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INOACHUTEJIbBHAS 3AIINCKA

Hacrositiass pabodas mporpamma ([anee - IIporpamma) mnpepHazHaueHa sl MOJyYCHUS,
CUCTEMATH3allMM M aKTyaJlu3allud 3HAHUM pPYKOBOAMUTEIEM KagpOBBIX CIYKO IpeanpHusaTHii,
CIIELMAJIMCTOB II0 KaJpOBOMY JEJIONPOU3BOACTBY a TaKKe MEHEIKEPOB II0 IIEPCOHANY IIO
OpraHu3anuy KaJIpoBOr0 JCJIONPOU3BOACTBA U YIPABICHHUS IIEPCOHAIOM B COOTBETCTBUU C
JICUCTBYIOIIUM  TPYAOBBIM 3aKOHOJATeNbCTBOM Poccuiickon @Denepauu W COBPEMEHHOM
TEXHOJIOTHEH pabOThI C KaIpOBOU TOKyMEHTAIIEH.

[Tporpamma paspaboTaHa B COOTBETCTBHUE C TPEOOBAHUSMU:
- ®enepanbHOro 3akoHa «O06 ob6pazoBanuu B Poccuiickoit deneparun» ot 29.12.2012 No273-D3.
- Ilpukaz MunucrepctBa oOpazoBanuss W Hayku Poccuiickoir ®enepamuu ot 01.07.2013 r.
N 499 «0O06 yrBepxknenuu Ilopsnka opraHu3anuyd W OCYIIECTBICHUs 00pa30oBaTEIbHON
NESATETLHOCTH 0 JOMOJHUTEIBHBIM TPO(QECCHOHAIBHBIM MpOrpaMmam» (C H3MEHCHHSMH OT
15.11.2013 1.)
Heab peau3zanuu NporpaMmabi:
- [lomyyeHue nmpakTUYECKUX HABBIKOB OpraHU3AIMKM KaJPOBOTO YYeTa B COBPEMEHHON OpraHu3allvu,
0o opMIIEHUS KaIPOBBIX TOKYMEHTOB U KaJAPOBBIX MPOIIEAYD;
- u3y4yeHHe (PYHKIMOHANBHBIX BO3MOXHOCTel mporpammbl «1C: 3apmiata W ymopaBlieHHE
MIEPCOHATIOMY;
- OCBOGHHME NPAaBWIBHON TexHoNoruu paboTel B mporpamme «1C: 3aprara u yrpaBieHHE
MEPCOHATIOM» C MOACUCTEMOM KaJpOBOI0 y4eTa.

B pesynbraTe 0CBOEHHS MPOrpaMMbl CIyIIaTelb JODKEH MPUOOPECTH CIEAYIOUINe 3HAHUS U
YMEHHUS.

Crnymarens 10J17KeH 3HATD!
- IPaBWJIbHYIO TEXHOJIOTHIO paboThI ¢ KoHpurypanuei «1C: 3apmnnaTta u ynpaBieHHe IEPCOHATIOM;
- Ha3HaueHue 00bekTOB KoHpuryparuu «1C: 3apmiara 1 ynpaBieHUE TEPCOHATIOM;
- IOJICUCTEMY PEraMEHTHPOBAHHOTO KaJIpoBOro yueTa koHduryparuu «1C: 3apmnnaTa u ynpasieHHe
MEPCOHANIOM», CIOCOOBI MONy4eHUs YHUDUIHMPOBAHHBIX (HOPM TO Y4YETy KaAPOB U PA3IUYHBIX
CTaHJAPTU3HUPOBAHHBLIX OTYCTOB.

Caymiartens 10J15KeH yMeTh!
- BecTH KaJpoBblii yder B cucreMe «l1C: 3apmimara w ympaBlIeHHE I€PCOHAIIOM», TPaMOTHO
HCIIOJTb30BaTh BO3MOXKHOCTH ITPOTPAMMBEI;
- (GOopMHUPOBATh pETIIAMEHTUPOBAHHYIO KaJpPOBYIO OTYETHOCTh B cucremMe «l1C: 3apmiata u
yIpaBlIeHUE TIEPCOHATIOM).

Karteropum caymareseii: nuia, UMEIONIMe cpeaHee NpodeccuoHaibHOe U (MIM) BhICIIEE
oOpa3oBaHHe, a TaKkKe JIMILA, MOJydYalolMe cpeaHee mpodeccuoHalbHOe W (WIM) BBICIIEE
oOpa3oBaHmUe.

B kauecTBe 1ONOTHUTENBHBIX TPEOOBAHUM K CITYILIATENSAM MIPEIbABISIOTCA:

- BJIaJIcHUE 3HAaHUSAMU U 00JIaJlaHue HaBbIKAaMU B oOnacTu MH(popmannoHHBIX TexHonoruit (UT) Ha

YPOBHE OIBITHOT'O MOJIb30BATENsI IEPCOHATIBHOTO KOMITBIOTEPA;

- IOHUMaHKe CMbICIIa OONBIINHCTBA OOMIETIPUHATHIX TEPMUHOB U3 00JIACTH KaJApOBOTO YUeTa.
®opMbl 00yUYeHHSsI: C YACTUYHBIM OTPHIBOM OT paboThl, 0€3 OTpbIBA OT pabOTHI.
IIponoskutenbHocTh 00yuenus: 40 akajeMUYECKIX 4acoB.

B 3aBepuieHun oOydeHUs] MPOBOAMTCS MTOTOBasl aTTecTalus, B BUJE CHAYU CIyIIATEISIMH
UTOTOBOTO TECTA.



