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Ne Wnpexc o —— B pesynbTare uzyueHus y4eOHON TUCIUILTUHBL
KOMIIETE N o0ydJaronuecs T0IKHBI
ILII. (unu e€ yactn)
130005051 3HATh yMeTh BJIA/IETh
1. OK-6 CriocoOHOCTBIO paboTaTh B 3HaTh mpaBWIa U | YMETh Brnanmers HaBBIKaMH
KOJUICKTUBE, TOJICPAHTHO HPHHIHIEI OCYIIeCTBIATE | () (EeKTUBHOTO
BOCIIPHHMMAS COLMAJIbHEIE, s dekTuBHOrO 3G QeKTUBHYIO | OOLICHUS B
STHHYECKHE, B3aMMOZACHCTBHSA | KOMMYHUKAIM | KOJUICKTHBE JJI
KOH(eCCHOHAIIbHBIE U B KOJUICKTHBE, 10 B peneHns
KyJbTYPHBIC PA3IUYHS crielupuKy KOJUICKTUBE npoecCHOHATBHBIX
KOMMYHHUKALUH C | JUIA pelIeHusl | 3ajad
yaeToM npogeccrona
COILMAJIbHBIX, JBHBIX 3a]1a4,
STHUYECKHUX, TOJIEPaHTHO
KOH()ECCHOHANIBH | BOCIIPHHUMAs
BIX U KYJIBTYPHBIX | COLMAJIbHBIE,
paznuuuit 3THUYECKUE,
KOH(peccHoHa
JBHBIC U
KyJbTYPHBIC
pa3nH4us
2. I1K-36 3HaHUEeM TPeOOBaHU K CoBpeMeHHEBIC Co3naBath CoBpeMEHHBIMH
OpraHu3aliu KaJIpoBOro nH(opManMoOHHbl | 0a3bl JaHHBIX | METOJAMHU
JIeTIONIPON3BOJICTBA U € TeXHOJIOTHH; u MPOBENICHUS
JOKYMEHTHUPOBAHHIO METOABI U UCIIONB30BaTh | aHAIU3a
TPYIOOBBIX OTHOIICHUIA, TEXHOJIOTUH pecypcbl OpraHu3aLx
XPaHEeHUS JOKYMEHTOB I10 00paboTkH Wnteprer; paboTsI ¢
JIMYHOMY COCTaBY JIOKYMEHTOB Ha OpPTaHM30BaTh | KaJpOBBIMHU
OCHOBE pabouee JIOKYMEHTaMH U
UCIIONB30BAHHUS MECTO JUIs JOKYMEHTaMH T10
BBIYHMCIIUTEIBHOW | BBIMOJIHEHUS JMYHOMY COCTaBY B
TEXHHUKH; paboTsI ¢ KOHKPETHOM
UCIIOJIb30BaHK | OpraHU3alui;
€M HOBEHIINX
NPOrPaMMHO-
TEXHUYECKUX
CPEJICTB;
3. TIK-37 Biagenuem npuHUMIIAMH, IMousiTue IIpumensTr Bnagers
METOJIaMH 1 HOPMaMH " nerno3urapHoe apXMBOBEIYEC | MPaBUIIAMH
OpraHu3alyy, XPaHEeHUs, xpaHeHue", KHE HOPMbI Ha | OpraHW3alliy BceX
KOMIUICKTOBAHHUS, y4eTa u HOBBIC TCHICHLMU | CTaJIHH 3TaroB paboTHI ¢
HCIIOJIb30BAaHHS apXUBHBIX B OpraHu3aluu JOKyMEHTald | apXWBHBIMU
JOKYMEHTOB, IOKyMEHTOB XpaHEeHUs OHHOTO JOKYMEHTaMH;
JIMYHOTO MPOUCXOXKACHHS JOKYMEHTOB o0ecrieueHns] | HaBBIKAMHU
YUPEKACHUS, YIPaBIICHUs, B | PABOBOTO,
MPaKTHKA apxuBax aJIMUHHUCTPATUBHOT
HEeroCyJapCTBEHH | OpraHu3auuii, | o, Hay4HOrO,
BIX XPAHMJIHUILL B (brHAHCOBOTO U
HOPMaTHBHO- rOCYAapCTBeH | TEXHHYECKOTrO
NpaBoBYIO 0a3y HBIX U KOHTPOJISl HaJl
paboThI ¢ MYHUIIMIAIbH | JIOKYMEHTaMH Ha
APXUBHBIMH BIX apXHBax; BCEX dTanax ux
JIOKyMEHTaMH; JKM3HEHHOTO 1MKJIa;
JIOKyMEHTaI[HOHH METOJIUKON paboThI
oro obecriedeHus C apXUBHBIMHU
YIIpaBJICHUS U JIOKYMEHTaMH B
ApXHMBOBEJICHUS ¢dupmax,
KOpHOpAIHsX,
0OAO, 3A0, OO0

2. CTpyKTYypa U colepKaHHe THCIUILTHHBI.




2.1 Pacnpenesenue TPyI0éMKOCTH TUCHUTINHEI 10 BUaM pa6oT.

OOmast Tpya0€MKOCTh TUCHIUILTUHEI COCTABISET _3 3au.en. (108 waca), ux pacnpezeneHue no Bujaam

paboT mpencTaBieHo B TabmuIe (012 cmyodenmos 300).

Bun yueOHoM paboThI Bcero Cemectpbl
4acoB (uacsr)
1|8

AyIMTOpHBIE 3aHATHSA (BCEro) 20 12 8
B tom unce:
3aHATH JIEKIIMOHHOT'O THUIIA 6 2
3aHsTHS CEMHUHAPCKOTO THIA (CEMUHAPBI, TPAKTHYECKUE 3aHATH ) 6 6
HNuas konTakTHAs padora: 0,2 0,2
CamocrosiTeJbHAs padoTa (Bcero) 84 60 24
B toMm uncre:
Kypcosasa paboma - -
Ilpopabomxa yuebHoeo (meopemuieckozo) mamepuand 54 30 24
Pegpepam - -
Tloozomoska k mexyuemy KOHmMPOIIO 30 30
IIpomexyTouHasi arrecranuu (sauem)
OO0mmast TpyI0eMKOCTh gac 108 108

B TOM YHCIie KOHTaKTHas paboTta 3,8 3,8

3ad. efl. 3

2.2 CTpyKTypa IHCHUNINHBI:

Pacnpenenenue BuoB yueOHOM paOOThI U UX TPYIOEMKOCTH I10 pa3jiesaM JUCHUIIIHHEL

Paznensl nuctuIuIMHEL, U3ydaeMble B 8_ ceMecTpe (3aounas ¢popma)

KommaectBo gacoB
AynutopHas Bueaynu
Ne HaunmenoBanue pasnenon TOpHast
Bcero pabora
pabota
JI 113 JIP CPC
1 2 3 4 5 6 7
1 [TonsiTHe M 3HAUCHHNE JOKYMEHTAIIMOHHOTO 00eCTIieueHus 34 2 4 - 28
YIIPaBIICHUS IEPCOHATIOM
2 OCHOBBI JOKYMCHTALIUOHHOTI'O obecnieyeHust YIIPABJICHUSA 34 2 4 - 28
TIEPCOHATIOM
- 36 4 4 - 28
3 Cucrematuzanus 1 XpaHeHHE JJOKYMEHTOB KaJpOBOH CITY»KObI
Hmoeo no oucyuniune: 108 | 8 12 ) 84

[Mpumeuanwue: JI — nexiun, [13 — npaktuueckue 3aHsatus / cemuHapsl, JIP — maboparopusie 3austusi, CPC —

caMoCTOsITeNbHAs paboTa CTyAeHTa
2.3 Conep:xkaHue pa3iesioB THCHUTIMHBI:
2.3.1 3ansTHd JeKIMOHHOI0 THIIA.

HaumenoBanu dopma Tek T
Ne cHo ¢ Coneprxanue pazjiena oP CKYIIETo
pasnena KOHTPOJIS
1 2 3 4

Pasgen 1. IlonsitTMe u 3HauyeHHMe JOKYMEHTALMOHHOIO0o0ecrieyeHHs YIIPABJICHUS IEepPCOHAIOM

Beenenue B Kypc OOwee mpeacTaBiIeHHE Kypca.

Hasnauenne wu |IIpopaboTka

cozepixanue Kypca. CBszb Kypca ¢ YyueOHBIMH |y4eOHOIO

oOecrieuenus yrnpasiernss | OCHOBHBIE TpeOOBaHMS, IPEABIBISIEMBIC K

AMCLMIUIMHAMH. 3HAYCHHC Kypca B IOIATOTOBKE |(TeOpETHUECKOro)

CIEIMAJIUCTOB M0 YIPaBICHUIO [IEPCOHATIOM Marepuana
ITonsitre [TonsTHA «TOKYMEHT», «T0KYMEHTO000POTY, [Tpopabotka
JIOKYMEHTAIIHOHHOTO «ITOKYMEHTAIIMOHHOE 00CCIICYCHUE YIIPABICHUS. yaeOHOTO

4




[IEPCOHAIIOM.
TpeboBanus,
HpeIbsBISEMbIC K
0 OpMIICHUIO
JIOKYMEHTOB

0(QOPMIICHHIO IOKYMEHTAIINH, IPETYCMOTPEHHBIC
T'ocynapcTBeHHOM cHCTEMOM TOKYMEHTAMOHHOTO
obecrieuenus ymnpasienus [OCT P 6.30-2003.
[Mopsinok 06pabOTKH U PErUCTpaIK JOKYMEHTOB,
WX UHJEKcaluu. Peructpanuontsie GopMbl U UX
3anonHeHue. KoHTposb UCTIONHEHHS JOKYMEHTOB.
OCHOBHBIE OTJIMYUS B TIOJITOTOBKE MPOCTHIX U
CJIOKHBIX TIPUKA30B. YUeT CeUPUKH
paciopsiAUTENILHOTO JEMCTBUS TIPU COCTaBICHUN
MPUKA30B 10 TIPUEMY, TIEPEBOTY, YBOJIHHEHHUIO
paboTtHuKOB. [TopsanoK BU3UPOBAHUS IPUKA30B I10
JIMYHOMY COCTaBY, UX PETUCTPALIHH.

(TeopeTH4ecKoro)
Marepuaia

CocTaB U BUIBI
KaJpoOBOIi JOKyMEHTAIH

[TonsiTHe ¥ 3HAUCHHE KaAPOBOU JOKYMEHTAIIUH.
Knaccudukanus kanpoBoi TOKYMEHTAIHH.
OCHOBHEBIC BU/IBI JOKYMEHTOB KaJIPOBOH CITyKOBI,
0COOCHHOCTH MX cocTaBlieHus. HopmaTuBHO-
npaBoBas 0a3a, periaMeHTHpYo1as pa3paboTKy
KaJIPOBBIX JJOKYMEHTOB.

ITpopaboTka
y4ebHOro
(TeopeTHIecKoro)
Marepuaia

Paszaen 2. OcHOBBI

JOKYMEHTAINOHHOTO 00ecTeueHnsl yIPaBJIeHHs TePCOHAIOM

TpeboBaHus K
COZEPKAHUIO U
0(OPMITCHUIO JTIOKATbHBIX
HOPMATHUBHBIX AKTOB 110
YIIPaBJIEHHIO TIEPCOHATIOM

[ltarHoe pactucanue (ct. 57 Tpynosoro Koxekca
P®)- ®opma mraTHoro pacnucanus (popma T-3)
YTBEpKJIeHA MOCTaHOBIIeHHEM ['ockoMcTara Poccun
ot 5 staBapst 2004 roma Nel.

