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®opma KOHTPOJIAA | DK3aMEH Hroro
Bun 3ansaruit
Jlexun 12 12
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[TpakTuueckue 12 12
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KonraktHas pabota 24,35 24,35
CamocTosTenpHas pabora 120 120
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Pabouyto mporpamMmy coctaBui(u):
noueHt, k.1.H. JLJI. Kuda

(OodicHoCcmb, yueHoe 36anue, cmenensb, Pamunus 1.0.)

(OodicHoCcmb, yueHoe 36anue, cmenenb, Pamunus 1.0.)

PenenzupoBanue paboueii mporpaMMbl TUCHUTUIMHBL:

OtcyTcTBYET

Penensent

(OondcHocmy, yueHoe 36anue, cmenensb, Pamunus 1.0.)

Pabouas mporpamma qucuMIUIMHEI coctaBiena Ha ocHoBaHuu ®I'OC BO u yuebHOTrO miana
HarpaBJIeHUs OATOTOBKU
38.03.03.YupaBiieHue nepcoHaioM

Cpok neiicTBusi padoueii mporpaMMsbl AUCUMILIMHBI 10 «31» aBrycra 2024 r.

YTBEPXIEHO

Ha 3acemanum pemaprameHta OakanaBpuaTa (SKOHOMMYECKHX M YIPABICHUECKUX MPO-
rpaMMm)

(mpotokon 3acemxanust Ne 1 ot «01» centsops 2020 r.).



1. Ileanb ocBOEHUS AUCIUILINHBI

Heﬂb: 3aKJII0O4YacTCA B OBJIAACHHUU OCHOBAMU NPABUJIbBHOI'O U CBOCBPCMCHHOT'O O(bOpMJIeHI/ISI
KaHpOBOﬁ JOKYMEHTAIlUU U Hannemameﬁ OpFaHHBaHHeﬁ ,I[OKYMGHTOO60p0Ta B COOTBECTCTBHUU C
TPYAOBBIM 3aKOHOAATCIBCTBOM U HOPMATUBHO-IIPABOBBIMU aKTaMH JCJIIOIIPOMU3BOACTBA.

2. MecTo aucuununbl B cTpykrype OIIOII BO

JIMCUMIUIMHBl ¥ IIPAKTUKHA, HA OCBOEHHUU KOTOPBIX Oaszupyercs JaHHas AUCLUIUIMHA: Me-
HEPKMEHT, Y TIpaBieHue nepcoHanoM, Opranu3anus NpeaIpuHIMaTEIbCKON AeSTEIbHOCTH

I[I/ICI_[I/IHJII/IHLI " IIPAaKTHUKU, JJI1 KOTOPBIX OCBOCHUC HaHHOﬁ JUCHUITINHBI HGOGXO[[I/IMO KaxKk
NpECAMCCTBYIOMICC: MPECAAUIIIIOMHAsA IpaKTUKa, BBIIIOJIHECHUEC BBIHYCKHOﬁ KBaJII/I(l)HKaHHOHHOfI pa-

OOTEI

3. Ilmanupyemble pe3ybTaThbl 00yUeHUsI

®opmupyeMble U KOHTPO-
JIUpyeMble KOMIIeTeHIIUH

Nuagukaropbl
JOCTHKEHUS
KOMIIeTeHIH i
(K01 1 HAMMEHOBAHUE)

IInanupyemsle pe3yJibTaThbl 00y4eHHs

Cnoco0eH IM0Jab30BaThCS  I10-
HCKOBBIMH CHCTEMaMHM U HH-
(GopMalMOHHBIMU  pecypcaMu
B oOnactu oOecmedeHus mep-
COHAJIOM

IK-2

[TK-2.2 TTonme3yercs
MMOMCKOBBIMHU CHCTE-
MaMu

3HAaTh: UCTOYHUKHY TIOMCKA HH(OpMAITHH

YMerb: nony4yats U oOpabaTbiBaTh HH-
(hopmanuro

Baagers: crmocoOHOCTHIO TIOMCKA HH-
dbopmaruu B o01acTu o0ecrieyeHus nep-
COHAJIOM

[1K-2.3 Hcnoms3yeT
nH(pOpMaIOHHBIE
pecypchl s obecre-
YEeHHs OpraHu3alnuu
MIEPCOHATIOM

3HaTh: NPUHIMIBI pabOThl Ha MOMCKO-
BBIX IJIATGOpMax

YMerh: MCKAaTh HEOOXOIMUMBIX KaHIMIa-
TOB TI0 3arpocaM padoToaareneit

Baanerb: HaBBIKOM HCIIOJIB30BAHUS WH-
(hopMallMOHHBIX pPEeCypcoB i obecrie-
YEHUs IEPCOHAJIOM OpraHU3aAlNN

CriocobeH MpHUMEHATh TEXHO-
JOTMH W METOJUKH IIOMCKA,
MpUBJICYCHHSI, TOA0Opa U OT-
Oopa KaHIMIATOB Ha BAaKaHT-
HBbIE JOJDKHOCTU (Tipodeccud,
CIIENUATLHOCTH) B COOTBET-
CTBHE C HUX CHEHU(PHUKOH, B
TOM YHCJIE U C MCITOIb30BaHMU-
€M IIOMCKOBBIX CHUCTEM U HH-
(bopMalMOHHBIX PECYPCOB B
obnactu obecriedeHus: mepco-
HAaJIOM

