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l.MMemn 1 3a1a4YU OCBOCHHMS JUCHMILIMHBI

HGHBIO OCBOCHHA AUCHUIIIIMHBI «O6HI€FO CTpaTeru4cCKoro, I/IH(i)OpMaHI/IOHHOFO MCHCI’)KMCHTAa
U Ou3Hec-mpoueccoB» SABIAETCS (OPMHUPOBAHUE 3HAHUI M HABBIKOB IO OpraHu3aluu paboThl C
OpPTraHU3alMOHHO-PACTIOPSAUTENBHON M MH(POPMALMOHHO-CIIPABOYHOM  JTOKyMEHTalueH,
perIaMeHTHPYIOLIEH NesSTeNbHOCTh OJKHOCTHBIX JIUI OpraHM3aluy, (GYHKIUU U TPOLETyPHI
YIIPaBJICHUS IIEPCOHAIOM B OPraHU3ALIHH.

3amaun yaeOHOM JUCIUIUIMHBI:

- MOKa3aTh POJIb JIOKYMEHTOB B c(epe IMpaBa, yrpaBlieHHs, B SKOHOMHUKE, B COI[HAIIbHBIX
nporeccax; MpoCcieIUTh B3aMMOCBA3b HH()OPMAIMH U IOKyMEHTA,

- 1aTh CTYJEHTaM CUCTEMHOE IIPEJICTaBIEHNE OCOOEHHOCTEH cocTaBieHUs U 0(hOPMIIEHUS
Pa3IMYHBIX BUJOB M Pa3HOBUIHOCTEH IOKYMEHTOB, 3HaHWsS OCHOBHBIX IIOHATHMH, IOJOXCHHM,
CYIIHOCTH ¥ MPUHIIMIIOB JOKYMEHTAIMOHHOTO 00ECTICUYCHHS YIIPaBICHUS;

- chopmupoBaTh PpALMOHAIbHBIE TMOJAXOAbl K OpraHu3alud JOKYMEHTAallMOHHOI'O
obecreyeHus yrpaBieHHs IepCOHAIOM;

— Ppa3BUTh Yy CTYACHTOB IIPAKTUYECKHE HABBIKM B COCTaBICHMM pPa3JIM4YHBIX BHUIOB
JOKYMEHTOB, OpraHU3aluu JeIO0NPOU3BOACTBA IPUMEHHUTEIBHO K COBPEMEHHOH YIIPABJICHYECKOU
JeSITEIbHOCTH, OCOOEHHO B OPraHax rocyJapCTBEHHOIO YIIPaBIICHUS

2.Mecto qucuuminnbl B ctpykrype QOII maructparypsl
JlanHas QUCHMIUIMHA OTHOCHUTCS K BapHATUBHOM YacTH MPO(PECCHOHATBLHOTO ITUKJIA

b.1. «<MHpopMannoHHO-TO0KYMEHTAIIMOHHOE 00ecIIeueHrne TPYAOBBIX OTHOIIEHUH» 51.B.0/1.1

SIBJIICTCS. OCHOBHOM JTUCIUTUTMHOM, (hOpMHpPYIOIIEH 3HAHUS U HABBIKM MarucTPOB B 00JIACTH

pa3paboTKH, BEACHUS U XPAHCHUS KaJPOBOU JJOKYMEHTAIIUH C IICIILI0 00CCIICUSHUS TPYTOBBIX
OTHOIIEHUI

JlaHHy!0 y4eOHYI0 IUCLUIUIMHY JIONOJIHAET IMOCIEAYIOIlee WM IapajlelIbHOe
OCBOCHHE CIEAYIOIINX TUCHUILINH: «TpynoBoe mpaBo», «MozaenupoBaHue ypaBIeHIeCKON
NEeATeIbHOCTU» U JIp
3. Komnerenuun odyuaromerocsi, popMmupyemMbie B pe3yjabTaTe 0CBOEHUS
AUCHMITUHBI

Hpouecc HU3YyUCHUS NJUCHUIIIIMHBI HAIIPABJICH Ha CI)OpMI/IpOBaHI/IC CJICAYIOMINX
KOMIIETEHITHM KomnereHnTHOCTHASI KapTa THCHUIIJIMHBI

Koo komnemen- Komnemenuusn
uuu
TIK-17 3HaHueM TpynoBoro kojaekca Poccuiickoit denepaniii ¥ HWHBIX HOPMATHUBHBIX

IMPAaBOBBIX AKTOB, COACPKAIINX HOPMEI TPYAOBOI'O IIpaBa




YpoBHeBoe onncaHue Npu3HaKkoB komnerenuuu ITK-17:
3uanue ochos pazpabomku u 6HeopeHUss KAOPOBoU U YRPABIeHYecKol 0OKYMEeHMAayuu, on-
MuMu3ayuu OOKyMeHmoobopoma u cxem QYHKYUOHANbHBIX 3AUMOCEA3El MelcOy noopasoeie-
HUAMU, OCHO8 pa3pabomku u 6HeOpeHUs npoyeoyp pe2yiupo8anus mpyoosblx OMHOUEHUU U CO-
nposodicoaroujeli OOKyMeHmayuu

Yposenwv océoenusn Ilpusnaxu npoaenenusn
[IponBuHyTHII Mmeet oTanuHbIC 3HAHUS B 00JaCTH Pa3pabOTKU M BHEPEHUS
(91 - 100 6asmnoB) KaJpOBOH JTOKYMEHTALUU 10 PETYIUPOBAHHUIO TPYAOBBIX OT-

HomeHud. Croco0eH a/IeKBaTHO MOCTABICHHBIM IIETISIM U 3a-
JadaM pa3pabaTbiBaTh KaJpOBYIO JOKYMEHTAIMI0 IO BCEM
npoLeaypaM peryaupoBaHus TPYIOBBIX oTHouieHui. Croco-
OEH OCYIIECTBUTH aHAIM3 KaJpOBOM TOKYMEHTAallUH, Kacaro-
HIEICS PETryJIMPOBAHUS TPYIOBBIX OTHOIICHUH.

ba3oBbrii HNmeet xopome 3HaHUS B 00JacTH pa3pabOTKK U BHEAPEHUS
(71 — 90 6anoB) IpoLEelyp PerylupoBaHusl TPYAOBbIX OTHoueHud. CrocobeH
paboTaTh C IUTEPATYpPHBIMU MCTOUYHUKAMHU M COJEPKATEIHHO
pa3pabarbiBaTh KaJpOBYIO JOKYMEHTAI[MIO I10 OCHOBHBIM
IpoLEAYpaM PEryIHpOBaHHS TPYAOBBIX OTHOIICHUH.

MuHUMaTBHBIN Nmeet obmee mpeacraBieHue 00 0COOCHHOCTSIX PEryIUpoBa-
(41 — 70 6anoB) HUS TPYJOBBIX OTHOLIEHMM M BHJAaX KaJIpOBbIX JOKYMEHTOB,
COMPOBOXKAAIOMIMX MPOLEAYPHl PEryIHpOBaHUS TPYIOBBIX
oTHomeHu. Crioco0eH Ha OCHOBE CYIIECTBYIOIINX aHAJIOTOB
pa3pabaTheiBaTh KaapOBYIO JOKYMEHTAIMIO IO PEryIupoBa-
HUIO TPYAOBBIX OTHOIICHHH.

B pesynpTaTe OCBOEHUS JUCLUUILIMHBI MAarucTp JIOJDKEH:

3namsy.

- OCHOBBI KaJpoBOr0o, " H G op M a Il U O HH O - JOKYMEHTAIIMOHHOTO, WH(POPMAIIMOHHO-
TEXHUYECKOTO, HOPMATHUBHO-METOIMYECKOT0 U MPABOBOT'O 0OECTICUEHHS TPYAOBBIX OTHOIICHUH;

- OCHOBBI Pa3pabOTKU W BHEJPEHHUS MPOILENYp PETyIUpPOBaHUS TPYAOBBIX OTHOIICHUN U COMPO-
BOXIAIONIYIO JIOKYMEHTAIIHIO;

- HOPMAaTHBHO-TIPaBOBYIO 0a3y, PerJaMeHTHPYIOIIYI0 MOPSAIOK BEeACHHUS, pa3paboTKU U XpaHe-
HUS KaJPOBON JOKYMEHTAIIHH.
Ymems:
- BECTH KaJpOBOE JCIOMPOM3BOJICTBO M OPraHM30BHIBATh APXMBHOE XpPaHEHUE KaJIPOBBIX IOKY-
MEHTOB B COOTBETCTBUU C JEHCTBYIOLIIMMUA HOPMATUBHO-TIPABOBBIMH aKTaMU;
- COCTaBJISITh KQJIPOBBIE TOKYMEHTHI (IIPUKA3bl 1O JIMYHOMY COCTaBY, pa3IMYHbIC OPraHU3aIMOH-
HbIE, PacTOPSAUTEIbHBIC JOKYMEHTBI, TPYAOBbIE KHUMKKHA PAOOTHHKOB, JKypHAJIBI PETHUCTpPAIlUU
KaJPOBBIX IOKYMEHTOB, JINYHbIE KAPTOUKH PAOOTHUKOB | T.]I.).
Biaagers.:

- HaBBIKAMHU COCTABJICHUS JOKYMEHTAIIMH TI0 KaJpaM U KaJpOBO OTUYETHOCTH.

4. CTpyKTypa U coaep:KaHue TUCUUILIUHBI
OO01mast TpyI0eMKOCTh TUCIUTIIIMHBI COCTABISET 2 3a4eTHBIC eAMHUI] 72 Yaca.

4.1. Conep:xxanue pa3/iei0B IMCHUIIHHbBI

®opma 00yyeHHs OYHAS



Buabl yueOHoii pado- ®opMbI TEKYLIET0
Pa3zjen u Tema Thl, BKJIIOYAsl CAMO- KOHTPOJISl ycTieBaeMo-
AUCUMITUHBI CTOSITEIbHYIO padoTy cTH
Ne = CTYEHTOB H TPYA0€eM-
n/n § KOCTh (B Yacax)
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1 Pazgen 1. Ilonsitue um A 2 6 14 | BpInoJgHEHWE CUTYalu-
3HAYeHMs OHHBIX 3aJaHUl, YCTHBIH
HHpopMaLOHHO- ompoc
AOKYMEHTAIMOHHOT 0
olecreyeHns: TPYIA0BBIX
OTHOLIICHH M.
1.1 | BBenenwue B Kypc A 0,5 2 4
1.2 | Tlonsitue mOKyMeHTanu- A 0,5 2 5 BrimonHenue  cutyarm-
OHHOTO OOecTieueHHs OHHBIX 3aJaHMM, YCTHBIN
yIIpaBJICHUS TTEPCOHA- orpoc
oM. TpeboBanwus,
IPEABSBIIEMbIE K
0(pOPMIICHHIO TOKYMEH-
TOB
1.3 | CoctaB u BUABI Kaapo- A 1 2 5 BrimonHenue curyarm-
BOW JIOKYMEHTALIMU OHHBIX 33/IaHUH, YCTHBIN
orpoc
2 Pasnea 2. OCHOBBI A 2 8 15 | BeinmonHeHue CUTyalu-
HHpopMaLMOHHO- OHHBIX 3a/IaHNUH, YCTHBIN
AOKYMEHTAIHOHHOI' 0 oTpoc
ol0ecrneyeHNsI TPYAOBbIX
2.1 | TpeOoBanus Kk cogepxa- A 0.5 2 3 Brinonnenue cutyanm-
HUIO U 0OPMIICHHUIO JI0- OHHBIX 33/IaHH#, YCTHBIN
KaJIbHBIX HOPMATHBHBIX oTpoc
aKTOB IO YITPABJICHUIO
NIEPCOHATIOM
2.2 | TocymapcrtBeHHast uH- A 0,5 2 3 Beimonaenne Tecra «lo-
CTIEKIIHsSI TPY/a U Ipolie- TOBUMCS K TpOBEpKam
Aypa IpOBEIECHUs IIPO- I'T», ycTHBIN OnIpOC
BEPOK JOKYMEHTAIH
KaJIpOBOM CITYKOBI
2.3 | ®opmupoBaHue U Beae- A 0,5 1 3 dopMupoBaHUE JTUYHOTO
HUE JTUYHBIX J1e nena pabOTHHKA, MOArO-
TOBKa €ro K apXHWBHOMY
XPaHEHHIO, YCTHBIN
oIpoc
2.4 | Jluunas KapTOUKa A 0,5 1 2 OdopmiteHne TUYHOM
KapTO4KH pabOTHHKA 1O
YHUGPUIIUPOBAHHON
dbopme T-2




