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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 obecneyenue ynpasieHusi NepcoHaiom” onupaemcs Ha
cneoyrowue snemenmol OIIOI BO:

Mogenu mpogeccHOHANBHBIX KOMIIETEHIINH CIIEUATNCTOB B YIIPABICHHN TIEPCOHAIOM

OCHOBBI KaIpOBOM MOJUTHKH U KaJPOBOTO TJIAHUPOBAHUS

OCHOBHI YIIpaBJICHHS TIEPCOHAIOM

Brenenue B mpodeccuro

1.3.2. Jlucyunauna "/lokymenmayuonnoe obecneyenue ynpasieHus nepcoHanom” evicmynaem —OnOpPOU
015 CIe0YIOUUX DNIeMEHMO8.

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 pesynomame oceoenusn oOucyunaunst "/[lokymenmayuonnoe obecneuenue 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
"JlokyMeHTAIIMOHHOE O0ecIieueHne YyIpPaBIICHUS TIEPCOHAIOM" BHAOM TIPOMEKYTOUHOW aTTECTAIMH  SBIISICTCS
Ox3ameH

PA3AEJI 2. COAEPKAHUE JUCIIUAIIJIMHBI

2.1. TPYJOEMKOCTbH OCBOEHUA JUCLHUITIMHBI

OOmass Tpymo€MKOCTh JUCIUIUIMHBI  "JIOKyMEHTAalMOHHOE OOeclieueHrne VIIPaBJICHHUS IepCOHAIOM"
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 1J13.3
opranuzauuu /Cp/ 31 22 33
Tema 1.2. [Ipuka3ssl ¥ COMYTCTBYIOIINE OIIK-4.6 | JI1.1J12.1J13
JOKYyMEHTBI, KOTOPbIE TOTOBUT KaJpoBast 1
ciyx0a /Jlex/
Tema 1.2. I[Ipukassl ¥ COIyTCTBYIOLINE OIIK-4.6 | JI1.1J12.1JI3
JIOKYMEHTBI, KOTOPBhIE TOTOBHUT KaJpoBast 1 J13.2
ciyx0a /Cem 3an/ 0122 33
Tema 1.2. [Ipuka3sl ¥ COMyTCTBYIOIINE OIIK-4.6 | JI1.1J12.1JI3
JIOKYMEHTBI, KOTOpbIE TOTOBUT KaJpoBast 1J13.3
ciryx0a /Cp/ 0102233
Paznen 2. Paznen 2. JlokymeHTHpOBaHHE
NPpoLeccoB o0ecneYeHnsl OPraHUu3auuu
MEPCOHAJIOM U €ro IBMKCHUS
Tema 2.1. JIOKyMEHTHPOBaHUE PEKPYTUHTA U OIIK-3.7 | JI1.1J12.1J13
npuema nepconana /Jlex/ A
Tema 2.1. IOKyMEHTUPOBaHUE PEKPYTHHIA U OIIK-3.7 | JI1.1J12.1J13
npuema nepconana /Cem 3an/ 1 J13.2
0102233
Tema 2.1. lIokyMEeHTHpOBaHUE PEKPYTHHTA U OIIK-3.7 | JI1.1J12.1J13
npuema nepconaina /Cp/ 1133
0102233
Tema 2.2. JIokyMeHTHPOBaHHUE TIEPEBOJIA OIIK-3.7 | JI1.1J12.1J13
COTPYJHHKA Ha APYryo padory /Jlex/ A
Tema 2.2. JIokyMeHTHpOBaHHE MTEPEBOAA OIIK-3.7 | JI1.1J12.1J13
COTpYIHHKA Ha ApPYyTyio padoty /Cem 3an/ 1 J13.2




01022 33

Tema 2.2. JIoKyMeHTHPOBaHUE TIEPEBOIA [IKc-8.4 | JI1.1J12.1J13
COTpYJHHKA Ha Apyryo padoty /Cp/ 1 J13.3
0102233
Tema 2.3. JlIokyMeHTHPOBaHNE YBOIbHEHUS OIIK-3.7 | JI1.1J12.1J13
coTpyaHuKoB /JIex/ A
Tema 2.3. JIoOKyMEHTHPOBaHUE YBOJIbHEHUS OIIK-3.7 | JI1.1J12.1J13
corpyaaukoB /Cem 3aH/ 1J13.2
012233
Tema 2.3. JIOKyMEHTHPOBAaHUE YBOJIbHEHUS OIIK-3.7 | JI1.1J12.1J13
cotpyaaukos /Cp/ 1J13.3
0102233
Pa3znen 3. Paznen 3. JlokyMeHTHPOBAHME OCHOBHBIX
onepanuii, odecneunBaONIUX COOJII0IeHUE
TpeGoOBaHMIi TPYAOBOr0 3aKOHOAATEIbCTBA
Tema 3.1. JlokyMeHTHpPOBaHKE OTITyCKOB OIIK-3.7 | JI1.1J12.1J13
coTpyaHUKOB /Jlex/ A
Tema 3.1. IoKyMEHTUPOBAHUE OTITYCKOB OIIK-3.7 | JI1.1J12.1J13
corpyaaukoB /Cem 3aH/ 1 J13.2
012233
Tema 3.1. JIoKyMEHTHPOBAaHKE OTITyCKOB OIIK-3.7 | JI1.1J12.1J13
corpyaaukos /Cp/ 1J13.3
012233
Tema 3.2. JIOKyMEHTaMOHHOE COIPOBOXKICHUE IIKc-8.4 | JI1.1J12.1JI3
oleHKH (arTecTaiun) nepconana /Jex/ A
Tema 3.2. JIOKyMEeHTaIMOHHOE COTIPOBOXKICHNE [IKc-8.4 | JI1.1J12.1J13
oreHkH (artecraruu) nepconana /Cem 3an/ 1 J13.2
0102233
Tema 3.2. JIOKyMEHTaIlMOHHOE COPOBOXKICHNE [IKc-8.4 | JI1.1J12.1J13
orneHku (arrecraruu) nepconaia /Cp/ 1J13.3
212233
Tema 3.3. JlokyMEeHTaIlMOHHOE 00ECIICUCHUE OIIK-3.7 | JI1.1J12.1J13
BEJICHHUS BOSHHO-Y4YeTHOTO cToua /JIex/ .1




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

BEICHUS BOCHHO-y4eTHOTro cToia /CeM 3an/ 1J13.2
01022 33
Tema 3.3. JlokyMEHTaIIMOHHOE 00ECIICUCHUE 5 4 OIIK-3.7 | JI1.1J12.1J13 0
BeJICHUS BOEHHO-y4eTHOTO cToua /Cp/ 1J13.3
0102233
/Konc/ 5 2 0

PA3IEJI 3. OBPA3OBATEJIBHBIE TEXHOJIOT'MU

B nmporecce ocCBOGHUS AMCHUIUIMHBI  «J[OKyMEHTAallMOHHOE OOSCIICUECHUE YIIPABJICHUS IIEPCOHATIOM))
HCTIONB3YIOTCS  CIIEAYIONe Oo0pa3oBaTeNbHbIE TEXHOJOTHH: JIEKIMH, CEMHHApPCKHE 3aHSATHs, CaMOCTOSTEeIbHAs
paboTa CTYZACHTOB I10 BHITIOJTHEHUIO PA3TMYHBIX BUIOB 3aJaHUH.

B mpoumecce ocBoeHMS ~ OUCHMIUIMHBL  «JlOKyMeHTalMoOHHOEe  oOecclicueHHE  YIpaBlICHHS  IEPCOHATIOM)
UCTIOJB3YIOTCS CIENyIONINe WHTEPAaKTUBHBIE 00pa3oBaTellbHBIC TEXHOJOTHH: IpoONeMHast JieKnus. JIeKImnoHHBIH
MaTepuan TMpeACTaBICH B BHUAC claia-npe3eHtanmnu B ¢dopmare «Power Pointy. sl HarasgHOCTH HCIOJB3YIOTCS
MaTCpualibl pa3JIMYHbIX HAYUYHBIX U TEXHUUYCCKUX ISKCICPUMECHTOB, CIIPABOYHBIX MATCPHAIOB, HAYUHBIX craTten T.O. B
XOJle JEKIUM IMPEeIyCMOTpEeHa o0paTHas CBS3b CO CTYyJEHTaMH, aKTHBH3UpYIOIHME Bompockl. [lpu mpoBegeHun
JMEKIUA  WCTONB3yeTcsl  MpOOIeMHO-OpPUEHTHPOBAHHBI  MEXIUCHUIUIMHAPHBIA  MOAXOJl,  MPEAIOIararoni
TBOPUYCCKUEC BOIIPOCHI U CO3aHNE JUCKYCCUOHHBIX CHTyaHHﬁ.

[Ipu UBNOXKEHUH TEOPETUYECKOTO MaTepuana HCHOJNB3YIOTCS TaKhue€ METOHbI, KaK: MOHOJIOTHYECKHH,
MOKa3aTeNbHbIA, JUATOTHYECKUH, OBPHUCTUYECKUAH, MCCIEAOBATENIbCKAN, TMPOOIEMHOE HW3JIOKEHHE, a TaKKe
CICOAYIOINE TMPUHIOUIIBI TUAAKTUKUA BEICTIIEH OIKOJIbI, TaKHUEC KaK: IOCJICAOBATCIIBHOCT W CHCTEMAaTHYHOCTH
o6yqu1/I;1, JOCTYITHOCTDH O6y‘-ICHI/I$I, IMPUHOUII HAYYHOCTH, MPUHIUIIBI B3aWMOCBA3M TEOpHUU U IMPAKTUKHU,
HaTJISTHOCTH | Jp. B KOHIIe KaX10# KUK MTPEeTyCMOTPEHO BpeMs Il OTBETOB Ha MPOOIEMHBIE BOIIPOCHI.

CamocTosiTenbHass  paboTra  TpeAHa3HadeHa UIsl  BHEAYOUTOPHOM  pabOTBl  CTYyAEHTOB,  CBSI3aHHOH  C
KOHCIICKTUPOBAHUEM HCTOYHUHKOB, yqe6H0r0 Marcpualia, U3yuCHUEM HOHOHHHTCHBHOﬁ JIATEpATyphbl 110 JUCHUILIIMHE,
MOJITOTOBKOW K TEKYIIEMY U CEMECTPOBOMY KOHTPOJIIO, a TAKXKE BHINIOJTHCHUEM HWHIWBUIYAJIbHOTO 3aJaHus B (hopMe
pedepata,Ipe3eHTaNH, TE3UCOB AOKIaNa, CTaThH

PA3JIEJI 4. YHEBHO-METOANYECKOE U MATEPUAJIBHO-TEXHUYECKOE
OBECIIEYEHHUE JUCIIAIIJIMHbI

4.1. PekoMenayemasi JuTepaTypa

1. OcHoBHas TUTEpaTypa

ABTODEHI, 3arnaBue H3narenscTBO, roj
JI1.1 {Hosu, 1. H. KaapoBoe nenonpon3BoACTBO U KaIpOBbIN yUeT : Taranpor : Taranporckuii
yaebHoe mocobue (84 c.) WHCTHUTYT YIPABICHUS U
sKoHOMUKH, 2019
JI1.2 | Eropos, B. I JlokyMeHTOBeIeHHE 1 TOKyMEHTAIMOHHOE O0ecTIieueHIe Cankrt-IletepOypr : Jlanb,
B. II. Eropos, A. B. |ynpaBienust B ycIoBusiX HHU(PPOBOI SKOHOMUKH: yueOHUK | 2021
CnuHbKOB Juist By30B (372 ¢.)
2. lonoaHUTEJbHAS JIUTEPATYypa
ABTODBI, 3armaBue WznaTenscTBO, TO
JI2.1 |JI. C. JIsaxoBa KanpoBoe agMuHuCTpHpOBaHUE U AETONPOU3BOACTBO : oy BIIO "HOHAYUI'C",
yaebHoe mocobue (188 c.) 2019

