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1. OBIUAA XAPAKTEPHCTHKA IMPOI'PAMMBI

1.1. Heas peajin3audy NporpaMmsl

IMens: mnpuoOpeTeHHE  HOBBIX  KOMIETEHIMI, HeOOXOIHMMBIX 174
PPEKTHEHOIO OCYILECTBICHHSA JO/GKHOCTHBIX 00A3aHHOCTEH aIMHHUCTPATHBHOIO
COCTaBa OpraHu3aiuii, padOTHHKOB KaJIPOBEIX CITYKO W JAC/IONPOH3BOICTRA.

1.2. [IporpamMma pa3zpadoTaHa HA OCHOBE:

— Ilpodeccnonansusiii craggapt CroemquanucT MO OPraHU3aLHOHHOMY H
JTOKYMEHTAIMOHHOMY  00OECITeUeHHI0 YIPABJICHHA oOpraHu3ammei  (yTs.
npukazoM MuHHCTEpCcTBa Tpy.1a H colManbHOM 3aiuTel P ot 6 mas 2015 .
N 276nH)

— Ha ocHoBe PI'OC CIIO no cnennansHocTu 46.02.01 JlokyMeHTalmoHHOE
obecricueHHE yIIpaBicHHA H apXHBOBEICHHE (YTB. npHkazoMm MunucTepcTea
oOpazoBanus 1 Hayku PD ot 11 aBrycra 2014 r. Ne 975)

1.3. Kareropus caywareiei

TpeboBanus K YpOBHIO MOJANOTOBKH MOCTYINAKIIETD HA 00y4YeHHE: BbICIIIEE

obpazosanue. Yposens kBanuduxaimn — 6.

1.4. [Lnanupyemblie pe3yibTarhl 00y4eHHA

Tpynosas ¢pyukuus Paspadorka 1 BHEAPEHHE JIOKAIBHBIX HOPMATHBHBIX AKTOB I10
NOKYMEHTAIlHOHHOMY oDecTiedeHHI0 yrpaBieHus opraduzamnuei. Koag A/01.6.
JOJIKHBI 3HATE:

— METO[MYEeCKME [IOKYMEHTHl W HalMOHAJIbHBIE CTaHaapTel B cdepe
JIOKYMEHTAIMOHHOTO oDecrneueHns yIpaBaeHHs;

—  COCTAB JNOKAJIbHBIX HOPMATHBHBIX AKTOB OPraHu3alum;

— pacnpejeieHue YHKIUE B BONPOCOB JEATEILHOCTH MEK/Y CTPYKTYPHBIMH
nojapasieIcHHAMA OpraHH3aliiu;

— MpaBHIa ¥ MOPAIOK COCTABICHHA W OhOPMICHHA JTOKATBHBIX HOPMAaTHBHBIX
AKTOB OpraHH3aliy, peryIdpyroimux padoTy ee mnoapa3ieleHHa 10
JOKYMEHTAIIHOHHOMY 00eCIeUeHHIO YIIPABIEHHS

— TMpaBHia cOCTaBleHHs M O(OpMIIEHHA NOKATBHBIX HOPMATHBHBIX aKTOB,
OTIpeenAIIHX TOPAI0K pabOTEL C TOKYMEHTAMH B OpraHH3allHH;

—  METO/ILI PETTAMEHTAIIHH JIETOTPOH3BO/ICTBEHHBIX MPOIIECCOR,

JLONKHBI YMETB:

— AHAIH3HPOBATh JOKAILHLEIC HOPMATHBHBIC AKTHI 10 JOKYMCHTALIHOHHOMY
obecreueHHIO YIPABICHUS OpPraHHU3allHH;

— MPOBOANTHE Kiaccupukaunw HHpoOpMalUH B COOTBETCTBHH C 3ajJadamu
JTOKYMEHTAIIHOHHOTO 00eCTeYeHHA YIPARICHHSA OPraHn3allim;

= 1oAroTaB/IHBATE IIPOCKTEI JJOKAJIEHEIX HOPMATHBHBIX dKTOB 1o
JOKYMCHTALIHOHHOMY 00CCIIEHCHHIO YIIPABICHWA OpPraHH3alluH;

— (hOpMYIHpPOBaTh TMPCIIOKCHHA 110 COBCPIICHCTBOBAHHID  JIOKATBHBIX
HOPMATHBHEIX AKTOB OpPraHM3alli 110 J0KYMEHTAl[HOHHOMY odeclie4eHUIo
VIPABICHHA MW 00OCHOBBIBATE HX  TEPEJ  PYKOBOJCTBOM  CBOETO
[10/1pa3/ieneHus;




~  AKTYAIH3HPOBaTh JIOKAIBHBEIE HOPMATHBHBIE AaKThl OpraHU3aldHd 110
NOKYMEHTALHOHHOMY 00CCIIEUCHHIO €€ YIIPaBJICHHA.
[Ipodeccnonanbabie KOMIIETEHITHH, COOTRETCTBYIOIIHE

IEATENLHOCTH:

5.4.1. Oprasdzagus  JIOKYMEHTALHOHHOTO
(hYHKITHOHHPOBAHHA OPTaHH3aIim,

[TK 1.3. OcyuiecTBaaTh MOANOTOBKY JAENOBLIX I10€3/10K PYKOBOJMTENS H APYTIHX
COTPYJIHHKOB OpraHH3alliH.

[IK 1.5. OdopMadare H perHcTpHpPOBaTE OPraHH3alHOHHO-PACIOPAIHTENBHBIE
,U,DE}-’M&HTBI, KDHTpﬂ]IHpﬂBHTh E]’]Ul{l‘l HX HCIIQJIHEHHMA.

