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JIOKYMEHTaMU» COCTaBJICHA B COOTBETCTBHHU C TPEOOBaHUAMHU:
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oOpazoBanusi mo HampasieHuo noarotoBku 38.03.03 VYmpasnenue mnepcoHasoM (ypOBEHb
OakanmaBpuaTa), yTBEpKACHHOrO mpukasoM MunobpHayku Poccun ot «14» nexabps 2015 roxa
Ne 1461,

- Ilpukaza MunoOpHayku Poccuum «O06 yrBepkaenun Ilopsinka opraHuzanuu U
OCYIIECTBIICHUSI 00pa30BaTeNIbHOM AESITEILHOCTU MO 00pa30BaTEeIbHBIM MPOTrPAMMAaM BBICIIETO
oOpa3oBaHusi — IMporpaMMaM OakajlaBpuaTra, MporpamMmaM CIHEIUaIUTeTa, MporpaMMam
maructparypbi» oT 05.04.2017 Ne 301;

- yueOHoro miana ['OY BO «Komu pecrnyOnukaHcKash akajeMus TOCYAapCTBEHHOU
CyObl M ynpamieHus» 1o HampasieHuto 38.03.03 VYmpasnenue mnepcoHaniom (ypoBEHb
OakanaBpuaTa) HalpaBJICHHOCTH (Mpoduib) « YpaBieHue NepCOHATIOM OpPraHU3alum.
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1. Hesn u 3a1a4m y4eOHOM TUCHUILIHHBI

1.1. I{enw uzyuenus yueonoii oucyuniunbl

[enpto ocBoeHMsST MUCHUIUIMHBI «OpraHu3anusi padoThl ¢ KaJPOBBIMU JOKYMEHTAMI )
SIBIISIETCS TIOATOTOBKA Oakanaspog K Oyaymied mnpodecCHOHAIBHOW NEesATeIbHOCTH Ha OCHOBE
[IEJIOCTHOTO TPEJCTABICHUS O CHUCTEME KaJpOBOH JOKYMEHTAlMH, IPAaBHJ COCTABICHUS
KaJPOBBIX JOKYMEHTOB M COCTaBa UX PEKBU3HTOB.

1.2. 3a0auu yueonoii oucyunaunut

3amayaMu OCBOCHUS TUCHUILTHHBI «OpraHu3anus padoThl ¢ KaJPOBBIMH JOKYMEHTAMH
SIBIISTFOTCSL:

— chopMupoBaTh IMOHATHE O COCTOSHHH COBPEMEHHOW CHCTEMBI JOKYMEHTAIMH II0
JMYHOMY COCTaBY;

— chopMuUpOBaTh HABBIKH COCTAaBJICHUS W OGOPMIICHUS JTOKYMEHTOB IO JIMYHOMY
COCTaBy;

— O3HAaKOMHUTh C HOPMAaMHU M MPaBWIAMH CHCTEMATH3allMd U XPAHEHUS JOKYMEHTOB IO
JMYHOMY COCTaBY.

— NPHUBHUTH O0YYAIOLIEMYCSl KOHKPETHBIC HABBIKA PAOOTHI C KAJPOBBIMH JOKYMEHTAMH,
TpeOyeMbIe sl OCYLIECTBICHHS MPOPECCHOHATLHON IEATEIIEHOCTH.

1.3. Buowt komnemenuuii, hopmupyemole 6 pe3yiomame 0C60EHUA OUCYUNTUHDL

N3ydyenne mucuunimuHsl «Opranuzanus padoThl € KaJApPOBBIMU JOKYMEHTAMH
HAIPAaBIICHO HA ()OPMHUPOBAHKE CIICITYIOIINX KOMIICTCHITHIA:

[IpodeccuonanpHbIe:

[IK-8 — 3HaHWe NPHHIMIIOB W OCHOB (OPMUPOBAHUS CHUCTEMBl MOTHUBAIUU H
CTUMYJHpPOBaHUSl TMepcoHana (B TOM 4YHCIE OIUIAThl TpyAa), TMOpsAAKa TPUMEHEHUs
JTUCHUTIIMHAPHBIX B3BICKAHWMU, BIAJCHUE HABBIKAMH O(DOPMIICHUS PE3YJIHbTAaTOB KOHTPOJS 3a
TPYAOBON W UCHOTHUTENHCKON JUCHUIUIMHON (JIOKYMEHTOB O TMOOIIPEHHSIX W B3BICKAHUAX) U
YMEHUEM MTPUMEHATh UX Ha TIPAKTUKE.

ITIK-10 — 3nanme TpymoBoro koaekca Poccuiickoit denepanuu u MHBIX HOPMATHUBHBIX
MPAaBOBBIX AaKTOB, COAEpPKAIMX HOPMBI TPYAOBOrO IIpaBa, 3HAHUE NPOLEAYp MpUEMa,
YBOJILHEHUS, TMEpeBOJa Ha JIPYryl0 padoTy MU TepeMelIeHHs TepcoHalla B COOTBETCTBUU C
TpynoBeim kojekcoM Poccuiickoit ®enepanui W BiIaJieHHEM HaBbIKaMU OQopMIIECHUS
COIIPOBOXKAAIOIIEH TOKYMEHTALIUH.

[IK-11 — BmajgeHue HaBBIKAMH pa3pabOTKHM OpPraHMU3AIMOHHOW M (QYHKIHMOHAIBHO-
MITATHON CTPYKTYPHI, pa3paboTKH JIOKATbHBIX HOPMAaTUBHBIX aKTOB, KACAIOIIUXCSI OpTraHU3aIuU
TpyZda (IpaBuiia BHYTPEHHETO TPYAOBOTO PaclopsiiKa, MOJIOKEHHE 00 OTIMYCKax, MOJIOKEHUE O
KOMaH/IUPOBKaX).

[IK-12 — 3HaHWe OCHOB pa3pa0OTKM W BHEIPCHHS KAJAPOBOW W YIIPaBICHUYCCKOU
JIOKYMEHTAIIMW, ONTHMH3AIMU JTOKYMEHTOO00pOTa M CXeM (PYHKIIMOHAIBHBIX B3aWMOCBS3EH
MEXIy TOApPa3ICICHUsIMH, OCHOB pa3paOOTKU U BHEAPCHHS TMPOIEAYpP pEeryIupoBaHUs
TPYIOBBIX OTHOIIEHHUI W COITPOBOKIAOIIEH JOKYMEHTAIUN.

[IK-13 — yMeHuWe BeCcTH KaJpOBOE JICIONPOM3BOJCTBO W OPraHU3OBBIBATH APXUBHOE
XpaHEHUE KaJIPOBBIX JIOKYMEHTOB B COOTBETCTBHHU C JICUCTBYIOIIMMH HOPMATHBHO-TIPABOBBIMH
aKTaMH{, 3HAaHHEM OCHOB KaJIpOBOM CTATUCTUKH, BJIAJICHHE HAaBBIKAMHU COCTABJIEHHUS KaJIpOBOM
OTYETHOCTH, a TAaKK€ HaBbIKAMU O3HAKOMJICHHS COTPYIHMKOB OpPraHH3alMd C KaJpOBOM
JIOKYMEHTAIME! U JIeWCTBYIOMUMH JIOKAIbHBIMA HOPMATUBHBIMU aKTaMH, YMEHHE 00€CIIeUnTh
3alIUTy MEPCOHAIBHBIX TAHHBIX COTPYIHUKOB.

