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Yacbl Ha KOHTPOJIb 27 |27 |27 |27
HWroro 180 (180 |180 (180
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1. HEJIX OCBOEHUA JUCHUTIIMHBI

11

JIaTh CTYIEHTaM CHCTEMHOE NPECTABICHNE O CBOMCTBAX, MPU3HAKaX, QYHKIHUAX, CTPYKTYpE U MHOT0OOpa3HuH TOKYMEHTOB,
uX KJ1acCu(UKaIK, METOAAX U criocobax cbopa, 00paboTku nH(pOpMaLINK, a TAKKE O3HAKOMHTD CTYJICHTOB C IIPOLIECCOM HX
co3aanust, 00padOTKH, XpaHEHHS M UCTIONIB30BAHUS B AEATEILHOCTH COOTBETCTBYIOIINX OPTAaHOB BIIACTH M OpraHU3aLUH

2. MECTO JUCHUIIITUMHBI B CTPYKTYPE OOII

Huxn (pa3men) OOTIT:

|B1.0.04

2.1

TpeGoBaHus K NpeABAPUTEIbHOM MOATOTOBKE 00y4alOLIEerocsi:

2.11

Beenenne B npoheccHOHATBHYIO AESTENEHOCTD

2.2

I[P[CIH/I]I.]'II/IH])I N MPAKTHKH, I KOTOPBIX 0CBOCHHE JTAHHOM TUCUHIIJIMHBI (MOI[yJISI) HeOﬁXOHHMO KakK
npeamecTrByrouiee:

221

Kanposas nonurtuka 1 ynpasieHHe IEPCOHATIOM OpraHU3aluu

2.2.2

VYrpaBiieHUeCKHi yueT u y4eT nepcoHana

2.2.3

VYueOHast IpaKkTUKa, 03HAKOMHTEIbHAS [TPAKTHKA

3. KOMIIETEHIIMX OBYYAIOIIEI'OCs, @OPMUPYEMBIE B PE3YJIbTATE OCBOEHUS JTUCITUIIJINHbI

(MOJLYJIST)

OIIK-4.3: Opranu3yer u peaju3yeT yUeT MepcoHa]a B OPraHu3auuu

IIK-1.1: ToTOBUT OTYETHYIO U CTATHCTUYECKYI0O HHGOPMALUM MO YUeTy U IBHKEHUIO KaApPOB

IIK-1.3: Opranu3syet XxpaHeHHe JOKYMEHTOB B COOTBETCTBHU € TPeGOBAHUSIMHU 3aKOHOIATeIbCTBA U JIOKAJIBLHBIMUI

HOPMAaTUBHBIMHA aKTaMH

B pe3yabTaTe 0CBOCHUA TUCHUIIIMHBI oﬁyqamnmﬁcn JOJIZKCH

3.1

3HaTb:

- OCHOBBI 3aII0JIHEHHSI IOKYMEHTOB B OPTaHU3aLUH - TEOPETHUECKIE OCHOBBI JOKYMEHTOBEICHHUS, €T0 TEPMHHOJIOTHIO U
3a7a4u

- OCHOBBI YU€Ta II€PCOHAJIa B OpraHu3aluun

3.2

YMmeTnb:

- BeCTH cOOp 1 00pabOTKy HH(POPMAIHH U YIacTHs B UHQOPMATH3aLUH JeITETHHOCTH COOTBETCTBYIOLINX OPTaHOB BIACTH U
OopraHu3aIui

- BECTH KaJIpOBOC ACIONPOU3BOACTBO N OPIaHNU30BbIBATh APXUBHOC XPAaHCHUE KaAPOBbIX JTOKYMCHTOB B COOTBETCTBHU C
,I[eﬁCTByIOH.IPIMPI HOPMATHUBHO-IIPABOBBIMH aKTaMH

- p€ajin30BaTh YUCT II€PCOHAJIa B OpraHUu3allun

4. CTPYKTYPA U COJAEPKAHUE TUCITUIIJIMHBI (MOAYJIS)

Kon HaumenoBanmue pa3nesoB u TeM /Buja | Cemectp / | YacoB | Komneren- | Jluteparypa IIpumeuanue
3aHATHSA 3aHaATH/ Kvnc LM
Pazgen 1. Pazgen 1. JlokyMeHT u
CHCTEeMbI JOKYMEHTALUH.
YupaBieHueckasi JOKyMeHTALMSA
1.1 Tlonatust TOKyMeHTa, AeJIONPOU3BOACTBA 1 4 OIlK-4.3 |JI1.2 JI1.3J12.1
U TOKYMEHTHPOBAHNs, BULOB IK-1.1 IIK- JI2.2713.2
nokymenrtoB. /Jlex/ /Jlex/ 1.3 D152 323 54




