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PA3JIEJI 1. OPTAHU3AIIMOHHO-METOIUYECKHN

1.1. OEJA JUCIIAITJIMHbBI

Llenp W3y4yeHHs MOUCHMIUIMHBL oOOecnednTh ()OPMHPOBAHME y CTYICHTOB 3HAHUI M IPEICTABICHUI O
crnennpuKe OpraHu3allMd JOKYMEHTAIIMOHHOTO OO0ECTeUYeHHs Mpolecca YIpaBJICHHs MEPCOHAIOM, HAaBBIKOB
JOKYMEHTAJIBHOTO 0(OPMIICHHSI OCHOBHBIX YIIPABIEHUECKHX MPOLEAYP.

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

ukn (paszaen) OTIOIT BO: |51.B.JIB.01

1.3.1. Jlucyunnuna "Opeanuzayusi OOKyMEHMAYUoOHHO20 0becnedeHus ynpasieHus nepconaiom”
onupaemcs Ha credyrouwue snemermol OI1OI1 BO:

dopMHUpoBaHHUE KapOBOM MOJUTUKU U TNIAHUPOBAHHE NTEpCOHANIa OPraHNU3aLuU

OpFaHI/ISaHI/IOHHOG IMPOCKTUPOBAHUC CUCTEMBI YIIPABJICHUA IIEPCOHAIIOM

1.3.2.  Hucyunauna  "Opeanusayus — OOKYMEHMAYUOHHO20 — 0DeCneYeHuss  YNpAaeieHus  nepcoHaiom”
svicmynaenm Onopou O0Jisl CIe0YIOWUX 3NEeMEHINO08!

Ka[[pOBBIe TCXHOJIOTUU B CUCTCME YIIPABJICHUSA ICPCOHATIOM

VYmpaBneHue opraHu3aliOHHON KyJIbTypol

1.4. PE3YJIBTATBI OCBOEHUSA JUCIUIIJINHBI:

IIKo OC-2.3: Cnocoben opeanu3osvbiéamv OOKYMEHMAYUOHHOEe obecnedeHue YNpagieHusi NepcoOHANOM C
Vuemom GHEWHUX U 6HYMPEHHUX PaKmopoa

3HaTh:

YpoBenb 1 [cymHOCTE M COAEpKAHUE YIPABICHYECKOM M KAaApOBOM JOKYMEHTAllUM, B COOTBETCTBHU C
TpeOOBaHUAMU IEHCTBYIONIETO 3aKOHOAATEIHCTBA

YpoBeHb 2 | CYIIIHOCTh, COJACPXKAHUE M TMOPSAJOK pa3pabOTKU YIPABICHUECKOW W KaJpOBOW JOKYMEHTAIlUH, B
COOTBETCTBHH C TPEOOBAHHUSIMH JCHCTBYIOIIETO 3aKOHOIATEILCTBA

YpoBeHb 3 | CyIIHOCTh, COIEPXKAHUE U TOPAJOK pa3pabOTK{, BHEAPEHHS XpaHEHUsS YIPaBICHYECKOM M KaIpoBOH
JOKYMEHTAIlU{, B COOTBETCTBUH C TPEOOBAHMSAMH IEHCTBYIOIIEr0 3aKOHOAATEIHCTBA

VYMeTn:

YpoBenb 1 |1utaHupoBaTh pabOTy MO OpraHH3alMUA JOKYMEHTAIIMOHHOTO OOSCICUEHHUS YIPABICHHS MEPCOHAIOM C
ydeToM TpeOOBaHUH NEHCTBYIOIMIETO TPYIOBOTO U apXHBHOTO 3aKOHOAATEIhCTBA

YpoBeHsb 2 |TIIaHUPOBaTh W aHANU3UPOBaThH pabOTy TIO OpraHWU3alud  JTOKYMEHTAIIMOHHOTO OOecIiedeHHs
yIpaBJIeHHUS IIEPCOHAIOM OpPTaHHW3AHNH C YIETOM TPeOOBaHUH MEHCTBYIOMIETO TPYAOBOTO M apXHUBHOTO
3aKOHOJIaTeNIbCTBA

YpoBeHb 3 | opraHu30BbIBaTE pabOTy CBSA3aHHYIO C JOKYMCHTALIMOHHBIM OOCCIICYCHHEM MPOLECCOB 00SCIICUeHHUs
OpraHHU3alii EPCOHATIOM U €r0 JBIKCHHS;

OpraHU30BBIBATh Pa0OTy CBS3aHHYIO C JTOKyMEHTHPOBAHHEM OCHOBHBIX OIlepaliii, 00eCIeunBarONINX
colOmnroieHre TpeOoBaHU TPYAOBOTO 3aKOHOJATENBCTBA MPH PadOTe C IEPCOHATIOM

Bnanets:

ypOBeHL 1 NEPBUYHBIMU HaBbIKaAMH JOKYMCHTAIIMOHHOT'O obecreueHus yapaBJICHUA IEPCOHATIOM OpraHu3alvn

YpoBeHb 2 |HaBBIKAMHA JTOKYMEHTAIIMOHHOTO OOECHedeHus] YIpaBIeHHs] TEepCOHAJIOM OpraHu3alui Ha YpOBHE
HCTIOJTHUTEIS

YpoBenb 3 |HaBbikaMKM OpraHu3alMi pa0OTHl 10 COCTABJICHUIO OCHOBHBIX JIOKYMEHTOB, 0OCCIICYMBAIOIINX
MIPOLIECC YNPABJICHUS TEPCOHAJIOM B OpPraHHM3alMM C yYETOM BHEIIHUX M BHYTPEHHHX (AKTOPOB Ha
YPOBHE PyKOBOIUTENSA

1.4. PE3YJIBTATbI OCBOEHUSA JUCLHMIIJINHbI:

IIKc-7.2: 3naem 6uovl, cooepoicanue U NOPAOOK COCMAGIEHUS. OOKYMEHMO8,  00ecnevusaoujux
OOKYMEHMAYUOHHOE CONPOBOICOEHUE OCHOBHBIX NPOYEcco8 8 cghepe YNpasieHus NePCOHALIOM, NOHUMAEm BaXCHOCHb
U  HeobXOO0UMOCHb  OOKYMEHMAYUOHHO2O — CONPOBONCOCHUS  ONEPAMUBHO20  VYINPAGIEHUS  NEPCOHANOM,  YMeem




COCTABNAMb U 8eCTU OOKYMEHMbL NO YHemy Kaopog U Ux mpyoo8ol 0esmeibHOCmu

3HATB:

ypOBeHL 1 BUJbI, COJACPIKAHUC U TMOPAAOK COCTABJICHUA JOKYMCHTOB, 06GCHC‘{I/IB3,IOH.[I/IX JAOKYMCHTAIIlMOHHOC
COIIPOBOXKIECHNE OCHOBHBIX IPONLIECCOB B cq)epe Yy1ipaBJICHHA IEPCOHATIOM

YpoBeHnb 2 |BUABI, COAEpKAHWE W TOPSIOK COCTaBIEHHS JOKYMEHTOB, OOECIEYMBAIOIINX IOKYMEHTAIIMOHHOE
COIPOBOXKJICHUE OCHOBHBIX MPOIIECCOB B Chepe YIpaBJICHUS TIEPCOHATIOM;

TpeOOBaHUs JCHCTBYIOIIETO TPYAOBOTO 3aKOHOAATENhCTBA OTHOCHUTEIHHO JIOKYMEHTAI[HOHHOTO
COTIPOBOXKICHUS OMEPATUBHOTO YIIPABIEHISI IEPCOHAIIOM

YpoBenb 3 |BUABI, COAEpKAHWE W TOPSIOK COCTaBICHHS JOKYMEHTOB, OOECIEYHMBAIOIINX JOKYMEHTAIIMOHHOE
COIIPOBOX/IEHHE OCHOBHBIX MPOLECCOB B cepe YIpaBICHUS IEPCOHATIOM;

TpeOOBaHUS JEHWCTBYIOLIETO TPYIOBOTO 3aKOHOAATEJBCTBA OTHOCHTEIBHO JOKYMEHTALMOHHOI'O
COIIPOBOX/IEHHSI OTIEPATUBHOI'O YIIPABJICHUs [IEPCOHAIIOM;

MOPSIIOK  pa3pabOTKH  JIOKAJIbHBIX HOPMATHUBHO-TIPABOBBIX AKTOB PETIAMEHTHUPYIOMIUX — KaJlpoBOE
JeJIONPON3BOJCTBO U KAJAPOBBIH JOKYMEHTOOOOPOT B OpraHU3aluu

VYMeTh:

ypOBeHL 1 pa3pa6aTLIBaTB IMPOCKTHI OCHOBHBIX KaAPOBLIX JOKYMCHTOB

YpoBenb 2 | pa3padaTeIBaTh MPOEKTH OCHOBHBIX JOKYMEHTOB IO YYETy KaJI[pOB

ypOBeHL 3 pa3pa6aTBIBaTI: IMPOCKTHI OCHOBHBIX JOKYMEHTOB I10 YUCTY KaJIpOB U UX prI[OBOﬁ JACATCIIBHOCTHU

Bnanets:

YPOBQHL 1 | HaBBIKAMH COCTaBIICHUS OCHOBHBIX AOKYMEHTOB 110 YYETY KaAPOBBIX IIPOLECCOB

YpoBeHb 2 |HaBBIKAMH COCTABJICHUS M BEACHHUS JIOKYMEHTOB OOECIICUMBAIONIMX COMPOBOXKICHUE OCHOBHBIX
IIPOLIECCOB B cepe yIpaBiICHUS MIEPCOHATIOM

YpoBenb 3 |HaBHIKAMH OpraHM3alud pabOThl MO COCTABICHUIO OCHOBHBIX JOKYMEHTOB, OO0ECIEYHUBAIOIINX
MIPOIIECC YIPABIEHHS IEPCOHAIIOM B OPTaHHU3AINH C YIETOM BHEIIHUX W BHYTPEHHUX (PAKTOPOB

B pesynbmame  oceoenus  oucuunaunvl  "Opzanuzauyus  OOKYMEHMAUUOHHOZ0  0OecheueHUsn
3.1|3HaThb:

TeopeTnyeckne TMOMXOAbI K OpraHU3alldd JIOKYMCHTAI[HOHHOTO OOCCIICUCHHs YIPABICHUS IEPCOHAIIOM

OpraHu3aIuu

CyImHOCTh, TOPSIOK TOATOTOBKH U O(OPMIIEHUS JIOKaNbHBIX JOKYMEHTOB IIO BOIPOCaM YIPaBJICHHUS
NepcoHaIoM (B TOM 4YHMClie oOecreueHHs MEepCOHANIOM, OLCHKM W aTTEeCTallMd IepcoHala, pa3BUTHA,
npodeccHoHaBHON Kaphephl, BBICBOOOXKICHHUS TIEpCOHANIa)

3.2| Ymerh:

pa3pabarbIBaTh MPOEKTHI JOKAIbHBIX JOKYMEHTOB II0 BOIPOCaM YIPABJICHUS IMEPCOHAIOM (B TOM 4YHCIE
obecrieueHNsI TIEPCOHAJIOM, OIEHKM M aTTeCTallid ITepCOHaja, Pa3BUTHs, MPO(eCcCHOHATBHON Kapbepsl,
BBICBOOOKICHUS ITEPCOHAIIA

3.3| Bragern:

HaBBIKAMH OPTaHHU3AINA U OCYIIECTBIEHUS KaJPOBOTO JOKyMEHTO000pOTa;

CIOCOOHOCTSIMH ~ aHaNW3a H OOOCHOBAaHUS HEOOXOAWMOCTH pa3pabOTKM ¥ YTBEPKICHHS JIOKAIBHBIX
JIOKYMEHTOB TI0 BOMPOCaM YIPaBJICHUS MEPCOHATIOM (B TOM 4YHCIE OOCCIICYCHMS TMEPCOHATIOM, OIECHKH M
aTTeCTally [IePCOHAJIA, PA3BUTHUS, MPO(PECCUOHATLHON Kaphephl, BHICBOOOKIACHHUS MIEPCOHATIA)

1.5. ®OPMbI KOHTPOJIA

Texkymuii KOHTPOJIb YCIIEBAEMOCTH IO3BOJISIET OLGHUTH YPOBEHb C(HOPMHPOBAHHOCTH SJIEMEHTOB
KOMIIETCHUMH (3HaHWH, YMEHHH M NPUOOPETEHHBIX HABBIKOB), KOMIICTEHLHMH C IOCICAYIOIUM OO0bEIMHEHHEM
OIICHOK W TMPOBOAWTCS B (oOpMe: YCTHOIO Ompoca Ha JIEKIHOHHBIX WM CEMHWHAPCKHUX/MPAKTUYECKUX 3aHITHAX
(ppoHTaNBHBIN, MHAMBUIAYAIbHBIH, KOMIUIEKCHBIN), MUCHBMEHHON NPOBEPKH (TECTOBBIE 3aJaHMs, KOHTPOJIb 3HAHUH
[0 pa3lelly, CUTYalHOHHBIX 3aJaHWN M T.II.), OLEHKHM AaKTUBHOCTH PalbOTHl OOydaloIIerocsi Ha 3aHSATHH, BKIIOYAs
3aJaHus 71 CAMOCTOSTENIbHOM padoThl.

Hpome.m‘ymoqnaﬂ ammecmayus

Pe3ynpraTel TEKyIIero KOHTPOJS W TPOMEXKYTOYHOH arrecTanmuu (OPMHUPYIOT PEUTHHTOBYIO OIICHKY
pabotel crtyneHTa. Pacnpenenenue OaqnoB npu  (POPMUPOBAHUM PEHTHHTOBOW OIIGHKM pabOThI  CTYJCHTA
OCYIIECTBISETCS B COOTBETCTBHM C JICHCTBYIONIUM JIOKAJIBHBEIM HOPMATHBHBIM akToM.  [lo  pucruruimHe
"Opranuzaiys ITOKyMEHTAITMOHHOTO OO0ECIICUeHUsT YTPaBIeHUS IePCOHATOM" BHJIOM IPOMEKYTOUYHOH aTTECTAIHH
SBJISIETCST 3a4€T C OIICHKOM




PA3JAEJI 2. COAEPXKXAHUE JUCIUIIJIMHBI

2.1. TPYJOEMKOCTb OCBOEHUSA INCHUITJIMHBbI

OO0mass TpyAoEMKOCTh TUCHMITIMHBI  "OpraHuzanus JOKyMEHTAIMOHHOTO OOCCIICUYCHHUsS YIpPaBICHHUS
nepcoHajgoM" coctaBiisieT 3 3a4€THbIe enuHUIBI, 108 yacos.

KomnuectBo 9acoB, BBIIENAEMBIX Ha KOHTaKTHYIO paboTy C MpenojaBaTelieM M CaMOCTOSTENbHYIO padoTy
00y4aromierocs, onpenenseTcss yueOHbIM IUTaHOM.

2.2. COAEPKAHUE PA3JIEJOB JUCHUIIJINHBI

HaumenoBaHue pa3/iesioB U TeM /BU/1 3aHATHS/ Cemectp | HacoB | Komneren- | Jluteparypa | Uurte | [lpumeuanue
/ Kypce M PAaKT.
Pa3pen 1. Pazgen 1. O61ue Bonpochl OpraHu3anuu
AOKYMEHTAIIMOHHOI'0 odecneyeHus YupaBJ/ieHUSA
NepCoHAIoM
Tema 1.1. Bunbl 1 mopsSaoK cOCTaBICHUS 2 2 1Ko OC- | JI1.1J12.1J13 0
OCHOBHBIX JIOKyMEHTOB I10 y4€Ty KaJpOB U UX 2.3 IIKc- A
TPYIOBO# nestenbHoCcTH /JIex/ 7.2 919233
Tema 1.1. Bunabl 1 mopsaoK cOCTaBICHUS 2 4 ITIKo OC- | JI1.1J12.1J13 0
OCHOBHBIX JIOKyMEHTOB I10 y4eTy KaJpOB U UX 2.3 IIKc- 1 J13.2
TPYIOBO# mesrensHOCTH /CeM 3aH/ 7.2 2103233
Tema 1.1. Bunbl 1 mopsiAoK cocTaBiICHUS 2 5 [TIKo OC- | JI1.1J12.1J13 0
OCHOBHBIX IOKYMEHTOB 10 YY€Ty KaJApOB U UX 2.3 IIKc- 1 J13.2
TpyaoBo# nestenbHocTH /Cp/ 7.2 JI3.3
0102233
Tema 1.2. CyniHoCTh U OPSAZIOK COCTABIICHUSA 2 2 1Ko OC- | JI1.1J12.1J13 0
JIOKaJIbHBIX aKTOB opranuzanuu /Jlex/ 2.3 IIKc- A
7.2 0102233
Tema 1.2. CymIHOCTS ¥ TIOPSTOK COCTABIICHUS 2 4 [TKo OC- | JI1.1J12.1J13 0
JIOKANBHBIX aKTOB opranuzanmu /Cem 3an/ 2.3 TIKc- A J13.2
7.2 0102233
Tema 1.2. CymHOCTb U IOPSAOK COCTABICHUS 2 6 [IKo OC- | JI1.1J12.1J13 0
JIOKAJNBHBIX akTOB opranuzauuu /Cp/ 2.3 IIKc- 1J13.2
7.2 JI3.3
012233
Tema 1.3. [Ipuxassl ¥ cOMyTCTBYOINE 2 2 [IKo OC- | JI1.1J12.1J13 0
JIOKyMEHTBI, KOTOPbIE TOTOBUT KaJapOBast 2.3 IIKc- A
cirysx6a /Jlex/ 7.2 0102233
Tema 1.3. [Ipuka3ssl ¥ COMyTCTBYOIINE 2 4 [TIKo OC- J1.1 0
JIOKYMEHTBI, KOTOpbI€ TOTOBUT KaJIpoBas 2.3 TIKc- | JI1.2J12.1J13
ciyx0a /Cem 3an/ 7.2 1 J13.2
0102233
Tema 1.3. IIpukassl ¥ COMyTCTBYIOLINE 2 6 [TIKo OC- JI1.1 0
JIOKYMEHTBI, KOTOPBIE TOTOBHUT KaJpoBast 2.3 [IKc- | JI1.2J12.1J13
ciyx0a /Cp/ 7.2 1 J13.2




