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

Astop H.A. Benoboponosa
PaGouas mporpamma o6cykaeHa 1 YTBEPKICHA HA 3aceTaHuH KadeaIpbl
rOCYJIapCTBEHHOTO YIIPABIICHUSI U YIIPABIICHUS YEIIOBEUECKUMU PECYpPCaMu

3aenyrommii kadeapoit b.)K. Tarapos



1. Hesn n3yyeHns JMCHUIIHHBI

Lenbto ocBoeHUS AUCHUIUIMHBI «JloOKyMeHTanmoHHOe o0ecreueHue padoThl C
HEepCOHANIOM» sIBIsieTCs (OPMUPOBAHME 3HAHWUI M HABBIKOB [0 OpraHM3aldd pPadOThHl C
OpPraHU3aIMOHHO-PACTIOPSAUTENBHON ¥ MH(QOPMAILIMOHHO-CIIPABOYHOM  JTOKYMEHTAallUEeH,
perIaMeHTHPYIOLIeH AEeATeNbHOCTh AODKHOCTHBIX JIMIl OpPTraHU3aliy, (GYHKIUU U MPOLETYPHI
YIIPABJICHUS IEPCOHATIOM B OpraHU3ALNH.

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,
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
ONPEIEIATh COCTAB JJOKYMEHTOB JUISl UX COITPOBOKICHUS
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  auctumuiuael - BJIOK 1 JUCHUIUVIMHBI  (MOOYJIN):
O0s3aTenbHast 4acTh.

[IpenmecTBytonyue TUCHUIUIMHBI (OCBOCHHE KOTOPBIX HEOOXOAMMO ISl YCIENIHOTO
ocBoeHus AaHHoM): "MHpopmannoHHble TeXHOIOTUN"

4. O0beM AUCOMILIMHBI (MOYJI51) B 3a4€THBIX eIUHULAX C YKa3aHHEM KOJIH4eCTBA
aKajgeMHYecKHMX YacoB, Bbl/leJIeHHbIX HA KOHTAKTHYI0 padoTy 00y4aroimuxcs ¢
npenojaasareseM (110 BUAaM y4eOHbIX 3aHATHII) U HA CAMOCTOSITEJILHYIO PadoTy
o0yJaromuxcs

OO6mast Tpy10eMKOCTh TUCIUIUTHHEBI COCTaBIsIeT 4 3a4. e1.,144 Jacos.

Bun yuebHol paboThl KonnuecTBo yacos
KonrtakTHasi(ayauTopHas) pabora

Jlexknuu 36
[TpakTnaeckue (cem, 1ab.) 3aHATHUS 0




CamocTosTenbHas pa60Ta, BKJIIOYas MOoATOTOBKY K 5K3aMCHaM U
3adcTamM

108

Bcero uacos

144

5. Conep:kanme IMCHUIIMHBI (MOIYJIfA), CTPYKTYPUPOBAHHOE MO TeMaM (pa3jaesiaMm) ¢
YKa3aHHeM OTBeIeHHOI0 HA HUX KOJIMYeCTBA aKaJeMUYeCKUX YaCOB M BUIOB Y4eOHbIX
3aHATHH

5.1. Conep:xanue pa3iesioB TUCUUIIIMHBI

U TPYIOBOM CTaxe
Ka)KJI0TO pabOTHHKA

Cemunap| Camo- |B unTepa-| ®opMbl TeKylIero
Ne Pa3nen nu tema Ceme-| JIek- p p“ p ym
JlaGopar.| cTOAT. | KTUBHOM KOHTPOJIA
n/n AUCHUTLTHHBI CTp | uMu
IIpakTny. paod. popme yCIeBaeMOCTH
1 [BBemeHue B Kypc 32 2 0 8
Tecr 1.
Kanposas
TOKYMEHTAIUA: COCTaB U Konrponbras
BI/I,Z[?::\'/IT 660Bai{1/1;1 K pabora Nel
2 > TP 32 5 0 8 "TpeGoBanMs K
0(hOpMIICHUIO
odopmiteHn O
TOKYMEHTOB; JIBI)KEHUE
PEKBU3UTOB
B OpraHu3aluu "
JIOKYMEHTOB
Tect "Conepxanue
MoKabHLLE JIHA". Keiic-study
HOPMATHBHBIE aKTHI 110 "Ogopmerne
3 yng ABICHIO 32 5 0 8 JIHA". KonTpomnpHas
abota
MEpCoOHAIOM " P
Odopmienue
JIHA"
3amuTa nepcoHaIbHBIX Tecr
4 P 32 2 0 6 "IlepconanbHbIe
TaHHBIX paOOTHUKA N
JTAaHHBIE
Tect
J/loxyMeHTHpOBaHUE " JIoKyMEHTUPOBaHUE
S |[MpOLECCOB ABUKEHUS 32 8 0 6 JBUKEHUS KaapoB'.
KaJ[pOB ITpuxkasel o
JUYHOMY COCTaBY
HbIe TOKYMEHTBI
FLOKYM ’ Tect "JIuunas
6  |CBA3aHHBIE C YUYETOM 32 2 0 6 "
KapTouka
KaJIpOB
CamocrosiTenbHas
7 DopmMupoBaHue U 3 ) 0 6 pabota
BEJICHUE JIMYHBIX J1E]T "Odopmnenue
JIMYHOTO neia'
BeterHe ThYIOBBIX CamocTosiTenbHast
CHUDKEK 1 Py pabota "3anonHnenue
TPYAOBOM KHMKKH'".
dbopMupoBaHUE B
S IEKTPOHHOM BHIE CamocrosTensHas
8 | q)opMauHH ; 32 | 4 0 6 pabota "Haiitu
pma OIIMOKY B
TPYIOBOH AESITETLHOCTU
3aMOJIHEHUU

TPYAOBOM KHUXKKHU".
CamMocTosTenbpHas




Ne Pasien 1 TeMa Ceve-| JTek- Cemunap| Camo- |B HHTepa- ®opMbI TEKYLIETO
Jlabopart.| cTOAT. | KTUBHOI KOHTPOJIA
n/n AUCHHUILIMHBI CTp | HuM
IIpakTnu. pao. ¢opme yCneBaeMoCTH
pabota "BHecenue
3alUCH B TPYAOBYIO
KHIDKKY"
OdopmieHue CamocTosiTenpHast
TOKYMEHTOB TIpU pabota
9 |moourpeHuu u 32 2 0 6 "Odopmnenue
TUCLIUIINHAPHBIX HOOLIPEHUN U
B3bICKAHUI B3bICKaHUU"
['ocynapcTBeHHas
WHCIIEKIUS TpyAa U
[poLeaypa MpoBeIeHUs Keiic-study
10 32 2 0 6 " "
[MPOBEPOK [Ipoepku 'NT
TOKYMEHTaluu
KaJIpOBOH CITy>KOBI
Tect
"HomeHnkinarypa nen
CuctemaTu3zanus u KaJIpOBOM CITy>KObI".
11 [xpaHeHHe TOKYMEHTOB 32 2 0 6 CaMocTosTenbHast
KaJpOBOM CITy>KOBI pabora
"Odopmnenue
HOMEHKJIaTyphl Aen"
NTOTI'O 36 72
5.2. JlekunoHHbIE 3aHATHS, UX COJEpP/KaAHHE
No Haumenosanue
Conepxanue
/1 pa3zienoB U TEM
O61ee mpeacrasiaeHue Kypca. Haznauenue u cogepxanue Kypca.
CBs13b Kypca ¢ y4eOHBIMU AUCHUIUIMHAMU. 3HaUE€HUE Kypca B
1 [BBenenwue B Kypc [OJrOTOBKE CHEUAJINCTOB 10 YIIPABJIECHUIO IEPCOHATIOM.
3akoHOJaTeNbHAs! 1 HOPMAaTUBHO-METOANYECKAsl perjaMeHTalusl
KaJIpOBOH JI€ATEIbHOCTH
[lomHOMOYMS TOCYAApCTBEHHOM MHCTIEKIMHK Tpyaa. [Ipouenypa n
[paBUjIa MPOBEAECHUS MPOBEPOK COOIIOIEHUS JIEHCTBYIOIIETO
["ocynapcTBeHHas 3akoHoAarenbcTBa. Buabl nposepok. [Topsnok odhopmnenus
WHCIEKLUSA TPYAA U [MEPONIPUATUI MO KOHTPOJIIO.

1o [poueaypa CocTaB T0KyMEHTOB, TpeOyeMbIX OpraHaMH HaJa30pa U KOHTPOJIS

[TPOBEIEHUS IIPOBEPOK [IPU IPOBEACHUN ITPOBEPOK.
TOKYMEHTAI1 OTBETCTBEHHOCTh pabOTOATENs 32 HAapylIeHHE AeHCTBYIOLIETO
KaJJpOBOM CITy>KObI 3aKOHOJATEILCTBA O TPY/IE U HErpaMoTHOE oopMiIeHHEe KaJpOBOi
mokymeHTauuu, Boznaraemas Tpynoseim Konekcom PO u
KozekcoMm 00 aAMUHUCTPATUBHBIX IPABOHAPYIICHHUSIX.
[TonsiTe HomeHknarypsl fei. [lopsanok cocraBiaeHus
CucremaTuzanus 1 [HOMEHKJIATYPHI /1€ KaJpoBoil ciyxObl. TpeboBaHus,
XPaHEHUE TOKYMEHTOB IPEABSBIIAEMBIE K 3ar0JIOBKaM JIeNl. DJIEMEHTBI 3ar0JI0OBKOB JIE.

11 [kagpoBoii ciyx0bl.  ([IpaBuia rpynnupoBKU JOKYMEHTOB B Jiea, 0(pOpMIICHUS
Homenknarypa gen  [3arosioBkoB Jei. [IpusHaku rpynnupoBKy JOKYMEHTOB B JIE€IA.
KaJIpOBOH CITYKOBI [TopsiI0K MOArOTOBKHM TOKYMEHTOB K apXUBHOMY XPaHEHUIO.

