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1 Hean 1 3axa4u U3y4YeHHs] AUCHUTLIMHBI (MOAYJIf)

1.1 Heab ocBOeHUs TUCUHUTLINHBI.

Llenpro OCBOEGHHMS ITUCLUILIMHBI «J[OKyMEHTallMOHHOE O0eCIeYeHHEe YNpaBICHHS NEPCOHATIOM» SIBIISETCS
(opmupoBaHuE CIIOCOOHOCTH Yy OOY4YAIOIIMXCSl MCIIOJIB30BaTh OCHOBBI IIPABOBBIX 3HAHUH B PaziIMYHBIX cdepax
JIeITeNILHOCTH. A Takke c(OpPMHPOBATh HABBIKH MO OPTraHU3alMu paboThl C OPraHN3alMOHHO-PACTIOPSAUTEIHLHON 1
MH()OPMAMOHHO-CIIPAaBOYHOM  JOKyMEHTallWeH, pEerjJaMEeHTHPYIOUIEH  AeATeIbHOCTh  JOJDKHOCTHBIX — JIMI]
opraHu3anyuy, (QYHKOIMM W TPOIEAYPHl YIPABICHUS IEPCOHAIIOM B OPTaHHW3AlMH. YMEHHEM IPUMEHITH B
JanpHEHmeH npodecCHOHANBHON —IEATeIbHOCTH MIOTyYEHHbIE 3HAHUS B pa3paboTke W BHEIPEHHUH
npodeccHoHaNBHBIX, B TOM YHCIE KOPIOPATHBHBIX CTAHAAPTOB B OONACTH YINPABIEHHUS NEPCOHAIOM, YMEHHEM
COCTaBJIATH OTMCAHUS W PacTIpeNeisITh QyHKINHU U QyHKINOHAIBHBIE 00SI3aHHOCTH COTPYAHUKOB, a TAKXKE (DYHKIIUH
MOApa3eICHUH Pa3HOTO YPOBHS (KapThl KOMIICTEHIINH, OPKHOCTHBIE HHCTPYKIIUH, MOJT0XKEHHS O TTOPa3ACICHUIX).

1.2 3agaym QUCHUNIUHBI.

— I0Ka3aTh PoJib JIOKYMEHTOB B c(epe MpaBa, yrnpasJeHusl, B 9KOHOMHUKE, B COLIMANBHBIX IIpOLieccax;

— TPOCIEANTH B3aUMOCBSI3b HH(OPMALIUK U TOKYMEHTa;

— 1aTh CTYJIGHTaM CUCTEMHOE IIPEACTaBICHNE OCOOEHHOCTEH coCTaBIeHHS U 0(DOPMIICHHUS PA3INYHBIX BUIOB
UM Pa3HOBHIHOCTEH JOKYMEHTOB, 3HAaHUS OCHOBHBIX IIOHATHH, TIIOJIOXKEHUH, CYIIHOCTH W IPHHIMIIOB
JIOKyMEHTAI[HOHHOT'O 00eCIIeYEeHUsl YIIPaBIICHUS;

— chopMHupOBaTh paIOHATBHBIE TIOAXOABI K OPTaHU3ALMH JOKYMEHTAI[MOHHOTO 00ECIIEUCHNUS YIIPaBICHUS
MIEPCOHAIOM;

— Pa3BUTH Y CTYACHTOB IPAaKTHIECKUE HABBIKH B COCTABICHUHN PA3JIMYHBIX BUAOB JOKYMEHTOB, OPTaHU3ALIH
JIETIONPON3BOJICTBA NPUMEHHUTEIFHO K COBPEMEHHOH YIPaBICHYECKOW IEATEIPHOCTH, OCOOEHHO B OpraHax
TOCYAapCTBEHHOTO YIPaBICHNUS.

1.3 MecTo AucUMILIMHBI (MOYJIS) B CTPYKTYpe 00pa30BaTeJbHON NPOrpaMMBbl.

JuctummHa «/lokyMeHTaloHHOe o0ecieueHrne ynpaBieHHs IEPCOHAIOM» OTHOCHTCSI K 0a30BOH 4acTH
broxka 1 "lucuunnune! (Moxysn)" yueOHOTO IIIaHa.

B MmeronndeckoMm mIlaHe AMCLUIUIMHA OMHMPAeTCs HA 3HAHUS, MOJNYyYEHHBIC NMPU H3YYEHHH CICAYIOIIHX
yueOHbIX KypcoB: «llpaBoBenenue», «KyipTypa peun u aenoBoe obieHue», «HGPOpMaIlMOHHBIE TEXHOJIOTUH B
yIpaBJeHUH mepcoHasom», «TpynoBoe mpaBo», «OCHOBBI KaJpOBOH MOJIUTHKH M KaJpOBOTO IUIAHUPOBAHUSIY,
«YTpaBleHNE IEPCOHAJIOM OpraHU3alnny, «PeriaMeHTanys 1 HOpMUPOBaHUE TPYyIa» U Ap.

1.4 IlepeyeHp NMJIAHMPYeMbIX Pe3yJIbTATOB O0y4YeHHUsI IO AUCHHMIUVIMHE (MOAYJII0), COOTHECEHHBIX €
NJIAHUPYeMbIMH Pe3yJIbTATAMH 0CBOEHHUS 00pa30BaTeIbHON MPOrpaMMBbl.

W3yyenne naHHOW y4eOHOM AMCHMIUIMHBI HANPABIEHO HA (JOPMHUPOBAHME y OOYHUAIOIIUXCS CIETYIOIINX
npodeccrnonanpHbIX Kommetennuii: OK-4; ITK-10; T1K-12; ITIK-13; TTIK-17.

Nunexc B pesyabprare nzydeHust ya4eOHON JUCIIMIUTHHEL
Ne A CopnepxaHue KOMIIETEHIIUN pesy e i
KOMIIeTe . oOyJaromuecs TOJHKHBI
ILIL. (wn e€ JacTh)
HIUH 3HATH yMeTh BJIA/1ETh
OK-4 CrtocoOHOCTBIO UCTIONB30BaTh | 0a30BBIE ACMICKTHI
. 3JIeMEHTaPHBIMHU
OCHOBBI TIPaBOBBIX 3HAHUII B | MpaBa, HOHATHE U | aHAJTU3UPOBAT
HaBBIKaMU paboTHI C
pa3nuYHBIX cdepax CYIITHOCTb b IIPAaBOBYIO
HOPMATHUBHBIMU
JIeSITETbHOCTH HOPMAaTHBHBIX uH(DOpMaLHIO
aKTaMH
aKTOB
1. I1K-10 3uanueM TK PO u unbIx HOPMAaTUBHO- IIPUMEHATh HaBbIKaMU
HOPMaTHBHBIX IIPABOBBIX MIPaBOBYIO 6a3y HOPMaTHBHO- | o(opMIIeHHS
aKTOB, COJCPIKAIIIX HOPMEI KaJpOBOH pabOTHI | TPaBOBEIC JIOKYMEHTOB I10
TPYAOBOTO MpaBa, 3HAHUEM B Poccuiickoit JOKYMEHTHI B | TBIDKEHHUIO KaJIpOB
TPOIIeyp TpHEMa, ODenepanun MPAKTUIECKOH | B OpraHU3AINH U
YBOJBHEHUS, IIepeBoIa Ha pabote COIIPOBOKAAOMICH
IPYTYIo paboTy u JIOKYMCHTAIIH
nepeMelleHys IepCoHana B
cootBercTBUM ¢ TK 1
BJIaJICHIEM HaBBIKAMHU
opopMIICHHS
COIPOBOK/IAIOIIIEH
JIOKYMEHTAIIH
2 IK-12 3HaHUEM OCHOB pa3pabOTKH M | OCHOBBHI OpraHU30BbIBA | HaBBIKAMH
BHEIPEHUA  KaJpoBOH ¥ | pa3paboTku Th TIPOLIEAYPHI | OGOPMIICHHS
yIpaBIeHYECKOI KaJpoBOH pPETYIUpPOBaHH | PE3yIbTATOB
JOKYMEHTAIH, ONTHMHU3ALMM | JIOKYMEHTALUH, €€ | 1 TPYAOBBIX | KOHTPOJIS 3a
JIOKyMEHTOO0OpOTa M CXEM | COCTaB, MOPSIOK | OTHOLICHHH TPYJIOBOM u
(hyHKIIMOHATBHBIX JIBIKCHUS HCTIOJTHHUTEIIbCKOM
B3aUMOCBSI3eH MEXITY | JOKYMCHTAIHH JUCHIUTUTAHON
MOpa3IeICHISIMH, OCHOB (coctaBnenue
pa3pabOTKH W BHEJIPEHHUs JIOKYMEHTOB 0




Wnnexc B pesynbraTte n3ydeHus yaeOHOM TUCIIUTUTHHBI
Ne CognepxaHue KOMIIETEHIIUN 6
L KOMIIETE (wh & wacty) 00y4aromuecs J0IKHbI
HIUU 3HATD yMeTh BJIAJIETh
OK-4 CrocoOHOCTRIO HCIIOIL30BaTh | 0A30BBIE ACIIEKTHI
N 3JIEMEHTAPHBIMHU
OCHOBBI TMPABOBBIX 3HAHWI B | MpaBa, HOHATHE U | aHAJTU3UPOBAT
pa3InYHbIX cdepax CYIIHOCTh b MIPABOBYIO HaBbIKAMH PAOOTEI ¢
JIeATEeILHOCTH HOPMAaTHUBHBIX UHPOPMAIIUIO HOPMATHBHBIMH
AKTOB aKTamu
npoueayp peryiaupoBaHus MOOIIPEHUSIX u
TPYAOBBIX  OTHOUICHHH U B3BICKAHMSIX);
CONPOBOKIAIOLIEH HaBBIKAMU
JIOKYMEHTAIIH 03HAKOMJIEHUS
COTPYAHUKOB
OpraHU3aINN c
KaZpoBOH
JOKyMEHTalluen u
JIEACTBYIOIIUMH
JIOKAJIbHBIMU
HOPMATHUBHBIMU
aKTaMu;
HaBBIKAMU
COCTaBJIEHUS
KazpoBoOH
OTYETHOCTH
3 TIK-13 YMeHueM BecTH KalIpoBoe | 3HATh ocHOBEI | Bectu HaBBIKAMU o
JIEITOTIPOU3BOICTBO U | KaApOBOTO KaJpoBOE 00ecIIeueHHIO
OpTraHNU30BBIBATh apXUBHOE | JETOTPOM3BOACTB | JEIONPOU3BOM | 3aLIUTHI
XpaHeHue KaJpOBBIX | a CTBO MePCOHANBHBIX
JIOKyMEHTOB B COOTBETCTBUU C OpPraHu30BaTh | JAHHBIX
JIEHCTBYIOIUMU aApXUBHOE COTPYITHUKOB.
HOPMATHUBHO-TIPABOBBIMU XpaHeHue
aKTaMM, 3HAHHEM  OCHOB KaJpOBBIX
KaJpOBOI CTaTUCTHUKH, JIOKYMCHTOB B
BJIaJIEHUEM HaBBIKAMH COOTBETCTBHU
COCTaBJIEHUS KaJpOBOU c
OTYETHOCTH, a TaKKe JIEHCTBYIOIIN
HaBBLIKAMU 03HAKOMJIEHUSI MU
COTPYAHUKOB OPTaHU3AINH C HOpPMATHUBHBIM
KaJpOBOH MOKyMCHTaIlUeH u U TIPaBOBBEIMH
JIEUCTBYIOIIUMHU JIOKATbHBIMU aKTamMu
HOPMATHUBHBIMU aKTamu,
YMEHHE O0ECHeUnTh 3alluTy
MePCOHANBHBIX JIaHHBIX
COTPYJIHUKOB
4 I1K-17 3HaHHEM OCHOB Pa3pabOTKHU U | OCHOBBI COCTaBJIAITh HaBbIKaMU
BHE/IPCHHS pa3paboTku M | OIMCaHUS pa3paboTku KapT
npoQpeCcCCHOHANBHEIX, B TOM | BHEIPEHUS JIOJDKHOCTHBIX | KOMITETECHIIMH,
YHCIIE KOPITOPATHBHBIX | KOPIOPATUBHBIX WHCTPYKIHH JIOJDKHOCTHBIX
CTaHJapTOB B o0JacTu | cTaHmAapTOB B WHCTPYKIIHH,
yIpaBJICHUSL MePCOHANIOM, | 00JIacTu MOJI0KEHHI o}
YMEHHEM COCTaBJIAThH | yIPaBICHUS TTOIpa3ICICHUSX
OMHMCAaHUSA W PaCHpeleNsITh | IepPCOHATIOM
¢hyHKIMK ¥ QYHKIMOHAJIBHBIE
00513aHHOCTH COTPYAHUKOB, a
TaKxe ¢byHKIMN
noApa3AesIeHU I paszHoro
ypOBHSI (KapThl KOMIICTEHIIHIA,
JIOJDKHOCTHBIC ~ MHCTPYKIIHH,
ITOJI0KCHUS o
TOJPa3 ICIICHHSIX )

