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

- @enepanbHOTO  TOCYJApPCTBEHHOTO  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 Poccum «O06 yrBepknenun Ilopsiaka opraHuzamuu |
OCYIIEeCTBIICHUSI 00pa30BaTeNbHOI AESITEILHOCTU MO 00pa30BaTeIbHBIM MIPOrPAMMAaM BBICIIETO
oOpa3oBaHusi — IMporpaMMaM OakajlaBpuara, MporpaMmaM CIHEIUaIUTeTa, MporpaMMam
maructpatryps» oT 05.04.2017 Ne 301;

- yuebHoro miana ['OY BO «Komu pecmyOimkaHCKash akaJeMus TOCYIapCTBEHHOMN
CIYOBl W ympaBjieHus» 1o HampasieHuto 46.03.02 JlokyMEHTOBEICHHE W apXUBOBEICHUE
(ypoBeHb OakanaBpuara) HampaBIeHHOCTh (TIpodmib) «JlOKyMEeHTaIIMOHHOE OOeCIeUCHHE
yIpaBICHUS.

© Komu pecmyOnukaHcKast akaeMust
rOCyJapCTBEHHOM cyxObl 1 ynpasnenus, 2020



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 TPEOOBAHHH 3alIUThl HH)OPMAIIHH;

— O3HAKOMHTHh C HOPMAMH W TIPaBHJIAMH CHCTEMAaTH3alll{, TEKYIIEro XpaHCHHS
KaJ[pOBBIX JJOKYMEHTOB M MOJIIOTOBKH K IIepeaue UX B apXUB.

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

Nzyuenne nucuummnel «KaapoBoe 1e10mpor3BoICTBO» HAMIPABICHO HA (HOPMUPOBAHHE
CIEAYIOIIMX KOMIETECHIINM:

1) oO1IeKynbTypHBIE:

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

2) mpodeccuoHaNbHEIE:

— I1K-8 — cmocoGHOCTh aHAMM3UPOBATH IIEHHOCTh IOKYMEHTOB C IENbI0 UX XPaHEHHUS;

—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 JOKYMEHTaMU,

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

— IIK-26 - BmageHue HaBbIKAMU O0OpabOTKM JOKYMEHTOB Ha BCeX JTamax
JIOKyMEHTO000pOTa, CUCTEMATH3AIMH, COCTABIICHUSI HOMEHKIIATYPHI JICIT.

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 HaBbIKaMH, COOTHCCCHHBIMU C

2. TpeGoBaHust K pe3yJibTaTaM OCBOCHHSA

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

KOHTpOJIbHast paboTa

Oobuwan mpyooémkocmes OUCUUNTUHBL:

4acol

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




Camocmosmenvnas pa60ma 6 meyeHue cemecmpa

50

Iloocomoska konmponvHol pabomoi

Hanucanue xypcosou pabomot

Iloozomoska k npomedxxcymounol ammecmayuu

Bup Texymei arrecranuu

KOHTpOJIbHAs paboTa

Oowas mpyooémkocmes OUCUUNTUHDBL:

yacwel

72

3ayémuvie eOUHUYbL

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
Camocmosimenvras paboma 6 meyeHue 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

O4Ho-3204Hast popMa 00yUeHHUH

Buabl yuedHoii padoThI

Pacnpenesienne yueoHoro

BpeMeHH

Konmaxmmnasn paboma 46,35
AynutopHble 3aHATHS (BCETO): 44
Jlexyuu 18
Ipaxmuyeckue 3anamus 26

Jlabopamopnule 3anamus

[TpomexyTouHas arTecTanus 2,35
Koncynomayus nepeo sxzamernom 2

Oxzamen 0,35




3auem

Konmponvnasn paboma
Pyxosoodcmeo kypcosoii pabomoii
Camocmosamenshnas paboma 133,65
Camocmosmenvras paboma 6 meyeHue cemecmpa 124,65
Iloocomoska konmponvHol pabomoi
Hanucanue xypcosoii pabomot
Iloocomoeka Kk npomexncymoyHou ammecmayuu 9

Bup Texyiuei arrecranuu

KOHTpOJIbHast paboTa

Oowas mpyooémkocmes OUCUUNTUHDBL:

qacwol

180

3ayémmvie eOUHUYbL

5

4. Coep:kanue pa3aejioB U TeM y4eOHOM JUCHUNIMHBI

HanmenoBanue
pazoena/ memol
. Conep:xkanue pasaesa/TeMbl
yueOHoM
JAUCHUILIMHBI
Pa3nen 1. KagpoBasi jokymMeHTAlIUA
OcCHOBHBIE 3aKOHO/IaTENbHBIE U HOPMATUBHO-METOANYECKHUE JJOKYMEHTHI,

Tema 1. periaMeHTHPYIOLIE MOPSAI0K COCTaBIEHUS U OPOPMIICHHS KaJPOBBIX
HopmarugHo- nokymeHToB: [loctanosnenue [IpaBurensctBa PO ot 16.04.2003 Ne 125
meroauyeckas 6aza | «O TpynoBbix kHIKKax», [OCT P 7.0.97-2016 u T.1. TpynoBoii kogekc
KaJIpOBOI1 Poccniickoit denepanum Kak OCHOBHON JJOKYMEHT, OIIPEAEIISFOIINI
JOKyMEHTaluu COCTaB U NOPSA0K 0(POPMIICHHUS JOKYMEHTOB I10 TUYHOMY COCTaBY.
(OK-4, I1K-19, OcHOBHbIE BEIOMCTBEHHBIE Pa3pabOTKH, perJaMeHTHPYIOIINE COCTaB U
[1K-20, ITK-25, coJiepKaHue TOKyMEHTOB IO JMYHOMY cocTaBy. PazpaboTku
[TK-26) IN'ockomcrara Poccuiickoit deneparuu 1o ynudukanuu Gopm

HepBHqHOﬁ yquHoﬁ JAOKYMCHTAIIUH.

Tema 2. CocTaB n
BHJIbI KaJPOBOM
JIOKyMEHTAIUU
(TIK-19,

I1K-20, ITK-25, TIK-
26)

OcHoBHBIE KJacCU(UKAIIUU KaJIPOBBIX JOKYMEHTOB: OPTaHU3aIMOHHO-
MPaBOBBIE IOKYMEHTHI, PACTIOPSAUTENbHBIE JOKYMEHTHI, IIJIAHOBBIE
JIOKYMEHTBI, OTYETHBIC JOKYMEHTHI, HH()OPMAITMOHHO-CIIPABOYHBIC U
MH(OPMALIMOHHO-aHATUTHYECKIE KaJIPOBBIE JOKYMEHTHI, JOTOBOPHAS
JIOKYMEHTAIUsI, OCHOBHBIC YUETHBIE JOKYMEHTHI. O0IIHe TpeOoBaHUS K
o OpMIICHHUIO U CPOKaM MOArOTOBKU. HazHadueHne KaapoBhIX
JOKYMEHTOB M IX COOTBETCTBHE OCHOBHBIM 3a7[a4aM KaJpOBOM CITY>KOBI
1o MoAOOpY, YUETYy U PAaCCTAaHOBKE KaJIPOB.

