MHUHHUCTEPCTBO OBPA3BOBAHUS 1 HAYKHM POCCUHMCKOM ®EJEPAIIMA
DenepajbHOE TOCYIAPCTBEHHOE OI0KEeTHOE 00pa3oBaTe/ibHOE YUpek/JIeHHe BbICIIero 00pa3oBaHus

«TOMCKH TOCYJIAPCTBEHHBI YVHUBEPCUTET CUCTEM
VIIPABJIEHUS U PAJTMODJIEKTPOHUK
(TYCYP)

FATYCYP [ e
‘1" UNIVERSITY JlupexTop nenapraMmeHTa 00pa3oBaHuUs

JlosyraasT MO HCAE JASKTEOHMOR 00Tk
Ceprugamar: 1obcfala-5laf-448-aef0-5584d2fd4820
Bragesey: Tpoawm Magen Edmpmosms

LeacTaatengs: ¢ 1001, 2016 no 16092010

PABOYA A [TPOI'PAMMA JJTUCTIUTIJIMHBI
Kagposbliii yuer

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT

HampaBnenue noaroroBku / cneruaibHOCTh: 38.03.03 YnpasieHue nepconaiom
HanpasnenHocts (po¢uip) / crienuanu3anys: YnpasjeHue MepcoHaaoM OpraHu3anuu
®dopma 0O0ydeHHS: OUHASA

®akynpreT: P, IKOHOMHUYECKHUI PaKyJIbTeT

Kadenpa: menem:kmenta, Kadeapa menem:kmenra

Kypc: 4

Cemectp: 7

Y4eOnsiii mnan zHabopa 2017 rona

PaCHpe,[[CJ'IeHI/IC pa60qero BpEMCHU

Ne Bunpl yueOHO# nesTebHOCTH 7 cemecTp Bcero Ennaunner
1 Jlexnn 36 36 JacoB
2 JlaGoparopHble pabOThI 36 36 4acoB
3 Bcero aymuTopHbIX 3aHATHN 72 72 4acoB
4 CamocTosiTenbpHas padboTa 72 72 4acoB
5 Bcero (0e3 ax3aMeHa) 144 144 4acoB
6 IToxroroska u cmada sK3aMeHa 36 36 4acoB
7 OOGm1as Tpy10EMKOCTh 180 180 4acoB
5.0 5.0 3.E.

OK3aMeH: 7 cemecTp

Tomck 2018
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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHLl Ha 3aCCJaHuM Kil(i)ﬁ;{pbl
npotokot Ne 6 ot « 14 » 6 2018 1
JINCT COI'TTACOBAHU A

Pabouas mporpamma AUCIUIUIMHBI COCTaBJICHA C y4eTOM TpeOoBaHUHU (enepaabHOTO Trocynap-
CTBEHHOTO 00pa3oBaTeNbHOTO cTaHaapTa Bhiciiero oopazoBanus (CPI'OC BO) no HampaBiieHHIO MOATO-
toBKH (cnenmanbHocTh) 38.03.03 Vhpasnenue nepconanom, yreepxkaennoro 14.12.2015 roga, paccmor-

peHa u ofo0peHa Ha 3aceqaHuM KadeApbl MEHEDKMEHTA «  » 20 roma, MPOTOKOIM
No .

PazpaboTuuk:

JIOLICHT Kad). MCHEDKMEHTA A. B. boromoioBa

3aBenyronmii o0ecnieunBaromeii kad.
MEHEHKMEHTA M. A. Adonacoa

Pabouast mporpamMmMa IUCIMITIIMHBI COIIACOBaHa ¢ (DaKyIbTETOM U BBINTycKaroueil kadeapoii:

Hexan DO A. B. boromosnosa
3aBeAyIOIHi BRITYCKAIOIICH Kad.

MEHEKMEHTA M. A. AdonacoBa
OKCIIepTHI:

JlouieHT xadeapsl MeHeKMEHTa (Me-
HE/DKMEHTA) T. JI. CanHuKOBa

JloueHT kadeapsl MEHEKMEHTa (Me-
HE/DKMCHTA) K. H. AxcenoBa
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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
00ydeHHE CTYIEHTOB PEIICHUIO BOIIPOCOB OPraHU3alUHA CHCTEMBI JOKYMEHTAIIMOHHOTO o0ecrede-
HUS B cepe ynpaBlIeHUs] IEPCOHAIOM OpraHu3aluu, chOpMUPOBATh CUCTEMHOE MPEACTAaBICHUE 10 BO-
pocaM KaJpoBOTO JIEIOMPON3BOACTBA U MPAKTHUYECKOTO MPUMEHEHHUSI TpeOOBaHUI TPYJOBOTO 3aKOHO A -
TENbCTBA MO O(HOPMIICHHIO IOKYMEHTOB.

1.2. 3agaun IMCHMIIINHBI

—  JIaTh CTY/ICHTY ITyOOKHE U CUCTEMATU3UPOBAHHBIE 3HAHUS 00 OpTaHU3aIiy PaboThl KaapOBOMA
CITY>KOBI, HOpPMAaTUBAX YUCIEHHOCTH COTPYTHUKOB OT/ENa KaJIpOB;

—  paccMOTpeTh MpaBuia 0QOPMIICHHS YITPABICHYSCKUX JOKYMEHTOB, COCTaB PEKBU3UTOB JIOKY-
MEHTOB, TpeOOBaHUA K O(DOPMIICHHIO PEKBU3UTOB JIOKYMEHTOB;

—  paccMOTpeTh MPUMEPHI JOKYMEHTOB, PETIAMEHTUPYIOIINX yIpaBiICHHUE MEPCOHATIOM, TpaBUia
BHYTPEHHETO PacTopsiIKa, IITAaTHOE paclucaHue, JOHKHOCTHBIE HMHCTPYKIIUHU, TPYIOBOM 10TOBOD;

—  HAYYMTh CIyIIATeNsl OIICHUBAThH JESATENLHOCTh PA00OUNX KaJpoB, POPMHUPOBATH U XPAHUTH JI0-
KYMEHTBI KaJIpOBOM CITYKOBI.

2. MecTo nucuuiiuebl B cTpykrype OIIOII
Hucuumuinna «Kaapossrii yuer» (b1.5.21) otHocutes k 6moky 1 (6a3zoBas yacts).
[TpenmecTBYOUMMH IUCUUIUIMHAMH, (DOPMUPYIOLIUMH HayaJIbHbIE 3HAHUS, SBISIOTCS: JJOKyMeH-
TalMOHHOE obecreueHue ynpasieHus nepcoHaioMm, OCHOBBI OpraHu3aluu Tpyda, TpynoBoe U rpa-
JKIJAHCKOE MPaBo, YIIPABJICHUE KapbepoH, YIIPABICHHUE IIEPCOHAIIOM OPTraHU3ALMY, YUeT U aHAJIM3.

3. TpeGoBanus K pe3yJibTaTaM 0CBOEHMS JUCUMIIIIMHbBI

[Tporniecc n3yueHus: AMCUUILIINHBI HAMpaBJieH Ha (JOPMUPOBAHUE CICAYIOMIUX KOMITIETCHIINH:

— OIIK-2 3nanmem Kogekca 00 amMuHHCTpaTHBHBIX NpaBoHapymeHusx Poccuiickoit denepa-
1IuH, YTOJIOBHOTO Kojiekca Poccuiickoii deaepariuu 1 MHBIX (eiepalibHbIX 3aKOHOB B YaCTU OMPECIICHUs
OTBETCTBEHHOCTH 3a HApYUIECHUS TPYIOBOTO 3aKOHOAATEICTBA M MHBIX aKTOB, COJICPKAIIUX HOPMBI TPY-
JIOBOrO MpaBa, ['paxxaanckoro koaekca Poccuiickorn denepauny B 4aCTU, OTHOCAILEUCS K EATENbHOCTH
KaJpOBOI CITy>KOBbI;

— IIK-12 3HaHueM OCHOB pa3paOOTKH M BHEAPEHUS KaAPOBOM M YIPaBIECHUYECKON JOKYMEHTA-
[[UU, ONTUMU3ALNU JOKYMEHTO000pOTa 1 cxeM (PYHKIIMOHAIBLHBIX B3aMMOCBSI3EH MEX Ty MTOApa3IeIICHHUS -
MH, OCHOB pa3paOOTKH W BHEIPECHUS MPOIEAYP PEryIMpOBaHUS TPYAOBBIX OTHOLIEHUH M COMPOBOXKIAIO-
el JOKYMEHTAallNH;

B pe3ynbraTe n3ydeHus TUCIUTLTAHBI 00yYaIOMUNACS TOJDKEH:

— 3HATh CHUCTEMbI JOKYMEHTAINH, KIACCH(PHUKAINIO JOKYMEHTOB KaJPOBOW CIIY>KOBI OpraHm3a-
IIMW, BUJIbI, HA3HAYEHNE U COCTaB KaIPOBOM IOKYMEHTAIIMU; TpeOOBaHMs 3akoHoaTenbeTBa PD comepxa-
X HOPMBI TPYIOBOTO TIPaBa OTHOCSIIICHCS K IEATEIBHOCTH KaJAPOBOU CITYKOBI.

—  yMeThb pa3pabaThiBaTh U 0POPMIISITE HOPMATHBHBIC TOKYMEHTHI KQAPOBOH CITY)KOBI OpraHHU3a-
MU, COCTABIIATh U O(POPMIISITH OPTraHU3AIMOHHO - PACTIOPSAIUTEIBHBIC TOKYMEHTHI M JOKYMEHTHI, COTIPO-
BOXKAIOLIKE TPYAOBBIE MPOLECCHI, BECTH YUYET KaJAPOB; IPUMEHITh HOPMbI TPYIOBOIO IpaBa U HOPMaTHUB-
HYI0 METOJMYECKYIO 0a3y B YaCTH, OTHOCSIICHCS K AEATEIbHOCTH KaJIPOBOM CITYKOBI M KaJJpOBOTO JIEIIO-
MIPOMU3BOJICTBA.

—  BJIaJleTh METOJaMU BEACHUS JCIIONPOU3BOJICTBA B KJIPOBOH CIIyk0€; TEXHOJIOTHEH COCTaBIIe-
HUSL 1 OOPMIICHHUSI TOKyMEHTOB TI0 JTUYHOMY COCTaBY; MPABWJIAMU COCTABJICHHUS HOMEHKJIATYPHI JET U
MOATOTOBKU JOKYMEHTOB JUIsl XpPAaHEHUS B apXUBE; HABbIKAMU COCTABJICHUS KaJIPOBBIX IOKYMEHTOB C UC-
MOJIb30BAaHUEM KOMITBIOTEPHBIX TEXHOJIOTUI, 00pa0OTKH U XpaHEHUs JOKYMEHTOB B 3JIEKTPOHHOU (opme.

