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1. Ilesu u 3aAa4u JUCHUATIHHBI

Henp kypca — naTh CTyAGHTaM CUCTEMHOE NPEACTABICHUE O KaJpOBON JOKYMEHTAIUU B
Poccum kak HEOTHEMIIEMOI YACTH MPOLIECCa YIIPABIEHUS EPCOHATIOM.

3anaum kypca:

e 3HaTb COBPEMEHHYIO 3aKOHOJATENbHYIO 0a3y U HOPMATHBHYIO PErIAMEHTALUIO J10-
KYMEHTHPOBaHUs pabOThI C KaJ[paMH

e 3HaTh BHUJBI KAPOBBIX TOKYMEHTOB U TPeOOBaHUS K UX O(POPMIICHUIO

e  OnpenensiTb 0COOCHHOCTH JOKYMEHTHPOBAHHSI TOCYIAPCTBEHHONW M MYHHIIUTIAITBHOM
ciryx0b1 PO u cyosexToB PO

e  3HaTh TpeOOBaHMS K OpraHU3auN paboThI ¢ KaAPOBBIMHU IOKYMEHTAMHU

e CocraBisaTh U 0QOPMIIATh KaJpOBbIE JTOKYMEHTHI M JIOKYMEHTHI, periiaMeHTHPYIO-
e paboTy KaJpoBOM CITykKObI

e  OpraHu3oBbIBaTh pabOTy ¢ TOKYMEHTAMH IO YIPABJIECHUIO KaJpaMU B YUPEKICHUIX
Pa3IMYHbIX OpPraHU3alMOHHO-TIPABOBBIX (HOpM

2. MecTo mucuHUIIHHBI B cTpyKType OITOIT

VYyebnass mucruruimHa «J[OKyMEHTaIMOHHOE OOECIICYCHHE YIPABIICHUSI MEPCOHATIOM)
oTHOcHTcs K BapuatuBHOM yactu YII OITOIL

N3yuenne auctumuinHbl «J{[OKyMEeHTaIMOHHOE OOeCriedeHUe YIpaBICHUs MEPCOHATIOM)
Oasupyercs Ha OCHOBe JucHHIUIMHBI «Opranm3anus u texHosnorus 1OY». B cBow ouepensp,
M3y4YeHUe UCIUIUINHBI «JlOKyMEHTAIlMOHHOE 00eCTIeueHre YIpaBIeHUs IEPCOHATIOMY SIBJISIET-
Cs1 HEOOXOMMOM OCHOBOM ISl JUCITUTUIMH «ABTOMATH3AIMS YIIPABICHYCCKON ICATEITHHOCTH Y,
«Opranu3aioHHO-T0KYMEHTAllMOHHOE 00ecriedeHne NesITeIbHOCTH PyKOBOIUTEN», «Opranu-
3a1Ms ¥ JOKyMEHTHUPOBAaHHUE 00y4YeHUsI TIepCOHaNay, Uil HAMCAHUS BBITYCKHOM KBalu(UKaiu-
OHHOM pabOTHI U CJaUX TOCYJAPCTBEHHOTO HK3aMEHa.

3. TpeGoBaHus K pe3yJibTaTaM O0CBOEHMS U CHHUILINHBI

[Ipouecc u3yyeHus: TUCHUIUIMHBI HANPaBJeH Ha (GOpMUpPOBAHUE CIEAYIOIMINX KOMIIETECH-
1102078

- OIIK-10 cnocoOGHOCTBIO pelIaTh CTaHIAPTHBIC 3a/a4d MPO(PECCHOHAIBHON Aes-
TEIHHOCTU Ha OCHOBE MH(POPMAIIMOHHOM 1 6ubnnorpaduyeckoil KyabTyphl C IPUMEHEHUEM W H-
(hopMalIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTHI U C YU€TOM OCHOBHBIX TpeboBaHM HHPOpMa-
[IMOHHOHN 06€30MacHOCTH

- [1K-3 3HaHuHeM OCHOB pa3pabOTKU U BHEIPEHUS TPeOOBAHUMN K TOJDKHOCTSAM, KpU-
TepHueB MoAdOpa U pacCTaHOBKU MEpPCOHAa, OCHOB HaiimMa, pa3pabOTKHU U BHEIPEHUS MPOrpaMm
U mpoueayp noadopa u ordopa mepcoHana, BIaJeHUEM METOJaMU JENOBOW OIICHKHU MepcoHama
IIpY HaliM€ U YMEHHE PUMEHSATh UX Ha MPAKTUKE

- [IK-10 3nanmem TpynoBoro koaekca Poccuiickoit deaepaniuu U MHBIX HOpMa-
TUBHBIX IIPAaBOBBIX AKTOB, COJEPKAIIMX HOPMBI TPYIOBOTO MpaBa, 3HAHUEM IPOLIEAYp MpUeMa,
YBOJILHEHUS, TIEPEBO/Ia Ha JPYI'yI0 paboTy U MepeMelleHus epcoHala B COOTBETCTBUU ¢ Tpy-
noBbIM KoaekcoM Poccuiickoit denepaiivu U BiIaJeHHEM HaBBIKAMH O(OPMIICHHS] COTIPOBOXK-
Jaroumen JOKyMEeHTaluu

— TIK-11 BmageHweM HaBBIKaMU Pa3pabOTKH OPTaHU3AIMOHHON U (YHKIIHMOHAIBHO-
IITATHON CTPYKTYPHI, pa3pabOTKH JTOKaIbHBIX HOPMATUBHBIX aKTOB, KaCAIOLIUXCS OpraHU3aIuN
Tpyaa (IpaBWiia BHYTPEHHETO TPYIAOBOTO PACIOPSIKA, MOJIOKEHHE 00 OTITYCKaX, MOJIOKEHHE O
KOMaHIUPOBKAX )

- [1IK-12 3HaHueM OCHOB pa3pabOTKH U BHEAPEHUs KaJIpOBOW U YMpaBIEeHUYECKOU
JOKYMEHTAI[MH, ONTUMHU3AIMHA JOKYMEHTOO00OpOTa M CXeM (YHKIIMOHAIBHBIX B3aHMMOCBSI3EH



MEXIY MOAPA3JICICHUSIMH, OCHOB Pa3pabOTKU W BHEAPEHUS MPOIECIYp PETYIUPOBAHUS TPYHO-
BBIX OTHOIIEHU U COMPOBOKIAOLIEH JOKYMEHTALINH.

B pesynbrate u3ydeHus: AUCHUILTUHBI 00YJatoIHiics JOKEH:

3namo:

e IIPUHLMUIIBI TOUCKA UH(POPMALIUY;

e OCHOBHI pa3pabOTKK U BHEAPEHHS TpeOOBaHUN K JOJDKHOCTSM, KPUTEPHEB 10I00pa U
paccTaHOBKM IEpCOHAIa, OCHOB HaiiMa, pa3paOOTKU U BHEAPEHUS IPOrpaMM U IpOLEAYp IO -
6opa u oTOOpa TIepcoHalIa

e IPUHLMUIBI pa3pabOTKU KaJpOBOW M YIpPaBIEHUYECKON TOKYMEHTAlUU, ONTHUMM3ALUU
JOKYMEHTO000pOoTa U cXeM (PYHKIIMOHAJIBHBIX B3aUMOCBSI3€H MEX/1y MOpa3/IeIeHUsIMU; POl e-
Iyp peryaupoBaHus TPYIOBbIX OTHOIIEHUH U COIIPOBOXKAIOIIEH JOKYMEHTALIUN;

e OCHOBBI Pa3pabOTKU U BHEAPEHUS KaJpOBOI M yNpaBIEHUYECKON JOKYMEHTAllUU, OTI-
THMHU3ALIHUUA JOKYMEHTO000pOTa U CXeM (DYHKIIMOHAJIBbHBIX B3aWMOCBS3EH MEX]y IMojapasfele-
HUSIMHU, OCHOB pa3pabOTKU U BHEJIPEHUS MPOIEAYp PEryIMPOBAaHUS TPYAOBbIX OTHOLIEHUH U CO-
IIPOBOKIAIOIIEH TOKYMEHTALUH;

e Tpynosoro koaekca Poccniickoit denepanuy 1 HHBIX HOPMaTUBHBIX MPABOBBIX aKTOB,
coJIepKalluX HOPMBI TPYAOBOTO MpaBa, 3HAHUEM IMPOLEAYp MpHeMa, YBOJIbHEHUS, IepeBoia Ha
IpYTy0 paboTy W MepeMelieHus epcoHalia B COOTBETCTBHH ¢ TpymoBbeIM KojekcoMm Poccuii-
ckoit Denepanuu U BIIAJCHHUEM HaBbIKAMHU O(OPMIIEHHS] COMPOBOXKJIAIOUIEH JTOKYMEHTAIMH;
BECTU KaJpOBOE JIEIONPOU3BOJICTBO U OPraHU30BBIBATH APXMBHOE XPAaHEHHE KaJpPOBBIX JOKY-
MEHTOB B COOTBETCTBHMU C JIEHCTBYIOIIMMH HOPMAaTHBHO-IIPABOBBIMU aKTaMH, 3HAHHEM OCHOB
KaJpOBOM CTaTUCTUKH, BJIAJICHUEM HaBbIKAMU COCTABJIEHUS KaJpPOBOIl OTUETHOCTH, a TaKXke Ha-
BBIKAMH O3HAKOMJICHHUSI COTPYJHUKOB OPraHU3alUMU C KaJpOBOW JNOKyMEHTALMEH U JIEHCTBYIO-
MMM JIOKaJIbHBIMM HOPMATUBHBIMU aKTaMHU, YMEHHE OOECIEUUTh 3aIlUTYy NEPCOHAIBHBIX JaH-
HBIX COTPYIHHUKOB

¢ TIPHUHLHAIBI KaAPOBOIO JAEIONPOU3BOICTBA.

