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1. Hesn n3yyeHns JMCHUIIHHBI

enpto ocBOeHUS JUCHMIUTUHBL «J{OKyMEHTallMOHHOE OOecreyeHre YIpaBJIeHUS
HEepCOHANIOM» sIBIsieTCs (OPMUPOBAHME 3HAHWUI M HABBIKOB [0 OpraHM3aldd pPadOThHl C
OpPraHU3aIMOHHO-PACTIOPSAUTENBHON ¥ MH(QOPMAILIMOHHO-CIIPABOYHOM  JTOKYMEHTAallUEeH,
perIaMeHTHPYIOLIeH AEeATeNbHOCTh AODKHOCTHBIX JIMIl OpPTraHU3aliy, (GYHKIUU U MPOLETYPHI
YIPABJICHUS IEPCOHATIOM B OpPraHU3ALINH.

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):
OO6s3aTenbHast 4YacTh.

[IpenmiecTByroniye TUCHMILIMHBI (OCBOGHHE KOTOPBIX HEOOXOIUMO [UI YCIEUIHOTO
ocBoeHusi gaHHOW): "WHpopmanuonusie texnonoruu", "MH(bOpMarMOHHBIE 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.

KomnuectBo yacoB | KommuecTtBo yacos

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

KonrtakTHasi(ayauTopHas) pabora




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

5. Conep:kanue JTUCHUILINHBI (MOYJIs1), CTPYKTYPHMPOBAaHHOE 110 TeMaM (pa3gesiam) ¢
YKa3aHHeM OTBeJeHHOI0 HA HUX KOJIUYeCTBA aKaJeMHYeCKHX YaCOB 1 BH/I0B y4eOHBIX

3aHATHH

5.1. Conep:xanue pa3iesioB TUCUUIIIMHBI

OuHo-3a04uHast popma o0yueHunst

Cemunap
JlaGopar.
IlpakTiy.

No Pa3gen u tema Ceme-| Jlek-
n/n JTUCIHUTILINHBI CTP | HUH

Camo-
CTOST.
pao.

B unTepa-
KTUBHOH

dbopme

®opMbI TEKYLIET0
KOHTPOJISA
ycneBaeMoCTH

Beenenue B Kypc.
[lonsTHE
TTOKYMEHTAIMOHHOTO
oOecreyeHus
YIIPABJICHUS
[IEPCOHAJIOM.
TpeboBanmus,
MPEABSIBISEMBIC K
0hOpMIICHUIO
JTOKYMEHTOB

32 2 0

Tect

CocTaB U BUJIBI

o 32 4 0
KaJpOBOM IOKYMEHTAllUH

12

Keiic-study.
KonTponbHas
pabora

['ocynapcTBeHHas
WHCIICKIIUS TpyJa ’
3 [mpouexaypa npoBeAEHUs 32 4 0
MPOBEPOK JIOKYMEHTAIIUH
KaJIpOBOH CITy>KOBI

Tecr. Keiic-study

TpeGoBanus k
COJIEP’KaHUIO U
0(hOpMIICHUIO
4 |MOKaJbHBIX 32 4 0
HOPMATHUBHBIX aKTOB TIO
YIIPaBICHUIO
MePCOHAIOM

Tect. KonTpoapHas
pabota

DopMHUpoOBaHUE U
BEJICHUE JIMYHBIX JIE]T

32 2 0

12

Tect

6 |[JInunas kapTouka 32 4 0

Tect

JloxymeHTupOBaHUE
7  |OpOLIECCOB ABUKECHUS 32 4 0
KaJIpOB

16

Tect. Ketic-study

Odopmienue
JOKYMCHTOB IIpH
MOOIIPCHUN U
JTUCLUTUIMHAPHBIX

32 4 0

12

KonTponbHas
pabora




Ne Pasien 1 TeMa Ceve-| Tek- Cemunap| Camo- |B HHTepa- ®DopMbI TEKYLIETO
wn O — crp | mum Jlabopart.| cTOAT. | KTUBHOM KOHTPOJIA
IlpakTuy., pao. popme yCneBaeMoCTH
B3bICKAaHU I
BejteHHe TpyIOBBIX Tect. Ketic-study.

9 32 4 0 12 KonTponbHas
KHIDKEK pabota
CucremaTu3zanus u
XpaHEHHE JOKYMEHTOB

10 |[kampoBoii CTyKOBI. 32 4 0 12 Tecr. Keiic-study
Homenknarypa aen
KaJIpOBOM CITy>KObI

UTOI'O 36 108
Ounas ¢popma o0yueHust
Cemunap| Camo- |B unTepa-| ®opmbl TeKyl1ero
1'5‘121 l;ff;ﬁﬂ‘;;fxf Cce:;)e- JIIIE::I_ Jlabopart.| cTOAT. | KTUBHOM KOHTPOJIfA
IlpakTuy., pao. dbopme ycneBaeMoCTH
Beenenue B Kypc.
[lonaTHE
TOKYMEHTAllMOHHOI'O
obecrieueHus

| prpapieii 32 | 2 2 4 Tecr

MEPCOHAIOM.

TpeboBanmus,

MpEABSIBISIEMBIE K

0hOpMIICHUIO

JTOKyMEHTOB

CocTaB U BUJIBI Ketic-study.

2 . 32 4 4 8 KoHntponbHas
Ka/IpOBOI TOKYMEHTALIMH pabora
['ocynapcTBeHHas
WHCIIEKIUS Tpyda U

3 [mpouemypa npoBeneHus | 32 4 4 4 Tect. Ketic-study
MPOBEPOK JIOKYMEHTALIUH
KaJIpOBOH CITy>KOBI
TpebGoBanust k
COJIEp’KaHUIO U
0(OpMIIEHHIO

4 JI(?K;EILHLIX 32 4 4 8 Tecr. KOngom’HaH
HOPMAaTHUBHBIX aKTOB 10 pabota
YIIPaBICHUIO
[EPCOHAJIOM

5 DopMHUpoOBaHUE U 32 2 ) ] Tect
BEJICHUE JTUYHBIX JIe]T

6 |/Imunas kapTouka 32 4 4 8 Tect
JloxymeHTupOBaHUE

7  [MPOIIECCOB JIBHXKCHHSI 32 4 4 8 Tect. Ketic-study
KaJIpOB
Odopmrere KonTponbhas

8  |1OKyMEHTOB IpH 32 4 4 8 paboTa
MOOUIPEHUU U




Ne Pasien 1 TeMa Ceve-| Tek- Cemunap| Camo- |B HHTepa- ®DopMbI TEKYLIETO
JlaGopat.| CcTOAT. | KTUBHOM KOHTPOJISA
n/n AUCHHILIMHBI CTP | UMH
IlpakTuy., pao. popme yCneBaeMoCTH
TACHUTIITMHAPHBIX
B3bICKAHUI
BejieHe TpyIOBBIX Tecr. Ketic-study.
9 32 4 4 8 KonTponbhas
KHIDKEK
pabora
CucremaTu3anus u
XpaHEHUE JOKYMEHTOB
10 [kaapoBOit CITyKOBI. 32 4 4 8 Tect. Ketic-study
Homenkiiarypa nen
KaJIPOBOM CITY>KOBI
NTOI'O 36 36 72
5.2. JlekuMOHHBbIE 3aHSATHS, UX COJEPKAHUE
Ne HaumenoBanue
Conepxanue
n/m pa3ziesoB U TEM
OO6miee npeacraBienue Kypca. Haznauenue u conepxaHue Kypca.
CBs13b Kypca ¢ y4eOHBIMU AUCHUIUIMHAMU. 3HaUECHUE Kypca B
BheicHuE B KypC. [10/IFOTOBKE CHEI[UAIMCTOB 110 YIIPABJICHUIO IEPCOHATIOM.
Momstie [TOHATHS «TOKYMEHT», «TOKYyMEHTOO0OPOT», «IOKYMEHTAI[MOHHOE
obOecrieueHue ynpasieHus». OCHOBHbBIE TpeOOBaHMUS,
TOKYMEHTAllMOHHOI'O
GeCIeUCHILS MpeabsBiIsieMble K 0(OPMIICHHIO ZIOKyMEHTaluH,
MpelycCMOTpeHHbIE ['ocyJapcTBEHHOM crucTeMoit
| prPasIeHi TOKYMEHTAIMOHHOTro o0ecrieueHus ynpasieHus. [lopsaok
%;2%%11{323\;; 00pabOTKH U pEeTUCTpaIlii JOKYMEHTOB, UX UHICKCAIUU.
Peructparmonssie popmbl U UX 3anonHeHrne. KoHTpos
[peAbIBISEMbIE K
oOpMITEHHHO MCIIOJTHEHUS TOKYMEHTOB. OCHOBHBIE OTJIMYHNS B TOJATOTOBKE
1OKYMEHTOB MPOCTBIX H CIOXKHBIX PHKA3OB. VYuer cnenuduku
pacropsiANTEIBLHOTO IEHCTBHS MPU COCTABICHUH ITPUKA30B IO
MpueMy, epeBoly, YBoJIbHEeHUI0 paboTHHKOB. [Topsmok
BHU3MPOBAHUS PUKA30B 10 JINYHOMY COCTaBY, UX PETUCTPAIH.
[TonsTe 1 3HaYeHHE KaIpOBOM JoKyMeHTannu. Knaccudukanus
CocTaB 1 BU/JIbI KaJIpOBOM ToKyMeHTauuu. OTINYUS KaAPOBOH U yIIpaBIeHYECKON
2 |[KaapoBoOi moxymeHTaruu. OCHOBHBIE BUJIBI TOKYMEHTOB KaJpOBOIl CITY>KOBI,
TOKYMEHTAI! 0COOEHHOCTH MX cocTaBieHus. HopmatuBHo-nipaBoBas 6a3a,
erJaMeHTHPYIoIIas pa3paboTKy KaJIpOBBIX TOKYMEHTOB.
[lomHOMOYMS TOCYIapCTBEHHOW HHCTIeKMHU TpyzAa. [Iponenypa u
MpaBujIa MPOBEACHUS MPOBEPOK COOITIOIEHUS JIEHCTBYIOIIETO
["ocynapcTBeHHas 3akoHoAarenbcTBa. Buabl nposepok. [Topsnox odpopminenus
WHCTICKIUS TPYJa U [MEPOIPUATUN 110 KOHTPOJIIO.
3 [mpouenypa CocTaB 10KyMEHTOB, TpeOyeMbIX OpraHaMH HaJa30pa U KOHTPOJIS
[TPOBEIEHUS IIPOBEPOK [IPU IPOBEJEHUH ITPOBEPOK.
TOKYMEHTAI! OTBETCTBEHHOCTh pabOTOATENs 32 HapylIeHHUE AEHCTBYIOLIETO
KaJIPOBOH CITYKOBI 3aKOHOJATEIbCTBA O TPY/E U HErpaMOTHOE ohopMiIeHHE KaApOBOi
ToKymMeHTauuu, Bosnaraemas TpynoseiMm Konexkcom PO u
Kogexcom 00 aIMUHUCTPATUBHBIX MPABOHAPYIICHUSX.
TpeboBanus k [lItaTHOE pacnucanue (cT. 57 Tpynosoro Konexkca P®)— dopma
4 |comepxkaHUIO U TAaTHOTO pacnucanus. [IpaBuiia BHyTpeHHErO TPYIOBOTO

