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1. Hesn u 3a1a4m y4eOHOM TUCHUILIHHBI

1.1. I{enw uzyuenus yueonoii oucyuniunbl

Ienpto ocBoeHMsT MUCHUIUIMHBI «OpraHu3anusi padoThl C KaJPOBBIMU JOKYMEHTAMI )
ABIIIETCSl MOATOTOBKA Oakanaspos K Oynyiied npodeccuOHAIbHON JesTeIbHOCTH Ha OCHOBE
LEJIOCTHOTO TPEJCTABICHUS O CHUCTEME KaJIpOBOM JIOKYMEHTAllMM, TMPaBWJI COCTaBICHUS
KaJIpOBBIX TOKYMEHTOB M COCTaBa UX PEKBU3UTOB.

1.2. 3a0auu yueonoii oucyunaunut

3amayaMu OCBOCHUS HUCHUILTUHBI «OpraHu3anus padoThl C KaJIpOBBIMU JOKYMEHTAMM
SIBIISTFOTCSL:

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

— chopMupoBaTh HABBIKH COCTAaBICHUS W O(OPMIICHUS JTOKYMEHTOB TI0 JIUYHOMY
COCTaBYy;

— O3HAaKOMHUTh C HOPMAMH M TPAaBUJIAMU CHUCTEMATH3aIlMM M XPAHEHUsS JOKYMEHTOB IO
JTUYHOMY COCTaBY.

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

1.3. Buowvl komnemenyuii, popmupyemuwle é pezynvmame 0C60eHUA OUCYUNTUHBL

Wzyuenne pucuumiaunsl «Opranuzanuss paboTel €  KaJpPOBBIMHM  JIOKyMEHTaMM»
HaINpaBJIeHO HAa (OPMHUPOBAHUE CIIETYIOIIUX KOMITETEHITHIA:

ITpodeccruonanbhble:

[IK-8 — 3HanMe mNPUHOMIOB M OCHOB (HOPMHUPOBAHHUA CHCTEMBl MOTHBALUU U
CTUMYJIUDOBaHHUs IepcoHasa (B TOM 4YHCIE€ OIUIaThl TpyJda), MOpsAaKa HPUMEHEHUs
JTVICIUATUTMHAPHBIX B3bICKAHWH, BIIAQJICHWE HABBIKAMH OQOPMIICHHS PE3yJIbTaTOB KOHTPOJIA 32
TPYAOBOW M MCIOJHUTEIbCKOW AUCHUIUIMHON (JIOKYMEHTOB O IMOOIIPEHUSAX WU B3BICKAHMSX) U
YMEHHMEM MIPUMEHSTh UX Ha IIPaKTUKE.

I1IK-10 — 3nanue TpymoBoro koaekca Poccuiickoit denepanuu U MHBIX HOPMATHBHBIX
IIPAaBOBBIX AaKTOB, COJAEpPKAaLIMX HOPMBI TPYIOBOIO IIpaBa, 3HAHHWE IMPOLEAYp IpHUEMa,
YBOJIbHEHUS, NEpeBOJla Ha JAPYryl paboTy M MepeMelleHHs IepcoHalla B COOTBETCTBUU C
TpynoBeim kozxekcoMm Poccuiickoit ®enepauuu U BIAaJeHUEM HaBbIKAMH  O(QOPMIIEHUS
COIPOBOXKAAKOLIEH JOKYMEHTALIUH.

IIK-11 — BnageHue HaBBIKAMH pa3pabOTKU OPTraHU3ALMOHHOW M (DYHKIIMOHAJIBHO-
HITaTHOM CTPYKTYpPHI, pa3pabOTKU JIOKAJIbHBIX HOPMATHUBHBIX aKTOB, KACAIOUIMXCSl OpraHU3aluu
Tpyza (MpaBuiia BHYTPEHHET0 TPYJIOBOTO paclopsika, MOJI0KEeHHEe 00 OTIYyCKaX, MOJOXKEHHUE O
KOMaH/IUPOBKaXx).

[IK-12 — 3HaHWe OCHOB pa3padOTKM W BHEIPCHHS KAJAPOBOW W YIIPaBICHUYCCKON
JOKYMEHTAllMU, ONTHUMM3ALMHU JOKYMEHTO000pOTa M cXeM (PYHKIHMOHAJIBHBIX B3aUMOCBS3EN
MEXy [OJApAa3JeNeHUIMHU, OCHOB pa3paOOTKM U BHEAPEHUS TMpPOLEAYp pPEryIupOBaHUs
TPYIOBBIX OTHOIIEHHUI W COITPOBOKIAIOLIEH JOKYMEHTALUH.

[1K-13 — ymeHHme BecTH KaJpOBOE IEIIONPOM3BOACTBO M OPraHW30BBIBATH APXUBHOE
XpaHEHUE KAJIPOBBIX JTOKYMEHTOB B COOTBETCTBHU C JEUCTBYIOIIMMH HOPMATHBHO-IIPABOBBIMU
aKTaMM, 3HaHHEM OCHOB KaJpOBOM CTAaTHUCTUKH, BJIA/JICHHE HABBIKAMHM COCTABIICHHs KaJIpOBOU
OTYETHOCTH, a TaKK€ HAaBbIKAMU O3HAKOMIICHHsI COTPYIHHUKOB OpraHU3alMM C KaJapOBOMU
JOKyMEHTaluel U JAeHCTBYIONIMMHU JIOKATbHBIMA HOPMAaTUBHBIMHU aKTaMH, yMEHHE 00ecrednuThb
3aIIUATY NEPCOHAIBHBIX JaHHBIX COTPYAHUKOB.

