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Pabouas nporpamma nucuurinasl b1.6.17 «Kagposoe nesionpou3BoacTBo
U apXMBbI JIOKYMEHTOB IO JHUYHOMY COCTaBY» COCTaBJ€HAa B COOTBETCTBHUM C
(denepanbHbIM  TOCYJAapCTBEHHBIM 00pa30BaTENbHBIM  CTAHAAPTOM  BBICILIETO
obpazoBanus (®I'OC BO) mno Hanpasienuto noaroroBku  46.03.02
JlokymeHTOBeieHHue U apxuBoBeneHue (OpraHu3allMOHHOE MPOEKTUPOBAHUE
JOKYMEHTAI[HOHHOT'O 00ECTICUCHHS YIIPABJICHUS B OPTaHU3AIMH)

[Iporpammy coctaBui(u):

Muponosa Upuna MBanoBHA (OIL.,KAH/I.OK.HAVK, JIOIL)

Pabouas mporpamma oOCyx/1eHa Ha 3aceaHny KaeIpsl yIpaBiIeHHUs IEPCOHATIOM
Y OPTaHU3alMOHHON TICHXOJIOTUU
npotokod Ne 12 «20» mas 2020 1.

3aBenyronuii kadeapoit (pa3paboTynka) /

A.A. Jly3akoB 45*]1_/

VYTBepkIeHa Ha 3acelaHNH Y4eOHO-METOIMUECKO KOMUCCUU (PaKylIbTeTa
yIPaBIEHUS U TICUXOJIOTUU
npotokoa Ne 06 ot 25 mas 2020 r.

[Ipencenarens YMK dakynbrera Y
HInro6yms E.1O. y

PenenseHTsr:

I'.'I". BykoBud, IOK.3KOH.HayK, Mpod., 3aB.Kadenpoil SKOHOMHUKU MPEANPUITHS,
PETHOHAJIBHOTO U KaJPOBOI'0 MEHEI)KMEHTA.

JL.I'. Kapamkasi, HayaJdpbHUK OTJEja IPABOBOIO OOECICUCHHS W II0 BOIPOCAM
TrOCYJapCTBEHHOU CITYKOBI M KaJpOB MUHHUCTEPCTBA YKOHOMUKH KpacHomapckoro
Kpas.



No WNupexc ColepanHe KOMIETCHITIH B pesynbrare usyueHus yaeOHON TUCIUTUINHBL
KOMIIETe . 00y4JaroLecs JOIKHbI
ILII. (i e€ yactn)
HUUU 3HATH yMeThb BJIAJIETh
1. OK-6 CriocoOHOCTBIO paboTaTh B 3HaTh MpaBWIA U | YMETh Bnanets HaBbIKaMu
KOJUICKTHUBE, TOJICPAHTHO TPHHIIATIBL OCYIIECTBIATh | 3()(HEKTHBHOTO
BOCTIPMHHMAs COLMAJIbHEBIE, 3¢ peKTUBHOTO 3¢ peKkTuBHYIO | OOILICHUS B
STHHYECKHE, B3aUMOJICHCTBHSA | KOMMYHHKAIH | KOJUICKTUBE IS
KOH(eCCHOHATIbHBIE U B KOJUICKTHUBE, 0B peleHus
KYJBTYPHbBIE PA3THYHSI crielupuKy KOJIJICKTHBE npodeCCHOHATTBHBIX
KOMMYHHUKAIIUK C | JUIA PelIeHus | 3a1a4
y4eToM npodeccuoHa
COIMAITbHBIX, JBHBIX 3a]1a4,
STHHYECKHX, TOJIEPAHTHO
KOH(ECCHOHATIBH | BOCTIPUHHUMAS
BIX U KYJIBTYPHBIX | COIHAJbHBIC,
pasmymit ATHUYECKHE,
KOH(peccnoHa
JbHBIE U
KYJIbTYpPHBIC
pa3nuuus
2. [1K-36 3HaHKeM TpeOOBaHuil K CoBpeMeHHbIE Co3naBatb CoBpeMeHHbIMU
OpraHu3alyy KaJIpoBOoro HHPOPMAIMOHHBI | 0a3bl JaHHBIX METOAaMU
JeTONIPOU3BOJICTBA U € TeXHOJIOTHH; u MPOBEICHUS
JIOKYMEHTHPOBAHHIO METOJIBI U UCIIOJIB30BaTh | aHAJIN3a
TPYHAOBBIX OTHOLIEHUH, TEXHOJIOT MU pecypcesl OpraHu3alyu
XpaHEeHHUs JOKYMEHTOB IO 00paboTkn Wntepuer; paboThI ¢
JUYHOMY COCTaBy JOKYMEHTOB Ha OpraHH30BaTh | KaJPOBBIMH
OCHOBE pabouee JOKYMEHTaMH U
UCIIOJIB30BaHUS MECTO A1 JOKYMEHTaMH T10
BBIYMCIIMTENBHON | BBIIOIHCHUS JUYHOMY COCTaBY B
TEXHUKH; padoTHI C KOHKPETHOH
UCIIOJIb30BAaHN | OpraHHU3aLHy;
€M HOBEMIINX
IPOrpaMMHO-
TEXHUYECKHX
CpEJCTB;
3. TIK-37 Bnanenuem npuHIMnamu, ITousarue [IpumensTs Biagers
METOAaMH U HOpMaMu " Ieno3uTapHoe apXHBOBeOYeC | IpaBHIAMH
OpraHM3aLH1, XPaHEeHHS, XpaHeHue', KH€ HOPMBI Ha | OpraHH3allHy BCEX
KOMIUIEKTOBaHUS, y4eTa U HOBBIE TEHIICHIIUN | CTaJuH 3TAIoB PaboTHI C
HCIIONB30BAaHMS APXHBHBIX B OpraHHU3aIM{ JOKYMEHTallH | apXWBHBIMHU
JOKYMEHTOB, IOKyMEHTOB XpaHeHUs OHHOTO JOKYMEHTaMH;
JIMYHOTO TPOUCX OXKICHUS JOKYMEHTOB obecrieueHns] | HaBBIKAMH
YUPEKICHUS, YIIpaBJICHHUS, B | IPaBOBOTO,
NPaKTUKH apXuBax AJIMIHHCTPATHBHOT
HEroCyJapCTBeHH | OpraHH3alii, | O, HAYYHOTO,
BIX XPaHMINIL; B (rHAHCOBOTO U
HOPMAaTHBHO- TOCYJapCTBEH | TEXHHYECKOTO
NpaBoOBYIO 0azy HBIX U KOHTPOJISL HaJl
paboThI ¢ MYHULIMOAJIBH | JOKYMEHTaMH Ha
ApXUBHBIMHU BIX APXUBAX; BCEX ATaIax ux
JOKYMEHTaMH; JKM3HEHHOTO 1IMKJIa;
JOKYMEHTaIlHOHH METOANKON paboThI
oro obecreyeHus C apXUBHBIMH
YIIPaBIICHUS U JOKYMEHTaMH B
ApXUBOBEIICHHS bupmax,
KOPITOpaIHysX,
0AOQ, 3A0, 000

2. CTpyKTypa Hu cojiep:KaHue JUCUUILINHBI.




2.1 PacnipeniejieHue TPYAOEMKOCTH JUCHUIIMHBI 10 BHIaM padoT.
OOmas Tpy1oéMKOCTh AUCHUIUIMHBI COCTABIAET 3 3au.en. (108 waca), ux pacnpeneneHue 1o BHIaM
paboT mpeacrasiieHo B Tabiuue (011 cmydenmog 3D0).

Bun yueGHOM paboThI Bcero CemecTpsl
4acoB (vacer)
7| 8

AYIUTOpPHBIE 3aHATHSA (BCET0) 20 12 8
B tom uncre:
3aHATHA JTEKIMOHHOTO TUIIA 6 2
3aHATHs CEMUHAPCKOTO TUMA (CEMUHAPHI, TPAKTHUCCKHUE 3aHITH) 6 6
HNuas xonTakTHas padora: 0,2 0,2
CamMocrosiTeJIbHasi pagora (Bcero) 84 60 24
B tom uncre:
Kypcosasa paboma - -
Ilpopabomxa yuebroeo (meopemuueckozo) Mmamepuaid 54 30 24
Peghepam - -
Tloozomoska k mexywemy KOHmMpoaro 30 30
ITpome:kyTOUHasI aTTecTANMH (3auem)
OO0mas Tpya0eMKOCTh yac 108 108

B TOM YHCJIe KOHTaKTHAas pabora 3,8 3,8

3a4. efl. 3

2.2 CTpyKTypa AMCUUILINHbI:
Pacnipenenenne BuIoB y4eOHOI pabOTHI M UX TPYAOEMKOCTH IO pa3eiaM AUCIUILIHHEL
Pasnesnsl nucuuIuMHel, u3ydaembeie B8 cemectpe (3aounas gpopma)

KonuyectBo yacos
AynutopHas Bueayn
No HaunmenoBanue paznenos TOpHast
Bcero pabota
pabota
JI I13 JIP CPC
1 2 g 4 5 6 7
1 [ousTHE M 3HAYEHNE JOKYMEHTAIIIOHHOTO 00€CIey HISI 34 2 4 - 28
YIIPaBJICHUS TIEPCOHAIOM
2 OCHOBBI TOKYMEHTAIIMOHHOT'O 00ECTICYCHHUS YIIPABICHISI 34 2 4 - 28
TIEPCOHAIIOM
. 36 4 4 - 28
3 Cucremarnzamys 1 XpaHeHHE TOKyMEHTOB KaIpOBOU CITyKOBI
Hmozo no oucyunaune: 108 | 8 12 } 84

[Ipumeuanwue: JI — nekumu, 113 — npaktudeckue 3aHsaTust / ceMuHapsl, JIP — maboparopusie 3anstus, CPC —
caMoCTOsTeNbHAsI padoTa CTyACHTA

2.3 Conep:xkaHue pa3/iesioB JUCHUIJIHHBI:

2.3.1 3aHsATHSA JeKIMOHHOI0 THIIA.

HaumenoBanne ®dopma TeKyIero
Ne Copepxanue pazziena
pasznena KOHTPOJIS
1 2 3 4

Paznen 1. Ilonsitne W 3HAYeHHE JOKYMEHTAIMOHHOIO Oo0ecreyeHUs YIPABICHHS MEePCOHAIOM

Beenenue B kypc O6umiee mpencrasnenue kypca. Haswauenwe wu |I[Ipopaborka
comepkanme Kkypca. CBsi3p Kypca ¢ Y4eOHBIMU |yd4eGHOro
JUCUMIUIMHAMU. 3HAYeHHE Kypca B IOATOTOBKE |(TEOPETHYECKOIO)

CHELMAJIUCTOB IO YIPABJIECHHUIO IEPCOHAIOM MaTepuaa
[onsrtue [oHATHSI «TOKYMEHT», «TOKYMEHTO000POTY, [Mpopaborka
JOKYMEHTaLHOHHOTO «IOKYMEHTAIIMOHHOE 00ECIICICHUE YIIPABIICHUSD). yaeOHOTO

obecrieyeHHs YIIpaBJICHHU A OCHOBHBIC TpeGOBaHI/IFI, NpEAbABIISICMBIC K
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[EPCOHATIOM.
TpeboBaHus,
NpPEIBSIBISIEMbIC K
o(hOpMIIEHHIO
JOKyMEHTOB

0(hOPMIICHHIO TOKYMEHTAIIIH, TIPS TyCMOTPEHHBIE
T'ocymapcTBEeHHON cHCTEMON TOKYMEHTAIIIOHHOTO
obecnieuenns ympasienus ['OCT P 6.30-2003.
[Topsimok 00pa®OTKK U perucTpauuu J0KyMEHTOB,
UX MHAEKCAIUH. PerucTpaiionHbie JOPMbI U X
3amonHeHue. KoHTpob UCTIOMHEHUs TOKYMEHTOB.
OCHOBHBIE OTJINYHS B TIOATOTOBKE ITPOCTHIX U
CIIOKHBIX TIPHKA30B. YUET CHEIUPUKA
paCTIOPSITUTEIBHOTO ACHCTBUS TIPU COCTABIICHUU
MIPUKA30B IO IPHEMY, IIEPEBOTY, YBOJIBHEHUIO
paboTHHKOB. [TOpAI0K BUBUPOBAHHUS IPUKA30B T10
JUYHOMY COCTaBY, MX PETHCTPAIIUH.