J3.3

012233
Pazpnea 2. Pasnen 2. JlokymeHTHpOBaHUE
nmpoueccon odecneyeHus opranm3anvu
MEPCOHAJIOM M €ro IBMKCHUSA
Tema 2.1. JIOKyMEHTUPOBAaHUE PEKPYTHHIA U [TKo OC- | JI1.1J12.1J13
npuema nepconaina /Jlex/ 2.3 TIKc- .1
7.2 0102233
Tema 2.1. JlIokyMeHTHPOBaHNE PEKPYTHUHTA U [IKo OC- | JI1.1J12.1J13
npuema nepconana /Cem 3an/ 2.3 [IKc- A1 J13.2
7.2 0122 33
Tema 2.1. JIoOKyMeHTHpOBaHUE PEKPYTHUHTA U [IKo OC- | JI1.1J12.1J13
npuema nepconana /Cp/ 2.3 IIKc- 1J13.2
7.2 JI3.3
012233
Tema 2.2. JIokyMEHTHPOBaHUE NEPEBOJIA [IKo OC- | JI1.1J12.1J13
COTpYIHHKA Ha APYyTyI0 padoty /Jlex/ 2.3 IIKc- A
7.2 012233
Tema 2.2. JIOKyMEHTHUpOBaHHE MEPEBOAA [IKo OC- | JI1.1J12.1J13
COTpPYIHHKA Ha PYTyio padoty /CeM 3an/ 2.3 IIKc- 1 J13.2
7.2 0102233
Tema 2.2. JlIokyMeHTHpOBaHHE ITepeBOAA [TKo OC- | JI1.1J12.1J13
COTpYJIHHKA Ha Apyryo padoty /Cp/ 2.3 IIKc- 1 J13.2
7.2 JI3.3
0122 33
Tema 2.3. JlIokyMeHTHPOBaHNE YBOJIbHEHHUS [IKo OC- | JI1.1J12.1J13
coTpyaHUKOB /Jlex/ 2.3 IIKc- A
7.2 01022 33
Tema 2.3. JIOKyMEeHTHPOBaHHUE YBOJIHHEHUS [TKo OC- | JI1.1J12.1J13
corpyaaukoB /Cem 3aH/ 2.3 IIKc- 1 J13.2
7.2 0102233
Tema 2.3. JIOKyMEHTHPOBAHNE YBOIBHEHUS [IKo OC- | JI1.1J12.1J13
corpyaaukos /Cp/ 2.3 IIKc- 1 J13.2
7.2 J3.3
0102233
Pa3znen 3. Pazgen 3. JlokyMeHTHPOBaHHe OCHOBHBIX
onepanuii, odecneunBaONIUX COOIIOIeHUE
TpeGoOBaHMii TPY/AOBOr0 3aKOHOAATEIHCTBA
Tema 3.1. JlokyMeHTHPOBaHKE OTITyCKOB [IKo OC- | JI1.1J12.1J13
coTpyaHuKoB /Jlek/ 2.3 IIKc- A




7.2 012233
Tema 3.1. IoKyMEHTUPOBAHUE OTITYCKOB 2 4 [IKo OC- | JI1.1J12.1J13 0
cotpynaukos /Cem 3aH/ 2.3 IIKc- 1 J13.2
7.2 0122 33
Tema 3.1. IoKkyMEHTHpPOBaHHUE OTITYCKOB 2 4 [TKo OC- | JI1.1J12.1J13 0
corpyauukos /Cp/ 2.3 TIKc- 1 J13.2
7.2 JI3.3
212233
Tema 3.2. JIOKyMEeHTaIlMOHHOE COTIPOBOXICHNE 2 2 [IKo OC- | JI1.1J12.1J13 0
olIeHKH (arTecTalrun) nepconana /Jlex/ 2.3 TIKc- 1
7.2 212233
Tema 3.2. JIOKyMEHTallMOHHOE CONPOBOXKACHNE 2 4 [IKo OC- | JI1.1J12.1J13 0
oreHkH (arrecranun) nepconana /Cem 3an/ 2.3 TIKc- 1 J13.2
7.2 012233
Tema 3.2. JIOKyMEHTalMOHHOE COIPOBOXKICHUE 2 5 I1IKo OC- | JI1.1J12.1J13 0
OTIeHKH (arTecTanun) nepconana /Cp/ 2.3 IIKc- 1 J13.2
7.2 JI3.3
0122 33
Tema 3.3. JlokyMeHTaIlMOHHOE OOecTieueHne 2 2 [IKo OC- | JI1.1J12.1J13 0
BEJICHUS] BOCHHO-YYETHOTO cToa /JIek/ 2.3 TIKc- 1
7.2 3122 33
Tema 3.3. JlokyMeHTaIlMOHHOE ObecTieueHne 2 4 [IKo OC- | JI1.1J12.1J13 0
BE/ICHUS BOCHHO-y4eTHOTO cToia /CeM 3aH/ 2.3 [IKc- A1 J13.2
7.2 0122 33
Tema 3.3. lokyMeHTallMOHHOE O0ecTIeUeHNE 2 4 [IKo OC- | JI1.1J12.1J13 0
BEJICHHUSI BOSHHO-Y4eTHOTO cToua /Cp/ 2.3 IIKc- 1 J13.2
7.2 JI3.3
31322 33
/Konc/ 2 2 0

PA3JEJI 3. OBPA3OBATEJIBHBIE TEXHOJIOT' MU

B mponecce ocBoeHMst AMCUUILIMHBI «OpraHumsanusi JOKYMEHTAOHHOTO OOecHeueHHs YIpaBICHUS
MIEPCOHAJIOM»  HCIIONIB3YIOTCS  CIIeAyIolre 00Opa3oBaTeNbHbIE TEXHOJOTHH: JICKIIHHA, CEMHHAPCKHE 3aHATHS,
camocTosTeTbHast paboTa CTYACHTOB 110 BRIITOJIHEHUIO Pa3IMIHBIX BUIOB 3aJaHAN.

B mpouecce ocBoenus muctumiiuHbl «Oprann3anus JOKYMEHTAMOHHOTO OOecTeueHHs YNpaBIECHUS MEPCOHATIOM»
UCTIONB3YIOTCS CICAYIONINEe WHTEPAKTUBHBIC 00pa30BaTENbHBIC TEXHOJOTHMH: IpoONeMHast JieKuus. JIeKInOHHBIH
MaTepuain TpeACTaBlIeH B BHAe chaiin-npeseHtamun B Qopmare «Power Point». [ HariIsgHOCTH HMCIONB3YIOTCS
MaTepualbl pa3JINYHbIX HAYUYHBIX U TEXHUUYCCKUX OSKCICPUMEHTOB, CIIPABOYHBLIX MAaTCPHAJIOB, HAYUHBIX craTen T.O. B
XO0Jle JISKIUM TMPEeIyCMOTPEeHAa oOpaTHas CBsS3b CO CTYJEHTaMH, aKTHBH3UpYIOIIME Bompockl. [lpu mnpoBeacHun
JMEKIUA  HCIONB3yeTcs  NpOOIeMHO-OPUEHTHPOBAHHBI  MEXIUCHUIUIMHAPHBIA — TOAXOJl,  MPEAIOIararomi




TBOPYECKHUE BOMPOCHI U CO3/IAHUE TUCKYCCUOHHBIX CUTYyalUil.

[Ipy W3MOXKEHWHM  TEOPETHYECKOTOo MarepHaja HUCIHOJB3YIOTCS TaKHe METOAbl, KakK: MOHOJOTHYECKHUH,
NOKa3aTeNbHbIN, AMATOTUYECKUi, 3BPUCTUUECKUH, MCCICAOBATENLCKUM, NPOOJIEMHOE U3IOKEHHE, a TaKxKe
CIEeNyIoIIUMEe MPUHLMIBI AWJAKTUKA BBICIIEH IIKOJbI, TaKHE€ Kak: I[OCIEI0BAaTENbHOCT M CUCTEMAaTHYHOCTh
oOy4eHUs, JOCTYMHOCTh OOy4YeHUs, TPHHIUI HAYYHOCTH, TPHHIUIBI B3aHMOCBS3H TEOPUHM M  TPAKTHKH,
HarIATHOCTH U JIp. B KOHIIE Ka) 01 JIEKIUH MPEAYCMOTPEHO BpeMsl I OTBETOB Ha MPOOIIEMHBIE BOIPOCHI.

CamocTosiTenbHass paboTra  TMpeAHa3HadeHa Uil BHEAYIAUTOPHOM  pabOTBl  CTYACGHTOB,  CBSI3aHHOH  C
KOHCIIEKTHPOBaHWEM HCTOYHHKOB, YYEOHOTO MaTepuaia, M3ydeHHeM JOMOJHUTEIHHON JIMTepaTyphl MO AMCLIUILIAHE,
MOJrOTOBKOH K TEKYLIEMY M CEMECTPOBOMY KOHTPOJIIO, a TAK)KE BBIMOJHEHHEM WHIMBHIYaIBHOTO 33aJaHusl B (hopme
pedepara, 3cce, Ipe3eHTALNHU, TE3UCOB J0KJIAAa, HAYYHON CTAaThH.

PA3JAEJI 4. YHEBHO-METOANUYECKOE U MATEPUAJIBHO-TEXHUYECKOE
OBECIIEYEHHUE JUCIIAIIJIMHBbI

4.1. Pexomenayemasi Jiureparypa

1. OcHoBHas1 IMTEpaTypa

ABTOpBHI, 3arnaBue WznaTenscTBO, TON
JI1.1 |Hosu, 1. H. KanpoBoe nenonpon3BoacTBO U KaApOBBIN yUeT : Taranpor : Taranporckuii
yaebHoe mocobue (84 c.) WHCTHUTYT YIPaBICHUSI U
9KOHOMHUKH, 2019
JI1.2 |Eropos, B. II. JlokyMeHTOBeieHHE U TOKYMEHTAIIOHHOE oOecrieueHue Cankr-IletepOypr : Jlans,
B. I1. Eropos, A. B. |ympaBierus B ycaoBUsSX IUPPOBOI S3KOHOMUKHU: yaeOHUK | 2021
CIMHBKOB Iu1st By3oB (372 c.)
2. lonoJHUTEIbHAS JIUTEPATypa
ABTODHI, 3armnaBue W3natenscTBO, TOA
JI2.1 [JI. C. JIaxoBa KanpoBoe anmMuHICTpHpOBaHNE U AETONPOU3BOACTBO : 'Oy BIIO "JOHAYUI'C",
yaebHoe mocobue (188 c.) 2019
3. Metonnueckue pa3padoTku
ABTOpBHI, 3arnaBue W3narenscTBO, rox
JI3.1 Opranuzarus JOKyMEHTAITMOHHOTO 00eCIIeUCHIS Honenk: ®I'bOY BO
Kazanuesa JI.C. YIIPABJICHUS IIEPCOHAIOM: KOHCIIEKT JICKLIUM JJ1s1 "HOHAYUI'C" , 2025

oOyuaronxcs 00pa3oBaTeIbHON POrPaMMBbI
MarucTparypbl HarpaBieHus moArorosku 38.04.03
Yupaenenue nepcoHaioMm npoduns "YnupasieHue
nepcoHasioMm" Bcex hopm odyuenus (170 c.)

JI3.2 Opraau3arys JOKyMEHTAITMOHHOTO 00eCIIeUeHIS Honenk: ®I'bOY BO
Kazanmnesa JI.C. YIIpaBJICHUS IEPCOHAIOM: MeTonnyeckue pekomernanuu | "JOHAYUI'C" , 2025
JUTSL TIPOBEJICHHSI CEMUHAPCKUX 3aHATUHN JIIIs
obOyJaromuxcst 00pa3oBaTeIbHOMN MPOrpaMMEbI
MarucTparypsl HarpaBiieHus noArotoBku 38.04.03
YnpasneHue nepcoHanoM Mpoduib «YpaBieHue
mepcoHaaoM» Beex dopMm obyderus (16 c.)

JI3.3 Opranuzaius JOKyMEHTAIHOHHOTO 00eCIIeUeHMs Honenk: ®I'BOY BO
Kazannesa JI.C. YIIPaBJICHUS IEPCOHAJIOM: METOIUYECKUE PEKOMEHJALIUH "ITOHAYUI'C" , 2025
JUISL CAMOCTOSITETFHON pabOThl 00yUJarONTHXCS
00pa30BaTENILHOM MPOrPaMMBbI MATUCTPATYPBI
HanpasneHus noarorosku 38.04.03 Ynpasienue
TIEPCOHAIIOM, TIPOGIUITH « Y TIpaBJIeHHE TIEPCOHATIOM) BCEX
tdopm obyuenus (14 c.)

4.2. IlepeyeHnb pecypcoB
HH(OPMALMOHHO-TEJIEKOMMYHMKALMOHHOH ceTu "UHTepHer"

51 Hayunas snexrponnas omOmuoreka «KWBEPJIEHWMHKAY.

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

2 | 9BC «JIAHb». - URL:https://e.lanbook.com e lanbook.com

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

4.3. IlepevyeHb MPOrpaMMHOro odecrnedeHust




JlumeH3noHHOE H  CBOOOJHO  paclpocTpaHseMoe  MpOrpaMMHOE  OOecreueHHe, B TOM  YHCIIE
OTEUECTBEHHOT'O MPOM3BOICTBA:
- Libre Office (siunien3us Mozilla Public License v2.0.)
- 7-Zip (mumensust 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 (mumensuss GNU General Public License).

4.4. IIpodeccnonanbHble 0a3bl JAHHBIX H HH(OPMAIIMOHHbIE CTIPABOYHBIE CHCTEMBbI

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

Onaiin uncneknus — bank nokymentos. URL: https://onnaiinnacneknus. pd/documents/?role=employer
DenepanpHast cinyx0a rocyaapctBeHHOH craructuku. — URL: https://rosstat.gov.ru/statistic

Poccrpyn @enepanpHas ciryx6a o Tpyay u 3arstoctd. — URL: https://rostrud.gov.ru/

Knacchudopm.PY CnpaBounuk ko108 ooiiepoccuiickux kinaccuduraropoB. URL:https://classinform.ru/
Ooepoccuiickuii Kiaccudurarop npogeccuii pabounx, JOBKHOCTEN ClyKamux 1 TapuHbIX paspsanos. — URL:
http://okpdtr.ru/

Enuubiii KBaTupUKAIMOHHBINA CIPABOYHUK TOJHDKHOCTEH PYKOBOAMTEIIEH, CIICIIMAIMCTOB M JPYTHX CITYKAIIX
(EKC). — URL: http://bizlog.ru/eks/

Kypran «KCK akcriept». — URL: https://journal ksk.expert/

Kypnuan «Ympasnenne repconaiom» ». — URL: https://www.top-personal.ru/

«Kanposoe neno» IpakTuueckuii sxypHain mo kaapoBoi padore». — URL: https: https://www.kdelo.ru/

4.5. MaTepuajibHO-TeXHUYECKOe ofecreyeHne T CUUILINHBI

Jns mpoBemeHust y4yeOHBIX 3aHITUH, NPEAyCMOTPEHHBIX 00pa30BaTENbLHONW NPOTPaMMOM, 3aKpeIUIeHBI
ayJUTOPHUH COTJIACHO PACIHCaHUIO yUeOHbIX 3aHITHI:
pabodee MecTO INpenojaBaTess, M0CaJ0uHble MecTa 10 KOJIWYECTBY OOYYaroLIUXCsl, JI0OCKa MENIOBas, IEPCOHAIbHBIHN
KOMITBIOTEp C JIMIEH3UPOBAHHBIM NMPOTPAMMHBIM OOecrieueHHeM OOIEero HazHAuYeHHsl, MYJbTUMEIUHHBIA MPOEKTOP,
9KpaH, MHTEPaKTUBHAsSI TAHEIb.

PA3JIEJI 5. POHI ONEHOYHBIX CPEJICTB

5.1. KonTpobHbIe BONIPOCHI M 3aJaHUsl

[lepeveHs BOMPOCOB JUIsl CAMOTIOJTOTOBKH

1.CymHOCTh 1 OCHOBHOE Ha3HaYCHUE TOKYMEHTAILIMOHHOTO 00eCIieueH s yIpaBlIeHHs IEPCOHAIOM B COBPEMEHHBIX
YCIIOBHSX.

2.HopmaruBHO-mipaBoBas 6a3a JOKyMEHTAIIMOHHOT'O O0CCIICUeHHUS YITPABIICHUS TIEPCOHATIOM.

3.Criendrika JOKyMEHTAIMIOHHOTO 0OecTIeUeH s YIpaBICHHsI IEPCOHANIOM B OPTaHU3ALUAX TOCYAapPCTBEHHOM
CITy>KOBI.

4.B03MOKHOCTH HCTIOJIB30BaHHS COBPEMEHHBIX HH(POPMAIMOHHBIX CHCTEM, IPOTPAaMMHBIX CPEJCTB 00pabOTKH
JIeNTOBOM MH(POPMALIUK [Tl ONTHMHU3AINH KaJPOBOTO JOKYMEHTO000POTa B OpraHH3aIUH.