[IK-17 — 3HaHMEe OCHOB pa3pabOTKH U BHEAPEHUS NPO(dEeCCHOHAIbHBIX, B TOM 4YHCIIE
KOPIIOPAaTUBHBIX CTaHAAPTOB B 00JacTH yIpaBIE€HUS MEPCOHAIOM, YMEHHE COCTaBISATh
ONMCAHUA U pacnupenensith QyHKUUU U GYHKIUOHAJIbHbIE 00S3aHHOCTU COTPYJHHUKOB, a TaKXKe



GbyHKIMYM TOpa3ielieHuii pa3HOTro YpOBHS (KapThl KOMIETEHIIMM, JTOJKHOCTHBIE MHCTPYKIIUH,
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 6aApUAmMuHoOu yYacmu TMPOTrpaMMBbl

«Opranmzanust  paboThl  C

SIBIISIETCS
bmoka 1

KaJApOBbIMU

JOKYMCHTaMMN» 06yqa10mnecs1 JOJDKHBI OBJIAACTH CICAYIOINMMU 3HAHUAMHU, YMCHHAMHU U
HaBbIKaMM, COOTHCCCHHBIMH C IIUNIAHUPYEMBIMU PpE3YyJIbTaTaMHU OCBOCHUA O6paSOBaTeHBHOﬁ

MpOrpaMMBbI:
dopmupyeMbie I[lnanupyemMsble pe3yabTaTbl OCBOCHUS
KOMIIeTeHIINH y4eOHOH TUCHHMILIMHBI

3HaTh

YMmerh

Baagers

Ilpogheccuonanvnvie kKomnemenyuu

Buo oeamenvnocmu: op2anu3auyuoOnnioO-ynpasjleH4YeCKaa U IKOHOMuUUeCcKan

I1K-8 — 3naHue HOPMAaTHBHO- 0hOpMIIATH YMEHHEM IMOATOTOBKH
MIPUHIIAIIOB ¥ OCHOB | TIPABOBBIC JOKYMEHTHI, | PE3YJIbTAThl KOHTPOJS | MAaTEPUAJIOB IS
dbopMHUpOBaHHS perJaMeHTUpYIoIIne 3a TPYAOBOH U MIPEACTABICHUS
CUCTEMBI MOTHUBAIIUU | KaJApPOBOE HCITOJTHUTEIIbCKOM nepcoHalia K

U CTUMYJIMUPOBAHHUS JIETIOTIPOU3BOJICTBO; JUCITUILINHOMN MTOOIIPEHUSM U
nepcoHaa (B ToM OpTaHH3AIIIO (ITOKyMEHTHI O HarpakJIeHus, a
YHUCJIC OILIAThI KaJIpOBOTO MTOOIIPEHUSAX U TaK)Ke COCTaBIICHUS
Tpyaa), mopsaIKa JIEJIONIPOU3BOICTBA. B3BICKAHUSX ) YCTaHOBJICHHOMN
MIPUMEHEHUS OTYETHOCTH I10
JUCITUTUIMHAPHBIX KaJipam
B3BICKAHMH,

BJIaJICHUEC HAaBbIKAMHU

odopMIIeHHUS

pe3yabTaToOB

KOHTPOJIS 32

TPYIOBON U

HCITOTHUTEIIbCKOM

JUCHUIIIIMHON

(ITOKyMEHTOB O

MOONIPEHUSIX U

B3BICKAHUAX) U

YMEHHEM MTPUMCHSITh

WX Ha IPAKTHKE.

[1K-10 — 3Hanune METOJTbI OPTaHM3AIN | COCTABJICHHE U HaBBIKAMH
TpynoBoro kojekca | MPOU3BOJICTBA U odopmIiieHHE odopmIIeHUs

Poccuiickon
denepanyy U UHBIX
HOPMAaTHUBHBIX
IIPaBOBBIX AKTOB,
CoZeprKaIX HOPMEI
TPpYZAOBOIO IIPaBa,
3HAHUEM MPOLENYDP

3¢ dexTuBHOM pabOTHI
TPYJIOBOTO KOJIJIEKTHUBA
Ha OCHOBE
COBPEMEHHBIX METOJIOB
yIpaBiIeHUsS

TPYIOBBIX JIOTOBOPOB,
BEJICHUS JINYHBIX JIEN
COTPYJIHUKOB U
Ipyrou
YCTaHOBJICHHOM
KaJpOBOi1
JIOKYMEHTaluN

TPYAOBBIX JIOTOBOPOB,
BEICHUS IUYHBIX OCII
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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/IbI Pa3pabOTKH paszpabaThIBaTh HaBBIKAMHU
HABBIKAMU OpTraHU3AIUOHHOHN H JIOKAJIbHBIC pa3paboTku
pa3paboTKu (GYHKIIMOHAITEHOU HOPMATHBHBIC aKThI OpraHu3aIMOHHON U
OpPTaHM3AIIOHHON U | IITAaTHOW CTPYKTYPHI, | HA OCHOBAaHUU (GyHKIIMOHATHHO-
(GYHKIIMOHATIBHO- HOPMATUBHBIX aKTOB, HOPMAaTUBHBIX IITaTHOW CTPYKTYPBHI,
IITATHOM CTPYKTYPBI, | KACAIOIIIMXCS MIPABOBBIX aKTOB pa3paboTku
pa3paboTKu OpraHu3aluy Tpyaa JIOKAJIbHBIX
JIOKQJTbHBIX (mpaBuIIa BHYTPEHHETO HOPMATUBHBIX aKTOB
HOPMATUBHBIX aKTOB, | TPYIOBOTO

KaCaroIInuXCsI pacmopska,

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

[IOJIOKEHUE 00
OTITYCKaX, ITOJIOKCHHE
0 KOMaHIUPOBKax).

[1K-12 — 3nanwme
OCHOB pa3pabOTKU U
BHEJIPEHUS KaJIpOBOI
U YIIPaBIIEHYECKOU
JIOKYMEHTaIluH,
ONTUMM3ALH
JIOKyMEHTO00O0poTa
U CXEM
(yHKIIMOHATIBHBIX
B3aUMOCBS3EN
MEXIY
NOJIpa3IeJICHUsIMH,
OCHOB Pa3pabOTKu 1
BHEJPEHUS
Ipouenyp
pEryJINpPOBAHUS
TPYJOBBIX
OTHOLLIEHUH U
CONPOBOXKAAIOIIEH
JIOKYMEHTal1H.