2. CTpyKTypa H coiep:KaHue JHCIUIIIHHBI.
2.1 Pacnipegenenue TPyI0€MKOCTH JUCHUILUINHBI 10 BUAAM padoT.




Bun yue6HO# paboThl Bcero Cemectpsl
4acoB (dachl)
A
AyauTopHble 3aHATHS (BCEro) 10 10
B toM uncae:
3aHsTHS JISKIIMOHHOTO TUIIA 4 4
3aHsTH CEMHHAPCKOTO TUIA (CEMHHAPBI, IPAKTHYCCKUE 3aHATHS) 6 6
Hnasi KOHTAKTHasi padora:
Konrposns camocrositensHoi pabotsl (KCP)
IIpomexxyrounas arrecranus (UKP) 0,2 0,2
CamocTosiTeTbHasi padoTa (Bcero) 58 58
B toM uncae:
Kypcosas paboma - -
Ilpopabomka yuebnozo (meopemuueckozo) mamepuana 50 50
Buinonuenue unousudyanshvix 3a0anutl (n002omoska coodujeruil, 8 8
npesenmayutl)
Pechepam - -
Tloozomoeka Kk mexkywemy KOHmMPOJIO 3,8 3,8
IMpomexyTouHasi aTTecTanmu (3auent)
Oo6111as TPYI0EMKOCTh qac 72 72
B TOM YHKCJIC KOHTaKTHas pabora 8,2 8,2
3ad. efl. 2 2
2.2 CTpyKTypa AUCHUIINHbI:
Pacnipenenenue BuioB y4eOHOI pabOTHI M X TPYIOEMKOCTH MO pa3zieiaM JUCHUILITHHBL.
Pasnensl qucnuIuinHbL, H3y4aeMbele B 4 ceMecTpe (3aounas ¢popma)
KonndectBo yacos
N AynautopHast Breayzn
o |HaumeHoBaHue pa3nenoB TOpHAast
Bcero [paboTa
pabota
JI 113 JIP CPC
1 2 3 4 5 6 7
1 [louste W 3HAYEHHE JOKYMEHTAI[MOHHOTO OOecTeUeHust 23 5 5 i 19
YIPaBJICHUsI [IEPCOHATIOM
2 OCHOBBI  JJOKYMCHTAI[HOHHOTO  OOECIICUCHUS]  yIpPaBICHUSI 23 5 5 i 19
MIEPCOHAIIOM
3 Cucremaruszauys 1 XpaHeHHe JIOKYMEHTOB KaJpoBoOii ciryxObl |22 - 2 - 20
Hmozo no oucyunnune: 4 6 - 58

[pumeganne: JI — nexmum, [13 — mpakrmdeckue 3aHsaTHA / cemuHapbl, JIP — maboparopreie 3anstust, CPC —
camocTosTeNnbHas paboTa CTyAeHTa
2.3 Conep:kanne pa3iesioB THCIMIIJIHHBI:

2.3.1 3ansaTusa JeKIMOHHOI0 THIIA.

No HaumenoBanue Conepxanue pasnena dopMa TeKy1Eero
pasnena KOHTPOJIS
1 2 3 4
Paznea 1. Ilonsitme W 3HAYeHHE JOKYMEHTAIMOHHOTO o0ecnevyeHHUs yNIPaBJIeHUS MePCOHATIOM
Bgenenue B kypc OGuee mpencraBnenue Kypca. Hasumauenwe wu |[IpopaGoTka
comepxkanue Kypca. CBsS3p Kypca ¢ y4eOHBIMH |yueOHOTO
JTUCHMIUIMHAMY. 3HA4Y€HHE Kypca B IOJATOTOBKE |(TEOPETHYECKOIO)
CIIEIIAJIMCTOB TI0 YIPABJICHUIO IEPCOHAIOM MaTepHaia
ITousTue [ToHATHS «TOKYMEHT», «IOKyMEHTO000POTY, [IpopaboTka
JOKYMEHTAIIHOHHOTO «JOKyMEHTAI[HOHHOE 00eCIIeYeHNE YIIPABICHUS. yueOHOoro
obecrieueHns ynpaBieHHus OcHoBHBIE TPeOOBaHMS, IPEIBSBIIEMBIE K (TeopeTHyeckoro)
niepconanoM. TpeboBanus, 0hOPMIICHHIO IOKYMEHTAIINH, TIPEAYCMOTPEHHBIE Matepuana
NIPEABBISAEMBIE K I'ocynapcTBeHHOM CUCTEMOH TOKYMEHTALMOHHOIO
odopmiteHHIo T0KyMeHTOB | obecrieuenus ynpasnenus ['OCT P 6.30-2003.
[Topsimox 06pabOTKU M PETUCTPAIIMH JJOKYMEHTOB, HX
uHJeKcaln. Peructpannonsbie GOpMbI U HX




3anojgHeHue. KoHTpoIb UCMOTHEHNS JOKYMEHTOB.
OCHOBHBIE OTJINYUSI B IOATOTOBKE NMPOCTHIX U
CJIOKHBIX TIPUKA30B. YUeT crenudukn
pacnopsaUTeNbHOTO AeHCTBUS IPU COCTABICHUN
MPUKA30B IO MIPHEMY, IEPEBOY, YBOJIBHEHHUIO
paboTtHrKOB. ITopsAnoK BU3HPOBaHNUS IPHUKA30B MO
JIMYHOMY COCTaBY, UX PETHCTPALUHL.

CocTaB U BHIBI
KaJIpOBOH TOKYMEHTALIUI

[lonsTHE 1 3HaYEHUE KaZAPOBOW JOKYMEHTALUHU.
Knaccudukanus kagpoBoi fokymeHTanuu. OCHOBHEIC
BUJIBI IOKYMEHTOB KaJPOBO# CIYKObI, 0COOCHHOCTH UX
cocraBienus. HopmatusHo-IpaBoBas 0asa,
periTaMeHTHpYIomIas pa3padoTKy KaIpOBBIX
JIOKYMEHTOB.

[TpopaboTka
yaeOHOTO
(TeopeTHIecKoro)
Marepuaia

Pasgen 2. OcHos

bl TOKYMECHTALIMOHHOI'O odecreueHHust YHupaBJicHUSA IIEPCOHAIOM

TpeboBanus k
COAEPKAHUIO U
0(hOPMIICHHIO JTOKaTHHBIX
HOPMATHBHBIX aKTOB 10
YIPaBICHHIO IIEPCOHATIOM

taraoe pacrucanue (ct. 57 Tpynosoro Koxekca
P®)- ®opma mratHoro pacrucanus (popma T-3)
yTBEpKJeHa nocraHosiaeHuem I'ockomcrata Poccuu ot
5 suBaps 2004 roma Nel.

[IpaBmia BHyTpeHHETO TPYIOBOTO pacIopsaKa Kak
JIOKAJHHBII HOPMaTHBHO-TIPABOBOM aKT,
KOHKPETU3UPYIOLIUH MOPSI0K PETYIUPOBAHUS
KITFOYEBBIX BOTIPOCOB COIMATLHO-TPYIOBBIX
OTHOIICHUH Ha npeanpusTad. OOmuil mopsIoK
MOJATOTOBKU JOKYMEHTa B cOOTBETCTBHHM cO cT. 190 TK
P®. Ocobennoctu ohopmIIeHUS TPABUII BHYTPEHHETO
TPYAOBOTO PACHOpPsIKa, COAEep KaHNE BOIIPOCOB,
KOTOpBIE OTPAKaIOTCs B MPAaBHIaX BHYTPEHHETO
TPYAOBOTO PACIOPSAKA.

Oco0eHHOCTH 00paIIeHus ¢ IePpCOHATPHBIMA JaHHBIMA
PaOOTHHUKOB B COOTBETCTBUU C MOJIOKCHUAMHU IJIaBbl 14
TK P®. TpedoBanus k 06paboTke nepcoHaIbHBIX
JAaHHBIX paboTHHKa. [IpaBrira nepegayn nHPOPMAILINH,
coJiepKaleil CBeIeHNs 0 pabOTHHKE, TPETHUM JHLIAM.
OTBETCTBEHHOCTh JOHKHOCTHBIX JIUI], BAHOBHBIX B
HapYIICHAH HOPM, PETYIHPYIONINX ITOTyYeHHE,
00paboOTKY | 3aIlIATy MEPCOHANBHBIX JTaHHBIX
paboTHHKa. THCTPYKIHS [0 JOKYMEHTAIIHOHHOMY
obecreyeHno YIpaBiIeHUs IEPCOHATIOM TIPS AIPUITHUS.
CrpykTypa u coJepKaHue pa3aesioB JaHHOTO
JIOKyMEHTA.

[TpopaboTka
yaeOHOTO
(TeopeTHIecKoro)
Marepuaa

TocynapcTBeHHas
WHCIIEKIUSI TpyJa U
npoueaypa npoBeICHUA
NPOBEPOK JOKYMEHTAIIUH
KaJpOBOM CIIyKObI

[TonHOMOUYMS  TrOCYZAapCTBEHHOW HWHCHEKIMH  TpyAa.
[lpouenypa ®  mpaBwia  TNPOBEICHHS  HPOBEPOK
coOioieHHs JEHCTBYIOIETO0 3aKOHOAATENbCTBA. Bub
npoBepok. Ilopsmok  odopmieHHs MepompHATHH 1O
KOHTPOITIO.

CocTaB NOKYMEHTOB, TpeOyeMbIX OpraHamMH Haa3opa H
KOHTPOJISI TIPY IIPOBEACHUHU MPOBEpOK. OTBETCTBEHHOCTh
paboTonarens 3a HapylIeHUe JEeHCTBYIOIIETO
3aKOHOJIATENECTBA O TPYyJE M HErpaMoTHOE O(QopMIICHHE
KaJpoBOM JOKyMEHTaluM, Bo3daraeMas [pyaoBbIM
Konmekcom P® un KomekcoMm 00 aaMHUHHCTpPaTHBHBIX
IPaBOHAPYIICHUAX

ITpopaboTka
y4e0HOTO
(TeopeTHYeCcKOro)
Marepuaa

®dopmupOBaHHUE U
B€JICHUE JINYHBIX JIe

JluyHoe peno pabOTHMKA Kak OCHOBHOM JOKYMEHT
MEPCOHAIBHOTO y4yeTa, B KOTOPOM XpaHSTCsS Hauboee
MOJIHBIE CBEJCHUS O COTPYIHHKE H €ro cily)xeOHOH
JeATEeIbHOCTH.

CocTaB M TIOCIENOBATEILHOCTh JOKYMEHTOB JIMYHOTO
nena. OCOOEHHOCTH COCTaBICHHS JOKYMEHTOB JIMYHOTO
Jea: JTMYHOTO JIMCTKA 110 YYeTy KaJpOB, JOMOJHEHUS K
JMYHOMY JIHCTKY, aBTOOHOTrpadwu u T.14. [IpaBuia Bergadn
JUYHOTO JieJla BO BpPEMEHHOE IoJib30BaHMe. llopsmok

COCTaBJICHUA OIIMCH JIMYHOI'O JACJIa. Hepez[aqa JIMYHOT'O

IIpopaboTka
yueOHOTO
(TeopeTHyecKoro)
MarepHana




JAciia Ha APXHUBHOC XpaHCHHEC. CocraBlieHue
3aBepI/ITeHLHOﬁ HaJAIIMCH JIMYHOI'O ACJ1a

JInynas KapTO4Ka

JInuHas KapTOUKa KaK OCHOBHOM JOKYMEHT
MEPCOHATBHOTO y4eTa PaOOTHUKOB OPTaHH3AIUH.
JIOKyMEHTBI, Ha OCHOBaHMU KOTOPBIX 3alOJIHAETCA
nnuHas kapTouka. [Topsaok konqupoBaHus CBeIEHUH B
JUYHOU KapToUdKe. 3aloTHEHUE TMIHONW KapTOUKH.
[Topsiiox BHECEHMSI UCTIPABICHUN U U3MEHEHUH B JIMUHYIO
KapTO4Ky pabOTHHKA.

IIpopaboTka
yaeOHOTO
(TeopeTuuecKoro)
Marepuaia

JlokyMeHTupOBaHue
MIPOILIECCOB JIBUXKEHUS
KaJpoB

JlokyMeHTHpOBaHHE MpoLecca IBIKCHUS KaapoB Ha
MPEANPUSATHN KaK BaKHEHIIas (QYHKIMS OTAENA KaapoB.
Bunpr nBmwxeHmst kagpoB. CxeMmbl HpHeMa, Iepe-BOja,
YBOJIBHEHUS paOOTHHUKOB.

Odopmienne npuema paboTHHKOB. COCTaB JOKYMEHTOB,
TpeOyeMbIX INpU TpHeMe Ha paboTy B COOTBETCTBHHU C
Tpynossim Kogexcom PO.