[IK-17 — 3HaHue OCHOB pa3pabOTKH W BHEAPEHHS MPOPECCHOHATBHBIX, B TOM YHCIE
KOPIIOPATUBHBIX CTAaHAAPTOB B OOJACTH YIPaBICHHUS TMEPCOHAIOM, YMEHHE COCTaBJISATh
OTIMCAHUsS U paclpenesiaTh QYHKIIMA U (PYyHKITMOHAIbHBIC 00S3aHHOCTH COTPYIHUKOB, a TaKKe



GyHKIMM TOopa3iesieHni pa3HOTro YpOBHS (KapThl KOMIETEHLUH, TOJKHOCTHBIE MHCTPYKIIUU,
MOJIOKEHUS O MOPA3ACICHUSIX).

1.4. Mecmo oucyunaunsl 6 cmpyKkmype 00pazo8ameibHoll nPOZPAMMbL:

JAucuunnmza

«Opranuzanus
9NIeKMUHOU JUIA  U3YUYCHUS,

«Aucuurinabl (MOLYIH)».

B pe3ynbrare

paboThI

C  KaJpOBBIMU

2. TpeOoBaHus K pe3yJibTATAM OCBOCHUS
Y4eOHOM M CIUILINHbBI

U3Yy4YCHHUA OWCHUILIMHBI

JOKYMEHTaMU»
OTHOCUTCA K 6aApUaAmueHou 4Yacmu TpOTrpaMMBbl

«Opranmzanust  paboThl  C

SIBIISIETCS
bmoka 1

KaJApOBbIMU

JOKYMCHTaMMN» o6yqafoumecs1 JOJDKHBI OBJIAACTH CICAYIOINMMU 3HAHUAMHU, YMCHHAMHU U
HaBbIKaMH, COOTHCCCHHBIMH C IUUIAHUPYCMbBIMU PE3YyJIbTaTaMHU OCBOCHUA O6p8.30B21TCJ'IBHOI>i

MIPOTrpaMMBI:
dDopmupyeMbie I[lnanupyemMsble pe3yabTaThbl OCBOECHUS
KOMIIeTeHIINH y4eOHOH THCHMILINHBI

3HaTh

YMmerh

Baagers

Ilpogheccuonanvnvie kKomnemenyuu

Buo oeamenvnocmu: Op2anu3auyuoOnRO-ynpasieH4YeCKaa U IKOHOMUUeCcKan

I1K-8 — 3naHue HOPMAaTHBHO- 0hOpMIIATH YMEHHEM IMOATOTOBKH
MIPUHIIAIIOB ¥ OCHOB | TIPABOBBIC JOKYMEHTHI, | Pe3yJIbTaThl KOHTPOJIS | MaTEePHAJIOB IS
dbopMHUpOBaHHS perJaMeHTUpYIoIne 3a TPYAOBOH U MPEACTABICHUS
CUCTEMBI MOTHUBAIUN | KaJpOBOE HCITOJTHUTEIIBCKOM nepcoHala K

U CTUMYJIHUPOBAHHS JIEIOMPOU3BOJICTBO; JUCITATIITAHOM MOOUIPEHUSIM U
nepcoHaa (B ToM OpTaHHU3AIIIO (TOKyMEHTHI O HarpakJIeHus, a
YHCJIC OILIAThI KaJpOBOTO MOOMIPEHUSX U TaK)Xe COCTaBJICHUS
TpyZaa), mopsIKa JIEJIONTPOU3BOICTRA. B3BICKAHUSIX ) YCTaHOBJICHHON
MPUMEHEHUS OTYETHOCTH TI0
JUCITUTUTMHAPHBIX KaJipam
B3BICKAHMH,

BJIaJICHUEC HAaBbIKAMHU

odopMIIeHHUS

pe3yabTaToOB

KOHTPOJIS 32

TPYIOBON U

HCITOTHUTEIIbCKOM

JUCITUTIIMHOM

(ITOKyMEHTOB O

MOOMIPEHUSIX U

B3BICKAHUAX) U

YMEHHEM MTPUMCHSITh

WX Ha IPAKTHKE.

[1K-10 — 3Hanune METOJIbI OPTaHU3AIMN | COCTABJICHHE U HaBBIKAMH
TpymoBoro kojekca | MPOU3BOJICTBA H odopmiieHHe odopmiieHus

Poccuiickoit
denepauny U UHBIX
HOPMAaTHBHBIX
MPaBOBBIX AKTOB,
COJIEpXKAIINX HOPMBI
TPYIIOBOTO IpaBa,
3HAHUEM TPOLETYP

s hexTHBHON pabOTHI
TPYAOBOTO KOJUICKTHBA
Ha OCHOBE
COBpPCMCHHBIX MCTO10B
yIIpaBJICHUS

TPYIOBBIX JIOTOBOPOB,
BEJICHUS JINYHBIX JIEN
COTPYJIHUKOB U
Apyroi
YCTaHOBJICHHOM
KaJpoBOi
JIOKYMEHTalluu

TPYJOBBIX JIOTOBOPOB,
BEJICHUS JINYHBIX JIET
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npuema,
YBOJIbHEHMUS,
MepeBo/ia Ha IPYTYIO
paboty u
NepeMeILCHUS
nepcoHasna B
COOTBETCTBHUH C
TpynoBbIM KOJEKCOM
Poccuiickoit
®enepauuu U
BJIaJICHNE HaBBIKAMU

oopMIICHHS

COITPOBOXKIAFOIICH

JIOKYMEHTAITUH.

I1K-11 — Bnagenue METO/Ibl Pa3pabOTKH paszpabaThIBaTh HaBBIKAMHU
HaBBIKAMU OpTraHHU3AINUOHHON H JIOKQJIbHBIE pa3paboTku
pa3paboTKu (bYHKIIMOHAIBHOU HOPMATHBHBIC aKThI OpraHu3aIMOHHON H
OpPTaHW3AIMOHHON U | IITaTHOW CTPYKTYPHI, | HA OCHOBAaHUU (G yHKIIMOHATHHO-
(GYHKIIMOHATIBHO- HOPMATUBHBIX aKTOB, HOPMAaTHUBHBIX IITATHOU CTPYKTYPBHI,
IITATHOM CTPYKTYPBI, | KACAIOIIMXCS IIPABOBBIX aKTOB pa3paboTku
pa3paboTKu OpraHu3aluy Tpyaa JIOKAJIbHBIX
JIOKQJTbHBIX (paBuIIa BHYTPEHHETO HOPMATUBHBIX aKTOB
HOPMATUBHBIX aKTOB, | TPYIOBOTO

KaCaroIInuXCsI pacriopsiaxa,

OpraHu3aIuy Tpyaa
(mpaBuia
BHYTPEHHETO
TPYIOBOTO
pacropsiika,
MOJIOKEHHE 00
OTITyCKaX,
MOJIOKEHUE O
KOMaH/IUPOBKAX).

[IOJIOKEHUE 00
OTITyCKaXx, MOJIOKEHHUE
0 KOMaH/IUPOBKaX).