1.2 Bunbel HOpMaTHBHO-METOAMYECKUX 4 OIIK-4.3 |JI1.2J11.3J12.1
JIOKyMEHTOB JUUIsI OpTaHU3aI[II TIK-1.1 K- J12.3J13.1
JIOKYMEHTAIIMOHHOTO 00eCTIeYeHUs 1.3 93
ynpasienus. /Ip/ /Tlp/

1.3 INonsTue yHudUKauu U cTaHapTU3aUU 12 OIIK-4.3 J1.2
nokymentos /Cp/ /Cp/ MK-1.1 K- | JI1.3J12.1J13.1

1.3 33
Pa3nen 2. Pa3nen 2. TpeGoBanus k
0OpPMICHHIO PEKBU3UTOB

21 CocTaB pEeKBU3UTOB U MPaBUJIA UX 6 OIlK-4.3 J1.2

odopmienus /Jlex/ /Jlex/ MK-1.1 K- | JI1.3J12.1J13.1
1.3 21323354

2.2 bnanku noxkymenToB. @opmyisp- odpaszerr 6 OIlK-4.3 J1.2

Mp/ Mp/ IK-1.1 IIK- | JI1.3J12.1J13.1
1.3 33

2.3 T'OCT P 7.0.97-2016 Cucrema cTanaapToB 10 OIlK-4.3 J1.2
1o uHbopmanuy, OubauoTeuHoOMy U IK-1.1 IIK- | JI1.3J12.1J13.1
M3/1aTeNIbCKOMY JIeJTy OpraHU3aI[MOHHO- 1.3 215253 54
pacnopsauTenbHas JOKYMEHTaIUs
TpeboBaHus K 0(OPMIICHUIO TOKYMEHTOB
/Cp/

/Cp/
Pa3nen 3. Paznen 3. JlokymenTupoBanue
TPYIOBBIX MPABOOTHOIIEHMIT

3.1 Riaccudukanus 1okymMeHTauu mno 6 OIIK-4.3 J1.2
0 OPMIICHHIO TPYIOBBIX MPABOOTHOIICHHUT TIK-1.1 IIK- | JI1.3J12.1J13.1
/J1ex/ /Jlex/ 1.3 33

3.2 ITocnenoBatenbHOCTH OGOPMIICHUS U 6 OIIK-4.3 JI1.1J11.2
COCTaB JOKYMEHTOB TPH MMOCTYIUICHUN Ha TIK-1.1 K- JI1.3J12.1
pa6ory /Tp/ /Tp/ 13 JI2.3713.1

33

3.3 IIpaBuia 3anoaHEHUS TPYAOBBIX KHUKEK 12 OIIK-4.3 |[JI1.2 JI1.3]12.1

/Cp/ ICp/ MK-1.1 TIK- JI12.3713.1
1.3 33

Paznen 4. Paznen 4. Odopmienne

OpPraHu3alMOHHO — PACIIOPSAMTEIbHOM

AOKYMEHTAIINU

4.1 IIpaBuia opopmieHus: opraHn3aluoOHHON 4 OIlK-4.3 |JI1.2 JI1.3J12.1
nokymenratmu /Jlex/ /Jlex/ TIK-1.1 TIK- J12.3J13.2

