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PaGouass mporpamma nucuuruinHbl «KaapoBoe aemonpou3BOACTBO» COCTaBlIEHA B
COOTBETCTBUH C TPEOOBAHUSIMH:

- @enepanbHOTO  TOCYJApCTBEHHOTO  00pa3oBATENbHOTO  CTaHIApTa  BBICIIETO
oOpa3zoBaHusi MO HampaBiieHU0 noArotoBku 46.03.02 JloxymeHTOBEJACHUE U apXHWBOBEIICHUE
(ypoBeHb OakanaBpuaTa), YTBEpKIeHHOro mpukazoM MunoOpHayku Poccum ot 06.03.2015
Nel76;

- Ilpukaza MwunHoOpHayku Poccuum «O06 yrBepxkaeHuu Ilopsika opraHuzamuu u
OCYIIEeCTBIICHUSI 00pa30BaTeNbHOI AESITEILHOCTU MO 00pa30BaTeIbHBIM MIPOrPAMMAaM BBICIIETO
oOpa3oBaHusi — IMporpaMMaM OakajlaBpuara, MporpaMmaM CIHEIUaIUTeTa, MporpaMMam
maructpatryps» oT 05.04.2017 Ne 301;

- yuebHoro twiana ['OY BO «Komu pecmyOimkaHCKash akaJeMus TOCYIapCTBEHHOU
CIYOBl W ympaBjieHus» 1o HampasieHuto 46.03.02 JlokyMEHTOBEICHHE W apXUBOBEICHUE
(ypoBeHb OakanaBpuara) HampaBIeHHOCTh (TIpodmib) «JlOKyMEeHTaIIMOHHOE OOeCIeUCHHE
yIpaBICHUS.
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1. ey u 3a5a4n y4eOHOM JMCIHUIIIHHBI

1.1. I{enw uzyuenus yueonoii oucyuniunsl

Lenpto ocBoeHus nucHMILIMHB «KaapoBoe AeIonponu3BOACTBOY» SBISIETCS MOJATOTOBKA
bakanagpos x Oynymeidl npopecCHOHATBbHONW NEeATeNbHOCTH HAa OCHOBE NPEACTABICHUS O
CHCTEME KaJIpOBOM TOKYMEHTAIIMU ¥ MTPaBHJIaX €€ COCTABJICHUSI.

1.2. 3a0auu yueonoii oucyuniunut

3amagamMul OCBOCHHMSI TUCIUTUIHHEI «KaapoBoe 1eonpon3BOICTBOY SBISIOTCS:

— chopMHpOBATh TMPEICTABICHHE O COCTOSHUM COBPEMEHHOH CHCTEMBI KaJlpOBOM
JIOKyMEHTAIUH,

— chopMupOBaTH HABBIKU COCTABJICHUS U O(OPMIICHUS KaJAPOBBIX JOKYMECHTOB,;

— copMupoBaTh CIIOCOOHOCTH HWCHOJIB30BATH TPABWIIA OPTaHU3AIMH BCEX JTANoOB
paboThI ¢ KaAPOBBIMH JOKYMEHTAMH, C YUETOM OCHOBHBIX TPEOOBAHHI 3alIUThI HH(OPMAIIHH;

— O3HAKOMHTHh C HOPMAMH W TIPaBWJIAMH CHCTEMATH3allMH, TEKYIIEro XpaHCHUS
KaJ[pOBBIX JJOKYMEHTOB M MOJIIOTOBKH K IIepeaue UX B apXUB.

1.3. Buowvl komnemenuuii, popmupyemule é pezyivmanie 0C60€HUA OUCUUNTIUHDL

Nzyuenne nucuummnel «KaapoBoe e10mporu3BoICTBOY HAMIPABICHO Ha (HOPMUPOBAHHE
CIEAYIOUMX KOMIETEHIIHI:

1) oO1IeKynbTypHBIE:

— OK-4 — cnocoGHOCT UCIIONB30BaTh OCHOBHI ITPABOBBIX 3HAHUN B PA3IMYHBIX cdepax
NEeSITENIbHOCTH;

2) mpodeccuoHaNbHEIE:

— I1K-8 — cmocoOHOCTh aHAMM3UPOBAThH IIEHHOCTh IOKYMEHTOB C IIeNIbI0 UX XPaHCHHUS,

—IIK-17 — BnageHue MeTo1aMu 3alIUThl HH)OpPMAINH;

— TIK-19 — cnocoOGHOCTh UCHOJB30BaTh MpaBuia MMOATOTOBKH YIPAaBIEHYECKUX
JIOKYMEHTOB ¥ BEJICHUS JCJIOBOU MIEPEIHCKH,

— TIK-20 — crmocoOGHOCTh MCHONB30BaTh MpaBHUia OPraHU3allMd BCEX JTAroB PadOTHI C
JIOKyMEHTaMH, B TOM YHCJIE apXUBHBIMH JOKYMEHTAMH,

— [IK-25 — BnajmeHue HaBBHIKAMHU MOATOTOBKHU YIPABIECHYECKUX JTOKYMEHTOB M BEACHHUS
JIEJIOBOM MEPENUCKH;

— IIK-26 - BmageHue HaBbIKAMU O0OpabOTKM JIOKYMEHTOB Ha BCEX JTamax
JIOKyMEHTO000pOTa, CUCTEMATHU3AIMH, COCTABIICHHUS HOMEHKIIATYPHI JIEII.

1.4. Mecmo oucuyunaunsl ¢ cmpykmype o0pazoeamenvHoll npoZPaAmMmbl:
JuctmmummHa «KaapoBoe Jemonponu3BOACTBO» SBISCTCA 00A3amenvbHol s N3y4eHHUS,
OTHOCUTCS K 8apuamuerotli yacmu mporpammsel bioka 1 «/{uciurminael (MOLYIH)»,



B PE3YIbTAaTC HU3YUYCHHA OUCHHUILIMHBL «KaI[pOBOC JACJIOIIPOU3BOJACTBO» o6yqa}01unec;1
JOJDKHBI OBJIAACTH CICAYHOIIMMU 3HAHUAMH, YMCHUAMH U HaBblIKaMH, COOTHCCCHHBIMU C

2. TpeGoBaHust K pe3yJibTATaM OCBOCHHS

Y4eOHOM I CIUIIINHbBI

IUTAHUPYEMBIMH pe3yJIbTaTaMu OCBOEHUSI 00pa30BaTeIbHOM MPOrpaMMBbl:

®opmupyeMble
KOMIleTeHIHH (KO,
coj/iepXKaHue
KOMITCTCHIIHH )

I[lnannpyemMble pe3y/ibTaThl 0CBOCHUS
Y4€eOHOM T CIUILINHbI

3HaTh YMmerh

Biaagern

OouekynbmypHole KOMREemeHyuu

OK-4 — ciocoOHOCTH
HCII0JIb30BaTh
OCHOBBI IPABOBBIX
3HAHUH B Pa3IUYHBIX
chepax
JeSITEIIbBHOCTH

OpraHru3alMOHHO- IIPUMCHATDb
IMPaBOBLIC U ITPAaBOBLIC 3HAHUA B
pacnopAaAUTCIbHBIC KaJIpOBOM
JOKYMCHTHI, ACJIOIMPONU3BOJACTBE
periiaMeHTHUpYronue

JACATCIIBHOCTD

KaJIpOBOH CITY>KOBI U
ATambl U MpaBUiIa
OpraHu3aIy padoThI
C KaJIpOBBIMH
JIOKyMEHTaMU

HaBbIKAMH PUMEHEHUS
MPABOBBIX 3HAHUI B
KaJIpOBOM
JIEJI0NIPOU3BOJICTBE

Ilpogpeccuonanvnvie Komnemenyuu

Buo desmenvrnocmu: Hayuno-ucciedosamenvcras

ITK-8 — criocodHOCTE
aHAJTU3UPOBATh
LIEHHOCTh
JIOKYMEHTOB C IEJIBIO
nux XpaHeHI/IH

