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KBanupukauus (cTeneHb) BLIMYCKHUKA: TICUXOJIOT

®opma 00yuyeHHAA: OUHAs

Heap ocBoeHusi TUCHUIIHHBL: chopmupoBaTh Komnerenmuu: [IK-27 - crmocoOHOCTH NPUHUMATH
ONTUMAaJIbHbIE YIIPABICHYECKUE PELICHHUS.

Ilian kypca:

Tema 1. JlokymMeHTBI 110 IOMCKY, OTOOPY M HAIIMY IIEPCOHAJIA: CO/Iep KAHNe U IIOPAA0K 0(pOpMIICHUS
3asiBlleHMEe Ha TMOUCK W oTOOp mnepcoHata. KpammgukaimoHHble TpeOOBaHMS K COMCKAaTeII0 BaKaHCHUM.
OObsBrieHre 0 BakaHcHu. Pe3tome kak nokymeHT. TpeboBanus k pestome. Buapt pestome. Ankera. TpeGoBanus K
ankere. Jluct Gecenpl ¢ couckaTeneM BakaHCUM. 3asBieHHE O npueme Ha paboty. IlpaBuia odopmiieHns
3asBrieHui. [IpoTuBOpeuns B moaxoaax K o(pOpMIICHUIO 3asiBIICHUI. ABTOOHOTpadHsL.

Tema 2. TpyaoBoii 10roBop ¢ paGOTHUKOM: CO/iep:KaHNe U NOPSAOK 0popmiIeHus
JIOKyMEHTBI, NpeabsABIAEeMble MPHU 3aKIOYEHUH TPYAOBOro Joroopa. [loroBop kak [1oKymeHT. Bumpl
noroBopoB. OOIIMe BOMPOCHl 3aKIOYEHUsT TpyAoBoro jgorosopa. CopepikaHue TPYIOBOIO JIOrOBOpA.
OOs3aTenbHblE  YCIOBHS — TPYJAOBOIO  JIOroBOpa.  JIOMOJHWTENBHBIE YCIOBHS TPYAOBOIO  JIOrOBOpA.
Jenonpou3BoAcTBO 10 jgoroBopaM. (OcoOEHHOCTH TMOJATOTOBKM TPYAOBBIX JIOTOBOPOB, COJEPIKallMX
crierudrueckue ycrmosus. OdopmiieHHe TPyI0BOTro JOroBopa.
Tema 3. JInunas (yueTHas1) KAPTOUKA M JTUNYHOE 1eJ10 pa0OTHHKA NPeANPHUSITUS: CO/lep:KaHUe U TOPSIIOK
oopmiieHUs

Conepxanve M TOpSJIOK O(OpMIIeHHS JWYHOM KapToykd paboTHHKA. OCOOEHHOCTH CONIEp)KaHus |
oopMIIeHHS JIMYHOM KapTOUKU TOCYJAPCTBEHHOTO Ciyxkariero. OCOOEHHOCTH conepKaHust U OOpPMIICHHS
JMYHOW KapTOYKM Hay4yHOro (HaydHO-TleJaroruyeckoro) padborHuka. CopeprkaHue M HOPSIOK O(GOpMIICHUS
JIMYHOTO Jienia paboTHuKa. [IpaBuiia XpaHeHus TMYHBIX Je1 ¥ JIMYHBIX KapTO4eK paOOTHUKOB.
Tema 4. TpynoBasi KHHKKA PAaGOTHHKA NPENPUATHSI: Coiep KaHKe U MOPSIIOK o(hopMJIeHHsI
Coneprkanve TpyaoBoil KHIWKKH. [Topsimok  oopmiieHHs TpyJOBOM KHIDKKM HPU YCTPOICTBE Ha padoTy.
IpaBuna BeneHust TpyOBbIX KHIDKEK. [lopsnok odopmieHus cBeneHuit o nmpuéMe Ha paboTy, O MepeBoje, O
HarpaxaeHusx, o0 yBoibHeHHMH. OdQopmileHHe B TpPYIOBOW KHIDKKE 3allMCeli O COBMECTUTEIbCTBE.
Hcnpasiienre 3anuceii B TpyA0BON KHIKKE.
Tema S. IIpukassl (pacrnopsizkeHus1) 110 MEPCOHANLY: CO/IePKaHMe U MOPSAI0K 0(pOPMIICHUS
Ipuka3s kak gokymeHT. Tunbl nprka3os. [Iprkasel 1o OCHOBHOM JEATENFHOCTH U IO IMYHOMY cocTaBy. OOmue
BOIIPOCHI TOJTOTOBKM MpPHUKa30B MO mepcoHany. OCoOEHHOCTH COAEp)KaHHUs M Mopsiika O(GOpMIICHUS
OT/IENIbHBIX BHIOB TPUKA30B (PACIOpsDKEHU) MO MepcoHaly. YHHU(UIMpoBaHHbIE (OPMBI HEPBUUYHON
yuéTHOM nokymeHrtaruu. [Ipukaz o mpueme Ha paborty. Ilpuka3 o mepeBoae cotpymuuka. Ilpukas o6
YBOJIbHEHUM.
Tema 6. JloKyMeHTBI 10 OTKOMAHAMPOBAHUIO U OTILYCKAM IePCOHAJIA:

