazoBarenbhbix PecypcoB. ®I'AY
'HUN UTT «udopmuka». [lpunannexHocts cropoHHss. CBOOOAHBIA JOCTYIIL.
http://school-collection.edu.ru

9. ®denepanbHbli LEHTP HHPOPMAITMOHHO-00PA30BATENBHBIX PECYPCOB.
denepanbHbli 1EHTp WH(OPMAIMOHHO - 00pa3oBaTeNbHBIX pecypcoB, DPI'AY
'HUN UTT «udopmuka». [lpunannexHocts cropoHHss. CBOOOAHBIA JOCTYIIL.
http://fcior.edu.ru

JIisi TOATOTOBKM HAy4YHBIX pabOT oO0ydaroluecss MOTYyT HCIOJb30BaTh
MOJTHOTEKCTOBYIO 0a3y naHHbix Web of Science. Pexxum noctyna: 31eKTpOHHBIH,
U3 BHYTpeHHel ceTh nHcTutyTa. OdunnanbHelil caiit: webofknowledge.com

IIpodeccuonanbiblie 0a3bl JaHHBIX, MH(OPMANMOHHbIE CHPABOYHbIE
cuctemMbl M pecypcbl UHTEpHeT CBOOOHOI0 10CTYyNA

10. https://www .kadrovik-praktik.ru/MatKadr - CBOOOIHO
pacrnpocTpaHsieMble  CIIpaBOYHBIC  Oa3bl JAHHBIX IO  KaJpOBOMY
JIeTTOTIPOU3BOICTBY.

11. https://www.eos.ru/eos_delopr/ - cBOOOAHO pacmpocTpaHseMast
WHPOPMAITMOHHAS CIPABOYHAs CHCTEMa IO BOIpPOCaM OpraHHW3aluu padoThl C
JIOKYMEHTaMH, aBTOMATH3AIHH JICJIONPON3BOICTBA, JIEKTPOHHOTO

JOKYMEHTO000pOTa, apXUBHOTO JIEJa.

12. http://base.garant.ru - cipaBouyHasi mpaBoBasi cucrema «l'apan.

13. http://www.top-personal.ru/ - cBOGOJHO pacnpOoCTpaHsAEMbIii UHTEPHET
pecypc, TPEACTaBISIIOIINKA JOCTYN K KypHaJIaM «YTpaBlIEHHUE MEPCOHATIOMY,
«TpymoBoe mpaBo», «AJIMHUHUCTPATUBHOE TMpaBo», «JlemonpousBoaCTBOY,
«Cexkperapckoe e1o.

14. http://delo-up.ru - cBOOOAHO pacmpocTpaHseMas HHPpOPMAIMOHHAS
crpaBoYHass 0aza, TPEACTABISAIONIAs JOCTyH K 00pas3laMm pa3IuYHbIX BHJIOB
JIOKyMEHTOB M QJITOPUTMY JOKYMCHTHPOBAHUS Pa3IMYHBIX YIPABICHUCSCKHX
OTeparvu.

15. www.docdelo.ru - cBoOoaHO pacmpocTpaHsieMas WHGOPMAIMOHHAS

CIIpaBO4YHaA 62133, npcAcCTaBAOmMas AJOCTYII K 06pa3uaM pa3jINM4YHbIX BHIOB
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JOKYMEHTOB UM QJITOPUTMY JIOKYMEHTUPOBAHHS Pa3JIUYHBIX YIPABICHUYECKHUX
omnepanui.

6.3. UndopmaniuoHHbIE TEXHOJOTHH, IPOTPAMMHOE O0ecIiedeHue u
HH(OPMALMOHHBIE CIIPABOYHbIE CHCTEMBI

[IporpammHO-uHpOpMalIMOHHOE ~ OOecrieyeHrue  y4yeOHoro  mpoiiecca
COOTBETCTBYET TpeOOBAHUIM benepanbHOTO rocyJapCTBEHHOTO
o0pa30BaTeabLHOTO CTaHAapTa.