oopmieHnIo

aCIIOPsIIKA KAK JIOKAJIbHBI HOPMATUBHO-IIPABOBOM aKT,




No HaunmeHnoBaHme
Conepxanue
/1 pa3esioB U TeM
JTIOKaJIBbHBIX KOHKPETH3UPYIOIIHH MOPSIIOK PEryJIHPOBAHUS KITFOUEBBIX

HOPMATUBHBIX aKTOB
[0 YIpaBJICHUIO
[EPCOHATIOM

BOIIPOCOB COIMATILHO-TPYAOBBIX OTHOIICHHUNA Ha MPEIIPUATHH.
001K MOpPsAI0K MOATOTOBKH IOKYMEHTa B COOTBETCTBUU CO CT.
190 TK P®. Ocobennoctr opopMIICHHUS TTPABUII BHYTPEHHETO
TPYJOBOIO pacropsiika, Coep KaHrne BOIPOCOB, KOTOPhIE
OTPaKAIOTCS B IIPaBUJIaX BHYTPEHHETO TPYAOBOTO PacIoOpsIKa.
OcoOeHHOCTH 00pallleHus ¢ TePCOHATBHBIMU JaHHBIMU
PaOOTHUKOB B COOTBETCTBUU C MOJIOKEeHUsIMU TJ1aBbl 14 TK PO.
TpeboBanus kK 00pabOTKE MEPCOHATBHBIX JaHHBIX PaOOTHHKA.
[TpaBuia nepegauu nHGOPMAINK, COAepKAIIECH CBEACHHUS O
paboTHUKe, TpeThbUM JiniaM. OTBETCTBEHHOCTbH JIOJKHOCTHBIX JIMII,
BUHOBHBIX B HAPYIICHUU HOPM, PETYJIUPYIOIIUX ITOTYICHHE,
00paboTKy U 3alUTy NEPCOHANBHBIX JaHHBIX paOOTHUKA.
WHCTpYKIKS IO JOKYMEHTAIMOHHOMY 00€CTIeUeHUIO YIPaBICHUS
nepcoHanom npeanpustus. CTpyKTypa U coliepsKaHue pa3/ieioB
naHHoro JokymeHTta. [lonoxenue 06 ornyckax. [lonoxenue o
KOMaHIHPOBKAX.

DopMHUpPOBaHUE U
BEJICHUE JTUYHBIX JIE]T

JlmuHoe 1eno pabOTHUKA KaK OCHOBHOM TOKYMEHT NMEPCOHAIBHOTO
yueTa, B KOTOPOM XpaHsATCsl Haubosiee MOJIHbIe CBEACHUS O
COTPYJIHUKE U €T0 CIy’KEOHOU NEeATENbHOCTH.

CocTaB U M0OC/Ie0BAaTENbHOCTh JIOKYMEHTOB JINYHOT'O JIeJa.
Oco0eHHOCTH COCTaBJIEHUS JOKYMEHTOB JUYHOTO JI€fa: JINYHOIO
IMCTKA 1O y4eTy KaJpoB, IOMOJIHEHHS K JMYHOMY JIHCTKY,
aBTOOMOrpaduu U T.J1.

[ [paBuiia BbI1auM JINYHOTO J€JIa BO BPEMEHHOE MTOJIb30BAHME.
[Topsimok cocTaBieHUs OMUCH JTUYHOTO Aena. [lepenaya nuyHoro
nenna Ha apxuBHOE XpaHeHue. CocTaBIeHUE 3aBEPUTEIbHON
HaAMKCH JJMYHOTO JIeTIa.

JInuHas kapTouka

JInynas xapTouKa KaKk OCHOBHOM JOKYMEHT IIEpPCOHAIIBHOIO y4eTa
PabOTHUKOB Oopranu3anuu. JlIoOkyMeHTbl, Ha OCHOBaHMH KOTOPBIX
3aroJHsAeTCA Tu4YHas Kaprouka. [Iopsaaok KogupoBaHus CBEACHUI
B JIMYHON KapTouke. 3anoaHeHne JM4HOM kapTouku. [lopsiok
BHECECHMS UCIIPABJIICHUM U U3MEHEHUH B IMYHYIO KAPTOUKY
pabOTHHKA.

J[OKyMEHTUPOBAHUE
[IPOLIECCOB IBUKCHUS
KaJ[POB.

JlokyMeHTHpOBaHHeE Mpolecca ABUKEHHSI KaIpOB Ha MPeIIpUiTHH
KaK BaKHeWIIast QyHKIHS OT/IeNa KaapoB. Buabl NBHKEHUS
Kka7poB. Cxembl pueMa, epeBo/ia, YBOJIbHEHUS PAOOTHUKOB.
Odopmienue npuema paboTHUKOB. COCTaB TOKYMEHTOB,
TpeOyeMBbIX MpH MpHeMe Ha paboTy B COOTBETCTBUU C TpyloBBIM
Konexcom POD.

[Topsi10K 3aKITI0YEHUs TPYAOBBIX JOTOBOPOB C MOCTOSHHBIMU U
BPEMEHHBIMU PaOOTHHKAMH.

OCOOEHHOCTH COCTaBIICHUS YHU(DULIMPOBAHHBIX (HOPM MPUKA30B
[0 TUYHOMY COCTaBY, Kacatouiuxcs npuema (¢popma T-1, T-1a).
OdopmiieHne nepeBoia, NepeMenieHns, KOMaHIUpOBaHUs
paboTHUKOB. OcoOeHHOCTH 0OPMIICHUS U OCHOBAHUS PA3TUIHBIX
BUJIOB IIepeBo/ia (MIEPeBO/I Ha IPYTyI0 paboTy Ha TOM XKe
MpeIpUsATHH; IEPEBOJ Ha paboTy Ha APYroe NpeanpusTue;
MepeBo]] Ha paboTy B APYTy0 MECTHOCTh). OCOOCHHOCTH
cocTaBlIeHUs] YHU(DUIIUPOBAHHBIX (POPM MPUKA30B MO JTUYHOMY




/o

HaumenoBanue
pa3liesioB U TEM

Conepxanue

cocTaBy, kacaromuxcs neperoaa (popma T-5, T-5a),
komanaupoBanus (popmsl T-9, T-9a, T-10, T-10a).

Odopmnenne ornycka. [IpaBua u cpoku noaAroToBku rpaduka
otmyckoB (popma T-7). OcoOeHHOCTH COCTaBICHUS
VHU(PHUIIUPOBAHHBIX (OPM MPUKA30B 10 JINYHOMY COCTaBY,
Kacaromuxcs otnycka (¢popma T-6, T-6a).

OdopmieHrE TOOIIPEHHU U B3bICKAHUM.

Odopmienue yBosibHeHUs paOOTHHKOB. OCHOBAHUS MPEKPAIICHUS
TPYJOBOIO JOTOBOPa B COOTBETCTBUU C HOPMaMH TPYI0OBOTO
npaBa; MpaBuiIa opopMIICHHS IPEKPAILEHHs TPYAO0BOTO JOrOBOPA.
OTBETCTBEHHOCTh paboTOAATENs 32 HE3aKOHHOE YBOJIbHEHUE
PaOOTHHUKOB.

Oco0eHHOCTH cOCTaBNeHUS! YHU(DUIIUPOBAHHBIX (DOPM MPUKA30B
[0 TMYHOMY COCTaBY, KaCarOIIUXCs YBOJIbHEHUSI pAOOTHUKOB
(popmbr Ne T-8, T-8a).

[TopsiIOK perucTpanuy MPUKa3oB M0 JIHIHOMY COCTABY.

