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1.Ilesb oCBOEHMS AUCHHUILIHHBI:

ChopmupoBaTh y CTYIEHTOB CIIOCOOHOCTH MPUMEHSTH CYIIECTBYIOIIUE TEXHOJIOTUU
MHTEJJICKTYaJIbHBIX CHCTEM U MPEACTaBICHUS 3HAHUH B HMH(DOPMALMOHHBIX CHCTEMax IpHU
pa3paboTKe MEKTPOHHOTO JTOKYMEHTOO0OpOTa B OpraHax rOCYIapCTBEHHON W MYHHUIIUIIATLHOM
BJIACTH.

2.Ilnan kypca:

Pa3zgea 1 desonpon3BoacTBO KaK 4aCTh J0KYMEHT0000pOTa

Tema 1.1 Hugpopmayuonnoe odecneuenue ¢ Kaopogoi padome

UudopmannonHoe  oOecrieueHWe  Ha3HAYeHHME U KpaTKasg  XapaKTepUCTHKA.
HNudopMalnoHHbIE CUCTEMBI B KaJpoBOM yuere. MH(opManmoHHbIe TEXHOJOTHH B IPOLECCE
ynpasieHus nepconanom. MudopmanroHHbie IpoIecchl B KaApOBOM YUeTe

Tema 1.2 Hopmamuenas 6asza, ucnonviyemas é npoyecce 6e0eHus Kaopoeozo yuema

HopmatuBhass 0aza wuHpOpMaTH3alMl B TOCYAApPCTBEHHOM M MYHHIIMIIAIEHOM
ynpasieHun. MHpoOpManmonHele pecypchbl W yciyrd. l'ocymapcTBeHHas moiuTHKa B cdepe
nHpopmatuzanuu, ykaz Ne 170. CnpaBouyHble NMPaBOBBIE CHCTEMbl, Ha3HAYE€HHWE M KpaTKas
xapaktepuctuka. HopmaTuBHble axkThl B KagpoBoMm yuere. CrpaBouHas HHopmauus ais
BeZieHus kajapoBoro yueta B Koucynbprant Ilmroc. 3amaum u ¢ynkuuu oraena xaapos. [Ipasa
ornena kanpoB. Kanposas nomutuka. Kanposbeiii yuer. Cucrema XpaHEHHsS KaJpOBBIX
JIOKYMEHTOB

Tema 1.3 /lenonpouzeoocmeo

OcHoBHbBIE TTOHATHS, TEPMUHBI U (QYHKIUH AOKyMeHTOB. Kiaccudukanus 10KyMEHTOB.
Crpykrypa npoxkymeHTta. OpraHu3alOHHBIE JOKYMEHTBI. PacrnopsauTesnbHble JOKYMEHTHI.
CnpaBouHO-UH(POpPMAIIOHHBIE (MHBIE) TOKYMEHTHI

Tema 1.4 /lenonpouszeoocmeo 6 npouecce 6e0eHus Kaoposozo yuema

[TpuknanHoe nmporpaMMHOe o0OecredyeHre, UCIoIb3yeMoe B Mpoliecce KaapoBOro ydyera.
@opMBbl IEPBUYHBIX JTOKYMEHTOB KaJpoBoro ydera. CoctaB peKBU3UTOB B JIOKyMeHTe. biaHku
nokymeHToB. CocTaBlieHHE MEpPBUYHBIX YYETHBIX JOKYMEHTOB. llpencraBieHue u wu3bsTHE
NEPBUYHBIX YYETHBIX JTOKYMEHTOB

Paznen 2 Begenme KagpoBoro y4yera ¢ HMCHOJIb30BAHHEM IPHKJIAJHOIO
NPOrpaMMHOro odecrevyeHust

Tema 2.1 Ilpozpammnoe odecneuenue ynpagienus

@yHKIMOHaNbHOE Ha3zHadeHue minaTgopmel «1C: I[lpeanpusituey», KoHUTrypauuu
«3aprutata ¥ ynpaBieHue nepcoHanom». HacTpoiika koHpuUrypauuu s BeAE€HHUS KaJpOBOIO
yuera. ATpuOyThl OKHa

Tema 2.2 Ogpopmnenue opzanu3ayuonnol 00OKyMEeHmMauuu é 31eKmpOoHHOM 6Uoe

Csenenusi 00 opranumzamuu. Ctpykrypa npeanpustus. [logpasgenenus. JlomkHOCTH.
[TpousBoncTBeHHbIN KaneHaapb. ['paduk paboThl (NMATHIHEBKA, IIECTHIHEBKA U CMEHBI).
Hactpoiika yueTHo# monmutuku no nepconany. LlltatHoe pactmcanue (popma T-3) B 1C u MS
Excel.

Tema 2.3 Ilpuem na pabomy compyoHUKO8 u yyem 3apadomHoOll naAmMvl 6
Konguzypayuu «1: 3apniama u ynpaenenue nepcoHaniom»

JlnuHble KapTOYKM pabOTHUKOB OpraHu3aluu. TpynoBble JOroBopa IUTaTHBIX
COTPYAHUKOB, COBMECTUTENEH U pabounx paboTaromux mo gorosopy. I[Ipukas (pacnopspkeHue)
o mpuéme paborHuka(oB) Ha pabory (popma T-1, T-la). Amamu3 dopmbl gokymenta T-2.
Hauuncnenue 3apabotHoii miatel. Begaya 3apaboTHON 1uiaThl yepe3 Kaccy. PacueTHble MHMCTKU
COTPpYAHUKOB opraHuzanuu. Pacuetnas Begomocth (dopma T-51). TabGens ydera pabouero
Bpemenu (popma T-13).