[1K-12 — 3nanwme
OCHOB pa3pabOTKU U
BHEAPEHUS KaJpOBOil
U YIIPaBJIEHYECKOU
JIOKyMEHTaIluH,
ONTUMHU3ALNU
JIOKyMEHTO000poTa
U CXEM
(GyHKIIMOHATIBHBIX
B3aUMOCBS3EH
MEXY
NOJIpa3IeJICHUsIMH,
OCHOB Pa3pabOTKu 1
BHEJPEHUS
poLesyp
pEryJInpoOBaHUs
TPYAOBBIX
OTHOLLICHHUU U
CONPOBOXKAAIOIICH
JOKYMEHTal1H.

OCHOBBI pa3pabOTKU U
BHEJPEHUS KaJIpOBOI
JOKYMCHTAllU

COCTaBJIATH KaAPOBBIC
JAOKYMCHTBI

3HAHHWEM OCHOB
pa3paboTKu U
BHEJIPEHUS KaJIpOBOMI
JIOKyMEHTaluu




[1K-13 — ymenue

IMpaBujia BEACHUA

BECTHU KaaApOBOC

YMCHHUEM BECTU

BECTH KaJpOBOE KaJpOBOTO JeTI0POU3BOCTBO, KaJIpoBOE
JIeJIOTIPOU3BOJCTBO U | AETIONPOU3BOACTBA U OCYILECTBIISATh JeJI0NIPOU3BOICTBO,
OpraHu30BBIBATh OpraHu3aIiu ¢dbopmupoBanue, COCTaBIISATH Ka/IPOBYIO
apXMBHOE XPAHEHHE | apXMBHOI'O XPaHEHMsI | XpaHEHHE KaJPOBBIX | OTYETHOCTb U
KaJpOBBIX KaJ[pOBBIX TOKYMEHTOB | JIOKYMEHTOB, 3aIlIUTy | CTAaTHCTHUKY,
JIOKYMEHTOB B B COOTBETCTBHHU C HEPCOHAIBHBIX 3HaKOMUTb
COOTBETCTBHUH C JeHCTBYIOIUMHU JTAaHHBIX B COTPYIHUKOB
JeHCTBYIOIIUMU HOpPMAaTHUBHO- COOTBETCTBUHM C OpraHu3aluu ¢
HOPMAaTHUBHO- NPaBOBBIMHU aKTaMH, JEHCTBYIOIIUMU KaJpOBOU
IIPaBOBBIMHU aKTaMH, | OCHOBBI KaJIpOBOii HOpPMAaTHUBHO- JOKyMEHTaIeH U
3HaHUEM OCHOB CTaTUCTHKH, KaJPOBOW | TIPAaBOBBIMHU AKTAMHU. JeWCTBYIOIUMHU
KaJpoBOH OTYETHOCTH; IIPaBUIIA JIOKAJIbHBIMHU
CTaTHUCTHKH, 03HAKOMJICHUS HOPMATHUBHBIMA
BJIaJICHHE HAaBbIKAMU | COTPYIHUKOB aKTaMu
COCTaBJICHUS OpraHu3aluH C

KaJ[pOBOMH KaJpOBOH

OTYETHOCTH, a TAKXKE | JJOKyMEHTaIHeH 1

HaBBIKAMHU JeHCTBYIOIIUMU

O3HAKOMJICHUS JOKaJIbHBIMHU

COTPYAHUKOB HOpPMAaTHUBHBIMU

OpraHu3aluy C aKTaMH, IpaBUIIa

KaJ[pOBOMH o0ecrieyeHust 3aIluThl

JOKyMEHTalen [IEPCOHAIIBHBIX

JeMCTBYIOIIUMU JTAHHBIX COTPYIHUKOB.

JOKaJTHLHBIMHU

HOPMAaTHBHBIMA

aKTaMH, yMEHUE

o0ecneunTh 3aluTy

HEePCOHANTBHBIX

JTAHHBIX

COTPY/AHUKOB.

[1K-17 — 3Hanue OCHOBBI pa3pabOTKH U | COCTABIISITh ONMUCAHUSI | HaBBIKAMH

OCHOB pa3palbOTKU U
BHEJPEHUs
MpoQeCCHOHANIbHBIX,
B TOM YHCJIC
KOPIIOPaTHBHBIX
CTaH/IapTOB B
o0yacTu yrnpaBieHUs
[EPCOHAIOM, YMEHUE
COCTaBJISITh
OTIMICAaHUS U
pacnpenensirtb
byHKINY U

(G yHKIIMOHATHHBIE
00s13aHHOCTH
COTPYIHUKOB,
TaKke QyHKIUN
MoApa3IeICHUI
pPa3HOTO YPOBHS
(xapThl
KOMIICTCHITUH,

BHEPECHUSA
npodeccuoHaNbHBIX, B
TOM YHCJIC
KOPITOPATHUBHBIX
CTaHJapTOB B 00acTH
yIpaBJICHUS
MIEPCOHAIOM

U pactipenensiTh
byHKIUY U
(GyHKIIMOHATBHBIE
0053aHHOCTH
COTPYAHHUKOB, a TaK¥Ke
byHKIMHA
MOpa3IeICHUI
Pa3HOTO YPOBHS
(xKapThl KOMIIETEHLIUH,
JIOJKHOCTHEIC
MHCTPYKIUH,
IMOJIOXKCHHS O
MOApa3aeICHUSIX )

COCTABJICHUS KapT
KOMIIETEHITAM TS
Pa3INYHBIX KaTerOpHUi
IIepCOHAIa,
JOJKHOCTHBIX
WHCTPYKLUH,
IIOJIO’KEHUH 110
2JIEMEHTaM CUCTEMBI
yYIpaBJICHUS
[IEPCOHAIIOM
OpraHu3alNH




JOJIKHOCTHBIE
WHCTPYKIIUH,
MOJIOKEHUS O
MO/Ipa3/IeJICHUSIX )

3. O0béM y4eOHOM JUCTUNIMHBI

Ounasn gopma o0yueHus

Buabi yueOHoli padoTsl

Pacnpenesnenne yuedGHOro

BpeMeHH
Konumaxkmmuasn paboma 56,35
AynutopHble 3aHATHS (BCETO): o4
Jlexyuu 18
Ilpaxmuueckue 3anamus 36
Jlabopamopnuvle 3ansamus
[TpomesxyTouHas arTecTanus 2,35
Kouncynomayus nepeo sxsamenom 2
Oxzamen 0,35
3auem
Konmponvnasn paboma
Pyxosoocmeo kypcosoii pabomoii
Camocmosmenvnasn paboma 87,65
Camocmosmenvras paboma 8 meyeHue cemecmpa 51,65
Iloozomoexa KoHmponbHOU pabomol
Hanucanue xypcosoti pabomoi
Iloocomoeka Kk npomedcymouHol ammecmayuu 36
Bup Texyien arrecranuu TECT
Oowaa mpyooémkocmep OUCUUNIAUHDBL:
uacwl 144
3auémHule eOUHULbL 4

3aounas popma o0yueHus:
Hucyunauna peanuszyemces ¢ 2-x cemecmpax
1 cemecmp peanuzayuu:

Buabl yueOHol padoThl

Pacnpenesienue yueoHoro

BpeMeHH
Konmaxkmmnan paooma 14
AyIuTOpHBIE 3aHATHUS (BCET0): 14
Jlexyuu 6
Ipakxmuueckue 3anamus 8

