[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0

NHbopmaums o Bnagenbue:

HO: Uitparikosa Anuka B”KTOPOB”MH%TechBo KyIeTypel Poceniickoii deneparun

[lomkHOCTb: 3aB. Kageapoit MHOOPMALMOHHO-OMBANOTEYHON LesiTe bHOCgA

nokymertosenenviPEIEPATIBHOE TOCY IAPCTBEHHOE OFOKETHGE 00pa30BATENLHOE YUPEKIEHHE
[ata nognucanus: 12.09.2022 14:23:41 BBICIIIETO 06pagoBaH1/I;1

YHUKaNbHbI NPOrpaMMHbIjj : 4 <
9520380597 465402 32 TS CHOMAPCKHM I;‘QZCT?;{[FA“}:)C ?BEHHHH HHCTUTYT
oAV »

NudopmarimonHo-61MOIMOTeUHbIN (HAKYIBTET
Kadenpa nokymeHTOBEICHHS ¥ POSKTHOM ACSITEIHPHOCTH

YTBEPXIAIO
3aB. xadenpoii
JOKYMEHTOBEICHUS
Y IIPOEKTHOMU
NEesTeIbHOCTH

EB . PIOMHIHHa — L
22.08.2022

PABOYAS IPOTPAMMA
YYEBHOM JUCIHUATIIMHBI (MOIYJIS)

b1.0.19 HopmaTuBHOE U MHCTPYKTUBHOE 00ecnieyeHne padoThl ¢ IOKYMEHTAMH B
OpraHu3auuu
Hamnpasnenue nonroroBku 46.03.02 — JlokymeHTOBeIeHUE M apXUBOBeIeHUE
[Tpodwmne moaroroBku IludpoBasi AeATENbHOCTh B JOKYMEHTOBEJIEHUH H

APXUBOBCACHUHU

KBamudukanus (cTerneHs) BHITyCKHUKA - DaKajaaBp
dopma oOydeHuUs - 3a04UHas

Kpacnogap 2022



PaGouass mporpamma mpegHa3HaueHA JJI  TPENOAAaBaHUS  JAUCIUILUIMHBI
oOyyaronumcst B OakajgaBpuaTe 3a04HOM (hOpMbl OOyUEHHMS IO HAIIPABJICHHUIO MOATOTOBKU
(cnennanbHocTH) 46.03.02 «lokyMeHTOBEICHUE U apXUBOBEICHUE» B /-8 ceMecTpax.

PabGouass mporpamma y4eOHOW JUCHUIUIMHBI pa3paboTaHa B COOTBETCTBUU C
tpeboBanusamMu ®I'OC BO mno HampasieHHto MoArotoBku (cneyuanvrocmu) 46.03.02 —
JIOKyMEHTOBE/ICHE W AapXWBOBEJICHHUE, YTBEPKIECHHBIM MpUKa30oM MHHHUCTEpCTBA
oOpazoBanust u Hayku Poccuiickoit ®eneparuu ot 29 okta0ps 2020r. Nel343, u
OCHOBHOM 00pa30BaTEIbHON MPOTPAMMON.

PeunenseHrni:
JIOKTOp TIearorudaeckux Hayk, mpodeccop Kadeapbl H.JI. TomyGeBa
O6ubIMOTeYHO-0MOIHOrpadUIECcKOil N1eATeTbHOCTH

HavanpHuK OTI€na MPaBOBOM, OPraHU3AlMOHHON U T.A.KynukoBa
KaJpoBoi paboThl JlemaprameHTa oOpa3oBaHUSs
AJIMUHHCTpauu MYHUIUIAIBHOTO

oOpasoBanus r.KpacHomap, KaH1.1ea.HayK

CocraBuTEIb:
MenbaukoBa A.B., KaHaumar TeJarorMyecKux — HayK, JOIEHT Kadeapbl
JOKYMEHTOBEAECHUS U TPOEKTHOM AEATEIBbHOCTH

PabGouas mporpamma ydeOHOW  MHCIMIUIMHBI PAacCMOTpEHAa M YTBEpXKIEHA Ha
3acemaHnu Kadeapsl JOKYMEHTOBEICHHS M MPOCKTHOM aesTenbHOCTH 22 aBrycTta 2022r.,
rpoTokos Ne 11,

PabGouass mporpamMma ydeOHOW AMCIMIUIMHBI — OJOOpEHa U PEKOMEHJOBaHA K
UCIIOJIb30BAaHUIO B ydeOHOM mporecce YueOHo-metoauueckum coBetom PI'BOY BO
«KT'MK» 29 aBrycra 2022r., mpotokon Ne 8.

© A.B. Menbnukona, 2022
© ®I'BOY BO «KI'MK», 2022



Conep:xkanue

1. Henu u 3aau OCBOEHUS JUCIUTUIMHBI
2. Mecto muciumunel B cTpykrype OITOITI BO
3. TpeGoBanus K pe3yJibTaTaM OCBOCHUS COJIePKaHUS JUCIIUILIAHBI
4. CTpyKTypa ¥ COIEPKAHUE U TUCIIUTUINHBI
4.1. CtpykTypa JUCHUILIUHBI:

4.2. TemaT4eCcKUil MJIaH OCBOCHUS JUCUHUILIAHBI 110 BUJIaM Y4eOHOM
JEeATENBbHOCTH U BUJIBI CAMOCTOSITEIBHON (BHEAYJUTOPHOI) pabOThI

5. O0Opa3oBaTenbHbIE TEXHOJIOTUU

6. OneHouHble CpencTBa A TEKYLIETO KOHTPOJISL YCIEBAEMOCTH H
ITPOMEKYTOYHOM aTTECTALNU:

6.1. KoHTpOoJIb OCBOCHUS TUCIUILIUHBI
6.2. OLleHOYHBIE CPEACTBA

7. YuebHOo-MeToau4ecKkoe M WHGOPMAIIMOHHO O0ECTeUEeHHUE TUCIUILTAHBI
(Mofty1is)

7.1. OcHOBHas TUTEpaTypa
7.2. JlonoJIHUTEIbHAS JTUTEPATypa
7.3. Ilepuoauyeckue U3aHus
7.4. IHTEpHET-pECYPCHI
7.5. Metoguyeckue yka3aHusl 1 MaTepHUalIbl 10 BUJAM 3aHITHI
7.6. IIporpamMmmHOE obOecrieueHne
8. MaTepuanbHO-TEXHUUYECKOE 00ecTIeueHrne JUCIUIUIMHBI (MOTYJIS)

9. lononHeHus1 U UBMEHEHUs K paboyeil mporpaMMe yueOHOM AMCLMIIUHBI
(Momyis)



1. HEJIM 1 3AJAYN OCBOEHUSA JUCHUIIJIMHBI

Hean ocBoenus  guciuiuinesl  (Moxyisi)  HopmaTuBHO-mpaBoBasi U
HOPMATHBHO-METOAMYECKasl JOKYMEHTALMS B KAJAPOBOil 1eITeJIbHOCTH

— JaTh CTyJACHTaM CHUCTEMHOE TMpEJCTaBICHUE O CKIAJbIBAHUM U Pa3BUTUHU
HOPMATHUBHO-TIPAaBOBOM M HOPMATHUBHO-METOJUYECKON KaapOBOW JOKYMEHTAIlMM B B
00JIaCTU KaJpOBOM JESITEIBHOCTH KaK HEOThEMJIEMOM 4YacTu Mpolecca YNpaBleHUs
MIEPCOHAJIOM.

3agavyu: Hay4YUTh CTYJACHTOB CJEAUTh 3a CUCTEMOW HOPMATUBHO-IIPABOBOM U
HOPMATHUBHO-METOJIMUECKON JOKYMEHTAIlUU B KaJApOBOWU AESATEIHLHOCTH, 32 BHOCUMBIMU
W3MEHEHUSIMU U JOTOJTHEHUSIMHU, YTOOBI TPAMOTHO COCTaBJIATh U OOPMIIATH TOKYMEHTHI
10 YIIPABJIEHUIO IEPCOHAIIOM.