[IpaBuiia BHYTPEHHETO TPYIOBOTO PACHOPSIIKA KaK
JIOKAJIBHBIA HOPMATHBHO-TIPABOBOM aKT,
KOHKPETH3UPYIOIIHH TOPSIOK PETYITHPOBAHUS
KITIOUEBBIX BOIIPOCOB COLUATIBLHO-TPYIOBBIX
OTHOIICHUH Ha npeanpustur. OOIIH MOPATOK
TTOATOTOBKH JIOKYMEHTa B COOTBETCTBUU cO CT. 190
TK P®. Ocobennoctr opopMIIeHIS IPaBUIT
BHYTPEHHETO TPYIOBOIO PACIIOPSIKa, COACPIKAHUE
BOTIPOCOB, KOTOPHIE OTPAKAFOTCS B TIPABIIIAX
BHYTPEHHETO TPYIOBOTO PACIIOPSIIKA.
OcobeHHocTH 00palleH sl ¢ TepCOHATBHBIMH
JaHHBIMH pa6OTHI/IKOB B COOTBETCTBHHU C
nostosxeHusiMu miaBbl 14 TK PO, TpeGosanus k
00paboTKe MepPCOHANBHBIX TAaHHBIX PAOOTHHKA.
[paBuna nepenauu nHGOPMAIHH, COMEPKAICH
CBEJICHHS O Pa0OTHHKE, TPETHUM JIHIIAM.
OTBeTCTBeHHOCTb JOJIXDKHOCTHBIX JIML, BUHOBHBIX B
HapyIIEHUH HOPM, PETYIUPYIOLIUX ITOJTy4YEHHE,
00paboTKy ¥ 3alIUTy MEPCOHATBHBIX JAHHBIX
pabotHuKa. MHCTPpYKIHS IO TOKYMEHTAIIHOHHOMY
o0ecrieueHuI0 YIpaBIIeHHsI IEPCOHATIOM
npeanpustusi. CTpyKTypa U CoAepikaHue pa3aesionB
JTAHHOTO JIOKYMEHTA.

[Ipopabotka
y4eOHOT0
(TeopeTHIecKoro)
Marepuaia

T'ocynapcTBennas
WHCHEKLHs TpyAa U
poLeaypa NpoBeIeHUs
MIPOBEPOK JOKYMEHTAIUH
KaJpOBOM CITy>KOBI

[TonrHOMOUMSI rOCYAAPCTBEHHON MHCTIEKIIUH TPY/IA.
IIponenypa u mnpaBuia NPOBEIAEHUS  IPOBEPOK
COOJIFOJICHUS ISHCTBYIOLIETO 3aKOHOAATENhCTBA. BB
npoBepok. Ilopsimox odopMieHns MEpOnpusSTHH MO
KOHTPOJIIO.

CocraB JOKyMEHTOB, TpeOyeMbIX OpraHaMH Haja3opa u

KOHTPOJISA pu TIPOBENICHNHT IIPOBEPOK.
OTBeTcCTBEHHOCTh  paboTonarens 3a  HapyIICHUE
JNEHCTBYIOIIET0  3aKOHOJATENbCTBA O Tpyle H

HerpamMoTHOe O(OpMIIEHHE KaJpOBOI JOKyMEHTAIlHH,
Bo3znaraemast TpynoseiM Kogexcom P® u Konekcom 00

AIMUHUCTPATUBHBIX MTPABOHAPYIICHU X

ITpopaboTka
yaebHOTO
(TeopeTHIecKoro)
Marepuaia




DopMHpOBaHUE U
BEJICHUE JINYHBIX JeIT

Jlmgnoe neno paboTHUKA KaK OCHOBHOM TOKYMEHT
MEPCOHANILHOTO y4YeTa, B KOTOPOM XpaHATCS Hauboee
MOJTHBIC CBEICHUS O COTPYAHUKE M €ro CIIyKeOHOU
JIEATEILHOCTH.

CocTaB M MOCIEIOBATEIHLHOCTh JOKYMEHTOB JTUYHOTO
nena. OcoOEHHOCTH COCTABIIEHUS IOKYMEHTOB JIMYHOTO
JieJIa; JIMYHOTO JINCTKA TI0 YYEeTY KaJpoB, HOTIOJTHEHUS K
JUYHOMY JTUCTKY, aBToOWorpadum W T.a. [lpaBuia
BBIIAYM JIMYHOTO JieJla BO BPEMEHHOE IOJIb30BAaHUE.
[Topsimok cocTaBnenwust onvcu TuaHOTO jAena. [lepenaua
JIUYHOTO JIe)Ia Ha apXuBHOE XpaHeHHne. CocTaBlieHHE
3aBEPUTEILHON HAJIITUCH JIUYHOTO JeIia

[IpopaboTka
y4eOHOT0
(TeopeTH4ecKoro)
Mmarepuaia

JIndHas kapTouka

JInunas kapToUKa Kak OCHOBHOW JJOKYMEHT
MEePCOHANILHOTO y4yeTa paOOTHUKOB OpTaHU3aIIH.
JloKyMeHTBI, Ha OCHOBaHUH KOTOPBIX 3aTIOJTHSIETCS
nryHas KapTodka. [lopsaok KomupoBaHus CBEICHUN B
JIMYHOM KapTOuKe. 3aroIHEHUE TUYHON KapTOUYKH.
[Topsimok BHECEHU HUCIIPaBICHUNA U U3MEHEHUN B
JIMYHYIO KapTOUYKY paOOTHHKA.

ITpopaboTka
y4ebHOro
(TeopeTHIecKoro)
Marepuaia

JlokyMeHTHpOBaHHE
IPOLIECCOB IBUKEHHSI
KaJpoB

JoxkyMeHTHpOBaHHE IIpoIlecca ABIKEHUS KaIpoB Ha
MPEANPUSITHH KaK BaKHeH ast QyHKIHS OT/AeNa KaIpoB.
Bunpr nBmxenust kagpoB. CxeMbl IpueMa, repe-Boja,
YBOJIbHEHHS PaOOTHHKOB.

OdopmiteHne npreMa PpabOTHHKOB. Cocras
JOKYMEHTOB, TpeOyeMbIX MNpH IpHeMe Ha paboTy B
cootBercTBrHU ¢ TpynoBemm Konekcom PO.

[lopsimox  3aKMIOYEeHUs] TPYOOBEIX  JTOTOBOPOB  C
MOCTOSIHHBIMH M BPEMEHHBIMU Pa0OTHUKAMH.
OCoOeHHOCTH COCTaBJICHUS] YHU(HUIHUPOBAHHBIX (hopm
MPUKA30B TI0 JIMYHOMY COCTaBY, KacaroIIUXCs IpHeMa
(¢popma T-1, T-1a).

Odopmienne nepeBo/a, nepeMeIieHus,
KOMaHAUPOBaHUS pabOTHHKOB. OcobeHHocTn
o(opMIIeHHS 1 OCHOBAHUSI Pa3JINYHBIX BHJOB IIEPEBOA
(mepeBox Ha Apyryto paboTy Ha TOM e MPEANPUSITHH;
MepeBo]] Ha paboTy Ha ApYyroe MpennpusITHE; IePeBO
Ha paboTy B JAPYI'yI0 MeCTHOCTB). (OCOOCHHOCTH
COCTaBJICHUSI YHU(UIIMPOBAHHBIX (DOpM IPHUKA30B IO
JIMYHOMY COCTaBy, Kacaronuxcs nepesoja (popma T-5,
T-5a), xomanmupoBanus (¢popmer T-9, T-9a, T-10, T-
10a). Odopmnenue otmycka. IlpaBuma U Cpoku
HOArOTOBKK  Tpaduka ormyckoB  (popma  T-7).
OCo0eHHOCTH COCTaBJICHUS YHH(MDHUIIMPOBAHHBIX (OPM
MPUKa30B 110 JUYHOMY COCTaBY, KacarOUIMXCs OTIYCKa
(¢popma T-6, T-6a).

OdopmiieHne yBonbHEHUS PaOOTHUKOB. OCHOBaHHSA
MpeKpalleHns] TPYA0BOTrO JOrOBOpa B COOTBETCTBHHU C
HOPMaMH TPYAOBOIO TpaBa; MpaBWia OQPOPMICHUS]
MIpeKpaleHns: Tpy1oBoro aoroBopa. OTBETCTBEHHOCTH,
paboTozaTens 3a He3aKOHHOE YBOJIbHEHHE PAOOTHHUKOB.
OcoOeHHOCTH COCTaBJICHUS YHH(UIIMPOBAHHBIX (OPM
NPUKa30B MO JIMYHOMY COCTaBY, KacaloIINXCH]
yBOoNbHEHHS paboTHUKOB (popmer Ne T-8, T-8a).
INopsnok perucTpanuy NPHKA30B MO JTMYHOMY COCTaBY

ITpopaboTka
y4eOHOro
(TeopeTUIecKoro)
Marepuaia

Benenwne TpynoBbIx
KHMKEK

Ilonsatne TpynoBoi kHWKKU. Dopma TpynOBOH
KHMKKU. HopmaTuBHO-MeTOIMYECKAS 6asa,
peryIaMeHTHpYIoIiasl MOPAIOK BEICHUS, 3arOIHEHUS

TPYAOBBIX KHUKCK, 00eCIICUCHHUS UMHU pa60Toz[aTeneI7I.

[popaboTka
y4eOHOTO
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3amnoyiHeHUe CBEJCHUN 0 pabOTHUKE. 3aloJIHEeHNe

cBeZieHHH o0 paboTe. 3amoJiHEHWE CBEIEHWA O
HarpaxkJieHuH. 3arojHeHHe CBeleHU 00 YBOJIbHEHHUH
(npekparenun TpyaoBoro jgorosopa). OcoOeHHOCTH
3aMoJIHEHUs] CBEJACHUNH 00 YBOJIbHEHUH
paboTy B CBSI3U C MEPEBOAOM pabOTHHKA.
Buecenne wu3MeHeHWI W JOMONHEHWH B TPYIOBYIO
KHIKKY. JlyOnmmkar TpynoBOW KHHXKKH.
TPYIOBOH KHUKKH TpPU YBOJNbHEHUH (TIPEKpallcHUU
TPYIOBOTO JOTOBOPA). BKIAABIII B TPyJOBYIO KHIDKKY.
VYder u XpaHeHHe TPYIOBBIX KHIKEK. JloKyMeHTamus
Mo y4yeTy OJAHKOB TPYAOBBIX KHIKEK (TPUXOAHO-

pacxoaHas KHUTa 10 YYETy 0JIaHKOB TPYAOBBIX KHUXKCK]
u BKJIaI[LIHIeﬁ K HUM, KHUTa y4€Ta IBHXKCHUA TPYIOBBIX|

KHIKEK M BKJIabIIel K HuM). OTBETCTBEHHOCTh 3a
COOJTFO/ICHUE TTOPSIKA BEICHUS TPYJIOBBIX KHUKCK.

U IpueMe Ha

Brigaua

(TeopeTH4ecKoro)
Marepuaia

Paznen 3. CucremaTnsanys M XpaHeHue JOKYMEHTOB KaJpPOBOii cJ1y:K0bl

Homenxnarypa nen [Tonsartue HomeHknatypsl aen. Ilopsnok cocraBnenust |[Ipopabotka
KaZIpoBOii CIry OBl HOMEHKJIATYPBI €] KaPOBOH CIIy>KOBL. y4e0HOTO
(TeopeTH4ecKoro)
Marepuaia
DopMupoBaHUe Ae TpeGoBauus, mpenbsBisieMble K 3aronoBkaMm jen.|IIpopaborka
OJeMEeHTHI 3ar0JIOBKOB €. y4eOHOro
[lpaBuna  TPYNIMPOBKM  JOKYMEHTOB B JIENA,|(TeOPETHYECKOTO)

oopmitenns 3aronoBkoB aen. [Ipr3Haku rpynmupoBKu
JIOKYMEHTOB B JiefIa.

