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

BlBHBOZO?) [OKYMEHT NOAMMCAH

(unoexc QucyuniuHbl) 3MNEKTPOHHOM NOAMMCHIO

Ceptudukar: 017804780049AF848E43F1EC2D4BACC120
Bnapeneu; Wckockos Makcnm Orerosiy
[eiicTeuTenex: ¢ 10.11.2022 a0 10.11.2023

PABOYASA ITPOI'PAMMA JTUCHUIIJIMHBI

be3omnacHblil KapOBbIN y4eT

(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 JUCIMIUIMHBI IO CEMeECTpamM

Cemectp 5)

®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 OBJIAJACHUN 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 aucuunjunbl B cTpykrype OIIOII BO

JIMCUMIUINHBI U IPAKTUKU, HA OCBOEHUH KOTOPBIX Oa3upyeTcs JaHHask TUCLUILIMHA: YIIpaB-
JeHue KoMaHjou npoekta, OTO0op M HaiiM mepconana, TexHonorus BeneHus OusHeca, [IpoekTHas

IesTenbHOCTh 1,2,3,4

JIMCUMIUTMHBL U IPAKTHKH, JUIsl KOTOPBIX OCBOCHHE JAHHOW JAMCUHUILUIMHBI HEOOXOIUMO KaK
npeamecTByromiee: Opranu3zaius, NpOBEICHUE OLICHKUM U aTTecTalluu nepcoHana, [lnanupoBanue
Kapbepbl U ynpasiieHue Tanantamu, [IponsBoacTBenHas (MpeaauaoMHas) IpaKTHKa

3. [lnanupyemble pe3y/bTaThl 00yUeHUsI

®opmupyeMbie U KOHTPO-
JMpyeMble KOMIETeHIIUN

HNuaukaropsl
JOCTHKEHHUS
KOMIIeTeHIH I
(K0T ¥ HANMECHOBAHUE)

Ili1anupyemble pe3yabTaThbl 00yUeHUs

IIK-5 Cnocoben cocTaBiTh U
KOHTPOJIMPOBATh CTAaTbU pac-
XOJIOB Ha 00eCIeYeHHe epco-
HaJIOM JJI HHaHI/IpOBaHI/IH
OIOKETOB

IIK-5.7 Crioco0eH co-
CTaBJIATH U KOHTpO-
JUPOBATH CTATBhH pac-
XO0JIOB

3HaTh: CTaTbu pacxoJ0B Ha MOI0Op U
HalM, y4eT IIepcoHalIa

YMeTb: COCTaBIATh U KOHTPOJIMPOBATH
CTaThbU PACXOJOB

Biaanerb: HaBBIKOM BEIEHUSI KaJIPOBOIO
ydyeTra U KOHTPOJIUPOBATH CTaThbU PaCXo-
TIOB

I1K-5.9 Cnocoben
MJIAaHUPOBATh OFOKET
Ha o0ecrieueHue nep-
COHAJIOM OpraHu3a-
117041

3HAaTB: CTPYKTYpy OIO/DKETa U METOMbI
010 UKETUPOBAHMS

YMeTh: TUIaHUPOBATH OIOKET
Ha oOecreueHne MepcoHaIoM OpraHu3a-
LIHIO

Buagerp:  HaBBIKOM  MJIAaHUPOBAHUS
OroKeTa Ha oOecrieueHue OpraHu3aluu
[EPCOHAJIOM U BEACHUEM KaJpOBOIO

