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HHOACHUTEJIBHAA 3AIINCKA

Hacrosias paboyast nporpamma ([anee - [Iporpamma) npeaHa3HadeHa s MOJYICHHUS,
CHUCTEMAaTH3allil M aKTyaIU3allid 3HAHWK PYKOBOJMTENECH KAIPOBBIX CIYXKO NpeanpUsITHH,
CHELHAIMCTOB IO KaJpOBOMY JAEJIONPOM3BOJACTBY a TaKKe MEHEDKEPOB I0 IEPCOHANTY IO
OpraHM3aluy KaJpoBOTO JEJIONPOU3BOACTBA U YIIPAaBJICHUS NEPCOHAIOM B COOTBETCTBUU C
JEUCTBYIOIIMM TPYIOBBIM 3aKOHOAATENbCTBOM Poccuiickoii denepauimi U COBPEMEHHOU
TEXHOJIOTHEHN pabOThI C KaJPOBOM JTOKYMEHTAIIUEH.

[Iporpamma pazpaboTaHa B COOTBETCTBHE C TPEOOBAHUSIMU:

- ®enepanbHoro 3akoHa «O06 oopazoBanuu B Poccuiickoit deneparum» ot 29.12.2012 Ne273-D3.
- Ilpuka3z MunncrepcTBa obpasoBanusi U Hayku Poccuiickoit ®enepamum ot 01.07.2013 r.
N 499 «O6 yrBepxaenuu Ilopsigka opraHuzanMi W OCYIIECTBICHHUS 00pa30BaTEIbHON
NEeATETbHOCTH 0 JOMOJHUTEIbHBIM MPOQPECCHOHATBHBIM IIporpaMmMamM» (C U3MEHEHUSIMU OT
15.11.2013 r.)

eas peaqu3anum NporpaMMmbl:

- IlonmydyeHue mNpakTUYECKUX HABBIKOB OpPraHU3allid KaJpoOBOTO y4yeTa B COBpPEMEHHOMU
opranusaiuu, opopMICHUS KaJPOBBIX TOKYMEHTOB M KaJIpOBBIX MPOLIETYD;

- u3ydeHHe (PYHKIMOHAIBHBIX BO3MOXXHOCTEeH mporpammbl «1C: 3apriata W ymnpaBlICHHE
MIEPCOHATIOM»;

- OCBOEHHE MPaBWIBHON TexHosoruu padbotsl B mporpamme «1C: 3apruiata W ymnpaBieHHE

IIEPCOHAJIOM» C HOI[CHCTGMOﬁ KaJIpOBOI'o y4dcTa.

B pesynbraTe OCBOEHHUS MpOrpaMMBbl CIIyHIaTellb JODKEH MPHOOpEeCTH

CICAYIOIMNUC 3HAHUSA U YMCHUA.

Crnymartens 10JI2KeH 3HATD!
- TMpaBWIBHYIO TEXHOJIOTHIO paboTel ¢ KoHpurypamuei «1C: 3apmnata u yrnpaBieHHE
MIEPCOHATIOM»;
- Ha3HaueHue 00bekTOB KoHuryparuu «1C: 3apmiara u ynpaBlieHuE IEPCOHATIOMY;
- TIOJICUCTEMY perilaMeHTHPOBAHHOTO KaJapoBoro yuera koHdurypamun «l1C: 3apmmata u
yIpaBJeHHE MEPCOHATIOM», CIIOCOOBI MOJIYYeHUs! YHHUPHUIIMPOBAHHBIX (GOPM MO yUYETy KaapoB U
Pa3IMYHBIX CTAaHAAPTU3UPOBAHHBIX OTUETOB.

Crnymarens A0J1KeH YMeTh!
- BECTH KaJpoBblii ydyeT B cucteMe «1C: 3apruiata U ynpaBi€HHE MEPCOHAIOM», TPAMOTHO
WCIIOJIb30BATh BO3MOKHOCTH IIPOTPAMMBI;
- (dopMHUpOBaTH pErIaMEHTHPOBAHHYIO KaJIpOBYIO OTYETHOCTh B cucteme «1C: 3apmnata u

YIIPABJICHUEC IICPCOHATIOM)).



Karteropum caymareieii: 1uua, IMEOIIUe cpeaHee mpodeccuoHanbHOoe U (MIH) BhICIIEe
oOpa3oBaHue, a TaKkKe JMIA, HOIydarollue cpenHee NpodeccHuoHanNbHOE M (MJIM) BhICIIEE
oOpa3oBaHmUe.

B kauecTBe 10MOJHUTENBHBIX TPEOOBAHUH K CITyLIATENSM MPEABSBIISIOTCA:

- BJIaJICHHE 3HAHUSAMH M O0JIaJlaHe HaBBIKaMU B 00iacTu MHPOpMannoHHbIX TexHosoruii (UT)

Ha YPOBHE OIBITHOTO M0JIb30BATENS IEPCOHAIBHOTO KOMIIBIOTEPA;

- IOHUMaHUE CMbICJIAa OOJIBIIMHCTBA OOLIETIPUHATHIX TEPMUHOB U3 00JIACTH KaJpPOBOTO y4yeTa.
®opmbI 00yUeHHSI: C YACTUUHBIM OTPHIBOM OT paboThl, 6€3 OTphIBa OT PaOOTHI.
[poponxurenbHOCTH 00ydeHus: 80 akaJeMUUYECKUX YacOB.

B 3aBepuieHnn o0yueHust IpOBOAUTCS UTOTOBAsl aTTECTALMs, B BUAE CAAYU CIAYIIATENIAMU

HUTOTOBOI'O TECTA.



