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PABOYA A [TPOI'PAMMA JJTUCTIUTIJIMHBI
Kagposbliii yuer

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT

HampaBnenue noaroroBku / cneruaibHOCTh: 38.03.03 YnpasieHue nepconaiom
HanpaenenHocts (mpoduiib) / cienuanu3anys: YnpapjieHHe MepcoHaIoM OpraHu3anuu
®dopma 0O0ydeHHS: OUHASA

®akynpreT: P, IKOHOMHUYECKHUI PaKyJIbTEeT

Kadenpa: Menem:kmenTa, Kadgenpa meHexxmenTa

Kypc: 4

Cemectp: 7

VY4eOns1ii mnan zHabopa 2020 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 OO0m1as Tpy10eMKOCTh 144 144 4acoB
4.0 4.0 3.E.

3au€T C OLIEHKOM: 7 ceMecTp

Tomck
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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHll Ha 3aCCJaHuM Kil(i)ﬁ;[pbl
nporokot Ne 10  oT « 28 » 11 2019 r
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 omoOpeHa Ha 3acemaHuu Kadenpsl MeHEKMEHTa «  » 20 roma, IPOTOKOJ
No .

PazpaboTuuk:

JIOLICHT Kad). MCHEDKMEHTA A. B. boromoioBa

3aBenyronmii o0ecnieunBaromeii kad.
MenemxMeHTa M. A. Adonacoa

Pabouast mporpamMmMa IUCIMITIIMHBI COIIACOBaHa ¢ (DaKyIbTETOM U BBINTycKaroueil kadeapoii:

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

MenemxmMeHTa M. A. AdonacoBa
OKCIIepTHI:

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

JlonieHT Kadeapbl MEHEPKMEHTA B. H. XKwuranosa
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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

Huctunnuna «Kagposerit yuer» (b1.5.3.9) otHocuTes k 6moky 1 (6a3oBast 4acts).

[IpeamecTByOMUMH THCIUILITHHAMHA, (POPMUPYIOIUMH HadaIbHBIC 3HAHUSA, SABIAIOTCS: JlIoOKyMeH-
TaIMOHHOE ofOecreueHue yrnpasieHus nepconaiom, Kagposoe mianuposanue, Ormiara Tpy/Ja nepcoHana,
OCHOBBI OpraHu3aNyy Tpyaa, TpyaoBoe U TpaxaaHCKOE MPaBo, YTIpaBIeHUE Kaphepoid, YIpaBieHUe mep-
COHAJIOM OpraHU3aluy, YIPaBJICHUE YEIOBEUECKUMHU PECYPCAMU, Y UET U aHAJIN3.

[Tocnenyromumu TucHUIUIMHAMU SBISIIOTCS: [IpakTuka 1o nonydeHuo npodeccuoHalIbHbIX yMe-
HUH U onbITa pohecCHOHANBHON neaTenbHOCTH, [IpenaunaoMuas mpakTuka.

3. TpeGoBaHus K pe3yJbTaTaM OCBOCHUS JUCHHUIIIMHBI

[Tpouecc n3yueHus: AMCUUILIMHBI HaMpaBjieH Ha (JOPMUPOBAHUE CIEAYIOIUX KOMIIETEHIUH:

— OIIK-2 3nannem Kozekca 00 agMMHUCTpaTUBHBIX NpaBoHapymeHusx Poccuiickoit denepa-
UM, YrojaoBHOro kojekca Poccuiickoit deaepanu 1 MHBIX (eiepallbHbIX 3aKOHOB B YaCTU ONPEeNICHUs
OTBETCTBEHHOCTH 32 HapyILIEHUs TPYJOBOIO 3aKOHOAATENHCTBA M MHBIX AKTOB, COZEPKALINX HOPMBI TPY-
JIOBOTO TpaBa, ['paxkaanckoro koaekca Poccuiickorn denepanny B 4aCTH, OTHOCAIIEHUCS K JIESITEIbHOCTH
KaJpOBOH CITyXOBI;

— TIK-12 3HaHmeM OCHOB pa3paOOTKH W BHEAPEHUS KAJAPOBON W YIPABICHUECCKOW TOKYMEHTA-
[[UU, ONITUMU3ALUU JOKYMEHTO000pOTa U cXeM (PYHKIIMOHAJIBHBIX B3aUMOCBSI3EH MEXy MOApa3esIeHus -
MU, OCHOB pa3pa0OTKU U BHEIPEHUS MPOLEAYp PETyIHPOBAHUS TPYIOBBIX OTHOIICHUH U COMPOBOXKIAIO-
el JOKYMEHTAIUY;

B pesynprare u3ydeHus IUCIHUIIMHBI 00YJaIOIUNACS TOJIKEH:

— 3HATh CUCTEMbl JOKYMEHTAIUH, KJIAaCCU(PHUKAINIO JOKYMEHTOB KaJpOBON CIIy>KObl OpraHu3a-
IIH, BUJbI, HA3HAUYCHHUE U COCTaB KaJIpOBOM JOKYMEHTAIMH; TpeOoBaHus 3aKoHoaTebecTBa PO conepxa-
[IMX HOPMBI TPYZAOBOTO MpaBa OTHOCAMLICHCS K NEATENIbHOCTH KaJpOBOM CITY»KObI; CHCTEMY HOPMAaTHBHO-
IIPABOBBIX AKTOB; OCHOBHBIE MPUHIMUIBI IPABOBOIO PETYIMPOBAaHUS TPYAOBOM NEATEIBHOCTH; BHIBI OT-
BETCTBEHHOCTH 3a HapyLIEHHE TPYIOBOIO 3aKOHOJATEIhCTBA, HOPMBI TPYIOBOTO IpaBa, OCOOEHHOCTHU
BO3HUKHOBEHUS, U3MEHEHUS M MPEKpaIlCHUs aJIMUHUCTPAaTUBHBIX IPABOOTHOILICHUH; OCHOBBI pa3pa-
OOTKM U BHEIPEHHs KaApOBOW M YNpaBICHUYECKOW JTOKYMEHTAlMH, ONTUMH3AINHN JOKYMEHTOO00pOTa U
cxeM (pyHKIIMOHAIBHBIX B3aMMOCBS3EH MEXKIY MOAPa3/IeICHUsIMHU.

— yMmeThb pa3pabarbiBaTh U 0GOPMIISITH HOPMATUBHBIE TOKYMEHTHI KaJPOBOW CITY»KObI OpraHu3a-
I[UU, COCTABIATh U OPOPMIIATH OPraHU3ALMOHHO - PACIIOPAIUTENbHbBIE JOKYMEHTHI U JOKYMEHTHI, COIPO-
BOJK/IAIOIIME TPYAOBBIE MPOILECCHI, BECTU y4YET KaJpOB; UCIOIB30BATh, COCTABIATH U O(QOPMIIATEH JOKY-
MEHTBI B COOTBETCTBHH C TPEOOBaHHUSIMHU IrOCYJAapCTBEHHBIX CTaHJIAPTOB; OPTaHU30BHIBATh, IUIAHUPOBATH
¥ KOHTPOJIUPOBATH JOKYMEHTOOOOPOT M CXeMbI (DYHKIIHOHAIBHBIX B3aUMOCBS3€H MEXKITy MOIPa3IeICHUs -
MU; OPUEHTUPOBATHCSI B CUCTEME HOPMATUBHO-IIPABOBBIX aKTOB, PErIaMEHTUPYIOUINX chepy nmpodeccuo-
HAJIBHOW JIeATENIbHOCTH; MCIOIb30BaTh MPABOBBIE HOPMBI B NMPO()ECCHOHATBHON AEATEIbHOCTH; MPOBO-
JUTh MPABOBYIO KBAU(DUKAINIO PAKTHUECKUX OOCTOATEIbCTB.
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BJIa/IeTh METOJaMHU BEICHUS JICIIONPOU3BOACTBA B KaIPOBOM CIIy:KO€; TEXHOJIOTHEl COoCTaBIIe-

HUSL 1 OOPMIICHHS JOKYMEHTOB I10 IMYHOMY COCTaBY; HaBbIKaMH O(OPMIICHHS KaJpOBON U yIpaBIeHYE -
CKOM JOKYMEHTALIMH IO PETyIMPOBAHMIO TPYAOBBIX OTHOLICHWM; HABBIKAMH HCIIOJIb30BAaHUSA IPABOBBIX

HOPM B IIPO(ECCHOHAIBHON AEATEIbHOCTH.

4. O0beM QUCHHUILIMHBI U BUABI Y4eOHOI padoThl
OO01mast TPyI0eMKOCTh AUCIUILTHHBI cOCTaBsAeT 4.0 3a4eTHBIX €AWHUIILI U MIPE/ICTABICHA B Ta0JIH -

ne 4.1.
Tabmuma 4.1 — TpyA0eMKOCTh TUCIUILTHHBI

Bunpl yueOHOI gesITeNbHOCTH Bcero vacos CemecTpsl
7 cemecTp
AynuaTopHbIe 3aHATHS (BCETO) 72 72
Jlexuuu 36 36
JlaGopartopHbie pabOThI 36 36
CamocTosiTenbpHas padboTa (Bcero) 72 72
OdopmieHne oT4eToB 10 Ja00paTOpHBIM paboTam 24 24
[ToxaroroBka k maboparopHbeIM paboTam 20 20
[TpopaboTka JIEKIIMOHHOTO MaTepuaia 28 28
Bcero (0e3 ax3amena) 144 144
OO6mast Tpy1I0€MKOCTb, 4 144 144
3aueTHble EquHuib 4.0 4.0
5. CoaeprxaHue AUCHUIIMHBI
5.1. Pa3nesbl AMCHMILIMHBI M BUAbI 3aHATHI
Paznensl TUCHUIUTAHEI ¥ BUBI 3aHATHN IPUBEACHBI B Tabmmiie S.1.
Tabmuia 5.1 — Pa3aensl AUCIMIIIMHBI U BUABI 3aHATUN
Bcero
4acoB
JIao0. Cam. dopmupyemblie
HazBanus pa3aenoB 1UCHUIUIMHBI Jlex., u (Ge3
pab.,u | pab.,u KOMIIETEHIIUU
9K3aMEH
a)
7 cemecTp
1 Ilpenmer, 3amaun, CTPYKTypa, COACPIKAHNE 2 0 4 6 OIIK-2, T1K-12
Kypca.
2 CoBpeMeHHas MpaBoBas periiaMeHTaIus J10- 6 0 4 10 OIIK-2, ITIK-12
KYMEHTHPOBAHHUS KaJJpOBOM JI€ATEIBHOCTHU B
3aKOHOJATEIbHBIX HOPMAaTHUBHBIX aKTaxX
3 MecTo KaapoBOM CIy>KObI B CUCTEME YIIpaB- 6 8 14 28 OIIK-2, I1K-12
JICHUsI TIEPCOHAJIOM. 3aJ]aul KaJpOBOU CITyXK-
OBl B IOKYMEHTAIIMOHHOM 00€CIIeYeHUN
ynpasieHus nepconangoM. [lonarue kaaposo-
IO JIEJIONIPOU3BOJCTBA
4 O6mmuit cocTaB ¥ BUIBI KaIPOBBIX JTOKYMEH- 4 4 16 24 OIIK-2, IIK-12
ToB. CHcTeMa y4yeTa KaJIpOBbIX IOKYMEHTOB.
5 ®yHKIMH c1yXO0bl KaJPOB MO JOKYMEHTH- 6 10 14 30 OIIK-2, IIK-12
POBaHUIO JIBUKEHHUSI IEPCOHAJIA U YUETY JI4-
HOT'0 COCTaBa
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IpaBoBast
periaMeHTanus
JIOKYMEHTHUPOBAHUS
KaJIpOBOM
JIeATEIIHHOCTH B
3aKOHOIATCIIBHBIX
HOPMaTUBHBIX aKTax