ydera




CTpyKTypa H cofep:KaHNe JUCHUNIHHBI

®opMbI TEKYyILLET0

Monayab B . HaumeHoBaHue TeM 3aHATHI NHTepakTuB,| KOHTPOJIA (HAUMEHOBA-
yueOHoit . Cemectp | O0beMm, 4. Bbasusbl
(pa3neu) (yueoHOii padoThI) 4. HHeE OLIEHOYHOT0 CpeJi-
padoThI
CTBA)
Jlek 1 HopmatuBHO-TIpaBOBOM acEKT KaIpOBOTO 5 2 - TectoBbie BOMPOCHI 1.
ydera yueOHMKa
Cpl CamocrosiTenbHas paboTa ¢ JOMOTHUTEIIBHBIM 5 70
MaTepHUaIoM
IIpl ITpaBwia BeaeHHs KaJIpOBOTO yUeTa 5 2 - 3agaHus IPOBEPsIEMBIC
Cp2 CamocrosiTenbHas padboTa ¢ JOMOTHUTEIIBHBIM 5 70 -
MaTepHuaIoM
Jlek 2 Opranuzanus BeJIcHUS KaJJpOBOT0 y4yeTa 5 2 TecToBbIE€ BOMPOCHI AJ1.
yaeOHUKa
Ip 2 [Topsimok oopmieHUsT JOKYMEHTOB IpU pado- 5 2 - 3amanus, MpoBepsieMbIe
T€ C MIEPCOHATIOM BPYYHYIO -
Ketic-namaua ?
Cp3 CamocrosTenbHas paboTa ¢ JONOTHUTEIHHBIM S) 70 -
MaTepUaIoM
Ip 3 [Topsimok y4yeTa KaapoB 5 2 - 3amanus, MpoBepsieMbIe
BPYYHYIO -
Ketic-3amaya 3
Cp4 5 68 -
IToaroroBka K sK3aMeHy 5 35,65 40
Hroro: 324 100




5. O0pa3oBaTeibHbIE TEXHOJOTHHU

C uenbio GopMHUpOBaHUS KOMIIETEHLIUH Yy CTYACHTOB B yU€OHOM IPOIIECCE UCIONIb3YETCs
TEXHOJIOTUS TPAJAUIIMOHHOTO 00y4yeHus ¢ npumerenuem JJOT

6. MeTtonuyeckue yKa3aHUs M0 OCBOECHUIO JUCIUILIHHBI

Bun yueOHbBIX 3aHS-
THHI

OpFaHI/I3aL[I/I}I ACATCIIBHOCTH CTYACHTA

Jlexusa

Hanucanue koHcnekTa JeKUUNA: KpaTKo, CXEMaTHUYHO, MOCIEA0BATEIbHO
(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 BOIIPOC U 33/1aTh MPEMOJaBaTeIl0 Ha KOHCYIIbTAlUH, 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 KEHC-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

Kon xonTpoupyemoii
CemecTp | KoMIeTeHUMHU (MM ee

HauMeHnoBanue
OLIEHOYHOI0 CPeICTBA

4acTH)
3agaHue, MpoBEepsSIEMOE BPYUHYIO —
5 TBOpUecKoe 3axanue 1,2
1IK-5 Bomnpockl mpomMexyTO4YHOM aTTeCTalluu

NoNe 1-20

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

TpoJIs

7.2.1. TBopueckoe 3axanune «COCTABJIEHME 11 O®OPMJIEHUE OPI"AHU3AILIMOHHbIX
JOKYMEHTOB I10 JIMYHOMY COCTABY »

Iensv:

- IOHUMATh CYTh JOKYMEHTOB I10 JUYHOMY COCTaBY, 3HaTh UX CTPYKTYPY;




- YMEHHUE COCTaBIATh OpPraHU3alMOHHBIE JOKYMEHTBI 10 JIMYHOMY COCTaBY
- HaBBbIK KOHCTPYHUPOBAHUs1, TBOPYECTBA;

Teopemuueckue ceedenusn:

K noxymeHTam, perinaMeHTUPYIOUIUM yIpaBieHHE ePCOHAIOM, OTHOCSATCS OpraHu3a-
[MOHHBIE  JIOKYMEHTBI: CTPYKTypa M INTaTHas YUCICHHOCTh, IITATHOE pacCIUCaHKE, MPaBHIia
BHYTPEHHET0 TPYJOBOIO PaCMOPAIKa, MOJTOKEHHUS O CTPYKTYPHBIX MOJpa3fesieHusIX, IOJI0XKe-
HUE O MepCcoHase, JOJHKHOCTHBIC HHCTPYKIIUHU, TPAPUKU OTITYCKOB H JIp.

Ha ocHoBanuu ycraBa opranuzanuu (B KOTOPOM, IOMUMO OCHOBHBIX MPaBUJI, PEryIHpY-
IOIUX €€ IeATEIHHOCTh, OBITh OMPE/ICIICHBI IPaBe U 00S3aHHOCTH yUpEIUTENeH U IPYyrue moJio-
JKEHUsS O TIepCcoHaje), pa3pabarbiBaeTcsl €€ (YKa3bIBalOTCS CTPYKTYPHBIC MOJAPA3NCICHUS) H
OTIpEICIISIeTCS MITaTHAS YUCIECHHOCTD (JIOJDKHOCTH, KOJIMYECTBO SAMHHII).