YYEBHO - TEMATHYECKUA IIJIAH

Ne HanmeHnoBaHue y4eOHBIX MOIYJI€i Bcero B Tom uncie
n/n 4aCOB Teopus IpakTuka
1. |3makoMcTBO ¢ KOH(pUrypanueii 3apmiara u 5 2 3
yIIpaBJICHUE MTEPCOHATIOM.
2. |HavanpHOE 3amolHEHHe 7 2 5
nHGOPMAIIMOHHON 0a3bl.
3. [Crpykrypa opranmsammu. IlItaTHOE 9 3 6
pacrvcaHue.
4. |Cenenus o COTPYIHMKAX OPTaHU3AINH. 8 3 S
5. (IlepeBoabl 1 YBOJIbHEHUS. 12 4 8
6.  [BsammogeiicTBue KaApOBOil U pacueTHOI 5 5 0
CITy0 TpU BBOJIC OTACIIBHBIX
TTOKYMEHTOB, COJICPKAIIHX PacYeT.
7. |Yder BpeMeHH. 19 7 12
8. |BouHCKkwii yyer. 6 6 0
9. |CamocrosTensHas pabora. 7 7
10. |Mrtorosas 2 2
KBaTM(UKAITMOHHAS
aTTecTanus
Hroro 80 34 46




COAEPKXAHHUE TEM YYEBHO - TEMATHYECKOI'O IIVTAHA

Tema 1. 3HakoMCTBO ¢ KOHpUTYypauHeii «3apniaTa U ynpaBJieHHe NePCOHATOM.
Teopernueckue 3austis (2 yaca)

— Bepcus konpurypanun.

— 3amyck KoH(pUTYpanuu.

— HauanbHas HacTpoiika mpoTpamMMEl.

— OKHO KOH(UTYpaIHH.

— OObekTsI KoH(pUrypamuu (cripaBoyHasi ”HHOpMAIs).

— OCHOBHBIE JICHCTBUS, BHIIOJIHIEMBIE MTOJIE30BATEIICM.
[pakTtudeckue 3ansaTus (3 yaca)

BoinonHss 3a1aHusl NPAKTHKYMOB, CITYILIATEIH OCBAaUBAIOT:

- CaMOCTOSITEeNbHBIN 3anmyck KoHurypauuu "1C: 3apmiata 1 ynpasjieHue nepcoHanom";
- BBIOOp MOJIB30BATEINS IS BXO/Ia B IPOrpamMMy;;

- crocoObl U MOPAJIOK HaualbHON HACTPOMKHU MPOTrpaMMBbl;

- HacCTpOWKY KaJpOBOTO, BOMHCKOI'O y4yeTa U pacyeTa 3apabOTHOM IUIaThI;

- paboTy C KOMaHJIaMU;

Tema 2. HayanbHoe 3an0/iHeHHe MH(POPMAIIMOHHO 0a3bl.
Teopernueckue 3aHsaTUA (2 Yaca)

— Hactpoiika nporpamMsl.

— Hactpoiika HaurCieHUN U yaepKaHUM.

- Knaccudukatopsr.

- Hopwma pabodero BpemeHu (IMpoU3BOICTBEHHBIN KaJIeHIaph U TpaduKu paboThl).
[MpakTrueckue 3anatus (5 yaca)

B pamkax mMpakTHMKyMOB JaHHOW TEMBI CIYIIATEIH BMECTE C IPETOAAaBATENEM BBITIOIHSIOT
3aJJaHUsl, CBS3aHHBIC C 3aII0JIHCHHEM:

- CBeJIeHUH 00 OpraHu3aluy;

- CIPaBOYHUKOB, C IOMOIIIO TTOA0O0PA U3 KIACCH(PHKATOPOB;

- rpaduxoB pabOTHI.

Tema 3. Ctpykrypa oprann3anuu. llITaTHoe pacnucanue.
Teopernueckue 3auarus (3 yaca)

— CunpaBounuk "lloapazaenenus".

— CnpaBounuk "JlomxHocTu".

— IlITaTHOE pacnrcaHue.
[MpakTryeckue 3aHsTHA (6 YaCOB)

B paMkax mpakTH4ecKMX 3aJJaHUi CIyLIaTeIN y4aTcsl 3aloIHATh!
- CTPYKTYpY HOJpa3AeieHu OpraHn3aluy;
- CHpaBOYHUK «JlODKHOCTH;

- WITAaTHOC pacClIMCaHuC 0e3 COXpaHCHUA UCTOPHUHU U C COXPAHCHUECM HCTOPUH,
- H3MCHCHUA B HITATHOM paClIMCaHUU.

Tema 4. CBegeHHs1 0 COTPYAHMKAX OPTraHU3ALMH.
Teopernueckue 3ansaTus (3 yaca)

— Croco0bI co3anus HOBOTO coTpyaHuka. OdopmiieHue nprueMa Ha paboTy Ha KakJ0ro
COTpYIHHKA.



— Ilpuem Ha paboTy CITUCKOM.
— Oco0eHHOCTH JOKYMEHTOB I10 TIpueMaM Ha paboTy.
— PaboTa co CIMCKOM COTPYIHUKOB.
— Hactpoiika criucka Jinil, OTBETCTBEHHBIX 3a MOAMUCH TOKYMEHTOB.
— Kaprouka ¢puznyeckoro Jmia u KapTouka COTPYTHUKA.
— JluuHble AaHHBIC COTPYIHUKOB.
— KagpoBbie 0TYETHI.
— Pabota nonp30BaTeIs ¢ KaJpOBBIMH ITPAaBAMHU.
[pakTuyeckue 3anHaATHs (5 4acoB)

[Tpu BBINTOJIHEHUY MPAKTUKYMOB CITYIIIATEIH OCBAaUBAIOT:

- crocoObl CO3/JaHUsI HOBBIX COTPYJHUKOB;

- odopmieHue npremMa Ha paboTy KaxJI0ro COTPYIHUKA;

- 0COOEHHOCTH MpueMa Ha paboTy COBMECTHTEIIECH;