Jist mpoBeieHus 3aHATUHM JIEKIIMOHHOTO TUIIA, 3aHATUIM CEMUHAPCKOTO THIA,
3aHIATHI MPAKTUYECKOTO THUIA, TPYMIOBBIX KOHCYJIbTAlUMA, TEKYLIEro KOHTPOJIS U
MPOMEKYTOUYHON  aTTeCTalldd  HMCIHOJB3YeTCs  CICAyIoIee  IpOrpaMMHOE
oOecrieueHue:

— JINIIEH3UOHHOE MPOTPUETAPHOE MPOTPAMMHOE 00eCTIeueHHE:

1. Microsoft Windows

2. Microsoft Office (B cocraB makera BxomaT: Word, Excel, PowerPoint,
FrontPage, Access)

3. Adobe Creative Suite 6 Master Collection (B cocTaB makera BXOIST:
Photoshop CS6 Extended, Illustrator CS6, InDesign CS6, Acrobat X Pro,
Dreamweaver CS6, Flash Professional CS6, Flash Builder 4.6 Premium
Edition, Dreamweaver CS6, Fireworks CS6, Adobe Premiere Pro CS6,
After Effects CS6, Adobe Audition CS6, SpeedGrade CS6, Prelude CS6,
Encore CS6, Bridge CS6, Media Encoder CS6);

— CBOOOJTHO pacmpocTpaHsieMoe IPOrpaMMHOE 0OecTIeUeHHE:

1. Habop opucubix nporpamm Libre Office

2. ayauonpowurpsiBarenb AIMP

3. BuneonpourpsiBaresis Windows Media Classic

4. unrtepHer-0pay3ep Chrome.

JIJIst caMOCTOSTENHPHON MTOATOTOBKY CTYJICHTOB K 3aHITHAM TIO JUCITUTIIMHE
TpeOyercs oOpanieHue K NporpaMMHOMYy oOecrnieueHuto Microsoft Windows,
Microsoft Office, B ToM umciie At TOATOTOBKH MYJIBTUMEIUHHBIX MPE3CHTAIIAN
o TemMam cemMuHapoB B nporpamme PowerPoint. Jlyis co3naHus KOHEUHBIX HE
pPeIaKTHPYEMBIX BEpCHUM IOKYMEHTa PEKOMEHIyeTCsl UCcrojib3oBaTh Acrobat X Pro,
Bxoasamui B coctaB nmakera Adobe Creative Suite 6 Master Collection.

[Ipy w3ydeHMM JUCIUIUIMHBI OOyYarolIMecss HMMEIOT BO3MOXHOCTb
UCITIOJIb30BaHUsI MH(GOPMAIIMOHHO-CIIpaBouHbIX cucteM «Kynbrypa» u «["apanmy,
Bcepoccuiickyro OTpPaciEBYIO CIIPABOYHYIO CUCTEMY «udopmuoy,
pedepaTuBHBIX U OMOTMOMETPUUYECKUX 0a3 NAHHBIX PELIEH3UPYEMON JTUTEPATYPhI
Web of Science u Scopus, B COOTBETCTBHHM € 3aKIOYEHHBIMH 10T OBOPaMHU.

Ha Bcex koMmmproTepax B HMHCTHTYTE YCTAHOBJICHO JIMIICH3MOHHOC
aHTUBUpYCHOe TmporpamMmHoe obOecneduenne Kaspesky Endpoint Security.
Heo6xonumpiM yciaoBueM HHGOPMAIMOHHON 0€30MaCHOCTH WHCTUTYTA SIBJISIETCS
oOs3aTeNbHAs TPOBEpKa Ha HAJWYME BHPYCOB BHENIHUX HOCHTENCH Iepes uX
ucroab3oBanueM ¢ momonisio Kaspesky Endpoint Security.

[TepeunciienHoe mporpaMMHOE oOecrieueHrne OOHOBIISETCS IO MEPE BBIXO/IA

HOBBIX BEPCUU MPOrpaMM B PAMKaxX COOTBETCTBYIOLIMX JIMLIEH3UN U COTJIAIICHUM.
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6.4. MarepuajJbHO-TeXHUYeCKas 0a3a

MarepuanbHO-TEXHUYECKOE  OOECIEYEHUE PEeaM3yeMOd  JIUCLUILIMHBI
COOTBETCTBYET TpeOOBAHUIM (denepabHOTO rOCyJapCTBEHHOT'O
o0pa30oBaTeabLHOTO CTaHAapTa.

