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1. OBIIUE NOJOXXEHMS

1.1. TlosicHMTeNbHAS 3amHCKA.

Hormonxurensras npodeccronansras mporpaMma (mamee — JIT) «Kamposoe
ACIIONPOM3BOLCTBO U JTOKYMEHTHPOBAaHHE TPYIOBBIX OTHOLIEHUM» IpemHa3HaYeHA
AJL JHI MMEIOIMX  CpefiHee IPO(eCcCHOHANbHOe WM BBICIIEE 0Opa3OBaHWeE,
PYKOBOIUTENEH IOApasienenuit (Coyx0) ympaBleHHA Kagpamd u TPYZAOBBIMH
OTHOIICHHMAMY, —CIICHHAMCTOB KaAPOBBIX CIyK0 M YUpPEKIEHHH 3aHSITOCTH,
CICIMANMCTOB 10  KaZpOBOMY  JENONPOM3BOACTBY,  CIIEIMANHUCTOB IO
AOKYMEHTAIIMOHHOMY OOECIeYeHHIO PaboThl C IIEPCOHANIOM, CIIEIHAIECTOR IO
TIEPCOHAITY, MHCIIEKTOPOB IO KaIpaM, SKOHOMHUCTOB IO TPYIY.

B pesymbrare ocBoerus mnporpammer JIIII MOBBIICHEHS KBalu(UKauy
«KanpoBoe IenonpousBOACTBO U JOKYMEHTUPOBAaHHE TPYIOBEIX OTHOIICHUINY
(GOPMHEPYIOTCS CIIeMyIOIIIe KOMITETEHITHIL

CIOCOGHOCTE NPHHUMATE pelICHHS ¥ BBHIIOJHSTE npodeccHoHaIbHEIE
OOs3aHHOCTH B TOYHOM COOTBETCTBHH C 3aKOHOM (IIK-1).

CriocoOHOCTh KBaTU(DHUIIMPOBAHHO TOIKOBATH HOPMAaTHBHBIEC ITPABOBLIE AKTEHI
(IIK-2).

CocOOHOCTE IPUMEHATH HOPMATHBHEIE IIPABOBBIE AaKThI, PEaAM30BBIBATE
HOPMBI 3aKOHOZATENbCTBA B CBOEH NPODECCHOHANBHOM NeITENbHOCTH (IIK-3).

Cr0coOHOCTS KBaTUHUIUPOBAHHO 0GOCHOBEIBATE IPUHATEIE B OpraHU3allUN
pelleHUs B cepe YIpaBieHHs IEePCOHAIOM W OpPraHM3allMd  KaIpOBOIO
ACJIONPOU3BOACTBA U NPOBEACHUH BHYTPEHHETO KOHTPOJS, PEBH3MI U BHEIIHIX

npoBepok (ITK-4).
O6pazoBaTernbHast mporpamma peanu3yeTcs Ha pyCCKOM SI3BIKE.
1.2. HopmaTHBHBIE JOKYMEHTHI s paspaGorkm JIIIIT «Kagpopoe

A€JIOIIPOHU3BOACTBO U AOKYMEHTHpOBaHHE TPYAOBBLIX OTHOIEHHU )

HopmatusHo-1paBoByro 6a3y paszpaborku JIII1 cocTapsior:



— DenepanbHeli 3akoH «O6 06pazosanuu B Poccriickoit Denepanum» Ne 273-
@3 ot 29.12.2012;

— IlocTraHOoBNEHHE IIpaButenscta Poccuiickoii Oeneparuu ot 22.01.2013 .
Ne23 «O npasumax paspaGoTKH, yTBEPKIEHHAS 1 IIPUMEHEHUSA TPO(PECCHOHATBHBIX
CTaHIapTOBY;

— IlIpuxas MunoOprayku Poccum ot 01.07.2013 Ne 499 «O6 YTBEPKIEHUN
Ilopsiika opraHu3amMud W OCYINECTBIEHHS 00pa30BaTeNbHON [eITeTLHOCTH 110
AOIOIHATENBHBIM IIPOYECCHOHATEHEIM POTPAMMAMY,

