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BBEJAEHUE

Pabouas nmporpamMMa AUCIUIUIMHBI SBISIETCS. YaCThI0 OCHOBHOM PO eCCHOHATBLHOM
00pa3oBaTeNbHON IPOTPaMMBI BBICILIETO 00pa30BaHus - MPOrpaMMbl OakagaBpuaTa, pa3paboTaHHON B

coorBercTBuU ¢ PI'OC BO

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

I1C

1. HEJIb OCBOEHMSA N CHUIIJINHBI

[enbr0 OCBOSHMSI JUCHUIUIMHBI  SIBIIsieTCS (POPMUPOBAHHUE KOMILIEKCA TEOPETHYECKUX 3HAHUH U
NPAaKTUYECKUX HABBIKOB B 00JaCTH OCYHIECTBICHHS 3aKYIOYHBIX MPOLEAYP U 0(OPMIICHUS] KOHKYPCHOU

JIOKYMEHTAlWH.

2.

MECTO JUCHUIIVIMHBI B CTPYKTYPE OIIOII

JlucuunianHa OTHOCUTCS K BApUATUBHOM YacTy yueOHOTO TIaHa.

3. OBBbEM JUCHHUIIVINHBI

Yacos
KonrakrtHas pabora .(1o y4.3aH.)
- CamocrosTens
paKTHUYECKHE Hast paborTa
[IpomexyTouHslif KOHTPONb | Beero 3a 3aHATHS, B TOM UHCIIE 3.e.
BKITFOYAs
cemectp | Beero | Jlekiuu MOTOTOBKA
KypcoBoc KOHTpOJ'IbeIX u
MPOCKTHUPOBAHH KyPCOBBIX
e
Cemectp 8
3auer | 144 [ 32 | 16 | 16 | 112 | 4

4.1IJTAHUPYEMBIE PE3YJIbTATBI OCBOEHMUS OIIOII

B pesynbTaTe ocBOeHUs

OIIOII y BbIMyCKHMKA JTOJKHBI OBITH C(HOPMUPOBAHBI KOMIIETEHIINH,

yctaHoByieHHbie B cooTBeTcTBUU PI'OC BO.
[Ipodeccuonansubie kommereHmn (I1K)

HIudp n HauMeHOBaHUE
KOMIIETCHIIUU

Nuaukatopel JOCTHXEHUST KOMIIETCHITUN

UH(OPMAaIMOHHO-aHATUTHYECKU I

[1K-2 Cniocoben
OCYILECTBIIATH
aIMUHHUCTPUPOBAHUE
IIPOIECCOB U
JIOKYMEHTOOO0OPOT pabOTHI ¢
MIEPCOHAIOM

NJ-1.1T1K-2 3Hath

JlokanbHBIE HOPMATHBHBIE aKThl OPTAHU3AINH, PETYIHPYIOIINE TIOPSITOK
BHE/IPEHHS KOP-TIOPATUBHOM CONMATBHON MOUTHKH U COIUATBHBIX
nporpamMm, 0(hOPMIICHHUST paCIOPSIIUTENEHBIX H OPTaHU3aIMOHHBIX
JOKYMEHTOB TI0 TIepCOHAITY, 0(pOPMIICHHIO TPYIOBBIX OTHOIICHHH,
OpraHU3aIMOHHBIX, THPOPMAIIMOHHO-CITPABOYHBIX JJOKYMEHTOB,
PETYIUPYIOIIUX TPYIOBBIE OTHOIICHHS

HopMmaTuBHBbI€ ITpaBOBbIE aKThl, PETYIUPYIOLIUE MPaBa U 00S3aHHOCTH
rOCy/IapCTBEHHBIX OPTaHOB M OPraHU3alMHU O MPEIOCTABICHUIO YUETHOM
JIOKYMEHTAIlUH, ONIPEESTSIONIME HOPMBI TPYAOBOTO MpaBa Poccuiickoi
denepanun, 00 THIUBUAYATHLHOM (MIEPCOHUDUITMPOBAHHOM) yUeTe B
cucTeMe 00s13aTeIbHOI0 IIEHCHOHHOTO CTPAaXOBaHUs, HOPMBI TPYIOBOTO
npaBa

[Topsinok popmupoBaHus, BeeHHs OaHKa TaHHBIX O MIEPCOHANe




OpraHM3aly U IPEIOCTAB-JICHUSI OTYETHOCTH 110 CUCTEMAaM OILIAThI U
OpraHM3aluy TpyJa NepCoHala, IPEAOCTaBIe-HUs OTYETHOCTH 110
BOIIPOCAM COLMAJIBHOM TIOJIMTUKYU B OTHOLIEHUH TIEPCOHANIA

JlokaJibHBIE HOPMATHUBHBIE AKTHI OPraHU3ALUH, PETYIUPYIOIIUE TOPSAI0K
OIUIAThl, OPraHU3aLM1 1 HOPMUPOBAHUA TPYAA

OCHOBBI JOKYMEHTOO00POTa U JJOKYMEHTAL[HIOHHOT'O 00ecTedeHus
TexHONMOrNK, METOBI U METOJUKY IIPOBEJCHUS aHAJIN3a U CUCTEMATU3aLUN
JIOKYMEHTOB U HH(pOpMaLUU

[Topsimok npoBeieHUs] KOHKYPCOB U 0(hopMIIeHHST KOHKYPCHOI
JOKyMEHTaluu

[Topsimok poBeieHus 3aKyIOYHBIX MTpoLeayp 1 0(OopMIIEHUS
COIYTCTBYIOIIEH TOKYMEHTA-LIUH

Opranu3alvoHHYIO CTPYKTYPY OpraHHU3aluu

OcCHOBHbBIE METPUKH U AHAIUTUYECKUE CPE3bI B 00JIACTU ABMXKEHUS U yUeTa
IIepCOHAJIa

[Topsimok oopmieHHsT JOKYMEHTOB, IPEIOCTABIISIEMBIX B TOCYIapCTBEHHBIE
oprasbl, IPOQECCUOHAIbHBIE COIO3bI U APYTUE MPEICTABUTEIbHbBIE OpraHbl
pabOTHUKOB U UHBIE OPraHU3aluN

CTpyKTypy OpraHu3aiii 1 BaKaHTHBIE JTOJDKHOCTH (Tpodeccuu,
CIEIUAJIbHOCTH)

TpynoBoe 3aKOHOJIATENILCTBO U UHBIE AKThI, COJEPHKAIIXE HOPMbI TPYJOBOIO
npasa

OCHOBBI apXMBHOT'0O 3aKOHOJIaTEJIbCTBA U HOPMATHUBHBIE ITPABOBHIE AKTHI
Poccuiickoit @denepanuu, B 4aCTH BEICHUs TOKYMEHTALUU 110 IEPCOHAIY, B
o0acti oopMIIeHUS, BEJICHUS U XPAHEHUS TOKYMEHTOB 110 0(hOPMIICHHUIO
TPYIOBBIX OTHOILICHHUI

OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNnbecTBa Poccuiickoit denepanuu
3akoHogarenscTBO Poccuiickoit denepaiiny o nepcoHalIbHBIX JaHHBIX
TexHonoruu, MEeTo bl U METOJUKY IPOBEJCHUS aHATN3a U CUCTEMAaTU3alun
JIOKYMEHTOB ¥ MHQOpMAIII

JlokasibHbIE aKThl OpraHU3al|K, PETyIUpPYIOLIUe NOPSA0K oad0pa
NepCcoHaJa, OLIEHKH U aTTeCTalluy IePCOHAIIa, Pa3BUTHS U TIOCTPOCHUS
poeCCHOHAIBHON Kapbephl, 00yUeHHs, aanTallii U CTAXKUPOBKHU
IIepCcoHalIa

[Topsinox oopmiieHus1, BeIeHUs U XpaHEHUs IOKyMEHTAllUHU, CBA3aHHOM C
MIOMCKOM, ITPUBJIEYEHUEM, T10JI00POM U OTOOPOM MEpPCOHaIa Ha BAKAHTHbIE
JOJIKHOCTH, MIPOBE/ICHUEM OLIEHKH U aTTeCTallly NIepcoHalla, CHCTEMOM
0o0y4deHus, aanTaluu U CTAXKUPOBKU, PA3BUTHUS U MTOCTPOCHUS
npodeccuoHanbHOM Kapbephl IEpCOHAlIa, 10 CUCTEMaM OIUIATHI U
OpraHu3alyy Tpy/a NepcoHana, o CouruaibHONU MOJUTHKE B OTHOIICHUN
NepCcoHaa, TPYAOBbIX OTHOIIEHUH, IO YIIPABICHHUIO IIEPCOHATIOM B
COOTBETCTBUH C TPeOOBAHUSIMH 3aKOHOJATENbCTBA Poccuiickoit denepanun
¥ KOPIIOPATUBHBIMU TOJIUTUKAMH, (POPM OTYETHOCTH B rOCYIapCTBEHHBIE
OpraHbl yCTaHOBJIEHHBIX 3aKOHOAATENbCTBOM Poccuiickoit denepanumy,
NEPBUYHBIX JOKYMEHTOB JUIA 1esiell OyXrajaTepckoro yueTa B cdepe
o(opMIIeHHS TPYIOBBIX OTHOIIEHHH