Ymemo:

e peliaTh CTaHAAPTHBIE 33Ja4M NPOPECCHOHATBHON NEATEIbHOCTH Ha OCHOBE MHQOD-
MalMoOHHOW U  Oubanorpaguueckoil  KynbTypsl C  NPUMEHEHHEM  HMH()OPMAIMOHHO-
KOMMYHHUKAIIMOHHBIX T€XHOJIOTUI M C y4€TOM OCHOBHBIX TpeOOBaHUI MH(pOpMAIMOHHOHN 0e30-
IIaCHOCTH;

e OCYIIECTBJIATH IOMCK UH(OPMALHH;

¢ JIOKYMEHTHPOBAaTh B3aUMOCBS3EH MEKIY MOIPA3ACICHUAMH; MPOLELYpP PEryIHpoBa-
HUS TPYLOBBIX OTHOILICHHUI;

e BECTH KaJpOBOE AEIONPOU3BOACTBO M OPraHU30BBIBaTh apXMBHOE XpaHEHUE KaIpo-
BBIX JIOKYMEHTOB B COOTBETCTBUH C JACHCTBYIOIIMMH HOPMAaTUBHO-IIPABOBBIMU aKTAMM, 3HAHUEM
OCHOB KaJIpOBOM CTAaTHCTUKH, BJIAJCHUEM HaBbIKAMHM COCTAaBJICHMS KaJpOBOM OTYETHOCTH, a
TaKK€ HAaBbIKAMM O3HAKOMJICHMsI COTPYJHUKOB OpPraHM3allMM C KaIpOBOW JOKyMEHTAaLHEH U
NEUCTBYIOLIUMH JIOKAJIbHBIMA HOPMAaTHBHBIMU aKTaMH, YMEHHME OO0eCHeuuTh 3allUTy Iepco-
HaJIbHBIX JAHHBIX COTPYAHHUKOB

Bnaoemy:

e HaBBIKAMH DPa3pabOTKU OPraHU3ALUMOHHOW M (YHKIMOHAIBHO-IUITATHON CTPYKTYpHI,
pa3paboTKU JOKaJIbHBIX HOPMATUBHBIX aKTOB, KACAIOIIMXCS OpraHU3aluy Tpynaa (IpaBuia BHYT-
PEHHET0 TPYJAOBOIO PACHOPsAKA, MOJ0KEHHUE 00 OTITYCKAX, MOJI0KEHUE O KOMaHAMPOBKaX);

® CHOCOOHOCTBIO pelaTh CTaHIAPTHBIE 33aJaud NMPO(ECCHOHANBHOM JEATeNbHOCTH Ha
OCHOBE MH(POPMALIMOHHON U OHOIHMOTpaduuecKoi KylIbTypsl ¢ IPUMEHEHHEM MH()OPMAIIMOHHO -
KOMMYHHUKAIIHOHHBIX TEXHOJIOTUI M C y4EeTOM OCHOBHBIX TpeOOBaHMI MH(pOpMAIMOHHON 0e30-
MIaCHOCTH;

e BHEJPEHUEM KaJpPOBOM U YIPaBIEHUYECKON NOKYMEHTALMH, ONTUMU3ALUN JOKYMEH-
TOOO0OPOTa U cXeM (YHKIIMOHAJIBHBIX B3aMMOCBS3EH MEXIy MOJpa3/eIeHUsIMH, OCHOB pa3pa-
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OOTKM U BHEIPEHUS MPOLEAYp PETyIUPOBAHUS TPYAOBBIX OTHOIIECHUI U COMPOBOXKIAIOIIEH J10-

KYMCHTAIlUH,

® HAaBBIKAMHM COCTAaBJICHUS KaJpPOBOW OTUYETHOCTH, A TaKK€ HABBIKAMU O3HAKOMJICHMS
COTPYIHUKOB OPraHH3alMH ¢ KaIpOBOM JIOKYMEHTALUEW U JEWCTBYIOIIMMU JIOKAIbHBIMU HOP-

MaTHBHBIMU aKTaMH.

4. O0beM IMCUMIJIMHBI M BUABI YU4eOHOIl padoThl

04YHOe 00yueHue

Bcero ua- CemecTpnl
Bujx yueOHoli padoThI cos / 3a-
YeTHBIX 3 4 5
eTHHHII
AyIUTOpHBIE 3aHATHS (BCEro) 90 - 36 | 54
Jlexuun 36 - 18 | 18
ITpaktngeckue 3austus (I13) 54 - 18 | 36
CamocrosiTejibHasi paboTa (BCero) 81 - 36 | 45
Bu npoMeskyTouHOIi aTTecTanum (3a4er, 3K3aMeH) 45 - + 45
OO0uiasi Tpy10€eMKOCTh 4acel 216 - 72 | 144
3a4YeTHbIC ¢AUHUIIBI 6 - 2 4
3a049HO€ 00yUeHHe
Bcero ua- CemecTtpsl
Bup yueGHoii paGoThb coB / 3a-
YETHBIX 3 4 5
(107050701
AyIuTOpHBIE 3aHATHS (BCEro) 18 - 8 10
Jlexkuun 8 - 4 4
[Ipaktrueckue 3ausarus (113) 12 - 4 6
CamocrosiTesbHas paboTa (Bcero) 185 - 60 | 125
Kypcosoii mpoekt (pabora) - - - -
Pedepar (mpu Hammuun) - - - -
Bua npomekyTouHoii aTTecTanuu (3a4eT, IK3aMeH) 13 - 4 9
KonrakTHasi pabora 8 - 8 10
O01masi Tpy10eMKOCTh 9JaChI 216 - 72 | 144
3a4eTHbIe eUHULbI 6 2 4

5. CoaepxaHue THCIHHIIAHBI

5.1. Copepxanue pa3aeoB U TeM TUCHUILIHHBI

Paznen 1. dranbl cTaHOBJIEHUSI CHCTEMbI KaJIpOBOii 1okyMeHTauuu B Poccun

1.1./lokyMeHTHpPOBaHHE NPOXOKACHUS T'OCYJAPCTBEHHOM CJIY:KObI B JOPEBOJIIOLH-
onHoit Poccun

I'ocynapcTBeHHBIN anmapar U €ro ciryXaliue. 3aKOHOAATeIbHas perjlaMeHTalus Ipoxo-
KJIEHUS TOCYJapCTBEHHOM CIY)KOBI. DBOJIOIMS BUIOB KAJAPOBBIX TOKYMEHTOB. DYHKIIUHU TOKY-
MEHTOB, MOPSJIOK UX 0(OPMIIEHUS U PAOOTHI C KaJPOBBIMH JJOKYMEHTaMH.

1.2. JlokyMeHTHpPOBaHHe KaAPOBOii 1eTeJIbHOCTH B COBETCKUI IIEPHOA.



CoztaHue COBETCKOW MOJIENIN PEryJIMPOBaHUs TPYJOBBIX IIPAaBOOTHOLIEHUH, €€ IO3UTHUB-
HbIC ¥ HEraTuBHBbIE CTOPOHBI. CKiIafpIBaHNE YHUDUIIUPOBAHHBIX (POPM KaJIpOBBIX TOKYMEHTOB.
OneIT ¥ IPEEMCTBEHHOCTh B TIOKYMEHTUPOBAHUHU KaJPOBO IEATEIBHOCTH.

Pazgen 2. Opranu3zauusi M JOKyMeHTHPOBaHHe 1eATeJbHOCTH KaJAPOBOil JOKYMEeH-
Talluu B coBpeMeHHoi Poccun.

2.1. 3axkoHoaaTebHble H HOPMATHBHbBIE AKTHI

Pernamenranus 1OKyMEHTUPOBAHUU KaJpPOBOW AEATENBHOCTU B JACHCTBYIOIIMX 3aKOHO-
natenbHbIX 1 HopMaTuBHBIX akTax (TpynoBoit kogekc P®, Ilocranosnenue [IpaBurtenscrea PO
«O NepBUYHBIX YYETHBIX JTOKYMEHTax» U Jp.).OnpeneneHnn coctaBa U COACPKaHUSA KaJApOBBIX
JOKYMEHTOB.

2.2. HopMaTuBHbIE 1 HOPMATHBHO-CIPABOYHbIE IOKYMEHTBI

PerynupoBanue cocraBa, conepkaHus, oQOpMIIEHUSI KaJpOBBIX JOKYMEHTOB B HOpMa-
TUBHBIX W HOPMAaTHBHO-CIPABOYHBIX JOKYMEHTaX (KBaJM(UKALMOHHBIX CIIPAaBOYHUKAX, HO-
MEHKJIaTypax J0JKHOCTEH, Tapu(pHO-KBaMM(UKALMOHHBIX CIIPAaBOYHUKAX U T.J.).COCTaB U CO-
nepxanue AnbOoMa yHU(UIUPOBAHHBIX (OPM NEPBUYHON YYETHOW AOKYMEHTALIMU MO YUYeTy
TpyZJa U €ro OIUIaThI.

2.3. JlokymMeHTHpOBaHHE KAIPOBOW JesITeJIbHOCTH OPraHu3auii

OcHOBHBIE KOMIUIEKCHI KaJIpOBBIX JOKYMEHTOB IO 3ajJayaM JeATEIbHOCTH KaJIpOBbIX
cityk0. COOTBETCTBUE JOKYMEHTOB Pa3IMUHbIX CUCTEM JTOKYMEHTAIlUU PEIICHUIO KaJpOBbIX 3a-
nad. OcoOeHHOCTH KaJIpOBOTO JOKYMEHTHPOBAHUS B YUPEKICHUSIX PA3IUYHBIX OpraHU3aIfoH-
HO-TIPaBOBBIX (hOPM.

