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Pa3zgen 1. «XAPAKTEPUCTHUKA ITPOI'PAMMbI»

1.1. lleasn peajqu3auuu nNporpaMmbl
CoBepuieHCTBOBaHME MPO(ECCHOHATBHBIX KOMIETeHUUH paOOTHMKOB KaapOBOi
CllyKObl CUCTEMbI 00pa30BaHus [Ji pealu3alud TPYJAOBbIX (DyHKLMI crielmanucra no

OpraHnu3alilHOHHOMY H TOKYMCHTAITHOHHOMY obecrieyeHu o YIipaBIICHHA opraHmauHeﬁ.

CoBepmieHcTBYeMbie KOMIETEHIIHH B COOTBETCTBHH €
PI'OC cpeanero npogeccHoHAILHOIO 00pA30BAHHUS 110 CHIEUHAILHOCTH
«/lokymenTannonnoe obdecnevyenue ynpapjienus H apXHBOBeJIeHHe»
(ITIpuka3z Munodpuaykn Poccun ot 11.08.2014 N 975)
M TPYAOBBLIMH GyHKIHAMHA NpodeccHOHATLHOI0 CTAHAAPTA
«CrenuaaucT 1o OpraHu3alHoOHHOMY H IOKYMEHTAIHOHHOMY 00€eCIIeHeHH IO YIIPABJICHHS

opraumsaumein» (Ilpnkas Munrpyacouzamntel P® o1 6 man 2015 r. Ne 276n)

Ne Komnerennuu Ko CooTBercTBYOIIHE Kon
n/n KOMIIeTEeHIIHH TPYAOBbIe (PYHKIHHN | TPY/AOBBIX
(ranpaBiieHue byHrnumii
MOATOTOBKH
46.02.01)
c1io

1. | KoopauaupoBaTs paboTy opranu3aniq Bremosnenne
(TpHeMHOH PyKOBOIHUTEIS), BECTH KOOPAHMHHPYIOMIHX H
np}zleM IIOCETUTEJIEH. TTK 1.1 06e§new1§)a}0mnx A/03.3

(hyHKUMH

2. | OGpabdaTbIBaTh BXOIAIINE Opranu3zanus
UCXOIAIINE JIOKYMEHTBI, TeKyIIero XpaHeHHs
CHCTEMAaTH3HpOBaTh HX, COCTABIIATh K 1.6 IOKYMEHTOB B/02.4
HOMEHKJIATYPY Jell H HOPMUpPOBATH
JOKYMEHTHI B JI€Jia.

3. | CamocrosTenpHo padoTarh ¢ Opranusanps paboTsl
JIOKYMEHTaMH, COAepKalluMU ¢ IOKYMEHTaMH
KOH(HIeHIIMABHY KO MH(OpMaLHio, B 1K 1.7 B/01.4
TOM YHCJIE ¢ JOKYMEHTaMH 110 IHYHOMY
COCTaBYy.

4. | OBecrieynBath NpHUEM H pallHOHATBHOE Opranusauus
pa3MeIleHHE JTOKYMEHTOB B apXuBe (B K 2.4 00paboTKH Aem s B/03.4
TOM YHUCJIE JJOKYMEHTOB 110 THIHOMY ITOCIIE Y FOIETO
COCTaBY). XpaHEHHsI




1.2. Ilnanupyembie pe3yabTaThbl 00y4YeHHSA

Ne 3HaTh Hanpasiienne Kon
n/n NMOATOTOBKH: TPY/A0BOi
JlokyMeHTallOHHOE PpyHKIHH
obecnevenne ynpapjieHust
H apXHBOBeJIeHNe)»
46.02.01
C1io
1. [IpuHITHTIBEI COBpEMEHHOH KaapOBOH MOJIUTHKH U
KOPIOPATUBHOR KYJIBTYpPbl 00pa3oBaTe/bHOH MK 1.1 A/03.3
OpraHu3aluu
2. Oco0eHHOCTH MOCTPOSHHUS KOHCTPYKTUBHOTO
B3aUMO/ICHCTBUS C aIMUHUCTPALIUER U MK 1.1 A/03.3
pabOTHUKaM 1
3. O061ue TpeboaHus K 0()OPMIIEHHIO KaJIPOBbIX MK 1.6 B/01.4
JIOKYMEHTOB
4. | TpeOoranus 3aK0HOIATENBCTBA K POLE/LY PE Mk 1.7 B/01.4
npHema Ha paboTy
5. | TpebGoBanus K npoietype 0(popMIIEHHs OTITYCKOB MK 1.7 B/01.4
6. | TpeGoBaHus K IpoLELyPe YBOJbHEHHUS K 1.7 B/01.4
COTPY.IHHKOB
7. | Coenuguxy padotsl B mporpamme «1C» MK 1.7 B/01.4
8. | Oco0eHHOCTH CO3/IaHusl apXHBa B B/02.4,
o K24
o0Opa3oBaTelIbHOM OpraHu3aluu B/03.4
Ymern
1. | AHanM3uUpoOBaTh U pellaTh NpaBoBbIe poOJieMbl B K 1.1 A/033
cdepe TPYIOBBIX OTHOIICHHH
2. COCT&BJ‘[HTBUH BECTH JJOKYMEHTHI B paMKaX CBOMX K 1.6 B/01.4
TIOJTHOMOYHH
3. | TonkoBaThk M IPUMEHSATH HOPMBI TPY/IOBOTO TIpaBa MK 1.7 B/01.4
B KOHKPETHBIX CHTYaITHIX
4. | Ocymectrisars padory B nporpamme «1C» MK 1.7 B/01.4
5. | Co3naBarb 4 BeCcTH apxuB B 00pa3zoBareibHOM B/02.4,
K24
OpraHu3aiym B/03.4

1.3. Kareropus oOyuarwmmxcs (cayumiaresiei): ypoBeHb 0OOpa3oBaHHs —
cpeaHee npodeccuoHaabHOE oOpazoBaHue, 00J1acTh npogeccuoHaaIbHOM
NesiTeIBHOCTH — paboTa KaApoBOH CITyKObI CHCTEMBI 00pa30BaHUS.