3. Metonnueckue pa3padoTku

| ABTOpr, | 3arnaBue | HSI[.’:ITCHLCTBO, roa




ABTODEHI, 3arnaBue H3narenscTBO, roj

JI3.1 JlokyMeHTannoHHOE 00ecTieueHne YIpaBIeHUs Honenx: ®I'bBOY BO
Kazanuesa JI.C. nepcoHasom: KoHCIEKT NeKIuil st 00ydaroniuxcs "HOHAYUI'C", 2025
00pa3oBaTeNbHON MPOrpaMMbI OakagaBpHaTa
Hanpasienus noarotosku 38.03.03 Ympasnenue
nepcoHasioM npoduis "YpaBieHne IepCoOHaTIOM
OpraHU3alry 1 TOCYAapCTBEHHOH CIyKObI» Bcex Gopm

oOyuenwus (156 c.)
JI3.2 JlokyMeHTannoHHOE 00ecTieueHne yIpaBIeHus Honenk: ®I'bOY BO
Kazanmnesa JI.C. MIEPCOHATIOM: METOJUYECKIE PEKOMEHIAINH ISt "IOHAYUI'C" , 2025

MPOBENICHHUS CEMUHAPCKUX 3aHITUIN JIsl 00y YaOIIHXCSI
00pa3oBaTeIbHON TPOrPaMMBI OaKalaBpHaTa
HanpasieHus noarorosku 38.03.03 Ynpasienue
nepcoHaoM npoduis "YpaBieHHe IepcoOHaTIOM
OpraHu3alliy 1 TOCYAapCTBEHHON Iy kKO0bI» Bcex Gopm

obydenus (20 c.)
JI3.3 JokyMmeHTanmoHHOE 00ecIieYeHHE YIPaBICHUS Honeuk: ®I'bOY BO
Kazanmesa JI.C. MIEPCOHAJIOM: METOIUICCKIE PEKOMEHIAITIH JIJIs "IIOHAYUI'C" , 2025

CaMOCTOSITEIBHOM PadOTHI 00YUArOIIIUXCS
00pa3oBaTeNbHON MPOrpaMMbl OakagaBpHaTa
Hanpasienus noarotosku 38.03.03 Ympasnenue
MepCoHaoM, pod b "YTpaBiieHrEe IEPCOHATIOM
OpraHu3ally 1 TOCYIapCTBEHHOH cykO0b1" Bcex (opm
oOyuenwus (16 c.)

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

5 Hayunas snextponnas Oubnuortexa «KMBEPJIEHWHKAY.

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

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

n3 | 9BC «3HAHUYM»- URL:https://znanium.ru https://znanium.ru

4.3. IlepeyeHb NPOrpaMMHOIr0 odecrnedeHust

JIuneH3noHHOE HW  CBOOOJHO  paclpoCTpaHseMoe  MPOrpaMMHOE  OOecreueHHe, B TOM  YHCIIE
OTEYECTBEHHOTO MPOU3BOICTBA!
JIunieH3MOHHOE U CBOOOIHO PACHpOCTpaHsIeMOe MPOrpaMMHOE 0OeCIIedeHUE, B TOM YHCIIE OTEYECTBEHHOTO
MPOM3BOICTBA!
- Libre Office (nmumen3us Mozilla Public License v2.0.)
- 7-Zip (munen3ust GNU Lesser General Public License)
- AIMP (mmunensust LGPL v.2.1)
- STDU Viewer (freeware for private non-commercial or educational use)
- GIMP (mmunensust GNU General Public License)
- Inkscape (nmuuensus GNU General Public License).

4.4. IIpodeccnonanbHble 0a3bl JAHHBIX 1 HHPOPMAIHOHHBIE CTIPABOYHBIEC CHCTEMBbI

Caiit no kagpoBomy nenonpousBoiactsy . — URL: https://www.kadrovik-praktik.ru/

Omnmnaiin uHcnieknns — baak moxymenToB. URL: https://ornaitanacnekius.pd/documents/?role=employer

®denepanbHas ciyk0a rocynapcrsenHon craructuku. — URL: https://rosstat.gov.ru/statistic

Poccrpyn ®enepanbHast cinyxba o Tpyny u 3anstoctu. — URL: https://rostrud.gov.ru/

Knaccludopm.PY CnpaBoununk konoB obmepoccuiickux kinaccugukaropos. URL:https://classinform.ru/
O6mepoccuiicknii  kimaccupukarop mnpodeccnid pabounx, AODKHOCTEH ciyxammx W TapudubX paspsmoB. — URL:
http://okpdtr.ru/

Enunplii  kBann(UKaIMOHHBIA CIPAaBOYHUK JOJDKHOCTEH PYKOBOIUTENEH, CIEIHMAIUCTOB M JPYTUX CITy)Kallux
(EKC). — URL.: http://bizlog.ru/eks/

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

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

«Kanposoe neno» IIpakruaeckuit xxypHan 1mo kanpooit padore». — URL: https: https://www.kdelo.ru/

4.5. MaTepuajabHO-TeXHHYECKOe o0ecreuyeHne THCIHILINHBI

Jns mpoBeneHUS YUYEOHBIX 3aHATHH, NPETYCMOTPEHHBIX O0O0pa30BaTEIBHON IPOTPaAMMOM, 3aKpEIICHBI
ayJIMTOPUH COTJIACHO PACIMCAHUIO YUCOHBIX 3aHSITHIA:




pabodee MECTO NpenojaBaTels, MOCaJAOYHBIE MECTa M0 KOJIWYECTBY OOYYaroLIMXCsl, OCKAa MEJIOBas, IEePCOHAIbHBII
KOMITBIOTEp C JIMIIEH3UPOBAHHBIM MPOTPAMMHBIM OOecrieueHreM OOIEero Ha3HA4YeHUs, MYJbTHMEIUHHBIA TPOEKTOP,
9KpaH, MHTEPaKTUBHAsSI ITAHEb.

PA3IEJI 5. POHZI ONEHOYHBIX CPEJICTB

5.1. KonTposibHble BONPOCHI M 3aJaHUs

ITepeueHs BOIPOCOB I CAMOIIOTOTOBKU

1.CymHOCTh ¥ OCHOBHOE Ha3HaYCHUE TOKYMEHTAIIMOHHOTO 00eCIieueH s yIPaBIeHUs TIEPCOHAIOM B COBPEMEHHBIX
YCIIOBHSIX.

2.HopmatuBHO-1IpaBoBas 6aza JOKyMEHTAIIHOHHOTO 00eCIIEYeHUS YIIPABICHHS IEPCOHAIIOM.

3.Crieniudrka JOKYMEHTAIIHOHHOTO 0OeCTIeUeHUs! YIIPaBICHHsSI IEPCOHANIOM B OPTaHHU3AIHUAX TOCYAapPCTBEHHOM
CITy>KOBI.

4.B03MOKHOCTH HCIIOJIB30BaHHS COBPEMEHHBIX HH(POPMAIMOHHBIX CHCTEM, IPOTPAaMMHBIX CPEJICTB 00pabOTKH
JIeNTOBOM MH(POPMAITUY [Tl ONTHMHU3AIMH KaJPOBOTO JOKYMEHTO000pOTa B OpraHH3aIUH.

5.B03MOKHOCTH HCIIOIB30BaHMSI COBPEMEHHBIX CHIENUAIN3UPOBAHHBIX KaIPOBBIX KOMIIBIOTEPHBIX MTPOTPAMM JIJIsI
ONITHMH3ALUH KaIPOBOTO JOKYMEHTO00OpOTa B OpraHU3aInH.

6.Mcropus CTaHOBIICHUS 1 Pa3BUTHUS JOKYMEHTAIMOHHOTO 00ECTIeYeH s YIIPABICHHS B CTPaHE.

7.Crieninprka JOKYMEHTAIHOHHOTO 0OSCIICYECHUS YIPABICHUS B KaAPOBBIX CIyxk0ax.

8.IlepciekTMBHBIC HANIPABJICHUS B Pa3BUTUH JOKYMEHTAIIMOHHOTO 00eCIIeUeHHs yIPaBIeHHs IEPCOHATIOM
OpraHu3aIyy.

9.IlpuMeHeHue rocyJapCTBEHHBIX CTAHJAPTOB B OPraHU3alluy JOKYMEHTAIIMOHHOTO 00CCTICUeHHUsI YITPaBIICHUSI.
10.XapakTeprucTrKa Ciry>KObl JOKyMEHTaLMOHHOTO 00eCTIeYeHrsI Ha PEATPHATHH.

Bomnpocs! k 3k3MeRy

1.CocraB 1 3HaU€HHE KaApOBOM JOKYMEHTAallUN

2.IloHsiTve U BUIIBI KAAPOBOM TOKyMEHTAIIUN

3.Crnermnuka KaIpOBBIX JOKYMEHTOB

4. Knaccugukaiys KaapoBoi TOKyMEHTAI[MH

5.IloHsTHE OpraHU3aLMOHHO-YIPAaBICHYECKOr0 JOKyMEHTa B cepe ynpaBiieHHs IEPCOHAIIOM, BU/IbL, IPaBOBas
OCHOBA pa3pabOTKU U MPUHATHS

6.IlonsiTe MHPOPMAIMOHHO-CIIPABOYHOTO JOKyMEHTa B cepe ympaBieHHS NEPCOHAJIOM, BUIBI.
7.Crendrika TOKyMEHTAIMOHHOTO 0OecTIeueH s yIpaBICHHsI IEPCOHANIOM B OPTaHU3ALHUAX TOCYAapPCTBEHHOM
CITyKOBI

8.B03MOKHOCTH HCTIOIB30BaHUS COBPEMEHHBIX HHPOPMAITMOHHBIX CUCTEM, IIPOTPAMMHBIX CPEICTB 00pabOTKH
JIeNTOBOM HH(POPMALIUK ISl ONTHMHU3AIMH KaJAPOBOTO JOKYMEHTO000POTa B OpraHH3alluH

9.B03MOXHOCTH UCIIOJTb30BaHMSI COBPEMEHHBIX CIIEIUAIM3HPOBAHHBIX KaAPOBBIX KOMITBIOTEPHBIX IPOTPaAMM JIJIsI
ONITHMH3AIIMHU KaIPOBOTO JIOKYyMEHTO000pOTa B OpraHU3alun

10.HaznaueHue BUIBL, IPAaBOBAasi OCHOBA Pa3paOOTKH U MPHUHSTHS JIOKATBHBIX HOPMATUBHBIX aKTOB B cepe
YIpaBICHHS MTEPCOHATIOM

11.006s13aTenbHbBIe TOKATFHBIE HOPMATHBHBIE aKTHI M JJOKYMEHTHI OPraHU3aI|H: BHJIBL, TIOPSAO0K COCTABICHUS U
YTBEPKIAECHUS

lz.q)aKyHI)TaTI/IBHI)Ie JIOKQJIbHBIC HOPMATUBHBIC AKThI U JOKYMCHTHLI | BUABI, IIOPAAOK COCTABJIICHUSA U YTBCPIKIACHUA
13.1lITaTHOE pacnuicaHue: Ha3HAUCHUE, MTOPSIOK MTOATOTOBKU M YTBEPKACHUS