Jiist mpoBe/ieHUs 3aHATUHM JIEKIIMOHHOTO TUIIA, 3aHATUI CEMUHAPCKOTO THIIA,
IPYNIOBBIX W HUHIWBUIYAIbHBIX KOHCYJNbTAIMM, TEKYIIEro KOHTPOJIS W
MPOMEKYTOUHOM arTecTallud B Yy4eOHOM TMPOIECCe AaKTUBHO HCIHOJIb3YIOTCS
CJIEIyIOIIME CIeUaIbHbIE TOMEIICHUS:

- yuyeOHbIE ayAUTOPUHU, OCHAIIECHHBIE CHEIUATM3UPOBAHHON MEOEbIo,
JEMOHCTPALIMOHHBIM ~ 000py/lOBaHUEM (MYJIbTUMEAUUHBIA MpPE3eHTAIMOHHBIN
KOMILJIEKC B COCTaB€ IPOEKTOPA, 3KpaHA, AKTUBHOM aKyCTHYECKOW CHCTEMBI,
MEPCOHAILHOTO KOMIBIOTEpa) W y4eOHO-HATJISIIHBIMU TMocoOusMu (B T.4. B
anexkTpoHHoM Bujae) (aya. 303 (kommbroTepHbld Kiacc), 309 (mabGoparopus
MH(OPMAIMOHHBIX TEXHOJIOTHI).

JIist caMoCTOSATENBHOM padOThHI CTYIEHTOB IIPEIHA3HAUCHBI:

- aya. 209 (udraneHbBIi 3al1), OOOPYIOBAaHHBIE IEPCOHAIBHBIMU
KOMIIBIOTEpaMH, OOECIIEUMBAIOLUIMMH JIOCTYIl K 3JEKTPOHHOM HMH(OpPMAaIMOHHO-
oOpa3oBaTenpHOM cpefe opraHusauuu, K cetu «/HTepHeT», K 3JIeKTPOHHBIM
OMOTMOTEUYHBIM CUCTEMAM.

[Tomemienne ans  XpaHeHUS M OPOPUIAKTHUECKOTO  OOCITYyKUBaHUS
yueOHoro obopynoBanus (aya. 03, 122).

[Ipy HEoOXOAMMOCTHM B YYEOHOM IMPOLIECCE MCIONIB3YIOTCS KOMIUIEKTHI
NEPEHOCHBIX IEMOHCTPALIMOHHBIX KOMIUIEKCOB (HOYTOYK, IPOEKTOp, SKPaH).

Bce kommnbroTepsl MHCTHTYTa 00BEIMHEHBI B JOKAJIBHYIO CETh, C KaXJA0r0
U3 HUX BO3MOXKEH BBIXOJ B TNI0OANbHYIO ceTh MHTepHET. MHCTUTYT HCIONB3yeT
BBIJICJICHHBI KaHal cO cKopocThto 10 MO/c. [lyist CTyIEeHTOB UMeEeTCs
BO3MOXXKHOCTh BBIXOJIa B CeTh MHTEpHET ¢ MOOMIBHBIX YCTPOHCTB MOCPEICTBOM
cetu WiFi, koTopas yctaHoBlIeHa B UMTaIbHOM 3ajie UHCTUTYTA.

[IpoBeaeHue JAeKUMKA MO AUCLHMILUIMHE COMPOBOXKIAETCS MCIOJIb30BAHUEM B
KauecTBe y4eOHO-HATJISATHBIX MaTepPUAJIOB CIalI-TIPe3eHTAIIUIMU

7. BOCIIMTATEJIbBHAS PABOTA

Bocnutanne ~— oOyvarommxcsi  HpU  OCBOGHMHM  UMH  OCHOBHBIX
npodeccHoHaNbHbIX ~ 0Opa3oBaTenbHbIX  mporpamMm  (mamee —  OIIOII)
OCYIIECTBIISIETCS HA OCHOBE pabodeil MporpaMMbl BOCIUTAHUS W KaJCHIAPHOTO
IJ1aHa BOCIIUTATENbHOM paboThl, BKitouaeMmbix B OITOIL.

[lenp BocmuTaTeNbHOM pabOTHI — CO3JaHUE YCIOBUM JJIsI aKTUBHOMU
KUBHEJEATECIPHOCTU  OOyYalolmMXcsl, WX TPaxAaHCKOrO CaMOOIpeaeeHus,
po¢heCCUOHAIBHOTO CTAHOBJICHUS u VHIUBUTY AJIbHO-JIMYHOCTHOM

caMopealiu3allid B  CO3HMJATCIIBHOM  JEATEeIbHOCTH IS yJAOBJCTBOPCHHMS
NOTPEOHOCTEH B HPAaBCTBEHHOM, KYJIBTYPHOM, HHTEIUICKTyaIbHOM, COLIMAILHOM H
poheCCHOHAIBHOM Pa3BUTHH.

