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[Iporpamma cocrasiena B coorBeTcTBur ¢ @I'OC BO no nanpasnenuto 38.04.03
YpasiieHHe NEPCOHAIOM.

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

3aenyrommii kadeapoit b.)K. Tarapos



1. Hean n3yyeHus TUCUUNIHHBI

Lenpto ocBoenuss aucuuiuinHbel «L{udpoBusamus KaapoBoro JIOKYMEHTOOOOPOTaY
sBIsieTCs (POPMUPOBAHME 3HAHWN W HABBIKOB ay/IWTa KaJAPOBOW TOKYMEHTAIMU OPTaHU3AINH,
O3HAKOMJICHHE CTYIICHTOB C TEXHOJIOTHEH NpPOBEICHUS ayauTa KaapoBOW JOKYMEHTAIIHH,
npaBWIaMd pa3paboOTKu ¥ OPOPMIICHHS JOKYMEHTOB KaJapOBOHM CIYXKOBI, OCHOBaMH yd4eTa U
00pabOTKM, CHUCTEMAaTH3allMd W XPaHCHUS KaJpOBBIX JIOKYMEHTOB B COOTBETCTBUU C
JIEHCTBYIOIIUM TPYAOBBIM 3aKOHOIATEIIHCTBOM.

2. [lepeyeHb MIIAHUPYEMBIX Pe3yJbTATOB 00y4YeHHsI 10 U CHUILINHE (MOAYJII0),
COOTHECEHHBIX € IVIAHUPYEMbIMH Pe3yJIbTATAMHU O0CBOeHHs 00pa30BaTeIbHOM MPOrpaMMbl

Komnerennuu ody4daruierocsi, opmupyembie B pe3yJibTaTe 0CBOEHMSI

JUCIHIIINHBI
Kon
KOMIIETEHIIMH 11O Kommerenmus
®dI'OC BO

CriocoOeH oCyIecTBIATh aHAIN3 3aTpaT Ha MEePCOHAlI, a TaKkKe UPPOBOH
I1K-5 KaJpOBBIN JJOKYMEHTOOOOPOT B CTPYKTYPHBIX MOJIpa3ACICHUSIX U OpTaHU3alUuH
B IIEJIOM C II€TIbIO OIIEHKU COIMAIbHO-IKOHOMHUYECKOro 3 dexTa

CTpyKTypa KOMIETCHIIHH
Komnerenuus ®opmupyemsbie 3YHbl
3. 3HaTh OCHOBBI aHAJIM3a 3aTpaT Ha IEPCOHAI, a TAKXKE
[IPUHITUIIB OPTaHU3AMN TH(PPOBOTO KaAPOBOTO
TOKYMEHTO000pOTa B CTPYKTYPHBIX MOAPA3IEICHUSIX U
OpraHu3alUH B LEIOM
Y. YMeTh MpoBOAUTH aHAIM3 3aTPAT HA MIEPCOHAI, a TAKKE
[peain30BbIBaTh UG POBOI KaJApOBBIA JOKYMEHTOOOOPOT B
CTPYKTYPHBIX IOJPA3ACICHUAX U OPraHU3aL1H B LIEJIOM C
[[€]1bI0 OLIEHKH COIIMaIbHO-3KOHOMHYECKOTo 3 dekTa
H. Bnazners HaBpIKaMM OCYILECTBIICHHS aHAIN3a 3aTpaT Ha
[epCoHal, a TAK)KE HaBbIKaMU BEJEHUS LIM(PPOBOTO
KaJJpOBOT'0 JOKYMEHTOOOOPOT B CTPYKTYPHBIX
[10J{pa3/I€ICHUAX U OPTaHU3aIMH B LIEJIOM C LIEIbI0 OLEHKU
COLIMAJIbHO-9KOHOMHYECKOTr0 3¢ dekra

[1K-5 CriocobeH ocyecTBIsATh
aHaJIU3 3aTpaT Ha IIEPCOHA, a
Takxke HU(pPOBOM KaJpOBBIi
TOKyMEHTO00O0pOT B
CTPYKTYPHBIX IIOJIPA3JECIICHUSAX U
OpraHU3alUK B LIEJIOM C LIEIIBIO
OLICHKH COLMAJIBHO-
HPKOHOMUYECKOTO 3P deKTa

3. MecTo AUCHUILIHHBI (MOYJIsI) B CTPYKTYpe 00pa3oBaTe/ibHOM NPOrpaMMbl

[Mpunamnexxnocts muctumiuael - BJIOK 1 JUCHUITJIMHBI (MOAYJIN): Yacts,
dbopMupyemasi yuacTHUKaMHU 00pa30BaTeIbHbIX OTHOILIEHUH.

[IpenmecTByromye IUCHMUILIMHBI (OCBOGHHE KOTOPBIX HEOOXOIUMO JUIsl YCHEIIHOTO
OocBOeHUs AaHHOM): "TpyaoBoe 3aKOHOIATEILCTBO B YIIPABJICHUU MTEPCOHAIOM"

4. O0beM AMCUMILIMHBI (MOYJI51) B 3a4€THBIX eIUHULAX C YKa3aHHEM KOJIH4eCTBa
aKajgeMHYecKHX YacoB, BblJleJIEHHbIX HA KOHTAKTHYI0 padoTy 00y4aromuxcs ¢
npenojaasareseM (110 BUAaM y4eOHbIX 3aHATHII) 1 HA CAMOCTOAITEJILHYIO padoTy
o0yJaromuxcs

OO01mast Tpy10€MKOCTh TUCIUIUTHHBI COCTaBsIeT 3 3a4. ef.,108 uacos.

By yaeOHOM paboThI KonnuecTBo yacos
KonrtakTHasi(ayauTopHas) pabora




Jlexknuun 28
[TpakTdeckue (cem, 1ab.) 3aHATHUS 0
CamocTosTenbHas paboTa, BKIIOYast MOATOTOBKY K AK3aMEeHaM U R0
3aueram
Bcero yacos 108

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

5.1. Conep:xanue pa3iesioB TUCUUIIIMHBI

Cemunap| Camo- |B unrepa-| ®opmMbl TeKyLIero
Ne Pa3nen u tema Ceme-| JIek- P p“ p ym
Jlabopar.| cTOSAAT. | KTUBHOM KOHTPOJIA
n/n AUCHUTLIMHBI CTp | uMu
IIpakTuy. pao. dhopme yCIeBaeMOCTH
AyauT KagpoBOn
: K
| lOKyMeHTaluH 2 6 0 2 OHTpOJIbHAS
CYILIIHOCTb, METOJIUKA pabota
MIPOBEICHUS
[IpoBeneHne SKCIePTU3HI
POBCA P KonTponbnas
2 |coctaBa um opopmiieHUss | 22 4 0 8
o pabota. Tect
KaJpOBOM TOKYMEHTALIUU
[Ipouenypa npoBeaeHus
MPOBEPOK JIOKYMEHTALIUU
KaJIpOBOH CITy>KOBbI .
3 [ Y 2 | 2 0 8 Keiic-study. Tect
KOHTPOJIbHO-
HaI30PHBIMH OpTaHAMH.
I'!IT u ee monmHOMOUMS
AyIUT JTOKAJIBbHBIX Keiic-study.
4  |HOPMAaTHBHBIX aKTOB 22 2 0 8 KoHnTponbsHas
paboTonarens pabota. Tect
A 0 OBa
s (Aymur dopuuposanuim |, | 0 8 Tecr
BEJICHHS INYHBIX JIEN
AyIUT JTAYHBIX
6 [KapTotex. Orenka 2 ) 0 ] Tecr
COCTOSIHUS KaJPOBOTO
ydera
AHanu3 coOJIroIeHns
HOPM JENCTBYIOLIETO
TPYIOBOTO .
7 [PYA 22 6 0 16 Keiic-study. Tect
3aKOHOATENHCTBA MPU
0 opMIIEHUN TTPOLEAYPBI
TBUKEHUS KaJPOB
AyIUT TPYAOBBIX Ketic-study.
8 YAUT TPYA 22 2 0 8 0 KoHnTponsHas
KHIDKEK
pabora. Tect
OreHKa TPaBUIBHOCTH
BCJICHUS,
9 [cucreMaruzanuu u 22 2 0 8 Keiic-study. Tect
XpaHEHUs JOKYMEHTOB
KaJJpOBOM CITY>KOBI
UTOI'O 28 80




