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[Iporpamma cocrasiena B coorBercTBur ¢ @I'OC BO no nanpasnenuto 38.03.03
Y1paBiieHHE IEPCOHAIIOM .

ABTOp A.A. MapacaHoBa
PaGouast mporpamma o6CykaeHa 1 YTBEPKICHA HA 3aceTaHuH KadeaIpbl
rOCYJIapCTBEHHOTO YIIPABIICHUSI U YIIPABIICHUS YEIIOBEUSCKUMU PECYpPCaMU

3aenyrommii kadeapoit b.JK. Tarapos



1. Hesn n3yyeHns JMCHUIIHHBI

Lenpto oOcBOeHUS AUCHUIUIMHBI «JlOKyMeHTalmoHHOe obecrnieueHue paboThl ¢
HEepCOHANIOM» sIBIsieTCs (OPMUPOBAHME 3HAHWUI M HABBIKOB [0 OpraHM3aldd pPadOThHl C
OpPraHU3aIMOHHO-PACHIOPSAUTENBHON ¥ MH(QOPMAILMOHHO-CIIPABOYHOM  JIOKYMEHTAallUEeH,
perIaMeHTHPYIOLIeH AEeATeNbHOCTh AODKHOCTHBIX JIMIl OpPTraHU3aliy, (GYHKIUU U MPOLETYPHI
YIPABJICHUS IEPCOHATIOM B OpraHU3alIUH.

2. IlepeyeHb MIIaHNPYeMBbIX Pe3yJIbTATOB 00y4eHHs M0 JUCHUILINHE (MOAYJIIO),
COOTHECEHHBIX € IJIAHUPYEMbIMHU Pe3y/IbTATAMH 0CBOCHHS 00pa30BaTe/IbHON NPOrpaMMblI

KoMnerennuu oﬁyqalomerocsl, (bopanyeMLIe B pe3yJbTaTe 0CBOCHUS

JUCHMILINHBI
Kon
KOMIIETEHILIUH I10 KoMnerenmus
®I'OC BO
OITK-4 CriocoOeH MPUMEHSITh COBPEMEHHBIC TEXHOJIOTHH M METOIbI ONIEPATUBHOTO
yIpaBJICHUS] IEPCOHATIOM, BECTH JIOKYMEHTAIIMOHHOE COMPOBOKICHHUE U YUET

CTpyKTypa KOMIETCHIIHH
Komnerenuus dopmupyembie 3YHbl
3. 3HaTb COBPEMEHHBIE TEXHOJIOTUU U METO/IbI OIIEPATUBHOTO
YIIPaBJICHHS IIEPCOHATIOM, COCTAB U COJEP/KaHUE TOKYMEHTOB,
COIIPOBOKAAIOIINX ONEPATUBHOE YIIPABJICHUE NIEPCOHAIIOM,
3HATH METOJBI Y4€Ta IICpCOHAIIA
Y. YMeTb 000CHOBAaHHO BBIOMPATh TEXHOJIOTUN U METO/IbI
OIIEPaTHUBHOTO YIPABIEHUS IIEPCOHAIOM U ydeTa IIEpCOHaa,
COOTBETCTBYIOIIHE PO ECCHO-HATBHBIM 3a/1a4aM, U
ONPEIEATh COCTAB JOKYMEHTOB JUJISl UX COIPOBOXKICHHUS
H. BriageTs HaBbIKaMU MCIIOJIB30BaHMs Oa30BbIX
COBPEMEHHBIX TEXHOJIOTUHA U METOA0B OIIEPATUBHOIO
yIIpaBJIEHUs IEPCOHAIOM, UMETh HaBBIKU O(OpMIIe-HUS
TOKYMEHTOB, COITPOBOKIAIOIIMX ONEPATUBHOE YIIPaBICHUE
[IEPCOHAJIOM, HABBIKAMM y4€Ta IEpCOHAJIA

OI1K-4 CnnocobeH NpUMEeHSITh
COBPEMEHHBIE TEXHOJIOTUH U
METO/IbI ONIEPATHBHOTO
yIIpaBJIEHUS IEPCOHAIOM, BECTH
TOKYMEHTAI[MOHHOE
COIIPOBO’KICHUE U YUeT

3. MecTo AUCHUILIHHBI (MOYJIs1) B CTPYKTYpe 00pa3oBaTeIbHON NPOrpaMMblI

[Mpunamnexxnocts  muctumuiuael - BJIOK 1 JUCHUIUVIMHBI  (MOAYJIN):
OO6s3aTenbHast 4YacTh.

[IpenmiecTByroniye TUCHMILIMHBI (OCBOGHHE KOTOPBIX HEOOXOIUMO [UI YCIEUIHOTO
ocBoeHusi gaHHOW): "WHpopmanumonusie texnonoruu", "MH(bOpMaMOHHBIE TEXHOJIOTHU B
MeHeKMeHTe", ""YIIpaBieHre NEPCOHAIOM OpraHu3anun’”

4. O0beM TUCHMILIHHBI (MO1YJISAA) B 3a4€THBIX eIHHULAX C YKA3aHUEM KOJIMYeCTBa
aKaJeMH4YeCKHX YaCOB, BbI/IeJICHHBIX HA KOHTAKTHYIO padoTy 00y4aommxcs ¢
npenoaasaresieM (1o BUJAaM Y4eOHbIX 3aHATHIT) 1 HA CAMOCTOSAITE/IbHYI0 padoTy
00y4yarIuXxcs

OO6m1ast TpyI0€MKOCTh TUCIMIUIMHBI COCTABIISIET 5 3a4. ej.,180 gacos.

Bun yue6HOH paboThI KonnuecTBo yacos
KoHnTtakTHas(aymuropHas) pabora

Jlexknum 36




[TpakTrueckue (cem, 1a0.) 3aHATUS 36
CamocTosTenpHas padoTa, BKIIOYast MOATOTOBKY K AK3aMEHAM U 108
3ayeram
Bcero yacos 180

5. Coneprkanue IMCHUIIMHBI (MOAYJIs1), CTPYKTYPHUPOBAaHHOE 110 TeMaM (pa3aesam) ¢
YKa3aHUEM OTBEJeHHOr0 HA HUX KOJMYEeCTBA aKaJeMUYeCKUX YaCOB U BUI0B Y4eOHBIX

3aHATHNA

5.1. Conep:xanue pa3ieioB M CHUIITHHBI

Cemunap| Camo- |B unTepa-| ®opmbl TEKyLIEIT0
Ne Pa3nen u tema Ceme-| JIek- P pa P yt
JlaGopat.| cTOAT. | KTUBHOM KOHTPOJISA
n/n AUCHUILIUHBI CTp | UMHU
IlpakTu4. pa6. popme yCIeBaeMoOCTH
1 |BBenenue B Kypc 32 2 2 4
Kanpoas
OKYMEHTalUs: COCTa
JI:I/IKZ:I THZ6I(1)I;ZHH>1 II . Teer 1.
2 AL TP 32 5 5 8 KonTponbnas
0hOpMIICHUIO
pabora 1
TOKYMEHTOB; JIBI)KEHUE
B OpraHW3aIluu
JlokanbHBIE N
HOPMATUBHBIC aKTHI TI0 Teer 3. Keiic-study
3 [P 32 | 5 5 8 3. KonTponbHas
YIIPaBICHUIO
pabora 3
MEePCOHAIIOM
ammTa I HAJIbHBIX
4 [JAuWwTa nepco 32 | 2 2 6 Teer 10
NaHHBIX paOOTHHKA
OKYMEHTHPOBaHUE .
Hloky p Tecrt 4. Keiic-study
S [IpOIIECCOB JIBHKECHUS 32 8 8 10 5
KaJ[pOB
MHbIe TOKYMEHTHI,
6  [CBsI3aHHBIE C yYETOM 32 2 2 6 Tect 6
KaJ[pOB
Do OBaHUE
7 PMHMPOBATIHE 1 32 | 2 2 6 Tecr 7
BEJICHIE TUYHBIX JIEJ
Benenne TpynoBbIX
KHIDKEK U
OpPMHUPOBaHUE B .
S)H(SCT g HHOM BILIE Tecr 8. Keiic-study
8 p a 32 4 4 6 8. KoHTponbHas
H(pOpMaLUU O
. pabora 8
TPYJIOBOH AESITETHFHOCTU
U TPYJIOBOM CTa)Ke
Ka)KI0ro pabOTHHKA
Odopmienue
JIOKYMCHTOB TpH KoHnTpoasHas
9 |mooupeHun u 32 2 2 6
pabota 9
MTUCITUTIMHAPHBIX
B3bICKAaHU I
[ 'ocynapcTBeHHas
WHCIIEKIUS TpyAa U .
10 HHA TPY 32 | 2 2 6 Keiic-study 10
Mporeaypa MPOBeICHUS
[POBEPOK JIOKYMEHTALIUU




Cemunap| Camo- |B unTepa-| ®opmbl TEKyLIET0
Ne Pa3gen u Tema Ceme-| JIek- P pu P ym
JlaGopat.| cTOAT. | KTUBHOM KOHTPOJISA
n/n AUCHUILIUHBI CTp | UMHU
IlpakTuy. pa6. popme yCneBaeMoCTH
KaJIpOBOH CITy>KOBI
CucremaTuzanus u .
H Tect 11. Ketic-
11 [xpaHeHHE TOKyMEHTOB 32 2 2 6 studv 11
KaJIpOBOH CITy>KOBI Y
UTOT'O 36 36 72
5.2. JlekuMOHHBbIE 3aHSATHSA, UX COEPKAHUE
Ne HaumenoBanue
Coneprxanue
n/n pa3esioB U TEM
OO6miee npeacraBienue Kypca. Haznauenue u conepxaHue Kypea.
CBs13b Kypca ¢ y4eOHBIMU AUCHUIUIMHAMU. 3HaUECHUE Kypca B
1 BBexenue B Kypc MOATOTOBKE CIIEIIMAIMCTOB MO YIIPABICHUIO IIEPCOHAIIOM.
3akoHOAaTeNbHAS 1 HOPMATUBHO-METOANYECKAs perJaMeHTalHs
KaJpOBOM JI€SITETbHOCTH
[TonmHOMOYMS TOCYIapCTBEHHOM HHCTeKuK TpyAa. [Ipouenypa u
MpaBujIa MPOBEICHUS IPOBEPOK COOIIOICHUS IEHCTBYIOIETO
["ocynapcTBeHHas 3akoHoAaTenbcTBa. Bunbl mpoBepok. [lopsaok odhopmueHus
WHCIICKIUS TPYJa U [MEPOIPHUSATUI IO KOHTPOJIIO.
1o [pouenypa CocTaB 10KyMEHTOB, TpeOyeMbIX OpraHaMH HaJa30pa U KOHTPOJIS
[MPOBEACHUS TPOBEPOK [PU MTPOBEACHUH MPOBEPOK.
TOKYMEHTAIluU OTBETCTBEHHOCTh PabOTOATENs 32 HAPYIICHUE ACHCTBYIOLIETO
KaJpOBO CITYKOBI 3aKOHOJIaTEILCTBA O TPYJE U HETPaAaMOTHOE 0OPMIIEHHE KaJIPOBOI
TOKyMeHTaIuu, Bo3naraemas TpynoBsiM Kogekcom PO u
KoznexcoMm 00 aIMUHUCTPATUBHBIX IPABOHAPYIICHHUSX.
[TonsiTrie HoMeHKaTyphI nei. [Topsmok coctaBiaeHUs
HOMEHKJIATYpHI JIe]T KaipoBoil ciryxOb1. TpeGoBanus,
MpeIbsBIsEMbIC K 3ar0JIOBKaM JeNl. JIeMEHTHI 3ar0JI0BKOB JIEI.
[IpaBuna rpynnupoBKY JOKYMEHTOB B Jiea, opopMiIeHus
3arojI0OBKOB jen. [Ipu3Haku rpynnmupoBKH TOKYMEHTOB B Jefa.
[TopsiIoK MOATOTOBKH TOKYMEHTOB K apXUBHOMY XPaHEHUIO.
CucreMaTu3anys u pAl I JIOKYM P Y XPp
Krnaccudukanus JOKYMEHTOB 110 CpoKaM XpaHeHus. TpeboBaHus,
XpaHEHHE T0KYMEHTOB
. MPEAbSIBISIEMbIC ADXUBHBIMU CITY)KOAMHU K TOKYMEHTaM,
11 [kagpoBoil CITyKOBI.
cAaBaeMbIM B apxuB. OpraHu3aius IpoBEACHHS SKCIIEPTU3I
Homenknarypa aen
. [IEHHOCTH JJOKYMEHTOB.
KaJIPOBO CITYKOBI
YactuyHoe u noiaHoe opopmiienue aen. [lopsmaok opopmieHus
00JI0’KEK JIeJT IOCTOSTHHOTO ¥ BPEMEHHOTO CPOKOB XpaHEHHUSI.
Cocrasnenue u opopmienue onuceit nen. CocraBieHue
3aBEPUTEIILHON HAJITMCH JIeTia.
ATMUHUCTpPATUBHAS OTBETCTBEHHOCTh 32 HApYIIIEHUE
e CTBYIOINIETO 3aKOHOIATENIbCTBA 110 APXUBHOMY JIEITY.
Kaxposas [TOHATHS «TOKYMEHT», «TOKyMEHTOO0OPOT», «TIOKYMEHTAIMOHHOE
P oOecTieueHne yIpaBiICHUS».
ITOKYMEHTAITUS: COCTaB .
[TonsiTre 1 3HaYeHHE KaIpOBOM JoKkyMeHTannu. Knaccudukanus
1 BUJIBI; TPEOOBAHUS K . . .
2 |odopmreno KapOBOM JoKyMeHTanuu. OTIUYHs KaJpOBOM U yIIPABJICHUECKOU
p mokymeHTanuu. OCHOBHBIE BUJIBI TOKYMEHTOB KaJpOBOI CITY>KOBI,
TOKYMEHTOB;
0COOCHHOCTH MX COCTaBIICHUSI.
NIBUKCHHE B
OcHOBHBIE TPeOOBaHUS, IPEABSBIIIEMbIE K 0)OPMIICHUIO
OpraHU3aIu