CYIIHOCTh aQHaIIM3UPOBATH
AKCIEPTU3BI LIEHHOCTh
LIEHHOCTH KaJIPOBBIX | KaJPOBBIX
JIOKYMEHTOB, JIOKYMEHTOB C
OpraHU3aIuio U LIEJIBIO UX
MOPSZIOK €€ XpaHEHHUst
MPOBEJICHHUS,;

MOPAIOK

YHUYTOXKEHHUS

KaJpOBBIX

JOKYMEHTOB C
HCTCKIIMMU CPOKaMU

CIIOCOOHOCTBIO
aHATM3UPOBATh
IIEHHOCTh KaJPOBBIX
JIOKYMEHTOB C LIEJIbI0
nux XpaHeHI/ISI

XpaHEHUs
Buo desmenvnocmu: mexnonocuueckas

[1K-17 — Bnagenue MTOHSTHE o0OpabatbIBaTh, METOJaMU 3aIUThI
METOJIaMH 3aIUThI NEPCOHANTBHBIX XpaHUTb U HEePCOHATBHBIX JaHHBIX
uH(popMalun JAHHBIX pa0OTHUKA, | paboTaTh C paboTHUKa

ux 00paboTKa, IIEPCOHAIbHBIMU

XpaHEeHue, JTAHHBIMHA

HCII0JIb30BaHUE, paboTHHKA

CIIOCOOBI TIOJTYYCHHUS;
MOPSIIOK ¥ MpaBUIa
paboTHI C
MEePCOHATBHBIMU
JTAHHBIMH
pabOTHHUKOB




IK-19 — MpaBuJjia MOJTOTOBKU | IPUMEHSTh CIOCOOHOCTBIO
CIIOCOOHOCTH KaJ[POBBIX MpaBUIia UCIIOJIb30BaTh TPaBUIIa
HCIOJIbL30BATh JIOKYMEHTOB IIOJArOTOBKH MOATOTOBKU KaJPOBBIX
MpaBwJia IOJITOTOBKH KaJIPOBBIX JIOKYMEHTOB
YIPaBICHUYECKUX JIOKYMEHTOB

JIOKYMEHTOB H

BEICHUS IE€II0BOU

TIEPETTHCKI

ITK-20 —crmocoOHOCTD | ATaIlbl U IpaBUIa HCIOJI30BAaTh CIIOCOOHOCTBIO
HCIIOJIb30BaTh OpraHu3aIyy padoThl | TIpaBHUiIa UCIIOJIb30BaTh TPaBHIIa
npaBuja C KaJIpOBBIMH OpraHU3aIMK BCEX | OpPraHU3aIluu BCEX

OpraHu3aIu BCeX

JIOKYMEHTaMHU

3TanoB padoThI C

3TaroB paboThI ¢

3TarnoB paboThI C KaJpOBBIMU KaJpOBBIMU
JOKYMEHTaMH, B TOM JOKYMEHTaMHU JOKYMEHTaMHU

YHCIIe apXUBHBIMU

JIOKYMEHTaMU

[1K-25 — Bagenue IpaBuja MOJrOTOBKH | IPUMEHSTh HaBBIKAMU MOATOTOBKU
HaBBIKAMU KaJpOBBIX npaBuiIa KaJIpOBbIX JOKYMEHTOB
HOJrOTOBKH JIOKYMEHTOB HOJTrOTOBKU

yIpaBIeHYECKUX KaJpOBBIX

JIOKYMEHTOB U JOKYMEHTOB

BEJICHUS 1€JI0BOI

HEepenrCKH

[1K-26 — Bagenue JTanbl U MPaBHIIa oOpabaThIBaTh HaBbIKaMU 00pabOTKH
HaBBIKAMU 00paboTKH KaJpOBbIE KaJJpOBBIX JOKYMEHTOB
00paboTKu KaJIpOBBIX JIOKYMEHTHI Ha Ha BCeX ATanax padoTbl
JIOKYMEHTOB Ha BCEX | IOKyMEHTOB, UX BCEX ATamnax C HUMH, UX

sTanax CUCTEMAaTHU3alNH paboThI ¢ HUMY, CUCTEMAaTH3alNH

JIOKyMEHT0000poTa,
CHCTEMaTH3aIIH,
COCTaBJICHUSI
HOMEHKJIATYPbI J€J1

CUCTCMATU3UPOBAT
b UX




3. O0béM y4eOHOI JUCHTUNIMHBI

Ounasn gopma o0yueHus

Buabl yueOHo# padoThI

Pacnpenesnenue yuedGHOro

BpeMeHH
Konumaxkmmnan paboma 74,35
AyauTopHbIe 3aHATHS (BCETO): 72

Jlexyuu 36
Ipaxmuyeckue 3ansamus 36
Jlabopamopnule 3anamus
[TpomexyTouHas aTTecTanus 2,35
Koncynemayus nepeo sxzamenom 2
Dxr3amen 0,35
3auem
Konmponvnas paboma
Pyxosoocmeo kypcosoii pabomoii
Camocmosmenvnas paboma 105,65
Camocmosmenvras paboma 6 meyeHue cemecmpa 69,65
Iloozomoska koHmponbHOU pabomul
Hanucanue xypcosoti pabomoi

Iloozomoska k npomedxcymounol ammecmayuu 36
Bup Texymen arrecranuu
Oobuwan mpyooémkocmes OUCUUNTUHBL:

yacwl 180
3ayémuvie eOUHUYbL 5

3aounas popma o0yueHnus
Jucnurinuna peanns3yercs B 2-X CECCHIX

1 ceccun
Buabl yuebnoii pacorsi Pacnpenesienue yue0HoOro
BpeMeHH

Konmaxmnas paboma 22
AynutopHble 3aHATHS (BCETO): 22
Jexyuu 8
Ilpakxmuueckue 3ansamus 14

Jlabopamopnule 3anamus
[TpomexxyTouHast aTTecTanus 0
Koncynomayus neped sxzamerom 0

Oxzamen

3auem

Konmponvnasa paboma

Pyxosoocmeo kypcosoii pabomoii
Camocmoamenshnan paboma 50




Camocmosmenvhas paboma 6 meueHue cemecmpa 50
Iloocomoska konmponvHol pabomoi
Hanucanue xypcosoii pabomol
Iloozomoska k npomedcymounol ammecmayuu
Bup Texymei arrecranuu
Oowas mpyooémkocmes OUCUUNTUHDBL:
yacwl 72
3a4émHvle eOUHUYbL 2

2 ceccus
Buant yueonoii pacorsi Pacnpenesienue yueOHOro
BpeMeHH
Konmaxmmuasn paboma 2,35
AynutopHble 3aHATHS (BCETO): 0
Jlexyuu
Ilpaxmuyeckue 3anamus
Jlabopamopnvie 3anamus
[TpomexyTouHas aTTecTalus 2,35
Koncynemayus nepeo sxzamenom 2
Dx3amen 0,35
3auem
Konmponvnas paboma
Pyxosoocmeo kypcosoii pabomoti
Camocmoamenvnas paboma 105,65
Camocmosmenvras paboma 6 meueHue cemecmpa 96,65
Iloozomoska koHmponbHOU pabomul
Hanucanue xypcosoii pabomot
Iloocomoeka Kk npomesicymouHol ammecmayuu 9
Bup Texymei arrecranuu
Oowan mpyooémkocmop OUCYUNIUHDBL:
yacwl 108
3auémHule eOUHUYbL 3

4. Coep:kaHue pa3aejioB U TeM y4eOHO# JUCIUNIMHBI

HaumeHnoBaHue
pazoena / memwl
N Coaeprxanue pasgesia/TeMbl
y4eOHoit
JMCIMTLTHHBI
Pasnen 1. KagpoBasi nokymeHTanMs

Tema 1. OCHOBHBIE 3aKOHOAATEIbHBIE U HOPMATUBHO-METOANYECKHE TOKYMEHTHI,
HopmatusHo- pErIaMEeHTHPYIOIIHNE MOPSIOK COCTABICHHS U 0(OPMIICHHS KaIPOBBIX
Meroanudeckas 6aza | qokymeHToB: [locranoBnenue [IpaBurensctBa PO ot 16.04.2003 Ne 125
KaJIpOBOM «O Tpynosbix kHIKKax», [OCT P 7.0.97-2016 u 1.1. TpynoBoii kojgekc
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JIOKYMEHTAITU!
(OK-4, TIK-19,
I1K-20, IT1K-25,
[1K-26)

Poccuiickoit @enepariuy Kak OCHOBHOM JOKYMEHT, OMPEACIISIIOIIAI
COCTaB U MOPSAAO0K 0(hOPMIICHHSI IOKYMEHTOB TI0 TUYHOMY COCTaBY.
OcHoOBHbIE BE€IOMCTBEHHBIE Pa3pabOTKH, periaMeHTHPYIOIINE COCTaB U
coJiep>KaHue TOKYMEHTOB I10 INYHOMY cOoCcTaBy. PaspaboTku
I'ockomcTrara Poccuiickoit @eneparuu o yaudukanuu Gopm
IIEPBUYHON YYETHOMU TOKYMEHTALUH.

