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1. Hesn n3yyeHns JMCHUIIHHBI

Lenpto oOcBOeHUS AUCHUIUIMHBI «JlOKyMeHTalmoHHOe obecrnieueHue paboThl ¢
HEepCOHANIOM» sIBIsieTCs (OPMUPOBAHME 3HAHWUI M HABBIKOB [0 OpraHM3aldd pPadOThHl C
OpPraHU3aI[MOHHO-PACHIOPSAUTENBHON ¥ MH(QOPMALMOHHO-CIIPABOYHOM  JTOKYMEHTAllUEH,
perIaMeHTHPYIOLIeH AEeATeNbHOCTh AODKHOCTHBIX JIMIl OpPTraHU3aliy, (GYHKIUU U MPOLETYPHI
YIPABJICHUS IEPCOHATIOM B OpraHU3alIUH.

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

KoMnerennuu oﬁyqalomerocsl, (bopanyeMLIe B pe3yJbTaTe 0CBOCHUS

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

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

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

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

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

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

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

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

Bun yue6HOH paboThI KonnuecTBo yacos
KoHnTtakTHas(aymuropHas) pabora

Jlexknum 36




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

5. Coneprkanue IMCHUIIMHBI (MOAYJIs1), CTPYKTYPHUPOBAaHHOE 110 TeMaM (pa3aesam) ¢
YKa3aHUEM OTBEJeHHOr0 HA HUX KOJMYEeCTBA aKaJeMUYeCKUX YaCOB U BUI0B Y4eOHBIX
3aHATHH

5.1. Conep:xanue pa3ieioB M CHUIITHHBI

TPYAOBOM AEATEILHOCTH
U TPYZAOBOM CTaxe

KaKJI0TO pabOTHHKA

Cemunap| Camo- |B unTepa-| ®opMbl TeKyLIero
Ne Pazngen u rema Ceme-| Jlek- P pu P y
Jlabopar.| cTOAT. | KTUBHOM KOHTPOJIA
n/n AUCHHUILIMHBI CTp | uMu
IIpakTnu. pao. dopme ycneBaeMoCTH
1 |BBenenue B Kypc 32 2 2 8
Kaxposas KonTponbhas
IlOKp EHTaIlUs: COCTaB U padora Nel
BI/I,Z[?::\'/IT 660Bai{1/1;1 K "Tpeoosamm K
2 > TP 32 5 5 8 odopmiteHn O
0(hOPMIICHHUIO
TOKYMEHTOB; JBUKEHUE DEKBH3HTOB
- ’ nokymenToB". Tect
B OpraHU3aIuu )
Keiic-study
"Odopmnenue
JlokanbHBIE
HOPMATHBHBIE aKThI 110 JIHA". Konrponpras
3 np ABICHIIO 32 5 5 8 pabota
1}'/IepCOHaJ'IOM "O¢opmenne
P JIHA". Tect
"Conepxxanmne JIHA"
3amuTa nepcoHanbHbIX Tect
4 p 32 2 2 6 "IlepconanbHbIe
NaHHBIX paOOTHHUKA "
JTaHHBIE
[Ipukasel no
JloxymeHTupOBaHNE JUYHOMY COCTaBY.
S [IpOIIECCOB IBMKECHUS 32 8 8 6 Tect
KaJIpOB "JIOKyMEHTUPOBaHNE
JIBIDKEHUSI KaJpoB"
HbIE TOKYMEHTBI
FIOKY ’ Tect "JInunas
6  [CBSI3aHHBIE C YYETOM 32 2 2 6 "
KapToYKa
KaJIpOB
CamocrosiTenbHas
7 DopmMupoBaHue U 3 ) ) 6 pabota
BEJICHUE JIMYHBIX J1E]T "Odopmnenue
JIM4HOTrO neia'
Benenue TpynoBbIx CamocrosiTenbHas
KHIDKEK U pabora "BHecenne
dbopMupoBaHUE B 3aMucH B TPYIAOBYIO
DIIEKTPOHHOM BUJIE KHUXKKY'".
8 32 4 4 6
uH(OpMAIIUU O CamocrosiTenbHas

pabora "3amoaHeHne
TPYAOBOM KHUKKHU".
CamocrosiTenbHas




Ne Pasnes u Tema Ceme-| Tex- Cemunap| Camo- |B HHTepa- DopMbI TEKYLIIETO
Jlabopar.| cTOAT. | KTUBHOM KOHTPOJIA
n/n AUCHHUILIMHBI CTp | uMu
IIpakTnu. pao. ¢opme yCneBaeMoCTH
pabora "Haiitu
OLIMOKYU B
3aI0JIHEHUN
TPYAOBOUN KHUKKH"
Odopmnenue CamocTtosTenpHas
TOKYMEHTOB MpU pabota
9 [moompeHUu U 32 2 2 6 "OdopmiieHue
TUCIUTIMHAPHBIX MOOUIPEHUN U
B3bICKAaHU I B3bICKAaHUU"
["ocynapcTBeHHas
WHCIICKIIUS TpyAa U
[pole1ypa NPOBEACHUS Keiic-study
10 32 2 2 6 " "
[IPOBEPOK IIposepku 'UT
TOKYMEHTAIu!
KaJIpOBOH CITy>KOBI
CamocTosTenbHas
pabora
Cucrematuzanus u "Odopmiienue
11 [xpaHeHHE TOKYMEHTOB 32 2 2 6 HOMEHKJIATyphI J1e1".
KaJIpOBOH CITy>KOBI Tect
"Homenkiarypa nen
KaJpOBOH CIy>KOBI"
NTOTI'O 36 36 72
5.2. JlekuMOHHBIE 3aHATHS, UX COJEePKAHUE
No HaumenoBanue
Coneprxanue
n/n pa3ziesIoB U TEM
OO0miee npeacraBieHre Kypca. Haznauenue u conepxaHue Kypca.
CBs3b Kypca ¢ y4eOHBIMU AUCHUIIMHAMU. 3HaUE€HUE Kypca B
1 [BBenenmue B Kypc [MOJITOTOBKE CIEUATIMCTOB 110 YIIPABJIEHUIO IIEPCOHAIIOM.
3aKoHOAaTeNbHAs U HOPMATUBHO-METOUYECKAs PErJIaMEeHTALIMS
KaJpOBOM €SI TEIbHOCTH
[lonHOMOYMS TOCYyAapCTBEHHOM MHCTIEKUMU Tpyaa. [Ipouenypa u
[IpaBuJia IPOBEICHUS POBEPOK COOITIOACHUS TEHCTBYIOLIETO
["'ocynapcTBeHHas 3aKoHOAaTenbCTBa. Buabl mposepok. [Topsaok odhopmnenus
WHCIICKIUS TPYJa M [MEPOIPHUATHI IO KOHTPOJTIO.
1o [mpouenypa CocTaB TOKyMEHTOB, TpeOyeMbIX OpraHaMH Haa30pa U KOHTPOJIS
MMPOBEACHUS TTPOBEPOK [PU MTPOBEACHUH MPOBEPOK.
TOKYMEHTAIUU OTBETCTBEHHOCTh PabOTOATENS 32 HAPYIICHUE ACHCTBYIOIETO
KaJIpOBOH CITYKOBI 3aKOHOJATEIbCTBA O TPY/E U HErpaMoTHOE 0(OpMIICHHE KaIpOBOH
moxkymeHTanuu, Boznaraemas Tpynoseim Konekcom PO u
Konexcom 006 aIMUHUCTPATUBHBIX MPAaBOHAPYIICHUSX.
[lonsiTe HOMeHKIIaTyph! Aell. [Topsnok cocTaBneHns
CucremaTu3zanus u .
HOMEHKJIATYPHI JIe KaJpoBoii c1yxk0b1. TpeboBanus,
XpaHEHHE TOKYMEHTOB
. [peIbsBIsEMbIE K 3ar0JIOBKaM JieJl. JI€MEHTHI 3ar0JI0BKOB JIEI.
11 |[kampoBoii CITyXOBI.
Homenknarypa sie [TpaBuiia TpynmupoBKY JOKYMEHTOB B Jiena, 0OPMIICHUS
ka(pOBOH CITy GBI 3arojIoBKOB €. [Ipu3Haku rpynnupoBKH TOKYMEHTOB B Jefa.
[lopsi10K MOATOTOBKHM TOKYMEHTOB K apXMBHOMY XPaHEHHUIO.




/o

Haumenosanue
pa3liesIoB U TEM

Coneprxanue

Knaccudukanus JOKYMEHTOB 110 CpokaM XpaHeHus. TpeOoBaHus,
MPEIbABISIEMbIC APXUBHBIMH CITYKOaMH K IOKYMEHTaM,
caaBaeMbIM B apxuB. OpraHu3anus IpoBEACHUS SKCIIEPTU3bI
[IEHHOCTHU JIOKYMEHTOB.

YactuyHoe u noiaHoe opopmiienue aen. [lopsaok opopmieHus
00JI07KEeK JIEJ1 TOCTOSSHHOTO U BPEMEHHOI'O CPOKOB XPAHEHHUSI.
CocraBnienue u odopmiieHue onuceit aen. CocraBlieHHE
3aBEPUTEIILHON HAIINCH JIena.

AIMUHUCTpPAaTUBHAsI OTBETCTBEHHOCTh 32 HApYIIIEHUE
NEMCTBYIOIIErO 3aKOHOAATEILCTBA [10 ApDXUBHOMY JEIY.

Kanpoas
TOKYMEHTAIUs: COCTaB
1 BUJIbI; TPEOOBAHUS K
0(OPMIICHUIO
TTOKYMEHTOB;
IBIOKEHHE B
OpraHu3aIH

[TOHATHS «TOKYMEHT», «TOKyMEHTOO0OPOT», «IOKYMEHTAIMOHHOE
o0OecrieueHne yrpaBICHUS».
[TonsTre U 3HaYeHHE KaIpOBOM JoKyMeHTauuu. Knaccudukanus
KaJIpOBOM TOKyMeHTauuu. OTINYUS KaApOBOH U yIIpaBIeHYECKON
mokymeHTanuu. OCHOBHBIE BUJIbI TOKYMEHTOB KaJpOBOil CITY>KOBI,
0COOEHHOCTH MX COCTaBJICHUS.
OcHoBHBIE TpeOOBaHMUSI, IPEABABIsEMbIE K 0(OPMIICHHIO
JIOKYMEHTALUH, IPETYCMOTPEHHbIE [ 0CYy1apCTBEHHOW CUCTEMOM
TOKYMEHTAIlMOHHOTO o0ecrnieueHus ynpasienus. [lopsmok
00pabOTKH U pETUCTpAIU JOKYMEHTOB, UX UHICKCAIUU.
Peructparnonssie popmbl U UX 3anonHenue. KoHTpos
VCIIOJIHEHUS TOKYMEHTOB. OCHOBHBIE OTJIMYHS B IOJITOTOBKE
[IPOCTBIX U CIIOKHBIX IPUKA30B. YUET crienuuku
pacopsiAUNTENBLHOTO IEHCTBHS MPU COCTABICHUH ITPUKA30B IO
premMy, NepeBo/ly, YBOJIbHEHUIO paOOTHHUKOB.
[Topsiiok BU3MPOBAHUS IPUKA30B MO JUYHOMY COCTaBY, UX
€TUCTPALMH

