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PabGouast mporpamMma JIUCHUIIIMHBI «YTPaBICHYECKUH y4eT W Yy4YeT TepcoHaja
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peanu3ali OCHOBHBIX MpPO(ECCHOHATBHBIX 00pa30BaTENbHBIX MpOrpaMMm OakansaBpuara IO
HarpasiieHuto oarotoBku 38.03.03 YnpasineHnue nepcoHansoM oOpa3oBaTeIbHBIMU YUPEKICHUS
BBICILIEr0 00pa3zoBaHus Ha TeppuTopuu Poccuiickoit @enepanu, UMEIOIKUMU FOCY1apCTBEHHYIO
aKKpEIUTALUIO.

PabGowas mporpamMMa cocTaBieHa Ha OCHOBE OCHOBHOM Ipo(hecCHOHAIBbHON
o0pa3oBaTeNpHOW TPOTrpaMMbl M TpeJHa3HaueHa Ui OOYYaloIuXcs IO HAalpaBlICHHUIO
nonarotoBku 38.03.03 YmpasieHue nmepcoHaioM B KauecTBE JAUCHUILUIMHBI 0a30BOM yacTu OJ0Ka
b.1.

Pabouas mporpamma paccMOTpeHa U 0J00peHa Ha 3acefaHuu Kadeapbl DKOHOMUKH U

yrpasiieHus, mpotokon Ne 1 ot 27 asrycra 2021 r.
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1. leau u 3a1a4M JUCUMILTHHBI

lenpt0 w3ydeHHs] NUCHUIUIMHBI SBJISETCS (POPMHUPOBAHHE TOTOBHOCTH TPUMEHSATH
COBpeMeHHBIe TCXHOJIOTUMU W METOAbI OHepaTI/IBHOI‘O YHpaBJIeHI/ISI HepCOHaHOM, BECTHU
JIOKYMEHTAIMOHHOE COMPOBOXKICHHUE U yueT, hopmupoBanue komnereHuu OIIK-4 cpencrBamu
JUCLUIUIMHBL Y IPaBJICHYECKUN YYET U YUET IIEpCOHAaa.

3agayaMy U3y4E€HUS JUCUUIUIMHBI SIBISIOTCS:

OCBOCHHC COBpeMeHHBIX TEXHOJIOT Un )41 MCTOI0B OHepaTI/IBHOFO praBJIeHI/ISI
MEPCOHANIOM,  CTPYKTYpbI, TOpSJKa COCTaBJICHHSI U  BEICHUS  JOKYMEHTAI[MOHHOIO
COHpOBO)K[[GHI/I}I OHepaTI/IBHOFO praBHGHI/IH HepCOHaJIOM " Ux yqua;

(dhopMupOBaHKE YMEHUH MPUMEHSTh COBPEMEHHBIC TEXHOJOTHH U METObI OIEPATUBHOTO
ynpaBHeHI/ISI HepCOHa.HOM, COCTAaBJIATH 158 BCCTU HOKYMGHTaL[I/IOHHOG COHpOBO)KI[CHI/IC
ONEPaTUBHOIO YNPABJICHUS IEPCOHATIOM U UX YYET;

OBJIAACHUEC MCTOAaMU OHepaTI/IBHOFO ynpaB.HeHI/IH HepCOHaJIOM, HaBbIKAMHA OpFaHI/ISaI_II/II/I
Y BEJICHUS JOKYMEHTAIMOHHOI'O CONPOBOXIEHHUS ONEPATUBHOIO YIIPABJICHUS MEPCOHAIOM U UX

yueTa.

2. llepedyeHb ¢(opMHpPYeMbIX KOMIETEHIHH M HWHIUKATOPOB HX JTOCTHKEHUS,
COOTHECEHHBIE C pe3yJIbTaTaMH 00y4eHHs 10 JUCHUIITHHE

[Iponiecc w3y4YeHHs OUCHUILIMHBI HANpaBieH Ha (OPMHPOBAHHWE KOMIIETCHIUH,
IIPEICTAaBICHHBIX B KOMIIETEHTHOCTHOM KapTe aucuuiuimHbl B coorserctBun ¢ ®I'OC BO,
KOMIIETEHTHOCTHOM MO/JIENbIO BBITYCKHHUKA, ONPEEIIEHHOM By30M U npeactasieHHoi B OIIOII,
U COJIEpKAHUEM JUCUUIUIMHBL:

Kareropu Koan Koa n HaumeHoBaHue Pe3yabTaTsl 00y4yeHus
| HAHUMEHOBaHUe HHAUKATOPA 1OCTHKEHUSA
KOMIIETCH | KOMIIeTCHIUH KOMIIeTCHIIUH
107071

VYupasnen |OIK-4.  Cnocoben|OITK-4.1. [pumensier| 3HAET COBpEMECHHBIE

He u PUMCHSTH COBPEMEHHBIE TEXHOJIOTUH U METOJBI TEX HOJIOTUH u METOAbI

TexHoJI0rY |COBPEMCEHHEIC OIICPaTHBHOTO YUPaBICHHS| o[iepaTUBHOTO ~ yIIPABJICHHS
TCXHOJIOTHHU U METObI IIEPCOHAIOM

U ONIEpATHBHOTO OLIK-4.2. O IIEPCOHAIIOM, CTPYKTYDY,

IDABITCHILS e, DNPCACTACT M BCACT ohanok  cocTaBlIeHHs |

yrp JIOKYMEHTAIMOHHOE
EpCOHATIOM,  BECTH BEJICHHS TOKYMEHTAllHOHHOTO

COIIPOBOXKACHUC ONEPATUBHOT'O
YIIPABJICHUS IEPCOHAIOM

OIIK-4.3. Opranusyer u BeJAET
YUYET ONEpaTUBHOIO YHPABICHUS

JIOKyMEHTAIIMOHHOE
COIPOBOXKJICHUE U yUET

COIIPOBOXKICHUS
ONEPAaTUBHOTO YIPAaBIICHUSA
IIEPCOHAJIOM U HUX y4eTa

Ymeer IIPUMEHSATH
MEPCOHATIOM
COBPEMEHHBIE TEXHOJIOTUU U
METO/1bI OTIEpaTUBHOTO
yIpaBICHUS NIEPCOHAJIOM,
COCTaBIISATh U BECTH
JOKYMEHTAllMOHHOE
COIIPOBOKICHUE

OIICPaTUBHOT'O YIIpaBJICHUSA
IMEPCOHAJIOM U UX YUCT

Baaneer METOoIaMH
ONEPaTUBHOTO yIpaBJICHUS
IIEPCOHAIIOM, HaBBIKAMU
OpraHu3ali M BEJCHUA
JIOKYMEHTAllHOHHOT'O
CONIPOBOXKICHUS

OIICPaTUBHOT'O YIIpaBJICHUSA
IEpCOHAJIOM U UX yUCTa




3. MecTo AMCUMIIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe1bHOI MPOrpaMmbl

JucuuiuinHa YTpaBleHYECKUH ydeT M Y4eT MEepCcoHaja OTHOCUTCS K 00s3aTelIbHOMN
gactu Oyioka 1 (b.1). Komnerennuu, ¢popMupyembie AUCIUIUIMHON YTPABICHYECKHH YYEeT U
ydeT TepcoHana, Takxke (OPMHUPYIOTCS M Ha JPYTHX JTanax OOy4YeHHsS B COOTBETCTBHH C

y4eOHBIM TUTAHOM.

4. O0beM AUCUMILIMHBI M BUABI Y4e0HOH padoThI
4.1. Ouynas ¢popma 00y4eHUs

Bun yueOHo# padoThl Bcero | Cemectpnl

4acoB | 3

KonrakTHasi padoTa 00yyawiuxcsi ¢ npenojgaBarejieM, B TOM 4HcJie: 32 32

3aHsTHs JeKuuonHoro tumna (3J1T) 14 14

3aHsTHs ceMuHapcekoro tuna (3CT): 14 14

nabopatopubie padoTsl (3CT (JIP)) - -

npaktuueckue 3anatus (3CT I1P) 14 14

IPYNIOBbIE KOHCYIbTALNHU, U (UJIN) UHIUBUAYAIbHYIO paboTy 2 2

00y4aromuxcst ¢ MearorndeCKuMy pabOTHUKAMH OPTaHU3aluH U (HITH )

JMLIaMU, TPUBJIEKAEMbIMH OpraHU3aLUel K peanu3annu 00pa3oBaTeIbHbIX

IpOTpaMM Ha MHBIX YCIIOBUSX (B TOM YHCIIE HHMBHyalbHbIC

koHcybTanmn) (I'K)

IPYyNIIOBbIE KOHCYJIbTALMHU 0 IOATOTOBKE KYPCOBOT'O ITpOeKTa (paboThl) - -

KOHTaKTHasi paboTa MpH MPOBEIECHUH TPOMEKYTOUHOU aTTeCTAINH (B TOM 2 2

YHCIIe IPH OIICHUBAHUH PE3YIHTaTOB KYPCOBOTO MPOSKTHPOBAHUS

(BBITIONTHEHUS KypcOBBIX paboT) (ITA xoHT)

CamocrosiTeabHas padora odyuyarwinerocs (CPO), B ToM uuciie 40 40

CPy3 -camocrosTenbHas pabota 00ydarolierocs npy NoAroTOBKe K 38 38

y4eOHBIM 3aHATHUSAM U KypCOBBIM IpoeKTaM (paboTam)