[TK 1.6. ObpabaTeiBaTh BXOAAIMINE H HCXOAANIHE TOKYMEHTRI, CHCTEMATHIHPORATh
MX, COCTARJIATE HOMEHKJIATYPY J1ei H (hopMHpPOBATE JOKYMEHTHI B jlga.

BHIAM

oDecrnevYeHHA YIIpaBJICHHA H

I[IK 1.7. CamocrodarensHo padoTtaTe ¢ JOKYMEHTaMH, COIepKallHMH
KOH(pHACHIMAIBHYH HH(OPMALMIO, B TOM YHCIE C JIOKYMEHTAMH 110 JIMYHOMY
COCTAaRBY.

1.5. TpynoemMkocTs 00yUeHHA 10 JaHHOMH nporpamme — 108 gacos, BKIIKUAsA BCe
BHIBI ayJHTOPHOH MW BHCAYIHTOPHOH (AHCTAHIMOHHOH) y4eOHOH padoThl
CHYIIATEA.

1.6. @opma obyyeHusn

Popma 00y4eHHSA — OYHAA, C HCITOJIB30BAHHEM JIHCTAHIIHOHHBIX 00pa3oBaTe/lbHBIX
TEXHOIOTHH,

2. COAEPKAHUE ITPOI'PAMMBI

2.1. YuedHbli niian

Kateropus caymartened — CHCUMAIHCTHEI KaIpoBBIX CaOykO o00pasoBaTeNbHBIX
OpPraHu3alum.

[TpogomxuTenbHOCTL 00yUeHHA — 108 yacos.

dopma U TEXHOIOTHA 00yUeHUs — OYHAA ¢ HCIIOIB30BAHHEM JHCTAHIHOHHBIX
TEXHOJIOTHH.

Ne HanmMenosanus Beero, Mopma sansATHI Popma
n/m PazicJioE H TeM JacoB AVAUTOPHLIE | THCTAHIHOHHLIE KOHTPOJIA
Jdex. | Hpak. | Jlek. | Ilpak.
1. | M.1 bazogas yacTh 17 17 OIpoc
I.1. | CoBpeMeHHEIE TTOAXOIEI K 10 10
OpTraH3aAIN=
ek THEHOTO
MEHEEMEHTA HepeoHaa
1.2, | HiyueHHe HOPpMATHBHBIX 7 7
DOKYMEHTOB KaJgpoBOoH
CIy KDL
1. M.2 Mpodguabnas 9acTh 42 36 6 TeCTHPOBAHHE
2.1. | llpunuunet, (pyHKIHH B 10 8 2
METOEI OpraHn3aliy
sifppekTHBHOIO TPY/1a B
paMKax




Ne HauMenopanus
1n/n Pa3/ieJIoB H TeM

Beero,
HACOBR

Mopma saHATHIH

AVIHTOPHLIE

AHCTAHLHOHHBIE

Popma
KOHTPOJIH

Jek.

[Tpak.

Jlek.

Ilpak.

NeaaroriycCroro
KOJUIEKTHEA

2.2, | CoBpeMEHHRIC CHCTEMEL B
CTPYETYPA VIIPARITEHHA
NEePCOHATOM

2.3, | Ananranus nepcoHana B
PazTHYHBIC TEPHOII
TPYAOBOH JEATCILHOCTH.

2.4, | Oprannsanus o0ydeHHA |
ATTECTAIIHH
MeaarorHyHoro

HEPCOHLTA

2.5. | ¥npaenenue cnyxebHo-
npodeccHOHATEHRIM
NPOJIBHIKECHHEM
nepcoHana

10

M.3 IIpodpuasnan 4acTh

3.1. | Opranuzanns npHeMa Ha
paboTy.

47
10

24

23

TCCTHPOEAHHC

3.2, | Odopminenune
JIOKYMEHTOB TI0 TIEPEBOTY
Ha IPYryi padoTy

3.3, | OdopmiacHHe
AOKYMCHTOB O
HaMpapIeHHH B OTITVCE

3.4, | Odopmnenne
,ﬂ,ﬂE}'MEH'l’ﬂE 1o
JHCITHILTHHAPHBIM
BALICKAHHAM H
MOOLIPEHHAM

3.5. | KoMnuexc 10KyMeEHTOR o
OOPMIEHHID CIYAKEDHBIX
KOMaH/IHPOBOK.

3.6. | Pemum padoTel H yuer
paboyuero BpeMeHn

3.7. | Odopmnenne
JOKYMCHTOB O
MpeKpaneHni TPYI0ROTO
AOTOBOpA

3.8, | Odopmienne Tpya0B0i
KHHKKH

3.9. | Bunael npoRepoK H HX
OCODCHHOCTH

Hrorosblii KOHTpOJb

2

TCCTHPOBAHE

BCEI'O:

108

77

31

Ipumedanne: opma NpoBeaeHH 3aAHATHIH M0 TPeDOBAHMIO 3AKATIHKD MOKET HIMEHATCH,




2.2, lpuMepHBIi KATeHIAPHBIH VUeOHBIH rpapuk

Ilepuon obyuaennn (uu, Hegenn)"
| meHn

HH]-'[ MECHOBAHHC l]ll'!ﬂ;l'J[ﬂ
CoBpeMeHHBIE TIOAX0IH K OPranmzanii 3hiheKTHEHOTO MeHeIKMEHTA TTEPCoHana