B nokymenre «lllmammnoe pacnucanue) 3aKperuisitOTCS JOJLKHOCTHOM, YHCICHHBIN
COCTaB OpraHU3alliH, YKa3bIBAIOTCS CBEJICHUS O JODKHOCTHBIX OKJIaJlaX, Hag0aBKaX U MECIYHOM
donze 3apabOTHOH ATl OpraHU3alMU B 1[EJI0OM, HITATHOE PACIHCAHUE YTBEPKIAETCSI PYKOBO-
TUTENIEM OpTaHU3aIlNU.

Ha ocnoBanuu Tpynooro Koaexca P® TpynoBoil pacnopsiiok B OpraHu3aiuy Onpese-
nsiercst «Ilpasunamu enympennezo pacnopaoka». B Hactosiee Bpems Kaxaasi KOHKPETHAsE Op-
TaHU3AIMs ¢ YIETOM CHEU(PHUKN NeATeTbHOCTH, (GOPMBI COOCTBEHHOCTH, HA KOTOPOW OHA OCHO-
BaHa, OPraHU3aIMOHHO-TIPABOBOM ()OPMBI, YHUCICHHOCTH PAOOTHUKOB, HAJTMUHUS WA OTCYTCTBUS
CTPYKTYPHBIX HOJIpa3fiesieHUui BIpaBe yTBEP:KIaTh CBOM IpaBuiia. B To ke Bpems CyIIeCTBYIOT
OTpesieieHHbIE HOPMBI, KOTOpPhIE OpPTraHM3aIlys HE BIPaBE M3MEHUTH: TapaHTUU PAOOTHUKAM,
MPOJOKUTEILHOCTh pab04yero BpeMEeH!, Mephl TUCIUIUIMHAPHOTO B3bICKaHUS U Apyrue. Takum
o0pa3oM, opraHu3anus HEe MOXKET yXyIIIaTh YCIOBHs paOOTHUKOB MO CPABHEHHUIO C 3aKOHOMA-
TenbCcTBOM PO.

[IpaBuia BHYTPEHHETO pacmopsika COCTaBISCT aJIMUHUCTPALUS OpraHU3auu (B YaCTHOCTH,
9TOH pabOTON MOXKET 3aHMMAThCsl KaapoBas cly)k0a), BABUPYET IOPUCT; ITH MpaBmiia 00Cyx1a-
IOTCS Ha 001IeM coOpannu (KOH(pepeHIINN) paOOTHIUKOB U YTBEP)KIAIOTCSI PyKOBOAUTEIIEM Opra-
HU3ALUU.

B mpaBuiax BHyTpEHHETO TPYIOBOTO PACTIOPSIKA YKA3BIBAIOTCS CIICAYIOIINE PA3ACIIbl:

- o0111e€e TTOJI0KEHUE;

- IOPSJIOK TIpUeMa, TIEPEeBOa U YBOJIbHEHUS CITYKaIUX;

- OCHOBHBIE 00513aHHOCTH aJIMUHHUCTPAIUH;

- pabouee BpeMsl U €ro UCIOJIb30BAHUE;

- IOOLIPEHHUS 3a yCIeXu B paboTe;

- OTBETCTBEHHOCTH 32 HAPYIICHUS TPYAOBON JUCIUTIINHBL;

- BHYTPUOOBEKTHBIN PEXKIM;

- opranuzanus padboThl.

CoBpeMeHHbIE KOMMEPUECKHE CTPYKTYPhI pa3pabaThIBalOT B KAU€CTBE OPraHU3aIllMOHHO-
ro nokymenrta «llonosycenue o nepconane», B KOTOPOM, IOMUMO OOIIUX BOIPOCOB Pa3BUTHUS
TPYJOBOT0 KOJIJIEKTHBA, MOTYT pacCCMaTpUBATHCSA M Ba)KHBIE BOMPOCHI: MOBBIIICHUS KBaU(rKa-
[[UU TIEPCOHANIA, YIaCTHs MIEPCOHANA B MPUOBLILX, MPaBUIa JIEJIOBOTO OOIICHHUS TIEpCOHANa U Jp.