Tema 2. CocTaB u
BHJIbI KaJPOBOM
JIOKYMEHTAIUU
(TIK-19,

I1K-20, ITIK-25, I1IK-
26)

OcHoBHbIE KIaccu(pUKAIKN KaJAPOBBIX TOKYMEHTOB: OpraHU3aIl[MIOHHO-
MIPABOBBIE JIOKYMEHTBI, PACIIOPSIUTENIbHBIE JOKYMEHTHI, TNIAHOBHIE
JOKYMEHTBI, OTYETHBIE JOKYMEHThI, THHOPMAIMOHHO-CIPABOYHBIE U
MH(POPMAIIMOHHO-AHATUTHIECKUE KaIPOBbIe JOKYMEHTBI, JOTOBOPHAs
JOKYMEHTAIs, OCHOBHbBIE yYeTHbBIE JOKYMEHThI. O011ue TpedoBaHus K
oopmienuto u cpokam noAroToBku. HasHaueHune kaapoBbIX
JOKYMEHTOB M UX COOTBETCTBHE OCHOBHBIM 3aJ]auaM KaJpOBOH CIY>KOBI
110 1OI00PY, YUETYy U pACCTaHOBKE KaJIPOB.

Tema 3. AnisOom

XapakTepuctuka anbooma GopM KaApOBBIX JOKYMEHTOB: pACCMOTPEHHE

yaudunupoBansbix | yaudunupoBanusix Gopm (T-1 — T-11). Ocobennoctu anpboma
dbopM nepBUYHOIMA YHU(PHUIIMPOBAHHBIX KAAPOBBIX JOKYMEHTOB. [lopsiok paboThI ¢
Y4ETHOU YHU(DUIIUPOBAHHBIM (pOpMamMu, BHECEHHE U3MEHEHUH 1 TOTIOJTHEHHU B
JIOKYMEHTAIUH 110 yHUPUIPOBaHHBIE (POPMBI. 3anoTHEHHE YHU(PUIIUPOBAHHBIX (HOpM
YYETY TPYZa U €TO

OTLIIATHI

(TIK-19,

[1K-20, T1K-25,

[1K-26)

Tema 4. JloxymenTsl, | [IpaBuiia BHyTpEHHETO TPYIOBOTO PACIOPSAIKA; OJIOKEHUE O 3alUTE
peraaMeHTHPYIOIIME | MEPCOHAIbHBIX IaHHBIX; JOKHOCTHBIE HHCTPYKIIUH COTPYAHUKOB
JESATENBHOCTD OTJIeNIa KaJIpOB; IITATHOE PACIIUCAHUE U UHBIE OPraHU3allMOHHO-
KaJIpOBOM CITy>KObI MpaBOBbIE TOKYMEHTHI. OCOOCHHOCTH COCTaBJICHUS, OPOPMIICHUSI.
(OK-4, I1K-19,

ITK-25, TIK-26)

Tema 5. 3asBIICHUE, IOKJIaIHAas 3allMCKa, IPEICTABICHHUE, YBETOMIICHHE,
Odopmnenue CiTye0Hasl 3aMucKa, aKT, 00bICHUTENbHAS 3anmucka u ap. [lopsaok
UH(POPMAaIMOHHO- COCTaBJIEHUsI, 0POPMIICHHS, COCTaB PEKBU3UTOB

CIIPaBOYHBIX U

UH(POPMAaIMOHHO-

AQHAIUTUYECKUX

KaJIpOBBIX

JIOKYMEHTOB

(OK-4, I1K-19,

[1K-20, ITK-25,

[1K-26)

Tewma 6. JloroBopHas | [Topsimok 3akiitodeHus Tpy10BOTo qoroBopa. CpouHble 1 0ecCpoUHbIe
JIOKyMEHTaIU: TPyZIOBBIE 10r0BopHl. [lopsaok opopMIIEHHS U PeruCTpaus TPYIOBbIX
TPYZOBOH JOTOBOP noroBopoB. O0s13aTeNbHbIE U TOTIOJIHUTEIbHBIE YCIOBUS TPYIOBOTO
(OK-4, I1K-19, noroopa. /|onoHUTENBHOE COTIAIIEHUE K TPYI0BOMY JOIOBOPY.
[TK-20, TTK-25, [Iponyenne cpoUHBIX TPYIOBBIX JOTOBOPOB.

[1K-26)

Tema 7. [Ipuxkassl mo nuuHoMy coctaBy. [lopsgok peructpanun. Kagpossie
PacnopsinutenbHbple | mpHKa3bl, UMeEOLMe yHUpUImpoBaHHyto ¢popmy. He yHnupunupoBannsie
KaJIpOBbIE KaJipoBble MpuKa3bl. [lopsaok 3am0ogHEHNS 3aT0JI0BOYHOM,
JIOKYMEHTBI oopmIIsIIoIIei YacTH MPUKA30B

(OK-4, TIK-19,
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TIK-20, TIK-25,
T1K-26)

Tema 8. YueTHble
KaJIpOBBIC
JIOKYMEHTBI
(OK-4, TIK-19,
I1K-20, ITK-25,
[1K-26)

[Topsanox BeaeHus )KypHAIOB B KaapoBoii ciy:x0e. CocTaB peKBU3UTOB
JUTSL PETUCTPAIIMU PA3JIMUHBIX BUIOB JOKYMEHTOB U MOPSIOK UX
3aroIHEeHUS

Tema 9. TpynoBsie
KHIDKKH: TIpaBuja

TpynoBas KHM)KKAa — OCHOBHOU JOKYMEHT O TPYAOBOM CTa)Xe U TPYI0BOU
NeSTeNbHOCTH paboTHUKA. [[OpsSI0K 3aMOoTHEHHS TUTYILHOTO JTUCTA

3aI10JIHEHHUS TPYIOBOM KHIKKH. 3aroyiHeHHe pasnaena «CBeneHus o padboTey, pasaena
(OK-4, TIK-19, «CBeneHust 0 HarpaxxaeHusx». [lopsaok 3amonHeHus BKIIbIIA U
[1K-20, T1K-25, nyOnMKaTa B TPYJOBYIO KHUXKKY.

[1K-26)

Tema 10. DKcnepTu3a HEHHOCTH TOKYMEHTOB, OPraHU3aIlHsl U MOPSI0K

IToaroroBka n
nepenaaya KaJapoBbIX
JIOKYMEHTOB B apXUB
OpraHu3aIuu

(OK-4, TIK-8, ITK-
19, ITIK-20, I1IK-25,
[1K-26)

nposeacHus. 11opA10K yHUUTOKEHN KaAPOBBIX JOKYMEHTOB C
HCTEKIIMMH CPOKAMU XpaHEHUS

Pa3pnen 2. Opranusanus padoTsl ¢ KQAPOBbIMH JOKYMEHTAMM

Tema 1.
Opranu3zanuoHHbIe
bopMBI, CTPYKTYpa U
IITaTHBINA COCTaB
KaJIPOBBIX CITYkO
(OK-4)

3amaun 1 QyHKIUU KaapoBou ciyxObl. [lonoxkenune 06 otnene KaapoB
(ynpaBieHuu, JenapTtamMeHTe, ciayx0e ¥ T.JA.) Kak OCHOBHOH
HOPMAaTUBHBIM JOKYMEHT IO ONPEIENIEHUIO CTPYKTYpbl, YHCIEHHOCTH,
BuZ0B pabot. Ilopsaok pa3paboTku, coctaB HMH(OpMAIMH, CTPYKTypa
TekcTa. JIOMKHOCTHBIE MHCTPYKIIMM KaK OCHOBHOM HOpMaTUB I10
OpraHu3ali TpyJa paOOTHUKOB KagpoBBIX CiIyxk0. CTpyKTypbl
KaJpoBbIX ciayx0. JlomkHocTHOW coctaB. HopmaruBbl BpeMeHM Ha
paloThI 10 YUeTy KaJpoB

Tpynosoii koaekc Poccuiickoit @enepanvn Kak OCHOBHOM JOKYMEHT,
ONPENEAIOMNNA MOPSIAOK JTOKYMEHTUPOBAHUSI TPYIAOBBIX OTHOILIEHUM.