2.4. KomIuiekc OpraHu3alMOHHBIX KA/IPOBBIX TIOKYMEHTOB

OpraHu3allMOHHO-TIPAaBOBbIE IOKYMEHTHI, PErilaMEHTUPYIOIUE AEATEIbHOCTh KaJPOBBIX
cimyx0 npeanpusaTus (ycTaB OpraHu3aln, MOJ0KEHUE, HHCTPYKIIAHN).

Cocras, coaepxaHue, IOPSIOK NOATOTOBKA O(QOPMIICHHSI OpPraHU3allMOHHBIX KaJpOBBIX
JOKYMEHTOB (IIOJIOXKEHUE O NEPCOHAJIE; MOJI0KEHUE 00 OpraHu3allMy ¥ OXpaHe TPyna; MpaBuiia
BHYTPEHHET0 TPYJOBOI'O paclopsKa; KOJIEKTUBHBINA TPYAOBOIl AOrOBOp; reHEpasbHbIE M OT-
pacneBble Tapu(HBIE COIJIAIIEHUs; KaJpOBbIE JOIOBOPHI M COIVIAIIECHUS; JOJKHOCTHBIE MHCT-
PYKLUY; TOJOXKEHUH O KaJpoBOil ciyx0e; CTpyKTypa U IITaTHAsi YUCIEHHOCTh; IITaTHOE PACIIHU-
caHue u Jp.).

2.5.  KoMiuiekc J0KyMEHTOB 110 0TOOPY M MOA00PY KaJApoB

CocraB nokymeHntoB. Coaep:kaHue, NOpsIOK MOJArOTOBKH, CTPYKTYpa TEKCTa aHKET, Tec-
TOB, MpeAJIaraeMblX cOucKaTeasiM padodyero Mmecta. @opMbl «MHTEPBBIOY (JIMYHOIO, TeJIe(HOHHO-
ro). Ilopsnok Benenus u oopMieHus NpoTOKOJIOB cobeceoBanus ¢ kKanauaaramu. Opopmie-
HUE JIOTOBOPOB C PEKPYTUHIOBBIMM (PMpPMaMH, areHTCTBaMHU O NOJA00pEe U MPOBEIECHUH HCIIbITa-
HUU IepcoHara.

2.6. KoMmiekc 10KYMEHTOB 10 YCTAHOBJICHHIO TPYAOBBIX OTHOILICHHIA.

CoctaB nepcoHalbHBIX JOKYMEHTOB, MPEACTABIAEMBIX B KaJpPOBYIO CIyXOy Uii ycTa-
HOBJICHUS TPYAOBBIX MPaBOOTHOLIEHUH. PekoMennatensHble nucbMa. Iloaroroska u odopmie-
HUe pes3toMme. TpyloBble TOTOBOPHI, TPyAOBbIe cornamieHus. CTpykTypa TeKcTa, 0COOEHHOCTH
opopmiuenus. Tumnossie GopMbl TPyHOBBIX JOroBopoB. IloaroroBka u opopmiieHHEe NPHUKa30B
(pacniopspkenuii) o mpueme Ha paboty. HoBble yHupuumpoBanubie Gopmbl. JJOKyMEHTHI, Ipeab-
SBJIIEMbIE TIPU NTpHEMe Ha paboTy.

2.7. KoMmjekc 10KyMeHTOB 0 ABM:KEHHIO KAaIPOB.

Cocras, cosiepxaHue, HOPsIOK NOArOTOBKU U 0(hOpMIIEHHUS ITPUKA30B (PaCHOPSKEHUN) O
NepeBoie COTPYIHHUKOB, NMPEIOCTABICHUN OTIIYCKOB, MPOBEICHUN aTTECTallUil, 0CBOOOKICHUN
COTPYIHUKOB M JIp. HOBbIE yHUUIPoBaHHbIE (hopMbl. [lopsiiok 3anonHeHus!.

JIOKyMEHTBI K IpHKa3aM IO JITYHOMY COCTaBY (3asBiIeHUs, rpaduKy, JOKIaHbIE 3aIl1C-
KH, [TPE/ICTABJICHMS], aTTECTALIMOHHBIE JIUCTHI U T.A.). OTUETHI O JBUKEHUH KaJIPOB.

2.8. Kommiekc 10KyMeHTOB I10 y4eTy KaJpoB



Bunpl yuernsix mpoxkymeHToB. HoBele yHHpuuupoBaHHBIE (HOPMBI (JUYHBIE KAPTOUKH:
JIUCTKY TI0 Y4YETY KaJIpOB), HOPSAJOK U3 3aII0JHEHUS U BEICHUS.

Odopmiienue U BeeHUE JTUYHBIX JIe)T COTPYIHUKOB. CocTaB TOKYMEHTOB JIMYHOTO JIEJa.
Odopmiienue 1 BeIGHUH € TPYIOBBIX KHIKEK M BKIIQIBIIICH K HUM.

2.9. KoMmmjekc cnpaBoOYHO-HH(POPMALMOHHBIX JOKYMEHTOB 0 KajpaM

CoctaB MH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB MO KaJapaM (IOKIagHbIE 3aluCKH,
aKTBl, CIIPABKH, OOBSICHUTENBHBIC 3alUCKU M JP.).HOPSIOK MOATOTOBKH U O(OPMIICHHUS JTOKY-
MEHTOB Ha OCHOBE I'OCYJApCTBEHHBIX CTAaHAAPTOB. ba3bl NaHHBIX IO COTPYJHHMKAM, BBIXOJHBIC
(bopMBI, HCTIONIb30BaHKUE 0a3 TaHHBIX MPHU MOJATOTOBKE CIIPABOK IO KaJpaMm.

Paznen 3. Opranu3anusi paGoThbl ¢ KAAPOBBIMH JOKYMEHTAMHU

3.1. CTtpykTypa u opranu3anms JesiTeJJbHOCTH KAJAPOBOH CJIYKObI peANpUATHS

OYHKIMOHUPOBAHUE KaIPOBOU CITYyKObl B OpraHU3alUsAX pa3InyHbIX (OpM COOCTBEHHO-
ctu. [lonoxxenue o kaapoBoii ciryx0e, ero coaepkaHue, MopsI0K NOArOTOBKH, O(hopMIIeHHE.

Menemxep 1o Kajapam, ero 3aaayi, QyHKUUU B opraHuzanusax. Jl0JKHOCTHbIE HHCTPYK-
LU COTPYAHMUKOB CIIY)KOBI YIpaBiI€HHUS MEPCOHAIOM, UX COJEpikaHHE, MOPSIOK MOJIrOTOBKH,
ohopMIIeHHUSL.

Opraau3zanus KaapoBou CIyKObl U TOKYMEHTHPOBAHHUE €€ NieaTeabHOCTH. COBpEMEHHBIC
MeTO/1bI pabOTHI € KaJjpaMu 3a pyOe:KOM U BO3MOXKHOCTH UX MCTIOJIb30BaHus B Poccum.

3.2. Perucrpanusi ¥ KOHTPOJIb MCIOJHEHHUS IOKYMEHTOB 10 YIIPABJEHHUIO MEPCOH a-
JIOM.

[IpaBuna peructpauvu M HWHIASKCUPOBAHUSA KaJpOBBIX JTOKYMEHTOB. PerucrpairioHHO-
KOHTpPOJIbHBIE (OPMBI (TpPaJUIMOHHBIE U aBTOMaTuU3HpoBaHHbIE). COCTaB PEKBU3UTOB (TIOJIEHN)
JUISL PETUCTPALIMU PA3JIMYHBIX BUIOB JOKYMEHTOB U MOPSAIOK UX 3aII0JTHEHHUSL.

Opranu3zanyst KOHTPOJIS 32 CPOKAMH M KAYECTBOM HUCIIOJHEHUS KaJPOBBIX JOKYMEHTOB.

3.3. CucremaTu3anms M onepaTUBHOE XPaHEHHE JOKYMEHTOB 10 MEePCOHATY

Homenknarypa aen kaapoBoii ciry:k0bl. [Topsg0K MOArOTOBKH, COCTaBICHUs U 0opmITe-
Hus. [IpumepHass HOMEHKIaTypa Jel KaapoBou ciayxObl. OmnpeneneHrue CpOKOB XpaHECHHs Kaj-
POBBIX TOKYMEHTOB.

KanpoBbie 1OKyMeHTBI B HOMEHKIIATypax Jell B Cly’k0ax TIOKyMEHTallMOHHOro obecrie-
YEeHUsl YIPaBIEHUS, IPYrUX OTAEIOB U CITYXO.

3.4. CnpaBouHo-uH(popMannoHHoe odcay:kuBanue. CoBpeMeHHble HHGOPMAIIHOH-
HO-TIOMCKOBbIE CHCTEMBI 110 KaJPOBbIM JOKYMEHTAaM.

OcHoBHBIE 3a7]auu CIPABOYHO-UH(GOPMAIIMOHHBIE MACCUBBI 10 KaJApPOBBIM JOKYMEHTaM
(TpaguLMOHHBIE, ABTOMAaTU3UPOBAHHbIE). ba3bl JaHHBIX MO MEepCOHANy OpraHu3auuu. Buasl, Tu-
bl, COJepKaHue, Ha3HaueHue. Vcmonb3oBaHue 0a3 JaHHBIX JUIS MOATOTOBKH JOKYMEHTOB IO
yIpaBJICHUIO TIEpCOHANIOM. Bbixoanbie (GOpMbI JOKYMEHTOB, MOJIy4aeMbIX U3 0a3 naHHbIX. Mc-
MOJIb30BaHKE APYTHX 0a3 JaHHBIX U MPOTPAMMHBIX MPOJIYKTOB KaIpOBOH ciyx00i u uHpOpMa-
[IMOHHO-CIIPABOYHOM padoTe.