4. O6beM IMCUMIJIMHBI M BU/ABI Y4e0HOI padoThI
OO011ast TpyI0€MKOCTb JUCHUIUINHBI cocTaBisieT 5.0 3aUeTHBIX eIMHMIIBI U IIPECTaBIeHa B Ta0uu -
ue 4.1.
Tabmuna 4.1 — Tpy10eMKOCTh TUCITUILUIHHBI

Bunbl yueOHOI nesTENbHOCTH Bcero yacos CemecTpsl

7 cemecTp
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AynuaTopHbI€ 3aHATHUS (BCETO) 72 72
Jlexuuu 36 36
JlaGopatopHble pabOThI 36 36
CamocrositenbHas paboTa (Bcero) 72 72
Odopmienne oT4eToB 10 Jab0paTOpHBIM paboTam 44 44
[TpopaboTka JICKIIMOHHOTO MaTepHraia 28 28
Bcero (0e3 ax3amena) 144 144
[ToaroroBka u ciava 3K3aMeHa 36 36
OO01mas Tpy10eMKOCTb, 4 180 180
3auetHbie Equnuib 5.0 5.0

5. Conep:xaHue TUCHHUILIMHBI

5.1. Pasznennl AMCHUIIMHBI 1 BUAbI 3aHATHIA

Pazniensl TUCUUIUTMHEI ¥ BUABI 3aHATUH PUBEACHBI B Ta0muiie 5.1,
Tabimua 5.1 — Pasgens! fUCHUILIMHEBL U BUABI 3aHSATHI

_ o]
= = 2 g 3=
o o S 9 = H
- € | £z ¥
HazBanus pa3aenoB IUCHUTUIMHBI 5 o, o, o O e g
O . . o = = O
= o = o O = E
=t s o 9 3 (23
7 cemecTp
1 Ilpenmer, 3aiaun, CTpYKTypa, COACpKaHUE 2 0 4 6 OIIK-2, I1K-12
Kypca.
2 CoBpemeHHas MpaBoBasi periaaMeHTaIus J10- 6 0 4 10 OIIK-2, T1K-12
KYMEHTHUPOBAHUS KaJPOBOil IEATEIBHOCTH B
3aKOHO/IATEILHBIX HOPMAaTUBHBIX aKTaX
3 MecTo KaapoBOl CIy>KOBI B CHCTEME YITpaB- 6 8 14 28 OIIK-2, ITIK-12
JICHUSI IEPCOHAIIOM. 3aJ]aui KaJ[pOBOU CITYK-
OBl B IOKYMEHTAIIMOHHOM 00eCTieYeHnn
ynpasieHus nepconaigom. [lonsitue kaapoBo-
O IETIOTIPOU3BOJICTBA
4 O0muMii cocTaB M BUABI KaIPOBBIX JOKYMEH- 4 4 14 22 OIIK-2, TTIK-12
ToB. CHcTeMa ydeTa KaJpOBbIX IOKYMEHTOB.
5 OyHKIMA CITY>KOBI KQJAPOB IO IOKYMEHTH- 6 10 16 32 OIIK-2, ITK-12
POBAHUIO IBI)KEHUS MIEPCOHANA U YUETY JIMY-
HOT'O COCTaBa
6 O6mme TpeOoBaHUS K COCTABICHUIO U 8 14 16 38 OIIK-2, T1K-12
0(OPMIIEHUIO JOKYMEHTOB yIPABJICHHUS.
OCHOBHBIE TOKYMEHTHI YIIpaBJICHUS TIEPCOHA-
JIOM.
7 TpeboBaHus Kk pa3paboTke u 0POPMICHHIO 4 0 4 8 OIIK-2, I1K-12
TexHonorus yuera u XxpaHeHHUs KaJApOBOH J0-
KYMEHTAIIUU.
Uroro 3a cemectp 36 36 72 144
Hroro 36 36 72 144
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5.2. Conep:xanue pa3aejioB IMCHUILIHHBI (110 JTEKIIASIM)

CopeprkaHue pa3aesioB TUCIUTIINH (TI0 JIEKIUSIM) PUBEICHO B TabmuIie 5.2.

Tabmuua 5.2 — ComepkaHue pa3AenaoB TUCIUILIKH (TI0 JICKITHSIM)

HasBanus pasnenos

Copeprkanue pa3aesnoB JUCHUILTUHBI (110 JIEKIUSM)

TpynoeMKocCTsb,

q

dopMupyembie
KOMIIETEHIIUU

7 cemecTp

1 TIpenmer, 3amaun,
CTPYKTYpa, COACpKaHUE
Kypca.

[Ipeamer, 3agauu, CTpyKTYypa, coiepKaHUE Kypca.
CBsI3b C IpYyIrMMH JUCLUIUIMHAMU: JOKYMEHTOBEC-
HUE, OPTraHU3aLM U TEXHOJIOTHS TOKYMEHTAllHOHHO-
ro obecrieueHus ypaBjieHus, TPYI0BOE, aIMHUHUACTPA-
TUBHOE IIPaBO, YIIPABJICHUE IEPCOHAIIOM, TOKYMEHTH-
pOBaHME TPYAOBBIX PABOOTHOILIEHUH U JIp.

[\

HUroro

OIIK-2,
IK-12

2 CoBpeMeHHas paBoBas
periiaMeHTaIHs
JIOKYMEHTHUPOBaHUS
KaJIpOBOI1 1€ TETbHOCTH
B 3aKOHOJATEJIbHBIX
HOPMAaTHBHBIX aKTax

[IpaBoBas pernaMeHTanus A€ITEIbHOCTH CITYKOBI
yIpaBieHus epcoHanoM B TpynoBom konekce Poc-
cutickoil ®enepanuu. OenepanbHblii 3akoH Poccnii-
ckoit dexnepannu «O6 nHpopmManuu, HHHOPMALIUOH-
HBIX TEXHOJIOTHSX U O 3aIuTe HHpopManum» o pabdo-
T€ C NIEPCOHAJILHBIMU JAHHBIMHU, OTHECEHHBIMH K Ka-
TEropuy KoH(pHICHINATbHON HH(pOopManuu, 1 00 00s-
3aTeNbHOCTHU JOKYMEHTHpOBaHUA. [IeHcuoHHOE 3aK0-
HozarenbCTBO.DenepanbHbIe 3aKOHBI O MOPSAKE TOKY-
MEHTHUPOBaHUs TPYAOBBIX OTHOLIECHUN. YKa3bl [Ipe3u-
JeHTa, noctasosienus lIpaBurenscTBa Poccuiickon
®enepaunn. HopmaTuBHBIE aKThI, COAEpIKAILIUE HOP-
MBI TPYOBOTO TIPaBa, U3aHHbIe (heaepabHBIMU Op-
raHaMU MCIIOJHUTENbHOM BIacTu.AIbOOM YHU(PHILIN-
POBaHHBIX (hOPM TIEPBUYHON YUETHON TOKYMEHTALIUN
10 TPYAY U €0 OIlIaTe, MEXKOTPACIIEBbIE YKPYITHEH-
Hbl€ HOPMAaTHBBI BpEMEHH Ha PabOTHI IO KOMITJIEKTO-
BaHUIO U yUYETY KaJpOB, KBANU(UKAIIMOHHBIE CIIpa-
BOYHMKH JOJDKHOCTEN PYKOBOIAUTENIEH, CIIEHUAINCTOB
U APYTUX CIyXalllUX, a TAKKE MHbIE HOPMATUBHBIE,
HOPMAaTUBHO-METOANYECKHUE aKThl U HOPMATUBHO-
CIPaBOYHBIE TOKYMEHTBI, IPUMEHSAEMBIE B 1€ATENb-
HOCTH CIIyKO ynpasiieHus nepconainoM.lcnons3osa-
HHUE 00ILIEPOCCUNCKUX KIIACCU(PHUKATOPOB TEXHUKO-
SKOHOMUYECKON M COLMAILHON MH(OpMAITHU KaJIpo-
BBIMU CITy>KOaMH.

HUroro

OITK-2,
MK-12

3 MecTo KagpoBoii
CITyOBI B CHCTEME
YIPaBICHHSI TIEPCOHATIOM.
3agaud KaapoBOM
CITYKOBI B
JIOKYMEHTAI[MOHHOM
obecrnieueHuu
yIpaBJICHUS IEPCOHATIOM.

[TonsaTue u onpeneneHue nporecca JOKyMeHTaIH-
OHHOTO OOeCTIeYeH s yIPaBJICHUS IIEPCOHAIIOM Opra-
HU3AIMH, POJIb JOKYMEHTOB B YIPaBJICHUYECKOH Jiesi-
TeNbHOCTH. PernaMeHTarus qesiTelIbHOCTH CITY>KOBI B
MOJIOKEHUH O CTPYKTYPHOM MojpasaeneHiuu. OCHOB-
HbIe QYHKITUU CITYXOBI TT0 paboTe ¢ rnepcoHayioM. J[pe
OCHOBHBIE (DYHKIIH KaJPOBOM CITyKOBI: yIpaBJIeHUE
HepcoHaIoM B 0(hopMIICHHE TPYIOBBIX OTHOILICHUI.

OIIK-2,
IIK-12
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Ilonstne KaZIpoBOIo
ACJIOMPOU3BOACTBA

Ponb 1 3a1aun kaapoBoii ciyxObl B cCCTEME yIpaBJie-
Hus nepcoHasiom. [loapasaeneHus KkaapoBoi CiIyKOBbl.
KazapoBble TOKyMEHTHI KaKk COIMAIbHO 3HAUUMBbIE J10-
KYMEHTBI OpraHu3auy, peryIupyromue TpyIOBEIe
MIPaBOOTHOUICHUS.

HUroro

4 O0mwii cocTaB U BUIBI
KaJIPOBBIX JOKYMEHTOB.
Cucrema ydeta KaJJpOBbIX
JIOKYMEHTOB.

Enunblii nopsiiox oopmiieHus: TpPYIOBBIX TPABOOT-
HOIlIeHUH (YHU(UIUPOBAHHBIE CUCTEMbBI IEPBUYHOM
YUETHOH TOKyMEeHTaluu). Buabl KapoBBIX TOKYMEH-
TOB (TPYZIOBOH JOTOBOp, TPYJAOBas KHMXKKA U BKJIa-
JBILI K HEH, TPUKa3bl O IIPUEME, IIEPEBOJIE, YBOJIbHE-
HUH, MOOLIPEHHUH, TpaUK OTITYCKOB U Ap.). DopMbI
yudera. Perucrpanus KagpoBbIX pacOpsiAUTEIbHBIX
JIOKYMEHTOB B 3aBUCHMOCTHU OT CPOKOB XPaHEHHUSI.