Odopmrnenue
TOKYMEHTOB IIPH

[lonsTre u BUJbI JUCHUIIIMHAPHBIX B3I)ICKaHI/II\/JI, MOpPAa0K
0(1)OpMJ'ICHI/I$I JAOKYMCHTOB IIpH 00BABICHUH 3aMCdaHusd, BbII'OBOPA,

8 [moompeHuu u
yBosibHeHUs. [Iprka3 o noompenuu, 0coOEHHOCTH COCTaBICHUS
FHCHHTLTITHAPHBIX CONPOBOKAAIOIIEH JOKYMEHTAlUU
B3BICKAHHI P y
[lonsiTHe TpYnOBOM KHMKKH. POpMa TpyIOBOM KHUKKH.
HopmatuBHO-MeToaMuecKkas 0a3a, peraaMeHTUpPYoIas MOpsIoK
BEJICHUSI, 3alI0JTHEHUSI TPYAOBBIX KHIKEK, 00eCTIeYeHUSI MU
paboTonaTenei.
3arnosiHeHUEe CBEICHU 0 paOOTHUKE. 3aM0JIHEHUE CBEJICHUN O
paboTe. 3anoIHEHNE CBEICHUI O HarpaKJeHUU. 3aroIHEeHUe
CBEJCHHUI 00 yBOJIbHEHUU (TIPEKpaIlleHUU TPYI0BOTO 1I0T0BOPA).
OCOOEHHOCTH 3al0JIHEHUs CBEJIEHUH 00 YBOJIbHEHUH U IIpUEMe Ha
a0o0Ty B CBSI3U C IEPEBOIOM pabOTHHUKA.
Benenue Tpy10BbIX P Y PEBOLOM P .
9 IDKEK BHeceHne N3MEHEHUH U JOTIOJTHEHUH B TPYAOBYIO KHHKKY.
Jly6nukaT Tpy10BOM KHWKKH. Bbaua Tpy1oBOM KHIXKKH ITPU
YBOJIBHEHUU (IIPEKpaIleHu TPYAOBOro JoroBopa). Briaapli B
TPYJAOBYIO KHHKKY.
Y4er u XpaHEHHE TPYIOBBIX KHIKEK. [JokyMeHTanus o yuery
OJIaHKOB TPYIOBBIX KHIKEK (IIPUXOJIHO-PACXOHAS KHHUTA IO YUETy
OJTAaHKOB TPYIOBBIX KHIDKEK M BKJIAJIbIIIEH K HUM, KHUTA y4yeTa
NIBUKEHUS TPYJOBBIX KHUKEK M BKJIAJIbIIIEH K HUM).
OTBETCTBEHHOCTH 3a COOJIOICHUE MOPSIKA BEIEHUS TPYAOBBIX
KHIDKEK.
JIMCKYCCUOHHBIH KITyO
10 "OTtMmeHa TpyioBbIX  [OTMEHA TPYIOBBIX KHUKEK, BO3MOKHBIE TPOOJIEMbI, OTPaHUYCHHUS
KHIKEK: MUDBI 1 y paOoTHHKaA U paboToaaTes
peanbHOCTB"
[TonsiTe HomeHknarypsl nei. [lopsanok cocraBiaeHus
Cucrematuzanus u .
HOMEHKJIATYpHI J1e]1 KaJipoBoi cityxkO0bl. TpeboBanus,
XpaHEHUE TOKYMEHTOB
. [IPEbSABISEMBIE K 3ar0JIOBKAaM JI€J]I. JIE€MEHTHI 3aT0JI0BKOB JIEN.
11 |[kampoBoii CITyXOBI.

Homenkiarypa gen
KaJJpOBOM CITy>KObI

[IpaBuiia rpynnupoBKY JOKYMEHTOB B Jiesa, 0(OpMIICHUS
3arojIOBKOB Aeil. [Ipu3Haku rpynnupoBKH TOKYMEHTOB B A€la.
[TopsiI0K MOATOTOBKHM TOKYMEHTOB K ApXMBHOMY XPaHEHUIO.




No HaumenoBanue
/1 pa3esioB U TeM

Conepxanue

Krnaccudukanus JOKYMEHTOB 110 CpoKaM XpaHeHus. TpeboBanus,
MPEIbABISIEMbIC APXUBHBIMH CITYKOaMH K IOKYMEHTaM,
caaBaeMbIM B apxuB. OpraHu3zaius IpOBeICHUS KCIIEPTU3bI
[IEHHOCTHU JIOKYMEHTOB.

YactuyHoe u noiaHoe opopmiienue aen. [lopsaok opopmieHus
00JI07KEeK J1EJ1 TOCTOSTHHOTO U BPEMEHHOI'O CPOKOB XPAHEHHUSI.
Cocrasnienue u odopmiieHue onuceit aen. CocraBlieHHE
3aBEpUTEIILHON HAJIINCH JIena.

AJIMUHUCTpPATUBHASI OTBETCTBEHHOCTD 32 HAPYyLICHUE
NIEHCTBYIOIIErO 3aKOHOAATEILCTBA 110 ApDXUBHOMY €Y.

5.3. CemuHapckue, npaKkTHYeCKHE, 1a00PATOPHbIE 3AaHATHS, HX COACPKAHNE

Ne paznena u
TEMBI

Copepxanvie u (HOpMBI IPOBEACHUS

Beenenue B kypc. [loHsITHE JOKYMEHTAIITHOHHOTO O0ECTICYECHUS YITPABICHHS
nepcoHanoM. TpeGoBaHus, NperbsaBiIseMble K 0(OPMICHHUIO JOKYMEHTOB.
TpeboBanus kK oopmiieHUIO TOKyMeHTOB. [IpoBonuTcs B hopme mpakTHIECKOTo
3aHATHS, IPEIoIaraeT aHajlu3 CUTYallMOHHbIX 3aaHUH.

(0030p HOPMATUBHO-TIPABOBOW 0a3bI JOKYMEHTAITMOHHOTO 00ECTICUCHUS
yIIpaBJICHUSL.

[loHsiTHE pEKBU3UTA IOKYMEHTA, TPEOOBAHMSI, IPEABABISEMbIE K 0(OPMIICHUIO
PEKBU3UTOB U MX PACIOJI0KEHHUIO Ha OJIaHKE TIOKYMEHTA.

[ [pygaHue TOKYMEHTY IOpUINYECKON CUIIBIL.

CutyanmonHoe 3afanue «Omuoku B 0(pOpMIIEHUN TOKYMEHTOBY

3nakomctBO ¢ KCC "Cucrema Kanpel", ee BO3MOXKHOCTSMU IIPU MOJATOTOBKE
KaJpOBBIX JOKYMEHTOB. [IpoBoanTCs B hopMe MpakTHUECKOTO 3aHATHS,
[peJoiaraeT aHaJIN3 CUTYallMOHHBIX 3aJJaHUH.

OCHOBHBIE KJIacCU(UKAIIIH KaJIPOBBIX TOKYMEHTOB.

[IpuKasel 10 TMYHOMY COCTAaBY KaK OCHOBHOW PacHOpPsIUTEIbHBIN JOKYMEHT,
COCTaBJIIEMBIH B Ipoliecce JOKYMEHTHPOBAaHUS (DYHKLUH KaJApOBOM CIykKOBbI.
CutyallMoHHOE 3a/laHue «AHaIU3 KaJApOBOM JTOKYMEHTAUHU M0 QYHKIUSAM
YIIPaBJIEHUS IEPCOHATIOM

['ocynapcTBeHHass MHCIIEKIMS TPyAa U MPOLEaypa IPOBEICHUS IPOBEPOK.
[TpoBoauTCS B (hopMeE MPAKTHUECKOTO 3aHATHS, MIPENoIaraeT aHaIu3
CUTYaIlMOHHBIX 3aJjaHuii Ha Temy "['oroBuMcs k npoepkam [T

TpeGoBanmst K cofiep)aHUIO U 0()OPMIICHHUIO JIOKaTbHBIX HOPMATUBHBIX aKTOB TIO
YIIpaBJICHUIO TTepcoHasioM. [IpoBoauTcst B popmMe mpakTUUECKOTO 3aHSATHUS,
MpeJoiaraeT aHAIU3 CUTYAIIMOHHBIX 3aJJaHHH.

CutyannonHoe 3aganue «OmurOKY B IITATHOM PacTUCaHUN

CuTyallMOHHOE 3a/1aHue «AYIUT MPABHUII BHYTPEHHETO TPYIOBOTO PACTIOPSIKAY»
CutyannonHnoe 3ananue «llomoxxenne 06 00paboTKe MepCOHATBHBIX JaHHBIX.
Kakum emy OBITb?»

Pa3paboTka TOKYMEHTOB, KACAIOIIUXCS 3AIIUTHI TIEPCOHATBHBIX JAHHBIX
COTPYTHUKOB OpraHHU3aINH

dopmupoBaHue U BeleHne JINYHBIX j1ei. [IpoBoauTcs B popme npakTHYecKoro
3aHATUSA, IPEANOJIAraeT aHaJIU3 CUTYallMOHHBIX 3alaHUM.
CocraBiieHHE JOKYMEHTOB JINYHOI'O JIeJIa COTPYJHUKA IO OCHOBHBIM 3TaIlaM

aboTHI mepcoHasia (IpHeM, IepeBo/l, YBOJIbHEHUE, aTTECTAIM U T.11.).




Ne paznena u
TCEMbI

Copneprxanue u GOpMBbI IPOBEACHUS

CocTtaBiicHHE BHYTPEHHEH OMKMCH JOKYMEHTOB JIMYHOTO JeTa.
CocraBiieHUE 3aBEPUTEIILHON HAJIITUCH.
[ToaroToBKa JTMYHOTO Jieja JUIs epeiadn Ha apXUBHOE XPaHEHHE.

Jlnunas kaptouka. [IpoBonuTcs B hopMe MpakTHUECKOTO 3aHATHS, IPEIIOoIaraeT
AQHAJIN3 CUTYAllMOHHBIX 3aJJaHH.

CocTraBieHHe JINYHON KapTOYKU pabOTHHKA.

BHeceHne N3MEHEHUM 1 UCITPaBICHUM B TMYHYIO KapTOUKY.

KapToTeka JMYHBIX KAPTOUYEK: IPABUIIA BEACHMUSL.

JloKyMEeHTHUpOBaHKE IIPOLECCOB IBUKEHU Kaapos. [IpoBonutcs B hopme
MPAaKTUYECKOTO 3aHATHS, MPEAIOIIATaeT AaHAIN3 CUTYaIIMOHHBIX 3a1aHUH.
[Tomarosas nmpouenypa oh)OpMIEHUSI OCHOBHBIX KaJpPOBBIX IpoLeyp (IIpHUeM,
1IepeBo, IIepeMeEIleHHe, IPEJOCTABICHNE OTITYCKa, KOMaHUPOBAaHHE,
YBOJILHEHUE).

Oco0eHHOCTH OATOTOBKY IIPUKA30B IO JUYHOMY COCTaBY.

CuTyalMoHHBbIE 331aHUs «AHAIU3 TPYIOBOIO 10roBopay, «llpuem Ha paboty»,
«AYAWUT YBOJIbHEHUI»

OdopmiieHre JOKYMEHTOB IPH MOOLIPEHUH U AUCLUIIMHAPHBIX B3bICKAHHH.
[IpoBoauTCS B hopMeE MPAKTHUECKOTO 3aHATHS, IPEAIOIaraeT BhIIOJIHEHHE Kelc-
study

Benenue TpynoBeix kHuxkeK. [IpoBoauTcs B opMe IpaKTUUECKOTO 3aHATHS,
[pe/rnonaraeT aHajIu3 CUTYallMOHHBIX 3aaHUH.

