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BBEJAEHUE

PaGouass mporpamMma JUCHUIUIMHBI — SIBJISICTCS  YacThIO  OCHOBHOW  MpodecCHOHATBHOU
0o0pa3oBaTeNbHON MPOrpaMMbl BBICIIETO0 00Opa3oBaHUs - IMpOrpaMMbl OakajaBpuaTa, pa3pabOTaHHON B
cootBercTBuu ¢ PI'OC BO

dI'oC BO denepanbHbIN TOCYIapCTBEHHBIM 00pa30BaTEIbHBINA CTAHIAPT BBICIIETO
oOpa3oBaHus - OakanaBpuat Mo HampasieHuto noaroroBku 38.03.03 Ympasnenue
nepcorasioM (mpukaz Muno6prayku Poccun ot 12.08.2020 1. Ne 955)

I1C

1. HEJIb OCBOEHUSA JUCIUIIJINHBI
SBnsercss GOpMHUPOBAHUS y CTYJCHTOB Oa30BBIX 3HAHMI MO PEIICHHIO BOIPOCOB OPraHU3ALUU
CHCTEMBI IOKyMEHTAIIMOHHOI'0 oOecriedyeHus B cepe yInpaBieHUs IEPCOHAIOM B TOM YHCJIE OpraHu3aIus
U YIIpaBIICHUE 3JIEKTPOHHBIM JOKYMEHTOOOOPOTOM.

2. MECTO JUCHOUIIJIMHBI B CTPYKTYPE OIIOII
JucuuriuHa OTHOCUTCS K BApUATHBHOM YacTH y4eOHOTO IJIaHa.

3. OBBbEM JUCHHUIIVINHBI

Yacos

Konrakrhas pabora .(1o Camocrosrenb

y4.3aH.) Hasi pabora

IIpomesxyTouHBIN KOHTPOIb | Beero 3a B TOM YHCIIE 3.e.

CeMECTp Ha60pa’r0 IOATOTOBKa
Beero | Jlexumu pHBIE KOHTPOJIBHBIX U

KYpPCOBBIX

Cemectp 7
Dk3amen, KoHTpoabHas
» BOHTP 216 16 8 8 191 6

pabora

4.lIJTAHUPYEMBIE PE3YJIbTATbI OCBOEHUSA OITOII
B pesynbrate ocBoenuss OIIOII y BbITycCKHHMKA MOJDKHBI OBITH COPMHPOBAHBI KOMIETEHIUH,
ycraHoBieHHbIe B cooTBeTcTBUU PT'OC BO.
[Tpodeccuonanpupie kommnereHuu (I11K)

[udp 1 HauMeHoBaHNE

Nuaukatopel AOCTHXEHUS KOMITETCHITMI
KOMIIETCHIINU

MHGOPMAIIMOHHO-aHATUTHYECKUI




I1K-1 Crniocoben
OCYIIECTBIISITh JAEATEIBHOCTD
[0 aHaIM3y U 00ecreueHUIo
OpraHM3aLIH IePCOHATIOM

NJI-1.11K-1 3uars:

Texnomoruu, MeTOObl M  METOAMKHM TPOBEACHUS  aHaiu3a |
CUCTeMAaTH3allMi JOKYMEHTOB W HH(OpMAIMH, TMOWCKA, MPUBJICUCHUS,
noadopa u oTOopa rmepcoHana

Cucrempr, MeTtoapl U (QOPMBI MATEPUAIBHOTO W HEMAaTEPHAILHOTO
CTUMYJIMPOBAHUS Tpy/ia epcoHaIa

CtpykTypa oOpraHu3zallid ¥ BaKaHTHbIe JOJDKHOCTH (mpodeccun,
CIEIUATLHOCTH )

[Topsanoxk onpeneneHus NEPCIeKTUBHON U TEKYIIEH NOTPEOHOCTH B KaJipax
Ncrounuku obecriedeHusi OpraHu3aiiy KaapaMu

Texnonoruu u MeTobpl GOPMUPOBAHUS U KOHTPOJIS OFOJKETOB
Opranumzanus paboT Ha  pasIUYHBIX  ydacTKax  IPOU3BOJICTBA,
OpraHu3alu, OTPACIH

OO0mmure TeHACHIINY Ha PBIHKE TPY/Ia U B OTACIBHOM OTPaciu, KOHKPETHOM
npodeccuu (I0JDKHOCTH, CIEIHUATBHOCTH) U BUIAX MPOQECCHOHAIBHON
JeSTEIIbHOCTH

