MUHUCTEPCTBO HAYKHU U BBICILIET'O OBPA3BOBAHU ST POCCUMCKOM ®EJIEPALINN
denepanbHOE TOCYIaPCTBEHHOE OFOIKETHOE 00pa30BaTEIbHOE YUPEKICHUE
BBICIIETO 0Opa30BaHUS
«TONBATTUHCKUHN TOCYIapCTBEHHBIA YHUBEPCUTET

NOKYMEHT NOAMUCAH
SNEKTPOHHOM MOAMMNCHIO

Ceptudmkat: 02D8FOC400A0B09SAD4CFOB89I2B2773630
Wckockos Makcum Onerosny

(undexc oucyuniunb) Bregenou
o

[levicTautenex: ¢ 19.10.2023 o 28.04.2038

PABOYASA ITPOI'PAMMA JIUCHUIIJIMHBI

Kanposslit 1oKyMeHTO000pOT

(Haumenosanue OUCYUNTUHDL)

10 HAITPABJICHHUIO MTOITOTOBKH
38.03.03 YnpasieHnue nepcoHanoM

dopma o0ydeHus: 3a09Has
I'on Habopa: 2021

Oomras TpynoemMkocts: 5 3E

Pacnpene.nelme 4YaCcoB JUCHHUIIJIMHBI

Kype 5
®opMa KOHTPOJSI | DK3aMeH Hroro

Bun 3ansiTuit
Jlexuun 4 4
JlaGopaTopHble
[TpakTuueckue 4 4
PykoBoacCTBO: KypcoBble pa0boThl (poekthi) / PI'P
[TpomexkyTouHas aTTecTalus 0,35 0,35
KonraktHas padoTa 8,35 8,35
CamocTosTenpHas pabora 163 163
KoHTpoan 8,65 8,65
Hroro 180 180




Pabouyto mporpamMmy cocTaBuiI(H):
noueHt, K.1.H. JI.JI. Kuga

(OoadicHocmy, yueHoe 38anue, cmenenb, Pamunus U.0.)

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

PenensupoBanue pabodeil mporpaMMbl TUCIHUILIHHBL:

OtcyrcTBYyeT

Penensent

(dondrcnocms, yuernoe 36anue, cmenensb, Qamunus 1.0.)

Pabouas mporpamMmma AuCHHUIUTHHEI cocTaBiieHa Ha ocHoBaHuu @I'OC BO u yuebHoro miana
HanpasyieHusa noarotToBku 38.03.03 «YnpasieHue nepcoHATIOM.

Cpoxk aeiicTBusi pado4eil nporpaMmmbl TUCUMILIMHBI 10 «31» aBrycra 2026 r.

YTBEPXIEHO

Ha 3acemanum nenaprameHTta OakanaBpuaTa (9KOHOMHUYECKHX M YIPABICHYECKHX IPO-
rpamm)

(mporokon 3aceqanust Ne 1 ot «01» centsops 2020 r.).



1. lleab ocBOeHHS UCHHUIIJIMHBI

Ilesb: 3akm04aeTcst B OBJIAJACHUN OCHOBAMHU ITPABUIIBHOIO U CBOEBPEMEHHOTO 0(OPMIICHUS
KaJpOBOH OKYMEHTALMU W HaJUIeKAILled OpraHu3anueil JOKyMEHTOOOOpOTa B COOTBETCTBUU C
TPYZOBBIM 3aKOHOJATENBCTBOM U HOPMATHUBHO-IIPABOBBIMH AKTaMH JIE€JIOIIPOU3BOJICTBA.

2. Mecto aucuuniaunsl B crpykrype OIIOII BO

JIMCLUTUIMHBL M TIPAKTUKHU, HA OCBOCHMM KOTOPBIX OazupyeTcs AaHHAs TUCHMIUIMHA: Me-
HEDKMEHT, Y IPaBJIEHHE MepcoHaIoM, Opranuszanus NpeAnpUHUMATENIbCKOMN 1eATeIbHOCTH

JINCIUTITMHBI U TIPAKTHKH, U1 KOTOPBIX OCBOCHHME JTAHHOW JAMCIUIUTMHBI HEOOXOAMMO Kak
MPEIIeCTBYIONIEE: MPEATUIUIOMHAs MPAKTUKA, BBHITIOJHEHUE BBIMTYCKHON KBATM(UKAIIMOHHON pa-

OOTEI

3. [lnanupyemble pe3ybTaThbl 00yUeHUsI

®opmupyeMble U KOHTPOJIUPYe-
Mble KOMIIeTeHNH

Nuauxkaropsl
JOCTIKEeHHUS
KOMIIeTeHIN I

KOJ 1 HAUMEHOBAHUE)

Ili1anupyemble pe3yJibTaThl 00yue-
HUS

[1K-2 CnocobeH mosib30BaThCs MO-
UCKOBBIMH CHCTeMaMd © HH()Op-
MalMOHHBIMH pecypcaMu B oOua-
cTH 00ecrieueHHsI IEPCOHATIOM

[IK-2.2 Cnocoben
MPUMECHSITh WH-
(dhopmarmoHHbIC
TEXHOJIOTHH B ce-
pe yIIpaBJICHUS
MePCOHATIOM

3HATh: O MOWCKOBBIX CHCTEMax s
o0ecreyeHus: IepCOHAIOM

YMeThb: MOIB30BaThCI MOHUCKOBBIMH
CUCTCMaMH

Biamerb: HAaBBHIKOM TPUMEHEHHUS TI0-
HCKOBBIX CHUCTEM IJId IMOJYYCHUS HH-
dbopmaruu 1y oOecredeHus: epcoHa-
JIOM OpraHu3anuu