Tema 3. Ans6om
YHUDUIUPOBAHHBIX
dbop™M mepBUYHON
Y4ETHOU
JOKYMEHTaIUH 110
y4€Ty TpyZa U €ro
OILIATBI

(TTIK-19,

[1K-20, ITK-25,
[1K-26)

XapakTepucTuka anbooma GopM KaJpOBBIX JOKYMEHTOB: pACCMOTPEHHE
yHupuupoBanHbix ¢popm (T-1 —T-11). Ocobennoctu anpbomMa
YHH(DHUIIMPOBAHHBIX KaPOBBIX TOKYMEHTOB. [1opsiiok paboThI C
YHU(DUIIUPOBAHHBIM (popMamMu, BHECEHHE U3MEHEHUH U TOTIOJTHEHU B
yHUGUIUPOBAaHHBIE ()OPMBI. 3arOTHEHNE YHUPUITUPOBAHHBIX (HOPM




Tema 4. JIOKyMEHTHI,

[IpaBuia BHyTpEHHETO TPYIOBOTO PACIIOPSIIKA; TOJIOKEHHE O 3aIUTe

pErjlaMeHTUPYIOUIUE | MEPCOHANBHBIX JAHHBIX; JOJIKHOCTHBIE HHCTPYKIIUU COTPYAHUKOB
JIeATEIbHOCTh OT/ieJ1a KaJpoOB; IITATHOE PACIIMCAHUE U UHBIE OPraHU3aMOHHO-
KaJIpOBOH CITy>KOBbI MPaBOBBIC JOKYMEHTBI. OCOOEHHOCTH COCTAaBICHHS, OPOPMIICHHUS.
(OK-4, TIK-19,

I1K-25, T1K-26)

Tewma 5. 3asBieHuUE, NOKJIaJHas 3alUCKa, IPEACTABICHNE, YBEJOMIICHHE,
Odopmiienue ciry>keOHas 3aIiCKa, akT, 00bACHUTENIbHAS 3anucka u Ap. [lopsaok
uH(pOPMaLMOHHO- cocTaBJieHUs, 0(hOPMIICHHS], COCTaB PEKBU3UTOB

CIIPaBOYHBIX U

nH(pOpMaIMOHHO-

AHATTUTUYECKUX

KaJIpOBBIX

JIOKyMEHTOB

(OK-4, T1IK-19,

[TK-20, T1K-25,

ITK-26)

Tema 6. JloroBopHuas | [Topsimok 3akitoueHus Tpy10BOro qoropopa. CpodHbie U O€CCpOUHbBIE
JOKYMEHTALUSA: TpyAOBbIe 10TOBOPHIL. [lopsiiok opopmiieHUs U perucTpanus TPyI0BbIX
TPYZOBOH JOIOBOP noroBopoB. O0s13aTeNnbHbIE U TOTIOJIHUTEIbHBIE YCIOBUS TPYI0OBOTO
(OK-4, T1IK-19, JI0roBOpa. /[onosHUTEIPHOE COTJIAIEHUE K TPYAOBOMY JI0TOBODY.
[TK-20, TTK-25, [Iponnenue cpoUHBIX TPYIOBBIX JOTOBOPOB.

ITK-26)

Tema 7. IIpuka3sel no namuHOMy cocraBy. [lopsnok peructpannu. Kagpossie
PacnopsimutenbHble | mpHKasbl, UMerolue yHuduirpoannyto dopmy. He yauduimpoBanubie
KaJIpOBbIE KaJipoBble npuKa3bl. [Topsaok 3an0JHEHNS 3aTr0J10BOYHOM,
JIOKYMEHTBI odopmIIsIONIel YacT MPUKA30B

(OK-4, TIK-19,

[TK-20, TTK-25,

[TK-26)

Tema 8. YueTHbie [Topsimok BeaeHuUs )KypHAJIOB B KaipoBoii ciryxk0e. CocTaB peKBU3UTOB
KaJIpOBbIE JUTSL PETUCTPAIMU PA3JIMYHBIX BHIOB JOKYMEHTOB U TIOPSIOK UX
JIOKYMEHTBI 3ar0JIHEHUS

(OK-4, TIK-19,

[TK-20, T1K-25,

ITK-26)

Tema 9. Tpynossie
KHIKKU: [TpaBuIIa

TpynoBasi KHMKKAa — OCHOBHOW JOKYMEHT O TPYZAOBOM CTaX€e U TPYI0BOU
NesTeNbHOCTH paboTHUKA. [lopsaa0K 3amoMHeHUs TUTYJIBHOTO JIUCTa

3aIIOJIHCHUS TPYAOBOM KHIXKKU. 3anonHeHue pazaena «CBenenus o pabote», pazuena
(OK-4, TIK-19, «CBeznenust 0 HarpaxaeHusx». [1opsaok 3amoaHeHns BKJIAAbIa U
[1K-20, ITK-25, nyOuKaTa B TPYAOBYIO KHIKKY.

ITK-26)

Tema 10. DKCnepTU3a EHHOCTH JIOKYMEHTOB, OpraHu3aIlus U MopsI0K

IToaroroBka u
repenaya KaJapoBbIX
JIOKYMEHTOB B apXUB
OpraHu3aluu

(OK-4, TIK-8, ITK-
19, T1IK-20, I1IK-25,
[TK-26)

npoBeaeHUs. [1opa10K yHUUTOXKEHNS KapOBBIX JOKYMEHTOB C
HCTEKIIMMH CPOKAMU XPAHECHUS

Pa3nes 2. Opranusanusi padoThl ¢ KAPOBbIMH JOKYMEHTAMH

Tema 1.

| 3amaun u QyHKIMK KaaPOBOI Ci1ykOEL. [lonoxenne 06 OTHETE KAAPOB

9




OpraHu3aluOHHbIE
bopMmBI, CTPYKTYypa 1
IITaTHBIA COCTaB
KaJIpOBBIX CIIYXkO
(OK-4)

(ympaBneHuu, JemapTtameHTe, Cciayk6e © T.1.) Kak OCHOBHOH
HOPMAaTUBHBII JOKYMEHT IO ONPEIEIICHUIO CTPYKTYpbl, YMCIEHHOCTH,
BUJ0B pabdot. Ilopsmok pa3paboTku, coctaB HMH(pOpMALMH, CTPYKTypa
TeKCTa. JIOJDKHOCTHBIE HMHCTPYKLMM KaKk OCHOBHOM HOPMAaTUB IIO
OpraHM3ali  TpyAa paOOTHUKOB KaapoBbIX Ciayxk0. CTpyKTypbl
KaapoBbIX cinyx0. JlomxHocTHOM coctaB. HopmaTuBbl BpeMeHH Ha
paboThI 10 yUeTy KaJpoB

Tpynosoii koaekc Poccuiickoit @enepannu Kak OCHOBHOM JOKYMEHT,
OTIpECTSAIONUN MOPSA0OK JAOKYMEHTHUPOBAHUS TPYIOBBIX OTHOILIECHUH.

