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CTpyKTypa U cofep:KaHue TUCUUIIINHBI

1. leau u 32124 TMCUMILIMHBI, €e MECTO B y4eOHOM Mpoiiecce

Ilenp w3ydeHHsS JTUCHUIUIMHBI — (OPMUpOBAHWEC 3HAHUH W YMCHHIA,
HEOOXOMMMBIX JUIsl TPAKTUYECKOHW pabOThl 10 OpraHu3ali  KaJIpOBOTO
JIETIOTIPOU3BOICTBA M IOKYMEHTUPOBAHUIO TPYIOBBIX OTHOIIICHUH.

3amaun:

II03HAKOMHTD CTYJICHTOB c HOPMAaTHBHO-ITPABOBBIMHU aKTaMHu,
PETJIAMEHTHPYIONTUMHU Pad0Ty C JOKYMEHTaMH IO JIMYHOMY COCTaBy (KaapoBOM
JOKyMEHTAIMeH); W3y4UTh H OCBOUTh TIpaBuUja OQOPMIICHUS KaIpOBBIX
JIOKYMEHTOB, MX CHCTEMaTH3alluu, (OPMHPOBAHUS M XPAHCHHUS JIMYHBIX JIeT B
JICIONIPOM3BOICTBE OPTraHM3AIlMU; PAacCMOTPETh OCOOCHHOCTH KOMIUICKTOBAHUS,
XpaHEHUs, ydeTa U
WCITOJIb30BaHUS JOKYMEHTOB I10 JIMYHOMY COCTaBY B apXHBaXx.

2. MecTo nucuuiuiaabl B ctpykrype OOII BO

Hucrumnna «KaapoBoe 1eT0npor3B0ICTBO» BXOAUT B 00s3aTEIILHYIO YaCTh
y4eOHOr0 IUIaHA MOATOTOBKM CTYJEHTOB MO HAIpaBICHHIO NOAroToBKH 46.03.02
JlokymeHTOBeIeHHE U apXuBoBe/ieHne. HeoOXoquMbIMH YCTIOBUSIMU JIJI OCBOCHUS
JUCLUILUIAHBI SBIISIIOTCS: 3HAHUE OCHOBHBIX HOPMATHUBHBIX IIPABOBBIX JTOKYMEHTOB,
OCHOB KOHCTUTYLHOHHOTO cTposi P®d, a Takxke TpymOBOro, TPaXKAaHCKOTO U
aIMUHUCTPATUBHOIO 3aKoHomarenbcTBa Poccuiickor @Denepanuu; yMEHHE
NPUMEHSATh HOPMATHUBHBIE TPABOBBIE JIOKYMEHTHI B  MIpodecCHOHATbHOMN
JESITEIbHOCTH, OPUEHTUPOBATHCSI B CUCTEME 3aKOHOJATEIbCTBA U HOPMATHUBHBIX
MPABOBBIX AKTOB, PETJIAMEHTUPYIOIIUX chepy mpodheCcCUOHATIBHON eI TEIbHOCTH;
MOJIb30BAThCSl YUYEOHOM, HAyYHOU M MPaBOBOM JIUTEPATypOMl, OpPUEHTUPOBATHCS B
UCTOYHUKAX TIpaBa, OOOCHOBAHHO CChUIAThCSI Ha IPABOBbIE HOPMBI B XOJE
MPAKTUYECKON JIeATEIbHOCTH; BJIQJICHUE CHOCOOaMH TPUMEHEHHUSI MPaBOBBIX
3HAHWM B IENIIX MPOCBEIICHUS] JPYTUX UJICHOB OOIIECTBA M BBICTPAWBAHMS
COOCTBEHHOT'O TIOBEICHHME B COOTBETCTBMU C HopMmamu rmpaBa. CojneprkaHue
JUACIUIUIAHBI SIBIIAETCSA JIOTUYECKUM TPOJOJDKEHUEM COJAEpPXKAHUS JAUCUUTLINH
«ApxuBHoe  mpaBo», «HHpopmammoHHOe — mpaBo»,  «APXUBOBEICHHUEY,
«JloKyMEeHTOBEICHUEY, «IIpaBoBoe obecrieueHue npodeccuoHaNTbHON
nearenbHOCcTH»,  «TpynmoBoe  mpaBo»,  «OpraHu3auds M TEXHOJIOTHUSA
JIOKYMEHTAITMOHHOTO 00ECTICUCHUs] YIPABJICHHSN», CHHXPOHHO H3y4aeTcs C
JUCHUIUIMHOW  «[ pakmaHCKOe TMpaBO» W CIYKUT OCHOBOM JUISI OCBOCHUSA
JTUACIUTIIAHBI « AJIMUHUCTPATUBHOE TTPABO.

3. TpeGoBaHusi K pe3yjibTaTaM OCBOEHHUS COJAEPKAHUS JUCHUILTHAHBI

Kon u naumeHnoBanue WNHpaukaTophl 1OCTUKEHUN [lepeuyens mmaHupyeMbIX
KOMITETEHIINHT KOMIIETEHIINH (110 pe3yabTaTOB
peanu3yeMoi TUCIIUTUIHHE )
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YK-2 CriocobeH orpenensith
KpYT 3aJa4 B paMKax

VK-2.1 3Haer OCHOBHBIE
3aKOHOIATEIbHBIE U

3HATh: HOPMATUBHO-
TIPaBOBBIE AKTHI




IIOCTaBJICHHOH 1IEJIU U
BBIOMPATH ONTUMAJILHBIE
CIOCOOBI X PEIICHUS, HCXOS
13 JICHUCTBYIOMIMX MPABOBBIX
HOPM, UMEIOIIUXCS PECYPCOB
Y OrPAHUYEHUN

HOPMAaTUBHO-TIPaBOBBIC
JOKYMEHTBI, OCHOBHBIE
9TUYECKHE OTPaHUYECHUS,
MIPUHATHIE B OOIIECTBE,
OCHOBHBIC ITOHATHS, METO/IbI
BBIPAOOTKH MPUHSATUS U
000CHOBaHUs peLIeHUH 3a/1a4
B paMKax ITIOCTaBJICHHOM LIEIIH,
HCXOJs U3 ACUCTBYIOIINX
IIPaBOBBIX HOPM, UMEIOIUXCS
PECYPCOB U OIPAHUYEHU,
METO/bI BEIOOpA
ONTUMAJILHOTO PEIICHNUs 3a1a4

VYK-2.2 ®opmynupyer
IIEpEeYEHb B3aUMOCBS3aHHBIX
3a/1a4, 00eCIeUYnBaIOIINX
JOCTUKEHHE ITOCTABJICHHOU
LIEJI1, B TOM YHUCIIE C
HCIIOJIb30BAHUEM CEPBUCHBIX
BO3MOKHOCTEN
COOTBETCTBYIOIIUX
HMH(POPMAaLIMOHHBIX
(cripaBOYHBIX ITPABOBBIX )
CUCTEM; OIIPEIEIISIET
OKUJJaEMbl€ PE3YJIbTAThI
pelleHus 3a1a4 1
pa3pabaThIBacT pa3IMYHbIE
BH/IBI [IJIAHOB T10 peau3alyu
MIPOEKTOB yYETOM
JEMCTBYIOIUX NTPAaBOBBIX
HOPM, UMEIOIINXCS PECYPCOB
U OTPaHUYECHUH,
OCYILIECTBIIATh IOUCK
ONITUMAJIBHBIX CIIOCOOOB
pELIEHNs TOCTABJIEHHBIX
3a/1a4, ¢ y4eTOM
JEHCTBYIOINX IIPABOBBIX
HOPM, UMEIOIINXCS PECYPCOB
Y OTpaHUYEHUN

VYK-2.3 IIpoextupyer
peliieHue 3a1auu, BEIOUpast
ONITUMAJIBHBIN CITOCO0 ee
pelieHus, OlICHUBAs
BEPOSTHBIC PUCKHU U
OTpaHUYEHUS B BHIOOPE
peleH sl TOCTAaBJICHHBIX 33134

B obnactu
KaJIpOBOTO
JICJIONPOU3BOJICTBA HA YPOBHE

BOCITPOHU3BCACHUA, YMCTB:

OIIPELIEIIATh
HOPMATHBHOIIPABOBBIC aKThI B
chepe KaJIpOBOTO
JICTIOTIPOU3BO/ICTBA;
Baanets:

OIIBITOM HUCITOJIb30BaHUA

HOPMaTUBHO-TIPABOBBIX AKTOB
B cdepe KaJIpoBOro
JIeJIONPOU3BO/ICTBA;

3HaTh:

HOPMAaTUBHO-IIPABOBBIC AKTEI B
oOnactu KaJIpOBOT'O
JIeTIONPOU3BOICTBA HAa YPOBHE

aHanu3a; Y METh:

UCIIOJIb30BATh
HOPMATHBHOIPABOBBIC aKThI B
chepe KaJpOBOTO
JIeTIONPOU3BO/ICTRA,
Brnanerts:

HaBbIKaMU OTOMpaHHUsI

HOPMATUBHO-IIPABOBBIX AaKTOB
B chepe KapoBOTO

JIENIOTNPOU3BOJICTBA;
3HaTk:

HOPMAaTHBHO-IIPABOBbIE AKTHI B
obractu KaJpOBOTO
JIEIONIPOM3BOJICTBA Ha YPOBHE
HHTEPIPETAINY; YMeTs:
JaBath OLIEHKY




HOPMATUBHOIIPABOBBIM aKTaM
B chepe KaJIpOBOTO
JIeTIONPOM3BO/ICTRA;




Bnanets:

HaBBIKAMH 000CHOBaHUS

MIPUMECHECHUS
HOPMATHUBHOIIPABOBBI

X aKTOB B chepe

KaJIpOBOT'O

JICJIONTPOU3BO/ICTRA;




OI1IK-2 Crioco0eH HaxoquTh

OpraHU3aI[IOHHOYIPABICHYECKUE

pE€IICHUSA IIPpXU PCIICHUH 3a1a4 B

chepe cBoeilt mpodeccroHaTbHON

JACATCIIbHOCTH

OIIK-2.1 PaccmarpuBaet u
IpeyiaraeT BO3MOKHBIE
BapHaHThI PELICHUS
npodecCHOHATIBHBIX 33/ad,
OLIEHUBAs UX JIOCTOMHCTBA U
HE/I0CTaTKU

OIIK-2.2 ITnanupyer,
CUCTEMATU3UPYET
npo¢eCCHOHATBHYIO
JeSITebHOCTD B
COOTBETCTBUU C BHIOPaHHOM
CTpaTerueil pereHus
npoOJIeMHON cUTyaruu

OIIK-2.3 O0bscHsieT
OCHOBAHMS OKOHYATEJILHOTO
BBIOOpA OJTHOTO U3
BO3MOJKHBIX BapHAHTOB
NEUCTBUI IO JOCTHKEHHUIO
MMOCTaBIECHHBIX IIeJIeH KaK
MPEACTABUTEISIM
npodeccHnoHaTBEHOTO
co0011IeCcTBa, TaK U B
[IHPOKOM ITYOJITUIHOM
MIPOCTPAHCTBE

3HaTh:

OCHOBBI TPYAOBOTO
3aKOHOAATECJIbCTBA HA YPOBHE
BOCIIPOU3BEICHHUS;

YMeTh:
HCIIOJIB30BAThH HOpMaTI/IBHO
IIPaBOBBIC TOKYMCHTEI,
periIaMEeHTUPYIOLINE
TPYAOBBIC OTHOLICHU A,
Bnanertn:
OIIBITOM HNCITIOJIBb30BaHUS
HOPMATUBHO-IIPABOBbIX

JOKYMCHTOB,
PEriIaMCHTUPYIOIIUX

TPYHAOBBIC OTHOIICHU A,

3HaTh:
OCHOBBI TPYI0BOTO
3aKOHOJATENbCTBA  Ha
ypoBHe aHanu3a; Y METh:
aHAM3UPOBATH HOPMATHBHO-
PABOBBIE JIOKYMEHTHI,
pErJIaMEHTUPYIOLINE
TPY/IOBBIE OTHOILIEHHS;
Bnanets:
OIBITOM IPUMEHEHUS
HOPMaTHBHO-TIPABOBBIX
JIOKYMEHTOB,
perIaMeHTUPYFOLIUX

TPYZOBBIE OTHOLIEHUS;

3HaTh:
OCHOBBI TPYAOBOTO
3aKOHOJIaTEIbCTBA HA YPOBHE
VYMeTs:
IaBaThb OLIEHKY
HOPMAaTUBHOIIPABOBbBIM
JOKYMCHTaM,
pETIIaMEHTUPYIOIIUM
TPYAOBbBIE
Bnanetn:

OIIBITOM

HHTCPIPCTALINN,

OTHOIIICHUS;

HHTCpIIpETalY
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HOPMATUBHO-IIPABOBBIX




JIOKYMEHTOB,
perIaMEeHTUPYIOLIUX
TPYIOBBIE OTHOLICHUS;
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[TK-3 CriocoGeH k
OpTaHU3AIIOHHOMY U
JIOKYMEHTAI[MOHHOMY
00€CIIeUeHHUIO ICSITeIIbHOCTH
YUPEXKICHUN U OpraHU3aluu
pa3nu4HbIX (HopM
COOCTBEHHOCTH

IIK-3.1 Ymeer
JTIOKYMEHTHUPOBATh
NESATEIbHOCTh YUPESIKICHUHA U
OpraHU3aIMH Pa3JTMYHbBIX

(dhopm coOCTBEHHOCTH

[IK-3.2 Ymeer BecTn
JOKYMEHTO000POT
OpraHu3aliK, B TOM YHCIIE C
UCIOJIb30BAHUEM CUCTEM
AJIEKTPOHHOTO

JIOKYMEHTO0000poTa

3HaTh:

OCHOBHBIE ~ TpeOOBaHUS K
OpraHu3alu KaJIpOBOTO
JIEJIONPOU3BOICTBA u
JIOKYMEHTUPOBAHUIO
TPYIOBBIX OTHOIIICHUH,

XPAaHEHHUIO JIOKYMEHTOB IO
JIMYHOMY COCTaBY Ha YpOBHE
BOCIIPOU3BEIeHYs; Y METh:
UCIIOJIb30BaTh TPeOOBaHUS K
OpraHu3alyu KaapoBOro
JIEJIONPOU3BOJCTBA U

JOKYMEHTHUPOBAHHUIO

TPYAOBBIX OTHOILICHHUH,

XPaHEHUIO  JIOKYMEHTOB
1o

JIMYHOMY cocTaBy; BIilaieTs:
OCHOBHBIMM  IIPaBUJIAMH
IIOATOTOBKU JOKYMEHTOB I10
JMYHOMY COCTaBY;

OIIBITOM HCIIOJIb30BaHUs
TpeOOBaHUN K OpraHU3aLUU
KaJpOBOTO JEIIONPOU3BOACTBA
U JOKYMEHTUPOBAHHUIO
TPYIOBBIX OTHOILEHUH,
XPaHEHUI0 JOKYMEHTOB IIO
JMYHOMY COCTaBY Ha

YPOBHE BOCIIPOU3BEICHHSI;

3HaTh:

OCHOBHbIE = TpeOoBaHUS K
OpraHu3alyy KaapoBOro
JEJIONPOU3BOCTBA

U JIOKyMEHTHUPOBAHHUIO
TPYIOBBIX OTHOILICHHUH,
XpPaHEHUI0  JOKYMEHTOB
10 JIUYHOMY COCTaBy

Ha yPOBHE aHAJIN3a;
YMeTh: ananuszupoBaTh
OpraHM3aLKIo KaJpoBOro
JIETONPOU3BOICTBA u
JIOKyMEHTHPOBAHHIO
TPYIOBBIX
XPaHEHHIO
1o

OTHOIIICHUH,
JIOKYMEHTOB
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JUYHOMY COCTaBY;
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I1K-3.3 Bnageet

COBPEMEHHBIMH TEHAEHIIUSIMU
pa3BHUTHSA
UH(POPMAIIMOHHOIOKYMEHTAIIMOHHOTO
o0ecrieueHHs yIpaBIICHUS

Bnanetn:

OIIBITOM MIPUMCHCHHS
TpeboBaHU K
OpraHu3alui  KaJpOBOTO
JIEIONTPOU3BOICTBA u
JIOKYMEHTHUPOBAHUIO
TPYAOBBIX OTHOIICHHIA,
XpaHEHUIO JIOKyMEHTOB 1O
JUYHOMY  COCTaBy  Ha
YPOBHE BOCIIPOU3BEICHMSI,

OCHOBHBIMHU METOJdaMHU,
crnocodaMy U cpeacTrBaMu
IIOJIYyYCHH, XpaHCHUA,

nepepaboTKu  KaapoBOit
uHpOpMAIIMK, HAaBBIKAMH
paboThl € KOMIBIOTEPOM
KaK CpeACTBOM
yIIpaBJICHUS
nHpopManuei;

3HaTh:

OCHOBHBIC Tp€6OBaHI/I$I K
OpraHu3anu KaapoBOro
JCJIOIIPOU3BOACTBA U
AOKYMCHTHPOBAHUIO

TPYIOBBIX OTHOILIEHUH,
XpPaHEHUI0  JOKYMEHTOB
110 JINYHOMY

COCTaBy Ha
YPOBHE MHTEPIIPETALINH;
YMeTs:

COCTaBJIATh U
0hOpMITATH
IIPOEKTHI KaJIpOBBIX
JTOKYMEHTOB U JJOKYMEHTOB
0 JINYHOMY COCTaBY
YUPEKIACHUN Pa3IUYHBIX
OpraHU3alMOHHO-
PaBOBBIX (hopM;
J1aBaTh OLICHKY
OpraHu3anuu KaJIpoBOro
JIETIONPOU3BOJICTBA U
JIOKYMEHTHPOBAHUIO
TPYAOBBIX OTHOILEHUH,
XpaHEHUI0  JOKYMEHTOB
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I10 JINYHOMY COCTaBY;

Bnanertn:

OIIBITOM HUHTEpIpETaAllun

TpeOoBaHU

K

OpraHu3anun KaapoBOro

ACJIOIIPOU3BOACTBA
JOKYMCHTHPOBAHUIO

TPYIOBBIX OTHOLICHU;

n
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ITK-4 Crioco0OeH k
TUTAHUPOBAHMIO H
OpraHHu3aIuu
JIEATEILHOCTH

[1K-4.1 YmeeT nmpoBoAUTH pabOTHI 11O
KOMILIEKTOBAHUIO, YUYETY, XPaHCHHUIO U

3HaThb:
OCHOBBI 3aKOHOJIaTeIbCTBA
Poccuiickoit  @enepauuu,

0 KOMILJIEKTOBaHHUIO,
yUYeTy, XpaHEHUIO U
HCIOJIb30BaHUIO
APXUBHBIX JOKYMEHTOB

HCIIOJIb30BAHNIO apXUBHBIX
JOKYMECHTOB

pEryupyomue
OpPraHM3allil0  XPaHEHHS
JIOKYMEHTOB I10
JINYHOMY COCTaBYy;
NpaBula CHCTEMATHU3aLUK
¥ XPaHEHUS JOKYMEHTOB
o
JIMYHOMY COCTABY;
HOPSIOK JocTyIna

K JIOKyMEHTaM

o JHYHOMY
CoCTaBy B

apXuBe
OpraHu3aluy, B
rOCYIapCTBEHHOM,
MYyHHLHIIATEHOM apXUBE;
VYMeETh:
OPraHU30BEIBATH

TEKYILEE XPAHEHHE

JOKYMEHTOB IO
JIUYHOMY COCTaBy

¥ UX MOATOTOBKY
JUIS TIEPEIauy Ha apXMBHOE
xpanenue; BiiageTs:
METOJaMH  OpPTaHM3aLUM
XpaHEHMs, ONHUCAHHS M
UCIIOJBb30BaHUS
JOKYMEHTOB, COAEPIKAIIHUX
HIEPCOHAILHBIE TAaHHBIE.

4. CTpyKTypa U coiep:KaHue TUCUUIIHHBI

4.1. O06beM y4eOHOM TMCUMILIMHBI M BUAbI Y4eOH0il padoThI

O0beM yacoB (3a4. ef.)
Bitx yue6Hoii paGoThI Ounas Ouno3aoynasi| 3aouHas
dopma ¢opma ¢opma
Oomas yueoHasi Harpy3ka (Bcero) 216 (6 216 (6
3a4. en) 3a4. en)
Oos13aTesbHast KOHTAKTHasI padoTa (Bcero) 84 44
B TOM YHCJIE:
Jlexmun 42 22
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CeMuHapcKue 3aHATUA 42 22

HpaKTI/I‘-IeCKI/Ie 3aHATHUA -

JlaboparopHsie pabOTHI -

Kypcosas pabora (KypcoBO#i IIPOEKT) -

Jpyrue GopMbI B METO/IBI OPTaHU3AIHH 00Pa30BATEIHLHOTO -
nporiecca (pacuemuo-epaguueckue pabomol,
UHOUBUOYATIbHBIE 3A0AHUS U M.T.)

CamocTosiTesibHAs paboTa cTyAeHTa (BCero) 132 172

(DopMa aTrTTecTanun OK3aMCH OK3aMCH

4.2. Conep:xaHue pa3iesioB TUCIUINIMHBI

Tema 1. 3akoHoaaTeIBLHOE peryJiupoBaHue KaJpoBOIro
JeJIONPOU3BOACTBA

[lonaTe KaxpoBOrO  JENONPOU3BOACTBA. PerimamenTtanus  co3gaHus
KaIpoBeIX JOKyMeHTOB B Kopgekcax, @enepanpHbIX 3aKkoHaX, YKa3zax H
pacnopstkenusix  IIpesupenra P®, IlocranoBnenusx IlpaBurensctBa PO.
Ucnonb3zoBanue ['OCToB, yHU(DUIMPOBAHHBIX  CHCTEM  JOKYMEHTAlUH,
KJIACCU(PUKATOPOB TEXHUKO-IKOHOMUYECKOH U connanbHoi nndopmaruu, [CAOY,
anibOoMa YHU(GUIUPOBAHHBIX (POPM MEPBUYHBIX JOKYMEHTOB IO YUETy TPYJa U €ro
omnarel.  CoBpeMeHHass  perylaMeHTaluusT  JOKYMEHTHPOBAaHHS  KaJIpOBOM
JEATEIIBHOCTH B OTPACIIEBBIX, BEJOMCTBEHHBIX IPABOBBIX AKTaX IO KaJApPOBOMY
JIEJIONPOU3BOACTBY M apXMBHOMY XPaHEHHUIO JTOKyMEHTOB. OpraHusalnuoHHO-
IIPABOBBIC, HWHCTPYKTUBHBIE M METOAWYECKHE MaTepuanbl IO KaJpOBOMY
JEJIONPOU3BOACTBY NPEANPUATUI U OPraHU3ALINM.

Tema 2. JlokymeHTOBeIeHHE KAAPOBOH 1eATEJIbHOCTH

Haznauenue kanpoBbIX JOKyMeHTOB. O0miue TpeGoBaHMs K COCTABICHUIO U
opopminenuto. dopmarel Oymaru, nojs, NpaBuia O(GOpPMIICHHS PEKBU3UTOB,
TpeOOBaHUS K TEKCTY KaJpoBoro JokyMeHTa. [lopsaok odopMieHust TOKyMEHTOB
10 JJUYHOMY COCTaBYy: IPHUEM, NIEPEBOJ, OTIIYCK, ITOOLIPEHUE U JUCLUILUIMHAPHbIC
B3bICKAHUS, yUET paboyero BpeMEHHU, YBOJIbHEHHE.

Tema 3. Opranuzanusi padéoThl ¢ KAAPOBbIMHU JOKYMEHTAMU

Opranmzamusi  KajpoBOro  JokyMeHtooOopora. Cucrematusamuss U
OTEpaTUBHOE XpaHEHHWE JIOKYMEHTOB TI0 TiepcoHany. JloKyMeHTallmoHHOE
oOecricueHUEe OpTraHU3alMU JEATECIbHOCTU CIIYXKOBbl yHOpaBICHUS TMEPCOHAIIOM.
[Topsiok TPOXOXKACHUS, HMCIOIHEHMS, PErUCTpallMd W MHACKCAIIUM KaJpPOBBIX
JIOKYMEHTOB.
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Tema 4. CucremaTuszanusi 1 XpaHeHHe JOKYMEHTOB KaJpPOBOH CJIyKOBbI
Opranuzanusi ONEPaTUBHOIO XPAHEHUs JIOKYMEHTOB KaJpOBOH  CIyXOBbl.
Howmenknarypa nen, popmupoBaHue e, HOArOTOBKA /1€ K apXUBHOMY XPaHEHHUIO,
cocraBieHue u oopmieHue onuceit aen. Kagposbie cipaBouHOMHGOPMAITMOHHEIE
KapTOTEKU U paboTa MO HUM.