Marepuaia

Ilopsanmox
JIOKYMEHTOB

apXMBHOMY XPaHEHUIO

IIOATrOTOBKH

K

[lopsanok NOATrOTOBKHM JOKYMEHTOB K apXUBHOMY
xpaHeHuro. Kiaccudukanus JOKYMEHTOB MO CpPOKaM

xpaHeHus. TpeOoBaHus, MPEIbABIIEMbIC APXUBHBIMU
cnyx0aMl K JOKyYMEHTaM, CIaBaeMbIM B apXUB.
Opranuzanusi TPOBENCHUS JKCIEPTH3BI EHHOCTH

JOKYMEHTOB.
YactnuHoe u mosnHOe odopmieHne ned. Ilopsmok
odopmIieHHs 00JI0KEK JIeT MOCTOSTHHOTO ¥ BpEMEHHOTO
cpoxoB xpaHeHnns1. CocTaBlieHHE 1 0(pOpPMIICHHE OITUCEH
nen. CocTaBieHne 3aBepUTENIbHOM HaIINCH Jielia.

AJIMUHUCTpATHBHAs OTBETCTBEHHOCTh 3a HAapyIICHHE
JICUCTBYIOIIET 0 3aKOHOJATENILCTBA 110 APXUBHOMY JICITY.

ITpopaboTka
y4eOHOTO
(TeopeTUIecKoro)
Marepuaia

2.3.2 3aHATHS CEMUHAPCKOIO THMA.

CemuHapckue

(mpaxTryeckue

3aHATHA) MPEACTaBISIOT

co00il  AeTalu3alfi0  JIEKIIHOHHOIO

TEOPETUUYECKOTI0 MaTepHasa, MPOBOJISATCS B LEISIX 3aKPEIJICHUSI Kypca U OXBaThIBAIOT BCE OCHOBHBIE pa3/Eibl.

OCHOBHO# ()OpPMOH ITPOBEICHHUS CEMHHAPOB U IIPAKTHICCKUX 3aHATHH SBISICTCS 00CYKICHNE Hanboee
MPOOJIEMHBIX W CIIOKHBIX BOIMPOCOB IO OTIENBHBIM TeMaM, a TakKe pelieHHe 3aaad U pa3doop NMpUMEpoB U
CUTYyalluil B ayTUTOPHBIX YCIOBUAX. B 00s13aHHOCTH TperoiaBaTessl BXOAAT: OKa3aHHE METOAMIESCKON TOMOIIIN
Y KOHCYJIFTUPOBAHHUE CTYJEHTOB 10 COOTBETCTBYIOIIUM T€MaM Kypca.
AKTHBHOCTb Ha IIPAKTUYECKUX 3aHITUSAX OLICHUBAETCS 0 CIAEAYIOIIUM KPUTEPHSIM:

M OTBETHI HAa BOIIPOCHI, NPCAJIaracMbIC pCIoaaBaTCICM;

M Y4aCTUuC B JUCKYCCHUAX;

M BBIITOJTHECHUEC IMTPOCKTHBIX U MHBIX SaﬂaHI/Iﬁ;

M ACCUCTHPOBAHUC MTPEIIOAABATCIIIO B ITPOBCACHU N 3aHITUH.

JloKTaas! ¥ ONIIOHUPOBAHUE JOKIIAJ0B IPOBEPSIOT CTEIICHB BIIAICHHS TEOPETHUECKUM MaTepHaoM, a
TaKXe KOPPEKTHOCTH ¥ CTPOTOCTh PacCy X ACHHH.
OneHuBaHUE NPAKTUYECKUX 33JaHUH BXOIUT B HAKOIUIEHHYIO OLICHKY.

No

Haunmenosanue

paznena

TemMaTuka MpaKkTUUECKUX 3aHITHH
(cemuHapoB)

dopma TeKyIIero
KOHTPOJIA




2 3 4

Pazpnen 1 [lousaTue TpedoBanusi k 0opmMJIEHHIO TOKYMEHTOB! IIpoBomutcs
3HAYeHue 0O030p HOPMATUBHO-TIPABOBOM 0a3bl JJOKYMEHTAIIMOHHOTO |(hopme
AOKYMeHTAlMoHHOro |obecrieuenus ynpasienus. [OCT P 6.30-2003. NPaKTHYECKOTO
obecrieyeHuUst [Tonsitue peKBHU3UTA JIOKyMEHTA, TpeOOBaHMS, |3aHATHS,
yIpasBJieHHsI NpebsBIsIeMble K O(QOPMIICHUIO PEKBH3UTOB M UX|IIPEAIOIaraet
NepCoHAIOM PAacCTIONIOKEHUIO Ha OJaHKE TOKYMEHTA. aHaJm3

[Ipunanue NOKyMEHTY FOPUINIECCKON CHIIBI. CUTYallMOHHBIX

CuryanmonHoe 3amganne «OmmOkn B 0(OPMIICHWH|3aJaHHA.

JOKYMEHTOB

CocTaB ¥ BUIBI KAIPOBOil JOKYMEHTAIINH:

OCHOBHEBIC KJIaCCU(PHUKAUY KaIPOBBIX TOKYMEHTOB.

[lpuka3sr MmO JAWMYHOMY COCTaBy Kak  OCHOBHOMU

pacropsIIMTENbHBIA JOKYMEHT, COCTABIISIEMBIN B ITPOIIECCe

JOKYMEHTHPOBaHHS  (QYHKIMHA  KagpOBOH  CIYXOBL

CuryanmoHHoe 3ajaHue «AHAIN3 KaJpOBOH JOKYMEHTAIINN

1o (DYHKIIUSM YIIPABIICHHUS TIEPCOHATIOM)
Paspen 11 TpeGoBaHust K cogep:KaHUIO U 0OPMIICHHIO IIpoBoputcs
OcHOBBI JIOKAJIBHBIX HOPMATHBHBIX AKTOB MO YIPaBJeHUIO |(hopme
JOKYMEHTAIMOHHOr0 | mepcoHasoM. CuTyanmonHoe 3aganue «Ommuoku B MPaKTHYECKOTO
o0ecreyeHUs IITATHOM PaCIUCAHUID» 3aHATHS,
yhpaBJieHuUsl CHUTyallMOHHOE 33JaHue «AYIHUT TPABII BHYTPSHHETO npeanosaraeT
NEePCOHATIOM TPYZOBOTO pacropsiika» CHTYaIllHOHHOE 3aaHue aHaJm3

«ITonoxxeHne 00 00paboOTKe MePCOHATBHBIX JTaHHBIX. CUTYAITMOHHBIX
Kakum emy OBITE?» 3aJaHuN.

Pa3paboTka TOKyMEHTOB, KaCalOIUXCS 3all[UThI
MEPCOHATIBHBIX JAHHBIX COTPYAHUKOB OPTaHU3alluU

@DopMHUpOBaHUE U BeJleHHE JIMYHBIX JIel.

CocTapneHne JOKYMEHTOB JINYHOTO JIeJia COTPYAHUKA IO
OCHOBHBIM 3TaraM paboThl IepcoHaia (Tipuem, epeBo,
YBOJIbHEHHE, aTTecTanus u T.1.). CocTaBieHne
BHYTPEHHEW OMUCH IOKYMEHTOB JIMYHOTO JeTa.
CocTtaBrieHue 3aBepUTEIHLHON HAIITUCH.

[TonroroBka TUYHOTO Jena AJIs Mepelayn Ha apXUBHOE
XpaHEeHHe.

JIM4yHasi KAPTOYKA.

CocraBieHne THYHON KapTOUKH PaOOTHHUKA.
Brecenue u3MeHeHui U UCTIpaBJIEHUH B JIMUHYIO
KapToukKy. KaproTeka TMUHBIX KapTOYeK: IpaBuiia
BEJICHHUS.

JloKkyMeHTHpPOBaHHE MPOIECCOB ABUKEHUS KAPOB.

ITomaroBass  mpoueaypa  OoQOpPMIICHHS  OCHOBHBIX
KaJpOBBIX MPOLeayp (IIpHeM, IepeBo, epeMeleHue,

MpeiocTaBIIeHNe OTIIyCKa, KOMaHMPOBaHHE,

YBOJIBHEHHE).

OCOOEHHOCTH MOJIrOTOBKY MPUKA30B 110 JTUYHOMY

COCTaBYy.

CutyarnioHHble 3a1aHI «AHAIU3 TPYI0BOTO

norosopay, «[Ipnem Ha paboTy», «AyIUT YBOJIbHEHUID

Benenue u xpaHeHne TPY/A0BbIX KHHKEK. 3aII0OTHCHHE
TUTYJIBHOTO JINCTA TPYAOBON KHIKKH.

3anonaenue pasjaena «CeeneHust 0 paboTey. 3anonHeHne
paznena «CBelleHUs 0 HarpaXICHUSIX .




BHecenue naMeHeHU 1 JOMOJIHEHUH B TPYAOBYIO KHUXKY.

8 HomeHnkiiaTtypa e kagpoBoii ciayxObl. [lonsartue
HOMeHKJIaTypel fen. CocTaBiieHHE HOMEHKIIATyphl
JIeJT KaJpOBOU CITYKOBI.

9 |Pazgea ITI. dopmMupoBanuUe aeJ. IIpoBoputcs B
CucremaTuzanus u TpebGoBanus, pexbABIIEMbIE K (POPMUPOBAHUIO bopme
XpaHeHHne JOKYMEHTOB | [eJI KaJpoBOi ciyk0b1. DopMUpoBaHUE HPaKTUYECKOTO
KAPOBOH CIIYKObI 3aTOJIOBKOB JIEI. 3AHATHSL,
HpENoNaraet
10 ITopsiIOK MOATOTOBKH JOKYMEHTOB K ADXHBHOMY aHATHI3
XpPaHEHHI0. CHTYallMOHHBIX
[ToAroToBKa JOKYMEHTOB K aDXUBHOMY XPAHEHHIO. 3a1aHwyii.

[TomHoe n yacTHuHOE OpopMIICHHE eIl
[IpoBenenue sKcIIepTH3bI IEHHOCTH TIOKYMEHTOB.

JlaGopartopHbIe 3aHATHS - HE IPEIYCMOTPEHEI
2.3.4 IlpumepHan TemaTuka pedeparon
CoBepIlIeHCTBOBaHHUE KaIpOBOT0 00ECIEUESHUS CHCTEMBI YIIPABJICHHS [IEPCOHATIOM.
[ToBwmmieHne 3 PEKTUBHOCTH KaIPOBOTO JAEIONPON3BOICTBA.
AHaII3 KaIpoBOT0 JOKYMEHTOO000POTa Ha PEATIPHUSTHH.
AyYIWT JIOKaTBFHBIX HOPMATHBHBIX aKTOB OpTaHU3AINH.
CoBepIeHCTBOBaHIE COCTABIICHUS IPpadiKa OTITYCKOB.
MecTo KagpoBOro JeJI0NPOU3BOACTBA B CUCTEME YIIPABJICHHS IIEPCOHAIIOM.
Pa3paboTka cucTeMbl Ka{poBOH JOKYMEHTALHH.
Pa3paboTka mIraTHOro pactucaHusl.
JokyMeHTaIpHOE 00ecIIeueHre AeATSIFHOCTH KaIpOBOH CIy>KOBI KOMMEPUYECKOW OpraHn3aIliH.
0 OueHka NPaBUILHOCTH XPaHEHUS U CUCTEMATH3aIMH JIOKYMEHTOB KaJpOBOH CITY>KOBI.
1 OueHnka NpaBUIBHOCTH BEACHUS U XPAHEHUS TPYAOBBIX KHHKEK OPraHU3aLIUH.
12 Aynut KaapoBOW JOKyMEHTAI[MH OpTraHW3allHH.
13 Ayzaut yBOJIBHEHHH.
14 Amnanu3 coOmoeHNUs HOPM TPYJOBOTO 3aKOHOAATEIHCTBA IPU OPOPMIICHHHU JABIKEHUSI KaJJpOB
15 Pa3paboTka HOMEHKJIATYPHI Jel KaAPOBOH CITY>KOBI.
16 Amnanu3 copepskaHus ¥ 0(OPMIICHUS TPYIOBBIX JOTOBOPOB OpraHH3AIINH.
2.4 TlepevyeHb y4eOHO-MeTOANYECKOro o0ecneyeHus 1JIsl CAMOCTOSITeILHOI padoThl 00yUarommxcs 1o
JUCIUTIIIHHE (MOIYJII0)