YYEFHO - TEMATHUYECKHWH IIAH

noBbimeHUus kKpajupukanun «Kaaposoe 1e101pou3BoOICTBO»

Ne | HammenoBanmue yueGHBIX Moy 1€l Bcero B Tom uyncae
n/n 4acoB Teopus IIpakTuka
1. BuakomctBO ¢ KOH(UTypanueit 3 2 1
1C:3apmiara u ynpaBlieHUE [TEPCOHATIOM.
2. |HayanpHOE 3amonHeHHe 4 2 2
MH(OPMALIMOHHOM 0a3bl.
3. |Ctpykrypa opranusaruu. lllTaTHOE 4 2 2
acTHCcaHue.
4. |Cenenus 0 COTPYIHUKAX OPTAHU3ALNM. 4 2 2
5. [lepeBobl U YBOJBHEHHUS. 4 2 2
6.  |BzammoseiicTBre KampOBOil H pacyETHOI 4 4 0
CITY>O MpU BBOJIE€ OTACIIBHBIX
JTOKyMEHTOB, COJICPKAINX PaCYUeT.
7. [Y4er BpeMeHH. 5 2 3
8. |BomHCKkwii y4er. 5 5) 0
9. |CamocrosiTenpHas padora. 5 )
10. Mrorosas 2 2
KB (DUKAIIMOHHAS
aTTecTanus
HUToro 40 23 17




COAEPKXAHUE TEM YYEBHO —- TEMATHYECKOI'O IIJTAHA

Tema 1. 3HakoMcTBO ¢ KOHpUrypanuei «3apnjara u ynpapJjeHue MepcoHATIOM.
Teopernueckue 3aHsaTHs (2 Yaca)

— Bepcus kondurypanmu.

— 3amyck KOH(pUTypaluu.

— HauanbHas HacTpoliKa IPOrpaMMBbl.

— OKHO KOH(UTYpaIHH.

— OObeKThl KOHpUrypamuu (crpaBoyHas HHpoOpMaIus).

— OCHOBHBI€ JICHCTBUS, BHITIOJIHIEMBIE MTOJIB30BATEIICM.
IIpakTuueckue 3augrus (1 gaca)

Brimonsss 3aganus NPaKTHKYMOB, CIIYIIATEIH OCBAaHBAIOT:
- caMOCTOATENbHBIN 3amyck KoHpurypanuu "1C: 3apruiata u ynpasieHue nepcoHanom";
- BBIOOD MOJIB30BATENS U1 BXOJa B IPOTPaMMY;;

- CIOCOOBI U MOPSAI0K HAYATbHOM HACTPOWKH MPOTPAMMBI;
- HACTPOWKY KaJpOBOI0, BOMHCKOTO y4eTa U pacueTa 3apaboTHOM IUIaThI;
- paboTy ¢ KOMaH/IaMu;

Tema 2. HauanbHoe 3anoJiHeHne HHGpOPMaMOHHOI 6a3bl.
Teopernueckue 3aHaTU (2 Yaca)

— Hactpoiika nporpaMmsl.

— Hacrpoiika HauMCIIEHUI U yIepKaHUN.

— Knaccudukaropsr.

— Hopwma pabouero BpeMeHu (IPOU3BOICTBEHHBINM KaJICHIAph U TpaduKu paboThI).
[MpakTrueckue 3aHaTUsA (2 yaca)

B pamkax mpakTHKYMOB TaHHOW TeMBI CIyIIATEIN BMECTE C IPETIOIaBaTEIIEM BBIMTOJIHSIOT 33 JaHHS,
CBSI3aHHBIE C 3aMTOJIHEHHEM:

- CBeACHHI 00 OpraHU3aINH;

- CIIPaBOYHUKOB, C IOMOIIBIO [10100pa U3 KJIACCU(PUKATOPOB;

- rpaduKoB paboOTHI.

Tema 3. Ctpykrypa opranusanuun. lllTatHoe pacnncanue.
Teopernueckue 3anarug (2 yaca)

— CnpaBounuk "[logpaznenenus".

— Cnpasounuk "/lomxHocTH".

— IlratHOe pacniicaHue.

[IpakTnueckue 3aasTHs (2 94acoB)

B paMKkax mpakTH4eCcKHMX 3aJaHUI CIIYIIATENN y4aTCs 3alOJIHSTh:
- CTPYKTYpY NOJApa3IeICHUN OpraHn3aluy;
- CIPaBOYHUK «/[oImDKHOCTIY;

- MTAaTHOC paClIMCaHUC 0e3 COXpPaHCHUS UCTOPHUU U C COXPAHCHUCM UCTOPUHU;
- M3MCHCHU B ITATHOM pPaCIIMCaHUU.

Tema 4. CBeieHUs 0 COTPYAHUKAX OPraHU3AIUM.
Teopernueckue 3anstus (2 yaca)

— CmocoObI co3ganust HOBOro cotpyauuka. OdopmiieHne nprueMa Ha paboTy Ha KaxJa0ro
COTPY/IHUKA.