Tema 5. Opranusanus 1esiTeJJbHOCTH CJIY:KObI yIIPABJICHUS IIEPCOHAIOM

3amaun cinykObl. @YHKIMM CIIy>)KOBbI: ITOMCK U OTOOp IEpCcOHaja, OLIEHKA
NEepCOHaNla, MOTHBALMs, aJanTalus, arTecTalus MepcoHana. J[oJKHOCTHOM u
YHUCIIEHHBIM COCTaB cy>KO0bl. HopMaTuBHAs perinaMeHTanus AeaTeIbHOCTH.

Tema 6. ApXxuBbBI JOKYMEHTOB 110 JIHYHOMY COCTABY

[Ipouenypsl apxuBalMK JTOKYMEHTOB MO JMYHOMY cocTtaBy. llopsamok
nepefadyd  KaJpoBbIX JOKYMEHTOB Ha XpaHEHHWE B apXuB OpraHU3alUdu.
OpraHu3alMOHHbIE OCHOBBI JEATEIBHOCTH apxuBa. [loaroroska u nepenaya ien Ha
xpaHeHue B apxuB. CocTaBIeHUE ONUCEN JIEN TOCTOSIHHOTO XPaHEHUS! U 110 INYHOMY
coctaBy. OCHOBHbIE TpeOOBaHUS K OOECHEYEHUIO COXPAHHOCTU JOKYMEHTOB
IIOCTOSIHHOT'O XPAHEHUS U MO JIMYHOMY COCTaBYy. YUETHbIE TOKYMEHTHI B apXMBE.
Hcnonb3oBaHue TOKYMEHTOB apXHBa KaJIpOBOM CIyKObI, B BETOMCTBEHHOM apXUBE:
NOPSJIOK BBIIAYM ApXMBHBIX CIPABOK, APXUBHBIX KOIWW, APXUBHBIX BBIIHUCOK;
BbIJIa4a JIEJI BO BPEMEHHOE T10JIb30BAHUE.

4.3. Jlekuuu
Ne n/m Ha3Banmue Tembl O0bem yacoB
Ounasi | O4yHo3a04HasA | 3ao0uHas
¢opma ¢opma ¢opma
1 3aKOHO/NATENIbHOE  PETYIMPOBAHHE 6 4
KaJpOBOTO ACIIONPOU3BOACTBA
2 JlokymeHTOBEAEHUE KaIPOBOU NEATEIbHOCTH 8 4
3 Opranu3zanus paboTsl C KaAPOBBIMU 8 4
JIOKYMEHTaMHU
Cucrematuzanus U XpaHEHHE JIOKYMEHTOB 8 4
4 KaJIPOBOM CITy»KOBI
Opraau3anus AeITeIbHOCTH CITYKOBI 6 4
5 YIIPABJICHUS TIEPCOHATIOM
6 ApXUBBI IOKYMEHTOB 10 JINUHOMY COCTaBY 6 2
Hroro: 42 22
4.4, IllpakTnueckue (CEeMUHAPCKHE) 3aAHATHS
‘ Ne i/ ‘ Ha3Banmne Tembl O0bem yacoB
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Ounasi | OyHo3a04HasA | 3a04HasA
dopma ¢popma ¢popma
1 3aKOHOJATENbHOE  PEryJIHpOBaHHE 6 4
KaJIpOBOT'O JIEJIONPOU3BO/ICTBA
2 JlokyMeHTOBeIeHHE KaIpOBOH 1eATEIbHOCTH 8 4
3 Opranuzanus paboTsl ¢ KaJPOBBIMU 8 4
JOKYMEHTaMH1
Cucrematuzanius W XpaHEHUE JIOKYMEHTOB 8 4
4 KaJIpOBOH CITy>KOBI
Opranuzanus AeATeIbHOCTH CITYKObI 6 4
S YIIPABJICHHUS IEPCOHATIOM
6 ApXHBBI JOKYMEHTOB I10 INYHOMY COCTaBY 6 2
Hroro: 42 22
4.5. JlabopaTopHbie padoTsl o Aucuuilinie «Kagposoe
ACJTOIPOMU3BOACTBO» HE IPECAINOJIATraAlI0TCH y‘leﬁﬂbIM IMJIAHOM.
4.6. CamocTosiTeibHasi padoTa CTyJIeHTOB
Ne Ha3Banue TeMbl Buag CPC O0beM yacoB
n/n Ouynasa | Ouno3aounasi| 3aoyHas
dopma ¢opma popma
[TonroroBka K 16
CEMHHAPCKHM
3aKO0HOATEIIFHOE 3aHATUIM, K
1 | perynupoBaHue KaJpoOBOTO | TEKYLIEMY U 28
JIeTTOTIPOU3BOICTBA IPOMEKYTOUHOMY
KOHTPOJIFO 3HAaHUW U
yMEHUH
JlokymeHTOBEICHIE IToaroroska K 16 28
KaJpOBOH JIEATEIIEHOCTH CEMHHAPCKUM
3aHSATHUSM, K
2 TEKyIIEMY u
IPOMEKYTOUHOMY
KOHTPOJIIO 3HAaHUW U
YMEHUI
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Opranuzanus paboTsl ¢ ITonroroBka K 16 28
KaJpOBBIMH IOKYMEHTAMH | CEMHUHAPCKUM
3aHATHUSM, K
3 TEKYyILEMY u
IPOMEKYTOUHOMY
KOHTPOJIIO 3HaHUU U
YMEHHI
Cucremaru3zanus u [ToaroroBka K 16 28
XpaHEHHE JOKYMEHTOB CEeMHMHAPCKUM
KaJIpOBOH CITy>KOBbI 3aHATHUAM, K
4 TEKyIEMY u
IPOMEKYTOUHOMY
KOHTPOJIFO 3HAaHUW U
yMEHUH
Opranuzanus [ToaroroBka K 16 28
NESTeTbHOCTH  CITY)KOBI | CEMUHAPCKUM
YIIPaBJICHUS TIEPCOHAIOM | 3aHATHSIM, K
5 TEKYIIEMY u
POMEKYTOUHOMY
KOHTPOJIFO 3HAaHUW U
yMEHUI
ApxuBbl gokymeHToB 10| [loaroroBka K 16 26
JMYHOMY COCTaBY CEMHHAPCKUM
3aHSATHUSM, K
6 TEKYIEMY "
POMEKYTOUHOMY
KOHTPOJIFO 3HAaHUW U
yMEHUI
7 DK3aMeH 36 6
Hroro: 132 172

4.7. KypcoBblie padoTsl/nipoeKkThl 10 qucuuimiinbe «Kaagposoe

JAeJIONPOU3BOACTBO) He MPEAN0JIAralTCa Y4eOHbIM IIAHOM.
5. Oopa3zoBaTesibHbIE TEXHOJIOTHH

[IpenogaBanre AUCHUIUIMHBI BEAETCS C NMPUMEHEHUEM CIICIYIOIUX BHUIOB
o0pa3oBaTEIbHBIX TEXHOJOTUM: OOBICHUTEIHHO-UJUIFOCTPATUBHOTO OOyYEeHUS
(TEXHOJIOTHS TIOJICPKUBAIONIETO OOYYCHUS, TEXHOJIOTHSI MPOBEACHUS y4eOHOM
JIMCKYCCUH), HUH(POPMAIMOHHBIX TEXHOJOTUN (MPE3eHTAIIMOHHBIE MaTepUallbl),
Pa3BUBAIOIIUX W WHHOBAIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHH.

[IpakTHdeckue 3aHITHS TPOBOISATCA C MCIOJIB30BAHUEM Pa3BUBAIOIIUX,
npoOJIEeMHBIX, TMPOEKTHBIX, HH(OPMAIMOHHBIX (HCIOJB30BaHUE DJICKTPOHHBIX
o0pa3oBaTeNbHBIX PECypCcoOB  (PJIEKTPOHHBIH  KOHCIIEKT) 00pa30BaTEIbHBIX
TEXHOJIOTHUM.
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6. YueOHO-MeTOAUYeCKOe U MH(POPMALHOHHOE o0ecrieyeHue
AUCUMILTHHBI:
a) OCHOBHAsI JIMTepaTypa:
1. JlokyMeHTalmoHHoe obecrieueHue KaapoBou nesTenbHOoCTH [Teker] :
Yyebnoe mocobue / M. I'. JlaBpentbeBa. — M. : HUL] UTHOPA-M, 2020. — 112 c.
2. JlokyMeHTaImoHHOe oOecrieueHre yrnpapieHus nepconanom [Tekcr] :
VYuebnoe nocobue / P. E. bynar. — M. : HUL] UH®PA-M, 2019. — 234 c.
3. Kysuenos C. JI., I'notoBa C. A. KagpoBoe 1emonpou3BoaCTBO
[DnexTpoHHBIN pecypc] : 3-€ u3ganue, nepepaboTaHHOE U JAOMOJHEHHOEe. — M. :
N3 maTenscTBO «TEPMUKAY»,  2020. — 492 c. - URL :
https://edou.olimpoks.ru/books/HR_records_management.pdf
0) 1OMOJIHUTEILHAS JIUTEepaTypa:

1. Abynanze . I'.  JloxymeHTalmoHHoe oOecrieueHue YIrpaBlIeHUs
nepcoHanom [Tekcr] : yueOHuk u npaktukym / JI. I'. AOymamze, U. b.
Bempsokkuaa, B. M. Macnosa. — 3-¢ wu3ja., mepepab. m jgom. — MockBa
N3parenscTBO Opaiit, 2023. — 374 c.

2. bazapnyiikas JI. M. Cucrema qOKyMEHTAaIIMOHHOTO 00ecTICUeHUs

[DnexTpoHHBIHN pecypc] : yueOHoe nocooue / JI. M. bazanyikas. — YensiOnHCK:
N3a-Bo 3A0

«bubmmoreka  A.  Mwmepa», 2022. - 173 c¢. - URL :
http://elib.cspu.ru/xmlui/bitstream/handle/123456789/13051/%D0%91%D0%B0%
D0%B7%D0%B0%D0%B2%D0%BB%D1%83%D1%86%D0%BA%D0%B0%D
1%8F.%20%D0%A1%D0%B8%D1%81%D1%82.%D0%B4%D0%BE%D0%BA
%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%B0%D1%86%D0%B8%

D0%BE%D0%BD%D0%BD%D0%BE%D0%B3%D0%BE%20%D0%BE%D0%
B1%D0%B5%D1%81%D0%BF..pdf?sequence=1&isAllowed=y

3. HenonpousBoactBo [Tekct] : Yuebnuk / [lox pea. beikopoit T. A. —
4 w3n. — M. : HUIl UTHOPA-M, 2021. -393 c.

4, JlokyMeHTalimoHHoe oOecrnieueHue ympasiaeHus [Tekcrt] : ydyeOHOe
nocooue / P. C. IlaBnosa. — CII6. : JIans, 2022. — 608 c.

5. Kanposas 6e3omacHocTs koMianuu [ TekcT] : YueoHoe mocoodue / T. O.
Conomanmauna. — 2 uzg. — M. : HUL] MH®PA-M, 2021. — 559 c.

6. Kanposas 6e3omacHOCTh opranu3anuu [ TeKcT| : ydeOHUK U MPaKTUKYM
quis By30B / C. B. lyxnoBckuii. — M. : FOpaiit, 2022. — 245 c.

7. KanpoBas nmonutuka U KapoBoe MmiaaHupoBaHue [TekcT] : yueOHUK u

npakTukyMm a7 By30B / }O. I'. Oneros, B. B. [1aBnosa, A. B. IletponaBioBckas. —
3-e u3., nep., u gom. — M. : FOpaiit, 2022. — 575 c.

8. KanpoBas monuTMka W KaapoBbIM aynuT opranu3auuu [Tekcrt] :
yueOHuK 17151 By30B / JI. B. @oTuHa [u ap.]; moxa obmieit penakuueit JI. B. @oTuHoi.

— Mocksa: U3narensctBo FOpaiit, 2021. — 478 c.
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9. KanpoBas monuTuka U cTparerusi ynpasieHHs nepcoHanoM [Tekcr] :
VYyeOHo-npaktudeckoe nocobue. — M. : [Ipocnekt, 2020. — 64 c.

10. KysuenoB M. H. JlokymeHTalmoHHOE OOECIEUCHHE YIPABICHUSL.
JIOKyMEHTOO0OPOT U 1e10npou3BoACTBO [TekcT] : yu4eOHHMK M MPaKTHUKYM IS
By30B / U. H. Ky3nenos. — 3-e u3z., nepepad. u non. — Mocksa : M3aarenscTBoO
FOpaiir, 2023. — 461 c.