Tema 2. 3akoHoaaTenpHble akThl Poccuiickoil denepay 0 JOKYMEHTUPOBaHUU

3aKOHOJATEIBHBIE U | OTHENbHBIX KAaIPOBBIX NPOLEAYDP U AEATEIBHOCTh OTAEIbHBIX KaTErOpui

HOpPMaTUBHO- pabOTHHUKOB (rocynapCTBEHHBIX  CIIy)KalllUX, MYHULIUIIATIbHBIX

METOINYECKUE CITy’KalllUX, PYKOBOJUTENCH U T.11.).

JIOKYMEHTHI, XapakTepuCTUKAa OCHOBHBIX  pPa3pabOTOK  Pa3IUYHBIX  BEIOMCTB,

periaMeHTUpYIOLe | periIaMeHTHPYIOIMX padoTy C JOKyMEHTaMH [0 JIMYHOMY COCTaBy.

KaJIpoBOE I'OCThr, KBaJTM(UKAITOHHBIE CIPaBOYHHKH, tapudHo-

JIeJIONIPOU3BOJICTBO | KBaJU(UKALIOHHBIE XapaKTEPUCTHKH, ob1epoccuiickue

(OK-4, TIK-19, KJIACCU(PUKATOPHI, YCTAHABJIMBAIOIINE TOPSIOK 3arOJHEHUS KaJpPOBBIX

I1K-20, ITK-25, JTIOKYMEHTOB.

[1K-26) JIOKyMEHTBI apXMBHBIX BEIOMCTB II0 JEJIONPOU3BOJCTBEHHOMY U
ApXMBHOMY XPaHEHUIO JOKYMEHTOB I10 JINYHOMY COCTaBY.
Hokymentsl ['ockomcrata Poccuiickoii ®enepaunu mo yHHpHUKAIAN
MIEPBUYHON YYETHOU TOKYMEHTallUU
PernamenTtanuss paboTbl € KaJpOBBIMH JIOKYMEHTAMH B JIOKAJIbHBIX
HOPMATHUBHBIX aKTaX OpraHu3alM (IpaBUiIa BHYTPEHHErO TPYJOBOTO
pacrnopsiika, KOJUIEKTHBHBIM JIOTOBOp, MOJOXEHHE O pabore ¢
NEePCOHAIBHBIMU JaHHBIMHU U JIp.). JIoKabHbIE TOKYMEHTHI OpraHu3alui,
peraamMeHTHpyoIne KaJIpoBO€ JIeJIONPOU3BO/ICTBO: rpaduk
JOKYMEHTO000pOTa, MHCTPYKLHS IO KaJpOBOMY JEJIONPOU3BOJCTBY,
ap00M (popM KaIpOBBIX JOKYMEHTOB, Ta0EIb OPM JOKYMEHTOB.
Perucrpanus 10KyMeHTOB 0 JIMYHOMY cocTaBy. IIpaBuia perucrpanuun
U MHJAEKCUpPOBaHMS  JOKYMEHTOB.  Perucrpanuonseie  (opmbl

Tema 3. (aBTOMaTHM3MpOBaHHas, >KypHasbHasi). DOPMbI KYpPHAJIOB PErHCTPALUU

OcOBCHHOCTH KaJIpOBBIX MpPHKa30B (B T.U. NOPAZIOK BENCHUA KHHMIU y4eTa JBIKCHUS
TPYIOBBIX KHIKEK U BKJIAJbIIICH B HUX).

OpraHu3aluu .

paboTHI ¢ Homenknarypa ngen kaapoBod cimyxObl.  Ilopsaok moAroroBku,

JIOKYMEHTaMH B
KaJIpOBOH CITyK0e
(OK-4, TTK-19,
[1K-20, TIK-25,
T1K-26)

COCTaBJICHUS, 0POPMIICHHUSL.

CucremaTuzaiuss 1 ONEpaTUBHOE XPaHEHUE TOKYMEHTOB IO JINYHOMY
coctaBy. Oco6eHHOCTH (POPMUPOBaHUS B Jiefia JOKYMEHTOB IO JTUYHOMY
cocraBy. [IpaBuia cucremaruszaluu pacrlopsAUTEIbHBIX TOKYMEHTOB,
yYeTHBIX (OpM, TpPyHOBBIX KHMXKeK. CHcTemMaTH3alus W XpaHEHHE
JTOKYMEHTOB — OCHOBAaHUH K MPHUKa3aM.

IITaTHOE pacnucaHuEe Kak MEPBUYHBIN YYETHBIA JOKYMEHT IO YYETY
kasipoB. CTpyKTypa U COCTaB PEKBU3UTOB YHHUPHUIIMPOoBaHHOU hopmsbl (T-
3). Odopmienue nepedHsi CTPYKTYPHBIX MOApa3AeNeHUH, KOAUpUKAIISL
MOopa3AeICHUid, BHIOOp HAMMEHOBAHUS JOJDKHOCTEH, CIEIUaTIbHOCTEH,
npodeccuid, ykazanue KBalM(UKAINK, a TAK)KE CBEICHUH O KOJIMYECTBE
LITaTHBIX €JUHHULL, pa3Mepax OKjIaja, Hajl0aBoK.

OOs3arenbHble PEKBU3UTHI, CTPYKTYPa M TEKCT, pa3paboTKa W H3/1aHUE
npukasa o0 yTBEp)KIEHHMM INTATHOrO pacnucaHus. Jlama cocraBieHus,
JaTa BBOJIA B ICMCTBHE, pETUCTpaLMsl IITATHBIX PACIUCAHUM, IEPUO] ETO
nerictBud. [lopsimok yTBepXIeHUsT W BBOJA B JCHCTBHE INTATHOIO
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pacnucanus. [lopsanox BHeCeHHMs] M3MEHEHHHM B IITAaTHOE pacHUCAHHE.
[IpoexkTpoBaHue mpHKaza O BHECEHHH U3MEHEHMH B IITaTHOE
pacnucanue. CocraBieHHE CHpPaBKH «Y4yeT U3MEHEHUN, BHOCHUMBIX B
mratHoe pacnucanue». llltatHas paccTaHOBKAa: MOHATHE, MOPSIOK
odopMIIeHHUS.