2. MECTO JUCHUIIVIMHBI B CTPYKTYPE OITIOII BO
JlucuMiiauHa YuTaeTcs B IMKIJIE 0a30BBIX IUCUUILIMH.

HByLIGHI/Ie JAUCTUITIINHBI
AUCHUITIINH y‘-I€6HOI‘O IJ1aHa:

oOecneyeHus YIIPABJIICHUA, «I[OKYMGHTOBGI[GHI/IC».
MGTOI[BI IIPOBCACHUA 3aHSITUM: JICKOWH, CCMHUHAPLI, ITPAKTUKYMBI, na6opaT0pHLIe

paboTHI.

6&3preTCSI Ha 3HAHHHU CTyIACHTAaMH
«OpI‘aHI/II’)aL{I/I}I N TCXHOJIOTHA AJOKYMCHTAIIMOHHOI'O

CJICTYIOIIINX

3. INTAHUPYEMBIE PE3YJIBTATBI OBYYEHUSA 11O JUCHUIIJIMHE,

COOTHECEHHBIE C

YCTAHOBJIEHHBIMHUB

OBPA3OBATEJBHOM

MNPOI'PAMME UHIAUKATOPAMMU JOCTUKEHUS KOMIIETEHIIUNA.

Komnerenmus 3HaeT Ymeer Bnaneer
IIK-1 CocraBieHue U | OCHOBBI BBITIOJIHATH METOJaMU
oopmieHue 3akoHonarenscTBa PO, | onepauun 10 | OpraHu3aluu
YIpaBIEHYECKOI peryJMpyromue o0paboTke XpaHEHUs,
JOKYMEHTAIUHY,; OpraHu3alnio JIOKYMEHTOB Ha | IPOBEJICHUS
ITK-2 Opranuzanus | XpaHeHUs: JOKYMEHTOB | CTaJuu UX | DKCIEPTU3bI
paboThl C IOKYMEHTaMU B | [0 JINYHOMY COCTaBY B | XpaHCHUS; EHHOCTH
YCIOBUSX TPAAUIMOHHOTO | apXUBaX; npaBuWia | OPraHU30BHIBAThH JIOKYMEHTOB,
u AJIEKTPOHHOTO | CUCTEMAaTU3aIu1 U | TEKyIllee XpaHEHUE | OMUCAHUS U
JTIOKYMEHTO000pOTa; XpaHEeHUs JOKYMEHTOB | IOKYMEHTOB 0 | UCTIOJIb30BAHU

0 JIMYHOMY COCTaBY; | IUMHOMY COCTaBY U | o

cuctemy apxuBoB P® | uX moArOTOBKY MJisl | TOKYMEHTOB,

u OCHOBHBIE | IEpeauun Ha | coaepKammx

TEHJICHIIMK B UX | QpXHUBHOE MEePCOHATBHBI

pa3BUTHUHM, OCHOBHBIE | XpAHEHUE; € JIaHHBIE.

HaIlpaBJICHUS UX | pa3pabaThiBaTh

paboThl U cnenuuKy, | HOpMaTUBHbBIC

METOJUKY XPaHEHUS U | IPABOBBIC

WCIIOJIb30BaHUs JIOKaJIbHbIE  aKTBhl,




AOKYMCHTOB B HCO6XOI[I/IMI>IC B
dpXuBax OpI‘aHI/ISaHI/Iﬁ JACATCIBbHOCTH
)41 roCyaapCTBCHHBIX | OpraHU3allun

apXuBax; MOPSA0K | (TI0JIOKEHHE 00
J0CTyTa K | apXuBe
JTOKYMEHTaM 10 | OpraHM3AIHH,
JUYHOMY COCTaBy B | IIOJIO)KCHHE 00

apXyWBe OpraHu3alM | SKCIEPTHOU
U B TOCYIapCTBEHHOM, | KOMUCCUU
MYHULUTIIATbHOM OpraHH3aLMH).
apXuBe.

B PE3YIIbTATC OCBOCHUA NUCHUIIIINHBI o6yqa}0mﬂec;1 JOJIDKHBI.

3nameo.

- OCHOBBI 3akoHoAaTenbcTBa P®, perynupyroine OpraHu3aiulo KaJIpoBOM
JEATEILHOCTHA U IPOLIECCHI YIIPABIICHUS ITEPCOHAIOM;

- CHCTeMYy HOPMAaTHUBHO-METOJIWYECKUX JOKYMEHTOB, pErJIaMEHTHPYIOIINX
OpraHU3alUI0 KaJIpOBOM AESATEILHOCTH U MPOIIECCHI YIIPABICHUS IEPCOHATIOM.

Ymems:

- BBIMIOJIHATH OMNEpalMM IO TOUCKY HEOOXOIUMBIX  HOPMATHBHO-TIPABOBBIX U
HOPMAaTHUBHO-METOJIMUECKUX JTOKYMEHTOB;

- MPUMEHSATh HOPMATUBHO-TIPABOBLIE M HOPMATUBHO-METOJUYECKHE JTOKYMEHTHI B
MpaKTUKe padOoThI;

- pa3pabaTbiBaTh HOPMATHUBHBIC IPABOBBIC JIOKAJbHBIE AaKThl, HEOOXOJMMBIC B
NEATeIbHOCTH OpraHu3anuu (MoJIoKeHHe o0 apXWBE OpraHU3alMH, II0JOKEHHE 00
AKCIIEPTHOM KOMUCCHH OpraHU3aIuN ).

Bnaoemu:

-METOJIaMH  OpTraHW3alluM  XpaHEHMS, TMPOBEJACHUS OKCIEPTU3bl 1IEHHOCTHU
JIOKYMEHTOB, ONHUCAHUS M HCMOJIb30BaHUS JOKYMEHTOB, COJIEpKallluX IEePCOHAIbHBIE
JTaHHEBIE.

4. CTPYKTYPA U COAEP KAHUE JTUCHUIIJIMHBI

4.1. CTpyKTYypa QM CUMILINHBI

OO11ast TPYA0EMKOCTb AMCIHUILUIAHBI COCTaBIsIeT 3 3aueTHbIX eaunull (132 yaca).

Bunsl yueOHoM paboThI, DOopMBI TEKYILLIETO
% = § BKJTFOYAst KOHTPOJISI
No S g Q| caMoCTOATENbHYIO paboTy yCIIEBAEMOCTH (710
/1 3 T 3 CTYJICHTOB Heodenam cemecmpa)
Paszzen ° | u TpymoeMKocTh (B acax) dopma
J1 | m3| m3| cp IIPOMEKYTOUHON




JUCLIUILIHHEI

aTTeCTaIuu (1o
cemecmpam)

MPaBOBOI1

KaJIpOBYIO

Pasnenr 1. Cucrema | 7 6 6
1 HOPMAaTHUBHO-

JIOKYMEHTAIWH,
perJaMeHTHpYoIIen

JACATCIIbHOCTD

114

KaJIpOBYIO

2. Pazmen 2. Cucrema | 8 6 6 18
HOPMAaTHUBHO-
METOIUYCCKOM
JIOKYMEHTAIlUH,
periaMeHTHPYIOIIEH

JACATCIIBHOCTD

OK3aMeH

Hroro

12 12 132

4.2. TemarHueckHidi IIIaH OCBOCHHSA JHCIHUILINHBI

AeSITeJIbHOCTH M BUABI CAMOCTOSATEIbHON (BHEAYAMTOPHOI) padoThI

(Ilpeocmasnsemcs

memamu4eckuil.  naau

0CB60€HUA OMCI/;Z/H’ZJZZ/[Hbl no

Mo BHAAM Y4eOHOH

suoam  yuebHou
OdesimenbHOCMU  (TeKYul, NpaKmuyecKue 3ansamus (CeMuHapul), UHOUBUOYATbHbIE 3AHAMUSA, KYPCOBAsL
paboma, camocmosmenvHoe usydenue pazoenos (mem) OUCYUNIUHDL).

