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AHHOTAIUA

Wupekc TUCHUITIIVHEL 1O
yaeOHOMY IIIaHy

HanmenoBanne QUCHUITIHHE

b1.B./1B.04.02 KAIPOBOE JAEJIOITPOU3BO/JCTBO
Llens n3yueHus NOArOTOBKAa  0OakasiaBpoB K  Oyaymed  mpodeccruoHambHON
JUCIUIUTHHBI NeSITEIbHOCTH Ha OCHOBE IPEJCTaBIECHUS O CUCTEME KaJpOBOM

JOKYMCHTAIIMU U IPpaBUJIaX €€ COCTABJICHU

MecTo TUCHUIIIIMHEI B

JucnurniauHa oTHOCUTCS K «J/lucuuruimaaM 1o BBIOOpY 4» 4acTu,

crpykrype OIIOIT GopMupyeMOll  yJ4aCTHHKAMH  OOpPA30BATEIBHBIX  OTHOLICHHUI
Osioka 1 mporpammel OakaiaBpuara
Komnerenmuu, TIK-7

(hopMupyeMbIe B pe3ysIbTaTe
OCBOCHMSI TUCLUUILITUHBI

ConepxkaHue JUCITUTUIMHBI

Tema 1. HopmatuBHO MeToauueckas 6aza KaapoBon
JIOKyYMEHTAlUU

Tema 2. TlonsTue o nokymente. @yHKIMU, CBOWCTBA,
KJ1acCU(pUKalus JOKYMEHTOB

Tema 3. CoctaB 1 BUJbI KaJIpOBOM JTOKYMEHTALIMU

Tewma 4. Opopmienue nHGOPMAITMOHHO-CITPABOYHBIX U
UH(OPMAIIMOHHO-aHATUTUIECKIX KaJIPOBBIX TOKYMEHTOB

Tewma 5. Opranuzamnus paboThl ¢ JOKYMEHTaMH B TIPOIIECCE
JBUKEHUSI KaJpOB

Tema 6. OopMmieHre u BeIleHNEe TUIHBIX KaPTOUCK M JIMYHBIX JEI
Tema 7. JlokyMeHTHpOBaHHE OIEHKU ACSITETLHOCTA PAOOTHHKOB
Tema 8. O6paboTKa NEPCOHATBHBIX JTAHHBIX

OO6mrast Tpy10EMKOCTh
JVCTTUTUTAHBI

OO6mas TpymO0eMKOCTh JUCITUIUIMHEI COCTaBIsIeT 4 3a4eTHBIC €IMHUITBI
(144 gaca)

dopma IPOMEXKYTOUHOMN
aTTecTarun

3auer




Conepxanue

1. Lenp u mnepeyeHb IUIAHUPYEMBIX pPE3YyJIbTAaTOB OOYYEHHUS [0 JIUCLUUIUIMHE,
COOTHECEHHBIX C IJIAHUPYEMbBIMHU pe3yIbTaTaMH OCBOCHHUS IIPOTPAMMEBI OakaiaBpuaTa

2. Mecrto auctumuabl B ctpykType OITOIT 6akanaBpuara

3. O0beM [UCHUIUIMHBI B 3aU€THBIX EAWHHUIIAX C YyKa3aHUEM KOJIMYECTBa
aKaJeMHUYECKHX YacoB, BBIICJICHHBIX Ha KOHTAaKTHYIO paboTy oOydaromuxcs ¢
npernoaaBaresnieM (1o BUAAM 3aHITHI) U Ha CaMOCTOSATENbHYIO PaboTy 00yJaroImuxcs

4. ConeprkaHue IUCUUIIIMHBI, CTPYKTYPUPOBAaHHOE 110 TeMaM (pa3zeniaM) ¢ yKa3aHHeM
OTBEJICHHOTO HAa HUX KOJMYECTBA aKaJEMUICCKIX YacOB U BUJOB YUCOHBIX 3aHSATHI

5. KoHTpoJib KauecTBa OCBOEHUS TUCIUIIITUHBI

6. YaeOHO-MeToIn4YecKoe 00ecredeHNe TUCIUTUTMHBI

7. IlepedeHb OCHOBHOM U JIOMIOJIHUTEIILHON y4eOHOM JUTepaTyphl, HEOOXOIUMOM ISt
OCBOCHMS AUCITUTUIHBI

8. Ilepeuenp pecypcoB nH(PpOPMAITMOHHO-TEIEKOMMYHHUKAITMOHHOU ceTn «HTEepHETY,
HEOOXOUMBIX JIJIS OCBOCHUS TUCHUTITHHBL. . ... .vvveennennn.n.

9. Metoauyeckue yka3aHus ISl 00y4Jaronuxcs M0 OCBOCHUIO THUCIUTIIHHbI

10. Ilepeuerr WHGOPMAIMOHHBIX TEXHOJOTHUH, MCTIOIB3YEMBIX MPU OCYIIECTBICHUU
00pa30BaTeNbHOTO Mpollecca MO IUCHUIUIMHE, BKIIOYas IMepedeHb MPOTrpaMMHOIO
oOecrieyeHNs U MHPOPMAITMOHHBIX CIIPABOYHBIX CHCTEM (IIPU HEOOXOIUMOCTH)

11. Onucanue MaTepHaIbHO-TEXHUYECKOW 0a3bl, HEOOXOIUMOMN MJIsi OCYIIECTBICHUS
00pa30BaTeNbLHOTO MpoIiecca MO TUCITUTUINHE

[Tpunoxenue 1. @oHJ OLIEHOYHBIX CPEACTB MJIs MPOBEACHUS IPOMEKYTOUHOM
aTTecTaluy 0OydJaroONUXCsl 0 AUCIUTIIIMHE
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1. Iless 1 nepevyeHb IVIAHNPYEMbIX Pe3yJIbTATOB 00y4YeHHs N0 JMCIUILIHHE,
COOTHECEHHBIX C IUIAHUPYEMBbIMH pe3y/JibTaTaMHU OCBOEHHS IPOrpaMMbl 0aKkajiaBpuarta

[enbto m3ydenus aucuuminHbl «KagpoBoe AeIONpOM3BOACTBO» SIBISETCS MOATOTOBKA
OakanmaBpoB K Oynymieidl npodeccHOHaTbHOW NeATeNIbHOCTH Ha OCHOBE IPEACTABICHUS O
cUCTeME KaJIpOBOM JOKYMEHTALMHU U MIPABUJIAX €€ COCTaBJICHUS.

B pesynbrate ocBoenuss OIIOIl OGakanaBpuata oOydaromuiics MOJDKEH OBIAJIETh
CIIEITYIOLIMMHU Pe3ysIbTaTaMH OOy4EeHUs [0 JUCLUILINHE:

Koanl Pe3yabTaThl IlepedyeHb MIaHNPyeMbIX Pe3yJbTATOB 00y4YeHUS
KOMIIeTCHIM U ocoenus1 OIIOII 10 JUCUMILJIMHE
[IK-7 Crniocoben [IK-7.1 3HaeT TEOpEeTUUYECKUE U METOJIUYECKUE
pa3pabaThiBaTh, OCHOBBI KOPHOPATUBHOW COLMUAIBHON M KaJapOBOMl
pean30BbIBATH, [TOJINTUKU OpraHU3aIiH;
aMUHHCTPUPOBATH [1K-7.2 ¥Ymeer pa3palaTbiBaTh U PEaJH30BHIBATDH
KOPIIOPaTUBHYIO KOPIOPaTHUBHYIO  COLMANBHYIO  MOJHUTHUKY B
COLIMATILHYIO MOJIUTHKY [COOTBETCTBHH C OCHOBHBIMH 3ajjadaMu B 00JacTw
BO B3aUMOCBSI3HU C yIIpaBJIeHUS TIEPCOHAIIOM,;
kanpoBoi monutukoir  [[IK-7.3 Biageer HaBbIKaMu aAMHHHCTPUPOBAHUS H
OpraHu3aIu ITOKyMEHTOOOOpOTa B TIpolecce  pa3paboTKH|
KOPIIOPAaTUBHOM COLMAJIBHOM M KAJAPOBOW MOJUTHUKH
OpraHu3au

2. Mecro nucuumiaunbl B cTpykrype OIIOII 6akanaBpuara

Hucunnnmua b1.B./IB.04.02 «KaapoBoe Aenonpou3BOACTBO» OTHOCHTCSI OTHOCHTCS K
«ducuummHam mo BbIOOpy 4» dYactu, (opMUPYeMOH ydYaCTHMKaMH OO0pa3oBaTEIbHBIX
oTHomeHu Ojoka | mporpamMmbl OakanaBpuara 1o HampasieHuto moaroroBku 38.03.03
VYmopasnenne nepcoHanoM. JucuumnuHa —«KazpoBoe — nenonpou3BOACTBO» — M3ydaeTcs
00yJaronuMucs OYHOM U OYHO-3a09HOM (OopMBbI 00yUeHHS B 8 1 9 cemecTpax COOTBETCTBEHHO.