OCHOBBI pa3pabOTKH U
BHEJPEHUs KaIpOBOI
JOKYMCHTAlIUN

COCTaBJISITb KaAPOBBIC
AOKYMCHTBI

3HAaHHWEM OCHOB
pa3paboTKu U
BHEJIPEHUS KaJIpOBOM
JIOKyMEHTaluu




[1K-13 — ymenue

ImpaBujia BEACHUA

BECTHU KaaApPOBOC

YMCHHUEM BECTHU

BECTH KaJpOBOE KaJIpOBOTO JIEJI0NPOU3BOJICTBO, KaJpoBO€E
JIEJIONPOU3BOJCTBO U | AEIONPOU3BOACTBA U OCYIIECTBIIATH JIeJI0IIPOU3BOJICTBO,
OpraHU30BBIBATH OpraHu3aluu ¢dbopmupoBanue, COCTaBJIATh KaJPOBYIO
apXUBHOE XPAHCHHUE | apXUBHOI'O XPAHEHUs | XpaHCHME KAIPOBBIX | OTYETHOCTH U
KaJIpOBBIX KaJIpOBBbIX JOKYMEHTOB | JOKYMEHTOB, 3alllUTy | CTaTUCTHUKY,
JIOKyMEHTOB B B COOTBETCTBUHU C [IEPCOHAIBHBIX 3HAKOMHTH
COOTBETCTBUHU C JNENCTBYIOIUMU JAaHHBIX B COTPYJIHUKOB
JEUCTBYIOIUMU HOPMaTUBHO- COOTBETCTBHHU C OpraHMu3aluy C
HOPMaTHUBHO- [IPaBOBBIMU aKTAMU; JEHCTBYIOIUMHU KaJpoBOM
IIPABOBBIMU AKTaMH, | OCHOBBI KaJpOBOM HOPMAaTUBHO- JIOKyMEHTaluen u
3HAaHUEM OCHOB CTaTHCTUKH, KaJIpOBOM | IIPABOBBIMH AKTaMH. JENCTBYIOIUMU
KaJpOBOH1 OTUYETHOCTH; IIPABUIIA JIOKQJIbHBIMHU
CTaTUCTUKH, 03HAKOMJICHHUS HOPMAaTUBHBIMU
BJIA/ICHUE HaBbIKaMHU | COTPYIHHUKOB aKTaMu
COCTaBJICHUS OpraHM3aliu C

KaJpOoBOM KaJpOoBOM

OTYETHOCTH, a TAKXKE | JIOKYMEHTalUEen U

HaBbIKaMU JENCTBYIOIUMU

03HAKOMJICHHUS JIOKaJIbHBIMU

COTPYIHUKOB HOPMaTUBHBIMU

OpraHM3aliu C aKTaMu, IIpaBuiia

KaJpOBOHI o0ecrieyeHus 3alluThl

JOKyMEHTalen [IEPCOHAIBHBIX

JENCTBYIOIUMU JAHHBIX COTPYAHHUKOB.

JIOKaJIbHBIMHU

HOPMaTHUBHBIMU

aKTaMu, yMEHHUE

o0ecneunTh 3aluTy

NIEPCOHAIBHBIX

JAHHBIX

COTPYIHUKOB.

[1K-17 — 3Hanue OCHOBBI pa3pabOTKH U | COCTABIISITh ONUCAHUSI | HaBBIKAMHU

OCHOB pa3palbOTKU U
BHE/IPCHMUSI
MpoQeCCHOHANIbHBIX,
B TOM 4HCIIE
KOPITOPAaTHBHBIX
CTaHJapTOB B
o0racTu ynpaBiaeHHUs
HEPCOHAIOM, YMEHUE
COCTaBIISAITh
OTNUCAHUS U
pacrpenensiTh
GyHKINH |
(byHKIMOHATIBHBIE
00s13aHHOCTH
COTPY/AHHUKOB, a
Takke QyHKIMU
NoApa3IeICHUI
pa3HOTO YPOBHS
(xapThI
KOMIICTCHITUH,

BHE/IPEHUSA
npodeccHoHaNbHBIX, B
TOM YHUCJIC
KOPIOPATUBHBIX
CTaHJapTOB B 00J1aCTH
yIpaBIeHUS
NIEPCOHAIIOM

U pacIpenensaTh
byHKIUY U
(GyHKIIMOHATBHBIE
00s513aHHOCTH
COTPYJIHUKOB, a TAK)KE
byHKIUHA
Mopa3IeICHUI
Pa3HOTO YPOBHS
(KapThl KOMIIETEHIIUH,
JOJIKHOCTHBIE
MHCTPYKLUH,
IOJIO’KEHUS O
MOJIpa3/IeNICHUsIX )

COCTaBJICHUS KapT
KOMIIETCHIINH IS
Pa3IMYHBIX KaTETOpHUH
IIEpCOHAJIA,
JTOJIKHOCTHBIX
WHCTPYKUUH,
IIOJIO’KEHUH 110
AJIEMEHTaM CUCTEMBI
YIIPABJICHUS
[IEPCOHAIIOM
OpraHu3anuu




JOJIKHOCTHBIE
WHCTPYKIIUH,
MOJIO’KEHUS O
MO/Ipa3/IeJICHUSIX )

3. O0béM y4eOHOM JUCTUNIMHBI

Ounasn gopma o0yueHus

Buabl yueOHol padoThI

Pacnipenesnenne yueGHoro

BpeMeHH
Konumaxkmmuasn paboma 56,35
AynutopHble 3aHATHS (BCETO): o4
Jlexyuu 18
Ilpakmuueckue 3auamus 36
Jlabopamopnule 3anamus
[TpomesxyTouHas arTecTanus 2,35
Kouncynomayus nepeo sxsamenom 2
Oxzamen 0,35
3auem
Konmponvnasn paboma
Pyxosoocmeo kypcosoii pabomoii
Camocmosamenvnasn paboma 87,65
Camocmosamenvras paboma 8 meyeHue cemecmpa 51,65
Iloocomoska kKoHmMpoOALHOU pabomoi
Hanucanue xypcosoti pabomoi
Iloocomoeka Kk npomedcymouHol ammecmayuu 36
Bup Texyien arrecranuu TECT
Oowaa mpyooémkocmep OUCUUNIAUHDBL:
uacwl 144
3auémHule eOUHULbL 4

3aounas opma o0yueHus:
Hucyunnuna peanuzyemcs é 2-x ceccusax
1 ceccun:

Buabl yueOHol padoThI

Pacnpenesienune yueoHoro

BpeMeHH
Konmaxkmmnas paboma 14
AyIuTOpHBIE 3aHATHUS (BCET0): 14
Jlekyuu 6
Ipakxmuueckue 3anamus 8

Jlabopamopnvie 3anamus

HpOMC)KYTOLIHaH aTTeCTanusa

Kouncynomayus nepeo sxzamernom

Oxzamen

3auem

Koumponvnasa paboma
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Pyxoeoocmeo kypcosoii pabomoii

