MuHnucTepcTBO O6E330B21HI/I$I 1 Haykn Poccurickon Deznepaimu
HOBOCUBNPCKUU T'OCYIAPCTBEHHbIM YHUBEPCUTET
OKOHOMMUMKU U VIIPABJIEHUA — «HUHX»

Kadenpa skoHoMuUKH TPyl ¥ ypaBlIeHUs] IEPCOHATIOM

Per. No 512-11/01

YTBEPXJIAIO:

Hpo,p,eggﬁop o MP u 30 HI'YDY

o ek T.A.IlonoBoBa
«05» cenmaops 2011 2

PABOYASA IPOI'PAMMA
YYEBHOU JUCHUIIJIMHbI

[Iporpamma coctaBiieHa B COOTBETCTBUU € (heJiepaIbHBIMU TOCYAapCTBEHHBIMU
o0pa3oBaTeIbHBIMH CTAHIAPTAMU BBICIIETO MPOdEeCCUOHATBFHOTO 00pa3oBaHuUs
10 COOTBETCTBYIOIIUM HaIPaBJICHUSIM

VYuebnas nucuuminia «/JlokymeHTaniMoOHHOE 0o0ecniedeHue ynpaBJjeHus NMepcoHa-
JIOM»

no Hanpagsjaenuto 080400 Ynpasnenue nepcoHanioM, npoguiasM «YpaBiecHue
MIEPCOHAJIOM OPTaHHU3AIUNY, « IKOHOMHUKA TPYIIa»

HoBocubupck 2011 r.



Pabouast mporpamMma JUCITUTUIMHBI pa3paboTaHa

baxxytuneim MBanom CepreeBudem, K.3.H., JIOLEHTOM, JIOLUEHTOM Kadeapbl IKOHO-
MHUKH TPYJla U YIPABICHUS EPCOHAIOM

Kynaepoit MapunHoit MuxaisioBHOH, acCUCTEHTOM Kadeapbl SKOHOMHUKH TpyJaa U
YIPaBJIEHUS IEPCOHATIOM.

Y‘-IC6HO-M€TOI[I/I‘-ICCKOC o0OecIIeYeHHE COrjacoBaHO ¢ OMOJIMOT ‘KOI‘/’I YHUBCPCUTCTA

A
/

H.1O. Jonrosa

(

PaGouast mporpaMmma AUCIUIUIMHBI COOTBETCTBYET BHYTpeHHEMY ctanaapty HI'YOVY

HavanbHuK 0oT/I€7a IO MJITAHUPOBAHUIO 4
Y OpraHu3alHuy y4eOHO-METOINYECKON /
paboThI oy B.E. ®enoposa

YTBepKICHO Ha 3aceaHnu Kadeapbl IKOHOMUKH TPY/Ia U YIPABICHHS IEPCOHATIOM
(mportokoi oT «31» 08.2011r. Ne 1),

3aBeayrommas kadeapoi,
1.9.H., mpodeccop
C.M. CorHukoBa

© HoBocuOupckuii rocyapcTBEHHBI YHUBEPCUTET IKOHOMUKH U YIIPABICHUS
«HHUHX»



PA3JEJI 1. OPTAHU3AIIMOHHO-METO/JUYECKHUI

1.1. Beinucka u3 ¢eaepajbHOro rocyiapcTBeHHOro 00pa3oBaTeJbHOI0 CTaH-
aapra

BeimyckHuk poipkeH o0janaTh CIASAYIONIUMU MpodecCHOHATbHBIMU KOMIIe-
TEHIIUSIMU B 00JIACTH OpPraHU3aIlMOHHO-YIIPABICHYECKON M AKOHOMUYECKOM JeATelb-
HOCTH:

3HaTh.:

- OCHOBBI KaJIpOBOTO, JIOKYMEHTAIMOHHOTO, WH(OPMAIMOHHOTO, TEXHHYECKOTO,
HOPMAaTUBHO-METOMYECKOTO M TIPABOBOTO OOECIICUCHHSI CHCTEMBI YIIPABJICHUS TIEPCOHA-
JIOM;

YMmern.:

- BECTH KaJIpOBOE JICJIONPOU3BOACTBO M OPraHU30BATh apXUBHOE XPAaHEHUE KaIpO-
BBIX JIOKYMEHTOB B COOTBETCTBUHU C JICHCTBYIOIIIMMIA HOPMAaTHUBHO-TIPABOBHIMHU AKTaAMHU;

Baagerts:

- METOJIaMH peaJIM3allii OCHOBHBIX yIHpaBieHUYECKHX (YHKIMA B cdepe
YIIPaBJICHUS IEPCOHATIOM.

1.2. Beimucka 3 OOIl nmo HanmpaB/IeHMIO NMOATOTOBKH, ONpele/silolas MecTo
AUCHUILIMHBI B y4e0HOM mpouecce

HucuunnuHa «JloOKyMEHTallMOHHOE O0€CIeUeHUE YIPABICHUS IEPCOHAIOM)
u3ydaetcs ciaymarensiMmu HanpasieHus 080400.62 npoduneit «OKOHOMUKA TpyAa» U
«YTpaBlieHHE NEPCOHAJIOM OpraHu3aluu», OYHOW M 3a04HOM (opmbl OOydeHHS,
BXOJUT B y4ueOHbIN 1uki b.3 - 6a30Bast yacTh npodeccuoHaIbHOrO IUKIIA, U OTBEYa-
eT 3a (opmupoBanue crnemyromux kommerenuuid: [1K-28; I1K-32, T1K-33, [1K-34,
[1K-35, T1K-37.

1.3. leau u 3agaumn y4eOHOM TUCIUNINHBI

JucunmmHa «JlokyMeHTanmonHoe obOecrieueHue yIpaBiCHUS IEPCOHATIOM)
npeaHa3HavYeHa I TOr0, YTOOBI CTYJICHTHI MOJIYUYHIIN CHCTEMHOE TPEICTaBICHUE O
OJIHOM M3 00ECIeUMBAIOIINX IMOJACUCTEM YMPABJICHUS MEPCOHAIOM - JOKYMCHTAIIHU-
OHHOM IOJACHUCTEME.

[lenb AUCHUIUIMHBI - aTh CTyJACHTAM TECOPETHYECKHUE 3HAHUS U MPAKTUYSCKUE
HaBBIKH 110 JIOKYMEHTAIITHOHHOMY O0CCIIEUCHHUIO YIIPABJICHUS ITEPCOHATIOM.

Ucxons vz nenu, B npolecce U3ydeHus AUCIUIUIMHBI PEIIatoTCs CIICAYIOIINe
3aJa4Hu:

® U3y4YUTh OCHOBHBIC IMOJIOKEHMUSI, IPUHIIMIBLI U TOHATUS AUCIUILIAHBI «[[0-
KYMEHTAIMOHHOE 00ecTieYeHUE yIIPaBICHUS TEPCOHATIOM;

® YCBOUTh OCHOBHBIC HOPMATHUBHBIC MPABOBBIC AKTHI, PETJIAMEHTUPYIOIIHEC
MOPSAAOK U IIpaBUjia paOdOTHI C IEPCOHATIOM;

® OCBOWTH NOPSJIOK W TpaBuiIa pa3padOTKH M BHEAPEHUS KOPIOPATHBHBIX
CTaHJapTOB KaJpOBOro 0OECEUEeHUs, a TAKKE COCTABJICHUSI U 3alOJHEHUSI OCHOBO-
MOJIararoIuX KaJapoBbIX JOKYMEHTOB, B TOM YMCJIC JOKAJIbHBIX HOPMATUBHBIX aKTOB
1O JINYHOMY COCTaBy, OJaHKETHBIX U JPYruX Gopm.



1.4. Mecto nucuunjinnbl B cTpykrype OOII
JlucuuruinHa onupaercs Ha cieayromue 3mnemMeHTsl OOIT:
b3.b.8. Ynpasienue nepcoHaniomM opraHuzainuu
b3.5.16. DxoHOMUKa yTpaBlIeHUs IEPCOHATIOM

JlvcuunivHa BBICTyIIaeT ONopou i ciieayronmx 3aeMmeHToB OOIT:
b5.11. Ilpennumniomuas nmpakTuka
b6. Utorosas rocyiapcTBeHHas arTecTaius