3arnoIHeHUe TUTYIBHOTO JIUCTA TPYAOBON KHUKKH.

3anonHeHue paszzena «CeneHus o padboTey.

3anosHeHHe paszena «CBeleHHs O HarpaXkIeHHUSIX».

BHeceHue n3MeHEeHUH U JOTIOJIHEHUH B TPYAOBYIO KHHKKY.

Opranuzanys paboThl IO yU€Ty TPYJAOBBIX KHUKEK, X XPAaHEHHUIO.
JlrckyccroHHbIN K1y "OTMeHa TPYAOBBIX KHIKEK: MU(BI U pEabHOCTb.
[IpoBoautcs B popme nquckyccun. O0CyxaeHne npooiaeMbl OTMEHBI TPYIOBBIX
KHIDKEK, utanupyemoii [Ipasurenscrsom PO B 2018 rony, Bo3MoXxkHbIE
npo0JIeMbl U OTpaHUYEHUsl y paOOTHHKA U pabOTOIaTENs.
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CucTtemaTu3aius U XpaHeHHe TOKyMEHTOB KaJpoBoii ciyxk0bl. HomeHknaTypa
e kaJipoBoi ciyk0bl. [IpoBoauTces B popme mpakTHIECKOTO 3aHSITHS,
[IpeIIIoIaracT aHaJIN3 CUTYallMOHHBIX 3aJaHUM.

[TonsiTe HoMeHKNaTypsbl €. CocTaBiaeHHEe HOMEHKIIATYphI 1€ KaApOBOM
ci1yx0b1. TpeboBanus, npeabaBisieMble K OPMUPOBAHUIO €] KaIPpOBOH CITYKOBI.
dopmupoBaHue 3arojaoBkoB Jiei.I1oAroToBka 10KyMEHTOB K apXUBHOMY
xpaHeHuto. [loaHoe u yacTuaHoe opopmieHue Aed.

HpOBe,HeHI/Ie OKCIICPTU3BI HEHHOCTHU JOKYMCHTOB.

6. ®DoHI OHEHOYHBIX CPEICTB VI NPOBEeJCHMS IPOMEKYTOYHOH ATTECTAUMH IO
AUCHHUILIMHE (MOJHBIH TEKCT NPUBEAEH B IPUJI0KEHHHU K padoueil mporpamMmme)

6.1. Texymuii KOHTPOJIb




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

Heo0X0AMMbIe JUIST OLIEHKH Omucanue
Iranml on /Lt oxt nokasareJeii u
MHUDOBAHUS . 3HAHUH, YMCHHH, HABBIKOB KpHTepHeB
¢dopmup . Iepeuenn (3YHLI. H (WIK) onbITa
No KOMIICTCHIUH 3.1...3 JesITeIbHOCTH, ONCHIBANITH
Y ¢opmupyembIx ( d...5.n, KOMIIeTeHI Ui Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
H/II o KOMIIeTeHII UM y.l .. .y.n, dopmuposanus PA3JIMYHBIX 3TANAX UX|
paGoueii o ¢dopmupoBanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
IIpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (1o 100-
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
3.3HaTh COBpEMEHHbIE
TEXHOJIOTMH ¥ METOIbI
1. BBenenue B
OTEPATUBHOTO
kypc. [lonstue
yIpaBJIeHUS N
TOKYMEHTAIlUOHHO Ka)KJIbIH
[IepCOHAIOM, COCTaB U .
ro obecreyeHus NpaBHIbHBIN
TIpaBJICHUS conepatie OTBET Ha BOIIPOC
1 Yip OIIK-4 TOKYMEHTOB, TecT P
[1EPCOHAJIOM. TecTa
COMPOBOXKAAIOIINX
TpeboBanms, olleHHUBaeTcs B 1
OIEpaTUBHOE
[IpeIbIABISIEMBIE K oaim (5)
yIIpaBJIeHUE
0(OpPMIICHHIO
[IEpCOHAJIOM, 3HaTh
TOKYMEHTOB
METOJIbI ydeTa
repcoHaia
Y. YMeTh 000CHOBAaHHO
BBHIOMPATH TEXHOJIOTUU
1 METO/IbI
OTIEPATUBHOTO
OIICHUBACTCS
yIIpaBIeHUS
2. CocTaB U BHJIBI N apryMEHTUPOBAHH
N mepconanoMm u yueta  [Ketic-study
2 |[KaapoBoi OIIK-4 N OCTb U IIOJIHOTA
repcoHana, Keiic 1o JTHa
TOKYMEHTaluu OTBETOB Ha
COOTBETCTBYIOILINE N
BOTIPOCHI Ketica (2)
Mpo¢ecCHo-HATEHBIM
3a1a4am, U ONpeAessiTh
COCTaB JOKYMEHTOB JJIs
X COTIPOBOKICHHUS
Y. YMeTh 000CHOBAaHHO
BEIOUPATHh TEXHOJIOTUHU
1 METOJIbI
OTIEPATUBHOTO
OIICHUBAETCS
YIpaBIeHUS
nepcoHasioM u yueta  [Keiic-stud APryMCHTHPOBAHH
3 OIlK-4 p y . y OCTbh U TIOJTHOTA
repcoHania, KeIC 10 JTHA. YacTh 2
COOTBETCTBYIOIIHE OTBETOB Ha
Y BOTIPOCHI Ketica (2)
Mpo¢ecCHo-HATEHBIM
3a1a4am, U oNpeaessiTh
COCTaB JOKYMEHTOB JIJIs
UX COMPOBOXKICHUS
3.3HaTh COBpeMEHHBIE
TEXHOJIOTHH ¥ METOJIbI
OTIEpPATUBHOTO
YIIpaBIeHUS
OIICHUBAETCS
[IePCOHAIOM, COCTaB U
apryMEHTHPOBAHH
coJlepIKaHue
OCTbh U TIOJTHOTA
4 OIIK-4 JIOKYMEHTOB, KonTposnbHas padbora
OTBETOB Ha
COMPOBOXKAAIOIINX
KOHTpPOJIbHbIE
OIEepaTUBHOE
BOIPOCHI (5)
yIpaBiieHUuE
[IepCOHAIOM, 3HATh
METObI yueTa
repcoHana
3. Y. YMeTh 000CHOBAaHHO . OIICHUBACTCS
5 OI1K-4 Keiic-study
l'ocynapcTBeHHas BBIOMPATH TEXHOJOTHH apryMEHTHPOBaHH




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 3.1...3 JesITeTbHOCTH. OMCHHBAHII
Ne (popmupyembix ( .d...2.n, i KOMIIeTeHIii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
11/[[ . KOMIICTCHIINHN Y.l .. .Y.n dopMuEpoBanus PAa3JIMYHBIX ITanax X
paGoueii ? PMHPC dopmupoBanus
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce i
IIpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (1o 100-
(HammenoBanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
MHCTIEKLIUS TPpyAa 1 METOIbI OCTb U TIOJTHOTA
U mpoueaypa OTEePATUBHOTO OTBETOB Ha
[IpOBEICHUS yIpaBJIeHUS BOTIPOCHI Keica (4)
[IPOBEPOK [epPCOHANIOM U y4yeTa
TOKYMEHTAIluU repcoHana,
KaJIpOBOY CITY>KOBI COOTBETCTBYIOILILE
Mpo¢eCcCHo-HATEHBIM
3amadam, U OIIPeaelsiTh
COCTaB IOKYMCHTOB JIJIst
X COTIPOBOKICHUS
3.3HaTh COBpEMEHHBIE
TEXHOJIOTHH 1 METOIBI
OTIEPATUBHOTO
YIpaBIeHUS R
[IepCOHAIOM, COCTaB U .
coepKanue MIPaBUJIbHBII
OTBET Ha BOIIPOC
6 OIIK-4 TOKYMEHTOB, Tect Tecta P
COTIPOBOKIAIOIITAX
onegaTHBéze B oreHuBaercs B 1
oam (5
yIpaBJIeHHE ©)
[IePCOHATIOM, 3HATh
METOJIBI y9aeTa
[epcoHana
3.3HaTh COBpEMEHHBIE
TEXHOJIOTHH 1 METOIBI
OTICPATHBHOTO
4. TpeboBanus K P
YIpaBIeHUS
COIEPKAHUIO U OIICHUBAETCS
MEPCOHAIOM, COCTAB U
0 OpMIICHHIO O apryMEHTHPOBaHH
ITOKaJIbHBIX P OCTb U TOJIHOTA
7 OIIK-4 TOKYMEHTOB, KonTtponsHas pabora
HOpPMAaTHBHBIX OTBETOB Ha
COTIPOBOKIAFOIINX
AKTOB TI0 OLIEpATHBIHOE KOHTPOJIHHEIC
YIpaBJICHUIO . aneHHe BOTIPOCHI (5)
[IePCOHATIOM Y1ib
[IePCOHATIOM, 3HATh
METO/bI yueTa
repcoHaia
3.3HaTh COBpEMEHHbIE
TEXHOJIOTUH ¥ METOIbI
OTIEpATUBHOTO
YIIpaBIECHUS N
KaXK b1
[IepPCOHAIIOM, COCTaB U AR
coepKanue MPaBUIIbHBII
OTBET Ha BOIPOC
8 OITK-4 TOKYMEHTOB, Tect TecTa p
COTIPOBOKIAIOIIUX
onegaTnBéle H oleHuBaercs B 1
6amn (5
yIpaBiieHUE ®)
[IepCOHAIOM, 3HATh
METO/bI yueTa
repcoHaia
5. ®opMupoBaHue 3.3HaTh COBpEMEHHbIE KaXKIbIH
9 @ Benenne muuHbIx|OITK-4 TEXHOJIOTUHM U METOABLI |TecT TIpaBUIIBHBIN