JTOKYMEHTAIlUM, IPEeTYyCMOTPEHHbIE | 0Cy1TapCTBEHHOW CUCTEMOM




/o

Haumenosanue
pa3liesIoB U TEM

Coneprxanue

TOKYMEHTAIlMOHHOTO o0ecrnieueHus ynpasienus. [lopsmok
00pabOTKH U PETUCTPALIH JOKYMEHTOB, UX MHJICKCALIUU.
Perucrpanuonssie popmbl U UX 3anonHenue. KoHTpois
VICIIOJIHEHUS TOKYMEHTOB. OCHOBHBIE OTJIMUUS B IOJITOTOBKE
[IPOCTBIX U CIIOKHBIX IPUKA30B. YUET crienuuku
pacopsiAUTENBLHOTO JEHCTBUS PU COCTABIECHUM ITPUKA30B 110
[preMy, IepeBO/1y, YBOJIbHEHUIO PAOOTHHUKOB.

[Topsiiok BU3MpPOBaHUS MPUKA30B O JIMYHOMY COCTaBY, UX
perucrpanuu

JloxabpHBIC
HOPMATHBHBIC aKThI 110
YIIPaBJICHHUIO
[epCOHAIIOM

[[ITarnoe pacnucanue (ct. 57 Tpynosoro Konekca P®)— Gopma
ITaTHOTO pacnucanus. [IpaBuna BHyTpeHHEro TpyA0BOTO
pacnops/ika KaK JIOKaJIbHbII HOpPMaTUBHO-IIPABOBOM aKT,
KOHKPETH3UPYIOUINI MOPSIIOK PEryIUPOBaHUS KITFOUEBBIX
BOIIPOCOB COIMATILHO-TPYOBBIX OTHOIICHH HA MPEITPUATHH.
001K TOPSAIOK MOATOTOBKH IOKYMEHTa B COOTBETCTBUU CO CT.
190 TK P®. Ocobennoctr opopMIICHHUS TTPABHIIT BHYTPEHHETO
TPYJOBOTO pacropsiika, Coiep>KaHue BOIPOCOB, KOTOPbIE
O0TpakaroTCsl B paBUJIaX BHYTPEHHET O TPYA0BOI0O paclopsIKa.
OcoOeHHOCTH 00palleHus ¢ TePCOHANBHBIMY JAHHBIMU
PaOOTHUKOB B COOTBETCTBUU C T0JIOKeHUsIMU TJ1aBbl 14 TK PO.
TpeboBanus kK 00pabOTKE MEPCOHATBHBIX JTJAHHBIX PAaOOTHHKA.
[TpaBuia nepegaun nHGOPMAINH, COAEpPKAIIECH CBEACHUS O
paboTHUKe, TpeThbUM JniaM. OTBETCTBEHHOCTH JTOKHOCTHBIX JIHII,
BUHOBHBIX B HAPYIICHUU HOPM, PETYJIHUPYIOIINX TTOITy4IeHHUE,
00paboTKy U 3aIUTy MEPCOHANBHBIX JaHHBIX paOOTHUKA.
WHCTpyKIMS IO TOKYMEHTALlMOHHOMY 00€CTIEYeHUIO YIIpaBJICHUS
nepcoHanoM npeanpusitus. CTpyKTypa U cojiep:kaHue pas3ziesioB
naHHoro JokymeHTa. [lonoxenue 06 ornyckax. [Tonoxenue o
KOMaHIHPOBKaX.

Samura
[1EpPCOHAJIBHBIX
TaHHBIX paOOTHUKA

[ToHsATHE TIEPCOHATBHBIX JAHHBIX, COJIEPIKAHUE IEPCOHAIBHBIX
na"HbIX. OOmme TpeboBaHus pu 00padoTKe NePCOHATBHBIX
TAaHHBIX Pa0OTHUKA M TAPAHTUH X 3AIIUTHL. XpaHEHUE U
MCTIOJIb30BaHUE NEPCOHANIBHBIX JaHHBIX paboTHUKOB. [lepenaua
[epPCOHAIBHBIX JaHHBIX paboTHUKA. [IpaBa paOOTHUKOB U
OTBETCTBEHHOCTb PabOTO/IaTeNs B LIESAX 00ECIIeUeHNs 3alUThI
MEPCOHATBHBIX JAHHBIX, XPaHIMIUXCS Y pab0TONATEIS.

JlOKyMEHTUPOBaHUE
[TPOLIECCOB JIBUKEHUS
KaJpOB

JloKyMeHTHUpOBaHKE TIPOIecca IBMKEHUS KaAPOB Ha MPEATNPUATUI
KaK BaXHeWIIast QyHKIHS OT/IeNa KaapoB. Buabl NBHKEHUS
ka7poB. CxeMbl pueMa, epeBo/ia, YBOJIbHEHUS PAOOTHUKOB.
Odopmienue npuema paboTHUKOB. COCTaB TOKYMEHTOB,
TpeOyeMBbIX MpH MpHeMe Ha paboTy B COOTBETCTBUU C TpyIoBBIM
Konexcom POD.

[Topsi10K 3aKITIOYEHUS TPYIOBBIX JOIOBOPOB € IOCTOSIHHBIMU U
BPEMEHHBIMU paOOTHHKAMH.

OCOOEHHOCTH COCTaBJIEHUS] YHU(PHUIIMPOBAHHBIX (hOPM MPUKA30B MO
ITMYHOMY COCTaBY, Kacatouuxcs npuema (¢popma T-1, T-1a).
OdopmiteHne nepeBoia, epeMenieHns, KOMaHIUpOBaHUs
paboTHUKOB. OcoOeHHOCTH 0OPMIICHUS U OCHOBAHUS PA3TUIHBIX
BUJIOB IIepeBo/ia (MIEPEeBO/I Ha IPYTYIO paboTy Ha TOM XKe
[pepHUsITHH; IEPEBOJT Ha paboTy Ha APYroe NpeanpusTue;




/o

Haumenosanue
pa3liesIoB U TEM

Coneprxanue

MepeBo/I Ha paboTy B APYTYIO MECTHOCTB). OCOOCHHOCTH
cocTaBlieHUs] YHU(DUIIUPOBAHHBIX (POPM MPUKA30B MO TUIHOMY
cocTaBy, Kacaromuxcs nepesoaa (popma T-5, T-5a),
komanaupoBanus (popmsl T-9, T-9a, T-10, T-10a).

Odopmnenue ornycka. [IpaBuna u cpoku noaAroToBku rpaduka
otmyckoB (popma T-7). OcoOeHHOCTH COCTaBICHUS
VHU(PHUIIUPOBAHHBIX (OPM MPUKA3O0B 10 JINYHOMY COCTaBY,
Kacaromuxcs otnycka (¢popma T-6, T-6a).

OdopmieHre MOOIPEHHU U B3bICKAHUM.

Odopmienue yBosibHeHUs paOOTHHKOB. OCHOBAHUS MPEKPAIICHUS
TPYJOBOIO JOTrOBOPa B COOTBETCTBUU C HOPMaMH TPYI0OBOTO
npaBa; mpaBuiIa opopMIICHHS TPEKPAIIEHUs TPYAOBOTO JJOTOBOPA.
OTBETCTBEHHOCTh pabOTOAATENs 32 HE3aKOHHOE YBOJILHEHUE
PaOOTHHUKOB.

Oco0eHHOCTH COCTaBNeHUS! YHU(DUIMPOBAHHBIX (DOPM MTPUKA30B O
ITMYHOMY COCTaBY, KaCalOIIMXCs YBOJIBbHEHUSI PAOOTHUKOB ((hOpMBI
No T-8, T-8a).

[Topsi10K perucTpanny NPUKa3oB M0 JUIHOMY COCTABY.

Hble TOKYMEHTHI,
CBSI3aHHBIC C YYETOM
KaJpOB

@DOopMBI )KYpHAJIOB PETUCTPALIMH TOKYMEHTOB. JIMUHBIE JINCTKYU 1O
Y4eTy KaJIpoB, XapaKTEPUCTUKH, BBIIUCKH, CIIPABKU:
pelHa3HauYeHue, coiepkanne, TpeOoBaHus K 0(OPMIICHHIO.
JInuHasg kapTOUKa KaK JJIOKYMEHT [IEPCOHAIBHOIO yueTa
pPabOTHUKOB OpPraHU3AIINH.

KaapoBble OTYETHI: BU/IbI, CPOKHU MOJa4l, OTBETCTBEHHOCTD 3a
HENPEJOCTaBICHUE.

DopMupoBaHue U
BEJICHUE JINYHBIX J1E]T

JInuHoe neno paboTHHKA KaK OCHOBHOM JIOKYMEHT IEPCOHAIBHOIO
yueTa, B KOTOPOM XPaHATCsl Haubosiee MOoIHbIe CBEJCHUS O
COTPYAHUKE U €T0 CIIy’)KEOHOH 1eATEIIbHOCTH.

CocTaB ¥ N0CJIE10BATEIbHOCT JOKYMEHTOB JINYHOTO JIEJIa.
OCOOEHHOCTH COCTABJIEHUS JOKYMEHTOB JINYHOT'O JIeNIa: JIMYHOTO
JIMCTKA 110 YYETY KaJpOB, IONOJHEHUS K JINYHOMY JIUCTKY,
aBTOOMOrpaduu u T.1.

[ [paBuiia BbI1auM JINYHOTO J€J1a BO BPEMEHHOE MTOJIb30BAHME.
[Topsimok cocTaBiieHus! ONKCH JIMYHOTO fena. Ilepenada nuaHoro
nena Ha apxuBHOE XpaHeHue. CocTaBIeHUE 3aBEPUTEIbHON
Ha/IIMCH JIMYHOTO JIeJa.

Benenne Tpy1oBbIX
KHIKEK 1
dhopmMupoBaHue B
DIIEKTPOHHOM BH/JIE
nH(MOpMaLIUU O
TpyLOBOMI
NEesITeNIbHOCTH U
TPYJOBOM CTaXKe
Ka)kJI0ro pabOTHHKA

[lonsiTe TpynOBOM KHMXKKH. DOpMa TPyIOBON KHUKKHU.
HopMmaTtuBHO-MeTo1MuecKas 6a3a, peraaMeHTHPYIOIIast MOPs 10K
BE/ICHUS, 3aTI0JTHEHUS TPYAOBBIX KHUXKEK, 00eCTIeueHUsI UMU
paboTomaTeei.

3aroHeHNEe CBEIEHUH 0 pabOTHHKE. 3arl0JIHEHHE CBEIEHUH O
paboTe. 3amoHEHNE CBEICHUI O HArpaKJICHUH. 3alOTHEHNE
cBe/leHUI 00 yBOJIbHEHUH (IIPEKPAIEHUH TPYAOBOTO JOTOBOPA).
Oco0eHHOCTH 3aM0IHEHNs CBEJICHHUI 00 YBOJIbHEHUHU U MpUEME Ha
paboTy B CBA3M C MEPEBOIOM PAOOTHUKA.

BHeceHre N3MEHEHM U IONOJIHEHUN B TPYIOBYIO KHUXKKY.
JlyOonmukaT TpyJ0BOil KHIDKKU. Bbijaua Tpy10BOil KHMKKH TpU
YBOJIBHEHUU (IIPEKpaIleHUuH TPYAOBOro JoroBopa). Briiaapli B
TPYJAOBYIO KHHUKKY.