ITpaBuiia BeieHMs 1€710BOM NEPENUCKU

HopMmsbl 3THKH AE€TT0BOTO OOIICHUS

bazoBbie 0CHOBBI HH(POPMATHKH, CTPYKTYPHOE ITOCTPOCHUE
WH(OPMAIIMOHHBIX CUCTEM B OCOOEHHOCTH PabOTHI C HUMU
TapudHo-kBanu(pUKaMOHHbIE CIPABOYHUKHU pabOT U podeccuit pabounx
U KBATH(UKALMOHHBIE XapaKTEPUCTUKU JOIDKHOCTEH CITyKalIHX,
npodeccuoHaNbHBIE CTAHAAPTHI

[Topsiok 3aKiIt04eHus 10roBopoB (KOHTpakToB) TpeGoBanus
3akoHoJaTenbcTBa Poccuiickoii @enepariuu no o(opMICHUIO TPYAOBBIX




OTHOIIICHWA, BOMHCKOMY YY€TY, YBEIOMJICHHIO U TIPEACTABICHUIO
OTYETHOCTHU B TOCY/IapCTBEHHBIC OPTaHbl CIICIUAIBHBIX KaTETOPHMA
PaOOTHUKOB: MHOCTPAHHBIX pAaOOTHUKOB U JIMI] 0€3 rpak/1aHCTBa,
WHBAIUIOB, JIUI], UMEIOIINX TAPAHTHU U JIbI'OTHI, YCTAHOBIICHHBIE
3aKOHOJIATEIIHHO, U APYTUX CICIUATBHBIX KaTETOPHM

Llenu 1 3a1a4n OpraHU3aIMK 10 MOCTPOSHUIO CUCTEMBI 0(OPMIICHUS
TPYAOBBIX OTHOIICHUH

Criennanu3upoBaHHbIe HH(OPMAIIMOHHBIE CUCTEMBI, TU(GPOBBIC YCIYTH U
CEpPBUCHI 110 BEJICHUIO yUE€Ta U JIBIYKCHHIO MIEPCOHANIA, TPAHHIIBI HX
IPUMEHCHHS




[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, POPMHUPOBATH MPEAJIOKEHUS MO 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 OpraHUu3aliu
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

AHanM3UpoBaTh MpaBuiia, IPOLEIYPHI U MOPSIKHU MPOBEACHUS OLICHKU U
aTTecTaluy epcoHaNIa, O0yUeHUs, alalTallii U CTAXKUPOBKHU, PA3BUTHS U
MOCTPOEHUS MPOPeCCHOHATBHOM Kapbhephbl IEPCOHANA, MPOIEAYPHI
KOPIOPAaTUBHOW COLMAIBHOW ITOJTUTUKA

AHanM3upoBaTh MpaBuiia, IPOLETYPHI U MOPSAIOK, PETYIUPYIOLIUE ITpaBa U
00513aHHOCTH TOCY/IAPCTBEHHBIX OPraHOB M OPTaHMU3AIIMHU IO BOIPOCaM
oOMeHa JIOKYMEHTAIMEH 10 IepCoHay

Bectu nenoByro nepenucky, 10KyMeHTOO00pOT, perjaMeHTHPOBAHHBIM
3akoHozaarenbcTBOM Poccuiickoit denepanuu B 001acTu TPYAOBBIX
OTHONICHHIA, C pa0OTHUKAMHU, BHEIITHUMH KOHTPAreHTaMH U T'PaKIaHaMU
BoIABIATH OMIMOKY, HETOUHOCTH, UCIIPABJICHHS U HEIOCTOBEPHYIO
nH(pOpMAIKIO B TOKY-MEHTaX, ONPEACNISITh MOJJIMHHOCTD MPEICTABIECHHBIX
JIOKYMEHTOB

OGecneunBaTh JOKYMEHTAIIMOHHOE COMTPOBOXKICHUE BBIX0/a KaHIuIaTa Ha
paboTy M MepeMeIeHHs TIepcoHaa, OIEHKH U aTTeCTallUK 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

OdopmisTh JOKYMEHTHI IO BOTIpOCaM 00€CTICUeHUSI KaJPOBBIMU
pecypcaMu, 1o BOIPOCaM OIIEHKH U aTTeCTalliy MepCoHalIa, TPOBEICHUS
00y4eHus1, afanTalui U CTAKUPOBKH, PA3BUTHS U TIOCTPOCHUS
MpoeCCHOHAIBHON Kapbephl MEpCOHAa, OIUIaThl U OpraHU3aIui TPpyaa
MepCcoHasa, KOPIOPATUBHON COIMATBHON MOTUTHKYA HEOOXOAUMBIE TS
MPEI0CTaBICHUS B TOCYIapPCTBEHHBIE OPTaHbl, MPOPECCHOHAIBHBIE COFO3bI
U JIPYTHE MPEICTAaBUTEIBbHbBIE OPraHbl pAOOTHUKOB

OGecneunBaTh cOOIOICHIE TPeOOBAaHUH 3aKOHOIATENHCTBA Poccuiickoi
denepanuu U KOPIOPATUBHBIX MOJUTUK B 00J1aCTH 00pabOTKH
MEPCOHAIIBHBIX TAHHBIX ¥ KOHPUICHITMATHFHON HHPOPMAITUH

Onpenensth CTPYKTYpPY U COJIepKaHUE, TOTOBUTH MTPOEKTHI HOPMATHUBHBIX
JIOKYMEHTOB ¥ IOKYMEHTOB 10 0()OPMJICHHIO TPYIOBBIX OTHOIICHUMN
Opranu3oBbIBaTh XpaHEHHUE JOKYMEHTOB B COOTBETCTBUHU C TPEOOBAHUSIMH
TPYAOBOTO, aPXUBHOI'0 3aKOHOAATENBCTBA Pocculickont Penepannu 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 00ecTeueHus IEPCOHAIOM, TPOBEICHUS OLICHKH U aTTECTAIUU
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 OPraHU3alMK TPY/ia IePCOHAlIA, COLUAIbHOM
MOJIMTUKY B OTHOILIEHUHU MIEPCOHAlIA




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,
COIPOBOXKICHHUIO TPYIOBBIX OTHOIICHUHN, C HHPOPMAITHOHHBIMH
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 MIPEIIIOKESHHS TI0 ABTOMATHU3AIIMN U ITU(DPOBU3AITII
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/I-3.11K-2 UmeTh npakTUYECKUH OMBIT

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 OPraHU3allMOHHbIX,
pactopsIUTENbHBIX U KaJPOBBIX JTOKYMEHTOB OpraHU3aluu

Benenus ydera, nperycCMOTPEHHOTO TPYJAOBBIM 3aKOHOAATEIILCTBOM
Poccuiickont @enepanuun

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

Pa0oTh1 B KOPIIOPAaTUBHBIX U BHEIIHUX UH()OPMAITMOHHBIX CUCTEMAX H
HCIIOJIb30BaHUE ITUPPOBBIX CEPBUCOB, BHIMOTHIIONMX (QYHKIIUH BEICHUS
JIOKYMEHTAIMH T10 JBM)KCHHIO U yUeTy MepcoHana

Pa3paboTku MpoeKTOB JOKAIBHBIX HOPMATUBHBIX aKTOB OpraHU3aIiH,
PETYIMPYIOIUX TPYIOBBIC OTHOIICHHS, TOKYMEHTOB 110 O(OPMIICHUIO
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 JIBUKEHUS TTepCoHalIa

[ToAaroToBKHM 1O 3aMPOCy rOCYAAPCTBEHHBIX OPTraHOB, IPEACTABUTEIHHBIX
OpraHoB PaOOTHUKOB OPUTHHAJIOB, BHITTUCOK, KOMTUN JJOKYMEHTOB H
MIPE0CTABICHUE B DJIEKTPOHHOM BHUJIE CBEJICHH, PErIaAMEHTHPYIOIITUX
TPYIOBbIE OTHOIICHUS! ¥ UMEIOIIUX OTHOIIEHUE K PErJIaMEeHTalUH
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 HHMOPMALIUU O 3aKITFOYEHUN TPYAOBOTO WU TPaXAaHCKO-
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 aTTeCTalluu MepCcoHala, OpraHu3aluy OrIaThl U
TpyJa MepcoHasna, KOpIopaTUBHOM COIMATbHOM MOJIUTUKH

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

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 IIepCOHaNa U
€ro arTecTaluu

JIOKyMEHTalIMOHHOT'O M OPraHU3aLOHHOIO COMPOBOKACHUSI MEPOTIPUATUI
KOPIIOPAaTUBHOM COIMATIbHOM MOJTUTUKHU

JIOKYMEHTaIMOHHOT'O COIIPOBOXACHNE KaHIUAATOB Ha dTanax roucka,
IIPUBJICYEHMS], 11000pa U 0TOOpa MEPCOHAsA Ha BAKAHTHBIE JI0JDKHOCTH
(mpoteccun, ciennanbHOCTH ), THHOPMHUPOBAHNE KAaHIUIATOB O
pe3ynbraTax oToopa

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

[TonroroBku 1 00paboOTKa yBETOMIIEHUS, 3aIIPOCOB B TOCYJapCTBEHHbIE
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 PE3YJIHTAaTOB
IIPOBEJICHUS] MEPONPUATUI IO Pa3BUTHUIO U MPOdECCUOHATBHON Kapbepe,
00y4eHHI0, aiaNnTallli U CTAXKUPOBKE MepCcoHaa

