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BBEJAEHUE

Pabouas nmporpamMMa AUCHUIUIMHBI SBJSIETCS YaCThI0 OCHOBHOM PO eCcCHOHATBLHOM
00pa3oBaTeNbHON IPOTPaMMBI BBICILIETO 00pa30BaHus - MPOrpaMMbl OakagaBpuaTa, pa3paboTaHHON B
coorsercTBuu ¢ PI'OC BO

dI'0OC BO ®DenepanbHbIi rOCyJapCTBEHHBIN 00pa30BaTeIbHbIN CTAaHIAPT BBICHIETO 00pa30BaHUs
- OakayiaBpuar 1o HanpasiaeHuto noarotrosku 38.03.03 Ynpasienue nepcoHaioMm
(mpuka3 MunoOpnayku Poccun ot 12.08.2020 1. Ne 955)

I1C

SIBnsiercst popMUPOBAHUS Y CTYIEHTOB 0a30BbIX 3HAHHIA IO PELICHUIO BOIPOCOB OpPraHU3aINN
CHCTEMBI JOKYMEHTAI[HOHHOTO 00ecIieyeHus B cepe YIpaBIeHUs IEPCOHATIOM B TOM YHCIIE OpraHU3alus

1. HEJIb OCBOEHMSA N CHUIIJINHBI

U YIIPaBJIEHUE AJIEKTPOHHBIM JTOKYMEHTOOOOPOTOM.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII
JlucuunianHa OTHOCUTCS K BApUATUBHOM YacTy yueOHOTO TIaHa.

3. OBBbEM JUCHHUIIVINHBI

Yacos
KonTakrHas pabora (1o CaMocCTOATEND
y4.3aH.) Has pabota
[IpomexyTouHbIi KOHTPONb | Beero 3a B TOM 4YHCJIE 3.e.
cemectp JlaGopato MOATOTOBKA
Beero | Jlexunu pHble | KOHTPOJBHBIX M
KYPCOBBIX
Cemectp 7
Dx3ameH, KorrpoapHas
» OHTP 216 16 8 8 191 6
pabora

4.1IJTAHUPYEMBIE PE3YJIbTATBI OCBOEHMUSA OIIOII
B pesynbrare ocBoenust OIIOII y BeImycKHUKa TOIAKHBI ObITH COPMUPOBAHBI KOMIIETEHIIUH,
ycraHoBieHHble B cooTBeTcTBHH PI'OC BO.
[Ipodeccuonansubie kommereHmn (I1K)

HIudp 1 HaumeHOBaHUE

KOMIICTCHIIN N

Nuaukatopel JOCTHXKEHUST KOMIIETCHITUN

MH(OPMAaIMOHHO-aHATUTHYECKU I




[TK-1 Cnocoben
OCYIIECTBIISITh IEATEILHOCTh
10 aHAIU3Y U 00ECTICUCHHIO
OpraHu3aIiK EPCOHATIOM

NJI-1.IIK-1 3Hath:

TexHonoruu, METo bl U METOJUKU MPOBEICHUS aHAIM3a U CUCTEMAaTU3alluu
JIOKYMEHTOB ¥ MH(OPMAITUH, TIOUCKA, PUBJICUEHUS, TT0A00pa 1 0TOOpa
nepcoHasa

CucreMsbl, METOJIbI U (HOPMBI MATEPUAIBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TpyAa MepcoHaa

CrtpyKTypa opraHuzalyy 1 BakaHTHbIE JOJDKHOCTH (mpodeccun,
CIIEIIUATILHOCTH )

[Topsimok ornpeneneHus MEPCHEKTUBHOM U TEKyILeH TOTPEOHOCTH B Kajpax
HcTounuku obecriedeHns opraHu3aluu KaapaMu

TexHonoruu u MeTo bl HGOPMUPOBAHUS U KOHTPOJISI OI0JIKETOB
Opranuzanus padoT Ha Pa3IMYHBIX yYacTKax MPOU3BOJICTBA, OPraHU3AINH,
oTpaciu

OO01e TeHACHIINH Ha PhIHKE TPYZa U B OTJIEIBHOM OTpaciu, KOHKPETHOM
npodeccuu (I0HKHOCTH, CIISUATFHOCTH) U BHIaX MPOPECCHOHATBLHON
JIeSITEIIbBHOCTH

OCHOBBI IICUXOJIOTMH U COLIMOJIOTUU TPYAA

OCHOBBI 5KOHOMUKH, OPTaHU3ALWHU TPY/a U YIIPABICHUS, YIIPABICHUS
[IEPCOHAIIOM

TpynoBoe 3aKOHOJIaTENIBCTBO M UHBIE AKThI, COJAEPIKAIINE HOPMbI TPYIOBOTO
npasa

OCHOBBI apXUBHOTO 3aKOHOZATEIHCTBA 1 HOPMATHBHBIE ITPABOBBIC AKThI
Poccuiickoit denepainuu, B 4aCTy BEACHUA TOKYMEHTALUH 10 MEPCOHAITY
3akoHozgarenscTBO Poccuiickoit denepariuy o nepcoHalIbHbIX JaHHBIX
OcHOBBI HAJIOrOBOTO 3aKOHO1aTenbecTBa Poccuiickoit denepanuu
JlokanbHBIE HOPMATHBHBIE aKThl OPTaHU3ALNH, PETYIHPYIOIIUE TOPTOK
noadopa nepcoHana, 00ecreueHus MepCcoHaIOM

Hopwmpbl 3TuKH 1e710BOTO OOIICHUS

bazoBbie 0CHOBBI HH(POPMATHKH, CTPYKTYPHOE ITOCTPOCHUE
MH(OPMALIMOHHBIX CUCTEM M OCOOEHHOCTH PabOThl C HUMU




[TK-1 Cnocoben
OCYIIECTBIISITh IEATEILHOCTh
10 aHAIU3Y U 00ECTICUCHHIO
OpraHu3aIiK EPCOHATIOM

NJI-2.11K-1 Ymets:

OnpenensaTs KpUTEpUH NMOKMCKA, IPUBIIEUEHMs, ToJ00pa U 0TOOpa
nepcoHasia

Colupatb, aHaIM3UPOBATh U CTPYKTYPUPOBATh HHPOPMALIHIO 00
0COOEHHOCTSAX OpraHM3aluy paboT Ha Pa3IMUYHBIX y4acTKaxX IPOU3BOJICTBA
Y Ha KOHKPETHBIX padouuX MECTax C y4yeToM LieJei, 3a1ay, JIaHOB U
CTPYKTYpPbI OpraHu3alnuu

Colupatb, aHaIM3UPOBATH U CTPYKTYPHPOBATH HHPOPMALIUIO 00
0COOEHHOCTSX U BO3MOXKHOCTSAX KaJIpOBOT'0 NMOTEHIMAIa OpraHu3aluu
CoOupatb, aHaIM3UPOBATH U CTPYKTYPUPOBATH UHPOPMALIUIO 00
0COOEHHOCTSIX PbIHKA TPYAQ, BKIKOYas IPEIJIOKEHUS OT IPOBaiEpOB yCIyr
10 TIOUCKY, MIPUBJICUEHHIO, TOI00PY B OTOOPY NEepCoHaNa, 0 KaHAUIATax U
IPEJIOKEHUAX Ha PIHKE TPyAa

dopmupoBaTh TPeOOBAHUS K BAKAHTHOU JOJDKHOCTH (TIpodeccun,
CHEIHUATBHOCTH) B OTIPEICIATh KPUTEPHH 0100pa TIepcoHaa

BHOCUTB KOppEKTHPYIOIINE CBECHUS B TPEOOBAaHUS K KaHAUJaTaM Ha
BaKaHTHBIE JIOJDKHOCTHU (MPOodeccru, CrennatbHOCTH)

[TpyMeHsITh TEXHOJIOTHUH U METOJIMKU ITOMCKA, IPUBJICUYEHUs, Tog00pa U
0T0Opa KaHIM/IaTOB HA BAKAHTHBIE JOJDKHOCTH (Ipodeccu,
CHEHATBHOCTH) B COOTBETCTBHE C UX CIICUPUKON

[Tonp30BaThCsl IOMCKOBBIMU CHCTEMAaMHU M HH()OPMAIIMOHHBIMHU peCypcaMu
JUIsl MOHUTOPUHTA PbIHKA TPYAA, B 007aCTH 00€CIIeUeH I IEPCOHATIOM,
IPaKIaHCKOI0 U TPYIOBOrO 3aKoHoaarenscTBa Poccuiickoit denepanuun
Hcnonb30Bath cpecTBa 00ECIIeUeHUs IIEPCOHAIOM, BKITIOUAst
COIPOBOKICHHE

KoHncynpTupoBaTh 110 BOIpocam MpUBJIEUYEHUS IEPCOHAIIA, TI0 BOIIPOCaM
pBIHKa TpyJa B YaCTH OOecreueHus: IepCoHaIoM

CocTaBisTh U KOHTPOJIMPOBATh CTaThU PAacX0J0B Ha oOecreueHre
MIEPCOHAJIOM JIJIsl TUTAHUPOBAHUS OI0/[KETOB

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIIEHUSI




[TK-1 Cnocoben
OCYIIECTBIISITh IEATEILHOCTh
10 aHAIU3Y U 00ECTICUCHHIO
OpraHu3aIiK EPCOHATIOM

N/I-3.11K-1 UmeTh npakTUYECKUN OMBIT

AHanu3 MmIaHoB, CTPATETUHU U CTPYKTYPbI OPTaHU3AlNH

AHanu3 0coOeHHOCTEH OpraHu3aIuy padboThl U TPOU3BOCTBA HA
KOHKPETHBIX pab0o4ynX MecTax

AHanu3 pblHKa TPy/Aa [0 OpraHu3aluy padoThl Ha aHAJTOTHYHOM
MIPOU3BOJICTBE U pabOYHX MECTax

dopmupoBaHue TpeOOBaHUN K BAKAHTHOM JTOJDKHOCTHU (TIpodeccud,
CHEIHUAIbHOCTH) U UX KOPPEKLUs

AHanu3 pblHKa TPyAa U IepcoHalla OpraHu3aliy 1o npopuiio BaKaHTHOU
JIOJDKHOCTH (TIpodeccrH, CrienaibHOCTH )

HNudopmupoBanue v KOHCYIbTHPOBAHUE PYKOBOJUTENEH MOIpa3iesieHui 1
OpraHu3aliy 110 BOIPOCAM PBIHKA TPYJa B YaCTU 00ECIIeYECHHUS
MIEPCOHAJIOM, 10 BOIIPOCAM IPUBJICUEHHS IEPCOHANIA C OLIEHKOM 3aTpar
[Towicka BO BHYTPEHHUX M BHEITHUX UCTOYHUKAX HH(OpMAIIH O
KaHHMJIaTax, COOTBETCTBYIOIIEH TPEOOBAaHHUSIM BaKaHTHON JTOJDKHOCTH
(mpodeccun, CeMaATLHOCTH)

Pa3zmMenienus cBeieHHiA 0 BAKAHTHON JOJDKHOCTH (TIpodeccu,
CHENHATBHOCTH) B CPEJICTBAX MAacCOBOW MH(POPMALIUU

Bri6opa crmoco60B 1 METOIOB MTPHUBIICYECHUS TIEPCOHANIA B COOTBETCTBHU C
YTBEPKJACHHBIMU TUIAHAMU

[TpoBepku nHGOpMAIMY O KaHAUIATAX HA BAKaHTHBIE TOJDKHOCTH
(mpodeccun, CeMATLEHOCTH)

[TpoBenenus cobecenOBaHMI U BCTPEY C KaHIUAATaMHU Ha BAaKaHTHBIC
JOJKHOCTH (TMpodeccu, CICIHATLHOCTH) C 00eCIIeYeHUEM 00paTHOM
CBSI3U

O1neHKH COOTBETCTBUS KaHAUJATOB TPEOOBAHHUSIM BaKaHTHOM JTOJKHOCTH
(mpodeccun, criennaTbHOCTH)

[TonroroBku npennoxkeHuil o GopMHUPOBAHUIO OIO)KETa HA TIOUCK,
MIPUBJICYCHHE, TIOJ00P ¥ OTOOP MepcoHasa




[TK-2 Cnocoben
OCYIIECTBIISITh
aJIMAHUCTPUPOBAHHE
IPOIIECCOB U
JIOKYMEHTOOOOPOT pabOTHI ¢
NIEPCOHAIIOM

WJI-1.1IK-2 3nath

JlokanbHbIC HOPMATHBHBIE aKThl OPraHU3ALNHU, PETYIUPYIOIINE TOPSIOK
BHE/IPEHUsI KOP-NIOPATUBHOM COLMANIBHOM MOJUTUKH U COLUAIIBHBIX
nporpamm, ohOpMIIEHUS PaCIOPSIAUTENBHBIX U OPraHU3allMOHHBIX
JIOKYMEHTOB I10 IIepCOHaITy, O(pOPMIIEHHIO TPYIOBBIX OTHOIIECHU,
OpraHU3alMOHHBIX, UHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB,
PEryaupyroIuX TPYA0Bble OTHOLICHHUS

HopmatuBHBIE IpaBOBBIE aKThl, PETYJIUPYIOIIKE TpaBa U 0053aHHOCTH
rOCyJapCTBEHHBIX OPTaHOB U OPTaHU3ALMU [0 IPEJOCTABICHUIO YUETHON
JOKYMEHTaIUH, ONpeEIsIoIne HOPMbI TpyL0Boro mpasa Poccuiickoi
denepanun, 00 THIUBUAYATHLHOM (MIEPCOHU(UIIMPOBAHHOM) yUeTe B
CUCTEME 00513aTEJIbHOTO IIEHCUOHHOT'O CTPax0BaHUsl, HOPMbI TPYIOBOT'O
npaBa

[Topsimok hopmupoBanus, BeleHHs OaHKa TaHHBIX O MIEPCOHANe
OpraHMu3aliy U [PEI0CTaB-JIEHUSI OTYETHOCTH 10 CUCTEMAM OILIAThI U
OpraHu3aly Tpy/a NepcoHala, NpeaocTaBie-Hus OTYETHOCTH 110
BOIIPOCAM COL[MAJIbHOM MOJIUTHKYU B OTHOILIEHUH IIEpCOHAla

JlokasibHbIE HOPMATHUBHBIE AKThl OPraHU3ALUH, PETYIUPYIOLIUE TOPSA0K
OILIaThl, OPraHU3ALMY U HOPMUPOBAHUA TPYyAA

OCHOBBI IOKYMEHTOO00POTA U JOKYMEHTAIIMOHHOTO 00eCrIeYeHUs
TexHonoruu, METoIbl U METOJUKH IPOBEJCHUS aHATIN3a U CUCTEMAaTU3alun
JOKYMEHTOB M WH(}OpMAaIHH

[Topsinok npoBeaeHUsI KOHKYPCOB U O(pOpMIIEHUSI KOHKYPCHOM
JIOKYMEHTaluu

[Topsinox npoBeaeHUsI 3aKyIIOYHbIX MTPOLELYP U 0(OpMIICHUS
COIYTCTBYIOIIEH TOKYMEHTA-LIUH

OpranuzanvoHHYIO CTPYKTYPY OpTraHU3aliu

OcCHOBHbBIE METPUKH U AHAIUTUYECKUE CPE3bI B 00JIACTH JABMXKEHUS U yyeTa
nepcoHasia

[Topsinox oopmiieHUs: JOKYMEHTOB, IPEIOCTABIIIEMBIX B FOCY/1apCTBEHHbBIE
oprasbl, IPOpeCcCHOHANbHBIE COIO3bI U APYTUE MPEICTABUTEIbHbBIE OpraHbl
pabOTHUKOB M UHBIE OPraHU3aluN

CTpyKTypy OpraHu3alii ¥ BaKaHTHBIE JOJKHOCTH (TIpodeccu,
CIEINAIbHOCTH)

TpynoBoe 3aKOHOJIATENIBCTBO U UHBIE AKThI, COJEpPKAIINE HOPMbI TPYJOBOTO
npasa

OCHOBBI apXMBHOTO 3aKOHOJIaTEJIbCTBA U HOPMATHUBHBIE ITPABOBHIE AKTHI
Poccuiickoit @denepanuu, B 4acTH BEICHUs TOKYMEHTALUH 110 IEPCOHATY, B
obnactu odopMiIeHHs, BEAECHUS U XPAaHEHUS JJOKYMEHTOB 110 0(OPMIIEHHUIO
TPYIOBBIX OTHOIIEHUN