(TeopeTn4eckoro)
Mmarepuaia

CocTaB ¥ BHUIBI
KaJpOBOH 1OKyMEHTalUK

ITonsiTHE M 3HAUEHHE KaAPOBOM JOKYMEHTAIINH.
Knaccuduxanus kaapoBoi JOKyMEHTALINH.
OCHOBHBIC BUBI TOKYMEHTOB KaJPOBOH CITY>KOBI,
0COOCHHOCTH UX cocTaBieHus. HopmaTusHO-
nmpaBoBas 0asa, periaMeHTUPYIoIIas pa3padboTKy
KaJIPOBBIX JIOKYMEHTOB.

ITpopabotka
yueOHOro
(TeopeTH4ecKoro)
Martepuaia

Paznen 2. OcHOBBI JOKYMEHTAIMOHHOTO 00ecTieYeHUsI YIMpPaBJIeHUs EPCOHATIOM

TpeboBanus K
COZICPKAHHIO U
ohopMIIeHHIO TOKATTBHBIX
HOpPMAaTHBHBIX aKTOB 11O
YIPaBIICHUIO IIEPCOHATIOM

[TaTHoe pacriucanue (cT. 57 Tpynosoro Konekca
P®)— ®opma mrratHoro pacnucanus (popma T-3)
yIBEp)KJ€Ha 1ocraHoBieHueM ['ockomcrata Poccun
ot 5 staBapst 2004 rona Nel.

[IpaBria BHYTPEHHETO TPYIOBOTO PacHopsiaKa Kak
JIOKaJIbHBI HOPMaTUBHO-IIPABOBOM aKT,
KOHKPETHU3UPYIOIIHIA MOPSIO0K PEryTHPOBAHHUS
KITFOUEBBIX BOIIPOCOB COIMAIBHO-TPYOBBIX
OTHOIICHH Ha TpeaAnpusTAd. OOIIHMH TTOPSTIOK
MOTOTOBKU JJOKYMEHTa B COOTBETCTBUU €O CT. 190
TK P®. Ocobennoctr ohopMIICHHS TTPABUIT
BHYTPEHHETO TPYIOBOTO paclopsiika, ConepKaHue
BOITPOCOB, KOTOPBIE OTPAYKAIOTCSI B IPaBUIIAX
BHYTPEHHETO TPYIOBOTO PacIIOpsAKa.
Oco0eHHOCTH 00paleHHsI ¢ TIEPCOHATBHBIMU
JaHHBIMH paOOTHHKOB B COOTBETCTBUU C
nonoxenusiMe raBel 14 TK PO. TpeboBanus k
00paboTKe IePCOHATLHBIX TAaHHBIX PA0OOTHHUKA.
[IpaBwiia nepenaun HHGOPMAIIHHN, COACPKAIICH
CBEIICHHS O PaOOTHUKE, TPETHUM JIUIAM.
OTBETCTBEHHOCTD AOJKHOCTHBIX JIMIl, BAHOBHBIX B
HapyIICHUN HOPM, PETYIUPYIONIIX IOIyYeHNUE,
00paboTKyY | 3aIIUTy EPCOHATBHBIX JaHHBIX
paboTtauKa. MHCTPYKIHUS IO TOKYMEHTAIIHOHHOMY
00€eCIICUeHHIO YIIPaBIICHHUS IEPCOHATIOM
npeanpustist. CTPyKTypa U COAepKaHue pa3aeioB
JAHHOTO TOKYMEHTA.

ITpopabotka
yaeOHOro
(TeopeTHdecKoro)
Marepuaia

T'ocynapcTBeHHas
WHCTIEKIUS TPyIa ’
MpoLeaypa POBEACHISI
MIPOBEPOK JTOKYMCHTAITUH
KaJIPOBOH CITY)KOBI

IlonHOMOYHST TOCYNapCTBEHHOW WHCHEKLIUH Tpya.
IIpouenypa u mnpaBuina NOPOBENEHHUS IPOBEPOK
cOOJTrOIEHUS JICHCTBYIOMIETO 3aKOHOIATEILCTBA. BHIbI
npoBepok. ITopsmok odopmMIIeHUsT MEPONPUATHH 110
KOHTPOJIIO.

CocTaB JOKyMEHTOB, TpeOyEeMBIX OpraHaMH HaJa30pa H

KOHTPOJIS npu MIPOBEACHUN MIPOBEPOK.
OTBETCTBEHHOCTh ~ paboToiarenss 3a  HapyIICHHE
JEMCTBYIOILIErO0  3aKOHOAATENIbCTBA O TpyA€ H

HEerpaMoTHOe O(hOpMIICHHE KaIpOBOH TOKYMEHTAIIWH,
Boznaraemas TpynoBsiM Kogekcom PO u Kopexkcom 06
aIMUHUCTPATUBHBIX NTPaBOHAPYIICHUSIX

ITpopaboTka
y4eOHOro
(TeopeTnueckoro)
MaTepuaia




dopMupOBaHUE U
BEJCHUE JIUYHBIX JIEN

Jluunoe neno pabOTHHKA KaK OCHOBHOW JOKYMEHT
MEPCOHANIFHOTO y4YeTa, B KOTOPOM XpaHATCsA Hambolee
MIOJHBIC CBEJICHHSI O COTPYIAHUKE U €ro CIyXeOHOU
JIEATEILHOCTH.

CocTaB ¥ MOCIEAOBATEIBHOCTh TOKYMEHTOB JIHYHOTO
nena. OcOOEHHOCTH COCTaBJICHUS JOKYMEHTOB JINYHOTO
JieTia; TMYHOrO JIUCTKA M0 YIETy KaJpOB, TOMOJHEHUS K
JUYHOMY JIMCTKY, aBToOmorpadguu u T.a. [IpaBuia
BBIIAYM JIAYHOTO JIeJia BO BPEMEHHOE IOJNb30BaHHUE.
[Mopsimok cocTaByieHHsI OMUCH JTMYHOrO Aeia. [lepemayua
JUYHOTO JeNa Ha apxuBHOe xpaHeHue. CocTaBlicHHE
3aBEPUTEIILHON HAIMUCH JIMIHOTO JeNa

ITpopabotka
yueOHOro
(TeopeTHyecKoro)
Mmarepraia

Jlnynas kapTouka

JInunas kaprouka Kak OCHOBHOM JTOKYMEHT
HEPCOHAIBHOTO y4eTa pabOTHUKOB OpraHU3allUH.
JIOKyMEHTBI, Ha OCHOBaHUU KOTOPBIX 3aIIOJIHAETCS
nu4Has kaprouka. [Topsiiok KogupoBaHus CBEAEHUHN B
JMYHOHN KapTouke. 3ar0oIHEHUE JIMUYHOM KapTOUKH.
ITopsinok BHECceHUs UCTIpaBIEHUM U U3BMEHEHUH B
JUYHYIO KapTOUKy paOOTHHKA.

ITpopabotka
yueOHOro
(TeopeTH4ecKoro)
MaTepuaia

JlokymMeHTHpOBaHuE
IIPOLIECCOB ABMIKEHUS
KaJIpoB

JlokyMeHTHpOBaHHE MpoIlecca MBIDKCHHS KaapoB Ha
IPEANPUSTHN KaK BaKHEHIIAs QyHKIHS OT/esIa KaIpoB.
Buapl nBuxenust kaapos. Cxembl mpuema, mepe-Boja,
YBOJIFHEHHSI pAOOTHUKOB.

Odopmitenne npreMa pabOTHUKOB. CocraB
JOKYMEHTOB, TpeOyeMBIX IpH IpueMe Ha paboTy B
cootBercTBuu ¢ TpynoBeim Konekcom PO.

[lopsmok  3akirodeHWs] TpPYAOBBIX JIOTOBOPOB  C
MIOCTOSITHHBIMH ¥ BPEMEHHBIMU PaOOTHUKAMH.
OCOOCHHOCTH COCTaBJICHHUS YHU(DUIIUPOBAHHBIX (HOPM
IPUKA30B I10 JINYHOMY COCTaBY, KacCaroIMXCs IpHeMa
(dbopma T-1, T-1a).

Odopmenue mepeBoaa, TepeMenIeHus,
KOMaHIUPOBaHUS pabOTHHKOB. OcobeHHOCTH
o(hopMIICHHS 1 OCHOBAHUS Pa3IMIHBIX BUIOB ITEPEBOAA
(mepeBos Ha OPYryro paboOTy HA TOM e MPEIIPUATHH;
IepeBoA Ha paboTy Ha JAPYroe MpeanpHUsITHE; MEPeBOX
Ha paboTy B JpPYryl0 MecCTHOCTB). (OcoOeHHOCTH
COCTaBJICHUS YHU(PHUIIMPOBAHHBIX (HOPM IPHKA30B IO
JUYHOMY COCTaBY, Kacaromuxcs nepesona (popma T-5,
T-5a), komangupoBanus (popmer T-9, T-9a, T-10, T-
10a). Odopmnenne oTmycka. IlpaBuna W CpOKH
moarotoBku  rpaduka ormyckoB  (dopma  T-7).
OCOOCHHOCTH COCTaBJICHHUS YHU(DUITUPOBAHHBIX (HOpPM
MIPUKAa30B II0 JIMYHOMY COCTaBY, KACAIOLIMXCS OTITYCKa
(dbopma T-6, T-6a).

Odopmitenne yBONbHEHHS paOOTHHKOB. OCHOBaHHS
MIPEeKpaIICHUsT TPYAOBOTO IOTOBOPA B COOTBETCTBHH C
HOPMaMH TPYIOBOTO TIIpaBa; IMpaBWiIa OQpOPMICHHUS
MIPEeKpamICHUsT TPYAOBOTO J0roBopa. OTBETCTBEHHOCTD
paboToaares 3a HE3aKOHHOE YBOJbHEHHE PAOOTHHKOB.
OcCoOeHHOCTH COCTaBJICHHUS YHU(HIHPOBAHHBIX (HOPM
MpPUKa30B MO JUYHOMY COCTaBy, KacalOIUXCs
yBONIbHEHHsT paboTHUKOB (popmbr Ne T-8, T-8a).
[opsimok perucTpaliu MPUKa30B MO JINIHOMY COCTAaBY

ITpopabotka
yaeOHOro
(TeopeTHIecKoro)
Marepuaia

Benenune TpynoBbIx
KHIKEK

Ilonsitme TpynmoBoii kHmxkkn. dopma TpymoBoi
KHVKKH. HopmatnBHO-MeTOIMYECKas Oa3za,
periaaMeHTUpYyIoIIasl MOPSAOK BEICHUS, 3alOJHEHUS
TPYIOBBIX KHIDKEK, 00SCIICUeHIsI UMH paboTomaTerei.

[Ipopabotka
yaeOHOTO
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3amonHEeHUEe CBEACHUA O paboTHHKE. 3amoiHEeHUE|(TeOPETUIECKOro)
CBENIEHMH O pabore. 3amojHEeHUWE CBEICHUH  O|maTepuana
HarpaxJeHuu. 3aloJHEHHE CBEACHUI 00 yBOIbHEHUU
(mpekpatieHuu TpyIOBOro goroopa). OcobeHHOCTH
3allOJIHEHUSI CBEJCHUI 00 yBONBHEHUU U IpUEME Ha
paboTy B CBSI3U C IEPEBOIOM PaOOTHHUKA.

