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1. lean u 3agaun AUCHUATIHMHBI
1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:
IIK-5 CnocobeH ocymiecTBasTh pabOTy € JTOKyMEHTaMH, COASP)KAIUMH HH(POPMAIIUI0 OTPaHUYEHHOTO

J0CTyTa

1.2 Tumbl 3amad mpodecCHOHATBHOW JEATETLHOCTH, K KOTOPBIM TOTOBATCS OOydYaroluecs B paMKax

OCBOCHMHA NJUCLHMITIIIMHBI:

- OpPraHU3aLMOHHO-YIIPABICHYECKUN

1.3 JlucumriinHa OpUEHTHPOBAHA Ha MOATOTOBKY OOydYaroUIMXCs K MPo(ecCHOHaIbHOM AEATEIbHOCTH B
coepe: 07 AIMUHUCTPATHBHO-yIpaBiIeHYeCKast M oucHas AeATeNbHOCTh (B cpepe OpraHu3aliOHHOTO U
JOKYMEHTAIIHOHHOTO 00eCIeueH s YIPaBICHUs OPTaHU3aIMsIMU)

1.4 B pe3ynbTare 0CBOCHHS JUCHUIUIMHBI y 00YYarOIUXCs TOJKHBI OBITH C(OPMUPOBAHBIL:

O06001TIeHHBIEC TPYIOBEIE
(yHKIMH / TPYAOBBIC
(YHKIMY / TPYAOBBIC HIIH

Kon n HammenoBaHue
xommnerenuu ®I'OC BO,
HEOOXOOUMOM IS

MHankaTopbl JOCTHKEHUS] KOMIIETEHIIAM

npodeccnoHaTbHbIC (hopMHpOBaHUS TPYJIOBOTO
nercTBus (IPH HAUTHIUAH WIH PO CCHOHATBLHOTO
npodcTangapra) TEHCTBUS

- A JITokyMeHTaIIMOHHOE [K-5 Cnocoben OcyIecTBIICT MOATOTOBKY M OPTraHU3alUI0 PabOTHI C
o0ecrieueHue yIpaBlIeHUsT  |OCYIIECTBISTH PaboTy C JIOKYMEHTaMH, COJICPKAIUMU TIEPCOHAITLHBIC JaHHEIC
opraHu3anueu JIOKYMEHTaMH,

- A/01.6 Pazpabotka u cofiepKalluMu
BHEJIPCHUE JIOKATBHBIX nH(pOPMAITIIO

HOPMaTUBHBIX aKTOB I10
JOKyMEHTAIlIOHHOMY
00€eCIeUeHUI0 YIIPaBICHUS
opraHu3anueu

- A/02.6 Opranuzanus
JOKYMEHTHPOBAHHS
yIpaBIeHYECKON
JeSITeNbHOCTH B
OpraHu3aluu

OrpaHUYCHHOI'O JOCTYyIIa

1.5 CormacoBanue MCKIUCHTUIITIMHAPHBIX CBsI3eH JAWUCIIMIIINH, OGCCHG‘-II/IBEIIOH_II/IX OCBOCHHC KOMHGTGHHHﬁ:

[TIK-5 CrnocoGeH ocymecTBIsATh padoTy ¢ AOKYMEHTaMH, COIASpKalIMMH HH(OPMAIINIO

OrpaHUYCHHOIO JOCTYyIIa

Ne HaumeHnoBanue ®opma
/1 TACITATIITNH, 0o0ydJeHus
ONPEACTAOIINX 3aounas
MCXKIUCHUITIIMHAPHBIC (CCMCCTP)
CBs3U 6 7 9
1 |KordunennmansHoE + | +
JIEJIONPOU3BOICTBO
2 |Kondunenumanbupeii | + | +
JIOKyMEHTO000POT
3|Opranuszamnus padoter | + | +
C JOKYMEHTaMHU
OTPaHUYCHHOTO
JIOCTyTa




4|IIpaBoBoe + | +
peryaupoBaHue
KOH(UACHIINATIHLHOTO
JIEJIOIPON3BOJICTBA

5|IIpakTuka mo +
MOJTY4YEHUIO
po(heCCHOHATTLHBIX
YMEHUH U OIIbITa
npoheCCHOHATTLHOU
JeSITeIbHOCTH

6|CynebHoe +
JIEJTOTIPOU3BOJICTBO

2. MecTo nucuuiuiaiabl B cTpykrype OII 0akanaBpuara:

HucuumuinHa «KanpoBoe 1e7I0mpou3BOACTBOY» OTHOCHUTCS K 4YacTH, (OPMHPYEMOH y4acTHHKAMHU
oOpa3oBareNbHbIX OTHOIIEHUH, yueOHoro twrana OIl mo Hampasiaenuto noarotoBku 46.03.02 -
JIOKyMEHTOBEZICHUE U apXUBOBE/ICHUE.

Hucuummnna «KanpoBoe ne10onpon3BOACTBO» U3ydaeTcs B 8, 9 cemecTpax.

3.00beM U coep:kaHMe TUCHUILUTHHBI
3.1.00beM QUCLUILUIMHEL: 7 3.€.
3aounas: 7 3.e.

Bun yueOHo# paboThI 3aounas
(Bcero 4yacoB)

O0mast Tpy10éMKOCTb TUCHHUILIHHBI 252
KonrakTHast pabora 86
Jlexmm (JIextmm) 32
[Tpakruueckue (Ilpakt. pad.) 54
CamocrostensHast padota (CP) 153
OK3aMeH 9
3auer 4

3.2.ConepxaHue Kypca:

Ne Ha3zBanue Bun yuebHoli | ®opMBbI TEKYIIETO
TEMBI paszena/TeMsbl pabotsl, Hac. KOHTPOJIS
Jlex |IIpa| CP
LIMH | KT.
pao.
31313
8 cemecTp
1 Kanposoe [IpakTuyeckoe

NEJIONPOU3BOJICTBO. 3a/laHue IS
JlokyMeHTHpOBaHUE MPaKTUYECKOM
KaJpOBOM I OJATOTOBKU
NEeSATEIbHOCTH: 4 ) 9
OpraHU3alOHHbIE
dhopmbI 1
HOPMAaTHUBHO-METOJ
NYECKHUE aCIEKThI




Opranu3zanmoHHO-II

[IuceMenHas pabora

paBoBas KaapoBas (ITncemennas
JOKyMEHTalus 4 | 6 | camocrosTenbHas
pabora); Ipyrue
(b OopMBI KOHTPOJIS
CocraB u IToaroroBka u
odopmiieHue BBICTYIUTHHE C
JOKYMEHTOB JJISI JIOKJIaJIOM
MOCTYTUICHHSI Ha I (BeicTymienue ¢
paborty. [lepBuunbie 4 9 pedeparom);
JIOKYMEHTHI [IpakTnueckoe
TPYIOYCTPOHCTBA 3aJlaHue NI
MIPaKTUYECKON
MOJITOTOBKH
TpynoBoi 10roBop, KomnokBuym
KaK OCHOBHOM (KoHTpOnbHBIH
JTIOKYMEHT, cpes);
perIaMEeHTUPYIOIIN I 6 [IpakTuyeckoe
" 4 3a7aHue Il
B3aHMOOTHOIICHUS MPAKTHYECKOM
paboTHUKA U IIOATOTOBKH
paboronarens
[Tpukassr mo [Tucemennas pabota
JUYHOMY COCTaBYy: (ITucbmennas
PEKBU3UTHI, 4 | ¢ | camocTosTENbHAS
0COOEHHOCTH pabora);
odopMIIeHUS U TectupoBanue
perucrpanuu
9 cemectp
VYueT cBeneHuii o [Tucemennas pabota
nepcoHae. Y4er 10 | 29 (ITucemennas
pabouero BpeMeHH CaMOCTOSITeNIbHAs
pabora)
Benenue TpynoBbix TecTtupoBanue;
KHIDKEK U KHUTH UX Hpyrue Gopmbl
yueTa. DIeKTpOHHas KOHTPOJIS
TPYZIOBasi KHUXKKA!
8 | 28
0COOEHHOCTHU
BEJICHUS U
oopMmieHUs
OTYETHOCTHU
Benenune m1nyHBIX [IpakTuyeckoe
el ITo 78 3aJaHue ISl
10 MPaKTUYECKOM
MOJTOTOBKH
XpaHeHue KomnokBuym
JIOKYMEHTOB T10 (KoHTpOnbHBIH
JTUIHOMY COCTAaBY. [ 39 cpes);
DIEKTPOHHBIIN 8 [IpakTnyeckas
KaJIPOBBIN pabora
JIOKyMEHTOO000pOT

Tema 1. KagpoBoe nesionpou3BoacTBO. J[0OKyMeHTHPOBaHHE KAJAPOBOii 1esiTeIbHOCTH:
OpraHu3anvoHHbIe (POPMBbI 1 HOPpMATHBHO-MeToAU4YecKue acnekThl (ITK-5)




Jlekumus.
[TonsiTue xampoBoro aenonpous3BoycTBa. Kiaccuueckas ¢popma opraHu3anuu KaJapoBou ciayKObl. [ToHsTHE
«oTnen KaapoBy. OpraHuzalOHHBIE (QOPMBI OCYIIECTBIEHHUS KaJpOBOM pabOThL: CaMOCTOSTENbHOE
CTPYKTYpPHOE MOfpa3fielieHue ¢ HEMOCPEACTBEHHBIM MOJYMHEHUEM PYKOBOAMUTENIO WM €r0 3aMECTUTEINIO,
BBITIOJIHEHHE (DYHKIMI KaIpoBOH CIyXObl OTAEIbHBIM COTPYIHUKOM, BBIIIOJHEHUE KaJpOBOW (QYHKIHUU
COTPYIHUKOM, OCHOBHBIE 00S3aHHOCTH KOTOPOTO HE COBMAAAIOT C BO3JIIOXKEHHBIMH 3aJlauaMi IO KaJpOBOii
pabote. CTpykTypa KaapoBoi ciayxObl. [loHsTHEe KagpoBas JOKyMEHTAIMs I JOKYMEHTAIHS 10 JTUYHOMY
cocTaBy. bioku kaapoBoil TOKyMEHTaluu: 00s3areabHble TOKyMEHTHI Ul BEACHUS BO BCEX OpraHU3alUsIX
HE3aBUCHUMO OT c]epbl IesATeNbHOCTH, YUCIEHHOCTH MEpCOHala UM OpPraHu3alllMOHHO-IIPaBOBOM (opMbl,
JOKYMEHTBI, HOCSIIIME PEKOMEHIATEeNbHBIN XapaKkTep, JOKYMEHTbhI, 3aBUCAIIUE OT CeUU(PUKN KOHKPETHON
opranuzanuy. BHyTpeHHHe JOKajgbHble HOpPMaTHBHBbIE aKThl. MH(MOpManmOHHO-pacyeTHbIE JTOKYMEHTHI.
JIOKyMEHTBI, TOATBEPKAAIOIINE TPYIOBYIO AESITeIbHOCTh. PacropsaauTenbHubie ToKyMeHThl. OdunnanbHas
BHYTpeHHAA mepenucka. JKypHanel KoHTponss M ydera. OOlierocynapcTBeHHbIE 3aKOHONATENIbHbIE U
HOPMAaTUBHO-METOAMYECKHE AaKThl, HEOOXOOUMBIE B KaJpoBoM jenonpousBonactse: Koucturymus PO,
Tpynosoit koaekc PO, @3 «O rocymapcTBeHHOM TailHE», «O MEpCOHANBHBIX NTaHHBIX», «O KOMMepUYeCKOu
taitHe», «O0 wuH(opmanuy, WHPOPMAIMOHHBIX TEXHOJOTHSIX W 3amure uHopmaruny, «O
rocynapcTBeHHOM repoe PDy», «O s3pikax HapomoB POy, «O mopsiike pacCMOTPEHHS OOpaIIeHUN TpaXkaany.
IIpakTnyeckoe 3ansATHE.
1. Ha3naueHue KaJIpoBBIX TOKyMEHTOB. O01ue TpeboBaHus K COCTaBICHUIO U odopmiieHHI0. PopmaTsl
Oymaru, noss, mpaBuia opOpMIICHUsT PEKBU3UTOB, TPEOOBAHMUS K TEKCTY KaJpOBOTO TIOKYMEHTA.
2. CrpykTrypa KaJIpoBoil HHPOPMALMOHHO-IOKYMEHTAIIHOHHON CUCTEMBI: 3aKOHOIATEIbHBIEC aKTHl,
HOPMAaTHBHAsI 1 HOPMaTUBHO-METOAMYECKAsl U CIIPABOYHAsl JOKYMEHTAIUs, OpraHU3allMOHHO-TIPABOBAst
KaJpoBasi JOKyMEHTAIIVsI, JIAaHOBasI, JOTOBOPHAsI, PACIIOPSIUTENbHAS, CIPABOYHO-HH(POPMAIIMOHHAS U
YYETHO-OTYETHAs! KapoBasi TOKYMEHTALUs, TOKYMEHTALUS 110 YYETy UCIOIb30BAaHHOTO pabouero BpeMeH!
U pacyeToB C IEPCOHAJIOM OpraHU3alUy 10 OIlIaTe TpyJa U Ipyras KaJpoBas JOKYMEHTAIUsl.
3. Tlopsnok opopmieHHs JOKYMEHTOB KaJIpoBOi HH()OPMAIIMOHHO-TOKYMEHTAIIMOHHON CUCTEMBI.
3aganus AJ151 CAaMOCTOSITEJIbHOM PadoThI.
ITo3HaKOMUTBCS C 3aKOHOJATENBHBIMU U HOPMaTUBHO-METOANYECKUMHU JJOKYMEHTAMU, CBSI3aHHBIMU C
BEJICHUEM KaJIpOBOTO JIEJIONPOU3BO/ICTBA, BHITUCATh UX O(pULIMATbHbIE HANMEHOBAHHS.
[Ipu BbIMOMHEHUH JAHHOTO 3aJaHus CTYACHT JOJIKEH BBISIBUTH BCE 3aKOHOATENIbHbBIE U
HOPMAaTHUBHO-METOJMYECKUE JOKYMEHTBI, pETIAMEHTHUPYIOIINE AEATEIbHOCTh KaJJPOBBIX CIYK0, COCTaBUTh
CIUCOK (B XpOHOJIOTHYECKOM MOPSIZIKE).