- IpueM Ha paboTy CHUCKOM COTPYAHUKOB;

= Ha3Ha4YCHHUC CIIMCKA JIMI, OTBETCTBCHHBIX 3a IMMOAIIMCU JOKYMCHTOB OpTraHU3allnu,
- 0c00EHHOCTH U BO3MOXKHOCTU PabOTHI C KAPTOUKON COTPYIHHUKA;

- CIocoObI 3aITOJHEHHUS JIMYHBIX JaHHBIX COTPYAHHUKOB;

= HM3MCHCHHUC OCHOBHBLIX JIMYHBIX JAHHBIX COTPYAHUKOB;

- 3aroJIHEHHE CBEJIEHUH O COTPYIHHUKAX, BIUSAIOLIUX HA PACUET 3apIliaThl;
- 3aroJIHEHHE CBEJIEHUH O JIbroTax, HaJI0aBKaxX U CTaXke COTPYIHUKOB;

- 3aroJIHeHHue cBeAeHul JInunoit kapTouku T-2;

- (opmupoBaHuE KaAPOBBIX OTYETOB.

Tema 5. IlepeBoabl ¥ YBOJIbLHEHMS.
Teopernyeckue 3austus (4 yaca)

— Joxymentsl "Kanpossiii nepeBoa" u "Kaaposslil nepeBos criuckom".

— Jokyment "llepemenienue B apyroe noapasaeneHue'.

— Jloxyment "U3menenue rpaduka paboThl CIUCKOM".

— CoBMelnieHue J0HKHOCTEN U €ro OTMEHa.

— Ilpuka3 Ha nmomaty A0 cpelHero 3apaboTka U ero OTMEHa.

— Ilnanossiit pouy omnatel Tpyaa. CoBokymnHas TapudHas CTaBKa.

— Jokyment "YBonbHenue" ("YBoabHeHHE CIIUCKOM").

— Jokyment-nnomoiauk "l[lepeBoa k npyromy padortonarento".
[MpakTryeckue 3aHsTHA (8 YacoB)

[lpy BBHIMOJHEHNN NPAKTHKYMOB CIyIIaTeNIM y4arcsi OTpakaThb B IpOrpaMMe KaJpOBbIE
IpOLeTypbl ¥ BBIBOJUTH HA NIeUaTh (POPMBI KaJIpOBBIX JOKYMEHTOB:

- TepeBOJ] B IPyroe CTpYKTypHOE Mojapa3zeieHne, Ha APYryIo JTO0JKHOCTb, H3MEHEHHUE OIJIaThl
Tpyaa - [Ipuka3z o nepesoae T-5;

- IepeMeIlleHHUe B IPYyroe MoJipa3ieieHue P MacCOBOM NEPEBOIE COTPYAHUKOB;

- K3MeHeHue rpaduka paboTsl ciuckoM - [Ipuka3 00 uamMeHeHuu rpaduka padoTsl;

- COBMeIlLEHHE JOJDKHOCTEH U ero oTMeHa - [Iprka3 o BeINOJIHEHUH JOMOTHUTEIbHOM paboThl B
CBSI3U C COBMEUICHHEM JOJDKHOCTEH, /lomomHUTeNnbHOE coralmeHne K TPyJOBOMY JIOTOBODY,
ITpuka3 06 oTMEHE MOPyUEHUs O BHINOJHEHUH JOTIOIHUTENBHOM paboThI;

- yBoJbpHeHHe - IIpuka3 o mpekpamieHuu (pacTopKeHUH) TPYAOBOTO JOTOBOpa ¢ pabOTHUKOM
T-8;

- IepeBoJ K Apyromy paboToAaTEeNto.



Tema 6. BzaumopeiicTBre KapoBoii 1 pac4eTHOM CJIyk0 NPH BBOJe OTAEJIbHbBIX

AOKYMEHTOB, COACPKAILIIUX pacCUueT.

Teopernueckue 3ausatust (5 4dacos).

PaccmaTtpuBaercs B3auMoJEHCTBHE KaJIpOBHKa M pacdeTyuka Ha IpUMEPE JOKYMEHTa

«YBOJBHEHUE.

Tema 7. Yder BpemMeHHU.
Jlekiuu (4aca).

— IIpukassl Ha pabOTHI CBEPX HOPMBI BpEMEHHU: B MPa3qHUYHbIE (BBIXOIHBIC) THHU U
CBEPXYpPOUHO.

— Pabora c ormyckamu: NpaBO Ha OTIYCK; TIpaduK OTIYCKOB; MEPEHOC OTIYCKa,
3aIyIaHUPOBAHHOIO B rpaduke; 1okyMeHT "OTmycka"; OTYETHI IO €XKET0AHBIM OTIIYCKaM;
oTITycKa 0e3 coXpaHEeHHs 3apIlIaThl, TPYIIIOBOM MPUKa3 Ha OTITYCK.

— BOJBHUYHBIN JUCT.

— Ortnyck o yxoay 3a pebenkom. Ero usmMmeHeHusl.

— OTCcyTCTBUS € COXpaHEHUEM CPEAHETro 3apaboTKa: KOMaHIWPOBKH, OIJIaTa JTHEH Mo yXo1y
3a IeThbMU-UHBAINJAMH, OTCYTCTBHE C COXPAaHEHHEM OILIIATHI.

— Ilpoune OTKIOHEHUS: IPOTYII, HEsIBKA, OTTYJ, I0YaCOBbIE OTCYTCTBHUS, TPOCTOH.

— OrtueTsl 10 OLIeHKE pabovyero BpeMeHH.

— Ilpemus.

— HcnpasneHust, TOMOIHUK MOJIb30BaTEIs.

IIpakTugeckue 3anaTus (4,5 yac).