2 ek CoBRpeMEHHBIE TTOAX0IR K OPranm3anii 3hiheKTHEHOTO MEHeIKMEHTA NTEPCoHana

3 JNeHE CoRpeMEHHEIE TIOJX0IR K OPranm3ainii 3hiheKTHEHOTO MEHeIKMEHTA TTEPCoOHATa

4 neHb CoBpeMeHHBIE IOAX0AR K OPraHn3annn ek THBHOTO MEHEDKMEHTA IEPCOHATIA

5 IeHb CoBRpeMeHHBIE TOAX0IR K OPraHn3aiun ek THEHOTO MEHEKMEHTA MTEPCOHATIA

6 1CHbL COBRPEMCHHBIC MOAXOAL K OPraHn3aiun MK THEHOIO MEHEKMEHTA EPCOHATA

T AeHb Mayuenne HOPMATHRHEIX JIOKYMEHTOR KAJIPOROH CIYiKDLI

8 1eHbL Havaense HOpMaTHBHBIX JOKYMEHTOB KaIpoBOH CITViKOLI

O nennb HaydenHe HOpMATHBHBIX JOKYMEHTOR KaJIpoBO CIIViKOL

10 genb HaydenHe HopMaTHBHBIX JOKYMEHTOB KaJIpoBOH CIIViKOE]

11 neHs [puuusnel, GVHKLIHE 1 MeTObI Opradd3aiiy ek THBHOTO TPY/Ia B paMKaX NeJarorH4eckoro KoJUIEKTHRA
12 neHb [puuuunel, GyHKLUHE 1 MeTO/bl OpradH3aiiy ek THBHOIO TPY/Ia B paMKaX NeJarorH4eckoro KoJUIeKTHBA
13 newn [puHupnel, GyHELHY 1 MeTOAbI Opradu3aiiy ek THEHOIO TPY/1a B PaMKaX NeJarorH4eckoro KoaleKTHRA
14 neun [puuupne:, GyHELHE H METOABI Opradu3anuy ek THBHOTO TPYa B paMKaX NEJarorH4eckoro KOIIeKTHRA
15 nens [MTpuuupne:, GyHELHE H MeTOALI OpraHd3anuy ek THBHOTO TPY/IA B PAMKAX MeJarorH4eckoro KoUIeKTHBRA
16 1eHE CoRpeMeHHBIE CHCTEMBI H CTPYKTYPA VIPARISHHA MTEPCOHATIOM

17 neHn CoRpeMEHHBIE CHCTEMBI H CTPYKTYPA VIPARICHHA MEPCOHATIOM

18 neHb CorpeMeHHBIE CHCTEMBI H CTPYETYPA VIIPARIEHHA MTEPCOHATIOM

19 neHE CoRpeMeHHBIE CHCTEMEBI H CTPVETYPA VIIPARIIEHHA [TEPCOHATIOM

20) 1eHn AanTaiug nepcoHara B pasindHeIe MEPHOIL TPYIOROI TeaTeTEHOCTH.

21 nenn AllanTauma NepeoHana B pasiHYHbIEe NEPHO/ILl TPYI0BOH JeaTENBHOCTH.

22 neHb AlanTalng NepcoHaia B pasiHYHbIE NEPHOIL TPYIOBOH ICATCIEHOCTH.

23 neHn Oprannsaius o0yIeHHd W aTTeCTALHN NMeJarorH4Horo nepeotalia

24 nenn Oprannzaums o0y4eHUd M aTTECTALHM NEJArorHYHOO NepeoHaia

25 NeHb Opraunzanug o0yYeHHus M aTTECTALHN NEJAT0IHYHOIO NIEPCOHANA

26 J1eHb Vipagienue cinykedbno-1rpodecCHOHAIBHBIM IIPOJABHKESHHEM IEPCOHAIA

27 NeHb Yupagnenue ciyredHO-IpoecCHOHAIBHBIM IIPOABHKEHHEM IIEPCOHAIA

2% JeHb Yupaenenue ciyredHO-1IpodhecCHOHAIBHEBIM ITPOJABHKEHHEM IIEPCOHAIA

29 neHn Vnpaeneuue cnymedHO-poheCcCHOHATBHBIM NMPOABHKCHHCM MCPCOHAIA

30 nens Vnparnerne ciayxedHo-podeccHOHATEHEIM TIPOJIBIAKCHHEM TIEPCOHATA

31 neHe Opranuzaius npueMa Ha padoTy.




32 nenn Opraunsands npHeMa Ha padoTy.

33 neHn Oprapuzainsg npHeMa Ha padoTy.

34 nenb Opraunsauns npuema Ha padory.,

35 neHb Oprasnsauns npuema Ha padory.

36 neHb OdropMnenne JOKYMEHTOR 10 NHEPEROY HA APYIyi pabory

37 neHb OthopMicHHe JOKYMEHTOR MO NEPCBOIY HA Apyryi paboTy

38 neHnb OopMnenne JOKYMEHTOE O HATIPABIEHHH B OTIYCK

39 neHw OdpopMieHne TOKYMEHTOR O HANPABRJIEHHH B OTIYCK

4() ek Ohopmirenne JOKYMEHTOR N0 JTHCIHIUTHHAPHEIM B3BICKAHHAM H ITOOMIPEHHAM
41 neHn OdopMnerne JTOKYMEHTOR 110 JIHCITHIUTHHAPHEIM B3BICKAHHAM W MTOOMIPEHHAM
42 neHb KoMIIeke JOKYMEHTOR 1Mo ohOpMICHHID CTYKCOHBIX KOMaHIHPOROK,