[Ipouenypa npuéma Ha pabdory. OdopmiieHue MEPBUYHBIX TOKYMEHTOB
TPYAOYCTPOMCTBA: JUYHBIA JIMCTOK MO Y4ETY KaJApPOB M JOMOJHEHHS K
Hemy (aHkera), aBroOuorpadus, 3asBieHue o mnpuéMe Ha padoTy.
OdopmieHne MUCbMEHHOrO OTKa3a B mpuéme Ha pabory. Ilepeuenn
JOKYMEHTOB, HEOOXOAMMBIX s  TPYIAOYCTPOWCTBA. [opsinok
3aKJIIOUYEHHUs TPYIOBBIX JOTOBOpOB C paboTHHKamMu. VcmbiTarenbHbIN
cpok mpu npuéme Ha pabory. CpodHble W OECCpOUHBIC TPYAOBEHIE
JOTOBOPBL: TpeOoBaHUs K odopmieHHio U pekBuzutam. OdopmieHue
W3MEHEHHH K TPYJOBOMY JIOTOBOPY. 3aKIIOYCHHE CIY)KeOHOTO
KOHTpaKTa TMpU TMOCTYIUICHMH Ha TOCYAapCTBEHHYIO TI'PakKIaHCKYIO
cyx0y. OdopmiieHrne npukasa (pactopsiKeHusI) 0 puéMe paboTHHKA
(pabotHukoB) Ha paboty (yHudunuponannas popma Ne T-1 u Ne T-1a).
VYuer pabouero BpemeHu. Benenme Ttabenst ydera pabodyero BpeMEHHU
(yaudunmposannas gpopma T-13)

Tema 4.
Opraauzanus
paboThl ¢
JIOKYMEHTaMU B
Mpoliecce IBUKEHUS
KaJIpOB

(OK-4, TIK-19,
IT1K-20, ITK-25,
[1K-26)

[lopsimok, oOsi3aTenbHBIE TpaBWia W NpPakTUKa  o(opMIeHHUs
JOKYMEHTOB,  CONPOBOXKJAIOIIMX IEpeBOJ] Ha JApyrywo pabory:
3aroHeHUe YHUPUIMPOBaHHBIX (opM npuka3oB (T-5 u T-5a). Buner u
NOpSAAOK pa3pabOTKM OCHOBaHMHU K NpHKa3am o nepeBone. OdopmieHue
W3MEHEHUH K TpyIOBOMY J0roBopy. BHeceHue 3amucu o mepeBone B
TPYIOBYIO KHHMXKY M JIMYHYIO KapTouky paboTHHMka. OcobeHHOCTH
JOKYMEHTUPOBaHHUS TiepeBojia pabOTHHMKA Ha Jpyryio paboTy o
COCTOSIHHUIO 3/I0POBBSI.

Bunel ornyckoB. IlpenocraBineHne OTHYCKOB IITaTHBIM pPaOOTHUKAM,
BHEIIHUM M BHYTPEHHUM coBMecTuTeNsiM. Pa3paboTka M yTBepKAeHUE
rpaduka ormyckoB opraHuzauu. OdopmieHre NEepPBUYHBIX YYETHBIX
JOKYMEHTOB, CBSI3aHHBIX C oTmyckamu (1-6 u T-6a), T-7 (rpaduxk
OTIIYyCKOB). JlOKyMEHTHpOBaHHME BHECEHUSI HW3MEHEHUH B rpaduk
otnyckoB. 3anonHenue paznena VI JInunoit kaprouku padotHuka T-2.
Odopmiierre oTmyckoB 0€3 coXpaHEeHHs 3apabOTHOM TUIaThl, YYEOHBIX
OTITYCKOB, IO YXOAYy 3a pebeHKoM, o OepeMeHHOCTH U pojaMm. [Topsiok
oopmienus or3biBa U3 ornmycka. OdQopmieHHs TOKYMEHTOB st
3aMEHBI YaCTH OTITYCKa ICHE)KHOM KOMITCHCAIINEN.

[TonsaTue ciy>xeOHBIX KOMAaHAUPOBOK. JOKyMEHTHpOBaHKE HATIPABJICHUS
pabOTHHKOB B CITyeOHBIC KOMaHJIUPOBKH. 3arnonHeHue
yau¢punupoBanubix  ¢popm  T-10a  «CnyxeOHoe 3amaHue s
HaIpaBJIEHUs B KOMaHAMPOBKY M OTYET O €r0 BBINOJIHEHUM», T-9 u T-9a
IpUKa3 O HampaBieHWH B KomaHaupoBky, T-10 «KomanaumpoBouHoe
ynoctoBepeHue».  JIOKyMEHTUpOBaHHWE  BHECEHUSI H3MEHEHUH B
KOMaHJUPOBOUYHbIE JNOKYMEHTHl. DPOpMa M MOPSAOK BEACHMs KypHaia
ydera paOOTHUKOB, BHIOBIBAIOIIMX B KOMaHAMPOBKY W3 OpraHU3alluu, U
KypHaia yuyera pabOOTHHKOB, NpeObIBAIOIIMX B KOMaHAMPOBKY B
OpraHu3aLHIo.

[opsimox odopmiieHUs: pUBIeUEHHUs] PaOOTHHKA K paboTe B BBIXOJHOU
WU Hepaboumii mpa3aHuYHbIN neHb. [lopsnok opopmienus. Cormacue
pabotHuka. [Iprkas o nmpuBiIeueHNN K paboTe B BBIXOIHOW (HEpaboUwii)
Mpa3gHUYHBIN JEHb.

ITopsimok odopmiieHUs] TpUBJIeUEHUs] PaOOTHHKA K pabOTe B BBIXOJHOM
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Wy HepaOovuil Mpa3HUYHBIN JCHb.

[Topsiok  TOKYMEHTUPOBaHUsSI TMPOILEAYypPhl COBMEUICHUS mpodeccuit
(momkHOCTEH).

OdopmiieHre BO3NOXKEHHUS OOS3aHHOCTEH BPEMEHHO OTCYTCTBYIOILEIO
paboTHHKA.

OdopmiieHre COBMECTUTETHCTBA.