CIIy>KOBbI YIIpaBJIeHUsl IepcoHaioM B Tpyo-
BOM Koziekce Poccuiickoit @enepanuu. De-
JiepanbHbli 3ak0H Poccuiickoii denepanmun
«O0 unpopmarum, UHOOPMAITMOHHBIX TEX-
HOJIOTHAX M O 3aluTe HHPOpMaLUm» o pabo-
T€ C MEPCOHAIBLHBIMU JaHHBIMU, OTHECEHHBI-
MU K KaTeropuu KOH(QUICHIIMATbEHOU HHDOP-
MaIuu, U 00 00s13aTeIbHOCTH TOKYMEHTHPO-
BaHus. [IeHcnoHHOE 3aKkoHOaTeNbCTBO. De-
JiepajibHbIE 3aKOHBI O MOPSJIKE JOKYMEHTH-
pOBaHUsA TPYAOBBIX OTHOLIEHUN. YKa3sl [Ipe-
3UJIeHTa, noctaHosyeHus IpaBurenscTBa
Poccuiickont @enepannu. Hopmarususie
aKTBI, COJIEprKaIllle HOPMBI TPYAOBOTO Mpa-
Ba, M3/1aHHbIC (peepaTbHBIMU OpTaHAMH HC-
MOJIHUTEITFHOM BIaCTH. ATbOOM YHUDHITHPO-
BaHHBIX ()OPM MEPBUYHON YUETHOM JOKY-
MEHTAIUH 110 TPYAY U €ro OIulaTe, MEeXOT-
paciieBble YKpYITHEHHbIE HOPMaTUBBI BpEMe-
HU Ha paboThl O KOMILJIEKTOBAHUIO U YUETY
KaJpoB, KBaTU(PUKAITMOHHBIE CIIPABOYHUKHU
JIOJDKHOCTEN PYKOBOJIUTENEH, CIICIIMATIMCTOB
U JPYTHUX CIyXallUX, a TAK)Ke WHbIE HOpMa-
TUBHbIE, HOPMaTUBHO-METOANYECKHUE aKThI U
HOPMAaTUBHO-CIIPABOYHBIE IOKYMEHTHI, TPHU-

6 O6mue TpeOboBaHMs K COCTaBICHUIO U 8 14 16 38 OIIK-2, TIK-12
0(opMIICHUIO JOKYMEHTOB YIIPABICHHUS.
OcHOBHBIE TOKYMEHTHI YIIPaBJICHUS MIEPCOHA-
JIOM.
7 TpeboBaHus Kk pa3paboTke U 0POPMICHUIO 4 0 4 8 OIIK-2, I1K-12
TexHosorus yyera u XpaHeHHs KaJpoBOH J10-
KyMEHTAIIUH.
Hroro 3a cemectp 36 36 72 144
Hroro 36 36 72 144
5.2. Coaep:xanue pa3aesioB JMCHUILIHHBI (110 JIEKIIASIM)
ConeprkaHre pa3IesoB TUCIUILIAH (TI0 JICKITHSAM) IPUBEICHO B Tabmwmie 5.2.
Tabmuua 5.2 — CopeprkaHue pa3esaoB TUCIUILINH (TI0 JEKITHSIM)
Copeprxanue pa3aenoB JUCHUILIUHEL (0 | TpynoemkocTs, | DopMupyemblie
Hazpanus paznenon Acp pasit fmch ( pyA ’ PMHPY
JIEKIIHSIM) q KOMIIETCHITUHI
7 cemecTp
1 TIpenmer, 3amaum, [Ipenmer, 3agaun, CTpyKTypa, COJIEPKAHUE 2 OIIK-2, TTIK-12
CTPYKTYpa, Kypca. CBsI3b C APYTUMH TUCUUATIITHHAMU
coJiepKaHue Kypca. JIOKYMEHTOBEJICHHIE, OpraHU3aIus U TEXHO-
JIOTUS IOKYMEHTAIIMOHHOTO 00ECTICUCHHU S
yIpaBiIeHUs, TPYAOBOE, aAMHUHUCTPATUBHOE
paBo, yIpaBjieHUE MEPCOHATIOM, JOKYMEH-
TUPOBaHUE TPYJAOBBIX MPABOOTHOIICHH U
ap.
Hroro 2
2 CoBpemeHHas IIpaBoBas pernmaMeHTanus €SI TEIbHOCTH 6 OIIK-2, TTIK-12
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MEHSIEMBIE B JIEATEILHOCTH CIY»KO ympase-
Hus nepconanom.Mcnonp3oBanue oduiepoc-
CUHICKHUX KJTacCU()UKATOPOB TEXHUKO-IKOHO-
MUYECKON ¥ COIMAIbHON HH(pOpMAIINH KaT-
POBBIMU CITy>KOamu.

Hroro
3 MecTo KagpoBoii IlonsTHE M OmpeneeHne nmpouecca J0Ky- OIIK-2, [IK-12
CIIy>KOBI B CUCTEME MEHTAI[MOHHOTO 00eCTIeYeHHsI YIPaBICHUS
yIPaBICHUS NIEPCOHAJIOM OPTraHU3alluHU, POJIb JOKYMEH-
MepCcoHaNOM. 3a7laul | TOB B YIIPaBJICHYECKON Jesi-
KaZpOBOH CITyObI B TENbHOCTHU.PernaMeHTanus AesTeIbHOCTH
JOKYMEHTAIIMOHHOM | CITY>KOBI B TIOJIOKEHUU O CTPYKTYPHOM
o0ecrieyeHnn nojpaszzaeneHud. OCHOBHbBIE (PYHKIIMH CITYX-
yIpaBIeHUS 0561 0 paboTe ¢ nepcoHanoM. /[Be ocCHOBHbIE
nepconasnom. [TousaTue | QpyHKIMM KaapoBO# cIyXObl: yrpaBieHUe
KaJIpOBOTO MePCOHANOM U 0(OPMIIEHHE TPYIOBBIX OTHO-
JIEJI0NPOU3BO/ICTBA menuil. Ponb 1 3amaun kaapoBoi ciyxObl B
cucTteme ymnpasiieHus nepconanom. [loxpas-
JieNieHust KaJpoBoi ciyk0bl. Kagpossie 110-
KYMEHTBI KaK COLIMAJIbHO 3HAYMMBbIE JOKY-
MEHTBI OpraHU3alNH, PETYIUPYIOIINE TPYIO-
BbI€ MPAaBOOTHOILIEHUSI.
Hroro
4 O0mmii cocTaB 1 Enunbnii mopsaok opopMiIeHUs TPYIOBBIX OIIK-2, TTIK-12
BUJIbI KaJJPOBBIX NPaBOOTHOIICHUH (YHU(DUIIUPOBAHHBIE CH-
NOKyMeHTOB. CucreMa |cTeMbl HEPBUYHOM yUeTHON JOKyMEHTALIUN).
yueTa KaJpOoBbIX Bunbl kaipoBbIX TOKYMEHTOB (TPYIOBOM J0-
JIOKYMEHTOB. TOBOp, TPYZIOBasi KHM)KKA M BKJIAJIBILI K HEH,
IIpUKa3bl O IpUEME, MIEPEBOJIE, YBOJILHEHUH,
HOOILPEHNH, TpaduK OTIYCKOB U Ap.). Dop-
MBI yueTta. Perucrpanust KapoBbIX pacriopsi-
JUTETbHBIX JOKYMEHTOB B 3aBUCUMOCTH OT
CPOKOB XpaHEHHUS.
Hroro
5 OyHKIMH CITYXKObI 3HaueHNe IUIaHUPOBAHMS TPYIOBBIX PECYpP- OIIK-2, IIK-12

KaJpOB 110
JIOKYMEHTHPOBAHHIO
JBUKEHUS IIEpCOHaNa U
y4eTy JINYHOTO COCTaBa

COB JUIs1 KOMIUIEKTOBAaHUS OpraHU3alluu Kaji-
pamu. OTIeHKa UMEFOIITUXCS TPYIOBBIX pe-
CYpCOB M OyIyIIMX MOTPEOHOCTEH B Kajpax.
VYyactue ciyxO0bl mepcoHasia B MOATOTOBKE
MEePCHEKTUBHBIX U TPYIOBBIX IUIAHOB IO TPY-
Iy ¥ KazipaM. V3ydeHne NBHKEeHUS U TIPH-
YUH TEeKY4YeCTH KaJIpoB, pa3paboTka Mepo-
MPUATUHI N0 UX YCTPAHEHMIO.3a1a4M CITyK-
OBl yIpaBJIeHUs] IEPCOHAJIOM I10 obecreye-
HUIO JISSTEIbHOCTH Ka/IPOB, KAPbEPHOTO PO-
cta nepconana. [loaroroBka pesepsa ais
BBbI/IBIDKEHUS paboTHUKOB. VccnenoBanue
pbIHKa paboueii cuiibl. OTOOp nepcoHaa.
[{emu or6opa. OrieHka cmiocoOHOCTEHN U KBa-
auQUKaLUU TPETEHCHTOB. AHAIIN3 JOKY-
MEHTOB. 3HaYeHHEe co0eceJ0BaHNUs C PETEeH-
JICHTaMU JUIsl 0TOOpa KaJpoB. YCTaHOBIICHHE
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UCTIBITATEILHOTO CPOKa MPH MpHEeMe Ha pa-
oory.

