MMHUCTEPCTBO HAYKHU U BBICIHIEI'O OBPA30BAHNM S POCCUMCKOM ®EJEPAITN
denepanbHOE TOCYAapCTBEHHOE 00 PKETHOE 00pa30BaTEILHOE YUPEIKICHHE
BBICIIETO 00pa30BaHUs
«TONBATTUHCKNNA TOCYTAPCTBEHHBIA YHUBEPCUTET»

b1.B.JIB.04.01
(uHOexc oucCyuniutbl)

PABOYASA ITPOI'PAMMA JTUCHHUIIJIMHBI

KanpoBslit 1oKyMeHTO000pOT

(Haumenosanue OUCYUNTUHDL)

10 HAIMPaBJICHUIO TOATOTOBKHU
38.03.03 YnpasieHue nepcoHaioM

HaNpaBJICHHOCTD (TIPO(HIIb)
VYipasneHue nepcoHaaom

dopma 00ydeHHS: OUHas
I'ox maGopa: 2021

Oo6mas Tpynoemkocts: S 3E

Pacnpeue.ne}me YacoB JUCHMIIIMHBI IO CEMeCTpam

Cemectp 7

®opMa KOHTPOJSI | DK3aMeH Hroro
Bun 3ansiTuit
Jleknun 12 12
JlaGopaTopHble
[IpakTrueckue 12 12
PykoBoacTBO: KypcoBbie paboThI (1poekThl) / PI'P
[IpomexyTouHas aTTecTanus 0,35 0,35
KonrtakTtHas pabora 24,35 24,35
CamocTosTenpHas pabora 120 120
KonTposb 35,65 35,65
Hroro 180 180




Pabouyto mporpamMmmy coctaBui(u):
noueHt, K.1.H. JI.JI. Kuga

(Oondrcnocms, yuenoe 36anue, cmenensb, Pamunus 1.0.)

(doadicHocmy, yueHoe 38anue, cmenensb, Pamunus 1.0.)

Penen3upoBanue paboyveit mporpaMMbl AUCITUTUTHHBI:

OtcyTcTBYET

Peniensent

(OoadicHocmy, yueHoe 36anue, cmenensb, Pamunus U.0.)

Pabouast mporpamMmma AuCIHUIUTHHBI cocTaBiieHa Ha ocHoBaHuU @I'OC BO u yuebHoro miana
cruenuanbHocT 38.03.03 Yopasaenue mepcoHaIoM

Cpok neiicTBus pado4eil mporpaMMsbl AUCHMILIMHBI 10 «31» aBrycra 2025 r.

YTBEPXIEHO

PykoBoautens nenapraMenTa 6akanaBprara (SKOHOMUYECKHUX U YIPABIECHUYECKUX MPOrPaMM)

(mpotoxomn 3aceganust Ne 1 ot «01» centsaops 2020 r.).



1. Ilean ocBOEHUNA THCHUILIHHBI

Heab: 3akmoyaeTcs B OBJIAJCHUN OCHOBAMU MPABIIIBHOTO U CBOCBPEMEHHOTO O OPMIICHHUS
KaJIpOBOM JOKYMEHTAIlMd W HaJIeXkaIlel opraHu3anueldl JOKyMEHTOOOOpOTa B COOTBETCTBUHU C
TPYJIOBBIM 3aKOHOJIATEIHCTBOM U HOPMATUBHO-IIPABOBBIMU aKTaMHU JIEJIOMPOU3BOJICTBA.

2. Mecto nucuumiauHbl B cTpykrype OITIOIT BO

JIMCIUTITMHBI U TIPAKTUKH, HA OCBOSCHUH KOTOPBIX Oa3WpyeTcs JdaHHAs JAUCIHUIUIMHA: Me-
HE/DKMEHT, YTpaBlieHHe nepcoHanioM, Opranusanus npeAnpUuHUMAaTeIbCKON NeITeIbHOCTH

JIMCUMIUTMHBI U IPAKTHKH, ISl KOTOPBIX OCBOCHUE JAHHOW JUCUUILUIMHBI HEOOXOIMMO KaK
IpeIeCTBYIOLIEE: MPEATUIUIOMHAs MPAKTUKA, BBHIIIOJHEHUE BBIMTYCKHON KBaNIM(HUKAIMOHHOMN pa-

0OTHI

3. [InanupyemMble pe3yJbTaThl 00yUYeHHs

DopmMupyeMble H KOH- Nuaukaropsl IInanupyemMsble pe3yJbTaThl 00yYeHHs
TpoJIpyeMble KOMIIETeH- AOCTUKEHH S
110707 KOMIIEeTEeHIH I
(Ko 1 HAMMEHOBAHUE)
Cnocoben  momb3oBatbes | [1K-2.4 cnmocoben monb- | 3HATH: HCTOYHUKH TTOMCKA HHPOPMAITHH

IIOUCKOBBIMU CHUCTCEMaMHU U
WH(POPMAITMOHHBIMHU PECYp-
camu B oOmactu obecrieyde-
HUS IEPCOHATIOM

IK-2

30BaThCA ITONCKOBbBIMH
cucTeMaMu U nHQpopMma-
LMOHHBIMH pPECYypCcaMu B
obnactu obecrieueHus
MEPCOHAIOM

YMerb: nonyyatb U 0OpalOaThIBaTh HMH-
dhopmaruio

Binaners: crmocoOHOCTHIO TIOMCKA WH-
dbopmaruu B obmactu obecrieueHus nep-
COHAJIOM

[1K-2.3 ucnonb3yeT uH-
(opMaLOHHBIE PeCypCHI
TSl 00ecIieueHus opra-
HU3ALUU TIEPCOHATIOM

3HaTh: NpUHOUOBI PaOOTHl Ha TOMCKO-
BBIX TIATHOpPMAX

YMeTh: HcKaTh HEOOXOAUMBIX KaHIUa-
TOB TI0 3arpocamM paboTonareneit

Bnanersb: HaBHIKOM HCIOJB30BAaHUS HH-
(hOopMaIMOHHBIX PECypcoB i obecrtie-
YEeHMsI IEPCOHAJIOM OpraHU3aluu