43 neun Pesrm paboTel 1 yueT pabouero RpeMeHH

44 neHn Peskium padoTel H yUeT padouero BpeMeHH

45 nenb OdopMiaenne JOKYMEHTOR O NPEKpalieHiy TPY A0BOr0 10TroBopa

46 neHb OdopMiaeiHne TI0KYMEHTOB 0 MPeKpalleHid TPYI0BOI0 10roBOpa

47 nenb Odopmnetne Tpy10BOH KHHAKH

48 nenb OdropMietne Tpy10B0H KHHAKH

49 n1eHb BHIE IpoBEpOK H HX 0COOEHHOCTH

50 nenn Hrorosslit KoHTpOIb

N Tarsn ofyucHus GyIyT ONPEICICHR B PACTTHCAHMH SAHATHH NpH Habope 1Py Ha ofyacHne




2.3. Padouas nporpamma

Hanmenosanue pa3icion Cojepsanne y4ednoro MaTepHaia, 1adoparopueic padoTsl H NPAKTHYECKHE JAHATHA, Odse | Popma KOHTPOIA
H TeEM CAMOCTORTEILHAA padoTa 0dYVYAKIIHXCH M H (win)
YACOR PeaIH3ALHI
M.1 bazoean 1acTh 17 Onpoc
Tema 1.1. CoepeMcHHEIC Cogepxanne THCTAHIHOHHOTO YHeDHOI0 MATEPHAJIA 10
MOAXO/AL] K OPraHH3alHH | | Vnpaenenne venoBedecKHMH PECYPCAMH KaK HHTEMPANLHEI KOMIOHEHT 00IIETO NpolEcca
phekTHBHOTO VIIpABIEHHA.
MEHE/UEMEHTA HEpCOHala, 2 | OCcHOBBI VOPABIEHHA YET0BEHECKHMH PECYPCAMH (MEPCOHATOM),
3 | Konnemng ynpasleHus NepcoHaIoM.
4 | Vopaenenue nepcoHanoM Kak Hayka H y4eOHas AHCUHILUIHHA.
Tewma 1.2, Hayuenne Copepixanne THCTAHIHOHHOND YUedHOr0 MaTepHana 7
HOPMATHRHEIX JOKYMCHTOR I | OcHoBHBIE ASHCTEYIONIHE HOPMATHEHLIE H MPABOBLIE AKTHI, PETNAMEHTHPYIOLIHE MOPAA0K paboThl ¢
KaJIpoBOi cTyKOEI KaAPOBLIMH TOKYMEHTAMH
2 | Buael kaposoil JoKyMeHTAInH
3 | AHaIH3 noloxeHHA 00 OTAENE KATPOE H A0/LKHOCTHOH HHCTPYKIHH HHCIIEKTOPa M0 KaJIpaM
4 | OdopmaeHne sypHana ozHakomIcHHa padoraukos ¢ O]
3 | Odpopmnenne AnsboMa VHHOOHIHPOBAHHLIX (OPM KaJIpoROH TOKYMCHTAIIHH.
M.2 [podnnnHan 9acTh 44 Orpoe
TECTHPOBAHHE
Tema 2.1, IIpHHUIHNEL CogepmaHne THCTAHUHOHHOTO YIedHOI0 MATEPHAIA b
(YHELIHA H METOIBI 1 | TpeGoranus, NpelbaBIgcMEIC K 1O/BEHOCTAM H paDOUHM MeCcTaMm
opranusauuu yppextuenoro | 2 | ThiasMpoBaHHe TPYIDBLIX PECYPCOB
TpyAia B paMKkax 3 | Haem, onenka u oTdop nepeonania
NCAArOrHICCROro 4 | MeToasl ynpapineHud NepcolanoM
KOLICKTHEA Ipakrnueckan padora 2
| | TlpoaHanuzMpoRaTs OCHOBHEIE TPHHLKINE] KAJPOBOTO JTAHHPOBAHHA
Tema 2.2. CoBpeMeHHBIC Cogepaanne THCTARUHOHHOTD Y4edHOID MATEPHAIA 3

CHCTEMBL H CTPYETYPA
VIIPABJICHHA MEPCOHATOM

|

Ponk nHMHOCTH B YNPABICHHH MMEPCOHAMOM

2 | CTHMYJIHPOBAHHE M BOIHATPAMICHHE
3 | VuacTHe nepcoHana B ylupagicHHH
4 | llouaTHe cHCTeMa H CTPYKTYPa VIPAB/ICHHA NEPCOHAIIOM

IlpakTHyeckas padora

1

llpUﬂlIHJlH'iHlJUEH'l’l: OPradH3aLHOHHEC BOSMOENOCTH KOJLICKTHEL.