IToATrOTOBKM NMPEUIOKEHUH IO Pa3BUTHIO IIEPCOHAIIA 110 PE3YJIbTaTaM
OIICHKH, COBEPILIEHCTBOBAHUIO CCTEM OOYYEHHs, aanTaluu 1
CTaXKUPOBKH, Pa3BUTHSI U TOCTPOCHUS NTPO(eCCHOHAIBHOMN 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

TexXHOI0ruMu U METO/IbI OLIEHKH JINYHOCTHBIX KaYECTB U XapaKTEPUCTUK
ITopsimoK ¥ TEXHOJIOTUS IIPOBEICHUS ATTECTALIUU

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 B WH(OpMAIHH

OcCHOBBI O0IIIEH U COLMAILHOM IICHXOJIOTHH, COLIMOJIOTHH U IICUXOJIOTHH
Tpyna

OCHOBBI IPOU3BOJCTBEHHON JESITEIbHOCTH OpraHU3aluu

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

CrpyKTypa opraHu3anuy 1 BaKaHTHBIE JTOJDKHOCTH (TIpodeccun,
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 denepaiinu 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 Criocoben
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

3¢ pexTHBHOCTH Tpy/Ja 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 110 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 pe3yabTaToB OLIEHKH IIEPCOHANa, TOATOTOBKA PEKOMEH 1alluii
PYKOBOJICTBY U IIEPCOHAITY

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

[ToaroroBka npenaoKeHUu 0 COOTBETCTBUU paOOTHUKA JOJKHOCTH
(mpodeccun, CieUaNbHOCTH) 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

Mertob! onpeaeneHns 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
TexHOoI0rnH, METO/IbI U METOAMKH MIPOBEICHUS aHAIM3a U CHCTeMaTH3alluu
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 opraHu3alyy 1 BaKaHTHBIE JOJDKHOCTH (Ipodeccun,
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




I1K-4 Opranuzanus 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
npodeccuoHanbHOM 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 MPOYPECCHOHATHHON 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

Ananu3 ocobeHHocTel paboThl 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 MEPOIIPUATHI 110 Pa3BUTHIO MIEPCOHATIA,
MOJIFOTOBKA MPEJIOKEHUH 10 Pa3BUTHIO




[1K-5 Opranuzanus o0y4ueHus
nepcoHana

NJI-1.IIK-5 3Hats:

MeTobl, HHCTPYMEHTHI UCCIIEJ0BAHUS TOTPEOHOCTH B 00yUEHUHN
nepcoHasia

Mertonosnorus o0y4yeHus

TexHomoruM, METO/Ibl U METOAMKH IIPOBE/ICHUS 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 TpyZa IepcoHaa

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 JI€ATEILHOCTU OPraHU3aluU
OcHOBBI 001IIEH U COIMATTBHON TICUXOJIOTHH, COIIHOIOTHU U TICUXOJIOTUU
TpyAa

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

CtpyKTypa opranuszanuu

TpynoBoe 3aKOHOJIATEILCTBO U UHBIE AKThI, COJEPIKAIINE HOPMbI TPYOBOTO
npasa

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

[Topsiok 3aKIT0OYEHUS I0rOBOPOB (KOHTPAKTOB)

HopMbl 3TuKH 1€510BOro oomeHus

bazoBbie 0CHOBBI HH()OPMATUKH, CTPYKTYPHOE TOCTPOCHHE
WH(POPMAIMOHHBIX 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 KaJApPOB, y4eOHbIE TUIaHbI U POTPaMMBbI

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 y4EOHO-METOAMYECKHE JOKYMEHTBI
[Tpon3BoUTH OLIEHKY (P PEKTUBHOCTH O0yUSHHS ITEPCOHATIA

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

PaboTatb ¢ nHpOpPMAITMOHHBIMU CHUCTEMaMHU U 0a3aMH JaHHBIX 110
NepCOHATY

PazpaOaTbIiBaTh U OPOPMIIATH JOKYMEHTBI 1O 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

Opranuzanus MEpoNpHUsITHIA 110 00yYEHHIO IepcoHalIa

[ToaroroBka mpeaaoxeHui mo GopMUPOBAHUIO OI0/HKETa 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

TexHonoruun, METOABI U METOJIUKH ITPOBEJICHHS aHAJIM3a U CUCTEMaTU3alluu
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 aJanTalUIo0 U CTaXKUPOBKY
nepcoHasna

[Topsinok BeaeHUs yyeTa U OTUETHOCTH MO aJanTally U CTaXKUPOBKE
nepcoHasna

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

TexHomorun u MeToAbl HOPMUPOBAHUS U KOHTPOJIST OFOKETOB

OCHOBBI TEXHOJIOTUHU MTPOU3BOCTBA U JACSITEIBHOCTH OpraHu3aluu
OcCHOBEI 00IIIEH U COLMATBLHOM IICUXOJIOTHH, COLIMOJIOTHH U IICUXOJIOTHHU
Tpyna

CtpyKTypa opraHuzaiiy U BakaHTHbIE JOJDKHOCTH (mpodeccun,
CIEIUAIEHOCTH)

TpynoBoe 3aKOHOIATENBCTBO U MHBIE AKThI, COJEPHKALIME HOPMBI TPYI0BOIO
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 00eCIIeYeHHUSI
[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 aAaNTallui U CTa)KUPOBOK
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 IPAKTUK 10 OPraHU3alMK aJanTaluy 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 IIepCOHaa

[ToaroToBka npeuiokeHui no GopMupoBaHuio OI0KeTa 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 MIIATHI, TOPSAJOK COCTABIIEHUS OI0KETOB
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, YCTAHOBICHUS JOKHOCTHBIX
OKJIAJIOB, JIOTUIAT, HAT0ABOK U KOA((PHUIIMEHTOB K 3apaOOTHOM TU1aTe,
pacuera CTUMYJIHPYIOIIMX BbIIJIAT

MeTo/b1 onpesiesieHnss YUCIEHHOCTH PA0OTHUKOB
TapudHo-kBaTM(PHUKATMOHHBIE CIIPABOYHUKH paboT U npodeccuii padbounx
U KBaTU(UKALMOHHBIE XapaKTEPUCTUKH TOIKHOCTEH CITyKaliX
MeTo/p1 yueTa ¥ aHaan3a oka3aTesield o TpyAay U 3apaboTHOM TuiaTe
TexHOMIOrHH, METOIBI U METOJIUKY TIPOBEJCHUS aHATN3a U CHCTeMAaTU3alluN
JIOKYMEHTOB ¥ HH(OpMAIIHH

KanpoBast moyiMTrka U CTpaTerus OpraHu3auu

CtpyKTypa OpraHu3aiyy 1 BaKaHTHBIE TOJDKHOCTH (Tipodeccun,
CIEIUAJIbHOCTH)

TpynoBoe 3aKOHOAATENBCTBO U MHBIE AKTHI, COJIEPKAIIUE HOPMBI TPYIOBOTO
npaBa

OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNnbecTBa Poccuiickoit denepanuu
3akoHozgarenscTBO Poccuiickoit denepaiiuy o nepcoHalIbHbIX JaHHBIX
JlokaJibHbIC HOPMATHUBHBIE AKTHI OPTAHU3AINH, PETYIUPYIOIINE OILIATy
Tpyna

OCHOBBI TEXHOJIOTUH NPOU3BOACTBA U IEATEILHOCTH OPraHU3aluu
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 ITOCTPOCHUE
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 MaTepHAIbHON MOTHBAIIMU B YIIPABICHUU
MEePCOHAIOM

Pa3pabatbiBaTh KOHIIEIIIMIO TOCTPOSHUS MOTHBALIMOHHBIX IIPOTPAMM
pabOTHUKOB B COOTBETCTBHH C IEISIMH OpTraHU3AIUU

AHaIM3upoBaTh COBPEMEHHBIE CUCTEMBI OTIAThI U MaTepUaTbHON
(MOHETapHOI) MOTHBAIIMH TPYJa JJIs IeJieil OpraHu3aIu
AHaIM3MpoBaTh YPOBEHH OIUIATHI TPY/la IEPCOHAA IO COOTBETCTBYIOIIUM
pohecCHOHANBFHBIM KBATU(DHUKAIISAM

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

Paborats ¢ HHPOPMAIIMOHHBIME CHUCTEMaMH B 0a3aMU JaHHBIX IO OIIaTe
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 npakTUYECKUN OMBIT

AHanu3 yCHemHbIX KOPIOPaTUBHBIX MPAKTUK 10 OPraHU3alUN CUCTEMBI
OILIaThl TPYAA IepcoHaa

Pa3paboTka cuctembl OmmiaThl TpyAa epcoHaita

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

BHenpenue cuctemsl orjiaThl TpyAa MepcoHana

[ToaroroBka mpenaoKeHU M0 COBEPIIEHCTBOBAHUIO CUCTEMBI OILIATHI
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 TpyJa

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/a [epcoHaia

TexHonornu U METOIBI (HOPMUPOBAHHS U KOHTPOJISI OIOPKETOB
TexHonoruu, METo bl U METOJUKH IPOBEJCHUS aHATN3a U CUCTEMAaTU3aluN
JOKYMEHTOB B WH(OpMAIHH