I1K-3

[1K-3.4 Cnocoben
OCYIIECTBIIATH MO~
0op mepcoHana

3HaTh: MCTOAHWKHU ITOUCKA ITEPCOHAJIA

YMeTh: MPUMEHSTh TEXHOJIOTHH MTOUCKA
nepcoHaa

Baagers: ciocoOHOCTBIO MOA0Opa TEp-
coHaJia

[1K-3.5 Criocoben
nogoOpaTh KaH U aTa
Ha BaKaHCHUIO

3narp: crenuduky noadopa u ordopa
nepcoHaa

YMeThb: NPUMEHSITh METOJIUKY U TEXHO-
JIOTHIO 0TOOpa KaHAU/IaTOB

Baagers: ciocoOHOCTRIO TOAOOpPA U OT-
0opa KaHAMJATOB HA BAaKAaHTHBIE OJDIK-
HOCTH C WCIIOJIb30BAHHEM TOUCKOBBIX
CUCTeM U MH(POPMAIIMOHHBIX PECYPCOB B
o0sacTi obecneueHus! epcoHaIoM




CTpyKTypa U coaep:kaHue THCHUTITHHBI

®DopMbI TEKYLIET0

Moayab B . HaumeHoBaHue TeM 3aHATHI KOHTPOJIs1 (HAUMEHO-
yueOHoM . Cemectp | O0beM, 4. banabl | UHTEpakTHB, Y.
(pasaen) ABGOTLI (yueOHOii padoThI) BaHHe OLEHOYHOI0
P Cpe/cTBa)
Jlek 1 Tema 1. CoctaB u coaepkanue KaapoBou 10- 7 2 -
KYMEHTAINH
Ipl 7 2 - 3aaHus IPOBEPSEMbIC
BPYUYHYIO.
TBopueckoe 3ananuel
Cpl 7 30 -
Jlek 2 |Tewma 2. [IpaBuiia opopmiieHHs] JOKyMEHTOB 7 2
[Ip2 7 2 - TecroBble BOIIPOCH
911. yueOHUKa
Jlex3 Tewma 3. [Topsgok opopmieHus TOKYMEHTOB 7 2 -
pu paboTe ¢ NEPCOHATIOM
I1p3 7 2 - 3anaHus IPOBEPSEMBIE
BPYYHYIO.
Keitic-3amaua 1
Cp2 7 30 -
Jlek 4 |Tewma 3. [lopsanok opopmiieHuss JOKYMEHTOB 7 2 -
pu paboTe ¢ NEPCOHATIOM (IIPOAOKEHHE)
IIp4 7 2 - 3ananusi, poBepsie-
MBIE€ BPYUHYIO -
Ketic-3amaua 2
Jlex 5 Tewma 4. [Topsigok yuera KaapoB 7 2 -




DopMBbI TEKYLLET0

Monayab B . HaumeHoBaHue TeM 3aHATHI KOHTPOJIAA (HAUMEHO-
yueOHoit . Cemectp | O0beM, .| Banabl | UHTepakTHB, 4.
(pa3nen) A60TEI (yueoHOii padoThI) BaHHeE OLIEHOYHOI'0
p cpejacTBa)
IIp5 7 2 - TecToBBIE BOIPOCHI
9J1. y4eOHHKA
Cp3 7 30 -
Jlexk 6 |Tema 5. Opranuzanus JOKyMEHTOOO0OpOTa 7 2 -
[Ip6 7 2 - TecToBble BOIIPOCHI
9JI. y4eOHHMKaA
Cp4 7 30 -
[ToaroroBka K 9K3aMeHy 7 36
Hroro: 180




5. O6pa3oBaTe/ibHbIE TEXHOJIOTHHU

C uenbto popMupoBaHMsI KOMIETEHIUH Y CTYJICHTOB B Y4eOHOM MPOIECCE UCTIONb3YEeTCS
TEXHOJIOTUS TPAJULMOHHOTI'O O0y4YeHHUs

6. MeToauuyecKue YKa3aHUusA 110 0OCBOCHUIO JUCHUIIJIMHBI

By yaeOHBIX 3aHs-
THUH

OpFaHI/ISaHI/IH ACATCIIBHOCTH CTyACHTa

Jlexuus

Hanucanme koHCHeKTa JEKIUN: KPaTKO, CXEMATHYHO, TOCIIEI0BATEIIHHO
(bUKCUpPOBaTh OCHOBHBIE TOJIOKEHHS, BBIBOJIBI, (DOPMYIUPOBKHU, 00001I1Ie-
HUS; TIOMEYaTh Ba)KHbBIE MBICIIHU, BBIICNATH KIIOYEBBIE CIIOBA, TEPMHUHBIL.
[IpoBepka TEPMUHOB, NMOHATHI C MOMOUIBIO SHLMKIONEAUN, CIOBapeEi,
CIPAaBOYHHKOB C BBINUCHIBAHUEM TOJKOBaHUI B TeTpajab. OO03HAYUTH
BOIPOCHI, TEPMUHBI, MaTepuan, KOTOPBIA BbI3bIBAET TPYAHOCTH, MOMeE-
TUTh U TONBITATBCS HAWTH OTBET B PEKOMEHIyeMO# nureparype. Ecimu
CaMOCTOSITENILHO HE YAaeTcs pa3o0parbCsi B Marepualie, HeoOXOIUMO
chopMyIHUpOBaTh BOMPOC U 33/1aTh MPENOaBaTelt0 Ha KOHCYIbTAlluH, Ha
MIPAKTUICCKOM 3aHSTHH.

IIpaktuueckue
3aHATUSA

PaGota ¢ KOHCIIEKTOM JIEKIUMH, MOATOTOBKA OTBETOB K KOHTPOJIBHBIM BO-
mpocaM, MPOCMOTP PEKOMEHAYEeMOW JHUTepaTyphl, paboTa C TEKCTOM.
[IpocaymmBanue ayiuo — U BUJIEOMATEPHAIIOB 110 3a/laHHON TeMe, pelie-
HUE Kelc-3a/1a4, BBIIOJIHEHNE TBOPUYECKUX 3aJaHUN U Jp.

TloaroroBka
K DK3aMEHY

[Ipn moAroToBke K 3K3aMEHY HEOOXOIUMO OpPHUEHTHUPOBATHCA Ha KOH-
CHEKTHI JICKIIUM, PEKOMEHIYEMYIO JINTEPATypPy, MaTEPH aJIbl TPOPUIHHBIX
CalTOB U JIp.