1.4. Cpok ocBoeHusi nporpaMmmbl — 72 4.

1.5. ®opma oOyueHusi: oyHas

1.6. Pexxum ayIuTOpHBIX 3aHATHI: 2 THS B HeJlelmo, 4 yaca B IeHb



Paznen 2. «COAEP KAHUE ITPOI'PAMMBI»

2.1. Y4eOHbIH (TeMaTHYeCKHH) NJIAH

Ne | HanmeHoBaHHe pa3/ie/ioB H TeM | AyAHTOpPHBIe ydeOHbIe 3aHATHSA, yucOHble | B/a pabora| ®opmbl Tpyaoém
n/n padoTel KOHTPOJISI|  KOCTh
Beero,| Jleknuu | Cemu- | IIpakt. | Koncyns-| Camocrt.
ayi. HADBI |3AHATHA| TAUHH pabora
qac.
1. bazoBas uacrsb
1.1. | Obwmue TpedopaHus K
0(OPMIIEHHIO Ka/IPOBBIX 4 4 4
JIOKYMEHTOB
1.2. | CoBpemeHHas KajpoBas
MOJMTHKA U KOPIIOpATHBHAS 6 6 6
KyJIbTypa 00pa3oBaTeIbHOM
Opranu3ain
2. IllpoduniabHas yacTh (IpeAMeTHO-METOANYECKas)
2.1. | TpeboBaHHs 3aKOHOJATCIIBCTBA :E
K TIpOlLIeIype mpHeMa Ha 6 2 4 = 6
paboty =
2.2. | Tpebosanus x popme u o
COJICPIKaHHIO TPY IOBOTO 6 2 4 2 E 8
JIOrOBOpa =
2.3. | OdopmiecHHE OTIYCKOB 8
=
8 2 4 2 2 8
-1
=}
2
2.4. | YBoasHeHHE paOOTHHKOB 6 2 4 2 E 8
2.5. | TpyoBbIe KHHKKH 8 2 4 2 8. 8
2.6. | Co3nanue apxuBa B 6 4 2 5 5 g
00pa3zoBaTesIbHON OpraHu3aliu g
2.7. | Pabota B nporpamme «lc» 8 2 4 2 2 8
2.8. | Tlcuxosoruyeckue TPEHUHTH 3
(pelieHHe NpakTHYECKUX 6 6 E 6
3a/1a4) Q
2.9. | Uroropas arrecranus 2 2 3auer 2
UTOI'O: 66 10 16 34 6 6 72
2.2. YueOHasi nporpamma
Tembl Buabl yueOHbIX Copep:xanne
3aHATHII/pador,
qac.
Paszpnen 1. basosasi yacth
Tema 1.1. Obmme | Jlexkuus, 2 4. bianku: o0uige, mucbMa, KOHKPETHOTO IOKYMEHTA, CTPYKTYPHOTO

TpeboBaHus K
oopmieHuto

H0/1pa3/ieeHusl, YIIIOBOH, IIPO0JIbHBIN, TBOHHOH, IMOJIEMBI.
[TpaBuibHOE popmupoBanue jen. XpaHneHue jaen. Odume npasuia
perucrpanu. JIoKkyMeHTbl, He 110/1/IeXKallHe PerHCTPAIHH.

4



Ka/IPOBBIX Peructparus ueXoasiuxX U BXOIAIINX JOKyMeHTOB. JKypHan

JIOKYMEHTOB KoHTpoust. KOHTpouib 3a ucnosiHeHneM (KapToTekn ). Beiiada
JIOKYMeHTORB u3 jiesa. CHsiTHe KoM (BHYTPEHHSIs, BHELIHSIs ).

Jlexmus, 2 4. Kysibrypa 1e10Boro nuceMa. S3bIk cityxeOHbIX JOKYMEHTOB.

JIMHTBHCTHYECKHE 0COOCHHOCTH O(QUITHATEHO-IEIOBOTO CTHIIS
peun. Knaccudukaius jienoBoi nepenucku. Jlesoprie nucema.
Odopmrenue 1e0BBIX THCEM. Pa3HOBUIHOCTH JICTOBBIX [THCEM.
Kynsrypa u stHKeT fenoBoit nepenucku. OdopmMienue crpaBok,
TestehoHOrpaMM, TeJerpamMm, noBepenHoctei. [lpukaser,
pacniopspkenus. IIporokonel. JlokiaaHbie 3a0UCKH (BHEIIHHUE,
BHYTpeHHHUe). OdopmiieHHe aKTOB. TEXHOJIOIHS COCTABICHUS
JIOJDKHOCTHBIX HHCTPY KLU

Tema 1.2. Jlexuus, 2 u. Coneprxanue nporecca yrnpapieHHs YeJT0BEUECKHMHU PECYPCAMH.

CoBpemMennas Co3panue cuCTeMBI YIIPaBJICHUS IIEPCOHATIOM.

Ka/ipoBas

S ——— Jlexnus, 2 4. OnTuManbHas CTPYKTYpa KaJpoBBIX ciIyk0 U TpeOoBaHUs K

KOPIIOPATHBHAS KBaTH(PUKAIIMOHHOMY YPOBHIO Pa0OTHUKORB.