3amauyd  BOCIUTATEIBHOM  pabOTBI:  pa3BUTHE  MHPOBO33PCHHUS U

aKTyajn3anust CHUCTCMBI 0a30BBIX HCHHOCTeﬁ JINYHOCTH, HpI/IO6HleHI/Ie K
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OOIIEYeIOBEYECKUM HOPMaM MOpPaJi, HAITMOHAIBHBIM YCTOSIM M aKaJeMUYECKUM
TPaauIMSAM; BOCHUTAHUE YBAXXEHUS K 3aKOHY, HOpMaMm KOJIJIEKTUBHOW >KHU3HH,
pa3BUTHE TPAXKIAHCKOW M  COLMAIBHOM  OTBETCTBEHHOCTHU, BOCHHUTAHUE
MOJIOKUTEJIIBHOIO OTHOWIEHUSI K Tpyay, (opmMupoBaHHe KyJIbTYpbl M OSTHKU
npodeccuoHanbHOrO0  00IIeHUs;  (GOPMHUpPOBAHME  JUYHOCTHBIX  KAyecTs,
HE0OX0MUMBIX TS A3 PeKTUBHON MpodhecCHOHATBHON JAESITEIbHOCTH; BOCIIUTAaHUE
BHYTPEHHEHN MOTPEOHOCTH JIMYHOCTH B 3JJOPOBOM 00pa3e KU3HU, OTBETCTBEHHOTO
OTHOUIEHUS K TPUPOJAHOM M COLHMOKYJIBTYPHOH Cpelie; MOBBIIICHUE YPOBHS
KYJIbTYpbI 0€3011aCHOTO MOBEICHUS.

Ocobennoctn u Tpaguuuu HMHCTUTYyTa O0O0YCIOBIMBAIOT —CJEAYIOIINE

OCHOBHBIE  HAIlPaBJIECHUS  BOCIHUTATEIBHOM  pabOTBL:  MAaTPUOTHUYECKOE,
rpakIaHCKOE,  JYXOBHO-HPAaBCTBEHHOE,  KYJBTYPHO-TBOPYECKOE,  HAYYHO-
o0Opa3oBaTenpHOE, poheccCuoHaTBEHO-TPYI0BOE, BOJIOHTEPCKOE

(moOGpoBoJibueCKOE),  dKOJIOorMYeckoe, (usznueckoe. Buasl  nesITEIBHOCTH
oOydJaronxcss B BOCIUTATEIbHOM cHUCTEME OOpa30BATEIbHON OpraHU3ALMH:
IPOEKTHAs JIEATEIbHOCTh (KAaK KOJUIEKTUBHOE TBOPYECKOE JIEJ0), BOJOHTEpPCKas
NeSATEIbHOCTh,  y4eOHO-HMCCIIeIOBAaTENbCKAass W HAyYHO-HCCIIEOBATEIbCKAs
JESATENBbHOCTD, JOCYTrOBasi, TBOPUECKAsI U COUUAIBHO-KYJIbTYpHAs AEATEIBHOCTh U
Ap.

BocrurarensHblii  mOTeHIMAT —y4eOHO-MCCIENOBATENLCKOM U HAy4YHO-
HCCIIEIOBATEIIbCKOW  JIESITEJIBHOCTH  PEAIU3yeTCs B IIPOLECCE  Pa3BUTHUA
MCCJIEI0BATENECKOM KOMIIETEHTHOCTH O0y4YaroIINXCa Ha IPOTSYKEHUU BCETO CPOKa
ux oOyuyenuss B  MuctutyTte.  Pe3ynpTaThl  CTYJIEHYECKOM  Hay4HO-
HCCIIEIOBATENbCKON JEATEIbBHOCTH MPOXOAAT anpoOalyio B paMKax Hay4HbIX U
HAayYHO-TIPAKTUYECKUX KOH(MEPEHIMN Pa3IuyHOTO YPOBHS, B T.4. KOH(EpPEHIHH,
OpraHu30BaHHbIX HCTUTYTOM.