Knaccugukaius JOKyMEHTOB IO CpoKaM XpaHeHus. TpeboBaHus,




/o

Haumenosanue
pa3liesIoB U TEM

Coneprxanue

NpebsIBIsIEMbIC ADXUBHBIMU CIY)KOaMH K IOKYMEHTaM,
CAaBACMbIM B apXUB. OpI‘aHI/ISaL{I/IH MMPOBCACHUA SKCIICPTU3BI
[ICHHOCTH JJOKYMEHTOB.

YactuuHoe U nonHoe opopmienue aei. [lopsaaok opopmiueHus
00JIOKEK JIeJT TIOCTOSIHHOTO ¥ BPEMEHHOT'O CPOKOB XPaHEHHUS.
Cocrasienue u opopmiienue onuceit nen. CocraBicHue
3aBEpUTEIHHON HAIIHCH JeNa.

A,HMI/IHI/ICTpaTI/IBHaSI OTBCTCTBCHHOCTD 3a HAPYIICHUC
NeWCTBYIOIIETO 3aKOHOAATENILCTBA 110 APXUBHOMY JICITy.

Kanpoas
TOKYMEHTAIUs: COCTaB
1 BUJIbI; TPEOOBAHUS K
odopmITeHHIO
TTOKYMEHTOB;
IIBH)KEHUE B
OpraHU3aIHH

[ToHATHUS «IOKYMEHT», «TOKYMEHTOOOOPOTY, «JOKYMEHTALIMOHHOE
o0ecreyeHue yrpaBieHUsI».

[ToHsTHE U 3HAYEHHUE KaIpOBOM JoKyMeHTanuu. Kinaccupukamus
KaJpOBOM NOKyMeHTauuu. OTIINYUA KaApOBOW U yIIPaBICHYECKON
nokymeHTaluu. OCHOBHBIE BUJIbI JOKYMEHTOB KaJpOBOI CITy>KOBI,
0COOEHHOCTH UX COCTABJICHMUS.

OcCHOBHBIE TPEOOBAHMS, TPEIBSIBIIIEMbIE K 0()OPMIICHUIO
TOKyMEHTalMK, IPeAyCMOTpeHHbIe ['0cy1apCcTBEHHOM CUCTEMOI
TOKyMEHTAllMOHHOT0 o0ecrnieueHus ynpasieHus. [lopsiok
00pabOTKU U PEruCTpali JOKYMEHTOB, UX MHJEKCALIUU.
Perucrparnmonnsie GopMbl U UX 3anonHeHue. KoHTpoib
VICIIOJIHEHUS TOKYMEHTOB. OCHOBHBIE OTJIMYMS B IOJATOTOBKE
[IPOCTBIX U CJIOKHBIX IPUKA30B. YUET crieluuKu
PacopsAUTEIBLHOTO JEHCTBHS IPU COCTABICHUM ITPUKA30B 110
[pUEMY, IEPEBOJY, YBOJIbHEHUIO PAOOTHHUKOB.

[TopsnoK BU3MPOBaHUs IIPUKA30B 110 IMYHOMY COCTaBY, UX
perucTpanuu

JlokanbHbBIC
HOPMAaTHUBHBIE aKThI 110
YIIPaBICHUIO
[epCOHATIOM

[ITaTHOe pacniucanue (ct. 57 Tpynosoro Konekca PO)— dopma
[ITaTHOTO pacnucanus. [IpaBuia BHyTpeHHEro TpyA0BOTO
pacropsiika Kak JOKaJIbHbIM HOPMAaTUBHO-IIPaBOBOM aKT,
KOHKPETH3UPYIOLINI MOPSIIOK PETyIUPOBAHUS KIIFOUEBBIX
BOIIPOCOB COLIMAJIBHO-TPY/OBBIX OTHOILIEHUI HA NPEANPUATHH.
001K MOpsAI0K MOATOTOBKH IOKYMEHTa B COOTBETCTBUU CO CT.
190 TK P®. Ocobennoctu ohopMiieHUs TpaBUJI BHYTPEHHET O
TPYZOBOI'O pacropsiika, Coiep>KaHne BOIPOCOB, KOTOPbIE
OTpakaroTCsl B PAaBUJIaX BHYTPEHHETO TPYAOBOIO pacopsaKa.
OcoOeHHOCTH 00palleHus ¢ TEPCOHATBHBIMY JaHHBIMU
PabOTHUKOB B COOTBETCTBUH C MosioxkeHusiMu riasel 14 TK PO.
TpebGoBanus k 06pabOTKe MEPCOHATBHBIX JaHHBIX paOOTHHKA.
[TpaBuia nepegaun nH(GOpMAIMK, CoepKalei CBEACHUS O
paboTHUKe, TpeThUM JiniaM. OTBETCTBEHHOCTD JTOJKHOCTHBIX JIMII,
BUHOBHBIX B HApYILIEHUU HOPM, PETYIHPYIOIINX NOTyYEHHE,
00pabOTKy M 3aIlIMTY MIEPCOHATBHBIX TAHHBIX pa0OTHHKA.
WHCTpYKIIMS IO JOKYMEHTAIIMOHHOMY 00€CIIeUeHHUIO YIPaBICHUs
nepcoHanioM npeanpuatus. CTpyKTypa U coliep:KaHue pa3/iesioB
nmaHHoro okymenra. [lonoxenue 06 ormyckax. [lonoxenue o
KOMaHJIHPOBKaX.

Sammra
[IEPCOHAIBHBIX
TaHHBIX PaOOTHHUKA

[ToHsITHE TIEPCOHANBHBIX JAHHBIX, COEPKAHNUE TTEPCOHATBHBIX
naHHbIX. O0nMe TpeGoBaHus Mpu 00padOTKE MEPCOHATBHBIX
TAaHHBIX PAa0OTHHUKA U TAPAHTUU MX 3AILUTHL. XpaHEHUE U
MCTI0JIh30BaHUE MTEPCOHABHBIX TAaHHBIX paboTHUKOB. [lepenayua




/o

Haumenosanue
pa3liesIoB U TEM

Coneprxanue

[epPCOHANBHBIX JaHHBIX paboTHUKA. [IpaBa paOOTHUKOB U
OTBETCTBEHHOCTH pa0OTOIATEINS B LIEISX 00CCIICUCHHS 3AIIUThI
[EePCOHAIBHBIX JAaHHBIX, XPAHAIUXCS Y paboTOIaTeNs.

JloKyMeHTUpOBaHUE
[TPOIIECCOB JIBHXKCHHUS
KaJpOB

JloKyMeHTHpOBaHHE MpoIecca ABIKEHHS KaIpOB Ha MPEIIPUATHH
KaK BakKHeWIIas GyHKIMS OTAeNa KaapoB. Bunabl npmxeHus
Ka7poB. Cxembl pueMa, IepeBo/ia, YBOJIbHEHUS PAOOTHHKOB.
Odopmnenne npuema paboTHUKOB. COCTaB IOKYMEHTOB,
TpeOyeMBbIX MPH MpreMe Ha paboTy B COOTBETCTBUU C TpynoBBIM
Konexcom PO.

[Topsi10K 3aKITIOYEHUS TPYIAOBBIX JOTOBOPOB C IOCTOSTHHBIMU U
BPEMEHHBIMU PaOOTHUKAMH.

OCOOEHHOCTH COCTaBIICHUS YHH(PUIIMPOBAHHBIX (JOPM IPUKA30B 110
ITMYHOMY COCTaBY, Kacatouuxcs npuema (dopma T-1, T-1a).
Odopmienue nepepojia, NEPEeMEIICHHs, KOMaHAUPOBAHMS
paboTHNKOB. OcO6eHHOCTH 0(hOPMIICHUS K OCHOBAHUS PA3IMYHbIX
BHJIOB TIepeBo/Ia (MepEBO Ha IPYTYIO paboOTy HA TOM Ke
MpeINPUATHH; IEPEBOJI HA paboTy Ha APYroe NpeanpusTue;
MepeBo/1 Ha paboTy B APYTYI0 MECTHOCTDH). OCOOEHHOCTH
cOoCTaBlieHUS! YHU(DUIIUPOBAHHBIX (POPM MPUKA30B MO TUIHOMY
cocTaBy, Kacarommxcs neperoza (popma T-5, T-5a),
koMaHaupoBanus (popmel T-9, T-9a, T-10, T-10a).

Odopmnenue ornycka. [IpaBmia u cpoku moAroTOBKU rpaduka
otmyckoB (popma T-7). OcoOeHHOCTH COCTaBICHUS
YHU(PHUIIMPOBAHHBIX ()OPM MPUKA30B 10 JINYHOMY COCTaBY,
Kacarolmuxcs otmycka (¢popma T-6, T-6a).

OdopmieHne moopeHnit U B3bICKaHUMN.

OdopmiieHne yBOJIbHEHUSI paOOTHUKOB. OCHOBaHUS MPEKpaIeHUs
TPYZOBOTO JIOTOBOPA B COOTBETCTBHH C HOPMaMH TPYIOBOTO
npaBa; MpaBuiIa opopMIIeHNs IPEKpaIeHUs] TPYAOBOTO JJOrOBOpA.
OTBETCTBEHHOCTh pab0TOAATEINS 32 HE3AaKOHHOE YBOJIHHEHUE
pabOTHUKOB.

Oco0eHHOCTH cOoCTaBleHUs! YHU(ULIMPOBAHHBIX (DOPM MTPUKA30B IO
ITMYHOMY COCTaBY, KaCalOIIMXCs YBOJIbHEHUSI PaOOTHUKOB ((hOpMbI
Ne T-8, T-8a).

[TopsiioK perucTpanuu NpuKa3oB Mo JUYHOMY COCTaBY.