— IluceMo Munobprayku Poccum or 22.04.2015 Ne BK-1032/06 «O
HAlDABICHUM MCTOIUYECKUX pEKOMeHTanuiy (BMecTe ¢ «MeTonHuecKuMu
PEKOMEH TalluIMU-Pa3bICHEHUSIMHU o pa3paboTke JOIIOTHUTEBHBIX
IPO(ECCHOHANBHBIX IPOrPaMM Ha OCHOBE IPOGECCUOHATFHBIX CTAHIAPTOBY);

— QenepaibHbIi 3aKOH OT 6 OKTA6ps 1999 1. No 184-®3 «O6 001X
[IPUHITAIIAX OpraHU3aIix 3aKOHOJIATETHHEIX (OpencTaBUTENBHEIX) u
HCTIOTHHUTENBHBIX  OPraHOB TOCYNapCTBEHHOM BIIACTH CYOBEKTOB PoccHiicKoit
OQenepauun» (B 9aCTH CTPYKTYPHI 3aKOHOJATEIIBHBIX (IpesCTaBUTENBHEIX) U
HCIOJHATEHBIX  OPTaHOB TIOCYNAapCTBEHHOH BIACTH CYOBEKTOB Poccuiickoit
Deneparvn);

— Ilpukas Muntpyna Poccum ot 06.10.2015 Ne 691u «O6 YTBEPXKICHUN
NPO(ECCHOHATFHOTO cTaHaapra «CIenuanyicT o YIPABICHHUIO TEPCOHATIOM»
(3apeructpuposano B Munrocre Poccun 19.10.2015 N 393 62);

=~ Yeras ®I'BOY BO Kuposckuiit I'MY Mun3npaBa Poccun,
YTBEPXKIEHHBIM  IpUKa3oM MuHuUCTepcTBa 3apaBooxpaHeHus Poccuiickoit
Denepanuu;

— IonoxeHne O MONOTHUTENBHBIX IPO(pECCHOHANBHEIX MPOrpaMMax
LlenTpa HOMONMHUTEIHLHOTO o0pa3oBaHus, nenctyromiero B ®I'60Y BO Kuposckuii
I'MY Munsnpasa Poccun, yTeepxnentoe nprkasom Ne 140-O[1 ot 29.03.2021 r.;

- llonoxenne 06  wrOroBoif  arTecrammu obyJaromuxcs 1o
AOTIOMHUTENBHBIM TIPO(QECCHOHANBHEIM POrpaMMaM LlenTpa nomoaHMTETEHOTO

obpasosaHus, neiictytomee 8 ®IEOY BO Kuposckuit TMY Munsnpasa Poccun,



yIBepXKIeHHOe IprkasoM Ne 452-OJ1 ot 02.09.2019 r.

— llopsimox  mpuméma, BocCTaHOBNeHHS, IepeBoga U OTYHCIICHMNS,
OOyJaroOImUXCsl IO TOMIOTHHUTEIbLHBIM IPOdeCCHOHANBHEIM IIporpamMmam LleHTpa
JOIIOTHUTENIEHOTO 00pa3oBaHus, nericteyromee B ®I'5OV BO Kuporckuii MY

Munnsnpasa Poccuu, yrBepxnennsIi mprkazom Ne 45 1-OJ] ot 02.09.2019 r.

1.3. OO0mas xapakTepHCTHKa IONOJHHTEIbHOI npodeccuoHaILHOM
nporpammel «KagpoBoe nenonpounsponcTso u AOKYMEHTHPOBaHHE TPYAOBLIX
OTHOILICHH I

1.3.1. enn: aKTyalu3anus HMEIOIIMXCS 3HAHMH W COBEPIIEHCTBOBAHHE
IPO(QECCHOHANBHBIX U OOIIEKyIBTYPHEIX KOMITETEHITHIA oOydJarormumxces s
BBIITOTHEHUS BUJOB IIPO(ECCHOHATBHON NEeSTENLHOCTH B OGJIACTH KaJpOBOTO
ACIONPOU3BOACTBA M JOKYMEHTHUPOBAHUS TPYIOBBIX OTHOLICHHUI.