2.5 | JIoOKyMEHTHPOBAHUE A 0,5 1 2 | BBINOJHEHHE CUTYaIH-
IIPOLIECCOB JIBHIKCHUS OHHBIX 3aJ[aHHH, YCTHBIN
KaJIpOB OIpoc

2.6 | Benenue TPYIOBBIX A 0.5 1 2 BeinosiHeHue  cHTyarm-
KHHKEK OHHBIX 3aJlaHUM, YCTHBIN

OIpoc

3 Pa3gen 3. Cucremaru- A 2 8 15 Brinonnenue cutyanu-
3a0Msl U XpaHeHue J0- OHHBIX 3aJIaHHWH, YCTHBIN
KYMEHTOB  KaJApOBOii orpoc

3.1 | HomenkmaTypa men Kag- A 1 2 5 BeinosiHeHue  cuTyaru-
POBOI CITyKObI OHHBIX 3aJaHHUH, YCTHBIN

Orpoc

3.2 | ®opmupoBaHue e A 0.5 2 5 Brimonnenne  curyanu-
OHHBIX 33JaHUH, YCTHBIN
Orpoc

3.3 | Ilopsmok  MOArOTOBKH A 0,5 4 5 BeimonHenue  cutyanu-
JOKYMEHTOB K apXHBHO- OHHBIX 3aJ[aHUH, YCTHBIN
MY XpaHCHHUIO OIpoc
UTOro (72u4aca) 6 22 44




®opma 00yueHHs 3204Has

Buabi yuedHoii pado- DopMbI TEKYLIET0
Pasznen u Trema Thl, BKJIIOYAasl CaMO- KOHTPOJISl yCIeBaeMo-
Ne AHCHHUILTAHBI CTOSITEJILHYIO PaboTy CTH
n/n =9 CTYJAEHTOB U TPYA0€eM-
§ KOCTb (B 4acax)
: .
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1 Pazngen 1. ITonsiTue A 1 1 15 Boinonnenue  curyanu-
/| 3HAYeHUs OHHBIX 3aJ]aHHUM, YCTHBIN
HHpopMaLOHHO- ompoc
AOKYMEHTAI[HOHHOTI' 0
olecreyeHns: TPYA0BBIX
OTHOIIIEHU .
1.1 | Beegenue B Kypc A 0,25 0,25 5
1.2 | [lousrue nokymeHTanu- A 0,25 025 b BelnonHeHne  cUTyarm-
OHHOT'0 O0eCIIeUCHUS OHHBIX 3aJ]aHHUM, YCTHBIN
yIpaBJIeHHUsI IEPCOHA- ompoc
nom. TpebGoBanus,
MPEIbSABISEMBIC K
0(OPMIICHHUIO TOKYMEH-
TOB
1.3 | CocrtaB 1 BHUABI A 05 05 5 BrimonHenue curyarm-
KaJpoOBOM TOKYMEHTALUU OHHBIX 3a/IaHNUH, YCTHBIN
onpoc
2 Paszmea 2. OcHOBEI A 2 2 30 Brinonnenue curyaru-
HH$opMaLMOHHO- OHHBIX 3a/IaHUM, YCTHBIN
AOKYMEHTAI[HOHHOTO ompoc
odecreyeHust
TPYAOBbIX OTHOILLECHU
2.1 | TpeboBanus k comepxa- |A 0,25 025 B Brinonnenue cutyanu-




HUIO U 0OPMIICHHUIO JIO- OHHBIX 33/IaHHH, YCTHBIN
KaJIbHBIX HOPMATHUBHBIX orpoc
aKTOB MO YIPaBJICHUIO
MIEPCOHAIOM
2.2 | I'ocymapctBeHHast uH- A 0,25 0,25 5 Boinonnenue tecra «l'o-
CIEKLUs TPY/a U IpoLe- TOBUMCSI K IIpOBEpKam
Jlypa IpPOBEIECHUS IIPO- ['T», ycTHbII onpoc
BEPOK JIOKYMEHTallUU
KaJIpOBOH CITYKOBI
2.3 | ®opmupoBaHue u Beie- A 0,25 0,25 5 dopmMupoBaHue JTUYHOTO
HUE JINYHBIX J1eT nena paboOTHUKA, MOJro-
TOBKa €ro K apXUBHOMY
XPaHEHHUIO, YCTHBIN
orpoc
2.4 | JIuunas kapToyka A 0,25 0,25 5 Odopmnenne TUIHON
KapTOYKU pabOTHHKA 1O
YHU(DUITUPOBAHHOK
dopme T-2
2.5 | JlokymeHTHpOBaHHE A 0,5 0,5 5 Beinonnenue curyann-
MPOLIECCOB IBUKEHUS OHHBIX 3a/IaHUM, YCTHBIN
KaJIpOB o1poc
2.6 | Benenune TPYIOBBIX A 0,5 0,5 5 BeimonHenue  curyanu-
KHIDKEK OHHBIX 3aJaHMM, YCTHBIN
o1poc
3 Pazgen 3. Cucremaru- A 1 1 15 Beinonnenue  curyaunu-
3anMd M XpaHeHHe 10- OHHBIX 3aJaHUH, YCTHBIN
KYMEHTOB  KaJpoBOH ompoc
CIIYKOBI
3.1 | HomenknaTypa nmen kai- A 0,25 0.25 5 BeimonHenue  cutyaru-
POBOI1 CITyKOBI OHHBIX 3a/JlaHUM, YCTHBIN
OIpoc
3.2 | ®opmupoBaHue el A 0,25 0,25 5 Beinonnenue curyanu-
OHHBIX 3a/JIaHUM, YCTHBIN
OIpoc
3.3 | [lopsinok  moaroroBku A 0,5 0,5 5 Boimonnenue cutyanu-
JTOKYMEHTOB K apXHWBHO- OHHBIX 3aJlaHUM, YCTHBIN
MY XPaHEHHUIO orpoc
UTOIO (72 gaca) 4 4 60/4
4.2. JleKIINOHHBIE 3aHATHSL, UX CO/IePKAHNE
Ne | HammeHoBaHMe pa3fenoB H Conepxanue
n/n | Tem
Pazoen 1. IlousTue U 3HA4YeHUS HHPOPMALMOHHO-TOKYMEHTAIHOHHOIO
olecrieyeHNs TPYAOBbIX OTHOLIEHUH.
1.1 | Beexenue B Kypc O6mee mpencraBienne kypca. Haznauenue m coxaep-
*aHue Kypca. CBsi3b Kypca ¢ y4eOHBIMH TUCIHILTHHA-
MHU. 3Ha4YeHHe Kypca B IMOATOTOBKE CIELUATNCTOB IO
YIIPaBJICHUIO IIEPCOHATIOM.
1.2 | [lonsate nOKyMEHTAIIMOHHOTO | [TOHATHS <«TOKYMEHT», «IOKYMEHTOOOOPOT», <«JIOKY-

o0ecrieueHHs YNpaBICHUs IEp- MEHTAlMOHHOE obecneueHue yrpasieHUs». OCHOBHBIC
coHanoMm. TpeOoBaHus, mpenb- | TpeOOBAHUS, MPEAbSBIsAEMbIe K O()OPMICHUIO JIOKY-




sBIsieMble K o(opMieHuo ao-
KYMEHTOB

MEHTalluM, HpeAyCMOTpPeHHbIE [ 0CynapCTBEHHOM CH-
CTEMOH JOKYMEHTAI[HOHHOTO OOECIeYeHus yIpasJie-
nus ['OCT P 7.07.97- 2016. Ilopsimox oOpaboTku u
peru-cTpalMu  JOKYMEHTOB,  HMX  HHJIEKCaluu.
Perucrpanu-onnsie  GopMbl W UX  3alOJHEHHUE.
KonTponbs wucnosnHe-HUsT J10KYMEHTOB. (OCHOBHBIE
OTIMYMs B  IOATOTOBKE IIPOCTBIX M CIOYKHBIX
IIPUKa30B. YueT cHeuupUKd pac-MopsaUTEIbHOIO
JEUCTBUS IIPU COCTABICHUU IIPUKA-30B II0 IIPUEMY,
NepeBoay,  YBOJbHEHHIO  paboTHUKOB. Ilopsmox
BU3UPOBAaHUS IPUKA30B II0 JUYHOMY COCTa-By, HX

1.3 | [lowsatne wu pasHoBHAHOCTH | [loHATHE W 3HAUeHHME KaapOBOW JOKyMmeHTarmu. Kiac-
KaJpOBOH JIOKYMEHTAIIUU cuduKanms KaapoBoil nokymeHTanuu. OCHOBHbBIC BH-
IIbl JOKYMEHTOB KaJpPOBOM CIIy»KObI, OCOOCHHOCTH HX
cocraBneHus. HopMmatuBHO-ipaBoBasi 6asza, periameH-
TUPYIOIIas pa3pab0TKy KaJpOBBIX JOKYMEHTOB.
Pazoen 2.. OcHOBbI MH(OPMAIHOHHO-TOKYMEHTAIMOHHOI0 00ecrevYeHusi TPYA0BBIX
OTHOILIEHU A
2.1 | TpeboBanus kx coaepxkanuto u | llltatHoe pacmucanue (ct. 57 TpymoBoro Kogekca

O(QOPMIICHHIO JIOKAJIbHBIX HOP-
MaTUBHBIX aKTOB II0 YIpaBiie-
HHIO [IEPCOHAIIOM

P®)- dopma mratHoro pacnucanus (popma T-3)
yTBepkaeHa noctaHosinenueM ['ockomcrata Poccun ot
5 auBaps 2004 roma Nel.

[IpaBuia BHYTpEHHET0 TPYAOBOTO pacropsijika Kak Jio-
KaJbHbIA HOPMATHUBHO-IIPABOBOM aKT, KOHKPETU3UPY-
IOIUH MOPSJOK PErylIMpOBaHUs KIHOYEBBIX BOIPOCOB
COLIMAJIbHO-TPY/AOBBIX OTHOIIEHUH Ha MPEIIPUSTHH.
OOuwmii mOpsiIOK MOATOTOBKM JOKYMEHTa B COOTBET-
ctBuu co cT. 190 TK P®. Ocobennoctu odopmiieHUs
MpaBWJI BHYTPEHHETO TPYAOBOIO pacropsiika, conep-
’KaHUE BOIIPOCOB, KOTOPBIE OTPAXKAOTCS B IIpaBUIIAX
BHYTPEHHETO TPYI0BOT'0 pactopsIKa.