Opranu3zaiuu, cOCTOsIINE U3 HECKOJIbKUX CTPYKTYPHBIX HOJpa3AefeHul, 00s3aHbl pas-
pabotath «llonoxcenue 0 cmpykmypHom noopazoeieHuu)», B KOTOPOM OIpeIeICHBI 3a/1a4H,
byHKIIMY, TpaBa U 00513aHHOCTH MOApa3AeeHus. TeKCT MonoxKeHus: 00 oTaese KaapoB TOJIKEH
COJIEPIKATh CIICTYIOIINE OCHOBHBIE Pa3/Ieibl:

- o01IME TTOJIOKEHH,

- OCHOBHBIE 33/1a4W;

- CTPYKTYypa U PyHKITUH;

- B3aMMOOTHOIIEHUS C IPYTUMH MOAPA3ISICHUSIMHA OpraHU3aIiy;
- MpaBa U 00sI3aHHOCTH;

- OTBETCTBEHHOCT.



[TonokeHrne O CTPYKTYpPHOM TMOAPA3JIEICHUM TOCJIE COIVIACOBAaHUS C IOPUCTOM, C APYTUMHU
JIOJKHOCTHBIMHU JIMLIAMH YTBEPHKIA€TCSI PYKOBOJAUTEIEM OpPTaHU3aLlUH.

JlomkHOCTHAs MHCTPYKIHMS - TOKYMEHT, PErJIaMeHTUPYIOLIUI MPaBOBOE MOJIOKEHNE pabOTHHKA
B OpraHu3aluu.

B nomKHOCTHOM MHCTPYKIIUM ONPEAETAIOTCS 3a/1a4M, YCTAaHABIMBAIOTCS (QYHKIINH, TpaBa U 00s-
3aHHOCTH pa0OTHUKA COTJIIACHO 3aHUMAEMOMN JJOJKHOCTH.

@Dopma ookymenma «Cmpykmypa u wimamuas YUcji1eHHOCHb OPZAHUAULU

HanmeHnoBanue opranuzanuu

YTBEPXIAIO
CTPYKTYPA U LIITATHAA HauMmeHnoBaHUE NOKHOCTU
YUCJIEHHOCTH Pacmudposka moanucu
00.00.202___
00.00.202__ Ne
MecTto n3nanus
Anmnapara ynpaBiaeHUs
HanmeHnoBaHue CTPYKTYPHBIX MOJIpa3AeICHUI IllTaTHas YUCIEHHOCTH
HaunmenoBaHnue nOKHOCTH NOONUCH 1.0. ®amunus

Bussl cornacoBanus

@Dopma ookymenma «Ilpasuna enympennezo mpyooeozo pacnopaoka)

HanmenoBanue opranuzanuu YTBEPXIAIO
HaunmenoBanue nomxkHOCTH
ITPABHIJIA Pacmudposka moanucu
00.00.202__
00.00.202__ Ne

MecTto n3nanus
6HYMPEHHEe20 mPy006020 PacnopAOKa
CTpyKkTypa Tekcra

OO111e MoJI0KEHHUS

[Mopsimok mpuema, mepeBoAa U yBOJbHEHUS CITYKAITUX
OcHOBHBIC 00S3aHHOCTH CITY)KaIIHX

OcHoBHBIE 0053aHHOCTH aIMUHUCTPALIUN

Pabouee BpeMs 1 ero UCTIOJIb30BaHUE




[Toompenus 3a ycrexu B pabore
B3bickanus 3a HapyllIeHHUEe TPYIOBON AUCLIUIUIMHBI
BHYTpHOOBEKTHBIN pexUM

Buspr

COI''TACOBAHO
HaunmeHnoBanue nokymeHTa
00.00.202__ Ne

Dopma ookymenma «lllmamnoe pacnucanue»

HanmenoBanue opranuzanuu YTBEPXIAIO
IITaT B KOJIMYECTBE CIUHMI]
C MECSTYHBIM (POHJIOM
3apabOTHOM MIaThI pyoneit