[1K-3 CrnocobeH mpuUMEHSTh TeX-
HOJIOrTMM WM MCTOJUKH IIOHMCKAQ,
NMpUBJIEYCHHS, Toadopa U oTOOpa
KaHJAMaTOB Ha BaKaHTHBIC HOJDK-
HOCTH (Tpodeccuu, cCreruatbHO-
CTI/I) B COOTBETCTBUE C HUX CIICLU-
(KO, B TOM YHUCIIC U C UCTIOIH30-
BaHUEM IIOHUCKOBBIX CHUCTEM U HH-
(dhopMaIMOHHBIX PECypcoB B 00J1a-
CTH 00eCTieueHHsI IEPCOHATIOM

[IK-3.1 Cnocoben
MPUMEHSITh TEXHO-
JIOTHH U METOJIUKHU
MOWCKA, TMPHUBIICYE-
HUS, TMoadopa u
orOopa KaHIUMa-
TOB Ha BaKaHTHEIE
IOJDKHOCTH

3HaTh: TEXHOJOIMHM U METOAMKH MOUC-
Ka ¥ MPUBJICYCHHUS TIEPCOHANIA

YMeTb: IpUMEHSATHh TEXHOJIOTUU pabo-
ThI C IEPCOHATIOM

Biagerb: HaBBIKOM MOWCKa, MPHUBIIE-
YeHus1, Mo00pa U 0TOOpa KaHIUAaTOB
Ha BaKaHTHBIC JOJDKHOCTH B COOTBET-
CTBHE C X CHEIU(UKOH, B TOM YHCIIE U
C MCIIOJIb30BAaHHEM MOMCKOBBIX CHCTEM
1 MH(QOPMAILMOHHBIX PECypcoB B 00Jia-
cTH o0ecIieueHus epCoOHAIOM




CTpyKTypa H cofep:KaHNe JUCHUNIHHBI

®opMbI TEKYyILET0

Bu .
Monayab o HaumeHoBaHue TeM 3aHATHI KOHTPOJIs1 (HAUMEHO-
yueOHoit . Kypc |O0bem, uy.| Bamasl | UHTEepakTHB, 4.
(pazaen) DaGOTHI (yueOHoO¥ padoThI) BaHHe OLlEHOYHOI 0
cpeacrsa)
Jlex 1 CocrtaB u conepxaHue kaapoBoit fokymenTauuu. IIpa- 5 2 5 -
Bmia opopmiteHust nokymMeHTOB. [Topsmok odopmiteHus
JIOKYMEHTOB ITpH paboTe ¢ IepcoHaIoM
CP1 CamocTrosTenpHas padoTta ¢ yaeOHO-MEeTOAMIECKOH JIH- 5 40 -
TepaTypou, BHITIOJIHEHUE 3aJaHUN
31 CocraB opraHu3alMOHHON-PACTIOPSANTEIBHON TOKY- 2 30 3aanusi, npoBepsieMbie
MEHTAIHU BPYYHYIO -
Keiic-3amaua 1
Jlex 2 Opranuzanus 10KyMeHTo000poTa. ITopsaok y4uera Kaj- 5 2 5 -
poB
CP2 CamocrositesnibHas paboTa ¢ yueOHO-METOANYECKOH JIU- 40
TepaTypou, BBIMOJIHEHHUE 3aJaHUI
I1P2 CocraBicHHE KaJpPOBbIX JOKYMEHTOB 5 2 30 - 3amaHust, IPOBEPSCMBIC
BPYUHYIO -
Keiic-3amaua 2
CP3 CamocrositesnibHas paboTa ¢ yueOHO-METOANYECKOH JIU- 5 40 -
TepaTypou, BBIMOJIHEHHE 3aJaHUI
Cp Homenxknarypa nen 5 2 30 - 3aianusi, IpoBepsieMble
BPYYHYIO -
Ketlic-3anava 3
CP4 CamocrositesnibHas paboTa ¢ yueOHO-METOANYECKOH JIU- 41
TepaTypou, BBIMOJIHEHHE 3aJaHUI
[TpomexxyTouHas aTTecTanus 5 0,35 -
IToaroToBka K 3K3aMeHy 5 8,65
Hroro: 180 100




5. O0pa3oBaTeibHbIE TEXHOJOTHHU

C uenbio GopMHUpOBaHMS KOMIIETEHLIUH Yy CTYACHTOB B yU€OHOM IPOIIECCE UCIOJIb3YETCs
TEXHOJIOTHUS TPATUIIHOHHOTO 00YUICHHUS

6. Meronuyeckue yKa3aHUs M0 OCBOECHUIO JUCIHUILIHHBI

Bun yueOHbBIX 3aHS-
THHI

OpFaHI/I3aL[I/I}I ACATCIIBHOCTH CTYACHTA

Jlexusa

Hanucanue koHcnekTa JeKUUNA: KpaTko, CXeMaTHYHO, MOCIEA0BATEIHHO
(UKCUpPOBATh OCHOBHBIE MOJIOKCHHSI, BEIBOJIBI, (DOPMYIUPOBKH, 000011Ie-
HUS; TIOMEYaTh BaXXHbIE MBICIH, BBIJIEIATH KIIOUEBHIE CIIOBA, TEPMHUHBI.
[IpoBepka TEpMUHOB, MOHATHI C MOMONIBIO SHUMKIONEIUN, CIOBape,
CIPAaBOYHHKOB C BBITUCHIBAHUEM TOJKOBaHUN B TeTpanb. O003HAYUTH
BOIIPOCHI, TEPMUHBI, MaTepHall, KOTOPbII BBHI3BIBAET TPYAHOCTH, MOMeE-
TUTh W TIONBITATbCSI HAWTH OTBET B PEKOMEHAYyeMou juteparype. Eciau
CaMOCTOSITENILHO HE YAaeTcs pa3o0parbcs B Marepuasie, HeoOXOAUMO
chopMyIHPOBATh BOMIPOC U 33/1aTh MPEMOJaBaTell0 Ha KOHCYIIbTAIlUH, Ha
MPAKTUYECKOM 3aHSTUU.

