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1 Hesin 1 3apa4n M3y4YeHUs JUCHMIVINHBI (MOLYJIs1)

1.1 Heab ocBOeHUS TMCHUTLIUHBI.

Lenmpto OoCBOGHUS TUCHUILIMHBI «J[OKyMEHTaIlMOHHOE OOecTeUeHNe yNpaBICHHs IEPCOHATIOM» SIBISETCS
(hopMupoBaHUe CIIOCOOHOCTH y OOYJArOIIMXCsl MCIIOIb30BaTh OCHOBHI MPABOBBIX 3HAHUH B Pa3IMYHBIX cdepax
JeATENIBHOCTH. A Takke c(opMHpOBaTh HABBIKH MO OPTaHU3AIMU paOOTHI C OPraHU3AIMOHHO-PACIIOPSITUTENEHON 1
MH()OPMAIMOHHO-CIIPABOYHOM  TOKYMEHTAIlMel, perIaMeHTHPYIOIEH  JeATeIbHOCTh  JIOJDKHOCTHBIX — JIHIL
OopraHM3anud, (QYHKIMH W TIPOLEAYphl YIPABICHUS IE€PCOHAIIOM B OpraHM3aluKi. YMEHHEM NpPUMEHSTH B
JanpHedmeld npodeccHoHanbHOW — JeITeNbHOCTH MOJyYeHHbIE 3HaHHS B pa3paboTke W BHEIPEHUH
npoecCHOHANBHBIX, B TOM YHCIIE KOPIIOPATUBHBIX CTAHIApTOB B OOJNACTH YNPABIECHUS MEPCOHAIOM, YMEHHEM
COCTAaBJISITH OIMCAHUS M PACTIPENCISITh QYHKINHU U (YHKIMOHAIbHBIE 0053aHHOCTH COTPY/JHUKOB, a TAaKXKe QYHKLIUH
TI0/Ipa3/IeNieHuii pa3HOro YpOBHsI (KapThl KOMITETEHIMH, JOHKHOCTHBIE HHCTPYKIINH, TIOJIOXKEHUSI O TIO/Ipa3/IeNICHUsX ).

1.2 3agaum AUCHMIUVINHBI.

— TI0Ka3aTh poib JOKYMEHTOB B cpepe Mpasa, yIpaBJeHus], B 5JKOHOMHUKE, B COIAIBHBIX MPOLIECCaX;

— TPOCIIENUTh B3aUMOCBS3b HH(OPMAILINK U TOKYMEHTa;

— JIaTh CTYJICHTaM CUCTEMHOE ITPEACTaBIIEHNE OCOOEHHOCTEH cocTaBIeHHs U OPOPMIICHHUS Pa3IIMYHBIX BUIOB
U Ppa3sHOBHIHOCTEH JOKYMEHTOB, 3HAHWS OCHOBHBIX TMOHSTHH, TOJIOXKEHUH, CYIIHOCTH M NPUHIUIIOB
JOKYMEHTAIIHOHHOT'O 00ECTIeYeHHs YIIPaBIICHUSL;

— copMHpOBaTh panMoOHaJIbHBIE TIOIXO/IbI K OPraHH3allK JOKYMEHTAIIMOHHOI'0 00ECIIeYeHHS! YIIPaBIICHUS
NIEPCOHATIOM;

— Pa3BHTh y CTY/ICHTOB MPAKTUYECKUE HABBIKK B COCTABJICHUHU PA3JIMYHBIX BUJIOB JOKYMEHTOB, OPraHU3alliK
JIETIONPOU3BOJICTBA TPUMEHHUTENFHO K COBPEMEHHOH YIpaBlIeHYECKOW JAesTeIbHOCTH, OCOOEHHO B OpraHax
roCyJapCTBEHHOTO YIIPaBJICHUS.

1.3 MecTo qucuMILIMHBI (MOAYJIS) B CTPYKTYpe 00pa3oBaTeIbHOI MPOrpaMMbl.

Hucnuruinna «J{okyMeHTaoHHOe o0ecTiedeHne yIpaBJIeHHs EPCOHAIOM» OTHOCHTCSI K 0a30BOM 4acTH
broka 1 "Juctumuael (Moaynn)" yueOHOro IiaHa.

B meroauyeckoM IUIaHe AMCIMIUIMHA ONMPAETCS HAa 3HAHUS, MOJYYEHHBIE NMPU HM3YYEHUH CIETYIOINX
y4eOHbIX KypcoB: «IIpaBoBenenue», «KynbTypa peun u nenoBoe obOmieHue», «MHPOpMaIMOHHbIE TEXHOIOTHMHA B
yIpaBJIeHUH IepcoHasom», «TpyrnoBoe mpaBo», «OCHOBBI KaJIpOBOM MOJUTHKM M KaJpOBOI'O IUIAHUPOBAHUS»,
«YnpaBlieHUE [IEPCOHAJIOM OpTaHU3alum», «PeriiaMeHTalus 1 HOpMUPOBAHUE TPYAa» U Ap.

1.4 IlepeyeHb IUIAHUPYEMBIX Pe3yJbTATOB 00y4YeHHUsl MO JUCHUIIMHE (MOAYJII0), COOTHECEHHBIX C
IJIAHNPYEMbIMH Pe3yJIbTATAMH 0CBOCHHUS 00pa30BaTeIbHOI NMPOrpaMMbl.

W3ydenne maHHON y4eOHON IMCLUILIMHBI HAlpaBleHO Ha (OPMHUPOBAHHE Y OOYYAIOIIMXCS CIETYIOIINX
npodeccuonanpubix komnerenuuii: OK-4; I1K-10; T1K-12; TTK-13; TTIK-17.

Nunekc B pe3ynbprare n3ydeHus yueOHOM AUCIUIUIMHEI
Ne ! ConepxaHue KOMIIETCHIIUU pesy yi 1 H
KOMIIETE N o0y4atroruecs J0IKHbI
ILII. (mn e€ gacTth)
HIMU 3HATh yMeThb BJIaJeTh
OK-4 CriocoOHOCTBIO UCTIONB30BAaTh | Oa30BbIE ACHEKTHI
N 3JIeMEHTapHBIMU
OCHOBBI TIPABOBBIX 3HAHUH B | MpaBa, IOHSITUE U | aHAJIU3HPOBAT
HaBBIKAMH PabOTHI C
pas3u4HbIX cdepax CYIIIHOCTb b TIPaBOBYIO
HOPMaTHBHBIMHU
JEeATEIIbHOCTH HOPMaTHBHBIX HH(pOpMALUIO
aKTaMu
aKTOB
1. I1K-10 3nanvemM TK PO u unpx HOPMAaTHUBHO- MIPUMEHSTh HaBBIKAMH
HOPMAaTHBHBIX ITPABOBBIX MpaBOBYIO 0a3zy HOPMATHBHO- | O(OPMIICHUS
aKTOB, COAEP KAIINX HOPMBI KaJpoBOH pabOTHl | MpaBOBBIE JIOKyMEHTOB 10
TPYIAOBOI'O NIpaBa, 3HAHUEM B Poccuiickoit JIOKYMEHTBI B | JBMXKECHHUIO KaJIpOB
NpoLEeayp Npuema, Denepanun MIPaKTUYECKON | B OpraHMU3allU U
YBOJIBHEHHUSI, TIEpEBO/Ia Ha pabote COIPOBOKIAIOMIEH
JIpYryto padoTy u JIOKyMEHTaIN
NepeMeEIIeHNs TIEpCOHala B
cootBercTBuM ¢ TK 1
BIIa/ICHUEM HaBBIKAMHU
oopmienns
COIPOBOXKAAIOIIEH
JOKyMEHTaINN
2 IK-12 3HaHHEM OCHOB pa3pabOTKU U | OCHOBBHI OpPTaHU30BHIBA | HABBIKAMH
BHEAPEHHUS  KaapoBOH M | pa3paboTku Th TPOLEAYPHI | OPOPMIICHHS
YIpaBJIEHYECKON KaJIpOBOi pPEryJIMpOBaHU | PE3YJIbTAaTOB
JOKYMEHTAIlN{, ONTHMHU3AIMN | TOKYMEHTAINH, €€ | &  TPYAOBBIX | KOHTPOJS 3a
JOKyMEHTO000OpOTa M CXEM | COCTaB, TOPSJIOK | OTHOIIEHHH TPYZIOBOH "
(yHKIIMOHATBHBIX JIBYDKCHUS WCTIOJTHATENBCKON
B3aMMOCBSI3eH MEXIY | JOKyMEHTallun JICITUTITHHOMN
TIOApa3eIICHUSAMH, OCHOB (cocraBnienne
pa3paboTKu W BHEApPEHHs JIOKYyMEHTOB 0




¢byHKIMN ¥ QYHKIHOHATHHEIC
0053aHHOCTH COTPYIHHUKOB, a

TaKKe byHKIIN
nozipa3IeNeHul pasHoro
YPOBHS (KapThl KOMIIETCHIUH,
JOJDKHOCTHBIE  MHCTPYKIIHH,
TIOTIO>KEHHS 0
TIOAPa3ACIECHHAX )

No Wnpexc Conepranme KOMIETSHIH B pesynbrate nzydenust yaeOHON JUCIUILIHHBI
KOMITETe . o0ydarommuecs JOJKHBI
ILIL. (vm e€ wacTh)
HIUU 3HATh yMeTh BJIaJIeTh
OK-4 CriocoOHOCTBIO UCTIONIB30BATh | Oa30BBIC aCHEKTHI
N 3JIEMEHTAPHBIMU
OCHOBBI TIPaBOBBIX 3HAHUH B | IpaBa, MOHSATHE U | aHAJM3HPOBAT
Ppa3uYHBIX cepax CYIIIHOCTB b TIPABOBYIO HABLIKAMH PabOTEI ¢
JeATEHOCTH HOPMaTHBHBIX nHpopmanuro HOPMATHBHBIMH
AKTOB aKTaMu
TIpoLeayp perynupoBaHus MOOLIPEHUSX u
TPYAOBBIX  OTHOUIEHWH U B3BICKAHUSIX );
CONPOBOKAAIOMIECH HaBBIKAaMH
JIOKyMEHTaIN 03HaKOMJICHUS
COTPYJIHHKOB
OpraHu3alyu c
KaJIpoBOit
JIOKyMEHTaluen u
JIEUCTBYIOIIUMHU
JIOKQJIbHBIMH
HOPMaTHBHBIMHU
aKTaMH;
HaBBbIKaMH
COCTaBJICHHS
KaJpOBOM
OTYCTHOCTHU
3 [K-13 YMeHneM BecTH KaJpoBoe | 3HaTb ocHOBHI | Bectn HaBBIKAMU o
JIeTIONPOU3BOJICTBO U | KaJpoOBOTO KaJpoBOe o0ecreueHNIo
OpraHM30BBIBATH  APXHMBHOE | JIEJIONMPOM3BOJCTB | AEIONPOU3BO]| | 3alUThI
XpaHeHHe KaJpOBBIX | a CTBO MEPCOHATIBHBIX
JOKyMEHTOB B COOTBETCTBHH C OpraHM30BaTh | JAHHBIX
JEHUCTBYIOLIUMHU apXHBHOE COTPYIHHKOB.
HOPMAaTHBHO-IIPaBOBBIMU XpaHeHHe
aKTaM{, 3HAaHHEM  OCHOB KaJpOBBIX
KaJpOBOH CTAaTHCTHKH, JIOKyMEHTOB B
BJIaJICHUEM HaBBIKAMHU COOTBETCTBHHU
COCTAaBJICHHUS KaJpOBOH c
OTYETHOCTH, a TaKKe JIEUCTBYIOLIN
HaBBIKAMU O03HAKOMJICHUS MU
COTPYAHUKOB OpPraHU3aIMU C HOPMaTHBHBIM
KaJIpOBOM JTOKyMEHTaLUed | U IPaBOBBIMHU
JEHUCTBYIOIIUMHU JIOKaJIbHBIMU aKTaMu
HOPMaTHBHBIMU aKTaMu,
yMEHHE O00eCHeuuTh 3alluTy
MIEPCOHATIBHBIX JIAHHBIX
COTPYIAHUKOB
4 [K-17 3HaHHEM OCHOB pa3pabOTKU U | OCHOBBHI COCTaBIIATh HaBBIKAMH
BHEAPCHUS pazpaboTtku W | ONMMCaHUA pa3paboTku  Kapt
Npo)ecCHOHANBHBIX, B TOM | BHEAPEHUS JOJDKHOCTHBIX | KOMIIETCHIIUH,
qrcie KOpIIOPAaTHBHBIX | KOPIOPAaTHBHBIX MHCTPYKINH JIOJDKHOCTHBIX
CTaH/IapTOB B 0051acTH | CTaHIAPTOB B WHCTPYKIHH,
YTIpaBIECHUS nepcoHaioM, | obnactu TIOJIO’KEHUH 0
yMEHHEM COCTaBJIATh | YNPABICHUS TIOZIPA3/IETICHHAX
ONMHCAaHUA ¥ PacHpeneNaTh | MepCOHAIOM