CPna -camocTosiTenbHas paboTa 00ydaronierocs mpu NOAroOTOBKE K 2 2

IPOMEKYTOYHOU aTTeCTAIIH

IIpomMeskyTOUHasI aTTECTAIUSA 3ayeT

O0mas Tpy10eMKOCTb IMCHMILINHBI: YaChl 72 72

3aYeTHBIE eTUHHUIILI 2 2
4.2. OuHo-3204Hasi popmMa 00ydeHust
Bup y4eOHoii pa6oThI Bcero | CemecTpbl

4acoB | 4

KonrakTHasi padoTa 00yyaumuxcs ¢ npenojaaBaresjieM, B TOM 4ucJie: 24 24

3aHATHA JIeKIonHoro trma (3JIT) 10 10

3aHsATUA ceMuHapckoro tumna (3CT): 10 10

naboparopusie padoTsl (3CT (JIP)) - -

npaktuueckue 3ansatus (3CT I1P) 10 10

IPYNIIOBbIE KOHCYAbTAUHU, U (WIN) UHAUBHUYaTbHYIO paboTy 2 2

00yyJaromuxcs ¢ NeJarornd4ecKUMy pabOTHUKaAMH OpTaHu3aluy U (MITH)

JIMIIaMH, TIPUBIIEKAEMBIMH OpTaHM3alMEN K peann3anuu 00pa3oBaTeIbHBIX




Bun yueOHo# padoThl Bcero | CemecTpnl
4acoB | 4

IIPOrpaMM Ha UHBIX YCIOBHSX (B TOM YKCIE WHIUBUAYAIbHbBIE
koHcynbTarun) (I'K)
IPYNIOBbIE KOHCYJIBTALUU O MOATOTOBKE KYPCOBOIO IpoeKTa (paboThl) - -
KOHTaKTHas paboTa MpH MPOBEIECHUH TPOMEKYTOUHOM aTTeCTaIllH (B TOM 2 2
YHClie IPU OLICHUBAHUH PE3YJIbTATOB KypCOBOTO MPOESKTHUPOBAHUS
(BBITIOJTHEHUS KypCOBBIX padoT) (ITA koHT)
CamocrositesabHast padora odyuyaromerocsi (CPO), B ToM uncie 48 48
CPy3 -camocrosiTenpHas padoTa 00yqaroIerocs mpy MoAroTOBKE K 46 46
y4eOHBIM 3aHIATHSAM U KypPCOBBIM ITPOEKTaM (paboTam)
CPna -camocrosTenpHas paboTa 00ydaromierocs: mpy MmoJroToBKe K 2 2
MIPOMEKYTOUYHOM aTTeCTalllu
[IpomexyTouHas aTTeCTALMA 3auyer
O0umas TpyA0eMKOCTb JMCUHMILIUHBI: YaChl 12 12

3a4eTHbIE eJUHUIIBI 2 2

4.3. 3aounas popma o0yyeHus
Bup y4eoHoii padoThI Bcero | Kypcesl
4acoB | 9

KonTakTHas padora o0y4yarommxcs ¢ npernojaasarejieM, B TOM 4ucJje: 10 10
3aHATHSA JIeKImoHHoro tuma (3JIT) 4 4
3aHsTHs ceMuHapcekoro tuna (3CT): 2 2
nabopatopubie padoTsl (3CT (JIP)) - -
npaktuaeckue 3anatus (3CT I[1P) 2 2
IPYNIOBbIE KOHCYIbTALNHU, U (UJIN) HHAUBUAYAIbHYIO paboTy 2 2
00y4aromuxcs ¢ nearornyecKuMu pabOTHUKaMH OpraHu3aluu 1 (UiH)
JMIIaMU, TPUBJIEKAEMbIMH OpTaHU3aLMel K peann3alnnuu 00pa3oBaTeIbHbIX
IPOTPaMM Ha MHBIX YCJIOBUSX (B TOM YHUCIIE HHIUBHYaJbHBIE
koHcybTanmn) (I'K)
IPYNIOBbIE KOHCYJBTALIUU MO MOATOTOBKE KYPCOBOI'O IpoeKTa (paboThl) - -
KOHTaKTHas paboTa MpH NPOBEIEHUH IPOMEKYTOUHOM aTTecTalu (B TOM 2 2
quCyIe IPU OLIEHUBAHUM PE3YJIbTaTOB KYPCOBOI'O IPOSKTHUPOBAHNUS
(BbITIOJIHEHUS KypcoBBIX padoT) (ITA xoHT)
CamocrosiTesbHas padora odyuyarwinerocs (CPO), B ToM uuciie 62 62
CPy3 -camocrosTenbHas paboTa 00yJaromerocs mpy moAroToBKe K 58 58
yueOHBIM 3aHATHUSAM U KypCOBBIM ITpOeKTaM (paboTam)
CPmna -camocrosiTenpHast paboTa 00yJaronierocst Mpu MoJIr0TOBKE K 4 4
MIPOMEXKYTOUYHOU aTTECTALUK
IIpome:xxyTouyHast aTTecTanus 3a4er
O0uas TPy10€eMKOCTb TUCHMIINHBI: YaChl 72 72

3a4YeTHbIC eINHHUIIBI 2 2

5. ConeprxkaHue TUCHUIINHBI
5.1. Conep:xanue pa3aejioB TUCHUILIUHBI




HauMenoBanue
pasaena
JTUCHUTIINHBI

Coaep:xanue pasjaena

OCHOBBI
VIPaBJICHYECKOTO yUyeTa

CymHocTs  ympaBieHueckoro ydera. llenm u  3ajgaum
yIIpaBJIEHYECKOI0 y4yeTa U ydera nepcoHana. OCHOBHBIE TOHATUSA
ynpaBiaeH4YecKoro ydera. OCHOBHBIE 4YEPTHl YIPABIEHYECKOTO
yueta. CpaBHeHME (DUHAHCOBOTO W YIPABIEHUYECKOIO Y4Yera.
[IpuHuMns! yrnpaiaeHueckoro yuera. OObeKThl yIpaBiIeHYECKOIO
yueta. Metonsl ynpaBieHyeckoro ydera. OCHOBHbIE IOHSTHUSA
ydeta nepcoHana. OCHOBBI pa3paboTKu U 0POpPMIICHHUS KaJpOBOU
U YIPaBJICHYECKOW yUeTHON JOKYMEHTALUH.

VYpasnenue 3arpatamu
U y4eT 3aTpaT Ha OIlIaTy
TpyZAa NepcoHana

[MonsTHs w3AEpKEK, 3aTpaT W PACXONOB opranm3arnuu. Llemw
3arpar. Kiaccupukamust 3aTpaT ¥ €€ HCHOJIb30BaHHE B
ympaBiieH4eckoM  ydere.  Kmaccudukammss — 3arpar s
IUTAHUPOBaHWsI ¥ KOHTPOJs. [ pymmupoBka — 3aTpaT 1O
SKOHOMHYECKUM DJIEMEHTAM M CTaThsIM KAJIBKYJSAIUU. 3aTpaThl,
oOpa3ymomue cedecTouMocTh NpoAyKuuu (yciyr). 3aTpaThl Ha
OIUIaTy TPy/a MEepCOHANIa ¥ OTYMCIICHHS HA COIHAIILHBIC HYKIBI.
CtpykTtypa 3arpar Ha OIUIaTy TpyJa U OTYHUCIEHUH Ha
COLIMAJIbHBIC HYXXIbl. YUET 3aTpaT Ha oruiaty Tpynaa. Kagposas u
yIpaBJICHYEeCKass y4YeTHash TOKYMEHTALMU [0 PEryJIHUpPOBAHUIO
TPYAOBBIX OTHOIIICHUH M y4ETy 3aTpaT Ha OIUIATy TPYJa.

VY4er HampaBiieHUN
JEeSITENIbHOCTH 110
YIPaBIECHUIO
MIEPCOHAIOM

VYropaBieHYeckuil ydeT TpH pelIeHHH 3adad o0OecredeHHs
OousHeca kaapamu. KazapoBas u ympaBieHUeckas ydeTHas
JOKYMEHTAIlMM TI0 PETYJIHUPOBAHHUIO TPYIOBBIX OTHOUICHUH W
HaMpaBJICHUSIM JIEATEILHOCTH TIO YIPABICHUIO TEPCOHAIIOM.
VYder KaapoBOTrO cocTaBa MPEANPHSITHS: IITATHOE PACIUCAHUE
OpraHu3allM; CHUCOK INTAaTHBIX €AWHUI], MOJpa3JeNIeHUus U
JOJDKHOCTH — OpTaHW3allii, INTaTHAas  paccTaHOBKA.  YdYer
HamnpaBiICHUH JESATEeIbHOCTH 10 YIPABJIECHUIO MEPCOHATIOM:
moi0op, OIEHKAa KaH/IWJATOB; aTTeCTallusl M OLIEHKa NepCcoHala;
pe3yabTaThl TpyJa NepcoHana; 00ydeHne U pa3BUTHE IEPCOHAA;
OXpaHa TpyJa, TPaBMAaTU3M U IpodecCHOHaTIbHBIE 3a00JIeBaHMS;
pacueTbl ¢ MEepCOHANIOM; aHAJIW3 YPOBHA U INPHYUH TEKYy4eCTH
KaJIpOB. Cucrema yuera nepcoHana TPEIAPUSITHS.
@DyHKIMOHAIbHbIE BO3MOXKHOCTH CHUCTEM Yy4yeTa IepcoHaa.
ABTOMaTH3aIMs IPOLIECCOB yueTa MepcoHaa.