HaumenoBanue Coaep:xanue yueOHOro MaTepuaJa ®opmu-
pa3aesioB U TeM (TeMBI, NEpeYeHb PACKPBIBAEMbIX BOIIPOCOB): O0bem | pyembie
JIEKLIMH, MPAKTHYECKHe 3aHATHS (CEeMUHAPBbI), yacoB/ | Komme-
UHIUBHAYAJTbHbIE 3aHATHS, CAMOCTOSAITEIbHAsA padoTa 3.e. TeHUHH
o0yyalomuxcs, KypcoBasi padora (1o Teme)
1 2 3 4
7 ceMecTp
Paspean 1.
Tema 1.1. Jleknmun: OcoGennoctu TpymoBoro 3akoHoaarenbcTBa PO, 1IK-1
Kanposoe BIIUSIOLIME HA OPTraHU3aLMI0 KaJpOBOH I€ATEIbHOCTH 4 1IK-2
JIeJIONPOU3BOICTBO,
€ro IIpakTHyeckue 3aHATUS (CEeMUHAPHI): 4
3aKOHOJATEIILHOE Anamus crareii TK PO
peryanupoBanue. CamocTosTenpHas padbora
UreHue U aHAIM3 TEKCTOB 3aKOHOB, PETIAMEHTHUPYIOMINX 60
KaJIpOBOE JIEJONPOU3BOICTBO
Tema 1.2. Jlexiyu: @3 «O nepcoHaNbHBIX JaHHBIX» U €ro TpeOOBaHUs IIK-1
®enepanbHble K OpraHusauuu paboThl € JTOKYMEHTaMH, COJIEepKalluMHU 2 11IK-2
3aKOHBI, NIEPCOHAJIbHBIE IaHHBIE
perniaMeHTHpyromue | [paktudeckue 3aHsATUS (CEeMUHAPDI) 4
KaJIpOBYIO AHaIu3 JOKYMEHTOB, COJIEPKALINX IEPCOHAJIBHBIE TaHHBIE




JesITeNIbHOCTD CamocTtodarenbHas pabora
[TonGop 00pa3IoB TOKYMEHTOB, COJAEPIKAIIUX 54
. MEPCOHAIbHBIE IaHHBIE
8 cemecTp Paznen 2.
Tema 2.1 Jlexkuuu: CucreMa HOPMATUBHO-METOUYECKUX 1IK-1
Cucrema JIOKYMEHTOB, periiaMeHTUPYIOIINX 0POPMIIEHUE KaJIPOBBIX 2 1IK-2
HOPMAaTUBHO- JIOKYMEHTOB
METOINYECKOM [TpakTryeckue 3aHITHs (CEMUHAPBI):
JOKYMEHTAIUH B
KaJIpOBOM CamocTtosTenpHas padora 6
JICIIONPOU3BOJICTBE
Tema 2.2. Jlekuuu: TpynoBble KHMKKHU M IPaBUJIA UX BEJICHUS. 2 1IK-1
Hucrpykuust 1o [IpaKTUYeCKKE 3aHATUS (CEMUHAPBI) 5 1IK-2
BEJICHUIO TPYIOBLIX | AHanu3 HHCTPYKLUU 1O 3aII0JIHEHUIO TPYJOBON KHUKKU
KHIDKCK, BRITIOas1 CamocrosTenbHas padora
1IEPEXOA Ha AHanu3 cTatedl 1o TeMe 3aHATUs
ANEKTPOHHbBIE
TPYJIOBBIX KHUKKH. 6
Tema 2.3 Jlekiuu: PazpaboTka 10KaIbHBIX HOPMATHBHBIX aKTOB B 9 1IK-1
KaJIPOBOM JIEJIONPOU3BOJICTBE. 1IK-2
IIpakTHueckue 3auaTsa (CEMUHAPEI) 4
Pa3paboTka JOMKHOCTHBIX HHCTPYKIIHIMA
CamocTrodrenbHas pabora
AHanu3 JOKaJbHBIX HOPMATUBHBIX aKTOB, BBICTABIISIEMBIX 5
OpraHu3aMAMHU Ha OUIMAEHBIX caifTax
®dopma UTOrOBOTO OK3aMeH
KOHTPOJIS
BCEI'O: |132

5. OBPA3OBATEJIBHBIE TEXHOJIOI'NMA

[Ipy OCBOEGHMM JUCUUIUIMHBI HKCIHOJNB3YIOTCA CIEAYIOIIUE COYETAHHS BUIOB
y4eOHOM paboThl ¢ MeToJaMHu U (opMaMu aKTUBU3AIMHU TO3HABATEIIHLHOW JEATEIbHOCTU
O0akanaBpoB I JOCTHXKEHMsS]  3allJTAHUPOBAHHBIX  PE3yJbTaTOB  OOy4YeHUs U
(bopMHUpPOBaHUS KOMIIETEHITHIA:

1. MudopmanmoHHO-pa3BUBAIOIIME TEXHOJOTMH. M3ydeHue TeopeTHYecKoro
Marepuaia Ha  JIEKUHMSIX C  HMCIHOJb30BAaHUEM  KOMIBIOTEPHBIX  TEXHOJIOTHIA.
CaMocTosATebHOE M3yUYEHHE CIIEHUATbHON Yy4eOHOM M HAy4HOW JHMTEpaTyphbl, BKIHOYAs
AJIEKTPOHHBIE CPECTBA HH(POPMAIIIH.

2. PazBuBaronue  mpoOJIEMHO-OpPUEHTHPOBaHHBIE  TexHojoruu. Pabora Ha
NPAKTUUECKUX 3aHATHSIX C AaKTUBU3ALMEH MBICIUTEIbHON aKTHUBHOCTH, CIHOCOOHOCTH
BUJIETh MPoOJIeMy M BBIOMpATh CIOCOOBI ee pasperieHus (oOmas AUCKyccus, pabora B
KOMAaH/I€ ¥ UHAUBUAYaJIbHAs JEATEIbHOCT).




3. JINYHOCTHO-OpUEHTUPOBAHHBIE  TEXHOJOTHU  OOydYeHUs.  YYeT  ypOBHA
CIIOCOOHOCTEM oO0ydaeMblX M CO3JaHUE YCIOBUW [JIsi PA3BUTUS HMHIAMBHUAYaTbHBIX
CIIOCOOHOCTEN. DTO JOCTUraeTcs MyTeM Mo100pa WHAUBUYAIbHBIX 3aJjaHUN U OOIICHUS
IpenojaBatess co CTyAeHTaMu B (hopMe MHAUBUAYATbHBIX KOHCYJIbTAIIHMM.

Jns sddextuBHOrO (GopMUpoBaHUS 3aIUIAHUPOBAHHBIX KOMIETEHIMN CTYJACHTOB
UCIIOJIb3YIOTCS CIEAYIOIINE COYETaHHUsI BUIOB yueOHOI paboThl ¢ MeTojaMu U (popMaMu
aKTUBHU3aLMU 00pPa30BaATEIIbHOMN ACSITEIbHOCTH:

JIns ToCcTHXKEHUs TOCTABJIEHHBIX LEJIed NPEenoAaBaHus TUCHUTILUINHBI PEATU3YIOTCA
CJIETYIOLIUE CPEACTBA, CIIOCOOBI M OPraHU3ALMOHHBIE MEPOIPUATHS
— HW3yYECHUE TEOPETUYECKOr0 MaTepualia JUCHMIUIMHBI Ha JICKIUSIX C HCIOJb30BAHUEM
KOMITBIOTEPHBIX TEXHOJIOTHU;
— CaMOCTOSITEIbHOE  M3YYEHHE  TEOPETUYECKOro  Marepuaja  JUCHUIUIMHBL  C
ucrnoJyib3oBanueM Internet-pecypcos, HHGpOpMalMOHHBIX 0a3, METOAMYECKUX Pa3padOToOK,
crielajibHOM y4eOHOM U HAayYHOU JIUTEepaTyphl;
— 3aKpeIUIeHuE TEOPETUYECKOro Marepuaia IMpu MPOBEACHUHM MPAKTHUYECKUX PpadoT ¢
WCIOJB30BaHUEM Y4e€OHOr0 W HAy4YHOro OOOpYJOBaHUS W NPUOOPOB, BBIMOJHEHUS
po0JIEeMHO-OPUEHTUPOBAHHBIX, TOMCKOBBIX, TBOPUYECKUX 3aTaHUM.

