AHHOTAIMA K pado4eil mporpaMmMe no y4e0Hoi JMCIUIITIHHE

«KaapoBoe 1e;101IpoOU3BOICTBO»

Hamnpasnenue noarorosku — 38.03.03 YnpasineHnue nepcoHagom
Hampasnennocts (poduis) — «YpaBlieHHE IEPCOHAIOM OPTaHU3aIHN»
YpoBeHb BBICIIET0 00pa3oBaHus — OaKalaBpHaT

Heas wu3ydenus

[lonroroBka bOakanagpos x Oynayuied HpoPecCHOHATBHON EATEIBHOCTH Ha

AUCHHUIITHHBI OCHOBE 3HaHMH O CHCTEME KaJpOBOIO JAEJIONPOU3BOACTBA, €€ OpraHu3aluu U
(YHKIIMOHUPOBAHUSI.
3anaun — cpopMHpOBaTh MOHATHE O COCTOSIHUM COBPEMEHHOH CHCTEMBI
JOKYMEHTAIUH 110 TMYHOMY COCTaBY;
— chopmupoBaTh 3HaHMS W HAaBBIKM OpPraHU3alMUd  KaJpOBOTO
JIeTIONPOU3BOCTBA, @ TAKKE€ YMEHHUS BECTH KaJpOBOE JENONPOU3BOJICTBO HA
OCHOBE JICHCTBYIOILIETO 3aKOHO/IaTEIbCTBA;
— c(hopMUpOBaTh HaBBIKA COCTABIICHHUS U OPOPMIICHHS HOKYMEHTOB IO
JUYHOMY COCTaBY;
— O3HAaKOMHTH C HOPMaMH M TPaBHJIAMH CHUCTEMAaTH3aIlMH U XPaHECHUS
JOKYMEHTOB I10 INYHOMY COCTaBY.
— OCBOUTH HAaBBIKK PabOTHI C KaJPOBBIMU JJOKYMEHTAMH, TpeOyeMble IJIs
OCyIIECTBIICHHUS TPO(PECCHOHATBHON AEITEILHOCTH;
— chopMHUpOBaTh HAaBBIKM TNPHUMEHEHHUS 33aKOHOB O TpyAe, HHBIX
HOPMAaTHBHO-TIPABOBBIX AaKTOB COLIMAIBHO-TPYJOBOW CQepsl Ui peLIeHUs
MIPABOBBIX BOIIPOCOB TPYIOBBIX OTHOIICHUH.
HaumenoBanue Conep:xkaHue TeMbI
TeMbl  y4eOHOH
AUCUMITUHBI

Pa3nen 1. KagpoBasi nokymeHTanmMs

Tema 1. HopmaTusHo-
MeToauYeckas 0a3a
KaJpoBoii
AOKYMEHTAIlUN

OcCHOBHBIE ~ 3aKOHOJATEIbHBIE U HOPMAaTHUBHO-METOJUYECKHE
JOKYMEHTBI,  PEIVIAMEHTHUPYIOIME  TOPSAOK  COCTAaBIEHUSA U
odopmiieHns KaapoBbIX JOKyMeHTOB: [locranoBnenue IlpaBurenscrBa
P® ot 16.04.2003 Ne 125 «O tpynosbix kHmxkax», ['OCT P 7.0.97-
2016 u T.1. Tpynosoii koaekc Poccuiickoit denepaiuu Kak OCHOBHOM
JOKYMEHT, OIpeIeNIoNMi cocTaB M MOPAAOK  OQOPMIICHHS
JOKYMEHTOB TIO JHUYHOMY cocTaBy. (OCHOBHBIE BEIOMCTBEHHbIE
pa3paboTKH, PEerIaMEeHTHUPYIOIIME COCTaB U COJEp)KaHUE TOKYMEHTOB
o JUYHOMY cocTaBy. Pazpabotku ['ockomcrata Poccuiickoit
Qeneparu 1o yHUGUKaMM  (HOpM  TEPBUYHOM  ydeTHOU
JIOKYMEHTaI1H.

Tema 2.