[Mopsimok ~ 3aKiIOYEHHUss  TPYIOBBIX  JOTOBOPOB €
MOCTOSIHHBIMH U BPEMEHHBIMU paOOTHHKAMHU.
OCOOEHHOCTH COCTaBICHUS YHH(HUINPOBAHHBIX (GOpM
MPUKa30B 110 JIMYHOMY COCTaBy, KACAIOIIUXCS HpHEMa
(dpopma T-1, T-1a).

OdopmieHne nepeBosa, MepeMeIeHNs], KOMaHIUPOBaHUS
paboTHHKOB. OcOOCHHOCTH O(OPMIICHHS U OCHOBAHHS
Pa3IMYHBIX BUIOB IepeBojia (IepeBo] Ha APYTryIo padoTy
Ha TOM JK€ MPEeIIPUITUH; MepeBo]] Ha paboTy Ha apyroe
IpenpUATHE; IepPeBOA Ha paboTy B APYTYIO MECTHOCTB).
OCOOEHHOCTH COCTaBJICHUS YHU(ULIUPOBAHHBIX (GOpM
MPUKa30B MO JIMYHOMY COCTaBY, KacaloLIMXCs NEepeBoja
(popma T-5, T-5a), komannuposanus (popmsr T-9, T-9a,
T-10, T-10a). OdopmieHue otmycka. I[IpaBuia U CpoKu
MNOATOTOBKM  rpaduka  ormyckoB  (dopma  T-7).
OCOoOEHHOCTH COCTaBICHUS YHH(HUIHMPOBAHHBIX (GOpM
MPUKa30B MO JIMYHOMY COCTaBY, KacCaroUIMXCs OTITyCKa
(dpopma T-6, T-6a).

Odopmienne yBoidbHEHHS pPaOOTHUKOB. (OCHOBaHMSA
NpeKpalieHuss TPYAOBOrO JOrOBOpa B COOTBETCTBUH C
HOpMamH TPYJOBOI'O TIpaBa; TpaBuia O(OPMIICHUS
NpeKpalieHuss TPYJOBOro aoroBopa. OTBETCTBEHHOCTh
paboTonarens 3a HE3aKOHHOE yBOJIbHCHUE PAOOTHHUKOB.
OCOOEHHOCTH COCTaBJICHUS YHU(UIUPOBAHHBIX (GopM
MPUKA30B 110 JUYHOMY COCTABY, KaCAIOIINXCS YBOJIbHEHHUS
padotHHKOB (Popmbl Ne T-8, T-8a). [Topsmok peructpanuu
MIPUKa30B 10 JIMYHOMY COCTaBy

[TpopaboTka
ydeOHOTO
(TeopeTHIecKoro)
MarepHana

BC,HCHI/IC TPYAOBBIX KHHIKCK

[Honsitue TpyaoBol KHIKKH. DopMa TPyIOBOM KHHKKU.
HopmarusHo-MeToqruecKas 6aza,
perylaMeHTHPYIOIasi TOPAIOK BEACHUsS, 3aIllOIHEHUS
TPYIOBBIX KHI)KEK, oOecredyeHHs WMH paboTojaresei.
3anojHeHHe CBeJEHWH O paboTHUKE. 3aroJHEHHE
CBelleHNMI 0 pabore. 3amojHEHWE  CBEJACHUH O
HarpaXKACHWHU. 3alloJTHCHHWE CBEICHWH 00 YBOJIBHEHHWH
(mpexpamennn  TPyAOBOTO  goroBopa). OcoOeHHOCTH
3aIOJIHEHUS CBEJICHWH 00 YBONBHEHHMH M TpHeMe Ha
paboTy B CBSI3U C MEPEBOJIOM paOOTHHUKA.
BHeceHne wu3MeHeHMI W JIONOJIHEHUH B TPYJIOBYIO
KHIKKY. JlyOnukar TpynoBoi KHIWKKH. Brinaua TpynoBoit
KHIDKKH TIpY  YBOJBbHEHUU (IIPEKpAILEHHH TPYAOBOrO
Jorosopa). Bxmagplmr B TPyJOBYH KHIDKKY. Y4eT U
XpaHEHHE TPYAOBBIX KHIKEK. JIOKyMEHTalus Mo y4ery
OJIaHKOB TPYIOBBIX KHIKEK (ITPUXOJHO-PACXOJHASI KHUTA
0 y4eTy OJTaHKOB TPYIOBBIX KHIDKEK U BKIIAIBIIICH K HUM,
KHUTA y4eTa JIBHKECHHUS TPYHAOBBIX KHIKEK W BKJIAJBIIICH

ITpopaboTka
y4eOHOTO
(TeopeTHYEeCcKOro)
Marepuana




K HI/IM). OTBETCTBEHHOCTh 3a CO6J'IIOHCHI/I€ nopsAaaka
BCACHUA TPYAOBLIX KHHKCK.

Pasnen 3. CucremaTu3anusi M XpaHeHHe JIOKYMEHTOB Ka/IPOBOI CJIY:KObI

Homenknarypa nen
KaJpOBOMU CITy>KOBI

Ilonsatue HoMeHknaTypsl nen. Ilopsaox cocraBieHUs
HOMEHKJIATYPBI JIe] KaJpPOBOH CITy>KOBI.

[TpopaboTka
yaeOHOTO
(TeopeTuuecKoro)
MarepHana

dopMupoBaHuE Ae

TpeboBanus, MpeapsABIAEMBIE K 3arojoBKaM M€
DJIeMEHTHI 3ar0JI0BKOB AEI.

[TpaBuna rpynnupoBKH JOKYMEHTOB B A€ja, 0hopMIICHNS
3arojoBKoB fei. IIpu3Haku rpynnupoBKU JOKYMEHTOB B

Jca.

[TpopaboTka
ydeOHOTO
(TeopeTHIecKoro)
MarepHana

ITopsnox

XpaHEHHUIO

MOJITOTOBKH
JOKYMEHTOB K apXHBHOMY

ITopsimOK  TIOATOTOBKHA ~ JOKYMEHTOB K  apXMBHOMY
xpaHeHnro. Kmaccupukaims JTOKyMEHTOB IO CpPOKam
xpaHeHust. TpeOGOBaHWs, TPEIBABISCMBIC aPXUBHBIMA
cmyx0aMi K JOKyMECHTaM, CIaBacMbIM B  apXWB.
Opranuzandst  TPOBENCHUS  OKCIEPTH3BI  [EHHOCTH
JIOKYMEHTOB.

YactuyHoe W TmonHOe odopmieHne gen. Ilopsmok
odopmiicHHsT 00J0KEK NIeJT MOCTOSIHHOTO M BPEMEHHOIO
cpokoB xpanenusi. CocTaBieHue U odopmieHHe OmUceit
nein. CocTaBieHue 3aBEPUTEIBHOM HAIIICH JIena.
A,Z[MI/IHI/ICTpaTI/IBHaH OTBCTCTBCHHOCTL 3a HApPYHICHHUC
JICHCTBYIOIIETO 3aKOHOIATEIHCTBA 110 APXUBHOMY JICITY.

IIpopaboTka
ydeOHOTO
(TeopeTHIecKoro)
MarepHana

2.3.2 3aHATHS CEMHHAPCKOI0 THIA.
CemuHapckue (MTPaKTHYECKHUE 3aHATHS) IPEICTABIIOT COO0M AETaNM3aNUIO JIEKIIMOHHOTO TEOPETHYECKOTO
Marepuana, IpOBOJATCS B LEJAX 3aKPEIUICHHS Kypca M OXBAaTHIBAIOT BCE OCHOBHBIC Pa3feIIbl.
OcHoBHOH (opMOH ITPOBENCHUS CEMHUHAPOB M NPAKTUYECKUX 3aHATHH SBISIETCS OOCYXXICHHE Hanboiee
MPOOJIEMHBIX 1 CI0XKHBIX BOIIPOCOB 110 OTAEIBHBIM TEMaM, a TaK)Ke PeIIeHUE 3a7ad U pa300p MPUMEPOB U CUTYyaIHH
B ayJUTOPHBLIX YCIIOBUAX. B O6HSaHHOCTI/I npenoaaBaTeyisl BXOAAT: OKa3aHUEC MCTOI[H‘-I@CKOFI nmoMomu M
KOHCYJIbTUPOBAHUC CTYACHTOB 10 COOTBCTCTBYIOIIMM TEMaM Kypca.

AKTHBHOCTH Ha MPAKTUYCCKUX 3aHATHUAX OLCHUBACTCA MO CICAYIOIUM KPUTEPUAM:

. OTBETHI HA BOIIPOCHI, IIPEIaracMble MPENoJaBaTeeM;

. y4acTHe B AUCKYCCHUSX;

. BBIIIOJIHEHUE NIPOECKTHBIX U UHBIX 3aJaHUI;

. ACCHCTUPOBAHNUE MPEMNOAABATENIO B IPOBEICHUH 3aHATHH.

JloKa1bl ¥ OIIITOHMUPOBAHUE JIOKJIAI0B IIPOBEPSIIOT CTETICHD BJIaJCHNS TEOPETHIECKUM MaTEPHAIIOM, a TAKKe
KOPPEKTHOCTh M CTPOTOCTh PacCyXJICHHH.
OueHnBaHNe NPaKTHIECKUX 33/IaHUH BXOJHUT B HAKOTIEHHYIO OLICHKY.

CocTtaB ¥ BUbI KaAPOBOil JOKYMEHTALIMN

OcHOBHBIE KITaCCU(PHUKAINN KaAPOBHIX JOKYMEHTOB.

IIpuka3sl 1O  JWYHOMY  COCTaBy Kak  OCHOBHOHM
pacTopsauTeNbHBIA JOKYMEHT, COCTABISIEMBIl B IIpoIiecce
JIOKYMEHTHPOBAHHUS GbyHKIHN KaJIpoBOH CITY>KOBI.

Ne Haumenosanue TemaTuka NpakTUYECKUX 3aHATHI dopMa TeKy1ero
- paszena (cemMuHapoB) KOHTPOJIA
1 2 3 4
1 |Pa3nen 1 Tlousirue wu|TpedoBanusi K 0(pOPMIEHHIO JOKYMEHTOB: IIpoBoauTcs B
3HAYeHHe O030p HOpPMaTHBHO-TIPAaBOBOW 0a3bl JIOKyMEHTAI[OHHOTO|(opme
JOKYMEHTAHOHHOI 0 obecneuenns ynpasnerus. [OCT P 6.30-2003. MPaKTUYECKOrO
ol0ecneyeHns [MonsiTHE peKkBU3UTA JOKYMEHTA, TPEOOBAHMS, IPEIbSIBISIEMbIE [3aHATHS,
ynpaBJieHHsI K O(OPMIICHHIO PEKBU3UTOB M MX PACIIOJIOKEHHIO Ha OJIaHKE [peIoiaraet
NepPCOHAJIOM JIOKYMEHTA. aHaIn3
[Ipunanue JOKyMEHTY FOPUAMUECKON CHIIBI. CUTYaLlMOHHBIX
Curyarmmonnoe  3aganme  «OmmbOkum B oopMIICHWH [3aIaHUH.
JIOKYMEHTOB




CI/ITyaIII/IOHHOC 3aJaHuc «AHanm3 KaﬂpOBOﬁ AOKYMCEHTalun
1o (byHKIII/IﬂM YyIipaBJICHUS [IEPCOHATIOM

Paszgen |l

OcHOBBI
JOKYMEHTAIINOHHOT O
od0ecreyeHns
ynpaBieHus
MEPCOHAIOM

TpeGoBanus Kk coaepkaHuio U 0GpopMIEHUIO
JIOKAJILHBIX HOPMATHBHBIX aKTOB MO0 YHPAaBJIEHUIO
nepconajoM. CuryannonHoe 3agaane «OmHUOKH B
LITaTHOM PacIMCaHUuM»

CuryaumoHHOe 3a7aHue «AYANUT NPaBUI BHYTPEHHETO
TPYZAOBOTO pacnopsiika»y CHTyallUOHHOE 3a/laHHe
«[lTonmoxenne 00 00pabOTKE IMEPCOHATBHBIX TAHHBIX.
Kakum emy OBITE? »

Pa3paboTka TOKYMEHTOB, KacaloIUXCsl 3aIUThI
NIEPCOHAJIBHBIX JaHHBIX COTPYAHUKOB OpTraHHU3aIlN

®opMupoBaHue U BeleHUe JUYHBIX Jesa. CocTaBieHHe
JOKYMEHTOB JIMYHOTO JeJa COTPYAHUKA 10 OCHOBHBIM
sTanaM paboThl epcoHana (IprueM, IepeBol, YBOJILHEHNUE,
arrecranys u T.1.). CocTaBiIeHHe BHYTPEHHEH OMHCH
JOKYMEHTOB JINYHOTO JENa.

CocraBneHue 3aBepUTEINBHON HAATINCH.

[ToaroToBKa TMYHOTO JeNa AJS Iepelaud Ha apXUBHOE
XpaHEHHe.

JInyHasi KApTOUKA.

CocraBneHne TMYHON KapTOYKH pabOTHHKA.