Buecenue u3MeHeHMH M JONOJIHEHUN B TPYHOBYIO
KHIOKKY. JlyObnukar TpynoBoM KHHXKKHM. Beimaua
TPYIOBOH KHMXKH MpU YBOJIbHEHUM (TIpEeKpalieHUU
TPYIOBOTO JIOroBOpa). BKiIaabIlI B TPYJOBYIO KHUXKKY.
YdeT U XpaHEHUE TPYIOBBIX KHUXeEK. [lokymMeHTanus
0 y4yeTy OJaHKOB TPYAOBBIX KHIDKEK (TIPUXOIHO-
pacxomHasi KHUTra Mo y4eTy OJaHKOB TPYLOBBIX KHIDKEK
Y BKJIQJIBIIIEH K HUM, KHUTA Y4eTa ABUXKCHUS TPYHAOBBIX
KHIDKEK W BKJanblmeil kK HuUM). OTBETCTBEHHOCTH 3a
cO0JIIOICHHUE OPSKA BEJICHNUS TPYAOBBIX KHIKEK.
Pazpen 3. Cucremarusanusi ¥ XpaHeHHE JOKYMEHTOB Ka/JPOBON CJIyKObI

Homenxknatypa men IToustne HoMeHKnaTyphl aen. Ilopsmok coctaBienus|IIpopaboTka
KaJIpOBOM CITYXKOBI HOMEHKJIATYPHI JIENT KaJIpOBOH CITYKOBI. y4e0HOro
(TeopeTHIecKoro)
MaTepuana
dopmupoBaHue e TpeOoBanus, mpenpsiBiIsieMble K 3aroioBkam jed.|I[Ipopaborka
DJeMEHTHI 3ar0JIOBKOB JIEII. y4e0HOro

HpaBI/ma TPYIIIIAPOBKHU JOKYMCHTOB B aena, (TeOpCTI/ILICCKOFO)
o(opmtenns 3aronoskos aen. [pusnaki rpyMmupoBKH | yvarepuana
JOKYMEHTOB B €.

[opsnox noaroropk |[Iopsamok MONrOTOBKM TOKYMEHTOB K apxuBHOMY|IIpopaboTka
JOKYMEHTOB K |xpaHeHuto. Kiaccudukanuss IOKYMEHTOB IO CPOKaM|yueGHOro
ApXUBHOMY XPaHEHUIO xpaHeHus. TpeGoBaHus, NPEIbABISEMbIE aPXHUBHBIMH|(TeOPETHYECKOr0)

cry0aMH K JIOKYMECHTaM, COaBa€MBIM B apXuB. MaTepuaia
Opranuzanys MPOBEICHUS OKCIEPTH3Bl IICHHOCTH
JOKYMEHTOB.

YactuyHoe u moiiHOEe odopmiieHue aen. I[lopsmok
oopmMIeHHs 00JIOKEK A€l IOCTOSHHOTO ¥ BPEMEHHOI0
cpokoB xpaHeHust. CocTaBiieHue U 0POPMIICHHE OITUCEH
nen. CocTaBieHUE 3aBEPUTENHHON HAITUCH AETa.
AIMUHHUCTpaTHBHAS OTBETCTBEHHOCTh 33 HapyILICHHE
JEHUCTBYIOIIET 0 3aKOHOIATETIHCTBA 10 APXUBHOMY JIETTy.

2.3.2 3aHATHA CEMUHAPCKOT0 TUIIA.

Cemunapckre (NIPaKTHYECKWE 3aHATHS) MPEIACTABISAIOT COOOH  JIeTamu3alliio  JISKIIMOHHOTO
TEOPETHUECKOr0 MaTepraa, MPOBOMITCS B LEJISIX 3aKPETNICHUS Kypca M OXBATHIBAIOT BCE OCHOBHBIE Pa3IeIibl.

OcHoBHOIT (pOpMOIt TPOBEACHHUS CEMUHAPOB U MPAKTHUECKUX 3aHATHH SBISETCS 00CYKIeHUE HanOoee
TMpOOJIEMHBIX U CIOKHBIX BOIPOCOB IO OTAETHHBEIM TEMaM, a TakKe pelIeHHe 3afad U pa30op MpUMEpOB U
CHUTYyallli B ayTUTOPHBIX YCIOBUAX. B 00s13aHHOCTH MTpenogaBaTers BXOAAT: OKa3aHHE METOANIESCKON ITOMOIITH
1 KOHCYJIBTHPOBAHHUE CTYIEHTOB 10 COOTBETCTBYIOIINM TeMaM Kypca.

AKTHBHOCTB Ha IPAKTHYECKUX 3aHATISIX OIICHUBACTCS IO CIICTYIOIIIM KPHTEPHSIM:

® OTBECTHI Ha BOIIPOCHI, IIPEIaracMbI€ ITPEIIOAaBaTCIICM,

® yY4aCTHE B TUCKYCCHUAX,

® BBIITIOJTHEHHUE ITPOCKTHBIX X MHBIX SaHaHHﬁ;

® ACCUCTHUPOBAHHUE ITPEIIOAABATEIII0 B IIPOBEACHU N 3aHSATHH.

Jloknaapl 1 ONNOHUPOBaHKUE JOKJIAJ0B IPOBEPAIOT CTENEHb BJIaJEHUs TEOPETUYECKUM MaTepUajoM, a
TaK)X€ KOPPEKTHOCTh U CTPOTOCTh PACCY)KIEHUM.
OneHMBaHKE NPAKTUYECKUX 3a/1aHUI BXOJUT B HAKOIJICHHYIO OLICHKY.

HaunmenoBanue TemaTrka MPaKTHUYECKUX 3aHATHIA ®dopma TeKyIero

Ne
paznena (cemuHapoB) KOHTPOJISI




2 3 4

Pa3znen 1 Ilousitue TpeOoBaHusi kK 0OpMJIEHHIO TOKYMEHTOB! [IpoBoguTcs
3HaYeHHe 0O0630p HOPMaTUBHO-IIPAaBOBOM 0a3bl NOKYMEHTALIMOHHOTO |(hopMe
AOKyMeHTauuoHHoro |obecneyenus ynpasienus. [OCT P 6.30-2003. MPAaKTUYECKOT O
o0ecneuyeHust IousTue pEeKBU3HTA JIOKyMEHTA, TpeOoBaHus, |3aHATHA,
ynpaBJeHuUst npenbsBiIsieMble K O(QOPMIICHHIO PEKBU3UTOB M UX|IIPEATNOaraer
NePCOHATOM pacIoiIoKeHUIO Ha OJIaHKEe TOKYMEHTA. aHaIu3

[Ipunanue NOKyMEHTY FOPUIMUECKOI CUIIBI. CHTYaIlMOHHBIX

CutyanuonHoe 3amaHue «OmuOku B 0(OpMIICHHH [3aJaHUI.

JOKyMEHTOB

CocTaB M BU/IbI KA/iPOBO#i JOKYMEHTALUH:

OcCHOBHBIE KJIACCU(PHUKALNH KaJPOBBIX JOKYMEHTOB.

IIpuka3pl 1O JUYHOMY COCTaBy KaK  OCHOBHOM

pacIOPSITUTENbHBIN JTOKYMEHT, COCTAaBISIEMBIN B IIpoLiecce

JOKyMEHTHpOBaHMS  (QyHKIMH  KagpoBOM  CIyXOBI.

CuTyallMOHHOE 3aJlaHue K AHATHU3 KaJAPOBOM TOKYMEHTAIH

110 (PYHKITUSIM YIIPABIICHUS ITEPCOHATIOM)
Paznen 11 TpeOoBaHusi k coaepkaHui0 U odopmMiIeHUIO [poBoauTest
OcHoBbI JOKAJILHBIX HOPMATHBHBIX AKTOB IO ympasjenuio |popme
JOKYMEHTAIlMOHHOI'0 nepcoHasoMm. CuryanmonHoe 3ajganue «OumoKky B IIPAKTUIECKOT' O
obecneyeHust IITATHOM PACIHCAaHUL» 3aHSTHS,
ynpaBJeHUst CutyanoHHOE 3a/1aHNE A YIUT MTPaBHJI BHYTPEHHETO Ipearnogaraer
NePCOHATOM TPYIOBOrO pacnopsanka» CUTyallMOHHOE 3aJaHue aHaJIM3

«[lonoxxenne 00 00pabOTKE NMEPCOHATBHBIX AAHHBIX. |CHTYallMOHHBIX

Kakum emy ObITH?» 3aJITaHUM.

Pa3paboTka JOKYMEHTOB, KaCAIOIIUXCSl 3aIIUTHI
MEPCOHAIBHBIX JTAHHBIX COTPYTHUKOB OpraHU3aliN

@®opMHpoOBaHUE U BeleHUE JIHYHBIX €.
CocrapiieHHe JOKYMEHTOB JIMYHOIO Jieja COTPYAHUKA IO
OCHOBHBIM 3TamnaM padoThI epcoHaia (IIpueM, epeBo/,
yBOJIbHEHHUE, aTTecTanus U T.4.). CocTaBieHue
BHYTPEHHEH OIUCH TOKYMEHTOB JIMYHOTO JIeJIa.
CocTaBneHue 3aBEpUTEIHLHON HAIITUCH.

[TonroroBka TUYHOTO JeNa IS Iepelavud Ha apXHUBHOE
XpaHeHHe.

JluuHas kapToYKa.

CocraBiieHHE THYHOW KaPTOYKH PabOTHHUKA.
Buecenne n3meHeHM 1 UCIIPABICHUA B TUIHYIO
KapTouky. KapToTeka THYHBIX KapTOYeK: IpaBUiIa
BEICHUS.

JlokyMeHTHpOBaHHUE MPOLECCOB ABUKEHUS KaJApPOB.
[omaroBass  mpomemypa  opOpMIEHHS  OCHOBHBIX
KaJpoBbIX Tpoueayp (mpuem, repeBoj, NepeMelieHue,
MpeNOCTaBICHUE OTITyCKa, KOMaHIUPOBAaHUE,
YBOJIbHEHUE).

OcCo0eHHOCTH TTOATOTOBKY IPHUKA30B IO THTHOMY
COCTaBy.

CuryanmoHHbIe 3a7aHUsS «AHAIN3 TPYJOBOTO
noroBopa», «IIpuem Ha paboTy», KAYIUT YBOITHHEHUI»

Benenue u XpPaHCeHHE TPYAOBBIX KHHIKEK. 3aronHeHNE
TUTYJBHOTI'O JIUCTA pr,[[OBOﬁ KHWKKH.

3aronHeHne pasacia «CBCI[CHI/IS[ 0 pa60Te>>. 3aronHeHNE
pasacia ((CBCZ[CHI/I?I O HarpaxacHusax».
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BHeceHue nu3MeHeHuil U TOMOIHEHUM B TPYAOBYIO KHIKKY.

8 HomenkinaTtypa gen kaapoBoii ciay:xObl. IloHsTue
HOMEHKIaTypsl Jen. CocTaBieHHE HOMEHKIATYphl
JIeNl  KaJlpOBOM CITYKOBI.

9 |Pazmeux Ill. dopmupoBaHue 1e. [poBoauTes B
Cucremarusanus u TpebGoBaHus, IpeabsIBIseMble K (HOPMUPOBAHHIO bopme
XpaHeHHe JOKYMEHTOB | Jien KaapoBoil cayx0bl. @opMupoBaHue MPaKTHIECKOTIO
KaJpOBOii cJ1y:KO0bI 3aroJIOBKOB JIEJI. 3aHATHS,
MpearoaaraeT
10 Ilopsinok NOATOTOBKH [JOKYMEHTOB K apXUBHOMY |apanus
XPaHECHHUIO. CUTYalITMOHHBIX

IToaroroBka IOKYMEHTOB K apXUBHOMY XPaHEHUIO. |3ajaHwuid.
ITorHoe u wacTuyHOE OOpPMIICHUE JIE.
IIpoBenenue sKCrepTU3bl IEHHOCTH TOKYMEHTOB.