Jlabopamopnvie 3anamus

[IpomexxyTouHas arrectauus

Koucynomayus nepeo sxzamernom

Oxzamen

3auem

Konmponvnasa paboma
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Pyxoeoocmeo kypcosoii pabomoii

Camocmoamenvnas paboma 94
Camocmosmenvhas paboma 6 meueHue cemecmpa 94
Iloocomoska KoHmponbHOU pabomul
Hanucanue xypcosoii pabomot
Iloozomoska k npomedxcymounou ammecmayuu
Bupn texymeit arrectanuu mecm
Oowasa mpyooémrkocms OUCUUNTUHDBL:
yacwl 108
3ayémuvie eOUHUYbL 3

2 cemecmp peanuzayuu:

Buabl yueOHoii padboThI

Pacnpenesienue yueOHOro

BpeMeHH
Konmaxmmnas paboma 2,35
AynuropHble 3aHATHS (BCETO):
Jlexyuu
IIpakmuyeckue 3ansamus
Jlabopamopnvie 3anamus
[IpomexyTouHas aTTecTanus 2,35
Kouncynomayus nepeo sx3amenom 2
DOx3amen 0,35
3auem
Koumponvnas paboma
Pyxoeoocmeo kypcosoii pabomoti
Camocmoamenvnuan paboma 33,65
Camocmosmenvnas paboma 6 meuenue cemecmpa 24,65
Iloozomoska koHmponbHOU pabomul
Hanucanue xypcosoii pabomot
Iloozomoska k npomexcymounol ammecmayuu 9
Bup Texymei arrectanun
Oowas mpyooémkocmo OUCUUNIUHBL:
yacwl 36
3auémHule eOUHUYbL 1

I/I3y‘-ICHI/IC JAUCIHHITIINHBI «Opl" aHu3alus paﬁOTLI

HE TIpeyCMaTpuBaeT MOATOTOBKY KYpPCOBOU PaOOTHI.

KaApOBbIMH  JOKYMCHTAMMU»

4. Conep:kaHue TeM Y4eOHOM IMCUUNIMHBI

Ne HaumenoBanue TeMblI
N Conep:xxanue TeMbl

m\n Y4e0HOi TUCIUIIHHBI

1 3aKkoHOgaTENbHAS u | [ocymapcTBeHHOE peryaupoBaHue KaJIpOBOTO
HOPMAaTUBHO-METOAMYECKAsl | JCNONMPOU3BOACTBA  mpeAnpusatus. OOmue  BOMPOCHI
periiaMeHTaIus KaJIpOBOM | OpraHu3aIuu KaJIpOBOTO JIeJIOTIPOU3BOJICTBA.
EATELHOCTH PernamenTanus co3maHus KaApPOBBIX JOKYMEHTOB B
(TTK-8, T1K-10, TTIK — 11 TIK | kogekcax (TpynoBoii kogekc Poccuiickoii denepanuu Kak
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~ 12, TIK-13)

OCHOBHOW JTOKYMEHT, ONPEAENSIONINI COCTaB U MOPSI0K
opopmieHHs JOKYMEHTOB IO JIMYHOMY COCTaBY),
denepanbHBIX  3aKOHAX, VYKa3ax U  PaCIOPSLKEHUAX
IIpesunenra PO, I[locranoBnenusix IIpasurenscrBa PO Ha
dbenepaibroM  ypoBHe.  Mcmonb3oBanue  ['OCTos,
VHUPUITUPOBAHHBIX CUCTEM JIOKyMEHTalluH,
KJIacCCU(UKATOPOB TEXHUKO-3KOHOMUYECKON u
couuanbHO MHpOpMayH, anbOoma YHH(PUIMPOBAHHBIX
¢dbopM MepBUYHBIX TOKYMEHTOB IO YYETy Tpylda U €ro
omnarbl.  OCHOBHBIE  BEJIOMCTBEHHBIE  pPa3pabOTKH,
pErIaMeHTUPYIOLIME COCTaB M COJEPKAHUE JIOKYMEHTOB
o JuU4YHOMy coctaBy. Paspaborku I'ockomcrara
Poccuiickoit  ®Denepaumu 1o  yHHUUKanuu  Gopm
MEPBUYHON YUYETHON JTOKYMEHTAIUU.

CoBpeMeHHast  perjiaMeHTalusl JTOKYMEHTUPOBaHUS
KaJIpOBOM JESATEIILHOCTH B OTPACIEBBIX, BEJOMCTBEHHBIX
MIPaBOBBIX aKTax IO KaJpOBOMY JEJIONPOU3BOJCTBY M
apXUBHOMY XPAaHEHHUIO JIOKYMEHTOB. OpraHu3alloHHO-
MIPaBOBbIE, UHCTPYKTUBHBIE U METOJIUYECKHE MaTepHalbl
[0 KaJpoBOMY JEJIONpPOU3BOJCTBY MNpEANpUATUN U
OopraHu3aruin

CoctaB M BHIBl KaJIpOBOI
JTOKyMEHTAIHH.
Ocobennoctu CHCTEMBI
KaJpOBOH JOKYMEHTAIIH.
(TIK-8, TIK-10, TIK — 11 TIK
— 12, TIK-13)

KampoBas  pgokymeHTamuss - Kak  yIOpsIOYEHHas
COBOKYITHOCTb JOKYMEHTOB, OTPaKalOIIUX COJEpKaHHUe
KaapoBoll paborel. TpeboBaHus, NpeIbABISEMbIE K
oopmiIeHHIO KaapoBoi JoKyMmeHTanmu. Kiaccudukarms
KaJIpOBBIX JIOKYMEHTOB B COOTBETCTBUU c
(bYHKIMOHATIBHBIM Ha3HAaYEHUEM.

OcHoBHBIE  KJaCCU(UKALMU  KaJIpPOBBIX JIOKYMEHTOB:
OpraHu3alMOHHO-TIPAaBOBBIE JIOKYMEHTHI,
pacnopsiAuTeNabHble JOKYMEHTBHI, IJIAHOBBIE JOKYMEHTHI,
OTYETHbIE JIOKYMEHTBl, MH(POPMALMOHHO-CIIPABOYHbBIE U
MH(OPMALIMOHHO-aHAIUTUYECKUE KaJpPOBBIE JOKYMEHTHI,
JIOTOBOpHasi ~ JIOKYMEHTAllUs,  OCHOBHBIE  y4YE€THBIC
JIOKYMEHTHI.

O6ume TpeOoBaHHMA K OGOPMIIEHHIO M  CpOKaM
noArotoBku. Ha3HaueHue KaJgpoBbIX JOKYMEHTOB U HX
COOTBETCTBUE OCHOBHBIM 3aJlauaM KaJpOBOW CIIy:KOBI IO
no0100py, YUETY ¥ pacCTaHOBKE KaJIPOB.