Y4er u XpaHeHHE TPYJOBBIX KHIKEK. JIoKyMeHTanus no yuery




Ne HanmenoBanne
Conepxanue
/1 pa3esioB U TeM
0JIAaHKOB TPYAOBBIX KHIDKEK (IIPUXOIHO-PACXOAHAS KHUTA TI0 YYETY
OJIaHKOB TPYIOBBIX KHIDKEK W BKIIABIIICH K HUIM, KHUTA Y9eTa
NIBIDKCHUSI TPYIOBBIX KHMYKEK W BKJIQABIIICH K HUM).
OTBETCTBEHHOCTH 32 COOJIIO/ICHUE MOPSAKA BECHUS TPYIOBbIX
KHUKEK.
CBeneHHs O TPYAOBOW AEATEIBHOCTH, (OPMHUPYEMBIE B
DJICKTPOHHOM BHJIC: BUJIBI CBEJICHUM, UX COJIEPIKAHKE, CIIOCOOBI
dopmupoBanus. CBOEBPEMEHHOCTh HAIPABICHUS CBEICHUH O
TpyaoBoil AesiteabHOCTH B [1D PD. Tlopsnok nomydenus CBeICHUI
0 TPYJIOBOU ACSITEILHOCTH PAOOTHHKOM.
Odopminenue .
LOKYMEHTOB IpH [ToHsITHE ¥ BUIBI QUCIUILTUHAPHBIX B3BICKAHUN, TIOPSI0K
9 noompenun i o opMIIEHHS TOKYMEHTOB MpU 00BSBICHUH 3aMeUaHusi, BRITOBOPA,
yBOJIbHEHUS. [IprKa3 o mooipeHnu, 0COOEHHOCTH COCTaBIICHUS
HHCHHHHH? ApHBIX COMPOBOXKAAIOIICH JOKYMEHTAIIUU
B3BLICKAHUI

5.3. Cemunapckue, npakTH4ecKme, JJ1adopaTopHble 3aHATHS, X COAepPKaHue

Ne paznena u
TEMBbI

Conepxanuie v (OpMbI IPOBEACHUS

Beenenue B kypc. [IpoBoautcs B popMe ceMUHAPCKOTO 3aHITHS. TPAKTHICCKUX
pabot"O06miee npeacraBineHne kypca. Haznauenue u copepxanue kypca. CBsi3b
Kypca ¢ y4eOHBIMU TUCHUIUIMHAMU. 3HaYE€HUE Kypca B MOATOTOBKE CIIEIIUAIHNCTOB
110 YIIPABIICHHUIO TIEPCOHATIOM.

3akoHOAaTeNbHAS 1 HOPMAaTUBHO-METOAMYECKAs perJaMeHTalus KaJpoBon

e TEIIbHOCTH

n

10

[ 'ocynapcTBeHHass MHCIIEKIMS TPyAa U MPOLEAYpa IPOBEICHUS IPOBEPOK
TOKYMEHTaIUH KaJipoBOi cityx0bl. [IpoBoauTCS B opMe MPAKTUIECKOTO
3ansTus. "IloaTHOMOUMS rocynapcTBeHHON MHCHeKuu Tpyaa. [ponenypa u
paBUiIa MPOBEAECHUS MPOBEPOK COOTIOIEHUS IEHCTBYIOIIEr0 3aKOHOAATEIbCTBA.
Bunel nposepok. [lopsaok odpopmieHuss MEpONPUATUI IO KOHTPOJIIO.
CocTaB JOKYMEHTOB, TpeOyeMbIX OpraHaMu HaJ[30pa U KOHTPOJIS IPU
[IPOBEJACHUH IPOBEPOK.

OTBETCTBEHHOCTH paboTOAATENS 32 HApYILLIEHUE AEHCTBYIOIIETO
3aKOHOJATEIbCTBA O TPY/E U HErpaMOTHOE O(hopMIIEHHE KaApOBOH
nokyMmeHTaiuu, Bo3inaraemas Tpynossim Kogexcom PO u Konexkcom 00
QIMUHUCTPATUBHBIX ITPABOHAPYIIECHUSX.

11

CuctemaTu3anus U XpaHeHUe JOKYMEHTOB KaJpoBo# ciryx0bl. Homenkmatypa
e KaapoBoi ciyxObl. [TpoBoguTcs B hopMe NMPaKkTHUECKOTO 3aHSATHSL. .
"IlonsiTe HOMEHKIIAaTypsl Aeil. [IopsIoK coCcTaBIeHUsI HOMEHKIATYPBI JEI
KaJpoBOH CITy>KObI. TpeGoBaHus, MpeIbABISIEMbIE K 3ar0JI0BKaM A€, DIEMEHTHI
3aroJIOBKOB JEI.

[IpaBuia rpynnupoBKU JOKYMEHTOB B Jiefia, 0(OpMIICHHS 3ar0JI0OBKOB JIell.
[Ipu3Haky rpynnupoBKU JOKYMEHTOB B Jeina. [lopsaok moaroToBKu JOKYMEHTOB
K apXUBHOMY XpaHeHu10. Kimaccudukaius TOKyMEHTOB 110 CPOKaM XpaHEHHUS.
TpeGoBanusl, MpeAbsBIsEMbIE APXUBHBIMU CITY’KOaMU K JOKYMEHTaM, CaBaeMbIM

B APXHB. OpraHmaumI MPOBCACHUS SKCIICPTU3BI HCHHOCTU JOKYMCHTOB.




Ne paznena u
TEMbI

Copneprxanue u GOpMBbI IPOBEACHUS

Yactuanoe u nosiHoe opopmieHue aei. [Topsmaok opopmiaeHust 0610KeK aei
MOCTOSTHHOTO U BPEMEHHOT'O CPOKOB XpaHeHusi. CocraBneHue u 0hopMIICHHE
onuceit nen. CocTaBiaeHUE 3aBEPUTEIIBHON HAIIMCH JieTa.
AJIMUHHCTpPATUBHAsI OTBETCTBEHHOCTh 32 HAPYIIEHUE JEeHCTBYIOLIETO
3aKOHOJIaTEILCTBA 110 APXUBHOMY JICITY.

"

KanpoBast JOKyMEHTAIUs: COCTaB U BUIbI; TpeOOBaHUS K O(hOPMIICHHUIO
TOKYMEHTOB; JIBIDKEHUE B opranu3anun. [IpoBoautcs B hopme MpaKkTHIECKOTO
3aHATHS. "[IOHATHS «TOKYMEHT», «IOKYMEHTOOO0POT», «TOKYMEHTAIIHOHHOE
o0ecrieueHne yrpaBICHUS.

[TonsiTHE M 3HaUYEHUE KaIPOBOM nokyMeHTanuu. Kiaccudukamus kaapoBoi
nmoxkymMeHTanuu. OTan4ust KaapoBOW U yIPaBIEHYECKON JOKYMEHTAIUH.
OcHOBHBIE BUBI JOKYMEHTOB KaJIpOBOM CITYKObI, 0COOEHHOCTH UX COCTABIJICHUS.
OcHOBHBIE TPEOOBAHHUS, TIPEIBIBISIEMbIC K OPOPMIICHHIO IOKYMEHTAIINH,
[peycMOTpEeHHbIE ['0cy1apCTBEHHOM CUCTEMON JOKYMEHTAIMOHHOTO
obecrnieueHus yrnpasieHus. [Topsiok 00pabOTKH U perucTparuy J0KyMEHTOB, KX
nHeKkcanuu. Perucrpanmonssie GopMbl v UX 3amoiaHeHue. KoHTposn
WCIIOJTHEHUS JOKYMEHTOB. OCHOBHBIE OTJIMYUS B MOATOTOBKE MPOCTHIX U
CJIO)KHBIX MPUKA30B. YUeT CrieU(PUKHA PaCOPIUTEILHOTO JESHCTBUS MTPU
COCTaBJICHUH MPUKA30B 10 IPUEMY, TIEPEBO/LY, YBOJIbHEHUIO PAOOTHUKOB.

HOpHI{OK BU3HUPOBAHUS IIPHUKA30B 110 JIMYHOMY COCTaBy, UX PETUCTpALlUA
"

JlokasibHBIE HOPMATHUBHBIE AKTHI 110 YIIPaBIEHUIO nIepcoHaoM. [IpoBoaurcs B
¢dopme npakTuueckoro 3anaTus. "lltatHoe pacnucanue (ct. 57 TpynoBoro
Konekca P®)— @opma mratHoro pacnucanus. [IpaBuiia BHyTpeHHETo TpyA0BOTO
pacropsiika Kak JIOKAIbHBIA HOPMATUBHO-IIPABOBOM aKT, KOHKPETU3UP YOI
MOPSIIOK PEryIMPOBaHUS KIHYEBBIX BOIIPOCOB COLUATIBHO-TPYAOBBIX OTHOLIEHUM
Ha npeanpuaTun. OO MOPsII0K NOATOTOBKY JOKYMEHTa B COOTBETCTBUHU CO
cT. 190 TK P®. Ocobennoctu ohopMiIeHns: IpaBuJl BHYTPEHHETO TPYIOBOTO
pacriopska, coiep;KaHue BOIIPOCOB, KOTOPBIE OTPAXKAOTCA B IIPABUIIAX
BHYTPEHHETO TPYAOBOI'0O pacopsaKa.

OcoOeHHOCTH 00pallleHus C NEPCOHATBHBIMU JaHHBIMU PA0OTHUKOB B
COOTBETCTBUM ¢ NoJjoxkeHusaMu riasbl 14 TK PO. TpeboBanus k 06paboTke
MepCOHAIbHBIX JaHHBIX paboTHUKA. [IpaBuna nepegaun nHpopmanuuy,
coJepKalieil cBefieHns: 0 pabOTHUKE, TPETbUM JiniaM. OTBETCTBEHHOCTb
TOJI’KHOCTHBIX JIML, BUHOBHBIX B HAPYIIEHUH HOPM, PETYJIUPYIOLIUX MOIy4YEHHUE,
00pabOTKY U 3aIUTY MEPCOHATBHBIX JAHHBIX PaOOTHHKA.

WHCTpyKIIMS IO TOKYMEHTAllMOHHOMY 00€CTIEYeHHIO YIIPaBJIeHUS [IEPCOHATIOM
npennpusaTus. CTpyKTypa U coAep KaHHue pa3esioB JAHHOTO JOKYMEHTA.
[Tonoxxenue o0 ormyckax. [lonoxxeHne o KOMaHIUPOBKAX.

3aluTa NepcoHaIbHBIX JaHHbIX paboTHHKA. [IpoBoauTCsS B popme
[IPAKTUYECKOT0 3aHATUSA. [[OHATHE TMEPCOHANBHBIX JAHHBIX, COJEPIKAHUE
MepCOHAIbHBIX JaHHBIX. O01Me TpeboBaHus npu 00paboTKe MepCOHATBHBIX
TAaHHBIX PAaOOTHHUKA U TAPAHTUU MX 3AIIUTHI. XPaHEHUE U UCIIOJIb30BAHUE
MepPCOHAIBbHBIX JaHHBIX paOOTHUKOB. [lepenaua nepcoHanbHbIX JaHHBIX
paboTHuka. [IpaBa paOOTHUKOB M OTBETCTBEHHOCTh pab0TOIATENs B IEIAX
o0ecneyeHts 3alIUThl IEPCOHATBHBIX JAHHbBIX, XPAHALIMXCS Y paboToAaTesl.

JloKyMeHTHpOBaHUE TIPOIECCOB IBUKEHHS KaapoB. [IpoBoauTcs B popme
MPAKTUYECKOTro 3aHATUA. " JIOKyMEHTHpOBaHUE MPOIECcca IBUKEHUS KaIpOB Ha




Ne paznena u
TEMbI

Copneprxanue u GOpMBbI IPOBEACHUS

NpEANpUATUH KaKk BakKHeWIas (QyHKIMS OTJeIa KaJApoB. Bunbl qBMxeHus
KaapoB. Cxembl IpueMa, epeBo/ia, YBOJIbHEHUS PAOOTHHKOB.

Odopmiienue npuema paboTHUKOB. CocTaB JOKYMEHTOB, TPEOYEMBIX MPH ITpHEMe
Ha paboty B cootBeTcTBUU ¢ TpynoBeiM Kogekcom PO.

[TopsioK 3aKIH04YEHUs TPYAOBBIX J10TOBOPOB C IIOCTOSHHBIMU U BPEMEHHBIMU
pabOTHUKAMU.

OCcOOEHHOCTH COCTaBJICHUS] YHU(PULIUPOBAHHBIX (JOPM MPUKA30B M0 JINYHOMY
cocraBy, kacarommxcst npuema (popma T-1, T-1a).