[Ipy w3ydeHUW AaHHOW AMCUUIUIMHBI OOYYalONIMICS HWCHOJb3yeT 3HAHUS, YMEHUS WU
HaBBIKM, KOTOpble C(HOPMHUPOBAHBI B TMPOLECCE M3YYEHHUS MPEALIECTBYIOIINX TUCLUILUIMH:
«YTpaBieHHE TMEpPCOHANIOM opranm3anum», «OCHOBBI KaapOBOH TOJIUTHKHA H KaJPOBOTO
IUTAHUPOBAHUSY.

3HaHMs, YMEHUS W HaBbIKM, IIOJIyY€HHbIE NpU H3y4eHMM aucuuIUIMHbL «Kaaposoe
JIeJIONPOU3BOCTBO», OyAYT HEOOXOOUMBI AJI YIIIyOJEHHOTO M OCMBICIIEHHOI'O BOCIPHUSTHS
JUCLUIUINH: «YIPaBJIEHYECKUH Y4eT M YydeT InepcoHana», «OCHOBBI yINPaBIECHYECKOIO
KOHCYJIbTUPOBaHMsI», «OpraHu3anus AesSTeIbHOCTH CIIYXKO yIpaBJIeHUs IEPCOHATIOM>.

3. O0beM AUCHUNJIMHBI B 324€THBIX ¢IMHUIIAX ¢ YKA3aHUEM KOJIUYeCTBA aKaIeMHUYeCKUX
4YacoB, BbIIeJIeHHbIX HA KOHTAKTHYI0 pa6oTy o0y4aloluxcs ¢ npenojaasaresieM (1o BUIam
3aHATHH) M HA CAMOCTOSITEJILHYIO Pa00Ty 00y4arommXxcs

OO6mast TpyaoeMKocTh (00BEM) MUCHUIUTMHBI COCTaBIseT 4 3a4eTHBIX €AMHHUIBI (3.€.),
144 axagemuyeckux 4daca.

3.1. O0béM TMCHUIUIMHBI 10 BHAAaM Y4eOHbIX 3aHATHII (B Yacax)



st ouHo# popmbl 00yUeHust
OO6mmas TpyA0€MKOCTh AUCITUIUIMHBI COCTABISET 4 3a4€THRIX enuHuIb 144 qaca

O0BEM THCHUTIINHBI

Bcero yacos

OO01ast TPyA0eMKOCTh TUCITUTLIAHBI 144
KonrakTHas pabora 44
AynuTtopHas pabora (BCero): 44
Jlexmun 28
CeMuHapbl, IPaKTUUECKUE 3aHATHS 16
CamocrosiTenpHast paboTa o0ydaronuxcs (BCero) 100
KypcoBas pabota -
3auer +
OJK3aMEH -

st 0uHO0-3204HOI popMbI 00yUeHM S
OO6mast TpyA0EMKOCTh TUCIUTUIMHBI cocTaBiseT 4 3a4€THRIX equHuIlbl 144 yaca

O0BEM THCHUIIINHBI

Bcero uacos

OO611ast TPYI0EMKOCTh JUCITUTITUHBI 144
KonrtakTHas pabora 34
AynauTopHas pabora (BCero): 34
Ulexmn 22
CeMuHapbl, TPAKTUYECKUEC 3aHATH 12
CamocrosTenbHas paboTta o0ydaronmxcs (BCero) 110
Kypcosast pabota -
3auer +
DK3aMeH -

4. Conep:xanue IMCHUILIHHBL, CTPYKTYPHPOBAaHHOE 110 TeMaM (pa3jesaMm) ¢
yKa3aHHeM OTBEIEeHHOI0 HA HUX KOJMYEeCTBA aKaJeMUYeCKNX YaCOB U BHI0B
Y4eOHBIX 3aHATHH
4.1. Pa3genapbl IMCHUIVIMHBI U TPYA0EMKOCTb 10 BUAAM Y4eOHBIX 3aHATHH (B
aKaJeMUYeCKHUX Yacax)

HaumeHoBaHue TeMbI Bcero KoanuecTBo yacos
KonrakTHas paGora Bueayaur.
= pabdora
?, Qo Jeknun IIpakTtuyec | Camocr.
5 g g KHe padora
-~ S| S ol ool alo
S 2/ ¢8 8% |%8
o o o o o o
1. |Tema 1. HopmaTuBHO MeToguueckas| 12 14 2 2 10 12
0a3a KaJpOBOI TOKYMCHTAIINH.
2. geMa 2. llonstue o JIOKYMEHTE. 20 20 4 4 5 5 14 14
YHKIUH, CBOIICTBa,
KJaccu(uKaIus JTOKyMEHTOB




Tema 3. CoctaB U BUIbl KajupoBoit| 20 22 4 4 2 2 14 16
JIOKYMEHTaIluu

Tema 4. Odopmienne
WH()OPMaAIMOHHO-CIIPABOYHBIX u| 22 18 4 2 4 2 14 14
UH(OPMAIMOHHO-aHATUTHIECKHIX
KaJIPOBBIX TOKYMEHTOB

Tema 5. Opranuzanusi pabOTHI ¢
JOKYMEHTaMHU B nporuecce
JIBIDKEHUS KaJIPOB

14 18 2 2 2 2 10 | 14

Tema 6. Odopmnenue u BeneHue| 22 20 4 4 4 2 14 14
JIMUHBIX KapToqu 1 JIMYHBIX ACIT

Tewma 7. JlokyMeHTHpOBaHUE OLEHKH | 16 16 4 2 2 2 10 12
JeSITeIbHOCTH PAOOTHUKOB

Tema 8. OOpaboTka nepcoHaIbHBIX 18 16 4 2 14 | 14
JTAHHBIX

Bceero mo pucrumninsae 144 | 144 | 28 22 16 12 | 100 | 110
KoHnTpons: 3auer + +

Hroro 144 | 144 | 28 22 16 12 | 100 | 110

4.2. Cogepxxanue TUCUMILIMHBI, CTPYKTYPUPOBaHHOE 110 TeMaM (pa3esiam)

Tema 1. HopmaTuBHO MeToaMYecKasi 0a3a KAAPOBOil TOKYMEHTALMH.