Hroro

6 Obmue TpeboBaHUs K
COCTAaBJICHUIO U

0 OopMIIEHHUTO
JOKYMEHTOB
ynpaBneHI/m.
OcHOBHBIE TOKYMEHTHI
YIIpaBICHUS
MIEPCOHAIOM.

OdopmiieHre opraHn3aluOHHO-PACTIOPS M-
TENbHON JOKYMEHTALIMU C IPUMEHEHUEM
I'OCT P 6.30 — 2003. 13yuyenue TpeboBaHuit
K opopmiieHuIo pekBu3UTOB. brianku, dop-
MBI, 00pa3ibl TOKyMeHTOB.CTpyKTypa KaJi-
POBOI HH(POPMALIMOHHO-JOKYMEHTAI[HOHHON
cuctembl. HopmaTrBHAast 1 HOpMaTUBHO-
cnpaBoy4Has qokyMeHTanus.Inanosas kan-
poBas JokyMeHTalus. OpraHu3aoHHO-
npaBoBas JokymeHTanus.IlepconanpHas no-
KyMeHTanus. JloroBopHasi JOKYMEHTAaIIMsL.
PacniopsurenbHas qokymeHTanus. Y ueTHast
KaJpoBas JoKyMeHTauus. JlokymeHTalus 1mno
yueTy pabodero BpeMeHH U pacueToB C Iep-
coHanoM.OT4eTHas U OTYETHO-CIIPABOYHAS
JIOKyMEHTaIusl.

Hroro

OIIK-2, IIK-12

7 TpeGoBanus k
pa3paboTke 1

o opMIIEHUTIO
TexHonorus yuera u
XPaHEHUS KaJpOBOU
JOKYMEHTAIIUH.

HopmartuBHOE 3akperniieHre npaBoBoro cra-
Tyca ¥ BUJIOB paloT CIIy>KObI yIpaBiIeHUs
IIEPCOHAJIOM B MOJIOKEHUH O CITYKOe U
JOJDKHOCTHBIX MHCTPYKIMSIX. B3aumoneii-
CTBHE CITY>KOBI C IPYTUMH CTPYKTYPHBIMH
OpraHu3alUsIMU B XO/I€ BHITIOJIHEHUS €€ 3a-
nad 1 GyHKuui. MHCTPYKIHS 10 JeOpon3-
BOJICTBY KaJJpOBOM CITy>OBbI: CTPYKTypa J0-
KYMEHTA U aCIEeKThl OpraHU3aIl[MOHHOM pe-
IJIAMEHTAlMU. 3aKpeneHne B MHCTPYKIUH
JIeATeJIbHOCTH PAOOTHUKOB KaJpOBOM CITYXK-
Obl, MPUMEHAEMON TPU TPAJAULIMOHHON WIIN
ABTOMATH3UPOBAHHOM TEXHOJIOTHH 00pa-
OOTKH U XpaHEHHUs TIEPCOHANIBHBIX 1aHHBIX.
CoBpeMeHHbIE TPOrpaMMHbIE IPOAYKTHI, UC-
HOJIb3yeMbIE JUIsl JOKYMEHTUPOBAHHUS Jesl-
TEIBHOCTHU KaAPOBOU CITykKObI U pabOTHI C
JIOKYMEHTaMH T10 IMYHOMY cOcTaBy. ba3bl
JAHHBIX 110 nepcoHaity. Pabora ¢ nocerute-
JSIMM B KaJIpOBOH ciyx0e.

Hroro

4

OIIK-2, [IK-12

Hroro 3a cemectp

36

5.3. Pa3neqbl AMCUMINIMHBI M MEKIMCUMININHAPHBIE CBSA3H ¢ 00eceYnBAKIIMMH (NPeAbITYyLIUMHU)

H 00ecreunBaeMbIMU (HOCJIC)IyIOIJ.[I/IMI/I) AUCHUIIVIMHAMHA

Pazmensl AUCTIUTUIMHBI M MEKIUCITUTUIMHAPHBIC CBSI3M C 00€CTICUMBAOIIMME (TIPEABIAYIIUMA) H

obecrneunBaeMbIMH (ITOCIEIYIOIMMHI) TUCIUTUTHHAMH TIPEICTaBICHBI B Tabumie 5.3.

Tabmua 5.3 — Pa3gens! AUCHUIUIMHBL U MEXIUCIIUIUIMHAPHBIE CBS3H

HaumeHoBaHue QUCHMILIHH

Ne pasnennoB JaHHOM JUCHUIUIMHBL, JIJIS KOTOPBIX HEOOXOIUMO
M3y4eHHEe 00eCTICUMBAONIUX U 00€CTIeYNBACMbIX JUCIIUILTUH

1 2 3

4

5

6

7
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[IpeamecTByrOmMME TUCITUATITUHBI

1 JIokyMeHTaIIMOHHOE O0eCTICUeHHE n N N n N n n
yIpaBJIeHUsI IEPCOHATIOM
2 KanpoBoe miIaHupOBaHUE + + +
3 Omnara Tpyza nepcosaina + + +
4 OCHOBBI OpraHu3aluu Tpyaa +
5 TpynoBoe u rpaxxJaHcKoe IpaBo + + + + +
6 YnpapneHue Kkapbepoit +
TIPaBJICHHE T HAaJIOM OpTaHH-
7 YrpaBieHue MepCoOHAIIOM Opra + n . n
3a1uu
8 YmpaBieHue 4en0BeYeCKUMU pe- n n .
cypcamu
9 Yuer u ananus + + + + + + +
[Tocnenyromue TUCIUTIITUHBL
1 [IpakTuka no noay4yeHuro npodec-
CHOHAJIBHBIX YMEHHI U OTBITA MPO- +
(heccruoHaNBHON 1eATENHHOCTH
2 IlpepauruioMHas mpakTHKa + + + +

5.4. CooTBeTCcTBHE KOMIIETeHINI, (POPMUPYEMBIX PH U3YYECHUHU AUCUMILIMHBI, M BU/10B 3aHATHI
CooTBeTcTBHE KOMIETEHLUH, (POPMUPYEMBIX MPU HM3YYEHUHM IUCLMIUIMHBI, M BHJIOB 3aHATHH

IIPEJICTaBJICHO B Ta0IMIIE

5.4.

Tabmuua 5.4 — CooTBETCTBUE KOMIIETEHIUH, (POPMUPYEMBIX MTPH U3YYEHUH TUCIUILTUHBI, U BUIOB 3aHS -

THH
Kommerennu Bune! 3anaTHit
@DopMbI KOHTPOJIS
H Jlek. JIab. pao. Cam. pa0.
OIIK-2 + + + OtueT mo naboparopHoi padoTe,
Ompoc Ha 3ausTusx, Tect, 3auér
C OIICHKOH
IIK-12 + + + OtueTt mo nabopatopHoi padoTe,
Omnpoc Ha 3ausTUAX, Tect, 3auéT
C OIICHKOH

6. UaTepakTuBHBIC MeTOABI M (POPMBbI OPraHU3ANMHU 00yUEeHHUS
He mpenycmotpeno PVYII

7. JIabopaTopHblie padoThI

HanmenoBanue nabopatopHbIx padoT npuBeaeHo B Tadbmune 7.1.
Tabmuna 7.1 — HammeHoBaHue 1a0OpaTOPHBIX padoT

CornacosaHa Ha noprtane N2 50678

Tpynoemkocts, | Dopmupyembie
Hazpanus pa3znenos HaumenoBanue nabopatopHbix padboT Py ’ pMHDY
q KOMITCTECHITUT
7 cemecTp
3 Mecto kaapoBoi Omnucanne GyHKIMI CiIyX0bI 110 padoTe ¢ 8 OIIK-2, IIK-12
CITyOBbI B CUCTEME nepcoHanioM. OOIIHe MOJIOKEHUS O KapOBOI
yIpaBJICHUS ciryx0e 1o paboTe ¢ MepcoHaIoM B OpraHu-
nepcoHanoM. 3agaun | 3anuu.Pa3paboTka opraHu3aiuoOHHON CTPYK-
KaJpoBOii cIyxObl B | Typa OoT/Jela o paboTe ¢ MepcoHaNIoM.
JOKYMEHTAUHOHHOM |y o o 8
8



o0ecrieueHn

yIIpaBJICHUS
nepconanom. ITonstue
Ka/IpOBOTO
JIeJIOTIPOU3BOJICTBA
4 O6muii cocTaB u Kommnekcs! kagpoBoil TOKyMEHTaluu B Op- 4 OIIK-2, [IK-12
BUJIbI KaJIPOBBIX raHu3alum.
noKyMeHTOB. Cucrema Vroro 4
ydyeTa KaJpOBBIX
JTIOKYMEHTOB.
5 @ynkiun cnyx6sl | Odopmiienue npreMa Ha padoTy (TpyaoBoi 10 OIIK-2, [IK-12
KaJIpOB TIO noroBop).Odopmiienne nepeBoja. Yuer, Bese-
JOKYMEHTHUPOBAHUIO | HHME, XpaHEeHUe TPYyHOoBbIX KHMKeK.[ITaTHOE
JIBYDKEHHMS TIEPCOHATIA | pacTICaHue.
U Y4eTy JUYHOTO Vroro 10
cocTaBa
6 O6mue tpeboBanus | [lopsaok opopmIIeHHS U PEruCTPALUU NIPH- 14 OIIK-2, [IK-12
K COCTaBJICHUIO U Ka30B. DOPMBI PUKA30B IO JTUYHOMY COCTa-
oopmieHuIo By.IlepBuunble yueTHble ToKkyMeHThL. [Ipons-
JIOKYMEHTOB BOJIHBIE (BTOPHYHBIC) YUETHBIE IOKYMEH-
yIpaBIICHUS. ThL. YHU(ULUPOBaHHbIE (POPMBI JOKYMEHTOB
OCHOBHBIE IOKyMEHTHI | TSI yueTa pabodero BpeMEeH! U pacueTa 3a-
yIpaBJIeHUS pabOTHOM TUIATHI.
i} HAJIOM.
CpcOHAIo Uroro 14
Hroro 3a cemectp 36

8. [IpakTHYeckue 3aHATHSA (CEMUHAPBHI)

He npenycmotrpeno PVYII.
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Tabimue 9.1.