Tema 2.4 Ilpouue nauucnenus 6 kougueypauuu «I1C: 3apnnama u ynpaenenue
nepconanom

Komanauposku opranusanuu: [Ipukas (pacnopspkeHre) o HanpaBieHud pabOTHHUKA(OB) B
KoMaHIupoBKy. KomanaupoBouHoe ynocroBepenue. CiyxeOHOE 3ajaHHe JJIs HalpaBiIeHUS B
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KOMAaHJIUPOBKY U OTYET O €ro BbINOJHEHHWHU. bonbHHuHBIE JUCTHL. [IpeMun. YBoibHEHHS.
OTtmycka opranuzanuu (eXerojaHsle, Mo yxoay 3a pebeHkoMm, ydeOHble). COBMECTHUTENHCTBO.
VYBoOJIBHEHUE.

Tema 2.5 Omuemnas ookymenmauus

JIoKyMeHTBI 1O yueTy pabouero BpEMEHU U pacueToB € MEPCOHAJIOM IO OIUIaTe TpyJa
(Tabenp ydera paboyero BpEMEHHM, PACUETHO-IUIATE)KHAs BEAOMOCTh, pacueTHas BEIOMOCTb,
IUIaTE)XKHAsl BEZIOMOCTb, JKypHaJl pETUCTPALMHU IIJIATEXKHBIX BEJOMOCTEH, JIULIEBOM CUET, 3alMCcKa-
pacyer o MpenoCTaBICHUU OTITyCKa pabOTHUKY, 3alMCKa-pacdyeT Npu MpPEeKpameHHH TPYA0BOTO
JoroBopa ¢ paOOTHUKOM, aKT O IpHeMe paloT, BBHINOJHEHHBIX [0 CPOYHOMY JOTrOBOpY,
3aKJIFOYCHHOMY Ha BpeMs BBINOJHEHHs onpeaeaeHHoii padoThl). Hanoru. AHaau3 oT4YeTHOH

AOKYMEHTaAlUH.

3.(I)OpMLI TEKYIIEro KOHTPOJISI U HpOMe)ICYTO‘{HOﬁ arrecranmu

Tewma (pazaen)

MCTOZ[BI TEKYLIET0 KOHTPOJIA YCIIEBAEMOCTHU

Pazoen 1

I[eJ'IOl'IPOI/BBO)]CTBO KakK 4aCTb )]OKyMCHTOOﬁOpOTa

1.1. Madpopmannonnoe
obecrieueHre B KaJpoBOi paboTe

VYcTHBIE OTBETHI HAa BOITPOCHI
PaGora B rpymre 1o BBIIOJIHEHUIO 3a/1aHuUs
MperoiaBaTesi, 3aJaHHOT0 B YCTHOH opme

1.2. HopmaTuBHas 6a3a,
UCTIONIb3yeMas B IpoIecce
BEJICHUS KaJPOBOT0 y4era

YcTHBIE OTBETHI HA BOIIPOCHI.
[TuceMeHHOE TECTUPOBAHUE

1.3. Jlenonpou3BOoICTBO

YcTHBIE OTBETHI Ha BOITPOCHI.
YyacTtue B JUCKYCCUMU.
[IpakTrueckoe 3a1aHue.

1.4. Jlenonpou3BoJICTBO B
MIPOIIECCE BEICHUS KapOBOTO

yuyera

Y CTHBIE OTBETHI HA BOIIPOCHI.
[IpakTrueckoe 3anaHue.

Pa6ota B rpymniie o BIITOJHEHUIO 3aJaHHsI
IIPEeroIaBaTels, 3alaHHOr0 B YCTHON opme

Pazoen 2

Benenue KaJIpoBOro yuyera ¢ HCmoJb30BaHUEM
MPUKJIAAHOTO ITPOrpaMMHOT0 ob0ecneueHus

2.1. IlporpammHoe obecnieueHne
yTpaBJIEHUs

Y CcTHBIC OTBETHI HA BOITPOCHI.
HpaKTI/I‘leCKOG 3aaHucC.

2.2. Odbopmienue
OpTaHU3aIMOHHON TOKyMEHTAllUN
B DJICKTPOHHOM BUIC

[IpakTrueckoe 3anaHue.
Pabota B rpymiie o BBITOJHEHHUIO 3aJaHHs
IIpernoiaBaTes, 3alaHHOr0 B YCTHOH opme

2.3. Ilpuem Ha paboTy
COTPYJIHUKOB U y4eT 3apab0THOI
1aThl B KOHQUrypanuu «1:
3apruiata u yrpaBiieHUe
IIEPCOHATIOM»

VY CTHBIE OTBETHI HA BOIIPOCHI.
[IpakTrueckoe 3anaHue.

2.4. ITpoune HAYHUCIICHUS B
koHpurypauuu «1C: 3apmnaTa u
yIpaBJeHUE TEPCOHATIOM»

VY CTHBIE OTBETHI HA BOIIPOCHI.
[IpakTrueckoe 3anaHue.

2.5. OTueTHas JOKYMEHTAIU

YcTHBIE OTBETHI HA BOIIPOCHI.
IIpakTrueckoe 3a1aHue.

ITucemennas KOHTPOJIbHAsA pa60Ta

HpOMe)KYTO‘-IHaH arrecranuss NpoBOJUTCA B (I)OpMC 3ayera. 3ayer MMpOBOAUTCA B (I)OpMC
YCTHOI'O OTBETA Ha BOIIPOCHI OmireTa ¥ MUCHEMEHHOTO BBIIOJHEHHUS IMPAKTUYCCKOI'O 3a/laHUA
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