CriocobeH NpUMEHSTh TeX-
HOJIOTUM U METOJUKU IIO-
WCKa, TPHUBJICYCHUS, TIIO-
O6opa 1 oTOOpa KaHIUIATOB
HAa BaKaHTHBIC JIOJDKHOCTH
(mpodeccun, crenuaIbLHO-
CTH) B COOTBETCTBHE C HX
crienipuKoi, B TOM YHUCIIE
U C UCIOJIb30BaHUEM IOWC-
KOBBIX CHCTeM W WH(pOpMma-
IIMOHHBIX PECYpCcoOB B 00Ja-
cTu obecrieueHus IMepcoHa-
oM

[1K-3

[TK-3.1 cnocoben mpu-
MEHSITh TEXHOJIOTHH U
METO/IMKH MTOKMCKA, TIPH-
BJICUCHMUS, TIOJI00pa 1
0oTOOpa KaHIUAAaTOB Ha
BaKaHTHBIC IOJDKHOCTH

3HaTh: MCTOJUKHU IMOUCKA ITCPCOHAJIA

YMeThb: IMPUMCHATH TCXHOJIOTMH IMOUCKaA
nepcoHasna

Baaners: ciocoOHOCTRIO MOA00Opa Tep-
coHajia

[1K-3.4 criocoOeH noo-
OpaTh KaHJU/IaTa Ha Ba-
KaHCHIO

3narb: crnemuduky nomdopa u ordbopa
nepcoHaa

YMeThb: NPUMCHATh METOJUKY U TEXHO-
JIOTHI0 0TOOpa KaHIUIAaTOB

Baanerb: cmocoOHOCTBIO TIOI00pA U OT-
60pa KaHINUJAaTOB HA BAKAHTHBIC IOJIK-
HOCTH C MCIOJIH30BAaHUEM ITOMCKOBBIX
CHCTEM U MH(POPMALMOHHBIX PECYPCOB B
obyactu oOecreueHus MepcoHaIOM




CTpyKkTypa M coiep:KaHue JUCUMIIMHBI

®opMbI TEKYLIETO

Monyab Bun . HauMeHoBaHHe TeM 3aHATHI KOHTPOJIfA (HAMMeHO-
yueOHoM . Cemectp | O0beM, 4. banasl | UHTEpakTHB, Y.
(pa3ne.n) paGoTEI (y4eOHOI1 padoTHI) BaHHeE OLIEHOYHOI0
cpeacTBa)
Jlek 1 Tema 1. CoctaB u coaepkanue KaapoBou J0- 7 2 -
KVMEHTAIINH
IIpl 7 2 - 3agaHus IPOBEPSIEMBIE
BPYUYHYIO.
TBopueckoe 3ananuel
Cpl 7 30 -
Jlek 2 Tewma 2. [IpaBuna odopmiteHHs] TOKYMEHTOB 7 2
IIp2 7 2 - TecToBbIE BOIIPOCHI
971. yueOHHKa
Jlex3 Tema 3. Iopsiok oopmiIeHUs! TOKYMEHTOB 7 2 -
pu paboTe C MePCOHATIOM
[1p3 7 2 - 3agaHus IPOBEPSIEMBIE
BPYUYHYIO.
Kelic-3amaua 1
Cp2 7 30 -
Jlex 4 | Tewma 3. Ilopsnok opopmiIeHHUS TOKYMEHTOB 7 2 -
pu paboTe C mepcoHaIOM (ITPOIOTKEHHE)
IIp4 7 2 - 3anaHus, npoBepsie-
MbI€ BPYUHYIO -
Keiic-3amaua 2
Jlex 5 Tema 4. Tlopsinok yuera kagpoB 7 2 -
IIp5 7 2 - TecToBbIEe BOIIPOCHI

971. yueOHHKA




®opMbI TEKYyILET0

Monayab B . HaumeHoBaHue TeM 3aHATHI KOHTPOJIsI (HAUMEHO-
yueOHoit . Cemectp | O0BbeM, .| banasl | UHTepakTHB, 4.
(pa3nen) A60TEI (y4eOHoii paboThI) BaHUE OEHOYHOT0
P cpeacrsa)
Cp3 7 30 -
Jlek 6 Tema 5. Opranu3anus JOKyMeHTO000poTa 7 2 -
IIp6 7 2 - TecToBble BOIIPOCHI
9J1. Y4eOHMKA
Cp4 7 30 -
[ToaroroBka K s5K3aMeHy 7 36
Hroro: 180




5. O6pa3oBare/ibHbIE TEXHOJIOTHH

C uenbto popMupoBaHUs KOMIIETCHIUH Y CTYACHTOB B Y4€OHOM IMPOIECCE UCTIONb3YeTCs
TEXHOJIOTUS TPAJAULIUOHHOTO O0yUYEeHHUS

6. MeToanueckne YKazaHudA M0 OCBOCHUIO NTUCHUIIJIMHBI

Bun yaeOHBIX 3aHs-
TN

Opranu3anus aesTeIbHOCTH CTYCHTA

Jlextus

Hamnucanne koHcmeKkTa JEKLU: KpaTKo, CXeMaTU4YHO, MOCIEI0BATEIIbHO
(bUKCUPOBATh OCHOBHBIE MOJIOKEHHS, BBIBOJIBI, (DOPMYIUPOBKH, 00001I1e-
HUs; IOMEUYaTh BAXKHbIE MBICIH, BBIICIATh KIIOUEBHIE CIIOBA, TEPMHHBI.
[IpoBepka TEPMHUHOB, MOHATHI C MOMOUIBIO SHLUMKIONEAUMN, CIOBapeEH,
CIPaBOYHHMKOB C BBINUCHIBAHWEM TOJKOBaHUN B TeTpaab. OO03HAYUTH
BOIIPOCHI, TEPMHUHBI, MaTEpHUaJl, KOTOPbII BBI3BIBAET TPYIHOCTH, MOMeE-
TUTh W TONBITaTbCSI HAWTH OTBET B PEKOMEHAYeMoW iureparype. Eciau
CaMOCTOSITENILHO HE YyAaeTcs pa3o0parbcsd B Marepuasie, HeoOXOAUMO
chopMyIUpOBATh BOIIPOC U 33/1aTh MPENoaBaTellio Ha KOHCYJIbTalluu, Ha
MPAaKTUYECKOM 3aHSATHUU.