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNbcTBa Poccuiickoit deneparuu
3akoHonmarenbcTBO Poccuiickon denepanuiv 0 MEpCOHANBHBIX TAHHBIX
TexHonornu, METObl 1 METOJUKY IPOBEJCHUS aHATIN3a U CUCTEMAaTU3aluN
JIOKYMEHTOB M HH(pOpMaIUU

JlokanbHbBIE aKThl OpraHU3allMH, PETYIUPYIOIINE TOPSI0K Moadopa
NIEPCOHAJIA, OLIEHKH U aTTECTAllUU NIEPCOHAIIA, Pa3BUTHS U IOCTPOECHUS
npodecCHOHATIBLHON Kapbepbl, 00yueHHsl, aaNTallui U CTaXKUPOBKH
nepcoHalia

[Topsimok oopmieHus, BeIeHHUs U XPaHEHUs TOKyMEHTAIIUHU, CBSI3aHHOM ¢
MIOUCKOM, MIPUBJICUEHHEM, TTOA00POM U 0TOOPOM MEepCOHaIa Ha BaKaHTHBIE
JOJIKHOCTH, IIPOBEICHNEM OLIEHKH U aTTECTALUU NIEpCOHAIIA, CHCTEMOM
00y4yeHHsI, alanTalluy U CTAXKUPOBKH, PA3BUTHUS U TOCTPOCHUS
npodecCHOHATBLHON Kapbepbl IepcoHaa, o CUCTEMaM OIUIAThl U
OpraHM3aly Tpy/a NepCcoHala, 10 COLNUAIbHON MOJUTUKE B OTHOLUIEHUH
NIEPCOHAJIA, TPYAOBBIX OTHOLIEHUH, IO YIIPABICHHUIO IEPCOHAIIOM B




COOTBETCTBUH C TPeOOBAHUSIMH 3aKOHOJATENbCTBA Poccuiickoit denepanuu
Y KOPIIOPATUBHBIMH MOJIUTUKAMH, (POPM OTUETHOCTHU B TOCYIaPCTBEHHbIE
OpraHbl YCTAaHOBJICHHBIX 3aKOHO1aTeNIbcTBOM Poccuiickoit deneparuu,
MEPBUYHBIX JOKYMEHTOB IS LieJieil OyXranTepckoro yuera B cepe

o opMIIEHUS TPYAOBBIX OTHOLICHHHA

[TpaBuiia BefeHus 1€710BOM MEepenucKu

HopMsl 5TukH 1e5oBoro oomeHus

bazoBbie 0cHOBBI HH(DOPMATUKH, CTPYKTYPHOE TOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM B OCOOEHHOCTU PabOThI C HUMHU
TapudHo-kBaTM(PHUKATMOHHBIE CIIPABOYHUKH paboT U npodeccuii padbounx
U KBaJTU(UKALMOHHBIE XapaKTEPUCTUKH JTOJIKHOCTEH CITyKaluX,
npodeccuoHabHBIE CTAaHAAPTHI

[Topsiok 3aKito4eHust 10roBopoB (KOHTpakToB) TpedoBanus
3akoHoJaTenbcTBa Poccuiickoii @enepanuu no o(opMIICHUIO TPYIOBBIX
OTHOLIEHU, BOMHCKOMY YYETY, YBEIOMJICHUIO U IIPECTABICHUIO
OTYETHOCTHU B TOCYJAapCTBEHHBIE OPTaHbl CIIEIUATIBHBIX KATETOPHil
PaOOTHUKOB: HMHOCTPAHHBIX PAOOTHUKOB U JIMI] 0€3 rpak/1aHCTBa,
WHBAJIUJIOB, JIUII, UMEIOIINX FAPAHTHH U JIbI'OTHI, yCTAHOBJICHHBIE
3aKOHOJAATEIBHO, U IPYIUX CHEUAIbHBIX KATEropuil

Llenu 1 3a1a4n OpTaHU3AIMH 10 TOCTPOSHHUIO CUCTEMBI 0(OPMIICHUS
TPYOBBIX OTHOILICHHUN

Crienranu3upoBaHHbIe HH()OPMAIIMOHHBIC CUCTEMBI, IIU(PPOBBIC YCIYTH U
CEPBUCHI 110 BEJICHUIO yyeTa U JBUKEHHIO [IEPCOHAJIA, TPAHUIIBI UX
MIPUMEHEHUS




[TK-2 Cnocoben
OCYIIECTBIISITh
aJIMAHUCTPUPOBAHHE
IPOIIECCOB U
JIOKYMEHTOOOOPOT pabOTHI ¢
NIEPCOHAIIOM

NJI-2.11K-2 YmeTs:

AHanu3upoBaTh JOKaJIbHbIE HOPMATUBHBIE AKThI U JIOKYMEHTHI 110
0(OPMIICHHIO TPYJOBBIX OTHOLIEHUH, POPMUPOBATH MPEIIOKEHUS 10 UX
aKTyaJIU3alNH U YIIYUIICHUIO

JloKyMeHTUpPOBaTh TPYAOBBIE OTHOLIECHHUS PA3JINYHBIX KATETOPHIA
pabOTHUKOB U CIIeUaTbHBIX CYOBEKTOB TPYAOBOTO MPaBa B COOTBETCTBUU C
JICUCTBYIOIIUM 3aKOHOAATENbCTBOM Poccuiickoit @eaeparnuu,
peraamMeHTaMu (CTaHaapTaMu) JOKYMEHTO000pOTa OpraHu3aliu
AHaM3upoBaTh HOPMATUBHBIE U METOJIMYECKHE TOKYMEHTHI 10 BOIIPOCaM
OIUIATHl U OpraHU3alMK TPYJla IepcoHalIa

Bectu yuer u peructpanuio 10KyMeHTOB B HH(OPMALMOHHBIX CUCTEMaX U
Ha MaTepUaAIbHBIX HOCUTEIIAX

AHaNnM3UpoBaTh MpaBuiia, IPOLETYPHI U MOPSIKHU MPOBEACHUS OLEHKH U
aTTecTaluy epcoHaNIa, O0yUeHUs, alalTallii U CTAXKUPOBKHU, PA3BUTHS U
MOCTPOEHUS MPOPeCCHOHATBHOM Kapbhephbl IEPCOHANA, MPOIEAYPHI
KOPIOPAaTUBHOW COLMAIBHOW ITOJTUTUKA

AHanM3UpoBaTh NMpaBuiia, IPOLETYPHI U MOPSIOK, PETyIUPYIOIIUE MpaBa 1
00513aHHOCTH TOCY/IAPCTBEHHBIX OPraHOB M OPTaHU3AIIMHU IO BOTIPOCaM
oOMeHa JIOKYMEHTAIMEH 10 IepCoHay

Bectu nenoByro nepenucky, 10KyMeHTOO00pOT, perjaMeHTHPOBAHHBIM
3akoHozaarenbcTBOM Poccuiickoit denepanuu B 001acTu TPYAOBBIX
OTHONICHHH, C paOOTHUKAMH, BHEIITHUMH KOHTPAreHTAMH U TPaxTaHaMu
BoIABIATH OMIMOKY, HETOUHOCTH, UCIIPABJICHHS U HEIOCTOBEPHYIO
nH(pOpMAIKIO B TOKY-MEHTaX, ONPEACNISITh MOJJIMHHOCTD MPEICTABIECHHBIX
JIOKYMEHTOB

OGecneunBaTh JOKYMEHTAIIMOHHOE COMTPOBOXKICHUE BBIX0/a KaHIuIaTa Ha
paboTy M MepeMeIeHUsI IepCcoHata, OIEHKH M aTTeCTalliy MepcoHaa,
00yd4eHus1, aIanTaIui U CTAKUPO-BOK, Pa3BUTHUS U TOCTPOCHUS
poQeCCHOHAIBHON Kapbephl MEPCOHANA, CONTPOBOKICHUE MEPOTIPUATUN
0 OIIaTe ¥ OpraHU3alMU TPY/la MePCOHAlIa, COIUATBHOM MOJTUTHKU B
OTHOIIIEHUH TIEPCOHAJIA

OdopmisTe JOKYMEHTHI IO BOMpOcaM o0ecrieueHus KaApOBbIMU
pecypcaMu, 1o BOIPOCaM OIIEHKH U aTTeCTalliy MepCoHalIa, TPOBEICHUS
00y4eHus1, afanTalui U CTAKUPOBKH, PA3BUTHS U TIOCTPOCHUS
MpoeCCHOHAIBHON Kapbephl MEpCOHAa, OIUIaThl U OpraHU3aIui TPpyaa
MepCcoHasa, KOPIOPATUBHON COIMAIBHON MOJMTHKH HEOOXOAUMBIE JTsI
MPEI0CTaBICHUS B TOCYIapPCTBEHHBIE OPTaHbl, MPOPECCHOHAIBHBIE COFO3bI
U JIPYTHE MPEICTAaBUTEIBbHbBIE OPraHbl pAOOTHUKOB

OGecneunBaTh cOOIOICHIE TPeOOBAaHUH 3aKOHOIATENHCTBA Poccuiickoi
denepanuu U KOPIMOPATUBHBIX MOJUTUK B 00J1aCTH 00pabOTKH
MePCOHATIBHBIX TAHHBIX U KOHPHUIACHIIMATHFHOW HHPOpMAITUH

Onpenensth CTPYKTYpPY U COJIepKaHUE, TOTOBUTH MTPOEKTHI HOPMATHUBHBIX
JIOKYMEHTOB ¥ IOKYMEHTOB 10 0()OPMJICHHIO TPYIOBBIX OTHOIICHUMN
Opranu3oBbIBaTh XpaHEHHUE JOKYMEHTOB B COOTBETCTBUHU C TPEOOBAHUSIMH
TPYAOBOTr0, apXUBHOI'0 3aKOHOAATeNbCTBA Poccuiickoit denepanuu u
JIOKaJbHBIMU aKTaMH OpTraHu3aluu

AHaIM3upoBaTh JOKYMEHTHI U IEPEHOCHTh HH()OPMAIIUIO B
WH(OPMAIIMOHHBIE CHCTEMBI M 0a3bl TAHHBIX O KaHIUAATaX

PaboTatb ¢ nHpOpPMAITMOHHBIMU CHUCTEMaMU M 0a3aMH JaHHBIX T10
BOIIPOCaM 00ecCIeueHus IEPCOHAIOM, IPOBEICHUS OLICHKH U aTTECTAINH
nepcoHasa, oOy4eHus:, aIanTalui U CTAXKUPOBKH, PA3BUTHUS U TIOCTPOCHUS
npoecCHOHANTLHOM Kapbephl IEpCOHAlIa, BEACHUIO MIOMCKA U yUeTa
KaHJUJATOB HA BaKaHTHBIC JOJDKHOCTH (TIpodeccuu, CrienuanbHOCTH ), IO
CH-CTEMaM OIUIATHI M OPraHU3alUK TPYJla IEPCOHalIa, COLMAIIbHON
MOJIMTUKY B OTHOILIEHUHU MTEPCOHAlIa




AHanu3upoBaTh JOKYMEHTHI U IEPEHOCUTH HH(GOPMAITUIO B
nH(pOpMaITMOHHBIE CUCTEMBI U 0a3bl TAHHBIX

OdopmasaTs KapoBble JOKYMEHTHI B COOTBETCTBUU C TPEOOBAHUSIMU
3akoHoAarenbcTBa Poccuiickoit denepanyu v JTOKaIbHBIMA HOPMAaTUBHBIMU
aKTaMu OpraHM3alllH, YUeTHbIE JOKYMEHTHI, IPEIOCTABIIsIEMbIC B
roCyJIapCTBEHHbIE OPTaHbl, IPEICTaBUTEIbHBIE OPIaHbl pAOOTHUKOB
[TpousBoauTh NpeaBapuTeIbHbIE 3aKYIIOYHBIE TPOLIEAYPHI U OPOPMIIATH
COITYTCTBYIOIIYIO TOKYMEHTAIIUIO 10 3aKJIIOUEHHUIO JOTOBOPOB
OpranuzoBbIBaTh U MPOBOJUTH KOHKYPCHI, OOPMIIATH U aHAJIM3UPOBATD
KOHKYPCHYIO J10-KYMEHTAIIUIO

Paborats co cnenuanu3npoBaHHBIMU HHGOPMAITMOHHBIMU CUCTEMaMHU U
U(POBBIMU CEPBUCAMU TI0 BEICHUIO yU€Ta M JBH)KEHUIO TIepCoHaIa,
COIPOBOKICHHUIO TPYIOBBIX OTHOIICHUHN, C HHPOPMAIIMOHHBIMH
cuUcTeMaMH, ITU(POBBIMU YCIYyraMH M CEPBUCAMH 10 BEACHUIO YU€Ta U
JBIKEHUIO TIEPCOHAIIA, CTATUCTUYECKON M OTYETHOW HH(POPMALIUU 1
AQHAIUTUKH I10 IEPCOHATY

Co01r01aTh HOPMBI ATHUKH JCIIOBOTO OOIIECHUS

dopMUpOBaATH MIPEAIIOKESHHS IO ABTOMATU3AIIMN U ITU(DPOBU3AITIT
IIPOLIECCOB U JOKYMEHTOO0OpOTa 0 YUETY U JBUKEHHIO IIEpCOHAIA,
JIOKYMEHTOB 110 NIEPCOHAILY JIJIsl IPE/CTABIIEHUS B FOCY1apCTBEHHBIE OPTaHbl




[TK-2 Cnocoben
OCYIIECTBIISITh
aJIMAHUCTPUPOBAHHE
IPOIIECCOB U
JIOKYMEHTOOOOPOT pabOTHI ¢
NIEPCOHAIIOM

N-3.11K-2 UmeTh mpakKTHYECKUN OTIBIT

Co6opa 1 MpoBEPKH JTUIHBIX JOKYMEHTOB PAOOTHUKOB
KoncynpTupoBanus pabOTHUKOB 110 BOIIpocaM O(GOPMIIEHHUS TPYIOBBIX
OTHOLLEHUN

OdopmieHus TOKYMEHTOB, PETJIAMEHTUPYIOIIUX TPYOBbIE OTHOIICHUS C
KOHKPETHBIM paOOTHUKOM

[ToaroroBku 1 0QOpMIIEHHUS O 3aMPOCy PAOOTHUKOB U JOHKHOCTHBIX JIUIT
KOMUH, BBIITUCOK U3 KAJPOBBIX JOKYMEHTOB, CIIPABOK, HH(OpMALIUU O
CTa)e, JIbroTax, rapaHTUsX, KOMIIEHCALUIX U UHBIX CBEICHU O
paboTHHUKAX

Bbiaun paboTHUKY JOKYMEHTOB O €r0 TPYJI0BOU e TEIbHOCTH
JoBeneHust 10 cBeieHUs] paOOTHUKOB OPraHr3allMOHHBIX,
pactopsIUTENbHBIX U KaJPOBBIX JTOKYMEHTOB OpraHU3aluu

Benenus ydera, nperycCMOTPEHHOTO TPYJAOBBIM 3aKOHOAATEIILCTBOM
Poccuiickont @enepanuun

Perucrparuu, y4uera, orepaTUBHOTO XpaHEHHS KaJIpOBBIX JOKYMEHTOB,
MOATOTOBKA UX K CAa4e B apXUB

PaboThI B KOPIIOPATUBHBIX U BHEIIHUX HH(POPMAIIMOHHBIX CHCTEMaX H
HCIIOJIb30BaHUE ITUPPOBBIX CEPBUCOB, BHIMOTHIIONMX (QYHKIIUH BEICHUS
JIOKYMEHTAIMH T10 JBM)KCHHIO U yUeTy MepcoHana

Pa3paboTku MpoeKTOB JOKAIBHBIX HOPMATUBHBIX aKTOB OpraHU3aIiH,
PETYIUPYIOMUX TPYAOBBIE OTHOIICHHS, IOKYMEHTOB 110 O()OPMIIEHHUIO
TPYIOBBIX OTHOIICHHUHN C KOHKPETHBIM PAOOTHUKOM

[ToAroTOBKH MPEAIOKEHUH 110 ONTUMU3ANNUN (HOPM JOKYMEHTOB U
nrdpoBU3aIuu JOKYMEHTO000pOTa OpraHu3auy B 00J1acTi 0hOpMIICHUS
TPYIOBBIX OTHOILICHHUI

[ToAroTOBKM MPOEKTOB JOKYMEHTOB I10 MIPOIIEIypaM YIIpaBICHUs
MIEPCOHAJIOM, y4YeTa U JBUKEHUS MepcoHalia