11. ®opmupoBaHHE OPraHU3ALMOHHON CTpATEruu YNPaBICHUS KaJIPOBBIM
noternuaioMm [Texkcr] / H. M. Ky3pmuna. — M. : HUI] UTHOPA-M, 2022. — 94 c.

B) HHTEPHET-PeCcypcChl:

MuHuCcTEpCTBO HAyKu U BbIcHIero oopas3oBanus Poccuiickoit @enepanuu —
http://Mmuno6pnayku.pd/

®denepanpHas ciay»0a 1o Haa30py B chepe 0Opa3oBaHUs U HAYKH —
http://obrnadzor.gov.ru/

[Topran ®enepanbHbIX TOCYAapPCTBEHHBIX OOpa30BaTEILHBIX CTAHIAPTOB
BBICIIIETO 0Opa3oBanus — http://fgosvo.ru

denepanbubiii mopran «Poccuiickoe oOpaszoBanue» — http://www.edu.ru/
Nudopmarmonnas cucrema «EnuHoe OKHO JocTyna K 0Opa3oBaTelbHBIM
pecypcam» — http://window.edu.ru/

®denepanbHbIN HEHTP HHHOPMAIIMOHHO-00pa30BaTEIbHBIX PECYPCOB —
http://fcior.edu.ru/

DJIeKTPOHHBIE OMOIHOTEYHbIEe CHCTEMBI H PeCYPChI

DNeKTpOHHO-OMOIMOTeYHAs cucrema «StudMed.ru» —
https://www.studmed.ru

NudopmanuoHHbIN pecypc OnodIMoTEeKH o0pa3oBaTebHOI
OpraHu3anuu

Hayunas 6ubanorexa umenu A. H. Konsiea — http://biblio.dahluniver.ru/

7. MarepuajibHO-TEXHHYECKOE U MPOrPaMMHOe olecriedeHmne
TUCHUNITIHMHBI
OcBoenne aucuurinHbl «KampoBoe nemonmpou3BOACTBO» MPEANOIaraeT
VCIOJIb30BAHNE AKAJIEMUYECKUX ayIUTOPUNA, COOTBETCTBYIOIIHMX JEUCTBYIOLIUM
CaHUTAPHBIM H IPOTHUBOIIOKAPHBIM IIPpaBHUJIaM U HOpMaM.
[Ipouee: pabodee MecTO mpenojaBaTess, OCHAIICHHOE KOMITBIOTEPOM C
noctyrioM B UHTEpHET.

[IporpammHuoe obecrieyeHue:
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ITouyTOBBIN KJIUEHT

DaiisI-MeHe IKep

Apxusarop

I'padmueckuii pegakTop

Penaxrop PDF

Aynauoruietiep

BecniatHoe
nporpaMMHoe
ob0ecreuenue

Libre Office 6.3.1

UBUNTU 19.04

Firefox Mozilla

Opera

Mozilla Thunderbird

Far Manager

7Zip

GIMP (GNU Image

Manipulation Program)

PDFCreator

VLC

CchLIKH

https://www.libreoffice.org/

https://ru.wikipedia.org/wiki/LibreOffice

https://ubuntu.com/

https://ru.wikipedia.org/wiki/Ubuntu

http://www.mozilla.org/ru/firefox/fx

http://www.opera.com

http://www.mozilla.org/ru/thunderbird

http://www.farmanager.com/download.php

http://www.7-zip.org/

http://www.gimp.org/

http://gimp.ru/viewpage.php?page id=8

http://ru.wikipedia.org/wiki/GIMP

http://www.pdfforge.org/pdfcreator

http://www.videolan.org/vic/

8. OueHoYHbIE CPeCTBA MO TUCIHUILINHE

IHacnopt

OLIEHOYHBIX CPEJACTB M0 Y4eOHOM TMCIUIJINHE
«KanpoBoe 1e510mpon3BoICTBOY

[lepeyerr KoOMMETEHITMI (DJIEMEHTOB KOMIETEHINH), (HOPMUPYEMBIX B
pe3yJibTaTe OCBOCHUS yU€OHOM MUCIMIUIMHBI (MOYJISI) U MPAKTUKH
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Ne | Kon dopmyIHpoBKa Wuauxatopsl | KoHnTponupyemslie Oransl
1/ | KOHTPOIMPYEMO | KOHTPOIHPYEMOi JOCTHKEHUH | TeMbl yueOHOM (hopmupoBaHu
o 1 KOMIOETECHIINU KOMTIETEHIIHH KOMIIETEHIM | JUCIUIIINHBL P
u (o (cemectp
peanuzyemoit U3y4eHHus)
JACITATIINHE )
1 | VK-2 Crnocoben YK-2.1 Tema 1. 7
OIpEeAEIATh Kpyr 3aKOHOJATENbHOE
3a/1a4 B paMKax VK-2.2 peryjaupoBaHue
IOCTABJICHHOM LIENN KaJIpOBOTO
U BbIOMpaTh ONTHUMAIIbHbIE YK-2.3 JIeJIOTIPOU3BOJICTBA
CHOCOOBI X pelIeHUs, UCXOIS U3
JEHCTBYIOLMX IIPABOBBIX HOPM,
HMMEIOIINXCS PECYPCOB U
OTpaHUYCHUH Tema 2. 7
JlokyMeHTOBEIEHH
e KaJpoBOH
JIeATETbHOCTH
Tema 3. 7
Opranuzanus
paboThI Y
KaJIpOBBIMH
JIOKyMEHTaMU
Tema 4, 7
Cucremaruzauus u
XpaHEHHE
JIOKYMEHTOB
KaJIpOBOH CITyKOBI
Tema 5. 7
Opranuzanus
JIeATETbHOCTH
CITYKOBI
YIpaBJICHUS
MEPCOHAIOM
Tema 6. ApxuBbl 7
JIOKYMEHTOB  TIO
JUYHOMY COCTaBY
2 | OIIK-2 Crnioco0eH HaxOIUTh OIIK-2.1 | Tema 1. 7
OpraHU3aIMOHHOYIIPABICHUYECKHE 3aKoHOIAaTEeTLHOE
pelIeHns IPY pelIeHNH 3a]a4 B | O[[K-2.2 | pery/iupoBaHue
chepe cBoeit mpodeccuoHambpHOM KaJIpOBOTO
NEeSATeTbHOCTH OIIK-2.3 | ACTOIpPON3BOICTBA
Tema 2. 7
JoxymeHTOBEAEHU
e KaJIpoOBOM
JIEeATETbHOCTH
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Tema 3.
Opranuzanus
paboThI Y
KaJIpOBBIMU
JIOKYMEHTaMHU

Tema 4,
Cucrematuzanums U
XpaHeHue
JIOKyMEHTOB
KaJIpOBOH CIIyKOBI

Tema 5.
Opranuzanus
IeITEIbHOCTH
CITY’KOBI
YIPaBJICHUS

epCoHaJIOM

Tema 6. ApxuBbl
JIOKYMEHTOB 11O

JINYHOMY COCTaBYy

I1K-3

Cnoco0eH K
OpTraHU3aIMOHHOMY U

AOKYMCHTAIITUOHHOM Yy

o0ecIeyeHnro ACATCIIbHOCTH
yqpexcz[eHI/Iﬁ " OpraHu3alun

paznuuHbIX (HopM COOCTBEHHOCTH

24

[1K-3.1

[1K-3.2

I1K-3.3

Tema 1.
3aKoHOATENIbHOE
pEryJiupoBaHue
KaJIpOBOTO
JIeTIOTIPOU3BOJICTBA

Tema 2.
JlokyMeHTOBeIeH!
e KaJIpoBOM
JIeITEIIbHOCTH
Tema 3.
Opranuzanus
paboThI Y
KaJIPOBBIMHU
JIOKyMEHTaMHU

Tema 4,
Cucrematuzanuus u
XpaHeHUE
JIOKyMEHTOB
KaJIpOBOM CITYKOBI
Tema 5.
Opranuzanus
JIeITeIIbHOCTH
CITYKOBI
yIpaBIeHUS
MIePCOHAIOM




Tema 6. ApxuBbl
JIOKYMEHTOB 110

JIMYHOMY COCTAaBY

4 | [IK-4 Crioco06eH K TUTaHUPOBAHUIO U [1K-4.1 Tema 6. ApxuBbl
OpraHu3aly JIEeATEIbHOCTH 110 JIOKYMEHTOB IO
KOMILIEKTOBAHUIO, YUETY, JTUYHOMY
XPaHEHUIO U UCIIOJIb30BAHUIO COCTaBy
aApXUBHBIX JOKYMEHTOB

IToxa3aTenu n KPUTEPHUU OLICHUBAHUA KOMHeTeHHHﬁ, OIMMCaHue 1MKaJ
OICHUBaAHUA
Ne | Kox Huaukatopsl| ITepedeHs Kontponupyemsie, HanmeHnoBanue
11/11 | KOHTPOJIMPYEMOH JOCTIXCHUH 1TaHUPYEMBIX U TEeMbl Y4eOHOM OLIEHOYHOTO
KOMIIETEHIINU ?OMHeTeHuH pE3yJIbTATOB MYCIUTIIINHEI cpeacTBa
o
peanusyemoit
JUCITUTUTIHE )
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YK-2

YK-2.1

VK-2.2

YK-2.3

3HaThb:
HOPMAaTHBHOIIPABOBKIC
akKTel B o0OJjactu
KaJIpOBOTO
JICJIOTIPOU3BOICTBA
Ha  YpPOBHE
BOCIIPOU3BEICHHS,
YMeTh: onpenenats
HOPMAaTHUBHOIIPABOBHIC
aKTel B cdepe
KaJIpOBOTO
JICJIONPOU3BO/ICTRA;
Bnanets:
OIIBITOM
HCIIOJIb30BaHMS
HOPMaTHBHOIPABOBBIX
aKTOB B chepe
KaJIpOBOT'0

ACJIOIIPOU3BOACTBA,

3HaTh:
HOpMaTI/IBHOHpaBOBI)IC
aKTBI B obnactu
KaJpOBOT0
JICIIONPOU3BO/ICTBA HA
yYpPOBHE aHajau3a;
VMeTn:
HCITOIb30BaTh
HOpMaTHBHOHpaBOBBIe
aKTBI B chepe
KaJIpOBOTO
JIeTIOTIPOU3BOJICTBA;
Bnaners:

HaBBIKAMU OTOHMpPaHHS
HOPMaTHBHOTIPABOBBIX
aKTOB B chepe
KaJIpOBOTO
JICTIOTIPOU3BOJICTBA;

Tema 1,
Tema 2,
Tewma 3,
Tewma 4,
Tema 5,
Tema 6

Bonpocsr pis
00CYXICHHS
Ha
CEMHHApPCKUX
3aHSTHSIX

(B BUIE
COOOIICHUH),
KOHTPOJIbHbBIE
paboTHI,
MIPaKTUYECKHE
3a/1aHusl,
TECTBI
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3HAaTh:

HOpMaTI/IBHOHpaBOBBIC
aKTBI B obiactu
KaJJpOBOTO
JICITOTIPOU3BOICTBA

Ha yYpOBHE
WHTEPIIPETAINH;
YMeTh: nasats

OIICHKY
HOPMAaTUBHOTIPABOBBIM
aKkTam B cdepe

KaJIpOBOTO
JICJIONTPOU3BO/ICTRA;
Bnaners:

HaBBIKAMH
000CHOBaHMS
IPUMEHCHHUS
HOPMAaTHUBHOIIPABOBBIX
aKTOB B chepe
KaJ[pOBOTO
JIEJIONTPOU3BO/JICTRA;
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OIIK-2

OIlK-2.1

OIIK-2.2

OIIK-2.3

3HaTh:
OCHOBBI

TPYAOBOTO
3aKOHOIATCJIbLCTBA HA
YpPOBHE
BOCIIPOU3BEICHHUS;

YMeTn:
HCITOJIb30BATh
HOPMAaTUBHO IIPaBOBELIC
JOKYMCHTEI,
perIaMeHTUPYIOIIHE
TPYHAOBBIC OTHOIIICHU A,
Bnaners:

OIIBITOM
HCITOJIb30BAaHUs
HOPMATUBHOIIPABOBbLIX
JIOKYMEHTOB,
perIaMeHTUPYIOLIHX
TPYHAOBBIC

OTHOIIICHUS;

3HATB: OCHOBBI
TPYIOBOIO
3aKOHOJIATEIHCTBA HA
YPOBHE aHANIN3a;
YMeTh:
aHAJM3UPOBAThH

Tema 1,
Tema 2,
Tema 3,
Tema 4,
Tema 5,
Tema 6

Bomnpocsr qist
00CyXIeHUS
Ha
CEMUHAPCKHUX
3aHATHIX

(B BUIE
cOO0IIeHUT),
KOHTPOJIbHBIE
paboTHI,
MPaKTUYECKHE
3aJaHus,
TECTBI
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HOPMaTHUBHOIIPABOBBIE
JIOKYMEHTHI,
perslaMEHTUPYIOLLINE
TPYHAOBBIC OTHOLICHU A,
Bnanern:

OIIBITOM IIPUMCHCHUSA
HOpMaTI/IBHOHpaBOBBIX
JOKYMCHTOB,
perIaMeHTUPYIOIIHUX
TPYZAOBBIE

OTHOLICHUA,

3HAaTh:
OCHOBBI

TPpyAOBOI'O
3aKOHOAAaTCJIbCTBA HA
YPOBHE
HHTCPIIPCTALIUU;
YMeTh:
aBaTh OLICHKY
HOPMAaTUBHOIIPABOBbIM
JIOKYMEHTaM,
pPEeriiaMCeHTHUPYIOIIUM
TPYHAOBBIC OTHOIICHU A,
Bnaners:
OIIBITOM
HHTEpIpeTaluu
HOpMaTI/IBHOHpaBOBI)IX
JIOKYMEHTOB,
perIaMeHTUPYIOIIHUX
TPYZOBBIE OTHOIICHHUS;
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I1K-3

[K-3.1

I1K-3.2

I1K-3.3

3HaTh:

OCHOBHBIC
TpeOOBaHMS K
OpraHu3aIuu
KaJ[pOBOTO
JIEJIONIPOU3BOJICTBA U
JIOKYMEHTHPOBAHHUIO
TPYAOBBIX OTHOIICHUH,
XpaHEHUIO
JOKYMEHTOB  TIO
JTUYHOMY COCTaBY Ha
YpOBHE
BOCIIPOU3BEICHUS;

Tema 1,
Tema 2,
Tewma 3,
Tewma 4,
Tema 5,
Tema 6

Bonpocsr pist
oOCyXIeHHS Ha
CEMHHApPCKUX
3aHATHSIX

(B BUzE
COOOIICHUH),
KOHTPOJIbHbBIE
paboTHI,
MIPaKTUYECKHE
3a/1aHus,
TECTBI
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YMeTh:
HCIIOJIb30BaTh
TpeOOBaHMS K
OpTraHu3aII’
KaJIpOBOTO
JIEJIONIPOU3BOJICTBA H
JIOKYMEHTHUPOBAHUIO
TPYIOBBIX
OTHOIIICHHH,
XpaHEHUIO
JIOKYMEHTOB o
JTMYHOMY COCTaBY:

Bnanets:
OCHOBHBIMH
MpaBWIAMHA
[IOATOTOBKH
I[OKYMGHTOB 110
JMYHOMY COCTaBY:
OIIBITOM
HCIIOIb30BaHUS
TpeboBaHMI K
OpraHu3aIiH
KaJpOBOT0
JIETIOTIPOU3BOICTBA
JOKYMEHTUPOBAHUIO
TPYIOBBIX
OTHOIIICHHH,
XPaHCHHIO
JIOKYMEHTOB o
JMYHOMY COCTaBY Ha
YpOBHE
BOCITPOHM3BEICHHS

3HaTh:

OCHOBHBIE
TpeOOBaHMs K
OpraHHu3aIu
KaJIpOBOTO
JIEIONPOU3BOICTBA

"
JTIOKYMEHTHUPOBAHUIO
TPYJAOBBIX
OTHOIIICHHUH,
XpaHEHUIO
JIOKYMEHTOB o
JUIHOMY COCTaBY Ha
YPOBHE aHAIIU3a,
Ymers:
aHATM3UPOBATH
OpTraHU3aIHI0
KaJIpOBOT'Q
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JIEIONPOU3BOJICTBA U
JIOKYMEHTHUPOBAHHIO
TPYIOBBIX
OTHOIIICHUH,
XpaHEHUIO
JIOKYMEHTOB 1o
JTMYHOMY COCTaBY:

Bnaners:

OTIBITOM MTPUMEHEHHUS
TpeOoBaHMI K
OpraHu3aIu
KaJpOBOTO
JIEJIONPOU3BOJICTBA U
JOKYMEHTHPOBAHUIO
TPYAOBBIX
OTHOIIICHHUH,
XpaHEHUIO
JOKYMEHTOB 1o
JTUYHOMY COCTaBY Ha
ypOBHE
BOCITPOM3BEICHHS
OCHOBHBIMH
METOJIaMH,
criocobamu u
CpeacTBaMu
MOJTyYCHHUS,
XpaHeHwus,
nepepadoTKu
KaJpoBOM
nHpopmanuu,
HaBBIKaMU pabOTHI C
KOMIIBIOTEPOM  KakK
CpeACTBOM
YIIpaBJICHUS
uHpOpMAaIHeH;

3HaTh:

OCHOBHBIE
TpeOOBaHMs K
OpraHu3aluu
KaJIpOBOT'O
JIEJIONPOU3BOJICTBA U
JIOKYMEHTHUPOBAHUIO
TPYJAOBBIX
OTHOIIICHHUH,
XpaHEHUIO
JIOKYMEHTOB o
JIMYHOMY COCTaBYy Ha
YpOBHE
MHTEpIIpETaINH,
YMETh:
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COCTAaBJISITH U

o OpMIIATH TPOCKTHI

KaJIpOBBIX

JOKYMEHTOB U

JOKYMEHTOB 10 JINYHOMY
COCTaBy

YUPEKICHUN PA3IMUHBIX

OpraHU3alOHHOIIPABOBBIX

dopm;

JaBaTh OLIEHKY
OpraHru3annuu KaapoBOro
I[CJIOHpOI/ISBO,Z[CTBa nu
I[OKYMGHTI/IpOBaHI/II-O

TPYIOBBIX  OTHOLICHUH,
XPAaHEHUIO JOKYMEHTOB I10

JIMYHOMY COCTaBYy;
Bnaners: OIIBITOM
UHTEPIIPETALNH

TpeOOBaHUI K
OpraHu3alu KaJpoOBOro
JIEJI0NPOU3BOJICTBA U
JOKYMEHTUPOBAHUIO
TPYAOBBIX OTHOLIEHHIA;
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4 | 1IK-4

I1K-4.1

3HATh:

OCHOBEI

3aKOHOJATENILCTBA
Poccuiickoit deneparuu,
peryIupyroIme
OpraHu3aIuio

XpaHeHUs

JOKYMEHTOB  TIO JINYHOMY
COCTaBy; IpaBHJIa
CHCTEMAaTH3aIlluN 5
XpaHeHUs

JOKYMEHTOB  TIO JINYHOMY
COCTaBy;,

MOPSIIOK JTOCTYTIA K
JOKYMEHTaM TI0 JIHYHOMY
COCTaBY B apXHUBE
OpraHu3aIu, B
rOCy/1apCTBEHHOM,

Tema 6

Bonpocsr gis
00CYXICHHS
Ha
CEMHHApPCKHUX
3aHATHSIX

(B BUzE
COOOIICHUH),
KOHTPOJIbHbBIE
paboTHI,
MIPaKTUYECKHE
3a/laHus,
TECTBI

MYHHIUIIATEHOM
apXuBes

YMeTh:
OpraHM30BbLIBATH
TEKyIllee  XpaHEHHE
JTOKYMEHTOB 1o
JMYHOMY COCTaBYy U
UX TOATOTOBKY UT 51
nepenaun Ha
apXHWBHOE XpaHCHHUE:

Bnaners:

MeTOJaMu
OopraHu3anun
XpaHeHI/Iﬂ, OIIMCaHUs
nu HNCITOJIb30BAaHUI
JIOKYMEHTOB,
coJiepKaIInx
IIEPCOHAILHBIE
JAHHBIC

DoH/bI OLIEHOYHBIX CPeICTB N0 Aucuuiinie «Kaaposoe 1es10npou3BoacTseo»

Bonipocsl 1151 00CyKIeHNsI HA MPAKTHYECKUX M CEMUHAPCKUX 3aHATUAX (B

BHJIe COOOILIEeHMIT)

Hopmamuenvle akmwi, pecnamenmupyrowjue pabomy ¢ 00OKyMeHmamu no

JAUYHOMY cocmaey.

1. denepaibHbIE 3aKOHBI.
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JlokasibHbIE HOPMATHUBHBIE aKThI: TTOHITHE U COCTaB.
VYcraB (MoJ10KeHre) OpraHu3alii.

KomnextuHebiit norosop. CornamieHus.

[TpaBuiia BHyTPEHHETO TPYIOBOTO PACTIOPSIKA.
[TomoskeHune o ciay»0e KaJpoB.

No bk owd

JIOJKHOCTHBIE MHCTPYKLUU.

Llokymenmuposanue npoyeccos 08udxiCeHUs Kaopos.

8. Odopmitenne nmpuemMa Ha padoTy.

9. JIOKyMEHTHpPOBAaHHE MTEpeBOAa pAOOTHHUKA Ha IPYTYIO JOJIKHOCTb.
10. Odopmienue OTIyCKOB paOOTHHUKAM.

11. HampaneHue paOOTHUKOB B CITy>KEOHbIE KOMaHIUPOBKHU.

12.  JlokymMeHTHpOBaHHE MOOIIPEHUN U B3BICKAHUH.

13.  Odopmienne yBoapHEHHUS pabOTHHUKA.

14.  Odopmnenue u BeneHue TpyAoBoH KHWKKU. Co30anue apxueos no
JuyHOMy cocmagy 15. DKcnepTrsa IEeHHOCTH JOKYMEHTOB.

16. Odopmiienue nen.

17. O6paboTtka nen o audyHoMy coctaBy. 18. CocrapiieHue
onucen

19.Cnaua gen B apxwuB.
Yuem, xpanenue u  ucnonvzosamue - OOKYMEHMO8 NO  JTUYHOMY
cocmagy

20.0co06eHHOCTH y4eTa IOKYMEHTOB IO JINYHOMY COCTaBYy.

21.TpeOoBaHusl K OpraHU3aIMM XpaHEHHs IOKyMEHTOB IO JHUYHOMY
COCTaBY.

22.Vicnonp3oBaHWE JOKYMEHTOB II0 JUYHOMY cocTaBy. VcmomHeHue
COLMAJIbHO-TIPABOBBIX 3aIIPOCOB.

Kputepun u mkasia olieHUBaHHS 110 OLICHOYHOMY CPEACTBY «COOOIICHUE)

[Ixana OLICHUBAHUS Kputepuii onieHnBaHusA
(uHTEpBaN 6aNIOB)

5 Coo011ieHne peACTaBICHO Ha BHICOKOM YPOBHE (CTYIEHT B MOJIHOM
o0beMe OCBETHJI pPAacCMAaTPHBAEMYIO MPOOJIEMATHKY, TPHBEI
apryMEeHThl B TIONB3Y CBOHMX CYXKICHHH, BIafieeT MNPOQUILHBIM
MOHATHIHBIM (KaTerOpuaTbHBIM) arapaToM U T.I1.)

4 CooO1ieHre npeacTaBiIeHO Ha CPEeJHEM YPOBHE (CTYIEHT B IIEJIOM
OCBETHJI PAacCMaTpUBAEMyIO MPOOIEMaTHKy, TPUBEN apryMeHTHl B
IIOJIB3Y CBOUX CY)I()IeHHfI, JO0IMYCTHUB HEKOTOPBIC HETOYHOCTH U T.H.)

3 Coo01ieHre MpencTaBlIeHO HAa HU3KOM YPOBHE (CTYIEHT JIOIYCTHII
CYIIECTBEHHBIE HETOYHOCTH, M3JIOKWJI MaTepuan ¢ OIIMOKaMu, He
BJaJIe€T B JIOCTATOYHOH CTemneHu MNpO(UIbHBIM KaTeropHaJbHbIM
anmnaparoMm H T.II.)
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2 Coo01eHne npecTaBieHo Ha HEYOBICTBOPUTEIBLHOM YPOBHE HITH HE
IIPEICTABICHO (CTYACHT HE TOTOB, HE BBIIOJIHWII 33aHHUE U T.I1.)

Bonpocsl K KOHTPOJIBHBIM padoTam

KonTtpoJsbnas padora 1

1.cTtounrku n3ydenus gucuuruinabl KJ[ v Ux xapakTepucTuka.

2.HopMmatuBHast 0a3a oOecnedeHHs JOCTyNHa MOJb30BaTeNied K apXUBHBIM
JIOKyMEHTaM ¢ KOH(QUIECHIIUATBHBIMU CBEICHUSIMU O FPaXKJaHaX.