HauMeHoBaHMe NOIKHOCTHU

HITATHOE PACIIHCAHHE Pacmm¢poBka noanucu
00.00.202__
00.00.202__ No
MecTto n3nanus
AmnmnapaTta opraHu3aiuy Ha roj
Kon n Hanme- Kon u Komn- HomxknocTt- | HanbaBku Mecsiunbiii | [Ipume-
HOBaHUE HanM€EHO- YECTBO HBIE nepco- npo- | ¢hoHx 3a- JaHue
CTPYKTYpPHOTO | BaHUE IITATHBIX | OKJIAAbI HaJbHbEIE | yMe | paboT-HOM
No/Ipa3/iesieHus | TOHDKHOCTU | €IUHUIL [LIAThI
1 2 3 4 5 6 7 8

HaunmenoBaHnue nOKHOCTH NOONUCH 1.0. ®amunus

Bu3rbl cornacoBanusa

3AZJAHME: CoctaBuTh TpH JOKYMEHTA, OTpaxaromue padboTy ¢ kaapamu Barei opraHuzaum.

Kpurepum ouenku:

6 — 3amaHMe BBHIIOIHEHO
4 — 3a7aHKe BBIIIOJIHEHO ¢ 3aMEUYaHUSIMHU
1 — 3a1aHue BBIMOTHEHO C CYIIECTBEHHBIMH HEIOCTATKAMH
0 — He BBIIOIHEHO

7.2.1. Keiic «IlyTanumna ¢ Tpy10BbIMU KHHKKAMI»

O3HaKOMBTECh C chyauHﬁ U IUCBMCHHO HU3JIOKHUTC OTBCTHI HAa ITOCTaBJICHHBIC BOIIPO-
CHI. YKa)KI/ITe, KaKNMHU HOPpMAaTHBHO-IIPABOBBIMH AKTaMU BEI IIPU 5TOM IIOJIb30BAJINCh (HaBBaHI/IC,

CTaThA).

B OO0 «I"opu30HT» NpHUHSIIM ABYX COTPYAHUKOB. Bragumup A. obopmitsics Ha TOJDK-
HOCTh MH)KEHEpAa-CMETYMKAa B IUIAHOBO-PKOHOMHMYECKUM otaen, a IOpuii II. — HAa MOKHOCTH




TEXHUYECKOTO MUcaTelsi B KOHCTPYKTOpcKoe O0ropo. Ho kanpoBuk meperyrana TpyIoBble KHAXK-
Ku paboTHHKOB. B kHMkKe Brnagumupa oHa cienana 3amuch O MpUEMe Ha JTOJDKHOCTh TeXHUYE-
CKOTO mucatens, a B JokymeHTe FOpusi — Ha TOJDKHOCTh MH)KEHepa-cMeT4YrKa. B To ke BpeMs B
MpUKase o mpreMe Ha paboTy 1o cnucodHoi Gopme Ne T-1a qomKHOCTH paOOTHUKOB U CTPYK-
TypHBIE MTOAPA3ICICHUs ObLTU YKa3aHbl TPABUIILHO.

OmmbOKy 3aMeTHIIM TOJIBKO 4epe3 Tojl. 3a 3To Bpems KOpwuii ycrien yBOJMTBCS ¢ Hempa-
BWJILHOM 3alUCHIO B TPYNOBOM KHUXKe. OH-TO U yKa3aji ObIBIIEMY pabOTOJaTENI0 HA TOMYIICH-
HYIO0 HETOYHOCTh. Bmagumup octancs padotats B OOO «I"opu3oHT», HO OBLT IEPEBENICH HA JIPY-
T'YIO JOJDKHOCTE. O HENpaBHIILHOW 3alTMCH OH MTOKAa HUYETO HE 3HAeT. TPyAOoBbIe KHIKKU PadoT-
HUKOB ceidac BBITIISIAT TaK:

Tpyoosas knuscka FOpus I1.
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Tpyooeasa knuscka Bnaoumupa A.
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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 YCTAHABJIMBAKOTCS B IPABOM BCPXHCM YIITY I[OKyMeHTa?


http://www.kdelo.ru/images/states/11_2008/st_112_11_08_03.jpg

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 yriry
3. Ha GmaHKe — B JIECBOM 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.Ilpu oTBETE HA MUCHMO
4.11pu cocTaBiIeHUHU IEPBOHAYATILHOTO MUCbMa (MHUIIMATUBHOTO)

