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1 MNOACHUTEJIbHASA 3AIIUCKA
1.1 euap u 32124y AU CHUIITAHBI (MOTYJI51)

Heny  mucummumuel  «u¢gpoBass  TpaHchopMamus  CHCTEMBI  KaJApOBOH
AOKYMEHTAIlUW» - TIOJTOTOBKAa OaKalaBpOB, BIAJICIONIMX HABBIKAMHU aHAM3a COBPEMEHHOTO
COCTOSIHUSI CHCTEMBbI KaJJpOBOM TOKYMEHTAINH, YMEIOIINX MPUMEHSITh COBPEMEHHBIE IU(PPOBHIE
TEXHOJIOTMHU B PaMKax MPaKTUYECKON IEATEIIbHOCTH.

321,[[21‘11/1 JUCHHUIIINHBI:

* AHanu3 3TanoB CKJIAaJbIBAaHUS U Pa3BUTHS CUCTEMBI KaIpOBON IOKYMEHTALIUH,
BBISIBJICHHE OCOOCHHOCTEH CHCTEMBI B pa3HbIE MIEPUOIBI;

* OrmnpeneneHue TEHACHUMM pa3BUTHA 3aKOHOJATENbHBIX W  HOPMAaTHUBHBIX
TpeOOBaHUN K JOKYMEHTHPOBAaHMIO W OpraHU3allid pPabOThl C KaJPOBBIMH
JOKYMEHTAMU;

* N3yyeHue  COBPEMEHHBIX  IPABOBBIX  AKTOB,  PETYIUPYIOLIUX
JOKYMEHTAIIMOHHOTO 00ECTIeYeHUs YIIPABICHHS IEPCOHAIIOM,

*  3naHue 3TanoB HM(PPoBoii TpaHchOpMALUHN KAAPOBOH JOKYMEHTALNH,

*  OBnaxeHHe METOAUKON pa3pabOTKH, COCTaBICHHS M O(GOPMIICHHUS KaIPOBBIX
JOKYMEHTOB C Y4ETOM ITU(PPOBOI COCTABISIOICH 3TOH NEATETHLHOCTH,

* l3ydyeHwe METOAMKH BHEAPEHHS JJICKTPOHHOTO JOKYMEHTOOOOpoTa B cdepe
TPYIOBBIX OTHOILICHU;

*  @®opmHpoBaHHWE YMEHUH pa3paOOTKH W BHEIPEHUS JIOKAJIBbHBIX HOPMATHBHBIX
aKTOB II0 YIPABJICHUIO IIEPCOHAIIOM;

chepy

*  Hzyuenue HanpaBieHui nudpoBuU3aiui padboThl KaAPOBOU CIIYKOBI.

1.2 IlepedyeHb NuIaHMPYeMBbIX Pe3y/JIbTATOB 00y4eHUsI 110 JUCHHUILINHE (M00)J110),
COOTHECEHHBIX ¢ HHANKATOPAMH J0CTUKEHUSI KOMIIeTeHIUIi:

Komnerenuus
(KOJ1 1 HANMEHOBAHME)

NHaukaTopbl KOMIETEHUMI
(K021 1 HAHMEHOBAHMUE)

PesyabTaThl 00yuenus

ITIK-7. CniocoOen
OCYIIECTBIIATh
JTOKYMEHTAIHOHHOE
obOecreueHune
ACATCIBbHOCTH I10
noadopy, OICHKE,
paBBI/ITI/IIO nu OpFaHI/ISaHI/II/I
Tpy/a nepcoHasa

IIK-7.1. IlpumeHsieT IpaBOBbIE U
TEOpETHUYECKUE 3HAHUS TIPH
JOKYMEHTHPOBAaHUH TPYAOBBIX
OTHOIIEHHH, JOKyMEHTHPOBaHUU
MIPOXOXKJICHHSI TOCYIapCTBEHHON U
MYHUIIUTIATBHON CITyObI, paboTe
C MEePCOHAILHBIMU JIAHHBIMU U
KOH(pUICHIUATBHON
uHpopMarmen

3HaTh: MPaBOBBIE HOPMEI B chepe
yIPaBJICHHS TIEPCOHAIIOM U
KaJpOBOTO JIEIOTIPOU3BOICTBA
YMeTh: MPUMEHSITh TEOPETUYECKUE
Y TIPaBOBBIE 3HAHUS MPU
JOKYMEHTUPOBAHUU TPYIOBBIX
OTHOIICHUI U CITYyKEOHOM
JEATEILHOCTU

Brnaners: HaBbIkamMu pabOTHI C
MePCOHATHHBIMU JAHHBIMU U
KoH(DUIEeHITMAIBHO T HHpOpMaImei

[IK-7.2. CocraBnser kKaApOoBYIO
JOKYMEHTAINI0, paboTaeT C
JOKYMEHTAUMEH 0 JINYHOMY
COCTaBY B I'OCYJIapCTBEHHBIX
opraHax, OpraHax MeCTHOTO

3HaTh: NpaBuia COCTaBJIECHUS
KapoOBOH JOKyMEHTAIMU 1 pabOTHI C
JOKYMEHTaMU 10 JUYHOMY COCTaBY
YMeThb: TOKyMEHTUPOBATh
TPYJOBBIE OTHOIIEHHUS U




CaMOYIPaBJICHHS M OPraHU3AIMIX | CIY)KEOHYIO AesITeIbHOCTh B
pa3nu4HbIX (HOPM COOCTBEHHOCTH | TOCYAApPCTBEHHBIX OpraHax, OpraHax
¥ OpraHu3allOHHO-TIPABOBBIX MECTHOTO CaMOYTIPaBJICHUS U

bopm OpraHu3alUsAX PA3INIHBIX GOPM
COOCTBEHHOCTH M OPTaHU3alIMOHHO-
MIPaBOBBIX GOpM

Brnanets: HaBbIKaM# paboTHI €
JOKYMEHTaMH T10 INYHOMY COCTaBY
B TOCYJIapCTBEHHBIX OpraHax,
OpraHax MECTHOTO CaMOYIPaBICHHS
Y OpraHu3alMsIX pa3IudHbIX Gopm
COOCTBEHHOCTHU M OPTaHU3aLMOHHO-
IPaBOBBIX OpM

I1K-7.3. Ucnoas3yer 3HaTh: NOPSI0K
MH(pOPMAIMOHHbIE CUCTEMBI TS (yHKIMOHUPOBAHUS
JOKYMEHTUPOBAHUS TPYAOBBIX MH(OPMAIMOHHBIX CUCTEM B
OTHOIICHUI U CITy)KEOHOM TPYIOBOI chepe

JEATeNbHOCTH, PabOTHI C YMeTb: MpUMEHSTh

KaJIpOBOM JOKYMEHTaLUEH MH(OPMAIMOHHbBIE CUCTEMBI TIPH

paboTe ¢ KaIpoBOi TOKyMEHTaIuei
Bnaners: HaBBIKAaMH
COBEpILIEHCTBOBAHUS pabOTHI
KaJIpOBBIX NIOAPA3ACICHUN HA
OCHOBE IPUMEHEHHUSI COBPEMEHHBIX
MH(GOPMAIIMOHHBIX TEXHOJIOTH

1.3 Mecro qucuumInHbI (MOayJs1) B CTPYKType OCHOBHOM 00pa3oBaTe/bHOM
NMPOrpaMMbl
Hucturmumna «ludpoBas Tpancopmaiusi CcUCTEMBbl KaApOBOM  JOKYMEHTAIHID)

OTHOCHUTCS K 4YacTH, (OpMHUPYEeMOHl ydaCTHHKaMHM 0Opa30BaTENbHBIX OTHOIICHUH OJ0Ka
JIUCUUIUIMH y4eOHOTO TUIaHa.

JUnisi OCBOEHMSI JMCHUIUIMHBL (M0O0Y/s) HEOOXOIUMBI 3HAHUS, YMEHHUS U BIAJCHHS,
copMUpOBaHHBIE B XoJe Wu3ydeHHs aucuuiuinH «KaapoBoe Aemonpou3BOICTBOY,
«/loxymeHToBEIEHUE.

B pesynbprare OcBOEHHS IUCHMIUIMHBI (MOAyMs) (OPMHUPYIOTCS 3HAHUS, YMEHUS WU
BJIQJICHUsI, HEOOXOAUMBI Ui OCBOCHUS CIEAYIOIMIMNX JUCHUILTNH: «HPOpPMAaLMOHHBIE CUCTEMBI
B KaJJpOBOH CITyKOe».

2 CTPYKTYPA JUCHUILIMHBI (Moxys)

OO0mast Tpy10eMKOCTh TUCIUIUTHHEI cocTaBisieT 3 3.e., 108 u.

CTpyKTypa AU CUMILIMHBI /151 04HOH (pOpMBbI 00ydeHUsI
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O0beM AUCHUIIITUHBI B ()OpME KOHTAKTHOW PAaOOTHI OOYYAIOMIUXCS C TEAaroTHYECKUMU
paboTHUKaMU ¥ (WITU) JIMIIAMH, TIPUBJIEKAEMBIMHU K pean3anuu 00pa3oBaTebHON MPOTpaMMbI
Ha UHBIX YCIIOBUSX, MIPU POBEJCHUH YUCOHBIX 3aHATHH:

Cemectp | Tun y4eOHBIX 3aHATHIA Komnuec
TBO
9JacoB
2 Jlexuun 24
2 Cemunapsl/mabopaTopHble pabOThI 36
Bcero: 60

O0beM AUCIUTITUHBI B POPME CaMOCTOSTETbHON pabOThI 00YUYAIOIIMXCS COCTABISET 48
aKaJIEMUYECKUX YACOB.

CTpyKTypa IMCUMIIMHBI /ISl 0O4HO-3209HOH (OPMBI 00y4eHUsI

OO0beM IUCHUMIUIMHBI B ()OpME KOHTAKTHON DPabOTHl OOYYAIOIIMXCS C IIEJAarOrHYeCKUMH PaOOTHUKaMH U
(vm) JMIaMy, MIPUBJIEKAEMBIMHU K peasu3anny 00pa3oBaTelIbHOW NpOrpaMMBbl Ha MHBIX YCIOBUSIX, IIPH ITPOBEICHUHN
Yy4eOHBIX 3aHATHH:

Cemectp Tun yaeOHBIX 3aHATHIA KonunuectBo
4acoB
2 Jlexuun 16
2 CemuHapbl/1abopaTopHbie pabOTHI 20
Bcero: 36

O0beM AUCIUTITUHBL B POPME CaMOCTOSATEIbHON pabOThI 00YUYAIOIINXCS COCTABIISAET 72
aKaJeMHYECKUX YacoB.

CTpyKTypa AUCHUNJIMHBI J1J15 3209HO0H GOopMBbI 00yUeHusI

OO0beM IUCHMIUIUHBI B ()OpME KOHTAKTHON paboThl OOy4aromuXcsi ¢ MeJarormyecKuMH
paboTHUKaMU U (WJIK) JIMIAMH, TIPUBJIEKAEMBIMU K peaji3alii 00pa3oBaTeIbHON MPOTrpaMMbI
Ha MHBIX YCIIOBUSX, IPU MPOBEICHUH yUEOHBIX 3aHATHIA:

Cemectp | Tun y4eOHBIX 3aHATHIA Komnuec
TBO
4acoB
2 Jlexnuu 12
2 Cemunapsbl/mabopaTopHbIe pabOThI 12
Bceero: 24

O0beM AUCIUTLTUHBI B POPME CaMOCTOSATETbHON pabOThI 00YUAIOIIMXCS COCTABIISAET 84
aKaJIEMIYECKUX YACOB.

3 COJEPXAHME JACHUILIMHEI

Ne HaunmenoBanue pasaeiia Coaepxanne
AU CHHUINIHHBI
1 TenneHnuu pa3BUTUS CUCTEMBI Otansl GOPMUPOBAHUS CUCTEMBI KaJPOBOI
KaJIpOBOM JOKYMEHTALUH JoKymeHTanuu B Poccun.
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KanpoBast nokyMeHTaluu B JOPEBOJIIOLIUOHHBIN
IIEPUOI.

Yuaudukanus kaapoBoit fokymeHTanuu B CoBeTckuit
IIEPUOI.

N3meneHus B cuctemMe KaApoBOM JOKYMEHTALUU B
IIOCTCOBETCKOE BpeMsl. COBpEMEHHBIE TEHICHIIUN
Pa3BUTHUS CUCTEMBI KaIPOBOU TOKYMEHTALUU.

Tpancdopmanus moIxoa0B B
paboTe ¢ KaapoBOit
JOKyMEHTaLUEN

N3meHeHus B TPyJOBOM 3aKOHOJATEILCTBE C CBS3H C
HanumonansHoit IIPOrpaMMon «qudposas
SKOHOMHUKAY.

DKCIIEpUMEHTBHI 110 NIEPEBOTY KaIpOBOM
JOKYMEHTALUU B DJICKTPOHHBIA BUJL.

TpynoBast KHMKKa paOOTHUKA U CBEJICHHSI O TPYIOBOM
NeATeIbHOCTH Pa0OTHUKA: HOBBIE MTPaBUIIA
JOKYMEHTUPOBaHUS HH(OPMAIIH O TPYAOBOM
NEATEIbHOCTH U TPYIOBOM CTaXe pabOTHHUKA.

3azauy KaJpoBOTo MOAPA3IEIEeHUs IO peopraHu3auu
nopsizika paboThl C TPYIOBBIMU KHM)KKAMHU U
0COOEHHOCTH BeJICHHE CBEACHUH O TPYJOBOH
JEATENbHOCTH PAOOTHUKOB C y4ETOM HCIIOJIB30BAHUS
COBPEMEHHBIX HH(POPMAITUOHHBIX TEXHOJIOTHH.
JIOKyMEHTHUpPOBaHHUE TUCTAHIIMOHHON pabOTHI C
IIPUMEHEHHUEM DJIEKTPOHHBIX JOKYMEHTOB.
[Tpo6eMbl TOKaTBEHOM periaMeHTaIluH KaJpOBOTO
JeTIOTIPOM3BOICTBA B YCIOBUAX IIU(PPOBU3ALIHH.
JIOKyMEeHTHUpOBaHUE pabOTHI C HEPCOHATBHBIMH
TAHHBIMU B JIEKTPOHHOM cpefe. Cornacue Ha
00paboTKy MMepCOHABHBIX TAHHBIX.

[Tonosxenne o paboTe C NEPCOHATBHBIMU TaHHBIMHU.
O06paboTka nmepcoHaNbHBIX JAHHBIX C
HCIIOJIb30BAHUEM CPEJICTB aBTOMATHU3ALUU.

DJNEeKTPOHHBIN TOKYMEHT B cepe
TPYIOBBIX OTHOLICHUI

CocTtaB KaJpOBBIX TJOKYMEHTOB, IPUMEHSIEMBIX B
cdepe TpynoBbIX oTHOJIEHUH. COBpeMEeHHbIE
TpeOOBaHUS K COCTABJICHUIO, 0(OPMIICHUIO U

IO I CAHUIO KaIPOBBIX JTOKYMEHTOB. EUHBIN cOCTaB,
¢opMBbI U POpMATHI KAJPOBBIX TOKYMEHTOB.
Cornacue pabotHukoB Ha BeneHre K9J10.
WHpopmalioHHbIE CUCTEMBI JUTS BEICHUS
3JIEKTPOHHOT0 KaJIPpOBOr0 JOKYyMEHTOO00POTA.
Jlnunblii KabuHeT paboTHUKA U pabOTOJATEINS.
DJeKTpOHHAs MOAMUCH — BO3MOXKHOCTH U
OTpaHUYEHUs IPUMEHEHUS B KaJ[pOBOM
JE0NPOU3BOACTBE.

