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«PersamMeHTanusi J0OKyMeHToOOeceYeHNsI YIIPaBJIeHH s MIEPCOHAIOM »

Kpanuduxanus MarucrTp
BBIITYCKHUKA
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MOATOTOBKHU

YnpaBJ/ieHHe IEPCOHATIOM
HampasnenHoctb JKOHOMHKA TPY/AA U yIpaBJIeHHe MePCOHAJIOM
(mpodun) OpraHu3anuu

HaumeHoedaHue

dopma o0yueHus o4Hasi

Kadenpa I'ocynrapcTBeHHOr0 1 MYHHIIUNIAJIBHOIO YIIPABJIEHUS H
pa3paboTunk ylpaBJ/ieHHs IEPCOHAIOM

HaumeHoedaHue
Brinyckaromas I'ocynrapcTBeHHOro 1 MyYHMIIUIIAJIBHOTO YIIPABJIEHUS U
kadenpa ylpaBJ/ieHHs IEPCOHAIOM

HaumeHosaHue



TunoBbie 3a1aHus 1JI KOHTPOJbHOI PadOTHI:

Bapuant Ne 1
IIpakTnueckoe 3axanue Ne 1.
1. Hamucarp 3asBienwe o mnpuemMe Ha pabOTy (JMaHHBIE YKaKUTE caMOCTOsTeNbHO). Ha
OCHOBAHMU 3asIBJICHUS 0(POPMUTH MPHKA3 O MpUeMe Ha padoTy.
2. 3amoyHUTH JIMYHYKO KapTOuKy paboTHuka. HeoOxomumble J1aHHBIE —yKaszaTh
CaMOCTOSITENIBHO.
3. CocTaBuTh KypHAJI pEerucTparuu BXoanmx 10kyMmeHToB st OO0 «Knun» 3a 2 nus. B
KypHaJ BKJIIOYUTH 6 TOKYMEHTOB. Henocraromue pekBU3HTHI yKa3aTh CaMOCTOSITEIIHHO.

Bapuant Ne2
IIpakTnueckoe 3axanue Ne 2.
COBOKYIHBIH MMOTEHIUANBHBINA (POH] pabovero BpeMeHH Ha MPEANIPUITAN COCTABIISIET B
6a3ucHoM rojty 2658 Teic. 4, B 0T4eTHOM — 2764 ThIC. 4. Micnionp3oBanHbIl hoHA pabouero
BPEMEHHU COCTABUJ COOTBETCTBEHHO 2115,6 1 2266,5 Thic. 4. Kak n3MeHWICS ypOBEHb
OpraHu3aIluy TPy Ha MPEIIPUSTHN?
2. [TpoBecTn aHaTM3 HOPMATHBHOTO U (pakTHYECKOTO OaaHca pabovero BpeMeHH, pacyer
HOPMBI IITYYHOTO BPEMEHHU.
3. YcTaHOBHUTHh HOPMBI BBIPAOOTKH OJTHOTO PabOTHUKA /OpHUTaibl, HOPMBI Ha PyYHEIE,
MalIMHHO-PYYHbIE U MAalTUHHBIE OTIEPALIHH.
4. YCcTaHOBUTH HOPMBI 0OCITYKUBaHHsI 000PYI0BaHUS OJTHUM PAOOTHHKOM /OpUTaI0N.

TunoBble BONPOCHI K IK3aMeHY

1. OpraHu3annOHHO-?KOHOMHYECKHE TPENNOCBUIKM peryiaMeHTanuu Tpyna. CymHocTbh
periiaMeHTaluy Tpya U e€ B3aUMOCBS3b C YIIPABICHUEM [IEPCOHATIOM.

2. 3HaueHHWe perjaMeHTalM TpyjAa MepcoHaia B opraHu3anud. OCHOBHBIE HAIlPaBICHUS
peryiaMeHTaluy Tpyaa.

3. Kiaccudukanus ¢popm periiaMeHTauu Tpya nepcoHaia.

4. Knaccudukamys periaMeHTOB MO 3JIEMEHTaM CUCTEMBI YIPABJICHHs OpraHU3alnei.

5. OcoOeHHOCTH perjaMeHTalMu TpyAa pPYKOBOIUTENEH, CHEIHATUCTOB U JAPYTHUX
CITyXKaIIHX.

6. Meroauueckue OCHOBHI  perJIaMEHTAllMd  TPyAa B OpraHu3anusax. MeTopl
POEKTUPOBAHUS PEriIaMeHTUPYIOLICH JOKyMEHTAIHH.

7. TlomoxxeHUst O CTPYKTYpHBIX IOJpa3/eleHusAX (MOJOXKEHUEe O KaJpoBOH Ciyxoe).
Ha3znauenwue, conepxanue, Mops0K pa3padOTKH.

8. Konnextusnslit norosop. Haznauenue, cogepanue, nopsJoK COCTaBICHUS.

9. [IlpaBuna BHYTpEeHHEro TpyHOBOro pacmopsjaka. HazHaueHue, conepkaHue, MOPSIOK
pa3paboTKH.

10. ITonosxenue o nepconasne. Haznauenue, coaepxkanue, mopsoK pa3paboTKH.

11. Tlonoxxenue o0 ormnare Tpyaa. Haznauenue, coaepxanue, mopsok pa3padoTKH.

12. IrarHoe pacnucanue oprann3anuu HazHaduenue, conepxxanue, OpsioK pa3pabOTKH.
13. Tpynosoii goroBop (koHTpakT). Haznauenue, coaeprkanue, Mopsao0K COCTABIECHUS.