7. OneHOYHBIE CPEACTBA

7.1. IIaciopT OLICHOYHBIX CPEACTB

Kon xonTpotupyemoi
CemecTp | KoMIeTeHUMHU (WM ee

HaumenoBanue

OLICHOYHOI0 CPEACTBA
4acTH) b peit

3ananue, MpoBEPsIEMOE BPYUHYIO —
TBOPYECKOE 3aJ]aHuE,
Bomnpockl mpomMexyTO4YHOM aTTeCTallui
IIK -2 NeNe 1-13, 24-40
3agaHue, MpoOBEPIEMOE BPYUHYIO —
Keic-3amaua, Tect

3agaHue, MpoOBEPIEMOE BPYUHYIO —
TBOpYECKOE 3ananue, Tect

K -3 Bormpocs! mpoMeKyTOUYHON aTTecTauun

NeNe 14-23

7.2. TunoBble 3aJaHUdA WJIM UHBIC MaTepHAJbI, HGOﬁXOIlI/IMbIe AJIl TEeKylmiero KoH-

TpoJs




7.2.1. TBopueckoe 3axanue «COCTABJIEHME 11 O®OPMJIEHUE OPI'AHU3ALIMOHHBIX
JOKYMEHTOB I10 JIMYHOMY COCTABY»

Ienw:

- IOHUMATbh CYTh JOKYMEHTOB IO JTUYHOMY COCTaBY, 3HaTh UX CTPYKTYpY;
- YMEHHUE COCTaBJISITh OpraHU3al[MOHHbIEC JOKYMEHTHI 10 JIMYHOMY COCTaBY
- HaBBIK KOHCTPYHPOBAHUS, TBOPUECTBA;

Teopemuueckue ceedenusn:

K noxymeHnTam, periiaMeHTUPYIOLIMM YIIpaBI€HUE IEPCOHAIOM, OTHOCATCS OpraHM3a-
IIUOHHBIE  JIOKyMEHTBI: CTPYKTypa M IITaTHas YMCICHHOCTb, IITATHOE pacllucaHue, MpaBHiia
BHYTPEHHETO TPYJOBOI'O PacHoOpsIKa, MOJO0KEHHUSI O CTPYKTYPHBIX MOJpPA3AEICHUSIX, IOJIOXKeE-
HUE O IepCOoHalle, TOJDKHOCTHBIE MHCTPYKIIMHU, IPA(UKH OTIIYCKOB U JIp.

Ha ocHoBanuu ycraBa opranuzauuu (B KOTOPOM, IOMUMO OCHOBHBIX IIPaBHJI, PETYJIUPY-
IOLIMX €€ JIeATENIbHOCTD, ObITh OIPE/eNeHbl IIPaBe U 00A3aHHOCTU yUpeIUTeIed U Ipyrue mnojo-
JKEHUs O TIepcoHale), pa3pabarbiBaeTcs €€ (yKa3bIBalOTCA CTPYKTYPHBIC MOJpa3feicHusl) u
OIpeieNsIeTCsl ITaTHas YUCICHHOCTD (JIOJDKHOCTH, KOJIMUECTBO €IMHHUII).

B noxymente «IlImammnoe pacnucanue» 3aKperuiOTCS JTOJKHOCTHOM, YUCIIEHHBIN
COCTaB OpraHU3allMy, YKa3bIBalOTCS CBEACHHUS O JODKHOCTHBIX OKJIa/1aX, Hal0aBKaxX U MECSUYHOM
¢doHae 3apabOTHOM MJIAThl OPraHU3AIMK B LIEJIOM, IITATHOE PACIIMCAHHUE YTBEPKAACTCS PYKOBO-
JUTEJIeM OpraHU3aIHH.

Ha ocnoBanuu Tpynosoro Koaekca P® TpynoBoi pacnopsgoKk B OpraHU3alUu ONpese-
nsercs «llpasunamu enympennezo pacnopaoka». B Hacrosiiee BpeMs Kaxas KOHKpeTHas op-
raHU3alus ¢ y4eTOM CHEUPUKU eATEIbHOCTH, (OPMbI COOCTBEHHOCTH, Ha KOTOPOIl OHAa OCHO-
BaHa, OPraHU3allMOHHO-TIPaBOBOI ()OPMBI, YUCICHHOCTH PAOOTHUKOB, HAIMYMS WM OTCYTCTBUS
CTPYKTYPHBIX HOJIpa3/ie/ieHUul BIpaBe yTBEPKAaTh CBOM IpaBuiia. B TO ke BpeMsl CyIIECTBYIOT
OTpeielIeHHble HOPMBbI, KOTOpbIE OpraHU3alusi HE BIpPaBE M3MEHHUTh: TapaHTHH paOOTHHKaM,
MPOJOKUTEILHOCTh pab04Yero BpeMEHH, Mephl TUCIUIUIMHAPHOTO B3bICKaHUs U Apyrue. Takum
o0pa3oM, opraHu3anys He MOXKET yXY/IIaTh YCIOBUS paOOTHUKOB 10 CPAaBHEHMIO C 3aKOHOa-
TenbCcTBOM PO.

[TpaBuiia BHYTPEHHETO PACHOPsIKA COCTABISAET aIMUHUCTPALUs OpPraHU3aluu (B YaCTHOCTH,
3TON paboTOIl MOKET 3aHUMAThCS KaJpoBasi CIyx0a), BU3UPYET IOPUCT; 3TU MpaBHiia 00CyXkaa-
IOTCSl Ha 001eM coopaHuy (KOH(pepeHIINn) paOOTHUKOB U YTBEP)KIAIOTCSI PyKOBOJAUTENIEM Opra-
HU3ALUU.