OCHOBHBIE 3aKOHOJATENbHBIE U HOPMAaTUBHO-METOJIUYECKHE TOKYMEHTHI, PErVIAMEHTHPYIOIINE
MOPSIIOK COCTaBJICHUS U 0(hOpMIICHUST KaAPOBBIX TOKyMeHTOB: [loctanoBnenue [IpaButenscTBa
P® ot 16.04.2003 Ne 125 «O tpymoBeix kHmkKax», ['OCT P 7.0.97-2016 u 1.n. Tpynooii
konekc Poccuiickonn denepanuu Kak OCHOBHOW JOKYMEHT, OIPEACIIAIOIIMN COCTaB U IOPSAIOK
oQopMIIEHHS JOKYMEHTOB IO JIMYHOMY cocTaBy. OCHOBHBIE BEIOMCTBEHHBIE pa3pabOTKH,
pEeraMEHTHPYIONINE COCTaB M COJACpX)aHHE ITOKYMEHTOB IO JIUYHOMY cOcCTaBy. Pa3paboTku
I'ockomcrara Poccuiickoit ®eneparun 1o  yHuukanuu (GopM TEPBUYHOM  YUCTHOU
JIOKyMEHTAIUU

Tema 2. IlonsiTue 0 nokyMenTe. ®YHKIMH, CBOMCTBA, KJIaccuGuKanus JOKyMEHTOB
TepmuHoOOTHS, WCHONB3yeMass MpuU padoTe ¢ JokymMeHTamMu. [IpaBoBOWH, yrpaBiIeHUYECKUA U
UCTOPUYECKHH aCIeKThl B ONpeeNieHHH T0KyMeHTa. H(popMalMoHHas CYIIHOCTh JOKYMEHTa U
€ro HEINOCPEJICTBEHHAs CBA3b C MaTepHaJbHBIM HOCHUTENEM. JIOKyMeHTBhl oO(duIuanbHbIe
(cnyxeOHbIe), TUYHBIE (MIEPCOHATBHBIC) U JTMYHOTO MPOUCXOKACHUA. JJOKYMEHTHI pyKOITUCHBIE
U W3TOTOBJICHHBIE C IOMOIIBK) TEXHUYECKUX CPEACTB. «IDJIEKTPOHHOE» NOKYMEHTHPOBAHHUE.
[onmupyHKINOHATBFHOCTh JOKYMEHTa M cocTaB (yHKIuA. [loHATHA «IOKYMEHTHPOBAHHEY,
«CpelCTBA JOKYMEHTHUPOBAHMS», «CHOCOOBI JTOKYMEHTHPOBAHUA». TEKCTOBOE, TEXHHUYECKOE
JOKYMEHTUPOBAHHUE. DOTO-IOKYMEHTUPOBAHHUE. KunonoxymentupoBanue, o0nacTh
OpUMEHEHHs.  MarepuanbHble  HOCUTENM  HMHGOpMAMM M UX  KJIaccU(UKaus.
JlokymeHTHupoBaHHast HHpOpMalus U ee cBoiicTBa. KOpuanyeckast cuiia — OCHOBHOE CBOMCTBO
nokyMmeHTa. [Opuaudeckn 3HauMMble PpEKBU3HUTHL. OpUIMHAIBHOCTH, MNOMIMHHOCTD U
KOMMIHOCTh JOKYMEeHTOB. FOpuanueckas cuia konuid u tenedakcoB. HoTapuanbHble KOMUH.
[louHHBIE W NOUIOKHBIE JOKyMeHThl. Kraccupukanus ITOKyMEHTOB IO PAa3JIMYHBIM
NpU3HAKaM B 3aBUCHMOCTH OT COJICpXKaHUs, HAUMEHOBAHUS, 110 CTENICHU YHU(DUKALUY U Jp.

Tema 3. CocTaB 1 BUABI KaAPOBOH JOKYMEHTAILIUH
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OcHoBHBIE KJIaCCU(PUKAIMKA KAJAPOBBIX JOKYMEHTOB: OpPraHU3aI[MOHHONPABOBHIC JTOKYMEHTHI,
pacropsguTeNbHbIE  JTOKYMEHTHI,  IUIAHOBBIE  JIOKYMEHTBI,  OTYETHBIE  JIOKyMEHTHI,
WH(OPMAIIMOHHO-CIIPABOYHbIE ¥ HMH(POPMAIIMOHHO-aHATTUTHYECKUE KaJlPOBBIE JOKYMEHTHI,
JIOTOBOpHAsl JIOKYMEHTAIIMsI, OCHOBHBIE Y4YeTHbIE JOKyMEHThL. OOmme TpeOoBaHUS K
oopMIIeHHIO M CpOKaM NOAroToBKH. HazHaueHue KagpoBBIX JOKYMEHTOB M UX COOTBETCTBHE
OCHOBHBIM 3a/1a4aM KaJpOBOH CITY>KOBI 110 TIOAOOPY, YUETY H PAaCCTAaHOBKE KaPOB.
XapaktepucTuka ampbooma (opM KaapoBBIX JOKYMEHTOB: pacCMOTpEHHE YHU(DUIMPOBAHHBIX
dopm (T-1 — T-11). OcobenHoctn anpbOOoMa YHUDHUIIMPOBAHHBIX KaIPOBBIX JTOKYMEHTOB.
[Mopsimox paboTel ¢ YHUPUIIUPOBAHHBIM (OpMaMH, BHECCHHE H3MEHEHWIH M JOIMOJHEHUN B
yHU(UIIIPOBaHHBIE ()OPMBI. 3aroTHEHNE YHU(PUIIUPOBAHHBIX (hopMm

Tema 4. OdopmiieHue HHGOPMANMOHHO-CIIPABOYHBIX U MH(POPMAITMOHHO-AHAJTUTHYECKHX
Ka/JPOBbIX JOKYMEHTOB

3asiBeHUe, JOKJIaJHas 3alucKa, MpEICTaBlIEHUE, yBEIOMIIGHHE, CIy)KeOHasl 3alucKa, aKT,
oOBsicHUTENbHAs 3amnucka u ap. [lopsaok cocraBienus, ohOpMIIEHUS, COCTaB PEKBU3UTOB.
[Topsimox 3akioueHust TpyaoBoro goroopa. CpouHble M OECCpOYHBIE TPYIOBBIE JOTOBOPBI.
[lopsimok  odopmileHHUsT ¥ perucTpauusi TPYAOBBIX  JOroBopoB. OOs3arenbHble |
JIOTIOJIHUTEJIbHBIE YCIOBHS TPYAOBOrO JOroBOpa. /OMOJHUTENBHOE COTJIaIEHUE K TPYAOBOMY
norosopy. IIpoayieHne cpouHbIX TPYIOBBIX 10TOBOPOB

[Ipukazel mo nuuHOMY coctaBy. llopsimok peructpanuu. KanpoBble mNpuKasbl, HMEIOIINE
yHIpUIIIpoBaHHYI0 Gopmy. He yHudunupoBanueie kaapoBbie mpuKasbl. [lopsiIok 3amonHeHus
3aroJIOBOYHOM, 0(hOPMIISIFOIIEH YacTH MPUKA30B

TpynoBas KHM)KKAa — OCHOBHOM JOKYMEHT O TPYAOBOM CTa)X€ U TPYIOBOH JAEATCIBHOCTH
pabortHuka. [lopsanok 3amonHeHns TUTYJIBHOTO JINCTA TPYAOBOM KHIKKH. 3allOJHEHHE pasnena
«CBegnenus o pabote», pazaena «CBeeHH 0 HarpaxAeHUIX». [10psIOK 3amoTHeHHs BKJIa IbIIIIAa
U 1yOnuKarTa B TPYAOBYIO KHHKKY.