Tema 2. 3akoHogaTenbHble akThl Poccuiickoit @enepali 0 JOKYMEHTUPOBaHUHU
3aKOHOAATENbHBIE U | OTJENBHBIX KAaJIPOBBIX MPOLEAYP U AEATEIBHOCTh OTAEIBHBIX KaTEropuil
HOPMaTUBHO- pabOTHUKOB (rocynapcTBEHHBIX CITy’)KalluX, MYHHUIIUITATIbHBIX
METOINYECKUE CIIy’KallluX, pyKOBOAUTENEN U T.1.).
JIOKYMEHTHI, XapakTepucTUKa OCHOBHBIX  pa3pabOTOK  PA3IUYHBIX  BEIOMCTB,
perlaMeHTHPYIOLe | periIaMEeHTHPYIONUX padoTy C JOKyMEHTaMH [0 JIMYHOMY COCTaBy.
KaJIpoOBOE I'OCTpy, KBaJIU(DUKAIIMOHHBIE CIIPaBOYHMKH, Tapu@HO-
JIeNIOTIPOU3BOJICTBO | KBaTU(UKAIIIOHHBIE XapaKTEpUCTHUKH, o0riepoccuiickue
(OK-4, TIK-19, KJIACCU(PUKATOPHI, YCTAHABJIMBAIONINE TOPSIOK 3arOJHEHUS KaJpPOBBIX
[TK-20, T1K-25, JIOKYMEHTOB.
[1K-26) JIOKyMEHTBI apXHBHBIX BEJIOMCTB IO JEJIONPOU3BOJCTBEHHOMY U
ApXMBHOMY XPaHEHUIO JOKYMEHTOB I10 JINYHOMY COCTAaBY.
Hoxymentsl ['ockomcrata Poccuiickoit ®enepauuu 1o yHUUKALNUH
IIEPBUYHON YYETHOU TOKYMEHTALUH
Tema 3. PernamenTanus paboThl C KaapoOBBIMH JOKYMEHTAMH B JIOKaJbHBIX
Ocobennoctu HOPMAaTUBHBIX aKTax OpraHu3alMM (IIpaBWjla BHYTPEHHETO TPYAOBOIO
OpraHu3aluu pacriopsiika, KOJUIEKTMBHBIM JOroBop, IOJOXEHHEe o pabore ¢
paboThI ¢ IIEPCOHANBHBIMU JTAaHHBIMU U 1p.). JIOKaJIbHBIE TOKYMEHTHI OpraHU3alllu,

JOKYMCHTAaMU B

periIaMeHTHPYIOIIHE KaJ[pOBOE JICITOTIPOU3BOJICTBO: rpaduk
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KaJIpOBOM CITyx0e
(OK-4, TIK-19,
[1K-20, ITK-25,
[1K-26)

JOKYMEHTO000pOTa, WHCTPYKLHUS IO KaJApOBOMY JE€JIOINPOU3BOJCTBY,
ab00M (hOpM KaJIpOBBIX TOKYMEHTOB, Ta0esb ()OPM TOKYMEHTOB.
Perucrpanus 10KyMeHTOB IO JIMYHOMY cocTaBy. IlpaBuna perucrpanuun
W UHACKCUPOBAaHUS  JOKYMEHTOB.  Peructpamuonusle  (HopMsl
(aBTOMaTH3MpOBaHHAs, >KypHayibHasi). DOpPMbI KYpPHAJIOB PErHCTpaLUU
KaJpOBBIX MPUKA30B (B T.4. TOPSIOK BEACHUS KHHUTH y4eTa JBMKCHUS
TPYIOBBIX KHIKEK U BKJIAJbIIIEH B HUX).

Homenknarypa nen kampoBoil  cimyxObl. Ilopsimok  MOArOTOBKH,
COCTaBJIEHUS, 0POPMIICHHUSL.

Cucrematuzansi U ONEpaTHBHOE XPAaHEHHWE JTOKYMEHTOB IO JMYHOMY
coctaBy. Oco6eHHOCTH (POPMUPOBAHUS B Jief1a JOKYMEHTOB 10 JTUYHOMY
coctaBy. [IpaBuia cucTeMaTH3alMH PACHOPSAUTEIBHBIX JTOKYMEHTOB,
y4eTHbIX (opM, TpyHOBBIX KHMKEK. CucTemMaTH3alus W XpaHEHHE
JOKYMEHTOB — OCHOBAaHUH K TPUKa3aM.

HltatHoe pacnucaHue Kak MEPBUYHBIM YYETHBIM JOKYMEHT IO YYeTy
kagpoB. CTpyKTypa ¥ cOCTaB PEKBU3UTOB YHUHUIIPOoBaHHOW (hopmbI (T-
3). Odopmienue nepedHsi CTPYKTYPHBIX MOApa3IeNeHUH, KO pUKaIUsI
MoApa3AesieHUid, BHIOOp HAMMEHOBAHUS JTOJDKHOCTEH, CHEIMaIbHOCTEH,
npodeccuid, ykazanue KBalu(UKAINH, a TAK)KE CBEICHUN O KOJIMYECTBE
LITaTHBIX €JUHHUL, pa3Mepax OKjIaja, HaJ10aBoK.

OO0s13aTenbHbIE PEKBU3UTHI, CTPYKTYpa U TEKCT, pa3paboTka U U3JaHUE
npukasa o0 yTBEp)KIEHMM IITAaTHOro pacnucaHus. Jlama cocraBieHwus,
JaTa BBOJIA B JCWCTBUE, PETUCTPAIIHS IITATHBIX PACIHCAHU, IEPUOJT €ro
nevictBus. Ilopsnok yTBep)kKIeHHMs W BBOJA B JIEHCTBHE INTATHOTO
pacriucanusi. Ilopsgok BHECeHUS M3MEHEHHWI B IITaTHOE pacIHCaHUe.
[IpoexkTpoBaHMe TpHKa3a O BHECEHWHM U3MEHEHHH B MITaTHOE
pacniucanue. CoCTaBJI€HUE CIPAaBKU «YYeT W3MEHEHUH, BHOCHMBIX B
mratHoe pacnucaHue». llltaTHas paccTaHOBKA: TOHSATHE, MOPSI0K
oopMIIeHHUS.