6 OLEHOYHBIE CPEJICTBA A1 TEKYHIEI'O  KOHTPOJIA
YCIIEBAEMOCTH U ITPOMEKYTOYHOU ATTECTALIMHU

6.1. KoHTpoJib 0OCBOCHUS JUCUUIIJINHbBI

KoHTponps ocBOEHUS TUCHMIUIMHBI IPOU3BOAUTCS B COOTBETCTBUU ¢ [lonoxxeHueM o
IPOBEICHUU TEKYILIEr0 KOHTPOJISI YCIEBAEMOCTH M IIPOMEXKYTOYHOW aTTeCTaluu
ctynentoB ®I'bOY BO «KpacHomapckuil rocyaapCTBEHHbI HHCTUTYT KYJIbTYPbD».
[IporpaMmoil AUCHUIIMHBI B LENSIX MPOBEPKHM IPOYHOCTH YCBOCHHS Marepuala
MpeayCMaTpUBaeTCs MPOBEACHUE PA3IUYHBIX (HOPM KOHTPOJIS.

Texywuu KoHmponb YCIEBAEMOCTH CTYAEHTOB MO JUCLUMIUIMHE TPOU3BOAUTCS B
cieayrmmx gpopmax:

- npoOjeMHas CUTyallUOHHAas 3ajada, Mpejjaraemas CTyJAeHTaM Ha JIeKIUH,
OPUEHTUPOBAHHAS HA YPOBEHb ayIUTOPUH;

- BONPOCHI K MPAKTUYECKUM 3aHATHUSIM, MPOBEPSIONINE 3HAHUE TEOPETUUECKOTO
MaTepuana;

- KOHTPOJIbHBIE 3aJJaHHs, KEMChI, TPOBEPAIOIINE CTEIICHb YCBOCHUSI TEOPETUUECKHUX
Y MPAKTUYECKUX 3HAHUN Ha PENPOAYKTUBHOM U MPOAYKTUBHOM YPOBHE;

- TECTOBBIC 33JlaHWs HA 3a4eT IO BCEM pas3fejaM JAUCLUIUIMHBL, B TOM YHUCIE
W3YYEHHBIM CAMOCTOSTEIIBHO.

PazpaboTanHbie KOHTPOJIMPYIONIME MaTepUaibl TO3BOJISIIOT OIECHUTHh CTENEHBb
YCBOCHUSI TEOPETUUECKUX M MPAKTUUECKUX 3HAHUH, MPUOOPETEHHBIC YMEHHUS U BJIaJICHUE
OTBITOM Ha PENPOAYKTUBHOM YPOBHE, KOTHUTUBHBIE YMEHHUS HAa IPOJIYKTUBHOM YPOBHE U
CIOCOOCTBYIOT (DOPMHUPOBAHUIO OOIICKYJIBTYPHBIX M OXKUJAEMBIX MPOPECCUOHATBHBIX
KOMITETEHIUU CTYJAEHTOB.

Pyb6eoicuviii konmpons TpeaycMaTpUBAaET OLICGHKY 3HAaHWM, YMEHUH W HaBBIKOB
CTYAEHTOB IO MPONAECHHOMY MAaTe€pUaay IO JAHHOW IUCIMIUIMHE HA OCHOBE TEKYIIUX



OIICHOK, TIOJTyYCHHBIX MU Ha 3aHATHUAX 32 BCe BHIBI paboT. B xoxe pyOeXxHOT0 KOHTPOJIS
MCTIONB3YIOTCS CIIEAYIOIINE METOIBI OIICHKU 3HAHUI:

- YCTHBIC OTBETHI, NHCbMEHHBIE paboThl (pedepaThl, KOHTPOJBHBIC), OIICHKA
BBIMIOJTHCHUST CaMOCTOSATEIBHOH pabOThl CTYOEHTOB: paboTa C TEPBOMCTOYHHKAMH,
pedeparuBHas.

IIpomedsicymounulii KOHmMpoObL TIO Pe3yabTaTaM ceMecTpa MO0 TUCIUILINHE TIPOXOIUT B
dbopme 3auéra.

6.2. OueHounbie cpeacTBa
O3HAKOMUBIIUCH C TEMATUYECKUM IUIAHOM HM3YUYEHHs IHCLUILIMHBI, 00ydarolmuecs

00s3aHbl NPUCTYNUTh K MOJ0OPY MCTOYHUKOB M JIMTEpaTyphl. PekomeHayercs cHadana
M3y4yaTh UCTOYHHKH, a 3aT€M OOIIME NOCOOUS MO KaIPOBOMY JEJIONPOU3BOJACTBY U CTAThU
10 OT/IE€JbHBIM KaJPOBBIM JIEHCTBUSIM.

3amaHus A CaMOCTOSITENIbHOW paOOThl JaHbl B pa3fielie, MOCBSILEHHOM TEMaTHKe
CeMUHApCKux 3aHATUd. lIpemogaBarens Ha 3aHATUAX MPOBOAWUT YCTHBIM ONPOC U
MIPOBEPKY MPEACTABICHHBIX JOKYMEHTOB.

[To uroram wW3ydeHHs TUCHUILUIUHBI HEoOxoaumo odopMuth pedepar, CTpyKTypa
KOTOPOTO BKJIIOYAET 3JEMEHTBI: TUTYJIbHBIA JIMCT, COJAEpNKAHUE, BBEIACHUE, OCHOBHAs
4acTh, 3aKJIIOYEHHE, CIHUCOK MCTOYHUKOB U JuTeparypbl. CchUikM B pedepare He
00si3aTeNbHbl, HO BCE OCTaJbHbIE CTPYKTYPHBIE 4YacTH JOJDKHBI COOTBETCTBOBAThH
NpeIbsABISIEMbIM K MUCbMEHHBIM paboTam TpebOoBaHusM. O6beM pedepara ot 10 mo 15
CTPAHMII.

[Io wrToraM wu3y4yeHUs AUCHUIUIMHBI OOYyYarOUIMMHUCS JIOJDKEH OBITh O(OpMIIeH
WHCTPYKTUBHO-METOJIMYECKUA JTOKYMEHT B BHAe WMHCTpyKUMH 1O KaJpOBOMY
JEJNONPOU3BOACTBY JJIA KOHKpeTHOoW opranuzauuu. IIpoekt odopmisercs B
COOTBETCTBUM C TpeOOBAHUSIMHU 3aKOHOJATEIbHBIX, HOPMATUBHO-TIPABOBBIX AaKTOB U
OpraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB NPEANPUATHS, PYKOBOJICTBYSCH MOJyYEHHBIMU
Ha 3aHATUAX 3HAHUSAMU.

HroroBas oOLEHKAa 3HAaHUU BBICTABISAETCS C YYETOM YCTHBIX  OTBETOB,
IPEJICTABICHHBIX MPOEKTOB JOKYMEHTOB, MO pe3ysibTaTaM paboThl Ha CEMHHApCKHUX
3aHATHUSX, IpoeKTa MHCTpyKIMM MO KaipoBOMY JEJIONPOU3BOACTBY U pedepara.