[lonsTe «@pekpaiieHue TPYJOBOro JoroBopa», «PacTopikeHue
TPYZOBOTO JOTOBOPA, «yBOJIHHEHUE.

CoctaB gokyMeHTaluu, oGopMmisieMOM MpU MpEeKpalleHUuu IeHCTBUS
TPYZOBOTO JIOTOBOpAa: IO WHUIMATUBE pPAa0OTHHKA, IO HHUIUATHBE
paboTtonatens, IO COIJIANIEHHIO CTOPOH, MO OOCTOSITENbCTBA, HE
3aBUCAIIMM OT BOJH CTOPOH, IO HCTEYEHHUIO CPOKA TPYJOBOTO JOTOBOPA
U T.]I.

OOmme mpaBwia JOKYMEHTAMOHHOTO COMPOBOXICHUS IMPEKpAIICHUS
TpyAaoBoro aoroopa. OdopmieHue TOKyMEHTAlUU, COMPOBOXKAAIOIIEH
MpeKpalieHue JCHCTBUS TPYJOBOTO JOrOBOpa ¢ pabOTHHUKOM: BUABI U
MOPAIOK pa3pabOTKU OCHOBaHMH K TMpHKazaM 00 YBOJbHEHHH,
3aronHeHne yHupunupoBanueix (opm T-8 um T-8a «lIpukaz o
MpEeKpaIleHuN JCHCTBHS TPYAOBOTO JIOTOBOpa C  pPaOOTHHKOMY,
odopmIIeHHe OCHOBAaHMM K MPHKa3aM IO BHUJIaM YBOJbHEHUS, BHECEHUE
3amuceil B TPYIOBYIO KHIDKKY W JIMYHYIO KapTouky. O3HaKoMIEeHHE
paboTHUKA C 3aMTUCSMH B TPYIOBOM KHIKKE MPU YBOJIBHEHUU.
Ocobennoctr 0opMIICHUS! TOKYMEHTOB MPH NPEKPaIIeHHH TPYI0BOTO
JIOTOBOpa 1O MPUYMHE HECOOTBETCTBHS pabOTHMKA 3aHUMaeMOM
JOJKHOCTH BCJICJICTBHE HEIOCTaTOYHOU KBaJTM (UKL,
MOJITBEPKIEHHON pe3ylbTaTaMU aTTeCTallUH.

OcoOenHocTr 0pOpMIIEHUSI TOKYMEHTOB IPU NPEKPALIEHUH TPYAOBOTO
JIOTOBOpa 1O TPUYMHE HECOOTBETCTBMS  BBINOJHIEMOM pabote
BCJIEJICTBHE COCTOSIHHS 3JIOPOBBbSI B COOTBETCTBHH C METUIIMHCKHM
3aKJIFOYCHHUEM.

OcobenHoctu oQopMJIeHUS YBOJBHEHUS 32 BHUHOBHBIC JICUCTBUS:
NopsAA0K 0POpPMIICHHS JOKYMEHTOB.

Oco0eHHOCTH TIPEKpalleHHs] TPYIOBOTO JIOTOBOPa B CBA3U CO CMEPTHIO
paOoTHHKAa (MM TpPHU3HAHUSA CYAOM YMEpHIMM WiIH 0e3BEeCTHO
OTCYTCTBYIOIIIMM): JlaTa COCTAaBJICHUS TIpUKaza O MpEeKpaIIieHuu
TPYZOBOIO  JOrOBOpA; JIOKyMEHTBHI-OCHOBAaHUS JJIs TpHUKaza o
MPEeKpaIIeHu TPYA0BOro H0roBopa. OCOOSHHOCTH BHECCHHS 3alllCH B
TPYAOBYIO KHHXKKY.

Pacyer kommeHcanum  (ymep)kaHWs) — HEUCIIONB30BAHHOW  YacTH
€XKEroJHOT0 OIUIAYMBAEMOI0 OTHYCKa MpPHU TPEKPaLIeHUH TPYI0BOrO
JI0TOBOpa

Tema 5.
Odopmnenue u
BEJICHHE JTUYHBIX
KapTOYeK U JIMYHBIX
nen

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

[opsox opopmiieHus TUUHOM KapToUuku ¢popMbl T-2 ¢ HCIOIb30BAaHUEM
00IIEepOCCUIMCKUX KacCU(UKATOPOB. 3aloJIHeHHE pa3fieNioB: o0Iue
CBEJICHUs, CBEJCHUS O BOMHCKOM YYE€T€ W WHBIX Pa3/eloB KapTOYKHU.
Benenue xkaprouku Qopmer T-4. 3anomnenue kaptouku ¢optel T-
2I'C(MC) st rocyIapCTBEHHBIX U MYHHUITUTIATBHBIX CITY>KaIlUX.
Beneune muuabix gen. Ommces JjmyHoro geia. OOoxkka gena
JUIMTENIBHOIO CpOKa XpaHEeHMs. BeleHWe NHYHBIX el B TEKYLIEM
JIEJIONPOU3BOJICTBE U Mepeava JIMYHbIX JIe7 B apXUB opranu3aiuu. Jiucr
3aBEPUTEIIb JIea.

Benenne nuyHOro nena rocyiapCTBEHHOr0 W (MJIM) MYHULUNAIBHOTO
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ciykamero (Ha TpuUMepe ToCyIapCTBEHHOTO,
T'paXJ1aHCKOI'0 WM MYHHUIIUIIAJIBHOT'O cnyncamero)

TOCYJIapCTBEHHOTO

Odopmiienre moompeHusi padOTHHUKA: BUJABI TPYIOBBIX IMOOIIPEHHIA,
NOPSAOK  pa3pabOTKU  TOJIOKEHUS O  TOOIIPEHUH, 3aIlOJHEHHE
yaubunupoBanubix ¢opm (T-11 m T-1la «IIpukaz o mnoompeHun
paboTtHuka (pabOTHHKOB). BHeceHue 3ammcell B TPYIOBYIO KHHXKKY.
OdopmiieHre HarpaxkIeHHs TOCYJapCTBEHHBIMH U OTPaciICBBIMHU
Harpagamu. OdopmieHue, MOANUCAHHUE, COTJIACOBAHWE  HArpagHOro
micta. [Topsok cocTaBiIeHNs XapaKTePUCTUKH Ha paOOTHHUKA.