BreceHue u3MeHeHu U UCIIPaBJICHUH B JIMUHYIO KapTOUKY.
KapToTeka MMYHBIX KapTOYEK: IPABHUIIA BEICHHUS.

JlokyMeHTHpPOBaHHe NPOIECCOB IBUKEHHSI KaPOB.
[Momarosast mpoueaypa ohpOpMIICHUSI OCHOBHBIX KaJpOBBIX
poueayp (mpuem, HepeBo/, nepeMelIeHue,
IpeIOCTaBJICHUE OTIIYCKA, KOMaHIUPOBAaHHE, YBOJIbHCHHUE).
Oco6eHHOCTH TOATOTOBKH MPHUKA30B [0 JUYHOMY COCTaBY.
CuryalmoHHbIE 3aJaHusl «AHAIN3 TPYAOBOTO JOTOBOPa»,
«[IpueM Ha paboOTy», KAyIHUT YBOJIbHEHHI»

Benenne m XpaHeHHe TPYAOBBIX KHHIKEK. 3allOJHEHHE
TUTYJIBHOTO JINCTA TPYAOBON KHIKKH.

3anonHenne pasgena «CBeneHus o paboTe». 3amoNHEHHE
paznena «CBeICHNS O HATPaXACHHUAX».

BHecenne n3MeHeHNH 1 IOTIOTHEHUH B TPYAOBYIO KHIXKKY.

Homenkiaarypa aea kaapoBoil cuay:xo0bl. [loHsTre
HOMEHKIaTypsl gen. CocTaBieHHE HOMEHKJIATYphl Jiel
KaZpOBOH CITYKOBI.

IIpoBonutcs
bopme
MPAKTUUECKOTO
3aHATHS,
MpeJnoiaraet
aHaln3
CUTYaIIMOHHBIX
3aJaHUMN.

Pazgen 1.
CucremMaTu3anus u
XpaHeHHe J0KYMEHTOB
KaJIpOBO# CJ1y:K0bI

10

®opMupoBaHue JeJl.

TpeboBanus, nperpaBiIsieMble K GOPMUPOBAHUIO
Jiel1 KagpoBoii ciryxObl. DopMHUpOBaHUE
3aroJIOBKOB [IEJI.

IIpoBonurcs
bopme
MIPAKTUIECKOTO
3aHITHSI,
MpeJInoJiaraer
aHaIIN3
CUTYaLIMOHHBIX
3a/1aHuM.

Hopsanok
XPaHEeHHIO.
IloaroToBka JOKYMEHTOB K apXMBHOMY XPaHEHHUIO.
INonnoe m wacTuuHOE OopMIICHHE JIE.

IIpoBeneHue sxcnepTU3bI HEHHOCTU JOKYMEHTOB.

NOATOTOBKM JOKYMECHTOB K apXuBHOMY

JlaGopaTopHBbIe 3aHATHS - HE IPEAYCMOTPEHBI
2.3.4 TIpuMepHasi TeMATHKA KypPCOBBIX padoT (IPOEKTOB)
1 CogepuieHCTBOBaHME KaJAPOBOIO 00ECIIEUSHHS CHCTEMBI YIIPABIEHUS TIEPCOHATIOM.




[ToBbimenue 3 PpeKTUBHOCTH KaJpPOBOTO AEIONPOU3BOJICTBA.
AHanu3 KaJpoBOro JOKyMEHTO000POTa Ha IPEIIPHUITHH.
AyJIWT JIOKQIBHBIX HOPMaTHBHBIX aKTOB OpraHU3alNH.
CoBepIICHCTBOBaHNE COCTABIICHUS Irpadrika OTITYCKOB.
MecTo KaZipoBOTo JIEI0ONPOU3BOICTBA B CUCTEME YIIPABJICHUSI IEPCOHAIIOM.
Pa3paboTka cucTeMbl KagpoBOi JOKYMEHTAIIHH.
Pa3paboTka ITaTHOIO pacHHCaHUsL.
JloxyMeHTaJIbHOE 00eCTieueHUE ACSATEIILHOCTH KaJPOBOU CITy>KOBI KOMMEPYECKOH OpraHH3alHu.
0 Onenka NpaBMWIBHOCTH XpaHEHHS M CHCTEMATH3aIlMU JOKYMEHTOB KaIpOBOH CITy>KOBI.
1 OunueHka NpaBUILHOCTH BEACHMS U XPaHEHHS TPYAOBBIX KHIKEK OpraHH3aIHH.
12  Aynut KampoBoOi JOKyMEHTAIMH OpPTraHM3aIHH.
13 AyauT yBONBHEHUI.
14 Amnanu3z coOiroIeHHsl HOPM TPYIOBOTO 3aKOHOATENILCTBA IIPH 0POPMIICHHUH JIBIKEHHUS KaJlpOB
15 Pa3paboTka HOMEHKIATYPHI A€ KaApOBOW CIIyKOBI.
16 Amnanus copepxanusi 1 0pOPMIICHHUS TPYIOBBIX JOTOBOPOB OpPraHU3alHy.

P PO ~NO O, WN

2.4 TlepeyeHb Y4YeOHO-METOAMYECKOr0 obOecrevyeHUs] Ui CAMOCTOSTENbHOH PpadoTsl o0ydaroumuxcs Mo
AUCHUIVINHE (MOAYJII0)

[epedens yueOHO-METOIMYECKOTO 00ECIICUCHHS AUCITUTLINHEI I10 BHITTOJIHEHUIO
Ne Bun CPC CaMOCTOSATENTFHON pabOTHI

1 2 3

1. IIpopabotka
y4eOHOTO
(TeopeTmaecKkoro)
Mmarepuaia

2. Brimonnenue Meroauyeckue pEKOMEHIAIMK JJIsl CTYJCHTOB HAlpaBICHUS yIpaBicHHE
WHIMBUIYAlbHBIX | TIEPCOHANIOM IO BBHINOJHCHUIO MUCHMEHHBIX PaboT, yTBepXkIcHHbIe Kadenpoit
3aJaHui yIpaBJICHUS MEPCOHATIOM M OPTaHU3AI[MOHHON MCUXO0JIOTHEH, MpoTokoia Ne 12 ot
(moaroroBka 03.05.2018 .

COO0OIIEeHN{],
Ipe3eHTaIuH)
3. Pedepar
Occe

b. ITogroroBka K
TEKYIIEMY
KOHTPOJIIO

6. WNudopmanmonHoe
obecrneueHne
YIPaBICHYECKOU
JIEATENBHOCTH

YueOHO-METOIMIECKUEe MATEPUAIIBI JITIsl CAMOCTOSITENIbHOM PaboOThl 00YJAIOIIMXCS U3 YUCIa UHBAIUIOB U
JHMIl C OrPaHUYEHHBIMH BO3MOXKHOCTSIMHU 3710poBbsi (OB3) mpemocrasistorest B popmax, aJalTHPOBAHHBIX K
OTPaHUYEHUSIM MX 3JI0POBbS U BOCIIPHUATHsI HH(OpMaLnm:

Jns nui ¢ HapyleHUsIMU 3peHuUst:
— B IleyaTHOU opMe yBETHUICHHBIM HIPH(TOM,
— B (pOpME DIIEKTPOHHOTO JOKYMEHTA,
st a1 ¢ HapyHUeHUsIMU CIyXa:
— B Ie4aTHO# (opme,
— B (hopMe PIIEKTPOHHOTO JTOKYMEHTA.

JLuist 7M1 ¢ HAPYIIEHUSIMHU OTIOPHO-/[BUTATEILHOTO arnapara;
— B rieyatHol Qopme,
— B (hopMe PIEKTPOHHOTO JIOKYMEHTa,

JlaHHBII TIepeYeHb MOXKET OBITh KOHKPETH3UPOBAH B 3aBUCHMOCTH OT KOHTHHTECHTA 00yJYarOMUXCSI.

3. O6pa3oBaTe/ibHbIE TEXHOJIOTHH.
Jlekuusi-Bu3yanu3aiys, podaeMHast JIEKIus, pa30op MPaKTUYECKUX 3a/ia4d 1 KeicoB.
Jist aui ¢ OrpaHMYEHHBIMHM  BO3MOJKHOCTSIMU  370POBbsl IIPEAYCMOTpPEHA OpraHu3alusi KOHCYJIbTallUld C
UCIIOJIb30BAaHUEM DJIEKTPOHHOM MOYTHI.

3aHATHS, IPOBOIUMBIE C UCTIONIF30BaHUECM WHTEPAKTHBHBIX TEXHOJIOTHI



Bun 3ansarus KomnuecTBo
Cemectp Hcnons3yemMble HHTEPAKTHBHBIE 00pa30BaTEIbHbBIC TEXHOIOTHH
(JL, 113, JIP) 4acoB
4 JI Jlekus ¢ 3eMeHTaM¥ NeJarorMIeCKuil SBPUCTUKH, JTEKITHUSI- -
KOHCYJIbTaIHs
113 Becenpl, pa3dop curyanuii, mpe3eHTaIys JOKIaI0B, 2
coo01ennii B popmMaTe MUHU-KOH(EpEHIMN
Wroro: 2

4. OueHOYHBIE CPEICTBA JJIsl TEKYIIEro KOHTPOJISI yCIIeBAeMOCTH 1 MPOMEKYTOYHOM aTTecTAlNH.

4.1 ®oHJ 0L EHOYHBIX CPEICTB /I MPOBeAeHHs TEKYIEero KOHTPOJIs.

OOpa3ubl TECTOBBIX M KOHTPOJILHBIX 32/1aHUil TEKYIero KOHTPOJIS

[Tpumep ogHOTO M3 BapHAHTOB TECTOBOTO 3aJlaHUSI U KOHTPOJILHOHM paboThl 10 TeMe «BejeHue TpyaoBbIX
KHDKEK !

1. B mpyo0osyio KHU*CKY HeobX00umMo 8HeCmu 3anucu.

- B JCHB IOCTYIUICHUS pabOTHHKA Ha paboTy;
mmocye 5 THel paboTh Ha MPEIIPUATHH;

- TI0 OKOHYaHHH HCIBITATEIIEHOTO CPOKa.

2. Pabomuux obpamunci 8 Kaoposyio cayxcby ¢ npocbOou evioams 0yoauxam mpyooeol KHUNCKU.
OoHnako Kaoposux 3asa6ui, 4mo OyOAUKAMbL 8blOAIOMCA PADOMHUKAM MONLKO 8 MedeHue 200a nocje Y80abHeHUS.
IIpasomepuvl 1u maxue 3asenenua? Yxascume cpox evioauu OyonUKAmMa mpyoo8ot KHUMCKU:

- 15 nueit

- 5 nHen

- rof

- CPOKH HE YCTaHOBJICHBI, 1yOJIMKaT Oy/eT BBIITUCAH MOCIIE IPEJI0CTaBICHUS BCEX CIIPABOK

3. Ilpu yeonvHenuu compyoHUK O0O0ICEH 3a8epumb C80e CO2NAcCUe C NPOU3BEOCHHbIMU 3ANUCAMU 8 €20
mpyooeoil KHudcKe ceoeti noonucwvio. Kax smo denams na npakmuke?

- MIOCTAaBUThH CBOIO ITOAMICH TIOJT 3aIIMCHI0 00 YBOJIbHEHUU

- MOCTaBUTh CBOIO IIOANKCH IOJ] TOAINHUCHIO JOJDKHOCTHOTO JIMIA, MOJIHCABIIETO TPYAOBYIO
KHIDKKY B paszenax «CBeneHust o pabore», «CBeJeHHUS O MOOIIPEHUN»

- MIOCTaBUThH CBOIO TTOAMNCH B IMYHON KapTOUKe

4. Compyonux yeonen 3a cucmemamuueckoe OmMcCymcmeue Ha pabome 0e3 YBAHCUMENbHBIX HPUHUH U
Haonesxcawe2o ogopmaenus ceoeco omcymcemeus. Ilo moii dce npuuune epyuenue emy mpyooeol KHUICKU He
npeocmaeuaemcs 603mModicHbIM. Kax npasunvbHo nocmynums 6 makot cumyayuu?

- OTHPaBUTh YBEJOMJIEHHE O HEOOXOAMMOCTH SBUTBCS 3a TPYIOBOH KHMXKKOHW 1O TIouTe -

OTIPABUTH I10 NOYTE, MPEABAPUTENILHO TOJIYYHB COTIacue pPabOTHHKA

- XpaHHTh €€ Ha MPENPHUITHH B TE€UEHHE 2-X JIET, 3aT€M CIaTh B apXHB

- MONPOCUTDH POJICTBEHHHUKOB 3a0path ee

5. B kakux 0oKymeHmax pabomuux 00JICeH NOCMABUMb C8010 NOONUCH NPU YE8OJIbHEHUU? - B
TPYZIOBOM KHIKKE

- B €0 JINYHOH KapTOuKe

- B KHHre ydera nBIKEHNS TPYAOBBIX KHIDKEK U BKJIAJIBIIIEH K HUM

6. Ilpu oghopmnenuu 6 mpyoogou KHUNCKe 3anUcU 0 nepesode COMpPYOHUKA 8 OyXeanimepuio u HA3HAYeHUU
€20 Ha OO0IICHOCHb KACCUPA UHCHEKMOP CAyHcObl Ka0pos owmudcs U 8HeC HeBepHOe HA36AHUE HOBOU OONIICHOCTU:
emecmo donacrocmu "kaccup” nanucan "6yxearmep". Kakum obpazom credyem ucnpagums HeGepHyl0 3anucy?
Hanuwume npasunvuyio gopmynuposky. Hedocmaiowue ceedenus enucams camocmosmenbHto.