OpraHu3annoHHO-TIPaBOBAs
JTOKYMEHTAIUS TIPEIIPUSTHS
1 KaIpOBOH CITyXOBbI

(TTIK-8, TIK-10, IIK — 11 TIK
—12, 1IK-13, T1K-17)

Haznauenue CUCTEMBI OpraHU3alMOHHO-TIPAaBOBOM
nokyMmeHTanuu. OpraHn3alMoHHO-TIPaBOBbIE IOKYMEHTbI—
IIpaBuIIa BHYTPEHHETO TPYAOBOTO pacnopsxa,
MOJIOKEHHE 00 oruiare Tpyla, MOJOXKEHHE O 3alluTe
NEPCOHAIBHBIX JAHHBIX, TOJOKEHUE O CTUMYJIUPOBAHUU
TpyJa, TOJOXKEHUS O CTPYKTYPHBIX MOJpa3esieHusx,
JOJDKHOCTHBIE ~ MHCTPYKIMM ~ Pa0OTHHKOB,  IITaTHOE

pacrnucaHue, WHCTPYKITUS o KaJIpOBOMY
JENONpPOU3BOACTBY. TpeboBaHHS K HUX COCTaBJICHHUIO,
CTPYKTypa TEKCTOB, TIOPSIIOK yIIOCTOBEPEHHUSI.
JIOKyMEHTHI, periiaMeHTHPYIOLIue JIeATeNbHOCTh

KaJIpoBOM CIyKOBI: MpaBWiia BHYTPEHHErO TPYAOBOTO
pacnopsiika; TOJOXXKEHHE O 3alllUT€ MEePCOHATBHBIX
JAHHBIX; TOJKHOCTHBIE MHCTPYKIIUU COTPYIHUKOB OTJENa
KaJIpOB; IITATHOE PACIHCAHUE M MHBIE OPraHu3alMOHHO-

9




npaBoBble  JTOKyMEHTHl. (OcoOeHHOCTH

oopmIIeHHS.

COCTaBJICHMUS,

PaCHOp}II[I/ITeJ'IBHaH,
Z[OI‘OBOpHaH 58 IIJIaHOBas
KaapoBas I[OKYMCHTaI_II/IH
(TIK-8, TIK-10, TIK — 11 TIK
— 12, TIK-13)

PacnopsinutenbHble KaipoBble AOKyMEHTHI. IIpukasbl 1o
anyHoMy coctaBy. Ilopsgok perucrpanuu. Kangpossie
npuKassl, HUMerouMe yHupuuupoBaHHyro ¢opmy. He
yHU(UIMPOBAaHHBIE  KaJapoBble  mpuKasbl.  [lopsamok
3allOJIHEHUS ~ 3aroJIOBOYHOM,  OQOpMIAIOLIEH  4YacTH
NPUKAa30B.

PacniopsiiutenbHble JOKYMEHThI- paCIOPSIKEHUs, IPUKA3bI
N0 JMYHOMY cocTaBy. llOpsgoK UX COCTaBICHHS H
oopmieHus. YHUOUIMPOBAHHBIE KaJpOBbIE IPUKA3bIL.
JlokyMeHTHpOBaHHE OTOOpa IEpCOHaTa W IpUeMa Ha
paboty. JlokyMeHTUpOBaHHE IPEAOCTABICHHS OTIIYCKOB U
HaNpaBICHUST B KOMaHAMPOBKH. JlOKyMeHTamus 1o
o(opMIIeHHIO JTUCHUIUIMHAPHBIX B3bICKAaHHH U
noompennii. OdopmieHue nepeBosa Ha APYryro padoTy,
nepemelieHuss  paboTHHKa.  JloroBopHbBIE  KaJpoOBbIE
JOKYMEHTBI-  KOJUICKTUBHBIA  JOTOBOp,  TPYIOBBIC
JIOTOBOPBI, JTOTIOJIHUTENbHBIE COIVIAIIEHUS K TPYIOBBIM
JIOTOBOPaM, JOTOBOPBI O MaTePUAIbHOW OTBETCTBEHHOCTH.
JlokyMeHTUpOBaHME Mep B3bICKAaHUS U IMOOLIPEHUS.
JloKyMeHTHpOBaHHE HCIIONB30BaHHUS pabodero BpEeMEHH.
TpeboBaHMs K MX COCTABICHUIO M HMOPSIO0K 3aKIIOUCHHMS.
[Tpsmox odopmienust rpadgukoB otmyckoB. OdopmiieHune
OTITyCKa u JOKYMEHTHPOBaHUE CITy>KeOHOI
KOMaHIUPOBKU.  JIOKyMEHTHpOBaHHE  TPEKpaIICHHS
TPYAOBOTO JIOTOBOpa (YBOJbHEHHUS).

WNudopmannonHo-
CIpaBOYHast KaJIpoBasi
JOKYMEHTAIHSL.

(TTIK-8, TIK-10, ITIK — 11 TIK
— 12, TIK-13)

NudopmannonHo-cipaBoyHasi ~ JOKyMEHTalusi €€

COCTaBJICHUE " oopmienue. 3asBIiIeHUS,
OOBSCHUTENIbHbIE  3alUCKM,  JOKJIaJHas  3aIlucKa,
NpeJCTaBlIeHNUEe, YBEIOMIIEHHE, CIyKeOHble 3aIlUCKH,

nucbMa, aKThbl, JOBCPCHHOCTH, XaPAKTCPUCTHKHU, PE3IOMCE,
cinpaBku. OOs3aTenbCTBA O HEpasTJallleHUU CBEACHUI,
corjacue Ha cOop, 00pabOTKy U XpaHEHHE MEePCOHATBHBIX
JAHHBIX. 3aBEPEHHE KOMUI KaJpOBbIX JOKYMEHTOB.

YyeTHbIe KaJpOBbIE
JOKYMEHTBI.
JlokymeHTanuss 1O  y4eTy

TpyZAa U €ro OIlIaThL.
(ITK-8, IIK-10, TIK — 11 TIK

VYyeTHble KaApoBblE JIOKYMEHTBHI: TMOPSIOK BEACHUS
KYpHAJIOB B KaapoBoi ciyxOe. CocTaB pEeKBU3UTOB JUIS
pPErucTpalMy Pa3IuYHbIX BUIOB JOKYMEHTOB U MOPSAOK
UX 3aI0JHEHMS.

— 12, TIK-13)
OcoGenHoctu OcoOenHoctu JOKYMEHTHUPOBaHUS KaJIpOBOI
JTOKYMEHTUPOBAHHUS JesITeabHOCTH. JIOKYMEHTBI M0 ajanTalud M aTTecTalllu

KaJpOBOM IESATEILHOCTH
(ITK-8, TIK-10, IIK — 11 IIK
— 12, TIK-13)

pabOTHUKOB, MO MOTHUBAallMU PaOOTHUKOB, OpPraHU3AIMU
BOMHCKOTO ydeTa pabOTHHUKOB, KOHTPOJUIUHTY
pabOTHUKOB, pOTAllUK PAOOTHUKOB, PEKPYTHHTY.

Tpynosas xawxkka. [Ipasuna
3aII0JIHEHUS U BEICHUS
(TIK-8, TIK-10, ITIK — 11 IIK
— 12, TIK-13)

TpynoBas kHwxkka. Jluunoe peno. JluuHas kapTouka
paboTHUKA, y4eTHas KapTOYKa HAYYHO-TIEAarOrHYecKOro
pabotHuka. Tabens ydera paboyero BpeMeHH.

