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BusupoBanue PII/I 1,151 MciOTHEHUSI B 04epeIHOM y4eOHOM Toay
"YTBEPXKIAIO"

Pabouas mporpamma nepecMoTpeHa, o0CykeHa u ogo0peHa Jutst ucromHeHus B 2025 - 2026 yuebHOM roy Ha
3acenaHny Kadenps! YIIpaBiIeHUs IEPCOHAIOM U SKOHOMHKH TPy Aa

[Iporoxox ot " " 20251. Ne_

3aB. kabenpoil kaHa.roc.vi.. noueHT. CtanHuk A.M. (nomce)

Busuposanue PII/I nj1s1 ucnio/iHeHUs B 0YepeIHOM YUeOHOM rogy
"YTBEPXKJAIO"

Pabouas mporpamma nepecMoTpeHa, 00CykaeHa u oo0peHa it ucroiHeHust B 2026 - 2027 yueOHOM roay Ha
3acenannu Kadeapbl YIIpaBleHUs IEPCOHATIOM M SKOHOMHUKH Tpy/ia

[Iporokom ot " " 2026 . Ne_

3aB. kadempoit kanm.roc.ymp., nonent, Ctagauk A.M. " (mommics)

Busuposanue PII/] nj1s1 ucniojiHeHUs B 0YepeTHOM YUeOHOM IOy
"YTBEPXKJIAIO"

Pabouas mporpamma nepecMoTpeHa, 00CykKaeHa U oo0peHa it ucnojiHeHust B 2027 - 2028 yueOHOM roay Ha
3acenannu Kadeaphbl YIpaBlIeHUs IEPCOHATIOM M SKOHOMUKH TPYia

[Iporoxox ot " " 2027 1. Ne__

3aB. kxabenpoil kauna.roc.vin.. nouesT. Ctanuuxk A.M. (nomuce)

Buzuposanue PIIJ] 1j1s1 ucniojiHeHUsI B 0YepPETHOM YUYE€OHOM IOy
"YTBEPXKJIAIO"

Pabouas mporpamMma repecMoTpeHa, oocyxkaeHa u ogoopena A ucromaerns B 2028 - 2029 yuebnom romy Ha
3acenannu Kaeaphl YIpaBlICHUs IEPCOHATIOM M SKOHOMUKH TPYia

[Iporokon ot " " 2028 1. No__

3aB. kadenpoit kana.roc.ymp., norent, Ctaaauk A.M. " (nommcn)



PA3JIEJI 1. OPTAHU3AIIMOHHO-METOIUYECKHN

1.1. OEJA JUCIIAITJIMHbBI

Llenp W3y4yeHHs MOUCHMIUIMHBL oOOecnednTh ()OPMHPOBAHME y CTYICHTOB 3HAHUI M IPEICTABICHUI O
crennpuKe JOKYMEHTAIIMOHHOTO OOeCHeueHHs IMpoliecca YIPaBICHUS MEPCOHAIOM, HAaBBIKOB JIOKYMEHTAIBHOTO
oopMITEeHUS] OCHOBHBIX YIIPAaBICHYECKUX MPOLETYD.

1.2. YYEBHBIE 3AIAYU U CHUIIJINHBbI

1.M3ydeHne CyIOIHOCTH, OCHOBOMOJIATAIOMIMX TieJled ©W 3amad  JOKYMEHTAIIMOHHOTO  OO0eCIIeUeHUs
yHpaBJIeHUS MTEPCOHATIOM;
2.M3yueHne mpaBHUI COBPEMEHHOTO JEJIONPOU3BOJICTBA, CIIOXKUBIIETOCS OIMBITa MOJTOTOBKH, OQPOPMIICHUS U BEACHUS
BCEX BHJIOB TOKYMEHTOB C YUETOM TPEOOBaHHIA 3aKOHOJATEIIFHBIX aKTOB M HOPMaTUBHBIX IOKYMEHTOB;
3.Ilomydenne mpencTaBiIeHWH 00 OCHOBHBIX BHAAX OPraHU3AIMOHHO-PACIOPSIUTENBHBIX JOKYMEHTOB W TpaBHIIax
COCTAaBJICHUA JOKYMCHTOB I10 BCEM HaIlpaBJICHUAM YIPABJICHUSA IEPCOHATIOM;
4.@opMupoBaHHEe y OOydYalOmUXCS TPAKTHUYECKHX YMEHHH W  HAaBBIKOB COCTaBICHHA ©  O(QOPMIICHUS
COOTBETCTBYIOIIHX JOKYMEHTOB.

1.3. MECTO JUCHOMIUIMHBI B CTPYKTYPE OCHOBHOH OBPA3OBATEJIBHOM
ITPOI'PAMMBbI

Hukn (pazmen) OITOIT BO: | b1.0

1.3.1. Jucyunnuna "/Joxymenmayuonnoe obeneuerue ynpasieHus NepcoHaiom” onupaemces Ha ciedyoujue
anemenmel OI1OII BO:

Mogenu mpogeccHOHANBHBIX KOMIIETEHIINH CIIEUATNCTOB B YIIPABICHHN TIEPCOHAIOM

OCHOBBI KaIpOBOM MOJUTHKH U KaJPOBOTO TJIAHUPOBAHUS

OCHOBHI YIIpaBJICHHS TIEPCOHAIOM

Brenenue B mpodeccuro

1.3.2. Hucyunauna "Joxymenmayuonnoe obeneuenue ynpasienus nepcornanom'” evicmynaem onopou 0is
CnedyIouuUx d1eMeHmos:

Ka,[[pOBOG AIMUHUCTPUPOBAHUC U ACTIOMPOU3BOACTBO

1C: 3apniaTa 1 Kaapbl

OreHka 1 aTTecTalys nepcoHana

IIpepunnoMHas mpakTUKa

IloaroroBka k caade u caaya TOCYyJAapCTBEHHOT'O 3K3aMCHa

[MoxroroBka K 3alllMTE U 3alllUTa BBITYCKHON KBAJTU(UKAIIMOHHONW PabOThI

1.4. PE3YJIBTATBI OCBOEHUSA JUCIMIIJINHBI:

OIIK-3.7: [lemoncmpupyem 3uanue 0OKYMEeHMAYUOHHO20 CONPOBONCOCHUS NPUHUMACMBIX PeldeHull

3HaTB:

YpoBenb 1 |TOPSAOK  COCTaBICHUS  JIOKYMEHTOB, OOCCIICUUBAIONIMX  JOKYMEHTAI[HOHHOE  COMPOBOXICHUE
OCHOBHBIX TPOIIECCOB B c(hepe yIpaBICHHS MIEPCOHAIIOM;

YpoBeHb 2 | IOHATHE U BUABI JOKYMEHTOB B chepe ynpaBieHHs IEPCOHAIOM;
MOPSIIOK  TOKYMEHTAllMOHHOTO  CONPOBXKICHUS IPUHMMAEMbIX pEIIeHHH B cdepe ynpasieHHA
[IEPCOHAIOM

YpoBenb 3 |BHIBI, COAEpKAaHHE W TOPSJIOK COCTAaBJICHUS JOKYMEHTOB, OOECIIEUMBAIOUIMX JOKYMEHTAallMOHHOE
COIIPOBOXKIEHUE OCHOBHBIX MPOIIECCOB B Cpepe YIIPaBIECHUS IEPCOHAIOM;

MOPSAZIOK  JTOKYMEHTAIIMOHHOTO OOecreueHnsl peKpyTHHTa W TpHeMa TepcoHaja, IMepeBofa u
YBOJIBHEHHMSI ITEPCOHAJIA, OTIIYCKOB COTPYAHHUKOB, BE€ICHNSI BOGHHO-YYETHOTO CTOJIa

VYMeTs:

ypOBeHL 1 | 000CHOBEIBATE HGO6XO,[[I/IMOCTI) pa3pa60TKH JOKYMCHTOB I JOKYMCHTALIMOHHOTI'O obecreueHus
OCHOBHBIX KaJPOBLIX ITPOLIECCOB

YpoBeHnb 2 | 000CHOBBIBAaTh HEOOXOAMMOCTH HM  pa3padaThiBaTh IMPOEKTHI JOKYMEHTOB, HEOOXOIUMBIX IS
JOKYMCHTAlITMOHHOI'O oOecrieyeHns OCHOBHBIX KaApOBBIX IIPOIECCOB

YpoBenb 3 |pa3pabaTeiBaTh TNPOEKTHl JOKYMEHTOB, HEOOXOIMMBIX Ui OOeclieYeHHUs] pPEKpPyTHHra M mpuema
NepcoHana, MEepeBoAa W YBOJbHEHHA IE€PCOHaNa, O(OpMIECHHUS OTIYCKOB COTPYAHHMKOB, BEICHHS
BOEHHO-YYETHOTO CTOJIA

Bnanerts:

YpoBenb 1 |HaBeikamMu pPa3pabOTKH TPOCKTOB JITOKYMEHTOB OOCCIIEUMBAIONINX IPOIECCHl TpHUEMa, MEepEeMEIeCHUs,
YBOJIbHEHHMSI TIEPCOHAJIA, BEICHUS BOEHHO-YYETHOI'O CTOJIA

ypOBeHLZ HaBBIKaMH pa3pa60T1<1/1 1 BBCIACHHA B IehcTBHE JAOKYMCHTOB O6CCH€'II/IBaIOH_II/IX mpouccChl mpucma,
TNEPEMECIICHNM A, YBOJBHCHUS TIE€PCOHAJIA, BEACHUA BOCHHO-YUCTHOI'O CTOJIa




Yposens 3

HaBBbIKaMH OopraHusanuu JOKYMCHTAITUOHHOT'O COIIPOBOXKIACHUA MeponmeHﬁ 1o

NEpEMCUICHNIO, YBOJBHCHUIO II€PCOHAJIA, BEACHUA BOCHHO-YUCTHOTO CTOJIA

npueMy,

1.4. PE3YJIBTATBI OCBOEHUSA JUCIMIIJINHBI:

OIIK-4.6: Cnocoben npumenams

HA npakmuxke 3HAaHUue OCHOB Kaapoeoeo ()eﬂonpou%odcmea u

opeaHuzayuu apxXueHoco XpaHeHUus K(lap06blx doxyfweHmog 6 coomeemcmeuu ¢ deﬁcmeylou;wwu HoOpMamueHo-
npaeosvimMu akmamu, a mdakxKoce HABbIKU O3HAKOMIIEHUA compy()mmoe opearnusayuu ¢ Kadpoeoﬁ OOKyMeHmauuezZ u
()eﬁcmeyiowwwu JIOKAJIbHbIMU HOPMAMUBHbIMU AKmMAamMu

3HaTh:
YpoBenb 1 | 0CHOBHBIC JOKYMEHTHI, PErVIAMEHTUPYIOIIHE MOPSIIOK OpTraHU3aluK KaJIpOBOTO JIEJIONPOU3BOICTBRA |
MIOPSIIOK 03HAKOMJICHHSI COTPYIHUKOB OPraHU3aINK C KaJIpOBOW JOKyMEHTaIueH
YpoBeHb 2 | TIOPSIIOK OpPTaHU3AIMU KaJPOBOTO AEIONPOU3BOJCTBA W OPTaHM3AIMU apXHBHOTO XPAHEHUS KaIpOBBIX
JIOKyMEHTOB;
MOPSIIOK O3HAKOMIICHUSI COTPYJIHHUKOB OPTaHM3aIlMU C KaJIpOBOW MOKYMEHTAIMEH W JCHCTBYIONIUMU
JIOKAITbHBIMA HOPMATHBHBIMHU aKTaMU
YpoBeHnb 3 | OCHOBBI KaJpOBOTO JEIIOTIPOU3BOJICTBA M OPTaHU3AINN APXHUBHOTO XpaHEHHS KaJpPOBBIX TOKYMEHTOB;
TIOPSIIOK O3HAKOMIJICHUSI COTPYIHHUKOB OPTaHM3AIlMU C KaJIpOBOW MOKYMEHTAITMEH W JEHCTBYIOITUMU
JIOKAJIbHBIMA HOPMATHBHBIMHU aKTaMU
YMeTsh:
YpoBens 1 | obecrieunBaTh OPSAOK BEACHUS KaJpOBOTO JCIIONPOU3BOJICTBA H OPTaHU3AIINN;
OPTaHM30BBIBATH MPOIEAYPY O3HAKOMIIEHHUS COTPYIHUKOB OPTaHU3AINH C KaJIpOBOH TOKYMEHTAIHen
YpoBeHb 2 | aHATU3UPOBATh CYIICCTBYIONIMN B OpPTaHMU3AIMHM TOPSIOK BEACHHS KaJIpPOBOTO JCIONPOM3BOJCTBA HA
MpEeAMET COOMIOICHNUST YCTAHOBIICHHBIX HOPM U TIPABUIL,
OpPraHM30BBIBATH MPOIEYPY O3HAKOMIICHUS COTPYAHHKOB OPraHU3aIlMH C KaJpOBOW JOKyMEHTAIlUEH U
JNEHCTBYIONIMMH JIOKaJTbHBIMH HOPMATHBHBIMH aKTaMHU
YpoBensb 3 | obecriednBaTh COONIOACHUE HOPM | TIPABUJI BEACHIS KQAPOBOTO JCIOTPOU3BOJICTBA M OPTaHU3AITNH;
OpraHU30BBIBAThH MPOIEAYPY O3HAKOMIICHHS COTPYAHHMKOB OPTaHU3AlUU C KaJIpOBOU JOKYMEHTAIlUEH U
JNEHCTBYIONIMMH JIOKaTbHBIMH HOPMATUBHBIMH aKTaMHU
Bnaners:
YpoBens 1 | HaBbIKaMU BeJICHUS KaAPOBOTO JEIONPOU3BO/ICTBA B OPTraHU3AIINH;
HaBBIKAMH O3HAKOMJICHUSI COTPYTHUKOB OPTaHU3AIMH ¢ KaIpOBOW JOKYMEHTAIUeH
YpoBeHb 2 | HaBBIKAMH BEIICHUS KaapoOBOTO JCIONPOU3BOJICTBA M OPTraHU3AIMH apXWBHOTO XPAHCHHUS KaJIpOBBIX
JIOKyMEHTOB;
HaBBIKAMH O3HAKOMJICHHUS COTPYIHHUKOB OPTaHW3AlMU C KAAPOBOW JOKYMEHTAalWeH W JeHCTBYIOMIMMHU
JIOKQJIbHBIMA HOPMATHUBHBIMHU aKTaMHU
YpoBenb 3 |HaBBIKAMH BENICHUS KaJIpOBOTO JCIONMPOU3BOJICTBA M OPraHU3AIlMH apXUBHOTO XPAHECHUS KaJpPOBBIX
JIOKYMEHTOB B COOTBETCTBHU C JIEHCTBYIOIUMH HOPMAaTUBHO-ITPABOBEIMH aKTaMU;
HaBBIKAMH O3HAKOMJIEHHUS COTPYIHHUKOB OPTaHW3AlMU C KaAPOBOW JOKYMEHTAalWeHd W JeHCTBYIOMIMMHU
JIOKQJIbHBIMA HOPMATHBHBIMHU aKTaMU

1.4. PE3YJIBTATBI OCBOEHUSA JUCIIMIIJINHBI:

IIKc-8.4:

Ocywecmensiem  OOKyMeHmoobopom, Gopmupyem JOKATbHbIE OOKYMEHMbl N0  80NPOCAM

VIPAGNeHUus NepCcoHaIom (8 mom ducie obecneyeHus NepcoHAiIOM, OYeHKU U ammeCmayuu nepcoHand, nobluleHus
K8AMUpUKAyUY 1 CMAd}CUPOSKU, OP2aHU3AYUL Mpyoa u OnIamvl NEPCoOHALA U Op.)

3HaTh:

Yposenn 1

MOHSATHE KAJAPOBOTO JJOKYMEHTO000pOTAa;
CYIIIHOCTB M COJCPIKaHUE JTOKAIBHBIX JOKYMEHTOB 0 BOITPOCAM YIIPABICHHUS TIEPCOHAIIOM;

YpoBeHs 2

TEOPETHUECKUE IMOAXOJIbI K OpPraHU3aINU KaJIPOBOr0 JOKYMEHTOO0OPOTA;

CYIITHOCTB, COJEp)KaHWE, TMOPAIOK pa3pabOTKHA IJIOKABHBIX JOKYMEHTOB, 10 BOIIPOCaM YIIPAaBIICHUS
[IEPCOHAIIOM;

MOPSJIOK TOKYMEHTAIIMOHHOTO 00ECIIEUCHUS TIPOIISAYPhI OIICHKH MepCoHaIa

YpoBens 3

TEOPETUUECKHUE IMOAXO0JIbI K OPraHU3aIMK U BEJICHUIO KaJPOBOTO JOKYMEHTOO0OPOTA;

CYIITHOCTB, COJIep)KaHWe, MOPSAIOK pa3pabOTKW W BBEICHHS B JCWCTBHE JIOKAIBHBIX JOKYMEHTOB, IIO
BOIIPOCAaM yIPaBICHHUS MIEPCOHATIOM;

MOPSJIOK JOKYMEHTAIIMOHHOTO 00ECIIEUCHUS TIPOIISAYPhI OIICHKH IepCoHaIa

VYMeTh:

Yposens 1

onpeacadATe NEpCUYCHb MUHHUMAJIBHO HCO6XO}_'[I/IMI>IX JIOKAJIBHBIX  JOKYMCHTOB
y1paBJIC€HUA IEPCOHATIOM B T.4. oOecrieueHus OLCHKM II€pCOHAJIa

o BOIIpoCcamM

Yposens 2

OLICHMWBATh COACPKAHUE JIOKAJIbHBIX JOKYMEHTOB IIO BOIpOCaM YIPaBJICHUA II€PCOHAJIOM B T.4Y.
obecreueHust OILICHKM II€pCOHAIa




YposeHnb 3 | pazpabaTsiBaTh MIPOCKTHI JOKATBHBIX JOKYMEHTOB 10 BOIIPOCAM yNPABICHUS IIEPCOHAIIOM;
pa3pabaTbIBaTh MPOEKTHI JOKYMEHTOB, HEOOXOIUMBIX JIJIsl 00eCTIeueHHs OLEHKHU ITepCoHaa

Bnanets:

YpoBensb 1 | HaBBIKAMH COCTABJICHHS M XPAHEHUS] OCHOBHBIX KaJIPOBBIX JIOKYMEHTOB;
CHOCOOHOCTSIMU aHallM3a W OOOCHOBaHUS HEOOXOIMMOCTH pPa3padOTKU W YTBEPXKIACHHS JIOKAIBHBIX
JOKYMEHTOB TI0 BOIIPOCAM yTIPABJICHUS NIEPCOHATIOM

YpoBeHb 2 | HaBBIKAMH OPTaHU3AIIMHU U BEJIEHUS KaJIPOBOTO JJOKyMEHTO000pOTa;

CHOCOOHOCTSIMH aHaJIW3a W OOOCHOBaHMS HEOOXOAMMOCTH pa3pabOTKM M YTBEPKACHUS JIOKaIbHBIX
JOKYMEHTOB TI0 BOIIPOCAaM YIIPaBJICHUS MIEPCOHATIOM;