JlaGopaTopHBIE 3aHATHUS - HE IPELYyCMOTPEHBI
2.3.4 IlpumepHasi TeMaTHKa pedepaTon
CoBepIIeHCTBOBaHHE KaJJPOBOI0 00ECIICUCHUS CUCTEMBI YITPABICHUS TIEPCOHAIIOM.
[ToBsimenne 3pPeKTUBHOCTH KaJPOBOTO 1EIOMPON3BOJICTBA.
AHaH3 KaIpoBOr'o JOKYMEHTOO0O0POTa Ha TIPEANPHUSITHH.
Ay}lI/IT JIOKQJIbHBIX HOPMATHUBHBIX aKTOB OpraHu3aliuu.
CoBepIICHCTBOBAHHIE COCTABIICHUS IpaKa OTITYCKOB.
MecTo KaApOBOro ACIONPON3BOJICTBA B CHCTEME YIIPaBICHHUS IEPCOHATIOM.
Pa3paboTka cucTeMbl KaApOBOH TOKYMEHTAIIHY.
PazpaboTka mraTHOTrO pactucaHusl.
JlokyMeHTanpHOe obecriedeHue IS TeIbHOCTH KaJApPOBOU CITyKObl KOMMEPUYECKON OpraHu3aIiy.
0 OrmeHka MPaBUIBHOCTH XPAHEHUS U CHCTEMATH3aNH TIOKyMEHTOB KaJPOBOH CITY>KOBI.
1 OmueHnka NpaBUIBHOCTH BEACHUS U XPaHEHUS TPYIOBBIX KHIDKEK OpraHU3aIHH.
12 Ayaut KaapoBOil TOKyMEHTAIIMH OpraHnu3aIlniy.
13 Ayaut yBOJNBHEHUA.
14 AHanu3 coOIMOACHUS HOPM TPYAOBOTO 3aKOHOIATENLCTBA MPH 0()OPMIICHUHN JABHIKCHHS KaJ[POB
15 Pa3zpaboTka HOMEHKJIATYPHI A€ KaAPOBOU CITyKOBI.
16 AmnHanu3 comepkaHus U 0pOPMIICHUS TPYIOBBIX JIOTOBOPOB OPraHU3aIllH.
2.4 TlepeyeHb y4eOHO-METOAMYECKOr0 obecrnedeHHs ISl CAMOCTOSITeILHOH PaGoThl 00y4arolmuxcs Mo
JUCHHUNINHE (MOIYJIIO)

PP OO~NOOITE WNPE

[TepeveHb yueOHO-METOAMUYECKOTO 00eCIIeUueHHUs TUCITUTLTHHBI 10
Ne Bun CPC BBIITOTHEHUIO CAMOCTOSITEIIBHON paOOThI

1 2 3

1. [IpopaboTka
y4eOHOT0
(TeopeTHUECcKOro)
MaTepuaa

2. Brimonuenune MeTtoauueckiue peKOMEHIAIMKM JUIS CTYJISHTOB HAIpPaBJICHUS VYIIPaBJICHUE
HHIMBHAYaJIbHBIX | IIEPCOHAJIOM TI0 BBIIOIHEHHIO MMMCEMEHHBIX Pa0oT, YTBEp KICHHBIE Kadeapoi
3aJlaHU I YIpaBJIEHUS NEPCOHATIOM M OPraHU3ALMOHHON IICUXOJIOTUEH,

(moaroroBka
COOOIIIEHN,
TIPE3CHTAINH )
3. Pedepar

a. Occe

b. Ilonroroska K

TEKYLIEMY
KOHTPOJIIO

B. Hnudopmarronno
e  obecrieueHne
YIPABICHYECKOU




| | JACATCIbHOCTHU

Y4ebHO-MEeTOMUECKHEe MaTepUabl U1 CAMOCTOSTEIbHON paOOTh! 00yUJarOIUXCsl U3 YHCJIa HHBATIMIOB
W JIAI] C OrpaHMYEHHBIMH BO3MOXKHOCTSIMHU 370poBbs (OB3) mpenocraBnsrorcs B popmax, aganTHPOBAHHBIX K
OrPaHMYEHHUSIM UX 3/10pPOBbSl H BOCIIPUATHS HH(POPMALIUH:

Jnst nun ¢ HapyIIeHUSIMH 3peHNs:
— B IIEYaTHOH (hopMe YBEITMUEHHBIM HIPHPTOM,
— B (hopMe AIIEKTPOHHOTO JOKYMEHTA,
JUid Ui ¢ HapyIIEeHUsAMU CllyXa:
— B TieyaTHOH Qopme,
— B (hopMe AIIEKTPOHHOTO JOKYMEHTA.

Jist mun ¢ HapylIeHUsIMH OTIOPHO-/ABUTATENILHOTO allapara:
— B IIe4aTHOH (opme,
— B (hopMe PIIEKTPOHHOTO JOKYMEHTA,

JlaHHBII TepeueHb MOXKET ObITh KOHKPETU3UPOBAH B 3aBUCHMOCTH OT KOHTHHTEHTa 00y4JaloMuXcs.

3. O6pa3oBare/ibHbIE TEXHOJOTHHU.
Jlekuus-Bu3yanu3anus, npodiaeMHast JeKIus, pa30op MPaKTHUECKHUX 3a/1a4 U KeHCOB.
JUid nuMI ¢ OrpaHMYEHHBIMM BO3MOXKHOCTSIMM 3J10pOBbsl IIPENyCMOTpEHA OpraHM3alds KOHCYJbTalUil ¢
HCTIOJIB30BAHUEM 3JIEKTPOHHOM MOUTHI.

3aH$ITI/I${, MMPOBOAMMBIC C UCIIOJIB30BAHUEM MHTCPAKTUBHBIX TEXHOJIOTrui

Konuuects
Bun 3ansaTus HcnonezyeMble HHTEpAaKTHBHBIE 00pa30BaTEeIbHBIC
Cemectp o
(JI, 113, JIP) TEXHOJIOTHH
4acoB
7 JI Jlexuust ¢ aneMeHTaMu eAaroruyecKuil IBPUCTUKH, 2
JICKITUSI-KOHCYJIhTAIIHS
113 Becenpl, pa3zdop cuTyaruii, mpe3eHTaIus 10KJIaI0B, 2
cooOnieHnii B hopMaTe MUHU-KOH(DEPEHITUT
HUroro: 4

4. OueHOYHbBIE CPEACTBA JISI TEKYLIEro KOHTPOJISI yCIIeBaeMOCTH M IPOME;KYTOUYHOIi aTTecTalUHU.

4.1 ®oH OLIECHOYHBIX CPEeICTB /ISl MPOBeeHUs TeKYLIero KOHTPOJIsl.

O0pa3ubl TeCTOBBIX H KOHTPOJIbHBIX 3a/IaHUI TeKyIIero KOHTPOJIs

[Ipumep omHOrO M3 BapHMAHTOB TECTOBOTO 33aJaHHUS M KOHTPOJIBHOW paboTel mo Teme «BexeHme
TPYIOBBIX KHIKEKY:

1. B mpy0ogyro KHUIICKY He0OXO00UMO 6HeCU 3aNUCU:

- B JIeHb ITOCTYIJICHHs pabOTHHKA Ha padoTy;
rocye 5 mHei paboThl Ha IPEANPHUATHH;

- 110 OKOHYAaHUH HCHBITATEIIFHOTO CPOKA.

2. Pabomnux obpamuiacs 6 Kadpogyro ciyxchby ¢ npocvboi evloams OYOIUKam mpyo08oU KHUICKU.
Oonaxko Kkaodposuk 3aA6uil, ymo OyOIUKamsl GblOAIOMCS PADOMHUKAM MOJILKO 6 meyeHue 200a Nnocje
yeoavrenus. Ilpasomepnul au maxue 3asa6ienua?  Vkascume cpox @vloauu OyOIUKama mpyooeou KHUNCKU!

- 15 nment

- 5 naent

- rof

- CPOKH HE YCTaHOBIICHBI, TyOJIHKAT OyIeT BHIITHCAH [TOCIE IIPEJOCTABIICHHS BCEX CIIPABOK

3. Ilpu ysonvHenuu compyonux 00aCeH 3a8epumb C80e CO2AACUEe C NPOU3BEOCHHBIMU 3ANUCIMU 8 €20
mpyoo08ou KHudCKe ceoeli noonucwvio. Kax smo denams na npaxmuke?

- MTOCTaBHUTH CBOIO IMOIIHICH MO 3aIIMCHI0 00 YBOIEHEHUN

- MTOCTaBUTh CBOIO ITOIIKCH IO MOAIUCHIO JOIDKHOCTHOTO JIMIA, MOAIMKCABIIETO TPYIOBYIO
KHIDKKY B pazjenax «CBeneHust 0 padoTe», «CBeJIeHHsI O MOOIIPESHUH»

- ITOCTaBHUTH CBOIO ITOIIHCEH B INYHON KapTOUKE

4. CompyOHuk y8onen 3a cucmemamuyeckoe omcymcmaue Ha pabome 6e3 y8aicumenbHovlX NPUYUH U
Haonedxcaujeco ogopmaenust ceoeco omcymemausi. Ilo motl sice npuuune spyyenue emy mpyoo8ol KHUINCKU He
npedcmagnsemcst 603modcHuimM. Kax npasunerno nocmynums 6 maxoti cumyayuu?

- OTHPAaBUTh YBEIOMIICHHE O HEOOXOAUMOCTU SIBUTHCS 3a TPYAOBOW KHI)KKOM IO IIOYTE -

OTHPaBHUTH MO ITOYTE, IPEIBAPUTEIHHO IMOMYIHB COrjlacue pabOTHHIKA
- XPaHHTH €€ Ha MPSIIPUSITHH B TEUCHHE 2-X JIET, 3aTEM CAATh B apXUB
- MOIIPOCHUTH POACTBEHHHUKOB 3a0paTh e
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5. B kakux 0oKyMeHmax pabomuux 00AHCeH NOCMAsUmMb 8010 NOONUCH NPU YBObHEHUU? - B
TPYAOBOU KHMKKE

- B €T0 JINYHOH KapTOUKe
- B KHure yuera ABMIKCHUS TPYIOBBIX KHI)KEK M BKIAJBIIICH K HUM
6. Ilpu ogopmaenuu 6 mpyoosoil KHUXHCKe 3anucu 0 nepesooe COMpPYOHUKA 8 OyXeanmepuro U HaA3HAYEHUU €20
Ha OO0JICHOCMb KACCUPA UHCHEKMOP CIYAHCObl KAa0po8 oumubCcs U 6HecC He@epHoe HA38AHUE HOBOU OO0IHCHOCU!
emecmo oondicHocmu “'kaccup” Hanucan “Oyxearmep". Kaxum obpasom ciedyem ucnpasumv —HEBEPHYIO
sanucy? Hanuwume npasunvhyro ghopmyauposky. Hedocmarowue ceedenus 6nucams camocmosmensHo.

7. Bnpase nu xadpoeas cnyscba mpebosamv npuobpemeHus COmMpyOHUKAMU MPYO0BbIX KHUNCEK 34 CEOU
cuem? Kaxum obpazom smo ogpopmnsiemes?

- HeT, 00I3aHHOCTh 00ECIeUCHUS TPYIOBBIMH KHI)KKaMH JIGKHUT Ha paboTomaTene - na, paboronarenb
MOXET B3BICKATh CTOMMOCTD TPYJOBOW KHUXKKU C PaOOTHHKA

- JIpyroil oTtBeT
8. Ha pabomy 6 opeanusayuio ycmpausaromcs MOa00ble CNeyudriucmel, OKOHUUSUIUE 6bicuiee yuebHoe
sasedenue. Kakyo 3anuce 6 mpyooeyio KHudicKy (8 pazden «ceedenusi 0 pabome») neobXooumo GHeCmu.:

- cBezieHHs 00 0OyUeHHMH B By3€ C yKa3aHHUEM IEpHOAa 00yUICHUs

- CBeJIEHMS O IpueMe Ha padoTy

9. Obsaszan 1 pabomooamenv 6vi0amv pAOOMHUKY HA PYKU MPYOOSYI0 KHUNCKY HO e20 npocvbe:

- na

- Ia, 1o MMCbMCHHOMY 3asBJICHUTIO pa6OTHI/IKa - HET, TOJIBKO KOITMIO

Ilepeuenv uacmu KoMnemeHyuy, NPoBePaeMbiX OYEeHOYHbIM CPEOCHBOM:

OK-6 CmocobHocThi0 paboTaTh B KOJNJICKTHUBE, TOJECPAHTHO BOCHPUHHMAS COLMANIBHBIC, 3THHUYECKHUE,
KOH(pecCHOHAbHbIEC U KYIbTYpPHBIC PA3THYHSL.