OCHOBBI IOKYMEHTOO00POTa U TIOKYMEHTAIIMOHHOTO 00eCTIeYeHUs
[Topsimok Tapudukanum padoT u pabounx, yCTAaHOBICHUS JOJDKHOCTHBIX
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 ITPOU3BOJICTBA U JIEATEILHOCTH OPraHU3aluN
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 3aKOHOJIATENBCTBO M UHBIE AKThI, COJAEPIKAIINE 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 denepau 0 MEpCOHAIBHBIX TaHHBIX
JlokasibHbIE HOPMATHUBHBIE AKThl OPraHU3AIMH, PETYIUPYIOLIUE TOPSIA0K
OpraHu3aliy TpyJa 1 HOPMUPOBAHUS IEpCOHAA

[TopsioK 3aKITI0YEHNUs T0TOBOPOB (KOHTPAKTOB)

HopMmsbl 3THKH AE€TT0BOTO OOILICHUS

bazoBbie 0CHOBBI HHPOPMATHKH, CTPYKTYPHOE MIOCTPOCHUE
UH(POPMALIMOHHBIX CHCTEM U 0COOEHHOCTH paboThl C HUMH




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

nepcoHana BHeapsaTh MEeTOIBI pallnOHATIBHON OpraHu3aIuy Tpyaa

PazpabaThIBaTh MJIaHBI OPraHU3AIMOHHBIX M TEXHUYECKUX MEPOIPUATHH T10
MOBBIIICHUIO TIPOU3BOUTEIBHOCTH TPYIa

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

CocCTaBisTh U KOHTPOJIMPOBATH CTAThU PACXOJIOB HA OILIATY TPYAa
NepCOHaNa ISl TUIAHUPOBAHHUS 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 npakTUYECKU 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 3aTpaTr Ha epCoHA
BHenpenue cucteMsl opranuzaluy TpyAa IepcoHana U KOHTPOJISI Hajl
HOPMHPOBAHUEM C OIIPE/IeIEHUEM TPYAOEMKOCTH, HOPMAaTUBHOM
YHUCIEHHOCTH, IpaUKOB paboOT U YCIOBUH OMJIaThl TPYAa NEepcoHaIa
BeisiBiieHre pe3epBOB MOBBILIEHHS TPOU3BOAUTEILHOCTH 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 OpraHU3alluu TpyJaa 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 OpraHU3aALU

Bormpocsl ynpaBiieHHs] COUMATBHBIM Pa3BUTHEM OpPraHU3alUuU

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

s exTuBHOCTH

CucreMsbl, MeTOJIbI U (HOPMBI MATEPUAIBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUs TPy/ia IepcoHalIa

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

[Topsinox npoBeaeHUsI 3aKyIIOYHBIX MTPOLELYP U 0(hOpMIICHUS
COINYTCTBYIOIIEH JOKYMEHTALUU

OCHOBBI IPOU3BOJCTBEHHON JESITENIbHOCTH OpraHU3aluu

OcCHOBBI O0IIIEH ¥ COLMAILHOM IICHXOJIOTHH, COLIMOJIOTHH U IICUXOJIOTHH
Tpyna

CrtpykTypa, 1enH, CTpaTerus 1 Kajposasl IOJIUTHKA OpraHu3aluu
TpynoBoe 3aKOHOJIATENIBCTBO U UHBIE AKThI, COJEPKAIINE HOPMbI TPYJOBOIO
npasa

OCHOBBI apXMBHOT'0O 3aKOHOJIaTEJIbCTBA U HOPMATHUBHBIE ITPABOBHIE AKTHI
Poccuiickoit denepainuu, B 4aCTH BEACHUA JIOKYMEHTALMU 10 MEPCOHAITY
OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNnbecTBa Poccuiickoit denepanuu
HopMmaTuBHbI€ [TpaBOBbBIE aKThl, PETYJIUPYIOILIUE MTpaBa U 00S3aHHOCTH
rOCy/IapCTBEHHBIX OPTaHOB, MPOPECCUOHANBHBIX COIO30B U APYTUX
IIPEJICTaBUTENIbHBIX OPraHOB PaOOTHUKOB

3akoHogarenscTBO Poccuiickoit denepaiinu o nepcoHalIbHBIX JaHHBIX
JlokasibHbIE HOPMATHUBHBIE AKThl OpPraHU3AUH, PETYIHNPYIOIINE MOPAIOK
(bopMHUPOBaHUS COLMAIEHOM MOJUTUKH, TOPSAJOK BHEIPEHUSI COL[UAIbHOM
MOJIUTUKU

[Topsiok 3aKIIOYEHUS I0rOBOPOB (KOHTPAKTOB)

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

HopMbl aTuKH 1e51oBoro oomeHus

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




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

NJI-2.11IK-9 Ymetsn:

AHanu3upoBaTh PHIHOK YCIIYT IO COUAIBHBIM U CIIELIMATIU3UPOBAHHBIM
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 MPOBEIECHUE CIIELUATIN3UPOBAHHBIX COLIMAJIBHBIX
IIPOrpaMm

JloBoanTh MH(OPMAIIUIO O COLMATIBHBIX TPOrPaMMaXx J10 LIEIEBbIX IPYIIT
IIEPCOHAJIA C UCIOIb30BAHUEM UHCTPYMEHTOB BHYTPEHHUX KOMMYHHUKALUH
OnpenensaTe KPUTEPUH U YPOBHH YAOBIETBOPEHHOCTH IIEPCOHAIIA
Onpenensats 3¢ (HEKTUBHOCTH MEPOIIPHUATUIN pealin3yeMoil KOPIOPaTUBHOM
COLIMAJIbHON ITOJIUTUKU

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 GopMHUpOBaHUSI OIOJKETOB

OpranuzoBbIBaTh B3aUMOJICHCTBUE C TOCYAAPCTBEHHBIMU OpraHamH,
pohecCHOHANIBHBIMU COK03aMU U IPYTUMU MPEACTaBUTEIbHBIMU OpraHaMu
pabOTHUKOB, OOIIECTBEHHBIMU M HHBIMU OPTaHU3AIMSIMHU 110 BOTIPOCAM
peanu3annuy KOpIIOPATUBHOM COLMAIBLHOMN MOJUTUKHU

CocTaBisITh U KOHTPOJIMPOBATh CTaThU PACX0JI0B HA COLIMATIbHBIE
IIPOrpaMMBbl JUIsl IJIAHUPOBAHUS OFO/IKETOB

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

[TpoBOANTH MOHUTOPHUHT YCIIEUIHBIX KOPIOPATUBHBIX COLIMATIBHBIX
porpaMm

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, COIIUATIbHOM OTBETCTBEHHOCTH U COLMATIBHBIX
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 JIbTOT, BBHITUIAT PAOOTHUKAM C YUE€TOM
TpeboBaHuil 3akoHOIaTeNbCcTBa Poccuiickoit deaeparuu

Opranu3zanus neperoBopoB ¢ MpodheccnoHaTbHBIME COI03aMH U JPYTUMHU
MPEJICTAaBUTEIbHBIMU OpTaHaMU pabOTHUKOB, OOIIIECTBEHHBIMU
OpraHu3aIMsIMU, B3aUMOJIEUCTBUE C TOCYIaPCTBEHHBIMUA OpraHaMu
OlueHka yJIOBIETBOPEHHOCTH NIEPCOHAIA KOPIIOPATUBHON COI[UATBHOM
MTOJUTUKOMN

Ornenka 3¢ (HEeKTUBHOCTH MEPOTIPUSATUI KOPIIOPATUBHOM COIMAIBHOM
MOJIUTUKU

[ToaroToBka npeioxeHuit Mo GopMHUPOBAHUIO OIOKETA B YACTH
obecrieueHnst KOPIOPaTUBHOMN COIMATIBHON TTOJIUTUKH, TI0
COBEPILICHCTBOBAHUIO MEPOIIPUSTHI KOPITOPATUBHOW COLMATBHOMN
MOJIUTUKU