Opranusanus u BeJIcHUE
KaJIpOBOT'O yyeTa B
OpraHu3aIu

Opranuzanus KaapoBOro ydyera Ha npeanpustuu. OnpeneneHue
JNOJDKHOCTHBIX JIMI M TOJpa3felieHud, OTBETCTBEHHBIX 3a
KaJapoBblil ydeT. IloaroroBka m u3gaHME JOKAJbHBIX IPaBbIX
aKTOB MO KaapoBoMmy yuery. IlpaBuiia BeneHus TOKYMEHTOB
KaJpoBOIO ydyeTa B  COOTBETCTBUM C  JIEHCTBYIOLIMMHU
HOPMaTUBHO-TIPAaBOBBIMU aKTamu, Benenue
periIaMeHTHPOBAHHOTO KAJpPOBOTo yueTa: o(popMiIeHHs Y4eTHOU
JOKYMEHTAIlMU TO0 MpollelypaM MpueMa, YBOJIbHEHHUs, TepeBo/ia
Ha JpYryio paboTy U IepeMelIeH s epcoHalla B COOTBETCTBUU C
TpynoBeim KOJIEKCOM. Perucrpanus paboTHUKa B
pErIaMEHTUPOBAaHHOM KaJpOBOM y4Ye€Te: JIMYHBIE JaHHBIE O
paboTHUKAX KaK O (PU3MYECKUX JHIAX; 0OpMIICHHE U BEJICHHE
JUYHBIX  JAaHHBIX  PaOOTHUKOB,  OOECleYeHHEe  3aIIMUTHI
MEPCOHANBHBIX JAHHBIX pAOOTHUKOB B CCTEME KaJpOBOTO yUeTa.




CocraBnenue  kaapoBod  oruetHocTH.  Odopmienue u
IIPEICTAaBICHUE OTYETOB IO KaapaMm. OpraHusanusi BOMHCKOTO
ydyera Ha MNpeanpuatud. J{OKyMEHTbl BOMHCKOIO —yueTa,
BEyILMECS Ha PEANPUATUH.

5. |Yder pe3ynbTaToB
TpyZa ¥ UCIIOJIb30BaAHHS
pabouero BpeMeHH

Y4yer pe3ynpTaToB Tpyna mepcoHana. [IpaBuma odopmieHHs
pe3yJIbTaTOB KOHTPOJS 3a TPYHOBOM M  HUCIOJHUTEIbCKON
qucuuIInHoi. @opmel yueTa pe3ysbTaToB Tpyaa Ui pa3audHbIX
CHCTEM OIUIaThl TpPyAa. YdYeT BBIIOJHEHHBIX pabor. Yuer
WCIIOJIb30BAHUS pabouero BPEMEHH. Tabenn ydera
UCIOJB30BaHUsl pabouero BpeMeHH. YueT pabouero BpeMEHH
IIpU  Pa3IMYHBIX peXuMax Tpyra U otraeixa. lloneHHbIH,
HE/IEIbHBII ¥ CyMMHMPOBAHHBIA y4eT pabo4yero BpEeMEeHH. YUeT
CBEPXYpPOUHBIX pabOT. Y4eT cMEeHHOM paboThI.

5.2. Pa3gesnl AMCHUIIMHLI 1 BUABI 3AHATHH
5.2.1. Ounas ¢opma o0yueHus

HaumeHoBaHue pa3jiesioB u dDopmupy| Beero KonrakTHas padora CPO
TeM AU CHUIIAHBI eMasi |4yacoB| ¢ oOyuarommMmucs (4ac.)
KOMIIETEH Htoro B TOM YHCIIC
H 3JIT |3CT [3CT | TK/
(JIP)|(ITP)| ITA

Tema 1. OchHoBbl ynpasineHueckoro| OIIK-4 10 4 2 2 6
ydeTa
Tema 2. Ympasnenue 3arparamu u yuet| OIIK-4 12 4 2 2 8
3aTpar Ha OIUIaTy Tpy/a MepcoHaia
Tema 3. Vuyer nanpasienuii| OIIK-4 12 4 2 2 8
JESITEIbHOCTH o YIIPaBICHHUIO
MIEPCOHAIOM

Tema 4. Opranuzanus u

KaZIpOBOI'0 YU€Ta B OpraHu3anuu

Benenue| OIIK-4 16 8 4 4 8

Tema 5. Yuer pe3ynbTaTtoB Tpyaa U OIIK-4 16 8 4 4 8
UCIIOJIb30BaHUS pabovero BpeMeHH
'K 2 2 2
[IpomexxyTouHast arTectanus (3a4er) 4 2 2 2
Bcero yacos 72 32 | 14 14 | 4 | 40
5.2.2. O4yHo-3204Hasi popma 00yueHHs
HanmeHnoBaHue pa3ieiioB u ®opmupy| Beero KonrakTHas paGora CPO
TeM AMCIHUTIHHBI eMasi |4acoB| ¢ o0y4arwmMMuUcH (4ac.)
KOMIICTCH Utoro B TOM YHCJIE
s 3JIT |3CT [3CT | TK/
(JIP) |(ITP)| ITA
Tema 1. OcnoBel ynpasiendyeckoro| OIIK-4 12 4 2 2 8
ydeTa
Tema 2. Ynpasnenue 3atpatamu u yder| OIIK-4 14 4 2 2 10

3aTpaT Ha OIJIaTy TpyJa mepcoHaia

Tema 3. VYyer Hanpasnenuit| OIIK-4 14 4 2 2 10




JACATCIIbPHOCTHU 110 YIIPpaBJICHUIO

NIEPCOHAIOM

Tema 4. Opranmzauus u Benenue| OIIK-4 14 4 2 2 10
KaJpOBOT0 y4eTa B OpraHU3aIlIH

Tema 5. Yuer pe3ynbpTaToB TpyAa H OIIK-4 14 4 2 2 10
UCTIOJIB30BaHUs pab0overo BpeMeHH

'K 2 2 2
[IpomesxyTouHast artectanus (3a4er) 4 2 2 2
Bcero uyacoB 72 24 | 10 10 | 4 | 48

5.2.3. 3aounas ¢opma o0yyeHus

HaumeHoBaHue pa3jiejioB u ®opmupy | Beero KonrakTHas pabdora CprPO
TeM TUCHHILIMHBI emMass |4acoB| ¢ o0y4aromumMHcs (4ac.)
KOMIETEH Hroro B TOM YHCIIC
nus

3JIT |3CT [3CT| 'K/
(JIP) | (ITP)| TTA

Tema 1. OcHoBel ynpasiendeckoro| OIIK-4 11 1 1 10
ydera

Tema 2. Yupasnenue 3arparamu u yder| OIIK-4 13 1 1 12
3aTpar Ha OIIaTy TpyAa MepcoHaia

Tema 3. VYuer Hanpasienuii| OIIK-4 13 1 1 12
JeSITeTbHOCTH o yIIpaBIICHUIO

HIepCOHAIIOM

Tema 4. Oprammsanus u Benenue| OIIK-4 14 2 1 1 12
KaJpOBOT0O y4eTa B OpTaHU3aI[IH

Tema 5. Yuer pe3ynbTaTtoB Tpyaa U OIIK-4 13 1 1 12
UCTIOJIB30BaHUs pabovero BpeMeHH

'K 2 2 2
[TpomesxyTouHas arTecTaius (3a4er) 6 2 2 4
Bcero yacos 72 10 4 2 4 | 62

6. KonTakTHasi U caMocTOsITe/IbHAsi padoTa 00y4Yaromuxcs

KonTaktHas pabGora mpu MpoBeNeHUU YYEOHBIX 3aHATUNA MO JUCHMILIUHE (MOJIYIISIM)
BKJIIOYAET B ceO0sl:

3aHSATHS JIEKIMOHHOTO TUMNA (JEKIUU U UHbIE Y4eOHbIE 3aHSTHS, MPeTyCMaTpHUBAIOIINe
IIPEUMYIIECTBEHHYIO Nepeaayy yuyeOHoi nHpopmanuu neparorndeckumu padotHukamu PMAT
u (unm) nuuamu, npuBiekaeMbiMud PMAT k peanuzanuu oOpa3oBaTeabHBIX MPOTPaMM Ha MHBIX
YCIOBUAX, OOyyaromuMmcs) U (WIK) 3aHATUS CEMHUHAPCKOTO THUMa (CEeMUHAphl, MPAaKTHYECKHE
3aHATHS, IPAKTUKYMBI, TAOOpaTOpHBIE pabOTHI, KOJUIOKBUYMBI M UHBIE aHAJIOTHYHBIE 3aHATHS), U
(uM) TpyNmoBble KOHCYAbTAalMM, W (WIM) WHIMBUAYyaldbHYIO pPabOTy oOyyarommxcs cC
negarorndyeckumMu  padotHukamu PMAT wu (wnu) nunamu, mnpusiekaembiMua PMAT  k
peannzanuyu 00pa3oBaTEIbHBIX MPOTrPaMM Ha WMHBIX YCJIOBHUSAX (B TOM YHCIIE€ MHAMBHUAYaJIbHbBIE
KOHCYJIbTAIlUN).