PP OOO~NO O WDNPE

ITepeueHs y4eOHO-METOMIECKOTO 00ECIeUEHNS AUCUUIITUHEI T10
Ne Bun CPC BBINOJTHEHUIO CAMOCTOSITETIBHOM PabOTHI

1 2 3

1. IIpopaboTka
y4eOHOTO
(TeopeTudeckoro)
MaTepuana

2. Brinonnenue MeToauueckue pekoMeHJalUM Uil CTYJEHTOB HalpaBJ€HUs YIpaBJICHUE
UHIUBUYaJbHEIX | TEPCOHANIOM IO BBINOJHEHUIO MMCHMEHHBIX PaboOT, yTBEPKAECHHbIE Kadenpon
3aJaHu i VIIpaBIICHHUS IEPCOHATIOM M OPTaHU3alMOHHOHN IICHXOJIOTHEH,

(moxaroToBka
COOOIIIEHMIA,
Mpe3eHTaLnH)
3. Pedepat
Occe

b

5. ITonroroska K

TEKyIIEMY
KOHTPOJIIO

6. NudopmanmonHo
e o0ecrieyeHue
YIIPaBICHUECKON




| | ACATCIIBHOCTHU

YdeOHO-METOANIECKUE MaTEePHAIIBI IS CAMOCTOSITENEHON PadOTHI 00YUArOITIXCS M3 YMCIIa MHBAJIHIOB
U JIMII C OTPAHUYCHHBIMU BO3MOXKHOCTAMHU 310poBbs (OB3) mpenocTasisitorest B popmax, aTanTHPOBAHHBIX K
OTPaHMYCHUSM HX 3JOPOBBS U BOCHPHUATHS HH(POPMAITIH:

st UL ¢ HApYIICHUSIMY 3PCHUS:
— B TIeYaTHOH (popMe YBEITMICHHBIM MIPUPTOM,
— B popMe IIMEKTPOHHOTO JOKYMEHTA,
JJ1s1 UL ¢ HApYIICHUSMU CITyXa:
— B IiedaTHo# ¢opme,
— B JOpMe IIEKTPOHHOTO TOKYMEHTA.

st TUII ¢ HapyIICHUSIMU OTIOPHO-IBUTATEFHOTO alapara:
— B Tie4aTHoOU opme,
— B ()OpMe IIEKTPOHHOTO TOKYMEHTA,

JlaHHBII IepedeHb MOXKET OBITh KOHKPETH3UPOBAH B 3aBHCUMOCTH OT KOHTHHI'CHTa 00yJarOITIXCsl.

3. Oopa3oBaTeibHbIE TEXHOJOTHU.
Jlexnus-Bu3yanu3amus, pooIeMHas JISKIH, pa300p MPaKTHISCKUX 3a1ad U KeHCOoB.
715t UL ¢ orpaHudIeHHBIMHA BO3MOKHOCTSIMHU 3I0POBBS IIPEIYCMOTPEHA OpraHU3aIisI KOHCYIBTAIHN C
HCTIOJIb30BAHUEM DIICKTPOHHOM MOYTHI.

3aHATHS, TIPOBOAUMEIE C HCIIOIH30BAHIEM HHTEPAKTHBHBIX TEXHOJIOTHI

Konugects
Bun 3ansTust Hcnonb3yeMble HHTEPaKTUBHBIE 00pa30BaTeIbHbIE
Cemectp o
(JI, 113, JIP) TEXHOJIOTHU
9acoB
7 J Jlek1umst ¢ sIeMEeHTaMH TIeJarOrHYeCKUid SBPUCTHKH, 2
JICKIMS-KOHCYTbTAIIHS
113 Becenpl, pa3bop cuTyaruii, mpe3eHTaIus J0KJIaI0B, 2
co00MeHnH B (hopMaTe MUHH-KOH(DEPESHITUU
Hroro: 4

4. OueHOYHBIE CPEACTBA 115 TEKYIIEr0 KOHTPOJIS YCIeBaeMOCTH U IPOMEKYTOYHO aTTeCTaluu.

4.1 ®oH/1 OLIEHOYHBIX CPEACTB /151 MPOBeIeHNs TEKYIero KOHTPOJIS.

OO0pa3ubl TeCTOBBIX H KOHTPOJIbHBIX 33/IaHUH TEKYIIEro KOHTPOJIs

[Ipumep oxHOro M3 BapHAHTOB TECTOBOTO 3aJaHUS U KOHTPOIbHOW paboTel Mo Teme «Benenue
TPYAOBBIX KHIKEK):

1. B mpy0oeyro KHUdHCKY He0OX00UMO 8HeCTU 3aNUCU:

- B JICHb NIOCTYIUIEHUs paOOTHHUKA Ha paloTy;
nocie 5 gHeit paboThl Ha IPEANIPUATHH;

- 110 OKOHYaHWH UCIIBITATEIHHOTO CPOKA.

2. Pabomuux obpamuncs 8 Kkaoposgylo cayxcOy ¢ npocvboi evloams 0yOIuKam mpyooeou KHUNCKU.
Oonaxo Kkadposuk 3asa6ui, 4mo OYOIUKAMbL GblOAIOMCA PAOOMHUKAM MOAbKO 6 MmeueHue 200a nocie
yeonvuenus. Ilpasomeprul 1w maxue 3aseienua? Yxasicume cpok gvidauu 0yoauKama mpyoo8ou KHUMCKU.

- 15 nuei

- 5 nueit

- rox

- CPOKH HE YCTAaHOBJICHBI, TyOJIUKAT OyIeT BBINKCAH MOCIIE MPEIOCTABICHUS BCEX CIIPABOK

3. Ilpu ygonvhenuu compyoHux OONNCEH 3a6ePUMb C80e CO2NacUe ¢ NPOU3BEOCHHBIMU 3ANUCIMU 8 €20
mpyooeou KHuicKe cgoell noonucwlo. Kak amo oerame na npakmuxe?

- MOCTaBUTh CBOIO HOJIKCH 10/ 3aIIKChI0 00 YBOJIBHEHHH

- MOCTaBUTh CBOIO TOJAMKCH I0J] MOAMUCHIO JOJDKHOCTHOTO JIMIA, MOAMUCABILETO TPYIOBYIO
KHIDKKY B pazzenax «CeeneHus o padborey, «CBeIeHUS O MOOMIPEHUIDY

- MTOCTABHUTH CBOIO MOJIIHCH B IMYHON KapTOUKe

4. CompyOHux yeonen 3a cucmemamuyeckoe omcymcemeue Ha pabome 6e3 Y8adiCUMENbHbIX NPUYUH U
Haonedcaujeco oghpopmaenust cgoeco omcymcemsus. Ilo moii sce npuyune epyuenue emy mpyoosol KHUNCKU He
npeocmasnaemcs 603MOACHLIM. Kax npasuibHo nocmynums 8 makou cumyayuu?

- OTHPABUTH YBEIOMIICHHE O HEOOXOIUMOCTH SBUTHCS 32 TPYAOBOH KHIKKOH IO TIOYTE -

OTHPABUTH O TOYTE, IPEABAPUTEIHFHO TIOTyYHB COTJIACHE PAOOTHHKA
- XPaHHUTh €€ Ha TPEANPUSITHU B TEUCHHUE 2-X JIET, 3aTEM C/IaTh B apXUB
- MOIIPOCHUTH POJCTBEHHHUKOB 3a0paTh ee
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5. B kaxux 0okymeHmax pabomuux 00IHCeH NOCMA8UMb C8010 NOORUCH NPU YBOTbHEHUU? - B
TPYIOBOM KHUXKKE

- B €T0 JIMYHOHN KapTOUKe
- B Kuure yuera nBrXeHUS TPyIOBBIX KHIDKEK M BKJIaBIIICH K HUM
6. Ilpu ogopmaenuu 6 mpyoosou KHUdX*CKe 3anUCU 0 nepesoode COMpPYOHUKA 8 OYXeaimepuro U HA3HAYeHUlU e20
Ha 00JHCHOCMb KACCUPA UHCNEKMOp CAyicObl Ka0po8 oumubcs u 6Hec HegepHoe HA38AHUE HOBOU OONIICHOCIU:
emecmo Oomichocmu  "kaccup” Hanucan "6Oyxearmep". Kakum obpazom ciredyem ucnpasumv HeEGepPHyHO
sanuce? Hanuwume npasunvhyro gopmyauposxy. Hedocmarowue ceedenus snucams camocmosmenbHo.

7. Bnpase 1u kadposas ciyxcoba mpebosamsv npuodpemens COmpyoOHUKAMU mpyoosbix KHUINCEK 3d CE0U
cuem? Kakum obpazom smo ogpopmnsemca?

- HeT, 0053aHHOCTh 00ECIICYCHHUS TPYIOBBIMU KHIDKKAMU JICKHUT Ha paboToIaTene - Iia, paboToaTeNb
MOXET B3bICKaTh CTOMMOCTB TPYJIOBOH KHIKKH C paOOTHHKa

- JIpyro# OTBET
8. Ha pabomy 6 opeanuzayuio ycmpausaromcs Moaoovle CReYUuarucmol, OKOHUUGUIUE gbicuiee yuebnoe
3aeedenue. Kaxyio 3anuco 6 mpyoosyio KHUJICKY (8 pazoen «ceedens 0 pabomey) HeobXo0UMO GHeCmiL:

- cBeeHus 00 00y4EeHUH B By3€ C yKa3aHUEM IepHoaa o0yueHHUs

- CBEJICHUSA O IIpHUeMe Ha paboTy

9. Obszan u pabomodamens 6vi0ams paboOMHUKY HA PYKU MPYOOBYIO KHUIICKY NO €20 Npocboe:

- na

- Ja, TI0 TUCbMEHHOMY 3asBJICHUIO paOOTHHKA - HET, TOJBKO KOITHIO
Ilepeuenv uacmu komnemeHyuu, NPOBEPIEMbIX OYEHOUHbIM CPEOCBOM.:

OK-6 CmocoGHOCTEIO paboTaTh B KOJUIEKTUBE, TOJIEPAHTHO BOCTIPHHAMASI COLUATIBHEIE, STHIYECKHE,
KOH(ECCHOHATBHBIEC U KYIbTYPHBIC Pa3IIusL.

«He/3a4eT» - OTCYTCTBUE PA0OTHI B TPYIIIIOBOM JeATEIbHOCTH HaJl BOIIPOCAMH JUIsl 00CYKAeHHs 0e3 yJdacTus B
myOIMIHOM OOCYXICHUU B apryMEHTAIMK C(HOPMYITHPOBAHHBIX BBIBOJIOB;

«3a4TEeHO» - paboTa B TPYMIIOBON INEATEIFHOCTH HAJ BOMPOCAMH AJIS OOCYKICHUS C COIEeP KaTeITbHBIM
y4acTHeM B IyOJIMYHOM OOCYXKIEHHU U apryMeHTalu chopMyTHpOBAaHHBIX BBIBOJIOB; JIMJEPCKask MO3UIMSA U
MOJIEpaTOPCTBO B TPYIIIOBOM MESTETEHOCTH BOIPOCAMHU ISl OOCYKICHHS C CONEp)KaTeNbHBIM yJacTHEM B
MyOIMIHOM OOCYKICHUHU U CHCTEMHON apTyMEHTAIIUH C(OPMYIUPOBAHHBIX BBIBOJIOB.