Tema 5. Opranusanus padéoThbl ¢ JOKYMEHTAMU B Ipolecce ABUKEHUS KaJApPoB

[opsimok, oOs3arenbHbIe MpaBHia U NPaKTUKAa OPOPMIICHHUS JTOKYMEHTOB, COIPOBOKIAIOIIUX
MepeBOI Ha JAPYTYyI0 paboTy: 3amoHeHHE YHHU(PUIUPOBAaHHBIX (GopM mpukazoB (T-5 u T-5a).
Buasl 1 nopsanok pa3paboTKU OCHOBAHUH K MpHKa3zaM o mepeBoje. OdopmiieHHue U3MEHEHUH K
TPYZIOBOMY JOTOBOpPY. BHEcCeHHe 3amucu 0 nmepeBoJe B TPYIOBYIO KHMKKY U JINYHYIO KapTOUKY
pabotHuka. OCOOEHHOCTH JOKYMEHTHPOBAHHS IepeBoja pabOTHHKA Ha JPYryl paboTy o
COCTOSTHUIO 3/10poBbs. Bunpl ormyckoB. IlpemocraBieHue OTIYCKOB IITaTHBIM pPaOOTHUKAM,
BHEIIHUM W BHYTPEHHMM COBMeECTUTENAM. Pa3paboTka W yTBepkIeHHe Tpaduka OTIYCKOB
opranuzanuu. OdopmieHre MEPBUYHBIX YYETHBIX JOKYMEHTOB, CBA3aHHBIX C OTHyCKamHu (T-6 u
T-6a), T-7 (rpaduk ormyckoB). JlIOKyMEHTUPOBAHUE BHECCHUS M3MEHEHHI B Tpa)UK OTITYCKOB.
3anonuenue pazgena VIII Jluunoit kaprouku pabotHuka T-2. OdopmiieHHe OTIMYCKOB 0e€3
COXpaHEeHHsI 3apadOTHOM IIaThl, Y4€OHBIX OTIYCKOB, IO YXO/ay 32 peOEHKOM, 10 OepeMEeHHOCTH
u poaam. Ilopsaok odopmienust oT3piBa U3 oTmycka. OpopmiieHHsT JOKYMEHTOB ISl 3aMEHbI
YacTH  OTHycka JcHeXHOW  kommeHcanued. [loHarne  ciy)keOHBIX ~ KOMaHJIHUPOBOK.
JIoOKyMeHTHpOBaHHE HaIpaBieHUsI PAOOTHUKOB B CIyXeOHbIe KOMAaHAMPOBKH. 3aroJHEHHUE
yauunupoBanHbix Gopm T-10a «CiyxebHOe 3agaHue IJis HANpaBiICHUS B KOMaHIUPOBKY H
OTYEeT O ero BbIMOJHEHHMU», T-9 m T-9a mpukaz o HampaBieHUHM B KOMaHIUpPOBKY, T-10
«KoManaupoBouHOE  ynocToBepeHue». JIOKyMEHTHpOBaHWE BHECEHHUSI U3MEHEHUHW B
KOMaHIUPOBOYHBIE TOKYMEHTbl. DOpMa M TOPSANOK BEICHMS KypHala yd4eTra paOOTHHKOB,
BBIOBIBAIOLINX B KOMaHIUPOBKY U3 OpraHU3aluy, U KypHalla yueTa pabOTHUKOB, PEObIBAIOLINX
B KOMaHJIUPOBKY B opranu3auuio. [lopsaok odpopmienus npusieueHus: paboTHUKa K paboTe B
BBIXOJTHOM WM Hepabouuil mpa3aHudHbIi JeHb. [Topsgok odhopmiienus. Cornacue paboTHHUKA.
[Ipuka3 o mpuBieyeHUH K paboTe B BBIXOAHOH (HepaGouuil) mpa3nHUYHBIA AeHb. [lopsaok
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oopmieHHs MpHUBICUYEHUSI Pa0OTHUKA K paboTe B BBIXOJHOW WM HEpaOOUMid Mpa3aHUYHBIN
neHb. llopsmok JOKyMEHTHPOBAHHS MPOIEAYPhl COBMEIIEHUS TMpodeccuil (IODKHOCTEN).
Odopmiienne Bo3noxeHus: 0053aHHOCTE BpEMEHHO OTCYTCTBYIOIIEero paboTHuka. OdgopmieHue
coBMecTuTebCTBA. [IoHATHE «IpeKpalieHne TpyA0BOro JA0roBopay, «PacTopkeHue Tpyn1oBOro
JIOTOBOpa», «yBoJIbHEHHE». COCTaB JOKyMEHTAIMH, OPOPMIIIEMOI IPU MIPEKpaIleHNH 1eHCTBHA
TPYZIOBOTO JIOTOBOpAa: IO HWHHUIMATHBE pPAa0OTHWKA, IO WHHULOMATHBE paboTomarens, IO
COTIJIAIIEHUIO CTOPOH, 10 00CTOATENHCTBA, HE 3aBUCSIIUM OT BOJHM CTOPOH, IO UCTEYCHUIO CPOKa
TpyZoBoro joroBopa u T.1. OOmme mnpaBuia JOKYMEHTAIIMOHHOTO CONPOBOXKICHUS
npeKpamieHuss TpyaoBoro gorosopa. OdopmieHre JOKYMEHTAlluH, COMPOBOXKIAIOIICH
HpeKpalieHne ACHCTBUS TPYIOBOTO IOrOBOpa C PAaOOTHHKOM: BHIBI M TOPSIOK Pa3pabOTKH
OCHOBAaHMH K TpUKazaM 00 YBOJbHEHMH, 3amojHeHue yHupuuupoBaHHbIX Gopm T-8 u T-8a
«[Ipuka3 o mnpekparieHNH AEHCTBHS TPYAOBOTO JOTOBOpa € pabOTHUKOM», OGOpMIICHHE
OCHOBAaHMU K TNpPHUKa3aM I10 BHUJAM YBOJbHEHHUS, BHECEHHE 3allUCei B TPYIOBYIO KHIDKKY U
JUYHYIO KapTouky. O3HakomieHHEe paOOTHHKAa C 3alucsMH B TPYJOBOH KHIDKKE NpH
yBOJIbHEHUU. OCOOEHHOCTH OQOPMIICHHS JOKYMEHTOB NP MPEKPALICHUH TPYIOBOTO JOTOBOPA
10 MPUYHMHE HECOOTBETCTBUS PAOOTHHKA 3aHMMAEMOM JTOJDKHOCTH BCIEACTBUE HEJOCTATOYHOM
KBaJM(HUKAIMK, TOATBEPKACHHOM pe3ynbraTaMu arrectanud. OcoOeHHOCTH O(QOpMIICHHS
JOKYMEHTOB MpU MPEKPalIeHUH TPYAOBOTO JOTOBOpAa IO TIPUYMHE HECOOTBETCTBUS
BBITIOJIHSIEMON paboTe BCIEACTBHE COCTOSIHHMS 3J0POBbS B COOTBETCTBUU C MEIUIIMHCKHM
3akmroueHreM. OcoOeHHOCTH O(OpPMIICHHS YBOJBHEHHS 3a BHHOBHBIC ICHCTBHS: TOPSIOK
oopmienus ITOKyMeHTOB. OCOOCHHOCTH TpEKpalleHUss TPYAOBOTO JOTOBOpa B CBS3H CO
CMEPTHIO pabOTHUKA (WU TIPU3HAHUS CYJIOM YMEPIIUM WM 0€3BECTHO OTCYTCTBYIOIIMM): J1aTa
COCTaBJIGHUS TPHKa3a O IMPEKpPAIIeHUHu TPYAOBOTO JOTOBOPA; JTOKYMEHTHI-OCHOBAHUS IS
NpUKa3a O MPEeKpaIleHUH TPYAOBOrO a0roBopa. OCOOCHHOCTH BHECEHUS 3allMCH B TPYIOBYIO
KHWKKY. Pacuer xommeHcanmu (yaepKaHWs) HEHCIIONB30BAaHHON YacTH  €XEroJIHOTO
OIUTAYMBAEMOTO OTITYCKA IPH MPEKPAIIECHUN TPYAOBOTO JI0OTOBOpA

Tema 6. OpopMiieHue 1 BeleHHE JMYHBIX KAPTOYEK M JUYHBIX 1]

[opsimox odopmieHus TUYHONH KapTOuku (Gopmbl T-2 ¢ HCHOIB30BAHHEM OOIIEPOCCUHCKUX
KJIaCCU(UKATOPOB. 3alOJHEHUE Pa3/esioB: OO0IIMe CBEIEHUS, CBEACHHUS O BOMHCKOM ydeTe U
WHBIX pa3lelioB KapTouku. Beaenwe kaptouku (opmbl T-4. 3anomHeHWE KapTOUKUA (POPTHI
T2I'C(MC) nns rocyIapCTBEHHBIX U MYHUITUIIATBHBIX CITyKamux. Benenne nuanbpix aen. Onuck
auyHoro nena. O6I0KKa [enia JUIMTEIbHOTO CpoKa XpaHeHus. Bejenne IMYHbIX 11 B TEKYyILIeM
JEJIONPOU3BOJICTBE U Tepenaya JUYHBIX JIeJ B apXUB opraHuzanuu. JIMcT 3aBepurens Jena.
Benenue nu4HOro nena rocyaapCcTBEHHOrO U (MJIM) MyHHUIMIAIBHOTO CIy’Kallero (Ha npumepe
roCyIapCTBEHHOT0, TOCYIaPCTBEHHOIO I'Pa)/1aHCKOTO UM MYHHUIIUIIAIILHOTO CITY’KaIIero)