Tema 2.3, Ananrauns Cogepmanue IHCTANMHOHHOTO Y4edHoro MaTepuana 5
HEPCOHANA B pasiIHIHEIC | | Buasl anantaiuy ¥ BIHAIOIIME HA Hee (hakTopsl.
MEPHOJIEL TPYNIOBOH 2 | Brenenne B IOGKHOCTE, ¥ CTAHOBIEHHE KOHTAKTOR C OK
HEATEIBHOCTH, ’ : PYABAIOIIHMH,
3 | Vopasnenue npoueccom atantaus. CollepaanHe NpoLuecca ailalTalHH.
IMpakTHueckan padoTa ]
1 | llpoananusnpoBars 0CODEHHOCTH COUHAIBHO-TICHXOMOTHYECKOH aJanTalHH.
Tema 2.4, Opranusanus Copepaxanue IHCTANIHOHHOTO YUednoro Marepuana 7
0DYUCHUA H ATTCCTAIHN | | Buawl obyuenua nepcoHana
me1arorHHyeckoro 2 | Hopanok NpoBeAcHHs aTTCCTallH NeJarorHYeckHX paboTHHEOB,
MepcoHana. 3 | KoyuuHr (HACTABHHMECTRO ).
4 | TeopeTH4eCcKHE DCHOBRI YITPARICHUA TPOHECCHOHAIBHBIM PATBHTHEM.
Tema 2.5, Yopaenenue Cogepxanie THCTAHIHOHHOTO YHeDHOT0 MATepHAIA b
CyHeOHO- | | ¥npasnenne 1enoBoi Kapeepoi
npoecCHOHATEHEIM 2 | Mpotiece peanu3alii JeNoB0il Kaphkepel,
NPOABHACHHEM NIEPCOHATa. | 3 | Vopagnenne cnykedHO-MPpoheccHOHaNBHEIM MPOIBMAEHHEM MEPCOHATa
4 | llonarie ¥ 3Tank! Jenosoil Kapkepel.
IpakTHyeckan padbora 2
| | Onmpenencane myTei mpodeccHOHATEHOTO POCTa NeJarorHycckiy paboTHHEOR
M.3 OdopmaeHne TOKYMEHTOB 10 TPYI0BBIM 0THOIICHHAM 47 OMpoC
TECTHPOBAHHE
Tema 3.1, Cogepmanne THCTARUHOHHOTO YHedHOI0 MATEPHAIA 4
Dpra]m‘sauun npUemMa Ha 1 IMonarne JOKYMEHTOR M0 TPYI0BEIM OTHOWICHHAM,
padoTy. 2 | CpagHHTEIBHAS XAPAKTCPHCTHEA TPYI0BOID Jorosopa u jorosopa ['TIX
3 | Agropimd oopMIeHHS IpHeMa Ha paboTy.
4 | AHanW3 JOKYMCHTOB II0 TPVIOBEIM OTHOMIEHHAM H o(opMICHHE TPYIOBOID JOTOEOPA
IMpakTHueckasn padoTa 6
| | Odopunenne wypHana perucTpauly TPYI0BLIX OTHOIIEHHH H H3MEHEHHH K HHM
2 | Odopmnenne npugaza o npueme Ha padboty. (opver T 1, T la)
3 | OdopMnenne ®ypHana perHcTPaUHi MPHKAZ0B M0 THYHOMY COCTaBY
4 | I'pynnupoBKa JOKYMEHTOR B THYHOE €10 BHORE NPHHATOTO pabotHuka. OdopMienne mypHana
PETHCTPALIMH THYHEIX e padOTHHKOB
5 | Odwopmnenne nuanoil kaprouskn T -2, T-21'C.
6 | OdopMnenne IITATHONO PACTIHCAHHA W MPHKAZa O BHECEHHH H3MEHEHHH B IIITATHOE paclHcaHHe




Tema 3.2
OdiopMienne T0KyMEHTOR

MO MEPEBOIY HA JIPYTYIO
paboTy

Cogepanue THCTAHIHOHHOTO Y4eGHOT0 MATEPHAIA

Bunw nepesona va npyryio padboty (odopMienne nepesoaa COTPYIHHKAD BHYTPH KOMIAHHH H 13
OPrafnm3anun B oprannsanmio). OhopmieHne nepesoia,

2 | Mamenenne onpeieicHibix CTOPOHAMH VCI0BHI TPYI0BOIO J0T0BODA.

3 CocTasncHHe E]‘IH.BHHT'EHBHﬂﬁ RAPARTCPHCTHEH. CORMCCTHTCNRCTED H COBMCIIICHHC nﬂﬂ[bﬂﬂﬂ“ﬁ.
IHpakruueckan padora

1| OdopMiacune npukasa o nepeso/ie padoTHHEA HA JPYIYIO padoTy.

2 | OdopMacHne npetomerdns. AHATHE J0N0THHTEIEHOMD COrTaeHHs

3| OdwopMnenne npukasa o coBMetieHnn npodeccnil

Tema 3.3,
OdiopMIcHHe JOKYMEHTOR O
HAMpPaeICHHH B OTIIVCK

Copepaanne TNCTAHIHOHHOTO VIedHOTO MATEPHAIA

Buakl otnvekos.

2 | Hopagok ohopmicHns rpahuka oTivekos, AJIFOPHTM HIPEAOCTABICHHA SHECMOIHOTO OIJTAMHBACMOT0
{}']'[I}"L-‘Il:ﬂ-

3 | AnropHT™ OpeaocTaBICHHA OTIYCKA MO DEPeMEHHOCTH H poaaM

4 | AnropHT™M NpeaoCcTaRICHHA OTIVCKA N0 VXOIY 38 peOCHKOM 10 3-X IIeT
IpakTHyeckan pabora

| | OdopMuTe YEEIOMIEHHE 0 HAYANE oTyCKa. OdpopMIeHHe NPHEa3a O MpeaoCcTaRIeHHe OTMYCKA.
Janmuce B THMHOH KapTouke 12

2 | Odopmnenne npHEasa 0 NPeLOCTABIEHHE OTIIVCKA 10 DEPeMeHHOCTH W POJaM, NPHKEasa o

NPEAOCTARICHUE OTIYCKE N0 YXOLY 33 PeDEHKOM 110 3-X JIeT,

Tema 3.4

OdopmieHne T0KYMEHTOR
MO JHCLHITHHAPHBIM
BILICKAHHAM H
MOOIIPEHHAM

Copep#anne THCTAHIHOHHOTO Y9edHOT0 MATEpHAIA

1

Buael v popmel noompenni padoTHHKOE. AIropurs oopMISHIA NOOUIPEHHA PADOTHHKOS

ﬂl-ll:‘l [HNMTHHAPHBIC B3EICKAHHA,

3 | Mpoueaypa CHATHA JHCHHITHHAPHOTO B3BICKAHNUA

[lpakTH4yeckan padboTa

I | Odopyaenne npeacTasIeHHs HA MOOMIPEHHE W MPHKA3A O NOOHIPEHHH

1 Dtl]{“IFIMJ]EHHl: AKTA O Hﬂp}'lllEHHH H ]]FIIrI}E.ELE.El O HAMYHECHHH ,'llﬂli'!ll.IrTHJlHHﬂpHﬂl'{!l HRILICKAHHA

Tema 3.5,

Komiuieke AOKYMOEITTOR 110
ohopMICHHID coyAeOHEIX
EOMAHTHPOBOK.