7. Bnpase nu xaoposas cnysicoa mpebosamv npuodpemenus COMpyOHUKAMU MPYOOBHIX KHUICEK 3a
ceotl cuem? Kakum obpazom smo ogpopmisiemcs?
- HeT, 00513aHHOCTh 00ECIIeYEeHUsI TPYJOBBIMU KHUKKAMHU JISKHUT Ha paboTo/aTee - na,
paboToaaTesb MOXKET B3bICKAaTh CTOMMOCTb TPY/JOBOW KHIKKHM ¢ paOOTHUKA
- Jpyrou oTBeT
8. Ha pabomy 6 opeanuzayuto ycmpaueaiomcst MoI0O0ble CHeyualiucmol, OKOHUUSUIUE @biculee YuebHoe
3asedenue. Kaxyio 3anuce 6 mpyoosyio KHUNCKY (8 pazoden «cgedenust 0 pabome») HeoOX00UMO GHECHU:
- cBeJieHns1 00 00yJeHNH B By3€ C yKa3aHHEM NepHOa O0ydeHHs
- CBEJICHHUS O TIpHEMe Ha padoTy
9. Obsszan au pabomodamenv 6bl0amMb PAGOMHUKY HA PYKU MPYOOSYI0 KHUINCKY NO €20 Npocvbhe:
- na
- Jia, TI0 MMChbMEHHOMY 3asIBJIICHHIO PaOOTHHUKA - HET, TOJbKO KOITHIO
Ilepeuens vacmu KoMnemeHyuU, NPOBEPAEMbIX OYEHOUHBIM CPEOCIBOM.
OK-4 criocoGHOCTBIO HCTIOTB30BATH OCHOBHI MPABOBBIX 3HAHHH B PA3IMUHBIX chepax AesITeIbHOCTH.




«He/3a4eT» - OTCYTCTBHE pabOThl B IPYIIIOBOH AEATEIBHOCTH HaJl BOPOCAMHU AJIst 00CYkIeHus Oe3 yuacTust
B IyOJIMYHOM OOCY>KAEHHH M apryMEHTaluH C(OPMYIMPOBAHHBIX BEIBOJIOB;

«3a4TeHO» - paboTa B TPYIIIOBOM JEATENFHOCTH HaJ| BONPOCAMHU JUIS OOCY)KIEHUS C COAEp)KaTebHBIM
yyacTueM B IyOJIMYHOM OOCYXIEHMHM M apryMeHTanuu c(opMyIMpOBAaHHBIX BBIBOJOB; JIMJEpPCKas MO3WUIMS U
MOJICPaTOPCTBO B TPYIIIOBOW JAEATEIBHOCTH BOIPOCAMH JUISi OOCYXKAGHHS C COAEp)KATeNbHBIM YYacTHEM B
MyOIMYHOM O0CYKICHUH U CHCTEMHOH apryMEHTaLNH COPMYITHPOBAHHBIX BBIBOJIOB.

KonTpoabHasi padoTa. 3an0MHATE TUTYIBHBIA JIUCT TPYOOBOI KHIDKKH M pasnen «CBeneHus o pabore» ¢
02.02.2003 o 18.12.2014 Ha 0cHOBaHUM CIECTYIONINX JaHHBIX.

Brr pabortaere HauanpHUKOM oTaena kaapoB OO0 «BOCTOK». Bam HeoOXoamMo 0hOpMHUTH TPYIOBYIO
KHIWKKY Ha VBaHoBy Ombry IlaBnmoBHY, koTopas mpuHHMaeTcs Ha paboty c¢ 2 ¢espans 2003 roxa, 1980 roma
poxnenust (29 ampens), ydamasicsi Ha YETBEpTOM Kypce B MpPKYTCKOM TOCYJapCTBEHHOM YHHUBEPCHTETE, Ha
JIOJDKHOCTB ITPOJIaBIIa C MCIBITATENILHBIM CPOKOM 3 Mecsa, Ha ocHoBaHUM npukasza Ne 23k ot 29.01.2003 rona.

1 aBrycra 2004 rona nmpuHOCHUT CBHIETENBCTBO 0 Opake Ne324 ot 15.07.2004 r., rue ykazaHo, 4TO OHA
nomeHsi1a pamuiuio Ha [leTpoBy.

5 mronst 2007 roga NpUHOCUT OUILIOM O BhiciieM oOpaszoBanuu Ne BK-345234 ot 15.06.2007 r., rae
yKa3aHo, 4YTO il IpUCBOEHA KBaIH(UKALUS MEHEIKepa MO CHenuabHOCTH «MeHeIKMEHT OpraHu3allum».

24 oxtsa6ps 2006r. mepeBoAMTCS B KOMMEPYECKHH OT/AEN Ha JOJDKHOCTH MEHEIDKEpa Io Mpojakam
(mpukas ot 24.10.2006 . Ne 342x).

18 nexabps 2014 roga yBompHSETCS IO COOCTBEHHOMY JKEJIaHUIO HAa OCHOBAaHWH Tpukasa Ne 234 k ot
18.12.2014 r.

Hannass paboTa NPOBOAWTCS NHCBMEHHO Ha IPAaKTHYECKOM 3aHATHU. [ yCHENIHOro BBINOJIHEHHS
paboTHI OT CTyJeHTa TpeOyeTcs MOCeIeHNe JEKIUI 10 TeMe, TTOCEIIeHHE, MTOAr0TOBKA U paboTa Ha MPaKTHIECKUX
3aHATUSX 10 TeMe «BeneHue TpynoBOil KHUXKKU».

Ilepeuenv wacmu KomMnemeHyuu, npoOGEPAEMbIX OYEHOUHbIM CPEOCMEOM.

IIK-10- 3nannem TK P® u vHBIX HOPMATHBHBIX MPABOBBIX aKTOB, COJACPXAIIUX HOPMBI TPYAOBOTO MpaBa,
3HaHHEM IPOLIEeyp IIpHeMa, yBOJILHEHUS, IEPEBOIa Ha IPYTYIO paboTy U NepeMellieHH s IIEpCOHaNa B COOTBETCTBUU
¢ TK u BinageHreM HaBbIKaMH 0pOPMIICHHSI COTIPOBOXKIAIOIIEH JOKYMEHTAIIUU

«He/3a4eT» - OTCYTCTBHE ODIEMEHTApHBIX 3HAHHH IPUMEHEHHsS HOPMAaTHBHO-NIPABOBBIX JIOKYMEHTOB B
HpakTHIecKoi padore;

«3a4TE€HO» - CTYACHT 3HAKOM C HAaBBIKAMH O(OPMIIEHHUS TOKYMEHTOB IO JBIKCHHUIO KaJIpOB B OPraHU3ALNH U
COIPOBOXKIAIOIIEH TOKYMEHTAINH;

IIpumepHas TeMaTHKa KeiiCOBBIX CUTYallHl

Hazpanue KenlcoBoOM Ilens BBITIOTHEHUS TpeboBanus, MeTtoanueckue
CUTYyalUU TIpENBABISAEMBIE K YKa3aHUs K
COAEpKaHUIO U BBITOJIHEHUIO
oopMIICHHIO
«MneanbHBIN TOKYMEHT» YcBoeHne TpeboBaHUH, Heo0OxoanMo cocTaBHUTE IIpu BBIIIOJIHEHUH
NPEABSBIAEMBIX K naeanbHo OQOPMIICHHBIA | 3aJaHUS clenyer

TPYIOBBIX JOIOBOPOB

OIMOOK, JIOMYIIEHHBIX
IPU COCTABJICHUH
TPYAOBOTO  JOTOBOpA

oopMIICHHIO JIOKyMEHT.  3ajaHue BEIOpaTh ISl aHaIu3a
OpraHu3aIOHHO- BBHITIOJTHSIETCSL B OpTaHW3alMOHHBIA  WJIN
pacmopsIuTeIbHOMN MMMCBMEHHOH popme PpacTopsIUTENbHBINA
JOKYMCHTAITUH, JIOKYMEHT OpTaHH3allvH,
PaCTIONIOKEHUIO odopmuts ero B
PEKBU3UTOB Ha cootBerctBuu ¢ [OCT P
ONaHKe TOKyMEHTa 6.30 — 2003. Bo3moxHO
UCIIOJIb30BaHHE
YTJIOBOTO
WA MIPOJOJILHOTO
pacroyioKeHHsI
PEKBHU3UTOB.
Aynut TpynoBoro | [IpuoGperenue Brimonusercs B IIpu BBINIOJIHEHUU
JIOTOBOpa MPAKTHYCCKUX HABBIKOB | MUCBMEHHOW (hopMe C 3aaHus  HEOOXOaUMO
COCTaBJICHUS yKa3aHHEM BCeX POaHATN3UPOBATH

TPYIOBOH JOTOBOp Ha
npeaMeT

1) OTpaKEeHUsI
00s3aTeNbHBIX U
JIOIIOJIHUTEIbHBIX
YCIIOBUH,
MPEIYyCMOTPEHHBIX  CT.




57 TK P®;
2) MPaBUIILHOCTH
ero
odopmienns B
cootrBerctBuu ¢ [OCT P
7.0.97.2016. Ipu
OLICHKE CTPYKTYpBl H
COJICpIKaHHS TPYIOBOTO
JIOTOBOpa MOKHO
PYKOBOJICTBOBATBCS
TaKMM  HOPMAaTHBHBIM
JIOKYMEHTOM, Kak
IIpuka3 MunHucrtepcrsa
3/[paBOOXPAaHEHHUS u
COLMANbHOTO  Pa3BUTHSI
ot 14.09.2008 Ne 424-n

«O06 YTBEPIKICHUH
pexomMeHaanun o
3aKJIFOUEHHIO TPYIOBOTO
JIOrOBOpa c
paboTHHKaMH
OIOKETHBIX

opraHuzanuii ®  ero
npuMepHoit hopMbI»

AyauT JOKaJIbHOTO [puobperenue Brinonusercs B Heobxoxnmo
HOPMAaTHBHOTO  aKTa MIPAaKTHYECKUX HABBIKOB | MUCBMEHHOI (hopme ¢ 03HAKOMUTBCS c
opraHmzanuy o pabore COCTaBJICHUSA yKa3aHHEM OCHOBHBIX HOPMaTHBHOM 6azoif,
C TIEPCOHATBHBIMU JIOKAJIBHOTO omuOOK, MONMYIIEHHBIX | periJaMeHTHPYIOUIeH
JaHHBIMM ~ paOOTHHUKOB HOPMaTHBHOTO aKTa IPU COCTaBJICHUH paboty c
OpraHu3aIu B HOPMAaTHBHOTO aKTa NIepCOHAIbHBIMU
COOTBETCTBHH C JaHHBIMH ~ pabOTHHKOB,
JIEACTBYIOIIUM MpOaHaIN3UPOBATh
3aKOHOJIaTEeIILCTBOM HOPMAaTUBHBIH aKT Ha
MPEeAMET  COOTBETCTBUS
TpeOOBaHUSAM
3aKOHOJIaTEIIBCTBA.
IIpu
BBINTOJTHEHUT
3a1aHuA
MO>KHO
PYKOBOJICTBOBATHCS
TIPUMEPOM aHaJM3a
ITonoxenust o pabore c
TIepCOHALHBIMH
JaHHBIMH,
MPUBEICHHOM B CTaThe
ABTYIIKO A.
[onoxenne o pabore
c TIEPCOHATBHBIMU

JaHHBIMH ~ PaOOTHHUKOB:
KakuM emy ObITe? |/ A.
Astymiko //

Ilepeuenv yacmu KomnemeHyuu, NPOGEPAEMbIX OYEHOUHbIM CPEOCMEOM.

[1K-12-3HaHMEeM OCHOB pa3pabOTKM M BHEIPEHHs KaJpOBOIl M yIpPaBJICHYECKOH JOKYMEHTAIMH, ONTHMH3ALUIH
JIOKyMEHTO0000poTa M cXeM (DYHKIMOHAJIBHBIX B3aMMOCBSI3€H MEXAY IOJpa3JeieHUsIMHA, OCHOB pa3paboTKu |
BHEJIPEHUS NIPOLEAYpP PEryIUPOBAHUS TPYIOBBIX OTHOLIEHUN U CONPOBOXKIAIOMIEH JOKYMEHTaU!