ColMaibHO-KYJIBTYpHasi W TBOpYECKash JIESITEIBHOCTh OOYUYarOIIUXCs
peanuszyercsi TpU OpraHv3allMi W TPOBEJCHUM 3HAUYUMBIX COOBITUH U
MEpOTPUSATUM IrpaXJaHCKO-TTAaTPUOTUYECKOM, Hay4YHO-HUCCIIEN0BATENBCKOM,
COIIMOKYJBTYPHOH U  (UBKYJIBTYPHO-CIIOPTUBHON  HANPABJICHHOCTU. Bubl
TBOPYECKOW  NEATENbHOCTH oOydarommxcs B MHCTUTyTE:  My3BIKaJIbHOE
TBOPYECTBO, Xopeorpaduueckoe TBOPUECTBO, TeaTpadbHOE TBOPYECTBO, HAYYHOE
TBOPUYECTBO, MEIUANPOEKTHI U JIP.

BononTtepckas aesTenbHOCTh O0YUaIOIIMXCS — IIUPOKUHN KPYT HAIIPABJICHUMA
CO3UJATEIIPHON JCSTEIBHOCTH, BKIIOYAIOIINN pa3inyHble POPMBI TPakIaHCKOTO
yuyactus. [lo wuHHMIIMaTHBE OOYyYalOMIMXCS W TPU HX AaKTUBHOM YYacTUH B
HNHCcTUTYyTE OCYIIECTBIISIET CBOIO I€ATEIbHOCTh JOOPOBOJIBYECKUN OTPAT «MbD».

Peanuzanuio PaGodeil mporpamMmbl BOCHHUTaHWS TOMOTaeT oOecrnedyrBaTh
B3aUMOJICHCTBUE C Pa3JIMYHBIMU COIMAJIBHBIMU HMHCTUTyTaMU, CyOBbEeKTaMu
BocnuTanusa. (Ocoboe 3HaueHHWe I BOCHUTATEIBHOTO Mpolecca HMEET
OpraHu3alys MPAKTUYECKON AEATENTbHOCTH OOyYalolUXCs C IEJIbI0 Pa3BUTHS
npoeCCUOHANIBHBIX KOMMETEHIMH B yciaoBUAX WHCTUTYTa W OpOoPUIBHBIX
YUPEKICHUN U OpTaHU3ALUN.
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8. OCOBEHHOCTHU OBYYEHUSA NHBAJINIOB U JINIL C
OI'PAHUYEHHBIMHA BO3MOKHOCTAMMU 310POBbSA

B npouiecce nzydeHus: TUCHUIUIMHBI U OCYIIECTBICHUS MPOLEAYP TEKYILEro
KOHTpPOJISL YCIIEBAEMOCTH M MPOMEXKYTOUYHOM aTTecTallud WHBAJIUAOB W JIUIl C
OTPaHUYCHHBIMA BO3MOXHOCTSIMH  3JI0POBBSl TPUMEHSIIOTCS aJalTUPOBAHHBIC
dbopMbl  00yyeHUST C€ YYETOM HHIMBHIAYAIbHBIX MCUXO(PU3NOIOTHUECKUX
0COOEHHOCTEH.

OOyueHue Ml C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMU UM  HMHBAJIHUJIOB
OpraHU3yeTCcsl KaKk COBMECTHO C JPYrMMH OOYYArONIMMHCS Ha JEKUMOHHBIX H
NPAKTHUECKUX 3aHATHUSX, TaK U M0 MHIWBUIYaJTbHOMY yueOHOMY MiaHy. Bo Bpems
MPUEMHOMN KaMIIaHUH, & TAKXKE BO BPEMSI CIaY Pa3IUYHbIX (POPM MPOMEKYTOUHON
U TOCYJApCTBEHHOM WUTOTrOBOM arrectaiuu B MHCTUTYTE CO3/1aHbl HEOOXOIUMBIE
YCIOBHSl U1l OKa3aHWs TEXHWYECKOM TIOMOIIM MHBaIUAaM M JIMIAM C
OTpaHUYECHHBIMA BO3MOKHOCTSMH 3JI0pOBbsl (TP HEOOXOIMMOCTU MOKET OBITh
JOMYIIEHO IPUCYTCTBUE B ayAUTOPUU ACCUCTEHTOB, CONPOBOXKAAKOLIUX JIMII,
COOaKHU-TIOBOJIBIPS U T.I1.).

