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1. Ilesu ocBOEHUS AUCHHUILITHHBI

HCHHMI/I OCBOCHHUA JUCHUIIIIMHBI
MEPCOHATIOM» SABJISAKOTCS:

«JloKkyMeHTalmoHHOE OOECIIeYeHnEe YIPaBICHUS

dbopMUpOBaHHE Yy CTYJECHTOB HABBHIKOB IO COCTaBICHHIO H OQOPMIICHHIO CIYKEOHBIX

JOKYMCEHTOB B CUCTEME YIIPABJIICHUS IIEPCOHATIOM

2. MecTo TMCUMILIMHBI B CTPYKTYpe 00pa3oBaTeIbHOM MPOrpaMmbl

HucuurumHa «JlokyMeHTalmoHHOe oOecreueHne yIpaBiIeHHUs IePCOHATIOMY» OTHOCHTCS
K 0a3oBoi yactu. TpeGoBaHMs K MpeALIECTBYIOIMM 3HAHUAM IpeJcTaBieHbl B Tabnuue 2.1.
JlucuuiuiiHa TpEeAIIeCTBYeT TOCYAapCTBEHHOW 3allUTe BBIMTYCKHOM KBalM(pUKALMOHHOM

paboTHI.
Tab6anna 2.1 — TpeGoBaHus K nNpepeKBU3NTAM JUCHUIINHBI
JucuuIimmHaa Paznen
WNHdopMannoHHbIE TEXHOJIOTHH B yIIPABIICHUE .
$op yip APM kanipoBoii ciryxO0bl
EPCOHATIOM
[InanupoBanue  TOTPEOHOCTH B Kaapax
YnpasieHrue nepcoHaIOM OpraHU3aluu
OpraHu3aluu
3. IlepeyeHb MUIAHMPYEMBIX  pe3yJbTATOB  OOy4YeHUS] MO  JUCHHILIHHE,

COOTHECCHHBIX € IVIAHUPYEMBIMHM pe3yJjibTaTaMU OCBOCHUHA oﬁpazonaTeanOﬁ

NPOrpamMMmbl

Tab6anna 3.1 — B3aumMocBsA3b IVIAHMPYEMbIX Pe3yJIbTAaTOB 00y4eHH 0 JUCHHUILINHE H
IVIAHMPYEMBbIX pe3yJIbTATOB 0CBOECHMSI 00pa30BaTe/IbHOI POrpaMMbl

WNHunexe u copepxanue 3HaHuA YMmenus HaBbiku 1 (M111) OTIBIT
KOMIICTCHITUH JIeITCILHOCTH
[IK-10 — 3HaHuEeM Ortan 1: 3HaTh Ortan 1: opopmiaTe | Dtam 1: HaBbIKaMH
TpynoBoro kojekca TpynoBoi koxekc COIMPOBOXKAAIOIIYIO0 | UCIOJIb30BAHUS
Poccuiickoii Poccuiickoit JokyMeHTauuto rmpu | TpynoBoro koaekca
denepanyy ¥ MHBIX denepanvu U MHbIE pueMe, Poccuiickoit
HOPMATUBHBIX HOPMAaTHUBHBIE YBOJIbHEHUU denepanviv 1 UHBIX
[IPaBOBBIX AKTOB, ITIPaBOBLIC AKTHI, nepcoHaja B HOPMAaTHUBHBIX

COJIEpXKAIINX HOPMBI
TPYZAOBOIO IIPaBa,
3HAHUEM TPOLIETYP
MpueMa, YBOJbHEHUS,
MepeBo/ia Ha IPYTYIO
paboty u
MepeMEIICHHS
nepcoHana B
COOTBETCTBUH C
TpynoBbsIM KOIEKCOM
Poccuiickoit
denepauuu U
BJIaJICHEM HaBBIKAMH
oopMIICHHS
CONPOBOXKAAIOIIEH
JIOKyMEHTAIUU

coJiepKalire HOpMbI
TPYJIOBOTO TIpaBa
OTtan 2: 3HaThb
MPOIIEAYPHI TIPUEMA,
YBOJIbHEHMUS,
MepeBo/ia Ha IPYTYIO
paboty u
nepeMenieHus
nepcoHasa B
COOTBETCTBUH C
TpynoBBIM KOIEKCOM
Poccuiickoit
®denepauun

COOTBETCTBUHU C
TpynoBeim
KOJEKCOM
Poccuiickoi
denepauuu

Ortan 2: opopMIATh
COIPOBOKIAIOIIYIO
JIOKYMEHTAIAIO TIPH
IIEPEBOJIE HA
ApYTyro paboTy u
NIEPEMELICHUH
nepcoHaa B
COOTBETCTBUHU C
TpynoBsim
KOZEKCOM
Poccuiickoi
denepauuu