IIpaxkTrueckue
3aHATUSA

PaboTta ¢ KOHCIIEKTOM JIEKIIHiA, TTOJrOTOBKA OTBETOB K KOHTPOJIBHBIM BO-
mpocaM, MPOCMOTP PEKOMEHAYeMOW JIHTEepaTyphl, paboTa C TEKCTOM.
[IpocnymmBanue ayauo — U BUACOMATEPUAIOB MO 3aJlaHHON TeMe, penie-
HHE KEWC-3a71a4, BBIIIOJIHEHUE TBOPUYECKUX 3aJaHUN U Ap.

IToaroroBka
K 9K3aMEHY

[Ipn moAroTOoBKE K 3K3aMEHY HEOOXOIMMO OPUEHTHPOBATHCS HA KOH-
CIEKTHI JICKIIUH, PEKOMEHIYEMYIO JIUTEPATYPY, MaTePH ajibl MPOPUIHLHBIX
CalTOB U JIp.

7. OuleHOYHbIE CpeIcTBA

7.1. IIaciopT OLIEHOYHBIX CPEACTB

Koa xonTpoaupyemoii
A po.py HaunmeHnoBanme
Kypc KOMIIeTeHU MU (MM ee
OLIEHOYHOI0 CPeICTBA
4acTH)
5) 3ananusi, IpoBEpsieMble BPYUHYIO —
TBOpUeCKoe 3aaanue 1,2.
1K -2 Bomnpockl mpomMexyTOUHOM aTTeCTalluu
NoNe 1-23
5 3amanue, MpoBepsieMOe BPYyUHYIO —
TBOpYECKOE 3a/1aHue 3
1K -3 Bomnpockl mpomMexyTO4YHOM aTTeCcTaluu
NeNe 24-60

7.2. TunoBble 3aJaHUd UJIN UHBIC MaTepHUaJIbl, HCOﬁXOIlI/IMbIe AJI TEeKylmero KoH-

TpoJIs




7.2.1. TBopueckoe 3aJaHue 1 «COCTABJIEHUE u ODPOPMIJIEHUE
OPT'AHU3ALIMOHHBIX JOKYMEHTOB I10 JIMHHOMY COCTABY»

Ienv:

- IOHUMATbh CYTh IOKYMEHTOB I10 JIUYHOMY COCTaBY, 3HAaTh UX CTPYKTYPY;
- YMEHHUE COCTaBJISTh OpPraHU3allMOHHbIEC JOKYMEHTHI 10 JIMYHOMY COCTaBY
- HaBbIK KOHCTPYHPOBAHUS, TBOPUECTBA;

Teopemuueckue ceedenus:

K noxymeHTaM, periaMeHTHPYIOIIUM YIIpaBJIeHHE IIEPCOHAIOM, OTHOCATCS OpraHu3a-
IIUOHHBIE  JIOKyMEHTBI: CTPYKTypa M LITaTHas YMCICHHOCTb, IITATHOE paclucaHHe, MpaBuiia
BHYTPEHHET'O TPYAOBOTO PACHOPSIIKA, MOJIOKEHHUS O CTPYKTYPHBIX MOJPA3/ICICHUAK, MOJIOXKe-
HUE O IEepCOoHaJIEe, TOKHOCTHBIE MHCTPYKIIMHU, TPA(UKH OTIIYCKOB U JIp.

Ha ocHoBanuu ycraBa opraHu3anuu (B KOTOPOM, IOMUMO OCHOBHBIX MPaBHJI, PETYIHPY-
IOLIMX €€ JAEATEIbHOCTh, OBITh OIIPEENICHBI IIPABEe U 00SI3aHHOCTH YUpEeIUTENeH 1 Apyrue mnoio-
KEHHUS O TepcoHaie), pa3pabarhiBaeTcsi ee (YyKas3bIBalOTCS CTPYKTYpHBIC MOJpPAa3/EieHus) |
OIpeieNsAeTCs ITaTHas YACIEHHOCTD (JIOJDKHOCTH, KOJIMYECTBO €IUHHUIL).

B nokymenre «Illlmamnoe pacnucanue) 3aKperuisitOTCS JOJKHOCTHOM, YHCICHHBIN
COCTaB OpraHU3ally, YKa3bIBAIOTCS CBEJEHNUS O JOLDKHOCTHBIX OKJIa/ax, HaJl0aBKax U MECAUYHOM
¢donae 3apabOTHOM MIAThl OPraHU3aLUH B IIEJIOM, ITATHOE pacluCaHhe YTBEPXKAAETCS PYKOBO-
JUTEJIEM OpraHU3alHH.

Ha ocnoBanuu Tpynosoro Konexkca P® TpynoBo#i pacniopsioKk B OpraHu3alMM Onpene-
nsercs «llpasunamu enympennezo pacnopaoka». B Hacrosiee BpeMs Kaxaas KOHKpETHas op-
TaHMU3alUs C YUETOM CHEIU(PHUKH AEATEIbHOCTH, (POPMBI COOCTBEHHOCTH, Ha KOTOPOH OHA OCHO-
BaHa, OPraHU3allMOHHO-TIPaBOBOI ()OPMBI, YNCICHHOCTH PaOOTHUKOB, HAJTMYMS WIN OTCYTCTBUS
CTPYKTYPHBIX MOApA3/eCHUI BIPaBe YTBEPXkKAaTh CBOM IMpaBuia. B TO ke BpeMs CyIeCTBYIOT
OIpe/IeIEHHbIE HOPMBI, KOTOPbIE OpraHU3alys HE BIPAaBE U3MEHHUTH: FapaHTHM paOOTHHUKAM,
IPOIOJDKUTEIBLHOCTh pabovero BpeMeHH!, Mephl JUCIMITIIMHAPHOTO B3bICKaHUA U apyrue. Takum
o0pa3oM, opraHu3anys He MOXKET yXy/IIaTh YCIOBUS PAaOOTHUKOB 10 CPAaBHEHMIO C 3aKOHOJa-
TenbCTBOM PO.