B mpaBmiiax BHyTpEHHETO TPYJOBOTO PacCHOPsAKa YKa3bIBAKOTCS CIEAYIOLINE Pa3/Ieibl:

- 00l11IEE TTOJIOKEHHUE;

- IOPSAJIOK IPUEMA, TIEPEBOAA U YBOJIBHEHUS CITYKalIUX;

- OCHOBHBIE 00513aHHOCTH a]MUHUCTPALUH;

- pabouee BpeMsi U €ro UCIIOJIb30BaHHE;

- IOOIIPEHUS 3a YCIIeXH B paboTe;

- OTBETCTBEHHOCTD 33 HAPYLIEHHs TPYAOBOU JUCLUIUINHBL;

- BHYTPUOOBEKTHBIN PEXKHM;

- Opranuzanus padboThl.

CoBpeMeHHbIE KOMMEpUECKHE CTPYKTYPhI pa3padaThiBaloT B KaUe€CTBE OPraHU3allOHHO-
ro gokymenta «llonoxcenue o nepconane», B KOTOPOM, IOMHUMO OOIIMX BOIPOCOB Pa3BUTHS
TPYJOBOI'0 KOJIJIEKTHBA, MOTYT pacCMaTpUBaThCS M Ba)KHBIE BOMPOCHI: MOBBIIICHUS KBalu(puKa-
IIUH [IEPCOHANIa, yYacTHs epCoHaNa B NpUOBUIX, IPaBHiIa JIEJIOBOro OOIIEHUs TIepcoHana u JIp.

Opranu3zaiiyy, COCTOSIINE U3 HECKOJIBKUX CTPYKTYPHBIX MOJpa3/ieieHH, 00s13aHbl pas-
pabotath «Ilonoxcenue 0 cmpykmypuom noopazoenenuu», B KOTOPOM ONpeAeeHbl 3a7auH,
GbyHKIMM, TpaBa U 00s13aHHOCTU MOApa3aenaeHus. TeKcT monoxeHust 00 oTaene KajpoB JOJKEH
COJIEpIKaTh CIEAYIOIINE OCHOBHBIE pa3/IEbl:



- 00IIIUE MTOJ0KECHUS,

- OCHOBHBIE 33/1a4H;

- CTPYKTYpa U QyHKLUH;

- B3aUMOOTHOIICHUS C IPyTUMHU TOAPA3/ICICHISIMA OPTraHU3aIIH;

- IpaBa ¥ 00S3aHHOCTH;

- OTBETCTBEHHOCTb.

[TonoxeHne O CTPYKTYpPHOM TOAPA3JCICHUM IOCIE COTJIACOBAHUS C IOPUCTOM, C JIPYTUMHU
JIOJDKHOCTHBIMH JIMIIAMH YTBEPKIACTCS PyKOBOJUTEIEM OpraHU3aIHH.

JIOJDKHOCTHAsI MHCTPYKIIMS - JIOKYMEHT, PErJIaMeHTHPYIOIINN [TPaBOBOE MOJI0KEHUE paOOTHUKA
B OpraHu3aIHH.

B 10/mKHOCTHOM MHCTPYKIMK ONPEICISIOTCS 3a/1a4i, YCTAaHABINBAIOTCA (DYHKIUY, ITpaBa 1 005-
3aHHOCTH paOOTHHUKA COTJIACHO 3aHUMAEMOM JIOJKHOCTH.

(Dopma 00Kymenma «Cmpmeypa U uimamHas YuCJieHHOCmb Op2avu3ayuu)

HaumenoBanue opranuzanuu

YTBEPXIAIO
CTPYKTYPA U IITATHAA HaumeHnoBanue n0JKHOCTH
YUCJIIEHHOCTH PacimmdpoBka noanucu
00.00.202__
00.00.202__ Ne
Mecto u3nanus
Anmnapara ynpaBlIeHHs
HanmeHnoBaHue CTPYKTYPHBIX IOAPA3IEICHUN [IITaTHAast YUCIEHHOCTH
HaumenoBanue n0mKHOCTH NnOONUCD N.0. Gamunus

Buspl cornnacopanus

@opma ookymenma «llpasuna enympennezo mpyooeozo pacnopaoxka

HaunmenoBanue opranusanuu YTBEPXIAIO
HaumeHnoBanue nomKHOCTH
ITPABHIIA Pacmudposka moanucu
00.00.202__
00.00.202__ Ne

MecTo n3ganus
GHYmMPEHHEe20 mMPY006020 PACHOPAOKA

CTpykTypa Tekcra




OO61ue nooxeHus

[Topsiok mpuema, nepeBoia ¥ YBOJIBHEHHUS CITYKaAIIUX
OcHOBHBIE 00513aHHOCTH CITY’KaIlluX

OcHOBHBIE 00513aHHOCTH aIMHUHUCTPALTUH

PabGouee BpeMs 1 ero nCIONIb30BaHNE

[Toompenus 3a ycrexu B pabote

B3bickanus 3a HapyIIeHUe TPYIO0BOM JUCIUTLTHHEI
BHYTpHOOBEKTHBIH peKUM

Busbl

COI'JTACOBAHO
HaumenoBanue nokymenra
00.00.202__ Ne

Dopma ookymenma «lllmamnoe pacnucarnue»

HanmenoBanue opranuzanuu

mTaT B KOJIMYCCTBEC

YTBEPXIAIO

C MECSIYHBIM ()OHIOM
3apabOTHOM IIAThI
HauMmenoBanue nomKHOCTH

€IMHHUI]

pyOueii

HITATHOE PACITHCAHHE PacmmdpoBka noanucu
00.00.202__
00.00.202__ No
Mecto u3nanus
Arnmnapara opraHu3auy Ha o
Kon u naume- | Kog u Konu- Homxuoct- | Hanb6aBku Mecsunsiit | [Ipume-
HOBaHUE HaMEHO- | YE€CTBO HbIE nepco- npo- | ¢hoHp 3a- yaHue
CTPYKTYpPHOTO | BaHUE IITATHBIX | OKJIAJIBI HaJbHBIC | yne | paboT-HOU
MO/pa3/ieNICHUs | TOHXKHOCTU | €UHUIL TIJIAThI
1 2 3 4 5 6 7 8

HaumenoBanue n0mKkHOCTH nOONUCD N.0. Gamunus

Bussl cornacosanus

3AJIAHME: CoctaBuTh TpH JOKYMEHTA, OTpaxaromue paboTy ¢ kagpamu Baieit opranuzanuu.