9. CamocTrosiTesqibHasi paboTa
Bunbr camocTosTenbHOM paboThI, TPYAOEMKOCTh U (POPMUPYEMbIE KOMIIETCHIINH TPE/ICTABICHBI B

Tabmura 9.1 — Buasl caMoCTOSTEIBHON pabOThI, TPYAOEMKOCTh U (DOPMHUPYEMBbIE KOMIIETEHITUN

Bunsl camocrositensHol | TpynoemkocTs, | DopMupyemMblie
HasBanns paznenos a Py ’ PMHPY @DOpMBI KOHTPOJIA
paboThI q KOMITETEHI[HA
7 cemecTp
1 Tlpenmer, 3amaun, |[IpopaboTka JIEKIIMOHHO- 4 OIIK-2, ITK-12 |3a4éT c oneHKOH,
CTPYKTYpa, ro Marepuana Omnpoc Ha 3aHATHSIX,
conepkaHue Kypea. | pr. . Tect
2 CoBpemeHHas [TpopaboTka JTeKIHOHHO- OIIK-2, [1K-12 |3au€T c oLeHKou,
paBoBast ro Marepuana Omnpoc Ha 3aHATHSX,
pernaMeHTanus Hrtoro 4 Tect
JOKYMEHTHPOBAHUS
KaJIpOBOM
JeSITEIbHOCTH B
3aKOHO/ATEIbHBIX
HOPMATUBHBIX aKTax
3 Mecro kagpoBoii | [IpopaboTka JTeKIIMOHHO- 4 OIIK-2, I1K-12 |3auéT c oueHKou,
CIIy>kOBbI B CUCTEME |TO MaTepuana Omnpoc Ha 3aHATHSX,
TIpaBIICHUS TYET I -
yHpasJe [Toarororka k nmaboparop- 4 Ore o JéaGOp a
MEPCOHANOM. |y naGoTam TOpHOI paborte,
3anaun KaJapoBOH Tect
CIIyXOBI B OdopmiteHne 0T4ETOB 1O 6
JOKYMEHTALHOHHOM | TA00PaTOPHBIM paboTaMm
obecrieyeHnn Htoro 14
YIpaBJICHUS
HEPCOHAJIOM.
[TonsiTne kaxpoBOrO
JIEJIONPOU3BOICTBA
4 O6mwuii coctaB u | [IpopaboTka JIEKITMOHHO- 4 OIIK-2, ITK-12 |3a4éT c OIeHKOM,
BUJIbI KaJJPOBBIX ro Marepuana Omnpoc Ha 3aHATHSX,
KYMCHTOB. TYET 1 -
2(1:0 YMCHTO [ToaroroBka k maboparop- 6 Orae Jio Jéa&)p a
UCTeMa y4dera HBIM PAGOTAM TOpHOU padoTe,
KaJIpOBBIX Tect
JIOKYMEHTOB. OdopmieHne 0T4ETOB IO 6
nabopartopHbIM paboTam
Hroro 16
5 ®ynkumu cyx0s | [IpopaboTka JeKIIMOHHO- 4 OIIK-2, ITK-12 |3a4€T c ouneHko,
KaJpoB 10 ro Marepuana Omnpoc Ha 3aHATHSX,
KYMCHTHPOBAHH TYET 1 -
AOKYMEHTHPOBARMIO | 11, -roBKa K nabopatop- 4 Or4e o Jéa&)p a
JIBUKCHUS HBIM PAGOTAM TOpHOM padoTe,
TIEPCOHAIIA U YUETY Tect
JTHYHOTO COCTaBa OdopmieHne 0T4ETOB IO 6
nabopartopHbIM paboTam
Hroro 14
6 OOmue [TpopaboTka JIeKITMOHHO- OIIK-2, ITK-12 |3a4éT c OIeHKOM,
TpeOOBaHUS K ro Marepuana Omnpoc Ha 3aHATHSIX,
TaBJICHUIO U TYET 1 -
COCTABJICHHIO [ToaroroBka k maboparop- 6 Orier no 1abopa

oopmiIeHnIO

HBIM paboTam

TOpHOI1 pabore,
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JIOKYMEHTOB OdopmiteHre 0TYETOB TIO 6 Tect
yIpaBICHHUS. nabopaTtopHbIM paboTam
OcHOBHBIE Hroro 16
JIOKYMEHTBI
yIpaBIeHUS
HEPCOHAJIOM.
7 TpeboBanus K [IpopaboTka JIEKITMOHHO- 4 OIIK-2, ITK-12 |3a4€T c o1eHKo,
pa3paboTke u ro Marepuaia Ormpoc Ha 3aHATHUSX,
0OpMIICHHUIO Wiroro 4 Tect
TexHonorus yuera
U XpaHEeHUS
KaJIpOBOU
JOKYMEHTAIIUH.
Hroro 3a cemectp 72
Uroro 72
10. KypcoBoii npoekrt / kypcoBasi padota
He npenycmotrpeno PVYII.

11. PeiiTuHroBasi cucreMa JJisi OLIEHKHU YCIIeBA€eMOCTH 00y4aromuxcst

11.1. banjbHbIe OLEHKH JJIs1 3JIEMEHTOB KOHTPOJIA
Tabmuua 11.1 — banibHble OLIEHKH JUIsI 3JIEMEHTOB KOHTPOJISI

. . MaxkcumanbHbIN
. MaxkcumanbHbIN MaxkcumanbHbIN
DneMeHTHl y4eOHOU 6asu1 3a mepuoa Bceero 3a
6amn Ha 1-yto KT ¢ | ©0amn 3a mepuon
NEeITENbHOCTH mexnay 2KT u Ha ceMecTp
Hauyana cemectpa | mexnay 1KT u 2KT
KOHEIl ceMecTpa
7 cemecTp
Ormpoc Ha 3aHATUAX 5 5 5 15
OtyeTt no nabopaTopHOM 10 20 20 50
pabore
Tect 10 10 15 35
Hroro makcumym 3a nepu- 25 35 40 100
on
Hapacratomum urorom 25 60 100 100
11.2. IlepecyeT 6a/1J10B B OLIEHKHU 32 KOHTPOJIbHbIE TOYKH
[Tepecuer OanyoB B OLIEHKH 32 KOHTPOJIbHBIE TOUKHU MpeAcTaBieH B Tabuune 11.2.
Ta6muma 11.2 — IlepecueT 0anioB B OLIEHKU 32 KOHTPOJIbHBIE TOUYKH
baynel Ha 1aTy KOHTPOIBHOW TOUYKH Onenka
> 90% oT MakcuMabHOK cyMMBI OamioB Ha naty KT 5
Ot 70% 1o 89% oT MakcuMaabHOM CyMMBI OaiioB Ha aaty KT 4
Ot 60% 110 69% oT MakcuMaIbHOM CyMMBI OaiToB Ha aaty KT 3
< 60% ot MakcuManbHOU cyMMBbI O6astoB Ha aaty KT 2

11.3. Ilepecyer cyMMBbI 02/1710B B TPAAULHOHHYIO M MEKITYHAPOIHYIO OLCHKY
[Tepecuer cymMbl 0aljIOB B TPAAULIMOHHYIO M MEXYHApOIHYIO OLICHKY NPEJCTABIEH B TabIuLe
11.3.
Tabmuua 11.3 — [lepecuer cymmbl 0aJII0B B TPAAUIIMOHHYIO U MEXAYHAPOAHYIO OLICHKY

Onenka (I'OC) Onenka (ECTS)

Hrorosas cymma 6asios,
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YUUTBIBACT YCIICIITHO CIAaHHBIH

9K3aMeH

5 (OTIMYHO) (3a4TEHO) 90 -100 A (0TIIMYHO)
85-89 B (o4enp xoporiio)

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

3 (YZIOBJIETBOPUTEIHHO) (3a4TEHO) 60 - 64 E (Hocpercraenio)
2 (seynOBICTBOPHTENSHO) (HE Hwxe 60 6aioB F (Hey1oBIETBOPUTENBHO)
3a4TEHO)

12. YueOHO-MeTOnMYecKkOe M HHPOPMALMOHHOE 00ecTeYeHre I CIHIIIMHbI

12.1. OcHoBHas1 JIMTEpaTypa
1. Ao6ynamze, . I'. JlokyMeHTaimOHHOE 00OecIieueHrne ypPaBICHUS MEPCOHATIOM [DJIEKTPOHHBIN
pecypc]: yuebnuk u npaktukyMm i By3oB / JI. I. AOGynaaze, . b. Beimpsokkuna, B. M. MacnoBa. —
Mockasa : UznatensctBo FOpaiit, 2020. — 299 c. — (Bricmee o6pazoanue). — ISBN 978-5-534-00875-
3. — Texker : anextponHsblil // OBC FOpaiit [caiiT]. — noctyn u3 auuHoro xkabunera ctynenra URL: —
Pexxum noctyma: https://urait.ru/bcode/450813 (mara obpamienus: 07.04.2021).

12.2. lonosiHUTEIbHAS JIUTEPATYpPa
1. IlaBmomckas, O. FO. [IpaBoBoe oOecreueHue KaapoBOIroO JCIOMPOU3BOACTBA [DIEKTPOHHBIM
pecypc]: yuebnoe mocoodue s By3oB / O. FO. IlaBnoBckas. — Mocksa : U3narensctBo FOpaiit, 2020. —
213 ¢. — (Bricmee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anexrponssiii / 9bC KOpaiit
[caiiT]. — URL: — Pexxum moctymna: https://urait.ru/bcode/457107 (nata oopamenus: 07.04.2021).
2. Kansnos, I'. H. KoncanTusr [OneKTpoHHBIN pecypc]: oT Ou3Hec-CTpaTernu K KOpIopaTUBHON

nHdopMaImoHHO-yIpaBisonieit cucreme : yueonuk / I'. H. KansaoB. — 2-e u3a. gomonH. — Mocksa :
lopsiuast nmuaus-Tenexom, 2016. — 210 c. — ISBN 978-5-9912-0174-2. — TekcT : 3MEKTPOHHBINA //
Jlanb : AJIEKTPOHHO-OMOIMOTEYHAS cucrema. — URL: — Pexxum JIoCTyIa:

https://e.lanbook.com/book/94627 (nara obpamenus: 07.04.2021).
12.3. YueOHO-MeTOAMYECKHE OCOOUST

12.3.1. O6s3aTe/ibHbIE Y4eOHO-METOAMYECKHE MOCOOUs

1. Kyznenos, U. H. JlokymeHTarmonHoe obecrieueHue yrnpasiaeHus. JJokyMeHTo000pOoT U J1e10-
MPOM3BOJCTBO [DIIEKTPOHHBIN pecypc]: yueOHuK u nmpakTukyM s By3oB / M. H. Ky3neunoB. — 3-e u3f.,
nepepad. u mon. — Mocksa : M3narenbctBo IOpaiit, 2020. — 461 ¢. — (Bricmee oOpa3oBanme). —
ISBN 978-5-534-04275-7. — Texkcr : anekrponnsiii // DbC FOpaift [caliT]. — mocTyn U3 JIMIHOTO KaOu -
Heta cryaeHTa URL: — Pexum noctyna: https://urait.ru/bcode/449769 (nara o6pamenus: 07.04.2021).