3aKIII0YeHNE TPYAOBBIX JOTOBOPOB B 3JICKTPOHHOM
BUJIC.

OOMeH kaapoBBIMH J0KyMeHTaMu B pamkax KO/10.
ObecnieueHne IOPUINIECKON 3HAUMMOCTH KaJIpOBBIX
JTOKYMEHTOB.
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4 Buenpenue kanpoBoro
AIIEKTPOHHOTO
JOKYMEHTO0000pOTa B
JEATeNbHOCTH OpraHU3aLus

Oranel BHeapenus K3 10.

PazpaboTka riaHa BHEIpEHUSI.

OntuMuzanus JOKyMEHTaIlMOHHBIX IPOLIECCOB B
cdepe yrpaBiIeHHs TIEPCOHATIOM.

Bri6op IT-pemenus.

Crnenuanu3upoBaHHbIE IPOTPAMMBI JUIs1 BEJICHUS
K3J10.

[TonroToBka KOMIUIEKTA TOKYMEHTOB MO BHEAPEHHUIO.
JloxanbHble HOpMaTUBHBIE akThl 0 BHeApeHnu K310,
ocymectBieHnu D/] B chepe TpyHOBBIX OTHOIICHHU,
MH(OPMAIIMOHHOM B3aUMOJICHCTBUH C PAOOTHUKAMH,
MCIOJIb30BAaHUU HEOOXOJMMOTO BHJIA 3JIEKTPOHHOM
OJIITHCH.

Opranuzanus quanora ¢ pabOTHUKaMU B X0J1€
BHeapeHus KO J1O.

5 DNeKTpOHHBIE U U(POBBIE
CEepBUCHI

B paboTe KaJipOBbIX
NOApa3IeICHUN

CoBpeMeHHbIE IO1X0/1bI K UH(POPMALIMOHHO-
CIpaBOYHON paboTe B paboTe KaAPOBBIX
MOApa3ICICHUN.

Benenue 06a3 naHHBIX.

[IpuMeHeHNe «MCKYCCTBEHHOTO MHTEIUIEKTa» B
JESITEIbHOCTH KaJIpOBBIX MOJPa3/IEICHHM.

Cnaya 0T4ETHOCTH KaJIpOBBIMH MOAPA3AEICHUSIMHU C
MCTIOJIb30BAHNEM 3JICKTPOHHBIX ()OPM U PECYPCOB.
OnexTpoHHble pecyperl Poctpyna, IIOP, ®CC u np.,
MO3BOJISIOIINE COBEPIIEHCTBOBATEH PA0OTY KaJPOBBIX
MOJIpa3ACIICHUI U OAPA3AEIEHUN 110 YIIPABICHUIO
IIEPCOHAJIOM.

Bomnpoce! xpaneHus KagpoBOU TOKYMEHTALUH,
CO3/IAaHHOM B DJIEKTPOHHOM BHJIE.

Oco0eHHOCTH XpaHeHHS KaIPOBBIX IOKYMEHTOB B
CXO/L.

4 OBPA3OBATEJ/IBHBIE TEXHOJIOI'MH

I[J'IH MIPOBCACHU y‘le6HBIX 3aHATUH I10 JUCIHUIIIIMHE UCITOJIB3YIOTCA pa3JIUIHbIC O6pa30BaTeJ'H>HI>IC TCXHOJIOTHMH. I[J'IH
OpraHmu3anuun yqe6H0r0 mponecca MOXKET OBITH HCIOJIL30BAHO OJICKTPOHHOC O6y‘l€HI/I€ u (I/IJ'II/I) JUCTaHIIMOHHBIC

O6pa30BaTeJ’IBHLIe TCXHOJIOI'HH.

S OHLEHKA IINTAHUPYEMBIX PE3YJIbTATOB OBYYEHUSA

5.1 CucreMa oneHMBAHUA

B pesynbrate TEKylero M INpoMeXyrOo4HOIO KOHTPOJIS 3HAHUW CTYIEHTHI IOJIy4aroT

COOTBCTCTBYIOIIYIO OLICHKY 34 3a4cCT.

Dopma Konmponsa

Makc. konuuecmeo 6an106

3a oomny Bceeo
pabomy

Texymuil KOHTPOJIb:




- KontponpHas padora Ne 1 10 6annos 10 6annos

-IIpakTyeckoe 3aHsTue

10 bannos 50 6annos

[TpomexyTouHas aTTecTanus 40 6annos
HToroas KOHTpoJIbHas paboTa

(3auer)

Htoro 3a cemecTp (IMCLUILUIMHY) 100 6annos

O1eHKa «yOBJIETBOPUTEIBHOY BBICTABISIETCS OOyJaroniemycsi, HabpasieMy oT 50 1o 67

0a/uIoB 0alJIOB, OILIEHKA «XOPOIIO» BHICTABISETCS oOydaronemycsi, HabpaBmemy ot 68 mo 82

0aJoB, OLIEHKA «OTIMYHO» BBICTaBJIsieTCs oOyuaromemycs, HaOpasmemy oT 83 no 100 Ganos,

c(OPMHUPOBAHHBIX B Pe3yJIbTaTe CyMMHUPOBAaHUS 0AJUIOB, MOJYYEHHBIX IPU TEKYILEM KOHTPOJE

U TIPOMEXKYTOYHOH arTectanuu. [lomydeHHbIN COBOKYIHBIN pe3yabTar (MakcumyMm 100 6amioB)

KOHBEPTUPYETCSA B TPAAULUMOHHYIO IIKAIY OLEHOK M B IIKaJy OLEHOK EBpONENCKON CUCTEMBI

nepeHoca u HakoruieHusi kpeautoB (European Credit Transfer System; manee — ECTS) B

COOTBETCTBUH C TAOIUIEH:

100-6ammmas TpaguuroHHas mKaina Ixana ECTS
HKajza
95 — 100 A
3304 OTnnuHo B
68 — 82 Xoporio 3a4TEHO C
56 — 67 D
30— 55 Y IOBIIETBOPUTEIBHO E
20—-49 FX
HEYJI0BJIETBOPUTEIIBHO HE 3a4TEHO
0-19 F
5.2 Kpwurtepuu BbICTABJICHHUS OLEHKH 110 JUCLHUIIJIMHE
Banasl/ Ounenka mo Kpurtepun oneHkn pe3yjbTaToB 00y4eHHsI MO
xana AUCHHIIIMHE AUCHHIIIMHE
ECTS
100-83/ «OTIMYHO»/ BricraBnsercs oOy4aromemMycs, €Ciid OH IITyOOKO U
AB «3a4YTEHO IIPOYHO YCBOWJI TEOPETUUECKUM U MPAKTUYECKUI
(oTIIIYHO)»/ MaTepual, MOKET IIPOJIEMOHCTPUPOBATH 3TO HA 3aHITHUSIX
«3aUTEHO» U B XOJI€ IPOMEKYTOYHON aTTECTALIUU.

OOyuaromuiicsi UCUEPIBIBAIOIIE U JIOTHYECKH CTPOIHO
u3naraeT yuyeOHbI MaTepHuai, yMeeT yBA3bIBaTh TEOPUIO C
IIPAKTUKOM, CIIPaBJISIETCS C PELLICHUEM 3a/1a4
npodeccuoHaTbHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0’KHOCTH, MIPaBUJILHO 00OCHOBBIBAET NMPUHSTHIC
pelIcHus.

CB000IHO OpUEHTUPYETCS B y4eOHOH 1
npoheccuoOHaNBLHON IUTEpaType.

O1eHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
Y4€TOM PE3yJIbTATOB TEKYILLIEH U IPOMEKYTOUHOU
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Banael/
HIxana
ECTS

OuneHka nmo
JUCHUILINHE

Kputepun oneHku pe3yJbTaToB 00y4eHHs MO
AUCHHIIIMHE

aTTeCTaluu.
KoMmnereniuu, 3akperui€HHble 3a JUCLUIIIMHOM,
c(OpMHUPOBAHBI HA YPOBHE — «BBICOKHII».

82-68/

«XOpoIo»/
«3a4TEHO
(xoporo)»/
«3a4TEHO»

BricraBnsiercs oOy4aromemycsi, €ciii OH 3HaeT
TEOPETUYECKUI U IPAKTUYECKUI MaTepUal, FPaMOTHO U 110
CYILECTBY U3JIaraeT €ro Ha 3aHATUAX U B XOJE
IIPOMEKYTOYHOM aTTECTAllUH, HE JOIYCKasl CYILECTBEHHbIX
HETOYHOCTEH.

OOyuaromuiicsi IpaBUIBHO MPUMEHSET TEOPETHUECKHE
IIOJIOXKEHHUS IIPU PELICHUH IIPAKTUYECKUX 3a1a4
npodeccuoHaTBbHON HANPaBIEHHOCTH Pa3HOTO YPOBHS
CII0’KHOCTH, BJIaJIeeT HEOOXOJMMBIMHU JJIsl 3TOTO HABBIKAMHU
U IpUEMAMH.

JIOCTaTO4HO XOPOILIO OPUEHTUPYETCS B yUEOHOH 1
npoeccuoHaNBLHON IUTEpaType.

O1eHKa Mo TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
Y4€TOM PE3YJIBTATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCTaluu.

Komnereniuu, 3akpemnyi€HHble 3a JUCIUTUITMHOM,
c(OpMHPOBAHBI HA YPOBHE — «XOPOLIHY.

67-50/
D.E

«YIIOBJIETBOPU-
TEIBHOY/
«3aUTEHO
(ymoBnerBopu-
TEJILHO)»/
«3aUTEHO

BrictaBnsiercs o0ydaromiemMycsi, €Ciii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUYECKUI U MPAKTUYECKUN MaTepuall,
JOITYCKAET OTJENbHBIE OMIMOKH MPH €T0 U3JI0KCHUU Ha
3aHATHAX U B XOJI€ IPOMEKYTOYHOM aTTECTALINU.
OOy4Jaromuiics UCTIBITHIBACT ONPEACTIEHHBIC 3aTPYAHCHUS
B IPUMEHEHUU TEOPETUUYECKHUX MMOJIOKEHUN ITPU PELIEHUHN
MPAKTUYECKUX 33]1a4 PO (HEeCCHOHATHLHOM HAPABICHHOCTH
CTaHJIapTHOT'O YPOBHS CJIIOKHOCTH, BIAJACET
HEOOXOIUMBIMH TSl 3TOTO 0A30BBIMH HABBIKAMU U
IpUEMaMHu.

JleMOHCTpHpYeT TOCTATOYHBIN YPOBEHB 3HAHUS yIEOHOMH
JUTEPaTyphl 1O JUCIUILIIMHE.

OreHka 1Mo TUCIUTUIMHE BHICTABIISIOTCS 00YJaromeMycs ¢
y4€TOM PE3yJILTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalUu.

Komnereniuu, 3akpemnyi€HHble 3a JUCIUTUITMHOM,
c(hOopMUPOBAHBI HA YPOBHE — «I0CTATOYHBINY.

49-0/
F,FX

«HCYOOBJICTBOPUTC

JIBHO»/
HE 3a4YTEHO

BrictraBnsiercs oOydaroniemMycsi, €Clid OH He 3HaeT Ha
6a30BOM ypOBHE TEOPETUUYECKHUI U MPAKTHUECKUI
MaTepHall, JI0IycKaeT rpyoble OMMOKH MPH €ro
U3JI0’KEHUU Ha 3aHATHUSAX U B XOA€ MPOMEKYTOUHOMN
aTTeCTalllu.

OOyuaromuiicsi UCTIBITHIBACT CEPbE3HbIC 3aTPYAHEHUS B
MIPUMEHEHUH TEOPETUUYECKHUX TOJIOKEHUH TIPU PELIEHUHT
MPAaKTUYECKUX 3a7a4 Mpo(hecCHOHaTbHON HalIPaBJICHHOCTH
CTaHJIApPTHOI'O YPOBHS CJIOKHOCTH, HE BJIaJICET
HEOOXOAMMBIMHU JJIsl 3TOTO HAaBBIKAMU U MPUEMAMH.
JleMoHCTpHpYeT (hparMeHTapHbIe 3HAHUS YUeOHOI
JIUTEPATYpPHI 110 AUCLHUIIIIMHE.
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Banabl/ Ounenka mo Kputepun oneHku pe3yJbTaToB 00y4eHHs MO
lkana AUCHHIIIMHE AUCHHIIIMHE
ECTS

OreHka 1Mo TUCIUTUIMHE BBICTABIISIOTCS 00YJaromeMycs ¢
Y4€TOM PE3yJITATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCTallu.

KommnereHimu Ha ypoBHE «JOCTaTOYHBIIY, 3aKPEIUIEHHBIE
3a TUCITUTUIMHON, HEe CHOPMUPOBAHEI.

5.3 OuneHouyHble cpeacTBa (MaTepuasbl) VI TEKYIIEro KOHTPOJISA yCIIeBAeMOCTH,
NMPOMEKYTOYHOH aTTecCTALMU 00y4aI0IIUXCS N0 JUCHUILIMHE (MOOYNI0)

Ilpumepnuwie onpocel 0131 KonmpoavHou pabomor Nl :

1. B ueMm cocTouT 3HaueHHME KaJApOBOM NOKYMEHTALMH I OPraHU3aLUU, ACSITEIbHOCTH
anmapara ynpaBJICHHUs, YeJIoBeKa?

2. Ha3oBute TeHACHLMH PA3BUTHS KaJpOBOH JOKYMEHTALMM B Pa3IMYHbIE UCTOPUYECKHE
IIEPUOIBL.

3. Ha3oBuTe OCHOBHBIE COBPEMEHHbBIE TEHACHUMM  Pa3BUTHS  CHCTEMBI  KaJpOBOM
JOKYMEHTALIUH.

4. B uem cocTouT TpaHchopMaIHs MOIX0A0B K BEICHHIO JOKYMEHTAIMH [0 JTUYHOMY COCTaBy?
5. JlaiiTe XapaKTepHCTUKY dTaraM Iepexo/ia Ha SIEKTPOHHBIN KaIpOBbIH JOKYMEHTOOOOPOT.

6. Ilepeuncnure nMpaBoBbIE HOPMBI, OTPAXKAIOLIIE COBPEMEHHBIEC TEHICHLIUH B cepe nndpoBoit
TpaHchopMaIK KaJpoBOW JOKYMEHTAIIHUH.

7. JlaiiTe XapakTepUCTHUKY aKTyaJbHbIM M3MEHEHUSM B paboTe KaJpOBBIX MOJIpA3CICHHIA,
CBSI3aHHBIM C LU(POBOI TpaHchopManMen KaapoBOil TOKyMEHTALIUH.

8. Onummure SKCIEPUMEHTHI, NPOBOJMMBIE Ha TOCYJApCTBEHHOM YPOBHE IO IEPEBOIY

KaJIpOBOM JOKYMEHTALUU B DJIEKTPOHHBIN BUJL.

Hpumepubte KOHmMPpPOJtbHblE 60NPOCHL onsa npwue.)fcymoquoﬁ ammecmavuu.