MPABOBHIX aKTOB,
COJICPIKaITIX HOPMBI
TPYZOBOTO MIpaBa

OTan 2: HaBBIKaMH
o(opMIIeHHUS TTPOLIEAYP
preMa, yBOJbHEHHUS,
nepeBojia Ha APYTYIO
paboTy u mepemMenIeHus
nepcoHana




[1K-11 — BragesneM
HaBBIKAMU pa3pabOTKH
OpraHU3alMOHHON U
($yHKIMOHATIBHO-
IITaTHOM CTPYKTYPBHI,
pa3pabOTKH JOKAIBHBIX
HOPMAaTHUBHBIX aKTOB,
KaCaroIIuXcst
OpraHu3aluy Tpyaa
(mpaBuiIa BHYTPEHHETO

Oran 1: 3HaTh
TIPUHITATIBI
COCTaBJICHUS
OpraHU3aIMOHHOU 1
(GyHKIIMOHATIBHO-
MITAaTHOW CTPYKTYPHI,
JIOKaJIbHBIX
HOPMAaTHBHBIX aKTOB,
KacaroIuxcs
OpraHu3aIy Tpyaa

Ortan 1:
paspabaThIBaTh
paBUIIa
BHYTPCHHETO
TPYJIOBOTO
pacropsiika,
IIOJIOKEHHUE 00
OTIyCKax,
MIOJIOKEHUE O
KOMaHJIUPOBKAx

Oran 1: HaBbIKaMU
pa3paboTku
OPraHu3aLMOHHON U

G YHKIIMOHATIBHO-
LITATHOU CTPYKTYPBHI,
pa3paboOTKU JOKATBHBIX
HOPMATUBHBIX aKTOB,
Kacaroluxcs
OpraHu3alu Tpyaa
Otan 2: HaBbIKaMH1

TPYAOBOTO Otan 2: 3HaTh Otan 2: O(i)OpMJISITB 0(1)0pMJ'IeHI/IH
pacnopsiaka, IPUHITAIIBI [paBuia OPraHu3alMOHHON U
ITOJI0KEHHUE 00 oopmIeHHUs BHYTPCHHCIO GYHKIIMOHATIBHO-
OTIYCKAaX, MOJI0KEHUE OpPraHU3alMOHHOW U | TPYZIOBOT'O IITATHOH CTPYKTYPEI,
0 KOMaHIMPOBKaX ) (yHKIMOHANBHO- pacnopsaika, pa3pabOTKH JIOKATbHBIX
IITaTHOM CTPYKTYPBI, | IIOJOXKCHUC 00 HOPMAaTUBHBIX aKTOB,
JIOKAJIbHBIX OTIIYCKax, KacCaroluxcs
HOPMAaTHBHBIX aKTOB, | ITOJIOXKEHUE O OpraHu3alyyu Tpyaa
Kacaromuxcs KOMaHJMPOBKaxX
OpraHu3aluu Tpyaa
[IK-12 — 3HaHuEeM Otam 1: 3HaTh Oram 1: Ortan 1: HaBbIKAMHU
OCHOB Pa3paboTKH 1 OCHOBBI pa3pabOTKu | pa3pabaThIBaTh pa3paboTKu KaJpOBOi
BHEIPEHUSA KaﬂpOBOﬁ u KaﬂpOBOﬁ n npoucaypsl n ynpaBHqueCKOﬁ
ynpaBﬂqueCKoﬁ YIIPaBJICHUYCCKON peryjiupoBaHuAa JOKYMCHTAIUH,
JIOKYMEHTALNH, JOKYMEHTALUH, TPYAOBBIX OINTHUMU3ALIUU
OITUMM3ALIH OIITUMM3AIINHU OTHOIIICHUN U I[OKYMGHT0060p0Ta n
I[OKYMCHTOO60pOTa u I[OKYMeHTOO60pOTa COHpOBO)KI[aIOH_Ieﬁ CXEM (I)YHKI_II/IOHB.JII)HBIX
cxeM U CXEM UX JOKYMEHTAIuU B3aMMOCBSI3EN MEKIY
(yHKIMOHAIBHBIX (YHKITMOHATBHBIX Otan 2: BHEAPSTH MOoApa3AeICHUSIMU
B3aHMOCBSI3eH MEXKTy B3aHMOCBSI3CH MPOLETYPHI OTar 2: HaBbIKAMU
MOoApa3AeICHUSIMH, MCKAY peryjinpoBaHus BHCAPCHHUA KaAPpOBOU U
OCHOB Pa3pabOTKH 1 MOJIpa3IeJICHUSIMA TPYAOBBIX YIPaBICHYECKON
BHEIPEHUS IPOLIENYP Otarm 2: 3HaTh OTHOIIICHUU U AOKYMCHTAaIUH,
perynupoBaHus OCHOBBI BHEJIPEHHUS COINPOBOXKAAIONIECH | ONTHMU3AIUU