JCIT

OIIepaTHBHOTO

OTBET Ha BOIIPOC




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

3Taﬂbl HeOﬁXOHl/lMLle JJISl OIIEHKH “02:::;1?::; -
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHEB
¢dopmupo " Iepeyenn (3yHbI: o (WJIM) ONbITA purep
KOMIIETCHII NN 1 JIeATeJIbHOCTH OUCHHBAHM
Ne ¢opmupyembIx (3. . .3.“, > KOMIIeTeH il Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
n/n paGoueii KOMIIeTeHIIMH V.1...¥.n, dopMuEpoBanus Pa3IHYHBIX ITANAX HX
no ®I'OC BO H.1...H ll) KoMIleTeHHii B pouecce (bopvmposanus,
IIpOI‘paMMbI oL oee . .~ OIMUCaHHUEe IIKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (1o 100-
(HammenoBanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
yIpaBiIeHUS TecTa
[IepCOHAIOM, COCTaB U oreHuBaercs B |
CoJlep>KaHue 6am (5)
TOKYMEHTOB,
COMPOBOXKAAIOIINX
OTEepaTUBHOE
yIIpaBJIeHUE
[IEpCOHAJIOM, 3HaTh
METOBI yUeTa
repcoHana
3.3HaTh COBpEMEHHBIE
TEXHOJOTHUH U METOIBI
OTIEPATUBHOTO
YIpaBIeHUS R
[IepCOHAIOM, COCTaB U .
coepKanue MIPaBUJIbHBII
6. JInunas OTBET Ha BOMPOC
10 OIIK-4 IOKYMEHTOB, Tect P
KapTOuKa TecTa
COMPOBOXKAAIOIIUX
onepaTHBHOE oleHuBaeTcs B 1
Gamr (5
yIIpaBJIeHUE ®)
[1€pCOHAIOM, 3HaTh
METO/bI yUeTa
repcoHaia
H.Biagets HaBbIKaMU
HMCII0JIb30BAHUS
6a30BBIX COBPEMEHHBIX
TEXHOJIOTUH U METOJIOB
OTIEpPATUBHOTO
- R OIICHUBAETCS
I[.OKyMeHTI/IpOBaH MEPCOHAIOM, UMETh Keiic-study ApryMCHTHPOBAHH
11 OITK-4 ’ . OCTb U MOJIHOTA
Vi€ TIPOIIECCOB HABBIKKA O(DOpMIIC-HUSI [KEHC IO OTIyCKam OTBETOB Ha
BIDKEHHS KaJpOB OKYMCHTOB .
! Ap i[ongom)xz[a’}omnx BOTIPOCHI Ketica (4)
OIEepaTUBHOE
yIpaBiieHUE
[epCcoOHaIOM, HaBbIKAMHU
ydera nepcoHasa
H.Bianets HaBBIKAMH
HMCIT0JIb30BAHUS
0a30BBIX COBPEMEHHBIX
TEXHOJIOTUHM U METOJI0B
OTIEpPATUBHOTO
O OIICHUBAETCS
MEpPCOHAIOM, UMETh Keiic-stud apryMCHTHPOBAHH
12 OIIK-4 P i o Y OCTb Y MOJIHOTa
HABBIKH OPOPMJIIC-HUS [KEHC 110 MePEeBOAY OTBETOB Ha
OKYMEHTOB .
i[onl})IOBom}la’Iome BOTIPOCHI Ketica (4)
OIEepaTUBHOE
yIpaBiicHUuE
[epcoHaNIOM, HaBBIKAMHU
ydeTa rnepcoHasa
13 OIIK-4 H.Brnagers HaBeikamu  |Ketic-study OLIEHUBAETCS




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

Onucanune
3Taﬂbl HeOﬁXOHl/lMLle JJISE OIICHKH HokazaTeeii u
MUDOBAHUS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHER
¢dopmupo Iepeyenn (3YHLI: o (WJIM) ONbITA purep
N KOMIIeTeHIU i 3.1...3 JesITeTbHOCTH. OMCHHBAHII
e (popmupyembix ( .d...2.n, i KOMIeTeHIuii Ha
(Tema u3 o XAPAKTEPUIYIOMUIX STAMBL ) gy sTamax nx
n/n 6 o KOMIECTCHIMH V.1.. .Y.n, (dopmupoBanus P
paooueu o ¢dopmupoBanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
HporpaMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI onenmBanns (o 100-
JUCUMILIHHBI) NpPOrpaMMel u "
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
HMCIIOIb30BAHUS Kelic o nmpuemy apryMEeHTUPOBAaHH
0a30BBIX COBPEMEHHBIX OCTbh U TIOJTHOTA
TEXHOJIOTHH U METOJIOB OTBETOB Ha
OIIEPAaTUBHOIO BOIPOCHI Kefica (4)
yIpaBJIeHUS
[epCOHANIOM, UMETh
HABBIKH 0(pOpMIIC-HUSL
TOKYMEHTOB,
COMPOBOXKAAIOIINX
ONEpPaTUBHOE
yIIpaBJIeHUE
[epCcoHaIoM, HaBbIKAMH
ydueTa nepcoHajia
H.Bnanets HaBbIKaM#
HMCIIOIb30BaHUS
0a30BBIX COBPEMEHHBIX
TEXHOJIOTUI U METOJIOB
OTIEpATUBHOTO
OIICHUBACTCS
YTIDABJICHI apryMEHTHPOBAaHH
[epCOHAIOM, UMETh Keiic-stud
14 OIlK-4 p ’ . Y OCTbh U TIOJTHOTA
HABBIKH OOpMIIC-HUS  [KEHC 110 YBOJIHHEHUIO
IOKYMEHTOB OTBETOB Ha
Y ’ BOTIPOCHI Ketica (4)
CONPOBOXKAAIOIINX
ONEepaTUBHOE
yIpaBlieHUE
MePCOHAIIOM, HABBIKAMHU
ydyeTa rnepcoHajia
3.3HaTh COBpEeMEHHBIE
TEXHOJIOTHH ¥ METOJIbI
OTIEPATUBHOTO
YIpaBIeHUS N
KaXKJIbIH
[1EpCOHAJIOM, COCTaB U .
MpaBUJIbHBIN
CcoAepaHanie OTBET Ha BOIIPOC
15 OIIK-4 TOKYMEHTOB, TecT P
COTIPOBOKIAIOIIUX fecra
P oreHuBaercs B 1
OIEepaTUBHOE
6amn (5)
yIpaBlieHUE
[epPCOHAIOM, 3HATh
METOJIBI ydeTa
rnepcoHana
3.3HaTh COBpeMEHHBIE
TEXHOJIOTUH ¥ METOIbI
OTIEpATUBHOTO
TIpaBJICHUS OIIEHUBAETCS
8. Odopmnenue P II
[1epCOHAJIOM, COCTaB U apryMeHTHPOBAaHH
TOKYMEHTOB MpHU
CoJlep>KaHue OCTbh U TIOJTHOTA
16 |[moouipeHuu u OIIK-4 KonTtponpHas padora
TIOKYMEHTOB, OTBETOB Ha
TUCIUTIIMHAPHBIX
N COMPOBOXKAAIOIINX KOHTpPOJIbHbIE
B3BICKaHH I
OIEepPaTUBHOE BOTIPOCHI (5)
yIIpaBJeHUE

MIEPCOHATIOM, 3HATH

MCTOIBI y9€Ta




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

Heo0X0AMMbIe JUIST OLIEHKH Omucanue
Iranml o1 Lt ot nokasareJeii u
MHUDOBAHUS . 3HAHUH, YMCHHH, HABBIKOB KpHTepHeB
¢dopmup . Iepeuenn (3YHLI. H (WIK) onbITa
No KOMIICTCHIUH 3.1...3 JesTeTbHOCTH, OUCHHBATH
Y ¢opmupyembIx ( d...5.n, KOMIeTeHI il Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
H/H . KOMIEeTEeHIUH Y.l .. .Y.n, q)OpMMpOBaHlHl PA3JIUYHBIX dTANmax uxX
paboueii . ¢dopmuporanus,
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)
repcoHaia
Y. YMeTh 060CHOBAaHHO
BBHIOMPATH TEXHOJIOTUU
1 METOJIbI
OTEePATUBHOTO
OIICHUBAETCSA
yIpaBJIeHUS .
Keiic-study apryMEHTHPOBaHH
9. Benenue [IePCOHAJIOM U y4eTa N .
17 OIIK-4 Kelic 1o TpyaoBOH OCTb U IIOJTHOTA
TPYAOBBIX KHIKEK [epcoHana,
KHIDKKE. 9acTh | OTBETOB Ha
COOTBETCTBYIOIIIHC .
BOTIPOCHI Ketica (4)
Mpo¢eCcCHo-HATEHBIM
3amadam, U ONPeessiTh
COCTaB IOKYMCHTOB JIJIst
X COMPOBOXKJICHUS
V.¥YMeTh 000CHOBaHHO
BBHIOMPATH TEXHOJIOTUU
1 METO/IBI
OTIEpATUBHOTO
OIICHUBAETCSA
YIpaBIeHUS .
Keiic-study apryMEHTHPOBaHH
[IePCOHAJIOM U y4yeTa . .
18 OIIK-4 Keiic 0 TpyIoBOM OCTbh U MOJIHOTa
[epcoHana,
KHIDKKE. 9acTh 2 OTBETOB Ha
COOTBETCTBYIOIIHE .
BOTIPOCHI Ketica (4)
Mpo¢eCcCHO-HATEHBIM
3amadam, U OIpeeIsTh
COCTaB IOKYMEHTOB JIJIst
UX COTIPOBOXKICHUS
Y. YMeTs 060CHOBaHHO
BEIOUPATHh TEXHOJIOTHUHU
1 METOJIbI
OTIEpPATUBHOTO
OIICHUBAETCS
YIpaBIeHUS .
Keiic-study apryMeHTHPOBaHH
MEPCOHAIOM U yueTa . .
19 OIIK-4 Keiic 1o Tpy1oBOM OCTbh U MOJIHOTA
[epcoHana,
KHIDKKE. 9acTh 3 OTBETOB Ha
COOTBETCTBYIOIIHE .
BOTIPOCHI Ketica (4)
Mpo¢eCcCHo-HATEHBIM
3a1a4am, U oNpeaessTh
COCTaB JOKYMEHTOB JIJIs
X CONPOBOXKJICHUS
3.3HaTh COBpEMEHHbIE
TEXHOJIOTHH U METOIBI
OTIEpATUBHOTO
YIIpaBIECHUS
OIICHUBACTCS
[IepPCOHAIIOM, COCTaB U
apryMEHTHPOBAHH
COACPHARHC OCTh U TIOJTHOTA
20 OI1K-4 TOKYMEHTOB, KonTponbHas padota
OTBETOB Ha
COMPOBOXKAAIOIINX
KOHTpPOJIbHbIE
OIEepaTUBHOE
BoOIpOcCHI (5)
yIpaBiieHUE
[IepCOHAIOM, 3HATh
METObI yueTa
repcoHaia
3.3HaTh COBpEMEHHbIE KK IbIH
21 OITK-4 P Tecr A