[ToAaroToBKHM 1O 3aMPOCy rOCYAAPCTBEHHBIX OPTraHOB, IPEACTABUTEIHHBIX
OpraHoB PaOOTHUKOB OPUTHHAJIOB, BHITTUCOK, KOMTUN JJOKYMEHTOB H
MIPE0CTABICHUE B DJIEKTPOHHOM BHUJIE CBEJICHH, PErIaAMEHTHPYIOIITUX
TPYIOBbIE OTHOIICHUS ¥ UMEIOIIUX OTHOILIEHUE K PerilaMeHTallUH
TPYXOBBIX OTHOILICHHUN

[ToaroToBKM 3aTPOCOB B TOCYAAPCTBEHHBIE OPTaHbl U CTOPOHHUE
OpraHu3aIiy I TOATBEPKIECHUS CBEJICHUI B MHTEpecax paOOTHUKOB U
paboTtonaTest

[ToaroToBk# yBe1OMIIEHUM, OTYETHOM, CTATUCTUYECKON U aHAITUTHYECKON
uH(popMalru 0 0POPMIICHHIO TPYIOBBIX OTHOIIEHUN

Opraau3zanuu JOKyMEeHT0000pOTa 10 YUETY U ABMIKEHHUIO IepCcoHaIa
Opraau3zanuu npeACTaBICHUsS JOKYMEHTOB 10 TIEpCOHAy B
TOCYJapCTBEHHBIE OPTaHbBI

IToaroToBKM YBEIOMIIEHUH, OTYETHOMW, CTATUCTUYECKON U aHAITMTHYECKOU
uH(pOpPMAIIUU TI0 IEPCOHAITY

[ToaroroBku MHGOPMALIUY O 3aKITFOYEHUN TPYAOBOTO WIIH TPakIaHCKO-
MIPABOBOTO JOTOBOPA Ha BHIMOJIHEHHE PaboT (OKa3aHue yCIyr) ¢
rpakKJIaHUHOM, 3aMEIAIOIINM JIOJKHOCTU TOCYIapCTBEHHOM UITH
MYHHIIMIIATLHON CITYKOBI, MepeueHb KOTOPBIX YCTAaHABIMBACTCS
HOPMaTHUBHBIMU MPaBOBBIMU akTaMu Poccuiickoit deneparuu




[TK-2 Cnocoben
OCYIIECTBIISITh
aJIMAHUCTPUPOBAHHE
IPOIIECCOB U
JIOKYMEHTOOOOPOT pabOTHI ¢
NIEPCOHAIIOM

N/1-4.1T1K-2 meTh npakTUYECKUN ONBIT: AHAJIN3a MPOIIECCOB
JIOKYMEHTO000pOTa, JIOKAJIbHBIX JOKYMEHTOB I10 BOIIpOcaM 00eCIeUeHUs
MEPCOHAJIOM, OLIEHKE U aTTeCTalluy MIepCOHaa, OpraHu3aluu OIJIaThl 1
TpyJa MepcoHasna, KOpIopaTUBHOM COIMATbHOM MOJIUTUKH

AHau3 IpoIeccoB, MPAaBUII U MOPSAKOB OPraHU3alUU IPU IPOBEICHUU
MEPOMNPUATHIA [0 PA3BUTHIO U TPO(ECCHOHANIBHOM Kapbepe, 00y4eHHUIO,
aJlanTalyy ¥ CTAKUPOBKE MepcoHaia

Odopmienue npoiiecca U pe3yIbTaToB aTTeCTALUU IEpCOHAIA
Odopmienne TOKyMEHTOB IO BOIIPOCaM OIUIATHI U TPY/a MepcoHana
Benenus nnpopmanum o BaKaHTHBIX JODKHOCTSX (Tpodeccusix,
CIEIHUAIbHOCTSIX) ¥ KaHAUaTax

OpranuzanroHHOE CONPOBOXKACHUE MEPOIIPUATHI 110 OLIEHKE [IEPCOHANa U
€ro arTecTaluu

JIOKyMEHTalIMOHHOT'O M OPraHU3aLOHHOIO COMPOBOKACHUSI MEPOTIPUATUI
KOPIIOPAaTUBHOM COIMATIbHOM MOJTUTUKHU

JIOKYMEHTaIMOHHOT'O COIIPOBOXACHNE KaHIUAATOB Ha dTanax roucka,
IIPUBJIEYEHMS], 1000pa U 0TOOpA MEPCOHAIAa HA BAKAHTHbIE I0JKHOCTH
(mpoteccun, ciennanbHOCTH ), THGOPMHUPOBAHNE KAaHIUIATOB O
pe3ynbraTax oToopa

JloKkyMeHTarmoHHOTO 0POPMIICHHS PE3YIIBTATOB MEPOIIPUSITHIHA 1O
Pa3BUTHIO U IPOPECCHOHATBHON Kapbepe, 00YUEeHUIO, alalTallud 1
CTaXXUPOBKE MEPCOHAJA, KOPIIOPATUBHON COLMATIBLHOM MMOTUTUKHI
WupopmupoBanust nepcoHana o pe3ynbTarax OUEHKU U aTTeCTalluu
[TonroroBKH 3ampocoB 0 KaHAKWJATaxX B TOCYJapCTBEHHbIE OPraHbl, B
ClIy4asiX, IpPeyCMOTPEHHBIX JEHCTBYIOIUM 3aKOHOIaTEIbCTBOM U
00paboTKa MpeI0CTaBICHHBIX CBEICHUIM

[TonroroBku u 00paboOTKa yBETOMIIEHUS, 3aIIPOCOB B TOCYIapCTBEHHbIE
oprasbl, Npogec-CHOHAJIbHBIE COI03bI U IPYrHe NMPEeACTaBUTEIbHbIE OPTaHbl
PabOTHHUKOB TIO0 BOIIPOCAM TMOUCKA, MPUBJICUEHHUS, TT000pa 1 0TOOpa
NepcoHalia, BONPOCaM COI[MAJIbHOM MOJIUTHUKY B OTHOLIEHUH IT€pCOHaa
[ToAroToBKM MHAMBUAYAIbHBIX MPEAJIOKEHUN HA OCHOBE PE3YJIbTATOB
IIPOBEJICHUS MEPONPUATUI IO Pa3BUTHUIO U MPOPECCUOHATBHON Kapbepe,
00y4eHHI0, aiaNnTallli U CTAXKUPOBKE MepCcoHaa

IToATrOTOBKM NMPEUIOKEHUH IO Pa3BUTHIO IIEPCOHAIIA 110 PE3YJIbTaTaM
OIICHKH, COBEPILIEHCTBOBAHUIO CCTEM OOYYEHHs, aanTaluu 1
CTaXKUPOBKH, Pa3BUTHSI U TOCTPOCHUSI TPO(PECCHOHABHOM Kapbephl
NepcoHasia, 10 BOIpOcaMm OIUIaThl ¥ Tpy/a epcoHana, 1o
COBEpUICHCTBOBAHUIO CHUCTEMBI OIUIAaThl U OpraHU3aluy Tpy/ia epcoHaa,
KOPIOPATUBHOM COIMATIbHON MOJTUTUKHI

[ToaroToBKH pe3yapTaTOB aHAIM3a COOTBETCTBHSI KOPIOPATUBHOM
COITMATFHOM TOJUTHKU TPEOOBAHMIM 3aKOHOIATENhCTBA Poccuiickoi
®enepanvy U yCIOBUSIM phIHKA TPy/ia

ConpoBoXk/IeHUS IOTOBOPOB 10 00ECTIEUEHUIO OPTaHU3aIIH [IEPCOHATIOM,
BKJIIOYAs IPEIBAPUTEIbHBIE TPOLEAYPHI IO UX 3aKIIOYEHHIO, 10 OKa3aHUIO
KOHCYJIbTAIIHOHHBIX U MH()OPMAITMOHHBIX YCIYT 110 OLEHKE U aTTeCTAllUH
IIEpPCOHAJIA, TI0 CUCTEMAM OIUIAThl U OpraHU3alluy TpyJia IEpCcoHaa,
BKJIIOUAs IPEIBAPUTEIIBHBIE TPOLEAYPHI IO UX 3aKITIOYEHHUIO
JIOKyMEHTaIIMOHHOTO M OPTaHU3aLMOHHOTO COMPOBOKICHHS CUCTEMBI
OpraHM3aly U OIUIaThl TpyZa IepcoHaa

ConpoBox/1eHUsI JOTOBOPOB 10 OKAa3aHUIO KOHCYJIbTAllUOHHBIX,
MH(POPMALMOHHBIX YCIIYT, HEOOXOIUMBIX ISl IPOBEICHHS 00yueHHUs,
aJIanTalliy ¥ CTaXXUPOBOK, PA3BUTHUS M TOCTPOCHUS PO ECCHOHATLHON
Kapbepbl IIEPCOHANIA, 110 MEPONPUATHAM KOPIIOPATUBHON COLMAIbHON
MOJINTUKHU BKJIIOUAs IPEABAPUTEIbHBIE IPOLEAYPHI 10 UX 3aKIHOUECHUIO
Beimonnenus TpeboBaHuii 0 XpaHEHUIO HH(POPMAINK O pe3yabTaTax




0o0y4deHus, alanTallui U CTAXKUPOBKU, PA3BUTHUS U MOCTPOCHUS
npodeccuoHanbHOM Kapbephl IepcoHalIa

OpraHU3alMOHHO-YIIPABJICHYECKUI

I1K-3 Cmocoben
OCYIIECTBIISATH OPraHU3AIHIO
HpOBe[[eHI/ISI OILICHKU U
aTTeCTAlllU TIePCOHaa

NJ1-1.11K-3 3uath

TexXHOJIOTHH U METO/IbI OTIPEICICHUS TPOPECCUOHATBHBIX 3HAHUH, yMEHHI
¥ KOMITETeHIINH, OIIEHKH MPO(PECCUOHATLHBIX 3HAHUH, YMEHUH U
KOMIIETCHIIUI

TexHOJIOrnH U METOABI OLIEHKH JIMYHOCTHBIX KAYECTB U XAPAKTEPUCTUK
ITopsimoK ¥ TEXHOJIOTUS IIPOBEICHUS ATTECTALIUN

Cucrembl, METOIBI 1 (POPMBI MATEPUAIIBHOTO U HEMATEPUATBHOTO
CTUMYJIMPOBAHUs TPy/1a IIEpCOHAIIA

TexHonoruu U MeTo1bI HOPMUPOBAHHS U KOHTPOJISI OIOKETOB
TexHosornu, MeToAbl U METOJAMKHU IIPOBEICHUS AHAJIN3A U CUCTEMAaTU3aLUH
JOKYMEHTOB M UH(OpMAIHH

OcCHOBBI O0IIIEH U COLMAILHOM IICHXOJIOTHH, COLIMOJIOTHH U IICUXOJIOTHH
Tpyna

OCHOBBI IPOU3BOJCTBEHHON JESITEIbHOCTH OpraHU3aluu

[Topsinox mpoBeAeHUsI 3aKyIIOYHbIX MTPOLELYP U 0(OpMIICHUS
COINYTCTBYIOIEH JOKYMEHTALUU

CrtpyKkTypa opraHu3anuy 1 BaKaHTHBIE JTOJDKHOCTH (TIpodeccu,
CIEIHAJIbHOCTH)

TpynoBoe 3aKOHOAATENIBCTBO U MHBIE aKThI, COAEPKALNE HOPMBI TPYJIOBOTO
IpaBa

OCHOBBI apXMBHOT'0O 3aKOHOJIaTEJIbCTBA U HOPMATHUBHBIE ITPABOBHIE AKTHI
Poccuiickoit denepaiuu, B 4aCTH BEACHUS TOKYMEHTALMH 10 MEPCOHAITY
3akoHogarenscTBO Poccuiickoit deneparinu o nepcoHanbHbIX JaHHBIX
JloxanpHbIE HOPMATUBHBIE aKThl OPraHU3ALMH, PETYIMPYIOLINE OPSIIOK
OILICHKH IIepCOHAIA

[Topsiok 3aKII0OUEHUS I0rOBOPOB (KOHTPAKTOB)

HopMbl aTuKH 1e510Boro oomeHus

bazoBble 0CHOBBI HH(POPMATHKH, CTPYKTYPHOE TOCTPOECHUE
UH(POPMALIMOHHBIX CHCTEM U 0COOEHHOCTH pabOThl C HUMHU




IT1K-3 Crocoben
OCYIIIECTBIISATH OPTAaHU3AIHIO
MIPOBEJICHUS OLICHKH U
aTTeCTalliy IIepcoHalIa

NJI-2.11K-3 YmeTs:

OnpenensaTs napaMeTpbl U KPUTEPUH OLIEHKU U aTTECTAI[MH IIepCOHAIa
OnpenensaTs U NIPUMEHSTh CPEACTBA U METOJIbI IPOBEIECHUS OLIEHKU
HEepCOHaa, aTTeCTalluu

Beinenars (onpenensaTs) rpymiibl HEpCcoHaia i IPOBEICHUS OLCHKH,
aTTecTaluu

Bectu yuet u perucrpanno JOKyMEHTOB B HH(OPMAIIMOHHBIX CUCTEMAaX U
Ha MaTepUaJIbHbIX HOCUTEISX

OnpenensTb UHTEHCUBHOCTb TPY/1a U 30HbI NOBBILIEHHS 3()(H)EKTUBHOCTH
nepcoHasia

OnpenensTb MOTUBALMOHHBIE (PaKTOPBI IPOBEIEHUS OLICHKH [TepCOoHAa
CocCTaBisTh U KOHTPOJIMPOBATH CTATHH PACXOJIOB HA OLEHKY U aTTECTAIIUIO
nepcoHana JJisl TNIAHUPOBAHUS OFOJIKETOB

ObecneunBaTh TOKYMEHTALIMOHHOE COTPOBOXKICHHE aTTECTAIlMK TIEpCOHAa
ObecneunBaTh OPraHU3aIMOHHOE COMPOBOXKICHUE OIICHKH NIEPCOHaNa
ObecnieunBaTh COXPAaHHOCTh KOH(PHICHIIMATHHON HH()OpMAIH TTPU
MIPOBEICHUH OIICHKH MIEPCOHAa

OpraHu30BBIBaTh XpaHEHNE TOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMHU
TPYAOBOT0, apXUBHOI'0 3aKOHOAATENBCTBA Poccuiickoit @enepanuu u
JIOKaJIbHBIMU HOPMATHBHBIMH aKTaMH OpTaHU3aIuN

Cobupatb, aHATM3UPOBATH U CTPYKTYPHPOBATH HHPOPMALIUIO O
MPEUIOKEHHSX TI0 OLIEHKE TepCOHalIa Ha PBIHKE TPyJa

[Tpon3BoONTH MIpEeIBAPUTENBHBIE 3aKYIIOYHBIE TPOLEAYPHI U OPOPMIIATH
COITYTCTBYIOIIYIO JOKYMEHTALUIO TI0 3aKJIFOUYEHHUIO JIOTOBOPOB
OnpenensaTh yCIOBHS JUIs 3aKIIOYCHHUS JOTOBOPOB HA YCIIYTH 110
MIPOBE/ICHUIO OLIEHKH IepCOHalIa

CucremaTu3znpoBarhb, 000011aTh ¥ aHATU3UPOBATH PE3YIbTATHI OLIEHKH
nepcoHaia

ObecnieunBaTh OOPATHYIO CBSA3b 110 PE3YyIbTaTaM IIPOBEIECHHON OLIEHKH C
MIEPCOHATIOM M PYKOBOJICTBOM

[Tonp30BaThCst TOMCKOBBIMHU CHCTEMaMH, HH()OPMAITHOHHBIMHU pECYpPCaMU H
0a3aMu JTaHHBIX 10 MPOBEJCHUIO OIIEHKH, aTTECTALMH ITepCoHalIa
PazpabaTpIiBaTh pEKOMEHIANNY TI0 PA3BUTHIO TIEPCOHANIA HA OCHOBE
IIPOBEICHHON OLIEHKH

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIIEHUS




IT1K-3 Crocoben
OCYIIIECTBIISATH OPTAaHU3AIHIO
MIPOBEJICHUS OLICHKH U
aTTeCTalliy IIepcoHalIa

N/1-3.11K-3 meTh npakTUYECKUH OMBIT

AHanu3 CTPYKTYpHI, INIAHOB U BaKaHTHBIX JOJDKHOCTEH (TTpodeccuid,
CIIENUATILHOCTEN ) OpraHu3aIlii, 0COOEHHOCTEH OpraHu3aluu padoThl Ha
Pa3IMYHBIX y4acTKaxX MPOU3BOACTBA U KOHKPETHBIX pabOYNX MecTax
Pa3paboTka naHa Ol[eHKHU MepcoHalia B COOTBETCTBHUH C LEISIMU
OpraHu3aluu