3aga4yn y4eGHO nporpamMmer:

— OOHOBIEHME ¥ CHCTEMATH3allis 3HAHHI obydaromuxcs B 00TacTh
KaZIpOBOI'o ICIONPOU3BOJICTBA U IOKyMEHTHPOBAHUS TPYTOBBIX OTHOLIIEHUI;

— COBEPILECHCTBOBAHKE PO eCCHOHAILHOIO YPOBHS IIOATOTOBKH
obyJaromuxcs B cdepe KamgpoBoro ACTIONPOM3BOACTBA M JOKYMEHTHPOBAHHUS
TPYIOBBIX OTHOIIIEHUII;

— U3YHCHHE NIPaKTHKU NPUMEHEHHUs IIOCIeTHUX U3MEHEHHH 3aK0H0IaTeIbCTRA
B 00JacTH KaJpOBOIO  MeIONPOM3BOACTBA U JOKYMEHTUPOBAaHHUS TPYIOBBIX
OTHOIIECHHUI.

1.3.2. Cpok ocBoenus - 72 vaca.

@®opma  o0yyeHHs: 3a0YHag dopma  oOydeHus ¢ mpuUMeHeHHeM
AUCTaHIINOHHEIX 00pa30BaTENbHbIX TeXHOIOI Il

ITo uroram obydenus obyuarommiics IIOJIy49aeT YIOCTOBEPEHNE O IIOBHIIICHUN

KBaITMQHUKAIMH YCTAaHOBIEHHOTO 00pasLa.



2. XAPAKTEPUCTHKA KBAJIM®UKAITUHA BHIITY CKHUKOB
IIPOI'PAMMBI TOBBIIIEHU I KBAJTUOHUKALTNA
«KazpoBoe 110N POH3BOACTBO H JOKYMEHTHPOBAHHE TPYAOBLIX

OTHOIIEHH I

2.1. O6nacre npodgeccHoHAIBLHOM AeATEJIbHOCTH BBLINIYCKHUKOB
BKJIIOYAET:

— KaZpOoBOE NEIONPON3BOJCTBO;

— JOKYMEHTHPOBaHHUE TPYIOBBIX OTHOLICHUIL,

— YUpPaBJICHHE IEPCOHAIOM OPraHHU3aLNY.

2.2.00beKTHI IO ecCHOHATBHOM JeATeIbHOCTH:

— HCOKOMMEpPHYCCKHE W  KOMMEDYECKHE OpraHH3alii, HX (HIHAIEL
CTPYKTYpPHEIE ITOApA3IeICHUS.

2.3. Buawr Npo¢ecCHOHAIBHON/TPY/IOBOM eI TeIbHOCTH:

—  JeATEIBHOCTBH B Cepe KapoBOro AeIONpOU3BOCTEA B OpraHM3aIUsX.

2.4. TpynoBele pyHKOUH | /WK YPOBHH KBaJupHKAIMH:

—  BC/ICHHC OpPraHW3alMOHHOM U pPAaCHOPANUTENHHOM MOKYMEHTAIMH IO
IIEpCOHAIY;

—  BCICHHE NOKYMEHTAIUH 110 YYETy ¥ JBIIKEHHUIO KaJpOB;

~  AIMHHHCTPHPOBAHME IIPOIECCOB M JOKYMEHTOOOOpOTa ITO y4eTy H

ABH>KECHUTIO KaJpoB, IPpEACTABICHUIO JOKYMEHTOB 110 II€pCcOHATLY B

rOCyAapCTBEHHBIE OpPraHbl.

3. INTAHUPYEMBIE PE3YJIbTATBI OBYUEHUS IO JUIIT
«Kaaposoe gesionpousBoncTeo u AOKYMEHTHPOBAaHHE TPYAOBBIX
OTHOILECHH I
Pesymbratel  ocBoemms  J{[II1 ONPENESIIOTCA PO eCCHOHANFHBIMU

KOMICTEHIMAMH, TIOITEXAIHMMY COBEPIIEHCTBOBAHUIO U (hOPMUPOBAHHIO (IIK):