HbIE TOKYMEHTHI,
CBSI3aHHBIE C YUYETOM
KaJpOoB

@®opMBbI KYpHATIOB PETUCTPAIIMH JOKYMEHTOB. JIMYHBIE TUCTKH IO
yUeTy KaJIpOB, XapaKTEPUCTUKH, BBIMUCKH, CIIPABKU:
MpeHa3HauYeHue, CoJiepKaHue, TpeOoBaHUs K 0(hOPMIICHHIO.
JlndHas kapTouka Kak JOKYMEHT MePCOHATBHOIO yueTa
pPabOTHUKOB OpPraHU3AlIHH.

KanapoBble OTUETHI: BUABI, CPOKU MOJ1a4l, OTBETCTBEHHOCTb 32
HETIPEI0CTABIICHHE.

DopMupoBaHuE U
BEJICHUE JINYHBIX ]I

JInuHoe 1e10 pabOTHUKA KaK OCHOBHOM TOKYMEHT NEPCOHAIBHOTO
ydeTa, B KOTOPOM XPaHSTCSI HanOoJiee TIOTHbBIE CBEJCHHS O
COTPYAHUKE U €T0 CIIYy)KEOHOH e TeIbHOCTH.

CocTaB 1 TIOCIIEIOBATENFHOCTD JOKYMEHTOB JIMYHOTO JIeTa.
OCOOEHHOCTH COCTaBIJICHUS JOKYMEHTOB JIMYHOT'O JIeNa: JIMYHOTO
TMCTKA MO y4eTy KaJpoB, JOMOJIHEHHS K JINYHOMY JIUCTKY,
aBTOOHOTrpaduu U T.1.

[IpaBusia BbIIa4M JIMYHOTO JIEJIa BO BPEMEHHOE MOJIb30BAHUE.




/o

Haumenosanue
pa3liesIoB U TEM

Coneprxanue

[Topsimok cocTaBieHUs OMUCH JTUYHOTrO Aena. [lepenaya nuyHoro
nena Ha apxuBHOE XxpaHeHue. CocTaBiIeHUE 3aBEPUTEIbHON
HAAMKCH JIMYHOTO JIeTIa.

Benenue TpynoBbIX
KHUKEK U
(dhopMUpOBaHKE B
HJIEKTPOHHOM BUJIE

[lonsTHEe TpynOBOM KHMKKH. DOpMa TpyIOBOM KHUKKHU.
HopmatuBHO-MeToaMuecKkas 0a3a, periaaMeHTUPYIOIas OPsIoK
BE/ICHUS, 3aII0JTHEHUS TPYAOBBIX KHUKEK, 00eCTIeUeHUSI UMU
paboToaaTelei.

3armoTHeHUEe CBEJICHUH 0 pabOTHHUKE. 3aOTHCHUE CBEACHHIA O
pabote. 3anoIHEHNe CBEICHUI O HarpaKJeHUU. 3aroIHEHUe
cBe/leHUI 00 yBOJIBHEHUH (IIPEKPAIIEHUH TPYAOBOTO JJOTOBOPA).
OCOOEHHOCTH 3all0JHEHUS CBEJICHUHM 00 YBOJIBHEHUH U IIpUEME Ha
paboTy B CBSA3M C MIEPEBOJIOM PaOOTHHUKA.

BHeceHne U3MEHEHUH U TOTIOJIHEHUH B TPYJIOBYIO KHUXKKY.
/ly6nukaT Tpy10BOM KHUKKH. Bbaua Tpy10BOM KHMXKKH ITPU
YBOJIBHEHUU (IIPEKpaIleHuH TPYAOBOro JoroBopa). Briiaapli B

8 mH(bOopMaIH 0
DYIIOBOf TPYJAOBYIO KHUKKY.
I[EZTGJII)HOCTI/I " Y4er u XpaHeHHE TPYIOBBIX KHIKEK. JJokyMeHTanus o yuery
DVIIOBOM CTaKe 0JIaHKOB TPY/IOBBIX KHMKEK (IIPUXOJIHO-PACXOHASI KHUTA IO YUETy
Py OJJAaHKOB TPYIOBBIX KHMKEK M BKJIAJbIIIEH K HUM, KHUTa y4yeTa
Ka)kJ10ro pabOTHHKA .
NIBUKEHUS TPYJOBBIX KHU)KEK M BKJIAJbIILIEH K HUM).
OTBETCTBEHHOCTh 3a COOJIOACHUE MOPSIKA BEICHUS TPYAOBBIX
KHUKEK.
CBeJieHHs O TPYAOBOH AEATENbHOCTH, (GOPMUPYEMBIE B
HIIEKTPOHHOM BHJIE: BU/bI CBEIEHUH, UX COJIEpKaHUE, CIIOCOObI
(dopmupoBanus. CBOEBPEMEHHOCTh HalpaBJIEHUS CBEJICHUN O
TpynoBoi aAesaTenbHOCTH B [ID PD. [Topsaaok nomydeHus cBeaeHUN
0 TPY/IOBOM AEATENbHOCTH PAOOTHUKOM.
Odopmnenue .
HOKYMEHTOB [IpH [TonsiTHe M BUIBI QUCLMILIMHAPHBIX B3BICKAHUH, TIOPSAA0K
Y p 0o opMIIEHHS TOKYMEHTOB NpU 00BSABICHUH 3aMeUaHusi, BRITOBOPA,
9 |moompenun u

JTMCLIUTUTMHAPHBIX
B3BLICKAHUU

yBonbHEeHUs. [Iprka3 o moormpeHuu, 0coOEHHOCTH COCTAaBIEHUS
COIPOBOXKAAIONIECH TOKYMEHTALIMU

5.3. Cemunapckue, NpaKTHYECKHE, J1a00paTOPHBIE 3aHATHSA, X COACPKAHUE

6. ®DOoHI OHEHOYHBIX CPEICTB VI MNPOBEeJCHHS TMPOMEKYTOYHOH ATTECTAUMH IO
AUCHHUILIMHE (MOJHBIH TEKCT NPUBEAEH B IPUJI0KEHHHU K padoueil mporpamMmme)

6.1. Texymuii KOHTPOJIb

n/n

KoHTposIbHbIE 3a1aHHsT HIIH
HHbIe MAaTePHAJIbI,
HeOoOX0AMMBIe ISl OLIEHKH Ornncanne
ranml o M nokasareJeii u
3HaHMIi, YMEeHU i, HABBIKOB KDUTEDHER
(bopmupoBanus I (BYHbmr: u (WJIA) ombITA puTep
o €peucHb OLeHMBAHMSA
KOMIICTCHIIMHA (3 1...3.n J1esiITeJIbHOCTH, .
(dhopmupyembIxX (B EYYIe 1 | Y KOMIETEHIMIA HA
(Tema n3 i XapaKTEPUSYIOMNX STANBL |, unEIx Tanax X
padoueii KoMMETEHITH y.l...YV.n, (bopmmpoBanus i dopmupoBanus
DOrDAMMEL no ®I'OC BO H.1...H n) KoOMIeTeHIHmii B pouecce ongcaﬂl:ae uucan’
oo,
porp 0CBOEeHHsI 00pa30BaTeILHOM onenusanus (o 100
AUCUHILTHHDI) TIPOrpamMe! ltlia.rmbﬂoﬁ mKaJje)
(HaumenoBaHnue
OLICHOYHOI'0 CPe/ICTBA)




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

3Taﬂbl HeOﬁXOHl/lMLle JJISE OIICHKH “02:::;1?::; -
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHEB
(bopmupo . Ilepeuenn BYHbr: u (WIH) ONbITa o l::HuBl:umn
No KROMIICTCHIUHA 3.1...3 JeATeILHOCTH, 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
HpOI‘paMMbI oelloce . “ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (1o 100-
(Hanvienosanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
3.3HaTh COBpEMEHHbIE
TEXHOJIOTHUH U METOIBI
OTEPATUBHOTO
2. Kagposas P
yIpaBJIeHUS
TOKYMEHTaLUs: OIICHUBAETCSA
repcoHaaoM, coctaB U [KoHTponbHas paborta
COCTaB U BU/IBI; " apryMEeHTUPOBAaHH
coJiepKaHue Nel "TpebGoBaHus K
TpeOOBaHUS K OCTh ¥ MTOJTHOTA
1 OIIK-4 TOKYMEHTOB, 0 OpMIICHHIO
0(hOpPMIICHHIO OTBETOB Ha
COITPOBOKIAFOIIINX PEKBU3UTOB
TOKYMCHTOB; " KOHTPOJIbHEIC
OIIepaTUBHOE ITOKYMEHTOB
IBHKCHHC B DABICHIE BOTIPOCHI (5)
OpTraHN3aIIH b
[IEPCOHATIOM, 3HATh
METOJIbI ydeTa
[epcoHana
3.3HaTh COBpeMEHHbIE
TEXHOJIOTHH U METOIBI
OTIEpATUBHOTO
YIpaBIeHUS —
[IEpPCOHATIOM, COCTaB U .
COTepEARHE MIPaBUJIbHBII
OTBET Ha BOTIPOC
2 OIIK-4 TOKYMEHTOB, Tect 1 Tecta P
COITPOBOKIAFOIINX
onegaTHBHzi)e H oleHuBaercs B 1
6amn (5
yIIpaBIICHHUE ©)
[IePCOHATIOM, 3HATh
METOJIbI yueTa
nepcoHana
Y. YMeTs 060CHOBAaHHO
BEIOUPATHh TEXHOJOTHUU
1 METOJIbI
OTIEPATUBHOTO
3. JlokanpHBIE DABICHS OIIEHUBAeTCs
HOpMAaTHUBHBIC TP . apryMeHTHPOBaHH
mepconaioMm u yueta  [Ketic-study
3 |aKTBI IO OIIK-4 '\ " OCTb M IOJIHOTA
repcoHana, Odopmnenne JIHA
YIpaBJICHUIO OTBETOB Ha
COOTBETCTBYIOIIHE .
[IEPCOHANIOM BOIPOCHI Kefica (5)
po¢heCcCHO-HATEHBIM
3a1a4am, U oNpeaessTh
COCTaB JOKYMEHTOB JIJIs
UX COMPOBOXKICHUS
3.3HaTh COBpEeMEHHBIE
TEXHOJIOTHH U METOIBI
OTIEpPATUBHOTO
Y PaBIICHHA OIICHUBACTCS
[IEPCOHAIIOM, COCTaB U
conepKatme apryMeHTHPOBAaHH
P KonTtponbHas padora OCTb U IIOJTHOTA
4 OIIK-4 TOKYMEHTOB, N "
Odopmnenne JIHA OTBETOB Ha
COMPOBOXKAAIOIINX
oniepaTHBHO KOHTpPOJIbHbIE
T — BOIPOCHI (5)
[IepCOHAIOM, 3HATh
METOIIBI yaeTa
[epcoHana
5 OI1K-4 3.3Hath coBpemennble |Tect "Conepkanue KKJIBIH