OOyuyarommecs W3 4MclIa UWHBAIMIOB UM JIMIL C OlPAaHUYCHHBIMU
BO3MOXXHOCTSIMU  3/10POBbs, IPU HEOOXOJUMOCTH, MOIYT OBIThb 00€CIeYeHbI
AJIGKTPOHHBIMU M T€YaTHBIMU O0Opa30BaTEIbHBIMU PECypcaMu C YUYETOM HX
UHAMBUIYAIbHBIX MOTpeOHOCTEN. g peanu3anuu JOCTYNHOH Cpelapl Mpu
HEOOXOJMMOCTH B yYE€OHOM IPOLECCE MOTYT OBbITh 3aJ€HCTBOBAHBI JIOKYMEHT-
KaMmepa JUisl YBEJIMYEHUS TEKCTOBBIX (PparMEHTOB M M300pakeHui (A JuIL C
HapyLIEHUSIMH  3pEHHUs) M NEPEHOCHas WHIYKUWOHHAs  CUCTeMa Ul
cnabocnpimammx «Mctok» A2 cO BCTPOEHHBIM IIJIEEPOM — 3BYKOBBIM
UH(OPMATOPOM.

OBC  «YHuBepcuterckas  OuOMMOTEKa  OHJIAWH»  MPEAOCTABIISET
oOyuatommumcst ¢ OB3 (mo 3peHuro) psjg BO3MOXKHOCTEH [Jisi oOecreueHus
sapdexkTuBHOCTH Tpouecca oOydeHus. [Ipum yreHun macimita® cTpaHUIlBl caiiTa
MO>XHO YBEJIIMYUTh C IMOMOLIBIO CIELUAJIBHOIO 3HAYKa Ha TIJIABHOW CTpPaHULIE.
MoHO HCNONB30BaTh TMOJHOSKPAHHBIA PEXUM OTOOpaXKEHHUS KHUTU WIIH
BKJIFOUWTH O3BYYMBAHHME HEIOCPEJICTBEHHO C CailTa IpU IOMOILM IIPOrpamMmm
sKpaHHOTO Joctyna (Hampumep, Jaws , «Balabolka»). CkaunBaembie (hparMeHTHI B
dbopmare pdf, wumerommMe BBHICOKOE KayeCTBO, MOTYT  HMCIIOJIb30BaThCS
TudIonporpaMmMamMu JUisi  TOJOCOBOTO O3BYYHMBAHHUS TEKCTOB, MOTYT OBITh
3arpy>keHbl B TU(JIOMIEEphl, a TaKKe CKOMMPOBAHBI Ha JHO0OE YCTPOMCTBO IS
KOM(OPTHOTO UTEHUS.

CepBuc ObC «lluTaTHUK» MOMOTraeT IOJb30BATENO W3BJIEYb IUTATy M
aBTOMATHYECKH (POPMUPYET KOPPEKTHYIO OHOIMOrpadMyeckyro CChUIKY, YTO
OCOOEHHO aKTYallbHO HJIsi JIMI] C OFPAaHUYEHHBIMH BO3MOXXHOCTSMH U 0OJierdyaer
MPOLIECC HAMKMCAHUS KypCOBOM WIIM BBIITYCKHOM KBAJIM(PUKALMOHHON paOOTHI.

Jlist moaroToBKM K 3aHsATHAM oOydaromuecss ¢ OB3 (mo 3peHuto) moryt
UCIONB30BaTh MoOuiIbHOE mnpuinoxenne ObC «Jlanby, npeaHasHaueHHOE IS

O3BY4YMBaHUA TCKCTAa KHUIH. Pexum A0CTYyIIA: BHCKTpOHHBIﬁ, IMPUIIOKCHHUC
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CKayMBaeTCsl 00Yy4aroIMMCsl CaMOCTOSITENbHO ¢ caiita e.lanbook.ru, Heobxonumoe
ycinoBue: ObITh 3apeructpupoBaHHbiM B OBC «Jlanby. Mcnonb3yercst cBOOOIHO
pacmpocTpaHsiemasi mporpamma 3KpaHHoro noctymna Nvda.

[TonpoOHee 00 opraHm3ayu IOCTYITHOW CPEAbl CM. COOTBETCTBYIOILIUHM
pas3ziest OCHOBHOM MpoQeCCHOHANTBHON 00pa30BaTeIbHONM MTPOTPAMMBI.
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