Camocmoamenvnas paboma 94
Camocmosmenvhasn paboma 6 meueHue cemecmpa 94
Iloocomoska kKoHmpoaLHOU pabomoi
Hanucanue xypcosoii pabomot
Iloozomoska k npomedxcymounou ammecmayuu
Bupn texymeit arrectanuu mecm
Oowasa mpyooémrkocms OUCUUNTUHDBL:
yacwl 108
3ayémuvie eOUHUYbL 3
2 ceccusn:
Bijabl yueGHoii paorsi Pacnpenesienne yueoHoro
BpeMeHU
Konmaxmmnas paboma 2,35
AynuropHble 3aHATHS (BCETO):
Jlexyuu
IIpakmuyeckue 3ansamus
Jlabopamopnvie 3anamus
[IpomexyTouHas aTTecTanus 2,35
Kouncynomayus nepeo sx3amenom 2
Dx3amen 0,35
3auem
Koumponvnas paboma
Pyxrosoocmeo kypcosoil pabomoii
Camocmoamenvnaa paboma 33,65
Camocmosmenvnas paboma 6 meuenue cemecmpa 24,65
Iloozomoska konmponbHoU pabomul
Hanucanue xypcosoii pabomot
Iloozomoska k npomexcymounol ammecmayuu 9
Bup Texymei arrectanun
Oowas mpyooémkocmo OUCUUNIUHBL:
yacwl 36
3auémuvie eOUHUYbL 1

HBy‘leHI/IC JAUCIHITIINHBI «Opl"aHI/IB alnusa pa6OTLI

HE TIpeyCMaTpuBaeT MOATOTOBKY KYpCOBOU pabOTHI.

KaApOBbIMH  JOKYMCHTAMMU»

4. Conep:xkanue TeM Y4eOHOM TMCUMILIUHBI

Ne HaunmeHnoBaHue TeMbl
N Conep:xxanue TeMbl

n\n y4eOHO# JMCIUIIIHHBI

1 3akoHOJaTeNnbHas u | ['ocynapctBenHoe peryiupoBaHue KaJIpOBOT'O
HOPMAaTHBHO-METOJMYECKasl | JICJIONPOU3BOJCTBA  HpeanpusaTus. OOmuMe  BOMPOCHI
pernamMeHTanus  KaJpoBOW | OpraHu3aluu KaJIpOBOTO JIEJIONPOU3BO/ICTBA.
JESTEIBHOCTH PernamenTtanuss co3gaHus  KaApOBBIX JOKYMEHTOB B
(TTK-8, IIK-10, TIK — 11 TIK | kogekcax (TpynoBoit konekc Poccuiickoit @enepanuu Kak
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~ 12, TIK-13)

OCHOBHOM JTOKYMEHT, OMPENCISAIONIMNA COCTaB M MOPSI0K
opopmieHHs JOKYMEHTOB IO JIMYHOMY COCTaBY),
denepanbHBIX 3aKOHAX, YKa3ax U  PacIOpPsLKEHUAX
IIpesunenra PO, I[locranoBnenusix IIpasurenscrBa PO Ha
dbenepaibroM  ypoBHe.  Mcmonb3zoBanue  ['OCTos,
VHUPUITUPOBAHHBIX CUCTEM JIOKyMEHTalluH,
KJIacCCU(UKATOPOB TEXHUKO-3KOHOMUYECKOH u
couuanbHO MHpOpMayH, anbOoma YHH(PUIMPOBAHHBIX
¢dbopM MepBUYHBIX TOKYMEHTOB IO YYETy Tpylda U €ro
omnarbl.  OCHOBHBIE  BEJIOMCTBEHHBIE  pPa3pabOTKH,
pEerjlaMeHTUPYIOLIME COCTaB M COJIEpKAHUE JOKYMEHTOB
o JuU4YHOMy coctaBy. Paspaborku I'ockomcrara
Poccuiickoit  ®Penepanun 1o  yHHUUKAUH  popm
MEPBUYHON YYETHON JTOKYMEHTAUU.

CoBpeMeHHasi  perjlaMeHTalus  JTOKYMEHTUPOBaHUS
KaJIpOBOM JEATEIBHOCTH B OTPACJIEBBIX, BEJOMCTBEHHBIX
MIPaBOBBIX aKTaxX IO KaJpOBOMY JIEJIONPOU3BOJCTBY U
apXUBHOMY XPAaHEHHUIO JIOKYMEHTOB. OpraHu3alnloHHO-
MIPaBOBbIE, UHCTPYKTUBHBIE U METOJIUYECKHE MaTepHallbl
[0 KaJpoBOMY JEJIONpPOU3BOJCTBY MNpEANpUATUN U
OopraHu3aruin

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

KanpoBas  jokyMmeHTanus - Kak  yIOPSJIOYCHHAs
COBOKYITHOCTh JJOKYMEHTOB, OTPAXKAIOLIHX COJACpPKAHHE
KaapoBoll paborel. TpeboBaHus, NpeIbABISEMbIE K
ohopMIICHHIO KaIpoBoi nokymeHTaimu. Kinaccudukarms
KaJIpOBBIX JIOKyMEHTOB B COOTBETCTBUH c
(YHKLIMOHATIBHBIM HA3HAYCHHEM.

OcHoOBHBIC  KiIacCH(PUKAIMM  KAJAPOBBIX  JOKYMCHTOB:
OpraHU3alMOHHO-IIPABOBBIC JTOKYMEHTBI,
pacnopsIIUTEIbHBIC JTIOKYMEHTBI, IUIAHOBBIC JTOKYMEHTHI,
OTYETHBIC JIOKYMEHTBI, WH()OPMAIMOHHO-CIIPABOYHBIC H
UH()OPMAIIMOHHO-aHAJUTHYECKHE KaJPOBBIC TOKYMEHTHI,
JIOTOBOpHAasi ~ JOKyMEHTalMs,  OCHOBHBIE  y4YETHBIE
JIOKYMEHTBI.

O6ume TpeOoBaHMA K OGOPMIIEHHIO U  CpOKaMm
noArotoBku. Ha3zHaueHWe KaapoOBBIX TOKYMEHTOB M HMX
COOTBETCTBHE OCHOBHBIM 33J[adyaM KaJpOBOH CITy>KOBI I10
10100py, YUETY U pacCTaHOBKE KaJpOB.