[IpakTrueckue
3aHATUA

PaboTa ¢ KOHCIIEKTOM JIEKIIUH, HOArOTOBKA OTBETOB K KOHTPOJBbHBIM BO-
mpocaM, MPOCMOTP PEKOMEHIYEeMOW JIUTepaTypsl, paboTa C TEKCTOM.
[IpocnymmuBanue ayauo — U BUACOMATEPUATIOB 110 3aJaHHOU TEME, pellie-
HHE KeiC-3a/1a4, BBIOJIHEHNE TBOPUECKUX 3aIlaHUN U Jp.

IloxroroBka
K 9K3aMEHY

[Ipy mOATOTOBKE K AIK3aMEHY HEOOXOAMMO OpPHUEHTHUPOBATHCS HA KOH-
CTIEKTBHI JIEKLIUH, PEKOMEHYEeMYIO JTUTEPaTypy, MaTepH alibl MPOPUIBHBIX
CalTOB U JIp.

7. OneHoYHbBIE CPeACTBA

7.1. IIacnopT OLEHOYHBIX CPEICTB

Koxa konTposmpyemoi
CemecTp | KOMIIETEeHIUM (WM ee

HaunmenoBanue

OILIEHOYHOI0 CPeCTBA
YacTH) pen

7

3azaHue, NpPOBEPSIEMOE BPYUHYIO —
TBOPYECKOE 3aJ]aHUE,
Bomnpockl mpomMexyTOUHOM aTTeECTalluU
K -2 NeNe 1-13, 24-40
3aznaHue, NPOBEPSIEMOE BPYUHYIO —
Keic-3amada, Tect

3aznaHue, NPOBEPSIEMOE BPYUHYIO —
TBOpYECKOE 3a/1anue, Tect

1K -3 Bomnpocsl mpoMexyTo4HOM aTTeCTalluu

NoNe 14-23

7.2. Tunosble 3alaHUS WJIN UHbIe MaTepUAJIbl, HEOOXOAMMbIE ISl TEKYIIEro KOH-

TPOJIs




7.2.1. TBopueckoe 3ananue «COCTABJIEHUE U O®OPMJIEHUE OPI"TAHU3AIIMOHHBIX
JOKYMEHTOB I10 JIMYHOMY COCTABY »

Ienv:

- IOHUMATh CYTh IOKYMEHTOB I10 JINYHOMY COCTaBY, 3HAaTh UX CTPYKTYPY;
- YMEHHE COCTABIISATh OPraHU3aAMOHHBIE TOKYMEHTHI 110 JTUYHOMY COCTAaBY
- HaBBIK KOHCTPYHUPOBAHUs, TBOPUECTBA;

Teopemuueckue ceedenus:

K nmoxymeHTaM, periaMeHTHPYIOIIUM YIIpaBJIeHHE IIEPCOHAIOM, OTHOCATCS OpraHu3a-
[IUOHHBIE  JIOKyMEHTBI: CTPYKTypa M HLITaTHas YMCICHHOCTb, IITATHOE paclucaHHe, MpaBUiia
BHYTPEHHETO TPYJOBOI'O PaCHOPAIKA, MOJOKEHHUS O CTPYKTYPHBIX IOJpa3AeeHUsAX, IOJI0XKe-
HUE O IepCOHaJIEe, TOKHOCTHBIE MHCTPYKIIMHU, TPA(UKH OTIIYCKOB U JIp.

Ha ocHoBaHuu yctaBa opraHu3anuu (B KOTOPOM, IOMUMO OCHOBHBIX NPaBHIJI, PETYIHPY-
IOLIMX €€ JEATEIbHOCTh, OBITh OIIPEENICHBI IIPABe U 00SI3aHHOCTH YUpEeIUTENeH 1 Apyrue mnoio-
KEHHUS O TepcoHaie), pa3pabareiBaeTcsi ee (YyKas3bIBalOTCS CTPYKTYpHBIE MOJpPAa3/eieHus) |
OIpeieNseTCs ITaTHAs YUCIEHHOCTD (JIOJDKHOCTH, KOJIMYECTBO €INHUIL).

B nokymenre «Illlmamnoe pacnucanue) 3aKperuisitOTCS JOJKHOCTHOM, YHCICHHBIN
COCTaB OpraHU3ally, YKa3bIBAIOTCS CBEJEHUS O JOJLDKHOCTHBIX OKJIa/ax, HaJl0aBKax U MECAYHOM
¢donae 3apabOTHOM MIATHl OPraHU3aLUH B II€JIOM, IITATHOE pacluCaHhe YTBEPKAAETCS PYKOBO-
JUTEJIEM OpraHU3alHH.

Ha ocnoBanuu Tpynosoro Konexkca P® TpynoBoii pacniopsioK B OpraHu3allMM Onpese-
nsercs «llpasunamu enympennezo pacnopaoka». B Hacrosiee BpeMs Kaxaas KOHKpETHas op-
TaHMU3alUs C YUETOM CHEIU(PHUKH AEATEIbHOCTH, (POPMBI COOCTBEHHOCTH, Ha KOTOPOH OHA OCHO-
BaHa, OPraHU3allMOHHO-TPaBOBOI (POPMBI, YNCIECHHOCTH PaOOTHUKOB, HAJTMYMS WIN OTCYTCTBUS
CTPYKTYPHBIX MOApA3/eICHUI BIPaBe YTBEPXKAaTh CBOM MpaBuia. B TO ke BpeMs CyIeCTBYIOT
OIpeIeIEHHbIE HOPMBI, KOTOPBIE OpraHU3alysl HE BIpPAaBE U3MEHHUTh: FapaHTHH paOOTHHUKaM,
IPOIOJDKUTEIBHOCTh pabodero BpeMeHH!, Mephl JUCIMITIIMHAPHOTO B3bICKaHUA U apyrue. Takum
o0pa3oM, opraHu3anys He MOXKET yXy/IIaTh YCIOBUS PaOOTHUKOB 10 CPAaBHEHMIO C 3aKOHOJa-
TenbCTBOM PO.