5.B03MOKHOCTH MCIIOIB30BAHMSI COBPEMEHHBIX CHIENUAIN3UPOBAHHBIX KaIPOBBIX KOMIIBIOTEPHBIX MIPOTPAMM IS
ONITHMH3ALUH KaIPOBOTO JOKYMEHTO000pOTa B OpraHU3aNuH.

6.VcTopusi CTaHOBJICHUS M Pa3BUTHUS IOKYMEHTAIIHOHHOTO 00eCIICUeHsI yIIPaBlIeHHs B CTPaHE.

7.Criendrka JOKyMEHTAIIHOHHOTO 0OSCTIEYEHHS YIPABICHUS B KaAPOBBIX CIyxK0ax.

8.IlepcneKTUBHBIC HANIPABJICHNS B PA3BUTHHU TOKYMEHTAIIHOHHOTO 00ECIICYSHUsI yIIPABICHHS IEPCOHAIOM
OpraHu3aIyy.

9.IlpuMeHeHue rocyJapCTBEHHBIX CTAHJAPTOB B OPraHU3alluy JOKYMEHTAIIMOHHOTO 00ECTICUeHHUsT YITPaBIICHUSI.
10.XapakTepucTKa Ciry>KObl JOKyMEHTaLlMOHHOT'O 00eCTIeYeHrsl Ha MPEATPUATHH.

Bonpocs! k 3auery

1.CocTaB ¥ 3HaueHHE KaApOBOM JOKYMEHTAllUU

2.IloHATHE ¥ BUIBI KAIPOBOU JOKYMEHTALIUU

3.Crienudrika KaIpoBBIX JOKYMEHTOB

4.Knaccugukanus KaapoBoil JOKyMEHTaIUH

5.IlonsTHE OpraHU3alMOHHO-YIIPABICHYECKOr0 JOKyMEHTa B chepe ynpaBiIeHHs IEPCOHAIIOM, BU/IbI, IPaBOBas
OCHOBA Pa3pabOTKH U IPUHATHUS

6.ITonsiTe MHOOPMALIMOHHO-CIIPABOYHOTO JIOKyMEHTa B c(epe yHpaBiCHHUs NEpCOHAIOM, BHIIBL.
7.Criennrika TOKyMEHTAIMOHHOTO 0OecTieueH s yIpaBIeHHsI IEPCOHANIOM B OPTaHU3ALUAX TOCYAaPCTBEHHOM
CITyKOBI

8.B03MOKHOCTH HCIIOIB30BaHMSI COBPEMEHHBIX HHPOPMAIIIOHHBIX CHCTEM, IPOTPAMMHBIX CPEJICTB 00pabOoTKH
JeNT0BOM HH(POPMALUK U1l ONTHMHU3AINH KaAPOBOTO JOKYMEHTO000POTa B OpraHU3aluH

9.B03MOXHOCTHU HCIIOJIB30BAHUSI COBPEMEHHBIX CIEIUANN3UPOBAHHBIX KaIPOBBIX KOMIIBIOTEPHBIX IPOTPAMM IS




ONTUMM3ALUH KaJPOBOTO JOKYMEHTOO0OPOTa B OpraHU3aLuu

10.Haznauenue BubI, MpaBoBast OCHOBA Pa3pabOTKH U MPUHSTHUS JIOKAJbHBIX HOPMATHBHBIX aKTOB B cdepe
yIpaBJICHUS [IEPCOHATIOM

11.06s13aTenbHbIC IOKaJIbHBIE HOPMATUBHBIC aKThI M JOKYMEHTBI OPraHU3aLuK: BUIBI, IOPSIIOK COCTABICHUS U
YTBEPIKICHUS

12.®DakynbTaTUBHEIE JOKAIbHBIE HOPMATHBHBIEC aKThl U JOKYMEHTHI | BUABI, IOPSIIOK COCTaBJICHHS U YTBEPIKICHHUS
13.1lItaTHOE pacmucanue: Ha3HAUYEHHE, TOPSAIOK ITOATOTOBKH U YTBEPXKICHHUS

14.Bunbl npUKa3oB, MOATOTABINBAEMBIX KaIPOBOH CITYKOO¥H

15.IIpuKkassl Mo TMYHOMY COCTaBY: BHIIBbI, XapaKTepHbIE OCOOEHHOCTH

16.JloKyMeHTBI, COMyTCTBYIOILME U3JaHUIO TIPUKA30B BUbI, HA3HAYCHUE, TOPSIOK COCTABICHUS

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

18.JloKyMeHTHI 00eCTIeUnBAaIOIINE dTAll MIOMUCKA MTepCoHaa

19.JlokyMeHTHpOBaHUE ITpHEMa MEPCOHaNa Ha paboTy

20.CymHocTh 1 IPUYMHBI IEPEBOJa COTPYAHUKA Ha IPYTyIo paboTy

21.J1o0KyMEHTHpPOBaHUE BPEMEHHOTO ITEPEBOIa COTPYAHIKA

22.JIOKyMEHTHPOBaHNE TTOCTOSHHOT'O MEepPeBO/ia COTPYAHUKA

23.CyuHocTb ¥ 00CTOSTENbCTBA YBOJIBHEHHUS COTPY/JHHUKA

24.JI0KyMEHTallMOHHOE 00eCIIeUeHUE PACTOPKEHUS TPYIOBOr0 JOIOBOPA MO COIVIAILICHUIO CTOPOH
25.J10KyMEeHTallMOHHOE 0OecTieueHe NMPEeKpalieHnss CPOYHOTO TPYI0OBOTO JOTOBOpPa

26.JlokyMeHTallMOHHOE 00ecIieueHIe PacTOPKEHHS TPYIOBOTO JOTOBOpa 110 HHUIMATHBE PabOTHUKA
27.JI0KyMEHTallMOHHOE 00eCIIeUeHHE PACTOPKEHUSI PACTOPKEHUS TPYIOBOrO JOIOBOPA B CBSI3U C U3MEHEHHEM €T0
YCIIOBUI

28.JlokyMeHTallMoOHHOE 00ecIieueHIe YBOIBHEHHS COTPYIHUKA [0 MEAUIIMHCKUM TTOKa3aHUsIM
29.JlokyMEHTallMOHHOE 00eCIIeYeHHE YBOJILHEHNE COTPYJHHUKA IO OOCTOSATENLCTBAM, HE 3aBUCALIMM OT BOJH CTOPOH
30./lokyMEHTallMOHHOE 00ECIIEUCHUE YBOJIBHEHUS COTPY/IHUKA BCJICACTBUE HAPYILEHHUS IPABUII 3aKITI0OUCHHUS
TPYZOBOT'O I0TOBOpa

31.06uwmii nopsiok 0pOpMIIEHHUS MPEKpaILeHHs TPYI0BOTO 0r0BOpa

32.Bunel oTIyCcKOB paOOTHHKA M OCHOBHBIE JOKYMEHTHI, PETJIaMEHTHUPYIOIINE UX NPEIOCTaBICHHE
33.JIoKyMEHTAI[HOHHOE COTPOBOXKICHUE MPEAOCTABIEHUS COTPYAHUKY €KErOHOT0 JOTOIHUTEIHHOTO OTITyCcKa
34.JIoKyMEHTallMOHHOE COMPOBOXICHHE PEAOCTABICHHUS COTPYIHUKY OTITycKa 0e3 COXpaHeHHsI 3apadOTHOM IIaThl
35./10KyMEHTallMOHHOE COIIPOBOXKAECHHE NPEAOCTABICHUS COTPYJHUKY Y4€OHOTO OTITyCKa

36.J10KyMEHTaIIMOHHOE COTPOBOXKIECHUE OT3bIBA COTPYIHUKA M3 OTIIyCKa

37.Artecranys nepcoHana: NOHATHE, 11eJb, 33/Ia4M U IIPAaBOBOE PETYJIUPOBAHHUE

38.Ilopsimok mpoBeneHUs aTTeCTaluu epcoHana

39.Io0KyMeHTalMOHHOE 00eCIIeUeHHUE POTIEAYPHI aTTECTAIIMH paOOTHUKOB ammapara yIupaBJICHAS
40.JlokyMeHTallMOHHOE 0OecTieueHIe pealn3allii pe3yIbTaTOB aTTeCTalluu

41.HopMaTHBHO-IIPaBOBOE PETyIUPOBAHUE BOMHCKOTO yueTa paOOTHUKOB OpraHU3alun

42.CocraB TOKYMEHTOB BOCHHO-Y4YETHOI'O IIOAPa3/A€ICHUs (BOCHHO-YYETHOIO CTOJIA), CO3aBaEMOTr0 B OpraHU3aLUuH
JUTSL BEICHHSI BOWHCKOTO y4deTa

43.0Opranuszanys NepBUYHOTO BEJCHHS BOEHHO-YUYETHOTO CTOJNA

5.2. TeMmbl IMCbMEHHBIX PadoT

Ilepeuenb Tem AJisl BBINOJHEHNS] MHAUBUIYAJIbHbIX 3aJaHUN

1.1lITaTHOE pacmucaHue: CTPYKTypa, MPOoLeAypa pa3padoTK, YTBEPKIACHUS, BHECEHUS
W3MEHEHUH U TOTIOJIHEHU .

2.JI0KyMEHTBI TI0 PEKPYTHHTY NIEpCOHAJIA: TIOHATHE, BUBI, O0IIas XapaKTePUCTHKA.
3.JlokyMeHTHpOBaHUE IPOLECAYPhl U3MEHEHUS TPYAOBOIO JOTOBOPA.
4.JloxkyMeHTHpOBaHHE TpoIecca MPEKPaIIeHNs TPYAOBbIX OTHOIIEHUH ¢ PAOOTHHKOM.
5. TpynoBoi JOTrOBOp W JIONOJHUTEIBHOE COTJAIIEHUWE K TPYJOBOMY IOTOBOPY:
MOHSTHE, COACPKAHUE, POIEAYypa 3aKITIOUCHUS.

6./10KyMeHTBI IO PEKPYTHHTY TIepcoHana, GopMUpyeMbIe Ha 3Tare 0TOopa rmepcoHana.
7.J10KyMEHTHI IO peKPYTHUHTY IepcoHaia, (GopMUpyeEMBbIE Ha dTare MOUCKa MepcoHana.
8.IIpukassl o IBMKEHUIO KaIPOB: TIOHSITHE, BUJIBI, COACPKAHUE.
9.JlokymMeHTHpOBaHUE MpoLiecca MPOBEICHUS aTTECTAIlUU.

10.0TueTHBIE TOKYMEHTHI TI0 JIBIKEHHIO KaJIpOB: TOHSTHE, BUABI, CTPYKTYpa,
poIeAypa Pa3paboTKH U yTBEPIKICHUS.

11.JIoKyMEHTHI IO IBUKCHHIO KaJIPOB: COCTaB, O0IIas XapaKTePUCTUKA.
13.JlokyMeHTHl K TpWKa3aM II0 IBIDKEHHWIO KaapoB: TOHSTHE, BUIBI, 00MIas XapaKTepHCTHKa

5.3. ®oH/ OLIEHOYHBIX CPEACTB

®DOHJT OICHOYHBIX CPEACTB JMCHUIUIMHBI "OpraHu3anus JTOKYMEHTAI[MOHHOTO OOCCIICUCHHS YIPaBICHHUS




repcoraioM” pa3paboTaH B COOTBETCTBHH C JIOKATLHBIM HOpMaTHBHBIM akToM PI'BOY BO "JIOHAYUI'C".
®DoH OIEHOYHBIX CPEACTB MUCHUILIMHBEI "OpraHuzanus JOKYMEHTAIIMOHHOTO OOECIICUeHUsS YIIPABJICHUS
IepcoHaIoM" B IOJTHOM 00beMe TPECTABIICH B BHJIE MPUIOKEHUs K JanHoMy PITJI.

5.4. IlepeyeHb BU/I0OB OLIEHOYHBIX CPEACTB

Joxmam, coobuieHue
Bormpocsr miis o0cyxaeHus
TecToBble 3aMaHUs
Bomnpocs! k 3auety

PA3JIEJI 6. CPEJICTBA AJANITALIMM IPEMOJABAHUS JUCLUIIINHBI K
MOTPEBHOCTSIM JIUIL] C OTPAHUYEHHBIMH BO3MOYKHOCTSIMM 3/JOPOBbSI

B ciydae HeoOxomuMocTH, 00ydaromuMces U3 YUCIIa JIML C OTPAaHUYEHHBIMH BO3MOKHOCTSIMH 3JI0POBbs (TI0
3asBJICHUIO OOYYAIOIIErocsl) MOTYT NpeajaraTbCs OJHHM W3 CICAYIOIMX BapUaHTOB BOCHPHATHS HH(opMammu c
Y4eTOM WX WHIUBUIYAIBHBIX TICHXO(H3MUECKUX OCOOCHHOCTEH:

1) c mpumMeHeHneM IEKTPOHHOTO 00yUYEHHS ¥ IUCTAHIIMOHHBIX TEXHOIOTHH.

2) ¢ IpUMEHEHHEM CIEeNUAIBHOr0 000pyAOBaHUs (TEXHHKH) U MPOTPaMMHOTO OOECTIeYECHHUs, NMEIOIINXCS B
OI'bOY BO "JOHAYUI'C".

B mponecce oOydeHHs: TpM HEOOXOAMMOCTH JUIsS JIMII C HApPYIICHUSMH 3pEHUs, ClIyXa U OIOpPHO-
JIBUTATEIBHOTO armapara npeJoCTaBIsI0TCs ClaelyIone YCIOBH:

- Ul JIML C HapyLICHHUSMH 3peHHs: yueOHO-METOIMUYECKHE MaTepualibl B IeYaTHOW (hopMe yBETUUCHHBIM
mpudToM; B (opMe DIIEKTPOHHOTO IOKyMeHTa; B Qopme aymuodaitima (mepeBon y4eOHBIX MaTEpHAIOB B
aynuopopmar); MHIUBHIyaTbHbIC 3aaHUS H KOHCYJIbTAIIUH.

- JUId JHL C HapyWeHUsSMHU CllyXa: y4eOHO-METOAMYEeCKHWe Marepuajibl B ImedaTHol ¢opme; B dopme
AIIEKTPOHHOTO JOKYMEHTa;, BHJEOMaTepuaibl C CyOTHTpamMu;, WHIMBUAYAIbHbIE KOHCYJIBTAIMU C MPHUBICYCHUEM
CYpIIOTIepPEBOTUHKA; UHIUBHU Iy aTIbHbIC 3aJ]aHUsI H KOHCYJIbTAIIUH.

- ISl NI C HapyUIeHUSIMH ONOPHO-ABUraTeJIbHOTO ammaparta: yY4eOHO-METOAMYECKHE MaTepualibl B
nevyatHo Qopme; B (opMe JIEKTPOHHOTO JOKyMeHTa; B (opMe aynuodaiiyia; WHAWBHIyaIbHBIE 3aJlaHUS U
KOHCYJIbTaIlNH.

PA3JIEJI 7. METOJIMYECKHE YKA3AHMS 1151 OBYUYATOINNXCS 110 YCBOEHUIO
TACIATITAHBI

W3ydyenne nucrumuivHel (MOAYJS) NPEANONaraeT, 4YTo MPerojaBaTelb YHTAeT JEKIUH, MPOBOIUT CEMHUHApCKUE
3aHATHS, OPTaHU3YET CAMOCTOATCIBHYIO0 paboTy OOydaromuxcs, MPOBOIUT KOHCYJIBTAIIUH, PYKOBOIUT ITOATOTOBKOM
JIOKJIAZIOB OOYyYaroONMXCsi Ha HAYYHO-TPAKTUYCCKUX KOH(EPEHIMSIX, OCYIIECTBISCT TEKYIIUH M IMPOMEKYTOUHBIN
KOHTPOJIb 3HAHHUH 00y4aromxcsl.

C menpi0 Ka4eCTBEHHOT'O OCBOCHHS OOYJarOIIMMHUCS NaHHOW NAWCHMILIMHBI Ha Kadeape pa3paboTaHBl METOIUIECCKHE
pPEeKOMEHJAIIMU 110 OpTaHU3allMd CAMOCTOSTEIBHOW pabOThl - KOMIUIEKC pEKOMEHIAIMi W  pa3bsCHECHUU,
MO3BOJISIONINIA  OOyJalOMUMCsT ONTHMAaJIbHBIM 00pa30M OpraHW30BaTh IMPOLECC HU3yYEHHUS, KaK TEOPETHYECKOTO
y4e0HOTO MaTeprana TUCIUILTAHBI, TaK W TOATOTOBKH K CEMHHAPCKUM 3aHATHSM, B TOM YHCIE TPOBOIUMBIM C
UCIOJIb30BAHUEM aKTUBHBIX M HHTCPAKTUBHBIX TEXHOJIOTHIA 00yUCHUS.
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PA3JIEJI 1.
HACHOPT ®OHJA OHEHOYHBIX CPEACTB
1o AucHumInHe (MoayJ0) «Opranu3auus J0KyMEeHTAIIMOHHOT0 o0ecreYyeHusl yIpaBJIeHUus
MepPCoOHATIOM)

1.1. OcHOBHBbIE CBeleHHSs O TUCIUILUIUHE (MO1YJIe)

Tabmauma 1

XapakTepucTuka AUCIUIUIMHBI (MOTYJIs)
(cBemeHust COOTBETCTBYIOT pazaeny PIIJI)

Obpa3zoBarenbHas IporpaMma

MarucTparypsl

Hanpasnenue noaroToBku

38.04.03 YnpasieHue nepcoHaIoM

[Ipodunb «Y1paBJICHUE NIEPCOHATIOM»
KonnyecTBO pasnenoB y4eOHOM MUCIUTUIMHBI 3
Juctummaa 6a30Boi / BApHATHBHOW YacTH b1.B.JZIB.01.02

00pa3zoBaTebHON MTPOTrPaAMMBI

DOpMBI TEKYLIETO KOHTPOJIS

YCTHBIN OMPOC, TECTOBOE 3aJaHKE, JOKIIAT
(cooOmienne), AMCKyCCHsl, TPaAaKTUUECKOe
3a/laHue, KOHTPOJb 3HAHUH TI0 pa3aeny.