Tema 2. OprannzannoHHo-npaBoBasi kaaposasi fokyMeHTanus (I1IK-5)
Jlexknus.

Ha3naueHne opraHM3allMOHHO-TIPABOBBIX JIOKYMEHTOB, WX CTPYKTypa, TpeOOBaHHMA K COCTaBJICHHIO,
IpoLeAypa MX CONNIACOBAHMSI M YTBEP)KIEHHS, MOPSAOK BHECEHUS B HUX HM3MEHEHMM M JIOTOJIHEHUH.
[Tonoxxenue o kaapoBoit ciyxOe. CTpykTypa M ImTaTHas ducieHHocTh. llltatHoe pacnucanue. TunoBble
(dbopMBI TIpaBUJI BHYTPEHHETO TpPYyAOBOro pacmopsiaka. CTpykTypa TEKCTa JOJDKHOCTHOW HHCTPYKIIUH.
WHCTpyKIIMA TO KaIpoBOMY JAEIONpPOM3BOACTBY. llonokeHne o paboTe C MEpCOHAIBHBIMH JaHHBIMU.
[Tonoxxenue 00 00pabOTKe NEPCOHAJBHBIX JaHHBIX paOoTHUKOB. Ilepenaya mNEpCOHANIBHBIX JAHHBIX
pabotHukoB. [Tonoxxenue o0 orutate Tpyaa U IpEMUPOBAHUN

IIpakTH4eckoe 3aHATHE.
Ha npumMepe KOHKpeTHON opraHu3anu HeoOX0JUMO COCTAaBUTh MPUKa3 00 YTBEPKACHUH IITATHOTO
pacnucanus (Ha IpUMepe KOHKPETHON OpraHu3alliu), IprUKa3 O BHECEHUH U3MEHEHHI B IITaTHOE
pacrniicanue (Ha mpuMepe KOHKPETHON OpraHU3aIlHiH )
3amuTa nepcoHaIbHbIX JaHHBIX

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
IIpoBecTr cpaBHUTEIBHBIN aHAJIW3 IIPABUII BHYTPEHHETO TPYAOBOIO PACIOPSIKA U ITOJIOKEHUS O
IIEpPCOHAJIE.
[Tpu BeIMOMTHEHNHN 3a7jaHUsT HEOOXOUMO TTO3HAKOMHUTBCS CO CTPYKTYPOIl U COieps)KaHUEeM TEKCTa pa3/ieioB
IIPaBWJI BHYTPEHHETO TPYAOBOIO PAaCIOpsAAKa U MOJIOKEHUEM O IIEPCOHAIE.



Tema 3. CoctaB 1 opopmieHHe JOKYMEHTOB /ISl OCTYIIEHUsI HAa padoTy. IlepBuyHbIe 1OKYMEHTHI
TpyaoycrpoiictBa (IIK-5)
Jlexknus.

JlokyMeHTalus, CBsI3aHHAsl C KOMIUIEKTOBaHMEM IEpCcOHasa opraHu3auuu. JloKymMeHTalus, CBsi3aHHas ¢
MIPOIIECCOM MPOJBMKEHHS TIEpCOHAa 1o ciryk0e. JlIoKyMeHTalMs, CBA3aHHas C BHIMOJHEHHEM PaOOTHUKOM
TpeOOBaHUI TPYNOBOW AUCHUIUIUHBL. JlOKyMEHTaLusl, CBSI3aHHAsl C MPEKPALICHUEM TPYAOBBIX OTHOIICHUH
paboTHuKOB ¢ opranuzanueil. [Ipouenaypa npuema Ha padory. O3HaKOMIICHHE COMCKATENS C JOKHOCTHOM
MHCTpyKLMEeH 1o noanuch. O3HaKOMJIEHUE C MHCTPYKIMEN 110 OXpaHe TpyAa oA noanuck. O3HakoMJIeHHE
COTPYAHMKA C MHCTPYKLKEH MO0 MPOTUBONOKAPHOH 0€30MacHOCTH IMOJ MOANKNCH. 3aBeIeHUE JIUYHOTO Jelia
Ha coTpyaHuka. OdopmiieHre TpyaoBOro norosopa. M3mnanue npukasa o npueme Ha paboTy. 3amogHEHUE
JMYHOW KapTOUYKH Ha COTPYAHUKA MO pocnuch. OpopMiieHHe MEKTPOHHOM Tpy10BOil KHIKKHU. [IprucBoeHue
COTPYAHUKY TaOEJIIbHOTO HOMEpa U BHECEHHE 3anuceil B Tabelb yueTa HCIoIb30BaHus pabodero BpeMeHH O
Hayasie paboThI.

IIpakTH4Yeckoe 3aHATHE.

Hcnonb3yst 0CHOBHBIE TTpaBUiIa OPOPMIICHHS aHKETHI, HEOOXOIUMO pa3padoTark aHKeTy Ui IpuemMa
paboTHHKA Ha padoTy.

[TonroroBka moknana (pedepara) Mo aHaau3y TPYAOBOTO 3aKOHOAATEIHCTBA
3ananHus AJ151 CAMOCTOSITEILHOI padoThI.
Hcnonb3yst 0CHOBHBIE CITOCOOBI TIOJTOTOBKY U 0(pOPMIICHUS PE3IOME, HEOOXOMMO pa3padoTaTh pe3roMe

Tema 4. TpynoBoii 10roBop, KAK 0CHOBHOH IOKYMEHT, pelNIAMEHTHPY LI B3aHMOOTHOLICHUSI
padoTnuka u padoronares (IIK-5)
Jlexknus.

TpynoBoit moroBop — corameHue Mexmy padoronmareseM M paOOTHHUKOM, B COOTBETCTBHU C KOTOPHIM
paboronarens 00s3yeTcs NPENOCTaBUTh PAOOTHHUKY paboTy MmO OOYCIOBICHHOW TpYIoBOM (yHKIMH,
00eCreynTh YCIOBHUS TpPyAd, MPEIyCMOTPEHHbIE HOPMATHBHBIMHM IIPAaBOBBIMH aKTaMM, COIACPKAIIUMH
HOPMBI TPY/IOBOTO TpaBa, CBOEBPEMEHHO U B ITOJHOM pa3Mepe BHIMIAYMBATh PAOOTHHUKY 3apa0OTHYIO IUIATY,
a paOOTHUK OOSI3yeTCs BBIMOJIHATH ONPEACICHHYIO 3THM COIIAIIEHHEM TPYAOBYIO (YHKLHMIO, cOOMIOAaTh
NEHCTBYIONIME B OpraHM3allUd IIpaBWiIa BHYTPEHHEIO TpPYAOBOro pacnopsaka. CTOpOHBI TpyaOBOIO
norosopa. llopsaok M ciydanm HpOBENEHHS MEIUIIMHCKOIO OCBHJIETEIILCTBOBAHUS M HUCHBITAHUSA IPU
3aKJIIOYEHUH  TpyaoBoro goroBopa. Krnaccudukanumss TpynoBeIx JoroBopoB. OOs3arenbHble U
JOTIOJIHUTENBHBIE YCIOBUSA TPYAOBOTO AOroBopa. M3mMeHeHne yCcinoBui IEMCTBYIOLIETO TPYIOBOIO JOTOBOPA
B CBSI3U C IIepeMelIeHneM paboTHHKA (TIEpeBOIOM Ha JIpyTyo paboTty). I3MeHeHune ycnoBuil AeiicTBYOMIEro
TPYZOBOTO JOrOBOpa B CBSI3M C BPEMEHHBIM IEPEBOIOM Ha APYryo paboTy (MO MpOM3BOJICTBEHHOM
HeoOxonumocTn). OCHOBaHUS [T IPEKpaIleHus IeHCTBUS TPYAOBOTO J0TOBOPA

IIpakTnyeckoe 3ansATHE.
TpynoBoi 1OroBOp ¢ COBMECTUTEIIEM.
CpOuHBIil TPYIOBOM JI0TOBOP.
YuyeHnueckuil JoroBop.
TpynoBoi 1OrOBOp C BOAUTEIIEM.
TpynoBoii 1OroOBOp ¢ MHOCTPAHHBIMU TPaXKAaHAMMU.
TpynoBoii JOTOBOP C TIIABHBIM OyXTaaTepoM.

o

TpynoBoii noroBop paboTtonarens — GU3NIECKOTO JIULA C PAOOTHUKOM.
3aganus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
BbIsBUTDH pa3nuyus TPYAOBBIX JOTOBOPOB OT IPaXKAAHCKO-IIPABOBBIX.
OpraHu3anny HepeAKo 3aKII0YaoT ¢ GU3NUECKUMH JINIIAMHU IOTOBOPHI TPAXKIaHCKO-TIPAaBOBOTO XapaKTepa
Ha BBINOJIHEHHUE OTIPEeNICHHBIX padoT (yciyr). K HUM OTHOCSATCS JOTOBOPHI KYTUIH-TIPO/IAaXKH, KOMHCCHH,
HOAIPsIZia, BO3ME3THOTO OKa3aHUsl yCIIyT, IIEPEBO3KH IPy30B, apeHabl. BMmecTe ¢ TeM ecTh psiz 10TOBOpPOB,
MMEIOIINX CXOACTBO C TPYAOBBIMH JJOTOBOPAaMH, HO MU HE ABISIOMUXCs. CTyIeHTy HeOOXOIUMO BBISIBUTD
KaK{e CyIIeCTBYIOT OTIMYNTEIbHBIE 0COOCHHOCTH TPYIOBBIX TOTOBOPOB OT IPAXKJaHCKO-TIPABOBBIX.



Tema 5. [Ipukasbl 0 JUYHOMY COCTABY: PEKBU3UTHI, 0COOEHHOCTH 0(POPMJIICHUA U PErUCTPALMH
(IIK-5)
Jlekumus.

[Ipuka3 (pacmopsikenue) o npueme Ha padoty (dopma NeT-1 mmm NeT-1a). Ilpukas (pacmopspkeHHe) o
nepeBosie Ha Apyryo padoty (dhopma NeT-5 mmm NeT-5a). [lpukasz (pacmopspkeHue) o IpemoCcTaBIeHUN
ormycka paboTHuKy (pabotHukam) (popma NeT-6 mmm NeT-6a). IIpuka3 (pacnopsikeHue) o MpeKkpaneHun
(pactopsxenun) TpynoBoro goroopa (popma NeT-8 mm NeT-8a). [Ipukas (pacnopsikeHue) o HarpaBICHUN
pabotHuka(oB) B kKoMaHAUPOBKY (hopma NeT-9 mmm NeT-9a). CnyxeOHoe 3amaHue I HamnpaBIICHUS B
KOMaHJIUPOBKY M OTUeT O ero BoImosHeHHH (dhopma NeT-10a). Ilpukas (pacmopsikeHHE) O MOOIIPEHUHN
pabotHuka(oB) (bopma NeT-11 mm NeT-11a).