OcobeHHOCTH 00pallleHus C EPCOHATBHBIMU TAHHBIMU
pabOTHUKOB B COOTBETCTBUU C TOJIOKEHUSIMHU TJIABBI
14 TK P®. TpeboBanusi k 00pabOTKe MEPCOHATBHBIX
JaHHbIX paboTHHKa. [TpaBuna nepexaun nHpopmanuy,
coJiepKaIie cBeACHUsI 0 paOOTHUKE, TPETHUM JIUIIAM.
OTBETCTBEHHOCTh JOKHOCTHBIX JIMI, BHHOBHBIX B
HapyLIEHUH HOPM, PEryIHPYIOUIMX MOJIydyeHHe, oopa-
OOTKY U 3aIUTy NepCOHANbHBIX JAHHBIX pAaOOTHHKA.
WNHeTpykung 1o JAOKYMEHTAIMOHHOMY OO0ECIeueHHUI0
yIpaBieHusl nepcoHanom mnpeanpusatus. CTpykTypa u
COJIEp’KaHuE Pa3/IeIOB JAHHOTO TIOKYMEHTA.




2.2

[Ipouenypa mnpoBeaeHUs Mpo-
BEPOK JOKYMEHTAIMH KaJpOBOI
CITYKOBI

[TomrHOMOYMS TOCYZapCTBEHHOW WHCIEKIHUH TpPYJa.
[Ipouenypa u mpaBuiia MpoBEACHUS MPOBEPOK COOIIIO-
JICHHUS JEWCTBYIOLIErO0 3aKOHOAATENbCTBA. BHabl mpo-
Bepok. [lopsaok odopmiienus meponpusiTuii Mo KOH-
TPOJIIO.

CocTaB TOKYMEHTOB, TpEOYEMBIX OpraHaMu HaJ30pa u
KOHTPOJISI IPY TTPOBEICHUH MPOBEPOK.
OTBeTcTBEHHOCTh paboTomarens 3a HapylIeHHE AeH-
CTBYIOLIETO 3aKOHOJAATENIbCTBA O TPY/E U HErPaMOTHOE
oopmIileHHEe KaJIpOBOW TOKYMEHTAIllMH, Bo3jaraeMmas
Tpynoseim Konmekcom P® u Komekcom 00 agmuHu-




CTPaTUBHBIX [TPABOHAPYLICHUSIX.

2.3

DopMHpOBaHHE U  BEACHUE
JIMYHBIX JEIT

JInuHoe neno pabOTHUMKA Kak OCHOBHOW JIOKYMEHT
[IEPCOHAJIBHOIO y4eTa, B KOTOPOM XpaHsTcs HauboJee
TIOJTHBIE CBEICHHUS O COTPYIAHHUKE U €ro CIy)KeOHOH Jie-
ATENbHOCTH.

CocTaB M 1HOCIEN0BATEIBHOCTh JOKYMEHTOB JIMYHOI'O
nena. OcoOEHHOCTH COCTABICHHS TOKYMEHTOB JIMYHO-
o Jiesia; JINYHOI'O JIUCTKA 10 YYeTy KaJpoB, JIONOJIHE-
HUS K JINYHOMY JIUCTKY, aBTOOMOTrpaguu u T.1.
[IpaBuiia BpIJauM JIMYHOIO J€JIa BO BPEMEHHOE I10JIb-
3oBaHue. [lopsaok cocTaBieHrs ONUCH JIMYHOIO JIENa.
[lepenaua nuuHoOro nena Ha apxuBHoe xpaHeHue. Co-
CTaBJICHHE 3aBEPUTENIbHOM HAAMNMCU JINYHOTO JIeJa.

2.4

JInuHas kapTrouyka

JlnuHass kapTOuyKa Kak OCHOBHOW JOKYMEHT IIE€pCO-
HaJBHOTO y4yeTa paOOTHHUKOB OpraHu3aunuu. JlokymeH-
Thl, HA OCHOBAaHUM KOTOPBIX 3aIOJIHAETCS JIMYHAs Kap-
Touka. [lopsimok KoauMpoBaHWSI CBEICHUW B JIMYHOU
KapTouke. 3arnojHeHue JIu4HON kaptouku. llopsimok
BHECEHHSI MCIPABICHUI U U3MEHEHUN B JIMYHYIO Kap-
TOUKY pabOTHHUKA.

2.5

JIoKyMEHTHpOBaHHE IMPOLIECCOB
JIBUOKEHUS KaJpOB

JIOKyMEHTUpOBaHHME Ipoliecca JBWKEHMs KaJpoB Ha
NPEINpUATHN KaK BaKHeWIIas (yHKIUS OTHEeNa Kaj-
poB. Buabl nBuxkenus kaapo. CxeMsl IpueMa, nepe-
BO/Ia, YBOJIbHEHHUS PAaOOTHHUKOB.

Odopmiienne npuema paboTHUKOB. COCTaB JTOKYMEH-
TOB, TpeOyeMbIX INpHU MpUeMe Ha paboTy B COOTBET-
ctBuu ¢ TpynoeiMm Konexcom PO.

[Mopsimok 3aKiIrOueHUs] TPYAOBBIX JOTOBOPOB C TOCTO-
SIHHBIMU ¥ BPEMEHHBIMH PaOOTHUKAMH.

OcoOeHHOCTH COCTaBJIeHUS! YHU(DUIIMPOBAHHBIX (OPM
MIPUKA30B M0 JUYHOMY COCTaBY, KacaroIIMUXCs Ipuema
(¢popma T-1, T-1a).

Odopmiienne nepeBojia, MepeMelleHusi, KOMaHAupo-
BaHHS pabOTHUKOB. OcobeHHOCTH O(OPMIICHHS U OC-
HOBAaHHUS pPa3lMYHBIX BUJOB IepeBoAa (MepeBo] Ha
Ipyryro paboTy Ha TOM K€ TMPEINPHUSTHH;, ITEPEeBO Ha
paboTy Ha Apyroe NpeanpusITHe; MepeBo Ha paboTy B
JIPYTyI0 MECTHOCTB). OCOOEHHOCTH COCTaBJICHUSI YHU-
(GuIMPOBaHHBIX (POPM NMPHUKA30B IO JIUYHOMY COCTaBY,
Kacarormmxcs nepesojaa (dpopma T-5, T-5a), komanam-
posanus (popmer T-9, T-9a, T-10, T-10a).
Odopmiienne otmycka. [IpaBuia ¥ CpOKH MOITOTOBKH
rpaduka ormyckoB (¢opma T-7). OcobeHHOCTH CO-
CTaBJICHUS YHU(PHUIMPOBAHHBIX (OPM MPUKA30B IO
JMYHOMY COCTaBy, Kacarommxcs ormycka (popma T-6,
T-6a).

Odopmiienne yBoibHeHHS pabOTHUKOB. OCHOBaHHS
MPEKpaIIeHUs] TPYIOBOTO JOrOBOpa B COOTBETCTBUH C
HOpMaMM TPYAOBOIO IpaBa, IpaBuiIa OQOPMIICHUS
IIPEKpAIEHUs] TPYI0BOro 10roBopa. OTBETCTBEHHOCTh
paboTonarens 3a HE3aKOHHOE YBOJbHEHHE PaOOTHH-
KOB.




OcobeHHOCTH CcOCTaBlIeHUs] YHH(PHUIUPOBAHHBIX (opm
MPUKA30B 0 JIMYHOMY COCTaBY, KacCarOUIHXCS YBOJIb-
HeHus: paboTHUKOB (popmbl Ne T-8, T-8a).

[Topsiiok perucTpariy NPUKa3oB MO JIMYHOMY COCTABY.

2.6 | Benenue TpynoBBIX KHIKEK

[Tonsatne TpynoBoi kHukKH. Dopma TPyLOBOU KHMXK-
ku. HopmaruBHo-MeToamueckas 0a3a, perijiaMeHTu-
pyroliasi NOpSAOK BEACHUSA, 3alOJIHEHUS TPYHOBBIX
KHIKEK, 00ecrieueHus: MU paboTojaTeseH.
3anonHeHue cBeAeHU 0 paboTHUKE. 3aroIHEHUE CBe-
JIeHUi O paboTe. 3amoOMHEHHUE CBEACHHUIA O Harpaie-
HHUH. 3allOJIHEHUE CBEJICHUI 00 YBOJNBHEHUH (IpeKpa-
IICHUU TPYAOBOTO A0roBopa). OCOOEHHOCTH 3aroJHe-
HUS CBEJIEHUM 00 YBOJBHEHMM U IpHUeMe Ha paldoTy B
CBSI3M C IIEPEBOJIOM pabOTHUKA.

BHecenne u3MEHEHUH U JIONOJHEHUH B TPYAOBYIO
KHWKKY. JlyOnmukar TpynoBoi KHMXKKH. Bbimaua Tpy-
JIOBOM KHMKKU IIPU YBOJIbHEHUU (TIPEKpallleHUuu Tpy-
JI0BOT'O 10TOBOPa). BKitablIl B TPYIOBYIO KHUXKKY.
VYdyer u XpaHeHUE TPYAOBBIX KHIDKEK. JlokymeHTanus
Mo ydeTy OJIAaHKOB TPYAOBBIX KHWKEK (IPUXOIHO-
pacxoiHasl KHUTa MO ydeTy OJaHKOB TPYAOBBIX KHU-
KEK M BKJIAJbIIEeH K HUM, KHUra ydeTa JABHKEHUsS Tpy-
JIOBBIX KHM)KEK U BKJIQJbIILIEH K HUM).
OTBETCTBEHHOCTh 3a COOJIOJEHUE MNOPSAIKA BEACHHUS
TPYIOBBIX KHIKEK.

Pazoen 3. Cucmemamuszayus u Xxpanenue 00KyMeHM 08 KAOPOBOl CIyzHcobl

3.1 | Homenknatypa aen KaapoBOi
CITYKOBI
3.2 | ®opmupoBaHue e

3.3 | llopsimok  TOATOTOBKH  JOKY-
MEHTOB K apXHBHOMY XpaHe-
HUIO

[lonsatne HOmeHknaTyphl nen. Ilopsaok cocraBieHus
HOMEHKJIATYpBhI €1 KaAPOBOM CIIyXkKOBI.

TpeboBanusi, npeabsBIsieMble K 3ar0JIOBKaM Jiell. Jiie-
MEHTBI 3ar0JIOBKOB JICII.

[IpaBuna rpynnupoBKU TOKYMEHTOB B Jena, opopmiie-
HHUs 3arojOBKOB Jein. IIpu3Haku rpynnupoBKH OKY-
MEHTOB B JieJa.

[TopsaoK MOATOTOBKM JOKYMEHTOB K apXMBHOMY Xpa-
HeHuto. Kiaccudukanus JOKyMEHTOB MO CpOKaM Xpa-
HeHusi. TpeOoBaHMs, TpenbABISEMbIE apPXUBHBIMU
ciyk6aMu K JOKYMEHTaM, claBaeéMbIM B apxuB. Opra-
HH3a1Us IPOBEICHUS SKCIIEPTU3bl IEHHOCTH JTIOKYMEH-
TOB.

YactuuHoe u mnonHoe odopmieHue gen. Ilopsmok
oopmieHus 06JI0kKeK /e MOCTOSTHHOTO M BpeMEHHO-
ro cpokoB xpaHeHus. CocraBieHue u 0o(popMIIEHUE
ornuceid nen. CocTaBiIeHHE 3aBEPUTEIBLHOM HaANNCU
Jena.

AJMUHUCTpAaTUBHAs OTBETCTBEHHOCTh 3a HapyIICHHE
JNEUCTBYIOIETO 3aKOHOAATEIBCTBA 10 APXUBHOMY JI€-

Ty.