KOHTpOJIbele 3aJaHudA WIH
HHbIC MaTepHaJbl,
HeOﬁXOHl/lMLle JJISE OIICHKH Omucanue
OTansl " M nokasareJeii u
MHUDOBAHUS . 3HAHUH, YMCHHH, HABBIKOB KpHTepHeB
¢dopmup . Iepeuenn (3YHLI. H (WIK) onbITa
Nt KOMIIETCHIIUH 3.1...3 JesITeTbHOCTH. ONCHIBANITH
e (popmupyembix ( .d...2.n, i KOMIeTeHIuii 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
IIpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI onenmBanns (o 100-
JUCUMILIHHBI) NpPOrpaMMel u "
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
TeXHOI0IuK U MeToansl [JIHA" MPaBUJIbHBII
OTEePATUBHOTO OTBET Ha BOIPOC
yIpaBJIeHUS TecTa
[IepCOHAIOM, COCTaB U oneHuBaercs B 1
coJlepKaHue 6am (5)
TOKYMEHTOB,
COMPOBOXKAAIOIINX
OIEpPaTUBHOE
yIIpaBJIeHUE
[IEpCOHAOM, 3HATh
METOBI yUeTa
repcoHaia
3.3HaTh COBpeMEHHbIE
TEXHOJIOTHH U METOJIBI
OTIEPATUBHOTO
YIpaBIeHUS N
KaXKJIbId
[IepCOHANIOM, COCTaB U .
4. 3ammra MPaBUIIbHBIN
CoJlepIKaHue "
[EpCOHAIBHBIX Tect "llepcoHanbHble | OTBET Ha BOIIPOC
6 OIIK-4 TOKYMEHTOB, "
TaHHBIX TaHHBIC TecTa
COMPOBOXKAAIOIINX
[paboTHHKA oreHuBaercs B 1
ONEepaTUBHOE
oaim (5)
yIpaBjieHUE
[1€pCOHAIOM, 3HaTh
METO/bI yUeTa
nepcoHaia
H.Bnaners HaBBIKaMHU
MCTIONb30BaHUS
6a30BBIX COBPEMEHHBIX
TEXHOJIOTHUH U METOJIOB
OTIEPATUBHOTO
S. YIIpaBJICHUSA [IpuKasbl 0 JIMYHOMY IIpaBunbHO
7 JlokyMeHTHUpOBaH OITK -4 [1epCOHANIOM, UMETh coCTaBy 0 OpMIICHHBIH
i€ IPOLIECCOB HaBeIkH opopmie-Hus  [Keific "Odopmienne npukas - 4 6ama
IBUKEHMSI KaJpOB TOKYMEHTOB, [pHKa3a Ha OTITyCK" (4)
COMPOBOXKAAIOIINX
OIEepaTUBHOE
yIpaBlieHUE
[epCOHAaIOM, HaBBIKAMH
ydera nepcoHaa
H.Bianets HaBBIKAMH
HMCTIOTE30BaHUS
0a30BBIX COBPEMEHHBIX
TEXHOJIOTUHM U METOJI0B
ONEePATUBHOTO
[IpuKkassl 0 TUUHOMY IIpaBunsHO
yIpaBJIeHUS N
COCTaBy 0 OpMIICHHBIH
8 OIIK-4 TepCOHAIOM, UMETh .
Keiic "Odopmienne npukas - 4 6anna
HABBIKH 0(pOpMIIC-HUS "
[IpHKa3a Ha IEPEBOJ @)
TOKYMEHTOB,
COMPOBOXKAAIOIINX
OTNIEPATUBHOE
yIIpaBJeHUE
[IepCOHANIOM, HABBIKAMU




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

3Taﬂbl HeOﬁXOHl/lMLle JJISE OIICHKH “02:::;1?::; -
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHER
¢dopmupo " Iepeyenn (3YHLI: o (WJIM) ONbITA purep
KROMIICTCHIUHA JeSATENLHOCTH. OMCHHBAHII
Ne ¢opmupyembIx (3.1 .o .3.“, > KOMIETeHIMIA Ha
(Tema u3 o XAPAKTEPUIYIOMUIX STAMBL ) gy sTamax nx
n/n padoueii KOMIIETEHIH Y.1l.. ’y'n’ $opmupoBanus i (hopmupoBanus
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce pMup i
HpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
JUCUMILIHHBI) - ouenuBans (o 100-
(Hanvienosanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
ydera nepcoHasa
H.Bnanets HaBBIKAMH
MCTIOJIb30BAHUS
0a30BBIX COBPEMEHHBIX
TEXHOJIOTHI U METOJI0B
OTEePATUBHOTO
[IpuKa3sbl 0 JIMYHOMY
YIIpaBJICHUS coctany [IpaBunbHO
[IepCOHATIOM, IMETh . 0 OpPMIICHHBIH
9 OIIK-4 p ’ Ketic "Odopmienne bop
HABBIKH 0(pOpMIIC-HUSL npukas - 4 6amna
MprKasa o MpreMe Ha
TOKYMCHTOB, " 4)
paboty
COITPOBOKIAFOIIINX
OIIepaTUBHOE
yIpaBlieHUE
[epCcoHaIoM, HaBbIKAMH
ydera nepcoHasa
H.Bnanetrs HaBbIKaMu
MCTIOE30BaHUS
0a30BBIX COBPEMEHHBIX
TEXHOJIOTUI U METOJIOB
OTIePaTUBHOTO
[IpuKkasbl 10 TUIHOMY
YIIpaBICHUS cocrasy [paBuinpHO
[IepPCOHATIOM, IMETh . 0 OpMIICHHBIH
10 OIIK-4 P ’ Ketic "Odopmienne bop
HaBBIKH 0(pOpMIIC-HUSL npukas - 4 6ama
prkasza oo
TOKYMEHTOB, " 4
YBOJIbHEHUHU
COITPOBOKIAFOIINX
OTIEpAaTUBHOE
yIpaBlieHUE
MePCOHAIIOM, HABBIKAMHU
ydera nepcoHasa
3.3HaTh COBpEeMEHHBIE
TEXHOJIOTHUH U METOJIBI
OIIePaTUBHOTO
YIIpaBICHUS —
[IEPCOHATIOM, COCTaB U DABIIL AL
coAepaaie Tecr OTBI;T Ha BOIPOC
- TOKYMEHTOB OKYMEHTHPOBaHHE
11 OIIK-4 , " oera P
COIPOBOYKIAIOIINX BIDKEHUS KaJIpoB"
onegaTnBéze H 6 AP olieHuBaercs B 1
6amn (5
yIpaBlieHUE ©)
[epPCOHAIOM, 3HATh
METOJIBI ydeTa
repcoHana
3.3HaTh COBpeMEHHBIE
TEXHOJIOTHH U METOIBI
ONEePATUBHOTO KaXJIbIiA
6. nble YIIpaBJICHUS MIPABUIIbHBIH
12 [POKYMEHTEL, OITK -4 repcoHanoM, coctaB U |Tect "JIluunas OTBET Ha BOIIPOC
CBsI3aHHbBIE C COJlep>KaHue KapTouka'" TecTa
y4eTOM KaJpoB TOKYMEHTOB, oleHuBaercs B 1
COIIPOBOKIAIOLIUX 6amn (5)
OIIepaTUBHOE