KyJbTypa Jlexuus, 2 4. Paseutne ynpaBieHuecKHX KoMIeTeHni. B3aumoneiicteue

00pazoBaTesbHOMI pabOTHHKOB BHYTPH OpPraHu3allii U KOpPIopaTHBHAS KYJIBTYpa.

OpraHusanmnu KanpoBas 1HarHocTHKa

Pa3znen 2. llpodniabHas yacTh (MpeiMeTHO-MeTOAHYECKAN)

Tema 2.1. Cemunap, 2 u.; Pa3zpaboTka noimaroBoro aliropurMa npuéma coTpy/HHKa Ha

Tpeboranust paboty, hopMHpOBaHUE TIEPEUHS JIOKYMEHTOB HEOOXO0IMMBIX TIPH

3aKOHOJATELCTRA oopmiaenun npuema Ha padboTy. 3anoaHeHne YHH(HINPOBAHHBIX

K MPOTICY e
npuema Ha padboty

(hopM 110 YyUeTy KaJapoB, yTBepkIeHHBIX [locTanoBIeHHEM
I'ockomcraTa Poccuu ot 05 susaps 2004 roma Ne 1.

[IpaxkTHaeckoe
3aHsITHE, 4 1.

Crnymareny aHaIH3upyOT IPUKa3kl [0 JIHYHOMY COCTaBy O
Ha3HAYCHUH, YBOJILGHEHHH, IEPEBOJIE, IPEOCTABICHHH OTIyCKa, O
[EPEUMEHOBAHUM OpraHu3aluy, 00 u3MeHeHun GamMuMu, o
B3BICKAHUAX, MMOOIIPEHMSIX W NPUKa3bl 00 YBOJIBHEHHH.
@opMUpPYIOT JIMYHOE JIeNio paboTHHKA, pa3padaTeiBaloT
PEKOMEH/IALMH IO COJIEPKAHMIO JIMYHOTO Jieia paboTHHKA.

Tema 2.2.
TpeboBanus
dbopme u
COJIEpKAHHIO
TPYI0BOI'0
JIOTOBOPA

Cemmunap, 2 4.

[Tpukas o npuéme Ha paboTy: ocoOeHHOCTH O OpPMIICHNS,
pekBU3UTHL. DaKkTHUecKoe J0MyIIeHHe paboTHHKA K paboTe Oe3
3aKJIIOYCHHS TPYI0BOTO J0TOBOpA B MUCHMEHHOI (hopMme.
CpaBHeHHE COBMEIICHHE U COBMECTHTEIBLCTBO, BHISBICHHE
OTJIMYHUTENBHBIX YepT. OcoOOEHHOCTH COBMECTUTEILCTBA U
COBMEIIEHHUS IS Nearorndeckux padotHukos. [lepeBos Ha
JApyryto padoty. CpaBHEHHE IEPERO/IA OT HEPEMELLEHHUS.
[TocTosHHBIN nepeBoI Ha Apyryio paboTy. BpeMeHHBIH nepeBoI.

[IpakTHueckoe
3angarue, 4 4.

Caymarenn pa3pabaTbIBalOT cojiepkanne YPpPeKTHBHOTO
KOHTpaKTa, pacCMaTPUBAIOT aJlTOPUTMBI AHHY JTHPOBAHHS
TPYI0BOTO JoroBopa. Pa30uparor clioyKHbIe CHTYaluH MPH
AHHYJTHPOBAaHUH TPYIAOBBIX JOTOBOPOB.

CamocTosTe/LHAas
pabora, 2 4.

OsHakomiieHHE ¢ JOKyMEeHTaMu paboToraTens (JI0KaIbHBIMU
HOPMAaTHBHBIMH aKTaMH, JOKYMEHTaMH OpraHH3allHOHHOTO
Xapakrepa) npu npueme Ha padory. PazpaboTka npukasa o npueme
Ha paboTy ¢ NOCJIeAYOLNM NIpe/IcTaBIeHHeM npoekTa. Paz6op
NOCJIE/ICTBHI BHECCHHS B TPYIOBBIE JOTOBOPHI YCIOBHIA,




BCTYIIAIOMIHUX B KOJITH3HIO C 3aKOHOAATCIILCTBOM H JIOKaJIbHBIMH
AKTAMH.

Tema 2.3.
Odopmnenue
OTILYCKOB

CemuHap, 2 4.

Bujpl otiyckos. Pa30op o0s3aTenbHBIX Cly4yaeB Mpe/l0CcTaBIeHUs
pabOTHHKY OTITYCKOB JI0CPOYHO U BHE rpaduka. OCHOBHEIE
IpaBHiIa MPeI0CTaBIeHUS 0TIy cKoB. [lopsiok npusnedeHus
pabOTHHKOB K paboTe B BBIXOAHOW MM Hepabouuii Mpa3 THUYHbIH
JeHb. OTryJibl, MOPSJIOK HX YUETA U IIPEJOCTABIICHHSL.

[IpaxkTHaeckoe
3aHsATHE, 4 4.

Crnymareu HCYHCIISIOT CTax paboThl, JArOMIHA IPaBo Ha OTITYCK.
PaccyuThIBAIOT BBIILIATH KOMIIEHCAIIHH 32 HEUCIIOJIb30BAHHbIE
OTIYCKa M YJIEp)KaHHUE 3a OTIyCKa, UCIOJIBb30BAHHEIE AaBAHCOM.
CocrarisitoT rpaduk OTIyCKOB, COIJIACHO TpeOOBAHUSM K €ro
oopmienuro. Pa3pabaTeiBaioT aJroOpUTM OT36IBa padOTHHKA U3
OTIyCKa.