coJiepsKaHNe U NOPAI0K 0(pOpMIIeHUS
[TonsiTe KoMaHMpOBKU. ["apanTun paOOTHUKAM NP HAMpaBIEHUU B KOMaHAUPOBKY. CiyxeOHOE 3a/1aHueE.
[lpuka3 o HampaBineHuH paboTHHKA B KOMaHupoBKy. KomanaupoBouHoe ymoctoBepenue. ConpeprkaHue u
MOPsIIOK 0popMIIEHHS TOKYMEHTOB 110 OTKOMaHIMpOBaHHUIO nepcoHana. CozepikaHue 1 HopsaoK ohopMIIeHUS
JOKYMEHTOB IO OTIycKkam nepcoHana. [lonstne ormycka. Tumel otmyckoB. Ilpukas o mpenocraBieHun
ormycka. I'paguk ormyckoB. BHecenne m3ameHeHHMH B rpaguk OTHYCKOB. JIOKyMEHTHpOBAaHHE OT3bIBA M3
OTITyCKa. YUeOHbIH OTITYCK.

®opMBI TEKYylIero KOHTPOJIS ¥ POMEKYTOYHOM aTTeCTALMU:



B xome peanuzauuu guctumiuael b1.B.JIB.11.2 «JlokyMeHTOBeeHHE» HCHOJIB3YIOTCS CIEAYIOLIne
(hOpMBI U METOJBI TEKYIIETO0 KOHTPOJS YCIIEBAEMOCTH OOYYAIOIIMXCS: YCTHBIA OMPOC, CUTYaIlMOHHBIC
3a/1a4u, TECTUPOBAHUE.

[IpomexxyTouHas arTecTaiysi IpOBOIUTCS B (popMe 3aueTa METOIOM YCTHOTO OIpoca

Kox srana
OCBOEHHSI Pe3yabTaTsl 00yueHust
KOMIIETEHI[HH
BepHo COCTaBJISIET " IIPaBUJIbHO oopmisier JOKYMEHTHI:
MK-27 1 [periIaMeHTHpYIONME OTOOp TMepcoHana, pPErJIaMeHTUPYIONIHE  padoTy)|

OpraHu3aIyu.
[[paBUIbHO aHATM3UPYET U CUCTEMATU3UPYET JTaHHBIC O paOOTHUKAX.
PaspabaThiBaeT BEpHBIC KPUTEPUH OIEHKH COMCKATEIIeH Ha BAKAHTHOE MECTO

OcHoBHas IUTepaTypa:

1. Jdemymmuna O.H. KanmpoBoe nenompousBoactBo. Bomrorpan: uszg-so Bosrorpaackoro ¢dunuana
OI'bOY BIIO PAHXuI'C, 2014, 128 c.

2. Kysuneno W.H. Jlemonpou3BoACTBO [DIEKTPOHHBIN pecypc]: ydueOHO-cripaBOYHOE mocodue. - M.:
Hamkos u K. — 2014. Pexum noctyna: http://www.iprbookshop.ru/586 — 3ari. ¢ skpana.



		2020-12-10T16:16:18+0400
	ВИУ - филиал РАНХиГС
	Алмосов Александр Павлович
	я подтверждаю этот документ