OpraHHSaHI/IOHHO'HpaBOBaH
)IOKYMGHTaIII/Ifl HpC}IHpI/IHTI/ISI
1 KaIpOBOH CITyXOBbI

(TIK-8, MIK-10, IIK — 11 TIK
— 12, TIK-13, [IK-17)

Haznauenue CUCTEMBI OpraHU3alMOHHO-TIPABOBOM
nokyMmeHTanuu. OpraHu3aluoOHHO-TIPaBOBbIE JIOKYMEHTbI—
IIpaBuJIa BHYTPEHHETO TPYAOBOIO pacnopsxa,
MOJIOKEHHE 00 oruiare TpyJa, MOJOXKEHUE O 3alluTe
NEPCOHAIBHBIX JAHHBIX, MOJOKEHUE O CTUMYJIUPOBAHUU
TpyJa, TOJOXKEHUS O CTPYKTYPHBIX MOJpa3iesieHusX,
JOJDKHOCTHBIE ~ MHCTPYKIMM ~ Pa0OTHHKOB,  IITaTHOE

pacrnucaHue, WHCTPYKITUS o KaJIpOBOMY
JENONpPOU3BOACTBY. TpeboBaHHS K HUX COCTaBJICHHUIO,
CTPYKTypa TEKCTOB, TTOPSIZIOK YIOCTOBEPEHUSI.
JIoKyMeHTHI, periiaMeHTHPYIOLIne JeATeNbHOCTh

KaJIpoBOM CIyKObl: MpaBWiia BHYTPEHHErO TPYAOBOTO
pacnopsijika; TOJOKEHHE O 3alllUT€ MEePCOHAIBHBIX
JIAHHBIX; TOJDKHOCTHBIE WHCTPYKIIUU COTPYTHUKOB OT/EIa
KaJIpOB; IITATHOE PACIUCAHUE M HHbIE OPraHu3alMOHHO-
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npaBoBble  JTOKyMEHTHl. (OcOOeHHOCTH

oopmIIeHHS.

COCTaBIICHMUS,

PacnopsiaurensHas,
I[OI‘OBOpHaH nu IJIaHOBAasA
KaJpoBasi JOKyMEHTAIUs
(ITK-8, TIK-10, IIK — 11 IIK
— 12, TIK-13)

PacnopsinutenbHble KazpoBble AOKyMEHTHI. IIpukasbl 1o
anyHoMy coctaBy. Ilopsgok perucrpanuu. Kangpossie
npUKassl, HUMeroue yHupuuupoBaHHyro ¢opmy. He
yHU(UIMPOBAaHHBIE  KaJIpoBble  HpuKa3bl.  [lopsmok
3allOJIHEHUS ~ 3aroJIOBOYHOM,  OQOpMIAIOLIEH  4YacTH
NPUKAa30B.

PacniopsiiutenbHble JOKYMEHTBI- pAaCIOPSIKEHMsI, IPUKA3bI
N0 JMYHOMY cocTaBy. llOpsgoK UX COCTaBICHHS H
opopmieHus. YHUOUIMPOBAHHBIE KaJPOBbIE IPUKA3bI.
JlokyMeHTHpOBaHHE OTOOpa IEpCOHaTa W IpUeMa Ha
paboty. JlokyMEeHTUpOBaHHE IPEAOCTABICHHS OTIIYCKOB U
HaNpaBICHUsT B KOMaHAMPOBKH. JlOKyMeHTamus 1o
o(opmIIeHHIO JIUCLUIUIMHAPHBIX B3bICKaHUH U
noompenuii. OdopmiieHue nepeBoga Ha APYryro padoTy,
nepemelieHust  paboTHHKA.  JloroBopHble  KaJpOBbIE
JOKYMEHTBI-  KOJUICKTUBHBIA  JOTOBOp,  TPYIOBBIC
JIOTOBOPBI, JTOTIOJIHUTENbHBIE COIVIAIIEHUS K TPYIOBBIM
JIOTOBOPaM, JOTOBOPBI O MaTePUAIbHOW OTBETCTBEHHOCTH.
JlokyMeHTUpOBaHME Mep B3bICKAaHUS U IMOOLIPEHUS.
JIoKyMeHTHpOBaHHE HCIIOJIB30BaHHUS pabodero BpPEMEHHU.
TpeboBaHMs K MX COCTABICHUIO M HMOPSIO0K 3aKIIOUCHHMS.
[Tpsmox odopmienust rpadgukoB ormyckoB. OdopmiieHne
OTITyCKa u JOKYMEHTHPOBaHUE CIIy>KeOHOI
KOMaHIUPOBKU.  JIOKyMEHTHpOBaHHE  IPEKPALICHHS
TPYAOBOTO JOrOBOpa (YBOJbHEHHUS).

HNudopmanmnonto-
CIpaBOYHAsI KaJ[poBasi
JTOKYMEHTAITHSL.

(TTK-8, TK-10, TIK — 11 TIK
— 12, TIK-13)

NudopmanoHHO-CTIpaBOYHAs ~ JTOKyMEHTAalUs  €e

COCTaBIICHHE u odopmIIeHHE. 3asBIICHUS,
O0BICHUTEIILHBIC 3aIIMCKH, JTOKJIaTHAsI 3aIiCKa,
MpE/ICTaBICHUE, YyBEIOMIJICHHE, CIYy)KeOHbIe 3aIllHCKH,

nucbMa, aKThbl, JOBCPCHHOCTH, XaPAKTCPUCTHKHU, PE3IOMCE,
cinpaBku. OOs3aTenbCTBA O HEPA3TNAIICHUU CBEACHUIA,
corjacue Ha cOop, 00pabOTKy U XpaHEHHE MEePCOHATBHBIX
JAHHBIX. 3aBEPEHHE KOMUI KaJpOBbIX JOKYMEHTOB.

YyeTHsble KaJpOBbIE
JOKYMEHTBI.
JlokymeHTanuss 1O  y4eTy

prz[a " €ro OIlJIaThI.
(TTK-8, TIK-10, TIK — 11 TIK

YuerHBIC KaJApOBbIC JTOKYMCHTBI: TIOpAAOK BCACHHA
JKYpHAJIOB B KaHpOBOﬁ cny>I<6e. CocraB PCKBU3UTOB IUJIA
peructpaiu pas3jndyHbIX BHUJAOB JOKYMCHTOB U ITOPAJ0K
UX 3aI10JIHCHHA.

