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1. Hesn n3yyeHns JMCHUIIHHBI

Lenpto oOcBOeHUS AUCHUIUIMHBI «JlOKyMeHTalmoHHOe obecrnieueHue paboThl ¢
HEepCOHANIOM» sIBIsieTCs (OPMUPOBAHME 3HAHWUI M HABBIKOB [0 OpraHM3aldd pPadOThHl C
OpPraHU3aIMOHHO-PACTIOPSAUTENBHON ¥ MH(QOPMAILIMOHHO-CIIPABOYHOM  JTOKYMEHTAallUEeH,
perIaMeHTHPYIOLIeH AEeATeNbHOCTh AOJDKHOCTHBIX JIMIl OpraHU3aliy, (GYHKIUU U MPOLETYPHI
YIPABJICHUS IEPCOHATIOM B OpraHU3alIUH.

2. IlepeyeHb MIIaHNPYeMBbIX Pe3yJIbTATOB 00y4eHHs M0 JUCHUILINHE (MOAYJIIO),
COOTHECEHHBIX € IJIAHUPYEMbIMHU Pe3yJIbTATAMH 0CBOCHHS 00pa30BaTeJbHOI MPOrpaMMbl

KoMnerennuu oﬁyqalomerocsl, (bopanyeMLIe B pe3yJbTaTe 0CBOCHUS

JUCHMILINHBI
Kon
KOMIIETEHILIUH I10 KomMnerenmus
®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,
COIPOBOXKAAIOIINX ONEPATUBHOE YIIPABICHUE IIEPCOHAIIOM,
3HATH METOJBI Y4€Ta IICpCOHAIIA
Y. YMeTb 000CHOBAaHHO BBIOMPATh TEXHOJIOTUN U METO/IbI
OIIEPaTUBHOTO YIPABIEHUS IIEPCOHAIOM H y4eTa IIEpCOHAIa,
COOTBETCTBYIOIIHE PO ECCHO-HATBHBIM 3a/1a4aM, U
ONPEIEIATh COCTAB JOKYMEHTOB JUJISl UX COIIPOBOKICHUS
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 (MOYJIsI) B CTPYKTYpe 00pa3oBaTe/ibHOM NPOrpaMMbl

[Mpunamnexxnocts  auctumuiuael - BJIOK 1 JUCHUIUVIMHBI  (MOOYJIN):
OO6s3aTenbHast 4YacTh.

[IpenmecTByronye TUCHMILIMHBI (OCBOGHHE KOTOPBIX HEOOXOIUMO [UIS YCIEUIHOTO
ocBoeHus: paHHOW): "WHpopmanuonusie texHomoruu", "MHopMarMoHHBIE TEXHOJOTHH B
MeHeKMeHTe", ""YIIpaBieHre NEPCOHAIOM OpraHu3anun’”

4. O0beM TUCHMILTHHBI (MOAYJISAA) B 3a4€THBIX eIHHULAX ¢ YKA3aHUEM KOJM4YeCTBa
aKaJeMH4YeCKHX YaCOB, BbI/IeJICHHBIX HA KOHTAKTHYIO padoTy 00y4aommxcs ¢
npenoaasarteseM (Mo BUIAM y4eOHbIX 3aHATHII) M HA CAMOCTOSITEILHYIO PadoTy
00y4yarIuXxcs

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

KomnuectBo yacoB | KommuecTtBo yacos

Bun yueonoii padoter (ounas ®O) (ouno-3aounas ®O)

KonrtakTHasi(ayauTopHas) pabora




Jlexknun 36 36
[TpakTideckue (cem, 1ab.) 3aHATHUS 36 0
CamocTosTenbHas paboTa, BKIIOYast IOATOTOBKY K 108 144
DK3aMEHaM U 3a4eTaM
Bcero yacos 180 180

5. Conep:kanme IMCHUIIHHBI (MOIYJIfA), CTPYKTYPUPOBAHHOE MO TeMaM (pa3aesiaMm) ¢
YKa3aHHeM OTBeIeHHOI0 HA HUX KOJIMYeCTBA aKaJeMUYeCKUX YaCOB M BUIOB Y4eOHbIX
3aHATHH

5.1. Conep:xanue pa3iesioB TUCUUIIIMHBI

OuHo-3a04uHast popma o0yueHunst

OJICKTPOHHOM BHUIC

uHpOpMAaILIUU O

Cemunap| Camo- |B unrepa-| ®opmbl TeKylIEro
Ne Pazgen u rema Ceme-| JIek- P pu P yi
Jlabopar.| cTOAT. | KTUBHOM KOHTPOJIA
n/n AHCIHIJIHHBI CTp | UM
IIpakTn4. pa6. dbopme ycneBaeMoCTH
1 |BBenenue B Kypc 32 2 0 8
Tecr 1.
Kanposas
OKYMEHTAIUsI: COCTaB U KortpobHas
IB[H bI; T €6OBa;{I/ISI K padora Nel
2 AbL, TP 32 5 0 10 "TpeGoBanus k
0(hOPMIICHHUIO
0(OpMIICHHUIO
TOKYMEHTOB; JBUKEHUE
PEKBH3UTOB
B OpraHu3aIuu .
JTIOKYMEHTOB
Tect "Conepxanue
JIHA". Keiic-study
JlokanbHBIE "
HOPMATUBHBIC aKTHI TIO Opopmrenne
3 32 5 0 10 JIHA". KontposbHas
YIIPaBICHUIO
MEePCOHAIIOM padora
"Odopmiienue
JIHA"
3aruTa nepcoHaIbHbIX Tecr
VI p 32 | 2 0 10 "TlepcoHATbHbIE
NaHHBIX paOOTHHUKA "
TAaHHBIC
Tect
JloKyMeHTHUpOBaHUE "JlIoOKyMEHTUPOBaHUE
S |[MpOLECCOB ABUKECHUS 32 8 0 10 JIBU>KEHUS KaJpoB'.
KaJ[pOB [Tpukassl o
JTUYHOMY COCTaBY
HbIE TOKYMEHTHI
FOKY ’ Tect "Jluunas
6  [CBSI3aHHBIE C YUETOM 32 2 0 10 "
KapToYKa
KaJ[pOB
CamocTosiTennpHast
dopMupoBaHue U abora
7 [OPMHP 32 | 2 0 10 i
BEJICHHIE TUYHBIX JEI Odopmienne
JIMYHOTO neia'
Benenue TpynoBbIx CamocTosTenpHas
KHIDKEK U pabora "3amoaHeHne
8 |bopmupoBaHUE B 32 4 0 10 TPYAOBOM KHUXKKHU".

CamMmocTrosTenbpHas

pabota "Haiitu




Cemunap| Camo- |B unTepa-| ®opMbl TeKyLIero
Ne Pa3gen u Tema Ceme-| JIek- p pu p ym
Jlabopar.| cTOAT. | KTUBHOM KOHTPOJIA
n/n AUCHHUILIMHBI CTp | uMu
IIpakTnu. pao. ¢opme yCneBaeMoCTH
TPYJIOBOH JESTEIIbHOCTH OIIMOKY B
U TPYIOBOM CTaxe 3aMo0JIHEHUU
Ka)KI0r0 pabOTHHUKA TPYJIOBOM KHUKKH'".
CamocTosTenbHas
pabota "BHecenue
3aIMKCU B TPYAOBYIO
KHIDKKY"
Odopmienue CamocTosiTenbHast
TOKYMEHTOB TIpU pabota
9 |moourpeHuu U 32 2 0 10 "Odopmnenue
TUCITUTUIMHAPHBIX MIOOMIPEHUH U
B3bICKAaHU I B3bICKAaHUI"
['ocynapcTBeHHas
WHCIIEKIUS TpyAa U
Mpolie1ypa MPOBEACHUS Keiic-stud
1o ['POHCAYPA HIPOBCA 32 | 2 0 10 ) Yo
[MPOBEPOK [Ipoepku 'NT
TOKyMEHTAIUU
KaJIpOBOH CITy>KOBI
Tect
"HomeHnkinarypa nen
CuctemaTu3zanus u KaJIpOBOM CITy>KOBI".
11 [xpaHeHHE TOKYMEHTOB 32 2 0 10 CaMocTosTenbHast
KaJIpOBOH CITy>KOBI pabota
"Odopmiienue
HOMEHKJIaTyphl Aen"
NTOI'O 36 108
Ounas ¢popma 00yueHus
Cemunap| Camo- |B unTepa-| ®opmMbl TeKyLIero
Ne Pazxen u rema Ceme-| JIek- P pa P yt
Jlabopart.| cTOAT. | KTUBHOM KOHTPOJIA
n/n AUCHUTLTHHBI CTp | uMu
IIpakTny. pao. (popme yCIIeBaeMOCTH
1 |BBenenue B Kypc 32 2 2 8
Tecr 1.
Kanposas
OKYMEHTAITUs: COCTaB U KonrponbHas
21:1/1;[},1' T e6osaﬁm K padora Nel
2 > TP 32 5 5 8 "TpeGoBaHus K
0(hOpMIICHUIO
o(pOopMIIEHHUIO
TOKYMEHTOB; JIBIJKEHUE
PEKBHU3UTOB
B OpraHU3aIluu "
JIOKYMEHTOB
Tect "Conepxanue
JIHA". Keiic-study
JlokanbHBIE "
HOPMATUBHBIC aKTHI TIO Ogopmrenne
3 [P 32 |5 5 8 JTHA". KonTponsHas
YIIPaBICHUIO
MEePCOHAIOM pabora
"Odopmnenue
JIHA"
3amuTa nepcoHaIbHbIX Tecr
4 H P 32 2 2 6 "IlepconanbHbIE
NaHHBIX paOOTHHUKA "
JTaHHBIE




Ne Pasien 1 TeMa Ceve-| JTek- Cemunap| Camo- |B HHTepa- ®opMbI TEKYLIETO
Jlabopar.| cTOAT. | KTUBHOM KOHTPOJIA
n/n AUCHHUILIMHBI CTp | uMu
IIpakTnu. pao. ¢opme yCneBaeMoCTH
Tect
JloxyMeHTHUpOBaHuUE " JlokyMEeHTUpOBaHHE
S [IpoLeCCOB IBUKECHUS 32 8 8 6 JIBUKEHMSI KaJlpoB".
KaJ[pOB [Tpuka3el no
JMYHOMY COCTaBY
M Hble TOKYMEHTHI, Teer "Mnumas
6  [CBA3aHHBIC C YUYETOM 32 2 2 6 "
KapToyKa
KaJIpOB
CamocTrosTenbHas
7 DopmupoBaHue u 3 ) ) 5 pabota
BEJICHUE JTMYHBIX JIETT "Odopmienne
JIM4HOro neia'
CamocTrosTenbHas
pabota "3anonHeHue
Benenue TpynoBbIX TPYAOBOM KHUXKKHU".
KHIDKEK U CamocTosTenbHas
dbopmupoBaHUE B pabora "Haiitu
PIEKTPOHHOM BUJIE OLIMOKY B
8 32 4 4 6
uH(pOpMALIUU O 3aro0JIHEHUN
TPYIOBOH AESITETbHOCTU TPYAOBON KHUKKHU".
U TPYZIOBOM CTaxe CamocTtosTenbHas
Ka)KI0ro pabOTHHKA pabota "BHecenue
3aMicH B TPYIAOBYIO
KHIDKKY"
Odopmienue CamocrosiTenpHas
TOKYMEHTOB MpH pabota
9 |[moompeHUN u 32 2 2 6 "Odopmnenue
MTUCITUTIMHAPHBIX MOOILPEHUN U
B3bICKAaHU I B3BICKAaHUN"
["'ocynapcTBeHHas
WHCIICKIIUS TpyAa ’
Mpolie1ypa NpoBEACHUS Keiic-study
10 32 2 2 6 " "
[IPOBEPOK IIposepku 'UT
TOKyMEHTAu1
KaJIpOBOH CITy>KOBI
Tect
"Homenkiarypa aen
CucremaTu3zauus u KaJpOBOH CITy>KOBI".
11 xpaHeHHE TOKYMEHTOB 32 2 2 6 CamocrosTenbHas
KaJIpOBOM CITy>KObI pabota
"Odopmnenue
HOMEHKJIaTyphl Aen"
NTOI'O 36 36 72
5.2. JIeKuMOHHBIE 3aHATHS, UX COJEePKAHUE
Ne HaumenoBanue
Conepxanue
/o pa3ziesIoB U TEM
1 |[BBenenue B Kypc O61ee nmpeacrapiaeHue Kypca. Haznauenue u cogepxanue Kypca.