1.5. Komnerenuuu, gopMmupyembie IPH OCBOCHUH TUCIUIIJIMHBI

Koo kom-| Haumenosanue Koo cmpyk- Cmpykmypa komne- | Ilopozoswtii yposens
nemeH- KomnemeHnuuu mypHO20 Jj1e- menuyuu O0CB0CHUA KOMne-
uuu MEeHma Kom- meHuyuu
nemenuyuu
[K-28 3HAET OCHOBHI paspa- | I1K-28-1 3Hamb OCHOBHBIC TPUHIM- | 3HACT CTAaHIAAPTHl B
GOTKM M BHEIPCHHUS bl ¥ METOBI CTAHIAPTH3a- | 00JaCTH KaapOBOM [0-
KOPIIOPaTUBHBIX oun KyMEHTalllH.
CTaHAapToB B oOnac-
T ynpaeneHus mep- | [1K-28-2 Yuemo pa3pabateiBath | PaspabaTriBaeT Kopmo-
COHAJIOM KOpPITIOpAaTUBHBIC CTAHAAPTHl | paTHBHBIE  CTaHIAPTHI
B 0O0NacTH yIpaBIICHUs | Ha OCHOBE aHAJIOTOB.
TIEPCOHATIOM
IIK-28-3 Braoems meromamm o6oc- | Ompernenser — 3aTparbl
HOBaHUSA OS(P(YEKTUBHOCTH | Ha KOPITIOPaTHBHYIO
MPUMEHEHHU KOPIIOPAaTUB- | CTAHAAPTH3ALHUIO B 00-
HBIX CTAHJAPTOB B 00JIACTH | JIACTH YIIPaBICHHS IEp-
yIpaBJICHUS IEPCOHATIOM COHAJIOM.
K-32 BuageeT HaBbiKamu | I1K-32-1 3Hamb BUIBI JOKYMEHTOB, B | 3HACT Pa3IMYHbIC [MO-
oOpMIICHHS Pe3yITb- KOTOPBIX OTPa)KalOTCs pe- | Ka3aTeiau TPYIOBOU U
TATOB KOHTPOIS 3a 3yNbTaThl  KOHTPOJSI  3a | HCIIOJHHUTEIbCKOM JHUC-
TPY/IOBOH M HCIOJN- TPYAOBOW M HCIOJHUTEIb- | IUIUIMHBI, JOCTOMHCTBA
HHTENBCKON MCIIUII- CKOM AMCITUTUTUHON M HEJJOCTATKH UX MPHU-
JUHON  (COCTaBIsieT MEHCHHUS B Pa3ITHIHBIX
JIOKYMEHTBI O TOOII- YCIOBUAX
PeHHAX M B3bICKaHH- | [[K-32-2 Ymems 3anonsare ¢opmer | CiocoOeH 3¢ QeKTrB-
AX) peTIaMEeHTHPOBAHHOW KaJ- | HO OIPEIeIsATh BEIH-
POBOI OTYETHOCTH IO WUTO- | YAHY MOJATAIOIIETOCS
raM KOHTPOIIA 3a TPYJOBOH | MOOUIpEHUS WA Haka-
U WCIOJHHUTEIBCKONH JUC- | 3aHUS 10 UTOTAM KOH-
LIUIUIMHOM TPOJIA 33 TPYAOBOH U
HCIIOTHUTENbCKOM HC-
LUTUTMHOM
K-32-3 Braoemyo HeoOxoaumoi | CocobeH camocTosi-
AKKypaTHOCTBIO TIPH 3a- | TEIBbHO pa3pabaThiBaTh
MoMTHEHUH (GopM  perna- | GOpMBI KOPHIOPATUBHON
MEHTHPOBAaHHOW KaJpOBOH | OTYETHOCTH IS Beae-
OTYCTHOCTH TI0 HWTOTaM | HHUS KOHTPOJIA 3a TPY-
KOHTPOJS 32 TPYIOBOH U | JOBOW M MCIIOJHUTEIb-
HCTIOJIHUTENBCKOW  TUCUU- | CKOM JUCIUIUIMHOMN
TJTUHO M
K-33 3HAEeT OCHOBHI paspa- | ITK-33-1 3namv oOs3aTenbHBIC Tpa- | MMeer mpencTaBiieHUe
00TKM W BHEIpPEHHS BWJIAa M OCOOCHHOCTH JO- | O CIIOCO0axX peryiupo-
TIPOLIEAYp PEryiupo- KYMCHTAIBHOTO O(QopMiie- | BaHUS TPYIOBBIX OT-
BAHMS TPYIOBBIX OT- HUS HACTYIUICHHMS W TMIpe- | HOIICHUI
HOILIEHUH M COMpo- KpalmeHusa TPyAOBBIX OT-
BOX/IAIOMIYIO  JIOKY- HOLICHUH
MEHTAITUIO [IK-33-2 Yumems» Bectm kampoByto | CocoO€H BBHISBISATH HE




Koo kom-| Haumenosanue Koo cmpyk- Cmpyxkmypa komne- | Ilopozoewtii ypoeens
nemeH- KomnemeHnuuu mMYpHO20 J]1e- menuyuu 0C60€HUA KOMne-
uuu MEeHmMa KOm- meHuyuu
nemenyuu
JIOKYMEHTAlMIO,  PEeryiu- | OTpaKEHHbIE B perja-
PYIOILYIO TPYIOBBIE OTHO- | MEHTHPOBAaHHOW OTYET-
IIEHUS HOCTH npoOJieMHbIe
CTOPOHBI  PETyJIHUPOBa-
HUSL TPYAOBBIX OTHO-
IICHUH,
[IK-33-3 Brademv waBbikamu akky- | [Ipumenser METO/TbI
paTHOTO BENICHHUS KaJpOBOW | ONpeNesIeHHs 3aTpaT Ha
OTYETHOCTH peTyIupoBaHUE TPYIO-
BBIX OTHOIICHHI
TK-34 BnageeT HaBbikamu | T1K-34-1 3namv TOPAOOK O3HAKOM- | 3HaeT (OPMBI, HCHOIb-
O3HAKOMJICHHS  CO- JIeHus PaOOTHUKOB C KajA- | 3yeMble it odopmiie-
TPYIHHKOB OpTaHH- pOBOM TOKyMEHTalUMEel U | HUS 3HAKOMCTBa pa-
3aIMH ¢ KaJpOBOil JNEHCTBYIOIUMH  JIOKaJNb- | OOTHUKOB C KaJpOBOM
Z[OKyMeHTaL[I/Ief/'I u HbIMU HOpPMAaTHBHBIMU aK- JOKYMCHTalUCH, a
NEHCTBYIOMEMH  JI0- TaMHu TaKXke OCOOCHHOCTH UX
KaJIbHBIMM ~ HOpMa- ITPUMCHEHHA.
TUBHBIMH aKTaMHU [IK-34-2 Ymems odopmnars o3Ha- | PaspabareiBaeT (hopMbl
KOMJIGHHE pPAOOTHUKOB C | BHYTPEHHHX JIOKYMEH-
KaJpoBOH JOKYMEHTAlMeHl | TOB IO O3HAKOMIICHUIO
1 JEeHCTBYIOIIMMH JIOKaNb- | paOOTHUKOB C KaIpo-
HBIMA HOPMATUBHBIMU aK- | BOW JOKYMCHTAIlMed H
TaMu JIEHCTBYIOIINMEI JI0-
KaJbHBIMH HOPMATHB-
HBIMH aKTaMH.
IIK-34-3 Braoemv HaBbikamMu WHCT- | COCTaBJIsIeT TMHCHMEH-
PYKTHpOBaHUS paOOTHHUKOB | HYI0 HHCTPYKIHIO IO
MpU O03HAKOMJICHHUHU C KaJ- | O3HAKOMIICHHIO pPaboT-
pOBOIi JOKyMeHTaIuen HUKOB C KaJIpoBOH J0-
KyMEHTAalMeH.
TIK-35 ymeer BecTH Kaapo- | ITK-35-1 3nams OCHOBBI KaApOBOW | 3HAET OCHOBHBIE MOKa-
BOE  JIEIOMPOM3BOI- CTaTHUCTUKH 3arenu u3 GopM Kaapo-
CTBO M OPraHHU30BbI- BOM OTYETHOCTH.
BaTh apxMBHOe xpa- | [TK-35-2 Vmem» Bectm kagpoBoe | Bemer kaapoBoe neno-
HEHUE KaJPOBBIX JI0- JIETIONPOU3BOJICTBO U Opra- | MPOU3BOACTBO Kak IO
KYMEHTOB B COOTBET- HU30BBIBaTh apXMBHOC | YHU(PHUIIMPOBAHHBIM,
CTBUU C JIEHCTBYIO- XpaHCHHUE KaJPOBHIX JIOKY- | TAK M IO BHYTPECHHIM
IMMHA  HOPMAaTHBHO- MEHTOB B COOTBETCTBUU C (1)0pMaM KaI[pOBOﬁ J0-
NpaBOBBIMH aKTaMH, HeﬁCTBYIOLHHMH HOpMa- KyMCHTAaIuu.
3HAE€T OCHOBBLI Kaj- THUBHO-TIPABOBbIMU AKTAMHU
pOBOM  craTHUCTHKH, | [TK-35-3 Braoems wHaBpikamu co- | CocTaBiser KaapOBBIC
Bi1ageeT HaBbBIKaAMHU CTaBJICHUA KaJApOBOU OT- OTYCTBI ONEPATUBHO U
COCTaBJICHUS KaJpo- YETHOCTH 0e3 oIIMooK.
BOM OTYETHOCTH
TK-37 Biajeer HaBbikamu | [1K-37-1 3nams mepedyeHbp BHEMHUX | 3HaeT (GOPMBI  Kaapo-
paGoThl C BHEIITHUMH opranm3anuii, pabota c | BoH JIOKyMEHTAI1H,
OpraHU3alUsAMU KOTOPBIMH TpeOyeT ofpe- | UCTIOIb3yeMble B 3aBH-
(IlencroHHBEIM  (OH- JIEJICHHOW KaJIpOBOM JOKY- | CHMOCTH OT BHELIHUX
goM P®, ®onmom MEHTalUuu Opra’u3alui.
conpaneHOro  crpa- | IIK-37-2 Ymems» Bectm kampoByto | PaszpabareiBaeT ¢GopMbl
xoBaHus, DoHmOM JIOKyMEHTAIlMI0, HEeOo0XO- | BHYTPEHHEW KaapoBOit
00S3aTEIBHOTO  Meé- JUMYIO Uil BHELIHUX Op- | AOKYMEHTAllMH B COOT-

JAUOUHCKOTO CTpaxo-
Banusi P®, I'ocynap-
CTBEHHOM HMHCHEKIU-
el Tpyaa, KaIpOBHI-

raHu3anui

BETCTBUU C CYIIECT-
BYIOUIUMHM  CTaHJapTa-
MU KaJpOBOH JTOKYMEH-
Taluy JUIS  BHEHIHUX
II0JIb30BaTEeIICH.




Koo kom-| Haumenosanue Koo cmpyk- Cmpyxkmypa komne- | Ilopozoewtii ypoeens
nemen- | KomnemeHyuu mypnozo se- menyuu 0C60eHUA KOMNe-
yuu MeHma Kom- menyuu
nemeHyuu
MU areHTCTBaMH, | [[K-37-3 Bnaoems cnocobHocTsiMu Kk | Benér mepemucky B
CJ'Iy)K6aMI/I 3aHATOCTH KOHCTPYKTUBHOMY JHAJIOTy | COOTBCTCTBUU Tpe60—
HacCCJICHUA U Hp) C BHCIIHUMHU OpraHu3a- | BaHUIAMHU JCJIOBOI'O

LUSMHU 110 NOBOAY IIPENOC-
TaBJICHUS MM Heo0Xonu-
MOH KaJIpOBOH JOKYMEHTa-
adevi

CTHUJIA.

