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(mpotokon 3acemanusi Ne 1 ot «01» centsaops 2020 r.).



1. Ileanb ocBOEHUS AUCITUILIMHBI

Heﬂb: 3aKJII0O4YacTCA B OBJIAACHHUU OCHOBAMU NPABUJIbBHOI'O U CBOCBPCMCHHOT'O O(bOpMJIeHI/ISI
KaHpOBOﬁ JOKYMEHTAIlUU U Hannemameﬁ OpFaHHBaHHeﬁ ,I[OKYMGHTOO60p0Ta B COOTBECTCTBHUU C
TPYAOBBIM 3aKOHOAATCILCTBOM U HOPMATUBHO-IIPABOBBIMU aKTaMH JACJIIOIIPOU3BOACTBA.

2. Mecto aucuunuibl B cTpykrype OIIOII BO

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

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

OOTEI

3. Ilmanupyemble pe3ybTaThbl 00yUeHUsI

®opmupyemMblie U KOHTPO-
JIMpyeMble KOMIeTeHIIUU

Nuauxkaropsl
JOCTHKEHUS
KOMIIeTeHIUii
(K01 1 HAUMEHOBAHUE)

IInanupyemsble pe3yJbTaThl 00yYeHHs

Cnoco0eH IM0Jab30BaThCS  I10-
HCKOBBIMH CHCTEMaMH M HH-
(GopMalMOHHBIMU  pecypcaMu
B oOyactu obecrieueHus Iep-
conainom (ITK-2)

[TK-2.2 none3yeTcs
MTOMCKOBBIMHU CHCTE-
MaMu

3HAaTh: UCTOYHUKHY TIOMCKA HH(OpMAITUH

YMerb: nonay4yats u oOpabaTbiBaTh HH-
(hopmanuro

Buaamerb: crocoOHOCTHIO TOWCKA HH-
dbopmaruu B o0macTu o0ecrieyeHus nep-
COHAJIOM

[TK-2.3 ucnons3yer
nH(pOpMaLIMOHHBIE
pecypchl s obecre-
YEeHHs OpraHu3alnuu
MEPCOHATIOM

3HaTh: NPUHIMIBI pabOThl Ha MOMCKO-
BBIX IJIATGOpMax

YMerTh: MCKAaTh HEOOXOIUMBIX KaHIMIa-
TOB TI0 3arpocaM padoToaareneit

Biagers: HaBHIKOM HCIONB30BAaHUS HH-
(hopMaImoHHBIX PEecypcoB sl obecre-
YCHUS TIEPCOHAJIOM OpraHru3alnn

Cnoco0eH NpUMEHSTh TEXHO-
JOTMM M METOJIUKU IIOMCKa,
IpUBIICYEHUs], 1T000pa U OT-
0opa KaHIMJIATOB Ha BaKaHT-
Hble JOJDKHOCTU (Tipodeccud,
CHELHATbHOCTH) B COOTBET-
CTBUE C HUX CHEeUU(HUKOH, B
TOM YHCJI€ U C MCIIOJIb30BaHM-
€M TIOMCKOBBIX CHUCTEM W WH-
(OpMallMOHHBIX PpECYpcoB B
obnactu obecriedeHus! Mmepco-
Hasom (ITK-3)

[1K-3.4 ciocoben
OCYIIECTBIATH MO/~
060p mepcoHana

3HaTh: METOJMKH MOMCKA MepCoHaIa

YMeTh: MPUMEHSTh TEXHOJIOTHH MTOUCKA
nepcoHaa

Baagers: ciocoOHOCTBIO MOA00Opa Tep-
coHaJia

T1K-3.5 crocobeH 1o-
no0OpaTh KaHIuIaTa
Ha BaKaHCHUIO

3narp: crenuduky noadopa u ordopa
nepcoHaa

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

Baagers: ciocoOHOCTRIO TOAOOpPA U OT-
0opa KaHAMJATOB HA BAaKAaHTHBIE IOJIK-
HOCTH C WCIIOJIb30BAHHEM MOMCKOBBIX
CUCTEM U MH(POPMAIIMOHHBIX PECYPCOB B
o0acTi obecreueHus nepcoHaIoM