Ne HanmeHnoBanue
Coneprxanue
/1 pa3esioB U TeM
CBs13b Kypca ¢ y4eOHBIMU AUCHUIUIMHAMU. 3HaUYE€HUE Kypca B
[MOATOTOBKE CIEMAIMCTOB MO YIIPABICHUIO IEPCOHAIIOM.
3akoHOAaTeNbHAs 1 HOPMAaTUBHO-METOANYECKAs perjaMeHTalus
KaJpOBOM JIESITETbHOCTH
[TotHOMOYMS TOCyJapCcTBeHHON HHCneKuu TpyAa. [Ipouenypa u
[paBHJIa IPOBEICHIS IIPOBEPOK COOITIOACHUS IEHCTBYIOIIETO
["ocynapcTBeHHas 3akoHoAaTenbcTBa. Bunpl nmposepok. Ilopsaok odhopmueHus
WHCIICKIUS TPYJa U [MEPOIPHUSATUI IO KOHTPOJIIO.
1o [poueaypa CocTaB 1I0OKyMEHTOB, TpeOyeMbIX OpraHaMH HaJa30pa U KOHTPOJIS
[MPOBEACHUS TPOBEPOK [PU MTPOBEACHUH MPOBEPOK.
TOKYMEHTaIluu OTBETCTBEHHOCTh pabOTOATENs 32 HApYIICHHE ACHCTBYIOLIETO

KaJ[POBOH CITY>KOBI

3aKOHOJATEIhCTBA O TPY/E U HErpaMOTHOE ohopMIIeHHE KapOBOI
OKyMeHTaluu, Bo3inaraemas Tpynossim Kogekcom PO u
Kozmekcom 00 aIMUHUCTPATHBHBIX TPABOHAPYIICHHUSX.

11

CucremaTuzauus u
XPaHCHUC TOKYMCHTOB
KaJIPOBOM CITY>KOBI.
Homenkiiatypa gen
KaJIPOBOH CITYKOBI

[TonsTe HOMEHKIATYphI 1. [lopsiiok cocTaBaeHus
HOMEHKJIATYpBI J1e]1 KaJipoBoi ciryx0bl. TpeboBanus,
[IPEIbABISAEMBIE K 3ar0JIOBKAM JI€JI. DJIEMEHTHI 3ar0JI0BKOB JIEI.
[IpaBuia rpynmupoBKH JOKYMEHTOB B Jeiia, 0(OpMIICHUS
3aroJ0BKOB jiei. [Ipu3Haku rpynnupoBKy JOKYMEHTOB B Jefa.
[Topsi10K MOArOTOBKYU JIOKYMEHTOB K apXUBHOMY XPAaHEHUIO.
Knaccugukarus 10KyMEeHTOB IO CpoKaM XpaHeHus. TpeboBaHus,
[IpEIbSABISIEMbIE APXUBHBIMU CIYKOaMH K IOKYMEHTaM,
cAaBacMbIM B apxuB. Opranu3zanus IpoBEACHUSI dKCIIEPTU3bI
[IEHHOCTU JOKYMEHTOB.

YacTtuuHoe U nosnHoe opopmienue aei. [lopsaaok opopmieHus
00J102KEK J1eJ1 IOCTOSHHOTO U BPEMEHHOI'O CPOKOB XPaHEHUSI.
Cocrasnenue u opopmiienue onuceit gen. CocraBieHue
3aBEpPUTENIBHOMN HAANINUCH JIEelIa.

AIMUHUCTpPAaTUBHAsI OTBETCTBEHHOCTb 3a HAPYILLIEHUE
JICMCTBYIOILET0 3aKOHOAATENIbCTBA [10 APXUBHOMY JIENTY.

Kanpoas
TOKYMEHTAIUs: COCTaB
1 BUJIbI; TPEOOBAHUS K

[ToHATHUS «TOKYMEHT», «JOKYMEHTOO0OPOT», «JOKYMEHTALIMOHHOE
o0OecrieueHrne yrpaBiIeHUsS».

[TonsTre 1 3HaYeHHE KaJApoBOW AJokyMeHTanuu. Knaccudukanus
KaJIpOBOM ToKyMeHTauuu. OTINYUS KaApOBOH U yIIpaBIeHYECKON
nokyMeHTalui. OCHOBHBIE BU/IbI JOKYMEHTOB KaJpOBOM CITyOBbI,
0COOEHHOCTH MX COCTaBIICHUSI.

OcCHOBHBIE TPeOOBaHUSL, IPEAbSBIIIEMbIE K 0)OPMIICHUIO
JTOKYMEHTAIlUH, PEeTYyCMOTPEHHbIE [ 0CyTapCTBEHHONM CUCTEMOM

2 |ohopmieHuto NTOKYMEHTAIlMOHHOT0 oOecrieueHus ynpasienus. [lopsaok
TOKYMEHTOB; 00pabOTKU U perucTpali JTOKYMEHTOB, UX WHIEKCAIIIH.
TIBIDKEHUE B Perucrparmonnsie GopMbl U UX 3anonHeHue. KoHTpob
OpTaHU3aIH WCTIOTHEHUS TOKyMeHTOB. OCHOBHBIE OTIIMYHS B TIOJITOTOBKE

MPOCTBIX U CJIOXKHBIX IPUKA30B. YUeT creru(puKu
PacCTIOpSINTEIHHOTO IEHCTBHS TP COCTABICHUH ITPUKA30B IO
pruemMy, MepeBo/ly, YBOJIbHEHUIO paOOTHHUKOB.
[TopsiToK BU3MPOBAHHUSI TPUKA30B IO JMYHOMY COCTaBY, UX
erUCTpaIiu
JlokanbHBIC [[ITarHoe pacniucanue (ct. 57 Tpynosoro Kogekca P®)— dopma
3 |HOpMaTHBHBIE aKTHI MO[ITATHOTO pacnucanus. [IpaBuia BHyTpEHHETO TPYIOBOTO

YIpaBIEHUIO

pacropsijika KaKk JOKaJbHbIi HOPMAaTUBHO-ITPABOBOM AKT,




/o

Haumenosanue
pa3liesIoB U TEM

Coneprxanue

IICPCOHAIIOM

KOHKPETH3UPYIOUINH MOPSIIOK PEryIUPOBaHUS KITFOUEBBIX
BOIIPOCOB COIMATILHO-TPYOBBIX OTHOIICHHIA HA MPEIPUATHH.
001K MOpsAI0K MOATOTOBKH IOKYMEHTa B COOTBETCTBUU CO CT.
190 TK P®. Ocobennoctr opopMIICHHUS TPABHII BHYTPEHHETO
TPYJOBOIO pacropsiika, Coep KaHrue BOIPOCOB, KOTOPhIE
OTPaKAIOTCs B IIPaBUJIaX BHYTPEHHETO TPYAOBOTO PacIoOpsIKa.
OcoOeHHOCTH 00palleHus ¢ TePCOHATBHBIMU JAaHHBIMU
PaOOTHUKOB B COOTBETCTBUU C MOJIOKEeHUsIMU TJ1aBbl 14 TK PO.
TpeboBanms kK 00pabOTKE MEPCOHATBHBIX TAHHBIX PAOOTHHKA.
[TpaBuia nepegauu nHGOpMAIIH, COAepKAIIeH CBEACHUS O
paboTHUKe, TpeThbUM JiniaM. OTBETCTBEHHOCTbH JTOJKHOCTHBIX JIHII,
BUHOBHBIX B HAPYIICHUU HOPM, PETYIHPYIOIIHUX TOTyISHHE,
00paboTKy U 3alUTy NEPCOHANBHBIX JaHHBIX paOOTHUKA.
WHCTpYKIIMS IO JOKYMEHTAIIMOHHOMY 00eCTIeUeHUIO YIPaBICHUS
nepcoHanom npeanpustus. CTpyKTypa U coliepskaHue pa3/ieioB
naHHoro JokymeHTta. [lonoxenue 06 ornyckax. [lonoxenue o
KOMaHIHPOBKAX.

Samura
MepCOHATBHBIX
TAHHBIX paOOTHHUKA

[loHsATHE TIEPCOHAIBHBIX JAHHBIX, COJIEPIKAHNE IEPCOHAITBHBIX
manHbIx. O0mKe TpeboBaHus Mpu 00paboTKe MePCOHATBHBIX
TAaHHBIX PAa0OTHUKA M TAPAHTUU HMX 3AIIUTHL. XpaHEHUE U
MCIIOJIb30BaHUE TIEPCOHANIBHBIX JaHHBIX paboTHHKOB. [lepenaya
[IEpPCOHAIBHBIX JaHHBIX paboTHUKA. [IpaBa paOOTHUKOB U
OTBETCTBEHHOCTh pabOTOIATENS B LIEJSAX 00€CIIeUSHHSI 3aIUTHI
MEPCOHATBHBIX JAHHBIX, XPAHSIIMIUXCS Y pab0TONATES.

JlOKyMEHTUPOBaHUE
[TPOLIECCOB JIBUKEHUS
KaJpOB

JlokyMeHTHpOBaHHeE Mpolecca ABUKEHHS KaJpoB Ha MPEIIPUATHH
KaK BaXHeWIIast QyHKIHS OT/IeNa KaapoB. Buabl NBHKEHUS
Kka7poB. CxeMbl pueMa, epeBo/ia, yBOJIbHEHUS pAOOTHUKOB.
Odopmienue npuema paboTHUKOB. COCTaB TOKYMEHTOB,
TpeOyeMBbIX MpH NpreMe Ha paboTy B COOTBETCTBUU C TPyA0BBIM
Konexkcom PO.

[Tops10K 3aKITIIOYEHUS TPYIAOBBIX JOIOBOPOB € OCTOSIHHBIMU U
BPEMEHHBIMU paOOTHHKAMHU.

OCOOEHHOCTH COCTaBJIEHUS] YHU(PUIMPOBAHHBIX (POPM MPUKA30B MO
ITMYHOMY COCTaBY, Kacatouuxcs npuema (¢popma T-1, T-1a).
OdopmiieHne nepeBoia, NepeMenieHns, KOMaHIUpOBaHUs
paboTHHKOB. OcoOeHHOCTH 0OPMIICHUS U OCHOBAHUS PA3TUIHBIX
BUJIOB IIepeBo/ia (IIEPEeBO/I Ha IPYTyI0 paboTy Ha TOM XKe
MPEINPUSTHH; TIEPEeBOJT Ha paboTy Ha APYroe MpeAnpHUsITHE;
nepeBo]] Ha paboTy B APYTyr0 MECTHOCTh). OCOOEHHOCTH
COCTaBJICHUS] YHU(PHUIIMPOBAHHBIX (POPM IPUKA30B 110 JINTHOMY
cocTaBy, Kacaromuxcs nepesoja (popma T-5, T-5a),
komanaupoBanus (popmsr T-9, T-9a, T-10, T-10a).

Odopmiienue otmycka. [IpaBuia u Cpoku MOATOTOBKH Tpaduka
oTyckoB (popma T-7). OcobeHHOCTH COCTaBICHUS
YHU(DUIMPOBAHHBIX (YOPM NMPUKA3Z0B 110 JTUYHOMY COCTaBY,
Kacaroruxcs otmycka (popma T-6, T-6a).

OdopmieHre MOONMIPEHHIA U B3BICKAHUH.

Odopminenue yBosibHeHUs paOOTHUKOB. OCHOBaHUS MpPEKpaIIeHUs
TPYZOBOTO JJIOTOBOPA B COOTBETCTBHH C HOPMaMH TPYJOBOTO

npasa; MpaBuiIa opopMIICHHS TPEKpaIIEeHUs TPYAOBOTO JJOTOBOPA.




/o

Haumenosanue
pa3liesIoB U TEM

Coneprxanue

OTBETCTBEHHOCTh pabOTOAATEINS 32 HE3AKOHHOE YBOJIbHEHUE
PaOOTHHUKOB.

OCOOCHHOCTH COCTaBJICHUS YHH(PHIIMPOBAHHBIX (DOPM MPUKA30B 110
TUYHOMY COCTaBY, KaCalOIINXCsl YBOJIbHEHUS pa0OOTHUKOB ((POPMBI
No T-8, T-8a).

[TopsiTOK perucTpanuy NPUKa3oB Mo JIXIHOMY COCTARY.

HBIC TOKYMEHTHI,
CBSI3aHHBIE C YYETOM
KaJpOB

@DopMBbI )KYpPHAJIOB PErHUCTPALIUU TOKYMEHTOB. JINYHbIE JTUCTKH 110
Y4eTy KaJIpOB, XapaKTEPUCTUKH, BBIIIHUCKU, CITPABKHU:
MpeHa3HaYeHHe, coiep kaHne, TpeOoBaHUs K 0(OPMIICHHIO.
JInuHasg kapTOUKa KaK JJOKYMEHT [IEPCOHAIBHOIO yueTa
pPabOTHUKOB OpPraHU3AIIHH.