TpynoBass KHM)KKa — OCHOBHOW JOKYMEHT O TPYyIOBOM
CTaXe W TPYAOBOU JAeSITeNbHOCTH paboTHHKA. [lopsmox
3aMOJHEHUST TUTYJIBHOTO JIMCTAa TPYAOBOM  KHUKKH.
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3anonmHenue pazzgena «CBeneHuss o paboTey, pasjaena
«Cenenust o HarpaxjaeHusx». llopsgok 3amnoiaHeHus
BKJIaapIia W AyOiaukara B TPYJOBYKO  KHHKKY.
ONEeKTpOHHAas TPY/A0Bask KHUKKA.

9 dopmupoBaHue 1€ U JlokymeHTO000pOT KaJpOBBIX JIOKYMEHTOB.
XpaHCHHE JIOKYMEHTOB Homenknarypa nen kanpoBoil ciyxkObl. DopMHpOBaHHE
Kaﬂpo]goﬁ CHy>I(6BI JACII. OHepaTI/IBHOG XPaHCHUC KaJApPOBLIX HJOKYMCHTOB.
(TIK-8, TIK-10, TIK — 11 TIK Cpoku XxpaHeHHs JOKYMEHTOB. CHpaBOYHO-IIOMCKOBAs
— 12, TIK-13) cucteMa 1O KaApoBbIM JokymeHTam. [loaroroBka

JOKYMEHTOB K CJade B  apxuB  IPEINpHUITHS.
OcoOeHHocTH pabOTBl € KaApPOBBIMH JIOKYMEHTAMHU
KpPaTKOr0 CpOKa XpaHEHMSA. OKCIEpTH3a IEHHOCTH
JOKYMCHTOB, OpraHu3anusa MW HOpAdOK TPOBCACHUA.
[Topsimok  YHHYTOXXEHHS KaJpOBBIX JIOKYMEHTOB C
HNCTCKIIMMH CPOKAMHU XPAHCHUS.

5. YuebHo-MeToaMUYeckoe U HH(POPMALMOHHOE o0ecTiedeHne Y4eOHOH TUCIHIIINHBI

5.1. Ocnosnaa numepamypa:

1. MunaeBa, H.B. KagpoBoe nenonpousBoacTtBo: yueb. - merod. mocodue / H. B.
MunaeBa; Komu pecrnyOnmkaHckas akal. Toc. cly>kObl U yrpaBieHus. - CoikTbiBKap: M31-BO
KPAI'CuY, 2013. - 218 c.

2. SAnkosuy, [11.A. Jlemonmpon3BoacTBo B KaapoBoi ciayxoe / [II.A. SIukoBuu. — M.:
KOnuutu-slana, 2015. — 161 c¢. — Pexum pgoctyma: mno mnogmucke. — URL:
http://biblioclub.ru/index.php?page=book&id=119021.

5.2. lonosHuTeIbHAS JIUTEpPaTypa:

1. T'punbepr, A.C. lokymeHTanroHHoe oOecrieueHue ympasienus / A.C. I'punGepr,
H.H. T'op6aués, O.A. Myxamermmuna. — M.: KOnutu-lana, 2015. — 391 c.: Tabmn., rpad., un.,
CXEMBI — Pexum JOCTyTIA: 1o HIOJIITUCKE. — URL:
http://biblioclub.ru/index.php?page=book&id=115031.

2. Kabamos, C.}O. Jlenonpon3BoACTBO U apXUBHOE JEJI0 B TEPMUHAX U ONPEAETCHUIX
/ C.YO. Kabamos, N.I'. AcanmusipoBa. — 3-¢ usn., crep. — M.: U3narensctBo «@auHTan, 2018.
— 295 c. — Pexum JOCTyTIA: 1o MOJIITUCKE. — URL:
http://biblioclub.ru/index.php?page=book&id=69168.

3. Kazanuesa, I'.B. JIuunble AOKyMEHTHI: TpeOOBaHMA K O(QOPMIICHHIO M OOpa3Lbl
nokymenToB / I'.B. Kazannesa. — 6-¢ uzn., crepeotun. — M.: M3nparensctBo «®uHTaY, 2017, —
40 c. — Pexxum JOCTyTa: o MOIMKCKE. — URL:
http://biblioclub.ru/index.php?page=book&id=103531.

4. Kysuenos, U.H. [enonpoussoactso / M.H. Ky3nenos. — 6-e¢ u3z., nepepad. u gom. —
Mocksa: NUznarenscko-Toproas kopnopamus «JlamkoB u K°», 2014. — 460 c.: Tabn. — Pexxum
nocryna: o noamucke. — URL: http://biblioclub.ru/index.php?page=book&id=452846.

5. Manrypona, H.C. Kanposoe nenomnpoussonactso / H.C. ManrypoBa. — UensaOuHnck:
UT'AKH, 2013. — 100 c.: un. — (AxkageMu4eckuii MpoeKT). — Pexum JocTyma: mo moJmucKe. —
URL.: http://biblioclub.ru/index.php?page=book&id=492203.

6. MuxaitnoB, IO.M. Jluunble 1ena COTPYIHUKOB KOMIIAHMM: Kak IPAaBHIIBHO
odopmItsITh, BecTH U XpauuTh / KO.M. Muxaiinos. — M.; bepiun: Qupekr-Menna, 2014. — 160 c.:
UJL. - Pexum JOCTyna: o MOJITHCKE. - URL:
http://biblioclub.ru/index.php?page=book&id=25369.

7. Hosocanoa, O.M. Kanpsl pemator Bc€!: HR-nmocobue / O.M. HoBocanoBa. — 2-e
u3a., nepepad. u gomn. — M.; bepnun: Jlupexkr-Menua, 2018. — 153 c.: wn., tabn. — Pexum
nocryna: o noamucke. — URL: http://biblioclub.ru/index.php?page=book&id=493643.
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8. Poroxun, M.IO. [lenonpousBoactBo B kaapoBoit cimyxbe / M.IO. Poroxun. — 3-¢
u3M., nepepad. u gomn. — M.; bepmun: dupekr-Menua, 2014. — 783 ¢. — Pexxum nmoctyma: mo
noamucke. — URL: http://biblioclub.ru/index.php?page=book&id=253703.

9. Poroxun, M.IO. JlenonpousBonactso: kypc aexuuii / M.FO. Poroxun. — M.; bepnun:
Hupekr-Menua, 2014. — 229 c.. un. — Pexum pgocryna: mo moamucke. — URL:
http://biblioclub.ru/index.php?page=book&id=253702.

10. Poroxwun, M.IO. Opranmzamus kaapoBoi padotsl npeanpustus / M.}O. Poroxun. —
M.; bepnun: Hupexkt-Menua, 2014. — 240 c.: wi. — Pexxum noctyna: no nmoanucke. — URL:
http://biblioclub.ru/index.php?page=book&id=253710.

11. Poroxwun, M.IO. CnipaBounuk kaapouka / M.IO. Poroxun. — M.; bepnun: Jlupexr-
Meaua, 2014. — 399 c.: wn. - Pexum gocryma: mno mnognucke. — URL:
http://biblioclub.ru/index.php?page=book&id=253715.