— Ilpuem Ha paboTy criUCKOM.
— Oco0eHHOCTH JJOKYMEHTOB I10 IpueMaM Ha palory.
— Pabota co cniuckoM COTpYAHUKOB.
— Hacrpoiika cniicka Jui, OTBETCTBEHHBIX 32 MOANUCH TOKYMEHTOB.
— Kaptouka ¢usnueckoro nuua u KapTodKa COTpyTHUKA.
— JlugHbIe TaHHBIE COTPYIHUKOB.
— KazapoBsie oTueTHI.
— Pabota nonb3oBaTens ¢ KaApOBbIMU IIpaBaMH.
[MpakTrueckue 3aHsTHsA (29aca)

[Ipu BBINMOJHEHUU MPAKTHKYMOB CITYIIIATE]IM OCBAaUBAIOT:

- CrocoOBI CO3/ITaHUS HOBBIX COTPYIHUKOB;

- odopmieHue npremMa Ha paboTy KaKI0TO COTPYAHHUKA;

- 0COOEHHOCTH MpHeMa Ha paboTy COBMECTUTEIICH;

- mpueM Ha paboTy CIUCKOM COTPYIHUKOB;

- Ha3Ha4YeHHWE CIUCKa JIMIl, OTBETCTBEHHBIX 3a MOJIMUCH JOKYMEHTOB OpraHU3allUuu;
- 0COOEHHOCTH U BO3MOXKHOCTH PabOTHI C KAPTOYKOU COTPYTHUKA;

- CITOCOOBI 3aMOTHCHUS TMYHBIX JAaHHBIX COTPYIHUKOB;

- HM3MEHEHHE OCHOBHBIX JIUYHBIX JAHHBIX COTPYIHHUKOB;

- 3aII0JIHEHUE CBEACHUH O COTPYIHUKAX, BIUSAIOIIMUX HA PACUET 3apILIaThl;
- 3aroJHEHHE CBEJCHHII O JIbroTax, Haa0aBKax U CTaXe COTPYIHUKOB;

- 3anoyiHeHHUe cBeaeHUi JInunoit kapTouku T-2;

- (dopMHpOBaHUE KAJPOBBIX OTYCTOB.

Tema S. IlepeBoab! M YBOJILHEHHS.
Teopernueckue 3ansaTus (2 yaca)

— JloxymenTsl "Kanpossiii nepeson” u "KaapoBelil nepeBol CHUCKOM".

— JHokymenrt "[lepemenienue B Apyroe nojapasjaeneHue".

— Jokyment "U3menenue rpaguka paboThl CIIUCKOM".

— CoBMmelleHNE TOIKHOCTEH U €r0 OTMEHa.

— Ilpuka3 Ha goruaTy A0 CpeAHero 3apaboTKa U ero OTMEHa.

— IInanoBsiit ¢ponp omutatel Tpyaa. CoBOKyIHas TapuQHas CTaBKa.

— Jloxymenrt "YBonbHeHue" ("YBosbHEHUE CIUCKOM").

— JloxymenTt-noMorHuk "lIlepeBon k npyromy padotomaaremnto".
IIpakTnueckue 3agstus (2 yaca)

[Tpu BRINOTHEHNY MPAKTHKYMOB CITYIIATENN YUaTCsl OTPayKaTh B IPOrpaMMe KaJpOBBIE MPOIETyPhI 1
BBIBOJMTH Ha 1Mevath (POPMBI KaJIPOBHIX JOKYMEHTOB:

- TEepeBOJ B APYyroe CTPYKTypHOE MOJpa3aeieHue, Ha JPYTyI0 TO0KHOCTh, H3MEHEHUE OIIIaThl TPYAa
- [Ipukas o nepesoae T-5;

- IepeMelleHHe B APYroe noapasieieHue Mpu MacCOBOM MEPEBO/IE COTPYAHUKOB;

- u3MeHeHHe rpaduka paboTsl ciuckoM - [Ipukas 06 uamMeHenuu rpaduka padboTsl;

- COBMEIIEHHE JIOJDKHOCTEN 1 ero oTMeHa - [Iprka3 o BBIOITHEHUH TOTIOJIHUTEIBHON paboThI B CBA3U
C COBMEIIECHHEM JIOJDKHOCTEH, JlomoNHNTeNbHOE COorlalieHue K TpyaoBoMy Jorosopy, Ilpukas o6
OTMEHE MOPYUYEHHSI O BHIIIOJHEHUH JIOTIOIHUTENILHON PaboTHI;

- yBOJbHEHHE - [IprKka3 o mpekpanieHnn (pacTOpKEHUN) TPYAOBOTO TOTOBOpa ¢ paboTHUKOM T-8;

- TepeBOj K APYromy paboTomaTemo.



Tema 6. B3anmopeiicTBre KaapoBoOii H pacyeTHOM CJIy:K0 NP BBO/E OTAEIbHBIX
JOKYMEHTOB, COJepKaluX pacyer.
Teopernyeckue 3ansaTus (4 4daca).

PaCCManI/IBaeTCH B3aPIMO,Z[eI>'ICTBPIe KaJpOBHUKa U paCUCTYMKaA Ha IPUMEPE NOKYMCHTA «YBOIBLHEHHE.

Tema 7. Yuer BpeMeHH.
Jlekuuu (2 yaca).

— IIpukassl Ha pabOTHI CBEPX HOPMBI BpEMEHU: B IIPa3AHUYHbIC (BBIXOIHBIC) JHU U
CBEPXYpPOUHO.

— Pabora ¢ oTmyckamu: TMpaBO Ha OTIYCK; TIpaduK OTIYCKOB; TIEPEHOC OTIYCKa,
3aIyIaHUPOBAHHOTO B rpaduke; MokymMeHT "OTmycka'; OTYEThl MO €XKETOJHBIM OTITYyCKaM;
oTmmycka 0e3 COXpaHeHUsl 3apIuiaThl, TPYNIIIOBOM MPUKa3 HAa OTIYCK.

— DBoJIbHUYHBIHI JUCT.

— Ortnyck 1o yxoay 3a pedenkoM. Ero usmenenusi.