KapoBble OTYETHI: BU/IbI, CPOKH 041, OTBETCTBEHHOCTD 3a
HEIpe0CTaBICHHE.

DopMHUpPOBaHUE U
BEJICHUE JTUYHBIX JIE]T

JlmuHoe 1en0 pabOTHUKA KaK OCHOBHOM TOKYMEHT NEPCOHAIBHOTO
yueTa, B KOTOPOM XPaHATCsl Haubosiee MOoIHbIE CBEJCHUS O
COTPYAHUKE U €T0 CIIy’)KEOHOH eATEIIbHOCTH.

CocTaB U M0C/IeI0BaTENbHOCTh IOKYMEHTOB JINYHOT'O JIeJa.
OCOOEHHOCTH COCTaBJICHUS JOKYMEHTOB JINYHOT'O JIeNIa: JIMYHOTO
IMCTKA 1O y4eTy KaJpoB, IOMOJIHEHHS K JMYHOMY JHCTKY,
aBTOOHOTrpaduu U T.1.

[IpaBuiia BbIIauM JTMYHOTO JI€a BO BPEMEHHOE 110JIb30BaHHE.
[Topsimok cocTaBiieHust onycu JIMYHOro aena. Ilepenaya nuynoro
nena Ha apxuBHOe XpaHeHue. CoCTaBiIeHUE 3aBEPUTENBHOM
Ha/IITUCH JIMYHOTO Jesa.

Benenne TpynoBbIx
KHIDKEK U
(dbopMupoBaHue B
HIIEKTPOHHOM BHUJIE
nH(pOpMAaIUU O
TPyIOBOM
NesITeIbHOCTH U
TPYZAOBOM CTaKe
KaX/10r0 pabOTHHKA

[lonsaTHe Tpyn0oBOM KHMXKKH. DOpMa TPYIOBON KHUKKHU.
HopMmaTtuBHO-MeTo1MuecKas 6a3a, peraaMeHTHPYIOIIast OPsI0K
BE/ICHUS, 3aII0JTHEHUS TPYAOBBIX KHUXKEK, 00ecrieueHHsI UMU
paboToaaTenei.

3arosHeHNEe CBeIEHUH 0 paboTHHKe. 3all0JTHEHUE CBEJICHHUH 0
paboTe. 3aMoHEHNUE CBEICHUI O HArpaKJICHUHU. 3ar0THEHNE
cBe/ieHUI 00 yBOJIbHEHUH (IIPEKPAIEHUH TPYA0BOTO JJOTOBOPA).
OcoOeHHOCTH 3aM0IHEHUs CBECHUIM 00 YBOJBHEHUU U MpUEME Ha
paloTy B CBA3M C MEPEBOJIOM PAOOTHUKA.

BHeceHne N3MEHEHM U IONIOJIHEHUN B TPYIOBYIO KHUXKKY.
JlyO6nukaT TpyJ0BOil KHIDKKU. Bbijaua Tpy10BOil KHMKKH MpU
YBOJIbHEHUU (TIpEKpallleHuy TPYI0BOT0 10T0BOpa). BkiaabI B
TPYJAOBYIO KHHKKY.

'YueT 1 XpaHeHHe TPYAOBBIX KHIKEK. JIOKyMEHTanus Mo y4ery
OJTAaHKOB TPYIOBBIX KHMKEK (TIPUXOIHO-PACXOIHASI KHUTA IO yYETy
OJIaHKOB TPY/IOBBIX KHIKEK U BKJIAJbIIIEH K HUM, KHUTA y4eTa
NIBYDKEHUS TPYJOBBIX KHM)KEK U BKJIAJIBIIIEH K HUM).
OTBETCTBEHHOCTH 32 COOJIOICHHE MOPSIIKA BEECHUS TPYIOBBIX
KHIKEK.

CBenieHus 0 TPYJOBOH AESITENbHOCTH, (HOPMUPYEMBIE B
HIIEKTPOHHOM BHJIE: BUbI CBEJCHUHN, UX COAEPIKaHUE, CIOCOOBI
dbopmupoBanusi. CBOEBPEMEHHOCTh HAIIPaBJICHUS CBEJCHUH O
TpyoBoH AesaTenbHOCTH B [ID PD. [Topsaaok noiydeHus cBeACHUN
0 TPYAOBOMH AEATENBHOCTH PAOOTHUKOM.

Odopmiienue
TOKYMEHTOB ITPH

[loHsiTHE ¥ BUJIBI IUCIMIUIMHAPHBIX B3bICKAHUN, TOPSIOK
o opMIIeHHS TOKYMEHTOB MpU 00BSBICHUH 3aMeUaHusi, BRITOBOPA,




Ne Haumenosanue
Coneprxanue
/1 pa3esioB U TeM
[MOOIPEHNH U yBOJIbHEHUS. [IprKa3 o moompeHnu, 0COOEHHOCTH COCTaBICHUS
T CHUTITUHAPHBIX CONPOBOXKAAIOUIEH JOKYMEHTAIIUU
B3BICKAHUN

5.3. CeMHHapCKHe, NMPaKTUHIECKUE, J1360p3T0prIe 3aHATHSA, UX COACPKAHUEC

Ne pazpena u
TEMBI

Copneprxanue u GOpMbI IPOBEICHUS

Beenenue B kypc. [IpoBoautcs B popme ceMUHAPCKOTO 3aHITHS. TPAKTHIECCKUX
pabot"O6miee mpencrasieHune kypca. Haznauenue u conepkanue kypca. CBsi3b
Kypca ¢ yueOHBIMH JUCIUIUIMHAME. 3HaYCHUE Kypca B IOJrOTOBKE CIICIIHATMCTOB
10 YIIPABIICHHUIO TIEPCOHATIOM.

3akoHOAATeNbHAS 1 HOPMAaTUBHO-METOAMYECKAs peraaMeHTalus KaJpoBon

e TEIIbHOCTH

n

10

[ 'ocynapcTBeHHass MHCIIEKIMS TPyAa U IPOLEAYpa IPOBEICHUS IPOBEPOK
TOKYMEHTaIUH KaJpoBOi city:x0bl. [IpoBoauTCcs B opMe IPaKTUYECKOTO
3ansTus. "IloaHOMOUMS rocynapcTBeHHON MHCneKuuu Tpyaa. Iponenypa u
paBuiIa MPOBEAECHUS IPOBEPOK COOITIOIEHUS IEHCTBYIOIIEr0 3aKOHOAATEIbCTBA.
Bust npoepok. [Topsaok opopmieHHst MEPOTPUSTHIA IO KOHTPOJIIO.
CocTaB JOKYMEHTOB, TpeOyeMbIX OpraHaMu HaJ[30pa U KOHTPOJIS IpU
[IPOBEJICHUH IPOBEPOK.

OTBETCTBEHHOCTh paboTOAATENS 32 HApYyLIEHUE AEHCTBYIOLIETO
3aKOHOJIaTENILCTBA O TPYAE U HErPaMOTHOE O(hOpPMIIEHHE KaAPOBOH
nokyMeHTaiuu, Bo3inaraemas Tpynossim Kogekcom PO n Konekcom 00
QIMUHUCTPATUBHBIX IIPABOHAPYILIECHHUSX.

n

11

CucTtemaTu3anus U XpaHeHUe JJOKYMEHTOB KaJipoBo# ciryx0bl. Homenkiatypa
e KaapoBoi ciyxObl. [TpoBoguTcs B hopMe NMPaKTHUECKOTO 3aHSATHSL. .
"TTonsiTue HoOMeHKNaTyphl Aen. [lopsiiok cocTaBIeHUsT HOMEHKIIATYpPhI A€l
KaJpoBOH ciyk0b1. TpeboBanuUsl, MpeIbABIsEMbIC K 3ar0JIOBKAM Je]l. DJIeMEHTHI
3aroJIOBKOB J€Jl.

[IpaBuiia rpynnupoBKY JOKYMEHTOB B Jiena, 0OPMIICHUS 3ar0JIOBKOB eIl
[Ipu3Haky rpynnupoBKU JOKYMEHTOB B Jieina. [lopsaok moaroToBKU JOKYMEHTOB
K apXUBHOMY XpaHeHuto. Knaccudukaiius JOKyMEHTOB 10 CPOKaM XpaHEeHHSI.
TpebGoBanusl, MpeAbsABIsIEMbIE APXUBHBIMU CITY’KOaMU K JOKYMEHTaM, CaBaeMbIM
B apxuB. Opranu3anys npoBeIeHHs SKCIIEPTU3bl IEHHOCTH JOKYMEHTOB.
Uactuanoe u mosiHoe oopmieHue aei. [lopsnok opopmieHus: 06m0kex aen
MOCTOSIHHOT'O U BPEMEHHOT'0 CpOKOB XpaHeHus. CocTaBiieHue U opopmieHne
onuceil nen. CocTaBiaeHUE 3aBEPUTEIIBHON HAIIUCH JIeTa.

AMUHUCTpPATUBHAS OTBETCTBEHHOCTH 32 HAPYIIECHUE IEHCTBYIOIIETO
3aKOHOJATEIbCTBA 10 APXUBHOMY JENy.

KanpoBast JOKyMeHTAIMsI: COCTaB U BUJIBI; TpeOOBaHUS K O(YOPMIICHHUIO
TOKYMEHTOB; JIBIKEHUE B opranuzanuu. [IpoBoaurcs B hopme MpakTHIECKOTO
3aHATHS. "[IOHATHS «TOKYMEHT», «IOKYMEHTOOO0POTY, «TOKYMEHTAIIHOHHOE
oOecrieyeHne yrpaBieHHs.

[TonsiTHe M 3HaUEHUE KaAPOBOU nokyMeHTanuu. Kiaccudukamus kaapoBoi

nokyMeHTanuu. OTan4ns KaJJpoBOM M YIPaBJIE€HYECKOW JOKYMEHTAINH.




Ne paznena u
TEMbI
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OcHOBHBIE BUbI JOKYMEHTOB KaIpOBOM CITYKObI, 0COOEHHOCTH UX COCTABJICHUS.
OcHOBHBIE TPEOOBAHMSI, IPEIbABIISIEMBbIE K 0()OPMIICHHUIO TOKYMEHTAIINH,
npeaycMoTpeHHble ['ocyqapcTBEHHOM CHCTEMON JOKYMEHTAllHOHHOTO
oOecnieuenus ynpasieHus. [lopsaok 00paboTKH U perucTpauy J0KyMEHTOB, HX
uHAeKkcauu. Peructpanuonnsie GopMbl U X 3anonHenue. KoHTpoib
VCIIOJIHEHUS TOKYMEHTOB. OCHOBHBIE OTJIMYUS B IOJTOTOBKE IPOCTHIX U
CJIOKHBIX MPUKA30B. YUET CHEHU(PUKU PACIIOPAIUTEIILHOTO ASHCTBUS TPU
COCTaBJICHUH MIPHKA30B I10 IPUEMY, TIEPEBOJTY, YBOJIbHEHUIO pAOOTHHUKOB.
[lopsiiok BUBMPOBaHUSA NIPUKA30B 110 IMYHOMY COCTaBY, UX PErUCTpaluu

"

JlokaJibHBIE HOPMATHUBHBIE AKTHI 110 YIIPABIEHUIO IepcoHaoM. [IpoBoaurcs B
¢dopme npakTuueckoro 3anaTus. "LltatHoe pacnucanue (ct. 57 TpynoBoro
Konekca PO)— @opma mratHoro pacnucanus. [lpaBuia BHyTpeHHETro TpyA0BOTO
pacropsiiKa KaK JIOKAJIbHBIA HOPMATUBHO-IIPABOBOM aKT, KOHKPETU3UP YOI
MOPSIIOK PEryIMPOBaHUS KIHYEBBIX BOIIPOCOB COLUAIBHO-TPYAOBBIX OTHOLUICHUM
Ha npeanpuaTun. OOUMil MOpsI0K NOATOTOBKY JOKYMEHTa B COOTBETCTBUHU CO
cT. 190 TK P®. Ocobennoctu ohopMiIeHHs MPaBUiI BHYTPEHHETO TPYAOBOTO
pacniopsiiKa, CofepkaHHe BOIIPOCOB, KOTOPbIE OTPAKAIOTCS B IIPaBHIIAX
BHYTPEHHETO TPYIOBOI'0 paclopsaKa.