OBJ'IEII[CHI/IC CTYACHTOM JJICMCHTaMU

KOMHGTGHHI/Iﬁ «3HAaTb» COOTBCTCTBYCT

OPOTOBOMY YPOBHIO OCBOCHHMSI KOMIIETEHIMU (OIIEHKA «YyIOBJIECTBOPUTEILHO
WIH «3a4€T»), «3HaTh» M «yMETh» COOTBETCTBYET TMOBBIIIEHHOMY YpPOBHIO,
«3HATh», KYMETH» U «BJIAJIETH» - IPOJABUHYTOMY YPOBHIO.

PA3JAEJI 2. COAEP KAHUE JUCHUIIJIMHBI

2.1. TpynoeMKOCTb 0CBOE€HHUSA TUCIHUIIIMHBI

TpyaoeMKOCTh TUCIUIUIMHBI IO OYHOH (O

pMe 00y4YEeHHS] COCTABIISIET:

B TOM 4HCJIe (4acoB)
Oobmas ayJMTOPHBIX
3auer- | OO- - -
Hanpasnenue nona- [Tpodunm ( fpakth camo
HBIX miast JCKIIMOH- | YECKHX CcTOs-
TOTOBKH MOJITOTOBKH
enu- (wa- | Bcero | HbIX 3aHs- | (ceMH- | TeIbHas
HUII) COB) TUN Hap.) 3a- | pabora
HATUI
ynpaenenue 4 144 44 22 22 100
nepcoHanlom
/leHue nepconalom IKOHOMUKA 4 144 44 22 22 100
mpyoa
TpyaoeMKOCTh TUCIUIUIMHBI IO 3a04HOUN opMe 00yUEHUSI COCTABIISIET:
B TOM 4ucJIe (4acoB)
ayJAUTOPHBIX
06- YAUTOP
npaK- HOJr0
mias
Harmpas- TH4Ye- | caMO- | TOBKa
[Ipodpu- | Cpox | (3a- | OO6- JIeK-
JeHne CKUX | CTOs- K KOH-
o non- | oOy- | der- | mias LIUOH-
MTOATOTOB- BCE- (cemmu | Teunb- mud. | cymib-
TOTOBKM | YeHHUS | HbIX | (4a- HBIX
KU ro Hap.) | Has pa- | 3ade- | TalUH
eu- | COB) 3aHs-
. | 3aHdA- 6ota Ty
HUII) THH .
TUH
ynpagne- | 3,5 4 144 - - - 140 4 -
080400.62 | e nep- | roma
Vnpasne- | conanom | 4ro- | 4 | 144 | 4 2 2 134 4 2
Hue nep- opeaniu- na
conanom sayuu | Smer | 4 144 8 4 4 130 4 2




2.2. O0pa3oBaTe/ibHbIC TEXHOJIOTHHU

B mpounecccc OCBOCHUA OUCHUIIIIMHBI ((I[OKYMGHT&HI/IOHHOC oOecricueHue

YIIPaBJICHUA TICPCOHAIIOM) HUCIIOJIB3YIOTCA CICAYIOIINUC 06p3.30BaT€JII)HI)IC TCXHOJIO-

I'n:

CTaHI[apTHBIe MCTO/bI O6yII€HI/I}I:

JIEKIIUH;

MPAKTUYECKUE (CEMUHAPCKUE) 3aHATHS,
caMoCToATeNbHAasg paboTa CTY/IEHTOB;
KOHCYJIbTAIIMK MpeTnoaaBaTeie u ap.

Metonpl 00y4deHUsT C TPUMEHEHUEM HHTEPAKTHBHBIX (POPM 00pa3oBATEIHHBIX TEX-
HOJIOTH;

JIEJIOBAs UTpa;

JIACKYCCHS;

Oecena;

MO3TOBOM IITYPM;

aHaJu3 CUTYyallMu MTPaKTUUYECKOMN AeTEILHOCTH;
KeNCc-METO/I,

npoOieMHast JICKIIHS;

JISKITUS C 3apaHee 3alIaHUPOBAHHBIMU OIIMOKAMU.



2.3 TemaTH4YeCKUil TUIAH AUCHMILIMHBI VISl 04HOM GopMBbl 00yUeHHS
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Paszpnen 1. OcHOBBI JOKYMEHTALIMOHHOT0 O0ecniedeHusl yIIPpaBJIeHHsl IepPCOHA-
JoM
Tema 1.1. OcHOBEI fA€eNO- 4 4 4 4 4 4 4 4
MPOU3BOACTBA B Kaapo- Tectuposa- Tectuposa-
BOH ciyx0e u TpeOopa- HHC Hue
HUS K €T0 BEJICHHIO = =
> ) >
Tema 1.2 OcHOBHEBIE 2 2 2 2 YcTHbIN o 2 2 2 2 YcTHbIM 2
< <
™
JIOKYMEHTBHI, permna- onpoc = oTIpOC );
MEHTHPYIOUIHE YIpPaB- é =
JICHHE IIEpCOHAIIOM B s §
OpraHu3aluK § 2,
=
Hroro no pazaeny 1: 6 6 6 6 = 6 6 6 6 =
Q o
Paznen 2. JIOKyMeHTHPOBaHHME KAIPOBOM JeSITEJIbHOCTH 53 5
& =
< S
Tema 2.1 JlokymeHTH- 4 4 4 4 Ve THBI El 4 4 4 4 Y eTHBI El
poBaHHE TIpHUEMa Ha onpoc ompoc
paboty
Tema 2.2 TpynoBsie 2 2 2 2 ITucermen- 2 2 2 2 [TuceMen-
KHMDKKM W IIpaBHJIa UX Has caMo- Has caMo-
BCJICHUSA CTOATCIIbHAA CTOSITEIbHASA
pabora pabora




Tema 2.3 JlokymeHTH- 4 4 2 4 ITucemen-

poBaHue JIBUKEHUS Has camo-

TepcoHaa CTOSITENbHAS
paborta

Tema 2.4 JloxymeHTu- 2 2 2 2 VerHbit

pOBaHHE OICHKH Jies- omnpoc

TENILHOCTH PabOTHUKOB,

MEp IOOLIPEHUSA U

B3bICKaHUS

HUroro no pazaeny 2: 12 12 10 12

Paszpnen 3. Opranuzanms paGorsl ¢ KaIPOBBIMU JOKYMEHTAMM

Tema 3.1 JloxymeHro- 2 2 - 2 VeTHbIH

000pOoT B  KaJApOBOH onpoc

ciyxo0e

Tema 3.2 ®opmuposa- 2 2 1 2 VYerHbiid

HHUE U XpaHECHHUE Kal- ompoc

POBBIX JOKYMEHTOB

Hroro o pasneny 3: 4 4 1 4

HToro mo guCHUILINHE: 22 22 17 22

4 4 2 4 ITucemen-
Has caMo-
CTOSITEIbHAA
pabota
2 2 2 2 VcTHBIH
orpoc
12 12 10 12
2 2 - 2 YerHblit
OIpoc
2 2 1 2 VcrHBIH
OIpoc
4 4 1 4
22 22 17 22




120781 ARAN
-1 HoHRoLAxowodn emwdod

eLoged KeHAIr0dLHOM KBE010LU
‘1onee uiaHHegoduHAdo Py

grrodw

-HOX 0I3IAMAL ewdogp 20duo naHwIA
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080400.62 Ynpaesnenue nepconanom

YI’lp616]l€Hu€ nepcoralom opeanusayuu

Cpoxk o0ydeHust — 5 et

eroged BBHAIOL
-KOLOOWED KBHAILREEQ(

EUHOhAQO
1andod orqHanLedorH]]

EULEHRE
L) SRR AR T |

HUIDIQL [

KomnnuectBo 4acos

0,5

Lo

o

—

Lo

o

0,5

Cpox o0y4enust — 4 rona

HUITBLOJLLE NOH
-hoLAxanwodu ewdogp

eroged EeHArOd1IHOM KBE0JIOLH
‘Lohee yiaHHegoduHAdOpPul?

grrodi
-HOM oJomAMaL ewdop

20duo naHwI A

eLoged EBHAIIOLEOLOOW
-B0 KBHAIIOLBEKQO

EUHOhAQO
1awdo srqHanLIedorH]]

EULEHRE
L) AR AR ] |

WU [

KomnunuectBo 4acos

0,5

0,5

0,5

Cpoxk o0yuenus — 3,5 roga

HUITRLIJLLE HOH
-horAxxowodi ewdop

Loree yiaHHedodunHAdoP YUY

grodi
-HOM 0JoTAMAL ewdop

BLOORd EBHAIMOLEOLOOW
-0 EBHIIRIREEQ()

EIHORAQO
1ando orqHanIIedaLH]]

KEULEHRE
L) AR AR ] |

HHIDIS] ([

KonuuectBOo 4acoB

2.4 TemaTuyeckMii IUIAH JMCUMILUIMHBI 1JI51 32049HOM (opMbl 00y4eHHUs

HaunmenoBanue

pasaciioB U TCM

Paznen 1. OcHOBBI JOKYMEHTAIIHOHHOTO 00ecneyeHust

yNpaBJieHHs HePCOHATIOM

Tema 1.1. OcHOBBI nenomnpo-

v

M3BOJICTBA B KaJPOBOM CITyXk-
0e u TpeboBaHUs K ero Bele-

HUTIO

Tema 1.2 OcHOBHBIE H0-

KYMCHTHI,

pPErilaMCHTHU-

pyIOIlle yIpaBlieHHE Tep-

COHAJIOM B OpraHu3aluu
Hroro no pazneny 1:

Pa3gen 2. JIOKyMEHTHPOBAaHUE KAAPOBOH Jesi-

TCJIBbHOCTHU

Tema 2.1 JlokymeHTHpOBa-

HUE TIpHeMa Ha padoTy

Tema 2.2 TpynoBble KHUX-
KM U [IPaBUJIA UX BEACHUS




Tema 2.3 JlokymMeHTHpOBa-
HUE JBUKEHUS IEpCOHAIA

Tema 2.4 JloxkymeHTHpOBa-
HHE OLICHKH JIeITeIbHOCTH
paboTHUKOB, MEpP ITOOLIpe-
HUS U B3bICKAHUS

0,5

Uroro mo paznemy 2:

Paznen 3. Opranuzauusi padoThl ¢ KAAPOBLIMU I0KY-

MCEHTAMHU

Tema 3.1 [loxymeHTo000-
POT B KaJIpOBO#i CiIy)K0e

Tema 3.2 ®opmupoBanue u
XpaHEHHE KaJIpOBBIX JI0-
KYMEHTOB

Hroro no pasneny 3:

WUtoro mo gucnuInivHe:

1 9
- 9
- 9
2 18

0,5 9
0,5 -
2 18
0,5 -
0,5 9
1 9
4 36
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2.5. [IporpamMmmMa caMOCTOSAITE/IbHOM Pa0bOThI CTYA€HTOB

CamocrosiTenbHas paboTa CTyA€HTOB 10 JUCLUILIMHE PeaTu3yeTcs B CIeIyto-
mmx popMmax:

\ ®opmbl CPC Konuue-
A > $~. :0:.") 8-1
s O L 23 2 a CTBO Ya-
z R 5o S Q 3 COB
< O = H < o s
o E S| 82| 2 5| w o
= % 5 gl &
O m = F|l © w| ©
S = o 2 o Qo Qo ol
TEZ e BEE|O | OElZ
3 8 | [MoaroroBka K MPaKTHYECKUM (CEMHHAPCKUM) 22
I 3aHATUAM
§ 1. PenponykTtuBHas KOHTposibHas pabora Nel 18
< 2. Dcce Nel 6
3 = S 3. PempoxykTuBHast KOHTposbHas padota Ne2 18
§ 3 § 4. Dcce No2 18
=
Q) S ~ 5. PenpoayktuBHas KOHTposbHas padoTta Ne3 18
8 | [MoaroroBka K MPaKTHYECKUM (CEMHHAPCKUM) 22
3aHATUAM
1. PenponykTuBHas KOHTposbHas pabota Nel 18
2. Dcce Nel 6
S 3. PempomykTuBHast KOHTposibHAs padoTa Ne2 18
xR
%)
2 S 4. DOcce Ne2 18
=
S N 5. PempomykTuBHast KOHTposbHAs padoTa Ne3 18
o 1 | CamocrosiTeTbHOE U3YUCHHE OTACIBHBIX Pa3- 140
X JIeJIOB U TEM U MOJIy4e€HUE WHANBHUIYaTbHbBIX
- KOHCYJIbTAIMH MO JTUCIUTUINHE
o [TonroroBka k quddepeHIMPOBAHHOMY 3aueTy 4
7 | BpinojaHeHre HTOrOBOM KOHTPOJIbHON pabOThI 27
S [ToaroroBka K MpakTHYECKUM (CEMHHAPCKUM) 18
3 § 3QHATUSIM
§ 3 CaMocCTOsATENBHOE N3YUYEHHE OTIENbHBIX pa3- 89
S § 5 JIETIOB U TEM U TIOJTy4Y€HUE WHINBHYaTbHBIX
& S o KOHCYJIbTAIIMH M0 JUCHUIUINHE
<
® 3 <t [ToaroroBka k nuddepeHIpoBaHHOMY 3a4ETy 4
3 S
S 3 7 | BImogHEeHHE UTOTOBOW KOHTPOJIHHON pabOThHI 27
S S
o) Q
2. & [ToaroroBka K MpakTHYECKUM (CEMHHAPCKUM) 36
= <
N N 3aHATUSIM
Q § CaMOCTOSITETbHOE U3YUYEHUE OTACIBHBIX pa3- 67
S 5 § JIeJIOB U TeM U MOJy4YE€HUE UHIUBHUYaTbHbBIX
S 2. T E KOHCYJIbTAIMH MO JTUCIUTUIHHE
<
X SN 3 n [TonroroBka K qudepeHIMPOBaHHOMY 3a4ETy 4




2.6. Conep:xanue OTAEJBHBIX Pa3/1eJIOB H TeM
Pa3znes 1. OCHOBBI JOKYMEHTALIMOHHOIO o0ecneyeHnsl yIPaBJICHUSA Mep-
COHAJIOM

Tema 1.1 OcHOBBI 1eJ10NIPOU3BOACTBA B KAAPOBOIi Ci1y:k0€e U TpeOOBaHUA
K ero BeJIeHHI0

[TonsiTusA, ompeneneHus U 3aJadu Ipollecca JOKYMEHTAaIlMOHHOTO obecreue-
HUS YIPABJICHUS IEPCOHATIOM.

JIOKyMeHT u cuctema AokyMeHTanuu. Knaccudukanus TOKyMEHTOB OpraHu-
3auK. Buipl, HA3HaYEHUE U COCTAB KaJAPOBOM JOKYMEHTALIUH.

Opuanueckast cuina qokymenrta. OOmue npaBuia ohoOpMIIECHHUS yIIpaBlieHUE-
CKUX JOKyMeHTOB. OOmire TpeboBaHus K OJaHKaM M TEKCTY CIYXEOHBIX JTOKyMEH-
ToB. [IpaBuia MaMHONKUCHOTO O(GOPMIICHHS TOKYMEHTOB.

HopmaTtuBHO-MeTOquueckass 0a3a KaJgpoBOTO JEJIONPOU3BOJICTBA: IOHSTHE,
CTPYKTYpa, COAEPKaHNE OCHOBHBIX JOKYMEHTOB.

Tema 1.2. OcHOBHBIEC JOKYMEHTBI, perJiaMeHTHPYOIIHE yYIIPpaBJIeHUE Mep-
COHAJIOM B OPTraHU3AIUU

Haznauenue, cTpykrypa, coiepxaHue, ohopMIEHUE U YTBEPKIACHUE OCHOB-
HBIX OPTaHU3ALMOHHBIX JOKYMEHTOB: KOJJIEKTUBHBINA JOTOBOP, IpaBUjia BHYTPEHHE-
IO TPYZOBOI'O pacIops/iKa, MOJIOKEHUE O NEPCOHAJE, MOJIOKEHUE O 3alIUTE MepCo-
HAJIbHBIX JTAHHBIX PaOOTHUKOB, mTaTHOE pacnucanue (popma NeT-3), mosoxkeHue o
NO/Ipa3/IeJICHUH, T0JKHOCTHBIE HHCTPYKLUU.

Paznen 2. JlokyMeHTHPOBaHUE KAAPOBOil AeITeJIbHOCTH

Tema 2.1. JlokyMeHTHPOBaHUE NPUEMa HA padoTy

JIOKyMEHTBI, MPEAbABISIEMbIE MIPU MPUEME Ha pabOTy: COCTAaB OCHOBHBIX J0-
KYMEHTOB, TpeOyEeMbIX B COOTBETCTBUU C TPYAOBBIM 3aKOHOAATEIHCTBOM. [[omoOHU-
TeJIbHbIC JOKYMEHTHhl Ha OCHOBE COBPEMEHHOM MpPaKTUKHU Moj0opa mepcoHana (pe-
310Me, aBTOOHOTpadusi, XapaKTePUCTHKA).

JIoKyMeHThbI, opopmiisieMble MpH NpuemMe Ha paboTy: COCTaB JOKYMEHTOB, IO-
CJIEIOBATEILHOCTh O(POPMIICHHUS.

TpynoBoil noroBop: MmoHsTHE, MpaBUJia COCTaBleHUS M 3akitoueHus. OOs3a-
TEJIbHBIE YCIOBUS TPYAOBOro 10oroBopa. Cpok TpyI0BOTO AOTOBOpA.

[Ipuka3z (pacmnopsikeHue) o mpueMe paboTHuka Ha padory (popmbr NeT-1,
NeT1-a): mopsiiok odopmiieHUs, YTBEPKICHUS U PETUCTPAIUH.

JInunas xkaprouka pabotHuka (popma NeT-2): TpeGoBaHuUS U MpaBuiia 3a0JI-
HEHMUsI, XpaHCHHUS.

Tema 2.2. TpyaoBble KHMKKH M MPABUJIA UX BeJACHUS

[Topsimok BeneHusi TpyAOBBIX KHIDKEK. OdopMieHue TpyIoBOM KHIKKU pa-
OOTHUKY, IPUHATOMY Ha pabOTy BIepBble. BHeceHue 3anuceit o mpueme, o NepeBo/ie
Ha JIpYTy1o paboTy, 0 HarpakJIeHusax, 00 yBOJIbHEHUH U Tp. JlyOIuKaT U BKIAIBIII B
TPYAOBYIO KHIKKY: IOHATHE, OPSAOK U CiIy4an 0OpMIICHHUS.

VYyet u xpaneHue TpyaoBbIx KHKEK. [Topsgok opopmnenns u Benenuss Kauru
ydeTa ABUKEHHS TPYJIOBBIX KHIMKEK U BKJIAJbIIeil B HUX. [IpaBuia XxpaHeHus Tpyio-
BBIX KHIKEK.

Tema 2.3. /lokyMeHTHPOBaHME IBUKECHUS IEPCOHATIA
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Odopmiierne iepeBoia Ha APYTY0 paboTy: MOPsAOK 0hOPMIIEHHUS, COCTaB 3a-
MOJIHAEMBIX JOKYMEHTOB U O(OpMIICEHHE TpHUKa3a (pacropsiKeHusi) o MepeBoje Ha
npyryio padoty (bopmbl Net-5 u NeT-5a).