14.Bunbl npuKa3oB, MOATOTABINBAEMBIX KaIPOBOH CITYKOOH

15.IIpukassl Mo TMYHOMY COCTaBY: BHIIbI, XapaKTepHbIE OCOOEHHOCTH

16./loKyMeHTBI, COMyTCTBYIOIIUE U3AHUIO IPUKA30B BU/IbI, HA3HAYCHHUE, MOPSIOK COCTABICHUS

17.CymHOCTh pEKPYTUHTa U OCHOBHBIE TOKYMEHTBI €I'0 COMPOBOXKIAIOLINE

18.10KyMeHTHI 00eCTIeUNBAOIINE dTAll IIONCKA ITepCOHaa

19.JlokyMeHTHpOBaHUE ITpHEMa NEPCOHaNa Ha paboTy

20.CymHOCTh ¥ IPUYHHEI IEPEBOJIa COTPYIHUKA Ha IPYTYIO paboTy

21.Jlo0KyMEHTHpOBaHUE BPEMEHHOTO ITEPEBOIa COTPYAHIKA

22.JIOKyMEeHTHPOBaHNE TTOCTOSHHOT'O NEepeBO/ia COTPYAHUKA

23.CyImHOCTh U 00CTOSTENHCTBA YBOJILHEHHUS COTPYIHUKA

24 JIOKyMEHTaIIHOHHOE 00eCIIeUYeHUE PacTOPIKEHUS TPYIOBOTO TIOTOBOPA IO COTJIAIICHUTO CTOPOH
25.JI0KyMeHTallMOHHOE 0becTieueHue NMPeKpalieHnss CPOYHOTO TPYI0BOTO JOTOBOpPa

26.JlokyMeHTallMOHHOE 00ecIieueHIe PaCTOPKEHHS TPYIOBOTO JOIOBOpa 110 MHUIMATHBE PabOTHUKA
27.JlokyMeHTaIMOHHOE O0eCTIeYeHIE PACTOPKEHHSI PACTOPKEHHS TPYIOBOTO JIOTOBOPA B CBSI3U C M3MEHEHHEM €T0
YCIIOBUM

28.JlokyMeHTallMoOHHOE 00ecTieueHIe YBOIBHEHHS COTPYIHUKA [0 MEAUIIMHCKUM TTOKa3aHUsIM
29.JlokyMeHTaIMOHHOE O0ecTIeueH e YBOJIbHEHHE COTPYTHIKA 110 0OCTOSITETLCTBAM, HE 3aBUCSIIUM OT BOJIM CTOPOH




30./lokyMeHTalIMOHHOE 00ECIIeUeHUE YBOJIHEHUS COTPY/IHUKA BCJIECACTBUE HAPYILEHHUS IPABUII 3aKITIOUCHUS
TPYZOBOTO IOTOBOpA

31.00uwmii nopsiok oGopMIICHHUS PEKPAIIEH s TPYI0BOTO I0OTOBOPA

32.Bunsl oTIyCcKOB paOOTHHKA M OCHOBHBIE JOKYMEHTBI, PETJIaMEHTHPYIOIIKE UX NPEI0CTaBICHUE
33.JI0KyMEHTAIIHOHHOE COTIPOBOXKICHUE MPETOCTABIEHHUS COTPYAHUKY €KErOJHOTO JOTIOIHUTEIHHOTO OTITyCKa
34.JIoKyMEHTallMOHHOE COMIPOBOXKIEHHE NPEIOCTABICHHUS COTPYIHUKY OTITycKa 0e3 COXpaHeHHsI 3apadOTHOM MIaThl
35.JI0KyMEHTallMOHHOE COMIPOBOXKIECHHE MPEAOCTABICHUS COTPYJHUKY Y4€OHOTO OTITyCKa

36./10KyMEHTallMOHHOE COIIPOBOXKIEHHE OT3bIBA COTPYAHUKA U3 OTIIyCKa

37.ArTecranys nepcoHana: MoHATHE, 11eJb, 33JI1a4M U IIPAaBOBOE PETYJIUPOBAHHUE

38.Ilopsimok mpoBeneHUs aTTeCTaluu epcoHana

39.JloKkyMEeHTallMOHHOE 00eCIIeYeHUE IPOLIEAYPhI aTTeCTaluy paOOTHUKOB aInapaTa yrpaBieHUs
40.[lokyMeHTallMOHHOE 0OecTieueHIe pealn3allii pe3yIbTaTOB aTTeCTalluu

41.HopMaTHBHO-IIPaBOBOE PETyIUPOBAHNE BOMHCKOTO yueTa paOOTHUKOB OpraHU3alun

42.CocTaB TOKYMEHTOB BOCHHO-YYETHOIO IOApa3/AeIeHuUs (BOCHHO-YYETHOIO CTOJIA), CO3JaBAEMOT0 B OpraHU3aLUuH
JUTSL BEICHHSI BOWHCKOTO ydeTa

43.0Opranuzanusi NepBUYHOrO BEJIEHUS BOEHHO-YUYETHOIO CTOJa

5.2. TeMbl NUCBMEHHBIX padoT

Ilepeuenb Tem AJisl BBINOJHEHUS] MHAUBUIYaJIbHbIX 3aJaHUN

1.1lITaTHOE pacmucaHue: CTPYKTypa, MPOLEAypa pa3padoTKU, YTBEPKIACHUS, BHECCHUS
U3MEHEHUH U NOIMOJIHEHNUH.

2.JIOKyMEHTBI 110 PEKPYTHHIY IIEpCOHAJIA: MOHITHE, BUIbI, O0IIast XapaKTePUCTHKA.
3.JlokyMeHTHpOBaHKE MPOLIETYPhl U3MEHEHUS TPYAOBOIO JOTOBOPA.
4.]JloxkyMeHTHpOBaHME TTpoIiecca MPEKPAIIeHNs TPYAOBBIX OTHOIIEHUH ¢ PAOOTHHKOM.
5. TpynoBoi JOTOBOP W JIONOJHUTEIBHOE COTJAlIEHWE K TPYIOBOMY JIOTOBOPY:
MOHSTHE, COACPIKAHUE, TPOIIEAypa 3aKITIOUCHUS.

6.J10KyMeHTBI IO PEKPYTHHTY TIepcoHana, GopMUpyeMbIe Ha 3Tare 0TOopa rmepcoHaia.
7.J10KyMeHTHI IO peKPYTUHTY MepcoHaia, (hopMUpyeMBbIE Ha dTale MOUCKa MepcoHana.
8.HpI/IKa3BI MO0 ABMKCHHIO KaJIPOB: MMOHATUC, BUJIbI, COACPIKAHUC.
9.JlokymMeHTHpOBaHKE TIpoliecca MPOBEICHUS aTTECTAIUU.

10.0T4eTHBIE TOKYMEHTHI TIO JBIDKEHHUIO KaJlpOB: TIOHSATHE, BUIBI, CTPYKTYpa,
poleaypa pa3paboTKH U YTBEPIKICHHUS.

11.JIoKyMEHTBI 1O IBUKCHHIO KaJIPOB: COCTaB, O0IIas XapaKTePUCTUKA.
13.JlokyMeHTHl K TpUKa3aM I10 JBIDKEHHWIO KaJIpoB: TOHSTHE, BUIBI, 00MIas XapaKTePUCTHKA

5.3. ®oH/ OLIEHOYHBIX CPEACTB

®DOHJ| OLIEHOYHBIX CPEJCTB AUCHUILUIMHBI "J[OKyMEHTAIlMOHHOE O0eCIeUYeHNUEe YIpaBICHHs MepCoHaIoM"
pa3paboTaH B COOTBETCTBHH C JOKAIbHBIM HOpMaTHBHEIM akToM PI'BOY BO "JIOHAYUI'C".

®DOHJ OIEHOYHBIX CPEACTB AUCHUIUIMHBI "J[OKyMeHTarmoHHOe oOecriedeHrne YIpaBiIeHHUS NepCcoHaIoM" B
MOoJTHOM 00beMe TPEeICTaBIIeH B BHJIE MPUIIOKEeHU K JanHoMy PIT/I.

5.4. IlepeyeHb BU/I0OB OLIEHOYHBIX CPEACTB

Joxnan, coobiieHne
Bompocsr quis o0cyxaeHus
TecToBbIC 3adaHUS
Bompocs! k 3x3ameny

PA3JIEJI 6. CPEACTBA AJANNTAIMU NPENNIOJABAHUA JTUCHUIIJIMHBI K
INOTPEBHOCTAM JIUI C O PAHUYEHHBIMHA BO3MOKHOCTAMMU 310POBbSA

B ciydae HeoOxonumocTH, 00yJaromuMcs U3 YUCIIa JIML C OIPAaHUYEHHBIMH BO3MOKHOCTSIMU 3J10POBbs (110
3asBJICHUIO OO0YyYarollerocs) MOTYT TNpeajaratbcsi OJHM W3 CIEAYIOIUX BapUaHTOB BOCIPHITHS HH(opManmu c
YYETOM MX WHAWBUAYAIBHBIX ICUXO()U3NIECKUX OCOOCHHOCTEMH:

1) c mpuMeHeHHEeM MEKTPOHHOT0 00yUYeHHS U AUCTAHLUOHHBIX TEXHOIOTUH.

2) ¢ MPUMEHEHNEM CHEIHaIHLHOr0 000py/IOBaHHS (TEXHUKH) M MPOTPAMMHOTO OOECIIEYeHHS, UMEIOIIUXCS B
OI'bOY BO "JOHAYUI'C".

B mponecce oOydeHHss mpu HEOOXOAMMOCTH Ui JIML C HAapyLICHUSMH 3pEHHs, ClIyXa U OIOpPHO-
JBUraTeIbHOTO allapara IpeIoCTaBIAI0TCS CIEeLYOLE YCIOBUS:

- Ul JIAL C HapyIICHUSMH 3peHHs: yueOHO-METOJUUYECKHe MaTepuallbl B NeUaTHOW (hopMe yBETUUECHHBIM
mpudrom; B (¢GOpME DBIEKTPOHHOTO MJOKYMeHTa; B ¢opme aynuodaina (mepeBox Y4eOHBIX MaTepHalioB B
ayauodopmar); MHIUBUIYaJIbHbIC 3a0aHUS U KOHCYJIbTALIUH.

- JUId JIMI C HapyIIEHWsSMHU CllyXa: y4eOHO-METOAMYecKHWe Marepuaibl B redatHod ¢opme; B (opme
9NIEKTPOHHOTO JOKYMEHTa; BHAEOMAaTepHalbl ¢ CYOTHUTpaMu; HHIWBHIyaJbHbIE KOHCYJIBTALMH C MPUBJICYCHUEM




CYpZONIEPEBOAYNKA; HHIUBULYaJIbHbIE 3aJaHUS U KOHCYJIbTALIUH.

- JUIsL NI C HapyUIEHUSIMH OIOPHO-IBUraTeIbHOTO ammaparta: y4eOHO-METOAMYECKAE MaTepuallbl B
me4yaTHOH Qopme; B (opme 3JIEKTPOHHOTO MAOKYyMeHTa; B Qopme ayauodaiina; WHAMBUAYyAIbHBIE 33JaHUS U
KOHCYJIbTalllH.

PA3/IEJI 7. METOJUUYECKME YKA3AHUS 1JIS1 OBYYAIOIIMXCS 110 YCBOEHUIO
JUCHUIIIMHBI

M3yueHue kypca mpeanosiaraer, 4YTo MNPENoAaBaTellb YUTAET JEKUUHU, MPOBOIUT CEMUHAPCKUE 3aHSTHUS, OPTraHU3YeT
CaMOCTOSITETIFHYI0O ~ Pa0OTy  0OydJarommxcsi, TPOBOJUT KOHCYJIBTAllMH, PYKOBOAWT TOATOTOBKOH  JIOKJIAIO0B
00yYaroIUXCsl Ha HAYYHO-TIPAKTUUECKUX KOH(MEPCHIMAX, OCYIISCTBIIACT TEKYIIMH M MPOMEKYTOUYHBIH KOHTPOJb
3HAHUN O0YYarOIIUXCS.