IIpakTnyeckoe 3ansATHE.
OdopMHUTE U 3aMIOTHUTH MIPUKA3HI 110 TUYHOMY COCTaBY:
1) 12 aBrycra 2017 roma B otnen kaapoB OOO «Bukropus» Oblia mpuHITa Ha paboTy

Jlactouknna Tamapa BacwibeBHa (mpokuBaromias mo anpecy: 123654, r. MockBa, beckynHUKOBCKU
OynbBap, 1.4, kB.15.) Ha JOHKHOCTH MHCIIEKTOPA 10 Kapam.
2) 30.08.2017r. B o6mmit ornen 3A0 «Cdepa» Obina npuHATa Ha paboty MypamunHa TaresiHa
IleTpoBHa Ha OMKHOCTH CEKpETapsl pyKOBOJUTEIIS.
3) [Tnorauka OOO «Bukropus» I'pummna Anexcannpa Anexcanaposuyda 5 mas 2017 rona no
COCTOSIHHUIO 3/10pOBBS MepeBecTy B 6a3y Nel Ha TOIDKHOCTB JUCTIETYEpA.
4) J10 yCTaHOBJIEHHUSI CTOMKOHN yTpaThl TPYAOCHOCOOHOCTH JHOO BBI3OPOBICHUS MEPEBECTU
BOJUTENST TPAHCIIOPTHO-YOOpouHOi MamuHbl MapkoBa JIMuTpuss AHarojbeBHYa Ha JOJDKHOCTH BaxTepa
aBTOO0A3BI.
5) Ha ocHoBanuu npencraBieHus 3aMecTUTENs reHepaibHoro aupekropa ot 01.12.2017 Nel
MaptsinoB UBan ['puropseBud, ropuckorcynsT OO0 «Paputet» 11 gexadbpst 2017 roma HarpakieH lIEHHBIM
MTOJIAPKOM 3a JIBa/IIATUIICTHUI TOOPOCOBECTHBIN TPYI.
6) B OOO «Papurer» 3 suBaps 2017 3a 10CpoyHOE BBHINOJHEHHE MPOEKTa OOBSBICHA
O1aromapHOCTh KOHCTpYKTOPY 3atynnHoii Enene BukropoBHe u Bbiiana npemus B pazmepe 10000 py6rneii u
T.J.

3aganus AJ151 CAaMOCTOSITEJIbHOM PadoThI.
3anoaHUTh YHU(DUIIUPOBAHHBIE (HOPMBI IPUKA30B 110 IMYHOMY COCTABY.
[Ipu BBIMOMHEHUU 3a7aHMsI HEOOXOIMMO TMOMHHUTH, YTO MpPHKa3bl (PacHOpsDKEHUs) MO JUYHOMY COCTaBy
MOTYT OQOpPMIIATbCS B COOTBETCTBMM C YHUQPHUIMPOBAHHBIMU (QopMaMH MEPBUYHON  y4eTHOM
JTOKyMeHTanuu, yrBepxkaeHHbIMU [loctanoBinenuem ['ockomcrara Poccuiickoit @enepaunu OT S5 siHBaps
2004 r. Nel u BBemeHubiMu B gneiictBue ¢ S5 ampens 2004 r. OcCHOBHBIE NPOUEAYPHI U JOKYMEHTBHI,
OTpa)karolllie JIBIKEHUE KaapoB. JJokyMeHTaabHOEe oopMIleHHE MpuemMa Ha paboTy: 3aloJHeHHe pUKas3a
(pacmiopsixeHust) o mpueme Ha padoty (hopmbl NeT-1, NeT-1a).
Odopmnenne nepeBona Ha Ipyryio padoty. ([JJokymeHThI, 3amonHsieMble NpU O(GOPMIIEHHUH TEpPEBOAA.
3anoHeHHe puKasa (pacropsKeHus) O epeBoze Ha Ipyryto padboTy (popmer NeT-5, NeT-5a)).
OdopmieHre KOMaHIUPOBOK: MpHKa3 (paclopsHKeHUE) O HANpaBICHUM B KOMaHAUPOBKY (dopma NeT-9,
T-9a)
Odopmnenne ormyckoB (3amoiHeHHE MpHKa3a (pacHopsDKEHHUs) O MPEIOCTaBICHUH OTIycKa ((opMbl
NeT-6, NoT-6a). OcHOBHBIE pa3ielbl U CoAep)aHUe rpaduKa OTITYCKOB).
Odopmnenne yBonbHeHUS (JlOKyMEHTHI, 3aloJIHAEMble TIPU YBOJBHEHMH. 3allOJHEHUE IpHKa3a
(pacniopsxeHwsl) 0 MpeKpalieHuu (pacTop>keHun) TpyaoBoro norosopa (hopmer NeT-8, NeT-8a)).
CryneHty HeoOXOAMMO 3arOHUT BCe Tpadbl YHUPHUIIMPOBAHHBIX (hopM.

Tema 6. Yuer cBeneHuii o nepconaJjie. Yuer padouero spemenn (IIK-5)
Jlexknus.

3anonnenue auaHoi kapToduku (hopma NeT-2 unmu NeT-2I'C (MC)) B mporiecce AesITeNbHOCTH paOOTHUKA B
opranuzaiuu. Tabens yuera pabodero BpeMeHH U pacueTa oriatel Tpyna (hopma NeT-12)

IIpakTH4eckoe 3aHATHE.
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Ha xoHKpeTHOM mpuMepe CTyIeHTaM HEOOX0IMMO 3alOTHATh YHUPUITUPOBAHHBIE (DOPMBI TUIHON
kaptouku padbotHuka (popmbl NeT-2, NeT-2I'C(MC), NeT-4)
3ananus 1J151 CAMOCTOSITEILHOI padoThI.
3anoaHuTh yHUGUIIIPOBaHHYIO hopmy NeT-2

Tema 7. Benenue Tpy10BbIX KHHKEK H KHUTH MX y4eTa. JJIeKTPOHHAS TPYAOBAas KHMKKA:
ocoO0eHHOCTH BeieHus1 M opopmienus oryetHoctH (IIK-5)

Jlexknus.

OOmwmii MopsAAOK BENCHUS TPYAOBBIX KHMXKEK. OTBETCTBEHHOCTh 3a HECOONIOCHHME MOpPSAKAa BEICHUS
TPYIOBBIX KHIDKEK NMPUHATOMY Ha palboTy BHepBble. BHecenue 3amuceil o mpueme Ha pabory. BHecenue
3amucei 0 mepeBosie Ha Ipyryro paboTy, JOKHOCTh B TOW )K€ OpraHU3alllH, IPUCBOCHUHU pa3psiia U T.II.
Buecenne 3ammceli 0 HarpaxacHHUsX (MoompeHusx). BHecenue 3anuceit 00 yBonbHeHUH. OCOOCHHOCTH
BHECEHUs 3amuceil o paboTe Mo COBMECTUTENLCTBY. [lyOnmukar TpyaoBOM KHIKKU. BKiajnelmn B TpymaoBYIO
KHIWKKY. BHEceHre B Tpy[NOBYIO KHIKKY HCIIPABICHHBIX 3anuceld. BHeceHue pasinvyHbIX U3MEHEHUM B
TPYZIOBYIO KHIKKY. KHUTa yuera ABM)KEHUS TPYAOBBIX KHI)KEK U BKJIAJbIILIEH B HUX.

[TonsATHE «ANIEKTPOHHAS TPYOBas KHIKKay. [IpaBuia popMHUpOBaHUs CBEICHH O TPYHAOBOU AESTEIHLHOCTH
paborauka. ®opmer C3B-T/I, CTA-P, CTA-IIDP
IIpakTH4Yeckoe 3aHATHE.
OdopmiteHre TUTYIBLHOTO JINCTA TPYAOBON KHIKKH
CryneHTaM npeuiaratoTcsi CUTyallii, HA OCHOBE KOTOPBIX OHU JOJKHBI 3aII0JHUTH TPYIOBYIO KHHKKY
3aganus AJ151 CAMOCTOSITEIbHOM PadoThlI.

BHecTu u3MeHeHus ¥ UCTIpaBIICHUs Ha TUTYJIBHBIN JHCT TPYAOBOW KHMKKH (M3MeHeHue rpad «Damunusy,
«O6pazoBanuey, «IIpodeccus, crienanrbHOCTE») U B pa3ieibl JOKYMEHTHI (IepenMEHOBaHHE OpraHU3alU,
omrOKa Ipy BHECEHUHU CBEJICHHI 0 padore).

[ToznaxkomuTthcs ¢ [IpaBunamu BeeHUsI M XpaHEHUS TPYIOBBIX KHUKEK, U3TOTOBJICHUS OJJaHKOB TPYIOBOM
KHIDKKY U o0ecrieueHus UMH padoronareneii, yreepxaeHapiMu [loctanosnenuem [IpaBurenscrtea PO ot
16.04.2003 1. Ne 225 «O TpynoBbIX KHUKKax», MHCTpYKIIHEN MO 3aMI0JIHEHUIO TPYIOBBIX KHUKEK,
yTBep)kieHHOM [TocTanoBienneM MunucrepcTBa Tpyaa u counanbHoro pazsutusi PO ot 10.10.2003 1. Ne
69, HanKcaTh CTPYKTYpPY JOKYMEHTOB.

Tema 8. Benenune auunpix gea (ITK-5)
Jlexknus.

[TousiTHE U 0COOCHHOCTH BCACHUA U O(I)OpMJICHI/IH JIUMYHOIo JcJjia. CocraB AOKYMCHTOB, BKIIOYAIOIIUXCS B
JIUMYHOC OCJI0.

IIpakTH4eckoe 3aHATHE.

N3yunth nopsaok oopmiIeHus JINYHOTO Jiejia pabOTHUKA M HA OCHOBAHUHU MPEJICTABICHHON CUTyalluH
He00X0uMO 0pOPMUTH OOJIOKKY JIMYHOTO JIeIa, BHYTPEHHIOIO OMUCH JJOKYMEHTOB JIMYHOTO JIea.

3aganus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
3anoJHUTE «JIMCT-3aBEPUTEITb JENIaN.

[Ipuctynas kK caMOCTOATEILHOMY BBIIMOJIHEHHUIO 33JaHUsI, HEOOXOIUMO YSICHUTH, UTO JINCT-3aBEPUTENH Jielia
odopmiiseTcs pu caye JNYHOTO JIeia B apXUB.

Tema 9. XpaHeHue JOKYMEHTOB 110 JUHYHOMY COCTABY. DJIEKTPOHHbINH KAAPOBbI JOKYMEHT0000POT
(IIK-5)
Jlekumus.

Opranuzaiuss ONEpPaTUBHOTO XpaHEHUs JOKYMEHTOB KajapoBod ciy:xkObl. Homenknarypa gedn,
(dbopMupoBaHue e, NOAr0TOBKA JeJl K apXMBHOMY XpaHEHHIO, COCTaBleHHEe U o(opmiieHHe onucel el
KanpoBbie cipaBoyHO-UH(OpPMAIIMOHHBIE KAPTOTEKHU U paboTa 10 HUM

Brenpenue smeKKTpOHHOTO KaApOBOTO JOKYMEHTO000pOTa
IIpakTnyeckoe 3ansATHE.
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1. TlepcoHMpHUIMPOBAHHBIA TEHCHOHHBIN y4YeT: BEACHHWE AaHKETHBIX [aHHBIX- 10 COTPYIHHKAM IS
MIEHCUOHHOTO y4YeTa; BeJleHHE JOKYMEHTOB Ha BbIJauyy- AyOnuKaTa U Ha OOMEH CTPaXOBBIX CBUICTENIHCTB;
IIOArOTOBKA WHAMBHUAYAJIbHBIX- CBEICHUM O CTPAXOBOM CTa)K€ M HAYUCICHUU CTPAXOBBIX B3HOCOB Ha
o0s13aTeNbHOE TEHCHOHHOE CTpaxoBaHHe; (OpMHpOBaHUE TMauek AoKyMeHToB B [I®PP u orderoB Ha-
MAarHUTHBIX HOCUTEJISX.