5.2. Pa3zaenbl JUCHUILITHHBI M MEKIMCIUIIJIMHAPHBIE CBSI3HU ¢ 00ecnieYnBaeMbl-
MU (IOCJIeTYHIUMH) THCHUIINHAMHA

Ne Ne paznesioB U TeM JaHHOM IMCUHUILTHHBI,
Ne |HaumeHoBaHue o0ecrieunBaeMbIX (I10-| HEOOXOAMMBIX /ISl H3y4YeHHUs o0ecneynBae-
n/n CJIeAYIOIUX) TUCHHUIINH MBIX (TOCJIEAYIO M X) M CIUIIIHH
1 pasgen 2pa3nea
1. | BKP 1,2,3
2. | TocynapcTBeHHBIN K3aMEH 1,2,3




5.3.

Pa3znennl (MO}IyJ’II/I) M TeMbI JTUCIUILINH U BUJABI 3aHATHH

Ne HaumeHoBaHue pa3jeia U TeMbl TUCHUILIH- JlekL. Hpakr.| Jla6. Cemun. | CPC Bce-
n/n HBbI 3aH. 3aH. ro
1 DTanbl CTAHOBIICHUS CUCTEMBI KaJIpOBOH 8 16 - - 16 40
JIokyMeHTaluu B Poccun
2. Opranuzanus u J0KyMEHTHPOBaHHE Jes- 14 28 - - 28 70
TEIBHOCTU KaJPOBON JTOKYMEHTAIINH B CO-
BpemeHHoH Poccuu.
3. | Opranu3aius pabOThI C KaJAPOBBIMU JIOKY- 14 28 - - 28 70
MEHTaMHU
OK3aMeH - - - - - 36
Bcero 36 72 - - 72 216
6. IlepeyeHb CEMHHAPCKUX, MPAKTHYECKHUX 3AHATHIH UJIH JJA00OPATOPHBIX padoT
Ne pazpena Tpyno- Dopmu-
Ne (MOlIyJ'lﬂ) " HaumenoBanue CEMHUHAPOB, MPAKTUYECCKUX eM- OIIEHO‘IHI)IC pyembie
n/n Tel\::ill::::m_ U J1a00paTOPHBIX padoT KOCTh cpeacTsa KoMIIe-
(4acnI) TeHUHH
1 2 3 4 5 6
1 Pazpmen 1 OTanbl CTAaHOBJICHHUSA CUCTEMBI KaIpOBOM 2 Ompoc, Tect OIIK-10
JIOKyMeHTalnu B Poccun 10 TeEMaM IK-3
2 Paznen 2 Opranu3zaius 1 JOKYMSHTUPOBaHUE e - 2 Pabora ¢ cu- IK-10
TETHHOCTH KaJAPOBOU JTOKYMEHTAITUH B tyaruonneivu | 11IK-11
coBpeMeHHO# Poccum. 3aITaHUSAMU IK-12
3 Paznmen 3 Opranu3zaius pad0ThI ¢ KaJAPOBBIMH J10- 4 (MHIUBUIY-
KyMEHTaMH aJpHO WIIN
MaJIbIMU
TpyIITaMn)
6.1.111an camMmocTOSATEILHOM PA0OTHI 00y4AIOIIUXCS
Ne Buja camocrosi- Pexomennyemas | KoiuuecTBo
n/n Tema TeJILHOIN PaGoThI 3ananue JUTepaTypa 4acoB
1 | Dramnsl cTaHOBIICHUS IloaroroBka k Jokiman Pazpen 8 16
CUCTEMBI KaJpOBOit MIPaKTUIECKOMY
noKkyMeHTanuu B Poc- 3aHITHIO
cum
2. | Opranuzamnus u JOKy- IToaroroBka k Hoxnan Paznen 8 28
MEHTHpOBAHHUE Jesl- npaktudaeckoMmy | [IpoextupoBanue
TENEHOCTU KaJIPpOBOU 3aHITHIO JIOKYMEHTOB
JOKYMEHTAIIU! B CO-
BpeMeHHoU Poccun.
3. | Opranusanus paGoThI C IToaroroBska k Joxnan Pazmen 8 28
KaJpOBBIMU JTIOKYMEH- MPaKTUYECKOMY
TaMu 3aHSTHUIO




6.2. MeToanuyeckue YKa3aHus MO0 OopraHmsanvu CaMOCTOSITEeNbHOI paﬁoTbI Oﬁy-
YaIuxcsa

1. CamocrosTenbHas (BHeayqUTOPHAs) paOOThl — BaKHEHIIIAs 3a/1a4a CTY/ICHTA.

2. CamocrosiTenpHast paboTa CTYJACHTOB BBIPAXKAETCS B MOJTOTOBKE CTYIEHTAa K MpakK-
TUYECKUM padOTaM U CEMUHAPCKUM 3aHSTUSM Ha OCHOBAaHUHM TEOPETUUECKOTO MaTepuaa.

3. B xauecTBe opraHu3alMOHHBIX (OPM 3aHATHH MO TUCHUIUIMHE YYEOHBIM IUTAHOM
OIPEAENICHBI JICKUNOHHBIE, TPAKTUYECKUE U CEMUHAPCKUE 3aHATHS.

4. Tlpaktrueckue paObOTHI HaNpPaBICHBI HA 00YYCHHE OCHOBaM Pa3pabOTKU HOPMATHB-
HO-METOJIMYECKUX JOKYMEHTOB OpraHU3allMk Ha OCHOBE TpeOoBaHM cTaHmapToB. [IpakTukym
paccuuTaH Ha MPUOOpPETEHUE CTYACHTAMU YIIyOJICHHBIX 3HAHHWM TOJIOKEHUH CTaHIApTOB IMPH
OpraHu3aIy J0KyMEHTO000pOoTa.

5. BrlnonHeHNE TMPAKTUYECKUX PabOT MPOU3ZBOAMTCS KAXKIABIM CTYJACHTOM HHIUBHIY-
aJBHO.

6. Tekymuii KOHTPOJb YCIIEBAEMOCTH IPEANoJiaraeT OIEHKY BBIMOJHEHUS CTYACHTOM
BCEX BUJIOB pabOT, MPeIyCMOTPEHHBIX (POPMaMH KOHTPOJIS 3HAHUI B COOTBETCTBHM C pabOdUeit
MPOTrpamMMO TUCHUTIINHBI.

7. K UTOroBoMy KOHTPOJBHOMY MEPOIPUSATHIO JOMYCKAKOTCS TOJIBKO T€ CTYACHTHI, KO-
TOPBIE OTYUTAIUCH 32 MPONYIICHHBIE 3aHATHUS, T. €. BBIITOJTHUIN U 3aIIUTUIIN BCE MPAKTUYECKUE
paboTEHL.

7. IlpuMepHasi TeMAaTHKA KyPCOBbIX NPOEKTOB (padoT)
He npenycmoTtpeno
8. YueOHO-MeToaUYecKOe U HHPOPMALIMOHHOE O0ecnedeHne JUCIUNINHBI

a) HOPpMATUBHO-TIPaBOBas 0a3a
1. Tpynosoii konekc P®. // bubmmoreka xxyprHana «KamgpoBasi cimyx0a MpeanpusiThs.
— M., Tepmuxka, 2006.

0) oOCHOBHAas JIMTepaTypa

1. lemun, 1O. JlemompousBojctBo. IloarotoBka  ciayeOHBIX  JTIOKYMEHTOB
[DnexTponnsiit pecype] / 0. lemun. - 3-e uzn., nepepad. u non. - Cankr-IlerepOypr : [lurep,
2009. - 256 c¢. - Pexumm gocryma: http://ibooks.ru/reading.php?productid=26250
(http://ibooks.ru/product.php?productid=26250). - Pexum pocryma: DBC "AiOykc". -
Heorpanuu. goctyn. - ISBN 978-5-49807-082-7 :

2. JlapwkoB, Huxonait CemenoBuu. Jlokymentrosenenue [Tekct] : yue6. mocobue / H. C.
JlapbkoB ; Tomckuii roc. yH-T . - M. : ACT ; [b. M.] : Boctok-3anaa, 2006. - 428 c. ; 21 cMm. -
bubmuorp.: c. 427-428. - ISBN 5-17-033775-2. - ISBN 5-478-00199-6 : Bcero 17

3. KangpoBblii MEHEDKMEHT B OpraHu3alusax [ DIeKTPOHHBIN pecypc] : HaydyHoe u3aaHue /
1O. I1. EmenbsnoB u 1p. - 9BK. - M. : YauBepcurer.kH., 2008. - 242 c. - Pexum noctyna: 343
"bubnuotex". - Heorpanuu. noctym. - ISBN 978-5-91304-040-4

4. Ky3nenora, M. B. JlokyMeHTOBe/IeHe M JIOKyMEHTAallMOHHOE oOlecreueHue
ynpasienus [Tekcrt] : yue6.-meroa. mocodue / M. B. Ky3nenosa ; Upkyrckuit roc. yu-1, ®ak.
cepBuca u peknamsl. - Upkyrck : U3n-Bo UI'Y, 2007. - 109 c. ; 20 cM. - bubauorp.: c. 68-69. -
ISBN 978-5-9624-0177-5 — 46 k3.