5.3. Dnekmponno-oudIuomeunan cucmema:

1. DnexkTpoHHO-OMONMMOTEYHAs cHCcTeMa «YHUBEPCUTETCKass OMONMMOTEKa OHJIANHY
(www.biblioclub.ru).

2. HanmonanbHast anekrponHast oudanoreka (https:/m36.pd).

5.4. Ilpogpeccuonanvuovie 6azvl OaHHBIX, UHGOPMAUUOHHO-CRPABOYUHDLE U NOUCKOBBLE
cucmemul:

1. CnpaBouno-npaBoBas cucreMa «Koncynbrant [Tnrocy.

2. CrpaBo4HO-IIpaBoBasi cucremMa «l apanT».

3. DNeKTpoHHO-OMONMMOTeYHasT CHCTeMa «YHHBEPCHTETCKas OHOIMOTeKa OHJIAH»
(www.biblioclub.ru).

4. Hayunas siektponHast oudanoreka (www.e-library.ru).

5. HarmonanbHas snekTpoHHas oudmnoreka (https:/H30.pdh).

5.5. Pecypcol ungpopmayuonno-ooxkymenmayuonnou cemu «Mumepuemy

1. KangpoBbiii mopran — oQuUUUaIbHBI CalT MO KaJpOBOMY JEJIONPOU3BOJICTBY
http://vdk.pro-personal.ru

2. Kanpossiii moprai: www.hrm.ru

3. KanpoBssril mopran: www.aup.ru

4. Kypnan «CripaBoYHUK ceKpeTaps U opuc-MeHepKepay:

https://www.sekretariat.ru/
S. XKypnan «Cekperapb-pedepent»: https://www.profiz.ru/st/rubric/2/

6. [Mopran Jemonpoussoactso: https://delo-pro.ru

7. [Toptan «Bce o aenonpoussoactee»: http://delo-ved.ru

8. [Mopran «/leaonpoussoacteo»: Www.delo-press.ru

9. Caiit BcepoccHiickoro HaydHO-UCCIIe0BATEIbCKOTO HHCTUTYTA

JIOKYMEHTOBEJICHHS ¥ apxXUBHOTO jena http://www.vniidad.ru/

5.6. Hopmamuenuvie npasogvie akmoi:

1. Tpynooii Konekc Poccuiickoit @enepanuu ot 30.12.2001 Ne 197-D3.

2. @enepanbHbIii 3ak0H OT 27.07.2006 No 152-D3 «O nepcoHATBHBIX JaHHBIX).

3. ®enepanbhbiit 3akoH oT 22.10.2004 Ne 125-03 «O06 apxuBHOM Jnene B Poccuiickoii
denepanum.

4. @enepanbublii 3akoH oT 27.07.2006 N 149-®3 «O6 unpopmaryu, UHPOPMATUOHHBIX
TEXHOJIOTUSIX U O 3aIIUTE UH(OPMALIUN».

5. Ilocranosnenue llpaBurensctBa P® ot 16.04.2003 Ne 225 «O TpymOBBIX KHHKKaX»
(Bmecte ¢ «lIpaBunmamu BeleHHS M XpaHEHMs TPYIOBBIX KHUXKEK, HM3TOTOBJICHHUS OJIaHKOB
TPYZOBOW KHMXKKH U 00ecrieyeHuss UMH paboToaarenein»).
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6. Ilocranomnenue IIpaBurenbcrBa Poccuiickoit @enepanmu ot 13.10.2008 Ne 749 «O6
0COOEHHOCTSIX HampaBiieHHUs paOOTHUKOB B CIy)KEOHble KOMaHIUPOBKW» (BMecTe C
«[Tonoxennem 06 0COOEHHOCTSX HaMpaBiIeHUS paOOTHUKOB B CIIY)KEOHbIE KOMaHUPOBKI).

7. IlocranoBnenne MuHuctepcTBa TpyAa U couuanbHoro pa3sutus PO ot 10.10.2003 Ne 69
«O0 yTBepkICHUU HHCTPYKIUU TI0 3aMIOJHEHUIO TPYAOBBIX KHIDKEK.

8. IlocranoBnenme ['ockomcrata Ne 1 ot 05.01.2004 «OO6  yTBepKIEHHUH
YHU(PHUIUPOBAHHBIX (JOPM MEPBUYHON YUETHOM JOKYMEHTAIUU 110 yYeTy TPyAa U €ro oriaTh».

9. IlocranoBnenue IlpaButensctBa Poccuiickoit @enepanuu ot 15.06.2009 Ne 477 «O6
YTBEPKACHUU MTPaBUIT JEIONPOU3BOCTBa B DeiepaiabHbIX OpraHax UCIOJIHUTEIbHON BIACTH.

10. [Ipuka3z MunkynbTypel Poccun ot 25.08.2010 Ne 558 «O6 yrBepxkaenun «llepeuns
TUIIOBBIX YIPABICHYECKUX APXUBHBIX JOKYMEHTOB, 00pa3yloIMXCcs B MPOLECCE AEATEIbHOCTU
roCy/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABJICHUS U OpraHHU3alil, ¢ yKa3aHHEeM
CPOKOB XpaHEHUS.

11. IIpuka3 Poccranmapta ot 08.12.2016 N 2004-ct «I'OCT P 7.0.97-2016. HanronansHbI#
crangapt Poccuiickoit denepanmu. CucrtemMa CTaHAAPTOB MO MHPOpPMALUHU, OUOINOTEYHOMY U
u3zaTenbckoMy neny. OpraHu3zalMOHHO-paclopsiAuTeIbHas JOKyMeHTauus. TpeOoBaHHS K
0(hOPMIICHUIO TOKYMEHTOB.

12. OcHoBHble mpaBuiia paboThl apxXxUBOB opraHuzanuil. Ogobpensl pemenueM Komneruu
Pocapxusa ot 06.02.2002.

13. Obmepoccuiickuit  knaccupukarop npodeccuil padoynx, MOMKHOCTEH CIIyXKallux U
tapudubix pazpsagos OK016-94.M.: Muntpyzn Poccun, 1995 (OKIIATP).

14. Obmepoccuiickuii kinaccupukarop crenuanbHocTeld mo odpazoBanuo OK 009-93.M.:
I'occrannapt Poccun, 1995 (OKCO).

15. Obmepoccuiickuit kinaccudukarop naopmanuu o Hacenenuu (OKMH).

6. CpencrBa o0ecnieyeHusi OCBOEHHSA
YueOHOM TUCUMILINHBI

B yuebHOM mporecce npu peanuzanuu ydueOHON AuCHUIIUHBI «Opranu3zamus padoTsl ¢
KaJIpOBBIMH JIOKYMEHTAMU» UCIOIb3YIOTCS CIEAYIOLIUE PECYPCHI:

Hugpopmayuonnvie Ilepeuens npocpammnozo obecnevenusn u uHGOPMaAYUOHHBIX

mexnoJjiocuu

CRPABOYUHDBIX cUCmem

OducHblii akeT 11

Microsoft Office Professional

paboTHI ¢ LibreOffice

JOKYMEHTaMHU

WNudopmannonHo- CrnpaBouHo-nipaBoBas cucreMa "Koncynbrant Ilnroc"
crpaBo4YHbIC CUCTEMBI | CripaBoyHO-IIpaBoBas cucrema "['apant”

ONEeKTPOHHO- OBbC «YHuBepcuteTckast OMOIMOTeKa OHJIAHH
OnbOIMOTEUHBIE Hayunas snekrponnast udamnorexa (Www.e-library.ru)
CUCTCMBI HarnmonanwsHhas anektponnas 6ubnuoreka (https://H36.pd)