«He/3aYeTy» - OTCYTCTBUE PabOTHI B TPYIIIIOBO# ASSITEILHOCTH Hal BOIIPOCAMH [Tl 00CY:KICHHUs Oe3 yUacTus B
MyOIUIHOM OOCYKACHUH U apryMEHTAINH C(hOPMYIHPOBAHHBIX BHIBOJIOB;

«3a4TeHO» - PaboTa B TPYNIIOBON NEATEIFHOCTH HaJ BOIIPOCAMU JJISI OOCYKICHHSI C COAEPKAaTEIBHBIM
ydJacTueM B MyOIHMYHOM OOCY)KIICHWU W apryMeHTaIuy c(OPMYIHPOBAHHBIX BBIBOJOB; JIHACPCKASI TIO3UIIHS 1
MOJICPaTOPCTBO B TPYIIIOBON JAEATEIBHOCTH BOIIPOCAMH JJISI OOCYXKICHHS C COACP)KATECIBHBIM ydacTHEM B
MyOIUIHOM 00CYXACHUH U CUCTEMHOI apryMeHTaIiH CPOPMYITHPOBAHHBIX BBIBOIOB.

Kontpoasnass paGora. 3amonHUTh TUTYABHBIM JTUCT TPYAOBOW KHIMKKH U paznen «CBeAeHws o
pabote» ¢ 02.02.2003 o 18.12.2014 Ha OCHOBaHHH CIICIYIOIINX JTaHHBIX.

Brer paboraere HawampHHKOM otaena kagpop OO0 «BOCTOK». Bam HeoOXoauMo oGOpMHUTH
TPYAOBYIO KHIKKY Ha MBanoBy Onbry [laBnoBHY, KoTOpas npuHuMaeTcs Ha padory ¢ 2 gespainst 2003 rona,
1980 roma poxmenus (29 ampesst), ydamiascs Ha YeTBEPTOM Kypce B HpPKYTCKOM TOCYIapCTBEHHOM
YHUBEPCHUTETE, Ha JOHKHOCTH MPOJABIAa C UCIBITATENLHBIM CPOKOM 3 Mecsila, Ha OCHOBaHUU Tprukasa Ne 23k
or 29.01.2003 ronxa.

1 aBrycra 2004 rona mpuHOCHT CBUAETENLCTBO 0 Opake Ne324 ot 15.07.2004 r., e ykazaHo, 4TO
OHa moMeHsuTa Gpamunmio Ha [leTpoBy.

5 mrons 2007 roga MPHHOCKHT JUILIOM O BhiciieM oopa3oBanuu Ne BK-345234 ot 15.06.2007 r., e
yKa3aHo, UTO ef MpHcBOoeHa KBaIM(UKAIMA MEHEMKepa IO CIEeMUATFHOCTH «MEeHEeIKMEHT OpraHu3aini.
24 oxtsa0ps 2006r. TIepeBOAUTCS B KOMMEPUYECKHU OT/AeNT Ha JIOMKHOCTh MEHeKepa IIo

npoxaxam (mpuka3s ot 24.10.2006 r. Ne 342k).

18 nexadps 2014 roga yBoibHsIETCS 1O COOCTBEHHOMY JKEJIaHWIO Ha OCHOBAaHWH Tprkaza Ne 234 k ot
18.12.2014 1.

Hannast paboTa IMPOBOMUTCS NMHCBMEHHO Ha IPAKTUYIECKOM 3aHATHHU. IS YCIEUTHOTO BBHITIOTHEHUS
paboTBI OT cTyHeHTa TpeOyeTcs MOCeImeHNe JEeKIUH 1O TeMe, IOCEUICHHe, IMOArOTOBKa M paboTa Ha
MPaKTHYECKHUX 3aHATHSIX 110 TeMe «BemeHue Tpyq0oBOM KHUKKI.

Tepeuenv wacmu komnemeHyul, NPOGEPIEMbIX OYEHOUHBIM CPEOCBOM.:

[IK-36 - 3nanmem TpeOoBaHM K OpraHU3aIMU KaIpPOBOT'O IEIONPOHU3BOACTBA M JTOKYMECHTHPOBAaHHUIO
TPYIOBBIX OTHOIICHH, XpaHEHHUS TOKYMEHTOB TI0 IMYHOMY COCTaBY

«He/3aUeT» - OTCYTCTBHE DIIEMCHTAPHBIX 3HAHWHA MPUMECHEHHs] HOPMAaTHBHO-TIPABOBBIX TOKYMEHTOB B
MPaKTHYECKON paboTe;

«3a4TEHO» - CTYACHT 3HAKOM C HAaBBIKAMH O(pOPMIICHUS JOKYMEHTOB I10 IBH)KCHUIO KaIPOB B OPraHH3aIUH
U COIPOBOKAAIONICH JOKYMECHTAIIHY;

IIpumepHasi TeMaTHKAa KeHCOBBIX CUTYAIHil
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HazBanmue KercoBou Llenp BeIMOIHEHUS TpeboBaHus, Metoandeckue
CUTYalllu peabsaBIsieMble K yKa3aHUus K
COZIEP>)KaHUIO U BBINIOJTHEHUIO
o(hopMIICHHIO
«neanbHBIA JOKYMEHT» YcBoenue Heobxonumo IIpn BBIIIOJIHECHUN
TpeOOBaHUH, COCTaBUTh HJICATBHO 3a/1aHus cienyer
MPEIbSIBIAEMBIX K oopmieHHBIN BBIOpaTh Ui aHaNIMU3a
oopmuenuro JOKYMEHT. 3aJaHue OpraHHu3aIMOHHBIN
OpraHU3alMOHHO- BBHITIOJIHACTCS B WA
pacrnopsaauTensHON MUCBMEHHOH Qopme pacrnopsIuTeNbHbIN
JIOKYMEHTAIIHH, JIOKYMEHT
PacnooKEHUI0 OpraHu3aluy,
PEKBU3UTOB Ha ohopMuTH €ro B
OnaHKe JOKyMeHTa coorBerctBuu ¢ I'OCT
P 630 - 2003
BosmoxHo
HCTIONb30BaHUE
YIJI0BOTO
WA MIPOIOJIBHOTO
pacnoyioKeHu
sl PEKBU3UTOB.
Ayaut TpynoBoro | [IpuobpereHue Brimonusiercst B [Tpn BBIITOJTHEHUH
JI0roBOpa IIPaKTHUYECKUX MUCBMEHHOI popme ¢ 3aaHusl  HEeoOXOIUMO
HABBIKOB COCTABJICHUS | yKa3aHHEM BCeX MPOaHATU3UPOBATH

TPYZLOBBIX IOTOBOPOB OIINOOK, TPYJAOBOHM JOrOBOp Ha
JONYIIEHHBIX  TIpH npeaMer
COCTaBJICHUU 1) OTpayKEHHUs
TPYHOBOrO JOrOBOpa | OOS3aTENBHBIX U
JOTIOJTHUTENBHBIX
YCIIOBHH,

IIPENYCMOTPEHHBIX CT.
57 TK P®;

2) MPaBUILHOCTH
ero
oopmiteHus B
coorBerctBuun ¢ I'OCT
P 7.0.97.2016.
AyIuT TOKaJIbHOTO [IpuobpereHue Brmmonasiercst B Heobxomumo
HOPMaTHBHOTO  aKTa MIPaKTUIECKHIX MUCBMEHHOI popme ¢ 03HAaKOMHTBCS c
opraHmu3amuy 0  pabdore HABBIKOB COCTAaBIICHHUS | YKa3aHHEM OCHOBHBIX HOpPMATHBHOH  0a30M,
C TIePCOHATBHBIMU JIOKaJIEHOTO OIIHMOOK, periiaMeHTUpPYIOIIeH
JTaHHBIMA HOPMAaTHBHOTO aKTa JONYIICHHBIX TIPH paboty c
pabOTHIKOB OpraHmu3aniy B COCTaBIICHUH MePCOHATBEHBIMA
COOTBETCTBHUH C HOPMAaTHUBHOTO aKTa JAHHBIMHA PaOOTHHKOB,
ICHCTBYIOIINM MIPOAaHATH3UPOBATD
3aKOHOAATEIECTBOM HOPMATHBHBIA aKkT Ha
MPEAMET COOTBETCTBHS
TpeOOBaHMSIM
3aKOHOJATENBCTBA.

HepelleHb uacmu KomnemeHyuu, npoeepiaemvblix OYyeHo4HbIM cpe()cmeom:

[K-37 Bnagenuem npuHOMIIaMH, METOAAMHU U HOPMaMH OpraHU3alluH, XpaHEHHUs, KOMILJIEKTOBAaHUS,
ydeTa U UCHOJIb30BAHUS aPXUBHBIX JOKYMEHTOB, TOKYMEHTOB JIMYHOI'O IPOUCX OXKIEHUS

«He/3aUeT» - OTCYTCTBHE TOTOBHOCTH OKAa3bIBAThH KOHCYNBTAIIMA IO OCHOBaM pa3pabOTKH KaapoBOU
JOKYMEHTALlUH, €€ COCTaBa, MOpsAKa IBUKEHUS JOKYMEHTALNH;

«3a4TEHO» - CTYACHT MMEET CHCTEMHOE MPEACTaBJICHUE MO (POPMHUPOBAHHUIO W OPTraHH3ALUK MPOLEAYP
peryaupoBaHus TPYAOBBIX OTHOLIEHUIA;

[IK-13 ymeHue BecTH KaApoBOE AEIONPOM3BOACTBO M OPraHU30BBIBATH ApXMBHOE XpaHEHHE KaJPOBBIX
JOKYMEHTOB B COOTBETCTBUHU C JECHCTBYIOUIMMH HOPMAaTHBHO-IIPAaBOBBIMU aKTaMHM, 3HAHWE OCHOB KaJIPOBOM
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CTaTUCTUKY, BJIJICHUEM HAaBBIKAMM COCTABIICHMS KaJIPOBOH OTUETHOCTH, a TAKXKE HABBIKAMH O3HAKOMIIEHUS
COTPYJHMKOB OpraHU3alluU C KaJpOBOM JOKyMEHTalued M AeHCTBYIOIIMMHU JOKAaJIbHBIMU HOPMAaTUBHBIMU
aKTaMu, yMEHHUE 00eCIICUUTh 3aIUTY MEPCOHATBHBIX JaHHBIX COTPYIHHKOB

«He/3a4eT» - OTCYTCTBUE 3HAHUI OCHOB KaJpPOBOT'O JEJIOIPOU3BOJICTBA;

«3a4TeHOo» - paboTa B TPYNIIOBOM JESATENLHOCTH HaJ BOIPOCAMU ATl OOCYXICHHUS C COACPIKATEIbHBIM
y4JacTHEM BECTH KaJpOBOE JENIONPOU3BOJCTBO, OPraHMU30BaTh apXMBHOE XPaHEHUE KaJIPOBBIX JOKYMEHTOB B
COOTBETCTBHUH C JICHCTBYIOIIMMU HOPMATUBHBIMU IIPAaBOBBIMU aKTaMHU.

4.2 ®oHA OLIEeHOYHBIX CPEACTB /ISl IPOBe/ICHUsI IPOMEKYTOYHOM aTTecTalUu.

IlepedyeHb BONPOCOB K IK3aMEHY:

[TousTHE CHCTEMBI JOKYMEHTALMOHHOTO 00€CIIeUeH sl YIIPABICHUS IEPCOHAIIOM.