5. KprokoBa, Huna IlerpoBHa. J{OKyMEHTHpPOBaHUE yIPaBICHUECKON AEITEIHLHOCTH
[Tekcr] : yue6.mocobue s cTya. By30B, 00yd. mo crer. 080502 "DxoHOMUKA U yIpaBleHUE Ha
npennpustan (mo orpacisam)" / H. I1. Kprokosa. - M. : Uadpa-M, 2014. - 267 c. : Tadmn. ; 22 cMm.
- (Beicuiee obpaszoBanue: bakamaspuar). - bubnuorp.: c. 223-230. - ISBN 978-5-16-003134-7. -

ISBN 978-5-16-100463-0 -15 k3



http://ellib.library.isu.ru/cgi-bin/irbis32r_11/cgiirbis_32.exe?LNG=&Z21ID=&I21DBN=IRCAT&P21DBN=IRCAT&S21STN=1&S21REF=3&S21FMT=fullwebr&C21COM=S&S21CNR=20&S21P01=0&S21P02=1&S21P03=A=&S21STR=%D0%9A%D1%83%D0%B7%D0%BD%D0%B5%D1%86%D0%BE%D0%B2%D0%B0%2C%20%D0%9C%D0%B0%D1%80%D0%B8%D0%BD%D0%B0%20%D0%92%D0%B0%D0%BB%D0%B5%D1%80%D1%8C%D0%B5%D0%B2%D0%BD%D0%B0
http://ellibnb.library.isu.ru/cgi-bin/irbis64r_15/cgiirbis_64.htm?LNG=&Z21ID=&I21DBN=IRCAT&P21DBN=IRCAT&S21STN=1&S21REF=3&S21FMT=fullwebr&C21COM=S&S21CNR=10&S21P01=0&S21P02=1&S21P03=A=&S21STR=%D0%9A%D1%80%D1%8E%D0%BA%D0%BE%D0%B2%D0%B0%2C%20%D0%9D%D0%B8%D0%BD%D0%B0%20%D0%9F%D0%B5%D1%82%D1%80%D0%BE%D0%B2%D0%BD%D0%B0

B) IOMOJTHUTEJIbLHAS JTUTEpPaTypa

1. Kynses, Hukonait Hukonaesud. KonduaeHmansHoe eI0Mporu3BOCTBO U
3alUIIEHHBIN SIEKTPOHHBINA JOKyMEHTO000POT [ DneKTpoHHBIN pecype] : yueonuk / H. H.
Kynses. - OBK. - M. : Jloroc, 2011. - (HoBas yauBepcurerckas oubnuoreka). - Pexxum gocrymna:
. - Pexxum nocryma: D43 "bubmmoTtex". - Heorpannu. mocrym. - ISBN 978-5-98704-541-1 :

2. bepesuna, H. M.  Kanposoe nenonpouspojctso / H. M. bepesuna, M. M. baxapesa. -
2-e uzn. - CIIG. : [Turep, 2007. - 221 c. ; 21 cMm. - bubaumorp.: c. 218-221. - ISBN 978-5-91180-
617-0 cupoax (1)

3. KagpoBoe obecrnieueHne MECTHOTO CaMOYTIpaBIieHUs [ DICKTPpOHHBIN pecypc] :
yae0.Kypc. - DNEeKTPOH. TEKCTOBBIC AaH., 53,7 MO. - M. : [6. u.], [2007]. - 1 a1. onr.auck (CD-
ROM) ; 12 cm. - (LlenTp nepenoBbIX TEXHOJIOTHH : CUCTEMa MOTOTOBKH KaJpOB, MOIEPKKU U
COTIPOBOXICHUSI OPraHOB MECTHOTO caMoyIpaBieHus). - CucreM.TpeOOBaHUs: MIPOLIECCOP
Pentium ; omrepar. mamsats 32 M6 ; auckoBoi 24-x CD-ROM ; Windows 98/NT/2000/XP ;
WuTepuer (ABTO3amyck, Ae@eKkToB HET). - Pexxum noctyna: . - 3ari. ¢ ’TUKETKH JUCKA. - (B
KOHB.) :

4. Poroxwun, Muxaun FOpreBuu. CripaBOYHHUK 1O JEIONPOU3BOACTBY [ TekcT] : HayuHOe
nuznanue / M. 1O. Poroxun. - M. : ITutep, 2007. - 190 c. ; 23 cm. - (CoBpeMeHHbIH oduc-
MeHekMeHT). - ISBN 5-469-01095-3 : 10 ak3.

5. Jlouera, Mapuna BragumupoBraa.  JlemompousBoicTBO B KaapoBoit ciryxkoe [TekeT] :
y4eO.-TpakT. mocodue : yded. mocoOue I CTyA. By30B, o0yd. mo cmem. "YmpaBieHue
nepcoHaioM" u "MenemkmenT opranmzaruu” / M. B. Jlosuera, E. H. I'ankuna, E. B. I'ypona ;
mox pea. A. S. Kubanosa ; I'oc. yu-T ymp. - M. : [Ipocnekr, 2013. - 78 c. : Tabn. ; 20 cMm. -
(YrpasieHue TepcoHANIOM: TEOpUs M MPaKTUKa). - ABT. yKa3aHbl Ha oOopore THT. 1. - ISBN
978-5-392-10015-6 1 ak3.

6. Tpyxanosud, JIumus BacuneeBHa.  CrnpaBOYHUK IO KaIpPOBOMY JEIOMPOU3BOJCTBY
[Texcr] : 0Opa3up! 1 GopMBI JOKYMEHTOB ¢ KOMMEHTapusMu: Ha ocHOBe HOBOM peaKIiuu
Tpynosoro koaekca P® (¢ 6 okr. 2006 r.) / JI. B. Tpyxanosuuy, JI. JI. lllyp. - 5-e uzn., nepepad. -
M. : leno u Cepsuc, 2007. - 603 c. ; 21 cm. - ISBN 978-5-8018-0330-2 Bcero 2 :

Ilepuoauyeckue n3xaHus

KaapoBuk - xxypHan

CripaBOYHHUK KaJIpOBHKA - KypHal
Kanposast cimyx0a npeanpusaTus - xxKypHal

r) NPpOrpaMMHoe odecrneyeHue

A) 6a3bl JAaHHBIX, HHPOPMALMOHHO-CIIPABOYHbIE M IOUCKOBbIE CHCTEMBbI .
bubnunorexka SJKOHOMUYECKO U yIIpaBICHUECKOH IUTEpa- Http://www.eup.ru./
TYpbI

DneKTPOHHBIN MopTan no OusHecy, puHaHcam, skoHomuke  Http://www.finboo.biz/
U CMEKHBIM TeMaM

9. MarepuajbHO-TeXHHYeCKOe oOecneyeHHne TUCHUTILINHBI

HaumenoBanue crienu-
. . ITepeyeHb JIMUILEH3MOHHOTO TPOrPAMMHOTO
AITBHBIX TTOMEIICHUH 1 OCHAIIICHHOCTB CIELMaIbHBIX IOMEIICHHI U TOMe-
. o . obecrnieyeHns. PeKBU3UTHI ONTBEPIKAAIO-
TIOMEILCHHUH JUISl CaMo- IIEHUH JUISl CAMOCTOSATEIbHON paboTh
" IIEr0 IOKyMEHTa
CTOSITENTBHOM PabOTHI
CrerpanbHble IOMele- Aynuropus 000pyJoBaHa CIELHATU3UPOBAHHON OCWindows: DreamSparkPremium, {oro-
HUSL: yuebHol Mebenbio Ha 50 mocaouHbIX MECT, TEXHU- Bop Ne 03-016-140t1 30.10.2014
Yuebuasn ayoumopus ona | 4eckumu cpeicTBaMK 00ydeHHUS, CITYKAIUMH IS
NPO8eOeHUs. 3AHAMULL peJICTaBJICHUS] HH(POPMAIIMK OOJIBIION ayJAUTOPUH Microsoft Office:

10



http://ellibnb.library.isu.ru/cgi-bin/irbis64r_15/cgiirbis_64.htm?LNG=&Z21ID=&I21DBN=IRCAT&P21DBN=IRCAT&S21STN=1&S21REF=3&S21FMT=fullwebr&C21COM=S&S21CNR=10&S21P01=0&S21P02=1&S21P03=A=&S21STR=%D0%91%D0%B5%D1%80%D0%B5%D0%B7%D0%B8%D0%BD%D0%B0%2C%20%D0%9D%2E%20%D0%9C%2E
http://ellibnb.library.isu.ru/cgi-bin/irbis64r_15/cgiirbis_64.htm?LNG=&Z21ID=&I21DBN=IRCAT&P21DBN=IRCAT&S21STN=1&S21REF=3&S21FMT=fullwebr&C21COM=S&S21CNR=10&S21P01=0&S21P02=1&S21P03=A=&S21STR=%D0%A2%D1%80%D1%83%D1%85%D0%B0%D0%BD%D0%BE%D0%B2%D0%B8%D1%87%2C%20%D0%9B%D0%B8%D0%BB%D0%B8%D1%8F%20%D0%92%D0%B0%D1%81%D0%B8%D0%BB%D1%8C%D0%B5%D0%B2%D0%BD%D0%B0
http://www.finboo.biz/

JNEeKYUOHHO20 U CeMUHAD-
CKO20 Muna, mexyuezo
KOHMPOJis, NPOMedHCY-
MOYHOU ammecmayuu.

kommbiorep (Crcremnsiit 6ok Intelpentium 4 2.8
GHz) (1 mryka), Monurop LGL1453S (1 mryka);
mpoekrop ViewSonicpjg 5134, skpan
ScreenVtdiaEcot-3200*200MW 1:1, xomoHku, Ha-
OOpBI JIEMOHCTPAIIMOHHOIO 00OpYyJOBaHUS U y4eO-
HO-HATJISIJIHBIX TIOCOOHH, O0OecreunBaroye TeMaTH-
YecKHe WUTIOCTPALMH, COOTBETCTBYIOLIHE paboueit
MpOrpamMMe THCHHUIUIMHBL  «JIOKyMEHTallHOHHO®
obecrieueHne yrpaBiIeHHs TIePCOHATIOM).