KoncyabsTanms, 2
.

KoncynpTaius no ocoO0eHHOCTSIM J0KY MEHTUPOBAHHUS JUIsl
JBIOTHBIX KaTeropuii pabOTHUKOB; KakK JeiiCTBOBATH, €CITH
pabOTHHUK OTKa3bIBAETCS WATH B OTIYCK, IIOANUCHIBATE JOKYMEHTBI
u 1p. Tunuuxelie omMOKHU, A0NycKaeMblie paboToaaresemM 1pu
NPEIOCTARICHUH OTITYCKOB M TIOPSJIOK UX HCITPABJICHHSL.

Tema 2.4.
VBobpHEHHE
paboTHUKOB

Cemmunap, 2 4.;

OcHOBaHHS YBOJBHEHHUS, TIOPSJIOK TIPEKpAIIeHHs TPY I0BOTO
jqoroeopa (craten 77, 81, 83, 336, 278). YBOJIBHEHHE 110
WHHIIHATHRE pa0OTHUKA. Y BOJBHEHUE KaK BHJI JMCIUTLUTHHAPHOTO
B3bIcKaHu4. [lops1ok cokpaleHus YUCISHHOCTH WK IITaTa
paboTHHKOB. | ocy1apcTBEHHBIC TAPAaHTHH W KOMIICHCAITHH
BEICBOOOIK/IacMBIM PabOTHHKAM. Y BOJIEHCHHE B CBSI3H C
HECOOTBETCTBHEM PA0OTHHUKA 3aHUMAEMOH JIOJDKHOCTH.
OcoOeHHOCTH YBOJIBHEHHUS: 110 COOCTBEHHOMY JKEJIaHHH), T10
COIJIALIEHUIO CTOPOH, 110 HCTEYEHHH CPOKa JICHCTBUSL TPYIOBOTO
JIOTOBOpA.

[TpakTHUecKOe
3asTHe, 4 4.

Canymareny pa3OuparoT CJI0XKHbIE CHTYALUH TP YBOJIBHEHUH
pabOTHHUKOB B CBA3H C COKpAIlleHHEM YHCICHHOCTH (IITara)
OpraHM3aniH, KOH(QIMKTHEIC CHTYAIlHH, BO3HHKAOIINE B CBSI3H C
[PEKPALIEHHEM TPY/10BOTO JOr0BOPA 110 HHUIIHATUBE
paboToznarens; pa3padaTeIBAlOT PEKOMEHJALIAH 10 TIPAaBOBOMY
YPEryJIMPOBaHHIO (Ha NpUMepax, Hpe/UI0KEHHBIX CIIy IHATeIsAMH ),
popadaThIBAOT NOPS0K HPUMEHEHUSE U O(OPMIIEHHSI
JUCIUIIIMHAPHBIX B3BICKAHMIA.

CamocTosiTensHas
pabora, 2 u.

O3nakomiieHHe ¢ cy1e0HOM MPAKTUKOM 110 criopam o
BOCCTaHOBJICHHH Ha pabote. M3yuenue nopsaka HCIOITHCHHSA
peleHns cyJia 0 BOCCTaHOBJICHHH paboTHHKA.

Tema 2.5.
Tpy/10BBIE KHHKKH

Cemunap, 2 u.;

OGH_H/IG MMOJIOKCHHA O TPYAOBLIX KHHKKaX. JInna, OTBeTCTRBEHHEIS
3a BSJICHHUEC TPYJIOBBIX KHHHKCK.

[IpakTAUeckoe
3aHATHE, 4 4.

CirymaTenu npou3BoAAT IEPBUYHOE O(POPMICHHE TPYIOBBIX
KHUKEK, 0OPMISIFOT HOBBIE TPY/IOBBIE KHHKKH, /1y OJIMKAThI U
BKJIapInd. CliynaTesid BHOCST 3allUCH U UCIIPABIIEHHS B pa3/Ie/ibl
TPYJIOBOH KHUKKH.

Koncynpranus, 2
4,

KoHcynpTaims 1o cJI0KHbBIM U CIIOPHBIM BOIIPOCAaM 3aIl0JTHEHHS
TPYJAOBBIX KHHKEK, CIIOCOOBI HX pELICHUS.

Tema 2.6.
Co3znanue apxupa B
00pazoBaTeNbHOM
OpraHMu3alyH

CemuHap, 4 4.;

Paz00p HOpMATHBHBIX IPABOBBIX AKTOB, PETJIAMEHTHPY FOIINX
HOPSIOK XpaHEHHUS JOKYMEHTOB B apXHBE OPTaHU3ALINH.
OcHOBHBIE IIpaBHJIa PadOTHI APXMBOB Ka/IPOBOH J0KYMEHTAI[HH
OpraHm3alliii, yCTaHOBJIEHHBIE 3aKoHOM. TpeboraHus




3aKOHO/IaTeIbCTBA O 3aLIUTE IIEPCOHAIIBHBIX JaHHBIX IIpH padoTe ¢
apXMBOM KaJpoBo# JoKyMeHTalnu. CocTaB Ka/IpoROH
JoKyMeHTanuu. TpeOoBaHus K opraui3aliii XpaHeHUs KaIpOBbIX
JIOKYMEHTOB W WX HCIOJIB30BaHUKD. CHCTEMATH3AIIMS KaJIPOBBIX
JIOKYMEHTOB. ApXHBHPOBAaHHE KaJPOBEIX JOKYMEHTOB.