[Tokazarenu Ounas ¢opma oOyueHHs
KonudecTBo 3a4eTHBIX €IWHUIL

(KpeuTOB) 3
Cemectp 2
Oowasa mpyooemkocmsy (aKadem. 4acos) 108
Ayoumopnasa Konmaxkmunas paboma: 56
JIeKIIMOHHEBIE 3aHATUS 18
CemuHapcKue 3aHsATUS 36
Koncynpranuu 2
CamocTosiTesibHasi padoTa 48
KonTpoas 4

Dopma npomedxcymouHou
ammecmayuu

3auem c oyenxou




1.2. IlepeyeHb KOMIETEHIMHA C YKa3aHHeM 3TanoB (OpMHPOBaHHUS B Ipolecce
0CBOEHUs 00pa30BaTeJbHON MPOrpaMMbl

Tab6muna 2
[lepeuyeHb KOMIETEHIIUM U X SJIEMEHTOB
Nupukarop
Kommerenmus KOMITETEHITH U €r0 DJICMEHTBI MHIMKATOpa Mupexe
KOMIIETCHITHH JJIEMEHTa
dbopmyIupoBKa
3namo:
BUJIBI, coiep>KaHue u | 1IKe-7.23-1
MTOPSIIOK COCTaBJICHHS
JIOKYMEHTOB,
00€eCIIeYnBarOIINX
JOKYMEHTAI[MOHHOE
COTPOBOXKICHHUE OCHOBHBIX
MIPOILIECCOB B cdepe
IIKc-7.2: 3naer Buapl, | YIPABICHHUA IICPCOHATIOM
COJIep)KaHUE TpeboBanus neiictBytomiero | I1Kc-7.2 3-2
MOPSAOK cocTaBiieHus | TPYZAOBOTO
JIOKyMEHTOB, 3aKOHOAATEIhCTBA
00ecIeunBaronnx OTHOCUTCIBHO
JOKYMEHTAIlHOHHOE JAOKYMCHTAllHOHHOI'O
[MKc-7: Criocoben | ©ONPOBONUICHHC CONPOBOMACIIA
aI[MI/IHI/ICTpI/IPOBaTI) OCHOBHBIX npouecco]g B OHepaTI/IBHOI‘O ynpaBJIeHI/IH
oo— u cdepe ynpaieHus [IEPCOHATIOM
IIEPCOHAJIOM, IOPAI0K paspabotku | [1Kc-7.2 3-3
,I[OKyMeHTOO60p ot 1o IIOHUMAET BAXXKHOCTH U JIOKaJIbHBIX HOPMAaTHUBHO-
N e
yIIPABIIEHHIO JOKYMCEHTAIlHOHHOI'O PETIIaMCHTHPYIOIIHNX
COIPOBOXKIEHUS KaJ[pOBOE JEIIOMPOU3BOICTBO
HIepCOHATOM OTIEPATUBHOTO u KaJpOBbIN
yIIpaBICHHS JOKYMEHTOO000pOT B
IICPCOHATIOM, YMEECT OpraHusanuun
COCTaBJISITh M BECTH Ymemy:
JOKYMEHTBI 110 YUYETY COCTaBJIATh U Bectu | [1Kc-7.2 V-1
KaJIPOB U UX TPYJIOBOW | TOKYMEHTHI MO YUYETY KaJpoB
NeSTeNbHOCTH " ux TPYJIOBOU
NEeSTeTbHOCTH
Bnaoemy:
HaBbIkaMu cocTaBieHust u | [1Kc-7.2 B-1
BEJICHUS JIOKYMEHTOB
00€eCIIeYnBarOIINX
COMPOBOXACHHE OCHOBHBIX
MPOIIECCOB B chepe
yIpaBlIeHUS IEPCOHATIOM
[MIKo OC-2: Cmnoco6en | [TKo OC-2.3: 3namop:




Kommerenmus

Nupukarop
KOMITETCHITIH U €T0
dopmynupoBka

DneMeHThl UHAUKAaTOpa
KOMIIETEHINH

HNunexc
SJIEMEHTAa

OCYILIECTBIIATD
TIPOIIECCHI KaJIpOBOT'O
HHaHHpOBaHI/IH,
aJIMHHHCTPUPOBATH
paboty B chepe
yIpaBIICHUS
MEPCOHAIOM u ee
JTIOKYMEHTOOOEeCIIeUeHN,
YUYUTBIBAass BHYTPEHHIOIO
U BHCIIHIOKD  cpeay
OpraHu3anuu

Crniocoben
OpPTaHU30BBIBATH
IOKYMEHTAllMOHHOE
obecrieueHne
yIIpaBJICHUSA
MEPCOHAJTIOM C YYETOM
BHCIIHUX U
BHYTPEHHUX (paKTOPOB

co/iepXkaHue u
MTOPSIIOK pa3paboTKH,
BHEJPCHUS XpaHeHUS
YIIPaBJICHYECKON M KaJpOBOi
JOKYMEHTAIIWH, B
COOTBETCTBUU C
TpeOOBaHUSIMU
JEHCTBYIOIIETO
3aKOHO/IaTE€IbCTBA

CYIIHOCTb,

ITKo OC-2.3
3-1

Ymemes:

OpraHU30BHIBATH paboty
CBS3aHHYIO c
JTOKYMEHTAITMOHHBIM
o0ecrieyeHneM MpoIeccoB
oOecrieueHrsT  OpraHU3AIUN
TNEPCOHAJIOM U €TI0 ABUKCHHUA

ITKo OC-2.3
Vy-1

OpraHU30BHIBATH paboty
CBSI3aHHYIO C
JOKYMEHTHPOBAHUEM
OCHOBHBIX onepauui,
00€eCIIeYnBarOIINX
cobmonaenne  TpeOoBaHUM
TPYJIOBOTO
3aKOHOAATEIhCTBA
paboTe ¢ MepcoHAIOM

pu

ITKo OC-2.3
y-2

Bnaoemo:

HaBBIKAMU OpraHu3aIuH
paboTBl 1O  COCTaBJICHHUIO
OCHOBHBIX JTOKYMEHTOB,
00eCcneunBarOIINX MPOIIECC

VIpaBJICHUSI TEPCOHATIOM B
OpraHM3allik €  y4YeTOM
BHEIIHUX H  BHYTPEHHHX

¢dakTopos

ITKo OC-2.3
B-1




Tabmuma 3

Oransl GOPMHUPOBAHUS KOMIIETCHIIMI B MPOLIECCE OCBOSHUS OCHOBHOM
00pa3zoBaTebHON MTPOTrPaAMMBI

No
/o

KonTtpomupyemsbie paznesnst (TeMbl)
JTUCHUTIITUHBI (MOYJIs1)

Howmep
cemecTpa

Kon
KOHTPOJIUPYEMOU
KOMITETEHIINHT
(uy11 ee yacTH)

Haumenosanue
OLICHOYHOI'O
cpencTBa

Pasznea 1. O0mue BONpPOCHI OPraHU3amum JOKYMEHTAIMOHHOT0 0o0ecre

YeHHs yNpaBJIeHHsA

NMEePCOHAJTIOM
1 Tema 1.1. IlousiTe U BUAEI 2 1Ko OC-2.3 3-1 YcrHbIii onpoc,
JIOKYMEHTOB B cepe yrmpaBIeHUS [TKc-7.2 3-1 JOKJIa]T
MIePCOHAIIOM (coobmienue),
JIUCKYCCHUS
2 | Tema 1.2. CyniHOCTb U HOPSIOK 2 [TKo OC-2.3 3-1 YcrHbIit onpoc,
COCTAaBJICHHUS JTOKATLHBIX aKTOB I1Kc-7.2 3-3 JIOKJIaT
OpraHu3aIu [MKc-7.2 V-1 (coobmienue),
IIKo OC-2.3 B-1 JIUCKYCCHUS
3 | Tema 1.3. [Ipuxassl u 2 [TKo OC-2.3 3-1 YcrHbIii onpoc,
CONYTCTBYIOLIUE JOKYMEHTBHI, [TKc-7.2 3-2 JOKJIa]T
KOTOPBIE TOTOBUT KaIpOBast [MKc-7.2 V-1 (coobmienue),
ciryx0a I1Ko OC-2.3 B-1 JUCKYCCHS,
MIPAKTHYECKOE

3a/laHue, KOHTPOIb
3HAHUU MO pa3aeiny
(TecToBbl€ 3a1aHNUA)

Pa3znea 2. [lokymMeHTHPOBaHME NPOLECCOB 00ecneYeHHs] OPraHU3AMUM NEPCOHAJIOM U ero

JABUKEHUsI
4 | Tema 2.1. JokymeHTHpOBaHHE 2 [TKo OC-2.3 3-1 YcrHbIii onpoc,
PEKpPYTHHIa ¥ IpUEMa IEPCOHAIIA [1Kc-7.2 B-1 JOKJIa]T
ITKo OC-2.3 V-1 (coobmienue),
IIKo OC-2.3 B-1 JIUCKYCCHS,
MPAKTHYECKOE
3a/1aHue
5 | Tema 2.2. JIokyMeHTHUpOBaHHE 2 I1Ko OC-2.3 3-1 VYerHbI onpoc,
[IEPEBO/A COTPY/AHUKA HA APYTYIO [1Kc-7.2 B-1 JOKJIa
pabory ITKo OC-2.3 V-1 (coobmienue),
IIKo OC-2.3 B-1 JIUCKYCCHS,
MPAKTHYECKOE
3a/1aHue
6 | Tema 2.3. JIokyMeHTHpOBaHHE 2 I1Ko OC-2.3 3-1 VYeTHbI onpoc,
YBOJIbHEHUS COTPYAHUKOB I1Kc-7.2 B-1 TOKJIa
ITKo OC-2.3 V-1 (cooO1enue),
[TKo OC-2.3 B-1 | KOHTpOJIb 3HAHUH 1O
paszzneiny (TecToBbIe
3a/TaHMS)
Pa3nes 3. JlokyMeHTHPOBaHHE OCHOBHBIX ONlepaluii, 00ecnedynBAIOIINX COOII0ieHHE
TPeOOBAHMI TPYIOBOI0 3AKOHOIATEILCTBA
7 | Tema 3.1. JlokymeHTHpOBaHHE 2 I1Ko OC-2.3 3-1 VYeTHbI onpoc,
OTIYCKOB COTPYTHUKOB I1Kc-7.2 B-1 TOKJIa
ITKo OC-2.3 V-2 (cooO1enue),
1Ko OC-2.3 B-1 JIUCKYCCHS,
MPaKTUYECKOE




Ne | Korrponupyemsie pa3aensl (Tembr) | Homep Kon HaumenoBanue
/T JTUCITUATIITAHBI (MOYJIsST) ceMecTpa | KOHTPOJUPYEMOH OIICHOYHOT'O
KOMTIETCHIINH CpencTBa
(wm ee 4acTH)
3aJlaHue
8 | Tema 3.2. JlIokyMeHTallMOHHOE 2 [TKo OC-2.3 3-1 YcrHbIii onpoc,
COIIPOBOXKJAECHUE OLIEHKU IIKc-7.2 B-1 JTOKJIa
(atTecramum) mepcoHana [TKo OC-2.3 V-2 (coobmienue),
IIKo OC-2.3 B-1 JIUCKYCCHUS
9 | Tema 3.3. JIokyMEHTaLlUOHHOE 2 I1Ko OC-2.3 3-1 YcTHBIl onpoc,
o0ecrieueHre BeeHNsI BOCHHO- I1Kc-7.2 B-1 KOHTPOJIb 3HAHUI 1O
Y4YETHOTO CTOJa [IKo OC-2.3 V-2 | pa3zaeny (TecTOBbIE
1Ko OC-2.3 B-1 3a/TaHMS)




PA3JIEJI 2.
TEKYIIIUA KOHTPOJIb

Texkymui KOHTPOJb 3HAHUM MCIOJB3YETCS JUIsl ONEPaTUBHOIO M PEryJsIPHOro
yIpaBJICHUS y4eOHOM IeATETbHOCTHIO (B TOM YHCIIE CAMOCTOSTEIFHOM pab0TOM) 00yJaroIIiXCs.
B ycnoBusx OamibHO-pEHTHMHIOBOM CHCTEMBl KOHTPOJSL pE3yJbTaThl TEKYIIEro
OLICHMBaHMs 00YYaIOIIErocsi UCIONb3YIOTCS KaK MMOKa3aTesb €ro TeKylero peitunra. Texymui
KOHTPOJIb YCIIEBAEMOCTH OCYILECTBIISICTCS B TEUCHUE CEMECTPa, B XOJ€ MOBCEIHEBHONW ydeOHOU
paboTel 1O WHAMBUIYaNbHOM WHULIMATUBE TNpenoaasarens. JlaHHBIM BHJI  KOHTPOJIS
CTUMYJIUPYET Y 00ydaloIerocsi CTpeMJIEHHE K CUCTEMaTHUECKOM caMOCTOSTEIbHON paboTe 1Mo

M3YUYEHUIO YICOHOU TUCITUTIIUHBI (MOIYJIS).
Tabmuma 2.1

Pacnipenenenue 6amioB mo BuaaM y4eOHOU OeATEIbHOCTH

Cymma 6amioB Pasznen 1 Pasznen 2
0 pasnueny

Temsl T.1.1 T.1.2 T.1.3 T.2.1 T22 | T22

Buow pabom:
Jlexuuu (BeneHue - - -
KOHCIICKTA)

CeMHHApCKHUE 3aHATUS
(ycTHBIH onpoc, yuebHas 22 22 22
JIUCKYCCHs)

2P 22 | 2p

NunuBuayansHbie
3amanus * - - -
(pedepar, TE3UCHI, CTAThs)

(TecTupoBanue) 5
yueOHON TUCIUIIHHBI-

Kontpons 3HaHuii paznena
y4eOHOW TUCITUTUINHBI-
KonTtpons 3nanumii pazuena

CamocrosTensHas paboTa 2 2|2 2|2 1212
(moxaziel)

212 212

(TectupoBanue) 5

CyMmmMa 6amios 24 24

Cymma 6amioB Pa3nen 3
10 pa3aery

Temsbl T.3.1 T.3.2 T.3.3

Buowt pabom:
Jlexuuu (BeneHue - - -
KOHCIICKTA)

CeMHHApCKHUE 3aHATHUS
(ycTHBIi onpoc, yueOHast 212 22 22
JICKYCCHs)

100

NunuBuayansHbie
3amanus * - - -
(pedepat, Te3UCHL, cTaThsI)

(TectupoBanue) 5

y4eOHOM TUCIUTUTHHBI-
Hayunas cocraBnstomias - 13

Kontpons 3Hanumii paznena

CamocrosiTenbHas padoTa 2P 2P
(tokIamen)

22

CymMma 06asuIoB 3a TUCIUILIHHY -

Cymma GamtoB 24

*UHOUBUOYANbHOE 3A0AHUE BLINOIHACMC 6 BUOe MBOPYECKO20 3A0aHUS, NPedyCMAMpusanujee Hanucavue
pedepama, mes3ucos 00KIAOA, CMAMbU, SGIAEMC INEMEHMOM HAYUHOU COCMAGIAIOWEN U OYEHUBAEMC s 8
cocmaee nocnedHeu. 3awuma UHOUBUOYANLHO2O 3A0AHUL NPOBOOUMCA HA NPEeOnocieOHeM CeMUHAPCKOM
3aHAMUU

2.1. PekoMeHIaUM 110 OLIECHMBAHUIO YCTHBIX OTBETOB 00y4aI0IIMXCS

C uenpl0 KOHTPOJS YCBOEHHUS MPOCIYHIAHHOTO Ha JICKIMU MaTepraia U OmpelecHus
YPOBHSI TOJTOTOBJIEHHOCTH OOY4YaOIIMXCs MO TeME B Hayayle KaXJ10r0 CEMUHAPCKOTO 3aHATHUS
mpernoaaBaTesieM IPOBOJIUTCS WHIWBUAYANbHBIM WIM (POHTATBHBIA YCTHBIA OMpOC TIO
BBIMIOJTHEHHBIM 3aJJaHUSIM MPEABIAYIIEH TEMBI.

Kpurepun onenxu:

Ouyenka «omauuno» (I 6.) - CTaBUTCSI, €CITA 00YYAIOIITUNACS




1) mosHO U apryMEHTHPOBAHO OTBEUYAET 10 COJIEPKAHUIO BOIIPOCA;

2) oOHapy>XuBaeT T[OHUMAaHUE MaTrephalia, MOXKeT O0O0OOCHOBAaTh CBOM CYXKICHUS,
MPUMEHUTDH 3HAHUS Ha MPAKTHUKE, IPUBECTH HEOOXOIMMBbIE IPUMEPHI;

3) u3naraeT marepual MOCIEIOBATEIIbHO M TMPABWIBHO, C COOJIOJICHUEM
HMCTOPUYECKON M XPOHOJIOTUYECKOM MOCIIEI0BaTEIbHOCTH;

Ouyenka «xopowo» (0,7 o.) CTaBUTCS, €CIM OOYyYaromWiicsi JaeT OTBET,
YAOBJIETBOPSIOLIUI T€M K€ TpeOOBAaHUSAM, UYTO U JJISl OLUEHKU «OTJIMYHO», HO AOIyckaeT 1- 2
OIIMOKHU, KOTOPBIE CaM K€ UCTIPABIISET.