OCHOBBI ICUXOJIOTHH U COLIMOJIOTHH TPYAa

OCHOBBI PKOHOMHKH, OPTaHU3AIMH TPyda W YIPABICHUS, YIPABICHHS
MIePCOHAIOM

TpynoBoe 3aKOHOTATENILCTBO WM HHBIC aKTHI, COJICpXKAIIUE HOPMBI
TPYAOBOTO IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJATEIHCTBA U HOPMATHBHBIC TPABOBHIC AKTHI
Poccuiickoit @denepanuu, B 4aCTH BeICHUS JOKYMEHTAIIMH 10 TIEPCOHATTY
3akoHoaarenbcTBO Poccuiickoit denepaniyu o nepcoHanbHbIX JaHHBIX
OcHOBBI HAJIOTOBOTO 3aKOHOIaTeNbecTBa Poccuiickoii deneparun
JlokasbHBIC HOPMATUBHBIC aKThl OPTaHHU3AINH, PETYTUPYIONIUE MOPSIOK
noadopa nepcoHana, ooecrneueHus: IepcoHaIoM

Hopwmbl 3Tk# nemoBoro oOieHus

bazoBbie OCHOBbI  HMH(OPMATHKH, CTPYKTYpHOE  IOCTPOCHHE
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I1K-1 Crniocoben
OCYIIECTBIISITh AEATEILHOCTD
[0 aHaIM3y U 00ecreueHUIo
OpraHM3aLIH IePCOHATIOM

NJI-2.I1K-1 YmeTs:

OmnpenensaTb KpUTEpUM [OMCKa, IPUBJIEUYEHHs, Moxdopa U oTOopa
IepcoHaa

CobupaTh, aHaNM3UPOBATh MW CTPYKTYPUPOBATh HHPOPMAIHUIO 00
0COOEHHOCTSIX OpraHu3aIy padoOT HA Pa3IMYHBIX Y4aCTKaX MPOU3BOICTBA
U Ha KOHKPETHBIX pabo4yMx MecTax C y4eToM Ieliei, 3aj1ad, IJIaHOB U
CTPYKTYpbl OpraHu3aluu

CoOuparp, aHamIUM3UpOBaTb M CTPYKTYpUPOBaTh HHGpOpMaLUI0 00
0COOEHHOCTSIX U BO3MOXKHOCTSIX KaJIpOBOr'0 MOTEHI[MAJIa OpraHu3alun
CoOuparp, aHaMIM3UpOBaTh M CTPYKTYpHUpoBaTh HH(MOpManuio 00
0COOEHHOCTSIX pBIHKA TpyJa, BKJIIOYas MNPEAJIOKEHHsI OT NPOBAWIEpOB
yCIAyr TO TOWCKY, NPHUBICYCHHIO, MONO0OPY M OTOOpY MepcoHana, o
KaHJHUaTax ¥ [PeUI0KEHUAX Ha phIHKE Tpyaa

@®opmupoBaTh TpeOOBaHUS K BAaKaHTHOW JOIDKHOCTH (mpodeccun,
CIELUAIBHOCTHN) U ONPENeNATh KPUTEPUH 1I000pa nepcoHalia

BHocHUTh KOppeKTUpYIOIIKE CBEACHUS B TpeOOBaHMUS K KaHIWAATaM Ha
BaKaHTHbIE JIOJDKHOCTH (podeccuu, CrielnanbHOCTH)

[IpyuMeHTh TEXHOJIOTMM UM METOJMKH MOMCKA, IPUBJICYEHUs, TIog00pa U
oTOOpa  KaHIMJATOB HAa  BakaHTHblE JIOJDKHOCTH  (mpodeccuu,
CHEIHAIbHOCTH) B COOTBETCTBHUE C UX ClIeUU(PUKON

ITonp30BaThbcs MOMCKOBBIMM CUCTEMaMM M MHPOPMALMOHHBIMU pecypcaMu
JUIs. MOHUTOpPUHIA pBIHKAa TpPyJAa, B 00JacTH 0OecnedeHus MEepPCOHAIOM,
IpaXJJaHCKOI'0 ¥ TPYAOBOT0 3aKoHOaTesbeTBa Poceuiickoit depepaunu
Wcnonb3oBath  cpeactBa  oOecrnieuyeHUs  MEPCOHAIOM,  BKIIIOYas
COIIPOBOKICHUE

KoHcynpTupoBaTh no BollpocaM NpUBJIEYEHHUS IEPCOHANA, [0 BOIPOCaM
pBIHKA Tpy/Ja B yacTU 00eCIeYeHUs] IEPCOHATIOM