E“HEPEI'FHIIHI: AHCTAH I HOE OO0 }"[Eﬁll“['ﬂ MATEPHA:A

HoxymenTHpopanie cymedHoH KOoMaHIHPOoRKH. UpoK KOMaHIHPOBKH.

Ip

AKTHYCCKAR pﬂ.ﬁﬂ"l'ﬂ

OdiopMnerne NpUKaza 0 HANPABIEHHH PADOTHHKA B KOMAHIHPOBKY

G[I:I-DPMJ'IEIIHE C_II}'}KEEIIDFD 340aHHA O HanpaeleHHuH IJ'}]EGTIIHHEI. B KOMaHIHPOBEY H OTHETA O €10
BEITTOIIHEHHA




Tema 3.6.Pexum padoTsl B
YHET pabovero BpeMeHH

Cogepaanne THCTAHIHOHHOTO YuclHOI0O MATCpPHAIA

Pesum paboTsl.

2

Vuer pabouero BpeMeHH

Ip

AKTHYECKAR [.I'H.ﬁlI'TH

Yenoeuele obo3Havenna ana tadens. Odopmnenne Tabens paboqero spemenn(p. T12)

Tema 3.7.

OdhopMICHHE T0KYMCHTOBE O
NMPEKPaeHHH TPYIOBOTD
JOroBopa

E'I},E[EPHHHE JAHCTAHINHOHHOGD }"[Eﬁ“ﬂl’“ﬂ MAaTCpHATIA

[pexpamenne Tpyagororo qoroeopa. [To o0mum ocHOBAHHAM, MO HCTCHCHHH CPOKA TPYIOBOTO
JIOTOROPA M HE 3aBHCAIIHM OT BOJIH CTOPOH

[Tpekpalienne TPYI0EOTD JOTOBOPA MO HHHIHATHBE PYKOBOIHTENA,

AKTHUCCKAR Pﬂ.ﬁﬂTH

OdiopMnenne NpHEAza O NPEKPALLEHHH JeACTEHA TPYI0BOTO JOTOBOPA.

GEI]-DPMJIEHHE I[IpHEasa 00 YBOJIBHCHHH B CEAZH C OKOHYAHHCM CPpOKa CPpOYMHOrO TPY IOBOID JO0roBopa

Tema 3.8.

Odropminenne TpyoBoi
EHHAEH

CDI[E]]}EH HHe THCTAHUHOHHOTO Y edHOTO MATepHATIA

HopMaTHBHEIC aKTEL, PETIaMcHTHPVIONIHG BEICHHE TPYIOBEIX KHIDKCK.

I'Ipamma FAMOITHCHHAA TPYIOBRIX KHHACK.

TunHaHEIe OMIHOER pﬂﬁﬂTﬂﬂET{:ﬂH MpH 3allOJTHCHEA TPYIOBREIK KHHECK.

IpakTHveckan pabora

GQIJ{TPMJ'ICIIHL-‘ '.I{{:"p]iﬂ.llﬂ FII:I'H{:'IPEI.II.HH 'I'I:]:r’,]'[l.}ﬂl:lﬁ. KHHHCEK

Odopmnenne TpyIOBOH KHHAKM COTPYIHNEA. BHecenne Henpapnennil B TPYI0BEYIO KHIGEKY (110
IIPH'—!HII{.‘- CMEH {I}HMHJ'IHH, lII,'[:]'II:,."]II,I.-"IIIH.Tlﬁ l}l[]HﬁHH B OCHOBEHELX fiﬂllHﬂHK}

OdiopMicHHE 3aNUCH B TPYI0BOIH KHHKKC O IPHCME, NCPCBOIAC padoTHHKA HA APYTYI J0IKHOC T,
00 YBOILHEHHH PabOTHHEA 10 COBCTBEHHOMY #elaHHID H 110 CTATHE (3a HapyLIeHHe ).

Tema 3.9, Buae! npoeepok H
HX OCODEHHOCTH.

'CDI[E]]}EH HHC THCTAHUHOHHOID Y eOHOTD MATCPHATA

Buaer npoeepok H HX 0CODCHHOCTH (MIaHOBEIC, BHEIUTAHOBRIC, BEICIIHEIC H TOKYMcHTapHEIe). Yro
HeoOX0IHMO 3HATE O NPOLEIype NPOXOXICHHA NPoBepkH. (DopME] TOKYMEHTOE, 0QOpMIACMELX TIPH
HHCTICKITHOHHOH TTPOBCPKC.