JloxaabpHBIE
HOPMAaTUBHBIE AKTHI 110
YIIPaBJICHUIO
[epCcOHAIIOM

[[IratHoe pacniucanue (ct. 57 Tpynosoro Kogekca P®)— Gopma
LITAaTHOTO pacnucanus. [IpaBuia BHyTpeHHErO TPYA0BOTO
pacnops/ika KaK JIOKaJIbHbII HOpPMaTHBHO-IIPABOBOM aKT,
KOHKPETU3UPYIOLINH OPSIIOK PETYINPOBAHNS KIIFOUEBBIX
BOIIPOCOB COIMAJIbHO-TPY/OBBIX OTHOILIEHUH Ha MPEANPUATHH.
OO MOPSAIOK MOJTOTOBKU JOKYMEHTA B COOTBETCTBHH CO CT.
190 TK P®. Ocobennoctu opopmiieHNs TPaBUII BHYTPEHHETO
TPYZOBOI'O paclopsiika, COAEP>KaHUE BOIPOCOB, KOTOPBIE
OTpakaroTcsl B MpaBUJIaX BHYTPEHHETO TPYA0BOTO pacnopsKa.
OcoOGeHHOCTH 00paIeHNUs C TEPCOHATBHBIMU JTAHHBIMU
PaOOTHUKOB B COOTBETCTBUU C TOJIOKeHUSIMU TJ1aBbl 14 TK PO.
TpeboBanus k 00paboOTKe MEPCOHATBHBIX JaHHBIX PAOOTHHKA.
[IpaBuna nepenaun nHGOpMAaIUH, ColepKaIIeid CBEICHHS O
paOoTHUKE, TpEThbUM JHLaM. OTBETCTBEHHOCTH JIOJIKHOCTHBIX JIUILI,
BUHOBHBIX B HAPYILIEHUU HOPM, PETYIHPYIOIIUX MOJTyUYEHHE,
00pabOTKY U 3aIUTY MIEPCOHATBHBIX JAHHBIX PAOOTHHKA.
WHCTpyKIMS IO TOKYMEHTAMOHHOMY 00€CTIEYeHHIO YIIpaBICHUS
nepcoHasioM npeanpuaTua. CTpyKTypa U CoJIep:KaHue pa3/iesioB
naHHoro nokymeHnTta. [lonoxenue 06 ornyckax. [Tonoxenue o
KOMaHINPOBKAX.

Sammra
[IEPCOHAIBHBIX
TaHHBIX PaOOTHHKA

[loHsTHE TEePCOHAIBHBIX JAHHBIX, COICPIKAHNE MTEPCOHATBHBIX
nanHbIX. OOmme TpedoBanus mpu 00padoTKe NePCOHATBHBIX
TAHHBIX PA0OOTHHMKA M TAPAHTHH UX 3AIIUTHL. XpaHEHUE U




/o

Haumenosanue
pa3liesIoB U TEM

Coneprxanue

HCIIO0JIb30BAHUE MIEPCOHANBHBIX JaHHBIX paboTHUKOB. [lepenayua
MePCOHATBHBIX JaHHBIX paboTHHKA. [IpaBa pabOTHUKOB U
OTBETCTBEHHOCTh pab0TOATENs B IEISX 00ECICUCHNS 3aIUThI
NEPCOHATBHBIX JAHHBIX, XpaHAIMIUXCS y paboTOaTENS.

JIOKyMEHTUPOBaHUE
[IPOLIECCOB JIBUKECHUS
KaJpoB

JlokyMeHTUpOBaHKE TIpoLecca IBUKEHHS KaAPOB Ha MPEATNPUATUI
KaK BaKHEWIas QyHKIHS OT/AeNa KaapoB. Buabl nBrKeHUs
KkaJIpoB. CxeMbl IpreMa, IepeBoia, YBOJIbHEHUS PaOOTHHUKOB.
Odopmnenue npuema padoTHUKOB. COCTaB IOKYMEHTOB,
TpeOyeMbIX MpU IprueMe Ha paboTy B COOTBETCTBUHU € Tpyn0BBIM
Konexkcom POD.

[Topsi 10K 3aKITFOYEHUS TPYJOBBIX IOTOBOPOB C MOCTOSIHHBIMU U
BPEMCHHBIMU Pa0OTHUKAMH.

Oco0eHHOCTH COCTaBNeHUs! YHU(DUIIMPOBAHHBIX (DOPM MTPUKA30B IO
IIMYHOMY COCTaBy, Kacatouuxcs npuema (popma T-1, T-1a).
Odopmnenue nepeBojia, NepeMerieHns, KOMaHAUPOBAHUS
paboTHUKOB. OCOOCHHOCTH O()OPMIICHUS i OCHOBAHHUS Pa3TMIHBIX
BUJIOB IepeBo/ia (TIepeBo1 Ha APYTyI0 paboTy Ha TOM Ke
MpENPUSTHH; IEPEBOI Ha paboTy Ha APYroe NpeAnpUsITHE;
rnepeBo]] Ha paboTy B APYryr0 MeCTHOCTh). OcOOeHHOCTH
COCTaBJICHUS] YHU(PHUIIMPOBAHHBIX (POPM IPUKA30B 110 JINYHOMY
cocTaBy, kacaromumxcs nepesoga (¢hopma T-5, T-5a),
komanaupoBanus (popmsl T-9, T-9a, T-10, T-10a).

Odopmnenue ornycka. [IpaBunia u cpoku moaAroToBku rpaduka
oTyckoB (popma T-7). OcobeHHOCTH COCTaBICHUS
VHU(PHUITIPOBAHHBIX ()OPM MPUKA3OB 110 JINYHOMY COCTABY,
Kacaronuxcs otmycka (¢popma T-6, T-6a).

OdopmieHne MOOIIPEeHH U B3bICKaHUH.

Odopmnenue yBoabHEeHUS paOOTHUKOB. OCHOBAHUS MIPEKPAIICHUS
TPYZOBOTO JIOTOBOPA B COOTBETCTBHM C HOPMAaMH TPYJJOBOTO
npaBa; MpaBuiIa opopMIICHHS TPEKPAIIEHHUS TPYAOBOTO JJOTOBOPA.
OTBETCTBEHHOCTh pab0TOAATENS 32 HE3aKOHHOE YBOJIbHEHUE
PaOOTHHKOB.

OCOOEHHOCTH COCTaBJIEHUS! YHU(PULIMPOBAHHBIX (POPM MPUKA30B MO
ITMYHOMY COCTaBY, KacaroUINXCsl yBOJIbHEHHS paOOTHUKOB ((OpPMBI
Ne T-8, T-8a).

[TopsiToK perncTpanuy NPUKa3oB 10 JUIHOMY COCTAaBY.

HbIE TOKYMEHTHI,
CBSI3aHHBIE C YUETOM
KaJpOB

@DOpMBI JKYpPHAJIOB PETUCTPALIMY TOKYMEHTOB. JINUHBIE JINCTKU 110
Y4ETy KaJIpOB, XapaKTEPUCTHUKH, BBIIMCKHU, CIIPABKH:
npeIHa3HauYeHHe, CoiepiKaHue, TpeOOBaHUs K 0()OPMIICHUIO.
JInyHas kapTouKa Kak JOKYMEHT EPCOHAIIBHOIO y4eTa
paOOTHUKOB OpraHU3alllu.

KaznpoBble OTYETHI: BU/IBI, CPOKH I10J1a4M, OTBETCTBEHHOCTH 3a
HEIPEIO0CTaBIICHHUE.

DopMupoBaHue U
BEJICHUEC JINYHBIX JIET

JInuHoe neno paboTHHKA KaK OCHOBHOM JIOKYMEHT MEPCOHAIBHOIO
ydeTa, B KOTOPOM XPaHSATCsl Haubosiee MOoIHbIe CBEJCHUS O
COTPYJIHUKE U €r0 CIy>KeOHOU NesTeNIbHOCTH.

CocTaB ¥ NOCJIEI0BATEIbHOCT JOKYMEHTOB JINYHOTO JIEJIa.
OCOOEHHOCTH COCTaBJICHUS JOKYMEHTOB JINYHOT'O JIeNa: JIMYHOTO
JIUCTKA II0 y4ETYy KaJApOB, JOIIOJIHEHUSA K JIUNYHOMY JIUCTKY,
aBTOOMOrpaduu U T.1.




Ne HanmenoBanne
/1 pa3esioB U TeM

Coneprxanue

HpaBHna BbIJIA4YY IMYHOT'O J€jia BO BPpEMCHHOC IIOJIB30BAHUC.
HOpSIﬂOK COCTaBJICHUA OIIMCH JIMYHOI'O ACJIA. Hepeﬂaqa JIUYHOI'O
J1€JIa Ha apXWBHOC XPAaHCHUC. CocraBnenne SaBepHTCHBHOﬁ
HaAIINMCH JIMYHOI'O ACJIA.

Benenue Tpy10BbIX
KHIDKEK 1
dhopMupoBaHUE B
HIIEKTPOHHOM BHUJIE
8 mHbopmaruu o
TPyLOBOM
NesITeIbHOCTH U
TPYAOBOM CTa)Ke
Ka>KJ0ro paboTHHKA

[loHsiTHE TPYIOBOM KHMKKU. DopMa TPYJOBOM KHUKKH.
HopmatuBHO-MeTOnuecKast 0asza, perjiaMeHTUPYIOLIasi MOPSII0K
BEJICHU S, 3aI0JHEHUSI TPYAOBBIX KHIKEK, 00eCTIeYeHHSI MU
paboTogaTelei.

3arnoJiHeHHEe CBEICHUI 0 pabOTHHKE. 3allOJIHEHHE CBEICHUH O
paboTe. 3anoaHEHNE CBEJICHUI O HAarpakIEHUU. 3all0JHEHUE
CBEZCHHI 00 YBOJIbHEHUU (TIPEKpaIlleHUU TPYIOBOTO I0T0BOPA).
OcoOeHHOCTH 3aM0HEHNs CBEJCHUM 00 YBOJIbHEHUHU U MIpUEME Ha
paboTy B CBA3M C MEPEBOJIOM paOOTHUKA.

BHeceHre N3MEHEHMI U IONIOJIHEHUN B TPYIOBYIO KHUXKKY.
Jly6nukaT Tpy10oBOM KHIKKU. Bbiaua TpynoBoil KHIXKKH MPU
YBOJIbHEHUU (MPEKpAIlleHUH TPYI0BOTO A0Tr0BOpa). Brimaapi B
TPYIOBYIO KHUXKKY.

