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

51.B.J1IB.03.01 [OKYMEHT MOAMMCAH

BNEKTPOHHOW NMOAMNCHIO
(unoexc QucyuniuHbl)

Ceptudhmkar: 017804780049AF848E43F1EC2D4B4CC120
Bnapeneu: Uckockos Makcum Onerosuy
Aeiicteutenen: ¢ 10.11.2022 po 10.11.2023

PABOYASA ITPOI'PAMMA JTUCHUIIJIMHBI

Kanpossiit mokyMeHTO000pOT

(HaumeHo8aHUe OUCYUNIUHDBL)

TI0 HAIIPaBJICHUIO MOJATOTOBKH (CIIEIIMAILHOCTH)
38.03.03 YnpasieHue nepcoHanoM

HaINpaBJIEHHOCTH (PO )/criennanu3anus
VYpaieHue nepcoHagom

dopma 00y4eHHUs: OYHO-3a09HAS
I'ox mabopa: 2023
O6mras Tpynoemkocts: 9 3E

Pacnpe;[enelme aC0B JUCIMILIMHBI IO CEMeECTpamM

Cemectp 6

®opMa KOHTPOJISI | DK3aMeH Hroro
Bun 3ansiTuit
Jlexuun 4 4
JlaGopaTopHble
[TpakTuueckue 6 6
PykoBo/icTBO: KypcoBbIe paboThI (mpoekthi) / PI'P
[TpomexyTouHas aTTecTaus 0,35 0,35
KonrakTHas padoTa 10,35 10,35
CamocTosTenpHas pabora 278 278
KoHTpoin 35,65 35,65
Hroro 324 324




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

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

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

PenensupoBanue pabodeil mporpaMMbl TUCIHUILIHHBL:

OtcyrcTBYyeT

Penensent

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

Pabouas mporpamMmma AuCHHUIUTHHEI cocTaBiieHa Ha ocHoBaHuu @I'OC BO u yuebHoro miana
HarpasJeHus nmoAroToBku (cnenuansaocTh) 38.03.03 YipasieHue nepcoHaaom

Cpoxk aeiicTBusi paGoyeil mporpaMMbl JMCHUILIMHBI 10 «31» aBrycra 2028 r.

YTBEPXIEHO

Ha 3acenanuu mHCTHUTYTa (DMHAHCOB, SKOHOMHKHU M yMpaBlIeHHs (TPOTOKOJI 3acemanus Ne 1
ot 31.08.2022).



1. lleab ocBOeHHS UCHHUIIJIMHBI

IleJsb: 3akm04aeTcst B OBJIAJCHUN OCHOBAMHU ITPABUIIBHOIO U CBOEBPEMEHHOTO 0(OPMIICHUS
KaJpOBOM JTOKYMEHTALMU W HaJUIeXKAlled OopraHu3anueil JOKyMEHTOOOOpOTa B COOTBETCTBUHU C
TPYZOBBIM 3aKOHOJATENBCTBOM U HOPMAaTHUBHO-IIPABOBBIMH AKTaMH JIE€JIOIPOU3BOJICTBA.

2. Mecto aucuuniaunsl B crpykrype OIIOII BO

JIMCIUTUIMHBI U IPAKTUKY, HA OCBOGHUH KOTOPBIX Oa3upyeTcs NaHHAas TUCIHUIUIMHA: YTIpaB-
JIEHWE KOMaH101 npoekTa, [IpoekTHas aestenpHoCcTh 1,2,3,4

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

OOTEI

3. [lnanupyemble pe3ybTaThbl 00yUeHUsI

®opmupyeMbie U KOHTPO-
JMpyeMble KOMIETeHIIUN

HNuaukaropsl
JOCTHKEeHHUS
KOMIIeTeHIH I

(K0T ¥ HANMECHOBAHUE)

Ili1anupyemble pe3yabTaThbl 00yUeHUs

ITK-2 CriocoOeH mmoas30BaThCs
IIOMCKOBLIMU ~ CHUCTEMaMU H
nH(pOpPMAIMOHHBIMU pecypca-
MH B o00JlacTH oOecIieueHus
MIEPCOHAIOM