B pamkax mpakTHKyMOB CIIyIIaTeNIHd y4yaTcsl OTpa)kaTh B MPOTpamMMe OTKIOHEHUS OT HOPMBbI

pabouero BpeMeHH B (OPMUPOBATH KaJIPOBBIC TOKYMEHTHI:

paboTa B BBIXOJHBIE U MTpa3AHUKH - [Iprka3 o mpuBiedyeHnn K paboTe B BBIXOIHbIE, Hepabouue

IMpasgAHUYHBIC JHU,

paboTta cBepxypouHo - [Ipuka3 o cBepxypo4Hoii pabore;

rpaduk oTnyckos - ¢popma T-7;

MIEPEeHOC OTITyCKa, 3aIUIaHUPOBAHHOTO B Tpaduke;

MpUKa3 Ha OCHOBHOM OTIYCK - T-6;

OTIIycK 0e3 coxpaHeHHs 3apabOTHOM IUIATHI,

OTITyCKa COTPYIHHUKOB - npuka3 T-6a;

OOJLHUYHBIH JTUCT, IePeCcYEThl MPOILIBIX TEPUOIOB;

OTITYCK 110 yXOJy 3a peO€HKOM, ero u3MeHeHHe U npekpaiieHue - [Ipukas o BbIxoe Ha paboTy

A0 OKOHYAaHUA OTIIYCKa IIO yXOo4y 3a pe6eHKOM, HpI/IKaS O IpCKpalcHuu OTIIyCKa B CBA3U C

YXOJAOM B OTIIYCK I1O 6epeMeHHOCTI/I " poaam;

KOMaHupoBKa - [Iprka3 o HanpaBiieHUHN COTPYAHUKA B KoMaHIupoBKy T-9 (T- 9a);
oIuIaTa JHEeH o yXO4y 3a IeTbMHU MHBAIUIAMU;

JOHOPCKHE JIHU;

OTIYII;

npoctoii - [Ipukas o BpeMeHHO mprocTaHoBKe paboT (IpocToe);

IIpEMUS.

Tema 8. Bounckmnii yuer.
Teopernueckue 3ausatus (6 4acos).

B nanHOil Teme paccMaTpuBarOTCsA HNOKYMCHTBI M OTUYCTHBIC q)OpMLI, pCaIM30BaAHHBIC B



IIpOrpaMMe B COOTBETCTBHH C ITOJIOKEHUEM O BOMHCKOM y4eTe, YTBEPKACHHBIM [IpaBuTenscTBOM
P®, MeroguyeckuMu pEKOMEHIALUSAMM [0 BEIECHHUIO BOMHCKOIO Yyde€Ta B OpraHM3alusx,
yTBepkaeHHbIME | eHmTabom Boopykenusix Cuit PO u ipyruMu HOpMaTHBHBIME TIOKyMEHTAMU.

Tema 9. CamocTosiTesibHAs padoTa.
[paktuyeckue 3auaTust (7 94acoB).

HroroBas arrecrauus (2 yaca).
Cnaua sx3amena (Mtorosoe TectupoBanue).



KAJIEHJAPHBIY YUYEBHBINA T'PA®UK

Henensi, 1eHb HeaeaIu 1-a Hemenn 2-91 HemeJas

1123451234
Kypc, aucuunianna

3HaKOMCTBO ¢ KOH(pUrypauueil 3apmiata 1 ynpaBjieHUe 5
HEPCOHATIOM.

HauanpHoe 3anosiHeHre HHPOPMALIMOHHON Oa3bl. 314

Crpykrypa opranuzauuu. lllTatHoe pacniucanue. 415

CBezieHHs 0 COTPYJIHUKAX OpPTraHU3aIiu. 315

[lepeBoab! 1 yBOTBHEHUSI. 318(1

B3aumoselicTBrue kapoBOil M pacueTHOM CIIy>k0 TTpU BBOJIE 5
OTAEJBHBIX IOKYMEHTOB, COACPKAIINX PaCUET.

VYder BpeMeHHU. 21881

Bowuncknii yuer. 6

CamocTrosrenbHas paborTa. 1

Hrorosas
KBaJIM(DUKAIIMOHHAS
aTTecTauus

Bcero yacos:




OPI'AHU3ALIMOHHO - INIEJATOI'MYECKHUE YCJIOBUSA PEAJIN3ALIUNA
INPOI'PAMMBbI OBYYEHUSA

Opranu3anroHHO-TIEJArOTHYECKUE YCIOBHS peai3auy padoyeil yaeOHON MporpaMMel
o0ecreynBarOT peanu3anuio padoueil mporpaMmsl B TIOJHOM 00BEME, COOTBETCTBUE KauecTBa
MOJTOTOBKH OOYYaIOMIMXCSl YCTAHOBJICHHBIM TPEOOBAaHMSAM, COOTBETCTBHE IPUMEHIEMBIX
¢dop™m, cpencTB, MeTOJOB OOY4YeHHsS W BOCIHTAaHUS BO3PACTHBIM, MCHUXO()H3UUECKUM
0COOEHHOCTSIM, CKJIOHHOCTSIM, CIOCOOHOCTSIM, HHTEpEcaM U MOTPEOHOCTSIM 00YUJarOIIUXCSL.
Teopernueckoe oOydeHHE TPOBOIUTCS B 000PYIOBAaHHOM Y4eOHOM KaOMHETEe C CIOJIH30BAHUEM
yueOHO-MaTepHaIbHOM 0a3bl, COOTBETCTBYIOIICH YCTAaHOBICHHBIM TPEOOBAHHSIM.

[TponomKuTeNbHOCT y4€OHOTO 4Yaca TEOPETHYECKHMX W MPAKTUYECKUX 3aHATHHA
cocrtaBisieT 1 akagemuueckuil yac (45 MUHYT).