2. O0s3aTenpHOE MCIUIIMHCKOC CTpaxOBaHHC: BCACHUC- AHKCTHBIX NAHHBIX IO COTPYAHHKAM IJId BblIa4U
ITOJIMCOB 00S13aTEILHOTO MCIUIUHCKOI'0 CTpaxOBaHHA; BCACHUC JOKYMCHTOB Ha BbIAa4y I[y6.HI/IKaTa n Ha
oOMeH MCIUIIMHCKHX- ITIOJIMCOB.

3. JIOKyMEHTBI 10 BOMHCKOMY YY€TYy MepcoHaa.
4. OopmiieHne TOBEPEHHOCTEH, CIIPaBOK ¢ MecTa paboThl, OOXOIHBIX JTUCTOB.

5. Odopmienue NOKyMEHTOB MO PEKPYTHUHTY IEpCOHaNa: Ha 3Tale MOoMCKa: OObABIEHHUE O- BaKaHCHUH,
KBaJIM(UKALIMOHHBIE TpeOOBaHUS K BAKAHTHOM JOJDKHOCTH Ha 3Tame- O0TOOpa: MakeT 3asiBUTENbHBIX
JIOKYMEHTOB.

6. ITopsiiox oopmiteHUs TOKYMEHTOB Ha IPEACTABICHUE K OTPACIIEBbIM U TOCYJapCTBEHHBIM Harpajiam.
7. JJOKyMEHTBI 110 OXpaHe Tpy/ia

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
3HAKOMCTBO C ITPAaBOBBIMU OCHOBAMH JIOCTYyTIA K JJOKYMEHTaM, COACpKaluM MepCOHANIbHBIE JaHHbIE B PD.

Brimonnsis 3aganue, cTyneHTy HEOOXOIMMO YSICHUTB, YTO IO/ NEPCOHATIBHBIMH JaHHBIMH MOJPa3yMeBaCTCsI
uHpopmalus, HeoOXoarMas paboTOATENIO B CBA3H C TPYIOBBIMU OTHOIICHUSIMH U KacCaIOIIasCcs
KOHKpETHOTO paboTHuKa. CTylneHTY HEOOXOMMO BBISIBUTH JIOKYMEHTHI, KOTOPBIMU HEOOXOMMO
PYKOBOJICTBOBAThCS IIPU OTIPEICIIEHUN 00beMa U coliepKaHus 00padaTbIBA€MbIX MEPCOHANBHBIX TaHHBIX.

4. KoHTpO/Ib 3HAHUI 00yYAKOIIMXCS U THIIOBbIE OLIEHOYHbIE CPeACTBA
4.1. Pactipenenenue 6amios:
baniabHO-peHTHHTOBBIE MEPOTIPUSATHS HE MPETyCMOTPEHBI

4.2 TunoBsie OLIEHOYHBIE CPEACTBA TEKYIIIETO KOHTPOJIS
JApyrue ¢popmMbl KOHTPOJISA

Tema 2. Opranu3aiimoOHHO-MPABOBas KaApoBask JOKYMEHTALUS
. [IpaBuna BHyTpeHHETO TPYJOBOTO paCIoOpsiiKa.
. [lonoxxenue o npeMupoBaHUHU
. [lonoxenue o nepcoHae.
. llITatHOE pacniucanue.
. CTpyKTypa u mraTHas YucCIeHHOCTh
. [lonoxxeHue o CTpyKTYpHOM HOAPA3AEICHUN

~N N L WD

. MHCTpYyKIIKA 110 KaAPOBOMY IEIIOIPOU3BOJACTBY

Tema 7. Benenue TpyloBbIX KHMKEK M KHUTH UX y4eTa. JIEKTPOHHAS TPYJA0Bask KHWKKA: 0COOCHHOCTH
BeZIeHUsI U 0(OPMIICHUS OTYETHOCTHU

3anoiHeHne TPYAOBON KHUKKHU (TUTYIHHBIN JIUCT, CBEACHUS O pa0dOTE, CBEJICHUS O HATPAXKICHHUSX )
KossioxkBuym (KoHTpOJIBHBIIH cpe3)

Tema 4. TpynoBoii JOTOBOp, KaK OCHOBHOM JJOKYMEHT, PErJIaMEHTUPYIOIINA B3aUMOOTHOIIIEHUST paOOTHHKA
u paboTomarens

1. BcraBrTe MPOMYIICHHBIC CJIOBA B CJIICAYIOIICC NPCIAJIOKCHUC!: Pa6OTHI/IK JOJI’KEH JIMYHO BBIITOJIHATH

TPYIAOBYIO (PyHKIIMIO, TOAYUHSISICH. . .



2. BcraBbTe IpOIyIIEHHBIE CIOBA B CIEAYIOLIEE MPEAJIOKEHUE: YBEIUUYMIOCH KOIMUYECTBO JTOKYMEHTOB,
KOTOpPBIE TOBOAATCS 10 paOOTHHKA. . .

3. Hy’XHO 111 BECTH BCIO KaJIpOBYIO JJOKYMEHTAIUIO HCKITIOUUTENIFHO MO0 YHU(DUITUPOBAHHBIM (hopmam?

4. CamocCTOSITENNbHOE CTPYKTYPHOE MOJpa3/ieleHle OpraHnu3aluy, MOAYNHEHHOE TM00 PyKOBOIUTEINIO, TNOO
€ro 3aMEeCTHUTEII0, OCHOBHOM (pyHKIIMENH KOTOPOTO ABISETCS 0POpPMIIEHUE TPYAOBBIX OTHOIIEHUN — 3TO ...

5. Kakue BBIZCISIFOT OCHOBHBIE (DOPMBI OCYIIECTBICHUS KaIpOBOW pabOThI?

Tema 9. XpaneHue JOKYMEHTOB TI0 IMYHOMY COCTaBY. DJIEKTPOHHBIN KaApOBBIH JOKYMEHTOOOOPOT

IMucemennas padora (IlmcbMeHHas caMoCcTOsATEIbHAS padoTa)

Tema 2. OprannzanoOHHO-IIPaBOBask KaJpoBasi JOKyMEHTALINS

Tema 5. [Ipuka3zbl o JIUYHOMY COCTaBY: PEKBU3HUTHI, 0COOEHHOCTH O(DOPMIICHHS U PETUCTPALUH
IToaroroBka JOKYMEHTOB, COMPOBOXKIAIOIINX MTPOLIEAYPBI KaJPOBBIX MEPOIPUITHH

Tema 6. Yuer cBeneHuii o nepconasne. Y4er pabodero BpeMeHH

IloaroroBka u BBICTYIJIHME € I0KJIaA0M (BbicTyniieHue ¢ pepeparom)

Tema 3. CocraB u opopmiieHHE JOKYMEHTOB JJIsl IOCTYIUICHUs Ha paboty. IlepBudHbIe TOKYMEHTBI
TPYAOYCTPOMCTBA
Odopmiienue 3asBieHus 0 mpueMe Ha padoty. AHkeTa. ABToOnorpadus.
CyurHocTs pe3toMe Kak JoKyMeHTa. OcOOeHHOCTH 0OPMIICHHS PE3IOMeE.
OcHoBHBIE TPOIETYPHI U JOKYMEHTBI, OTpakarolliye ABMKEHUE KaJApOB.
TpynoBoii 1oroBop (KOHTPAKT): MOPSI0K 3aKIIOUCHHSI, U3MEHEHUE U MTPEKpaIlCHUE.

Nk v -

OcHoBHbIE pa3zienbl U coepkaHue rpaduka OTIyCKOB.
IIpakTnyeckasi padora

Tema 9. XpaneHue JOKYMEHTOB TI0 IMYHOMY COCTaBY. DJIEKTPOHHBIN KaApOBBIH JOKYMEHTOOOOPOT

CoctaBbTe OJIOK-CXEMY 3TaoOB AKCIIEPTU3bI LIEGHHOCTH KaIPOBBIX JOKyMeHTOB. CocTaBbTe 0Opaser
IIPOTOKOJIA 3aCEAAHMSI SKCIIEPTHON KOMUCCUM OpraHU3al1y.

IIpakTnyeckoe 3aaHue il MPAKTHYECKOM MOATOTOBKH

Tema 1. KagpoBoe nenonpous3BoacTBo. JJoKyMEHTUPOBaHHUE KaJpOBOH 1€ATENbHOCTU: OpPraHU3al[MOHHBIE
(bopMBI 1 HOPMATUBHO-METOUUECKHUE aCTIEKThI

PaspaboraiiTe mepedeHb HOPMATHBHO-TIPABOBBIX aKTOB IT0 KaJAPOBOMY JICJIONPOU3BOIACTBY HEOOXOIMMBIX
JUTSl OPTaHU3allUN JeATEIbHOCTH KaapOBOM CITYKOBI (0TIea KaapoB):

a) 00pa30BaTEeIbHOTO YUPEKIACHHUS,

0) IPOMBIIUIEHHOTO MPEANPHUATHS, BKITIOYAIOIUI YyeThIpe OJI0Ka:
- penepanbHbIC 3aKOHBI,

- MCXKOTPACJICBBIC HOPMATUBHO-IIPABOBLIC AKTHhI,

- OTpaciieBble HOPMaTHBHO-TIPABOBEIC AKTHI,

- JIOKAJIbHBIC HOPMATHUBHO-ITPABOBLIC AKTHI.

12
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Cnenaiite BBIBOJA: KaKM€ BOINPOCHI KaJpPOBOTO JEJIONPOU3BOACTBA PEMIAMEHTHUPYIOTCS NE€PEUNCIEHHBIMU
JNOKYMEHTaMU

Tema 3. CocraB u opopmiieHUE TOKyMEHTOB JJIsl TIOCTYIUICHHUS Ha pa0oTy. [lepBrUHbBIE TOKYMEHTBI
TPYAOYCTPOMCTBA
Pa3paborarh OnaHK XapaKTepUCTHKU KaHAMaTa Ha BKIIIOYEHHE B KaJIPOBBII pe3epB, coAepKaliui
CIIeyIOIINe KPUTEPUU:
npodeccuoHanbHas qesTeNbHOCTb,
MOBBIIICHUE KBATH(DUKAIIIH,
OTHOIIIEHUE K padoTe,
MEXJIMYHOCTHBIE OTHOILEHUS,
YIpaBJIEHYECKUE XapaKTEPUCTHKH,
JIOSUTBHOCTh K KOMITAHHH.
Obpaszey
OUO:
JomxHOCTB

Xapakrepucruka

Tema 4. TpynoBoii JOTOBOp, KaK OCHOBHOM JJOKYMEHT, PEIJIaMEHTUPYIOIINA B3aUMOOTHOIIIEHUST paOOTHHKA
u paboTomarens

CocTaBbTe BapHaHT TPYAOBOTO JI0TOBOPA C COTPYIHUKOM, UMEIOIIUM JOCTYI K KOH(PHUIACHIIMATEHON

uHpOpMaLIUH.

[Ipu BbIMONHEHNM 3aJaHUs HEOOXOAMMO 0O0paTuThCcst K monokeHusM «TpymoBoro koxmekca Pdy,

UCTIONIb30BaTh THIIOBBIE OOpaslbl TPYAOBBIX JOTOBOPOB, IPEABAPUTENIBHO H3YyUYUTh HEOOXOIUMBIE

JOTIOJTHEHUSI K TPYIOBOMY JOTOBOpY. JlOroBOp MOJKEH OBITH COCTABICH C Y4YETOM BCEX TpeOOBaHMU K

0(hopMIIEHNIO PEKBU3UTOB TOKYMEHTOB.

Tema 8. Benenue MUYHBIX e

Pa3paboraiiTe HOMEHKIATYpy JIeN OT/Iena KaIpoB HEOOIBIIION OpraHnu3alny, 3aHUMAIOIICCS peKIaMHON
JEATEIIbHOCTHIO.