— 12, TIK-13)
OcobenHoctu OcoOenHoctH JOKYMEHTHUPOBaHUS KaJIpOBOI
JTOKYMEHTUPOBAHHUS NesITenbHOCTH. JIOKYMEHTHI 10 ajanTalud M aTTecTallluu

KaJpOBOM IESATEILHOCTH
(ITK-8, T1K-10, ITIK — 11 TIK
— 12, TIK-13)

pabOTHUKOB, MO MOTUBAllMM PaOOTHUKOB, OpPraHU3AlMU
BOMHCKOTO ydeTa pabOTHHUKOB, KOHTPOJUIUHTY
pabOTHUKOB, pOTallUK PAOOTHUKOB, PEKPYTHHTY.

Tpynosas xawxkka. [Ipasuna
3aI0JIHEHUS U BEICHUS
(TIK-8, IIK-10, TIK — 11 TIK
— 12, TIK-13)

TpynoBas kHuxkka. Jluunoe neno. JImunas kaprodka
paOOTHHKA, ydeTHas KapTOyka Hay4HO-TIE€Jaroru4yeckoro
pabotHuka. Tabens yuera paboyero BpeMeHH.

TpynoBasgs KHUXKa — OCHOBHOM JOKYMEHT O TPYIOBOM
CTa)ke M TPYAOBOM aesrenbHOCTH paboTHuka. [lopsmox
3allOJIHEHUS TUTYJIBHOIO JIMCTAa TPYJOBOM  KHMIKKH.
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3anonmHenue pazzgena «CBeneHuss o paboTey, pasjaena
«Cenenust o HarpaxjaeHusx». llopsgok 3amnoiaHeHus
BKJIaAbIla W  AyOnukara B TPYJOBYKO  KHUXKKY.
ONEeKTpOHHAas TPY/A0Bask KHUKKA.

9 dopmupoBaHue e U JlokyMeHTO060pOT KaJIPOBBIX JIOKYMEHTOB.
XpaHCHHE JIOKYMEHTOB Homenknarypa nen kanpoBoil ciyxkObl. DopMHpOBaHHE
Kaﬂpo]goﬁ CHy>I(6BI JACII. OHepaTI/IBHOG XPaHCHUC KaApOBbIX JOKYMCHTOB.
(TIK-8, TIK-10, TIK — 11 TIK | Cpoku XpaHeHus JOKyMeHTOB. CIpaBOYHO-IIOUCKOBAs
— 12, [IK-13) cucteMa 1O KaApoBbIM JokymeHTam. [loaroroBka

JOKYMEHTOB K CJade B  apxuB  MNPEIIpHUITHS.
OcoOeHHocTH pabOTBl € KaApPOBBIMH JIOKYMEHTAMHU
KpPaTKOrO CpOKa XpaHEHMSA. OKCIEpTH3a IICHHOCTH
JOKYMCHTOB, OpraHu3aiuda MW HOpAIOK IIPOBCACHUA.
[Topsimok  YHHYTOXXKEHHS  KaJIpOBBIX JIOKYMEHTOB C
HCTCKIIMMH CPOKAMU XPAHCHUS.

5. YueOHO-MeTOoAMYeCKOEe U HH(POPMALIMOHHOE o0ecnedeHre Y4eOHOH TUCIMIINHBI

5.1. Ocnosnaa numepamypa:

1. MunaeBa, H.B. KagpoBoe nenompousBoacTBo: yueb. - metoj. mocobue / H. B.
MunaeBa; Komu pecrnyOnmkaHckas akal. Toc. cly>kObl U yrpaBieHus. - CeiktbiBKap: M3a-Bo
KPAI'CuY, 2013. - 218 c.

2. SAnkosuy, [11.A. Jlenmonmpon3BoacTBo B KaapoBoi ciayxoe / [II.A. SukoBuu. — M.:
KOuutu-slana, 2015. - 161 c¢. — Pexum poctyma: mno mnogmucke. — URL:
http://biblioclub.ru/index.php?page=book&id=119021.

5.2. lonmosiHuTEIbHAS JIUTEpPaTypa:

1. T'punGepr, A.C. loxymentaunonHoe obecrneuenue ympasienus / A.C. ['punGepr,
H.H. T'op6aués, O.A. Myxamermmna. — M.: KOuutu-lana, 2015. — 391 c.: Tabmn., rpad., un.,
CXEMBI — Pexum JOCTYyTIA: o MHOIICKE. — URL:
http://biblioclub.ru/index.php?page=book&id=115031.

2. Kabamos, C.}O. Jlenonpon3BoACTBO U apXUBHOE JEJI0 B TEPMUHAX U ONPEAETCHUIX
/ C.1O. Kabamos, N.I'. AchanmusipoBa. — 3-¢ usn., crep. — M.: U3garenscTBo «®uHTa», 2018.
— 295 c. — Pexum JOCTyTIA: 1o MOJIITUCKE. — URL:
http://biblioclub.ru/index.php?page=book&id=69168.

3. Kazanuesa, I'.B. JIuunbsie HOKyMEHTHI: TpeOoOBaHUS K OGOPMIICHHIO U 0OpasIibl
nokymenToB / I'.B. Kazanmesa. — 6-¢ usn., crepeotun. — M.: M3parensctBo «DmuwHTaY, 2017, —
40 c. — Pexum JOCTyTIA: 1o MOJIITUCKE. — URL:
http://biblioclub.ru/index.php?page=book&id=103531.

4. Kysuenos, N.H. enonpoussoactso / M.H. Ky3nenos. — 6-e¢ u3z., nepepad. u aom. —
Mocksa: U3narenscko-ToproBas kopropamus «/lamkos u K°», 2014. — 460 c.: Tabn. — Pexum
nocryma: o nmoamucke. — URL: http://biblioclub.ru/index.php?page=book&id=452846.

5. Manryposa, H.C. Kanposoe nenomnpoussonactso / H.C. ManrypoBa. — UensaOuHck:
UT'AKH, 2013. — 100 c.: un. — (AxkageMuueckuii mpoeKT). — Pexum mocTymna: mo moJmucKe. —
URL.: http://biblioclub.ru/index.php?page=book&id=492203.

6. MuxaitnoB, IO.M. Jluunble 1ena COTPYIHUKOB KOMIIAHMM: Kak IPAaBHIIBHO
obopmiATh, BecTr 1 XpaHuTh / KO.M. Muxaitnos. — M.; bepnun: lupexkr-Menua, 2014. — 160 c.:
WII. — Pexum JIO0CTyTA: 1o MOJIITUCKE. — URL:
http://biblioclub.ru/index.php?page=book&id=25369.