yIIpaBJIeHHNE




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

Heo0X0AMMbIe JUIST OLIEHKH Omucanue
Jranml o1 Lt ot nokaszareJeii u
MUDOBAHUS . 3HAHUH, YMCHHH, HABBIKOB KpHTepHeB
¢dopmup . Iepeuenn (3YHLI. H (WIK) onbITa
KOMIIETCHIIUH 3.1...3 JesITeTbHOCTH. ONCHIBANITH
Ne (popmupyembix ( .d...2.n, i KOMIIeTeHIii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
H/II o KOMIIeTeHII UM Y.l . .Y.n dopmupoBaHus PA3JIMYHBIX dTanax ux
paGoueii ? PMHPC ¢dopmupoBanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
HporpaMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (1o 100-
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
[IepCOHANIOM, 3HATh
METO/bI yueTa
repcoHaia
3.3HaTh COBpEMEHHbIE
TEXHOJIOTHUH U METOJIBI
OTEePATUBHOTO
YIpaBIeHUS
[IEpCOHAJIOM, COCTaB U
COJIEp)KaHuE
TOKYMEHTOB,
COMPOBOXKAAIOIINX
OIEpPaTUBHOE
yIpaBlieHUE
[IepCOHAIOM, 3HATh
IIpaBunbHO
7. DopmupoBaHue METOBI yueTa CamocTosiTenbHas
" odopmIIcHHOE
13 |u Benenue nmuunbix|OIIK-4 [epcoHana pabota "OdopmieHue JHHHOE 10 - 5
nen Y. YMeTh 000CHOBAaHHO [THYHOTO jaeia”
6aisoB (5)
BBHIOMPATH TEXHOJIOTUU
1 METOJIBI
ONEPaTUBHOTO
yIpaBJIeHUS
[IEPCOHAIOM U y4eTa
repcoHana,
COOTBETCTBYIOILINE
npoQecCro-HaTbHBIM
3ajagam, U OpeAesiTh
COCTaB JOKYMEHTOB JIJIs
X COTIPOBOKICHHUS
Y. YMeTh 000CHOBAaHHO
8. Benenue BBIOMPATH TEXHOJIOTHH
TPYJIOBBIX KHUKEK 1 METOJIbI
1 pOpMHPOBaHUE ONEePaTUBHOTO CamocTosTenbHast
B 3JIEKTPOHHOM yIpaBJIeHUS pabota "Brecenne TpasmibHo
BHIe UHPOpMALTHK [IepCOHAJIOM U y4eTa  [3aIlUCH B OBYIO N
14 « TH ,HOE)OI; o4 nePCOHana " KHIKKY" R odopmICHHIi
by p ) o 4 oTBeT - 4 Oaua (4)
e TEIbHOCTH U COOTBETCTBYIOILINE keiic "BHecenue 3anucu
TPYJIOBOM CTaXke Mpo¢eCcCHo-HANBHBIM (B TPYIOBYIO KHIDKKY"
KaKJI0TO 3amagam, U OTpeAesiTh
[paboTHUKA COCTaB JOKYMEHTOB JIJIs
UX COMPOBOXKICHUS
Y. YMeTh 000CHOBAaHHO
BBHIOMPATH TEXHOJIOTHUH
1 METO/TBI
CamocTosiTenbHas
ONEePATUBHOTO "
pabota "Buecenue
yIpaBJIeHUS
epconaTOM i vaera  |FATHCH B TPYIOBYIO [IpaBuibHO
15 OIIK-4 p e KHIDKKY" odopmiteHHBII
repcoHana, o
keiic "McnpaButh oTBeT - 4 Oaua (4)
COOTBETCTBYIOILINE

po¢heCCHO-HATBHBIM
3a7auaM, U OTIPEIENISATh
COCTaB JOKYMEHTOB JIJIst

X COITPOBOXKICHUA

HEBEPHYIO 3aITUCh B
TPYIOBYIO KHIDKKY"




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

Heo0X0AMMbIe JUIST OLIEHKH Omucanue
Jransl o1 Lt ot nokasareJeii u
MUDOBAHUS . 3HAHUH, YMCHHH, HABBIKOB KpHTepHeB
¢dopmup . Iepeuenn (3yHbI. H (WIK) onbITa
N KOMIICTCHIUH 3.1...3 JesTeTbHOCTH OUCHHBATH
e (popmupyembix ( .d...2.n, i KOMIIeTeHIii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
H/II . KOMIIeTeHII UM Y.l .. .Y.n, dopmupoBaHus Pa3IMYHBIX dTANax UX|
paGoueii o ¢dopmupoBanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
HpOI‘paMMbI oelloce . “ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (1o 100-
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
3.3HaTh COBpEMEHHbIE
TEXHOJIOTHUH U METOIBI
OTIEpPaTUBHOTO
yIpaBJIeHUS
[epPCOHATIOM, COCTaB U
coJiepKaHue
TOKYMEHTOB,
COMPOBOXKAAIOIINX
OIEpaTUBHOE
yIIpaBJIeHUE
[IEpCOHAOM, 3HaTh
METOJIBI yueTa IIpaBunsHO
[epcoHana CaMocTosITenbHas 3aI10JTHEHHBIN
16 OIIK-4 H.Bnaners HaBbikaMu  [paboTa "3arnoiHeHne 61aHK TPYIOBOM
HCII0JIb30BaHUS TPYAOBOM KHUKKH" KHHMXKKH - 5
0a30BBIX COBPEMEHHBIX 6armnoB (5)
TEXHOJIOTUHM U METOJI0B
ONEPaTUBHOTO
yIIpaBJICHUS
[1EpCOHANIOM, UMETh
HABBIKH 0(pOpMIIC-HUSL
TOKYMEHTOB,
CONPOBOXKAAIOIINX
OTIepaTUBHOE
yIpaBJIeHHE
MIepCOHANIOM, HaBBIKAMU
ydeTa epcoHaa
3.3HaTh COBpEeMEHHBIE
TEXHOJIOTHH U METOJIBI
OTIepPaTUBHOTO
yIpaBJIeHUS
[1€pCOHAJIOM, COCTaB U .
CamocTosiTenbHas Bce naiinennsie
COJIEp>KaHuE N
padota "Haiiti ommOku| ommOKy B O1aHKe
17 OIIK-4 TOKYMEHTOB, o
B 3aI10JTHEHUU TPYJIOBOW KHHXKKH
COIIPOBOKIAIOIIUX . "
TPYAOBOM KHUKKH - 5 6annos (5)
OTIepaTUBHOE
yIIpaBJIeHUE
[IEPCOHATIOM, 3HATh
METOJIBI yaeTa
[epcoHana
3.3HaTh COBpeMEHHBIE
TEXHOJIOTHH U METOJIBI
OIIEPATUBHOTO
TIpaBJICHUS
9. OpopmicHne P OLIEHUBAETCS
repcoHanoM, coctaB U |{CaMocTosITeNIbHAS
TOKYMEHTOB MpHU " MPaBUJIbHOCTD
coJepKaHUe pabora "Odopmienue
18 |moompennu u OIIK-4 M odopmiteHHs
TOKYMEHTOB, [OOLIPEHUN U
TUCIUTIIMHAPHBIX o COOTBETCBYIOIINX
o COIIPOBOKIAIOIIUX B3bICKAHUI
B3bICKaHM I JIOKyMEHTOB (5)
OIEPaTUBHOE
yIpaBjcHUE

MIEPCOHATIOM, 3HATH

MCTOIBI y9€Ta




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

3Taﬂbl HeOﬁXOHl/lMLle JJISE OIICHKH “02:::;1?::; -
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHEB
¢dopmupo " Iepeyenn (3yHbI: o (WJIM) ONbITA purep
KOMIIETCHIIUH eSITeILHOCTH. OMCHHBAHII
Ne ¢opmupyembIx (3.1 .o .3.“, a > KOMIETeHIMIA Ha
(Tema u3 o XAPAKTEPUIYIOMUIX STAMBL ) gy sTamax nx
n/n paGoucii KOMIIeTeH M i V.1...V.n, (bopmHpoBaHMs p
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce (bopmuposanus,
HpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (1o 100-
(HammenoBanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
repcoHaia
Y. YMeTh 060CHOBAaHHO
BBHIOMPATH TEXHOJIOTUU
10. 1 METOIbI
["'ocynapcTBeHHas OTEePATUBHOTO olleHMBACTCS
MHCIICKIIUS TPyAa TIpaBJICHUS
131 npoue,uypzpy l}'/[egCOHaHOM nydera |Keiic-study "IIpoBepku ApryMCHTHPOBAHH
19 OIIK-4 " OCTb M MOJIHOTA
[IpOBEIECHUS repcoHana, ['UT OTBETOB Ha
[MPOBEPOK COOTBETCTBYIOIIUE N
POBEp yiom BOTIPOCHI Ketica (5)
TOKYMEHTaluu Mpo¢eCcCHo-HATEHBIM
KaJpOBOMU CITy>KOBI 3a1a4am, U ONpeAesiTh
COCTaB JOKYMEHTOB JJIs
X COMPOBOXKJICHUS
Y. YMeTh 060CHOBAaHHO
BBHIOMPATH TEXHOJIOTUU
1 METO/IbI
11 OTIEpATUBHOTO
) YIIpaBJICHUS IIpaBunbHO
CucremaTu3anus ePCOHAIOM 1 VieTa CamocTosiTenbHas odopMITcHHas
20 |u xpaHeHHE OITK-4 P y pabota "OdopmieHue P
repcoHana, w  |HOMEHKJIaTypa aei
TOKYMEHTOB HOMEHKJIATYPHhI 1€
N COOTBETCTBYIOILINE - 6 6amoB (6)
KaJJpOBOU CITY>KOBI
Mpo¢eCcCHO-HATEHBIM
3a1ayam, U ONpeaessiTh
COCTaB JOKYMEHTOB JIJIs
X CONPOBOXKJICHUS
3.3HaTh COBpEMEHHBIE
TEXHOJIOTHH U METOJIBI
OTIEpATUBHOTO
YIpaBIeHUS .
KaXKJIbId
MEPCOHAIIOM, COCTaB U AR
cotepKanue MIPaBUIIbHBII
Tect "Homenknatypa | OTBET Ha BOIPOC
21 OIIK-4 TOKYMEHTOB, o "
e KaapOBOH CITyKOBI TecTa
COMPOBOXKAAIOIINX
oTepaTHBHOS olieHuBaercs B 1
6amn (5
yIpaBiieHUE )
[IepCOHAIOM, 3HATh
METO/bI yueTa
repcoHaia
Ntoro 100

6.2. [IpomMe:KyTOUHBIH KOHTPOJIb (3a4€T, IK3aMEeH)

1-it Bompoc Omnera (40 ©OamioB), Bua Bompoca: Tect/mpoBepka 3HAHHIA.

Pabdo4nM y4yeOHBIM IVIAHOM NPEeAyCMOTPeH JK3aMeH B cemecTpe 32.

BOITPOCHI J1J151 ITIPOBEPKU 3HAHUI:

Kpurepnii:

OrneHnBaeTCsl MPaBUILHOCTh OTBETA HA BOIPOC. 3a KaKIbId NMPaBWIBHBIA OTBET Ha TECT - 2
Oarnna.