[IpaBuna BHYTpEHHEro pacmopsiika COCTaBJIsAeT aAMMHUCTpALMs OpraHU3aluu (B YaCTHOCTH,
3TOHM pabOTOI MOXKET 3aHUMAThCS KaJApoBasi CIyxk0a), BUBUPYET IOPHCT; 3TH MpaBHia 00Cyxkaa-
I0TCsl HA 001meM coOpanuu (KoH(epeHIInn) paOOTHUKOB U YTBEP)KIAIOTCSI PYKOBOJAUTEIIEM Opra-
HU3AIHH.

B npaBuiax BHyTpeHHETo TpYAOBOTO PACIOPsAIKa YKa3bIBAIOTCS CIEAYIOIUE pa3ebl:

- 00I1IeE MTOJIOKEHHE;

- IOPAZIOK ITPUEMa, NIEPEBOAA U YBOJIBHEHHSI CITYXKAILHX;

- OCHOBHBIE 00513aHHOCTH aMUHUCTPAIIH;

- pabouee BpeMs U €ro MCI0JIb30BaHUE;

- IOOUIPEHHMSI 3a YCIIEXH B paboTe;

- OTBETCTBEHHOCTb 3a HapyILEHUs TPYAOBOM JUCLUILIMHBI,

- BHYTPHOOBEKTHBIH PEKUM;

- Opra"u3anus padoThl.

CoBpeMeHHbIE KOMMEPUYECKUE CTPYKTYPHI pa3padaThiBalOT B KaUeCTBE OPraHU3alMOHHO-
ro gokymenra «llonoscenue o nepconane», B KOTOPOM, IOMHUMO OOIIMX BOIIPOCOB Pa3BUTHS
TPYAOBOTO KOJUIEKTHBA, MOTYT PacCMAaTPUBAThCSA M BaXKHBIC BOIPOCHI: MOBHIIIEHUS KBaTU(pUKa-
LIUH [IEPCOHAJIA, y4acTHUs EpCOHaIa B NPUOBLIIX, IpaBUIIa 1€JI0BOr0 OOLIEHUs IEPCOHANA U JIp.

Opranuzanuy, coCTOsIIIMEe U3 HECKOJIBKUX CTPYKTYPHBIX MOJpa3leseHuil, 00s3aHbl pa3-
pabotate «llonoicenue o cmpykmypHom noopazoeneHuuy, B KOTOpOM OIpPEIeNeHbl 3a1auH,
¢yHKIMH, TpaBa U 0053aHHOCTH NoApa3ieneHus. TekcT monoxkeHus 0o oTaene KaapoB J0KEH
COJIepKATh CIEAYIOLINE OCHOBHBIE Pa3/Ieiibl:



- 0OIIME MOJIOKCHUS,;

- OCHOBHBIE 33/1a4H;

- CTPYKTypa U GyHKINU;

- B3aMMOOTHOIICHUS C APYTUMH MOPA3ICICHUSIMH OpTaHU3allnH;

- IIpaBa U 00513aHHOCTH;

- OTBETCTBEHHOCTb.

[TonoxxeHne O CTPYKTYPHOM MOJpPA3JEICHUN TOCIE COTJIACOBAaHMS C IOPUCTOM, C APYTHMH
JIOJDKHOCTHBIMH JIMIIAaMH YTBEPXKIACTCS PyKOBOJUTEIEM OpraHU3aIHH.

JIOIKHOCTHAST MHCTPYKIMA - JOKYMEHT, PerIaMEHTUPYIOIIUI MTpaBOBOE MOJO0XKEHNE paboTHUKA
B OpraHM3aIH.

B 10mKHOCTHOM MHCTPYKIIUH ONPEAEISIOTCS 331a41, YCTaHABINBAIOTCS (DYHKINH, TIpaBa U 00s-
3aHHOCTH paOOTHHKA COTJIACHO 3aHUMAaeMOH JTOJKHOCTH.

@opma ookymenma «CmpyKkmypa u WimamHuas YucjieHHOCHb OP2AHU3AUUNY

HaumenoBanue opranuzanuu

YTBEPXAIO
CTPYKTYPA U LIITATHAA HauMmeHnoBaHuE NOKHOCTU
YUHCJIEHHOCTH Pacmudposka moanucu
00.00.202
00.00.202_ No
Mecto uznanus
Anmnapata ynpaBJeHHs
HanmeHnoBaHue CTPYKTYPHBIX TOAPA3ACICHUN IIITaTHast YUCIEHHOCTD
HaunmeHnoBanue qJoDKHOCTH NOONUCDH N.0. damunus

Bu3rbl cornacoBanusa

@Dopma ookymenma «Ilpasuna enympennezo mpyooeozo pacnopaoka)

HanmenoBanue opranuzanuu YTBEPXAIO
HanMeHoBaHMEe NOTKHOCTHU
IIPABHIIA . PacmmpoBka nmoxmucu
00.00.202
00.00.202__ Ne

Mecto n3nanusg
GHYmMPEHHE20 mPY008020 PACNOPAIKA

CTpykTypa TekcTa




OO61ure nonoxeHus

[Mopsimok mpuema, mepeBoAa U yBOJbHEHUS CITYKAITUX
OcCHOBHBIE 00513aHHOCTH CITYKAIUX

OcHoBHBIE 00S3aHHOCTH aIMUHUCTPALIUN

Pabodee BpeMsi 1 €ro MCIIOIb30BaHUE

[oompenus 3a ycniexu B pabote

B3bickanus 3a HapyllIeHUE TPYAOBOM AUCIUTUIAHBI
BHYTpHOOBEKTHBIN peskumM

Buznl

COI''TACOBAHO
HaumenoBanue nokymeHnra
00.00.202 Ne

Dopma ookymenma «lllmamnoe pacnucanue»