Kpurepun ouenku:
6 — 3agaHMe BBINOJIHEHO
4 — 3a71aHKe BBITIOJHEHO C 3aMEYaHUSIMHU

1- 3a1aHUC BBIITOJIHCHO € CYIIECTBCHHBIMU HEAOCTAaTKAMU

0 — He BBIOJIHEHO

7.2.1. Keiic «IlyTanuna ¢ Tpy10BbIMU KHHKKAMI»




O3HaKOMBTECH C chyauHﬁ U NUCBbMCHHO H3JIOKUTC OTBCTHI HA ITOCTABJICHHLIC BOIIPO-
Chbl. YKa)KuTe, KAKUMU HOPMAaTHBHO-TIPAaBOBBIMH aKTaMH BbI MPU 3TOM I0JIb30BANIMCH (HA3BaHUE,
CTaThs).

B OO0 «I"opu30HT» IpUHSIU OBYX COTPYAHUKOB. Biaaumup A. odopmisics Ha JOTXK-
HOCTh MH)KEHEpa-CMETYMKa B IUIaHOBO-PKOHOMHMYECKUM oTaen, a IOpuii II. — HA MOMHKHOCTH
TEXHHYECKOTO MUCATENS B KOHCTPYKTOpcKoe Oropo. Ho kaapoBuk mepemnyrana TpyAOBbIE KHHXK-
KH pabOTHHUKOB. B kHWkKe Brnagumupa oHa caenana 3amuch 0 MpreMe Ha JOJHKHOCTh TeXHHUYe-
CKOro mucarens, a B JokymeHnte FOpusi — Ha JOJDKHOCTh MH)KEHepa-cMeTuuKa. B To jke BpeMs B
npuKase o mpueMe Ha padboty mo crucouHoit popme Ne T-la JOMKHOCTH PaOOTHUKOB M CTPYK-
TypHBIE MOApa3IeJIeHUs ObLIIN YKa3aHbl IPABUIBHO.

OmmOKy 3aMeTHIM TOJIBKO uepe3 rof. 3a 1o BpeMms HOpuii ycren yBoiuTbes ¢ Hempa-
BUJILHOM 3aMHChIO B TPY0BOM KHIDKKE. OH-TO U yKa3an ObIBIIEMY pabOTOAATENI0 Ha JOMYIIEH-
HYI0 HETOYHOCTh. Biagumup octaincs pabotats B OOO «'opu30HT», HO OBLIT MEPEBEACH Ha ApPY-
T'YI0 JOJDKHOCTE. O HENpaBHIILHOW 3aITUCH OH TIOKAa HUYETro He 3HaeT. TpynoBble KHUKKU paboT-
HUKOB cerlyac BBITJIAOAT TAK:

Tpyooeasa knuscka FOpusa I1.

1] 13
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Bomnpocsr:

1. ¥Opuii Tpedyer ucrpaBUTh OMIMOOYHYIO 3alIUCh B €0 TPYIOBOW KHIDKKE. JloymkeH i
kagpoBuk OOO «I'opu30HT» UCHPaBIATh OMMOKY? OnuimMTe NOpsI0K ASHCTBUM KaJIpoBUKa B
CJIOKUBILEHCS CUTYaLUU.

2. U3menutca nu nopsaok percteuil kagposuka OO0 «['opusonty, ecnu FOpuii ycrpo-
UTCSI HA HOBYIO pa0OTy U B €0 TPYJIOBYIO KHIDKKY YXKe Oy/eT BHECeHa 3alHch O IpueMe Ha pa-
00Ty B IpYT'yI0 OpraHu3anuio?

3. HyxHo nu coobmate Brnanumupy o ponymeHHoi ommbke? HykHO 1M mcnpaBiaTh
3aluch B TPYAOBON KHIDKKe Brnaaumupa, ecinu cam oH 06 3ToM He npocut? Ecnu aa, To Kak 3To
MPaBUIIBHO ClIeNaTh?

Kputepun onenkn:

6 — 3aaHUe BHIIOIHEHO

4 — 3amaHne BLIMTOJIHEHO C 3aMEUYaHUIMHI

1 — 3ay1aHue BBIMOIHEHO C CYIIECTBEHHBIMH HEJOCTaTKAMU
0 — He BBIIOIHEHO

7.2.3. TecToBble 3aganus. B 3ananusax ¢ 1 mo 10 BeiOepuTe HOMEp MPaBUIILHOTO OTBETA!

1 Kakoli peKBU3UT OMpeAeNsieT MOUIMHHOCTh IOKyMeHTa?
1. Iloxmuce
2. OtTHuCK meyaTu
3. PerucrpanuoHHBI HOMEP JOKYMEHTA
4. Jlara

2 Kakue TOKyMEHTHI OTHOCATCS K HOPMAaTHBHBIM?
1. HWnadopmupyromiue o mpeacTosimemM Gakte
2. HWcxonsuime TOKyMEHTHI
3. JIoKyMeHTHI, ycTaHaBJIMBAIOIINE KaKHe-IT100 HOPMBI B ITPaBHIIa
4. Bxopsuiye TOKyMEHTHI

3 Kakue PCKBU3UTLI YCTAHABJIMBAKOTCS B IIPABOM BCPXHEM YIITY I[OKYMCHTa?
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1.I'pud yrBepxIeHUS
2. Anpecar
3.Pe3omonus