KontpoabHasi pa0ora. 3amoiHUTh TUTYJIBHBIH JIMCT TPYAOBONH KHWXKH U pasznen «CBeIdeHus o
pabote» ¢ 02.02.2003 o 18.12.2014 Ha OCHOBaHUH CJICAYIONTUX TAHHBIX.

Bor paboraere HauampHHKOM oTmena kaapoB OOO «BOCTOK». Bam HeoOxomumo ohopMHTH
TPYAOBYIO KHIXKY Ha VBaHOBY Ombry IlaBnoBHy, KoTOpas npuHUMaeTcs Ha padoty ¢ 2 ¢espains 2003 rona,
1980 roma poxnaeHus (29 ampens), ydamasics Ha YETBEPTOM Kypce B HpKyTCKOM TocyaapCTBEHHOM
YHHBEPCUTETE, Ha OJDKHOCTH MPOJABIA C UCTIBITATEIFHBIM CPOKOM 3 Mecsilia, Ha OCHOBaHMH Tpukaza Ne 23k
ot 29.01.2003 rona.

1 aBrycra 2004 roga mpuHOCHUT CBUIETEILCTBO 0 Opake Ne324 ot 15.07.2004 r., rie yka3aHo, 4To
OHAa ToMeHsu1a pamunmio Ha [leTpoBy.

5 mronst 2007 Toa MPUHOCKUT AMILIOM O BbiciieM oopa3oBannu Ne BK-345234 ot 15.06.2007 1., tae
yKa3aHo, 4TO eii IPHCBOeHa KBaIH(DUKAINSI MEHEKepa 10 CIeNHanbHOCTH « MEeHeKMEHT OpraHH3aIiny.

24 okTs10pst 2006r. IEpeBOAUTCS B KOMMEPUYECKUH 0TI Ha JOJDKHOCTh MEHEDKepa 1o
npoaaxam (mpukas ot 24.10.2006 r. Ne 342k).

18 nexabps 2014 roga yBOJIBHSIETCSI IO COOCTBEHHOMY JKENTAaHHMIO Ha OCHOBaHUH Ipukasza Ne 234 k ot
18.12.2014 r.

JanHas paboTa MPOBOAWTCS MUCBMEHHO HAa MPAKTHYECKOM 3aHATHH. [IJIsl YCIEHIHOrOo BBINMOJHEHUS
paboTBl OT CTyAeHTa TpeOyeTcs IOCEIleHHe JIeKIMH MO TeMe, IIOCEIleHHe, MOATOTOBKa M paboTa Ha
MPAaKTUYECKUX 3aHATHUIX 110 TeMe «BeneHne TpyIoBOH KHIKKI.

Ilepeuenv uacmu KoMnemeHyuu, NPoBePEeMbIX OYEHOUHbIM CPEOCHBOM:

[1K-36 - 3nanuemM TpeOOBaHUI K OpraHM3alNHU KaJpOBOTO JCIOMPON3BOACTBA H JOKYMEHTUPOBAHUIO
TPYAOBBIX OTHOIICHUH, XPAHCHHS JOKYMEHTOB IO JJHTIHOMY COCTaBY

«He/3a4eT» - OTCYTCTBUE AIIEMEHTAPHBIX 3HAHUH MPUMEHEHUS] HOPMATHBHO-TIPABOBBIX JIOKYMEHTOB B
MPaKTUIECKOU padoTe;

«3aYTCHOY» - CTYJICHT 3HAKOM C HaBbIKaMU 0()OPMIICHHSI IOKYMEHTOB 110 JIBHKEHHIO KaJIPOB B OpPraHH3aI[1K
1 CONIPOBOXKAAIONIEH JOKYMEHTAIIHH;

IIpumepHasi TeMaTHKa KeiiCOBBIX CHTYalM i
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HasBanne  kelicoBoil Lenp BEIMOTHEHUS TpeboBaHnus, Meronnueckue
CUTYallH MpeIbsBIIEMbIE K YKa3aHus K
COZlepKaHUIO U BBITIOJIHEHUIO
oopmIIeHUIO
«neanpHBIN TOKyMEHT) YcBoenune Heobxonumo [Tpu BBIIIOJTHEHU N
TpeOOBaHMIA, COCTaBUTh UJEATHEHO 3aJaHUs ciemyer
MPEIbABISIEMBIX K o(opMITEHHBII BEIOpaTh UIA aHaM3a
o opMIICHUIO JIOKyMEHT. 3aJaHue OpraHU3alMOHHBINA
OpraHU3aluOHHO- BBITIOJIHSETCS B WIn
pacnopsIuTeIbHON MMUCBMEHHOH opme pacropsIUTEIbHBIN
JIOKYMEHTAallUY, JIOKYMEHT
PaCMOI0KEHUIO OpraHu3alluy,
PEKBU3UTOB Ha 0pOpMUTD ero B
OJraHKe JJOKyMEHTa cootrBerctBUHu ¢ ' OCT
P 630 - 2003
BozmorxHO
HCIOJIb30BaHKE
YTII0BOTO
WIH MIPOJI0IBHOTO
PacIoI0XKEeHH

s pPCKBU3UTOB.

Aynut
Jorosopa

TPYAOBOTO

ITpuoGperenue
MPAaKTHUECKUX
HaBBIKOB COCTABJICHHS
TPYIOBBIX JTOTOBOPOB

Brmmonnsercs B
MUCBMEHHOH hopme ¢
YKa3aHHEeM BCeX
OIIIHOOK,
JIOTTYIIEHHBIX
COCTaBJICHUH
TPYAOBOTO  JIOTOBOpA

npu

[pu BBIIIOJIHEHUN
3aJaHdsl  HeoOXOIUMO
[IPOAaHAaIN3HPOBATh

TPYAOBOH OTOBOP Ha
npeaMer

1) OTpakeHHs
00s13aTENIBHBIX U
JIOTIOJTHUTEITBHBIX
yCII0BUl,
MPEyCMOTPEHHBIX CT.
57 TK P®;

2) MPaBUILHOCTH
ero
odopmiieHus B
coorserctBun ¢ ['OCT
P 7.0.97.2016.
AynuT JIOKaJILHOT'O ITpuoGperenue Beinonnsercs B Heob6xoaumo
HOPMATUBHOTO  aKTa MPaKTUYECKUX MIHCBMEHHOH opme ¢ 03HAKOMUTBCS c
OpraHm3anu o pabore HaBBIKOB COCTAaBIICHHUS | YKa3aHMEM OCHOBHBIX HOpPMaTUBHOW  0a30H,
C IIEpPCOHAJIBHBIMU JIOKaJILHOT'O OIINOOK, periaaMeHTUpyoIen
JAaHHBIMHU HOPMAaTHBHOTI'O aKTa JIOIYIICHHBIX MpU paborty c
PabOTHMKOB OpraHu3alluy B COCTaBJICHUU HNEPCOHALHBIMU
COOTBETCTBHHU C HOPMAaTHUBHOTO aKTa JAaHHBIMU paOOTHHUKOB,
JEHCTBYIOMINUM MIPOAHAIN3UPOBATh
3aKOHOJAATENbCTBOM HOPMATUBHBIN aKT Ha

MPEIMET COOTBETCTBHS
TpeOOBaHMIM
3aKOHOJIATENILCTRA.

HepeueHb uacmu KomnemeHyuu, npoeepiaemoblx OYeHoOUYHbIM cpedcmeom:

IK-37

Bnanenuem IMpUHLOUIIAMH, METOAAMU U HOPMAaMH OpTraHHU3alliuu, XpaHCHU S, KOMIIJICKTOBAHW,

y4€Ta U UCIIOJIb30BaHUs apXUBHBIX JOKYMCHTOB, TOKYMCHTOB JIMYHOT'O ITPOUCXOKIACHUSA
«HE/3a9eT» - OTCYTCTBHE TOTOBHOCTH OKAa3bIBATh KOHCYJIBTAIIUH IO OCHOBAM pa3paboTKH KaJapOBOM
JOKYMEHTAIIUH, €€ COCTaBa, MOPSAIKa IBKEHHUS JOKYMEHTALUH;
«3a4TEHO» - CTYJCHT UMEET CHCTEMHOE MPEACTaBICHNE 1T0 (POPMHUPOBAHHIO U OPTraHNU3AIMH TPOLIEAYP
peryIupoBaHus TPYJOBBIX OTHOILIEHUH;
[TK-13 ymenue BecTu KaapoBOe JIETIOMPOU3BOACTBO M OPTaHU30BBIBATH APXUBHOE XPaHEHUE KAJAPOBBIX
JOKYMEHTOB B COOTBETCTBUH C ACHCTBYIOIIMMH HOPMAaTUBHO-TIPaBOBBIMU aKTaMH, 3HaHHE OCHOB KaJpOBOH
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CTaTUCTHKH, BJIaJCHUEM HaBBIKAMHU COCTABJICHHS KaJpPOBOH OTYETHOCTH, & TAKXKE HABBIKAMH O3HAKOMIICHUS
COTPYIHHKOB OpPraHU3aIlMHd C KaJPOBOW JTOKYMEHTAIWEH W JNEHCTBYIOMIMMH JIOKATBHBIMA HOPMATHBHBIMHU
aKTaMH, yMEHHE 00ECIICYUTD 3allUTy MEPCOHATBHBIX TAHHBIX COTPYTHUKOB

«HE/3a4eT» - OTCYTCTBUE 3HAHWIA OCHOB KaJIpOBOTO JICIIONPON3BOJICTRA;

«3a4TeHO» - paboTa B IPYIIOBOM NEATEIBHOCTH HaJl BOMPOCAMHU Il OOCYKICHUS C COACPIKATCIBHBIM
YYaCTHEM BECTH KaJpOBOE JEIONPOU3BOJCTBO, OPraHU30BaTh APXUBHOE XPAHCHHE KAJPOBBIX JOKYMCHTOB B
COOTBETCTBHUH C JCHCTBYIOIIMMH HOPMATHBHBIMU TIPABOBHIMHU aKTAMHU.

4.2 ®oH OIIeHOYHBIX CPEACTB /IUIsl MPOBEIeHHsI MPOMEKYTOUHOM aTTecTAIUH.

IlepeyeHb BONPOCOB K IK3aMeHY:

[TonsTHE CHCTEMBI JOKYMEHTAITMOHHOTO 00ECTICUeHUS YIIPABICHUS IEPCOHAIIOM.

TpeboBanus, MpeabABIsIEMbIE K 0(OPMIICHUIO PEKBU3UTOB KaIPOBOI JOKYMEHTAIIHH.
[Ipuaanue nOKyMEeHTaM IOPUANIECKON CHITBI.

[Mopsimok 00pabOTKHU U PErUCTPALUU TOKYMEHTOB, HX WHICKCAIUU. PerucTpanmoHHbie (pOpMEI
JIOKYMEHTOB Y HX 3aIl0JTHCHHUE.

5 KoHTpOJb HCIIOTHEHHUS JOKYMEHTOB.

6 Kiaccudukaius kaapoBbIX JOKYMEHTOB.

7  OmIM4us B MOATOTOBKE MPHUKA30B 110 JTHYHOMY COCTABY U MPHUKA30B 10 OCHOBHOM IEATEIHHOCTH.
8

9

A WN P

HopmaruBHO-MeToandeckas 6a3a, periaMeHTHPYIOIIAsk IIOATOTOBKY KaapOBOH JOKYMEHTAITHH.
[IpocTeie U cIOXKHBIE MPHUKA3bl: 0COOCHHOCTH 0()OPMIICHUSI.