5.2. JlekunoHHbIE 3aHATHS, UX COJEP/KAHHE

odopmIIeHUH
MPOLEAYPHI ABHKCHUS
KaJIPOB

Ne HanmeHnoBanue
Conepxanue
/1 pa3esioB U TeM
Bgeznenue B Kypc. Oobwiee npencrasiaeHue Kypca. Haznauenue u cogepxanue Kypea.
AyIuT KaapoBOi CBs3b Kypca ¢ y4eOHBIMU TUCIMIIMHAMU. 3HaUYeHHE Kypca B
NTOKYMEHTaLUU: [10JIrOTOBKE CHELMAIMCTOB 110 YIPaBJIeHUIO nepcoHanomM. Lenu u
| [CYmHOCTB, METOAMKA  (COAEPIKAHNE aYUTA KaJpoBOH oKyMeHTauuu. OOBEKTHI ayauTa
[IPOBE/ICHUSL. KaJpoBOH JOKyMeHTaluu. Buabl aynuta. CyecTByromiue
[udpoBuzanms [10/1X0/1bl K IPOBEACHUIO ayIUTa KaJPOBOIl TOKYMEHTALIUH.
KaJJpOBOTO TexHonoruu npoBeneHus ayiuTa KaJJpoBOi JOKYMEHTALUH.
nokymentoobopora  |[[{udpoBusanus kagpoBoro 10KyMeHT0000poTa
OO0111e BOMPOCHI MPHUIAHKUS JOKYMEHTaM FOPUIHYECKON CHIIBI.
OcHOBHbIE TpeOOBaHMSI, IPEAbABIsEMbIE K 0()OPMIICHUIO
nokyMmeHTanuu, npeaycmorpenusie 'OCT P 7.0.97-2016 .
[IpoBenenue [Topsimoxk 00pabOTKU M perucTpaliy JOKYMEHTOB, UX UHAECKCALUY.
DKCIIEPTH3BI cocTaBa U [[loHATHE 1 3HaYeHNE KaApoBOil mokyMmeHTanuu. Knaccudukanus
2 |odhopmueHus KaJIpoBOM JoKyMeHTauuu. OCHOBHbIE BUABI JOKYMEHTOB KaJIpOBOM
KaJpOBOMH CI1y>KObI, 0COOEHHOCTHU UX cocTaByieHUs. HopmaTuBHO-1IpaBoBas
TOKYMEHTalu1 0a3a, peraaMeHTHpYoIIast pa3paboTKy KaJpOBbIX JOKYMEHTOB.
Oco6eHHOCTH MPOBEICHHSI SKCIIEPTU3bI COCTaBa U OPOPMIICHUS
KaapoBOil JokyMeHTanuu. CocTaBlIeHHE TaOIUIbI CBEPKHU
KaJJpOBBIX TOKYMEHTOB.
[ToTHOMOYMS KOHTPOJIBHO-HAA30PHBIX OPIaHOB IPH MTPOBEACHUU
[Ipouenypa MMPOBEPOK JTOKYMEHTAIIUH KAJAPOBOM CITYX)ObI. 3a/1auu U
[IPOBEJCHUS MPOBEPOK [[TOJIHOMOYUS TOCYJapCTBEHHON MHCTIEKIMK Tpyza. [Ipouenypa u
TOKYMEHTalu1 [paBUJIa IPOBEACHUS MPOBEPOK COOTIOACHHUS IEHCTBYIOIETO
KaJIpOBOM CITy>KObI 3aKoHoJaTenbCTBa. Buabl nposepok. [lopsnok odhopmienus
3 [KOHTpOIBHO- MEPOIPUATHH 110 KOHTPOJIIO.
Ha30pHBIMU CocTaB JOKYMEHTOB, TpeOyeMbIX OpraHaMu HaJ[30pa U KOHTPOJIS
OpraHaMu. [IpH POBEICHUU TIPOBEPOK.
["ocynapcTBeHHas OTBEeTCTBEHHOCTH paboToAATENS 32 HApYLLICHUE ACHCTBYIOLIETO
WHCIIEKIUS TPY/a U €€ 3aKOHOAATEIbCTBA O TPY/AE U HErpaMoTHOE 0(OpMIIEHUE KaJpOBOH
[1OJIHOMOYMS NTOKyMeHTaluu, Bo3inaraemast Tpynossim Kogexcom PO u
Koznekcom 06 aAMUHUCTPATUBHBIX IPABOHAPYIICHHUSX.
JIOKyMEHTUpOBaHKE Mpoliecca ABUKEHNS KaJpOB Ha IPEANPUITUN
Kak BakKHeWIIas GyHKIMS OTAeNa KaapoB. Bunbl nBuxeHus
kaapoB. [lopsaok opopmieHus mpuema, nepeBoa, yBOJIbHEHHs
pabotarkoB. Odopmiienne npueMa paboTHukoB. CocTaB
Anams cobmonerns [FOXYMCHTOB, TpeOyeMBbIX MpH NpHeMe Ha paboTy B COOTBETCTBUU C
N Tpynoeim Konexcom PO (ct. 65). [Topsanok 3akmtoueHus
HOPM JE€UCTBYIOLIETO
Dy I0BOrO TPYAOBBIX TOTOBOPOB C IIOCTOSSHHBIMU M BPEMEHHBIMU
paboTHuKaMu. OCOOEHHOCTH COCTaBICHUS YHU(PUIIUPOBAHHBIX
4 BakOHOJATENbCTBA MPH

(hopM NMPHUKA30B 110 JTUYHOMY COCTaBY, KaCAIOLINXCS MpHUeMa
(bopma T-1, T-1a). OpopmaeHue nepeBoa, nepeMeIieHus,
KOMaHIUpoBaHUs pab0THUKOB. OCOOEHHOCTH OPOPMIICHUS U
OCHOBAHUS PA3JIMYHBIX BUJIOB IepeBoa (TIEpeBOI Ha APYTYIO
paboTy Ha TOM ke MPEANPHUATHH; IEPEeBOJI Ha padoTy Ha Apyroe
MpeAnpUsITHE; TIEPEBOT HA PabOTy B APYTYIO MECTHOCTB ).
OcoOeHHOCTH COCTaBICHHS YHU(PULIMPOBAHHBIX (HOPM MPUKA3Z0B 110

JTMYHOMY COCTaBy, Kacaromuxcs neperoja (dhopma T-5, T-5a),




/o

Haumenosanue
pa3liesioB U TEM

Coneprxanue

koMmanaupoBanus (popmser T-9, T-9a, T-10, T-10a). Odopmienue
otmycka. [IpaBuia 1 cpoku moAroToBKH rpaduka oTImyckoB (hopma
T-7). OcoOOCHHOCTH COCTaBJICHHUS YHU(PUITUPOBAHHBIX (hOpM
[IPUKA30B MO JMYHOMY COCTaBy, Kacaromuxcs otiycka (¢popma T-6,
T-6a). Odbopmiienne yBoibHEeHUsT pab0THUKOB. OCHOBaHUS
MpEeKpaIIeHus: TPYA0BOTO IOTOBOPA B COOTBETCTBUH ¢ HOPMAMHU
TPYZIOBOTO NIpaBa; MpaBuiia 0POPMIICHHS MTPEKPAIICHUS TPYIOBOTO
moroBopa. OTBETCTBEHHOCTh pab0TOaTENs 32 HE3AKOHHOE
yBOJIbHEHUE paOOTHUKOB. OCOOCHHOCTH COCTABIICHHS
YHU(DUIIUPOBAHHBIX (POPM MPHKA30B 110 JTUIHOMY COCTaBY,
Kacaroluxcs yBoJbHEHUs paOoTHUKOB ((popMbl Ne T-8, T-8a).
[Topsimok perucTpanuy NpUKazoB 10 JIHYHOMY COCTABY.