3aHATHS JEKIMOHHOTO THUIAa MPOBOJAATCA B COOTBETCTBUU C OOBEMOM U COJEpP)KAHHUEM,
MpeJICTaBICHHBIM B TabiuIe pasena S.

[Ipn mpoBeneHUM Yy4eOHBIX 3aHATUH MO JIUCUUIUIMHE OOECIeYUBAeTCs pa3BUTHE Y
00y4aroImuxcs HaBBIKOB KOMaHAHON paOOThl, MEXIMYHOCTHOW KOMMYHHMKAIIUU, MPHUHATUS




peLIeHNH, JTUAEPCKUX KauecTB (BKJIOYas NMPU HEOOXOJUMOCTH IPOBEAECHUE HHTEPAKTUBHBIX
JIEKIUH, TPYIIIOBBIX AUCKYCCUH, POJIEBBIX UI'P, TPDEHUHIOB, aHAIU3 CUTYallud U UMUTALIMOHHBIX
MoJiesIed, COAep)KaHUE AUCUUILIMHBI (MOAYJIA) COCTaBIEHO HAa OCHOBE PE3YJbTAaTOB HAy4YHBIX
uccnenoBanuii, npoBoguMbix PMAT, B TOM uHcle ¢ y4eTOM PErHOHAJIBHBIX OCOOEHHOCTEH
po¢ecCHOHATIBLHOM EATEIbHOCTH BBITYCKHUKOB M ITOTpeOHOCTel paboTonarenei.

6.1. 3aHATHA CEeMHHAPCKOr0 THNA (CEMHHAPBbI, NPAKTHYECKHE 3aHATHS,
NPaKTHKYMBI, J1a00paTopHble padoThl, KOJUIOKBUYMBI U JP.)

Tema 1. Ocnogul ynpagnenueckozo yuema

Tpyooemxocms 3anamusn’ 2 yaca ouHas opma, 2 0O4HO-3a049Has popma.

Ileny 3amamua: OCBOEHHE CYIIHOCTM M COJEP)KaHUS YIPABIEHYECKOIO YydeTa Ha
IpeanpusATHH JUIS (OPMUPOBAHUS TOTOBHOCTH NPUMEHSITH COBPEMEHHBIC TEXHOJIOTHU U METOMBI
OIIEPATUBHOIO YIPABIEHUS IMEPCOHAJIOM, BECTH JOKYMEHTALMOHHOE COIPOBOXKICHHE M Y4YeT
(OIIK-4).

Tun 3anamusa: cemuHap

@opma  npoeedenusa. TPYNIOBbIE  JUCKYCCUH, IPEJICTABICHHE  PE3yJIbTaTOB
AQHAJIMTUYECKON HCCIIEI0BATENBLCKON pabOThI

Ocnoenaa mema (nudo npodnema) ona oocyryicoenun: CylIHOCTb U OCHOBHBIE UEPTHI
YIPaBIEHYECKOrO YYeTa.

Bonpocel ona obcysycoenun:

1. CymHOCTb ynpaBiIeHYE€CKOT 0 yueTa.

2. llenu ¥ 3a7a4yl yIpaBICHYECKOI'O yyeTa 1 y4eTa epcoHaa.

3. OcHOBHBIE 4epTHl  ympaBieHdeckoro ydera. CpaBHeHue (PHUHAHCOBOTO U
YIIPaBJIEHYECKOTO y4eTa.

4. TlpuHUMIIBI YIIPABIEHYECKOTO YUETa.

5. OOBEKTHI YIPaBICHYECKOTO yUeTa.

6. Meronbl ynpaBIeHYeCKOTO y4eTa.

7. OcHOBHBIE OHATHUS y4yeTa nepcoHana. OCHOBBI pa3pabOTKU U 0hOpMIICHUS KaJpOBOH
U YIPABJIEHYECKOW YYETHOM TOKYMEHTALUH.

3aoanue: BHINIOJHEHUE aHATUTHUECKON HCCIIE0BATEIbCKON padOTHl MO CPAaBHEHUIO
OyXrajaTepckoro M ynpaBJieHYecKoro y4era. Pe3ynbTarsl aHanu3a opopMHUTh B TaOJIULIE.

Tema 2. Ynpaenenue sampamamu u yuem 3ampam Ha onaamy mpyoa nepconana

Tpyooemkocms 3anamus: 2 yaca ouHas popma, 2 0uHO-3a0uHast popma.

Llenv 3aHAmMuA: QopMHpOBaHHE T'OTOBHOCTH OCYLIECTBISATH Y4U€T 3aTpaT Ha OIUIATy
TpyAa W OTYMCICHWH HA COLUMAIBHBIC HYXIBl JUISI (POPMHPOBAHUS TOTOBHOCTH TPUMEHSATH
COBPEMEHHBIE TEXHOJIOTUM M METOJbl ONEpPaTHMBHOIO YIPABICHHUS IE€PCOHAIOM, BECTH
JTOKYMEHTAIOHHOE conpoBokaeHue u ydet (OI1K-4).

Tun 3anamusn: ceMuHap

@Dopma npogedenun. TPYNIOBBIE IAUCKYCCHM, BBICTYIJICHME C COOOLICHMAMH U HX
o0cyXIeHHE.

Ocnognaa mema (Mubéo npoodaema) Onra 00cyxyHcOeHusn: TPYNIUPOBKA 3arpaTr IIo
HSKOHOMHYECKUM 3JIEMEHTaM M CTAaThIM KaJbKYJSAIHUH. 3aTpaThl, 00pa3yromue ce0eCTOMMOCTb
MPOAYKIHH.

Bonpocwt ona oocyncoenusn:

1. TlonsTHS U3IEPKEK, 3aTPAT M PACXOJ0B OPTaHU3AINH.

2. Knaccugukamuss 3aTpaT ¥ €€ HCIOJIb30BaHME B  YIPABICHUYECKOM  Y4eTe.
Knaccudukanus 3atpart 1Jis TUIaHUPOBAHUS U KOHTPOJIS.

3. I'pynnupoBka 3aTpar o 5JKOHOMHUECKUM 3JIEMEHTAM U CTaThsIM KaJIbKYJISIUH.

4. 3arpatsl, 00pasyromue ce0eCTOMMOCTh MPOTYKINH (YCIIYT).



5. 3arparel Ha omuary TpyAa NEepCOHaNa M OTYUCICHHS Ha COIMAIbHBIC HYXKIBI.
CrtpykTypa 3arpaT Ha OIUIATy TPyJda M OTYHMCICHUN HA CONMANBHBIC HYXABL. YYeT 3aTpaT Ha
orIaTy Tpyna.

6. KagpoBas u yrpaBiieHYecKasi ydeTHasi JOKYMEHTAIMH 110 PETYIUPOBAHHUIO TPYAOBBIX
OTHOIIICHHU M YYeTy 3aTpaT Ha OIUIaTy TPYAa.

3aoanue: TOATOTOBUTH COOOIICHUS MO TPEJIOKEHHBIM TEMaM.

Temuvt coobwenui:

1. Knaccuduxkarus 3aTpaT, UCIIOIb3YEMbIX B YIIPABICHYECKOM Y4ETe.

2. 3atpatsl, o0pa3yronme ce0eCTOUMOCTb MTPOAYKIIUH (YCIYTH).

3. I'pynnupoBka 3aTpaT N0 TMPAKTHKE YIPABICHUYECKOTO YydeTa B 3apyOeKHBIX
KOMITaHUSX U PUpMaXx.

4. TlpakTuka ydera 3aTpaT B MAIbIX OTCYECTBECHHBIX XO3SIUCTBEHHBIX OPTaHU3AIIUSIX.

5. IlpakTuka y4era 3aTpaT Ha CPEAHUX U KPYITHBIX OTEYECCTBEHHBIX MPEITPUSTHH.

6. CtpykTypa 3aTpar Ha OIIaTy TpyJa U OTYMCICHUN Ha COUATBHBIC HYX/IbI.
7. Yder 3arpaT Ha OIJIaTy TPy/ia ¥ OTYHCICHUI Ha COIMAILHBIC HYKIBI.
8. Yuer yznepxaHuii U BEIYETOB U3 3apa00THOI I1J1aTHI.

Tema 3. Yuem nanpaenenuii 0eamenbHOCIMU O ynPA6ieHUI0 NEPCOHATIOM

Tpyooemkocms 3anamusa: 2 yaca oyHas popma, 2 04HO-3a04Hast popma.

Ilens 3anamus: oCBOEHNE TEXHOJIOTHM U METO/IOB yyeTa HalpaBiICHUH eATEIbHOCTH 110
YIPaBJICHUIO MEPCOHAIOM s (OPMUPOBAHHS TOTOBHOCTH IPUMEHSTh COBPEMEHHbIE
TEXHOJIOTUM W METOJbl ONEpPATUBHOIO YIPABICHHUS NEPCOHAIOM, BECTH JOKYMEHTAllMOHHOE
conpoBokaenue u yder (OITK-4).

Tun 3anamuna: ceMUHap

@Dopma  npoeedenua. TPYNIOBbIE  JUCKYCCHM, IPEJICTaBIEHUE  PE3y/IbTAaTOB
AQHAJIMTUYECKON HCCIIE0BATEIbCKON pabOThI

Ocnoeénaa mema (Mubo npoodnema) 0nsa 00CyryncOeHuAa: CUCTEMA ydeTa IEpCcOHaIa
TPEIIPUSATHSL.