HaBBIKaMH Pa3pabOTKU MPOEKTOB JIOKAJIBHBIX JOKYMEHTOB 110 BOIIPOCAM YIIPABJICHUS IEPCOHATIOM

YpoBeHnb 3 | HaBBIKAMH OPTaHU3ALMHU U BEJIEHHUS KaJPOBOT0 JJOKyMEHTO000pOTa;

CIOCOOHOCTSIMH aHaJIW3a W OOOCHOBaHMS HEOOXOAMMOCTH pa3pabOTKM M YTBEPKACHUS JIOKaIbHBIX
JOKYMEHTOB TI0 BOIIPOCAaM YIIPaBJICHUS IEPCOHATIOM;

HaBBIKAMH Pa3pabOTKU IIPOEKTOB JIOKAJIBHBIX JOKYMEHTOB II0 BOIPOCAaM YIPABJICHHUsS IEPCOHAJIOM B
T.4. Uil O0ECTIeYeHHs OLICHKH TIepcoHala

B pezynemame oceoenus oOucyunaunwt "/[oKymenmayuonnoe obdeneyenue ynpaeieHus nepcomanom'’

3.1|3HaTh:

TeopeTudeckue MOaX0AbI K OpTaHU3AINH U BEJICHUIO KaIPOBOTO IOKyMEHTO000pOTa

CyImHOCTh, TOPSIOK TOATOTOBKH U O(GOPMIICHUS JIOKANbHBIX JOKYMEHTOB II0 BOMpOCaM YIPaBJICHUS
nepcoHaioM (B TOM 4YHuclie oOecreueHHs NEepCOHANIOM, OLEHKM W aTTeCTallid IepcoHala, pa3BUTHA,
npodeccHoHAIBHON Kaphephl, BRICBOOOXKICHHUS TIEpCOHAaIa)

3.2| Ymerh:

pa3pabaTbIBaTh MPOEKTHI JOKAIbHBIX JOKYMEHTOB II0 BOIPOCAM YIPABJICHUS IMEPCOHAIOM (B TOM 4YHCIE
obecrieueHNs] TIEPCOHAJIOM, OIEHKM M aTTeCTallid IIepCOHaja, pPa3BUTHs, MPO(ecCHOHATBHON Kapbepsl,
BBICBOOOKICHUS ITEPCOHATIA

3.3| Bragern:

HaBBIKAMH OPTaHHU3AINA U OCYIIECTBIEHUS KaJPOBOTO JOKyMEHTO000pOTa;

CITOCOOHOCTSMH aHaiwM3a W OOOCHOBaHHS HEOOXOIOMMOCTH pa3padOTKA W YTBEPKICHHUS JIOKATBHBIX
JIOKYMEHTOB II0 BOMPOCaM YIMPaBJICHUS MEPCOHAIOM (B TOM 4YHCIE OOCCIICYCHMS TMEPCOHATIOM, OILEHKH M
aTTeCTaIly [IePCOHAJIA, PA3BUTHS, MPO(PECCUOHATLHON Kaphephl, BHICBOOOKICHHUS MIEPCOHATIA)

1.5. ®OPMbI KOHTPOJIA

Texkymii KOHTPOJIb YCIIEBAEMOCTH IO3BOJSIET OLIGHUTH YPOBEHb C(HOPMHPOBAHHOCTH DJIEMEHTOB
KOMIICTCHUMH (3HaHWH, YMEHHH M NPUOOPETEHHBIX HABBIKOB), KOMIICTEHLHMH C IOCICAYIOIUM OO0bEIMHEHHEM
OIIEHOK W TMPOBOAWUTCS B (oOpMe: YCTHOIO OmIpoca Ha JIEKIHOHHBIX WM CEMHUHAPCKUX/MPAKTUYECKUX 3aHITHAX
(ppoHTaNBHBIN, MHAMBUAYAIbHBIA, KOMIUIEKCHBII), MUCHBMEHHON NPOBEPKH (TECTOBBIC 3aJaHHs, KOHTPOJIb 3HAHUH
1O pasfeny, CHUTyalMOHHBIX 3aJaHUd M T.N.), OLEHKH aKTUBHOCTH PabOTHI OOydaloIIerocsi Ha 3aHSATHH, BKIIOYAs
3aJaHus A7l CAMOCTOSTENIbHON padoThl.

Hpome.m'ymoqnaﬂ ammecmayus

Pe3ynbTaThl TEKymero KOHTPOJS W MPOMEKYTOYHOH arrectaliui (OPMUPYIOT pPEHTHHTOBYIO OICHKY
pabotel crynenra. Pacmpenmenenue OamioB mnpu  (HOPMHPOBAHHUM PEUTHHTOBOH OIIGHKHM pabOThl  CTyJEHTa
OCYIIECTBISICTCS B COOTBETCTBHH C JICHCTBYIOIIMM JIOKAJTbHBIM HOPMATHBHBIM akTOM.  [lo  JUCHHUIUIMHE
"JJokyMEHTAIIMOHHOE OOCTICUeHNE YIIpaBICHUS IEPCOHAIOM" BHJIOM TPOMEKYTOUYHOH aTTECTAIlUU SBIISICTCS
Ox3ameH

PA3AEJI 2. COAEPKAHUE JUCIIUAIIJIMHBI

2.1. TPYJOEMKOCTbH OCBOEHUA JUCLHUITIMHBI

OOmass TpymOEMKOCTh JHCHMILIAHBI "JlOKyMEHTAIlMOHHOE OOCTICYeHHE VIIPAaBJICHHS IEePCOHAIOM"
cocTaBisgeT 3 3auétHple eauHuIpl, 108 gacos.

KonnuecTBo 4acoB, BBIJCISIEMBIX Ha KOHTAaKTHYIO pabOTy C MpEnojaBaTelieM M CaMOCTOSITEIBHYIO padoTy
o0ydJaromierocs, onpeensieTcss yueOHbIM TUTaHOM.

2.2. COAEPKAHUE PA3JIEJOB JUCHUIIJINHBI

HaumeHnoBaHue pa3/iesioB U TeM /BU/L 3aHATHS/ Cemectp | YacoB | Komneren- | Jlureparypa | Uurte | Ilpumeuanue
/ Kypce 101014 PaKT.

Pazgen 1. Pazgen 1. O0mue Bonpochbl OpraHu3anuu
AOKYMEHTAIIUOHHOI'0 odecrneyeHus yYupasJjieHust
TEepPCOHAIOM




Tema 1.1. [TorsTHE ¥ BUABI JOKYMCHTOB B OIIK-3.7 JI1.1
cdepe ynpasienus nepcoHaniom. CyIIHOCTb U ITKc-8.4 | JI1.2J12.1JI3
MOPSIIOK COCTABJICHUS JIOKAIBbHBIX aKTOB .1
opranuzanun /JIex/
Tema 1.1. [lonsiTHE U BUABI JOKYMEHTOB B OIIK-3.7 JI1.1
cdepe ynpasienus nepcoHanom. CyIiHOCTb U ITKc-8.4 | JI1.2J12.1JI3
MOPSIIOK COCTABJICHHUS JIOKATbHBIX aKTOB 1 J13.2
opranmuzanuu /Cem 3an/ 31 322 33
Tema 1.1. [TonsiTue U BUABI JOKYMEHTOB B OIIK-3.7 JI1.1
cdepe ynpasienus nepcoHanom. CyIiHOCTb U [IKc-8.4 | JI1.2J12.1JI3
MOPSAZOK COCTABJICHHS JJOKAJIBHBIX aKTOB 1 J13.2
opranuzauuu /Cp/ J3.3
0102233
Tema 1.2. [Ipuka3ssl ¥ COMyTCTBYIOIINE OIIK-4.6 | JI1.1J12.1JI3
JIOKYMEHTBI, KOTOpbIE TOTOBUT KaJpoBast A
ciryx0a /Jlex/
Tema 1.2. [Ipuka3ssl ¥ COMyTCTBYIOIINE OIIK-4.6 | JI1.1J12.1JI3
JIOKyMEHTBI, KOTOPBIE TOTOBUT KaJIpOBast 1J13.2
ciyx06a /Cem 3an/ 21032233
Tema 1.2. [Ipuxa3ssl ¥ cCOMyTCTBYOIINE OIIK-4.6 | JI1.1J12.1J13
JIOKyMEHTBI, KOTOPBIE TOTOBUT KaJIpOBast 1J13.3
ciryx0a /Cp/ 012233
Pazpnea 2. Pasnen 2. JlokymeHTHpOBaHUE
nmpoueccon odecneyeHus opranms3anvu
MEPCOHAJIOM M €ro IBMKCHUSA
Tema 2.1. JIokyMEHTUPOBaHHUE PEKPYTUHTA U OIIK-3.7 | JI1.1J12.1J13
npuema nepconaina /Jlex/ 1
Tema 2.1. JIoKyMeHTHpOBaHNE PEKPYTHHTA U OIIK-3.7 | JI1.1J12.1J13
npuema nepconana /Cem 3an/ 1 J13.2
01022 33
Tema 2.1. IoKkyMEHTUPOBaHUE PEKPYTHHTA U OIIK-3.7 | JI1.1J12.1J13
npuema nepconana /Cp/ 1J13.3
012233
Tema 2.2. JlIokyMeHTHUpOBaHHE MEPEBOAA OIIK-3.7 | JI1.1J12.1J13
COTpYJIHHKA Ha APYyTyI0 padoty /Jlex/ A
Tema 2.2. JIoOKyMEHTHpOBaHHE MEPEBOAA OIIK-3.7 | JI1.1J12.1J13
COTpYIHHKA Ha Apyryio padoty /Cem 3an/ 1 J13.2




01022 33

Tema 2.2. JIokyMEHTHPOBaHHUE NEPEBOJIA [IKc-8.4 | JI1.1J12.1J13
COTpYIHHKA Ha ApyTyio padoty /Cp/ 1J13.3
012233
Tema 2.3. JIOKyMEHTHPOBAaHUE YBOIbHEHUS OIIK-3.7 | JI1.1J12.1J13
COTpyIHHUKOB /JIek/ d
Tema 2.3. JIokyMEHTUPOBAHHUE YBOJbHEHUS OIIK-3.7 | JI1.1J12.1J13
cotpyaHukoB /Cem 3an/ A1 J13.2
0102233
Tema 2.3. JlIokyMeHTHPOBaHNE YBOJIbHEHHUS OIIK-3.7 | JI1.1J12.1J13
cotpyaaukoB /Cp/ 1 J13.3
212233
Paznen 3. Pazaen 3. JlokymeHTHpOBaHHE OCHOBHBIX
onepanuii, odecne4nBaroUIUX co0/II01eHue
TPEGOBaHHﬁ TPYAOBOIo 3aKOHOAAaTEJIbCTBA
Tema 3.1. IoKyMEHTUPOBAHUE OTITYCKOB OIIK-3.7 | JI1.1J12.1J13
COTpyIHHUKOB /JIek/ A
Tema 3.1. IoKyMEHTHPOBAHUE OTITYCKOB OIIK-3.7 | JI1.1J12.1J13
corpyanukos /Cem 3aH/ A J13.2
0102233
Tema 3.1. lokyMeHTHPOBaHKE OTITyCKOB OIIK-3.7 | JI1.1J12.1JI3
cotpyaHukos /Cp/ 1 J13.3
0102233
Tema 3.2. JIOKyMEHTaIlMOHHOE COIPOBOXKICHNE [IKc-8.4 | JI1.1J12.1J13
OIICHKH (arTecTalrun) nepconana /JIex/ A
Tema 3.2. JIoOKyMeHTallMOHHOE COMPOBOXKICHUE ITKc-8.4 | JI1.1J12.1JI3
oreHkH (arrecranun) nepconana /Cem 3an/ 1 J13.2
012233
Tema 3.2. JIOKyMEHTalMOHHOE COMPOBOXKICHUE [1Kc-8.4 | JI1.1J12.1J13
OTIeHKH (arTecranuu) nepconana /Cp/ 1J13.3
012233
Tema 3.3. JlIokyMeHTaIIMOHHOE 00SCTICUCHIE OIIK-3.7 | JI1.1J12.1J13

BeJICHUS] BOCHHO-YYETHOTO cToa /JIek/

1




Tema 3.3. JlokyMeHTaIlMOHHOE OOeCTICUeHUE 5 4 OIIK-3.7 | JI1.1J12.1J13 0

BEJICHUS BOCHHO-YYeTHOTO cToja /Cem 3an/ 1 J13.2
215233

Tema 3.3. JlokyMeHTaIlMOHHOE OOecTieueHIe 5 4 OIIK-3.7 | JI1.1J12.1JI3 0

BeJICHUS] BOCHHO-yUeTHOTO cTona /Cp/ 1 J13.3
2193233

/Komnc/ 5 2 0

PA3IEJI 3. OBPA3OBATEJIBHBIE TEXHOJIOT' T

B mpomecce ocBoeHHS IUCIUIUIMHBI «J[OKyMEHTAITMOHHOE OOCCIIeUeHUE VYIPABIICHUS IIEPCOHAIIOM)
UCIOJB3YIOTCS CIEAYIONIMEe 00pa3oBaTebHbIE TEXHOJOTMU: JICKIUH, CEMHUHAPCKHE 3aHATHS, CaMOCTOSTENIbHAs
paboTa CTYJICHTOB TIO BHIMIOJIHEHUIO PA3JINYHBIX BUJIOB 3aJIJaHUM.

B mpomecce ocBoeHHMs ~— AWCHWIUIMHBI  «JlOKyMEHTallMOHHOE  OOECNedeHWe  YNpaBICHHS  MEPCOHATIOM»
HCITOJIB3YIOTCS  CIIEMYIONINE HWHTEPAKTHBHBIC 00pa3oBaTelIbHBIC TEXHOJOTHH: NpoOMeMHas JIeKmws. JIeKIMOHHBII
MaTepual MpeICTaBIeH B BUAE ciaij-npeseHTaimu B (Gopmare «Power Point». s HarmsgHOCTH MCHOIB3YIOTCS
MaTepHallbl Pa3jINYHbIX HAYYHBIX U TEXHUYECKUX SKCIIEPUMEHTOB, CIIPABOYHBIX MAaTEPHUANIOB, HAyYHBIX cTared T.n. B
XOlIe JICKITMU TIPeIyCMOTpeHa oOpaTHas CBsI3b CO CTYACHTaMH, aKTHBH3UpYIOIMIHE BoOmpockl. [Ipm mpoBeneHumn
JICKIUM  WCMOJIB3YeTCS  MPOOJIEMHO-OPUCHTHUPOBAHHBI  MEXIUCIUIUIMHAPHBIA  MOAXOJ,  IPEAIOIararoIuii
TBOPYECKHUE BOMPOCHI U CO3IaHUE TUCKYCCUOHHBIX CUTYaIUil.

[Ipy WBJIOXKEHUH TEOPETHYECKOIO0 MaTepuaia HCMOJb3YIOTCA TaKHe METOAbl, KaK: MOHOJIOTHYECKH,
MOKa3aTeJbHbIA, JUAJTOTMYSCKUI, OBPUCTUYECKUN, HCCICAOBATCIILCKUAN, MPOOJIEMHOE H3JIOKEHHE, a TakkKe
CIEAYIOIIME TMPUHLUNBI OUJAKTUKA BBICIIEH IIKOJIBI, TaKUE Kak: IOCIEAOBAaTEIbHOCTh MU CHCTEMAaTUYHOCTh
o0y4yeHHsl, IIOCTYHHOCTh OOYyYeHHWs, TMPUHIWIN HAYYHOCTH, TPUHIMIIEI B3aUMOCBA3M TEOpPUM U TIPAKTHKH,
HaTJISITHOCTH | Jp. B KOHITE KaXKI0¥ JIEKIIUK TTPETyCMOTPEHO BPEMSI i1l OTBETOB Ha MPOOJIEMHEIE BOTIPOCHL.

CamMocTosiTenibHass ~ pa0oTa  MpeJHa3HAa4YeHa Uil BHEAYJAUTOPHOM  pabOThl  CTYJCHTOB,  CBSI3aHHOH  C
KOHCIIEKTHPOBAaHHEM HCTOYHHMKOB, Y4eOHOI'O MaTepuaia, U3ydeHHEeM JOIOIHUTEILHOW JIUTEPATyphl M0 JUCIHILINHE,
MMOATOTOBKOM K TEKYIIEMY M CEMECTPOBOMY KOHTPOJIO, & TaKKe BBITOJIHCHHEM WHIWBHIYAIBHOTO 3adaHus B (Gopme
pedepara,ipe3eHTal|K, TE3UCOB JOKJIaAa, CTaThU

PA3JIEJI 4. YHEBHO-METOANYECKOE U MATEPUAJIBHO-TEXHUYECKOE
OBECHHEYEHHUE JUCIUAIIJIMHBbI

4.1. Pekomengyemasi JuTeparypa

1. OcHoBHas1 IMTepaTypa

ABTODEL, 3arnaBue N3paTenscTBO, 1O
JI1.1 |Hoswu, U. H. KanpoBoe nenonpon3BoacTBO U KapOBBIN yUeT : Taranpor : Taranporckwuii
yuaebHoe mocobue (84 c.) WHCTUTYT YHpaBJICHUS U
SKOHOMHKH, 2019
JI1.2 |Eropos, B. I1. JlokyMeHTOBeIeHUE U TOKYMEHTAI[IOHHOE o0ecrieueHue Cankr-IletepOypr : Jlans,
B. II. Eropos, A. B. |ynpaBneHus B ycaoBusX HU(PPOBOIl SKOHOMUKH: yueOHUK | 2021
CIIMHBKOB 1ot By30B (372 ¢.)
2. lonotHUTEIbHAS JTUTEPaTypa
ABTODBHL, 3arnasue H3paTenscTBO, 101
JI2.1 |JI. C. JIsaxoBa KaapoBoe anMUHHUCTpUPOBAHUE U ACIOTPOU3BOJICTBO : oy BIIO "JOHAYUI'C",
yuebHoe nmocobue (188 c.) 2019

3. Meronnueckue pa3padorku

| ABTODEHI, | 3arnaBue | H3narenscTBO, roj




ABTODEHI, 3arnaBue H3narenscTBO, roj

JI3.1 JlokyMeHTannoHHOE 00ecTieueHne YIpaBIeHUs Honenx: BITBOY ®O
Kazanmesa JI.C. MEPCOHAIOM: KOHCIIEKT JCKIMH/ TeKCT 3JIeKTPOHHBIN "NIOHAYUI'C", 2024

(156 ¢.)
JI3.2 JlokyMeHTannoOHHOE 00ecTieueHne YIpaBIeHUs Honeuk: ®I'OY BO
Kazanmesa JI.C. MEPCOHAJIOM : : METOANYECKHUE PEKOMEHAAINU JJIsI "NOHAYUI'C", 2024

NPOBENICHUS CEMUHAPCKUX 3aHATUH ISl 00y HatOLIHXCsI
00pa3oBaTeIbHON MPOrpaMMbl OakajgaBpHaTa
HanpasieHus nmoaroroBku 38.03.03 Ynpasienne
nepcoHasioM, mpod b "YIpaBiieHUE MePCOHATIOM
OpraHM3alliy ¥ TOCYAaPCTBEHHOM CITYKObI" OYHON /0YHO-
3a049HOU popm oOyueHu ()

JI3.3 JokyMeHTamoHHOE 00eCieYeHHE YIPaBICHUS Honeuk: ®I'bOY BO
Kazaunnesa JI.C. MIEPCOHAJIOM:: METOAUYECKHE PEKOMEHIALINN [ "ITOHAYUI'C", 2024
CaMOCTOSATEITLHOM pabOTHI 00yIAFOIITHXCS
00pa3oBaTelbHON MPOrpaMMbI OakagaBpraTa
HanpasneHus noarotosku 38.03.03 Ynpasnenue
MepCoHaIoM, IpodIb "YTpaBiieHne IEPCOHATIOM
OpraHM3aliU U TOCYAaPCTBCHHOM CITyKObI" OYHOMN /0YHO-
3a0uHOl Gopm oOyueHus (16¢.)