1. TIpoGiemMbl IOpPUIMYECKOW CHIIBI JIOKYMEHTOB B KaJpOBOM JICIIONPOM3BOJCTBE. B Kakux
ClIydasiX MOKET IPUMEHATHCS NIEKTPOHHASI IOANKCH NTPU BEAECHUN KaJpOBOI TOKyMEHTaluu?

2. Kakue Buapl DJIEKTPOHHBIX IOANMCEW MCIIOJB3YIOTCSI paMKax BEAEHHS KaJpOBOTO
AIIEKTPOHHOTO JOKYMEHTO000poTa?

3. Ha3zoBute 3Tamsl BHEAPEHUS KaAPOBOT'0 3JIEKTPOHHOTO JOKYMEHTOO00pOTA.

4. Kakwue nokajabHbIE HOpMAaTHBHbIE aKThl HEOOXOIMMO pa3paboTaTh U B KAKUE BHECTH U3MEHEHHS

KaJ[pOBOM CITy’K0€, 4TOObI OCYIIECTBIATh PA0OTY C SJIEKTPOHHBIMH KaJPOBBIMHU JTOKYMEHTAMH.
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Kakumu noxymeHTamMu oGopmiIsieTcsi Mepexoi Ha AIIEKTPOHHBIH JOKYMEHTOOOOPOT C
paboTHHKamMu ?

OcobenHocTn paboOTBl € NEPCOHAIBHBIMH  JAaHHBIMH TP HCIIOJI30BAHHHM  CPEACTB
aBTOMAaTHU3AIHH.

[Topsimoxk o¢opMIIEHUsI JTIOTOBOPOB B YCIHOBHSX LU(POBOM TpaHCHOPMALIUK KaJpOBOH
JOKYMEHTALIUU.

OnuiuTe NOpsIoK paboThl CO CBEACHUSMH O TPYAOBOM JEATEIHHOCTH paOOTHUKA.

Kakue nHdopManmoHHbIe CUCTEMbI MOTYT UCIOJIB30BATHCS B JACATEIBHOCTH KaJIPOBBIX CITYXKO.
Ha3zoBuTe 0COOEHHOCTH MX HCHOJBb30BaHUsA. JlaiiTe XapaKTepUCTHKY TEM CHCTEMaM, KOTOpbIe
o0ecreynBaroT MEKTPOHHOE B3aUMO/ICHCTBHE C pAOOTHUKOM.

10. OcoOeHHOCTH JOKYMEHTHPOBAHMS AUCTAHIIMOHHOM (ylalIeHHOM paboThI).

11. HazoBuTEe OCHOBHBIE MPOOJIEMBI, KOTOphIE MOTYT BO3HUKHYTH Ipu BHeApeHun KOJ1O. Kakue
CYLIECTBYIOT ITYTH UX PELICHUS?

12. [lepeuricnuTe BO3MOKHOCTH HCHOJB30BAHUS «HCKYCCTBEHHOTO HHTEUIEKTa» B KaJPOBBIX
MO/Ipa3/ACICHUSX.

13. Kakue anekTpoHHBIE pecypchl U HU(POBbIEe MIaTHOPMBI CIIOCOOHBI MOBBICUT 3(PPEKTUBHOCTD
paboThI KapOBbIX NOapa3aeneHuit? JlaiiTe UM XapaKTepUCTUKY.

14. Onumure 0COOEHHOCTH XpaHEHUS KagpOBOM TOKYMEHTAlMM C Y4YETOM HCIOJIb30BAHUS
U(POBBIX TEXHOJIOTHH. B uem coctout cnenndurka XxpaHeHUs 3TO KaTeropuu J0KyMeHTOB?
15. Onumure 0coOEHHOCTH BeACHUS HH(MOPMAIMOHHO-CIIPABOYHOM pabOThl B YCIOBHSX
U(POBU3ALUH KaIPOBOU ChEPHI.

16. [lepeuricnuTe OCHOBHBIE HANpPaBICHUS TNPHUMEHEHHsS ITM(PPOBBIX TEXHOJIOTUH B KaapOBOU
nenonpousBoacTee. Jlaiite xapakrepuctuky ongHomy IO, snekTpoHHOMY pecypcy WM

TCXHOJIOTUH.

6  YueOHO-MeTOOMUecKoe U HHPOPMALIMOHHOE OOecTeUeHne U CHMILINHBI
6.1 Cnucok HCTOYHUKOB U JIUTEPATYPHI

Hcmounuku (o6s3amenvhuie)

Koncrurymus Poccuiickoit @enepannu (¢ uamenenusmu Ha 30 nexadps 2008r.). M. 2004

TpynoBoii xoxmekc Poccuiickoit ®enepauun ot 30.12.2001 Ne 197-®3. Ilpunsr

I'ocynapctBennoii JIymoit 21 nexadpst 2001r. (B pen. ot 29.12.2010) // [DneKkTpoHHSBIH pecypc].
— M., 2022. — Pexxum noctyna: https://www.consultant.ru/document/cons_doc LAW_28399/

3akon Poccuiickoit @enepanuu ot 25 okTs0pst 1991 r. Ne 1807-1  «O s13p1Kax HApOJOB
Poccuiickoit ®enepauun» //[Dnexrponnsiii pecypc]. — M., 2022. — Pexum npocryna:

https://www.consultant.ru/document/cons_doc LAW_15524/



https://www.consultant.ru/document/cons_doc_LAW_28399/
https://www.consultant.ru/document/cons_doc_LAW_15524/
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@enepanbhbiil 3akoH PO ot 27.07.2004 Ne 79-®3 «O rocynapcTBEHHOM I'paskIaHCKOM
ciyx6e Poccuiickoit ®eneparum» // [DnexkrpoHHsiit pecypc]. — M., 2022. — Pexxum nocryna:
https://www.consultant.ru/document/cons_doc LAW_48601/

@enepanbhbiii  3akoH  Poccuiickoit  ®enepaumn ot 01.06.2005 Ne 53 «O
rocyaapcTBeHHOM sizbike P®y»// [DnexkrponHslit pecypc]. — M., 2022. — Pexxum pocrymna:http
https://www.consultant.ru/document/cons_doc LAW_53749/

@enepanbhblil  3akoH  Poccuiickont @enepauuun ot 06.12.2011 Ne 402-®3 «O
OyxranTepckoMm yuere»// [DnekrpoHHbld pecypc]. — M., 2022. — Pexum pocryma: http://
https://www.consultant.ru/document/cons_doc LAW_122855/

@enepanbhbiil 3akoH Poccuiickoit ®enepaunn ot 02.05.2006 Ne 59-®03 «O nopsake
paccMoTpeHus oOpalieHuid rpaxkaany// [DnekTpoHHbii pecypc]. — M., 2022. — Pexum gocrymna:

https://www.consultant.ru/document/cons_doc_ LAW_59999/

@enepanbubiii 3akoH oT 27 utons 2006 r. N 152-®3 "O mepcoHaNbHBIX JTaHHBIX'//
[DneKTpOHHBII pecypc]. — M., 2022. — Pexxum JOCTyna:
https://www.consultant.ru/document/cons_doc LAW_61801/

@enepanbublii 3akoH 0T 01.10.2004 Ne 125-®3 «O6 apxuBHOM nene B Poccuiickoit
@eneparun»  //  [OnekrponHsld  pecypc]. — M., 2022. — Pexum pocryma:http:
https://www.consultant.ru/document/cons_doc_ LAW_1406/

@OenepanbHbiii 3ak0H oT 29.07.2004. Ne 98-®3 «O xkommepdeckoil TaitHe» //
[DneKTpOHHBII pecypc]. — M., 2022. — Pexxum JOCTyna:
https://www.consultant.ru/document/cons_doc_ LAW_48699/

®enepanbublii 3ak0H 0T 16.12.2019 Ne 439-03 «O BHeceHuu uzMeHeHuii B TpynoBoit
kozaekc Poccuiickoit deneparyu B 4acTH GOPMHUPOBAHUS CBEACHUH O TPYIOBOW JESATEIHLHOCTH B
SJIEKTPOHHOM  BUZAE» [DnekTpoHHBIH pecypc] — M., 2022. — Pexum pgocrtyma: //

https://www.consultant.ru/document/cons_doc LAW_340241/

®denepanbHblil 3akoH "O06 snekTponHoi moamucu" ot 06.04.2011 N 63-D3 (nocnenHss
pemakumsi) //  [OnektpoHHBIA pecypc] — M., 2022. — Pexum gocryma: URL:
http://www.consultant.ru/document/cons_doc LAW 112701/

O®enepanpublii 3ak0oH oT 16.12.2019 Ne 436-®3 «O BHeceHUHM HW3MEHEHUU B
@enepanbHblii 3akoH «O0 WHAMBHUIYAIbHOM (TMEPCOHU(HUIMPOBAHHOM) Yy4eTe B CHUCTEME
00513aTEIbHOTO TEHCHOHHOTO CTpaxoBaHMUs» [DNeKTpoHHbIH pecypc] — M., 2022. — Pexum

nocryma: // https://www.consultant.ru/document/cons_doc LAW_ 340238/

Va3 Ilpesunenra Poccuiickoit @eneparnu ot 0.03.1997 Ne 188 «O06 yrBepkaeHUU
NepevHs CBEJCHUN KOH(UICHIMANBHOTO Xapakrepay // [DnekTpoHHBIH pecypc]. — M., 2022. —

Pexxum nocryna: https://base.garant.ru/10200083/



https://www.consultant.ru/document/cons_doc_LAW_48601/
https://www.consultant.ru/document/cons_doc_LAW_53749/
https://www.consultant.ru/document/cons_doc_LAW_122855/
https://www.consultant.ru/document/cons_doc_LAW_59999/
https://www.consultant.ru/document/cons_doc_LAW_61801/
https://www.consultant.ru/document/cons_doc_LAW_1406/
https://www.consultant.ru/document/cons_doc_LAW_48699/
https://www.consultant.ru/document/cons_doc_LAW_340241/
http://www.consultant.ru/document/cons_doc_LAW_112701/
https://www.consultant.ru/document/cons_doc_LAW_340238/
https://base.garant.ru/10200083/
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Vka3z Ilpesumenta P® ot 01.02.2005. Ne 110 «O mnpoBeneHHWH aTTeCTalUU
TOCYIAAPCTBEHHBIX TpakJaHCKUX ciyxamux Poccuiickonn ®@enepauuun». Ilomoxenue o
MIPOBEACHUHU aTTECTAIlMM TOCYNAPCTBEHHBIX TPAKIAHCKUX CHyXamux P // [DnexTpoHHBIH

pecypc]. — M., 2022. — Pesxxum noctyma: https://base.garant.ru/187828/

Va3 [Ipesunenta PO ot 01.02.2005. Ne 111 «O mopsinke caaun KBaIU(PUKALMOHHOTO
9K3aME€Ha IOCYJapCTBEHHBIMU TI'PaXXIaHCKUX ciykamux Poccuiickoit denepanyy U OLEHKE UX
3HAaHUM, HAaBBIKOB W yMEHMi». // [DnexTpoHHbIA pecypc]. — M., 2022. — Pexxum pocryma:

https://base.garant.ru/187830/

Vka3 IIpesupenta ot 01.02.2005. Ne 112 «O KOHKypce Ha 3aMELIEHHE BaKaHTHOU
JOJKHOCTH  TOCYJapCTBEHHOW  TpaxkaaHckod ciyxkObsl  Poccuiickoit  @enepamum»  //

[DnexTpoHHbIH pecypc]. — M., 2022. — Pesxum nocryna: https://base.garant.ru/187829/

Vxa3 Ilpesupenta P® ot 16.02.2005r. Ne 159 «O mpumepHoii ¢dopme CIIy:KeOHOTO
KOHTPAKTa O MPOXOKJICHUH rOCyIapCTBEHHOM TpaKAaHCKOM ciryxObl Poccuiickoit @enepanuu u
3aMEIIeHUH JOJDKHOCTH TOCYapCTBEHHOW IpaxaaHCKol ciyx0bl Poccuiickoit denepauum». //

[DnexTpoHHbIH pecypc]. — M., 2022. — Pexxum nocryna: https://base.garant.ru/187879/

Vka3 Ilpesugenta Poccuiickoit @enepanun ot 30.05.2005. Ne 609 «O mepcoHambHbIX
JAHHBIX TOCYAAPCTBEHHOI'O IpakJAaHCKOro ciyxamero Poccuiickoit denepanuu U BEIEHUU €r0
auyHoro  genma» // [OnexkTponHelid  pecypc]. — M., 2022. — Pexum jgocryma:

https://base.garant.ru/188234/

Vka3 Ilpesunenta Poccuiickoit @epepauun ot 18.06.2005. Ne 813 «O mopsiake u
YCIOBHSIX KOMaHAMPOBaHUS (heAepalibHBIX TOCYAAPCTBEHHBIX TI'PAXAAHCKUX CIyXaIux» //

[DnexTpoHHBIH pecypc]. — M., 2022. — Pexxum nocryna: https://base.garant.ru/12141130/

Pacnopspkenue IlpaButensctBa P® ot 21.03.1994. Ne 358-3 «O06 obecrieueHun
COXPAaHHOCTH JOKYMEHTOB MO JIMYHOMY cocTaBy» // [DmekTpoHHbI pecypc]. — M., 2022. —

Pexxum nocryna: https://base.garant.ru/10104180/

Pacnopsoxenue IIpasurensctBa PO ot 23.04.1992 Ne 781-p «O0 ynydmieHUH XpaHEHUS U
WCIOJIb30BaHUS JIOKYMEHTOB TIO0 JTUYHOMY COCTaBy»// [DnekTpoHHBIA pecypc]. — M., 2022, —

Pexxum nocryna: https://base.garant.ru/104711/

ITpuka3 Muntpyna Poccun ot 19.05.2021 N 320n "OO6 yrBepx)aeHuu (OpPMBI, MOPSIKA
BEJICHUS M XpaHEHUs TPYIOBBIX KHMXeK" // [DnextpoHHbI pecypc]. — M., 2022. — Pexum

noctyna: https://www.consultant.ru/document/cons_doc LAW_385617/

Hcmounuku (Oononnumenshole)


https://base.garant.ru/187828/
https://base.garant.ru/187830/
https://base.garant.ru/187829/
https://base.garant.ru/187879/
https://base.garant.ru/188234/
https://base.garant.ru/12141130/
https://base.garant.ru/10104180/
https://base.garant.ru/104711/
https://www.consultant.ru/document/cons_doc_LAW_385617/
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@enepanbubiii  3akoH PO or  27.07.2006 Ne 149-03 «OO6 wuHpopmanuwu,
MH(GOPMAIMOHHBIX TEXHOJOTHAX M 3amure uHpopmarmm» // [DnekTpoHHBIH pecypc]. — M.,

2022. — Pexxum goctyna: https://www.consultant.ru/document/cons_doc_ LAW_61798/

@denepanbHblil 3akoH OT 26.12.1995. Ne 208-®3 «O06 akiMOHEpHBIX OOImIecTBax» //
[DneKTpOHHBII pecypcl]. — M., 2022. — Pexxum JOCTyna:
https://www.consultant.ru/document/cons_doc_ LAW_8743/