[ IpakTHUECKOE Brle3j1 B 00pa30oBaTeIbHY KO OPraHU3alMIo C LEIbK 3HAKOMCTBA ¢
3aHsATHE, 2 4. OpraH3alueil KaapoBoro JeJI0NPOU3BOICTBA, apXHUBOM.

Brie3n B

oOpazoBaTeIbHY IO

OpraHu3aImn

Camocrositenbiass | Chnymiatenad MPOBOJASAT dKCIEPTH3Y IIEHHOCTH TIOKYMEHTOB U 0TOOD
padora, 2 u. Ka/IPOBBIX JIOKYMEHTOR HA JUIHTENILHOE XPaHEHHE, COCTABRIISIOT

OITHCH Ha JIJia 110 JIMYHOMY COCTaBY.

Tema 2.7. PadboTa B
nporpamme «1C»

Cemunap, 2 4u.;

3apIuiata U yIpaBaeHHe IepconaioM, yueOHsli mian. OCHOBHBIE
BO3MOKHOCTH IporpamMmmbl. CIIpaBOYHUKH, JIOKY MEHTBI, %Ky PHAJIbI
JIOKYMEHTOB, PETUCTPBI, OTUETHI H 00padoTku. TpyaoBoil qorosop,
IpUKa3 o NpueMe Ha paboTy, KaJpoBble EPEMEIIECHHS U
YBOJILHEHHS COTPY IHHKOB. OCHOBHBIE H JIOTIOJHHTEIILHBIE
HauyHceHus. [loacueTeMsl perylaMeHTHPOBAHHOTO yUeTa KaJpaMHy,
KJaccuukaTopsl

[ IpakTHueckoe
3aHsITHE, 4 4.

Caymaren GOpMHUPYIOT CIIMCKH JIOJKHOCTEH B COOTBETCTBHH €
OKIIJITP, ciucku puzndeckux Jaui U cBejileHui o HuX. I'paduku
paboThl U IITATHOE paciucaHue. BeInonHM0T 6a30Bbie ONepaliui
10 y4eTy KajpaMH B OpraHu3alii. PerucTpupyror 3aHaTocTh
pabOTHHUKOB OpraHu3aui. [Ipou3BOAT y4eT OTIYCKOB H
KOMaH/IMPOBOK, OONBHUYHBIX JINCTOB, OTCYTCTBUS pabOTHHKA Ha
paboTe 110 Jipyrum npuyuHam. QopMupyoT rpaduku OTIyCKOB,
CO3/1AF0T OTYETHI H YHH(PUIIMPOBAHHBIE (POPMBI

KoncysibTauus, 2 4.

KoHcyibTalus o 0OCHOBHBIM BO3MOKHOCTSM IporpaMMel «1Cx»

Tema 2.8. Tpenunr, 6 4. Pemenue 3a1a4 1o MoCTPOSHUIO KOHCTPY KTHBHOTO

Ilcuxonornueckue B3aMMOJICHCTBHUS ¢ aIMUHHUCTpaluell 1 pabOTHHKAaMH B

TPEHHUHTH KOH()JIMKTHBIX CHTYAIUSAX IIPU H3MEHEHHUH TPYIOBBIX OTHOINCHUH
(mepeBojax Ha JPYTYIO IOKHOCTL, aTTECTAllMH, H3MEHEHHIH
YCJIOBHI TPYJIOBOTO JIOTOBOPA H T.11.)

Tema 2.9. [IpakTHueckoe Wroropas arrectalus 3aK/IH04aeTCs B PELIEHHH KEHCOBBIX

Hrorogras 3aHATHE, 2 4. [IPAKTUKO-OPHEHTUPOBAHHBIX 3a/laHUI.

aTTecTanus




Paspea 3. «®OPMbBI ATTECTAIIMU U OHEHOYHBIE MATEPHAJIBD»

Tekyiias arrecranus. TeKYLLIaFI OIICHKa Ka4dYeCTBa OCBOCHHA IIPpOIrpaMMbl

OCYIIECTBIISIETCS TTI0 UTOTaM BBITIOIHEHUS MPAKTHYECKUX 3aJaHU .

[IpumepHble 3anaHuUsA:

1. CocrtaBuUTh NpOEKT NPUKA30B MO JIMYHOMY COCTaBy (MpHKa3 MO BbIOOPY
CITyIIIaTesi)

2. HcnpaBUTh HETOUHOCTH 3aMOJHEHUS JIMYHOIO Jiesia COTPYIHUKA

3. CocTaBuThb 3aK/IFOUYEHHE 10 NPeICTABIEHHOMY TPYAOBOMY JIOTOBODY.

4. BuecTu U3MeHEHHMs B YCIOBHS TPY0BOr0 10roBopa.

5. CocTaBWTb 3aKIIFOYEHHUE IO TPYAOBON KHIXKKE.

6. CocTaBUTh 3aKII0YEHHUE N0 MpOoLeAype YBOJIbHEHUS COTPYIHUKA B pe3yJibTare
COKpalleHH!sl YACTIEHHOCTH WIIK IITaTa pabOTHUKOB

[IpakTHueckue 3a1aHus OLICHUBAIOTCA MONTOKUTEIBHO, €/l 00yYatoLuiics:

® [IEMOHCTPUpPYET BBICOKOE BIJaJICHUE TEOPETHYECKUM MaTepuajioM U
HOpMaTHBHOM 0a30M;

e BhIpaXkaeT COOCTBEHHYIO MO3HILIMIO 110 MTPOOIEMHBIM BOMPOCAM;

® TIPOSIBIISIET YMEHHE CAMOCTOSITEIbHO U apTYMEHTHPOBAHHO M3llarath MaTepual;

® AJHAJIM3UPYET (baKTLI, AeJIacT CaMOCTOATECIIBHBIC 0606H.[€HI’IH H BbIBO/BI.