TPYJIOBBIX OTHOILIEHUN
Y COIPOBOXKIAOIICH
JIOKyMEHTAIUU

KaJpOBOU U
YIIPABJIEHYECKOU
JIOKYMEHTaIluH,
ONTUMHU3ALNH
JIOKYMEHTO000poTa
U CXEM
(YHKIIMOHATIBHBIX
B3aUMOCBS3EN
MEeXIy
10/Ipa3IeJICHUsIMU

HUX JOKYMCHTAUU

JOKYMEHTO000poTa 1
cxeM (YHKIMOHAIbHBIX
B3aUMOCBSI3EN MEXKIY
NoJIpa3iesICHUsIMU

[1K-13 — ymennem
BECTHU Ka/IPOBOE
JIeIONPOU3BOJICTBO U
OpraHU30BBIBATh
apXMBHOE XpaHEHUE
KaJIPOBBIX JOKYMEHTOB
B COOTBETCTBHHU C
JIEUCTBYIOLIUMH
HOPMATHBHO-

Oran 1: 3HaTh
OCHOBBI KaJIpOBOM
CTaTHCTUKH

Ortan 2: 3HaTh
TpeOoBaHUS
COCTaBJICHUS
KaJpoBOH
OTYETHOCTHU

Oran 1: Bectu
KaJIpOBOE
JIeJIOTPOU3BOJICTBO

Oran 2:
OpraHU30BBIBATh
apXHUBHOE XpPAaHCHHE
KaJIpOBBIX
JIOKYMEHTOB B
COOTBETCTBHH C

Otan 1: HaBBEIKAaMH
03HAKOMJICHUS
COTPYAHHUKOB
OpTaHU3AIHH C
KaJIpOBOI
JIOKYMEHTaIueu u
JEUCTBYIOLLIUMH
JIOKAJbEHBIMU
HOPMAaTHBHBIMH aKTaMHU




IIPABOBBIMH aKTaMH,
3HaHHUEM OCHOB
KaJpOBOW CTaTUCTHKHU,
BJIaJICHAEM HaBbIKaMU
COCTABJICHUS KaJIpOBOU
OTUYETHOCTH, a TAKIKE
HaBbIKaMU
03HAKOMJICHHUS
COTPYAHUKOB
OpraHM3alyy C
KaJpOBOM
JIOKYMEHTalUue 1
JEHCTBYIOIUMHU
JIOKQJIbHBIMU
HOPMaTUBHBIMU
aKTaMH, YMEHUEM
o0ecneunTh 3aluTy
NIEPCOHAIBHBIX JaHHBIX

JIEACTBYIOIIUMHU
HOpPMAaTHUBHO-
IIPAaBOBBIMU aKTaMH

COTPYHUKOB

OTan 2: HaBBIKaMH
obecIeyeHns 3aIuThl
MEPCOHAIIbHBIX JIAHHBIX
COTPYAHHUKOB

4. O0BneM TUCHUILIUHBI

Ob6vem aucuuIUInHBl «JlOKyMEHTallMOHHOE OOEeCIeYeHHEe YIPABJICHUS I1E€PCOHATIOM
COCTaBJSIET 2 3aueTHBIX eauHHuI (72 aKaJeMHYeCKHX 4acoB), pachpeeiicHue oObema

JUCIIUILINHEI

Ha KOHTAaKTHyI0 paboTy oOyuwaromuxcs c¢ mnpenogaBareiem (KP) u Ha

camocTrosTenbHyo padoTy oOydaromuxcs (CP) mo BuaaMm ydeOHBIX 3aHATUH W IO MepUoJiaM
oOyueHus mpeJicTaBieHo B Tabnuue 4.1.

Tadauua 4.1 — Pacnpenesienne od0bemMa 1M CHUIITTHHBI
10 BUAM Y4eOHbIX 3aHATHI U N0 NepuoaaM o0ydeHusl, aKkaJleMUYecKue 4achbl

o N Cemectp Ne 11
N @)
e Bun yueOHbBIX 3aHATHIA 2 e
n/m S S KP Cp
~ ~
1 2 3 4 5 6
1 | Jlexumu (JI) 4 - 4 -
2 | JJabopatopusie paboTsl (JIP) - - - -
3 | Ipaktuueckue 3anatus (I13) - - - -
4 | Cemunapni(C) 6 - 6 -
5 KypcoBoe nmpoektupoBanue i i i i
(KIT)
6 | Pedepatsl (P) - - - -
7 | Occe (I) - - - -
WupuBuayanbHbIe  JIOMAITHHUE
8 3apanus (M/13) ] 20 ] 20
CamocTosiTenbHOE W3y4YEHHUE
d Borpocos (ClB) ] 26 ] 26
10 | IMoxroroBka k 3ausTusM (I1k3) - 14 - 14
11 | IIpomexxyTOouHasl aTTecTalus 2 - 2 -
12 | HanmeHnoBauue BUIA X X 3a4er




MIPOMEKYTOYHOM aTTECTALUU

13

Bcero

12

60

12

60




5. CTpyKTypa u coaep:KaHue TUCHHILINHBI

CTpyKTypa IUCHUIUIMHBI TIpeIcTaBlieHa B Tadymie 5.1.