IIponenypa mpuéma Ha paboty. OdopmieHrne NepBUUHBIX JTOKYMEHTOB
TPYAOYCTPOMCTBA: JIMYHBIN JIUCTOK MO Y4YETY KAJAPOB U JOTOJIHEHHUS K
HeMy (aHkerta), aBroOuorpadus, 3asBiIeHHEe O NpuéMe Ha padoTy.
OdopmneHre MUCbMEHHOrO OTKa3a B mpuéMme Ha pabory. Ilepeuenn
JOKYMEHTOB, HEOOXOAMMBIX M  TPYIAOYCTPONCTBA. IMopsinok
3aKIIIOYCHHST TPYAOBBIX JIOTOBOPOB C pabOTHHKaMH. VIcIbITaTenbHBINA
cpok mpu npuéme Ha pabory. CpouHble M OecCpOUHBIE TPYIOBBIE
JIOTOBOPBI: TpeboBaHusi K odopmieHuto u pekBuzutam. OdopmiieHne
U3MEHEHHH K TpPYJOBOMY JIOTOBOPY. 3aKIJIIOYEHHE CIYKeOHOro
KOHTpakTa TpH TOCTYIUICHHH Ha TOCYJapCTBEHHYIO TPaKIaHCKYIO
cnyx0y. Odopmienre npukasa (pacopsikeHus) o mpuéme paboTHHKA
(pabotHukoB) Ha padoty (yHuduuuponanuas gopma Ne T-1 u Ne T-1a).
VYuer pabouero BpemeHu. Benenue Ttabenst ydera pabodyero BpeMEHHU
(yaudunmposannas Gpopma T-13)

Tewma 4.
Opranuzanus
paboThI ¢
JIOKyMEHTaMU B
npoliecce IBUKECHUS
KaJIpOB

(OK-4, I1K-19,
[1K-20, T1K-25,
[1K-26)

[lopsimok, oOsi3aTenbHBIE MpaBWia U NpPakTUKa  o(OopMIIEeHHUs
JOKYMEHTOB, COIPOBOXKJAIOIIMX TEpeBOJ Ha JpYyrylo pabory:
3anosiHeHne yHU(UIMpoBaHHbIX (opM npukazoB (T-5 u T-5a). Bunasl u
NOpAAOK pa3pabOTKM OCHOBAHMH K NpHKa3aM o nepeBone. OdopmieHue
U3MEHEHUN K TPYLOBOMY JOroBOpY. BHeceHue 3amucu O mepeBole B
TPYZOBYIO KHMXKY M JIMYHYIHO KapTouky paboTHHka. OcoOeHHocTH
JOKYMEHTHUPOBaHUs TiepeBofa paboTHMKAa Ha Jpyrylo paboTy 1o
COCTOSIHUIO 3[I0POBBSI.

Bunsl ornyckoB. IlpenocraBieHue OTIYCKOB IITaTHBIM pabOTHHKAM,
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BHEUIHUM M BHYTPEHHUM CcOBMecTUTeNsIM. Pa3paboTka u yTBepKIeHue
rpaduka OTIyckoB opranmzanuu. OdopmileHHe MEePBUYHBIX YYETHBIX
JIOKYMEHTOB, CBSI3aHHBIX C oTnyckamu (1-6 m T-6a), T-7 (rpadux
OTITyCKOB). JIOKyMEHTHpOBaHHE BHECEHHMsS HW3MEHEHHH B Tpaduk
otrmyckoB. 3anosHenue pasaena VI Jlnunoit kaprouku pabotHuka T-2.
Odopmienne oTITyCKOB 0e3 coXpaHeHHs 3apabOTHOM IIATHI, Y4EOHBIX
OTITYCKOB, IO yYXOJy 32 peOeHKOM, M0 OepeMeHHOCTH U pojam. [Topsmok
opopmnenus ot3piBa U3 ormycka. OdQopmieHHs TOKYMEHTOB st
3aMEHBI YaCTH OTIyCKa JIEHEKHONH KOMIIEHCAIIUEH.

[TonsTe ciy’keOHBIX KOMaHIUPOBOK. JlIOKYMEHTUPOBAaHUE HAIIPABIICHUS
pabOTHUKOB B CIIy>KeOHBIE KOMaHUPOBKHU. 3anonHeHue
yaupunupoBanabix  ¢popm  T-10a  «CnyxeOnoe 3amaHue  1is
HampaBJIeHUsI B KOMaHJAUPOBKY M OTUYET O €ro BbIMONHEeHUuu», T-9 u T-9a
NpuKa3 O HampaBJeHWHW B KomaHaupoBky, T-10 «KomanampoBouHoe
ynoctoBepeHue». JIOKyMEHTHpOBAaHHE BHECEHHS  HM3MEHEHWl B
KOMaHJIMPOBOYHBIE JOKYMEHTh. DopmMa M TOPSIOK BEICHHS KypHala
ydeTa pabOTHUKOB, BHIOBIBAIOIIUX B KOMaHAUPOBKY U3 OpraHMU3aIUH, U
KypHaia y4yera paOOTHHKOB, NpPEOBIBAIOIIMX B KOMAaHAMPOBKY B
OpraHH3aLHIo.

[opsanox odopmieHus: mpuBiedeHus] pabOTHUKA K paboTe B BBIXOAHON
Wi Hepabounii mpa3mHudHbINA J1eHb. [lopsmok odopmienus. Cornacue
pabotnuka. [Ipuka3 o nmpuBieYeHUH K pabOTe B BHIXOJHOW (Hepaboumil)
Mpa3gHUYHBIN JEHb.

ITopsimox odopmiieHus: mpUBiIeUeHUs] pPaOOTHUKA K paboTe B BBIXOIHOM
WM Hepa®ouuii pa3qHUYHBINA JICHb.

ITopsimoxk JTOKYMEHTHPOBaHHMs MPOLEAYpbl COBMEIIEHUs mpodeccuit
(momxHOCTEH).

OdopmiieHre BO3NIOXKEHHUS 00S3aHHOCTEH BPEMEHHO OTCYTCTBYIOILEIO
paboTHHKA.

OdopmiieHre COBMECTUTEILCTBA.

[lonsTne «aIpekpaiieHue TPYJOBOro Jorosopa», «PacTopikeHue
TPYZOBOTO JOrOBOPA», «yBOJIbHEHUE.

CocTtaB gokyMeHTaluu, o(opMmisieMOM NpU MpeKpalleHuu IeHCTBUS
TPYZOBOIO JIOTOBOpAa: IO WHUIMATUBE pa0OTHHKA, IO WHUIUATHBE
paboTonaTensi, MO COTJIAIIEHHWIO CTOPOH, IO OOCTOATENbCTBA, HE
3aBUCSILIKM OT BOJIU CTOPOH, 110 UCTEYEHHUIO CPOKA TPYAOBOTO J10TOBOpa
U T.JI.

OOme mpaBwiia JOKYMEHTALMOHHOTO COMPOBOXAEHHUS IMpPEKpaIleHus
TpynoBOTO AoroBopa. OdopmieHne AOKYMEHTAIMH, COMPOBOXKIAIOIICH
MpeKpalleHue JeHCTBUS TPYJOBOTO JO0roBopa ¢ paOOTHUKOM: BUABI U
MOPAOK pa3pabOTKM OCHOBaHMN K MpHKazaM 00 YBOJIbHEHHH,
3aronHeHne yHupunupoBaHHbix (opm T-8 u T-8a «lIpukaz o
MpEeKpalleHud  JEHCTBUSL TPYAOBOTO JOTOBOpa € pPabOTHUKOMY,
oopmieHre OCHOBaHM K MpUKa3aM IO BUJaM yBOJbHEHUS, BHECEHUE
3anMceidl B TPYIOBYIO KHUKKY U JIMYHYIO KapTouky. O3HakomiieHue
paboTHUKA C 3aMTUCSAMH B TPYIOBOM KHIKKE MPU YBOJIHHEHUU.
OcoGenHoctu opopmIIeHUsI TOKYMEHTOB IPU MPEKpPalIeHUH TPYAOBOTO
JIOTOBOpa TIO0 MPUYMHE HECOOTBETCTBHS pabOTHHKA 3aHUMAeMOM
JOJKHOCTH BCJIE/ICTBHE HEJ0CTaTOYHOM KBaJIM(pUKaImu,
MOJITBEPKACHHON pe3y/IbTaTaMU aTTECTAIUH.

OcoGenHoctu opopmIIeHUsI TOKYMEHTOB IPU MPEKpPalIeHUH TPYAOBOTO
JIOTOBOpa 10 TNPUYMHE HECOOTBETCTBHS  BBHINOJHIEMOW pabote
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BCJIC/ICTBUE COCTOSIHUS 3/0POBbS B COOTBETCTBHHM C MEIUIUHCKUM
3aKJIFOUEHUEM.