Hroro

OIIK-2,
[IK-12

5 OyHKIHUA CITYKOBI
KajpoB TI0
JOKYMEHTHPOBAHUIO
JBUKCHUS TTEPCOHANa U
YUYETY JITYHOTO COCTaBa

3Ha4yeHue IAHUPOBAHUS TPYAOBBIX PECYPCOB IS
KOMITJICKTOBAHUSI OpraHu3auu kajapamu. OmeHka
HUMEIOIIUXCS TPYIOBBIX PECYPCOB M OYIyIIUX MOTPeO-
HOCTEH B KaJipax. YuacTue CiIy»Obl epcoHasa B Moj-
TOTOBKE MEPCIEKTUBHBIX U TPYAOBBIX IJIAHOB 10 TPY-
Iy U KaapaM. M3ydeHue IBUKEHUsI U IPUYUH TEKyde-
CTH KaJIpoB, pa3paboTka MEpPONPUSATHI MO UX yCTpa-
HEHU10.3a/1a4 CITY>KOBI YIIPaBICHUS IEPCOHATIOM 10
00ecIeveHuto JesITeIbHOCTH KaIpOB, KAPLEPHOTO PO-
cta nepconana. [ToaroroBka pesepsa /sl BbIIBIKE-
Husl paboTHUKOB. MccnenoBanue peiHKa padboueit
cuibl. OT60p nepconana. [lenun or6opa. Onenka
CHOoCOOHOCTEN U KBaTU(PUKAIIUU PETEHIEHTOB. AHa-
JIU3 IOKYMEHTOB. 3HAYeHHE COOECeOBaHUS C MPETEH-
JEHTaMH JIsl OTOOpa KaapoB. YCTaHOBJICHHUE UCTIBITA-
TEJIBHOTO CPOKa MPHU IIpUeMe Ha padoTy.

Htoro

OIIK-2,
[K-12

6 O6mue TpeboBaHMs K
COCTaBJICHUIO U

0o opMIIEHHUTO
JIOKYMEHTOB yIIpaBIICHHS.
OCHOBHBIE TOKYMEHTBI
yIIpaBJICHUS TIEPCOHATIOM.

OdopmiieHre opraHu3aluOHHO-PACIOPSAAUTEIBHON
noxymenTanuu ¢ npumenenneM 'OCT P 6.30 — 2003.
N3yuenue TpeOoBaHui K 0HOPMIICHUIO PEKBU3UTOB.
bnankwu, popmsl, 06pasiel JOKyMeHTOB.CTpYyKTypa
KaJIpoBOI MH(POPMALIMOHHO-JOKYMEHTAIIMOHHOM CH-
crembl. HopmaTrBHas 1 HOpMaTHBHO-CIIPABOYHAs J10-
kymeHTauus.[InmanoBast kagpoas qokymeHTanus.Op-
raHU3alMOHHO- ITpaBoBas JokyMeHTauus.Ilepconans-
Has gokymeHTauus. JloroBopHas nokymeHnTamus. Pac-
MOpSAAUTENBbHAS JOKYMEHTALMsL. Y UeTHAsI KaJlpoBas
nokyMmeHTanus. JJokymenTanus no yuety padbouero
BPEMEHM U PacueToB ¢ nepcoHanoM.OTueTHas ¥ OT-
YEeTHO-CIPAaBOYHAs JOKYMEHTAIIMSL.

Hroro

OITK-2,
TMK-12

7 TpeGoBaHus K
pa3paboTke u

0 OpMIIEHHUTO
TexHonorus yuera u
XpaHeHUs KaJpoBOii

HopmatuBHOE 3aKkperuieHre mpaBoBOro CTaTyca v BU-
JI0B paboT ciy>KObI YIIpaBJI€HUs IEPCOHAIIOM B M0JIO-
KEHHUH O CITy’KOe 1 JTOJDKHOCTHBIX MHCTPYKIHAX. B3a-
MMOJCUCTBUE CITYKOBI C IPYTUMU CTPYKTYPHBIMH Op-
raHU3aIMsIMH B XOJI€ BBITIOJHEHHS €€ 3a1a4 U (PpyHK-

OIlIK-2,
[K-12
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JIOKyMEHTAIIIH.

uuil. MTHCTpYyKIMS 1O A€IONPOU3BOICTBY KaJpOBOM
CITYXOBI: CTPYKTYpa IOKYMEHTa U aCleKThl OpraHu3a-
IIMOHHOM peryiaMeHTalnH. 3aKperIeHUEe B HHCTPYK-
MU JIEATETbHOCTH PaOOTHUKOB KaJAPOBOM CITYXOBI,
MIPUMEHSIEMOM TIPH TPATUIIMOHHOHN WM aBTOMATH3H-
POBAHHOUN TEXHOJOTUH 00pa0OTKH U XpaHEHUS TIePCO-
HaJbHBIX JaHHBIX. COBpEMEHHBIC TPOTPaMMHBIE TIPO-
JTYKTBI, UCIIOJIb3yEeMBbI€ ISl IOKYMEHTUPOBAHHUS /1€~
TEIHLHOCTH KaJIpPOBOH CITYKOBI U pabOTHI C TOKyMEHTA-
MU 10 JITYHOMY cOCTaBy. basbl JaHHBIX IO MEepcoHa-
ny. PaboTa ¢ moceTuTeNnsIMu B KaapoBOi CITy»)0e.

HUroro 4

Hroro 3a cemectp

36

5.3. Pa3esbl AMCUMINIMHBI M MEKIMCUMINIMHAPHBbIE CBSA3H ¢ 00eceYnBAKIIMMH (NPeAbITYyLIUMHU)
1 o0ecreynBaeMbIMHU (IOC/TEAYIOIMMH) THCHUTIIHHAMHA

Paznenbl qUCHUIIIUHBL U MEXIUCIUIUIMHAPHBIE CBSI3M C 00€CTIeYMBAIOIIMMHU (TIPEAbIAYIIUMU) U
o0ecrieyrBaeMbIMH (TIOCIIEAYIOIMMHI) TUCIMIUIMHAMU TIPe/ICTaBlIeHbI B Tadmuie 5.3.
Tabmua 5.3 — Pa3gens! AMCHUIUIMHBL U MEXIUCIIUIUIMHAPHBIE CBS3H

Ne pazienoB qaHHOM TUCHIUILIAHBIL, 1711 KOTOPBIX HEOOXOIUMO

HanMeHOBaHME TUCIHMILIMH M3y4eHHEe 00eCTICUMBAIONIUX U 00€CTIeYNBACMbIX JUCIIHILTHH
1 2 3 4 5 6 7
[IpenmecTByrome AUCHUILIMHbBI
1 JIokyMeHTaIlMOHHOE O0eCTICUeHHE . 4 N . N N N
yIpaBJIeHUsI IEPCOHATIOM
2 OCHOBBI OpraHu3aluyu Tpyaa
3 TpynoBoe U rpakaaHCKOe IpaBo + + + + + + +
4 YnpasieHue Kapbepoit
S YnpaBieHue nepcoHagoM OpraHu- i n . .
3a1uu
6 Yuer u ananu3 + + + + + + +

5.4. CooTBeTCcTBHE KOMIIETEeHUM I, opMHUPYyeMbIX TP M3YyYEHUH TUCHUILIUHBI, 1 BU0B 3aHATHI
CooTtBeTcTBHE KOMIETEHLUH, (HOPMUPYEMBIX MPHU H3YyYECHUM AUCLUUIUIMHBI, U BHUJIOB 3aHATUN
npezcTaBiIeHo B Tabmuie 5.4.
Tabmuma 5.4 — CoOTBETCTBHUE KOMITETCHIINHA, (POPMUPYEMBIX MTPU W3YYCHUU NHUCHIUILIAHBI, U BUIOB 3aHS -

TN
§ Bunnl zanstuit
: .
5 =l =
5 < g S @DOopMBI KOHTPOJIA
: .
3 = S 3
~ = O
OIIK-2 + + + Ox3ameH, OtyeT no JabopaTop-
HOM pabote, Onpoc Ha 3aHATHUSAX,
Tect
IK-12 + + + Ok3amen, OTyer mo Jadoparop-
HO# paboTte, Onpoc Ha 3aHATHSIX,
Tect
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6. UaTepakTUBHBIE MeTOAbI U (JOPMBI OPraHU3aANNH 00yUEeHUsI
He npenycmotrpeno PVYII.

7. JlabopaTtopHble paGoThl
HaumenoBanue nabopaTtopHbIX padoT npuseneHo B Tabnuue 7.1.
Tabmuua 7.1 — HaumeHnoBaHnue 1a00paTopHbIX padboT

3 z S
3 =
O =
< )
Ha3zBanus pa3znenos HaumeHnoBaHue 1a60paTopHbIX paboT zF &5
o S E
X g =
a B>
= o
7 cemecTp
3 MecTo KagpoBoii Onucanue QyHKIMHA ci1yX0bI IO paboTe ¢ epcoHa- 8 OIIK-2,
CILy>KOBI B CUCTEME soM. O611IMe NOoJI0KEHUS O KaJIpOBOH CiIyk0€e 1o pa- [K-12
yIpaBJIeHUs IEPCOHANIOM. |00Te C EPCOHATIOM B opranu3anuu.Pazpadorka opra-
3amaun KaapoBOH HU3AIMOHHON CTPYKTYpa OT/ea 1mo paboTe ¢ mepco-
CIIy’KOBbI B HaJIOM.
KYMEHTAIIHOHHOM
AOKYMCHTAIHOHHO Hroro 8
o0ecrieyeHun
yIpPaBJICHUSI IEPCOHATIOM.
[TonsTe kanpoBoro
JIeJIONPOU3BO/ICTBA
4 O6mwuit coctaB 1 BuAbl | KoMIUIeKchl KapoBoOii TOKyMEHTAIIMU B OpraHu3a- 4 OIIK-2,
KaJIpOBBIX JOKYMEHTOB. | IIHH. TIK-12
CucTema yueTa KaApoBbIX |11 oro 4
JIOKYMEHTOB.
5 OyHKIHH CITyXKObI Odopmienue mprema Ha paboTy (TpPyIOBOH 10  |OIIK-2,
KaJIpOB 110 noroBop).OdopmiieHue nepeBoaa. YueT, BeAeHUE, Xpa- [IK-12
JIOKYMEHTUPOBAHHIO HeHue TpynoBbIX kHkeK. llItaTHOE pacniucaHue.
JBWKCHHS [EPCOHAMA M | pr 10
yu4eTy JUYHOI'O COCTaBa
6 O6mue TpeboBanus Kk | [lopsaok opopmiIeHHs: U pEerucTpauy MPUKa30B. 14  OIIK-2,
COCTAaBJICHUIO U @opMBbI IPHUKA30B 110 JINYHOMY cocTaBy.llepBuunbie [IK-12
oopmieHnIo yudeTHble JoKyMeHThI. I [pon3BoaHbIe (BTOpUYHBIE)
JIOKYMEHTOB YIPaBJICHUS. | YIETHbIE TOKYMEHTHI. Y HU(pUIIMpOBaHHbBIE POPMBI J0-
OCHOBHBIE IOKyMEHTBl | KYMEHTOB JJIsl ydeTa pabodyero BpeMeHH U pacyeTa 3a-
yIpaBJIeHHsI IEPCOHATIOM. | paOOTHOM IIATHI.
Hroro 14
Hroro 3a cemectp 36

8. [IpakTHyeckue 3aHATHS (CEMUHAPHI)
He npenycmotrpeno PVYII.