C 1menpr0 KaueCTBEHHOTO OCBOEHHS OOyUYaOUIMMHCS NAaHHOW AWCIWIUIMHBI Ha Kadeape pa3paOb0oTaHbl METOAMYECKUE
pEeKOMEHIAIMK 110 OpTraHW3allid CaMOCTOSTENIBHOH paboTBI - KOMIUIEKC PEKOMEHAAIMA W pa3bsSCHECHUH,
MO3BOJISIONINIA  O0OyYaloMUMCsl ONTHMAaJIbHBIM 00pa30M OpraHH30BaTh IPOLECC H3YyUYCHUS, KaK TEOPETHUYECKOrO
y4eOHOTO MaTeprana IUCIUILTAHBI, TaK W TOJATOTOBKH K CEMHHAPCKUM 3aHSATUSM, B TOM YHCIE MPOBOIUMBIM C
HCIIOTH30BAHUEM aKTUBHBIX U HHTEPAKTUBHBIX TEXHOJIOTHH 00ydeHHSI.
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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
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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

CymHocTh ¥ 00CTOATENbCTBA  YBOJBHEHUS
COTpYTHHKA

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

pacTopkeHHe TPYIOBOTO JI0rOBOpPA o
COTJIAIIEHUIO CTOPOH;

HpeKpalieHne CpOYHOro TPYAOBOTO JIOTOBOPA;




Koumponupyemuwie pazoenvt (memuot)
YUeOHOoI OucyunIUHbl

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

pacTopKeHHe TPYJOBOTO JOTrOBOpa MO MHULMATHBE
paboTHHUKA;

pacTopKeHHe TPYJOBOTO JOrOBOpa MO MHULMATHBE
paboTtonarens;

pacTopKeHHe TpPYyAOBOIO JOrOBOpa B CBA3M C
U3MEHEHUEM €r0 YCIIOBUH;

YBOJIbHEHHE 110 METUIIMHCKUM MOKa3aHUSM;

YBOJIbHEHHE IO OOCTOSATENBCTBAM, HE 3aBUCSIIUM
OT BOJIU CTOPOH;

YBOJbHEHHUE  BCJEJICTBHE HApPYUICHHUS IPaBHII
3aKJIIOYEHHUS TPYIOBOTO 10r0BOpa.
OO0t mopsAa0K 0pOpMIICHHS TPEKPAIECHUS
TPYAOBOTO JJIOrOBOpa

PA3AEJ 3. JOKYMEHTHNPOBAHUE

OCHOBHbBIX OITEPAIMI, OBECITEUMBAFOILINX

COBJIFOJEHUE TPEFOBAHMIM TPYJOBOI'O 3AKOHOJATEJILCTBA

Tema 3.1. JlokymeHTHpOBaHUE
OTIYCKOB COTPYJIHHUKOB

Buner  otmyckoB  paboOTHUKa W OCHOBHBIC
JOKYMEHTHI, periIaMeHTHPYOIINe 175
IpeoCTaBICHHE.

JIOKyMEHTaITMOHHOE ~ OOPMIICHHE  €XKETOHOTO
JIOTIOJTHUTEILHOTO OTITyCKa

JoxymenTanmonHoe ogopMIIeHHE OTImycka 0e3
COXpaHEeHHs 3apabOTHOM MIaThI

JlokyMeHTalnoHHOE odopmiieHre y4eOHOTO
OTITyCKa

JlokyMeHTalmoHHOe  OOpMIIGHHE  OT3bIBA U3
OTITyCKa

Tema 3.2. JlIokyMEHTalIMOHHOE
COTIPOBOXICHUE OIICHKH (aTTECTAIIHH )
nepcoHasa

ArtTecTranys: NMOHATUE, LENb, 33Ja4d U IPAaBOBOE
peryiupoBaHue

Kputepuu onieHkr pabOTHUKOB

[Topsiaok mpoBeieHUst aTTecTaluu

ATtTecTanus pabOTHUKOB anrmapara yrnpaBJiIeHUs

Peanuzanus pe3ynbTaToB arTeCcTalluu

Tema 3.3. JIoKyMEHTAaIIMOHHOE
oOecIieueHne BEIEHNUSI BOEHHO-
YYETHOTO CTOJa

HopmatuBHO-IIpaBoBO€ peryJIupoBaHUE BOMHCKOI'O
yueta pabOTHUKOB (00S3aHHOCTH OpraHU3alluH IO
BeneHno BYP)

Cocras JIOKYMEHTOB BOCHHO-YYETHOTO
MoApa3aeICHUs (BOGHHO-Yy4ETHOTO CTOJIa),
CO3/1aBa€MOr0 B  OpraHu3alMu ISl BEACHUS
BOMHCKOTO y4eTa (BapHUaHT)

Opranuzanus nepsuuHoro BeneHus BYC

2.2. PekoMeHIAIUM 10 OLEHMBAHHWIO Pe3yJbTATOB TECTHPOBAHHUS 00Y4AIONIUXCH

B 3aBepmieHun u3ydeHHsS KakAOTO paszziena ydeOHOW JUCIUIIIIMHBI TTPOBOJIUTCS

TECTUPOBAHUE.




Kpumepuu oyenusanusi. YpOBEHb BBIMOJHEHUS TEKYIIUX TECTOBBIX 3aJaHUI
OILICHUBACTCA B 6am1ax. MaKCI/IMaJII:HOG KOJIMYCCTBO 6am1013 II0 TECTOBBIM 3alaHUAM
OTpeeNsieTCs IPEenoaBaTesieM U MpeAcTaBiIeHo B Tabmuie 2.1.

% npasuibHbIX
bannwu OMECMOs Ouenka (2ocyoapcmeennas)
5 75-100 OTIUYHO
4 51-75 Xoponio
3 25-50 Y 10BJIETBOPUTENBHO
2 MeHee 25 HeynoBineTBopUTEIbHO

TecToBbIe 3aaHMs TPEICTABICHBI B BUJIE OLCHOYHBIX CPEICTB M B IOJTHOM OO0BEME
MPEJICTABJICHBI B OaHKE TECTOBBIX 3aJIaHUI B AJEKTPOHHOM BUjE. B (OHIE OIICHOYHBIX CPENICTB
MPE/CTABICHBl THUIIOBBIE TECTOBBIC 3aJaHMs, pa3pabOTaHHbBIE IS HW3YyYCHHS JAUCIUIUTMHBI
«JlokymeHTanmoHHOE 0OecrieueHre yIPaBICHUS IIEPCOHATIOMY.

TECTOBBIE 3AJJAHUSA JJIA TEKYILEI'O KOHTPOJIA

PA3JIEJI 1. OBIIMUE BOITPOCHI OPTAHU3ALINN JOKYMEHTAILIMOHHOTI O
OBECIIEUYEHHMA VIIPABJIEHM A ITEPCOHAJIOM

Buvioepume 00un eepnwtii omeem

3aoanue 1.1. I[lepeuens 0oKymenmos, obecneuusanwull KAOpPO8slll yuem 6 OpeaHu3ayuu.
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 ogopmienuio u yiemy mpyoa pabomuuKos He 6Xooum.
a) TUYHAs KapTOUKa pabOTHUKA;

0) mpuKa3bl MO JUYHOMY COCTaBY: «O MpHEME Ha paboTy», «IEepeBOJE Ha JIPYTyl0 padoTy»,
«TPEAOCTABICHUH OTITYCKa», «00 yBOJILHEHUNY,

B) JOJKHOCTHBIC (paboyre) MHCTPYKIIUU U PETJIAMEHTHI;

I') TPYJOBBIE KHUXKKH.

3aoanue 1.3. B cocmas 00OKyMeHmMO8 Ompaxcaroujux nopsiooK Opeanuzayuu mpyoda, a makice
PeIamMeHmupyowux 3aKpenienue u peaiu3ayuio QYHKYull ynpasieHus NnepcoHarom He 6X00Um:
a) MpaBUJIa BHYTPEHHETO TPYAOBOTO PACIIOPSIKA;

0) MOJIOKEHUSI O CTPYKTYPHBIX MOAPA3ACICHHSIX;

T') TUYHBIE KAPTOYKH PaOOTHUKOB;

) IITaTHOE PACTICAHUEY.

3aoanue 1.4. Jeudsicenue Kaopogvlx OOKYMEHMO8 8 OP2AHU3ayUU ¢ MOMEHMA UX CO30AHUsL
WU NOTYYEHUsL 00 3A6ePULeHUs] UCNOIHEHUs: OMNPASKU U (UTU) HANpaesieHus 8 0eo, dMo:

a) KaJpoBOE JICJIONPOU3BOACTBO;

0) KaIpoBOE aIMUHUCTPUPOBAHHE;

') KaapOBBI JOKYMEHTOOOOPOT;

1) KaIPOBOE JIOKYMEHTHPOBAHHE.



3a0anue 1.5. @ukcayus gakmos u cobvimuil, CEA3AHHLIX ¢ o0becneueHuem op2aHu3ayull
NEPCOHANOM, €20 OBUNCEHUEM, M.e. OOKYMEeHMAIbHOe O0OopMIeHUe BCeX KAOPOBbIX NPoyeoyp
ABNACMNCA:

a) LEJIbI0 COCTABJICHUS KaAPOBOH JIOKYMEHTAIIHH;

0) MOPSIKOM COCTaBJICHHSI KaJIPOBOW JOKYMEHTAINH;

B) yclioBHEeM (DYHKITMOHUPOBAHMS KaJIPOBOU CITYKOBI;

T') 00s13aHHOCTHIO KQXKIOTO COTPYAHUKA OPTaHU3AIINH.

3adanue 1.6. Ymo ne omuocumcs Kk cocmagy opeanu3ayuoHHO-NPaso8oL OOKyMeHmMAayuu:
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 OOKYMEHMAaAYuU:
a) TpyA0Basi KHIKKa,;

0) TUYHOE JIeI0;

B) TpapyiKk OTIYCKOB;

I') TMYHAast KapTo4yKa pabOTHHKA.

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

a) KostekTuBHBII 10TOBOD;

0) [IpaBuiia BHyTpEHHETO TPYAOBOTO PACIIOPSIKA;

r) [lonoxxenne 06 aTTecTauy NepcoHana;

n) TunoBass MHCTPYKLMS IO OpraHM3alMM JEJIONPOU3BOJCTBA B OpraHax IOCYJapCTBEHHOMU
BJIACTH ¥ MECTHO camoytmpasieHus 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) pacnopsUTENIbHbIE IOKYMEHTBHI;

I') JOKYMEHTBI, OATBEPKIAIOIINE TPYIOBYIO JAESITEIbHOCTh paOOTHHUKA.

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

a) TUYHAS KapTOUKa pabOTHUKA;

0) TUYHOE JIeJI0 COTPYIHUKA,;

B) IOJDKHOCTHASI MHCTPYKIIHS;

r) Tabenb yuera pabodyero BpeMeHH .

PA3JIEJI 2. JOKYMEHTHUPOBAHUE [TPOINECCOB OGECIIEHEHMN
OPTAHU3ALIUUN ITEPCOHAJIOM U EI'O IBUXEHUA

Buvioepume ooun eéepnulit omeem
3adanue 2.1. Kakoui OOKyMeHmM MOJCem CHUmMamsCsi OCHO8AHUeM OJisi GHEeCeHUs 8 YuemHbie

00KyMeHmbl PAOOTHHUKA CBEJICHUN 00 YBOJIbHEHUU:
a) 3asBJICHUE;



0) mpuKa3 0 MPEKPAIICHUH TPYI0BOTO JJOTOBOPA;
B) JIOKJIaJIHAS 3aITMCKa;
T) aKT.