Ta6aunna 5.1 — CTpykTypa AMCHUIIMHBI

O06wem paboThl 10 BUAaM y4eOHBIX 3aHITHH, aKaIeMIYECKUE Jachl Ef
2 i}
(&) ~ 9 8 = g =
= © o)
Ne 3 2 = | g |2 2 @ z 55
- HaumenoBanus pazzenoB u TeMm T 2 A N = 5] S o = é =
n/n o, 3 = Q = S o = 2 e = )
) 1) o a 0 = 2 = O g s > _% =
& S 5« 2 S = < SZE|2ES| 28 X o =
) S S £ g E e S i o E2E|c82| oF& 85 Z 2
= g o 9 2w = S O 9] SEsg|or &l & =3 =
o [» toRts! < 2 S 8 0 =y H=K|=S >E =z Q = S
S| ¢ |88 | E5| B | 28| % |EEE|5Fc2| 25| £E | €
1 2 3 4 5 6 7 8 9 10 11 12 13 14
Paznen 1 OcHoOBBI MK-10,
1 JOKYMEHTHPOBAHUSA 11 4 ) ) 6 _ X 20 26 14 X K-11
yIIpaBJICHHS IIEPCOHATIOM MK-12,
MK-13,
11 Tema 1 JIOKyMEHT M CHCTEMBI 11 5 - ) ) ) < 4 6 3 < [K-10,
JIOKYMEHTalluU TIK-11
12 Tema ZvCOCTaB U cojepKaHue 11 ) - ) 2 ) X 4 5 3 X TIK-10,
KaJpOBOY JTOKyMEHTAIHU TIK-11
Tema 3 OCHOBHBIC TOKYMEHTEHI, - TIK-10,
1.3 | permaMeHTHpYOIIIE 11 2 - - - X 4 5 3 X [K-12
yHIpaBJIeHHE TEPCOHATIOM
14 Tema 4 [lpaBuna odopmireHHS 11 ) - ) 2 ) . 4 5 3 X [K-10,
JIOKYMEHTOB TIK-13
Tema 5 Opraamnzanus TIK-12,
15 JIOKYMEHT0000poTa 1 2 X 4 5 2 X MK-13
2. KonTakTHas paéora 11 4 - - 6 - X 2 X
3. CamocrosiTenbHast padora 11 - - - - 20 26 14 X
4 0Oo0nem TACIUTIIMHBI B 11 4 ) ) 6 ) ) 20 26 14 2 X
cemMecTpe
5 Bcero no iucuunjimuHe X 4 - - 6 - - 20 26 14 2 X




5.2. Conep:xaHue TUCHMILINHBI

5.2.1 — Tembl JeKnu

No m.11. HaumMmeHoBaHMEe TeMBI JIEKITUHN Obneu,
aKaJeMHUECKHEe Yachl
JI-1 JIOKYyMEHT ¥ CUCTEMBI JOKYMEHTAUU 2
JI-2 OcHOBHBIE JIOKYMEHTHI, periaMeHTUPYIOIIUE 2
yIpaBJIEHHUE [IEPCOHATIOM
HToro no aucuuIuiHe 4
5.2.2 — Tembl J1a00paTOPHBIX PadoT
He npenycmoTpens! paboynM yuyeOHBIM ITaHOM
5.2.3 — Tembl NpaKTHYECKUX 3AHATHIA
He npenycMoTpensl pabounM yaeOHBIM MIIaHOM
5.2.4 — TeMbl CeMMHAPCKUX 3aHATHH
Ne m.m. HaumenoBanue TeMbl 3aHATHS Otnen,
aKaJeMHUECKHE Yachl
C-1 CocraB U cojiep)KaHue KaJpoBOil TOKYMEHTAIIUH 2
C-2 [IpaBuna opopmieHHst JOKyMEHTOB 2
C-3 Opranu3zanus JOKyMEHT0000poTa 2
HToro no AMCUUITINHE 6

5.2.5 Tembl KypcoBbIX padoT (MMPOEKTOB)
He npenycMoTpens! pabounM yuyeOHBIM IIIaHOM

5.2.6 Tembl pepepaToB
He npenycmotpensl paboueil mporpammoit

5.2.7 Templ 3cce
He npenycmoTpensl paboueil mporpammoit

5.2.8 TeMbl HHAUBHAYAJBHBIX TOMAIIHUX 3aaHUI
HazoBure Bce BHIBI JOKYMEHTOB M YKXKHUTE, MO KAKUM MpHU3HAKaAM OHH
KJIaCCUPHUITUPYIOTCSI.
Haiinute onpenenenre JOKyMeHTa B TOCYAapCTBEHHOM CTaHAApTE.