ITpuka3 Pocapxusa ot 22.05.2019 N 71"O6 yrBepxnenun IlpaBuin nenonpou3BoAcTBa B
rOCylapCTBEHHBIX OpraHax, OpraHax MECTHOIO caMoylnpaBiieHus'"(3aperucTpupoBaHo B
Muntocte Poccun 27.12.2019 N 57023). // [Dnextponnsiii pecypc]. — M., 2022. — Pexum
nocryma: https://base.garant.ru/72291836/

ITpuka3 PocapxuBa ot 20.12.2019 N 236"O6 yrBepxaenun IlepedHs THUHOBBIX
YIPaBJIEHYECKUX AapPXUBHBIX JIOKYyMEHTOB, OO0pa3ymoIIuxcs B Tpolecce JesATeTbHOCTH
rOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CAaMOYIIPABJICHUSI M OpraHU3ali, C yKa3aHHEeM
cpokoB ux xpaHeHus'"(3aperucrpupoBano B Muniocte Poccum 06.02.2020 N 57449) //
[D1eKTpOHHBIN pecypc]. — M., 2022. — Pexum JOCTYTIA:
https://www.consultant.ru/document/cons_doc LAW_345020/

"TOCT P HUCO 15489-1-2019. HanumonaneHblii ctanzapt Poccuiickont ®enepauuu.
CucteMa cTaHIapTOB M0 MH(pOPMAIMH, OUOIMOTEUHOMY M U3/1aTeNbckoMy neny. UHbopmarus u
JOKyMeHTanus. YmpasineHue nokymeHtamu. Yacts 1 Ilonstus m npunimns!" (yrB. Ilpukasom
Poccranmapra ot 26.03.2019 N 101-ct). // [Dnextponssiii pecypc]. — M., 2019. — Pexum
nocrymna: https://www.consultant.ru/document/cons_doc LAW_ 329486/

Oobmepoccuiickuii knaccudukaTop mnpodeccuii pabodmx, MODKHOCTEH CIyKaluxX Hu
tapudueix paspsanoB OK 016-94. M.: Muntpya Poccun, 1995 // [Dnextponnsiii pecype]. — M.,
2022. — Pexxum goctyna: http://okpdtr.ru/

OOmepoccuiickuii  knaccudukarop wunpopmarmu o Hacenmenun OK  018-95. //
[D1eKTpOHHBIN pecypc]. — M., 2022. — Pexxum JOCTYTIA:
https://docs.cntd.ru/document/1200121649

OOmepoccuiickuii  knaccudukarop ympasieHueckoil nokymentraumu OK 011-93. //

[DneKTpOHHBIN pecypc]. — M., 2022. — Pexum JOCTYTIA:

https://www.consultant.ru/document/cons_doc LAW_43631/
Oobmepoccuiickuii K1acCu(UKaTop CIEUATBHOCTEH M0 00pa3oBaHUIO // [ DIEKTPOHHBIH

pecypc]. — M., 2022. — Pexwum nocryma: https://docs.cntd.ru/document/9035738

[Taciopt HanmonansHOM nporpammsl "Ludposas sxoHomuka Poccuiickoit @enepanuun”

(yrB. mpesuguymom Cosera npu Ilpesmpenre P® mno crparerunueckoMy pasBUTHIO H


https://www.consultant.ru/document/cons_doc_LAW_61798/
https://www.consultant.ru/document/cons_doc_LAW_8743/
https://base.garant.ru/72291836/
https://www.consultant.ru/document/cons_doc_LAW_345020/
https://www.consultant.ru/document/cons_doc_LAW_329486/
http://okpdtr.ru/
https://docs.cntd.ru/document/1200121649
https://www.consultant.ru/document/cons_doc_LAW_43631/
https://docs.cntd.ru/document/9035738
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HAI[MOHAIILHBIM TIPOEKTaM, MPOTOKod oT 24.12.2018 N 16) // [DnexTpoHHBIH pecypc]. — M.,
2022. — Pexxum nmocrtyna: https://base.garant.ru/72190282/
ITpuka3z Muntpyna Poccun ot 26.03.2018 Ne 194 (pen. ot 04.05.2018) «O npoBeaeHun

AKCMEPUMEHTA IO TIEPEBOAY B AJNEKTPOHHYIO POpPMY TOKYMEHTOB M CBEICHUI O pabOTHHUKE MO
BONIPOCAM TPYJOBBIX OTHOWIEHUW». // [DnektpoHHblii pecypc]. — M., 2022. — Pexum

nocrtyma:URL: https://rosmintrud.ru/docs/mintrud/orders/1290

YuauduuupoBanHsie (GOPMBI IEPBUYHON YUETHON TOKYMEHTALUU NO y4eTy TpyJa M €ro
omartel, yrBepkaeHHble [loctanoBnenuem Iockomcrata P® ot 05.01.2004 Ne 1 //
[DneKTpOHHBII pecypc]. — M., 2022. — Pexxum JOCTyna:
https://www.consultant.ru/document/cons_doc LAW_47274/

KBanugukannoHHbI CIPaBOYHUK JOJDKHOCTEH pYKOBOAWTENEH, CHEIHATNCTOB H
Apyrux ciayxammx // [OnekrponHslid pecypc]. — M., 2019. — Pexxum nocrymna: [D71eKTpOHHBIH

pecypc]. — M., 2022. — Pexxum JocTymna:

https://www.consultant.ru/document/cons_doc LAW_97378/

MexoTpaciieBbie YKpYITHEHHbIE HOPMATHBBI BPEMEHHU Ha pabOThI 10 KOMIUICKTOBAHHIO U
yueTy KaapoB // [OmekrponHslii pecypc]. — M., 2022. — Pexum pgocryna:
https://docs.cntd.ru/document/902177456

[lepeyeHb THUMOBBIX YIPABICHYECKUX APXUBHBIX JIOKYMEHTOB, O0O0pasyloumuxcs B
IIPOLIECCE AEATENBHOCTH T'OCYIAapPCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CaMOYIPAaBJIEHUS U
OpraHu3alvii, ¢ yKa3aHHEeM CPOKOB XpaHeHUs // [DneKTpoHHbINA pecypc]. — M., 2022. — Pexum

noctyna: https://www.consultant.ru/document/cons_doc LAW_345020/

[Tocranosnenue IlpaButensctBa P® ot 01.07.2022 N 1192 "OO6 yrBepxkaenun IlpaBun
B3aUMOJICHCTBUSL HMH(DOPMAIIMOHHOW CHCTeMBI paboTonaTelns, MMO3BOJSIONIEH o0ecnednuThb
MOJMUCAHNUE BJIEKTPOHHOTO JOKYMEHTa B COOTBETCTBHM C TpeboBaHUAMH TpydoBOro Kojekca
Poccuiickoit @enepannu, XpaHeHHE 3JIEKTPOHHOTO JIOKYMEHTa, a Takke (PuKcanuio ¢axkTra ero
MOJIydeHUsI ~ CTOPOHAMH  TPYAOBBIX  OTHOWIGHWH, U  ¢enepalbHOH  TrocyaapcTBEHHOM
uHpOpMaMOHHON cucteMbl "ENWHBIA MOpTan rocyJapCTBEHHBIX M MYHHUIMIAIBHBIX YCIYT

(dbymKrmid)".

[Tocranosnenue [IpaBurenscta PO ot 13 mas 2022 r. N 867 "O enunoit mudpoBoii miatdopme

B chepe 3aHATOCTM W  TpyHoBBIX oTHomeHudd "Pabora B  Poccun"// URL:
https://base.garant.ru/404612909/

[Tpuka3 Muntpyna Poccun ot 20.09.2022 N 5781 "O0 yTBep>KJICHUN €AUHBIX TPpeOOBaHMIA K
cocTtaBy 1 (hopMaTaMm JOKYMEHTOB, CBSI3aHHBIX C pabOTOM, 0POPMIIIEMBIX B 3JIEKTPOHHOM BUJIE
0e3 myOomupoBaHus Ha OyMaKHOM

Hocurene"// URL:https://www.garant.ru/products/ipo/prime/doc/405265705/



https://base.garant.ru/72190282/
https://rosmintrud.ru/docs/mintrud/orders/1290
https://www.consultant.ru/document/cons_doc_LAW_47274/
https://www.consultant.ru/document/cons_doc_LAW_97378/
https://docs.cntd.ru/document/902177456
https://www.consultant.ru/document/cons_doc_LAW_345020/
http://www.garant.ru/products/ipo/prime/doc/405265705/
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IMpukaz Muntpyna Poccum or 19.05.2021 N 320m "OO6 yrBepkaeHuu (GopMBbI, HOpsAKa BEACHHUS U
XpaHeHWs TPYHOBBIX KHIKEK" // [DuekTponHslii pecype]l. — M., 2022. - Pexum gocryna:

https://www.consultant.ru/document/cons doc LAW 385617/

[Tpuka3 Muntpyna Poccun ot 10.11.2022 N 7131 "O06 yrBepkaeHun (GopMbl CBEACHUH O
TPYAOBOH  NESATENBHOCTH,  IpenocTaBisieMol  paboTHMKY  paboTtonareneMm,  (opMbI
NIPEOCTABJICHUSI CBEACHUN O TPYAOBOM AEATENLHOCTH M3 MH(GOPMAIMOHHBIX pecypcoB DoHaa
IIEHCMOHHOT'O ¥ COLMAJIbHOIO cTpaxoBaHus Poccuiickoii @enepanuy U nopsika ux 3anojHeHus"
(Bmecre ¢ "llopsnkom 3amonHeHuss ¢opmbl  "CBeneHHs O TPYAOBOM  JESATEIBHOCTH,
penocraBisiembie paboTauky pabotomatenem (CT/-P)" u dopmer "CBemeHus o TpymoBOit
NEATeNbHOCTH, MpPENOCTaBIsieMble M3 HH(POPMAIMOHHBIX pPECypcoB (OHIA MEHCHOHHOTO H

OLIMAJIBHOTO CTpPaxOBaHUS Poccuiickoit denepaunn (CTA-CDP)")

https://www.garant.ru/products/ipo/prime/doc/405879309/?ysclid=Iul3u9de79862540044

ITpuka3 Munduna Poccun ot 30.03.2015 N 52u "OO6 yrBepkaeHUH (OPM HMEPBUUHBIX
YUETHBIX JIOKYMEHTOB M PErHCTpPOB OYyXraJTepCKOro y4yera, MPHUMEHSEMBIX OpraHaMu
rOCyJapCTBEHHOM  BiacTH  (TOCYJapCTBEHHBIMH  OpraHamMH),  OpraHaMM  MECTHOTO
CaMOYIpaBICHHsI, OpPraHaMU YIpPaBICHHUS TOCYAApPCTBEHHBIMU BHEOIO/DKETHBIMU (DOHIAMH,
rOCYJapCTBEHHBIMH (MYHHLMIIATBHBIMHA) YUPEXKACHUAMU, U METOAMUYECKHX YKa3aHUH MO HUX

npuMeHeHuro". // https://base.garant.ru/70951956/?ysclid=lul3wh9551216515880

[Tpuka3 MuHucTepcTBa IM(PPOBOTO Pa3BUTHSA, CBA3M M MACCOBBIX KOMMYyHUKauii PO ot
18 aBrycra 2021 r. N 858 "OO0 yTBep»A€HUHU €IUHBIX TPEOOBAHUN K MAITMHOYUTAEMBIM (hopMam

nokymeHToB o momHomouusix"// URL: https://base.garant.ru/402900595/

[Tpuka3 PoHsa MEHCHOHHOTO U COLMaNIbHOTO cTpaxoBaHus P® ot 17 HosOps 2023 r. N
2281. "OO yrBepxkaeHun eauHoil Qopmbl "CBeneHus s BEACHUS WHAWBUIYaJBHOTO
(mepcoHU(pHUIMPOBAHHOTO) y4YeTa W CBEACHUS O HAYMCICHHBIX CTPaXxOBBIX B3HOCAX Ha
00s3aTeNIbHOE  COIMATIbHOE CTPaxOBaHME OT HECUACTHBIX CJIy4aeB Ha IPOM3BOJACTBE H

npopeccuoHanbHplx  3aboneBanuit (EDPC-1)" wu  mopsimka ee  3amonHenus"  //

https://www.garant.ru/products/ipo/prime/doc/408153699/

ITpuka3 PocapxuBa ot 31.07.2023 N 77 "OO6 yrBepxxaenuu [IpaBun opraHuzanuu
XpaHEHUs, KOMIUIEKTOBAHMs, YdeTa U HCIOJB30BAaHUS JOKYMEHTOB ApXHMBHOTO (oHAA
Poccuniickoit @enepanuu U IpYyrux apXUBHBIX JOKYMEHTOB B TI'OCYJapCTBEHHBIX OpraHax,

nan

opraHax MCECTHOI'O CaMOYIIPABJICHHUA U OPraHu3anusax .

// URL:https://www.garant.ru/products/ipo/prime/doc/407519908/



https://www.consultant.ru/document/cons_doc_LAW_385617/
https://www.garant.ru/products/ipo/prime/doc/405879309/?ysclid=lul3u9de79862540044
https://base.garant.ru/70951956/?ysclid=lul3wh955l216515880
https://base.garant.ru/402900595/
https://www.garant.ru/products/ipo/prime/doc/408153699/
http://www.garant.ru/products/ipo/prime/doc/407519908/
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JIumepamypa (06a3amenvnasn)

Abynanze, [I. I'. JlokymeHTalmoOHHOE 0OeCrieueHUe YIpaBICHUs IIEPCOHAIOM : YUeOHHUK
U TIPaKTHKYM JUIs akajemMudeckoro Oakanaspuara / JI. I'. AGynanze, U. b. Bempsoxkuna, B. M.
MacnoBa. — Mocksa : U3natensctBo FOpaiit, 2019. — 299 c. — (bakanaBp. AkageMuuecKuit
Kkypc). — ISBN 978-5-534-00875-3. — Tekcer : anextponnsiii / DbC HOpaiit [caiiT]. — URL:
https://urait.ru/bcode/433411

beikoBa T.A. JlokymeHTarMoHHOE oOOecmedeHue YIpaBiIeHUs (IeIOTPOU3BOICTBO)
[DnexTpoHHbI pecypc] : yuebnoe mocobue / T. A. BeikoBa, T. B. Kysnemnosa. - 2-e u3fm.,
nepepad. u jgom. - Mocksa : Uugpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

I'moroBa C.A. IlpodeccHOHaNbHBIM CTaHIAPT CHIEHUAINCTA 10  YIPaBICHUIO
NEPCOHAJIOM B JEATEIBHOCTU KaJpOBOH CIykObl [DnekTpoHHbIH pecype] / I'motoa Ceetnana
AnexcanapoBHa; C. A. T'moroBa // YmpaBineHue JOKyMEHTalMEH: NpOILJIOE, HACTOSIIEE,
Oynymee : marepuansl [I-eit MexayHnap. Hayd.-ipakT. KOH(]., mocBsanl. namstu npod. T. B.
Kyszuemnosoii, Mocksa, PITY, 23-24 mapra 2017 r. / M-Bo oOpa3oBanus u Hayku Poc.
Oenepaunun. - MockBa : Tepmuxka.py, 2017. - C. 451-457. - Pexum poctymna
http://elib.lib.rsuh.ru/elib/000013004.