4.2. IlepeyeHb pecypcoB
HH(OPMALHOHHO-TEJIEKOMMYHMKAIIMOHHOI ceTH ''UHTepHeT"

51 Hayunas snextponnas Oubnmuoteka «KMBEPJIEHHKAY.

- URL:https://cyberleninka.ru/ https://cyberleninka.ru/

3 | 9BC «JIAHb». - URL:https://e.]lanbook.com https:/e.lanbook.com

3 | 9BC «3HAHUYM»- URL:https://znanium.ru https://znanium.ru

4.3. IlepeyeHb NPOrpaMMHOIr0 odecrnedeHust

JIniieH3uoHHOE u CBO60,I[HO pacpocCTpaHsaIcMocC mporpaMMHOC 06CCH€‘-IeHI/IC, B TOM qHuCJIeC
OTCUYECCTBCHHOTI'O IIPOMU3BOACTBA:

- Libre Office (mumen3us Mozilla Public License v2.0.)

- 7-Zip (mumens3ust GNU Lesser General Public License)

- AIMP (munensus LGPL v.2.1)

- STDU Viewer (freeware for private non-commercial or educational use)
- GIMP (munensus GNU General Public License)

- Inkscape (nmunen3us GNU General Public License).

4.4. IIpodeccnonanbHble 0a3bl JAHHBIX U HH(OPMAIHOHHBIE CTIPABOYHBIE CHCTEMBbI

Caiit o kaapoBomy nenonpousBoactsy . — URL: https://www.kadrovik-praktik.ru/

Oumnnaitn nacniekuus — bank nokymenroB. URL: https://onnaitnnacnexius.pdg/documents/?role=employer

OdenepanbHas ciryx0a rocymapcTBeHHol cratuctuku. — URL: https://rosstat.gov.ru/statistic

Poccrpyn denepanbHast ciayxba o Tpyny u 3anstoctd. — URL: https://rostrud.gov.ru/

Knaccndopm.PY CnpaBounnk kogoB obmiepoccuiickux knaccugpuraropos. URL:https://classinform.ru/
Obmepoccuiickuil  kmaccudurarop npodeccuit pabounx, MOIKHOCTEH ciayxamux u TapuHbeX paspsmgoB. — URL:
http://okpdtr.ru/

Enunblii  kBanu(UKAUOHHBIA CIPAaBOYHUK JOJDKHOCTEH PYKOBOIUTENEH, CICIMAIUCTOB M JPYTUX CITy)Kallux
(EKC). — URL: http://bizlog.ru/eks/

Kypnan «KCK skcrriept». — URL: https://journal.ksk.expert/

Kypnan «Ynpasnenue nepconanom» ». — URL: https://www.top-personal.ru/

«Kanposoe nenoy» Ilpaktuyeckuii ;xypHain mo kaapoBoi padore». — URL: https: https://www.kdelo.ru/

4.5. MaTepuajibHO-TeXHHYeCKoe ofecreyeHne TN CUUIINHBI

Jns mpoBemeHust y4yeOHBIX 3aHATUH, HPEAYCMOTPEHHBIX 0Opa30BaTENbFHONW NPOrPaMMOM, 3aKpeIUICHBI
ayJUTOPHUH COTJIACHO PACIUCaHUIO yUeOHbIX 3aHITUI:
pabodee MecTo penoaBaTes, IOCaJOYHbIe MECTa 10 KOJTHYECTBY 00yJaloIMXCsl, JOCKa MEJIOBast, IePCOHAbHBIH
KOMITBIOTEP C JIMLEH3UPOBAHHBIM IPOrPAaMMHBIM 00eCIIeYeHHEM OOIIEro Ha3HAYECHUS, MYJIbTUMEIUNHBIA IPOEKTOP,
9KpaH, UHTEPAKTUBHAS [TaHETIb.

PA3JAEJL 5. POHA ONEHOYHBIX CPEJACTB



kazan
Вычеркивание


5.1. KoHTpoJibHbIE BONPOCHI M 3aaHUs

[lepeueHs BOIIPOCOB ISl CAMOIIOATOTOBKH

1.CymHOCTh ¥ OCHOBHOE Ha3HAYCHUE IOKYMECHTAIIMOHHOTO 00eCieueH s YIPaBIICHUs TIEPCOHAIOM B COBPEMEHHBIX
YCIIOBHSIX.

2.HopmaruBHo-npaBoBasi 0a3a JOKyMEHTallMOHHOI'O 00ECIICUeHHUs YIIPABJICHUS IEPCOHATIOM.

3.Crnenn¢urka JOKyMEHTAIMOHHOTO 00eCIIeYeHHs YIIPABICHHUS IIEPCOHATIOM B OPTaHU3AIUAX TOCYIapCTBEHHON
CITyKOBI.

4.B03MOKHOCTH UCTIOJIb30BAHUS COBPEMEHHBIX HH)OPMALIMOHHBIX CUCTEM, IPOIPAMMHBIX CPEICTB 00paboTKH
Z1e710BOH nHGOPMAaLUK U1 ONTUMU3ALMH KaAPOBOT0 JOKyMEHTO000POTa B OpraHU3aliH.

5.B03MOKHOCTH HCIIOIB30BaHMsI COBPEMEHHBIX CHIEUAIN3UPOBAHHBIX KaJPOBBIX KOMITBIOTEPHBIX MTPOTPAMM JIJIsI
ONITUMM3ALUH KaJpOBOT0 JOKYMEHTO000POTa B OpraHU3al1H.

6.VcTopust CTAHOBJICHUS M PAa3BUTHUS JOKYMEHTAILIMOHHOTO 00ECIICUEHHsI yIIPaBICHHS B CTPAHE.

7.Crieniurika JOKYMEHTAIHOHHOTO 0OSCIIEYeHUS YIPABICHUS B KaJIPOBBIX CITyxk0ax.

8.IlepcriekTUBHBIC HALIPABJICHUS B Pa3BUTHUH JOKYMEHTAIIHOHHOTO 00eCIIeueHHs yIPaBiIeHHs IEPCOHATIOM
OpraHu3alty.

9.IlpumeHeHue rocyJapCTBEHHBIX CTAHJAPTOB B OPraHU3allMK JOKYMEHTALlMOHHOIO 00ECIIEUCHHUS] YIIPABIICHU.
10.XapakreprucTuka CiTyKO0bl JIOKYyMEHTAI[HOHHOTO 00SCIICUCHHSI Ha TIPETPUSATHH.

Bomnpocs! k 3k3MeHy

1.CocTaB 1 3Ha4eHHE KaJPOBON JOKYMEHTALIUU

2.IlonsATHE U BUIBI KAAPOBOHM JOKYMEHTALIUU

3.Crienu¢rika KaIpoBBIX JOKYMEHTOB

4 Knaccubukanus KaIpoBOH TOKYMECHTAITHH

5.IloHsiTHE OpraHU3alMOHHO-YIIPAaBICHYECKOT0 JOKyMEHTa B cepe yIpaBlIeHHs IEPCOHAIOM, BU/IbL, TIPaBOBast
OCHOBA Pa3pabOTKH U IPUHATHUS

6.IlonsTHE MH(OPMALIMOHHO-CIPABOYHOIO JOKYMEHTa B c(epe yIpaBIE€HHUs IEePCOHAIOM, BHIBL.
7.Crienndrika JOKyMEHTAIHIOHHOTO 00eCTIeUeHUs! YIIPaBICHHsI IEPCOHANIOM B OPTaHH3ALHUAX TOCYAapPCTBEHHOM
CITYKOBI

8.B03MOXKHOCTH HCIOIB30BAHHSI COBPEMEHHBIX MH(POPMALIMOHHBIX CUCTEM, IPOTPAMMHBIX CPEICTB 00paboTKH
JIENTOBOM MH(POPMAITUK [Tl ONTHMHU3AIMH KaJPOBOTO JJOKYMEHTO000POTa B OpraHH3alluH

9.B03MO0XHOCTH HCIIOSIb30BaHMSI COBPEMEHHBIX CTIEUATN3UPOBAHHBIX KaJAPOBBIX KOMITBIOTEPHBIX IPOTPaMM IS
ONITUMM3ALUH KaJpOBOTO TOKYMEHTOO0OPOTa B OpraHU3aLuu

10.Ha3nauenue BUIBI, TPaBOBasi OCHOBA pa3pabOTKU U MPUHATHS JIOKAJTFHBIX HOPMAaTUBHBIX aKTOB B cdepe
yHpaBIeHHs MEPCOHAIOM

11.06s13aTenbHbIC JIOKATbHBIE HOPMATUBHBIC aKTHI U IOKYMEHTBI OPraHU3aLuH: BUbI, TOPSA0K COCTABICHUS U
YTBEPXKICHUS

12.@axynbpTaTUBHBIE JOKAJIbHBIE HOPMATUBHBIE aKThI U IOKYMEHTHI : BUIIBI, TIOPSIIOK COCTABJICHUS U YTBEPKACHUS
13.11ITaTHOE pacnycaHue: Ha3HaAuYEHUE, MOPSAOK TOATOTOBKU U YTBEPKACHUA

14.Busl IprKa3oB, MOATOTaBINBAEMBIX KaIPOBOH CITyKO00i

15.11prKka3pl O IUIHOMY COCTaBY: BHJBI, XapaKTepPHbIE 0COOEHHOCTH

16.JI0KyMEHTBI, COMyTCTBYIOLINE N3aHUIO MPUKA30B BU/IbI, HA3HAYEHUE, MTOPSIOK COCTABICHUS

17.CymHoCTh peKpyTHHIa ¥ OCHOBHBIE IOKYMEHTBI €70 CONPOBOKAAOLINE

18.10KyMeHTHI 00eCTIeYNBAOIINE dTAll IIONCKA ITepCoHaa

19.J/lokyMeHTHpOBaHUE MPUEMa MepcoHalia Ha paboTy

20.CyuiHocTs ¥ IPUYHMHEI [IEPEeBOJIa COTPYAHNKA Ha APYTYIO paboTy

21.J10KyMEHTUPOBaHUE BPEMEHHOIO [IEPEBOIA COTPYAHHUKA

22 JIoKyMEHTHPOBaHHUE MTOCTOSHHOTO MIEPEBOAA COTPYTHUKA

23.CyuiHocTb ¥ 00CTOSTENbCTBA YBOJIBHEHHUS COTPY/JHHUKA

24.JIoKyMEHTallMOHHOE 00eCIIeUYeHUE PACTOPKEHUS TPYIOBOr0 JOTOBOPA MO COTJIAILICHUIO CTOPOH
25.J1okyMeHTaIMoHHOE 00ecTIieyeHre MPEKPAIIeHUsI CPOYHOTO TPYJOBOTO I0TOBOpA

26.JlokyMeHTalIMOHHOE 00ecIieueHIe PacTOPKEHHS TPYIOBOTO JOTOBOpa 10 MHUIMATHBE PabOTHHKA
27.JIoKyMEeHTallMOHHOE 00eCIIeUeHHE PACTOPKEHUS PACTOPKEHHUS TPYJOBOTO JOrOBOPA B CBSI3U C U3MEHEHHEM €T0
YCIIOBUM

28.JlokyMeHTaOHHOE 00ecTIeueHrEe YBOJIbHEHUS COTPYAHUKA IO METUITUHCKAM ITOKA3aHHUSIM
29.JlokyMeHTallMOHHOE 00ecIieueHIe YBOIbHEHHE COTPYIHIKA MO0 00CTOATEILCTBAM, HE 3aBUCSIIIUM OT BOJIM CTOPOH
30./lokyMeHTalIMOHHOE 00eCIIeYeHHE YBOJILHEHUS COTPYIHUKA BCIEACTBUE HAPYILECHHUS PABUII 3aKITIOUCHHUS
TPYZOBOTO IOTOBOpA

31.00uwmii nopsiok oGopMIICHHUS IPEKPAIIEHHsI TPYA0BOTO IOTOBOPA

32.Bunel oTIycKoB pabOTHHKA M OCHOBHBIE JOKYMEHTBI, PETJIaMEHTHPYIOIIKE UX MPEIOCTaBICHHE
33.JI0KyMEHTallMOHHOE COIIPOBOXKIEHHE IIPEAOCTABICHUS COTPYJHHUKY €XKETOJHOIO JIONIOJHUTEIBHOTO OTIIYCKa




34, JIOKyMEHTaIIHOHHOE COIIPOBOXKICHHE MPEAOCTABIICHUS COTPYIHUKY OTITyCKa 0e3 CoOXpaHeHHs 3apabOTHOM TUTaThI
35.JI0KyMEHTAIlHOHHOE COIPOBOXKICHHE PEAOCTABIICHUS COTPYJHUKY Y4€OHOTO OTITyCKa

36./loKyMEHTallMOHHOE COMPOBOXIECHHE OT3bIBA COTPYAHUKA U3 OTITYCKa

37.Attecranus nmepcoHana: MoHATHE, [1eJThb, 33JIa4YH U TIPABOBOE PETYIUPOBAHHE

38.ITopsimok TpoBEeNCHUS aTTECTAIIMN TIEpCOHATa

39.JlokyMeHTallMOHHOE 00ecIieueHHE POLIEAYPHI ATTeCTallMi paObOTHUKOB almapaTa yrpaBlIeHUs
40.JlokyMeHTaIlMOHHOE 00eCTIeUeHUE pealln3allii pe3yIbTaTOB aTTeCTalluu

41.HopmaTHBHO-TIPaBOBOE PETYIUPOBAHIE BOMHCKOTO yueTa pabOTHUKOB OpTaHU3aIluN

42.CocraB TOKYMEHTOB BOCHHO-YYETHOTO TIOApa3/ieeHus (BOCHHO-YYETHOTO CTOJIA), CO3aBAEMOTO B OpPTraHH3alluH
IUIsl BEIEHUsI BOMHCKOTO y4eTa

43.0Opranuzanusi MEepBUYHOTO BEJIEHUS BOSGHHO-YYETHOTO CTOJa

5.2. Tembl NUCbMEHHBIX padoT

Ilepeyens TeM 1 BBIOIHEHUS] UHAUBUAYAIbHBIX 3aJaHUI

1.1lITaTHOC pacucaHme: CTPYKTypa, MPOIeaypa pa3padoTKU, YTBEPKIACHIS, BHECCHUS
W3MEHEHUU U I0MTOJTHEHUH.

2.JIoKyMEeHTBI IO PEKPYTHHTY TIEpCOHAJIA: TIOHSATHE, BUBI, O0IIas XapaKTePUCTHKA.
3.JlokyMeHTHUpOBaHUE NPOLENYPbl H3MEHEHUS TPYAOBOIO JOrOBOPA.
4.JIokyMEHTHPOBAHHE TIPOIIeCcCa MPEKPAIICHUS TPYIOBBIX OTHOIIEHUH ¢ paOOTHUKOM.
5. TpyaoBoit AOTOBOp U JOMOJHUTENBHOE COTNALICHUE K TPYIOBOMY JOTOBOpY:
MOHSTHE, COACPKAHUE, IPOLEAYpa 3aKITOUECHUS.

6.J10KyMeHTBI 110 PEKPYTHUHTY TIepCcoHaa, HopMUpYyeMbIe Ha 3Tare 0TOopa MmepcoHaia.
7.J10KyMEHTBI TI0 peKPYTUHTY TIepcoHaa, (GOpMUpPYyEMbIC Ha dTale MOUCKa MepCcoHaa.
8.IIpuka3bl M0 IBUKEHUIO KaJPOB: IOHSITHE, BUJIbI, COACPKAHUE.
9.[lokyMeHTHpOBaHHE TIpoIlecca MPOBEACHUS aTTECTAINH.

10.0TueTHBIC JOKYMEHTHI 1O JBIDKCHUIO KAJpOB: MOHATHE, BUABI, CTPYKTYypa,
poIeaypa pa3paboTKH U yTBEPIKICHUS.

11.10KyMEHTHI IO IBHKEHHUIO KaJIpOB: COCTaB, O0IIast XapaKTEePUCTHKA.
13.JIoOKyMeHTHI K TMpHKa3aM IO JBIKEHUIO KaJpOB: IMOHSATHE, BUIBI, OOIIAs XapaKTePUCTUKA

5.3. ®oH OLIECHOYHBIX CPEICTB

®DOoHJ OIEHOYHBIX CPENCTB AUCHUIUIMHBI "JlOKyMeHTalmoHHOe oOeredeHne YIpaBIeHUs IMepcoHaioM"
pa3paboTaH B COOTBETCTBHUH C JOKaJIbHBIM HOpMaTuBHBIM akToM PI'BOY BO "JIOHAYUI'C".

®DOHJT OLIEHOYHBIX CPEJCTB JAMCHUIUIMHBEI "J|OKyMEHTAllMOHHOE OOCTICUeHUE YIMPaBICHUS IMEPCOHAIOM" B
noJTHOM 00beMe TPeICTaBIIeH B BHJIE PWIIOKEeHU K JanHoMy PITJI.

5.4. IlepeyeHb BUI0OB OLIEHOYHBIX CPEACTB

Hoxman, coobuienue
Bormpocsr miis o6cyxaeHus
TecToBBIC 3agaHU
Bonpocs! k sk3aMeny

PA3JIEJI 6. CPEJCTBA AJJAIITAIMHU ITPEIIOJABAHUA JTUCHUIIJIMHBI K
MNOTPEBHOCTAM JINL C O PAHUYEHHBIMHA BO3MOKHOCTAMMU 310POBbSA

B ciydae HeoOxomuMocTH, 00y4aromuMcs M3 YMCIia JIML C OTPAaHUYEHHBIMH BO3MOKHOCTSIMH 3/I0POBbs (TI0
3asiBIIEHUIO 00ydYaromierocs) MOTYT IpenjaraThCs OJHH W3 CIEAYIONIMX BapHaHTOB BOCHPHATHS WHGOpPMAIVH C
YYETOM HX WHAWBUAYAIBHBIX ICUXO(QU3NIECKUX 0COOCHHOCTEH:

1) c mprMeHEeHnEeM AIIEKTPOHHOTO O0YYECHHUS U TUCTaHIIMOHHBIX TEXHOJIOTHH.

2) ¢ IpUMEHEHHEM CHEUUAIBHOr0 000pyAOBaHUS (TEXHHKH) U HPOTPAMMHOTO OOECIIEUCHHUS, UMEIOLINXCS B
OI'bOY BO "JOHAYUI'C".