OdopmiieHre OTIYCKOB: BUABI OTITYCKOB U OCOOEHHOCTH UX MPEIOCTABICHHUS,
nopsiIOK oPOpMIICHUST IOKYMEHTOB M TpHKa3a (pacrnopsiKeHus1) O MpeAoCTaBlIeHUN
orimycka paboTHHUKY (Popmbl NeT-6 u NeT-6a). CocraBnenue rpaduka OTIIYyCKOB
(bopma NeT-7).

OdopmiieHre KOMaHIUPOBOK: CIIYKEOHOE 3a/laHue JJI HaIlpaBJICHUS B KO-
MaHAupOBKY (hopma NeT-10a), npuka3 (pacnopspkeHne) 0 HampaBlIeHUU paOOTHUKA
(pabotHuKOB) B KOMaHAUPOBKY (popmbl NeT-9 u NoT-9a), komaHAMPOBOYHOE Y[I0-
croBepenue (hpopma NeT-10).

OdopmieHne yBOJbHEHHS: OCHOBAHHS MPEKpaIIeHHs] TPYIOBOTO JOTOBOPA,
nopsiIok oopMIieHUsT JOKYMEHTOB M TMpHKa3za (pachopspKeHHsl) O MpeKpalieHuu
(pacropsxenun) TpyaoBoro gorosopa (popmer NeT-8 u NeT-8a). CoctaB 10KyMEHTOB,
BbIJIaBA€MbIX PaOOTHUKY MIPH YBOJIbHEHUHU.

Tema 2.4. JIokyMeHTHPOBAHUE OLIEHKH JIEATEJILHOCTH PA0OTHUKOB, MeP
NOOLIPEHH M B3bICKAHHUSA

Odopmienue nporecca aTrecTaliud pabOTHUKOB: COAEPKAHUE M Ha3HAUCHUE
OCHOBHBIX JIJOKYMEHTOB Ha pa3HbIX dTanax arrectaiuu. [lopsaok yTBepKIeHus aTTe-
CTAlIMOHHBIX KOMHUCCHH.

Odopmiienne noompeHnid pabOTHUKOB: TOPAIOK O0POPMIIEHUS TOKYMEHTOB U
npukasa (pacrnopspkeHus) 0 HoOLpeHu paboTHUKA (paboTHUKOB) (hopmbl NeT-11 u
NeT-11a).

Odopmiienne qucuuIIMHapHbBIX B3bickaHui. [lopsaok odopmiienus oObsICHU-
TEJIbHOM M IOKJIAJHOM 3alMCOK O HAPYUIEHUHU TPYJIOBOM NTUCHUILIAHBI. CPOK JaBHO-
CTH TIPU IPUMEHEHUH TUCIUIUTMHAPHOTO B3bIcKaHus. [lopsimok odopmieHus npuka-
3a (pacmopsKeHus1) 0 MPUMEHEHUH TUCUUIUIMHAPHOTO B3bICKAHUS U O3HAKOMIICHUS C
HUM pabOTHUKA.

Pa3znen 3. Opranuszanus padoTsl ¢ KaAPOBBIMH I0OKYMEHTAMM

Tema 3.1. JIokyMeHT0O000POT B KAJAPOBOii caayxde

JIOKyMEHTOOOOPOT: MOHATHE, dTAalbl OOPA0OTKHU U JABHKEHUS KAJAPOBBIX JTOKY-
MeHTOB. [IpaBuiia peructparuu BXOASIINUX U UCXOIAIUX JOKYMEHTOB, KOHTPOJb MX
UCIIOJTHEHHUSL.

ABTOMAaTH3aIMsl MPOTPaMM KaJIpOBOTO JEIONpOU3BOACTBA. [IporpammHuoe
oOecrieyeHue KaJIpoBbIX CIIYXKO.

Tema 3.2. ®opmMupoBaHHe U XPAHEHHE KaAPOBBIX JOKYMEHTOB

JInynbie nena pabOTHUKOB: MOPSIOK (OPMUPOBAHUS U BEJCHUS.

Homenknarypa nmen kaapoBoil Ciiy>kObl: TIOHATHE, BUIBI, CTPYKTYPA, MOPSIIOK
pazpaboTku u opopmiieHusi. Cpoku XpaHEHUs TOKYMEHTOB.

[ToaroroBka gen KaapoBoil ciayxObl K Iepeadye B apXuB. DKCIepTH3a LIEHHO-
ctu nokymeHTOB. [IpaBuna odopmienus aen npu caaue ux B apxuB. ObecriedeHue
COXPAaHHOCTH JI€JI TIO TUYHOMY COCTaBY.
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2.7. Il;1anpl NpaKTHYECKHUX (CEMUHAPCKHUX) 3aHATHI

[TopsinkoBbIe
HOMEpa pazjie-
JIOB U TEM
JUCHHUILIMHBI
COIJIaCHO Te-
MaTUYECKOMY
IaHy

080400.62 Ynpaesnenue nepconanom

Ynpasnenue nepconanom opeanuzayuu, IxoHomuxka mpyoa

KonndecTBO nmpakTHYECKUX (CEMHHAPCKUX ) 3aHs-
THH

W3 HUX KOJIMYECTBO 3a-
HATUHN C IPUMEHEHHEM
WHTEPAKTUBHBIX PopM

Bcero no ¢popmam u
CpokaM 00y4eHuUs

O4YHasia 3a049Hasd O4YHaia 3a049Hasd
< <
< < < <
= s | &5 | % g | = | &
] —~ o = o = o =
—~ v —~ . ~ v ~ “
< “ | < < - | =

ConeprxaHue BOIIPOCOB, paCCMaTPUBACMBIX Ha IPaK-
TUYECKHUX (CEMHUHAPCKUX) 3aHATHIX

Hcnonb3yemble HHTE-
paKTHBHBIE (POPMBI
o0y4eHus

Paznen 1. OcHOBBI TOKYMEHTAIIMOHHOT0 00ecTieYeHnsl YNpaBJIeHHus

MePCOHAIOM
Tema 1.1. Oc- 2 - - 105 2 - - |05 |1 OCHOBHBIE TIOHSTHS U CTPYKTYpa KaJPOBOTO Mo3roBoi mTypm
HOBBI JCJIOIIPO- JCJI0NPON3BO/ICTBA. [[I/ICKyCCI/I;I
M3BOJICTBA B 2. Knaccugukanus kagpoBbIX JOKYMEHTOB. AHann3 cuTyanuu
Kajiposon 3. TpeGoBanus k 0HOPMIICHUIO KAPOBOM JOKY- | MPOdeCCHOHATBHON
cryxbe M Tpe- MEHTAaINH. JeSTeTbHOCTH
OOBaHHA K e€ro

BCACHUIO

Tema 1.2 Oc- 1 - - - 1 - - - |1 Opranu3alnoOHHO-PACIIOPAIUTENbHBIE T0KY- Mo3rosoii mrypm
HOBHBIE JIOKY- MEHTBI OpraHu3aIix

MEHTHI, peria- 2. WudopMarimoHHO-CIIPaBOYHbIC TOKYMEHTBI

MEHTHUPYIOLIHE OpraHH3aluHy.

yIIpaBJIeHNE

MEPCOHAJIOM B

OpraHu3aIH

Hroro mo pas- 3 - - 105 3 - - 105

neny 1




Pa3nen 2. JIoOKyMeHTHPOBaHHE KAIPOBOI 1eITEJIbHOCTH

Tema 2.1 Jo- 2 055105 2 - - |1 JlokymeHTBI, npeabsBisieMble MpU NpueMe Ha | JlenoBas urpa

KyMEHTHPOBa- pabory. Juckyccust

HHE MpUeMa Ha 2. TpynoBoii 10roBop. AHaJIN3 CUTYalluU

paboty 3. Odopmienne nmpuema Ha padoTy. npodeccHoHaATBEHOM
JIeSITEIIbHOCTH
IIpakTHKa B KOMIIBbIO-
TEPHOM KJ1acce

Tema 2.2 Tpy- 1 - - 1 - - | 1. [Topsinok BeAeHUS TPYAOBBIX KHHKEK. AHanu3 cuTyauuu

JIOBBIE KHKKHU 2. Y4er u XpaHeHUe TPYTOBBIX KHUKCK. npodeccuOHaTBLHON

U TpaBuia UX JIESITEIIbHOCTH

BCJICHHS

Tema 2.3 Jlo- 2 - 105 1 - (051 Odopmienue nepeBoja Ha Ipyryro padoTy. AHanu3 cuTyauuu

KYMEHTHPOBa- 2. OdopmieHHe OTITYCKA. npodeccCHoHATLHOM

HUE JBUXKCHUS 3. OdopmieHre KOMaHIUPOBOK. JIESITEIIbHOCTH

repcoHasa 4, OdopMmieHrEe IPEKpaIIeHUs TPYIOBOTO 10T0- | CHTyallMOHHBIC 3a/1a4H

BOpA. [TpakTHkKa B KOMIBIO-

TEPHOM KJ1acce

Tema 2.4 Jlo- 1 - - 1 - - |1 OdopmiieHne mporecca aTTecTalluy padoOTHU- | AHAIU3 CUTyalluu

KYMEHTHpOBa- KOB. npodeccuoHanbHOM

HUE  OIICHKH 2. Odopmienne TUCIUTUIMHAPHOTO B3bICKAHHUS. JIeSITENIbHOCTH

NeSITeIbHOCTH Keiic-meTon

pabOTHHUKOB,

Mep Tmoolpe-

HUS U B3bICKa-

HUS

Hroro mno pas- 6 05| 1 5 - 105

neny 2.