— OTCyTCTBUS ¢ COXpaHEHUEM CpEIIHEro 3apadoTKa: KOMaHIMPOBKH, OIUIaTa THEH M0 yXOIy 3a
JEeThbMU-UHBAIU/IAMHU, OTCYTCTBUE C COXPAHEHUEM OILIaTHI.

— IlIpouune oTKIIOHEHUS: IPOTYJI, HESBKA, OTTYJI, TIOYACOBBIE OTCYTCTBHUSI, IIPOCTOM.

— OrtueTsl 10 O1IeHKE Paboyero BpeMeHH.

— Ilpemus.

— HWcnpasneHusi, mOMOIIHUK MOJIb30BATES.

[Mpaktrueckue 3ausTus (3 yaca).

B paMkax mpakTHKYMOB CIIylIaTeNy y4aTcs OTpa)kaTh B IPOrpaMMe OTKJIIOHEHHS OT HOPMbI pabodero
BpeMeHH U (HOPMUPOBATH KaJIPOBbBIE TOKYMEHTHI:

- pabota B BBIXOAHBIC W Mpa3aHUKH - [Ipuka3 o mpuBiedeHnU K paboTe B BBHIXOAHBIEC, HEpaOoUHe
Npa3IHUYHBIC THHU;

- pabota cBepxypouHo - [Ipuka3 o cBepxypouHoi pabore;

- rpaduk otmyckos - popma T-7;

- TEepPEeHOC OTITYCKa, 3aIUIAaHUPOBAHHOIO B IpaduKe;

- TIpUKa3 Ha OCHOBHOM oTmycK - T-6;

- OTIycK 0e3 coxpaHeHMs 3apabOTHOM IUIAThI;

- OTIyCKa COTPYAHHKOB - IpukKa3 T-6a;

- OOJBHUYHBIHN JUCT, IEpECUETHI MPOIUIBIX IEPUOJIOB;

- OTILYCK IO yXOZy 3a peOeHKOM, ero U3MeHeHue 1 npekpaiienue - [Ipukas o BeIxoje Ha paboTy 110
OKOHYaHHUs OTIyCKa IO yXOJy 3a pedeHkoM, [Ipuka3 o mpekpalieHu OTIycKa B CBS3HM C YXOJOM B
OTITyCK 110 OEPEMEHHOCTH U poJiaMm;

- KoMaHJupoBKa - [Ipuka3 o HanmpaBlieHUU COTpYAHHKA B KOMaHIupoBKy T-9 (T- 9a);

- oIulaTa JHeH Mo yXoAdy 3a AeTbMH WHBAJTUAAMU;

- JIOHOPCKUE JIHU;

- OTrym;

- mpocToii - [Ipuka3 o BpeMEeHHOM MPUOCTAaHOBKE paboT (TIpocToe);

- npemusl.

Tema 8. Bounckuii yuer.
Teopernueckue 3aastus (5 yacos).

B nanHoOll TeMe paccMaTpuBarOTCs JTOKYMEHTBI U OTYETHBIE (DOPMBI, pealin30BaHHbIE B MPOTpamMMe B
COOTBETCTBUM C TIOJIO)KEHHMEM O BOMHCKOM Yydere, yTBepxkAeHHbIM IIpaButensctBom PO,



METOJAMYECKUMHU PEKOMEHJAIMAMHU 10 BEJICHUIO BOMHCKOTO yY€Ta B OPraHU3alusiX, YTBEPKIECHHBIMU
['ermrabom Boopyxerusix Cuit PO u apyrumMu HOpMaTUBHBIMU TOKYMEHTAMHU.

Tema 9. CamocTosiTesibHAsA padoTa.
IIpaxtrueckue 3auatus (5 4acos).

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



KAJIEHJIAPHBIN YUYEBHBIN I'PA®UK

noBbimeHus Kpajupukanun «Kaaposoe 1e10pou3BoOICTBO»

He)le.]'lﬂ, JACHb HeaeJIU

Kypec, incuumninna

1-s1 Hemen1

2-9 HeaeJas

2

3

4

2

3

4

3HaKOMCTBO C KOH(UTypaluei 3apruiata u yrpaBieHHE
HIepCOHAJIOM.

HauanpHoe 3anonHenne nHGOpMalnoOHHON 0a3bl.

Ctpyktypa opranuzanuu. llITaTHoe pacnucanue.

CBC,I[GHI/IH O COTpYAHHKAX OpraHU3alluu.

IlepeBoabl U yBOJILHEHMUS.

B3aumopeiicTBrue KaapoBOi U pacueTHOM CIIy>X0 Ipu BBOJIE
OTAEJBHBIX JIOKYMEHTOB, COACPKAIIMX PaCUET.

Y4eT BpeMeHU.

Bouncknii yuer.

CamocTosTenpHas padboTa.

Hrorosas
KBATM(UKAIIMOHHAS
aTTecTanus

Bcero yacos:




OPI'AHU3AIIMOHHO - ITIEJATOI'MYECKHUE YCJOBUS PEAIM3AIINU
IMPOI'PAMMBbI OBYYEHUSA

Opranu3zalliOHHO-TIEIarOTHYECKHE YCIIOBUSL peaau3aluu pabouell y4eOHOM Mporpammbl
ofOecreunBalOT peanu3anuio paboueld mporpamMmbl B IOJHOM 00bEMe, COOTBETCTBHE KauecTBa
MOJATOTOBKH OOYYaroIIUXCsS YCTAaHOBJIEHHBIM TPEOOBaHMSM, COOTBETCTBHE NMPUMEHSIEMBIX (POopM,
CPEACTB, METOJOB OOYYEHHS M BOCHHTAHUS BO3PACTHBIM, NCUXO(DU3UYECKHMM OCOOCHHOCTSIM,
CKJIOHHOCTSIM, CIOCOOHOCTSIM, HHTEpEcaM U MOTPEOHOCTSIM 00yUJaIOIIUXCSl.