2. CTpyKTYpa U coiep:KaHHe TUCHUTLTHHBI.
2.1 Pacnipeniesienne TPyA0€MKOCTH AMCHMILINHBI N0 BH/IaM padoT.




Bupn yue6nOi paboTs Bcero Cemectpsl
4acoB (gace1)
A
AyauTopHble 3aHATHS (BCero) 10 10
B ToMm uncrne:
3aHATH JIEKIIMOHHOT'O THUMA 4 4
3aHsITH CEMHHAPCKOTO TUIA (CEMUHAPBI, TPAKTHYCCKUE 3aHSTHS) 6 6
HNnas koHTaKTHasA padoTa:
Kontpons camocrosrensHoit padotsl (KCP)
[Tpomexyrounas arrecrarms (MKP) 0,2 0,2
CamocTosiTeTbHasi padoTa (Bcero) 58 58
B ToMm uncne:
Kypcosas paboma - -
Ilpopabomxa yuebnozo (meopemuieckozo) mamepuaia 50 50
Buinonnenue unousuoyanvuvix 3adanuii (n0020moska coooueHul, 8 8
npeszenmayuii)
Peghepam - -
Tloozomoexa k mekyujemy KOHMpoo 3,8 3,8
IIpomexyTouHas aTrecTanmm (3auem)
OO011as TpyI0EeMKOCTh qac 72 72
B TOM YHCIIe KOHTaKTHas padbora 8,2 8,2
3a4. efl. 2 2
2.2 CTpyKTYypa AMCLHMILIUHBI:
Pacnpenenenne BUIOB y4eOHOW paOOThI U UX TPYJOEMKOCTH O pa3zenaM JUCHHUILUINHBI.
Pa3jienbl AMCUMIUTHHEL, M3y4aeMble B 4 ceMectpe (3aouHas hopma)
KonudectBo yacor
N AynutopHas Breayzu
o |HaumenoBanue pa3nenos TOpHAast
Bcero |pabota
pabora
JI 113 JIP CPC
1 2 3 4 5 6 7
1 [lonsiTue W 3HAaYeHHWE JOKYMEHTAIMOHHOrO  oOecredeHHs 23 2 2 i 19
yIIpaBJICHHs EPCOHAIIOM
2 OCHOBBI  JIOKYMEHTAI[MOHHOI'O ~ O0ECHEeUYeHUs]  yIpaBJICHHS 23 2 5 i 19
MIEPCOHATIOM
3 Cucremarusalys 1 XpaHeHHe IOKYMEHTOB KaJpoBOW ciyxObl |22 - 2 - 20
Hmoeo no oucyuniune: 4 6 - 58

[Mpumeuanune: JI — nekuun, [13 — npaktudeckue 3aHstust / cemuHapsl, JIP — maGopatopHbie

CaMOoCTOsATeNbHAsI paboTa CTyIEeHTa
2.3 Conep:xaHue pa3iesioB JUCHHUILIMHBI:
2.3.1 3aHATHSA JEeKIUOHHOr0 THIIA.

3agsatusa, CPC —

HaumenoBanue dopMma TeKyLLIErO
Ne Conepxanue pasnena
pasznena KOHTPOJIS
1 2 3 4
Paznen 1. IlonsiTue W 3HAYeHMe JOKYMEHTALMOHHOIO o0ecleyeHHUs! YIPABJIeHUs MePCOHAIOM
Beenenue B kypc O6uiee  mnpexacraBienne Kypca. Hasnmasenme wu (IIpopaborka
comepxanne kypca. CBi3p Kypca ¢ y4eOHBIMH |y4eGHOro
IUCHHUIUINHAMHA. 3HAYECHHE Kypca B IIOATOTOBKE (TeopeTI/IquKoro)
CTIEIMAJIMCTOB TI0 YIPABICHUIO TIEPCOHAIIOM MaTeprana
[onsTne [ToHATHS «TOKYMEHTY, «IOKYMEHTOO00POTY, ITpopaboTka
JOKYMEHTAIIHOHHOTO «JTOKyMEHTAIIHOHHOE 00ECIIEICHUE YITPABICHUS. yueOHOro
obecrieyeHns ynpaBIIeHHS OcHOBHBIE TpeOOBaHMS, IPEIBSABIIEMBIE K (TeoperHueckoro)
nepcoHasoM. TpeboBanus, | OGOPMIEHHIO JOKyMEHTAIWH, IPETyCMOTPEHHBIE MaTepHaa
TIPEABSBIIIEMBIE K l'ocynapcTBeHHOM CHCTEMOM JOKYMEHTaIllOHHOTO
o opmiieHnIo ToKkyMeHTOB | obecrieuenus ynpasienus I'OCT P 6.30-2003.
[Nopsimok 06paboTKK M perncTpanny JOKyMEHTOB, NX
nHeKcanun. Perucrpanyonssie GpopMbl B UX




3aI10JIHCHUC. KOHTpOJ'IL HCIIOJTHCHUA JOKYMCHTOB.
OCHOBHEIC OTINYUS B TOATOTOBKE IPOCTHIX U
CJIOXKHBIX IIPHUKA30B. Vuer CHGHI/I(l)I/IKI/I
PacropsanuTeIIbHOTr O Z[eﬁCTBPISI Ipu COCTABJICHUHN
MPUKA30B 1O IMTpUEMy, IepeBoay, YBOJIbHCHUIO
pa6OTHI/IKOB. HOprZ[OK BU3UPOBAHUS ITPUKA30B I10
JIMYHOMY COCTaBy, UX PECTUCTpALINH.

CocTtaB M BHIBI
KaJIpOBOM JIOKYMEHTAIIHU

ITonsiTie U 3HaUEHUE KAJAPOBOU JOKYMEHTAIUH.
Knaccudukarus kaaposoii nokymernranyu. OCHOBHEBIC
BUJIBI IOKYMEHTOB KaJIPOBOM CITY>KOBI, OCOOCHHOCTH MX
cocraryieHus. HopmatusHO-TipaBoBas 0asa,
periaaMeHTHpYIoIIas pa3paboTKy KaapOBBIX
JIOKYMEHTOB.

[MpopaboTka
yueOHOro
(TeopeTHueckoro)
Marepuaia

Pazgea 2. OcHoB

bl JOKYMCHTAIIMOHHOI O odecneyeHust YupasJieHHA IIEPCOHATIOM

TpeboBanus k
COJICpPIKAHHUIO U
0(hOPMIICHHUIO JIOKAJTBHBIX
HOPMATHBHBIX AKTOB 110
YOPABIICHHIO TIEPCOHATIOM

[lItaTtHOE pacnucanue (ct. 57 Tpynooro Kogekca
P®)— dopma mrratHoro pacrucanus (Gopma T-3)
yTBepKJieHa ocTaHoBiIeHHeM [ ockomcrara Poccun ot
5 suBaps 2004 roma Nel.

[TpaBuiia BHyTPEHHETO TPYI0BOI'O PACIIOPSIIKA KaK
JIOKaJIbHBII HOPMaTHBHO-TIPABOBOM aKT,
KOHKPETU3UPYIOLIUHI MOPSIIOK PETYIUPOBAHUS
KIIFOYEBBIX BOIIPOCOB COMUAJIBHO-TPYAOBBIX
OTHOIIeHHH Ha npennpustu. OO TOPs 0K
MOATOTOBKH JIOKyMEHTa B cOOTBETCTBHH co cT. 190 TK
P®. OcobenHocTH 0hopMIIEHUs PABUII BHYTPEHHETO
TPYOBOTO PACIOps/IKa, COAEPKaHUE BOIIPOCOB,
KOTOpBIE OTPAXKAIOTCS B MPABHIaX BHYTPEHHETO
TPYOBOI'O Paclopska.

OcobeHHOCTH 00palieHus ¢ ePCOHANBHBIMU JAHHBIMU
PabOTHUKOB B COOTBETCTBUH C NOJIOKEHUSAMHU TI1aBbI 14
TK P®. TpeboBanus k 00pabOTKe MEPCOHATBHBIX
JaHHBIX padoTHHKA. [IpaBuna nepenaun nHpoOpMaLyy,
coZieprKallel CBEeZICHUs O paOOTHUKE, TPETHUM JIULIAM.
OTBETCTBEHHOCTh JOIKHOCTHBIX JINL], BUHOBHBIX B
HapyIIeHUN HOPM, PETYIUPYIOLIUX MOITy4eHHE,
00pabOTKY U 3aIIUTy IePCOHANBHBIX JaHHBIX
paborHuKa. IHCTpyKIMS MO TOKYMEHTALMOHHOMY
00€ECIICUCHHUIO YIIPABIICHUS TIEPCOHAIIOM IIPEIIPHUATHUSL.
CrpyKTypa 1 cofep>kaHue pa3[eioB JaHHOIO
JOKyMEHTa.

[MpopaboTka
yueOHOro
(Teoperrueckoro)
Marepuana

T'ocynapcrBennas
MHCIIEKIMSA TpyAa U
MIpOLEaypa MPOBEICHUSA
MIPOBEPOK TOKYMEHTAIUH
KaJIPOBOH CITyKOBI

IlonHOMOYMS TOCYHAapCTBEHHOM MHCIEKUMH  TPYAA.
IIponienypa ®  mpaBmiia  MpOBENEHHA  IPOBEPOK
COONTFONICHNsT IEHCTBYIOIIETO 3aKOHOAATEIhCTBA. BHIIBI
mpoBepok. llopsmok odopMIeHHS MEpONPHUITHH 10
KOHTPOJTIO.

CocraB NOKYMEHTOB, TpeOyeMBIX OpraHaMu Ham3opa Hu
KOHTPOJIS TIPY TIPOBEACHUU MPOBEPOK. OTBETCTBEHHOCTH
paboTomaters 3a HapyIIeHne JEUCTBYIOLIETO
3aKOHOJATENBCTBA O TPYJAE M HerpamMoTHoe odopmiieHHe
KaJpoBOM  JTOKYMEHTallMW, Bo3jaraeMas 1pydoBBIM
Komekcom P® wu Komekcom 00 aaMHHUCTPAaTUBHBIX
TIPaBOHAPYIICHUSIX

[MpopaboTka
yueOHOro
(TeopeTuaecKoro)
MarepHaia

DopMUpPOBaHUE U
BEZICHHE JINYHBIX JET

JlmaHOE nenmo paboOTHWKAa KaK OCHOBHOM JTOKYMEHT
TIEPCOHATBHOTO y4eTa, B KOTOPOM XpaHATCS Hamboiee
TIONTHBIE CBEICHUS O COTPYOHUKE W €ro CIy)KeOHOH
JIeATEIbLHOCTH.

CoctaB ¥ TOCIENOBATENFHOCTh JTOKYMEHTOB JIMYHOTO
nena. OCOOCHHOCTH COCTaBJICHHS TOKYMEHTOB JIMYHOTO
JieNia: JUYHOTO JIMCTKA MO Y4eTy KaJpoB, JOMOJHEHUS K
JUYHOMY JIMCTKY, aBToOHOrpaduu u 1.1. [IpaBuia Beimaun
JIMYHOTO JieNa BO BPEMEHHOE Nojb30BaHue. llopsiiok

COCTABJICHHA OIIMCH JIMYHOro Jacja. Hepenaqa JIMYHOTI'O

[TpopaboTka
yaeOHOro
(TeopeTuaecKoro)
MarepHaia




Aciia Ha ApXHUBHOEC XpaHCHHEC. CocraBiieHHue
SaBepHTeHLHOfI HaAIlKMCHU JUYHOI'oO acjiia

JInanas KapTO4Ka

JIndHas kapTouKa Kak OCHOBHOM JOKYMEHT
TIEPCOHATBHOTO y4eTa paOOTHUKOB OpPTraHU3aIHH.
JIOKyMEHTBI, Ha OCHOBaHUH KOTOPBIX 3alOIHSETCS
nu4Has kaptouka. [Topsaok KoJupoBaHuUs CBEICHUI B
JIUYHOM KapTouKe. 3aroHEeHNE TUYHON KapTOUKH.
TTopsinok BHECEHUS UCTIPABICHUIA U U3BMEHEHUHN B JIMUHYIO
KapTo4Ky paboTHHKA.

[MpopaboTka
yueOHOro
(TeopeTHueckoro)
Marepuaia

JlokyMeHTHpOBaHKE
TIPOLIECCOB JIBMKEHHUS
KaJpoB

JloKyMeHTHpOBaHHE TMpoIlecca JBIKEHUS KaJpOB Ha
OPENPUSTAN KaK BakHemias (GyHKIus oTaena Kajapos.
Buner nBmwxenus xaapoB. Cxembl Ipuema, Iepe-Boja,
YBOJIbHEHUS PA0OTHHUKOB.

Odopmiienre npreMa padoTHUKOB. COCTaB JIOKYMEHTOB,
TpeOyeMbIX MpU MpHeMe Ha paboTy B COOTBETCTBHUH C
Tpynosemm Konexcom PO.

