AHHOTAIA PABOYEM ITPOTPAMMBI IMCLIATIIIMHEI

HaumenoBanue JUCITUITIINHBI

NHO®OPMAILIMOHHOE 1
AOKYMEHTAIIMOHHOE OBECIIEHEHHE
KAJIPOBOHM PABOTLI

HanpaBneHHe IIOATOTOBKH

38.03.03 YnpayieHue nepcoHagiom

HampaBieHHOCTh ~ MIPOTpPaMMBbI YnpasieHne nepcoHaIoOM OpraHU3aluii BO3IYIIHOTO
(mpoduip) TpaHCIIOpTa
KBanmuukanusi BRITyCKHUKA bakanasp
dopma 00yueHHs Ounas
Hemn ocBoenuss mucuuiuimebl  «MHpOpManMoHHOE U
JOKYMEHTAIMOHHOE  O0ecleYeHne KaJpoBOil  paboThI»:

L[eJII/I OCBOCHUA NJUCIHUITIIMHBI

(dhopmupoBaHKe 3HAHUHN, YMEHUN W HABBIKOB JJI YCIICIIHON
npo(eCCUOHATBHON JICATEIIbHOCTH BBITYCKHUKA B YacTH
KOMIIETEHIIMM B~ obmacTd  HMH()OpPMALIMOHHOTO U
JOKYMEHTAIIMOHHOTO 00ecTieyeHne KaapoBOi pabOTHI.

Cemectp (Kypc), B (Ha) KOTOPOM
W3Yy4YaeTCs JUCIUIINHA

6 cemecTp

HanmenoBanwue yactu (0J10Ka)
OIIOIT BO, x xoTopoii
OTHOCHUTCSI IUCIUIUIMHA

O0s3aTenpHast 4acTh
brok 1. lucuuniauasl (MOIYIH)

Komnerenmun o0yuaromerocs,
(dopMupyeMbIe B pe3yJibTaTe
OCBOCHHUSA NUCHUITJIINHBI

VK-1; YK-4; OIIK-2; OIIK-3; OIIK-4; OIIK-5

TpyaoeMKOCTh AUCHUTIIHHBI

5 3aueTHBIX enuHull, 180 akageMHUYSCKHX YacoB

Conepxanue JUCLUTUTMHBL.
OcHoBHBbIE pa3zienbl (TEMBbI)

Tema 1. UHpopManoHHBIE TEXHOJIOTHH B YIPaBICHUH.
ITonatue uHdopMaK U CUCTEMBI YIIPABICHHUS.
Nudopmanronnas cucrema.

Tema 2. IndopmarnmonHoe obecreueHne AeITeNbHOCTH.
Tema 3. KopnopaTuBHbie HH()OpPMALIMOHHBIE CUCTEMBI.
Tema 4. PaGota co cnennaiu3upoBaHHBIMU KaJJpOBBIMU
KOMITBIOTEPHBIMU ITPOrpaMMaMH.

Tema 5. Cucrema 10KyMEHTaIlMOHHOTO 0OecIeueHust
yIpaBJICHUS.

Tema 6. CocraBieHnue 1 opopMIIEHHE CITY>KEOHBIX
JTOKYMEHTOB.

Tema 7. HanpaBnenus u 3ajjauu KagpoBoii paboThl Ha
MpeNNPUATHH.

Tema 8. TpynoBoe 3aKOHOAATENBCTBO U UHBIE AKTHI,
coJieprKallrie HOpMbI TPYI0BOTO MpaBa.

Tema 9. KanpoBoe 1en1onpon3BoACTBO: COAEPKAHMS
TTOHSATHSL.

Tema 10. lokymMeHTHpOBaHUE ITpHeMa Ha padoTy.

Tema 11. OdopmieHue Tpy10BOM KHUKKH.

Tema 12. Benenue nu4Horo aena v JUYHON KapTOUKU
paboTHuKa. Yuer aABmkeHus kaapos. CocTaBiieHne KaJpoBoil
OTYETHOCTHU. Y4eT paboyero BpeMeHH!.

Tewma 13. JlIokyMeHTHpOBaHME ITEPEBOIA COTPYAHUKA Ha

IpyTyIo paboTy.
Tewma 14. JIOKyMEHTHPOBAaHHE OTIYCKOB U KOMaHIMPOBOK.




NHO®OPMAILIMOHHOE 1
HanmeHoBaHHE JUCIMIITHHEL AOKYMEHTAIIMOHHOE OBECIIEHEHHNE
KAJIPOBOUM PABOTBI

Tema 15. JlIokyMEHTUpOBaHUE YBOIBHEHUS COTPYAHUKOB U
IIepCOHAJIbHbIC JaHHbIE paOOTHHUKA.
Tema 16. MecTo yueTa nepcoHaja B CUCTEME YIIPABICHMUSL.

dopma MIPOMEKYTOUHOMN
aTTECTaIlMU 110 UTOTaM OCBOCHUS 9K3aMEH
JUCIUILIMHBI