CHocoGHOCTE NMPHHMMATL pellleHHsI M BIIOJHITD npodeccHoHATLHBIE
005132aHHOCTH B TOYHOM COOTBETCTBHH C 32KOHOM (IIK-1).
3HATh:
— TOCJTCAHNE U3MCHEHNs 3aKOHOAATENHCTBA B 00JIACTH TPYHIOBBIX OTHOIICHMH
H HOPM KaJ[pOBOI'0 NEIONPOU3BOICTRA.
Ymern:
~TIPaBOMEPHO HCIIONB30BATH 3aKOHOAATENIbHBIE aKTHI II0 TPYI0BOMY IIPaBYy.
HMeTh HABBIKH ¥ (AJTH) ONBIT A€SITETHLHOCTH:
~BJIaJICTh HABBIKOM MPABUIBHOTO pa3pelleHus TpOo(hecCHOHATBHEIX CUTyalun
B TOYHOM COOTBETCTBUH C 3aKOHOM, MHHMMM3AITUH X HETATHBHEIX IIOCJIE/ICTBHUH,

CII0OCOOOB ¥ MEXaHU3MOB UX TIPeNyIIPEeIKICHI.

Coocob6nocts KBaTH(GHIHPOBAHHO TOJIKOBATH HOPMATHBHbIe IPABOBLIE
akTel (IIK-2).

3HATh:

— [IIPaBOBBIE M HOPMATWBHBIC OCHOBBI BeIEHUI JOKYMEHTO000pOTa,
COCTaBICHUS W O(MOPMICHHS OCHOBHBIX BHIOB KaJIpoOBOM M yIpaBJIeHYECKOM
JOKyMEHTAIUH,

YMmern:

~OCYIMIECTBIATE  NOJDKHOCTHBIE  OOS3aHHOCTH €  y4eToM aKTyaJbHBIX
TPeOOBaHMI 3aKOHOIATEIBCTBA,

HMeTr HABBIKH U (HJIH) ONBIT 1eSTeIbHOCTH:

— BIIANICTh HAaBBIKAMH PabOTHI CO CIIPABOYHBIMHU IIPaBOBEIMH CHCTEMAaMH, C
HOPMaTHBHBIMHU NIPABOBLIMH aKTaM.

Crnoco6HocTh NPHEMEHATDH HOPMaTHBHbIE IPaBOBbIE aKThI,
P€aTH30BBIBATE HOPMbLI 3aKOHOJATEILCTBA B CBOEI npogeccnonanbHOI
AesTeapHocTH (IIK-3).

3HaTh:

— CICHHANBHBIC MOHATHA, HCIONB3yeMbIE B TPYIOBOM paBe U KaIpOBOM

ACIOIIPOU3BOJICTBE;



Ymern:

- IPUMEHSTE mpodeccroHaIbHbIe KOMHeTethH B DPEKpPYTHUHTE,
CePTU(GUKALMK,  OLEHKE M  aTTecTaluu [IEpCOHANIa,  HWCHOJIb30BAHUH
HHGPOPMAMOHHEIX TEXHOIOTHH B YIPaBICHUH IIEPCOHAIIOM;

HmeTs HABBIKH U (WJIM) ONBIT JeATENLHOCTH:

~ BIANETH CHOCOOHOCTBIO IIPUMEHSTH HOPMAaTHBHBIE IIPABOBBIE AaKTHI,
PCAIN30BBIBATE  HOPMBI  3aKOHOIATENECTBA B CROEI PO ECCUOHATBHOIN
JEATEeNbHOCTH.

Cnoco6uoctp KBaJTH(HIHPOBAHHO 06OCHOBBLIBATH IPHHATHIE B
OpraHM3anMu pemieHusi B cdepe ymnpapiaeHus IEPCOHAIOM H OpPraHH3aLUH
KapoBOro neJIONPOH3BOACTBA NpPH HPOBeIeHHH BHYTPCHHEr0 KOHTPOJIs,
PeBU3MH H BHeMIHUX npoBepok (ITK-4).

3HaTh:

— OCHOBHBIC TEHJCHLWH PAa3BUTHSI 3aKOHOMATEILCTBA B cdepe TpymoBoro
IIpaBa 1 KapoBOro AENONPOU3BOCTBA U IPAKTHKY €0 IPUMEHEHUS;

Ymern:

— BBIpa0aTHIBATh CTPATETHIO IS IPEJOTBPAINEHNS OMMOOK, MOAEIMPOBATH
TIOBEJICHHE CTOPOH B CITy4ae KOHGIUKTHEIX CHTYAIUIH 1 CIIOPHEIX BOIIPOCOB;

— SAlUINATh HHTEPECHI OPraHU3AIMH IIPU IPOBEICHUN IIPOBEPOK.