KBanudukannonueie TpeOOBaHUS, TPEABSIBISIEMbIE K IEIarOTHYECKHIM pPaOOTHHKAM
VYuyeOHoro nenrpa, onpeaenstorcss @3 «O6 obOpazoBanuu B PD» W MHBIMM HOPMAaTHBHBIMU
aKTaMu (KBaJIU(UKAMOHHBIMH CIIPAaBOYHUKAMHU W/ WIH PO(HECCHOHATIBHBIMU CTaHAAPTaMHU).

Kpanudukannonnsie TpeboBanus, npeabsBisieMble K 10kHOCTU «IIpenoaBarensy:

e Bricmee mnpodeccuonampHoe o0o0OpazoBaHWE WIM cpeaHee  MPo¢eCcCHOHATBHOE
o0pa3oBaHue MO0 HATIPABJICHUIO IOArOTOBKH «O0Opa30BaHME U TEJarOTHKAY

e Bricmee mnpodeccuonampHoe o0oOpazoBaHWE WIM cpeaHee  MPo¢eCcCHOHATBHOE
o0Opa3oBaHue - MPOTPaMMBI TIOATOTOBKU CHEIHAINCTOB CPEIHETO 3BE€HA WM BBICIIEE
oOpa3oBaHue — OakajaBpuaT, HAIpPaBJIEHHOCTh (MPOQHIIbL) KOTOPOTO, COOTBETCTBYET
MIpenojaBaeMoMy MpeaMeTy, Kypcy, MOAYIIO;

e JlomonHuTenbHOEe  mpodecCHOHAIbHOE  OoOpa3oBaHMe  Ha  0a3e  CpeaHero
npodeccnoHaNBHOTO0 00pa3oBaHus (IIpOorpaMM TMOATOTOBKH CIEIUATUCTOB CPEIHETO
3B€HAa) WJIM BbICIIero oOpa3zoBanus (OakanmaBpuarta), - mpodeccCHoHaIbHAs
MepenoAroToBKa, HaIpaBJIECHHOCTh (mpoduins) KOTOPOTO, COOTBETCTBYET
MIpernoiaBaeMoMy MPeaMETY, Kypcy, MOAYIIO;

e [lpu oTCyTCTBUM IeAarornyeckoro o0pa3zoBaHus - AOMOJHUTEIBHOE MPO(ecCHoHaIbHOE
oOpa3zoBanue B 00JacTH MNPOQPECCHOHANBHOTO OO0pa30BaHMs; JOMOJHUTEIbHAS
npodeccroHalibHas MporpaMMa MOXKET ObITh OCBOCHA MOCIIE TPYIOYCTPOMCTBA.
CamocrosiTesibHasi padoTa IPOBOAUTCA B BUJIE ITPAKTHUECKOTO BBHIIIOJIHEHUS 3aJaHUI B

yueOHoit 6a3e nporpammsl «1C:3apmnata u Ynpasnenue [lepconanom» ¢ 1elblo 3aKpeIieHus U
MIPOBEPKU COBOKYIMHOCTH MOJyYEHHBIX 3HAHUN, YMEHHI 1 HaBbIKOB. CamocTosiTenpHas padboTa
COCTOUT U3 6 3a/laHuil, B XOJI€ BBIMOJIHEHHS KOTOPBIX, CIyIIATENd MPOBOJIAT y4eT KaJIpOBOMH
nH(pOopMaLUY AJI OpraHU3aI|H 32 KaJICHJaPHbII MECSLI.

HroroBasi arrecTauus o0ydaromuxcst IpoBOAUTCS B (opMe TeCTUPOBAHUS, KOTOPOE
MIOMOTAaeT OLEHUTH 00Jee KPYIHbIE COBOKYIMHOCTU 3HAHWM U YMEHUM, & TAKXKE CIYKUT IS
IPOBEPKH pE3yJlbTaToB OOy4YeHUs B LEJIOM M B TIOJHOW Mepe IO3BOJSET OLIEHUTH
COBOKYITHOCTh MPUOOPETEHHBIX CIyHMIaTeIsIMU TNpOQEeCcCCHOHATIBHBIX KoMreTeHuud. Jlis
TeCTUPOBaHUs npesyiaraercs 14 Bonpocos 1o TeMam nporpammsl. K Bonpocam nmpesiaraercs 3
BapHaHTa OTBETOB, IPH 3TOM TOJIBKO OJIMH BAPUAHT SBJISIETCS MPABUIIbHBIM.

Oo0pa3oBaTte/ibHbIE TEXHOJIOTHN:

[Ipu peanuszanuu pazavyHBIX BUIOB Y4eOHOH pabOThI MCIOJIB3YIOTCS CIIEAYIOIINE
oOpa3oBaTesibHbIe TEXHOJIOTHH, Jarolue Haubosee 3p(eKTUBHBIE Pe3ylIbTaThl OCBOCHUS
Kypca:

® [IPE3EHTALUH C MOCIIEAYIOUIUM 00CYKICHUEM;

® JIUCKYyCCHS 1O albTEPHATHUBHBIM TOUKAaM 3pEHHUS Ha IPOoOIeMy | JIp.;



pelieHne MpakTUYECKUX 33714 ¢ UCTOIb30BaHueM nporpammbl «1C:3apriata u
VYpasnenue Ilepconamom».

O EHOYHBIE CPEJICTBA

IIpumepHbIii nepedyens 3agannii kK CamocTosTe/ILHOI padoTe.

1. B wTaTHOM pacnucaHuu OpraHu3aluM npousonun usmenenus: ¢ 01.04.2015 B

OTJIelIe TIPOIaXK OTKPBIBACTCS OT/IEN KauecTBa. B TaHHOM OT/ene OTKPBHIBACTCS TTO3UIHS
MeHeKepa, 3 craBku, rpaduk - [IatuaneBka, omiara no okiany 25 000 py6., a Takxke
npemus 3a kBapTai 5%. HeobxommMo BHECTH U3MEHEHUS B IITATHOE paclHCaHue.