O1enka
[IPABHIILHOCTH
BEICHUS,
CHCTEMATU3AIUH U

KaJIPOBOH CITy>KOBI

XpaHEHUs JOKYMEHTOB

AHanu3 HoMeHKIaTypsl fein. [lopsaok cocTaBinenus
HOMEHKJIATYPBhI /1€ KaJpoBoi ciayxObl. TpeboBanus,
[peIbsBIsEMbIC K 3ar0JIOBKaM JeNl. DJIE€MEHTHI 3aT0JIOBKOB JIEI.
[IpaBuia rpynnupoBKH JOKYMEHTOB B Jieia, 0()OPMIICHUS
3aroyI0oBKOB jAel. [Ipu3Haku rpynnupoBKH TOKYMEHTOB B JIeTia.
[Topsi10K TOATOTOBKH JOKYMEHTOB K apXUBHOMY XPaHEHHIO.
Knaccudukanus JOKyMEHTOB 10 CpokaM XpaHeHus. TpeboBaHus,
[pEIbSIBIIIEMbIC APXUBHBIMHU CITY’)KOaMH K JOKYMEHTaM,
caaBaeMbIM B apxuB. Opranu3aius NpoBeACHUs SKCIIEPTH3BI
[IEHHOCTH JJOKYMEHTOB. YacTHUHOE U MMOJIHOE 0OPMIICHHE JETI.
[Topsox odopmiieHus: 007I0kKeEK Jel TOCTOSHHOTO U BPEMEHHOTO
cpokoB xpanenus. Cocrapienrue u 0poOpMIICHHUE OTTUCEH JIeIT.
CocraBieHne 3aBEpUTEIIbHOM HAAMUCH Jiena. A IMUHUCTPATUBHAS
OTBETCTBEHHOCTH 3a HapyIICHNE IEHCTBYIOIIETO 3aKOHOIATEIILCTBA

110 ApXUBHOMY JIENY.

5.3. Cemunapckue, npakTHyecKme, JJadopaTopHbie 3aHATHS, X COAepPKaHUe

6. @oHI OLEHOYHBIX CPeICTB /I MNpPOBeJeHHs] MPOMEKYTOYHOH AaTTeCTAUMH IO
AUCHHUILINHE (MOJHBIH TEKCT NPUBEACH B NPUIOKEHNHU K padoyeil mporpamme)

6.1. Tekyuuii KOHTPOJIb

KOHTPOHLHBIB 3aJaHus WIN
HHbIEC MaTepHaJIbI,
HeOﬁXO)]l/lele JJISt OLIEHKH Omucanne
dranbl " o nokasareJeii u
3HaHUH, YMEHHH, HABLIKOB KDHTEDHER
(l)OpMHpOBaHP}‘H Iepeuenn (?)YHBI: u (WH) onbITAa prrep
KOMINeTeHuii 3.1 nesITebHOCTH OeHHBarnA
Ne QopMupyeMbIX (3.1...3.n, ’ KoMIeTennuii Ha
(Tema u3 N XapaKTePU3YIOUIMX ITAIbI
n/n . KOMMeTeHIHii V.1...Y.n (opmmpoBanus PA3IHYHBIX dTANAX HX
paboueii ? pMHp dopmupoanus
no ®I'OC BO H.1...H.n) KoMIeTeHIHii B pouecce >
nporpamMmmal elecelle . ONMCaHHe KA
OCBOCHHUS oﬁpamBaTeanou 100
AUCHHUIINHBI) nporpaMmbL ouennpanus (1o 100-
0aJUILHOI 1IKAJIe)
(HaumenoBanue
OICHOYHOI'O Cpe}ICTBa)
1. Ayaut Y. YMeTb NIpoBOAUTH OLICHUBAETCS
KaJIpOBOH aHaJU3 3aTpaT Ha apryMeHTHPOBaHH
TOKYMEHTAITIH: [epCOHAN, a TAKXKe OCTh M ITOJTHOTA
1 Y I1K-5 p ’ KonTponbHas padoTa
CYIITHOCT®, [pea30BEIBAT OTBETOB Ha
METOIUKA (pOBON KaapOBBIi KOHTPOJIbHBIE
[IpOBEICHUS TTOKyMEHTOO00O0pOT B BOMPOCHI (5)




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

Heo0X0AMMbIe JUIST OLIEHKH Omucanue
Iranml o1 /Lt oxt nokasareJeii u
MHUDOBAHUS . 3HAHUH, YMCHHH, HABBIKOB KpHTepHeB
bopmnp . Ilepeyensn BYHbpr: u (11H) onbITa
N KOMIIETCHIIUH 3.1...3 JesITeTbHOCTH. ONCHIBANITH
e (popmupyembIx ( .d...2.n, i KOMIeTeHIuii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
n/n N KOMIIeTeHIHii V.1...Y.n, (bopMupoBaH PasIHYHBIX ITANAX HX
paGoueii o ¢dopmupoBanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
HpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (1o 100-
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
CTPYKTYPHBIX
[oApa3eeHUIX U
OpraHu3aliy B LIEJIOM C
L1EJ1bI0 OLIEHKH
COLMaJIbHO-
PKOHOMHYECKOTO
b dexra
H.Bnagets HaBBIKAMU
OCYIIECTBIICHHS
aHaTM3a 3aTpar Ha
[IepCOHAN, a TAKXKe
HaBbIKAMU BEJICHUS
U(pPOBOrO KaJapOBOTr0O
TOKyMEHTOOOO0pOT B
CTPYKTYPHBIX
[oIpa3eeHUIX 1
OpraHu3aIiy B IEJIOM C
[ICITbIO OIICHKH
COIHAIbHO-
PKOHOMHYECKOTO
b dekra
Y. YMeTh npoBOIUTH
aHaTU3 3aTpaT Ha
[IEpCOHA, a TAKXKE
[pean30BhIBATH
2. [TpoBenenue o . OIICHUBAETCS
1 (pOBOI KaPOBBIii
PKCIIEPTH3BI apryMEHTHPOBAHH
TOKYMEHTO000POT B
cocTaBa OCTb U TIOJTHOTA
2 [1K-5 CTPYKTYPHBIX KonTtponpHas pabora
oopMITCHHS OTBETOB Ha
o MoJIpa3ieieHUsIX 1
KaJIpOBOH KOHTPOJIbHBIE
OpraHu3aIiy B IIEJIOM C
TOKYMCHTAIHH BOTIPOCHI (5)
[ICJIbIO OIICHKH
COIMAIbHO-
PKOHOMHYECKOTO
b dekra
3.3HaTh OCHOBBI
aHaJIM3a 3aTpaT Ha
[epCOHAal, a TaKXKe N
KaXKJIbI
[TPHUHIUITBI .
MPaBWIIbHBII
OpTraHu3aIH
OTBET Ha BOTIPOC
3 I1K-5 nuposoro kampooro (Tect recta
TOKYMEHT0000poTa B
TOVKTVDHBLX oleHruBaeTcs B 1
PYKTYP 6amn (5)
[0Apa3JIeNeHUsIX U
OpraHu3aliy B LEJI0M
3. [Ipouenypa H.Bnanerr HaBBIKaMU
[IpOBEIEHUS OCYIIECTBIICHUS OLICHUBAETCS
[IPOBEPOK aHaJIM3a 3aTpaT Ha apryMEHTHPOBaHH
4  |mOKyMeHTaluu [1K-5 TEepCOHAl, a TAKKE Ketic-study OCTb U NOJIHOTA
KaJIpOBOH CITY>KOBI HaBBIKaMU BEICHHUS OTBETOB Ha
KOHTPOJIBHO- (pOBOro KaJIpoBOTO BOTIPOCHI Keiica (4)