OdopmiieHne nepeBosa, NepeMeleHns, KOMaHUPOBaHUs PAOOTHUKOB.
OcobenHocTr 0popMIICHNSI U OCHOBAHUS Pa3IMYHBIX BUJOB MIEpeBo/ia (IEPEBOA
Ha IpyTyro paboTy Ha TOM e MPeIIpUATHH; IEPEeBO Ha paboTy Ha Jpyroe
MpEANPUSITHE; TIEPEBOJ] HA pabOTy B IPYTyI0 MECTHOCTH). OCOOEHHOCTH
COCTaBJICHUS] YHU(PHUIIMPOBAHHBIX (POPM IPUKA30B MO JINYHOMY COCTABY,
Kacaromuxcs nepesoaa (gpopma T-5, T-5a), komanaupoBanus (popmsl T-9, T-9a,
T-10, T-10a).

Odopmitenne ormycka. [IpaBuia u cpoku MOATOTOBKH rpaduka oTmryckoB (popma
T-7). OcoOEHHOCTH COCTaBJICHUS YHU(PUIIMPOBAHHBIX (OPM MPUKA30B 110
TMYHOMY COCTaBY, Kacarouuxcs otirycka (popma T-6, T-6a).

OdopmiieHne MOOIIPEHUH U B3bICKAHUH.

OdopmiteHne yBoJIbHEHUS paOOTHIUKOB. OCHOBAaHUS MPEKPAIICHUS TPYI0BOTO
TOroBOpa B COOTBETCTBUM C HOPMaMH TPYZOBOTO MpaBa; MpaBuiia 0hopMIICHUS
[IPEKPALLEHUS TPYI0BOro 1oroBopa. OTBETCTBEHHOCTh padoTOAATENS 32
HE3aKOHHOE YBOJIbHEHHE PAaOOTHHUKOB.

Oco0OeHHOCTH cOocTaBleHUs! YHU(ULIMPOBAHHBIX (DOPM MTPUKA30B MO JIUYHOMY
COCTaBY, KacaroIuxcs yBoJIbHEeHUs! paOoTHUKOB (popmbl Ne T-8, T-8a).
[Topsi1oK perucTpanuy NPUKa3oB M0 JNIHOMY COCTaBY.

n

Hble TOKYMEHTBI, CBA3aHHbIE C YUeTOM KaapoB. [IpoBoautcs B popme
[IPAKTUYECKOT0 3aHATUSA. "POPMBI )KYpHAJIOB PETUCTPALIMKA JOKYMEHTOB. JInuHbIe
JTMCTKY 10 yYEeTY KaJpOB, XapaKTEPUCTUKH, BHIITUCKHU, CIIPABKH: PEAHA3HAUEHUE,
coJiepxkaHue, TpeOoBaHUs K OPOPMIICHHIO.

JlnuHas kapTOUuKa Kak JIOKYMEHT IEPCOHAIIBHOIO yueTa paOOTHUKOB
OpraHHu3aIiHy.

KaapoBble OT4EThI: BU/IbI, CPOKH MOJa4l, OTBETCTBEHHOCTD 3a
HEIPEJ0CTaBIICHUE.

n

DopmupoBaHue U BeieHne JINYHBIX el. [IpoBoauTcs B popme MpakTUIECKOTo
3arsaTus. "JlnaHoe meno pabOTHHUKA KaK OCHOBHOM JOKYMEHT IEPCOHATBHOTO
yueTa, B KOTOPOM XpaHsTCs Hanboliee OTHbIe CBEJCHHS O COTPYIHUKE U €T0
CITY>K€OHOU NeSITeTbHOCTH.

CocTaB ¥ MOCIe0BaTeNbHOCTh JOKYMEHTOB IMYHOTO Jena. OcoOeHHOCTH
COCTaBJICHUS JOKYMEHTOB JINYHOTO JIeJIa; TUYHOTO JIUCTKA TI0 yYETy KaJpOB,
TOTIOTHEHUS K TUYHOMY JIHCTKY, aBTOOHOTpaguu U T.1.

[IpaBuia BeIIauy JJMYHOTO Jiejia BO BpEMEHHOE Toyib30BaHue. [lopsimok
COCTaBJICHUS OMKCH JINYHOTO jena. [lepenaya nuuHOro ena Ha apxuBHOE
xpaHeHue. CocTaBiIeHUE 3aBEPUTEITHLHON HAAMUCH JIUYHOTO JIeNa.

Benenue Tpy10oBbIX KHHKEK U (OPMUPOBAHUE B 3JICKTPOHHOM BHJIe HH(GOpMAIIUU
0 TPYJIOBOM ACSITENFHOCTH U TPYAOBOM CTaXe KaXI0To padoTHuKa. [IpoBoauTces
B (popme mpakTuyeckoro 3ansaTus. "[lonstre TpynoBoi kHkku. Dopma
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"

TpYyIAOBOM KHIKKUA. HopmatuBHO-MeTOqMUecKas 0a3a, periiaMeHTHPYIoLas
MOPSI0K BEICHUS, 3aIIOJIHEHHSI TPYAOBBIX KHIDKEK, 00€CIIeUeHUs] HMU
paboToaarernex.
3arosHeHHE CBEICHUH 0 paboTHHKE. 3arl0THEeHUE CBEJICHH 0 padoTe.
3arnoHeHUE CBEICHUI O HAarpa)<JACHUH. 3arl0THEHUE CBEACHUN 00 YBOJIbBHCHUH
(mpexpamieHuu Tpya0BoTro 10ropopa). OcoOEHHOCTH 3a0IHEHHS CBECHUN 00
YBOJILHEHUU U NIpUEMeE Ha padoTy B CBSI3U C IEPEBOJOM PaOOTHHKA.
BreceHre n3MeHEHUH U IOTIOJTHEHHA B TPYJOBYIO KHIDKKY. JlyOmuKar TpymoBoit
KHIDKKU. BbI1aua Tpy10BOi KHMKKH IPU YBOJIbHEHHUH (IIPEKPaIIeHUH TPYAOBOTIO
orosopa). Bkimaapli B Tpy10BYIO KHUXKKY.
Y4er u XpaHeHHe TPYAOBBIX KHIDKEK. JlokyMeHTaIus o yueTy O0JIaHKOB
TPYAOBBIX KHIKEK (IIPUXOJAHO-PACX0HAs KHUTA 10 Y4eTy OJaHKOB TPYIOBBIX
KHIDKEK U BKIIABIIICH K HUM, KHUTA y4eTa ABM)KCHUS TPYIOBBIX KHIDKEK U
BKJIQJIBITIICH K HUM).
OTBETCTBEHHOCTH 32 COOJIOZCHHE MOPSIKA BECHUS TPYIOBBIX KHUKEK.
CBeneHHs O TPYAOBOW ACIATEIBHOCTH, (POPMHUPYEMBIC B JICKTPOHHOM BHJIE: BHJIBI
CBEICHHUI, UX cojepkaHue, cocods! popmupoBanusa. CBOEBPEMEHHOCTh
HaIIpaBJICHUS CBEJICHUN O TPyA0BOM fesaTenbHOCTH B [1D PO. TTopsanok
MOJTy4EHUS CBEJACHUN O TPYIOBOM NEATEIbHOCTH PAOOTHUKOM.

OdopmiieHre JOKYMEHTOB IPH MOOLIPEHUH U AUCLUIIMHAPHBIX B3bICKAHHH.
[IpoBomuTCS B (hopMe MPaKTHUECKOTO 3aHATHS.. [IoHsATHE U BUIBI

9 NTMCLUIUIMHAPHBIX B3bICKAHUH, OPAI0K 0POPMIICHHS JJOKYMEHTOB IIPH
00BSIBJICHUH 3aMeUaHusl, BBITOBOpa, yBoJibHEeHUd. [Ipuka3 o noourpennu,
0COOEHHOCTH COCTaBJICHHS CONPOBOXKJAIOIIEH IOKYMEHTAlUN

6. @oHI OLEHOYHBIX CPeICTB /Ui NpPOBeJeHHs] IPOMEKYTOYHOH AaTTecTAUMH
AUCHHUILINHE (MOJHBIH TEKCT NPUBEACH B NPUIOKEHNHU K padoyeil mporpamme)

6.1. Texymuii KOHTPOJIb

KOHTpOJ’leble 3aJaHUsA WIH
HHBbIC MAaTePHAJIbI,

MIEPCOHATIOM, 3HATH
MCTOIBI y9€Ta

) Heo0XO0UMBIE 115l OLEHKH Onncanme
Talbl i
MHDOBAHMS 3HAHWH, YMEHHI1, HABBIKOB nol:ca;::eﬁiz "
¢dopmuposa TMepeuens (?)yHbI! u (WaH) onbITA prrep
KOMINeTeH i JesTeBHOCTH ONCHIBAMI
Ne QopMupyeMBbIX (3.1...3.n, > KOMMNeTeHIHii Ha
(TeMa u3 o XapaKTepU3yIUX 3TAallbI A3TMYHBIX ITANAX HX
H/H 6 = KOMIIETEHI MU YOl .e .Y.n, (dopmupoBanus P
paooueu . (hopmupoBanus,
no ®I'OC BO H.1...H.n) KoMIeTeHIHii B pouecce
IporpaMmmabl eleco i, . ONHCAHHUE IIKAJI
0CBOEHHUsI 00pa30BaTe/IbLHOI oennpanust (10 100
AUCUHMILTHHBI) NpPOrpaMMbl u .
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIEHOYHOI'0 CPEe/CTBA)
3.3HaTh COBpeMEHHBIE
TEXHOJOTUUA U METObI
2. Kagposas OTIePaTUBHOTO
IOKYMEHTAIUs: YIIpaBJICHUS OLICHUBAETCS
COCTaB U BUJBI; MEPCOHAIIOM, COCTAaB U ApryMmeHTHPOBAaHH
e00BaHuUs K COJCPKAaHUC OCTb H IIOJIHOTA
1 [P OIIK-4 Aep KonTponbHas pabora 1
0(OpMIICHHIO TOKYMCHTOB, OTBETOB Ha
JTOKYMCHTOB;, COIIPOBOXKAAOIINX KOHTPOJIbHBIC
NIBIDKCHUC B OIepPaTUBHOE BOTIPOCHI (5)
OpraHu3alun YIIpaBJICHUC

mo




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

3Taﬂbl HeOﬁXOHl/lMLle JJISE OIICHKH “02::;:[1?::; "
(1)0 MADOBAHHKS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHER
pMUP N Ilepeuyensn BYHbr: u (WIH) ONbITa prrep
No KROMIICTCHIUHA JeTebHOCTH OHEHHBAHUHA
e ¢opmupyembIx (3.1...3.n, ’ KOMIIeTeHuii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
/i o KOMIIEeTEeHI N1 V.1...¥V.n dopmuposa Pa3IHYHBIX ITANAX UX
padoueii no ®IrocC BO ] KOMHCTE}[ 1:)1“;)1; :": ecce | POPMHPOBaHHI,
NPOrpaMMblI H.1...H.n) . POUCECE | snmcanme mian
0CBOEHHSI 00pa30BaTeILHOI
JAMCHMILIHHEI) nporpaMmbt OUEHHBAHMS (o 100-
(Hanvienosanne 0aJIILHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
repcoHaia
3.3HaTh COBpEMEHHbIE
TEXHOJIOTHUH U METOIBI
OTEPATUBHOTO
yIpaBJIeHUS N
Ka)KJIbIH
[IepCOHAIOM, COCTaB U AR
P MIPaBUJIbHBII
OTBET Ha BOIIPOC
2 OIIK-4 TOKYMEHTOB, Tect 1 P
TecTa
COMPOBOXKAAIOIINX
orepaTHBHOE oneHuBaercs B 1
oaimn (5
yIIpaBJIeHUE ©)
[IEpCOHAJIOM, 3HaTh
METOJIbI ydeTa
repcoHaia
Y. YMeTh 000CHOBAaHHO
BBHIOMPATH TEXHOJIOTUU
1 METO/IBI
OTIEPATUBHOTO
3. JlokanbHbIC DaBIIe OIIEHUBAETCS
JICHUS
HOpMAaTUBHBIE TP apryMEeHTUPOBAHH
[IEPCOHANIOM U y4eTa N
3 |akTbI IO OI1K-4 epCoHANA Ketic-study 3 OCTb U IIOJTHOTA
YIIPaBIIEHUIO p ’ OTBETOB Ha
COOTBETCTBYIOILINE N
[IePCOHATIOM BOTIPOCHI Ketica (4)
Mpo¢ecCHo-HATEHBIM
3a1ayam, U ONpeaessiTh
COCTaB JOKYMEHTOB JJIs
X COTIPOBOKICHHUS
3.3HaTh COBpEeMEHHBIE
TEXHOJIOTHH U METOJIBI
OTIEpPATUBHOTO
YIpaBIeHUS
OIICHUBAETCS
MEPCOHAIIOM, COCTaB U H
— apryMEeHTHPOBAaHH
OCTb U TIOJTHOTA
4 OIlK-4 TOKYMEHTOB, KonTtponpHas padora 3 oTBeT
OB Ha
CONPOBOXKAAIOIINX
oTepaTHBHOE KOHTpPOJIbHbIE
N —— BOIPOCHI (5)
[IepCOHAIOM, 3HATh
METOJIBI ydeTa
repcoHana
3.3HaTh COBpEeMEHHBIE
TEXHOJIOTHH U METOIBI
OTIEpPATUBHOTO
YIIpaBIECHUS N
KKIBIN
[IepPCOHAIOM, COCTaB U AR
COnepKaHHS NpaBUJIbHBIN
OTBET Ha BOIPOC
5 OIIK-4 JIOKyMEHTOB, Tect 3 P
TecTa
COMPOBOXKAAIOIINX
orepaTHBHOE oleHuBaercs B 1
6amn (5
yIpaBiicHUuE ®)