«He/3a4eT» - OTCYTCTBHE TOTOBHOCTH OKa3bIBaTh KOHCYNBTAIlMM II0 OCHOBaM pa3pabOTKH KaJpOBOH
JIOKYMEHTAIIIH, €€ COCTaBa, MOPSAIKa IBIKCHUS TOKYMEHTAIINH;

«3aYTCHO» - CTYICHT HWMEET CHCTEeMHOE IPEJCTAaBIICHHE 1O (OPMHUPOBAHUIO W OPTaHU3ALUH TPOLEIYP
PeryIupOBaHNs TPYIOBBIX OTHOLICHHUH;

[IK-13 yMmeHmeM BecTH KaJpoOBOE IENIOTNPOM3BOACTBO M OPTAaHM30BHIBATH APXMBHOE XPAaHEHHE KaJIPOBBIX
JIOKYMEHTOB B COOTBETCTBHM C JEHCTBYIOIIMMH HOPMAaTHBHO-IIPAaBOBBIMH aKTaMH, 3HAHWEM OCHOB KaIpOBOU
CTaTUCTHUKH, BIAJEHHEM HaBBIKAMU COCTABIIEHMsI KaJpOBOM OTUETHOCTH, a TAKXKE HAaBbIKAMHM O3HAKOMIJICHUS



COTPYAHUKOB OpraHusaluu c Ka[[pOBOﬁ ILOKyMeHTaIIPIeﬁ u HeﬁCTByIOIHHMH JIOKQJIbHBIMHU HOPMATUBHBIMU aKTaMH,
yYMEHuUe o0eceunTh 3allUTy NEPCOHAJIBHBIX JAaHHBIX COTPYAHUKOB

«He/3a4ueT - OTCYTCTBHC 3HAHUM OCHOB KaZApoBOIro ACJIOMPOU3BOJACTBA,

«BavYTCHO» - pa60Ta B I‘pyHHOBOﬁ JACATCIILHOCTH HaJl BOIIpOCaMU JIJId 060y)KﬂeHI/IH C COACPIKATCIBbHBIM Y4aCTUCM
BECTU KaApPOBOC ACIONPOU3BOACTBO, OPTaHU30BAThL APXMBHOC XPAaHCHUEC KAaIPOBBIX NOKYMEHTOB B COOTBCTCTBUU C
HeﬁCTBleH.[HMPI HOPMAaTHUBHBIMHU ITPABOBBIMHU aKTaMH.

4.2 ®oH/1 OLIEHOYHBIX CPEACTB /LISl IPOBeJeHHs MPOMEKYTOYHOI aTTecTalUu.

IlepeyeHb BONMPOCOB K IK3aMeHY:
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[TonsiTre cuctemMbl TOKYMEHTALMOHHOTO 00ECIICYEHHUS YIIPABIICHUS IEPCOHAIIOM.

TpeboBanusi, IperbIBIsieMble K 0POPMIICHHIO PEKBU3UTOB KaJJPOBOH JOKYMEHTAIINH.

[Ipunanue fOKyMeHTaM IOPUINIECKON CUIIBL.

IMopsimok 06pabOTKM M perucTpanuy JOKyMEHTOB, X HHAEKCAINHU. PerucTpanonasie popMsl
JOKyMEHTOB U MX 3aIllOTHCHHE.

KoHTponb NCTIONHEHUS] JOKYMEHTOB.

Krnaccudukanms kaxpoBbIX JOKYMEHTOB.

OT1au4ns B MOATOTOBKE MPUKA30B IO JIMYHOMY COCTaBY M IPHUKA30B 10 OCHOBHOW AEATEIHHOCTH.
HopmatuBHO-MeToqu4eckas 0a3a, perjaMeHTUpyomias HOATOTOBKY KaApOBOW TOKYMEHTALIUH.
[IpocTele U COXKHBIE IPUKA3bl: 0COOCHHOCTH 0(opMIICHNSI.

[MonsiTre TpyHOBOTO IOrOBOpa, 00S3aTENBHBIX U JONOIHUTEIBHBIX YCIOBHH TPYAOBOTO JOTOBOPA.
[paBuna odopmiieHHsT pEKBU3UTOB TPYIOBOTO JIOTOBOPA.

OcobeHHOCTH 0OPMIIEHHS )KypHaJla PErHCTPALUH TPYIOBBIX TOTOBOPOB.

CocTtaB T10KyMEHTOB, TpeOyeMbIX OpraHaMH HaJ(30pa M KOHTPOJIS NIPH MIPOBEICHUH ITPOBEPOK.
OdopmireHne nporeaypsl MPOBEPKH KaAPOBOH TOKYMEHTALIUH.

OcoOeHHOCTH COCTABIICHUS KypHalla ydeTa MEpPONPHATHH 10 KOHTPOJTIO.

Bunel nposepoxk.

OTBETCTBEHHOCTH paboTOAATENS N (PU3UIECKUX JINI] HA HEHAJIE)KaIllee COCTOSIHUE KaJpOBOH
JOKyMEHTAIHH.

HasnadeHne HHCTPYKINH [0 JOKYMEHTAIIMOHHOMY 00€CIICUeHHIO yrpaBieHus nepconanoM. Cocras
pasaenoB.

OcobeHHocTH pa3pabOTKU M COCTABJICHHUS IITATHOTO PACITUCAHHSL.

[IpaBusa BHyTpEHHEr0 TPYIOBOTO PacHoOpsIKa: Ha3HAYEHHE M MOPSII0K 0(OPMIICHUSL.
[epcoHanbHbIe naHHBIE pabOTHHKA: COOP, XpaHEHHE, OTBETCTBEHHOCTD 3a JIOCTOBEPHOCTh U HE3aKOHHOE
pacrpocTpaHeHue.

OCHOBHBIE HOPMAaTHUBHO-IIPABOBBIC aKThI, PErIAMEHTHPYIOLINE paboTy C TPYIOBBIMU KHHKKAMHU
PpabOTHUKOB.

[TpaBuna odopmiteHHs: TPYAOBBIX KHIDKEK, BHECEHHS JIOTIOITHEHUS U HCIIPABJICHUH B HETIPABUIIEHO
BHECEHHBIE 3aITHCH.

[Mopsiiok BeIAaYH TPYJOBOH KHHKKH PAOOTHUKY

Bxiagsi B TpyIOBYIO KHIKKY.

Brinaua qyonvkara TpyJa0BOH KHUXKKA

VYyer JABWKCHUS TPYAOBBIX KHUKCK U BKJ'Ia}:[bIIHefI K HUM.

Odopmienne npuema paboTHUKOB. CocTaB JOKyMEHTOB, TpeOyeMbIX IPH NpueMe Ha padoTy.
OdopmiteHne nepeBoia pabOTHUKOB Ha IPYTyI0 paboTy

OdopmiieHre poueypbl KOMaHAUPOBAHUS PAOOTHHUKOB.

OdopmiteHne oTIycka.

[paBuia u CpoOKHM MOArOTOBKH rpaduka oTiryckoB (dhopma T-7).

OdopmiteHne nporeyphl yBOJIbHEHNS! paOOTHUKOB

OcoOeHHOCTH COCTaBICHUS YHU(DUINPOBAHHBIX ()OPM IPHKA30B 110 JIUIHOMY COCTABY.
dopmupoBaHKe U BeJleHHE JTMYHBIX Jiesl. CocTaB IOKYMEHTOB JIMYHOTO JIeTa.

Benenne nmmunbIX KapTodek. [IpaBuia BHECCHNS HCIIPABICHUN B TMYHbBIE KAPTOUYKH.

[TonsiTre HOMeHKIIATYpHI 1ed. [TopsIoK cocTaBleHNsT HOMEHKIIATYPBI Ie)T KaIpOBOM CITyKOBI.
TpeboBanusi, TpeIbIBIsIEMBIE K 3ar0JIOBKAM JieJl. DJIEMEHTHI 3ar0JIOBKOB JIEJI.

[opsnok dpopmuposanus nen. Ilpu3Haky rpyImupOBKH JOKYMEHTOB B Jena.

HOpH}]OK IMOATOTOBKH TOKYMEHTOB K apXUBHOMY XPaHCHUIO.

Krnaccndukarus 10KyMEHTOB II0 CPOKaM XpaHEHUSI.

YactuaHoe 1 nosHoe 0(hOopMIICHHUE JeI.

CocraBneHne n opopmIIeHHE OIHCel Jedl.

OpraHuzanys MpoBeJICHHUS IKCIIEPTU3bI LIEHHOCTH JIOKYMEHTOB.

AIMUHHCTpATHBHAs OTBETCTBEHHOCTD 32 HApyIIEHNE JEHCTBYIOIIETO 3aKOHOIATEIbCTBA [0 apXUBHOMY
Jeiy.

OuennBaHne NpouCcXoaAnT no gpopmy.Jie:

OI/ITOFOBaﬂ = 0,2 * OHaKOrmCHHa;{ + '0,3 * Ol‘[pOCKTHaﬂ + 0;5 * OMTOFOBOFO KOHTPOJIsL



— HaKOIUICHHash OLICHKAa IPOCTABJISETCS 3a AKTHMBHOCTb OOYYAlOIIErocss Ha MPAaKTUYECKUX 3aHATHSX,
MPOX0XKJCHUE TEKYIIEro KOHTPOJIS ¥ BBIIOJIHEHHE CAMOCTOSITENbHON paboThl,
—  IIPOEKTHasl OLEHKa MPOCTABIISIETCS 3a 3AIIUTY MUCBMEHHOW paboThI IO KypCy,
— OLIEHKa HUTOIOBOTO KOHTPOJS IMPOCTABISAETCA 32 MPOXOXKJICHHE KOHTPOJIBHOTO HCIBITAaHUS MO KypCy B
(opmare, onpeieNeHHBIM pabounM y4eOHBIM TUIAHOM.
Onenku craBsarcs 1o 10-6ansHON mKkane. OKpyTiIeHHE OLEHKH IPOU3BOJUTCS B IOJIB3Y CTyAeHTa. MToroBas
OLICHKA BBICTABIISIETCS B BEIOMOCTH COTJIACHO CIIEIYIOMIEMY IIPaBHILY:

Hrorosas omenka Ormenka no 10-0anpHOI mIKale
HEYIOBJIETBOPUTEIBEHO 0-3

YAOBJIETBOPUTEIHHO 4-5

XOPOIIO 6-7

OTIITIHO 8-10

Ilepeuenv wacmu KomMnemeHyuu, NPOGEPAEMbIX OYEHOUHbIM CPEOCMEOM.

OK-4 cnocoOHOCTBIO UCII0JIB30BATH OCHOBBI TPABOBBIX 3HAHUI B Pa3IMYHBIX chepax AesTeIbHOCTH.

«He/3a4eT» - OTCYTCTBHE pabOThI B IPYIIIOBOH AEATEIHHOCTH HaJl BONIPOCAMHU AJIsl 00CYkIeHUs Oe3 yuacTHs
B IIyOJIMYHOM OOCY>KACHHH M apryMEHTalUH C(OPMYIHMPOBAHHBIX BBIBOJIOB;

«3a4TeHO» - paboTa B TPYIIIOBOM JEATENFHOCTH HaJ BONPOCAMHU JUIS OOCY)KICHUS C COAEpIKATEIbHBIM
yyacTUeM B IyOJIMYHOM OOCYXIEHMHM M apryMeHTanuu c(opMyIMpOBAaHHBIX BBIBOJOB; JIHJEPCKas MO3WIHS H
MOJICpaToOpCTBO B TPYIIIOBOW JAEATEIBHOCTH BONPOCAMH ISl OOCYXKACHHS C COAEPIKATENbHBIM Y4acTHEM B
MyOIMYHOM OOCYKICHUH U CHCTEMHOM apryMEHTalNH ChOPMYITHPOBAHHBIX BBIBOJIOB.