CTpyKTypa U coaep:kaHue THCHUTITHHBI

Bun

®DopMbI TEKYLIETO

Moayab yaeBHoii HaumeHoBaHue TeM 3aHATHH Kype |O6bem, w| Bambr HNHTepakTuB,| KOHTPOJS (HAUMEHOBA-
(pasaen) paGoTbHI (yueOHOii padoThI) ’ 9, HHE OI[EHOYHOI'0 Cpe/-
CTBA)
Jlex 1 CocraB 1 coaepKaHHe KaJIpOBOM JTOKyMEHTa- ) 2 - TecToBble BOIPOCHI 1.
§1050%0 yaeOHUKa
Cpl 5 35
Ipl [TpaBuiia opopmiieHHs JOKYMEHTOB ) 2 - 3aaHus IpoBepsieMble
BPYYHYIO.
TBopueckoe 3aanuel
Cp2 5 35 -
Jlex 2 |Opranusanus 10KyMeHTO000poTa 5) 2 TecToBble BOIIPOCHI 371
yueOHUKa
Cp3 5 35
Ip 2 [Topsimox oopmiieHus: JOKYMEHTOB IpH pado- ) 2 - 3aanusi, IpoBEpsieMble
T€ C EPCOHATIOM BPYYHYIO -
Keitic-3amaua 2
Cp4 5 35 -
Ip 3 [Topsinok yuera kagpoB ) 2 - 3aianus, NpOBEpPsEMbIE
BPYYHYIO -
Keiic-3amaua 3
Cp5 5 21 -
TloaroroBka K sK3aMeHy 5 8,65 40
Hroro: 180 100




5. O6pa3oBaTe/ibHbIE TEXHOJIOTHHU

C uenbro popMupoBaHUs KOMIETEHIUH Y CTYACHTOB B Y4€OHOM MPOIIECCe UCTIONb3YEeTCS
TEXHOJIOTUS TPAAULIMOHHOTO 00yueHnus ¢ npumenenuem JJOT

6. MeToauuyecKue YKa3aHUusA 110 0OCBOCHUIO JUCHUIIJIMHBI

By yaeOHBIX 3aHs-
THUH

OpFaHI/ISaHI/IH ACATCIIBHOCTH CTyACHTa

Jlexuus

Hanucanme koHCHeKTa JEKIUN: KPaTKO, CXEMATHYHO, TOCIIEI0BATEIIHHO
(bUKCUpPOBaTh OCHOBHBIE TOJIOKEHHUSI, BBIBOJIBI, (HOPMYIUPOBKHU, 00001I1Ie-
HUS; TIOMEYaTh Ba)KHbBIE MBICIIHU, BBIICNATH KIIOYEBBIE CIIOBA, TEPMHUHBIL.
[IpoBepka TEPMUHOB, NMOHATHI C MOMOUIBIO SHLMKIONEAUN, CIOBapeEi,
CIPAaBOYHHKOB C BBINUCHIBAHUEM TOJKOBaHUI B TeTpajab. OO03HAYUTH
BOINPOCHI, TEPMUHBI, MaTepuan, KOTOPBIA BBI3BIBAET TPYAHOCTH, MOMeE-
TUTh U TONBITATBCS HAWTH OTBET B PEKOMEHIyeMO# nureparype. Ecimu
CaMOCTOSITENILHO HE YAaeTcs pa3o0parbcs B Marepualie, HeoOXOAUMO
chopMyIHUpOBaTh BOMPOC U 33/1aTh MPENOaBaTelt0 Ha KOHCYIbTAlluH, Ha
MIPAKTUICCKOM 3aHSTHH.

IIpaktuueckue
3aHATUSA

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

TloaroroBka
K DK3aMEHY

[Ipn moAroToBke K 3K3aMEHY HEOOXOIUMO OpPHUEHTHUPOBATHCA Ha KOH-
CHEKTHI JICKIIUM, PEKOMEHIYEMYIO JINTEPATYPY, MATEPH ajIbl MPOPUITHHBIX
CalTOB U JIp.