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




5. TEMATUYECKHWM ILUIAH

Yacos
KonrakTHas pabora .(1o y4.3aH.)
TeMa HaHMeHOBaHI/Ie TEMBI BCGFO H CaMOCT. CahI/l(OOCI-;’Z)I:IOTJ;;bH
Hacos Jlexmm Ha6}?§ 2T0p Pall:;: ' paGora oii paboThI
3aHATUA
Cemectp 8 144
[InanupoBaHue 3aKyNnoK, SKOHOMUYECKHE
OCHOBBI (DOPMHPOBAHUS HAYATHHON
Tema 1. MakcuMainbHOM 1ieHa konrpakta (I1K-2, ITK- 23 3 3 17
3, [1K-5, I1IK-9)
[Topsinok npoBeeHUs SJEKTPOHHOTO
Tema 2.1 onkypea (ITK-2, ITK-3, TIK-5, TIK-0) 30 S S 20
[Topsnok npoBeeHNs 3JIEKTPOHHOTO
Tema 3. aykiona (TTK-2, TTIK-3, T1K-5, ITK-9) 24 2 2 20
[Topsinok npoBeaeHUs SIEKTPOHHOTO
Tema 4. [3ampoca kotuposok (I1K-2, TTK-3, T1K-5, 19 2 2 15
I1K-9)
HcnonHenue, u3aMeHEHHE, paCTOPKEHUE
Tema 5. kontpakra (I1K-3, TTK-6, TTK-7, IIK-8) 24 2 2 20
Opranu3zanus J0KyMeHTO000poTa B
Tema 6. | KOHTpPaAKTHOH cucTeME B chepe 3aKyIoK 24 2 2 20
(TIK-4)
6. ®OPMbI TEKYIIEI'O KOHTPOJISI 1 NMPOMEXYTOYHOM ATTECTAIIUA
HIKAJIBI OHEHUBAHHUSA
Paznen/Tema Bun ouenotroro OrnurcaHne OLEHOYHOIO CPEACTBA Kpurepun
cpencTBa OLICHUBAHU
Texymuit konTposb (Ilpunoxenue 4)
Ha mpaktuueckux
3aHATHUSAX B YCTHBIX
OTBETax
OLIEHUBAETCS
MPaBUILHOCTh
BOCITPOU3BEICHUS
3HaHUH, YMEHHE
JIOTUYHO
VYerubiii onpoc, | [lepeyens u3 18 BompocoB ist  yCTHOTO 000CHOBATh TOUKY
Tempr 1-4 TECTOBBIE 3aJ]aHusl | orpoca. 3peHUsl, BIIaJICHUE

OTKPBITOT'O U
3aKPBITOTO THUIIA

Tect cocTouT U3 23 BONPOCOB OTKPHITOrO U
3aKpBITOrO THUIA

HaBbIKaMU
apryMeHTalHlH.
Kaxnp1it Bonpoc
TECTa OLEHUBAETCS
CJIEIYIOIIUM
obpa3zom:
IIPaBUJIbHBIN OTBET
- 1 Gamn,
HEIPaBUJIbHBIN
oTBeT - 0 GayuioB.




Tewmsl 5,6

YceTHBI onpoc,
TECTOBBIC 3aJjaHUs
OTKPBITOI'O U
3aKPBITOT'O THUIIA

ITepeuens n3 11 BOmpocoB [uisl YCTHOIO

orpoca.
Tect cocrout U3 17 BONpOCOB OTKPHITOrO U

3aKPpBITOT'O TUIIA

Ha mpaktuueckux
3aHATHUSAX B YCTHBIX
OTBETax
OLICHUBAETCS
IIPaBUJIBHOCTb
BOCIPOM3BEICHUS
3HaHUH, YMEHHE
JIOTUYHO
000CHOBATh TOUYKY
3pEHHsI, BJIaJICHUE
HaBbIKAMU
apryMeHTaluu.
Kaxnpiit Bormpoc
TeCTa OLEHUBACTCS
CJIE1YIOLIUM
obpazoM:
NpaBUJIbHBIN OTBET
- 1 6am,
HENPaBUILHBIN
otBeT - 0 6amoB.

Temsbl 1-6

Jlokmagesl ¢
Mpe3eHTaAlUsIMHU

[Tepeuenb u3 20 TeM JJ1s1 JOKJIAI0B C
MIPE3CHTALUSIMHU

OnenuBaeTcs
IIPaBUJIBHOCTb
BOCIPOU3BEICHUS
3HaHUH, YMEHHE
JIOTUYHO
000CHOBATh TOUKY
3peHus, BiIaJcHUE
HaBbIKaMU

apryMEeHTalHH.

[IpomexyTtounsrit koHTpoIb (IIpunoxenue 5)




8 cemectp (3a) | bunersl uis  3auera

3aJaHHuC.

15 GuneToB, KOTOPHIC BKIFOYAIOT 2
TEOPETUUECKHUX Bompoca U 1 mpakTudyeckoe

HCYOOBJICTBOPUTEIIb

JIBa TeopeTHUECKUX
BOIIpOCAa U
MIPaKTUYECKOE
3a7aHue
BBITIOJTHCHBI B
IIOJIHOM 00BEME,
CTYJICHT
OPUEHTHUPYETCS TIPH
OTBETE - OTJIMYHO.
JIBa TeopeTHUECKUX
BOITPOCA PACKPHITHI,
MIPaKTUYECKOE
3a7aHue
BBIIIOJTHEHO, HO
HMEIOTCSI
HETOYHOCTH B
OTBETE - XOPOIIIO.
PackpsIThI HE B
MOJTHOM 00BbeMe
TEOPETUUECKHIE
BOIIPOCHI, UMEIOTCSI
OIUOKHU B
MPaKTUYECKOM
3a/IaHHUH, CTYICHT
cabo
OPUEHTHUPYETCS B
OTBETE -
YIOBJIETBOPUTEIHHO
. TeopeTtnueckue
BOIIPOCHI U
MPaKTUYECKOe
3a7laHNEe HE
BBITIOJTHEHEI,
CTYJICHT HE
OPUEHTHUPYETCS B
OTBETE -

HO.




OIMUCAHHME HIKAJI OHEHUBAHUA

ITokazarens onerku ocoeHust OIIOIT popmupyercst Ha ocHOBEe 00bEIMHEHHSI TEKYIIEH 1
MIPOMEKYTOYHOM aTTECTAIIMH 00YJarOIIErocs.

ITokasaTens pedTHHra 110 KaXJI0M JUCLUIIIMHE BBIPAKAETCA B IIPOLEHTAX, KOTOPBINA ITOKA3bIBAET
YPOBEHb MOJITOTOBKH CTYJICHTA.

Texymas arrecranus. Mcnone3yercs 100-6amibHas cuctema oneHuBanus. OeHka paboThl
CTYyJICHTa B TCUEHUH CEMECTpa OCYIIECTBIISAETCS MPENO1aBaTelieM B COOTBETCTBUH C Pa3padOTaHHON UM
CHCTEMOMH OIICHKH Y4EOHBIX IOCTHKEHHUH B TIpoliecce 00yUYeHUs 10 TaHHOW JUCITUTIIIMHE.

B pabouux mporpammax IUCHMIUIAH U MPAKTUK 3aKPEIJICHBI BUIBI TEKYIICH aTTeCTAINH,
IJIaHUPYEMBIE Pe3yJIbTaThl KOHTPOJIBHBIX MEPOTIPUITHI U KPUTEPUHU OIICHKU YUE€OHBIN TOCTHIKEHUH.

B Tedyenue cemecTpa npenogaBaresieM IPOBOJAUTCS HE MEHEE 3-X KOHTPOJbHBIX MEPOIIPUATHI, 1O
OIICHKE JEATEIbHOCTH CTYJIeHTa. ECiii mocemenus 3aHATHil IO TUCIUIIJIMHE BKIIOUYEHBI B PEUTHHT, TO
JIaHHBIN MMOKa3aTellb cocTaBisieT He oonee 20% OoT MaKCHMAaIbLHOTO KOJIHYECTBA 0aJIJI0B M0 JUCLMIUIMHE.

[Ipomexxyrounas arrecramus. Mcnonb3yercs S-6amibHast cucrema onieHuBaHus. OrieHka paboThl
CTYJEHTA 110 OKOHYAHHIO TUCHUIUIMHBI (YACTH JTUCIUILIMHBI) OCYIIECTBISETCS MPENo1aBaTeeM B
COOTBETCTBUH C pa3pabOTaHHON UM CHUCTEMOU OIEHKU JOCTHKEHUU CTYJEHTa B Mpoliecce 00ydeHus 1o
naHHou qucuuriuHe. [IpoMexxyTouHas aTTecTanus Takke IPOBOAUTCS MO OKOHYAHUIO (POPMHUPOBAHUS
KOMIIETCHIINH.

[Topsiaok nepeBojia peTHUHTA, TPEAYCMOTPEHHBIX CUCTEMOM OLIEHUBAHUS, IO TUCLUILIMHE, B
NATUOAIUIHHYIO CUCTEMY.

Bricokwuit yposens — 100% - 70% - oTiimuHO, XOpOLIO.

Cpennnii ypoBeHb — 69% - 50% - yaoBIETBOPUTEIHHO.



IToxa3aTeab OEHKH

ITo 5-6aIbHOM cucTEMe

XapakTepuCTHKA MOKa3aTesi

100% - 85%

OTJINYHO

00J1a1a10T TEOPETUUCCKUMU 3HAHUSIMU B TTIOJTHOM 00BbEMe,
MOHUMAFOT, CAMOCTOSTCIIBHO YMEIOT IPUMEHSTD,
HCCIIeIOBATh, UICHTH(PHUIIMPOBATH, AaHAJTHU3UPOBATH,
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,
paccuuTaTh MoKa3aTelu, KiacCu(puIupoBaTh,
pa3palaTeIBaTh MOJEIH, AITOPUTMHU3UPOBATH, YIIPABIIAT,
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 00IIMMU TEOPETUYECKUMHU 3HAHUSMHU, YMEIOT
MIPUMEHSTD, UCCIIEI0BATh, UIEHTU(DHUIIMPOBATD,
AHAJIN3UPOBATh, CUCTEMATHU3UPOBATL, PACIIPCACIIATD 11O
KaTeropusM, pacCCYMTATh TIOKA3aTEINH,
KJaccu(uupoBaTh, pa3padaTeiBaTh MOIEIIH,
alrOpUTMU3UPOBATH, YIIPABIIATh, OPraHU30BaTh,
IUTAHUPOBATH MIPOIIECCHI HCCIIETOBAHUS, OCYIIECTBIAThH
OLIEHKY Pe3yJIbTaTOB Ha CPEJHEM YPOBHE.
JlomyckaroTcst oMOKH, KOTOPbIE CTYACHT 3aTPyIHACTCS
UCIPAaBUTh CAMOCTOSTENBHO.