YueT u XpaHeHHue TPYJOBBIX KHIKEK. JJOKyMEHTAIHs TI0 YUETy
OJIaHKOB TPYAOBBIX KHIDKEK (IPUXOIHO-PACXOAHAS KHUTA TIO YUETy
0JIaHKOB TPYAOBBIX KHIDKEK M BKJIAJbINIEH K HUM, KHUTA y4eTa
TIBUKEHHS TPYJOBBIX KHUKEK M BKJIAJIbIIICH K HUM).
OTBETCTBEHHOCTH 32 COOJIIO/ICHUE MTOPSAKA BEECHUS TPYIOBBIX
KHIDKEK.

CBefieHUs1 O TPYIOBOM ACSATEIHHOCTH, OPMUpYEMBIE B
HIIEKTPOHHOM BHUJIE: BUJIBI CBEICHUN, NX COJIepKaHUe, CTIOCOObI
dbopmupoBanusi. CBOEBPEMEHHOCTh HAIIPaBJICHUS CBEJCHUH O
TpyAoBoOil AesTenbHOCTH B I1D PD. Tlopsanok nonmyyeHus cBeIeHU
0 TPYJIOBOM AESITEIbHOCTH PAOOTHUKOM.

Odopmienue
TTOKYMEHTOB IpU
9 |moompenun u
TUCIUIIMHAPHBIX
B3bICKaHUU

[ToHsiTHE M BUJIBI IUCIUIUIMHAPHBIX B3BICKAHUM, TTOPSIOK

o opMIIEHHS TOKYMEHTOB MpU 00BSBICHUH 3aMeUaHusi, BRITOBOPA,
yBosibHEHUS. [Iprka3 o nmoompennuu, 0coOEHHOCTH COCTaBICHUS
CONPOBOXKAAIOUIEH JOKYMEHTAIIUU

5.3. CeMuHapckue, NpaKkTHYECKHE, 1a00PATOPHbIE 3AHATHS, X COAEPKAHNE

No paznena u
TEMBI

Copepxanuie v (OpMbI IPOBEACHUS

Beenenue B kypc. [IpoBoautcst B popMe CeMUHAPCKOTO 3aHATHS. TPAKTUHYECKUX
pabot"O6miee mpencrasieHue kypca. Haznauenue u copepxkanue kypca. Csizb
Kypca ¢ yueOHbIMU AMCHUIUIMHAMH. 3HaYeHHE Kypca B OJTOTOBKE CHEIIMATUCTOB
110 YIIPABJICHUIO IEPCOHATIOM.

3aKkoHOAATENbHAs! 1 HOPMAaTUBHO-METOANYECKAs PETJIaMEHTALINS KaJlpOBO

eI TEIIbBHOCTH

10

["'ocynmapcTBeHHas MHCIIEKIMS TpyAa U IPOLeAypa NPOBEICHUS TPOBEPOK
TOKYMEHTAIIUU KaJpoBOii c1yxObl. [I[poBoauTCst B hopMe MPaKTHIECKOTO
3aHsATUs. "[loTHOMOYMS rocyiapcTBeHHOM MHCHEeKnu Tpyaa. [Ipouenypa u

NpaBuiIa MPOBEACHUS POBEPOK COOTIOIEHUS IEHCTBYIOMIETO 3aKOHOAATEIbCTBA.




Ne paznena u
TEMbI

Copneprxanue u GOpMBbI IPOBEACHUS

Buas! nposepok. [Topsaok opopmiaeHns MEpOnpusTHA IO KOHTPOJIIO.
CocTaB JOKYMEHTOB, TpeOyeMBbIX OpraHaMu HaJ30pa U KOHTPOJIS IIPU
[IPOBEJCHUU ITPOBEPOK.

OTBETCTBEHHOCTH PabOTOATENS 32 HAPYIICHUE ACHCTBYIOMIETO
3aKOHOJATEIbCTBA O TPY/E U HErpaMoTHOE 0(hopMIIeHHE KaJApOBOM
nokyMmeHTaiuu, Bo3inaraemast Tpynossim Kogexcom PO u Konexkcom 06
aIMUHUCTPATUBHBIX IPABOHAPYILICHUSAX.

"

11

CucreMaTu3alys U XpaHeHHe JOKyMEHTOB KaJpoBoii ciyx0bl. HoMenkiaTypa
e KaapoBoi ciyxObl. [IpoBomuTcs B hopMe MPaKTHUECKOTO 3aHATHSL. .
"[TonsiTue HOMEHKIATYpbI Jei. [Topsaok cocTaBlIeHUs HOMEHKIIATYPbI €1
KaJIpoBOil ci1y>kObl. TpeGoBaHus, IPEABSIBISIEMBIC K 3ar0JIOBKaM JIesl. DJIEMEHTHI
3aroJIOBKOB JIe]I.

[TpaBwiia TpynImupoOBKY JOKYMEHTOB B Jieyia, 0OPMIICHHS 3ar0JIOBKOB JCII.
[Ipu3Haky rpynnupoBKU JOKYMEHTOB B Jeina. [lopsaok moaroToBKu JOKYMEHTOB
K apXUBHOMY XpaHeHuto. Kinaccudukaiys J0KyMEHTOB 110 CPOKaM XPaHCHHSI.
TpeGoBanusl, IPeAbSABIsAEMbIE APXUBHBIMU CITY>KOaMU K JOKYMEHTaM, CaBaeMbIM
B apxuB. Opranuzaiys IpoOBEICHUS SKCIEPTU3bI LICHHOCTU JOKYMEHTOB.
Yactuynoe u noiaHoe opopmiienue aen. [lopsaok odopmieHus 0610KeK et
MOCTOSTHHOTO W BPEMEHHOT'O CPOKOB XpaHeHusi. CocraBieHue u 0OpMIICHHE
onmceii aen. CocraBieHue 3aBEPUTENBLHON HAIIICH Jea.

AJIMUHHCTpPATUBHAs! OTBETCTBEHHOCTh 32 HAPYIIIEHUE JEHCTBYIOLIETO

3AKOHOAATCJIIbCTBA 110 APpXUBHOMY JICITY.
"

KanpoBast TOKyMEHTalLus: COCTaB U BUABI; TpeOOBaHUS K OPOPMIICHHIO
TOKYMEHTOB; JIBH)KE€HUE B opranusanuu. [Iposoaurcs B hopme mpakTHUECKOrO
3aHATUS. "TIOHATHS «IOKYMEHT, «IOKYMEHTO000POT», «IOKYMEHTAIMOHHOE
oOecrieueHne yrpaBIeHUs.

[TonsiTHe U 3HAaUeHUE KaipoBoi fokymeHTanuu. Kinaccudukanus kaapoBoit
nokyMmeHTauu. OTau4ns KaJJpoBOM M YIPaBIE€HYECKONW JOKYMEHTAIIH.
OCHOBHBIE BU/IbI IOKYMEHTOB KaJpOBOH CITy*Obl, 0COOEHHOCTH MX COCTABIICHHUS.
OcHoBHBIE TPeOOBaHHUS, IPEIbABISEMbIE K OPOPMIIEHUIO TOKYMEHTALUH,
[IPelyCMOTPEHHBIE [ 0Cy1apCTBEHHON CUCTEMON JOKYMEHTALlMOHHOIO
oOecnieueHus ynpasieHus. [lopsiok 00pabOTKU U perucTpaiuu 10KyMEHTOB, UX
uHeKcaun. Perucrpanuonnslie GopMbl U UX 3anonHeHne. KoHTposb
MCIIOJTHEHUS TOKYMEHTOB. OCHOBHBIE OTJIMYUS B IOJITOTOBKE MPOCTHIX U
CJIO’KHBIX MPUKA30B. YUET crielu(UKU pacopsiIUTeIbHOTO AeHCTBUS IPU
COCTaBJICHUH MPUKA30B IO MPUEMY, IEPEBOAY, YBOJIbHEHUIO pAOOTHUKOB.
[TopsiioK BU3MPOBAaHMSI IPHUKA30B 110 IUYHOMY COCTaBY, MX PETUCTPALUN

n

JlokasibHbIE HOPMATHUBHBIE AKTHI IO YIPaBIEHUIO IepcoHaoM. [IpoBoauTcs B
dbopme npaktuueckoro 3anaTus. "lltatHoe pacnucanue (ct. 57 TpynoBoro
Konekca P®)— ®opma mratHoro pacnucanus. [IpaBuiia BHyTpeHHET0 TPYAOBOTO
pacnopsi/ika KaK JIOKAJIbHbII HOPMAaTHBHO-TIPABOBOM aKT, KOHKPETU3UP YOI
MOPSIIOK PErYIMPOBaHUS KIHOYEBBIX BOIIPOCOB COLUATIBHO-TPYAOBBIX OTHOLIEHUM
Ha npeanpuatuy. OOl MOpsI0K NOATOTOBKU JOKYMEHTa B COOTBETCTBUHU CO
cT. 190 TK P®. Ocobennoctu ohopMiIeHHs MPaBUI BHYTPEHHETO TPYAOBOTO
pacropsiika, cojiep>kKaHue BOIPOCOB, KOTOPbIE OTPaXKarOTCs B MpaBUiIax
BHYTPEHHETO TPYA0BOI'0O pactopsaKa.

OcoOeHHOCTH 00paIleHUs ¢ TIEPCOHAIBHBIMU JTAHHBIMU pa0OTHUKOB B




Ne paznena u
TEMbI

Copneprxanue u GOpMBbI IPOBEACHUS

COOTBETCTBUU C ToJiokeHUsIMU TJ1aBbl 14 TK PO. Tpeboanus k 00padoTke
MEepCOHANBHBIX JaHHBIX paboTHUKA. [IpaBuna nepepaun nHpopmanuu,
coJieprkalieil cBesieHus: o0 paboTHUKE, TpeThUM JniiaM. OTBETCTBEHHOCTD
TOJKHOCTHBIX JIML, BUHOBHBIX B HAPYIIEHUH HOPM, PETYJIUPYIOLIUX [10JIy4YEHHUE,
00paboTKy U 3alUTy NEPCOHANBHBIX JaHHBIX paOOTHUKA.

WHCTpYKLKS IO JOKYMEHTAIIHOHHOMY OOECIIEYCHHIO YIIPABICHUS EPCOHAIOM
npennpusaTus. CTpyKTypa U coiepKaHHue pa3esioB JaHHOTO JOKYMEHTA.
[Tonoxxenue o0 ornyckax. [lonoxxeHrne o KOMaHUPOBKAX.

3amiTa NepcoHANbHBIX JaHHBIX paboTHuKa. [IpoBoauTcs B popme
[IPAaKTUYECKOro 3aHATHA. [IoHATHE NepCOHANBHBIX IaHHBIX, COJEPKAHNE
MEepCOHANBHBIX JaHHBIX. O0mue TpeOoBaHUs U 00pabOTKE MEPCOHATBHBIX
TaHHBIX PA0OTHHUKA U FAPAHTUU UX 3AILUTHI. XpaHEHUE U UCIIOJIb30BAHUE
[EPCOHAIBbHBIX JJaHHBIX paOOTHUKOB. Ilepenaua nepcoHanbHbIX JaHHBIX
paboTHuka. [IpaBa paOOTHUKOB M OTBETCTBEHHOCTh paboTOATENs B LEISAX
00ecrevyeH s 3alUThl IEPCOHANBHBIX JAHHBIX, XPAHSIIUXCS Y paboToaaress.