Tema 7. JIokyMeHTHPOBAaHHUE OLIEHKH /1eATEJILHOCTH PAa0OTHUKOB

Odopmiienne moouipeHust paOdOTHHKA: BHIBI TPYAOBBIX MOOIIPEHUH, MOPAIOK pa3pabOTKH
MOJIOXKEHHUSI O TOOMIpeHNH, 3anojHeHne yHupuuupoBanHbix Gopm (T-11 u T-11a «IIpuka3 o
noompeHuu padboTHuka (paboTHUKOB). BHeceHue 3amuceit B TpyaoBYI KHIDKKY. OdopMieHue
HArpakJIeHUs TOCYIAapCTBEHHBIMH M OTpaclieBbiMH Harpagamu. OdopmiieHue, MOImUCaHue,
corjlacoBaHue HarpagHoro jaucta. [lopsok cocTaBieHHMs] XapaKTepUCTHKU Ha pabOTHUKA.
OdopMneHne  AUCHUIUIMHAPHOTO  B3BICKAHWSA. BHIBI  JUCHUIUIMHAPHBIX  B3BICKAHMIA
OO0s3aTenbHbIE TOKYMEHTHI MpH OOBSABICHUM pPAOOTHHKY BBITOBOpa, 3ameuaHus. [lopsmox
o OopMIICHHUS TOKJTATHOM 3aMICKH, aKTa 00 0TKa3e OT Jauyd MUChbMEHHBIX OOBSICHEHHI, aKTOB (00
OTCYTCTBHUM Ha paboyeM MecTe, O IMOSBJICHHM Ha paboTe B COCTOSHUU alKOTOJIbHOIO
(HAPKOTUYECKOTO HIM HWHOTO TOKCHYECKOro) ombsHeHus). OdopmieHHe OTCTpaHEHHS OT
pabotsl. [Ipukasz 06 orcTpaneHuu ot paboThl. [lopsAAOK CHATHS TUCHUIUIMHAPHOTO B3BICKAHMS:
JOKYMEHTHI TIPEJCTABICHUE WU CIy)KeOHas 3amucKa, MPUKa3 O CHATUU JUCHUIUITMHAPHOTO
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B3bICKaHUA. [lopsmok mpoBeneHUs arTectanud paboTHMKOB B opranuzaiuu. Cocras,
COJIepKaHWE W TIOPSIOK TOATOTOBKM TPUKA30B (PacropsDKeHHI) 1o arrectanuu. [ paduk
npoBeneHus arrectanun. [lonoxxenue 06 arrecrannoHHONW Komuccud. OT3BIB (3aKITIOYEHHE) O
pabore arrecryemoro. IIpoTOKOIBI aTTECTAIMOHHOW KOMHCCHHU. ATTECTAIMOHHBIA JIUCT
paboTHuKa

Tema 8. O6padoTKa NepCOHAIBHBIX JAHHBIX

[TonsiTve mepcoHaNbHBIX JaHHBIX paboTHUKA. OOpaboTKa MEepCOHANbHBIX JaHHBIX. XpaHEHHE U
UCIIOJIb30BAaHUE TEPCOHANBHBIX JaHHBIX paboTHHKA. CrocoObl TOJMYYEeHHs MEPCOHATIBHBIX
MaHHBIX  paOoTHHMKA. J(OKyMEHTOOOOpPOT ¥  JOKYMEHTAalusi JIOKaJbHOTO  XapakTepa,
¢ukcupyomas MmopsAA0oK W MpaBuia padOThl C NEPCOHAIBHBIMU JaHHBIMH pPaOOTHUKOB:
[Tooxenune o 3ammTe MePCOHANBHBIX NaHHBIX. Ero cTpykrypa, Tekct. dopma o0s3aTenbCeTBa O
HEpasIJIalIeHUH TEePCOHANBHBIX JaHHBIX paOOTHUKOB. V3MeHeHHe aHKEeTHO-OMOrpapuuecKux
JTaHHBIX paOOTHHKA U TMOPANOK HUX JOKYMEHTHUPOBAHUS: MPUKAa3 O BHECEHHM H3MEHEHUU B
NEPCOHAJILHBIE TAHHBIE U JIP.

Bunet u mopsmok mpoBeneHuss [ocymapcrBennoit wmHcneknumed Ttpymaa (I'MT) mposepox
COONIIOJICHHUSI  TPYAOBOTO  3aKOHOJATENbCTBA. llepedeHb JTOKYMEHTOB, TPEABSABISEMbIX
uncnekropy ['MT. MHWHcnekuuss Tpyaa: TMNOJHOMOYMS M CaHKUMU. Bunael mpoBepok:
JOKYMEHTapHasi, KOMIUIEKCHasA, Bble3[iHas (0cOOCHHOCTH mpoBeaeHus). IlpaBa nHcnekTopa 1o
Tpydy u ero mnoigHoMmouus. OTBETCTBEHHOCTh paloTojaTeniell 3a HapylIeHUS TPYIOBOIO
3aKOHOJATEIbCTBA

4.3. CopepxaHue NPaKTHYECKUX 3aHATHI (04HasA ¢opma o0yueHust)

Tema 2. Ilousitue 0 nokymeHTe. OYHKIMH, CBOICTBA, KJIaCCH(PUKALMS JOKYMEHTOB

Tema: JlokyMeHT-0CHOBHOM HOCHTE/Ib HH(OpMaNNU

[1nan

1. Yro siBIIsIeTCS IPEIMETOM U OOBEKTOM H3y4EHUS TUCHIUIUIHHBI «J|OKyMEHTaIMOHHOE
obecrieueHre yrpaBiIeHUS»?

2. KakoBsl ocHOBHEIE 3agaun JJOY?

3. Yro Takoe uHpopmaIus 1 Kakue TpeOOBaHUsI K HEH TIPEIbBIISIFOTCS?

4. Yro Takoe nokymeHnt? Kakue pyHKIUU OH BBIOJIHSET?

5. Iyt 4ero HEOOXOIMMO COXPaHATh JOKYMEHTHI?

6. B ueM 3akirouaercst ynpaBiieHHe TOKYMEHTAMH.

Tema 3. Tema 3. CocTraB u BUAbI KaIPOBOHl JOKYMEHTANH
Tema PacnopsaurebHbIe JOKYMEHTHI.
[Tnan.
1.3axon.IIpaBuna odopmienus.
2.Yka3.Bungl ero.
3.Pacniopsixenus.IIpaBuna cocraBnenus.
4.I1puka3z.Bune! ero.
5.IIpaBuiia cocTaBiIeHUS IPUKA30B.

Tema 4. Odopmiienue HHGOPMANMOHHO-CIIPABOYHBIX U MH(POPMAITMOHHO-AHAJTUTHYECKHX
Ka/JPOBbIX JOKYMEHTOB

Tema IIpaBuisa cocraB/ieHusi U1 0()OpMIIEHHUSI JOKYMEHTOB

[Lnan:

1.OCcHOBHBIE U JOTOJHUTENbHBIE PEKBU3UTHI.