Kommnerennusi: OIIK-4 CnocoGeH NpUMEHATH COBPeMEHHbIE TEXHOJOTHMM W MeTOJbI
ONEPATUBHOIO YNPABJECHUS IMEPCOHAJIOM, BECTH JOKYMEHTALMOHHOE CONPOBOKICHUE M
yuer

3HaHue: 3HaTh COBPEMEHHBIE TEXHOJIOTMU U METOJbl ONEPATUBHOIO YIPABICHUS MEPCOHAIIOM,
COCTaB U COZIEpKaHHUE JOKYMEHTOB, COIPOBOXAAIOIINX ONEPATUBHOE YIPABICHUE [IEPCOHAIIOM,
3HaTh METOJIbI yUeTa IepcoHaja

1. AxMuHUCTpaTUBHAs OTBETCTBEHHOCTb 3a HAPYILEHUE JEHCTBYIOLIErO 3aKOHOJIATENIbCTBA 110
apXUBHOMY JIEITY.

2. Benenue nuunbIx kaprouek. [IpaBuia BHeCEHUS UCTIPABIECHUI B JINYHBIE KAPTOUKHU.

3. Beimava nyOsimkaTa ¥ BKJIAJbIINIA TPYIOBON KHUKKH.

4. Knaccuukanus KaJpoBbIX JOKYMEHTOB.

5. Haznauenune MHCTPYKIUHU MO JOKYMEHTAIIMOHHOMY OOECIIC€UEHHIO YNPABICHUS MEPCOHAIOM.
CocraB pa3ienos.

6. Opranu3zanus MpOBEAEHUS IKCIIEPTU3bI LEHHOCTH JOKYMEHTOB.

7. OcobeHHOCTH pa3pabOTKU U COCTABJICHHS IITATHOTO PACITUCAHUS.

8. OTBeTCTBEHHOCTh padoTofarens U (GU3MUECKUX JIUI] HAa HEeHaJIexkKalllee COCTOSHUE KaapOBOi
JIOKYMEHTaI1H.

9. Odopmnenue oTmycka.

10. Odpopmiienne niepeBoia pabOTHUKOB Ha IPYT'YIO paboTy

11. Odopmnenue mpuema paboTHukoB. CocTaB JAOKYMEHTOB, TpeOyembIX MpU MpueMe Ha
pabory.

12. Odopmienue npoueaypbl yBOIbHEHHs paOOTHUKOB

13. IlepconanbHbIC TaHHBIC pAOOTHHUKA: COOP, XpaHEHUE, OTBETCTBEHHOCTH 32 JOCTOBEPHOCTH U
HE3aKOHHOE paclpOCTPaHEHHUE.

14. Tlonatue HoMeHKIaTypbl ned. Ilopsimok cocTaBieHHs HOMEHKJIATypbl A€l KaapOoBOH
CITYKOBI.

15. TlonsitTue cuUCTEMBl JOKYMEHTAI[MOHHOTO OOECMEYEHUs YIpaBJICHUS TEPCOHAIIOM.
TpeboBanus1, npeabsBisieMble K 0QOPMIEHUIO PEKBU3UTOB KaIpOBOIl TOKYMEHTAIUH.

16. Tlopsiiok BHECEHUS 3aluceil O MOOUIPEHNUU paOOTHUKOB B TPYAOBYIO KHUKKY

17. Tlopsinok odopMiIeHHS TOOLIPEHUN U B3BICKAHUH

18. Tlopsinok odopMieHus TPYI0BONH KHMKKU paboTHUKY. CocTaB pa3/ienos

19. IlopsinoK MOATOTOBKY JOKYMEHTOB K apXUBHOMY XPaHEHHUIO.

20. Iopsaok popmupoBanus aen. [IpuzHaku rpynnupoBKU JOKYMEHTOB B Jieja.

21. IpaBuna BHYTpEHHETO TPYAOBOTO PACHOpsAKa: Ha3HaYEHUE U MOPSAA0K 0(pOpMIIeHHUS.

22. IlpaBuna odopmiieHusT TPYIOBBIX KHHM)KEK, BHECEHMs JOINOJHEHUS W MCIpaBICHUNA B
HENPAaBUJILHO BHECEHHBIE 3aIHCH.

23. IIpocTble 1 coKHbIE TPUKa3bl: 0COOEHHOCTH 0(OPMIICHUS.

24. CocraBnenue u ohopMIIeHUE OIHCEN .

25. TpeboBaHus, MPEABIBISAEMBIE K 3ar0JIOBKAM JEJI. DJIEMEHTHI 3ar0JIOBKOB JIEII.

26. YueT IBWKEHUS TPYAOBbIX KHWKEK U BKJIAABIIIEH K HUM.

277. ®opMHUpOBAHUE U BeIeHUE TUYHBIX Jie7. COCTaB JOKYMEHTOB JIMYHOTO JIEJIA.

TUITOBBIE 3AJIAHWS J1J151 IIPOBEPKM YMEHUU:

2-1 Bompoc Owmiera (30 6amwioB), BUa Bompoca: 3amanue Ha ymenue. Kputepuii: OneHuBaercs
MPAaBUJILHOCTH PEIICHUS MTOCTABICHHOW B CUTYyallUU 33/JaHUH.

Komnerennusi: OIIK-4 Cnoco0GeH NpUMEHATH COBPeMEHHbIE TEXHOJIOTHMM W MeTOJbI
ONMEPATUHBHOI0 YHpPaBJCHUS NMEPCOHAIOM, BECTH AOKYMCHTAHOHHOEC COIPOBOKICHUC U
yuer



YMmenue: YMeTs 000CHOBAaHHO BBIOMPATh TEXHOJOTMH M METOJbI ONEPATHBHOTO YIPABIICHUS
MEePCOHAJIOM M Yyd4yeTa TIEePCOHalla, COOTBETCTBYIOIHE TMPOPEecCHo-HATBHBIM 3aJadaM, |
ONpEeNIENATh COCTaB JOKYMEHTOB JIJISl UX COIPOBOXKICHUS

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

3anaya Ne 2. 3aaHue Ha COCTaBIEHUE KAJAPOBOrO JOKYMEHTa

TUITIOBBIE 3ATAHIA VT ITIPOBEPKH HABBIKOB:

3-it Bompoc Omera (30 OamnoB), BU Bompoca: 3aaanue Ha HaBblkU. Kputepuii: OuenuBaercs
IPaBHIBHOCTD PEIICHUS TOCTABICHHOW B CUTYAI[MH 3a/IaHUH.

Komnerenuusi: OIIK-4 CnocodeH NpUMEHATH COBpPeMeHHbIe TEXHOJOTMH W MeTO/Abl
ONEepPaTHBHOIO0 YNPAaBJEeHUS] MEPCOHAJIOM, BECTH AOKYMEHTAIMOHHOE CONMPOBOKIEHHE H
y4der

HaBpik: Brnaners HaBbIKAMH HCIOJIB30BaHMS 0a30BBIX COBPEMEHHBIX TEXHOJIOTHHA W METOJOB
ONEPATUBHOTO  YIPABIEHUS TEPCOHAIOM, HWMETh HAaBBIKH O(QOpPMIIE-HUS JTOKYMEHTOB,
CONPOBOXKIAMOIINX ONEPATUBHOE YIIPaBJICHHE TIEPCOHATIOM, HAaBBIKAMH y4eTa IepcoHaa
3amanue Ne 1. 3ajmaHue Ha OLEHKY IPaBUJIBHOCTU MOJTOTOBKU JOKYMEHTOB K apXUBHOMY
XpaHEHHIO

3amanue Ne 2. 3aganue Ha pa3pabOTKy JIOKAIBHOTO HOPMAaTUBHOTO aKTa

OBPA3EIL] BUJIETA

Hamnpagnenue - 38.03.03 Yopasienue
MI/IHI/ICTepCTBO HAYKH U BBICHICTO 06p330BaHI/I$I

SO MEPCOHAIOM
Poccuiickoit ®enepanun
denepanbHOE TOCYIAPCTBEHHOE OIOKETHOE HpO(l)I/IJ'H) - Texnonoruu YHpaBJICHU:A
00pazoBaTebHOE YUpPEKICHUE IIEPCOHAJIOM
. BbICIICTO 00pasOBaH . Kadenpa rocymapcTBeHHOT0 ynpaBJICHUS U
«BAUKAJIBCKHUU I'OCYJIAPCTBEHHBIAN ABJICHIS YeIIOBEUCCKIME DECYDCAMIT
YHUBEPCHUTET» ynp peeyp
(®T'BOY BO «BI'Y») Jucuuninna - JIOKyMeHTalMOHHOE

obecrieyeHre paboThI C IEPCOHATIOM
SK3AMEHAILIMOHHBINA BUJIET Ne 1

1. Tecr (40 6amoB).
2. 3agaHue Ha COCTaBlIeHUE KaJpoBoro qokyMenta (30 6amioB).
3. 3aganue Ha pa3paboOTKy JOKaIbHOTO HOpMaTUBHOTO akTa (30 6aymioB).

CocraBurenb H.A. benoGoponoBa

3aBeyronuit kageapou b.2K. Tarapos

Pabouum yuyeOHbIM ni1anom npeaycmorpena Kype.pa6. B cemectpe 32. [IpumepHble
TeMbI:
[ToBbrmienre 3 GHEeKTHBHOCTH KaIPOBOTO JIEIOMPON3BO/ICTBA. .
CoBepIIeHCTBOBaHUE KaIPOBOTO IOKYMEHTO000pOTa Ha MPEAIPUATHH. .
AynuT JTOKaJbHBIX HOPMATUBHBIX aKTOB OpPraHU3alUU. .
CoBeplIeHCTBOBaHUE MPOLIEAYPHI COCTABICHUS I'paduKa OTIYCKOB..
[ToBBIIEHNE POSIM KAAPOBOTO IEJIONPOU3BOICTBA B PEIICHUH 33134 YIIPABJICHHS IEPCOHATIOM. .
Pa3paboTka cucTembl KaJipoBOi JOKYMEHTAIIUN OpraHU3aLUH. .
Pa3pa0oTka mTaTHOrO pacucaHusl..



JlokymeHTalibHOE oOecrieueHue AesITeIbHOCTH KaJJpOBON CITyKObI KOMMEPUYECKONH OpTraHU3aIH. .
OrneHka MpaBUIBHOCTH XPAaHEHUS U CUCTEMATU3aLUU TOKYMEHTOB KaJpPOBOM CITYKOBI..