Ouyenka «yoosenemeopumenvho» (0,5 6.) - CTaBUTCA, €CIM 00yJAIOIINIICS 00HAPYKUBAET
3HaHME U IOHMMAaHHE OCHOBHBIX TIOJIOKEHUH JTaHHOTO 3aaHMsl, HO:

1) uznaraer martepuan HEMOJHO U JOMYCKaeT HETOYHOCTH B OINpPENEICHUM MOHSATHM
wir GOpMYIMPOBKE MPABUI;

2) HE yMeeT JO0CTaTOYHO TJIYyOOKO M JIOKa3aTeahbHO OOOCHOBATh CBOM CYXKICHUS U
MIPUBECTH CBOU MPUMEPHI;

3) u3naraer MaTepua HermocleA0BaTeIbHO U JOMYCKAET OIIHOKH.

BOIIPOCHI JJISI CAMOIIOAT'OTOBKH OBYYAIOIIIUXCSA

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

Koumponupyemuwie pazoenwvt (memut)
YUeOHOoU OuCUYUNIUHbBL

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

CocraB 1 3Ha4YeHHE KAJPOBOM JOKYMEHTAIIUU
[ToHsiTEe W BUABI KAAPOBOM TOKYMEHTALIMHU
Crennuka KapOBBIX TOKyMEHTOB
Knaccudukamnms kaapoBoi JOKyMEHTAITUN
OcHOBHBIE CIIOCOOBI OpraHU3alMd PETHCTPALUU
KaJIPOBBIX JJOKYMEHTOB

KypHanbl peructpald KaJpoOBbIX JOKYMEHTOB,
KOTOpbIE  00s3aTENPHO  JOJKHBI  BECTHCh B
OpraHu3aIu

Kypnains! yuera Ha (HaKyJIbTaTUBHOM OCHOBE
OdopMieHre pEeruCcTPAIIMOHHOTO KypHaIa
BosmoxxHOCTH MIPUMEHEHUS MIPOTPaMMHBIX
CIEUUATM3UPOBAHHBIX KAJAPOBBIX KOMIIBIOTEPHBIX
porpamMm

Tema 1.1. Ilousrre 1 BUIBI
JIOKYMEHTOB B c(hepe yrnpaBlIeHUS
MEPCOHAIIOM

O6H3&TGHBHBI€ JIOKAJIbHBIC HOPMATHUBHBIC AKThI U
Tema 1.2. CynHoCTh U OPAZIOK JIOKYMEHTBI

COCTAaBJICHUA JJOKAJIbHBIX aKTOB q)aKy.HbTaTI/IBHInle JIOKAJIbHBIC HOPMATHUBHBIC AKThI U
OpraHu3aluu JTIOKYMEHTBI

[IItaTHOE pacnucaHue U rpauK OTIYCKOB

Busl nprka3oB, TOATOTABIMBAEMBIX KaJApOBOU
ciyx00i

[Tpuka3bl MO TUYHOMY COCTaBY

JIOKYMEHTBI, COITYTCTBYOIINE U3IaHUIO TIPUKA30B:
Tewma 1.3. IIpukassl 1 COMyTCTBYIOITHE KOMaHJIUPOBOYHOE ynoctoBeperue (popma T-10)
JIOKYMEHTBI, KOTOPbIE TOTOBUT ciyxebOHoe 3amanue (popma T-10a)
KaJpoBas CIyxo6a 3alHCKa-pacuyeT O MPEeAOCTaBICHUHM  OTIIyCKa
paboTHUKY

3ammrcKa-pacyeT Mpu MPEeKpaIieHuy (PacTOPIKEHNN )
TPYAOBOTO JIOTOBOpa C paOOTHUKOM (YBOJIBHEHUH)

aKT O MmpueMe paboT, BHITOJIHEHHBIX 10 CPOYHOMY




Koumponupyemuwie pazoenvt (memuot)
YUeOHOoI OucyunIUHbl

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

TPYZIOBOMY JIOTOBOPY, 3aKJIFOYEHHOMY Ha BpeMs
BBITTOJIHEHUS! OTPEICTICHHOM paboThI.

JIOKyMEHTBI, CITy’Kalliie OCHOBAaHUEM JIJIsl U3JaHUS
NPUKAa30B: 3asBJICHUS PAOOTHUKOB 00 OTITyCKE U
YBOJIGHEHHH 110 COOCTBEHHOMY JKEJIaHHIO,

JIOKyMEHTBI, IPeJOCTaBIIIEMBbIE TI0 3aIIPOCY
paboTHUKA

PA3IEJ 2. JOKYMEHTHUPOBAHUE [TPOLIECCOB OBECITEYEHM A OPT’TAHU3ALIMN
ITEPCOHAJIOM U EI'O ABMJKEHMA

Tema 2.1. JlokymeHTHpOBaHUE
PEKpyTHHIa U IpHeMa IepcoHaa

CyIHOCTh PEKPYTHUHTA M OCHOBHBIE JIOKYMEHTBI
€r0 COMPOBOXKIAIOIIHE

JlokyMeHTBI 00ecrieynBaloIINe 3Tl TTOUCKA
nepcoHaa:

3asBKa Ha TIOUCK U OTOOp MepcoHana;

KBTI (UKAIIMOHHBIC TPEOOBAHMSI K COMCKATEIIO
BaKaHCHH,

00BsIBIICHHE O BAKaHCHUHU.

JlokyMeHTBI 0OecrieunBaloIye 3Tan oToopa
nepcoHaa:

pesiome;

aHKeTa,

aBTOOHOrpadus;

JIMYHOE 3asBJICHUE PaOOTHHKA.

Tema 2.2. JlIokyMEHTHpPOBaHUE
IEpEeBOJa COTpYIHUKA HA IPYIYIO
pabory

I[OKyMGHTBI, NPCABABIACMBIC ITPU 3aAKITIOYCHUU
TPYZOBOI'O JOrOBOpa

TpynoBoii 1orosop

[Ipuka3 o mpueme Ha paboTy

CymHOCT, M NPUYMHBI NEPEBOJA COTPYJIHUKA Ha
JIpYTyio paboTy

JloKyMeHTHUpOBaHUE BPEMEHHOTO nepeBoia
COTpYJIHUKA

JIOKyMEeHTHpOBaHHE  TOCTOSIHHOTO  IepeBoja
COTPYJIHUKA

Tema 2.3. JlokyMEHTUpOBaHUE
YBOJIbHEHHUS COTPYAHUKOB

CymHocTh W 00CTOATENbCTBA  YBOJBHEHUS
COTpYJIHUKA

Oco0eHHOCTH TpeKpaleH s TPYAOBbIX OTHOLICHUH
B 3aBHCHMOCTH OT BUJa 00CTOSTEILCTB YBOJbHEHUS
COTPYAHHKA:

pacTop>keHue TPYJIOBOTO JIOTOBOpa o
COTJIAIIEHUIO CTOPOH;

MpeKpalieHue CPOYHOro TPYI0BOTO TOTOBOPA;

pacTopeHue TPYJOBOTO JOTOBOPA MO MHULMATHBE
paboOTHHKA;

pacTopeHue TPYJOBOTO JOTOBOPA MO MHULMATHBE
pabotonaTens;

pacTopKeHHe TpPYAOBOIO JOrOBOpa B CBS3H C
W3MEHEHUEM €T0 YCIIOBUH;

YBOJIbHEHUE TI0 MEIUIIMHCKUM MOKa3aHUSAM;

YBOJIbHEHUE MO0 OOCTOSATENbCTBAM, HE 3aBUCSIIHUM




Koumponupyemuwie pazoenvt (memuot)
YUeOHOoI OucyunIUHbl

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

OT BOJIM CTOPOH;

YBOJIbHEHHUE  BCJEJICTBHE HApYUICHHUS IPaBHII
3aKJII0UYCHHS TPYJOBOTO JOTOBODA.

OO0umii  mopsnok  OQOPMIICHHS — IMPEKpaIIeHUs
TPYZIOBOTO JIOTOBOPA

PA3AEJ 3. JOKYMEHTHNPOBAHUE

OCHOBHbBIX OITEPAIIMI, OBECITEUMBAFOILINX

COBJIFOJEHUE TPEFOBAHUIM TPYJOBOI'O 3AKOHOJJATEJILCTBA

Tema 3.1. JlokymeHTHpOBaHUE
OTITyCKOB COTPYAHUKOB

Buner  otmyckoB  pabOTHUKa W OCHOBHBIC
JOKYMEHTHI, periIaMeHTHPYOIINe 175
peoCTaBICHHE.

JIOKyMEHTaIlMOHHOE ~ OOPMIICHHE  €XKETOHOTO
JIOTIOJTHUTEIILHOTO OTITyCKa

JoxymenTanmonHoe o¢opMIIeHHE OTImycka 0e3
COXpaHeHHs 3apabOTHOM MIaThI

JlokyMeHTalnoHHOE odopmiieHre y4eOHOT0
OTITyCKa

JlokyMeHTalmoHHOe  O(OpMIICHHE  OT3bIBA W3
OTITyCKa

Tema 3.2. JlIokyMEHTalIMOHHOE
COTIPOBOXICHUE OIICHKH (aTTECTAIIHH )
nepcoHasa

ArtTecranus: NMOHATHE, LENb, 33a4d U IPAaBOBOE
peryinupoBaHue

Kputepuu onieHkr pabOTHUKOB

[Topsaok npoBeieHUs aTTecTalluu

ATtTecTanus pabOTHUKOB arfrmapara yrnpaBJiIeHUs

Peanuzanus pe3ynbTaToB arTeCcTalluu

Tema 3.3. JlIoKyMEHTAaIIMOHHOE
oOecIrieueHne BEIEHNUSI BOEHHO-
YYETHOTO CTOJa

HopmatuBHO-IIpaBoBO€ peryJIMpoBaHUE BOMHCKOI'O
yueTa pabOTHUKOB (0OS3aHHOCTH OpraHU3alluH IO
BeneHno BYP)

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

Opranuzanus nepsuuHoro BeneHus BYC

2.2. PexoMeH1allMH N0 OLCHHBAHHMIO Pe3yJIbTATOB TECTHPOBAHHA 00y4YAIOIINXCS

B 3aBepimieHuu wu3yueHHs KaXIOro paszzaena y4eOHOW JUCHMIUIMHBI IPOBOIUTCS

TECTUPOBaHUE.

Kpurepun onenuBanus. YpoBeHb BBINOJHEHHS TEKYIIMX TECTOBBIX  3aJlaHUM
olleHMBaeTcd B Oamnax. MakcumanbHOE KOJIMYECTBO OajyIoB MO TECTOBBIM 3aJlaHUSM
OTIpeIeIIIeTCs PEeToAaBaTeNieM U MpeAcTaBieHo B Taduuie 2.1.

O1eHKa COOTBETCTBYET ClENYIONIEH IIKaJIe:

% npagunvbHbiX
bannn OMEEMOs Ouenka (2ocyoapcmeennas)
5 75-100 OTIUYHO
4 51-75 Xopouio
3 25-50 Y 10BJIETBOPUTENHHO
2 MeHee 25 HeynoBneTBopUTeIbHO




TecToBbIe 3amaHusl MPECTABICHBI B BHUJEC OLICHOYHBIX CPEICTB M B IOJTHOM OO0BEME
MPEJICTABJICHBI B OaHKE TECTOBBIX 3aJIaHUI B AJIEKTPOHHOM BUE. B (OHIE OIICHOYHBIX CPENICTB
MPEACTABJICHBl THUIIOBBIE TECTOBBIC 3aJaHMs, pa3pabOTaHHbIE IS W3YyYCHHS JIUCIUTUTMHBI
«Opraamu3anus T0KyMEHTAIIMOHHOTO 00ECTICUCHHS YIIPABICHUS TTEPCOHATIOM)).

TECTOBBIE 3AJJAHUSA JJIA TEKYILEI'O KOHTPOJIA

PA3JIEJI 1. OBIIME BOITPOCHI OPTAHU3ALINU JOKYMEHTAILIMOHHOTI O
OBECIIEUYEHHMA VIIPABJIEHM A ITEPCOHAJIOM

Buvioepume 00un eepuuiii omeem

3aoanue 1.1. I[lepeuens 0oKkymenmos, obecneuusawuil KAOpPO8slil yuem 6 OpeaHu3ayuu:
a) HE 3aBHCHUT OT €€ OPraHU3aLMOHHO-TIPaBOBOM (hOpMBI U POPMBI COOCTBEHHOCTH;

0) 3aBUCHUT OT €e OpraHu3allMOHHO-TIPaBOBOM (POPMBI U (POPMBI COOCTBEHHOCTH;

B) 3aBHCHT OT CII0c00a BeJIEHUsI IOKYMEHTO000pOTa B OpraHu3aIliy;

T') 3aBUCHUT OT c(hepbl NeSTETbHOCTH OpraHu3alru.

3adanue 1.2. B cocmas 00Kymermos no oghopmaenuio u yiemy mpyoa pabomHuKo8 He 6X00um.
a) IMYHas KapTo4yKa pabOTHHUKA;

0) mpuKas3bl MO JUYHOMY COCTaBY: «O IpueMe Ha padoTy», «IepeBOAe Ha APYryio paboTy»,
«TPEOCTABICHUH OTITYCKa», «00 YBOJIHLHCHHUNY,

B) IOJDKHOCTHBIE (paboune) MHCTPYKIIUHN U PETJIAMEHTHI,

T') TPYAOBBIC KHUKKH.

3adanue 1.3. B cocmas 00KyMeHmMO8 ompax)carouux NOpsaooK Op2aHusayuu mpyod, a maxice
PpenameHmupyIowux 3aKpenienue u pearusayuio QyHKYull ynpasieHus nepconalom He 6X00Uum:
a) MpaBuJIa BHYTPEHHETO TPYAOBOIO PACIOPSIKA;

0) MOJIOKEHHUS O CTPYKTYPHBIX MOAPA3ICICHHUSIX;

T') JIUYHBIC KAPTOUYKH PAOOTHUKOB;

1) IITaTHOE PACTICAHUEY.

3aoanue 1.4. /eusicenue kaopogvix OOKYMEHMO8 8 Op2aHUu3ayuu ¢ MOMEHMA UxX CO30aHUs.
WU NOJIYYeHUs: 00 3A8ePULEHUSL UCHOTHEHUSL. OMNPASKU U (UIl) HANPAGIEHUsL 8 O€Jl0, IMO.

a) KaJpoBOE JIEJIONPONU3BOACTBO;

0) KaApPOBOE AIMUHUCTPUPOBAHUE;

T') KaJpOBbIM TOKYMEHTOOOOPOT;

1) KaJJpOBOE TOKYMEHTHPOBAaHHUE.

3aoanue 1.5. Quxcayus akmos u codvlmuil, C8A3AHHLIX C 0becneueHuem Oopeanu3ayul
NEePCOHANOM, €20 OBUMNCEHUeM, m.e. OOKYMEHMAIbHOe O0QOpMIEHUE 8CeX KAOPOBbIX Npoyedyp
A6NAEMCA!

a) LIETBI0 COCTABIICHUS KaPOBOU IOKYMEHTAIINN;

0) MOPSIKOM COCTABJICHHS KaIpOBOU TOKYMEHTAIINH;

B) yCJIOBHEM (DYHKIIHOHUPOBAHUS KaIPOBOM CITY>KOBI;

T') 00513aHHOCTHIO KKIOTO COTPYAHUKA OpTraHU3aIliH.

3aoanue 1.6. Ymo ne omunocumcs Kk cocmagy 0peaHu3ayuoOHHO-NPABOBOU OOKYMEHMAYULL.:
a) MpaBWJIa BHYTPEHHETO TPYIOBOIO PaclopsJiKa;
0) mTaTHOE PaCIHUCaHMUE;



B) TPYJIOBasi KHIKKA;
I') rpad MK OTITyCKOB.

3adanue 1.7. Ymo ne omuocumces Kk cocmagy nepcoHaIbHOU 0OKYMEHMAaAYUU:
a) TpyA0Basi KHIKKa;

0) Tu4YHOE JIe10;

B) Tpapyik OTIYCKOB;

I') TMYHast KapTO4yKa pabOTHHKA.

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

a) KoytekTuBHBII 10TOBOD;

0) [IpaBuiia BHyTpEHHETO TPYAOBOTO PACIOPSIKA;

r) [lonoxxenne 06 aTTecTauu NepcoHana;

n) TunoBass MHCTPYKLMS IO OpPraHM3alMM JEJIONPOU3BOJCTBA B OpraHax IOCYJapCTBEHHOMN
BJIACTH ¥ MECTHO camoytmpasieHus Jlonenkoit Hapognoit Pecriybmukm.

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 KaJpOB;

B) pacnopsiIUTENIbHbIE IOKYMEHTBHI;

I') JOKYMEHTBI, OATBEPKIAIOIINE TPYIOBYIO JAESITEIbHOCTh paOOTHUKA.

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) Tabesnb yuera pabodyero BpeMeHH .

PA3EJI 2. JOKYMEHTUPOBAHUE ITPOLUECCOB OBECIIEUEHNM A
OPTAHU3ALIMUU ITEPCOHAJIOM U ET'O AIBUXXEHU

Buvioepume 00un eepnuiii omeem

3aoanue 2.1. Kaxoii 0okymenm modxcem CUumamuvcs OCHOBAHUEM OJisl BHECEHUS. 8 YYemHble
O0oxkymenmsl pabOTHUKA CBEICHUN 00 yBOJTbHEHUH:

a) 3asBJICHHUC;

0) mpuKa3 o MPEeKpaIIeHuu TPYAOBOTO I0TOBOPA;

B) JOKJIa/THAsI 3aITMCKa;

T) aKT.