6.2.1. [Ipumepsbl TECTOBBIX 3aaHui (CUTYyaIUIi)
TecTsI 17151 CaMOTIOATOTOBKH

1.OcHoBHBIE TpeOOBaHUA K 0OPMIICHUIO KaJPOBOM JOKYMEHTAIIMU B OpraHU3aIuu
PEAbIBICHBI.
1) TpynoBsim Kogekcom PO
2) YcTaBoM opraHuzaiuu
3)H I Caoy
4) UHcTpyKuuMe no KaaApoBOMY JI€I0NPOU3BOACTBY



2. HopMaTuBHBIN aKT, 00S3BIBAIONIMN pabOTOAATENS JOKYMEHTHPOBATH TPYIOBYIO
JeSATEeIbHOCTh PAOOTHHUKA. . .
1) Pacnopsoxenue IlpaButenbctBa P® ot 23.04.1992 No781-P «O xpaneHuu
JOKYMEHTOB MO JINYHOMY COCTaBY»
2) Tpynogoii kogekc PO
3) [loctanosnenue [IpaButensctBa PO ot 16.04.2003 No225 «O Tpyma0BBIX KHUKKAX)
4) TlocranoBnenue Muntpyaa PO ot 10.10.2003 Ne69 «O06 yTBEepKIACHUU MHCTPYKIIMH
IO 3aIIOJIHEHHIO TPYAOBBIX KHHKEK»

3.IlpaBoBoii aKT, MEPEUYHUCIAIONIUN BHIBI JOKYMEHTOB, MPEAOCTABISIEMBIX MPH
3aKJIOYEHUU TPYAOBOTO JIOTOBOPA. ..
1) YcraB opranuzanuu
2) IlpaBuiia BHyTPEHHETO TPYAOBOIO PACOpsAIKa OPraHU3aLUU
3) [HonoxeHue o nepcoHasie OpraHu3alyu
4) TpynoBoii kogekc PD

4. HeobxonuMocTb 0(OpMIICHUE JTMYHBIX JeJ1 pa0OTHUKOB perjiaMeHTHpOBaHa!
1) OKY [
2) OCHOBHBIMH TIpaBUJIaMu pabOThl APXUBOB OPTaHU3AIUI
3) [IpaBusiaMu BHYTPEHHETO TPYI0BOTO paclopsiaKa
4) Tlepeunem TUIOBBIX  YIPAaBJICHUYECKUX JIOKYMEHTOB, OOpa3ylolIuXcs B
JEATEIbHOCTH OpPraHn3aluil, C yKa3aHueM CPOKOB XpaHEHUs

5. TpyZoBbI€ IEHCUH YCTAaHABIMBAIOTCS U BBIINIAYMBAIOTCS B COOTBETCTBUM. .
1) @3 «O rocygapcTBEeHHOM NEHCUOHHOM oOecrieueHuu B PD»
2) @3 «O TpynoBbIxX neHcusx B PO»
3) @3 «O BerepaHax»
4) @3 «O0 00s13aTEeTLHOM IEHCHOHHOM CTpaxoBaHuu B PD»

6. [Mopsmox oopmiieHHs, BEACHUSI U XpaHEHHUS TPYAOBBIX KHIDKEK, BKJIAJbIIICH B
HUX, AyOJIMKATOB TPYAOBBIX KHM)KEK PErJIaMEeHTHUPOBAH. ..
1) Tpynoseim Konexcom PO
2) YronaoBHBIM KoJiekcoM PD
3) IMocranosnenwue [IpaBurensctBa PD ot 16.04.2003 No225 «O TpymoBBIX KHHKKAX),
[Toctanosnenne Muntpyna PO ot 10.10.2003 Ne69 «O06 yTBepKIeHUN MHCTPYKIIMH
10 3aM0JIHEHUIO TPYJOBBIX KHUKEK)
4) UHCcTpyKIIHMeH 10 KaJpOBOMY JIE€JIOMPOU3BOJICTBY OpraHU3AINH

7. JIOKYMEHTBI, IpeIbsBIIsIEMbIE TP MPUEME Ha PabOTy:
1) TpyioBasi KHM>KKA, TOKYMEHT, yIOCTOBEPSIIOLUINI JIMYHOCTh
2) TpylOBasi KHIKKA, JOKYMEHT, YAOCTOBEPSIIOIINN JTMYHOCTh, JOKYMEHTBI BOMHCKOTO
ydera, JAOKYMEHT 00 oOpa3oBaHMM, CTPAaXOBOE CBHJIETEIBCTBO TOCYJIAPCTBEHHOTO
NEHCUOHHOTO CTPAaXOBAHUS
3) TpyZoBasi KHMXKKa, TOKYMEHT, ya0ocToBepsommii tnuyHoctb, UHH, cripaBky o
COCTOSIHUH 310POBBS
4) TpynoBasi KHUXKA, MACHOPT, JOKYMEHTBI BOMHCKOTO y4eTa, XapaKTEPUCTUKA

8. Ilpu odopmieHNUN TPYIOBHIX MPABOOTHOMICHUN OO0S3aTEILHBIM JOKYMEHTOM,
peraaMeHTHPYIOIUM 00s13aTeNIbCTBAa CTOPOH, SIBIISIETCSL:
1) 3asBneHUE 0 puemMe Ha padoTy

2) KOJUIEKTUBHBIN JIOTOBOP
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3) TpyAOBOE coranieHue
4) TpyIOBOM TOTOBOP
9. CtpykTypa KaJpoBO# TOKYMEHTAIIUH BKIIOYAET B CEO:
1) mpukassl 10 OCHOBHOM JESTENBHOCTU
2) npuKassl M0 AAMUHUCTPATUBHO-XO03CTBEHHON JEATEIbHOCTH
3) mepenucky C BBIMIECTOSANIEH OpraHu3aluen
4) npuKassbl 10 JUYHOMY COCTaBY
10. JIokyMeHT, yCTaHaBIMBAIOUIMI MOPAIOK 0OpaOOTKH MEPCOHATBHBIX JTaHHBIX,
Ha3bIBACTCS
1) Tpy10OBBIM 1OrOBOPOM
2) nepeuHeM KOHUACHINAILHONU HHPOPMALIUU
3) [HonoxeHueM o 3alKTe NEPCOHANBHBIX JTAHHBIX
4) IlonoxeHueM o repcoHaie
11. PaGoTHuk, Ha KoTOporo odopmiIseTcs JUYHOE JeJIo, IPeACTaBiseT
COOCTBEHHOPYUYHO 3alI0JTHEHHYIO
1) mpocbOy o npueme Ha padOTy
2) BBIIIUCKY W3 MPUKa3a o0 MprueMe Ha paboTy
3) 6uorpaduto
4) aHKeTy WJIU JIMYHBIHN JIUCTOK IO yYeTy KaJpoB
12. [domyckaercss OQOpMIIEHHE pPaCHOPSAUTEIbHBIX JOKYMEHTOB IO JIMYHOMY
COCTaBY HE M0 YHUPUIIMPOBAHHOHU (hopMe Mpu
1) u3menenun OuorpapuuecKux JaHHBIX
2) 3aKIIOYEHHUH TPYJOBOTO JOTOBOPA C UCIBITATEIHHBIM CPOKOM
3) pacTop>KeHHUU TPYAOBOTO JOTOBOpa
4) mpenocTaBICHUH OTITyCKa
13. Bu3bl, Kakux MOJDKHOCTHBIX JIMI], BKJIOYACT B ce0s peKBU3UT «CoriaacoBaHO»
IIPU 3aKII0YEHUN TPYAOBOTO 0rOBOpA MpH Npueme Ha padboTy?
1) pyxoBoauTENs CTPYKTYPHOTO MOJAPA3AEICHUS, FOPUCTA, CIIEHUATMCTOB OT/ENa KaIpOB
2) BU3 HE HYKHO
3) PYKOBOJUTEINSI CTPYKTYPHOTO ITO/IPa3/ICIICHHSI
4) ropucra
14 Kakue TOKyMEHTHI, PErJIaMEHTUPYIOT YIIpaBJIeHNE IEPCOHATIOM OpPTaHU3aIun ?
1) npuKa3ssl 10 JUYHOMY COCTaBY
2) TpyIOBbIE KHWKKH COTPYTHUKOB
3) Au4HbIE AeNa COTPYAHUKOB
4) opraHU3aIMOHHO- MPABOBBIC JOKYMEHTHI OpraHU3alluu
15. Kakoii JOKyMEHT, periJaMeHTHpPYeT MOPSAOK OpraHu3alud M MPOBEICHUS
aTTeCTalluy NepcoHana?
1) [Tonoxenue o nepcoHane
2) IMonoxxenue 006 aTrTecTanuy nepcoHana
3) rpaduk MpOBeICHUS aTTECTALIUN
4)YcTaB npeanpuaTus
16. Y4eTHbIM KaApOBBIM JOKYMEHTOM SIBIISIETCA. . .
1) nuceMoO-TpUTIIalIeHrue Ha paboTy K ApPyromMy paboToaTesto