CocTaBnaTh M KOHTPOJIMPOBAaTH CTaTbU pacxoloOB Ha oOecreyeHue
MIEPCOHAJIOM JIJIsl JITAHUPOBAaHUS OIO/KETOB

Va4 Ve




I1K-1 Crniocoben
OCYIIECTBIISITh JAEATEIBHOCTD
[0 aHaIM3y U 00ecreueHUIo
OpraHM3aLIH IePCOHATIOM

NA-3.11K-1 MeTh npakTUUECKUNA ONBIT

AHanu3 I1aHoB, CTPATETUN U CTPYKTYPbI OpraHu3aluu

Ananmu3 ocobeHHOCTEH opraHumzauuu pabOThl M TPOM3BOJACTBA HA
KOHKPETHBIX pabo4nx MecTax

AHanu3 pplHKa TpyAa IO OpraHu3aiud paboThl Ha aHAIOTUYHOM
IIPOU3BOJICTBE U PabOUNX MecTax

@®opmupoBanue TpeOOBaHWH K BAKaHTHOW JOJDKHOCTH (mpodeccun,
CIHELUAIBHOCTI) U UX KOPPEKIIMS

Ananu3 pblHKa TpyJla ¥ IepcoHala OpraHu3aluy 10 IpoGUI0 BaKaHTHON
JOJLKHOCTH (Tpodeccru, CIeHaaTbHOCTH)

WNudopmupoBaHre 1 KOHCYIbTUPOBAHHE PYKOBOJIUTENEH MOIpa3ieneHuit
U OpraHu3aly I0 BONpPOCaM pBIHKA TpyJda B YacTH oOecredeHus
IIEPCOHAJIOM, 110 BOIIPOCAM IIPUBJICUEHUS IIEpCOHAlIa ¢ OLIEHKOM 3aTpar
Iloucka BO BHYTPEHHHUX U BHEIIHUX HWCTOYHHKAX HH(pOpMamuu o
KaHJMaTaX, COOTBETCTBYIOIEH TpeOOBaHMUSAM BaKaHTHOM JOJDKHOCTH
(mpodeccun, CEUATBHOCTH )

PasMemienuss cBeeHMH O BakaHTHOM  JIOJDKHOCTH  (mpodeccun,
CNEIUAIBHOCTH) B CPEICTBAX MacCOBON HH(OPMAITUT

Bri6opa crioco0oB 1 METOA0OB NMPHUBIICUEHUS [IEPCOHATIA B COOTBETCTBUU C
YTBEPKJICHHBIMH TUTAHAMH

IIpoBepku wuHpoOpManMM O KaHAMJATaX HA BAaKAHTHBIE JOJKHOCTH
(mpodeccun, crienMaIbHOCTH)

IIpoBenenus cobeceoBaHUI M BCTped C KaHIWAATaMH HAa BaKaHTHbIE
JOJDKHOCTH  (TTpodeccHu, CIEeMUAIbHOCTH) € o0ecredeHneM OoOpaTHOH
CBSI3U

OneHKH COOTBETCTBUS KaHAMIATOB TPEOOBAHUSAM BAKAHTHOW JOJKHOCTH
(npodeccun, crienMaIbHOCTH )

[loaroroBku mnpenaoxkeHuil mo QopmupoBaHHio OOJKETa Ha IOMCK,




[1K-2 Crniocoben
OCYIIECTBIIATh
aMUHUCTPUPOBAHUE
MPOIIECCOB u
JOKYMEHTO000pOT paboThl ¢
ePCOHATIOM

NJI-1.I1K-2 3Hath

[Topsimok oopmiteHHs, BEICHHS U XPAHSHHS IOKYMEHTAIIUH, CBSI3aHHOM C
MTOMCKOM, TIPUBIICYCHUEM, TOAO0POM U OTOOPOM TIEpCOHATIA HAa BAKAHTHBIC
JIOJDKHOCTH, TIPOBEACHUEM OLIEHKH M aTTECTallud MEePCOHANIa, CUCTEMO
oOydeHUs, aganTaliii W CTAXHUPOBKU, PA3BUTUS ¥ TOCTPOCHUS
npoeCCUOHAIBHOW Kaphephl TEpcoHaga, IO CHUCTEMaM OIUIaThl H
OpraHu3alyy TpyJa MNepcoHasa, Mo COUUAIbHON MOJUTUKE B OTHOLIEHUU
nepcoHana