Urorosas arrectaius. Mrorosast artectanus ocyllecTBIsieTcs: B (hopMe 3a4eTa.
3auy€T NpPOBOAMTCS B BUJIE PelLlIeHUs KeHCOBBIX U MPAKTHKO-OPUEHTUPOBAHHbIX 3aaHUii.
[Tpumeps! KelicOB U MPAKTHUKO-OPHUEHTUPOBAHHBIX 3aJaHUN:
1. CoctaBbTe NpOEKT pa3BUTUsL pabOThl KaApoBOW cCilykObl 00pa3oBaTelbHOM
OpraHH3alnH.
2. Odopmure 3a1aHHy10 HHGOPMALIKIO B A€J10BOE MUCHMO.
3. PazpaboraliTe TpoeKT MNpeIOKeHUW I BKIIOYEHHsT B 3P (DEeKTUBHBIM

KOHTPAaKT.



4. Pazpaboraiite pekoMeHAAllMK MO MPaBOBOMY YPeryJUpOBaHUIO KOHKPETHOI
KOH(DIUKTHOM cHUTyauuu (Hamp., BO3HMKIIEH B CBS3M C TIpeKpalleHHeM TpPYI0BOTO
JIOrOBOPA M0 MHULMATUBE paboTonaress).

5. PazpaboraiiTe mpemioxkeHus: no padore cHUCTeMbl yuyéra M apXWBUPOBAHUS
JIOKYMEHTOB.

6. Pa3pabotaiiTe pallMOHaNbHYIO CUCTEMY XpaHEeHHS JOKYMEHTOB.

Kputepuu olleHUBaHUA:

e B orBere npoBe/ieH aHaIW3 CUTyalMyd U apryMEHTUPOBAHHO Cle/IaHbl BBIBO/IbI.
(0-3 Gana)

e Jlana oOlleHKa CHUTyauMM C TOYKH 3peHHsI HOPMAaTUBHO-IIPABOBOTO
peryaupoBaHus B 00jiacTu obpazoBarenbHoro npasa (0-3 6ana).

e [IpuBeseHo onucaHMe BO3MOMKHBIX  CHOCOOOB  pelleHHs  IPaKTHUKO-
OpHEeHTHUPOBaHHOM (KelicoBoit) cutyaunu (0-3 Oana).

e (CoOuoneHa JIordka u CTpyKTypa u3noskenus marepuana (0-3 6ana).

e VYyreHbl OCOOGHHOCTM M YCJIOBUS OpraHu3aluu padoThl 00pazoBaTesbHON
opranu3zanuu (0-3 6ana).
[To kaxxapoMy KpuTeputo BbicTapisercs oT 0 1o 3 6anios:
0 GanyioB — nokaszaresb OTCYTCTBYET
1 6ann — nokazaTesb BblpaXkeH B HE3HAYUTEIbHOM cTerneHu
2 Oanna — mokasartenb MpecTaBlieH Herocie 0BaTelIbHO

OTmeTKa «3aueT» NpPU UTOTOBOM aTTecTallMd CTABUTCS, €CJIH O0ydaroluics

HaOupaet He MeHee 10 OanoB. IlporpamMma cuuTaeTcss OCBOEHHOH, eciid 0Oydaronuics

YCIICIIHO IIPOIIET UTOTOBYHO aTTCCTaIllHIO.



Paznen 4. «OPTAHU3ALINOHHO-ITEJAT'OI'MYECKHE YCJIOBUSA
PEAJIM3ALIUU ITPOI'PAMMBbI»
4.1. YueOHO-MeTOAH4YecKoe olOecrevyeHHe H HHPOpMALMOHHOE oDecrnevyeHHe
NporpamMmabl

OcHoBHas JIUTEpaTypa

1. Kacesanosa I'. HacTonpHas KHUra KaJpoBHKa ¢ HOpMaTHBHBIMH akTamMu. — M.: Abdak, 2015

2. Mutpodanora B. B. Odopmisiem kapoBbie 0Ky MEHTbI: HACTOJIbHAs KHUIa npakTHka, — C-
I16: Tlurep, 2015

3. Hukudoposa H. A. Ilpukassl 110 Kaapam U CONPOBOAUTENBHBIE JJOKYMEHTBI: IIPAKTHUECKOE
nmocobue. — M: Owmera-JI, 2015

4, Tpynosoii kojaeke poccuiickoit deneparu ot 30.12.2001 Ne 197-@3 (¢ U3MCHEHUAMH W
JIOTIOJTHEHHSIMU)

5. lTanaruna M. A., Hepckas M. A. Tpy/ioBoe npaBo: yuebHoe nocodue. — M.: Omera, 2012 —
208 c.