HaumeHnoBanue opranuzanuu

ITaT B KOJIMYECTBE

YTBEPXJIAIO

C MECSIYHBIM (POHIOM
3apabOTHOM TIIAThI
HauMmeHnoBaHuE NOKHOCTU

€I HHI]

pyOnei

IHITATHOE PACIIHCAHHE Pacmmdposka noanucu
00.00.202__
00.00.202 No
Mecto u3manus
Anmapara opraHu3ali Ha roj
Koxa u nanme- Kon u Konu- Homxknoct- | Hag0aBku Mecsunsiit | [Ipume-
HOBaHUE HaUMEHO- YECTBO HEBIE nepco- npo- | GoHx 3a- JaHue
CTPYKTYpPHOTO | BaHUE IITATHBIX | OKJIAJIbI HaJIbHBIE | une | paboT-HOM
MO/Ipa3eNICHUs | TOJDKHOCTH | €IUHUIL ILIAThI
1 2 3 4 5 6 7 8

HaunmeHnoBanue qJoKHOCTH NOONUCDH N.0. damunus

Bussl cornacoBanus

3AJTIAHUE: CoctaButh Tpu JOKYMEHTA, OTpaKaroliue padoTy ¢ kKaapamu Bamel opranuzamumu.

Kpurepun onenkmn:
6 — 3a1aHy€e BBEIIOJIHEHO
4 — 3a1aHHUEC BBITTIOJIHECHO C 3aMCYaHUAMU

1- 3aaHuE€ BBINTOJIHECHO C CYIIICCTBECHHBIMU HEAOCTAaTKaAMU

0 — He BBIIIOJIHEHO

7.2.1. Keiic «IlyTaHuna ¢ TpyAOBBIMH KHHAKKAMM




O3HAaKOMBTECh C CUTYyallMi U MUCHMEHHO U3JIOKUTE OTBETHI HA TIOCTABJICHHBIE BOIPO-
Chbl. YKa)KuTe, KAKUMH HOPMATUBHO-TIPAaBOBBIMH aKTaMH BbI IIPU 3TOM MOJIb30BANNCH (Ha3BaHHE,
CTaThs).

B OO0 «I"opu30HT» NpHUHSIIM ABYX COTPYAHUKOB. Bragumup A. obopmitsiics Ha TOJDK-
HOCTh WH)KEHEpa-CMETYHMKA B IJIAHOBO-d3KOHOMHUYecKkuid otmen, a IOpwmit II. — Ha momkHOCTH
TEXHHYECKOTO MUCATENsI B KOHCTPYKTOpCcKoe O0ropo. Ho kaapoBuk mepenyTaia Tpya0Bble KHUXK-
KH paboTHHUKOB. B kHMkKe Bragumupa oHa crenana 3amuch O MpUEMe Ha JTOJDKHOCTh TeXHUYe-
CKOTO mucatens, a B TokymeHTe FOpus — Ha TOMKHOCTh MH)KEHEpa-CMeT4YrKa. B To ke BpeMs B
npuKase o mpueMe Ha paboTy mo crucouHoit Gpopme Ne T-la HOmKHOCTH PaOOTHUKOB M CTPYK-
TypHBIE MOApa3ieleHNs ObLITN YKa3aHbl IPABUIIBHO.

OmmbOKy 3aMeTHJIM TOJIBKO 4epe3 Tojl. 3a 3To Bpems KOpwuii ycrien yBOJIHMTBCS ¢ Hempa-
BWJILHOM 3alTUCBHIO B TPYNOBOM KHUXKe. OH-TO W yKa3aja ObIBIIEMY pabOTOJaTEI0 HA TOMYIICH-
HYIO HETOYHOCTh. Brianumup octaicst paborars B OOO «I opu30HT», HO OBLT MIEPEBENICH HA JIPY-
T'yI0 TOJDKHOCTH. O HEeMpaBWIIBHOM 3alKCH OH TIOKA HMYETO He 3HaeT. TpyaoBble KHUKKU paboT-
HUKOB CE€Yac BBITJISAST TaK:

Tpyoosas knuscka FOpus I1.
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Bomnpochnr:

1. ¥Opuii TpeOyeTr ucrpaBUTh OMIMOOUYHYIO 3aIIUCh B €r0 TPYIOBOW KHIDKKE. JloymkeH nu
kapoBuk OO0 «["opu30HT» HUCHPaBIATh OMHUOKY? ONUIIUTE TOPSAIOK JEHCTBUM KaIpOBHKA B
CJIO’KUBUICHCS CUTYaIHH.

2. U3menutcs nu mopsgok aeictBuit kaapouka OO0 «IopuzonT», eciu KOpwuit ycTpo-
UTCSI Ha HOBYIO pabOTy U B €0 TPYJIOBYIO KHIDKKY yXe OyleT BHeCeHa 3aIiCh O IPHEeMe Ha pa-
00Ty B APYT'yIO OPTaHU3AIHIO?

3. HyxHo nu cooOmare Brnagumupy o nomymenHoi ommoOke? HykHO 1M MCTIpaBisiTh
3aluCh B TPYJAOBOM KHIDKKE Branmummupa, ecnu cam oH 06 3ToM He mipocut? Eciu ga, To Kak 310
IIPABWJIBHO ClIenaTh?