2) u3BENIEHUE C MPOCKOOM SIBUTHCS JJII 03HAKOMIICHHUS C TIPUKA30M
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3) IMYHOE AENI0 COTPYIHUKA
4) npeAcTaBiIeHUE O TOOLIPEHUU
17. CkonbKO BpEMEHU [IOJDKHBI XPAaHUTHCS JIMYHBIE JeJla PYKOBOIUTENEH
opra"uzanuu’?
1) mocTosiHHO
2) 50 ner
3) 75net
4) onpenenser KaapoBblil paOOTHUK
18. Kro mnpuHMMaer pemeHue O BBIACICHUM KaIpOBBIX JOKYMEHTOB K
YHUYTOXKEHUIO?
1) HauanbHUK OTAENA KaJpOB
2) TUPEKTOP IO MEePCOHATY
3) pyKOBOJUTEb OpraHU3aluN
4) skcriepTHast KOMUCCHS
19. KTo nmoamnuceiBaeT BHyTPEHHIOK OMUCH JOKYMEHTOB Jieia?
1) cocraBuTEIH
2) paGOTHHUK CITyKObI JOKYMEHTAIIMOHHOTO 00eCTIeUeHHUSI
3) UHCIIEKTOp OTJeNa KaJapoB
4) apXUBUCT
20. Beibepure HCTUHHOE YTBEPKICHUE:
1) nena npuka3oB MO JUYHOMY COCTABY MOJIEKAT MOJHOMY O(DOPMIICHHUIO
2) gena TMPUKA30B MO JIMYHOMY COCTaBy TMOMJIEKAT YACTUYHOMY OQOPMICHUIO
3) nena mpuKas3oB MO JINYHOMY COCTaBYy MOIEKAT 0()OPMIIEHHIO B 3aBUCUMOCTHU OT CPOKa
XpaHEeHUs
4) nena npuKa3oB IO JJUYHOMY COCTaBY HE MOJIEKAT 0(OPMIICHUIO
21. ITocTosiHHOE XpaHEHNE KAIPOBBIX JOKYMEHTOB JIOJIKHO OCYIIECTBISATHCS:
1) mpu NOCTOSSHHOM €CTECTBEHHOM OCBEIICHUU
2) B TEMHOTE
3) B CyXOM BO3AyX€ MNP MOCTOSHHOW BEHTHIISLIUHI
4) 0co0BIX TpeOOBAHUM HET
22. IIpoBepka HaNU4KST U COCTOSIHUS JOKYMEHTOB OCYIIECTBIISIETCS:
1) He pexe yeM OAuH pa3 B MSATh JIET
2) eXKerogHo
3) mo Mepe HeOOXOIUMOCTH
4) Mo KeNaHUI0 apXUBHOTO PaOOTHHKA
23. Bbl rOTOBUTE K IIEpelave B apXuB JIeJIa IPUKA30B 10 JINYHOMY cOcTaBy. B xone
o0paboTKM y3Haere, uTo Bam pganekuil NpeaUIECTBEHHUK HE  pas3lensl B
JIEJONMPOU3BOACTBE MPUKA3BI MO JIMYHOMY COCTaBY JIOJITOBPEMEHHOTO U KPAaTKOCPOUYHOTO
CpokoB XpaHeHusi. Bce nena cdopmupoBanbl 0e3 yyera UIMTEIBHOCTH XpaHCHHS
JOKYMEHTOB. Bamm neictBus:
1) mepedpopmupyro Aena B COOTBETCTBHH CO CpPOKAaMU XpaHEHHUS, COCTaBIIO HOBBIC
BHYTPEHHHE OIMKCHU
2) nepedopMHUpyIO Neia B COOTBETCTBHH CO CPOKAMH XpaHEHUs, IEPEHYMEPYIO MPUKA3bI
M0 TMOPSAIKY, CHAENAal0 TMOMETKH B PETUCTPALIMOHHOM KYypHAJIe, COCTaBII0 HOBBIE

BHYTPCHHUC OIIMCHU
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3) 6yny oOpabaTbIBaTh /ieia B TOM BHUJIE, KaK OHU CPOPMHUPOBAHBI
4) He Oymy HUYEro J1enaTb C YXe CQOPMUPOBAHHBIMU JIeIaMH, a IMOCIeIyomiee
(dbopmupoBaHHe Jien Oyay BEeCTH B COOTBETCTBHHU C TPEOOBAHHUSAMH 110 CPOKAM XPaHECHUS

6.2.2. KoHTpoO/IbHBIE BONPOCHI /151 IPOBEIeHUS TEKYILIEr0 KOHTPOJIA
6.2.3. TemaTuka 3cce, pepepaToB, Npe3eHTALMI

1. 3nauenwue 3aKOHOJATEIbHOM M HOPMATUBHOM  perjaMeHTaluu  KaJpOBOM
JOKYMEHTAIMU B OpraHU3aluu.

2. CucreMa HOPMATHMBHO-TIPABOBOM  JOKYMEHTAIIMM, PETJIAMEHTHPYIOIIECH KaJpOBYIO
JEeSATENBHOCTh B OPTaHU3aUU

3. TpyoBOii KOJEKC, OCHOBHBIE CTaThU

4. @3 «O nepcoHaNbHBIX JAHHBIX», EF0 OCHOBHBIE MTOJIOKEHUS

5. CucremMa HOPMATUBHO-METOANYECKON JOKYMEHTAIMH, PErIaMEHTHPYIOIIEH KaapOBYIO
JEsITeIbHOCTh B OpraHu3aluu

6. HopMaTuBHBIE aKTbl, pPErIAMEHTUPYIOLIUE COCTaBICHHE TPYAOBBIX JIOIOBOPOB U
TPYIOBBIX KOHTPAKTOB

7. JlokanbHble HOPMATHUBHBIE aKThl, pa3pabaTbiBa€Mble OpraHU3aLUEl B COOTBETCTBUHU C
TpeOoBaHusIMU Tpy10BOrO 3aKOHOJATENIHCTBA

8. IlpaBuna BeieHUs TPYAOBBIX KHIKEK pAOOTHUKOB

9. OcHOBHBIE TPeOOBaHUS K BEACHUIO TPYJOBBIX KHHKEK B 3JIEKTPOHHOU (popMme

10. CocTaB 1 Ha3HaUYCHUE JOKHOCTHON MHCTPYKIIUU

11. JlokyMeHTBI A4Ji1 BHYTPEHHETO MOJIb30BaHUSI, pa3padaThIBAEMBbIE CITYKOOW yIpaBiIeHUs
MIEPCOHATIOM

12. IIpaBuna BegeHns TOKYMEHTAUN O MaTEPUAJIbHON OTBETCTBEHHOCTH

13. HopMaTuBHBIE aKThI, periiaMEHTHUPYIOIINE CPOKU XPAHEHHS KaIPOBBIX TOKYMEHTOB
14. JlucuuniauHapHbie B3BICKAHUS U TTOOUIPEHHUS: TIOPSIOK 0(OPMIICHUS.