I'moroBa C.A. TenaeHIMHM pa3BUTHS KaJpOBOTO JEJIONPOM3BOJICTBA B pPaMKax
nporpammbl  "ludpoBas sxoHOMEKA" [DnekTpoHHBIM pecypc] / ImotoBa Caernana
AnexcanapoBHa; CBetnana A. I'motosa // YnpasieHne JOKyMEHTaMH B IIU(PPOBOI SIKOHOMUKE. -

Mockga :, 2019. - C. 98-103. - Pexxum goctyna : http://elib.lib.rsuh.ru/elib/000013245

KanpoBoe npenonmpousBojctBo: Haumnaem c Hyns. Ayautr cBoumu cuiamu / WU.B.
Kypasnesa, M.B. Xypasnesa. - 2-e uzn. - Mocksa : HUL] UTHOPA-M, 2014. - 184 c.: 60x88
1/16 + ( Jom. mar. znanium.com). - (IIpocto, kparko, OsicTpo). (0) ISBN 978-5-16-008986-7 -
Tekcr : osmextponHbii. - URL: https://new.znanium.com/catalog/product/417566 (nara

obpamenus: 30.11.2019)

KagpoBoe penompousBoactBo. Yuebnuk. / C.JI. Kysnemos, C.A. I'moroBa — M.:

WznarensctBo « TEPMUKA», 2020. — 492 c. [OnexkrponHslii pecypc]. — M., 2022. — Pexxum

nocryna: https://edou.olimpoks.ru/books/HR administration.pdf
[TaBnosckas, O. 1O. IlpaBoBoe obecrieueHrne KaJpoBOTrO AEIONPOM3BOJCTBA @ ydeOHOE

noco6ue ams By30B / O. FO. [TaBnoBckas. — Mocksa : M3garensctBo FOpaiit, 2019. — 213 ¢. —


https://urait.ru/bcode/433411
http://znanium.com/go.php?id=942800
http://elib.lib.rsuh.ru/elib/000013004
http://elib.lib.rsuh.ru/elib/000013245
https://new.znanium.com/catalog/product/417566
https://edou.olimpoks.ru/books/HR_administration.pdf
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(Beicmiee oopazoBanme). — ISBN 978-5-534-11565-9. — Texkct : anextponusrii // 9bC KOpaiit
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

Jlumepamypa (0ononnumenvnasn)

Kykapuna IO.M. CoBpeMeHHbIE OPraHM3alMOHHBIE W PETJIAMEHTHBIE JOKYMEHTBI:
¢ynkuuu u pasHoBuaHoctd //. 2016. Ne2. [DmextponHblii pecypc]. — M., 2019. — Pexum

JOCTYyTa: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-

RGGU/Vestnik daizi%202(4)-16.pdf.

Muxaiinuna .M. Ynpasnenue nepconanoMm, 3-e usd. - Mocksa :Jlamkos u K, 2018. -
280 c.: ISBN  978-5-394-01749-0 -  Texcr :  oanekrponHbii. -  URL:
https://new.znanium.com/catalog/product/415303 (nata o6pamenus: 30.11.2019)

IHepuoguyeckue u3aaHus

CrpaBounuk kazgposuka 1999-2021. MLIOP.
Tpynosoe npaBo. 1997-2021. Top Personal.

VYnpasnenue nepconanom 1997-2021. Top Personal.

6.2 IlepeyeHb pecypcoB HHPOPMANMOHHO-TEJIEKOMMYHUKAIMOHHOM ceTH « UHTEepHET»,
HeO00XO0AUMBI /151 0CBOEHMS U CHHMIJIHHBI

- Caiit MunTtpyna P® [OnexTpoHHBIN pecypc]. — DneKkTpoH. AaH. — M., cop. 2022. — Pexum
nocrymna: https://mintrud.gov.ru/
- Caiit Poctpyna [DnexkTpoHHBIH pecypc]. — DnekTpoH. naH. — M., cop. 2022. — Pexxum poctymna:
http:// https://rostrud.gov.ru/
- I'apanT [OnektpoHHBI pecypc]. — DnekTpoH. maaH. — M., cop. 2022. — Pexum poctyna:
http://www.garant.ru.
- Koncynprant Ilntoc [DnexkTpoHHslid pecypc]. — DnekTpoH. gaH. — M., cop. 2022. — Pexum

nocryma: http://www.consultant.ru.

- Ilopran «Pabota B Poccum» [DnekTpoHHBIH pecypc]. — DaekTpoH. naH. — M., cop. 2022. —

Pexxum nocryna: https://trudvsem.ru/

7 MarepuajJbHO-TeXHHYECKOEe o0ecnedeHre TUCHHILINHBI (MOTYJIs1)
B kauectBe MaTCpHUaJIbHO-TCXHUYCCKOTO OGCCHC‘ICHI/IH AUCHUILIMHBI  YKA3bIBACTCA

HeoOxoauMoe st OOydeHHUs JHUIEH3HMOHHOE NporpaMMHOe obecrieueHue, 000pyaoBaHUE,

JIE€MOHCTpAIIMOHHBIE MPUOOPHI, MYJIbTUMEIUIHbBIE CPECTBA, yueOHbIC (HIBMBI, TPEHAXKEPHI,


https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
http://www.garant.ru/
http://www.consultant.ru/
https://trudvsem.ru/
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KapThl, TUIAKAThl, HATJIAIHBIE MOCOOUsS; TpeOOBaHUS K ayIUTOPHSIM — KOMIIBIOTEPHbIE KJIACCHI,
aKaJIeMUYECKUe WU CIIEHUAIBHO 000pyI0BaHHBIC AyAUTOPUH U Ja0OpaTOPHH, HATMUUE TOCKH U

T.H.

1. Ilepeuens IIO

Nent Haumenosanue [10 [Ipoussonurens Cnoco6
/m pacrpocTpaHeHHs
(ruyensuonnoe unu
Cc60000HO
pacnpocmpausiemoe)
1. Adobe Master Collection CS4 Adobe JIALIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JIALIEH3UOHHOE
3. Windows 7 Pro Microsoft JIALIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JIALIEH3UOHHOE
5. Windows 10 Pro Microsoft JIALIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JUIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JIneH3noHHoe
8. Zoom Zoom JIMLIEH3UOHHOE

2. Ilepeyenb B/{u HCC

Nern HaunmenoBanue
/i

1 | MexnayHapoaHbie pedepaTuBHbIE HaykoMeTpuieckue b/l, mocTymHbie B paMkax
HamuoHaILHOH moanucku B 2020 r.

Web of Science

Scopus

2 | IlpodeccuonanbHble MOTHOTEKCTOBBIE b/, TOCTynHBIE B paMKax HAI[HOHAIBHOM
noanucku B 2020 1.

Kypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnans! Taylor and Francis

3 | IIpodeccuonansubie moaHOTEKCTOBBIC b /]

JSTOR

W3nanus o oO1eCTBEHHBIM U TyMaHUTAPHBIM HayKaM
OnexkrponHas bubauoreka Grebennikon.ru

4 | KoMIbloTepHbIE CIIPaBOYHBIE IPABOBBIE CUCTEMBI
Koncynsrant [lroc,
lapant

8 Obecneyenue 00pa3oBaTeJHLHOIO MpoLecca AJIsl JTUI C OTPAHNYCHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI U HHBAJIU/I0B
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B xone peannzanuu IUCUMIUIMHBI UCIIOJIB3YIOTCS CIECAYIOIIUE TOTIOIHUTEIIBHBIE
METOJbl OOy4YeHHs, TEKYIIero KOHTPOJS YCHEBAeMOCTH W IMPOMEXKYTOYHOM aTTecTaluu
o0yJaromuxcs B 3aBUCUMOCTH OT UX WHAMBHIYaTbHBIX 0COOCHHOCTEH:

*  JUIA CJETIBIX U CIIa00BUIAIINX:

- JeKIuu O(GOPMIIIOTCS B BHJIE SJIEKTPOHHOTO JTOKYMEHTa, JOCTYITHOTO C TOMOIIBIO
KOMIBIOTEPA CO CIIEUATU3UPOBAHHBIM IIPOrPAMMHBIM 00ecCIIeueHUEM;

- IMCbMEHHBIE 3a/laHusl BBINOJIHAIOTCS. HAa KOMIBIOTEPE CO CHELHMATM3HPOBAHHBIM
IPOrpaMMHBIM 00ecTieueHHEM, MIIK MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- o0ecrieunBaeTCs MHIUBUyaAIbHOE paBHOMEpHOE ocBerieHne He menee 300 JTrokc;

- JUIsL BBIMOJIHEHUS 33aJaHMUA TPU HEOOXOJMMOCTH IPENOCTaBIISIETCS YBEIUYMBAIOLICE
YCTPOKCTBO; BO3MOYKHO TaK)K€ MCIOJIb30BAHNE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;

- MUCBbMEHHBIE 33aJ]aHUs 0(DOPMIIIOTCS YBEIIMYCHHBIM HIPUPTOM;

- 9K3aMEH M 3au€T MPOBOJSATCS B YCTHOM (popMe MU BBHIIOJIHSIOTCS B TUCbMEHHON (opMe Ha
KOMIIBIOTEPE.

*  JUIA TIIyXUX U cIa00CIbIIIanuxX:

- Jekuuu OoQOpMIISIIOTCA B BUJAE DIEKTPOHHOTO IOKYMEHTa, JHOO MpeaoCTaBIseTCS
3BYKOYCHJIMBAIOIIAs allapaTypa MHAUBUAYAJIbHOTO TOJIb30BAaHUS;

- MUCHbMEHHBIE 331aHUS BBITIOJIHIIOTCS HAa KOMIIBIOTEpPE B IMCbMEHHOH (opMme;

- 9K3aMEH M 3a4€T MPOBOJAATCS B NHCbMEHHOH (hopMe Ha KOMIIBIOTEpPE; BO3MOKHO
npoBeaeHue B popMe TECTUPOBAHMSL.

* 718 JIUL C HApYLIEHUSAMH OTIOPHO-ABUTATEIBHOIO anapara:

- JeKIUu O(GOPMIISIOTCS B BHJE SJIEKTPOHHOTO JIOKYMEHTA, JOCTYITHOTO C TOMOIIBIO
KOMIBIOTEPA CO CIIEIUATU3UPOBAHHBIM IIPOTPAMMHBIM 00eCIIeueHIEM;

- IMCbMEHHBIE 3a/laHusl BBINOJIHAIOTCSI HAa KOMIBIOTEPE CO CHELHMATU3HPOBAHHBIM
MIPOrPAMMHEIM 00eCTIeUeHUEM;

- 9K3aMEH M 3au€T MPOBOJSATCS B YCTHOM (popMe MU BBIIOJHSIOTCS B MTUCbMEHHON (opme Ha
KOMIIBIOTEPE.

IIpy HEOOXOIUMOCTH MpeayCMaTPUBAETCs YBEJIMUEHHE BPEMEHH JUIS TOJTOTOBKU
OTBETA.

[Ipouenypa  mpoBeAcHHsS]  MPOMEXKYTOYHOW  arTecTaliud s OOy4aronuxcs
YCTAQHABJIMBACTCS C Y4€TOM MX HWHAUBUIYAIBHBIX TCHUXO(HU3MUECKHMX OCOOCHHOCTEH.
IIpomexyTouHas aTTecTalysi MOXKET IPOBOJUTHCS B HECKOJIBKO 3TAIlOB.

[Ipu mpoBeneHNH MPOLEAYPHl OLIEHUBAHMS PE3yJAbTaTOB OOYYCHHs MpeaycMaTpUBaeTCs
UCTOJb30BAHNE TEXHUYECKUX CPEICTB, HEOOXOAMMBIX B CBSI3U C HHAMBUIYAIbHBIMH
0COOEHHOCTSMHU O0YyYaroIUXCs. JTU CPEACTBA MOTYT OBITh NMPEIOCTABICHBI YHUBEPCUTETOM,
WJIA MOTYT MCIIOJIb30BaThCsl COOCTBEHHbIE TEXHUYECKUE CPE/ICTRA.

[IpoBeneHne mpoueqypbl OLEHUBAHHUS pe3yJIbTaTOB OOY4EHHUS JOMYCKaeTcs ¢
MCIOJIb30BAHNEM TUCTAHIMOHHBIX 00pa30BaTEIbHbBIX TEXHOJIOT HA.

ObecnieunBaercs 10CTyNn K MH(QOPMAIMOHHBIM M OuOIMOrpadguyeckuM pecypcaMm B CETH
WuTepHer mis Kaxjaoro oOydaromierocss B (opmax, agalnTHPOBAHHBIX K OTPAHUYEHUSAM HUX
3JI0POBBSI U BOCIIPHUSTHUS HH(POPMAITUH:

*  JUIA CJETIBIX U CIIa00BUIAIINX:

- B IeYaTHON (opMe yBEITMUYCHHBIM HIPUPTOM;

- B (hopMe 37IeKTPOHHOTO JOKYMEHTA;

- B hopme ayamnodaiina.

* Ui TIYXHUX U CIa0OCIBIIIANTHNX:

- B Ie4aTHOH (opme;

- B (hopMe 37eKTPOHHOTO JOKyMEHTA.

* Ui 00YYaIOUIUXCS C HAPYIIECHUSIMU ONTOPHO-BUTaTEIBHOIO arnapara:
- B Ie4aTHOH opme;

- B (hopMe 37eKTPOHHOTO JOKYMEHTA;
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- B (hopme ayamodaiina.

Y4eOHbIe ayIUTOPUN I BCEX BUJOB KOHTAKTHOW M CAMOCTOSITENILHOM pabOThI, HAydHAs
OubnMoTeKa W WHBIC TIOMEIIECHUS IS OOy4YeHHsI OCHAICHBI CHEIHAILHBIM 000PYAOBaHHEM U
y4eOHBIMH MECTaMU C TEXHHYECKUMU CPEJICTBAMU OOyUeHUSI:

* IS CICIBIX U CIa00BHIAIIUX:

- YCTPOICTBOM Ul CKaHUpOBaHUs U uTeHus ¢ kamepoil SARA CE;

- nucrneeM bpaiins PAC Mate 20;

- mpunTepoM bpaitns EmBraille ViewPlus;

* IS TIYXHUX U CIAa0OCIbIIIAIINX:

- ABTOMATU3UPOBAaHHBIM pabOYMM MECTOM [UIi JIOACH C HapylIeHHEM Cclyxa H
¢1a00CIIBIIIAIINX;

- aKYCTUYECKHI YCHIIUTENb U KOJIOHKH;

* 78 00YJaroIIUXCS ¢ HAPYIICHUSIMH OTIOPHO-IBUTaTEIBLHOTO arapara;
- IEPEIBI>KHBIMU, PETYITHPYEeMbIMU dproHomMudeckumu napramu CHU-1;
- KOMITBIOTEPHOU TEXHUKOMN CO CTIIEIIHMATLHBIM TPOTPAMMHBIM O0ECTICUSHHUEM.

9 METOAUYECKHE MATEPHAJIbBI

9.1 IlnaH npakTHYeCKUX 3aHATHH

Heas 3ansTuii: BpiABUTE 0OCOOEHHOCTH JOKYMEHTHUPOBAHHUS TPYIOBBIX OTHOILICHHHA B
pa3NUYHbIE HCTOPUYECKHE TNEePHOJbI, ONPEACIUTh 3Talbl (OPMUPOBAHUS CHUCTEMBI KaJpOBOM
nokyMmeHTanuu B Poccuu, caenatb BBIBOJBI O TpaHC(HOPMALMK CUCTEMbI KaJpOBOW JOKyMEHTALUU
Ha COBPEMEHHOM JTane, MPaKTHKE MPUMEHEHUs HU(PPOBBIX TEXHOJOTHH, TEHACHIUSIX Pa3BUTHA
9TOU CUCTEMBIL.