TCXHOJIOTUH U MCTOIBI

TIPaBHJIbHBIN




KOHTpOHbele 3aJaHudA WIH
HHbIC MaTepHaJbl, Onucanue
3Taﬂbl Heo0X0AMMbIe JUIST OLIEHKH HokazaTeeii u
3HAHUH, yMeHH i1, HABBIKOB KDHTEDHEB
opmuposanus Mepeuens (BYHumr: ¥ (11H) OTBITA . I;HMB‘;HM
No | KOMIETCHIHA dbopMHpyeMBIX (3 1...3.n JeATeIbHOCTH, KOMHHeTeH Wil Ha
- (Tema u3 pMHpY . et XapaKTepH3yIOUIMX 3Tanbl "
n/n 260 eii KOMIIeTeHIIMH V.1...¥.n, dopMuEpoBanus Pa3IHYHBIX ITANAX HX
P no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce ?)Jr(:gzlap:{[::::}:::::;
nporpamMMbl e 0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (1o 100-
(HammenoBanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
OIIEpaTHBHOTO OTBET Ha BOIPOC
yIIpaBJICHUS Tecra
[epCOHAJIOM, COCTaB U oleHHUBaeTcs B 1
CoJlepKaHue 6am (5)
JTOKyMEHTOB,
CONPOBOKAAIOIINX
OIIepaTUBHOE
yIpaBJIeHUE
[IEPCOHATIOM, 3HATh
METOJIBI yaeTa
[epcoHana
Y. YMeTs 060CHOBaHHO
10 BHIOMPATh TEXHOJIOTUH
) 1 METOBI
CucteMaTtusanus
OIIEpaTHBHOTO
1 XpaHEeHUe
yIIpaBJICHUs N
JIOKYMEHTOB [epCOHAJIOM U y4eTa Keiic
22 [kampoBoi OIIK-4 P y Ketic-study «HomeHnknarypa
[epcoHana,
CITY>KOBI. aem» (4)
COOTBETCTBYIOIIIHEC
Homenknatypa
< rpodeccro-HaIbHBIM
e KaJapoBOit
3amadam, U OIpeeIsiTh
CITYKOBI
COCTaB IOKYMCHTOB ISt
X COTIPOBOKICHUS
3.3HaTh COBpEMEHHBIE
TEXHOJIOTHH U METOJIBI
OIIEPaTHBHOTO
yIIpaBJICHUsI —
[epPCOHAIIOM, COCTaB U S
coneprKate NpaBUIbHBINA
OTBET Ha BOIPOC
23 OIIK-4 IOKYMEHTOB, Tect Trecra P
COMPOBOXKAAIOIINX
onegaTHBHIi)e B oleHuBaercs B 1
6amn (5
yIIpaBIICHHUE )
[IePCOHATIOM, 3HATh
METO/IbI ydyeTa
repcoHasa
Ntoro 100
6.2. [IpomMe:KyTOUYHBIH KOHTPOJIb (3a4€T, IK3aMEeH)
Pabdo4nM y4yeOHBIM IVIAHOM NPEeAyCMOTPeH JK3aMeH B cemecTpe 32.
BOITPOCHI IJ141 TTPOBEPKU 3HAHUU:
1-it Bompoc Owmnera (40 OamioB), Bua Bompoca: Tect/mpoBepka 3HaHuil.  Kpurepwii:

OneHnBaeTCsl MPaBUILHOCTh OTBETA HA BOIPOC. 3a KaKIbId NMPaBWIBHBIA OTBET Ha TECT - 2
Oarna.



Kommnerennusi: OIIK-4 CnocoGeH npuMeHSITb COBPEMEHHBbIE TEXHOJOIrHM W MeETOIbI
ONepAaTHUBHOIO YNPABJEHHUS TEPCOHAJIOM, BeCTH JAOKYMEHTALIMOHHOE CONPOBOXKIEHUE H
yuer

3HaHue: 3HaTh COBPEMEHHBIEC TEXHOJIOIMH M METObl ONEPATUBHOIO YIPABICHUS MEPCOHAIOM,
COCTaB U COZIEpKaHHUE JOKYMEHTOB, COIIPOBOXAAIOIINX ONEPATUBHOE YIPABICHUE MIEPCOHAIIOM,
3HATh METO/IbI yueTa MepcoHana

1. AxMuHUCTpaTUBHAs OTBETCTBEHHOCTb 3a HAPYILIEHUE JEHCTBYIOLIErO 3aKOHOJIATENIbCTBA IO
apXUBHOMY JIETy.

2. Benenue nuuHbIx kaprouek. [IpaBuia BHeCEHUS UCTIPABIEHUH B JINYHbIE KAPTOUKH.

3. Beigava nyOsimkaTa ¥ BKIJIAJbIINIA TPYIOBON KHUKKH.

4. Knaccugukanus KaJpoBbIX JOKYMEHTOB.

5. Haznauenune MHCTPYKIUHU MO JOKYMEHTAIIMOHHOMY OOECIIE€YEHHIO YIPaBICHUS MEPCOHAIOM.
CocraB pa3ienos.

6. Opranu3zanus NpoBeIeHUS KCIEPTU3bI LIGHHOCTH JOKYMEHTOB.

7. OcobeHHOCTH pa3pabOTKU U COCTABJICHHS IITATHOTO PACITUCAHUSA.

8. OTBeTCTBEHHOCTh padoTofarens U (GU3MUECKUX JIUI] HA HEeHaJIexkKalllee COCTOSHUE KaapOBOii
JIOKYMEHTaL1U.

9. Odopmrnenue oTmycka.

10. OdpopmiieHne niepeBoia pabOTHUKOB Ha IPYT'YIO paboTy

11. Odopmnenue mpuema paboTHukKoB. CocTaB JOKYMEHTOB, TpeOyembIX MpU MpueMe Ha
pabory.

12. Odopmienue npoueaypbl yBOIbHEHHs paOOTHUKOB

13. IlepconanbHbIC TaHHBIC pAOOTHHUKA: COOP, XpaHEHUE, OTBETCTBEHHOCTH 32 JOCTOBEPHOCTh U
HE3aKOHHOE PaclpOCTpaHEHUE.

14. Ilonarue HoMeHKnaTypbl ned. llopsgok cocTaBiieHHUs HOMEHKJIATypbl A€l KaapOBOM
CITYKOBI.

15. TlonsitTue cUCTEMBl JOKYMEHTAI[MOHHOTO OOECMEYEHUs YIpaBJICHUS IEPCOHAIIOM.
TpeboBanus, npeabsBisieMble K 0QOPMIEHUIO PEKBU3UTOB KaIpOBOil TOKYMEHTAIUH.

16. Tlopsiiok BHECEeHUs 3amuceil O MOOUIPEHNUU paOOTHUKOB B TPYAOBYIO KHUKKY

17. Tlopsimok odopMIIeHHS TOOLIPEHUN U B3BICKAHUH

18. Tlopsinok odopMmieHus TPYI0BOH KHUKKU paboTHHUKY. CocTaB pa3/ieioB

19. IlopsinoK MOATOTOBKH JOKYMEHTOB K apXUBHOMY XPaHEHHUIO.

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

21. IIpaBuia BHYTpEHHETO TPYAOBOTO PACHOPsAKA: Ha3HAYEHUE U MOPAT0K OPOPMIICHHS.

22. IlpaBuna odopmiieHus TPYIOBBIX KHHM)KEK, BHECEHMs JOINOJHEHUS U MCIpaBICHUNA B
HENPAaBWJILHO BHECEHHBIE 3aIHCH.

23. IlpocTble U cI0KHbIE TPUKA3bl: 0COOEHHOCTH 0(OPMIICHUS.

24. CocraBnenue u ohopMIIeHUE OIHCEN .

25. TpeboBanus, IpeabABIsSEMbIE K 3ar0JIOBKaM JeJl. DJI€MEHTHI 3aT0JIOBKOB JIEII.

26. YueT IBUKEHUS TPYAOBbIX KHWKEK U BKJIAABIIIEH K HUM.

277. ®opMHUpOBAHUE U BeIeHUE TUYHBIX JIe]. COCTaB JOKYMEHTOB JIMYHOTO JIEJIa.

TUITOBBIE 3AJIAHWS J1J151 IIPOBEPKM YMEHUU:

2-1 Bompoc Owmiera (30 6amroB), BUI Bompoca: 3ananue Ha ymenue. Kpurepuit: OrnieHuBaeTCs
MPABUJILHOCTh PEIICHUS MTOCTABIICHHOW B CUTYyallUU 33/JaHUH.