I1K-2.5 [Tons3yercs
IIOUCKOBBIMHU CUCTC-
MaMHu

3HAaTh: UICTOYHUKYU MOWCKA HH(OpPMALIUU

YMerb: nonyyaTb U 0OpaOaThHIBaTh HMH-
dhopmaruio

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

[1K-2.6 Mcnonb3yer
UH(POPMAaLMOHHbIE
pecypchl 1 odecre-
YEeHHUs OpTaHu3aLUuN
TIEPCOHAIIOM

3HaTh: NpUHOUOBI PabOTHl Ha TOMCKO-
BBIX IIAT(HOpMax

YMerh: HcKaTh HEOOXOAUMBIX KaHIUa-
TOB TI0 3anpocaM paboTonareneit

Baanerb: HaBBIKOM HCIIOJIB30BAHUS WUH-
(hOopMaIMOHHBIX PECypcoB i obecrtie-
YEeHMsI IEPCOHAJIOM OpraHu3aluu

[IK-3 CmocobeH TpUMEHSTh
TEXHOJIOTUM U METOJUKH TIO-
WCKa, TPUBJIICYCHUS, TOI00pa
U orOopa KaHIWIATOB Ha Ba-
KaHTHbIE JIOJDKHOCTU  (TIpo-
deccun, CHEMUANTBHOCTH) B
COOTBETCTBHE C UX CHEIUupU-
KOM, B TOM YHCJIE U C MCIOIb-
30BaHUEM IIOMCKOBBIX CHCTEM
¥ MH(POPMALIMOHHBIX PECYPCOB
B obyactu obecrieueHus Iep-
COHAJIOM

[1K-3.3 Cnocoben
OCYILIECTBIIATH O~
0op mepconana

3HaTh: METOAUKH ITOHUCKA IepcoHajaia

YMeThb: IMPUMCHATH TCXHOJIOTMH IMOUCKaA
nepcoHasna

Baaners: ciocoOHOCTRIO MOA0Opa Tep-
coHaJia

T1K-3.4 Criocoben
noao0paTh KaHauaaTa
Ha BaKaHCHUIO

3Harp: crneuuduky nogdopa u ordopa
nepcoHalia

YMerb: NPpUMEHATb METOAUKY U TEXHO-
JIOTUIO 0TOOpA KaHAWIATOB

Baaners: ciocoOHOCTRIO 1TOA00Opa U OT-
Oopa KaHIUJATOB HA BAaKAHTHBIC OJDK-
HOCTH C WCIIOJIb30BAaHHEM ITOMCKOBBIX
CHCTEM M WH(OPMAIIMOHHBIX PECYPCOB B
o0s1acTi obecneueHus MepcoHaIoM




CTpyKTypa H cofep:KaHNe JUCHUNIHHBI

Bun

®opMbI TEKYyILLET0

Monayab . HaumeHoBaHue TeM 3aHATHI NHTepakTHB,| KOHTPOJIA (HAUMEHOBA-
yueOHoit . Cemectp | O0beMm, 4. Bbasusbl
(pa3neu) (yueoHOii padoThI) 4. HHE OLIEHOYHOT0 cpeji-
padoThI
CTBA)
Jlek 1 CocraB u cofiep)kaHue KaJpoBOi JOKyMEHTa- 6 20 - TecToBbIE BOPOCHI 1.
17078 yueOHMKa
Cpl 6 20
Ipl [IpaBuna opopMaeHUsT TOKYMEHTOB 6 20 - 3aaHus IpoBEpsEMbIe
BPY4HYIO.
TBopueckoe 3amannel
Cp2 6 20 -
Jlek 2 |Opranuzamus JOKyMeHTOO0OpOTa 6 50 TecToBbIe BOMPOCHI 1.
yueOHUKa
Ilp 2 [Topsimok oopmieHUsT JOKYMEHTOB IpU pado- 6 50 - 3amanus, MpoBepsieMbIe
T€ C MIEPCOHATIOM BPYYHYIO -
Ketic-3amaua 2
Cp3 6 50 -
Ip 3 [Topsimok y4yeTa KaapoB 6 50 - 3amanus, MpoBepsieMbIe
BPY4HYIO -
Ketic-3amaya 3
Cp4 6 8 -
IToaroroBka K sK3aMeHy 6 35,65 40
0,35
Hroro: 324 100