4.3. CeMHMHapcKHe, IPaAaKTHYeCKHUE, J1a00paTOPHbIE 3aHATHSA, UX COJepPKAHNe

Ne paznena
U TeMbI

Coaepixanue u GopMbl NPOBEACHUSA




Pazgen 1.
Tema 1.2

3anstue 1. TpedGoBanusi k opopmiieHUI0 TOKYMeHTOB. IIpoeodumcs é ¢hop-
Me npaKmuuecko20 3aHAMUA, NPeonoiazaem aHaIu3 CUMYAUUOHHbBIX 340a-
Hul.

O0630p HOpMATHUBHO-IIPABOBOM 0a3bl JOKYMEHTALMOHHOIO OOECIeUeHUs YIpaB-
nenus. [OCT P 7.0.97-2016.

[TonsiTre pekBU3UTa JTOKyMEHTa, TPEOOBaHUs, MPEIbIBISIEMbIE K OPOPMICHHUIO
PEKBU3UTOB U MX PACIOJI0KEHUIO Ha OJIaHKE JOKYMEHTA.

[Ipunanue NOKyMEHTY FOPUINYECKON CUIIBIL.

CuryanmonHoe 3aganue «OmuoKu B 0OpMIICHUHN TOKYMEHTOBY»

Pa3nen 1
Tema 1.3

3ansaTue 2. CoctaB u BUABI KAAPOBOi JokymeHTauuu. IIposooumcs ¢ ghopme
RPAKMUYECKO20 3aHAMUA, NPeOnoIazaem aHaau3 CUMYauuoOHHbIX 3A0aHUil.
OcHoBHBIE KIacCU(UKAUN KaJIPOBBIX JOKYMEHTOB.

[Ipuka3el MO JMYHOMY COCTaBY KaK OCHOBHOH paclOpSAWTENBHBIN JTOKYMEHT,
COCTaBJISIEMBIH B ITPOIIECCE JOKYMEHTHPOBAHUS (QYHKIHI KaIpOBOM CITy»KOBI.
CuryaniioHHOE 3a7aHne <«AHaTU3 KaJApOBOM JOKYMEHTALUU IO (QYHKIUSAM
yIIpaBJICHUS TIEPCOHATIOM»

Paznen 2
Tema 2.1

3ansitue 3. TpedoBanus K cojep:KaHUI0 U 0OPMJIEHHIO JIOKAJIBHBIX HOP-
MATHBHBIX AKTOB 10 YIPAaBJCHUIO InepcoHanoM. IIpoeodumca ¢ ¢opme
NPAKMUYECKO20 3aHAMUSA, NPEONOSIazaem aHAAU3 CUMYAUUOHHBIX 3A0AHUIL.
CuryaunonHoe 3aanue «OmuOKY B IITATHOM PACTIMCAHUN»

CuryanMoHHOE 3a/1aHne «AyJIUT IPaBUJI BHYTPEHHETO TPYIOBOTO paclopsiKa»
CuryanmonHoe 3ananue «l[lonoxxenue o0 00pabOTKe MEPCOHAIBHBIX JaHHBIX.
Kakum emy ObITB?»

Pa3paboTka 1OKyMEHTOB, KaCalOIIUXCS 3aIUThl IEPCOHATIBHBIX JaHHBIX COTPYI-
HUKOB OpraHH3alH

Paznen 2
Tema 2.3

3ansitue 4. @opMupoBaHNe W BeleHHe JUYHBIX Jed. IIpoeooumca ¢ popme
RPAKMUYECKO20 3aHAMUA, NPEOnOoIazaem aHaAIU3 CUMYAUUOHHBIX 3A0aHUl.
CocrapieHue TOKyMEHTOB JIMYHOTO Jiefla COTPYAHMKA IO OCHOBHBIM 3Tanam pa-
00ThI epcoHazia (Ipuem, NepeBo/l, yBOJIbHEHUE, aTTeCTalus U T.11.).
CocraBieHne BHYTpEHHEH ONKCH JOKYMEHTOB JIMYHOTI'O JeNa.

CocraBieHue 3aBepUTEIbHON HAAMUCH.

[TonroTroBKa JIMYHOTO Jiefa JUIsl Iepeadu Ha apXUBHOE XpaHEHHE.

Paznen 2
Tema 2.4

3ausrtue 5. JInunasa kaprouka. Ilposooumcs ¢ ¢popme npaxmuueckozo 3ans-
mus, npeonoaazaem anaaiu3 CUMyYayuoOHHbIX 3a0aHUIL.

CocraBrieHrue TUYHOM KapTOYKH pabOTHHUKA.

Bnecenue naMeHeHU U UCHPABIICHUM B JINYHYIO KAPTOUKY.

KaproTeka TUYHBIX KapTOUEK: IIpaBuiIa BEICHHS.

Pa3nen 2
Tema 2.5

3ansiTue 6. JlokyMeHTHPOBaHHE MPOLECCOB ABHKEHUSI KaAPOB. IIposodumca
6 hopme npakmuueckozo 3aHamus, NPeOnonNAzaem AHAIU3 CUMYAUUOHHBIX
3a0anuil.

[Mormrarosas mporeaypa ohOpMIICHHS OCHOBHBIX KaJIpOBBIX Mporenyp (mpuem,
NIEPEBOJ], IEPEMEILIEHNE, IPEJOCTABIEHUE OTIYCKa, KOMaHIUPOBAaHUE, YBOJIbHE-
HUE).

Oco0eHHOCTH OArOTOBKY PUKA30B IO JIUYHOMY COCTaBY.

CutyanMoHHBIE 33/1aHUs «AHAJIU3 TPYIOBOro jaoroopa», «lIpuem Ha paboTy»,
«AyIHUT YBOJbHEHUN»

Paznen 2
Tema 2.6

3ausitue 7. Begenune u xpaHenue TPyA0BbIX KHUKeK. IIpoeodumcsa 6 hopme
NPAKmMuuecKo20 3aHAmMuUs, nPeono1azaem aHaIu3 CUmMYayUOHHbIX 3a0aHUL.
3anoiHEeHNe TUTYIBHOIO JIUCTA TPYAOBON KHUKKH.

3anonHeHue pasznena «CeneHus o padboTe».

3anonHeHue pazzgena «CBeIeHUS 0 HarPaKICHUSIX ».

Brecenue u3aMeHEeHU! U IONIOJIHEHUM B TPYAOBYIO KHHUXKKY.




Opranuzanus paboThl IO YYETY TPYAOBBIX KHIDKEK, X XPaHEHHIO.

Paznen 3 3ausitue 8. Homenkiarypa jes KaapoBoi ciy:k0bl. IIposooumca é ¢popme
Tema 3.1 NPAKMuUYecKo20 3aHAmMuUs, NPeonoazaem aAHaIu3 CUMYayUuOHHbIX 3A0AHU .
[TonsitTue HoMeHkymatypbl fen. CocTaBl€HHME HOMEHKIATYPhl €1 KaJIpOBOU
CITYKOBI.
Paznen 3 3ansitue 9. @opmupoBanue nei. Ilposodumca 6 popme npakmuueckozo 3a-
Tema 3.2 HAMUA, NPeononazaem aHaIu3 CUMyayuOHHbIX 3A0AHUIL.
TpeboBanus1, npeabsBisieMble K (POPMUPOBAHUIO A€ KaJAPOBOl CIyXKOBI.
PopMHUpPOBAHUE 3aTOJIOBKOB JEII.
Paznen 3 3ansitue 10. Ilopsigok MOATOTOBKH JOKYMEHTOB K APXMBHOMY XPAaHEHMIO.
Tema 3.3 Ilposooumca ¢ popme npakmuueckozo 3auamus, npeonoaazaem AHAIU3 CU-

MyayuoHHbIX 3a0aHUl.

[TonroroBKa IOKYMEHTOB K apXWBHOMY XpaHeHHWto. [losiHOe W dYacTUYHOE
odopmIIeHHE JIe.

[TpoBeneHNE SKCTIEPTU3HI ICHHOCTH IOKYMEHTOB.

4.4 Bua u ¢popma npoMeKyTOUYHOI aTTecTaluu
[TpoMexXyTOYHBI KOHTPOJIb TPOBOJMUTCS B BUJE TecTa (TI0 BCEMY KYpCY, BKIIIOYAsk TEMBI, H3Y-
YECHHBIC CAMOCTOSITEIIHHO) .

5. Ucnoib3yemble o0pa3oBaTe/ibHble TEXHOJIOTHH
Jlexuu ¢ MpoOIEMHBIM U3JI0KEHUEM, 00CYX/IeHNE KOHKPETHBIX CUTYallul, KEHCHI.
Honsa 3anamuii ¢ ucno1b306aHUEM AKMUGHBIX U UHIMEPAKMUBHHIX MEMOO0E COCMABNAECH

52%.

6. OueHoYHbIE CPEACTBA IS TeKYLIero KOHTPOJIS yCIeBaeMOCTH, IPOME:KYTOYHOM aT-
TeCTAIMM MO UTOraM OCBOEHHS JUCIHHUIJIMHBLI U Y4eOHO-MeToAuvYecKkoe odecriedeHne camo-
CTOSITEJIbHOI Pa0OTHI CTYyIEHTOB

6.1. Texkymuii KOHTPOJIb

Texyiuit KOHTPOIIb PEKOMEHYETCSl OCYILIECTBISATh B COOTBETCTBHH C pa3pabOTaHHOU peii-
THUHTOBOM CUCTEMOM IO JTUCIUTUINHE:

KoHTponbHBIE MEPONIPUATHS 110 TUCIUILIIHE KommgectBo | Pa3genst U TeMBI JUCIUTUIN-
0aioB HBI
1. AyauTt JOKanbHOTO HOPMATHBHOTO aKTa 0-10 Paznen 2.
OpraHu3aIu Tema 2.1
2. ®opMHpOBaHHWE JIMIHOTO JeNla paOOTHHKA 0-10 Paznen 2
Tema 2.3
3. AyauT TpyaoBOrO JOTOBOpa 0-10 Paznmen 2
Tema 2.5
4. OdopmieHne TUUYHON KapTOUKH 0-5 Pazpen 2
Tema 2.4
5. TloaroToBka KaJapoOBBIX JIOKYMEHTOB IO 0-10 Pazpmen 2.
YBOJIBHEHUIO Pa0OTHUKA MO Pa3IMYHBIM OC- Tema 2.4
HOBaHUAM (TI0 WHUIMATHBE PaOOTHHKA, pa-
6oTtonarens, OOCTOSATENbCTBAM, HE 3aBHUCS-
IIMM OT BOJIK CTOPOH)
6. 3anmanme «l3ydyaeM HOPMAaTHUBHO-IIPABOBYIO 0-5 Paznen 2
0a3y, periaMeHTUPYIOUIYIO MOPAIOK PaOOTHI Tema 2.5
C TPYAOBBIMH KHHKKAMI»
7. 3anmaHue «AHanM3 HOMEHKIJIATYPHI JCII» 0-10 Paznen 3
Temsr 3.1




6.2. O0pa3ubl TECTOBBIX H KOHTPOJILHBIX 3a/JaHUil TeKYIIero KOHTPOJIA

[Tpumep ogHOTO M3 BapHaHTOB TECTOBOTO 33/IaHUSI U KOHTPOJIBHOH paboThI 1o TeMe «Bene-
HUE TPYIOBBIX KHUKEK»:

1. B mpyoosyro KHUICKY HeobX00UMO 8HeCmu 3anuUcu.

- B JIeHb IIOCTYILJIEHUS pabOTHUKA HA paloTYy;
- mocie 5 THel paboThl Ha PEANPUSITHH;
- 110 OKOHYaHWH HCIBITATEILHOTO CPOKa.