3aoanue 2.2. Kaxou u3 HudicenepeducieHHvlx 6ud08 OmKA3d 6 3aKIH0YeHuU
002060pa AGAAOMCS HE3AKOHHBIMUL:

a) B CBSI3U C OTCYTCTBUEM PETUCTPALIMU MO MECTY NMPEObIBAHUS;

0) B CBSI3M C HU3KOW KBaTH(PHUKAIUEH;

B) B CBSI3U C HECOOTBETCTBUEM YPOBHS KBaTU(UKAIUH;

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

mpyo006020

3adanue 2.3. Kaxoe u3 HudicenepeducieHHvlX Oelicmeull He s61semcs 0053ameibHblM Nnpu

npueme epaxcoaHura Ha pabomy:

a) 3aKJII0YEHHE TPYIOBOTO JI0TOBOPA;

0) u3gaHue npuKasa (pacopsoKeHHs ) 0 IpreMe Ha padoTy;
B) oopMIIeHUE TPYAOBOH KHUKKH;

r) ohopMIICHHE JIMYHOTO JeIa.

3aoanue 2.4. Kaxue u3z nepeuucieHnvix Hudice OelCmsull He s6IA0mcsa 00513amenbHblMu npu

YB8OIbHEHUU PADOMHUKA:
a) U3JaHNe TIprKa3a (PacropsLKeHHs ) O TPEKPaIICHHH TPYA0OBOTO IOTOBOPA;

0) BpIJaua pabOTHUKY KOIHMH IIPHUKa3a O MPEKPALICHUN TPYIOBOTO I0TOBOpa 6e3 ero mpochOsl;

B) 3aIOJTHEHNE COOTBETCTBYIOIIETO pa3zeia TuIHo kapTouku (popma Ne T-2);
I') BHECEHHUE 3aIICH 00 YBOJIbHEHUH B TPYAOBYIO KHUXKKY.

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 y4ueTa pabovero BpeMeHU;

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

3adanue 2.6. Ocnosanuem 07151 0ghopMAeHUA NPUKA3A O NPEeKPaAueHur mpyoo8o2o 002080pa nNo

COCNAUEHUIO CIOPOH SBIAEMC !
a) 3asBJICHUE PAaOOTHUKA,;

0) coryameHrue CTOpoH, opopMIIEHHOE B TUCEMEHHOU (hopMeE;

B) YCTHasl JOTOBOPEHHOCTh MEXJIy CTOPOHAMH TPYZOBOTO JOTOBOPA;
T') JOKJIaIHAs 3aIMCKa PYKOBOIUTENS CTPYKTYPHOTO TIOIPa3 IeIICHUsI.

3aoanue 2.7. U3menenus 6 mexuuke u mexHonocuu npouseo()cmea ocywecmenAaomcs.

a) paboToaTeneM o cBoeMy YCMOTPEHHUIO;

0) paboToaaTeNeM 1Mo COTJIACOBAHUIO C OPTaHOM MEPBUYHOMN NPO(COI03HOM OpraHU3allnu;
B) paboTonmareneM C y4eTOM MHEHHS OpraHa MEpBHYHON MpodCOr03HON OpraHHU3allvy,

r) paboToaTesieM ¢ pa3pelieHts TocyAapCTBEHHOM NHCIIEKIIUU 10 TPYY.

3aoanue 2.8. Kaxum 0okymenmom 001d4CeH paboOmHUuK npedynpeoums pabomooamensi 0 c8oem

HCENAHUU YBOIUMBCSL:
a) TreneoHOrpaMMOii;
0) TOKJIaJHOM 3aIUCKOM;
B) 3asIBJICHUEM;

T') CIIy>KeOHOM 3aIHCKOH.



3aoanue 2.9. Kakum ookymenmom pabomooamenv 00JCeH NPedynpeoums paboOmHUKa O e2o
VBOIbHEHUU NO NPUHUHE COKPAWeHUs Wmama.

a) TOKJIATHOM 3aIMCKOMT;

0) yBEIOMIICHHEM;

B) aKTOM;

T') pacopsKEHHUEM.

3adanue 2.10. B Kkakux cayyasx OOJNJNCHO BbINIAYUBAMbCS BbIXOOHOe Nnocobue npu
pacmopaiceHuy mpyoo8o2o 002080pa No UHUYUamuee pabomooamens.:

a) COKpaIlleHUs] YHUCICHHOCTH WM IITaTa pabOTHUKOB OpPTaHU3aINH;

0) HECOOTBETCTBUSI pAOOTHUKA 3aHUMAEMOM JTIOJHKHOCTH;

B) POTYJIa;

T') yBOJIbHEHUE paOOTHHUKA [0 MIEPEBOY B APYTYI0 OPTaHU3AIIHIO.

PA3JIEJI 3. JOKYMEHTHUPOBAHUE OCHOBHBbIX QHEPAHHﬁ,
OBECIIEUMBAIOINX COBJIIOJEHUE TPEBOBAHUU TPYIOBOT O
3AKOHOIATEJIbCTBA

Buvioepume 00un eepuwiii omeem

3a0anue 3.1. Ommemvme OOKYMeHMbl, KOMOpPble HE OMHOCAMCSA K COCMABY OCHOBHBIX
OOKYMEHMO8, pe2laMeHmUupyouux npedocmasienue omnycka pabomuuxy:

a) rpadMK OTITYCKOB;

0) 3asiBJICHUE O MPEIOCTABICHUHN OTITYCKa;

B) CITy»KeOHasl 3aMucKa O MPeIOCTaBICHUH OTITYCKa,

T') IPUKa3 O MPEAOCTABICHUH OTITYCKa.

3adanue 3.2. Ommemvme 8apuanm, KOMopwlil Hauboee NOIHO COOMBENCHBYeN BbIPANCEHUIO:
«Ilpu onpedenenuu ouepeOHoCmu nNPedOCMAsIeHUss OMNYCKO8 HYHCHO COON00amy credyrujue
npasunay:

a) HAYaJIbHUK W 3aMECTUTENh HAdaJbHUKA IOJPA3/ICJICHUs HE MOJDKHBI YXOAHWTHh B OTITYCK
OJTHOBPEMEHHO;

0) B OT/ETIe JOIDKHBI TOCTOSIHHO OCTAaBaThCs, 110 KpalfHe Mepe, OJMH JBa COTPY/IHHKA,

B) OJHOBPEMEHHO HE JOJDKHBI IUIAHUPOBATh CBOM OTIYCK CICUUATKMCTHI, 3aHUMAOIINE
OJIMHAKOBBIC TOJDKHOCTH(HAIIPUMED, HE MOTYT OTABIXaTh Cpa3y BCe OyXranTepsl);

T') TOJKHBI OBITH COOJTFOICHBI BCE BBIIICTIEPEYHCIICHHBIC TTPABIIIA.

3adanue 3.3. Kaxas u3 HudicenepeyucieHHviX YHUDUUUPOBAHHBIX (hopm ogopmisemcs 0s
ohopmaeHUs U yuema OmnycKos:

a) yauuuupoBanHas popma T-2;

0) yaudumupoBannas ¢popma T-1;

B) yHuduuuposanHas gopma T-3 (IAHP) T-6 (PD);

r) yaudumupoBannas ¢popma T-4.

3aoanue 3.4. Bvibepume kamezopuro compyoOHUKO8 0p2aHUu3ayuU, KOmopbvie He NoOaeHcam
ammecmayuu Uy He 00A3aHbl ee NPOXOOUMb:

a) COTPYAHHKH, C KOTOPBIMHU 3aKJIFOYEH CPOYHBIN TPYIOBOH JIOTOBOD;

0) COTpYIHUKH, 3aMEIIAIOIIIE TOJPKHOCTA MEHBIIIE TO/1a,

B) COTPYIHHUKH, TOCTUTTIHE MPEICITLHOTO BO3PACTa, YCTAHOBICHHOTO TSI 3aMEIICHUS
TOJKHOCTEH, OepEeMEHHBIE JKEHIIIHBL;

T') BCE BBIIICTICPEYHCIICHHBIC KATETOPUU COTPYIHUKOB.



3aoanue 3.5. Kaxoe u3 HudicenepeuucienHHvix peuleHull, uUMeHsowee Uil COXpaHsanoujee
ammecmyemomy 3AHUMAEMYIO  OO0JHNCHOCIDb, MOJCem Oblmb GbIHECEHO NO  pe3yabmamam
ammecmayuy ammecmayuoOHHOU KOMUCCUEIL:

a) COOTBETCTBYET 3aMeIllaeMOM JOIKHOCTH;

0) COOTBETCTBYET 3aMeIaeMOM JOIKHOCTH M PEKOMEHTYETCS K BKIIOUEHHUIO B YCTAHOBJICHHOM
MOPsIIKE B KaJIPOBBIM pe3epB sl 3aMEIEHUS BAKAHTHON JOJIKHOCTH B MOPSIKE JOJKHOCTHOTO
pocrTa;

B) HE COOTBETCTBYET 3aMEIIaeMOM JIOJKHOCTH;

T') BCE BBINICTICPEUNCIICHHBIC BAPUAHTHI PEIICHUM

3a0anue 3.6. Kakum OCHOBHbIM JIOKANbHLIM HOPMAMUBHO-NPABOGLIM AKMOM OP2AHU3AYUL
peznameHmupyemcs npoyeoypa ammecmayus COmpyoOHUKo8:

a) [TonmoxkeHne 00 aTTecTalluu COTPYAHUKOB;

0) KomtekTuBHBIN 1OTOBOD;

B) [IpaBuiia BHyTpEHHETO TPYAOBOTO PACIIOPSIKA;

1) Bce BrltenepedncieHHbIe JOKYMEHTHI.

3aoanue 3.7. Kem ymeaepowcoaemcs Ilonosicenue 06 ammecmayuu compyoHUKo8 OpeaHu3ayuiL:
a) PykoBoauTteneM KaapoBOil CITyKObI;

0) pyKOBOIMTENIEM OpPTaHU3AIIHH;

B) pyKOBOIUTEIEM TPO(PCOO3HON OpraHU3aIlNH;

T')pPYKOBOJUTENIEM CTPYKTYPHOTO TIOpa3AeTICHUS.

3adanue 3.8. B nonoodicenuu 06 ammecmayuu CcOmMpyOHUKO8 OpPeaHU3AYUU OO0JNHCHbL ObIMb
NPONUCAHbL:

a) MOPSIIOK TPOBECHUS aTTECTAI[UU COTPYIHUKOB;

0) KpUTEpUU OIIEHKH PE3yJIbTAaTOB PAOOTHI COTPYIHUKOB;

B) COCTaB aTTECTAIMOHHON KOMHCCHH,

T') BCE BBIMICTICPEUNCIICHHOE.

3aoanue 3.9. Bvibepume omeem, Hauboiee NOIHO PACKPLIBAIOWUL (DYHKYUU OpeaHU3ayuil u
0053aHHOCMU UX OOJHCHOCIHBIX IUY 8 001aCU 0OOPOHDBL:

a) BBINIOJIHEHUE MOOMIIM3AIIMOHHBIX 3aJJaHHi 110 MOATOTOBKE U CO3JJaHUIO Ha BOEHHOE BpEMsI
CHEeIUAIbHBIX (DOPMHUPOBAHMIA,

0) obecriedeHre U y4acTHE B BHIITOJIHEHUH MEPONPUITUN MO TPAKIAHCKON U TEPPUTOPHAIIBHOM
00opoHe;

B) OCYILIECTBJICHHE BOMHCKOIO yueTa paOOTHUKOB U B COOTBETCTBUH C 3aKOHOAATEILCTBOM;

T') BCE BHINICTIEPEUNCIICHHBIC (DYHKITUH.