HaJI30PHBIMHU

TTOKyMEHTOO0O0pOT B




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

3Taﬂbl Heo0X0AMMbIe JUIST OLIEHKH “02:::;1?::; -
MUDOBAHUS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHER
¢dopmupo " Iepeyenn (3YHLI: o (WJIM) ONbITA purep
KOMIICTCHIUH 1 JesTeTbHOCTH ONCHIBANITH
Ne ¢opmupyembIx (3. . .3.“, > KOMIIeTeH il Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
n/n N KOMIIeTEeH NI V.1...¥.n, dopMupoRanHs Pa3IMYHBIX ITANAX UX
paboueii ®roc BO o ¢dopmupoBanus,
o H 1 H n) KOMIIETCeHIIHH B mpouecce
IIpOI‘paMMbI elloce . “ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (1o 100-
(Hanvienosanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
opranamu. ['UT u CTPYKTYPHBIX
ee MOJIHOMOYUS [oIpa3/ieNeHUsIX U
OpraHU3alNU B IIEJIOM C
LIEJIBI0 OLIEHKU
COLIMAJIbHO-
PKOHOMHUYECKOTO
b dexra
3.3HaTh OCHOBBI
aHaTM3a 3aTpar Ha
[IepCOHAN, a TAKXKe —
TIPUHITUITEL .
P — TIPaBHIIHHBII
OTBET Ha BOTIPOC
5 [1K-5 ugposoro kaaposoro (Tecrt Tecta P
TOKyMEHTO000pOTa B
CTPYTYDHEIX oreHuBaercs B 1
6amn (5
[oIpa3/eeHUsIX U ©)
OpraHU3aINU B IEJIOM
Y. YMeTs IpoBOIUTH
aHaITN3 3aTpaT Ha
[IepCOHA, a TAKXKE
[peam30BBIBATh
U(pPOBON KaApPOBHIi
TOKYMEHTOO00POT B
CTPYKTYPHBIX
MOJpa3eNCHUSX 1
OpTraHU3aINH B IEJIOM C
[EJTBI0 OLIEHKU
COLIMANIBHO-
4. Ayaut PKOHOMHUYECKOTO OLIEHUBAETCS
ITOKaJIBHBIX bddekra apryMeHTHPOBaHH
6 |[HOpMAaTUBHBIX [1K-5 H.Bnanets HaBeikamu  [Ketic-study OCTb U IIOJTHOTA
AKTOB OCYIIECTBIICHHS OTBETOB Ha
paboTomarers aHaT3a 3aTpar Ha BOTIPOCHI Ketica (4)
[epcoHa, a TakkKe
HaBBIKAMU BEICHUS
(pOBOro KaJIpOBOTO
TOKYMEHTO0000POT B
CTPYKTYPHBIX
[TOIpa3IeIeHUsIX U
OpTraHU3aINH B IIEJIOM C
LIEJTBI0 OIIEHKU
COLIMAIIbHO-
PKOHOMHUYECKOIO
b dekrra
Y. YMeTb NIpoBOAUTH S —
aHaIU3 3aTpaT Ha
apryMeHTHPOBaHH
[epcoHa, a TaKKe 0OTh 1 IONHOTA
7 [1K-5 [peau30BbIBATh KontposnbHas padora OTBETOB Ha
HUu(pPOBOK KaApPOBBIi
p P KOHTPOJIbHEIE

TOKyMEHTOO0O0pOT B

CTPYKTYPHBIX

BOMPOCHI (5)




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
Nt KOMIICTCHIUH 3.1...3 JesTeTbHOCTH OUCHHBATH
e (popmupyembIx ( .d...2.n, i KOMIeTeHIuii Ha
(Tema u3 o XAPAKTEPUIYIOMUIX STAMBL ) gy sTamax nx
n/n paGoueii KOMIIETeHIHii V.1...V.n, (bopMupoBaH p PR
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce pMup i
IIpOI‘paMMbI elloce . “ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (1o 100-
(HammenoBanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
[0Ipa3/eNeHUsIX U
OpraHU3aINU B IIEJIOM C
LIEJIBI0 OLIEHKU
COLIMAJIbHO-
PKOHOMHUYECKOI0
b dexra
3.3HaTh OCHOBBI
aHaJIM3a 3aTpaT Ha
[epCOHA, a TaKXKe KK
[IPUHLIMIIBI o
e — NpaBUJIbHBIN
OTBET Ha BOIPOC
8 [1K-5 mudpoBoro kaaposoro (Tect TecTa
TOKyMEHTO000pOTa B
CTpYKTYpHBIX oleHnBaeTcs B 1
6amn (5
[oIpa3eeHUsIX U ©)
OpraHU3aINHU B IEJIOM
3.3HaTh OCHOBBI
aHaJM3a 3aTpaT Ha
[epCOHAa, a TaKXKe
[IPUHLIMIIBI
OpraHu3alu
U(pPOBOTO KaAPOBOTO
TOKYMEHTO000pOTa B
CTPYKTYPHBIX
MOJpa3eNCHUSX 1
OpraHu3alyy B LEJIOM KaXKJIbIH
5. Ayaur IIPABWIBHBII
9 (bopMupoBaHUs U [K-5 Y. YMeTh IpoBOIUTH Tect OTBET Ha BOIIPOC
BEJICHUS JINIHBIX aHaJIU3 3aTpaT Ha TecTa
e [epcoHall, a Tak¥kKe orieHuBaeTcs B 1
[peam30BBIBATH oaim (5)
U(pPOBON KaAPOBHIi
TOKYMEHTO000POT B
CTPYKTYPHBIX
[0Jpa3IeeHUsIX U
OpTraHU3aINH B IIEJIOM C
LIEJTBI0 OIIEHKU
COLMANIbHO-
PKOHOMHYECKOTO
bddexra
3.3HaTh OCHOBEI
aHaJTM3a 3aTpar Ha
[epcoHal, a TaKxKe -
[IPUHLIMIIBI .
6. AyIUT JIUYHBIX J— NpaBUJIbHBIN
KkapTouek. OneHka P OTBET Ha BONPOC
10 [1K-5 udposoro kaxposoro (Tecr
COCTOSIHUS TecTa
TTOKyMEHTO00OpOTa B
KaJpOBOro y4yera D VKTVDHBIX oleHuBaercs B 1
PYKTYP 6amn (5)

MMOAPA3ACICHUAX U
OpraHnu3anuu B CJIOM




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

HeOﬁXOHl/lMLle JJISl OIIEHKH Onucanue
Oranpl " o nokasaresei u
MHUDOBAHUS . 3HAHUH, YMCHHH, HABBIKOB KpHTepHeB
(popmup Ilepeyensn (GYHmbr: u (WaH) onbITA
Nt KOMIIeTeHI Ui 3.1...3 JIeATeJIbHOCTH OMCHHBAHII
e (popmupyembIx ( .d...2.n, i KOMIeTeHIuii Ha
(Tema u3 o XAPAKTEPUIYIOMUIX STAMBL ) gy sTamax nx
n/n 260 eii KOMIIeTeHIIMH V.1...¥.n, dopmuposanus P
1Y ®roc BO . (dopmupoBanus,
mno H 1 H n) KOMIIETCeHIIHH B mpouecce
IIpOI‘paMMbI oL oee . .~ OIMUCaHHUEe IIKAJ
0CBOEHHSI 00pa30BaTeILHOI onenmBanns (o 100-
JUCUMILIHHBI) NpPOrpaMMel u "
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
H.Bnanets HaBBIKAMH
OCYIIECTBIICHUS
aHaJIM3a 3aTpaT Ha
7. AHanu3 [epcoHal, a TaKxKe
COOJTFOICHHSI HOPM HaBLIKAMH BEIACHHS
o OIICHUBACTCS
EeNCTBYIONIEro U(pPOBOTO KaJAPOBOTO
TIOBOTO mokymenToobopor B [Ketic-stud ApTYMEHTHPOBAMH
11 [Py T1K-5 y P y OCTb M MOJIHOTA
3aKOHOIaTEeIHCTBA CTPYKTYPHBIX qacTh 3 OTBETOB Ha
mpu opopMICHUN [oIpa3AaciaCHUsIX 1 N
pu opop Pasil BOTIPOCHI Ketica (4)
[IpOLENYPHI OpraHu3aliy B LIEJIOM C
IBUKEHMSI KaJpOB [ICJIBIO OLICHKH
COIHAIbHO-
PKOHOMHYECKOTO
b dexra
H.Bnaners HaBBIKaMU
OCYIIECTBICHUS
aHaJIM3a 3aTpaT Ha
[epCcoHal, a TaKxKe
HABBEIKAMH BEIACHHS
OLICHUBACTCS
U(pPOBOTO KaAPOBOTO
TOKYMEHTOOOOPOT B Keiic-stud apryMCHTHPOBAHH
12 T1K-5 or y VDHBLX P acts 4 y OCTb M MOJIHOTA
norz)[ylim}z,[gneﬂnﬂx u OTBETOB Ha
P BOTIPOCHI Ketica (4)
OpraHu3aly B LIEJIOM C
[IEJIbI0 OLIEHKH
COIHaIbHO-
PKOHOMHYECKOTO
b dexra
Y. YMeTh IpoBOIUTH
aHAJIN3 3aTpaT Ha
MEPCOHA, a TAKXKE
[pean30BbIBAThH
U(pPOBON KaAPOBHIi OLICHUBAETCS
OKYMEHTO000POT B " apryMeHTHPOBaHH
JLOKY P Ketic-study PryM P
13 11K-5 CTPYKTYPHBIX yacts 5 OCTb Y MOJIHOTA
[0Apa3JeeHUsIX U OTBETOB Ha
OpraHu3allii B LEJIOM C BOMPOCHI Keiica (4)
[IeJIbI0 OLICHKHU
COIHAIbHO-
PKOHOMHYECKOTO
bddexra
Y. VMeTh IpoBOIUTH
aHAJIN3 3aTpaT Ha
[epcoHal, a TaKxKe
[pean30BbIBATh OLICHUBAETCS
U(ppPOBON KaApPOBHIi Keiic-stud apryMeHTHPOBAaHH
14 [1K-5 TTOKyMEHTO000pOT B wacts 6 Y OCTb U II0JIHOTA
CTPYKTYPHBIX OTBETOB Ha