OreeTcTREHHOCTE paboTOAATENEH M IOMKHOCTHRIX MTHIL 38 HAPYIIEHHA TPYI0BOTO
3AKOHOIaTCILCTRA,

lpakinueckan pabora

OdopMicHue EypHala VHeTa NPOBCPOK U TOKYMeHTa 00 YCTpaHeHHH IPCITHCAHM,

Hrorosasa arrecranms

TCCTHPOBAHHE

Beero:

108
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2.4. Onenka Ka4yecTBa 0CBOEHHA NPOTPAMMBI

ITpoMekyTOYHBIH KOHTPOIL OCYIUIECTRIACTCA B BHIIE ONPoCca

Ilepeuenb IpUMEPHEIX BOIPOCOB

Paznen 1. basosas qacte

1. Haitte onpeacnenme cydnekTy M 00BCKTY ynpasihcHus., 2. Kakue CTPpyYKTYpLI BXOJAT B
cTpyKTYpy nepconana? 3. Yro pxmovaeT B ceda opranu3aiimonHas cTpykTypa nepconana? 4. Yro
MpeacTagngaer codod QyHEuHOHansHas cTpykTypa’ 5. JlaiiTe nousTHe poneBod CTPYKTYpHL. 6.
Jaiire noustue coumanbHoH cTpykTypel. 7. Yro noHuMaercs 10l WTATHOH CTPYKTYpOi
oprapuzannu? 8. Kak J0mKHB OBITE paiieneHbl o0A3aHHOCTH 110 YOPABRISHHIO MEPCOHAIOM
MeAY  cnyxD0il nepconana Mo PYKOBOAMTEIAMM CTPYKTYPHBIX nojapaszaencuuii? 9. Kakue
MPHHITHTIEL HE0OX0IHMO YHHTHIBATE TPH (POPMHPOBAHHH CHCTEME! YIIPARIEHHA NepcoHanom”’
Paznen 2. Tlpodunsnas yacTe

1. PHEKPﬂﬁTE CYHHOCTE, 3HA49CHHC H HCIIH KFJ,LI,PDB(JE HOJHTHEH OplraHH3dallHH B COBPCMCHHBIA
yernoedax. 2, HazoeHTe HanpaglIeHHsa KaapoBoH MOMTHTHKH OpraHHzaling, 3. B ueM zaxiwovdaeTcs
CTPATCIUA YIPABICHHA nepcodaioM opradvsauuun? 4. B 4em oyre niaHdpoBadus o0yHCHHS
Kazpos. 3. MeToJIsl nepeno/iroTOBKH H IOBRIIIIEHHA Kﬁa.rmfl}mcalmﬁ MEAarorHIecKoro nepcoHana.
6. OcHOBHBIE TpeDOBaHHA K MEPCOHATY M KIacCH(PHKAIMA MeTOJ0B oneHkn. 7. Tpeboranusa K
dTTECTALHH NepcoHala B IIEﬂHI'ﬂI'HHEEKﬂﬁ OpPraHu3saLHH.

Paznen 3. llpodunenasn qacTh

| HznosuTe odmmii nopaaok vaera kagpos. 2. [epedncnure npHKassl Mo JTHYHOMY COCTaBY.
HPHHCIIHTE HX K_I'IHEEI*IIITHIE}]I.I,HHJ- 3. OOwaCcHHTE MOPpAJOK MOATOTOEBEH NPHEA30BR M0 THYHOMY
cocTary. 4. PackpoiiTe noHATHE «1ipreM Ha paboTy». 5. KaKORE ITpaRiiia 3anoIHEHHA H XpaHeHHA
aMaHBX  Kaprodexk? 6. Kakwe neiicrsus ukcHpyrores B npukasax no kagpam? 7. Kax
COCTARIIAIOTCA 3ATOJOBKH K TEKCTAM TIPOCTHRIX W CIOMHEIX TpHKazoe no kajgpaM? 8. [lafite
XapakTepHCTHEY TEKCTOB OCHOBHBIX BHAOB NPHKAa30B Mo KaapaM. 9. HasoBuTe cpokH XpaHeHHA
OCHOBHKIX BH/IOB npHKazoe no kajapam. 10. Yro takoe nuunoe neno? Kakue 10KyMeHTE BXOJAT
B ero coctar? 11, [lepeuncnnTe HeobXOIHMBIE JTOKVMEHTEL, KOTOpPHIE JIO/LKHO NPEICTARHTE
PABOTOMATEN JIMLD, NocTynawmes Ha padory. 12, Kakue J0KYMEHThl SBIAKTCH OCHOBAHHEM
INA W3aHuA npukaza paboTogarend o npueMe Ha padboty? 13. B kakux cly4asax npH npHeMe Ha
padoTy OTCVTCTBYET HEOOXOIHMOCTE B TPYIOBOH KHHAKE?

HTOTOREIH KOHTPOIE OCYIIECTRIASTCA B (POPME TECTHPOBAHHA,

Cnyiwarens Hoay4aer 3a4eT 3a BullloJIHeHHe TecTos, eciin Habpan 60-100 %. Heszauer - menee 60
%0, CCITH BRICTARNACTCA OICHKA N0 4 DANTBEHON CHCTEME IKATA MEPERO/IA BRITTSAANT CICTYHILIHM
00pazoM:

meHee 60% HeyI0RIETROPHTENILHO,

o1 60% 10 69% YIOBIETROPHTEIBHO,

o1 70% no 84% xopoiuo;

ot 85% no 100% ornuuHo,

3. OPTAHH3AIIHOHHO-NTIEJATOI'HYECKHE YCJIOBHA
3.1. TpeboBanus K MHHHMAIBHOMY MATEPHANBHO-TEXHHUYECKOMY 0DeCIeYeHHID
— MarnuTHO-MapKepHas J10CKa
— Pabouee MecTo npenojlaBartes;
— Paboune mecra odyvaaommxes — 25,
~  YvweOnaa, MeToIMYECKas, CIIPABOYMHAA JIHTEPATYPA, PA3IATOMHEI MaTepHal, MaTepHATR
A KOHTPOAA (TECThl, TEKCTRI ¢ 3aJaHHAMH W Ip.)
~  Komnnekrt yuebHo-HAr A HEIX nocobui
TexHuueckne cpeacTsa 00DYUEHHA:
~  MEPCOHATIBHBIC KOMNBIOTEPEI ¢ BEIXOJA0M B HHTCPHET,
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3.2. Venopus 118 QYHKUHOHHPORAHUA Y1eKTPOHHONE HHGopMAanHOHHO-00pAloBATENIBHOH
cpenkl