3adanue 2.2. Kakxoil u3 HudicenepeyucienHvlx 6u008 OMKA3d 8 3AKMOYEHUU  MPYyO008020
002080pa AGIAIOMCI HE3AKOHHBLMU:

a) B CBSI3U C OTCYTCTBUEM PETUCTPALIUU IO MECTY NMPEOBIBAHUS;

0) B CBSI3M C HU3KOW KBATM(PUKAIIHCH;

B) B CBSI3M C HECOOTBETCTBHEM YPOBHS KBAJTH(PHUKAIINH;

T') B CBSI3U C OTCYTCTBHEM COOTBETCTBYIOIIMX 3HAHHUH U OIBITA PAOOTHI.

3aoanue 2.3. Kakoe u3 HudicenepeuucienHvix Oeucmeuti He A61semcs 00513amenvbHbiM Nnpu
npueme 2paxcoanuna Ha pabomy:



a) 3aKJII0YCHHE TPYAOBOTO JI0OTOBOPA;

0) u31anue npuKasa (pacropsLKeHHs ) O IpueMe Ha paboTy;
B) opopMIIEHHE TPYI0BON KHHUKKH;

r) opopmIIeHHE JINYHOTO Jera.

3adanue 2.4. Kakue u3 nepeuucienHvlx Hudce Oeucmeull He AGNAIOMC 0053ameibHbIMU npu
VBObHEHUU pAbOMHUKA:

a) U3/1aHKE IpUKa3a (pacopsKEHMs ) O IPEKPAIIEHUH TPYAOBOIO A0I0OBOPA;

0) BrIIa4a paOOTHUKY KOITUHU MTPUKA3a O MPEKpalIeHUH TPYI0BOTO JOTOBOpa 0€3 ero mpochObl;
B) 3aII0JIHEHUE COOTBETCTBYIOIIETO pazjiena JINYHOM kapTouku (popma Ne T-2);

') BHECEHUE 3alUCU 00 YBOJIHLHEHHUH B TPYJOBYIO KHIKKY.

3aoanue 2.5. Kyoa 3anocamcs ceedenusi o npueme Ha pabomy:

a) B TPYJOBYIO KHIXKKY;

0) B KHUT'Y y4eTa ABM)KCHUSI TPYIOBBIX KHM)KEK U BKJIAJIBIIIEH K HUM;
B) B Tabesb yuyera pabodero BpeMeHHU;

') Ha UHGOPMAIIMOHHBIN CTEH]] OPTaHU3allMK B BUJIE TIPUKa3a;

3aoanue 2.6. Ocrhosanuem 015 0hoOpMIEHUS NPUKA3A O NPEKPAUeHUl Mmpyo008020 002080pa No
CO2NaeHU0 CMOPOH ANAEMC L.

a) 3asBJICHUE PAOOTHHKA;

0) cornamieHue cTopoH, oOpMIIEHHOE B TUCbMEHHOM (hopMme;

B) YCTHasl JOTOBOPEHHOCTh MEXKIIy CTOPOHAMH TPYIOBOTO TOTOBOPA;

T') JOKJIaHAs 3aMMCKa PYKOBOAMUTENS CTPYKTYPHOTO MOAPA3ICICHHUS.

3aoanue 2.7. H3menenus 6 mexumuke u mexuoio2uu NPouU3800Cmsea 0Cyuecmeisiomes:

a) paboToaTeneM Mo CBOEMY YCMOTPEHUIO;

0) paboTogaTeneM Mo COTIACOBAHUIO C OPTAaHOM MEPBUYHOM MPOQCOI03HON OpraHU3aIUH;
B) paboTomareieM C y4eTOM MHEHHS OpraHa MEepBUYHON MpodCOI03HOW OpraHHU3aIliu;
') paboToaTeneM ¢ pa3pelIeHus ToCyAapCTBEHHOM NHCIIEKIUHU TI0 TPY LY.

3aoanue 2.8. Kakum 0OKymMeHmMOM 00axceH pabOmHUK npedynpeoums pabomooameisi 0 c80em
JHCENIAHUU YBONUMBCAL:

a) TeneOHOTpaMMoii;

0) TOKIaaHOM 3aITUCKOM;

B) 3asIBJICHUEM;

T) CITy>keOHOM 3ammMCKOM.

3aoanue 2.9. Kakum ookymenmom pabomooamenv 00JCeH NPedynpeoums paboOmHUKa o e2o
VBOIbHEHUU N0 NPUHUHE COKPAUeHUs Wmama.

a) IOKJIATHOM 3aIMCKOMT;

0) yBEIOMIICHHEM;

B) aKTOM;

T') pacropsHKEHHUEM.

3adanue 2.10. B Kkakux cayyasx OOJJNCHO BbINIAYUBAMbCS BbIXOOHOE Nnocobue npu
paAcmopaiceHuy mpyoo8o2o 002080pa No UHUYUamuee pabomooamens.:

a) COKpaIlleH!s] YHCISHHOCTH WM ITaTa pabOTHUKOB OpPTaHU3aINH;

0) HECOOTBETCTBUSI paOOTHUKA 3aHUMAEMOU JIOJHKHOCTH;

B) NPOTYJIa;

T') yBOJIbHEHUE paOOTHHUKA I10 MIEPEBOY B APYTYI0 OPTaHU3AIIHIO.



PA3JIEJI 3. JOKYMEHTHUPOBAHUE OCHOBHBIX QHEPAHHﬁ,
OBECIIEUMBAIOINX COBJIIOJEHNE TPEBOBAHUUN TPYIOBOT O
3AKOHOIATEJIbCTBA

Buvioepume 00un eepuwtii omeem

3a0anue 3.1. Ommemvme OOKYMeHMbl, KOMOPblE HE OMHOCAMCA K COCMABY OCHOBHBIX
OOKYMEHMO8, pe2laMeHmupyouux npedocmasienue omnycka pabomuuxy:

a) rpadMK OTITYCKOB;

0) 3asiBJICHUE O MPEIOCTABICHUHN OTITYCKa;

B) CITy’Ke0OHasl 3aMucKa O MPeIOCTaBICHUH OTITYCKa,

T') IPUKa3 O MPEAOCTABICHUH OTITYCKA.

3adanue 3.2. Ommemvme 8apuanm, KOMopwlil Haubojee NOIHO COOMBENCHIBYEN BbIPANCEHUIO:
«Ilpu onpedenenuu ouepeOHoCmu NPeOOCMABIEHU OMNYCKO8 HYHCHO COON00amy credyrujue
npasunay:

a) HAYaJIbHUK W 3aMECTUTENh HAudaJbHUKA IOJPA3/ICJICHUS HE MOJDKHBI YXOAHWTH B OTITYCK
OJTHOBPEMEHHO;

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

B) OJHOBPEMEHHO HE JOJDKHBI IUIAHHPOBATh CBOM OTIYCK CICUUATKNCTHI, 3aHUMAIOIINE
OJIMHAKOBBIC TOJDKHOCTH(HAIIPUMED, HE MOTYT OTABIXaTh Cpa3y BCE OyXranTepsl);

T') JOJKHBI OBITH COOJTFOICHBI BCE BBIIIECTIEPEYHCIICHHBIC TTPABHIIA.

3adanue 3.3. Kaxas u3 HudicenepeyucieHHviX YHUQDUUUPOBAHHBIX (hopm ogopmisemcs 0is
ohopMaeHUs U yuema OMNYCcKo8:

a) yauuuupoBanHas popma T-2;

0) yaudumupoBannas ¢popma T-1;

B) yHuduuuposanHas ¢opma T-3 (IAHP) T-6 (PD);

r) yaudumupoBannas ¢popma T-4.

3aoanue 3.4. Bvibepume kamezopuro compyoOHUKO8 0p2aHUu3ayuU, KOmopbvie He NoOaeHcam
ammecmayuu Uy He 003aHbl ee NPOXOOUMb:

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

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

B) COTPYIHHUKH, TOCTUTTIHE MPEICITHFHOTO BO3PACTa, YCTAHOBICHHOTO TSI 3aMEIICHUS
TOJKHOCTEH, OepeMEHHBIE JKEHIIIHBL;

T') BCE BBIIICTICPEYHCIICHHBIC KATETOPUU COTPYIHUKOB.

3aoanue 3.5. Kaxoe u3 HudicenepeuucieHHvix peuleHull, uUMeHsowee Uil CoXpausanujee
ammecmyemomy 3AHUMAEMYI0  OO0JHNCHOCIDb, MOJCem Oblmb GbIHECEHO NO  pe3ylbmamam
ammecmayuy ammecmayuoOHHOU KOMUCCUCIL:

a) COOTBETCTBYET 3aMeIlaeMOM JOIKHOCTH;

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

B) HE COOTBETCTBYET 3aMEIIaeMOM JTIOJKHOCTH;

T') BCE BBINICTICPEYNCIICHHBIC BAPUAHTHI PEIICHUM

3a0anue 3.6. Kakum OCHOBHbIM JIOKATbHLIM HOPMAMUBHO-NPABOGLIM AKMOM OpP2AHU3AYUL
peznameHmupyemcs npoyeoypa ammecmayuys COmpyoOHUKo8:

a) [Tonmoxkenne 00 aTTecTalliu COTPYAHUKOB;

0) KomiekTuBHBIN 1OTOBOD;



B) [IpaBuna BHYTpeHHET0 TPYI0BOTO PaCHOPSAKA;
1) Bce BolenepeuncieHHble TOKYMEHTHI.

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

0) pyKOBOAMTENEM OpPTaHU3AIIHH;

B) pyKOBOJIUTEIEM TPO(COO3HON OpraHU3aINH;

T')PYKOBOJUTENIEM CTPYKTYPHOTO TIOpa3AeTICHUS.

3adanue 3.8. B nonooicenuu 06 ammecmayuu CcOMpPYOHUKO8 OpeaHU3AYUU OO0JHCHbL ObIMb
NPONUCAHbL:

a) MOPSIIOK TPOBEICHUS aTTECTAI[UU COTPYIHUKOB;

0) KpUTEpUU OIEHKH PE3yJIbTAaTOB PAOOTHI COTPYIHUKOB,;

B) COCTaB aTTECTAIMOHHON KOMUCCHH,

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 BOGHHOE BpEMsI
CHEeIHAbHBIX (DOPMHUPOBAHMIA,

0) obecrieyeHre U y4yacTHE B BHITIOJIHEHUH MEPONPUITUN MO TPAKIAHCKON U TEPPUTOPHAIIBHOM
00opoHe;

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

T') BCE BHINICTIEPEUNCIICHHBIC (DYHKITUH.

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

a) UCTIOJHEHUE CBOMX 00s3aHHOCTEH B 0071aCTH 0O0OPOHBI, IPEAYCMOTPEHHBIE IJIs1 HUX
JCUCTBYIOIINM 3aKOHOIATEILCTBOM;

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

B) OKa3aHUE COACUCTBHS B CO3IaHUU OpraHU3alMi, 1eATebHOCTh KOTOPBIX HAIllpaBlieHa Ha
yKperjieHue 000pOHBI;

I') BCE BBIIICTICPEYHCICHHBIE 00SI3aHHOCTH.

2.3. PexoMeHAalnK 110 OLICHMBAHUIO JUCKYCCHOHHBIX BOIIPOCOB

MakcumanbHOE Kpurepun
KOJIN4YecTBO OayoB™

1 (oTnu4HO) - TIOJTHOE PACKPBITUE TEMBI,

- yKa3aHHe TOYHBIX Ha3BaHWH OOCYXIAaeMbIX SBJICHHI, 3HAHUE
COBPEMEHHOTO COCTOSIHHSI TIPOOJIEMBI;

- IpaBWIbHAs (POPMYIMPOBKA MOHATHI U KaTETOPHii;

- CaMOCTOSITEILHOCTh OTBETA, YMEHUE BBOJWUTHh M HMCIOJIH30BATh
KIaccupUKaud © KBaTU(UKAIMKM, AaHATU3UPOBATH U JENaTh
COOCTBEHHBIE BBIBOJIBI T10 PaCCMaTPUBAEMOU TEME;

- UCIIOJB30BAaHUWE MAaTEPUAJIOB COBPEMEHHOW OTEUYECTBEHHOW U
3apyOeKHON JTUTEPATYPHI U HHBIX MaTEPUAJIOB | JIp.

0,7 (xoporo) - HEIOCTaTOYHO MOJIHOE PACKPHITHE TEMBI;
- HECYIIECTBEHHbIC OIMOKH B ONpPEJCICHUN TOHITHH, KaTerOpHi




MakcumanbHOE Kpurepun
KOJINYecTBO OayioB™

U T.M., KapJUHAIBHO HE MEHSIOMIMX CYTh M3JI0XKCHHUS;
- PpENnpOAYKTUBHOCTH OTBETAa: OTCYTCTBUE CaAMOCTOSITEIHHOTO
aHaJIM3a U OLICHOYHBIX CYKJICHUH;

- HEJOCTAaTOYHOE MCIOJIb30BAaHUE MATEpPUAJIOB COBPEMEHHOM
OTEUYECTBEHHOW M 3apyOeKHOU JUTepaTyphl U HHBIX MaT€pHAJIOB

U JIp.

0,5 (YIOBJIETBOPUTEIHLHO) | - OTPAXKEHHUE JIUIIIH OOIIETO HAITPABICHUS TEMBI,

- HAUIMYHUC OOCTATOYHOI'0O KOJHUYCCTBA HCECYHICCTBCHHBLIX HJIN
OJIHOM-NIByX CYUIECTBEHHBIX OIIMOOK B ONpPEIEICHUU TMOHATUI U
KAaTerOpU U T.IL.;

- HECIIOCOOHOCTh OCBETUTHh COBPEMEHHOE COCTOSIHHE MPOOJIEMBI

(HEYTOBJIETBOPUTENILHO) | - COJIEp>KaHUE TEMbI HE PACKPBITO;

- 0OJIBIIIO€ KOJIMYECTBO CYIIECTBEHHBIX OIINOOK;

- OTCYTCTBHE YMEHUI M HaBBIKOB, 0003HAUEHHBIX BBIIIC B KAUECTB
KPUTEPUEB BHICTABJICHHUS MOJIOKUTEIBHBIX OLEHOK JIp.

* IIpencrasieno B Tabnwuie 2.1.

TEMBI JUCKYCCHH JJIsI IPOBEPKH YPOBHA C®@OPMHUPOBAHHOCTH
KOMIIETEHIIUA

Pasznea 1. O0mue BONpPOChHl OPraHU3aMUuM JOKYMEHTAMOHHOT0 00ecriedeHUus yIpaBJieHus
MEePCOHATIOM

Tema 1.1. Ilonamue u 6udvl 00KymeHmos 6 chepe ynpaesieHus nepcoHaiom
1. IToyemy s kKaapoBOil ciykObl 0COOEHHO Ba)KHO MPABMIIBHO O(OPMIIATH TOKYMEHTHI?
2. IIpeumy1iecTBa ¥ HEAOCTATKH MPUMEHEHUS YHUPUIIMPOBAHHBIX POPM IOKYMEHTOB
3. TloscHuTe  B3aUMOCBS3b  MEXAY  KaJpOBBIM  JOKYMEHTOOOOPOTOM,  KaJpOBBIM
JIEJIONPOU3BOJCTBOM, U KaJAPOBBIM JIEJIOM
4. B yeM 3aKi104aeTcsi OCHOBHAS 11eJTb KIIAaCCU(HUKAIHS KaIPOBBIX TOKYMEHTOB?

Tema 1.2. Cywynocmo u nopaook cocmaeieHus 10KAJIbHbIX AKMOE OP2AHU3AUUU
1. PoJyib 1 Ha3HaUEHUE JIOKATHHBIX HOPMATHBHO-TIPABOBBIX aKTOB OPTraHU3aIHH
2. llpenmymiectBa M HENOCTATKU HaJIWYMS JIOKAJIBbHBIX HOPMAaTHUBHO-IIPABOBBIX aKTOB
OpTraHHU3aIuU

Tema 1.3. Ilpukazvt u conymcmeyrouiue 00KyMeHmol, KOMopsle 20Mo8Um Kaopoeasn cayxcoa
1. Yem oTnuuaeTcs ciayxeOHasi KOMaHAUPOBKA OT CIIY>KEOHOH MOoe3aKu?

2. Uto koMmeHcupyeTcs: paboTHUKY, HAITPABJICHHOMY B CITy)KEOHYIO KOMaHIUPOBKY ?

3.B kakux cay4asx COTPYJHHKY, HAmlpaBIeHHOMY B CIy)KeOHYI0 KOMAaHIUPOBKY, HeE
BBITJIAYMBAIOTCSI CYTOYHBIE.

Pa3znea 2. [lokymMeHTHPOBaHME NPOLECCOB O0ecneYeHHs] OPraHU3AMUM NEPCOHAJIOM U ero
JABHUKECHUS

Tema 2.1. /lokymenmuposanue peKpymuHza u npuema nepconana
1. UeM OoTiIMYAIOTCS JOKYMEHTHI «PE3IOME», «aHKeTa» U «aBToOHorpadus»?
2. HeobOxomumo 1y 3asiBIeHHE paOOTHUKA O IpUeMe Ha paboTy?
3. B xakux ciydasx npu rnpueMe Ha padoty Tpedyercs cripaBKa 00 OTCYTCTBUU CYJUMOCTH?




Tema 2.2. /lokymenmuposanue nepeooa compyoHuKka Ha opyzyio paoomy
1. B 4eM mOKyMeHTHpOBaHHE IEPEBO/A COTPYIHHKA OTIMYACTCS OT JOKYMEHTHPOBAHUS €TO

nepeMeIICHHs

Pa3nes 3. JlokyMeHTHPOBaHHE OCHOBHBIX OIlepaluii, 00ecnedYnBAOIINX COOII0ieHHE
TpeOOBaAHMIl TPYIOBOI'0 3AKOHOAATEILCTBA

Tema 3.1. /lokymenmuposanue 0mnycko8 cOmpyoHuKos
1. Kak pernmaMeHTHpyeTCs IPEAOCTaBICHHUE OTITYCKA [0 COBMECTUTENBCTBY ?
2. Ilpu kakux yCcJIOBUAX OMYyCKaeTcs OT3bIB U3 OTIYCKA, U KaK OH PEerIaMeHTUpyeTcs?
3. Ilo KakuM OCHOBAHUSM IIPEIOCTABISIETCS OTIMYCK 0€3 COXpaHEeHHUs 3apabOTHOM TIIaThI?