Paspes 3. Opranusanus pa6éoTsl ¢ KaAPOBLIMHM JOKYMEHTA

MH

Tema 3.1 Ho-
KyMEHT0000-
pOT B Kajpo-

1

1. IlporpammHOe obecriedeHre KapoBbIX CITYkKO.

16




BOH CITy»)Oe

Tema 3.2 1 - 105]05] 05 - - - | L Homenkmarypa aen kaapoBoit ciryx0bl. Cpoku | Iuckyccus
dopmupoBa- XpaHEHUsI TOKYMEHTOB. AHanus cuTyanuu
HHUE U XpaHe- 2. [ToaroToBka JOKYMEHTOB ISl Mepeaadd B ap- | npohecCuOHaTbHON
HHUE KaJIpOBBIX XHB. JeSTEIIbHOCTH
JIOKYMEHTOB

HUrtoro mo pas- 2 - {05105 0,5 - - -
neny 3:

HUroro mo nwmc- 11 - 1 2 9 - - 1
LUTIIIHE:




PA3JIEJI 3. CACTEMA OIIEHKHN KAYECTBA OCBOEHUA
CTYAEHTAMUA JUCIIUITJIMHbI

3.1. Cuctema OlleHKH Ka4eCcTBA OCBOEHHUS CTYI€HTAMM AN CHUTLIUHbI
OneHka KayecTBa OCBOCHHSI CTYIEHTaMM JUCHUUIUTUHBI «J{OKyMEHTallMOHHOE
oOecrieyeHue yrnpapieHUs IEPCOHATIOM» BKIIOUYAET:
- TEKYIIUHA KOHTPOJIb YCIIEBAEMOCTH;
- MPOMEKYTOUYHYIO aTTECTAIINIO;
- ITOTOBYIO TOCYJIJAPCTBEHHYIO aTTECTAITHIO.

3.1.1. Texymuii KOHTPOJIb YCIIEBAEMOCTH IO BceM (popMaM OOyUEeHHSI OCYITIECT-
BIIIETCSI B COOTBETCTBUM C YueOHO-TeMaTuueckuM 1ianoM (1.2.3 u 2.4). B mporiecce
YCBOCHUS CTYJICHTAMH TE€M y4eOHO-TEMaTHYECKOTO TUTaHA MPEAYCMOTPEHBI: YCTHBIN
WJIM TTHCBMEHHBIN OMPOC MO0 OAHOW WJIM HECKOJIBKUM TEMaM, HAIMCAHKUE JCCE, BBITTOI-
HEHUE PENPOAYKTUBHBIX KOHTPOJBHBIX PadoT.

3.1.2. [IpomexxyTouHasi aTTecTarusi OCYIIECTBIICTCS B BUAC auddepeHnupo-
BaHHOTO 3auera. J[si cTyneHToB 3a04HON (hopmbl 00ydeHHs (Cpok oOydeHus 4 u 5
JIET) JOTMOJHUTENIBHO MPEIyCMOTPEHA MTOroBasi KOHTPOJIbHAs paboTa (BBIOJHEHHE
corjgacHO MeTOJIMYECKUM YKa3aHHSIM IO BBITIOJIHEHUIO KOHTPOJIbHBIX PabOT CTy/EH-
TaMH 3a09HOM (POpPMBI 00yUeHH).

3.1.3. Ha uTOroByro rocynapCTBEHHYIO aTTECTAIIMI0 BBIHOCSTCS CIEIYIOIIHE
BOITPOCHI Kypca:

1. KagpoBas mokyMeHTanusl, €€ Ha3HAYCHUE U COCTaB JOKYMECHTOB

2. TlpaBuia BHYTPEHHETO TPYAOBOTO pAcTOpsIKa: HAa3HAYCHHE, CTPYKTypa U

TpeOOBaHUs K OPOPMIICHUIO TOKYMEHTA.

3. lokymeHTHUpOBaHKE MpruéMa Ha paboTy.

4. Ilpukassl O JUYHOMY COCTaBY: Ha3HAUEHHUE, BUJIbI, TPeOOBaHUS K Opopmiie-

HUIO.

1.1.3. 5. ®opmupoBaHUe W BeJECHUE JIMYHBIX JIe] PaOOTHUKOB. — JAHHBIC BOMPOCHI

3nech He ykaszbiBatoTcs. [IyHkT 3.1.3. comepkuT B ceOe TOJIbKO 1Ia0JI0HHBIN a0-
3air: 3.1.3. UToroBas rocygapcTBeHHasi aTTECTaLIHS.
Mecto mucuumuimHbel B MITOrOBOM TrOCyIapCTBEHHOM AaTTECTALlMM OMPENEISAETCS CO-
nepkanreM [IporpaMMbl UTOTOBOTO MEKIUCIHUILIMHAPHOTO SK3aMEHA 110 HarpaBlic-

HHIO.

3.2. CnMCoK BONIPOCOB /JIsl NOATOTOBKH K 3a4eTy:

1. JlokyMeHT: noHsiTue, GQyHKINHU, KIacCUPUKaIS.

2. Kapposas noxkymeHTanus, €€ Ha3HaUEHHUE U COCTaB JOKYMEHTOB.

3. Cucrema oOpraHu3allMOHHO-PACHOPSAUTEILHON TOKYMEHTAllMU: COCTaB H
Ha3HAYEHHE JOKYMEHTOB.

4. HopMaTHUBHO-TIPaBOBOE PEryJIMpPOBaHUE PabOThl C KaIpPOBBIMU JOKYMEHTa-
MHU.

5. HopmaTuBHO-METOIMYECKOE peryInpoBaHue padoThl KaJpOBbIX CIYXO.

18



6. OOmme TpeboBaHus K 0(OPMIICHUIO KAJAPOBOI TOKYMEHTAIIHH.

7. CocTaB M XapakTEepHUCTHKa 0053aTeNIbHbIX PEKBU3UTOB 00IIEro OJiaHKa J10-
KyMEHTa MpeAnpusaTus, O1aHKa Juist muceM, OJ1aHKa KOHKPETHOTO BUJIa JJOKYMEHTA.

8. KomiekTuBHBIN JOrOBOp: Ha3HAYEHUE, CTPYKTypa U TpeboBaHUs K 0hopM-
JICHUIO.

9. IlpaBuna BHYTPEHHETO TPYAOBOIO paCIOpsiiKa: HAa3HAUYEHUE, CTPYKTypa U
TpeOOBaHMs K OPOPMIICHUIO TOKYMEHTA.

10. [Tonoxenue o mepcoHaie: Ha3HaYCHUE, CTPYKTypa U TpeboBaHus K oopm-
JICHUIO TOKYMEHTA.

11. CtpykTypa W ITaTHas YHMCIECHHOCTh, IITATHOE pAcCHUCaHUE: Ha3HAYEHUE,
MOPSAZIOK MOATOTOBKHU U TpeOOBaHUS K OPOPMIICHUIO TOKYMEHTOB.

12. [lonoxeHne O CTPYKTYpHOM MOJpa3felieHuH: Ha3HAYeHHE, CTPYKTypa J0-
KyMEHTa U TpeOOBaHUsI K OPOPMIIEHUIO.

13. JloKHOCTHAsT MHCTPYKIMS: Ha3Ha4YeHHWE, CTPYKTypa U TpeOOBaHUS K
O0(OPMIICHUIO TOKYMEHTA.

14. Tlopsimok pa3paOOTKH, BBEJCHUS B JIEUCTBUE U MU3MEHEHHUS OpraHU3aIMOH-
HBIX JJOKyMEHTOB.

15. JlokyMeHTHpOBaHUE MpuéMa Ha padboTy.

16. TpynoBoii JOroBOp: cOAEpKaHUE, MOPSIOK OPOPMIIEHHS, OCHOBaHHs pac-
TOP>KEHUS.

17. JlokyMeHTHpOBaHUE MAaTEPUAIBHOM OTBETCTBEHHOCTH PA0OOTHHUKOB.

18. 3ammra nepcoHaNbHBIX JaHHBIX PAOOTHUKOB.

19. Iopsinok odopMieHHs JOKYMEHTOB MPHU MIEPEBOaX paOOTHUKOB HA JIPYTYIO
pabory.

20. JIokymeHTHpOBaHHE YBOJIbHEHUS pAOOTHUKOB.

21. Tlopsimok oopMiIeHHS OTITYCKOB PaOOTHHKOB.

22. Tlopsiok odopmiteHHsI KOMaHIUPOBaHUSI PAOOTHUKOB.

23. Topsiox odopmiieHrs Mep MOOIIPEHUs] pAOOTHUKOB.

24. Tlopsiox odopmIleHUs MEp AUCIUIUIMHAPHOTO B3bICKAHUSI.
25. JIokyMEeHTUpOBaHUE yUueTa UCIIOJIb30BaHUS Pab0Yero BpeMEeHHU.
26. [Topsiiok AOKYMEHTAILHOTO O(QOpPMIICHUSI M3MEHEHUSI YCIOBUM U OILJIATHI
Tpy/a, aHKETHO-OMOTrpauuecKuX JaHHBIX PAOOTHUKOB.

27. Ilpukaspl MO JUYHOMY COCTaBY: Ha3HAu€HHWE, BHUJbI, TpeOOBaHUS K 0hOpM-
JICHHIO.

28. JInunoe 3asiBieHHE pabOTHHKA O MpUEME Ha paboTy, MepeBojie Ha JIPYTYIO
paboTy, YBOJILHEHHUH: TpeOOBaHUS K OPOPMIICHHIO.

29. OdopmiieHre MPOTOKOJIOB COBEIIAHUM, 3acejaHnii, coOpaHuii. Beimucku u3
IIPOTOKOJIOB.

30. OdopmiieHre aKTOB, TOKJIAIHBIX, OOBICHUTEIBHBIX U CITYKEOHBIX 3aITUCOK.

31. OdbopmiieHre TOKYMEHTOB Ha 3Tare MOATOTOBKH K aTTECTAIlMH PAOOTHHUKOB.

32. OdopmiieHre JOKYMEHTOB Ha JTarax MPOBEJACHUS W 3aBEPIICHUS aTTeCcTa-
1M1 PaOOTHUKOB.

33. JlokymeHTasibHOE 0(OpMIIEHHE NPUCBOEHUS KBATU(UKAIIMOHHBIX Pa3psiIOB
paboTHUKAM.

34. IloaroToBKa XapaKTEPUCTUKH (OT3hIBA) HA paOOTHHUKA.
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35. JlokyMeHTHpOBaHHUE MEPCOHATBLHOTO yU4€Ta PAOOTHUKOB.