®opMa npoBeNeHN — IPAKTUYECKUE 3aHATHS.

B pesynbrare BIIOTHEHUS 3aJaHUS CTYICHTHI JIOJDKHBIL:

-3HaTh MPABOBBIC AaKTHI, PETyJIUPYIOUIHNE OTICIbHbIC aCMEKThl (YHKIMOHHPOBAHUS H
TpaHc(hOopMaIK CUCTEMBI KaJpOBON JOKYMEHTAIINH,

- 3HaTh COBPEMEHHbIC IU(POBBIE TEXHOJOTUH, IPUMEHSEMbIE B JICATEIBHOCTH KaJApPOBBIX
IO IPA3ACIICHUM,

- yYMETb AQHAIM3UPOBATH COCTOSHUE CUCTEMBI KaApOBOM JOKYMEHTALUH, BBISABIIATH
3aKOHOMEPHOCTU €€ Pa3BUTHS,

- YMETb BHEJPATH 3JIEKTPOHHBIN JOKYMEHTOOO0POT B chepe TPYAOBBIX OTHOIICHHH,

- BJAJeTh HaBBIKAMU MPUMEHEHHS COBPEMEHHBIX IM(PPOBBIX TEXHOJOTHMH B paMKax

JOKYMEHTUPOBAHUS  TPYIOBBIX OTHOLIEHUN u oOecrieueHus MH(POPMAIIMOHHO-

JOKYMEHTAI[MOHHOTO B3aUMOJCHCTBUS PaOOTHUKOB M paboTOaTENCH.

3ansaTue 1. TeHaeHIUM pa3BUTHS CHCTEMbI KaJAPOBO# IOKYMEHTALIMHU

3aganus
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1. Ilpoananu3upyiiTe IpaBOBbIE aKThl PA3HBIX IEPUOAOB U CAETIANTE BHIBOJ, B KAKOW Mepe
OHHU PETJIAMEHTUPYIOT BOIIPOCH 0(pOPMIICHUS TPYIOBBIX OTHOIICHHIH.

YKa3aHus N0 BBLINOJHEHHIO 3aJaHU
1. U3yuwure:

- [IckoBckyro Cyanytro rpamoty 1397(14677) 1.

- Cobopnoe Ynoxenue 1649 r.

- BpemenHble mpaBuia 15 HaliMa celbCKUX pabounx u ciyxuteneit 1863 r.

- Ct. 2201-2290 3akonoB rpaxaanckux (I1C3)

- Konexc 3akoHoB 0 Tpyzae 1922 1.

- Tpynosoii kogekc P® 2002 r.

Haiigute B AaHHBIX NPAaBOBBIX aKTax CTaTbH, B KOTOPHIX TOBOPUTCSA O JOKYMEHTAJIBHOM
o(opMIIeHUN TPYJOBBIX OTHOIIEHUA. [lepeuncnure 3Tu cTaThu.

Haiinure ctaThy, NOCBALIEHHBIE 1OrOBOpaM HaliMa UIIU TPYAOBBIM noroBopam. Ilpusenure
LIUTAThl, IOCBSIIEHHBIE JaHHBIM JOIOBOPAM.

Odopmute pe3ynbTaThl B BUIE TAOIUIIBL:

IlckoBckas CobopHoe Bpemennbie C3 K30T TK P®
Cynnasn yJ10:KeHue npaBuiIa
rpamMora AJIA HaliMa
CeJIbCKUX
padounx

CnenaiiTe BBIBOJI, KaK MEHSUIACh IPaBOBasi PErJIaMEHTAIUs BOIIPOCOB HaiiMa.

KoHTposbHbIE BONPOCHI.
1. Kakoii BuI NOKyMeHTa, OGOPMIISIOIIMNA TPYAOBbIE OTHOIICHHMS, SBIIsETCS HauOojee
paHHUM 10 BPEMEHH OSIBICHUA?

2. Kakas undopmanus BKIO4azach B 3TOT JOKYMEHT B cootBeTcTBHU ¢ K30T 1922 .

HUcrounnku
1. Ilckxosckas Cyanas rpamora 1397(14677) r. -
http://vostlit.narod.ru/Texts/Dokumenty/Russ/XV/1480-1500/Pskove_sud_gr/text.htm

2. Cobopnoe Ynoxenue 1649 r.-
http://www.hist.msu.ru/ER/Etext/1649/whole.htm

3. BpemenHnble nmpaBuia Ui HaliMa CeIbCKUX pabodmx U ciyxuteneit 1863 r. -


http://vostlit.narod.ru/Texts/Dokumenty/Russ/XV/1480-1500/Pskovc_sud_gr/text.htm
http://www.hist.msu.ru/ER/Etext/1649/whole.htm
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https://constitutions.ru/?p=20023

4. TIC3. CBox 3aKOHOB I'pa)JAaHCKHX.
http://pravo.gov.ru/proxy/ips/?searchres=&empire=1&collection=0&volume=100013 &pg=1
64&contentsname=%CE+%EB%E&%F7%EDY%EEY%EC+%ED%EQ0%E9%EC%ES&sort=1

5. Kopekc 3akoHoB o Tpyne 1922 r. -

https://docs.cntd.ru/document/90185783 1

6. Tpynosoit KOJIEKC PO 2002 r.-
https://www.consultant.ru/document/cons_doc LAW_34683/

JIureparypa

1. I'moroBa C.A. CkinanplBaHUE CUCTEMBI KaJpoBOW JoKyMeHTauuu B Poccun B
JIOPEBOJIONMOHHBIN  mepuos//  JIoKyMeHTallbHOE  Hacleque W HCTOpUYecKas
Hayka. Marepuanasl YpalbCKOTO HCTOPUKO-apXUBHOTO (opyma, MocBsiieHHoro S50-
JETUI0  UCTOPUKO-APXMBHOW  CHEIMAJIBHOCTM B YPAJIbCKOM  YHHUBEPCHUTETE.
MuHHCTEpCTBO HAayKH M BhIcIIero obOpasoBaHusi Poccuiickoit denepaunu, Ypanbckuid
@denepalbHblil YHUBEPCUTET, Y pallbcKUil rymMaHuTapHbli MHCTUTYT. 2020. c. 339-346.
Texcr : anextponHsbiit. - URL: https://elar.urfu.ru/bitstream/10995/92935/1/978-5-7996-
3078-2 2020 _062.pdf

2. TI'moroBa C.A. @opmMupoBaHue U pa3BUTHE KaJIpOBOM JOKyMeHTanuu B Poccun: ucropus
u coBpemeHHocTh// B cOopuuke: "I'enepanpubiii permament": 300 ner Ha ciyxOe
Poccun: OT KOJUIGKCKOTO  JEJIONMPOU3BOJACTBA N0 LU(POBOM  TpaHchopMauu
YIOpaBJICHUS JOKyMeHTaMH. Marepuansl MexXIyHapoOAHOW HAy4yHO-IIPAKTUYECKON
KoH(epeH1u. Poccuiickuii rocyjapcTBEHHBIN 'yMaHUTAPHBIN yHUBEpcUTeT, McTopuko-
apXvBHbII WHCTUTYT, DakynbTeT apXWBOBEJNCHHUS M JIOKyMeHTOBeleHus, Kadenpa
aBTOMATH3UPOBAHHBIX CHCTEM  JIOKYMEHTALIMOHHOTO  OOECHEYeHHUs  YIpaBJICHUS,
Poccuiickoe oOmectBo ucropukoB-apxuuctoB (POMA). Mocksa, 2021. C. 222-233.
TekeT: 2JeKTPOHHBIN.-

URL: https://www.rsuh.ru/upload/main/fdta/sbornik genreglament 2020.pdf

3. I'moroBa C.A. TeHzmeHIMH pPa3BUTHS KaJpPOBOTO JENONPOU3BOJACTBA B paMKax
nporpammbl "LudpoBas skoHomuka" [DnekTpoHHBIH pecypc] / I'motoBa CmeTiana
AnexcannpoBHa; Caernana A. I'moroBa // VYmpaBieHue NOKyMEHTaMH B LU(POBOM
skoHOMMKe. - MockBa : 2019. - C. 98-103. - Pexum pgocrtyna
http://elib.lib.rsuh.ru/elib/000013245.

MaTepHaJIbHO-TeXHH‘leCKoe odecneyeHue 3aHATHS:


https://constitutions.ru/?p=20023
http://pravo.gov.ru/proxy/ips/?searchres&empire=1&collection=0&volume=100013&pg=164&contentsname=%CE%2B%EB%E8%F7%ED%EE%EC%2B%ED%E0%E9%EC%E5&sort=1
http://pravo.gov.ru/proxy/ips/?searchres&empire=1&collection=0&volume=100013&pg=164&contentsname=%CE%2B%EB%E8%F7%ED%EE%EC%2B%ED%E0%E9%EC%E5&sort=1
https://docs.cntd.ru/document/901857831
https://www.consultant.ru/document/cons_doc_LAW_34683/
https://elar.urfu.ru/bitstream/10995/92935/1/978-5-7996-3078-2_2020_062.pdf
https://elar.urfu.ru/bitstream/10995/92935/1/978-5-7996-3078-2_2020_062.pdf
https://www.elibrary.ru/item.asp?id=46524328
https://www.elibrary.ru/item.asp?id=46524328
https://www.rsuh.ru/upload/main/fdta/sbornik_genreglament_2020.pdf
http://elib.lib.rsuh.ru/elib/000013245
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*  KOJUIEKIUS JOKYMEHTOB;

' MCTOANYCCKUC YKA3AHUA TTO OpraHu3aly U MPOBCACHUTIO MPAKTUICCKUX 3aHATHH.

3ansaTue 2. Tpancdopmanus NoaxoaoB B padore ¢ KaAPOBOH JOKyMeHTalHeH
3aganus
1. W3yuute npaBoBbI€ aKThl, PErJaMEHTUPYIOLIUE SKCIEPUMEHTHI 10 MEPEBOY KaJpOBOM
JOKYMEHTAllMd B D3JEKTPOHHBIM BHUJ, CHEJIAalWTE BBIBOJA, YEM OTJIMYAJINUCH JaHHbBIC
JKCIIEPUMEHTBI.
2. WMsyuute popmbl CBeACHUH O TPYIOBOW AEATEILHOCTH, MPECTABIsIEMbIe B IIEHCHOHHBIN
¢oun PO, a Takke mpencraBinsiemMble paboTHUKaM. Ha ocHOBe mpemioxkeHHOM

YIPaBJIEHYECKON CUTYalluH MOATOTOBHTE JaHHBIE (DOPMBIL.

YKa3aHus N0 BBLINOJHEHHIO 3aJaHUI
1. Wzyuure:
- IIpuka3 MuHnucrepcrBa TpyAa u coumanbHoi 3amuTtel PO ot 26 mapra 2018 r. N 194 "O
MPOBEACHUH HKCIIEPUMEHTA T10 MEPEBOIY B AJIEKTPOHHYIO (GOPMY JOKYMEHTOB U CBEACHUH O
pabOTHHKE MO BOIPOCAM TPYIOBBIX OTHOIICHHA"
- @enepanpHblil 3ak0H "O MpPOBENEHUH SKCIEPUMEHTA MO MCIOJIb30BAHUIO AJIEKTPOHHBIX
JOKYMEHTOB, CBSI3aHHBIX ¢ pabotoit" ot 24.04.2020 N 122-03
- [Ipuka3 MunHHcTepcTBa TpyAa U couuanbHoi 3amutel PO ot 14 mas 2020 r. Ne 2401 “O0
yrBepKAeHUM [lojloKEeHHsT O TOpsSAKE IPOBEIEHUS SKCIEPUMEHTA IO MCHOJIb30BAaHUIO
AIIEKTPOHHBIX TOKYMEHTOB, CBSI3aHHBIX C paboTOil”.
CpaBHUTE TPOBOJUMBIE IKCIIEPUMEHTBI IO CIIEYIOIIUM KPUTEPHSIM:
- COCTaB YYaCTHHKOB
- KaKue KaJIpoBbIe IPOLIEAYPbl OXBaThIBAI
- KaKue BU/IbI IOKYMEHTOB Pa3pelaioch BECTH
-Tpe0OBaAJIOCH JIN 1yOIMpOBaHue Ha OyMa)KHOM HOCHUTENE
-KaKue HH(POPMAIIMOHHbBIE CUCTEMbI IPUMEHSIIUCH
-KaKye BUJbI TIOIIMCHU UCIIOIB30BAIUCH
-KaK 1 Korjia 000011aJIuCh TaHHbIE

PCSyJII:TaTBI MOKHO IpCACTAaBUTH B BUJIC TaGJII/II_[BIZ

Kpurepun JIkcnepument 2018 roga Ikcnepument 2020-2021

roaoB
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CocTaB y4acTHUKOB

Kakmne kagpoBbie

npoueaypbl 0XBaTbIBAJ

2. W3yuute GopMBI IPEACTABICHUS CBEACHUS O TPYIOBOU NesATENbHOCTH B COIMANbHBINA
¢oun PO u padotauxy (C3B-T/] u CT/I-P — neiictByror no 2023 rona).
CpaBaure 3tu ¢Gopmbl ¢ (HOpMOH TpPYIOBOW KHIKKH. 3aUKCUPYHTE OTIUYMS.

3anonHuTe (POPMBI B COOTBETCTBUH C MIPEUIOKEHHON YIPaBICHYECKON CUTYalueH.

KoHTpoJsbHbIE BONPOCHI.

1.Yrto Takoe cBeJeHUH 0 TpyaOBOH AesTenbHOCcTH? Kak oHM BexyTCsi, 0(hOpMIISIOTCS, KOMY U B
KaKOM TOPsIZIKE NepenaroTcs?

2.Kakue »5KCHEpUMEHTHl IO TMEpPEBOJY KaJpOBOM JOKYMEHTALMU B JJIEKTPOHHBIM BUA

npoBogwinch? JlaliTe UM XapaKTEpUCTHUKY.

HUcrounuku

1. Ilpuxkaz Muntpyga Poccum ot 26.03.2018 Ne 194 (pem. ot 04.05.2018) «O
MPOBEACHUHU SKCIIEPUMEHTA IO MEPEBOAY B 3JIEKTPOHHYIO (POpPMY ITOKYMEHTOB M CBEIEHHH O
paboTHHUKE Io BOIIpOCaM TPYAOBBIX OTHOILUEHUI» //URL:

https://rosmintrud.ru/docs/mintrud/orders/1290 (mata o6parenust 30.02.2022)

2. ®enepanbHblil 3ak0H OT 16 mexadbps 2019 r. N 439-®3 "O BHeceHUU U3MEHEHUH B

TpynoBoii konexc Poccuiickoit @enepanuu B yacTu (HOPMUPOBAHUS CBEICHHUNA O TPYHOBOM

JESATELHOCTA B AIIEKTPOHHOM Bune"//
URL:http://www.consultant.ru/document/cons_doc_ LAW_ 340241/ (mata oOparteHus
30.02.2022)

3. @epepanbHbli 3akoH "O  NpPOBENEHMH HKCIEPUMEHTAa IO HCIIOJIb30BAHMIO
ANIEKTPOHHBIX  JIOKYMEHTOB, CBA3aHHBIX C paboroi" ot 24.04.2020 N 122-®3//
URL:http://www.consultant.ru/document/cons_doc_ LAW_ 351124/ (mata oOparteHus
30.02.20221.)