HMeTh HABBIKH U (HJIH) ONBIT AeSITebHOCTH:

—  BIAJETh CIIOCOOHOCTBIO KBATU(DHITUPOBAHHO 060CHOBBIBATE IIPUHSTEIE B
OPraHu3aliy pEIIeHHs B cdepe yIpaBIeHHs IICPCOHATIOM M OpTaHU3aLUN
KaZpOBOTO NENONPOU3BOACTBA IPH IPOBEICHAN BHYTPEHHETO KOHTPOJISI, PEBU3MIH 1

BHCINHUX IIPOBEPOK.

Martpuna coornecennst yueonbIx IpPeIMEeTOB, KYPCOB

Hasganue yuebnerx kypcos, Tpynoemxocts Kommerennuu
JMCLUIUTHH U (MOZIYJIeit) o IIK- | TIK- | TIK- | [IK- obrree
yaeOHOMY 1 2 3 4 KOJIMYECTBO
IJIaHy, 9acoB KOMIIETEHIIHMH

O630p OCHOBHEIX H3MeHeHMiT

B TPYZIOBOM 3aKOHOIATEIHECTBE

B 2020 rr. DnexTpoHHEIE TPYIOBEIE
[n—




I'ocynapcTeeHHOE perynupoBanue
TPYAOBBIX OTHOLUIEHUH C yUETOM 4 + + + + 4
M3MEHEHHMH 3aKOHOIaTeIbCTBA

Ocob6eHHOCTH NPUMEHEHHS

6 + + + + 4
paboTonarensamu npodcTaHaapTOR
I[OKyMeHTI:IPOBaHI/Ie TPYIOBBIX 3 " 5 n + 4
OTHOIUESHHUH
Odopmienue nprema Ha paGoty 8 + + + + 4
Oprasu3sanys u BeleHHe BOUHCKOTO
y4eTa B OpraHu3anuIX. Y4er 8 + + + + 4

HCIIONIB30BaHuUs paboyero BpeMeHu

IlpegocTaBieHue OTITYCKOB 8 + + + + 4
Ioompenue u HaO)XEeHIE } 6 + " % " 4
JUCIMIUIMHAPHBIX B3BICKAHMIM

ATTtectanus pabOTHHKOB 6 + + + + 4
Odopmienne npexpameHus 6 n " + i 4
TPYIOBOIrO IOroBopa (yBOJLHEHHS)

IIpaBoBas OTBETCTBEHHOCTH

3a HapyUuIeHHe HOPM TPYIOBOIO 6 + + + + 4
3aKOHONATeNbCTBA

Hrorosas arrecranus 2 + + + + 4
Bcero wacor 72 + + + + 4

4. OPTAHM3AIIMOHHO-IIEJATOTMYECKHAE Y CJIOBUS
PEAJIM3AITAN I
«Kaz[pmsoe }IeJIOHpOI/ISBOIICTBO )4 HOKyMeHTI/IpOBaHHe TPYAOBBIX

OTHOIICHH I

ConepxaHre W opraHu3anus 06pazoBATENHHOrO IIPOLECCA IIPU peau3aIiin
nanaHou JIIII permamenTupyercs:

- Y4eOHbIM IITaHOM (IpunoxeHue 1);

- KQJICHIAPHBIM y4eOHBIM rpaduKoM (IpuioxkeHue 2);

- y4eOHOH TporpaMMoli W MeTOnMYECKHMH PEKOMEHIALUSAMI 10  ee
peanusanuu (Ipunoxenwe 3);

-~ METOIMIECKUMU PEKOMEHMALMSIMK 10 IIOATOTOBKE K HTOIOBOH ATTECTAIMH
(mpunoxenue 4).

O6pazoBarensHas IEeATEIHHOCTh 00yJaroIuxcs IIpeyCMaTPHUBAET
CIIeyFOIINE BU/IBI YICOHBIX 3aHATHH U y4eOHBIX paGoT: JIeKIuHy, IIPAaKTUYECKUE U
CCMUHAPCKUE 3AHATHS, KOHCYIbTAlUH, APYTHe BUAE! YICOHEIX 3aHATHH U yIeOHBIX

paboT, onpeneIeHHbIe YUeOHbIM [LIAHOM.