2. Kanposslii yuet [DnexTpoHHBIH pecypc]: Meronuueckne yka3zaHHs JUIsl BBITIOJTHEHUS j1abopa-
topHbIX pador / E. A. Taiinyk - 2017. 23 ¢. — Pexxum moctyma: https://edu.tusur.ru/publications/6793
(mata oopamenwus: 07.04.2021).

12.3.2. YueOHO-MeTOOMYECKHE MIOCOOMS JIs1 JIMI € OTPAHMYECHHBIMH BO3MOKHOCTSIMH 3/10POBbS H
HHBAJIMI0B

Y4eOHO-MeTOqMUECKHe MaTeprabl sl CAMOCTOSTEIBHON U ayTUTOpHOM paboThl 0Oydaromumxcs
U3 YHCia JIUI ¢ OTPAaHNYCHHBIMU BO3MOXKHOCTSIMU 3/10POBbSl 1 MHBAINIOB MIPEAOCTABISIOTCS B (OopMaXx,
aIalITUPOBAHHBIX K OTPAaHMYCHHUSIM UX 3/I0POBbS M BOCIIPUATHUS HH(DOPMAITHH.

JI1s1 JIMI ¢ HAPYIIEeHUSIMH 3PeHusI:

- B (hopMe INIEKTPOHHOTO TIOKYMEHTA;

- B IeYaTHON (hopMe YBEITMUEHHBIM MIPUGTOM.

JIJ1s1 JIMI ¢ HAPYIIEeHUSIMH cJIyXa:

- B (hopMe IIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHoOU (opme.
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JIJ1s1 M1l ¢ HAPYLIEHUSIMH ONIOPHO-IBUTaTeJILHOIO anmapara:
- B (hopMe ANIEKTPOHHOTO IOKYMEHTA;
- B IeyaTHou (hopme.

12.4. IIpo¢eccnonaibHbIe 0a3bI JAHHBIX U MHPOPMALIMOHHBIE CIIPABOYHbIEC CUCTEMBbI
http://www.elibrary.ru/
http://www.consultant.ru/
http://www kadrovik.ru
http://www.pro-personal.ru/

5. Ilpu u3y4yeHMH IUCLHMIUIMHBI PEKOMEHayeTcs obOpamiatbes K 0azaM JaHHBIX, MH(pOpMaIu-
OHHO-CIIPAaBOYHBIM M  TIOMCKOBBIM  cHucTemaMm, K KotopeiMm y TYCVYPa otkpeIT npocrym:
https://lib.tusur.ru/ru/resursy/bazy-dannyh

AW~

13. MaTrepuaibHO-TEXHHYECKOe o0ecneyeHrne JUCHUILIMHBI U TpedyeMoe MporpaMMHoe
o0ecneyenne

13.1. O6uue TpedGOBaHMA K MATEPHAJBHO-TEXHUYECKOMY H IIPOrPAMMHOMY 00ecIie4YeHHI0
AUCHMILTHHBI

13.1.1. MaTepuaibHO-TEXHMYECKOE M MPOrpaMMHOe olecriedeHne IS JTeKIIMOHHBIX 3aHATHI
Jlns mpoBeieHus 3aHATUH JIEKIIMOHHOTO TUIIA, TPYIIIOBBIX M MHIAWBUYaJIbHBIX KOHCYJAbTALUH, TE-
KYILEro KOHTPOJIS U MPOMEXYTOUHON aTTeCTallMU UCTIONb3YyeTcs yueOHasi ayIUTOpUs ¢ KOIMUYECTBOM I10-
CaJI0YHBIX MECT He MeHee 22-24, 00opyloBaHHAs JOCKOM M CTaHAApTHOH yueOHoIl meOenbio. MMeroTes
JIEeMOHCTpalMOHHOE 000pyA0BaHNHE U yueOHO-HAITIIIHbIE TOCOOMs, 0OecIeunBaroIe TeMaTHIeCKue Ui-
JIOCTPALMHU 110 JIEKLIMOHHBIM pa3jieiaM JUCIUIUINHBI.

13.1.2. MaTepuaJibHO-TeXHUYECKOE U NIPOrPaMMHOe o0ecrnedyeHue sl JIadoOpaTOPpHbIX padoT

Brraucnurensnas nadoparopus / KommnbroTepHsIid kiace

yueOHas ayuTOpHsl 171l IPOBEACHUSI 3aHATHI MPAKTUYECKOro TUIa, ydeOHas ayauTopus Ui Mpo-
BEJICHUS 3aHITHIA TaOOPaTOPHOTO THUIA

634045, Tomckas obmactsb, T. Tomck, yi. KpacHoapmetickast, 1. 146, 505 ayn.

Onwucanue uMeronierocs 000pyI0BaHuUs:

- [IBM DX6100M (9 mit.);

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

- MaruutHo-MapKepHas JOCKa;

- Kommuiekt cienmanusupoBanHoi yueOHOW Mebenu;

- PaGouee mecto npenogaBares.

ITporpaMMHoO€e obecrieueHue:

— FoxitReader

— Google Chrome

— Microsoft Windows 7 Pro

— Mozilla Firefox

— OpenOffice

— Koncynprant I[lmroc

13.1.3. MarepuajibHO-TeXHHYECKOE U MIPOrPaMMHoOe o0ecrnedyeHue 1Jisl CAMOCTOSATeIbHOW padoThl
Jiis caMoCTOsTENbHON pabOThl UCIIONB3YIOTCS y4eOHBIE ayAUTOPHH (KOMITBIOTEPHBIE KIJIACCHI),
PacIOJIOKEHHBIE TI0 aJIpecaM:
- 634050, Tomckast o6macTs, r. Tomck, Jlennna npocnexr, a. 40, 233 ayn.;
- 634045, Tomckas obmacts, T. Tomck, yin. KpacHoapmeiickas, 1. 146, 201 ayn.;
- 634034, Tomckast 06nacThb, r. Tomck, Bepmmnuna ynuua, 1. 47, 126 ayn.;
- 634034, Tomckast obmacTs, T. Tomck, Bepmmanna ymuma, 1. 74, 207 aya.

CoctaB 000pyI0BaHHUS:
- yueOHast mebenb;
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- koMnbroTepsl kKi1acca He Huke [IDBM INTEL Celeron D336 2.8 T1. - 5 wiT.;
- KOMIBIOTEPHI MOIKIIOYEHB! K ceTH «/HTepHeT» M 00ecneynBaloT OCTYI B AJICKTPOHHYIO WH-
(opManoHHO-00pa30BaTEIbHYIO CPEAY YHUBEPCUTETA.

[lepeyeHp MPOrpaMMHOTO OOECTICUCHUSI:

- Microsoft Windows;

- OpenOffice;

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

- Google Chrome.

13.2. MaTepuaibHO-TeXHHYecKoe o0ecnieueHre TUCHMIIIMHBI VIS JIMIL ¢ OFPAHMYeHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

OcBoeHHE NUCHMIUIMHBI JUIIAMUA C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMH 3JI0POBbSI U MHBAJIUAAMU
OCYILECTBIISIETCS C UCIIOIb30BAHUEM CPEIACTB 00ydeHHs OOIIEro U CHEeNUaIbHOI0 Ha3HAUYeHUsL.

[Tpu 3aHATHAX ¢ O0YYAIOUIMMHUCS ¢ HAPYIIEHUAMH CJIyXa MPEyCMOTPEHO UCIIOJIb30BaHUE 3BYKO-
YCUJIMBAIOLLEH anmapaTypbl, MyJIbTUMEIUHHBIX CPEICTB U JPYTUX TEXHUYECKUX CPEACTB IIpUeMa/nepena-
4yi y4yeOHOM nH(pOPMALIUU B TOCTYIHBIX (PopMax, MOOMIIBHOM CUCTEMBI MTPETIOaBaHus il 00YJatOLTHXCSI
C MHBAJIUAHOCTbIO, IOPTATUBHOM MHIYKIIMOHHOHN CHCTeMBbl. YueOHas aynuTopHus, B KOTOPOH 3aHUMAIOTCS
oOydJaronyecs: ¢ HapylIEeHHEM ClIyXa, 00OpYy/I0BaHA KOMITBIOTEPHOW TEXHHMKOM, ayAMOTEXHUKOH, BUICO-
TEXHUKOMU, AJICKTPOHHOM JTOCKOH, MYJIbTUMEIUMHON CUCTEMOM.

[Tpu 3aHATHAX ¢ 0OYUYAIOLUIMMUCS ¢ HAPYLIEHUSIMU 3PEHUSAMM IIPETYCMOTPEHO HUCIIOJIb30BAaHUE B
JIEKIIMOHHBIX U YYEOHBIX ayAUTOPHUIX BO3MOKHOCTH IPOCMOTPA YAAIEHHBIX 0OBEKTOB (HAIIpUMep, TEKCTa
Ha JIOCKE WJIM CJIaiijia Ha SKpaHe) P MOMOIIH BUACOYBEINIUTENIEH A1 KOM(POPTHOTO IPOCMOTPA.