[IpaBuna BHYTpEHHEro pacHopsiika COCTaBJIseT aAMMHUCTpALMs OpraHu3aluu (B YaCTHOCTH,
3TOH pabOTOI MOXKET 3aHUMAThCS KaJApOBasi CIyxk0a), BUBHPYET IOPHCT; 3TH MpaBHia 00Cyx)aa-
I0TCsl HA 001meM coOpanuu (KoH(epeHIInn) paOOTHUKOB U YTBEP)KIAIOTCSI PYKOBOJAUTEIIEM Opra-
HU3AIHH.

B npaBuiax BHyTpeHHETo TPYAOBOTO PACIOPsAIKa YKa3bIBAIOTCS CIEAYIONUE pa3ebl:

- o0111e€ TOT0XKEHHE;

- IOPSA0K IIpUeMa, IEPeBO/ia U YBOJIbHEHHUS CIIYKaIlHX;

- OCHOBHBIE 00s13aHHOCTH aJIMUHUCTPALIH;

- pabouee BpeMsl U €ro UCIOJIb30BaHUE;

- IOOIIPEHHUS 32 yCIIeXU B paboTe;

- OTBETCTBEHHOCTb 33 HapyILIEHHs TPYAOBOM JUCLUILIMHEI,

- BHYTPHOOBEKTHBINA PEXKHIM;

- OpraHm3anus padoThI.

CoBpeMeHHbIE KOMMEPUECKUE CTPYKTYPHI pa3padaThIBalOT B KAUeCTBE OPraHU3alMOHHO-
ro gokymenra «llonoscenue o nepconane», B KOTOpOM, IOMHUMO OOIIMX BOIPOCOB Pa3BUTHS
TPYAOBOTO KOJUIEKTHBA, MOTYT PacCMAaTPUBATHCSA M BaXKHBIC BOIPOCHI: MOBHIIIEHUS KBaTU(pUKa-
LIUH [IEPCOHAJIA, y4acTUs EpCOHaIa B IPUOBLISIX, MpaBUIIa 1€JI0BOr0 OOLIEHUs IEPCOHANA U JIp.

Opranu3anuy, coCTOsIIINE U3 HECKOJIBKUX CTPYKTYPHBIX MOJpa3leNeHuil, 00s3aHbl pas-
pabotate «llonoicenue 0 cmpykmypHom noopazoeneHuuy, B KOTOpOM OIpPEIeSeHbl 3a1auu,
¢yHKIMH, TpaBa U 0053aHHOCTH MoApa3eneHus. TekcT monoxeHus 0o oTaene KaapoB J0KEH
COJIepKATh CIEAYIOLINE OCHOBHBIE Pa3/Ieiibl:

- 00IIIHE MTOJ0KECHUS,



- OCHOBHBIE 33/1a4H;

- CTPYKTYpa U GyHKINU;

- B3aUMOOTHOIICHUS C IPyTUMH TOAPa3ACICHUSIMIA OpTraHU3aIiH;

- IpaBa M 00SI3aHHOCTH;

- OTBETCTBEHHOCTb.

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

JIoJKHOCTHAST MHCTPYKIMA - JOKYMEHT, PeTrIaMEHTHPYIOIIUI [TpaBOBOE MOJOXKEHNE pabOTHUKA
B OpraHM3aIIH.

B 10mKHOCTHOM MHCTPYKIIUH ONPEIEISIOTCS 33/1a4H, YCTaHABINBAIOTCS (DYHKINH, TIpaBa U 00s-
3aHHOCTH paOOTHHKA COTJIACHO 3aHUMAaeMOH JTOJKHOCTH.

@opma ookymenma «CmpyKkmypa u WimamHas YucieHHOCHb OPZAHUZAUUNY

HaumeHnoBanue opranuzanuu

YTBEPXAIO
CTPYKTYPA U LIITATHAA HauMmeHnoBaHUE NOKHOCTU
YUHCJIIEHHOCTH Pacmudposka moanucu
00.00.202__
00.00.202__ No
Mecto uznanus
Anmnapata ynpaBieHHs
HanmenoBaHue CTPYKTYpPHBIX TOAPA3ACICHUN [IITaTHast YUCIEHHOCTh
HaunmeHnoBanue qJoKHOCTH NOONUCDH N.0. damunus

Bu3rbl cornacoBanusa

Dopma ookymenma «Illpasuna enympennezo mpyooeozo pacnopaoka»

HanmeHnoBanue opranuzanuu YTBEPXAIO
HanMeHoBaHue NOKHOCTHU
IIPABHIIA PacmmpoBka noxmucu
00.00.202__
00.00.202__ Ne

Mecto n3nanusg
GHYmMPEHHE20 mMPY008020 PACNOPAIKA

CTpykTypa TekcTa




OO61re nooxeHus

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

OcHoBHBIE 0053aHHOCTH aIMUHUCTPALIAN

Pabodee BpeMst 1 €ro MCIIOIb30BaHUE

[Moompenus 3a ycrexu B pabote

B3bickanus 3a HapylIeHUE TPYAOBOM AUCIUTUIAHBI
BHYTpHOOBEKTHBIN peskumM

Buznl

COI''TACOBAHO
HaumenoBanue nokymeHnra
00.00.202__ Ne

Dopma ookymenma «lllmamnoe pacnucanuey

HaumeHnoBanue opranuzanuu

mITaT B KOJIMYECTBE

YTBEPXJIAIO

C MECSIYHBIM (POHIOM
3apabOTHOM TIAThI
HauMmeHnoBaHuE NOKHOCTU

€I HHI]

pyOnei

IHITATHOE PACITHCAHHE Pacmmdposka noanucu
00.00.202__
00.00.202__ No
Mecto u3manus
Anmapara opraHu3aluy Ha roj
Koxg u naume- Kon u Konu- Homxknoct- | Hag0aBku Mecsunsiit | [Ipume-
HOBaHUE HaUMEHO- YECTBO HEBIE nepco- mpo- | GoHx 3a- JaHue
CTPYKTYPHOTO | BaHUE IITATHBIX | OKJIAJIBI HaJbHBIE | une | paboT-HOM
MO/Ipa3ieNICHUs | TODKHOCTH | €UHUIL ILIAThI
1 2 3 4 5 6 7 8