[Topsimok ~ 3aKIIOYEHHs  TPYJAOBBIX  JOTOBOPOB  C
MOCTOSTHHBIMH M BPEMEHHBIMH PabOTHUKAMHU.
OCOOEHHOCTH COCTaBJICHUSI YHU(QHUIUPOBAHHBIX (OPM
NPHKa30B 110 JINYHOMY COCTaBY, KACAIOIIUXCS MpHeMa
(popma T-1, T-1a).

Odopmiienre mepeBoa, mepeMenieHus, KOMaHIAPOBAHHSI
paboraukoB. OcoOeHHOCTH O(OpMIIEHHST M OCHOBaHHMS
Pa3IHYHBIX BUIOB MepeBoja (MIepeBojl Ha APYrYIo paboTy
Ha TOM € TPENpPUSITHH; TIEPEBO Ha paboTy Ha Apyroe
NpeNnpusITHe; NePeBO/l Ha paboTy B JPYr'yI0 MECTHOCTH).
OCOOEHHOCTH COCTaBJICHUSI YHU(PHUIUPOBAHHBIX (OPM
IPUKA30B IO JINYHOMY COCTaBY, KacaloLIUXCs IepeBoia
(popma T-5, T-5a), komanauposanus (popmsr T-9, T-9a,
T-10, T-10a). Odopmuenue ornycka. [IpaBuna u cpoku
NONroTOBKM  Tpaduka  ormyckoB  (popma  T-7).
OCOOEHHOCTH COCTaBJICHUSI YHU(PHUIUPOBAHHBIX (OPM
IPUKA30B [0 JINYHOMY COCTaBY, KAacCalOIIMXCS OTITyCKa
(popma T-6, T-6a).

Odopmiienne yBonbHeHHs paboOTHHKOB. (OCHOBaHUS
IPEKPALIeHNs] TPYAOBOTO JIOrOBOpa B COOTBETCTBHH C
HOpPMaMH TPYZOBOIO IpaBa; INpaBuia O(OPMIICHUS
IPEKpalleHns] TPYJOBOro JoroBopa. OTBETCTBEHHOCTb
paboTonarens 3a HE3aKOHHOE YBOJIbHEHHE PAOOTHHKOB.
OCOOEHHOCTH COCTABJIICHUs] YHU(PHIMPOBAHHBIX (HOpM
IPHKA30B 110 INYHOMY COCTaBY, KaCAIOIINXCSl yBOIbHEHUS
pabotaukoB (dpopmsl Ne T-8, T-8a). [Topsmok peructpammu
MIPUKA30B I10 JIMYHOMY COCTaBY

[MpopaboTka
yueOHOro
(Teoperrueckoro)
Marepuania

Benenne TpyaoBBIX KHIDKEK

Ilonste TpynoBoi KHWXKH. DopMa TpyHOBOM KHHMKKH.
HopmaTtuBHO-MeTOOMYECKAS 0a3sa,
periaMeHTHpYIOIasi TOPSAOK BEACHHSA, 3allOTHEHMS
TPYHOBBIX KHIDKEK, oOecreueHWss UMHU paboTomaTeneil.
3amonmHeHWe CBeACHWH O paboTHHKE. 3amoiHEHHe
CBeleHMI O paboTre. 3amoiHEHWE  CBENEHHHA O
HaTpak/ICHWW. 3arlolIHCHWE CBEICHUW 00 YBOIbHEHUH
(mpexpamennn  TpymoBoro gorosopa). OcobGeHHOCTH
3aMoIHEHNsI CBECHWH 00 YBONBHEHHMH W TIpHEME Ha
paboTy B CBSI3H C TIEPEBOAOM pabOTHHKA.
Buecenne wu3MeHEeHMA M JONOJNHEHUM B TPYAOBYIO
KHIKKY. JlyOnuKat TpymoBoil KHIDKKA. Brigada TpymnoBoi
KHIKKA TIpH  YBOJIBHEHHH (IIPEKPALICHUH TPYIOBOTO
JIOroBOpa). BKmagpll B TPyJOBYIO KHIDKKY. Y4YeT W
XpaHEHHE TPYAOBBIX KHIDKEK. JJOKyMeHTarws 1o ydery
ONTaHKOB TPYIOBBIX KHIDKEK (TIPUXOIHO-PACXOAHAS KHUTA
T10 y4eTy OJTaHKOB TPYIOBBIX KHIDKEK M BKIIAJIBIIICH K HUM,
KHHUTa ydJeTa JIBIKCHHUS! TPY/OBBIX KHI)KEK M BKJIAbIIIECH

[IpopaboTka
yaebHOro
(TeopeTuaecKoro)
MarepHaia




K HI/IM) OTBETCTBEHHOCTE 3a CO6J'IIOI[GHI/IG nopsaaKa
BCACHUS TPYAOBBIX KHMKCK.

Pazgen 3. CucremaTrH3anmsi M XpaHeHHe AOKYMEHTOB Ka/JPOBOIi CJIY:KOBI

Homenknarypa nen
KaJIPOBOH CITyKOBI

[onsate HoMeHKnatypel nei. Ilopsmok coctaieHus|[IpopaboTka
HOMEHKJIATYPBI JIeN KaJPOBOU CITYKOBL. y4e0HOro
(TeopeTHueckoro)
Marepuaia

dopMupOoBaHHE JeT

Acia.

TpeOoBanus, mpeabsBIsAeMble K 3arojoBkam  Jedi.|[IpopaboTka
OJeMEeHTHI 3aT0JIOBKOB JIEIT. yueOHOro
HpaBHna TpynnrupoOBKH JOKYMECHTOB B €Jia, Oq)OpMﬂeHI/Iﬂ (TeopeTquCKoro)
3arojoBKoB fein. [Ipu3Haku IpynnupoBKU JTOKYMEHTOB B Marepuana

XpaHEeHHUIO

Mopsnok nogrorosku |[Iopsimok  MOArOTOBKM — JIOKYMEHTOB K apxuBHoMY|I[IpopaboTka
JIOKYMEHTOB K apXMBHOMY |XpaHeHHIo. Knaccudukamus JOKyMEHTOB IO CPOKAaM|yyeGHOro
xpanenust. TpeOoBaHusl, NPEAbSBIAEMbIC APXMBHBIMH|(TEOPETHIECKOrO)
coyx0aMl K JIOKyMEHTaM, CJIaBaéMbIM B apXWUB. Marepuana

Opranuzanusi  TPOBEACHHUS  DKCIEPTH3BI  IIEHHOCTH
JIOKYMEHTOB.

YactuyHoe u moiHOe odopmieHue gen. I[lopsimok
oopMiieHHsT OOJIOKEK IeNl MOCTOSIHHOI'O W BPEMEHHOIO
cpokoB xpaHeHus. CocraBieHne U o(opMiIeHUE OMHUCeit
nen. CocTaBlieHHe 3aBePUTENHHOM HAIITHCH JIena.
A}IMI/IHI/ICTpaTI/IBHaﬂ OTBETCTBCHHOCTh 3a HapymeHI/Ie
JIHCTBYIONIETO 3aKOHO/IATEIbCTBA 110 APXUBHOMY JIETTY.

2.3.2 3aHATHS CEMHHAPCKOI0 THIIA.

CeMuHapckue (paKTUUECKUE 3aHATHSA) IPEACTABISIOT COOOH JeTalN3aLHIo JIEKINOHHOIO TEOPETHYECKOT0
MaTepHaa, IPOBOAATCA B LEJISIX 3aKPEIUICHHs Kypca U OXBAaTBIBAIOT BCE OCHOBHBIC Pa3fielibl.

OcHoBHOUI (OpMOH MPOBEJECHUSI CEMUHAPOB M TPAKTUYECKUX 3aHSITHH SIBJISETCS OOCYXKJEHUE HanbOoliee
MPOOJIEMHBIX U CIIOXKHBIX BOIIPOCOB IO OTAEIBHBIM TEMaM, a TAKoKe PeleHHe 3a1a4 U pa30op MpUMepoB U CHTYaLHH
B ayAWTOPHBIX YCIOBHAX. B 00f3aHHOCTM mperogaBaTeNii BXOIAT: OKa3aHHME METOAWYCCKOM IOMOIIM |
KOHCYJIbTUPOBAHHE CTYJCHTOB 110 COOTBETCTBYIOLIUM TeMaM Kypca.

AKTHUBHOCTH Ha IIPAKTUYECKUX 3aHATUAX OLIEHUBACTCS IO CIACAYIOLINM KPHTESPUSIM:

. OTBETHI Ha BONIPOCHI, MIpe/IaraeMble NperoAaBaTeIeM;

. y4JacTHe B AUCKYCCHUSX;

. BBINOJHEHHE TIPOEKTHBIX U UHBIX 3a/laHuil;

. ACCHUCTHPOBAHHE MPENOJaBaTENIO B IPOBEICHUH 3aHATHH.

Jlokmaip! M ONMOHUPOBAHKE AOKJIAaJ0B IPOBEPSIOT CTEIICHB BIIaACHUS TEOPETUIECKUM MaTepHalIoM, a TAKKe
KOPPEKTHOCTb U CTPOTOCTh PACCYXKICHUH.
OueHnBaHNE IPAKTHYECKHUX 3aJaHUN BXOIUT B HAKOIUICHHYIO OLICHKY.

JOKYMEHTOB

CocTaB u BU/bI KaPOBOii JOKYMeHTALMH:

OcCHOBHBIE KJIAaCCU(HUKANH KAAPOBBIX JJOKYMEHTOB.

IIpukasel MmO  JHYHOMY  COCTaBy  KaKk  OCHOBHOHU
pacnopsAUTENbHBIA JOKYMEHT, COCTaBISEMBIA B IpoLECCe
JIOKyMEHTHUPOBAHUS GbyHKIIHA KaJ[pOBOH CITYXOBI.

Ne HaumenoBanue TemaTuka NpakTUYECKUX 3aHATHI dopMma TeKyLIEro
- pasmena (cemuHapoB) KOHTPOJIA
1 2 3 4
1 |Paznen 1 Ilonusirue wu|TpedoBaHusi k 0)OPMIIEHNIO JOKYMEHTOB! [IpoBoautcs B
3HAYeHue OG630p HOPMATHUBHO-TIPaBOBOW 0a3bl JIOKYMEHTALMOHHOTO|(popme
JOKYMEHTAIIMOHHOT' 0 obecrieuenus ynpasienus. [OCT P 6.30-2003. MPaKTHYECKOr0
obecneyeHus [NonsiTHe peKBU3UTA TOKYMEHTA, TPeOOBAHHUS, TPEABSIBIIEMbIC |3aHATHS,
ynpaBJieHus K 0(hopMIIEHHIO PEKBU3UTOB U MX PACIOIOKEHHIO Ha OJaHKE|Mpezronaraet
NepPCoHAJIOM JOKyMEHTa. aHaIN3
[Iprmanue TOKYMEHTY FOPHIMYECKOM CHIIBI. CHUTYaIMOHHBIX
CuryamionHoe  3amanme  «OmmOkn B OQOPMIICHWH |3aTaHIH.




CI/ITyaIII/IOHHOG 3aaHuC «AHanmu3 KaﬂpOBOﬁ JOKYMCHTAaUU
1o (I)yHKIII/IHM yrpaBJICHUA TIEPCOHATIOM»

Pazngea |1

OCHOBBI
JOKYMEHTAIINOHHOT 0
odecreyeHust
yIpaBJIeHUs
MEepPCOHAIOM

TpeOoBanus Kk coxep:kaHui0 M 0GOpMJICHHIO
JIOKAJILHBIX HOPMATHBHBIX aKTOB MO YNPABJIEHHIO
nepcoHasioM. CuryanunonHoe 3ananue «OmuoOKY B
IITAaTHOM PACTIMCAHUM»

CuTyanmoHHOE 3a/JaHne A YINUT MPaBHI BHYTPEHHETO
TpyHIoBoOro pacropsinka» CUTyalluOHHOE 3a/1aHHe
«[Tonoxxenne 06 00pabOTKe MEPCOHAIBHBIX JaHHBIX.
Kakum emy OBbITH?»

PazpaboTka 1OKYMEHTOB, KacaloIMXCsl 3aIIUThI
TIEPCOHAIBHBIX JIAHHBIX COTPYIHHKOB OpTaHW3aIiN

®opMHUpOBaHHNe U BeleHHe JUYHBIX Aena. CoctaBieHue
JIOKYMEHTOB JIMYHOT'O JIeNa COTPYAHUKA 110 OCHOBHBIM
3TanaM paboThl IepcoHaiia (IpueM, IepeBol, YBOIbHEHUE,
aTTecTanus u T.4.). CocTaBieHne BHYTPEHHEH OIUCH
JOKYMEHTOB JIMYHOIO JIeNa.

CocTaBneHue 3aBepUTEIbHON HAIUCH.

IToaroroBka JUYHOTrO Jena AJs MepeJadyn Ha apXUBHOE
XpaHEeHHe.

JInuHas kapToyka.

CocraBnieHue JTMYHOM KapTOYKH PabOTHHKA.