2. Cupopo Cemern CremaHoBud mpuHHMaercsa Ha paboty B OO0 «Tpeiim» B

oTaen kauectBa MeHeKkepoM ¢ 01.04.2015. Omnnata Tpyia B COOTBETCTBUU CO IITATHBIM

paciiuCaHucMm. JInunbIe JaHHBIC:

Hara poxnaenust 01.01.1960;

NHH ne npenocrasun;

CHUIJIC 132-396-942 70;

Mecto poxaeHus - r. MockBa;

[Tacniopt rpaxaanuna P®: cepust 77 01 nomep 555001 Bergan OYDOMC 09.08.2014, kox

moap. 771-201;

Anpec: 127473, Mocksa r, Camoteunsiii 3-i iep, 1om Ne5, kBaptupa 12, nata

peructpanuu: 09.08.2014

O6pazoBanue: Boiciiee, OKOHUMI B 1986 . MI'Y (cpoku o0ydeHust

01.09.1981-30.05.1986), criennanbsHOCTF MUpOBast 5JKOHOMHKA, KBTI (PHUKAITHS

ASKOHOMHUCT, quiioM XX 998877 nonyuenn30.05.1986;

CeMbs: HUKOT/Ia HE COCTOSIT B Opake;

OO0t 1 CTPaxOBOM CTaK HA MOMEHT TMPHEMa COCTaBIIsACT 25 JIET;
CHAT ¢ BOMHCKOTO yueTa 10 BO3pacTy.

3. Corpynuuk Msanos M.U. HanpasiseTcs B KOMaHAMPOBKY B I'. KanuHuHrpas Ha

cnopruBHyt0 0a3y MUYC nHa oOyuenue c¢ 13.04.2015 mo 16.04.2015. Ha mepuon ero

otrcyrctBusi CugopoBy C.C. 0opopMUTH COBMEIIEHHE 32 OTCYTCTBYIOIIEIO COTPYIHUKA C

normnatoii 30% or®OT HBanosa M.M. Heo0xoaumMo oTpa3uTh CUTYAIUIO B IpOrpaMMe.

4, Cotpynuuk Cunopos C.C. orpaboTan B cBOil BbIXOAHOU JeHb 25.04.2015 no

IIPpUKA3y pPYKOBOJIUTCIIA. B kauecTBEe KOMIIEHCAILIMH - IOBBIIIICHHAS OILIaTA. HCO6XOI[I/IMO

OTpPAa3uThb CUTYyAllUIO B IIpOrpaMme.

5. Corpyauuue dyposoii H.A. 0)opMIIEHBI JOTIOIHUTEIBHBIE BHIXOAHBIE JHH 110

yXOly 3a JeTbMU-MHBAIMJIAMHU 3a ampenb Ha ciaeayromue uucna: 3,10,17,24.
Heo0x011M0 0Tpa3uTh CUTYAIMIO B IPOrpaMMe.

6. HCO6XOI[I/IMO MMpOoaHaJIU3UPOBATH IO OTUCTAM 3a allpelib 11O BCEl OpraHHu3aluu:
KaKHe€ KaApOBBIC IIEPCCTAHOBKU ObLIH COBCPLICHBI 3a MCCALL;
noTepn pa6oqero BPCEMCHH;,

OTKJIOHEHUS M1aHoBoro u ¢paktryeckoro GOT.



IIpumepHBbIiil IepeYeHb BONPOCOB K HTOTOBOMY IK3aMEHY
(MTOrOBOC TECTUPOBAHHUE).

1. Tlpuxas no yuupuuuposannoii dopme NeT-5 (NeT-52) B mporpamMme MOKHO
pacne4yaraTb U3 (POPMBI JOKYMEHTAa

"KanpoBoe nepemernieHue opranuzanuii”

"[Ipuem Ha paboTy B opraHu3anuio"

"VYBoJIbHEHHE U3 OpraHu3anui”

2. ®du3zMyecKoe JUIO NPHHAMAETCA HA PaGoTy B OPraHU3aLMIO 110

OCHOBHOMY MecCTy padoThl M OJJHOBPEMEHHO Ha YCJIOBHAX BHYTPEHHEr o
COBMECTHUTE/JbCTBA. JTO JIMIO PerHcTPUPYyeTCH:

"CoTpyaHuKH" - ABYMS 3alUCSIMH (10 OCHOBHOMY MECTY pabOThl U IO COBMECTUTENHCTBY)

B crpaBouHuke "®dusnueckue nauna" - ogHONW 3anuchilo, B crnpaBouHuke "CoTpyaHUKH" -
TaK)Ke OJHOM 3aIHCHIO

B cripaBoyHUKe "®uznueckue auna’ - 1ByMs 3anUcsIMH (110 OCHOBHOMY MECTY pabOTHI U IO

COBMECTUTEIILCTBY), B cipaBouHUKe "COTpyIHUKU" - TaKKe IBYMs 3alUCSIMU

3. Kakue cnoco0bl co31anus 10KyMeHTa "YBoJIbHEeHHE U3 OPranu3anun”

HUCIOJIb3YIOTCS ?

a.