Teopernueckoe oOydeHHE MPOBOTUTCS B OOOPYJAOBAHHOM Y4eOHOM KAOWHETE C HCIOIh30BAaHHEM
yueOHO-MaTepUuaIbHOM 0a3bl, COOTBETCTBYIOLICH YCTAaHOBICHHBIM TPEOOBAHUSM.

[IpogomxUTensHOCTh Y4eOHOTO Yaca TEOPETUYECKUX U MPAKTHUECKUX 3aHATUN COCTaBIseT 1
aKaJieMHIecKkuit yac (45 MUHYT).

KBanuduxamnuonnsie TpeboBaHMs, NpeabsIBIsEMble K IEJaroruyeckuM pabdOTHUKAM
YyebHoro nentpa, onpeneistorcs @3 «O6 odbpazoBanuu B PD» n MHBIMA HOPMATUBHBIMH aKTaMH
(kBaTH(PUKAITMOHHBIMU CIIPABOYHUKAMHE W/ WM MPO(EeCCHOHAIBHBIMH CTaHIapTaMH ).

KBanmudukanmronnsie TpeOOBaHuUs, IPEABIBIsIEMbIe K JOKHOCTH «lIpernomaBaTensy:

— Bericiiee npodeccuonansHoe oOpa3oBaHue WK cpefqHee mpodeccuoHanbHoe 00pa3oBaHue
10 HAIPaBJIEHUIO MOATOTOBKM «OOpa3oBaHHE W MEJArorukKa» Win B 00JACTH, COOTBETCTBYIOLIEH
MPEroaaBacMoOMYy MPEAMETY, 0€3 MPeabsBICHUS TPSOOBAHMI K CTaXy PabOTHI,

— mubo BeIciee mnpodeccHoHanrbHOe o0pa3oBaHHE WU cpefaHee MpodeccroHalbHOE
o0Opa3oBaHHe U JOMOIHUTEIbHOE MTpodeccnoHanbHOe 00pa30BaHue M0 HAIIPABICHUIO JAESTEIbHOCTH
B 00pa30BaTEILHOM YUPEKIACHUN 0€3 TIPEIbSIBICHUS TPEOOBAHUH K CTaXy pabOTHI.

CamocTosiTeIbHAsi padoTa TPOBOJUTCSA B BUJE NMPAKTUUYECKOTO BBITIOJIHEHUS 3aaHUN B
yueOHoi 6a3e mporpammbl «1C:3aprutata u Ynpasinenue [lepconariom» ¢ 1enbl0 3aKpeIUieHUs U
NPOBEPKH COBOKYITHOCTH TIOJYYEHHBIX 3HAHUH, yMEHUI M HaBbIKOB. CaMocTrosiTeldpHas pabora
COCTOMT M3 6 3aJaHHii, B XOJE BBINOJHEHUS KOTOPBIX, CIYIIATEIH MPOBOAAT YYeT KaJpOBOU
uH(pOpMaIIUKU AJI OpTaHU3AINH 32 KalleHJapHbII MeCHII.

HroroBasi arrecranms oOydaromuxcs MPOBOAUTCS B (opMe TECTUPOBAHUSA, KOTOPOE
MOMOTaeT OIICHUTh Ooliee KPYIHBIE COBOKYIMHOCTH 3HAHUN M YMEHHH, a TakKe CIYKHUT JUIs
NIPOBEPKH PE3YyIbTaTOB OOYYEHUS B IIEJIOM M B IOJIHOW Mepe MO3BOJISIET OLIEHUTh COBOKYITHOCTD
NpUOOPETEHHBIX ~ CIYIIATENSIMA  TPO(QECCHOHANBHBIX  KOMIeTeHImid. Jlinst  TecTupoBaHus
npeziaraercst 14 Bompocos o Temam rporpammel. K Borrpocam npenaraeTcs 3 BapuanTa OTBETOB,
IIPH 3TOM TOJIKO OJIMH BAPHAHT SIBJISICTCS MPABUIHHBIM.

Oo0pa3oBaTte/ibHbIE TEXHOJIOTHM:
[Ipn peanusanuu pa3nUYHBIX BHUAOB Yy4eOHOH pabOTHI HCIONB3YIOTCA CIEIYIOIINe
o0pa3oBaTeNbHbIEe TEXHOIOTHH, Jatolye Hanbosee 3 eKTUBHBIE pe3yabTaThl OCBOEHUS Kypca:
® TPE3EHTAINH C MOCIEIYIOIUM 00CYKICHUEM;
® JIMCKYyCCHS TI0 alTbTePHATHBHBIM TOYKaM 3PEHHUS Ha MPoOsIeMy | 1Ip.;
® pelIeHHe MPaKTUYECKUX 33]a4 C UCTIOTIb30BaHueM nporpammsl «1C:3apruiata u YnpasieHue
ITepconamom».

OIEHOYHBIE CPEJICTBA

IIpumepHbIii nepedensb 3ananuii k CamocrosTebHOH padore.