1.3 010323354

4.2 OcobennocTr 0hOpMIICHHS 4 OIlK-4.3 |JI1.2 JI1.3J12.1

pacriopsanTenbHbIX JoKkymeHToB /TIp/ /TIp/ TIK-1.1 K- J12.3J13.2
1.3 33

4.3 VYcraB opranmzaiyu, ero ocooentoctu /Cp/ 15 OIlK-4.3 |JI1.2 JI1.3J12.1

/Cp/ IK-1.1 TIK- J12.3J13.2
1.3 010323354

Paznean 5. Pasnen 5. Odopmiienne

HH(OPMaNMIOHHO-CIIPABOYHOM

AOKYMEHTALMU ¥ JOKYMEHTOB

KOJUIETHAJbHBIX OPTraHOB

51 IIpaBuna odopmiaeHust HUHGOPMALLOHHBIX 4 OIIK-4.3 |JI1.2 J11.3]12.1
nokymeHTtoB /Jlex/ /Jlex/ MK-1.1 IK- J12.3J13.2

1.3 33




5.2 Oco0eHHOCTH crIapaBOYHOM 4 OIIK-4.3 |JI1.2 J11.3]12.1
nokymenrarmu /IIp/ /Tlp/ MK-1.1 IIK- J12.3J13.2
1.3 93
5.3 [IpoToKoJI1, €ro BUIIBI U ITpaBUIIa 15 OIlK-4.3 |JI1.2 J11.3J12.1
odopmnenus /Cp/ /Cp/ IK-1.1 ITK- J12.3J13.2
13 93
Paznen 6. Paznen 6. CoBpemenHoe
JeJI0BO€ MHChMO
6.1 Bujpl nucem u npasuiia opopmiieHus /Jex/ 4 OIlK-4.3 [JI1.2 J11.3]12.1
/Jlex/ MK-1.1 TIK- | J12.3J13.2
13 33
6.2 Henosoe mucemo /Tp/ /Tlp/ 4 OIlK-4.3 [JI1.2 J11.3]12.1
IK-1.1 TIK- | JI2.3]713.2
13 33
6.3 [IpaBuia HaNMMCaHUs TEKCTa JIETOBBIX 10 OIIK-4.3 |J1.2 J11.3J12.1
muceM /Cp/ /Cp/ MK-1.1 TIK- | JI2.3J13.2
13 33
Paznen 7. Paznen 7. Opranusanust
JeJIONPON3BO/ICTBA HA MPEANPUATHH.
IMoaroToBKa e K XpaHEHHIO
7.1 Oprasuzanys AenoNpou3BoACTBa Ha 4 OIIK-4.3 J1.1J11.2
npennpusitud. [logroroBka mem k TIK-1.1 IIK- JI1.3J12.1
xpanenuto /Jlex/ /Jlex/ 13 J12.2J713.1 J13.2
33
7.2 IMopsinox GpopMUpOBaHUSI HOMEHKIATYPEI 4 OIIK-4.3 JI1.1J11.2
JIeIT, XpaHeHHe JOKYMEHTOB B OpTaHH3aInN TIK-1.1 IIK- |JI1.3J12.1 JI2.2
Mp/ Mp/ 13 J12.3J713.1 J13.2
21323354
7.3 KoH}puaeHInaisHOCTh JOKYMEHTOB, 15 OIlK-4.3 JI.1J11.2
TIOHATHE DJIEKTPOHHOTO IK-1.1 K- JI1.3J12.1
nokymentoobopora /Cp/ /Cp/ 1.3 JI2.2J13.1 J13.2
23
74 /KouTp.pab./ 0 OIlK-4.3 JI.1J11.2
MK-1.1 TIK- |JI11.3J12.1 J12.2
13 JI2.3J713.1 J13.2
01323354
7.5 /Ox3amen/ 27 OIIK-4.3 J1.17J11.2
MK-1.1 IIK- |JI1.3J12.1 JI2.2
13 J12.3J713.1 J13.2
010323354