[Tpu 3aHATHAX ¢ O0YYalOUIMMUCS ¢ HAPYLIEHUSIMM ONOPHO-ABUIaTeJbHOI0 ANNAPATA HCIOJIb-
3YIOTCS aJbTePHATUBHBIC YCTPOHCTBA BBO/IA HH(OPMAIMHK U IPYTHE TEXHUUECKUE CPENICTBA ITpHeMa/epe-
Jau yuyeOHOM MHpOpMaluu B AJOCTYIHBIX (opMax, MOOMIIBHOW CHCTEMbl OOy4eHUs [UIs JIOAEH ¢ UHBaA-
JIUTHOCTBIO.

14. OueHouyHble MaTepUAJIbI U MeTOAMYECKHEe PeKOMEHAAIUH 110 OPraHU3aluu U3yYeHHUsI
AUCHUTLTHHBI

14.1. Conepmalme OLCHOYHBIX MATCPHAJIOB U METOANIECCKUEC PEKOMECHAAIIUH
I[J'ISI OLICHKHU CTCIICHU C(bOpMI/IpOBaHHOCTI/I H YPOBHA OCBOCHHA 3aKPCINNICHHBIX 3a ﬂHCHHHHHHOﬁ
KOMITC TEHITHUM HCIOJIB3YIOTCA OLCHOYHBIC MaTCpUajibl B COCTABE!

14.1.1. TecToBble 3agaHus
1. HopmaTuBHBIE ITPaBOBbIE aKThl MOT'YT OBITh B 3aBUCMOCTH OT c(epbl NeiCTBHIA:
a) o0IMmMu;
0) oTpaciaeBBIMU U MEXOTPACIEBBIMU
B) YKa3aHHBIMU B OTBETax a) 1 0);
I') HET IPaBUIBHOTO OTBETA.

2. JTokyMeHTHI (OPMUPYIOTCS B Jiefla B COOTBETCTBUU:

a) ¢ TIepeyHeM JJOKYMEHTAIBHBIX MaTePUAJIOB C YKa3aHHEM CPOKOB XPaHEHHUS;
6) c 'OCTom Ha opraHu3alMOHHO-PACHOPSIUTENBHYIO JOKYMEHTAIHUIO;

B) C HOMEHKJIATYpPOH JIe]1 yUpeKICHUS;

T') C MHCTPYKIMEH MO JeONPOU3BOJICTBY TaHHOTO YUPEKICHHUS.

3. MToroBas 3amuch K HOMEHKIIATYpe JeJ1 COJEPIKUT HHPOPMAIIHIO:
a) 00 o011eM KOTMYECTBE 3aBEACHHBIX JICT;

0) 0 MOBPEXKICHHBIX MPU XPAaHCHHUH JENIaX;

B) O cj1a4e JIe)l Ha apXUBHOE XPAHCHHUE;

') O HE3aBEACHHBIX JIeJIax.

4. K nmnaHoBoit JOKYMCHTAIIUHU OTHOCATCH:
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a) CTPYKTypa ¥ IITaTHAs! YUCIECHHOCTh MPEIIPUATHUS;

0) mTaTHOE pacIHUCaHuE;

B) rpa)uK OTITYCKOB pabouuX U CIYXKAIUX;

T') IPOrpaMMBI U TIJIaHBI PACIIUPEHHS WM COKPAIIECHHS YHCIIA COTPYIHUKOB.

5. CTpyKTypa ¥ mITaTHAs YUCICHHOCTh OPraHU3aluu UMEIOT B COZIEPKATENbHOM yacTu rpadsl:
a) HAMMEHOBAaHME CTPYKTYPHBIX NOJPA3/IEICHUN U JOJKHOCTEM;

0) mraTHast YMCICHHOCTh

B) MECTO PACIIOJIOKEHUS OPTaHU3ALINY;

I') HET IPaBUIIBHOTO OTBETA.

6. llItarHoe pacnucanue (popma Ne T-3) comepkut B TaOMMIHON YacTH rpadbl:
a) KOJI ¥ HANMEHOBAaHUE CTPYKTYPHOTO MMO/Ipa3AciICHUs;

0) Ko 1 HANMEHOBaHKE JJOJDKHOCTH; KOJIMYECTBO ITATHBIX CIMHUIL;

B) JIOJDKHOCTHBIE OKJIAJbl; HaA0aBKH (IIepCOHATBHBIE U TIP.);

') MECSTYHBIN (POH]T 3apabOTHOM TLIATHI.

7. I'paduk ornyckoB (hopma Ne T-7) B TaOMMUHOM 4acTH COACPKUT Tpadbl:
a) TabenbHbII HOMED;
0) pamunms, UMs1, OTYECTBO;

B) JOJDKHOCTB; MECAIBI A (PUKCHPOBAHUS TPOIOKUTEIFHOCTH OTIYCKA M M3MEHEHHH NaThl

yXoJia B OTIYCK U BbIXOJla Ha paboTy;
I') OCHOBaHME M3MEHEHUS JaThl yXO/a B OTIYCK M BBIXOJIa HAa paboTy.

8. B aBroOHOrpaduu JOIKHBI YKa3bIBAThCS CBEICHHS:

a) ¢paMuusl, UMs1, OTYECTBO;

0) npuYMHBI H3MEHEeHHS (haMUIINY;

B) TOJ U MECTO POXKJICHHS, COLMATILHOE TI0JIOKEeHNEe, 00pa30BaHNE;

T') TPYJOBas IEATEIBHOCTh C YKa3aHHEM B IIPSMOM XPOHOJIOTHUECKOM IOPSIKE BPEMEHH.

9. K 1oKyMeHTaM 1o JINYHOMY COCTaBY HE OTHOCSITCS:

a) TPYZIOBBIE IOTOBOPHI, 3aKIIFOUEHHBIE MEX Ty paboTofareneM U pabOTHUKOM;
0) mpuKasbl 0 IpreMe, epeBoie Ha IPYTyio paboTy, yBOJIbHEHHH;

B) 3asBJICHUS O NIpHEMe Ha paboTy, NepeMeIleHUH, YBOJIIbHEHHUH;

T') XapaKTEPUCTHUKH.

10. [ToaroroBka MpUKa3oB U pacIoOPsHKEHUN IO KaJipaM He BKJIIOYACT:

a) TIOJIrOTOBKY MPEABAPHUTEIHLHOTO (YEPHOBOT0) BapHaHTa TEKCTA TOKYMEHTA,;

0) penakTupoBaHUE ¥ KOPPEKTUPOBAHUE TPEBAPUTEITHHOTO BApUaHTa TEKCTA JOKYMEHTA;
B) COIIaCOBaHME YTOYHEHHOT'O BapHUaHTa TEKCTa JOKYMEHTA;

I') THPAKUPOBAHUE JOKYMEHTA.

11. PekBU3UT «Ha3BaHHUE BUJA IOKYMEHTa» HE CTABUTCS:
a) Ha JIOKJIAJTHOM 3aIUCKeE;

0) Ha yKa3aHHU;

B) HA TTUCHME;

I') Ha IIPEJCTABIICHUU.

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

0) 10 ner;

B) 75 ner;

T') IOCTOSTHHBIM.
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13. AKTBI O BBIICICHUH J1€7 K YHUUTOXKEHUIO UMEIOT CPOK XPAHEHUS:
a) 3 roxa;

0) 10 ner;

B) 75 ner;

T') IOCTOSTHHBIM.

14. JInunble nena opopMIISIIOTCS Ha BCEX COTPYAHUKOB!

a) 6e3 UCKITIOYCHHUS;

0) KpoMe BOCHHBIX PAaOOTHHKOB;

B) KpOME BPEMEHHBIX PAOOTHUKOB, pa00OUNX M MIIAJIIIETO OOCTYKHUBAIOIIIETO IePCOHAIA;
I') HET IPaBUIBHOTO OTBETA.

15. ApxuB opraHu3aiyu B COOTBETCTBUU C TIOJIOKECHUEM O HEM KOMIUIEKTYETCS JIeIaMU JOJTOBpe-
MEHHOTO XpaHEHHUSI:

a) cepime 10 mer;

0) cBhIle 7 JIET;

B) CBbIIIE 9 JIET;

r) cBbIIIE 15 neT.

16. Onuce fen CTpyKTypHOTO MOJpa3/eieHUs] MOAMUCHIBAETCS COCTABUTEIIEM C YKa3aHUEM €ro
JIOJDKHOCTH Y YTBEPKIACTCS:

a) CTeIMaTM3UPOBAHHON UHCTICKITUEH;

0) PYKOBOAMTEIEM CTPYKTYPHOTO MOAPA3ICIICHUS;

B) 3aMECTHUTENIEM PYKOBOAMUTENSI CTPYKTYPHOI'O MOAPA3ICIICHNUS;

I‘) HCT IMMPABUJIBHOI'O OTBCTA.

17. Cpok xpaHeHUs: JOKYMEHTHON MH(pOpPMAINK Ha KOMITLIOTEPHBIX HOCUTEINSX JaHHBIX OMpese-
JsIeTCsl Ha OOIUX OCHOBAHMSX 10 COOTBETCTBYIOIINM CTaThsM repeuneid. [Ipasuna PocapxuBa onpenensi-
IOT, 9TO IOKyMEHT JIOJDKEH XPAHUTHCS:

a) B DJIGKTPOHHOM BapHaHTE;

0) B OyMa)XHOM BapHaHTE;

B) HA TOM HOCHUTese HHPOPMAIIUK, Ha KOTOPOM OH OBLT CO3/IaH;

T') HET MPaBUIBLHOTO OTBETA.

18. ApXuBHBIE TOKYMEHTHI, U3bATHIC B KAYECTBE BEIIECTBEHHBIX JOKA3aTEIbCTB B COOTBETCTBUU C
3aKkoHOJaTeNbCTBOM P®, mpuHaaiexar:

a) COOCTBEHHUKY WJIH BIAJICbIy apPXUBHBIX JOKYMEHTOB;

0) rocy1apCTBEHHOMY MY3€I0;

B) BO3BpAary HE IOJJIEXKaT;

T') HET PaBUIBLHOTO OTBETA.

19. Jlns npoBeieHus MPOBEPKU HAJIMUUS U COCTOSHHS JI€J1, HaXOAAIIUXCSA B MMOCTOSHHOM XpaHe-
HUH, OTIPEJICJIEH CPOK:

a) pa3 B 5 JieT;

0) pa3 B 10 neT;

B) pa3 B 7 JeT;

r) pa3 B 15 ner.