49 % wu meHee

HCYIOOBJICTBOPUTCIBHO

0071a/1a10T HE TIOTHBIM 00BFEMOM OOIIIUX TEOPETUYECKUMU
3HAHUSIMU, HE YMEIOT CAMOCTOATENbHO TPUMEHSTH,
UCCIIeIOBATh, UICHTH(PHUIIMPOBATH, aHATH3UPOBATH,
CHUCTEMAaTU3UPOBATh, PACIIPEACIIATH 110 KATETOPHSIM,
paccuuTaTh MOKa3aTenu, KiaccuuiupoBarh,
pa3pabaTeiBaTh MOJAEIH, AITOPUTMHU3UPOBATH, YIIPABIAT,
OpraHU30BaTh, INIAHUPOBATH MPOLIECCHI UCCIIEI0BAHMUS,
OCYIIECTBIISATh OLIEHKY PE3YJIbTATOB.

He copmupoBanbl yMeHUS ¥ HABBIKU IS PEIICHUS
npodecCHOHANBHBIX 3a7a4

100% - 50%

3a4TCHO

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

49 % wu meHee

HEC 3a4TCHO

XapaKTEPUCTHKA [TOKA3ATENIsI COOTBETCTBYET
«HEYJIOBJIETBOPUTEILHO»

7. COAEP KAHUE JUCHUITJIMHBI

7.1. ConeprxkaHue JEKIH




Tewma 1. [ImanupoBaHue 3aKymnoK, SKOHOMUUECKHE OCHOBHI () OPMHUPOBAaHUS HAYaTbHON MaKCUMAJIbHOM 11eHa
konrpakra (ITK-2, TTK-3, TIK-5, ITK-9)

[TnaHupoBaHME 3aKyIOK MOCPEICTBOM (DOPMHUPOBAHHUS, YTBEPIKACHUS M BEJCHHS TUTAHOB-TPa(QHUKOB.
TpeboBanus k hopme mianoB-rpadgukoB. HauanpHas (MakcuMalibHas) lIeHa KOHTpaKkTa. MeTo bl
OTIpeIeNIeHUs] Ha4allbHOW (MaKCUMAJIBHOM ) IIeHbI KOHTpakTa. O0mienoctynHas wHGOpManmus o IeHax
TOBapoOB, padoT, yciuyr. OpopmieHre KOHKYPCHOH TOKYMEHTAIIH.

Tewma 2. [Topsimok mpoBeneHus snekTpoHHoro konkypcea (IMK-2, TIK-3, TIK-5, T1K-9)

CocraB 3asBKM Ha yyacTue B 3aKynke. [lopsaok paccMOTpeHMsl 4i€HaMHM KOMUCCUU IIEPBOM YacTH 3as1BOK
Ha y4yacTue B 3aKyrnke. POpMUPOBAHNE 3aKa3YMKOM IIPOTOKOJIA PACCMOTPEHHUS U OLIEHKH IIEPBBIX YacTel
3as1BOK Ha ydacTue B 3aKynke. [lopsaok OTKIOHEHUs IPU pacCCMOTPEHUH NIEPBBIX YACTEH 3asBOK Ha
yuactue B 3aKkynke. Coznep:kaHue IpOTOKOJIa paCCMOTPEHUS M OLIEHKU IIEPBBIX YaCTEH 3asBOK Ha y4acTHE B
3akynke. [logaua yyacTHUKOM 3aKyIIKHM LIEHOBOTO NpeaiokeHus. [Topsqok paccMOTpeHHUs U OLEHKU
BTOPBIX YacTell 3aBOK Ha yyacTHe B 3aKynke. CoziepskaHue IPOTOKOJIa pACCMOTPEHUS U OLIEHKU BTOPBIX
yacTell 3asBOK Ha ydacTue B 3aKynke. OleHka IeHOBbIX npeanoxkenuid. Coaepxanue IpoToKoa
MOJIBEJICHUS] UTOI'OB ONPEENICHUs IOCTABIIUKA.

Tema 3. [Topsimok npoBenenus snekrponHoro aykuuona (I1K-2, [TK-3, TIK-5, TTIK-9)

3asiBKa Ha y4acTHUE B AJIEKTPOHHOM aykiuoHe. [lopsaok nogaun neHoBbIX npeanoxenuii. @opmupoBanue
IIPOTOKOJIA TIOJJa4U LIEHOBBIX MpeasiokeHui. [IpoTokoi noaBeseHrs HTOTOB 3JEKTPOHHOTO ayKLKOHA.
Crnyyau npu3HaHUS IEKTPOHHOTO ayKI[MOHA HECOCTOSIBILIMMCSL.

Tema 4. ITopsimok mpoBeeHHS SIEKTpOHHOr0 3ampoca kotuposok (ITK-2, TIK-3, TIK-5, ITK-9)
CocraB 3asBKM Ha yyacTue B 3aKynke. [lopsinok nmogaun 3asBOK Ha yyacTue B 3akynke. [lopsmok
paccMOTpeHHs 3asBKH Ha y4yacTHe B 3aKynke. DopMUpOBaHHE 3aKa3YMKOM € UCIIOJIb30BAHUEM
3JIEKTPOHHOM IJIOIIAIKH MPOTOKOJIA MOABEACHUS UTOTOB ONPEIEICHHUS TOCTABIIMKA.

Tema 5. Ucnionuenue, namenenue, pacropxkenue konrpakra (I1K-3, IK-6, TTIK-7, TTK-8)
OcobeHHOCTH UCTIONHEHMs KOHTpakTa. MI3MeHeHue, pacTop:keHre KoHTpakra. O0ecrieueHre UCTIOIHEHUS
KOHTpAaKTa

Tema 6. Opranusanusi JOKyMEeHTO000pOTa B KOHTPAKTHOM cucteme B cepe 3akyrok (ITK-4)

OOMeH 3IeKTPOHHBIMH JJOKYMEHTaMH B 3aKymkax. KBanuduuupoBanHble cepTHQHUKATHI KIIFOYEH MPOBEPKH
JJIEKTPOHHBIX MOAMNKMCEN, TPEeIHA3HAYEHHBbIE JJI UCTIOIb30BaHUS yYaCTHUKAMH KOHTPAKTHOM CHCTEMBI B
cdepe 3akynok. [Topsaok popmMupoBanus U pasmenieHus HHPOpMaLUU U JOKYMEHTOB B €JUHOMN
UH(POPMALIMOHHOM CUCTEME, Ha HJIEKTPOHHOH IIIOLIA/IKe, CTIEUAIN3UPOBAHHON 3JIEKTPOHHOM IJI0IIAIKe.
HNndopmannonnoe obecreueHne KOHTPAKTHOW CHCTEMBI B cpepe 3aKymoK

7.2 CopeprkaHue MPaKTHUECKUX 3aHATHH U J1aOOpaTOpHBIX padoT

Tema 1. [InanupoBaHue 3aKynoK, 5JKOHOMHUYECKHE OCHOBBI (POPMUPOBAHUS HaYaJIbHON MaKCHUMAaJIbHOM 11eHa
xontpakra (ITK-2, I1K-3, T1K-5, TIK-9)

Bompocsr qy1s1 o0cyk1eHus Ha MPAaKTHIECKOM 3aHSTHH:

1.TpeGoBaHMs K COCTABICHUIO, BEACHUIO U Pa3MEIICHUI0 IUIaHa-TpaduKa 3aKyIoK.
NnenTrndukainoHHbIA KO 3aKYIKH, KaTaJloT TOBApOB, padoT, YCIIYT.

2.Metonpl  ompezeneHuss Ha4aIbHOW (MaKCUMaIbHOMN) 1IEHbI KOHTPAKTA.

3.06menoctynHasi HMHQOpMAIMS O IIeHaX TOBApOB, paboT, YCIIYT.

4. TpeboBaHuUs K y4aCTHUKAM 3aKYIKH.

5. IIpaBuna onrcanusi 00bEKTa 3aKYITKH

6. DKCEePThI, SKCIIEPTHHIE OpTraHU3aALNT

7. Pacuer HavanbHOW (MaKCMMaJIBbHOM ) IIEHBI KOHTPAKTa MPH 3aKyIIKEe TOBAPOB, padOT U YCIIYT.

Tema 2. TTopsimok nmposeaeHwust snekrponnoro koukypea (ITK-2, TIK-3, TTK-5, ITK-9)




Tema 3. TTopsimok nmpoBeaeHust smekTponHoro ayknuona (ITK-2, TIK-3, ITK-5, TTK-9)
Bonpocs! u1g 06cyxieHrs Ha IPaKTUYECKOM 3aHSATHH:

1. [leiicTBuUs oneparopa 31EKTPOHHOU IUIOMIAKH P MPOBEACHUHN SJIEKTPOHHOTO ayKIIMOHA.
2. TpeboBaHMs K IECHOBOMY MPE/I0KEHHUIO.