OcoOeHHOCTH 00pallleHus C NEPCOHATBHBIMU JaHHBIMU PA0OTHHUKOB B
COOTBETCTBUU C NoJioxkeHUsIMU TU1aBbl 14 TK P®. TpebGoanus k 06padoTke
[epCOHAIbHBIX JaHHBIX paboTHUKA. [IpaBuina nepegaun nHpopmanuuy,
coJepKalleil cBefieHns: 0 pabOTHUKE, TPETbUM JiniaM. OTBETCTBEHHOCTb
TOJI’KHOCTHBIX JIML, BUHOBHBIX B HAPYIIIEHUH HOPM, PETYJIUPYIOLIUX MTOJIy4YEHHUE,
00pabOTKY U 3aIUTY MEPCOHATBHBIX JAHHBIX pPaOOTHHKA.

WHCTpyKIIUS IO TOKYMEHTAllMOHHOMY 00€CTIEUEHHIO YIIPaBJIE€HUS [IEPCOHATIOM
npennpusaTus. CTpyKTypa U coaep KaHHue pa3fesioB JAHHOTO JOKYMEHTA.
[Tonoxxenue o0 ornyckax. [lonoxxeHne o KOMaHIUPOBKAX.

n

3aiuTa NepcoHaIbHBIX JaHHbIX paboTHHKA. [IpoBoguTCs B popme
[IPAKTUYECKOTO 3aHATUSA. [[OHATHE TMEPCOHANBHBIX JAHHBIX, COJEPIKAHUE
MepCOHAIbHBIX JaHHBIX. O01mMe TpeboBaHus npu 00paboTKe MepCOHATBHBIX
TAaHHBIX PAaOOTHHUKA U TAPAHTUU UX 3AILUTHI. XPaHEHUE U UCIIOJIb30BAHUE
MEepPCOHAIbHBIX JJaHHBIX paOOTHUKOB. [lepenayua nepcoHanbHbIX JaHHBIX
paboTHuka. [IpaBa pabOTHUKOB M OTBETCTBEHHOCTh paboTOAATENs B LEIAX
o0ecrevyeHrs 3alUThl MEPCOHANBHBIX JAHHBIX, XPaHSIIUXCs Y paboToaaress.

JloKyMEeHTHpOBaHHE MPOLECCOB JIBHKEeHU KaapoB. [IpoBonutcs B hopme
[IPaKTUYECKOr0 3aHATHSA. "'JJoKyMEeHTHpOBaHUE IIpoliecca IBUKEHNS KaJpOB Ha
MPEeINPUATHH KaK BaKHEWIas GyHKIHS OTAeNa KaApoB. Buabl NBIKEHUS
KkapoB. CxeMbl IpreMa, IepPeBoia, YBOJIbHEHUS PaOOTHHUKOB.

Odopmiienue nprema paboTHUKOB. COCTaB JOKYMEHTOB, TPEOYEMBIX MPH MTpHEeMe
Ha paboTy B coorBeTcTBUU ¢ TpynoBeiM Kogexkcom PO.

[TopsioK 3aKIIIOYEHHS TPYJOBBIX IOTOBOPOB C IIOCTOSIHHBIMU M BPEMEHHBIMU
pabOTHHUKAMHU.

OcoOGeHHOCTH COCTaBlIeHUs] YHU(DULIMPOBAHHBIX (HOPM NMPUKA3Z0B 110 JTUIHOMY
cocTaBy, kacatomuxcs npuema (popma T-1, T-1a).

OdopmiieHne nepeBoia, nepeMenieHns, KOMaHMPOBaHUs PAOOTHUKOB.
OcoberHocTH 0(hOPMIICHHS 1 OCHOBAHMSI Pa3JIMYHBIX BHJIOB IepeBoa (epeBo/]
Ha IPYTyIo paboTy Ha TOM e MPeIIpUsTHH; IEPEeBO Ha paboTy Ha Jpyroe
MPEANPUSTHE; TIEPEBOJ] HA pabOTy B IPYTyI0 MECTHOCTH). OCOOEHHOCTH
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CcOCTaBJICHUS YHU(DULIUPOBAHHBIX (POPM MPUKA30B MO JTUYHOMY COCTaBY,
kacatomuxcs neperona (popma T-5, T-5a), komanaupoanus (popmer T-9, T-9a,
T-10, T-10a).

Odopmiienue ormycka. [IpaBuina u cCpoku MOATOTOBKY rpaduka oTmyckos (Gpopma
T-7). OcoOeHHOCTH COCTaBICHUS YHU(PHUITUPOBAHHBIX (DOPM MPUKA30B IO
TMYHOMY COCTaBY, Kacarouuxcs ormycka (popma T-6, T-6a).

OdopmieHre MOOIPEHMU U B3bICKAHUMN.

Odopmiienne yBoJabHEHUsI paOOTHIUKOB. OCHOBAHUS MPEKPALCHUS TPYI0BOTO
TOTOBOpa B COOTBETCTBHH C HOPMaMU TPYAOBOTO MpaBa; MpaBuiia 0POpMICHUS
MpeKpaleHus TpyAoBoro qoropopa. OTBETCTBEHHOCTh padoToIaTeNs 3a
HE3aKOHHOE YBOJIbHEHUE PaOOTHUKOB.

OCOoOEHHOCTH COCTaBIICHHUS YHH(PUIMPOBAHHBIX (DOPM MPUKA30B 110 INIHOMY
COCTaBY, KacarolMxcsl yBoJIbHeHHs paboTHUKOB (popmbl Ne T-8, T-8a).
[TopsiioK perucTpanuy NPUKa3oB M0 JMIHOMY COCTaBY.

n

1HBIe TOKYMEHTHI, CBSI3aHHBIE C Y4eTOM KaapoB. [IpoBoautcs B popme
[IPAKTUUYECKOro 3aHATUsA. "DOpMBI )KypHAJIOB PETUCTPALIUM JOKYMEHTOB. JINUHbIE
JTMCTKY 10 yYEeTYy KaJpOB, XapaKTEPUCTUKH, BBIITUCKHU, CIIPABKH: PEAHA3HAUEHUE,
coJiep>kaHue, TpeboBaHus K 0(OPMIICHHIO.

JInuHas kapTOUuKa KaK JIOKyMEHT [IEPCOHAIIBHOIO yyeTa paOOTHUKOB
OpraHu3alu.

KaapoBble OTYETHI: BU/IbI, CPOKH 0Ja4H, OTBETCTBEHHOCTb 32

HCIIPCAOCTABJICHUC.
"

DopmupoBaHue U BeleHne JINYHBIX aei. [IpoBoauTcs B popme MpakTUYECKOTo
BaHsATUA. "JInuHOE 1eno pabOTHHKA KaK OCHOBHOW JJOKYMEHT MEPCOHATHLHOTO
yueTa, B KOTOPOM XpaHsATCs Hanboliee OTHbIE CBEJICHHS O COTPYIHUKE U €T0
CITY>KE€OHO eI TeIbHOCTH.

CocTaB ¥ MOCIe0BaTeNbHOCTh JOKYMEHTOB TMYHOTO Jena. OcoOeHHOCTH
COCTaBJICHUS IOKYMEHTOB JIMYHOTO JI€JIa: JINYHOTO JIUCTKA M0 YYETy KaJpoB,
TOTIOTHEHUS K TUYHOMY JIUCTKY, aBTOOMOTpaguu U T.1.

[IpaBumia BbIIauM JUYHOTO Jiea BO BpeMEHHOE Tosib3oBanue. [Topsgox
COCTaBJICHUS OMKCH JINYHOTO jena. [lepenaua nu4HOro /1e1a Ha apXuBHOE
xpaHeHue. CocTaBieHUE 3aBEPUTEIbLHON HAAMUCH JIUYHOTO JIeja.

n

Benenue Tpya10oBbIX KHHKEK U (OPMUPOBAHUE B 3JIEKTPOHHOM BHJIe HHGOpMAIUU
0 TPY/IOBOM AEATEIBHOCTU U TPYIOBOM CTaXke Kax10ro padorHuka. Ilposoaurcs
B (hopme mpakTrueckoro 3anatud. "[lonsTie TpynoBoi KHIKKU. Popma
Tpya0oBOi KHMXKH. HopmaTtuBHO-MeToaMueckas 0a3a, peraaMeHTUpyroIas
MOPSIOK BEICHHUS, 3alI0JIHEHUS TPYIOBBIX KHIKEK, 00eCTieueHusl UMU
paboTtonareneii.

3arnoHeHUEe CBEICHUI 0 paOOTHUKE. 3am0JIHEHUE CBEJICHUN O padoTe.
3aroHEHNE CBEICHUI 0 HarpakIeHNH. 3arl0JIHEHUE CBEIeHUI 00 yBOJIbHEHUHU
(mpexpalieHun TpyA0BOTo 10roBopa). OCOOEHHOCTH 3aM0JIHEHUS CBEICHUN 00
YBOJIBHEHUU U ITpUEMe Ha paboTy B CBS3U C NIEPEBOJOM pabOTHHKA.

BHeceHne N3MEHEHHI 1 IONOJIHEHUH B TPYIOBYIO KHUXKKY. JlyOnmukaT TpyaoBoi
KHIKKH. BbIiadya Tpy1oBOM KHUKKH NP YBOJIBHEHUH (IIPEKPAIIEHUH TPYAOBOTO
oroBopa). BkiiaapI B Tpy10BYIO KHUXKKY.

Yder u XpaHEeHHE TPYIOBBIX KHIKEK. JJOKyMeHTaIus 1o y4ery OJIaHKOB
TPYAOBBIX KHIKEK (IIPUXOIHO-PACXOIHASI KHUTA 10 y4eTy OJaHKOB TPYAOBBIX
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KHIDKEK U BKJIQABIIICH K HUM, KHUTA Y4€Ta ABM)KCHHS TPYIOBbIX KHIKEK H
BKJIQJIBIIICH K HUM).
OTBETCTBEHHOCTb 3a COOJIOAEHUE MOPSIKA BEICHUS TPYAOBBIX KHUKEK.
CBenieHHs O TPYAOBOW ACATEIBHOCTH, (POPMHUPYEMBIE B JICKTPOHHOM BHJIE: BHJIBI
CBEJICHUIl, UX colepxaHue, cnocods! popmupoBanusi. CBOEBPEMEHHOCTh
HaIIpaBJICHUS CBEJICHUN O TPyAO0BOH AesaTenbHOCTH B 11D PO. Tlopsanok
[10JIy4EeHUs CBEIEHUH O TPYJOBOH 1eATEIbHOCTH paOOTHUKOM.

OdopmieHne TOKyMEHTOB IPU MOOLIPEHUHU U TUCHUTUTMHAPHBIX B3bICKAHUI.
[IpoBoauTCS B (hopMe MpaKTHUECKOTO 3aHATHS.. [loHsATHE U BUIBI
MTUCIUIIMHAPHBIX B3BICKAHUM, TOPSAIOK 0hOpMIIEHUS TOKYMEHTOB IIPU
00BsIBJICHUH 3aMeUaHusi, BBITOBOpa, yBoJibHEeHU. [Ipuka3 o noourpenuu,
0COOCHHOCTH COCTAaBJICHHSI COMPOBOXKIAIONICH TOKYMEHTAIlUU

6. @oHI OUEHOYHBIX CPeACTB /Jsi TNPOBeleHHs TMPOMEKYTOUHON AaTTecTAllUM IO
AUcUUNJIMHe (MOJHbIH TEKCT NPUBeeH B NPUJIOKEHUH K padoyeil mporpamMmme)

6.1. Tekyumuii KOHTPOJIb

KOHTpOJ’[LHble 3aJaHUsA WIH
HHBbIC MaTepHaJIbl,

Onucanne
3Taﬂbl HeOﬁX(:)]ﬂMble ,H“.]'lﬂ OIICHKH HokazaTeeii u
3HAaHUH, YMEHHH, HABBIKOB KpUTEDHEB
popmuposanus Mepeuenn (BYHsr: W (W) OnbITA i
No KOMIIETCHUHUH 3.1...3 JesTeIbHOCTH, ! .
Y ¢opmupyembIx ( d...5.n, KOMIIeTeHI Ui Ha
(Tema u3 . XapaKTepH3yIOLIMX 3TANbI
n/n a60ueii KOMIIETEHIHH Y.1...¥V.n, dopmupoBanus PA3IMYHBIX 3TANAX HX
I por AMME no ®I'OC BO H.1...H n) KOMIIeTeHIMii B Ipolecce ?:::Er;::l?z;;‘;’;
p p OCBOCHHUSA oﬁpasoBaTeanoﬁ 100
AUCHHILTAHBI) HporpamMMbi ouenupanus (1o 100-
(HammenoBanne 0aJsIBHOI 1IKaJTe)
OICHOYHOI'0 cpeacrsa)
3.3HaTh COBpEeMEHHBIE
TEXHOJIOTHH U METOJIBI
OTIepPaTUBHOTO
2. Kagposas
TTOK ﬁgHTaHHH' Y TIDABIICHHA OIIEHUBAeTCs
Y ; nepcoHayioM, cocTaB 1 [KoHTponbHast paboTa
COCTaB M BH[IBI; conenKate Nol "Tpe6oBars K apryMeHTHPOBaHH
TpeboBaHUs K P A P OCTb U IIOJTHOTA
1 odopruenmo OI1K-4 TOKYMEHTOB, 0 OpMIICHHIO OTBETOB Ha
p ) COITPOBOKIAFOIIUX PEKBU3UTOB
TOKYMEHTOB; onepaTHBHOE 1OKyMEHTOB" KOHTPOJIbHBIE
IBIDKEHUE B T — BOIPOCHI (5)
OpraHu3aIuu
P s [IEPCOHATIOM, 3HATh
METOJIBI yaeTa
[epcoHana
3.3HaTh COBpeMEHHBIE
TEXHOJIOTHH U METOJIBI
OTIePaTUBHOTO
YIIpaBICHUS -
[EPCOHATIOM, COCTaB U o
coepKanue MIPABUIIbHBII
OTBET Ha BONPOC
2 OIIK-4 JIOKYMEHTOB, Tecr 1 Tecta P
COIIPOBOKIAIOIIUX
onegaTnBéle H oleHuBaercs B 1
6amt (5
yIpaBJieHHE )