0365ProPiusOpenStudents ShrdSvr ALNG
subs VL NL | MthAcdmsStdnt
w/Faculty(15000 nuuenswmit)

Kaspersky Endpoint Security nis6usneca-
cranmaptaelid Russian Edition. 1500-2499
Node 1 year Educational License Ne 1B08-
170221054045730177

CrienabHbIE TIOMETIe-
HUSL:

KOMNbIOMEpHblIl KNACC
(vuebnas ayoumopusi)
07151 2PYNNOGHIX U UHOU-
BUOYATBHBIX KOHCYIbMA-
yuil, opeaHu3ayUU Camo-
cmosimenvHou pabomol, 8
MoM yucie, HAy4HO-
UCCIe0068amenbCekoll

Aynutopus 000pyJoBaHa CIELHUATH3UPOBAHHON
yueOHOI MeOelbIo Ha 25 MocaI0oYHBIX MECT, TEXHH-
YECKUMH CPE/ICTBAMH O0YUCHHUSI: KOMIIBIOTEPBI
((Cucremusrii 6ok AMDAthlon-64 X3 445 3100
MTI'ty), MoruTop LGF1742S (2 mryku), MornTOp
ViewSonicVA703b(24 mirykn)) ¢ BO3MOXKXHOCTBIO
MOJIKITIOUCHHS K ceTH «MHTepHeT» U obecredeHneM
JOCTYTIA B BJIEKTPOHHYIO HH(POPMAIMOHHO-
00pa3oBaTeNIbHYIO Cpey OpraHH3aIHy.

OCWindows: DreamSparkPremium, Toro-
Bop Ne 03-016-14ot 30.10.2014

Microsoft Office:
0365ProPiusOpenStudents ShrdSvr ALNG
subs VL NL I MthAcdmsStdnt
w/Faculty(15000 nuren3wuii)

Kaspersky Endpoint Security mis6u3sseca-
crannaptaelid Russian Edition. 1500-2499
Node 1 year Educational License Ne 1B08-
170221054045730177

NGk wWNE

10. O6pa3oBaTejbHbIE TEXHOJOTUH

BHEAYJIUTOPHON PabOTHI.

[Tpob6nemHoOe n3nokeHne yaeOoHo nHpopMaIuy Ha JEKIUIX U CEMUHApax;
Jlekum — mpe3eHTanuu;

J1enoBsI Urpsl;

Pa30op mpakTuueckux cutyanuit (keic - craan);
Pemenne 3kOHOMHYECKHUX M CUTYallMOHHBIX 3a]1a4;
PaboTa ManpiMu rpymnmnamu;
KommsroTepHoe TectupoBanue B porpamme "Accucrent" u B cucteme "Forlabs ;
AHanu3 ¥ COBMECTHOE 0OCYKICHHE PE3YIHTATOB CAMOCTOSITEIHHOW ayTUTOPHOU U

11. Omuenounsie cpeacrra (OC)

11.1. OueHouYHBbIe CPeACTBA JJIsi BXOJHOT0 KOHTPOJIS

Koumponvnvie sonpocwt 01151 6X00H020 KOHMPOJIA
1. Ponb moxymeHTHpoBaHUs HHGOPMAIMU B COBPEMEHHOM MH(GOPMAIMOHHOM OOIIECT-

BC.

agbrwn

JlokyMeHTOBe/IeHHEe KaK Hay4Hasl JUCLUILTHHA.
Ponp moxkyMeHTOBECHHS B COBEPILICHCTBOBAHUH MIPOLIECCOB YIIPABICHHUS.

JIOKyMEeHT — 00BEKT JOKYMEHTOBEAYECKUX UCCIIEeI0BAHUH.

[Tonsitue «undopmarusy . Cesi3p uHGopmauu u qokymenTta. Poias nndopmanuu B

COLIMAJIBHBIX U SKOHOMHUYECKHUX Ipolieccax.

6. ODyHKUUU T0OKYMEHTOB. JJOKYMEHT — NOIM(YHKIIMOHAIBHBIA OOBEKT.

7. Metoabl ¥ ciocoObl JOKYMEHTUPOBAHHUSL.

8. MarepuanbHble HOCUTEIN HH(OPMAIIHK.

9. CgoiicTBa W mNpu3HAKU JO0KyMeHTa. MHQopmannoHHbIE CBOICTBAa JOKyMEHTA.
OpurunanbHOCTh ToKyMeHTa. [lomHHOCTE NoKyMeHTa. KONMitHOCTh TOKyMEHTA.

10. Crpykrypa nokymenrta. PexkBusutsl. @opmynsip nokymenta dopmyssp-oOpaszer.
Ocob6enHoctu (hopmynsgpa AOKYMEHTOB, MOJyYEHHBIX PAa3JIMYHBIMH CIIOCOOaMHU (TEKCTOBBIMH,
MAaIIUHHBIMHU, KUHO-, ()0TO-, (POHO-, TEXHUYECKHUMHU, MAIIUHHBIMU

11. Tpaguuuonunas dopma gokymeHTa. DopMyssip TEKCTOBOTO IOKYMEHTa B €ro UCTO-

PUYCCKOM pa3BUTHUH.
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12. Texkct noxymenta. CTpyKTypa TeKCTa. DJIEMEHTHI TeKCTa. JIMHrBUCTHYECKHE OCO-
OEHHOCTHU TOKyMEHTa. YHU(UKAIUS TEKCTa TOKyMEHTA.

13. Knaccuduxanms. OcHOBaHUS KIIaCCU(PUKAIUH.

14. CknappiBanue cucTeM JIOKYMEHTALUU. CouuanbHas JOKYMEHTHO-
KOMMYHHUKAIIHIOHHAS CUCTEMA.

15. JlokymeHTHas KOMMyHUKanus. JJOKyMeHTHasI AEATEIbHOCTb.

16. YHuduuupoBaHHBIE CHCTEMBI JOKYMEHTAlMH. ['OCyqapcTBEHHbBIE CTaHAAPTHI Ha
yHH(DUKAMOHHBIE CUCTEMBI. THITOBBIE CHIEIMAN3UPOBAHHBIE (POPMBI TOKYMEHTOB.

17. OpranuzanuoHHbIE JOKYMEHTHI.

18. PacnopsiauTenbHbIe JOKYMEHTHI.

19. HudopmannoHHO-CIIPaBOYHBIE TOKYMEHTHI.

20. OcobenHOCTH 0(OPMIICHHS JISATSIHBHOCTH KOJUIETHATLHBIX OPTaHOB.

21. OdopmieHre yHUPUIIMPOBAHHON JOKYMEHTAIMH MO JHYHOMY COCTaBY.

22. COBpEeMEHHBIE MPOOIEMBI ATEKTPOHHOTO JOKYMEHTO000POTA.

23.  TIporeccsl JOKyMEHTOOOPa30BaHUS.

24. PermaMeHTaIus MpoIeccoB JOKyMEHTOOOPa30BaHNS.

25. TlepBUYHBIE KOMIUIEKCHI TEKCTOBBIX JIOKYMEHTOB U UX BH/IBI.

26. CroXHBIE KOMIUIEKCHI JOKYMEHTOB.

27. HayuHOo-HMCTOpHYECKAs M MPAKTUYECKAs IEHHOCTh JOKYMEHTOB.

28. IlpuHUHMITEI OTIpeAeTIeHHS IICHHOCTH JOKYMEHTOB.

29. HayuyHo-ucTOpHUeCKas M MPaKTUYECKasi IEHHOCTh JOKYMEHTOB.

30. MeTtopI aHATM3a IICHHOCTH IOKYMEHTOB.

31. CymHOCTh U 3HaYEeHUE JOKYMEHTHON WH(GOPMAIIMK B PA3BUTHH COBPEMEHHOTO HH-
(hopMaImoHHOTO OOIIIECTBA.

11.2.0ueHoYHbBIE CPeICTBA TEKYIIEr0 KOHTPOJIsI

KonTpospHbIe paboThl, MPOSKTUPOBAHKUE JOKYMEHTOB, TECTHI, OTIPOCHL..
Haznauenne onenounsix cpencts TK — BoisiBuTh chopmupoBanHocTh KommneteHnid — OITK-10
[1K-3, I1K-10, I1K-11, ITK-12.

Bonpocs! 17151 IpoBepKH OCBOEHHUsI TEOPETHYECKHUX 3HAHUI W NMPaKTHYeCcKHe 3aj1a-
nust TIK — 28, TTK — 32, I1K-33, TIK-34, I1K-35, TIK-36)

Koumponvhvie sonpocwt 015 mexywe2o KOHmpos

1. TpymoBoe 3aKOHOJATEIBCTBO O PEriIaMEHTAIMHU JOKYMEHTHPOBAHUH KaIpOBOil aesi-
TEbHOCTH

2. TocymapcTBeHHBII ammapar W €ro CiyXaliue. 3aKOHOJATENbHAas perjaMeHTaIus
HPOXOXKICHHS TOCYAaPCTBEHHOI CITykOBI.

3. Co3nmaHue COBETCKON MOJENN PEryIUpOBaHUS TPYAOBBIX NPAaBOOTHOLICHUH, €€ TO-
3UTHBHBIC U HETaTHBHBIE CTOPOHBI.

4. PerynupoBaHHE COCTaBa, coJepKaHUs, OPOPMIIEHHS KaJPOBHIX JOKYMEHTOB B HOP-
MaTHBHBIX U HOPMAaTHBHO-CIIPABOYHBIX JOKYMEHTAX

5. ®ynkuuu otnena kaapos. [lonoxkeHue 06 oTaene Kaapos.

6. CrpykTypa 1 HOPMaTHBHBIN YUCICHHBI COCTAB OT/ENA KaJpoOB

7. ®OyHKIMYM HaYaIbHUKA OT/IENa KaJpOB.

8. OO0mee u ocoOeHHOE B 00SA3aHHOCTAX CIEIHMATMCTa MO KaJapaM M MeHeKepa I10
MepCOHAITY

9. Pacyer HOPMAaTHUBHOI YMCICHHOCTH INTaTa KaJpoBOW CIy:KObl. Hopma OCHOBHBIX
BUIOB pa0oT, BHIOJIHSEMA Sl KaJJPOBBIMUA PAaOOTHUKAMH 3a €IMHHILY BPEMEHHU.