CocraBbte Tabimiy «[loHsITHE JOKYMEHTa B HAYYHBIX TUCIUTUTHHAX)
Onpenenurte BUI JOKYMEHTA: O(ULIMATBHBIC, THYHBIE H TUYHOTO TIPOUCXOXKICHUS
CocraBbTe npuka3s (pacnopspKkeHne) o mpueMe Bac Ha paboTy,

CocraBbTe nMpukas (pacnopsbKeHHe) 0 IEpeBoJie Bac Ha APYTYIO paboTy
Cocrasbte [Ipukas (pacnopspkeHne) o MPeoCTaBICHUH BaM OTITYCKa

CocTtaBbTe TpaduK OTIIYCKOB OpraHU3aIlMU COCTOSIIECH U3 15 COTpyTHUKOB: 2 U3
KOTOPBIX 3aMECTHTEIH PYKOBOJMTENS, OJWH- TTaBHBIA Oyxrantep, 2 — Oyxraiarep M Kaccup,
OJIMH — CHEIHAUCT OTHAeda KaJIpoB, 5 — pabo4MX-CMEHIIUKOB, 2-pabOTHHKU Ha 8 YacOBOM
pabounii eHb, OJTHA — YOOpITUIia, 2 — MEHEHKEPOB.
CocraBpTe mnpuKa3 (pacnopsiKeHHME) O TMPEKpallleHuu AEHCTBHUSI TPYIOBOTO
JIoTOBOpa (KOHTPAKTa) C BAMH.
CocraBbTe npukas (pacnopsikeHue) O HallpaBJICHUU Bac B KOMAHIUPOBKY

1.

NG WN

9.

10.
11.
12.

Brmuimunre koMaHAMPOBOYHOE yIOCTOBEPEHHE PAOOTHUKY

CocraBbTe npuka3 (pacnopsKEeHUe) O MOOIIPEHUHN Bac.




13. Pasbeiitecs Ha Tpynmbel mo 4 uenoBeka M cocTaBbTe IIpaBuia BHYTpeHHEro
TpyzAoBoro pacnopsjaka; ITonoxenue o 3amuTe nepcoHandbHbIX AaHHBIX; [lonoxkeHue o6 omate
Tpyaa; [lonoxenue o CTpyKTYpHBIX noapasaenenusx; [lonoxenue o6 arrecranuu

14.  BriGeputre OAHY M3 KOHKPETHBIX JOJDKHOCTEHM U COCTaBbTE JIOJKHOCTHYIO
HUHCTPYKITUIO
15.  Paz0Geiitech Ha rpymibl o 4 yenoBeka u coctaBbre [lonokeHne o mpeMupoBaHuy;

WHCTpyKIMS TO KaJpOBOMY JIENONMPOU3BOJACTBY; [lonokenne 00 OICHKE TIepCOHANa;
[Tonoxenue 06 00yuenuu; [Tonoxxkenue 06 amanranuu

16.  CocraBbTe rpaduk JOKYMEHTOOOOPOTa B KOHKPETHOW OpraHu3aIiu

17.  Pasbeiitecr Ha Tpynmbl 1o 4 yenoBeka W cocTaBbTe IlomoxkeHue o pabote ¢
KaJpoBBIM pe3epBoM; [looxkeHne o mpeMiupoBaHUN

18.  IlpeacraBbTe CTPYKTYypy YCTaBa OpraHu3aliu

19. Cocrasbte [locTaHOBIEHUE 10 KOHKPETHOMY COOBITHIO.

20.  CocraBbTe pelieHue 110 KOHKPETHOH 3a/1aue yrpaBieHHs.

21. CocraBbTe MpPUKA3 M0 KaIPOBOMY COCTABY.

22.  CocraBbTe yKa3aHUe 110 PEIICHUI0 KOHKPETHOIO BOIIpOca.

23. CocrtaBbTe pacropsHKEHHS T0 KOHKPETHOMY COTPYTHHUKY

24, Odopmute npoTOKOJI 3aceiaHus cCOOpaHUs KOJIJIEKTHBA OpraHU3aLlH.