3.Ha3HaueHue OpraHu3alOHHO-TIPABOBBIX KAaJpPOBBIX JIOKYMEHTOB, HX
CTPYKTYypa U COJepKaHUE.

4.I'paduk OTIIYCKOB: €ro CoAepKaHue, Ha3HaYeHUE U TOPSAIOK pa3paboTKH.

5. Ha3HaueHue yd4eTHO-OTYETHOM KaapOBOM TOKYMEHTAlMH, €€ CTPYKTYpa,
TpeOOBaHUS K COCTABJICHUIO, IPOLEAYypa COTIACOBAHUS U YTBEPKACHUS, MOPATOK
BHECEHMsI U3MEHEHUI U JOTIOJHEHU.

6.Ilpuka3 o HampaBiICHUH Ha MEPENOArOTOBKY paOOTHHUKA: COAEpKAHHUE U
HopsA0K 0(hOpMIIEHUS.

7.JlakeT NOKYMEHTOB IO OOECHEYECHHIO O00S3aTeIbHOI0 MEAUI[MHCKOTO
CTpaxOBaHUs paOOTHUKOB U UX COJIEpPKAHHE.

8.Ilpuka3pl KaapoBOW CIyXkObl: COAEpKaHME, MOPAJOK Pa3pabOTKHM M MX
COIJIaCOBAaHME.

KonrpoabHas padora 2

1. TpeboBanus, npeabsBisieMble K 0QOPMIICHUIO KaPOBOM JOKYMEHTALIMH.

2.0pranu3aiOHHO-TIPaBOBbIE  KaJpOBbIE JOKYMEHTBHI: TpeOOBaHUS K
COCTABJICHHIO, MTPOLIEyPa UX COTJACOBAaHUS U YTBEPKIEHUS, MOPSIOK BHECEHUS B
HUX U3MEHEHUU U JOTIOJHEHUM.

3.IIporpaMMsbl KagpoOBbI€ IO alallTallid BHOBb IPUHATOIO NIEPCOHANIA!
Ha3HA4Y€HHUE, OCHOBHOE COJIEpKaHUE, OPSAIOK pa3pabOTKH.

4.Benenue TpyAOBBIX KHHKEK paOOTHUKOB.

5.ITopsimok paboThl ¢ yHUPUITUPOBAHHBIMU (hOPMaMU JOKYMEHTOB.

6.Conmepxanrie W TOPANIOK OQopMIieHUsT TIpHKaza (pacmopsiKeHus) o
MPEKpaIeHUH IEUCTBHS TPYAOBOIO JOTOBOPA, YBOJIbHEHHH.

7.0gopmMieHue TOKYMEHTOB 0 PEKPYTUHTY IEPCOHAJIAa Ha ATare MOoucKa:
OOBSIBIICHHE O BaKaHCUHW, KBAIM(PUKAIMOHHBIE TpeOOBaHUA K BAaKAHTHOU
JOJKHOCTH.

8. Perucrtpamusi KaapoBbIX JIOKYMEHTOB: CYIIHOCTb, HpeIHa3HAUYCHHUE.

KonTpoabnas padora 3

1.Knaccudukanus KAIpOBBIX JOKYMEHTOB B
COOTBETCTBUHU ¢ QyHKIIMOHAIbHBIM Ha3HAUYECHUEM.

2.Conepxanue JOKYMEHTAIIMH 110 OpPTraHU3aIuA pabOunX MECT.

3.KanpoBble miaHbl TO aTTeCTallMd MEPCOHANIa: Ha3HAYEHHE OCHOBHOE
coJiep>KaHue, MOPSA0K pa3pabOTKu.
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4. TpynoBble KHIKKH: UX 3all0JIHEHUE, 3alI0JIHEHUE TyOIHMKATOB, BKJIAABIIICH.

5.YHuduumpoBaHHble KaapoBble NPHUKa3bl M MOPSAOK HX Pa3pabOTKH U
COTJIacOBaHMUSI.

6.Hanucats 1 0opMuUTH B 1€70 JOKIJIATHYIO 3aMHCKY.

7.0dopmieHre TOKyMEHTOB 10 PEKPYTHHTY IIEpCOHAla Ha dTane 0Toopa:
MaKeT 3asBUTEIbHBIX JOKYMEHTOB.

8.IlpuHiunel ¥ GOpMBI  pPErHCTpallid  KaJApPOBBIX JIOKYMEHTOB, UX
coJiepKaHue.

Kounrpoabnas padora 4

1. OxapakrepuzoBarh yHUGMUIHMPOBAHHBIE (OPMBI JOKYMEHTOB MO YYETY
KaJIpOB.

2.ConepxaHue JOKYMEHTALMH 110 OXpaHe Tpyaa.

3.KagpoBble JTOKYMEHTBI MO IIEPEMEIICHUI0 IIEPCOHANA: Ha3HAYEHUE
OCHOBHOE COJIep>KaHuE, TIOPSA0K pa3paboTKu.

4.BHeceHne 3anKceil B TPYIOBbIE KHIKKU.

5.Pa3paboTtka u yHUPUKAIISA MPUKa30B, Uil KOTOPBIX
HET YHU(DUIIMPOBAHHBIX (POPM.

6.Hamucats 1 0popMHUTH B 1€710 OOBSCHUTENBHYIO 3aIIUCKY.

7.HarpaaHble JOKYMEHTBI, UX COAEPKaHUE U MOPSIOK 0(OPMIICHHUS.

8.ABTOMAaTU3UPOBAHHBIE CHCTEMBbI KOHTPOJS MCIHOJHEHUS KaJpOBBIX
JIOKYMEHTOB.

KonTpoabnas padora 5

1. Conepxxanue [IpaBun BHYTpEHHETO TPYJOBOTO PACOPSAIKA.

2. KaapoBbele MOKYMEHTBHI IO TIEPENOJArOTOBKE TMEPCOHANA: HA3HAYCHUE
OCHOBHOE COJIepKaHUe, MOPSIOK pa3pabOTKH.

3.JIOKyMEHTUpOBAHUE  OLIEHKU JACSATENbHOCTH pPAOOTHUKOB U  €ro
odopMIICHHE.

4.11puka3bl 0 mpuemMe Ha padoTy, UX COAEPKAHUE U MOPSIIOK O(hOPMIICHHUS.

5.Hamucarp u oopMuTh B 1€710 aKT 0 ono3AaHuu Ha padoty Axom @.I1.

6.OCHOBHbBIE KaJpOBbIE U JICIONPOU3BOJCTBEHHBIC (DYHKIIMU CITY>KObI
YIPABJICHUS IEPCOHATIOM.

7.B3anMOCBA3b pErUCTpAlMU KaIPOBBIX JOKYMEHTOB C OpraHu3auen
CIPAaBOYHO-UH(POPMALIMOHHOMN paOOThl, OpraHU3alMe KOHTPOJIS UCTIOTHEHUS U
nocJIeyroIIeil 00paboTKON JOKYMEHTOB.

8.0OcHOBHBIE MpaBmiia PabOTHI apXWBa O TEepenaye JAesl NMpH JTUKBUAAINH
OpraHU3aluu.

KonTpoasnas padora 6

1 .TlonATHE KaAPOBOTO ACIONPOU3BOICTBA.

2.Conepxanue [losoxenus: o mepcoHae.
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3.Ha3nauenue IOTOBOPHBIX JOKYMEHTOB, UX CTPYKTypa, TpeOOBaHUS K
COCTaBJICHHUIO, MPOLEAYPA UX COTNIACOBAHUS U YTBEPKIACHUS, TOPSIAOK BHECEHHUS B
HUX U3MEHEHHUU U JOTIOJHEHUM.

4.HaznaueHue OCHOBHOE COJIepKaHue, MOPSAOK pa3paboTKu
IPpaKIaHCKOIIPABOBOIO JIOrOBOPA.

5.IToompenue paboTHUKA U ero 0hOpMIICHHUE.

6.I1pukaspl 0 mprueMe Ha paboTy UX coAepKaHue U 0hOpMIICHHE.

7.Hanucats 1 0OpMUTH B ACJIO JIMYHOE PE3IOME.

8.Kagposbie oTueTsl: popmbl U MOPsAOK cocTaBieHusl. KoHTpoJbHast

padora 7

1.3akoHO#aTeIbHOE W HOPMATUBHO-TIPABOBOE PEryJIUMpPOBaHUE padOTHI ¢
KaJIpOBBIMU JIOKYMEHTAMU.

2.Conepxanue [lonoxenust 06 oriare Tpyaa.

3.Ha3nayeHue mIaHOBbIX JOKYMEHTOB, HX CTPYKTypa, TpeOOBaHUS K
COCTABJICHHIO, MPOLEAYPA UX COTNIACOBAHUA U YTBEPKJICHUS, MOPSIA0OK BHECEHUS B
HUX U3MEHEHUU U JOTIOJHEHUM.

4 KONNEeKTUBHBIM JOTOBOP: HA3HAYEHHE OCHOBHOE COJAEPKAHHUE, IMOPSIOK
pa3paboTKwu.

5.IlpucBoeHune KBaIM(PUKAIUOHHBIX Pa3psA0B U UX OPOpPMIIEHUE.

6.Ilpukas o mepeBoje Ha Jpyryr padoTy, €ro cojaepKaHUE U MOPSIOK
oopMIIECHUSI.

7.Hanucats 1 0ohopMUTH B j1e710 aBTOOHOTpaduro.

8.JIoKyMEHTHpPOBAaHUE ACATEIBHOCTU OTAENA KaapoB. KoHTpo/ILHast

padora 8

l.PermamenTanust co3maHusi KaApOBBIX JOKYMEHTOB B
Konekcax, ®enepanpHbIX 3aKOHax,  YKazax 17§ PaCIIOPSIKEHUSIX
IIpe3nnenra P®, I[TocranoBnenusx [IpasurensctBa Poccuiickoit
denepanum.

2.Conepxanue [lonoxeHuss 0 CTAMYJIMPOBAHUY TPY/la EpCOHAaa.

3.MaauBryanbHbIN TPYZIOBOW JOTOBOpP:  HAa3HAYEHHE
OCHOBHOE COJIepKaHUe, MOPSAIOK pa3pabOTKH.

4.0dbopMmieHre TOKYMEHTOB MPH MEPEBOJIC U MIEPEMEIICHUU.

5.I1pukas, peryaupyromnuii BOIpoCkl MAaTepUaIbHON OTBETCTBEHHOCTHU, €O
cojJiep>kaHue U opopMIICHHE.

6.Hanucats 1 0popMuUTh B 1€710 XapaKTEPUCTUKY Ha CTYACHTA. ...

7.JIOKyMEHTOIIOTOKM KaJpPOBBIX JOKYMEHTOB: COJEpXKaHUE, CTPYKTYpa,
pEeXUM, HampaBlieHuEe, 00BEM.

8.DdopMHUpOBaHUE JTUYHBIX KaPTOUYEK U Jei paboTHUKOB. KOHTpoJ/IbHAR

padora 9

1.Mcnonws3zoBanne 'OCToB, yHubUIIUPOBAHHBIX CUCTEM JOKYMEHTAITUH,
KJIACCU(PUKATOPOB TEXHUKO-?KOHOMUYECKON U COLIMAIbHOM MH(pOpMAaI B

KaJJpOBOM JICJIONPOU3BO/ICTBE.
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2.Conepxanue I[TooxeHus o 3alMTe NEPCOHAIBHBIX TaHHbIX.

3.JloroBop © wMaTepuarbHONM OTBETCTBEHHOCTH: Ha3HAY€HHE OCHOBHOE
coJiep>KaHue, MOPSA0K pa3pabOTKu.

4 IlpekpaiiieHrue Tpy0BOTO I0roBopa U opopMiIeHHE YBOIbHEHUS C PAOOTHI.

5.I1puka3 o mpeAOCTaBICHUU OTIIYCKa, €r0 COAepkKaHUe U OPOPMIICHHUE.

6.Tabenp yueTa pabodero BpeMeHH, €0 COACP’)KaHUEe U BEJICHNE.

7.JoxymenTupoBanre padboThl MO (OPMHUPOBAHUIO YYETHBIX MAaCCHUBOB
JIOKYMEHTOB.

8.IloAroToBKa TOKYMEHTOB I10 JUYHOMY COCTaBY K apXHMBHOMY XPAHEHUIO U
nepenaya ux B apXuB.

KonTtpoJabnas padora 10

1.Ucnonb3oBanue ['CHOY, anpboma yHUPHUIIUPOBAHHBIX (GOPM MEPBUUHBIX
JIOKYMEHTOB I10 YY€TY TPyAa U €ro OIJIaThl B KaAPOBOM JEJIONPOU3BOJICTBE.