MIEPCOHATIOM, 3HATH
MCTOIBI yd€Ta

repcoHasa




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

Heo0X0AMMbIe JUIST OLIEHKH Omucanue
Iranml o1 /Lt oxt nokasareJeii u
MHUDOBAHUS . 3HAHUH, YMCHHH, HABBIKOB KpHTepHeB
¢dopmup . Iepeuenn (3yHbI. H (WIK) onbITa
N KOMIIETCHIIUH 3.1...3 JesITeTbHOCTH. ONCHIBANITH
e (popmupyembix ( .d...2.n, i KOMIeTeHIuii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
n/n N KOMIIeTeHIHii V.1...Y.n, (bopMupoBaH PasIHYHBIX ITANAX HX
paGoueii o ¢dopmupoBanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
IIpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI onexmBanns (o 100-
JUCUMILIHHBI) NpPOrpaMMel u "
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
Y. YMeTh 060CHOBAaHHO
BBHIOMPATH TEXHOJIOTUU
1 METOIbI
OTEePATUBHOTO
3. JlokanbHbIC OIICHUBAECTCS
yIpaBJIeHUS
HOpMAaTUBHBIE . apryMEeHTUPOBAaHH
mepconanoMm u yueta  [Kelic-study
3 |aKTBI IO OIIK-4 N " OCTb M MOJIHOTA
repcoHana, Odopmnenne JIHA
YIIPaBIIEHUIO OTBETOB Ha
COOTBETCTBYIOILINE N
[IePCOHATIOM BOTIPOCHI Ketica (5)
Mpo¢eCcCHo-HATEHBIM
3a1ayam, U ONpeAcsaTh
COCTaB JOKYMEHTOB JJIs
X COMPOBOXKJICHUS
3.3HaTh COBpeMEHHbIE
TEXHOJIOTMH ¥ METOIbI
OTIEPATUBHOTO
YIpaBIeHUS
OIICHUBAETCSA
[IepCOHANIOM, COCTaB U
apryMEeHTUPOBAaHH
CoJlepIKaHue
KonTponbHas pabota OCTb U TIOJTHOTA
4 OIIK-4 TOKYMEHTOB, N "
Odopmnenne JIHA OTBETOB Ha
COMPOBOXKAAIOIINX
KOHTpPOJIbHBIE
ONEepaTUBHOE
BOTIPOCHI (5)
yIpaBjieHUE
[1€pCOHAIOM, 3HaTh
METO/bI yUeTa
nepcoHaia
3.3HaTh COBpEeMEHHBIE
TEXHOJIOTUH ¥ METOJIbI
OTIEpPATUBHOTO
TIpaBJICHUS .
TP KaXK b1
MEPCOHAIIOM, COCTaB U .
MIPaBUIIbHBII
coJlepIKaHue "
5 OITK-4 LOKYMEHTOB Tect "Conepxanue OTBET Ha BOIPOC
conyomxma’}omnx JHA recra
P olleHUBaeTcs B 1
OIEepaTUBHOE
6amn (5)
yIpaBiieHUE
[IepCOHAIOM, 3HATh
METOJIBI ydeTa
repcoHaia
3.3HaTh COBpEeMEHHBIE
TEXHOJIOTHH ¥ METOIbI
OTIEpPATUBHOTO
TIpaBJICHUS N
YT KaXKJIbI
[IepPCOHAIOM, COCTaB U .
4. 3ammura NpaBUJIbHBIN
COJlep>KaHue "
[1epCOHAIbHBIX Tect "[lepcoHanbHble | OTBET Ha BOIPOC
6 OIlK-4 TOKYMEHTOB, "
TaHHBIX ITaHHbBIE TecTa
COMPOBOXKAAIOIINX
[paboTHHKA oneHuBaercs B 1
OIEepaTUBHOE
6amn (5)
yIpaBiieHUE
[IepCOHAIOM, 3HATh
METO/IbI yUeTa
repcoHana
7 5. OI1K-4 H.Bnaners HaBpikamu  [[Ipukassl 1o TMGHOMY [IpaBuiibHO




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

3 HeoOX0AMMbIe VISl OLleHKH Omucanue
Tanbl i
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB nolzca;::e.;zz "
¢dopmupo " Iepeyenn (3YHLI: o (WJIM) ONbITA purep
KOMIICTCHIUH 3.1...3 JesTeTbHOCTH OUCHHBATH
Ne (popmupyembix ( .d...2.n, i KOMIIeTeHIii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
11/[[ . KOMIICTCHIINHN Y.l .. .Y.n dopMuEpoBanus PAa3JIMYHBIX ITanax X
paGoueii ? PMHPC dopmupoBanus
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce i
IIpOI‘paMMbI elloce . “ OIMHCAHHE KA
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (o 100-
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
JlOKyMEHTUpPOBaH HCII0b30BaHUS COCTaBy odopmiteHHBII
1€ IIPOLIECCOB 0a30BbIX coBpeMeHHBIX [Kelic "Odopminenue npukas - 4 6ata
IBUKCHMSL KaIpOB TEXHOJIOTHI U METOJIOB [[IPHKa3a Ha OTIyCK" 4
OTIEpPaTUBHOTO
yIpaBJIeHUs
[epCOHATIOM, UMETh
HaBBIKH 0OopMIIe-HUS
TOKYMEHTOB,
COITPOBOKAAFOIIUX
OIIEPATUBHOE
[yIpaBIeHUE
[IePCOHATIOM, HaBBIKAMU
ydeTa epcoHaa
H.Bnagers HaBbIKaMu
HCTI0Ib30BaHUS
0a30BBIX COBPEMEHHBIX
TEXHOJIOTUI U METOJ0B
OTIepPaTUBHOTO
yIpaBIeHUSA [IpuKkasbl 0 TUYHOMY IIpaBunsHO
[IEpPCOHATIOM, UMETh cocTaB 0(OpMIICHHBIN
8 OIIK-4 N
HaBbeIkH opopmie-Hus  [Keific "Odopmienne npukas - 4 6ama
TOKYMEHTOB, [puKa3a Ha nepeson” 4
COITPOBOKIAFOIIUX
OIIEPATUBHOE
yIpaBJIeHHE
MIepCOHANIOM, HaBBIKAMU
ydeTa nepcoHaa
H.Bianers HaBbIKaMu
HCTIOJIB30BAHHS
6a30BBIX COBPEMEHHBIX
TEXHOJIOTHI U METOJ0B
OIIEPATUBHOTO
[IpuKkasbl 0 TUUHOMY
yIpaBJIECHUs [IpaBunsHO
[IEPCOHATIOM, UMETh cocTasy odopmiteHHBIH
9 OIIK-4 p ’ Keiic "Odopmienne P
HaBBIKK 0OpMIIe-HUS npukas - 4 6anna
[pHKa3a o MpUeMe Ha
TOKYMEHTOB, aGoTy" 4
COITPOBOKIAIOITIX P y
OTIepaTUBHOE
yIIpaBJIeHUE
[IEPCOHATIOM, HaBBIKAMU
ydeTa nepcoHaia
H.Bianets HaBBIKAMH
MCTIOTb30BaHUS
0a30BBIX COBPEMEHHBIX
TeXHOJOrHi 1 MeToJ10B [[IpHKka3bl o TUUHOMY
IIpaBunsHO
OIIEPATUBHOTO COCTaBy oopMITCHHII
10 OIIK-4 YIIpaBJICHUS Keiic "Odopmienne P
npukas - 4 6anna
[IEpPCOHATIOM, UMETh npukasza 00 )
HaBBIKM OOpMIIC-HUSL  [yBOJbHEHUH"
TOKYMEHTOB,
COITPOBOKAAIOIIUX

orepaTUBHOE




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

3Taﬂbl HeOﬁXOHl/lMLle JJISE OIICHKH “02:::;1?122 -
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHEB
¢dopmupo " Iepeyenn (3YHLI: o (WJIM) ONbITA purep
KOMIIETCHIIUH 3.1...3 JesITeTbHOCTH. OMCHHBAHII
Ne (popmupyembix ( .d...2.n, i KOMIIeTeHIii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
n/n 6 . KOMIIeTeHIIMH V.1...¥.n, dopMuEpoBanus Pa3IHYHBIX ITANAX HX
paooueu ®roc BO . (dopmupoBanus,
mno H 1 H n) KOMIIETCeHIIHH B mpouecce
IIpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
JUCUMILIHHBI) - ouenuBans (o 100-
(HammenoBanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
yIpaBiicHUE
[epcoHaioM, HaBbIKAaMHU
ydera nepcoHasa
3.3HaTh COBpEMEHHbIE
TEXHOJIOTMH ¥ METOIbI
OTEePATUBHOTO
YIpaBIeHUS KK
[IEpCOHAJIOM, COCTaB U DABIILHEL
CconepRatiie Tecr OTBIE)‘,T Ha BOIIPOC
11 OIIK-4 TOKYMEHTOB, " JlIOKyMEHTUPOBaHHE TecTa P
COTIPOBOKIAIOIIAX BIDKEHHS KaJIpoB"
onegaTHBHIi)e 1 a Ap olleHHUBaeTcs B 1
oaim (5
yIpaBlieHUE ©)
[IepCOHAIOM, 3HATh
METO/IbI ydeTa
repcoHana
3.3HaTh COBpeMEHHbIE
TEXHOJIOTMH ¥ METOIbI
OTIEpATUBHOTO
yIIpaBJI€HUS e
[1EpCOHAJIOM, COCTaB U .
6. Unble conepmarTe NpaBUJIbHBIN
OKYMEHTBI Tect "JIuunas OTBET Ha BOIIPOC
12 Oy i OIIK-4 TOKYMEHTOB, " P
CBSI3aHHBIC C KapTOUKa TecTa
CONPOBOXKAAIOIINX
y4eTOM KaJpoB oTepaTHBHOS oreHuBaercs B 1
Gan (5
yIpaBlieHUE ©)
MEepPCOHAIOM, 3HATh
METOJIbI yueTa
repcoHasa
3.3HaTh COBpEeMEHHBIE
TEXHOJIOTUH ¥ METOJIbI
ONEepaTUBHOTO
yIpaBJIeHUS
[1EpCOHAJIOM, COCTaB U
CoJlep>KaHue
TOKYMEHTOB,
COMPOBOXKAAIOIINX
OTIEpaTUBHOE
Y TPABIICHHE IIpaBuibHO
7. DopmupoBaHue [epcoHaioM, 3HaTh CamocTosiTenbHas o <1>§ MUCHHOG
13 |u Begenne muanerx|OI1K-4 METOJIBI yaeTa pabota "Odopmienne Hmng [
e repcoHana mUaHOTO Aena
p 6anos (5)

Y. YMeTh 000CHOBAaHHO
BEIOMPATH TEXHOJIOTHU
1 METOJIBI
OIIePaTUBHOTO
YIIpaBJICHUS
[IEPCOHATIOM U yYeTa
[epcoHana,
COOTBETCTBYIOILIUE
npodeccro-HaTbHBIM