HaumeHnoBanue qJoKHOCTH NOONUCDH N.0. damunus

Bussl cornacoBanus

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

Kpurepun onenkmn:
6 — 3amaHue BBIITOJIHEHO
4 — 3a1aHUEC BBITIOJIHECHO C 3aMCYaHUAMU

1- 3aaHHE€ BBINTOJIHECHO C CYIIICCTBECHHBIMU HEAOCTAaTKaAMU

0 — He BBIIOJIHEHO

7.2.1. Topueckoe 3aganue 2 «IlyTanuua ¢ Tpy10BbIMH KHHKKAMMD)




O3HaKOMbBTECh C CUTyallUH M MUCBMEHHO U3JIOKUTE OTBETHI HA IOCTABJIEHHBIE BOIPO-
Cbl. YKa)KUTE, KAKUMH HOPMATUBHO-TIPABOBBIMY aKTaMH BbI IIPHU 3TOM MOJIb30BAINUCH (Ha3BaHUE,
CTaTh).

B OOO «I"opu30HT» NPUHSIIM JABYX COTPYIHUKOB. Bnagumup A. opopmisiics Ha JTOIDK-
HOCTh HMHJ)KEHEpAa-CMETYMKAa B IIJIAHOBO-DKOHOMHMYeckuil otnen, a IOpwuii II. — Ha nomkHOCTB
TEXHUYECKOI0 MUcareisi B KOHCTpYKTOpckoe 0ropo. Ho kaapoBuk nepenyrana Tpy10Bble KHUXK-
K1 paboTHUKOB. B kHmkke Brnanumupa oHa cienana 3amuch 0 IpueMe Ha JOKHOCTh TEXHHUYE-
CKOro mucareiis, a B JokyMeHTe KOpus — Ha 10JIKHOCTh MH)KEHEepa-cMeT4YMKa. B To ke Bpems B
npuKas3e o mpuemMe Ha padoty no crnucodHoi Gpopme Ne T-la momKHOCTH paOOTHUKOB U CTPYK-
TypHBIE MOApa3AeICHHs ObUIH yKa3aHbI IPABHIIBHO.

OmubKy 3aMeTHIIM TOJBKO yepe3 rof. 3a 3To BpeMs FOpwuii ycren yBOJUTBCS ¢ HEmpa-
BIJIBHOM 3amlKChIO B TPYI0BOM KHMXKKe. OH-TO U yKa3alsl ObIBIIEMY paOOTONATENI0 HA JOMYIICH-
HYIO HETOYHOCTb. Bianumup ocrancs padorats B OOO «'opr30HT», HO OBLT NEPEBEICH HA JIPY-
I'YI0 JOJKHOCTh. O HEeNpaBUJIBHOW 3allMCH OH IIOKAa HUYEro He 3HaeT. TpyAoBble KHUKKU PaboT-
HUKOB cel4ac BBIMVIAIAT TakK:

Tpyoosasa knuscka FOpusa I1.
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Bonpocsr:

1. FOpwii TpeGyeTr ucnpaBuTh OMMOOYHYIO 3aITUCh B €r0 TPYAOBOM KHIXKKE. JlOIDKeH 1
kagpoBuk OO0 «["opu30HT» UCTIPaBIATh OMHUOKY? ONMUIIUTE MOPSAOK JEHCTBUI KaApOBUKA B
CJIOKMBIIEHCS] CUTYaIlUH.

2. U3menutcsa nu nopsaok aeiicteuil kagposuka OO0 « I opuzonty, eciu FOpuit ycTpo-
UTCSl HAa HOBYIO pa0OTy U B €ro TPYyJIOBYIO KHIKKY yke Oy/eT BHECeHa 3aluch O MpHeMe Ha pa-
00Ty B IpYTyI0 OpraHu3anuio?

3. HyxxHo nmu coobmare Bragumupy o momymenHoi ommoOke? HyXHO Tu MCTIpaBiIsTh
3amuch B TPYAOBOM KHIDKKEe Biamgumupa, eciiu cam oH 00 3ToM He nipocut? Ecim aa, To Kak 3To
MPaBUIIBLHO C/IeNaTh?

Kpurepun oneHkm:

6 — 3a7aHNe BBIIOJHEHO

4 — 3a1aHKE BBIOJHEHO C 3aMEYaHUSIMHU

1 — 3ay1aHMe BBIIMOJHEHO C CYIIIECTBECHHBIMH HEJIOCTATKAMHM
0 — He BBIIOIHEHO

7.2.3. TectoBble 3aganusi. B 3ananusax ¢ 1 mo 10 BeiGepuTe HOMEp MPaBUIHLHOTO OTBETA:

1 Kakoii peKBU3HT OMpeAeNsieT MOUIMHHOCTh IOKyMeHTa?
1. Iloxamuce
2. OtTHuCK IeyaTu
3. PerucrpanuoHHBI HOMEp JOKYMEHTA
4. Jlara

2 Kakue TOKyMEHTHI OTHOCSTCS K HOPMAaTUBHBIM?
1. HWnadopmupyromme o mpeacTosieM Gakre
2. HWcxopnsmme TOKyMEHTHI
3. JIOKyMEeHTBHI, ycTaHaBJIMBAIOUINE KaKHe-IN00 HOPMBI B ITPaBHIIa
4. Bxopsuiye TOKyMEHTHI