15. JlokyMeHTHPOBAHUE OILICHKH JCATECILHOCTH IepCcoHaa

16. PernmamenTtarusi odopmiieHns kaapoBbix JokyMeHTOB B [[OCTax, yHU(pUITUPOBAHHBIX
CUCTEMaxX JOKYMEHTallud, Kiaccu(ukaTopax TEXHUKO-DKOHOMHUYECKOW W COIUATBHOU
undopmaruu, [CIIOVY.

17. CoBpeMeHHass perjaMeHTalMs CO3JaHUsl KaJIpOBbIX JIOKYMEHTOB Ha YPOBHE
MUHHCTEPCTB U BEOMCTB.

18. HHCTPYKTHBHO- METOJWYECKHE MaTepuajbl MPEANPUATHIA W OpraHu3alyii 10
CO3JaHUI0 U OPOPMIIEHUIO KAJAPOBBIX JTOKYMEHTOB.

19. Paznuuns MeXay WHAUBUIYATBHBIM TPYIOBBIM JOTOBOPOM U TPaXKIaHCKO-TIPABOBBIM
JIOTOBOPOM.

20. PaboTa kanpoBoOil CiykObl MO OOECIEUYEHHI0 COXPAHHOCTU TMEPCOHANBHBIX JAaHHBIX
paboTHuKoB, [lookeHHe O 3alUMTE MEPCOHAIBHBIX AAHHBIX, COTjlacue pabOTHHKa 3a
00pabOTKy ¥ MCHOJIb30BAHUE €TO NMEPCOHATBHBIX TAHHBIX.

21. [lopsimoxk  odopmiieHUs  JTOKYMEHTOB,  YJOCTOBEPSIOIIMX  BPEMEHHYIO
HETPYAOCIOCOOHOCTb.

22 . TpeGoBaHus apXUBHOTO 3aKOHOAATENIHCTBA K 00ECIICUYEHUIO COXPAHHOCTH JOKYMEHTOB
10 JINYHOMY COCTaBYy.
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23. IlepedeHb JOKYMEHTOB U MOPAIOK UX O(POPMIICHUS Ha HArPaXkI€HUE OTPACIIEBBIMU U
rOCyJapCTBEHHBIMHU HarpaJaMu.

6.2.5. IlpumepHasi TeMaTHKA KYPCOBBIX padoT

7. YUYEBHO-METONYECKOE n NHOOPMALIMOHHOE
OBECIIEYEHME JUCIIUIIJIMHBI (MOAY JIs)

7.1. OcHoBHasI TUTEpPATYypa

1. Ky3neuoBa, T.B KanpoBoe nenonpousBojactBo [Tekcr| : TpaJUIlMOHHBIE M
aBTOMATU3MPOBAHHBIE TEXHOJOruu: y4ed. mns By3oB: [rpud YMO] / T. B.
Kysnenosa. - M. : UJI MOU, 2011. - 344 c. : un. - ISBN 978-5-383-00624-5

2. T'appucon, P. Ynpasnenueckuii yuer [Tekct] / P. I'appucon, Hopun, 3., bproap,
I1. ; Tlep. ¢ anrn. M.A. Kapauka. - 12-e u3na. - CII6. : ITutep, 2012. - 591 c. : un. -
(Knmaccuka MBA). - ISBN 978-5-459-00935-4

7.2. JlonoJiHUTe/IbHASA JIUTEPATYypa

1. Kypasnesa, U.B. Kypasnea, M.B. KagpoBuky — Bce 0 npukazax, KaapOBbIX U
HekaapoBeix. — M.: UTHOPA — M, 2007. — 517c.

2. Kacesanoga, ['.10. [Ipuem u yBonpHEeHHE paOOTHUKOB C YY€TOM BCEX M3MEHEHHIA
3akoHnogatenbcTBa /Iloa penak. I'.FO.KacksHoBoit (11-e u3z., nepepaboTanHoe U JOIM.) —
M.: ABAK,2010.-200c.

3. Opnosckui, F0.I1. Ky3neuos, JI.JI. benuuxas, U.5. Kopsakuna, FO.C. Kagposoe
JIEJIONPOU3BOACTBO (MpaBoBbIe OCHOBHI). IIpakTmueckoe mocobue. /OTBETCTBEHHBIN
penakTop JOKTOp ropummueckux Hayk, mpodeccop FO.II. Opnosckuit. — M.:
KOpunnueckas pupma «Kontpakty, 2009. — 239c¢.

4. Tpyxanosuy, JI.B. lllyp, J.JI. CipaBo4HMK TIO KaJAPOBOMY JI€TOMPOU3BOJICTBY.-
5-e u3n., nepepad. — M.: UznarensctBo «/leno u Cepsucy, 2007. — 608 c.

5. UykosenkoB, A.IO. SuxoBas, B.D. IlpaBuna odopmiieHuss HTOKYMEHTOB:
Kommentapuii k TOCT P 6.30 — 2003 «YHubuUnupoBaHHbIE CUCTEMBI JOKYMEHTAIIUH.
VYHuduumrpoBaHHasg cHUcTeMa OPraHU3alMOHHO-PACIOPSIIUTENLHON  JOKYMEHTAIIMH.
TpeboBanus kK 0HOPMICHUIO TOKYMEHTOBY. — 2-€ U31., iepepad. u gon. — M.: TK BenOwu,
N3pa-Bo IIpocnexr, 2005. — 216¢.

9.3 NHTEpHET — pecypchl: FOPUANYECKAs IPABOBas CUCTEMA — | apaHT;
opuaudeckas rnpaBoBas cucreMa — Koncynperant [moc.

7.3. Ilepnoanyeckue U3aHus
KypHan «YnpasiieHUE ITEpCOHATIOM

7.4. UnuTepHeT-pecypcehl
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1. DJNEeKTPOHHBIE KypChl JIEKIUM, y4eOHble W METOAMYECKHE TIOcoOus Ha
KOPIOPAaTUBHOM caiiTe Kadeaphl COLMOJIOTHH, MCUXOJIOTMH U TpaBa B KOPHOPATUBHOM
CETU YHUBEPCHUTETA.

2. [Topran «ApxuBsl Poccun» [DIEKTpOHHBIA pecypc]|. DIEKTpoH. naH. — M.:
Pocapxwus, 2001. — Pesxxum qoctyma: http://www.rusarchives.ru;
3. Bcepoccuiickuil HaygyHO-HCClIeIOBATENbCKUA HHCTUTYT JOKYMEHTOBEICHUS U

apxuBHoro nena (BHUMJAJ) [DnextpoHHbli pecypc]. OnekTpoH. gaH. — M.:
BHUMJAN, 2010. — Pexxum gocryma: http://www.vniidad.ru;

4. Odunmanbueiii  cailt kommnanuu «Koncynprant Ilmoc» [DneKTpOHHBIM
pecypc]:  3akoHomarenbcTBO P®:  KkomeKchl, 3aKOHBI, YKa3bl, IOCTAaHOBJIECHUS
npaButenbeTBa PO. Dnekrpon. gan. — 1997, — Pesxum mocryma: http://www.consultant.ru.