[TOIpa3ICIICHUSIX U
OpraHu3aIiy B IIEJIOM C
LIEJIbI0 OLICHKHU
COIHAIbHO-

BOIPOCHI Keiica (4)




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

3Taﬂbl Heo0X0AMMbIe JUIST OLIEHKH “02:::;1?::; -
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHEB
$opmupo = Iepeuenn (BYHmr: u (111) onbITa purep
Ne | KoMmmeTenumii (bOpMHpYeMBbIX (3.1...3.n AeATETBHOCTH, Ko(;au:eHTT:lm:“aﬂna
- (Tema u3 pMHpY . et XapaKTepH3yloumx oranspt | - :Tanax ux
n/n paGoueii KOMIIETeHIHii V.1...V.n, (bopMupoBaH p PR
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce pMup i
IIpOI‘paMMbI elloce . “ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (1o 100-
(HammenoBanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
PKOHOMHUYECKOTO
b dexra
3.3HaTh OCHOBBI
aHaJu3a 3aTpar Ha
[epcoHal, a TakxKe B
[TPUHITUITBL N
opranusai MPaBUIIbHBIN
OTBET Ha BOTIPOC
15 [1K-5 mudpoBoro kaaposoro (Tect TecTa P
TOKYMEHTO000pOTa B
CTYKTYPHEX OLleHUBaeTCs B 1
6amn (5
[TOIpa3IeICHUSIX U )
OpTaHU3AINH B ICIIOM
Y. YMeTs IpoBOIUTH
aHaJIU3 3aTpaT Ha
[epCcoHal, a TaKXKe
[pean30BBIBATh
U(pPOBON KaJAPOBHIi OLICHUBAETCS
8. Ayur TOKyMEHTOOOO0pOT B Keiic-study apryMeHTHPOBaHH
16 | [1K-5 CTPYKTYPHBIX OCTb U IIOJTHOTA
TPYAOBBIX KHIDKEK gacTh 7
[TOIpa3IeICHUSIX U OTBETOB Ha
OpTaHU3AINH B IIEIIOM C BOTIPOCHI Ketica (4)
[IEJTBI0 OTICHKU
COLMAITEHO-
PKOHOMHIYECKOTO
b dexra
H.Bianers HaBbIKaMu
OCYIECTBIICHUS
aHaJIM3a 3aTpaTt Ha
MepCOHAI, a TaKXKe
HABBIKAMU BEJICHHS OleHMBACTCS
HU(pPOBOTO KaAPOBOTO
nmokymMeHToobopoT B [Ketic-study AprYMEHTHPOBAMH
17 [1K-5 OCTb U IIOJTHOTA
CTPYKTYPHBIX gacTh 8 OTBCTOB Ha
[0Jpa3IeeHUsIX U .
APas BOIIPOCHI Kefica (4)
OpTraHU3aIIH B IIEJIOM C
LIEJIBIO OLIEHKU
COLMANIEHO-
PKOHOMHYECKOTO
bddexra
3.3HaTh OCHOBEI
aHaJTM3a 3aTpar Ha
[epCOHAN, a TAKXKe
[TPHUHIUITBI OIIEHUBAETCS
OpraHu3aluu Keiic-stud apryMEeHTHPOBAaHH
18 [1K-5 11 ppPOBOroO KaIPOBOTO wacts 9 Y OCTb U II0JIHOTA
TTOKyMEHTO00OpOTa B OTBETOB Ha
CTPYKTYPHBIX BOIPOCHI Kefica (4)
[oJpa3ieIeHUsIX U
OpraHU3alIU B IEJIOM
19 T1K-5 Y. Vmeth npoBoauth  |KoHTpOnbHas pabora OIICHUBACTCS




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
KOMHIETCHIHA C€ATECIbHOCTH. OneHUBAHUS
Ne ¢opmupyembIx (3.1 .o .3.“, a > KOMIETeHIMIA Ha
(Tema u3 o XAPAKTEPUIYIOMUIX STAMBL ) gy sTamax nx
n/n paGoueii KOMIETEHUNH V.1...¥.n, (dopmuposanus P (bopmupoBars
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce pMup i
IIpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI onenmBanns (o 100-
JUCUMILIHHBI) NpPOrpaMMel u "
(Hanvienosanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
aHaJIN3 3aTpaT Ha apryMEeHTUPOBAaHH
[epcoHal, a TaKxKe OCTb U TIOJTHOTA
[pean30BbIBAThH OTBETOB Ha
U(pPOBON KaAPOBHIi KOHTPOJIbHBIE
TOKYMEHTOO0OPOT B BOTIPOCHI (5)
CTPYKTYPHBIX
[0oApa3eNeHUIX U
OpraHu3aliy B LIEJIOM C
[IETTBI0 OLICHKHU
COIMATHHO-
PKOHOMHYECKOTO
b dexra
3.3HaTh OCHOBBI
aHaJIM3a 3aTpaT Ha
[epCcoHal, a TaKxKe T
TIPUHIIUIIBI .
opranusai MIPaBUIIbHBII
OTBET Ha BOIPOC
20 [1K-5 ugposoro kaaposoro (Tecrt Tecta P
TOKYMEHT0000pOTa B
CTPYKTYpHBIX oreHnuBaercs B 1
oaimn (5
[0/Apa3JeNeHUAX U ©)
OpraHu3aliy B LEJI0OM
H.Biagets HaBbIKaMU
OCYILIECTBIICHUS
aHaJIM3a 3aTpaT Ha
MEPCOHA, a TAKXKE
9. Onenka p ’
HABBIKAMU BEJICHHUS
[PaBUIILHOCTH OrneHuBaeTCs
[H(GPOBOro KaJpOBOTO
BelIEeHUS, MIPaBWILHOCTD H
TOKYMEHTOO00POT B .
21 |cucremaruzarun u[1K-5 Keiic-study MIOJIHOTA PEILEHUs
CTPYKTYPHBIX
XpaHEHUs MTOCTaBJIEHHBIX
[0/Apa3JeNeHUIX U
TOKYMEHTOB BOTIPOCOB (4)
N OpraHu3aliy B LIEJIOM C
KaJIpOBOM CITy>KOBI
[0 OLICHKHU
COLIMAJIbHO-
PKOHOMHYECKOTO
bddexra
3.3HaTh OCHOBBI
aHaJIM3a 3aTpaT Ha
[epCOHAl, a TaKXKe P
TIPUHITAITBI .
opranusai MPaBUIIbHBII
OTBET Ha BOTIPOC
22 11K-5 nuposoro kampooro (Tect Tecta p
TTOKyMeHTO00OpOTa B
CTPYRTYDHEX oleHuBaercs B 1
6amn (5
[0Apa3JIeeHUX U ®)
OpraHu3aliy B LEJI0OM
Ntoro 100

6.2. IIlpomMeKyTOUYHBIH KOHTPOJIb (3a4eT, IK3aMeH)




PabounMm yuyeOHBIM IVIAHOM NPeAyCMOTPeH JK3aMeH B cemecTpe 22.
BOITPOCHI JJ15 ITIPOBEPKU 3HAHUI:

1-it Bompoc Owmnera (40 OamioB), Bua Bompoca: Tect/mpoBepka 3Hauuil.  Kpurepwii:
OrneHHMBaeTCsl TPABWIIBHOCTh OTBETa HA MOCTABICHHBIA Bompoc. Kaxplid mpaBHIIbHBIA OTBET
olLieHUBaeTcs B 2 Oajuia.

Komnerennus: IIK-5 CnocoGeH ocymecTBJISITh aHAJIM3 3aTPAT HA NEPCOHAJ, a TaKiKe
un¢poBoii KAAPOBLI JOKYMEHTOO00OPOT B CTPYKTYPHBIX MOApPAa3/eJIeHUAX U OPraHu3alun
B LI€JIOM C LeJIbI0 OIEHKHU COLUATbHO-IKOHOMUYecKoro 3¢ dexra

3nanue: 3HATh OCHOBBI aHajgW3a 3arpaT Ha IEPCOHAN, a TakXKe MPUHIMIBI OpPraHU3alUU
u(GpPOBOro KaapoBOTO TOKYMEHTOOOOPOTa B CTPYKTYPHBIX MOJPA3ACNEHUSX U OPraHU3allUU B
1EJI0M

1. AnMuHHCTpaTHBHAsE OTBETCTBEHHOCTh 3a HAapyILICHHE JIEHCTBYIOIIETO 3aKOHOAATEILCTBA 110
apXUBHOMY JEIy.

. AHanmu3 paboTHI MO YYETY IBHKCHUS TPYIOBBIX KHIDKEK M BKJIAJIBIIICH K HHAM.