BHeceHnue N3MEHEHNH U MCITPABIIEHUH B JIMYHYIO KaPTOUKY.
KaproTreka TUYHBIX KapTOUueK: MpaBUIa BEICHUS.

JloKyMeHTHpOBaHHe NPOLECCOB IBHKEHUS KAIPOB.
[TomaroBas npouenypa o(opMiIeHHS OCHOBHBIX KaJPOBBIX
npouenyp (mpuem, HIePEeBOL, nepeMeleHue,
IpeoCTaBlIeHNEe OTIYCKa, KOMaHAUPOBAHUE, YBOJIBLHEHHE).
Oco6eHHOCTH MMOATOTOBKYU MPHUKA30B 110 JNYHOMY COCTaBY.
CuryaiioHHbIE 3alaHUsI «AHATU3 TPYIOBOTO JOrOBOPa»,
«[Ipuem Ha pabory», «AyIuT YBOIBHEHHI»

Benenne M XpaHeHMe TPYHAOBBIX KHIUKEK. 3alloOHEHUE
TUTYJIBHOTO JINCTA TPYAOBOM KHIKKH.

3anonnenune pasznena «CBeneHuss o paboTey». 3aroaHEHHe
pa3zznena «CBeieHHs O Harpak JCHUSIX).

BueceHnne n3MeHeHU U TONOJTHEHUN B TPYIOBYIO KHUKKY.

HomenkaaTtypa e kaapoBoii cay:obl. [lonstue
HOMEHKNATypsl 7en. CocTaBleHHE HOMEHKIATYPHI el
KaJIpOBOU CITYXKOBI.

[IpoBoautcst
dopme
MIPAKTHIECKOTO
3aHATHS,
Mpenoaraet
aHam3
CUTYaIIMOHHBIX
3aJJaHUH.

Paszgea I11.
CucreMaTu3anus u
XpaHeHHe JOKYMEHTOB
KAaJIPOBOii CIIYKObI

10

®opmupoBanue jieJ.

TpeboBaHms, IpeabABIsIEMbIE K (OPMUPOBAHHIO
JIeN KaapoBoi cykOp1. @opMHUpOBaHHE
3aroJIOBKOB JIETI.

[IpoBoautcs
dopme
MIPAKTHIECKOT O
3aHATHS,
Tperonaraet
aHam3
CUTYaIIMOHHBIX
3aJaHNMN.

Ilopsinoxk MOATOTOBKH /IOKYMEHTOB K
XPaHeHMIo.

[loaroroBka MOKYMEHTOB K apXWBHOMY XPaHEHHIO.
[lomHoe u wacTHyHOE OopMIICHHE JIe.
IIpoBenenue sxcnepTU3bI HEHHOCTH JOKYMEHTOB.

apXMBHOMY

JlaGopaTopHble 3aHATHS - HE TIPEIYCMOTPEHBI
2.3.4 IlpumepHasi TeMaTHKA KYPCOBBIX PadoT (ITPOEKTOB)
1 CosepiieHcTBOBaHME KaAPOBOTO OOECIIEUEHUSI CHCTEMBI YIIPABIICHHUS TIEPCOHATIOM.
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[NoBeimenue 3 deKTHBHOCTH KaJpOBOTO JEIONPON3BOACTBA.

AHan3 KaJpoBOro JOKyMEHTO000pOTa Ha PEIIPHUSITHH.

AyIuT N0KaJIbHBIX HOPMATUBHBIX AKTOB OpraHU3allHu.

CoBeplIeHCTBOBaHNE COCTABJIECHHS Ipadiika OTITYCKOB.

MecTo KapoBOro AEIONPOU3BOJICTBA B CUCTEME YIIPABIECHUS IEPCOHAIIOM.

PazpaboTtka crcTeMbl KaJpoBoi TOKYMEHTAIIUH.

Pa3paboTKa IITaTHOIO pacIHUCaHUs.

JlokyMeHTallbHOE 00ecIIeUeHNe IeSITeIbHOCTU KaJpOBOH CIIyxObl KOMMEPUECKON OpraHu3aluHy.
OtmeHKa MpaBUIILHOCTH XPaHEHUs U CUCTEMATU3aIMU JIOKYMEHTOB KaJIpOBOM CITy»KOBI.

OrneHKa NpaBUIBHOCTU BEIECHUS U XPAHEHUS TPYJOBBIX KHI)KEK OpraHU3allUH.

AyauT KaJpoBOH TOKyMEHTAllUU OpraHu3alyu.

AyauT yBOIBHEHUI.

AHanu3 coOJToIeHHsT HOPM TPY/IOBOTO 3aKOHOJIATENNBCTBA MPU 0POPMIICHUH JIBMIKEHHUS KaJIpOB
Pa3paboTka HOMEHKJIATYpHI 1€l KaJPOBOIl CITY>KObI.

AnHanuz cojepkaHusi 1 0OPMIIEHHUS TPYIOBBIX JIOTOBOPOB OPraHHU3aINH.

2.4 TlepeyeHb y4eOHO-MeETOAMYECKOro obecmedeHUsl ISl CAMOCTOSITEIbHON PpadoThl o0ydaronmmxcs: MO
JHCHHUIINHE (MOIYJII0)

Ne

[Tepeuyenb yueOHO-METOANYECKOTO 00ECTIEYSHUS TUCIUIUIMHBI TIO BHITIOTHEHHIO
Bug CPC CaMOCTOSITEIIbHOW PaOoThI

2 3

[Tpopaborka
y4eOHOro
(Teoperrueckoro)
Marepuaia

Brimonnenue MCTO}IH‘ICCKPIC PEKOMEHAAIUU I CTy}IeHTOB HalpaBJICHUA praBHeHI/Ie
UHIUBUIYaJTBHBIX MIEPCOHAJIOM [0 BBIMOJHEHUIO MHUCBMEHHBIX PadoT, yTBEpXKICHHbIE Kadempoit
3aJJaHUMN YIIPaBJICHUsI IEPCOHAJIOM U OPTaHU3aLUOHHOM Tcuxoioruei, nporokona Ne 12 or
(moaroroBka 03.05.2018 r.

COOOIIEHHUH,
Ipe3eHTalHH)

Pedepar

Occe

Ilonroroska K

TEKYILEMY
KOHTPOIIIO

HNudopmanmonHoe
obecnieueHne
YIPaBJIEHYECKON
JeSTENbHOCTH

Y4e6HO-MEeTOAUIECKHEe MAaTEePUaNbl ISl CAMOCTOSTEIFHON paOOThl 0OYJAOMINXCS U3 YHCIIa WHBAJTUIOB H

JUI] C OrpaHWYCHHBIMH BO3MOKHOCTAMHU 370poBbs (OB3) mpemocraBisroTcs B ¢Gopmax, aganTHPOBAHHBIX K
OrpaHUYECHUSIM HX 3JI0POBBS U BOCHPHATHS HHPOPMAaLUH:

Jist mun ¢ HapyImeHUsIMH 3peHusT:

— B IeyaTHOHU (popMe yBEITHMUICHHBIM HIPUPTOM,
— B (hopMe DIEKTPOHHOI'O JOKYMEHTA,

JUTst M1 ¢ HapYIISHUSMH CITyXa:

— B TIEYaTHOU (opme,

— B (hopMe DIIEKTPOHHOI'O IOKYMEHTA.

Jist muI ¢ HapyIeHUsIMH OTTOPHO-/IBUTaTENbHOTO arapara;

— B TIEYaTHOU (opme,
— B (hopMe DIIEKTPOHHOI'O JOKYMEHTa,

JlaHHBIH epedeHb MOXKET OBITh KOHKPETU3UPOBAH B 3aBUCUMOCTH OT KOHTHHI'CHTA 00YYarOIInXCs.
3. Odpa3zoBaTebHbIe TEXHOJIOTHH.

.HGKIII/ISI'BI/ByaJ'H/IBaHI/IH, HpO6J’I€MHaH JICKIIWA, pa360p MPaKTUYCCKUX 3aJ1a4 1 KEeHCOoB.
Z[J'IH Jiiy € OrpaHMYCHHBIMU BO3MOXHOCTAMH 3O0POBbA IMPCAYCMOTPCHA OpPraHu3aiusa KOHCYJ’IBTaHI/Iﬁ C
HUCIIOJIB30BAHUEM 3J'I€KTpOHHOI71 ITIOYTHI.

3aH$[TI/I$[, MPOBOJAUMBIC C UCTTIOJIb30BAHNEM MHTCPAKTHBHBIX TEXHOJIOT U




Cemectp Buun sansriis Hcnonp3yemble HHTEpaKTUBHBIE 00pa30BaTeIbHbBIE TEXHOJIOT I Komraecrso
(JI, 113, JIP) 4acoB
4 J Jlekums ¢ 3JeMEHTaMH eAarOrMYeCKUN SBPUCTHKH, JICKIHs- -
KOHCYJIbTaIHs
113 Becenpl, pa30op cutyanuii, mpe3eHTaIms JOKIa 0B, 2
coobmieHnii B popmare MUHH-KOH(EpPEHINN
HUroro: 2

4. OueHOYHBIE CPEICTBA JIsS TEKYLIEr0o KOHTPOJISI YCIIEBA€MOCTH W MPOMEKYTOYHOH aTTeCTANH.

4.1 ®onp OLEHOYHBIX CPEACTB JIsi MPOBeAeHHs TEKYIIEro KOHTPOJIS .

O0pa3ubl TeCTOBBIX M KOHTPOJILHBIX 3aJaHUMH TeKyIero KOHTPOJIst

[Ipumep oqHOrO M3 BapUAaHTOB TECTOBOTO 3a/laHMs U KOHTPOJIBHOI paboThl o TeMe «BeieHue TpyIoOBBIX
KHIDKCK»!

1. B mpy0oeyio KHUudiCKy HeoOX00uMo 6HeCmu 3anuci.

- B /JIeHb NIOCTYIUIEHHs paOOTHUKA Ha padoTy;

- mocyne 5 qHel paboThl Ha PEIIPUSITHH;

- 10 OKOHYaHHH HCITBITATEILHOTO CPOKa.

2. Pabomuux obpamuics 8 Kaoposyio cayxcdy ¢ npocvbou evidame OYOIUKam mpyoo8ou KHUICKU.
O0HaKo Kaodposux 3asn6ui, 4mo OyOIUKamvl 8blOAIOMCsL PAOOMHUKAM MOJbKO 8 MeueHue 200a NOCie YEOIbHEHUsL.
IIpasomepuvl 11 makue 3as6nenus?  Yxascume cpok evloauu 0yoauKama mpyooeou KHUNCKU.

- 15 nueit

- 5 nHen

- ron

- CPOKH HE YCTaHOBJICHBI, IyOJMKAT Oy/IET BBIIKCAH MOCIIE TIPEIOCTABICHNUS BCEX CIIPABOK

3. Ilpu yeonvHeHuu compyoHux OONJICEH 3A8epumv C80e CO2LAcUe C NPOU3BEOCHHbIMU 3ANUCIMU 6 €20
mpyo0oeoll KHudiCKe ceoell hoonucwvio. Kax smo denamv na npakmuke?

- TIOCTaBUTh CBOIO MOJIIKCH 0] 3aITUChI0 00 YBOJIILHEHUH

- MOCTaBUTh CBOKO MOINKCh TOJA TOAMUCHIO JOJDKHOCTHOIO JIMIA, IOAMKCABIIEIO TPYIOBYIO
KHIDKKY B pazzenax «CBegeHus o pabore», «CBeIeHUS O TOOLIPEHII»

- MOCTaBUTh CBOIO MOJIIKCH B INYHOH KapTOUKE

4. CompyOHuK yeoneH 3a cucmemamuyeckoe Omcymcmeue Ha pabome 6e3 Y8adiCUMeIbHblX NPUYUH U
Haonedcawezo ogopmienus ceoeeo omcymemeusi. Ilo moil dice npuuune @pyueHue emy mpyoo8ol KHUNCKU He
npeocmagnsiemcs: 603moducHviM. Kaxk npasuivno nocmynume 6 makoti cumyayuu?

- OTHPaBUTh YBEIOMJICHHE O HEOOXOIUMOCTH SIBUThCS 32 TPYJOBOW KHIDKKOW IO Mo4YTe -

OTHPaBUTH T10 MOYTE, MPEABAPUTENHHO MOJTYIUB cOracke paboTHHUKA

- XpaHHTh ee Ha MPENPHUATHN B TeUeHHE 2-X JIET, 3aTeM CAATh B apXHB

- TIOTIPOCUTH POJICTBEHHHKOB 320paTh ee

5. B kakux 00xymeHmax pabomuuk 00lceH NOCMABUMb C8010 NOORUCH NPU YEOTbHEHUU? - B
TPYIOBON KHUKKE

- B €r0 JUYHOU KapTOUKe

- B KHure ydera nBrKeHUs TPYIOBBIX KHIDKEK U BKJIABIIIEH K HUM

6. Ilpu ogopmnenuu 6 mpyoosou KHUICKE 3anucu 0 nepesode COMpyOHUKa 8 OyXeaimepuio U HA3HAYeHUU
€20 Ha QONHCHOCMb KACCUPA UHCNEKMOP CIYIHCcObl Ka0pos OwubCs U 6HEC HeGepHOe HA38AHUE HOBOU OOJINCHOCIIUL:
emecmo domwicHocmu "kaccup” nanucan “Oyxeanmep”. Kaxum obpazom credyem ucnpagums HeGepHYIO 3ANUCH?
Hanuwume npasunvhyto gopmyauposxy. Heoocmaiowue ceedenus gnucams camoCmosmensHo.