10 IlomsATHE TPYZOBOTO AOTOBOPA, 00S3aTEIHHBIX H JOTIOIHUTEIBHBIX YCIOBUH TPYIOBOTO IOTOBOPA.

11 TlpaBwia opopMieHHS PEKBH3UTOB TPYIOBOTO JOTOBOPA.

12 Ocobennocty 0(hOpMIICHHUS JKypHAJIa PETUCTPAIIMU TPYIOBBIX JTOTOBOPOB.

13 CocraB TOKyMEHTOB, TpeOYEMBIX OpraHaMH HaJ30pa U KOHTPOJISI ITPH MTPOBEACHUH ITPOBEPOK.

14 OdopmieHue Iporeayphl TPOBEPKH KAAPOBOM TOKYMEHTAIINH.

15 OcobeHHOCTH COCTABIICHHS KypHAJa yaeTa MEPOIPUATHHA 1O KOHTPOJTIO.

16 Bwuabl mpoBepok.

17 OrtBeTcTBEHHOCTH paboTomareNs U GU3NISCKHX JIUI] Ha HeHAJUIeXkKaIllee COCTOSTHUE KaJIpOBOM
JOKYMEHTAIIUH.

18 HasnaueHue HHCTPYKIMYU 110 JOKYMEHTAIHOHHOMY O0ECIICUeHUIO yIIpaBieHus nepcoHanoM. Cocran
pa3menos.

19 Ocobennoct pa3pabOTKH U COCTABJICHHUS IITATHOTO pACIHCaHUsI.

20 [IpaBmia BHYTPEHHETO TPYIOBOTO PACIIOPSIKA: HA3HAUCHHE U MTOPSIIOK O(POPMICHUS.

21 TlepcoHanbHBIE JaHHBIC PAOOTHUKA: COOP, XPaHEHUE, OTBETCTBEHHOCTH 32 JIOCTOBEPHOCTH U
HE3aKOHHOE pacIpOCTpaHEHHE.

22 OcCHOBHBIC HOPMATUBHO-TIPABOBBIC AKTHI, PETIIAMEHTUPYIONINE PAOOTY ¢ TPYJAOBBIMU KHIKKAMH
PpabOTHHKOB.

23 TlpaBuia opopmiieHHs TPYAOBBIX KHMKEK, BHECEHHS JOMOJHEHHS U HCIIPABICHUI B HEMPaBUIHHO
BHECEHHbIE 3aIIMCH.

24 Tlopsmox BeIIAYX TPYAOBOW KHIKKHA PaOOTHHKY

25 BxuaapIll B TPYAOBYIO KHUXKKY.

26 Brinaga gyOnukara TpyIOBOI KHIKKH

27 VYdeT IBWKECHUS TPYIOBBIX KHIKEK M BKJIAJIBIIICH K HAM.

28 Odopmienue npreMa paboTHHKOB. COCTaB JOKYMEHTOB, TpEOyEMBIX IIpH IIpHEMe Ha paboTy.

29 Odopmienue nepeBoa pabOTHHKOB Ha APYTYIO paboTy

30 OdopmiieHue mporeaypbl KOMaHAUPOBaHUS PAOOTHHKOB.

31 OdopmieHue oTITyCKa.

32 TlpaBuia v cpoKH MOATOTOBKHU rpaduka otmyckos (hopma T-7).

33 OdopmiieHne mporenypsl YBOJIbHEHUS PAOOTHUKOB

34 Oco0eHHOCTH COCTAaBICHUS YHH(PHUITMPOBAHHBIX (POPM MPUKA30B MO JINIHOMY COCTaBY.

35 ®dopmupoBaHue U BeACHUE JIMYHBIX Ae. COCTaB IOKYMEHTOB JIMYHOTO Jea.

36 Benenune nuuHbIX KapTouek. IIpaBuia BHECEHUS HCIIPABICHUH B TMYHBIC KAPTOUKH.

37 TloHsTHe HOMEHKIATYpHI nen. [Topsgok cocTaBIeHUs HOMEHKIATYPHI A€ KaJAPOBOH CITYKOBI.

38 TpeboBauwus, MpeabIABISICMBIC K 3ar0JIOBKAM JIeN. DJIEMEHTHI 3ar0JIOBKOB €.

39 Topsmox popmuposanus aen. [Ipu3Haku rpynmupoBKY JOKYMEHTOB B JIea.

40 Ilopsmok MOATOTOBKU TOKYMEHTOB K aDXMBHOMY XPaHEHHIO.

41 Kiaccuukanys ZOKyMEHTOB IT0 CPOKaM XpaHCHHS.

42 YactuuHOE W MOJHOE 0GOpMIICHUE AeIl.

43 Cocrapnenue u ohopMIICHHAE OITUCEH IeT.

44 Oprasuszanus MpoOBEICHHUS IKCIIEPTU3BI IICHHOCTH JOKYMEHTOB.
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45 AnMHUHUCTpaTHUBHAS OTBETCTBEHHOCTH 32 HAPYIICHUE JEHCTBYIOIMIETO 3aKOHOAATEIBCTBA 1O
apXUBHOMY JICTY.
OueHuBaHUE NPOUCXOANT MO dopmy.ie:
OMTOFOBaﬂ = 0,2 * Ouakonneuﬂax + '0,3 * OnpoeK‘rHax + O,S * OMTOI‘OBOI‘O KOHTPOJISA

—  HaKOIUIEHHAs OLIEHKA MPOCTABISAETCS 3a aKTUBHOCTH O0YYAIOIIErocsl Ha MPaKTUYECKUX 3aHATHSIX,
MPOXOXKIEHUE TEKYILEro KOHTPOJISI U BHIIOJIHEHNE CAMOCTOATENBHOM paboThI,

— TIPOEKTHas OIEHKA MPOCTABILIETCS 32 3alIUTy TUCEMEHHOU pabOTHI MOKYPCY,

—  OIICHKa UTOTOBOTO KOHTPOJIS IPOCTABIISETCS 32 MPOXOKACHIE KOHTPOIFHOTO HCIBITAHUS 110 KYpCy B
(dopmare, onpeeeHHBIM pab0unuM yIeOHBIM ILIAHOM.
OneHku craBstcs mo 10-6ansHoi mKkaie. OKpyTriIeHne OleHKH TPOU3BOJUTCS B TIOJIB3Y CTYICHTA.

HToroBas omeHKa BBHICTABIICTCS B BEIOMOCTh COTJIACHO CIICIYIOMIEMY IPaBHUITY:

HUrorosas orenka Orenka 110 10-0anpHOM mIKaie
HEY/I0BJIETBOPUTEIHEHO 0-3

Y0BIIETBOPUTEIHLHO 4-5

XOPOIIIO 6-7

OTJIIMYHO 8-10

Iepeuenv wacmu KomnemeHyuu, NPOGEPIEMbIX OYEHOUHBIM CPEOCHBOM.:

OK-6 CriocoOHOCTBIO paboTaTh B KOJUICKTUBE, TOJICPAHTHO BOCIPUHHMMAS COIHAILHBIC, STHHYECKHUE,
KOH(ECCHOHATIBHBIE U KYIbTYPHBIC PA3ITHUMSL.

«HE/3a4eT» - OTCYTCTBHE PabOTHI B T'PYIIIOBOM IEATEIEHOCTH HaJ BOIPOCAMH JIs 0OCYX)IeHUS Oe3
y49acTus B IMyONUIHOM OOCYKICHUN U apTyMEHTAluu c(hOPMYIHPOBAHHBIX BEIBOIOB;

«3a4TeHO» - paboTa B TPYIIIOBOH AEATEIFHOCTH HAJ BOIPOCAMH IUIS OOCYXKIEHHSI C COACPKATEITEHBIM
Y9acTreM B IyOINIHOM OOCYXICHIH B apryMEHTAIlNH C(POpMYITHPOBAHHBIX BEIBOAOB; JIMACPCKAS TIO3UIHS U
MOJICpaTOPCTBO B T'PYNIIOBOM IESITENIFHOCTH BONPOCAMU ISl OOCY)KIEHHUS C COJCp)KATEeIbHBIM yJacTHEM B
MyOIMIHOM OOCYKICHUHU U CHCTEMHON apTyMEHTAIIUH C(OPMYITUPOBAHHBIX BBIBOJIOB.

[IK-36 3nanmem TpeOOBaHUI K OpraHU3alUN KaApOBOTO IEIONPOU3BOJACTBA U JOKYMEHTHPOBAHHIO
TPYAOBBIX OTHOILIEHUM, XpaHEHUS JOKYMEHTOB 110 INYHOMY COCTaBY

«He/3auery - OTCYTCTBUEC BJICMCHTAPHBIX 3HAHHUI MPUMCHEHUSI HOPMATUBHO-NIPABOBLIX JOKYMCHTOB B
MPaKTHYECKOH paboTe;

«3a4YTCHO» - CTYACHT 3HAKOM C HaBbIKaMH1 O(I)OpMJ'ICHI/IH JOKYMCHTOB I10 IBUKCHUIO KaAPOB B OpraHu3aiu
U COTIPOBOKIAIOIEN JOKYMEHTAIUY;

[IK-12-3HaHMe OCHOB pa3pa0OTKH ¥ BHEOPEHHS KaapOBOH U YIPaBICHYECKOW TOKYMEHTAIWH,
OIITUMH3aAIUU ,Z[OKyMeHTOO60pOTa u CXEM q)yHKL[I/IOHaJII)HI)IX B3aUMOCBSI3EH MCXKAY NnoApa3acjICHUsAMMN, OCHOB
pa3pabOTKM M BHEAPEHHS TMPOLEAYP PpEryJIUPOBAaHUS TPYAOBBIX OTHOIICHHWH U COMPOBOXIArOIIEH
JTOKYMEHTaIu!

«He/3aueT» - OTCYTCTBHE TOTOBHOCTH OKAa3bIBaTh KOHCYJIBTAIlMM II0 OCHOBaM pa3paboTKH KaJpoBOii
JOKYMEHTALINH, €€ COCTaBa, MOPSAKA ABMKCHUS JIOKYMEHTAIINY;

«3a4TE€HO» - CTYIEHT MMEET CHCTEMHOE IPEICTABICHUE MO (POPMHUPOBAHUIO U OPraHU3AINHU IIPOIEIYP
PEryIMpOBaHUs TPYIOBBIX OTHOIICHHIA;

[IK-37 BrnageHueM NpUHLUIIAMM, METOJaMU M HOPMaMM OpPraHMU3ALMU, XPAaHEHWs, KOMIUIEKTOBAaHMUS,
y4eTa U UCHOJIb30BaHUS APXUBHBIX JJOKYMEHTOB, JOKYMEHTOB JINYHOTO IPOUCXOKACHHUSI

«He/3a4eT» - OTCYTCTBUE 3HAHUH OCHOB KaJpPOBOTO AEIONPOU3BOJICTBRA;

«3a4TeHO» - paboTa B IPYINOBOM IEATEIHHOCTH HaJ BOIPOCAMHU IJISI OOCYKICHHUS C COACPIKATEIbHBIM
y4acTHeM BECTU KaJpOBOE AEIONPOU3BOJACTBO, OPraHU30BATh ApPXMBHOE XPAHEHHE KaJpOBBIX JOKYMEHTOB B
COOTBETCTBUU C JICHCTBYIONIMMU HOPMATHBHBIMH ITPABOBEIMH aKTaMH.