IIK-10- 3panmemM TK P® u WHBIX HOPMAaTHBHBIX HPABOBBIX AKTOB, COACPIKAIINX HOPMBEI TPYIOBOTO IIpaBa,
3HAHHUEM IPOLEYp IpHeMa, yBOJILHEHHUS, IEPEBOIA HA APYTYIO pabOTy U MepeMeIleHHs IIEPCOHANa B COOTBETCTBUHI
¢ TK u BnageHneM HaBbIKaMH O()OPMIICHHS COTIPOBOXKIAIOIIEH JOKYMEHTAIIHU

«HE/3a4eT» - OTCYTCTBHE ODJIEMEHTAapHBIX 3HAHMH IPUMEHEHHS HOPMAaTHBHO-TIPABOBBIX JOKYMEHTOB B
IpakTHIecKoi padore;

«3a4TEHO» - CTYAEHT 3HAKOM C HaBBIKAMH O(OPMIICHUs TOKYMEHTOB MO JBIKCHHUIO KaIpOB B OpraHU3aLNH U
COIPOBOKIAIOIIECH JOKYMEHTAlUY,

[1K-12-3HaHueM OCHOB pa3pabOTKM M BHEIPEHHs! KaJIPOBOM M yNpaBIIEHYECKOH JTOKYMEHTAIUH, ONTUMH3AIIH
JIOKyMEHTO000poTa M CcXeM (PYHKIMOHAJIBHBIX B3aHMMOCBSI3EH MEXIy IOApa3JelIieHUsIMH, OCHOB pa3paboTKu M
BHEJIPEHHMS TIPOLETYP PErYJIMPOBAHUS TPYIOBBIX OTHOIICHHUH U COITPOBOXK/IAIONICH IOKYMEHTALIUH

«He/3a4eT» - OTCYTCTBHE TOTOBHOCTH OKa3blBaTh KOHCYJIBTAllMd MO OCHOBaM pa3pabOTKU KaapoBOM
JOKyMEHTAIIH, €€ COCTaBa, MOPsAKa ABWKEHUS JOKYMEHTALHN;
«3a4TE€HO» - CTYJICHT HMEET CHUCTEMHOE IpeiCTaBJIeHHE MO (OPMUPOBAHUIO M OPTAHHM3ALMH IPOLEAYP

PEeTyIUpOBaHUS TPYIOBBIX OTHOIICHHUH;

I[IK-13 yMeHueM BecTH KaJpOBOE IEIONPOW3BOJICTBO M OPraHW30BHIBATH apXUBHOE XPAHCHHE KaJPOBBIX
JIOKYMEHTOB B COOTBETCTBHH C JCHCTBYIOIIMMH HOPMATHBHO-IIPABOBBIMH aKTaMH, 3HAHHEM OCHOB KaIpOBOU
CTaTUCTHUKH, BJIAJICHUCM HaBbIKAMH COCTAaBJICHUS KaHPOBOﬁ OTYCTHOCTH, a TaKXXC HaBbBIKaAMH O3HAKOMIJICHHA
COprJIHI/IKOB OpFaHI/I3aHI/II/I C KaHPOBOﬁ HOKyMeHTaHHeﬁ nu HeﬁCTByIOHIHMH JIOKAJIbHBIMHA HOpMaTI/IBHI)IMI/I aKTaMu,
YMEHHE 00€CIeUNTh 3alUTy IePCOHANBHBIX JTAHHBIX COTPYIHUKOB

«He/3a4eT» - OTCYTCTBHE 3HAHUN OCHOB KaJJPOBOIO JEJIONPOU3BO/ICTBA;

«3a4TeHO» - paboTa B TPYINIIOBOM AEATEIEHOCTH HaJl BOIPOCAMH AT 00CYKICHHS C COIePKaTeIbHBIM yIacTHEM
BECTH KaJpOBOE JIEIOMPONU3BOJICTBO, OPTraHU30BaTh apXUBHOE XpaHEHHE KaJIPOBBIX JOKYMEHTOB B COOTBETCTBHUH C
JIEHCTBYIOIINMI HOPMATHBHBIMA TIPABOBBIMH aKTaMH.

[IK-17- 3HaHWeM OCHOB pa3pabOTKW W BHEAPCHUS MPOQECCHOHAIBHBIX, B TOM YHCIEC KOPIOPATUBHBIX
CTaHJApTOB B OOJIACTH YIPABJICHUS MEPCOHAIOM, YMCHHEM COCTABIATH ONKCAHHA M PACIPeNeNiaTh (QYHKIHA U
(hyHKIMOHATBHBIC O0S3aHHOCTH COTPYIHHKOB, a TaKKe (YHKIUHM MOJpPA3JCIICHUA pPa3HOTO YPOBHA (KapThl
KOMIIETEHIINH, TOJDKHOCTHBIC MHCTPYKIIUH, TTOJIOKECHHUS O TOPA3ICIICHISIX )

«HE/3a4eT» - OTCYTCTBHE JJICMCHTAPHBIX 3HAHUN COCTABIISTH ONMCAHUS JOJDKHOCTHBIX HHCTPYKIIHI;

«3aYTCHO» - CTYICHT 3HAKOM C HaBBIKAMH Pa3pabOTKHM KapT KOMIETEHIUH, MOJDKHOCTHBIX HHCTPYKIUH,
MOJIOKEHUN O TOJIpa3JIeTICHUSX;

OHCHO‘{HBIC CpeHCTBa JJIsI HTHBAJINAOB U JIUIL C OFpaHI/I‘-IeHHI)IMI/I BO3MOXHOCTSAMHU SIIOPOBBSI BI)I6I/Ipa}OTC${ C
YYeTOM MX MHIUBUAYAITBHBIX MCHXO(PHU3MIECKIX 0COOCHHOCTEH.

— l'IpI/I HGOGXO)II/IMOCTI/I UHBAJIUIaM U JIMLIaM C OFpaHI/I'-IeHHBIMI/I BO3MOXHOCTAMHAU SIIOPOBBH HpG}lOCTaBHﬂeTCﬂ
JIOTIOJTHUTEILHOE BPEMS 1JIs1 IOATOTOBKM OTBETA HA SK3aMEHE;

— MPH IPOBEICHUH NPOLEAYPHI OIICHUBAHUS PE3yIbTaTOB OOyUCHHS WHBAIUIOB U JIUI] C OTPAaHHYCHHBIMUA
BO3MOKHOCTSIMH 3[IOPOBBS IIPEyCMATPUBACTCS UCIIONB30BAaHIE TEXHUICCKUAX CPEIICTB, HEOOXOIUMBIX MM B CBSI3H C
WX UHAWBUAYAIEHBIMU OCOOCHHOCTSIMU;



— npH HEOOXOJUMOCTH Ul O0YdYaroIUXCsl ¢ OrPaHUYCHHBIMH BO3MOXHOCTSIMH 37I0POBbSI M MHBAJIMJIOB
npoLeaypa OLEHUBAHUS PE3yJIbTaTOB 00YUSHHMS 110 JUCLUIIIMHE MOXKET IIPOBOJUTHCS B HECKOJIBKO 3TaIOB.

[Mpouenypa oueHHBaHUs Pe3yIbTaTOB OOYYEHHs MHBAIWIOB U JIMIl C OTPaHHMYCHHBIMH BO3MOXKHOCTSIMH
3JI0POBBSI 110 JUCUMILUIMHE (MOAYJIIO) peycMaTpUBaeT peaocTaBieHie nuopmanun B Gpopmax, alanTHpOBAHHBIX
K OTpPaHUYEHHSM HX 3[J0POBBsI U BOCIIPHUATHS HHPOpMaLnK:

JUi1st T ¢ HapyIIeHHSMH 3pEHHUS:

— B Ie9aTHOU (pOopMe YBETMUEHHBIM MIPUPTOM,

— B (popMe IEKTPOHHOTO JOKYMEHTA.

JUi1st TAL ¢ HapyIIeHUSAMH CIIyXa:

— B IIe4aTHOH (opme,

— B (popMe IEKTPOHHOTO JOKYMEHTA.

JAnst M1 ¢ HapyIIEHUSIMU OTIOPHO-JIBUTaTEIBHOTO arnapara:

— B neyaTtHOH Qopme,

— B (hopMe JIEKTPOHHOTO IOKYMEHTA.

JlaHHBIH IepeyeHb MOXKET OBITh KOHKPETHU3HUPOBAH B 3aBUCUMOCTH OT KOHTUHI'CHTa 00y4alomuxcsl.

5. IlepeyeHb OCHOBHOII M MONOJHUTENBHONH Y4eOHON JUTepaTypbl, HEOOXOAMMON /sl OCBOCHHS
AUCHUIUIMHBI (MOYJIs).
5.1 OcHoBHasi 1MTepaTypa:
1. Baxapes, A.P. TpymoBas KHIKKa: 3all0THEHHE, y4eT, xpaHeHue / A.P. baxapes, O.A. KoaneBckasi.
- HoBocuOupck : Cubupckoe yHUBEpCUTETCKOE M3aaTeibeTBo, 2009. - 144 c. - (Kagposuk). - ISBN 978-5-379-00967-
0; To ke [DnexTponHnsiit pecype]. - URL: http://biblioclub.ru/index.php?page=book&id=57284
2. Kysuenos, U. H. JlokymeHTanuonHoe odecriedenue ynpasienus nepconanom [Tekct] : yueOHUK n
NPaKTHKYM JUIsl IPUKJIaTHOTO OakajaBpuara : y4eOHHK JUIsi CTYJCHTOB BY30B, OOYYArOIIMXCS MO YKOHOMHYECKUM
HarpasjieHusiM U crienuaibHocTsiM / M. H. Ky3nenos. - Mockga : FOpaiit, 2015. - 520 c. - (bakanasp. [IpuknanHoi
Kypc). - bubauorp.: ¢. 409-421. - ISBN 978-5-9916-4000-8 : 159 p. https://biblio-online.ru/book/BDE14AC8-BFC6-
4C18-BBDF-ADOGE453A417
J11st OCBOGHHMS TUCUMITIIMHBI MHBAJIMIAMU U JINIJAMH C OTPAaHUYEHHBIMU BO3MOXKHOCTSMU 370POBbS UMEIOTCS
W3aHUS B 3JICKTPOHHOM BHJIE B DJICKTPOHHO-0MOMMoTeuHbIX cucTeMax «JIaup» u «HOpaiiTy.
5.2 JlomosiHUTEILHASI JIATEPATYpa:

1 baxapes, A.P. TpymoBas KHMKKa: 3amoyiHeHue, yueT, xpanenue / A.P. baxapes, O.A. KoBaneBckas. -
Hoocubupck : Cubupckoe yHHBEPCUTETCKOE H3maTeascTBo, 2009. - 144 c. - (Kagposuk). - ISBN 978-5-379-00967-
0 ; To ke [Dmextponnsrii pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=57284

2 Muxaitno, FO.M. BouHCkn#i y4eT B opraHm3amusx : npakTmdeckoe mocobue / FO.M. Muxaiinos. -
Mockesa ; bepmun : Jupexr-Menua, 2014. - 119 c. : un. - ISBN 978-5-4475-1649-9 ; To xe [InekTpoHHBIN pecypc].
- URL: http://biblioclub.ru/index.php?page=book&id=253696

Cenuenko, I1.B. JlokyMEeHTalIMOHHOE OOCCIICUCHHE YIPABICHUYCCKUX PpEIICHUH : ydeOHOoe mocobue /
I1.B. Cenuenko, O.I1. Exnakos, B.E. Kupuenko ; MunuctepctBo o0pa3oBanus u Hayku Poccuiickoit @eneparum,
Tomckuit I'ocynapctBennsiit YauBepcureT Cucrem Ynpasienus u Pagnosnextponuku (TYCVYP). - Tomck : Onp
Konrent, 2011. - 142 c. : Tabn., cxem. - ISBN 978-5-4332-0008- ; To »xe [Dnexrponnslii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=208691

5.3. Ilepuoauyeckue U3IaHUs:

— JKypnan "Vmpasienue mnepconanmoMm” [Dnekrponusiii pecypc] — Pexum mocryma: http://www.top-
personal.ru

— JKypuan «Kaaposux» (panor.ru/journals/kadrovik/)

— Odunnansuelii caiit HanmonansHoro coto3a kaaposukos (http://www.kadrovik.ru)

— HubopMm. mopTanm ais CHEHUAIMCTOB IO KaapaM M ympasieHuio uepconaiom (http://www.pro-
personal.ru/)

— kypHaan «Pa6ora ¢ mepconanom» (http://www.hr-journal.ru/)

6. IlepeyeHn pecypcoB HHPOPMANMOHHO-TEJIEKOMMYHHKANIMOHHON ceTH «HTepHET», HEOOXOTUMbIX
AJISI OCBOEHHUSI TUCHUTIINHBI (MOLYJIs).

1. http://www.hr-portal.ru/ - HR-mopran, paszgen «/lenonpon3BoacTeo»

2. http://www.kadrovik.ru/ - kaapoBblii moptaa HaunoHaabHOTO COrO3a KaJpOBUKOB, CO-ACPKUT apXHB
KypHana «CIpaBOYHHK KaJpOBHKa»
http://www.kdelo.ru/ - caiir xypuana «Kagposoe neno»
http://www.kadrovik-praktik.ru/ - anextponnast 6ubanoreka «llaker i KagpoBHKa»
http://www.kapr.ru/ - caiit sxyprana «Kaapsl npeampusaTs»
http://www.mosarchiv.ru/ - HopmaTtuBHas 6a3a u npodecCHOHAIBHBIE KOMMEHTAPHHU M0 BOIPOCAM
XpaHCHWUsSI ¥ MTOATOTOBKH KaIpOBOH TOKYMEHTAIMH [UTS CIAYHd B apXHB.
http://hr kadr-press.ru/ - caiit xyprana «KagpoBuk»
http://www.delowork.ru/termins/ - ciioBapb TEpMHHOB JIEJI0NPOU3BOICTBA.
9. http://www.directum.ru/340614.shtml/ - snexrponHas Bepcus ['OCT P 15141-98.
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Jlenonpou3BoACTBO U apXUBHOE Jen0. TepMUHBL U ONpeaeeHUs

7. MeTonuueckue YKa3aHus 415 00y4aroIUXcs MO0 OCBOCHUIO JHCUHMILUIMHBI (MOYJIs).

JlekunoHHOE 3aHATHE TIPEICTABIACT COOOH CHCTEMATHYECKOE, IOCIEAOBATEIbHOE, MOHOJIOTHYECKOE
M3JIOKCHHE TIPETIOIaBaTEIEM-IEKTOPOM yIeOHOr0 MaTepHana, Kak IPaBHIIO, TEOPETHUECKOro Xapakrepa. Takoe
3aHATHE TIPEICTAaBISICT COOOM 3JIEMEHT TEXHOJIOTHH IIPEJICTABICHHA y4eOHOTO MaTepHana ITyTeM JIOTHYEeCKH
CTPOMHOrO, CHCTEMAaTHYECKH IOCIEIOBATENBHOIO M SICHOTO H3JI0XKEHUS C HCHOIb30BAHUEM WHTEPAKTHBHBIX
00pa3oBaTeNbHBIX TEXHOJIOTUH (MYJIbTUMEIUHHBIX, JICKIIHHU - TUCKYCCHH, JIEKLIUH-IEMOHCTPALIUHN).