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

a) B BaJIOBOM IOPSIJIKE;

0) B CBOOOTHOM TIOPSIJIKE;

B) 00a OTBETa BEPHBHIE;

T') HET PaBUIBLHOTO OTBETA.
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14.1.2. Bonpocs! 115 3a4éTa ¢ OLEHKOMH

1 3agaun u GyHKIIUK CITY>KOBI TIEPCOHAIA.

2 [IpaBoBBIE OCHOBBI JOKYMEHTHPOBAHUS JCATEILHOCTH CIIY>KOBI IIEpCOHAIA.

3 KagpoBas cityx0a Kak HaKOIUTENb JOKYMEHTUPOBAHHBIX MEPCOHAIBHBIX JAHHBIX.

4 3amuTa nepcoHaIbHBIX JaHHBIX PAOOTHHKA.

5 Cucrema KaJgpoBON JOKYMEHTAIINH.

6 IlpaBuia cocTaBiaeHUs: U yTBEPKICHH OJIAHKOB M (POPM JTOKYMEHTOB.

7 OOuuii cocTaB U BUJIBI KaAPOBOH JOKYMEHTAIIHH.

8 JlokanbHBIC HOPMATUBHBIE JOKYMEHTHI, PETIAMEHTHUPYIOIINE AEATEIbHOCTD CIIYKOBI IIepCoHaIa.

9 OpranuzanroHHbIE JOKYMEHTHI, 0COOEHHOCTH U MOPAIOK UX 0POPMIICHUSI.

10 PacniopsinuTenbHble JOKYMEHTBI KaJpOBOH CIyObl, 0COOCHHOCTH M HOPSIOK UX O(hOpMIICHUS
yHUGDUIIPOBAaHHBIE ()OPMBI, TEKCTOBBIC (DOPMBI, TTOPSIOK PETUCTPALIMH U XPAHCHUS ).

11 NadopManmoHHO-CIIPaBOYHBIE TOKYMEHTBI, 0COOCHHOCTHU U MOPSAJOK UX OPOPMIICHHUS.

12 TpynoBasi KHM>KKa: BEICHUE, XpAaHEHHUE, BblJlaya MPHU YBOJbHEHUHU.

13 TpynoBoii noroBop: pazpaboTka OnaHka, cojepkanue, opopMmiIeHne pH MpueMe Ha paboTy, B
clydae U3MEHEHUS YCIOBUM

14 Ilpouecc TOKYMEHTUPOBAHMS ydeTa M OTYETHOCTH MO Kajpam: cTaausi (OPMHPOBAHUS y4eT-
HBIX MAacCHBOB, CTaJusi OOHOBJICHUS, BHECEHHUS] U3MEHEHHUI U JOIMOJHEHUHN, CTausl COCTAaBJIECHUSI OTYET-
HOCTH, BBIJIaYM CIIPABOYHON MH(POPMAITUH.

15 CocTaB 1OKYMEHTOB, HEOOXOMUMBIX JIJIsI PEIICHHS BOTIpoca 0 mpreme Ha padoty. KoHTpoub 10-
CTOBEPHOCTH MEPCOHANIBHBIX TOKYMEHTOB.

16 TexHOMOTMYECKas 1IETIOYKA MMpUeMa Ipak/iaH Ha paboTy.

17 TexHonoruyeckast ienoyka JOKyMEHTUPOBaHMS NepeBo/ia pabOTHUKA HA JPYyTryio padoTy.

18 JlokyMeHTHpOBaHKE TTPOIIETYPHl TOOLIPEHUS paOOTHHUKA.

19 JlokymeHTHpOBaHUE MTPOLEAYPBI IPUMEHEHNS TUCLUILUIMHAPHOTO B3bICKAHUS IIPU COBEPILIEHUU
pabOTHUK.

20 JlokyMEHTHPOBAaHUE MIPOLEAYPHI IPEJOCTABIEHUS PAa3INYHOIO BUAA OTITYCKOB.

21 JlokyMeHTHpOBaHKE MPOIIETyPhl HANIPABJICHHUs] pa0OTHUKA B KOMaHIUPOBKY.

22 TexHoOIOTHYECKasl LENOYKa JTOKYMEHTHPOBAHHS MPOLEAYPbl YBOJIBHEHHS 110 MHHUIIMATUBE pa-
OOTHHKA.

23 TexHonornyeckas Lernoyka JOKYMEHTUPOBAHHS MPOLeTyphl YBOJILHEHHS 110 HHUIMATHBE pado-
TOJATETISI.

24 Tlopsanok odopMIIeHHS KapOBBIX €]l COITIACHO HOMEHKJIATYpe Jell, UX TEKyIee U apXHUBHOE
XpaHEeHHue.

25 OdopmiieHune e i nepeayn B apXyuB OpraHUu3aluu.

14.1.3. Tembl 0IPOCOB HA 3aHATHAX

[Tpenmer, 3agauu, CTpyKTypa, coaepxanue Kypca. CBsi3b ¢ APYrUMHU JUCHUILIMHAMU: JOKYMEHTO-
BE/ICHUE, OPTaHM3aLUs U TEXHOJOTHsI JOKYMEHTAIMOHHOTO 00ecleYeHus YIpaBieHus, TPyA0BOe, aIMH-
HUCTPATUBHOE IPABO, YIPABICHHUE IIEPCOHAIOM, JOKYMEHTHPOBAHUE TPYIOBBIX IPABOOTHOLIEHUH U JIp.

[TpaBoBast pernaMeHTalysl ACITEIbHOCTH CIIY>KObI yIIpaBJIEeHUs MepCOHaIoM B TpylIoBOM KoJeKce
Poccuiickoit @enepauuu. eaepanbubiii 3akoH Poccuiickoit @enepaunn «O6 nHbpopmanuu, HHPopMarm-
OHHBIX TE€XHOJIOTHSIX U O 3aluTe MH(OpMAMU» 0 paboTe ¢ NEPCOHATbHBIMHU JAHHBIMU, OTHECEHHBIMH K
KaTeropuu KoHQUAEHIMAIbHOU MH(pOpManuu, U 00 00s3aTeNbHOCTH JOKyMEHTHpoBaHUs. [leHcuonHoe
3aKOHOJATEIBbCTBO.

®denepanbHbIE 3aKOHBI O OPSAJIKE TOKYMEHTUPOBAHMS TPYIOBBIX OTHOIIEHNN. YKa3el [Ipe3unenra,
nocraHoBieHus IIpasurenscTBa Poccuiickoit enepanuun. HopmaTuBHBIE aKThI, COIEpIKALLAE HOPMBI TPY-
JIOBOT'O TpaBa, U3JaHHbIE (e/iepaIbHbIMU OpraHaMu UCIIOJIHUTEIbHON BIACTH.

Anb00oM yHHU(UIIMPOBAHHBIX (OPM MEPBUYHON YUETHOM JOKYMEHTAIMH 10 TPYAY U €ro OIuaTe,
MEXKOTpacjeBble YKPYITHEHHbIE HOPMATUBbI BPEMEHU HAa pabOThl 110 KOMILJIEKTOBAHUIO M YUYETY KaJpOB,
KBAJTM(PHUKALMOHHBIE CIPABOYHUKH JTOJDKHOCTEH PYKOBOJUTENEH, CIELUAINCTOB U IPYTUX CIYXaluX, a
TaK)X€ MHbIE HOPMATHBHbIE, HOPMATUBHO-METOIMYECKUE aKThl U HOPMATHUBHO-CIIPABOYHBIE JOKYMEHTHI,
IpUMEHSIEMbIE B JICSITEILHOCTH CIYKO YIPaBICHUs IEPCOHATIOM.

Hcnonp3oBaHue 001IEPOCCUNCKUX KIACCU(PUKATOPOB TEXHUKO-3KOHOMHUYECKON U COL[MaJIbHOM HH-
(dbopmanuu KaJpoBBIMHU CITy>KOaMHu.
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[TonsiTHe W ompeneneHue mporecca JOKYMEHTAIIMOHHOTO 00eCIeUeHHsl yIpaBIeHHs IePCOHAIOM
OpraHu3aIuy, pojib JOKYMEHTOB B YIIPaBICHUYECKOW AESATEIbHOCTU.PernamenTanus AesTeNbHOCTH CIIyXK-
ObI B MOJIOKEHUU O CTPYKTYpHOM nozpaszzaeieHuu. OCHOBHbIE (QPYHKIMH CIIYy>KOBI IO paboTe ¢ mepcoHa-
joM. /IBe ocHOBHBIE (YHKIMH KaApOBOM CIIyKOBI: yIpaBieHHE MEPCOHATIOM U 0(GOPMIIEHHE TPYIOBBIX
oTtHomeHUU. Ponb W 3amaum KagpoBOH Ciy>kObl B cucTeMe ympaBieHus nepconanom. [loapazneneHus
KaJapoBoil ciryk0bl. KaspoBblie TOKyMEHTHI KaKk COLMAIbHO 3HAUUMBbIE TOKYMEHTHI OpraHU3aliu, peryiu-
pyIoLe TPyJOBbIE IPABOOTHOLLIEHUSI.

Enunblil nopsaok odhopMieHus! TPyAOBbIX MPABOOTHOIIEHUN (YHU(PHUIMPOBAHHBIE CUCTEMBI HEp-
BUYHOW y4ETHOM TOKyMEHTaluu). BUsbl KapoBbIX TOKYMEHTOB (TPYAOBOM TOTOBOP, TPYAOBAsk KHUKKA U
BKJIQJIBILI K HEH, MpHUKa3bl O IpueMe, epeBo/ie, YBOJIbHEHUH, MMOOIIPEHUH, TpadUK OTIYCKOB U 1p.). Dop-
MBI yueTa. Perucrpanus KagpoBbIX pacHoOpsSIUTENbHBIX JTOKYMEHTOB B 3aBUCUMOCTH OT CPOKOB XpaHe-
HUSL.

3HayeHHE IUIAHMPOBAHMSI TPYIOBBIX PECYPCOB JUIsl KOMIUIEKTOBAHMsI OPraHM3allUd KaJpaMu.
Ornenka UMeroIuXcs TPYAOBBIX PECYPCOB U OYyIylIUMX MOTpeOHOCTEH B Kaapax. YdacTue ciayxkObl mepco-
HaJla B IOJTOTOBKE MEPCHEKTUBHBIX M TPYIOBBIX IIJIAHOB IO TPyAy W Kaapam. M3ydueHue ABMKEHUS U
MPUYUH TEKYYECTH KaJpOB, pa3paboTKa MEPONPUATUH 10 UX YCTPAHEHHUIO.