4. Bce nepednciieHHOE

4 Ha3oBuTe NpaBUIILHOE PACIONOKEHUE PEKBU3HTA «1aTa» HA IOKYMEHTE
1. Ilepen noamucero aBTOpa
2. B mpaBom BepxHEM yriry
3. Ha Gnanke — B 1I€eBOM BEpXHEM yIIIy I0Jl HAUMEHOBAHHEM aBTOPA JIOKYMEHTA
4. Tlpou3BoaBHO Ha CBOOOJHOM MECTE

5 Urto Takoe «BU3a» Ha JOKyMEHTE?
1. CornacoBanue 3aMHTEPECOBAHHBIX B UCIIOJIHEHUHU MTHUCHhMA JIUIL
2. Tloamuck aBTOpa
3. Pacnopspkenue pykoBoauTEINS
4. OtmeTrka 00 UCIIONHEHUU JOKYMEHTa
6 OOBsicCHUTE HA3HAUCHHUE PEKBU3UTA «PE3OITIOLIUS
1. VYkazanue 0 BBINOJIHEHUU HEMOCPEICTBEHHOMY UCTIOTHUTEIIO UM CO3[JaHHE IPYTOro
JIOKyMEHTa
2. CornacoBaHue ¢ TEKCTOM 3aMHTEPECOBAHHBIX B JOKYMEHTE JIUI]
3. Tlomnuck aBTOpa
4. JlupexTuBa (pacmopsiKeHHE) PyKOBOJICTBA

7 B Kakux ciydasx HaJo 3alOJHATh PEKBU3HUT «CChUIKA Ha MHJIEKC U IaTy TOKyMEHTa»?
1. Ilpu cocraBnenuu Jar0060ro NnuchmMa
2. 2.Tonbko B cityyae COCTaBJICHUS TyOJIUKaTa MHChMa
3.Ilpu oTBeTE HA MUCHEMO
4.1Ipu cocTaBiIeHNU IEPBOHAYATILHOIO MUCbMa (MHHUIIMATUBHOTO)

8 JlaiiTe onpezneneHue J0KyMeHTa
1.biask ¢ pekBU3UTAMU
2. TekcT ¢ nevyaTbro
3.TpadapeTHslif TEKCT, COAEPKAIINNA BOIIPOCHI IO OMPEACIICHHONW TeME U MECTO JIJIsl OTBETA
Ha HUX
4. Vlapopmarys Ha MaTepraIbHOM HOCUTENE, UMEIOIask OPUANUECKYIO CHITY

9 OxapakTepu3ylTe ¢ TOUYKU 3PEHUS] PEKBU3UTOB IOKYMEHTA CIEAYIONINHA (pparMenT:
«3am.upekropa B.MBanoBy. O0ecnieunTh BHIOJIHEHUE YCIOBHM MOCTABOK (JIMYHAsI MOANNCH
JTUPEKTOpa, MOANUCH, AaTa)»

1.I'pud yrBepxIeHUS

2. Buza cormacoBaHus

3.Pe3omonus

4. PacnopsixeHue

10 ABTOp MHCHEMa — JIUIO IOPUANIECKOE, KOTOPOMY TTOHAJT0OMIOCH COCTABUTH IMMCHMO JIMYHOTO
xapaktepa. Bocronb3yercs 11 aBTOp OJIaHKOM I TchMa?

1. Jla, B cimyuae goka3aTenbCTBa MOJTHOMOYUN aBTOpa

2. Her, opunmansHbie OJ1aHKH MPeIHA3HAYEHBI TOJIBKO AJIS CIIY)KEOHBIX TTUCEM

3. 3aBucHT OT ajapecaTa

4. Jla, Tak KaKk IOPUINYECKOE JIUIIO BEIET CBOIO JOKYMEHTAIINIO TOJIBKO Ha OJIaHKax



Kpurepun onenkn:

«otiuyHOo» - 80-100 GamioB
«xopomro» - 60—59 Ganos
«yIOBJIETBOpUTEIHLHO» 40-59 GannoB
«HeynoBIeTBOpUTEILHOY» 0-39 GamioB

TeMbl NUCbMEHHBIX PadoT

V4eOHBIM IJIaHOM JAUCHUILTMHBI HE IPEAYCMOTPEHO

7.3. OneHoYHbIE CPeACTBA ISl POMEKYTOYHOM aTTECTAIMU 10 UTOraM OCBOECHUS IMCIIH-
IJIMHBI

7.3.1. Bonpochbl K IPOMeKYTOYHO aTTeCTALNH

Cemectp 7
Ne Bonpocs! k 3xk3amMeHy
n/n
1 [TonsiTHe TOKYMEHTA ¥ €T0 KiacCcu(puKarys.
2 CucteMbl JOKyMEHTAINH, TPUMEHSEMBIE B KaJIpOBOH Cirysx0e.
3 OCHOBHBIE IOKYMEHTBI, PETTIaAMEHTHPYIONIHE YIIPABICHIE TIEPCOHAIIOM: IIPaBHUIIa BHYTPEHHETO TPYIOBOTO
pacropsika

OCHOBHEIC JAOKYMCHTBI, PCIIIaMCHTUPYIOIINC YIIPABJICHUC IIEPCOHATIOM: HITATHOC PACIIMCAHNC

OCHOBHEIC JAOKYMCHTBI, PEIIIaMCHTUPYIOIINC YIIPABJICHUC IIEPCOHAJIOM: NOJDKHOCTHBIC MHCTPYKIHNH.

[TpaBuna oopmiieHHs] JOKYMEHTOB: COCTaB PEKBH3HUTOB, TPEOOBAHHSA K MX 0()OPMIICHHIO.

[TpaBuna oopmiieHnst JOKYMEHTOB: TpeOOBaHMs K OaHKaM JOKYMEHTOB U X 0)OPMIICHHIO.