OnHa M3 OCHOBHBIX 3a/1a4 JaHHOW pabOThl — OCBOUTH OOIIME NMPUHLUIBI CUCTEMATU3alUU JOKYMEHTOB U
IpaBuUja TPYNIHPOBKH B Jeja OTIENbHBIX KaTeropuil JOKYMEHTOB, HW3JIOKEHHBIE B COBPEMEHHBIX
HOPMAaTHUBHO-METOJMUECKUX JOKyMeHTaX. [Ipy BIMOTHEHNH 3aJaHus HEOOXOMMO 0OpaTUTh BHUMAaHUE Ha
TO, YTO HOMEHKJIATypa JIeJl UMeeT YHU(UIIMPOBAHHYIO (OpPMY, IIOATOMY OHA JIOJDKHA OBITH OoopMmiieHa ¢
COOJIONIEHMEM COOTBETCTBYIOIIMX TpPEeOOBAaHUH, H3JIOKEHHBIX B HOPMATUBHO-NPABOBBIX akTax. s
OIIpeJeNIeHNs] COCTaBa JOKYMEHTOB M TIEpeyHs Jed B HOMEHKJIAaType HEOOXOJMMO BOCIOJIb30BaThCs
MMEIOIINMCS JTMYHBIM OIIBITOM, a TAK)Ke PA3IMYHBIMH MEPEUHSIMH THIIOBBIX YNPaBICHUYECKUX JOKYMEHTOB,
00pa3yromuXxcs B IEATEIFHOCTH OpraHn3alluii, IPUMEPHBIMU HOMEHKIIATYPaMu JeJT JUIs pa3IMYHbIX THUIIOB
OpraHu3aLNM.

CryneHT 10KeH pa3padborarh | HOMEHKIIATYpY.

TecTupoBanme

Tema 5. ITpukasspl 0 JUYHOMY COCTaBY: PEKBU3UTHI, 0COOCHHOCTH OOPMIICHHUS U PETHCTPALINH
1. CxonpKo pa3 B roJl MOKHO BHOCUTb U3MEHEHUS B IITATHOE pacluCcaHue?
- OJIHH;
- ABa;
- OrpaHUYEeHHs] HA ITOT CYET 3aKOHOAATEIbCTBOM He YCTAHOBJIEHbI;
- He OoJsee Tpex pas;
- He OoJiee 1IeCTH pas;
- UI3MEHSTH €ro B TCUCHHUE TOAa HEIb3S.



2. Hy’>XHO 111 BHOCUTB B TPYIOBYIO KHI)KKY 3aIIUCh O IEPEUMEHOBAaHUM OpraHu3anun’?

- HY7’KHO;

- HE HYXKHO;

- Ha YCMOTpEHue paboTonaTers;

- HY’KHO TOJIBKO €CJIM OpTaHM3aLus IIPU 3TOM CMEHWJIa OPTaHU3allMOHHO-TIPABOBYIO (OpMY;
- HY’KHO TOJIBKO T€M pabOTHUKaM, KOTOPBIE YBOJIBHSIOTCS U3 OpraHU3alluy;

- HYy’KHO KpoMe ciTydasi, KOTJia OpraHn3alusi CMEHUJIa OPTaHU3allMOHHO-TIPABOBYIO (hOPMY.

3. [Ipw 3aK/IFOYEHUH TPYITOBOTO JIOTOBOPA FPAXKIAHKH, TOCTYHAIONINI Ha padoTy, HE JOJDKEH NPEAbSBIIATH
paboTronarento:

- CBH/1€TeJIbCTBO O POKAEeHHHN pedeHKa;

- MacIopT;

- CTPaxoBO€ CBUJETENLCTBO IOCYJapPCTBEHHOTO MIEHCHOHHOTO CTPAaXOBaHUS;

- TPYZIOBYIO KHIKKY;

- BOCHHEIN OMIJIET;

- TOKYMEHT 00 00pa30BaHUU, KBaTU(PUKAIIMN, HATMINH CIICIIUATHHBIX 3HAHHIA.
4. Cxomnbko Tpad B pasaerne TpyaoBoi KHUKKHA «CBeneHus o padbote»?

5. B ynudunupoBanHoii ¢popme aTruuHON KapTouku padotHuka (Ne T-2) Het rpadsr:
- «TPaXXIaHCTBOY;

- «COCTaB CEMbW»;

- «COCTOSIHME B Opakey;

- «3HAHME MHOCTPAHHOTO S3bIKAY;

- KHALMOHAJIBHOCTD);

- «MECTO POXKICHUSI.

6. I'paduk OTIyCKOB MOANMCHIBACT:

- PYKOBOJIUTEb OpraHU3aIlu;

- PYKOBOAMTEb KaJPOBOM CIYyXKObI;

- HaYaJIbHUK IOPHIUYECKOTO OT/ENA;

- PYKOBOJUTEIb KaJpOBOM CIyKObI M pYKOBOJUTENN MOAPA3IEICHUI;
- 3AMECTUTENb PYKOBOAUTEIIS OPraHU3aINH;

- pabOTHHK KaJpPOBOM CITY)KOBI.

7. CorpyaHuia noMmeHsia paMHUINIO B CBA3H C BCTyIUIeHHEM B Opak. Kak u3mMenuTs pamMunmio Ha
TUTYJIBHOM JIUCTE TPYAOBOM KHIKKH?

- (haMuIKIO UCTIPABIATH HE HANO;

- BBIJIaTh COTPY/HUIIEC BKJIABIII K TPYAOBOH KHMKKE U BIMCATh TyAa HOBYIO (DaMUIINIO;
- 3aIITPUXOBATH NMPEKHIOK (PAMUIINIO KOPPEKTHPYIOLIEH KHUIKOCTBIO U HAITUCATh HOBYIO;
- B3ATh [IPEXKHIOK (aMUIIMIO B CKOOKH, a PsIIOM HallUCaTh HOBYIO;

- psIOM C TIpeXHEH GaMuiIrel HamucaTh HOBYIO B CKOOKax;

- 3a4ePKHYTh NPEKHIO GaMUWIHIO OTHOW YepPToii, a PSIIOM HANMCATH HOBYIO.

8. Kak ciemyer npuKpenuTh BKIAIBIII K TPYAOBON KHUXKKE?

- IPUKJICUTD;

- BIIUTh HUTKAMM;

- IPUKOJIOTH CTEILIEPOM;

- IPUKOJIOTh KaHLEIAPCKUMU CKPENKaMU;
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- BJIO)KUTH B CEpeIMHY KHMXKH 0e3 MPUKPETIIICHUS;

- MOXKHO MCTIOJIB30BaTh JIIOOOW M3 MEPEUUCICHHBIX CIIOCO0OB.
9. llepeuenn marepuanoB, MOMELIEHHBIX B JIEJI0, Ha3bIBACTCS:
- TCT-3aBEPUTEITh JICTIa;

- HOMEHKJIaTypa JIeT;

- BHYTPEHHSISI ONIUCH;

- MOAIINBKA;

- UTOTOBAsI 3aITUCh;

- OIJIaBJICHHUC.

10. Cornamenue pabotonaresns U paOOTHUKOB, KOTOPOE YCTaHABIMBAET JOMOIHUTEIbHBIC TApAHTHH JIS
COTPYIIHUKOB U UX OTBETHBIE 0053aTeJIbCTBA IO OTHOIICHUIO K pabOTOaTeNI0, Ha3bIBACTCS:

- TPYZIOBOM JIOTOBOP;

- TPaKIAHCKO-TIPABOBOM JJOTOBOD;

- KOHBEHIHS;

- TOJKHOCTHASI MHCTPYKIIUS;

- KOJUIEKTUBHBIN 10T0OBOP;

- IOTIOJIHUTEIBHOE COMIALIEHUE K TPYIOBOMY JI0TOBOPY.

11. Yto mocTaBuTh B Tabee yuera pabouero BpeMeHn BHYTPEHHEMY COBMECTHUTEINIO, €CIIM OH 3aboen?
- ¥ 110 OCHOBHOI1 JOJI’KHOCTH, M 110 COBMECTHTEJILCTBY OyKBeHHbIH Ko «b» niau undposoii «19»;
- IO OCHOBHOM JOKHOCTH KOoIT «by» («19»), a mo coBmectutenbeTBy — Kot «I1P» («24»);

- 10 OCHOBHOM n0mkHOCTH Kol «I1P» («24»), a mo coBMecTUTeNbCcTBY — KoaI «by» («19»);

- 0 OCHOBHOM A0KHOCTH KO/ «J1O» («16»), a 1o cOBMEeCTUTENBCTBY - Kof «b» (19);

- 0 OCHOBHOM n0KkHOCTH KOl «by» (19) a mo coBMecTUTenseTBY - KOI «JO» («16»);

- M TI0O OCHOBHOM JIOJDKHOCTH, U TIO COBMECTHUTENIBCTBY KO «J1O» («16»).

12. PaGoTHHK MepeBOAUTCS B Ipyroii otaesn. HUIMaTHBa epeBoia UCXOUT OT HadaJlbHUKA OT/ENa, B
KOTOPOM COTPYIAHHK paboran mpexe. Beidepure Hanbosee MoHbIH CUCOK 0POPMIIIEMBIX JOKYMEHTOB:
- 3agBJICHHE OT pabOTHHKA C MPOCHOOI O EPEBO/E, JOMOTHUTEIHHOE COTIAIEHUE K TPYIOBOMY JI0TOBODY,
npukas mo popme Ne T-5, TpynoBasi KHIKKa, JTUUHAS KAPTOUKa;

- IpevIoKeHHe PAa0OTHUKY O NepeBo/ie, MPeACTaBIeHHe 0 IIepeBo/e B a/ipec PYKOBOAUTEJIsI
OPraHu3anyyu OT HEeMOCPEACTBEHHOT0 PYKOBOAMTE/IsI pA0OTHHKA, T0NOJHUTEIbHOE COIVIALIeHNe K
TPYA0BOMY J10T0BOpY, NpuKa3 no ¢popme Ne T-5, TpynoBasi KHMKKa, IMYHAA KAPTOYKA;

- IONIOJIHUTEIILHOE COTJIANlIEHUE K TPYAOBOMY JIOTOBODY, Mpuka3 mo ¢popme Ne T-5A, TpynoBas KHIKKA,
JIUYHAs KapTOuKa;

- 3asiBJICHHE OT pabOTHHKA C COIIACHEM Ha MEPEeBOJ, JOTOJIHUTEIBHOE COMIAIICHUE K TPYIOBOMY JI0TOBOPY,
npukas o popme Ne T-5A, TpynoBasi KHWKKA, TUIHAS KAPTOUKa;

- 3asiBJICHHE OT pabOTHHKA C COIIACHEM Ha MEPEeBOJI, MPEICTABICHHE O MEPEBOJIE, TOTIOTHUTEIHHOE
coTTaleHre K TpyA0BOMY J0TOBOPY, npuka3s 1mo ¢popme Ne T-5A, mpukas o - popme Ne T-1, TpymoBas
KHIDKKA, JINYHAs KapTOYKa;

- 3asgBJICHHE OT paOOTHHKA C MMPOCHOOI O MEPEeBOE, MPEACTABICHHUE O IEPEBO/IE, JOMOTHUTEIBHOE
COIVIallIeHHE K TPYAOBOMY JOTOBOpY, MpuKa3 no ¢popme Ne T-5A.

13. PaGoTonarens He 00s13aH MPOJIEBATh €KErOHBIN OIUIAYNBAEMBI OTITYCK, €CJIM BO BPEMs OTITyCKa
paboTHUK:

- 3200J1€JI ¥ JIeXKad B OOJILHHUIIE,

- ObLT HampaBJIeH Ha BOCHHBIE COOPBHI;

- paboTaj B KauecTBE WieHa N30UpaTeIbHON KOMUCCHH;

- YXa:KMBaJI 32 3200J1eBIIMM 4J1€HOM CEeMbH;

- Y4acTBOBAJ B CyJ€ B KaUECTBE MPUCSKHOTO 3aceaTels;

- 3a0071e71 1 JIeursics aMOyIaTopHoO.

14. JlonoaHUTENbHBINA OIIAYNBAEMBIN OTITYCK MOYKET IPEA0CTaBIATHCS:
- TOJIBKO B KaJICHIAPHBIX JIHSAX;
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- TOJILKO B pabounX JTHSX;
- B KaJIECHIApPHbIX U Pa0OYHX THIAX;
- B MeCsIIIax;
- B HENIEJIAX;
- B JTIOOBIX €IMHUIIAX Ha YCMOTPEHHUE paboToAaTeNsl.
15. CxonbKo UcTIpaBiIeHUH JOMMyCKaeTcs Ha OJaHKe JIMCTKA HETPYIOCIIOCOOHOCTH?
- He Ooee Tpex;
- ICTIPABJICHUS B JIMCTOK HETPYIOCTIOCOOHOCTH BHOCUTH HEJIB3S;
- He Oonee YeThIpex;
- He Oosee OgHOTO;
- TaKMX OTPAHUYEHUN 3aKOHOJIATEIILCTBO HE COMEPIKUT;
- He OoJsiee ABYX.