HopmaTtuBHBIE MpaBOBBIE aKThI, PErYIUPYIOIMIHUE IpaBa U OO0S3aHHOCTH
roCcyJapCTBEHHBIX OPTaHOB M OPraHU3AIMH 110 MPEOCTABICHUIO YYETHOU
JIOKYMEHTaIUU

[lopsimox ¢opmupoBaHusi, BelAeHHS OaHKa JaHHBIX O IIepCOHANe
OpraHu3ali W MPEOCTABICHUS OTYETHOCTU IO CHCTEMaM OIUIAThl U
OpraHu3alu TpyAa I[E€pCOHala, IMPEIOCTABICHUS OTYETHOCTH IO
BOIPOCAaM COLIMAILHOM MOJIUTUKU B OTHOIIEHUHU MEpCOHAJIa

JlokanbHble HOPMATHUBHBIE AKTHl OPraHU3ALNH, PETYIUPYIONINE TOPSIOK
OIUIaThl, OpraHu3alid U HOPMUPOBAHUS TPyAa

OCHOBBI IOKYMEHTO000POTa U IOKYMEHTAIIMOHHOT'O 00eCIICYCHHUS
TexHonoruu, MeTOABI M  METOAUWKH TMPOBEICHHUS  aHAIM3a U
CUCTEMAaTH3AINH JOKYMEHTOB ¥ HH(pOpMAaIiH

[lopsimox  mpoBeneHUss KOHKYPCOB H  O(opmileHHsS KOHKYPCHOMH
JIOKyMEHTAIUU

[lopsmox  mpoBeneHHs  3aKyNOUHBIX Mpouedyp ©  odopmieHus
COIYTCTBYIOIIEH TOKYMEHTALUN

[Topsimox odopMIIeHUS JOKYMEHTOB, MPE0CTABIIIEMBbIX B
roCyJIapCTBEHHBIE OpraHbl, MNPOPECCHOHANIBHBIE COIO3bI U APYTHe
MpEeACTaBUTEIbHBIC OPTaHbl PAOOTHUKOB U MHBIE OPraHU3AIUH
Ctpykrypa oOpraHm3alii W BakKaHTHBIC JOJDKHOCTH (mpodeccuu,
CIEIUATLHOCTH )

TpynoBoe 3aKOHOMATENHCTBO W HMHBIE aKThl, COJEPXKAIAE HOPMBI
TPYJIOBOTO IIpaBa

OCHOBBI apXMBHOTO 3aKOHO/IATEILCTBA M HOPMATUBHBIE MPABOBHIE AKTHI
Poccuiickoit deneparuu, B 4aCTU BEACHUS TOKYMEHTALUU 110 IIEPCOHAILY
OcHOBBI HAJIOTOBOTO 3aKOHOIaTeNbeTBa Poccuiickoit deneparuun
3akoHonarenbcTBO Poccuiickoit denepannivi 0 NEpCOHATBHBIX JaHHBIX
TexHomoruu, MeTOABI W  METOAMKMA TIPOBEACHHS  aHAIM3a U
CUCTEMAaTH3alNK JOKYMEHTOB U UH(pOpMaIiu

JlokanpHBIE AaKThl OpTaHU3AIMH, PETYIUPYIONIHME TMOPSAOK Toadopa
MepcoHalla, OLEHKH M aTTeCTAllMd NEpPCOHala, Pa3BUTHUS U MOCTPOCHUS
poeCCUOHANIBHOW Kaphephbl, OOYYEHHs, aanTallid M CTaXUPOBKU
repcoHasa

JlokanpHbIE HOPMATHUBHBIE AKTHI OPTaHU3AIMH, PETYIUPYIOIIUE MOPSITOK
BHEJIPEHUs KOPHOPATUBHOM COLIMAILHOM TOJUTUKU U COLUAIBHBIX
porpamMm

[Topsiok 3aKt0OUEHUs TOTOBOPOB (KOHTPAKTOB)

Hopw™mbl aTukH 1emoBoro oo1meHus

bazoBbie OCHOBBI UH(OPMATHKH, CTPYKTYpPHOE MIOCTPOEHUE




[1K-2 Crniocoben
OCYIIECTBIIATh
aMUHUCTPUPOBAHUE
MPOIIECCOB u
JOKYMEHTO000pOT paboThl ¢
ePCOHATIOM

NJI-2.I1K-2 YmeTs:

ObecrnieunBaTh JOKYMEHTAIIMOHHOE COMPOBOXKIEHUE BBIXOJA KaHIMIaTa
Ha paboTy U MepeMeIeHus TePCoHaNa, OIICHKU U aTTeCTalliy MepCoHaa,
oOyueHus, aJanTallii W CTaXHPOBOK, pPAa3BUTUS U TOCTPOEHUS
npodeccnoHaAbHOM Kapbephl MEPCOHAA, COMPOBOXKICHUE MEPOTPUITHN
[0 OIUIaTe€ W OpraHu3aluu TpyAa MepcoHana, COLUUAIBHON INOJUTUKU B
OTHOLIEHUH IIEPCOHAIA

OdopMnsaTh JOKYMEHTHI IO BOIIpocaM oOecreyeHus] KaJIpOBBIMU
pecypcaMi, 1o BOIIPOCaM OLIEHKM M aTTECTallUM MEPCOHAJIA, IPOBEICHUS
oOydeHUs, aganTallid ¥ CTAKHUPOBKH, PA3BUTHUS H TOCTPOCHUS
npodeccnoHalbHOM Kapbhepbl NepcoHalia, OIIaThl U OPraHU3allH Tpya
MepCcoHaNa, KOPIMOPATUBHOW CONMATBHOW TOJUTHKU HEOOXOIUMBIC st
MIPEIOCTaBIIEHUS B TOCYIapCTBEHHBIEC OPTraHbl, IPpodecCHOHAIbHbIE COIO3bI
U ApYyTHUE MPEJCTaBUTEIbHbBIC OpraHbl PA0OTHUKOB

AHanM3upoBaTh MPaBUIIA, IPOLEAYPHl U MOPSAIKUA MPOBEACHUS OLICHKU U
aTTecTalliy NepcoHala, 00y4eHus, aJanTalli U CTAXKUPOBKH, PA3BUTHS U
MOCTpOCHUSI TPOodEeCcCHOHATIBHON Kapbepbl IEepcoHalia, MPOUEAYpb
KOPIOPAaTUBHOM COLMAIBbHON MOJUTUKU

AHanM3MpoBaTh HOPMATUBHBIE U METOJAMYECKHUE IOKYMEHTHI 110 BOIIPOCaM
OIUIaThl U OpraHU3aluy TpyAa NepcoHaia

Bectu y4er u peructpanuio 10KyMeHTOB B HHPOPMAIIMOHHBIX CHCTEMaXx U
Ha MaTepHabHBIX Hocutensix OpraHu30BbBIBaTh XpaHEHUE JOKYMEHTOB B
COOTBETCTBUH C TPEOOBAHUSIMU TPYAOBOT0, APXUBHOT'O 3aKOHOAATEIHCTBA
Poccuiickoit ®enepariuu 1 J0KaIbHBIMU aKTAMU OpTraHU3aluu
AHanu3upoBaTh  JOKYMEHThl W  MEPEHOCUTh  HHPOpMAIUI0 B
MH(OPMAIIMOHHBIC CUCTEMBI M 0a3bI IAHHBIX O KaHIUAATax

PaGorate ¢ uH(pOpMalMOHHBIMU CHUCTEMaMH M 0a3aMH JaHHBIX TIO
BOIIPOCaM 00ECIICUeHUSs TIEPCOHATIOM, TIPOBEACHHSI OIICHKH M aTTECTAINN
nepcoHana, 00y4eHus, aAanTaluy U CTAXKUPOBKY, Pa3BUTHUS U IOCTPOCHUS
npoeCCHOHAIBHONW Kapbephbl MepCcOoHala, BEACHHUIO TOHCKAa W y4era
KaHJIMJATOB HAa BaKaHTHBIE JOJKHOCTHU (Tpodeccuu, CenaaIbHOCTH ), IO
CUCTeMaM OIUIaThl M OpraHu3alMd Tpyda IepcoHana, COUUATBHON
MOJIMTUKY B OTHOILIEHUH MTEPCOHAJIA

AHanmu3upoBaTh  JOKYMEHTBI W TEPEHOCUTh  HH(POpMAlUIO B
nH(OPMAIIMOHHBIE CUCTEMBI M 0a3bl TaHHBIX

[Tpou3BoauTH MpeaBapUTEIBHBIE 3aKYIIOYHBIE TMPOLEIYPHl U OPOPMIISATH
COMYTCTBYIOIIYIO JOKYMEHTALUIO MO 3aKIOYEHUIO TOTOBOPOB
Opranu3oBbIBaTh U MPOBOJUTH KOHKYPCHI, OPOPMIISIT U aHATU3UPOBATH
KOHKYPCHYIO JJOKYMEHTAIUIO