1. B mTaTHOM pacnMCaHMM OpraHM3alliM NPOM30ILIM n3MeHeHus: ¢ 01.04.2015 B
OTJeNe MPOAAX OTKPBIBAETCS OTAEN KadyecTBa. B JaHHOM OTHENe OTKpBIBACTCS MO3ULMS
MeHeJ[Kepa, 3 cTaBkH, rpaduk - [IaTnaHeBka, omata no okiany 25 000 py0., a Takxke npemMust
3a kBapTaa 5%. HeoOxoaumMo BHECTH U3MEHEHUS B IITATHOE PACITUCAHUE.



2. Cunopos Cemen CrenaHoBuu npuHuMaercs Ha paboty B OOO «Tpeiia» B oTen
kauectBa MeHemkepoM ¢ 01.04.2015. Omnara Tpyna B COOTBETCTBUM CO IITATHBIM
pacnucaHueM. JInuHble JaHHbIE:

- Hara poxnaenus 01.01.1960;

- HWHH ne npenocrasui,

- CHWMIJIC 132-396-942 70;

- Mecto poxaenus - r. MockBa;

- Tlacnopt rpaxnanuna P®: cepus 77 01 nomep 555001 Boiman OYOMC 09.08.2014, xox
nmonp. 771-201;

- Anpec: 127473, Mocksa 1, Camoteunblid 3-i niep, 1om NeS, kBaptupa 12, nara peructpanuu:
09.08.2014

- O6pasoBanue: Boiciiee, okoHYHI B 1986 1. MI'Y (cpoku o06yuenus 01.09.1981-30.05.1986),
CHEIMAILHOCT MUPOBast 5KOHOMHKA, KBATH(PUKAITIS

- DKOHOMHUCT, nuruioM XX 998877 nonyuenn30.05.1986;

- CeMbs: HUKOTIa HE COCTOAT B Opake;

- OOumii 1 cTpaxoBOii CTaX HAa MOMEHT IIPUEMa COCTaBIISIET 25 JeT;
- CHSAT C BOMHCKOTO y4yeTa 10 BO3pPacTy.

3. Corpynnux Vanos W.W. Hanpapisercss B KOMaHAMPOBKY B T. Kajiunuurpan Ha
cnoptuBHyto 6azy MYC nHa oOyuenue c¢ 13.04.2015 mo 16.04.2015. Ha mnepuon ero
orcyrctBusi CumopoBy C.C. odhopMuUTh COBMEIIEHHE 3a OTCYTCTBYIOIIETO COTPYAHHKA C
nomnatoit 30% ot®OT MBanosa .M. Heo6xoaumo 0Tpa3uTh CUTYyaIUIO B IPOrPaMMeE.

4. Cotpynuuxk Cugopo C.C. orpabortan B cBOil BbIXOgHOW neHb 25.04.2015 mo
NpUKa3zy pykoBoauTens. B kaduecTBe kommeHcaluu - HOBbIIIEHHas oruiata. Heobxonumo
OTpa3uTh CUTYAIHIO B IpOrpaMMe.

5. Corpynnuue Jlypooii H.A. oopMIIEHBI JOMOJHUTENBHBIE BBIXOAHBIE JHH IO
yXOJy 3a JIeThbMU-UHBAJIMAMU 3a arpenib Ha cienyroniue yucna: 3,10,17,24. Heobxonumo
OTpa3uTh CUTYAIHIO B IpOrpaMMe.

6. HeoOXxomuMo MPOaHAIM3MPOBATh MO OTYETAM 3 alpejib M0 BCell OpraHu3aluu:

- Kakue KaJpoBble IEPECTaHOBKHU ObLIN COBEPIIECHBI 32 MECHIIL;
- 1oTepH pabouero BpeMeHH;

- OTKJIOHEHHS TUIaHOBOTO U (pakTyeckoro GOT.



IIpumepHbIil IepevYeHb BONPOCOB K HTOTOBOMY 3K3aMEHY
(MTOrOBOE TECTHPOBAHUE).
1. Mpukas no ynupuuuposauuoii d¢opme NeT-5 (NeT-5a) B mnporpaMme MOKHO
pacnedyaraTb U3 GOpMBbI JOKYMEHTA
a. "KaapoBoe nepemenienue opranuzanui'”
6. "lIpuem Ha paboTy B opraHu3anu"
B. "YBOJbHEHHE U3 OpraHu3anuii"

2. ®usnyeckoe JUIO IPHHEMACTCS HA Pa0oTy B OPraHU3ANMIO N0
OCHOBHOMY MeCTYy pa0doThl U OTHOBPEMEHHO HA YCJIOBUSIX BHYTPEHHEro
COBMECTHTEJHCTBA. JTO JIMIO PerUcTPUpYyeTCs:

a. "Corpyanuku" - aByMs 3amucsiMud (110 OCHOBHOMY MeCTy pabOThl M TIO
COBMECTUTEIILCTBY)
6. B cnpaBouHuke "®dwusuueckwe A" - OJHOW 3aMKMChIO, B CIPABOYHUKE

"CoTpyIHHKHU" - TAK)KE OJJHOM 3aIUChIO

B. B crhpaBouHuke "®usnueckue nuna" - AByMs 3amucsIMU (IO OCHOBHOMY MECTY
paboTHI U 10 COBMECTHTEIBLCTBY), B cripaBouHUKE "COTpYIHUKHU" - TaKKe IBYMS
3aMuCSIMH