4
5
6 OCHOBHBIE IOKYMEHTBI, PErTIAMEHTHPYIONINE YIIPABJICHHIE TIEPCOHAIOM: TPYAOBBIC JOTOBOPHI (KOHTPAKTHI).
7
8
9

[Mopsiiok ohopmileHNs] TOKYMEHTOB IIPH IIpHieMe Ha padoTy;

10 | [opsnok opopmieHHs JOKYMEHTOB IPH TIEPEBO/IC;

11 | PacropykeHHe TPyHAOBOTO AOTOBOpa (KOHTPAKTA);

12 | Ilopsaok moAroToBKH NPUKa30B 110 JMYHOMY COCTaBYy;

13 | Iopsnok opopmieHHs JOKYMEHTOB IPH KOMaHANPOBaHUH;

14 | Topsnok opopmieHHs JOKYMEHTOB IPU OOBSIBICHHH TOONIPEHUS.

15 | Hopsaok opopmieHHs] JOKYMEHTOB IPU OOBSIBICHHN B3BICKAHUS.

16 | OcHoOBHBIE NTpaBWJIa BEJICHUSI TPYIOBBIX KHHKEK.

17 Benenne MUYHBIX JI€E.

18 | Opranms3anus JOKyMEHTO000pOTA.

19 CucrteMaTtu3anys JOKYMEHTOB

20 XpaHeHue KaJJpoBOi JOKYMEHTAIHH.

21 | JlokyMeHTHpOBaHHE IPOIIECCOB MOATOTOBKH K HaliMy IepcoHasa

22 | JlokyMeHTHpOBaHHE IPOIECCOB HaliMa NepcoHaa

23 | JlokyMeHTHpOBaHHE IPOIECCOB a/IaNTallii paOOTHUKOB

24 | JlokyMeHTHpOBaHHE IPOIECCOB 00YUYEHHs paOOTHUKOB

25 ﬂOKyMCHTI/IpOBaHI/Ie IMPOLECCOB MPOXOKACHU S UCTIBITATCIIBHOT'O CPOKA

26 | JlokyMeHTHpOBaHHE IPOLECCOB 00y4eHHs] paOOTHHKOB

27 | JlokyMeHTHPOBaHHE MPOLIECCOB NPHBIICYEHHUS 00yUaroLIero nepcoHaa

28 | JlokyMeHTHpOBaHHE IPOIIECCOB YIPABICHHS Kapbepol COTPYAHUKOB

29 Pabora 1o 3ammre nepcoHaNbHBIX TaHHBIX

30 | Homenknarypa gein

31 | IpaBuia 3amosnHeHust TM4HO# KapTouku (T-2)

32 ﬂOKyMCHTI/IpOBaHI/Ie IMPpOIECCOB NMPHU YBOJbHCHWH IO UHUIIUATUBE pa60THI/IKOB

33 ﬂOKyMCHTI/IpOBaHI/Ie IMPpOIECCOB NMPHU YBOJbHCHWH IO UHUIIUATUBE pa60TOILaTCJ’IH

34 ﬂOKyMCHTI/IpOBaHI/IC IMPOLECCOB YBOJIbHCHUSA 1O HE 3aBUCAIIINMM OT CTOPOH IPpUYHNHAM

35 OCHOBHEIE JOKYMCHTBI, PEITIAMCHTUPYIOIINE YITPABJICHUC IIEPCOHAJIOM: TOJIOKCHUEC O KaﬂpOBOfI CJ'Iy)K6C

36 OCHOBHEIE JOKYMCHTBI, PEITIAMCHTUPYIOIINE YITPABJICHUC IIEPCOHATIOM: TOJIOKCHUEC O IEPCOHATIC

37 OCHOBHEIE JAOKYMCHTBI, PEIIIaMCHTUPYIOMINEC YITPABJICHUC IIEPCOHATIOM: TOJIOKCHUC 00 aTTeCTalun




38 OCHOBHEIE JOKYMCHTBI, PCIIIAMCHTUPYIOMINEC YITPABJICHUC MEPCOHATIOM: TOJIOKCHUC O TPEMUPOBAHNU

39 OCHOBHEIE JAOKYMCHTBI, PCIIIaMCHTUPYIOMINEC YITPABJICHUC MEPCOHATIOM: TOJIOKCHUC 00 ormiate Tpyaa

40 OCHOBHEIE JOKYMCHTBI, PCITIAMCHTUPYIOMINUEC YITPABJICHUC IIEPCOHAJIOM: TOJIOKCHUC O Halime NnepcoHaja

7.3.2. Kputepuu 4 HOPMbI OLEHKH

dopma npose-
Cemectp Aenmst KpuTepuu u HOpMBbI OLEHKH
MPOMEKYTOYHOI
aTTecTaluH

«OTITUIHOY 80-100 GayoB
7 9K3aMeH «XOpOIIO» 60 — 79 GayioB
«YJIOBJIIETBOPUTEIHHOY» 40-59 GaynoB