J11 BceX BUZIOB ayUTOPHEIX 3aHATHI aKaJeMHUeCKHi Yac yCTAHABIMBAETCS
TIPOIOJDKUTEIBHOCTHIO 45 MUHYT.

Wrorosas arrecTamys NpoBOAWTCA B (GOpMe 3adeTa, B COOTBETCTBHH C
y4EOHBIM ILTAHOM.

MeToanyeckue peKoMeHAAHH
10 OATOTOBKE K HTOroBoM aTrecramun no JIIIII
«KazpoBoe 1e10mpou3BOICTBO H JOKYMEHTHPOBAHHE TPYAOBBIX
OTHOILIEHH I

Wrorosas arrecTanus IpoBoauTcs B GOpME HTOTOBOTO 3a9eTa.

WToroselii 3a9eT BBICTYNAET CPEACTBOM NUATHOCTUKH YCIIEIITHOTO OCBOEHHS
CIyIIaTe/[IMH IIPOTPaMMBbl IIOBBIICHHS KBATHQUKAIMH, [IO3TOMY K HTOIOBOMY
3449€Ty JOIIyCKAatOTCA TONBKO T€ CIYIIATeNIH, KOTOPHIE IIOJHOCTHIO BBIOIHUIH
Y4eOHBIA IIIaH ¥ HE UMEIOT aKaIeMHIECKIX I (DMHAHCOBBIX 330JKEHHOCTEH.

HToroBeiii 3a4eT mpoBoauTCS B opMe ompoca.

IIpumepHbIe nepeyeHs BONPOCOB K 3a4eTy

1. lenonpou3BoacTBO (IOKYMEHTAIIMOHHOE 00eCICUeHHE VIIPaBIEHU) Kak
(yHKUMS yIpaBIeHHs, COBpEMEHHBIE TPeGOBAHUS K €ro oprauzanuu. OCHOBHEIE
TEPMHUHEI [€JONIPOU3BOCTBA.

2. JloxkymeHT, OCHOBHBIE ITOHSITHS, byHKITHH u CIIOCOOBI
JIOKyMEHTUPOBaHMS.

3. HMugopmarmms u noxymenr. Knaccubuxarms JIOKYMEHTA.

4. DIeKTpOHHbIM JOKYMEHT W TOKYMEHTOOO0POT.

5. YHudukamus ©  cTaHmapTH3amMs KAk OCHOBHOE HaIlpaBJICHHE
COBEPIICHCTBOBAHUS JOKYMEHTOB.

6. CucreMbl TOKyMeHTAWH. Y HUDUIUPOBAHHBIE CHCTEMEL JOKYMEHTAITHH.

7. Obume TpeOOBaHUS K TEKCTY JOKYMEHTA. Ilopsnox W3moXeHHs TeKcTa
IOKyMEeHTA.

8. SI3BIK CiTy>keOHBIX TOKYMEHTOB.

9. HopwmatusHo-npaBoBas 6a3a 1enonponsBoacTaa.



10. XapakrepucTuxa, coctas u comepxanre OCTa P 7.0.97-2016.

11. Coctas pexsusuTos OPJI, npasuia ux ohOpMISHHS.

12. Buzibl G11aHKOB JOKYMEHTOB, HX XapaKTepucTHKa. IIpaBuia odopmieHus,
M3rOTOBIICHHUS, YI€Ta, UCTIONb30BAHMA U XPaHEHHs GITAHKOB OpraHU3alliH.

13. IOpuauueckast cuia JOKyMEHTOB.

14. XapakTepucTika W COCTAaB OpraHU3AIMOHHO-TIPABOBEIX JOKYMEHTOB:
TPeOOBaHMSA K COCTABICHUIO U 0DOPMIICHHIO.

15. XapakrepucTrka i COCTaB PacIOPSAUTENBHBIX JOKYMEHTOB: TpeGoBaHMS
K COCTaBJIEHHUIO ¥ OPOPMIIEHHMIO.

16. XapakTepucTuka M cocTas MH()OPMAaIHOHHO-CIIPABOYHEIX JIOKYMEHTOB:
TpeGOBaHMA K COCTABIEHUIO B 0)OPMIIEHHIO.

17. NoxymentnpoBarne paGoTEI ¢ mmepcoHaioM. KoMITexc KaJIpOBOH
JOKyMEHTAIIHH.

18. Ven¢uumposassele (GOpMBI MEpBHYHOM yUeTHOM JOKYMEHTAIlMU IO
YHeTy Tpysa u ero omnaTsl. Obmue npasuia ohpOpMICHHS IPUKA30B II0 THIHOMY
COCTaBy.