Bonpocwi 0na oocyscoenua:

1. YnpasneHueckuil y4eT npu pelIeHu  3a/1au ooecriedeHns Ou3Heca Kaipamu.

2. KagpoBas u yrpaBiieHUYeCKasi ydeTHasi JOKYMEHTAIMH 10 PETYIUPOBAHHUIO TPYHAOBBIX
OTHOIIEHUH Y HANIPABJICHUSM JIEATENBHOCTH 110 YIIPABICHUIO IIEPCOHATIOM.

3. Y4eT KaJipoBOTO COCTaBa MPENNPUATHS: IITATHOE PACIHCAHUE OPTaHHU3AINHU; CIHCOK
HITaTHBIX €JJUHULL, [T0/Ipa3/IeieHUs U JOJDKHOCTU OpraHu3alui, ITaTHas PacCTaHOBKA.

4. YVder HampaBJICHUH ACSITEIBHOCTU IO YIPABJICHHUIO MEPCOHAIOM: MOJ00p, OIEHKa
KaHJMJIaTOB; aTTeCTallls U OLIEHKa IepCoHaia; pe3yibTaThl Tpyda MepcoHasa; oO0ydeHue M
pa3BUTHE MEPCOHANIA; OXpaHa TpyJa, TPaBMaTU3M U MpodeccuoHaIbHbIe 3a00J€BaHUs; PacUETh
C IIEPCOHAJIOM; aHAJIN3 YPOBHS U NPUYMH TEKY4YECTH KaJIpOB.

5. Cucrtema ydera nepcoHana npeanpustus. OyHKIHMOHAIbHbIE BO3MOKHOCTU CHUCTEM
ydeTa IepcoHala.

6. ABTOMaTH3aIMs MPOIECCOB yUeTa MePCOHAA MPEIPUSITHSI.

3aoanue: BBHIOTHUTH AHAIUTUYECKYIO HCCIIEOBATENIbCKYI0 padoTy 10 aHaIu3y
CUCTEMBI y4eTa IMepcoHaja MpeAnpusaTus. Pe3ynbraTel MpeacTaBuTh B (opMe KOMIIBIOTEPHOM
IIPE3EHTALNH.

Tema 4. Opzanusayusa u éedenue KAOP0OGO20 yuema 6 OP2aHU3AUUU

Tpyooemkocms 3anamus: 4 qaca ouHas Gpopma, 2 04HO-3a04Hast Gopma, 1 yac 3aouHas
dhopma.

Ilenv 3anamusa: 0CBOEHHE METOJIOB M TEXHOJIOIMI KaJpOBOrO ydeTa Ha IPEIIPHUITHH
Uis  QOPMHUpPOBAaHUS TOTOBHOCTU IPUMEHSITh COBPEMEHHBIE TEXHOJOTMHM U METOJbI

OIICPATUBHOI'O YIIPABJICHUA IIECPCOHATIOM, BCCTH AOKYMCHTAIIUOHHOC COIIPOBOXACHHUEC U YYCT
(OTIK-4).



Tun 3anamusn: ceMuHap

@opma npoeedenus’. TPYNIIOBBIC TUCKYCCUH, PAKTUYECKas padoTa,

Ocnoenan mema (Muo60 npodaema) 0na 00cyxscoeHusn: BEICHUE PErIaMEHTUPOBAHHOTO
KaJIpOBOI'0 y4eTa.

Bonpocwt ona oocyrcoenusn:

1. Opranuzanus KaapoBOro y4yera Ha npeanpustuu. Onpenenenre T0JKHOCTHBIX JIUI U
[I0/Ipa3JIeJIEHNI, OTBETCTBEHHBIX 3a KaJpoBblil yueT. [loAroroBka u n3naHue JOKaJIbHBIX IIPABBIX
aKTOB MO KaJpOBOMY YUETYy.

2. IlpaBuna BeneHHs JOKYMEHTOB KaJIpOBOTO y4eTa B COOTBETCTBHH C JICHCTBYIOIIMMU
HOPMAaTUBHO-TIPAaBOBBIMU aKTaMHU.

3. Benenne  periaMeHTHPOBAHHOTO — KaJpoOBOrO  y4yera: OQOPMIICHHS  Y4EeTHOU
JOKYMEHTAIlMi 10 IMpoLeaypaM I[pHeMa, YyBOJbHEHHs, MepeBoja Ha Jpyryi padoTy Hu
IIepEMELIEHUS IIEPCOHAIA B COOTBETCTBUU C TPYAOBBIM KOJIEKCOM.

4. Peructpanus pabOTHUKA B periiaMEHTUPOBAHHOM KaJPOBOM YYeTe: JIMYHbIC JaHHbBIE O
paboTHHKAX Kak O (pU3MUYECKUX JHLAX; O(QOpPMIIEHUE U BEACHHE JHYHBIX JTAHHBIX PaOOTHHKOB,
o0ecrniedeHre 3alIiThl IEPCOHANBHBIX JaHHBIX PAOOTHUKOB B CHCTEME KaJpOBOT0 y4eTa.

5. CocraBnenne kaapoBoil oTueTHOCTH. OdopmieHHe W TPEACTaBICHHE OTYETOB I1O
KaJlpam.

6. Opranmu3anys BOWMHCKOTO ydeTa Ha HpPEANpUSATHH. JJOKYMEHTBHI BOMHCKOTO yYeTa,
BEIyIIUECS Ha MPEANPUATHH.

3adanue: BBINIOIHUTH MPAKTUYECKYIO padOTy IO COCTaBICHUIO CXeM (aJrOpUTMOB)
mpoueayp KagpoBOTO YyuyeTa Mpu: MpueMe Ha paboTy; CIYyXEeOHbIX U JOJIKHOCTHBIX
MEpEMELIEHUAX; HalpaBiIeHUH B KOMaHAMPOBKY; MPEJOCTABICHUHM OTIIYCKOB; IOOIIPEHUU U
JTUCIUILTMHAPHBIX B3BICKAHUSX; YBOJbHEHUH IIEPCOHANA 110 PA3IMYHBIM OCHOBAHUSIM.

Tema 5. Yuem pezynomamog mpyoa u ucnoib308anus padouezo epemenu

Tpyooemkocms 3anamusa: 4 yaca ouHas Gopma, 2 04HO-3a04Has Gopma, 1 yac 3aouHas
dbopma.

Ilenv 3amamusa: OCBOCHHE METOAOB M TEXHOJOTMH ydeTa pe3ylabTaTOB Tpyla U
HCIIOJIb30BaHUsl pabo4yero BpeMeH! s (OpMHpPOBaHUS TOTOBHOCTU MPHUMEHSITh COBPEMEHHbBIE
TEXHOJIOTMM ¥ METOJIbl ONEPaTHUBHOIO YIPABIECHHUSA MEPCOHAIOM, BECTH JOKYMEHTAI[MOHHOE
conpoBoxaenue u yder (OITK-4).

Tun 3anamua: ceMuHap

Dopma nposedenusn: TPyIIoOBbIE TUCKYCCHH, PAKTHYECKast paboTa

Ocnognaa mema (nubo npoodaema) 0aa 00CyyucOeHUuA: YUET PE3YIbBTATOB Tpyna
MepCOHaNa U UCIOIb30BaHUS pabouero BpeMeHH.

Bonpocwt ona oocyncoenusn:

1. Vuer pesynbraroB Tpyna nepcoHana. IlpaBuna odopmieHuss pe3yabTaToB KOHTPOJIS
3a TPYAOBOM U UCIOJIHUTEIbCKOW TUCLUILINHOM.

2. @opMEbI yueTa pe3ysbTaToOB TPya JUIS Pa3UYHBIX CHCTEM OIUIATHI TpyJa. YUeT
BBIMOJIHEHHBIX pa0oT. YUeT HCHOIb30BaHUs pPab0OYero BpeMEHH.

3. Tabenp ydera HCIONB30BaHHS pabOYEro BpEeMEHH. YUeT pabodero BpeMeHH Ipu
Pa3IMYHBIX PEKHUMaxX TPyJa U OTAbIXA.

4. TlogeHHbIN, HEAENbHBIM M CYMMHPOBAaHHBI y4yeT paOodero BpeMeHH. Yder
CBEPXYPOUHBIX pabOT. Y4eT CMEHHOU padoThI.

3aoanue: BBHINOIHUTH NMPAKTUYECKYIO pabOTy MO TMOATOTOBKE (OPM JOKYMEHTOB IO
y4eTy pe3yibTaToB TpyJda M MCIIOJIB30BaHMs pabouero BpeMeHHU. Pe3ynbTaThl NMpencTaBUTh B
(dhopme PIEKTPOHHBIX JTOKYMEHTOB.

6.2. 3apanus AJ1s1 CAMOCTOSITEIbHOI padoThI 00yYaOIINXCS
Tema 1. Ocnogwl ynpasnenueckozo yuema



Buo pabompi: udydenue nutepaTypsl 10 TEME, MMOATOTOBKA K MPAKTUYECKOMY 3aHATHIO,
BBHITIOJTHEHUE aHATTUTHYECKOM HCCIIEI0BATENbCKOM PabOTHI.