OreHka MpaBUILHOCTH BEJACHUS U XPAHEHUS TPYAOBBIX KHIDKEK OPTaHU3aIHH..

AyIuT KaJpoBOM JOKYMEHTALlUM OpraHU3aLuu. .

Aynut yBOJbHEHUI IEpCOHAa..

AHanu3 coOdrofIeHus HOPM TPYAOBOIO 3aKOHOAATENBCTBA IpU O(GOPMIIEHHH MPOLENypHI
JIBYDKEHUS KaJIPOB.

Pa3zpaboTka HOMEHKJIATYpbI J1€J1 KaAPOBOM CITY>KOBI..

Ananus conepxanus U 0hOpMIICHUS TPYJIOBBIX JOTOBOPOB OPraHU3ALIUHY. .

[TpaBuna BHYTPEHHEro TPYJOBOTO paclopsjKa: O0COOCHHOCTH o(opmieHHs U TpeOoBaHUS K
COJICPKAHUIO..

CoBeplIeHCTBOBAHNE JOKYMEHTAIIMOHHOIO 00ECIeYeHHs 3alUThl 1 00pabOTKH MEePCOHAIBHBIX
JTAHHBIX paOOTHUKOB..

OcoOeHHOCTH BEIEHUS BOMHCKOIO yd4eTa B OpraHM3allid, COBEPIIEHCTBOBAHUE €ro
JOKYMEHTAIMOHHOTO 00ECTICYCHHUSI.

JlokyMeHTalMoHHOE o0ecreyeHnue B3auMMOJAEHCTBUS KaJpoBOW CiIy)KObl C BHEIIHEH cpenon
(ITeacuonnsiM  pougom P®D, Donmom commanbHOTO crpaxoBaHus, Ciyx0oW 3aHATOCTH
HaceJIeHUs U 11p.), pa3paboTKa MpeI0KEeHUH 110 €ro COBEPIIEHCTBOBAHMUIO. .

AHanm3 coOJIOIeHUsT HOPM TPYAOBOTO 3aKOHOAATENBCTBA TPU O(GOPMIICHHH MPOIETypHI
IPEOCTaBIICHUS OTIIYCKA pAaOOTHHUKAM. .

AHanm3 coOJIOeHUST HOPM TPYAOBOTO 3aKOHOAATENBCTBA TPU O(GOPMIICHHH MPOIEIypHI
nepeBoJia pabOTHUKOB Ha JPYyryro padoTy..

OcobenHoCcTH OPOPMIICHHUS TUCIMILTNHAPHBIX B3BICKAHU.

Ocobennoctu ohopMiIeHNsT KaAPOBBIX JOKYMEHTOB IIPH MOOLIPEHUH PAOOTHUKOB.

Ocobennoctr opopMIIeHUST KaAPOBBIX JOKYMEHTOB IIPH COBMEIICHUH TPOecChu (JOHKHOCTH).
OcoOenHocTH 0POPMIICHHS COBMECTUTEIHCTBA. .

OcoOenHocTH yueTta pabouero BpeMeHu. Benenue tabens ydyera pabouero BpeMeHH. .
Oco0eHHOCTH JOKYMEHTAIIMOHHOTO 0(hOpMIIEHHUS IPOLIEYPHI ATTECTALlUH ITEPCOHAIA. .
COBEpIICHCTBOBAHUE TMPOLEAYP PETYIMPOBAHUS TPYIOBBIX OTHOIIEHWH B OpTaHW3alMd H
COIIPOBOKJAIOIEH TOKYMEHTAIIHH. .

Opranu3zaiiys apXuBHOTO XpaHEHUsI TOKYMEHTOB KaJpOBOU CIyXOBbI..

CoBeplIEHCTBOBAHNE  JIOKYMEHTALIMOHHOTO O0OeCHeueHHusl KaJpOBBIX MPOLECCOB  (HaiiM,
oOy4eHwue, oruiata Tpy/Ja, MOTUBAIUS TPyAa U JIp.)..

7. IlepeyeHb OCHOBHOI M IONOJHUTEJIbHON Y4eOHOM JUTEPATYPbl, HEOOXOAMMOM A5
OCBOCHUS AMCHUIIMHBI (MOXYJIs1)

a) OCHOBHasl JINTeparypa:

1. Ky3uenoBa H. B. Haranss BuxktopoBHa Ayaut xaapoBoil 1oKymMeHTauuu. [y4ued. mocobue]/
H. B. Kysnenosa.- Upkytck: U3a-so BI'Y3II, 2010.-288 c.

2. Ky3nemnor M. H. JlokyMeHTanmmOHHOE OOecredeHue yIpaBieHUsi MepcoHamoM. pek. YMO
BBICIIL. 00pa30oBaHMs. YYEOHHUK U MIPAKTUKYM IS TpUKiIagHoro 6akanaBpuata/ M. H. Ky3Henos.-
M.: IOpaiit, 2015.-520 c.

3. Kysnenosa WM.B., Xauwarpsu I.A. JlokymMeHTanumoHHOe oOecreyeHue YyrpaBJIeHUS
MepcoHaIoM. yaeOHoe rmocobue. InexkTpoHHbiid pecype/ I'.A. Xauarpsia.- Mocksa: [lamkos u K,
At [Tu Op Menua, 2017.-220 c.

4. Ky3uenosa M.B. JlokymMeHTallMOHHOE 00ecIIeueHre YIpaBICHNS IEPCOHAIIOM [ DIEeKTPOHHBINA
pecypc] : yueOHOe mocobue js OakanaBpoB / M.B. Ky3uenosa, I'.A. XauaTpsiH. — DJIEKTPOH.
tekcToBble gaHable. — M. : JlamkoB u K, A IIu Op Meaua, 2017. — 220 ¢. — 978-5-394-
02325-5. — Pesxxum pocryna: http://www.iprbookshop.ru/57135.html

5. Jlankosa, A. I'. JIOKyMeHTalIMOHHOE 00€ecIeUueHrEe YIIPAaBICHU IEPCOHAIOM : MPAKTUKYM / A.
I'. JlJankoBa. — Omck : OMCKHH TOCYIAapCTBEHHBIN Texunuyecknii yausepcurer, 2020. — 54 c.



http://www.iprbookshop.ru/57135.html
http://www.iprbookshop.ru/57135.html
http://www.iprbookshop.ru/57135.html
http://www.iprbookshop.ru/57135.html
https://www.iprbookshop.ru/115470.html
https://www.iprbookshop.ru/115470.html

— ISBN 978-5-8149-3016-3. — Tekcr : anexkrpoHubiil // Hludposoii 00pa3oBaTelbHBIN pecype
IPR SMART : [cair]. — URL: https://www.iprbookshop.ru/115470.html (mara oOpamieHus:
08.06.2022). — PexxuM [OCTVYIIA: JUII ABTOPU3UD. IMOJIb30BATEIEH

0) 10MOJTHUTEJIbHAS JIUTEepaTypa:

1. [emonpousBoACTBO B KaapoBoil ciyxOe. pek. Coetom YMO mo oOpa3oBanuio B 0O0II.
MEHE/DKMEHTA. yuyeOHO-TpakT. mocooue mias By3oB/ M. B. Jlosuema, E. H. l'ankuna, E. B.
I'ypoBa.- M.: IIpocnexr, 2012.-78 c.

2. Sukopuu III.A. JlemonpousBoACTBO B KaJpoOBOH Ciy))Oe. ydeOHUK. DIIEKTPOHHBIN pecypc/
L. A. SIukoBuu.- Mocksa: FOuuTn-Jlana, 2012.-160 c.

3. Poroxxun M. 1O. Jlemonpon3BoACTBO B KaapoBou ciayxkoOe. 3-¢ u3a., nepepad. u gom./ M.IO.
Poroxun.- M.|bepnun: Aupexr-Menna, 2014.-783 c.

4. SIaxosuu L. A. Jlenonpou3BoAcTBO B KaapoBoi ciyxoe/ I1I.A. SIlakoBuy.- Mocksa: FOHuTH-
Hana, 2015.-161 c.

5. AnapeeBa B. U. Jlenonpon3BoACTBO: OpraHM3alivs M BeJeHHE. peK. Y4e0.-MeTo/I. [EHTPOM
"Knaccuuecknii yaeOHUK". y4ueb.-mpakT. mocodue s By30B. 3-¢ u3j., nepepad. u gom./ B. U.
Amnpnpeesa.- M.: KnoPyc, 2010.-294 c.

6. Kysnenosa W.B., Xauarpsu I.A. JlokymeHTanmoHHOE OO0ECIEYCHUE YIPaBICHUS
nepcoHaioM. yuebHoe mocobue. InekTpoHHbiid pecypc/ I'.A. Xavarpsn.- Mocksa: [amkoB u K,
Aii [Tu Op Menna, 2014.-220 c.

7. llonouu E. E. JlokymeHnTanmonHoe obecrneuenue ynpapieHusi nepconanom/ E. [Tonosuu.-
Open6ypr: OI'Y, 2014.-112 c.