2.Conepxanue MHCTpyKIIMU 110 KaAPOBOMY AEJIOMPOU3BOACTBY.

3.McnblTanue Tmpu TnpuemMe Ha paldoTy: TMOPSAOK YCTAaHOBIEHUS U
odopMIICHHUSI.

4.3asBneHre paOOTHUKA, aKThl WU JPYrHe€ JOKYMEHTHI-OCHOBaHHS JJIs
yBOJIbHEHUS paboTHHKA. BHeceHue cBeeHnii 00 yBOJIbHEHUH.

S5.IIpuka3sl 0 COBMECTHUTENIBCTBE M COBMEIICHHH, COAEp:KaHUE, MOPSIOK
odopMIICHHUSI.

6.Haznauenne nMHQOpMaIMOHHO-CIIPABOYHON KaJApOBOM TOKYMEHTAallUH, €€
BU/IbI, IOPSAOK O(OPMIIEHHUSL.

7.0Opranuzanys padoThl ¢ KaJpOBbIMU JOKYMEHTaAMU IIPH MpUeMe Ha paldoTy.

8. 3aMoJHUTH JIMYHYIO KapTOUKy Ha ce0s1. KoHTpoabHas

padora 11

1.CoBpemenHas periaMeHTanus JOKYMEHTHUPOBAHUSA KaJpOBOH
NESATEIbHOCTH B OTPACIEBBIX, BEJIOMCTBEHHBIX MPABOBBIX AKTaX IO KaJpOBOMY
JEJONPOU3BOACTBY U APXMBHOMY XPaHEHUIO JOKYMEHTOB.

2.Copnepxxanue [1010K€HUSA O CTPYKTYPHBIX MOIPA3IEIICHUSX.

3.Ha3znauenne pacnopsiAUTEIbHONM  JOKYMEHTAIlMU, €€  CTPYKTYpa,
TpeOOBaHMS K COCTaBJICHUIO, MIPOLIEypa COrNIACOBAHUS U YTBEPKACHHUS, MOPSIOK
BHECCHUS U3MEHEHUN U JIOTIOJTHECHUH.

4.1Tpuka3pl 0 NOOUIPEHUH W BBIHECEHUM IUCLUIIMHAPHBIX B3BICKAHHMM, UX
coJiep KaHue U MOPSA0K OPOpMIIECHUSI.

5.IlonsiTie 00 YYETHO-OTYETHOW JOKYMEHTallUHh, €€ BHIbI CTPYKTYpa,
TpeOOBaHMSI K COCTABIICHUIO.

6.AyTCOPCUHT KaJApOBOTO JICJIONPOU3BOJICTBA.

7.3akoHOomarenbHass W HOPMAaTHMBHO-TIpaBOBas 0a3za TpeOoBaHUU K
00EeCIeUeHNI0 COXPAaHHOCTH apXUBHBIX JIOKYMEHTOB IO JTUYHOMY COCTAaBY.

8.CucremMa KagpoBOM JOKYMEHTAIMU U OpraHu3anus
KaJIpOBOT'0 IOKYMEHTOO0O0pOTA.
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Konrpoabnas pabora 12

1.JIokasibHbIE HOPMATUBHBIE AKTHI IO KaJIPOBOMY JI€I0IPOU3BO/CTBY.

2.Coneprxanue J{0KHOCTHBIX HHCTPYKIIUU paOOTHUKOB.

3.1ITaTHas YMCAEHHOCTh U MITATHOE PACIIHCAHUE YUPEKACHUS: TPEOOBAHUS
K UX COCTaBJICHUIO, CTPYKTYpa TEKCTOB, MOPSIIOK yIOCTOBEPEHMUSL.

4. TpynoBble KHWXKKHU: y4eT U 0(hOpMIICHHE.

5.Ha3zHaueHune crnpaBOYHO-MHPOPMAIIMOHHON KaJpOBOM TOKYMEHTALUHU, €€
CTPYKTYpa, TpeOOBaHUs K COCTABIICHHIO, TPOLIETypa COTIACOBAHUS U YTBEPKICHUS,
HOPSZIOK BHECEHUSI U3MEHEHU U IONIOJIHEHUIA.

6.IIpuka3 0 KOMaHIUPOBAaHUY, COACPKAHUE U TOPATOK OHOPMIICHUS.

7.JInuHoe neno pabOTHUKA U €ro COAEepKaHue, TOPAIOK yUETa U XPAHEHHUS.

8. JlokymeHTHpOBaHHE pPaOOTHI MO 3aIUTe MEPCOHATLHBIX MAaHHBIX |
TPYJOBBIX IIpaB PaOOTHUKOB.

KpI/ITepI/II/I M mKajla OOCHHUBAHUA 110 OLCHOYHOMY CPCACTBY «KOHTPOJIbHAA

paboTa»
[IIxana OLICHUBAHHUS Kputepuii onennBanus
(uHTEpBAI OAIIIOB)
5 KoHnTposibHast paboTa BbIIIOJIHEHA HA BBICOKOM YPOBHE (IIpaBUJIbHBIE
otBeThl naHbl Ha 90-100% Bompocos/3amay)
4 KonTponbHas paboTa BbIIIOJIHEHA HA CPEAHEM YPOBHE (TMpaBUIIbHBIC
OTBETHI JaHbl Ha 75-89% BorpocoB/3a1ay)
3 KoHnTposibHas paboTa BbIIIOJIHEHAa HA HU3KOM YPOBHE (IIpaBUJIbHBIE

oTBeThI 1aHbl Ha 50-74% BonpocoB/3aay)

2 KonTtponbHast paboTa BBIITOTHEHA HA HEYIOBIETBOPUTEIHLHOM
ypOBHE (IIpaBUJIbHBIE OTBETHI JaHbI MeHee ueM Ha 50%)

IIpakTH4eckue 3a1aHUus
1. Tema «3akoHOJATEIHLHOE PETYIUPOBAHKE KAAPOBOTO JACIOMPOU3BOICTBAY
IHenb paboThl — HM3yYEeHHE HOPMATHBHO-METOJIMYECKHUX aKTOB B 00JaCTH
KaJ[pOBOTO JICJIONPOU3BOJICTBA.
3aJjaHue ¥ METOAWKA BBIMIOJHEHHUS: CTYJICHTAM MPEIaracTcsi OCHOBBIBAsACH
Ha cucteme ["apant unu Koncynerant [ntoc 3anomHUTE TaOIHILy:

HopmaTtuBHO-1paBOBOi1 aKT XapakTepUCTHUKA

2. Tema «JlokyMeHTOBeICHUE KaJAPOBOU JIEATCIbHOCTI

[{ens paboOThI — M3yYEHHE COCTAaBA U BUJIOB KaJIPOBBIX JOKYMEHTOB.

3ajaHue M METOJIMKA BBITIOJIHEHUS: 3alOJIHUThH TaOJUWIly, BKJIIOYMB B HEe
JIOKYMEHTHI T10 JINYHOMY COCTaBYy
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JIoKanbHBIN aKT HopmatusHO-n1paBoBOM O06s13aTeIpHO/HE003aTEBHO
aKT

3. Tema « ApXUBBI TOKYMEHTOB IO TUYHOMY COCTaBY»

L[GJ'IB pa6OTI>I — YTOUHCHHC U 3aKpCILUICHUC 3HAHUU IMOJIYUYCHHBIX Ha
JICKIIMOHHBIX 3aHATHAX.

3aiaHie ¥ METOJIMKa BBITIOJIHEHUS: COCTABUTh HOMEHKJIATYPY JEJ KaapOBOH
CITY>KOBI.

4. Tema «OdopmiieHuE KaAPOBOM JOKYMEHTAIUI

BrinonnuTe cienyromnye 3ajaHusi, UCMOJIb3ysl (POPMbI IEPBUYUHBIX YUETHBIX U
IpYrux JOKyMeHTOB. lcnoinb3yiite (QOopMbl TOKYMEHTOB, NIpPEICTaBICHHBIE B
cucreme KoncynbranT mtoc nium ["apanr.

3aoanue 1.

[ToaroToBhTE M OGOPMHUTE TIPUKA3 IO TUIHOMY COCTABY O TIpHEME Ha paboTy.
3aoanue 2.

3anogHUTe THYHYIO KapTOuKy GopMbl T-2 3adanue

3.

CocraBbre rpaduk OTIyckoB 3adanue

4,

[ToaroTtoBeTe M OQopMUTE TPHUKA3 MO JUYHOMY COCTABY O TMOOIIPEHUU
rpynibl paOOTHUKOB.

Kpurepuu orneHuBaHus MpU BBHIMOJHEHUU MPAKTUYECKUX 3aJaHUM (IIKaia
OIICHKU B COOTBETCTBHUH C 3TAJIOHOM)

IIxana Kpurepuii onenuBanus
OIICHUBAHHUS
(uHTEpBaN

0asioB)
5 3asanue BHIMOJIHEHO B COOTBETCTBUH C ITAJIOHOM
4 B 3amanuu nomyuieHs! oJIMH-ABa Helo4eTa U (WJIM) OJIHA OIINOKa
3 B 3aganuu g0mymieHo HeCKOJIbKO HEI0YETOB U JIBE OIIMOKH
2 B 3amanuu gomyiieHo HeCKOIbKO HEI0UETOB M 0oJiee IBYX OMIMOOK

TecTnl
1. OdbopmiTh pacTop>keHHe TPYIAOBOTO AOTOBOpa B MEPHOJ BPEMEHHOU
HETPYAOCIOCOOHOCTH pabOTHUKA pa3pelaeTcs Mpu YBOJIbHEHUN
A) 3a nporyn
b) B cBs13u ¢ HECOOTBETCTBHEM PAOOTHUKA 3aHUMAEMOM JIOJKHOCTH
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B) no nnummatuse paboTHUKA

I') mo cokpaiiieHuto mrara

2. JInunas xapTouka paboTHUKOB (dhopma T-2) 3amonHsercs

A) Ha BceX paOOTHUKOB 0€3 UCKITFOUCHUS

b) Toapko Ha paGOTHUKOB, pabOTAIOIIUX IT0 OCHOBHOMY MECTY PabOThI

B) Tonbko Ha paOOTHUKOB, pabOTAIOMIMX HA PAOOTE MO COBMECTUTEILCTBY
I') Ha yemoTpeHue paboToaarens

3. I'paduk OTIYCKOB MOIMCHIBACT

A) pyKOBOIUTENb OPraHU3aIuU

b) pykoBoauTenb kaapoBOM CITyKObI

B) HavanbHUK FOPUIUYECKOTO OTIETA

I') pykoBouTENH KaIPOBOM CITY>KOBI M PYKOBOAMUTENH TIoipasiencHuii 4. B
Kakol CpoK paboToaTelNb JOJDKEH O0BIBUTH PAOOTHUKY MO/ POCIUCH
IpUKa3 0 IpUeMe ero Ha paboty? A) B TEUEHHE HEJIeTU CO JHS pruemMa Ha
paboty

b) B Tpex/IHEBHBIN CPOK CO JHS (PAKTUUECKOT0 Havana padoThl

B) B nsTUIHEBHBIN CPOK CO JIHS MOJNKUCAHUS TPYIOBOTO JI0TOBOpa

J1) HemocpeACTBEHHO MOCe MOAMUCAHUS TPYAOBOTO JOrOBOpPA

E) B nenb npuema Ha paboty

5. Eciim B 1U4HOM ACJIC COTpYAHHUKA ITOAIIMTBI AOKYMCHTBI C pPa3HbBIMU
MaKCHUMAJIbHBIMHU CPOKaMH XPaHCHHUA

A) pellleHHeM PYKOBOJUTEIS apXWBa ISl JieJla YCTaHABIMBAECTCS OCOOBII
CPOK XpaHECHUS

b) noxymeHTHI B iefie XpaHsTCs B TEUCHHE YCTAHOBIEHHBIX ISl HUX CPOKOB,
a 3aTEM BBIICIIAIOTCS K YHHUTOXEHUIO B) Bce €10 XpaHuTces o MiaaguieMy

CPOKY
') Bce A€o XpaHUTCS IO CTapIIeMy CPOKY

Kpurepun u mkana oueHuBaHus M0 OLEHOYHOMY CPEACTBY «TECTBI»

[Ixana OLICHUBAHUS Kpurepuii onieHnBaHus
(uHTEpBaN 6aNIOB)
5 TecTbl BBIIIOJIHEHBI HA BBICOKOM YPOBHE (ITpaBUJIbHBIE OTBETHI JaHbI
Ha 90-100% TtecToB)
4 TecTbl BBIIIOJIHEHBI HA CPEeIHEM YPOBHE (IIPaBHIIbHBIE OTBETHI JaHbI
Ha 75-89% TecToB)
3 TecTbl BbINOJIHEHBI HA HU3KOM YPOBHE (IIPaBUJIbHBIE OTBETHI JaHBI HA
50-74% tecToB)
2 TecTbl BBINOJIHEHBI HA HEYIOBIETBOPUTEIBLHOM YPOBHE
(mpaBUIIbHBIE OTBETHI 1aHbl MeHee ueM Ha 50% TecToB)
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OueHouyHble cpeacTBa Ui MPOMEKYTOYHOM aTTecTauuu (IK3aMeH)
1 .TlonATHE KaAPOBOTO AEIONPOU3BOICTBA.