NEKTPOHHBIE Bua Haumenosanue o00pyI10BaHHA,
I*II-I{l.'IL‘I]}Dn-iFlL[,HDHHhIE FAHATHIH nporpaMyMHOIo obecneyeHHUd
PECYPCHI
Ludporas mnardgopma Ha JIEKIHH IlepconanbHBIH KOMITBIOTED C BEIXOIOM B
caiite 'AY HOIII PE HHTECPHET

3.3, Meroauaeckoe obecnedenne yuedHoro npoiecca
CrHCOK THTepaTyphl

DcHOBHAA JIHTEPATYPA
1. Becuun, B.P. ¥nparneuue nepconanom. Teopua H npakThka © yued. nocobue. / B.P. Bechun.

M. TK Benom, Ilpocnekr, 2012, — 688 ¢.
2. Becuwn, B.P. ¥nparnenne nepconanom : yued. nocodne / B.P. Becunn. — M. : TK Benon,
IMpocnext, 2008, — 240 ¢,
3. Knbanos, A, OcHOBEI yIIpaBJIEHHA NEPCOHANOM | yaebHHK. — 2-¢ w1, nepepab. u non. [ AL
Kubanos. — M. : HHDOPA-M, 2008, — 447 ¢,
4. Oneros, KOOI, ¥Ynpasnenue nepconaioM B CIPYETYPHO-JIOMHYCCKHX CXeMax | yueOHHEK. - 2-¢
i, npepepad. w gon. [ HO.I'. Oneror. — M. : Anea- [Ipecc, 2008, — 944 c.
HononuurensHas auTepaTy'pa:
1. Porosun, MK, Opranusanuus vipaepieHUs NEPCoHAIOM NPeIlpUaTHa: yuedHO-IIPaKTHYECKOE
nocodne / M. IO, Porosua, — M. : PIUJIL 2004, — 224 ¢
2. Poge, A M. Hayunas opranusaums Tpyaa : yued. nocooue. A.H. Pode. — M. : Muk, 1998,
320 c.
3. Cnueak, B.A. Opranmsagnonnoe nogeaedde W ynpasienuwe nepconanom / B.A. Cnueak. -
CI16.: [uTep, 2000.— 416 c.
4, Crapoayooe, B.H. Viopaenenue nepcoHanoMm opraHmszanud ;. yued. ana eyszos [/ BUH.
Crapoayoos, ILH. Cugopoe, H A, Kononnesa ; noa pea. B.M. Crapoayvbosa, — M. I'D0TAP
Memua, 2006, — 1104 c.
LR
5. Crpeaeuk, [Lx. Yupaeienue nepconaioM B Manom OmsHece : uep. ¢ anrn / Jax Crpeisuk; noj
pen. B.A. Cnupaka. — CI10. : Hera, 2003, — 288 ¢,
6. Toppunrron, Hepek Ynpasinenue yenosedcckumMu pecypeam: yaebuuk : Tep. ¢ anrn. wan. /1.
Toppunrron, JI. Xonn, C. Tadinop. — M. @ [leno u Cepeuc, 2004, — 752 c.
7. ¥awpux, Haiie. DiddexTHrHOE ynpapleHde nepcoHaioM: Hosag poik HR -menemkmenTa B
oprasgusanuy : nep. ¢ adrn. S J1 Vaepux, — M. - 000 M. Bunesasme, 2007, — 304¢,
8. ¥mpagnerne nepcoranoM: yaeOHWK ama By3or [ moa pen. JILA. Knbanora, J1.B. Mrarnosckoii.
2-¢ |31, crepeotun. — M. : Dxsamen, 1997, — 352 ¢.
9. ®enuenko, ALA. Onnara Tpyaa 1 40X0as! padoTHHKOB © yued. nocodune. A A, Meauenro, K0T
Oneror, — M. : Jlamkor 1 Ko, 2004, — 552 ¢.
10. Penoposa, H.B. Yupasneune nepcodanom opraiuuszauuu : yaed. nocooune / H.B. ®enoposa.
d-¢ u3n., nepepadot, w gon. — M., KHOPYC, 2008, — 512c.
11. Axosnes, P.A. Onnara tpyaa B opraidsanii. —2-¢ W3, nepepad. u gom. / P.A Akosnes. —
M.: MLID3IP, 2005, — 528 ¢,
AvpHanen « YipasneHne nepcoHanomMs; «Cyikda Kaaposs.,
Hurepuer-pecypenl
1. http://buhcon.com/index.php
2. http://repetitor-nachbuh.ru/index. php/map-site
3. http:/www . buh.ru/ Hopmatueno-npasoesie akThl
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3.4. Kagposoe obecnevedne odpazoBareibHOIO Hpouecca
Tpeboranus K KRATH(PUEALNMH NEJArOrHUYECKHX KAIPOR: KaJpoe0oe obecrneveHHe NporpaMMel

OCYIIECTBIACT MpenoJagaTe/ILCKHil cocTas cornacHo EKTC.

Pazpabtorunk: yuebno-meroanyeckni otaen [AY LOII Ph
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