Nudopmanmonno-npaBoBoit  moptan  «l'apant»  [DneKkTpoHHBI  pecypcl:
3aKOHOIaTENbCTBO (KOAEKCHI, 3aKOHBI, YyKa3bl, IOCTaHOBIEeHUs) P®, aHaiuTHKa,
KOMMeHTapuu. OnektpoH. nad. — M.: HIIIT «I'”APAHT-CEPBUC-YHUBEPCUTET»,
2010. — Pexxum noctyma: http://www.garant.ru/

7.5. MeToauyeckne yKazaHusi 1 MaTePHUAJIbI 10 BUIAM 3aHATHIA

Texymass camocrositenbHas paborta nmo aucuumuinHe «HopmatuBHO-paBoBas u
HOPMAaTUBHO-METOIMYECKasl JOKyMEHTallMel B KaJpoBOW JEATENIbHOCTHY HaIlpaBjIeHa Ha
yriiyOJieHHe U 3aKperieHue 3HAHWW, Ha Pa3BUTHE MPAKTUYECKMX YMEHHH M BKIIIOYAET
Takue BUIbI paboT:

— paboTa ¢ JEKIHMOHHBIM MaTEePHUATIOM;
— paboTa ¢ pEKOMEHJIOBaHHOM JHUTEPAaTypod NPU MOATOTOBKE K MPAKTHYECKUM
3aHITHIM;
— IOATOTOBKA K KOHTPOJBHBIM paboTam;
— MOMCK U 0030p JMTEepaTypbl U DHIIEKTPOHHBIX HCTOYHHUKOB HH(pOpMaLMU 10
WHJUBUAYAJIBHO 3aIaHHOM npobiemMe Kypcea,
— omepexarouiasi caMocTosATeNbHas padora,
— H3YYEeHHE Te€M, BBIHECEHHBIX Ha CAMOCTOSATEIbHYIO TPOPAOOTKY
— TMOATOTOBKA K 3a4€Ty.
— PexomMenaauuu no opopmiieHUI0

— KoutponsHas paboTa wu3iaraercsi Ha CTaHAApTHBIX Jjuctax ¢opmarta A4 (s
CTYJICHTOB 3a04HOM (hOpMBbI OOy4YeHHS) UJIU B DJIEKTPOHHOM BHJIE€ B TEKCTOBOM (haiine
tuna rtf umu pdf u B Buge KOMIBIOTEPHOH MPE3CHTAIINH.

— Pabota nomxkHa cOCTOATH U3 CIEIYIOIIUX Pa3/IeIoB:

— Bgeenenue: uenu u 3agaun padoOTHI, KpaTKas XapaKTEPUCTHKA O0OBEKTA,

— Pesynbrarel moucka W BBIOOP KOMIBIOTEPHBIX cUCTeM (Wi caiToB) Juisi Bamiero
00BEeKTa,

— AHanuTHuecKas 4acTb C ONHMCaHMeM Ou3Hec mpoleccoB Bamero oObekta (Uiau
paszielioB caiita),

— Tabnuua c dakrorpadpuueckumMu MarepuaiaMu XapaKTePUCTUK CUCTEM (CTPYKTYpbI
pa3nuYHbIX cailToB). OnucaHue KpUTEPUEB U METOJAMKU CPABHEHUSI CUCTEM (CATOB),
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— Pesynprar. D10 00OCHOBaHHME BbIOOpa dydmied cuctembl s Bamiero oObexTa;
(dbopMyIMpOBaHUE MPETIOKEHHUMN MO0 JOMOJHUTEIBHOM aBTOMAaTU3allui OM3HEC-TIPOLIECCOB
Ha BameM 00bekTe C KOHKPETHBIM YKa3aHMEM TeX KOHKYPEHTHBIX MPEUMYIIECTB,
KOTOpBIE MOJYYUT OOBEKT MOcie BHEApPEHUs Bammx npenioKeHui: CHUKEHHUE 3aTpar
Pa3UYHbI PECYPCOB, TOBBIIIEHNE KAUY€CTBA YCIIYT, IPUBIIEYEHUE HOBBIX KIIMEHTOB.

— BBIBOABI: KpaTKue UTOTH (PE3YNIBTAaThl) PaOOTHI.

— CnOucox UCroab30BaHHOMN JTUTEPATYPhl U UHTEPHET PECYPCOB.

— O0beM paboTsl He orpannueH. O0buHO 310 12 — 20 crpanun popmata A4 mpudTom
No 12, Ho He MeHee 8 cTpanull U 15- 20 cnaliloB KOMOBIOTEPHOW Tpe3eHTauuu. [
Ha3BaHue (aiiya, coaepx amiero padbory, cieayeT HCIOIb30BaTh (PaMUIMIO CTyACHTa U
HOMEp yueOHOMN TPYTIIIHI.

— Pabotb1, 00eMOM cBbhITIIE 12 cTpaHUIl, JOMYCKAETCS MIPEACTABIATh HA KOMITAKT-/IHCKE.
[Ipu 3ToM Ha OyMa)kHOM HOCHTENEe OPOPMIISETCS TUTYJIBHBIN JIMCT, BBEJACHUE, CBOIHAS
aHajmuTU4YecKass Tabnuila, BBIBOALI U mpeajoxeHus. Jluck mnoanuceiBaetcs (OUO
CTYJIEHTa, TPYIIa, TeMa padoThl) U BKJIAJbIBACTCA B KOHBEPT, MPUKICEHHBIN K TOCIEIHEN
cTpanuiie paOOThl. [l mpeaBapUTENBHOrO MTPOCMOTpPA M PEIEH3UPOBAHUS PpadoOTy
CIeAyeT IepeciiaTb  MNPENnoAaBaTelll0 Ha aapec ero »3JeKTpoHHoW mnoutel. [locrme
oJI00peHust mpemnojaBaTesneM, pabora  chaeTcs npenoaaBarento. PesynbTaTom
MOJIOKUTEIBHOU O1leHKU paboThI siBisieTcst 3AYUET.

7.6. IlporpamMHoe o0ecniedeHue
. Adobe Master Collection CS 6

MS Windows Bepcun XP, 7,8,10
MS office professional plus 2007 MS office professional plus 2010

Koncynprant +

1

2

3

4. TapanTt
5

6. Cucrema Jleno 8.5

8. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYEHUE JUCHUIIJIMHBI
MOAVYJIs)

KommnbroTepHbie Ki1acchl, MyJIbTUMEANITHOE 000PY/I0BAHUE.

[IpaBoBas cucrema «Koncynbrant [lmtoc» (wnm «I"apant»).

Jns ocBOeHMsI AaHHOM JUCHUIUIMHBI HEOOXOIUMO CIIEYIONIEE TEXHUYECKOe
OCHAILIEHHE:

- MYJIbTUMEIUNHBIN MPOEKTOP, MOJIKIIOYEHHBIN K MEPCOHATIBHOMY KOMITBIOTEPY B
JOKaIbHOUM ceTn (pabodee MECTO mpernopaBaTeNst U pabodee MeCTO JJIA JEMOHCTPAINH
MpEe3eHTAUN CTYAECHTAMH ),

- pabourie CTaHIUU ISl CTYJICHTOB - TMEPCOHAIBHBIE KOMIBIOTEPHI C MTPOIIECCOPOM
He Hke Pentium 4 u onepaTBHOM maMsThI0 He MeHee 3 Gb,

- GPS nHaBurarop ¢ pyccuduiupoBanHon kaptoii Poccur ¢ aBTOHOMHBIM MUTAaHUEM
U pa3MepOM 3KpaHa HE MeHee 4 I0MMOB, UHTEPHET-PECYPCHI.
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Ipunoswcenue 2

JlonmoTHeHUsA M U3MEHEHH S
K pa0doueii nporpamMme y4e0HOM AMCUHUILIMHBI (MO1YJIA)
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Ha20 -20  y4.roxa

B pabouyro mporpammy y4eOHON AUCITUTUTMHBI BHOCSATCS CIACAYIOMNE U3MEHEHUS:

JlononHeHus: U U3MEHEHHsI K pabodeil mporpaMme pacCMOTPEHbI U PEKOMEHIOBAHBI
Ha 3ace/laHuu Kadeapbl

(HauMEHOBaHUE)
[TpoTokos Ne OT «___ » 20 1.
HUcnonautens(n):
/ / /
(IOIKHOCTB) (Toamucek) (®.1.0.) (mata)
/ / /
(TOMKHOCTB) (moxmuce) (®.1.0.) (mata)
3aBenyromuii kadeapon
/ / /
(HammeHOBaHME KadeIpol) (moanuck) (®.1.0.) (mara)
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