3agadaM, 1 ONpCaCIATh




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

Heo0X0AMMbIe JUIST OLIEHKH Omucanue
Jranml o1 Lt ot nokasareJeii u
(l)opMPIpOBaHI/lH 3yH . 3HAHUH, YMCHHH, HABBIKOB KpHTepHeB
. Iepeuenn ( bI: M (MIH) ONBITA oLeHMBARMS
No | KOMIETCHIHA 3.1...3 JAeSITeJbHOCTH. u ”
e (popmupyembix ( .d...2.n, i KOMIIeTeHIii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
n/n N KOMIIeTEeH NI V.1...¥.n, dopMupoRanHs Pa3IMYHBIX ITANAX UX
paGoueii ®roc BO o ¢dopmupoBanus,
o H 1 H n) KOMIIETCeHIIHH B mpouecce
HpOI‘paMMbI oelloce . “ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (o 100-
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
COCTaB JOKYMEHTOB JIJIs
X COMPOBOXKJICHUS
V.¥YMeTh 000CHOBaHHO
8. Benenue BBIONPATH TEXHOIOTUU
TPYZOBBIX KHIKCK 1 METOJIbI
u popmupoBaHne OTEePATUBHOTO CamocTosiTenbHas
B DJIEKTPOHHOM YIpaBIeHUS pabota "Buecenue TpasmbHo
BHIC WHPOPMALIUN [IEPCOHAJIOM H y4eTa  [3AIIUCH B TPYIOBYIO .
14 o TH I[O];bOI; “lomic-4 nepc0Hana a KHIDKKY" Py odopmenHbiii
Py p ’ N 4 OTBET - 4 Oayna (4)
nesITeIbHOCTH 1 COOTBETCTBYIOIIIHC ketic "BHecenne 3ammcu
TPYAOBOM CTaxKe Mpo¢eCCHO-HANBHEIM (B TPYIOBYIO KHIDKKY"
KaXKJI0TO 3amadam, U OIPeaessiTh
[paboTHHKa COCTaB JIOKYMEHTOB IS
X COMPOBOXKJICHUS
V.¥YMeTh 000CHOBaHHO
BBHIOMPATH TEXHOJIOTUU
1 METO/IBI
CamocTosiTenbHas
OTIepPaTUBHOTO "
pabota "Buecenue
yIpaBJICHU
eDCOHANOM 1 viera  [PATHCH B TPYZIOBYIO IIpaBunsHO
15 OI1K-4 P yi KHIDKKY" 0 OpMIICHHBIH
[epcoHana, o
ketic "VcpaBuTh OTBET - 4 Oayna (4)
COOTBETCTBYIOIIHE
HEBEPHYIO 3aITUCh B
Mpo¢ecCHo-HATEHBIM "
TPYAOBYIO KHIKKY
3aadam, U OIpeeIsTh
COCTaB IOKYMCHTOB ISt
X COTIPOBOKICHHUS
3.3HaTh COBpEeMEHHBIE
TEXHOJIOTHH U METOJIBI
OTIepPaTUBHOTO
YIIpaBJICHUS
[IEPCOHAJIOM, COCTaB U IIpaBunbHO
CoJlepKaHUe CaMocTosITenbpHas 3aITOTHCHHBIH
16 OI1K-4 TOKYMEHTOB, pabota "3amnonHeHe ONmaHK TPYIOBOM
CONPOBOXKAAIOIINX TPYJOBOM KHHXKKH" KHIDKKH - 5
OIEepaTUBHOE 6amioB (5)
yIIpaBJICHHUE
[IepCOHAIOM, 3HATh
METOJIBI yaeTa
[epcoHana
3.3HaTh COBpEeMEHHBIE
TEXHOJIOTHH U METOIBI
OTIePaTUBHOTO
YIIpaBICHUS
[IEPCOHAIIOM, COCTaB U .
CamocTosiTenbHas Bce naiineHHbie
coJepKaHUe N
padota "HaiiTi ommOku| ommOKy B O1aHKe
17 OIIK-4 JIOKyMEHTOB, N
B 3aI10JTHEHUU TPYAOBOW KHUKKH
COIIPOBOKIAIOIIUX . "
TPYAOBOM KHUKKH - 5 6annos (5)
OIEePATUBHOE
yIIpaBJICHUEC

MEPCOHATIOM, 3HATh
MCTOIBI y9€Ta

repcoHasa




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

3Taﬂbl Heo0X0AMMbIe JUIST OLIEHKH “02:::;1?::; -
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHEB
¢dopmupo 1 Mepedenn (3YHLI: o (W) ONBITA o ZHHBl:lHPm
No KOMIICTCHIUH 3.1...3 JesTeIbHOCTH, u .
Y ¢opmupyembIx ( d...5.n, KOMIIeTeHI Ui Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
11/[[ . KOMIICTCHIINHN Y.l .. .Y.n dopMuEpoBanus PAa3JIMYHBIX ITanax X
paGoueii ? PMHPC dopmupoBanus
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce i
IIpOI‘paMMbI oelloce . “ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (o 100-
(HammenoBanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
3.3HaTh COBpEMEHHbIE
TEXHOJIOTHH U METO/IbI
OTIEpPaTUBHOTO
yIpaBJIeHUs
9. OpopmicHue [IepCOHAIOM, COCTaB U OIICHUBAETCSA
TOKYMEHTOB IIpH coJiepKaHue Camocrosensias MPaBUIBHOCTD
Y P P padota "OdopmieHne P
18 |[moowmpenun u OIIK-4 TOKYMEHTOB, S odopmIeHHS
[MOOLPEHUIN U
TUCLUIIMHAPHBIX COMPOBOXKAAIOIINX I COOTBETCBYIOIINX
B3BICKaHUH OIEpaTUBHOE IOKYMEHTOB (5)
yIIpaBJIeHUE
[IEpCOHAJIOM, 3HaTh
METOJIBI yueTa
[epcoHana
V.YMeTh 000CHOBaHHO
BBIONPATH TEXHOIOTUU
10. 1 METO/IBI
["ocynapcTBeHHas OTIepPaTUBHOTO [ —
MHCIIEKIUA Tpya yIpaBJICHU
1 Ipoueaypa mepconanoM u yueta  [Ketic-study "IIpoBepku ApryMCHTHPOBAHH
19 OIIK-4 " OCTb M MOJIHOTA
[IpOBEECHUS repcoHana, [UT OTBETOB Ha
[IPOBEPOK COOTBETCTBYIOILINE N
POBEp yiom BOTIPOCHI Ketica (5)
TOKYMEHTaluu Mpo¢ecCHo-HATEHBIM
KaJJpOBOU CITY>KOBI 3a1a4am, U ONpeAessiTh
COCTaB JOKYMEHTOB JJIs
X COIPOBOXKACHUS
Y. YMeTs 060CHOBAaHHO
BBIOMPATH TEXHOJIOTHH
1 METOJIBI
11 OTIepPaTUBHOTO
) YIIpaBJICHUS IIpaBunbHO
CuctemaTtusanus ePCOHATOM K VaeTa CamocTosiTenbHas odopMITeHHas
20 |1 xpaHCHHE OIIK-4 P y padota "OdopmieHne P
repcoHania, w  |HOMEHKJIaTypa Jaem
TOKYMEHTOB HOMEHKJIATYPhI 1€
N COOTBETCTBYIOILINE - 6 6amoB (6)
KaJIpOBOM CITy>KOBI
Mpo¢ecCHo-HATEHBIM
3a1a4am, U oNpeaessiTh
COCTaB JIOKYMEHTOB JJIsI
X CONIPOBOXKICHUS
3.3HaTh COBpeMEHHBIE
TEXHOJIOTHH U METOJIBI
OTIePaTUBHOTO
YIIpaBJICHUS .
KKIBIN
[IEPCOHAIIOM, COCTaB U AR
cotepKanue MPaBWIIbHBII
Tect "HomeHnknarypa | OTBET Ha BOIpPOC
21 OIlK-4 TOKYMEHTOB, N "
ert KapoBoit CITy KOBI TecTa
COIIPOBOKIAIOIIUX
oTepaTHBHOS olieHuBaercs B 1
6amt (5
yIpaBiieHUuE )
[IEpPCOHANOM, 3HATh
METOJIbI yueTa
repcoHaia
HTtoro 100




6.2. IIpomMe:KyTOYHBIH KOHTPOJIb (3a4eT, IK3aMeH)

PaGoyum yueOHBIM IJIAHOM NPEAYCMOTPEH JK3aMeH B cemecTpe 32.
BOITPOCHI JIJ151 IIPOBEPKU 3HAHMIA:

1-ii Bompoc Oumera (40 OamrtoB), BuUA Bompoca: Tect/mpoBepka 3HaHui.  Kputepwuii:
OrneHuBaeTCs MPaBUIBLHOCTh OTBETA HA BOIMPOC. 32 KaXJbI MPaBHIBHBIA OTBET Ha TeCT - 2
Oasna.

Komnerennusi: OIIK-4 Cnoco0eH npuUMeHSTbH COBpPeMeHHbIe TEXHOJOTHHM W MeTOAbl
ONepPaTUBHOIO YNPABJEHHS] MEPCOHATIOM, BeCTH JOKYMEHTALHOHHOE CONPOBOXKIEHHE M
yder

3Hanue: 3HAaTh COBPEMEHHBIC TEXHOJIIOTUH M METO/bI ONEPATUBHOTO YIPABJICHUS MEPCOHAIIOM,
COCTaB U COZIEP)KaHUE JOKYMEHTOB, COIIPOBOKIAIOIIUX ONEPATUBHOE YIPABJICHUE IIEPCOHAIIOM,
3HATh METOJIbI yUeTa MepcoHaa

1. AaMUHUCTpaTHBHAs OTBETCTBEHHOCTh 3a HapylLIEHHE JIEHCTBYIOIIErO 3aKOHO/AATENILCTBA IO
apXUBHOMY JETTy.

2. Benenue nuuHbIX Kaprouek. [IpaBuiia BHECEHUS HCTIPaBIICHUH B TMYHBIE KAPTOUYKH.

3. Beigaua ny0nukaTa U BKJIaIbIIa TPYAOBOM KHUKKH.

4. Knaccugukanus KaJpoBbIX JOKYMEHTOB.

5. Ha3HaueHure WHCTPYKIMH MO JTOKYMEHTAIIMOHHOMY OOECIICYCHHIO YIPABJICHHUS MEPCOHATIOM.
CocraB pa3enos.

6. Opranu3zanys IpoOBEJCHUS 3KCIEPTU3bI LIEHHOCTH JOKYMEHTOB.

7. OcobeHHoCTH pa3pabOTKH U COCTABICHHSI LITATHOTO PACITUCAHUS.

8. OTBETCTBEHHOCTH paboTomaTess U (PU3NYECKUX JIUIl HA HEHAJJIEKAIlee COCTOSIHUE KaJIpOBOM
JIOKYMEHTAIUH.

9. Oopmienue otmycka.

10. Oopmienue nepeBoja pabOTHUKOB Ha JPYyTryio paboTy

11. Odopmnenne npuema paboTHHKOB. CocTaB JOKYMEHTOB, TpeOyeMbIX MpH MpueMe Ha
pabory.

12. Odopmienue npoueayps! yBOIbHEHHsI paOOTHUKOB

13. IlepconanbHble 1aHHbIe paOOTHHKA: cOOp, XpaHEHHE, OTBETCTBEHHOCTb 3a JOCTOBEPHOCTh U
HE3aKOHHOE paclpOCTpaHEHUE.

14. Tlonsatue HOMeHKIaTypsl aAen. [lopsgok cocTaBieHHUs HOMEHKJIATYphl Jel KaapoBOM
CITYXKOBI.

15. TloHaTue cUCTEMBl JOKYMEHTALMOHHOTO OOECHEeYeHHsI YIpPaBJIEHUS IEePCOHAJIOM.
TpeboBanwusi, mpeabsBIIsieMble K 0)OPMIICHUIO PEKBH3UTOB KaIPOBOIl TOKYMEHTAITUH.

16. [Topsiiok BHECEHUS 3alTUCeH O MOOIIPEHUH PAOOTHUKOB B TPYAOBYIO KHIKKY

17. Tlopsimok ohopMIICHHS TIOOIIPEHHUIN W B3bICKAHUIA

18. Topsinok oopMiieHUst TPy I0BOM KHIKKH paboTHUKY. CocTaB pasiesioB

19. ITopsiiok MOArOTOBKY IOKYMEHTOB K ApXUBHOMY XPaHEHUIO.

20. [opsinok hopmupoBanus aein. [Ipu3Haky rpynnupoBKH JOKYMEHTOB B JI€JIa.

21. IlpaBuna BHYTpEHHETO TPYJOBOIO paclopsika: Ha3HAaUeHHUE U MOPSIA0K 0POPMIICHHUS.

22. IlpaBuna odopMIIEHUS TPYIOBBIX KHIDKEK, BHECEHMs JIOTIOJHEHUS M UCIpaBICHUH B
HETPaBUIILHO BHECEHHBIE 3aITHCH.

23. TIpocTble U CI0XKHBIE MTPUKa3bl: 0COOEHHOCTH OPOPMIICHHS.

24. Cocrapnenue u oopMIICHUE OTTUCEH JIeII.

25. TpebGoBaHus, MpeIbABIIEMbIE K 3ar0JIOBKAaM JIeJ1. DJIEMEHTHI 3ar0JI0BKOB JIEI.

26. Yder IBUXEHUS TPYAOBBIX KHM)KEK U BKJIAJBIIICH K HUM.

27. ®opmupoBaHUE U BeeHHE JTUYHBIX Aes. COCTaB JOKYMEHTOB JIMYHOTO JeNa.