Bonpocwul ona camocmoamenvnoi pabomoi:

1. CymHOCTb ynpaBIeHYeCKOro yuera.

2. lenu u 3aauun yrpaBIeHYECKOTO y4YeTa U yyeTa IepcoHala.

3. OcHOBHBIE 4epThl  ympaBieH4yeckoro ydera. CpaBHeHue (PUHAHCOBOTO U
YIPaBJIEHUYECKOr0 y4yeTa.

4. TlpuHUMIIBI YIPABIEHYECKOTO YUETA.

5. OOBEKTHI yIPaBICHYECKOTO yUETa.

6. MeTronbl ynpaBIeHYECKOTO Y4eTa.

7. OcHOBHbIE MOHATHS y4yeTa nepcoHana. OCHOBBI pa3paboTKu U 0hOpMIICHHS KaapOBOii
U YIPABJICHYECKOW YYETHOM TOKYMEHTALUH.

3aoanue: U3yunTh MaTepHall MO BOMPOCAM JII CAMOCTOSITENIbHON paboThl, BHIIIOJIHEHUE
AQHAJTUTHUYECKOW  MCCIENOBATEIbCKOW  pabOThIl MO  CPaBHEHUIO  OYXTaJlTEpPCKOTO |
yIpaBlieH4ecKoro yuera. Pe3ynbraTel aHanu3a opopMHUTh B TaOIHULIE.

Ienp |Mcrounuk| Meroasl | @opmsl |[lepuoanun|Macmra | [Tons30Ba

ydera u ydyeTra | IpeacTaB OCTh OBl TEJH
uHpopma JIeHUsl |OpeJCcTaBie| yuyera
117051 HUSA
YIIPaBICHYECKUI
Oyxraiarepckui

Tema 2. Ynpasnenue 3ampamamu u yyem 3ampam Ha Onjaiamy mpyoa nepconana

Buo pabompi: nzydeHue nuteparypsl 1o TeMe, MOATOTOBKA K MPAKTHUYECKOMY 3aHSTHIO,
MIOJITOTOBKA COOOIIEHUH.

Bonpocwi ona camocmoamenvnoil padomoi:

1. [lousATus U3AEpPKEK, 3aTPAT U PACXOI0B OpPraHU3aIUH.

2. Knaccudpukanuss 3arpaT ¥ €€ HUCIONIb30BaHHE B  YIPABIEHYECKOM  yYeTe.
Knaccudukanms 3aTpart 1yisi TNIaHUPOBAHUS U KOHTPOJIA.

3. I'pynmupoBka 3aTpar 1Mo SKOHOMHYECKHUM IJIEMEHTaM M CTaThsIM KaTbKYJISIINH.

4. 3arpaTtsl, 00pasyromue ce0eCTOMMOCTb MPOAYKIIHH (YCIIYT).

5. 3arpaTel Ha oOIUIaTy Tpylda TMepcoHala W OTYMUCICHHS Ha COLUAIbHBIE HYXIBI.
CrtpykTypa 3aTpar Ha OIUIaTy TPyJa U OTUMCICHUU Ha COIMAIbHBIC HYXKJIbl. YUET 3aTpaT Ha
oriaTy Tpy/a.

6. KampoBast u ympaBieH4YecKas y4eTHAsl TOKyMEHTAIUU 10 PETYJIMPOBAHUIO TPYIOBBIX
OTHOIICHUH U y4eTy 3aTpaT Ha OIjaTy Tpy/a.

3adanue: 3yuuTh MaTepUall MO BOMPOCAM JIJISI CAMOCTOSATEIBLHON pabOThI; MOITOTOBUTD
COOOIIIEHUS TIO MTPETI0KEHHBIM TEMaM.

Temut coobwenui:

1. Knaccudukanus 3aTpar, UCMOJIb3yEeMbIX B YIIPABIEHYECKOM yUeTe.

2. 3arpaThl, 00pa3yromue ce0eCTONMOCTD MPOIYKITUH (YCITYTH).

3. 'pynmupoBka 3aTpaT MO TMPaKTUKE YIPABICHYECKOTO Yy4yeTa B 3apyOeKHBIX
KOMITaHUSIX U (pupmax.

4. TlpakTuka y4era 3aTpaT B MaJIbIX OTE€UECTBEHHBIX XO35HCTBEHHBIX OPTaHU3AIIHSIX.

5. IlpakTuka yueTa 3aTpaT Ha CPEIHUX M KPYITHBIX OTEUECTBEHHBIX MPEIIPUITUH.

6. CtpykTypa 3aTpaT Ha OIUIaTy TPYJa H OTYHUCICHHUA Ha CONUATbHBIC HYXIbI.
7. Yder 3aTpaT Ha OIJIaTy Tpy/a U OTYHCICHUI Ha COIMATLHBIC HYKIBI.
8. Yder ynepkaHUi U BBIYETOB U3 3apaOOTHOM TUTATHI.

Tema 3. Yuem nanpaenenuii desmenbHOCIU NO YRPAGIEHUIO NEPCOHATIOM
Buo pabompi: vzyucHue TuTEpaTyphl 1O TEME, MOJTOTOBKA K MPAKTUYECKOMY 3aHSTHIO,
aHAJIMTUYECKAs UCCIIeI0BaTENbCKast paboTa.




Bonpocwt ona camocmoamenwvnoit pabomoi:

1. YmpaBneH4YecKuii ydeT MpH PEIICHUHN 3a/1a4 o0ecriedeHus: OM3Heca KaJpaMu.

2. KagpoBas u ynpaBiieH4YecKasi yU4eTHasE JOKYMEHTAIIUH 110 PETYIUPOBAHHUIO TPYHAOBBIX
OTHOILIEHUI U HAIIPABJICHUSAM JIESITEIBHOCTH 10 YIIPABJICHUIO IIEPCOHAIIOM.

3. Y4er KaJipoBOTO COCTaBa MPEIIPUATHS: IITATHOS PACIIMCAHUE OPTaHHU3AIHU; CIHCOK
IOTAaTHBIX CAWHUL, MOAPA3ACIICHUA U JOJDKHOCTHU OpraHnu3alu, mTaTHas pacCTaHOBKaA.

4. Yder HampaBJICHUH NIEATEILHOCTH TI0 YIPABICHUIO TEPCOHAIOM: IMOAOOpP, OICHKA
KaHMIaTOB; aTTEeCTallMs W OLIEHKAa MEepCOHaNa; pe3yiabTaThl TpyAa IMepcoHana; oO0ydeHue M
pa3BUTHE TIEPCOHANA; OXpaHa TPyJla, TPaBMaTHU3M H MPOQeCcCHOHATBHBIC 3a00JICBaHNUs; PACUCTHI
C TMIEPCOHAJIOM; aHAJIN3 YPOBHS U MPUYHH TEKY4IECTH KapOB.

5. Cucrema ydera mnepcoHana npennpustus. OyHKIIMOHAIBHBIE BO3MOXKHOCTH CUCTEM
ydeTa nepcoHana.

6. ABTOMAaTH3aIMs IPOIECCOB yUeTa MEPCOHAIA MTPEIITPUSITHSI.

3aoanue: M3yunTh MaTepuall 1O BOMPOCAM JJIsi CAMOCTOSATENBHON paOOThI, BHIIOJIHUTh
AHAJTMTUYECKYI0 HCCIIEOBATENbCKYI0 paboTy 10 aHajdu3y CHCTEMBl YydeTa IIepcoHaia
npeanpusaTs. Pe3ynbTarhl npencTaButh B GopMe KOMIIBIOTEPHOU MPE3CHTALINH.

Tema 4. Opzanuzauun u 6edeHue Kaopoeo2o yuema 6 OpeaHu3ayuu

Buoa pa6omoi: nzyueHue TUTEPATYPHI IO TEME, TIOJTOTOBKA K MPAKTHYECKOMY 3aHSTHIO,
BBIIIOJTHEHHUE MTPAKTUYECKON PabOThI.

Bonpocwt ona camocmoamenwvhoit pabomut:

1. Opranuzanus KaapoBOTo y4eTa Ha npeanpustuu. OnpeneneHue J0JKHOCTHBIX JIUIL U
MOJIpa3/IeICHUH, OTBETCTBEHHBIX 32 KaJpOBbIi ydeT. [IoroToBKa M M31aHNE JIOKABHBIX MPABBIX
aKTOB IO KaJpOBOMY YUETYy.

2. IlpaBuia BeneHMs JTOKYMEHTOB KaJIpOBOTO y4eTa B COOTBETCTBHH C JICHCTBYIOIIUMHU
HOPMATUBHO-IIPABOBBIMH aKTaMH.

3. BengeHue  periaMeHTHPOBAHHOTO — KaJgpOBOrO  ydeTa: OQOpPMIICHHS  YYETHOM
JOKYMEHTAIlMU [0 TMpoleaypaM IpHeMa, YyBOJbHEHHS, IEpeBoJa Ha Jpyryio paboTy u
MepeMelIeHHs TIepCoHala B COOTBETCTBUH C TPyIOBBIM KOJIEKCOM.

4. Peructpanus pabOTHUKA B perjlaMEHTUPOBAHHOM KaJJpOBOM YYETe: JIMYHbIE JAHHBIE O
paboTHUKAX Kak O (PU3MUYECKUX JIMIAX; OPOPMIICHHE U BEJCHHE JMYHBIX JaHHBIX PaOOTHUKOB,
oOecrieuenne 3aIIUTHI IECPCOHAJIIBHBIX JaHHBIX pa6OTHI/IKOB B CUCTEMC KaZIpOBOI'0 yucTa.