3.3anpeT Ha poBe/IeHNE EPErOBOPOB C YYACTHUKOM 3aKyIKH

4. Tlopsimok HampaBlIeHUsI YYACTHUKOM 3ampoca o Jaye pa3biCHeHUH HHPOopMaIiu.

Tema 4. [Topsiiok mpoBeieH st AIeKTpoHHOTO 3ampoca koTupoBok (ITK-2, TTK-3, TTK-5, ITK-9)
Bompocs! 111 00CykA€HHs Ha TPAKTUYECKOM 3aHSATUU!

1. ConepxaHue MPOTOKOJIA IOIBEIEHUS UTOI'OB ONPEEIICHUS TOCTABIIUKA.

2.JleicTBHs ornepaTopa ICKTPOHHON IJIOIMIAIKH MPU MTPOBEACHUH JIEKTPOHHOTO 3aIIpoca KOTHPOBOK.
3.Ciyyau npu3HaHUSI 3JIEKTPOHHOTO 3alIpOCca KOTUPOBOK HECOCTOSBLIMMCS.

Tema 5. cnonuenue, uameHenue, pacropxenne kourpakra (I1K-3, ITK-6, TTK-7, IT1K-8)
Bormpockl, 00cyk1aeMbie Ha TPAKTHICCKUX 3aHATHSX:

1. HaznaueHue SKCIEPTOB IS MPOBEACHUS IKCIICPTH3HI.

2. Cny4yau OpOBEJIEHUsT SKCIEPTHU3bI C PUBJIEYEHUEM CTOPOHHUX 3KCIEPTOB.

3. Ilopsinok mpueMKu TOBapoB, paboT, YCIIYT.

4. Ilopsimoxk BHECCHHUS U3MEHEHUS B KOHTPAKT

5. 3meHenune cpoka UCIIOJHEHUS] KOHTPAKTA.

6.JlomoHUTENbHOE COTIallIeHue 00 YMEHBIIIEHUH [IEHbl KOHTPAKTa

7. CnocoObl  OOecneYeHus TapaHTHHHOTO 00513aTelIbCTBA

8. CrocoObl 00€CIIeunTh NCITOTHEHUE KOHTPAKTa

Tema 6. Opranu3zaius J0KyMEHTO000pOTa B KOHTPAaKTHOM cucteMe B chepe 3akynok (ITK-4)
Bompocsl, 00cyx/1aeMble Ha MPaKTUUYECKUX 3aHATUSAX:

1.Kakue oT4eThl HYy’KHO MOJArOTOBUTH 3aKa3uyMKam

2. lopsinox GyHKIMOHUPOBAHUS €UHON HMH(POPMAITMOHHON CUCTEMBI

3.Conepxanue equHON NH(OPMALIMOHHON CUCTEMBbI

4.0OnepaTop 3J€KTPOHHOM IJIOIIAKH, ONIEpaTop CIEHUATU3UPOBAHHON 3IEKTPOHHOMN IUIOIIAIKH

7.3. CozeprkaHue caMOCTOATENbHOM pabOThI

Tema 1. [InanupoBaHue 3aKynok, SKOHOMHUYECKHE OCHOBBI (JOPMUPOBAHUS HAYaJIbHOM MaKCUMaJIbHOU LIeHa
xontpakra (ITK-2, I1K-3, TIK-5, TIK-9)

[IpopaboTka MaTepraioB JEKUUN C HCIOIb30BAaHUEM HOPMATHBHO-IIPABOBOM 0a3bl:

1. U3ydeHue cyneOHON MPaKTUKU IO BOIIpocaM (pOpMHUPOBaHUS HauaIbHOU (MaKCUMaJIbHOM 1IEHbI)
KOHTpAKTA.

2.N3yuenne marepuanos aea ®AC Poccuun o Bonpocam  ¢GpopMUPOBaHUS HaYaJIbHON MaKCUMalIbHOM 1I€HbI
KOHTpakTa (Ha opunuansHoM caiite DAC Poccun).

Tema 2. [Topsimok mpoBeneHus sekTponHoro koukypea (IK-2, TIK-3, TIK-5, TTK-9)

[TpopabGoTka MaTepuaoB JEKIUIl C UCIOJIb30BAHUEM HOPMATHUBHO-IIPABOBOM 0a3bl:

1. U3ydeHue cyeOHON MPAaKTUKHU IO BOIIPOCAM MOPsiIKa MPOBEIECHUS AIEKTPOHHOTO KOHKYpCa.
2.M3yuenne marepuainoB aen @AC Poccun mo Borpocam mopsijika mpoBeAeHUS IJIEKTPOHHOTO KOHKypca
(Ha opunmansHoM caiite  PAC Poccun).

Tema 3. TTopsimok nmpoBeaeHus smekrponHoro ayknuona (ITK-2, TIK-3, ITK-5, TTK-9)

[IpopaboTka MaTepHaIOB JEKIMK C HUCIOI30BAaHMEM HOPMATHBHO-TIPABOBOM Oa3bl:

1. U3yuenue cyneOHOM MTPAKTHUKH TI0 BOIIPOCAM TOPSIKA MPOBEIACHUS AICKTPOHHOTO ayKIIMOHA.
2.1zyuenne matepuanoB aei1 @AC Poccun nmo BompocaM MopsiKa MPOBEICHHS AIEKTPOHHOTO ayKI[MOHA
(ra opurmaneaOM caiite  DAC Poccun).




Tema 4. TTopsiiok mpoBeaeHus 3IeKTpoHHOTO 3ampoca kotuposok (ITK-2, TIK-3, TTIK-5, ITK-9)
[IpopaboTka MaTepHaliOB JEKIMK C UCIOJI30BAaHMEM HOPMATHBHO-TIPABOBOM Oa3bl:

1. U3ydeHue cyneOHON MPaKTHKHU IO BOIPOCAM IMOPsiIKa MPOBEIEHHUS AIEKTPOHHOIO 3allpoca KOTHPOBOK.
2.13yuenue matepuanoB aei1 @PAC Poccuu mo BornpocaM Mopsika MpoBEICHUS 3JIEKTPOHHOIO 3arpoca
KOTUPOBOK (Ha ourmanpHoM caiite  DAC Poccun).

Tema 5. Mcnonnenue, uameHenue, pacropxkenne kourpakra (ITK-3, TTK-6, TIK-7, ITK-8)
[TpopaboTka MaTepuanoB JeKIUH C UCIOJIb30BAHUEM HOPMATUBHO-TIPABOBO 0a3bl:

1. U3yueHue cyneOHON MPaKTUKU IO BOIIPOCAM HCIIOIHEHHMSI, U3MEHEHHUS, PACTOPKEHHSI KOHTPAKTA.
2. U3zyuenue matepuanon aea ®AC Poccur no BompocaMm UCIOHEHUSI, U3MEHEHU S, PACTOPKEHUS
KOHTpakTa (Ha opurmansHoM caiite  DAC Poccun).

Tema 6. Opranuzanus JOKyMEHTO000pOTa B KOHTPAKTHOM cructeme B cdepe 3akynok (ITK-4)
O3znHakoMIeHHE ¢ pabOTOM AIIEKTPOHHBIX IIOMAA0K Poccuu Ha uX opUIMAIBHEIX caiiTax.

7.3.1. IlpuMepHbIe BOIPOCHI AJISi CAMOCTOSITENILHOM MOATOTOBKH K 3a4€Ty/3K3aMEHY
[Tpunoxenue 1

7.3.2. [IpakTryeckue 3aJaHus MO JUCUUIUINHE [T CAMOCTOSATEILHOM MOATOTOBKH K
3a4eTy/aK3aMeHy
[Ipunoxenue 2

7.3.3. Ilepeuenb KypcoBbIX paboOT
He npenycmorpeno

7.4. D1eKTpOHHOE MOPTQOINO 00YUAIOLIETOCs
MaTeprabl He Pa3MeIIatoTCs

7.5. Meronnyeckue peKOMEHAAINH 0 BBIITOJHEHUIO KOHTPOJIBHON paboThI
He npenycmorpeno

7.6 MeTtoamueckie peKOMEHIaIluH 110 BBIIOJTHEHUIO KYpCOBOI paboThI
He npenycmorpeno

8. OCOBEHHOCTHU OPTAHU3AIIMU OBPA3OBATEJIBHOI'O
MMPOLECCA 11O JUCHUIIVIMHE JJ1 JINL C OTPAHUYEHHBIMHA
BO3MOXHOCTSAMMU 310POBbs

Ilo 3aaenenuto cmyoenma

B nensix 0CTyNmHOCTH OCBOEHHMSI IPOTPAMMBI JIJIS JIUI C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMU 37]0POBbSI
MIPU HEOOXOAMMOCTH Kadeapa 00ecrednBaeT CICYIONTUE YCIOBHS:

- 0COOBI MOPAIOK OCBOCHUS TUCIUILIIMHBI, C yIE€TOM COCTOSIHUS UX 3/I0POBBS;

- DJIGKTPOHHBIE O00pa3oBaTeNbHbIE pPECypchl MO JAUCHUIUIMHE B (OpMax, adalTUPOBAHHBIX K
OTpaHUUYEHUSAM UX 3/10POBBS;

- W3YyYEHHUE IUCIMIUIMHBI 10 HHIUBUAYaJbHOMY y4eOHOMY IUlaHy (BHE 3aBHCHUMOCTH OT (HOpMBI
o0yueHwus);

- DJIEeKTpOHHOe oOydyeHHe ¥ JUCTAaHIMOHHbIE OOpa3oBaTEeNbHBIE TEXHOJIOTUH, KOTOpHIE
peaycMaTpUBaOT BO3MOXXHOCTH IpUeMa-fepeaadu nHpOopMaluy B JOCTYIHBIX 715 HUX (opmax.