TUITOBBIE 3AJIAHIWS JIJ151 IIPOBEPKM YMEHUU:

2-1i Botipoc Ouneta (30 GamnoB), Bua Borpoca: 3amanue Ha ymenue. Kpurepuit: OneHuBaetcs
MPABWJILHOCTH PEIICHUS TOCTABIICHHOW B CUTYAllUU 33/IJaHUH.

Komnerennusi: OIIK-4 Cnoco0eH nNpuUMeHSTb COBpPeMeHHbIe TEXHOJOTHMHM W MeTOAbl
ONEPAaTUBHOIO YNPABJEHUSI MEPCOHAJIOM, BECTH JOKYMEHTAIMOHHOE CONPOBOXKIEHUHE U
yuer

YMmenue: YMeTh 000CHOBAaHHO BBIOMPATH TEXHOJOTHHM M METOJbI OMEPATUBHOTO YIPABIICHUS
NEPCOHAJIOM M YydeTa IepcoHalla, COOTBETCTBYIOIIME IMpodeccuo-HalbHBIM 3aJadaM, |
ONpEIEATh COCTaB JOKYMEHTOB JIJISl UX COIPOBOXKICHUS

3agava Ne 1. 3agaHue Ha 3aM0JHEHUE TUTYJIBHOTO JIMCTA TPYIOBOM KHUKKH

3anaya Ne 2. 3aaHue Ha COCTAaBIEHUE KaJAPOBOrO JOKYMEHTa

TUITIOBBIE 3ATAHIA UL ITIPOBEPKH HABBIKOB:

3-ii Bonpoc Ounera (30 6amwioB), Bua Bompoca: 3ajgaHue Ha HaBbIKU. Kputepwmii: OrieHuBaeTcs
MMPAaBUJIbHOCTH PCIICHUA IIOCTaBJICHHOHU B CUTyalluu 3alaHN.

Komnerennusi: OIIK-4 Cnoco0eH NpHUMEHATh COBPeMEHHbIe TEXHOJOTHMHM M MeTObI
ONIePATHUBHOI0 YIPABJEHHUS IEPCOHATOM, BeCTH JOKYMEHTALMOHHOE CONPOBOXKIEHUE H
yder

HaBbik: Brnanerr HaBbIKaMu MCIIONBb30BaHMSI 0A30BBIX COBPEMEHHBIX TEXHOJOTHMI UM METOOB
ONEPATUBHOIO  YNpPaBJIEHUS [EPCOHAIOM, UMETh HaBBIKMU O(OpMIIe-HUSA JOKYMEHTOB,
COIPOBOKAAIOIINX OIEPaTUBHOE YIIPaBJICHHUE IEPCOHAIOM, HaBbIKAMM y4€Ta IIepcoHalia
3amanue Ne 1. 3amaHue Ha OLEHKY NIPAaBWJIBHOCTH IOJATOTOBKM JOKYMEHTOB K apXMUBHOMY
XPaHEHUIO

3ananue Ne 2. 3ajaHue Ha pa3pabOTKy JOKaJIbHOIO HOPMAaTUBHOIO aKTa

OBPA3EIL] BUJIETA

MUHKCTEPCTBO HAYKH M BBICIIETO 00Pa30BaHusI Hanpagsnenue - 38.03.03 Ynpasnenue
Poccuiickoit denepanuu IIEPCOHAIOM
denepalibHOE TOCYAAPCTBEHHOE OI0KETHOE Hp 0 (1)I/IJ'IB _ praBJ'IeHI/Ie IePCOHAIIOM
00pa3oBaTeNpHOE YUPEKICHHE
BHICIIIETO 06pA3ORAHMs Kadenpa rocynapcTBeHHOTO yrnpaBiIeHUS U
«BAVKAJIBCKHM T'OCYJAPCTBEHHBIN YIIpaBJI€HUs YEJI0BEYECKUMH pPECYpCaMu
YHUBEPCHUTET» HucuuniuHa - JJokyMeHTalluOHHOE

(PI'BOY BO «BI'Y») obecrieueHre pabOThI C IEPCOHATIOM

9K3AMEHAIIMOHHBIN BUJIET Ne 1

1. Tect (40 GamoB).
2. 3amaHue Ha COCTaBJICHUE KaApoBoro qokymeHTa (30 6amioB).
3. 3aganue Ha pa3pabOTKy JOKAJIbHOTO HOpMaTUBHOTO akTa (30 Gamios).

CocraBurenp H.A. Beno6oponosa

3aBeyronuit kageapou b.2K. Tarapos

Padounm yuyeOHbIM mi1aHom npeaycmorpena Kype.pab. B cemectpe 32. [IpumepHble
TeMBbl:



[ToBbrmienne 3¢ (HeKTUBHOCTH KaIPOBOTO JEJIONPOU3BO/ICTBA. .

CoBepllieHCTBOBaHUE KaJAPOBOTO JOKYMEHTOO00OpOTa Ha IPEAIPUITHH. .

AyIUT TOKaTbHBIX HOPMATUBHBIX aKTOB OPTaHU3AIHH..

CoBepllieHCTBOBaHHE MPOLIETYPhl COCTaBIIEHUS TpadrKa OTIIYCKOB..

[ToBbIlIEHHE POJIM KAJPOBOTO JIEJIONPOU3BOICTBA B PELLICHUH 33/1a4 YIIPABJIECHUS IEPCOHATIOM. .
Pa3paboTka cuctembl KapoBOi TOKYMEHTAIIMHU OpraHU3aIiH. .

Pa3pabotka mraTHOrO pacnucaHusl..

JlokyMeHTanbHOe o0ecrieueHre AeITeIbHOCTH KaIpOoBOil CIIy>KObl KOMMEPUECKOH OpraHu3altu. .
OreHka MpaBUIBHOCTH XPAaHEHHS U CHCTEMATHU3aLMU TOKyMEHTOB KaJPOBOM CITY>KOBI..

OneHka NpaBUJIBHOCTH BEICHUS M XPAHEHUSI TPYAOBBIX KHIDKEK OpraHu3aluu. .

AynuT KagpoBOi TOKYMEHTALIMUA OpraHU3aliH. .

AynuT yBOJbHEHUH MepCoHaa..

AHanu3 coOdrofieHusT HOPM TPYAOBOTO 3aKOHOAATENbCTBA TPU O(GOPMIICHHH MPOIETypHI
JBUKEHHS KaJpPOB.

Pa3paboTka HOMEHKIATYpPBI A€ KaJpOBOIl CIIYKOBL..

AHanu3 conepkanusi ¥ oQOpMIIEHUS TPYIOBBIX JOTOBOPOB OpraHU3AIUH. .

[IpaBmiia BHYTPEHHETO TPYIOBOTO PaCIOPsSAKA: OCOOCHHOCTH O(OpMIICHHS W TpeOOBaHUS K
COJIEPKaHUIO. .

CoBepIIeHCTBOBAHNE JOKYMEHTAIIMOHHOTO O0ECTIEYeHHS 3aIUThl M 00pabOTKH MEePCOHAIBHBIX
JTAHHBIX paOOTHUKOB..

OcoOeHHOCTH BEJEHUS BOMHCKOI'O YydyeTa B OpraHM3allud, COBEPIICHCTBOBAHUE €0
JIOKYMEHTAIMOHHOTO 00eCTIeUeHUsI.

JlokymMeHTalmOHHOEe OO0ECIIEYeHHE B3aUMOJICHCTBUS KaJpOBOM CIIYXObl C BHEIIHEH Cpemou
(ITencuonnsiM  pougom PD, Donmom couuanbHOro crpaxoBaHusi, Ciayx00i 3aHATOCTH
HaceJIeHUs U TIp.), pa3paboTKa NpeI0KEHUH 110 €ro COBEPLIEHCTBOBAHHUIO. .

AHanu3 coOdroieHuss HOPM TPYAOBOTO 3aKOHOAATENbCTBA MpU O(GOPMIIEHUH MPOLENyphI
MPEIOCTABIIEHUS OTITyCKA paOOTHUKAM..

AHanu3 coOdroIeHusT HOPM TPYAOBOIO 3aKOHOJAATENbCTBA MpU O(GOPMIEHHH MPOLEAYpHI
nepeBoia pabOTHUKOB Ha JAPYTYIO padoTy..

OcobenHoctu opopMiIeHNs] AUCHUTUIMHAPHBIX B3bICKAHUI.

OcoOeHHoCTH 0OPMIIEHHS KaJIPOBBIX JTOKYMEHTOB MPU MOOIIPEHUN paOOTHUKOB.

OcobenHoctr ohopMiIeHUsT KaAPOBBIX JOKYMEHTOB IIPH COBMELIEHUN IPpodeccuu (JOHKHOCTH).
OcobenHoct 0(hOpPMIICHHSI COBMECTHTEIILCTBA. .

OcobenHocTu y4yeta paboyero BpeMeHuU. Benenue tadenst yuera pabodero BpeMeHH. .
Oco06eHHOCTH TOKYMEHTAIIMOHHOTO OOPMIIEHHUS TIPOLIETYPHI aTTECTAI[UU TIEPCOHATIA. .
CoBeplICHCTBOBAHUE MPOLEAYP PEryJIUpOBaHUS TPYIOBBIX OTHOIIEHHH B OpraHU3allud H
CONPOBOXKAAIOIEH TOKYMEHTAIIHH. .

Opranu3anys apxuBHOTO XpaHEHHs JOKYMEHTOB KaIpOBOl CITyXOBI..

CoBepIlIeHCTBOBaHME  JTOKYMEHTAllMOHHOTO 00ecnedeHus KaJpoOBbIX IMPOLECCOB (HaiM,
oOyueHwue, oruiata Tpy/Ja, MOTUBAIUS TPyAa U Jp.)..

7. IlepeyeHb OCHOBHOM U 10NOJHUTEIbHOM Y4eOHO JMTepaTypbl, HEOOX0AUMOM /I
OCBOCHUS TMCUHMILUINHBI (MOYJIs1)

a) OCHOBHAS JIUTEepaTypa:

1. Kysnenoa H. B. Haranbst BuktopoBHa AyauT KajpoBoil 1oKyMeHTauuu. [yded. mocobue]/
H. B. Ky3nenoga.- Upkyrck: M3n-so BI'YJII, 2010.-288 c.

2. KysnenoB U. H. JlokymeHTanMoHHOE OOecreueHne YIpaBleHUsl MepcoHaloM. pek. YMO
BBICII. 00pa30BaHus. YYCOHUK M TIPAKTUKYM JUIsl TIpukiagHoro Oakanaspuata/ M. H. Ky3nenos.-
M.: FOpaiir, 2015.-520 c.



3. Kysnenosa W.B., Xauarpsu I.A. JlokyMeHTanMOHHOE OOECIEYECHHUE YIPaBJICHUS
MepCoOHANIOM. yueOHoe rmocobue. InekTpoHHsiid pecype/ I'.A. Xauarpsia.- Mocksa: [lamkos u K,
Aii IIu Op Menaua, 2017.-220 c.

4. Ky3uenosa M.B. JlokyMeHTallMOHHOE 00€CIIeUeHHE YIIPABIECHNS IEPCOHATIOM [ DIEKTPOHHBIN
pecypc] : yueOHOe mocobue s OakanaspoB / M.B. Ky3uenosa, I'.A. XauarpssH. — DIEKTPOH.
TekcToBbIe gaHHble. — M. : JlamkoB u K, A# IIu Op Meauna, 2017. — 220 ¢. — 978-5-394-
02325-5. — Pexxum pocryna: http://www.iprbookshop.ru/57135.html

5. JlankoBa, A. I'. JlIokyMeHTalIMOHHOE 00€ecIeueHre YIIPaBIeHUs IEPCOHAIIOM : MPAKTUKYM / A.
I'. JJankoBa. — Omck : OMCKHI TOCyIapCTBEHHBIN TexHuuYeckuii yuusepcuter, 2020. — 54 c.
— ISBN 978-5-8149-3016-3. — Tekcr : snekTponHsbli // IludpoBoii o6pa3oBaTeIbHBIA pecype
IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/115470.html (mata oOGpaiicHus:
08.06.2022). — Pesxum gocTyna: juisd aBTOPU3HP. I0Jb30BATENIEN

0) 1OMOJIHUTE/IbHASA JIUTepaTypa:

1. JdenonpousBoACTBO B KaapoBoil ciyxOe. pek. CoBetom YMO mno ob6pazoBanuio B OOI.
MEHE/DKMEHTa. ydeOHO-TpakT. mocobue st By3os/ M. B. JloBueBa, E. H. I'ankuna, E. B.
I'ypoBa.- M.: [Ipocnekr, 2012.-78 c.