7. OneHOYHBIE CPEACTBA

7.1. IIaciopT OLICHOYHBIX CPEACTB

Kon xonTpotupyemoi HanMeHoBAHMe
Kypc KOMIIeTEHIUH (I ee OIEHOYHOTO CPENCTBA
4acTH)
5 3ananue, MpoBEPsIEMOE BPYUHYIO —
TBOpUecKoe 3ananue 1,2
[K -2 Bomnpocs! mpomMeXyTOYHON aTTecTalun
NeNe 1-20
5 3amanue, MpoBEPSIEMOE BPYUHYIO —
TBOpYECKOE 3a/laHue 3
K -3 Bormpocs! mpoMeKyTOYHOM aTTecTauuu
NeNe 21-60

7.2. TunoBbie 3aJaHUdA WJIM UHBIC MaTepHaAJbI, HGOﬁXOIlI/IMbIe AJIl TEeKylmiero KoH-

TpoJIs




7.2.1. TBopueckoe 3axanue «COCTABJIEHME N1 O®OPMJIEHUE OPT' AHU3ALIMOHHBIX
JOKYMEHTOB I10 JIMYHOMY COCTABY»

Hens:

- IOHUMATh CYTh JOKYMEHTOB I10 JUYHOMY COCTaBY, 3HaTh UX CTPYKTYpPY;
- YMEHHUE COCTAaBJIATh OpPraHU3alMOHHbIE JOKYMEHTBI 10 JIMYHOMY COCTaBY
- HaBBbIK KOHCTPYUPOBAHUs1, TBOPYECTBA;

Teopemuueckue ceedenus:

K nmoxymeHTaMm, periaMeHTUPYIOIIMM YIIPaBJICHUE MEPCOHAIIOM, OTHOCATCS OpraHu3a-
LMOHHBIE JOKYMEHTBI: CTPYKTypa M IITaTHAs YUCIECHHOCTb, IITATHOE pacClUCaHME, MpaBUia
BHYTPEHHETO TPYJOBOI'O PACIOpsIKa, MOJ0KEHUSA O CTPYKTYPHBIX TMOJPA3ACICHUNAX, IOJ0XKE-
HUE O MepCcoHase, JOHKHOCTHBIC HHCTPYKIUHU, TPAQUKU OTITYCKOB H JIp.

Ha ocHoBanum ycraBa opranu3aiuu (B KOTOPOM, IOMUMO OCHOBHBIX ITPaBUJI, PETYIIHPY-
IOIUX €€ JIeATEeNIbHOCTh, OBITh ONPE/EIICHBI MPaBe U 00SI3aHHOCTH YUPEIUTENICH U IpYyrue Mmoyo-
JKEHUS O TepcoHale), pa3pabaTbiBaeTcs ee (yKas3blBalOTCA CTPYKTYpHBIC MOAPA3NICICHUS) U
OTPEIETISAETCS MTaTHAS YUCICHHOCTD (JOKHOCTH, KOJMYECTBO €IMHHII).

B nokymenre «lllmamnoe pacnucanue) 3aKperuisitOTCs T0JKHOCTHOM, YUCIEHHBIN
COCTaB OpraHU3aINH, YKa3bIBAIOTCS CBEICHHS O JOJDKHOCTHBIX OKJIaJaX, HaJ0aBKaxX U MECIUHOM
done 3apabOTHOI MJIaThl OpraHU3alluu B IEJIOM, IITATHOE PACcIUCaHUEe YTBEPKIACTCS PYKOBO-
JIUTEJIEM OpTaHHU3alUHU.