Pa3paboTka MpoeKTOB JOKYMEHTOB, ONPECIIAIOMINX TOPSA0K aTTECTAllUH
nepcoHala, ¢ OIEHKOI 3aTpat

OueHka JMHAMHUKY POU3BOAUTEILHOCTH, MHTEHCUBHOCTH U

s exTUBHOCTH Tpy/a Ha pabOYMX MecTax

Omnpenenenue pecypcoB, BEIOOP CPEICTB U METOJIOB MPOBEICHUS OLICHKU
nepcoHalia

ITpoBeneHne OLIEHKH IIEPCOHANIa B COOTBETCTBUY C IJIAaHAMH OpraHu3alun
ConpoBo:k/ieHHE T0IOBOPOB C OPraHU3ALUAMH - UCIIOTHUTEISIMU
MEPOIPUITHUI 10 OLIEHKE NIEpCOHAJIA, BKIIIOYasl IpeABapUTEIbHbIC
IPOLEAYPHI IO UX 3aKITHOUYECHUIO

ConpoBox/ieHHE Tpolecca aTTECTALUU U pabOThI aTTECTAMOHHOMN
KOMUCCHUH

KoHncynpTupoBaHnue nepconasia no BOIpocam OLEHKH, BKIIIOYasi OLIEHKY
3arpar

AHanu3 pe3yibTaToB OLIEHKH IIepCOHaa, OAr0TOBKA PEKOMEH1alluii
PYKOBOJICTBY U IIEPCOHAITY

[ToaroToBka mpeuIokeHuit Mo GopMrupoBaHUIO OIOKETA [0 OpPraHU3alNU |
IIPOBEJICHUIO OLIEHKU [I€pCOHaa, aTTeCTalluu IepcoHalia

[ToaroroBka npenaoKeHUu 0 COOTBETCTBUU paOOTHUKA JOJKHOCTH
(mpodeccun, cCienUaNbHOCTH) 10 pe3yabTaTaM aTTeCTalliid B COOTBETCTBUH
¢ 3aK0oHOJaTenbCTBOM Poccuiickon @enepanyu

[1K-4 Opranuszauus u
MIPOBEICHUE MEPONPUATUH O
Pa3BUTHIO U TOCTPOEHHUIO
npodeccuoHaNbHON Kapbephl
nepcoHana

N/1-1.1TK-4 3Hath

Cucrema, crioco0bl, METOJIbl, THCTPYMEHTBI TIOCTPOEHUS
npodeccuoHaIbHON Kapbepsl

Mertobl onpeieIeHNs U OLEHKH JTUYHOCTHBIX U PO ECCHOHATBHBIX
KOMIIETEHIIU I

Cucrembl, METOIbI M (POPMBI MATEPUAIBHOTO U HEMATEPUATBHOTO
CTUMYJIMPOBAHUS TpyZa MepcoHaa

TexHomoruu, MeTo/1bl GOpMUPOBAHMS U KOHTPOJIS OI0IKETOB
TexHOI0rMH, METO/IbI U METOAMKH IIPOBEICHUS aHAIM3a U CUCTeMaTH3allun
JIOKYMEHTOB M UH(pOpMaIUU

OcHOBBI TpohecCHOHATTBHON OPHEHTAIIMN

OCHOBBI JOKYMEHTOO00POTa U JJOKYMEHTAI[HOHHOTO 00eCTIedeHus
OCHOBBI ITPOU3BOICTBEHHOH JI€ATEILHOCTH OpraHu3aluu

OcHOBBI 00111 U COIMATBHON TICUXO0JIOTHH, COLIMOIOTUU U TICUXOJIOTUU
Tpyna

CrpyKTypa opraHM3alyy 1 BaKaHTHBIE JOJDKHOCTH (Tipodeccun,
CIEIHAIbHOCTH)

TpymoBoe 3aKOHOAATENBCTBO U MHBIE aKTHI, COJIEPKAIIUE HOPMBI TPYIOBOTO
npaBa

3akoHonmarenbcTBO Poccuiickon denepanuiv 0 NEpCOHANBHBIX TAHHBIX
JlokasibHbIE HOPMATHUBHBIE AKThl OPraHU3AINH, PETYIUPYIOLIUE TOPSIA0K
pa3BUTHA U TIOCTPOEHUS PO eCcCHOHATBLHON Kaphephl MepcoHana
[Topsiiok 3aKIIFOYEeHHST TOTOBOPOB (KOHTPAKTOB)

HopwMbl aTuku nemnoBoro oomeHus

bazoBbie 0cHOBBI HH()OPMATUKH, CTPYKTYPHOE MTOCTPOCHHE
WH(POPMAITMOHHBIX CHCTEM U OCOOEHHOCTH pabOThl C HUMU




[1K-4 Opraauszanus u
MPOBEJICHUE MEPOTPUSITUIN 110
Pa3BUTHIO U TOCTPOCHUIO
npodeccuoHaNbHOM Kapbephl
nepcoHaa

NJI-2.11IK-4 YmeTs:

AHanu3upoOBaTh YPOBEHH OOIIETO Pa3BUTHS U MTPOPECCHOHATIBHON
KBaTH(UKAIIMH TIEpCcoHasa

OnpenensiTb KpaTKOCPOUHBIE U IOJITOCPOUHBIE TOTPEOHOCTH PA3BUTHS
MepCoHaNIa U IOCTPOEHUS €ro NpodecCHOHATbLHON Kaphephbl
Onpenensts Kpurepuu GOPMHUPOBAHUS KaJPOBOTO pe3epBa OpraHU3aIlu
CocTaBisTh UHIUBUYaTbHbIE TUIAHBI KAPHEPHOTO PA3BUTHSA NIEPCOHAIA
[TpyMeHsITh TEXHOJIOTHN U METO/Ibl PA3BUTHS IIEPCOHANA U TOCTPOCHUS
npoeccuoHanbHOM Kapbepbl

CocTaBisTh NPEATOKEHUS U KOHTPOJIUPOBATH CTAThbHU PACX0J0B Ha
[POrpaMMbl U MEPOIIPHUATHS 110 Pa3BUTHIO MIEPCOHANIA U TIOCTPOCHUIO
po(ecCHOHANTLHOM Kapbephl ISl IUTAHUPOBAHMSI OIO/[KETOB
Onpenensite 3QPEKTUBHOCTE MEPONIPHUSITHIA IO PA3BUTHUIO ITEPCOHAA U
MIOCTPOCHUIO MPO(PECCUOHATBHON Kaphephl

Paborats ¢ mHPpOpPMAIIMOHHBIMHA CHUCTEMAMH U 0a3aMU JIaHHBIX 110
NePCOHATY

Co01r01aTh HOPMBI ATHUKH JCIIOBOTO OOIIECHUS

N/1-3.11K-4 UmeTh npakTUYECKUN OMIBIT

AHaJIU3 CTPYKTYpBI, IJIAHOB M BaKaHCUI OpraHu3aluu

AHanu3 ocobeHHocTell paboThI Ha Pa3IMUHBIX Y4aCTKaX MPOU3BOJACTBA U
KOHKPETHBIX pab04YnX MecTax

[TonroroBka MpoeKTOB JOKYMEHTOB, ONPECIIAIOMINX HOPSA0K pa3BUTHUS
NepCOHaNa U MIOCTPOCHUS MPOPECCHOHATBHON Kapbhephl C OLEHKOW 3aTpat
Pa3paboTka rranoB npoeccHoHaIbHOW Kapbepbl pAOOTHHKOB
®opMUpOBaHUE KaJPOBOTO pe3epBa

Opranu3zanys MEpOINpUITHI IO Pa3BUTHIO U TOCTPOECHHUIO
npodeccuoHanbHOM Kapbepsl IEpcoHalIa

[TonroroBka mpenaoxeHuil o GopMUPOBAHUIO OIO/PKETAa HA OPTaHU3aLINIO
U TIPOBEJICHHE MEPOIIPUATHIH 110 pa3BUTHIO U TIOCTPOCHUIO
npodeccuoHanbHOM Kapbephl IEpcoHalIa

AHanu3 3¢(HeKTUBHOCTH MEPOTIPUATHIH 10 Pa3BUTHIO IIEpCOHAA,
MOJIFOTOBKA MPEJIOKEHUH 10 Pa3BUTHIO




[1K-5 Opranuzanus o0y4ueHus
nepcoHana

NJI-1.IIK-5 3Hats:

MeTobl, HHCTPYMEHTHI UCCIIEJ0BAHUS TOTPEOHOCTH B 00yUEHUHN
nepcoHasia

Mertonosnorus o0y4yeHus

TexHomoruu, METO/Ibl U METOAMKH IIPOBEICHUS aHaIM3a U CUCTeMaTU3aluu
JIOKYMEHTOB U HH(pOpMaLUU

[Topsimok pa3paboOTKH MJIAHOB MOATOTOBKH, IEPENOATOTOBKH U IOBBIILICHHS
KBAJM(PHUKALMU KaJAPOB, yYEOHBIX IIAHOB U MPOrpaMM

Cucrembl, MeTOIbI M (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBaHUs TPyAa NepcoHasa

TexHomoruu u MeTo bl HOPMUPOBAHMS U KOHTPOJISI OFOAKETOB

[Topsiok BeeHUs yuyeTa U OTYETHOCTH 110 MOJATOTOBKE U ITOBBILLIEHUIO
KBaJM(HUKAIMY TIEpCOHANA

OCHOBBI JOKYMEHTO000POTa U IOKYMEHTAIIMOHHOT'O 00eCIIeYeHUS
OCHOBBI TEXHOJIOTMH [TPOU3BOJICTBA U JIEATEIBHOCTH OpPraHU3aluu
OcHOBBI 001IIEH U COIMATTBHON TICUXOJIOTHH, COIIHOIOTHU U TICUXOJIOTUU
TpyAa

[Topsinox mpoBeAeHUsI 3aKyIIOUHbIX MTPOLELYp U 0(OpMIICHUS
COIYTCTBYIOIIEH JOKYMEHTALUU

CtpyKTypa opranuszanuu

TpynoBoe 3aKOHOJIATENILCTBO U UHBIE AKThI, COJEPHKAIIXE HOPMbI TPYJOBOIO
npasa

OCHOBBI apXMBHOT'O 3aKOHOJIaTEJILCTBA U HOPMATUBHBIE ITPABOBHIE AKTHI
Poccuiickoit denepainuu, B 4aCTH BEACHUA JIOKYMEHTALMU 10 MEPCOHAITY
OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNnbecTBa Poccuiickoit denepanuu
OcHOBBI 3aKOHOIaTENBCTBA 00 0OpazoBannu Poccuiickoit denepannu
3akoHogarenscTBO Poccuiickoit denepannu o nepcoHanbHbIX JaHHBIX
JlokasibHbIE HOPMATHUBHBIE AKTHl OPraHU3AINH, PETYIUPYIOLIUE 00yuyeHue
nepcoHasia

[Topsiok 3aKIT0OYEHUS I0rOBOPOB (KOHTPAKTOB)

Hopwmpbl 3TuKH 1€710BOTO OOIICHUS

bazoBbie 0CHOBBI HH()OPMATUKH, CTPYKTYPHOE TOCTPOCHHE
MH(OPMALIMOHHBIX CUCTEM U OCOOEHHOCTH pabOThl C HUMU

NJ1-2.1T1K-5 YmeTs:

AHaJIN3UPOBATh U ONPEAEIATh NOTPEOHOCTH B 00yUEHHH IPYIIIT EepCOHaNa
B COOTBETCTBHH C IIEJIIMU OpraHU3aluu

Pa3palaTbIBaTh MJIaHbI IOATOTOBKH, IEPEMIOATOTOBKH U MOBBIIICHHS
KBaJTM(HUKAIMY KaJpPOB, y4eOHbIE IUIaHbI U POTPAMMBI

AHaJIN3UPOBATH PHIHOK 00pa30BaTEIbHBIX YCIYT U TOTOBUTH MPEATIOKECHUS
10 TIOCTAaBIIHUKAM YCIIYT

OpraHu3oBbIBaTh 00y4aromue MeporpusITUs

CocTaBisATh U KOHTPOJIMPOBATH CTAThU PACcX0JI0B HAa O0YUYEHHUE MepcoHaa
JUIS TUTAaHUPOBAHUS OIOIKETOB

Pa3pa0aTbIBaTh U KOMIUIEKTOBATh Y4€OHO-METOAMYECKHE JOKYMEHTBI
[Tpon3BoUTH OLIEHKY (P PEKTUBHOCTH O0yUSHHS ITEPCOHATIA

[Tpon3BoNTH MpeBapUTENIbHbIE 3aKYIIOYHbIE TPOLIEAYPHI U opopMIIeHHE
COITYTCTBYIOILEH TOKYMEHTAIIUHU TI0 3aKII0UYEHHUIO IOTOBOPOB

PaboTatb ¢ nHpOpMAITMOHHBIMU CHUCTEMaMU M 0a3aMH JaHHBIX 10
NepCOHATY

PazpaOaTbIiBaTh 1 OPOPMIIATH JOKYMEHTBI 110 NTPOLIECCAM OpPTraHU3aLUH
o0yueHMsI IepcoHalIa U UX pe3ysbTaTam

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHHUSI




[1K-5 Opranuzanus o0y4ueHus
nepcoHana

N/1-3.11K-5 UmeTh npakTUYECKUH OMBIT

AHanu3 pbIHKa 00pa30BaTeNbHBIX YCIYT U MOTpeOHOCTEN OpraHU3aliy B
00yJYeHuu epcoHana

Pa3paboTka miaaHoB, METOJUYECKHX MaTepUajIoB, yYeOHbBIX IJIAHOB U
MPOrpaMM, MPOEKTOB JIOKATHHBIX aKTOB 10 O0YYEHHIO M PA3BUTHUIO
nepcoHasa, BKIIto4Yas OLIEHKY 3aTpar

Opranu3zanys MEpoNpHUsITHIA 110 00YYEHHIO TIepcoHaa

[ToaroroBka mpenaoxeHuit mo GopMUPOBAHUIO OI0/PKETa HA OPTaHU3ALIUIO
o0y4deHus nepcoHana

AHanu3 3¢ GeKTUBHOCTH MEPOIIPUATHI 10 00YYEHUIO MTepCoHa

[IK-6 Opranuszanus
aJanTaluu U CTaXKUPOBKU
HepcoHana

NJ1-1.11K-6 3nats:

Mertobl aganTaliuu U CTaKUPOBOK

TexHon0ruu, METOABI U METOJIMKY MTPOBEJICHUS aHAIM3a U CUCTEMAaTU3allun
JIOKYMEHTOB ¥ MH(OpMAIIHH

[Topsiiok pa3pabOTKH IJIAHOB aIANTAIMK IIEPCOHAIA Ha HOBBIX pab0odnx
MeCTax, MOJATOTOBKH, MEPEIIOATOTOBKH U ITOBBIIIICHUS KBATH(PUKALIUH
NepcoHasa U OPraHu3aIuu CTaXKUPOBOK

[Topsimok cocTaBieHUs CMET 3aTpaT Ha aJalTallio0 U CTa)KUPOBKY
nepcoHasna

[Topsinok BeaeHUs yyeTa U OTUETHOCTH MO aJanTally U CTaXKUPOBKE
nepcoHasna

Cuctembl, MeTOIbI U (HOPMBI MATEPUATHBHOTO M HEMATEPHUAIILHOTO
CTUMYJIMPOBAHU TPy/ia IepcoHalia

TexHomorun 1 MeToAbl HOPMUPOBAHHS U KOHTPOJIS OFOHKETOB

OCHOBBI TEXHOJIOTUU MTPOU3BOJICTBA U ACSATEIBHOCTA OPraHU3aluu
OcCHOBEI 00IIIEH U COLMATBLHOM IICUXOJIOTHH, COLIMOJIOTHH U IICUXOJIOTHHU
Tpyna

CtpyKTypa opraHuzaiiy U BakaHTHbIE JOJDKHOCTH (mpodeccun,
CIEIUAIEHOCTH)

TpynoBoe 3aKOHOIATENIBCTBO U MHBIE AKThI, COAEPKALUE HOPMBI TPYIOBOIO
npaBa

OCHOBBI HAJIOI'OBOTO 3aKOHOAaTeNbCcTBA Poccuiickoit deaepannn
3akoHonaarenbcTBO Poccuiickoil denepaiiv 0 NepcOHANbHBIX TaHHBIX
JloxasibHBIE HOPMATUBHBIE aKThl OPraHU3aLUN, PETYIUPYIOIIHUE aaanTalHIo
Y CTAXXUPOBKY IEPCOHANA

OCHOBBI JOKYMEHTO000POTa U IOKYMEHTAIIMOHHOTO 00ecreYeHUs
[TopsimoK 3aKITFOUEHUS IOTOBOPOB (KOHTPAKTOB)