4. Tlpuka3 MunucrepcTBa Tpyzna u couuanbHoi 3aumTsl PO ot 14 mas 2020 r. Ne 240H
“O0 yrBepkaenun [lonokeHuss 0 MOPAIKE MPOBEAEHUS HKCIEPHUMEHTA MO HCIOIB30BAHUIO
AIIEKTPOHHBIX JOKYMEHTOB, CBSI3aHHBIX C paboroii” /

URL:https://www.garant.ru/products/ipo/prime/doc/74170714/ (nata obpamenus 30.02.2022 r.)



https://rosmintrud.ru/docs/mintrud/orders/1290
http://www.consultant.ru/document/cons_doc_LAW_340241/
http://www.consultant.ru/document/cons_doc_LAW_351124/
http://www.garant.ru/products/ipo/prime/doc/74170714/
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JIureparypa

1. I'motoBa C.A. ®opMupoBaHHME U pa3BUTHE KaJpOBOil JTokyMeHTauuu B Poccuu:
UCTOpHsI U coBpeMeHHOcTh// B cOophuke: "I'eHepanbhbiii perimameHt": 300 ser Ha ciryxoe
Poccun: OT KOJUIEKCKOTO JIENIONPOM3BOJCTBA 10 IM(PPOBOM TpaHCPOPMALUU YIPABICHUS
JOKyMeHTaMH.  Marepuansl  MeXIyHapoJHOW — HAYYHO-TIPAKTHYECKOH  KOH(EpEHIUH.
Poccuiickuil rocy1apCTBEHHbI I'YMaHUTAPHBIA YHUBEPCUTET, MICTOPUKO-apXUBHBIA UHCTUTYT,
dakynbTeT apXWBOBEJNCHHUA U JOKyMeHToBeleHHs, Kadenpa aBTOMaTH3MPOBAaHHBIX CHCTEM
JOKYMEHTAI[MOHHOTO obecneueHus ynpasienus, Poccuiickoe 0011ecTBO HCTOPUKOB-apXUBHUCTOB
(POUA). Mocksa, 2021. C. 222-233. TeKCT: 31E€KTPOHHBI.-

URL: https://www.rsuh.ru/upload/main/fdta/sbornik genreglament 2020.pdf

2. I'motoBa C.A. TeHaeHUMM pa3BUTHS KaApOBOTO JEIONPOM3BOJICTBA B paMKax
nporpammbl  "LudpoBas sxoHOMHKA" [DnekTpoHHBIM pecypc] / ImoroBa Caernana

AnexcannpoBHa; CBetnana A. I'morosa / YnpaBieHue JOKyMEHTaMH B IU(PPOBOH SKOHOMHKE. -

Mockaa :, 2019. - C. 98-103. - Pexxum goctyna : http://elib.lib.rsuh.ru/elib/000013245.

3. I'motoBa C.A. TeHaeHuMM pa3BUTUS COBPEMEHHOW CHCTEMBI KaJpOBOMU
IOKyMeHTanuu. B cOopHuke: VYrmpaBiieHHEe JOKYMEHTAIlMei: TpOILUIOe, HACTOSIIEE,
Oynymee. COopHHK MaTepuasioB V MexIyHapOIHON Hay4YHO-TIPAKTHUECKOW KoH(epeHuuH,
nocesmeHHol mamstu npodeccopa T.B. Kysnemooii. Mocksa, 2021. C. 465-475 Pexum

noctyna : https://edou.olimpoks.ru/books/documentation_management.pdf

4. KanpoBoe nemonpousBoactBo. Yuebnuk. / C.JI. Ky3nernos, C.A. I'motoBa — M.:
WznatensctBo « TEPMUKA», 2020. — 492 c. [OnextponHbli pecype]. — M., 2022. — Pexum

noctyna: https://edou.olimpoks.ru/books/HR _administration.pdf

MaTepna.m,Ho-TeXaneCRoe odecneyeHue 3aHATHS:

*  OINMCaHUE YNPaBIECHYECKOW CUTyallH

' MCTOANYCCKUC YKA3AHUSA TTO OpraHu3alvv U MPOBCACHUTIO MPAKTUUICCKUX 3aHATHH.

3ansaTHe 3. DJIEeKTPOHHBIN JOKYMEHT B cepe TPYA0OBbIX OTHOLLICHUH
3aganus
1. Usyuute enunble TpeOOBaHUS K cOCTaBy M (hopMaram KaJpOBBIX JOKYMEHTOB, BBISIBUTE
JOKYMEHTBI, KOTOPBIMH JIOJUKHBI OOMEHHMBaThCs paboTodarenbs M pabOTHUK B Ipoliecce

odopmieHus mpueMa Ha paboTy, mepeBoja Ha JIPyryio paboTy y TOTo ke padoTojarens,


https://www.elibrary.ru/item.asp?id=46524328
https://www.elibrary.ru/item.asp?id=46524328
https://www.rsuh.ru/upload/main/fdta/sbornik_genreglament_2020.pdf
http://elib.lib.rsuh.ru/elib/000013245
https://www.elibrary.ru/item.asp?id=46321676
https://www.elibrary.ru/item.asp?id=46321676
https://edou.olimpoks.ru/books/documentation_management.pdf
https://edou.olimpoks.ru/books/HR_administration.pdf
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HampaBJiICHUsS B KOMAaHIUPOBKY, IMPEIOCTABICHUS OTIYCKa, MOOILPEHUsS pabOTHHKA,

BBIHCCCHHUA NUCHUTIIIMHAPHOTO B3bICKAHUA U YBOJIbHCHUSA paGOTHI/IKa.

YKa3aHus N0 BBLINOJHEHHIO 3aJaHUI

1.13yuure:

- Ipunoxenus x [lpukazy MunucrepctBa Tpyaa u couuaibHoil 3amuTel PO ot 20 ceHtsOps
2022 1. Ne 578H “O0 yTBep>KICHUU €IWHBIX TpeOOBaHUN K COCTaBy M (opMaTaM JOKYMEHTOB,
CBSI3aHHBIX C paboTOH, 0popMIIIEMBIX B 3JIEKTPOHHOM BHJe 0e3 TyOnupoBaHUS Ha OyMa)KHOM
Hocutene”. BBIIBUTE cOCTaB JOKYMEHTOB, KOTOpble O(GOPMIISIIOTCS TpU NpHeMe Ha padorty,

KOMaH/IMPOBKa, OTIYCKaX, MOOIIPEHUSX, B3bICKaHUIX. OTpa3uTe pe3ylibTaTsl B TaOIuIIe:

IIpouenypa CoctaB 10KyMEHTOB Homepa crareii no TK P®

Odopmnenus npuema Ha

paborty

[TepeBon paboTHHKA HA
JPYTryio paboTy y TOTO XKe

paboTtonarens

[Iepeuncnure CTPYKTYpHBIE DJIIEMEHTHI 3JIEKTPOHHOIO JTOKYMEHTa B COOTBETCTBUHU C

Ha3BaHHBIM [Ipruka3zom MuHTpyaa u Ha30BUTE (JOPMAThI, B KOTOPBIX OHU CO3JIAIOTCS:

CTpyKTYpHBIH 3JIeMeHT ®opmar

KoHTposabHbIE BONPOCHI.
1. Kakme nokymeHTBl B Tmpouecce OQOopMICHHS NpueMa, IMEpeBOJa U YBOJIbHEHHS

co3zaroTcs paboToaareneM, a Kakue paboTHUKOM?

HcTounuku
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- Tpynosoii xoxmekc Poccuiickoit @Penepauuu ot 30.12.2001 Ne 197-®3. Ilpunsar
Tl'ocynapctBennoii J{ymoit 21 nexabpst 2001r. (B pen. ot 29.12.2010) // [InekTpoHHBIH pecypc].
— M., 2022. — Pexxum noctyna: https://www.consultant.ru/document/cons_doc LAW_28399/

- [Ipukxa3z MunucTepcTBa TpyAa U counanbHoi 3ammTsl PO ot 20 centadps 2022 r. Ne 5781 “O0
YTBEP)KJICHUH €TMHBIX TPEOOBAaHUH K cOcTaBy U (popmMaTraM JOKYMEHTOB, CBSI3aHHBIX C pabOTOH,

oopMIIsieMbIX B 3JEKTPOHHOM BHAe Oe3 nyOnupoBaHusi Ha OymaxkHoM Hocutene” //Pexum

nocryma: https://www.garant.ru/products/ipo/prime/doc/405265705/

Jlureparypa

I'motoBa C.A. TenaeHIIMM pa3BUTUS COBPEMEHHON CHUCTEMBI KaJIpOBOM JOKYMEHTALIMH.
B cOopumke: YmpaBieHue IOKyMEHTAIMeH: mponuioe, Hacrosmiee, Oynymee. COOpHHK
MaTepuasioB V. MexIyHapoAHOH Hay4HO-TPAKTHUECKOW KOH(EpeHLnH, NOCBALICHHON NmaMsTh
mpodeccopa T.B. KysnemnoBoit. Mocksa, 2021. C. 465-475 Pexum npocryma

https://edou.olimpoks.ru/books/documentation_management.pdf

Kanposoe nemonpounsBoacto. YueOnuk. / C.JL Kysnemos, C.A. I'motoBa — M.:
WznatensctBo « TEPMUKA», 2020. — 492 c. [OnextponHsi pecype]. — M., 2022. — Pexum

nocryna: https://edou.olimpoks.ru/books/HR _administration.pdf

MaTepna.m,Ho-TeXaneCRoe odecneyeHue 3aHATHS:

' KOMIIBIOTCP C JOCTYIIOM B UHTCPHCT

' MCTOANYCCKUC YKA3AHUA TTO OpraHnu3aly U MPOBCACHUTIO MPAKTUUICCKUX 3aHATHH.

3ansaTue 4. BHenpeHnue KagApoBOro 3JJeKTPOHHOI0 JOKYMEHT0000pOTA B 1eAITeIbHOCTH
OopraHmM3anus
3aganus

1. [aiiTe XapakTepuUCTHUKy HWH(GOPMAIMOHHBIX CHCTEM, IIO3BOJISIOUIMX BECTH OOMEH
NIEKTPOHHBIMU ~ JOKYMEHTaMM B paMKaxXx TpPYAOBbIX OTHOWIEHWH. Onummure
(byHKIMOHATBHBIE BO3MOKHOCTH JIMYHOTO KabuHeTa pabOTHHUKA.

2. Ha ocnose tpedoBanuii TK PD, @3 «O06 371eKTpOHHOI MOANUCH» U MPEACTABICHHBIX
OpUMEpHBIX cornameHuii o0 ucnonb3oBanun YHOII, paspaborars cornamenue o0
ucnonb3oBanun  YHOII ¢ pabotHukamu s oOecrmeyeHHs  SJIEKTPOHHOTO

JTOKYMEHTO0000poTa B c(hepe TPYLOBBIX OTHOIICHUH.

YKa3aHus N0 BBLINOJHEHHIO 3aJaHU


https://www.consultant.ru/document/cons_doc_LAW_28399/
https://www.garant.ru/products/ipo/prime/doc/405265705/
https://www.elibrary.ru/item.asp?id=46321676
https://edou.olimpoks.ru/books/documentation_management.pdf
https://edou.olimpoks.ru/books/HR_administration.pdf

1. Usyunte HOpMbl TK P®, B KOTOpBIX rOTOBHTCS 00 HMH(POPMAIMOHHBIX CHUCTEMaX, C

IIOMOIIIBIO

KOTOPBIX

JTOKyMEHTOOOOPOT.

paboToxarenb

MOXKET

OCYILECTBJIATH

JJIEKTPOHHBIN

W3yuute uHTEpHET pecypchl pa3padboTunkoB [10, mpoaHamu3upoBaTh PEIICHUS HA PHIHKE

K9/10, nath XxapakTepUCTHKY CUCTEMAM IO CIEAYIOIIUM KPUTEPHSIM.

Cucremsb ®
Kpurepun

«Pabora B
Poccum»

HasBanue

HasBanue

HasBanue

HasBanue

Kaxkoe
KOJIM4ECTBO
pabOTHUKOB

Ectp u
KOpoOo4YHOE
penienue

Bo3MmoxxkHOCTH
CHCTEMBI

Bunp! mogmmcei n
MOPSATIOK UX
MIOJTyYEHHUS

Cnoco0
MOAK/IIOYEHUS

OrtpaxkeHo Ju
BHYTPCHHEE U
BHEIITHEE
COBMECTHTEIIHCTBO

Pasrpannuenue

JocTyna
COTPYJIHUKOB

Wnrepdetic

JInuHbIi KaOUHET

2. Uzyunte TK P® wu cpenaiite BBIBOJ, Kakue BMJbl NOJNUCHM M B KAKUX CIly4asx

ucnoisb3yrorcs B pamkax K9J10.

W3yuute TpeOOBaHUS 3aKOHOJNATENBCTBA B OTHOIICHWHM TPHUMEHEHUS YCHUIEHHOM
HEKBATM(ULIMPOBAHHOM  2JEKTpOHHOW  moamucu.  Paszpaboralite Ha  OCHOBE
MPEJCTABICHHBIX THUIOBBIX BApPHAHTOB COTJIAILCHMS, COTJIAIIEHHE OO0 HCIOJIb30BaHUHU

YHOII B pamkax TpyJOBBIX OTHOLLIEHUH.

KoHTposabHbIE BONPOCHI.

HazoBute I/IH(bOpMaI_[I/IOHHBIC CHUCTCMBI, KOTOPBIC MOKCT HCIIOJIL30BATh paGOTO,Z[aTeJIB B

paMKax 3JIEKTPOHHOTO B3aUMOJEHCTBUS ¢ paboTHUKaMu. Kakas U3 cucTeM 1o BalieMy MHEHHIO
HauOoJyiee TPEANOUTHTENbHA Ui HEOOJNBIION OpraHM3allid WU KPYMHOW CTPYKTYpHI C

pa3BETBIICHHON (PMIHATBHON CEeThIO?
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2. Kakue BuabI 3JIeKTPOHHOM MOAMUCH UCHob3ytoTes aist BeneHust KOO pabotonarenem

U pabOTHUKOM?