HOHOHHHTGJIBH&H JJUTEPATYpa
1. Jdzroesa @. O. O6pa3isl npukazos o kaapam. C yuerom noctanosienus [Ipasurenscrsa PO

«O TpynoBeix kHmKKax» Ne 225. — M.: IIpocnekt, 2015

2. Jlusena C. B.. [lo3zzgeeB A. C. I'ocTpy IMHCIIEKIHA Ha TOPOre: HABOAUM MOPSIOK B Kajapax. —
Bonrorpan: OOO «Koncantunrosas komnanus « Ctparerus», 2014

3. Jlusena C. B., Pynenxo E. 0. Ilpunumaem Ha paboty: oopmieHHre TPyIOBBIX OTHOIICHUH B
nons3y pabotoaatens. — Bonrorpan: OO0 «Koncantuarosas kommanusa « Ctparerusy», 2015

4. Jlusena C. B., [TozneeB A. C., [Inacturuna H. B. Ilpaktika yBoasHeHHI / Ioa pea. PyaeHko
E. 0., 3umunoii C. 0. — Bonrorpax: OO0 «Koncanrunrosas kommnanus «Ctparerus», 2015

5. Pomynkuna E. B., Yeuwera JI. K., Cnennesa H. B., Mansimesa H. M. Kaapogoe neno: 100
pabounx curyanmii. — M.: Dxemo, 2012

MeTtoanyeckye MaTepuaibl
CDelICpEUIBHBIe 3aKOHBI, HOPMaTHBHLIC H NIPAaBOBBIC JJOKYMCHTHI

1. Enunble pekoMeHJAIUH 0 yCTAHOBICHHIO Ha deepanbHOM, PErHOHAIBHOM H MECTHOM
YPOBHSAX CHCTEM OIUIATHI Tpy/Ja pabOTHHUKOB roCyJapCTBEHHBIX M MYHHUIMIIAILHBIX YUPEKICHHH Ha
2014 rox (ytB. pemenuemM Poccuiickoil TpeXcTOpPOHHEH KOMUCCHH HO PEryJIMPOBAHUIO COLMAIBHO-
TPYA0BbIX OTHOLIEHHH oT 25.12.2013, npoTtokoa Ne 11)

2. EnunHbli KBaJM(UKAIMOHHBIH CIIPABOYHUK JIOJKHOCTEH PYKOBOJHUTENEH, CIEIHATMCTOB U
CITyKallux

3. Enumnsri rapudno-kBanudukaioHHbil cripaBouyHUK padoT U npodeccuit padbounx

4. 3akon r. Mocksel ot 12 mapra 2008 r. N 11 «O6 oxpane Tpyzaa B ropoae Mockse» (c
H3MEHEHHUSIMH U JIOTIOJTHEHHUSIMH)

5. Koncturymmss Poccuiickoit ®@enepanuu  (IIPHHATA  BCEHAPOJHBIM  I'OJIOCOBAHMEM
12.12.1993) (¢ yuyerom nonpaBok, BHeCeHHbIX 3akoHamu P® o nonpaekax k Koncrutyuuu PO or
30.12.2008 Ne 6-@K3, ot 30.12.2008 Ne 7-®K3, ot 05.02.2014 Ne 2-DK3)

6. MakeT KOJUIEKTHBHOTO JJoroBopa (yTB. Muntpyom P® 06.11.2003)

7. MockoBckoe TpexcroponHee cornamenne Ha 2016-2018 roast mexay llpaButenncTBoM
MoCKBBI, MOCKOBCKHMH  OOBEJIMHEHHMSIMH HPOQCOK30B M  MOCKOBCKUMH  OOBEIHHEHUSIMH
paboTonarenci (¢ U3MECHEHUSIMH M JOTIOTHCHUSIMH)
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8. OrpacneBoe cornamende Mexay JlenaprameHnrom ofpasoBaHust ropoja MockBbl U
MockoBckol ropojckoil opranusanuei Ilpodcorosza pabOTHHKOB HApoHOrO 00pa3oBaHHs W HayKH
Poccuiickoit ®enepauun na 2014-2016 roasl (JlonmonHUTeNnbHOE COTJIAMIEHHE O TIPOJUIEHHH CpoOKa
neiicreust Ha 2017-2019 roxsr OTpaciieBoro coramenus Mexay JlemaprameHToM 00pa3oBaHHUs ropojia
Mockebl 1 MockoBckoi ropoackoii opranuszanueii [Ipodceorosza paborHnkos HapoHoro odpasopanus
u Hayku Poccuiickoil @enepaimn)

9. Tlocranosnenue Muntpyna P® ot 10.10.2003 Ne 69 «O6 yreepxnenun MHCTpyKImu 110
3aMOJTHEHHUIO TPYAOBBIX KHHIKEK»

10. Tlocranosnenue IlpaButenscTBa MockBel ot 31.08.2012 No 445-T1IT (pexn. ot 18.12.2013)
«O Mepax No nepexoy rocy1apcTBeHHBIX 001e00pa3oBaTeNIbHBIX OpraHH3alliii, 0 BEIOMCTBEHHEIX
Jlemapramenty obpazoBanus ropoga MoCKBBI, Ha CHCTEMY OILIATHl TPy, OTIMYHYIO OT TapH(pHOMH
CHCTEMBI OIJIAThI TPY/1a pa0OTHUKOB rOCY IaPCTBEHHBIX YUPEXKIeHHH ropoaa MockBb»

11. Tlocranosnenue Ilpasutensctea PP or 01.10.2002 Ne 724 (pen. ot 21.05.2012) «O
IPOJIOIDKHTEIEHOCTH  €KErOJHOTO  OCHOBHOTO  YJ/UIMHEHHOTO — OIUIAYMBAaEgMOr0  OTIIyCKa,
IPEAOCTABIIEMOro e arorndyeckuM padoTHUKaM»