OcoGenHoctu  ohopMJICHUS yBOJbHEHHUS 3a BUHOBHbBIE JCHCTBUS:
MOPSIOK 0hOpMIIEHHUST JOKYMEHTOB.

Oco0eHHOCTH MpeKpalleHus TPYIOBOro JAOrOBOpa B CBSI3U CO CMEPTHIO

paboTHHMKAa (WM TPHU3HAHUSA CYAOM YMEpIIMM MWiIH 0Oe3BEeCTHO
OTCYTCTBYIOLIMM): JaTa COCTaBJIEHUS IIpUKaza O IpeKpalleHuu
TPYIOBOTO  JIOTOBOPA; JOKYMEHTBI-OCHOBAaHMs JUI1 IIpUKa3a o

MIpEeKpalleHuH TPya0BOro noroBopa. OCOOEHHOCTH BHECEHUS 3allCU B
TPYAOBYIO KHUXKKY.

Pacuer xomneHcauuu — (yAep)KaHUs)  HEUCIOJIb30BAaHHOM  4YacTu
€XKEroJIHOr0 OIUIaYMBAEMOI0 OTIyCKAa IpPU IPEKpalleHuu TPYAOBOIO
JI0TOBOpaA

Tema 5.
Odopmnenue u
BEJICHUC JIMYHBIX
KapTOYeK M JIMYHBIX
Jen

(OK-4, TIK-19,
ITK-20, I1K-25,
[1K-26)

[opsanox opopmiieHus TUUHON KapTOUKH GopMbl T-2 ¢ UCMOIB30BAHUEM
o0mIepOoCCHIiCKIX  KiIaccu(PUKaTOpOB. 3amojIHEHUE pa3eiioB: o00mue
CBEICHMSI, CBEJCHHUS O BOMHCKOM Yy4e€Te M HHBIX Pa3JIeiOB KapTOYKH.
Benenne xaprouku ¢opmel T-4. 3amonnenue kaptouku (oprer T-
2I'C(MC) 1 rocyaapCTBEHHBIX M MyHULIMIAIBHBIX CIYXKAILUX.
Benenne mmusbix gen. Omumce smyHOro nema.  OOnoxkka Jena
JUINTEJIBHOTO CpOKa XpaHeHUus. BeneHue IUYHBIX el B TEKYIIEM
JIeTIOTIPOM3BOCTBE U Tepeiavya JMYHBIX JIeT B apXUB Opranu3anun. Jlucr
3aBepuUTeNb JIena.

Benenue nuyHOro aena rocydapCTBEHHOTO M (WJIKM) MYHUIMIAIBHOTO
cilyamero (Ha TpUMeEpe ToCyIapCTBEHHOrO, TOCYIapCTBEHHOIO
TpakJTaHCKOTO WJIM MYHHIIMITAJIBHOTO CIY)KAIIEeTO)

Tewma 6.
JloxymeHnTupoBanue
OLIEHKH
JeSITEIIbBHOCTH
paboOTHUKOB

(OK-4, I1K-19,
[TK-20, [TK-25,
[1K-26)

Odopmiienne moouipeHust pabOTHHKA: BUAbI TPYJOBBIX MOOIIPEHUH,
MOPSIOK  pa3pabOTKH  TOJIOKEHUST O  TOOIIPEHHH,  3aIllOJTHEHHE
yau¢punupoBanabix ¢opm (T-11 u T-1la «lIpukaz o mnoompeHun
paboTHuka (paboTHHMKOB). BHeceHnue 3amuceil B TPYAOBYIO KHIDKKY.
OdopmiieHne HarpaxJIeHuss TOCYAapCTBEHHBIMH U  OTpacieBbIMHU
Harpagamu. OdopmieHue, MOANUCAHWE, COTJIACOBAHHE  HArpaJHOTO
mucta. [Topsaok cocTaBiaeHns XapakKTepUCTUKU Ha paOOTHHKA.
OdopmiieHre IUCIUTUIMHAPHOTO B3BICKAHHS. BHIBI AMCIUTUIMHAPHBIX
B3bICKaHUH. OOs3aTenbHble JOKYMEHTHl NMPU OOBABICHUM DPAOOTHHUKY
BBITOBOPA, 3amevanus. [opsaaok ohopMIIeHHsT TOKIIATHON 3alMCKH, aKTa
00 OTKa3e OT Jlay¥l MUChMEHHBIX OOBSICHEHUH, aKTOB (00 OTCYTCTBUU Ha
paboueM MecTe, O MOSBJICHUH Ha PabOTe B COCTOSHUU AJIKOTOJIHHOTO
(HapKOTHYECKOTO WJIM HHOTO TOKCUYECKOT0) ONbSHEHUS).

Odopmnenne orcrtpaHeHuss oT padoTel. [Ipwkaz 00 oTcTpaHEeHWH OT
paboThI.

[Mopsimok  CHATHS  MUCHUTUTMHAPHOTO
NpeJCTaBICHUE WM  CIy)KeOHas  3alucka,
JTVCIATUTMHAPHOTO B3BICKAHUSI.

[Topsimok mpoBeneHus aTTecTalu pabOTHUKOB B opranu3anuu. Cocras,
CoJiep’)KaHuEe W TOPSIOK TMOATOTOBKH TMPUKA30B (pacHopsKEeHHi) 1o
arrectauuu. ['papux mpoBeaeHuss arrecranuu. [lomoxenue 00
aTTecTalmoHHOM  Komuccuu. OT3BIB  (3aKioueHue) o  pabore
aTTeCTyeMOro. IIpoToKoIIBI aTTECTAllMOHHOU KOMUCCHH.
ATTeCTallMOHHBIN JINCT paOOTHHUKA

B3BICKAHUA: JOKYMCHTBIL
IpuKas (6] CHATHHU

Tema 7.
Opranuzanust

Opranuzanus paboTbl ¢ TPYAOBBIMU KHIDKKamu. [lopsiaok XpaHeHUs
TPYAOBBIX KHIDKEK. Y4YeT TPYyJIOBBIX KHWXKEK. Beinmaua nybOmukara
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paboThI € TPYAOBOM KHIKKWA. OpraHuzanus XpaHEHUS HEBOCTPEOOBAaHHBIX

TPYZAOBBIMU TPYHOBBIX KHIKEK. OTBETCTBEHHOCTh 3a HECOOJIOJCHHE TOpSIKa
KHUKKaMH BEJICHUs TPYAOBBIX KHMXeK. [Ipuka3 o Ha3Ha4eHUU OTBETCTBEHHOIO 3a
(OK-4, I1K-19, y4eT, BEJICHUs U XPaHEHUE TPYAOBBIX KHIKEK

[1K-20, ITK-25,

[1K-26)

[TonsiTHE MEepCcOHANBHBIX AaHHBIX paboTHUKA. OOpaboTKa MepCOHATBHBIX
JaHHBIX. XpaHEHHE ¢  UCIOJIb30BAaHUE TIEPCOHAIBHBIX JAHHBIX
pabotHuka. CriocoObl MOJIy4YEHHUs MEPCOHANbHBIX JTAaHHBIX PAOOTHHKA.
JIOKyMEHTOOOOpOT M JOKYMEHTallMs  JIOKAJIBHOIO  XapakTepa,
(bukcupymomas MopsaI0K U mpaBuiia paboThl ¢ EPCOHANBHBIMU JAHHBIMU
pabotHukoB: llonoxkeHue o 3amuTe NEPCOHAIBHBIX MAaHHBIX.  Ero
CTpyKTypa, TekcT. Dopma o00s3aTenbcTBAa O  HepasriialleHUuu
MEPCOHAJIBHBIX TAHHBIX PAOOTHUKOB.

N3menenue aHkeTHO-OMOrpaduuecKux NaHHBIX PAOOTHUKA U TMOPSIOK
UX JOKYMEHTHPOBAHHUS: MIPUKA3 O BHECEHUH U3MEHEHUN B MEPCOHAIBHBIC
JAaHHBIE U JIP.