5. CocraBienue KaapoBoil oTyeTHOCTH. OdopMmieHHe U TPEICTaBICHHE OTYETOB IO
KaJpam.

6. Opranuzanusi BOMHCKOTO y4yeTa Ha MNpeAnpusTuu. JIOKyMEHThl BOMHCKOTO Y4YeTa,
BEAYIIUECS Ha PEAIPUATHN.

3aoanue: W3yunTh MaTepuai Mo BOMPOCAM JJISi CAMOCTOSITENBHON pabOThI; BBIMOIHUTH
MPAKTUYECKYI0 PabOTy MO COCTABJICHHUIO CXEM (aJITOPUTMOB) MPOIEAYP KaJPOBOTO ydeTa IpH:
npueme Ha paboTy; CHyKeOHBIX U JIOJDKHOCTHBIX TIEPEMEIICHUSX; HalpaBiIeHUH B
KOMaHIUPOBKY, MPECAOCTABJICHUHU OTIIYCKOB; IMOOHIPEHHMU W AJUCHUIIIIMHAPHBIX B3bICKAHUAX,
YBOJbHEHUH MEPCOHANA TI0 PA3IMYHBIM OCHOBAHUSIM.

Tema 5. Yuem pezyromamoe mpyoa u ucnoib308aHus paodouezo epemenu

Buoa padompi: vizyueHne quTepaTypbl 10 TEME, MOJrOTOBKA K MPAKTUYECKOMY 3aHATHIO,
MpaKTU4eckas padbora.

Bonpocel ona camocmoamenwvnoil pabomoi:

1. VYuer pesynpTaToB Tpyna nepconana. [IpaBuna oopmiaeHus pe3yabTaToB KOHTPOJS
3a TPYZAOBOM U UCHOJHUTEIBCKOW TUCIUIIIINHOM.

2. ®opMbI ydeTa pe3ysbTaToOB TPYJIa JIJI Pa3IUYHBIX CUCTEM OIUIATHI TPyIa. YUeT
BBITIOTHEHHBIX pa0oT. YUeT UCIOIb30BaHUS pad0yero BpeMEHHU.

3. Tabenp ydeTa WCHONB30BaHUS PabOUYEro BpPEMEHH. YdUeT pabouero BpeMEHH IpH
Pa3IMYHBIX peXKUMaX TPyAa U OTAbIXA.



4. TloneHHBIN, HENETBHBIH W CYMMHPOBAaHHBIA y4eT pabodyero BpeMEHU. YUeT
CBEPXYPOUYHBIX pabOT. Y4eT cMEeHHOU paboThI.

3aoanue: W3y4nTh MaTepuai Mo BOMPOCAM JJIi CaMOCTOSTEIbHONW pabOThI, BBIOJIHUTH
MPAKTUYECKYI0 padoTy MO MOATOTOBKE (OPM TOKYMEHTOB MO YYETy pEe3yJIbTaTOB TpyAa H
UCIIONIb30BaHUs pabouero BpeMeHU. Pesynbrartel mnpeAcTaBUTh B (OpME AIIEKTPOHHBIX
JIOKYMEHTOB.

6.3. Memoduueckue pekomMeHOAQyuU NO camocmosime/bHoOlU pabome 06y4arOWuxcs u
nodzomoeke K NpOMe*ymo4Hol ammecmayuu

Metoanyeckie pPEeKOMEHIAIMK IO CaMOCTOSITENIbHOW paboTe COCTAaBIEHBI C IEINBIO
ONTUMU3ALMHU IIPOIIEcCa OCBOCHUS 00YJaOIUMKCA Y4eOHOro MaTepuania.

CamocrosarenbHass paboTa 0O0ydarollerocs HampaBlieHa Ha YriIyOJeHHOE H3ydeHHE
pas3zenoB M TeM pabodell mporpaMMmsbl M IPEANONaraeT U3y4eHUe JUTEPATypHBbIX UCTOYHUKOB,
BBIIIOJTHEHUE JOMAIIHUX 33/JaHUH U KOHTPOJIBHBIX padOT, IPOBEAECHUE MCCIIEJOBAHUM Pa3HOrO
xapakTepa. PaboTa ocHOBBIBaeTCS Ha aHAJIM3€ MATEPUAJIOB, IIyOJUKYEMbIX B UHTEPHETE, a TaKXKe
peanbHBIX (PAKTOB, TMUHBIX HAOIIOICHHIA.

CamocrosrenbHas pabora o0ydarolerocst Haji YCBOGHHEM MaTepuana Mo JUCHMIUIMHE
MOXKET BBINOJIHATHCS B YUTAIBHOM 3ai1e PMAT, criennanbHO OTBEACHHBIX JJI1 CAMOCTOSTENBHOU
paboThl MOMEIICHUAX, IOCPEICTBOM HCHOJIb30BaHUSA 3JIEKTPOHHOH Oubmanoreku u OUOC
PMAT.

CopneprkaHue U KOJIMYECTBO CAMOCTOSITEILHON pabOThl 00yUaloIIerocs onpeaesseTrcs
Y4eOHBIM IJTAHOM, METOAMYECKUMH MaTepHallaMH U YKa3aHUSAMHU IPEroaBaTels.

Taxoke camocTosTe/IbHAs paboTa BKIOYAET NOArOTOBKY M aHAJIN3 MaTepHaIOB 110 TEMaM
MPONYIICHHBIX 3aHITHH.

CamocrosTenbHas paboTa BO BHEAyIMTOPHOE BPEMS BKIIIOUAECT:

1) paboTy ¢ JIGKIMOHHBIM MaTEpUAJIOM, MPEIyCMAaTPHBAIONIAs MPOPabOTKY KOHCIIEKTa
JICKIIU;

2) u3ydeHue y4eOHOI U Hay4qHOH JIUTepaTyphl;

3) mouck (mombop) U 0030p JUTEPATYPHI, HIEKTPOHHBIX MCTOYHHKOB HH(OpPMAIMHU IO
WHIUBUAYAJIbHO 33JJaHHOW MpoOjemMe Kypca, HallucaHWe JI0KJIa/aa, UCCIIeI0BaTeNIbCKOM paboThl
110 33JJaHHOI1 Ipobiieme;

4) BBINOJHEHHE 3a/IaHKS TI0 MPOIYIIEHHON WK IJI0X0 YCBOCHHOMW TEME;

5) MOAroTOBKY K MPAaKTHYECKUM 3aHSTHSIM;

6) MOAroTOBKA K MPOMEKYTOYHOM aTTECTAIIH.

B 3aBucumocTM 0T BBIOPaHHBIX BHJIOB CAaMOCTOSATENBHOM pabOThl  CTYAECHTHI
CaMOCTOSITENIbHO IJIAHUPYIOT BpeMsi Ha uUX BblnojdHeHue. [lpennaraercs paBHOMEpHO
pacrpesieNuTh U3ydeHne TeM yueOHOM TUCIMITIIMHEI.

7. ®OH/1 OLIEHOYHBIX CPEJACTB
@OoHI OIEHOYHBIX CPEACTB MO JUCIHHUIUIMHE pa3paboTaH B COOTBETCTBUU C
MeTtouuecKuMH peKOMEHIAUSAMHU U sIBIIAeTCs cocTaBHOU yacThio OITOIT.

8. IlepeyeHb OCHOBHOW W JOMOJHHUTEIbHOI Y4YeOHOW JUTepaTypbl, HEOOXOTUMOW
AJISl OCBOCHHS TUCHUIINHBI

8.1. OcHoBHas JUTEpaTypa

1. TlonkoBckuid, JI. M. Byxranrepckuii ympaBieHYeckud  yder: yueOHHK [
J. M. [TIlonkoBckmii. — 3-e w3d., crep. — MockBa: JlamkoB u K°,  2022.
https://biblioclub.ru/index.php?page=book&id=684402

2. Muzss, M. C. Anamu3 w MO)ICJ'II/IPOBaHI/Ie TPYIOBBIX TIOKa3zaTeled: yd. Toc./
M. C. Mu3s, T. B. Teaaraukosa. Omck: OMI'TY, 2020.
https://biblioclub.ru/index.php?page=book&id= 683243



https://biblioclub.ru/index.php?page=book&id=684402
https://biblioclub.ru/index.php?page=book&id=683243

3. KypneikoBa, A. B. DxoHOMUYeCKHE OCHOBBI yrpaBjieHus: y4. moc. / A. B. Kypibikosa.
— Mocksa; bepnun: Hupexkt-Menua, 2021.
https://biblioclub.ru/index.php?page=book&id=602439

8.2. JlonoTHMTeIbHAS JTUTEpATypa

1. Jlankosa, A. I'. JlokyMeHTalIMOHHOE 0OECIIEYeHHE YIPABIICHHS IIEPCOHATIOM: Y4. TI0C./
A.T. Jlankosa, B. A. IIpiraskos. - Omck: OMI'TY, 2019.
https://biblioclub.ru/index.php?page=book&id=683240

2. HoBocamoBa, O. M. Kamper pemator Bce!: HR-mocobme: mpakr. moc. /
O. M. HoBocanmoBa. — 2-¢ u3a., nepepad. u gom. — MockBa; bepnun: dupekr-Menua, 2018.
https://biblioclub.ru/index.php?page=book&id=493643