19. TpynoBoii moroBop: copepskanue U MOPSOK 3AKITFOUEHHS.

20. OcoGeHHOCTH JTOKYMEHTHPOBaHHS 3TANOB TPYNOBOH JESTENTBHOCTH
paboTHuKa: MpHeM, IEPeBOX, OTITyCK, KOMAaHIUPOBKA, YBOIIBHEHHE, ITOOIIPEHHE,
TUCIUIITITMHAPHOE B3BICKAHHE.

21. DnekTpoHHAs TPYIOBas KHUKKA: IPABIIIA BEICHUS 1 ohopMIIeHuUs.

22. Odopmierre U BejeHUe TUIHOM KAPTOUKA W IMIHEIX e

23. Ilpomnecc 3ammTh! IpogdecCHOHATBHBIX TAHHEIX B KaJ{pOBOM CITyXk0e.

24.3ajaan u GYHKINM KampoOBOH CIIyKOBL OpranusanuonHas CTpyKTypa
KaJpOBOU CITy>KOEL.

25. IprHHiune: 1 GOPMBI OpraHU3aIliy JeOIPOR3BOICTRA Ha IIPEANIPUSATHH.

26. Ciryx6a [OKYMEHTAIIMOHHOTO 06eCIIeueH s yIOpaBileHus: (QyHKIWH,
CTPYKTYpa, JOJDKHOCTHOM COCTaB.

27. IloHATHE, IPHHLIUAIBI 1 XapaKTEPUCTHKH JOKYMEHTOO00pOTA.

28. OCHOBHBIE ATAMbI JOKyMeHTO060poTa.



29. IlepBoHavanbHas 06paboTKa JOKYMEHTOB B OPTraHU3AIIH.
30. TexHONIOTHS paccMOTpEHUL JIOKYMEHTOB B OpTraHU3aI[UH.

31. DxcnepTu3a EHHOCTH JOKYMEHTOB.

Kanposoe o6ecnieuenne J{IITT
Peammzanms JIIIII  oGecneunBaeTcs KagpaMH, UMEIOIIUMH  BEICIIIEE
o0pa3oBaHMe, Kak IIPaBHUIIO, COOTBETCTBYIOIEE IPOQUIIO IPEIONaBAEMBIX

JUCIAIUINH, W/AIA OTBIT pabOTHL, COOTBETCTBYIOIME IPOheCCHOHATBHON 06TACTH,

quﬁno—MeTo,zmqecxoe, I/IHq)OpMaIII/IOHHOC H MaTepHAJTBHO-TEXHHYECKOE

obecneveHnue y4eGHOro mpomecca

HomonHutensras mpodeccHoHalbHas TporpaMMa obecredena HeoGX0muMOll

y4e0HO-METONUYECKON JOKyMeHTauueil u MaTepuagaM¥ II0 BCeM Y4eOHBIM

TUCITUATLIIAHAM.

bubnmuorednsli  GOHI YKOMIUIEKTOBaH IEYAaTHBIMH U DIIEKTPOHHEIMH
U3JJaHUSAMH, HEOoOXOAMMOM ydeOHOIM JUTEPATypOX IO BCEM HUCIUILIMHAM

IIPOTPaMMBEI.
®I'BOY BO Kuposckuii TMY Munzznpasa Poccun pacmojiaraeT JoCTaTOYHOR

MaTepHaIIbHO-TEXHIIECKON 0a30i, obecIeunBaromell IpoBeleHre BCeX BHUIOB H

dop™m 3aHsTHIA.

Pazpaboruux IIII:

ITecrosa Mpuna BukTopoBHa, npemoxasareis o,

Uypkuna FOnus Cepreesna, cienuanuct mo YMP.

COI''TACOBAHO:

PykoBomurens I[JIO d C.B. Cutaukos

\\