8 JlaiiTe onpeneneHne JOKyMEHTa
1.bnank ¢ pekBU3UTaAMU
2. TekcT ¢ nevyaTpio
3.TpadapeTHslif TEKCT, COAEPIKAIINNA BOIIPOCHI IO ONPECICHHOW TeME U MECTO JIJIs OTBETa
Ha HUX
4. Vladopmariys Ha MaTepUaTbLHOM HOCHUTENE, UMEIOIasl FOPUANUECKYIO CHITY

9 OxapakTepusyiTe ¢ TOUKH 3pEHHUSI PEKBU3UTOB JOKYMEHTA CIEAYIONINI (hparMeHT:
«3am.mupekxropa B.MiBaHoBy. O0ecieunTh BHIMOTHEHHUE YCIOBUH MOCTABOK (JIMYHASI TOATHCH
TUPEKTOpa, MOANUCH, AaTa)»

1.I'pud yrBepxaeHUS

2. Bu3a cornmacoBaHus

3.Pe3omonust

4. PacniopsbkeHue

10 ABTOp nHCHEMa — JIMIO IOPUINYECKOE, KOTOPOMY OHAIO0MIIOCH COCTaBUTh MTUCHMO JIUMYHOTO
xapakTepa. Bocnonb3yercs iu aBTop 6J1aHKOM U1 TUChbMa?

1. Jla, B cimyuyae Aoka3arenbCcTBa MOJTHOMOYNN aBTOpa

2. Her, opunnanbHble OJIaHKU MpeHA3HAYECHBI TOJIBKO JUIS CITY>KEOHBIX TUCEM

3. 3aBucHT OT azpecaTa

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



Kpurepum onenku:

«oTimyHOY - 85-100 GamioB
«xoporioy - 70-84 6annos
«yJIOBJIETBOPUTEIHHO» 55-69 6aos
«HEYIOBJIETBOPUTETHLHO» 0-54 GaiioB

Tembl NMCbMEHHBIX Pa60OT

Y4eOHBIM MJIAHOM TUCIHITIIMHBI He IPEAYCMOTPEHO

7.3. OeHoYHbIE CPeACTBA AJIsl MPOMEKYTOYHON ATTECTAIlUM MO UTOraM OCBOCHMS UCIHU-
IIMHBI

7.3.1. Bonpochl K POMEKYTOYHOM aTTecTaluu

Cemectp 5
Ne Bomnpocel Kk 3x3aMeny
n/n
1 | IloHsiTe JOKYMEHTA M €ro KJIACCHU(pHUKAIIHSL.
2 | CucreMbl TOKyMEHTAllUU, TPUMEHSIEMbIE B KaAPOBOM cIyx0e.
3 | OcHOBHBIE JOKYMEHTBI, pEriIaMeHTUPYIOIINE YIIpaBIeHHE EPCOHATIOM: TIPAaBUIIa BHYT-
PEHHEro TPYJ0BOTO paclopsiaKa
4 | OCHOBHBIE TOKYMEHTBI, pETJIaMEHTUPYIOIIUE YIIPABICHUE MIEPCOHATIOM: IITATHOE pPacIu-
CaHue
5 | OCHOBHBIE JOKYMEHTBI, pErJIaMEHTUPYIOIINE YIIPaBICHHE IEPCOHATIOM: JTOJKHOCTHBIE
MHCTPYKLHU.
6 | OcHOBHBIC TOKYMEHTHI, pErIaMEeHTHUPYIOIINE YIPABICHUE TIEPCOHAIIOM: TPYAOBBIE JIOTO-
BODPHBI (KOHTPAKTHI).
7 | IlpaBuna ohopmiieHNs] JOKYMEHTOB: COCTAB PEKBU3UTOB, TPEOOBAHUS K X O(YOPMIICHUIO.
8 | IIpaBuia opopmieHHs JOKYMEHTOB: TpeOOBaHMS K OJIaHKaM JIOKyMEHTOB U HX oopmite-
HUIO.
9 | Ilopsimok oopMiieHuUs: JOKYMEHTOB IPU IpUEME Ha padoTy;
10 | IMopsmox oopMiieHUs TOKYMEHTOB MPH MEPEBOJIC;
11 | PacTop:keHHE TPYAOBOIO AOrOBOpa (KOHTPAKTA);
12 | Tlopsimok MOATOTOBKY MPUKA30B MO JUIYHOMY COCTARBY;
13 | llopsinok opopmiieHHs] TOKYMEHTOB IIPU KOMaHIHMPOBAHUHY;
14 | Tlopsinok odopmiieHHs] TOKYMEHTOB IPU 00bSBICHUH MOOIIPEHHUS.
15 | Tlopsgox oopMiieHHs TOKYMEHTOB MPH OOBSIBICHUN B3bICKAHUSI.
16 | OcHoBHBbIE ITpaBHJIa BEACHHS TPYAOBBIX KHIKEK.
17 | Benenue JIMYHBIX OEIT.
18 | Opranuzanus JOKyMEHTO00O0pOTA.
19 | Cucremaruzarusi JOKyMEHTOB
20 | XpaHeHune KaapoBOl JOKyMEHTAIUH.
21 | JIokyMeHTHpOBaHHUE MPOLIECCOB NOArOTOBKU K HaiiMy ImepcoHasia
22 | JlokyMeHTHpOBaHHUE MPOIIECCOB HaiiMa mepcoHaia
23 | JlokyMeHTHpOBaHHUE MPOLIECCOB a/IaNTAllud PAOOTHUKOB
24 | JlokyMEHTHpPOBaHUE MTPOIIECCOB 00yUEHUS PAOOTHHKOB
25 | JIoKkyMEeHTHpOBaHHUE MPOLIECCOB MPOXOXKIACHHSI UCIIBITATEILHOTO CPOKA
26 | JlokyMeHTUpOBaHUE MPOIECCOB 00yUCHHS pAOOTHUKOB