S. OHEHOYHBIE CPEJICTBA

5.1. OneHo4Hble MaTepHAaIbl JJ151 TEKYIIEr0 KOHTPOJISl M IIPOMEKYTOYHOH aTTecTalHu

HpeI[CTaBHeHLI OTACIIbHBIM JOKYMEHTOM

5.2. OueHo4HbIe MaTepuaJabl 11 THArHOCTUYECKOI'0 TECTUPOBAHUSA

HpeZ[CTaBJ'IeHI)I OTACJIbHBIM JOKYMEHTOM




6. YHEBHO-METO/MYECKOE H HTHOOPMAIIMOHHOE OBECIIEYEHWE JTUCHUIIJIMHBI (MOAY JIS)

6.1. PekomeHyeMasi JuTepaTypa

6.1.1. OcHoBHas quTEpaTypa

ABTOpBI, COCTaBUTEIH 3arnaBue W3znarensctBo, rox | Komuu-Bo
JI1.1 |Kynses H.H., KoudunenunansHoe 1€I0NPOU3BOACTBO U 3AIUIIICHHBIH Mockaa: 1
Hemymkun A.C. 3JIEKTPOHHBIA JOKYMEHTO000pOT: YueOHUK W3natensckas
rpynma "Jloroc",
2020, >1eKTpOHHBIIT
pecype
JI1.2 |Kopuees U. K., JIOKyMEHTHPOBAaHUE YIIPABIEHUECKOM AesTeNbHOCTH: YueOHuk |H3naTenscTBo 1
[Tmenxo A. B. U IPAaKTHKYM JJIs1 BY30B Opaiit, 2021. —
384 c., 2021, URL :
JIEKTPOHHBIN
pecype
JI1.3 |KazakeBuy, T. A. JokymenToBeieHue. JloKyMEeHTAllMOHHBIN cepBHC : yueOHUK U |3maTenbeTBo 1
HPaKTUKYM [ By30B IOpaiir, 2021, 2021,
URL : a7eKTpoHHBII
pecype
6.1.2. lonosiHUTeIbHAS JIUTEPaTypa
ABTOpBI, COCTaBUTEIH 3arnaBue Wzparensctso, ron | Koaud-so
JI2.1 |JI. A. Joponuna JlokymeHTOBeZieHue :  y4eOHHUK M MPAaKTUKYM JJISl By30B IOpaiir, 2021, 1
JIEKTPOHHBIN
pecype
JI2.2 |Ky3nenos U. H. JlokyMeHTallMOHHOE 00eCIIeUeHUE YIPaBICHHUS. Mocksa: FOpaiir, 1
JIoKyMEeHTO00O0pOT ¥ JEeJIOPOU3BOJCTBO: YUSOHHK U 2022, 31eKTpOHHBIN
NPaKTUKYM JIJIsl BY30B pecype
JI12.3 |Konbmukuna T. B., JlenoBble KOMMYHHKAIIH, JOKYMEHTOO00POT U Mocksa: FOpaiir, 1
Ilycruna U. B. JIETIOTIPOU3BOJICTBO: Y4ueOHOE mocobue /sl By30B 2022, 31eKTpOHHBIN
pecype
6.1.3. MeTtonnueckue pa3pabdoTku
ABTOpBI, COCTaBUTEIH 3arnaBue Wznarensctso, ron | Koaud-so
JI3.1 |Hoponmna JI. A., Opranu3aius 1 TEXHOJIOTHS JOKyMEHTAIIMOHHOTO oOectiederns [Mocksa: FOpaiit, 1
Wpurukosa B. C. yIIpaBieHus: Y4eOHUK U IIPAKTUKYM Uil BY30B 2022, snexTpOHHBIH
pecype
JI3.2 | doponuna JI. A., JlokymeHTOBeieHNe: YUEeOHUK U PaKTHKYM U1 BY30B Mockaa: FOpaiir, 1
HBanosa JI. A., 2022, sneKTpOHHBIN
Kapmeruesa E. B., pecype
ITmenko A. B.,
Pacnxuna JI. ©.
6.2. Ilepeuens pecypcoB HHPOPMALMOHHO-TeJIEKOMMYHMKAIMOHHOM ceTH ""UHTepHeT"
91  |’Kypnan "enonpousBoacteo"
V3meHeHus B TOKyMEHTO000pOTE (B T.4. 3JIEKTPOHHOM), PETHCTPALUK U 0()OPMIICHUN TIOKYMEHTOB, KOHTPOJIb UX
ucnonsenus. @opmMupoBanue e, apxusHoe aeno. https://www.top-personal.ru/officeworks.html
32  |Caiit o kagpoBomy nenonpousBoicty http://www.kadrovik-praktik.ru
33  |Tapant-uHbOpPMAIMOHHO-TIPaBOBOI mopTai. http://www.garant.ru/
24  |HR-Portal http://hr-portal.ru/
6.3.1 Ilepeyenb NporpaMMHOro odecrnevyeHust
6.3.1.1|ITporpamMmsl, obecieunBaroIIne JOCTYI B ceTh MHTepHeT (Hanpumep, «Google chromey);
6.3.1.2|IIporpamMMBI uTs IEMOHCTPAIIMH U CO3MaHuUs Mpe3eHTanuil (Hampumep, «Microsoft PowerPointy).
6.3.2 IlepeueHb HH(POPMALHMOHHBIX CIIPABOYHBIX CHCTEM
6.3.2.1|T"apanT-nHdopmarmonHo-npasoBoii moprait. http://www.garant.ru/
6.3.2.2|Koncynbrantllitoc —HaexHast ipaBoBast moyiepskka. http://www.consultant.ru/




7. MATEPUAJIBHO-TEXHUYECKOE OBECHEYEHHME JUCIHUIIJIMHBI (MOY JIsI)

7.1|Y4eOHble ayAUTOPUH JIJIsl IPOBEIICHUS 3aHATHH JICKIIMOHHOTO TUTIA, 3aHATUH CEMHHAPCKOTO THIA (IPAKTHUECKUX 3aHATHH ),
TPYIIIOBBIX M HHAWBUIYAIBHBIX KOHCYJIBTAUH, TEKYILETO KOHTPOJIS ¥ IPOMEKYTOUYHOM aTTeCTAlUH, YKOMILIEKTOBAHbI
CHECIMAIN3UPOBAHHOM MeOEIbI0 U TEXHUUECKUMH CPeACTBaMK 00y4YeHHUs (JOCKa, SKpaH (CTallMOHAPHBIA WK MIEPEHOCHOM),
npoexTop). [Tomemenus i caMOCTOSTEIbHOM PabOThHl 00Y4aIOUIMXCsl, OCHAILICHHBIE KOMITBIOTEPHON TEXHUKOH C
BO3MOXHOCTBIO TIOJIKIIFOYCHHUS K ceTH "MHTepHeT" 1 00ecredeHus TOCTyIa B AIEKTPOHHY0 HH()OPMAIIMOHHO-
00pa3oBaTeNbHYIO CPEIy OpraHH3aLIH.