3 Kakue PCKBU3BUTHI YCTAHABJIMBAKOTCS B IPABOM BCPXHCM YIITY I[OKyMeHTa?
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1.I'pud yrBepkaeHus
2. Anpecat
3.Pe3omronusa

4. Bce nepeuucieHHoe

4 HazoBuTe MpaBUIBHOE PACIIONIOKEHNE PEKBU3UTA «1aTay HA JTOKYMEHTE
1. Tlepen moamuchio aBTOpa
2. B mpaBom BepxHEM yrity
3. Ha GmaHke — B JIEBOM BEpXHEM YTy I10]] HAMMCHOBAHHUEM aBTOpa JIOKYMEHTA
4. TIpou3BoJLHO HA CBOOOJHOM MECTe

5 Uto Takoe «BU3a» HA JOKyMEHTE?
1. CornacoBaHue 3aMHTEPECOBAHHBIX B UCIIOJIHEHUH MHChbMa JIUI]
2. Tloamuck aBTOpa
3. Pacnopsixenue pykoBouTENS
4. OtMmeTka 00 UCIOJTHEHUH TOKyMEHTa
6 OO0BsicCHUTE Ha3HAYCHHUE PEKBU3HUTA «PE3OITFOIHS
1. VYxka3aHue 0 BBIIOJIHEHUHU HETIOCPEICTBEHHOMY UCIIOIHUTEIIO WK CO3JIaHUE APYTOro
JIOKyMEHTa
2. CornacoBaHHe C TEKCTOM 3aMHTEPECOBAHHBIX B JIOKYMEHTE JIHII
3. Tloamuce aBTOpa
4. JlupektuBa (pacropsikeHHE) pyKOBOJCTBA

7 B xakux ciaydasx HaJl0 3alOJIHATh PEKBU3UT «CChUIKA HAa MHJEKC U JIaTy TOKyMEHTa»?
1. Tlpu cocTaBneHuu ar000T0 MUCHMA
2. 2.TonbKo B CiIy4ae COCTaBJICHUS 1yOiMKaTa muchbMa
3.Ilpu oTBETE HA MUCHMO
4.1Ipu cocTaBiI€HNHU IEPBOHAYATILHOTO MUCbMa (MHUIIMATUBHOTO)

8 JlaiiTe onpeneneHne JOKyMEHTa
1.bnank ¢ pekBU3UTaAMU
2. TekcT ¢ nevyaTpio
3.TpadapeTHsIil TEKCT, COAEPIKAIINNA BOIIPOCHI IO OMPECICHHOW TeME U MECTO JIJIs OTBETa
Ha HUX
4. Vladopmariis Ha MaTepUaTIbHOM HOCHUTENE, UMEIOIasl FOPUANYECKYIO CHITY

9 OxapakTepusyiTe ¢ TOUKH 3pEHUSI PEKBU3UTOB JOKYMEHTA CIEAYIONINI (hparMeHT:
«3am.mupexropa B.MiBaHoBy. OOecieunTh BHIMOTHEHHE YCIOBUH MOCTABOK (JIMYHASI TOAIHCH
TUPEKTOpa, MOANUCH, AaTa)»

1.I'pud yrBepxaeHUS

2. Buza cornmacoBaHus

3.Pe3omonust

4. PacniopsbxkeHue

10 ABTOp nHCHEMa — JIMIO IOPUINYECKOE, KOTOPOMY OHAIOOMIIOCH COCTaBUTh MTUCHMO JIHMYHOTO
xapakTepa. Bocnonb3yercs in aBTop 6J1aHKOM U1 TUChbMa?

1. Jla, B cimyuae goka3arenbCcTBa MOJHOMOYNN aBTOpa

2. Her, opunnanbHble 6J1aHKU MpeAHA3HAYECHBI TOJIBKO JUIS CITY>KEOHBIX TUCEM

3. 3aBucHT OT azpecaTa

4. Jla, Tak KaK IOpUANYECKOE JTUIIO BEIET CBOIO JOKYMEHTAIMIO TOJIBKO Ha OJIaHKaxX



Kpurepum onenku:

«oTimmyHOo» - 80-100 GamioB
«xoporioy - 60-59 6ammoB
«ynoBieTBopuTensHO» 40-59 Ganos
«HEYIOBJIETBOpUTEIHLHO)» 0-39 GaimoB

Tembl NMCbMEHHBIX Pa60OT

Y4eOHBIM MJIAHOM TUCIHITIIMHBI He IPEAYCMOTPEHO

7.3. OeHoYHbIE CPeACTBA AJISl MPOMEKYTOYHON ATTECTAIUM MO UTOraM OCBOCHMS UCIHU-
IJIMHBI

7.3.1. Bonpochl K POMEKYTOYHOM aTTecTaluu

Kypc )

Ne Bonpocs! k 3k3amMeHy
n/n

1 [TonsiTve TOKYMEHTA M €ro KJacCU(pHKAIHSL.

2 CucteMbl IOKYMEHTALIMH, IPUMEHsIEMbIE B KaIPOBOH ciyk0e.

3 OCHOBHBIE JIOKYMEHTBI, PErJIaMEHTHPYIOIIUE yIIPaBIeHHE IIEPCOHAIOM: IPaBHiIa BHYTPEHHETO TPYIOBOTO

pacropsika

4 OCHOBHBIE IOKYMEHTBI, PErJIaMeHTHPYIOIUE yIIPaBIeHUE IEPCOHATIOM: ITATHOE PACIIUCAHHUE

5 OCHOBHBIE IOKYMEHTBI, PErNIaMEHTHPYIOIUE yIIPaBIeHUE IEePCOHATIOM: JOJHKHOCTHBIE HHCTPYKIUH.
6 OCHOBHBIE JIOKYMEHTBI, PEerJIaMEHTHPYIOIIHUE YIIPaBICHHE IEPCOHAIIOM: TPYJOBBIE IOTOBOPHI (KOHTPAKTHL).
7 [TpaBuna oopmiieHHs JOKYMEHTOB: COCTAB PEKBH3HUTOB, TPEOOBaHHS K MX 0()OPMIICHHIO.