Kpurepuu onenkn:

6 — 3a1aHy€e BBEIIOJIHEHO

4 — 3aaHKC BBIIIOJIHCHO C 3aMCUYaHUSIMU

1 — 3ayianue BBITTOTHEHO C CYIIECTBEHHBIMH HEIOCTaTKAMHU
0 — He BBIIOJTHEHO

7.2.3. TecToBble 3aaaHus. B 3ananusx ¢ 1 mo 10 BeiOepuTe HOMEp NMPABUILHOTO OTBETA!

1 Kaxoit peKBU3UT ONpeeIsieT MO TMHHOCTh IOKyMeHTa?
1. Iloamwuck
2. OTtTHCK TIeUaTu
3. PerucrtpanroHHbI HOMEpP JOKYMEHTA
4. Jlata

2 Kakue TOKyMEHTBI OTHOCSATCS K HOpPMaTUBHBIM?
1. Huadopmupyromme o npeacrosiieM dakre
2. Hcxonsmue 10KyMEHTHI
3. JIOKyMEHTBHI, yCTaHABIIMBAIOIINE KaKHe-TM00 HOPMBI U TIPaBUIIa
4. Bxopsume JOKYMEHTBI

3 Kakue pekBU3UTHI YCTAaHABIMBAIOTCS B PABOM BEPXHEM YIIIy TOKyMeHTa?
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1.I'pud yrBepxaeHUS
2. Anpecar
3.Pe3omonus

4. Bce nepednciieHHOE

4 Ha3zoBuTe mpaBHJIbHOE PACIONIOKEHNE PEKBU3UTA «J1aTay Ha TOKYMEHTE
1. Ilepen moamuchio aBTOpa
2. B mpaBoM BepXHEM yTiy
3. Ha Gnanke — B IeBOM BEpXHEM YyIIIy IMOJ HAUMEHOBAaHUEM aBTOPA JOKYMEHTa
4. IIpou3BoabHO Ha CBOOOTHOM MECTE

5 Yto Takoe «BH3a» HA JOKYMEHTE?
1. CormnacoBanue 3aUHTEPECOBAHHBIX B UCIIOIHEHUU MUChMA JIHI]
2. Tlonmuce aBTOpa
3. PacnopspkeHne pyKoBOIUTENS
4. Otmertka 00 UCIIOTHEHUH JTOKYMEHTA
6 OObsAcHUTE HA3HAUYCHUE PEKBU3UTA «PE30TIOLIHS»
1. Yxka3aHue o BBIIOJHEHUH HEMIOCPEICTBEHHOMY UCIIOIHUTENIO WIIK CO3IaHHE APYTOTro
JIOKyMEHTa
2. CornacoBaHue C TEKCTOM 3aMHTEPECOBAHHBIX B JJOKYMEHTE JIUIT
ITogmuce aBTOpa
4. JlupextuBa (pacmopspKEHHE) PYKOBOJICTBA

(98]

7 B xakux ciydasix HaJl0 3alOJHATh PEKBU3UT «CChUIKA HAa UHACKC U JaTy JOKYMEHTa»?
1. Tlpu cocraBieHuM JOOOTO MUCHMA
2. 2.Tonwko B cay4yae COCTABJICHHS AyOJIMKaTa MUChMa
3.Ilpu oTBeTE HA MUCHEMO
4.Ilpu cocTaBieHUH NEPBOHAYAIBHOIO MUChMa (MHUIIUATUBHOTO)

8 JlaitTe onpeneneHue JOKyMeHTa
1.bnank ¢ pekBu3UTAMU
2. TekcT ¢ neyaTpro
3. TpadapeTHsiii TEKCT, cOAepk AN BOIPOCHI IO OMPEIETICHHON TeMe U MECTO JIsT OTBETa
Ha HUX
4. Vladopmariis Ha MaTepHaTLHOM HOCUTENE, MMEIOIAst FOPUANYECKYIO CHITY

9 OxapakTepu3yiTe ¢ TOUKH 3PECHUS PEKBU3UTOB JOKYMEHTA CIEAYIOUTUI (pparMeHT:
«3am.upektopa B.liBanoBy. O6ecnieunTh BHIMOJHEHNE YCIIOBUM IMOCTABOK (JTMYHAS TIOIUCH
JTUPEKTOPA, MOAMUCH, 1aTa)»

1.I'pud yrBepkaeHus

2. Buza cornacoBanus

3.Pe3omronusa

4. PacniopspxeHue

10 ABTOp MHCHhMa — JIUIO IOPUANYECKOE, KOTOPOMY MOHAZ00MIOCH COCTABUTh MTUCHMO JINYHOTO
xapakrepa. Boconbs3yercs 1 aBTop 071aHKOM TSl TUChMa?

1. [a, B cmydae noka3aTenbcTBa OJHOMOYMI aBTOpa

2. Her, opurnmanpabie 0JaHKH MpeHA3HAYEHBI TOJIBKO JUTSI CITY>)KEOHBIX TTUCEM

3. 3aBucut oT aapecara

4. Jla, Tak KaK IOpUANYECKOE JIUIIO BEIET CBOIO JOKYMEHTAIUIO TOJIBKO Ha OJIaHKax



Kpurepun onenkmn:

«otinyHOo» - 80-100 GanoB
«xopomro» - 60—59 Ganos
«ynoBieTBoputeabHO» 40-59 Gannos
«HeynoBneTBopuTeabHO» 0-39 6amos

TeMbl NUCbMEHHBIX PadoT

VY4eOHBIM MJITAHOM JUCIUIUIMHBI HE TTPETYCMOTPEHO

7.3. OneHOYHbIE CPEACTBA /ISl IPOMEKYTOYHOM aTTeCTAMH MO0 UTOraM OCBOEHUS JTUCIH-
IIMHEI

7.3.1. Bonpochl K NPpOMeKYTOYHOM aTTecTaluu

Cemectp 7
Ne Bonpocs! k 3k3aMeHy
n/n
1 [TonsTHE TOKYMEHTA U €T0 KiIacCuUKaIsl.
2 CucTeMbl TOKYMEHTAIINH, IPUMEHSIEMbIE B KaJPOBOU CITyxk0e.
3 OCHOBHBIE JOKYMEHTHI, pETIIaMEHTHPYIONINE YIPaBICHUE IEPCOHATIOM: TIPAaBHIIa BHYTPEHHETO TPYAOBOTO

pacnopsiika

OCHOBHBIE JOKYMEHTHI, pETIIAMEHTHPYIONIHE YIPaBICHUE IEPCOHATIOM: IITATHOE PACIIHCAHHE

OCHOBHBIE JOKYMEHTHI, pETIIAMEHTHPYIONINE YIPaBICHHE IEPCOHATIOM: JOJDKHOCTHBIE HHCTPYKIIHH.

[TpaBmia oopMIICHHS TOKYMEHTOB: COCTaB PEKBU3UTOB, TPEOOBAHMSI K X O(DOPMIICHHIO.