Ha ocnoBanuu TpynoBoro Koaexca P® TpynoBoil pacnopsiok B OpraHU3allu ONpese-
nsiercs «llpasunamu enympennezo pacnopsaoka». B nacrosiiiee Bpemsi Kaxaasi KOHKpETHast Op-
TaHU3aUs ¢ YYeTOM CHelU(PUKU IeSTEIbHOCTH, (OPMBI COOCTBEHHOCTH, Ha KOTOPOIl OHA OCHO-
BaHAa, OPraHU3alMOHHO-TIPABOBOM (POPMBI, YUNCIECHHOCTH PAOOTHUKOB, HAJTUYHS UM OTCYTCTBUS
CTPYKTYPHBIX IOJApa3/e/ICHU BIIpaBe YTBEPKAaTh CBOU IpaBuia. B TO ke BpeMs CylIeCTBYIOT
ONpeIeJICHHbIE HOPMBI, KOTOPBIE OpraHU3allvsl HE BIPABE M3MEHUTH: TapaHTUU PAOOTHHUKAM,
MPOJOHKUTENHFHOCTh pab04Yero BpeMEeHU, Mephl TUCITUTUIMHAPHOTO B3bICKaHUS U Apyrue. Takum
00pa3zoM, opraHu3aius He MOXKET yXYAIIaTh YCIOBHUS PaOOTHUKOB MO CPAaBHEHHUIO C 3aKOHOJIa-
TeIbCTBOM PD.

[IpaBuna BHYTpEHHEro pacmopska COCTaBJISET aJIMHUHHUCTpAIMS OpTraHu3aluy (B YaCTHOCTH,
ATON paboTOIl MOXKET 3aHUMAThCS KaJpoBas CIyx0a), BU3UPYET IOPUCT; ITU MPaBHUIIA 00CYyXKaa-
I0TCsl HA 001eM coOpanuu (KoH(pepeHInn) paOOTHUKOB U YTBEPIKIAIOTCSI PYKOBOJAUTEIIEM OpTra-
HH3AI1H.

B npaBmiiax BHYTpEHHETO TPYAOBOTO PACTIOPSAKA YKA3BIBAIOTCS CIEAYIOIINE Pa3IeIbl:

- o0111e€ TTOJI0KEHHE;

- IOPSIZIOK TIpUeMa, TIEPEBOJIa U YBOJIBLHEHHUS CITYKaIllKX;

- OCHOBHBIE 00513aHHOCTH aIMUHUCTPAIUH;

- pabouee BpeMs U €ro UCIOIb30BaHNUE;

- IOOLIPEHHUS 3a YCIIeXH B paboTe;

- OTBETCTBEHHOCTH 32 HAPYIICHUS TPYTOBOUN NUCIIUTUINHBL,

- BHYTPUOOBEKTHBIN PEKIM;

- Opranm3aius padoTHI.

CoBpeMeHHbIE KOMMEPUECKHE CTPYKTYPhI pa3padaThiBaloT B KAUeCTBE OPraHU3alluOHHO-
ro nokymenrta «llonoscenue 0 nepconane», B KOTOPOM, IIOMUMO OOIIMX BOMPOCOB PA3BUTHUS
TPYJOBOTO KOJIJIEKTHBA, MOTYT PaCCMAaTPUBATHCS M Ba)KHBIC BOMPOCHI: MOBBIIICHUs KBaTU(pUKa-
IIMY TIEPCOHAJIA, yYaCTHUs MePCOHANIa B MPUOBLIAX, MPAaBHIIA JIETIOBOTO OOIICHUS TIEpCcoHaa U JIp.

Opranu3zaiinu, COoCTOSIINE U3 HECKOJIBKUX CTPYKTYPHBIX MOJpa3ieleHul, 00sS3aHbl pa3-
pabotatb «llonoxcenue o cmpykmyphom noopaszoejieHuu», B KOTOPOM OTpEeIeHBI 3aa9H,
GbyHKIIMH, TpaBa U 00s13aHHOCTH MOApa3aeneHus. TeKcT monoxenust 00 oTaene KaJapoB JOJKEH
COJIepXKaTh CJIENYIONINE OCHOBHBIC Pa3IeIbl:

- 00IIUe MOJ0KECHUS,



- OCHOBHBIE 33/]a4H;
- CTPYKTYpa U QyHKIUY;

- B3aMMOOTHOILICHHUS C IPYTUMU MOAPa3IeICHUSIMHI OpraHU3allUu;

- [IpaBa 1 00SI3aHHOCTH;

- OTBETCTBEHHOCTb.