Odopmiienre IUCUMIUIMHAPHOTO B3BICKAHHWA. BHIIBI AMCHUIUIMHAPHBIX

Tema 6. B3bICKaHUN. OO0s3aTeNbHbIE JOKYMEHTBHI TPH OOBSIBICHUH PAOOTHHUKY

JlokyMeHTHpOBaHHE | BBITOBOpa, 3ameuyanus. [lopsaaok odopMieHns JOKIAIHOM 3aIMCKH, aKTa

OLICHKH 00 OTKa3e OT JlayM MUCbMEHHBIX OOBSICHEHUU, aKTOB (00 OTCYTCTBUU Ha

JeSITEIIbHOCTH pabouem MecTe, O MOSBICHHH Ha pabOTE B COCTOSHHH aJKOTOJILHOTO

paboOTHUKOB (HApKOTHYECKOTO MJIM HHOTO TOKCHYECKOT0) OMbSIHEHHU).

(OK-4, TIK-19, Odopmnenne oTcrpaHeHus OT padoTel. Ilpuka3z o0 OTCTpaHEHWUH OT

[1K-20, I1K-25, | paboTsI.

[1K-26) [Topsamok  cHATMS  JUCHUIUIMHAPHOIO  B3BICKAHMS: JIOKYMEHTBI
Mpe/ICTaBJICHHEe WM CiIy)XeOHas 3amucka, TMpUKa3 O CHATUU
JUCHUILIMHAPHOTO B3bICKAHUSI.
[Topsanox nmpoBeaeHus aTTecTanud pabOTHUKOB B opranu3anuu. Cocras,
COJIep’)KaHUE U TMOPSIOK IOATOTOBKH INPUKA30B (pacHoOpsKEHHI) 10
arrecrauuu. ['padux mnpoBenenuss arrecranuu. Ilonoxkenue 00
aTTecTalMoHHOM  Komuccuu. OT3BIB  (3aKitoueHue) o  pabore
aTTECTyEMOTO. IIporokosbl aTTeCTAllMOHHOMN KOMHCCHH.
ATTeCTallMOHHBIN JUCT pabOTHUKA

Tema 7. Opranuzanus paboTbl ¢ TPYAOBBIMHU KHIDKKamu. Ilopsaok XpaHeHUs

Opranuzanus TPYAOBBIX KHI)KEK. YYeT TpyJIOBBIX KHWXeK. Bpimaua nybnukara

paboThI ¢ TpyZoBOH KHWXKH. OpraHuszanus XpaHEHUs HEBOCTPeOOBAHHBIX

TPYIOBBIMU TPYAOBBIX KHIKEK. OTBETCTBEHHOCTh 3a HECOONIOICHHE TMOopsaKa

KHIDKKaMU BEJICHUS TPYHOBbIX KHMXEK. [Ipuka3 0 Ha3HAUEHMM OTBETCTBEHHOIO 3a

(OK-4, I1K-19, Y4EeT, BEICHHUS U XPAaHEHUE TPYAOBBIX KHIKEK

[TK-20, TTK-25,

[1K-26)

Tema 8. O6paboTka
MePCOHAITBHBIX
JAHHBIX

(OK-4, TIK-17, TIK-
19, TIK-20, TTK-25,
[1K-26)

[ToHATHE IepCOHANBHBIX JaHHBIX paboTHHKA. OOpaboTKa NePCOHATBHBIX
NaHHBIX. XpaHEHHWE M  HCIOJIb30BAHME IEPCOHANBHBIX  JIAaHHBIX
pabotHrka. CrocoObl MOMYyYeHHs MEPCOHATBHBIX JaHHBIX PaOOTHHKA.
JIOKyMEHTOOOOpPOT M JOKYMEHTalusi  JIOKaJbHOIO  XapakrTepa,
¢bukcupyromas nopsI0K U NpaBuiia padoThl ¢ MEPCOHATBHBIMU JAaHHBIMU
pabotHukoB: [lomokeHne o 3amuUTe MEPCOHAIBHBIX JaHHBIX. Ero
CTpyKTypa, TekcT. Dopma o00s3arenbcTBa O  HEpasIUIalIeHUH
MEPCOHANBHBIX JAHHBIX pAOOTHUKOB.

W3meHeHne aHKeTHO-OMOrpaUuecKux ITaHHBIX pabOTHHKA M MOPSIAOK
UX JIOKYMEHTUPOBAHMSI: PUKA3 O BHECEHUU U3MEHEHU B IepCOHAIbHbIE
JAaHHBIE U JIP.

Tema 9. Macnexums
Tpy/ia: MOJTHOMOYHS
U CAaHKIIUHA

(OK-4)

Bunel u nopsgox mpoBeaeHus ['ocynapcTBEHHON HWHCIEKIMEW Tpynaa
('T) npoBepok cobI0feHNs TPYIOBOTO 3aKOHOJATeIbCTBA. [lepedenn
JIOKYMEHTOB, mpenbaBiseMblx uHcnekTtopy ['MT. Wucnekums Tpyna:

IIOJIHOMOYMSL M CaHKUMHU. Buael 1poBEpoK:  JOKyMEHTapHasd,
KOMIUIGKCHasi,  Bble3mHas  (ocoOeHHocTH  mpoBeneHus).  [IpaBa
UHCIEKTOpa MO Tpyay U ero noaHomouus. OTBETCTBEHHOCTh

paboTopmarerneii 3a HAPYIICHUS TPYIOBOTO 3aKOHOAATEIbCTBA
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5. YueOHO-MeTOAMYECKOEe U HH(POPMALIMOHHOE o0ecnedeHre y4eOHOH TUCIMILINHBI

5.1. Ocnosnaa rumepamypa:

1. MunaeBa, H.B. KagpoBoe npenmompomsBojacTtBo : yueb.-meton. mocodbue / H. B.
MunaeBa ; Komu pecny0OinkaHnckas akaj. roc. ciy>k0bl U ynpasneHus . - CeikTeiBKap : M31-BO
KPAI'CuY, 2013. - 218 c.

2. Sunkouy, III.A. JlemonpousBoacTBo B kaapoBoil ciyxoOe / II.A. SAukoBuu. — M. :

IOnuTHu-/lana, 2015. — 161 C. — Pexum  pgocryna: o IMOJIHUCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=119021.
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1. Kazannesa, ['.B. Jluunele JOKyMEHTHI: TpeOOBaHUS K OGOPMIICHHIO M OOpa3Lbl
nokymenToB / I'.B. Kazanuesa. — 6-e uzn., crepeotun. — M. : U3narensctBo «@nunTtan, 2017. —
40 c. — Pexxum JIOCTYyTIA: o MOJIMHCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=103531.

2. Kyszuenos, 1.H. Jlenonpoussoacteo / M.H. Ky3nenos. — 6-e u3z., nmepepad. u 101, —
M. : Usparenbcko-ToproBas koproparus «JlamkoB u K°», 2014. — 460 c. : tabn. — Pexum
noctyna: o noamnucke. — URL: http://biblioclub.ru/index.php?page=book&id=452846.