36. ®opMUpOBaHUE U BEJCHUE JIMYHBIX /€] pAOOTHUKOB.

37. llopsanok obopmiIeHUS JIMYHOTO JIUCTKA MO y4€Ty KajapoB (aHKETHI), aBTO-
ouorpadum.

38. TpynoBasi KHM)KKA: Ha3HAYEHUE, CTPYKTYpa, IIpaBujia BEACHUS.

39. Benenue BkiaabIIeil B TpYA0BYIO KHUKKY, T1yOJIIUKATOB TPYAOBBIX KHUMKEK.

40. YyeT u XxpaHeHue TPYAOBBIX KHUMKEK.

41. JIokyMeHTOOOOPOT B KaJpOBOii ciryx)oe.

42. Tlopsinok pa®oThl ¢ BXOASIMIMMHU KaAPOBBIMH JOKYMEHTAMH: CIIOCOOBI MOTY-
YeHHs, IEpBUYHAs 00pabOTKa, peTUCTpallusl IOCTYIUICHUS, pacipeie]eHe JOKYMEH-
TOB.

43. Tlopsinok paboOThI ¢ UCXOSAIIUMU KaIPOBBIMHU TOKYMEHTAMHU.

44. HanpapneHnus 1 (hOpMbl KOHTPOJISL UCIIOJTHEHHSI KaJPOBBIX IOKYMEHTOB.

45. ABTOMaTU3MpOBaHHOE pabouee MECTO CHEUAINCTa KapOBOM CITyXKOBbI.

46. HomeHkiiatypa nen KaapoBOMl CiyxkObl: €€ HazHaueHUE W TPeOOBAHUS IO
0(OpMIICHHIO.

47. Cpoku XpaHEHHS KaJpOBBIX JOKYMEHTOB.

48. ®opmupoBaHUe Je KaJApOBOil CIIyKOBbI.

49. [TopsAOK TEKYIIEro XpaHEHUs JIeJ B CTPYKTYPHBIX MOJPA3ACIICHUSIX MPEi-
PUSATHSL.

50. IloaroroBKa JOKYMEHTOB KaJpOBOM CITYKOBI K apXUBHOMY XpaHEHHIO.

PA3JAEJI 4. YHEBHO-METOJINYECKOE U MATEPUAJIBHO-
TEXHUYECKOE OBECIIEYEHHUE JUCHUIIJIMHbI

4.1. OcHoBHOEe (00513aTe/IbHOE) 00ecredyeHue

4.1.1. bubnuorpaduyueckuii CIMCOK:

a) Y4COHUKHU:

1. Kopuees, U. K. Ynpasnenne nokymentamu / 1. K. Kopuees, A. B. Ilmenko,
B. A. Mamypies. - M.: UHOPA-M, 2010. - 298 c. (YMO)

0) yueOHbIC TTOCOOHS:

1. Kupcanosa, M. B. Kypc nenonpoun3BoicTBa JOKyMEHTAIITMOHHOE oOecreye-
HUe ynpasiieHus : yue0. nocooue / M. B. Kupcanona, FO. M. AkceHos. — 6-¢ u3n.,
uctp. u gon. — M.: UHOPA-M, 2011. - 365 c. (MOP®)

2. Cokonona, O. H. JlokymeHTalimoHHOE 00eclieueHHe YIIPaBJICHHUS B OpraHU3a-
nuu / O. H. Cokonoga, T. A. AkumoukuHa. - M.: KaoPyc, 2010. - 155 c. (YMO)

B) METOIMYECKAsl INTEpaTypa: HeT.
') Hay4dHasl JINTepaTypa: HeT.
4.1.2. UupopManiioHHbIE HCTOYHUKU: HET.

4.1.3. IIlporpaMMHBbI€ IPOTYKTHI: HET.
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4.1.4. HopmaTUBHO-TIPABOBBIC IOKYMEHTHI. HET.

4.2. Jlonoanumenvhoe obecneuerue

4.2.1. bubnuorpaguyeckuii CucoK:

a) y4eOHUKHU:

1. Ky3nenoB U.H. JlokymeHTalmoHHOEe oOecrieueHrue yrpaBieHus U JEI0Npo-
U3BOJICTBO: y4eO0. /JJis BBICIIL. M cpell. crienuanbHbiX yuel. 3aBenenuit / M. H. Kysne-
1oB. - M.: FOpaiit, 2010. -576 c.

2. SAukoBuu L. A. Jlemonpou3BoACTBO B KaJpoBOM ciyx0e: yded. Mo crenu-
ampHOCTH 062100 "Ympasnenne nepconamom" / III. A. fukoBuu. - M.: FOHUTH,
2006. - 160 c.

0) yueOHbIC TOCOOHS:

1. Auapeena B.U. IlpakTuka nei10npon3BOCTBA: OpTraHU3AIMs U BEJACHUE :

yue0.-npakT. mocodue / B.1. Auapeesa. — M. : KHOPVYC, 2006. - 268 c.

2. bepesuna H.M., baxapesa M.M. Kaaposoe aenonpousBoictBo. [Ipaktuye-
CKH€ PEKOMEHIAIMU 10 OpraHu3aiuu kaapoBoi ciayxosl. — M.: OJIMA-ITPECC,2006.
- 240c.

3. Kpacasun A. C. JlokyMeHTallMOHHOE OOECIICYeHHE YITPaBICHUS KaIpamu:
npaktudeckoe nocoodue. — M.: Uudpa-M, 2003. — 192 c.

4. Poroxun M.IO. Jlenonpou3BoaCcTBO B KaIpOBOM CIIyK0¢€ : y4eO.-TIpaKT. mo-
cooue / M.YO. Poroxun. — M.: TK Benbu, U3a-so IIpocnext, 2006. - 776 c.

5. Comnory06 O.I1. [lenonpoun3BoICTBO: COCTABICHUE, PEIAKTUPOBAHKUE U 00pa-
ootka nokymeHnToB / O. I1. Cosory6. - M.: Omera-JI, 2007. - 207 c.

6. Kupcanosa M.B. Odopmienne kaapoBbIX JOKYMEHTOB MPaKT. mocodue / M.
B. Kupcanoga, FO. M. Akcénos, C. I1. KoOyk. - M., Omera-JI, 2011. - 222 c.

B) METOJIMYECKas TUTEpaTypa:

1. Jlenonpou3BoaCTBO 00pa3ipl, JOKYMEHTbl. OpraHu3anus U TEXHOJIOTUsl pa-
001hI : ¢ yuetom HOoBoro I'OCTa P 6.30-2003 "YuHuduuupoBaHHble CUCTEMBI JOKY-
MEHTaluU. YHUPUIUPOBAHHAS CHUCTEMa OPraHU3aLMOHHO-PACIIOPSIAUTENBLHON JOKY-
MeHTauuu. TpeboBanus k opopmiieHuto gokymentos" / [B. B. INanaxoB u ap. ; mox
pen. U. K. Kopneesa, B. A. Kyapsiea]. - M.: [Ipocniekt, 2006. - 455 c.

2. Ilonomapesa H.I'. CripaBo4HHK KaJpOBUKA: PYK. MO O0GOPM. TUIIOBBIX JIOK /
H.T'. ITonomapega. - M.: OMEI'A-JI, 2007.

') Hay4Has JINTepaTypa:

1. Bsnora JI.M. [lepBuunsiii yueT kaapoB. Kak 3anoiHATh yHHPUITUPOBAHHBIC
dopmbi? / JI. M. Bsuosa. - CripaBounuk kagaposuka. - 2005. - Ne 4. - C. 57-62.

2. T'ypoBa E. MHdopmanmoHHble TEXHOJOTUM B YIPAaBICHUH MEPCOHATIOM /
Exarepuna ['yposa. - Kagposuk. Kagpooe aenonpounssoactso. - 2008. - Ne 6. - C. 15-
22.

3. Hémun KO.M. [lenonpou3BOACTBO: MOATOTOBKA CIY>KEOHBIX JOKYMEHTOB /
FOpwuit JIémun. - Cuo.: [Turep, 2009. - 365 c.
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4. KamanoBa E. O06paboTka mepcOHANbHBIX JAHHBIX B KaJpOBOU ciyxOe /
Enena Kamanosa. - Kagposuk. KanpoBoe nenonpousBoactso. - 2011. - Ne 4. - C. 170-
177.

5. OdopmiieHre TpyJOBBIX OTHOIICHUM B OpraHU3alliy: PABOBOW U JEIOIPO-
W3BOJICTBEHHBIN acrekThl. O0pa3ibl KaJIpoBbIX JOKYMEHTOB. Pa3bsicHeHUs, COBETHI U
pekomenganuu K.10.H. E. I'. CutHukoBoil u ropucra-npaktuka H. B. CenaTtopoBoi. -
bubnuoteuka Poccuiickoii razetst .- 2005 .- Ne 3 .- C. 1-223.

6. Tpyxanosuu JI.B. CripaBoYHHK 1O KaJPOBOMY JIEJIONPOU3BOICTBY: 00pa3Ilbl
u GopMbI T0K. ¢ koMmMeHT. Ha ocHOBe HOBO# penakumu TpynoBoro Komekca PO (c 6
okT. 2006r.) / JI.B. Tpyxanoswuu, JI.JI. ll{yp. - M.: Jleno u Cepsuc, 2007. - 606 c.

7. yp-Tpyxanosuu JI.B. KanpoBblie nepecTaHOBKH: IPaBUIa MPOU3BOJCTBA U
odopmnenus / JI. B. lllyp-Tpyxanosud. - M.: ®unanpecc, 2008. - 158 c.