JloKyMeHTHpOBaHHE MPOLIECCOB IBUKEeHU KaapoB. [IpoBonutcs B hopme
[IPAKTUYECKOT0 3aHATUSA. "JIOKyMEHTHPOBaHUE IIpoLecca IBUKEHHS KaJApOB Ha
NpeNpUATUM Kak BakKHeWIas (QyHKIMS OTJeIa KaJApoB. Buibl IBMKeHUs
kapoB. Cxembl IpreMa, IEPEBOia, YBOJbHEHUS PAOOTHUKOB.

Odopmiienue npueMa paboTHUKOB. CocTaB JOKYMEHTOB, TPEOYEMbIX MPH ITpHEMe
Ha paboty B cooTBeTcTBHHU ¢ TpynoBeiM Kogekcom PO.

[Topsi10K 3aKIH04YEHUS TPYAOBBIX J10TOBOPOB C IIOCTOSSHHBIMU U BPEMEHHBIMU
pabOTHUKAMH.

OcoOeHHOCTH COCTaBNIEHUsS] YHU(PHUIMPOBAHHBIX (DOPM MPUKA30B MO JINYHOMY
cocTaBy, kacatomuxcs npuema (popma T-1, T-1a).

OdopmiieHne nepeBosa, epeMeleHns, KOMaHUPOBaHUs PAOOTHUKOB.
OcoOeHHOCTH O(OPMIIEHHS U OCHOBAHUS PA3JIMYHBIX BUI0B IIepeBoa (IepeBoj
Ha JIpyTyro paboTy Ha TOM e MPeINpUsTHH; IepeBO Ha paboTy Ha Jpyroe
MpEeANPUSITHE; TIEPEBO]] HA pabOTy B IPYTyI0 MECTHOCTH). OCOOEHHOCTH
COCTaBJIEHUS] YHU(PHUIIMPOBAHHBIX (POPM IMPUKA30B MO JINYHOMY COCTaBY,
Kacaronuxcs nepesoja (popma T-5, T-5a), komanaupoBanus (popmer T-9, T-9a,
T-10, T-10a).

Odopmnenne ortnycka. [IpaBuia u cpoku noAroToBKU rpadrka oTHyckoB (popma
T-7). OcobeHHoCTH cocTaBleHHs] YHU(DULIMPOBAHHBIX (HOPM MPUKA30B 110
TUIHOMY COCTaBYy, Kacaromuxcs orirycka (popma T-6, T-6a).

OdopmieHne MOOMIPEeHHIA U B3bICKAHUH.

Odopminenue yBosibHeHUs: paOOTHUKOB. OCHOBaHUS MPEKpaIeHHs TPYIOBOIO
TOrOBOpa B COOTBETCTBHM C HOPMaMH TPYOBOTO MpaBa; MpaBuiia 0hopMIICHHUS
[pEeKpaILeHUs TPYI0BOro 1oroBopa. OTBETCTBEHHOCTh paboToAaTeNs 3a
HE3aKOHHOE YBOJIbHEHHE PAaOOTHHUKOB.

Oco0eHHOCTH cOCTaBNeHUS! YHU(DULIMPOBAHHBIX (POPM MPUKA30B 110 JINYHOMY
COCTaBy, Kacaroluxcs yBoJIbHEeHUs! paboTHUKOB (popmbr Ne T-8, T-8a).
[Topsimok perucTpanuy NpuKa3oB Mo JUYHOMY COCTABY.

1HBIe TOKYMEHTHI, CBSI3aHHBIE C Y9eTOM KaapoB. [IpoBoautcs B popme
MPAaKTUYECKOro 3aHATHA. "DOpPMBI )KypHAJIOB PETUCTPALIUN JOKYMEHTOB. JINuHbIe
JTMCTKY I10 y4eTy KaJpOB, XapaKTEPUCTUKH, BBINMCKY, CIIPABKH: MTPEIHA3HAUCHHE,
coJepkaHue, TpeOoBaHUs K 0POPMIICHHIO.

JInyHas KapToYKa Kak JOKYMEHT IEPCOHAIBHOTO y4eTa pabOTHUKOB




Ne paznena u

Conepxanue 1 POpMBI IIPOBEIECHUS
TEMBI Acp (bop POBCA

OpraHn3aluu.
Kal[pOBBIG OTYCTLBI: BUJbI, CPOKH ITOAA4YH1, OTBETCTBCHHOCTD 34
HCIIPECAOCTABJICHUC.

"

DopmupoBaHue U BeieHue JIUYHBIX aei. [IpoBoauTcs B popme npakTHYECKOro
sarsiTust. "JInaHOe Aeno paboTHHKA KaK OCHOBHOM JIOKYMEHT ITEPCOHAIBHOTO
yueTa, B KOTOPOM XpaHsTCs HauboJiee MOJTHbIE CBEJCHHS O COTPYIHHUKE U €T
CITy’)keOHOM J1eATeTbHOCTH.

CocTaB ¥ OCIe0BaTENbHOCTD JOKYMEHTOB JIMYHOTO Jesia. OcoOeHHOCTH

7 COCTaBJICHUS JOKYMEHTOB JINYHOTO JIeJIa: JTUYHOTO JIUCTKA 0 yYeTy KaJpOoB,
TOTIOTHEHUS K TUYHOMY JIMCTKY, aBTOOMOrpaguu u T.1.

[IpaBuia BbIIauM JMYHOTO Jieja BO BpEMEHHOE Tosib30BaHue. [lopsimok
COCTaBJICHUS OIKCH JIMYHOTO fena. [lepenada nuuHOro eia Ha apXUBHOE
xpaHeHue. CocTaBieHUE 3aBEPUTEIbLHON HAAMUCH JIUYHOTO JIea.

n

Benenne Tpy1oBbIX KHIKEK B (DOPMUPOBAHKE B JIEKTPOHHOM BHJIE HH(DOPMAIHH
0 TPYZOBOM AEATENBHOCTU U TPYIOBOM CTaXke Kax0ro padorHuka. Ilposoaurcs
B (hopme npakTrueckoro 3anatus. "[loHsTie TpynoBoi KHHXKKU. Popma
TpynoBoi KHMKKU. HopmaTtuBHO-MeToanueckas 0a3a, peraaMeHTUpYroIas
[OPSIOK BE/IECHHUS, 3aII0JIHEHUS TPYIOBBIX KHUYKEK, 00ECIIeUeHUsI UMU
paboToaaTeet.

3anonHeHue CBEAEHHUI 0 pabOTHUKE. 3aMl0JIHEHNE CBEICHUI 0 padoTe.
3ar0IHEHUE CBEIEHUI O HarpaIeHUH. 3all0JIHEHUE CBEeIeHUI 00 yBOJIbHEHUHU
(mpexpalieHrun TpyA0BOTo 10roBopa). OCOOEHHOCTH 3aIll0JIHEHUS CBEIEHUN 00
YBOJIBHEHUU U ITpUEMeE Ha paboTy B CBS3U C NEPEBOJOM paOOTHHKA.

BHecenue n3aMeHEHHI U IOMOJIHEHUH B TPYIOBYIO KHUXKKY. JlyOnukaT TpyaoBoi
8 KHIKKH. BbI1aya Tpy10BOM KHUKKH NPH YBOJIBHEHUH (IIPEKPAIIEHUH TPYAOBOTO
orosopa). Bkiaaeli B Tpy10BYIO KHUXKKY.

Y4er u XpaHeHHEe TPYIOBBIX KHIKEK. JJokyMeHTalus 1o yuyery 0J1aHKOB
TPYAOBBIX KHIKEK (IPUXOJHO-PACX0JHAs KHUTA [0 Y4eTy OJaHKOB TPYIOBBIX
KHIDKEK U BKJIQABIIIEH K HUM, KHUTA Y4€Ta ABM)KEHHS TPYIOBBIX KHIKEK U
BKJIQJIBITIICH K HUM).

OTBETCTBEHHOCTH 3a COOJIIOICHUE MOPSIKA BEIEHUS TPYAOBBIX KHIKEK.
CBeneHus 0 TPYJAOBOM AESITENBHOCTH, (POPMUPYEMBIE B 3JIEKTPOHHOM BH/JIE: BUIbI
CBE/IEHUIl, UX cojiepx)aHue, crnocods! popmupoBanusi. CBOEBPEMEHHOCTh
HaIlpaBJICHUS CBEJICHNU O TPyA0BOM AesTenbHOCTH B [1D PO. TTopsaox
MOJIyYEHHUs CBEIEHUH O TPYJI0BOI IeITETLHOCTH paOOTHUKOM.

n

OdopmiieHre JOKYMEHTOB MPH MOOLIPEHUH U AUCIUTUIMHAPHBIX B3bICKAHUI.
[IpoBoauTcs B popme npakTudeckoro 3aHsaTus.. [lonsitue u Bugbt

9 MUCHUTUTMHAPHBIX B3bICKAHUH, MOPSAI0K OPOPMIIEHHUS JOKYMEHTOB IIPH
00BSBJICHUH 3aMeuUaHusl, BRITOBOpa, yBoJibHEeHU. [Ipuka3 o nmooupenuu,
0COOEHHOCTH COCTaBJICHHS CONPOBOXKIAIOIIEH TOKYMEHTAllUN

6. (I)OH}] OLHCHOYHBIX CpPEaACTB Jd IIPOBCACHUA HpOMe)KyTO‘lHOﬁ arrecranuum 1o
AUCHHUILINHE (MOJHBIH TEKCT NPUBEACH B NPUIOKEHNHU K padoueil mporpamme)