[TonoxkeHne O CTPYKTYpPHOM IMOJAPA3JEICHUN TOCIIEe COIJIACOBAaHUS C IOPUCTOM, C JAPYTUMU
JIOJDKHOCTHBIMHU JIMLIAMH YTBEPIKIACTCSI PYKOBOJIUTEIIEM OpPTaHU3allUH.

JlomKHOCTHAS MHCTPYKLMS - IOKYMEHT, PeryiaMeHTUPYIOIIUI PaBOBOE MOJI0KEHNE pabOTHUKA
B OpraHu3aluu.

B 1omKHOCTHOM MHCTPYKIIUMH ONPEAETSIOTCS 3a/1aui, YCTaHABIUBAIOTCS (YHKIINH, TpaBa u 00si-
3aHHOCTHU Pa0OTHHKA COTIIACHO 3aHUMAEMOH JTOJIKHOCTH.

Dopma ookymenma «Cmpykmypa u wimamuas YUci1eHHOCHb OPZAHUAUUU)

HanmMeHnoBaHue OopraHu3anuu

YTBEPXIAIO
CTPYKTYPA U LIITATHAA HauMeHnoBanue nomKHOCTH
YUHCJIIEHHOCTH Pacimdposka moamnucu
00.00.202__
00.00.202__ No
MecTo n3naHusa
Anmnapara ynpaBiaeHHUs
HanmMeHoBaHMe CTPYKTYpPHBIX MOJIpa3IeieHuil [IITaTHas YuCIEHHOCTH
HanMmenoBaHue JOTKHOCTHU noonuce N.0. ®amunusa

Bussl cornacosanus

Dopma ookymenma «llpasuna enympenmnezo mpyooeozo pacnopaoka»

HanmeHnoBaHue opranuzanuu YTBEPXIAIO
HauMeHnoBanue nomKHOCTH
IIPABHJIA PacimmdpoBka moanucu
00.00.202__
00.00.202___ Ne

Mecto n3nanug
GHYmMpEHHEe20 mpPy008020 pACHOPAIKA

CrpykTrypa Tekcra




OO111e MoMoKEHHS

[Topsinok nmpuema, nepeBoa U yBOJIbHEHHS CIIyXKaIIUX
OcHOBHBIE 0053aHHOCTH CITYKAIIX

OcHOBHBIE 00513aHHOCTH aJIMUHUCTPALIUH

Pabouee BpeMs 1 ero UCIOJIb30BaHUE

[Toompenus 3a ycnexu B pabote

B3bickaHus 3a HapylLIeHHEe TPYIOBOM NTUCIUIUIMHBI
BHYTpHOOBEKTHBINA PEKUM

Buspr

COTI'JIACOBAHO
HaumenoBanue n1okyMeHTa
00.00.202__ Ne

Dopma ookymenma «lllmamnoe pacnucanue»

HanmMeHnoBaHue OpraHu3anuu

mTaT B KOJIMYCCTBC

YTBEPXJIAIO

C MECSYHBIM (POHIOM
3apa0OTHOM TIAThI
HaumeHoBaHME JODKHOCTH

€ IUHHUIL

pyOueii

HITATHOE PACITHCAHHE Pacuudposka noanucu
00.00.202__
00.00.202__ Ne
MecTo n3naHusa
Anmnapara opraHu3aly Ha roj
Kon n Hanme- Kon n Konu- JomxknaocT- | HagOoaBku Mecsunsiit | [Ipume-
HOBaHHUE HauMeHo- 9eCTBO HBIC nepco- mpo- | GoHJ 3a- JaHue
CTPYKTYPHOTO | BaHUE IITAaTHBIX | OKJIAIbI HaJbHBIE | une | paboT-HOM
MOJPA3/ICJICHHS | TOJDKHOCTH | €IMHMIL IJIaTEI
1 2 3 4 5 6 7 8

HanMmenoBaHue JOKHOCTHU noonuce N.0. ®amunusa

Buspl cornnacopanus

3AJIAHUE: CocraButh Tpu JOKYMEHTA, OTpaKarolue padoTy ¢ kaapamu Barei opranuzamumn.