Tema 3.2. /JokymenHmayuoHHOoe cONpo6oicOeHUEe OUEeHKU (ammecmayuu) nepconana
1. BimsHume xKauecTBa JOKYMEHTAIlMOHHOTO OOECHEUYCHMs aTTeCTallMd IIePCOHalTa Ha
3 PEKTUBHOCTH €€ OPraHU3AIMH U TPOBEICHHS

2.4. PekoMeHIallUM N0 OLIEHNBAHUIO TOKJIAA0B (CO001IeHMI)

MaxkcumanbpHoe
KOJINUECTBO OatoB*

Kpurepun!

2 (OTIMYHO)

BricraBnsiercss oOyuaromiemycst €cid OH BBIpa3sHsl CBOE MHEHHUE
no chopMyJIUPOBAaHHOW TpoOIEeMe, apryMEHTHPOBAJl €ro, TOYHO
OIpeIeIuB npobiaemy coJiepKaHue U COCTaBJISIOIINE.
[IpuBeneHbl MaHHBIE OTEUYECTBEHHOW W 3apyOEKHOW JIMTEPaTypHI,
CTaTUCTHYECKUE CBEJCHMS, MHPOpPMALUs] HOPMATUBHO IPABOBOTO
xapaktepa. OOydJaromuiics 3HaeT W  BJIAJEeT  HABBIKOM
CaMOCTOSITENILHOM ~ MCCIIeIOBaTeNbCKOM  paboThl MO  TeMe
UCCIIEIOBaHMSI; METOJAAaMH U TIpPHEMaMH aHalIn3a TEOPEeTHUYECKHUX
197070171 IPAKTHYECKHUX aCIIEKTOB u3yyaemoil  o0macTH.
DaKTUYECKUX OMIMOOK, CBA3aHHBIX C TOHUMAHUEM MPOOJIEMBIL, HET;
rpaduuecku padorta oopmiieHa MPABHIBHO.

1 (xoporo)

BricTraBnsercs oOydaromiemycsi eciii  paboTa XapaKTepHu3yeTcs
CMBICIIOBOH IEJIBHOCTBIO, CBSI3HOCTBIO U TMOCJIEI0BATEIBHOCTHIO
W3JIOKEHUS; JOMyIIeHo He Oosee | ommOKu Tpu OOBSICHEHUU
CMBICJIa WM COJAEpXKaHHUsS mpobiemsl. [lias  aprymeHTanuu
NPUBOJATCSL JIaHHBIE OTEYECTBEHHBIX M 3apYOCIKHBIX aBTOPOB.
[IponeMOHCTPUPOBAHBI UCCIIEAOBATENILCKUE YMEHHUS M HaBBIKU.
DaKkTHYECKUX OIMMOOK, CBS3aHHBIX C TIOHUMAaHHEM IMPOOJIEMBI,
Her. JlomymieHsl OTAeNIbHbIC OMHUOKH B OPOPMIICHUU PaOOTHI.

0,7 (y1OBIETBOPHUTEILHO)

BricraBnsercs  oOywaromemycss eciu B paboTe  CTYIEHT
IMpOBOAUT JOCTATOYHO CaMOCTOSTECIbHBIM aHAJIU3 OCHOBHBIX
9TAllOB W CMBICIOBBIX COCTABIIIIONIMX IPOOJIEMBI; MTOHHMAET
0a30Bble OCHOBBI 1 TEOPETHUECKOE 000CHOBaHHME BEIOPAHHOM TEMBI.
[TpuBneueHsl OCHOBHBIE WCTOYHHUKH II0 pacCMaTpUBaeMOW TeMe.
Jonymeno He Oonee 2 OmMOOK B COJIEPXKAHUU IMPOOJIEMBI,
odopmiIeHHH pabOTHI.

(HEyJOBIIETBOPUTENIHHO)

BricraBnsercs oOyuaromemycs eciu paboTa MpeAcTaBisieT coOoi
NIEPECKAa3aHHBI WM TOJHOCTBIO  3aMMCTBOBAHHBIM HCXOJHBIN
TEKCT 0e3 Kakux Obl TO HM ObUI0O KOMMEHTapueB, aHanmu3a. He
packpbITa CTPYKTYpa M TEOPETHYECKasi COCTABIIAIONIAS TEMBIL.




Honymeno Tpu wid 0Oojee Tpex OMMUOOK B  COACpKaHUHU
packpbiBaeMoi Tpo0IemMbl, B 0(hOPMIICHUH PAOOTHI.

* IIpencrasieno B Tabnwuie 2.1.

TEMBI JIOKJIAJIOB (COOBIIEHMIT) JUISI IPOBEPKH YPOBHSI
C®OPMUPOBAHHOCTH KOMIETEHIIAN

Pasznea 1. O0mue BONpPoOChHl OPraHU3anuM JOKYMEHTAMOHHOT0 00ecriedyeHUus yIpaBJieHUus
MEePCOHATIOM

Tema 1.1. Ilonamue u 6udvl 00KymeHmos 6 chepe ynpagsieHus nepcoHaiom
1. TlepeueHr 3HAHUI, KOTOPHIMH JOJKHO BJAJIETh JODKHOCTHOE JIMIIO, OTBEYAIomIee 3a
OpraHM3aIHI0 U OCYILECTBICHHE KaJIpOBOrO JOKYMEHTO00O0pOTA.
2. HeraTtuBHbIE MOCIEACTBUS JJIsl OPraHU3alUU-padOTOAATENS U €€ COTPYAHUKOB, PYKOBOACTBO
KOTOPOM He yJIeNsieT JOIKHOIO0 BHUMaHUs OpraHu3aliy KaJpoBOro JOKyMEHTO000poTa.
3. Cnenu¢uka KagpoBbIX JOKYMEHTOB
4. Peructpanuss ¥ UHAEKCAIMS JOKYMEHTAllMM IO YINPAaBICHHUIO MEPCOHAIOM, KOHTPOJIb
UCTIOJTHEHUSI.
5. BO3MOXHOCTH HCHOJb30BaHUS COBPEMEHHBIX HH(GOPMAIMOHHBIX CHUCTEM, MPOTPaMMHBIX
CpeaCTB 00pabOTKHU J1eJI0BOM MHGPOPMAIUH TSI ONTUMH3AIUN KAJAPOBOTO JOKYMEHTOO0OpOTa B
OpraHu3aIiHy.
6. BO3BMO)KHOCTH ~ WCIIONIb30BaHHUS ~ COBPEMEHHBIX  CICIHUAIM3UPOBAHHBIX  KaJpPOBBIX
KOMIIBIOTEPHBIX MPOTPaMM ISl ONTUMHU3ALUU KaJPOBOTO TOKYMEHTOO00pOTa B OpraHu3aluu

Tema 1.2. Cyuwnocmo u nopsa0oK cocmagieHus 10Ka1bHblX AKMO08 0P2AHU3AUUU
1. Ponb 1 Ha3HauYeHHE JIOKAJTbHBIX HOPMATUBHO-TIPABOBBIX aKTOB OpTraHU3aIUH.
2. UlratHoe pacmucaHue: CTPYKTypa, Mpoleaypa pa3paOdOTKH, YTBEPKICHUS, BHECCHUS
W3MEHECHHI U IOTOJTHCHUH.

Tema 1.3. Ilpuxa3zel u conymcmeyrujue 00KymMeHmaol, KOmopwvle 20noeun Kaoposeas ciyxcoa
1. CoctaB u XapaKTepUCTUKAa OCHOBHBIX JOKYMEHTOB, perjiaMeHTHPYIOIIHe HalpaBlieHUE
COTPYJIHUKOB B CITy’eOHbIE KOMaHIUPOBKH.

2. I[OKyMGHTBI, CJIy’Kallue OCHOBAHUECM JIS U3OaHU ITPUKA30B

3. JIOKyMEHTBI, IPEAO0CTaBIIIEMbIE IO 3aIpoCcy paboTHUKA

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

Tema 2.1. /lokymenmupoeanue peKpymunza u npuema nepconana
1. TexHnonorus pa3paboOTKH U CTPYKTYypa TOKYMEHTA «3asBKa Ha MOMCK U OTOOP IMEPCOHATIA.
2. IlpaBuna odopmieHHs JOKyMEHTa «KBaIU(PUKAIIMOHHBIE TPEOOBAHHUS K COHMCKATEIIO
BaKaHCHUM» M COCTABJICHUS OOBSBICHUS O BAKAHCHHU.
3. lonoHUTENbHBIE YCIOBUS TPYAOBOTO TOTOBOPA
4. JIOKyMEHTHI 110 PeKPYTHHTY IEepPCOHANa: MOHSATUE, BUJIbI, 00IIasi XapaKTePUCTHKA.
5. JlokyMeHTHpOBaHUE MPOIIeTypbl U3MEHEHUS TPYIOBOTO JOTOBOPA.
6. JIokyMeHTBI IO PEKPYTUHTY TIepcoHala, GopMUpyeMbIe Ha 3Tare 0Toopa nepcoHana.
7. JIoKyMEeHTBI IO PEKPYTUHTY IIepcoHalia, popMUpyeMBbIE Ha 3Talle oUCcKa IepcoHasa.

Tema 2.2. /lokymenmupoeanue nepeeooa compyoHuxka Ha opyzyro padoomy




1. OCcHOBHBIE IPUYMHBI IEPEBOJIA COTPYAHUKA.
2. Ilopsiaok JOKYMEHTHUPOBAaHUSI BPEMEHHOTO MEPEBOIa COTPYAHHKA.
3. IopsnoK TOKyMEHTHPOBAHUS IOCTOSIHHOTO IIEPEBO/Ia COTPYIHUKA.

Tema 2.3. /lokymenmupoeanue y8onbHeHUs COMPYOHUKOG
1. TTopsimok pacTOpKEHHsI TPYAOBOTO JJOTOBOPA 110 Pa3IMYHBIM OCHOBAHHUSIM.
2. JIOKyMEHTHI, SIBJIAIONINECS OCHOBAaHUEM JIJIS M3/1aHUs TpUKa3a paboToaaresst 00 yBOJIbHEHUU

paboTHUKA

3. JlokyMeHTHpOBaHKE Tpoliecca MPEKPaIeHUs] TPYIOBBIX OTHOIIEHUH ¢ PaOOTHUKOM.

Paznen 3. [lokymeHTHpPOBAHME OCHOBHBIX Ollepanuii, 00ecneynBaAKIIMX COOII0IeHre
TpeOOBaHUI TPYAOBOI0 3aKOHOATEIbCTBA

Tema 3.1. /lokymenmupoeanue 0mnycKo8 compyoOHuKkos
1. CocraB 1 XapaKTEpPUCTHUKA OCHOBHBIX JTOKYMEHTOB, PETIAMEHTHPYIOIIUX MPEIOCTaBICHHIE

OTITyCKa paOOTHUKAM

2. HopmaTuBHO-1IpaBOBOE PETYIMPOBAHUE MPEAOCTABICHUS YAJIUHEHHOTO OCHOBHOI'O OTITyCKa
KaTeropusiM pabOTHHUKOB, UMEIOIIMX HA 3TO MPaBo.

Tema 3.2. /loKkymenmayuonHnoe conpoeor icoenue oyeHKu (ammecmanuu) nepconaia
1. lokymMeHTHpOBaHHUE MpOolLecca MPOBEACHUS aTTECTALINH.
2. CocTaB M CTPYKTypa JOKYMEHTOB, PETJIAMCHTHPYIOIIUX MOPSIOK MOJTOTOBKH M MPOBEIACHUS

aTrTeCTaluu nNCpCoHaIa.

3.JlokyMeHTaIMOHHOE 00ecriedeHre padOThl ATTECTAIIMOHHON KOMUCCUHT

2.5. PexoMeHIaMU 110 OLEHUBAHUIO MUChbMEHHBIX MPAKTHYECKUX 3aaHUM

MakcuMaJIbHOE KOJIHYeCTBO
oasI0B*

Kpurepun

2 (OTIUYHO)

3ajaHue  BBIIOJHEHO  MPABUJIBHO, IPOEKT  JIOKyMEHTa
opopMIieH TPaBWIBHO, COJEPKHT BCEe  00s3aTeIbHBIC
PCKBU3UTHI, O(bOpMJIeH B COOTBCTCTBUU C YCTAaHOBJICHHBIMU
TpeOOBaHUSIMU.

OOyuaromuiics ~ JIEMOHCTPUPYET  METOJNOJIOTMYECKHE U
TEOPETHYECKHE 3HaHWs, CBOOOJHO BIIAZCET HABBIKAMH
coCTaBJICHUs U OPOPMIICHUH KaJPOBBIX JOKYMEHTOB.

1 (xoporo)

3amaHre  BBIMOJHEHO  MPAaBWJIBHO, TPOCKT  JTOKyMEHTa
o opMIIeH TTPaBIIIBHO, OJHAKO HE COJIEPIKUT BCe 00s3aTeNbHbIC
PEKBU3UTHI, IMEIOTCSI HETOYHOCTH B O()OPMIICHUH.
OOyuarommiics AEMOHCTPUPYET METOIOJIOTHUECKUE U
TEOPETHYECKHE 3HAHUS, OJTHAKO HEJJOCTATOYHO CBOOOIHO
BJIaJIeeT HaBBIKAMU COCTABJICHUS U OPOPMIICHUN KaJAPOBBIX
JOKYMEHTOB.

0,5 (y10BIETBOPUTEIBHO)

3amaHue BBINOJIHEHO, MPOEKT JJOKYMEHTA COCTABIICH, O/IHAKO HE
CONEPKUT  Bce  O0Osf3aTeNbHBIE  PEKBU3UTHI,  HMEIOTCS
HETOYHOCTHU B O(hOpMIICHUH.

OOyuaronuiicss IMeeT OrpaHMYCHHBIE TEOPETUICCKUE 3HAHUS,
JIOMyCKAEeT CYIIECTBEHHBIE OIIMOKY MPH COCTABJICHUS U
0(hOpMIICHHHU KaJIPOBBIX JOKYMEHTOB.

(HEeyJOBIETBOPUTENBHO(

3a;[aHHe HC BBITIOJIHCHO, ITPOCKT NOKYMCHTA HC COCTABJICH,
OOyuaromuiicsi UMEET TEOPETUICCKHE 3HAHUS, HE HE BIIaJIeeT
HaBBIKAMU COCTABIICHUS U O(POPMIICHUH KaJPOBBIX
JOKYMEHTOB.




* [IpencraBneno B Tabnuie 2.1.

ITPAKTUYECKUE 3AAAHUA JUTA ITPOBEPKH YPOBHA COOPMHUPOBAHHOCTH
KOMIIETEHIIMN

Pasngea 1. O01mue BOnpochbl OPraHU3aluyM JOKYMEHTAIIHOHHOT0 o0ecreyeHnsl yIpaBIeHHs
MEePCOHAIOM

IIpakTuyeckoe 3aganue 1 k Teme 1.2. Buabl 1 NOpsAI0K COCTABIeHUS OCHOBHBIX
JOKYMEHTOB 10 Y4eTy KaJPOB M UX TPYA0BOii 1eITeJIbHOCTH

Onucanue cumyayuu. Bel HauanpHUK KaapoBoi ciryx 061 OO0 «BocToky.
3aoanue. CocTaBbTe HOMEHKJIATYPY J€J]1 KaAPOBOM CIY>KOBI CBOETO MPEIIPUATHS.

IIpakTHyeckoe 3aganue 2 k TeMe 1.2. Buabl 1 opsAI0K COCTABIEeHUS OCHOBHBIX
JOKYMEHTOB 10 Y4eTy KaJPOB M UX TPYA0BOii 1eITeJIbHOCTH

Pacripenenute HIKenpruBeACHHBIH ITepedeHb KaJpPOBBIX JOKYMEHTOB 10 UX BHJIaM, 3aII0JIHUB
rpady 2 TabauIsl

Buj kaipoBbIX JOKYMEHTOB HaszBanue nokymMeHTa

JIoKyMeHTaIus 1o npueMy Ha paboTy

JIoKyMEHTAIWsI IO TIEPEBOLY Ha JIPYTYIO
paboty

JIOKyMeHTaIus 0 YBOJILHEHHIO C pabOThI

JlokymeHTaius 1o oopMICHHUIO OTIYCKOB

JlokymeHTaIus 1o oopMICHHUIO TOOLIPEHHIH

JlokymeHTanus o opopMICHUIO

JTUCIUTITMHAPHBIX B3BICKAaHUH

3asBJIEHUE O MIpHEeMe Ha padoTy;

TPYZIOBOH JAOrOBOP;

MpHUKa3 o puemMe Ha padoTy;

IPOTOKOJI O0IIEr0 COOpaHus TPYJOBOTO KOJUIEKTHBA O IpHeMe Ha padoTy.
3asBIIEHUE O MIEPEBOJIE HA JPYTYIO paboTy;

IpeJCTaBICHUE O IEPEeBOJIe Ha APYTyIo padoTy;

MIPUKa3 O MepeBo/Jie Ha IPYTyIo paboTy.

3as4BJICHUC 06 YBOJIbHCHUM

npuKa3 00 YBOJbHECHUH,

IPOTOKOJI OOIIEro COOpaHus TPYJOBOTO KOJUIEKTUBA 00 YBOJIHHEHHUU.
rpaduK OTITYCKOB;

3asBJICHHUE O MPEIOCTABICHUH OTITYCKa;

IIPUKa3 O MPEJAOCTABICHUN OTITYCKa.