7. HosocanoBa, O.M. Kanpsl pemator Bc€!: HR-nmocoobue / O.M. HoBocanoBa. — 2-e
u3a., nepepad. u gom. — M.; bepnun: J{upexkr-Menuna, 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 ciyxbe / M.IO. Poroxun. — 3-e
u3M., nepepad. u gomn. — M.; bepmun: Qupekr-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 pocrynma: mo moamucke. — URL:
http://biblioclub.ru/index.php?page=book&id=253702.

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

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

5.3. Dnekmponno-ouduomeunan cucmema:

1. DnexkTpoHHO-OMONMMOTEYHAs cHUCTeMa «YHUBEPCUTETCKAas OWUOIMOTEKa OHIIAWH»
(www.biblioclub.ru).

2. HanmonanbHast anekrponHas oudauoreka (https:/H36.pb).

5.4. Ilpogpeccuonanvnwvie 6azvl OaHHBIX, UHPOPMAUUOHHO-CRPABOYUHDLE U NOUCKOBBLE
cucmemul:

1. CnpaBouno-npaBoBas cucreMa «Koncynbrant [lnrocy.

2. CrpaBo4HO-IIpaBoBasi cucremMa «l apanT».

3. DNeKTpoHHO-OMONHMOTeYHast CHCTeMa «YHHBEPCHUTETCKas OHOIMOTeKa OHJIAH»
(www.biblioclub.ru).

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

5. HaumonanbHast snekrponHas 6udaunoreka (https:/m36.pb).

5.5. Pecypcol ungpopmayuonno-0ooKymenmayuonnou cemu «Mumepnuemy

1. KanpoBslii mopran — oQuIMaNbHBIA CaT MO KagpOBOMY JEIIONPOU3BOJICTBY
http://vdk.pro-personal.ru

2. Kanposeiii 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. [Moptan Jenonpoussoactso: https://delo-pro.ru

7. IMTopran «Bce o memonpoussoactaey: http://delo-ved.ru

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

9. Caiit BeepoccHiickoro HaydHO-UCCIIE0BATEIbCKOTO HHCTUTYTA

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

5.6. Hopmamuenuvie npasoguvie aKkmol:

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

2. @enepanbHbIii 3ak0H OT 27.07.2006 Ne 152-D3 «O niepcoOHATBHBIX JaHHBIXY.

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

4. Oenepanbhbiit 3akoH 0T 27.07.2006 N 149-03 «O6 undopmanuu, nHGOPMAITHMOHHBIX
TEXHOJIOTHSX U O 3aluTe HHHOPMAITUN.

5. TMocranosnenue IIlpaBurensctBa PD ot 16.04.2003 Ne 225 «O TpymOBBIX KHHIKKAX)
(Bmecte ¢ «lIpaBwiamu BeACHUS W XPaHEHUS TPYIOBBIX KHWKEK, W3TOTOBJICHHUS OJIAHKOB
TPYJAOBOM KHIKKU U 00ECTICUeHUsI UMU pabOTOoAaTeNEH).
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6. Ilocranomnenue IIpaBurenbctBa Poccuiickoit denepanuu ot 13.10.2008 No 749 «O06
0COOEHHOCTSIX HampaBlieHHUs paOOTHUKOB B CIy)KEOHble KOMaHIUPOBKW» (BMecTe ¢
«[TomoxeHnem 06 0COOEHHOCTSAX HAMPABICHUS PAOOTHUKOB B CITYy)KEOHbIE KOMAHIUPOBKI).

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

8. IlocranoBnenme ['ockomcrata Ne 1 ot 05.01.2004 «OO6  yTBepKIECHHH
YHU(PHUIIUPOBAHHBIX (JOPM MEPBUYHON YUETHOM TOKYMEHTAIMU T10 YYETy TPYy/Ja U €ro OIUIaThI».

9. TlocranoBnenue llpaButensctBa Poccuiickoir @enepannu ot 15.06.2009 Ne 477 «O6
YTBEPKACHUU MTPaBUIT JEIONPOU3BOCTBa B DeiepaiabHbIX OpraHax UCIOJIHUTEIbHON BIACTH.

10. [Ipuka3z MunkynbTypel Poccum 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. HauronansHbIi
crangapt Poccuiickoit denepannu. Cucrtema cTaHAapTOB MO MHPOpPMALUHU, OUOINOTEYHOMY U
u3zaTeNbckoMy neny. OpraHu3zallMOHHO-paclopsiiuTedbHas JOKyMeHTauus. TpeOoBaHHs K
O0(OPMIICHHIO TOKYMEHTOBY.

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. Obmepoccuiickuit kinaccupukarop crenuanbHocTeld mo obpazoBanuo OK 009-93.M.:
I'occrannapt Poccun, 1995 (OKCO).

15. Obmepoccuiickuit kinaccudukarop naopmanuu o Hacenenuu (OKMH).

6. CpeacrBa obecnedyeHUs1 0CBOEHHS
y4eOHOM TUCUMILINHBI

B yueGHOM mpouiecce npu peanuzanuu yueOHON AUCUUILTUHBI «OpraHu3anus padoThl C
KaJIpPOBBIMH JIOKYMEHTaMHM» UCIIONB3YIOTCS CIACAYIOIINE PECYPCHI:

Hugpopmayuonnvie
MexHOo102uU

Hepeueub nRpPOCPpAMMHOZO obecneuenus u um[)opmauuounbtx
CRnpasouUnbvIX cCucmem

OducHblii akeT 11

Microsoft Office Professional

paboTHI ¢ LibreOffice

JOKYMEHTaMHU

WNudopmannonHo- CrnpaBouHo-nipaBoBas cucreMa "Koncynbrant [lnroc"
crpaBo4Hble cMcTeMBbI | CripaBouHO-TIpaBoBas cucreMa "['apant”

ONEeKTPOHHO- OBbC «YHuBepcuteTckast OMOIMOTEKa OHJIAHH
OnOIMOTEUHBIE Hayunas snekrponnast 6ubaunorexa (Www.e-library.ru)
CUCTCMBI HarmonanwsHhas anekrponnas 6ubnuoreka (https://H36.pd)