B mpomecce oOydeHHss TpW HEOOXOAMMOCTH Ui JIMIL C HApYIICHUSMH 3pEHUs, clIyXa U OIOpPHO-
JBUTaTEJILHOTO armapara NpeoCTaBIAIOTCS CIeIyOIIIe YCIOBUS:

- JUTsL TUI] C HapyIICHUSAMHU 3pEeHHs: Y4eOHO-MEeTOAMYECKHe MaTephaibl B TeYaTHOH (opMe YBETMIEHHBIM
mpudpToM; B (opMe DIEKTPOHHOTO [OKyMeHTa; B ¢opme aynuodaiina (mepeBox y4eOHBIX MaTepHajoB B
ayauogdopmar); MHIUBHIyaJbHbIC 3aJaHUS U KOHCYJIbTALlUH.

- IS JIAI ¢ HapYIICHUSIMH CIlyXa: yd4eOHO-METOMWYecCKHe Marephaibl B TmedaTHoH ¢opme; B (opme
JJIEKTPOHHOTO JIOKYMEHTa; BHIEOMATEpHalbl C CyOTHTpamH; HHIWBUAyalIbHbIE KOHCYJIbTAIMA C TPHUBICYCHHEM
CYpIOTIepEeBOIUYHKA; HHIUBU Iy aJbHbIC 3aaHUSI © KOHCYJIbTALIUH.

- ISl NI C HapyLIEHUSMH ONOPHO-IBUraTEJIbHOTO ammaparta: y4eOHO-METOAMYECKHE MaTepualibl B
nevdatHo Qopme; B (opMe JIEKTPOHHOTO MAOKyMeHTa; B (GopMe aynunodaiiia; WHAWBHIyaTbHBIE 3aJaHUS |
KOHCYJIbTAIIUH.

PA3JAEJ 7. METOAUYECKHUE YKA3AHUSA VIS OBYYAIOIIUXCA IO YCBOEHUIO




TUCIUAILINHBL

W3ydeHue kypca mpeanoliaraet, 4To MperojaBaTe)ib YUTACT JICKI[UH, MPOBOJUT CEMUHAPCKHE 3aHITHS, OPTaHH3yeT
CaMOCTOSITETIBHYIO  Pa00Ty  OOydaroIUXCs, MPOBOJUT KOHCYJIBTAI[MHM, PYKOBOJUT TOATOTOBKOH  JOKJIaI0B
00yYaroIIUXCsl Ha HAYYHO-TIPAKTHUECKUX KOH(MEPCHIMAX, OCYMISCTBIIACT TEKYIIMH M MPOMEKYTOUYHBIH KOHTPOJIb
3HAHUN O0YYarOIIUXCS.

C 1uenpr0 KaueCTBEHHOTO OCBOEHHS OOydYarOUIMMHCS JaHHOW AMCUMIUIMHBI Ha Kadeape pa3paOd0TaHbl METOAMYECKUE
PEKOMEHJAIIMKM TI0 OpraHW3alid  CaMOCTOSATENILHOW paboThl - KOMIUIEKC pPEKOMEHIAWA W pa3bsICHCHHH,
MO3BOJISIONINIA  O0OYyYalONUMCST ONTHMAJIbHBIM 00pa30M OpraHW30BaTh MPOLECC H3YyUEHHUS, KaK TEOPETHUECKOTO
y4eOHOTO MaTepuana IUCIHUILIAHBI, TaK U TOJArOTOBKM K CEMHHAPCKUM 3aHSATUSM, B TOM 4YHCIE HPOBOJIUMBIM C
WCTIOTb30BAaHUEM aKTUBHBIX W MHTEPAKTUBHBIX TEXHOIOTHIA 00YYCHUS.
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@DOH/J| OLIEHOYHBIX CPEJICTB M0 AUCUHUIUIMHE (MOAYINI0) «JlOKyMEHTAIlMOHHOE OOecreueHne
yIOpaBJICHUsI TIEpCOHANIOM» s oOydwarommuxcs 3 Kypca oOpa3oBaTeNbHOW MPOTrpaMMBI
OakanmaBpuata HampaieHus mnoarotoBku 38.03.03 Vmpaenenwe mnepcoHasoMm (mpoduiib
«YTpaBieHHE TEPCOHAIOM OpraHM3allud M TOCYJApCTBEHHOH CIykObl») OuYHOW (OpMBI
00y4eHwUsI.

Pa3zpaGoTumk: MAOIEHT, KaHJ. 3KOH. HayK., goneHT JI.C. K3zannena

®OC paccMOTpeH Ha
3acenanuu Kadeapsl
«Ynpaenenue nepconanom u IKOHOMUKA mpyoay

[IpoTokoun 3acexanus Kapeapsl OT 06.03.23 Ne 10

nara
3aBenyromnuii kageapoit A.M. CragHuk
(moamuck) (vHUIIMAITBL, (HaMUITHS)




PA3JIEJI 1.
HACHOPT ®OHJA OHEHOYHBIX CPEACTB
o AucuuImInHe (moay.amw) «/JokymeHTaunonHoe odecnevyenne ynpaBJjieHs MEePCOHATIOM

1.1. OcHOBHBIE CBe/IeHHS 0 JUCHHUILINHE (MOY.I€e)

Tab6muna 1

XapakTepucTuKa TUCIHUIUIAHBI (MOJTYJIS)
(cBeneHus cooTBETCTBYIOT pazneny PIII)

OO6pa3zoBareapHas mporpaMmma

OakanaBpuaTa

Hanpasnenune noaroToBku

38.03.03 YnpaBieHue nepcoHaIoM

[Tpodwib

«YTpaBieHHe IEPCOHAIIOM OpTaHU3aIHU U
rOCyJIapCTBEHHOM CITYKOBD»

KonnyecTBO pasnenoB y4eOHOM MUCIUTUIMHBI

3

YacTtpe 00pazoBaTeabHON MPOTrPaMMBbI

b1.0.28

@DOopMBI TEKYIIETO KOHTPOJIS

YCTHBIN OMPOC, TECTOBOE 3aJaHUe, JTOKIIa]]
(cooOrieHme), TUCKYCCUsl, MPAKTUYECKOE
3ajlaHue, KOHTPOJIb 3HAHUIL 10 pa3aeny.

[TokazaTenu Ounas dhopma
o0y4eHus
KonudecTBo 3a4eTHBIX €IWHUIL
(KpeuTOB) 3
Cemectp 5
Oowasa mpyooemkocmsy (aKadem. 4acoe) 108
Ayoumopnasa Konmakmunas paboma: 50
JIeKIIMOHHEBIE 3aHATUS 16
CemuHapcKue 3aHsATUS 32
Kouncynpranuu 2
CamocTosiTesibHasi padoTa 31
KonTpoas 27
Dopma npomedxcymouHou IK3ameH

ammecmayuu




1.2. IlepedyeHb KOMIETEHIMHA C YKa3aHHeM 3TanoB (OpPMHPOBAHHUS B Ipolecce
0CBOEHUs 00pa30BaTeJbHON MPOrpaMMbl

Tab6muna 2
[IepeueHb KOMIIETEHLUN U X DJIEMEHTOB
HNuaukaro
A p DNeMEeHTHl HHAUKATOPa HNunexc
Komnerenmus KOMITETEHIH U €ro
KOMIETEHIIUH JJIeMEHTa
¢dbopmynrpoBka
3unamo:
BU/IBI, coaepKaHue u | OIIK-3.7. 3-1
MOPSIA0K COCTaBJICHUS
JIOKYMEHTOB,
Omnpenensier 00ecreunBarIUX
coJiep>KaHue U | JOKYMEHTallHOHHOE
MOCJIeI0BATEIbHOCTh COMPOBOXKACHUE OCHOBHBIX
NEeHCTBUN o | IPOLIECCOB B chepe
CIM3allMd CTPATEruy | YIPABJICHUS IIEPCOHATIOM
OIIK-3 CriocoGer | P p TP P
YIIpaBIICHUS MOPAIOK OIIK-3.7. 3-2
paspabaTheiBaTh U
MIEPCOHAJIOM. JIOKYMEHTAIMOHHOTO
OCYIIECTBIISATh
JleMoHCTpUpyeT o0OecrnieueHrs peKpyTUHra M
MEpPONPUSITHS,
3HaHUE npuemMa nepcoHana,
HampaBlIEHHbIE Ha
JOKYMEHTaIlMOHHOTO nepeBoja M yBOJbHEHUS
peanuzaluio
COMPOBOXKICHUS IIepCcoHaa, OTITYCKOB
CTpaTeruu
MPUHUMAEMBbIX COTPYAHHUKOB, BEJICHUS
yIpaBieHUs o
perieHui. BOEHHO-YUYETHOT'O CTOJIa
MIEPCOHAJIOM,
O60ocHOBBIBaET Ymems:
o0ecneunBaTh UX
OpraHM3alOHHBIE M | pa3pabaTbIBaTh mpoektsl | OIIK-3.7. V-1
JIOKYMEHTAIlMOHHOE
colLlMaJbHbIE JOKYMEHTOB, HEO0OXOJIUMBIX
COIPOBOXKICHUE U
MOCJIEACTBUSI TS o0ecrieyeHus
OIICHUBATh .
MPUHSTHIX PEeIIeHUN peKpyTHHra W  IpuemMa
OpraHU3alMOHHbIE U
NepcoHajia, TmepeBoja U
COLIMAJIbHbBIE
OIIK-3.7. YBOJIbHEHUS [epCOHaIa,
MOCIIEICTBUS
JleMoHCTpUpYeT 3HaHUE | 0HOPMIICHUS OTIYCKOB
JOKYMEHTaIlMOHHOTO COTPYAHHUKOB, BEJICHUS
COMPOBOXKICHUS BOEHHO-YUYETHOT'O CTOJIa
MIPUHUMAEMBIX Bnaoemy:
peLIeHui HaBBIKAMH OPTaHU3AINU OIIK-3.7. B-1
JIOKYMEHTAIMOHHOTO
COIIPOBOXACHHUS
MEPOIPHUATHH 110 IIPUEMY,
MepPEeMELICHHIO, OLIEHKE,
YBOJIbHEHUIO MepCoHaa,
BEJICHUS] BOGHHO-YYETHOTO
cTOJIa
OIIK-4 Cnioco6en OO6ocHOBBIBaEeT BBIOOp | 3Hamb:
TIPUMCHATD TexHomorn u OCHOBBI KaJIpOBOT'O OIIK-4.6. 3-1
COBpEMEHHBIE METOJOB YUPABICHUS | 1ioni0nnou3BOICTEA H
TEXHOJIOTHH U MEPCOHATIOM B OpraHH3aIMH APXHBHOTO
METO/IbI COOTBETCTBUM © | ynanenus KapOBBIX
OMEepPaTUBHOTO NPUHATON CcTpaTeruei.

JIOKYMEHTOB




HNuaukarop

DNIeMEHTHI UHANKATOPA Nunexc
Kommerenmus KOMIIETEHIUH U €T0
KOMIIETEHIIUHA DJIEMEHTA
¢dbopmynrpoBka
yIIpaBJICHUSA JemoHcTpupyeT MOPSIIOK O3HAKOMIICHUS OIIK-4.6. 3-2
MIePCOHAJIOM, 3HAHNE COTPYAHUKOB OPTaHU3AINH C
BECTHU TpeOOBaHUI KaJIpoOBOTO | KaJpOBOM JOKYMEHTAaLUEH U
JIOKyMEHTAITMOHHOE JIOKyMEHTOO00pOTa M | IEUCTBYIOIIMMH
COMPOBOXKACHUE KaJIpOBOTO y4yeTa IPU | JIOKAJIbHBIMH HOPMATUBHBIMU
U y4er TJIAHUPOBAHUH 1 aKTaMu
IIPOBEACHUU KaIpOBOU | Ymems:
paboThI. oOecrieunBaTh COOIIOIEHUE OIIK-4.6. V-1
HOPM U MPABUJI BEJICHUS
IPUMCHATH Ha JIEJIONPOU3BO/ICTBA U
MPAKTHKE 3HAHUE OCHOB | gprapusaumu
KanpoBoro opranu3oBbIBaTh mporeaypy | OITK-4.6. V-2
ACTOTNIPOU3BOACTBA M | o3yakoMIIEHUS COTPYHUKOB
Opranu3aliin OpraHu3aluy ¢ KaapoBOi
APXMBHOTO XPAaHEHUS | joxymenTalHei 1
KaJ[POBBIX IOKYMEHTOB | nejicTByromumu
B COOTBETCTBUMU C JIOKAJIbHBLIMU HOPMATUBHEIMU
JNENCTBYIOIIUMHU aKTaMI
HOPMAaTHBHO- Bradembo:
[IPAaBOBBIMU aKTaMH, a
p ’ HaBbIKaMHU BEICHUA OIIK-4.6. B-1
TaKX€ HaBLIKU
KaJIpoOBOTO
03HaKOMJICHUS
JIEIOTIPOU3BOJICTBA U
COTPYAHUKOB
OpraHu3aly apXUBHOTO
OpraHU3aIiu C
. XpaHEHUS KaJIPOBBIX
KaJIpOBOM
. JIOKYMEHTOB B COOTBETCTBUU
JOKyMEHTaluen 9
s C ICUCTBYIOITUMHU
JEHCTBYIOIUMHA
HOPMaTHUBHO-TIPABOBBIMH
JIOKAJIbHBIMU
HOPMATHUBHBIMHU aKTaMU aKTavH
p HaBBIKAMH O3HAKOMJICHHUSA OIIK-4.6. B-2
COTPYAHUKOB OPTaHU3AINH C
KaJpOBOM TOKYMEHTALMEN U
NEUCTBYIOIIUMH
JIOKAJIbHBIMU HOPMATHBHBIMHU
aKTaMu
[MKc-8 [TKc-8.4. 3uamo:
Omnpenenser OcymecTBisieT TEOPETHYECKHUE TIOIXO/IBI K IIKc-8.4. 3-1
TpeOOBaHUS JIOKyMEHTOOOO0POT, OpraHu3al 1 BEACHUIO
CTaHJIapTOB KadyecTBa | (GOpMUPYET JOKAIbHBIE | KaIPOBOTO
K pa3paboTKe 1 JIOKYMEHTHI 110 JOKYMEHT0000poTa
BCJICHUIO MPOLIEAYP | BOIPOCAM YIPABICHUS | CYIIHOCTb, COAEPIKAHUE, I1IKc-8.4. 3-2
PEryjJInpoBaHusd IepcoHaiIoM (B TOM Iops 10K pa3pa60TKp1 u
TPYAOBBIX qucie obecreueHus BBEJICHHUS B IEHCTBHE
OTHOILICHUH U IEpCoOHAIOM, OLICHKH U JOKAJIbHBIX JTOKYMCHTOB, I10
COHpOBO)KI[aIOHleﬁ aTrTeCTalm nNepCoHalia, BOIIPOCaM YIIPaBJIICHUS
JIOKyMEHTAITUH. MMOBBILIEHHS IIEPCOHATIOM
[Ipumensier 3HaHue | KBaTU(DUKAMH U TIOPSAJIOK [MKc-8.4. 3-3
OCHOB paspa60T1<H u CTaXXUPOBKU, JIOKYMEHTALMOHHOI0




HNuaukarop
Kommnerenmus KOMIICTEHITHH U €TO DIEMEHTI HH/MKATOpa Hnpexe
KOMITCTCHITHH JJIEMEHTa
¢dbopmynrpoBka
BHEJIPCHHS KaJPOBOW | OpraHU3alluy TpyJa U o0eCIeYeHHUs IPOIIC Ty PhI
Y YIIPAaBICHYECKOW | OIUIATHI IEPCOHATA U OLIEHKH TIepCOHaIa
JIOKyMEHTAIlUH, ap.) Ymemos:
ONTHMH3AUH pa3pabarbIBaTh npoektsl | [1Kc-8.4. V-1
JIOKyMEHTO000pOTa 1 JIOKAJIBHBIX JOKYMEHTOB I10
CXeM BOIIpOCaM yIpaBiaeHUs
(GYHKITMOHATTBHBIX [1ePCOHAIOM
B3aMMOCBA3EH MEKILY pa3pabarhiBaTh npoektsl | [TKc-8.4. V-2
HOApasACICHUAMH, JIOKYMEHTOB, HEOOXOIUMBIX
OCHOB Pa3paboOTKH H s O0ECIeueHUsT OLEHKHU
BHEJPEHUS MIPOLIEAYP nepcoHana
peryJIupOBaHHS Bradems:
TPYAOBBIX HaBblkaMH opraHmsaimu  u | I11Kc-8.4. B-1
OTHOLICHUM M BEJICHUS KaJpOBOTo
COHPOBOKAAIOMICH JIOKYMEHT00060pOTa
AOKYMCHTALLMH JIJI cnocobnocTssmu  ananmmza U | [1Kc-8.4. B-2
UCCIICIOBaHHUS 0GOCHOBAHMS
TPaKTIICCKOTo HEOOXOJUMOCTH pa3pabOTKH
OTbITA yHpABJICHHA U YTBEPXKICHHUS JIOKATBHBIX
TICPCOHATIOM. JOKYMEHTOB IO BOIIPOCaM
VIPaBJICHUS TIEPCOHATIOM
HaBbIKaMU pa3pabotku | [1Kc-8.4. B-3
MIPOEKTOB JIOKaJIbHBIX
JOKYMEHTOB IO BOIIPOCaM
YIPaBJICHUS TIEPCOHATIOM
Tabmuma 3
Oranbl GOpMUPOBAHKS KOMIIETEHIIUN B MPOIIECCE OCBOCHUSI OCHOBHOM
00pa3oBaTeNbHON MPOTPAMMBI
Ne | Konrpomupyemsbie paznensl (Tembl) | Homep Kon HanmMenoBanmue
n/m JTUCHUTIITUHBI (MOYJIs1) CEMECTpa | KOHTPOJUPYEMOMN OLIEHOYHOTO
KOMITCTECHITHH cpeacTBa
(uu ee yacTH)

Paznen 1. O0mue Bonpochl OpraHu3anuu J0KyMEeHTAIMOHHOT0 o0ecneyeHusl yIpaBJIeHUus

NMEePCOHATIOM
1 Tema 1.1. IlousiTe U BUAEI 5 OIIK-3.7. 3-1 YcrHbIit onpoc,
JIOKYMEHTOB B c(hepe yrnpaBieHus I1Kc-8.4. 3-1 JOKJ1a
nepcorasioM. CyniHoCTh U [TKc-8.4. 3-2 (coobmienue),
MOPSAAOK COCTABJICHUS JIOKAJIBHBIX IIKc-8.4. V-1 JIACKYCCHUS
aKTOB OpraHu3aIu I1Kc-8.4. B-1
[1Kc-8.4. B-2
2 | Tema 1.2. Ilpuxassl u 5 OIIK-4.6. 3-1 YcrHbIit onpoc,
COIYTCTBYIOIIUE TOKYMEHTHI, OIIK-4.6. 3-2 JOKJ1a
KOTOPBIE TOTOBUT KaIpOBast OIIK-4.6. ¥Y-1 (coobmienue),
ciryx0a OIIK-4.6. Y-2 JUCKYCCHS,
OIIK-4.6. B-1 MPAKTUYECKOE




Ne | Korrponupyemsie pa3aensl (Tembr) | Homep Kon HaumenoBanue
/T JTUCITUATIITAHBI (MOYJIsST) ceMecTpa | KOHTPOJUPYEMOH OIICHOYHOT'O
KOMTIETCHIINH CpencTBa
(v ee 9acTH)
OIIK-4.6. B-2 3a/1aHKUE, KOHTPOJIb

3HAHUU MO pa3aeiy
(TecToBBIC 3aJaHUS)