. Benenue nmuunbix kaprouek. [IpaBuia BHeCEHNS NCIIPABIICHUH B JIMYHBIE KAPTOUKH.

. BuJtbl mpoBepoK JOKYMEHTAITNH KaJPOBOU CITYKOBI.

. Beitaua ny6nukara TpyA0BOM KHUXKKH, OCOOEHHOCTH O(hOpMIICHHUS.

. Kagposeriit yuet: nonsitue, 0cCOOEHHOCTH BEICHHS.

. Knnaccugukanus 10KkyMEeHTOB IO CPOKaM XpaHEHHUSL.

. Knnaccngukanus kaapoBbIX JOKYMEHTOB.

. KoHTpOnb HCIIONIHEHNS JOKYMEHTOB.

10. HaznaueHue MHCTPYKIIUU TIO TOKYMEHTAIIMOHHOMY 00€CIIE€UEHUIO YITPABIICHUS TIEPCOHATIOM.
Cocras pa3nenos.

11. HopmatuBHO-meTOonuueckass  0a3a, perjiaMeHTHUpYIOIasi  TMOATOTOBKY  KaJpOBOM
JIOKYMEHTaL1H.

12. Opranusanus NpoBeACHUs SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB.

13. OcHOBHbIE HOPMATHUBHO-IIPABOBBIE AKThl, pErIAMEHTHpYIOLIHE paboTy € TPYAOBBIMU
KHWKKaMU paOOTHHUKOB.

14. OcoGeHHOCTH OQOPMIICHHS KYypHAIa PETUCTPALIMM TPYIOBBIX JOTOBOPOB.

15. OcobenHocTr pa3pabOTKU M COCTABIICHUS IITATHOTO PACITUCAHUS.

16. OcoGEHHOCTH COCTaBJICHUS )KypHAJIa ydeTa MEpONPHUATHIA [0 KOHTPOJIIO.

17. OTBeTCTBEHHOCTH paboToAaTess U PU3NUECKUX JIMI] Ha HEHAIJIEXKAIlee COCTOSHNUE KaIpOBOM
JIOKYMEHTAI1H.

18. OTnnums B MOATOTOBKE IIPUKA30B IO JHMYHOMY COCTaBy M IIPUKA30B IO OCHOBHOM
JEATEIBHOCTH.

19. Opopmienue oTmycka.

20. O¢opmienue nepeBoja pabOTHUKOB Ha JPYyryio paboTy

21. Odopmnenue mnpuema paboTHHMKOB. CocTaB JOKYMEHTOB, TpeOyeMbIX NpHU IpHEME Ha
paborty.

22. OdopmieHue mpoueaypbl KOMaHAUPOBaHUS pAOOTHUKOB.

23. O opmiieHne nmpoueaypbl MIPOBEPKH KaIpOBOM JOKYMEHTAIUH.

24. OdopmieHue mpoueaypbl yBOJIbHEHUS paOOTHUKOB

25. IlepcoHanbHble JaHHBIE pabOTHHKA: cOOp, XpaHEHHE, OTBETCTBEHHOCTh 3a IOCTOBEPHOCTh U
HE3aKOHHOE paclpOCTpaHEHUE.

26. IlonsaTue aynura KaapoBOW JOKYMEHTAIMH, €0 BUIBI.

27. llonarne HoOMeHKIaTypbl nen. I[lopAmok cocTaBiieHHST HOMEHKIATYPhl A€l KaJpOBOM
CITYKOBI.

O 0 1N DN =~ W



28. IloHsATHE TPYIOBOIO JOrOBOpA, OOS3aTEIBHBIX W JOMOJHHUTEIBHBIX YCIOBHUU TpPYIOBOTO
JI0rOBOpA.

29. IlopsAnoK BbIIaYM TPYIOBOW KHUKKH PaOOTHUKY.

30. Ilopsimox 00pa®OTKM M perucTpaluy JOKYMEHTOB, MX HHJAEKcaluH. PerucrpanuoHHble
(GOpMBI TOKYyMEHTOB M MX 3aIIOJIHEHUE.

31. Ilopsnok opopmieHHs BKIabIIIA B TPYAOBYIO KHHKKY.

32. Tlopsiiok MOArOTOBKU JJOKYMEHTOB K apXMBHOMY XPaHEHMIO.

33. Iopsinox popmupoBanus aen. [IpusHaku rpynnmupoBKA JOKYMEHTOB B Jela.

34. TlopsA0K YaCTUYHOTO U TIOJTHOTO O(OPMIICHUS JIeN KaJpOBOU CITY>KOBI.

35. IIpaBuna BHyTpEHHETO TPYIOBOI'O PacHopsiiKa: Ha3HaYeHUE U MOPSAA0K 0(popMIIeHHUS.

36. [IpaBuia u CpOKH MOATOTOBKH Irpaka OTITYCKOB.

37. IIpaBuna oopMiIeHUS] pEKBU3UTOB TPYAOBOTO JOTOBOPA.

38. IlpaBuna odopMiIeHUS TPYIAOBBIX KHIIKEK, BHECEHHWsS JIOTIOJHEHHS] W WCIPABICHUN B
HENPaBUJIbHO BHECECHHBIE 3aIIHCH.

39. Ilpunannie TOKyMEHTaM IOPUIAYECKON CHJIBI.

40. ITIpocThie U CIOXKHBIE TPUKA3bl: 0COOCHHOCTH 0(OPMIIEHUS.

41. CocrtaB J0OKyMEHTOB, TpeOyeMbIX OpraHaMH HaJg30pa U KOHTPOJIS NpU IPOBEIECHUU
HPOBEPOK.

42. Cocrasienue u opopMIIeHHE OMTUCEH e KaJPOBOH CITYKOBI.

43. TexHonoruu ayauTa KajpoBoil JOKyMEHTaLUH.

44. TpeOoBaHuUs, IPEABABISIEMbIEC K 3ar0JIOBKaM Jiel. DIIEMEHTHI 3ar0JIOBKOB JIETl.

45. TpeOoBaHus, npeaAbsABIsieMble K 0QOPMIICHHIO PEKBU3UTOB KaJIpOBOM JJOKYMEHTAIMH.

46. ®opMHUpOBaHKE U BeIeHHE TUYHBIX Aes. CocTaB TOKYMEHTOB JIMYHOTO JIEJa.

TUITOBBIE 3AJIAHUA J1J151 IIPOBEPKM YMEHUU:

2-1 Bompoc Omiera (30 6amwtoB), BuI Bompoca: 3ananue Ha ymenue. Kpurepuit: OrnieHuBaetcs
MPAaBUJILHOCTH PEIICHUS MTOCTABICHHOW B CUTYallUU 3a/Ia4H.

Komnerenuus: IIK-5 CnocoGen ocymecTBiIfTh aHAJM3 3aTPaT HA NMEPCOHAJN, a TaKikKe
M (pPOBOIi KagPOBBI JOKYMEHTO000POT B CTPYKTYPHBIX NMOAPa3IeJeHUSIX U OPraHU3 AN
B LI€JIOM € Ie/1bI0 OLICHKH COLHAIBHO-D)KOHOMHYECKOro 3 dexra

YMmenue: YMeTh NPOBOAUTH aHAIM3 3aTpaT Ha MEPCOHAN, a TakXkKe Pealr30BbIBaTh LUPPOBON
KaJIpOBbIil JJOKYMEHTOOOOPOT B CTPYKTYPHBIX MOJPA3IENICHUSAX W OpraHu3aluu B IEJIOM C
LEJIBIO OLIEHKU COLUAIbHO-9KOHOMHUECKOTO 3 deKTa

3anaga Ne 1. Haiftu ommOku B 0(popMIIEHUH JOKHOCTHOM HHCTPYKLIUU

3agaua Ne 2. OueHuTh NpaBUIBHOCTh pa3pabOTKU rpaduKa OTIIYCKOB

TUITIOBBIE 3ATAHIA JUTA ITPOBEPKH HABBIKOB:

3-if Bonpoc Omiera (30 6amwioB), BUI Bompoca: 3anaHue Ha HaBbIKKM. Kpurepwii: OneHnBaeTcs
MPABIJILHOCTH PEIICHUS MTOCTABICHHOW B CUTYallUH 3a/Ia4H.