3. Muxaiinos, .M. Jluynble paena COTPYAHMKOB KOMIIAHHMU: KaK MPaBUIBHO
opopMIIsITh, BeCcTH U XpaHuTh / FO.M. Muxaiinos. — M. ; bepnun : Jlupexr-Menua, 2014. — 160
C. : ui. — Pexum JOCTYyTIA: no MOAMUCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=25369.

4. Poroxun, M.IO. Jlenonpou3BoactBo B kaapoBoii ciayxbe / M.IO. Poroxun. — 3-e
u3., nepepad. u gomn. — M. ; bepnun : dupext-Meaua, 2014. — 783 c. — Pexum mgoctymna: mo
noamucke. — URL: http://biblioclub.ru/index.php?page=book&id=253703.

5. Poroxun, M.IO. Opranuszanus kajapoBoit padots! npeanpustus / M.IO. Poroxun. —
M. ; bepmun : dupexr-Menua, 2014. — 240 c. : w1 — Pexxum pocTyna: mo HOANMCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=253710.

6. Poroxun, M.1O. CrnpaBounuk kaaposuka / M.IO. Poroxxun. — M. ; bepaun : J{upext-

Menmua, 2014. — 399 ¢ : wun. — Pexum jgoctyma: 1O  TOJIUCKE. —
URL: http://biblioclub.ru/index.php?page=hook&id=253715.

5.3. Dnekmponno-oudIuomeunan cucmema:

1. DnexTpoHHO-OMOMMOTEYHAsT cucTeMa «YHUBEPCUTETCKass OHOIMOTEeKa OHIIalH»
(www.biblioclub.ru).

2. HanmonanbHast anekTponHas oudmunoreka (https:/mH36.pb).

5.4. Ilpogpeccuonanvhvie 6a3vl OAHHBIX, UHPOPMAUUOHHO-CRPAGOUHbBIE U NOUCKOBBLE
cucmemol:

1. CnpaBouHno-npaBoBas cucteMa «l'apanT».

2. CrpaBouHo-nipaBoBasi cucrema «Koncynprant [Tnrocy.

3. DIeKTpOHHO-OMONMMOTeYHast CHCTeMa «YHHBEPCHTETCKas OWOIMOTeKa OHJIAHY»
(wwwe.biblioclub.ru).

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

5. HanmonanbHast anektponHas oudmuoreka (https://H36.pd).

5.5. Pecypcol ungpopmayuonno-ookymenmayuonnou cemu «Mumepuemy

1. Caiit Becepoccuiickoro Hay4HO-MCCIEA0BATEIbCKOTO MHCTUTYTA IOKYMEHTOBEICHUS 1
apxXUBHOTO Jeia http://www.vniidad.ru/

2. Caiit mo kagpoBomy aenonpoussoactsy (https://www.kadrovik-praktik.ru).
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5.6. Hopmamuenvle npasogvle akmoi:

1. Tpynosoit konekc Poccuiickori ®eneparuu ot 30.12.2001 Ne 197-03 // Poccuiickas
razera. — 2001. — 31 nexabpsi.

2. TOCT P 7.0.8-2013. Cucrema cranmapToB mno uHpopmanuu, OHOIMOTECUHOMY H
U3JIaTEIbCKOMY Jely. J[eTonpou3BOACTBO U apXHUBHOE J1eJ0. TepMUHBI U ONpeaesieHus. — M.:
N3-Bo Poccanmapra, 2014.

3. TOCT P 7.0.97-2016. Cucrema cranmaptoB mo uHpOpManuu, OUOIMOTEUHOMY H
u3zaTesNbckoMy neny. OpraHu3zallMOHHO-paclopsiiuTedbHas JOKyMeHTauus. TpeOoBaHHS K
odopmiieHH0 ToOKyMeHTOB. — M.: Ctanmaptuadopm, 2018.

4. TOCT 6.10.1-88. YuudunupoBanusie cuctembl AokymeHtaruu (YCJI). OcHoBHBIE
nosioxenus. — M.: 3-Bo crannapros, 1988.

5. TOCT 6.10.5-87. YuuduimmpoBaHHbIE CHCTEMBl IOKyMEHTAIuu. TpeOoBaHUs K
noctpoeHuto Gopmysipa-odpasna. — M.: M3-Bo cranagapros, 1987.

6. 'OCT 7.60-90. U3nanus. OcHoBHbIE BUIBI. TepMuHbl U onpenenenus. — M.: 13-Bo
crangaptos, 1990.

7. O6 wundopmanuu, HHPOPMAIMOHHBIX TEXHOJOTHSIX W O 3alure UHGOpMaIUu:
denepanbubiii 3aK0H 0T 27.07.2006 Ne149-D3.

6. CpeacrBa obecneyeHUs1 0CBOEHHS
y4eOHOM TUCUMILINHBI

B yueGHOM mpouecce mnpu peanuzauuu yyeObHod aucuurmHbel - «KagpoBoe
JIEJIONPOU3BOICTBOY HCIIOIB3YIOTCS CIEAYIOLIUE PECYPCHI:

Hnghopmayuonnvie Ilepeuens npozpammmnozo obecnevenus u UHGHOPMaAUUOHHBIX
mexnonozuu CHPABOUHBIX CUCEM
Oduchbrit maket aist padotsl ¢ | Microsoft Office Professional
JOKYMEHTaMHU LibreOffice
HNudpopmanmonno-cnpasounsie | CipaBouHo-npaBoBas cucrema "Koncynbrant [Tnroc"
CUCTEMBI CrnpaBouHo-nipaBoBas cucrema "['apant”
ONeKTPOHHO-OMOIMOTEUHbIE OBbC «YHuBepcuteTckast OMOIMOTEKa OHJIAHH
CHCTEMBI Hayunas anexktponHas Oubianorexa (Www.e-library.ru)
Hannonanwsnas snexrponnas oudmauorexa (https://uH36.pd)
DJIEKTpOHHAs 110YTa DnekTpoHHas mouta B jomeHe Krags.ru
CpenctBa misi opranuzanuu | CepBHUCH BeO- 1 BUACOKOH(PEPEHIICBS3H, B TOM YHUCIIE
BeOuHapoB, TenemoctoB u | BigBlueButton
KOH(epeHImit