Tema 8. O6paboTka
HEePCOHATTBHBIX
JAaHHBIX

(OK-4, TIK-17, TIK-
19, I1IK-20, TTK-25,
[TK-26)

Bunsl u nopsinoxk nposeneHust ['ocyaapCTBEHHOM HMHCIEKIMEN Tpynla
Tema 9. Uncnekuus | (I'UT) npoBepok coOmroaeHus TPYIOBOrO 3aKOHOIaTeNbeTBa. [lepeueHn
TpyJa: IOJHOMOYHS | JOKYMEHTOB, IpeabssisieMblx uHcnekropy ['MT. Mucnekuus tpyna:
Y CaHKLIUU MOJHOMOYMST M CaHKUMHU. Buael 1OpoBepok:  JOKyMEHTapHasd,
(OK-4) KOMIUIEKCHasi,  Bble3nHasg  (ocoOeHHocTH — mpoBeneHus).  [lpama
WHCIIEKTOpa 1O Tpydy M ero mnoiaHomouusi. OTBETCTBEHHOCTh
paboToiaTeneli 3a HapyIIeHHs TPYJOBOIO 3aKOHOAATEIbCTBA

5. Y4eOHo-MeTOAMYeCKOEe M HH(POPMALMOHHOE o0ecnedeHne y4eOHOH TUCHMIINHBI

5.1. Ocnosnasa numepamypa:

1. MunaeBa, H.B. KanpoBoe nenompousBoactBo : yueb.-meroa. mocobue / H. B.
Munaesa ; Komu pecnyOnukaHckas akaja. roc. ciyXObl U ynpasieHus . - CeIkTbIBKap : M31-Bo
KPAI'CuY, 2013. - 218 c.

2. SlukoBuu, II.A. [lenonpousBoacTtBo B kaapoBoi ciyxOe / III.A. SIukoBuu. — M. :
Onutn-lana, 2015. - 161 c. — Pexum  gocryma: 1o  MOANUCKE.  —
URL: http://biblioclub.ru/index.php?page=book&id=119021.

5.2. /lononnumenvuas numepamypa:

1. Kazanuesa, I'.B. Jluunbie nOKyMmMeHTHI: TpeOoBaHHS K OGOPMIEHHIO U 00pa3Lbl
nokymenTtoB / I'.B. Kazanuesa. — 6-e u3z., crepeorun. — M. : U3narensctBo «®nunTay, 2017, —
40 C. — Pexum JIOCTyma: o HOJIITUCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=103531.

2. Kyszuenos, 1.H. Jlemonpoussoacteo / M.H. Ky3nenos. — 6-e u3z., mepepad. u J0I. —
M. : Uznatenbcko-ToproBas koprnopamus «JlamkoB u K°», 2014. — 460 c. : tabn. — Pexum
noctyna: mo nmoamucke. — URL: http://biblioclub.ru/index.php?page=book&id=452846.

3. Muxaitnos, FO.M. Jluunble pena COTPYAHHUKOB KOMIIAHMM: Kak IPABUIIBHO
opopMIIsITh, BeCcTH U XpaHuTh / FO.M. Muxaiinos. — M. ; bepnun : Jlupexkr-Menna, 2014, — 160
c. : WL — Pexum JIO0CTyTA: o MOJINCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=25369.

4. Poroxun, M.IO. Jlenompoun3BoacTBo B KaapoBoil ciayxbe / M.IO. Poroxun. — 3-¢
u3., nepepad. u gomn. — M. ; bepmun : upexr-Meaua, 2014. — 783 c. — Pexum mgoctyma: mo
noxamnucke. — URL: http://biblioclub.ru/index.php?page=book&id=253703.
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http://biblioclub.ru/index.php?page=book&id=119021
http://biblioclub.ru/index.php?page=book&id=103531
http://biblioclub.ru/index.php?page=book&id=452846
http://biblioclub.ru/index.php?page=book&id=253691
http://biblioclub.ru/index.php?page=book&id=253703

5. Poroxun, M.IO. Opranuzanust kagpoBoii pabotsl npeanpusitus / M.FO. Poroxun. —
M. ; bepmun : Hupekr-Menma, 2014. — 240 c. : wi. — Pexxum pgoctyna: Mo TOJMUCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=253710.

6. Poroxwun, M.YO. CripaBounuk kaaposuka / M.FO. Poroxun. — M. ; bepnun : Jlupekt-
Memua, 2014. — 399 ¢ : wi — PexuMm Jpgoctyma: 1o  MOANMCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=253715.

5.3. Dnekmponno-ouduomeunan cucmema:

1. DnexkTpoHHO-OMONMMOTEYHAs cHCTeMa «YHUBEpPCUTETCKass OMOIMOTeKa OHJIAWH»
(www.biblioclub.ru).

2. HanmonanbHas snekrponHas oudnnoreka (https://H30.pd).

5.4. Ilpogpeccuonanvnvle 6a3zpl OaHHBIX, UHPOPMAYUOHHO-CHPABOYUHBIE U NOUCKOBBIE
cucmemul:

1. CopaBouHno-npaBoBas cucteMa «l['apanrT».

2. CrmpaBouno-npaBoBas cucrema «Koncynprant [Tnrocy.

3. DNeKTpOHHO-OMONIHMOTeUHass cucTeMa «YHHUBEpPCUTETCKas OuOIMoTeKa OHJIaiH»
(www.biblioclub.ru).

4. Hayunas snekTpoHHas oubnmuorexa (www.e-library.ru).

5. HanuonanbHast anekrponHast oudauoreka (https:/m36.pd).

5.5. Pecypcol ungpopmayuonno-ookymenmayuonnou cemu «Mumepuemy

1. Caiit Beepoccuiickoro HayuyHO-HCCIIE10BaTENbCKOTO HHCTUTYTA IOKYMEHTOBEICHUS U
apxuBHOTO Jiena http://www.vniidad.ru/

2. Caiir o kampoBomy aenonpousBoactsy (https://www.kadrovik-praktik.ru).

5.6. Hopmamuenwvie npasogvie akmoi:

1. Tpynosoit kogekc Poccuiickoit @eneparuu ot 30.12.2001 Ne 197-®3 // Poccwuiickas
razera. — 2001. — 31 mexabpsi.

2. TOCT P 7.0.8-2013. Cucrema crtanmapToB no WHGpOpMaLuu, OMOIMOTEYHOMY U
U37aTeIbCKOMY Jiey. JeIonpon3BOICTBO M apXWBHOE Je0. TepMUHBI U ompeaeneHus. — M.:
N3-Bo Poccanpnapra, 2014.

3. TOCT P 7.0.97-2016. Cucrema cranmaptoB 1o HHPOpManuu, OUOTHMOTEUHOMY H
u3garenabckoMy Jeny. OpraHu3allMOHHO-paclopsauTeNnbHas JOoKyMeHTanus. TpeGoBaHus K
odopmiteHHI0 T0KyMeHTOB. — M.: Ctangaptuadopm, 2018.

4. TOCT 6.10.1-88. YuudunupoBanusie cuctembl nokymentanuu (YCJl). OcHOBHBIE
nonoxkenus. — M.: 3-Bo ctanmaptos, 1988.

5. TOCT 6.10.5-87. YHudpuuupoBaHHbIE CHCTEMBI JOKyMEHTaluu. TpeOoBaHHsS K
MOCTpoeHut0 GpopmMyisipa-oopasna. — M.: U3-Bo cranmapTos, 1987.