9. CamocrosiTesqibHasi paboTa
Bunel camocrosTensHOM paboThl, TPYIOEMKOCTh U (pOpMHUpyEeMble KOMIIETEHITMH TPECTaBICHbI B
tabmmue 9.1.
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Tabmuma 9.1 — Busiel caMOCTOSTENBHON padOThI, TPYIOEMKOCTh M JOPMHUPYEMbIE KOMIIETCHIIUU

3 @]
2 z E
2 5 =
Bunnr camocTosTeLHON & > 0O
HasBanus pasnenos = = @OpMBI KOHTPOJIA
6 ] = O
paboThI B s 2
=S 2 2
a e g
= S}
7 cemecTp
1 TIpenmer, 3amaun, [TpopaboTka JIEKITMOHHOTO 4 OIIK-2, |Omnpoc Ha 3aHsTHSIX, TecrT,
CTPYKTYypa, COAEP)KAHUE | MaTepualia [K-12 DK3aMeH
Kypea. Hroro
2 CoBpemenHas npaBoBasi | [IpopaGoTka JIEKIIMOHHOTO OIIK-2, |Omnpoc Ha 3aHsATHSX, TecT,
perimamMeHTanus Marepuala IIK-12 OK3aMeH
JIOKYMEHTHPOBAHUS Hroro 4
KaJpOBOM IEATEIHHOCTH B
3aKOHOJATEIbHBIX
HOPMATUBHBIX aKTax
3 Mecto kaapoBoi [TpopaboTka JIEKITMOHHOTO 4 |OIIK-2, |Omnpoc Ha 3aHsaTUsX, OT-
CITyOBI B CHCTEME Marepuasa IK-12 4eT 1o JabopaTopHOi pa-
TIPABJICHUS 1T HAJIOM. te, Tect, Dx3ameH
g pasJie CpCOHATO 5 OdopmiieHre 0TIETOB TIO 10 bore, Tect, Jxsame
aAad KaipoBOH CITY>KOBI naboparopHbeIM paboTam
B JJOKyMEHTAI[MOHHOM
obecreue N ypasieHus | YIToro 14
nepcoHanom. [Tonsitue
KaJpOBOTO
JIEJIONPOU3BO/ICTBA
4 OOmmii coctaB u BuAbl | [IpopaboTka JEKIIMOHHOTO 4 |OIIK-2, |Omnpoc Ha 3aHsaTHsX, OT-
KaJIpOBBIX JOKYMEHTOB. | MaTepHaia IK-12 4eT 1o JabopaTopHOi pa-
Cucrema ydera KaJpOBbIX T L i ——— 10 6ote, Tect, Dx3ameH
AOKYMCHTOB. nabopaToOpHBIM paboTam
Hroro 14
5 OyHKIHUA CITYKOBI [TpopaboTka JIEKITMOHHOTO OIIK-2, |Omnpoc Ha 3ansTUsIX, OT-
KaJIpOB 110 Marepuaia [K-12 YeT 1o JabopaTopHOi pa-
JTOKYMEHTHPOBAHHIO O(OpMIEHHE OTUETOR 11O 12 6ote, Tect, Dx3aMeH
BIDKCHHSI TT Hata u
JABIDKE cpcoHasa JabopaTopHBIM paboTam
y4eTy JUYHOTO COCTaBa
Hroro 16
6 O6uue TpeboBanus k| [IpopaboTka JIEKIMOHHOTO IK-12, Omnpoc Ha 3anaTHIX, Tecr,
COCTABJICHUIO U Marepuaia OIIK-2 DK3aMeH
o(opmeHHio SOKYMeHTOB OdopmieHne 0T4ETOB IO 12
nipaByieHust. OCHOBHBI
YHpaBJe CHOBHBIC JabopaToOpHBIM paboTam
JIOKYMEHTBI yTIPaBICHUS
TIEPCOHAJIOM. Hroro 16
7 TpeGoBaHus K [TpopaboTka JIEKITMOHHOTO 4 |OIIK-2, |Omnpoc Ha 3aHaTusx, Tecrt,
pa3paboTke u MaTepuana IK-12 DK3aMeH
odopmiienuto TexHoI0rus Viroro 4
ydeTa v XpaHeHus
KaJpOBOM TOKYMEHTAI[IH.
Hroro 3a cemectp 72
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TlonaroroBka u caaya dK3a- 36 DK3aMeH
MeHa
Htoro 108
10. KypcoBoii npoekT / KypcoBasi padora
He npenycmorpeno PVYII.

11. PeiiTunroBas cucremMa JJisi OlleHKH YCIIeBAeMOCTH 00yYalOIIUXCS

11.1. baajbHble OLEHKH JJIS 3JIeMEHTOB KOHTPOJISI
Tabmuua 11.1 — bamipHbIE OLIEGHKH JUTSI JIEMEHTOB KOHTPOJISI

. . MaxkcuManbHbIN
o MaxkcuManbHbIN MaxkcuManibHBIN
DneMeHThl yueOHOit 0as 3a mepuo Bcero 3a
6amn Ha 1-yto KT ¢ | Gamn 3a mepuon
IESITSIbHOCTH mexny 2KT u na cemMecTp
Hayana ceMectpa | mexay 1KT u 2KT
KOHEI] cemecTpa
7 cemecTp
Omnpoc Ha 3aHATHAX 5 5 5 15
OtyeTt no nabopaTopHO 16 24 40
pabote
Tect 15 15
Hroro makcumym 3a nepu- 5 21 44 70
on
DK3aMeH 30
Hapacraromum ntorom 5 26 70 100
11.2. Ilepecyer 02/1J10B B OLICHKH 32 KOHTPOJIbHBbIC TOYKH
[Tepecuet 0amIOB B OLIEHKH 32 KOHTPOJIBHBIC TOUKH MpEACTaBeH B Tadymie 11.2.
Tabmuua 11.2 — [lepecueT 6aIOB B OLIEHKH 32 KOHTPOJIbHBIE TOUKH
bayuibl Ha 1aTy KOHTPOJIBHOM TOYKHU Orenka
> 90% ot MakcuManbHOU cyMMBbI OamioB Ha gaty KT 5
Ot 70% no 89% ot makcumasbHON cymMmbl OaiioB Ha Aaty KT 4
Ot 60% 110 69% oT MakcuMaIbLHOM CyMMBI OaiToB Ha aaty KT 3
< 60% oT MakcuMaIbHOU cyMMBbI OasuioB Ha naty KT 2

11.3. IlepecyeTr cyMMbI 02/1710B B TPAAULHOHHYIO M MEKITYHAPOIHYIO OLCHKY
[Tepecuer cymmMbl OajIoB B TPAAMLIMOHHYIO M MEXYHAapOIHYIO OLIEHKY NPEJCTAaBIEH B TabIuLe

11.3.

Tabmuma 11.3 — Ilepecuer cymMMbl 6aJUTOB B TPAAUITMOHHYIO M MEXKTYHAPOIHYIO OIICHKY

Hrorosas cymma 6aisos,

Onenka (I'OC) YYMTBHIBAET YCIEIIHO CAAHHBIN Onenka (ECTS)

HK3aMeH

5 (OTIMYHO) (3a4TEHO) 90 -100 A (oTIIMYHO)
85 -89 B (ouenb xoporiiio)

4 (xopor1o) (3a4TeHO) 75 - 84 C (xoporo)
70 - 74
65 - 69 D (ynoBineTBOpHUTENIBHO)

3 (yZIOBJIETBOPUTENHHO) (3aYTEHO) 60 - 64 E (HoCpeAcTEeHHO)

2 (HeylOBJIETBOPUTEIHHO)

(He

Hwuxe 60 6ayuios

F (HeynoBIEeTBOPUTENBHO)
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3a4TEHO)

12. YueOHO-MeTOAUYecKOe U MHPOPMANIMOHHOE 00ecTiedeHrue TUCIHIIINHBI

12.1. OcHoBHas JUTEpaTypa
1. JlokyMeHTallmoOHHOE OOeCIeYeHHEe YIPaBICHUS MEPCOHANIOM [DIEeKTPOHHBIN pecypc]: Yueo-
Hoe nocooue/bynar P. E. - M. HUL] UH®PA-M, 2015. - 234 c¢. 60x90 1/16. - (Bricuiee o6pa3zoBanue ba-
KaJaBpHar) ISBN 978-5-16-010318-1, 500 9K3. - Pexum JocTyna:
http://znanium.com/catalog/product/488066 (nara oopamenus: 30.07.2018).

12.2. lonosiHUTEIbHAS JIUTEPATYpPa

1. KanpoBoe nenonpon3BoAcTBO [DIEKTpOHHBIN pecypc]|: Haunnaem ¢ Hyms. AyoquT cCBOMMH CH-
namu / V1.B. XKypasneBa, M.B. XKypasnesa. - 2-e u3a. - M. HUL] UTH®PA-M, 2014. - 184 c. 60x88 1/16 +
( Hom. mar. znanium.com). - (IIpocto, kpaTtko, 6bI1cTpO). (0) ISBN 978-5-16-008986-7 - Pexxum moctyna:
http://znanium.com/catalog/product/417566 (nara obpamenus: 30.07.2018).