16. MoxHO JI1 HarpaJIuTh COTPYAHUKA JICHEKHON MpEeMHE, €ClIi He3a0JT0 10 STOTO Ha HETO HAJIOKUIU
JUCHUIUTMHAPHOE B3bICKaHUE?

- MOKHO;

- MOXKHO, HO CHaJaJla Hy)KHO MTPUKA30M CHAThH AUCHUITIMHAPHOE B3bICKaHHUE,

- HeJIb34;

- HEJIb34 B T€UEHHUE T0/1a CO JHS HAJIOKEHHS TUCHUIUIMHAPHOTO B3bICKAHUS;

- HETIb3s B T€UCHHUE MIECTH MECAIICB CO JIHS HATOKCHUS JUCIUILUTHHAPHOTO B3bICKAHMUS;
- B TaKHUX CIIy4asiX JOITyCKAaeTCs TOJIbKO MOPAJIbHOE MOOIIPEHHE.

17. Kakoro paboTHHKa HEJb3s1 YBOJIHUTD B CBSI3U C yTPATOil JOBEpHs?

- Kaccupa;

- IPOJIABIIA;

- OKCIIEAUTOPA;

- OyxraJuarepa;

- 3aBEIYIOUIETO CKIIAZI0OM;

- KJIAJIOBIIIHKA.

18. IlepeBon k IpyroMy paboTOAATEIIO OTPAKAETCS B TPYIOBOM KHUKKE paOOTHUKA:
- ABYMAl 3alIUCSIMH — 00 YBOJIbHEHUH C MPeKHel padoThl U 0 MpHeMe Ha HOBYIO;
- 3aIKCHIO O IEPEBOJIE HA HOBYIO paboTy;

- 3aIUCSIMU O TIEPEBOJIE U ITPHEME Ha HOBYIO pabory;

- 3aIUCSMU 00 YBOJIbHEHUH U TIEPEBOJIC HA HOBYIO paboTy;

- HUKaK HE OTPaKaeTcs;

- 3aIKMCHIO O TIpUEMeE Ha HOBYIO padoTy.

19. OKHH, OKCO, OKITATP u OKATO nonanob6aTcs BaM IpH 3ar0IHEHUH:

- TPYZIOBOTO JJOTOBOPA;

- IpUKa3a o nmpuemMe Ha padoTy;

- mpuKa3a 00 YBOJIbHCHUH;

- Tabesst yuera pabouero BpeMeHH;

- IMYHOH KAPTOUYKH;

- TPYAOBOU KHUXKKHU.

20. MomxeH u paboToaaTelb - (GU3UIECKOE JIUIIO0 BECTH TPYAOBbIE KHIKKH Ha CBOMX PAOOTHUKOB?
- 0€3yCIIOBHO, JOJKEH;

- HE JIOJKEH;

- 10JI2K€H, €CJIU OH AIBJISIETCS] MHIMBUAYAJIbHBIM MPeINPUHUMATEIEM;

- IOJDKEH, eciu 'y Hero 6osee 10 paGOTHUKOB;

- TOJIKEH, €CJIM OH HE SBIISICTCS WHANBHUIYAIBHBIM MPEANPUHUMATETIEM

- Ha YCMOTpEHHE paboTomaTes.

3ananue 2. OTBETHTE HA BOIIPOCHI TECTA, BRIOPAB JIBA MPABUILHBIX OTBETA U3 IIECTH MPET0KESHHBIX.
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21. Ilporynom cuuraercs;
- OTCYTCTBHE paOOTHHUKA Ha paboyeM MecTe B TEUEHHUE MATH YaCOB MOAPAL

- OTCYTCTBHE Pa00THHKA Ha pado4eM MecTe 0e3 YBaKMTEJbHBIX IPMYUH B Te4eHUe Bcero padodero
JAHSI MUTH CMEHBbI;

- OTCyTCTBHE pabOTHHKA Ha paboueM MecTe 0e3 YBaXKUTEIbHBIX IPUYHH B TEUCHHE TIOJIOBUHBI paboyuero
TIHSI WA CMEHBI;

- OTCYTCTBHE paOOTHHKA Ha paboyeM MecTe B TEUEHHUE JIBYX YaCOB MOAPSI;

- OTCYTCTBHE PA0OTHHKA HA padoyeM MecTe 0e3 yBaKUTeIbHbIX IPUYUH 00JIee YeThIpex 4acoB
NoJApsia B TedeHHe padoyero JHS WJIH CMEHbI;

- OTCYTCTBHE pabOTHUKA Ha pabodyeM MecTe 0e3 yBAKHUTEIBHBIX IPUYUH 00JIee IIECTH YacOB MOAPST B
TeueHne paboyero JAHS WA CMEHBI.

22. Bel maHupyeTe YBOJIUTH B CBSA3H C COKpAIIEHUEM ITaTa paboTHUKa, He gocturiiero 18 ner. Kakue
oprassl (JU1a) 0053aTENBHO TOJDKHBI 1aTh HA TO comtacue?

- ponutenu pabOTHHUKA;

- TocTpynuncnexkuus;

- IPOKYpPOp;

- Komuccus o gejiaMm HecoBepLIEHHOJIETHUX U 3alI[UTe HX MPaB;
- cIy>k0a 3aHITOCTH;

- BOCHKOMAT.

23. OpopmisTh pacTop:keHHUE TPYAOBOTO JOTOBOPA B IEPHOJ BPEMEHHOM HETPY0CIIOCOOHOCTH paOOTHHKA
paszpenaercs Ipyu yBOJIbHEHHUH:

- 3a MPOTry;
- B CBSI3U C HECOOTBETCTBHEM paOOTHHUKA 3aHUMAEMOM TOJKHOCTH;

- 110 MHUIUATHBE PAa00THHUKA;

- 110 COIVIALIEHHIO CTOPOH TPYAOBOIO 10r0BOPa;

- 110 COKpAIIICHUIO ITaTa;

- B CBSI3U C HEOJHOKPATHBIM HEHCIIOTHEHUEM PaOOTHUKOM TPYHAOBBIX O0S3aHHOCTEH.
24. 3anucu B TPYAOBOM KHMKKE JOMYyCKAETCs JeaTh:

- IAPUKOBOM PY4KOii;

- KapaHJaIloM;

- KallWUIAPHOMN Py4KOU;

- imomacTepom;

- reJ1eBOil Py4YKOH;

- MapKepoM.

25. Ilo 3ampocam rpakjaH ¥ OpraHU3aluil apXUB BbIJAET:

- apXUBHbIE TPUKA3bL;

- apXMBHbIe CIIPABKHU;

- apXUBHBIE IOTOBOPHI;

- apXMUBHBIE 3AIIUCKU;

- apXUBHbIE KOIMH;

- apXMUBHBIE YBEJJOMJICHMSL.

26. Kakue yandunupoBaHHbie GopMbI TOHATOOATCS BaM 111 0(OPMIICHHUS] KOMaHIUPOBKHU
-Ne T-1;

- Ne T-5;

- Ne T-6a;

- Ne T-9;

- Ne T-10a;

- Ne T-6.

27. Kakue yaupunupoBaHHble (opMbl TOHAT00ATCS BaM Uit opopMIiIeHUs OTIycKa?:



-Ne T-1;

- Ne T-5;

- Ne T-6a;

- Ne T-9;

- Ne T-10a;

- Ne T-6.

28. JIns KaKuxX KaJpOBBIX MPUKA30B HE CYIIECTBYET 3aKOHOIATEIHLHO 3aKPETUICHHBIX YHUDUIIMPOBAHHBIX
bopm?

- 0 COBMEIIeHUH J0JIKHOCTEH;

- 0 mpuemMe paboTHUKA Ha PaboTYy;

- 0 TIpeKparieHnu (PacTOPKEHUH) TPYIOBOTO IOTOBOPa ¢ paOOTHUKOM (YBOJIBHEHUH );

- 0 HAJIO’KeHNH JUCHUILUINHAPHOTO B3bICKAHNS;

- 0 MOOUIPEeHNH PaOOTHUKA;

- 0 TIOOIIPEHUU PaOOTHUKOB.

29. Kakue u3 nepeyrciIeHHbIX IPUKA30B OTHOCATCS K PUKA3aM [0 OCHOBHOM JESATEIILHOCTHU?
- 0 mpuemMe paboTHUKA Ha PaboTYy;

- 00 YTBEp:KIeHHHU IITATHOTO PACTUCAHUSA;

- 0 IepeMEeIICHUN;

- 0 HampaBJIeHUU PaOOTHHUKA B KOMaHIUPOBKY;

- 0 BHECEHHH U3MEHEeHHIl B JIOKAJIbHbIe HOPMATHBHbIE AKThI;

- 0 TepeBoJie pabOTHHUKA Ha PYTYIO padoTy.

30. Kakue JioKkaibHbBIE aKThl pa00TOMATENs C TOYKH 3PEHHUS 3aKOHA SBIISFOTCS 00s13aTeIbHBIMU?
- IITATHOE PACIUCAHME;

- UHCTPYKIIHUS 110 KaJIPOBOMY JIE€IOMPOU3BOICTRY;

- TIOJIOKEHUE O CTPYKTYPHBIX MOAPA3ICICHUSX;

- TIOJIOJKEHHE 00 aTTeCTalluu;

- KOJUIEKTUBHBIN JJOTOBOD;

- M0JI0KeHUe (MHCTPYKIUA) O 3aIIUTE MEePCOHAIbHBIX JAHHBIX PA0OTHUKOB.

Tema 7. Benenue TpyaoBbIX KHIDKEK M KHUTH UX ydeTa. DJICKTPOHHAs TPYAOBasi KHIKKA: 0COOEHHOCTH
BE/ICHUS U OOPMIICHUS OTYETHOCTH

1. Kakue cBeneHus BKIIIOYAET TUTYIBHBIHN JIUCT TPYAOBON KHIDKKHU? (BBIOEpPETE MPaBHIIbHBIC BAPUAHTHI)
@O paboTHUKa

JaTa poXKJICHHUs,

oOpa3oBaHue,

npodeccus WM creunualbHOCTh,

CTaXX paboTHI,

ceMeiHOe TT0JIOKEHIE,

TOJI.

2. MoxeTt nu rpaxkaanud PO uMeTh ABE TPYAOBbIE KHUKKH?

HE MOJXET,

MOXET

3. Kakum 00pazom B TPyIOBYIO KHUKKY BHOCHUTCS 3alTUCh O BPEMEHHOM TiepeBojie?

3alKiCch O BPEMEHHOM NIEPEBOJIE B TPYLOBYIO KHHKKY HE BHOCHUTCS,

«IlepeBeneH BpeMEHHO. .. »,

«ITepeseneH c...mo....»

4. BHeceHme UCTIpaBICHUN TyTeM 3a4epKUBaHUs HEBEPHOU 3anmucH B pasaene «CBefeHus o padorey. ..
HE JI0ITyCKaeTcs,

JIOITyCKaeTcs,
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AOMYCKACTCA B OTACIIBHBIX ClIydadx.

5. Haubonee nmomnHast neppuaHast nHGOpMaIus 0 pabOTHUKE TP €T0 3aUUCICHUN OTPAYKACTCA B ...
JMYHOU yueTHOH kaprouke (hopmbl Ne T-2),

aHkeTe pabOTHUKA,

aBroOuorpaduu paboTHHKA.

4.3 TIpomexxyTouHas aTTecTalus Mo AUCIUILTNHE TPOBOAUTCA B hOpME 3a4eTa, SK3aMeHa

Tunosbie Bonpocekl 3auera (I1K-5)
1. lomKHOCTHAS MHCTPYKITUSA: TIOHATHE, BUJIBI, POIIEAYpPa COCTABICHUS U O(OPMIICHUSI.