Paznen 2. /lokymeHTHPOBaHMeE MPOLEC

COB o0ecrey

CHMS OpraHu3anvun

MEePCOHAIOM H €ro

JABHKEHUsI
3 | Tema 2.1. JokyMeHTHpPOBaHHE 5 OIIK-3.7. 3-2 YcrHbIii onpoc,
PEKpPYTHHIa ¥ IpUEMa MEPCOHAIIA OIIK-3.7. V-1 JOKJIa]T
OIIK-3.7. B-1 (coobmienue),
JUCKYCCHS,
MIPAKTHYECKOE
3a/1aHue
4 | Tema 2.2. JIokyMeHTHpPOBaHHE 5 OIIK-3.3. 3-2 YcrHbIii onpoc,
IepeBO/Ia COTPYAHUKA HA APYTYIO OIIK-3.7. V-1 JOKJIa]T
pabory OIIK-3.7. B-1 (coobmienue),
JUCKYCCHS,
MPAKTHYECKOE
3a/1aHue
5 | Tema 2.3. [IokyMEHTHpPOBaHHE 5 OIIK-3.7. 3-2 YcrHbIii onpoc,
YBOJIbHEHUS COTPYIHUKOB OIIK-3.7. V-1 JOKJIa]T
OIIK-3.7. B-1 (coobmienue),

KOHTPOJIb 3HaHUH 110
pasneny (TeCTOBbIC

3aaHus)
Paznen 3. [lokymMeHTHpPOBAHME OCHOBHBIX Ollepalnuii, 00ecneynBaAKIIMX COOII0IeHne
TpeOOBAHUI TPYAOBOI0 3aKOHOIATEIbCTBA
6 | Tema 3.1. JloxkymeHTHpOBaHHE 5 OIIK-3.7.3-2 YcTHBIl onpoc,
OTIYCKOB COTPYTHUKOB OIIK-3.7. V-1 TOKJIa
OIIK-3.7. B-1 (cooO1eHue),
JTUCKYCCHS,
MPAKTHIECKOE
3aJlaHue
7 | Tema 3.2. JlokyMEHTallUOHHOE 5 I1Kc-8.4. 3-3 YcTHBIl onpoc,
CONPOBOXKICHUE OLICHKH I1Kc-8.4. V-2 OKJIa
(arrecTamnuu) mepcoHaa [1Kc-8.4. B-3 (cooOmienme),
JTUCKYCCHSI
8 | Tema 3.3. JlokyMeHTallMOHHOE 5 OIIK-3.7.3-2 YcTHBIl onpoc,
o0ecrieueHne BeeHNsI BOCHHO- OIIK-3.7. V-1 KOHTPOJIb 3HAHUI 1O
YYETHOT'O CTOJIA OIIK-3.7. B-1 pazneny (TeCTOBbIE

3a/TaHMS)




PA3JIEJI 2.
TEKYIIUU KOHTPOJIb

Texymuil KOHTPOJIb 3HAHUM MHCIOIB3YETCA U1 OIEPATHBHOIO U PEryJIIPHOIO
yIpaBieHUs] yIeOHOH NeATEILHOCTHIO (B TOM UHCJIE CAMOCTOSTEIbHONW paboTOM) 00yJaronuxcs.
B ycrnoBusix 0amibHO-PEUTUHTOBOM CHUCTEMBI KOHTPOJIS PE3yJIbTaThl TEKYIIETO OLIEHWBaHUS
0o0ydJaromerocss HCIOJAB3YIOTCS KaK TOKaszaTrellb ero TeKyllero peiTtuHra. Tekymuid
KOHTPOJIb ~ YCIIEBAEMOCTH  OCYLIECTBJISIETCS B TEUYEHHE CEMECTpa, B XOJI€ IOBCEIHEBHOU
y4eOHOM pabOThI M0 MHANBUIYAIbHOW WHUIIMATHBE TpernojaBareis. J(aHHBIA BUJ KOHTPOJIS
CTUMYJUPYET y O0OYy4aromerocs CTPEMJICHHE K CHUCTEeMAaTHYECKOH CaMOCTOSTEeNbHON pabore
M0 U3YYCHHIO YIeOHOH TUCIUIUIMHBI (MOJTYJIS).

Tabmnuma 2.1
Pacnpenenenue 6a11oB no BuiaM y4eOHON JAeATEIbHOCTH
Cymma 6amioB Pasznen 1 Pasznen 2
IO pas3erny
Tembl T.1.1 T.1.2 T21|T22|T22
Buowt pabom: o % .
Jlekuu (BemeHue - - 5 . - - - =
KOHCIIEKTA) 5 E - g E l%
CeMHUHApCKHe 3aHATHS SET = s E
(yeTHBIif onpoc, yue6Has 33 33 SEE| 3B 313 313 g2 2
JIUCKYCCHs) 5 22 5 X g
= = & R =
NunuBuayansHbie ? = E ¢ 3
3ajaHmns * - - 328 - - - gg <
(pedepar, TE3NCHI, CTAaThs) gg - 2 g
N ~
CamocrosTensHas paboTa 2 2p S > 202 202 2
(mokmabl)
CyMmmMma 6amios 20 30
[Tponomxenne Tadmuie 2.1
Cymma GamioB Pazgen 3
1
1o paszaeny - 2
Tembl T.3.1 T.3.2 T.3.3 - =
Buowi pabom: 8 =
© = =
Jlexuuu (Benenue - - - 5 0 S =
KOHCIIEKTA) 5 =N g =
CeMuHapckue 3aHATUS 59 M N o
o = = = < < S
(ycTHBIi onpoc, yueGHas 33 33 33 = S B 5 S
JIICKYCCHS) s 2 2 o) 8
= 5 & [>) =
WupuBuyanbHbIC 2= E w =
<
3agaHus * - - - 58 ] = S
(pedepart, TE3UCHI, CTAThs) gQg - i g
=l
<
CamocrosTenpHas paboTa 2P 2P 2 S > = S
(moxJazibl) 6
CyMmmMma 6amios 30

*unousuodyaivhoe 3a0anue GbINOIHAECMCA 8 GUOe MBOPHECKO20 3a0aHus, npedycmampusaioujee HAnucanue
pehepama, mesucos 00K1AOQ, CMamvl, SAGNAEMCS INEMEHMOM HAYUHOU COCMAGISIOWEl U OYeHUBAemcs: 6
cocmase nocieouel. 3awuma UHOUBUOYANLHO20 3A0AHUS NPOBOOUMCS HA NPEONOCAeOHEM CEMUHAPCKOM
3anamuu



2.1. PekoMeHIAIUM 110 OLIEHMBAHUIO YCTHBIX OTBETOB 00y4aI0IIMXCS

C uenpl0 KOHTPOJS YCBOEHHUS MPOCIYHIAHHOTO Ha JICKIMU MaTepuaia U OmpelecHus
YPOBHSI TOJTOTOBJIEHHOCTH OOY4YaOIIMXCs MO TeME B Hayayle KaXkJ10ro CEMUHAPCKOTO 3aHATHUS
mpernojaBaTesieM IPOBOJIUTCS WHIWBUAYANbHBIA WM (POHTATBHBIA YCTHBIA OMpOC TIO
BBIMIOJTHEHHBIM 3aJJaHUSIM MPEABIAYIIEH TEMBI.

Kpurepun onenxu:

Ouyenka «omauuno» (2 6.) - CTaBUTCsI, €CIIA 00YUYaIOITUACS

1) nosIHO M apryMEHTUPOBAHO OTBEYAET 110 COJIEPKAHUIO BOIIPOCA;

2) oOHapyXuBaeT TOHMMaHHWE MarTepuaga, MOXKET O0O0OOCHOBaTh CBOU CYXKJICHHSI,
MPUMEHUTDH 3HAHUS Ha TIPAKTHUKE, IPUBECTH HEOOXOIUMBIE IPUMEDPHI;

3) u3naraer Marepuall MOCJIEIO0BAaTEIbHO M MPAaBHIBHO, C COOJIOICHHEM
HUCTOPUYECKON U XPOHOJIOTUYECKOM NTOCIIEN0BATEIBHOCTH;

Ouenxka «xopowo» (1,5 0.) CTAaBUTCS, €CIM OOydYarolmuics JaeT OTBeT,
YAOBJIETBOPSIONINN TEM K€ TPEOOBAHUSAM, YTO W JJSl OIEHKU «OTJIMYHO», HO AOIMycKaeT 1- 2
OIIMOKHU, KOTOPBIE CaM K€ UCTIPaBIIsET.

Ouenka «yoosnemeopumenwvno» (I 6.) - craBurcs, ecnu o0yyaromuiicss 0OHApYyKUBAET
3HAaHHE U TIOHUMaHUE OCHOBHBIX MOJIOXKEHHUH TaHHOTO 3a/1aHus, HO:

1) u3nmaraer Marepuan HEMOJHO M JIOMYCKAET HETOYHOCTU B ONPEAENICHUU MOHATUN
win (popMyIHPOBKE MPABUIL;

2) He yMeeT J[AOCTaTOYHO TIyOOKO M JOKa3aTeNbHO OOOCHOBAaTh CBOM CYXKIEHUS U
MIPUBECTHU CBOU MPUMEPHI;

3) u3naraet MaTepual HermocleA0BaTeIbHO U JOMYCKAET OIIHOKH.

BOIIPOCHI IS CAMOIIOAT'OTOBKH OBYYAIOIIIUXCA

Bonpocwt 0na noocomoexku Kk unoueudyanvhomy /
dponmansromy ycmuomy onpocy no memam
OUCHUUNIUHDL

Koumponupyemuwie pazoenwvt (memuwt)
YUeOHOoU OuCUYUNIUHbBL

PA3IEJI 1. OBINUE BOITPOCHI OPTAHU3ALIMU JOKYMEHTAITMOHHOI'O
OBECIIEYEHUMA YIIPABJIEHUSA ITEPCOHAJIOM

CocraB 1 3Ha4Y€HHE KAJPOBOM JOKYMEHTAIIUU
[ToHsiTHE W BUABI KAAPOBOUM TOKYMEHTALIMHU
Crennuka KapOBBIX TOKyMEHTOB
Knaccudukanms kaapoBoi JOKyMEHTAIUN
OcHOBHBIE CIIOCOOBI OpraHU3alMd PETHCTPALUU
KaJIPOBBIX JJOKYMEHTOB

KypHansl peructpalu KaJpoOBbIX JOKYMEHTOB,
KOTOpbIE  00s3aTENPHO  JOJKHBI  BECTHCh B

Tema 1.1. Ilousrue 1 BUOBI
JIOKYMEHTOB B c(hepe yrnpaBlIeHUS

MEPCOHAIIOM
OpraHusanuu
Kypnains! yuera Ha (HaKyJIbTaTUBHOM OCHOBE
OdopMIieHre perucTPaMOHHOTO KypHaia
BosmoxHoctu MPUMEHEHUS MPOrPaMMHBIX
CIICIUAIM3UPOBAHHBIX KaJAPOBBIX KOMIBIOTCPHBIX
IporpamMm
O6H3&TGHBHBI€ JIOKAJIbHBIC HOPMATHUBHBIC AKThI U
Tema 1.2. CymHOCTb U OPAZIOK JIOKYMEHTBI
COCTAaBJICHUA JJOKAJIbHBIX dKTOB CDaKy.HBTaTI/IBHInle JIOKAJIbHBIC HOPMATHUBHBIC AKThI U
OpraHu3aluu JIOKYMEHTBI
[IItaTHOE pacnucaHue U rpauK OTIYCKOB
Tema 1.3. [Ipuka3bl u COMyTCTBYIONIUE Bupl nprka3oB, TOATOTABIMBAEMbBIX KaJApOBOU
JOKYMEHTEI, KOTOPBIE TOTOBUT ciryx00i

KaJpoBas cayx0a [Tpuka3bl MO JUYHOMY COCTaBY




Koumponupyemuwie pazoenvt (memuot)
YUeOHOoI OucyunIUHbl

Bonpocwt 0na noocomoexku Kk unoueudyanvhomy /
dponmansHomy ycmuomy onpocy no memam
OUCHUUNTUHDL

JIOKyMEHTBI, COITyTCTBYIOIINE U3/1aHUIO IIPUKA30B!

KOMaHIUpOBOYHOE yaocToBepenue (popma T-10)

ciykebHnoe 3aganue (popma T-10a)

3alMCKa-pacyeT O MPEAOCTABICHUM  OTIyCKa
pabOTHHUKY

3anMcKa-pacyer Ipy MpeKpalieHuu (pacTOpKEHUHN)
TPYIOBOTO JJOTOBOPA C PAOOTHUKOM (YBOJIBLHEHHUH)

aKT O Impueme padoT, BBIITOJHEHHBIX IO CPOUHOMY
TPYAOBOMY JIOTOBOPY, 3aKIIOUEHHOMY Ha BpeMs
BBITIOJIHEHUS! OTIPEICTICHHOM paboThI.

JIOKyMEHTBI, Cily>Kalllie OCHOBAaHUEM JIJIS1 U3/1aHUs
NPUKA30B: 3asBJICHUS PAOOTHUKOB 00 OTITyCKE U
YBOJIbHEHUU 110 COOCTBEHHOMY JKEJIaHHIO,

JIOKyMEHTBI, IPeJOCTaBIIIEMBbIE TI0 3aIIPOCY
paboTHUKA

PA3JIEJ 2. JOKYMEHTHUPOBAHUE [TPOLIECCOB OBECITEYEHW A OPTTAHU3ALIMN
ITEPCOHAJIOM U EI'O ABMJKEHWA

Tema 2.1. JlokymeHTHpOBaHUE
PEKpyTHHIra U IpHeMa IepcoHaa

CyIHOCTh PEKPYTHUHTA M OCHOBHBIE JIOKYMEHTHI
€ro COIMPOBOXK/IAOIINE

JlokyMeHTBI 00ecTrieynBaloIIMe 3Tl TTOUCKA
nepcoHana:

3asBKa Ha TIOUCK U OTOOp MepcoHana;

KBATH(UKAIIMOHHBIE TPEOOBAHMSI K COMCKATEIIO
BaKaHCHH;

00BsIBIICHHE O BAKaHCHUHU.

JlokyMeHTBI 0OecrieunBaloye 3Tan oToopa
nepcoHana:

pesiome;

aHKeTa;

aBTOOHOTrpadus;

JMYHOE 3asiBJIeHHE pabOTHHKA.

JIOKyMEHTBI, IPEIbBIIsEMbIC TIPH 3aKITIOUCHUH
TPYIOBOIO JOrOBOpa

TpynoBoit 1orosop

[Ipuka3 o mpueme Ha paboTy

Tema 2.2. JlokyMEHTUpOBaHUE
IepeBOJla COTPYIHUKA Ha JPYTYIO
paboty

CymHOCT, M NPUYMHBI NEPEBOJA COTPYJIHUKA Ha
JIpYTyio paboTy

JloKyMeHTHUpOBaHUE BPEMEHHOTO nepeBo/ia
COTPYAHHKA

JIOKyMEHTUpOBaHHE  MOCTOSHHOTO  TIepeBoja
COTPYAHHKA

Tema 2.3. JlokyMEHTUpOBaHUE
YBOJIbHEHHUS COTPYAHUKOB

CyImHOCTh ¥ 00CTOATENbCTBA YBOJIBHEHHS
COTpYTHHKA

Oco0eHHOCTH TpeKpaleHus TPYAOBbIX OTHOLICHUH
B 3aBHCHMOCTH OT BHJIa OOCTOSTEIHCTB YBOJILHEHUS
COTPYAHUKA

PA3JIEJI 3. JOKYMEHTHUPOBAHUE OCHOBHBIX OIEPAILMM, OBECIIEUMBAIOIINX




Bonpocwt 0na noocomoexku Kk unoueudyanvhomy /
dponmansHomy ycmuomy onpocy no memam
OUCHUUNTUHDL

Koumponupyemuwie pazoenvt (memuot)
YUeOHOoI OucyunIUHbl

COBJIIOJEHUE TPEFOBAHMIM TPYJOBOI'O 3AKOHOJJATEJILCTBA

CymHocTh W 00CTOATENbCTBA  YBOJBHEHUS
COTpYIHHKA

Oco0eHHOCTH TpeKpaleHus TPYAOBbIX OTHOLICHUH
B 3aBHCHMOCTH OT BHJIa OOCTOSTEIHCTB YBOJILHEHUS
COTPYAHHKA:

pacTopkeHue TPYIOBOTO JI0rOBOpPA o
COTJIAIIEHUIO CTOPOH;

HpeKpalieHne CpOYHOro TPYAOBOTO I0OTOBOPA;

pacTopeHue TPYJOBOTO JOTOBOPA MO MHULMATHBE

paboTHHKA;
Tema 3.1. JlokymeHTHpOBaHUE
pacTopeHue TPYJOBOTO JOTOBOPA MO MHULMATHBE
OTITyCKOB COTPYJIHUKOB
paboTtonaTens;

pacTop>KeHHe TPYIOBOTO JIOTOBOpAa B CBSI3H C
W3MEHEHUEM €T0 YCIIOBUH;

YBOJIBHCHUC ITO MCAUIIUHCKUM IMOKAa3aHUAM;

YBOJIbHEHUE TI0 OOCTOSATENbCTBAM, HE 3aBUCSIIUM
OT BOJIH CTOPOH;

YBOJIbHEHUE  BCIICJCTBUE HApYUICHHUS  IPaBUII
3aKJTFOUYCHUS TPYIOBOTO JOTOBOPA.

OO6mmit  mopsimok  opOpMIICHUST — TPEKPAIICHUS
TPYJOBOTO JJOTOBOpA

ArtTecTranus: NMOHATHE, LENb, 33a4d U IPABOBOE
peryiupoBaHue

Kputepuu onieHkr pabOTHUKOB

[Topsaok npoBeieHUs aTTecTalluu

ATtTecTanus pabOTHUKOB anrmapara yrpaBJiIeHUs

Peanuzanus pe3ynbTaToB arTeCcTalluu

Tema 3.2. JlIoKyMEHTAaIIMOHHOE
COMNPOBOXKJACHUE OLICHKU (aTTECTALINH)
nepcoHasa

HopmaTuBHO-IIpaBoBO€ peryJIMpoBaHUE BOMHCKOI'O
yueTa pabOTHUKOB (00S3aHHOCTH OpraHU3alluH IO
BeneHno BYP)

Cocras JIOKYMEHTOB BOCHHO-YYETHOTO
MoApa3aeICHUs (BOGHHO-Y4ETHOTO CTOJIa),
CO3/1aBa€MOr0 B  OpraHu3alMu Uil BEACHUS
BOMHCKOTO y4eTa (BapHUaHT)

Opranuzanus nepsuuHoro BeneHus BYC

Tema 3.3. JlokyMEHTalIMOHHOE
o0ecrieueHre BeeHNsI BOCHHO-
YYETHOTO CTOJIa

2.2. PekoMeHIAIUM 10 OLEHUBAHHWIO Pe3yJbTATOB TECTHPOBAHHS 00Y4AIONIUXCH

B 3aBepmieHnn wu3ydeHHsS KakAOTo paszfena ydyeOHOM JUCHUIIIMHBI TTPOBOJIUTCS
TECTUPOBAHUE.