Kpurepun onenkn:
6 — 3aaHME BBIIIOJIHEHO
4 — 3aaHKE BBINOJHEHO C 3aMEYaHUAMHU

1- 3aaHHEC BBITIOJIHEHO C CYNICCTBEHHBIMU HEAOCTAaTKaAMU

0 — He BBIIOJIHEHO

7.2.1. Keiic «IlyTanuna ¢ TpyA0BbIMH KHHAKKAMU»




O3HaKOMbTECh C CUTYyallUl U MHCbMEHHO M3JI0KHUTE OTBETHI HA IOCTABJIEHHbIE BOIPO-
CBl. YKaXUTE, KAKUMH HOPMAaTHBHO-TIPAaBOBBIMHU aKTaMHM BBI IIPU ATOM TOJIb30BAIKCH (Ha3BaHHE,
CTaThsl).

B OOO «I"opu30HT» NPUHSIM ABYX COTPYIHUKOB. Biagumup A. odopmiisics Ha qOTK-
HOCTh MH)KEHEpa-CMETYMKa B IUIAHOBO-dKOHOMHYecKui otaen, a FOpwmii II. — Ha 1OMKHOCTD
TEXHUUYECKOTO MUcaTes B KOHCTpYKTOpckoe Oropo. Ho kaapoBuk mepemnyrasna TpyAOBbIE KHHX-
K1 paboTHUKOB. B kHmkKe Brnagumupa oHa crenana 3anuch 0 MpueMe Ha JOJIKHOCTh TEeXHUYe-
CKOTro nucatesns, a B IokyMeHte FOpus — Ha TOMKHOCTh MH)KEHepa-cMeT4HKa. B To ke Bpems B
npuKase o mpueme Ha paboty no crnucouHoit popme Ne T-1a gOmKHOCTH paOOTHUKOB U CTPYK-
TypHBIE MOApa3AeICHHUS ObUIH yKa3aHbI PABUIILHO.

OmmoOKy 3aMeTHIM TOJNBKO Yepe3 rof. 3a 3To BpeMs IOpuii ycren yBOTUTHCS ¢ HEmpa-
BIWJIBHOM 3amKCHI0 B TPY0BOH KHIKKe. OH-TO U yKa3asl ObIBIIEMY pabOTOATEN0 HA JOMYIICH-
HYI0 HETOYHOCTh. Biamumup octaiics padborars B OOO «'opu30HTY», HO OBLIT IIEPEBEACH HA JPY-
I'YI0 JOJKHOCTh. O HENpaBUJIBHON 3aIIMCH OH IIOKAa HUYEro He 3HaeT. TpynoBble KHMXKKH paboT-
HUKOB C€il4ac BBITJISAAT TaK:

Tpyoosas knuscka FOpus I1.
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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 Branumupy o ponymeHHoi ommbke? HyxkHO 1M mcnpaBisiTh
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[OI(y'MeHTa?
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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 3aUHTEPECOBAHHBIX 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 cilyyae COCTaBJICHUS TyOJIMKaTa 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. O0ecrieunTh BHINOJIHEHUE YCIOBHM MOCTABOK (JIMYHAsI MTOANUCH
JTUPEKTOpa, MOANUCH, AaTa)»

1.I'pud yrBepxIeHUS

2. Buza cormacoBaHus

3.Pe3omonus

4. PacnopsixeHue

10 ABTOp MHCHEMa — JIUIO IOPUANIECKOE, KOTOPOMY TTOHAJ0OMIOCH COCTABUTH MUCHMO 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 OCBOEHUS AMCIH-
IJIMHBI