Komnerennusi: [IK-5 CnocoGeH ocymiecTBJISTh aHAJIU3 3aTPAT HA NEPCOHAJ, a TaKKe
M (PPoOBOIi KaAPOBBI JOKYMEHTO000POT B CTPYKTYPHBIX NOAPa3ieJeHUsIX U OPraHNu3anuu
B L[E€JIOM C LeJIBI0 OLEHKH COLHAJIBHO-IKOHOMHYECKOro 3¢ dexra

Hapbik: Bragers HaBbIkaMM OCYILIECTBIIEHHS aHAlIM3a 3aTpaT Ha IEPCOHAJ, a TAK)KE HaBbIKAMU
BeJIeHUs] IU(POBOro KaJpoBOro JIOKYMEHTOOOOPOT B CTPYKTYPHBIX MOJpa3JelieHUus X |
OpraHu3aIiH B LIEJIOM C IEJIbIO OLIEHKH COLUAIbHO-9KOHOMHUYECKOT0o Y deKTa

3amanue Ne 1. [IpoBectn aHanu3 MpaBUl BHYTPEHHETO TPYAOBOIO paclopsiaKa

3ananue Ne 2. [IpoBecTr mpoBepKy MPaBUILHOCTH (POPMHUPOBAHUS HOMEHKJIATYPHI 1€

OBPAS3EIL BUJIETA



Hampasnenue - 38.04.03 Ynpasnenue
MHUHHUCTEPCTBO HAYKH M BBICIIEr0 00pa3oBaHUs

A IEPCOHATIOM
Poccuiickoit ®enepanuu
®denepanbHOE FOCYaPCTBEHHOE GI0KETHOR ITpoduisb - CrpaTernyeckoe ynpasieHue
00pa3oBaTeNnbHOE yUpeKICHHE nepcoHasioM 1 HR-ananutuka
. BHICIIETO 06pa3soBanma . Kadenpa rocymapcTBeHHOT0 ynpaBJICHUS U
«BAUKAJIBCKHNU I'OCYJAPCTBEHHBIN
VHUBEPCHTET yIpaBIICHUS YEIOBEYCCKUMHU PECYPCaMU
(®TBOY BO «BI'Y») JucnuruinHa - LHudgposuszanus kaapoBoro
JIOKyMEHTO0000pOTa

3K3AMEHALIMOHHBIN BUJIET Ne 1

1. Tect (40 GamtoB).
2. OueHuTh TPaBIWIBHOCTE Pa3padoTKu rpaduka otmyckoB (30 Gamios).
3. IIpoBecTu aHanu3 NpaBWJl BHYTPEHHETO TPYIOBOro pacnopsaka (30 6amnos).

CocraBureib H.A. beno6oponoa

3aBenyromuit kageapou b.K. Tarapon

7. IlepevyeHb OCHOBHOM M J1ONOJHUTEIbHOH Y4eOHOH JTUTEPATyPbl, HEOOXOAUMOM 1JIs1
OCBOCHUS AMCHUIIMHBI (MOXYJIs1)

a) OCHOBHasl JINTeparypa:

1. Ky3ueunoBa H. B. Haranss BuxktopoBHa Ayaut xaapoBoil 1oKymMeHTauuu. [y4ued. mocoduel/
H. B. Ky3nenosa.- Upkyrck: U3n-so BI'YOII, 2010.-288 c.

2. Tpyxanosuu JI. B., lllyp M. JI. CnpaBouHUK TIO KaJpOBOMY JEIOMPOU3BOJICTBY. 00pasibl U
(bopMBI JOKYMEHTOB C KOMMEHT.. 8-¢ u3., nepepad./ JI. B. Tpyxanosuu, 1. JI. Illyp.- M.: Jleno
u cepsuc, 2013.-607 c.

3. JlokyMeHTalMOHHOE obOecneyenne ymopaBiaeHus. CocTaBieHue W oQOpMIECHHE AEIOBBIX
JoKyMeHTOB : yuebHoe mocobme mist CIIO / cocraBurenn E. M. bammakosa. — Caparos,
Mocksa : IIpodooOpasosanue, A [Tu Ap Meana, 2021. — 144 c. — ISBN 978-5-4488-1080-0,
978-5-4497-0964-6. — Tekcr : 2IeKTpOHHEIN // DiexkTpoHHO-O0MOMMoreunas cucrema IPR
BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/103343.html (mara oOparenus:
31.05.2021). — Pesxum jocTyma: Jis aBTOPU3HP. IOJb30BATENIEN

4. Kysuenosa M.B. JlokyMeHTaIlMOHHOE 00€eCIIEUeHNE YIIPABIEHNS NEPCOHATIOM [DIEKTPOHHBINA
pecypc] : yaebHoe nmocodue s Oakamaspos / M.B. Ky3Hnenosa, I'.A. XauarpsiH. — DJIEKTpOH.
TekCcTOBbIEe maHHble. — M. : Jlammkos u K, A# IIu Op Meana, 2017. — 220 ¢. — 978-5-394-
02325-5. — Pexxum pocrtyna: http:// www.iprbookshop.ru/57135.html

5. CoruukoB H.3. TexHONOrMH VIpaBIECHHS IEPCOHAJIOM B OpraHU3allMM : IPAKTHKYM /
CoraukoB  H.3.. — HoBocubupck : HoBocHOUpCKHI TOCYHAPCTBEHHLINA YHUBEPCUTET
OKOHOMMKHM M ynpasiaeHusg «HMHX», 2022. — 186 ¢. — ISBN 978-5-7014-1043-3. — TekcrT :
snekTpoHHbi // IPR SMART : [catit]. — URL.: https://www.iprbookshop.ru/126992.html (mara
obpamenus: 10.05.2023). — PexuM JocTyma: Ul aBTOPHM3Hp. moJb3oBarenei. - DOI:
https://doi.org/10.23682/126992

0) 10MOJTHUTEJIbHAS JIUTEpaTypa:
1. Jenompou3BoAcTBO B KaapoBoil cimyxobe. pek. CoBerom YMO mno oOpazoBaHuio B 00I.
MEHE/DKMEHTA. yuyeOHO-TpakT. mocooue mis By3oB/ M. B. Jlosuema, E. H. l'ankuna, E. B.
I'yposa.- M.: [Ipocnekt, 2012.-78 c.
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2. AnnpeeBa B. U. [lenonpou3BoACTBO: OpraHU3anus U BeAeHHUE. peK. Yuebd.-MeTol. EHTPOM
"Kiaccuueckuit yueOHUK". y4el.-mipakT. mocobue aiis By30B. 3-¢ u3i., nepepad. u mom./ B. W.
Anpgpeesa.- M.: KaoPyc, 2010.-294 c.

3. BacunseBa A.H., banamosa H.B., O3epuukoBa T.I'., bepkoBuu T.A., beuikoB B.I'. u np.
VYnpasnenue nepcoHaiom opranuzanuu.- Mpkyrck: U3n-so BI'YOII, 2015.- 638 c.

4. Slaxosuy I11.A. Jleaonpou3BOACTBO B KaAPOBOM ciyk0Oe [DaeKTpOHHBIA pecypc] : yu4eOHHK
JUISL CTYJIEHTOB BY30B, oOyyarommxcs mo cuemuansHocti 062100 «YpasieHue nepcoHagoMmy /
LI.A. SIukoBUY. — DJIEKTPOH. TeKCTOBbIE AaHHble. — M. : OHUTU-JAHA, 2015. — 160 ¢c. —
5-238-01076-1. — Pexxum goctyna: http://www.iprbookshop.ru/52462.html

8. Ilepeuenb pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHUKANUOHHOH ceTH «MHTepHeT»,
HEOOXO0IMMBIX /IJIsl OCBOEHHSI TUCHHMILIHHBI (MOAYJIsl), BKJIIOYasi NpodecCHOHAIbHbBIE 0a3bl
JAAHHBIX M1 HTHPOPMAIHMOHHO-CIIPABOYHbIE CHCTEMBI