HUcrounnku

- TpynoBoit konekc Poccuiickoir ®enepamun ot  30.12.2001 Ne 197-®3. [lpunsar
Tl'ocynapcrBennoii J{ymoit 21 nexabpst 2001r. (B pen. ot 29.12.2010) // [OnekTpoHHBIH pecypc].
— M., 2022. — Pexxum noctyna: https://www.consultant.ru/document/cons_doc LAW 28399/

- Oepepanbubiit 3ak0H "OO0 anekrponHON mommucu" ot 06.04.2011 N 63-®3 (mocnemHsis
penakuus) [DneKTpOHHBII pecypce] // URL:
http://www.consultant.ru/document/cons _doc LAW 112701/

JIureparypa

I'motoBa C.A. TenaeHIMM pa3BUTUS COBPEMEHHOW CHUCTEMBI KaJApPOBOM JOKYMEHTALIUH.
B cOopumke: YmpaBieHue IOKyMEHTAIMel: mporuioe, Hacrosmiee, Oymaymee. COOpHUK
MaTepuasioB V. MexIyHapoAHOH Hay4HO-TPAKTHUECKOW KOH(EpeHInH, NOCBALICHHON NmaMsaTh
mpodeccopa T.B. KyszuemnoBoit. Mocksa, 2021. C. 465-475 Pexum npocryma

https://edou.olimpoks.ru/books/documentation_management.pdf

Kanposoe nemonpounsBoacto. YueOnuk. / C.JL Kysnemos, C.A. I'motoBa — M.:
WznatensctBo « TEPMUKA», 2020. — 492 c. [OnextpoHHbi pecype]. — M., 2022. — Pexum

noctyna: https://edou.olimpoks.ru/books/HR _administration.pdf

MaTepna.m,Ho-TeXaneCRoe odecneyeHue 3aHATHS:

' KOMIIBIOTCP C JOCTYIIOM B UHTCPHCT
' MaTCpHraibl K IIPAKTUYCCKUM 3aHATUAM

' MCTOANYCCKUC YKA3AHUA TTO OpraHu3alv U MPOBCACHUTIO MPAKTUICCKUX 3aHATHH.

3ansaTHe 5. JIeKTPOHHBbIE M HH(POBbIE CEPBHUCHI B pad0Te KaJpPOBbIX NOApa3aeIeHU I
3aganus
1. M3yuuts pecypc «Ounnaitnuncnekius.P®, BoIIBUTH COCTaB KaJIpOBOM JTOKYMEHTAIMHU IO
0GOpPMIICHHIO OTAETBHBIX KaJAPOBBIX MPOILEAYp M MOATOTOBUTH mpuioxeHue Kk JIHA o
JIHA o mopsike 3JeKTPOHHOTO B3aUMOJICHCTBHS ¢ pabOTHUKaMU B MH(OPMAITMOHHON

cucreme paboTomaTens.


https://www.consultant.ru/document/cons_doc_LAW_28399/
http://www.consultant.ru/document/cons_doc_LAW_112701/
https://www.elibrary.ru/item.asp?id=46321676
https://edou.olimpoks.ru/books/documentation_management.pdf
https://edou.olimpoks.ru/books/HR_administration.pdf
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YKa3aHus N0 BBLINOJHEHHIO 3aJaHU

- MWM3yunts pecypc rmomaroBble MHCTPYKUIMH Ha pecypce Pocrpyna ( https://xn--

80akibcicpdbetz7e2g.xn--plai/instructions/?role=employer ) .

Paccmortperts crnenyromnue npoueaypst:

-IIpuem paboTHUKOB Ha paboTy

-M3MeHnenue yciioBuil Tpy10BOro JOroBopa
-IIpenocraBnenue oTmycka pabOTHUKY

-BriHeceHne MUCIUITIIMHAPHOTO B3BICKAHUS paOOTHUKY

-YBoJIbHEHHE paGOTHI/IKa 10 €T0 HHUITMAaTHUBEC

- BbIsBUTH cOCTaB JOKyMEHTOB, KOTOPbIE OOPMIISIOTCS B X0/1€ 3TUX IPOLEAYp U KOTOphIE
- IOJDKEH 0(OpMUTH pabOTOAATENb,
- C KOTOPBIM HYKHO O3HaKOMHUTb PAOOTHUKOB

- KOTOPBIC JOJDKCH COCTAaBUTh paGOTHI/IK

- Hcnonb3yro Tabnuiy HUXe COCTaBUTh HpuwiokeHue kK JIHA o mopsiake 37IeKTpOHHOTO
B3aMMO/ICHCTBHS ¢ PaOOTHUKAaMH B MH(POPMALIMOHHOM cucTeMe paboToaaTess.

[Ipu ompeneneHuM BUAA TMOANKUCH, KOTOPHIM IOJDKEH MOJMUCHIBATHCS JOKYMEHT
OPUEHTUPOBATHCSA Ha HOPMBI o3 No 377 oT 19.11.2021
(http://www.consultant.ru/document/cons_doc LAW_ 400854/ ) wnu Hopmbl TK PO.



https://%D0%BE%D0%BD%D0%BB%D0%B0%D0%B9%D0%BD%D0%B8%D0%BD%D1%81%D0%BF%D0%B5%D0%BA%D1%86%D0%B8%D1%8F.%D1%80%D1%84/instructions/?role=employer
https://%D0%BE%D0%BD%D0%BB%D0%B0%D0%B9%D0%BD%D0%B8%D0%BD%D1%81%D0%BF%D0%B5%D0%BA%D1%86%D0%B8%D1%8F.%D1%80%D1%84/instructions/?role=employer
http://www.consultant.ru/document/cons_doc_LAW_400854/

(dhopMmupyembie B HHOOPMAIMOHHO# cucTeMe «Kaapeny
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ITpunoxenne Ne 1

K « IHCTpYKLIMHK 00
3IIEKTPOHHOM
B3aUMOJICHCTBUU
MOCPEICTBOM
MH(POPMAIIMOHHOM CHCTEMBI
«Kanps» u muaHOTO KabrHETa
COTPYJHHKA»

JOKyMeHTHI,

HaumenoBanne
Hauvenosanue OKyMeHTAa IHoanmucaHT fOKyMeHTa Buna nommmcn
npomecca AoKY Y

1 6 T . PaGoronmarens, YKOII paborogaTens

PHEN Ha paboty PYAOBOH JIOTOBOP PaGotHuk YHDOII paborHuka

[TepeBoa Ha apyryto | 3asBieHUE O IEPEBOJIEC PaboTauK YHDOII paboTHrKa

paboty

PaGoronarerns; YHOII paboronarens

[Ipuxka3z o mepeBone PaGotHuk YHOII paborauka
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KoHTposabHbIE BONPOCHI.
1. Kakue BO3MOXKHOCTH TpeAocTaBisieT pecypc PocTtpyma ans MOBBIIIEHMS MPaBOBOM
IPaMOTHOCTHU 1 3(PPEKTUBHOCTH pabOThI KaIPOBBIX MMOApa3ACICHUN?
2. Kakme pecypchl MpenOCTaBISIIOT BO3MOXKHOCTh IOJA4YM KaJpOBOW OTYETHOCTH B
AJIEKTPOHHOM BUJE?
HUcrounnku
Tpynosoit konekc Poccuiickoit ®enepaumu ot 30.12.2001 Ne 197-@3. Ilpunsr
Tl'ocynapctBennoii J{ymoit 21 nexabpst 2001r. (B pen. ot 29.12.2010) // [DnekTpoHHBIH pecypc].
— M., 2022. — Pexxum noctyna: https://www.consultant.ru/document/cons_doc LAW 28399/
@3 denepanbHblil 3ak0H "O BHeceHuMM H3MeHeHUW B TpynoBoil koaekc Poccuiickoit
@eneparun" ot 22.11.2021 N 377-®3 // [Onexkrponnsiii pecypc]. — M., 2022. — Pexxum nocryma:
http://www.consultant.ru/document/cons_doc LAW_ 400854/

JIureparypa

I'motoBa C.A. TenaeHIIMM pa3BUTUS COBPEMEHHON CHUCTEMBI KaJIpOBOM JOKYMEHTALUH.
B cOopumke: YmpaBieHue IOKyMEHTAIMel: mponuioe, Hacrosmiee, Oynymee. COOpHHK
MatepuanoB V MexayHapoJHOW HAYYHO-MIPAKTHUECKON KOH(EpEeHINH, TOCBSIIEHHOW MaMsITH
mpodeccopa T.B. KyszuemnoBoit. Mocksa, 2021. C. 465-475 Pexum npocryma

https://edou.olimpoks.ru/books/documentation_management.pdf

Kanposoe nemonpounsBoacto. YueOnuk. / C.JL Kysnemos, C.A. I'motoBa — M.:
WznatensctBo « TEPMUKAY, 2020. — 492 c. [OnextponHbi pecype]. — M., 2022. — Pexum

noctyna: https://edou.olimpoks.ru/books/HR _administration.pdf

MaTepna.m,Ho-TeXaneCRoe odecneyeHue 3aHATHS:

1. KOMMbBIOTEP C JOCTYIIOM B HHTEPHET

2. MCTOJUYCCKUC YKa3aHUA TII0 OpraHu3aliid W TPOBCACHUIO MNPAKTHUYCCKUX

3aHA


https://www.consultant.ru/document/cons_doc_LAW_28399/
http://www.consultant.ru/document/cons_doc_LAW_400854/
https://www.elibrary.ru/item.asp?id=46321676
https://edou.olimpoks.ru/books/documentation_management.pdf
https://edou.olimpoks.ru/books/HR_administration.pdf
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puioxenue 1

AHHOTALMS

«AKTyaJbHbIe IPO0IeMBbI KaJPOBOI0 1eJ10IIPON3BO/ICTBA

1 KaJpOBOI0 y4eTa»

HMucnuninuna «lugposas Tpanchopmanus cucTeMbl KaapoBOH JOKYMEHTALMU»
«dudpoBas Tpanchopmanuss CUCTEMBI KaJpOBOW JOKYMEHTAllMM» OTHOCUTCS K YacTH,
dbopMupyeMoil yyaCTHHKaMHU 00pa30BaTEIbHBIX OTHOIIEHUH OJI0OKA TUCIUIUIMH y4eOHOTO MIaHa
U peanmusyercs Ha (QakylabTeTe apXUBOBEACHUS U JIOKYMEHTOBeIeHHs  Kadeapoii
JOKYMEHTOBEICHUS, ayIMOBU3YaJIbHbIX U HAYYHO-TEXHUYECKUX APXUBOB.

Heny  mucummumuel  «u¢gpoBas  TpaHchopMamus  CHCTEMBI  KaJApOBOH
AOKYMEHTAIUN» [IOJrOTOBKA BBIITYCKHUKOB, BIAJCIONIUX HABBIKAMHU aHAJIN3a U NIPUMECHECHHUS B
IPAKTUYECKON JIEATENIbHOCTH LU(POBBIX TEXHOJOTUH Ui obecrieueHHst padoThl KaapOBBIX
MOJIpa3/ielIeHuii ¥ BHEAPEHHsI AJIEKTPOHHOIO JOKyMEHTO000OopoTa B cdepe TpydOBBIX
OTHOIIECHHH, a TaKXKe ONTHUMU3ALUU JCATEIbHOCTU KaJPOBBIX CIIY’KO Ha OCHOBE COBPEMEHHBIX

TEXHOJIOTHIL.
3amayn QUCLIATIIAHEL:

* AHanu3 3TanoB ¥ TEHACHIMN pa3BUTHUS CUCTEMBI KaJIpOBOH JOKYMEHTALNH;

*  H3ydeHue cOBpeMEHHBIX TPEOOBAHUH K JIOKATBHOMY PETYIUPOBAHUIO
JOKYMEHTUPOBAHUS TPYIOBBIX OTHOIIEHHUH C IPUMEHEHUEM LU(PPOBBIX
TEXHOJIOTHUI;

*  OBnazseHue METOUKON pa3pabOTKH, COCTABICHUS U O(POPMIICHHUS JIOKATBHBIX
HOPMAaTHUBHBIX aKTOB B chepe KaJPOBOT0 IEKTPOHHOTO TIOKYMEHTO000pOTa,

* H3yuenue texnonoruu BHeapenus KOO B nesrenbHOCTH OpraHu3aiuii,

* /3ydeHue HampaBICHUI aBTOMATHU3ALMHU U IU(POBU3ALUU cHepbl yIIpaBICHUS
IIEPCOHAJIOM U BEACHHUS KaJIpOBOM JOKYMEHTALIUH,

*  Onucanue TpaHcGopMaIK MOIXO0I0B K COCTABJIEHUS, BEJCHUIO KaIpOBOI
JOKYMEHTALUH,

*  OnucaHue MOPSAIKA IEKTPOHHOTO B3aUMOJICHCTBUS pabOTHHKA U paboTOAaTeNs

B paMKaX TPYAOBBIX OTHOLLICHHH.

JlucuumuivHa HarpasiieHa Ha (OpMHpOBaHUE PO ecCHOHANBHBIX KoMmeTeHuui — [1K-7 -
CIIOCOOEH OCYIIECTBIIATh JOKYMEHTALMOHHOE 00ecIedeHIe AeATEIbHOCTHU 110 TOAOOPY, OLIEHKE,
Pa3BUTHUIO U OPraHU3aLMU TPYAA [IEpCOHAA.

B pezynomame uzyuenus oucyuniunvl cmyoenm O0AHCeH 3HaAMb:
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NpaBOBbIE HOPMBI B cdepe  ympaBlieHHS MEPCOHAIOM M KaJIpOBOTO
JEJIONIPOU3BOJICTBA
MpaBUJIa COCTABJICHUS KapOBOW JTOKYMEHTALMU U PAaOOTHI C JTOKYMEHTaMH IO

JINYHOMY COCTaBY

NopAI0K (PYHKITMOHUPOBAHUS WH(POPMAIIMOHHBIX CUCTEM B TPYIOBOIi cepe

B pezynomame uzyuenus oucyuniunvl CmyoeHm 00IXHCeH YMemb.

NPUMEHATh TEOPETUYECKHEe M TMPAaBOBbIE 3HAHMUSA TPU JIOKYMEHTHPOBAHUHU
TPYAOBBIX OTHOUICHUN U CIY)KEOHOU JeATeTbHOCTH

JOKYMEHTUPOBAaTh TPYAOBbIE OTHOIICHUS M CIY)KEOHYIO JesITEeIbHOCTh B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIPABJICHUS U OpPraHU3aIMsIX
pa3nu4HbIX (POPM COOCTBEHHOCTH U OPraHU3aMOHHO-TIPABOBBIX (hopM

MPUMEHATH HH(POPMALIMOHHBIE CUCTEMBI IIPU paboTe ¢ KaipoBOI JOKyMEHTalueH

B pezynomame uzyuenus oucyuniunvl cmyoenm 00axicer 001a0ams HAGLIKAMU.:

HaBBIKAMHM PabOTBIl C TEPCOHAJBHBIMH JAHHBIMH M KOH(HUICHIMAIHLHON
uHpopMarmen

HaBBIKAMHU pabOTHI C JIOKYMEHTaMH IO JIMYHOMY COCTaBY B TOCYAApPCTBEHHBIX
OopraHax, OpraHax MECTHOTO CaMOYIIPAaBJICHUSI U OPraHMU3ALUAX Pa3IHYHBIX (HOpM
COOCTBEHHOCTH M OPTaHU3aLMOHHO-TIPABOBBIX (GOpM

HaBBIKAMH COBEPIICHCTBOBAHMS pPAaOOTHl KAAPOBBIX IMOJpA3JCICHUI Ha OCHOBE

MNPUMCHCHHUA COBPECMCHHBIX

[IporpamMoii mNpeayCMOTPEHBI CIEAYIOIIME BHUIBI KOHTPOJSA: TEKYIIHH KOHTPOJb

ycrieBaeMocT B (opMe OIICHOK padOThl HAa MPAKTHMUYECKHX 3aHATHUSAX, KOHTPOJILHOW paboThI;

MPOMEKYTOYHBIH KOHTPOJIb B JopMe 3adeTa.

OO01mast Tpy10€MKOCTh OCBOCHHSI JUCIUILTAHBI COCTABISET 3 3.€., 108 u
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