5. O0pa3oBaTeibHbIE TEXHOJOTHHU

C uenbio GopMHUpOBaHMS KOMIIETEHLIUH Yy CTYACHTOB B yU€OHOM IPOIIECCE UCIOJIb3YETCs
TEXHOJIOTUS TPAJAUIIMOHHOTO 00yyeHus ¢ npumerenuem JJOT

6. Meronuyeckue yKa3aHUs M0 OCBOEHUIO JUCIUILIHHBI

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 BBITUCHIBAHWEM TOJKOBaHUN B TeTpaab. OO03HAYUTH
BOIIPOCHI, TEPMUHBI, MaTepHUall, KOTOPbII BBI3BIBAET TPYIAHOCTH, MOMeE-
TUTh W TIONBITATbCSI HAWTH OTBET B PEKOMEHAYyeMou juteparype. Eciau
CaMOCTOSITENILHO HE YAaeTcs pa3o0parbcs B Marepuasie, HeoOXOAUMO
chopMyIHUPOBATH BOMIPOC U 33/1aTh MPEMOIaBaTeIl0 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. OueHOYHBIE CPEACTBA

7.1. IIaciopT OLIEHOYHBIX CPEACTB

Koa xonTpoaupyemoii
A po.pyemMo HaunmeHnoBanme
CemecTp | KoMIeTeHUMHU (MJIM ee
OLIEHOYHOI0 CPeICTBA
4acTH)
6 3amanue, MpoBepsieMOe BPYUHYIO —
TBOpUecKoe 3axanue 1,2
1IK-2 Bomnpockl mpomMexyTOUHOM aTTeCTalluu
NoNe 1-20
6 3amanue, MpoBepsieMOe BPYyUHYIO —
TBOpYECKOE 3a/1aHue 3
1IK-3 Bomnpockl mpomMexyTO4YHOM aTTeCcTaluu
NeNe 21-60

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

TpoJIs




7.2.1. TBopueckoe 3axanune «COCTABJIEHME N1 O®OPMJIEHUE OPI"AHU3AILIMOHHbIX
JOKYMEHTOB I10 JIMYHOMY COCTABY »

Ilenv:

- IOHUMATh CYTh IOKYMEHTOB I10 JIMYHOMY COCTaBY, 3HAaTh UX CTPYKTYPY;
- YMEHHUE COCTaBJISTh OpraHU3allMOHHbIEC JOKYMEHTHI 10 JIMYHOMY COCTaBY
- HaBbIK KOHCTPYHPOBAHUS, TBOPUECTBA;

Teopemuueckue ceedenus:

K nmoxymeHTaM, periaMeHTHPYIOIUM 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), pa3pabareiBaeTcsi ee (YyKas3bIBalOTCS CTPYKTYpHBIE MOJpPAa3/eieHus) |
OIpeieNsAeTCs ITaTHas YACIEHHOCTD (JIOJDKHOCTH, KOJIMYECTBO €IUHHUIL).

B nokymenre «Illlmamnoe pacnucanue) 3aKperuisitOTCS JOJKHOCTHOM, YHCIICHHBIN
COCTaB OpraHU3ally, YKa3bIBAIOTCS CBEJEHNUS O JOLDKHOCTHBIX OKJIa/ax, HaJl0aBKax U MECAUYHOM
¢donae 3apabOTHON MIAThl OPraHU3aLUH B II€JIOM, IITATHOE pacluCaHhe YTBEPKAAETCS PYKOBO-
JUTEJIEM OpraHU3alHH.

Ha ocnoBanuu Tpynosoro Konexkca P® TpynoBoii pacniopsiok 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 OpraHU3alysl HE BIPAaBE U3MEHHUTH: FapaHTHM paOOTHHUKAM,
IPOIOJDKUTEIBHOCTh pabodero BpeMeHH!, Mephl JUCIMIIIMHAPHOTO B3bICKaHUA U apyrue. Takum
o0pa3oM, opraHu3anys He MOXKET yXy/IIaTh YCIOBUS PAaOOTHUKOB 10 CPAaBHEHMIO C 3aKOHOJa-
TenbCTBOM PO.