2. Pabomuux obpamuncs é kaoposyro ciysucody ¢ npocv0oil evioams 0yOIUKam mpyoosotl
KHudtcku. OOHAKO KAOPOBUK 356U, YO OYOIUKAMbl 8b10AI0MCsL pAOOMHUKAM MObKO 8 meye-
Hue 200a nocie ysoavHenus. [Ipasomepuvl 1u maxue saneienus? Yxascume cpox evioauu 0yo-
JUKama mpyooeou KHUMNCKU.:

- 15 nuen

- 5 nHen

- 1O

- CpPOKH HE YCTAHOBJICHBI, JYOJIUKAT OYJCT BBIITUCAH TOCIIC MPEIOCTABICHUS BCEX CIIPABOK

3. Ilpu yeonvheHuu compyonux OOJHCEH 3a8epUump C80e CO2NACUe C NPOU3EEOCHHbIMU 3aNU-

camu 8 e2o mpyoo8oll KHudicKe cgoell noonucwro. Kax amo oenamo na npakmuxe?

- TMOCTaBUTh CBOIO MOIKCH TOJ] 3AIUCHI0 00 YBOJbHCHUU

- TOCTaBUTh CBOK TOJIKCH MO TMOAMKMCHIO JTOJHKHOCTHOTO JIMIA, TOIHCABIIETO TPYJIOBYIO
KHIDKKY B paznenax «CeneHus o padbote», «CBeIeHHs O MOOIPEHUN»

- MOCTaBUTh CBOIO TMOJIKCH B JINYHOM KapTOUKE

4. Compyonux yso/ien 3a cucmemamuyeckoe omcymcmeue Ha pabome 0e3 Y8axcumeibHbix
NPUYUH U Haoexcawe2o oopmierus ceoeeo omcymemeus. I1o motl sice npuuurne epyuenue emy
MpPYO0BOU KHUINCKU He NPedCmasisaemcs 603MoxcHbiM. Kak npasuibHo nocmynums 6 maxou cu-
myayuu?

- OTHPABHUTH YBEIOMIICHHE O HEOOXOAMMOCTH SIBUTHCS 32 TPYIOBOW KHIKKOU TI0 ITOYTE
- OTHPABHTH IO MOYTE, MPEIBAPUTENHHO MOJTYIHB COTTIAaCUE pabOTHUKA

- XpaHHTH €¢ Ha MPEANPHUATHHU B TCUCHUE 2-X JIET, 3aT€M C/IaTh B APXUB

- MOMPOCUTH POJACTBEHHUKOB 3a0paTh ee

5. B kakux 0okymenmax pabomHuk 00JIHceH NOCMAsUms 8010 NOONUCHL NPU YEOJIbHEHUU?
- B TPYJIOBOM KHIKKE
- B €ro JUYHON KapTOUYKe
- B Kuure yuera nBmkeHUs TPYIOBBIX KHIKEK U BKIQIBIIICH K HUM

6. Ilpu opopmnenuu 6 mpyoosou KHUNCKe 3anUc 0 nepesooe COmpyOHUKA 8 DYXeaimepuro
U Ha3HA4eHUuu e20 Ha OONHCHOCMb KACCUPA UHCHEKMOP CIYHCObL Ka0po8 ouudcs u eHec Hegep-
HOe HAa36aHue HOBOU OOJIACHOCMU: éMecmo doichocmu "kaccup” nanucan "oyxearmep". Kaxum
obpazom credyem uUcCnpasumes HegepHylo 3anucv? Hanuwume npagunvHylo Gopmyauposky.
Heoocmarowue ceedenus 6nucams camocmosmenbHo.

1. Bnpase nu rxaodposas cnyscba mpebosamv npuodpemeHuss coOmpyOHUKamu mpyoosbix
KHUdMCeK 3a ceoli cuem? Kaxum obpazom smo opopmnsiemcs?
- HET, 00s3aHHOCTh 00ECTICYCHHS TPYAOBBIMA KHHKKAMH JIKHUT Ha paboTomaresne
- J1a, paboTo/aTeNh MOXKET B3bICKATh CTOMMOCTh TPYIOBOM KHMXKHU C paOOTHUKA
- JIpyrou OTBET
8. Ha pabomy 6 opeanuzayuio ycmpaugaromcs Moioovle CReyuaiucmol, OKOHYUSUUE 8blC-
wee yuebroe 3asedenue. Kakyro 3anuce 6 mpyoosyro KHUMNCKY (8 pazoen «ceéedenus 0 pabome)
HeoOX00UMO GHECTU.:
- cBezeHUs 00 00y4eHUH B By3€ C YKa3aHUEM IMepruoaa o0ydeHHs
- CBEJICHHS O MpUEME Ha padboTy




9. Ob6s3an au pabomooamensb 6bl0amb pAOOMHUKY HA PYKU MPYOOSYIO KHUJICKY NO €20

npocwvoe.

- na

- J1a, 10 TUCbMEHHOMY 3asIBJICHHIO paOOTHUKA
- HET, TOJbKO KOTIHIO

KonTposbHas padora. 3ani0IHUTh TUTYJIbHBIN JIUCT TPYIOBOW KHUXKKHU U pa3iel
«Caenenust o padore» ¢ 02.02.2015 mo 18.12.2016 Ha ocCHOBaHUU CIEAYIOMNX TAHHBIX.

Bbl pabotaere HauanpHuKOM oTaena kaapoB OO0 «BOCTOK». Bam Heobxomumo odop-
MUTh TPYAOBYIO KHIDKKY Ha MBanoBy Ombry [laBnoBHY, KOTOpasi MpUHUMAETCs Ha paboTy ¢ 2
despans 2015 roga, 1980 roma poxaenus (29 anpesst), ydamascs Ha 4eTBEpTOM Kypce B MpkyT-
CKOM TOCYIapCTBEHHOM YHUBEPCHTETE, Ha JOJKHOCTH MPOJABIA C MCIBITATCIBHBIM CPOKOM 3
Mecsia, Ha ocHoBaHuu mprkasza Ne 23k ot 29.01.2014 rona.

1 aBrycra 2015 roma npuHOCUT CBUAETENLCTBO O Opake Ne324 ot 15.07.2015 r., rae ykasa-
HO, YTO OHa NoMeHsia ¢pamunuio Ha [leTpoBy.

5 mtonst 2016roma mpuHOCKT AUIUIOM O BhiciieM oOpazoBanuu Ne BK-345234 ot 15.06.2016
I., TI€ yKa3aHo, 4TO €d MPUCBOCHA KBalU(UKALKI MEHEIXepa M0 CHeHUaNbHOCTH «MeHemxK-
MEHT OpPTaHU3aIHH».

24 oktsa0ps 2016r. mepeBoAUTCS B KOMMEPYECKHUM OTIE] Ha JIOJDKHOCTh MEHEKepa Io
npoaaxam (mpukas ot 24.10.2016 r. Ne 342k).

18 nexabps 2016 rona yBosbHsIeTCA 10 COOCTBEHHOMY KEJIAHUIO HA OCHOBAaHUU Ipuka3a Ne
234 x ot 18.12.2016 r.

Jlannast paboTa MPOBOAUTCS MUCbMEHHO HA MPAKTUYECKOM 3aHATHUU. {7 yCHEmHOro BbI-
MOJTHEHUST pabOThI OT CTY/ICHTa TPEOYETCs MOCEIICHHE JISKIHIA 110 TeMe, TIOCEIICHHE, MTOATOTOB-
Ka 1 paboTa Ha MPAKTHUYECKUX 3aHATHUSX 10 TeMe «BeneHne TpyaoBOi KHUKKUY.

6.3. IlpumepHas TeMaTHKA KeliCOBBIX CUTYalIUi

Haspanue | Llenb Bomonnenus | TpeOoBaHus, Meroandeckue yka3aHus K BBIITOJIHE-
KeMCOBOU NIpEIbABIISIEMBIE HUIO
CUTYyalHU K COIEp/KaHHIO
1 0(hOpMIICHHUIO
«Uneanpubiii | YcBoenue Tpebo- | Heobxommumo [Ipy BbBINOJHEHUH 3aAaHUs CIEIYET
JOKYMEHT» BaHUM, MpenbsBIA- | COCTaBUTh HJe- | BHIOpaTh JJIS aHAIM3a OpraHU3alOoH-
eMbIX K odopmiie- | ambHO  O(OpM- | HBI MM pacloOpsIUTENbHBIA JJOKY-
HUIO OpraHu3aly- | JIGHHBIM  JOKy- | MEHT OpraHu3auuu, opOpMHUTH €ro B
OHHO- MeHT. 3amanue  coorBerctBuu ¢ ['OCT P 7.07.97-
pacriopsauTenbHoi | BeimonHsAercss B | 2016. Bo3moxxkHO — Hcmonb3oBaHHE
JOKYMEHTAINH, MICBMEHHOMN YIJI0BOTO WM IPOJOJIBHOTO
PaCITOJIOKEHUIO bopme PacoIOKEHNS PEKBU3UTOB.
PEKBU3UTOB Ha
OJ1aHKe JIOKyMEHTa
Aymutr 1py- | Ilpnobperenue Bemmonnsiercss B | [lpu BBIMONHEHUWH 3aJaHUs HEOOXO-
JIOBOTO  J10- | IPAaKTHYECKUX MICBMEHHOMN JUMO TPOAHAIU3ZUPOBATh TPYLOBOM
roBopa HaBBIKOB  coOCTaB- | (JOpMe ¢ yKaza- | JJOTOBOp Ha TpeaMeT 1) oTpakeHHs
JEHUs  TPYHOBBIX | HUEM BCeX | 00s3aTeNbHBIX M JIOMOJHUTENIbHBIX
JIOTOBOPOB OIMOOK, JIOMy- | YCIOBUHM, MPEIyCMOTPEHHBIX CT. 57
MIECHHBIX npu | TK  P®; 2) mnpaBuiabHOCTH €ro
COCTaBJICHUHU odopmienus B coorBeTrcTBUU ¢ ['OCT
tpymoBoro go- | P 7.07.97- 2016. Ilpu oueHke
roBopa CTPYKTYPBI M COAEPKAHUSA TPYAOBOTO
JIOTOBOPa MOKHO PYKOBOJCTBOBATHCS
TaKUM HOPDMATUBHBIM  JIOKYMEHTOM,
Kak [Tpuka3z MunucrepcTBa




HCHUA W COLUAJIBHOTO pPa3BUTHUA.

Aynur

KaJIbHOTO
HOpPMATHUB-

HOIrO  aKTa
OpraHu3aIuu
o pabore ¢
MepCOHANb-
HBIMUA  JaH-
HBIMU pa-
OOTHHMKOB

JI0-

[Tpuobperenue

MPaKTHYECKUX

HaBBIKOB  COCTaB-
JIEHUs JIOKAJILHOT'O
HOPMaTHUBHOTO aK-
Ta OpraHM3aluy B
COOTBETCTBUU c
JCUCTBYIOIIUM 3a-
KOHOIATEIILCTBOM

Bremonasercs B
MMMCHbMEHHOMU
dbopme c ykaza-
HHEM OCHOBHBIX
OlMOO0K, J0Mmy-
IIEHHBIX npu
COCTaBJICHUU
HOPMaTHUBHOTO
aKTa

Heo06xoauMo 03HaKOMUTBCSI ¢ HOpMa-
TUBHON 0a30#i, perjJaMeHTHpYoIeh
paboTy C TNepcoHaIbHBIMU JaHHBIMU
pabOTHUKOB, MPOAHAIU3UPOBATH HOP-
MaTHBHBIM aKT Ha MpPEIMET COOTBET-
CTBUSL TpeOOBaHUSAM 3aKOHOJATEIb-
ctBa. [lpu BbIMONHEHUU 3a7aHUSA
MOKHO PYKOBOJCTBOBAThCS IpUMe-
poMm ananmsa [lomoxxenust o pabote c
MEPCOHATBHBIMA  JITAHHBIMH, TIPUBE-
JIeHHOM B ctathe ABTymko A. Ilomo-
JKEHUe o padboTe ¢ MepCOHAIbHBIMU
JTAHHBIMH pPAaOOTHHUKOB: KaKHUM €My
obite? / A.ABrymko // CrnpaBoYHHK
kanpoBuka. 2017. Nel. C.112-124.