2. MHCTpyKIH 110 KaIpOBOMY JI€IOIPOU3BOACTBY.

3. CTpyKTypa M IITaTHAasi YUCIECHHOCTb, IITATHOE PACIUCAHUE KAaK MIPABOBOM  AKT, 3aKPEIISTIONTUN
CTPYKTYPY, YACICHHOCTb U JOJKHOCTHON COCTaB paOOTHUKOB  OpraHU3aIiy.

4. ITonsiTHE KOJUIEKTUBHBIN AO0roBOp. Comep:KaHue U CTPYKTYpa KOJUIEKTUBHOTO  JIOTOBOpA.

5. Kazgpossrii peseps. [lonoxxenue o kagpoBoM pesepse. [londbop nepconana

Tunosble 3axanus s 3a4era (IIK-5)
3anoHeHre MTAaTHOTO PACTIMCAHUSI.

OdopmieHne CTPYKTYpbl U IITATHON YUCICHHOCTH.

Nk -

Tunosbie Bonpockl 3xk3ameHna (I1K-5)

Opranu3annoHHble (HOPMBI U CTPYKTYpa COBPEMEHHBIX KaJPOBBIX CITYXO0.

CocraB 1 BBl KapOBOM JTOKYMEHTALMH.

HopmatuBHO-MeTOqMUECKHE MaTepuabl, perIaMeHTUPYIOIUE paboTy ¢ KaJpOBOM TOKyMEHTAlUEH.
[lIratHOE pacnucaHue.
CrpyKTypa 1 ITaTHas YACICHHOCTb.

Tunosble 3aganusa s 3k3amena (IIK-5)
3ananue 1. CocTaBUTh IpUMEPHYIO (GOPMY 3asiBICHHS O IpHeMe Ha pabory.

3amganue 2. CTyaeHTy HeOOXOAMMO 3aoaHUTE Bee rpadnl yHuHumpoBaHHbIX Gopm: NeT-1, NeT-1a

3ananue 3. CTyneHTy HeOOXOAMMO 3aMoHUTH Bee Tpadbl yHUPHUIMPOBaHHBIX Gopm: NeT-5, NeT-5a

3amganue 4. CTyaeHTy HeOOXOAMMO 3aroHUTE Bee rpadnl yHuUIMpoBaHHBIX Gopm: NeT-6, NeT-6a.

3anmanue 5. CTyneHTy HeOOXOAMMO 3aMoIHUTH Bee Tpadbl yHUPUIMPOBaHHBIX Gopm: NeT-8, NeT-8a

4.4. Illkana orieHMBaHMsI IPOMEXKYTOUYHOU aTTECTALIUU

3auer

Jeckpuntops! (ypOBHN) — OCHOBHBIC IPU3HAKKA OCBOCHUS (TIOKa3aTEIH

Orenka Kommerentim
TIOCTYKCHHSI pe3YJIBTaTa)
CGATTCHOY IK-5 VYCrenHo OcCymecTBIsSeT IMOArOTOBKY M OpraHM3aluio padoThl C
JOKyYMEHTaMU, COIEPKAILUMU IEPCOHATIbHBIE JAaHHbIE
[K-5 He ocymecTBiser TOATOTOBKY ©  OpraHU3aluio paboThl ¢
«HE 3a4TCHO» Yyt A Y p 1t p
JIOKYMEHTaMU, COIEPKAILUMU IEPCOHAIbHBIE JJAHHbIE
DK3aMeH
CCKPUIITOPHI OBHH ) — OCHOBHBIC IIPHU3HAKK OCBOCHUA (I10Ka3aTC/IN
Orenka Kommnerenmu Heckp pEL (VP ) P (
TOCTHKEHHMSI pe3ynbTaTa)
ITK-5 Ha BBICOKOM ypOBHE OCYIIECTBISICT MOATOTOBKY M OpTraHU3AIHIO

«OTIIUYHO»

paboTHI C TOKYMEHTaMH, COJIEPKAIIMMH TIEPCOHATBLHBIC TaHHBIC
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IK-5 Ha nocTaTto4HO BBICOKOM YpOBHE OCYIIECTBISET IIOAIOTOBKY H
«XOpOIIO» OpraHu3anuio  paboThl C  JOKyMEHTaMHy, coAepKaIuMU
IIEPCOHAJILHBIE JaHHBIE

ITK-5 Cnabo ocCymecTBiIseT TMOATOTOBKY M OpraHU3alui paboThl ¢

«YAOBJICTBOPHUTCIBHO»
AOKYMCHTaMM, COACPKAIMUMHU IIEPCOHATIBHBIC TAHHBIC

ITK-5 He cmocobeH ocymiecTBiIsATh MOATOTOBKY W OpTraHU3aIuio paboThI C

«HCYAOBJICTBOPUTCIILHO»
AOKYMCHTaMM, COACPKAIMUMHU IIEPCOHATIBHBIC TAHHBIC

5. MeTonnueckue ykazaHus AJsi 00y4a0IUXCS 110 OCBOCHUIO M CHUILIHHBI (MOLYJIS)

5.1 MeTtoandeckue yka3aHus IO OPTaHU3aIlMN CaAMOCTOSTEIBbHOM PadO0ThI 00YUYaIOIINXCSI:

[Ipuctynas K W3y4eHWIO TUCIUIUIMHBI, B MEPBYIO Odepelb OO0ydaromuMmcsi HEOOXOAMMO O3HAKOMHUTHCS
comepx)aHueMm paboueil mporpammbl nuctuiumHbl (PITJ]), xotopas ompexaenser coaepxaHue, o0beMm, a
TaKKe TMOPSAIOK U3YUCHHsSI U MTPETIOaBaHus yIeOHOM TUCIUILIMHEIL, €€ pa3/iena, YacTu.

J71 caMOCTOSTENbHOM paboThl BayKHOE 3HaYEHHE UMEIOT paszeibl «O0beM U collep:kaHue AUCIUTITMHBD),
«YuebHo-MeTonyeckoe U nHGOpMAIIMOHHOE 00ecrieyeHre TUCIUIUIUHBD U «MaTepruaabHO-TEXHUYECKOe
o0ecreuyeHne AMCUUIUIMHBI, POrpaMMHoe obecrieuenne, npodeccuoHanbHble 0a3bl TaHHBIX U
MH(OPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI».

B pazmene «O0bemM u copepkaHHe AMCHUIUIMHBDY YKa3bIBAIOTCS BCE pas3leibl U TEMbl H3ydaeMoi
JTUCLMIUTMHBL, @ TAK)KE BUJIbI 3aHIATHI U TUTAHUPYEMBI 00BEM B aKaJIeMUYECKHX Yacax.

B pasgene «YdeOHo-meTomuueckoe U HH(POpMaLMOHHOE oOecledyeHrue AMCHUIUIMHBDY — yKa3aHa
pEKOMeH1yeMasi OCHOBHAs U JOTIOJIHUTENbHAS JINTEpaTypa.

B paznmene «MarepuanbHO-TeXHUYECKOE OOeCIeueHue JUCIUIUIMHBL, TMPOrpaMMHOE oOecreueHue,
npodeccuoHanbHble 0a3bl JTaHHBIX W WH(GOPMAIMOHHBIE CIPAaBOYHBIE CHCTEMBD» COACPKHUTCS IepeueHb
npodeccuoHanbHbIX 0a3 JaHHBIX U MHPOPMALIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIHUMBIX AJIi OCBOCHHUS
JUCUUIIINHBL.

5.2 PexomeHnanuu o0y4aronumMcs o padore ¢ TEOpeTUYeCKUMU MaTepuaiaMy Mo TUCIUIUINHE

[Tpu u3ydeHnn 1 mpopadbOTKe TEOPETUICCKOTO MaTepraia HeOOXOaUMO:

- IPOCMOTPETH €I1I€ pa3 npe3eHTaruo Jekuuu B cuicteMe MOODLe, moBTOpUTh 3aKOHCIIEKTUPOBAHHBIN HA
JIEKIIMOHHOM 3aHATUM MarepuaJl M JAONOJHHUTh €ro € Yy4YeTOM PEKOMEHJIOBAHHOM JOMOIHUTEIbHOU
JIUTEPaTypBhl;

- IPY CAMOCTOSITEIbHOM M3yUYE€HUU TEOPETUUYECKOM TEMBbI CIENaTh KOHCIIEKT, UCIIOJIb3Ysl PEKOMEHI0OBAHHbBIE
B PI1/] ucrounuku, npodeccuoHabHbIE 0a3bl TaHHBIX U HHPOPMAIIMOHHBIC CIIPABOYHBIE CHCTEMBI:

- OTBETUTH HA BOIIPOCHI JJIsi CAMOCTOSATEIILHOW pabOTHI, 10 TeMe MpeAcTaBIeHHbIe B myHKTe 3.2 PI1/I.

- TP MOATOTOBKE K TEKYILIEMY KOHTPOJIIO UCIIOIb30BaTh MaTepuaibl (poHna oueHouHbix cpenacts (POC).
5.3 Pexomennamuu 1o pabote ¢ Hay4HOU U yueOHOM IuTepaTypoit

PaGota ¢ OCHOBHOM M JOTOJHUTEIBHOW JIUTEPATYpPOH SIBISICTCS TJIaBHOM (OPMON CaMOCTOSTEIBHOU
paboThl U HeoOXoAMMa MPU TMOATOTOBKE K YCTHOMY OMNPOCY Ha CEMUHApCKUX 3aHATHAX, K Jebaram,
TECTUPOBaHHUIO, dK3aMeHy. OHa BKIIOYAaeT NMPOpPabOTKy JIEKIIMOHHOTO Marepuaja U PEKOMEHIOBAaHHBIX
HMCTOYHUKOB U JINTEPATYPHI 10 TEMATUKE JICKLIUN.

Koncnekr nekuuu 1omkeH coaepxarb pedeparuBHyI0 3alIMCh OCHOBHBIX BOIIPOCOB JIEKIIMH, B TOM YHCIIE C
onopori Ha pasMemieHHbie B cucteMe MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB W JIUTEPATYPbI IO
TeMaM, BBIBOJIbI MO KaKIOMY Bompocy. KOHCIEKT MOXeT ObITh BBHIMOJIHEH B paMKaX pacleyaTKd BbLAAYH
MPE3CHTAIMI JIEKIMI WKW B OTAEIBbHOW TeTpanu mo mpeamery. OH JOKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAeMbIM, HE COJIEP’KaTh HE OTHOCAIIYIOCS K TeMe HH(OPMAIIMIO UIH PUCYHKH.

KoHcnekTsl HaydyHON JIHUTEpaTyphl MPU CAMOCTOATEIBHOM MOATOTOBKE K 3aHATHUAM JOJIKHBI COAEPKATh
OTBEThl HAa Kbl TMOCTaBIEHHBIH B TEME BOIPOC, MMETh CCBUIKY Ha MCTOYHUK HHYOpPMALUU C
00si3aTeNIbHBIM yKa3aHUEM aBTOpa, Ha3BaHUS U Trofla M3JaHMsI HMCIOJIb3yeMOIl Hay4yHOH JHUTeparyphl.
KoncniekT MoOXeT ObITh OMOPHBIM (COIEp)KaTh JIMIIbL OCHOBHBIE KIIIOUEBBIE IO3MIIMK), HO TPU 3TOM
MO3BOJIIONIMM JaTh TIOJHBIA OTBET IO BOMPOCY, MOXET ObITh NOAPOOHBIM. OOBEM KOHCIEKTa
ONPENEISETCS CAMUM CTYIEHTOM.