[TpaBmia oopMiIeHHS TOKYMEHTOB: TpeOOBaHMS K OJJaHKaM JOKYMEHTOB M UX 0(hOPMIICHHIO.

4

5

6 OCHOBHBIE JOKYMEHTBI, PETIIAMEHTHUPYIONINE YIIPaBICHHUE MEPCOHATIOM: TPYAOBBIE TOTOBOPHI (KOHTPAKTHI).
7

8

9

ITopsimox oopmIIeHNsT JOKYMEHTOB NP IpHUeMe Ha padoTy;

10 | Iopsimokx oopmiteHNsT JOKYMEHTOB IPH TIEPEBOJIC;

11 Pacropykenue Tpy10Boro qoropopa (KOHTPAKTa);

12 ITopsinox moArOTOBKM MPUKA30B IO JINYHOMY COCTaBY;

13 [opsimok oopmMieHNsT TOKyMEHTOB P KOMaHAHPOBAHUH,

14 | Topsimox oopmIIeHUsT JOKYMEHTOB NPH OOBSIBICHHH MOOITPEHUSI.

15 ITopsimokx oopmITeHNsT JOKYMEHTOB NPH OOBSIBICHUH B3bICKAHHMS.

16 | OcHOBHEIE ITpaBHJIa BEJCHNS TPYIOBBIX KHIKEK.

17 Benenune qu4HBIX A€

18 OpraHu3anus TOKyMeHT0000poTa.

19 CucreMaru3anys JOKYMEHTOB

20 | XpaHeHue KaIpoBOW JOKYMEHTAITUH.

21 JIoKyMEeHTHpOBaHHE MPOIIECCOB MOATOTOBKU K HAMYy IepcoHasa

22 | JIokyMEeHTHPOBaHHE NPOIECCOB HaliMa MepcoHaa

23 JloxyMeHTHpOBaHHE MPOIIECCOB aaNTAIMH PAOOTHUKOB

24 | JIokyMEHTHPOBaHHE MIPOIECCOB 00YICHHSI pAOOTHUKOB

25 | JlokyMeHTHpOBaHHUE MIPOIECCOB MPOXOKICHHS HCIBITATEIHLHOTO CPOKA

26 | JIokyMEHTHPOBaHHE MPOIECCOB 00YICHHS pAOOTHUKOB

27 | JlokyMeHTHpOBaHHE MPOLECCOB MPHUBIICUSHHUsS] 00YUAIONEro nepcoHaia

28 | JlokyMeHTHpOBaHHUE IIPOIECCOB YIPABICHUS KapbepOl COTPYTHIKOB

29 PaboTa 1o 3amuTe nepcoHaNbHBIX JAHHBIX

30 | Homenknatypa nmen

31 [TpaBwia 3anonHeHns TUIHOHN KapToukH (T-2)

32 | JIokyMEeHTHPOBaHHE MIPOIECCOB NMPHU YBOJIBHEHHUHN M0 MHUIIMATHBE paOOTHUKOB

33 JloKxyMEeHTHpOBaHHE MPOIIECCOB NMPH YBOJIHHEHHUH 110 HHUIIMATUBE pabOTOAATEIS

34 | JlokyMEeHTHpPOBaHHUE IIPOIIECCOB YBOJBHEHNS IO HE 3aBUCAIINM OT CTOPOH MPUINHAM

35 OCHOBHBIE JOKYMEHTHI, pETIIAMEHTHPYIONINE YIPABICHNE IEPCOHAJIOM: TIOJIOKEHUE 0 KaJPOBOii cyx0e

36 | OcHOBHBIE TOKYMEHTHI, pETJIAMEHTHPYIOIINE YIIPaBJICHIE IEPCOHAIOM: TTOJIOKEHHE O MIEPCOHATIE

37 | OcHOBHBIE TOKYMEHTHI, PETJIAMEHTHPYIOIINE YIIPABICHIE IEPCOHAIOM: ITOJIOKEHHE 00 aTTeCTallnu




38 OCHOBHEIE JOKYMCHTHI, PCIJIaMCHTHUPYIOIINWEC YIIPABJICHUC IIEPCOHATIOM: TOJIOKCHUC O TPEMUPOBAHNU

39 | OcHOBHBIE TOKYMEHTHI, pErJIaMEHTHUPYIOLINE YIIPABJICHHE IIEPCOHAIOM: IOJIOKEHUE 00 oruIaTe Tpyaa

40 OCHOBHEIE JOKYMCHTHI, PCITIAaMCHTHUPYIOMINEC YIIPABJICHNUC IIEPCOHATIOM: TIOJIOKCHUC O Haiime rnepcoHaja

7.3.2. Kputepun U HOPpMbI OLEHKH

dopma npose-
Cemectp AeHms Kpurtepuu u HOpMbI OLlEHKH
MPOMEKYTOYHOM
aTTecTaluu
COTIIUIHOY 85-100 GayoB
7 9K3aMeH «XOpOILIOY 70 — 84 GamnoB
«yJIOBJIETBOPUTEIHHOY 55-69 6amnoB
«HEYJOBJIETBOPUTEIILHO 0-546an10B