10. JlokyMeHTHpOBaHHE Ipoliecca npruemMa Ha paboTy TpakaaH
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11. TpynoBoii goroBop: cTpykTypa, Tunoyiorus. Cpo4yHbIil 1 OECCPOUHBIN TPYIOBOH 10-
roBopsl. Tpy10BO€ 3aKOHOJATEIBCTBO O 3aKIIOYEHUH TPYAOBBIX TOTOBOPOB

12. Meronuka COCTaBJICHHs IITATHOTO PACITUCAHUS

13. JImunas xaprouka T-2, T-2 I'C. [IpaBuna 3anonHeHus. MeToIuKa KOJUPOBaHUS.

14. OcHoBHast y4eTHasi JOKYMEHTAIUs IO JIMYHOMY cocTaBy. [IpaBmiia odopmiieHus u
3ar0JIHEHUs. TUIIONorus.

15. TpynoBas KHMKKa: ITpaBuJia 3anoiaHeHus. [lopsok Belaun TPyAOBbIX KHHKEK

16. IlpaBumia 3anoJHEHUs BKIAIBIIIECH K TPYAOBBIM KHUKKAM.

17. IlpaBuia xpaHeHMs] JOKYMEHTALMU MO JUYHOMY cocTaBy. Cpoku XpaHEHMs JOKY-
MEHTAIMH 10 JINYHOMY COCTaBy

18. Homenknarypa nen KaapoBOH CiykObl. IIOpsSIoK TMOATOTOBKH, COCTABICHUS W
opopmienus. [lpumepHast HoOMeHKIaTypa Jien KaJpoBoi ciyk0bl. OnpeeneHue CpokoB XpaHe-
HUS KaJpOBbIX JOKYMEHTOB

19. Tabens ydera pabodero BpeMeHHU. MeToIMKa COCTABIICHUS U 3aMOJTHECHUS.

20. TIpaBuna perucTpanyiv ¥ MHACKCHPOBAHHS KaJIPOBBIX JOKYMEHTOB.

21. Anp6oM yHHUGUIMPOBAHHBIX (OPM TEPBUYHON YYETHOW AOKYMEHTAIMH IO YUYETy
TpyZJa U €ro OIUIaThI.

22. OdopmieHHe U BeACHUE JIMYHBIX JeNT COTPYAHUKOB. COCTaB JTOKyMEHTOB JIMYHOTO
nena

23. Tlopsnok arrecTanuu COTPYAHUKOB. JJOKyMEHTaIIMOHHOE COIMPOBOKICHUE aTTECTa-
102078

24. TlpaBuna cocTaBJICHHUS PACTIOPSAUTEIBHON JOKYMEHTAIINH, UCTIOJIb3YeMOH B paMKax
paboTHI KaJIPOBOM CITY»KOBI: METO/IUKA COCTABIICHUS

25. IlpaBuna perucTpaluu U MHAEKCUPOBAHMS KaJpOBBIX JOKYMEHTOB. PerucrpanuoH-
HO-KOHTPOJIbHBIE ()OPMBI (TPATUITMOHHBIE 1 aBTOMATU3HPOBAHHEIC)

26. Bunmel oTYeTHOM MOKYMEHTAIlMU IO KaapaM. BzammogelcTBue oTnena KaIpoB ¢
BHYTPEHHUMH CTPYKTYPHBIMU MOAPA3ACICHUSIMU OpraHU3aliu

27. Buasl mokymeHTanuu, npeacTaBiIsieMol B IEHCHOHHBIN (OHJT U CTATUCTUYECKUM
oTaeln

28. IlpaBuiia BeieHHsI BOMHCKOIO y4eTa rpakiaaH

29. Meroauka coOCTaBICHUS JOKHOCTHOW HHCTPYKIIUU

TemaTuka NPAKTHYECKHUX 3aIaHUI
1.  IIpoananusupyiite 3akoHomareabHble akThl Poccuiickoit mmmnepun XVIII —XIX BB.
U OTIpeIeNIUTE CTENEeHb PErIaMEHTAIlUU OPTaHN3aluU U IOKYMEHTUPOBAHUSI KaJIpOBOMU CITYKOBI
2.  IlpoananuzupyiiTe KOMILUIEKC MEPBUYHBIX JOKYMEHTOB
3.  mpoaHanu3upoBath TpynoBoil kojnexc PO
4.  OmnpenenuTh 3aKOHOJATETBHBIM aKTOM OCOOCHHOCTH JOKYMEHTHPOBAHUS roCyAap-
CTBEHHOW U MYHUIIUTIAIBHOMU CIIY>KOBI B HETOCYIaPCTBEHHBIX YUPEKACHUAX
5. BbsBUTH cOCTaB KagpOBBIX TOKYMEHTOB, YCTaHOBJIEHHBIX 3aKOHOJATEIbHBIMH U
HOPMaTUBHBIMU aKTaMH.
6. IIpoananuzupyiiTe MOMKHOCTHBIE HHCTPYKIIUU:
HavansHuka otaena kaapos
Cneuuanucra 1o kKajapam
MeHepkepa 1o nepcoHairy
HNucnexTopa no kaapam
ApxuBapuyca
MamuHuCcTKH
[Ipoananuzupyiite opranuzanrio paboTsl ¢ KaApaMu B yCIOBHOU (hupme
8.  Pa3paloraiiTe mTaTHOE pacmucaHue, CTPYKTYpY U IITaTHYIO YHCIEHHOCTH YCIIOB-
HOM OpraHu3aluu

_\l. e o o o o
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9.  Pazpaboraiite [lonoxenue 00 oT/eNe KaIpOB YCIOBHOU (DUPMBI

10. Pa3pabortaiiTe MOKHOCTHYIO HHCTPYKIIUIO JIJISl OJTHOTO U3 COTPYAHUKOB KaJpOBOM
CITY>KOBI

11. Ha ocHOBaHMHM MPUMEPHOTO TEKCTa TPYIOBOTO JOTOBOpPa COCTaBbTE, HAa BHIOOD,
TEKCT TPYAOBOTO A0roBopa ¢ Paboronarenem u PaboTHukom

12. Copoekrtupyiite (GOpMBI CIIPABOK 10 JTUIHOMY COCTaBY

13.  3amomnute hopmy T-7 (rpaduk oTmryckoB)

14.  3amomnute popmy T-13 (rpaduk yuera pabouero BpeMeHH)

15.  CocraButh pe3rome

16. CocraButh aBTOOHOTpaAdHIO

17. 3anoJHUTH TUYHBINA JUCTOK IO YUETY KaJIpOB

18.  3amomHUTH MMUHYIO KapTOouKy (T-2) CBOMMU MepCOHATEHBIMU TAHHBIMH

19. H3yuure yauduuupoBanHyo GopMy ydeTa JOKYMEHTOB I10 JINYHOMY COCTaBy, 3a-
MOJITHUTH XKypHa ydeta T-2

20. TloAroToBHUTH MPOEKTHI MPUKA30B 110 JTUIHOMY COCTABY

21. 3anonHHUTH YHHPHUIUPOBAHHBIE (POPMBI IIPHKA3OB

22. CocTaBUTh TMPOEKTHI OTYETHHIX (POPM TOKYMEHTOB, KOTOpBIE HAMPABISIFOTCS B
CIIEAYIONINE WHCTAHINH: TIEHCUOHHBIN (OH/, CTAT. OT/AEN, OyXraaTepuio

23.  O3HaKOMBTECH C MPABUIIAMH BEJICHHUS TPYIOBBIX KHIKEK.

24. 3anonauTe GOPMY TPYAOBOI KHIKKH:

. TUTynBHBIN JTUCT

) Ceenenus o padbote

o CBenieHus 0 HarpaKJICHUU

° Bxnagpin B TpyJI0BYIO KHHKKY

25. IIpoBemute aHAM3 MPEIOKCHHBIX BaM (OpM 3amOTHEHHBIX TPYIOBBIX KHIDKEK U
BKiazpimei. [IpencraBpTe MpakTHYeCKHe PEKOMEHIAIMH MO0 YCTPAHEHUIO HEIOCTAaTKOB (€Cin
TaKOBBIE UMCIOTCSI) B TPYAOBOM KHUKKE

26. 3amomHUTE HOPMBI TOKYMEHTAIIUHU 110 YYETYy OJaHKOB TPYAOBBIX KHIDKEK W 3aI0JI-
HEHHBIX TPYJIOBBIX KHUKEK.

11.3.0uneHoYHBIE CPeICTBA VIS CAMOKOHTPOJISI CTY/IeHTOB
OC 1 caMOKOHTPOJIS ITPEJICTABICHBI TECTOBBIMU 3a1aHUSIMH
11.4.0ueHoYHBIEe CpPeICTBA AJs POMEKYTOUYHOMH aTTecTAlUN

IIpuMepHbBIii NepeYyeHb BONPOCOB K IK3aMeHY:

1. TpymoBoe 3aKOHOJATEIBCTBO O PEriIaMEHTAIMHU JOKYMEHTHPOBAHUH KaIpOBOil aesi-
TEbHOCTH

2. TocymapcTBeHHBIN ammapar M €ro CiyXaliue. 3aKOHOJATENbHAas perjaMeHTaIus
MIPOXOXK/ICHHUS TOCYIaPCTBEHHON CITYKOBI.

3. Co3nmaHue COBETCKON MOJENN PEryIUpOBaHUS TPYAOBBIX NMPABOOTHOIICHUH, €€ 1o-
3UTHBHBIC U HETaTHBHBIE CTOPOHBI.

4. PerynupoBaHHE COCTaBa, coJepKaHUs, OPOPMIIEHHS KaJPOBBIX TOKYMEHTOB B HOp-
MaTHBHBIX U HOPMAaTHBHO-CIIPABOYHBIX JOKYMEHTAX

5. ®ynkuuu otnena kaapos. [lonoxxeHue 06 oTaene Kaapos.

6. CrpykTypa U HOPMATHBHBIN YUCICHHBIA COCTaB OT/ENa KaJJpOB

7. ®OyHKIMYM HaYaIbHUKA OTJIENa KaJpOB.