ConpoBok/IeHUE OCBOCHHUS JHUCUUIUIMHBI 00Y4aroIKUMCs BO3MOXKHO C HCIOJB30BaHUEM
AJIEKTPOHHON HH(pOpMaIMOHHO-00pazoBaTtenbHoi cpeasl OY BO KPAI'CuY, B TOM uucne
oOpa3zoBatenbHOr0 nopTana Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTepnaibHO-TeXHHYECKOe o0ecrevyeHue
0CBOEHMS Y4eOHOM M CIUIINHbBI

[Ipu mpoBeneHun y4eOHBIX 3aHATUN MO AucHUIUINHE «KaapoBoe HeIonpon3BOACTBO
3a/ieficTBOBaHa MaTtepuanbHo-TexHndeckas 6aza [OY BO KPAI'CuY, B cocTaB KOTOPO BXOMST
CIIEYIOIINUE CPECTBA U PECYPCHI ISl OpTraHU3alliid CAMOCTOSTEIBHOW M COBMECTHOU pabOThI
00ydJaromuxcs ¢ MpenoaBaTesieM:

— CIEUHAJIbHBIC TOMENICHUS I pealn3alldd JTaHHOW IUCUUILIMHBI TPEICTaBIISIOT
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coboii ydeOHBbIE ayaUTOpPUM [UIi TIPOBEICHUS 3aHATHUH JICKIMOHHOTO THUIMA, 3aHATHN
CeMI/IHapCKOI‘O THIIA, prnHOBBIX 148 I/IHI[I/IBI/IIIyaJIBHBIX KOHCyHBTaHHfI, TeKYH_[eI‘O KOHTpOHSI nu
HpOMC)KyTO‘IHOﬁ arrecranumM, a TaKXKE IIOMCIICHUA A CaMOCTOHTeHbHOﬁ pa6OTLI nu
MOMEIIEHUST NIl XPAaHCHUS U MPOQPHIAKTHYECKOTO OOCITY>KMBAaHUS y4eOHOro 00OpyHIOBaHUS.
CHCI_[I/IaJIbHLIe IIOMCIICHUA yKOMHJIeKTOBaHBI CHeI_[I/IaJII/BI/IpOBaHHOf/i Me6eJIBIO U TCXHUYCCKUMHU
cpencTBaMu OOYYEHHs, CIAYKAIIUMU JJIs TpeACTaBiIeHUs y4eOHOW wuHpopManuu OOIbIION
ayJIUTOPHH.

Jlnst  mpoBemeHHWS — 3aHATHH  JICKIMOHHOTO  THIA  MpeiaraloTcs  Habopbl
JIEMOHCTPAIIMOHHOTO O0OpYAOBaHUS M Yy4eOHO-HAIJSIHBIX IMOCOOMA, OOecreynBaroIme
TEMaTUYECKHE WILTIOCTPAIUU;

— IIOMCHICHHUEC JIsA CaMOCTOSITEIILHOM pa6OTBI o6yqa}om1/1xc;1 OCHaIcCHO KOMHBIOTCpHOfI
TEXHHKOH C BO3MOXKHOCTBIO IOAKITIOUCHHS K CETH <<I/IHTepHeT>> u obecrieueHHEM A0CTYyIla B
OJICKTPOHHYIO I/IH(I)OpMaLII/IOHHO-06paSOBaTCJ'IBHy10 cpeay opraHusanuu,

— KOMIIBIOTCPHLBIC KJIACChI, OCHAIIICHHBIC COBPECMCHHBIMH IICPCOHAJIbHBIMU KOMIIBIOTCPAMMU,

paboTaromMMHM  TOJ,  YIpaBJIIGHHEM  ONEpalmuoHHbIX  cucteM  Microsoft ~ Windows,
00BbETMHECHHBIMHU B JIOKAIBHYIO CETh M UMEIOIIUMHE BbIX0/ B IHTEpHET;

— Oubmmoreka  AKaneMHH, KHIDKHBIH  (OHI  KOTOPOH  CONEPXKHT  HAy4dHO-
HCCIIEIOBATEIIBCKYIO JTUTEPATYPY, HAyYHbIE )KYPHAIBI M TPYABl HAYYHBIX KOH(PEPEHIIHA, a TAKKe
YUTATbHBIN 34l

— cepBepHOE 000pyAOBaHUE, BKIIOYAIOIIEE, B TOM YHCIIE, HECKOJIBKO cepBepoB cepuu IBM
System X, a Takke BHPTyalilbHbIC CEpBepa, pabOTaloUIMe O] YINPAaBICHUEM OIEPAMOHHBIX
cucreM Calculate Linux, BkimouenHoit B Peectp Poccuiickoro I10, u Microsoft Windows Server
U CIIY’)KalllUMU JUTS pa3MEIIeHUs pa3InYHbIX CEPBUCOB U CIYXO0, B TOM 4HCIe A 00ecrneueHus
pabdotel CYBJ] MySQL u MS SQL Server;

— CeTeBOe KOMMYTAIlMOHHOE 00O0pyJoBaHue, o0ecreunBaromee paboTy JIOKaJbHOW CeTH,
IpelocTaBlIeHUe JocTyna K cetu Internet ¢ obuielt ckopocThio noakiaouenus 10 Mout/cek, a
Takke padoty 6ecipoBoHOTO cerMeHTa cetu Wi-Fi B moMeneHusx AkajieMuu;

— MHTEpaKTUBHBIC MHPOpPMaIIMOHHBIE KHOCKH «HDO»;

— MPOrpaMMHBIE U allapaTHBIE CPEJCTBA IS IPOBEICHUS BHICOKOH(EPEHIICBSI3H.

Kpome TOrOo, B 00pa3zoBaTrelbHOM TMpoIecce OOYJAIONMMHUCS HIHPOKO HCIIONB3YIOTCS
CJIEAYIOIINE HIIEKTPOHHBIE PECYPCHI:

— cucrema Internet (ckopocTh noakIOUeHUs — 5 MOuUT/CeK);

— cait www.krags.ru;

— OecrpoBosHas cetb Wi-Fi (B OTKpBITOM JJOCTYIIE).

KonkperHble momemieHusi uisi opranuszauuud oOydeHus no aucuumiuHe «Kaaposoe
JIEJIONPOU3BOJCTBO» MpezcTaBieHbl B CrpaBke O MaTepHaIbHO-TEXHUYECKOM OOeCreYeHnH
00pa3oBaTenbHON MPOTPpaMMBI O HarpaBieHWI0 ToarotoBku 46.03.02 JlokymeHTOBeACHUE U
apXuBOBeZeHHE, CHOPMUPOBAHHON B COOTBETCTBUU C pPACIHCAHUEM YYEOHBIX 3aHITUH U
POMEXYTOYHOU aTTecTanuu U nacnopramu kabuueros 'OY BO KPATI'CuY.
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