DJIEKTPOHHAS 1M0YTa

DyeKkTpoHHAs 1mouTa B jomMeHe Krags.ru

CpenctBa s
OpTaHu3aIH
BEOMHAPOB,
TEJIEMOCTOB U
KOH(epeHIMH

CepBI/ICLI BeO- U BI/I,Z[eOKOH(I)CpeHLICBHZiI/I, B TOM 4HUCJIC
BigBlueButton,

ConpoBok/IeHHE OCBOCHHUS JUCLUUIUIMHBI 00Y4aromUMCS BO3MOXKHO C HCIIOJIb30BAaHHEM
3JIEKTpOHHOU WH(pOpManmoHHo-00pa3oBatenbHO cpeapl 'OY BO KPAI'CuY, B ToM umcie

obpasoBatenpHOro moptaia Ha ocHoBe Moodle (https://moodle.krags.ru).
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7. MaTepnaibHO-TeXHHYECKOe o0ecrevyeHue
0CBOEHMS Y4eOHOM M CIUTINHbBI

[Ipn mnpoBegeHun y4eOHBIX 3aHATHH 1O aucHuIuiMHE «OpraHuzanus paboThl C
KaJpOBBIMH JTOKYMEHTaMHU» 3aJIelCTBOBaHAa MaTepHajbHO-TexHHuUeckas 6Oaza ['OY BO
KPAI'CuY, B coctaB KOTOpOW BXOISAT CICAYIOIIME CPEJACTBA M PECYpPChl MJIA OpraHU3alUuU
CaMOCTOSITENIbHOW U COBMECTHOM pabOThI 00YUYaIOLINXCS C MPETo1aBaTeNeM:

— CHelHalibHble TOMEUICHMs JIs pealu3aliyd JaHHOW TUCIHUIUIMHBI MPEICTaBISIOT
coOOoi ydeOHBIE ayaUTOPUM JJIsl TPOBEACHUS 3aHATHUH JIGKIMOHHOTO THIMA, 3aHITUN
CEMHUHAPCKOT0 THIIA, TPYNIOBBIX W HHAWBUIYaJbHBIX KOHCYJbTAI[Mi, TEKYIIErOo KOHTPOIS U
IPOMEXYTOYHOW aTTEeCTallud, a TaKXKe IOMEIICHUS ISl CaMOCTOATENbHOH paboThl U
MOMEILEHUS Il XpaHEHUs U MPOPHIAKTUYECKOTO OOCIy:KUBaHUS ydyeOHOro 00OpyHOBaHUS.
CrienuanpHble TOMENICHUS YKOMIUIEKTOBAHBI CIICIUATU3UPOBAHHON MEOENbI0 M TEXHUYECKUMHU
cpeacTBaMu OOydYeHHUs, CIIYKAallUMU Ui TpeAcTaBleHUs ydyeOHOW uHpopManuu OOJIbIION
ayJIUTOPHUH.

Jis  mpoBeneHuss — 3aHATUH  JIGKMOHHOTO  THMA  MPEANaraloTcs  HaOOpHI
JIEMOHCTPAIIMOHHOTO O0OpYAOBaHUS U Y4EOHO-HATJSIHBIX IMOCOOM, OOecrneynBaroIne
TEMaTHUYECKHE UILTIOCTPAINY;

— TIOMEIIEHHUE ISl CaMOCTOSITETIbHON PabOThl OOYYAIOMIMXCSI OCHAIIEHO KOMITBIOTEPHOMN
TEXHUKOW C BO3MOXKHOCTHIO MOAKIIOUEHUs: K ceTu «MHTepHeT» u olecredyeHueM JocTyrna B
AIIEKTPOHHYIO HHPOPMALMOHHO-00pa30BaTENbHYIO CPEly OpraHu3allny;

— KOMIIBIOTEPHbIE KJIACChI, OCHAIIICHHBIE COBPEMEHHBIMU MTEPCOHATBHBIMU KOMIIBIOTEPAMH,
paboTalomMMHU  TIOJ]  yINpaBICHHEM  ONEPalMOHHBIX  cucteM  Microsoft ~ Windows,
00BeIMHEHHBIMH B JIOKAIBHYIO CETh M UIMEIOIIUMU BbIX0J B UHTEpHET;

— Oubnuoreka  AKaJeMUHW, KHIDKHBIM  (OHA  KOTOPOH  COAEpPNKHUT  HAy4YHO-
HCCIIEIOBATENBCKYIO JTUTEPATYPy, HAyUHBIE KYPHAIBI U TPYAbl HAYYHBIX KOH(EPEHIINI, a TaKKe
YHUTaJbHBIN 3all;

— cepBepHOe 000pyI0BaHKe, BKIIOYAIOIIEE, B TOM YUCIIE, HECKOJIBbKO cepBepoB cepun IBM
System X, a Takke BUpTyaJbHBIE CepBepa, paloTarolue TMOJ YINpaBIECHHWEM OMEPAIIMOHHBIX
cucreM Calculate Linux, Bkmtouenno# B Peectp Poccuiickoro 10, u Microsoft Windows Server
U CITY’)KalllMMU JUTSL pa3MEIICHUsT pa3IMYHbIX CEPBUCOB M CITY’KO, B TOM YHUCIIE I 00€CTICUCHHS
pabotel CYBJl MySQL u MS SQL Server;

— CeTeBOe KOMMYTAllMOHHOE 00OpyJoBaHue, o0ecrneuynBaromiee paboTy JIOKaJbHOW CeTH,
IpeJocTaBlIeHNe 10cTyna K ceTu Internet ¢ obmieil ckopocThio moakiatodeHus 10 Mout/cek, a
Takxe padoty GecripoBogHOrO cermenta cetd Wi-Fi B momenieHusx AxkaiemMun;

— UHTEepaKTUBHbIE HH(POpMaIMOHHBIE KHOCKU «HPOY;

— IMpoTpaMMHBIE U anmapaTHbIe CPEJCTBA TS MPOBEACHUS BUICOKOH(EPEHIICBS3H.

Kpome TOrO, B 00pa3zoBaTeIhbHOM TMpOIEcce OOYYAOMUMHUCS HIHPOKO HCIIONB3YIOTCS
CJICYIOIIHE DIIEKTPOHHBIE PECYPCHI:

— cuctema Internet (ckopocTh moakIOUeHUss — 5 MOUT/cex);
— caift Www.Krags.ru;
— ©OecnpoBojHas cetb Wi-Fi (B OTKpBITOM JIOCTYTIE).

KoHkperHble momemieHust il OpraHu3aud o0ydeHHus To aAuciuIuimHe «OpraHu3anus
paboThl ¢ KapOBBIMHU JOKYMEHTaMu» MpeacTaBieHbl B CIpaBke 0 MaTepHalbHO-TEXHUYECKOM
obecrieueHnn 00pa3oBaTeIBLHOM TpOrpaMMmbl MO  HampasieHuio mnoarotoBku 38.03.03

VYmpasieHue nepcoHanoM, cOPMUPOBAHHON B COOTBETCTBUU C PACIIHCAHUEM YYE€OHBIX 3aHITUN
Y IPOMEKYTOUHOM aTTecTaruu 1 nacnopramu kabuaeroB 'OY BO KPAT'CuV.
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