[IK-17- 3Hanme OCHOB pa3paboTKM M BHEAPEHHS NPO(ECCHOHANBHBIX, B TOM YHCIE KOPIOPATHBHBIX
CTaHJIapTOB B 00JIACTH yIPABIEHHS NIEPCOHATIOM, YMEHHE COCTABJIATH ONHCAHUSA W PaCTpeneaTh QyHKIUN U
(yHKIHMOHATBHBIE 00S3aHHOCTH COTPYAHUKOB, a TakkKe (YHKIUH MOAPA3JeNeHUH pa3HOTO YpOBHSA (KapThl
KOMHCTGHHHﬁ, JOOJLDKHOCTHBIC MHCTPYKIHH, ITOJIOKEHHUSA O HO}Ipa?))IeJ'IeHI/IHX)

«He/3a4eT» - OTCYTCTBUE IEMEHTAPHBIX 3HAHUH COCTABIAThH ONMMCAHMS JOJKHOCTHBIX HHCTPYKINIA;

«3a4TE€HO» - CTYJCHT 3HAKOM C HaBBIKAMH Pa3pabOTKH KapT KOMIETEHIMUH, JOIKHOCTHBIX MHCTPYKLUI,
MOJIOXKEHU 0 MoApa3IeNeHUsX;

OrneHoyHBIE CpeACTBAa IS HMHBAIMAOB W JIMI] C OTPAHHYECHHBIMH BO3MOXKHOCTSIMH 3IIOPOBBS
BBIOUPAIOTCS C YIETOM UX MHIVBHUIYATbHBIX ICUXO(PU3UICCKUX OCOOCHHOCTEH.
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— IOpu HEOOXOMUMOCTH HWHBAIUAAM W JIMIAM C OIPAaHMYCHHBIMH BO3MOXXHOCTSIMH 3OPOBBS
MPEIOCTABIIETCS JOTIOHUTEIBHOE BPEMsI JIIsl IOATOTOBKH OTBETA HA YK3aMEHE;— IIPH IIPOBEACHUH IPOLIETYPHI
OLICHWBAHUS PE3yJbTaTOB OOYUCHHS WHBAIMIOB W JHMI C OTPAHUYECHHBIMH BO3MOXXHOCTSMH 3IOPOBBS
MPeIyCMAaTPUBACTCS UCTIOIb30BAHUE TEXHHICCKUAX CPEIICTB, HEOOXOIUMBIX M B CBSI3U C X HHIUBHIYATbHBIMU
OCOOCHHOCTSIMU;

— MIpH HEOOXOAUMOCTH IS 00YUAFOIIUXCS C OTPAHUYCHHBIMU BO3MOXKHOCTSIMH 3I0POBbS U HHBAIUIOB
MpoIeypa OLCHUBAHUS PE3YJIbTATOB O0YUYCHUS 110 TUCIUILTUHE MOXKET MPOBOTUTHCS B HECKOIBKO ITAIIOB.

[Iponenypa oneHUBaHUS PE3yIBTATOB O0YIECHHUS HHBAIHIOB H JIHII C OTPAHUYIECHHBIMU BO3MOKHOCTSIMH
3M0POBbSl 10 JHUCHUILTHHE (MOIYNI0) TPEeIyCMAaTpUBaeT MpPeJOCTaBICHUE UHpopManmu B (opmax,
aIaTHPOBAHHBIX K OTPAHUYCHHSM KX 3I0POBbS M BOCIIPUATHS HH(POPMAITIH:

J71st UL ¢ HapyIIeHUsIMU 3pSHUS:

— B IIEYATHOH (hopMe yBEITHMUYCHHBIM IIPUPTOM,

— B (hOopMe BIIEKTPOHHOTO JOKyMEHTA.

J7ist UL ¢ HapyIIeHUsIMH CITyXa:

— B TICYaTHOH opme,

— B (hopMe FIIEKTPOHHOTO JOKYMEHTA.

715t UL ¢ HapyIICHUSIMU OTIOPHO-IBUTATENFHOTO alapara:

— B TICYaTHOH (opme,

— B (hopMe BIIEKTPOHHOTO JOKYMEHTA.

JlaHHBIN IepeYeHb MOXKET OBITh KOHKPETU3UPOBAH B 3aBHCUMOCTH OT KOHTHHI'CHTA 00yYarOIIHXCSl.

5. IlepeyeHb OCHOBHOIi U JONOJTHUTEILHOIH y4e0HOH auTepaTyphl, HEOOXOAUMOIi 1151 OCBOCHUS
TUCHATLUTHHBI (MOTYJIs1).

5.1 OcHoBHas JiuTEpaTYpAa:

KysnenoB, HWrops HukomaeBuu. JlokymeHTanmoHHOE oOecreueHue YyIpaBleHUs
nepconaioM [Tekcr]: yd4eOHMK M TPAaKTUKyM JUIsI TIPUKIATHOTO OakanaBpuarta: y4eOHUK JUis
CTYJICHTOB BY30B, 00YJAIOMIMXCS [0 IKOHOMUYECKUM HampaBleHUsAM U crieruanbHocTsM / W, H.
Ky3nenos. - Mocksa: FOpaiit, 2015. - 520 c.

ITonoBa, Exarepuna [mutpueBna (Ky6I'Y). IIpoGnembl 1OKyMEHTAllMOHHOTO
MEHE/PKMEHTA M JOKYMEHTUPOBAHUS JICATEIHbHOCTH Kopropamnuu [TekcT]: Xxpectomarus / [cocT.
E. 1. Tonosa, JI. B. Jlanckas]; M-Bo obpazoBanusi u Hayku Poc. ®enepannu, Kydbanckwuii roc.
yH-T. - Kpacnogap: [Ky6I'Y], 2013.-347 c

21.]'[5{ OCBOCHHMA NUCHUIUIMHBI UHBAJIMJAAMU U JIMIAMU C OIpaHUYCHHBIMH BO3MOXXHOCTAMU 300POBB
HUMEIOTCS U3/IaHHS B 3JICKTPOHHOM BUJE B 3JIEKTPOHHO-OMONNOTEUHBIX cucTeMax «JIaup» u «tOpaity.

5.2 JlonoJIHUTEJILHAS JIUTEpaTypa:

1 Baxapes, A.P. TpynoBas kHmKKa: 3anioqHeHHE, yueT, xpanenue / A.P. baxapes, O.A. KoBayeBckasl.
- HoBocubupck : Cubupckoe yHHBEpCUTETCKOE U3AaTeNbeTBO, 2009. - 144 c. - (Kamposuk). - ISBN 978-5-379-
00967-0 ; To xe [Daexrponnstii pecype]. - URL: http://biblioclub.ru/index.php?page=book&id=57284

2 Muxaiinos, F0.M. BonHCkuii y4eT B opraHm3anusx : mpaktudeckoe nocodue / KO.M. Muxaiinos. -
Mocksa ; bepmun : upekr-Menna, 2014. - 119 c. : mwn. - ISBN 978-5-4475-1649-9 ; To >xe [D7IeKTpOHHBIH
pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=253696

3. Cenuenko, I1.B. JlokymeHTallmoHHOE 0OecieueHne yIpaBieHIeCKUX pelIeHui : yueoHoe nocodue /
I1.B. Cenuenxo, HO.JI. Exmakos, B.E. Kupuenko ; MwunHmctepcTBO 00pa3oBanms W Hayku Poccuiickont
®enepanuu, Tomckuit ['ocynapcrennsiit YHuBepcuter CucreM Ynpasnenus u Pagnosnextponuxu (TYCVYP).
- Tomck : Db Konrtent, 2011. - 142 ¢. : Tabn., cxem. - ISBN 978-5-4332-0008- ; To e [DnekTpoHHbIH pecypc].
- URL: http://biblioclub.ru/index.php?page=book&id=208691

5.3. Ilepuoguyeckue M3IAHUS:

— Xypuan "Ynpasnenue nepconanom” [DnekTpoHHbII pecypc] — Pexxum noctymna: http://www.top-
personal.ru

— XKypuan «Kagposuky» (panor.ru/journals/kadrovik/)

— Od¢unuansHelii caiit HarmonansHoro corosa kaaposukos (http://www.kadrovik.ru)

— HWudopm. moprai sl CIENUATUCTOB 110 KaJpaM | yrpasiieHuo nepcoranom (http://www.pro-
personal.ru/)

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

6. [lepedens pecypcoB unpOpPMANNOHHO-TEIEKOMMYHUKAHOHHOI ceTn « AHTEpHET», B TOM YHCIE
COBpeMeHHbIe MPo(ecCHOHABLHBIE 0a3bI JAHHBIX H HH(POPMAIIMOHHBIE CIIPABOYHBIE CHCTEMBI

—  CnpasouHo-nipaBoBast cuctema «Koncynprant ITmocy (http://www.consultant.ru)

—  Tlopran otkpeIThiX manHbIx Poccuiickoit denepeparuu https://data.gov.ru

— baza  OTKpBITBIX  JaHHBIX  MMHHCTEpCTBA TpyAa W COLMAIBHON 3amuTel PO
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http://biblioclub.ru/index.php?page=book&amp;id=57284
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http://www.top-personal.ru/
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http://www.pro-personal.ru/
http://www.hr-journal.ru/
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https://data.gov.ru/

https://rosmintrud.ru/opendata

—  basa manneix Hayuroit anekrponnsiii oubnunoreku eLIBRARY.RU https:/felibrary.ru/

—  baza nanssix Beepoccniickoro nHCTHTYTa Hay4HOH 1 TexHUYecko napopmarmu (BUHUTH) PAH
http://www2.viniti.ru/

—  ba3el maHHBIX B cepe HHTEIIIEKTyalIbHOH COOCTBEHHOCTH, BKITIOYAs TATEHTHBIC 0a3bI TAHHBIX
WWW.rusnano.com

—  ba3pl 1aHHBIX U AaHATUTHYECKUE ITyOTUKAIINY «Y HUBEPCUTETCKAsE HH(POPMAIIOHHAS CUCTEMA
POCCHUSI» https://uisrussia.msu.ru/

— DbBa3a [paHHBIX MEKAYHapONHBIX HWHAEKCOB Hayunoro uurupoBanust Web of  Science
http://webofscience.com/;

—  Basa manHbIX pedepaToB u nUTHpOBaHMS SCOPUS http:/Awww.scopus.com/;

—  Bassl nannex komnanuu «Mct Beroy http://dlib.eastview.com/;

—  Awmepukarckas nateHTHas 6a3a qaHHbIx http://www.uspto.gov/patft/;

—  YuuBepcurtetckas uapopmarponnas ciucrema POCCHUA (YUC Poccust) http://uisrussia.msu.ru/;

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

—  basa mannsix Springer Protocols http://iwww.springerprotocols.com/;

—  Topran oTkpeIThIX HaHHBIX Poccuiickoit Menepepanuu https://data.gov.ru

— ba3a  OTKpBITBIX  JaHHBIX  MwMHHCTEpCTBA  TpyAa M COLMAIBHOM  3aumrtel PO
https://rosmintrud.ru/opendata

—  Basa mannbix Hayunoii snextponnsiii 6udniorexu eLIBRARY.RU https://elibrary.ru/

—  ba3a ganHbeIx BeepoccHiicKOro HHCTUTYTa Hay4qHOU U TexHu4yecKoi nagopmanuu (BUHNTI) PAH
http:/Aww2.viniti.ru/

—  ba3sl gaHHBIX B cdepe UHTSIUIEKTYaIbHONH COOCTBEHHOCTH, BKITIOYAs TATEHTHBIE 0a3bl TAHHBIX
WWW.rusnano.com

—  ba3pl JaHHBIX U aHATUTHUYECKHUE TyOINKALMK «Y HUBEPCUTETCKas HH(POPMALIOHHAs cCUCTEMA
POCCHUSI» https://uisrussia.msu.ru/

7. MeTtoanyeckue yKa3aHus AJs 00y4aOIMXCS 110 OCBOCHHIO TUCIUTIITMHBI (MOTYJIS)

JlexmoHHOE 3aHATHE TPEICTABIACT COOOH CHCTEMAaTHYECKOe, ITOCIEeI0BATENFHOE, MOHOIOTHUECKOE
U3JI0KEHHUE NPETIoIaBaTeIeM-JIEeKTOpPOM yueOHOTo MaTepHaia, Kak IPaBUiIo, TEOPETUIECKOTOo XapakTepa. Takoe
3aHATHE IMIPEACTaBIISICT COOOH INIEMEHT TEXHOJIOTHH NPEICTABICHHUS Y4eOHOTOo MaTepHaja IyTeM JIOTHUECKH
CTPOMHOI0, CUCTEMaTHUUYECKH MOCIIEI0BATEIbHOIO U SICHOTO M3JI0XKEHHs C MCIOJIb30BAHUEM HHTEPAKTHBHBIX
00pa3oBaTENFHBIX TEXHOJOTHH (MyITbTUMEINHHBIX, ICKIIHN-TUCKYCCHH, JCKIIHU-IEMOHCTPAIIHH).