3anauu ¥ GyHKIMU KaapoBoi cinyx0sbl. [Tonoxenue 06 oTnene kaapos
(ympaBiieHuu, JenaprameHTe, Cciyx0e U T.1.) KaKk OCHOBHOI

OpranuszannoHHble HOPMAaTUBHBII TOKYMEHT 110 ONPEIEIIEHUIO CTPYKTYPbI, YUCIEHHOCTH,
(¢opMmbl, cTpyKTYpa | BUJ0B pabot. [lopanox pa3paboTku, coctaB MH(GOpMALIMU, CTPYKTypa
IITATHBIN COCTAB TeKCTa. J{OJKHOCTHBIE MHCTPYKLIIMM KaK OCHOBHOM HOpPMAaTHWB I10
KA/IPpOBBIX CJIYKO OpraHM3alu TpyAa paOOTHUKOB KaJapoBbIX CiIyxk0. CTpyKTypbl

KagpoBbIX ciyx0. JlomkHocTHOW coctaB. HopmaTuBbl BpeMeHHM Ha
paboTHI IO YYETY KaJIpOB.

Tema 3. Cocras u Buabl | KagpoBasg JOKyMeHTanuss — Kak YIOPSAIOYEHHAss COBOKYIHOCTh

KaJpoBoii

JOKYMEHTOB,  OTpPaKaloIIUX  COJEp)KaHWe  KaJIpoBOM  paboTHI.

AOKYMEHTAaIlH. TpeboBanus,  mpeabsBiasieMble K OQOPMIICHHIO  KaapOBOU

Oco0eHHOCTH CHCTEMBI




KaJpoBoii
AOKYMEHTAIUH.

nokymeHtaiuu.  Knaccudukanuss — KaapoBbIX — JIOKYMCHTOB B
COOTBETCTBUH C d)YHKI_[I/IOHaJIBHBIM Ha3HA4YCHHUECM.

OCHOBHbBIE KJIaCCU(PUKALUK KAIPOBBIX JOKYMEHTOB: OPraHU3aI[HOHHO-
IIPaBOBLIC NOKYMCHTLI, PACHOPAAWUTCIBHBIC IOOKYMCHTHI, ITJIAHOBBIC
JIOKYMEHTBI, OTYETHBIC JOKYMEHTBI, HH(POPMAIIMOHHO-CIIPABOYHBIC U
IﬂﬂbOpMaHHOHHO'aHaHHTHHCCKHG KaZApOBBIC JOKYMCHTBI, JOrOBOPHAA
JOKYMEHTAI[HSI, OCHOBHBIC YUETHBIC JOKYMEHTBI.

O6mue TpeboBaHuss K OQOPMIICHHIO U CpPOKaM TIOJTOTOBKH.
HasnaueHue KaJpoBBIX TOKYMEHTOB M HX COOTBETCTBHE OCHOBHBIM
3a7a4aM KaJIpoBOM CIYKOBI 110 OJI00PY, YUETY M PACCTAaHOBKE KaJIPOB.

Tema 4.
Opranu3anuoHHoO-
npasoBast
AOKYMeHTaIus
npeanpusTHs U
Ka/JpPOBOil CIIyXKOBI

Ha3znauenue cucteMbl OpraHM3alMOHHO-IIPABOBOM JOKYMEHTALIMH.
Opranu3alvoOHHO-IIPABOBbIE  JOKYMEHTBHI-TIpaBUJIa  BHYTPEHHETO
TPYZOBOI'O PacHopsi/ika, MOJIOKEHUEe 00 oIulaTe Tpyna, MOJOKEHHE O
3aIlUTE EPCOHAIBHBIX JTaHHBIX, IIOJI0KEHUE O CTUMYJIMPOBAHUU TPY A,
IOJIOXKEHUA O  CTPYKTYPHBIX  IOJPa3JElCHUSAX, JOJKHOCTHBIE
MHCTPYKUUU paOOTHUKOB, UITATHOE pAaclHUCaHUE, UHCTPYKLUSA 110
KaJpOBOMY JI€JIONpPOU3BOJACTBY. TpeOoBaHMS K HUX COCTaBJIECHHUIO,
CTPYKTypa  TEKCTOB, HOPANOK  YIOCTOBEpeHHs. JlOKYMEHTHI,
periIaMeHTHPYIOIUE JeATeIbHOCTh KaJpOBOM CIIyXObI: IpaBHiIa
BHYTPEHHEIO TPYIOBOTO pAaCHOpAAKa; IIOJOKEHHUE O  3alluTe
IIEPCOHANIBHBIX JAHHBIX; JOJDKHOCTHBIE HMHCTPYKLMHU COTPYIHHUKOB
oTzeNa KaJIpoB; IITATHOE pPACHUCAaHWE W HWHBIE OPraHU3alMOHHO-
IpaBOBbIE JOKYMEHThl. OCOOEHHOCTH COCTaBICHUsI, OPOPMIICHHUSL.