Komnerennusi: OIIK-4 CnocoGeH npuMeHATH COBpPeMEHHbIE€ TEeXHOJIOTHMM W MeTOlbl
ONEPATUBHOIO YNPABJECHUS MEPCOHAJIOM, BECTH JOKYMEHTALMOHHOE CONPOBOXKIEHUE U
yuer

Ymenue: YMeTb 000CHOBAaHHO BBIOMPATh TEXHOJOTHMH M METOJbI ONEPATUBHOTO YIPABICHUS
INEpCOHAJIOM M YydeTa I[epCOHalla, COOTBETCTBYIOIIME MpOo(deccCHOo-HAIbHBIM 3ajadaM, U
OINPEAECIIATh COCTAB JOKYMEHTOB JUJISl X CONPOBOXKACHHUS



3amaua Ne 1. 3aganue "HcnpaBbre ommOku B opopmiieHun ¢parmenrta [IpaBun BHyTpeHHEro
TPYAOBOTO pacropsiaka "

3amaua Ne 2. 3ananue "CocraBbTe MpUKaA3 O HArpaXJaeHUHN"

3anaua Ne 3. 3ajanue Ha 3aNI0JIHEHUE TUTYJIBHOTO JINCTA TPYJAOBOM KHUKKH

3amaua Ne 4. 3amanue Ha TOUCK M HUCHpAaBICHHE OMIMOOK B O(GOPMIICHMH PEKBU3UTOB
JIOKyMeHTa"

3anaga Ne 5. 3ajaHue Ha cOCTaBIEHUE KaJAPOBOTO JOKYMEHTa

TUITIOBBIE 3AJAHIA T ITIPOBEPKH HABBIKOB:

3-it Bompoc Omiera (30 OamnoB), BU Bompoca: 3aganue Ha HaBblkU. Kputepuii: OueHuBaercs
IPaBHIBHOCTD PEIICHUS TOCTABICHHOW B CUTYallUH 33/IaHUH.

Komnerenuusi: OIIK-4 CnocodeH NpUMeHATH COBpPeMeHHbIe TEXHOJOTMH W MeTO/Abl
ONepaTUBHOIO YNPAaBJEHUS! NEPCOHATIOM, BECTH JOKYMEHTALMOHHOE CONPOBOXIEHHEe W
yder

HaBbik: Bnaners HaBbIKaMM MCIIOJIb30BaHMs 0a30BBIX COBPEMEHHBIX TEXHOJOTHMH M METO/I0B
ONEPATUBHOTO  YIPABIEHUS IEPCOHAIIOM, HWMETh HaBBIKM O(OpMIIe-HUS JTOKYMEHTOB,
COIIPOBOKAIOIMX ONEPaTUBHOE yIpaBJIEHUE IEPCOHAIOM, HABbIKAMH Y4eTa IepcoHalla
3ananne Ne 1. 3aganue "CocTtaBbTe mpHKa3 00 00BSIBICHUH BHITOBOpA"

3ananue Ne 2. 3ajjaHue Ha 3a110JIHEHHE CBEACHUH 0 paboTe TPYAOBOM KHUKKHU

3amanue Ne 3. 3amaHue Ha OLEHKY IPaBUJIBHOCTU MOJTOTOBKU JOKYMEHTOB K apXUBHOMY
XpaHEHHIO

3amanue Ne 4. 3agaHue Ha MOUCK M UCHpPaBiIeHUE OLIMOOK B O(QOPMIEHMM PEKBHU3UTOB
JOKymeHTa"

3amanue Ne 5. 3aganue Ha pa3pabOTKY JIOKAIIBHOTO HOPMAaTUBHOIO aKTa

OBPA3EIL] BUJIETA

MHUHHCTEPCTBO HAYKH U BBICIIETO 0OPa30BaHHS Hampasnenue - 38.03.03 Ynpasnenne
Poccuiickoit denepanuu MepCOHAJIOM

denepanbHOE TOCYIapCTBEHHOE OIOPKETHOE IIpoduib - YIIpaBieHHe IEPCOHAIOM
oOpa3oBaTenpHOE YIPEXKICHHE

BHICIIIETO 0GpA3OBAHHS Kadenpa rocynapcTBeHHOTO ynpaBieHHsS U
«BAUKAJIBCKNU I'OCYJIAPCTBEHHBIN YIPaBJICHU YCIIOBCUCCKUMH pECypCcaMu
YHUBEPCHUTET» JluciuruinHa - JJokyMeHTaIlMOHHOE
(PT'BOY BO «bI'Y») obecriedeHre pabOThI C IEPCOHATIOM

3K3AMEHAIIMOHHBIN BUJIET Ne 1

1. Tect (40 GamoB).

2. 3apanue "McnpasbTe ommnbku B opopminennn pparmenta [IpaBun BHyTpeHHETO
TpynoBoro pacropsaka " (30 6anmos).

3. 3agaHue Ha MOUCK M MCIIPaBIIEHUE OMIMOOK B 0)OPMIICHUN PEKBU3UTOB TOKyMEHTA"

(30 6ayoB).

CocraBurenp H.B. Ky3nenosa

3aBenyronuit kageapou E.P. Merenesa

PaGouum ydyeOHbIM mu1aHoM npeaycmorpeHa Kype.pad. B cemectpe 32. [IpumepHbie
TeMBbI:



[ToBbrmienue 3¢ (HeKTUBHOCTH KaJAPOBOTO JIEIOIPOU3BOJICTBA. .

CoBepllieHCTBOBaHUE KaJAPOBOTO JOKYMEHTOO00OpOTa Ha IPEAIPUITHH. .

AyIUT TOKaTbHBIX HOPMATUBHBIX aKTOB OPTaHU3AIHH..

CoBepllieHCTBOBaHHE MPOLIETYPhl COCTaBIIEHUS TpadrKa OTIIYCKOB..

[ToBbIlIEHHE POJIM KAJPOBOTO JIEJIONPOU3BOICTBA B PELLICHUH 33/1a4 YIIPABJIECHUS IEPCOHATIOM. .
Pa3paboTka cuctembl KapoBOi JOKYMEHTAIIMH OpTraHU3aI|H. .

Pa3pabotka mraTHOrO pacnucaHusl..

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

OneHka NpaBUJIBHOCTH BEJICHUS M XPAHEHUS TPYAOBBIX KHIKEK OpraHu3aluu. .

AynuT KagpoBOi TOKYMEHTALIMUA OpraHU3aliH. .

AynuT yBOJbHEHUH MepCoHaa..

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

Pa3paboTka HOMEHKIATYpBI A€ KaJpOBOIl CIIYKOBI..

AHanu3 conepkanusi ¥ oQOpMIIEHUS TPYIOBBIX JOTOBOPOB OpraHU3AIUH. .

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

CoBeplICHCTBOBAHNE JOKYMEHTAIIHOHHOTO OOECIICUeHHs 3aIUThl U 00paObOTKH TIepCOHATBHBIX
JTAHHBIX pAOOTHUKOB..

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

JlokymMeHTalmOHHOEe OO0ECIIEYeHHE B3aUMOJICHCTBUS KaJpOBOM CIIYXObl C BHEIIHEH Cpemou
(ITencuonnsiM  pougom PD, Donmom couuanbHOro crpaxoBaHus, CryxO00W 3aHATOCTH
HaceJIeHUs U TIp.), pa3paboTKa NpeI0KEHUH 110 €ro COBEPLIEHCTBOBAHHUIO. .

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

AHanu3 coOirofieHuss HOPM TPYAOBOTO 3aKOHOAATENbCTBA MpU O(GOPMIICHHH TPOLEAYPHI
nepeBoia pabOTHUKOB Ha JAPYTYIO padoTy..

OcobenHoctu opopMiIeHNs] AUCHUTUIMHAPHBIX B3bICKAHUI.

OcoOeHHoCTH 0OPMIIEHHS KaJIPOBBIX JTOKYMEHTOB MPU MOOIIPEHUN paOOTHUKOB.

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

OcobenHocTu y4yeta paboyero BpeMeHuU. Benenue tadenst yuera pabodero BpeMeHH. .
Oco06eHHOCTH TOKYMEHTAIIMOHHOTO OOPMIIEHHUS TIPOLIETYPHI aTTECTAI[UU TIEPCOHATIA. .
CoBeplICHCTBOBAHUE MPOLEAYP PEryJIUpOBaHUS TPYIOBBIX OTHOIIEHWH B OpraHu3allud H
CONPOBOXKAAIOIEH TOKYMEHTAIIHH. .

Opranu3anys apxuBHOTO XpaHEHHs JOKYMEHTOB KaIpOBOl CITyXOBI..

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

7. IlepeyeHb OCHOBHOM U O0NOJHUTEIbHOM Y4eOHO JIMTepaTypbl, HEOOXO0AUMOM /I
OCBOCHUS TMCUHMILUINHBI (MOYJIs1)

a) OCHOBHAS JIUTEepaTypa:

1. Kysnenoa H. B. Haranbst BuktopoBHa AyauT KajpoBoil 1oKyMeHTauuu. [yded. mocobue]/
H. B. Ky3nenona.- Upkyrck: U3n-so BI'YIII, 2010.-288 c.

2. KysunenoB U. H. JlokymeHTanmoHHOEe oOecmeueHre YIpaBlieHUs TMepcoHaoM. pek. YMO
BBICII. 00pa30BaHus. YYCOHUK M TIPAKTUKYM JUIsl TIpukiagHoro Oakanaspuata/ M. H. Ky3nenos.-
M.: FOpaiir, 2015.-520 c.

3. Ky3nenoBa U.B. JlokymMeHTaIlmmoHHOe 00ecreueHre yrpaBieHUus NePCOHATIOM [ DJICKTPOHHBIN
pecypc] : yuebHoe mocobue s 6akanaBpoB / M.B. Ky3neronra, [ A. XayaTpsa. — DJIeKTPOH.



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

tekcToBble JaHHble. — M. : JamkoB u K, A [Tu Dp Meama, 2017. — 220 ¢. — 978-5-394-
02325-5. — Pexum mocryna: http:// www.iprbookshop.ru/57135.html

0) 1OMOJIHUTE/IbHASA JIUTepaTypa:

1. JlemompousBoACcTBO B KaapoBoil ciyxOe. pek. Coetom YMO mo oOpa3oBaHuio B OOJI
MEHE/DKMEHTa. yueOHo-TpakT. mocobue st By3os/ M. B. JloBueBa, E. H. I'ankuna, E. B.
I'yposa.- M.: Ilpocnexrt, 2012.-78 c.

2. AuapeeBa B. W. Jlenonpoun3BoJCTBO: OpraHu3anusi U BeJeHUE. peK. Yuel.-MeTo/. LEeHTPOM
"Kiraccuueckuit yueOHUK". y4eO.-mipakT. mocodbue ajs By30B. 3-¢ u3i., nepepad. u mom./ B. W.
Anpgpeesa.- M.: KaoPyc, 2010.-294 c.