MEPCOHATIOM, 3HATh
MCTOIBI y9€Ta

repcoHasa




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

Onucanne
3Taﬂbl HeOﬁXOHl/lMLle JJISl OIIEHKH HokazaTeeii u
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHER
¢dopmupo " Iepeyenn (3YHLI: o (WJIM) ONbITA purep
N KOMIIETCHII NN 3.1...3 JIeATeJIbHOCTH OMCHHBAHII
e (popmupyembix ( .d...2.n, i KoMIeTeHIuii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
n/n N KOMIIeTeHIHii V.1...Y.n, (bopMupoBaH PasIMYHBIX ITANAX HX
paGoueii o ¢dopmupoBanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
IIpOI‘paMMbI oelloce . .~ OIMUCaHHUEe IIKAJ
0CBOEHHSI 00pa30BaTeILHOI onenupasms (00 100-
JMCUUITHHBI) nporpamMMel b .
0aJIILHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
3.3HaTh COBpEMEHHbIE
TEXHOJIOTMH ¥ METOIbI
OTEPATUBHOTO
yIpaBJIeHUS N
Ka)KJIbIH
[IepCOHAIOM, COCTaB U .
4. 3ammra IIPABUJIBHBII
[epCoOHATBHBIX conepatie OTBET Ha BOIIPOC
6 p OIIK-4 TOKYMEHTOB, Tect 10 P
TaHHBIX TecTa
COMPOBOXKAAIOIINX
[paboTHHKA oneHuBaercs B 1
OIEpaTUBHOE
oaim (5)
yIIpaBJIeHUE
[IEpCOHAJIOM, 3HaTh
METOJIbI ydeTa
repcoHaia
H.Bnanets HaBbIKaM#
HMCIIOIb30BaHUS
0a30BBIX COBPEMEHHBIX
TEXHOJIOTUI U METOJIOB
OTIEpATUBHOTO
OIICHUBACTCS
- Y IIPABICHIHA apryMEeHTHPOBAHH
OKYMEHTHUPOBaH [epCOHAIOM, UMETh Keiic-study 5
7 Jloky P OIlK-4 p ’ . Y OCTh U TIOJTHOTA
i€ IPOLIECCOB HABBIKH OPOpMIIE-HUS [KEHC 10 OTITyCKaMm 5.3
[IBIDKEHUS KaJPOB ITOKYMEHTOB OTBETOB Ha
P Y ’ BOTIPOCHI Ketica (4)
CONPOBOXKAAIOIINX
ONEepaTUBHOE
yIpaBlieHUE
MePCOHAIIOM, HABBIKAMH
ydera nepcoHasa
H.Bnaners HaBBIKaMH
HCITOJIb30BaHUS
6a30BBIX COBPEMEHHBIX
TEXHOJIOTHUH U METOJIOB
ONEePaTUBHOTO
OIIEHUBAETCS
Y TIPABICHHA apryMEHTHPOBaHH
[1epCOHANIOM, UMETh Ketic-study 5 PryM P
8 OIlK-4 . OCTb U MOJIHOTA
HABBIKH OPOpMIIC-HUS [KEHC 1O mepeBoay 5.2
IOKYMEHTOB OTBETOB Ha
Y ’ BOIPOCHI Keidica (4)
COTIPOBOKIAFOIIUX
OTIEpaTUBHOE
yIpaBlieHUE
[epCOHAaIOM, HaBBIKAMH
ydera nepcoHasa
H.Bianets HaBBIKAMH
HMCIT0JIb30BAHUS
0a30BBIX COBPEMEHHBIX
TEXHOJIOTHH U METOJIOB OIIEHUBAETCS
OTIEPATHBHOTO N apryMEHTHPOBaHH
p Keiic-study 5 PIyM P
9 OIIK-4 YIIpaBJIEHUS . OCTb U MOJIHOTA
Kelic o npuemy 5.1
[1epCOHANIOM, UMETh OTBETOB Ha

HaBBIKK 0OpMIIe-HUS
TOKyMEHTOB,
COMPOBOKAAOIINX

orepaTUBHOE

BOIPOCHI Kefica (4)




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

3Taﬂbl HeOﬁXOHl/lMLle JJISl OIIEHKH “02:::::;]:; -
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHEB
¢dopmupo " Iepeyenn (3YHLI: o (WJIM) ONbITA purep
Nt KOMIIETCHII NN 3.1...3 JIeATeJIbHOCTH OMCHHBAHII
e (popmupyembix ( .d...2.n, i KoMIeTeHIuii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
11/[[ . KOMIICTCHIINHN Y.l .. .Y.n dopMuEpoBanus Pa3JIMYHBIX ITanax X
paGoueii ? PMHPC dopmupoBanus
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce i
IIpOI‘paMMbI oelloce . .~ OIMUCaHHUEe IIKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - onenusanus (no 100-
(HammenoBanne 0aJIILHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
yIpaBiicHUE
[epcoHaioM, HaBbIKAaMHU
ydera nepcoHasa
H.Bnanets HaBBIKAMH
HMCIIOIb30BAHUS
0a30BBIX COBPEMEHHBIX
TEXHOJIOTUH U METOJIOB
OIEPaTUBHOTO
N— OIIEHUBAETCS
Ketic-study 5 apryMEeHTHPOBAaHH
[1EpCOHANIOM, UMETh N
10 OIIK-4 Kelic 110 YBOJIbHEHUIO OCTb U IIOJTHOTA
HABBIKH 0(pOpMIIC-HUSL
IOKYMEHTOB 5.4 OTBETOB Ha
COH;OBOKﬂakHHHX BOTIPOCHI Ketica (4)
OTIEpAaTUBHOE
yIpaBlieHUE
[epcoHaIoM, HaBbIKAMH
ydera nepcoHasa
3.3HaTh COBpeMEHHbIE
TEXHOJIOTMH ¥ METOIbI
OIEPaTUBHOTO
yIpaBJIeHUS e
[1EpCOHAJIOM, COCTaB U .
conepmarTe NpaBUJIbHBIN
OTBET Ha BOIPOC
11 OIIK-4 TOKYMEHTOB, Tect 4 Tecta P
COTIPOBOKIAIOIIAX
onegaTHB;Le 1 orleHnBaercs B 1
Gan (5
yIpaBlieHUE ©)
MEepPCOHAIOM, 3HATh
METO/JIbI yueTa
repcoHasa
3.3HaTh COBpEeMEHHBIE
TEXHOJIOTUH ¥ METOIbI
ONEePaTUBHOTO
yIpaBJIeHUS -
[1epCOHAJIOM, COCTaB U .
6. nble O NpaBUJIbHBIN
TOKYMEHTBI, P OTBET Ha BOIPOC
12 OIIK-4 TOKYMEHTOB, Tect 6
CBSI3aHHBIC C TecTa
COTIPOBOKIAFOIIUX
YIeTOM KaapoB onepaTHBHOE oleHuBaeTcs B 1
6an (5
yIpaBlieHUE ©)
[epPCOHAIOM, 3HATh
METOJIBI ydeTa
rnepcoHana
3.3HaTh COBpEeMEHHBIE
TEXHOJIOTUH ¥ METO/IbI -
ONEePaTUBHOTO DABIILHLL
7. @opMupoBaHHE YIIpaBJICHUS OTBI; T HA BOMDOC
13 |u Benenne nmuunblX|OITK-4 repcoHanomM, coctaB u |Tect 7 recra P
en coziepKaHue
& I[Of(yrl\)/leHTOB oleHHUBaeTcs B 1
’ 6amn (5
COTIPOBOKIAIOLITNX ©)

orepaTUBHOE




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

Heo0X0AMMbIe JUIST OLIEHKH Omucanue
Jransl o1 L ot nokasareJeii u
MUDOBAHUS . 3HAHUH, YMCHHH, HABBIKOB KpHTepHeB
¢dopmup . Iepeuenn (3YHLI. H (WIK) onbITa
N KOMIICTCHIUH 3.1...3 JesTeTbHOCTH OUCHHBATHS
e (popmupyembix ( .d...2.n, i KOMIeTeHI il Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
n/n N KOMIIeTEeH NI V.1...¥.n, dopMupoRanHs Pa3IMYHBIX ITANAX HX
paboueii ®roc BO o ¢dopmupoBanus,
o H 1 H n) KOMIIETCeHIIHH B mpouecce
HpOI‘paMMbI elloce . “ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI onenupasms (00 100-
JMCUUITHHBI) nporpamMMel b .
0aJIILHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
yIpaBJieHHE
[IepCOHANIOM, 3HATh
METOJIbI yueTa
MepcoHana
V.¥YMeTh 000CHOBaHHO
8. Benenue BBIOUPATH TEXHOIOTUU
TPYAOBBIX KHHXKEK 1 METO/IBI
u GpopmupoBaHne OIIEPaTHBHOTO
B 3JICKTPOHHOM TIPaBIICHUA OUEHHBACTCA
BHzIE HTIf(bo Manuu iepwHaHOM U ydeTa Keiic-study 8 ApTYMEHTHPOBAMH
14 P OIIK-4 p e Kelic o TpyIO0BOU OCTb U IIOJTHOTA
0 TPyZIOBOH repcoHaa,
KHIDKKE. 9acThb | OTBETOB Ha
NeATeTbHOCTH U COOTBETCTBYIOIIIHE .
BOTIPOCHI Ketica (4)
TPYAOBOM CTaxke npodeccro-HaIbHBIM
KaX10T0 3a1auam, U OIpeeaTh
[paboTHHKA COCTaB JIOKYMEHTOB IS
X CONIPOBOKICHUS
V.¥YMeTh 000CHOBaHHO
BBIONPATH TEXHOIOTHUU
1 METO/IBI
OIIEPaTHBHOTO
DABICHIS OLIEHUBACTCS
P Ketic-study 8 apryMEeHTHPOBAaHH
[IepCOHAJIOM M y4eTa . .
15 OI1K-4 Kelic 1o TpyaoBOH OCTb U IIOJTHOTA
repcoHala,
KHIDKKE. 9acTh 2 OTBETOB Ha
COOTBETCTBYIOIIINE .
BOTIPOCHI Ketica (4)
npodeccro-HaIbHBIM
3a1auam, U OIpeaessiTh
COCTaB JIOKYMEHTOB JUJISI
X COIIPOBOXKACHUS
Y. YMeTs 060CHOBAaHHO
BBIOMPATH TEXHOJIOTHH
1 METOJIBI
OIIEpaTHBHOTO
DABICHIS OLIEHUBACTCS
P Ketic-study 8 apryMEeHTHPOBAaHH
[IepCOHAJIOM M y4eTa . .
16 OIIK-4 KEWC 110 TPYJOBOU OCTb U II0JIHOTA
[epcoHana,
KHIDKKE. 9acTh 3 OTBETOB Ha
COOTBETCTBYIOIINE .
BOIIPOCHI Keiica (4)
po¢heCcCHO-HATEHBIM
3a1adam, U OIIPeaessiTh
COCTaB JIOKYMEHTOB IS
X CONPOBOXKICHUS
3.3HaTh COBpeMEHHBIE
TEXHOJIOTHH U METOJIBI
OTIePaTUBHOTO
YIIpaBJICHUS OIIEHUBAETCS
[EPCOHATIOM, COCTaB U apryMeHTHPOBaHH
COJepKaHUE OCTb U MIOJTHOTA
17 OIIK-4 Aep KonTposnbHas padora 8
TOKYMEHTOB, OTBETOB Ha
COIIPOBOKIAIOIIUX KOHTPOJIbHBIE
OIEepPaTUBHOE BOTIPOCHI (5)
yIpaBJieHHE