14. JlomxHOCTHast MHCTPYKLUs paboTHUKA. HazHaueHue, conepxanue, MopsoK pa3padoTKu.



15. Uuctpykuus no oxpane tpyaa. Haznauenue, conepxanue, mopsaok pa3padoTKy.

16. CymHocTh HOPMHPOBAHUS TPYZAA, OCHOBHBIE 0OBEKTHI HOPMUPOBAHHS TPY/IA.

17. ®yHKUMYU ¥ NPUHIUIIBI HOPMUPOBAHUSA TPYaA.

18. TpeGoBaHus K HOPMUPOBAHHIO TPY/A, BUABI 0OOCHOBAHUS HOPM TpY/Ia.

19. Knaccudukamus HOpM Tpyia, BUABI HOPM TPY/a.

20. O6nacth MpuMEHEHUSI OCHOBHBIX BHJIOB HOPM TPY/Ia.

21. Knaccudukaiuss HOpMATUBOB 10 TPYAY, BHIBI HOPMATHUBOB TI0 TPYY.

22. Knaccudukammsi 3aTpar pabodero BpEeMEHH: CTPYKTypa 3arpaT pabdodero BpEeMEHH;
HOPMHUpYEMBbIE 1 HECHOPMHUPYEMBIE 3aTpaThl pabovero BpeMeHH.

23. UccrnenoBanue 3arpar pabodero BpEMEHH, METOIbl MCCIIEOBaHUS 3arpar padbodero
BpPEMEHU.

24. ®ortorpadus padouero Bpemenu (PPB), paznoBumHoctn ®PB, nopsmox npuMeHeHUs
MIPH U3YYSHHUH 3aTPaT pabovyero BpeMeHH .

25. XpOHOMETPHUPOBAHHUE, CIIOCOOBI XPOHOMETPUPOBAHMS TPH HM3YYEHUH 3aTpaT pabodvero
BpPEMEHU.

26. KomruiekcHoe 00OCHOBaHME HOpPM TpyAa, OOOCHOBAaHME HOPM TpyAa C Y4ETOM
TEXHUYIECKUX, IKOHOMUYECKHX, TICHX0(PU3HOIOTHIECKUX, COITMATTBHBIX PakTopoB. [lepecmoTp
HOPM TpyZa U OIIEHKa X Ka4ecTBa.

27. MeTopl HOpMHPOBAHUS TPY/A.

28. HopmupoBaHue Tpyda OTICTBHBIX KaTeTOPUH TEpCOHaNa: HOPMHPOBAaHUE Tpyaa
PYKOBOJWTENCH,  CIENUAINCTOB W  TEXHWYECKHX  WCIOJNHHUTENCH, OCHOBHBIX U
BCITIOMOTATEJBHBIX pa00YHX.

29. JloxyMeHTaIlMOHHOE 00eCIICYCHHE YIIPABICHUS, €ro 3a/1a4u, QyHKITUH.

30. HopmatuBubie gokymentsl (I'CIHOY, T'OCTsi). IlonsaTue craHmapTH3alid W
yHU(DUKAIUH.

31. Knaccudukarus 10KyMEeHTOB.

32. PexBU3UTHI ypaBICHUYECKHX JOKYMEHTOB. PEeKBU3UTHI aBTOpa, NX 0(OpMIICHHE.

33. AnpecoBaHue JOKYMEHTA.

34. CornacoBaHue JOKYMEHTOB.

35. YaocroBepeHue TOKYMEHTOB.

36. OTMETKH Ha JOKYMEHTaXx.

37. TpeboBaHHs K TECTy JOKYMEHTA.

38. bmank. Buner 61ankoB. TpeboBanust K 6J1aHKaM JTOKYMEHTOB.

39. OpraHu3anroHHbIE JOKYMEHTHI.

40. PacnopsautenbHble TOKyMeHTHI. [IpuKka3bl IO OCHOBHOM JiesTeNbHOCTH. PactiopsikeHust.

41. NudopMallMOHHO- CHpaBOYHbIE JTOKYMEHTHI. JloknaaHble, OOBSCHUTENbHBIE 3aIHCKU.
CnpaBku.

42. AxThl, uX Buabl. CocTaBeHHE aKTOB.

43. IIportoxoisl 3acenanuii, copemanuii. [lonnas u kpatkas Gpopmbl mpoTOKOIA.

44, ]lenoBas mepemnucka.

45. JloxyMeHTHpOBaHHUE MPOLIECCOB JBHKEHUS KaIPOB.

46. IIpuka3sbl 10 JUYHOMY COCTaBY.

47. JIuunoe 3asBieHue. BeneHne TUYHBIX KapTOUeK.

48. TpynoBoii 10roBop.

49. Benenwne TpyaoBbIX KHUXKEK. OPopMIIeHHE TUYHBIX JIE.

50. Texnosorust paboTsl ¢ JOKyMeHTaMu. Opranu3zanus J0KyMEHTO000poTa.

51. Perucrpauus 10KyMEHTOB.

52. KoHTpOJIb UCTIOHEHUS TOKYMEHTOB.

53. Homenxuatypa aen. Cucremarusanus aen. PopMUpoBaHuE Jel.