2. ['ocynapcTBEHHOE pPEryInpoOBaHUE KaJIpOBOIO JIEJIONMPOU3BOJICTBA.

3. Pernamenrtaruss odopmieHus kaapoBbix JgokymeHTOB B ['OCTax,
YHUPHUITTPOBAHHBIX cucTeMax JOKYyMEHTAIH, KJ1accu(ukaTopax
TEXHUKOIKOHOMUYECKOU 1 connasibHoM nHdopmaruu, ['[CIOY.

4, CoBpeMeHHas perjiaMeHTalusl Co3JAaHusl KaJpOBBIX JOKYMEHTOB Ha
YPOBHE MUHUCTEPCTB U BEJIOMCTB.

5. NHCTPYKTUBHO-METOANYECKHUE MaTepuabl MpEINPUSITUI u
OpraHU3aIri MO0 CO3JaHUI0 U OPOPMIICHHIO KaJPOBBIX JOKYMEHTOB.

6. CtpyKTypa OpraHu3aliliOHHO-IIPABOBBIX JOKYMEHTOB.

1. TpeOboBaHMS K COCTaBJICHHIO OPTraHU3alMOHHBIX JOKYMEHTOB,

IpOIEAYypa UX COTJIACOBAHUS U YTBEP)KIICHUS, TOPSIOK BHECEHUS B HUX U3MEHEHUI
U JOIIOJIHECHUH.

8. HaznaueHne naaHOBBIX JOKYMEHTOB, HX BUBI, CTPYKTYpa.

9. TpeGoBaHMs K COCTaBICHHUIO TUIAHOBBIX JTOKYMEHTOB, MPOIEIypa MX
COIJIACOBAaHUS M YTBEPXKACHUS, TNOPSAOK BHECEHUS B HHUX M3MEHEHHH U
JOTIOJIHEHU .

10. HasnadeHue AOTOBOPHBIX JOKYMEHTOB, UX BUBI, CTPYKTYpa.

11. TpeboBaHuUs K COCTaBIECHUIO TOTOBOPHBIX JOKYMEHTOB, IIPOLIETypa UX
COIJIACOBAaHUS M YTBEPXKACHUS, TNOPSAOK BHECEHUS B HHUX M3MEHEHHH U
JOTIOJTHEHU M.

12. Paznuuus MeXAy WHIUBUAYAJIbHBIM TPYIOBBIM JOTOBOPOM H
Ipa)X1aHCKO-TIPABOBBIM JIOTOBOPOM.

13. PacnopsaurtenbHas KaapoBas JOKyMEHTallMs, BUIbl W TpaBuUiia
COCTaBJICHUS U O(OPMIICHUSI.

14. CopaBoyHO-MH(pOpMalMOHHAs  JOKYMEHTAlUs, BHUABL, IMpPaBUIIA
COCTABJICHHS.

15. Vwudernas kaapoBasi JOKYMEHTAIWs, BUbI, TPEOOBaHUS K OPOPMIICHHUIO.

16.JInunoe aeno coTpyaHuka, TpeboBaHus K €ro 0(hOpMIICHHIO.

17. PabGota xkagpoBoW CIy>KObI 1O O0OECHEUYEHHIO COXPAHHOCTH
NEPCOHAIBHBIX JIaHHBIX paOOTHUKOB, [lonoxkeHne o 3amTe NEPCOHAIBHBIX
JAHHBIX, corjlacue pabOTHHUKA HAa 00paOOTKY U HUCIOJIb30BAHUE €0 MEPCOHATBHBIX
TaHHBIX.

18. YuuduuupoBanusie GopMbl JOKYMEHTOB MO YUYETY U UCIIOJIb30BAHUIO
pabodero BpeMeHU. MeTo/Ibl y4eTa UCIIOJIb30BAaHHOTO Pabodero BpeMeHH.

19. VYcrnosuble 0003HaU€HUS BUAOB 3aTpaT paboYero BpeMeHHu.

20. JloxymeHTbI, MOATBEPXKAAIOIINE OTCYTCTBHE Ha paboueM MecTe II0
YBOKUTEIHHOU MTPHUNHE.

21. Tlopsgok odopMieHHs] TOKYMEHTOB, YAOCTOBEPSIOIIUX BPEMEHHYIO
HETPYAOCMOCOOHOCTb.

22. KanpoBblil JOKyMEHTOOOOPOT.
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23. HomeHkiaTtypa aen KaapoBOro MoApaseieHuUs.

24, Cpoku XpaHEHHsI KaJpPOBBIX AOKYMEHTOB. OCOOEHHOCTH pabOThHI C
JTIOKYMEHTaMU KpPaTKUX CPOKOB XpaHEHUSI.

25. ®opmupoBaHHUE JeN U ONEPATUBHOE XPAHEHUE KAIPOBBIX TOKYMEHTOB.

26. IloaroroBka KaJpOBBIX JTOKYMEHTOB K C1aue€ B BEJIOMCTBEHHBIN apXUB,
CIPaBOYHO-TIONCKOBAsl CUCTEMA 10 KaJAPOBBIM JOKYMEHTaM B apXUBE.

27. TpeboBaHMs apXUBHOTO 3aKOHOJATENBCTBA K 00ECIIEUEHUIO COXPAaHHOCTH
JIOKYMEHTOB 110 JINYHOMY COCTaBY.

28. YmnpaieHHE apXUBHBIM XpPaHEHUEM JOKYMEHTOB.

29. IlpaBuia 3amoJHEHUS U XPAHEHUS TPYIOBBIX KHIKEK.

30. IlepeueHp AJOKYMEHTOB WM MOPSAOK UX O(QOPMIICHHSI HA HArpakJeHUE
OTpAaclieBBIMHU M TOCYAaPCTBEHHBIMU HATrPaJlaMHu.

31. MHudopmaumoHHass U MpakTUYeCKass LEHHOCTb JIOKYMEHTOB IIO
JUYHOMY COCTaBY.

32. HopMaTuBHO-TIpaBOBBIE aKThl, pErJIAMEHTUpYIOLIME padoTy ¢
JOKYMEHTaMU 110 JJUYHOMY COCTaBY.

33. IIpaBuiia opOpMIIEHHUS U CUCTEMATU3ALNN KaPOBbIX JOKYMEHTOB.

34. Tlopsanok TOKyMEHTUPOBAHUS TPYAOBBIX OTHOIICHUW, BO3HHKAIOIINX
Ipu IpreMe Ha padoTy, MepeBOIe U YBOIbHEHHH PaOOTHHKA.

35.  OcoOeHHOCTH JOKYMEHTHUPOBAaHUS IPOXOXKICHUS TOCYIapCTBEHHOU
TPAKIAHCKOU CITY>KOBI.

36.  Jluynbie nena pabOTHUKOB: cOCTaB, GOPMUPOBAHUE U BEJCHUE.

37. Yder [OKyMEHTOB 1O JHMYHOMY COCTaBy B  KaJpOBOM
JIEJIONPOU3BOICTBE.

38. [IlomroroBka JOKYMEHTOB K TIepelade Ha XpaHEHHE B apXuB
(bopmupoBanue u oopmieHUE e ITUTETLHOTO CPOKa XPAHEHHUS).

39. Oco0eHHOCTH KOMILJICKTOBAHMSI apXWUBOB IO JIMYHOMY COCTaBy H
IPOBEJCHUS 3KCIEPTU3bI LIEHHOCTH JOKYMEHTOB 10 JINYHOMY COCTaBY.

40. Hayuno-texnudeckas 00paboTka ¥ ONHCAHHE JOKYMEHTOB TIO
JUYHOMY COCTaBY B apXUBE.

41. IlpaBuma cucTeMaTHU3allUid ¥ XpaHEHUS JOKYMEHTOB B apXHBE
JIOKYMEHTOB TIO JINYHOMY COCTaBY.

42. llenmu u GopMbI UCTIONB30BAHUS APXUBHBIX JOKYMEHTOB IO JTUYHOMY
cocraBy. McrionHeHue 3anpocoB COUAIBHO-TTPABOBOTO XapaKTepa.

Kpurepun w mkajia OIICHUBAHUS IO OIEHOYHOMY CPEJICTBY IPOMEKYTOUHBIN
KOHTPOJIb («IK3aMEHY)

Ixama oneHUBaHUA Kpurepuii onieHnBanus
(nHTEpBaN OAIIOB)
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OTIUYHO (5)

CryneHT riay00Ko U B MOJHOM OOBEME BIIaeeT MPOTrPaMMHBIM
MarepuasioM. ['paMOTHO, WCUEpPIBIBAIOIIE M JIOTHYHO €ro
u3jaraeT B YCTHOM WJIM NMUCbMEHHOH (opme. IIpu 3TOM 3HaeT
PEKOMEHOBAaHHYIO JTUTEPATYPY, IPOSBISAET TBOPUECKHUNA MOIAXO
B OTBETaX Ha BOIPOCHI M MPAaBMJILHO OOOCHOBBIBACT NPHHATHIC
pelIeHus, XOpOLIO BJaAeeT YMEHUSIMHU W HaBBIKAMH IpU
BBITTOJIHEHUH MTPAKTUYECKHX 3a/1a4.

xoporo (4)

CTyneHT 3HaeT MporpaMMHBIA MaTepual, TPaMOTHO H IO CYTH
W3JlaraeT ero B YCTHOM WIM NUChbMEHHOU (opme, Aomyckas
HE3HAYUTENIbHbIE HETOYHOCTH B YTBEP)KICHHSIX, TPaKTOBKax,
OTpe/ICNICHUSX U KaTerOpusaX WU HE3HAUUTEIbHOE KOJIUYECTBO
omun6Ook. Ilpu sTOM BiageeTr HEOOXOAMMBIMU YMEHHSIMH U
HaBbIKaMU TPU BHITOJHEHUH MTPAKTUYECKHUX 3a/1a4.

YAOBJIETBOPUTENHHO (3)

CryzneHT 3HaeT TOJBKO OCHOBHOM INPOTpaMMHBIA MaTepua,
JIOTIYCKaeT HETOYHOCTH, HEJOCTAaTOYHO YETKHE (hOPMYJIMPOBKH,
HENOCJIEJ0BAaTEIbHOCTh B OTBETAX, M3JIaraéMbIX B YCTHOW WM
nucbMeHHOW ¢opme. Ilpu >TOM HEZOCTaTOYHO BiAJEeT
YMEHUSIMU U HaBbIKAMU MPY BBINOJIHEHUH TPAKTUUYECKUX 33]1a4.

HomyckaeT 10 30% ommnboK B U3/1araéMbIX OTBETAX.

HEYJIOBJIETBOPUTEIBHHO (2)

CryneHT He 3HAaeT 3HAYUTEIBHOM 4YacTH MPOrpPaMMHOIO
Matepuana. [Ipu 3ToM gonyckaeT MpUHIMIMAIBHBIE OLIMOKU B
JI0Ka3aTelIbCTBaX, B TPAKTOBKE MOHATUN U KaTErOpUi, IPOSBILIET
HU3KYIO KYJIBTYPY 3HAHMI, HE BJIaJICET OCHOBHBIMU YMEHUSMU U
HaBbIKAMU IIPU BBIIOJHEHUM NpaKTHUeCKUX 3anad. CTyaeHT
OTKa3bIBAETCS OT OTBETOB Ha JIOIIOJIHUTEIBHBIC BOIIPOCHI
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JInct u3MeHeHu U JOIIOJTHEHU N

/o

Bune! nonosgHenuii u
U3MEHEHUN

Jlata 1 HOMep MPOTOKOJIA
3aceanus Kadeapsl
(xadenp), Ha KOTOPOM ObLIH
pPaccMOTPEHBI U OJJOOPECHBI
W3MEHECHHMSI U JIOTIOJTHCHUS

[Toamuce (¢ pacudpoBKOi)
3aBeyromero kadeapoit

(3aBenyromux kadeapamn)
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