2.®opmysp u 6J1aHK JOKYMEHTa

3. Jly1st uero HEOOXOIMMO COXPaHATh JOKYMEHTHI?

4. B ueM 3akit0yaeTCs yIpaBJIeHUE JOKYMEHTaMu?

5.CranmapTu3anusi JOKYMEHTOB.
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Tema 5 Opranuzanus padoThl ¢ JOKYMEHTAMH B IIpolecce ABHKeHUsI KaAPOB
Tema CnipaBo4HO-MH(OPMAIIMOHHBbIE TOKYMEHTbI.
IInan.
1.CnpaBka-0CHOBHOM JOKYMEHT.
2.IlpaBuna cocraBiieHus U 0POPMIICHHUS CIIPABKH.
3.Tenerpamma.tenedonorpamMmma.haxc.
4.I1lucpMa-BUOLI UX.
5. JloknagHas.00bICHUTENbHAS U CITy)KeOHAsT 3aITUCKH

Tema 6. OpopmiieHue 1 BeleHHe THYHBIX KAPTOYEK M JTHYHBIX JIeJ
Tema OprannzanMoHHbIE TOKYMEHTbI.
[Lnan:
1.Ycras.Bunr! ero.
2.IlpaBuna .Mx cocTaBieHue.
3.UucTpykuuu..lIpaBuna ux cocTaBiieHUS.
4.11lonoxenus.MIxX peKBU3HUTHI

Tema 7. JIokyMeHTHPOBAaHHUE OLIEHKH /1eATEJILHOCTH PAa0OTHUKOB
Tema JInyHble opuIHAIBLHBIE JOKYMEHTHI.
1.IIpaBuna odopmiieHUs 3asBICHUS.
2. IlpaBuna opopmieHHus JIMYHOHN TOBEPEHHOCTH.
3. [IpaBuna opopmnenus .IlpaBuna opopmieHus aBroouorpadum.
4. ITpaBuna opOpMIICHHS PACTIUCKH.
5. IlpaBuna opopMieHus pe3rome.

4.4. Conep:xaHne cCaMOCTOSITEIbHON padoThI

Tema 1. HopmaTuBHO MeToAuYecKas 0a3a KaJAPOBOM JOKYMEHTALMH

I'OCTs1 Ha nokymentaruio. OOmepoccuiickue KiacCu(PUKATOpbl TEXHHUKO-I)KOHOMHUYECKOUW H
counanbHOi uHGopManmu. [ocynapcTBeHHass cucTemMa JOKYMEHTAIlMOHHOTO oOecreueHus
YIpaBJICHHUS. PernamenTanus JEIONPOU3BOACTBA  HA  BEIOMCTBEHHOM  YpPOBHE.
OpraHu3alMOHHbIE IOKYMEHTBI MPEANPUATHN, YIPEKACHUN, OPraHU3AIMN U TOCYIapCTBEHHBIX
oprasoB BiaacTH. KopnopatuBHoe Ae10IpOU3BOACTBO.

Tema 2. IlonsiTue 0 nokyMenTe. ®yHKIMH, CBOMCTBA, KJIaccuGuKanus JOKyMEHTOB
TekcroBoe, TEXHUYECKOE JOKYMEHTHPOBAHHUE. DOTO-1OKYMEHTHPOBAHHUE.
KunonokymeHnTHpoBaHnue, 00J1acTh MPUMEHEHUsI. MaTepuanbHble HOCUTENU WH(POPMALUU U UX
kinaccudukanus. JlokyMeHTHpoBaHHas WHQopMaius U ee cBoiicTBa. IOpuamdeckas cwmia —
OCHOBHOE CBOWCTBO JAOKyMeHTa. IOpuamdecku 3Ha4MMble pPEKBU3UTHL. OpUTHMHAIBHOCT,
IOJUIMHHOCTh M KONMMHOCTH JOKyMeHTOB. lOpuandeckas cuiaa konuid U Tenedakcos.
Hortapuansusie konuu. IloanmuHHble U TOUIOKHBIE TOKyMeHTHl. Knaccudukanus H0KyMEHTOB
[I0 pPAa3IMYHBIM IPU3HAKAM B 3aBUCUMOCTH OT COJEP)KAaHUsA, HAaUMEHOBAHMs, IO CTEICHU
yHU(UKALKU U Jp.

Tema 3. CocTaB u BUAbI KaAPOBOHl JOKYMEHTALUH

XapaktepucTuka anpboma (opM KaapoBBIX JOKYMEHTOB: pacCMOTpeHHE YHU(DUIMPOBAHHBIX
dopm (T-1 — T-11). OcobenHoctn anpOOMa YHUDHUIIMPOBAHHBIX KaIPOBBIX JIOKYMEHTOB.
[Mopsimox paboTel ¢ yHUGUIIUPOBAHHBIM (OpMaMH, BHECCHHE H3MEHEHWI M JOIMOJHEHUN B
yHUGUIIPOBaHHBIE (HOPMBI. 3aroJTHEHNEe YHH(UITUPOBAHHBIX (hopMm

Tema 4. OdopmiieHne HHPOPMANMOHHO-CIIPABOYHBIX U HHGOPMAIIHOHHO-AHAJIUTHYECKHUX
Ka/JpOBbIX J0OKYMEHTOB

[Ipukassl o aMuHOMY cocrtaBy. [lopsinok perucrpaunu. Kagposble npukassl, UMEIOIINE
yauduimpoBannyo Gopmy. He ynudunuponannsie kaapossle mpukasbl. [lopsiok 3anonHeHus
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3aroJI0BOYHOM, 0hopMIISIOIIEH YacTH MPUKA30B

TpynoBasi KHUXKKa — OCHOBHOM JOKYMEHT O TPYAOBOM CTaXe€ W TPYAOBON AEATEIbHOCTH
pabotHuka. [Topsaok 3amoHeHHsI TUTYIBHOTO JINCTA TPYJOBOM KHMXKKH. 3allOJIHEHUE pazferna
«Csegnenus o pabotey, pazaena «CBefeHus 0 HarpaxaeHusx». [lopsiok 3amoaHeHus BKJIabla
U 1yOnuKara B TPYAOBYIO KHIKKY.

Tema 5. Opranusanus padoThbl ¢ JOKYMEHTAMU B Ipolecce ABUKEHUS KaJApoB
Odopmiienne Bo3noxeHus 00s3aHHOCTE BpEMEHHO OTCYTCTBYIOIIEro paboTHuka. OdgopmieHue
coBMecTuTeNbCTBa. [IoHATHE «IpeKpalieHne TpyA0BOro JA0ToBopay, «PacTopxkeHue TpynoBOro
JIOTOBOpa», «yBoJbHEHHE». COCTaB JOKyMEHTAIMH, OPOPMIIIEMOI IPU MIPEKpaILEeHUH 1eHCTBHA
TPYZIOBOTO JIOTOBOpAa: MO WHHUIMATHBE pPAa0OTHHWKA, IO WHHULOMATHBE paboTomarens, IO
COTIJIAIIEHUIO CTOPOH, 10 00CTOATENHCTBA, HE 3aBUCSIIUM OT BOJH CTOPOH, IO UCTEYCHUIO CPOKa
TpyZoBoro joroBopa u T.1. OOmme mnpaBwia JOKYMEHTAIIMOHHOTO CONPOBOXKICHUS
npeKpamieHuss TpyaoBoro jgorosopa. OdopmieHre JOKYMEHTAlluH, COMPOBOXKIAIOIICH
HpeKpalieHne ACHCTBUS TPYIOBOTO IOrOBOpAa C PAaOOTHUKOM: BHIBI M TOPSIOK pPa3pabOTKH
OCHOBAaHMU K TpUKazaM 00 YBOJbHEHMH, 3amojHeHue yHupuuupoBaHHbIX Gopm T-8 u T-8a
«[Ipuka3 o mnpekpameHNH AEHCTBHS TPYAOBOTO JOTOBOpa € pabOTHUKOM», OQGOpMIICHHE
OCHOBAaHMU K TNpPHKa3aM [0 BHUJAM YBOJbHEHHUS, BHECEHHE 3alUCei B TPYJIOBYIO KHIDKKY U
JUYHYIO KapTouky. O3HakomieHHEe paOOTHMKAa C 3alucsMH B TPYJOBOM KHIDKKE NpPH
yBOJIbHEHUU. OCOOEHHOCTH OQOPMIICHHS JOKYMEHTOB IPHU MPEKPALIEHUH TPYIOBOTO JOTOBOPA
10 MPUYHMHE HECOOTBETCTBUS PAOOTHHKA 3aHMMAeMOH JTOJDKHOCTH BCIEACTBUE HEJOCTATOYHOM
KBaJTM(HUKAIMK, TOATBEPKACHHOM pe3ynbraTaMu arrectanud. OcoOeHHOCTH O(OpMIICHHS
JOKYMEHTOB MpU MPEKPalIeHUH TPYAOBOTO JOrOBOpAa IO TPUYMHE HECOOTBETCTBUS
BBITIOJIHSIEMON padoTe BCIEACTBHE COCTOSHHS 3J0POBbS B COOTBETCTBUU C MEIUIIMHCKHM
3akmroueHreM. OcoOeHHOCTH O(OpPMIICHHS YBOJBHEHHS 3a BHHOBHBIC JICHCTBHS: IOPSIOK
oopmienus ITOKyMeHTOB. OCOOCHHOCTH TpEKpalleHUss TPYAOBOTO JOTOBOpa B CBS3H CO
CMEPTHIO pabOTHUKA (WU TIPU3HAHUS CYJIOM YMEPIIUM WM 0€3BECTHO OTCYTCTBYIOIIMM): J1aTa
COCTaBJIGHUS TIPHKa3a O IMPEKpPAIIeHUHd TPYAOBOTO JOrOBOPA; TOKYMEHTHI-OCHOBAHUS IS
IpUKa3a O MPEKpaIleHUH TPYAOBOrO a0roBopa. OCOOCHHOCTH BHECEHHUS 3allMCH B TPYIOBYIO
KHWKKY. Pacuer xommeHcanmu (yaepKaHWs) HEHCIIOJNb30BAaHHONH YacTH  €XKEroJHOTO
OIUTAYMBAEMOTO OTITYCKA IPU MPEKPAIIECHUN TPYAOBOTO JIOTOBOpa