Kpumepuu oyenusanusi. YpOBEHb BBINOJHEHUS TEKYIIUX TECTOBBIX 3aJaHUI
OILICHUBACTCA B 6aJ'IJIaX. MaKCI/IMaJII:HOC KOJINYECTBO 6aJIJ'IOB II0 TECTOBBIM 3aJIaHUAM
oTpeIeNIsieTCs PEenoaBaTesieM U NpeAcTaBiaeHo B Tabmuie 2.1.




% npaeuibHbIX
bannn OMECMOs Ouenka (2ocyoapcmeennas)
5 75-100 OTIUYHO
4 51-75 Xopouio
3 25-50 Y 10BJIETBOPUTENBHO
2 MeHee 25 HeynoBneTBopUTeIbHO

TecToBbIe 3amaHMs TPEICTABICHBI B BUJIE OLCHOYHBIX CPEICTB M B IOJTHOM OOBEME
MPEJICTABJICHBI B OaHKE TECTOBBIX 3aJIaHUI B AIEKTPOHHOM BUjE. B (OHIE OIICHOYHBIX CPENICTB
MPE/ACTABJICHBl THUIIOBBIE TECTOBBIC 3aJaHMs, pa3pabOTaHHbBIE IS W3YyYCHHS JAUCIUTUTMHBI
«JloxymeHTanmoHHOE 00ecrieueHre yIpaBICHHS IIEPCOHATIOM.

TECTOBBIE 3AJJAHUA JJIS TEKYIIEI'O KOHTPOJIA

PA3JIEJI 1. OBIIMUE BOITPOCBI OPTAHU3AIINU JOKYMEHTALIMOHHOI'O
OBECIIEUEHHMA VIIPABJIEHM A ITEPCOHAJIOM

Buvioepume 00un eepuutii omeem

3aoanue 1.1. I[lepeuensv 0oKkymenmos, obecneuusawull KAOpPO8slil yuem 6 OpeaHUu3ayuu:
a) HE 3aBHCUT OT €€ OPraHU3aLMOHHO-TIPABOBOM (hOpMBI U POPMBI COOCTBEHHOCTH;

0) 3aBHUCUT OT €€ OPTaHU3aIMOHHO-TIPaBOBON (pOpMBI U POPMBI COOCTBEHHOCTH;

B) 3aBHCHUT OT CIIOCO0a BEJICHUS JOKYMEHTOO0OpOTa B OpraHn3alluy;

T') 3aBUCHUT OT Cephl AeATEITHHOCTH OPTaHU3aIUH.

3aoanue 1.2. B cocmas 00KymeHmos no oopmienuio u yiemy mpyoda pabomuuKos He 6Xxooum.
a) TUYHAs KapTOUKa pabOTHUKA;

0) mpHKa3bl MO JUYHOMY COCTaBY: «O MpHEME Ha paboTy», «IEepeBOjie Ha JIPYTyl0 padoTy»,
«TPEAOCTABICHUH OTITYCKa», «00 yBOILHEHUNY,

B) JOJDKHOCTHBIC (paboyre) MHCTPYKIIUU U PETJIAMEHTHI;

I') TPYJOBBIE KHUXKKH.

3aoanue 1.3. B cocmas 00KyMeHmMO8 ompaxcaroujux nopsiooK Opeanuzayuu mpyoda, a makice
PeamMeHmupyowux 3aKpenienue u peaiu3ayuio QYHKYull ynpasieHus NnepCcoHaiom He 6X00Um:
a) MpaBUJIa BHYTPEHHETO TPYIOBOTO PACIIOPSIKA;

0) MOJI0KEHUSI O CTPYKTYPHBIX MOPA3IACICHHSIX;

T') TUYHBIE KAPTOYKH PaOOTHUKOB;

) IITaTHOE PACTICAHUEY.

3a0anue 1.4. Jeusicenue Kaopogvlx OOKYMEHMO8 8 OPeAHU3ayuU ¢ MOMEHMA UX CO30AHUsL
WU NOTYYEHUsL 00 3A6ePULeHUs] UCNOIHEHUs: OMNPASKU U (UIU) HaNpaesieHus 8 0eo, dMo:

a) KaJpoBOE JICJIONPOU3BOACTBO;

0) KaIpoBOE aIMUHUCTPUPOBAHHE;

') KaapOBBI JOKYMEHTOOOOPOT;

1) KaIPOBOE JIOKYMEHTHPOBAHHE.

3a0anue 1.5. @ukcayus gakmos u cobvimuil, CEA3AHHLIX ¢ o0becnevyeHuem op2aHu3ayul
NEPCOHANOM, €20 OBUICEHUEM, M.e. OOKYMEeHMAIbHOe OOopMIeHUe BCeX KAOPOBbIX NPoyeoyp
ABNACMNCA:

a) LEJIbI0 COCTABJICHUS KaAPOBOH JIOKYMEHTAIIHH;

0) MOPSIKOM COCTaBJICHHSI KaJIPOBOW JOKYMEHTAIUH;



B) yclioBHEeM (DYHKITMOHUPOBAHMS KaJIPOBOU CITYKOBI;
T') 00s13aHHOCTHIO KQXKIOTO COTPYAHUKA OPTaHU3AIINH.

3adanue 1.6. Ymo ne omuocumcs Kk cocmagy opeanu3ayuoHHO-NPaso8oL OOKyMeHMAaAyUu:
a) MpaBUJIa BHYTPEHHETO TPYIOBOTO PACHIOPS/IKA;

0) WTaTHOE pacnucaHue;

B) TPYJIOBasi KHIKKA;

r) rpad MK OTITyCKOB.

3adanue 1.7. Ymo ne omuocumces Kk cocmagy nepcoHaiIbHOU 0OKYMEHMAaAYUU:
a) TpyAoBasi KHIKKa;

0) TUYHOE JIe10;

B) TpapyiKk OTIYCKOB;

I') TMYHast KapTo4yKa pabOTHHKA.

3aoanue 1.8. Ymo ne omunocumcs Kk cocmagy J0KAIbHbIX OOKYMEHMO8 OP2AHUZAYUU!

a) KoyutekTuBHBII 10TOBOD;

0) [IpaBmiia BHyTpEHHETO TPYAOBOTO PACIOPSIKA;

r) [lonoxxenne 06 aTTecTauy NepcoHaa;

n) TunoBass MHCTPYKLMS IO OpPraHM3alMM JEJIONPOU3BOJCTBA B OpraHax IOCYJapCTBEHHOMU
BJIACTH ¥ MECTHO camoympasieHus Jlonenkoit HapogHoit Pecriybmuku.

3adanue 1.9. K xaxomy 6udy Mmooicno omuecmu OOKYMEHMbl, KOMOpble 3aNOIHAIOMCA HA
OCHOBAHUU TUYHBIX OOKYMEHMO8 COMPYOHUKOS.

a) MPOU3BOJIHBIE IOKYMEHTHI 110 yUeTy KaJIpoB;

0) UCXOJIHBIE JIOKYMEHTHI IO yUEeTY KaJpOoB;

B) pacnopsIUTENIbHbIE IOKYMEHTBHI;

I') JOKYMEHTBI, TOATBEPKIAIOIINE TPYIOBYIO JACSITEIbHOCTh paOOTHHUKA.

3adanue 1.10. Kaxue u3 nepeuucieHHviX U008 OOKYMEHMO8 He OMHOCAMCA K COCMABY
UHPDOPMAYUOHHO-PACHEMHBIX OOKYMEHNOB:

a) TUYHAs KapTOuKa pabOTHUKA;

0) TUYHOE JIeJI0 COTPYIHUKA,;

B) IOJDKHOCTHASI MHCTPYKIIHS

r) Tabesb yuera pabodyero BpeMeHH .

PA3JIEJI 2. JOKYMEHTHUPOBAHUE ITPOINECCOB OGECIIEHEHUN A
OPTAHU3ALIUUN ITEPCOHAJIOM U EI'O IBUXEHUA

Buvioepume ooun eéepnulit omeem

3adanue 2.1. Kakoui OOKyMeHmM MOJcem CHUmMamsCsi OCHO8AHUeM OJisi GHEeCeHUs 8 YuemHble
00KyMeHmbl PAOOTHHKA CBEJICHUI 00 YBOJIbHEHUU:

a) 3asBJICHUE;

0) mpuKa3 0 MPEKPAIICHUH TPYI0BOTO JJOTOBOPA;

B) JIOKJIaJIHAs 3aITUCKa;

T) aKT.

3aoanue 2.2. Kaxou u3 HudicenepeducieHHulX U008 OMKA3d 6 3aKIUeHuu  mpyoo802o
002060pa AGNAMCS HE3AKOHHBIMUL:



a) B CBSI3M C OTCYTCTBHEM PETHCTPAILIAU TI0 MECTY NMPEeObIBAHNUS;

0) B CBSI3M C HU3KOW KBaH(PHUKAIUEH;

B) B CBSI3U C HECOOTBETCTBUEM YPOBHS KBaTU(UKAIUH;

T') B CBSI3U C OTCYTCTBUEM COOTBETCTBYIOIIUX 3HAHUU M OMBITA PAOOTHI.

3adanue 2.3. Kaxoe u3 HudicenepeducieHHvlX Oelicmeull He s561semcs 0053ameibHblM Nnpu
npueme epaxcoaHura Ha pabomy:

a) 3aKJII0YEHHE TPYI0BOTO JI0TOBOPA;

0) u3gaHue npukasa (pacopsoKeHHs ) 0 IpreMe Ha padoTy;

B) oopMIIeHUE TPYAOBOM KHUKKH;

r) ohopMIICHHE JIMYHOTO JeIa.

3aoanue 2.4. Kaxue u3z nepeuuciennvix Hudice OelcCmsull He s6IAI0mMcsa 00513amenbHblMu npu
VBOIbHEHUU PADOMHUKA:

a) U3JaHue TIprKa3a (pacropsLKeHHs ) O TPEKPaIICHHH TPYA0OBOTO IOTOBOPA;

0) BbI1aua pabOTHUKY KOMUU MPUKa3a O MPEKpaIICHHH TPYI0BOTO JOTOBOpa 0€3 ero mpoCchObL;
B) 3aIOJTHEHNE COOTBETCTBYIOIIETO pa3zeia JTudHo kapTouku (popma Ne T-2);

') BHECEHUE 3aMUCH 00 YBOJIBHEHHUH B TPYJIOBYIO KHIIKKY.

3adanue 2.5. Kyoa 3anocamces céedenus o npueme Ha pabomy:

a) B TPYJOBYIO KHUXKKY;

0) B KHUTY y4eTa ABMKCHUS TPYIOBBIX KHIKECK M BKJIAJIBIIICH K HUM;
B) B TaOeJb yueTa pabovero BpeMeHU;

') Ha "HGOPMAIIMOHHBIN CTEH]] OPTaHU3AINH B BHJIE TIPUKA3a;

3adanue 2.6. Ocnosanuem 07151 0ghopMAeHUSA NPUKA3A O NPEeKPAWeHUur mpyoo8o2o 002080pa nNo
COCNAWEHUIO CIOPOH SBIAEMC L.

a) 3asBJICHUE PaOOTHUKA,;

0) coryameHrue CTopoH, opopMIIEHHOE B TUCEMEHHOU (hopMmeE;

B) YCTHAs IOTOBOPEHHOCTh MEKy CTOPOHAMH TPYOBOTO JOTOBOPA;

T') JOKJIaTHAs 3aIMCKa PYKOBOIUTENS CTPYKTYPHOTO TIOIPa3 IeIICHUSI.

3aoanue 2.7. Uzmenenus 6 mexumuxe u mexHoi02uu NPoU3B00Cmea 0Cyuecmsisitomcs:

a) paboToaTeneM Mo cBoeMy YCMOTPEHHUIO;

0) paboToaaTeNeM 1Mo COTJIACOBAHUIO C OPTaHOM MEPBUYHOMN PO(COI03HON OpraHU3allnuy;
B) paboTojareieM C y4eTOM MHEHHS OpraHa MEpBHYHON MpodCOr03HON OpraHHU3aIlvy;
') paboTomaTeneM ¢ pa3penieHus TOCYAapCTBEHHOM WHCIICKIIUU TI0 TPY LY.

3aoanue 2.8. Kaxum 0oKkymenmom 001d4CeH paboOmHUuK npedynpeoums pabomooameisi 0 c8oem
HCENAHUU YBOTIUMBCSL:

a) TeneoHOrpaMMOi;

0) TOKJIaJHOM 3aIUCKOM;

B) 3asIBJICHUEM;

T') CIIy>KeOHOM 3aIICKOH.

3adanue 2.9. Kaxum O0okymenmom pabomooameinb OO0JJICEH Npedynpeoums pabomHuKda o e2o
VBOIbHEHUU NO NPUYUHE COKPAWEHUS UMmama.:

a) JOKJIaHOM 3aIUCKOM;

0) yBEIOMJICHHEM;

B) aKTOM;

T') pacropsKCHHEM.



3aoanue 2.10. B kakux cayuasx OOJNJCHO —BbINIAYUBAMBCA  BbIXOOHOE Nocodue npu
PpacmopaiceHuu mpyooso2o 002080pa nNo UHUYUamuee pabomooamens:

a) COKpAIICHUS YMCIIEHHOCTH HITU ITaTa paOOTHIUKOB OPTaHU3aIlNY;

0) HECOOTBETCTBUS paDOTHHUKA 3aHUMAEMOU JIOTKHOCTH;

B) IIPOTyJIa;

T') YBOJIbHEHHE pa0OTHHUKA T10 TIEPEBOIY B APYTYIO OPTaHU3AIIHIO.

PA3JIEJI 3. JOKYMEHTHUPOBAHUE OCHOBHBIX QHEPAHHIZ,
OBECIIEUMBAIOIINX COBJIIOJEHUE TPEBOBAHUHN TPYJOBOI O
3AKOHOIATEJIbCTBA

Buvioepume ooun eepnulii omeem

3adanue 3.1. Ommemvme OOKYyMeHMbl, KOMOpble HE OMHOCAMCA K COCMABY OCHOBHBIX
OOKYMEHMO8, pe2lamMeHmupyiowux npedocmasienue omnycka pabomHuKy:

a) rpad UK OTITyCKOB;

0) 3asBIIEHNE O MPEIOCTABICHUH OTITYCKa;

B) clTy>keOHasl 3aMuCcKa O MPEIOCTABICHUN OTITYCKa;

T') IPUKa3 O MPEAOCTABICHUH OTITyCKa.

3aoanue 3.2. Ommemvme eapuarnm, KOMopwvlil Hauboiee NOIHO COOMBEMCMBYEN BblPANCEHUID.
«IIpu onpedenenuu owepedHocmu nPeodoCmMasieHus OMNYCKO8 HYICHO coOM0dams ciedyioujue
npasuiay:

a) HAYaJbHUK M 3aMECTUTENlb HAadaJbHHWKA MOJpA3elieHHss HE JOJDKHBI YXOIUTh B OTITYCK
OJIHOBPEMEHHO;

0) B OTzI€JI€ TOJIKHBI TOCTOSTHHO OCTaBaThCsl, 110 KpaifHel Mepe, OJIMH JBa COTPYIHHKA;

B) OJHOBPEMEHHO HE€ JOJDKHBI IUJIAHUPOBATh CBOM OTIYCK CIEUUATNCTHI, 3aHUMAloIlne
OJIMHAKOBEIE TOJDKHOCTU(HAPUMED, HE MOTYT OTJBIXaTh Cpa3y BCe OyXraiaTepsl);

T') IOJDKHBI OBITH COOJIFOICHBI BCE BBITIIETIEPEUNCIICHHBIE TIPaBHUIIA.

3aoanue 3.3. Kaxasa uz HudcenepeuucieHHvlX YHUDUYUPOBaHHBLIX (hopm opopmasemcs 0
ohopmaeHUs u yuema OmnycKos:

a) yauduiuponanHas popma T-2;

0) yau¢umuponanHas ¢popma T-1;

B) yaubunupoannas popma T-3 (JIHP) T-6 (PD);

r) yHuuuponanHas ¢popma T-4.

3adanue 3.4. Bvibepume kxame2opuro compyOHUKO8 OP2AHU3AYUU, KOMOPble He NOO0JeHcam
ammecmayuu uiu He 00513aHblL ee NPOXOOUmb.

a) COTPYAHHUKH, C KOTOPBIMH 3aKJTFOUECH CPOYHBIN TPYAOBOI I0TOBOD;

0) COTPYIHUKH, 3aMeNIaloNre JOKHOCTH MEHBIIIE T'0/1a,

B) COpr,Z[HI/IKI/I, JOCTUTTIINEC Hpe;[eanoro B03paCTa, YCTaHOBJIeHHOFO JJIA 3aMCIIICHU ST
JOJKHOCTEH, OEpeMEHHBIC JKCHIIHBI

T') BCE BBIIIETIEPEUUCIICHHBIE KATETOPUU COTPYAHUKOB.

3aoanue 3.5. Kakxoe u3 HudicenepeuucienHvlx peuwleHull, UMeHswee Uil Ccoxpausanujee
ammecmyemomy 3AHUMAEMYIO  OOAHNCHOCHb, MOJCEm OblMb  GbLIHECEHO N0  Pe3yIbmamam
ammecmayuu ammecmayuoOHHOU KOMUCCUECL:

a) COOTBETCTBYET 3aMEIaeMOM JTOJIKHOCTH;

0) COOTBETCTBYET 3aMEIIAEMON JOIKHOCTH U PEKOMEHIYETCS K BKIFOUCHHUIO B YCTAHOBJICHHOM
TOPSIIKE B KaJIPOBBII pe3epB JIIs 3aMEIICHHS BAKAHTHOW JJOJDKHOCTH B IMOPSIIKE JTIOJDKHOCTHOTO
pocra;



B) HE COOTBETCTBYET 3aMEIaeMOI TOJKHOCTH;
T') BCE BBIIIENIEPEUNCICHHBIE BAPUAHThI PEIICHUN

3a0anue 3.6. Kakum OCHOBHbIM JIOKANbHLIM HOPMAMUBHO-NPABOGLIM AKMOM Op2AHU3AYUU
peznameHmupyemcs npoyeodypa ammecmayu. COmpyOHUKo8:

a) [Tonoxenne 06 aTTecTanuu COTPYAHUKOB;

0) KonnekTuBHBIN 10TOBOD;

B) [IpaBuna BHYTpEHHETO TPYIOBOTO PACTIOPSAKA;

1) Bee BhIenepeyncieHHbIE TOKYMEHTHI.

3aoanue 3.7. Kem ymeepocoaemcs Ilonoxcenue o6 ammecmayuu compyoHUKO8 Opeanu3ayuuL.
a) PyxoBoauTeneM KaapoBoi CITyKObI;

0) pyKOBOAMTEIIEM OpPTaHU3aINH;

B) PYKOBOJAUTENIEM MPO(PCOIO3HOM OpraHn3aluy;

I')PYKOBOJUTENIEM CTPYKTYPHOTO TIOApa3AeICHUS.

3aoanue 3.8. B nonooicenuu o6 ammecmayuu COMpPYOHUKO8 OP2AHU3AYUU OOJHCHLL ObIMD
APONUCAMbL:

a) OPSIOK IPOBE/ICHUS aATTECTAIIUU COTPYTHIKOB;

0) KpUTEpHHU OLIEHKU PE3yJIbTaTOB PAOOTHI COTPYAHUKOB;

B) COCTaB aTTECTAIIMOHHON KOMHUCCHH,

T') BCE BBIIIENIEPEUNCIEHHOE.