12. Ilocranosnenue I[IpaButenscta PO ot 11.11.2002 Ne 804 «O IlpaBunax pa3paboTku u
YTBEePKICHHUS TUTIOBBIX HOPM TPy Aa»

13. Tlocranornenune IlpaBurenscrea P® or 20.11.2008 Ne 870 (¢ u3MEHEHMsIMH U
JlonofHeHusiMH)  «O0  yCTAaHOBJIEHHH COKpPAIEHHOHW IMPOJIO/DKHTENBHOCTH pabouero BpeMEHH,
€XKEro/IHOr0 JIONOJHUTEIBHOTO OIIAUMBAEMOI0 OTITYCKA, MOBBIIIEHHOH OIUIaThl TpyAa pabOTHHUKAM,
3aHATHIM Ha TSDKENBIX paboTax, paboTax ¢ BpeIHBIMU U (MIIH ) OITACHBIMH H HHBEIMH 0COOBIMH Y CTIOBUSIMHA
Tpyaa»

14. Tlpukas Munszapasconpazsutus Poccun ot 17.05.2012 Ne 559 (c u3MeHEHHSIMH H
JqonoigHeHusMu) «OO6  yTBepxieHMH EaMHOro KBalM(QHMKALMOHHOIO CHPABOYHHKA JIOJGKHOCTEH
PYKOBOJIMTENIEH, CHENHATMCTOB H Ciaykaimmx, pasiaen «KpamvdukannoHHbIE XapaKTepHUCTHKH
JIOJDKHOCTEH PYKOBOJAMUTENEH M CHEIHAIMCTOR, OCY IECTRISIIOIIMX paboThl B 00J1aCTH OXpaHbl TPy 1a»

15. Tlpukaz Munzapascomnpa3sutiss Poccun ot 29.05.2006 Ne 413 (¢ HU3MCHCHHAMH U
nonoHeHUsIME) «O0 yTBepKIeHHH THIIOBOTO MOJIOKEHHS 0 KOMHUTETE (KOMHCCHH) 110 OXpaHe Tpyaa»

16. IIpukas Mumnsapascorpa3Butus Poccum ot 29.06.2011 Ne 624n (¢ H3MCHCHUSMH H
JonosiHeHusiMu) «O0 yTeepakaeHuu TTopsizika BblIauH JTMCTKOB HETPYAOCIIOCOOHOCTH »

17. Tlpuka3 MunoOpnayku Poccun ot 07.04.2014 Ne 276 «OO0 yreepxiaenun Ilopsiaka
IpOBEJICHUS  aTTEeCTallMM  [eJaroruueckuX  pabdOTHMKOB  OpraHM3aluii,  OCYIIECTBISIONIHX
00pa3zoBaTelLHYIO AeSITEIHLHOCTD »

18. Tlpuka3 MunoOpuayku P@® or 24.12.2010 Ne 2075 «O npopomkurenbHocTd padoudero
BpeMeHH (HOpME YacoB IeJaroruyeckoil paborel 3a craBKy 3apabOTHOI IIaThl) IeJaroruyeckux
pabOTHAKOB)

19. TIpukas Pocnorpednanszopa ot 20.05.2005 Ne 402 (¢ u3MeHEHUsIMHM H JONOTHEHUsIMU) «O
JIMYHOH MEIMIIMHCKON KHUMKKE M CAHUTAPHOM Haciopre»

20. Pacnopsixenue Ilpasutensctea P® or 26.11.2012 Ne 2190-p «O06 yTBepkIeHUn
IIporpaMMBbl  TOJTANHOTO COBEPINCHCTBOBAHHUS CHCTEMBI OMJATBl TpyAda B TOCYAapCTBEHHBIX
(MyHHIMIIANBHEIX) yupexkaenuax Ha 2012 - 2018 rojasi»

21. ®enepansuerii 3akon ot 17.12.2001 Ne 173-®3 (¢ u3MeHEHHSAMH H JonoIHeHUsIME) «O
Tpy/10BbIX neHcHsX B Poccuiickoit @eaepaimny

22, ®enepanbHbiii 3akoH o1 24.07.1998 No 125-@3 (¢ u3MeHeHUsIMU U J0TI0JHEHHSIMH) «O0
00s3aTeIbHOM  COIMAJIbBHOM  CTPAaxOBaHMHM OT HECUACTHBIX CJIy4yaeB Ha IIPOM3BOJICTBE U
npodeccHOHATBHBIX 3a00IeBaHMIT

23. Menepansuerii 3akon oT 28.12.2013 Ne 426-D3 (¢ u3MeHEHHSAMH H JonoaHeHusIMH) «O
CHEUHAJILHOM OIlEHKE YCIIOBHM Tpyaa»

24, ®enepanbhblii 3akoH o1 29.12.2012 No 273-®3 (¢ u3MeHEHUsIMU U J0TI0JHEHHSIMH) «O0
obOpazoBanuu B Poccuiickoit @enepannm»
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25. @enepanbHblii 3aKkoH o1 7 Mast 1998 royma Ne 75-@3 ¢ u3aMeHeHUsAMH U JAONOJHEHUAMH «O
HETOCY/IAPCTBEHHBIX MTEHCHOHHBIX (hOoHIaxX»

HNutepHeT-pecypCkl

1. «Koncynprant [L1rocy - 3akoHOoAaTENBCTBO PQ: KONEKCHI, 3aKOHBI [3IIEKTPOHHBIH pecypc|
URL: http://www.consultant.ru/
2. CaiiT 0 KaapoBOMY JIeJ0NPOU3BOACTBY [1ekTp. pecype] URL: https://www.kadrovik-

praktik.ru/

4.2. MaTepua/ibHO-TeXHHYecKoe oDecredeHue

- YuebHas ayauropusi.

- Komnslorep (¢ nogkntoyenueM K cetu MurepHer).
- MyneTuMeIuiiHasi yCTaHOBKA.

- Jlocka wnu daunyapt, GuioMacTepsbi.
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