Tema 6. OpopmiieHue 1 BeleHHe THYHBIX KAPTOYeK M JTHYHBIX JIeJ

3anonuenue kaptouku Qoptel T2I'C(MC) nmnsi TOCymapCTBEHHBIX M MYHHUITUIIATBHBIX
ClIy’Kalux. BG,Z[GHI/Ie JIMYHBIX OCJI. Onuchy IUYHOTO Jcia. O6JIO)KKa AcIa OJIUTCIIbHOTO CPOKa
XpaHeHus. BeneHue NUUYHBIX 1€ B TEKYIEM JCIONPOM3BOJCTBE M Iepeaadya JUYHBIX e B
apxuB opranuzanuu. JIuct 3aBeputens nena. BeneHue TMYHOTO Aelia TOCYIapCTBEHHOTO U (WITH)
MYHHULIMIIAJIBHOTO ~ CIy’)Kamiero (Ha  mpuUMepe  TOCYJapCTBEHHOIO, TOCYIapCTBEHHOIO
TPpaXJJaHCKOI'0 WM MYHUIIUITIAJIBHOT'O cnyn(amero)

Tema 7. JIokyMeHTHPOBaHHUE OLIEHKH /1eATeJILHOCTH PAa00OTHUKOB

OO0s3aTeNnbHBIE TOKYMEHTHI IPU 00BSBICHIHN paOOTHUKY BBITOBOPA, 3ameuaHus. [lopsaok
odopMIIeHUS TOKJIATHOM 3aITMCKH, aKTa 00 OTKa3€e OT J1a4yd MMCbMEHHBIX 00BSICHEHUM, aKTOB (00
OTCYTCTBHH Ha pabodeM MecTe, O MOSBICHUHU Ha pab0oTe B COCTOSIHUU aJTKOTOJILHOTO
(HAPKOTHYECKOTO WJIM MHOTO TOKCUYECKOT0) onbsiHeHus ). OdopmiieHre OTCTpaHEHUs OT
pabotsl. [Ipuka3 06 oTcTpaHneHuu ot padboTsl. [lopsAa0K CHATHS JUCUUIUIMHAPHOTO B3BICKAHUS:
JOKYMEHTBI MPE/ICTaBICHUE WU CITy:KeOHas 3alncKa, IPUKa3 O CHATUU AUCUUTUTMHAPHOTO
B3bICKaHUA. [lopsok mpoBeeHus aTTecTanuu paboTHUKOB B opranu3amnuu. Cocras,
coJiepKaHue U TIOPSIOK MOATOTOBKH MPUKA30B (pacropsikeHui) mo arrecranuu. [ padux
npoBeneHus arrectanuu. [lonoxenne 06 arTecTaiimoHHON KoMuccuu. OT3bIB (3aKIIIOUEHUE) O
pabote arrectyemMoro. [IpoTOKOIbI aTTeCTAlMOHHON KOMUCCHU. ATTECTAITMOHHBINA JTUCT
paboTHUKA

Tema 8. O0padoTKa NEPCOHATBLHBIX TaHHBIX




13

Bunet u nopsanox mnposeaeHust ['ocymapctBeHHo wuHcnekuuen Tpyaa (I'MT) mnposepox
COONIIOJIEHHsI  TPYAOBOI'O  3aKOHOJATENbCTBA. llepedeHb JTOKYMEHTOB, IPEAbABISAEMbIX
uHcriekropy [I'MT. MHcnekuus Tpyna: IOTHOMOYMS M CaHKUUU. BuIbl  1IpOBEpoK:
JIOKyMEHTapHas, KOMIUICKCHas, Bbie3iHas (0coOeHHOCTH TpoBeneHus ). [IpaBa mHCIekTOpa 1o
Tpyay H ero mnonHomMouus. OTBETCTBEHHOCTh paboTonaTeneil 3a HapylmleHHs TPYIAOBOTO
3aKOHOAATEIbCTBA

5. KoHTpoJIb KauecTBa OCBOEHUS 1M CHUIIIUHBI

Texymuii KOHTPOJIb U MPOMEKYTOUHAsL ATTECTALMS OCYLIECTBIISIIOTCA B COOTBETCTBUU C
«[lomoxxeHneM O TeKyIIeH M MPOMEKYTOUHOM aTTecTaluu OOydyarommxcsi B ABTOHOMHOM
HEKoOMMepueckoil opranmuzanuu  «OOpa3oBarenbHas OpraHU3alUs BbICIIEr0 00pa30BaHUS»
«YHHUBEPCUTET 3KOHOMUKH U YIPABICHUS.

Bung npomexyrouHoi arrectauuu —  3ader. dopma MOpOBEAEHUS MNPOMEKYTOUHOM
aTTECTalluu — MMCbMEHHBIN 3a4eT.

OueHOYHbIE CPECTBA MO AUCIUILIMHE NpuBeaeHbI B [Ipunoxenun 1.

6. YueOHO-MeTOAMYECKOE 00ecIedyeHre NUCIAIIHHDI

7. IlepeyeHb OCHOBHOM U JONMOJHUTEJIbHOM Y4eOHOM JIUTEPATYPbI, HEOOXOAMMOI 1151
OCBOEHHS THCIUMTHHBI

a) ocHoGHaA Mumepamypa

1. JlokyMeHTanMOHHOE OOecleueHUe YIpaBICHUS : Y4YEOHHK JJIsl CTYJCHTOB BY3OB,
oOydarolmuxcsi MO HampaBieHUs M «ODKOHOMUKa» U «MeHemKMEHT», CIeHUualbHOCTIM
«Uudopmarnkay, «JloKyMeHTOBEIEHHE W JOKYMEHTAI[MOHHOE OOECIEUCHUE YIPABICHUSY,
«ABtomatuzanus u ynpasienue» / A. C. I'punbepr, H. H. I'op6aués, H. H. I'opbaués, O. A.
Myxamermmna. — Mocksa : JOHUTU-JIAHA, 2017. — 391 c. — ISBN 978-5-238-01770-9.
— Texct : anexTpoHHbIH // DnekTpoHHO-0nbroTeyHas cuctema IPR BOOKS : [caiir].

2. Ky3nemoBa, W. B. JlokyMeHTallMOHHOE OOECIEUYCHHUE VIPABICHUS TIEPCOHAIOM
[DnexkTpoHHBIN pecypc] : yueOHoe mocobme s OakamaBpoB / U. B. Kysnmemona, I'. A.
XayatpsiH. — OJIeKTpOH. TeKkcToBble AaHHble. — M. : Jlamkos u K, Aii IIu Op Menua, 2017.
— 220 c. — 978-5-394-02325-5. — TekcT: 31eKTpOHHBIA // DIEKTPOHHO-OMOIMOTEYHAS
cucrema [PR BOOKS: [caiit].