IpeCTaBICHNE O MOOIIPEHUN;

MPUKA3 O MOOLIPEHUN;

MIPOTOKOJI O0IIET0 cOOpaHus TPYAOBOIO KOJIJIEKTUBA O MOOLIPEHUH.
JIOKJIa/THAsl 3alMCKa O HAPYLWIEHUH TPYIOBOM JUCLMUIUIMHBI;




00BSCHUTENbHAS 3allMCKa O HAPYIIEHUHU TPYAOBOM THUCIUIIIMHBI;

MPUKA3 O HAJIOKEHUH TUCUUIUIMHAPHOTO B3bICKAHUS;

IIPOTOKOJI OOIIETr0 cOOpaHus TPYAOBOTO KOJIJIEKTUBA O HANOKEHUH TUCIUILIMHAPHOTO
B3BICKAHUA.

Tema 1.4. Ilpuxa3zet u conymcmeyrujue 00KymMeHmaol, KOmMopbvle 20no8un Kaoposeas ciyxcoa
1. IloaroroBeTE MpHKa3 O HANpPaBICHNUH PAOOTHUKA B KOMaHAHPOBKY.

2. IloaroToBbTE KOMaHANPOBOYHOE YIOCTOBEPEHHE ISl MPEObIBaHUS PaOOTHUKA B CIIYKEOHOM
KOMaHIUpoBKe 1Mo o0pasiry hopmer Ne T-10 (Bce mosis mopiekar 00s13aTeIbHOMY 3aII0JIHEHHUIO ).

Pa3znen 2. /lokymMeHTHpPOBaHME MPOLECCOB o0ecneYeHrsl OPraHU3alUM MEPCOHATIOM U ero
JABHKECHUS

Tema 2.1. /lokymenmuposanue peKpymuHnza u npuema nepconana
1. HapucyiiTe cxemy cocTaBieHHUs! JOKYMEHTOB MpHU MprueMe Ha paboTy.
2. AM. Kpyuunun odopmisiercs B OOO«TopHano» Oyxrantepom.
B nucoMennoMm Buje:
a) packpoiite mopsI0K 0(hopMIIEHHUS TOKYMEHTOB IIPU IIpHUeMe Ha paboTy;
0) yKaxuTe, Kakue JOKyMEHTHI OH JOJDKEH MPEIOCTaBUTh B OT/AE KaJApOB, €CIU YUECTh, YTO OH
yCTpauBaeTCsl HA OCHOBHOE MECTO paldoThI, a TAK)KE B TEUCHHUE JIBYX JIET HUTJE HE paboTal;
B) COCTaBbTE TPYAO0BOI 10TOBOP AJI JAHHOT'O COTPYIHUKA;
I') COCTaBbTE MIPUKA3 O IpUEME Ha paboTy JAJIs JaHHOTO COTPYAHUKA.
Ha JTarle MoKCcKa IepcoHasa.

Tema 2.2. /lokymenmupoeanue nepeeooa compyoHuxka Ha opyzyro paoomy
1. CocraBbTEe CXEMy COCTaBIEHMsS JOKYMEHTOB IIpM IIEPEBOAE COTPYAHHMKA Ha APYTYIO
paboTy BHYTpH OpraHU3aIiH.
2. CocraBbTe mpukas o nepesojae padornuka B.I1. Tpymkuna Ha paboTy BHYTpU OpraHU3aliu
(BBIOOp HAMMEHOBAHMSI M JAPYTUX PEKBU3UTOB OPraHU3AIMHM OCYIIECTBISETCS CTYACHTOM
CaMOCTOSATEIIHHO).

Paznen 3. [lokymMeHTHpPOBAHME OCHOBHBIX Ollepanuii, 00ecneynBaAIIMX COOII0IeHre
TpeOOBaHUI TPYAOBOI0 3aKOHOIATEIbCTBA

Tema 3.1. /lokymenmupoeanue 0mnycKo8 compyoOHuKkos
1. HapucyiiTe cxeMy cCOCTaBJICHHS JOKYMEHTOB IO TIPEIOCTABICHUIO OTITyCKa IO OEPEMEHHOCTH
U poJiaM.
2. HapucyiiTe cxemy COCTaBJICHHsI JOKYMEHTOB IO TPEIOCTABICHHIO OTITyCKa paOOTHUKAM,
YCHIHOBUBIIMM PEOCHKA.
3. Hapucyiite cxemy COCTaBJI€HHS JOKYMEHTOB MO MPEIOCTABICHUIO OTIyCKa IO YXOIy 3a
peOEeHKOM.

2.6. PexoMeHaauum Mo ONeHMBAHUIO MHIANBHUAYAJIbHBIX 3aaHuil (pedepat, Te3uChl
CTAThA)

MakcumaiibHOE Kputepuu!l
KOJMYECTBO OayuioB™

13 (oTnuHO) BricraBnsiercss  oOyuaromiemycst  €ciM OH  TOATOTOBMII K
nyOJIMKalMU HAyYHYIO CTaThiO
8 (xoporo) BricraBnsiercss  oOyuaromiemycst  €ciM OH  TOJATOTOBHIJI K

yOJIMKAITMU TE3UCHI JI0KJIa/1a Ha KOH(EepeHIHIo

5 (ynoBuetrBoputenbHO) | BricTaBnsercs oOydaromemycsi eciad OH IOATOTOBHII pedepart, B




MakcumanbHOE Kpurepun!!
KOJINYecTBO OayioB™

KOTOPOM OH BBIpa3wy CBOE MHEHHE N0 chHOpMYyIHPOBAHHON
npobiieMe, TOYHO OMNpEeAeNTuB MpoOJiieMy  CoOJepKaHue |
COCTAaBJISIIOIIHE. [IpuBeneHnbl  aHHBIE  OTEYECTBEHHOHM U
3apyOeKHOM JTUTEPaTYPHI, CTaTHUCTUYECKUE CBEJICHHSI,
nH(popMaIs HOPMATHBHO MPaBOBOTr0 xapakrepa. O0ydarommiics
3HAET U BIAJCET HABBIKOM CAMOCTOSTEILHOW HCCIIEeI0BATEIbCKON
paboTel 1O TEMe HCCIENOBaHMS; METOJaMU M  IpHUEeMaMH
aHaM3a TEOPETHYECKUX  W/UIM  TPAKTHYECKHX  acleKTOB
n3ydaeMoil oOmactu. @DakTUUECKMX OIMMUOOK, CBS3aHHBIX C
NOHMMaHWEeM IMpoOsieMbl, HeT; rpaduuecku pabora odopmieHa
IPABUJIBHO.

3 (ynoBnerBoputenbHO) | BeicTaBnsercs oOydaromemycsi €ciid OH MOJATrOTOBMI pedepar, B
KOTOPOM CTYZICHT ITPOBOAMT JIOCTATOYHO CaMOCTOSITEIIbHBIN aHAIN3
OCHOBHBIX JTallOB U CMBICIOBBIX COCTaBISIONIMX MPOOIEMBI,
NOHUMaeT 0a30Bble OCHOBBI M TEOPETHYECKOE OOOCHOBAaHHE
BBIOpaHHOW TeMbl. [IpuBIE€YEHBI OCHOBHBIE MCTOYHHKH 10
paccmarpuBaemori Teme. [lomymieno He Oonee 2 OmuOOK B
coJiepKaHuu npo0aeMbl, 0pOpMIICHUN PAOOTHI.

1 (HeynoBieTBOpuTENbHO) | BricTaBmsieTcss oOydaromiemycst eciu paboTa mpencTaBiseT coOou
MEPECKa3aHHbI WM TOJIHOCTBIO  3aMMCTBOBAHHBIA HCXOIHBIN
TEKCT 0e3 KakuxX Obl TO HU OBLJI0O KOMMEHTapueB, aHanmu3a. He
packpeiTa CTPYKTypa ¥ TEOpeTHYecKas COCTABJISIONIAsl TEMBI.
Honmymeno Tpu wiud 0Oojee Tpex OMHMOOK B  COACpPNKAHUU
packpbiBaeMoil mpobiiemMbl, B 0pOpMIICHUH PAOOTHI.

NEPEYEHHb TEM JIUIS BBINOJIHEHUSI MHAWBUIY AJTbHBIX 3AJTAHUM
l.IlIratHoe pacmucaHue: CTPYKTypa, Mpoleaypa pa3pabOTKH, YTBEPKIACHHS, BHECEHUS
W3MEHEHUH Y NOIOJHEHUH.
2.JIOKyMEHTHI 110 peKPYTHHTY MEePCOHANA; MOHATUE, BUJIBI, 00Iast XapaKTEPUCTHKA.
3.JloKyMeHTUpOBaHUE IPOLEAYPbl HK3MEHEHUS TPYI0BOTO JI0TOBOpA.
4.JIokyMEHTHpPOBaHHUE MPOIIecca MPEKPAIICHUS TPYIOBBIX OTHOIIEHUH ¢ paOOTHUKOM.

5. TpynoBoii [OroBOp M JONOJHUTEIBHOE COTJIAIIEHHE K TPYJIOBOMY JOTOBOPY: TOHSITHE,
cojiepKaHue, IpoLeaypa 3aKI0YEHUS.

6.J10KyMEeHTBI [0 peKPYTUHTY MepcoHana, (opMUpyeMble Ha 3Tare 0TO0opa mepcoHania.
7.JIOKYMEHTBI 110 pEKPYTUHTY MepcoHana, (hopMUpYeMbIe Ha dTare MOMCKa IepCcoHaa.
8.I1puka3pl Mo ABMKEHUIO KaJIPOB: MOHSATHE, BUJIBL, COJIEPKAaHUE.

9.JlokyMeHTHpOBaHUE Mpoliecca MPOBEACHUS aTTECTAIUU.

10.0TueTHBIE MOKYMEHTHI MO JBHXKEHHUIO KAaJIpoOB: TOHSATHE, BHUJBI, CTPYKTypa, Mpolenypa
pa3paboTKU U YTBEPKACHUS.

11.JIoKyMEHTBI 110 ABUKEHHUIO KaJPOB: COCTAB, OOIIas XapaKTePUCTHUKA.

13.JIoKkyMEeHTBI K TIPUKa3aM 0 JBMKEHHUIO KaJpOB: IOHITHE, BUBI, OOIIas XapaKTePUCTHKA




BOITPOCHI K 3AYETY 110 PA3JAEJAM (TEMAM) JUCHUIIJIMHBI (MOAY JIS1)

1.CocraB 1 3HaUY€HUE KAAPOBOW TOKYMEHTALIUHI

2.IloHsiTHE U BUZIBI KaPOBOW JOKYMEHTALIUU

3.Cnenuduka KaJIpoBbIX JOKYMEHTOB

4. Knaccuduxanus KaapoBoil TOKyMEHTAIUN

5.IloHsITHE OpraHU3allMOHHO-YIIPABICHYECKOTO TOKYMEHTA B chepe ympaBieHUs TEPCOHAIOM,
BU/IbI, IPABOBasi OCHOBA Pa3pabOTKU U MPUHSATHUS

6.IlonsiTe MHGOPMALMOHHO-CIIPABOYHOIO JOKyMEHTa B cdepe ymnpaBleHHUS MEPCOHATIOM,
BU/IBIL.

7.Cneunduka 10KyMEHTallHOHHOTO 00eCTIeYeH sl YIIPaBICHUS IEPCOHAIOM B OpPTraHU3alMsIX
TOCyIapCTBEHHOU CITyKObI

8.B03M0XHOCTH HCTIOIB30BAHMS COBPEMEHHBIX HH(DPOPMALIMOHHBIX CUCTEM, IPOIPAMMHBIX
CpeacTB 00pabOTKH eT0BOM WH(GOPMAIIUH AJIsi ONTUMHU3AINN KaJPOBOTO JOKYMEHTO000pOTa B
OpraHu3aluu

9.B03MOKHOCTH UCIIOJIb30BAHUSI COBPEMEHHBIX CIIELIMATN3UPOBAHHBIX KaIPOBbIX
KOMIBIOTEPHBIX MPOTPaMM ISl ONTUMHU3ALUHU KaJpOBOTO TOKYMEHTOO00pOTa B OpraHu3aluu
10.Ha3naueHue BU/IbI, TPABOBasi OCHOBA Pa3pabOTKH U MPUHSTHS JIOKATHHBIX HOPMATHUBHBIX
aKTOB B cpepe ynpaBiIeHHs MEPCOHATIOM

11.006s13aTenbHbIe TOKATbHBIE HOPMATHBHBIC aKThI U JJOKYMEHThI OpTraHU3aIluu: BUIBI, TOPSI0K
COCTaBJICHUS U YTBEPKICHUS

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

13.11ITaTHOE pacnucaHue: Ha3HAYEHHUE, TOPSAJOK MOATOTOBKU U YTBEPKICHUS

14.Bupl mprKa3oB, MOATOTABINBAEMBIX KaJIPOBOU CITyK00#

15.1IpuKa3bl 10 TMYHOMY COCTaBY: BUJIbI, XapaKTEPHBIE OCOOCHHOCTH

16.JIoKkyMeHTBI, COMTyTCTBYIOLUE U3AHUIO MPUKA30B BHU/IbI, HA3HAYEHHE, MOPSIOK COCTABICHUS
17.Cy1mHOCTb peKpyTHHIa U OCHOBHBIE IOKYMEHTBI €70 COIIPOBOKIAIOLINE

18.JlokyMeHTBI 00eCTICUrBAIOIIME ATAll TIOMCKA TIEpCoHaa

19./lokyMeHTHpOBaHUE MPHEMa IiepcoHana Ha paboTy

20.CymHOCTh ¥ IPUYMHBI TIEPEBOJIa COTPYAHUKA HA IPYTYIO paboTy

21.JIoKyMEHTUPOBAaHUE BPEMEHHOT'0 IIEPEBO/IA COTPYIHUKA

22.J10KyMEHTHPOBAHUE TOCTOSTHHOTO MEPEBOAA COTPYIHUKA

23.CyurHocTh U 00CTOSATENBCTBA YBOJIBHEHUS COTPYAHUKA

24 JIokyMeHTaIMOHHOE 00ECTICYCHHE PACTOPKEHHSI TPYAOBOTO JIOTOBOPA MO COTJIAIIIEHUTO
CTOpOH

25.JIoKyMEHTAIIMOHHOE 00ECIIEUCHHE MPEKPAIICHHS] CPOYHOTO TPYAOBOTO JOTOBOPA
26.JlokyMeHTallMOHHOE 0OecrieueHre pacTOPKEHUs TPYIOBOIO JOrOBOpa 10 MHUIIUATHUBE
paboTHUKA

27.JIokyMeHTallMOHHOE 0OecrieueHre pacTOPKEHUSI PACTOPKEHUS TPYJOBOTO IOTOBOPA B CBSI3U
C UBMEHEHHUEM €TI0 YCIOBHI

28.JlokyMeHTallMOHHOE oOecrieueHe YBOJIbHEHUS COTPYAHUKA IO MEAUIIMHCKUM MTOKa3aHHUSIM
29.JlokyMeHTaIMOHHOE 00eCIIeYeHNE YBOJILHEHUE COTPYIHUKA 110 00CTOATEILCTBAM, HE
3aBUCSIIHUM OT BOJIM CTOPOH

30.JlokymMeHTalMOHHOE 0OecIiedeHnEe YBOJIbHEHUSI COTPY/IHUKA BCIIEICTBUE HAPYIICHUS TPaBUII
3aKJIF0UYEHUS TPYAOBOIO JOrOBOpa

31.06mmit mopsaok oopMIIEHUS TPEKPAIIEHUS TPYI0OBOTO JOTOBOPa

32.Bunsl oTIycKOB paOOTHUKA M OCHOBHBIE JTOKYMEHTHI, PETIaMEHTHPYIOIIUE UX
IpeI0CTaBICHUE

33.J10KyMEHTALIMOHHOE COMPOBOKIAECHHUE NTPEAOCTABIECHUS COTPYIHUKY €KETOIHOTO
JOTIOTHUTEIBHOTO OTITYCKa



34.JIo0KyMEeHTallMOHHOE COTPOBOKICHHE MPEIOCTABICHUS COTPYIHUKY OTITyCcKa 0€3 coXpaHEHUS
3apabOTHOI MIaThI

35.JloKyMEeHTallMOHHOE COMPOBOKICHHUE MPEAOCTABICHUS COTPYAHUKY y4eOHOTO OTITyCKa
36.J10KyMEHTaI[MOHHOE COITPOBOXKIECHUE OT3bIBA COTPYAHHUKA U3 OTITyCKa

37.AtTecTanus nepcoHana: NOHATHE, 11€J1b, 33JI1a4U U MPABOBOE PETYIUPOBAHUE
38.Ilopsinok nmpoBeeHUs aTTECTAlMU [TIEpCOHAIa

39.JlokyMeHTaIMOHHOE 00eCTICUeHHE MPOIIEAYPHI ATTECTAllUA PAOOTHUKOB armapara
yIIpaBICHUSA

40./loxymeHTallMOHHOE O0eCIIeYeHUE peaTn3alliu Pe3yJIbTaTOB aTTeCTAlUN
41.HopMaTUBHO-TIPAaBOBOE PETYIUPOBAHNE BOUHCKOTO y4eTa pabOTHUKOB OpraHU3aIHH
42.CocTaB JOKYMEHTOB BOCHHO-YUETHOTO MOApa3aesieHus (BOGHHO-YUYETHOTO CTOJIa),
CO31aBacMoOro B opranusanvu JJjis1 BEACHUA BOMHCKOI'O yucTa

43.0Opra"uzanus MEepBUYHOrO BEJICHUS BOGHHO-YYETHOIO CTOJA
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