2. Abynanze, 1. I'. JlokymeHTanmonHoe oOecrieyeHne YIpaBiIeHHUs NEPCOHATIOM [ DIEKTPOHHBIN
pecypc]: y4eOHUK U MPAKTUKYM IS akajgemudeckoro OakanaBpuata / JI. I. AGynanze, M. b. Bempsokku -
Ha, B. M. Macnosa. — M. UznarensctBo FOpaiit, 2018. — 299 c. — (Cepus bakanaBp. AxkaneMuueckui
kypc). — ISBN 978-5-534-00875-3. - Pexxum moctyma: https://biblio-online.ru/book/8F9C2312-2C6D-
48BC-87FE-0B062BB243CE (nata obpamenus: 30.07.2018).

12.3. YueOHO-MeTOAUYECKHE MTOCOOU

12.3.1. O6s3aTe/ibHbIE Y4eOHO-METOAMYEeCKHE MOCOOUs

1. Kyznenos, U. H. JlJokymeHTanimonHoe obecrieueHrue yIpaBieHUs IEPCOHAIOM [ DJIEKTPOHHBIN
pecypc]: y4eOHUK M IPaKTHKYM Ui npukiaaHoro Oakanaspuata / M. H. KyznenoB. — M. H3narenscTBo
IOpaiit, 2019. — 520 c. — (Cepus bakanasp. [Ipuknagnoit kypc). — ISBN 978-5-9916-4000-8. - Pexxum
noctyna: https://biblio-online.ru/book/94A27CF0-A144-45FB-AC69-1E2AE0B0861D (mara oOparie-
Hus: 30.07.2018).

2. boromoiosa, A. B. Kaaposslit yuet [DnexkTpoHHbIl pecypc]: Meroauueckue ykazanus o op-
raHU3alUK JIA0OPATOPHBIX 3aHATHIA M CAMOCTOATENILHON paboThl [DnekTpoHHbIi pecype] / A. B. boromo-
noBa. — Tomck TYCVYP, 2018. — 25 c. - Pexxum nmoctyna: https://edu.tusur.ru/publications/8459 (nara
obpamenus: 30.07.2018).

12.3.2. YueOHO-MeTOAMYECKHUE TOCOOMS /ISl JIML C OTPAHMYEHHBIMH BO3MOKHOCTSIMHU 3/10POBbS U
HHBAJINI0B

Y4eOHO-METOIMUYECKUE MaTepHallbl IJIsi CAMOCTOSTENILHON M ayAUTOPHOW pabOThl 00ydaroIuXcs
13 yuciia JIvun C Ol"paHI/I‘-ICHHI)IMI/I BO3MOXHOCTAMHAU 3I[OpOBI>$I 1 MHBAJINI0B HpGZ[OCTaBJ'ISII-OTCSI B (bopMax,
aJaNTHPOBAHHBIX K OTPAHUYCHUSM UX 3/I0POBbS U BOCTIPUATHUS UHPOPMAIIHIH.

JJist M1 ¢ HAPYIIeHUSIMU 3PeHusI:

- B (hopMe AJIEKTPOHHOTO IOKYMEHTA;

- B Me4aTHOU (hopMe yBETUISHHBIM MIPUPTOM.

JUJ1s1 JIMI ¢ HAPYIIEHUSIMHU CJIyXa:

— B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU hopme.

JlJ1st NI ¢ HAPYIIeHUSIMU OTIOPHO-ABUIaTeJILHOTO anmapara:

— B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B IIe4aTHOU hopme.

12.4. TIpodeccunonaibHbie 0a3bl JAHHBIX H MH(GOPMALIMOHHBIE CIPABOYHBIC CHCTEMbI
1. http://www.elibrary.ru/

2.  http://www.consultant.ru/

3. http://www.kadrovik.ru

4. http://www.pro-personal.ru/
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13. MaTtepuaibHO-TEXHMYECKOE 00ecneyeHre JTUCIUILJIMHBI U TPpedyeMoe MPorpaMMHoOe
ob0ecneueHue

13.1. O0uue TpeOOBaAHUA K MATEPUAIBLHO-TEXHUYECKOMY U IIPOrPAMMHOMY 00ecrie4eHnIo
AUCHHUILIMHBI

13.1.1. MaTepuaJibHO-TeXHHUYECKOEe U IPOrPAMMHOe o0ecnevyeHue sl JIEKIIMOHHbIX 3aHATHH
Jlist mpoBeieHus 3aHATUH JIEKIIMOHHOTO TUIIA, TPYIIIOBBIX M MHIAWBUYaTbHBIX KOHCYJABTALIUH, T€-
KYIIETO KOHTPOJIS M MIPOMEKYTOYHOU aTTECTAIlUU MCIOIB3YeTCs yIeOHast ayquTOPHs ¢ KOJTUIECTBOM I10-
CaZIoYHBIX MeCT He MeHee 22-24, 00opynoBaHHAs JOCKOM M CTaHAApTHOH yueOHOIl mebenbro. MeroTes
JIEMOHCTPAIIMOHHOE 000pYIOBAaHUE U YU4€OHO-HATIIAIHBIE TTOCOOMsI, 00€CTICUNBAIOIINE TEMATHUECCKUE WJI-
JIOCTPALIMHU 0 JIEKIIMOHHBIM pa3ielaM TUCIUIUINHEI.

13.1.2. MaTepuaibHO-TEXHMYECKOE U IPOrPaMMHOe olecredeHue 15 J1a00paTopHbIX padoT

Brrancnurensnas nadopatopust / KomnbroTepHslii Kiiacc

yueOHast ayTuTOpHsl ISl IPOBEACHHUSI 3aHATHI MPAKTUYECKOTO TUTIA, YIeOHAsT ayIUuTOPHS IS TIPO -
BEJICHUS 3aHATHIA 1a00paTOPHOTO THUMA

634045, Tomckast obnacts, T. Tomck, yi. KpacHoapmetickas, 1. 146, 505 ayn.

Ornucanune UMerIIerocs 000pyI0BaHUS:

- [I1I5BM DX6100M (9 mir.);

- [I5BM INTEL CORE 2 DUO (6 mIt.);

- MarauTHO-MapKepHas 10CKa;

- KommuiexT cnenuaan3upoBaHHON yueOHOM MeOen;

- Pabouee mecTo npenoaBarens.

[IporpamMmmHoOe obecrieueHue:

— FoxitReader

— Google Chrome

— Microsoft Windows 7 Pro

— Mozilla Firefox

— OpenOftice

— Koncynprant [Tnroc

13.1.3. MarepuajibHO-TEXHMYECKOE M IPOTPaMMHOe o0ecrevyeHne 1JIs CAMOCTOATEIbHOI padoThI
JIns caMoCTOSATEIbHON PabOThl MCIOIB3YIOTCS y4E€OHBIE ayIUTOPUHU (KOMITBIOTEPHBIE KIIAcChl),
PacTIOJI0KEHHBIE 110 aJIpecam:
- 634050, Tomckast obmacTh, r. ToMmck, Jlennna mpocnexr, a. 40, 233 ayn.;
- 634045, Tomckast obmacTs, I. Tomck, yn. Kpacnoapmeiickas, 1. 146, 201 ayn.;
- 634034, Tomckast o6macTh, r. ToMck, Bepmmanna ymuna, 1. 47, 126 ayn.;
- 634034, Tomckast o6macTs, r. Tomck, Bepmmnauna ynuua, 1. 74, 207 ayz.

CocraB 000py/10BaHHUSA:

- yueOHas MmebOenb;

- koMnbroTeps! Kiacca He Hmke [IDBM INTEL Celeron D336 2.8 T1. - 5 mwiT.;

- KOMITBIOTEPBI TIOAKIIIOUYEHBI K ceTH «HTepHeT» M 00ecrneynBaroT AOCTYI B JIEKTPOHHYIO HH-
(dhopManOHHO-00pa30BaTENIbHYIO CPEly YHUBEPCUTETA.

[TepeueHs mporpaMMHOTO 00ECTICUCHUS:

- Microsoft Windows;

- OpenOffice;

- Kaspersky Endpoint Security 10 as Windows;
- 7-Zip;

- Google Chrome.
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13.2. MaTepuajJibHO-TeXHUYECKOe o0ecnedeHne TUCHUIITHHBI VISl JIMI ¢ OTPAHHYEeHHBIMU
BO3MOKHOCTSIMHU 3/10POBbSI U HHBAJIN/I0B

OcBoeHUE MUCLUUIUIMHBI JIMIIAMU C OTPAaHUYEHHBIMH BO3MOXKHOCTSMHU 3/10POBbSI U WHBAIUJIAMU
OCYIIECTBIISIETCA C UCTIOJIB30BAaHUEM CPEICTB 00yUEHHs OOILIEro U CIelnaIbHOTO Ha3HAYEHUS.

[Tpu 3aHATHAX ¢ OOYUAIONMIUMUCS ¢ HAPYIIEHUSIMH CJIyXa MPEIyCMOTPEHO UCIIOIb30BaHHE 3BYKO-
YCUJIMBAIOILEH anmapaTypbl, MyJIbTUMEAUUHBIX CPEJICTB U APYTUX TEXHUUYECKUX CPEACTB Mpuema/mepesa-
4yi y4yeOHOM nHpOPMALIUU B TOCTYIHBIX (hopMax, MOOMIIBHOM CUCTEMBI MTPETIoiaBaHus il 00YJatOLTHXCsI
C MHBAJIMTHOCTBIO, TOPTATUBHON MHIYKIIMOHHOW CHCTEMBI. Y4eOHas aymuTOpUs, B KOTOPOUH 3aHUMAIOTCS
oOyyarolyecs: ¢ HapylIEeHHEM CllyXa, 00OpYy/lI0BaHA KOMITBIOTEPHOM TEXHMKOM, ayAMOTEXHUKOH, BUICO-
TEXHUKOMU, AJIEKTPOHHOM JOCKOH, MYJIbTUMEIUIHON CUCTEMOM.

[Tpu 3aHATUAX C OOYUAIOUTUMUCS ¢ HAPYIIEHUSIMU 3PEHUSIMH TIPETYCMOTPEHO UCIIOJIb30BaHUE B
JICKIMOHHBIX U YU€OHBIX ayJUTOPUAX BO3MOXKHOCTH MPOCMOTPa yAaJIEHHBIX 00BEKTOB (Hampumep, TeKCTa
Ha JIOCKE WM CJaif/la Ha 9KpaHe) MPU TOMOIIY BUACOYBETUIHUTENCH 151 KOM(GOPTHOTO IPOCMOTPA.

[Tpu 3aHATHAX C 0OYy4YaIOIIUMUCS ¢ HAPYLIEHUSIMH ONOPHO-ABUIaTeIbHOIO aNnapara HCIOJb-
3YIOTCSl aIbTEPHATUBHBIC YCTPOICTBA BBOJA MH(OPMAIIUY U IPYTHe TEXHHUECKHE CPEICTBA IIpUeMa/Tiepe-
Jnaud yaeOHOM MHGOpMaIUKA B JOCTYIHBIX (popmMax, MOOMIIBHONW CUCTEMbI OOYYCHUS JJIs JIFO/ICH C MHBA-
JUAHOCTBIO.