«HEYJIOBJICTBOPUTEIHHO) 0-39 Gamos




8. YuebHo-MeToaMuYecKkoe M HH(POPMALMOHHOE 0O0eceuyeHUe TUCIHILIMHBI

8.1. O6s13aTesbHAs JIUTEpPATypa

Tun (yueOHuK, yueoHOe

Ne ABTOpBI, CO- nocooue, yueoHoO- I'ox u3- KosaunyecTBO B Hay4YHO# 010/ 1H0-
3arsiiaBue (3aroJji0BoK)
n/n CTaBHUTEIHU MeTOJNYECKOe MMocoone, JaHus Teke / HammenoBanue DBC
NMPaKTHKYM, JIP.)
1 Cycnos I'.B. YrpaiieHre IepPCOHAIOM OpraHu3aluu yue0. mocobue 2020 OBbC «ZNANIUM.COM»
["amxueBa CoBpeMeHHOE KaJpOBOE JEI0IPOU3- 2017 3BC «IPRbooks»
2 E.10. BOJICTBO MPAKTHKYM
3 Eropmun A.II. OCHOBBI yITpaBJICHUS [TEPCOHATIOM yue0. mocobue 2020 «ZNANIUM.COM»
https://znanium.com/catalog/docum
ent?pid=1067790
8.2. JlonosinuTeIbHAS JIMTEPATypa
Tun (yueOHuk, yueoHoe
Ne | ABTOpBI, cOCTa- nocooue, yueOHo- I'ox u3- KoanuecTBo B HayuHO# O0n0M0-
3arsiaBue (3aroJ10BoK)
n/n BHUTEJIH MeToauuYeckoe mocooue, JaHus Texke / HammenoBanue 96C
NPaKTHKYM, Jp.)
4 | CornukoBa C. . | VYmpaBieHwue rnepcoHanoM [ IIeKTPOH- 2016 OBC «ZNANIUM.COM»
HbIH pecypc] : JlenoBas kapsepa VYueb. mocodue
5 2018 3BC «IPRbooks»

Crenanosa E.H. CucreMa >IEKTPOHHOTO JOKYMEHTO-

obopoTta

yuebHoe nocobue




8.3. Ilepeuens npogeccnoHaNbHBIX 023 JaHHBIX U HH(POPMALMOHHBIX CIIPABOYHBIX
cucTeM

- Kagposoe coobriectBo 1 myonukaiuu - Peskum gocryma: http://hr-portal.ru
- KanpoBoe gemno. [TpakTudeckwii )KypHal 1o KaJpoBoii paboTe - Pexum nocryna:
http://www.kdelo.ru

- MUHHUCTEPCTBO SKOHOMUYECKOTO pa3BuTus PO [DnexktponHslii pecypce] - Pexxum gocryna:
http://economy.gov.ru/minec/main

- MUHHCTEPCTBO TPYZa, 3aHATOCTH U MUTpaliuoHHON noiautuku Camapckoit obnactu [Dnek-
TpOoHHBIN pecypce] - Pexxum moctyna: http://trud.samregion.ru/home/slugba.aspx

- MuHHCTEPCTBO Tpy/Ja U colMaIbHON 3amuThl PO [DnexTponHslii pecypc] - Pexum nocrymna:
http://www.rosmintrud.ru/

8.4. Ilepeuenb NpOorpaMMHOro odecrevyeHust

Ne Haumenosanue IO PexBU3UTEI IlOI“OB?pa

n/n (nara, HOMep, CPOK ACHCTBHUA)
1 Windows Jorosop Ne 690 ot 19.05.2015r., cpok aelicTBus - 6ecCpOUHO
2 Office Standart Jorosop Ne 690 ot 19.05.2015r., cpok neiicTBHs - GECCPOUHO;

Jorosop Ne 727 ot 20.07.2016r., cpok aeiicTBUs - 6€CCPOUHO

8.5. Onncanue MaTepuaTbHO-TEXHHYECKOH 0a3bl, HEOOXOAUMOI i1 OCyIIeCTBJIe-
HHs1 00Pa30BaTEJIbHOTO MPOIecca MO AUCIHUILINHE

HaumenoBanue 000py10BaHHBIX Y4eOHBIX KAOMHETOB, 1a00-
paTopHii, MACTEPCKUX U JAP. 00bEKTOB /s NPOBe/IeHUs!

Ne . . IlepeyeHb OCHOBHOTO
NPAKTHYECKUX U J1a00paTOPHBIX 3aHATHH, NOMEIIeHUI IS
n/n . odopynoBanus
CaMOCTOAITe/ILHOI padoThl 00yyaromuxcst (Homep ayauTo-
pun)
Aynuropus BeOkoH(epeHIuil. YueOHas aynutopus 1 mnpose- | CTONbl yYeHUYECKUE,
JICHUs 3aHATUI JIEKIMOHHOrO TUNa. Y4eOHas ayIuTOpHs ISl | CTYJbsl yYEHUUYECKHE,
MIPOBEJICHUS 3aHITUNA ceMUHapckoro Tumna. Yuebnas ayautopus | [1IK ¢ Beixomom B ceThb
1 | A8 KypcOBOTO NPOSKTHPOBAHMS (BBINIOJIHEHUSI KYpPCOBBIX pa- | IHTepHeT
60T). YueOHas ayauTopus AJis IPOBEACHUS IPYNIOBBIX U UHIU-
BUYQJIbHBIX KOHCYJIbTalMi YueOHas ayauTOpus Ui MpoBese-
HUS 3aHATHM TEKyIIEero KOHTPOJIS M IMPOMEXYTOUHOM aTTecTa-
un. (YJIK-301)
Aynuropus BeOkoH(pepeHuil. YueOHas aynutopus 1 npose- | CTONbI yYeHUYECKHE,
JICHUs 3aHATUHI JIEKIMOHHOTO TUNa. Y4eOHas ayIuTOpHs sl | CTYJbs yYeHUUYECKHE,
MIPOBEJICHUS 3aHITUNA ceMUHapckoro Tuma. YuebHnas ayautopus | [1IK ¢ Beixomom B ceTh
o | A8 KypCOBOTO MPOEKTHPOBAHHs (BBINIOJIHEHUST KYpCOBBIX pa- | HTepHeT
60T). YueOHas ayauTopus AJisd IPOBEACHUSI IPYNIOBBIX U UHIU-
BUJYQJIbHBIX KOHCYJIbTalMi YueOHas ayAuTOpHs Ui MpoBese-
HUS 3aHATHM TEKYyIIEero KOHTPOJIS U IMPOMEXYTOYHOM arrecra-
nuu. (YJIK-314a)
[Tomernenue A1 cCaMOCTOSTENHHON pabOTHI CTY/ICHTOB CToJ1bl yUEHHYECKHUE,
3 (T"-401) CTYJbsl YYEHUUECKHE,

IIK ¢ BBIXOZIOM B CETh
WNHuTtepHer
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