3adanue 3.10. Bvibepume omeem, Haubolee NOIHO PACKPbIBAIOWUL 00A3AHHOCTIU
OOJIHCHOCMHBIX JIUY OPSAHU3AYUL HE3A8UCUMO OM hopM COOCNBEHHOCTNIL:

a) UCTIOJHEHUE CBOMX 00s3aHHOCTEH B 0071aCTH 0O0OPOHBI, MPEAYCMOTPEHHBIE IJIs1 HUX
JEHCTBYIOIINM 3aKOHOIaTEILCTBOM;

0) coznanue pabOTHUKAM HEOOXOIUMBIX YCIOBUMN JIJIS1 HCTIOTHEHHUSI UMU BOMHCKOW 0053aHHOCTH
B COOTBETCTBHH C JICHCTBYIOLINM 3aKOHOJATEIbCTBOM;

B) OKa3aHUE CO/ACUCTBHS B CO3JaHUU OpraHU3alMi, 1eSTeIbHOCTh KOTOPBIX HAIllpaBlieHa Ha
yYKperjieHue 000pOHBI;

I') BCE BBIIICTICPEYHCICHHBIE 00SI3aHHOCTH.

2.3. PexoMeHAalnH 110 OLICHUBAHUIO JUCKYCCHOHHBIX BOIIPOCOB



MakcumanbHOE Kpurepun
KOJINYecTBO OayioB™

1 (oTnu4HO) - TIOJTHOE PACKPBITUE TEMBI,

- yKa3aHHe TOYHBIX Ha3BaHW OOCYXIaeMBIX SIBJICHHI, 3HAHUE
COBPEMEHHOTO COCTOSIHHSI TIPOOJIEMBI;

- IpaBWIbHAs (POPMYIMPOBKA OHATHI U KaTeTOpHii;

- CaMOCTOSITEILHOCTh OTBETA, YMEHUE BBOJWUTHh M HMCIOJIb30BATh
KIaccupUKaud © KBaNu(UKAIMKM, AaHATU3UPOBATh U JENaTh
COOCTBEHHBIE BBIBOJIBI T10 PacCCMaTPUBAEMOU TEME;

- UCIIOJB30BAaHHWE MAaTEPUAJIOB COBPEMEHHOW OTEUYECTBEHHOW U
3apyOeKHON JTUTEPATYPHl U HHBIX MaTEPUAJIOB H JIp.

0,7 (xoporo) - HEIOCTaTOYHO MOJIHOE PACKPHITHE TEMBI;

- HECYIECTBEHHBIE OIIMOKHU B OIpPEICIICHUN MOHATHH, KaTeropuil
U T.I., KApAUHAJIBHO HE MEHSIOIIMX CYThb MU3JI0KECHMUS;

-  PpEnpoAYKTHBHOCTb OTBETA: OTCYTCTBHE CaMOCTOSTEIBHOIO
aHaJIM3a U OLICHOYHBIX CY)KIECHU;

- HEIOCTATOYHOE HCIOJIb30BAaHUE MAaTEPHUAJIOB COBPEMEHHOMU
OTEUYECTBEHHOM M 3apyOeXHOW JUTEepaTypbl U HHBIX MaTepHaOB

U Jp.

0,5 (y1OBIETBOPHUTEIBHO) | - OTPAXKEHHE JIUIIH OOIIET0 HANIPABICHUS TEMBI;

- HATMYME JOCTaTOYHOTO KOJMYECTBA HECYLIECTBEHHBIX HIIU
OJIHOM-JIBYX CYIIECTBEHHBIX OIMUOOK B OMPEICICHUU TMOHSATUH U
KaTeropuu  T.1.;

- HECIOCOOHOCTh OCBETUTh COBPEMEHHOE COCTOSIHUE MPOOJIEMBI

(HEYTOBJIETBOPUTENILHO) | - COJIEp)KaHUE TEMBbI HE PACKPBITO;

- OOJIBIIIOE KOJTMYECTBO CYIIECTBEHHBIX OINOOK;

- OTCYTCTBHE YMECHHI M HAaBBIKOB, 0003HAYCHHBIX BBIIIE B KAYECTB
KPHUTCPUCB BBICTABJICHUS IMMOJIOXKUTCIIbHBIX OIICHOK Jp.

* I[IpenacraBneno B Tadbnuie 2.1.

TEMBI ITMCKYCCHUM 111 TIPOBEPKA YPOBHSI COOPMHUPOBAHHOCTH
KOMIIETEHIIUH

Pasnea 1. O0mue BOpochl OPraHU3al UM JOKYMEHTAIIHOHHOT0 o0ecreYeHnsl yIpaBIeHHs
MEePCOHAIOM

Tema 1.1. Ilonamue u 6uovt OOKyMeHmMOo8 ¢ cghepe ynpaeienus nepconanom
1. [Toyemy muist KaApoOBOW CIIY»KOBI OCOOEHHO BaKHO MPaBUIBLHO OPOPMIIATH JOKYMEHTHI?
2. Ilpeumy1miecTBa U HEAOCTATKH MPUMEHEHHS YHU(DUIUPOBAHHBIX (HOPM IOKYMEHTOB
3. TloscHuTe  B3aUMOCBSI3b  MEXIY  KaJpOBbIM  JOKYMEHTOOOOPOTOM,  KaJpOBBIM
ACJIOMPOU3BOJACTBOM, U KaJAPOBLIM ICIIOM
4. B yem 3aKJIr04aeTcsi OCHOBHAS 11€JTb KJIaCCU(PUKAIIHS KaPOBBIX TOKYMEHTOB?

Tema 1.2. Ilpuxa3zel u conymcmeyrujue 00KymMeHmul, KOmopwvle 20no8un Kaoposeas ciyxcoa
1. Yem oTimvaetcs ciry>keOHasi KOMaHIUPOBKA OT CITy>KeOHON TTOe3Ku?

2. Yto KOMIIEHCUpYeTCs paOOTHUKY, HAPABIEHHOMY B CIIY)KEOHYIO0 KOMaHIUPOBKY?

3.B kakux ciy4asx COTPYJHHKY, HamnpaBlI€HHOMY B CIy’K€OHYI0 KOMAaHIMPOBKY, He
BBIITIJIIAYUBAIOTCA CYTOYHBIC.




Pa3znen 2. /lokymeHTHpPOBaHME MPOLECCOB o0ecneYeHHs] OPraHU3aANUM EPCOHATIOM U ero

JABUKCHUSA

Tema 2.1. /lokymenmuposanue peKpymunza u npuema nepconana
1. Uem OTIIMYAIOTCST TOKYMEHTBI «PE3IOMEY, «aHKETa» U «aBTOOHOTrpadusi»?
2. HeobOxomumo 1y 3asiBIeHHE paOOTHUKA O IIpUeMe Ha paboTy?
3. B kakux ciaydasx mpu npueMe 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 €ro

nepeMenieHus

Paznen 3. [lokymeHTHpPOBAHME OCHOBHBIX Ollepanuii, 00ecneynBaAKIIMX COOTI0IeHne
TpeOOBaHUI TPYAOBOI0 3aKOHOATEIbCTBA

Tema 3.1. /lokymenmupoeanue omnycKo8 compyoHuKkos
1. Kak pernmaMeHTUpyeTCsl IPEAOCTABICHHUE OTITYCKA [0 COBMECTUTEIBCTBY?
2. Ilpu KakuX yCIOBHAX IOIYCKAaeTCs OT3bIB U3 OTIIYCKa, U KaK OH PErJIaMEHTUpYyeTCs?
3. [To xakuM OCHOBaHHSIM MIPEIOCTABIISICTCS OTITYCK 0€3 COXpaHEHUsI 3apabOTHOM TUTaThl?

Tema 3.2. /loKkymenmayuonnoe conpoeor icoenue oyeHKu (ammecmauuu) nepconaia
1. BiwusHHe KauecTBa JOKYMEHTAI[MOHHOTO OOeCledYeHHusl aTTecTaliid IiepcoHala Ha
3 PEKTUBHOCTH €€ OpraHu3aIui U IPOBEICHUS

2.4. PekoMeHIAlMH 10 OLEHUBAHUIO TOKJIAT0B (COOOIIEHMIT)

MaxkcumansHoe
KOJIMUECTBO OaioB*

Kpurepun

2 (OTIMYHO)

BeicraBnsiercss oOyuwaromieMycs €CiM OH BBIPAa3HJl CBOE MHEHHUE
no chopMyJIMPOBAHHOM MpobiieMe, apryMEHTHUPOBaJl €ro, TOYHO
OIIpecIInB npodiaemy coJepKaHue U COCTaBJISIOIIHNE.
[IpuBeneHsl MaHHBIE OTEYECTBEHHOW M 3apyOCKHOM JHUTEPaTypHl,
CTAaTUCTHUYECKUE CBEJCHMS, MHPOPMALUsd HOPMATUBHO IPABOBOTO
xapaktepa. OOydJaromuiics 3HaeT W  BJIAJeeT  HABBIKOM
CaMOCTOSITENILHOM ~ WCCIIeIOBAaTeNbCKOM  paboThl MO  TeMe
HCCIICOBAHMsI; METOAAMM WM IPHUEMaMH aHAJIW3a TEOPETUYECKUX
197070171 IPAKTUYECKHUX acCIIEKTOB u3yyaemoil oOmacTH.
DaKkTHUECKUX OIIMOOK, CBI3aHHBIX C TIOHUMaHUEM NPOOJIEMBI, HET;
rpadudecku padorta oopmiieHa MPABHIBHO.

1 (xopormio)

BricTaBmsiercs oOyuwaromemycss ecnu  paboTa XapakTepus3yercs
CMBICIIOBOW TEJIBHOCTBIO, CBSI3HOCTBIO U TOCJIEOBATEIBHOCTHIO
U3JI0KEHHUs; JomylneHo He Oojnee 1 ommOku mpu OOBICHEHUH
CMBICIIa WJIH  COJACpKaHHs mpoOnembl. Jlias  aprymeHTanuu
NPUBOJATCS JIaHHBIE OTEYECTBEHHBIX M 3apyOEKHBIX aBTOPOB.
[TporeMOHCTPUPOBAHBI UCCIICAOBATEILCKUE YMEHHS W HaBBIKH.
@DaKTHYECKUX OIIMOOK, CBS3aHHBIX C TOHUMaHHUEM IPOOJIEMBI,
HeT. JlonmymieHsl oTneabHbIe OMIMOKKA B 0(OpMIICHUU PaOOTHI.

0,5 (y1oBIETBOPHUTEIHHO)

BricraBnsiercs  oOyuaromiemycst ecaid B paboTe  CTyHIEHT
POBOTUT JTOCTAaTOYHO CAMOCTOSITENIbHBIA  aHAJM3 OCHOBHBIX
ATAllOB ¥ CMBICJIOBBIX COCTABIIIOUIMX MPOOJIEMBI; MOHUMAET
0a30BbIE OCHOBBI M TEOPETUUYECKOE 000OCHOBAHNUE BHIOPAHHOM TEMBI.




MakcumanbHOE Kpurepun
KOJINYecTBO OayioB™

[IpuBreyeHsl OCHOBHBIE HMCTOYHHMKH II0 PACCMaTPUBACMOW TeMe.
Jonymeno He Oonee 2 OmMOOK B COJIEPKAHUU IMPOOJIEMBI,
odopmiieHHH PabOTHI.