14. OIIeHO‘lHLIe MaTepuajJabl  METOAUYECCKUE PEKOMEHIAUHU MO OPraHu3alluv U3y4CHUA
AUCHHUITINHBbI

14.1. Couepmalme OLICHOYHBIX MATCPHAJIOB U METOANIECCKUEC PEKOMECHAAIIUH
I[J'ISI OLCHKHU CTCIICHU C(bOpMI/IpOBaHHOCTI/I N YpPOBHsA OCBOCHHA 3aKPCIIJICHHBIX 3a HHCHHHHHHOﬁ
KOMITCTCHITUM HCIIOJIB3YIOTCA OLCHOYHBIC MaTCpHUaJibl B COCTABE!

14.1.1. TecToBbIe 3a7aHUA
1. HopmaTuBHBIE PaBOBbIE aKThl MOT'YT OBITh B 3aBUCUMOCTH OT c(pephl JeHCTBHI:
a) o0ImuMu;
0) OTpaciieBBIMA U MEKOTPACIEBBIMU
B) YKa3aHHBIMU B OTBETax a) u 0).

2. JTokyMeHTHI OPMUPYIOTCS B JIefla B COOTBETCTBUU:

a) ¢ MOJIOKEHUEM 00 yUpeKIEHUY;

0) c mepeyHeM JOKYMEHTAJIbHBIX MaTepHAJIOB C YKa3aHUEM CPOKOB XpaHEHHUS;
B) ¢ 'OCTom Ha opraHu3arimoOHHO-PaCTOPSIUTEIBHYIO JOKYMEHTAIIHIO;

I') C HOMEHKJIATypOH JieN yUpexKIeHHS;

1) C FHCTPYKIIUEH T10 JCJIOMPOU3BOICTBY TAHHOTO YUPEKICHUSI.

3. UtoroBas 3amuch K HOMEHKJIATYPE JI€] COACPKUT HH(DOPMAITHIO:
a) 00 o0IeM KOJIMYECTBE 3aBEACHHBIX JICIT;

0) 0 MOBPEXKCHHBIX PU XPAHEHHUH JENIax;

B) O cIaue /Il Ha apXUBHOE XPAHEHUE;

T') O HE3aBEJICHHBIX JIeTIax.

4. K m1aHoBOM TOKYMEHTAllUH OTHOCSITCS:

a) CTPYKTypa M IITaTHasl YUCIEHHOCTh NMPEIPUATHUS;

0) mTaTHOE pacHiCcaHue;

B) rpa)uK OTITYCKOB pabouuX U CIYXKAaIUX;

T') IPOTPaMMBI U TUTaHBI PACIIIUPEHUS WIIA COKPAIIEHUS YUCIIa COTPYAHUKOB;
1) TIPUKA3bI.

5. CTpykTypa ¥ mTaTHas YUCIEHHOCTh OPTaHU3allii UMEIOT B COACPIKATEIHHON YacTH Tpadbl:
a) HANMEHOBAHKE CTPYKTYPHBIX TOPA3JICIICHUIA U JTOJDKHOCTEHH;

0) mraTHas YMCICHHOCTh

B) MECTO PACITOJIOKEHHUS OPTaHN3AIIHH.
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6. llItarHoe pacnucanue (popma Ne T-3) comepkuT B TaOIMUHON 4aCTH rpadbl:
a) Ko7l 1 HAaNMEHOBaHNE CTPYKTYPHOTO MOAPAa3IeIICHHS;

0) Ko 1 HAMMEHOBAaHHE JIOJDKHOCTH; KOJIMYECTBO IUTATHBIX €JMHUILL;

B) JODKHOCTHBIC OKJIabI; Ha0aBKH (MIEPCOHANBHBIC U TIP.);

I') MECSTUHBIN (POH]T 3apaOOTHOM IJIATHI,

1) IpUMEUYaHue.

7. I'paduk ornyckoB (hopma Ne T-7) B TaOMMUHOM YacTH COACPKUT Tpadbl:

a) TabeNbHbII HOMED;

0) pamunms, UMs1, OTYECTBO;

B) JOJDKHOCTB; MECAIBI A (PUKCHPOBAHUS TPOIOKUTEILHOCTH OTIYCKA M M3MEHEHHH NaThl
yX07ia B OTIIYCK U BBIXOJIa Ha paboTy;

I') OCHOBaHME M3MEHEHUS JaThl yXO/a B OTIYCK M BBIXOJIa Ha paboTy.

8. B aBroOHOrpaduu JOIKHBI YKa3bIBAThCSl CBEICHHS:

a) ¢haMumusl, UMs1, OTYECTBO;

0) npuYMHBI H3MEHEeHHS (haMUIINY;

B) TOJ U MECTO POXKJICHHS, COLMATILHOE TI0JIOKEeHNEe, 00pa30BaHNuE;

I') Kakye yueOHbIe 3aBe/ICHUS 3aKaHYMBAJI U 110 KaKOW CHeHaIbHOCTH;

1) TPYZOBasi IEATEIBHOCTh C YKa3aHUEM B IIPSIMOM XPOHOJIOTHYECKOM MOPSIIKE BPEMEHH.

9. K nokymeHTaM Mo JIMYHOMY COCTaBY OTHOCSTCS:

a) TPYAOBBIE JOTOBOPHI, 3aKITIOYEHHBIE MEX Iy padoTomaTeeM U pabOTHHKOM;
0) mpuKassl 0 IpHEMe, IEPEBOJIC HA IPYTyI0 PaboTy, yBOJLHEHUN,

B) 3asBJICHHS O TIpUeMe Ha paboTy, IepeMelICHIH, YBOJIbLHCHHH,

T') TPYAOBBIE KHUKKH;

1) JINYHBIE KApTOUKH;

e) aBTobuorpaduu;

) XapaKTepUCTUKH;

3) aTTeCTAallMOHHBIE JINCTHI COTPYIHUKOB.

10. IToaroroBka MpuUKazoB M pacCHOPSKEHUH O KaJlpaM BKITIOYAET:

a) MOArOTOBKY IIPEBAPUTEIBHOTO (UEPHOBOI0) BapuaHTa TEKCTa JOKYMEHTA,

0) penakTHpOBaHUE U KOPPEKTUPOBAHUE MPEABAPUTEIHHOIO BApUaHTA TEKCTa JOKYMEHTA;
B) COIJIACOBAaHUE YTOUHEHHOT'O BApHAHTA TEKCTa IOKYMEHTA;

r) ohopMIIeHHE OKOHYATEILHOTO BapUaHTa TEKCTa IOKYMEHTA,;

1) yTBEepxkAeHUE (MOAMICaHUE) TOKYMEHTA;

€) pEeTUCTpaITUIO JOKYMEHTA,

) THPKUPOBAHNE JOKYMEHTA.

11. PekBU3UT «Ha3BaHHWE BUJA IOKYMEHTa» HE CTABUTCS:
a) Ha JIOKJIAJTHOM 3aIUCKeE;

0) Ha yKa3aHHU;

B) HA TTUCHME;

T') Ha IIPEJCTABIICHUU.

12. JInunble nena, TUYHbIE KAPTOYKU COTPYIHUKOB UMEIOT CPOK XPaHEHUSI:
a) 3 roxa;

0) 10 ner;

B) 75 ner;

T') IOCTOSTHHBIM.

13. AKTBI O BBIICTICHUH JI€71 K YHUUTOXKEHUIO UMEIOT CPOK XPAHEHUS:
a) 3 roxa;
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0) 10 ner;
B) 75 ner;
T') IOCTOSTHHBIM.

14. JInunble nena opopMIISIIOTCS Ha BCEX COTPYAHUKOB!

a) 6e3 UCKITIOYCHMUS;

0) KpoMe BOCHHBIX PaOOTHHKOB;

B) KpOME BPEMEHHBIX PAaOOTHUKOB, pa00OUMX M MIIAJIIIETO OOCTYKHBAIOIIETO IMepCcoHaa.

15. ApXuB OpraHu3aIi B COOTBETCTBUH C MOJIOKEHUEM O HEM KOMIUIEKTYETCS IeJIaMH JI0JITOBpE -
MEHHOTO XpaHEHHUSI:

a) ceeimre 10 yer;

0) cBbIle 7 JIET;

B) CBBIIIIE 9 JIET.

16. Onuce fen CTpyKTypHOTO MOJpa3eieHUs] MOAMUCHIBAETCS COCTABUTEIIEM C YKa3aHUEM €ro
JIOJDKHOCTH U YTBEPKIACTCS:

a) CTeIMaTN3UPOBAHHON UHCTICKITUEH;

0) PYKOBOAMTEIEM CTPYKTYPHOTO MOAPA3ICIICHUS;

B) 3aMECTUTENIEM PYKOBOAUTENSI CTPYKTYPHOTO MOApa3iesiCHusI.

17. Cpok XpaHeHHs JOKYMEHTHON MH(GOPMAIMK Ha KOMITBIOTEPHBIX HOCHUTEISAX JTaHHBIX OIMpese-
JsieTcs Ha OOIIMX OCHOBaHMAX IO COOTBETCTBYIOIIUM CTaThsAM nepeuneit. [Ipasuina PocapxuBa onpenens-
0T, UTO TOKYMEHT JIOJKEH XPAHUTHCS:

a) B 2JIECKTPOHHOM BapHaHTE;

0) B OyMa)XHOM BapHaHTE;

B) Ha TOM HOCHTEJe HH(POPMALIUHU, HA KOTOPOM OH OBLT CO3/1aH.

18. ApXuBHBIC TOKyMEHTHI, U3bATHIC B KAY€CTBE BEIIECTBEHHBIX JOKA3aTEIhCTB B COOTBETCTBUU C
3aKkoHOJaTebLCTBOM P®, nmpuHaaiexar:

a) COOCTBEHHUKY WJIH BJIAJICbIy apPXUBHBIX JOKYMEHTOB;

0) rocy1apCTBEHHOMY MY3€I0;

B) BO3Bpary He NOJJIeXKar.

19. Jlns npoBeneHus MPOBEPKU HAJIMUUSA U COCTOSHMS J1€J1, HaXOAAIUXCSA B ITOCTOSHHOM XpaHe-
HUH, ONIPEJIEJIEH CPOK:

a) pa3 B 5 JeT;

0) pa3 B 10 Jer;

B) pa3 B 7 JIET.