3. Kakue cnocobl co31aHusl J0KyMeHTa " YBoJIbHeHHe U3 OPraHu3anun”
HCIOJIb3YIOTCH?

a. JIOKYMEHT BBOJUTCS] HE3aBUCUMO
0. aBTOMaTHYECKH MpH padoTe ¢ 00padoTkoi "Tlokaz HaMeueHHBIX COOBITHI 11O
nepcoHaiy"
B. BCE OTBETHI BEPHBIE
4. Noxyment "T'paduk 0TIyCKOB OpraHuM3anuu’ B paMKax Kypca
co3zaercst
a. Ha OCHOBAaHUM YNPABJIEHYECKOIo rpaduka OTIyCKOB
0. HEe3aBUCHMO
B.  HAa OCHOBAHHM JIAHHBIX CIPAaBOYHUKOB "OCTAaTKH OTIYCKOB OpraHu3anuu’

5. Jlokyment "Kaaposoe mepeMemieHMe OpraHM3anMii'"  NpeaHa3HAYeH IS
perucTpanum:
a. W3MEHEHMs KaJpOBBIX JJAHHBIX PAOOTHUKOB MPEIIPUATH
6. mnepeBojaa pabOTHHKA OPTaHU3AIMU Ha APYTYIO TOJKHOCTD UJIH B JIPYroe
Mo/ipa3iesieHne OpraHu3alu
B. IepeMelleHus pabOTHUKA U3 OJHOW OpraHU3alluK MPEINPUATHS B IPYTYIO

6. doxyment "J[oroBop Ha BbINOJHEHHE PAGOT ¢ GUIMUECKHM JULOM' HCIOJIb3yeTcs
JJISl perHCTPALUH
a. JIOTOBOPOB MOAPsA, IPEAMETOM KOTOPBIX SBIISETCS BBIOJHEHHE PaboOT MO0
OKa3aHUe yCiayr
6. aBTOPCKHUX JOTOBOPOB
B. BEpHBI yTBepKIeHUA 1, 2



7. Eciu noxymentom "KanpoBoe nepemernenne" He00XOAMMO H3MEHHTH OCHOBHOE
HAYMCJIeHHEe, KOTOPbIM OIJIAYMBAaETCs 0TPa0OTaHHOE BpeMs B pe/iesiax HOPMbI

a. TO B TaOJIMYHOM YacTH HEOOXOIUMO YCTAHOBUTH JIaTy OKOHYAHUS 1CHCTBHS
HA4MCIIEHUS U BBECTH HOBOE OCHOBHOE HAUUCIIEHHE

0. TO B KauecTBe JACUCTBUS cienyer yka3arh "[IpekpatuTs" U BBECTH HOBOE OCHOBHOE
Ha4MCIIEHUE

B. TO HEOOXOJMMO yKa3aTh Hauyajao HOBOT'O HAYMCIIEHUs, IIPEKpaIlaTh Mpeblayllee He
HY’KHO

8. Kakum 06pa3oM M0KHO BLIBECTH HA edYaTh yHuduuuposannyio gopmy T-9?

a. ¢ IoMoulplo JoKyMeHTa "OTtnycka opraHuzauuii”
6. c nomoulbio fokyMeHTa "KoMaHaMpOBKH opranu3anuii”
B. HENOCPEJICTBEHHO U3 IMyHKTa MeHto "Kanposblil yuer"

9. Kakmue AOKYMEHTBI MOHO c031aBaThb 00padorkoil '"HamedeHHble cOOBITHA IO
nepconaiuy'?

a. BO3BpAaT Ha pabOTy OpraHu3aluu
0. KaJpoBOE MepeMelIeHNue OpraHu3aluu
B. BEpPHBI OTBETHI 1 1 2
10. IIpu kagpoBoM mnepeMelieHMH Pa0OTHUKY H3MEHsSIETCS pa3Mep OCHOBHOIO
HauncjaeHusi. Ha 3aknanke "Haumciaenuss” noxkymenrta '"KaapoBoe mepeMernieHue
opraHu3anmii' B 3TOM cJiyyae yKa3bIBaeTCs

a. B OJHOW CTpOKE HEOOXOJUMOCTh NPEKPAaTUTh HAUUCICHHE CO CTapbIMHU
MOKa3aTeIsiIMU JJI1 pacdera, BO BTOPOM - HEOOXOAMMOCTh HAdyaTh HAUMCIEHHE C
HOBBIMHU [TOKA3aTESIMU JIJIsl pacyera

0. B OIHOMH CTpOKE HEOOXOAMMOCTh HW3MEHEHHs HAUUCIEHUS CO CTapbIMU
MoKa3aTeasIMH JUIsl pacyera, BO BTOPOH - HEOOXOIUMOCTh HauaThb HAYUCICHHE C
HOBBIMH TOKa3aTeNIsIMU JUIsl pacyeTa

B. U3MEHSEM HAuYMCJIEHHUE U yKa3bIBAEM HOBBIE IT0KA3aTENIN AJI pacueTa



YYEBHO - METOJAUMYECKHUE MATEPHAJIbI,

OBECIIEYUBAIOIIUE PEAIM3ALINIO ITPOI'PAMMBI

HaumeHnoBaHue y4eGHOro 000py/10BaHUSA Enununa Koauuec
H3MepeHust TBO
O0opynoBanue U TeXHHYECKHE CPEACTBA 00y4YeHusl
KommpioTep ¢ COOTBETCTBYIOIIUM MTPOTPAMMHBIM 00ECTICUCHUEM KOMILJIEKT 20
MynbTUMEAUIAHBINA TPOEKTOP KOMILUIEKT 1
DKpaH (MOHUTOP, SJEKTPOHHAS JTIOCKA) KOMILJICKT 1
Tunosas konpurypamus "1C:3apmnara u Yupasnenue [lepconanom" T 20
YueOHO-HarIsAIHbIE IOCOOUSA
JoxymenTanus u3 komriuiekta nocrasku "1C:3aprmiara u
" KOMIIJIEKT 20
VYupasnenue Ilepconanom".
Wurepuer pecypc http://v8.1c.ru/ 1
T
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IHEPEYEHb HOPMATHUBHO - TEXHUYECKHUX JOKYMEHTOB U
YUYEBHO - METOJJMYECKOM JIUTEPATYPBI

AnnpeeBa, B.1. JlenonpousBoactBo. TpeboBanus K JAOKYMEHTOOO0pOTY (GUPMBI (Ha OCHOBE
['OCToB P®) / B.. AuapeeBa. - M.: busnec-mkona Unren-Cunres; M3nanue 2-e, nepepad. u
noi., 2015. - 222 c.