6.4 IlpumMepHbIe TeMbl MUCbMEHHBIX PAa0OT, KPUTEPUH
IIpumepHbIii NepeyeHb TeM MUCbMEHHBIX PadoOT:

OICHUBaAHUA

CoNoOA~RWNE

[UH.

CoBeplIeHCTBOBAHUE KaIPOBOTI0 00ECIEUEHUSI CUCTEMBI YIIPABICHUS EPCOHATIOM.
[ToBermenue 3¢ (HeKTUBHOCTH KaJIPOBOTO JIEIOPOU3BO/ICTBA.

AHaiu3 KagpoBoro JOKYMEHTO000pOTa Ha MPeIIpUsTHH.

AyZIuT JTOKaJIbHBIX HOPMATUBHBIX aKTOB OPraHU3aLIUU.

CoBepIIeHCTBOBAHNE COCTABICHUS I'pauKa OTIYCKOB.

MecTo kaipoBOro IeJI0NPOU3BOJCTBA B CUCTEME YIIPABICHUS IEPCOHATIOM.
Pa3paboTka cucTeMbl KaJJpoBOM JJOKYMEHTAIUH.
Pa3paboTka ITaTHOro pacnucaHus.
JlokyMeHTallbHOE o0ecredeHne IeITeIbHOCTH KaIpOBOi CIIy»Obl KOMMEpYECKOil opranuza-

10. OueHka npaBUIIBHOCTH XPaHEHUS U CUCTEMATH3allMK JOKYMEHTOB KaJIpOBOM CITY>KOBI.
11. OueHka mpaBMIIBHOCTH BEIEHUS W XPAHEHHUS TPYOBBIX KHIDKEK OpPTraHU3aIHH.

12. Ayaut xaapoBoii JOKyMEHTAllUU OpraHU3aI|H.
13. Ayaut yBoNbHEHUH.
14. Ananu3 coOJr0JeHUs HOPM TPYIOBOIO 3aKOHO/IATENIbCTBA IPU 0(OPMIIEHUH JABMKEHUS Kaj-

poB

15. Pa3paboTka HOMEHKIJIATYphI JIe]T KaJpOBON CITYKOBI.

16. Ananu3 conepkanus 1 opOPMIIEHUS TPYAOBBIX JOTOBOPOB OpPraHU3ALINU.

CryneHTtam mpejuiaraetcsi BO3MOXHBIA NEpeueHb TeM MUCbMEHHBIX paboT. Bo3zmoxkHO
TaKxke 0oJiee y3kas WM OoJiee MUPOKas HHTEPIpPETalns TEMbI U3 MPEII0KEHHOTO TepeyHs,
€CJIM y MarucTpa MMeeTcs MPakTUIECKUI MaTepHUall IO TAHHOU TEME.

3ammTa NuCbMEHHON paboThl MPOM3BOAUTCS B YaChl KOHCY/IbTALMI MPEroiaBaTes.
Cucrtema OIIEHKM TUCbMEHHON pa0OThl BKJIFOYAET OLIEHKY COJepKaHus paboThl, ee 0(hopMIIeHNE
u 3anmty. OneHuBaercs padboTa Mo CiIeyIoUIM KPUTepUsIM:

1. PACKpBITHE TEMBI, JOKA3aTEIBHOCTh BHIBOJIOB,;

2.

JIOCTaTOYHOCTh MPAaKTUYECKOr0 MaTepuana, Hajauuyue rpapukoB, TabIul,

auarpamm, (opM CTaTUCTHUECKOW OTYETHOCTU NMPEATPUSITHS;




3. 000CHOBaHHOCTb PEKOMEHJIAIMH, MoApoOHas pa3paboTka XOTd ObI OJHOTO-
JBYX MPEUIOKCHUH 1O TeMe (PEeKOMEHAALUH HE JOJDKHBI HOCUTH TOJBKO OINUCATEBbHBIN

KYPCOBO# pado-
Thbl, X 00bEM

Xapak-Tep);
4. CaMOCTOSITENIbHOCTD U3JI0KEHHUSI, HATMYUE COOCTBEHHBIX
CYXKJICHUH;
5. KayecTBO 0opMIiIeHHs pabOThI U CIIUCKA JINTEPATYpPHI;
6. T'paMOTHOCTb, CTUJIMCTUYCCKAA IPABUIIBHOCTDH
TEKCTa;
7.yBEepEeHHOE BJIaICHUE MAaTEPUAIIOM IIPH YCTHOM
3aluTe.
CTpyKTypa NUCHbMEHHOH padoThl
CTpyKTYypHBIE Conep:kaHue CTPYKTYPHBIX 3J1IeMEHTOB TUCbMEHHbIX PadoThI
3J1eMEeHThbI

Beenenune ObocHoBaHME BBHIOOpA TEMBI, €€ aKTYaJIbHOCTD, IIeTb U 3a7a4ll HcCe-

(2-3 ctp.) JIOBaHUSI, CTPYKTypa pabOTHI.
1 rnaBa — teo- 0O06001at0TCs TEOPETUUECKHE U HOPMATUBHO-3aKOHO/1aTEIbHbIE HCTOY-
pernyeckas HUKH, BBIABISIOTCS IUCKYCCHOHHBIE U CIIOPHBIC ACHEKTHl M3y4aeMOH Ipo-
(12-15 ctp.) | Gembl, IPUBOAMUTCS OLEHKA OTEYECTBEHHOIO OIBITA B U3ydaeMon OOJIacTH.
I'naBa pa3obuaercst Ha naparpagsl. OOs3aTeNbHbl CCHUIKM HA UCHOJb3Ye-

MYIO JuTeparypy!

2 rinaBa — I'maBa OCHOBBIBAaETCSI Ha aHAIN3€ JAHHBIX KOHKPETHOI'O MPEANpPHUSTUS
aHaUTHYeCKas | (opraHuzanuu). JTa IiaBa J0JDKHA CoJepKaTh TaOMuUIlbl, rpaduku, pUcyH-
(12-15ctp.) | KM, WUTIOCTPUPYIOLIME aHATM3UPYeMbIii Bompoc. [aBa pa3duBaeTcs Ha

naparpadsl.

3 rmaBa — pe-

O6H_II/Ie BBIBOJIBI U TIPEIJIOKCHUA 110 PCIICHUIO MOCTaBJICHHOU HpO6J’IC-

KOMEHJaTeIbHast | Mbl. JTa rllaBa MOXKET He pa3duBaThcs Ha naparpadsl. [ maBHOE TpeOoBaHUE
(7-10 ctp.) — PEKOMEHJAIMHU JIOJKHBI HOCUTh KOHKpPETHBIM xapaktep. Heobxomumo

6omee moipoOHO pa3paboTaTh XOTs ObI OJTHO — JIBA MPEJIOKEHUSI.
3akiro4YeHue [TonBenenue UTOTOB cAeNaHHON PabOTHI, KpaTKUe 0000IIEeHUS IO Kaxk-

(2-3 ctp.) JIOH Ti1aBe, HauOoJIee Ba)KHBIE BHIBOILI.
Crucok nure- Cnucok MCHOIb3yeMOH IUTEpaTyphl BKIIOYAET BCIO MPOPAOOTAHHYIO
paTypsl HAY4YHYIO JINTEPATypy MO TEME HE3aBUCHUMO OT TOTO, C/IeTIaHbl Ha Hee CChLI-
ki win HeT. CIMCOK JIOJDKEH BKITIOYAaTh HE MeHee 15 MCTOYHWKOB JIMTEpa-
Typbl. CITUCOK JIUTEPATYPHI JODKEH BKIIOYATh YICOHUKH U yIeOHBIC TTOCO-
Oust, )KypHaIbHBIE CTaTbH. MOTYT HCIONB30BaThCs pecypcsl Internet, mpu
ATOM OHHM TaK)K€ BKIFOUYAIOTCS B CIIHCOK JIUTEPATYPHI, a B TEKCTE JIelaeTcs
CCBIIKA.

[TpunosxxeHus [TepBu4HbIE JOKYMEHTHI TPEINPHUATHHA, JTOMOJHUTEIBHBIC TaOIUIIBI,

rpaduKu, Ipyrol BCIOMOTATENbHBIM MaTepuall, Ha KOTOPBIH HMeEEeTCs
CCBUIKA B TEKCTE.

6.5. MeTonnyeckue yKa3aHusi 0 OPraHNU3alUM CAMOCTOSITEILHOM
pabotbl CamocTosiTenbHass paboTa 3aKIIF09aeTCs:

- B CaMOCTOSATEIBHOM TOATOTOBKE CTyAEHTAa K JIEKIUH —

YTCHHUEC KOHCIICKTA

MPEAbIAYIIEH JIEKIMHU. DTO TIOMOTAET JIydllle MOHATh MaTepuai HOBOH JIEKIIMU, OMUPAsCh Ha
MpEeALIECTBYIONIME 3HaHUsA. B Hayaime JIeKIUMU MPOBOJUTCA YCTHBIM WM NHCbMEHHBIN
9KCIIPECC-ONPOC CTYAEHTOB IO COAEP/KAHUIO IPEABITYIIEH JEKIUY;

- B ITIOATOTOBKE K MPAKTUYECKUM 3aHATHSAM I10 OCHOBHBIM M JIOIOJIHUTEIbHBIM
HCTOYHUKAM JINTEPATYPHI;




- B BBINTOJIHEHHUH JIOMAIIHUX 3aJaHMM;
- B CAMOCTOSITEIbHOM HM3YYCHHH OTICIBbHBIX TEM WJIU BOMPOCOB MO YUYCOHUKAM WITU
y4e0-HbIM ITOCOOUSM;
- B BBINIOJIHEHUH KOHTPOJIbHBIX MEPOIPUATUI 110 AUCIUILIMHE;
- B IOATOTOBKE U PELICHUH KEHCOBBIX CUTYaLIH.

6.6. IIpoMe:KyTOUHBI KOHTPOJIb

[TpoMeXyTOUHBI KOHTPOJIb MPOBOJMTCS B BHJIC 2 3aueTHOro Tecta (Mo BCeMy Kypcy,
BKJIIOYasl TEMBbI, H3yYCHHBIE CAMOCTOSTENIFHO) B 2 ceMecTpe. MakCHUMalbHBIA 0aul 3a YCTHBIH
OTBET WU TecT cocTaBisieT 40 6aoB.

Jlomyck K 9K3aMeHY — BBIINIOJIHEHHE KOHTPOJIBHBIX Meponpustuii 1-7. PeiituHronas oneHka
[0 AMCLUUIUIMHE CTAaBUTCS HA OCHOBAHUH NMPABHIILHOTO PEUICHUS CHUTYAllMOHHBIX 3aIaHUHN, yCT-
HOTO OTBETA, a TAKXKE ydeTa OaIoB TEKYIET0 KOHTPOJIS.

[TpoMexyTOUHBIN KOHTPOJIb B ()OPME YCTHOTO 3a4eTa.