7. Bnpase nu kaoposas cayxcoa mpebosame npuobpemenus COMPYOHUKAMU MPYOOBLIX KHUNCEK 3d
ceotl cuem? Kaxum 06pazom smo ogpopmisiemcs?
- HET, 0053aHHOCTh 00ECTICUeHISI TPYIOBBIMU KHIDKKAMH JIGKHUT Ha pabdoTomaTene - na,
paboTonaTens MOXKET B3BICKaTh CTOMMOCTh TPYAOBOI KHIDKKH ¢ pabOTHHKA
- JIpYroi OTBET
8. Ha pabomy 6 opeanusayuio ycmpausaromcs Monooble CReyuarucmyl, OKOHUUGUIUe @vicuiee YueOHoe
sasedenue. Kaxyro sanuce 6 mpyoogyio KHUiCKy (8 pasoen «ceedenust o pabome») HeobX00UMO BHECiL:
- cBeneHus 00 00yUICHNH B BY3€ C yKa3aHHUEM TepHoIa 00yJIeHUs
- CBENIEHUsI O TIpreMe Ha paboTy
9. Ob6ssan au pabomodamenv Gvldamb pabOMHUKY HaA PYKU MPYOO8YI0 KHUNCKY HO €20 Npocvoe:
- na
- Jla, TI0 TIMCBMEHHOMY 3asIBJICHHIO Pa0OTHHKA - HET, TOJBKO KOITHIO
Tepeuenv uacmu KomnemeHyuy, NPOBEPIEMbIX OYEHOUHLIM CPEOCTBOM:
OK-4 criocoOHOCTBIO UCTIONB30BATh OCHOBEI IPABOBBIX 3HAHUH B PA3IMYHBIX cepax JIesiTeNbHOCTH.




«He/3a4eT» - OTCYTCTBHE pabOoTHI B IPYIIIOBON IEATENEHOCTH HaJl BONPOCAMH JIIsl 00CYKACHUS 0e3 ydacTust
B IMyOJIMYHOM OOCYKIEHUH U apTyMEHTaluK ChOPMYIHPOBAHHBIX BHIBOJIOB;

«3a4TeHO» - paboTa B TPYMIIOBOH NEATENLHOCTH HAJ BOIPOCAMH Ul OOCYXAEHHS C COJEpKaTeIbHBIM
yJacTHeM B IyOJMYHOM OOCYXIEHHHM M apryMEHTalMH CQOpPMYIHPOBAHHBIX BBIBOJOB; JIMAEPCKasl MO3HIMS U
MOJIEPaTOPCTBO B TPYIIIOBOW JEATEILHOCTH BONPOCAMH JUI OOCYXKIEHHS C COZAEp)KaTeNbHBIM YyJacTHeM B
ITyOJIMYHOM OOCY)KJICHUH U CUCTEMHOM apryMEHTalNH CYOPMYIUPOBAHHBIX BBHIBOIOB.

Kontponbnasi padora. 3anolHUTh TUTYJIBHBIN JHCT TPYIOBOM KHIDKKU U paznen «CBeneHus o pabore» ¢
02.02.2003 o 18.12.2014 Ha ocHOBaHWY CIEAYIOUINX JTaHHBIX.

Br1 pabotaere HauanpHuKOM oTnena kaapoB OO0 «BOCTOK». Bam HeoOXoauMo ohOPMHUTE TPYIOBYIO
kHWKKY Ha MBanoBy Ombry IlaBnoBHy, koropas nmpuHmMaercs Ha pabory c 2 ¢espans 2003 roga, 1980 roxa
poxaeHus (29 ampensi), ydamiascs Ha 4YeTBEPTOM Kypce B MPKYTCKOM TOCYIApCTBEHHOM YHHBEPCHTETE, Ha
JIOJDKHOCTH TTPOJABIIA C UCIBITATSIIEHBIM CPOKOM 3 Mecsla, Ha OCHOBaHHMH Tpukasza Ne 23k ot 29.01.2003 rona.

1 aBrycra 2004 rona npuHOCHT CBUIETENHCTBO 0 Opake Ne324 or 15.07.2004 r., rae yka3aHo, 4TO OHa
nomeHsuia pammnuio Ha [lerposy.

5 ntonst 2007 roga NpUHOCUT OUILIOM O BhiciieM oOpazoBanuu Ne BK-345234 or 15.06.2007 r., rae
yKa3aHO, YTO i MpHcBoeHa KBajuduKalys MeHeKepa MO CHeNUalbHOCTH «MEeHEMKMEHT OpraHU3allum».

24 oxtsa6ps 2006r. mepeBomUTCS B KOMMEPYECKHH OT/AEN Ha JIODKHOCTH MEHEDKepa IO MpoJaXkam
(mpuka3 ot 24.10.2006 r. Ne 342k).

18 nexabpst 2014 rona yBonbHSETCS IO COOCTBEHHOMY KEJIaHWIO Ha OCHOBAaHUHM TpHkaza Ne 234 k ot
18.12.2014 r.

HaHHaH pa60Ta MpOBOAUTCA MNMHCBMEHHO Ha MPAKTUYCCKOM 3aHATHUH. HJ'[H YCIICITHOI'O  BBIITOJIHEHUS
paboThl OT cTyAeHTa TpedyeTcs MOCeleHne JIEKIIUI 10 TeMe, NOoCcelleHHe, MOAr0TOBKa U paboTa Ha MPaKTHYECKUX
3aHATHSX 110 TeMe «BeneHnue Tpya0Bol KHIKKU.

Ilepeuensv wacmu koMnemeHyuu, NPOGEPAEMbIX OYEHOUHBIM CPEOCEOM.

[1K-10- 3nannem TK P® u MHBIX HOPMAaTHBHBIX MPABOBBIX AKTOB, COJACPXKAIIMX HOPMBI TPYIOBOTO MpaBa,
3HaHHEM IPOLIEAYP NPHeMa, YBOJIbHEHHs, TIEpeBo/ia Ha IPYryIo paboTy U MepeMeleHus IepCoHalla B COOTBETCTBHH
¢ TK u BnajieHueM HaBbIKaMU O(OPMIIEHHS] COMPOBOXIAIOIIEH JOKYMEHTAIIMN

«He/3a4eT» - OTCYTCTBHE DJJIEMEHTApHbIX 3HAHWH NPUMEHEHHS HOPMATUBHO-TIPABOBBIX JOKYMEHTOB B
MPaKTHYECKOH padore;

«3a4YTEHO» - CTYJEHT 3HAKOM C HaBBIKAMU O(OPMIICHHUS JOKYMEHTOB 110 JBIKEHHIO KaJpPOB B OpPraHU3aLMU U
COIPOBOXKIAOMIEH TOKYMEHTALUH;

IIpumepHasi TeMATHKA KEHCOBBIX CUTYALUI

HasBanwne KEeNCOBOH Llens BeIMOTHEHUS TpeboBanus, Mertonuueckue
CUTYalluu MPEABSBISIEMBIE K yKa3aHug K
COJIeP KaHUIO U BBIITOJIHCHHUIO
ohopMIIEHHIO
«neanbHbIA JOKYMEHT» YcBoenne TpeboBaHuiA, Heo0xommMo cocTaBHUTE [Ipn BBINOJIHEHUU
MIPEIBSIBIIEMBIX K uieaibHo OOPMIICHHBIH | 3aJaHus cremxyer

o(hopMIIEHUIO JIOKyMEHT.  3ajlaHue BBIOpaTh JUIS aHamu3a
OpraHM3aIIOHHO- BBINIOHAETCST B OpraHM3alMOHHBIM  HIIH
pacnopsauTENbHON MUCBMEHHOU (opMme pacnopsiauTeENbHbIN
JOKyMEHTAINH, JIOKYMEHT OpTaHHU3aIHH,
PacCIONOKEHHIO ohopMUTh ero B
PEKBU3UTOB Ha cooterctBuu ¢ ['OCT P
OnaHKe JTOKYMEHTa 6.30 — 2003. Bo3MOXHO
UCIIONIb30BaHNE
YIJIOBOTO
WITH PO OIBHOIO
PpacIoI0KEeHHs
PEKBHU3HTOB.
Aynut TpyaoBoro | [Ipmobperenue Brinonusercs B [Ipn BBINIOJTHEHUH
JI0TOBOpa MIPAaKTHYECKUX HABBIKOB | MHUCBMEHHOI hopme ¢ 3a/aHis  HEOOXOJUMO
COCTaBJICHHA yKa3aHHEeM BCEX MIPOAaHATU3UPOBATh

TPYAOBBIX JOTOBOPOB

OmUOOK, JIOMYIIEHHBIX
TIPY COCTABIICHUHT
TPYAOBOTO JOTOBOpa

TPYZOBOM JIOTOBOp Ha
npeaMer

1) OTpaKeHHUS
00s3aTeNBHBIX U
JOTIOJTHUTETBHBIX
YCIIOBHH,
NPEyCMOTPEHHBIX  CT.




57 TK P®;
2) MPaBUIIEHOCTH
ero
othopmIteHU ST B
coorserctBuu ¢ I'OCT P
7.0.97.2016. [pun
OLEHKE CTPYKTYpbl H
COZIEP)KaHHUS TPYIOBOTO
J0roBopa MOXHO
PYKOBOJICTBOBAThCS
TaknM  HOPMaTHBHBIM
JIOKYM €HTOM, Kak
IIpukaz MunucTepcTBa
3/IpaBOOXPaHEHHs u
COILMAJIbHOTO  Pa3BUTHS
or 14.09.2008 Ne 424-n

«006 YTBEPKICHUU
peKoMeHaaIuii o
3aKJIFOUCHHIO TPYI0BOTO
JIOrOBOpa c
paboTHUKAMHU
OIOPKETHBIX

opraHuM3aliii U  €ero
NpUMEPHOI POPMBI»

AyIuT J0KaJIbHOTO [MpuobpereHue Brimonusierca B Heobxogumo
HOPMaTHBHOI'O  aKTa NPaKTHYECKUX HABBIKOB | MHUChMEHHOM (opMe ¢ 03HaKOMHTHCS c
opraHuzanuu o pabore COCTaBJICHHS YKa3aHHWEM OCHOBHBIX HOPMaTHBHOMN 6azoi,
C IePCOHANBHBIMU JIOKaJIbHOTO OIMOOK, IONYIIEHHBIX | periJaMeHTHPYIOIeH
JaHHBIMH  Pa0OTHHUKOB HOPMAaTHBHOT'O aKTa MPU COCTaBIICHUN padoty c
OpraHu3alliid B HOPMaTHBHOTO aKTa HePCOHATIBHBIMH
COOTBETCTBHHU C JaHHBIMH  PaOOTHHUKOB,
JeHCTBYIOMHIM [POaHAIN3UPOBATH
3aKOHOAATENBECTBOM HOPMATHBHBIII aKT Ha
peaMeT COOTBETCTBUS
TpeOOBaHUSIM
3aKOHOATENbCTBA.
IIpn
BBITIOJTHEH UH
3a7aHus
MOYKHO
PYKOBOJCTBOBATHCS
IpUMEpOM aHanM3a
[Monoxkenuss o padore ¢
NepCOHATBHBIMU
JaHHBIMH,
NPUBEICHHOM B CTaThe
ABTymIKo A.
[Tonoxenne o pabore
c NIePCOHAIBEHBIMU

JAHHBIMH ~ paOOTHHKOB:
KakuM emy ObITh? [/ A.
Astymiko //

Tlepeuens uacmu Komnemenyuu, NPOGEPIEMbIX OYCHOUHBIM CPEOCMBOM:

[MK-12-3HaHueM OCHOB pa3pabOTKH W BHEIPEHUsI KAJPOBOM M YIPABICHUECKON JOKyMEHTAIMU, ONTUMHU3AINN
JOKyMEHT0000pOoTa M cXeM ()YHKIIMOHAJIBHBIX B3aMMOCBS3€H MEXKIY MOAPA3JCICHHSIMH, OCHOB pa3pabOTKH H
BHEJIPEHHS NPOLELyp PETYINPOBAHUS TPYIOBBIX OTHOIIECHUH U COPOBOXKIAIONIEH JOKYMEHTANI

«HE/3a4eT» - OTCYTCTBHE T'OTOBHOCTH OKa3blBaTh KOHCYJNBTAIlMd IO OCHOBaM pa3pabOTKH KaJpOBOH
JOKYMEHTAIIUH, €€ COCTaBa, MOopsaKa IBMKEHUS TOKYMEHTAIUHY;