MIEPCOHATIOM, 3HATH

MCTOIBI y9€Ta




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

3Taﬂbl HeOﬁXOHl/lMLle JJISE OIICHKH “02:::;1]:::; -
MUDOBAHUS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHER
(hopmupo N Ilepeuyensn BYHbr: u (WIH) ONbITa o l::HuBl:umn
No | KOMIETCHIHA 3.1...3 JesITeJbHOCTH, u "
Y ¢opmupyembIx ( d...5.n, KOMIIeTeHI Ui Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
H/II paﬁoqeﬁ KOMIIeTeHII UM Y.l . .Y.n, dopmupoBaHus Pa3JIMYHBIX 3Tanax ux
no ®I'OC BO H.1...H ll) KOMIIETEHIMIi B mpolecce ¢bopmuposanus,
HporpaMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - onenusanus (no 100-
(Hanvienosanne 0aJIILHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
repcoHaia
3.3HaTh COBpEMEHHbIE
TEXHOJIOTHUH U METOIBI
OTEPATUBHOTO
yIpaBJIeHUS —
[IepCOHAIOM, COCTaB U .
coepKane MIPaBUJIbHBII
OTBET Ha BOIPOC
18 OIIK-4 TOKYMEHTOB, Tect 8 Tecta P
COMPOBOXKAAIOIINX
onegaTHBHIi)e B oneHuBaercs B 1
oam (5
yIIpaBJIeHUE ©)
[IEpCOHAJIOM, 3HaTh
METOJIbI ydeTa
repcoHaia
3.3HaTh COBpeMEHHbIE
TEXHOJIOTHH U METOIBI
OTIEpATUBHOTO
Y TIDABIICHHA OIICHUBAETCSA
9. OdopmiicHue [IepCOHAIOM, COCTaB U
apryMEeHTUPOBAHH
TOKYMEHTOB MpU COJIEp)KaHue 0CTh 1 HOHOTA
19 |[moouipenuu u OI1K-4 TOKYMEHTOB, KonTtponpHas padora 9 OTBETOB Ha
TUCILUTUTMHAPHBIX CONPOBOXKAAIOIINX KOHTDONLHLLE
B3bICKaHU I ONEepaTUBHOE P s
yIpaBiieHUE BOMPOCEL (3)
[1€pCOHAIOM, 3HaTh
METOJIbI yueTa
nepcoHaia
Y. YMeTs 060CHOBAaHHO
BEIOUPATHh TEXHOJOTHUU
10. 1 METOJIbI
["ocynapcTBeHHas OTIEPATUBHOTO S —
MHCTIEKLIUS a TIpaBJICHUS
1 I OI.IGI)-II[ :PYII iepCOHaHOM U yyera APryMEHTHPOBAMH
20 P yp OI1K-4 P ¥ Ketic-study 10 OCTb U IIOJTHOTA
[IpOBEICHUS repcoHana, OTBCTOB Ha
[IPOBEPOK COOTBETCTBYIOILINE N
POBED YIotm BOIIPOCHI Kefica (4)
TOKyMEHTaluu po¢heCcCHO-HATEHBIM
KaJJpOBOU CITY>KOBI 3a1a4am, U oNpeaessTh
COCTaB JOKYMEHTOB JIJIs
UX COMPOBOXKICHUS
Y. YMeTs 060CHOBaHHO
BBHIOMPATH TEXHOJIOTHUH
1 METO/TBI
11 OTIEpPATUBHOTO
) TIPaBJICHUS .
CucremaTu3anus iepCOHaHOM - Keiic
21 |u xpaHeHue OIIK-4 p e Keiic-study 11 «Homenknarypa
repcoHana,
TOKYMEHTOB nen» (4)
N COOTBETCTBYIOILINE
KaJJpOBOU CITY>KOBI
po¢heCcCHO-HATEHBIM
3amayam, U ONpeAessiTh
COCTaB JOKYMEHTOB JIJIs
X COIPOBOXKJICHUS
22 OI1K-4 3.3HaTh coBpemenHble [Tect 11 KKJIBIH




Kom‘pom,m,le 3aJaHUA WIH
HHbIC MaTepHaJbl,

Onucanune
Aransl Heo0X0AUMbIE /LISl OLEHKH N
3HAHUH, yMeHH i1, HABBIKOB frokasaTeen u
(bopmupoBanus Ile (3YHI’I: u (WJIH) ONbITA KpHTEpHED
.. peveHb
No KOMICTCHI AU 3.1...3 JeSITeIbHOCTH, OneHUBAHUS
o (Tema w3 (hopmupyembIx 3.1...3.n, xapaKTepuayromx sransy | KOMUCTEHIMi Ha
n/n paboueii KOMIeTeHIHi V.1.. .Y.n, dopMuEpoBanus PA3JIHYHBIX ITANAX HX
no ®I'OC BO H.1...H ll) KOMIIETEHIMIi B mpolecce ¢bopmuposanus,
NMPOrpamMMal 1T NTXEs o onMcaHue UIKaJx

JUCUMILIHHBI)

0CBOEHHSI 00pa30BaTeILHOI
NporpaMMbl

onenuBanus (mo 100-

0aJIILHOI 1IKaJIe)
(HaumenoBanue

OLIECHOYHOI0 CPEACTBA)

TEXHOJIOTHH ¥ METOJIBI
OIIEpaTHBHOTO
yIIpaBJICHUS
[epCOHAJIOM, COCTaB U
coziepKaHue
JTOKyMEHTOB,
COMPOBO’KAAIOIINX
OIIepaTHBHOE
yIIpaBieHHE
[IepCOHAJIOM, 3HAaTh
METO/IBI ydeTa
[epcoHana

MIPaBUJIbHBIN
OTBET Ha BOIIPOC
TecTa
oleHuBaercs B 1
6amn (5)

HToro 100

6.2. [IpomMe:KyTOYHBIH KOHTPOJIb (3a4eT, IK3aMeH)

PaGounM y4yeOHBIM IUIAHOM NPEeAyCMOTPEH JK3aMeH B cemecTpe 32.
BOITPOCHI JIJ151 [IPOBEPKU 3HAHMIA:

1-it Bompoc Omnera (40 ©OamnoB), Bua Bompoca: Tect/mpoBepka 3HaHuil.  Kpurepwii:
OreHuBaeTCs MPaBHILHOCTh OTBETA HA BOIMPOC. 3a KaXKJIbIH TMPAaBHIBHBIA OTBET Ha TeCT - 2
Oarnna.

Kommnerennusi: OIIK-4 CnocoGeH NpUMEHATH COBPEMEHHBbIE TEXHOJOTHMM W MeETOJbI
ONIePATHUBHOIO YINPABJEHHUS IEPCOHATOM, BeCTH /JOKYMEHTALMOHHOE CONPOBOXKIEHUE H
yder

3HaHue: 3HaTh COBPEMEHHBIC TEXHOJIOTUH M METOJbI ONEPATUBHOTO YIPABJICHUS MEPCOHATIOM,
COCTaB U COZIep)KaHUE JOKYMEHTOB, CONPOBOXKIAIOIINX ONEPATUBHOE YIPABICHHUE IEPCOHAIIOM,
3HATh METO/IbI yueTa MepcoHana

1. ADMHHHMCTpaTUBHAs OTBETCTBEHHOCTb 3a HapyIlEHHE JCHCTBYIOLIETO0 3aKOHOAATENbCTBA I10
apXUBHOMY JIETy.

2. Benenue nuuHbIX KapTouek. [IpaBuiia BHECEHUS HCTIPABICHHUM B TMYHBIE KAPTOUKH.

3. Beimava nyOimkaTa ¥ BKJIAJbIINIA TPYIOBON KHIKKH.

4. Knaccuukanus KaJpoBbIX JOKYMEHTOB.

5. HazHaueHne MHCTPYKIMHU MO JOKYMEHTAIMOHHOMY OOECIIEUEHHIO YIPaBICHUS MEPCOHAIOM.
Cocras pa3zenos.

6. Opranu3zanus MpOBEAEHUS IKCIIEPTU3bI HIEHHOCTH JOKYMEHTOB.

7. OcobenHocTH pa3pabOTKH U COCTABICHHSI IITATHOTO PACITUCAHUS.

8. OTBeTCTBEHHOCTh padoToiaresns U (U3MUECKUX JIUI] HAa HEHaJJIexkKalllee COCTOSIHUE KaJpoBOii
JIOKYMEHTAIUH.

9. Oopmienue oTirycka.

10. Ocopmienue nepeBoja pabOTHUKOB Ha JAPYryio paboTy

11. Odopmnenne mnpuema paboTHHKOB. COCTaB NOKYMEHTOB, TpPeOYEeMBIX MpHU TpHUEME Ha
pabory.



12. Oopmiienune npoueaypsl YBOJIbHEHUSI paOOTHUKOB

13. TlepconanpHbie JaHHBIE pabOTHUKA: COOP, XpaHEHHWE, OTBETCTBEHHOCTH 3a JIOCTOBEPHOCTh U
HE3aKOHHOE paclpOCTPaHEHUE.

14. Tlonatne HOMeHKnarypsl nen. llopalok cocraBieHHMs HOMEHKIATYphl J€l KaJpoBOM
CILYKOBI.

15. Tlonstue cHCTeMBbl JIOKYMEHTAIUOHHOTO O0OECleYeHHs] YIpPaBJICHUS MEPCOHAIOM.
TpeGoBanusi, MpeAbABIsEMbIC K 0DOPMIICHHIO PEKBU3UTOB KaJIPOBOM JOKYMEHTAIIHH.

16. ITopsimok BHECEHUS 3aMKMCEH O MOOMPEHUU PAOOTHUKOB B TPYIOBYIO KHHUKKY

17. Tlopsiiok oopMIICHHS TOOIIPEHUN U B3BICKAHUHT

18. TTopsimok ohopmiteHHs TPYAOBOW KHIKKH paboTHUKY. CocTaB pa3nieioB

19. Tlopsia0K MOATOTOBKH JOKYMEHTOB K apXUBHOMY XPaHEHHUIO.

20. ITopsimox popmupoBanus nen. [Ipu3Haku rpynmupoBKH TOKYMEHTOB B JIea.

21. IlpaBuna BHYTPEHHETO TPYOBOTO PACIOPSAKA: HA3HAYCHUE U TIOPSI0K OPOPMIICHHS.

22. IlpaBuna odopmieHus TPYIOBBIX KHIDKEK, BHECEHMS JOIMOJIHEHUS W WCIpaBICHUNA B
HETPaBUIILHO BHECEHHBIE 3aIHCH.

23. IlpocTble U CIOKHBIE TPUKA3bl: 0COOCHHOCTH 0(OPMIICHHUS.

24. Cocrapnenue ¥ 0(hOpMIICHUE OITUCEH eI,

25. TpeboBanus, IpeabsIBIsEMbIE K 3ar0JI0OBKaM Jiesl. DJIEMEHTHI 3ar0JIOBKOB JIEJI.

26. Y4eT IBMKCHHS TPYAOBBIX KHIDKEK M BKJIAJBIIICH K HUM.

27. ®opmupoBaHuUe U BeJeHUE TUYHBIX Jei. COCTaB TOKYMEHTOB JIMYHOTO JIeNa.

THUITOBBIE 3AJIAHHMS J1J151 IIPOBEPKM YMEHUI:

2-i Bonpoc Omnera (30 6amioB), Bua Bompoca: 3aganue Ha ymenue. Kpurepuit: OnenuBaercs
MPABWJIBHOCTH PEIICHUS MTOCTABJICHHOW B CUTYAIlUU 33JIJaHUH.

Kommnerennusi: OIIK-4 CnocoGeH NpUMEHATH COBPEMEHHbIE TEXHOJIOTHMM W MeETOJbI
ONIePATHUBHOI0 YINPABJEHHUS IEPCOHATOM, BeCTH JOKYMEHTALMOHHOE CONPOBOXKIEHUE H
yuer

YMenue: YMers 000CHOBaHHO BBIOMPATH TEXHOJOTUU M METOJbl ONEPATUBHOIO YIPABIECHUS
NEpCOHAJIOM M YydeTa I[epcoHalla, COOTBETCTBYIOIIME MpOo(deccHo-HAIbHBIM 3ajadyaM, U
OTpPEAENATh COCTAaB JJOKYMEHTOB JJISl UX COMPOBOXKICHUS

3amaua Ne 1. 3aganue "HcnpaBbTe ommOku B opopmieHun ¢parmenta [IpaBun BHyTpeHHEro
TPYZIOBOTO pacrnopsiaka "

3anmaga Ne 2. 3aganue "CocTtaBpTe NpUKa3 O Harpak1eHuu"

3anava Ne 3. 3agaHue Ha 3aM0IHEHUE TUTYIBHOTO JIUCTA TPYAOBON KHUKKU

3amaua Ne 4. 3ajaHue Ha MOUCK M HUCHpaBieHHE OMIMOOK B O(GOPMICHMHM PEKBH3HTOB
JOKyMeHTa"

3anaga Ne 5. 3agaHue Ha COCTaBIEHUE KAAPOBOrO TOKYMEHTA

TUITIOBBIE 3ATAHIA JUTA ITPOBEPKH HABBIKOB:

3-if Bonpoc Omiera (30 6amwioB), BUI Bompoca: 3anaHue Ha HaBbIKU. Kpurtepwii: OneHnBaeTcs
MPABUIILHOCTH PEIICHUS TOCTABIEHHOW B CUTYyallUU 33/IJaHUH.