20. 3aroyioBKH Jel, BKIIOYEHHBIC B TOIOBOM pa3/iel CBOAHOMN OMUCH I MOCTOSHHOTO XPaHEHUS
HYMEPYIOTCS:

a) B BaJIOBOM TOPSIJIKE;

0) B CBOOOTHOM TIOPSIJIKE;

B) 00a OTBETa BEpPHHIC.

14.1.2. Dx3aMeHALIMOHHBbIE BONPOCHI
1 3apaun u GyHKIMH CIyKObI IEpCOHAIA.
2 [IpaBoBbIE OCHOBBI JOKYMEHTHPOBAHUS JEATEILHOCTH CIIYKObI IIEpCOHAIA.
3 KaznpoBast ciry:x06a Kak HaKOHUTEIh JOKYMEHTHPOBAHHBIX TIEPCOHATBHBIX JaHHBIX.
4 3amuTa nepcoHaJbHbIX JaHHBIX PAOOTHHKA.
5 CucremMa KaapoBOi JOKYMEHTAIUH.
6 IlpaBuia coctaBiaeHUs: U yTBEpKICHHs OJIAHKOB M (POPM TOKYMEHTOB.
7 O61muii cocTaB ¥ BUJIbI KaIpOBOM JOKYMEHTALIUH.
8 JlokanbHbIC HOPMATUBHBIE JOKYMEHTBI, PETIAMEHTUPYIOIINE AEATEIbHOCTD CIIY>KOBbI IIEpCOHAaIA.
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9 Opranu3annoHHBIE JOKYMEHTBI, 0COOCHHOCTH U TOPSIIOK X 0(hOpMIICHUS.

10 PacnopsimutensHble JOKYMEHTHI KaAPOBOH CITY>KOBbI, 0COOEHHOCTH H TIOPSIOK UX O(OPMIICHUS
yHU(ULIIPOBaHHbBIE (POPMBI, TEKCTOBBIE (POPMBI, TOPSIIOK PETUCTPALIUU U XPAHEHHUS).

11 MadopManimoHHO-CIIPAaBOYHBIE TOKYMEHTBI, 0OCOOCHHOCTH U TOPSIIOK UX OPOPMIICHHS.

12 TpynoBasi KHM)KKA: BeIEHUE, XPAHCHUE, BbIJIa4a TIPU YBOJIHHCHHH.

13 TpynoBoii goroBop: pa3paboTka OjaHKa, cofepkaHue, opopMiIeHUE MPU TTpHUeMe Ha padoTy, B
Cly4yae U3MEHEHUS YCIOBUMI

14 TIpomecc MOKyMEHTUPOBAHMS ydeTa M OTUYETHOCTH IO Kajpam: cTaaus (GOpMUPOBAHUS YUET-
HBIX MAaCCHBOB, CTaJvsi OOHOBIICHUS, BHECCHHS] M3MCHEHHI U JOTMOIHEHUH, CTausl COCTABICHUSI OTYET-
HOCTH, BbIIa4YM CIIPAaBOYHON MHGPOPMAIIH.

15 CocTaB JOKYMEHTOB, HEOOXOAMMBIX TSl pEIICHUs BOIpoca o npueme Ha paboty. KonTpons mno-
CTOBEPHOCTHU MEPCOHATBHBIX TOKYMEHTOB.

16Texnonmoruueckas 1ernoyka nprueMa rpaxkJjad Ha padoTy.

17 TexHoyornueckas 1enoyka JOKyMEeHTHPOBAaHUS IEpEeBOa paOOTHHUKA HA IPYTyIO paboTy.

18 JlokymMeHTHpOBaHHE MPOILEAYPHl TOOIIPEHUS paOOTHHKA.

19 JlokymMeHTHpOBaHUE MPOLEAYPHl IPUMEHEHUS TUCIUIUIMHAPHOTO B3bICKAHUS IIPU COBEPILICHUU
pabOTHHK.

20 JIokyMeHTUpOBaHUE MPOLEAYPHI MPEAOCTABICHUS PA3IMYHOTO BUAA OTITYCKOB.

21 JlokyMeHTHpOBaHKE TIPOIIEAYPHI HApaBiIeHUsS pabOTHUKA B KOMAHIUPOBKY.

22 TexHojoruveckas Lenoyka JOKYMEHTHUPOBAHHS MPOLEAYPbl YBOJbHEHHS MO MHHUIIMATUBE pa-
OOTHHKA.

23 TexHonoruueckas Lenoyka JOKYMEHTUPOBAHUS MIPOLIEAYPhl YBOJIBHEHHUSI 110 MHUIIMATUBE pabo-
TOJATEIS.

24 Tlopsnok odopmiieHHS KaapoBBIX JIeJT COTIIACHO HOMEHKJIATYpe JIeJl, MX TEKYIee U apXHUBHOE
XpaHEHHeE.

25 Odopmienue nen s nepeaadu B apXuB OPraHU3aInH.

14.1.3. Tembl 0NIPOCOB HA 3aHATUSX

[Tpenmer, 3anauu, CTpyKTypa, coaepxkanue Kypca. CBsA3b ¢ ApyrUMHU JUCLMILNIMHAMU: JOKYMEHTO-
BEJICHHE, OpTaHU3alMsl U TEXHOJIOTHs TOKYMEHTAllMOHHOTO O0eCIeueHus yIpaBieHus, TPyI0BOE, aJMHU-
HUCTPAaTUBHOE IIPaBO, YIPABICHHUE [IEPCOHAIIOM, JIOKYMEHTUPOBAHUE TPYAOBbIX IPAaBOOTHOLIEHUH U AP.

[TpaBoBas periameHTalus JESTEIbHOCTH CIYKObl yIpaBlieHUs epcoHanoM B TpynoBoM Kojaekce
Poccuiickoit ®eneparuu. Penepanbhblil 3akoH Poccuiickoit @enepanuu «O6 nndopmanuu, nHpopmanu-
OHHBIX TEXHOJIOTUSX U O 3alluTe uHGopMauum» o paboTe ¢ NepPCOHANbHBIMU JaHHBIMU, OTHECEHHBIMU K
KaTeropuu KOH(QHIEHIMAIbHONH HH(pOpManuu, U 00 00s3aTeNbHOCTH TOKYMEeHTHpoBaHUs. lleHcnonHoe
3aKOHOIATENBCTBO.

@DenepalibHbIE 3aKOHBI O IOPSAAKE TOKYMEHTUPOBAHUS TPYIOBBIX OTHOLIEHUH. YKa3bl [Ipesnnenra,
nocraHoBieHus [IpaBurenscTBa Poccuiickoit denepanun. HopmaTuBHBIE aKThI, COIEpKAIIAE HOPMBI TPY-
JIOBOTO IpaBa, U3/1aHHbIE (peepaTbHBIMU OpraHaMy UCIIOJHUTEIBHOM BIACTH.

Anp060M yHH(DULIMPOBAHHBIX (OPM MEPBUYHON YUETHOM JOKYMEHTALMM 10 TPYLYy U €ro oIuiare,
MEXXOTpacieBble YKPYITHEHHbIE HOPMATHBbl BPEMEHU Ha pabOThl O KOMIUIEKTOBAHUIO U YUETY KajpoB,
KBaJIM()MKALIMOHHBIE CIPABOYHUKH JIOJDKHOCTEH PYKOBOAMTENEH, CIIEUANINCTOB U JIPYIHX CIyXKalluX, a
TaK)K€ MHbIE HOPMAaTHBHBIE, HOPMATUBHO-METOANYECKHUE AKTHl U HOPMATUBHO-CIIPABOYHBIE JTOKYMEHTHI,
IIPUMEHSEMBbIE B IEATEIbHOCTHU CIIYKO YIpaBIeHUS [IEPCOHATIOM.

Vcnonb3oBaHue 00IEPOCCUHCKUX KIACCU(UKATOPOB TEXHUKO-IKOHOMUYECKON U COLMATbHON UH-
dbopMarum KaJpoBbIMU CIIyKOaMHu.

[TonsiTHe W ompeneneHue nporecca JOKyMEHTAllMOHHOTO 00eCHeueH sl yIpaBiIeHUs IepCOHaIoM
OpraHu3aIuM, pojib JOKYMEHTOB B YIIPaBICHUYECKOW AECATEIbHOCTU.PernamenTanus AesTebHOCTH CIIykK-
ObI B MOJIOKEHUU O CTPYKTYpHOM nozpaszzaeieHuu. OCHOBHbIE (PYHKIMH CIIYy>KObI IO paboTe ¢ mepcoHa-
JoM. /IBe OCHOBHBIE (YHKIMH KaJpOBOW CIIy>KOBbI: yIpaBieHHUE NEPCOHATIOM U O0(OPMIIEHHE TPYIOBbIX
oTHoweHUH. Ponb W 3agaum KagpoBOM ciy>kObl B cucTeMe ympaBieHus nepconanom. [loapazneneHus
KaJpoBoil citykObl. KaspoBble TOKyMEHTHI KaK COLUAIbHO 3HAUUMBbIE IOKYMEHTbHI OpraHU3aliu, peryiu-
pyIoLME TPYAOBbIE IPABOOTHOLLIEHUS.

Enunbiil nopsaok odpopMieHus! TPYAOBbIX MPaBOOTHOIIEHUN (YHU(PHUIMPOBAHHBIE CUCTEMbI IEp-
BUYHOW y4ETHOM TOKyMEHTaluu). Busbl kKaIpoBbIX TOKYMEHTOB (TPYAOBOM OTOBOP, TPYAOBask KHUKKA U
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BKJIQ/IBIII K HEW, PUKa3bl O IPHEME, IEPEBOIE, YBOJIbHEHUH, TIOOUIPEHUH, TPaQUK OTITYCKOB U 1p.). Pop-
MBI ydera. Peructpanus kaapoBbIX pacHoOpsIUTENbHBIX JOKYMEHTOB B 3aBUCUMOCTH OT CPOKOB XpaHe-
HUSL.

3HaueHHe IUIAHUPOBAHMS TPYIOBBIX PECYpPCOB Ul KOMIUIEKTOBAHHMS OpraHM3allld KaJpaMH.
OreHKa UMEIOLINXCS TPYAOBBIX PECYpPCOB U OyIyHIMX MOoTpeOHOCTEH B Kaapax. YyacTue CIyKObl mepco-
HaJla B MOJATrOTOBKE INEPCHEKTUBHBIX U TPYAOBBIX IUIAHOB IO TPyAy U KajapaM. M3ydyeHue OBMOKEHUS U
NPUYHH TEKY4eCTH KaJpOB, pa3paboTKa MEPONPUATHIA MO UX YCTPAHEHHUIO.