7.3.1. Bonpochbl K IPOMeKYTOYHO aTTeCTALNH

Kypc )
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




OCHOBHEIE JOKYMCHTBI, PCIIIAMCHTUPYIOMINEC YITPABJICHUC MEPCOHATIOM: TOJIOKCHUC O TPEMUPOBAHNU

38
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
®opma
NpoBeIeHUs!
Kypc pOBei . Kpurepun 1 HOpMBbI OLIEHKH
NPOMEKYTOYHOM
aTTecTalu
OtnnuHO (3a4TEHO) Crynent Habpai 85 u 6onee 6ayIoB
5 9K3aMeH 110 HAKONUTEJIILHOMY PEUTUHTY

Xopo11o (3a4TeHO)

Crynent Habpai ot 70 no 84 Gaios
110 HAKOIMTEILHOMY PEHTUHTY

Y 10BIETBOPUTEIBLHO
(3auTeHO)

Crynent HabOpai ot 55 1o 69 6ainos
110 HAKOIMTEJIILHOMY PEHTHHTY

HeynoBneTBOpUTEIBHO
(HE 3a4TEeHO)

Crynent Habpan 54 u meHee 0aioB
110 HAKOIUTEIILHOMY PEHUTHHTY




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 (3aroJ10BOK)
n/n CTaBHUTEIHU MeTOJNYECKOe MMocoone, JaHus Teke / HammenoBanue DBC
NMPaKTHKYM, JIP.)
1 Cycnos I'.B. YrpaiieHre IepPCOHAIOM OpraHu3aluu yue0. mocobue 2020 OBbC «ZNANIUM.COM»
2018 OBC «IPRbooks»
2 Crenanopa Cucrema 31€KTPOHHOTO IOKYMEHT0000- yuebHoe mocobue
E.H. pota
3 Eropmmn A.I1. OCHOBBI yIIpaBJ€HUs IEPCOHAIOM yue0. mocobue 2020 «ZNANIUM.COM»
https://znanium.com/catalog/docum
ent?pid=1067790
8.2. lonotHuTEIBHAS JIATEPATYPa
Tun (yueOHuk, yuedHOe
Ne | ABTOpBI, cOCTa- nocooue, yueoHo- I'ongu3- | KoanuyecTBo B Hay4YHO# OUbIMO-
3arsiaBue (3aroJi0BoK)
n/n BUTEIH MeTOoanYEecCKoe mocoomne, JaHus Teke / Hammenopanue DBC
NPAaKTHKYM, Ap.)
4 | CoraukoBa C. . | VYmpasieHue nmepcoHanoM [ IIeKTpOH- 2016 OBC «ZNANIUM.COM»
HBIH pecypc] : JlenoBas kapbepa VYueb. nocodue
['amxuena CoBpeMeHHOE KaJIpOBOE JEIIOTIPON3- 2017 3BC «IPRbooks»
5 E.IO. BOJZICTBO MIPaKTUKYM




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

- Kagpooe 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 noinutuku Camapckoit obnactu [Dnek-
TpOoHHBIN pecypce] - Pexxum moctyna: http://trud.samregion.ru/home/slugba.aspx

- MUHHUCTEPCTBO Tpy/Ja U COLMAIbHON 3amuThl PO [DnexkTponnsiii pecypc] - Pexxum nocrymna:
http://www.rosmintrud.ru/

8.4. IlepeueHb NpOrpaMMHOro obecnevyeHus

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 aelicTBus - 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 /JIsl IPOBe/IeHUs!

Ne o . 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 ayAuTOpHUsS AJS | CTYJbs yYEHHUYECKHE,
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 KOHTPOJISI M MPOMEXYTOUHOM aTTecra-
un. (YJIK-301)
Aynuropus BeOkoH(pepeHuil. YueOHas aynutopus 1 npose- | CTONbI yYeHUYECKHE,
JICHUs 3aHATUHI JIEKIMOHHOTO TUNa. Y4eOHas ayIuTOpHs sl | CTYJbs yYeHUUYECKHE,
MIPOBEJICHUS 3aHITUNA ceMUHapckoro Tumna. YuebHas 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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