25.  CocraBbTe aKT O HapYIICHUHU TPYAOBOTO JOTOBOPA KOHKPETHOTO COTPYAHHUKA.

26. Onumre cTpykrypy IlonoxxeHnus kak 10KyMeHTa

27. OnumuMre npaBuiia COCTaBICHUSI MHCTPYKLIMMA

28. Ucnonezys 'OCT 7.32 — 2001 IIpaBuna odopmiieHHs TEKCTOBBIX JOKYMEHTOB,
chopmynupyiTe OCHOBHBIE TPeOOBaHUS K OPOPMIICHUIO TEKCTOBBIX JOKYMEHTOB

29.  Hcnons3ys 'OCT P 6.30-2003 YuudumupoBaHHbIE CHUCTEMbI JTOKYMEHTAIHH.
YHuuuupoBaHHas cucTeMa OpraHu3allMOHHO-PaCcCHOPSAUTENbHON JoKyMeHTauuu. TpeboBaHus
K O(OpPMIIEHUIO JOKYMEHTOB, CQOpPMYIHUpYHTe mpaBuia OGOPMIIEHUS OpPraHU3alMOHHO-
pacropsIANTENBHON JOKYMEHTAIIUU

30.  Hcmonb3yst KOHKPETHBIN JOKYMEHT, IePEYHCIUTE PEKBU3UTHI.

31.  Hcmomnn3ys TUIIOBYIO (OPMY «OOIIHIA OJTAHKY 3aIIOTHHUTE €€.

32.  Hcnonb3ys THIOBYIO (hopMy «OJaHK MHUChbMay 3aMOJIHUTE €€

33.  Hcnonp3ys THIOBYIO GOopMy «OJIaHK KOHKPETHOTO BHIA JOKYMEHTa» 3allOIHHUTE
ee.

34. Hanumure 3asBnenue o npueMe Ha paboTy B KOHKPETHYIO OpTraHU3AIIHIO.

35.  CocraBbTe aHKeTY JUIs ITpHeMa Ha paboTy.

36.  3amoyiHWTE JIMYHYIO KapTOUKY paOOTHHKA, UCIIOJIb3Ys CBEJCHHS O cebe

37.  CocraBbTe TpPYyAOBOM JOrOBOp: JJIsi BPEMEHHOro pabOTHUKA, ILITaTHOTO
pabOTHHKA, IS CAEITHHOU PabOTHI, O OKJIATY.

38. U/3-6

39.  CocraBbTe MPUMEPHOE MTATHOE pACITUCAHUE.

40.  Odopmure y4eTHYIO KapTOUKY HAyYHOTO, HAYYHO-TIEJaTOTHUECKOTO paOOTHHUKA

4]. 3amnonanTe OJIaHK JIAIEBOrO CYeTa

42.  3amoiHMTE 3aMUCKY-pacyeT O MPEAOCTaBICHUH OTITYCKa PaOOTHHUKY

43.  3amonHWTE 3amUCKy-pacdeT NMpH MpPEeKpameHnH IEHCTBHS TPYJOBOTO JOTOBOpa
(koHTpaKTa) ¢ pabOTHHUKOM

44, CocTaBpTe aKT O MPHUEMKE padoOT, BBIMOJHEHHBIX IO TPYIOBOMY JOTOBOPY
(KOHTpAKTYy), 3aKIIOYEHHOMY Ha BPEMSI BHITIOJTHEHUS ONIPEICIICHHON paOOTHI.

45.  HanmmmwTe 3asBJICHUE HA TIEPEBOJI B IPYTYIO0 OPTaHU3AIHIO

46.  HanmmmuTe 3asBlIieHHE Ha MIEPEBO HA IPYTYIO JOJKHOCTb.

47.  CocTaBbTe CXEMY PacCTOPKEHHUS TPYIOBOTO JOTOBOPA IO HHUIIMATUBE PAaOOTHHKA.

48.  CocTaBbTe€ aJrOpUTM DPACTOPIKEHHUS TPYIOBOI'O JIOTOBOpA IO WHUIMATHUBE
paboTomaTens.

49.  OnumuTte NOopsAaOK MOJATOTOBKH IIPUKA30B MO TUYHOMY COCTaBY.



50.  3amosHUTE TUTYJIBHBINA JIUCT TPYIOBOM KHUKKU

51.  3amosHuTE CTpaHMIy TpPYAOBOW KHW)KKM Ha BbINyCKHUKa IHcTuTyTa
yIpaBJeHUs, CIIEHUATBHOCTHU «YIIpaBiieHue nepcoHantom» 2014 r.

