AHHOTAIMSA PABOYEM ITPOTPAMMBI JIMCLIUTTIJIIHBI

HaunmenoBanue JUCIHITIIIMHBI

NHO®OPMALIMOHHOE 1
AOKYMEHTALIMOHHOE OBECIIEHEHHME
KAZIPOBOM PABOTBI

Hanpasnenue moJrotoBku

38.03.03 YnpaBiieHre NepcoHaIoM

HampaBrneHHOCTh  TIpOrpaMMBbI YmpasiieHue nepcoHaloM OpraHu3aiuii BO3LyITHOTO
(poduTh) TpaHCIIOPTA
KBanudukaryst BEITYCKHUKA bakanasp
®opma 00yueHus 3aouHas
IHemn ocBoeHHMs JTUCHUIUIMHBI  «HpOpMarmoHHOE W
JOKYMEHTAIMOHHOE ~ o0ecleyeHne KaapoBoil  paboThI»:

]_[eJ'II/I OCBOCHUS THUCITUITINHBI

(¢hopMHpOBaHWE 3HAHWN, YMEHWA W HABBIKOB IS YCIENTHON
npodeccuoHaIbHOM JAeSITeThHOCTH BBIMYCKHHKA B YacTd
KOMIIETEHIIU I B obnactu WH(POPMAITHOHHOTO u
JOKYMEHTAIIMOHHOI0 00ecnieueHne KaIpoBOi pabOTHI.

Cemectp (Kypc), B (Ha) KOTOPOM
U3yJaeTcs JUCIUILTAHA

6 cemecTp

HanmenoBanwme vactu (6110Ka)
OIIOII BO, x xoTopoii
OTHOCHUTCSI IUCIUIUIMHA

O0s13aTeNnbHAs YacTh
brok 1. JIlucuumimab! (MO M)

Kommerenun oby4arorerocs,
(dbopMupyeMbIe B pe3yJIbTaTe
OCBOCHMSI JTUCITMTLIMHBI

VK-1; YK-4; OIIK-2; OIIK-3; OIIK-4; OIIK-5; OIIK-6

TpynoeMKoCTh TUCIUTIITMHBI

5 3aueTHBIX equHUAIl, 180 akageMHUUYeCcKHX JacoB

Copepxanue JUCIUIUIAHBI.
OcHOBHBIE pa3ielibl (TeMbI)

Tema 1. MadopmMaimoHHble TEXHOIOTHH B yIIPABICHHUH.
[lonatue undopmau U CUCTEMBbI YIIPABICHHUSL.
Nudopmanmonnas cucrema.

Tema 2. Mudopmanmonnoe obecrneueHue 1esaTeIbHOCTH.
Tewma 3. KopniopatusHbie HH)OPMAITMOHHBIC CHCTEMBI.
Tema 4. PaGota co cnenuain3upoBaHHBIMU KaJpOBBIMHU
KOMITBIOTEPHBIMHU [TPOrpaMMaMHU.

Tema 5. Cuctema JOKyMEHTAIMOHHOT'O OOECTIeUeHUS
yIpaBJICHUSI.

Tema 6. CocraBnenue u opopMIICHHE CITYKEOHBIX
JIOKYMEHTOB.

Tema 7. HanpaBnenus u 3a1aun KaapoBoil paboThl Ha
MPEeANPUSITHH.

Tema 8. TpynoBoe 3aKOHOAATENBCTBO U UHBIE AKTHI,
coJieprkalre HOpMbl TPYAOBOTO IpaBa.

Tema 9. KagpoBoe aenonpou3BoACTBO: COJIEpKAHUS
MIOHSITHSI.

Tema 10. JlIokyMeHTHpOBaHKE pUeMa Ha padboTy.

Tema 11. OdopMmiieHrE TPYTOBOM KHIIKKH.

Tema 12. Benenue 1uuHOro f€n1a U JIMYHOW KapTOUKH
pabotHHMKa. Y4eT nBmkeHus kaapoB. CocTaBiIeHHE KaapOBOH
OTYETHOCTHU. YUeT pabouero BpeMeH!.

Tema 13. JlokymeHTHpOBaHUE NEPEBOIA COTPYAHUKA Ha
JIPYTyIo padoTy.

Tema 14. JlokymeHTHpOBaHUE OTIYCKOB M KOMAaHANPOBOK.
Tema 15. JlIokyMeHTHpOBaHUE YBOJIbHEHHUS COTPYAHUKOB U

55




HanmenoBanmne JUCITHUITIIMHBI

MH®OPMALIMIOHHOE 1
JTOKYMEHTALIMOHHOE OBECITEYUEHUE
KAJIPOBOI PABOTEHI

[epcoHaJIbHbIC JJaHHbIE paOOTHHKA.
Tema 16. Mecto ydeTa nepcoHasia B CHCTEME YIIPaBJICHHUSL.

®opma IIPOMEXKYTOUHOM
aTTecTaluu 1o UTOTam
OCBOEHHUS JUCIUILINHBI

OK3aMCH
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