Bectu nenosyro nepenucky




[1K-2 Crniocoben
OCYIIECTBIIATh
aMUHUCTPUPOBAHUE
MPOIIECCOB u
JOKYMEHTO000pOT paboThl ¢
ePCOHATIOM

N-3.11K-2 MeTh NpakTUYECKUNA ONBIT

AHanu3a MpoIeccoB AOKYMEHTOOOOPOTa, JIOKAIbHBIX JTOKYMEHTOB IO
BOIpOcaM obOecreueHus] MepPCOHAIOM, OLIEHKE M aTTeCTalluu MepcoHaa,
OpraHM3aliy OIUIaThl M TPyAa MepcoHalla, KOPIOPATUBHOM COLMATBLHOU
MOJTUTHKH

AHanu3 mpoLeccoB, MPaBUi U MOPSIKOB OpraHU3aIMM IPU MPOBEICHUU
MEpONPUATHIA O PAa3BUTHIO U MPO(PECCHOHATBHON Kapbepe, 00yUeHHUIO,
aJIanTaluy U CTaXKUPOBKE MEepCcoHaa

Odopmienue npoiiecca U pe3yinbTaToB aTTeCTAllMU MIepCoHaa
OdopmiieHre JOKYMEHTOB 10 BOIIPOCAM OIUIATHI M TPYy/ia IepcoHaa
Benenuss wundopmanuu o0 BaKaHTHBIX JIOJDKHOCTAX (mpodeccusix,
CMEUUANTBHOCTAX) U KaHIUAATaX

OpranuzalioOHHOE COMPOBOXKICHUE MEPONPUITUN MO OICHKE MepcoHana
U ero aTTeCTallH

JIOKyMEHTAIIMOHHOE M OPTaHU3allMOHHOE COIPOBOXKIECHUE MEPONPUITUN
KOPIIOPAaTUBHOM COLMAJIbHON MMOJUTUKHU

JIOKYMEHTAIIMOHHOTO COIPOBOXACHUE KAaHIUIATOB HAa JTamax IOUCKa,
MpUBJICYEHUS, 1T0100pa U 0TOOpa MEpCOoHala Ha BaKaHTHBIE JTOJKHOCTU
(mpodeccun, cnenuanbHOCTH), WHPOPMUPOBAHWE KAHIAUAATOB O
pe3yibTaTax oToopa

JlokyMeHTaliMoHHOe  O(GOpMJICHHE PE3yJbTaTOB  MEPONPUATUH IO
pa3BUTHIO W TPO(ECCHOHANBHOW Kapbepe, OOY4YCHHIO, aJalTalud H
CTaKUPOBKE TMEPCOHANA, KOPIOPATUBHOM COIMAIbHOM MOMUTUKH
WNudopmupoBanne nepcoHaia o pe3yinbTraTax OLEHKU U aTTeCTaI[UH
[ToaroToBkH 3ampocoB O KaHAMIATaX B TOCYAApCTBEHHBIE OPraHbI, B
Cllydasix —TPEIYCMOTPEHHBIX JICHCTBYIOIIMM 3aKOHOJATEIICTBOM U
00paboTKa MpeI0CTaBICHHBIX CBEICHUN

[MonroroBku M 00pabOTKa yBEIOMIICHHS, 3alIPOCOB B TOCYAapPCTBEHHBIC
oprassl, mpoeccuoHanbHbIE COI03bI U IPYTHUE MPECTaBUTEIIbHBIC OpTaHbl
pabOTHHKOB TO BOMpPOCaM TIOMCKA, TMPHUBIECYEHUsS, MOoa0opa W OTOOpa




[1K-2 Crniocoben
OCYIIECTBIIATh
aMUHUCTPUPOBAHUE
MPOIIECCOB u
JOKYMEHTO000pOT paboThl ¢
ePCOHATIOM