3. AuxoBuu [1.A. /Ienonpou3BOJICTBO B KAaJIPOBOM CIIy»k0€ [DIEKTPOHHBIA pecypc] : yYeOHHK
JUISL CTYJIEHTOB BY30B, oOyyarommxcs mo cuemuansHocti 062100 «YpasieHue mepcoHagoMmy /
LII.A. SlakoBHY. — DJIEKTPOH. TeKcToBble AaHHbIe. — M. : OHUTU-JIAHA, 2015. — 160 ¢c. —
5-238-01076-1. — Pesxxkum moctyna: http://www.iprbookshop.ru/52462.html

8. Ilepeuenbp pecypcoB HMH(OPMANHMOHHO-TEJEKOMMYHMKANUOHHON ceTtH «UHTepHeT»,
He0O0XOAMMBIX JIJIsi OCBOEHHS TUCHHUILINHBI (MOIYJIsl), BKJIIOYas MpodeccHoHAIbHbIE Ha3bl
JTAHHBIX ¥ HH(POPMATHOHHO-CIIPABOYHbIE CHCTEMBI

JUis OCBOEHMSI AMCUMILIMHBI O0yYaromeMmycsi HEOOXOIMMBI CIEAYIOIHUE PECYPCHI
UH(POPMAIMOHHO-TEIICKOMMYHUKAITMOHHOU ceTh «THTepHeT»:
— Caiit BaiikanbCKOro rocy1apcTBEHHOTO0 YHHBEPCUTETA, afpec JocTyma: http://bgu.ru/, noctym
KPYTJIOCYTOYHBIM HEOTpaHUYECHHBIN U3 JII000H Touku MHTepHET
— HR-noprain (coobmectBo npodeccnoHaiior), aapec aoctyma: http://www.hr-portal.ru. goctym
HEOTpaHUYCHHBIN
— UBUC - YauBepcanbHbie 0a3bl JaHHBIX, ajapec goctymna: http://www.dlib.eastview.ru/. goctym
KPYTJIOCYTOYHBIH HEOTpaHUYEHHBIA M3 JTF000H TOYKM MHTEpHET MpH YCIOBUU PETUCTpAIMH B
bI'y
— Caiit s HR-Menemkepos, agpec nocryna: http://www.hrm.ru. 7ocTynm HeorpaHU4YEeHHBIH
— CrpaBOYHHK MO MPABOMUCAHUIO, TPOM3HOIICHHUIO, JTUTEPATYPHOMY PEIaKTUPOBAHUIO, apec
noctyna: http://evartist.narod.ru/text1/20.htm. foctyn HeorpaHUYEHHBIH
— DnextpoHHO-OMOMMoTeyHast cuctema [PRbooks, aapec mocryna: http://www.iprbookshop.ru.
JOCTYII HEOTPaHUYEHHBIH

9. MeToauyecKkue yKa3aHus 1Jisl 00y4al0IUXCsl 0 0CBOEHUIO TUCIUIITHHBI (MOTYJIsH)

N3yuaTe AUCHUIUIMHY PEKOMEHAYETCS B COOTBETCTBHHM C TOW IOCIIEIOBATEIBHOCTBIO,
KoTopasi o0o3HadeHa B ee coaepxkaHuu. [[Is yCHmemHoro OCBOEHHS Kypca OOydaroluecs
JOJIDKHBI UMCTh ICPBOHAYAJIbHBIC 3HAHUS B oOJactu TPYAOBOI'0O mpaBa, MpaBOBCACHUA, ICITIOBOI'O
ATHKETa U KYAbTYpPBl Peud, HH()OPMAIMOHHBIX TEXHOJIOTUH, WH(OOPMAIIMOHHBIX TEXHOJIOTHHA B
MEHEIPKMEHTE, pErJaMeHTallud W  HOPMUPOBAaHUS  TpyAa, YOPaBJICHUsS [OEPCOHAIOM
OpTraHHU3aIIH.

Ha JICKOUAX IMPEroaaBaTCib 0O3BYUMBACT TEMY, 3HAKOMUT C IEPCUHEM JTUTECPATYPHI 110
TeMe, OOOCHOBBIBAET MECTO M pOJIb J3TOH TEMbl B JAaHHOW IUCIUIUIMHE, PACKpBIBaeT ee
IpakTHYecKoe 3HadeHue. B xoJe Jekuuil cTyleHTy HeoOXOAMMO BECTH KOHCIEKT, (PUKCHPYS
OCHOBHBIE MTOHATHS U MPOOIEMHBIE BOTIPOCHI.

[IpakTrueckue (CeMUHAPCKUE) 3aHATHS O CBOEMY COJEP)KaHHMIO CBSI3aHBI C TEMAaTHKOMN
JIEKIIMOHHBIX 3aHATUN. HaunHATh MOATOTOBKY K 3aHATHIO I[EI€CO00PAa3HO C KOHCIIEKTA JICKITHIA.
3ajaHre Ha TMPaKTUUECKOe (CEMHUHAPCKOE) 3aHATHE COOO0IaeTcss o0ydJarmmMmcs N0 €ro
npoBeneHus. Ha cemuHape mpernogaBaTtenh OpraHU3yeT OOCYXACHHE ATOW TEMbI, BBICTYMAs B
Ka4ecTBE OpraHU3aTopa, KOHCYJbTaHTAa M JKCIEpTa Y4eOHO-TIO3HABATEIBHOH IesITeTHhHOCTH
oOyuJatorerocs.

N3yuenne quciumInHbl (MOIYIIs) BKIIOYAET CAMOCTOSITENBHYIO padoTy 00yJaromerocs.


http://www.iprbookshop.ru/57135.html
http://www.iprbookshop.ru/57135.html
http://www.iprbookshop.ru/52462.html
http://www.iprbookshop.ru/52462.html
http://www.iprbookshop.ru/52462.html
http://www.iprbookshop.ru/52462.html

OCHOBHBIMHU BHJIAMH CaMOCTOSITENIEHOW pabOTHI CTYACHTOB C y4acTHUEM IperoaBaTemneit
SIBIISTFOTCSI:

* TEKYyI[UEe KOHCYJIbTALINY;

* IpueM U pa3dop JTOMAIIHUX 33AaHUH (B Yachl MPAKTHUECKUX 3aHATHH);

* BBITIOJIHEHUE KYPCOBOM paboTHI (PyKOBOJICTBO, KOHCYJIBTUPOBAHHUE U 3aLIUTa KYPCOBBIX
paboT B Yackl, MPETyCMOTPEHHbBIE y4eOHBIM IUTAHOM) U JIP.

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

* (hopMupoOBaHKE U YCBOCHUE COACP)KaHUS KOHCIIEKTA JICKIUI Ha 6a3e peKOMEH/I0BaHHOM
y4eOHOH JUTEpaTyphl, BKIOYas MH(YOpMAMOHHBIE 00pa30oBaTelIbHBIE PECYPCHI (3JEKTPOHHbIE
y4eOHUKH, HJIEKTPOHHBIC OMOIMOTEKH H Jp.);

* CaMOCTOSITEIBHOE H3yYCHHE OTJAENBHBIX TEM WM BONPOCOB IO YYEOHHKAM HIIH
y4eOHBIM MTOCOOUSIM;

* IOJI'OTOBKA K CEMUHapaM 1 J1a00paTOPHBIM padoTaMm;

* BBINOJIHCHUE IOMAIIIHUX 33/IaHHii B BUJIC PEIICHHS CUTYAIMOHBIX 3aaHui (Keiic-Study)
10 OT/ICIBHBIM pa3zeiaM COJAEPKaHuUs TUCIUTUINH U JIp.

10. ITepeyens MHGPOPMALMOHHBIX TEXHOJIOTMI, HCIOJIb3yeMbIX MPH OCYILECTBJIEHUN
00pa3oBaTeILHOIO MPoUEecca MO0 AMCHHUILINHE (MO1YJ/II0), BKJIKYAS NepeYeHb
NMPOrpaMMHOIo odecrevyeHust

B ydeGHOM mpoliecce UCONb3yeTcs Caeaykoliee NporpaMMHOe 0OecTieueHue:
— MS Office,
— Koncynsrantllntoc: Bepcus IIpod - undopmanronnas cipaBovHas cucrema,

11. Onucanne MaTepuaJIbHO-TEXHUYECKOM 0a3bl, HEO0XO0AMMOM VIl OCYLIeCTBJICHUSA
00pa3oBaTeILHOIO NMpPoIecca Mo JUCUUILIHHE (MOIYJII0):

B ydeGHOM mpoliecce UCTonb3yeTces ciaeaytomiee 000pyI0BaHKE:
— [MomenieHus AJis CaMOCTOSITEILHOM pabOThI, OCHAIIIEHHBIE KOMITBIOTEPHON TEXHUKOM C
BO3MOXKHOCTBIO TIOJIKITFOUeHHS K ceTu "MHTepHeT" n o0ecnieueHrneM JA0CTyMa B AIEKTPOHHYIO
nH(pOpMaIIMOHHO-00Pa30BaTENIBHYIO CPEY BY3a,
— YueOHble ayTUTOPUU AT IPOBEACHHUS: 3aHATHI JIEKIIMOHHOTO THIIA, 3aHATHI CEMUHAPCKOTO
THUIIA, TPAKTUYECKHUX 3aHITHH, BBIMOJHEHUS KYPCOBBIX PabOT, TPYMITOBBIX U MHANBUIYaTbHBIX
KOHCYJIbTAIINH, TEKYILIETO KOHTPOJIS U MPOMEXYTOYHOM aTTecTally, YKOMILJIEKTOBAHHbBIE
CHeHaIn3UPOBAHHON MEOEIBIO0 U TEXHUYECKUMU CPEACTBAMU 00yUYeHMs,
— KoMnbroTepHslii kinacce,
— Habopb!1 neMoHCTparimoHHOTO 000PYA0OBaHUS U yueOHO-HATIISTHBIX TOCOOMIA