DNEeKTPOHHAs MTOYTa

DJeKTpoHHAs 1mouTa B jomMeHe Krags.ru

CpenctBa s
OpTaHu3aIH
BEOMHAPOB,
TEJIEMOCTOB U
KOH(epeHImn

CepBI/ICLI BeO- U BI/I,[[GOKOH(I)epeHI_ICBfBPI, B TOM 4YHUCJIC
BigBlueButton,

COHpOBO)KJIeHHe OCBOCHUS OTUCHUITIINHBI O6y‘IaIOHII/IMC$[ BO3MOXXHO C HUCIOJIbB30BAHUECM
ANIEKTPOHHOU WH(pOpMaImoHHo-00pa3oBaTenbHO cpenapl 'OY BO KPAI'CuY, B ToM umcie

obpasoBatensHOro moptana Ha ocHoBe Moodle (https://moodle.krags.ru).
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7. MaTepnaibHO-TeXHH4YECKOe o0ecrevyeHue
0CBOEHMS Y4eOHOM M CIUTINHbBI

[Ipn mnpoBeaenuun y4eOHBIX 3aHATHH 1o gucHumuinHe «OpraHuzanus paboTel ¢
KaJpOBBIMH JTOKYMEHTaMH» 3aJIeliCTBOBaHAa MaTepHajbHO-TexHHuUeckas 6Oaza ['OY BO
KPAI'CuY, B coctaB KOTOpOW BXOISAT CICAYIOIIUME CPEJACTBA M PECYpPChl MJIA OpraHU3alUU
CaMOCTOSITENIbHOW U COBMECTHOM pabOThI 00YUYaIOLINXCS C MPETo1aBaTeNeM:

— CHelUalibHble TOMEUICHMs MJs pealu3alyy JaHHOW TUCIHUIUIMHBL TMPEACTaBISIOT
coOoi ydeOHBbIE ayaUTOPHHM JJsl MPOBEACHUS 3aHATUH JICKIHMOHHOTO THWIA, 3aHATHHA
CEMHUHAPCKOT0 THIIA, TPYNIOBBIX W HHAWBUIYaJbHBIX KOHCYJbTAI[Mi, TEKYIIErOo KOHTPOIS U
IPOMEXYTOYHOW aTTEeCTallud, a TaKXKe IOMEIICHUS ISl CaMOCTOATENbHOH paboThl U
MOMEILEHUS Il XpaHEHUS U MPOPHIAKTUYECKOTO OOCIYKHMBAaHUA y4yeOHOro oO0OpyHOBaHUS.
CrienuanpHble TOMENICHUS YKOMIUIEKTOBAHBI CIICIUATU3UPOBAHHON MEOENbI0 M TEXHUYECKUMHU
cpeacTBaMu OOydeHHUs, CIyKallUMU JUId TpeACTaBleHUs y4dyeOHOW uH(popManuu OOJbIION
ayJIUTOPUH.

Jis  mpoBeneHuss — 3aHATUH  JIGKIMOHHOTO  TWUIMA  MpeajaraloTcs  HaOopbl
JEMOHCTPAIIMOHHOTO O0OpYyIOBaHWS U y4eOHO-HATMSAHBIX MOCOoOMi, oOecnednBaroIme
TEMaTHUYECKHE UILTIOCTPAINY;

— TIOMEIIEHHUE ISl CaMOCTOSITETIbHON PabOThl OOYYAIOMIMXCSI OCHAIIEHO KOMITBIOTEPHOMN
TEXHUKOW C BO3MOXKHOCTBIO MOAKIIOUEHUs K ceTu «MHTepHeT» M obecrneueHueM JOoCTyma B
AIIEKTPOHHYIO HHPOPMALMOHHO-00pa30BaTEIBHYIO Cpely OpraHU3allny;

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

— Oubnuoreka  AKaJeMuHW, KHIDKHBIM  (OHA  KOTOPOHM  COJEPXKHUT  HAy4dHO-

HCCJIEIOBATENbCKYIO JIUTEPATyPy, HAyUHBIC KYPHAIbI U TPY/Abl HAYYHBIX KOH(EPEHIINI, a TaKKe
YUTAIBLHBIN 3471,

— cepBepHOE 000pyI0BaHUE, BKIIOYAOIIEe, B TOM YHCIIE, HECKOJIBKO cepBepoB cepun IBM
System X, a Take BUpTyaJbHBIE cepBepa, pabOTaIOUIME IO YIpPaBIEHHUEM OIEPAMOHHBIX
cuctem Calculate Linux, BxirouenHo# B Peectp Poccutiickoro 10, u Microsoft Windows Server
U CIYXAIUMHU JJIs pa3MEeLIeHUs Pa3IMUHbIX CEPBUCOB U CIY»K0, B TOM 4YHUCIIE ISl 00ecTIeUeHHs
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 cermenrta cetu Wi-Fi B momenieHusax AkaiemMun;

— UHTEPaKTUBHbIE HHPOPMALIMOHHbIE KUOCKH «H(OY;

— NpOrpaMMHBIE U allapaTHbIe CPEJCTBA Ul IPOBEIEHUS BUICOKOH(EPEHIICBS3H.

Kpome Ttoro, B o0Opa3oBaTellbHOM Mpolecce OO0YYarOIIMMUCS IIMPOKO HCHOJB3YIOTCS
CJIEIYIOIINE AJIEKTPOHHBIE PECYPCHI:

— cuctema Internet (ckopocTh moakIOUeHuss — 5 MOuT/cex);
—  caiiT www.Krags.ru;
— OecnpoBonHas ceTb Wi-Fi (B OTKpBITOM J0CTYyTIE).

KonkperHble momemnieHus Ui opraHuzanuu o0ydeHus no aucuuiuimHe «OpraHuzanus
paboThl ¢ KaapOBBIMU JOKYMEHTaMH» MpeacTaBieHsl B CIpaBke 0 MaTepHalbHO-TEXHUYECKOM
oOecrieyeHHH 0Opa3oBaTeNbHOW TMPOrpaMMbl MO  HampaBjieHuto noarotoBku 38.03.04
['ocymapcTBeHHOE M MYHUIIMNAIBHOE YIpaBieHHE, CHOPMUPOBAHHONH B COOTBETCTBHHM C
pacnucaHieM y4eOHBIX 3aHATUN U MMPOMEKYTOYHOM aTTeCTallUuU U nacrnopramu kabuxnetos ['OY
BO KPAI'CnY.
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