JOKYMCHT BBOJUTCSA HE3aBUCUMO
"

0. aBToMaTWyecKku npu padote ¢ 00padoTkoii "Ilokas HaMEUEHHBIX COOBITHI 1O TIEPCOHATY

BCC OTBCTEI BCPHEBIC

JoxymenT "I'paduk oTHyCKOB Opranu3anumn’ B paMKax Kypca
co3aercsi

a. Ha OCHOBAHMH YIPaBJICHUYECKOTO rpadrka OTIMYCKOB

0. HE3aBUCUMO

B. Ha OCHOBAaHMHM JIAHHBIX CIPABOYHHUKOB "OCTaTKU OTITYCKOB OpraHu3anuu’

JoxymenTt "KanpoBoe nepeMereHne opranm3anuii'’ npeaHasHaveH JAJsl perucTpanum:
a. M3MEHEHUS KaJIPOBBIX JAHHBIX pAOOTHUKOB MPEANPUATHS

6. mepeBojaa pabOTHHKA OPraHU3AlMU Ha JIPYT'YIO JOJKHOCTh WM B IPYroe Moapa3iesieHue
OpraHu3aluu

B. TICPCMCIICHUA pa6OTHI/IKa W3 OJHOM OopraHusanuu NpeaAnpuiaTud B Apyryro

JoxymenT "JloroBop Ha BbINOJHeHHE PA0OT ¢ GU3HYECKUM JULIOM' HCIIOJIb3YeTC sl VIS
perucTpanuu

a. JIOTOBOPOB MOJPS/A, IPEAMETOM KOTOPBIX SIBJISETCS BBIIIOJHEHUE paboT MO0 OKa3aHUe
yCIyrT

0. aBTOPCKHUX JOrOBOPOB

B. BEpPHBI yTBepKJeHus 1, 2



7. Eciu npoxkymentom '"Kanposoe mnepemernenue" Heo0X0AMMO H3MEHHTH OCHOBHOE
HAYHCJIEHHEe, KOTOPbIM OILIAYMBAETCSl 0TPA0OTAHHOE BpeMs B Npeeiax HOPMbI
a. TO B TaOJIMYHON YaCTH HEOOXOJAUMO YCTAaHOBHUTH JaTy OKOHYAHHUS JCHCTBUS HAUYUCIICHUS U
BBECTU HOBOE€ OCHOBHOE HAYUCIIEHHE
0. TO B KauecTBe JACUCTBUS cienyeT ykazarh "[IpekpaTuTs" 1 BBECTH HOBOE€ OCHOBHOE
HayMClIeHUE
B. TO HE0OXOJMMO yKa3aTh Ha4aj0 HOBOTO HAYMCIICHHUS, TIPEKPALIATh MPEIbIIyIee HE HYKHO
8. Kakum 06pa3omM MOKHO BLIBECTH Ha MevaTh yHu(pUuupoBannyio popmy T-9?
a. C moMmoIIkko JokymeHTa "OTmycka opranu3ammii
6. c nomouikko JokyMeHTa "KoMaHaupoBKU opraHu3anuil”
B. HENOCPEACTBEHHO U3 IMyHKTa MeHIo "KanpoBblil yuer"
0. Kakne J0KyMeHTHI MOKHO €031aBaTh 00padoTkoii "HameueHHble cOOLITHS IO
nepconasy'?
a. BO3Bpar Ha pabOTy OpraHu3aluu
0. KaJpoBOE MepeMellleHUue OpraHnu3alun
B. BEpHBI OTBETHI | U 2
10. IIpu kagpoBOM nepeMelieHMH PAa0OTHUKY H3MEHseTCs pa3Mep OCHOBHOI0 HAYMCJICHHS.
Ha 3aknanke «Hauucienus» nokymenta «KagpoBoe nepemenienue opranu3amuii» B 3T0M
cly4ae yKa3bIBaeTcs
a. B OJIHOM CTPOKE HEOOXOAUMOCTh IPEKPATUTh HAYMCICHUE CO CTAPBIMU MTOKA3ATEIIAMU IS
pacuera, BO BTOPOH - HEOOXOAMMOCTh HayaTb HAYMCIIEHHE C HOBBIMU IOKAa3aTeNsIMHU JUIs
pacuera
0. B 0/IHOM CTPOKE HEOOXOIMMOCTh U3MEHEHUS] HAYMCICHHSI CO CTapbIMU NIOKA3aTESIMM VIS
pacuera, BO BTOpPOH - HEOOXOAMMOCTh HauaTh HAUMCIIEHUE C HOBBIMU IOKa3aTeNsIMHU JUIs
pacuera

B. U3BMCHACM HAYHUCJIICHUC U YKA3bIBACM HOBBLIC IIOKA3aTCIIN AJI pacyucTa.



YYEBHO - METOAUYECKHUE MATEPHAJIbI, OGECIIEYNBAIOIIUE

PEAJIN3ALINIO ITPOI'PAMMBI

HaumenoBaHue y4eOHOTo 000py10BaHUs Exnnnna Koummuec
u3MepeHust TBO
OOGopynoBanme U TeXHUYECKHE CPeACTBA 00yUeHus!
KomnbroTep ¢ COOTBETCTBYIONIUM MPOTPaMMHBIM 00eCIiedeHuEM KOMILJIEKT 20
MynbTUMEIUINHBINA IPOEKTOP KOMILIEKT 1
DKpaH (MOHUTOD, FIEKTPOHHAS T0CKA) KOMILJIEKT 1
Tunosas kon¢urypanus "1C:3aprutata u Ynpasneaue [lepconanom" T 20
Y4eOHO-HAT/IsIAHbIE TOCOOHS
JoxymenTarus u3 komruiekta nocrasku "1C:3apmnaTta u
" KOMIUIEKT 20
VYmpasnenue [lepconamom".
Wurepuer pecypce http://v8.1c.ru/ 1
T



http://v8.1c.ru/
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19.

20.

21.

HEPEYEHb HOPMATUBHO - TEXHUYECKUX JOKYMEHTOB U
YYEBHO - METOJJAUYECKOM JIUTEPATYPBI

Anppeesa, B.1. [lenonpousBoacteo. TpeGoBanus K JOKYMEHTO000POTY (pupMBbI (Ha OCHOBE
I'OCTos P®) / B.1. Auapeesa. - M.: busnec-mxkona Uaten-Cunres; Uznanue 2-e, mepepad.
u goi., 2015. - 222 c.