6.1. Texkymuii KOHTPOJIb



KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

Onucanune
3Taﬂbl HeOﬁXOHl/lMLle JJISE OIICHKH o
MUDOBAHUS 3HAHUH, yMeHH i1, HABBIKOB nolzca;::e.;zz "
¢dopmupo " Iepeyenn (3YHLI: o (WJIM) ONbITA purep
N KOMIICTCHIUH 3.1...3 JesITeTbHOCTH. OTCHIBAHITH
e (popmupyembix ( .d...2.n, i KoMIeTeHIuii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
H/II 260 eii KOMIIeTeHII UM Y.l .. .Y.n, dopmupoBaHus Pa3JIMYHBIX 3TANAaX HX|
p no ®I'OC BO H.1...H ll) KOMIIeTeHIIHii B mpomecce ¢bopmuposanus,
IIpOI‘paMMbI oelloce . “ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
JAHCIMILINHBI) nporpaMMLI OLleHHBAHHS (0 100-
(Hanvienosanne 0aJIILHOI 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; " apryMeHTUPOBAaHH
coJiepKaHue Nel "TpebGoBaHus K
TpeOOBaHUS K OCTb U IIOJTHOTA
1 OIIK-4 TOKYMEHTOB, 0 OpMIICHHIO
0(hOpPMIICHHIO OTBETOB Ha
COMPOBOXKAAIOIINX [PEKBU3UTOB
TOKYMEHTOB; " KOHTpPOJIbHBIE
OIEpPAaTUBHOE TOKyMEHTOB
IBHKCHHC B DABICHIE BOTIPOCHI (5)
OpraHu3anuu b
[IEpCOHAJIOM, 3HaTh
METOJIbI ydeTa
[epcoHana
3.3HaTh COBpeMEHHbIE
TEXHOJIOTHH U METOIBI
OTIEpATUBHOTO
YIpaBIeHUS —
[IEpPCOHATIOM, COCTaB U .
Conepianme MIPaBUJIbHBII
OTBET Ha BOIPOC
2 OIIK-4 TOKYMEHTOB, Tect 1 Tecta p
CONPOBOXKAAIOIINX
onegaTHBHzi)e H onieHuBaercs B 1
6amn (5
yIpaBiieHUE ©)
[1€pCOHAIOM, 3HaTh
METOJIbI yueTa
nepcoHana
Y. YMeTs 060CHOBAaHHO
BEIOUPATHh TEXHOJOTHUU
1 METOJIbI
OTIEPATUBHOTO
3. JlokanbHbIE DABICHIS OLICHUBAETCA
HOpMAaTUBHBIE TP N apryMeHTHPOBAaHH
mepconaioMm u yueta  [Ketic-study
3 |aKTBI IO OIIK-4 '\ " OCTb M MOJIHOTA
repcoHana, Odopmnenne JIHA
YIIPaBIIEHUIO OTBETOB Ha
COOTBETCTBYIOILINE N
[IEPCOHANIOM BOIPOCHI Kefica (5)
po¢heCcCHO-HATEHBIM
3a1a4am, U oNpeaessTh
COCTaB JOKYMEHTOB JIJIs
UX COMPOBOXKICHUS
3.3HaTh COBpEeMEHHBIE
TEXHOJIOTHH U METOIBI
OTIEpPATUBHOTO
Y IPABICHIA OIICHUBACTCS
[IEPCOHAIIOM, COCTaB U
O apryMeHTHPOBAaHH
P KonTtponbHas padora OCTb U TIOJTHOTA
4 OIIK-4 JIOKyMEHTOB, N "
Odopmnenne JIHA OTBETOB Ha
COMPOBOXKAAIOIINX
oTepaTHBHOS KOHTpPOJIbHbIE
N—— BOIPOCHI (5)
[IepCOHAIOM, 3HATh
METO/bI yUeTa
repcoHana
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
(popmup . Ilepeyensn (GYHmbr: u (WaH) onbITA
Nt KOMIIETCHIIUH 3.1...3 JesITeTbHOCTH. OTCHIBAHITH
e (popmupyembix ( .d...2.n, i KoMIeTeHIuii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
11/[[ . KOMIICTCHIINHN Y.l .. .Y.n dopMuEpoBanus Pa3JIMYHBIX ITanax X
paboueii K PMHPC ¢dopmuporanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
HporpaMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI onenupasms (00 100-
JUCUMILIHHBI) NpPOrpaMMel u »
0aJIILHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
TeXHOI0IuK U MeToansl [JIHA" MPaBUJIbHBII
OTEePATUBHOTO OTBET Ha BOIPOC
yIpaBJIeHUS TecTa
[IepCOHAIOM, COCTaB U oleHuBaercs B 1
coJlepKaHue 6am (5)
TOKYMEHTOB,
COMPOBOXKAAIOIINX
OIEpPaTUBHOE
yIIpaBJIeHUE
[IEpCOHAOM, 3HATh
METOBI yUeTa
repcoHaia
3.3HaTh COBpeMEHHbIE
TEXHOJIOTHH U METOJIBI
OTIEPATUBHOTO
YIpaBIeHUS N
KaKIbIN
[IepCOHANIOM, COCTaB U .
4. 3ammra MPaBUIIbHBIN
CoJlepIKaHue "
[EpCOHAIBHBIX Tect "llepcoHanbHble | OTBET Ha BOIPOC
6 OIIK-4 TOKYMEHTOB, "
TaHHBIX TaHHBIC TecTa
COMPOBOXKAAIOIINX
[paboTHHKA oneHuBaercs B 1
ONEepaTUBHOE
oaim (5)
yIpaBjieHUE
[1€pCOHAIOM, 3HaTh
METO/bI yUeTa
nepcoHaia
H.Bnaners HaBbIKaMu
MCTIONb30BaHUS
6a30BBIX COBPEMEHHBIX
TEXHOJIOTHUI U METOJIOB
OTIEPATUBHOTO
S. YIIpaBJICHUSA [IpuKasbl 0 JIMYHOMY IIpaBunbHO
7 JlokyMeHTHUpOBaH OITK -4 [1epCOHANIOM, UMETh coCTaBy 0 OpPMIICHHBIH
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 OpPMIICHHBIH
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 KDHTEDHEB
¢dopmupo " Iepeyenn (3YHLI: o (WJIM) ONbITA purep
KOMIIETCHIIUH JesITeTbHOCTH. OMCHHBAHII
Ne ¢opmupyembIx (3.1 .o .3.“, > KOMIETeHIMIA Ha
(Tema u3 o XAPAKTEPUIYIOMUIX STAMBL ) gy sTamax nx
n/n paGoueii KOMIIETeHIHii V.1...V.n, (bopMupoBaH p e
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce pMup i
HpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
JUCUMILIHHBI) - ouenusanus (mo 100-
(HammenoBanne 0aJIILHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
ydera nepcoHasa
H.Bnanets HaBBIKAMH
MCTIOJIb30BAHUS
0a30BBIX COBPEMEHHBIX
TEXHOJIOTHI U METOJI0B
OTEePATUBHOTO
[IpuKa3sbl 0 JIMYHOMY
YIIpaBJICHUSA coctany IIpaBunbHO
[IepCOHATIOM, IMETh . 0 OpMIICHHBIH
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 OpPMIICHHBIH
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 (HBgTHaBOH 0cC
11 OIIK-4 JIOKYMEHTOB, " JlokyMeHTUpOBaHNE recra P
COIPOBOYKIAIOIINX BIDKEHUS KaapoB"
onegaTnBéze i o P olleHHUBaeTcs 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, olieHuBaercs 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. OTCHIBAHITH
Ne (popmupyembix ( .d...2.n, i KOMIeTeHI il Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
H/II o KOMIIeTeHII UM Y.l . .Y.n dopmupoBaHus Pa3JIMYHBIX 3Tanax ux
paGoueii ? PMHPC ¢dopmupoBanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
IIpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - onenusanus (no 100-
0aJIILHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
[IepCOHANIOM, 3HATh
METObI 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 170 - 5
nen Y. YMeTh 000CHOBaHHO [THYHOTO jaeia”
6aisoB (5)
BBHIOMPATH TEXHOJIOTUU
1 METOJIBI
ONEPaTUBHOTO
yIpaBJIEeHUS
[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 oopmIcHHIi
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" oopmIteHHBII
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"




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

Heo0X0AMMbIe JUIST OLIEHKH Omucanue
Jransl o1 L ot nokasareJeii u
MHUDOBAHUS . 3HAHUH, YMCHHH, HABBIKOB KpHTepHeB
¢dopmup . Iepeuenn (3YHLI. H (WIK) onbITa
N KOMIICTCHIUH 3.1...3 JesTeTbHOCTH OUCHHBATHS
e (popmupyembix ( .d...2.n, i KoMIeTeHIuii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
n/n N KOMIIeTeHIHii V.1...Y.n, (bopMupoBaH PasIMYHBIX ITANAX HX
paGoueii o ¢dopmupoBanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
IIpOI‘paMMbI elloce . “ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - onenusanus (no 100-
0aJIILHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
3.3HaTh COBpEMEHHbIE
TEXHOJIOTHH U METO/IbI
OTIEpPaTUBHOTO
yIpaBJIeHUs
[epPCOHATIOM, COCTaB U IIpaBunsHO
coJiepKaHue CaMmocrosiTenbHas 3aI10JTHEHHBIN
16 OIIK-4 TOKYMEHTOB, pabota "3amonHeHEe ONaHK TPYIOBOM
COMPOBOXKAAIOIINX TPYJOBOM KHUKKH" KHIDKKH - 5
OIIepaTUBHOE 6aoB (5)
yIIpaBieHHE
[IepCOHAJIOM, 3HAaTh
METOJIBI yueTa
[epcoHana
3.3HaTh COBpeMEHHbIE
TEXHOJIOTHH U METO/IBI
OTIepPaTUBHOTO
yIpaBJICHUS
[IEpPCOHATIOM, COCTaB U .
CaMocTosITenbHas Bce naiinenssle
cofiepKaHue N
padota "Hafiti ommOku| ommoOKy B O1aHKe
17 OIIK-4 TOKYMEHTOB, .
B 3aII0JTHCHUH TPYJIOBOH KHIKKH
COIPOBO’KAAIOIINX . "
TPYAOBOM KHUKKH - 5 6aios (5)
OIIepaTHBHOE
yIIpaBJIeHUE
[epCcoHaJioM, 3HaTh
METOMBI y4eTa
nepcoHana
3.3HaTh COBpeMEHHBIE
TEXHOJIOTHH U METOJIBI
OTIepPaTUBHOTO
YIIpaBJICHUS
9. OdopmiieHue MEPCOHAIIOM, COCTaB U OIICHUBAETCS
TOKyMEHTOB IIpH coZiepKaHue Camoctosrenpias MIPaBUIIBHOCTh
Y p P padota "OdopmieHne P
18 |[moouipeHuu u OI1K-4 TOKYMEHTOB, OOLPEHHH 1 odopmIeHHS
TMCIUTUTMHAPHBIX COMPOBO’KAAIOIINX B3I)ICKI;HHI71" COOTBETCBYIOILINX
B3bICKAHHH OIIEpaTUBHOE JIOKYMEHTOB (5)
yIpaBJieHHE
[IEPCOHATIOM, 3HATh
METOJIBI yaeTa
[epcoHana
Y. YMeTs 060CHOBaHHO
BEIONPATH TEXHOIOTHH
10. 1 METOBI
["ocynapcTBeHHas OTIePaTUBHOTO
OLICHUBAETCs
MHCIIEKLIUS Tpya yIpaBJIeHUs
U Ipoueaypa nepconanom u yuera  |[Keiic-study "ITposepku |10~ o HPOBAMH
19 P yp OIIK-4 P ¥ " Yy HPpoBep OCTb U IOJIHOTA
[IPOBEICHUS [epcoHana, 1T
[IPOBEPOK COOTBETCTBYIOIINE OTBETOB Ha
POBEP y BOIPOCHI Kefica (5)
TOKyMEHTaIUH npodeccro-HaIbHBIM
KaapOBOMH CITyKObI 3a1adam, U OIpeaesaTh
COCTaB JIOKYMEHTOB IS
X COIPOBOKACHUS
20 |11. OI1K-4 Y. VYmeTh 060cHOBaHHO |{CaMOCTOSITEIIbHAS [TpaBmibHO