OO0pa3ubl TeCTOB, 3a1aHUI

1. Vkaosxcume, na ocnosanuu kaxux 0OKyMeHmMOo8 Moxcem Oblmb U30aH NPUKA3 NO TUYHOMY
cocmasy

d. Ha OCHOBAHMM 3asIBJICHUS

b. Ha oCHOBaHHHM TPYIOBOTO IOTOBOpA

C. Ha OCHOBAHWHU JOKJIATHOM 3aIIUCKU

d. Ha OCHOBaHWH aKTa

2. B mpyooeoiui kHudicKe 3anucs 00 Y8ONbHEHUU OCYUEeCMEIAEeMCs CO CCLIKOU HA COOMBen-
cmeytouue

d. TOAIYHKT, YHKT, 4acCThb CTaThH, cTaThi0 TK P® mim qpyroro 3akoHOAAaTENIBHOIO aKTa

b. moamyHKT, MyHKT, 9YacTh cTaThu, ctarhio 77 TK PD

C. Ha MOJMYHKT, ITyHKT, 4acTh cTaThH, cTaThio 77 TK P® (3a uckiatoueHuem .4 u m.10)

3. Venosua mpyoosoco 0ozo6opa mozym Ovimo

a. o0s3aTeIbHBIMU

b. cymecTBeHHBIMU

C. HCCYHIECCTBCHHBIMH

4. JlononHumenvHoe coenauieHue Kk mpyoogomy 002080py

a. umeer yHu(purpoBaHHy0 popmy Ne T-11

b. cocraBnsercs B mponu3BOIbHOMN (opme

5. Haumenosanue npogheccuu, 00IHCHOCMU, CREYUAILHOCU PAOOMHUKOE NPeOnpusimus
Modicem oCcyujecmensimovCs Ha OCHOGAHUU

a. Enunoro TapudHo-kBanu(puKalMOHHOTO CHpaBOYHHMKA paboT U mpodeccuil pabouux

(st paboumx)
b. KanudpukannoHHOTO CIIPaBOYHHKA PYKOBOIUTEINEH, CIEIUATMCTOB U CIyXKAIuX (st
CITYI)KaIIINX)

€. Oo6mepoccuiickoro kinaccudpukaropa npodeccuii, T0DKHOCTEN U TapuPHBIX pa3psIoB

d. IlltaTHOrO pacnucanus

e. Jpyroe (4To MIMEHHO)

6. Ommemvme KracCUPUKAMOPLI, KOMOPbIE UCNOALIVIOMCA NPU 3ANOIHEHUU TUYHOU Kap-
mouxu T-2?

1. OKOHX 4. OKIIATP 7. OKYI
2. OKMH 5. OKCO 8. OKIIO
3. OKJII 6. OKATO 9. OKVYH

7. Jluunoe oeno -

a. IlepedyeHb TOKYMEHTOB, KACAIOMIMXCS OJHOTO paOOTHUKA

b. TlepedyeHb MOKYMEHTOB, OTHOCSIIMXCS K OJHOMY HAlpaBJICHUIO IEATCILHOCTH PabOTHU-
Ka, TOMEIICHHBIX B OTJCIBHYIO 00JIOKKY



c. Ilepedens nen ¢ ykazaHUEM CPOKOB MX XpaHEHUS
8. Vkaoicume kaoposvie scypnanvt, komopwvie umerom yHupuyuposauuyo popmy
a. Kuura yuera IBM>KEHUS TPYAOBBIX KHIKEK M BKJIAJIBIIICH K HUM



b. XKypnan ydera TpyI0BBIX JOTOBOPOB
c. Kypnan yyera MeponpusaTUi IO KOHTPOIIO
9. Ommemovme doxymenmol, Komopbvie 0053aMenIbHO COCMABIAIOMCA NPU npueme Ha pabomy
a. TpynoBoii 1orosop
b. Tlpuxka3z o mpueme Ha pabory
C. 3asBiIeHHE 0 mpueMe Ha padboTy
d. TI'padux ormyckoB
10. Onpeodenume, xkaxas npoyeoypa, 8vlnoHsemas npu opopmienuu 0ei Kaopoeoul CLyic-
Ootl neped coauetl ux 8 apxus, OMCymcmeayem 6 NPUEeOeHHOM nepedne.
[Tepemer nena.
Hymepanus nucros nena.
CocraBiieHre BHYTpEHHEH OIKCH JOKYMEHTOB JIEla.
BHecenne yrouHeHHid B PEKBU3UTHI O0JIOKKH JIea.

20 o

IlepeueHb BONPOCOB K IK3aMeHY:

1. TloHsATHE cUCTEMBI TOKYMEHTAIMOHHOTO 00ECIIEUEHHs YIIPABICHHUS TIEPCOHAIIOM.

2. TpeboBanus, npeabsaBisieMble K 0QPOPMICHUIO PEKBU3UTOB KaJIpOBOH
nokymenrtanud. 3. [lpumaHue JOKyMEHTaM IOpUIIYECKON CHIIBI.

4. Tlopsgok 06pabOTKU M PETUCTPALIMU TOKYMEHTOB, UX WHICKCAIUH.
Perucrpannonnsie GopMBbI TOKYMEHTOB U MX 3alIOJHEHUE.

5. KoHTpoinb uCoIHEeHHs TOKYMEHTOB.

6. Kraccudukanus kaapoBbIX JOKYMEHTOB.

7. Otnuyus B MOATOTOBKE MPHUKA30B MO JIMYHOMY COCTaBY U MPHUKA30B MO OCHOBHOM
NEeSITETTHHOCTH.

8. HopmaruBHo-mMeToauueckas 0a3a, perJaMeHTHPYONas MOJrOTOBKY KaJpOBOM
JIOKYMEHTAIIH.

9. IIpocTble U COXHBIE TPUKa3bl: 0COOEHHOCTH OPOPMIICHHS.

10. [TonsiTMe TPYIOBOTO JIOTOBOPA, 00S3aTENBHBIX M JOMOJHUTEIHHBIX YCIOBHMA
TPYAOBOTO JI0IOBOPA.

11. IlpaBuna oopmieHUs: peKBU3UTOB TPYAOBOIO JOTOBOPA.

12. OcoGeHnHoCTH 0OpMIIEHUS KypHAJIa PETUCTPALIMH TPYIOBBIX J10TOBOPOB.

13. CoctaB 1OKYMEHTOB, TpeOyeMbIX OpraHaMu HaJ30pa U KOHTPOJIS MPHU MPOBEIECHUU
POBE-POK.

14. Odopmienue npoueaypsl MPOBEPKH KaAPOBOK JOKYMEHTAINH.

15. Oco0eHHOCTH COCTaBJICHHUS )KYpHAJIa y4eTa MEPONPUSATHIH 1O
KOHTpouTr0. 16. Butbl IpoBepok.

17. OTBeTCTBEHHOCTH paboTOAATEN U (PU3MUECKHX JIMI] HA HEHAJIeXkKAalllee COCTOSIHUE
KaJpOBOM TOKyMEHTAIIHH.

18. HazHayeHne HHCTPYKIMHU 10 JOKYMEHTAIIHOHHOMY 00€CIICUEeHHUIO YIIPaBICHUS
nepconaioMm. CocTaB pa3zeinosB.

19. OcobenHocTH pa3pabOTKH U COCTABIEHUS IITATHOTO PACITUCAHMSL.

20. [TpaBuna BHYTPEHHETO TPYAOBOTO PACTIOPSAKA: Ha3HAYCHUE U TIOPATIOK O(OPMITCHHUS.

21. IlepconanpHble JaHHBIE paOOTHUKA: COOp, XpaHEHUE, OTBETCTBEHHOCTD 32
JIOCTOBEPHOCTh U HE3aKOHHOE PAaCIPOCTPaHEHHE.

22. OcHOBHbIE HOPMATUBHO-TIPABOBbIE AKTHI, PETJIAMEHTUPYIOIINE Pa0OTy C TPYIOBBIMU
KHIKKaMH paOOTHHUKOB.

23. TIpaBuna opopMIIeHHS TPYIOBBIX KHMXKEK, BHECEHHS JONOJIHEHUS U UCIIPABIICHUI B
HETPaBUILHO BHECEHHBIE 3aIHCH.

24. Tlopsinok BbIAAYU TPYJOBOM KHUKKHU
pabOTHUKY.

25. BKimazpIl B TPYIOBYIO KHUXKKY.



26. Boiiauya qy0snkara TpyJOBO KHIKKH.
27. Ydert IBUXEHUS TPYAOBbIX KHM)KEK U BKJIQJIBIIIEH K HUM.
28. Oopminenue npuema paboTHUKOB. COCTaB JOKYMEHTOB, TPEOYEMBIX MPU HpUEMe
Ha pabo-Ty.
29. OdopmieHue nepeBoia paOOTHUKOB Ha JAPYTYIO
pabory
30. OdpopmiieHre mpoLeaypbl KOMaHIHPOBAHUS
PaOOTHUKOB.
31. OdopmiieHue oTIrycKa.
32. IIpaBuia v CpOKH MOATOTOBKH rpaduka OTITYCKOB
(bopma T-7).
33. OdopmiieHne nporeaypsl YBOIbHEHUS PAOOTHUKOB
34. OcoOeHHOCTH COCTaBICHUS! YHU(PUIIMPOBAHHBIX (POPM MPUKA30B MO JIUIYHOMY
COCTaBy.
35. ®opmupoBaHue U BeieHUE JTUYHBIX Jied. CocTaB JOKYMEHTOB JIMYHOTIO Jea.
36. Benenue nuunbIx kKapTouek. [IpaBuia BHECEHHS UCTIPABICHUI B TMYHbBIE KAPTOUKH.
37. Ilonsatue HOMeHKIATyphl Aen. [lopsnok cocTaBieHUss HOMEHKIATYpPhI el
KaJIpOBOM CITyXkOBI.
38. TpeGoBaHusi, NpeabIBISIEMBIC K 3ar0JIOBKaM JeJ. DJIEMEHThI
3aroJIOBKOB JIeTI.
39. Ilopsinok popmupoBanus aen. [IpuzHaku rpynnupoBKU JOKYMEHTOB B
nena.
40. TTopsIOK MOATOTOBKH JOKYMEHTOB K apXMBHOMY XPaHEHHUIO.
41. Knaccuduxkamusi JOKYMEHTOB MO CPOKaM
XpaHEHHS.
42. YacT4HOE U MONHOE O(hopMIIEHUE JIe.
43. Cocrasiienue u 0(hOpMIICHHE OTTUCEN JIE.
44. Opranu3zanys NpoBeJeHNs IKCIIEPTH3bI IEHHOCTU JOKYMEHTOB.
45. AaMuHMCTpaTHBHAsI OTBETCTBEHHOCTh 32 HapyllIEHHE JACHCTBYIOLIETO
3aKOHOJATENLCTBA TI0 APXUBHOMY JEITY.
7. Y4yeOHO-MeTOAMYeCKOe M MHpOPManMOHHOe o0ecnevyeHne TUCHUIIIMHBI

7.1 OcHoBHas uTEpaTypa:

1.Tpynosoe npaBo [Tekcr] : yueOHUK a1l OakanaBpuaTa ¥ MaruCTpaTyphl : y4eOHUK JUTSL CTYACHTOB
BY30B, 00Yy4aIOIIMXCsI [0 IOPUIMYECKIM HarpasieHusM : [B 2 T.]. T. 1 : O6uias wacts / otB. pen. 1O. I1.
Opnosckuii ; [pea.-coct. E. C. ['epacumosa] ; Hau. uccnen. ya-t "Bpiciias mkosia 3KOHOMUKH'. - 2-€ U3].,
nepepad. u jor. - Mocksa : FOpaiit, 2016. - 285 c. - (bakanasp. Axagemuueckuii kypc). - ISBN 978-5-9916-
8544-3. - ISBN 978-5-9916-8546-7

2. TpynoBoe mpaBo [Tekcr] : mpakTUKyM : yueOHoe mocodue Juist By30B / mox pen. B. JI.

T'etfixmana, U. K. Imutpueoit ; [B. JI. I'eiixman u ap.] ; Poc. mpaBoBas akan., M-Bo roctutiuu Poc.
Denepanuu. - 2-e u3f., nepepad. u goim. - Mocksa : FOpaidt, 2014. - 290 c. - (bakanasp. ba3osslii Kypc). -
ABT. yKa3aHbl Ha 000pOTe THT. TUCTa. - bubauorp. B konne tem. - ISBN 9785991634205. - ISBN
9785969215108 : 310.31.