«3aYTEHO» - CTYICHT MMEET CHUCTEMHOE IIpEJCTaBICHHE MO ()OPMUPOBAHMIO W OPTaHM3ALNH MPOLEAYP
peryaupoBaHus TPYAOBBIX OTHOLICHU;

[IK-13 ymeHneM BecTH KaJIpoOBOE JEONPOM3BOACTBO W OPTraHW3OBHIBATH APXMBHOE XPAHEHHE KaJIpOBBIX
JOKYMEHTOB B COOTBETCTBUU C JECHCTBYIOIIMMH HOPMAaTHBHO-NPAaBOBBIMU AaKTaMH, 3HAHMEM OCHOB KaJIpOBOM
CTaTUCTHKY, BIAJACHUEM HABBIKAMH COCTABIICHHS KaJpOBOM OTYETHOCTH, a TAaK)KE HABBIKAMH O3HAKOMIICHHUS



COTPYAHUKOB OpraHu3anuu C KaﬂpOBOﬁ I[OKyMeHTaHHCﬁ n HCﬁCTByIOHlHMH JIOKAJIbHBIMHW HOPMATHUBHBIMU aKTaMHU,
YMCHUC 00ecreunTh 3a10UTY NEPCOHAJIbHBIX JAHHBIX COTPYIHUKOB

«He/3auery - OTCYTCTBHUC 3HAHUI OCHOB KaaApOBOr'o ACJIONPONU3BOJACTBA,

«3a4TCHO» - pa60Ta B I‘pyHHOBOﬁ JACATCIIBHOCTU HaA BOIIpOCaAMU JJIsd O6CY)KH€HI/I${ C COACPIKATCIIbHBIM Y4aCTUCM
BECTU KaApOBOC ACIONPOU3BOACTBO, OPraHU30BATh aPXUBHOC XPAHCHUEC KAaJAPOBBIX JOKYMCHTOB B COOTBECTCTBUU C
ﬂeﬁCTByIOMHMH HOpPMATUBHBIMH ITPABOBBIMU aKTaAMH.

4.2 ®oHJ OLIEHOYHBIX CPEICTB AJIs1 MPOBEICHMS MPOMEKYTOYHOMH aTTecTaluu.

IlepedyeHb BONPOCOB K IK3aMEHY:

A OWN P

P O©oo~NO Ol

0

12
13
14
15
16
17

18

19
20
21

22

23

24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
39
40
4
42
43
44
45

[oHsiTHEe cucTEMBI TOKYMEHTAIIOHHOT0 00ECIIEYeHNS! YIIPaBIICHHUS TIEPCOHAIIOM.

TpeboBanusi, npenbsBIsiEMbIe K OPOPMIICHHIO PEKBU3UTOB KaJIPOBOH JTOKYMEHTAIINH.

[Ipunanue fOKyMEHTaM IOPHANIECKON CHIIBL.

[opsinox 0OpabOTKM U perucTpaly JOKyMEHTOB, NX MHAEKcalMu. Perucrpaiiionasie GopMbl
JIOKyMEHTOB U HX 3aIlOJHEHHE.

KoHTponb HCTIOTHEHUS TOKYMEHTOB.

Knaccudukarnms kaIpoBbIX JOKYMEHTOB.

OTauyMs B TIOJrOTOBKE MPUKA30B 0 JMYHOMY COCTaBy M IPUKA30B 110 OCHOBHOM JIESITEILHOCTH.
HopmatiBHO-MeToauueckas 0a3a, perilaMeHTHPYIoIast MOATOTOBKY KaJpOBOW JIOKYMEHTAIINH.
[IpocThie 1 coXXHBIE IPUKA3bl: 0COOEHHOCTH 0 OPMIICHUSL.

[MonsiTne TpymoBoro n0roBopa, 00s3aTENbHBIX U JIOTIOIHUTENBHBIX YCIOBHI TPYIOBOTO JJOIOBOPA.
INpaBuia opopMieHHs PEKBU3UTOB TPYAOBOIO IOTOBOPA.

OcobenHocT oopMIteHHs )KypHajIa PETHCTPALUK TPYJOBBIX JIOTOBOPOB.

CocTaB JJOKyMEHTOB, TpeOyeMbIX OpraHaMH HaJ[30pa U KOHTPOJIS IPH NPOBEICHUH TIPOBEPOK.
OdopmiteHne nporeypbl MPOBEPKH KaAPOBOW JTIOKYMEHTAIINH.

Oco0eHHOCTH COCTAaBIIEHHS JKypHaJla y4eTa MEpOIPUSTHI II0 KOHTPOIIIO.

Buas! npoBepok.

OTBEeTCTBEHHOCTH paboToxaTeNs U (PU3NUECKHUX JIHI] Ha HeHaUIe)Kalllee COCTOSHIE KaJpOBOil
JIOKYMEHTalUH.

Ha3naueHne MHCTPYKIUH IO JOKYMEHTALIMOHHOMY 00ECIIeUeHHIO YIIpaBiIeHus nepconanom. Coctas
pa3zenoB.

OcobeHHOCTH Pa3pabOTKU U COCTABJICHHS IITATHOI'O PACITHCAHHS.

[paBuia BHyTpeHHETO TPYJOBOTO PACIIOPAAKA: Ha3HAYCHHUE U MOPAIOK o(opMIIeHHS.
IepconanbHble JaHHBIE paOOTHUKA: COOp, XpaHEHUE, OTBETCTBEHHOCTh 3 JOCTOBEPHOCTh U HE3aKOHHOE
pacIpocTpaHeHHe.

OcHOBHBIE HOPMAaTHBHO-TIPABOBBIE AKTHI, PErTIAMEHTHUPYIOIINE PAOOTY € TPYIOBBIMH KHIKKAMH
pabOTHHUKOB.

[NpaBuina opopmieHHs TPYAOBBIX KHI)KEK, BHECEHHSI JOIIOTHEHHUS U HCTIPABICHUH B HEMPABUIILHO
BHECEHHBIE 3aITUCH.

[opsmok BeIgaun TPYJOBOM KHIKKH PaOOTHUKY

Bkiazsli B TpyIOBYIO KHHXKKY.

Beigaua nry6nukarta TpyIoBOH KHIKKA

VY4eT NBIKEHUS TPYJOBBIX KHIDKEK M BKIIAJbIIEH K HUM.

Odopmiienne npuema paboTHUKOB. COCTaB JOKYMEHTOB, TPEOYEMBIX MPH NpHUeMe Ha padoTy.
Odopmiienne nepeBoa paOOTHUKOB Ha JPYryo padoTy

OdopmiieHre poreypsl KOMaHAUPOBAHUS PaOOTHHUKOB.

OdopmiieHne oTmycka.

[paBwia 1 CPOKH TIOATOTOBKH rpaduka oTiryckos (hopma T-7).

OdopmiieHre Iponeaypsl YBOIbHEHNS PaOOTHHKOB

Oco0eHHOCTH COCTaBIeHHsT YHH(HIUPOBAHHBIX (OPM MPHUKA30B 0 JMYHOMY COCTABY.
@dopmupoBaHKE U BeICHNUE JTMYHBIX es. COCTaB JOKYMEHTOB JINYHOTO JETa.

Benenne nmmunbix kaprodek. IIpaBuia BHECEHNS HCIIPABICHUH B JINYHBIE KAPTOUKH.

[onsTHe HOMEHKIATYPHI Aei. [Iopsaok cocTaBiIeHNs] HOMEHKIATYPHI JIENT KaJpOBOH CITY>KOBI.
TpeboBanust, IpeIbIBISIEMBIE K 3aT0OJIOBKAM €. DIEMEHTHI 3aT0JIOBKOB JIETI.

Iopsinox dopmuposanust nen. [IpnzHaky rpynImupoBKH JOKYMEHTOB B A€a.

[opsinox TOATOTOBKH TOKYMEHTOB K apXUBHOMY XPaHEHHIO.

Knaccudukamnms 10KyMEHTOB IO CPOKaM XpaHEHHSI.

YactraHoe ¥ 1oHOe 0 OpPMIICHUE JET.

Cocrasienue u 0popMIICHHE OITUCEN Ae.

Opranusanys MpoBeeHUs SKCIIEPTU3BI IIEHHOCTH TOKYMEHTOB.

AJMUHHCTpaTUBHASI OTBETCTBEHHOCTH 32 HApYLICHHE ACHCTBYIONIETO 3aKOHOJATENIFCTBA IO ApXUBHOMY
Jemy.

OueHuBaHue NPOUCXOAUT IO (hopmy.re:

On‘rorosaﬂ = 0,2 * OHaKOl‘LﬂCHHai{ + '073 * OnpochHaﬂ + 0,5 * Ol/lTOl'OBOFO KOHTPOJIsSt



— HaKOIUICHHasl OIleHKa MPOCTaBISACTCA 3a AaKTHBHOCTh OOYYAIOMIErocs Ha TPAKTHYCCKUX 3aHATHSIX,
MIPOX OXKJICHHUE TEKYIIEro KOHTPOJISA U BBITOTHEHUE CAMOCTOSTEIIBHON PadoTHI,
—  TPOEKTHAs OICHKA MIPOCTABIISAETCS 3a 3alUTy MICEMEHHON paOOTHI IO KypCy,
—  OIIEHKa UTOTOBOTO KOHTPOJSl MPOCTABISETCS 3a MPOXOXKJEHHE KOHTPOJIBHOI'O HUCHBITAHUS MO KYpCy B
(dhopmarte, onpeeTICHHBIM PaO0YUM YICOHBIM ITAHOM.
Onenku craBsrcs 1o 10-6ampHOM mkaie. OKpyriecHHE OICHKU IPOU3BOUTCS B TIONIB3Y CTyIeHTa. ToroBas
OIIEHKA BBICTABJISIETCSI B BEAOMOCTh COIIACHO CIIEIYIOIIEMY MPaBUITY:

Hrorosas oreHka Orenka o 10-0a1pHOM MIKae
HEY/IOBJIETBOPUTEIHEHO 0-3

YIOBJIETBOPUTEIHHO 4-5

XOpOLIO 6-7

OTJIMYHO 8-10

Ilepeyens yacmu Komnemenyuu, NPOBEPAEMbIX OYeHOUHIM CPEOCNEOM.:

OK-4 criocoOHOCTBIO UCTIONB30BAaTh OCHOBBI IIPABOBBIX 3HAHMII B Pa3/IMUHBIX cepax AesTeIbHOCTH.

«He/3a4eT» - OTCYTCTBUE PAOOTHI B IPYIIIOBOH NEATEIbHOCTH HaJ BOIPOCAMHU AT 00CYXIeHus Oe3 ydacTus
B IyOJIMYHOM OOCYXASHHUH U apryMeHTaluu chOpMyIHpOBaHHbIX BEIBOJIOB;

«3a4TeHO» - PaboTa B IPYIIIOBOH AEATENLHOCTH HajJ BOIPOCAMH ISl OOCYXKICHUS C COAEpKAaTeIbHBIM
ydacTueM B IMyOINYHOM OOCYXKICHHHM M apryMeHTaluu chOpMYIHPOBAHHBIX BBIBOJOB; JHMAEPCKas IO3MIMSA H
MOZIEpaTOPCTBO B TPYIIOBOH JAEATENBHOCTH BONPOCAMH Ul OOCY)KAEHUS C COAEpIKATeNbHbIM y4acTHEM B
yOJIMYHOM OOCY)XJEHUH U CUCTEMHOHN apryMeHTaluu chOpMyIUPOBAHHBIX BEIBOJIOB.