Tema 5.
PacnopsiaurenbHas,
IUIAHOBas1 KA/ApoBast

AOKYMEHTalus

PacniopsiutenbHble KaApoBble NOKYMEHTHI. lIpuka3el 1Mo JIMYHOMY
cocraBy. Ilopsnok perucrpauuu. KaznpoBsle mnpukassl, HMEKOLUE
yHUpUIUpoBaHHylo ¢opmy. He yHupUIMpoBaHHBIE KaJpOBBIE
npukasbl. [Iopsaok 3anoaHeHus 3aroJIOBOYHOM, 0QOPMIISIONIeH YacTH
MIPUKA30B.

PacniopsauTenbHble JOKYMEHTBI- paCOPSKEHUS, IPUKA3bI 110 TUYHOMY
COCTaBYy. [Topsinox ux COCTaBJICHUS u oopMIIEHHUS.
YHUpUUUPOBaHHBIE KaJpOBbIE MpHKa3bl. JJOKyMEHTHPOBaHHE OTOOpa
HepcoHasa U puemMa Ha padoty. JIoOKyMEeHTHPOBaHUE NIPENOCTABICHUS
OTIIYCKOB M HaIlpaBJI€HMs B KOMaHIUPOBKU. JlokymeHTamus 10
OoQOpPMIIEHHIO  JUCHMIUIMHAPHBIX  B3bICKAHUH M MOOUIPEHUH.
Odopmiienne nepeBoaa Ha APyryto paboTy, nepemMenieHns paboTHHKA.
JlokyMeHTupOoBaHue Mep B3BICKAHUS u MOOUIPEHUS.
JIOKyMEHTUpOBaHHE UCIIONIB30BaHMs pabouero BpeMeHu. TpeboBaHus K
X COCTaBJICHHMIO M TOpsAoK 3akimtodeHus. [Ipsaok odopmiuenus
rpa¢ukoB otnyckoB. OdopmieHne oTmycka U JOKYMEHTHPOBaHHE
ciy)keOHOM ~ KOMaHIUPOBKH. JIOKyMEeHTHMpOBaHHE MpPEKpaLICHUS
TPYZOBOTO AOrOBopa (YBOJIHHEHUS).

Tema 6. loroBopHasn
AOKYMCHTaAUUsA

JloroBopHble KaJpOBblE JOKYMEHThl - KOJIJIEKTUBHBIM J10rOBOD,
TPYAOBBIE JIOTOBOPHI, JOIOJHUTENbHBIE COIVIAIEHUS K TPYAOBBIM
JIOTOBOpPaM, JOTOBOPBI O MaTe€pUadbHOW OTBETCTBEHHOCTH. [lopsmok
3aKJIIOYEHUs TPYAOBOTro joroBopa. CpouHble U OeCcCpOoUHbIE TPYAOBBIE
noroBopel.  [lopsimoxk  odopmieHuss U perucTpauus TPYIOBBIX
n0roBopoB. OO0s3aTeNbHBIC U JONOJHHUTEIbHBIE YCIOBUS TPYIOBOTO
0oroBopa. JlOMONHUTENBHOE COIVIAIIEHHE K TPYIOBOMY JOTOBODY.
[IpojyieHne CpOUHBIX TPYAOBBIX TOTOBOPOB.

Tema 7.
HNupopmannoHHo-

NudopmanmonHo-cipaBoyHasi JTOKYMEHTAIMsl €€ COCTaBIICHHE |
opopmiieHue. 3asBleHUs, OOBICHUTEIbHBIC 3aMUCKH, JOKIIATHAsS
3amucKa, IPeICTaBICHNE, YBEAOMIICHUE, CITYKEOHBIC 3aITUCKH, TUChMA,




CIpaBoOYHAs KapoBas
JIOKYMeHTAIHS.

aKThl,  JIOBEPCHHOCTH,  XapaKTCPUCTUKH,  pE3IOMEe,  CIPABKH.
OO0s3aTenbcTBa O HEpas3rJaAlleHWH CBEIEHWH, corjacue Ha cOop,
00pabOTKy M XpaHEHHE IEPCOHAIBHBIX JAaHHBIX. 3aBEpEHUC KO
KaJpOBBIX JTOKYMEHTOB.