(HeynoBIIETBOPUTENHHO) | BricTaBisercst oOyuaromiemycst eciii paboTa MpeacTaBiseT coOoin
NIEPECKA3aHHBId WM TOJHOCTBIO  3aMMCTBOBAHHBIM HCXOJHBIN
TEKCT 0e3 Kakux Obl TO HM ObUI0O KOMMEHTapueB, aHanmu3a. He
packpblTa CTPYKTypa M TEOPETHYECKasi COCTABIIAIOMIAs TEMBI.
Honymeno Tpu wid  0Oojee Tpex OMMUOOK B  COACpKaHUHU
packpbiBaeMoi Tpo0IemMbl, B 0(OPMIICHUH PAaOOTHI.

* IIpencrasneno B Tabnwuie 2.1.

TEMBI JIOKJIAJIOB (COOBLIEHMI) JJI51 TIPOBEPKA YPOBHSI
C®OPMUPOBAHHOCTHU KOMIETEHIUU

Pasnen 1. O01mue BOnpochl OPraHU3aluyM JOKYMEHTAIIHOHHOT0 o0ecreyeHnsl yIpaBJIeHHs
MEePCOHAIOM

Tema 1.1. Ilonamue u 6uovt OOKyMeHmMo8 ¢ cghepe ynpaeienus nepconanom
1. IlepedyeHp 3HaHMI, KOTOPBIMH JOJKHO BJIQJIETh JODKHOCTHOE JIMIIO, OTBEYAIoIIee 3a
OpPTaHMU3AINIO U OCYIIECTBICHHE KaIPOBOTO JOKYMEHTO000pOTA.
2. HeraTtuBHbIE MOCTEACTBUS sl OPTaHU3AIMU-PA00TONATENS U €€ COTPYIHUKOB, PYKOBOJICTBO
KOTOPOW HE yJIesieT JOMKHOTO BHUMAaHUS OpTaHu3aIliy KaJpOBOTO JOKYMEHTO000pOTa.
3. Cnemnuduka KaapoBbIX TOKYMEHTOB
4. Peructpanuss ¥ UHAEKCAMS JOKYMEHTAllMM II0 YIPABICHHUIO IEPCOHAIOM, KOHTPOJIb
HCIIOJTHEHHS.
5. BO3MOXHOCTH HCHOJB30BAHUS COBPEMEHHBIX HH()OPMAIMOHHBIX CHUCTEM, HPOTPAMMHBIX
cpencTB 00pabOTKH J1e7I0BOM MH(POPMALIUU TSI ONTUMHU3AIMN KaIpOBOTO JTOKYMEHTO000pOTa B
OpraHu3aluu.
6. Bo3MoxHOCTH HCIIOJIL30BaHUSA COBPEMEHHBIX CHeIUaIu3upPOBAHHBIX KaJIPOBBIX
KOMHBIOTepHBIX nporpaMM JJIA OIITUMHU3AIIUNA Ka,Z[pOBOI‘O I[OKYMCHTOOGOpOTa B OpFaHI/ISaL[I/II/I

Tema 1.2. Cywynocmo u nopaook cocmaejieHus 10KAJIbHbIX AKMOE OP2AHU3AUUU
1. Pons 1 Ha3HAYEeHME JIOKAJTLHBIX HOPMATHBHO-TIPABOBBIX aKTOB OpTraHU3aIUH.
2. lllratHoe pacmucaHue: CTPYKTypa, Npoleaypa pa3paboTKd, YyTBEPKIACHUS, BHECEHUS
W3MEHEHUH Y JOIOJHEHUH.

Tema 1.3. Ilpukazvt u conymcmeyrouiue 00KymMeHmol, KOMopsle 20Mo8Um Kaopoedas cayxcoa
1. CocTtaB M XapakTepuUCTUKAa OCHOBHBIX JOKYMEHTOB, pETJIaMEHTUPYIOIINE HalpaBleHUE
COTPYJIHUKOB B CITy’eOHbIE KOMaHUPOBKH.

2. JIOKyMEHTBI, CITy>Kallllie OCHOBAaHUEM ISl U3JJaHUs IPUKA30B

3. JIOKyMEHTBI, IPEAO0CTaBIIIEMbIE IO 3aMpocy paboTHUKA

Paznen 2. JlokyMeHTHPOBaHUE MPOIECCOB 00ecTeYeHHsI OPTAaHU3AIUH EPCOHAJIOM U €ro
JABUKEHUS

Tema 2.1. /lokymenmupoeanue peKpymunza u npuema nepconana
1. TexHnonorus pa3paboTKu U CTPYKTYypa TOKyMEHTA «3asBKa Ha MMOMCK U OTOOP MEepCOHATIa.




2. IlpaBuna odopmieHHs] MOKyMEHTa «KBaIU(PUKAIIMOHHBIE TPEOOBAHHUS K COHMCKATEIIO
BaKaHCHUN» U COCTABJICHUA OG’bHBHeHI/IH O BaKaHCHUH.

3. JlonmoHUTENbHBIE YCIOBUS TPYAOBOTO IOTOBOPA

4. JIOKyMEHTHI 10 PEKPYTHUHTY TIepCOHaa: TIOHATHE, BUABI, 00IIast XapaKTepUCTHKA.

5. JlokyMeHTHpOBaHUE MPOIIeTypbl U3MEHEHUS TPYIOBOTO JOTOBOPA.

6. JIokyMeHTBI IO PEKPYTUHTY TIepcoHala, GopMUpyeMbIe Ha 3Tare 0Toopa mepcoHana.

7. JIokyMEeHTBI IO PEKPYTUHTY IIepcoHalia, popMUpyEMBbIE Ha 3Talle oUCKa IepcoHasa.

Tema 2.2. /lokymenmupoeanue nepeeooa compyoHuxka Ha opyzyro paoomy
. OCHOBHBIE TPUYMHBI NIEPEBOIA COTPYIHUKA.
. [lopsanokx 1OKyMEHTHpPOBaHUSI BPEMEHHOTO TIEpPEBOIa COTPYIHUKA.
. [Tops oK TOKYMEHTHPOBAHUSI IOCTOSTHHOTO TIEPEBOIa COTPYIHUKA.

W N~

Tema 2.3. /lokymenmupoeanue y801bHeHUA COMPYOHUKOB
1. [TopsiAok pacTop:keHHs TPYAOBOTO JIOTOBOPA MO Pa3IUYHBIM OCHOBAHUSIM.
2. JIOKYMEHTBI, SIBJISIOLINECS OCHOBAaHUEM ISl U3/1aHUA MIpHKa3a paboToaaresns o0 YBOJIbHEHUH
paboTHuKa
3. JIokyMeHTUPOBaHHUE MPOIecca MPEKPAIICHHS TPYIOBBIX OTHOIIEHUM ¢ paOOTHHUKOM.

Pa3nea 3. JlokyMeHTHPOBaHHE OCHOBHBIX OIlepaluii, 00ecne4YnBAIOIINX COOII0ieHHE
TpeOOBaHMIl TPYIOBOI0 3AKOHOAATEILCTBA

Tema 3.1. /lokymenmuposanue 0mnycko8 cOmpyoHuKos
1. CocTaB 1 XapaKTepuUCTUKa OCHOBHBIX JTOKYMEHTOB, PErVIAMEHTHPYIOIIUX IIPEI0CTaBICHUE
OTMyCKa pabOTHUKAM
2. HopMaTuBHO-IIpaBOBOE PETyJIIUPOBAHUE MPEAOCTABICHUS YIIMHEHHOTO OCHOBHOT'O OTITYCKa
KaTeropusiM pabOTHUKOB, UMEIOIIMX Ha 3TO MPaBo.

Tema 3.2. /lokymenmayuonnoe cOnpoeoiicoenue OuenKu (ammecmayuu) nepconana
1. JlokyMeHTHpOBaHME TIPOIIECCa TPOBECHHS aTTECTALNY.
2. CocraB ¥ CTPYKTypa AOKYMEHTOB, PETJIAMEHTUPYIOLINX MOPAIOK MOJTOTOBKH U MPOBEIACHUS
aTTeCTaIM NepcoHaa.
3. JlokyMeHTaIoHHOe obecrieueHne paboThl aTTeCTAllMOHHON KOMUCCUU

2.5. PexkomeHgamMM 10 OLCHUBAHMIO MHBIX (OpPM TeKymero KOHTPOJIA
(MpakTHYEeCKHUX 3aIaHUi 10 JUCHUILINHE).

MakcumanbHOE Kpurepun!!
KOJIM4YecTBO OayioB™

2 (OTIMYHO) BrictaBnsercs  oOydaromiemycsi, €ClId  OTBET  IOKa3bIBaeT
riyOOKOe W CHUCTEMaTHYeCKOE€ 3HAHHWE BCEro  MPOrpaMMHOTO
MaTepuaga M CTPYKTYpbl KOHKPETHOTO BOIPOCAa, a TaKke
OCHOBHOT'O COJIEp’KaHUSI W HOBAallMM JIEKLIMOHHOIO Kypca IO
CpaBHEHHIO ¢  yueOHOW  JUTEepaTypoil. OO6yuarommiics
JEMOHCTPUPYET OTUYETJINBOE u cBOOOIHOE BJIa/ICHUE
KOHLENTYaJIbHO-IOHATUMHBIM allapaToM, HAay4HBIM S3BIKOM U
TEPMUHOJIOTHEH COOTBETCTBYIOLICH Hay4YHOW oOnacTH. 3HaHUE
OCHOBHOM  JIMTEPAaTypbl M  3HAKOMCTBO C JOIOJHHUTEIBHO
PEKOMEHIOBAaHHON  JIUTEPATypou. JIorMuecku KOPpEKTHOE U
yOeauTenbHOe U3JI0’KEHHE OTBETA.

1 (xopormio) BricTaBnsiercs oOydaromeMycsi, €Cll €ro OTBET JEMOHCTPUPYET
3HaHHWE  Y3JIOBBIX  mpoOjeM  OporpaMMbl W OCHOBHOIO




MakcumanbHOE Kpurepun!!
KOJINYecTBO OayioB™

COIepXaHUs  JIGKUMOHHOTO  Kypca;  YMEHHME I0Jb30BaThCs
KOHIIENTYaJbHO NOHSATUWHBIM ammapaToM B MIPOLIECCE aHaau3a
OCHOBHBIX MpobOjieM B  paMKax JIaHHOM TeMbl, 3HaHHE
BaXHEHIIUX pPabOT M3 CHHCKA PEKOMEHJOBAHHON JHTEpaTypHL.
B nmenom noruyecku KOpPpEeKTHOE, HO HE BCErJa TOYHOE U
apryMEHTUPOBAHHOE M3JI0KEHUE OTBETA |

0,5 (ynosnerBoputenbHO) | BoicTaBnsercs oOyuwaromemycs, €ciad €ro OTBET AEMOHCTPUPYET
(dparmMeHTapHble, TOBEPXHOCTHBIC 3HAHUS BAKHEHIINX pa3/iesioB
IIPOrpaMMBbl M COZACPKaHUSA JEKIUOHHOTO Kypca; 3aTpyJHEHHUA C
UCIIOJIb30BAHUEM  HAy4YHO-IIOHATUHHOTO amnmnapara 51
TEPMUHOJIOTHHM y4€OHOH AMCLUUIUINHBI, HEMOJHOE 3HAKOMCTBO C
PEKOMEHIOBAaHHOW JINTEPATypO; YaCTUYHBIE 3aTPpyJAHECHUS C
BBINIOJTHEHUEM  IIPEAYCMOTPEHHBIX IIPOrpaMMOi 3a/laHul;
CTPEMIICHHE JIOTMYECKH  ONPEACIIEHHO U IOCJIEI0BAaTEIbHO
M3JI0KHUTH OTBET |

(HeylOBIIETBOPUTENHHO) | BricTaBiseTcst oOyuaromiemycs, €Clid €ro OTBET AEeMOHCTPHPYET
HEe3HaHUe, JIMOO OTPHIBOYHOE MPECTaBICHUE O JaHHOW mpodieme
B pamKax y4e0HO-IPOTPAMMHOTO  MaTepuayia; HEyMEHUe
WCIOJIb30BaTh MOHATUMHBIN amnmapar; OTCYTCTBUE JIOTUYECKOM
CBsI3U B OTBECTEC

* [IpencraBneno B Tabnuie 2.1.