[1K-10- 3nannem TK P® u MHBIX HOPMAaTHBHBIX MPABOBBIX aKTOB, COAEPIKAIIMX HOPMBI TPYIOBOIO TpaBa,
3HaHUEM NIPoLeNyp IpHeMa, YBOIbLHEHHUS, IEpeBOa Ha APYryio paboTy U NepeMelleH s IepCoHana B COOTBETCTBHH
¢ TK u BnageHneM HaBbIKaMH 0(OPMIICHHS COMPOBOXKAAIONIEH TOKYMEHTALMN

«He/3a4eT» - OTCYTCTBHE DJJIEMEHTAPHBIX 3HAHMH NPUMEHEHHS HOPMATHUBHO-TIPABOBBIX JOKYMEHTOB B
MPaKTHYECKOH padore;

«3a4TEHO» - CTYJEHT 3HAKOM C HaBBIKAMU O(OPMIICHHUS JOKYMEHTOB 110 JBIKEHHIO KaJpPOB B OpPraHU3aLMU U
COIPOBOXKAOMIEH TOKYMEHTALUH;

[1K-12-3naHKEM OCHOB pa3pabOTKM U BHEAPEHHS KAaAPOBOH M YIIPABICHYECKOH JTOKyMEHTAallH, ONTUMHU3ALNH
JOKYMEHT0000poTa U CXeM (YHKIMOHAJIBHBIX B3aUMOCBS3EH MEXAY IOAPA3IENeHUSIMH, OCHOB Pa3pabOTKU H
BHEJIPEHUS IIPOLELyp PETYINPOBAHUS TPYIOBBIX OTHOILIEHHUI U CONPOBOXKIAIONIEH JOKYMEHTALUH

«He/3a4eT» - OTCYTCTBHE TOTOBHOCTH OKa3bIBaTh KOHCYJbTallMM 110 OCHOBaM pa3pabOTKH KaapoBOM
JOKyMEHTallHH, €€ COCTaBa, IOPSAAKA IBIKEHHS TOKYMEHTAIHN;
«3a4TEHO» - CTYAEHT HMMeEeT CHUCTEeMHOE IPEACTABIEHHE IO (OPMHPOBAHHIO M OPTaHM3ALUM MPOLEIYD

PEryIrpOBaHUs TPYIOBBIX OTHOLIEHHH;

[IK-13 ymeHumeM BecTH KaJpOBOE NEIONPOHM3BOJACTBO M OPTaHW3OBBIBATH apXWUBHOE XPAaHEHHE KaIpOBBIX
JOKYMEHTOB B COOTBETCTBUHM C IEHCTBYIOIIMMH HOPMAaTHBHO-IIPABOBBIMU aKTaMH, 3HAHHEM OCHOB KaJpoBOH
CTATHCTUKH, BIIQJICHUEM HaBBIKAMH COCTAaBJICHHS KaJPOBOH OTYETHOCTH, a TAKKe HABBIKAMH O3HAKOMJICHHS
COTPYIHHKOB OPraHU3allUK C KaJpOBOH JOKYMEHTAIMEH M JASHCTBYIOIIMMH JOKAJIbHBIMA HOPMATUBHBIMHU aKTaMH,
yYMeHHE 00€CIIeUUTh 3aIUTY [IEPCOHAIBHBIX JAHHBIX COTPYIHHKOB

«He/3a4eT» - OTCYTCTBUE 3HAHUH OCHOB KaJIpOBOT0 JIETONPOU3BOJICTBA;

«3a4TeHO» - paboTa B IPYIIIOBO NeATENHHOCTH HaJl BOIIPOCAMH IS OOCYKIICHUS C COIeP)KATEIbHBIM y4acTHEM
BECTH KaJpOBOE JeJIOIPOU3BOICTBO, OPraHU30BATh apXUBHOE XPAHEHHE KaJpPOBBIX JOKYMEHTOB B COOTBETCTBHU C
JeHCTBYIOITMMH HOPMAaTHBHBIMH IIPABOBBIMH aKTAMH.

[IK-17- 3HaHWMEM OCHOB pa3pabOTKM M BHEAPEHHsS NPOPECCHOHANBHBIX, B TOM YHCIE KOPHOPATHUBHBIX
CTaHIApTOB B O0JACTH YNPABIICHUS IMEPCOHAIIOM, YMEHHEM COCTABILATH ONMMCAHHS M paclpenciiarh (QyHKIHU |
(yHKIMOHATBHBIE OO0S3aHHOCTH COTPYAHUKOB, a Takke (YHKIMK TOApa3[eNieHHH pa3HOro YpoBHS (KapThI
KOMIIETECHIIMH, JODKHOCTHBIE HHCTPYKIMH, MTOJIOKEHHS O ITOPa3/ICIeHISX )

«HE/3a4eT» - OTCYTCTBHE DIIEMEHTAPHBIX 3HAHUH COCTABIIATH OMUCAHHUS JOMKHOCTHBIX HHCTPYKIIHH;

«3a4TEHO» - CTYASHT 3HAKOM C HaBBIKAMH Pa3pa0OTKH KapT KOMIICTEHIMH, IOJUKHOCTHBIX HHCTPYKLHI,
TIOJIOXKEHHH O MOAPa3JeIICHHUX;

OueHOYHBIE CpeICTBA VIS MHBAJMIOB M JIMI] C OTPAHMYCHHBIMH BO3MOXKHOCTSIMHU 30POBbsI BEIOHPAIOTCS C
YUETOM MX WHIUBHAYAJIBHBIX MCUXO(PU3NIECKHX 0COOCHHOCTEH.

— IpY HEOOXOIMMOCTH MHBAJIMAAM 1 JINI[AM C OTPaHUIEHHBIMHA BO3MO)KHOCTSIMH 3/I0POBbSI ITPEAOCTABIISETCS
JIOTTOJTHUTENIFHOE BpeMsI JUIs TOJrOTOBKM OTBETA Ha 9K3aMEHE;

— TIpH TIPOBEJCHNH NPOLENTYPH! OIIEHUBAHUS PE3YIbTaTOB OOYYEHHUS] MHBAJIHMIOB M JIUI] C OrPaHUYEHHBIMA
BO3MOXKHOCTSIMH 37I0POBBSI IIPETyCMAaTPHUBACTCS HCIONB30BaHNE TEXHHIECKUX CPEACTB, HEOOXOANMBIX M B CBSI3H C
VX UHIUBHAYaJIbHBIMU OCOOCHHOCTSIMH;



— TpH HEOOXOMUMOCTH [UIsl OOYYAIOIIUXCS C OrPAHUYEHHBIMU BO3MOXKHOCTSIMH 3/I0POBbSl U WHBAJTHJIOB
MpoILeaypa OIIEHUBAHUS PE3YJIBTATOB O0YUEHHUS 110 JUCIUIUTHHE MOXET MPOBOUTHCS B HECKOJIBKO ITATIOB.

[poueaypa OlEeHUBAHUS PE3YJIbTATOB OOYUEHHs HHBAIUIOB W JIMI[ C OrPAHUYCHHBIMH BO3MOXKHOCTSIMHU
3JI0POBbSI 10 JUCIUILIHHE (MOAYJIIO) MPEAyCMaTPUBAET MpeocTaBieHe nHphopMauu B (hopMax, aJaliTHPOBAHHBIX
K OFpaHUYEHUSIM UX 3J0POBbS ¥ BOCIIPHUSATHsI HH(OpMAIIHK:

J1Jist JTUIL C HAPYIIEHUSMU 3PEHUS:

— B IeyaTHOM (hpopMe yBETMIEHHBIM MIPUPTOM,

— B (hopMe DIIEKTPOHHOI'O TIOKYMEHTA.

JU7ist JMI1 ¢ HAPYIIICHUSAMHE CITyXa:

— B TIeYaTHOU (opme,

— B (hopMe DIIEKTPOHHOI'O TIOKYMEHTA.

JIJist TUIL ¢ HAPYIIEHUSAMH OITOPHO-IBUraTeIbHOTO annapara:

— B TIeYaTHOU (opme,

— B (hopMe DIIEKTPOHHOI'O TIOKYMEHTA.

JlaHHBIH MTepeueHb MOXKET OBITh KOHKPETU3UPOBAH B 3aBUCHMOCTH OT KOHTHHI'C€HTA 00yJaroNIuXcs.

5. IlepevyeHb OCHOBHOII W MONMOJHUTEJBHONH Y4eOHOIl JHMTepaTypbl, HEOOXOAUMOM NSl OCBOCHHS
JUCIHUIIHHBI (MOXYJIs).
5.1 OcHoBHasi 1uTepaTypa:
1. Bbaxapes, A.P. TpynoBast KHWKKa: 3aroiaHeHue, y4eT, xpaneHue / A.P. baxapes, O.A. KoBanesckasi.
- HoBocubupck : Cubupckoe yHUBEpCHTETCKOE n3aatenberBo, 2009. - 144 c. - (Kanposuk). - ISBN 978-5-379-00967-
0; To e [Dmextponusiii pecype]. - URL: http://biblioclub.ru/index.php?page=book&id=57284
2. Kyznenos, 1. H. JlokymeHTaIimoOHHOE 0OecIieueHne yrpaBieHus nepcoHanaoM [Tekct] : yaeOHUK u
HpaKTI/IKyM JJIA TIPUKJIaTHOI'O 6al<anaBpMaTa : y‘le6HI/IK JIIsL CTy}ICHTOB By303, 06y1{a}ou11/1x0ﬂ 10 DKOHOMHWYECKUM
HarpasieHusiM 1 crnerpaibHocTsiM / M. H. Ky3Henos. - Mocksa : FOpaiit, 2015. - 520 c. - (bakanasp. [IpuknaaHoit
Kypc). - bubmuorp.: ¢. 409-421. - ISBN 978-5-9916-4000-8 : 159 p. https://biblio-online.ru/book/BDE14AC8-BFC6-
4C18-BBDF-ADQ6E453A417
J1J1st OCBOGHHMST UCIUILUTMHBI MHBAJIMIAMH U JIMLAMH C OTPaHMYEHHBIMHA BO3MOKHOCTSIMU 3JI0POBbSI KIMEIOTCS
M3JIaHKA B JIEKTPOHHOM BHJE B AJIEKTPOHHO-OMOIMOTEUHBIX cucTeMax «Jlanpy u «HOpaitty.
5.2 lono,JTHUTEILHAS JIUTEPATypa:

1 Baxapes, A.P. TpynoBas KHIKKa: 3amonHeHue, yder, xpanenue / A.P. baxapes, O.A. KoBanesckas. -
HoBocubupck : CuOHpCKOe YHUBEPCUTETCKOE H3aaTenscTBo, 2009. - 144 ¢. - (Kagposuk). - ISBN 978-5-379-00967-
0 ; To xe [Duexrponnsiii pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=57284

2 Muxaitnos, FO.M. BouHCkuii ydeT B opraHu3ampsx : mpakTuueckoe mocodwe / HO.M. Muxaiinos. -
Mockaa ; bepnun : Tupekr-Menua, 2014. - 119 c. : uin. - ISBN 978-5-4475-1649-9 ; To ke [DaeKTpoHHBIH pecypc].
- URL.: http://biblioclub.ru/index.php?page=book &id=253696

Cenuenko, I1.B. JIokyMeHTaMOHHOE OOECIEUEeHHe YIPaBIEHYSCKUX pEIIeHni : ydeOHoe mocooue /
I1.B. Cenuenko, FO.I1. Exnakos, B.E. Kupuenko ; MunuctepcTBo 00pa3oBanus ¥ Hayku Poccuiickoii Denepanmu,
Tomckuii I'ocynapcrBennsiii YuuBepcurer Cucrem Ympasienus u Paguosnekrponuku (TYCVYP). - Tomck : Db
Konrent, 2011. - 142 c. : Tabm, cxem. - ISBN 978-5-4332-0008- ; To xe [DnektpoHHblii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=208691

5.3. llepuoanyeckue U3TAHUA:

— Xypuan "Ynpaenenue nepconasoMm” [DiexTpoHHBIN pecypc] — Pexum mocryma: http://www.top-
personal.ru

— Xypnuan «Kamposux» (panor.ru/journals/kadrovik/)

— OdunmansHeii caiit HarmonamsHoro coro3a kamposukos (http://www.kadrovik.ru)

— HWudopm. mopram s CHEIMATACTOB IO KaapaM U ympasieHuto mepcorarom (http://www.pro-
personal.ru/)

— kypHan «Pa6ota ¢ iepconanom» (http://www.hr-journal.ru/)

6. ITepeuyeHb pecypcoB HH(POPMANMOHHO-TEJIeKOMMYHUKAIIUOHHOI ceTH «AHTEpHET», HEODXOTUMBIX
JJI51 OCBOGHHS TUCUMILUIUHBI (MOXYJIs).

1. http://ww.hr-portal.ru/ - HR-mopran, pasaen «Jlemonpon3BOACTBO»

2. http://www.kadrovik.ru/ - xkagpoBbrii moptan HalmoHa bHOTO 0032 KaJIpOBHKOB, CO-IEPIKUT apXHB
xypHana «CIpaBOYHHUK KaJIpOBUKa»
http://www.kdelo.ru/ - caiir xypuana «KampoBoe nemo»
http://www.kadrovik-praktik.ru/ - snexrpontas 6ubnunoreka «llaker s KaJpoBHKa»
http://www.kapr.ru/ - caiir sxyprana «Kaapbl npeanpusTus»
http://www.mosarchiv.ru/ - sHopmatuBHasi 6a3a ¥ TpodecCHOHAIBHBIE KOMMEHTAPUH 10 BOIIPOCAM
XPaHEHUsI U MOATOTOBKH KaJPOBOM JOKYMCHTAIIMH ISl CIAYH B apPXUB.
http://hr.kadr-press.ru/ - caiir xyprana «KagpoBuk»
http://www.delowork.ru/termins/ - cioBapb TepMHUHOB [EIOMPOM3BOICTBA.
http://www.directum.ru/340614.shtml/ - snexrponnas Bepcusst TOCT P 15141-98.
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Jlenonpon3BoCTBO U apXHUBHOE JI€10. TepMUHBI B OIpe/IeIeHIS

7. MeTonu4yeckue yKa3aHus 1J151 00yYaloNIMXCsl MO OCBOCHUIO AMCHMIUIHHBI (MOTYJIs).

JIeKITMOHHOE 3aHATHE TMPEICTAaBISIET COOOM CHCTEMAaTHYECKOe, IOCIeI0BaTeIbHOE, MOHOJIOTHYECKOE
M3JIOKEHNE MPEIoIaBaTeleM-JIeKTOpOM y4e0HOro MartepHaia, Kak IpaBWIIO, TEOPETHUECKOTO Xapakrepa. Takoe
3aHATHE TIPEICTaBISIET COOOM 3IIEMEHT TEXHOJOIMH IIPEJICTABICHHS YYeOHOro MaTepHaia IyTeM JIOTUYECKH
CTPOHHOT0, CHUCTEMAaTHYECKH IIOCIEAOBATENbHOIO W SICHOTO M3JIOKEHHS C HCIIONB30BAaHHEM WHTEPAaKTHBHBIX
00pa30BaTENbHBIX TEXHOIOTHH (MYJIbTHMEIUHHBIX, JIEKIMH-AUCKYCCHUH, JIEKINH-IEMOHCTPALINH).