3. AnasepnoB, A. P. YrpaBieHue 4enoBeUYECKUMH PECypcaMH OpTraHU3alUH: y4eOHUK/
A. P. AnaBepnoB. — 5-e¢ u3n., mepepab. u gon. — MockBa: YuuBepcuter Cuneprus, 2019.
https://biblioclub.ru/index.php?page=book&id=455415

8.3. Ilepuoanyeckue u3aaHus

1. KagpoBas cnykba 1 ynpasieHne nepcoHas oM npeanpuaTms.

9. OO0HoBiasiemble coBpeMeHHble TMpodeccHOHANbHbIE 0a3bl JAaHHBIX H
HH(OPMALIMOHHBbIE CIIPABOYHbIE CHCTEMbI

9.1. O6HoBIsIEMbIE COBPeMEHHBIE MPO(ecCHOHATIbLHBIE 0a3bI JAHHBIX

1. Kanpossriit moptai. Caiitr. — URL: http://www.kadrovik.ru/.

2. CoobmiectBo HR- Menemxkepos. Caiir. — URL: http://www.hr-portal.ru/.

3. PedepaTuBHas u crnpaBouHas 0a3a MaHHBIX PEICH3UPYEMOW IJUTEPATYyphl Scopus -
https://www.scopus.com.

4. Tlomutematnueckass  pedeparuBHO-OMONIMOTpaduueckass ©  HayKOMETpUYecKas
(oubmuomerpuyeckas) 6a3za manusix Web of Science - https://apps.webofknowledge.com.

5. Science Alert sBisieTcst akaJeMUYECKHM H3aTeIeM JKYPHAIOB OTKPBITOrO JOCTYIIA.
Taxxe u3gaer akaJeMUyecKue KHUTH M KypHajbl. Science Alert B HacTosiee BpeMs MMEET
6onee 150 kypHaAJIOB OTKPBITOTO JOCTyna B 00JacTH OW3HEca, YKOHOMHKH, WH(POPMATHKH,
KOMMYHHKAIUHU, UH)KEHEPUH, MEIUIIUHBI, MATEMaTUKH, XUMHUHU, OOIIIECTBEHHON U TYMaHUTApHOU
HayKH.

6. Science Publishing Group osnekTpoHHas 0a3a [JaHHBIX OTKPBITOIO JOCTYIIa
BKIIOUaroas B cedst 6osiee 500 HayyHBIX KypHaAIOB, 0koj0 50 kHUT, 30 MaTepHUasoB HayYHBIX
KOH(epeHIMi B 00JacTH CTAaTUCTHKH, SKOHOMMKH, MEHEIKMEHTa, MEAarorMKd, COLUATIbHBIX
HayK, TICUXOJIOTUH, OMOJIOTHH, XMMUH, METUIIMHBI, TUIIEBON HHXEHEPHH, (PU3NKH, MaTEMAaTHKH,
JIEKTPOHUKH, WH(POPMATUKM, HayKe O 3allUTe MPHUPOJbI, AapXUTEKType, WHKEHEPHUH,
TPaHCIOPTa, TEXHOJIOTHH, TBOPUECTBA, S3bIKA U JTUTEPATYPHI.

9.2. O0HoBsIEMbIe MH(POPMALIMOHHBIE CIIPABOYHbIE CHCTEMBI

1. UudopmarmonHo-npaBoBas cuctema «apant». — URL: http://www.garant.ru/

2. UnpopmanmonHo-npaBoBass  cuctema  «Koncyaprant  mmoc». —  URL:
http://www.consultant.ru/

10. O0HoOBIIsIEMBIIi KOMILIEKT JHIEH3HOHHOI0 IPOrPaMMHOI0 o0ecrne4eHust
WuTerpupoBaHHbIi TakeT npukiaaaabsix nporpamm Microsoft Office.
OneparnrionHas cuctema Microsoft Windows.

Cucrema oOHapyKeHHsI TSKCTOBBIX 3aMMCTBOBaHmiA https://rmat.antiplagiat.ru/.
AwntuBupycHas nporpamma KasperskyEndpointSecurity.

Kopnoparusnas nngopmannonnas cucrema «KMCy.

a0

11. OGHoBJIsIeMBIE DJIeKTPOHHBIE 00pa3oBaTe/IbHbIE PeCYPChl
1. OBC «YHuBepcuterckas 6ubanorexa OHIaiH».
2. Kopnoparusnas nadopmarmonHas cucrema «KHUCy.
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12. Onucanne MaTepuaIbHO-TEXHUYECKOH 0a3bl, HEOOXOAUMOIi 1JIs1 OCYIIeCTBJICHUS
00pa30BaTeIbHOIO NMpoLecca Mo JUCHUILIUHE

W3yuenune AUCHUIUIMHBI YTPABICHYECKHH Y4YeT M y4eT MepcoHaja oOecreynBaeTcsi B
COOTBETCTBUM TpeOoBaHUsIMU DeepanibHOr0 TOCyIapcTBEHHOIO 00pa30BaTeIbHOrO CTaHAapTa
no Hanpasienuto 38.03.03 VmpaBnenue mnepcoHaToM K MaTepHAIbHO-TEXHUYECKOMY
00ecrneueHuIo.

MarepuanbHO-TEXHHUECKOE OOeCIedyeHre HeoOX0IuMOoe sl peau3aliyl JUCIUIUTHHEL
BKJIFOYACT: y4yeOHasi aymauTopus (KaOMHET NpodecCHOHATbHBIX TUCIUILIIMH) JJIs TPOBEICHHS
3aHATHI BCeX BUAOB, IPEIYCMOTPEHHBIX O0Opa30BaTEIBHOW NPOTPAMMOM, B TOM 4YHCIE
TPYNNOBBIX M HWHAUBUAYAJIbHBIX KOHCYJIbTALMNA, TEKYIIEr0 KOHTPOJSI U IMPOMEKYTOUHOM
arrecraiuu. O0OpyIOBaHKE: TOCAAOYHBIC MECTa M0 KOJIMYECTBY 00YJarOMIMXCs; pabodee MECTO
npenoaaBatelis; mkad; Texaudeckue cpeacrtpa ooyuenus: 11K, TB.

[Tomemienne s CaMOCTOSITENFHONH pabOTHI: MepcOHaNbHBIE KOMIBbIOTEpHl (12 mT.)
BO3MOKHOCTBIO TIOJIKJIFOYCHHS K HH(GOPMAITMOHHO-TEJICKOMMYHUKAIIMOHHON ceTu "MHTepHeT" u
oOecriedyeHneM JI0CTyla B JJCKTPOHHYIO HH(OPMAIMOHHO-00pa30BaTeIbHYIO Cpeay, K
COBpEMEHHBIM Mpo(decCHOHANBHBIM 0a3aM JaHHBIX W HMHQOPMAIMOHHBIM CIPABOYHBIM
CHCTEMaM.

Kommext mebenn PMAT obecriedeHa HEOOXOAUMBIM KOMILIEKTOM JIMIIEH3HOHHOTO H
CBOOOJHO pacIpOCTPaHsIEMOr0 MPOrPaMMHOIO OOecHeueHHs, B TOM YHCIIE OTEYECTBEHHOTO
MIPOM3BOICTBA (COCTaB ompeeiicH B I1. 10 1 MoIe)KuT 0OHOBIICHUIO (ITPH HEOOXOMMOCTH).

[Ipu ucnonbp3zoBaHUM B 00pa30BaTEIbLHOM IPOLIECCE MEYaTHBIX M3AAHUNA OMOIMOTEUHBIN
(GboH/I YKOMITJIEKTOBAH MEYaTHBIMU M3AaHUSIMH U3 pacueTa He MeHee 0,25 sK3eMIuIapa KaxkIoro
W3 W3/IaHul, yKa3aHHBIX B I1.§, Ha OAHOTO OOYYaIOMIErocs W3 YHCIA JIMI, OJHOBPEMEHHO
OCBAaMBAIOIIMX COOTBETCTBYIOLIYIO TUCHHUIUIUHY (MOJIYIb), MPOXOMAIIUX COOTBETCTBYIOIIYIO
MPAKTHUKY.

ObyuaromumMes obecriedeH JocTyn (yHajJeHHBIA JOCTYI), B TOM 4YHUCJIE B Ciydae
MPUMEHEHHS DIJIEKTPOHHOTO OOYYeHHs, MUCTAaHIIMOHHBIX 0O0pa30BAaTENbHBIX TEXHOJOTHHA, K
COBPEMEHHBIM TNpo(ecCHOHANbHBIM 0a3aM JaHHBIX M HMH(OPMAIMOHHBIM  CIIPABOYHBIM
CHUCTEMaM, COCTaB KOTOpPBIX oOmpeneisercss B 1.9 W NOMJIEKUT OOHOBIEHUIO (IIpU
HEOOXOUMOCTH).

JlonotHeHNs ¥ N3MEHEHHUs1 B padoydeil mporpaMme AU CHHUIIIMHBI
Ynpas/ieHYEeCKHI y4eT U y4eT NepcoHana

Ha20 /20 yu4eOHbIii rojg
Crenyrorue 3amucu OTHOCATCS K TLI.___

ABTOp

3aB. kadeapoii
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