Anpaponosa U. 0. Kaaposoe nenonpounsBoactso. Jokymenramus / M.}O. Aanpornosa, H.JL.
Annpornosa 1. 1O., H.B. Makaposa. - M.: Academia, 2015. - 271 c.

bacako, M.U. Jlenompou3BoACTBO W KOPPECHOHJCHIMSA B BoIpocax W orBerax / M.U.
Bacakos. - M.: PocroB u//l; ®ennkc; U3nanue 4-e, nepepad. u mom., 2015. - 320 c.

boraras, . H. denonpoussoacteo u Oyxranrepus / U.H. boraras, JI.H. Ky3nernosa. - M.:
Heno, 2016. - 360 c.

Bbpeixosa H.B. ABromaTusaius Oyxrantepckoro yuera B nporpamme 1C: byxrantepus. - M.:
Axanemus, 2016. - 807 c.

laptBruu A. 3agaun coBpeMeHHOro Oyxrantepa u ux pemenue B «1C:byxranrepun 8.3».
Camoyuutens. - M.: BXB-IlerepOypr, 2016. - 288 c.

I'mapkmit A. 1C: 3apruiara u ynpasiienue nepconaiom 8.3. 100 ypokoB i1l HAUMHAKOIMIKX. -
M.: Dxemo, 2015. - 272 c.

I'pssannaE.A., XaputonoB C.A. Cekpersl npodeccuoHanpHoi pabotel ¢ 1C:3apriara u
ynpasieHue nepcoHanoM §. OpraHumszanus KaJpoBOTO ydeTa M pacueTra 3apruiaTel. — M.:
1C-ITa0aumunr, 2018. - 510 c.

JHasbigoBa, O.H. JlenonponsBoacTBo. YueOHO-TIpakTHUeCcKoe pykoBoacTBo / O.H. JlaBbimoBa.
- M.: Mu: TerpaCucremc; U3nanue 9-e, 2016. - 288 c.

3axapkuna, O. U. Kagposas ciayx6a npeanpustus. Jlenonpon3BoacTBO, JOKYMEHTOOO0POT 1
HopmatuBHas 6aza / O.W. 3axapkuna, [[.E. I'ycaraukoBa. - M.: Omera-JI, 2016. - 264 c.
WHcTpymMeHTBl A M3y4deHHsl cUCTeMbl omuiaThl Tpyaa. CHopaBOYHUK KOHCYJIbTaHTa IIO
npukiagHomy pemennto «1C:3apruiara u ynpasienue nepconanom 8» (pemakmus 3.0). — M.:
1C-ITa0mumumsr, 2017. — 315 c.

KanpoBoe nenonpousBoactBo. - M.: HoBocubupck: Cubupckoe YHUBEPCUTETCKOE
n3narennsctBo, 2015. - 534 c.

Ko3snos, H.B. KomnbrorepHoe nenonpousBojcTBO U padota ¢ opucHoi TexHukon / H.B.
Kosnos. - M.: Hayka u Texnuka, 2016. - 670 c.

Kysznenosa JlokymenTs! u nenomnpounsoactso / Kyszuemnosa, T.B. u. - M.: Dkonomuxka, 2016. -
271c.

Kysnuenona, T.B. Byxrantepckoe nenomnpoussojctso / T.B. Ky3nenosa. - M.: ['opsuas nuHus
Oyxranrtepa, 2017. - 288 c.

Kysnenosa, T.B. Jlenonpon3BoacTBO (JOKYMEHTAIMOHHOE oOecrieueHue yrnpasiuenus) / T.B.
Kysnenosa. - M.: Ynpasnenue nepconanom, 2016. - 200 c.

Kysnenoga, T.B. [denonpoussoactso / T.B. Ky3nenosa. - M.: FOuutu, 2016. - 359 c.
ITmenko, A.B. JlenonpousBonactBo. JJokymeHTanbHOoe obecrieueHne pabotsl oduca / A.B.
[Tmenxo. - M.: Axanemus, 2017. - 176 c.

ITmenko, A.B. JloxymeHTanmoHHoe oOecriedeHue yrpasieHus (Jlenonpou3BoacTBO):
VYuebnoe nocobue / A.B. ITmenko. - M.: ®opym, 2017. - 256 c.

Caruss, C. [lenonpousBosctso Ha kommnbrotrepe / C. Carusn. - M.: CII6: ITutep, 2016. - 256
C.

CrentokoB, M.B. Jlokymentsl. [lenompousBoacteo / M.B. CrenwokoB. - M.: Mocksa;
Wznanue 8-e, mepepad. u gom., 2016. - 159 c.


http://ms1c.ru/catalog/Metodicheskayaliteratura/Sekretyprofessionalnoyrabotys1SZarplataiupravleniepersonalom8Organizatsiyakadrovogouchetairaschetaza/
http://ms1c.ru/catalog/Metodicheskayaliteratura/Sekretyprofessionalnoyrabotys1SZarplataiupravleniepersonalom8Organizatsiyakadrovogouchetairaschetaza/
http://ms1c.ru/catalog/Metodicheskayaliteratura/Sekretyprofessionalnoyrabotys1SZarplataiupravleniepersonalom8Organizatsiyakadrovogouchetairaschetaza/
http://ms1c.ru/catalog/Metodicheskayaliteratura/Sekretyprofessionalnoyrabotys1SZarplataiupravleniepersonalom8Organizatsiyakadrovogouchetairaschetaza/

22. CrentokoB, M.B. Jlokymentsl. [lenonpoussoactso / M.B. Crentokos. - M.: [Ipuop, 2016. -
144 c.
23. 1C:Koncantunr. IIpaktuka ynpasnenus. — M.: 1C-ITa6mummnr, 2017. — 289 c.
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