8. YueOHO-MeTOAMYecKOe U MH(POPMAIIMOHHOE o0ecnevYeHre JUCHMIITIMHBI

8.1. O0s13aTesnbHAA TUTEpPATYypa

Tun (yueOHUK, yueOHOE

Ne ABTOpBI, CO- nocooue, yueoOHo- I'ox us3- KoanuecTBo B Hay4YHO# 0M0/M0-
3arnaBue (3aroJjioBoK)
n/n CTABUTEJIN MeToauYecKoe nmocoomue, TaAHUSA Teke / HaumenoBanue DbC
NPaKTHKYM, Ap.)
1 Cycnos I'.B. VYrpaBneHue nepcoHaqIoM OpraHU3aluu yue0. mocobue 2020 ObC «ZNANIUM.COM»
I'amxuesa CoBpeMeHHOE KaJIpOBOE JIETIOMPOU3- 2017 9BC «IPRbooks»
2 E.1IO. BOJICTBO IIPAKTUKYM
3 Eropmmn A.I1. OCHOBBI yIIpaBJIEHUS MTEPCOHATIOM yue0. mocobue 2020 «ZNANIUM.COM»
https://znanium.com/catalog/docum
ent?pid=1067790
8.2. lonosiHMTE/ILHAS JIUTEPATYPa
Tun (yueOHUK, yueOHOE
Ne | ABTOpBI, cocTa- nocooue, yueoOHo- I'ox us3- KoanuecTBo B Hay4YHO# 0n0IM0-
3arsiiaBue (3aroJi0BoK)
n/n BUTEJIN MeToauYecKoe nmocoomue, TaAHUA Teke / HaumenoBanue DbC
NPaKTHKYM, Ap.)
4 | CornukoBa C. 1. | VYmnpasieHue nepcoHanoM [ DJIEKTPOH- 2016 OBC «ZNANIUM.COM»
HBI pecypc] : JlenoBas kapeepa VYu4eb. mocobue
5 2018 OBbC «IPRbooks»

Cremnanosa E.H.

Cucrema 2JIEKTPOHHOTO JOKYMEHTO-
obopora

yaeOHOe mocodune




8.3. Ilepeuyens npogeccnoHANBHBIX 023 JaHHBIX U HH(POPMAIIMOHHBIX CIIPABOYHBIX
cucTeM

- KagpoBoe cooOmiecTBo u myonukanun - Pexxum nocryna: http://hr-portal.ru
- Kagposoe nemno. [Ipaktuueckuii sxypHa o KaapoBoii padore - Pexxum pocryna:
http://www .kdelo.ru

- MunucTepcTBO 3KOHOMUYECKOTro pa3BuTusi PO [DnexktpoHHslil pecypce]| - Pexxum nocryna:
http://economy.gov.ru/minec/main

- MuHHCTEpCTBO TPYAA, 3aHATOCTH U MUTPALIMOHHOM nonuTuku Camapckoit obsacTtu [ Diek-
TpOHHBIN pecypc] - Pexxum noctyma: http://trud.samregion.ru/home/slugba.aspx

- MuHucTepCcTBO TpyAa U counanbHou 3amuTel PO [DnexkTponHslil pecypce] - Pexum nocryna:
http://www.rosmintrud.ru/

8.4. Ilepeuenb NMpOrpaMMHOro odecrnevyeHust

Ne Haumenopamme [O PexBu3uTHI IIOFOB?pa

n/n (naTa, HOMep, CPOK /el CTBHA)
1 Windows Jorosop Ne 690 ot 19.05.2015r., cpok neicTBUSI - OECCPOIHO
2 Office Standart Horosop Ne 690 ot 19.05.2015r., cpok aelicTBUs - 6€CCPOUHO;

Jorosop Ne 727 ot 20.07.2016r., cpok neHCTBUSI - OECCPOIHO

8.5. Onncanne MaTepuaIbHO-TEXHUYECKOH 0a3bl, HEOOXOAUMOI JIA OCylIeCTBJIe-
HHs 00Pa30BATEIbHOI0 MPOLECcCa 0 AUCHUIIMHE

HaumeHoBaHne 000py10BAHHBIX YUeOHBIX KAOMHETOB, J1200-
paTopuii, MacTepcKuX M Ap. 00bEKTOB /AJIsl MPOBEIeHUsA

Ne . . IlepeuyeHb OCHOBHOTO
o/ | TPAKTHYECKHX 1 JzaﬁopaToprlx 3aHATHH, HOMEIUECHH I 11 oGopyXoBaHmsI
CaMOCTOSITEJILHOM padoThl 00y4yarommxcsi (HoMep ayJauTo-
pun)

Aynutopust BeOkoHpepeHuil. YueOnas ayauropus it npose- | CTOJbI yYeHUYECKHE,

J€HNS 3aHATUH JIEKHMOHHOIO Tuna. Yd4eOHas ayAuTOpHUs AJS | CTYJbsl yYEHHUYECKHE,

MIPOBE/ICHUS 3aHATUI ceMuUHapckoro Tuma. YuebHnas ayxutopus | [IK ¢ BeIxomom B ceTb
| | AUt KYPCOBOTO NPOEKTHPOBAHUA (BBIOJIHEHUSI KypcoBbIX pa- | MHTepHeT

60T). YueOHas ayIuTOpHs AJIs IPOBEACHUS TPYNIOBBIX M UH/IU-

BUJYaJIbHBIX KOHCYJbTaLUN YdeOHas ayquTOpus JUIsl IpoBeje-

HUS 3aHATUM TEKYILEr0 KOHTPOJIS U IPOMEXYTOYHOM aTTeCTa-

nuu. (YJIK-301)

Aynutopust BeOkoHpepeHuil. YueOnas ayauropus it npose- | CTOJIbI yYeHUYECKHE,

J€HNs 3aHATUH JIEKUMOHHOIO TuUna. Yd4eOHas ayAuTOpHUs AJS | CTYJbsl yYEHHUYECKHE,

MIPOBE/ICHUS 3aHATUI ceMuHapckoro Tuma. YuebHas ayautopus | [IK ¢ BeIxomom B ceTh
5 | AlA KypCOBOIO MPOEKTHPOBAHNs (BBIOJIHEHUSI KypcoBbIX pa- | HTepHeT

60T). YueOHas ayIuTOpHs AJIs IPOBEACHUS TPYNIIOBBIX M UH/IU-

BUIYaJIbHBIX KOHCYJbTaLMN YdeOHas ayquTOpus JUIsl IpoBeje-

HUS 3aHATUM TEKYLLEr0 KOHTPOJI U IPOMEXYTOYHOM aTTeCTa-

nuu. (YJIK-314a)

[TomerieHue 1st CAaMOCTOSITENBHOM pabOTHI CTYIEHTOB Crounbl yyeHHUECKHE,
3 (I'-401) CTYJIbsSl YYCHUYECKHUE,

I1K ¢ BBIXOIOM B CETH
Nutepuer
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