AngponoBa U. FO. KanpoBoe nenompousBonctBo. Jokymentanus / W.}O. Angpornosa, H.JIL
Annponosa U. 0., H.B. Makapoga. - M.: Academia, 2015. - 271 c.

bacakos, M.U. [/lenonpou3BoicTBO U KOPPECIIOHACHITUS B Boripocax u orBeTax / M.U. bacakos. -
M.: PoctoB u/Jl: ®enukc; U3nanue 4-e, nepepad. u mom., 2015. - 320 c.

boraras, . H. [enonpousBoacteo u Oyxranrepus / M.H. boraras, JI.H. Ky3nenosa. - M.:
Heno, 2016. - 360 c.

bprikoBa H.B. ABromarusanusi Oyxranrepckoro ydyera B mporpamme 1C: Byxramrepus. - M.:
Axagemus, 2016. - 807 c.

['aptBuu A. 3agaun coBpeMeHHoro Oyxrairepa u ux pemenue B «lC:byxranrepum 8.3».
Camoyuutens. - M.: BXB-IlerepOypr, 2016. - 288 c.

I'magkuit A. 1C: 3apmnara u ynpasieHnue nepcoHanom 8.3. 100 ypokoB [uisi HaUMHAKOMUX. - M.:
Dxkemo, 2015. - 272 c.

I'psuunaE.A., XaputonoB C.A. Cekpersl mnpodeccroHanbHoii padotel ¢ 1C:3apmnata u
yrnpapieHue nepcoHanoMm 8. OpraHuzanusi KaApoBOTO ydyeTa M pacyeTa 3apmiaTel. — M.:
1C-ITabnaumunr, 2018. - 510 c.

HaseimoBa, 2.H. Jlenonpou3BoacTBo. YueOHO-TIpakTU4Ieckoe pykoBoacTBo / O.H. JlaBwinosa. -
M.: Mu: TerpaCucremc; M3nanue 9-e, 2016. - 288 c..

3axapkuna, O. U. Kagposas ciyx6a mpennpusaTtus. J[enonpon3BoacTBO, JOKYMEHTOOOOPOT U
HopMaTtuBHas 6a3za / O.U. 3axapkuna, I.E. I'ycarauxosa. - M.: Omera-J1, 2016. - 264 c.
WHCTpyMEHTBl Uil HW3y4eHHUS CHUCTeMBbl OImuiaThl Tpyna. CHOpaBOYHHMK KOHCYJbTaHTa IO
npukinaaHomy pemenuto «1C:3apriara u ynpasieHue nepcoHaioM 8» (pemaxuus 3.0). — M.:
1C-ITaGmumuar, 2017. — 315 c.

Kanposoe pgemompomsBoactBo. - M.: HoBocubupck: Cubupckoe yHHUBEPCUTETCKOE
n3parenscrso, 2015. - 534 c.

Koznos, H.B. KomnsrotepHoe nenonpon3BoacTBO U padoTa ¢ opucHoi texnukoii / H.B. Ko3nos. -
M.: Hayka u Texnuka, 2016. - 670 c.

Ky3nuerora JlokymeHTsI 1 ienonpon3BoactBo / Ky3nenosa, T.B. u. - M.: Dxonomuka, 2016. - 271
Kysnenosa, T.B. byxranrepckoe nenonpousBojactso / T.B. Ky3neunosa. - M.: 'opsiuas nunHus
Oyxrantepa, 2017. - 288 c.

KysnenoBa, T.B. Jlenonpou3BoAcTBO (ZOKyMEHTallMOHHOE obecneueHue ympasienus) / T.B.
KysHernona. - M.: Ynpasnenue nepconanom, 2016. - 200 c.

Kysnenoga, T.B. [lenonponssoacteo / T.B. Ky3nenosa. - M.: FOunutn, 2016. - 359 c.

[Tmenko, A.B. JlemompousBoactBo. [loxkymeHTanpHOEe oOecredeHue padbotel oduca / A.B.
ITmrenxo. - M.: Akagemus, 2017. - 176 c.

[Tmenko, A.B. JlokymeHTanmmonHoe oOecniedeHue ympasieHus (JlemompounsBoacto): YueOHoe
nocobue / A.B. ITmenko. - M.: ®opym, 2017. - 256 c.

Carusn, C. [lenonpousBozctso Ha komnbioTepe / C. Carusn. - M.: CII6: ITurep, 2016. - 256 c.
CrentokoB, M.B. Jlokymentsl. [lenonpousBoactso / M.B. CrentokoB. - M.: MockBa; U3nanue
8-e, mepepad. u pom., 2016. - 159 c.

CrentoxoB, M.B. JlokymenTsl. [lenonponssoactso / M.B. Ctenrokos. - M.: [1puop, 2016. - 144 c.
1C:Koncanrtunr. [lpaktuka ynpaeneaus. — M.: 1C-ITabmummnr, 2017, — 289 c.
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