Ji1st OCBOEHUS TUCIMIUIMHBI MHBANUAAMHI M JIMLAMH C OTPaHMYEHHBIMU BO3MOKHOCTSIMU 370POBBSI
MMEIOTCS M3/aHUS B JIEKTPOHHOM BHUJIE B AIEKTPOHHO-OMOINOTEYHBIX cucteMax «Jlanp» u «FOpait»

7.2 lonoiHUTEIbHAS JIUTEPATYpa:

1. IlotamoBa, A.A. TpyzoBoe npaBo: camoe Baxxaoe / A.A. Iloranosa. - Mocksa : PI'-IIpecc, 2014. -
10 c. : cxem. - ISBN 978-5-9988-0249-2 ; To ke [Dnekrponnsiii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=336057



http://biblioclub.ru/index.php?page=book&id=336057

2. TpynoBoe npago. [Ipaktukym : yue6HOe mmocooue aiis By3oB / B. JI. I'efixman [u ap.] ; mox pen. B.
JI. 'eiixmana, U. K. iImutpuesoii. — 2-¢ u3n., nepepad. u gon. — M. : UzmatensctBo FOpaiit, 2018. — 290
c. — (Cepus : Maructparypa. Akagemudeckuii kypc). — ISBN 978-5-534-04155-2. Pesxxum nocryma :
www.biblio-online.ru/book/31A1336E-E89A-499E-AE6A-6905B41C8D31

7.3 llepuoanyeckue U3IaHUsl:

— XKypnan "Yupasienue nepconangom" [DneKTpoHHbIN pecypc] — Pexxum moctyna: http://www.top-
personal.ru

— XKypnan «Kagposuk» (panor.ru/journals/kadrovik/)

— OdunmanpHelii caiit HarmonansHoro corosa kaaposukos (http://www.kadrovik.ru)

— Hubopm. mopTan s CIENHMAIUCTOB 1O KaapaMm M yrnpasieHuto nepconainom (http://www.pro-

personal.ru/)
— kypHai «Pabora ¢ mepconarmom» (http://www.hr-journal.ru/)

7.4 TlepeyeHb pecypcoB HHGPOPMANIMOHHO-TeJIeKOMMYHHKAIIHOHHOH ceTH « AHTepHET»,
He00X0AUMBIX /ISl OCBOCHHSI AU CHUILIMHBI (MOAYJIsS).

1. http://www.hr-portal.ru/ - HR-moprai, pa3aen «Jlenonpou3BoacTBO»
2. http://www.kadrovik.ru/ - xaapoBslii moptan HanmoHalbHOTO CO03a KaJIpPOBHKOB,
CO-JIEPXKUT apXuB *KypHaaa «CrHpaBOYHHUK KaJIpOBHKa»
3. http://www.kdelo.ru/ - caiit xypuana «KaapoBoe aeino»
4, http://www.kadrovik-praktik.ru/ - »snektponHass OuOauoreka «[laker ms
KaJpOBHKA»
5. http://lwww.kapr.ru/ - caiit xypnana «Kaapbl mpeanpusTus»

8. MeTonuyeckue yKazaHus AJIsl 00yYAIOIIMXCS 10 OCBOCHUIO TUCHUIIIHHBI (MOTYJIs1)

ITo xypcy npenycMOTpeHO IPOBEACHHE JIEKIIMOHHBIX 3aHATHH, Ha KOTOPBIX JAa€TCd OCHOBHOM
CHUCTEMAaTH3UPOBAHHBIN MaTepHal, Ha MPaKTHIECKUX 3aHATHUSIX TPUMEHSIETCS] pa300p KOHKPETHBIX CUTYAIHH.
JIaHHBII METOJ UCTIOIB3YETCS IPH ITPOBENCHUHN CEMUHAPCKUX 3aHSATUM.

8.1 Ilepeyens HH(OPMATHOHHBIX TEXHOJIOTHIA.

— KomMmyHukanum co cTylneHTamH, @pOBEpKa JOMAllHUX 3aJaHuil, KOHCYJIbTAlUU
OCYILECTBIISIOTCS YepPE3 UHTEPAKTUBHO-00Pa30BaTEIIbHYIO CPEY.
— Hcnonb30BaHue 3JIEKTPOHHBIX PE3EHTALUN NPU NPOBEACHUN NPAKTHYECKUX 3aHITHHA.

8.2 IlepeyeHb HEOOXOAMMOI0 IPOrPAMMHOI0 00eCIIeYeHUsI.

— [Iporpammsl, eMoHCTpalu Buieo Marepuanos (mpourpsiarens «\Windows Media
Player»).

— [Iporpammbl 1151 IEMOHCTpAIUU U co3anus npe3enramuii («Microsoft Power Point»).

YHuBepcurer o0ecrneunBaeT BO3MOXKHOCTh CBOOOTHOTO HCIIOIh30BAHUS KOMITBIOTEPHBIX
TeXHOJOTHil. Bce KOMITbIOTEpHBIE KIIACChl YHUBEPCUTETA OOBEIMHEHBI B JIOKATHHYIO CETh, CO BCEX
y4eOHBIX KOMITbIOTEPOB UMeeTcs BbIXo B HTepHeT. ObecnieunBaeTcs JOCTYI K
nH(OPMaLIMOHHBIM pecypcaM, K 6a3aM TaHHBIX, B UNTAIbHBIX 3aJ1aX K CIIPAaBOYHOM U HAy4HOMU
JUTepaType, K MepuoINYECKUM U3JaHUSIM B COOTBETCTBHH C HAIIPaBJI€HUEM MOATroTOBKU. [Ipu
WCITOJIB30BAaHUHU AJICKTPOHHBIX n3nanui Kyol'Y obecrneunBaeT Kaxa0ro 00yJaromerocsi BO Bpemst
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CaMOCTOSITCILHOM IMOATOTOBKHU pa60‘II/IM MCCTOM B KOMIIBIOTCPHOM KJIaCC€ C BBIXOJ0OM B I/IHTCpHCT
B COOTBETCTBUH C 00BEMOM HN3Yy4aCMbIX JUCHUITIIINH.

B xoMIIBIOTEpHBIX KjIaccax UMeeTcs HeoOoxoauMoe mporpaMmHaoe obecrrieuenue: Windows 7, Office
13, Koncynbrant, ['apanT.

8.3 Ilepeuenb MHGPOPMANMOHHBIX CIIPABOYHBIX CHCTEM:

1. CrpaBouHo-npaBoBas cucrema «Koncynsrant I[Tnrocy (http://www.consultant.ru)

2. DnekTponnas oubnmoreunas cucrema eLIBRARY.RU (http://www.elibrary.ru)

3. DnekTpoHHas OuOmMoTevHas cucrema "YHuBepcuterckas oubmmoreka ONLINE" -
http:// www.biblioclub.ru

4. DiexkTpoHHas OubinoreuHas cucremMa uznarenscra "Jlans" - http://e.lanbook.com/

5. OnekrpoHHas OubanoTeuHas cucrema "Anbdykc"- http://ibooks.ru/

6. Scopus - MYJIbTUAUCIHUILTHHAPHAS pedepaTuBHas Oa3za JTAaHHBIX -
http://www.scopus.com/

7. DJIEKTPOHHAs oubnnoreka "N3naTenscKoro noMa "I'peGenHUKOB" -
www.grebennikon.ru

8. Mockockuit ®ona Kapueru - http://www.carnegie.ru

9. Hayunas snekrponnas oudauoreka (HIb)- http://www.elibrary.ru/

10. Koyieknst  Hay4YHBIX — JJICKTPOHHBIX  JKYPHAJIOB  HM3JIaTelibCTBA  Sage-

http://online.sagepub.com
9. MaTepI/IaJIbHO-TeXHI/I‘leCKaﬂ 6838, HCOGXOHI/IMaﬂ AJISE OCYLIECTBJICHUS 06pa30BaTeJ1bH01“0

npouecca no JAUCHUIINHE (MOLYJII0).

MatepuajibHO-TeXHUYECKOe o0ecTieueHIe JUCIMILIMHBI (MOIyJIs) U
Ne Bun pabot
OCHAIIIEHHOCTb
1. JleKIIMOHHBIE 3aHATHS JleximoHHas ayAUTOpUs, OCHAILIEHHAs! TPE3ECHTALlMOHHOM
TEXHUKON M COOTBETCTBYIOLINM IIPOrPAMMHBIM O0eCIIeYeHHEM
2. CeMuHapcKue 3aHATHUS CriemasibHOE IMOMELICHHE, OCHAIIEHHOE MPE3CHTAMOHHON
TEXHUKON M COOTBETCTBYIOLINM IIPOIPAMMHBIM O0eCIIeYeHHEM
3. I'pynmossie KabwuHer, ocHameHHbI MeOENbI0 1 pA0OYUMU CTAHIIHSIMH C
(MHIMBHIYyaJIbHBIC) noctynoMm B MHTEpHET
KOHCYJIbTAIlUU
4. Tekymuii KOHTPOIIb, Ayautopusi, OCHaIleHHAs MPE3eHTAIIMOHHON TEXHUKOHN H
MPOMEKYTOUHAS COOTBETCTBYIOIIMM ITPOTPAMMHBIM O0ecTieYeHHEM
aTTecTalus
5. CamocrosTenbrHas Kabunet mist caMoCTOSTEIEHON paOOThI, OCHAIIEHHBIHA
pabota KOMITBIOTEPHON TEXHUKOH ¢ BO3MOKHOCTBIO TOAKIIIOUEHHS K CETH
«HTEepHETY», MPOTPAMMOil SKPAHHOTO YBEIHMYCHUS U 00€CTICUEeHHBIHA
JOCTYIIOM B 3JIEKTPOHHYIO HH(POPMAIIIOHHO-00pa30BaTeIbHYIO
Cpelly YHUBEpCHUTETA.

O0pazoBarenbHbIN TMPOIIECC OPraHu3yeTcs Ha QaKkyabTeTe YIpaBleHHs U ICUXOIOruH. B cocrase
HCIIOJIb3YEMBIX IIOMAAeH UMEIOTCS 5 ayTUTOPUI 1 ICKIIMOHHBIX U MPAaKTUUECKUX 3aHATHI, 3
KOMITBIOTEPHBIX KJlacca, 4 MylTbTUMEINHHBIE ayJUTOPUH C BBIXO0M B IHTepHET OMONMMOTEeKa, BKITIOYAIOIas
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YHUTaJbHBIC 3aJ1bl, KOH(EpEHII-3a1.

Kaxnpiit oOyuatomuiicst obecrneder J0CTyIoM K IIEKTPOHHO-ONOIMOTEYHOM cucTeMe, coaeprkaiien
W3/1aHUs 110 OCHOBHBIM M3y4aeMbIM TUCLUIUIMHAM U ¢(hOPMUPOBAHHOH 110 COITIACOBAHUIO C
mpaBooOIagares M y9eOHOH 1 y9eOHO-METONNIECKOM TNTepaTyphl.

JU1g mpoBeieHN sl IEKIIMOHHBIX M CEMUHAPCKUX 3aHATUH 110 TaHHOMY Kypcy (10Ka3
NpEe3eHTaIi) HEOOXOIUM HOYTOYK H IIPOEKTOP.