4.2.2. upopMalinoHHbIE HCTOYHUKH:

1. Caiir xypnana «Kaapooe nemo» http://kdelo.ru

2. Caiit xypHana «CripaBoYHHK KaapoBukay http://www.pro-personal.ru

3. Caiit HarmonansHOTO cot03a KaipoBuKoB http://www.kadrovik.ru

4., Caiitr @eaepanbHOl CITyKOBI 110 Tpy1y | 3aHsTocTH http://rostrud.ru/

5. Caiir I'ocynapcTBeHHOM HHCIIEKIMU Tpyaa B HoBocuOupckoii oonactu
http://qit54.rostrud.ru

4.2.3. IIporpaMMHbI€ TPOJYKTHI: OTCYTCTBYIOT.

4.2.4. HopMaTUBHO-TIPABOBBIEC TJOKYMEHTHI '

DenepajbHble 3aKOHbBI:

e TpynoBoil kogekc P@. ®enepanbusiii 3akoH oT 30.12.2001 Nel97-@3 (¢ us-
MEHEHHUSMH U JTIOTIOJTHEHUSIMH ).

e OO0 ApxuBHoMm pene B Poccuiickoit @enepaunu. denepaibHblii 3aKOH OT
22.10.2004 Ne 125-@3 (pen. DenepanbHbix 3aKk0HOB 0T 04.12.2006 Ne 202-D3, ot
01.12.2007 Ne 318-®3)

e OO0 undopmaruu, HHGOPMAITMOHHBIX TEXHOJIOTHUSAX U O 3aIIUTe MHPOPMAIIUH.
denepanbHbii 3akoH 0T 27.07.2006 Ne 149-®d3 (pexn. ot 06.04.2011, ¢ u3m. oT
21.07.2011).

e O Kommepueckoii Taiine. @enepanbubiii 3aK0H 0T 29.07. 2004 Ne 98-®3 (B
pen. denepanbubix 3akoHOB OT 02.02.2006 Ne 19-@3, ot 18.12.2006 No231-®3 ot
24.07.2007 Ne 214-D3).

e O nepcoHalbHBIX AaHHBIX. DenepanbHbiii 3aK0H 0T 27.07.2006 No 152-D3.

ITocTaHoBIEHUA

e [locranoBnenue IlpaButensctBa P® ot 16.04.2003 Ne 225 «O TpynoBbIX
KHIDKKaX».

e [locranoBnenne MuHHCTEpCTBA Tpylda M COLMAIBHOrO pasButrus PO or
10.10.2003 Ne 69 «O0 yTBep:kA€HUN UHCTPYKIUU MO BEACHUIO U 3aIIOJHEHUIO TPYI10-
BBIX KHUKEK.

22


http://kdelo.ru/
http://www.pro-personal.ru/
http://www.kadrovik.ru/
http://rostrud.ru/
http://git54.rostrud.ru/
http://www.pbu.ru/termika/dou/docs/fz149.html
http://www.pbu.ru/termika/dou/docs/fz149.html
http://www.pbu.ru/termika/dou/docs/fz149.html

o [locranomnenue ['ocymapctBenHoro komutera P® mo cratuctuke «O0 yT-
BEPXKJACHUHN YHU(DUUIHUPOBAHHBIX ()OPM NMEPBUYHONU YUETHOU JOKYMEHTAIMU IO YYETY
Tpyna u ero omartse» ot 05.01.2004 Ne 1.

I'OCThbr:

o T'OCTP6.30-2003. YauduuupoBaHHble CUCTEMbI IOKYMEHTAMU. YHUDUIIMPO-
BaHHAsl CHCTEMa OpPraHU3alMOHHO-PACIOPSAUTEIbHON AOKyMeHTaluu. Tpedo-
BaHUsS K 0OPMIICHHIO IOKYMEHTOB.

o« T'OCT P 51141-98. [denonpou3BOACTBO U apXUBHOE Je70. TepMUHBI U Ompee-
JICHUSL.

o TI'OCT P 50922-96. 3amura nnpopmanuu. OCHOBHbIE TEPMHUHBI U OMIPEICICHHUS.

o« I'OCT 6.10.4-84. VYuuduumpoBaHHbIE CHCTEMbl TOKyMeHTauuu. llpumganue
IOPUIUYECKON CUJIbI TOKYMEHTaM Ha MalllMHHOM HOCHUTEJE M MalldHOTpaMMe,
CO3aBAaE€MbIM CPEJICTBAMH BBIYUCIUTEIBHON TEXHUKU. OCHOBHBIE ITOJ0KEHNUS.

4.3. MartepuajabHO-TeXHHYECKOe olecrevyeHue, HeoOXoaumMoe sl peaM3anuu
padoThI MO AUCHHUIINHE

JIyist mpoBeieHrs MPaKTUUECKUX 3aHATUH (coriacHo m.2.7 Hacrosmel padoyueit
porpammsl) TpeOyeTcss 000pyI0BaHHBII KOMIIBIOTEPHBIN Ki1acc.
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http://www.pbu.ru/termika/dou/docs/gost630.html
http://www.pbu.ru/termika/dou/docs/gost630.html
http://www.pbu.ru/termika/dou/docs/gost630.html
http://www.pbu.ru/termika/dou/docs/gost51141.html
http://www.pbu.ru/termika/dou/docs/gost51141.html
http://www.pbu.ru/termika/dou/docs/gost50922.html
http://www.pbu.ru/termika/dou/docs/gost6104.html
http://www.pbu.ru/termika/dou/docs/gost6104.html
http://www.pbu.ru/termika/dou/docs/gost6104.html

Annomayusn padoueii npozpammsl yueoOHOU OUCUUNTUHBL
Jucuunnuna 53.5.9. «/lokyMeHTallmoHHOe 00ecneuyeHre YIpaBIeH!sl IEPCOHA-
10M»
[lenp n3yyeHuss TUCHUIUIMHEI - JaTh CTyJAEHTAM TEOPETUYECKNE 3HAHUS U MPaK-
TUYECKUE HABBIKU 10 JOKYMEHTALlMOHHOMY O0ECIIEUEHHIO YIIPaBICHUS [IEPCOHAIIOM.
Komnerenuuu, popMupyeMble B pe3ysibTaTe U3y4eHUs JUCIUILINHBL:

[TK-28: 3HaeT OCHOBBI pa3pabOTKU U BHEAPEHUS KOPIIOPATUBHBIX CTaHJAPTOB B
00J1acTy ynpaBJeHHsI IEPCOHATIOM.

[1K-32: Bnageetr HaBbIKaMu OQOPMIICHUS PE3YJIHTATOB KOHTPOJIS 3a TPYJAOBOU U
VCITOJIHUTENCKOW JTUCHUIUIMHOMN (COCTABIIAET JOKYMEHTHI O MOOLIPEHUSX U B3bICKA-
HUSAX).

[1K-33: 3HaeT OCHOBBI pa3pabOTKH U BHEIPEHUS MPOLEAYp PErYJIHPOBAHUS TPY-
JIOBBIX OTHOLIEHUU U COMTPOBOXKAAIOIIYIO0 JOKYMEHTALUIO.

[1K-34: Bnageer HaBbIKAMU O3HAKOMJICHHS COTPYJHUKOB OPTaHM3aLUU C KaJIpo-
BOM JJOKYMEHTALMEN U JEHCTBYIOIMMH JIOKAIbHBIMA HOPMAaTUBHBIMHU aKTaMHU.

ITIK-35: ymeer BecTH KaJIpOBOE JEJIOIPOU3BOACTBO U OPraHU30BBIBATH APXUBHOE
XpaHEHHE KaJIPOBBIX JOKYMEHTOB B COOTBETCTBUHU C JCHCTBYIOIIMMU HOPMAaTHBHBIMU
IIPaBOBBIMM aKTaMH, 3HAET OCHOBBI KaJpOBOW CTAaTHCTHKH, BJIAJICET HABBIKAMHU CO-
CTaBJICHUs KaJ{pOBON OTUYETHOCTH.

[1K-37: BnageeT HaBbIKaMu pabOThl ¢ BHEITHUMH opranuzanusmu (IlencnonHbIM
dbougom PO, ®ongom conuanbHoro crpaxopanus, ®oHmpoM 00sa3aTeILHOIO MEIUIIUH-
ckoro ctpaxoBanus P®, ['ocynapcTBEHHON MHCIIEKIHUEW TPyZAa, KaAPOBBIMUA Ar€HTCT-
BaMH, CITy>KOaMU 3aHITOCTU HACEJIEHUS U Tp.).

Conepxanue TUCIUTIIAHBI

Pa3znen 1. OcHOBBI IOKYMEHTAIMOHHOTO 00ecieYyeH sl ypaBJIeHHs NePCOHATIOM

Tewma 1.1. OCHOBBI IeNOPOU3BO/ICTBA B KAJPOBOH CITy:KOe U TpeOOBAaHHUS K €ro BeICHUIO

Tema 1.2. OCHOBHBIE TOKYMEHTHI, PETVIAMEHTHPYIOIIKE YIIPABICHHUE IEPCOHATIOM B OPraHU3alun
Paznen 2. JIoOKyMeHTHPOBaHUE KAAPOBO AeSITEJIbHOCTH

Tema 2.1. JlokymeHTHpOBaHUE pueMa Ha paboTy

Tema 2.2. TpynoBble KHIKKH U ITPaBUIIa UX BEICHUS

Tewma 2.3. JlIokyMEeHTHpPOBaHUE JBUKEHUS TTIEpPCOHAIA

Tema 2.4. JIokyMeHTHPOBaHHE OICHKH JIESITEILHOCTH paOOTHUKOB, MEP MOOILIPEHUS U B3bICKAHUS
Pasznen 3. Opranusanusi padoThl ¢ KAAPOBBIMU TIOKYMEHTAMHU

Tema 3.1. JIokyMEHTOOOOPOT B KaIpOBOMA CIIy:KOe

Tewma 3.2. ®opMupoBaHuE U XpaHEHHUE KaIPOBBIX JOKYMEHTOB
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