Lenp nexuuu — opraHu3anus [ejeHanpaBIeHHON MO03HABATENbHON NEATEIBHOCTH 00yUYarOIIMXCs 10
OBIIAJICHUIO TPOTPAMMHBIM MaTepHalioM Y4eOHOW IUCIUIUIMHBL. UTeHWe Kypca ICKIMA IO3BOJSET AaTh
CBSI3aHHOE, I10CJIEZIOBATEIbHOE H3JI0KEHHWE MaTepuana B COOTBETCTBMM C HOBEMIIMMM JaHHBIMHU HAyKH,
COOOIINTH CITyIIATEISIM OCHOBHOE COJIEpXKAHUE MTPEMETA B IIETIOCTHOM, CUCTEMAaTH3UPOBAaHHOM BUJIE.

3amaun JIEKNWUW 3aKII0YaloTcs B oOecmedeHnr (OpMHPOBAaHHS CHCTEMBl 3HAHWK IO ydeOHOH
IUCLUUIUINHE, B YMCHHM apryMCHTUPOBAHHO W3JIaraTh HAYYHBIH MaTepHal, B (OPMHPOBAHUM
podecCHOHATIBHOTO KPyro30pa 1 00Ieil KyIbTyphl, B OTPaKEHHUH €IIIe HE MOMYIHUBIINX OCBEIICHUS B YUeOHOM
JUTEpaType HOBBIX JOCTHKEHUI HAyKH, B ONITUMM3ALIUH APYTUX (opM opraHu3aIMy y4eOHOTo mporecca.

[IpakTryeckue 3aHATHA — SIBJISIOTCS (HOpMOM yueOHOM ayauTOpHOW pabOoThI, B paMKax KOTOPOH
(hopMUPYIOTCS, 3aKPEIUIIOTCS U MPECTABISIOTCS 3HAHUSI, YMEHHS U HaBBIKM, MHTECTPUPYIOIINE PE3YNIbTAaThI
OCBOCHUS KOMIICTEHIINI KaK B JIEKIIHOHHOM (hopMarte, Tak B Pa3IMYHBIX (GOpMax caMOCTOSTEIbHOM padoTsl. K
KaXXJIOMY 3aHATHIO IperoaBaTesieM (GpOopMyITHPYIOTCS MPaKTUIECKUE 3aIaHusl, TPeOOBAaHHUS U METOIHYCCKIE
pPEKOMEH/IallMM K MX BBINIOJHEHNIO, KOTOPbIe TPEACTAaBISIOTCS B (DOHAE OIEHOYHBIX CPEICTB Y4eOHOM
JUCTIMTITHHBL.

KoHTpois camocTosTenbHOM pabOoTHI: ATt CTYAEHTOB THEBHOH M 3209HOH (hOPMBI 00yHIeHHS — TeKYIIUH
KOHTPOJb OCYILECTBISIETCS B COOTBETCTBUE C NPOrpaMMON 3aHATHH (€XEHEAENbHO AJSl CTYJIEHTOB OYHOM
(opMbI 00yUeHNS; IO CeMecTpaM — IJIsl CTYACHTOB 3a04HOM (hOpMBI 00yUeHNS); IPOMEXYTOUHBINH KOHTPOJIb MO
WUTOTaM OCBOEHHMS TUCIHUIUINHBI OCYIIECTBIsIETCS B popMe peHTHHTOBOI crcTeMbl OlleHOK. Omicanne 3a1aHuit
JUTSL CAaMOCTOSTENIFHON paboThl CTYICHTOB U TPEOOBAHUI 1O WX BBHIIIONHEHHIO BHINAIOTCS MpENOAaBaTelieM B
COOTBETCTBUH C pa3padOTaHHBIM (OHIOM OLEHOYHBIX CPEACTB 110 AUCIUILUINHE.

CamocTosiTenpHas paboTa CTYIEHTOB IO JAaHHOMY YYeOHOMY Kypcey MpEAIOoJIaracT IO3TalHYIo
MOJATOTOBKY MO KAXA0MY pa3/iely B paMKax COOTBETCTBYIOILIMX 3a/1aHuUi:

IlepBBrii 3Tam caMOCTOATETBHOM pPabOTHI CTYIEHTOB BKJIIOUACT B ce0s TIIATETIbHOE H3YUYCHHE
TEOPETUIECKOr0 MaTepHaia Ha OCHOBE JICKIIMOHHBIX MAaTepHAJIOB MPETOIaBaTels, PeKOMEHIYEMBIX pa3aeioB
OCHOBHOMW U JIOTIOJIHUTENILHOW JTUTEpaTypbl, MaTepHalioB NEPUOJUUECKUX HAYUHBIX U3aHUH, HEOOXOIUMBIX
JUIS OBJIaZICHUS IOHSATUITHO-KaTeroprualbHbIM annapaToM U (GOpMUpPOBaHUS [IPEJICTABICHUH O KOMILIEKCE

16


https://rosmintrud.ru/opendata
https://elibrary.ru/
http://www2.viniti.ru/
http://www2.viniti.ru/
http://www.rusnano.com/
https://uisrussia.msu.ru/
http://webofscience.com/
http://webofscience.com/
http://www.scopus.com/
http://dlib.eastview.com/
http://www.uspto.gov/patft/
http://uisrussia.msu.ru/
http://materials.springer.com/
http://www.springerprotocols.com/
https://data.gov.ru/
https://rosmintrud.ru/opendata
https://rosmintrud.ru/opendata
https://elibrary.ru/
http://www2.viniti.ru/
http://www2.viniti.ru/
http://www.rusnano.com/
https://uisrussia.msu.ru/

AQHAJMTUIECKOT0 HHCTPYMEHTAPHS, HCIIOIB3YEMOT0 KaK B paMKax JTaHHOM OTpPAaciy 3HAHWS, TaK M ITyOIHIHON
[IPaKTHKE;

Ha BTOpOoM 3Tame Ha OCHOBE CGHOPMHUPOBAHHBIX 3HAHHM W TPEACTABICHHUN 10 JaHHOMY pas3fely

CTYZIEHTHI BBIIOJHAIOT MPAaKTHYECKHE 3aJaHMs1, HalleIeHHbIe Ha (HOPMHUPOBAaHHE YMEHHUH U HABBIKOB B paMKaX

3asgBJEHHOM KomIeTeHuuu. Ha pmanHOM »JTame CTYACHTBIL

OCYHICCTBJIAOT CaMOCTOSITENIbHBIA  TTOMCK

SMIIUPHICCKAX MATEPHATIOB B paMKaX KOHKPETHOTO 33/1aHHsI, 0000IMIAI0T 1 aHATM3UPYIOT COOPaHHBI MaTepHal

o  CXeMe,

PEKOMEHIOBAaHHON  IperoaBaTeiem,

BBIBOJIbI, TOTOBAT IIPAKTHYCCKUEC

bopMyIHPYIOT

PEKOMEHAANH, ITPE3CHTAIITMOHHBIC MAaTECpUAIbl IJIA Hy6J'II/I'-IHOFO UX OPEACTABJIICHUS U O6CY)KI[CHI/I${.

Kputepun oneHku 3agaHuii B paMKax CaMOCTOSTENbHONH paboOThl CTYIEHTOB (HOPMYITUPYIOTCS

nperoaaBareneM B GOHE OIICHOYHBIX CPE/ICTB.

B ocBoenuu IUCHUIUIMHBI MHBAIMAAMU M JIMIIAMH C OrpaHUYCHHBIMUA BO3MOXKHOCTSAMHU 3J0POBbBA

OOJIBIIIOE 3HAYCHHUE NMEET MHINBUyalbHas yaeOHast paboTa (KOHCYIBTAIIUH) — JOTIOJIHUTEIBHOE Pa3bsICHCHHE
y4eOHOTr0 MaTepuara.

I/IHI[I/IBI/IIIyaJ'II)HI)Ie KOHCYJIbTalUX IO MPEAMETY SBJIAKOTCA BaKHBIM (baKTOpOM, CHOCO6CTByIOHII/IM

UHAWBUAYAJIN3allun 06yquH${ U YCTAHOBJICHHIO BOCIIMTATCIbHOI'O KOHTAKTa MEXAY NPEernoAaBaTejiceM U
O6y‘IaIOH.II/IMC}I HWHBaJIMAOM WJIA JIULIOM C OT'PpaHUYCHHBIMU BO3MOXXHOCTAMM 310POBbA.

Ilepeyenn

HH(OPMALUOHHBIX

TeXHOHOFHﬁ, HCIOJb3yEeMbIX npu OCYlIeCTBJICHUH

00pa3oBaTeJLHOIO Mpolecca Mo AUCHMIIUHE (MOAYJTI0).

8.1 Ilepeyenb HH(POPMATMOHHBIX TEXHOJIOT Hid.
— KoMMyHuKaImu co CTyJeHTaMH, NMPOBEpKa JOMALIHHUX 3aJaHHH, KOHCYJIbTAIUN OCYIIECTBIISIOTCS
Yyepe3 MHTePaKTUBHO-00pa30BaTEeNbHYIO Cpelly (JIMUHbIC KAOUHETHI).
— Mcnosnp30BaHue 37EKTPOHHBIX MPE3EHTAMN IPH MPOBEJCHNHU NIPAKTUYECKUX 3aHATHH.
8.2 IlepeyeHb HEOOXOAUMOTO MPOTPAMMHOIO 00ecTIedeH s,
— Microsoft Windows 8, 10
— Microsoft Office Professional Plus
9. MarepuajbHO-TeXHHYecKasl 0a3a, HeoOXoaUMasi Uil OCYLIECTBJIEHHSI 00pPa30BaTeJIbHOIO
npouecca no JMCuuIInHe (MOAYJII0).

Ne Bu paGot MateprabHO-TEXHUYECKOE 00eCIIeYeHNE TUCITUTUTHHBI (MOIYJIS) U
OCHAIIICHHOCTh
1. Jlex1IMOHHEIE 3aHATHA JlekumoHHas ayaIUTOpHA, OCHAIEHHAS MPE3E€HTANOHHON TEXHUKON U
COOTBETCTBYIOIIUM MPOTrpaMMHBIM 00eCTieUeHIEM
2. CemuHapCKHE 3aHATHS CrenmansHOE TOMENICHHE, OCHAIIEHHOE MPE3CHTAMOHHON TEXHUKOH
¥ COOTBETCTBYIOIUM MPOTPAMMHBIM 00€CTICUeHHEM
3. I'pynmnossie Kabuner, ocHalieHHbIN MeOeIbI0 U PA0OYUMHE CTAHIIMSAMH C JOCTYIIOM
(MHAMBHYaIbHBIC) B HTEpHET
KOHCYJIbTAIlUU
4. Texymuit KOHTpOJIb, | Ayauropus, OCHAILEHHAs IIPE3EHTaLMOHHON TEXHUKON u
MIPOMEKYTOUHAS COOTBETCTBYIOIIIUM MPOTPAMMHBIM OO€CTIeUeHHEM
aTTeCTaLHs
5. CamocTtosiTenbHas padora | KaGuHET I cCaMOCTOSATENBHOM paboThI, OCHAIIIEHHBIN KOMITBIOTEPHOR
TEXHUKOH C BO3MOYKHOCTBbIO TMOJKIIOUEHHS K ceTh «MHTepHeT»,
MPOrPaMMOM SKPAHHOTO YBEITMYCHHUS U 00eCTICUeHHBIN JOCTYIIOM B
3JIEKTPOHHYIO HH()OPMAITHOHHO-00pa30BaTEILHYIO CPely YHUBEPCHUTETA.
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