27 | JIokyMeHTHpOBaHHUE MPOLIECCOB MPUBJICUEHHs 00yUaIOLIEero MepcoHaa
28 | JIokyMEeHTHpOBaHHUE MPOIIECCOB YIIPABICHUS KAphEPOil COTPYTHIUKOB
29 | PabGora no 3amure NepCoOHANBHBIX JAHHBIX
30 | Homenknatypa aen
31 | [paBuiia 3anonHenus tuaHod kapTouku (T-2)
32 | JlokyMEeHTHpOBaHHE MTPOIIECCOB NMPH YBOJBbHEHUH 10 MHUIIMATHBE PAOOTHUKOB
33 | JlokyMeHTHpOBaHKE MPOIIECCOB MPHY YBOJBHCHUH MO0 MHUIIMATHBE paboTomaTens
34 | JIokyMeHTHpOBaHHUE MPOLIECCOB YBOJIBHEHUS 110 HE 3aBUCSIIMM OT CTOPOH NMPHYMHAM
35 | OcHOBHBIE TOKYMEHTHI, PETIIAMEHTHPYIOIINE YIPaBICHUE TIEPCOHATIOM: TTOJIOKEHUE O
KaJpOBOH Ciryk0e
36 | OcHOBHBIE TOKYMEHTHI, PETIIAMEHTHPYIOIINE YIPaBICHUE TIEPCOHATIOM: TTOJIOKEHUE O
nepcoHae
37 | OCHOBHBIEC TOKYMEHTHI, PETJIAMEHTHPYIOIINE YIIPABJICHHUE TEPCOHATIOM: MTOJI0KEHHUE 00
aTTecTaluu
38 | OcHOBHBIE TOKYMEHTHI, PETIIAMEHTHPYIOIINE YIPaBICHUE TIEPCOHAIIOM: TTOJIOKEHUE O
MIPEMHUPOBAHUH
39 | OcHOBHBIE TOKYMEHTHI, pErIaMEHTHPYIOIIUE YIPABICHNUE TIEPCOHAIIOM: TTOJIOKEHUE 00
oriaTe TpyJaa
40 | OcHOBHBIE TOKYMEHTHI, pErJIaMEeHTUPYIOIINE YIPABICHUE IEPCOHATIOM: TTOJI0XKEHUE O
HailiMe nepcoHasia
7.3.2. Kputepuu 1 HOPpMbI OLEHKH
®opma npose-
Cemectp Aemms Kpurtepuu u HOpMbI OLlEHKH
NMPOMEKYTOYHOMI
aTTecTalnuu
9K3aMeH «OTJIIMYHOY 85-100 6aoB
«XOpOILOY» 70-84 6annoB
«YJIOBJIIETBOPUTEIHHOY» 55-69 6amnoB