3adanue 3.9. Bvibepume omeem, Haubonee NOIHO PACKPLIBAOWUL (DYHKYUU Op2AHU3AYUL U
0053aHHOCMU UX OOJIHCHOCMHBIX IUY 8 001aCU 0O0POHbL:

a) BBITIOJIHEHUE MOOMIM3AIIMOHHBIX 3aJJaHHiA 10 MOATOTOBKE U CO3JJaHUIO HA BOSHHOE BPEMS
CHelHralbHbIX (HOPMUPOBAHMIA,

0) obecriedeHre U y4acTHe B BBIMOJIHEHUH MEPOIPUATHIH MO IPpa)kIaHCKOW U TePPUTOPUATHHOM
00opoHe;

B) OCYIIIECTBIICHIE BOMHCKOTO yueTa paOOTHUKOB U B COOTBETCTBUH C 3aKOHOAATEIHLCTBOM;

T') BCE BBINICTIEPEUNCIICHHBIC (DYHKITUH.

3aoanue 3.10. Bvibepume omseem, Hauboaee NOIHO PACKPLIBAOUWUL 00A3AHHOCTIU
OOJIHCHOCMHBIX JIUY OP2AHUZAYUL HEe3ABUCUMO OM hOPM COOCMBEHHOCMU.!

a) UCTIOJTHEHHUE CBOMX 00s3aHHOCTEH B 00JaCTH 00OPOHBI, MPEyCMOTPEHHBIE JIJIsT HUX
JNEHCTBYIOIIUM 3aKOHOAATEIHCTBOM;

0) coznanne pabOTHUKAM HEOOXOAMMBIX YCIIOBUM JIsl UICTIOJTHEHUSI HMH BOMHCKOHN 00s13aHHOCTH
B COOTBETCTBUHU C JICHCTBYIOIIUM 3aKOHOAATEIHCTBOM;

B) OKa3aHUE COJICHCTBHS B CO3IaHUU OpraHU3alMi, e TeIbHOCTh KOTOPHIX HAIIpaBlicHa Ha
YKpeIuIeHne 000pPOHBI;

T') BCE BBIMICTICPEUNCIICHHBIC 00sI3aHHOCTH.

2.3. PexoMeHpauum 1o OeHUBAHUIO IUCKYCCHOHHBIX BOIIPOCOB

MakcumaiibHOE Kpurepun
KOJMYECTBO OaylioB™

1 (oTnnuHO) - IIOJIHOE PACKPBITUE TEMBI;

- yKa3zaHUE TOYHBIX Ha3BaHUI O00OCYKIA€MBbIX SBJICHUH, 3HaHUE
COBPEMEHHOT'0 COCTOSIHHS MTPOOIEMBI;

- IpaBWJIbHAs (hOPMYJTUPOBKA MOHSITUH U KaTETOPHUIA,




MaxkcumanbpHoEe
KOJINYECTBO OatoB*

Kpurepun

- CaMOCTOSITEIPHOCTh OTBETAa, YMEHHE BBOJUTH M HCIIOJIb30BaTh
KIaccupUKauud © KBaMu(UKAIMKM, AaHATU3UPOBATh U JENaTh
COOCTBEHHBIE BBIBOJIBI T10 PaCCMaTPUBAEMOU TEME;
- UCIIOJB30BAaHHWE MAaTEPUAJIOB COBPEMEHHOW OTEUYECTBEHHOW U
3apyOeKHON JTUTEPATYPHI U MHBIX MaTEPUAJIOB | JIp.

0,7 (xopor0)

- HEIOCTaTOYHO IIOJIHOE PACKPBITHE TEMBI;

- HECYIIECTBEHHbIE OIIMOKHU B OIpPEACIICHUN MOHATHH, KaTeropuil
U T.I., KAPJUHAIBHO HE MEHSIOUIUX CYTh U3JI0KECHHUS;

- PpEnpoOAYKTHBHOCTb OTBETA: OTCYTCTBHE CaMOCTOSTEIBHOIO
AHaJIN3a U OLCHOYHBIX CYXKICHUH;

- HEIOCTATOYHOE HCIOJIb30BAaHUE MAaTEPHUAJIOB COBPEMEHHOMU
OTEUYECTBEHHOM M 3apyOeXHOW IUTEepaTypbl U HHBIX MaTepHajOB

U Jp.

0,5 (yROBIETBOPUTENIBHO)

- OTPAKCHUC JIUIIb O6H_IGI‘O HaITpaBJICHUA TCMBbI;

- HATMYME JIOCTaTOYHOTO KOJMYECTBA HECYLIECTBEHHBIX HIIU
OJTHOM-IIBYX CYIIECTBEHHBIX OIMUOOK B OMPEICICHUU TMOHSATUH U
KaTeropuu u T.1.;

- HECIOCOOHOCTh OCBETUTh COBPEMEHHOE COCTOSIHUE MPOOJIEMBI

(HEYTOBJIETBOPUTEIBLHO)

- coZlepKaHue TEMbI HE PACKPBITO;

- 0OJIBIIIOE KOJIMYECTBO CYIIECTBEHHBIX OLUIHOOK;

- OTCYTCTBUE YMEHHMH M HaBBIKOB, 0003HAYEHHBIX BBIIIE B KAYECTB
KPUTEPHEB BHICTABJICHUS MOJIOKUTEIBHBIX OLIEHOK JIp.

* [IpencraBneno B Tabnwuie 2.1.

TEMBI ITMCKYCCHUM 111 TIPOBEPKA YPOBHSI COOPMHUPOBAHHOCTH

KOMIIETEHIIUH

Pasnea 1. O0mue BOpochbl OPraHU3al UM JOKYMEHTAIIHOHHOT0 o0ecreyeHnsl yIIpaBIeHHs

MepPCOHAIOM

Tema 1.1. Ilonamue u 6uovt OOKyMeHMmMOE ¢ cghepe ynpaeienus nepcoHanom
1. [Toyemy muist KaApoOBOW CIIY»KOBI OCOOEHHO BaKHO MPaBUIBLHO OPOPMIIATH JOKYMEHTHI?
2. Ilpeumy1iecTBa U HEAOCTATKH MPUMEHEHHS YHU(DUIUPOBAHHBIX (HOPM JIOKYMEHTOB
3. TloscHuTe  B3aUMOCBSI3b  MEXIY  KaJpOBbIM  JOKYMEHTOOOOPOTOM,  KaJpOBBIM
ACJIOMPOU3BOJACTBOM, U KaJAPOBLIM ICIIOM
4. B yem 3aKIIr049aeTcss OCHOBHAS 11€JTb KJIaCCU(PUKAIIHSI KaIPOBBIX TOKYMEHTOB?

Tema 1.2. Ilpuxa3zel u conymcmeyrujue 00KymMeHmul, KOmopwvle 20no8un Kaoposeas ciyxcoa
1. Yem oTimvaercs cirykeOHasi KOMaHIUPOBKA OT CITy>KeOHOH TTOe3Ku?

2. Yto KOMIIeHCUpYyeTCs paOOTHUKY, HAPABICHHOMY B CIIY’)K€OHYI0 KOMaHIUPOBKY?

3.B kakux ciay4asx COTPYJHHKY, HamnpaBiI€HHOMY B CIy:KeOHYI0 KOMAaHIMPOBKY, He

BBIITIJIAYUBAIOTCA CYTOYHBIC.

Paznen 2. JlokyMeHTHPOBaHUE MPOIECCOB 00ecTeYeHHsI OPTaHU3AIUH EPCOHAJIOM U €ro

JBHKEHUS

Tema 2.1. /lokymenmupoeanue peKpymunza u npuema nepconana




1. Uem OTIIMYAIOTCST TOKYMEHTBI «PE3IOMEY, «aHKETa» U «aBTOOHOTrpadusi»?
2. HeobOxomumo 1y 3asiBIeHHE paOOTHUKA O IpUeMe Ha paboTy?
3. B kakux ciaydasx mpu npueMme Ha paboTy TpeOyeTcst cripaBka 00 OTCYTCTBUU CYAUMOCTH?

Tema 2.2. /lokymenmupoeanue nepeeooa compyoHuxka Ha opyzyro paoomy
1. B ueM JOKYMEHTHpPOBAaHHUE MEPEBOJIA COTPYJIHUKA OTIMYAETCA OT JOKYMEHTUPOBAHUS €r0

nepeMenieHus

Paznen 3. [lokymeHTHpPOBAHME OCHOBHBIX Ollepanuii, 00ecrneynBaAKIIMX COOII0IeHre
TpeOOBaHUIl TPYAOBOI0 3aKOHOIATEIbCTBA

Tema 3.1. /lokymenmupoeanue 0mnycKo8 compyoHuKkos
1. Kak pernmaMeHTUpyeTCsl PEAOCTABICHHUE OTITYCKA [0 COBMECTUTEIBCTBY?
2. Ilpu KakuX yCJIOBHAX JIOIyCKAaeTCs OT3bIB U3 OTIIYCKa, U KaK OH PErJIaMEHTUpyeTCs?
3. [To xakuM OCHOBaHUSIM MPEIOCTABIISIECTCS OTITYCK O€3 COXpaHEHUsI 3apabOoTHOM TUTaThl?

Tema 3.2. /loKkymenmayuonnoe conpoeor icoenue oyeHKu (ammecmanuu) nepconaia
1. BiwusHHe KauecTBa JOKYMEHTAI[MOHHOTO OOeCledYeHHsl aTTecTalid IepcoHala Ha
3 PEKTUBHOCTH €€ OpraHu3aIui U IPOBEICHUS

2.4. PekoMeHIAlIMH 110 OLIEHUBAHUIO TOKJIAT0B (COO0IIEHMIT)

MaxkcumanpHoe
KOJINYECTBO OaioB*

Kputepuul

2 (OTIMYHO)

BeicraBisiercss oOyuwaromieMycss €CliM OH BBIPAa3HJl CBOE MHEHHUE
no chopMyJIHMPOBAHHOHN MpobiieMe, apryMEHTHUPOBaJl €ro, TOYHO
OIpe/IeNB npodiaemy cofiep>KaHue U COCTaBIISIOLIME.
[IpuBeneHsl MaHHBIE OTEYECTBEHHOW M 3apyOCKHOM JHUTEPaTypHl,
CTAaTUCTHUYECKUE CBEJCHMS, MHPOPMALUsd HOPMATUBHO IPABOBOIO
xapaktepa. OOyuarommiics 3HaeT ¥ BIAJACET  HABBIKOM
CaMOCTOSITEIBHOW ~ MCCJIEIOBATENbCKOM  paboOThl MO  Teme
UCCIIEOBAHMsI; METOJAAMHM W TPUEMaMU aHAJIN3a TEOPETHUECKHUX
u/unu MPaKTUYECKHUX aCIeKTOB U3y4aeMoil  o0macTH.
DaKkTUUECKUX OIIMOOK, CBSI3aHHBIX C TIOHUMaHUEM NPOOJIEMBI, HET;
rpaduuecku paborta odopmiieHa MPABHIBHO.

1 (xopormio)

BricTaBmsiercs oOyuwaromemycss ecnu  paboTa XapakTepus3yercs
CMBICIIOBOW TEJIBHOCTBIO, CBSI3HOCTBIO U TOCJIEIOBATEIBHOCTHIO
U3JI0KEHHUs; JomylneHo He Oojee 1 ommOku mpu OOBICHEHUH
CMBICIIa WJIH  COJACpKaHHsS mpoOnembl. Jlas  aprymeHTanuu
NPUBOJAATCS JIaHHBIE OTEYECTBEHHBIX M 3apyOEKHBIX aBTOPOB.
[TporeMOHCTPUPOBAHBI UCCIICAOBATEILCKUE YMEHHUS W HaBBIKH.
@DaKTHYECKUX OIIMOOK, CBS3aHHBIX C TOHUMaHHUEM IPOOJIEMBI,
HeT. JlonmymieHsl oTnenbHbIe OMMOKKA B 0(OpMIICHUU PaOOTHI.

0,5 (y1oBIETBOPHUTEIHHO)

BricraBnsiercss  oOyuaromiemycst ecad B paboTe  CTyHIEHT
IPOBOTUT JTOCTATOYHO CAMOCTOSITENIBHBIA aHAJM3 OCHOBHBIX
ATallOB ¥ CMBICIOBBIX COCTaBISIONINX TMPOOJIEMBI, TTOHUMAET
0a30BbIE OCHOBHI M TEOPETUUECKOE 000OCHOBAHNUE BHIOPAHHOM TEMBI.
[IpuBnedeHsl OCHOBHBIE MCTOYHHMKHM IO pacCMaTpHUBAaEeMOW TeMe.
Honymeno He Oonee 2 omHOOK B COACP)KAaHUHM TPOOIEMBI,
oopmiieHHH PabOTHL.

(HEYTOBJIETBOPUTEIIHHO)

BricTaBnsercs oOydaromeMycs €ciii padoTa MpeacTaBiIseT co00i




MakcumanbHOE Kpurepun! !
KOJINYecTBO OayioB™

NIEPECKAa3aHHbI WM TMOJHOCTBIO  3aMMCTBOBAHHBIA HCXOJIHBIN
TEKCT 0e3 Kakux Obl TO HM ObUI0O KOMMEHTapueB, aHanu3a. He
packpbiTa CTPYKTypa M TeOpeTHdecKas COCTaBJSIONIas TEMBI.
Honymeno Tpu wid  0Oojee Tpex OMMOOK B  COACpKaHUHU
packpbiBaeMoi Tpo0IemMbl, B 0(OPMIICHUH PAOOTHI.

* IIpencrasieno B Tabnwuie 2.1.

TEMBI JIOKJIAJIOB (COOBIIEHMIA) JJI51 TIPOBEPKU YPOBHSI
C®OPMUPOBAHHOCTHU KOMIETEHIUU

Pasnea 1. O0mue BOpochl OPraHU3aluy JOKYMEHTAIIHOHHOT0 o0ecreyeHnsl yIIpaBIeHHs
MEePCOHAIOM

Tema 1.1. Ilonamue u 6uovt OOKyMeHmMOE ¢ cghepe ynpaeienus nepconanom
1. IlepedyeHp 3HaHMI, KOTOPHIMH JOJKHO BJIQJIETh JOPKHOCTHOE JIMIIO, OTBEYAaloIlee 3a
OpPTaHMU3AINIO U OCYIIECTBICHHE KaIPOBOTO JOKYMEHTO000pOTA.
2. HeraTtuBHbIE MOCTEACTBUS ISl OPTaHU3AIMU-PA00TONATENS U €€ COTPYIHUKOB, PYKOBOJICTBO
KOTOPOW HE yJIesieT JOMKHOTO BHUMAaHUS OpraHU3aIliy KaJpOBOTO JOKYMEHTO000pOTa.
3. Cnenuduka KaapoBbIX TOKYMEHTOB
4. Peructpauuss ¥ HUHAEKCAMS JOKYMEHTAllMU II0 YIPABICHHUIO IEPCOHAIOM, KOHTPOJIb
HCIIOJTHEHHS.
5. BO3MOXHOCTH HCHOJB30BAHUS COBPEMEHHBIX HH()OPMAIMOHHBIX CHUCTEM, HPOTPAMMHBIX
cpencTB 00pabOTKH J1e7I0BOM MH(POPMALIUU TSI ONTUMHU3AIUN KaIpOBOTO JTOKYMEHTO000pOTa B
OpraHu3aluu.
6. Bo3MoxHOCTH HCIIOJIL30BaHUS COBPEMEHHBIX CHeIUaIu3upPOBAHHBIX KaJIPOBBIX
KOMHBIOTepHBIX nporpaMM IJIA OIITUMHU3ALIUNA Ka,Z[pOBOI‘O I[OKYMCHTOOGOpOTa B OpFaHI/ISaL[I/II/I

Tema 1.2. Cyuwynocmo u nopaook cocmaejieHus 10KAJIbHbIX AKMOE OP2AHU3AUUU
1. Ponbs 1 Ha3HAYeHME JIOKAJTbHBIX HOPMATHBHO-TIPABOBBIX aKTOB OpTraHU3aIUH.
2. lllratHoe pacmucaHWe: CTPYKTypa, Npoleaypa pa3paboTKu, YTBEPXKIACHUS, BHECEHUs
W3MEHEHUH Y JOIOJHEHUH.

Tema 1.3. Ilpukazvt u conymcmeyrouiue 00KyMeHmol, KOMopble 20MO8UM Kaodpoedas cayxcoa
1. CocTtaB M XapakTepUCTUKAa OCHOBHBIX JOKYMEHTOB, PpETJIaMEHTUPYIOIINE HaIrpaBleHUE
COTPYJIHUKOB B CITy’eOHbIE KOMaHIUPOBKH.

2. JIOKyMEHTBI, CITy>Kalllie OCHOBAHUEM JUIsl U3JJaHUs TPUKA30B

3. JIOKyMeHTBI, IPEAO0CTaBIIIEMbIE IO 3aMpocy paboTHUKA

Pasznea 2. [lokymMeHTHPOBaHME NPOLECCOB 00ecneYeHHsI OPraHU3AMUM NEPCOHAJIOM U ero
JABHUKEHUSI

Tema 2.1. /Jokymenmupoganue peKpymunza u npuema nepcoHana
1. Texnomnorus pa3pabOTKH U CTPYKTYpa JOKYMEHTA «3asBKa Ha TIOMCK U OTOOp IepCOHANay.
2. IlpaBuna odopmiieHHS AOKYMEHTa «KBaJIM(UKAIMOHHBIE TpPEeOOBAaHUS K COUCKATEIIO
BaKaHCUW» M COCTABIICHNS OOBSBICHUS O BAKAHCHU.
3. JlomonHuTENBHBIE YCIOBUS TPYIOBOTO I0TOBOpa
4. JIOKyMEHTHI IO PEKPYTHHTY IIEpCOHAJIA: IOHATHE, BUJIBI, 00IIas XapaKTepUCTHKA.




5. JlokyMeHTHpOBaHUE MPOIIeTypbl U3MEHEHUS TPYIOBOTO JOTOBOPA.
6. JIokyMeHTBI IO PEKPYTUHTY NepcoHala, (GopMupyeMble Ha 3Tane oToéopa nepcoHaia.
7. JIokyMeHTBI IO PEKPYTUHTY IIepcoHalia, popMUpyEMBbIE Ha 3Talle OUCKa IepcoHasa.

Tema 2.2. /lokymenmupoeanue nepeeooa compyoHuxka Ha opy2yro paoomy
. OCHOBHBIE TPUYMHBI NIEPEBOIA COTPYIHUKA.
. [lopsanokx TOKyMEHTHPOBAaHUSI BPEMEHHOTO TIEpPEBOIa COTPYIHUKA.
. [lopsi oKk JOKYMEHTHPOBAHUSI IOCTOSTHHOTO NIEPEBO/Ia COTPYIHUKA.

W N~

Tema 2.3. /lokymenmupoeanue y801bHeHUA COMPYOHUKOB
1. [TopsiAoK pacTop:keHHs TPYAOBOTO JIOTOBOPA MO Pa3IUYHBIM OCHOBAHUSIM.
2. JIOKYMEHTHI, SIBJISIOLINECS OCHOBAaHUEM ISl U3/1aHUA MTpHKa3a paboToaaresns o0 YBOJIbHEHUH
paboTHuKa
3. JIokyMeHTHUPOBaHHUE MPOIecca MPEKPAIICHHS TPYIOBBIX OTHOIIEHUM ¢ paOOTHHUKOM.