TpebGoBanus, npenbsBIsieMble K 0QOPMICHHUIO PEKBU3UTOB KaAPOBOH TOKYMEHTALIUU.
[Ipunanue NOKyMEHTaM FOPHINYECKOI CHIIBI.

Iopsamok 00pabOTKH U pEeruCTpalluyl JOKyMEHTOB, UX MHIEKcauu. PeructpannoHHbie popmbl
JOKyMEHTOB M UX 3aTI0JIHEHHE.

5 KoHTponp HCIOTHEHUS TOKYMEHTOB.

6 Kuaccugukanus kaapoBbIX JOKYMEHTOB.

7 Ominyus B IOATOTOBKE MPUKA30B MO JINYHOMY COCTaBY M MPUKA30B [0 OCHOBHOM JESITENbHOCTH.
8

9

A wWNPE

HopmaTtuBHO-MeTonnyeckas 0a3a, periaMeHTHPYIOIIAs TIOATOTOBKY KaJIpOBOM TOKYMEHTAIINH.
IIpocTeie u clloXKHBIE MPUKA3bl: 0COOCHHOCTH O(POPMICHUS.

10 TlonsiTHE TPYIOBOTO IOTOBOPA, 00S3aTENBHBIX U JOMOJIHUATENBHBIX YCIOBUH TPYIOBOTO JJOTOBOPA.

11 IIpaBuna opopMIIEHUS PEKBU3UTOB TPYJOBOIO JOTOBOPA.

12 OcobGeHnHOCTH 0GOPMIICHUS KypHAJIa PETUCTPALIUU TPYIOBBIX JIOTOBOPOB.

13 CocraB 10KyMEHTOB, TpeOYyEMBIX OpraHAMHU HAA30pa M KOHTPOJIS IIPH MIPOBEICHUN IIPOBEPOK.

14 Odopmienue mpouexypsl MPOBEPKH KaJpOBOH JOKYMEHTALINH.

15 OcobOeHHOCTH cOCTaBIEHHUS KypHala y4eTa MEPOIIPUATHH 110 KOHTPOITIO.

16 Bwums! mpoBepok.

17 OrtBeTcTBEHHOCTh paboTomaTels U PU3NIESCKUX JIMI] HAa HEeHAJIeXkAaIllee COCTOSHIE KaIpOBOH
JOKyMEHTAITUH.

18 Ha3znaueHne HHCTPYKIMH MO JOKYMEHTAIIHOHHOMY 00€CIIEUeHHIO yIIpaBieHus nepconaioMm. CocTtas
pasnenos.

19 OcobeHHOCTH pa3pabOTKX U COCTABIICHUS IITATHOTO PACIIHCAHUSI.

20 TIpaBuna BHYTPEHHErO TPYIOBOI'O PACIOPsIKA: HA3HAUCHUE U TIOPSIOK OPOPMIICHUSI.

21 TlepcoHanbHbIe TaHHBIE paOOTHUKA: COOP, XpPaHEHHE, OTBETCTBEHHOCTD 3a JIOCTOBEPHOCTH U
HE3aKOHHOE paclpocTpaHeHHE.

22 OcHOBHBIE HOPMATHBHO-TIPABOBBIC aKTHI, PETIIAMEHTHPYIONIHE PAOOTY € TPYIOBBIMU KHIKKAMU
paboOTHHKOB.

23 IlpaBuia ohopMIICHHUS TPYAOBBIX KHIKEK, BHECCHHS AOTIOTHEHUS U UCIIPABIICHUH B HEIIPABUILHO
BHECCHHBIC 3aITHCH.

24 Tlopslok BhIIAYX TPYJOBOM KHYKKHA PAOOTHUKY

25 BkajapIlI B TpyIOBYIO KHUXKKY.

26 Bpimava qy0nukaTa TPYIOBOH KHIKKA

27 Yder OBIKEHHS TPYAOBBIX KHIKEK U BKJIAIBIIICH K HAM.

28 Odopmienue nmpueMa padoTHHKOB. CocTaB JOKYMEHTOB, TPeOYEMBIX ITPH IIpUeMe Ha padoTy.

29 OdopmiieHue mepeBoia pabOTHUKOB Ha JIPYTyIo paboTy

30 OdopmiieHue mporerypbl KOMaHINPOBAHUS PAOOTHHKOB.

31 OdopmiieHHe OTITyCKA.

32 IlpaBuia ¥ CPOKH MOATOTOBKM rpaduka oTimyckos (popma T-7).

33 OdopmiieHre mporeypsl yBOJIbHEHUS paOOTHUKOB

34 OcoOEHHOCTH COCTABIICHUS YHU(DUIIMPOBAHHBIX ()OPM MTPHUKA30B T10 JIMYHOMY COCTaBY.

35 ®dopmMupoBaHne U BeneHHE TNIHBIX Aei1. COCcTaB JOKYMEHTOB JITYHOTO Jefa.

36 Benenue nuuHBIX KapToueK. [IpaBriia BHECEHUS UCTIPABICHUN B IMYHBIC KAPTOUKH.

37 TloHsTHE HOMEHKIATYPHI Ael. [lopsmok cocTaBIeHNST HOMEHKIATYPBI e KaapoBOH CITYKOBI.

38 TpebOoBaHus, IPEABIBIAEMBIC K 3aT0JIOBKAM Jiej1. DJIEMEHTBI 3ar0JIOBKOB JICIT.

39 Tlopsmok GpopmupoBanus Aei. [Ipu3HaKH rpyNmupoOBKH JOKYMEHTOB B JeNa.

40 Tlopsmox MOArOTOBKU TOKYMEHTOB K apXUBHOMY XPaHCHHIO.

41 Kiaccuukanus JOKyMEHTOB IO CPOKaM XpaHEHISL.

42 YactuyHoe U MoyiHoe ohopMIICHHE Ae.

43 Cocrapnenne v 0ohOpMIICHUE OITHCEH JeTT.

44 QOpraHu3anys MPOBEICHUS YKCIIEPTH3HI IIEHHOCTH JOKYMEHTOB.
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45 AjMUHHCTpaTHBHAs OTBETCTBEHHOCTD 3a HapYyILEHUE JISHCTBYIOIIET0 3aKOHOaTeIbCTBA 1O
apXUBHOMY JIETy.
OueHuBaHUE MPOUCXOIUT 1O dopmyJie:
OHTOFOBM = 072 * OHa.KOHHeHHaﬂ + _093 * OHpOCKTHaﬂ + 095 * OHTOFOBOFO KOHTPOJIA

— HaKOIUIEHHAasl OLEHKa IMPOCTaBIsETCd 32 aKTUBHOCTh OOydaromierocs Ha MPaKTHYECKUX 3aHATHAX,
MPOXOXKJIEHNE TEKYIETO KOHTPOJIS U BBITIOIIHEHHE CAaMOCTOSITEIbHONW PadOTHI,

— TPOEKTHasl OLIEHKA MPOCTABISETCA 32 3alUTY MUCbMEHHON pabOThI IO KYpCy,

—  OLIGHKa UTOTOBOT'O KOHTPOJISI MIPOCTABIIAETCS 3a MPOX0XKICHNUE KOHTPOIBHOTO UCTIBITAHUS 10 KYPCY B
(dhopmarte, onpeeieHHBIM Pa00YNM YU€OHBIM TJIAHOM.
Onenku craBarcs mo 10-6ampHo# mikane. OKpyrieHHe OUEHKHA MPOU3BOJAUTCSA B TOJIB3Y CTYACHTA.

HTorosas olieHKa BBICTaBISETCA B BEJOMOCTh COIVIACHO CIIEAYIOIEMY MPaBUILY:

Hrorosas orenka Orenka 1o 10-6anpHOM 11KaIE
HEYIOBJIETBOPUTETIHLHO 0-3

YILOBJIETBOPUTEIHHO 4-5

XOPOIIIO 6-7

OTJIMYHO 8-10

Ilepeuenv uacmu KomnemeHyuu, NPOGEPAEMbIX OYEHOUHbIM CPEOCBOM.:

OK-6  CnocoGHoCThIO paboTaTh B KOJUIEKTHBE, TOJIEPAHTHO BOCITPUHUMAS COLIMAJIbHBIC, STHUYECKHE,
KOH(pecCHOHABHbIEC U KYNbTYPHBIC Pa3IuUHsL.

«He/3aYeT» - OTCYTCTBHE pabOThI B TPYIIOBOI ACATEIBHOCTH HAJ BOMPOCAMHU Ui 00CYXKICHUs 0e3
y4acTHsl B IyOJIMIHOM OOCY>KIECHUH U apryMEHTAINH CPOPMYIHPOBAHHBIX BHIBOJIOB;

«3a4TEeHO» - PaboTa B TPYNIOBON AEATEIFHOCTH HAJ BOIIPOCAMH ISl OOCYKACHUS C COIEeP)KaTeIILHBIM
ydJacTueM B MyOJIHMYHOM OOCY)KIICHWU W apryMeHTaIMy c(hOPMYIUPOBAHHBIX BBIBOJOB; JIHACPCKASI TIO3UIIHS 1
MOJICPaTOPCTBO B TPYIIOBON AEATEIHHOCTH BOIIPOCAMH JJISI OOCYXKIEHHS C COACP)KATEIHHBIM yJacTHEM B
MyOIUIHOM OOCYKACHUH U CUCTEMHOIN apryMeHTaIH ChOPMYITHPOBAHHBIX BHIBOJOB.

[IK-36 3HanmeM TpeOOBaHMII K OpraHM3allMK KaJIpoOBOI'O JICIONPOM3BOJCTBA U JOKYMEHTHPOBAaHUIO
TPYZIOBBIX OTHOIIEHH, XpaHEHHUS JOKYMEHTOB TI0 INIHOMY COCTaBY

«He/3aYeT» - OTCYTCTBHE DJIEMCHTAPHBIX 3HAHUH NMPUMECHEHHsS] HOPMAaTHBHO-TIPABOBBIX TOKYMEHTOB B
MPaKTHYECKON padoTe;

«3a4TEHO» - CTYACHT 3HAKOM C HAaBBIKAMH O(OPMIICHUS JOKYMEHTOB I10 IBH)KEHHUIO KaIpOB B OPraHU3aALUH
U COIPOBOKAAIONICH JOKYMEHTAIIHN;

[IK-12-3HaHMe OCHOB pa3pabOTKM W BHEIPEHUS KaIpoOBOW M YIPAaBJICHYECKOH JOKYMEHTAIIWH,
ONTHMHU3AINH TOKyMEHTO000pOTa M CXeM (PYHKIIMOHAIBHBIX B3aUMOCBSI3eH MEXIY MOAPA3ICICHUSIMI, OCHOB
pa3paboTKu W BHEAPEHHs] TPOLENYp PETYIHPOBaHMS TPYHOBBHIX OTHOIIEHUH W  COMPOBOXKIAIOIICH
JIOKyMEHTaIlu!

«He/3aUeT» - OTCYTCTBHE TOTOBHOCTH OKAa3bIBATH KOHCYNBTAIlMd IO OCHOBaM pa3pabOTKH KaapoBOU
JIOKyMEHTAIH, €€ COCTaBa, MOPSIKA ABMKEHUS TOKYMCHTAIINH;

«3a4TEHO» - CTYACHT MMeEeT CHCTEMHOE IMPEACTaBICHUE M0 (POPMIPOBAHUIO M OPTaHU3AIHU IIPOLETYP
PETYIHPOBaHUS TPYIOBBIX OTHOIICHUH;

[K-37 Brnanennem npuHINUTIAMH, METOZAMH M HOPMAaMH OpPTaHU3AINH, XPAHCHHUS, KOMILUICKTOBAHHS,
ydeTa ¥ HCIONb30BaHUS apXUBHBIX JOKYMEHTOB, JOKYMEHTOB JIMTYHOTO ITPOUCX OXKICHUS

«He/3a9eTy - OTCYTCTBUE 3HAHUH OCHOB KaJPOBOT'O IEIOIIPON3BOICTBA;

«3a4TeHO» - paboTa B TPYIIIOBOH NEATENFHOCTH HAl BOIPOCAMHU IS OOCYKICHUS C CONEeP)KATEIHLHBIM
YJacTHEM BECTH KaIpoOBOE NEIOMPOM3BOIACTBO, OPraHU30BaTh apXUBHOE XpaHEHHE KAJPOBBIX JOKYMEHTOB B
COOTBETCTBUH C ICHCTBYIOIIMMH HOPMATUBHBIMH MTPABOBEIMH aKTaMH.