8. OO0mee u ocoOeHHOE B 00S3aHHOCTSAX CIEIMAUCTA MO KaJpaM M MEHEeIKepa Mo
MepCOHAITY

9. Pacyer HOPMAaTHUBHOI YMCICHHOCTH INTaTa KaJpoBOW CIy:KObl. Hopma OCHOBHBIX
BUIOB pa0oT, BBIMOJIHAEMA 51 KaJPOBBIMHA PA0OTHUKAMH 32 €TUHHILYy BPEMCHHU.
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10. JloxymeHTHpOBaHHKE Mpoliecca prueMa Ha padoTy rpaxaaH

11. TpynoBoii goroBop: cTpyKkTypa, Tunosiorus. CpouHslit 1 GeCCPOUYHBIN TPYIOBOU J10-
roBopsl. Tpy10BO€ 3aKOHOJATEILCTBO O 3aKIIOYEHUH TPYAOBBIX JTOTOBOPOB

12. Meroauka COCTaBJICHHsI IITATHOTO PACITUCAHUS

13. JImunas xaprouka T-2, T-2 I'C. IIpaBuna 3anonHeHus. MeTouKa KOJUPOBaHHUS.

14. OcHoBHasi y4eTHasi JOKYMEHTAIUs 10 JIUYHOMY cocTaBy. [IpaBuna odopmienus u
3arno0JIHEHUs. TUIonorus.

15. TpynoBas KHMKKa: ITpaBuJia 3anoiaHeHus. [lopsok Bel1auu TPYAOBBIX KHHKEK

16. TlpaBmia 3anoJHEHUs BKJIAIBIIICH K TPYIOBBIM KHIKKAM.

17. IlpaBuia XxpaHeHMs] JOKYMEHTALMU MO JUYHOMY cocTaBy. Cpoku XpaHEHMs JOKY-
MEHTAIMH 110 JUYHOMY COCTaBYy

18. Homenknarypa nen KaapoBoH CiykObl. [IOpsSIoK TOATOTOBKH, COCTABJICHUS W
opopmienus. [lpumepHast HoMeHKIaTypa Jien KaJapoBoi ciryk0bl. OnpeeneHue CpokoB XpaHe-
HUS KaJpOBbIX JOKYMEHTOB

19. Tabens ydera pabovero BpeMeHHU. MeToIMKa COCTABIICHUS U 3aMOJTHECHUS.

20. TIpaBuna perucTpanyiv ¥ MHISKCHPOBAHHS KaJPOBBIX JOKYMEHTOB.

21. Anp6oM yHHUGUIMPOBAHHBIX (OPM TEPBUYHON YYETHOW AOKYMEHTAIMH IO YUETy
TpyZJa U €ro OIUIaThI.

22. OdopmieHne U BeICHUE JIMYHBIX JIeN COTPYAHUKOB. COCTaB TOKYMEHTOB JIMYHOTO
nena

23. Tlopsnok arrecTaluu COTPYAHUKOB. JJOKyMEHTAIIMIOHHOE COTIPOBOXKIICHHE aTTeCcTa-
102078

24. TlpaBuna cocTaBJICHHUS PACTIOPSAUTEIBHON JOKYMEHTAINH, UCTIOJIB3YeMON B paMKax
paboTHI KaJIPOBOM CITY»KOBI: METOIUKA COCTABIICHUS

25. IlpaBuna perucTpaluu U UHAECKCUPOBAHMS KaJpOBBIX JOKYMEHTOB. PerucrpanuoH-
HO-KOHTPOJIbHBIE ()OPMBI (TPATUITMOHHBIE M ABTOMATU3UPOBAHHBIC)

26. Bunmel oT4YeTHOM NOKYMEHTAIlMU IO KaapaM. BzammogeidcTBue oTnena KaIpoB ¢
BHYTPEHHUMH CTPYKTYPHBIMU MOAPA3ACICHUSIMU OpraHU3aliu

27. Bwuael mokyMmMeHTaIlMd, MPEACTABISIEMON B TIEHCHOHHBIM (DOHJ M CTATUCTUYCCKUI
oTaen

28. IlpaBuia BeJeHUs BOMHCKOTO yueTa IrpaxiaH

29. Meroanka coCTaBJI€HUS 10JDKHOCTHOM HHCTPYKLIUU

OueHo4YHbIEe CpeACTBa, o0ecneYnBAIONIUE TUATHOCTUKY C(POPMHUPOBAHHOCTH KOM-
NneTeHI M, 3asiBJCHHBIX B pa0do4eil nporpaMmMe IHCHMILIMHBI (MO1YJIs1)

Pe3yabTaT AMarHOCTUKH
c(popMUPOBAHHOCTH IMokaszarenn Kpurepun Coorsercraue/ 3auer
KOMITeTeH il HeCOOTBeTCTBHE
3HaHHEM OCHOB pa3paboT- | 3HaeT OCHOBHI paboTHI C IIpencraBmn mare- 3a4ger
KU ¥ BHEJIPEHUS KOPIIOpa- | YIPaBJICHYECKUMH JOKYMEH- | PHAJbI IPH HATIH-
TUBHBIX CTaHJAPTOB B TaMH, B TOM YHCJIE C KOPIIOpa- | CaHHH OTYETOB,
o0Jy1acTi ynpaBiIeHHs TIep- | THBHBIMH JIOKaJbHBIMU aTaMH | paboTe ¢ HopMa-
COHAJIOM THUBHBIMH JIOKY-
MEHTaMH, BBITION-
HEHUH KOHTPOJIb-
HBIX 3aJaHUN
BranenusiMu HaBbIKaMU Cocrasnsier kanpoByto 10oKky- | IIpencrasun 3Ha- 3a4er
oopmiteHHs pe3yIbTaTOB | MEHTALHIO HHS Ha KOJUTOK-
KOHTPOJIS 38 TPYAOBOH H BUyME
WCTIOJTHUTEITLCKOM TUCIH-
IUTMHOH (cocTaBIsieT 10-
KYMEHTHI O ITOOLIPEHUIX U
B3BICKAHUSIX
3HaHHEM OCHOB pa3paboT- 3HaeT OCHOBHI pa3paboTKu IIpencraBun pabo- 3a4er
KM BHEJIPCHNUS MPOLEAYP | BHEAPEHUs MPOLEAYp PErylnH- | Ty IO MPOEKTHPO-
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PETYIHUPOBaHUS TPYIOBBIX | POBaHUS TPYAOBBIX OTHOLIE- | BAaHUIO KaJIPOBBIX
OTHOILIEHU U COIPOBOXK- HUH U COMPOBOXKIAIOILYIO JIOKyMEHTOB
JTAIOLIYI0 TOKYMEHTAIUIO JIOKYM €HTAIUIO
Brnanennem HaBEIKaMU Brnaneer HaBbikamu 03HaKoM- | IIpexcraBumi pabo- 3a4eT
O3HAKOMJICHUSI COTPYJHU- | JIEHUS] COTPYJHUKOB OPraHu- | Ty IO O3HAKOMJIe-
KOB OpraHU3aluy C Kaj- 3aI[UM C KaJIpOBOM IOKyMEH- | HHUIO COTPYAHHUKOB
pOBOM JOKYMEHTaIEN u Tauuei u IeiCTBYIOIUMU C TOKyMEHTaMu
JIENCTBYIOIUMU JIOKAJb- JIOKaJIbHBIMU HOPMAaTUBHBIMU
HBIMH HOPMATUBHBIMU aKTamu
aKTaMu
YMeHneM BecTH KaJpoBoe | 3HAeT MpaBuiia MOJTrOTOBKU [IpencraBun otuer 3a4eT
JIEIONPOU3BOJICTBO U Op- KaJIpOBBIXJIOKYMEHTOB U Be- 0 CO3JITaHUM JIOKY-
TaHU30BBIBATH APXUBHOE JIEHUsI 1eJI0OBOM TIEPENUCKY HA | MEHTOB I10 JINYHO-
XpaHEeHUE KaJPOBBIX J0- OCHOBE HOPMATHUBHBIX JOKY- MY COCTaBY CO-
KYMEHTOB B COOTBETCTBUM | MEHTOB. Y MEET COCTaBJIATh IJIACHO 3aJaHUsIM
C JICUCTBYIONTUMHU HOpMa- | KaJpOBbI€ JOKYMEHTHI Ha OC- Ha OCHOBE Keric-
TUBHO-TIPABOBBIMU aKTa- HOBE HOPMATHUBHBIX JIOKYMEH- | CHUTyalud
MM, 3HAHHEM OCHOBBI KaJI- | TOB MO yNPaBJIEHUIO MEPOHA-
pOBOI1 CTATUCTUKH, Biia- JIOM
JICHUEM HaBBIKAMH CO-
CTaBJIEHUsI KaPOBOU OT-
YETHOCTH
3HaHeM TpeOoBaHUS | 3HAET HOPMATHUBHO- IIpencraBun 3a4eT
1 BJIAICHUCM HaBbI- MeTO)IquKYIO )IOKYMGH- 3HAHUS HA KOJI-
KaMH 10 o0ecriede- | TalMio Mo 3alIuTe mep- JIOKBUYME
HHIO 3allIMThI IIEPCO- COHAJIBHBIXKAHHBIX
HAJIBHBIX JAHHBIX CO-
TPYJAHUKA
Pa3patGoTrunku:
M vy, K.H.H., JOLEHT M.B. Ky3nenosa
(noonucw)/ (3aHumaemas 00JIAHCHOCb) (unuyuansl, pamunus)

Hacrosimmasi nporpaMMa He MO:KeT ObIThH BOCIIPOM3BeleHA HM B Kakoil ¢opme 0e3

MpeABAPUTEIHLHOT0 MMCHMEHHOT0 pa3penienns Kadeapbi-pa3padoTyuKa NPorpaMMbl.
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