2. Saxouu II.A. Jlenonpou3BoACTBO B KaapOBOH CIyKOe. YIeOHUK. DIEKTPOHHBIA pecypc/
III.A. SIlakoBuu.- Mocksa: FOuuTH-/lana, 2012.-160 c.

3. Poroxxur M. 1O. Jlenonmpon3BoACcTBO B KaapoBO# ciryxkOe. 3-¢ u3n., nmepepad. u gom./ M.IO.
Poroxwun.- M.|bepnun: {upexr-Menua, 2014.-783 c.

4. SlakoBuy 1. A. [lenmonpou3BoACcTBO B KaapoBoii ciyxoe/ III.A. SIakoBud.- Mocksa: FOuuTH-
Hana, 2015.-161 c.

5. AnpapeeBa B. U. Jlenonpou3BoaCcTBO: OpraHu3aiusi 1 BeJeHUE. peK. Yuel.-MeTo/. [EeHTPOM
"Knaccuueckuii yueOHUK". yueb.-pakT. mocobue Ui By30B. 3-e u3., nepepad. u gom./ B. U.
Amngnpeesa.- M.: KnoPyc, 2010.-294 c.

6. Kysnenosa W.B., Xauwatpsn I.A. JlokymMeHTanumoHHOe oOOecleueHue yrpaBJIeHUsS
MepcoHasIoM. yueOHoe rmocobue. InexTpoHHsiid pecype/ I'.A. Xauarpsin.- Mocksa: [lamkos u K,
At [Tu Op Menua, 2014.-220 c.

7. llonoBuu E. E. JlokymeHTanmonHoe obecrneuenue ynpasieHust nepconanom/ E. [lonosuu.-
Open6ypr: OI'Y, 2014.-112 c.

8. JIOKYMEHTAIlMOHHOE 0O0ecleueHrne VIPABJICHHWS . YYCOHMK JUIs CTYACHTOB BY3O0B,
00YyJarouIuxcsi 10 HAaNpaBJIEHUSIM «DKOHOMHUKA» M «MEHEDKMEHTY», CHEelHUaTbHOCTIM
«MubopMaTHKay, «JIOKYMECHTOBEACHUE W JIOKYMEHTAIIMOHHOEC O00ECIICUCHHE YIPABICHUS,
«ABromaTtusamms u ynpaiaeHue» / A. C. I'punbepr, H. H. T'op6aués, H. H. I'op6auén, O. A.
Myxametimmaa. — Mocksa : KOHUTU-JTAHA, 2017. — 391 ¢. — ISBN 978-5-238-01770-9. —
Tekcr : anekTpoHHbIN // DnekTpoHHo-O0ubanoreunas cuctema IPR BOOKS : [caiiT]. — URL:
https://www.iprbookshop.ru/71213.html (;mara o6pamenus: 31.05.2021). — Pexum gocTyma:
JUISL aBTOPU3UD. MTOJIb30BaTEICH

9. SakoBwu II1.A. JIenompou3BOACTBO B KaJIPOBOKN CIIyk0Oe [DIEKTPOHHBIN pecypc] : yIeOHHK
JUISL CTYJICHTOB BY30B, oOydarImxcs 1o crneranbHoctu 062100 «YmpaBiaeHUue nepcoHaaomy /
LI.A. SIlakoBHrY. — DIIEKTPOH. TeKcToBbIe AaHHbIe. — M. : KOHUTU-JJAHA, 2015. — 160 ¢c. —
5-238-01076-1. — Pexkum gocryna: http://www.iprbookshop.ru/52462.html

8. Ilepeuenb pecypcoB HHGPOPMANUMOHHO-TEJIEKOMMYHUKANUMOHHOH ceTH «MHTepHeT»,
HEe00XOIMMBIX VISl OCBOCHHUS AUCUMILIMHBI (MOAYJIsA), BKJIOYasA NPodecCHOHATbHBIC 0a3bl
JAAHHBIX M1 HTHPOPMALMOHHO-CIPABOYHbIE CHCTEMBI

JUisi OCBOGHMS JUCHMIIMHBI OO0YYarolmeMycsi HEOOXOAWMBI CJIEIYIOIIUE PEecypChl
MH(}OPMallMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTn «HTepHEeT»:
— Caiit baiikanbckoro rocy1apcTBEHHOTO YHHUBEPCUTETa, ajpec nocrtyma: http://bgu.ru/, noctyn
KPYTJIOCYTOYHBIM HEOTPaHUUEHHBIN U3 110001 Touku MHTEpHET
— HR-nopran (coobmectBo npodeccronanon), aapec aocrtymna: http:// www.hr-portal.ru. goctym
HEOIPaHWYEHHBIN
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— UBUC - YHuBepcaibHble 0a3bl NaHHBIX, afpec qocrtyma: http://www.dlib.eastview.ru/. goctymn
KPYTJIOCYTOYHBIM HEOTPAaHWUYEHHBINH M3 JF000M TOYKHM WHTEpHET Mpu yCIOBUU PETUCTPAIUU B
bBI'y

— Caiit ns HR-menemxkepoB, anpec nocryna: http://www.hrm.ru. 1ocTyn HeorpaHHYCHHBIH

— CropaBOYHUK MO TPABONMHUCAHHIO, TPOU3HOIICHHUIO, JTUTEPATYPHOMY PEIAKTHPOBAHUIO, apec
noctyna: http://evartist.narod.ru/text1/20.htm. gocTyn HeorpaHUYCHHBIHA

— DrnekTponHO-OMbMMoTeuHas cucrema [PRbooks, anpec gocryma: https://www.iprbookshop.ru.
JOCTYI HEOTPAaHHYCHHBIH

9. MetoauyecKue yKazaHUs 1JIs1 00y4ar0IHUXCs 110 OCBOCHUIO JMCIUILIHHBI (MOAYJIsT)

W3yyars AMCUMILTUHY PEKOMEHIYeTCS B COOTBETCTBUU C TOM MOCIEAOBATEIbHOCTHIO,
KOoTOpasgs o0Oo3HaueHa B €€ cojepKaHWW. J{JIs yCIemIHOro OCBOCHHMS Kypca OOydarommecs
JMOJKHBl HMMETh IIEpBOHAYANbHBIE 3HAaHUA B 00JaCTH HWHGOPMALMOHHBIX TEXHOJOTHIA,
MH(OPMALIMOHHBIX TEXHOJIOIMI B MEHEPKMEHTE, YIIPaBJICHUS [IEPCOHAIIOM OpPraHU3al|H.

Ha nexkumsix mpernopaBatenb 03BYYMBAET TEMY, 3HAKOMUT C MEPEUHEM JIUTEPATYpPhI 11O
TeMe, OOOCHOBBIBAET MECTO W pPOJIb STOW TEMbl B JaHHOW JUCHMIUIMHE, PAaCKPHIBACT €€
MpakTHYecKoe 3HadeHue. B xoJe Jekinuil cTyleHTy HeoOXOAUMO BECTH KOHCIEKT, (PUKCHPYS
OCHOBHBI€ ITOHATHUS U MPOOJIEMHBIE BOIIPOCHI.

[IpakTnueckue (ceMUHAPCKUE) 3aHATHS MO CBOEMY COJIEP>KAHUIO CBSI3aHBI C TEMATHUKOU
JCKIIMOHHBIX 3aHATHIA. HauMHATh MOATOTOBKY K 3aHATHIO 1[EI€CO00pa3HO C KOHCIIEKTA JICKIUH.
3amaHue Ha TpPaKTHYECKOe (CEMHHApPCKOE) 3aHATHE COooOmaeTcss oOydaroImuMces A0 €ro
nposeneHus. Ha cemuHape npenopaBarenb OpraHu3yeT OOCYXAEHHME ITOW TEMbI, BBICTyHAas B
KauecTBE OpraHuM3aTropa, KOHCYJIbTaHTa U HKCIEpTa y4eOHO-IIO3HABATEIbHOU AESITENbHOCTU
00ydJaromerocs.

N3ydenne quciUmminHbl (MOIyJisl) BKIIOYAET CAaMOCTOSATENbHYIO paboTy 00ydaroIerocs.

OCHOBHBIMU BUJaMH CaMOCTOSITEIbHOM PabOThI CTY/IEHTOB C Y4acCTHEM IpernoaaBaTesiei
SABJISIOTCA:

* TEKYIIHE KOHCYJbTallUH;

* IpUEM U pa300p JOMAIIHUX 3aJaHUM (B 4achl MPAKTUYECKUX 3aHITHIA);

* BBIIIOJIHEHHE KYPCOBOI pabOoThI (PyKOBOJCTBO, KOHCYJIBTUPOBAHUE U 3aLIUTa KYPCOBBIX
paboT B Yackl, IPEeTyCMOTPEHHBIE YIEOHBIM IIJIAHOM) U JIp.

OCHOBHBIMU BUJAMH CaMOCTOSITEJIbHON pabOThI CTY/IEHTOB 0€3 ydacTusi IpernoaaBaTess
SABJISIOTCA:

* popMUpOBaHUE U YCBOCHHUE COJIEPKAHMS KOHCIIEKTA JIEKINI Ha 0a3e peKOMEH/I0BaHHOU
yueOHOM JuTepaTypsl, BKIOYas WH(OpMaIMOHHBIE 00pa3oBaTeNbHBIE PECYPCHI (IEKTPOHHBIC
y4€OHUKH, JIEKTPOHHbIE ONOINOTEKH U JIp.);

* CaMOCTOSITENIbHOE H3yYeHUE OTIENbHBIX TEM WM BOMPOCOB MO YUYeOHUKAM WITU
y49eOHBIM TTOCOOHSIM;

* MIOATOTOBKA K CEMHHApaM U J1ab0paTOpHBIM paboTaM;

* BBINMOJIHCHUE IOMAIIIHUX 33/IaHHii B BUJIC PEIICHHs CUTYAIIMOHBIX 3a1aHui (Keiic-Study)
M0 OTJEIBHBIM pa3jiesiaM COACpPKaHUS TUCUUILIINH U JIp.

10. ITepeyenb MHGPOPMALMOHHBIX TEXHOJIOTMI, HCIOJIb3yeMbIX MPH OCYLECTBJICHUMN
o0pa3oBaTe/ILHOIO Mpolecca Mo JMCHUIINHe (MOAYJ110), BK/IIOYasi epevyeHb
NMPOrpaMMHOI0 o0ecredeHnst

B ydeGHOM mpoliecce UCOIb3yeTcs cieaytoliee NporpaMMHOe oOecTieueHue:
— MS Office,
— Koncynprantlntoc: Bepcus [Ipod - nHdopmarmonHas cripaBodHas CUCTEMa,



11. Onucanne MaTepuaIbHO-TEXHUYECKOH 0a3bl, HEOOXOAMMOI1 VISl OCYILIeCTBJICHUSA
00pa30BaTeJbLHOIO NMPoLecca Mo JUCHUIVIUHE (MOIYJII0):

B ydeGHOM mpoliecce UCTIONIb3yeTes Caeayromiee 000pyI0BaHHE:
— IlomeneHus 17151 CaMOCTOSITENIbHOM pabOThl, OCHAIIICHHbIE KOMITBIOTEPHON TEXHUKOI C
BO3MOXKHOCTBIO TIOJIKITFOUeHHS K ceTr "MHTepHeT" 1 o0ecniedeHrneM J0CTyIa B AICKTPOHHYIO
nH(pOpPMallMOHHO-00pa30BaTEIbHYIO Cpeay BY3a,
— Y4eOHble ayIUTOPUU JJIs IPOBEACHUS: 3aHATHUH JIGKIIMOHHOTO TUIIA, 3aHATUH CEMUHAPCKOTO
TUIIA, TPAKTUYECKUX 3aHATUM, BBIMOJIHEHUS KYPCOBBIX paboT, IPYNIOBBIX U HHIMBUAYAIbHBIX
KOHCYJIbTAIIMH, TEKYILIET0 KOHTPOJIS U MPOMEXKYTOYHOM aTTeCTAllMK, YKOMIIJIEKTOBAHHbIE
CHEIHAIN3UPOBAHHON MEOEBIO0 U TEXHUYECKUMU CPEACTBAMH 00yUYeHHUS,
— KoMnbrorepHsii Kiacce,
— Habopsl 1eMOHCTpalimoHHOTO 000pyI0BaHuUs U Y4eOHO-HArJISAHBIX TOCOOUI