[IK-17- 3HaHWe OCHOB pa3pabOOTKH W BHEAPCHHsI MPO(PECCHOHAILHBIX, B TOM YHCJIE KOPHOPATHBHBIX
CTaHIAapPTOB B OOJACTH YIPABJICHHUS MEPCOHAIOM, YMEHHE COCTABJIATH OIHMCAHUS M PACTIPEICIIATh (PYHKIHH H
(yHKIIMOHATBHBIE O0S3aHHOCTH COTPYIHUKOB, a Takoke (DYHKIMH TOAPA3IENCHUH Pa3HOrO YPOBHS (KapThl
KOMITETEHITIH, JOJDKHOCTHBIC HHCTPYKIIUH, TTOJIOKEHUS O IMOApa3AeICHHUIX)

«He/3aYeT» - OTCYTCTBHUE DIIEMEHTAPHBIX 3HAHUI COCTABIITh OMKCAHUS JODKHOCTHBIX HHCTPYKITHH;

«3a4TEHO» - CTYICHT 3HAKOM C HaBBIKAMH Pa3pabOTKU KapT KOMIIETCHIUH, JOKHOCTHBIX WHCTPYKIHUH,
MOJIOKEHUH O MOpa3ICIeHUSX;

OrneHOYHBIC CcpeicTBa s HWHBAJIAIOB M JIMI C OrPAaHHYCHHBIMH BO3MOXHOCTSMHU 3I0POBBS
BBEIOMPAIOTCS C YIETOM X WHAMBHIYATBHBIX ICHXOPU3NIECKHX 0COOCHHOCTEH.
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— Opd HEOOXOAMMOCTH WHBAJIMIAM M JIMIAM C OrPAHUYCHHBIMH BO3MOXHOCTSMH 3I0POBbBS
MPEIOCTABIISACTCS TOMOTHUTEIEHOE BPeMs TS ITOITOTOBKU OTBETA Ha YK3aMEHE;— ITPHU MIPOBEICHUH MPOLICAY PhI
OLICHUBAHUS pPE3yJIbTATOB OOYYCHUS WHBAIUAOB W JIMI[ C OIPAHHYCHHBIMH BO3MOXHOCTSMH 3J0POBbSI
MPeAyCMAaTPHBACTCS HCIIOIh30BAHUE TEXHUIESCKUX CPEIICTB, HCOOXOMUMBIX M B CBSI3H C UX HHIMBUIYaIbHBIMH
OCOOCHHOCTSIMH,

— IIpYA HEOOXOTUMOCTH TSI 00YYAIOIIMXCS C OTPAHMYCHHBIMU BO3MO)KHOCTSIMU 37I0POBbSI 1 MHBAJIUJIOB
MpOLIECAYpa OIICHUBAHUS PE3yIbTATOB O0YUCHUS MO AUCIUILIMHE MOXKET TIPOBOJUTHCS B HECKOIBKO ITAIOB.

[pouenypa oleHUBaHUS PE3yIbTATOB OOYUCHHS HHBAIUIOB U JIUI] C OFPAHHYCHHBIMH BO3MOXKHOCTSMU
3M0POBBSl MO JAUCIHUIUIMHE (MOJIYI0) TMpeAyCMaTpUBaeT IpenocTaBicHue WHbOpMAun B (opMmax,
aIalITHPOBAHHBIX K OTPAHUYCHUSM HX 3I0POBBSI U BOCIIPUATHS HH(OpMALINH:

JJis1 muin ¢ HapyIICHUSME 3PCHUS:

— B MEYATHOH (hOpMe YBEITUUCHHBIM MIPUPTOM,

— B (hopMe DIIEKTPOHHOTO TOKYMEHTA.

Jl1d Ui ¢ HapyIIEHUsIMU CllyXa:

— B IIeYaTHOH (opme,

— B (hopMe DIIEKTPOHHOTO TOKYMEHTA.

Jl1 U1 ¢ HapyIIEHUsAMY OIIOPHO-ABUIaTENBLHOIO amlapara:

— B IIeYaTHOH (opme,

— B (hopMe DIIEKTPOHHOTO TOKYMEHTA.

JlaHHBII IepedeHb MOXKET ObITh KOHKPETU3UPOBAH B 3aBUCHMOCTH OT KOHTHHTEHTa 00YyJaIOMNXCS.

5. IlepeyeHb OCHOBHOM M IONIOJTHUTENbHOM y4eOHOM JUTepPaTyphbl, He00X0AUMOI VIS OCBOCHUSI
JAUCHUATUTHHBI (MOIYJIsT).

5.1 OcHoBHas JiMTepartypa:

KysnemnoB, Wrops HukonmaeBuu. JlokymMeHTalMOHHOE oOOeCIeUeHHUE YIPABIICHUS
nepcoHanoM [TekcT]: ydueOHUK M NPaKTUKYM JUIsl IPUKIAJHOro OakajgaBpuara: y4eOHHK IS
CTYJICHTOB BY30B, OOYJAIOIINXCS TT0 SKOHOMUYECKUM HAIMPaBJICHUsIM U crienuainbHocTsM / 1. H.
Kysnenos. - Mocksa: FOpaiit, 2015. - 520 c.

[ToroBa, Exarepuna JImutpueBna (Kyo6I'Y). IlIpoGiembl M0KyMEHTAI[MOHHOTO
MEHEIDKMEHTa U JIOKYMEHTHUPOBAHUS JEATeIbHOCTH Koprnoparuu [ TekcT]: xpecromarust / [cocT.
E. JI. ITomnoRa, /. B. Jlanckas]; M-Bo oOpa3zoBanus u Hayku Poc. ®denepanuu, Kybanckuii roc.
yH-T. - Kpacnomap: [KyoI'V], 2013. - 347 c

Jnst ocBOGHUS MUCHUILIMHEI MHBAJIMAAMH U JIMLIAMH C OIPAaHHYCHHBIMH BO3MOXXHOCTSIMH 37J0POBBSI
UMEIOTCS M3IaHUA B 3JIEKTPOHHOM BHUJIE B DJIEKTPOHHO-OMOIMOTEUHBIX crcTeMax «Jlaup» n «tOpaitty.

5.2 JlonoJIHUTEIbLHAS JIUTEpPaTypa:

1 Baxapes, A.P. TpynoBast KH¥MKKa: 3anoiaHenne, yaer, xpadenue / A.P. baxapes, O.A. KoBanesckas.
- HoBocubupck : Cubupckoe YHUBEPCUTETCKOE U3maTenbcTBo, 2009. - 144 c. - (Kagposuk). - ISBN 978-5-379-
00967-0 ; To xe [Dnekrponnslii pecype]. - URL: http://biblioclub.ru/index.php?page=book&id=57284

2 Muxaiinos, FO.M. BouHckuit y4eT B OpraHu3anusx : mpakTuaeckoe mocooue / FO.M. Muxaiijios. -
Mocksa ; bepnun : Jupexr-Menua, 2014. - 119 c. : un. - ISBN 978-5-4475-1649-9 ; To xe [DaeKTpOHHBII
pecypcl. - URL: http://biblioclub.ru/index.php?page=book&id=253696

3. Cenuenxo, I1.B. JloxyMeHTanmoHHO€E 0OECIIEYeHNE YIIPaBIECHYECKNX PELIEHHH : yueOHoe mocobue /
I1.B. Cenuenko, IO.II. ExmakoB, B.E. Kupuenko ; MunucrepctBo o0pa3oBaHus M Haykh PoccHiickoit
®denepanun, Tomckuii 'ocymapcerBennsiii Yuausepcurer Cructem Ynpasnenus u Pagunosnekrponuku (TYCYP).
- Tomck : Db Kontenr, 2011. - 142 c. : Tab6m., cxem. - ISBN 978-5-4332-0008- ; To xe [ DneKTpOHHEIH pecypc].
- URL: http://biblioclub.ru/index.php?page=book&id=208691

5.3. Ilepnoauyeckue N3JaHUsI:

— XKypuan "Ynpasnenue nepcoHanom" [DnekTpoHHbiid pecypc] — Pexum goctyna: http://www.top-
personal.ru

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

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

— HWudopm. mopran s CIENUAIMCTOB MO0 KaapaM M yrpaBiieHHto mepconanom (http://www.pro-
personal.ru/)

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

6. Ilepeuyennb pecypcoB HH(POPMATIMOHHO-TEJIEKOMMYHUKANIMOHHOM ceTH «UHTEpHET», B TOM YHCJIe
COBpeMeHHbIe MPO(decCHOHANBHBIE §a3bI JAHHBIX H HH(POPMATHOHHBIE CIPABOYHBIE CUCTEMBI

—  CmpaBouno-npasosas cucrema «KoucynbranT [Tmrocy (http://www.consultant.ru)

—  Topran otkpeIThix AanHbIX Poccuiickoit @enepeparmu https://data.gov.ru

— baza  oTkpeITBIX  JaHHBIX ~MuHHCTEpCTBA  TpyJa W COLUMAIBHOM  3amuTel PO
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https://rosmintrud.ru/opendata

—  Basa gannbix Hay4noii anekrponnslit oubmoreku eLIBRARY.RU https://elibrary.ru/

—  ba3a nanHbIX Beepoccuiickoro HHCTUTYTa Hay4HOH U TexHU4eckoi napopmanun (BUHUTU) PAH
http://Aww2.viniti.ru/

—  baswl maHHBIX B cepe MHTEIUIEKTYaJbHOH COOCTBEHHOCTH, BKIIIOYAs MATEHTHBbIE 0a3bl JTAHHBIX
WWW.rusnano.com

— baspl JaHHBIX M aHAIUTUYECKUE ITyOJIMKalUM «YHUBEPCUTETCKAas WMH(OPMAILMOHHAS CHUCTEMA
POCCUSI» https://uisrussia.msu.ru/

— bBa3a [jaHHBIX MEKAYHApOAHBIX HWHIEKCOB Hayuxoro unutupoBanus Web of Science
http://webofscience.com/;

—  Basza gannbix pedepaToB u muTHpoBanus Scopus http://mww.scopus.comy/;

—  Basel mannex komnannu «Mct Bero» http://dlib.eastview.cony/;

—  AwmepukaHcKas nateHTHas 6a3a maHHbIx http://www.uspto.gov/patft/;

—  Vuusepcuterckas napopmannontas cucrema POCCUS (YUC Poccust) http://uisrussia.msu.ru/;

—  baza manneix Springer Materials http://materials.springer.com/;

—  Basa gannsix Springer Protocols http://www.springerprotocols.com/;

—  Topran otkpeIThIX AaHHBIX Poccuiickoit denepeparuu https://data.gov.ru

— baza  oTkpeITBIX  fmaHHBIX ~ MuHUCTEpcTBA  Tpyda M COLM@IbHOM  3amuTel PO
https://rosmintrud.ru/opendata

—  Baza gannbix Hayuroit anekrponnsiit 6ubmiorekn eLIBRARY.RU https://elibrary.ru/

—  basa mannbix Beepocceniickoro HHCTUTYTa Hay9HOH U TeXxHHUeckoi nHpopmanmn (BUHUT) PAH
http://www2.viniti.ru/

—  basel maHHBIX B cepe MHTEICKTyalbHOW COOCTBEHHOCTH, BKIIOYAs NMATEHTHBIC 0a3bl JaHHBIX
WWW.rusnano.com

— baspl MaHHBIX M aHATUTHYECKHE IyOJIMKaIWM «YHUBEPCUTETCKas WH(OPMAIMOHHAS CHCTEMa
POCCHUSI» https://uisrussia.msu.ru/

7. MeTtoguuyeckue ykazaHus JJisi 00y4alomuxcs 10 OCBOCHMIO JMCHUIIMHBI (MOIYJIs1)

JleKunoHHOE 3aHATHE MPEICTABISET COOOH CHCTEMaTHUECKOE, MOCIIEeI0BATENIFHOE, MOHOJIOIHUECKOEe
H3JI0KEHHE ITPENOaBaTeNIeM-JIEKTOPOM yueOHOr0 MaTepuraa, Kak IpaBruio, TEOPETHUECKOro Xapakrepa. Takoe
3aHSATHE MPEACTABISET COOOH AIIEMEHT TEXHOJIOTHH IMPEICTABICHHS YIeOHOr0 MaTrepuana IIyTeM JIOTHYECKU
CTPOITHOTO, CHCTEMATHYECKH IOCIEAOBATEINEHOIO U SICHOTO M3JIOKEHHS C MCIONB30BAHHEM HMHTEPAaKTHBHBIX
00pa30BaTENBHBIX TEXHONOTHH (MYJIbTUMEANIHHBIX, JICKIUU - AUCKYCCHH, JICKITNH-TEMOHCTPALIH).