«HEYJOBJICTBOPUTEIHHOY 0-54 6amnoB




8. YueOHOo-MeTOoaMUYeCcKOe M HHPOPMALMOHHOE 0O0ecneyeHHe U CUNILTHHBI

8.1. O6s13aTesbHas IUTEPATypPa

Tun (yueOHuK, yueOHOE

Ne ABTOpBI, CcOCTA- nocooue, yueoHo- I'on us3- Kosaun4vecTBo B HayuHO# 0M01H0-
3ar;iaBue (3aroJi0BOK)
n/n BUTeEJIH MeTOoANYEeCKoe mocoone, JaHus Texe / HammenoBanue DBC
NMPAaKTHKYM, JIP.)
1 A.Il. Auapynuk, | KagpoBas Oe3omacHOCTh: MHHOBAIH- y4e0. mocobue 2020 https://znanium.com/catalog/produc
M.H. Pynenko, OHHBIC TEXHOJIOTHH YIPABICHUS Tep- /1081681
A.E. Cyrno6oB | coHanmom
T.A. BrikoBa JIOKyMeHTaIHOHHOE 00eCIIeueHIe 2020 https://znanium.com/catalog/produc
2 JI.B. Cankuna yIpaBJeHUs] HEroCcyAapCTBEHHBIX Op- yaeOHoe rmocodue /1072260
raHu3anumn
3 A.I1. Eropuiia OCHOBBI yIIpaBIICHHS TIEPCOHATIOM y4e0. mocobue 2020 https://znanium.com/catalog/docum
ent?pid=1067790
4 H.H. Kynses, KondunenuansHoe AeI0MPOU3BOI- y4eOHHK 2020 https://znanium.com/catalog/produ
A.C. IéMymIKUH, | CTBO W 3alUIIEHHBIN 3JIEKTPOHHBIN ct/1212394
T.B. Konmpamosa, | JOKyMEeHTOOOOpPOT
A.I'. ®abpuvHoB
8.2. lonosiHMTE/ILHAS JIMTEPATYPa
Tun (yuyeOHUK, yueOHOE
Ne | ABTOpBI, coCTa- nocooue, yueOHo- I'ox us3- KoanuecTBo B Hay4YHO# 010/M0-
3arnaBue (3arojioBoK)
n/n BUTEJIN MeToauYecKoe nmocoomue, TaAHUSA Teke / HaumenoBanue DbC
NPaKTHKYM, 1p.)
I'amxuesa CoBpeMeHHOE KaJIpOBOE JIETIOMPOU3- 2017 9BC «IPRbooks»
5) E.1O. BOJICTBO

MIPAKTUKYM



https://znanium.com/catalog/product/1081681
https://znanium.com/catalog/product/1081681

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

- MUHUCTEPCTBO TPY/a, 3aHSITOCTH U MUTPAITMOHHON MTOMTHKU Camapckoit 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(DepeHIniA. YueOHas ayautopus 1t ipoBe- | CTONB yUeHUYECKHeE,

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

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

00T). YueOHast ayTuTOpHsl JIJIsl IPOBECHUS TPYIIIOBBIX U HH/IH-

BUIyalbHBIX KOHCYJIbTAMNA YdeOHas ayauTOpus AJisl MPOBEIE-

HUS 3aHATHI TEKyIIEero KOHTPOJIS M MPOMEXYTOUHOM aTTecTa-

uu. (VJIK-301)

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

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

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

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

BUIyalbHBIX KOHCYJIbTAMNA YdeOHas ayIuTOpus JJsl MPOBEE-

HUS 3aHATHM TEKYIIEero KOHTPOJIS M MPOMEXYTOUHOM aTTecTa-

uu. (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 POBeIeHMS
NPAKTHYEeCKUX U J1a00pPaTOPHBIX 3aHATHI, IOMeLeHU 115
CaMOCTOSITEJILHOM Pad0THI 00y4aIUXcsa (HOMep ayauTo-

pun)

IlepeyeHb OCHOBHOIO
000opya0BaHUA

Nutepner
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