HopMs1 3TuKH 1e10BOT0 001IeHUS

bazoBbie 0cHOBBI HH(DOPMATHUKH, CTPYKTYPHOE MTOCTPOCHHE
WH(OPMAIIMOHHBIX CUCTEM B OCOOEHHOCTH PabOTHI C HUMU




[1K-6 Opranuzamnus
aZlanTaIuy U CTAXKHUPOBKHU
nepcoHana

NJI-2.11IK-6 YmeTs:

OnpenensTh rpyNIbl EpcoHaia JUisi CTaXUPOBKU U aaNnTaluu
Omnpenensats paboyre MecTa Al IPOBEICHHS CTAXXUPOBKH U afanTaluu
nepcoHasa

CornacoBbIBaTh MEPOMPUATHS alaliTAllN U CTAXKUPOBKU C BO3MOKHOCTSIMU
MIPOU3BOJICTBA

[Tpon3BoaUTH aHANU3 U OLIEHKY Pe3yJIbTaTOB aJalTallK U CTAXKUPOBOK
nepcoHasa

CocTaBisTh NPEATOKEHUS U KOHTPOJIUPOBATH CTAaThbH PACXOJ0B Ha
IIPOrpaMMbl U MEPOIIPHUATHS 110 aIaNTAllUU U CTAXUPOBKE MEpCOHANA IS
IUTAHUPOBAHUS OI0JKETOB

[TpousBoauTh OLIeHKY () PEKTUBHOCTH MEPOIIPUATHI 110 aIalTAIlUH 1
CTaXXHPOBKE TIEpCcOHAIIA

BHenpsth cucTeMbl BOBJICUCHUSI PAOOTHUKOB B KOPIIOPATUBHYIO KYIBTYPY
Hcnons3oBaTh HHGOPMAITMOHHBIE CHCTEMBI H 0a3bl IAHHBIX TI0 TIEPCOHATY
Co01r01aTh HOPMBI ATUKH JCIIOBOTO OOIIECHUS

N-3.11K-6 meTh npakTUUECKU OIbIT

AHanu3 ycrenHblX KOPIOPaTUBHBIX MPAKTHUK 110 OPTaHU3alMK aJalTaluu U
CTaKUPOBKE IIEPCOHAIA

Pa3pa0oTka 11aHoB aganTanum, CTA)KUPOBKU IIEPCOHAIIA C OLICHKOM 3aTpaT
Opranuzanys MEpONPUATHH IO aJanTalluk, CTAXKUPOBKE NIEPCOHAIIA
[ToaroToBka mpeu10KeHUH 110 COBEPIIEHCTBOBAHUIO CHCTEMbI a/lalTallly,
CTaKUPOBKU IepCcoHaJIa

[ToaroToBka npeuiokeHuil no GopMupoBaHuio OIOKeTa Ha OPraHU3aLHIo
aJlaNTally U CTAKUPOBKH IIEPCOHANA

Anann3 3¢ (peKTUBHOCTH MEPONPUATHI 10 aJanTaliy U CTaXHUPOBKE
nepcoHala




[1K-7 Opranu3zamus oniaThl
Tpy/la IepcoHasa

NJI-1.1IK-7 3nath:

®opMbI U CHUCTEMBI 3apa0OTHOM TUIAThI, MOPSAOK COCTABIEHUS OI0PKETOB
CucreMsbl, MeTOIbI U (HOPMBI MATEPUATBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBaHUS TpyAa MepcoHana

TexHonoruu u MeTopl HOPMUPOBAHUS U KOHTPOJISI OFO/KETOB U (OHJI0B
[Topsnox Tapudukanuu padboT U pabounx, YCTAaHOBIEHUS JTOJKHOCTHBIX
OKJIAJIOB, JIOTUIAT, HAT0ABOK U KOA((PHUIIMEHTOB K 3apa0OTHOM T1aTe,
pacuera CTUMYJIHPYIOIIMX BbIIJIAT

MeTo/b1 onpesiesieHnss YUCIEHHOCTH PA0OTHUKOB
TapudHo-kBaTM(PHUKATMOHHBIE CIIPABOYHUKH paboT U npodeccuii padbounx
U KBaJTU(UKALMOHHBIEC XapaKTEPUCTUKH JOJKHOCTEH CITy>KaIIuX
MeTo/p1 yueTa ¥ aHaJau3a oka3aTesield o Tpyay U 3apaboTHOM TuiaTe
TexHOMIOrHH, METOIBI U METOJIUKY TIPOBEJCHUS aHATN3a U CHCTeMAaTU3alluN
JIOKYMEHTOB ¥ HH(OpMAIIHH

KanpoBast momuTHKa U CTpaTerusi OpraHu3anun

CrtpyKTypa opraHu3anuy ¥ BaKaHTHBIE JTOJDKHOCTH (TIpodeccui,
CIEIUAJIbHOCTH)

TpynoBoe 3aKOHOAATENBCTBO U MHBIE AKTHI, COJIEPKAIIUE HOPMBI TPYIOBOTO
npaBa

OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNnbecTBa Poccuiickoit denepanuu
3akoHozgarenscTBO Poccuiickoit denepaiiuy o nepcoHalIbHbIX JaHHBIX
JlokaJibHbIE HOPMATHUBHBIE aKThl OPTaHU3AINH, PETYIUPYIONIUE OILIaTy
Tpyna

OCHOBBI TEXHOJIOTUH TPOU3BOACTBA U IEATEILHOCTH OPTraHU3aluN
OCHOBBI IOKYMEHTOOO0POTA U IOKYMEHTAIIMOHHOTO 00eCreYeHUs
[Topsiiok 3aKIIOUEHUS I0TOBOPOB (KOHTPAKTOB)

OcHOBEI 0011IEH M COLMAILHON ITCUXOI0THH, COLIMOJIOTHN U TICHXOJIOT A
Tpyna

Hopwmpbl 3TuKH 1€710BOTO OOIICHUS

bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE IIOCTPOCHUE
MH(OPMALIMOHHBIX CUCTEM M OCOOEHHOCTU PabOThI C HUMHU

NJ1-2.11K-7 YmeTs:

CocTaBisTh U KOHTPOJIUPOBATH CTAThU PACXOJI0OB Ha OILIATYy TPyAa
nepcoHaa JJis IIaHUPOBaHMSI OI0KETOB U (DOHJIOB

[TpuMeHsITh TEXHOJIOTHH MaTepPHaTbHON MOTHUBAIIMY B YIIPABICHUN
MEePCOHAIOM

Pa3pabatbiBaTh KOHIIEIIIMIO TOCTPOSHUS MOTHBALIMOHHBIX IIPOTPAMM
pabOTHUKOB B COOTBETCTBHH C IEISIMH OpTraHU3AIUU

AHaIM3upoBaTh COBPEMEHHBIE CUCTEMBI OTIAThI U MaTepUaTbHON
(MOHETapHOI) MOTHBAIIUH TPY/a AJs IeJiel OpraHu3aIiu
AHanM3MpoBaTh YPOBEHH OILJIATHI TPY/la IEPCOHANIA IO COOTBETCTBYIOIINM
pohecCHOHANBFHBIM KBATU(DHUKAIISAM

[TpoBOANTH MOHUTOPHUHT 3apabOTHOM TUTATHI HA PHIHKE TPYAA
AHan3upoBath (HOPMBI MATEPUAILHOTO CTUMYJIHPOBAHUS, KOMIICHCAITUH U
JBTOT B OIJIaTe TPyZa MepcoHasna

Paborats ¢ HHPOpPMAIIMOHHBIMHA CHUCTEMaMH 1 0a3aMU JaHHBIX IO OIUIaTe
TpyJa MmepcoHana

CocCTaBIATh MPOTHO3BI PA3BUTHS OILJIATHI TPY/la ITEPCOHAIA

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHUSI




[1K-7 Opranu3zamus oniaThl
Tpy/la IepcoHasa

N/1-3.11K-7 UmeTh npakTUYECKUH OMIBIT

AHanu3 yCHemHbIX KOPHOPaTUBHBIX MPAKTUK 10 OPraHU3aluy CUCTEMBI
OILIaThl TPYAA IepcoHaa

Pa3paboTka cuctembl OmmiaThl TpyAa epcoHaita

dopmupoBaHue MIAaHOBOIO Or0KeTa hoH/Ia OIIaThl TPYAA,
CTUMYJIUPYIOIINX U KOMIICHCALIMOHHBIX BBITLIAT

BHenpenue cuctemsl oIiaThl TpyAa IepcoHana

[ToaroroBka mpeagoKeHui Mo COBEPIIEHCTBOBAHUIO CUCTEMBI OTLIATHI
TpyJa repcoHaia

[1K-8 Opranuzamus Tpyaa
nepcoHaa

WJI-1.1IK-8 3Hath:

MeTop1 yueTa U aHaan3a oka3aTesel o Tpyay U oIiaTe Tpyaa
MeTo/b1 onpe/iesieHus, OLIEHKH U CPaBHEHUsI IPOU3BOICTBEHHOM
MHTEHCUBHOCTHU M HAIIPSHKEHHOCTH TPy

MeTto 161 HOpMUPOBaHUS TPYAa

Me:xoTpacieBble U OTpaciieBble HOPMAaTUBBI TPYAOBBIX 3aTpaT
CoBpeMeHHbIE (POPMBI, CHCTEMBI OTIATHI M yYeTa MPOU3BOAUTEIIEHOCTH
TpyJa IepcoHaia

CucreMbl, MeTOIbI U (HOPMBI MAaTEpUAIBHOIO U HEMATEPUAILHOTO
CTUMYJIMPOBAHUS TPy/ia IepcoHaIa

TexHonoruu U MeTOIbI HYOPMUPOBAHHSI U KOHTPOJISI OIOKETOB
TexHonoruu, METo bl U METOJUKH IPOBEJCHUS aHATN3a U CUCTEMAaTU3aluN
JOKYMEHTOB B WH(OpMAIHH

OCHOBBI IOKYMEHTOO00POTa U TIOKYMEHTAIIMOHHOTO 00eCTIeYeHUs
[Topsimok Tapudukanum padoT 1 pabounx, yCTAaHOBICHUS JODKHOCTHBIX
OKJIAJIOB, JIOTUIAT, HAT0aBOK U KOA((PHUIIMEHTOB K 3apabOTHOM T1aTe,
pacuera CTUMYJIMPYIOIIMX BbIIJIAT

Tapudno-kBanupuKaloOHHbIE CHIPABOYHUKH padoT U npodeccuil padbounx
U KBAJTM(UKALMOHHBIE XapaKTEPUCTUKH JOJKHOCTEH CITyKaIlux
OCHOBBI TEXHOJIOTMH [TPOU3BOJICTBA U JI€ATEIHHOCTH OPraHU3alNH
CtpyKTypa OpraHu3aiyiy U BaKaHTHBIE TOJDKHOCTH (Tpodeccuu,
CIEINAIbHOCTH)

KanpoBas monuTuka u cTpaTerus opraHu3alnuu

DKOHOMUKa Tpya

OcHOBEI 0011IEH M COLMAILHON ITCUXOI0THH, COLIMOJIOTHU U TICHXO0JOT A
Tpyna

TpynoBoe 3aKOHOJIATEILCTBO U UHBIE AKThI, COJEPIKAIINE HOPMbI TPYIOBOTO
npasa

OCHOBBI apXMBHOTO 3aKOHOJIaTEJILCTBA U HOPMATHUBHBIE ITPABOBHIE AKTHI
Poccuiickoit denepaiuu, B 4acTH BEACHUS IOKYMEHTALMH 10 MEPCOHAITY
OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNbcTBa Poccuiickoit deneparuun
3akoHonarenbcTBO Poccuiickoit denepanuu 0 MEpCOHANBHBIX JTAHHBIX
JlokasibHbIE HOPMATHUBHBIE AKThl OPraHU3AIMH, PETYIUPYIOLIUE TOPSIA0K
OpraHu3aliy TpyJa 1 HOPMUPOBAHUS IEpCOHAA

[TopsioK 3aKITI0YEHNUs T0TOBOPOB (KOHTPAKTOB)

HopMmsbl 3THKH AE€TT0BOTO OOILICHUS

bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE ITOCTPOCHUE
UH(POPMALIMOHHBIX CHCTEM U 0COOEHHOCTH pabOTHl C HUMHU




[1K-8 Opranuzamus Tpyaa NJ-2.1T1K-8 YmeTs:

nepcoHana BHeapsaTh MEeTOIBI pallnOHATIBHON OpraHu3aIuy Tpyaa

PazpabaThIBaTh MJIaHBI OPraHU3AIMOHHBIX M TEXHUYECKUX MEPOIPUATHH T10
MOBBIIICHUIO TIPOU3BOJUTEIIBHOCTH TPY/Ia

AHaJIM3UPOBATH COCTOSTHUE HOPMUPOBAHHS TPY/Ia, KAYECTBO HOPM,
rokasareJsei 1o Tpyay

AnanmsupoBath 3G PEeKTUBHOCTE PadOThI CUCTEMBI OPTaHU3AIUH TPYAa
NepCOHAaIa U HOPMUPOBaHUS TPy/Aa Ha pabovnX MECTax

CocTaBisTh U KOHTPOJIMPOBATH CTAThH PACXOJIOB HA OIUIATY TPya
NepcoHaa Jisl TUIAHUPOBAHUS OFOJIKETOB

PaGoTath ¢ nHpOpMAITMOHHBIMU CHCTEMaMH M 0a3aMH JJaHHBIX 110
HOPMHPOBAHHUIO U OIUIATE TPYZAa MepCcoHaa

PaspabareiBaTh 1 0QOPMIISATE JOKYMEHTHI TIO HAMIPABJICHUIO JEATEIILHOCTH
Co0ur01aTh HOPMBI ATUKHU JCIIOBOTO OOIIEHUS

N-3.11K-8 meTh npakTUUECKU OTbIT

AHaIIN3 yCIENIHBIX KOPIOPATUBHBIX MPAKTHK 110 OPTraHU3aIuN
HOPMHPOBAHUS TPYy/a JUTsl pa3IMYHbIX KaTerOpuil mepcoHara,
0COOEHHOCTEH MPON3BOACTBA U JESITEIHOCTH OPraHU3alud

Pa3pa0oTka cucTeMbl OpraHu3aluy Tpya epcoHaia U nopsijaka
HOPMHPOBAHHUS TPyJla Ha paboYMX MecTax ¢ OLIEHKOM 3aTpat Ha IepcoHal
BHenpenue cucteMsl opranuzaluy TpyAa IepcoHana U KOHTPOJISI Hajl
HOPMHPOBAHUEM C OIIPE/IeIEHUEM TPYAOEMKOCTH, HOPMAaTUBHOM
YHUCIEHHOCTH, IpaUKOB paboOT U YCIOBUH OMJIaThl TPYAa NEepcoHaIa
BeisiBiieHre pe3epBOB MOBBILLIEHUS TPOU3BOAUTEIBHOCTHY TPY/a U KauecTBa
HOPMHPOBAHUS TPY/ia, TOArOTOBKA MPEIOKEHUH 110 U3MEHEHUSM YCIIOBHH
U OIUIaThI TPYJla MepcoHaia

[ToaroToBka nmpeuiokeHui no GopMupoBaHHIo OIOKeTa Ha OPraHU3aLHIO
TpyZa nepcoHana

Onpenenenue 3pPeKTUBHOCTH pabOThI CUCTEMbI OpraHU3aLUU Tpy/a U
HOPMHPOBAHUS TPyJia Ha paboYMX MecTax




[TK-9 Cnocoben
OCYIIECTBIISATh Pa3paboTKy 1
peanu3anuo KOprnopaTuBHOM
COLIMAJIbHOW MOJIMTUKU

NJI-1.1IK-9 3Hats:

[Topsimox 1 MeTobI pa3pabOTKH MJIAHOB U IPOrPaMM COILUAIBHOTO
Pa3BUTHUS OpraHU3ALMHI

Bormpocsl ynpaBiieHHs] COLMATIBHBIM Pa3BUTHEM OpPraHHU3aLUuU

Mertoabl aHanM3a BBITOJIHEHUS COLMANIBHBIX IPOrPaMM, KOPIOPATUBHBIX
COIIMAJIBHBIX IIPOTPAMM M OIPEAEIICHHS UX SKOHOMUYECKON

s exTuBHOCTH

CucreMsbl, MeTOJIbI U (HOPMBI MATEPUAIBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBaHU TPy/ia lIepcoHalIa