8 [TpaBuna odopmiieHHs JOKYMEHTOB: TpeOOBaHMs K O1aHKaM JOKYMEHTOB U HX 0(pOpMIICHHIO.

9 [Mopsinok oopmileHHs! TOKYMEHTOB IIPH IIpHEME Ha padorTy;

10 | Ilopsnok odopMieHus JOKYMEHTOB NP IIEPEBOJIE;

11 | PacropskeHue TpyJ0BOro A0roBopa (KOHTPaKTa);

12 | Ilopsaok moAroToBKHM MPUKA30B IO JIMYHOMY COCTaBY;

13 | Ilopsnok opopmieHHs JOKYMEHTOB IPY KOMaHANPOBAaHUY;

14 | Ilopsnok odpopMIIeHHs] JOKYMEHTOB NPU OOBSIBIICHUH MTOOIIPEHHS.

15 | Ilopsnok opopmieHust JOKyMEHTOB PU OOBSIBICHUH B3bICKAHUSL.

16 | OcHOBHbIE ITpaBWJIa BEJCHUS TPYIOBBIX KHUKEK.

17 Benenne mu4yHBIX O€I.

18 | Opranuzanms JOKYMEHTO000POTA.

19 | Cucremaru3anusi JOKyMEHTOB

20 | XpaHeHue KaJpoBOH IOKYMEHTALIMH.

21 | JlokyMeHTHpOBaHHE IIPOLECCOB MOATOTOBKHU K HaliMy nepcoHaja

22 | JlokyMeHTHpOBaHHE MPOLECCOB HaliMa NepcoHajia

23 | JlokyMeHTHpOBaHHE IPOLIECCOB a/laNTalyy pabOTHHKOB

24 | JlokyMeHTHpOBaHHE NPOLECCOB 00y4eHHs PaOOTHUKOB

25 | JlokyMEeHTHpOBaHHE IIPOLIECCOB POXOXKICHHUS HCTIBITATEIBHOTO CPOKa

26 | JlokyMeHTHpOBaHHE NPOLECCOB 00yUEHHs PaOOTHUKOB

27 | JlokyMeHTHpOBaHHE IIPOLIECCOB IPHUBJICUCHHUS 00yUaIONIEro NepcoHaia

28 | JlokyMeHTHpOBaHHE IPOLIECCOB YIPABJICHHS Kapbepoi COTPYIHHUKOB

29 | Pabora 1o 3ammuTe NepcoHaIbHBIX AaHHBIX

30 | Homenknarypa aen

31 | IpaBuia 3amosnHeHust Iu4HO# KapTouku (T-2)

32 | JlokyMeHTHpOBaHHE IIPOLIECCOB P YBOJILHEHUH 110 MHUIIMATHBE paOOTHUKOB

33 | JlokyMeHTHpOBaHHE IIPOLIECCOB P YBOJIGHEHUH 110 MHUIMATHBE pab0TONaTeNs

34 | JlokyMeHTHpOBaHHE IIPOLIECCOB YBOJbHEHHS 0 HE 3aBHUCAIINM OT CTOPOH NPUYHHAM

35 | OcHOBHBIE TOKYMEHTHI, pErJIaMEHTHPYIOLNE YIIPaBICHHE IIEPCOHAIOM: OJIOKEHHE O KaJpOBOii ciryk0e
36 | OcHOBHBIE TIOKYMEHTHI, PErJIaMEHTUPYIOLIHE YIPABJICHHE IIEPCOHATIOM: TIOJIOKEHHUE O MepCcoHae
37 | OcHOBHBIE IOKYMEHTHI, pEerJIaMEHTHUPYIOLME YIIPABJICHHE IEPCOHAIOM: OJIOKEHHE 00 aTTecTaluuu




38 OCHOBHEIE JOKYMCHTHI, PCIJIaMCHTHUPYIOIINWEC YIIPABJICHUC IIEPCOHATIOM: TOJIOKCHUC O TPEMUPOBAHNU

39 OCHOBHEIE JAOKYMCHTHI, PCIJIAMCHTHUPYIOMINWEC YIIPABJICHUC IICPCOHATIOM: TTOJIOKCHUC 00 omiare Tpyaa

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

7.3.2. Kputepuu 1 HOPpMbI OLlEHKH

®opma npose-

Kypc AeHusd . Kpurepun u HOpMbI OLIEHKH
NMPOMEKYTOYHOMI
aTTecTalnuu
COTIUIHOY 85-100 6anmoB
5 9K3aMeH «XOPOIIIO» 70 — 84 6amnoB
«YJOBJICTBOPUTEITHHO) 55-69 Gamios
«HEYJOBJICTBOPUTEIHHOY 0-54 6amnos