Lenp mexiuy — opraHm3aliisl HelIeHaPaBICHHON T03HABATEIFHON ACSTEIHHOCTH 00YyJaIOMmuXcs Mo
OBJIAJICHUIO TMPOrPAMMHEBEIM MaTEepHajoM Y4eOHOH IUCHMIUMHBEL. UTeHwe Kypca JEKIHH IMO3BONSET IaTh
CBSI3aHHOE, ITOCIEAOBATEIbHOE H3JIOKEHHE Marepuana B COOTBETCTBUM C HOBEHININMU NaHHBIMH HayKH,
COOOIIUTH CITYIIATENSM OCHOBHOE COAEpKaHUE IIPEAMETa B IIEJIOCTHOM, CHCTEMAaTH3UPOBAHHOM BHUJIC.

3ajaun JIEKIMHM 3aKIIOYal0TCd B 00ECledeHUU (OPMHUPOBAHUS CHCTEMBl 3HAaHHWA 10 Y4eOHOU
IUCIUIUINHE, B YMEHHH AapryMEHTHPOBAaHHO W3Jaratb HAy4YHBIH MaTepuat, B (OPMHUPOBAHUHU
poecCHOHATBFHOr0 KPyro3opa 1 00IIel KyIbTYpPhI, B OTPaXCHUH €IIle HE TOIyYHBIINX OCBEIICHHUS B yIeOHON
JTUTEpaType HOBBIX NOCTHKEHUI HAYKH, B ONITUMH3AIIUH APYTUX (HOPM OpraHU3aIiy YIeOHOTO Imporecca.

[IpakTHueckue 3aHATHS — SBIAIOTCA (HopMOH ydeOHOH ayJauTOPHOH pPabOTHl, B paMKax KOTOPOM
(hOpMUPYIOTCS, 3aKPEIUBTIOTCS U MPEACTABILIOTCS 3HAHMS, YMEHUS U HABBIKH, HHTETPUPYIOIINE Pe3yIbTaThl
OCBOCHHSI KOMITETCHIINH KaK B JICKIIMOHHOM (pOpMaTe, TaK B Pa3IUIHBIX (POpMax caMOCTOATENsHOH paboTsl. K
Ka)XIIOMY 3aHATHIO TIperoaaBaTeneM HopMyTHpYyIOTCs TMpaKTHYECKUe 3aaHIs, TpeOOBaHUS W METOIHUCCKIC
PEKOMEHIAIIMA K WX BHITOTHEHHIO, KOTOpBIE IPEICTaBIIIOTCS B (DOHAE OIEHOYHBIX CPEACTB YUICOHOM
JACITUTLTIHEL.

KoHTponb caMOoCTOATEIbHOM paOOTHI: AJ1s1 CTYJCHTOB JHEBHOW W 3a09HOM (DOPMBI 00YUECHHUS — TEKYIU I
KOHTPOITb OCYIIECTBIISICTCS. B COOTBETCTBHE C MPOTPaMMOH 3aHSITHHA (€KCHEASNHHO IS CTYACHTOB OYHOU
(hopMBI 00YUCHHS;, TIO CeMECTpaM — JIIsl CTYJACHTOB 3a09HOM (OpMBI 00yUCHHS); TIPOMEKYTOUHBIH KOHTPOJIB 11O
HTOTraM OCBOCHUS AUCIUILIIMHEI OCYIIECTBISIETCS B (popMe peHTHHTOBOM CHCTEMEI OIleHOK. OTHCaHue 3aTaHIi
IUTSL CAMOCTOSITETIFHOM pabOoTHl CTYAEHTOB M TPeOOBaHMIA MO MX BBITOJHEHUIO BBIIAIOTCS IMPENOAaBATENICM B
COOTBETCTBHUH C pa3paboTaHHBIM (POHIOM OIIEHOYHBIX CPEJICTB IO AUCIUILIHHE.

CamocrostensHas pabora CTYOSHTOB IO ITaHHOMY y4eOHOMY Kypcy IIpEIIoiaraceT ITO3TaIHYIo
MOJIrOTOBKY IO KaXIOMY Pa3Jielly B paMKaxX COOTBETCTBYIOIIMX 3a/IaHHA:

IepBoIif 3Tam caMoOCTOATENHHOH pa0OTBI CTYAEHTOB BKJIIOYAeT B ceOs THIATENIbHOE H3y4YeHHe
TEOPETHUYECKOr0 MaTepruaja Ha OCHOBE JIEKIIMOHHBIX MAaTEpUajoB MpernojaBaTesis, peKOMEHIyeMbIX Pa3aesioB
OCHOBHOU W JOTIONHUTEIBHOW JUTEPaTyphl, MATEPHUAIOB TIEPHOTUICCKIX HAYIHBIX WU3IaHUA, HEOOXOTUMBIX
JUTSL OBJIAZICHUS MTOHATHIHO-KATETOPUANBGHBIM ammapaToM U (OPMHPOBAHUS HPEICTABICHUHA O KOMILICKCE
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aHAJMTHYECKOTr0 MHCTPYMEHTAPHS, HCIOJIB3yeMOro KaK B paMKaxX JaHHOW OTpaciv 3HaHUS, TaK U ITyOIHMYHON
MPaKTUKE;

Ha BTOpoM sTame Ha OCHOBE C(OPMHUPOBAHHBIX 3HAHMH W TPEACTaBICHUH MO JaHHOMY pasfeiy
CTYZIEHThI BBIIONHSAIOT IPAaKTHUECKUE 3aJaHUs, HAIICJICHHbIE HA ()OPMUPOBAHUE YMEHUI U HABBIKOB B paMKaX
3adBICHHONM KoMmmeTeHuuMH. Ha gaHHOM »JTame CTYZAEHTBl OCYILECTBISIFOT CAMOCTOSTENBHBIN IMOUCK
SMIIMPUYECKUX MATEPHAJIOB B paMKaX KOHKPETHOI'O 33aHus, 0000I11aI0T U aHATM3UPYIOT COOpaHHBINH MaTepral
[0 CXEeMe, pEKOMEHJOBAaHHOI IMpenojaBaTeneM, (OPMYNHUPYIOT BBIBOABI, TOTOBST IPAKTHUYECKHE
PEKOMEHJalluH, MPEe3eHTAI[HOHHbIE MaTEePUaIIbl IS ITyOJIMYHOr0 UX MPEICTaBICHHS U 00CYXKICHUS.

Kpurepun oueHku 3agaHuil B paMKax CaMOCTOATENBHOH paOOTHl CTYIEHTOB (hOPMYIHPYIOTCS
IpernopaBaTeseM B ()OHE OLICHOUHBIX CPENICTB.

B ocBoeHMM AMCIMIUIMHBI MHBIUMAAMH U JMLIAMH C OTPaHUYCHHBIMH BO3MOXKHOCTSIMU 3I0pPOBBS
OombIIIOE 3HAUCHUE UMeET MHUBUIyalIbHAasl yueOHas paboTa (KOHCYNbTAaIlUN) — JOMOTHUTEIBHOE Pa3bsICHEHHE
yueOHOro MaTepHara.

WnauBuayansHble KOHCYABTALMU IO TPEIMETY SIBISIOTCS BAXKHBIM (DAKTOPOM, CIIOCOOCTBYIOIIMM
WHAUBUAYAIU3alUN OOY4YEHHUS] M YCTAaHOBJICHWIO BOCHHTATEIBHOTO KOHTAKTa MEXIy IpernojaBaTeleM U
00y4JaroIIMMCsl MHBAJIUIOM HJTH JIMLIOM C OTPaHUYEHHBIMU BO3MOXHOCTSIMH 3/I0POBBSI.

8. Ilepeuyenr wHHGOPMALMOHHBIX TEXHOJIOTHIl, HCIIOJIb3yeMbIX
o0pa3oBaTe1bHOIO Npouecca Mo AUCHUIIUHE (MOAYJII0).

8.1 Ilepevyenn nHGpOPMALMOHHBIX TEXHOJIOTHIA.

— KoMMyHUKaImu co cTyaeHTaMH, IpOBEpKa JOMAIIHUX 3aJaHHH, KOHCYIBTAIlMH OCYIIECTBIISIIOTCS
Yepe3 HHTEPaKTUBHO-00pa30BaTEIbHYIO Cpey (JIMUHBIC KAOMHETHI).

— HMcnonp3oBanne 3JeKTPOHHBIX NPE3EHTALNH ITPH MPOBEICHUH MPAKTUICCKUX 3aHATHH.

8.2 Ilepevyennb HeE0OXOAMMOT0 MPOrPAMMHOI0 00eceYeHusl.

— Microsoft Windows 8, 10
— Microsoft Office Professional Plus

9. MartepuajbHO-TeXHHUYecKasi 0a3a, HeoOXoauMasi JJIsl OCYLIECTBJIEHHUS] 00pa30BaTebLHOIO

nponecca no JUCUMILIMHE (MOAYJII0).

npu OCYIIECTBJICHUH

MartepranbHO-TEXHHYECKOE 00eCTIeYeHNE JUCIUILTUHBI (MOIYJIS) U
Ne Bun padot
OCHAIIIEHHOCTh
1. JIeKIMOHHbIE 3aHATUA JlekumonHast ayuTOpusi, OCHAIIEHHAS MPE3EHTAIMOHHON TEXHUKON U
COOTBETCTBYIOIINM NPOTPaMMHBIM 00ecnedeHIEM
2. CemuHapckue 3aHATUSA CrennanbHOE TOMEIIEHHE, OCHAIIEHHOE MPE3EHTAIMOHHON TEXHUKOMN
¥ COOTBETCTBYIOMIMM IPOTPAMMHBIM 00€CIICUCHHEM
3. ['pymmoBkie Kabuner, ocHameHHBIA MEOEIIbIO M PA00YNMHU CTAHIIUSMHU C TOCTYIIOM
(MHIMBHITyaTbHBIC) B UHTepHeT
KOHCYNBTAITIH
4, Texymuit KOHTpOIIb, | AyauTopus, OCHAIICHHAs  TPE3CHTAI[MOHHOW  TEXHUKOW |
MIPOMEKYTOUHAS COOTBETCTBYIOIINM IIPOTPaMMHBIM 00ecIedeHnEM
aTTecTanus
5. CamocrosaTenbHas padora | KabuHer st caMOCTOATENbHON PabOoThl, OCHAIIICHHBIN KOMITBLIOTEPHOH
TEXHUKOH C BO3MOXHOCTBIO MOAKIIOYCHUsT K cetn «lHTepHETY,
MIPOTPaMMOi HKPAaHHOTO YBENUYEHUS W OOCCIICUCHHBIH OOCTYIIOM B
AIIEKTPOHHYIO HH(OPMAITMOHHO-00pa30BaTEeIbHYIO CPEY YHHBEPCHUTETA.
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