52. CocTaBbTe ONMUCH JTUYHOTO Jie7Ia pabOTHUKA

53.  CocraBbTe XapaKTEPUCTHKY Ha ceOsl.

54.  Ilepeuncnure npaBuia opopMICHUS IOPUINIECKOM TOATUCH.

55.  Haueptute cxemy JOKYyMEHTOOOOpPOTa B OpraHU3alUU

56.  3amoyiHUTE XKypHaI PErUCTPALMM UCXOAALINX JOKYMEHTOB

S7.  3amoJIHUTE )KypHaJ perucTpanuy BXOAsIen JOKYMEHTalUuK

58.  IlocraBbpTe Ha IOKyMEHTE OTMETKY O KOHTPOJIE.

59. l.Ilepeuncnure Hambonee dYacTO BCTPEYAIOIIMECS B MPAKTUKE MPU3HAKU
IPYNIUPOBKU JOKYMEHTOB

60. 2. Onumute nopsaoK GOPMHUPOBAHUS €.

61. 3. OnummuTe npouexypy nepeaayu el B apXuB.

62.  CocraBbTe HHCTPYKIUIO TI0 COCTABICHUIO HOMEHKIIATYPHI JIE.

63.  3anummre mpasuia paboOThl C JOKYMEHTaAMM COAEPKALIMMU KOH(DUICHINATbHYIO
MH(pOpMaLHIO.

5.2.9 - BOl'lpOCbI A CAMOCTOATEJTBHOI'0 U3YYCHU S

O0nem,
No .. HaumeHnoBanus Tembl HaumenoBanue Bompoca aKaJIeMUYECKHE
4achl
1. JlokyMeHT U CUCTEMBI | 3a7a4u JUCLUAIIIMHBI 6
JOKYMEHTaluu
2. CocraB u conepkanue kaaposoll | JIokanbHbIe JIOKYMEHTBI 5
JOKYMEHTaluu OpraHu3ayu
3. OcHoBHbIE IOKyMeHThl, | @yHkuuu ciyxost JOY
pEerIaMEHTUPYIOIME YIIPABICHUE 3)
[IEPCOHAJIOM
4. IIpaBuna opopmienust | PekBU3UTHI
JIOKYMEHTOB OpraHMU3alMOHHBIX 5
JIOKYMEHTOB
S. Opranuzanus fokymeHToobopota | [lonatue  ucxomsmeit u 5
BHYTPEHHEHN JOKYMEHTAIIMU
Wrtoro no nucumIuiiee 26

6. YueOHO-MeTOAMYECKOE U HH(POPMAINIMOHHOE 00ecTiedyeHne THCIIUTTHHBI

6.1 OcHoBHasi IMTEepaTypa, HeOOX0AMMAs IJIs OCBOEHUSI I CIIUTIJIMHBI

1. Jlenonmpou3BOJCTBO: COCTaBJIEHHE, pEIAKTHpPOBaHHE U 00paboTKa JOKYMEHTOB:
[DnexTpoHHEIH pecypce] - yuebd. mocodue / O. I1. Coimory0, - 3-¢ u3zn., crep. — M.: M3naTenscTBo
«Owmera-JI», 2008. — 207 c. — (ObC Kuaurodonn)

2. JlokyMmeHTOBeneHue: [DnekTpoHHbI pecype] - yueOnuk / H. H. Kynses, JI. H.
VYpanos, A. I'. ®abpuunos; nox pen. npod. H. H. Kynsesa. — M.: Jloroc, 2011. — 352 ¢. — (OBC
Kuaurodonn)

6.2 JlonoTHUTeIbHAS JJUTEPaTypPa, He00X0AMMAast 11 OCBOCHHS AN CLHUILIHHBI

1. /lenonmpou3BOJACTBO U apXMBHOE JAEJIO0 B TEPMUHAX U ONPENEIICHUSAX: [DIEKTPOHHBIN
pecypc] - yue6. mocobue / C. FO. Kabamos, 1. I'. AchanauspoBa. — M.: @aunta : Hayka, 2009.
—296 c. — (ObC Kuurodonn)




2. JIOKyMEHTHpOBaHHE YIPaBICHYECKOH JesITeIbHOCTH: [DIEeKTpOHHBIH pecypc]| -
YyebHo-meroandeckoe mocooue / mox pea. A. @. Typnutbko. — 4-¢ u3f., 101. ¥ nepepad. — M.:
Nzn-Bo MI'OVY, 2008. - 171 c. — (OBC Kuaurodonn)

3. Xoxosa JI. A., llexxkuna FO. A. JlokymeHTarimoHHOE OOECIEYCHHUE YIMPABIICHHUS:
[DnexkTpoHHbIN pecypc] - kypc nekuui. — M.: U3zp-so MI'OY, 2010. — 144 c¢. — (OBC
Kuaurodonn)

6.3 Meroauueckne yKa3aHusi JJsi 00y4alOIIHXCS MO OCBOECHHMIO JUCHUIUIMHBI H
Apyrue MaTepuaibl K 3aHATHAM

DNeKTpoHHOE y4ueOHoe mocobue (ykazamv pecucmpayuonuwviil Homep XXXX-X, oamy
pecucmpayuu XX XX XXXX r.) Bkitoyaroiee:

- KOHCIICKT JICKIIHIA;

- METOJIMYCCKUE YKAa3aHUS 110 BBITIOJHEHHUIO PAKTHYECKUX (CEMUHAPCKUX ) padoT.