NJ-4.11K-2 mets npaktudeckuid onbIT: [loaroroBka MHANBUIYATbHBIX
MPeIIOKEHU Ha OCHOBE pEe3yNbTAaTOB IMPOBEACHUS MEPONPUITUHA IO
pa3BUTHIO U TNPOo(ecCHOHANBHOM Kapbepe, OOY4YeHHIO, aJalTalud U
CTaKHPOBKE TepcoHana
[TogroroBka npemyioKEHUM IO Pa3sBUTUIO IIEPCOHANA IO pe3yibTaTaM
OLICHKH, COBEpPIICHCTBOBAHMIO CHCTEM OOy4YeHUs, aJanTaluu u
CTOXUPOBKH, DPA3BUTUS U IOCTPOSHHUS MPOPECCHOHATBHON Kapbephl
IepcoHana, MO BOMpocaM OILIaThl M TpyAda I[epcoHana, IO
COBEpIICHCTBOBAHUIO CUCTEMBI OIIAThl U OpraHU3alK TPy/a IepcoHara,
KOPIIOPAaTUBHOM COLMAJIbHON MMOJUTUKHU
[loaroroBka pe3ynbTaTOB aHaiM3a COOTBETCTBUS KOPHOPATHUBHOU
COLIMATILHOW TOJIMTUKH TPEOOBaHUSM 3aKOHOAATENhCTBA Poccuiickoit
@denepaliv U yCIOBUSAM PhIHKA TPyia
ConpoBoXkIeHHS TOTOBOPOB 110 00ECIICYSHUIO OPTaHU3AIIH [TEPCOHATIOM,
BKIJIIOYasl IMpelBApUTENIbHBIE MPOIEAYpbl MO WX 3aKIIOYEHHIO, II0
OKa3aHMIO KOHCYJIbTAIMOHHBIX U MH(POPMALMOHHBIX YCIYT IO OLEHKE U
aTTecTallid IepCOHaja, MO CHUCTEeMaM OIUIaThl U OpraHu3aluu Tpyaa
[IepCOHAaa, BKIIIOYas IIPEBAPUTEIbHBIE TPOLIEAYPHI IO UX 3aKIIOYEHHIO
JIOKyMEHTAIlMOHHOE U OPraHMU3aI[IOHHOE COMPOBOXKICHHE CHUCTEMBI
OpraHM3ally U OIUIAaThl TPy IepcoHaia
ConpoBokJieHHE JOTOBOPOB MO  OKa3aHHIO  KOHCYJIbTAI[MOHHBIX,
WHPOPMAIIMOHHBIX YCIYT, HEOOXOAMMBIX JJIsi TPOBEINCHHUS OOydeHHS,
aJanTalyyd U CTAKUPOBOK, PA3BUTUS M MOCTPOCHUS MPOPECCHOHATHHON
Kapbepbl IEpCcOoHala, M0 MEPONPUATHUSIM KOPHOPATUBHOW COLIMAIBLHOU
MOJINTUKU BKITIOYAsl IPEIBAPUTENBHBIE TPOLIEAYPHI MO UX 3AKITIOYCHHUIO
BreimonmHenue TpeOoBaHMIA 1O XpaHEHUI0 HMH(OpPMAMKA O pe3yiabTaTax
oOyueHus, aganTallii ¥ CTaXUPOBKU, Pa3BUTUA M TOCTPOCHUS
. o

OpFaHI/I3aHHOHHO'ynpaBHeH‘leCKHﬁ




[1K-3 CnocobeH
OCYIIECTBIIATh OPTraHU3AIHIO
HpOBeI[eHI/ISI OILICHKHN nu
aTTeCTallly TIepCoHaa

NJI-1.I1K-3 3Harh

TexHomorun W MeTOABI oOmpeneiaeHus MpodeccCHOHaNbHBIX 3HAHUMH,
YMEHUH U KOMITETEHLUH, OLIEHKN NMPOo(hecCHOHANBHBIX 3HAHUH, YMEHUHN U
KOMIIETEHIINH

TexHOIOTUU U METO/Ibl OIICHKU JTUYHOCTHBIX KAYECTB U XapaKTEPUCTUK
[Topsa0K ¥ TEXHONOTUS TPOBEICHUS ATTECTALIMHI

Cuctembl, MeTonsl W (OPMBI MaTEpPUATBHOTO W HEMAaTEPUATBHOTO
CTUMYJIMPOBAHUSA TPYJla IEpCOHAIIA

TexHonoruu u MeTobl GOPMUPOBAHUS U KOHTPOJIS OF0JKETOB
TexHomornu, MeTOABI W  METOAUKHA IPOBEIACHUS  aHalIM3a H
CUCTEMAaTH3allK JOKYMEHTOB U HH(pOpMaluu

OcHOBBI 001ICH M COLMAILHOM IICUXOJIOTHH, COLIMOJIOTHHM U IICHXOJOTUU
Tpyna

OcCHOBBI IPOU3BOJICTBEHHOH AESATEILHOCTU OpraHU3aLMU

[lopsmox  mpoBeneHUs  3aKyNOYHBIX Mpouenyp U odopmiieHus
CONYTCTBYIOIIEH JOKYMEHTAMU