Lenp nekumu — opraHu3anys LeJCHANpPaBICHHOW IO3HABATENILHON JESTeNbHOCTH O0y4arommxcs I
OBJIaJICHUIO TIPOTPAaMMHBIM MaTepHaIoOM Y4eOHOW AMCIUIUIMHEL. UTeHHe Kypca JIeKLIUil M03BOISIeT 1aTh CBA3aHHOE,
MOCJIE/IOBATENILHOE M3JI0KEHHE MaTepralia B COOTBETCTBUY C HOBEHITMMU TaHHBIMU HayKH, COOOIIUTH CITYIIATEIsIM
OCHOBHOE COZIepKaHMe IPeAMETa B IEJTOCTHOM, CUCTEMaTU3HPOBAHHOM BUJIE.

3aaun JICKIMH 3aKIII0YaloTCs B obecrieueHny (POpMHUPOBAHUS CUCTEMbI 3HAHUH 10 Y4eOHOW TUCHUITIMHE, B
YMEHHH apryMEHTHPOBAHHO W3/araTh HAayJYHBIH Marepual, B (DOPMHPOBAHMHU NPOGECCHOHATBHOTO KPYyrosopa u
001IeH KyTbTYpbI, B OTPa)KEHHH €III¢ HE TTOTYIMBIINX OCBELICHHUS B y4eOHO INTEpaType HOBBIX JOCTH)KEHUH HAYKH,
B ONTHMH3ALUH APYTHX (HOPM OpTaHH3aIMK YIeOHOTO Iporecca.

[IpakTndyeckne 3aHATHS — SBIAIOTCS (GOPMOH y4eOHOW ayauUTOpHOHW paboTBl, B paMKaX KOTOPOH
(hopMHpPYIOTCS, 3aKPEIUIAIOTCS M IPEICTABISIFOTCS 3HAHWSA, YMEHHS M HaBBIKH, MHTETPUPYIOLINE PE3YIbTaThl
OCBOCHHS KOMIICTCHIIMH KakK B JICKIMOHHOM (opMmare, TaKk B Pa3NYHBIX (OPMax CaMOCTOATENbHOM paboTsl. K
KaXIOMY 3aHATHIO IIpenojaBaTeieM (OpMYIHPYIOTCS HpPaKTHYECKUE 3afaHusi, TpeOOBaHHS W METOAUYECKHUE
PEKOMEHAAIMH K UX BBIIOJHEHHIO, KOTOPBIE MPEACTABISIOTCS B (DOHIE OLEHOYHBIX CPENICTB YYEOHOH AUCIIMILUINHEI.

KoHTponb caMoCcTOsITeIbHON PabOThI: Ul CTY/ACHTOB JTHEBHOW M 3a04HOW (DOPMBI OO0YyUeHHSI — TEKYLIHi
KOHTPOJIb OCYLIECTBIISIETCS. B COOTBETCTBHE C MPOrPaMMOM 3aHATHI (€KEHEAENbHO ISl CTYACHTOB O4YHON (HOpMBI
o0y4eHUs; 10 ceMecTpaM — Uil CTYACHTOB 3a04YHOI ()OpPMBI OO0yuUeHHMs); TPOMEXKYTOYHBIH KOHTPOJIb 110 UTOTam
OCBOCHHS JMCIMIUIMHBI OCYLIECTBIsIeTCS. B (hOpMe pPEHTUHrOBOW cuCTeMbl oleHOK.  Omnucanue 3ajaHuil JUis
CaMOCTOATENbHOM pabOTBl CTYAEHTOB M TpPeOOBAaHMH 110 WX BBIIOJHECHUIO BBIAAIOTCS TIPENOJAaBATENIEM B
COOTBETCTBHH C pa3pabOTaHHBIM (POHIIOM OILICHOYHBIX CPEICTB IO JHUCIUIIIHHE.

CamocrosTensHas paboTa CTyICHTOB 10 JaHHOMY y4eOHOMY Kypcy MpPEeAroaraeT Mo3TaHyo HOATOTOBKY
MO KaXJIOMY pa3fielly B paMKax COOTBETCTBYIOIIUX 3aJaHU:

IlepBBIit 3Tam caMOCTOSTENBHOW pabOTBI CTYAEHTOB BKIIOYaeT B cedd THIATENBHOE H3YyYCHHE
TEOPETUYECKOTO MaTepHajla Ha OCHOBE JICKI[MOHHBIX MAaTEpHaloB IIpernojaBaTels, PeKOMEHIYyEeMBIX pa3feiioB
OCHOBHOHW M JIOTIOJIHUTEIIHHOM JINTEPATYphbl, MaTepUaOB MEPUOJUUECKUX HAYUHBIX M3JaHUH, HEOOXOIUMBIX IS
OBIIAJICHUSl TIOHATUIHO-KAaTETOPHUAIIBHBIM  anmapatoM W (OpPMUpPOBaHHS MPEACTABICHUH O KOMIUIEKCE
AQHAJMTHYECKOTO WHCTPYMEHTAPHs, MCIOJIB3YEeMOro Kak B paMKax JaHHOW OTpaciii 3HaHWs, TaK U IyOJIMYHON
MIPaKTHKE;

Ha BTOpOoM 3Tane Ha ocHOBE c(hOPMUPOBAHHBIX 3HAHUI U MPEICTABICHUH [0 TaHHOMY pa3feny CTYIEHTHI
BBITIOJHAIOT MPAKTHYECKHE 3aJ[aHusl, HalleJeHHbIe Ha (JOPMHpOBaHME YMEHHMH M HABBIKOB B paMKax 3asBICHHOM
komnereHIMU. Ha TaHHOM 3Tane CTyIeHTHI OCYIECTBISIOT CAMOCTOSITENbHBIN MOMCK SMIUPUIECKAX MAaTEPUANIOB B
paMKax KOHKPETHOTO 3aJaHusi, 0000maoT W aHAIM3UPYIOT COOpaHHBIA MaTepHall MO CXeMe, PEeKOMEHIO0BaHHOMH
npenosaBareneM, GopMyIHpyIOT BEIBOJBI, TOTOBST MPAKTHUECKHE PEKOMEHIAINH, NTPE3EHTAMOHHBIE MaTepUalIbl
JUTS Iy OJIMYHOTO MX MPEACTABICHUS H 00CYKACHHS.

Kpurepun oneHkn 3ajaHuii B paMKax CaMOCTOSITEIBHOH pPabOTBl CTYIEHTOB (OPMYIHPYIOTCS
npernoyaBareneM B ()OH/E OLEHOYHBIX CPEJICTB.

B ocBoeHNM AMCIUIIMHBI HHBAIMAAMHI U JHLIAMHU C OTPAHUYEHHBIMH BO3MOXHOCTSIMU 3/I0POBBSI OOJIBIIOE
3Ha4YeHHEe MMEeT MHIMBUAyalbHas ydeOHas paboTa (KOHCYIbTALlMH) — JAOHNOJIHHUTENBHOE Pa3bsCHEHHE y4eOHOTOo
Mmarepuana.

WnauBuayanbHele KOHCYJIBTAllMM IO TPEAMETY SBJSIOTCA BaXKHBIM (DaKTOPOM, CIIOCOOCTBYIOIIUM
WHIUBHIyaIN3aluyd OOY4YEeHUs M YCTAHOBJIECHHIO BOCIHMTATEIBHOIO KOHTaKTa MEXIy IpernojaBarteieM |
00y4JaromuMcs MHBAJINUIOM WIN JIMIIOM C OTPaHHYEHHBIMU BO3MOXKHOCTSIMH 3/10POBBSI.

8. [lepeyens NHPOPMALHOHHBIX TEXHOJIOTHIi, HCII0JIb3YEMBbIX IIPH O0CYIECTBJICHHH 00Pa30BaTEIbLHOI0
npouecca no JMCHUIINHE (MOAYJII0).

8.1 Ilepeyens HHPOPMALMOHHBIX TEXHOJIOTHii.

— KoMMyHUKanmu co cTyJeHTaMu, IpoBepKa JIOMAIIHUX 331aHUH, KOHCYJIbTAMH OCYIIECTBIISIOTCS Yepes3
MHTEPAaKTHBHO-00pa30BaTEIbHYIO CPEay.
— Hcnonp3oBaHue 37€KTPOHHBIX PE3SHTAMI MTPH POBEACHUHN IPAKTUYECKUX 3aHATHH.
8.2 IlepeyeHb HEOOXOIMMOTO MPOrPaAMMHOI0 00ecneyeHus .
— [porpaMmel, IeMOHCTpAIMK BUIe0 MaTepraios (nmpourpeBarens «\Windows Media Player»).
— IIporpaMmel JyIst IEMOHCTPALMK U cO3anus npe3eHTaruii («Microsoft Power Point).
8.3 Ilepeyensb MH(POPMANMOHHBIX CIPABOYHBIX CHCTEM:
1 Cupasouno-nipaBoBas cucrema «Koncyspranr Ilmroc» (http://www.consultant.ru)
2  Dnekrponnas 6ubnuoreunas cucrema eLIBRARY.RU (http://www.elibrary.ru)/
3 DnektpoHHas OuOnuoTevHass cucrema "YHuBepcuterckas OubOimoreka ONLINE" - http:/
www.biblioclub.ru
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OnekTpoHHas OubanoTeyHas cuctemMa usnarenbcrsa "Jlanp" - http://e.lanbook.com/
OnexTpoHHas 6ubanoTeyHas cuctema "Aibykce"- http://ibooks.ru/

SCopus - MyIpTHINCHMIUTHHAPHAS pedepaTnBHas 6a3a qaHHBIX- http://www.scopus.com/
OnekTtponHas 6ubnnoteka "M3narensckoro qoma "I'pebennukos"” - www.grebennikon.ru
Mockosckuit ®oun Kapueru - http://www.carnegie.ru

Hayunast anextponnas oubnuorexa (HOB)- http://www.elibrary.ru/

10 Kosmmekuust HAyIHBIX DICKTPOHHBIX XYPHAIOB M3IaTesscTBa Sage- http://online.sagepub.com
9. Marepua/jibHO-TeXHUYeCKas 0a3a, He00X0AUMas JJIsl OCYLeCTBJIeHUs 00pa30BaTeIbHOIO NpoLecca
10 JMCUMILIMHE (MOAYJII0).

Ne

Bun pabdot

MaTtepraapbHO-TEXHUIECKOE 0OecIiedeHne QUCIIHIUINHBI (MOIYTIs) U
OCHAILIEHHOCTH

JIeKIIMOHHBIE 3aHATHS

JlekuvoOHHAsE ayquTOpHUsl, OCHAILEHHAs IPE3CHTALMOHHONW TEXHUKOH U
COOTBETCTBYIOIIUM IPOTPaMMHBIM 00ecieueHnEM

CeMuHapCKue 3aHATHS

CriennanpHOE TMOMEIIEHHE, OCHAIICHHOE NPE3CHTAMOHHONW TEXHUKOH WU
COOTBETCTBYIOIIUM MPOTPAaMMHBIM O0ecrieYeHUEM

I'pynnoseie Kabuner, ocHameHHbIH Me0Oenbl0 U padOYMMHU CTaHIUSMHU C JAOCTYIIOM B
(MHIMBUYyaNTbHBIE) WHurepHeT

KOHCYJbTalluU

Texymmit KOHTpOJIb, | AynuTopus, OCHAaICHHAas MpE3EHTAlMOHHON TEXHUKOU 51
IIPOMEXKYTOUHAs COOTBETCTBYIOIUM IIPOrpaMMHBIM 00ecrieueHneM

arrecranus

CamocTodarenbHast paboTa

Kabuner mis camocToATeNbHOW pabOThI, OCHAICHHBIN KOMIIBIOTEPHOM
TEXHUKOH C BO3MOKHOCTBIO MOAKIIOYEHHS K ceTH «HTepHeT», IPOrpaMMoi
9KPAaHHOTO YBEJIMYCHHS M OOCSCHECYCHHBIH JMJOCTYIIOM B 3JICKTPOHHYIO
MH(POPMALMOHHO-00pa30BaTEIbHYIO Cpely YHHBSPCUTETA.
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