6. TOCT 7.60-90. M3nanus. OcHoBHBIE BUABL. TepMuHbl u onpeaeneHus. — M.: U3-Bo
cTaHaaptos, 1990.

7. O6 wunbpopmanuu, HH(OOPMAIIMOHHBIX TEXHOJIOTHSX W O 3alMTe HH()OpMaIUu:
dbenepanbubiii 3aK0H 0T 27.07.2006 Ne149-D3.

6. CpencrBa obecnieyeHusi 0CBOECHHSA
Y4eOHOM I CIUIIINHbBI

B yuebGHOM mpomecce mpum peanmzanuu  yuyeOHOM  auciuiuimHbl - «KampoBoe
JIEJI0NIPOU3BO/ICTBO» UCIIOIb3YIOTCS CIEAYIOLIUE PECYPCHI:
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http://biblioclub.ru/index.php?page=book&id=253710
http://biblioclub.ru/index.php?page=book&id=253715
about:blank
https://нэб.рф/
http://www.vniidad.ru/

Hugpopmayuonnvie
mexHon02uu

Ilepeuens npozpammmnozo obecnevenus u UHGHOPMayUOHHBIX
CHPABOUHBIX cUCMeEM

OducHelil maker i1 paboOTHI ¢
JOKYMEHTaMHU

Microsoft Office Professional
LibreOffice

HNudopmMannoHHO-CIIPaBOYHbIE
CHCTEMBI

CrnpaBouno-nipaBoBas cucrema "Koncynbrant [Tnroc"

CnpaBouHo-nipaBoBas cuctema "I"apant"

DIIeKTPOHHO-OUOIMOTEUHBIE
CHCTEMBI

OBC «YHuBepcuTeTckas OMOINOTEKa OHJIAWMHY

Hay4nas snekrponnas Oudiaunoreka (Www.e-library.ru)

HarmonanwsHnas anekrponnas ounbmuoreka (https://H36.pd)

DJIeKTpOHHAs [0YTa

DrekTpoHHas moYTa B jomene Krags.ru

CpeactBa Juisi opraHuzaluu
BEOMHAPOB, TEJIEMOCTOB U

Cepsucel BeO- 1 BUIC€OKOH(EPEHIICBS3H, B TOM YHUCIIE
BigBlueButton

KOH(epeHIHi

ConpoBok/IeHUE OCBOCHHUS JUCLUHUIUIMHBI 00YYarOIIUMCS BO3MOXKHO C MCIOJIB30BaHUEM
3IeKTPOHHOU HHpOopMamoHHO-00pa3oBarenbHoi cpensl 'OY BO KPAI'CuY, B Tom uucie
oOpa3zoBatenbHOro noptana Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTtepuajibHO-TEXHUYECKOE o0ecrieueHmne
OCBOCHUS Y4eOHOM IMCUUILTHHBI

[Ipu npoBeneHuM y4yeOHBIX 3aHATUN MO AucUUILIMHE «KaapoBoe neIornpou3BOACTBO»
3a/ielicTBOBaHa MartepuanbHo-TexHudeckas 6aza 'OY BO KPAI'CuY, B cocTaB KOTOpOil BXOAST
CJIEAYIOIINE CPEACTBA U PECYPCHI JUIsl OPraHU3alMN CaMOCTOSATEIILHOM M COBMECTHOM paboThI
00yYaroImuxcs ¢ MpenojaBaTeIeM:

— CHEIUAJIbHbIE TIOMEUICHMs s pealu3alud JaHHOW JUCLUIUIMHBL IPEACTaBISAIOT
coOoif ydeOHbIE ayTUTOPUM JJsl MPOBEACHUS 3aHATUH JIEKIMOHHOIO THIA, 3aHATHHA
CEMHUHApPCKOI0 THIA, TPYNIOBBIX W MHIWBHUIYaJbHBIX KOHCYJbTAI[Mi, TEKYIIEro KOHTPOIS U
IPOMEXYTOUHOM aTTecTalud, a TakkKe T[OMEIIeHUs JUIsl CaMOCTOATEIbHOW paboThl U
MOMEILEHUS ISl XpaHEHUsS U MPOPHIAKTUYECKOTO OOCIYKHMBaHUSA y4yeOHOro oOOpyH0BaHUS.
CrnenunanbHble TOMEUIEHHUS] YKOMIUIEKTOBAHbI CIIEUATN3UPOBAaHHON MEOENbI0 U TEXHUYECKUMU

CpeAcTBaMU OOYYeHHMs, CIYKAIUMHU JJs TpeAcTaBieHus ydeOHoW uHGopManuu OosbLIoN

ayJIUTOpUH.
Jins  mpoBeneHMs — 3aHATHM — JIGKIMOHHOTO  THMNAa  HIpEeAsiaraloTcss  Habopbl
JIEMOHCTPAIIMOHHOTO  O0OPYAOBaHUS M y4eOHO-HAINIAJHBIX IOCOOMH, oOecreunBarolye

TEMaTUYECKHE WILTIOCTPALIUU;
— TIOMEIEHUE JJIsI CaMOCTOSITENbHONH PabOThl 0OYUYaOIIUXCsl OCHAIEHO KOMITBIOTEPHOM
TEXHUKOW C BO3MOXKHOCTBIO TOAKIIOYEHHUS K ceTh «MHTepHeT» M obecredeHueM JOCTyma B
AIIEKTPOHHYIO WH()OPMAIIMOHHO-00pa30BaTENbHYIO CPEly OpraHU3aIUy;
— KOMITBIOTEPHBIE KJIACChI, OCHAIIIEHHbIE COBPEMEHHBIMU MEPCOHAILHBIMU KOMITBIOTEPaMHU,

paoTalomMMM ~ TOJ  YHPABICHUWEM  ONEpalMoOHHBIX  cucTteM  Microsoft ~ Windows,
00BbEeTMHEHHBIMHU B JIOKAIBHYIO CETh U UMEIOIIMMH BbIX0J B MIHTEpHET;
— Oubmuoreka  AkaneMHM, KHIDKHBIH  (OHI  KOTOPOH  COJCPXKHUT  HAay4dHO-

HCCJIEIOBATEIbCKYIO JTUTEPATYPy, HAyYHBIE KYpHAJIbI U TPYAbl HAYYHBIX KOHGEPEHLIUH, a TaKxkKe
YHTAJIFHBIN 3411

— cepBepHOE 000pyA0BaHKE, BKIIFOYAIOIIEE, B TOM YHCIIE, HECKOJIBKO cepBepoB cepun IBM
System X, a Taxke BUPTyalbHbIE cepBepa, padoTaoliue MOJ YIpPaBIECHUEM OMNEPalMOHHBIX
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http://www.e-library.ru/

cucteM Calculate Linux, Bkmouennoit B Peectp Poccuiickoro I10, u Microsoft Windows Server
U CIYXAIIUMHU JJIs1 pa3MEIICHUS Pa3IMYHbIX CEPBUCOB U CIYKO, B TOM YHUCIIE JIJIs 00€CTICUCHIS
paboter CYBJI MySQL u MS SQL Server;

— CeTeBOe KOMMYTAIlMOHHOE 00OpyJoBaHuE, o0OecreynBaromee paboTy JIOKaJbHOW CETH,
npeJocTaBlieHHe 10cTyna K cetu Internet ¢ obmieil ckopocThio moakimodenuss 10 Mout/cek, a
Takke padoty 6ecipoBogHOTO cerMeHTa cetd Wi-Fi B moMemeHusx AKajieMuu;

— UHTEepaKTUBHbIE UHPOpPMAIMOHHBIE KHOCKU «HOY;

— IporpaMMHbIE U anmapaTHbIe CPECTBA JIJIs MPOBEACHUS BUICOKOH(PEPEHIICBA3H.

Kpome Ttoro, B oOpa3oBaTenbHOM Mpoliecce OOYYarOMIMMHCS IIUPOKO HCHOIB3YIOTCS
CJIETYIOIINE AJIEKTPOHHBIE PECYPCHI:

— cucrema Internet (ckopocTh moakiIrOUeHUS — 5 MOUT/CeK);

— caillt www.krags.ru;

— OecripoBonHas ceth Wi-Fi (B OTKpBITOM JOCTYTIE).

KonkperHsie momemieHusi Ui opranusanuud oOydeHus no aucuumiiuHe «Kaaposoe
JEJIIONPOU3BOJCTBO» MpeAcTaBieHbl B CrpaBke O MaTepHaIbHO-TEXHUYECKOM OOeCreYeHUH
o0pa3oBaTenbHOl IporpamMMmbl 10 HampabiieHuto moArotoBku 46.03.02 JlokymeHTOBeneHUE U
apxuBOBeZeHHE, CHOPMUPOBAHHON B COOTBETCTBUU C pACIHCAHUEM YYEOHBIX 3aHITUH U
IPOMEXYTOUHOM arTecTanuu U nacnopramu kabuneros 'OY BO KPAI'CuV.
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