JUis  OCBOCHHSI AWCHMILTUHBI OOYYarOMIeMYCsi HEOOXOIWMBI CIICAYIOIINUE PECYPCh
UH(POPMAIIMOHHO-TEIICKOMMYHUKAIIMOHHOU ceTh «THTepHeT»:
— Caiit BaiikanbCKOro rocy1apcTBEHHOTO0 YHHBEPCUTETA, afpec JocTyma: http://bgu.ru/, noctym
KPYTJIOCYTOYHBIH HEOTPaHUYCHHBIN U3 JI000H Toukr MHTEpHET
— HR-noprain (coobmectBo npodeccnoHasior), aapec aoctyma: http://www.hr-portal.ru. goctym
HEOTpaHUYCHHBIN
— UBUC - YauBepcanbHbie 0a3bl JaHHBIX, aapec gocTymna: http://www.dlib.eastview.ru/. goctym
KPYTJIOCYTOYHBIH HEOTpaHUYCHHBIA M3 000 TOuku MHTEpHET MpH yCJIOBUU PETUCTPAllH B
bI'y
— OO6pa3upl 1 mabaoHbI JOKYMEHTOB, aapec noctymna: http://www.working-papers.ru. gocrtym
HEOrPaHUYECHHBIN
— Caiit qyis HR-meHemkepoB, aapec nocrymna: http://www.hrm.ru. 1octyn HeorpaHHYESHHBIN
— CrnpaBOYHHK IO MPABOIKCAHUIO, MPOU3HOIICHHUIO, JINTCPATYPHOMY PEIaKTUPOBAHUIO, aapec
noctyna: http://evartist.narod.ru/text1/20.htm. qocTyn HeorpaHUYEHHBIH
— DnexkTpoHHO-OubIMoTeunas cucrema IPRbooks, aapec nocryma: https://www.iprbookshop.ru.
JOCTYT HEOTPAaHHYCHHBIH

9. MeTonnyeckue yKazaHus /Uil 00y4aIOUIMXCS M0 OCBOEHUIO TUCHHMILIUHBI (MOIYJIs1)

N3yuaTh QUCHUIUIMHY PEKOMEHIYETCS B COOTBETCTBUM C TOW IOCIIEAOBATENbHOCTHIO,
KoTOpass o0O3HaueHa B €€ CoJepKaHWW. /{11 yCIemHOTO OCBOCHHS Kypca OOydarommecs
JTOJKHBl HMMETh TIepBOHAYANbHBIE 3HAHUS B OOJTACTM HKOHOMHMKH Tpyda U YIpaBIICHUS
NEPCOHANIOM, TPYAOBOM 3aKOHOJATENLCTBE B  YIPABICHUH IEPCOHAIIOM, TICHXOJOTHU
yIpaBlIeHUs, TEXHOJIOTUH YIIPABJICHUS Pa3BUTHEM TEepCOHANA.

Ha JICKOUAX IMPEnoaaBaTCib O3BYUYMBACT TEMY, 3HAKOMUT C IECPCUHCM JIUTCPATYPHI 110
TeMe, OOOCHOBBIBAET MECTO W pPOJb 3TOW TEeMbl B JIaHHOW JHCLUMIUIMHE, PACKpHIBAeT ee
IpakTHYecKoe 3HadeHue. B xoJe Jekuuil cTyleHTy HeoOXOAMMO BECTH KOHCIEKT, (PUKCHPYS
OCHOBHBIE MOHATHS U POOJIEMHBIE BOIIPOCHI.

[IpakTueckue (ceMUHApPCKUE) 3aHATHS MO CBOEMY COJIEP’KaHUIO CBSI3aHBI C TEMATHUKOU
JIEKIIMOHHBIX 3aHATUN. HaunHATh MOATOTOBKY K 3aHATHIO IEIECO00Pa3HO ¢ KOHCIEKTa JIEKIIUH.
3ajmaHre Ha TMPaKTUUECKOe (CEMHUHAPCKOE) 3aHATHE COOO0IIaeTcs Oo0ydJarommMcs JI0 €ro
npoBeneHus. Ha cemuHape mpemnogaBaTens OpraHU3yeT OOCYXKICHHE JTOW TEMBI, BHICTyHas B
Ka4ecTBE OpraHW3aTopa, KOHCYJIbTaHTAa M JKCIEpTa Y4eOHO-TIO3HABATEIBHOW JeSITeIhHOCTH
oOyuatorerocs.

N3ydyenne quctumminHbl (MOIyJisl) BKIIOYAET CaMOCTOSATENbHYIO paboTy 00ydaroIerocs.

OCHOBHBIMU BHJIaMU CaMOCTOSATEIHHON paOOThI CTYJEHTOB C YUaCTHEM IpernojaBaTeneit
SIBIISTFOTCSL:

* TEKyII1e KOHCYJbTALlUU;

* MpUeM U pa300p JTOMAITHUX 3aJaHUH (B YaChl MPAKTHYECKUX 3aHATHHN);
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* BBIIIOJIHEHHUE KYPCOBOI pabOTHI (PyKOBOJCTBO, KOHCYITUPOBAHUE U 3aIIUTa KYPCOBBIX
paboT B Yackl, MPEAYCMOTPEHHBIE YICOHBIM IIJIAHOM) | JIP.

OCHOBHBIMU BUJAMH CaMOCTOSITEIIBHON pa0OTHI CTY/IEHTOB 0€3 ydacTusi MperoaaBaTess
SABJISIOTCA:

* hopmupoBaHUE U YCBOCHHE COIEP KaHUS KOHCIIEKTA JICKINI Ha 0a3e peKOMEHJOBAaHHON
yueOHOM nuTepaTypbl, BKIOYas HWHOOpPMALMOHHBIE 00pa30BaTeIbHbIE PECYPChl (IEKTPOHHBIE
y4eOHUKH, HJIEKTPOHHBIC OMOIMOTEKH U Jp.);

* CaMOCTOSITENIbHOE H3yY€HUE OTIENbHBIX TEM WM BOMPOCOB IO YyuyeOHUKAM WIU
y4eOHBIM MTOCOOUSIM;

* IOATOTOBKA K CEMHHApaM U Jab0paTOpHBIM paboTaM;

* BBITNIOJIHCHHUE JIOMAIIHUX 33JJaHU B BUJIC PEIICHHS CUTYaIMOHBIX 3a7aHuil (keic-study)
10 OTJEIBHBIM pa3jieslaM COACPKaHUs JUCLUUILINH U JIp.

10. ITepeyenb MHGPOPMALMOHHBIX TEXHOJIOTMI, HCIOJb3yeMbIX MPH OCYILECTBJIEHUN
00pa30BaTe/ILHOIO MPOLECCA M0 JUCHHUILINHE (MO1YJII0), BKJIKOYasi lepevYeHb
NMPOrpaMMHOIo odecrneyeHust

B ydeGHOM mpoliecce UCONb3yeTcs Caeaytoliee NporpaMMHOe 0OecTieueHue:
— MS Office,
— Koncynprantllntoc: Bepcus IIpod - undopmanronnas cnpaBovHas cucrema,

11. Onucanne MaTepHaAJIbHO-TEXHNYECKOI 0a3bl, HEO0OX0AMMOM JIf1 OCYIEeCTBJICHUSA
00pa3oBaTeILHOIO NMPoIecca Mo JUCHUILIUHE (MOIYJII0):

B ydeGHOM mpoliecce UCHoab3yeTcs ciaeaytomiee 000pyI0BaHKeE:
— [MomenieHus AJis CaMOCTOSITEILHOM pabOThI, OCHAIIIEHHBIE KOMITBIOTEPHON TEXHUKOM C
BO3MOXKHOCTBIO MOJIKITFOUeHUS K ceTH "MHTepHeT" n o0ecrieueHrneM A0CTyMa B SJIEKTPOHHYIO
nH(pOpMaAIMOHHO-00Pa30BaTENBHYIO CPEY BY3a,
— YueOHble ayTUTOPUU TS IPOBEACHHUS: 3aHATHI JIEKIIMOHHOTO THIIA, 3aHATUI CEMUHAPCKOTO
THUIIA, TPAKTUYECKHUX 3aHITHH, BBIMOJHEHUSI KYPCOBBIX PabOT, TPYMIOBBIX U MHANBUIYaTbHBIX
KOHCYJIbTAILINH, TEKYILIET0 KOHTPOJIS U MPOMEKYTOYHOM aTTecTally, YKOMILJIEKTOBAHHbBIE
CHeHaIn3UPOBAaHHON MEOEIBIO0 U TEXHUYECKUMU CPEACTBAMU 00yUYeHMS,
— KoMnbroTepHslii Kiacce,
— Habops!1 neMoHCTparimoHHOTO 000pYA0BaHUS U y4eOHO-HATIISTHBIX TOCOOUIA