Tema 8. YueTHbIe
Ka/IpOBbIe IOKYMEHTbI.
JdoxkymeHTanus 1Mo
yueTy TPyJa H ero
OILIATHI.

VY4eTHbIE KapoOBble OKYMEHTBHI: IOPSAJOK BEACHMs JKYpHAlIOB B
KagpoBoi ciyx0e. CocTaB PeKBU3UTOB JUIS PETUCTPALIMH PA3THYHBIX
BHUJIOB JJOKYMEHTOB U IOPALOK UX 3aIll0JIHCHHUS.

Tema 9. OcodeHHOCTH
AOKYMEHTUPOBAHMS
Ka/JIpoBoii
JeATeJIbHOCTH

Oco0eHHOCTH TOKYMEHTHUPOBAHUS KaJpPOBOH J€ATEIbHOCTU
JIOKYMEHTBI TI0 aJIlaliTalliy U aTTeCTallud pabOTHUKOB, IO MOTHUBAINH
paOOTHHUKOB,  OpraHu3allud  BOMHCKOIO  y4yera  pPabOTHHUKOB,
KOHTPOJUIMHTY paOOTHHUKOB, pOTAIIUN PAaOOTHUKOB, PEKPYTHHTY

Tema 10. Tpynosas
KHMKKA. [IpaBuna
3aI0JIHEHUS U BeJleHUs

TpynoBas kHmxkka. Jlmunoe nemo. Jluunas kapTouka paOOTHHKA,
y4YeTHasl KapTOuKa Hay4HO-IIearoruueckoro paboruuka. Tadensb yuera
pabouero BpeMeHHU.

TpynoBas KHMXKKa — OCHOBHOH JIOKYMEHT O TPYIOBOM CTaXe U
TPYZOBOHU NeSITETLHOCTH padoTHHKA. [1OpsI0K 3a0THEHUS THTYIEHOTO
JMCTa TPYLOBOM KHMXKKH. 3anoiaHeHue pasjena «Ceenenus o padbote»,
paznena «CeneHuss o HarpaxiaeHusx». Ilopsnok 3amonHeHus
BKJIQ/IbIILIA U AYOJIMKaTa B TPYJIOBYIO KHMXKKY. DJIEKTPOHHAs TPYAOBas
KHIKKA.

Tema 11.
@®opMuUpoBaHHe e U
XpaHeHHe JOKYMEHTOB

Ka/IPOBOHi CTyKObI

JIOKyMEHTOOOOPOT ~KaJpoBBIX JOKyMeHTOB. HomeHkmarypa nen
KagpoBoi ciyxObl. PopmupoBaHue nen. OnepaTMBHOE XpaHEHHE
KaJIpOBbIX JOKyMeHTOB. Cpoku XpaHeHHs] JOKyMeHToB. CrpaBoyHO-
IIOMCKOBasi CHCTEMa IO KagpoBbIM JoKyMeHTaM. lloaroroska
JOKYMEHTOB K cliade B apxuB npeanpustus. OcoOeHHOCTH paboThl ¢
KaJIpOBBIMU JIOKYMEHTAMH KpaTKOTO CpOKa XpaHEHHUs. OKCIEepTH3a
LIEHHOCTH JIOKYMEHTOB, OpraH13alus U Nopsiiok nposeneHus. [lopsmox
YHUUYTOKEHUS KaJpOBBIX JOKYMEHTOB C MCTEKIIMMHM CpPOKaMu
XpaHEHUs.

Tema 12. Uucnekuus
TPyAAa: NOJTHOMOYHUSA U
CaHKIUU

Buns! 1 nopsgok nposeneHus ['ocynapCTBEHHOM MHCIEKLIMEH Tpyna
(F'UT) mpoBepok coOMOIEHUST TPYIOBOTO  3aKOHOJATENbCTBA.
Ilepeyenp  HOKYMEHTOB, ImpeabsBiaseMblx  uHcnekropy [HT.
WNHcneknysa Tpyna: NOJHOMOYMS M CaHKUMU. Buiael mnpoBepok:
JOKYMEHTapHasi, KOMILJIEKCHasl, Bble3/IHasl (OCOOCHHOCTH MPOBEACHNUS).
[IpaBa mHCHIEKTOpa MO TPyay M €ro noiaHomouwns. OTBETCTBEHHOCTh
paboTozareneil 3a HAPYIIEHUs TPYIOBOTI0 3aKOHOAATEIbCTBA.