8. JlokyMeHTallMOHHOE oOecrneueHue ynpaBieHus : Y4YeOHUK JJis CTYJACHTOB BY30B,
00YyJaroUIMXCsi 10 HaNpaBJICHUAM «JKOHOMHUKa» U «MEHEDKMEHTY», CHEelUaTbHOCTIM
«Uudopmarnkay, «J/IOKyMEHTOBEIEHUE U JOKYMEHTAIIMOHHOE OOECIeueHue YIPaBICHUS,
«ABTomatu3zanus u ynpasiaenue» / A. C. I'punbepr, H. H. l'op6auér, H. H. 'op6aués, O. A.
Myxamermuaa. — Mocksa : FOHUTU-JTAHA, 2017. — 391 ¢. — ISBN 978-5-238-01770-9. —
Tekcr : nexTpoHHbIN // DnekTpoHHo-O0ubanoreunas cuctema IPR BOOKS : [caiiT]. — URL:
https://www.iprbookshop.ru/71213.html (mara ob6pamenus: 31.05.2021). — Pexum gocTyna:
JUI1 ABTOPHU3HUD. IOJIH30BATEIICH

9. AnkoBuu I1I.A. JIenonpou3BOJICTBO B KaJIpOBOU cayx0e [DIeKTpOHHBIN pecypc] : y4eOHUK
IUIsL CTYJICHTOB BY30B, oOyuaromumxcs 1o crneruranbHoctu 062100 «YrpaBiaeHue nepcoHaaomy /
II.A. SlakoBHY. — DIIEKTPOH. TekcToBble AaHHbIe. — M. : KOHUTU-JIAHA, 2015. — 160 ¢c. —
5-238-01076-1. — Pesxknm noctyna: http://www.iprbookshop.ru/52462.html

8. Ilepeuenb pecypcoB HMH(OPMANHMOHHO-TEJEKOMMYHMKANUOHHON ceTtn «UHTepHeT»,
HeO0OXO0AMMBIX /IJIsl 0CBOCHHS AUCHMUILUIUHBI (MO1YJIs1), BK/JIOYas npogeccHoHATbHbIE 0a3bI
JAAHHBIX U MHGOPMAIHMOHHO-CIIPABOYHBIE CHCTEMbI

Jlsi  OCBOGHHSI TUCIMIUIMHBI O0YyYaromeMycsi HEOOXOAWMBI CIEIYIONIUE PEeCypChl
UH(POPMALMOHHO-TEIEKOMMYHHUKAIIMOHHON ceTn «HTepHeT»:
— Caiir baiikanbCKOro rocyJapcTBEHHOTO YHUBEPCHUTETA, aapec aoctyma: http://bgu.ru/, moctym
KPYIJIOCYTOYHBIM HEOrpaHUYEHHBIN U3 MT000# Toukn VHTepHeT
— HR-moptan (coobmiectBo nmpodeccrnonanor), aapec nocryma: http://www.hr-portal.ru. moctyn
HEOTpaHUYEHHBIN
— VMBUC - YHuBepcanpHble 0a3bl JaHHBIX, ajgpec goctymna: http://www.dlib.eastview.ru/. moctym
KPYTJIIOCYTOYHBI HEOTPAaHWYECHHBIN U3 NM000W Touku MHTEpHET mpu YCIOBUU PETUCTPAIUU B
BI'y
— Caiir qiis HR-menemkepoB, agpec nocryna: http://www.hrm.ru. 1ocTyn HeorpaHUUEHHBIH
— CrpaBOYHHK IO MPABOMHCAHUIO, TPOU3HOMICHUIO, JINTEPATYPHOMY PEIaKTUPOBAHUIO, aJIpPecC
noctyna: http://evartist.narod.ru/text1/20.htm. qocTyn HeorpaHUYEHHBIH
— DnekTpoHHO-OubMoTeunas cucrema [PRbooks, aapec nocryma: https://www.iprbookshop.ru.
JIOCTYII HEOI'PaHUYEHHBIN
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9. MeToauveckne yKa3aHus s 00yYAOIIUXCS 110 OCBOCHHUIO JUCHUIJIMHBI (MOAYJIs1)

W3yyarh AMCUMILTUHY PEKOMEHIYeTCS B COOTBETCTBUU C TOM MOCIEAOBATEIbHOCTHIO,
KOoTOpas o0Oo3HaueHa B €€ CcoJepXaHWW. /[ YCIemIHOro OCBOCHHMS Kypca OOydarommecs
JIOJKHBl HMMETh II€pBOHAYANbHBIE 3HAaHUSA B 00JacTH HWHGOPMALMOHHBIX TEXHOJOTHA,
WH(OPMAIIMOHHBIX TEXHOJIOTHI B MEHE/DKMEHTE, YITPABJICHUS MTEPCOHATIOM OpPTaHHU3AIIHH.

Ha nekumsix npernopaBarenb 03BYYMBAET TEMY, 3HAKOMHT C MEPEYHEM JIMUTEPATyphl IO
TeMe, OOOCHOBBIBAET MECTO M pPOJIb 3TOW TeMbl B JAHHOW IMCLUUIUIMHE, PACKpHIBacT ee
IpakTHYecKoe 3HadeHue. B xone Jekiuil cTyleHTy HeoOXOAUMO BECTH KOHCIEKT, (PUKCHPYS
OCHOBHBIC MTOHSTHUS U MPOOIEMHBIE BOIIPOCHI.

[IpakTnueckue (ceMUHApPCKUE) 3aHATHUS [0 CBOEMY COJIEP’KaHUIO CBSI3aHBI C TEMATUKOU
JEKIIMOHHBIX 3aHATHIA. HaunmHaTh MOATOTOBKY K 3aHATHIO 1eNIeCO00pa3HO ¢ KOHCIIEKTA JICKIUA.
3ajaHue Ha NpPaKTHYECKOoe (CEMHHApCKOE) 3aHsSATHE COooOIaeTcss oO0ydaroImuMces A0 €ro
npoBezneHus. Ha ceMuHape mpemnogaBaresnb OpraHu3yeT OOCYXJIEHUE STOW TEeMbl, BHICTYIas B
KauecTBE OPraHuM3aTropa, KOHCYJIbTaHTa W JKCIEpTa yuyeOHO-IO3HABATEIbHOW AESITENbHOCTU
00ydJaromerocs.

N3ydenne quctuminHbl (MOIyJisl) BKIIOYAET CAaMOCTOSATENbHYIO paboTy 00y4aroierocs.

OCHOBHBIMU BUJAMH CaMOCTOSITEILHOM PabOThI CTYAICHTOB C Y4acTHEM IperoaBaTeseil
SBIISIOTCS:

* TEKYyIIUE KOHCYJIbTAIUU;

* IpUEM U pa300p JAOMAIIHUX 3aJaHU (B 4aChl MPAKTUYECKUX 3aHITHIA);

* BBITIOJTHEHUE KypCOBOM paboTHI (PyKOBOJICTBO, KOHCYJIBTUPOBAHHUE U 3alIUTa KYPCOBBIX
paboT B Yackl, MPEeIyCMOTPEHHbIE YIEOHBIM IJIAHOM) U JIP.

OCHOBHBIMHU BHJIaMH CaMOCTOSATEIBHON pabOTHI CTYJACHTOB 0€3 ydJacTusi MpenoaBaTes
SBIISIOTCS:

* popMUpOBaHUE U YCBOCHHUE COJIEPKAHMS KOHCIIEKTA JIEKINI Ha 0a3e peKOMEHI0BaHHOU
yueOHOM JuTepaTypsl, BKIOYas WH(OOpPMAIMOHHBIE 00pa3oBaTeIbHbIE PECYpChl (IEKTPOHHBIE
y4€OHUKH, JIEKTPOHHbIE OUOINOTEKH U JIp.);

* CaMOCTOSITENILHOE H3yYeHUE OTIENbHBIX TEM WM BOMPOCOB MO YUYeOHUKAM WU
y4eOHBIM TTOCOOUSIM;

* IOATOTOBKA K CEMHHApaM U J1ab0paTOpHBIM paboTaM;

* BBIMOJHCHUE IOMAIIIHUX 33/IaHHi B BUJIC PEIICHHs CUTYAIMOHBIX 3a1aHui (Keitc-study)
110 OTJEIBHBIM pa3jiesiaM COACpPKaHUs TUCLUHUILINH U JIp.

10. Ilepeyens HH(POPMALIMOHHBIX TEXHOJIOT M, HCIIOJIb3YEMbIX IIPH OCYIIECTBJICHU U
o0pa3oBaTeIbHOIO NpoLecca M0 JUCHUILIMHE (MOAYJII0), BK/IIOYAs NepevyeHb
NPOrpaMMHOI0 obecrne4eHus

B yueOHOM mporecce UCIONb3yeTCs CIeayolee IPOrpaMMHOE 00ecIeYeHue:
— MS Office,
— Koncynsrantllntoc: Bepcus Ipod - nndopmanronnas cnpaBovHas cucrema,

11. Onucanne MaTepuaAJIbHO-TEXHNYECKOM 0a3bl, HE00OXO0IMMOM IJI1 OCYLLIECTBJICHUSA
00pa30BaTeJbHOI0 NMPOoLEcca Mo AUCHUIVIUHE (MO1YJII0):

B ydeGHOM Mmpoliecce UCToNb3yeTcs ciaeaytomiee 000pyI0BaHHE:
— [TomenieHus AJ11 CaMOCTOSITEIFHON pabOTHI, OCHAIIIEHHBIE KOMITBIOTEPHON TEXHUKOH C
BO3MOXKHOCTBIO TIOJIKITFOUeHHS K ceTd "MHTepHeT" n o0ecrieueHrneM J0CTyIa B AIEKTPOHHYIO
nH(pOpPMaIMOHHO-00Pa30BaTEIHHYIO CPEIY BY3a,
— YdeOHbIe ayTUTOPUU TSl TIPOBEACHHUS: 3aHATHI JEKIIMOHHOTO THIIA, 3aHATHI CEMUHAPCKOTO
THUIIA, TPAKTUYECKHUX 3aHITHH, BBIMOJHEHUS KYPCOBBIX PabOT, TPYMITOBBIX M MHANBUYaTbHBIX



KOHCYJIbTAlMM, TEKYILIEr0 KOHTPOJIS ¥ POMEKYTOUHOM aTTeCTalli, YKOMIUIEKTOBaHHbIE
CHELMATU3UPOBAHHON MEOEIbIO U TEXHUYECKUMU CPEICTBAMH 00yUeHHUs,

— KoMnbrorepHsiii Ki1acce,
— HaGops! 1eMOHCTpallmOHHOr0 000pyI0BaHUS U yU€OHO-HAIJIAIHBIX TOCOOUH