- goctyn (yHaJeHHBIH JOCTYN), K COBPEMEHHBIM MpO(ecCHOHAIBHBIM 0a3aM JaHHBIX U
UH(POPMALIMOHHBIM CIIPABOYHBIM CUCTEMaM, COCTaB KOTOpbIX onpeneneH PIT/I.




9. MEPEYEHb OCHOBHO 1 JIONOJTHUTEJbHOM YYEBHOM JINTEPATYPHI,
HEOBXOJUMOI /11 OCBOEHUSI U CHUTIJIMHBI
Caiit oudamorexkn Ypl'dy
http://lib.usue.ru/

OcHoBHasi JinTeparypa:

1. Uynanora O.JI. TexHomoruu KaapoBOro MEHEKMEHTA [ DJIEKTPOHHBIN pecypc|: YueOHuK. -
Mocksa: OOO "Hayuno-uzaarensckuit nentp MHOPA-M", 2021. - 492 c¢. — Pexxum nocryna:
https://znanium.com/catalog/product/1324185

2. KazakeBuu T. A., Tkannu A. . JlokymenToBenenue. JJOokyMEHTAIIMOHHBIN CEPBUC [ DNEKTPOHHBIN
pecypc]:y4eOHUK ¥ IPAKTUKYM JJIs By30B. - MockBa: FOpaiit, 2022. - 177 ¢ — Pexxum gocrymna:
https://urait.ru/bcode/491585

3. Mamenosa H. A., baiikoBa A. H., Mopo3osa O. H. Ynpasienue rocy1apcTBEHHbIMU U
MYHUIUITATBHBIME 3aKyITKaMU [ DIEKTPOHHBIA pecypc]:YueOHUK U MPaKTHKYM JJIsl By30B. - MOCKBa:
IOpaiit, 2022. - 421 — Pexxum nocryma: https://urait.ru/bcode/489788

4. JlutBuHiOK A. A., Jlykamesuu B. B., Kapnienko E. 3., Ky3y0 E. B., badsiauna JI. C., Xypasnes II.
B., Kapramoga JI. B., Konobeesa A. b., Tpocka 3. A., ®ateeB M. A., Ycrioxkanuna H. B. Ynpasnenue
NepCOHANIOM [ DIEKTPOHHBIN pecypc]:YueOHUK 1 MpaKTHKyM /s By30B. - Mocksa: FOpaiit, 2022. - 461 —
Pexxum noctyna: https://urait.ru/bcode/488852

5. KnyroB A. B. YnpaBieHue rocy1apcTBEHHbIMA U MyHULIMIIAJbHBIMU 3aKYIIKaMU U KOHTPaKTaMU
[DnexTpoHHBIHN pecypc]: YueOHUK U IPaKTUKYM 7S BY30B. - MockBa: FOpaiit, 2022. - 316 — Pexum
nocryma: https://urait.ru/bcode/492924

JlonoJHuTebLHAS JINTEpaTypa:

1. Kubanos A.4., ypaxosa W. b. Ynpasnenue nepcoHanom opraHu3aluu: CTpaTerus, MapKeTHHT,
WHTEpHAIMOHAIM3AIMs [ DNEeKTPOHHBIN pecypc]:YuebHoe nmocodue. - Mocksa: OO0 "Hayuno-
uznarensckuii neHTp MHOPA-M", 2020. - 301 c. — Pexxum noctyma:
https://znanium.com/catalog/product/1067540

2. Kazannes /[. A. KonkypeHTHbIe 3aKynKd. MeToA0I0THs 1 HOPMATHBHOE PEryJIMpOBaHUE
[DnexTpoHHsIi pecypc]:Monorpadus. - Mocksa: OOO "Hayuno-uznarensckuii iearp MHOPA-M", 2022.
- 324 c¢. — Pexxum noctyma: https://znanium.com/catalog/product/1681652

10. IEPEYEHb TH®OPMAIIMOHHBIX TEXHOJIOTI' Ui, BKJIIOUASI TEPEUEHD
JIMHEH3UOHHOI'O TPOTPAMMHOI'O OBECIIEYEHUSA U UHOOPMAILIMOHHBIX
CIIPABOYHBIX CUCTEM, OHJIAVIH KYPCOB, HCITOJIb3YEMBIX ITPU OCYIIECTBJEHUU
OBPA3OBATEJIBHOI'O IMTPOLECCA 11O IUCHUITJIMHE
IlepeyeHs JTUIIEH3MOHHOTO MPOTPAMMHOTO O0eceYeH s :

Astra Linux Common Edition. Jorosop Ne 1 or 13 wmrons 2018, akt ot 17 mexadbps 2018. Cpok
JIeMCTBUS TUIICH3UH - 0€3 OTPAaHUICHHUS CPOKA.

MoitOduc crangaptaeii. Cornmamenue Ne CK-281 ot 7 wrons 2017. [lata 3axmrouenus - 07.06.2017.
Cpoxk neficTBUS TUIEH3UH - 0€3 OrpaHUYEeHUS CPOKA.

Microsoft Windows 10 .JJoroBop Ne 52/223-110/2020 ot 13.04.2020, Axt Ne Tr000523459 ot
14.10.2020. Cpok geiictust munenszun 30.09.2023.

Microsoft Office 2016.JoroBop Ne 52/223-110/2020 ot 13.04.2020, Akt Ne Tr000523459 ot
14.10.2020 Cpok netictust muuen3un 30.09.2023.

Ilepeyenb HHGOPMALMOHHBIX CIPABOYHBIX CHCTEM, PeCypcoB HHPOPMALMOHHO-
TeJIEKOMMYHHMKAIIMOHHOM ceTH « UHTEpHET»:



CnpaBouno-nipaBoBasi cuctema ['apant. JloroBop Ne 58419 ot 22 nexabps 2015. Cpok aeucTBus
JIMIICH3UH -0€3 OTPaHUYCHUS CPOKa

CrpaBouno-mipaBoBas cuctema Koncynprant +. Cpok neiictBus munensuu a0 31.12.2023

11. ONMCAHUE MATEPUAJIbHO-TEXHUYECKOM BA3bI, HEOBXOJIUMOM 115
OCYHIECTBJIEHUSA OBPA3OBATEJIBHOI'O ITPOLHECCA 110 AUCIUITJIMHE

Peanuzanus yueOHONM AMCLUIUIMHBI OCYLIECTBIIETCA C UCIOJIb30BAHUEM MaTEpUAIbHO-TEXHUUYECKOU
6a3s1 YpI'DVY, obecrieunBaromieil mpoBeeHHE BCEX BUAOB YUEOHBIX 3aHATUH U HAYYHO-HUCCIIE0BATEIBCKON 1
CaMOCTOSITENIbHON pabOTHl 00YUAIOIIMXCS:

CrenanpHble TOMEIICHUS MPEJCTABISAIOT COO0H yueOHbIe ayIUTOPHH JJIsl POBEIEHHUS BCEX BHUIOB
3aHATHUH, TPYNIOBBIX U MHIUBUIYaJIbHBIX KOHCYIbTAIIMNA, TEKYIIETO KOHTPOJIS U IPOMEKYTOUHOM aTTEeCTALINH.

[Tomemnienust Ay caMOCTOSITENILHON pabOThl 00Yy4aroIIMUXCs OCHALIEHbl KOMIBIOTEPHONW TEXHUKOHM C
BO3MOXKHOCTBIO TOAKIIOYEHUsT K cetd "HMHrepHer" wu oOecrieyeHueM JOCTyna B OSJEKTPOHHYIO
nH(pOpMaIMOHHO-00pa3oBaTenbHy0 cpeny Ypl OVY.

Bce nomerniennsi yKOMIIJIEKTOBaHbI CIIEHUATM3UPOBAHHON MEOEIbI0 U OCHAILEHbI MYJIbTUMEIUNHBIM
o0opyioBaHrEM Crerio0opynoBaHueM (HHPOPMAIIMOHHO-TEIICKOMMYHUKAIIMOHHBIM, UHBIM KOMITBIOTEPHBIM),
JOCTYNIOM K HWH(OPMAIIMOHHO-TIOMCKOBBIM, CIIPABOYHO-TIPABOBBIM CHCTEMaM, 3JICKTPOHHBIM OHOIMOTEYHBIM
cucremaM, ©0a3aM JaHHBIX JEHCTBYIOLIErO 3aKOHOJATENbCTBA, HWHBIM HH(POPMALMOHHBIM pecypcam
CITy’KaIllUMU JUIS TIPE/ICTaBICHUS yueOHOM MHPOPMAUU OOIBIION ayIUTOPHH.

Jlig npoBeAeHMs 3aHSATUN JIEKIIMOHHOTO TUIA MpE3eHTAllMM U JIpyrue ydyeOHO-HarjsaHble mocoous,
o0ecrnieunBaroIIve TEMATUYECKUE UIUTFOCTPALIUH.