[IpaBuna BHYTpEHHEro pacHopsiika COCTaBJIsAeT aAMHUHUCTpALMs OpraHu3aluu (B YaCTHOCTH,
3TOH pabOTOI MOXKET 3aHUMAThCS KaJApOoBasi CIyx0a), BUBUPYET IOPHCT; 3TH MpaBHia 00Cyxkaa-
I0TCsl HA 001meM coOpanuu (KoH(epeHIInn) paOOTHUKOB U YTBEP)KIAIOTCSI PYKOBOJAUTEIIEM Opra-
HU3AIHH.

B npaBuiax BHyTpeHHET0 TPYAOBOTO PACIOPsAIKa YKa3bIBAIOTCS CIEAYIOIUE pa3ebl:

- o0111e€ TOT0XKEHHE;

- IOPSA0K IIpUeMa, IEPeBO/ia U YBOJIbHEHHUS CIIYKallHX;

- OCHOBHBIE 00s13aHHOCTH aJIMUHUCTPALIH;

- pabouee BpeMsl U €ro UCIOJIb30BaHUE;

- IOOIIPEHHUS 32 yCIIeXU B paboTe;

- OTBETCTBEHHOCTb 33 HapyILIEHHs TPYAOBOM JUCLUILIMHBI,

- BHYTPHOOBEKTHBINA PEXKHIM;

- OpraHm3anus padoThI.

CoBpeMeHHbIE KOMMEPUYECKUE CTPYKTYPHI pa3padaThIBalOT B KaUeCTBE OPraHU3alMOHHO-
ro gokymenra «llonoscenue o nepconane», B KOTOpOM, IOMHUMO OOIIMX BOIPOCOB Pa3BUTHS
TPYAOBOTO KOJUIEKTHBA, MOTYT PacCMAaTPUBATHCSA M BaXKHBIE BOIPOCHI: MOBHIIIEHUS KBaTU(pUKa-
LIUM [IEPCOHAJIA, y4acTHs EepCOHaIa B MPUOBLISIX, IpaBUIIa I€JI0BOr0 OOLIEHUs IEPCOHANA U JIp.

Opranu3anuy, coCTOsIIINE U3 HECKOJIBKUX CTPYKTYPHBIX MOJpa3leNeHuil, 00s3aHbl pas-
pabotate «llonoicenue 0 cmpyKkmypHom noopazoeneHuu), B KOTOpOM OIpPEIeSeHbl 3a1auHu,
¢yHKLIMHU, TpaBa U 0053aHHOCTH NoApa3eneHus. TekcT monoxeHus 0o oTaene KaapoB J0KEH
COJIepKATh CIEAYIOLINE OCHOBHBIE Pa3/Ieiibl:

- 00IIIHE MTOJ0KECHUS,



- OCHOBHBIE 33/1a4H;

- CTPYKTYpa U GyHKINU;

- B3aMOOTHOIICHUS C IPyTUMH TOAPa3ACICHUSIMA OpTraHU3aIiH;

- IpaBa M 00SI3aHHOCTH;

- OTBETCTBEHHOCTb.

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

JIoJKHOCTHAST MHCTPYKIMA - JOKYMEHT, PETrIaMEHTUPYIOIIUI [TpaBoOBOE MOJO0XKEHNE 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
YUHCJIEHHOCTH 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
HanMeHoBaHMe 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 PACIIHCAHHE 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
CTPYKTYpPHOTO | 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. Keiic «IlyTanuna ¢ TpyA0BbIMH KHHKKAMHU»




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

B OOO «I"opu30HT» NPUHSIM 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 kHmxkke Brnanumupa oHa crienana 3amuch 0 IpUeMe Ha JOKHOCTh TEXHHUYE-
CKOro mucareiis, a B JokyMeHTe KOpus — Ha 10JIKHOCTh MH)KEHEepa-cMeT4YMKa. B To ke Bpems B
MpuKas3e o mpuemMe Ha padoty no crnucodHoit Gopme Ne T-la momKHOCTH paOOTHUKOB U CTPYK-
TypHBIE MOApa3AeICHHs ObUIH YKa3aHbI IPABHIIBHO.