8. YueOHOo-MeTOoaMUYeCcKOe M HHPOPMALMOHHOE 0O0ecneyeHHe U CUNILTHHBI

8.1. O6s13aTesbHas IUTEPATypPa

Tun (yueOHuk, yueOHOe

Ne ABTOpBI, CO- nocooue, yueoHo- I'on us3- Kosaun4vecTBo B HayuHO# 0M01H0-
3arsiiaBue (3aroJi0BoK)
n/n CTaBHUTEIHU MeTOoANYEeCKoe mocoone, JaHus Texe / HammenoBanue DBC
NMPAaKTHKYM, JIP.)
1 Cycnos I'.B. VYrpaBneHue nepcoHagoM OpraHu3aluu yue0. mocodue 2020 OBC «ZNANIUM.COM»
lapxuesa CoBpeMEHHOE KaJpOBOE JEIONPOU3- 2017 3BC «IPRbooks»
2 E.1O. BOJZICTBO MPAKTUKYM
3 Eropmmn A.IL OCHOBBI yIIpaBJI€HUs [IEPCOHAIOM yue0. mocodue 2020 «ZNANIUM.COM»
https://znanium.com/catalog/docum
ent?pid=1067790
8.2. lonostHMTEIBHAS JIATEPATYPA
Tun (yueOHuK, yueOHOE
Ne | ABTOpBI, coCTa- nocooue, yueoHo- I'ox u3- Kosaun4vecTBo B HayuHO# 0M01H0-
3arsnaBue (3aroJjioBoK)
n/n BUTEIH MeTOoANYEeCKoe mocoone, JaHus Texe / HammenoBanue DBC
NMPAaKTHKYM, JIP.)
4 | CornuxoBa C. . | VYmpasneHue nepcoHaioM [ DIEKTPOH- 2016 OBbC «ZNANIUM.COM»
HBIH pecypc] : JlenoBast kapbepa Y4e0. mocobue
5) 2018 9bC «IPRbooks»

Crenanosa E.H.

Cucrema QJICKTPOHHOI'O IOKYMCHTO-

obopora

yuebHoe rnocodue




8.3. Ilepedensb npogeccuoHAIBHBIX 023 JaHHBIX U HHPOPMALMOHHBIX CHIPABOYHBIX
CHCTEM

- Kagporoe coo0riectBo 1 myosmkanuu - Pesxum goctyna: http://hr-portal.ru
- KagpoBoe neno. [Ipaktudeckuii )KxypHai o KaapoBoi padore - Pexxum nocryna:
http://www.kdelo.ru

- MuHuCTEPCTBO 3KOHOMUUYECKOTO pa3BuThs PD [DnekTpoHHBIN pecypc] - Pexxum gocrymna:
http://economy.gov.ru/minec/main

- MUHHUCTEPCTBO TPY/a, 3aHSITOCTH U MUTPAITMOHHON MTOMTHKK CamMapckoit oomactu [ DIek-
TpOHHBIN pecypc] - Pexxum nocryna: http://trud.samregion.ru/home/slugba.aspx

- MuHucTepcTBO Tpyaa U conuaibHOM 3amuThl PO [DnexkTpoHHbld pecypc] - Pexxum goctymna:
http://www.rosmintrud.ru/

8.4. [lepeyeHb mporpaMMHOro odecrneyeHust

Ne Hanmenopanue IO PexBU3HUTHI norms?pa

n/n (naTa, HOMep, CPOK /el CTBHA)
1 Windows Jorosop Ne 690 ot 19.05.2015r., cpok melicTBus - 6eCCPOIHO
2 Office Standart Jorosop Ne 690 ot 19.05.2015r., cpok meicTBHsI - OECCPOUHO;

Jorosop Ne 727 ot 20.07.2016r., cpok melicTBUs - 6€CCPOTHO

8.5. Onucanue MaTepuaJIbHO-TeXHMYECKOH 0a3bl, HEOOXOAUMOM ISl OCylIeCTBJIe-
HHsI 00Pa30BaTeIbLHOIO MPoIecca Mo AMCUUILINHE

HaumeHnoBaHue 000py10BaHHBIX Y4eOHBIX KAOMHETOB, J1a00-
paTopuii, MACTEPCKHUX U AP. 00bEKTOB 1JISl POBeIeHMS

Ne . . IlepeyeHb OCHOBHOIO
o/n | TPAKTHYECKHX H J}ﬂﬁOpﬂTOpHLIX 3aHATHIA, MTOMeIIeHn i 1151 oBopyioBaHus
CaMOCTOSITEJILHOM PadoTHI 00y4aroIuXcs (HoMep ayauTo-
pun)

Aynutopus BeOKoH(DepeHunid. YueOHas ayautopus s poBe- | CTONB yUeHUYECKHeE,

JICHUSI 3aHSATUN JICKIIMOHHOTO THUMA. YueOHas ayAuTOpHs AJs | CTYJbs yYCHHYECKHE,

MPOBEACHUS 3aHATUN CeMHHApCKoro Tuma. YueOHas ayautopus | [IK ¢ BEIXxomom B ceTh
{ | 2w KYPCOBOTO NPOEKTHPOBAHHS (BBITIOJIHEHUSI KYPCOBBIX pa- | IHTepHET

00T). YueOHast ayTuTOpHs JIJIsl POBECHUS TPYIIIOBBIX U HH/IH-

BUIyalbHBIX KOHCYJIbTAMNA YdeOHas ayIuToOpus AJisl MPOBEIE-

HUS 3aHATHM TEKyIIEero KOHTPOJIS M MPOMEXYTOUHOM aTTecTa-

uu. (VJIK-301)

Aynutopus BeOKoH(DepeHnnid. YueOHas ayautopus 1t ipoBe- | CTONBl yUeHUYECKHeE,

JICHUSI 3aHSATUN JICKIIMOHHOTO THUMA. YueOHas ayAuTOpHs M | CTYJbs yYCHHYECKHE,

MIPOBEACHUS 3aHATUN CEeMHHApCKoro Tuma. YueOHas ayautopus | [IK ¢ BEIXxomom B ceTh
o | V1A KYpCOBOTO NMPOCKTHPOBAHMS (BBITIOJIHEHUSI KYPCOBBIX pa- | IHTepHET

60T). YueOHast ayTuTOpHs JIJIsl IPOBECHUS TPYIIIOBBIX U HH/IH-

BUIyalbHBIX KOHCYJIbTAMNA YdeOHas ayIuTOpus ISl MPOBEE-

HUS 3aHATHI TEKYIIEero KOHTPOJIS M MPOMEXYTOUHOM aTTecTa-

nuu. (YJIK-314a)

[Tomernenune A1 caMOCTOSATEIBLHOM paOOThI CTYICHTOB CTOJIBl YYEHUYECKHE,
3 (I'-401) CTYJbsI YUCHHUECKHE,

IIK ¢ BBEIXOIOM B CETH
HNurepHer
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