Komnerennusi: OIIK-4 CnocoGeH npuMeHATb COBpPeMEHHbIEe TEeXHOJIOTHM W MeTOJbl
ONIEPATHBHOI0 YINPABJICHHUS IEPCOHATOM, BECTH JAOKYMEHTALMOHHOE CONPOBOXKICHUE H
yuer

HaBpik: Brnajnerp HaBbIKaMU HCMOJIBb30BaHUS 0a30BBIX COBPEMEHHBIX TEXHOJOTMH M METOJIOB
ONEpaTUBHOIO  YIPABJIEHUS [EPCOHAIOM, HMEThb HaBBIKM O(OpMIIe-HUS JIOKYMEHTOB,
COIPOBOKAAIOIINX ONEPAaTUBHOE YIIPaBIEHHUE IEPCOHAIOM, HAaBBIKAMM y4€Ta IIEpcoHalIa
3amanne Ne 1. 3aganue "CocTtaBbTe Mpuka3 00 00BSIBICHUH BHITOBOPA"

3ananue Ne 2. 3ajaHue Ha 3ar0JIHEHHE CBEACHUH 0 paboTe TPYAOBOM KHUKKHU



3amanue Ne 3. 3agaHue Ha OLEHKY IPAaBWJIBHOCTH IOJATOTOBKH JOKYMEHTOB K apXUBHOMY
XPaHEHHIO

3aganne Ne 4. 3amaHve Ha TOWCK M HCIPABICHHE OIIMOOK B O(OPMIIEHUM PEKBH3HTOB
JIOKyMeHTa"

3anmanue Ne 5. 3amanue Ha pa3pabOTKy JIOKaTbHOTO HOPMAaTHBHOTO aKTa

OBPA3EIL BUJIETA

MuUHHCTEPCTBO HayKH  BbiciIero obpasopanus  HampasieHune - 38.03.03 Ynupasnenue
Poccuiickoit ®enepanuun epCOHAIOM

denepaibHOE TOCYIAPCTBEHHOE OOHKETHOES HpO(bHHB _ YHpaBJIeHI/Ie [EPCOHAIOM
00pa3zoBaTeNbHOE YUPEIKICHUE

BHICIIIETO 06PA30BAKMs Kadenpa rocynapcTBeHHOTO yIIpaBICHUS U
«BAUKAJIBCKUU I'OCYJIAPCTBEHHBIN YIPaBJICHU YCIIOBCUCCKUMH PECYypCaMu
YHUBEPCUTET» JluctiuryHa - JIOKyMEHTaIlnOHHOE
(PT'BOY BO «BI'Y») obecriedyeHre pabOThI ¢ IEPCOHATIOM

9K3AMEHAIIMOHHBIA BUJIET Ne 1

1. Tect (40 Gamnon).

2. 3ananue "McnpasbTe omnbOku B opopmiiennn pparmenta [IpaBun BHyTpeHHETO
TpynoBoro pacropsaka " (30 6ammos).

3. 3ajgaHue Ha MOUCK U UCIIpaBJIEHUE OMMOOK B 0)OPMIICHUN PEKBU3UTOB JOKyMEHTa"

(30 6amnon).

CocraBurenb A.A. MapacaHoBa

3aBenyronui kapeapou b.K. Tarapos

Padounm y4yeOHbIM mi1anom npeaycmorpena Kype.pad. B cemecrpe 32. [IpumepHble
TeMBbI:
[ToBsimenue 3(hHpeKTUBHOCTH KaJpOBOTO JETIONPOU3BOJICTBA. .
CoBepIIIeHCTBOBAaHHUE KAJPOBOTO JOKYMEHTOO00POTa Ha TIPS IPHSITHH. .
AyIUT TOKaTbHBIX HOPMATHBHBIX aKTOB OPraHU3AIIUY. .
CoBepIIIeHCTBOBaHUE MPOIIETyPhI COCTABIICHUS TpadrKa OTITYCKOB. .
[ToBsIlIEHHE POTTU KAJPOBOTO JIEJIOMPOU3BOICTBA B PELICHUH 33/1a4 YIIPABICHUS MIEPCOHATIOM. .
Pa3paboTka cucTeMBbl KaJJpOBOH JJOKYMEHTAIIMH OpTaHU3aI|H. .
Pa3zpaboTka mTaTHOTO pacriucaHusl..
JlokyMeHTabHOE 00ecCTieUeHre AeITeILHOCTH KaIpOBOH CITy)KOBI KOMMEPUECKOH OpTaHU3aIlHH.
OreHKa MpaBUIIBHOCTH XPaHEHUsS U CHCTEMAaTU3alluU JOKYMEHTOB KaJIpOBOU CITYKOBI..
Or1eHKa PaBIIIBHOCTH BEJICHUS M XPAHCHHSI TPYAOBBIX KHIDKEK OpraHU3aIlny. .
AyIUT KaapoBOi TOKYMEHTAIIMK OpTaHU3aIUH. .
AynuT yBOJbHEHUI MepcoHaa..
AHann3 coOMIOJeHUST HOPM TPYAOBOTO 3aKOHOJATENhCTBA MpPH O(GOPMIIEHHUH MPOLETYPHI
JIBUKCHUS KaJIPOB.
Pa3zpaboTka HOMEHKIATYPHI AT KaIPOBOM CITYKOBL..
AHanu3 cosiep)kanus ¥ 0QOPMIICHUS TPYIOBBIX JIOTOBOPOB OpTaHHM3AIUH. .
[IpaBuiia BHYTPEHHETO TPYIOBOTO PACHOPSAKA: OCOOCHHOCTH O(GOpMIIEHHS U TpeOOBaHUS K
COJIEpKAHUIO..
CoBepIlieHCTBOBaHUE JTOKYMEHTAIIMOHHOTO OOECTICUeHUs 3alUThl U 00paOOTKH MEePCOHATBHBIX
JIAHHBIX PAaOOTHHUKOB..



OcoOeHHOCTH BEIEHUS BOMHCKOTO Yyd4eTa B OpPraHM3alMH, COBEPIIEHCTBOBAHUE €ro
JIOKYMEHTAIMOHHOTO 00eCIeUeHusI.

JIOKyMEHTaIlMOHHOE O0eCIIeueHUEe B3aUMOJICHCTBUS KaapOBOM CIyKOBI C BHENIHEH cpemoi
(ITeacuonnsiM  doraoM PO, donmom conuanbHOro cTpaxoBanus, Ciyx00H 3aHATOCTH
HaCEeJICHUS U TIp.), pa3paboTKa MpeI0KEeHUH 110 ero COBEPIICHCTBOBAHUIO. .

AHanu3 coOJI0JeHUsT HOPM TPYAOBOIO 3aKOHOJATENbCTBA MpPH O(GOPMIIEHUU MPOLETYPHI
IPEOCTABIICHUS OTIYCKA pAaOOTHHKAM..

AHanu3 coOJIoJeHUsT HOPM TPYAOBOTO 3aKOHOJATENbCTBA MNpPH O(OPMIIEHUU MPOLEIYPHI
nepeBojia pabOTHUKOB Ha JIPYTyI0 paboTy..

OcoOenHocTy 0OpPMIICHUS TUCIUILTMHAPHBIX B3bICKAHUM.

Ocobennoctu oopMiIeHNsT KaAPOBBIX JOKYMEHTOB IPH MOOMIPEHUH PAOOTHUKOB.

OcoOenHocty 0popMIICHUS KaIPOBBIX IOKYMEHTOB IPU COBMEILIEHUU TPOdecCHu (JOIKHOCTH).
OcobeHnHoCcTH OPOPMIICHHUS COBMECTHTEIILCTBA. .

OcoOenHocTtu yueta pabouero BpemeHu. Benenue tabens ydera pabouero BpeMeHH. .
Oco0eHHOCTH TOKYMEHTAIIMOHHOTO OOPMIICHHUS TTPOLIEAYPHI aTTECTAI[UU TIEPCOHATIA. .
CoBepIlIeHCTBOBaHUE TMPOLEAYpP PETYIUPOBAHUS TPYAOBBIX OTHOUICHWH B OpraHM3alld u
CONPOBOXKAAIOIICH TOKYMEHTALIHH. .

Opranu3zaiys apXuBHOTO XPaHEHUS TOKYMEHTOB KaJApPOBOU CITYkKOBbI..

CoBepIICHCTBOBAHNE JIOKYMEHTAIIMOHHOTO OOECTIeUeHHsT KaJpOBBIX MPOIECCOB  (HaiM,
oOydeHue, orjiaTta Tpyaa, MOTHUBAIUS Tpyaa U JIp.)..

7. llepeyeHb OCHOBHOI M I0NIOJHUTEJIbHOI Y4eOHOM JUTEepaTypbl, HEOOX0AMMOM A5
OCBOCHHUS IMCUMILUINHBI (MOYJIs1)

a) OCHOBHAas JIUTepaTypa:

1. KysnenoBa H. B. Haranbst BuktopoBHa AyauT kaipoBoil 1okyMeHTauuu. [yded. nmocobue]/
H. B. Ky3nenoga.- Upkytck: U3a-so BI'YJII, 2010.-288 c.

2. Ky3uenos M. H. JlokymeHTallMoHHOE obOecrieueHre YIpaBieHHs NepcoHanioM. pek. YMO
BbICIIL. 00pa30BaHMs. YUEOHUK U MPAKTUKYM JUIs IpukiagHoro 6akanapuara/ 1. H. Ky3nenos.-
M.: IOpaiir, 2015.-520 c.

3. Kysnenosa W.B., Xauarpsn I'.A. JlokyMeHTalMOHHOE OO€clEeYeHHe YIpaBJIEHUs
nepcoHanoM. yueOHoe rmocobue. DnekTpoHHslil pecype/ I.A. Xauatpss.- Mocksa: [lamkos u K,
Aii ITu Op Menana, 2017.-220 c.

4. Ky3uenoBa 1.B. JIokyMeHTaIllMOHHOE 0becneueHue yIpaBieHusl NepPCOHANIOM [ DIeKTPOHHBIN
pecypc] : yuebHoe nocobue juist OakanaspoB / M.B. Kysnenona, I A. XauarpsH. — DIEKTPOH.
TekcToBbIe JlaHHble. — M. : JlamkoB u K, Aii [lu Op Menua, 2017. — 220 ¢. — 978-5-394-
02325-5. — Pexum nocryna: http://www.iprbookshop.ru/57135.html

0) 10MOJTHUTEJIbHAS JIUTEpaTypa:

1. lenompou3BoAcTBO B KajapoBoil cimyxko6e. pek. Coserom YMO mno oOpa3oBaHHiO B OO
MEHEI)KMEeHTa. yueOHo-TpakT. nocodbue g By3oB/ M. B. JloueBa, E. H. I'ankuna, E. B.
I'yposa.- M.: IIpocnexr, 2012.-78 c.

2. Sukosuu III.A. Jlenmonmpon3BoACTBO B KaapoOBOH CIyKOe. yueOHUK. DIEKTPOHHBIA pecypc/
III.A. SIlaxoBuu.- MockBa: FOuuTH-/lana, 2012.-160 c.

3. Poroxxun M. 1O. Jlenmonpon3BoACTBO B KaapoBoi ciayxkoOe. 3-¢ u3i., nmepepad. u mom./ M.IO.
Poroxxun.- M.|bepnun: upexr-Meaua, 2014.-783 c.

4. Slaxosuy III. A. Jlemonmpou3BoacTBO B KaapoBoi ciyxoe/ III.A. AnkoBuu.- Mocksa: FOnuTH-
Hana, 2015.-161 c.

5. AnapeeBa B. U. Jlenonmpon3BoACTBO: OpraHu3aiiusi U BeJAeHUE. peK. Yuel.-MeTo. IMEeHTPOM
"Knaccuueckuil yueOHUK". yuel.-pakT. mocobue st By30B. 3-¢ u3l., nepepad. u nom./ B. .
Anpnpeesa.- M.: KnoPyc, 2010.-294 c.
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6. Kysnenosa W.B., Xauarpsun I.A. JlokymMeHTannoHHOe oOOECI€YEHHE YIpaBJICHUS
MepCoOHANIOM. yueOHoe rmocobue. InekTpoHHsiid pecype/ I'.A. Xauarpsia.- Mocksa: [lamkos u K,
At [Tu Op Menua, 2014.-220 c.