IMPAKTUYECKHUE 3AJAHW A UTA ITIPOBEPKH YPOBHA COOPMHUPOBAHHOCTHU
KOMIIETEHIIMUN

Pasznea 1. O0mue BONpPOCHl OPraHU3anuM JOKYMEHTAMOHHOT0 00ecriedeHUus ynpaBJieHus
MEePCOHATIOM

Tema 1.3. Ilpukazvt u conymcmeyrouiue 00KyMeHmol, KOMopsle 20MosUm Kaopoeasn cayxcoa
1. IlogroroBeTe MpHKa3 0 HarpaBJIeHUH paOOTHUKA B KOMAaHAUPOBKY.

2. [loaroroBbTE KOMaHANPOBOYHOE YIOCTOBEPEHHE IS TPEObIBaHUS paOOTHUKA B CIY>KEOHOMU
KOMaHIUpOBKe 10 00pasity popmbl Ne T-10 (Bce mons moiexar 00s3aTeIbHOMY 3aII0JTHEHUIO).

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 padoTy.
2. AM. Kpyunaua opopmisiercss B OOO«TopHano» Oyxraarepom.
B nucemeHHoM BuzeE:
a) packpoiTe mopsIok ohopMIICHHUS! JOKYMEHTOB IPHU ITpHeEMe Ha padoTy;
0) yKaxuTe, Kakue IOKyMEHTHI OH JOJDKEH MPEIOCTaBUTh B OT/AET KaApPOB, €CITH YYECTh, YTO OH
yCTpauBaeTCsl Ha OCHOBHOE MECTO paldOoThl, a TAK)KE B TEUEHHUE IBYX JIET HUTJE HE paboTalr;
B) COCTaBbTE TPYAOBOI IOTOBOP AJIs JAHHOTO COTPYTHUKA;
') COCTaBbTE MPHUKA3 O MpUeMe Ha paboTy JUIsl JTaHHOTO COTPYAHHKA.
HAa JTare MoKCcKa IMepcoHarna.




Tema 2.2. /lokymenmupoeanue nepeeooa compyoHuxka Ha opyzyro paoomy
1. CocraBbTEe CXEMy COCTaBIEHMS JOKYMEHTOB IIpM IIEPEBOAE COTPYAHHMKA Ha JAPYTYIO
paboTy BHYTpH OpraHU3aI1H.
2. CocraBbTe mpukas o nepesojae padornuka B.I1. Tpymkuna Ha paboTy BHYTpU OpraHU3allu
(BBIOOp HAMMEHOBAHMSI M JAPYTUX PEKBU3UTOB OPraHU3AIMHM OCYIIECTBISETCS CTYACHTOM
CaMOCTOSTEIIHHO).

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

Tema 3.1. /lokymenmupoeanue 0mnycKo8 compyoHuKkos
1. HapucyiiTe cxeMy cOCTaBJICHHS JOKYMEHTOB IO MIPEIOCTABICHUIO OTITyCKa IO OEPEMEHHOCTH
U poJiaM.
2. HapucyiiTe cxemy COCTaBJICHHsI JOKYMEHTOB IO TPEIOCTABIICHHIO OTITyCKa paOOTHUKAM,
YCHIHOBUBIIMM pPEOCHKA.
3. Hapucyiite cxemy COCTaBJIE€HHS JOKYMEHTOB MO MPEIOCTABJICHUIO OTIIyCKa IO yXOIy 3a
peOEeHKOM.

BOITPOCHI K OK3AMEHY IO PA3JIEJIAM (TEMAM) JUCHUITJIMHBI (MOY JIS1)

1.CocraB 1 3HaY€HUE KaAPOBOW TOKYMEHTALIUH

2.IlonsiTre ¥ BUABI KaIPOBOM TIOKYMEHTALIUU

3.Cnenuduka KaJIpoBbIX JOKYMEHTOB

4.Knaccuduxanus KaapoBoil JOKyMEHTAIUN

5.IloHsTHE OpraHNU3allMOHHO-YIIPABICHYECKOTO TOKYMEHTA B c(hepe yrpaBiIeHUs TEPCOHAIOM,
BUJIbI, IPABOBAasi OCHOBA Pa3pabOTKU U MPUHSATHUS

6.IlonsTe MHGOPMALIMOHHO-CIIPABOYHOIO JOKyMEHTa B cdepe ymnpaBleHHUS MEPCOHATIOM,
BU/IBIL.

7.Cneunduka 10KyMEHTallHOHHOTO 00eCTIeYeH sl YIIPaBICHUS IEPCOHAIOM B OpTraHU3alMsIX
TOCYIapCTBEHHOU CITyKObI

8.B03MOXHOCTH HCTIOIBH30BAHMS COBPEMEHHBIX HH(POPMALIMOHHBIX CUCTEM, IPOIPAMMHBIX
CpeacTB 00pabOTKH eT0BOM WH(GOPMAIIMH JJIs ONTUMHU3AINN KaIJPOBOTO JOKYMEHTO000pOTa B
OpraHu3aluu

9.B03MOXHOCTH MCTOJIB30BAHMS COBPEMEHHBIX CIEIUATU3UPOBAHHBIX KaJAPOBbIX
KOMIBIOTEPHBIX MPOTPAMM JJIsl ONTUMHU3AIUU KaJIPOBOTO TOKYMEHTOO00pOTa B OpraHU3aluu
10.Ha3znaueHue BU/IbI, TPaBOBasi OCHOBA Pa3paOOTKU U MPUHATHS JIOKATbHBIX HOPMATHUBHBIX
aKTOB B cpepe ympaBIeHUS MEPCOHATIOM

11.006s13aTenbHbIe TOKaNbHbIE HOPMATUBHBIE aKThl U JOKYMEHTBI OpraHU3al[ui: BUbI, MOPSI0K
COCTABJICHUS U YTBEPKICHUS

12.®akynpTaTUBHBIE JTOKAJIBHBIE HOPMATUBHBIE AKTHI U IOKYMEHTHI : BUIbL, TOPSIIOK
COCTABJICHUS U YTBEPKICHUS

13.1lITaTHOE pacniucaHue: HA3HAYECHUE, TOPSAOK MTOATOTOBKU U YTBEPKICHUS

14.Busibl puKa3oB, HOArOTaBIMBAEMbIX KaJAPOBOM CITy>KO0M

15.ITpukassl MO TMIHOMY COCTaBY: BHJIbI, XapaKTEPHBIE OCOOCHHOCTH

16.J1o0KkyMeHTBI, COMYTCTBYIOIINE U3JAHUIO IPUKA30B BU/IbI, HA3HAYEHHE, MOPSIOK COCTABICHUS
17.CymHOCTh pEKpyTHHIa U OCHOBHBIE IOKYMEHTHI €TI0 COMPOBOKIAIOIINE

18./lokyMeHTBI 0OecIieunBaroIIe ITall MOUCKA epCoHaa

19.lokyMeHTHpOBaHKE MpUEeMa IepcoHaIa Ha paboTy

20.CyurHocTh ¥ IPUYHMHBI IIEPEBO/Ia COTPYAHUKA HA IPYTYIO paboTy

21.JloKkyMeHTHpPOBAaHUE BPEMEHHOTO MTEPEBO/Ia COTPYAHUKA

22 JIOKyMEHTHUPOBaHHUE MIOCTOSIHHOI'O NIEPEBOJIA COTPYAHMKA

23.CymHOCTh ¥ 00CTOSTENHCTBA YBOJIBHEHHS COTPYTHUKA



24 JIokyMEeHTAIMOHHOE 00ECTICYCHHE PACTOPKEHHSI TPYAOBOTO JIOTOBOPA MO COTJIAIIICHUTO
CTOpOH

25.JIoKyMEHTAIIMOHHOE 00ECTICUCHHE MPEKPAIICHHs] CPOYHOTO TPYAOBOTO JOTOBOPA
26.JlokyMeHTallMOHHOE 0OecrieueHre pacTOPKEHUS TPYIOBOTO JOrOBOpa 10 MHUIIUATHUBE
paboTHUKA

27.JIokyMeHTallMOHHOE 0OecrieueHre PacTOPKEHUSI PACTOPKEHUS TPYJOBOTO TOTOBOPA B CBSI3U
C UBMEHEHHUEM €TI0 YCIOBHI

28.JlokyMeHTallMOHHOE oOecrieueHre YBOJIbHEHUS COTPYAHNKA IO MEAUIIMHCKUM MTOKa3aHUSIM
29.JlokyMeHTaIMOHHOE 00eCIIeYeHNE YBOJILHEHUE COTPYIHUKA 110 00CTOATEILCTBAM, HE
3aBUCSIIHUM OT BOJIHM CTOPOH

30.JloxkymMeHTalMOHHOE 0OecIiedeHHEe YBOJIbHEHUS COTPY/IHUKA BCIIEICTBUE HAPYIICHUSI TPaBUII
3aKJIF0YEHUS TPYAOBOIO JOrOBOpa

31.06mmit mopsaok oopMIIEHUS MTPEKPAIIEHUS TPYI0OBOTO JOTOBOPA

32.Bunsl oTIycKoB paOOTHHUKA M OCHOBHBIE JTIOKYMEHTHI, PETIaMEHTHPYIOIIUE UX
IpeI0CTaBICHUE

33.JI0KyMEHTALIMOHHOE CONPOBOKIAECHHUE NTPEAOCTABIECHUS COTPYIHUKY €KETOTHOTO
JOTIOTHUTEIHHOTO OTITYCKa

34.J10KyMEHTaLMOHHOE COTIPOBOXKICHHE MIPEOCTABICHUS COTPYIHUKY OTITycKa 0€3 COXpaHEeHHUs
3apa0OTHOM TJIATHI

35./10KyMEHTalMOHHOE COTIPOBOXKICHHE MPEOCTABICHUS COTPYIHUKY YU€OHOTO OTITyCKa
36./lo0kyMEHTallUOHHOE COMPOBOXKIECHUE OT3hIBA COTPYIHUKA U3 OTIYCKA

37.Attecranus nepcoHaia: NOHITHE, LEIb, 33Ja4l U IPABOBOE PEryJIUPOBAHUE

38.I1opsanok npoBeAeHUs aTTECTAllK MIEPCOHATIA

39./lokyMeHTalMOHHOE 00eCTieYeHHE MPOIIelyphl aTTeCTallMi PAOOTHUKOB armnapaTa
yIpaBiIeHUs

40.loxyMeHTaIIMOHHOE 00eCIIeueHUE peau3aii pe3yIbTaToB aTTECTallul
41.HopmMaTHBHO-TIPaBOBOE PETyJMPOBAHNE BOMHCKOTO ydeTa paOOTHUKOB OpPTaHU3aIlud
42.CocTaB JOKYMEHTOB BOCHHO-YUETHOI'O MOApa3iesieHus (BOGHHO-YUETHOTO CTOJIa),
CO3/1aBa€MOr0 B OpraHU3aIUH JJIsl BECHHSI BOMHCKOTO yueTa

43.0Opranuzanusi MepBUYHOIO BEJICHUS] BOGHHO-YUYETHOI'O 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 YnpapneHue 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

VYTBepKIeHO Ha 3aceJaHuU Kadeaphl «_ » 202 r. (mpotokon Ne ot . 202 r1.)

3as.xagheopoii: A.M. Cragnuk
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