6.4 Ilepeyensb y4eOHO-MeTOANYECKOT0 O0ecrevyeHus AJs CAaMOCTOSITeIbHOI PadoThl
00y4JaIMXCS MO0 ANCIHUIIHHE

DiekTpoHHOE ydeOHOe mmocodue (ykazamov pecucmpayuonnviti nomep XXXX-X, oamy
peaucmpayuu XX XX XXXX r.) BKIo4aromiee:

- METOAMYECKUE PEKOMEHIAINH JIJIsl CTYJICHTOB 110 CAMOCTOSITEIILHON padoTe;

- METOJMYECKUE PEKOMEHIAIINH 110 BBITOJHEHHUIO WHIAUBUYAIbHBIX JTOMAITHUX 33aHUH;

6.5 Ilepeyenb HH(POPMANIMOHHBIX TEXHOJIOTH, HCIOJIB3yeMbIX NMPHU OCYIIECTBJICHUHU
06pa30BaTeJIbHOF0 nmpomecca mo AUCHMIIVIMHE, BRJ/IKOYast M[MEPEeYCeHb IMPOrpaMMHOIo
ob0ecrieyeHnst 1 MHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM

1. Open Office

2. Google Chrome

6.6 Ilepeuyenbp pecypcoB HHGPOPMAIHOHHO-TETEKOMMYHUKANIMOHHON CeTH
«HTEepHET», HEOOXOAUMBIX VIS OCBOCHUSI JUCIHUIJIMHBI

1 WWW.QKS.Iu—  odurmaibHbii  cadt DenepanbHOM  CIyKObI  TOCYIApCTBEHHOM
CTaTUCTUKU

2. WWW.JOV.IU — CaliT BBICIIMX OPTraHOB I'OCYAAPCTBEHHOM BiacTy PO.

3. DnekTpoHHO-OnONMoTeuHass cucteMa "JlaHp", SJE€KTPOHHBIE KHUTH JUCHUILIUHBI

" JJokyMeHTaIloHHOE obecrieueH e yrpasieHus nepconaiom” http://e.lanbook.com/
4. VYauepcanpras ouodmoreka ONLINE http://biblioclub.ru/
5. OnektponHast budmoreka Pykont http://rucont.ru/

7. Onucanue MaTepHaJbLHO-TeXHUYeCKO# 0a3bl, HE0OXOAUMOIi 1151 OCyLeCTBJIEHUS
00pa3oBaTeIbHOIO NMpouecca Mo JMCIUIIHHE

3aHATUS ~ JEKIUOHHOTO  THUMA  TPOBOAATCA B ayAUTOpUH,  OOOpPYIOBaHHOM
MYJBTUMEAUATIPOEKTOPOM, KOMIIBIOTEPOM, YUEOHOM JOCKOH.

3aHATUS CEMHHAPCKOIO THIIA IPOBOJAATCS B ayAUTOPHUSIX, OOOPYIOBAaHHBIX Y4eOHOM
JIOCKOW, paboyuM MECTOM IpernojaBaTelis (CTON, CTYd), a TakKe MOCaJ0YHbIMU MECTaMH IJis
00y4aromuXxcsl, YUCI0 KOTOPHIX COOTBETCTBYET YMCIEHHOCTH 00YUaIOIIUXCs B IPYIIIIE.

(DOH,Z[ OILICHOYHBIX CpCIICTB JJIA HpOBCI[eHI/IH HpOMe)KyTO‘{HOI\/'I arrecralgnun 06yqa}oumxc;1
10 AUCUUIUIMHE TipeacTaBieH B [Ipunoxennn 1.


http://www.gks.ru/
http://www.gov.ru/
http://e.lanbook.com/books/?p_f_1_65=4317&p_f_1_67=4321
http://biblioclub.ru/index.php?page=m
http://rucont.ru/

[Iporpamma paspaborana B coorBeTcTBUU ¢ ®PI'OC BO mo nanpaBnenuto noarotoBku 38.03.03
VYipasneHue nepcoHaIoM.

Pa3paboran(n): O.C. CmotpuHa

[Iporpamma paccmoTpeHa M oJ00peHa Ha 3aceJaHuu Kadenpbl YIOpaBICHHUS IEPCOHAIOM U
TICUXOJIOTUHI

NpoTOKOJ Ne OT« __ » 2016 .

3aB. kadenpoit P.11I. IIadeen