3agaun Ci1yKObl yNpaBlIeHHs] IEPCOHAIOM O 00ECIEUYEHUI0 JESTEIbHOCTH KaJpOB, KapbepPHOTO
pocra nepconana. IlogroroBka pesepsa ais BbIIBHKEHUS pabOTHUKOB. MccnenoBaHue phlHKa paboueit
cuibl. OT60p mepconana. lenn otbopa. OrieHka crmocoOHOCTEH 1 KBaTU(UKAIIMU TPETCHACHTOB. AHAIN3
JOKYMEHTOB. 3HaueHHEe coOeceloBaHUs C MPETEHACHTAaMH JJIs 0TOOpa KaJIpoB. YCTAaHOBJICHHUE HCIIBITA-
TEJIBHOTO CpOKa MU IIpUeMe Ha paboTy.

OdopmiieHre opraHu3alnOHHO-PACTIOPAAUTENbHOM nokymeHTanuu ¢ npumenenuem ['OCT P 6.30
—2003.

N3yyenne TpeOOBaHMUH K 0POPMIICHUIO PEKBU3UTOB. biianku, popmbl, 00pa3ibl TOKYMEHTOB.

CtpykTypa KaapoBoil HH(POPMAITMOHHO-TOKYMEHTAITMOHHOW CHCTEMBI.

HopmaruBHast 1 HOpMaTHBHO-CIIPABOYHAS TOKYMEHTALUS.

[TnanoBas kaapoBas JOKyMEHTALMS.

OpraHu3anoOHHO- PAaBOBast JOKYMEHTAIHSL.

IlepconanbHasg nokymeHtauus. JloroBopHas JOKyMeHTauus. PacnopsiauTtenbHas JOKyMEHTalM-
. YueTHas KaJpoBast JoKyMeHTaus. JJokyMeHTaIus 1o yuety paboyero BpeMEeHU M pacueToB C IepcoHa-
710M.OTYeTHas ¥ OTYETHO-CIIPABOYHAS JOKYMEHTALUSI.

HopmaruBHOe 3akperuieHue mpaBoBOTro CTaTyca M BUAOB PadOT CIIY:KObI yIIpaBICHHS IIEPCOHAIOM
B ITOJIOKEHUU O CIIy’KO€ U JOJPKHOCTHBIX MHCTPYKLHMAX. B3aumozelcTBue ciy Obl ¢ APYTUMHU CTPYKTYP -
HBIMH OPraHM3alMsSMHU B XOJ€ BBIMOJHEHHS €€ 3a1ad U ¢GyHKuuil. MHCTpyKUus MO Iel0npOU3BOACTBY
KaJpOBOM CIIyObI: CTPYKTypa IOKYMEHTA U acleKThl OPraHU3allMOHHOM pernaMeHTalnu. 3akpenieHue B
MHCTPYKIIUU JIEATEIEHOCTH PAOOTHUKOB KaJIpOBOM CITY>KObI, IPUMEHAEMOHN TIPU TPAJAULIMOHHON MIIN aBTO-
MaTU3UPOBAHHOM TEXHOJIOIMHM O00paOOTKM M XpaHEHUs NEepCOHAIbHBIX JaHHbIX. COBpPEMEHHBIE MpPO-
IpaMMHBIE TIPOIYKThI, HCIIOIb3yeMbIE Ul TOKYMEHTUPOBAHHS JIEATEIILHOCTH KaJPOBOM CIIYXObI U pabo-
ThI ¢ JOKYMEHTaMH 110 JINYHOMY cOcTaBy. ba3bl TaHHBIX 10 nepcoHany. PaboTa ¢ moceTurensMu B Kaapo-
BOI1 cTyxko0e.

14.1.4. Tembl 1a00paTOpHBIX padoT
Onucanune QyHKUUHN Ci1y>KObI 110 pabOTE C EPCOHATIOM.
OO11e MoJokKEHUs 0 KapoBoil ciyx0e 1mo padoTe ¢ MepcoHaIoM B OpraHU3alHH.
Pa3paboTka opraHu3aIiOHHON CTPYKTYypa OT/elNa M0 paboTe ¢ TIEPCOHAIIOM.
Komriekcsl KaipoBOil TOKYMEHTAIMH B OpraHU3alUH.
Odopmiienne npuema Ha paboTy (TPYAOBOM JOTOBODP).
Odopmnenue nepeBoja.
Vuyer, BeficHNe, XpaHEHUE TPYIOBBIX KHIKEK.
ITatHOE pacnucaHue.

14.2. TpeﬁoBaHnﬂ K OCHOYHBIM MaTepuajgamMm AJd JUll ¢ OrPaHHYCHHBIMHA BO3MOKHOCTAMU
310PpOBbS U UHBAJIUA0B
I[J'IH JiiI ¢ OrpaHM4YCHHBIMH BO3MOKHOCTAMU 3J0POBbA U MHBAJIMAOB MPEAYCMOTPCHBI JOIMOJIHU -
TCJIBHBIC OLICHOYHBIC MATCPHUAJIbI, IICPCUCHb KOTOPLIX YKa3aH B Ta6J'II/II_IC 14.
Ta6J'H/IIIa 14 — I[OHOJ'IHI/ITeJ'II)HBIe MaTtepuajibl OUCHUBAHUA AJIA JIUL C OrpaHUYCHHBIMH BO3MOXXHOCTAMU
340POBbLS U UHBAJINIOB

Kareropuu Bunpl TOIIOMHUTEIBHBIX OLIEHOYHBIX @OopMBbI KOHTPOJIS U OLIEHKH
oOyJarommxcs MaTepHalioB pe3yJIbTaTOB O0y4YEeHUS

TecTbl, MUCEMEHHBIE CAMOCTOSITEIbHbIE
paboThl, BOIIPOCHI K 3a4ETY,
KOHTPOJIbHBIE Pa0OTHI

[TpenmytiecTBEHHO MUCHMEHHAS
npoBepKa

C HapymieHusiMu
ciyxa

C napymenussmu | CobecenioBaHme 10 BONpocaM K 3a4eTy, | [IpenMyliecTBeHHO yCTHas IpoBepKa
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3peHus ONpoC MO TEPMUHAM (MHIUBUYaJIbHO)
C HapylieHUs MU Pewienne AucTaHIIMOHHBIX TECTOB,
OIIOpHO- KOHTPOJIbHBIE Pa0OThI, MUCbMEHHbIe | [IpenMylecTBeHHO AUCTaHIMOHHBIMU
JIBUTATEJILHOTO CaMOCTOSITENIbHBIE PabOTHI, BOIIPOCHI K METOAaMH
anmnapara 3aueTy
C orpannueHussMU 10 | TeCThbl, MUCbMEHHBIE CAMOCTOSATEIbHbBIC [IpenmyiiecTBEHHO MPOBEPKA
00IIeMe TUITUHCKUM paboThI, BOMIPOCHI K 3a4eTy, METOAaMU UCXOS U3 COCTOSIHUS
MOKAa3aHUSIM KOHTPOJIbHBIE PA0O0THI, YCTHBIE OTBETHI | 00y4aromerocsi Ha MOMEHT MPOBEPKHU

14.3. MeTtoauueckue peKoMeHAAIMH M0 OLEeHOYHBIM MaTepHaJIaM Jisl JUIl ¢ OTPAHHYeHHbIMU
BO3MOKHOCTSIMH 310POBbSI H HHBAJIN/I0B

Jis M1l ¢ orpaHUYEeHHBIMH BO3MOXKHOCTSIMHU 37I0POBBSI M MHBAJIUIOB TPEAYyCMAaTPUBACTCS JI0-
cTynHas Gopma npeoCcTaBIeHNs 3aJaHNil OIIEHOYHBIX CPECTB, @ IMEHHO:

- B Ie4aTHOU (hopme;

— B TIEYaTHOM (hOpMe C yBEITHUECHHBIM IIPUPTOM;

— B (hOpME IITEKTPOHHOTO JIOKYMEHTA;

- METO/IOM YTEHUS ACCUCTEHTOM 3a/IaHUs BCIYX;

- MPEOCTABICHUE 3a/IaHUS C UCTIONB30BAaHUEM CYPJIOTIEPEBO/IA.

JIlunam ¢ OrpaHWYEeHHBIMH BO3MOXKHOCTSIMU 3JI0POBbsI M MHBAJIMJAM YBEIMYUBAECTCS BpeMs Ha
MIOJITOTOBKY OTBETOB Ha KOHTPOJIbHBIE BONPOCHL. i1 TaKMX 00yJaroImuxcsi MpeycMaTpruBaeTCsl TOCTYII -
Hast popMa MpeoCTaBICHHs OTBETOB Ha 3a/1aHUs, @ UMEHHO:

- MMCbMEHHO Ha Oymare;

- HabOp OTBETOB Ha KOMITBIOTEPE;

- Ha0Op OTBETOB C MCIIOJIH30BAHUEM YCIIYT aCCUCTEHTA;

— MIPE/ICTaBJICHUE OTBETOB YCTHO.

[Ipouienypa oneHUBAaHUS PE3YIHTATOB OOYUYEHUS JIMII C OTPAHUYECHHBIMUA BO3MOXKHOCTSIMH 3/10pO-
Bbsl M1 MHBAIMJOB M0 JUCLUIUIMHE MpeIyCcMaTpUBAET MpeaocTaBieHue nHpopmanun B Gopmax, aaanTH -
POBAHHBIX K OTPAaHMYCHUSAM HX 3[J0POBBS U BOCHPUATHS HH(OPMALIIH:

JI1s1 M1 ¢ HApyIIeHUSIMM 3PeHust:

- B (hOpMe IITEKTPOHHOTO JIOKYMEHTA;

- B IIEYaTHOM (hopMe YBEINYEHHBIM MIPH(TOM.

JI1s1 JIMI ¢ HApYIIEHUSIMHM CJIyXa:

- B ()OpME IITEKTPOHHOTO JIOKYMEHTA;

- B IeyaTHou (opme.

JI1s1 1M1 ¢ HAPYUIEHUSIMM ONIOPHO-ABUTaTe/ILHOI0 annapara:

— B (hOpMe IITEKTPOHHOTO JIOKYMEHTA;

- B Ie4aTHoOU opme.

[Tpy HEOOXOMUMOCTH /TS JIUI] C OTPAHUYCHHBIMH BO3MOXXHOCTSIMH 3/I0POBbS 1 MHBAJUIOB TIPOIIE-
Jypa OLCHUBAHMS PE3YIbTATOB O0YYCHHUSI MOXKET IPOBOIUTHCS B HECKOJIBKO JTAIlOB.
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