3amaun Ciry>KObl yIpaBlICHHs] IEPCOHATIOM MO O0ECIIEUEHUIO JEeSITeIbHOCTH KaJpOB, KAphEPHOTO
pocta mepconana. I[loaroroBka pesepsa sl BBIIBIKCHHsI paOOTHUKOB. VcciiemoBanue peiHKa paboueit
cwibl. OT60p nepconana. e otd6opa. Onenka cnocoOHOCTeN 1 KBaTU(UKALIUY TPETCHISHTOB. AHAIN3
JIOKYMEHTOB. 3HaueHue coOeceqoBaHUs C MPETEHICHTaMH AJisi 0TOOpa KaJpoB. YCTAHOBJIEHUE HCIIBITA-
TEJILHOTO CPOKa MPH MpUeMe Ha paboTy.

Odopmiterre opraanu3aliMOHHO-pacopsAnTebHON qoKkymMeHTaruu ¢ mpumenenneM ['OCT P 6.30
—2003.

N3ydyenue TpedoBanuii k ohopmMiIeHHIO peKBU3UTOB. biranku, ¢hopMbl, 00pa3iibl JOKYMEHTOB.

CrpykTypa KaapoBoil HH()OPMAITMOHHO-TOKYMEHTAIIMOHHOW CUCTEMBI.

HopmartuBHast 1 HOpMaTUBHO-CIIPABOYHAS TOKYMEHTALIHS.

[TnanoBas kagpoBasi JOKyMEHTALUS.

Opraau3anmoOHHO- MPaBOBasi JOKYMEHTALIUS.

IlepconanbHast noxkymeHTauus. JloroBopHas nOKymeHTauus. PacnopsaurenbHas JOKyMEHTALM-
a.Y4eTHas KaJapoBas JoKyMeHTalus. JJokymMeHTanus no yuety paboyero BpeMeHH 1 pacueToB ¢ MepcoHa-
710M.OT4eTHas U OTYETHO-CIIPAaBOYHAs IOKYMEHTALUS.

HopmatuBHOe 3aKkpernsieHie IpaBoOBOro CTaTyca U BUAOB pabOT CIIyKObl YIpaBJIEHUS [IEPCOHATIOM
B ITOJIOXKEHUU O CITY’KO€ U JJOJDPKHOCTHBIX MHCTPYKLHUAX. B3aumonencTBre ciy Obl C APYTUMHU CTPYKTYP -
HBIMHM OpPTaHM3aIMsIMU B XOJI€ BBIMOJHEHHUS €€ 3a4a4 U QyHKUUNA. MIHCTPYKIUS MO IeI0NpOU3BOJACTBY
KaJpOBOH CITy’KObI: CTPYKTypa TOKYMEHTa U aCIeKThl OPraHU3allMOHHOM peraMeHTalnu. 3aKpernjieHue B
MHCTPYKLUU AEATeIbHOCTH PaOOTHUKOB KaJAPOBOM CIyXObI, MPUMEHSIEMON IPHU TPAAULIMOHHON WIIA aBTO-
MaTU3MPOBAHHOM TEXHOJOTMH 00pabOTKM M XpaHEHHUs NEepCOHAIbHBIX NaHHBIX. COBpEeMEHHBIE MpPO-
rpaMMHBbIE IPOAYKTBI, UCTIOJIb3YeMblIe JUIsl JOKYMEHTHUPOBAHUSI ACSITEIbHOCTH KaJpPOBOU CIy>KObI U pado-
TBI C JOKYMEHTaMH T10 JITYHOMY cOocTaBy. ba3pl TaHHBIX 10 nepcoHany. PaboTa ¢ moceTuTensMu B Kaapo -
BOH Cityx0e.

14.1.4. Tembl J1a0opaTOpHBIX padoT
Onucanue QyHKIMHA C1yXO0bI IO pabOTe € IEPCOHAIOM.
OO0m1re moIoKEHUs 0 KaJAPOBOH Ciry)0e 1Mo padoTe ¢ MepCcoOHAIIOM B OpraHU3aIliH.
Pa3paboTka opraHu3aliMOHHON CTPYKTypa OTJielia 0 paboTe ¢ IePCOHAIOM.
Komrutekcsl kKagpoBoi JOKyMEHTAIMU B OpraHU3alNH.
Odopmnenue npuema Ha paboTy (TPYIOBOIl 1OTOBOP).
Odopmiienne nepeBosa.
VYuer, BeieHHEe, XpaHEHUE TPYIOBBIX KHUXKEK.
[[ItatHOE pacnucaHue.

14.2. TpeOoBaHMS K OLIEHOYHBIM MATEPHAJIAM /JIsl JIUL C OTPAHNYEHHBIMH BO3MOKHOCTSIMH
310pOBbS 1 HHBAJIH/I0B
Jnst nui ¢ orpaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBbSI M1 MHBAJIMJIOB MPEAYCMOTPEHBI JOMOIHU -
TCIIBHBIC OIICHOYHELIC MaTepI/IaJ'IBI, HepequL KOTOpBIX YKaSaH B Ta6J'II/III€ 14
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Ta6mx1ua 14 — I[OHOJIHI/ITGJIBHLIG MaTCpuajibl OLUCHUBAHUSA IJId JIUL C OrPpaHUYCHHBIMU BO3MOXKHOCTAMU

3JI0pPOBbsI 1 HHBAJIHJIOB

Kareropuu
00y4arommxcs

Bup! JONOTHATEBHBIX OIEHOYHBIX
MaTepuaioB

@®opMBI KOHTPOJISL U OI[CHKH
pe3yabTaTOB 00yUCHUS

C napyueHusMu
ciyxa

TecTbl, MUCEMEHHBIE CAMOCTOSITEIIEHBIC
paboThI, BOTIPOCHI K 3a4eTy,
KOHTPOJIbHBIE pabOThI

[IpenMy111eCTBEHHO MMChMEHHAs
IIPOBEPKa

C HapymeHHIMHU
3peHus

CobecenoBanue 1Mo BOIpOcaM K 3a4eTy,
OIIPOC 0 TEPMHHAM

[TpenMyIIeCTBEHHO yCTHAs IPOBEPKa
(MHIUBUYaTbHO)

C napyueHusmMu
OIIOPHO-
JIBUTATEITLHOTO
armapara

Perienue qucTaHIIMOHHBIX TECTOB,
KOHTPOJIbHBIE PA0OTHI, MUCbMEHHbIE
CaMOCTOSITeNIbHbIE PabOThI, BOIIPOCHI K
3a4eTy

HpeI/IMyIJ_[eCTBCHHO JAUCTaHIIMOHHBbIMHA
METOAAMU

C orpaHUYEHUSIMH I10
00LIEMETUIIMHCKUM
MOKA3aHUSIM

TecTbl, MICEMEHHBIE CAMOCTOSTENTLHBIE
paboThl, BOIIPOCHI K 3a4ETY,
KOHTPOJIbHBIE PAOOTHI, YCTHBIE OTBETHI

[IpenmyriecTBEHHO TPOBEPKA
METOJIaMU UCXOs U3 COCTOSIHUS
o0ydJaromierocst HA MOMEHT ITPOBEPKHU

14.3. MeTroauyeckue peKOMEHIAUMHU 110 OLEHOYHBIM MATEPHAIaM JIsl JIML C OTPAHUYEHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

Jnis M ¢ orpaHUYEeHHBIMH BO3MOXKHOCTSIMHU 37I0POBBSI M MHBAJTUIOB TPEAYCMAaTPHUBACTCS JI0-
cTynHas (hopMma MpeaoCTaBICHUS 3aJaHUI OLIEHOUHBIX CPEJICTB, @ UMEHHO:

- B IeyaTHou (opme;

- B IIeyaTHO! (hopMe ¢ YBETHMUYEHHBIM IPUPTOM;

- B (hopMe INIEKTPOHHOTO TIOKYMEHTA;

- METO/IOM YTEHUS ACCUCTEHTOM 3a/1aHUs BCIYX;

- IIPEJOCTABIICHUE 3a/laHUs C UCTIOJIb30BAaHUEM CYPJIOTIEPEBO/IA.

Jlunam ¢ OrpaHWYEeHHBIMH BO3MOXXKHOCTSIMU 3/I0POBbSI M MHBAIHIAM YBEIHMYUBACTCS BpeMs Ha
HOJrOTOBKY OTBETOB Ha KOHTPOJIbHBIE BOIPOCHL. [l TaKUX 00y4aroIuXcs peycMaTpuBaeTCsl JOCTYII -
Has popmMa mpeoCTaBICHHS OTBETOB HA 3a/1aHUs, @ IMEHHO:

- IUCbMEHHO Ha Oymare;

- Ha0Op OTBETOB Ha KOMIIBIOTEPE;

- HabOp OTBETOB C UCIOJIb30BAaHUEM YCIIYT ACCUCTEHTA;

- MIPEJICTABICHUE OTBETOB YCTHO.

[Tponienypa ornieHHBaHUs pe3yIbTAaTOB OOYYEHMs JIMIl C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/10pO-
Bbsl M1 MHBAIHJIOB IO JUCUUIUIMHE TPEIyCMaTPUBACT MPEAoCTaBIeHne HHpopManuy B popMax, aaarnTH -
POBaHHBIX K OTPAHUYECHHUSAM HX 3A0POBbS M BOCIPUATHS HH(POpMALIUK:

JL1s1 i1 ¢ HApYIIEHUSIMH 3PeHust:

- B (hopMe 3NIEKTPOHHOI'O TIOKYMEHTA;

- B IIeYaTHO! (hopMe yBEIMUEHHBIM HIPUPTOM.

JList JiM1 ¢ HapyLIeHUusIMH CJIyXa:

- B (hopMe INIEKTPOHHOIO IOKYMEHTA;

- B Me4aTHOU (opme.

JLst M1 ¢ HapyLIeHUsIMY OIIOPHO-ABUTaTeJILHOIO0 annapara:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU hopme.

ITpu HEoOXomUMOCTH /TS JIUL] C OTPAaHUYEHHBIMHU BO3MOXHOCTSIMU 3/I0POBbs U MHBAJIUIOB IpOILIE-
Jypa OILICHUBAHUSI PE3yIbTaTOB 00yUEHUsI MOXKET MPOBOAUTHCS B HECKOIBKO ITAIOB.
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