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

3Taﬂbl Heo0X0AMMbIe JUIST OLIEHKH “02:::;1?::; -
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHEB
¢dopmupo " Iepeyenn (3yHbI: o (WJIM) ONbITA purep
KOMIIeTeH Mt OLEeHHBAHHS
Ne ¢opmupyembIx (3.1 .o .3.“, AEATETBHOCTH, KOMIETeHIMIA Ha
(Tema u3 o XAPAKTEPUIYIOMUIX STAMBL ) gy sTamax nx
n/n paGoueii KOMIIETeHIHii V.1...V.n, (bopMupoBaH p e
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce pMup i
HpOI‘paMMbI oelloce . “ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
JAUCIUILITHHBI) IporpaMMBL OHEHl/lBaHlEﬂ (mo -
(HammenoBanne 0aJIILHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
CucteMaTtusanus BEIOMpATh TEXHOJOIMU [paboTta "OdopmieHue odopmiieHHast
1 XpaHEHUE 1 METOJIbI HOMEHKJIATYpHI 1ed1"  [HOMEHKJaTypa Jel
TOKYMEHTOB OTIEpPaTUBHOTO - 6 6anoB (6)
KaapOBOMH CITyKOBI yIpaBJIeHUS
[EPCOHATIOM U yueTa
[epcoHana,
COOTBETCTBYIOILINE
Mpo¢eCcCHO-HATEHBIM
3a1ayam, U ONpeAesiTh
COCTaB JOKYMEHTOB JJIs
X CONPOBOXKJICHUS
3.3HaTh COBpEMEHHBIE
TEXHOJIOTHH U METO/IBI
OTIepPaTUBHOTO
yIpaBJICHU T
[IEpPCOHATIOM, COCTaB U .
coepKanue MIPaBUIIbHBII
71 OITK -4 HOKYMEHTOB Tect "Homenknarypa OTBET Ha BOIIPOC
Y ’ eI KaapOBO# cyxOb1" TecTa
COMPOBOXKAAIOIINX
OTIEpeTHBHOS oneHuBaercs B 1
6am (5
yIpaBiieHUE )
[1€pCOHAJIOM, 3HaTh
METO/IbI yUeTa
repcoHaia
HNroro 100

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

1-i1 Bompoc Owunera (40 OamnoB), BuA Bompoca: TecT/mpoBepka 3HAHUU.
OrneHnBaeTCsl MPaBMIILHOCTh OTBETA Ha BOMPOC. 332 KAXKIBIM NMPaBHIIBHBIA OTBET Ha TECT - 2

Pa0do4nM y4yeOHBIM IVIAHOM NPEeAyCMOTPEH JK3aMeH B cemecTpe 32.

Oaiuia.

Komnerennusi: OIIK-4 CnocoGeH NpUMEHATH COBPeMEHHbIE TEXHOJIOTHMM W MeTOIbI
ONMEPATUHBHOI0 YHPABJCHHA NEPCOHAJIOM, BECTH NOKYMCHTAIHMOHHOC COIIPOBOKICHUEC H

yuer

3Hanwne: 3HaTh COBPEMCHHBIC TEXHOJOTHUHN U METOJbI OIICPAaTUBHOI'O YHIPAaBJICHUA MEPCOHAIOM,
COCTaB U COACPIKAHUC NOKYMCHTOB, COIIPOBOKAAOIMINUX OINICPATUBHOC YIPABJICHUC MEPCOHAIIOM,

BOITPOCHI 1J151 ITIPOBEPKU 3HAHUI:

3HAaTb MCTOJBI YUC€Ta IEPCOHAIA

1. A,Z[MI/IHI/ICTpaTI/IBHaSI OTBCTCTBCHHOCTDb 3a HAPYUICHUC I[CﬁCTBYIOH.ICTO 3aKOHOAAaTCJILCTBA II0

apXUBHOMY JEIy.
2. Benenue nuuHbIX KapToudek. [IpaBuia BHeCEHUS UCTIPABIEHUI B INYHBIE KAPTOUKH.
3. Beimava nyOimkaTa u BKIJIAJbIINIA TPYIOBON KHUKKH.
4. Knaccu¢ukanus KaJpoBbIX JOKYMEHTOB.

Kpurepnii:



5. Ha3znaueHnue MHCTPYKIUH MO JOKYMEHTAIIHOHHOMY OOECHEUCHHIO YIPABJICHUS MEPCOHATIOM.
Cocras pa3zeinos.

6. Opranu3zanus IpOBEJEHUS 3KCIEPTU3bI LIEHHOCTH JOKYMEHTOB.

7. OcoOeHHOCTH Pa3pabOTKU U COCTABIICHHUS IITATHOTO PAaCIUCaAHUS.

8. OTBeTCTBEHHOCTH paboToaaTens u (GU3NUECKUX JIUIl Ha HEHAJIE)KAIee COCTOSTHIE KaapOBOi
JIOKYMEHTAIUH.

9. OdopmrneHue oTmycka.

10. Odbopmiienne nepeBoia pabOTHUKOB HA IPYT'yr0 paboTy

11. Odopmnenue mnpuema paboTHHKOB. COCTaB JOKYMEHTOB, TpeOyeMbIX MpH IpUeMe Ha
pabory.

12. Oopmiienune npoueaypsl yBoJIbHEHUS paOOTHUKOB

13. [lepconanbHble TaHHBIE paOOTHUKA: COOP, XpaHEHUE, OTBETCTBEHHOCTh 3a JOCTOBEPHOCTb U
HE3aKOHHOE paclpOCTPaHEHUE.

14. Tlonatue HoOMeHKIATypbl ned. [lopsaok cocTaBiieHHUs HOMEHKJIATYpbl JAeN KaapoBOM
CITYXKOBI.

15. TloHsaTue cHCTeMBl JOKYMEHTAIMOHHOTO OO€cleYeHusl YIpaBiCHHUS IEPCOHATIOM.
TpeboBanwusi, mpeabsBisieMble K 0)OPMIICHUIO PEKBU3UTOB KaIPOBOI TOKYMEHTAIUH.

16. Ilopsiok BHECeHUs 3allceii O MOOUIPEHUU PaOOTHUKOB B TPYAOBYIO KHIKKY

17. Tlopsiiok oopMIICHHS TOOIIPEHUN U B3BICKAHUHT

18. Tlopsaok odopMieHHs TPYIOBON KHIKKHA paboTHHKY. CoCcTaB pa3/ienoB

19. [opsAa0K MOATOTOBKH JJOKYMEHTOB K apXUBHOMY XPaHEHHUIO.

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

21. [IpaBuia BHYTpEHHETO TPYAOBOTO PACIOPsAKA: HA3HAYCHUE U MOPSAOK 0(POpMIICHHUS.

22. IlpaBuna odopmieHus TPYIOBBIX KHIDKEK, BHECEHMs JOIMOJIHEHUS W WCIpaBICHUNA B
HETPaBUIIBHO BHECECHHBIE 3aITHCH.

23. TIpocTble U CI0XKHBIE TPUKa3bl: 0COOEHHOCTH O(POPMIICHHS.

24. Cocrapnenue 1 oopMIIeHUE OTTUCEH JIeII.

25. TpeGoBaHus, peIbsABIIEMbIE K 3ar0JIOBKaM JI€J1. DJIEMEHTHI 3ar0J0BKOB JIE.

26. Yder ABWKEHHS TPYIOBBIX KHIDKEK U BKJIAJIBIIICH K HUM.

27. ®opMHupoBaHUE U BeJIeHHE TUYHBIX Jes. COCTaB JOKYMEHTOB JIMYHOTO JeNa.

THUITOBBIE 3AJIAHWS J1J151 ITIPOBEPKH YMEHUI:

2-i Bompoc Ounera (30 6amioB), Bua Bompoca: 3aganue Ha ymenue. Kpurepuit: OneHuBaercs
MPABWJILHOCTH PEIICHUS MTOCTABJICHHOW B CUTYAIlUU 33JIJaHUH.

Kommnerennusi: OIIK-4 CnocoGeH NpUMEHATH COBPEMEHHbIE TEXHOJIOTHM W MeETOJbI
ONePAaTHUBHOIO YIPABJEHHUS TEPCOHAIOM, BeCTH NAOKYMEHTAIIMOHHOE CONPOBOKAeHHE M
yuer

YMenue: YMers 000CHOBaHHO BBIOMPATh TEXHOJOTUHM M METObl ONEPATUBHOIO YIPABIIECHUS
NEpCOHAJIOM M YydYeTa I[epCoHalla, COOTBETCTBYIOIIME MpOo(deccHo-HAIbHBIM 3ajadyaM, U
OTIpEeAENATh COCTAaB JJOKYMEHTOB JIJISl UX COMPOBOXKICHUS

3anaga Ne 1. 3aganue Ha 3a0IHEHUE TUTYIBHOTO JIUCTA TPYAOBON KHUKKU

3anmaya Ne 2. 3a1aHne Ha COCTaBIEHUE KaIPOBOrO JJOKYMEHTA

TUITOBBIE 3ATAHUA U1 I[TPOBEPKU HABBIKOB:

3-it Bonpoc Ounera (30 6amioB), BuA Bompoca: 3agaHue Ha HaBbIKU. Kpurtepwmii: OueHuBaercs
MPaBUILHOCTH PEIICHUS MOCTABIEHHON B CUTYAINH 3aJJaHUH.

Komnerennusi: OIIK-4 CnocoGeH NpUMeHATH COBPeMEHHbIE TEXHOJOTHMM W MeTOJbI
ONepaTUBHOIO YNPaBJEHUS INEPCOHATIOM, BECTH JOKYMEHTALIMOHHOE CONPOBOXIECHHE W
yuer



HaBrik: BmaneTs HaBBIKaMU HCIIOJIB30BaHHSI 0A30BBIX COBPEMEHHBIX TEXHOJOTHH U METO/OB
ONEpaTUBHOIO  YIPABJIEHUS [EPCOHAIOM, HMETh HaBBIKM O(OpMIIe-HUS JIOKYMEHTOB,
COIPOBOKAAIOIINX OIEPaTUBHOE YIIPaBJIEHHUE [IEPCOHAIOM, HaBbIKAMM Y4€Ta IIEpCcoHalIa
3amanue Ne 1. 3amaHue Ha OLEHKY HPaBUJIBHOCTH TMOJTOTOBKH JOKYMEHTOB K apXHBHOMY
XPaHEHUIO

3amanne Ne 2. 3agaHue Ha pa3pabOTKY JIOKAIIBHOTO HOPMAaTUBHOTO aKTa

OBPA3EIL] BUJIETA

MuHKCTepCTBO HayKy 1 BEICIero obpasosanns  HarpasieHue - 38.03.03 Ympasienue
Poccuiickoii ®eneparun IIepCOHAJIOM

depepanbHOE TOCYIAPCTBEHHOE OOKETHOES TIpo¢uis - YIpaBIeHHe epCOHaIoM
00pa3oBaTenbHOE YUPESIKACHUE

BBICIIIETO OGPAIOBAHMA Kagenpa rocymapcTBeHHOTO yrpaBieHHS U
«BAUKAJIBCKUU I'OCYJAPCTBEHHBINU YHOPaBJICHUS YCITOBCYCCKUMH peCypcaMu
YHUBEPCUTET» JucturuivHa - JlokyMeHTaIlMOHHOE
(PTBOY BO «bI'Y») oOecrieyeHre paboThI C IEPCOHATIOM

3K3AMEHAIIMOHHBIN BUJIET Ne 1

1. Tect (40 GamtoB).
2. 3ajaHue Ha cOocTaBlieHUE KaapoBoro JokyMmenta (30 6amioB).
3. 3aganue Ha pa3pabOTKy JOKaIbHOTO HOpMaTUBHOTO akTa (30 6amioBs).