OmubKy 3aMeTHIIM TOJBKO yepe3 rof. 3a 3To BpeMs FOpwii ycrien yBOIUTBCS ¢ HEmpa-
BIJIBHOM 3aMlKChIO B TPYI0BOM KHMKKe. OH-TO U yKa3all ObIBIIEMY paOOTONATENIO HA JOMYIICH-
HYIO HETOYHOCTb. Bianumup ocrancs padorats B OOO «'opr30HT», HO OBLT NIEPEBECH HA JIPY-
I'YI0 JOJKHOCTh. O HENpaBUJIBHOW 3allMCH OH IIOKA HUYEro He 3HaeT. TpyAoBble KHUXKKU 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 Brnagumupy o momymenHoi ommoOke? HyXHO TU MCTIpaBiIsTh
3amuch B TPYAOBOHM KHIDKKEe Biamumupa, eciiu cam oH 00 3ToM He nipocut? Ecim aa, To Kak 3To
MPaBUIIBLHO ClIeNaTh?

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 PCKBU3UTHI YCTAHABIIMBAKOTCS B IIPABOM 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 (pacropshkeHHE) pyKOBOJCTBA

7 B xakux ciydasx HaJl0 3alOJIHATh PEKBU3UT «CChUIKA HAa MHJEKC U JIaTy TOKyMEHTa»?
1. Tlpu coctaBneHuu ar000T0 MUCHMA
2. 2.TonbKo B CiIy4ae COCTaBJICHUS 1yOiMKaTa muchbMa
3.IIpu oTBETE HA MUCHMO
4.11pu cocTaBiIeHNUU EPBOHAYATILHOTO MMCbMa (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 MaTepUaTbHOM HOCHUTENE, UMEIOIasl FOPUANYECKYIO CHITY

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

1.I'pud yrBepxaeHUS

2. Buza cornmacoBaHus

3.Pe3omonust

4. PacniopsbxkeHue

10 ABTOp nHCHEMa — JIMIO IOPUINYECKOE, KOTOPOMY OHAIO0MIIOCH COCTaBUTh MTUCHMO JIUYHOTO
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. ]la, Tak KaK IOpUINYECKOE 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 ATTECTAIlUM MO UTOraM OCBOCHMS UCIHU-
IJIMHBI

7.3.1. Bonpochl K POMEKYTOYHOM aTTecTaluu

Cemectp 6

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, PErlIaMEHTHPYIOIUE yIIPaBIeHUE IEePCOHATIOM: JOJIKHOCTHBIE HHCTPYKINH.
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 JOKYyMEHTOB IPY KOMaHANPOBaHUY;

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 00yUeHHs 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-

AeHust
Cemectp . Kpurepun u HOpMbI OLIEHKH
NMPOMEKYTOUHOI
aTTecTalnuu
6 9K3aMeH «OTJIIMYHOY 85-100 6aioB
«XOPOIIIO» 70-84 6anmnoB
«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»
2018 OBbC «IPRbooks»
2 Crenanosa Cucrema 3JeKTpOHHOTO TOKYMEHTO000- yaeOHOe ocodune
E.H. pota
3 Eropmmn A.I1. OCHOBBI yIIpaBJIEHUS MTEPCOHATIOM yae0. mocobue 2020 «ZNANIUM.COM»
https://znanium.com/catalog/docum
ent?pid=1067790
8.2. lonosiHMTEILHAS JIUTEPATyPa
Tun (yuyeOHUK, yueOHOE
Ne | ABTOpBI, coCTa- nocooue, yueOHo- I'ox us3- KoanuecTBo B Hay4YHO# 010/M0-
3arsiiaBue (3aroJ10BoK)
n/n BUTEJIN MeToAuYecKoe nmocooue, TaAHUSA Teke / HaumenoBanue DbC
NPaKTHKYM, 1p.)
4 | CornukoBa C. . | VYmnpasieHue nepcoHanoM [ DJIEKTPOH- 2016 OBC «ZNANIUM.COM»
HbI pecypc] : lenoBas kapeepa VYu4eb. mocobue
lamxuesa CoBpeMEHHOE KaJpOBOE JEN0NPOU3- 2017 3BC «IPRbooks»
5 E.1O. BOJICTBO MPAKTUKYM