TexHonoruu u MeTobl HGOPMUPOBAHUS U KOHTPOJISI OI0JIKETOB

MeToabl TPOBEAECHHS COLIMOJIOTMYECKUX UCCIIET0BAHNM, U3yUEHNUS
OOLIECTBEHHOI'O MHEHUS

TexHonoruu, METo Il 1 METOJUKY IIPOBEJCHUS aHATIN3a U CUCTEMaTU3alun
JOKYMEHTOB M WH(pOpMAINU

[Topsimox mpoBeneHus 3aKyMOYHBIX MPOLEAYP U 0)OpMIICHHUS
COINYTCTBYIOIIEH JOKYMEHTALUU

OCHOBBI IPOU3BOJCTBEHHON JESITENIbHOCTH OpraHU3aluu

OcCHOBBI O0IIIEH ¥ COLMAILHOM IICHXOJIOTHH, COLIMOJIOTHH U IICUXOJIOTHH
Tpyna

CrtpykTypa, 1enH, CTpaTerus 1 Kajposasl IOJIUTHKA OpraHu3aluu
TpynoBoe 3aKOHOJIATEILCTBO U UHBIE AKTHhI, COJEPKAIINE HOPMbI TPYI0BOTO
npasa

OCHOBBI apXMBHOT'0O 3aKOHOJIaTEJIbCTBA U HOPMATHUBHBIE ITPABOBHIE AKTHI
Poccuiickoit denepainuu, B 4aCTH BEACHUA JIOKYMEHTALMU 10 MEPCOHAITY
OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNnbecTBa Poccuiickoit denepanuu
HopmaTtuBHBIE IPaBOBBIE aKTHI, PETYIUPYIOIINE TIPaBa U 00I3aHHOCTH
rOCy/IapCTBEHHBIX OPTaHOB, MPOPECCUOHANBHBIX COIO30B U APYTUX
IIPEJICTaBUTENIbHBIX OPraHOB PaOOTHUKOB

3akoHogarenscTBO Poccuiickoit denepaiinu o nepcoHalIbHBIX JaHHBIX
JlokasibHbIE HOPMATHUBHBIE AKThl OPraHU3ALUH, PETYIUPYIOLINE TOPSA0K
(GbopMHUPOBaHUS COLMAIBHON MOJIUTUKH, TOPSAOK BHEIPEHUS COLTUAIBHOMN
MOJIUTUKU

[Topsiok 3aKIIOYEHUS I0rOBOPOB (KOHTPAKTOB)

OcHoBEHI paBoBOTO perynupoBanus Poccuiickoii denepanuu mopsiaka
3aKJIFOUYEHUH JI0TOBOPOB (KOHTPAKTOB)

HopMbl aTuKH 1e51oBoro oomeHus

ba3oBbie 0CHOBBI HH()OPMATUKH, CTPYKTYPHOE ITOCTPOCHHE
WH(POPMAITMOHHBIX CHCTEM U OCOOEHHOCTH pabOThl C HUMU




[TK-9 Cnocoben
OCYIIECTBIISATh Pa3paboTKy 1
peanu3anuo KOprnopaTuBHOM
COLIMAJIbHOW MOJIMTUKU

NJI-2.11IK-9 Ymetsn:

AHanu3upoOBaTh PHIHOK YCIIYT IO COLUAIIBHBIM U CIIEHUATN3UPOBAHHBIM
IIPOrpaMMaM COLIMAIbHON MOAJAEP/KKH WICHOB LICJIEBBIX I'PYII XU TOTOBUTh
IIPEIUIOKEHUS 110 UX ITOCTABIIUKAM

OnpenensaTs LieleBble IPYMIIbI IEpcoHala JUIsl pa3padoTKu
CIEUAIN3UPOBAaHHBIX COLUANIBHBIX ITPOrPaMM

PaccunThIBaTh 3aTpaThl Ha IPOBEIEHUE CIIELUATU3UPOBAHHBIX COLIMATIBHBIX
IIPOrpaMm

JloBoanTh MH(OPMAIIUIO O COLMATIBHBIX TPOrPaMMaXx J10 LIEIEBbIX IPYIIT
IIEPCOHAJIA C UCIOIb30BAHUEM UHCTPYMEHTOB BHYTPEHHUX KOMMYHHUKALUH
OnpenensaTe KPUTEPUH U YPOBHH YAOBIETBOPEHHOCTH IIEPCOHAIIA
Onpenensats 3¢ (HEeKTUBHOCTh MEPOIIPUATHI pealn3yeMoil KOPIOpaTUBHON
COLIMAJIbHOW ITOJIMTUKH

Hcnonp30BaTh MaTepraibHble U HEMATEPUAIIBHBIE CUCTEMBI, METO/IBI U
(GOpMbI MOTHBALIMH B YIIPABJIEHUU IIEPCOHATIOM

Onpenensitb 00bEMBI CPEACTB IS peaIn3aliy COIMaIbHBIX TapaHTHI,
KOPIOPAaTUBHBIX JIbI'OT U UHBIX 2JIEMEHTOB KOPIOPATUBHBIX COLUATBHBIX
nporpamm aJis opMUpOBaHUsI OI0JKETOB

OpranuzoBbIBaTh B3aUMOJICHCTBUE C TOCYAAPCTBEHHBIMU OpraHamH,
pohecCHOHANIBHBIMU COK03aMU U IPYTUMU MPEACTaBUTEIbHBIMU OpraHaMu
pabOTHUKOB, OOIIECTBEHHBIMU M HHBIMU OPTaHU3AIMSIMHU 110 BOTIPOCAM
peanu3annuy KOpIIOPATUBHOW COLMAIBbHOM MOJUTUKH

CocTaBisiTh U KOHTPOJIMPOBATh CTaThU PACXOJI0B HA COLIMATIbHBIE
IIPOrpaMMBbl JUIsl IJIAHUPOBAHUS OFO/IKETOB

[Tpon3BoNTH MpeBapUTEIbHBIE 3aKYIIOYHBIE TPOLIEAYPHI U opopMIIeHHE
COIYTCTBYIOIIEHW TOKYMEHTALUH 110 3aKJIFOYEHHUIO JOTOBOPOB

[TpoBOANTH MOHUTOPHUHT YCIIEUIHBIX KOPIOPATUBHBIX COLMATBHBIX
porpamMm

IIpoBOIUTE MEPONIPUATHS B COOTBETCTBUU C KOPIIOPATUBHOM COLMAIBHON
MOJUTUKOMN

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIIEHUS

N-3.11K-9 meTh npakTUUECKNI OTIBIT

AHanu3 yCreuHbIX KOPIOPATUBHBIX MPAKTUK 110 OpraHU3aIiu
COIIMAIbHOTO MAPTHEPCTBA, COLIMAIBHOW OTBETCTBEHHOCTH U COIUAIBHBIX
nporpamm

Brenpenne KOpnopaTuBHBIX COLMAIBHBIX MPOrPaMM, B TOM YHUCIIE 110
COIIMANTLHOM MOJIEPKKE OTACTBHBIX TPYI PAOOTHUKOB

Pa3paboTka KOpHOpaTUBHBIX COIMATBHBIX TPOrpaMM

Pa3paboTka cucTembl BBITUIAT paOOTHUKAM COITHANIBHBIX JIbTOT
Peanu3arus cucTeMbl COIUANBHBIX JITOT, BBITIIAT PAOOTHUKAM C YY€TOM
TpeboBaHuil 3akoHOIaTeNbCcTBa Poccuiickoit deaeparuu

Opranu3zanus neperoBopoB ¢ MpodheccnoHaTbHBIME COI03aMH U JPYTUMHU
MPEJICTAaBUTEIbHBIMU OpTaHaMU pabOTHUKOB, OOIIIECTBEHHBIMU
OpraHu3aIMsIMHU, B3aUMOJIEUCTBHE C TOCYJaPCTBEHHBIMU OpraHaMu
OlueHka yJIOBIETBOPEHHOCTH NIEPCOHAIA KOPIIOPATUBHON COI[UATBHOM
MTOJUTUKOMN

Ornenka 3¢ (HEeKTUBHOCTH MEPOTIPUSATUI KOPIIOPATUBHOM COIMAIBHOM
MOJIUTUKU

[ToaroToBka npeioxeHuit Mo GopMHUPOBAHUIO OIOKETA B YACTH
obecrieueHnst KOPIOPaTUBHOMN COMAILHON TTOJIUTHUKH, TT0
COBEPILICHCTBOBAHUIO MEPOIIPUITHI KOPITOPATUBHOW COLIMATBHOM
MOJIUTUKU

[ToaroToBka npeaioxeHui Mo GOPMUPOBAHUIO OFOKETA HA PEeATTU3AIUIO
KOPIOPATUBHOMN COLMATbHON MOTUTHKU M COLUAIBHBIX MTPOrpaMM




[1K-10 Criocoben onpenensthb
NMOTPEeOHOCTH OpraHU3alUU B
TPYAOBBIX pecypcax Ha
OCHOBE aHaJlN3a PbIHKA TPyAa

NJI-1.ITK-10 3HaTh:

Crnenuduka npodeccruu U OTpaciu, sk KOTOPOH OCYIIECTBISAETCS MOA00D
KaHIUJaTOB

Hcrounnku nHGOpManuu 0 peIHKE Tpy1a

HopmaTuBHBIE IPaBOBBIC aKThI, PETYIHPYIOLIUE ACATEIHHOCTD 110 TOUCKY U
moadopy nmepcoHasna

OcHOBBI TPYAOBOTO 3aKOHO1aTeNbcTBa Poccuiickoit denepanu
OtpacinieBas cnenuduka CKBO3HBIX ITpodeccuit

DTHYECKre HOPMBI pH paboTe ¢ KaHIuIaTaMu U paboToaaTeIIMH
TpynoBoe 3akoHo1aTes1beTBO Poccuiickoit denepannn
NudopManinoHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHUH TTOJTYYCHHS
uHpopManuu, HeoOXOUMOM I ToA00pa IepcoHaa

NJA-2.11K-10 YmeTs:

Cobupath ¥ CTPYKTYpHPOBATh HHPOPMAIIHIO O paboToaaTesne u mpoduie
JOJDKHOCTH, O PBIHKE Tpy/a

AnanuzupoBath nHGOpMAIUIO 0 paboTonaTene u npoduie J0IKHOCTU
[IpoBoauTh neperoBopsl ¢ pabotoaareneM o npoduie A0HKHOCTH
['OTOBUTH aHATUTHYECKHUE OTYETHI

NA-3.11K-10 meTh npakTUYECKUH OIBIT

AHanmm3 u CTpyKTypHUpOBaHHE HHPOPMALIUHU O paboToaarese

Amnanu3 rurana paboTogaresns o HaitMy KaHAuJaToB

Omnpenernenne ey aHaIu3a PeIHKA TPY/a B COOTBETCTBUU C KAPTOHM TMOMCKA
KaHJM1aTOB

Omnpenenenne mapaMeTpoB aHAJTN3a PhIHKA TPY/a B COOTBETCTBUH C KapTOi
MOMCKA KaHIUIaTOB

[TonroToBka U KOPPEKTUPOBKA POPHIIS TOIDKHOCTH

COop u ananu3 ueneBoi UHGOPMAIUU O PHIHKE TPY/Aa B COOTBETCTBUU C
KapTO¥ MOMCKA KaHIUIaTOB

CO6op u aHanu3 uHGoOpMaIMK 00 OpraHU3alMIX U KaHIU1aTax Ha
3aMelIeHne pabounux MeCT

CO6op u ananu3 uHGOpMaIMK 00 UCTOYHUKAX MTOUCKA KaHIUIaTOB
CornacoBanue ¢ paboToaareneM TEXHOJIOTHH, PECYPCOB ¥ CPOKOB TIOMCKA U
MIPUBJICUYCHUS KaHIUIATOB

[ToaroroBka st KaHauaaTa HHGOPMAIUU 0 paboToaaTele u mpoduie
JOJKHOCTH

5. TEMATUYECKHAM ITAH

Yacos

Tema

HaunmenoBanue Tembl IpakTiuec

KonrakTHas pabota .(1o y4.3aH.)

Kontpoin
Bcero Camocr. p
CaMOCTOSITEIIbH
pabota

Kue ot paboThI
3QHSITHS

4acoB Jlabopato
Jlexn patop
HbIE

Cemectp 7 207




Tema 1.

[TonsiTe TOKYMEHTAIMOHHOTO
oOecrieueHus ynpaBieHUs IEPCOHATIOM U
KaJIpOBOT0 JIeJIonpou3BoicTBa. TpynoBoe
3aKOHOJATEIbCTBO U UHBIE aKThI,
coJieprKalire HOpMbI TPYA0BOTO MpaBa
OCHOBBI apXUBHOTO 3aKOHOJIATEJIbCTBA U
HOpPMaTHUBHBIE ITPaBOBbIC aKThl Poccuiickoi
®denepalliu, B 4aCTH BEJICHUS
JOKYMEHTaIu 1o nepcoHany. TapudHo-
KBaJIM()UKAIIMOHHBIE CIPABOYHHUKH padOT U
npodeccuit pabounx U KBATH(PUKAIIMOHHBIE
XapaKTEPUCTUKHU JOKHOCTEH CITyKallluX.
JlokaJibHbIE HOPMATHUBHBIE AKTHI
OpraHu3aiyu B cepe yrnpaBIeHHs
nepconanom u oriatel Tpyaa (ITK-1, TTK-2)

28

27

Tema 2.

OO0muit cocTaB M BUIBI KaJIPOBBIX
nokyMeHTOB. Cuctema ydera KaJpOoBbIX
nokymeHToB. [Topsiiok mpoBeneHus
KOHKYPCOB ¥ 0(hopMIIEHUSI KOHKYPCHOM
noxkymentaiun. (ITK-4, TIK-5, TTK-6)

31

27

Tema 3.

TexHosorus y4era 1 XpaHeHus1 KapoBOM
nokyMmeHTanuu. Opranusanus
TOKyMeHT0000poTa. OCHOBBI
JIOKYMEHTO000pOTa U TIOKYMEHTAIIHOHHOTO
oOecrnieyeHus yrnpaBIeHUs IEPCOHATIOM.
TexHonoruu, METo bl U METOJUKU
IIPOBEJICHUS aHAJIM3a U CUCTEMaTU3alluu
JIOKYMEHTOB ¥ UH(OPMAIIMH 10 IEPCOHATTY.
(IIK 3)

29

27

Tewma 4.

OO6mue TpeboBaHUs K COCTABICHUIO U
0(OPMIICHUIO TOKYMEHTOB yIIPaBICHHUS
MEPCOHAIOM B TOCYJaPCTBEHHBIE OPTaHbI
(TIK-1).

29

27

Tema 5.

OCHOBBI TOKYMEHTO00OpOTa B CHCTEME
yIIpaBJICHNUS TIEPCOHATIOM, OILIATHI,
OpraHH3alluy U HOpMUPOBAHUA TPYIA.
TpeboBanus k pa3paboTKe U OPOPMIICHHUIO.
(TIK-7, TIK-8)

30

27

Tema 6.

XapakTeprCTHKA KOMITJIEKCOB KaJpOBOM
nokymenraiuu. [lopsaok opopmieHus,
BCJICHUS M XpaHEHHsI JOKYMCHTAI[HIH,
CBSI3aHHOU B TOM YHCJIE C CUCTEMaMH
OILJIaThI ¥ OPTaHU3AIIUH TPY/Ia IEPCOHAA,
10 COLUATBHOM MOJUTHKE B OTHOIICHUH
nepconana. (ITK-7, ITK-8, T1K-9)

30

27

Tema 7.

DJEeKTPOHHBIN JOKYMEHTOOOOPOT B
Ka/IpOBOM JICJIOTIPOU3BOJICTBE:
UH()OPMAIIMOHHO-KOMMYHUKAIIMOHHBIE
texnosioruu. (ITK-10)

30

29




6. ®OPMbI TEKYIIET'O KOHTPOJISI K TIPOMEXYTOUYHOM ATTECTAIIUM

HIKAJIBI ONEHUBAHUSA
Pasnen/Tema Buy ouenounoro OnucaHue OLIEHOYHOIO CPEeJICTBA Kpurepuu
cpeiacTBa OIICHUBAHUS
Texymmit kouTpoas (Ilpunoxenue 4)
1. CocraBiienue
JOKYMEHTOB:
MPaBUJILHOE
KOJMYECTBO
1.ITpakTrueckoe PEKBHU3UTOB U UX
3aJlaHue. 1. 4 mpakTUYeCKUX 3aJlaHUi IO COCTABICHUIO pacrnosoxeHue
2. TecTsl. JIOKYMEHTOB ¥ TIPAaBHIIBHOMY O(OPMIICHHUIO 2. TectupoBanue
Tema 1.1-1.7. 3. Tems! mia PEKBU3UTOB PA3IIMYHOTO BUJIA IOKYMEHTOB. ooiee 50%
NoKJazaa v 2. Tect u3 20 BOIpPOCOB. MPaBUJIbHBIX
oOcyxeHus 3. [lepeuens Tem uist TOKIaAa U OOCYXKACHHUS. OTBETOB - 3aUTEHO.
[Ipunoxenue 4 3. [TosnHOTA
PacCKpBITUS TEMBI,
CCBLIKA Ha
HOPMAaTHBHBIC
JOKYMEHTBHI.
[IpomexyTtounsrit koHTpoIb (IIpunoxenue 5)
7 cemecTp Dk3aMeHalMoHHble |20 OUIeToB 10 2 TEOPETUUECKUX BOMpPOCa U
oT 2 10 5 6ayuioB
(OK) OmIeTHl MPAKTUYECKOE 3aJaHUE.