7. Ilonouu E. E. JlokymeHTanimonHoe obecrnedueHune ynpapienus nepconaiom/ E. ITomouy.-
Open6ypr: OI'Y, 2014.-112 c.

8. JIOKYMEHTAlIMOHHOE oOecIeueHrue VIpaBJIeHUs : YYESOHHMK JUIS CTYACHTOB BY30B,
O0YYAIOIIUMXCA 0 HAmpaBICHUIM «DKOHOMHUKA» M «MEHEHKMEHTY, CHEHHAIbHOCTAM
«MubopMaTukay, «J/IOKYMEHTOBEIEHHE M JOKYMEHTAIMOHHOE O0eCIeYeHUE VYIPABICHUI,
«ABroMaruzanms ¥ yupasiaenney / A. C. I'punbepr, H. H. I'op6aués, H. H. 'opbaués, O. A.
Myxamermnaa. — Mocksa : JOHUTU-JAHA, 2017. — 391 ¢. — ISBN 978-5-238-01770-9. —
Texkcr : anekTpOoHHEIN // DiekrponHo-6monaunoreunas cucrema IPR BOOKS : [caiit]. — URL:
https:// www.iprbookshop.ru/71213.html (mara oGpamenus: 31.05.2021). — PexuM jocryma:
JUISL aBTOPHU3HUP. MOJIb30BATEIICH

9. JlokyMeHTalIMOHHOE oOecneyenue ympasiaeHus. CocrtaBieHne M 0GOpMIECHHE JEI0BBIX
JoKyMeHTOB : yuebHoe mocobme miusg CIIO / cocraButenu E. M. bammakoBa. — Capatos,
Mocksa : IIpodoOpasosanue, A [Iu Ap Meana, 2021. — 144 ¢. — ISBN 978-5-4488-1080-0,
978-5-4497-0964-6. — TekcT : SJIEKTPOHHBIN // DieKTpoHHO-OMOMMOTeuHass cucrema IPR
BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/103343.html (mara oOpaleHus:
31.05.2021). — Pesxum gocTyma: Juis aBTOPU3HP. I0Jb30BATENIEN

10. JlankoBa, A. I'. JIokyMeHTAIlMOHHOE 00eceYeHre yIpaBJIeHUs IEPCOHATIOM : NPAKTHKYM /

A. T'. JlanikoBa. — Omck : OMCKHMIl TOCYIAPCTBEHHBIN TeXHUUYECKUHA vHuUBepcurer, 2020. — 54
c. — ISBN 978-5-8149-3016-3. — Texkcr : suexrpoHHbli // IludpoBoil oOpa3soBaTeibHBIN
pecypc IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/115470.html (mara

oopartenns: 08.06.2022). — PexxuM A0CTyna: JJisg aBTOPU3UD. MOJb30BaTEIEH

11. SaxoBuy III.A. JIeaonpou3BOACTBO B KaJIpOBOM cly»k0e [DIIEKTpOHHBIA pecypc] : YICOHHK
IUIg CTYIEHTOB BY30B, o0yuaromuxcsa mo cuennanbHoctd 062100 «YupaBieHne IEPCOHATIOMY /
II.A. SluxkoBuY. — DiekTpoH. TeKCTOBBIE manuble. — M. : IOHUTU-JAHA, 2015. — 160 ¢c. —
5-238-01076-1. — Pexxum moctyna: http:// www.iprbookshop.ru/52462.html

8. Ilepeuens pecypcoB HHGPOPMANMOHHO-TEJEKOMMYHUKAIMOHHOH ceTn «MHTepHETY,
HEO00XOIMMBIX VISl OCBOCHHUS AMCUMILIMHBI (MOAYJIfA), BKJIOYasA NPodecCHOHATbHBIC 0a3bl
JAAHHBIX M1 HHPOPMALMOHHO-CIIPABOYHbIE CHCTEMBI

JUiss OCBOGHMsI JUCHMIUIMHBI OO0ydYaromemMycss HEOOXOAWMBI CIeNyIOIUue pPecypchl
MH(}OPMaLlMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTn «IHTepHEeT»:
— Caiir baiikanbckoro rocy1apcTBEHHOIO YHUBEpPCUTETa, ajpec nocrtyma: http://bgu.ru/, noctyn
KPYTJIOCYTOYHbBIN HEOTpaHWYEHHBIN U3 110001 Touku MHTepHET
— HR-noprain (coobrirecTBo npodeccnonanoB), aapec gocrymna: http://www.hr-portal.ru. moctyn
HEOTPaHWYEHHBIN
— UBUC - YuuBepcanbHbie 0a3bl JaHHBIX, ajipec gocTymna: http://www.dlib.eastview.ru/. moctyn
KpPYTJIOCYTOUYHBI HEOTpaHWYEHHBINH U3 J1000i Touku MHTEpHET mpu YCIOBUM PETUCTPALUU B
BI'y
— Caitt nns HR-menemxkepos, anpec nocryna: http://www.hrm.ru. mocTyn HeorpaHMUEeHHBIH
— CrpaBOYHHK IO MPABOMHMCAHUIO, TPOU3HOILICHUIO, JIUTEPATYPHOMY PEIaKTUPOBAHUIO, aJIpec
noctyma: http://evartist.narod.ru/text1/20.htm. gocTyn HeorpaHUYCHHBINA
— DnexkTpoHHO-OMOmMoTeunast cuctema [PRbooks, anpec nocryma: http://www.iprbookshop.ru.
JIOCTYII HEOTPaHWYEHHBIN

9. MeToauveckne yKa3aHus AJs 00y4AOLIUXCS 110 OCBOCHHUIO JUCHUIJIMHBI (MOAYJIs1)
W3yyarh AMCUMILTUHY PEKOMEHIYETCS B COOTBETCTBUU C TOM MOCIEA0BATEIbHOCTHIO,
KoTOpas o0o3HaueHa B €€ coJepXaHWW. /[ YCHemHOro OCBOEHHs Kypca oOydarouiuecs
JIOJKHBl HMMETh II€pBOHAYaJbHBIE 3HaHUSA B 00JaCTM HWHGOPMALMOHHBIX TEXHOJOTHH,
MH(OPMALIMOHHBIX TEXHOJIOTHI B MEHEPKMEHTE, YIIPABJICHUS [IEPCOHATIOM OpraHU3al|H.
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Ha nexmusx mpernojaBaTelb O3BYYMBACT TEMY, 3HAKOMHUT C IEPEYHEM JIMTEPATYpHI 1O
TeMe, OOOCHOBBIBAET MECTO M DPOJb 3TOW TeMbl B JAHHOM IUCLUIUIMHE, PacKphIBaeT ee
NpakTUYecKoe 3HaueHue. B Xoze jeKkuuid CTyAeHTYy HEeO0OXOAMMO BECTH KOHCHEKT, (pUKCHUpYys
OCHOBHBIE ITOHATHS U POOIIEMHBIE BOIIPOCHI.

[IpakTnueckue (CeMUHApPCKUE) 3aHATHS IO CBOEMY COJEP’KAHUIO CBSI3aHbl C TEMAaTUKOM
JEKIMOHHBIX 3aHATHHA. HauMHaTh MOATrOTOBKY K 3aHATHUIO LEJIeCO00Pa3HO ¢ KOHCIIEKTa JICKIUH.
3amanue Ha TPAKTHYECKOEe (CEMHHAPCKOE) 3aHSATHE COOOMAeTCsl OOYyYaroIuMcs OO0 €ro
npoBesneHus. Ha ceMunape mpenojgaBarenb OpraHu3yeT oOCYXJEHUE STOW TEeMbl, BbICTyNas B
Ka4yecTBE OpraHu3aTopa, KOHCYJIbTaHTAa M HKCHEpTa Y4eOHO-TIO3HABATEIBHOW ESTEIbHOCTU
o0ydJaromerocs.

N3ydyenne quCIUIUIMHB (MOJTYJIsl) BKIIOYACT CAMOCTOSATEIbHYIO paboTy 00ydaroImerocs.

OCHOBHBIMHU BHUJJAMH CaMOCTOSITEIbHON PabOThl CTYIEHTOB C y4acTUEM IIperoiaBaTesei
ABIISIOTCS:

* TeKYyI[UEe KOHCYJIbTALIUY;

* IpUEM U pa300p JOMAIIHUX 3aJaHUN (B 4achl IPAKTUYECKUX 3aHITHI);

* BBIIIOJIHEHUE KYpCOBOM paboTh! (PyKOBO/ICTBO, KOHCYJIbTUPOBAHHUE U 3aLIUTa KYpPCOBBIX
paboT B 4ackl, IPEyCMOTPEHHBIE YUEOHBIM IJIAHOM) U AP.

OCHOBHBIMHU BHJIaMH CaMOCTOSATENbHON paboThl CTYJICHTOB 0€3 yyacTus IpernojaBaTess
ABJISIOTCS:

* (hopMupoOBaHKE U YCBOCHUE COACP)KaHUS KOHCIIEKTA JICKI[UI Ha 6a3e peKOMEH/10BaHHOM
y4eOHOH JHuTeparypsl, BKIOYas HH(OOPMAIMOHHBIE 00pa3oBaTeIbHBIE PECYpPCHl (IEKTPOHHBIC
y4eOHUKHU, IIEKTPOHHBIE OUOIUOTEKH U JIp.);

* CaMOCTOSITEJIbHOE HM3yY€HHUE OTIENbHBIX TEM WJIM BONPOCOB IO Yy4yeOHUKAM WJIIU
yueOHBIM MTOCOOUSIM;

* IOATOTOBKA K CEMMHApaM U JabopaTOpHbIM paboTaM;

* BBINIOJIHCHUE IOMAIIHUX 33/IaHUI B BUJIC PEIICHUS CUTYAI[MOHBIX 3a1aHuii (keiic-Study)
110 OT/AEJBHBIM pa3ziesiaM COJAep>KaHUs AUCLIUILIUH U Jp.

10. Ilepeyens HH(POPMALIMOHHBIX TEXHOJIOTHH, HCIIOJIb3YEMbIX IIPH OCYIIECTBJICHHHA
0o0pa3oBaTeIbHOIO NpoLEcca M0 JUCHUILIMHE (MOAYJII0), BKIIOYAs NepevyeHb
NPOrpaMMHOI0 o0ecrne4eHus

B yueOHOM mpornecce UCTIONb3yeTCs CIEeAYyOEe IPOrpaMMHOE 00eCIeUeHuE:
— MS Office,
— Koncynsrantllntoc: Bepcus Ilpod - nndpopmanronHas cipaBovHas cucrema,
— T'apanT nnargopma F1 7.08.0.163 - nnpopmanonHas cupaBouHasi CUCTEMA,

11. Onucanne MaTepuaAJIbHO-TEXHUYECKOM 0a3bl, He00XO0IMMOM 1JI1 OCYLLIeCTBJICHUSA
00pa30BaTeJbLHOI0 NMPOLECcca MO JUCHUILIHHE (MOIYJII0):

B ydeGHOM mpoliecce UCTONb3yeTcs ciaeaytomiee 000pyI0BaHHE:
— [MomenieHus AJi1 CaMOCTOSTEIFHON pabOTHI, OCHAIIIEHHBIE KOMITBIOTEPHON TEXHUKOM C
BO3MOXKHOCTBIO TIOJIKITFOUeHHS K ceTd "MHTepHeT" n o0ecrieueHrneM J0CTyIa B AIEKTPOHHYIO
nH(pOpPMaIMOHHO-00Pa30BaTEIBHYIO CPEY BY3a,
— YueOHble ayTUTOPUU AT IPOBEACHHUS: 3aHATHH JEKIIMOHHOTO THIIA, 3aHATUI CEMUHAPCKOTO
THUIIA, TPAKTUYECKHUX 3aHITHH, BBIMOTHEHUS KYPCOBBIX PabOT, TPYMITOBBIX M MHANBUYaTbHbIX
KOHCYJIbTAIIMH, TEKYILIETO KOHTPOJIS U MPOMEXKYTOYHOM aTTecTally, YKOMILJIEKTOBAHHbBIE
CHeHaIN3UPOBAaHHON MEOEIbI0 U TEXHUYECKUMU CPEACTBAMU 00yUYeHMUs,
— KoMnbroTepHslii Kiacce,
— Habopb!l neMoHCTparimoHHOTO 000pYA0BaHUS U y4eOHO-HATIISTHBIX TOCOOMIA