8.3. Ilepedensb npogeccuoHAIBHBIX 023 JaHHBIX U HHPOPMALMOHHBIX CHIPABOYHBIX
CHCTEM

- Kagporoe coo0riectBo 1 myosimkanuu - Pesxum poctyna: 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 Haumenosanne IO PexBU3HUTHI norms?pa
n/n (naTa, HOMep, CPOK AeHCTBHSA)
1 | Windows Joroop Ne 690 ot 19.05.2015r., cpok melicTBus - 6eCCPOIHO
2 | Office Standart Jorosop Ne 690 ot 19.05.2015r., cpok aeicTBHsI - OECCPOUHO;
Jlorosop Ne 727 ot 20.07.2016r., cpok melicTBUs - 6€CCPOTHO
3 | Mirapolis Human Capital | Ne 42/02/22-K

Management

8.5. Onucanue MaTepuaJbHO-TeXHMYECKOH 0a3bl, HEOOXOAUMOM JIsl OCylIeCTBJIe-
HHSI 00Pa30BaTeIbLHOIO MPoIecca Mo AMCUUILINHE

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

Ne . . IlepeyeHb OCHOBHOIO
o/n | TPAKTHYECKHX H J}ﬂﬁOpﬂTOprIX 3aHATHIA, MTOMeIeHn i 1151 oBopyioBaHus
CaMOCTOSITEJILHOM Pad0THI 00y4aoIuXcs (HoMep ayauTo-
pun)

Aynutopus BeOKoH(DepeHInid. YueOHas ayautopus 1t ipoBe- | CTONB yUeHUYECKHeE,

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

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

00T). YueOHast ayTuTOpHs JIJIsl IPOBECHUS TPYIIIOBBIX U MH/IH-

BUIyalbHBIX KOHCYJIbTAUNA YdeOHas ayIuTOpus AJsl MPOBEIE-

HUS 3aHATHM TEKYIIEero KOHTPOJIS M MPOMEXYTOUHOM aTTecTa-

uu. (VJIK-301)

Aynutopus BeOKoH(DepeHImid. YueOHas ayautopus 1t poBe- | CTONbl yUeHUYECKHeE,

JICHUSI 3aHSATUN JICKIIMOHHOTO THUMA. YueOHas ayAuTOpHs NS | CTYJbs YYCHHYECKHE,

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

00T). YueOHast ayTuTOpHs ISl IPOBECHUS TPYIIIOBBIX U HH/IH-

BUIyalbHBIX KOHCYJIbTAMNA YdeOHas ayIuTOpus ISl MPOBEE-

HUS 3aHATHM TEKyIIEero KOHTPOJIS M MPOMEXYTOUHOM aTTecTa-

nuu. (YJIK-314a)

[TomemeHue AJsi CAMOCTOSTENILHOM paOOThI CTYIEHTOB Croubl y4eHHUECKHE,
3 | (T'-401) CTYJIbsI YUCHHUECKHUE,

IIK ¢ BBEIXOIOM B CETh



http://hr-portal.ru/
http://www.kdelo.ru/
http://economy.gov.ru/minec/main
http://trud.samregion.ru/home/slugba.aspx
http://www.rosmintrud.ru/

n/n

HaumeHnoBaHue 000py10BaHHBIX Y4eOHBIX KAOMHETOB, J1a00-
paTopuii, MACTEPCKHUX U AP. 00bEKTOB 1JIS MPOBeIeHMS
NPAKTHYEeCKUX U J1a00pPaTOPHBIX 3aHATHI, IOMeLeHU 115
CaMOCTOSITEJILHOM Pad0THI 00y4aIUXcsa (HOMep ayauTo-

pun)

IlepeyeHb OCHOBHOIO
000opya0BaHUA

Nutepner
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