CocraButenb H.A. Beno6oponosa

3aBenyronui kageapou b.K. Tarapon

Padounm y4yeOHbIM mi1anom npeaycmorpena Kype.pa6. B cemecrpe 32. [IpumepHble
TeMBbI:
[ToBsimenue 3(hpeKTUBHOCTH KaPOBOTO JAETONPOU3BOICTBA. .
CoBepIIIeHCTBOBAaHUE KAJPOBOTO JOKYMEHTOO0OPOTA Ha TIPS IPHUSITHH. .
AyIUT TOKaTbHBIX HOPMATHBHBIX aKTOB OPTraHU3aIUY. .
CoBepIIIeHCTBOBaHUE MPOIIETyPhI COCTABIICHUS TpadrKa OTITYCKOB. .
[ToBrIlIIEHNE POTTU KAJPOBOTO JIEJIOMPOU3BOJICTBA B PELICHUH 33/1a4 YIIPABICHUS IEPCOHATIOM. .
Pa3zpaboTtka cucTeMbl KaJIpOBOM JTOKYMEHTAIIMH OpTaHU3aIUH. .
Pa3zpaboTka mTaTHOTO pacriucaHusl..
JlokyMeHTaTbHOE 00eCTieUeHre AeITeILHOCTH KaIPOBOH CITy)KOBI KOMMEPUECKOH OpTraHU3aIlHH.
OreHKa MpaBUIIBHOCTH XPaHEHUsS U CHCTEMAaTU3alluU JOKYMEHTOB KaJIpOBOU CITYKOBI..
Or1eHKa MPaBIIIBHOCTH BEJICHUS M XPAHCHHS TPYAOBBIX KHIDKEK OpraHU3aIlny. .
AyIUT KaapoBOi TOKYMEHTAIIMHA OpTaHU3aIUH. .
AynuT yBOJbHEHUI MepcoHaa..
AHanu3 coOMIOJeHUST HOPM TPYAOBOTO 3aKOHOJATENhCTBA MpPH O(GOPMIIEHHUH TMPOLETYPHI
JIBUKCHUS KaJIPOB.
Pa3zpaboTka HOMEHKIATYpPHI AT KaIpOBOIl CIY>KOBL..
AHam3 cosiep)kanus ¥ 0hOPMIICHUS TPYIOBBIX JIOTOBOPOB OpTaHHU3AIUH. .
[IpaBuiia BHYTPEHHETO TPYIOBOTO PACHOPSAKA: OCOOCHHOCTH O(GOpMIIEHHS M TpeOOBaHUS K
COJIEpKAHUIO..
CoBepIleHCTBOBaHUE JTOKYMEHTAIIMOHHOTO OOECTICUeHUs 3alUThl U 00paOOTKH MEePCOHATBHBIX
JIAHHBIX PAaOOTHHUKOB..
Oco0OeHHOCTH BeJEHUS BOMHCKOTO ydYe€Ta B OpraHU3allMd, COBEPIICHCTBOBAHUE €T0
JIOKYMEHTAITMOHHOTO 00eCIIeYeHUSI.



JIoKyMeHTaIlMOHHOEe O0ecleueHe B3aUMOJICHCTBUSL KaapoOBOH CIyXObl C BHENIHEH cpemoun
(ITeacuonnsiM  doraoM PO, donmom conumanbHOrO cTpaxoBanus, Ciyx00H 3aHATOCTH
HACEeJICHUS U TIp.), pa3paboTKa MpeI0KEeHUH 110 er0 COBEPIICHCTBOBAHUIO. .

AHanu3 coOMI0JeHUsT HOPM TPYAOBOIO 3aKOHOJATENbCTBA MpPH O(GOPMIIEHUU MPOLETYPHI
IPEOCTABICHUS OTIIYCKA pAaOOTHHKAM..

AHanu3 coOJIoJeHUsT HOPM TPYAOBOTO 3aKOHOJATENbCTBA MHPH O(OPMIIEHUU MPOLETYPHI
nepeBojia pabOTHUKOB Ha JIPYTyI0 paboTy..

OcoOenHocTy 0OPMIICHUS TUCIUILTMHAPHBIX B3bICKAHUM.

Ocob6ennoctu opopMiIeHUsT KaAPOBBIX JOKYMEHTOB IPH MOOMIPEHUH PAOOTHUKOB.

OcobenHocT 0(hOpMIICHHS KaJPOBBIX JJOKYMEHTOB ITPU COBMEIICHUH NPOodecCuu (JJOKHOCTH).
OcobenHocTr 0POPMIICHHUS COBMECTHTEIILCTBA. .

OcobGenHoctu ydera paboudero BpemMenu. Begenue tabens ydaera pabouero BpeMeHH. .
OcCo0eHHOCTH JOKYMEHTAIIMOHHOTO 0(hOPMIICHHUS IPOLIEYPHI ATTECTALIUH ITEPCOHAIA. .
CoBepIlIeHCTBOBaHUE MPOLEAYP PETYIUPOBAHMS TPYAOBBIX OTHOUICHWH B OpraHM3allld u
CONPOBOXKAAIOIICH TOKYMEHTALIHH. .

Opranu3zaiys apXuBHOTO XPaHEHUS TOKYMEHTOB KaJApOBOU CITYKOBbI..

CoBepIICHCTBOBAHUE JIOKYMEHTALIMOHHOTO OOECTHeUeHHsT KaJpOBBIX MPOIECCOB  (HaiiM,
oOydeHue, orjiarta Tpyaa, MOTHUBAIUS Tpyaa U JIp.)..

7. llepeyeHb OCHOBHOI M 1I0NIOJHUTEJIbHOM y4eOHOM JUTEepaTypbl, HEOOX0AMMOM A5
OCBOCHHUS IMCUMILUINHBI (MOYJIs1)

a) OCHOBHAasI JIUTepaTypa:

1. Ky3uenoBa H. B. Haranes BuktopoBHa Ayaut xaapoBoil 1oKyMmMeHTauuu. [y4ed. mocodue]/
H. B. Kysnenosna.- Upkytck: U3a-so BI'V3II, 2010.-288 c.

2. KysnenoB U. H. JlokymeHTanmoHHOEe oOecmedeHre YIpaBlieHUs MepcoHaloM. pek. YMO
BbICIIL. 00pa30BaHMs. YUEOHUK U MPAKTUKYM JUIs pukiagHoro 6akanaspuara/ M. H. Ky3nenos.-
M.: IOpaiir, 2015.-520 c.

3. Kysnenosa W.B., Xawarpsn I.A. JlokyMeHTallMOHHOE OOECIEUEHHE YIPaBJICHUS
nepcoHanoM. yueOHoe rmocobue. DnekTpoHHsblid pecype/ I.A. Xauatpsas.- Mocksa: [lamkos u K,
Aii ITu Op Menana, 2017.-220 c.

4. Kanommuna T.1O. JlokymMeHTanmoHHoe oOecrnieyeHne paboThl ¢ NEpCOHAIOM B IMdpe U Ha

Oymare : vyuebnoe mnocobme / Kamommua T.JIO.. — Hosocubupck : HoBocuOupckuii
FOCYIAapCTBEHHBIN TeXHUuYecKkuil yausepcuretr, 2022. — 124 ¢. — ISBN 978-5-7782-4728-4. —
Texkct : JJIEKTPOHHBIN // IPR SMART : [catiT]. — URL:

https://www.iprbookshop.ru/126489.html (mara obparienns: 10.05.2023). — PexxuM gocTyia:
1 apropusup. Iloan3oBaTenel

5. Kysnenosa, M. B. JlokyMeHTaIMOHHOE oOeclmeyeHne YIpaBICHUS IIEPCOHAIOM : ydeOHOE
nocobue Jura 6akanaspos / M. B. Kysrenosa, I'. A. Xauarpsia. — 2-e n3x. — Mocksa : Jlamkos
u K, A I1Tu Op Meana, 2019. — 220 ¢. — ISBN 978-5-394-03124-3. — TeKCT : 3A€KTPOHHBIA
// _ DnextponHo-oubamoreunas  cucrema  IPR~ BOOKS [caritT]. —  URL:
https://www.iprbookshop.ru/83142.html

6. Jlankosa, A. I'. JlokyMeHTalIMOHHOE 00€ECIIeYeHHE YIIPABICHHUS IIEPCOHAIIOM : IIPAKTUKYM / A.
I'. JlankoBa. — OmMck : OMCKHH TOCYIapCTBEHHBIN TEXHUUECKHI yHuBepcuTeT, 2020. — 54 C.
— ISBN 978-5-8149-3016-3. — Tekcr : nnekrponHslii // IlndpoBoil 06pa3oBaTeIbHLII pecype
IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/115470.html (maTa obGpaleHus:
08.06.2022). — PexxuM A0CTYIIA: JUISL aBTOPU3UD. [10Ib30BaTEIEH

0) 10MOJTHUTEJIbHAS JIUTEpaTypa:
1. Jenompou3BoAcTBO B KaapoBoil cimyxkbe. pek. CoBerom YMO mo oOpa3oBaHuio B OO
MEHE/DKMEHTA. yuyeOHO-TpakT. mocodue mis By3oB/ M. B. Jlosuema, E. H. l'ankuna, E. B.
I'yposa.- M.: [Ipocnekt, 2012.-78 c.
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2. Snxouu III.A. [lenonpou3BOACTBO B KaApPOBOW cioyxk0e. ydeOHUK. DIIEKTPOHHBIN pecypc/
III.A. SIaxoBu4.- Mocksa: FOuuTH-/lana, 2012.-160 c.

3. Poroxxur M. 1O. Jlenonmpoun3BoACTBO B KaapoBO# ciyx0e. 3-¢ u3f., nepepad. u mom./ M.IO.
Poroxun.- M.|bepnun: Iupekr-Menua, 2014.-783 c.

4. SlakoBuy L. A. [lenonpou3BoAcTBO B KaapoBoii ciyx6e/ III.A. SIakoBud.- Mocksa: FOuuTH-
Hana, 2015.-161 c.

5. AnapeeBa B. U. Jlenonpou3BoACTBO: OpraHu3aiiusi 1 BeJeHUE. peK. Yuel.-MeTo/1. LEHTPOM
"Kiaccuueckuit yueOHUK". y4el.-mipakT. mocodbue ajist By30B. 3-¢ u31., nepepad. u gom./ B. WM.
Anpgpeesa.- M.: KnoPyc, 2010.-294 c.