OIIMCAHUE HIKAJI OUEHNBAHUSA

[Tokazarens onenku ocBoenus OITOIT hopmupyercs Ha OCHOBE 0ObETUHEHUS TEKYLIEH U
MIPOMEKYTOUYHOM aTTECTAIlMH 00YJarOIIerocs.

[TokazaTenb pedTUHra MO KaXkJ10M JUCHUIUIMHE BBIPAXKAaeTCsl B MIPOLIEHTaX, KOTOPBIN MMOKa3bIBAET
YPOBEHb MOJATOTOBKH CTYJICHTA.

Texymas arrecranus. Mcnons3yercsa 100-6amnbpHas cuctema oreHuBanus. O1ieHKa padoThl
CTYJEHTa B TEYCHHH CEMECTpPa OCYIIIECTBIIACTCS MPEnoaaBaTesieM B COOTBETCTBHH € pa3pabOTaHHON UM
CUCTEMOH OLIEHKH Y4e€OHBIX JOCTHKEHUH B Ipoliecce 00yyeHus Mo JaHHON AUCLHUILIMHE.

B pabouux mporpammax IUCHMIUIAH U MTPAKTUK 3aKPEIJICHBI BUIbI TEKYIIECH aTTeCTalNH,
MJIaHUPYEMBIE Pe3yJbTaThl KOHTPOJIBHBIX MEPOTIPUITHI U KPUTEPUHN OIICHKU YUE€OHBIN TOCTHKEHUH.

B Teuenme cemectpa mpernoaaBaTesieM MPOBOAUTCS HE MeHee 3-X KOHTPOJIBHBIX MEPOIIPHUATHH, 1O
OIIEHKE JEATEIbHOCTH CTYJeHTa. ECiii mocemenus 3aHATHIl IO TUCIUIIIIMHE BKIIFOUYEHBI B PEUTHHT, TO
JaHHBIN TTOKa3aTesb cocTaBisieT He Oonee 20% 0T MakCUMaIbHOTO KOJMYECTBA OAJIJIOB MO IUCHHUIUIMHE.

[Tpomexxyrounas arrecramus. Mcnonb3yercs 5-6amibHast cucrema onieHuBaHust. OrieHka paboTsl
CTYyJICHTA 10 OKOHYAHHIO JUCIUTUTMHBI (4aCTU TUCIUTIIIMHBI) OCYIIECTBIISCTCS MPENoaaBaTeIeM B
COOTBETCTBUU C pa3pabOTaHHON UM CHUCTEMOM OLEHKU JOCTHKEHUU CTYJEHTa B Mpoliecce 00ydeHus 1o
nanHou aucturuiae. [IpomMexxyTodHas arTecTamus TakyKe MPOBOIUTCS 10 OKOHYAHHUIO ()OPMHUPOBAHUS
KOMIIETECHITNH.

[Topsimok mepeBoia peUTHHTA, TPEAYCMOTPEHHBIX CUCTEMOM OLICHUBAHUS, TIO TUCIIUTUINHE, B
NATHOATUTBHYIO CUCTEMY.

Bricokuit yposens — 100% - 70% - oTnudHO, XOPOIIIO.

Cpennnii ypoBeHb — 69% - 50% - ya0BIE€TBOPUTEIHHO.




IToxa3aTeab OEHKH

ITo 5-6aIbHOM cucTEMe

XapakTepuCTHKA MOKa3aTesi

100% - 85%

OTJINYHO

00J1a1a10T TEOPETUUCCKUMU 3HAHUSIMU B TTIOJTHOM 00BbEMe,
MOHUMAFOT, CAMOCTOSTCIIBHO YMEIOT IPUMEHSTD,
HCCIICIOBATh, UICHTH(PHUIIMPOBATH, AaHATM3UPOBATH,
CUCTEMaTHU3UPOBATh, PACIPEICIIATH 110 KaTCTOPUSIM,
paccuuTaTh MoKa3aTeld, KiacCu(UIIMPOBaTh,
pa3palaThIBaTh MOJCIH, AITOPUTMH3UPOBATE, YIIPABJIATH,
OpraHW30BaTh, IUTAHKUPOBATH MPOIIECCHI HCCIICIOBAHUS,
OCYIIIECTBIIATH OIICHKY PE3yJbTaTOB Ha BHICOKOM YPOBHE

84% - 70%

XOpOLIO

00/1aJat0T TEOPETUYECKMMHU 3HAaHUSIMU B IIOJTHOM 00beMe,
IOHUMAIOT, CAMOCTOSATENIEHO YMEIOT IIPUMEHSITD,
UCCIIE10BaTh, UAEHTU(PHULIUPOBATh, AaHAIN3UPOBATh,
CUCTEMATHU3UPOBATh, PACIPEEIATD 110 KATETOPUSIM,
paccumTaTh MOKa3aTeNn, KIacCU(PHUIIMPOBATH,
pa3palaTbIBaTh MOJEIH, AITOPUTMHU3UPOBATH, YIIPABIIATD,
OpraHu30BaTh, IUTAHUPOBAThH MPOLIECCHI UCCIIEI0BAHUS,
OCYILIECTBIISITh OLIEHKY PE3yJIbTaTOB.

MoryT OBITh JONYIICHBI HEAOYEThI, UCIIPABICHHBIC
CTYZICHTOM CaMOCTOSITEIIBHO B ITpoIiecce paboThl (OTBETA
U T.J.)

69% - 50%

YAOBJICTBOPUTCIBHO

0071a/1a10T 0OIIMMHU TEOPETUYECKUMHU 3HAHUSMHU, YMEIOT
MIPUMEHSTD, UCCIIEI0BATh, UIEHTU(DHUIIMPOBATD,
AHAJIN3UPOBATh, CUCTEMATHU3UPOBATL, PACIIPCACIIATD 11O
KaTeropusM, pacCCYMTATh TIOKA3aTEINH,
KJaccu(uupoBaTh, pa3padaTeiBaTh MOIEIIH,
alrOpUTMU3UPOBATH, YIIPABIIATh, OPraHU30BaTh,
IUTAHUPOBATH MPOIIECCHI HCCIEIOBAHUS, OCYIIIECTBIATh
OLIEHKY Pe3yJIbTaTOB Ha CPEJHEM YPOBHE.
JlomyckaroTcst oMOKH, KOTOPbIE CTYACHT 3aTPyIHACTCS
UCIPAaBUTh CAMOCTOSTENBHO.

49 % wu meHee

HCYIOOBJICTBOPUTCIBHO

0071a/1a10T HE TIOTHBIM 00BFEMOM OOIIIUX TEOPETUUECKUMU
3HaHUSIMU, HE YMEIOT CAMOCTOSATENIbHO TPUMEHSTD,
UCCIIeIOBATh, UICHTH(PHUIIMPOBATH, aHATH3UPOBATH,
CHUCTEMAaTU3UPOBATh, PACIIPEACIIATH 110 KATETOPHSIM,
paccuuTaTh MOKa3aTenu, KiaccuuiupoBarh,
pa3pabaTeiBaTh MOJAEIH, AITOPUTMHU3UPOBATH, YIIPABIAT,
OpraHU30BaTh, INIAHUPOBATH MPOLIECCHI UCCIIEIOBAHMS,
OCYIIECTBIISATh OLIEHKY PE3YJIbTATOB.

He copmupoBanbl yMeHUS ¥ HABBIKU IS PEIICHUS
npodecCHOHANBHBIX 3a7a4

100% - 50%

3a4TCHO

XapaKTCPUCTHKA ITOKA3AaTCIIA COOTBETCTBYCT «OTJIMIHO),
«XOpo1o», «KyodOBJICTBOPUTCIBHO»

49 % u MmeHee

HEC 3a4TCHO

XapaKTEPUCTHKA [TOKA3ATENS] COOTBETCTBYET
«HEYJIOBJIETBOPUTEILHO»

7. COAEP KAHUE JUCHUITJIMHBI

7.1. ConeprxkaHue JEKIH




Tewma 1. [TonsTHE TOKYMEHTAITMOHHOTO O0ECIICUEHUS YITPABIICHUS IIEPCOHATIOM U KaJIpOBOTO
JeJIONPOU3BOACTBA. TPy0BO€E 3aKOHONATENBCTBO U MHBIE AKTHI, COAEPKALNE HOPMBI TPYAOBOTO IIPaBa
OCHOBBI apXMBHOTI'0 3aKOHOJATENILCTBA U HOPMATUBHBIE IPABOBbIE akThl Poccuiickoit Penepanuu, B 4acTu
BEJICHUS JIOKYMEHTAIMK 10 iepcoHany. TapupHo-KBaTu(pUKAMOHHBIE CIIPABOYHUKH padoT U npodeccuii
pabounx u KBaTH(PHUKALMOHHBIE XapaKTEPUCTHKH JOIDKHOCTEH ciyx)amux. JIokanbHbIe HOPMATUBHBIE aKThI
opraHu3anuu B cepe yrnpasieHus nepconanom u omiatsl tpyna (IK-1, [K-2)

[lonsaTue u onpeneneHne mpouecca JOKYMEHTAMOHHOTO 00eCTIeUeH sl YIIPaBJICHUS IIEPCOHAIOM
OpraHu3aliy, POJib JOKYMEHTOB B YIIPABJICHYECKON JAeATEIbHOCTU. POb U 3a1a4n KaipoBOii CIIy:KOBI B
cucreMe ynpasieHus nepconanom. [lonpasnenenus kaapoBoit cimyx0bl. KagpoBbie 10KyMeHTHI Kak
COLIMAJIbHO 3HAYMMBIE JJOKYMEHTBI OpraHU3alluy, PEryJIUpYyIOIIUe TPYAOBbIE IPABOOTHOIIECHUS.
HopmaTtuBHbIE TOKYMEHTHI, PETYIUPYIOIINE ITH OTHOLLIEHUS.

Tema 2.

OO01uii coctaB U BUBI KaJPOBBIX JOKYMEHTOB. CHCcTeMa yueTa KaApOBbIX JOKyMeHTOB. [lopsanox
IPOBEJICHUST KOHKYPCOB M ohopmiteHHs KOHKYpcHO# nokymenTanuu. (ITK-4, I1K-5, ITK-6)

Enuneiii nopsiiox oopMiieHust TpyIOBBIX IPAaBOOTHOIICHUH (YHU(DUIIMPOBAHHBIE CUCTEMBI TIEPBUYHOM
YUETHOM OKyMeHTaluu). Busibl kKaapoBbIX T0KYMEHTOB (TPYIOBOM JOTOBOP, TPYI0Bask KHUKKA U BKJI/IbILII
K HEH, IPUKa3bl O IPUEME, IEPEBOJIE, YBOJIBbHEHUH, TOOIIPEHUH, I'padUK OTIIYCKOB U Jp.).

®opmsbl yuera. Peructpanus KaapoBbIX JOKYMEHTOB.

[Mopsimok mpoBeeHusI KOHKYPCOB B OOPMIICHHSI KOHKYPCHOHM TOKyMEHTAIIHH.

Tema 3. TexHOIOrUsA y4€Ta U XpaHCHUA KaHpOBOﬁ AOKYMCHTAIUH. OpraHnsauI/m I[OKYMCHTOO60pOTa.
OCHOBLI ,Z[OKYMeHTOO60p0Ta " JOKYMCHTAIITMOHHOI'O 06CCHC‘ICHHH yrpaBJICHUA IIEPCOHAIIOM. TeXHOJ'IOFI/II/I,
METOJAbl U MCTOAUKH ITPOBCACHU aHAJIN3a U CUCTEMATU3 AU JOKYMCHTOB U HH(bOpMaL[I/II/I 1o NepCoHaly.
(TIK 3)

Tekyiiee xpaHeHHe (JOKYMEHTBI, XpaHSIIHECs B MOAJIMHHUKAX, KOMUAX) U yYeT JOKYMEHTOB IPUHSTHIX OT
paboTHUKA U 0OPAa30BAHHBIX B IIPOLIECCE TPYIOBOM AesTeIbHOCTH. DOPMUPOBAHUE JINYHBIX JIET.
['pynnupoBka TpyAOBBIX KHIKEK, TMUYHBIX KapTouek 1o popme T- 2, TUUHBIX A€I.

VYuer u XpaHeHHe TPYAOBBIX KHMKEK — KHUTA IBH)KEHUS TPYAOBBIX KHUKEK, pACIACKa-3aMECTUTEIb
TPYIOBON KHHMKKH.

Tema 4. OOume TpedOBaHUS K COCTABIECHUIO U OPOPMIIEHHIO TOKYMEHTOB YIIPaBJI€HUS IEPCOHATIOM B
rocynapctBernbie opransl (I[TK-1).

OdopmiteHne opraHu3allMOHHO-PaCcTIOPAIUTENbHOM TokyMeHTanuu ¢ npuMeHerneM I'OCT P 7.0.97 —
2016. Uzyuenue TpeboBaHui K 0(hopMIIeHUIO peKBU3UTOB. branku, GpopMel, 00pa3iibl JOKYMEHTOB.

Tema 5. OCHOBBI JOKYMEHTOOOOPOTA B CUCTEME YIIPaBJICHUS IIEPCOHAIOM, OILIAThI, OPraHU3AUH U
HOpMHUpOBaHUs Tpyaa. TpedoBanus K pazpadoTke u opopmienuto. (IIK-7, [TK-8)

Opranu3anroHHble JOKyMeHTHI (YcTaB, [IpaBuiia BHyTpeHHEro TpyJ0BOTo pacnopska, KomiekTuBHbIN
norosop, IlItatHoe pacniucanue, TpynoBoii forosop, [lonoxenus o moapaszieIeHUusIX U HaIPaBICHUIX
JeSITebHOCTH, HWHCTPYKUUH). PaciopsautenbHble TokyMeHTHI (kaapoBsle [lpukassr). MHpopMannonHo-
CIPaBOYHBIE IOKYMEHTHI (JIOKJIAJHbIE U OOBSICHUTENbHBIC 3aIMCKH, AKThI, CripaBKH, 3asiBICHUSA).
[IpoTokour.

Tema 6. XapakTepucTuka KOMILIEKCOB KaapoBoil fokymeHTanuu. [lopsaok odhopmiaeHus, BeI1eHUs U
XpaHEeHUs! JOKYMEHTAIINH, CBI3aHHOW B TOM YHCJIE C CUCTEMaMU OIUIAThl U OpraHU3alMK TPy/ia epcoHaIa,
0 COLMAIbHOM MOJUTHKE B oTHOMIeHHH niepconana. (ITK-7, ITK-8, I1K-9)

JlokyMeHTupOBaHUE TIpreMa Ha paboTy, IEPEBOIOB, MPEAOCTABICHHUE OTITYCKOB, KOMaHIUPOBAHUS,
HAJIOKCHHSI TUCIUTUIMHAPHOTO B3BICKAHUS, TIOOMIPEHUS paOOTHUKOB, YBOJIHHEHHE.

[IepconanbHas nOKyMeHTanus,

JlokyMeHTaIus 1o y4eTy pabo4ero BpeMeHHU M PACUYeTOB C IMEPCOHATIOM.

OTyeTHast ¥ OTYETHO-CIPABOYHASL JJOKYMEHTAIHSI.




Tema 7. DIEKTpOHHBIN JOKYMEHTOOOOPOT B KaJPOBOM JEJIOMPOU3BOCTBE: HHPOPMAITMOHHO-
KOMMYHHKaIoHHbIe TexHooruu. (ITK-10)

Odopmitenne nen KaapoBOi CIy Obl COTJIaCHO HOMEHKJIATYpE e OpTraHU3aluy B YJICKTPOHHOM
JTOKYMEHTO000pOoTe. 3HAKOMCTBO C KOMITBIOTEPHBIMH ITPOTrPAMMaMH 110 KaIPOBOMY IOKYMEHTOOOOPOTY.