B nporiecce paboThl ¢ OCHOBHOM M JIONIOJHUTENBHOM JTUTEPATypOl CTYACHT MOXKET:
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- JleNaTh 3allUCH 1O XOAy YTEHHs B BUJAE MPOCTOTO WM Pa3BEpHYTOro IulaHa (CO3[aBaTh NEpedyeHb
OCHOBHBIX BOIIPOCOB, PACCMOTPEHHBIX B UCTOUHHKE);
- COCTaBJATH TE3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOPOTKOE
U3JI0)KEHUE OCHOBHBIX MBICIICH aBTOpa);
- TOTOBUTH aHHOTAIMH (KpaTKoe 0000I1eHe OCHOBHBIX BOIIPOCOB PadOTHI);
- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).
5.4. PexoMeHaIMy 10 IOATOTOBKE K OTAEIBHBIM 3a/IaHUSIM TEKYIETO KOHTPOJIS
CobecenoBanue MpennojaraeT OpraHu3aluio Oecelnpl MpernoAaBareist co CTyJEHTaMH [0 BOIpOcam
MPAKTHYECKOTO 3aHATUS C LEJbl0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
pasgeny, TeMme, mpobieme U T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUU, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1.
YCTHBIA OMpOC MOXET TMPUMEHATHCS B pas3audHbIX (Qopmax: (QpoHTAIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaUY€CTBA YCTHOTO OTBETA MOJIJIEKAIIETO OI[CHKE:
- IPaBUJILHOCTH OTBETA IO COJIEPIKAHUIO;
- IOJIHOTA U TITyOWHA OTBETA;
- CO3HATENIbHOCTh OTBETA;
- IOTUKa U3JI0KECHUS MaTepuaa;
- pPalMOHAJILHOCTD UCIIOJIb30BAaHHBIX PUEMOB U CTIOCOOOB PEIlIeHUs TOCTABIEHHONW yueOHO! 3a/1auu;
- CBOEBPEMEHHOCTh M 3((PEKTUBHOCTH MCIIOIB30BAHUS HATNISIHBIX MMOCOOMI M TEXHUYECKUX CPEICTB IPH
OTBETE;
- CTIOJIb30BaHHUE JOTIOTHUTEIBHOTO MaTepHaa;
- palMOHAJIBLHOCTD HUCIIOB30BAaHUSI BPEMEHU, OTBEJICHHOTO Ha 3a/IaHue.
VYCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3CHTALUEH, KOTOpas IMOATOTaBIMBACTCA IO OAHOMY U3
BOIPOCOB MPAKTHYECKOTO 3aHATHUS. [IpH BRICTYIUIEHHH ¢ Mpe3eHTanueld HeoOXoauMo odpamarb BHUIMaHUE
Ha TaKWe MOMEHTHI KaK:
- colep)KaHUE TPE3CHTALMU: aKTyaJlbHOCTh TEMbI, IOJIHOTA €€ PACKPBITHSA, CMBICIOBOE COMAEp)KaHUE,
COOTBETCTBHE 3asBJICHHOM TEMbI COJIEPKaHNIO0, COOTBETCTBHE METOAUYECKUM TPEeOOBAHUAM (LIETTU. CCHUIKU
Ha PECYpChl. COOTBETCTBHUE COICpPKaHUS U JIMTEPATyphl), MpaKTUUeCcKas HaNpaBIeHHOCTb, COOTBETCTBUE
cofiepaHusl 3asBICHHON QopMe, aleKBaTHOCTh MCIOIb30BAHUSI TEXHUYECKUX CPEACTB YUeOHBIM 3ajlauam,
MOCJIEZIOBATENBHOCTD U JIOTUYHOCTh MPE3EHTYEMOT0 MaTepuara;
- odopMiieHHE TMpe3eHTAlMU: 00bheM (OMTHUMATbHOE KOJWYECTBO), AW3alH (YATAEMOCTh, HAJIMYHE U
COOTBETCTBHE TpaUKd U aHUMAIMH, 3ByKOBo€ OQOpMIIeHHE, CTPYKTypUpOBaHHE UHOpMAINH,
COOTBETCTBHE 3asBICHHBIM TpPEOOBAaHUSAM), OPUTHHAIBHOCTH O(OPMIIEHUS, SCTETHKA, HCIOJIb30BaHUE
BO3MOXKHOCTH MPOTPAMMHOM CpPeibl, COOTBETCTBHE CTaHIAapTaM o(pOpMIICHUS;
- TMYHOCTHBIE KaueCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIOIEHUE pErIaMeHTa, SMOIIMOHAIBHOCTh, YMEHUE
OTBETUTH Ha BOIIPOCHI, CUCTEMaTU3UpOBaHHbIE, INTyOOKKE U MOJTHbIE 3HAHUS 110 BCEM pa3jiesaM MporpaMMmbl:
- coepXaHWe BBICTYIUICHHUS: JIOTUYHOCTh H3JI0KEHHUS Marepualia, pacKpbITUE TEMBbI, JIOCTYIHOCTh
uznoxkeHus, d3PpdextuBHOoCcTh npuMeHeHus cpeacts HWKT, cmocoObl u  yciaoBHsS JIOCTHXKEHHUSA
PEe3yIBTaTUBHOCTH W 3(P(EKTUBHOCTH U1l BBIMIOJHEHHS 3a/1a4d CBOeH MpOo(eCCHOHAIBHONW WM Y4eOHOU
NeSITeIbHOCTH, JJ0Ka3aTeJIbHOCTh MPUHUMAEMbIX PEIICHUM, YMEHHE apryMEHTHPOBATh CBOM 3aKIIIOYCHUS,
BBIBO/IbI.

6. YueOHO-MeTOoANYecKOe U HHPOPMALIMOHHOE 00ecnieYeHue TUCIHIINHBI

6.1 OcHOBHas nuTEpaTypa:

1. MantypoBa, H. C. KaapoBoe nenonpou3BOACTBO M apXUBBI JIOKYMEHTOB MO JIMYHOMY COCTaBYy
y4eOHO-METOIMYECKOE MOCOOMe MJisi CTYICHTOB, OOYYalOIIMXCsl MO HAMpaBJIEHUIO MOATOTOBKH 46.03.02
JOKYMEHTOBEJICHE U apXuBOBeAeHHME. - Becb Ccpok oxpaHbl aBTopckoro mpasa; Kazaposoe
JEJIONPOU3BOJICTBO M apXMBBI JOKYMEHTOB IO JIMYHOMY cocTaBy. - YensOunck: YensOuHCKuit
TrOCyIapCTBEHHBIN MHCTUTYT KylabTypbl, 2018. - 140 c. - Tekcr : anmekrponusiii / IPR BOOKS [caiir]. -
URL: http://www.iprbookshop.ru/83609.html



2. Abynanze . I., Bempsokkuna U. b., MacnoBa B. M. JlokymeHTanmoHHOE OOecredeHne yrpaBIeHUs
MIEPCOHAJIOM : YUeOHHUK U MPAKTUKYM JUIS BY30B. - TIep. U J011; 2-€ u3A.. - Mockaa: FOpaiit, 2021. - 370 c. -
Texct : anexTponsiii // IBC «FOPAWTY [caiit]. - URL: https://urait.ru/bcode/477699

3. KysuenoB U. H. JlokymeHTanimoHHOE 00€CTICUCHHUE YNPABICHUS MEPCOHATIOM : YUEOHUK M MPAKTUKYM
IUTS BY30B. - 2-¢ u311.. - Mocksa: FOpaiit, 2021. - 393 c. - Teker : anexrponnsiit / O5C «FOPAWUT [caiit]. -
URL.: https://urait.ru/bcode/487704

4. TlomoBuu E. JlokyMeHTanmmoOHHOE oOOecCleYeHue YIpaBICHUS TNEPCOHAIOM : ydeOHOe mocolue. -
Opendypr: OpenOyprckuit rocygapctBeHHbid yauBepeuteT, 2014. - 112 c. - Teker : anexrponHssiit // 9bC
«YHUBEPCUTETCKAS OmOIMoTeKa OHJIANH» [caiT]. - URL:
http://biblioclub.ru/index.php?page=book&id=259328

6.2 JlonosHUTENBHAS IUTEpPATYpA:

1. Kazannesa I'. B. JInuable qoOKyMeHTHI: TpeOoBaHUS K 0(DOPMIICHHIO U 00pa3ibl JOKYMEHTOB : yueOHOE
mocobue. - 6-¢ u3m., crepeorun.. - Mocksa: ®munra, 2017. - 40 c. - Tekct : snexkrpoHHsd // DbC
«YHUBEPCUTETCKAS OmoOImoTeKa OHJIANH» [caiT]. - URL:
http://biblioclub.ru/index.php?page=book&id=103531

2. KysnenoBa T.B. KagpoBoe nenonpou3BoACTBO (TpaaulIMOHHBIE M aBTOMAaTU3HPOBAHHBIE TEXHOJIOTHH) :
VYueb. ms By3oB. - M.: Uznat. nom MOMU, 2011. - 344 c.

3. Jlykamr 0. A. DddexTuBHas KaapoBas MOJUTHKA KaK COCTaBISAONIAas obecrieueHuss O€30MacHOCTH U
pa3BuTHsl OM3Heca : ydyeOHoe mocoOue. - 2-e¢ u3fd., crep.. - MockBa: @nunta, 2017. - 202 c. - Tekcr :
anekTponubii  // OBC  «YHuBepcurerckas ~— OuOnMoOTEeKa  OHJIAMHY [caiir]. - URL:
http://biblioclub.ru/index.php?page=book&id=115070

4. Mantyposa. H. C. KanpoBoe nenonpousBoacTso : yuebHoe nocodue. - Yemsiounck: YTAKH, 2013. - 100

c. - Tekcr : osnmekrponssiii // DOBC «YuuBepcurerckas Oubmuoreka onmaia» [caiir]. - URL:
http://biblioclub.ru/index.php?page=book&id=492203

5. Hou, . H. KaapoBoe nenomnpou3BOACTBO M KaAPOBBIA ydeT : ydeOHoe mocobme. - 2031-05-27;
KanpoBoe nenonpous3BoACTBO M KaapoBblil ydeT. - Taranpor: TaraHporckuii MHCTUTYT YIpaBJICHUS U
sxoHomuku, 2018. - 84 c¢. - Teker : onekrponnwii // IPR  BOOKS [caiit]. - URL:
http://www.iprbookshop.ru/108082.html

6.3 VlHble HICTOYHUKHU:
1. JenoBas madopmanws - http:// www.delinform.ru
2. IlpaBoBoii caiit Koncynsrantllmtoc - http://www.consultant.ru

7. MaTepuaibHO-TeXHHYECKOe o0ecnedeHue M CHUILIMHBI, IPOrpaMMHOe odecrieveHne,
npodeccuoHaIbHbIe 0a3bI JAHHBIX U HHPOPMAIIMOHHBbIE CTIPABOYHbIE CHCTEMbI

I[JIH MMPOBCACHUA 3aHATHN 110 JUCHUITIINHE HGOGXO,Z[I/IMO CJICAyomee MarcpruaJIbHO-TCXHUYCCKOC
OGCCHG‘-IGHI/ICZ y‘-Ie6HI>Ie AyauToOpruun Jid TIPOBCACHUA 3aHATUN JICKHIUOHHOI'O W CCMHUHAPCKOT0 THIIA,
IPYIIIOBbIX M WHIUBHUIYaJIbHBIX KOHCYJIBTALMM, TEKYLIErO KOHTPOJIA M IIPOMEXKYTOYHOM arTecTalud,
IIOMCIICHUSA OJIs1 CaMOCTOSITEIILHOU pa6OTI:I.

VY4eOHble ayTUTOPUN U MIOMELICHHUS ISl CAMOCTOSTEIbHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATIM3UPOBAHHOM
MeOeNbl0 U TEXHUYECKUMHU CPEACTBAMH 00yUeHHUsI, CITy>KalllMMU JJIs1 TIPeICTaBIeHus yueOHo nHpopManuu
OO0JIBIIION ayTUTOPHH.

[TomereHust 111 CaMOCTOSITEIBHON PabOThl YKOMITJIEKTOBAHBI KOMITBIOTEPHOW TEXHUKOW C BO3MOXKHOCTBIO
MOAKITFOYEHHUS K ceTn "UnTepuer” u obecrieueHnEeM JloCcTyna B AIEKTPOHHYIO
nH(pOPMAITMOHHO-00pa30BaTEILHYIO CPEy YHUBEPCUTETA.

Jlnst mpoBeieHusl 3aHATHI JICKIIMOHHOTO THIIAa UCTIONB3YIOTCS HA0OPBI IEMOHCTPAIIMOHHOTO 000PYI0BaHUS,
o0eCIeunBaroIIe TEeMATHIECKUE WILTIOCTPAUU (TIPOEKTOP, HOYTOYK, SKpaH/ MHTEPAKTHBHASI TOCKA).

JlnmeH3noHHOE U CBOOOHO pacpOCTpaHsIeMOe IPOrpaMMHOE 00eCTICUCHHE:

Kaspersky Endpoint Security ans OusHeca - Cranmaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence
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Microsoft Office [Ipodeccronanbhsrii mioc 2007
Omneparmonnas cuctema Microsoft Windows 10
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DJIeKTpPOHHAS HH(OPMALIMOHHO-00pa3oBaTe/IbHas cpeaa
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