6. Kysnenopa W.B., Xauvarpsu [I.A. JlokyMeHTallMOHHOE OOECIICUCHHUE YIPABJICHHS
nepcoHaIOM. yueOHoe mocodue. DnekTpoHHbii pecypc/ I'.A. XagarpsH.- Mocksa: [lamkoB u K,
Aii ITu Dp Menua, 2014.-220 c.

7. llonoBuu E. E. JlokymenTannonnoe obecrnieuenue ympasienus nepconanom/ E. ITomouu.-
Open0Oypr: OI'Y, 2014.-112 c.

8. JIOKyMEHTAaIllMOHHOE O0CCICUeHUe YOpaBICHUS : YYEOHWUK JUIS CTYJCHTOB BY30B,
OoOy4alomMXcsi O HalmpaBICHUSIM «IKOHOMHUKa» M «MEHEKMEHTY, CHelrualbHOCTIM
«Uudopmarnkay, «J/lOKYMEHTOBEJIEHUE W JIOKYMEHTAIIMOHHOE OOCCIICUCHUE YIIPABICHHUSY,
«ABromaTtusamus u ynpasiaeHue» / A. C. I'punbepr, H. H. T'op6aués, H. H. I'op6aués, O. A.
Myxamermmnaa. — Mocksa : FOHUTU-JIAHA, 2017. — 391 c¢. — ISBN 978-5-238-01770-9. —
Tekcr : nekTpoHHbIN // DnekTpoHHo-O0ubanoreunas cuctema IPR BOOKS : [caiiT]. — URL:
https://www.iprbookshop.ru/71213.html (nara obpamenus: 31.05.2021). — Pexum jgocryma:
IUTsL aBTOPU3UD. OJIb30BaTENEH

9. AuxoBuu II.A. JIe10onpon3BOJICTBO B KaJIPOBOU CiIyx0e [DIEKTPOHHBIA pecypc] : yueOHUK
JUISL CTYJICHTOB BY30B, oOydawmmxcs 1o crnerranboctu 062100 «YpaBiaeHue nepcoHaaomy /
HIA. SlakoBHY. — DJIEKTPOH. TeKcTOBbIC nanHbie. — M. : FOHUTU-JIAHA, 2015. — 160 ¢c. —
5-238-01076-1. — Pexkum gocryna: http://www.iprbookshop.ru/52462.html

8. Ilepeuens pecypcoB HHGPOPMANMOHHO-TEJEKOMMYHUKAIMOHHOI ceTn «MHTepHETY,
HEO00XOIMMBIX VISl OCBOCHHUS AMCUMILIMHBI (MOAYJIA), BKJIOYasA NPodecCHOHATbHBIC 0a3bl
JAAHHBIX M1 HH(POPMALMOHHO-CITIPABOYHbIE CHCTEMBI

JUiss OCBOGHMS JUCHMILIMHBI OOYYarolEeMycsi HEOOXOAUMBI CJIEIYIOIUEe PecypcChl
MH(}OPMaLlMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTn «HTepHEeT»:
— Caiir baiikanbckoro rocy1apcTBEHHOIO YHUBEpPCUTETa, ajpec noctyma: http://bgu.ru/, noctyn
KpYTJIOCYTOYHBIN HEOTpaHWYEHHBIN U3 11000H Touku HTepHeT
— HR-nopran (coobmectBo npodeccnonanon), aapec aoctymna: http://www.hr-portal.ru. goctyn
HEOrPaHWYEHHBIN
— NBUC - YHuBepcaibHble 60a3bl TaHHBIX, agpec goctyna: http://www.dlib.eastview.ru/. noctyn
KpPYTJIOCYTOUYHBI HEOTpaHWYEHHBINH M3 J1000i Touku VHTEpHET mpU yCIOBHM PETUCTpAlUU B
BI'y
— Caitt nns HR-menemxkepos, anpec gocryna: http://www.hrm.ru. toctyn HeorpaHHUYESHHBIN
— CrpaBOYHHK IO MPABOMMCAHUIO, TPOU3HOILICHUIO, JTUTEPATYPHOMY PEIaKTUPOBAHHIO, aJIpec
noctyna: http://evartist.narod.ru/text1/20.htm. qocTyn HeorpaHUUEHHBIH
— DnexTpoHHO-OMbMMoTeuHas cucremMa [PRbooks, anpec gocryma: https://www.iprbookshop.ru.
JIOCTYII HEOT'PaHUYEHHBIN

9. MeToauveckne yKa3aHus AJs 00y4AOLIUXCS 110 OCBOCHHUIO JUCHUIJIMHBI (MOAYJIs1)
N3yyaTe AUCHUIUIMHY PEKOMEHAYETCS B COOTBETCTBHM C TOW IOCIIEIOBATEIBHOCTBIO,
KoTopasi o0o3HadeHa B €€ coaepkaHuu. [[s yCHemHoro OCBOGHHS Kypca OOydaroluecs
JIOJKHBl HMMETh II€pBOHAYaJbHBIE 3HAaHUSA B 00JaCTM HWHGOPMALMOHHBIX TEXHOJIOTHH,
I/IH(bOpMaI_II/IOHHBIX TEXHOJIOTUH B MCHCIPDKMCHTC, YIIPABJICHHUA IICPCOHATIOM OpPraHU3aIiuu.
Ha nexkumsix mpernopaBarenb 03BYYMBAET TEMY, 3HAKOMUT C MEPEUHEM JIUTEPATYpPhI 1O
TeMe, OOOCHOBBIBa€T MECTO M pOJb 3TOH TEMbl B JaHHOW [MCHUIUIMHE, PAacKpbIBaeT ee
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NpaKkTUYecKoe 3HaueHue. B Xoje JeKIuii cTyaeHTy HeoOXOAMMO BECTH KOHCHEKT, (GUKcHUpys
OCHOBHbIE MTOHATHUS U MPOOJIEMHbBIE BOIIPOCHI.

[IpakTuyeckne (CEeMHHAPCKHE) 3aHATHS IO CBOEMY COJAEP)KAaHHUIO CBSI3aHBI C TEMATUKON
JIEKIMOHHBIX 3aHATUH. HaunHaTh MOATOTOBKY K 3aHATHIO 11€JIECO00Pa3HO ¢ KOHCIEKTA JICKLIUM.
3amanue Ha TPAKTHYECKOEe (CEMHHApPCKOE) 3aHSATHE COOOMIAeTCsl OOYyYaroIuMCcs OO0 €ro
npoBeneHus. Ha cemuHape mpernogaBaTenb OpraHu3yeT OOCYX AEHHE HTOW TEMbl, BBICTyMAas B
Ka4yecTBE OpraHu3aTopa, KOHCYJIbTaHTA M HKCHEpTa Y4eOHO-TIO3HABATEIBHOW ESTEIbHOCTU
00yyJaromerocs.

N3ydyenne quCUIUIMHB (MOJTYJIsl) BKIIOYACT CAMOCTOSATEIbHYIO PaboTy 00ydaroImerocs.

OCHOBHBIMU BHJIaMU CaMOCTOSITEILHON pabOThI CTYACHTOB C y4acTHEM IpenoaaBareneit
SIBIISTFOTCSL:

* TEKYIIHE KOHCYJIbTAIlUH;

* IpreM M pa300p JOMAIIHUX 3aJaHHUi (B Yachl MPAKTHYECKUX 3aHATHH);

* BBIIIOJIHEHUE KYPCOBOM pabOoThI (PyKOBOJCTBO, KOHCYIBTUPOBAHUE U 3alIUTa KYPCOBBIX
paboT B Yackl, IPEyCMOTPEHHBIE YUEOHBIM IJIAHOM) U AP.

OCHOBHBIMU BUJAMH CaMOCTOSITEIbHON pabOThI CTY/IEHTOB 0€3 ydacTusi IperoaaBaTess
SIBIISTEOTCSL:

* opmupoBaHUE U YCBOCHHE COJIEPKAHUS KOHCIIEKTA JIEKIMI Ha 6a3e peKOMEHJOBaHHON
y4eOHO# nHuTeparypsl, BKIOYas HH()OPMAIMOHHBIE 00pa30BaTeIbHBIE PECYPCHI (3JEKTPOHHBIE
yu4eOHUKHU, JIEKTPOHHBIE OUOIUOTEKH U JIp.);

* CaMOCTOSITETIbHOE HW3yYCHHE OTIENBHBIX TEM WM BOIPOCOB MO YYEOHHMKAM HWIIH
yueOHBIM MTOCOOUSIM;

* IOATOTOBKA K CEMUHApaM U Jab0opaTOpHbIM paboTaM;

* BBIMOJHCHUE TOMAIITHUX 3a/IaHHii B BUJIE PEIICHHs CUTYAIIMOHBIX 3amaHuil (keiic-study)
110 OTJENIBHBIM Pa3JieiaM COACPIKaHus TUCIUIUTIH U Jp.

10. Ilepeyens HH(POPMALIMOHHBIX TEXHOJIOTH, HCIIOJIb3YEMBbIX IIPH OCYIIECTBJICHHHU
0o0pa3oBaTeIbHOIO NPoOLECcca M0 JUCHUILIMHE (MOAYJII0), BK/IIOYAs NepevyeHb
NPOrpaMMHOI0 o0ecrne4eHus

B yueOHOM mpornecce UCTIONb3yeTCs CIEeAYOLIEe IPOrpaMMHOE 00ecIeueHue:
— MS Office,
— Koncynsrantllntoc: Bepcus Ilpod - nndopmanronnas cnpaBovHas cucrema,

11. Onucanne MaTepuaJbHO-TeXHNYeCKOH 0a3bl, HEOOXOAUMOIi VIl OCyIIeCTBJICHUS
00pa3oBaTeILHOIO MPOUECCa MO0 AMCHHUILINHE (MOIYJII0):

B yuebrOM mporiecce ucmoib3yeTcs caeayroliee 000pya0BaHueE:
— [TomerieHust 1 CaMOCTOSATENBHOM pabOoThl, OCHAIIEHHBIE KOMITBIOTEPHOM TEXHUKOM ¢
BO3MOYKHOCTBIO MOKIII0UEHUS K ceT "MHTepHeT" n o0ecnieueHreM T0CTymna B JJIEKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENbHYIO Cpelly BY3a,
— YueOHble ayTUTOPUU 7Sl IPOBEACHUS: 3aHATHH JIEKIIMOHHOTO TUIIA, 3aHATUIA CEMUHAPCKOTO
TUTIA, MPAKTUYECKUX 3aHITHUA, BBITIOJHEHHS KYPCOBBIX pabOT, TPYNIOBBIX U HHIUBUIYATHHBIX
KOHCYJIbTAIIMH, TEKYILIEro KOHTPOJIS U MPOMEKYTOUHOM aTTeCTalliH, YKOMIUIEKTOBAaHHBIE
CHeUATU3UPOBAHHON MEOEIbIO U TEXHUUECKUMU CPEICTBAMH 00yUueHUs,
— KoMnbroTepHsIii Ki1acce,
— HaGopsl 1eMOHCTPallMOHHOT0 000PY/I0BaHUS M YU€OHO-HATJISAIHBIX TOCOOUH