7.2 ConeprkaHue MPaKTHYECKUX 3aHATUN 1 Ja00paTOPHBIX padboT

Tema 2.
OO0t coctaB ¥ BUJIBI KaAPOBBIX JOKYMEHTOB. CrcTeMa ydeTa KaJpoBbIX JOKyMeHTOB. [lopsiiok
IPOBEJICHUST KOHKYPCOB 1 opopMiteHHst KOHKYpcHO# nokymenTanuu. (I1K-4, I1K-5, ITK-6)

Pemrenne IMPAKTUYCCKUX KeﬁCOB, COCTaBJICHHUEC JOKYMCHTOB

Tema 3. TexHOMOrUsA y4€Ta U XpaHCHU KaHpOBOﬁ JAOKYMCHTAIUH. OpraHnsauI/m I[OKYMCHTOO60pOTa.
OCHOBLI I[OKYMeHTOO60p0Ta " JOKYMCHTAIIUOHHOI'O O6€CHC‘1€HI/I${ YIpaBJICHUA IIEPCOHAIIOM. TGXHOJ'IOFI/II/I,
METOAbl U MCTOAUKHA MPOBCACHUA aHaJIn3a U CUCTEMATU3allUU JOKYMCHTOB U I/IH(i)OpMaI_II/II/I 110 ICPCOHAITY.
(TIK 3)

Pemenue IMPAKTUYCCKUX KeﬁCOB, COCTaBJICHHUC JOKYMCHTOB

Tema 4. OOume TpebOBaHUS K COCTABICHUIO U OPOPMIICHHUIO TOKYMEHTOB YIIPaBJICHUS IEPCOHATIOM B
rocyaapctBernbie opranbl (ITK-1).

CocraBieHne JOKYMCHTOB

Tema 5. OCHOBBI JOKYMEHTOOOOPOTA B CUCTEME YITPABIEHHSI IEPCOHATIOM, OIUIAThl, OPraHU3aIMU U
HOpMEpoBaHus Tpyaa. TpeboBanus k pazpadorke u opopmienuto. (ITK-7, TIK-8)

Pemienne MPAKTUICCKECKUX CI/ITyaLII/Iﬁ

Tema 6. XapakTeprcTuka KOMILIEKCOB KapoBoil TokymeHTanuu. [lopsaok odopmieHus, BeAeHUS U
XpaHEeHUs! JOKYMEHTAIINH, CBI3aHHOW B TOM YHCJIE C CACTEMaMU OIUIAThl U OpPraHU3alMK TPy/ia IepcoHaa,
0 COIMATBHOW MONUTHKE B OTHOIIeHHH iepconana. (ITK-7, TIK-8, TTK-9)

Pemenne MIMPaKTUYCCKHUX 3aJa4 110 COCTABJIICHHUIO JOKYMCHTOB

7.3. ConeprkaHue caMOCTOATENbHOM paboThI

Tewma 1. [TonsTHE TOKYMEHTAITMOHHOTO O0ECIICUEHUS YITPABIICHUS IEPCOHATIOM U KaJIpOBOTO
JIeJIONPOU3BOJCTBA. TPYyJ0BOE 3aKOHOIaTEIbCTBO U MHBIE aKThI, COJIEPKAIE HOPMBI TPYA0BOTO MpaBa
OCHOBBI apXMBHOI'0 3aKOHO/IATENILCTBA U HOPMATUBHBIE NIPABOBBIE akThl Poccuiickoit denepanuu, B 4acTu
BEJICHUS IOKYMEHTAallUU 1o nepcoHany. TapupHo-KBaIMpUKaMOHHbBIE CIPAaBOUYHUKH paboT U npodeccuit
pabounx u KBaTu(UKALUOHHBIE XapaKTEPUCTUKH TOJKHOCTEHN cilykauuX. JIokanbHble HOPMaTUBHBIE aKThI
opraHu3anuu B cepe ynpasieHus nepconanom u ormnatel tpyna (IK-1, IK-2)

W3y4eHne nurepatypsl 10 TEME

Tema 2.

OO0muwmii coctaB ¥ BUJIBI KaPOBBIX JOKYMEHTOB. CrcTeMa ydeTa KaJlpoBbIX JOKyMeHTOB. [lopsiiok
IPOBEJICHUSI KOHKYPCOB M opopmiteHHst KOHKYpcHO# nokymenTanuu. (I1K-4, I1K-5, I1K-6)
N3yuenue nureparypsl 10 TEME




Tewma 3. TexHoyOrHs ydeTa U XpaHEeHUs KaApOoBO# JokyMeHTanuu. OpraHu3aims J0KyMEeHTo000poTa.
OCHOBBI JOKYMEHTO000POTa U IOKYMEHTALIMOHHOTO 00eCIedeH sl YIpaBIeHUs NepcoHAIOM. TeXHOIO0THH,
METO/Ibl U METOJUKU MTPOBEJCHUS aHaN3a U CUCTEMaTU3allui JOKYMEHTOB U HH(GOpPMAIUU 10 EPCOHAITY.
(IIK 3)

N3yueHune nureparypsl 110 TEME.

Tema 4. OOume TpeOOBaHUS K COCTABICHHUIO U 0(POPMIICHHIO JOKYMEHTOB YIPABJICHHUS IEPCOHATIOM B
rocynapcrBennbie opransl (I1K-1).

N3yuenune nureparypsl 110 TEME

Tema 5. OCHOBBI JOKyMEHTOO0OPOTa B CHCTEME YIIPABJICHHS IIEPCOHAIIOM, OILIATHI, OpPraHU3alUH U
HOpPMHUpOBaHuUs Tpyaa. TpedoBanus K pazpadoTke u opopmienuto. (IIK-7, ITK-8)
W3yueHue nutepatypsl 1o Teme

Tema 6. XapakTepucTuka KOMILIEKCOB KaJpoBoil fokymeHTanuu. [lopsaok odopmienus, BeaAeHUS U
XpaHeHUsl JOKYMEHTAIINH, CBA3aHHON B TOM YHCIIE C CHCTEMaMHU OIUJIaThl M OPraHu3alliy Tpy/Aa MepcoHana,
10 COLMAILHOM MOJUTHKE B oTHOMICHNUH niepconana. (ITK-7, ITK-8, TTK-9)

W3ydeHue nurepaTypsl IO TeMe

Tema 7. DneKTpOHHBIN JOKYMEHTOOOOPOT B KaAPOBOM JEIONPOU3BOJCTBE: HHPOPMAIIIOHHO-
KOMMYyHHUKaloHHble TexHosorud. (ITK-10)

W3yuenne nureparypsl 110 TEME

7.3.1. [IpumMepHBI€ BOMPOCHI ISl CAMOCTOATEILHON MOATOTOBKHU K 3a4€Ty/9K3aMEHY
[Ipunoxenne 1

7.3.2. IIpakTryeckue 3ajaHus MO JUCHUILUIMHE [ CAMOCTOSATENIbHOW MOJATOTOBKHU K
3a4eTy/3K3aMeHy
[Ipunoxenue 2

7.3.3. Ilepeyenb KypcoBbIX padboOT
He npenycmorpeno

7.4. DnexTpoHHOE MOPTGHOINO 00YIAIOIIETOCS
pasmenaercss KOHTpOJIbHas padoTa

7.5. Metoanyeckre peKOMEH/IalluH 110 BBHITIOJIHEHUIO KOHTPOJIbHOM paboThI
IIPUIIOKEHHE 6

7.6 Meroanueckre peKOMEHIAINH 110 BBIIOJHEHUIO KYPCOBOM pabOThI
He npenycmorpeno




8. OCOBEHHOCTHU OPI'AHU3AIIMU OBPA30OBATEJIBHOI'O
IMPOLECCA IO JUCIUIIJIMHE 115 JIM1 C OTPAHUYEHHBIMUA
BO3MOXKHOCTAMMU 3JO0POBbs

Ilo 3as6nenuro cmyoenma

B nensix 10CTYITHOCTH OCBOEHUS MPOTPAaMMBI ISl JIUI] ¢ OFPAaHMYCHHBIMH BO3MOXXHOCTSIMH 3JI0POBbS
pu HEOOXOAMMOCTH Kadenpa 00ecreunBacT CIeYIOIINe YCIOBHUS:

- 0COOBII MTOPAIOK OCBOCHHUS TUCIUILIIMHBI, C y4€TOM COCTOSIHUS UX 3/I0POBBSI;

- DJIGKTPOHHBIE 00pa3oBaTeNbHbIE PECYpChl MO JAUCHUIUIMHE B (OpMax, adanTUPOBAHHBIX K
OTPaHUYCHUSM UX 310POBBS;

- W3YyYeHHUE IUCIMIUIMHBI 10 HHIUBUAYAJbHOMY y4eOHOMY IulaHy (BHE 3aBHCHMOCTH OT (DOPMBI
oOyueHus);

- DJIEKTpOHHOE oOydeHHe ¥ JWCTAaHIMOHHbIE OOpa3oBaTEeNbHBIE TEXHOJIOTUH, KOTOpHIC
peaycMaTpUBaOT BO3MOXXHOCTH IpUeMa-nepeaadu nHGOopMaluy B JOCTYIHBIX 1715 HUX (popmax.

- goctyn (yHaJeHHBIH JOCTYN), K COBPEMEHHBIM MpO(ecCHOHAIBHBIM 0a3aM JaHHBIX U
MH(POPMALMOHHBIM CIIPAaBOYHBIM CUCTEMaM, COCTaB KOTOPbIX onpeneneH PIT/L.

9. MEPEYEHb OCHOBHO 1 JIONOJITHUTEJbHOM YYEBHOM JINTEPATYPHI,
HEOBXOJUMOI 1)1 OCBOEHU S JJUCIUIIJIUHBI
Caiit oubanorexu YpI'dy
http://lib.usue.ru/
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3NEKTPOHHOTO JOKyMeHTooOopoTa. [IpakTrkym [ DnekTpoHHBIH pecypc]:Yuebnoe nocodue. - Mockaa:
KnoPyc, 2022. - 395 c. — Pexxum nocryna: https://book.ru/book/942386

2. [TaBnosckas O. FO. IIpaBoBoe obecrieueHne KapoBOro J1eJI0NpOU3BOJICTBA [ DIEKTPOHHBIN
pecypc]:yueOHoe mocobue s By30B. - Mocksa: FOpaiit, 2022. - 213 ¢ — Pexxum goctyma:
https://urait.ru/bcode/495918

3. ITaBnogckas O. 0. [IpaBoBoe obecnieueHne KaJpoBOro JeI0NpOoru3BOACTBA [ DIEKTPOHHBIN
pecypc]:yaeOHoe mocobue s By30B. - Mocksa: FOpaiit, 2023. - 213 ¢ — Pexxum gocryma:
https://urait.ru/bcode/518436

JlonoJHUTEbLHAS JINTEpaTypa:

1. bBynar P.E. JloxymeHTaninoHHOE o0ecrieueHre yrpaBieH!sl IEPCOHATIOM [ DJIEKTPOHHBIN
pecypc]:Yuebnoe nmocodue. - MockBa: OOO "Hayuno-uznatensckuii nentp MHOPA-M", 2019. - 234 ¢. —
Pexxum noctyna: https://znanium.com/catalog/product/1007087

2. Kynses H.H., lemymkun A.C., Kounpamosa T.B., ®abpuunoB A.I'. KonpuaenuuaibHoe
JIEJIONPOU3BOJICTBO U 3alIUIIEHHBIN 3JEKTPOHHBINA JOKYMEHTO0O0POT [DNEeKTpOHHBIN pecypc]:YueOHuK. -
Mocksa: U3narensckas rpynmna "Jloroc", 2020. - 500 c. — Pexxum goctyna:
https://znanium.com/catalog/product/1212394

10. IEPEYEHb TH®OPMAIIMOHHBIX TEXHOJIOT' i1, BKJTFOUASI IEPEYEHD
JIMHEH3UOHHOI'O TPOTPAMMHOI'O OBECIIEYEHUSA U UHOOPMAILIMOHHbBIX
CIIPABOYHBIX CUCTEM, OHJIAMH KYPCOB, UCITIOJIb3YEMBIX ITPH OCYIIIECTBJEHUH
OBPA30OBATEJIBHOI'O ITPOHECCA IO AUCHUITJIMHE
IlepevyeHs JTUIIEH3MOHHOTO MPOTPAMMHOTO O0ecIeYeH s :

Astra Linux Common Edition. Jorosop Ne 1 or 13 wmrons 2018, akr ot 17 mexadps 2018. Cpok
JIeMCTBUS JTUIIEH3UN - 0€3 OTPaHUYCHUS CPOKA.

MoitOduc cranmgaptasiii. Cornamenue Ne CK-281 ot 7 utons 2017. [lata 3axmouenus - 07.06.2017.
Cpok eficTBHS TULEH3UH - 6€3 OTpaHUYEHUS CPOKa.



Kondurypamuss 1C:3aprmmata u Ynpasnenue Ilepconanom 8. Jorosop Bb/H or 02.06.2009 r.,
Jlunensnonnoe cornamenue Ne 8971903, Akt Ne 62 ot 15.07.2009 "1C:3aprumara u kaapsl OFOKETHOTO
yupexaenus 8" (per. Homep 9648728).

Ilepeyenb nHGOPMALMOHHBIX CIPABOYHBIX CHCTEM, PeCcypcoB HHPOPMALMOHHO-
TeJIEKOMMYHHMKAIIMOHHOMH ceTH « UHTEpHET»:

CrnpaBouno-npaBoBasi cuctema ['apant. loroBop Ne 58419 ot 22 nmexabps 2015. Cpok geiicTBus
JUILEH3UH -0€3 OTpaHUuEHUs CPOKa

CnpaBouHo-nipaBoBas cucteMa Koncynerant +. Cpok aefictus nuneHsuu a0 31.12.2023

11. OMUCAHUE MATEPHUAJIbHO-TEXHUYECKOM BA3bI, HEOBXOJUMOM JJ15
OCYHWECTBJIEHUSA OBPA3OBATEJIBHOI'O ITPOLUECCA IO AUCHUIIJIIMHE

Peanuzanust yueOHOM AMCUUIUIMHBI OCYIIECTBISETCA C UCHOIb30BAaHUEM MaTepUaTIbHO-TEXHUUYECKOM
6a3el YpI' OV, obecnieunBaroiieil mpoBeieHne BCeX BUOB YUEOHBIX 3aHATUN W Hay4YHO-HCCIIEI0BATEIbCKOU U
CaMOCTOSITENIbHOM PaboThl 00YYAIOIIUXCS:

CreuunanbHble MMOMEIIEHUS MPEACTABISAIOT COO0N yueOHbIe ayAMTOPUM JJIsl MIPOBEJICHUSI BCEX BUJIOB
3aHSATUHI, TPYIIIOBBIX U MHAUBUAYAIbHBIX KOHCYJBTALMM, TEKYIIETrO KOHTPOJISI U POMEXKYTOYHOM aTTECTAIlUU.

[TomemieHust A7 CaMOCTOSITENIBHON pabOThl 0OYYArOIIMXCS OCHAIICHBl KOMIBIOTEPHONW TEXHUKOH C
BO3MOXXHOCTBIO MOAKIIOUeHHUs K cetd "HutepHer" wu obecriedeHHMeM JOCTylla B  JJIEKTPOHHYIO
nH(pOpMallMOHHO-00pa3oBaTenbHyIo cpeny Ypl'oV.

Bce momerniennst yKOMITJIEKTOBAHbI CIIEHUATH3UPOBAHHON MEOETIbI0 U OCHAIIEHBI MYJIbTUMEIUNHBIM
o0opynoBaHueM crnernodopynoBaHueM (MHPOPMAIIMOHHO-TEIEKOMMYHUKAIMOHHBIM, UHBIM KOMITBIOTEPHBIM),
JOCTYIIOM K MH(OPMAIIMOHHO-TIOMCKOBBIM, CIIPABOYHO-TIPABOBBIM CHCTEMaM, 3JEKTPOHHBIM OMOIMOTEYHBIM
cuctemaMm, 0a3aM JaHHBIX JEHCTBYIOIIErO 3aKOHOJATENbCTBA, WHBIM HH(POPMAIIMOHHBIM pecypcam
CITy>KallluMU IS TIpeIcTaBiIeHus yueOHol nHpopmannu 60IbII0N ayTUTOPHH.

Jlnis mpoBefieHHs 3aHSITUN JIGKIIMOHHOTO THUMA Mpe3eHTAllMH U JIpYyrue yuyeOHO-HarisaHble mocolus,
o0ecrevnBaroIne TeMaTUYECKUE UILTFOCTPAITUH.