Pa3nea 3. JlokyMeHTHPOBaHHE OCHOBHBIX OIlepPaluii, 00ecne4YnBAIOIINX COOII0AeHHE
TpeOOBaHUIl TPYIOBOI0 3AKOHOAATEILCTBA

Tema 3.1. /lokymenmupoeanue omnycko8 cOmpyoHuKos
1. CoctaB 1 XapaKTepUCTUKAa OCHOBHBIX JTOKYMEHTOB, PErVIAMEHTHPYIOIIUX IIPEIOCTaBICHUE
OTMyCKa pabOTHUKAM
2. HopMaTuBHO-IIpaBOBOE PETyJIUPOBAHUE MPEAOCTABICHUS YIIMHEHHOTO OCHOBHOT'O OTITyCKa
KaTeropusiM pabOTHUKOB, UMEIOIIMX Ha 3TO MPaBo.

Tema 3.2. /lokymenmayuonnoe cOnpoeoyicoenue OueHKu (ammecmayuu) nepconana
1. JlokyMeHTHpOBaHME TIPOIIECCA TPOBECHHS aTTECTALNY.
2. CocraB ¥ CTPYKTypa AOKYMEHTOB, PETJIAMEHTUPYIOLINX MOPAIOK MOJTOTOBKH U MPOBEICHUS
aTTeCTaI[M NepcoHaa.
3. JlokyMeHTaIoHHOe obecrieueHne paboThl aTTeCTAllMOHHON KOMUCCUU

2.5. PexoMeHgauuM 10 OLEHUBAHUIO HHBIX (OPM TeKylIero KOHTPOJIS
(MpaKTHYeCKUX 3aJaHUI 0 TUCHHUILINHE).

MakcumanbHOE Kpurepun!!
KOJIM4YecTBO OayioB™

2 (OTIMYHO) BrictaBnsercs  oOydarmomiemycsi, €ClId  OTBET  IMOKa3bIBaeT
riyOOKOe W CHUCTEMaTHYeCKOE 3HAHHWE BCEro  MPOrpaMMHOTO
MaTepuaga M CTPYKTYpbl KOHKPETHOTO BOIPOCAa, a TaKke
OCHOBHOT'O COJIEp’KaHUSI M HOBAallMM JIEKIMOHHOIO Kypca IO
CpaBHEHHIO ¢  yuyeOHOW  JUTEepaTypoil. OO6yuarommiics
JEMOHCTPUPYET OTUYETJINBOE u cBOOOHOE BJIa/ICHUE
KOHLENTYaJIbHO-IOHATUWHBIM allapaToM, HAay4HBIM S3BIKOM U
TEPMUHOJIOTHEH COOTBETCTBYIOLICH Hay4YHOW oOnacTu. 3HaHUE
OCHOBHOM  JIMTEPAaTypbl M  3HAKOMCTBO C JOIOJHHUTEIBHO
PEKOMEHIOBAaHHON  JIUTEPATypou. JIorMuecku KOPpEeKTHOE H
yOeauTenbHOe U3JI0’KEHHE OTBETA.

1 (xopormio) BricTaBnsiercs oOydaromeMycsi, €ClIl €ro OTBET JEMOHCTPUPYET
3HaHWE  Y3JIOBBIX  MpoOjJeM  MHporpaMMbl U OCHOBHOIO
colepXaHusl  JIGKHMOHHOTO  Kypca;  YMEHHE IOJb30BaThCs
KOHIENTYaJdbHO TOHATUHHBIM ammnapaToM B Ipoliecce aHaau3a
OCHOBHBIX np06neM B paMKax I[aHHOﬁ TCMBI, 3HAHUC
BOKHEUIINX pabOT M3 CHUCKA PEKOMEHJIOBAHHOW JIMTEPATYPHI.




MakcumanbHOE Kpurepun!!
KOJINYecTBO OayioB™

B menom joruuyecku KOppeKkTHOE, HO HE BCEraa TOYHOE W
apryMEeHTHPOBAHHOE M3JI0KEHHE OTBETa ||

0,5 (ynosnerBoputenbHO) | BoicTaBnsercs oOyuwaromemycs, €Ciad €ro OTBET AEMOHCTPUPYET
(dparmMeHTapHble, TOBEPXHOCTHBIC 3HAHUS BAKHEHIINX pa3/iesioB
IIPOrpaMMBbl M COACPKaHUSA JEKIUOHHOTO Kypca; 3aTpyJHEHHUA C
UCIIOJIb30BAHUEM  HAyYHO-IIOHATUHHOTO amnmnapara 51
TEPMUHOJIOTHHM y4€OHOH AMCUUIUINHBI, HEMOJHOE 3HAKOMCTBO C
PEKOMEHIOBAaHHOW JINTEPATypOi; YaCTUYHBIE 3aTPpyJAHECHUS C
BBINIOJTHEHUEM  IIPEAYCMOTPEHHBIX IIPOrpaMMOi 3aJlaHuM;
CTPEMIICHHE JIOTMYECKM  ONPEACIIEHHO U IOCJIEI0BAaTEIbHO
M3JI0KHUTH OTBET L

(HeynoBIIETBOPUTENHHO) | BricTaBisercst oOyuaromieMycs, €Clid €ro OTBET AEeMOHCTPHPYET
HEe3HaHHe, JIMOO OTPHIBOYHOE MPECTaBICHUE O JaHHOW mpodieme
B pamKax y4eOHO-IPOTPAMMHOTO  MaTepuayia; HEyMEHUe
WCIIOJIb30BaTh MOHATUMHBIN ammapar; OTCYTCTBUE JIOTHYECKOM
CBsI3U B OTBECTEC

* [IpencraBneno B Tabnuie 2.1.

IMPAKTUYECKHUE 3AJAHW A UIA ITIPOBEPKH YPOBHA COOPMHUPOBAHHOCTHU
KOMIIETEHIIMUN

Paszgea 1. O0mue BONpPOChHl OPraHU3anuM JOKYMEHTAMOHHOT0 00ecriedyeHUusl ynpaBJieHUus
MEePCOHATIOM

Tema 1.3. Ilpukazvt u conymcmeyrouiue 00KyMeHmol, KOMopble 20Mo8UmM Kaopoedasn cayxcoa
1. IlogroroBeTe MpHKa3 0 HarpaBJIeHUH paOOTHUKA B KOMAaHAUPOBKY.

2. [loaroroBbTE KOMaHAWPOBOYHOE YIOCTOBEPEHHE IS TPEObIBAaHUS paOOTHUKA B CIY>KEOHOU
KOMaHIUpoBKe 10 00pasity popmbr Ne T-10 (Bce mons moiexar 00s3aTeIbHOMY 3aII0THEHUIO).

Paznen 2. JlokyMeHTHPOBaHUE MPOIECCOB 00ecTeYeHHsI OPTaHU3AIUH EPCOHAJIOM U €ro
JABUKEHUS

Tema 2.1. /lokymenmupoeanue peKpymunza u npuema nepconana
1. HapucyiiTe cxemy cocTaBlieHUsI JOKYMEHTOB IPHU TIpreMe Ha paboTy.
2. AM. Kpyunaua odopmisiercss B OOO«TopHago» Oyxraarepom.
B nucemeHHoM BuzeE:
a) packpoiTe mopsIoK ohopMIICHHUS JOKYMEHTOB MPHU ITpHUeMe Ha padoTy;
0) yKaxuTe, Kakue IOKyMEHTHI OH JOJDKEH MPEIOCTaBUTh B OT/AET KaApPOB, €CITU YYECTh, YTO OH
yCTpauBaeTCsl Ha OCHOBHOE MECTO paldOoThl, a TAK)KE B TEUEHHUE ABYX JIET HUTJE HE paboTalr;
B) COCTaBbTE TPYAOBOI IOTOBOP IJIs JAHHOTO COTPYTHUKA;
') COCTaBbTE MPHUKA3 O MpUeMe Ha paboTy ISl TaHHOTO COTPYAHHKA.
HAa JTare MoKCcKa IMepcoHarna.

Tema 2.2. /lokymenmuposanue nepeooa compyoHuKka Ha opyzyio paoomy
1. CocTaBpTe CXEMy COCTaBJICHHUS JIOKYMEHTOB TIpH IIEPEBOJE COTPYIHHKA Ha JIPYTYIO
paboTy BHYTpH OpraHU3aIIH.




2. CoctaBbTe mIpuKa3 o nepeBoje padorHuka B.I1. Tpymkuaa Ha paboTy BHYTpH OpraHH3allud
(BbIOOp HAMMEHOBAHMSI M JPYTUX PEKBU3UTOB OPraHU3allMUd OCYIIECTBIISETCS CTYIEHTOM
CaMOCTOSITEIIBHO).

Pa3nes 3. JlokyMeHTHPOBaHHE OCHOBHBIX OIlepaluii, 00ecneqYnBAOIINX COOII0ieHHE
TpeOOBaAHMIl TPYIOBOI0 3AKOHOAATEILCTBA

Tema 3.1. /lokymenmuposanue 0mnycko8 cOmpyoHuKos
1. HapucyiiTe cxemy cocTaBleHUsI JOKYMEHTOB IO MPEAOCTABICHHUIO OTITyCKa MO0 OEPEMEHHOCTH
U poAaM.
2. HapucyiiTe cxeMy COCTaBICHHS OKYMEHTOB MO IMPEIOCTABICHHUIO OTIMyCKa paOOTHUKAM,
YCBIHOBHUBIIIUM PEeOCHKA.
3. Hapucyiite cxeMy cocCTaBjIeHHs JTOKYMEHTOB IO MPEIOCTaBICHUIO OTIYCKa MO YXOIy 3a
peOeHKOM.

BOITPOCHI K 9K3AMEHY IO PA3JEJIAM (TEMAM) JNCIHUIIVIMHBI (MOY JIST)

1.CoctaB 1 3HaueHHUE KaJJpOBOM TOKYMEHTALIUU

2.1loHsATHE W BU]IBI KaIPOBOM JTOKYMEHTAIUN

3.Crenuduka KaJpoBbIX TJOKYMEHTOB

4 Knaccudukanus KaapoBoi JOKYMEHTAIIUH

5.IloHsATHE OpPraHU3alMOHHO-YIIPABICHUECKOTO TOKYMEHTA B c(hepe yIpaBIeHUs TEPCOHATIOM,
BU/IbI, IPaBOBasi OCHOBA Pa3pabOTKU U MPUHATHUS

6.ITonsTre MHGOPMAIIMOHHO-CIIPABOYHOTO JOKYMEHTa B cdepe ympaBlIeHUS MEPCOHATIOM,
BU/IBL.

7.Crienuduka TOKYMEHTAlMOHHOTO 00ecrieueH sl yIpaBiICHUs IEPCOHAIOM B OpraHU3aluiIx
TOCYJIaPCTBEHHOM CITYKOBI

8.B03MOXHOCTH HCIIOIH30BAHKS COBPEMEHHBIX NH(POPMAIIMOHHBIX CUCTEM, IPOTPAMMHBIX
cpencTB 00paboOTKH 1eTT0BOM HHGOPMAIIMH JIJI ONTUMHU3AINH KaJIpPOBOT0 TJOKYMEHTO000pOTa B
OopraHu3aIu

9.B03MOKHOCTH UCIIOJIB30BAHUSI COBPEMEHHBIX CIIEIMATU3UPOBAHHBIX KaJIPOBBIX
KOMIBIOTEPHBIX MPOTPAMM JJIsl ONTUMHU3AIUU KaJPOBOTO TOKYMEHTOO00pOTa B OpraHU3alluu
10.Ha3naueHue BU/IbI, TPaBOBas OCHOBA Pa3paOOTKU U MPUHATHS JIOKAIbHBIX HOPMATHUBHBIX
aKTOB B chepe ympaBIeHUS MEPCOHATIOM

11.006s13aTenbHbIe TOKATbHBIE HOPMATHBHBIC aKThI U JJOKYMEHTBI OpTraHU3aIluu: BUIBI, TTOPSI0K
COCTaBJICHUS U YTBEPKICHUS

12.®akynpTaTUBHBIE JTOKAIbHBIE HOPMATUBHBIE AKThI U JIOKYMEHTHI : BUbI, TOPSIIOK
COCTaBJICHUS U YTBEPKICHUS

13.1lItaTHOE pacncaHue: Ha3HAUYECHHE, TOPSAOK MOJTOTOBKU U YTBEPKACHUS

14.Bupl mprKa3oB, MOATOTABINBAEMBIX KaJIPOBOU CITyK00#

15.ITpuKa3sl 0 INYHOMY COCTaBY: BHUJIbI, XapaKTePHbIE 0COOCHHOCTH

16.JIokyMeHTBI, COMTyTCTBYIOLUE U3JAaHUIO IPUKA30B BHU/IbI, HA3HAYEHHE, TOPSIOK COCTABICHUS
17.CyuHoCTh peKpyTHUHTa M OCHOBHBIE JOKYMEHTBI €0 COITPOBOXKIAIOIINE

18.JlokyMeHTBI 00eCcTICUrBAIOIIME ATAIl TTIOMCKA TIEpCoHaa

19./lokyMeHTHpOBaHUE MTpHEMa IiepcoHana Ha paboTy

20.CymHOCTh ¥ IPUYMHBI TIEPEBOJIa COTPYAHUKA HA IPYTYIO paboTy

21.JIoKkyMEHTUPOBaHUE BPEMEHHOT'O IIEPEBO/Ia COTPYIHUKA

22.J10KyMEHTHPOBAHUE TOCTOSTHHOTO MEPEBOAA COTPYIHUKA

23.CyurHocTh U 00CTOSATENBCTBA YBOJIBHEHUS COTPYAHUKA

24.JIokyMeHTaIlMOHHOE 00ECTICYCHHE PACTOPKEHHS TPYAOBOTO JIOTOBOPA MO COTJIAIIECHUTO
CTOpOH

25.JIoKyMEHTAIIMOHHOE 00ECIIEUCHHE MPEKPAIICHHs] CPOYHOTO TPYAOBOTO JOTOBOPA



26.J1oKyMeHTAIIMOHHOE 00ECTICYCHHE PACTOPKEHHSI TPYAOBOTO JIOTOBOPA MO MHUIIMATHBE
paboTHUKa

27.JI0KyMEHTAIIMOHHOE 00ECIICYCHHIE PACTOPKEHHS PaCTOPKEHHS TPYAOBOTO IOTOBOPA B CBSI3H
C U3MECHEHHUEM €TI0 YCIOBUU

28.JlokyMeHTallIOHHOE 00ecreyeHe YBOJIbHEHUS COTPYIHUKA [0 METUIIUHCKUM TTOKa3aHUSIM
29.JlokyMeHTalMOHHOE oOecrieueHre yBOJIbHEHNUE COTPYIHUKA TI0 OOCTOSATENBCTBAM, HE
3aBHUCSILUM OT BOJIU CTOPOH

30./lokyMeHTalMOHHOE 00ECTIeYeHHE YBOIBHEHUS COTPYIHUKA BCIICACTBUE HAPYIICHUS TIPABUIT
3aKIJIIOUEHUs TPYAOBOTO I0rOBOpa

31.06muit nopsiiok ohopMIIEHUS MPEKPALICHUS TPYIOBOTO 10TOBOpa

32.Bujpl OTIyCKOB paOOTHHUKA U OCHOBHBIE JOKYMEHTHI, PETIaMEHTHUPYIOIINE UX
IIPEIOCTABIICHUE

33.JIoKyMEHTallMOHHOE COMPOBOKIECHUE MPEIOCTABICHUS COTPYAHUKY €KETOAHOTO
JIOTIOJTHUTEIBHOTO OTITYCKa

34.JI0KyMEeHTallMOHHOE COTPOBOKIACHHE MPEIOCTABICHUS COTPYIHUKY OTITyCcKa 0€3 cCoXpaHEHUS
3apabOTHOM ATk

35.JloKyMEeHTallMOHHOE COMPOBOKICHHIE MPEAOCTABICHUS COTPYAHUKY y4eOHOT0 OTITyCKa
36.J10KyMEHTaLIMOHHOE COMPOBOKIAECHHUE OT3bIBa COTPYAHHMKA U3 OTITyCKa

37.AtTecTanus nepcoHana: NOHATHE, 11€J1b, 33J1a4U 1 MPABOBOE PETYIUPOBAHUE

38.Ilopsinok nmpoBeaeHUs aTTECTALlMU [TIEpCOHAIa

39.JlokyMeHTaIMOHHOE 00eCTIeUeHHE MPOIIEAYPHI ATTECTAllUH PAOOTHUKOB armapara
yIpaBieHUs

40./loxymeHTanlMOHHOE O0ECIIeYeHUE peaTn3aIliu Pe3yJIbTaTOB aTTeCTAlluN
41.HopMaTUBHO-TIPAaBOBOE PETYIUPOBAHNE BOUHCKOTO y4eTa pabOTHUKOB OpraHU3aIHH
42.CocTaB JOKYMEHTOB BOCHHO-YUETHOTO MOApa3aesieHus (BOGHHO-YUYETHOTO CTOJIa),
CO3/1aBa€MOI0 B OpraHM3al1y JIs BEACHHSI BOMHCKOTO yueTa

43.0Opra"uzanus MEepBUYHOrO BEJICHUSI BOGHHO-YYETHOIO CTOJIA



MHHUCTEPCTBO HAYKHU U BBICIIEI'O OBPA3OBAHUS
POCCHUMCKOU ®EJIEPALTUU
®EJIEPAJIBHOE I'OCY IAPCTBEHHOE BIOJI)KETHOE OBPA30BATEJIbHOE
YUPEXEHUE BbICILIEI'O OBPABOBAHU S
«TOHELIKAST AKAJIEMUS YIIPABJIEHUS U TOCYJIAPCTBEHHOM CJIYKBbI

Hanpasienue noarorosku 38.03.03 YnpapieHue nepcoHaaom

Ipoduasb «YnpasieHue nepcoHasIoM OpraHU3alud U TOCYJapCTBEHHOMN CITyKObD»
Kadenpa ynpapienust nepcoHaaoM U SJKOHOMHUKH TpyAa

Jucuuniauna (MoayJib) «JloKkyMeHTaIlMOHHOE 00ecieueHne yIpaBIeHUs IEPCOHATIOM
Kypc 3 Cemectp 5 dopma o0yueHHsI OYHAS/OUHO-3a09HAS

3K3AMEHAIIMOHHBIN BUJIET Nel
Teoperuyeckne BONpochl.

1. CocTaB 1 3HaUYE€HUE KAIPOBOM JOKYMEHTAIUU
2. O0uwmii mopsAaoK opopMIIeHHS IPEKpAILEHHUs TPYI0BOTO JOTOBOpPa

IKk3amenamop: JI.C. Kazaniena

YTBepxneHo Ha 3aceqanuu Kadeapsl «06» mapta 2024 r. (mpotokon Ne 10 ot 06. 03 2024 r.)

3as.xagheopoii: A.M. Cragnuk




	2024-2025_38_03_03-УПОиГС 2024-ОФ_plx_Документационное обепечение управления персоналом_Управление персоналом организации и государственной службы.pdf
	Б.1.О.28 ФОС ДОУП 2024 г.н. ОФ.pdf