Lenp neknuu — OpraHu3alys [eJICHAaNpaBICHHOW IO3HABATENBHON JEATENFHOCTH OOyJaroumMxcs Mo
OBJIA/ICHUIO IPOrPAaMMHBIM MaTepualioM y4eOHOW MUCHUIUIMHBL. YTeHHe Kypca JIEKIMI MO03BOJISIET JaTh CBSI3aHHOE,
TIOCIIE/IOBaTENIbHOE H3JIOKEHHE MaTepraia B COOTBETCTBUH C HOBEHIIMMU JTAaHHBIMU HAayKH, COOOIUTH CITyIIATeIsIM
OCHOBHOE COJIep)KaHHe TpeIMeTa B IIEJIOCTHOM, CHCTEMAaTU3UPOBAHHOM BH/IE.

3aauu JEKIUH 3aKII0YaloTCs B o0ecrieyeHnH (POpMUPOBAHUS CHCTEMBI 3HAHWH 10 Y4eOHOH JUCIUILUINHE, B
YMEHHU apryMEHTHPOBAHHO W3JIaraTh Hay4YHBIH Marepual, B (JOpMHpOBaHMH NMPOPECCHOHAIBLHOIO Kpyrozopa H
0011 KYIbTYpbI, B OTPa)KEHHH ellle He MOJTyYUBIINX OCBELIEHHs B y4eOHOI JINTepaType HOBBIX JOCTH)KEHHH HAYKH,
B ONTHMU3AIMH Ipyrux (opM opraHuzanmu yaeOHOro mpoiecca.

[IpakThuecknue 3aHATHS — SIBISIOTCSA (OpMOW y4eOHOH ayauTOPHOH padOTBl, B paMKax KOTOPOH
(OpPMUPYIOTCSI, 3aKPEIUIIOTCS M TPEJCTABISIOTCS 3HAHMS, YMEHHS M HaBBIKH, WHTETPUPYIOUINE PE3YNIbTAThI
OCBOGHHSI KOMIIETEHIIMH KaK B JICKIMOHHOM QopMmaTe, Tak B pa3IM4HbBIX (opMax camocTosTeNbHOH padoThl. K
Ka)XJIOMy 3aHATHIO TperojaBaTeraeM (OpPMYIHPYIOTCS NpPaKTHYECKUE 3aJaHusi, TPeOOBaHUS U METOANYECKHUE
PEKOMEHAINH K MX BBITIOTHEHUIO, KOTOPBIE MPE/ICTABISIOTCS B JOHIIE OLIEHOYHBIX CPEJICTB YIEOHOH AUCIIMILUINHEL.

KoHTposb camocTosiTensHOM paboThl: ISt CTY/ICHTOB JTHEBHOM M 3a04HON ()OPMBI OOyYEHUS] — TEKyIIUN
KOHTPOJIb OCYIIECTBIISIETCS. B COOTBETCTBUE C IMPOrPaMMOM 3aHATHH (€KEHEAENbHO JUIsl CTY/JICHTOB OUHOM (hOpMbI
00y4eHUst; IO ceMecTpaM — JUIsl CTYJEHTOB 3a04HON (hOpMBI 00ydeHHMs1); MPOMEXKYTOYHBIH KOHTPOJIb TI0 UTOram
OCBOCHHA AUCHUIUIMHBI OCYIIECTBIIACTCA B (bopMe peﬁTHHFOBOﬁ CHCTEMBI OIICHOK. Onucanue 3a11aH1/1171 JJIs
CaMOCTOSITEIILHOM pa60TbI CTYACHTOB H Tpe60BaHPIﬁ M0 HMX BBIIOJIHECHUIO BBIJAIOTCA MNPErogaBaTcjiceM B
COOTBETCTBHUH C Pa3pabOTaHHBIM (DOHIOM OI[CHOYHBIX CPEICTB IO AUCIUILIHHE.

CamocrosTenpHas padoTa CTYJCHTOB 110 JAHHOMY Y4e0HOMY KypCy NpearonaraeT mo3TaHyo MOIrOTOBKY
0 KKIOMY pa3Jielly B paMKaX COOTBETCTBYIOIINX 3aJIaHUIL:

[epBbIii  3Tam caMOCTOSTENBHOW pabOThl CTYASHTOB BKIIOYaeT B ce0s TIIATENbHOE H3Y4eHUE
TEOPETHYECKOr0 MaTepuajga Ha OCHOBE JIEKLIMOHHBIX MaTEepUalIoB IIpErojaBaTtelis, PEKOMEHIYeMbIX pa3ZeiioB
OCHOBHOW M JOIOJHUTEIBHOH JHUTEpaTyphl, MaTEPHANIOB NEPHOIMIECKUX HAYYHBIX W3JaHUH, HEOOXOMUMBIX I
OBJAJICHUS IIOHATUIHO-KATErOpUAaJbHBIM  ammapaToM ¢ (OPMHUPOBAHUS MPEICTaBICHHH O KOMILIEKCE
AQHAJINTUYECKOI0 MHCTPYMEHTAPHS, HUCIONB3YEeMOro Kak B paMKax JaHHOW OTpaciu 3HaHWA, TaK U ITyOJIHYHON
MIPaKTHKE;

Ha Bropom 3Tamne Ha ocHOBe CPOPMUPOBAHHBIX 3HAHWI M MPEACTABICHUI IO JAHHOMY pa3fieny CTyIEeHTHI
BBITIOJTHAIOT NPAaKTHYECKUE 3aJaHus, HAIENeHHble HAa (OpMHUpOBAaHHE YMEHHH W HAaBBIKOB B paMKax 3asBICHHOH
KoMIleTeHIMu. Ha naHHOM 3Tame cTy[neHThI OCYIIECTBISIOT CaMOCTOATENbHbIN MOUCK 3MITMPHUECKUX MAaTEPHAIOB B
paMKax KOHKPETHOrO 3aJaHusi, 00O0OIIAoT M aHANIW3UPYIOT COOpaHHBIM MaTepuall IO CXeMe, PeKOMEHIOBaHHOM
npernogaBaTeneM, GOPMYIUPYIOT BBIBOIBI, TOTOBAT NPAKTHYECKHE PEKOMEHAAINH, MPE3eHTAOHHbIE MaTepHallbl
JUTSL ITYOJTMYHOTO MX MPEICTABICHUS U 00CYXKICHHUSI.

Kputepun oumeHkn 3ajaHMi B paMKax CaMOCTOSTENBHOH pPabOTBl CTYOEHTOB (hOPMYIHPYIOTCS
npernojaBaTeneM B (OHIE OLIEHOYHBIX CPEICTB.

B ocBoeHMH TUCHUIUTHHBI MHBAINAAMH H JIMLIAMH C OTPaHHYEHHBIMH BO3MO)KHOCTSIMU 3/I0POBbS OONIBIIOE
3HAYCHWE WUMEeT WHIWBUAyaldbHas ydeOHas pabora (KOHCYIbTALMH) — JOMOTHHUTENBHOE Pa3bsCHEHHE ydeOHOTo
MaTepuana.

WnnuBuayansHble KOHCYNbTAallMM IO TPEAMETY SBJISIOTCS BaXKHBIM (DAaKTOPOM, CIIOCOOCTBYIOIINM
WHIUBHUIyalu3alud OOY4YEeHHs | YCTAaHOBICHUIO BOCHHUTATEIBHOTO KOHTAaKTa MEXKAY IIpernojaBaTelieM |
00yJaromyMCs THBAJIUIOM HIIH JINIIOM C OTPAaHUYCHHBIMH BO3MOKHOCTSIMHU 370POBBSI.

8. Ilepeyenb MHGOPMALMOHHBIX TEXHOJIOTHii, HCTOJb3yeMbIX NPH OCYIIeCTBJIEHHU 00Pa30BaTeJbHOr0
npoiecca no AUCUUILIHHE (MOIYJII0).

8.1 Ilepevyenb HHGOPMAIMOHHBIX TEXHOJIOTHIi.

— KoMMyHHUKaIK co CTyIeHTaMH, IPOBEepKa TOMAIIHUX 3aJlaHUii, KOHCYJIBTAIIMH OCYIISCTBIISIOTCS Yepes
HHTEPAKTHBHO-00pa30BaTENBHYIO CPEey.
— Hcnonp3oBaHue dIEKTPOHHBIX MPE3CHTALMH MTPU MIPOBENCHUH NPAKTHYECKUX 3aHATHH.
8.2 TlepevyeHb HEOOXOAUMOI0 MPOTPAMMHOI0 00eceYeH sl .
— IIporpaMmsl, IeMOHCTpAIMHU BrIeo MaTepraios (mpourpeiBatens «Windows Media Player»).
— [porpamMmbl [JIst IEMOHCTpaNUy U co3anust npesenTarmit («Microsoft Power Point»).
8.3 Ilepevyens NHPOPMANMOHHBIX CIIPABOYHBIX CHCTEM:
1  CnpaBouno-npaBoBas cucrema «Koncynbrant Ilmoc» (http://www.consultant.ru)
2 DnexrponHas oubnuoreuynas cucrema eLIBRARY.RU (http://www.elibrary.ru)/
3  Dmnexrponnas Oubnuoreynas cucrema "YHuBepcurerckas Oubmmoreka ONLINE" - http://
www.biblioclub.ru
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OnekTpoHHas OubIMoOTEeUHas cucteMa u3narenbera "Jlanp" - http://e.lanbook.com/
OnekTpoHHas OubnuoreuHas cucrema "Aioykc"- http://ibooks.ru/

SCcopus - MyJIbTUIUCHHMILTHHAPHAS pedepaTuBHas 6a3a maHHbBIX- hitp://Wwww.scopus.com/
OnekrponHas Oubnuoreka "Msnarenbckoro qoma "['pedernukoB” - www.grebennikon.ru
Mocxkosckuii @onn Kapueru - http://www.carnegie.ru

Hayunas anexrponnas 6ubnuorexa (HIb)- http://Amww.elibrary.ru/

10 KoJuteknus HaydHBIX 3JEKTPOHHBIX XKYPHAJIOB U3aaTeabcTBa Sage- http://online.sagepub.com

Mo JMCUHUIJINHE (MOAYJII0).

9. MaTtepuaibHO-TeXHHYECKas 0a3a, HeOOX0AUMAs JIsl OCYLIEeCTBJIEHUS 00Pa30BATEJIbHOT0 MpoIecca

MarepuanbHO-TEXHHYECKOe 00ecriedeHre JUCIUTLIUHEI (MOYIs) U

Ne Bup pabor
OCHAIIIEHHOCTh
1. | JlekunoHHBIE 3aHATHS JlekuMoHHasl ayAWTOPHsl, OCHAIlEHHAs NPE3EHTALIMOHHOW TEXHUKOU U
COOTBETCTBYIOLIMM NPOTrPaMMHBIM 00ecredeHHeM
2. | CemuHapckue 3aHsTHUS CrienpanbpHOE TOMEIEHHE, OCHAIEHHOE NPE3EHTAMOHHOW TEXHUKOW M
COOTBETCTBYIOLIMM NPOTrPaMMHBIM O0ecreueHHeM
3. | I'pynmnoBeie KabuHeT, ocHalieHHBIH MeOeNbl0 U PadOYMMU CTaHIUSIMH C JJOCTYIIOM B
(MHOMBUyabHBIE) WuTepuer
KOHCYJIbTAalluU
4. | Texkymuii KOHTPOJb, | AyauTopusi, OCHallleHHas Mpe3eHTAIIMOHHON TEXHUKOU u
NPOMEXYTOYHAS COOTBETCTBYIOLIMM MPOTrPaMMHBIM 0OecrieueHHeM
aTTecTanus
5. | CamocrosrenbHas paboTa KabuHer ansi caMOCTOSTENBbHOW pPadOTHI, OCHAIIEHHBIH KOMIIBIOTEPHOM

TEXHUKOW C BO3MOXKHOCTBIO MOJKITIOUEHUs K ceTH «IHTepHeT», mporpaMmoit
9KPaHHOTO YBENMYEHUS W OOECHEUeHHBIH JOCTYIIOM B DJIEKTPOHHYIO
nH(OpMaLIMOHHO-00pa30BaTENIbHYIO CPEy YHUBEPCUTETA.
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