3. CuwmonsH, P. f. JlokyMeHTaIlMOHHOE 00ECTICUCHNE CHCTEMbI YIIPABJICHUS OpraHu3aIuei
: yae6Hoe mocodue / P. SI. Cumonsin. — Caparos : At [Tu Op Menua, 2018. — 180 c. — ISBN
978-5-4486-0167-5. — Tekcr : 27IeKTpOHHBIN // DIEKTpOHHO-OMOMMOTeuHass cuctema IPR
BOOKS : [caiit].

0) oonoanumenvHan umepamypa

1. Bonkoma, E. A. Jlenompou3BoACTBO : NpPaKTHYECKOEe MOocoOue i CTYIEHTOB-
OakanaBpoB, 00yJaroNIUXCs M0 HampasieHuto nmoAarotoBku «fOpucnpyaenmus» / E. A. Bonkosa.
— Kpacnonap, CapatoB : FOxHbIl HHCTUTYT MeHekMeHTa, Al [Tu Op Meaua, 2017. — 41 c.
— ISBN 2227-8397. — TekcT : sneKTpoHHBIA // DieKTpoHHO-OMOMMoTeunas cucrema IPR
BOOKS : [caiit].

2. HMudopmanymoHHble TEXHOJOTUU B JOKYMEHTALIMOHHOM OOECIEYeHHH YIpPaBICHUS U
apxuBHOM Jene : yueOnuk 1ist By3oB / T. B. Kongpamosa, H. H. Kynsies, E. B. TepentseBa, A.
I'. ®abpuunos ; nmox penakmueit H. H. KynseB. — Mocksa : Jloroc, 2016. — 408 c. — ISBN
978-5-98704-786-6. — Tekct : 31eKTpOHHBIA // DnekTpoHHO-OmOmmoreunas cucrema IPR
BOOKS : [caiit].
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8. [lepeyeHn pecypcoB HH(POPMANMOHHO-TEIEKOMMYHHKAMOHHOI ceTH « AHTEepHeT»,
HEO00XOAUMBIX JIfl OCBOCHHS JUCIHUIIMHBI

1. http://www.garant.ru — TAPAHT: [ opMannoHHO-IIPaBOBO# mopTai]

1. DnekrponHas Oubmmorednas cuctema «IPRbooks» [DnextponHsiii pecypc]. — Pexum
noctyna: http://www.iprbooksshop.ru

2. www.document.ru.

3. www.top-personal.ru.
4. www.edu.ru.

9. MeToguyeckue yKazaHus 1J1s1 00y4ar0IMXCst
10 OCBOCHHIO JUCHHIIJIHHBI

[Ipu mpoBeneHmid JEKIH, CEeMHUHAPCKUX (MPAKTHUYECKUX) 3aHATHH, CaMOCTOSTEIbHOMN
pabore 0OydaromUXCs MPUMEHSIOTCS MHTEPAKTUBHBIC (POPMBI MPOBEACHUS 3aHSATHI C IIENBIO
MOTPYKEHHST 00YJaroNIUXCsl B peasibHyt0 aTMochepy npodhecCHOHATLHOTO COTPYIHUYECTBA T10
paspenieHrto mpooieM, ONTUMATBHON BRIPAOOTKM HAaBBIKOB U KA4eCTB OYYIIEro CIEIHAUCTA.
WnuTepaktuBHBbIE (hOPMBI IPOBEACHUS 3aHATHUI MpernoaaraloT oo0ydeHue B coTpyaHuuectse. Bee
YYaCTHUKH 00pPa30BaTEeNbHOIO Ipolecca (MpernoaaBaTesib U 00yJaromuecs) B3auMOJCHCTBYIOT
JIpYyTr C ApyroM, oOMEeHHBaIOTCS HMHGOPMAIMEH, COBMECTHO PEIIAlOT MPOOJIEMbI, MOJICTUPYIOT
CUTYAIHIO.

B yueGHOM mpoliecce NCTIOMB3YIOTCS HHTEPAKTUBHbBIE (POPMBI 3aHITHIA:

- TBOpYECKOE 3a/laHue. BBIMOTHEHHE TBOPUYECKUX 3aJaHuil TpeOyeT oT oOydaromerocs
BOCIIPOM3BEICHUE MOTYYCHHON paHee nHPopmaluu B opme, onpeaensieMoil mpernojaBaTeliem,
U TpeOyroIel TBOPUECKOTO MOAX0/1a;

- rpymnmoBoe obcyxaeHue. ['pynmoBoe 00Cyx)aeHNUE KOro-T1100 BOIIpOCa HAMpaBiIeHO Ha
JOCTYIKEHUH JTYYIIEer0 B3aWMMOMOHWMAHUS M CIHOCOOCTBYET JyYIIEeMY YCBOCHHIO HM3y4aeMOro
MaTepuaia.

B xone ocBOCHHS TUCHHIUIMHBI IPH MPOBEICHUN KOHTAKTHBIX 3aHSATHUH HCIIONB3YIOTCS
ciaenyromuye (GopMbl 00y4deHUs, CIOCOOCTBYIOIIHE (HOPMHUPOBAHUIO KOMICTCHITUHN: JIEKIIMH-
TUCKYCCUM;, KEHC-METOM; pelIeHHe 3a/iady; CUTYallMOHHBIA aHAIMU3; OoOCyXKAeHHe pedeparoB U
JOKJIaJI0B; pa3paboTKa rpyHIOBbIX MPOEKTOB; BCTPEUU C MPEICTABUTENIIMU IOCYIapCTBEHHBIX U
OOIIECTBEHHBIX OpPTraHU3aIUN.

10. ITepeyenn» HH(POPMAIIMOHHBIX TEXHOJIOTHIi, HCIIO0Jb3YEeMBbIX IIPH OCYIIECTBJICHHH
o0pa3oBaTeIbHOIO Mpolecca Mo JMCHUILINHE, BKJIYas epedyeHb NPOrpaMMHOro
olecrieyeHnst 1 HHPOPMAIMOHHBIX CIPABOYHBIX CHCTEM (IIPH HEOOXOAMMOCTH)

B mpomecce MNEKIMOHHBIX W TMPAKTHUECKUX 3aHATHHA HCIIOJIB3YyeTCs Cleayloliee
porpaMMHOE 00ecCTIeUeHHE:

*mporpaMMel, obOecrieunBarone A0cTyn B cerb «MHTepHer» (Hampumep, «Google
chrome»);

*[porpamMMsl, IEMOHCTPAIIMU BHICO MaTEPHAIOB (HarmpuMep, mpourpsiBaresb « Windows
Media Player»);

*mporpaMMbl JIJIsE IEMOHCTpAIlMd W CO3JaHUs Tpe3eHTanuil (Hampumep, «Microsoft
PowerPoint»).

11. Onucanne MaTepUAJIbHO-TEXHNYECKOI 0a3bl, HEO0OX0AMMOM /Il OCYLIeCTBJICHUSA
00pa3oBaTeILHOIO Mpolecca No JMCUHUIIHHE


http://www.edu.ru/
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Jis  mpenojaBaHMsl JUCHMIUIMHBI He TpeOyercss CHelMalbHbIX MaTepHallbHO-
TEXHUYECKUX CPENICTB (Ja00paTOPHOTro 000PYAOBaHUS, KOMIIBIOTEPHBIX KJIACCOB M T.11.). OIHAKO
BO BpEMs JIEKLIMOHHBIX 3aHSTUH, KOTOPbIE MPOBOJATCS B OOJIBLION ayIUTOPHUH, UCIOIB30BAThH
IPOEKTOP JJIsi IEMOHCTPAIMK CIAiI0B, CXeM, Ta0JIMIl U MPOYEro MaTepuaia, MyIbTUMEAUNHBIC
npoekTopbl Epson, Benq ViewSonic; skpanbl s mpoekTopoB; HOyTOykm Asus, Lenovo,
MHUKPO(OHBI.
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