CtpykTypa oOpraHu3zallid ¥ BaKaHTHbIe JOJDKHOCTH  (mpodeccun,
CIEIUATLHOCTH)

TpynoBoe 3akOHOAATENBCTBO M HHBIE aKThl, COJEpXKAIIUE HOPMBI
TPYJOBOTO IIpaBa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA U HOPMATUBHBIEC MPABOBBIE AKThI
Poccuiickoit denepaiuu, B 4aCTU BEACHUS TOKYMEHTALMU 110 EPCOHATY
3akoHonarenscTBO Poccuiickoit denepannivi 0 NEpCOHAIbHBIX JaHHBIX
JlokanbHblE HOPMATUBHBIE aKThl OPraHU3ALMM, PETYIUPYIOLIUE MOPAIOK
OLICHKHU IepCcCoHalIa

[Topsa10k 3aKiIF0UEHUs 10TOBOPOB (KOHTPAKTOB)

Hopw™e! aTHkH 1enoBoro oomeHus

ba3zoBeie OCHOBBI UHPOPMATUKH, CTPYKTYPHOE IIOCTPOCHHE

h |




I1K-3 Cnocoben
OCYIIECTBIIATh OPTaHU3AIHIO
HpOBeI[eHI/ISI OILICHKHN nu
aTTeCTallly TIepCoHaa

NJ1-2.1T1K-3 YmeTs:

OnpenensaTs napaMeTpbl U KPUTEPUH OLIEHKU U aTTECTAI[UK IIEpCOHAIa
OnpenensaTh W NPUMEHATh CPEACTBA M METOABI NPOBEIEHUS OLEHKU
HEepCOHaNa, aTTeCTalluu

Boiiensate (onpenensaTs) Ipynnbl NEpcoOHana JUisl MPOBEACHUS OLCHKH,
aTTecTaluu

BecTu yueT u peructpanuio JOKyMEHTOB B HH()OPMAIIMOHHBIX CUCTEMaX U
Ha MaTepUaJIbHbIX HOCUTENSX

OnpenensTb MHTEHCUBHOCTb TPYZa U 30HbI MOBBILIEHUS 3()()EeKTHBHOCTH
nepcoHalia

OnpenensaTb MOTUBALIMOHHBIE (PaKTOPBI IPOBEIEHUS OLICHKH [IepCOHAa
CocTaBisTh U KOHTPOJIUPOBATH CTAThU PACXO0B HA OLIEHKY U aTTECTALIUIO
HepcoHana Jisl INIAHUPOBAHUS OFOJIKETOB

ObecnieunBaTh  JIOKyMEHTAIIMOHHOE  CONPOBOXKACHHUE  aTTECTAallUU
nepcoHasia

ObecneunBaTh OPraHU3aMOHHOE COMPOBOXK/ICHUE OLIEHKU IIepCOHAa
OOecneunBaTh COXPAHHOCTb KOH(UIEHIMAIbHON HHGpOpMALMK IIpU
IIPOBEJCHUH OLIEHKU IIEpCcOoHala

OpraHu30BbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUHU C TPEOOBAHUAMU
TPYAOBOTO, apXHMBHOI'O 3aKOHOJaTenbcTBa Poccuiickon Penepauuu u
JIOKaJIbHBIMU HOPMATUBHBIMH aKTaMH OpraHU3aluu

Cobupatp, aHanM3UpoOBaTh M CTPYKTYpUpOBaTb HH(pOpManui O
IPEUIOKEHUX IO OLIEHKE IepCOHalIa Ha PhIHKE TpyJa

[Tpon3BONTH MpEIBAPUTEIBHBIE 3aKYIIOYHBIE TPOIETYPHl B OPOPMIISITH
COITYTCTBYIOILYIO JOKYMEHTALIMIO 0 3aKJII0YEHUIO JOIOBOPOB
Onpenensatb yciaoBusl A 3aKIIOYEHUS JIOTOBOPOB Ha YCIyTH 110
IIPOBE/ICHUIO OLIEHKH IepCcoHalIa

CucremaTusupoBarb, 000011aTh W aHAIU3UPOBATH PE3YJIbTAThl OLIEHKU
nepcoHasia

ObecnieunBaTh OOpaTHYIO CBA3b MO pe3yJbTaTaM MPOBEIECHHOMN OLEHKU C
IIEPCOHAJIOM M PYKOBOJCTBOM

[Tonb30BaThCs MOMCKOBBIMU CHCTEMaMHU, HHPOPMAIMOHHBIMU pecypcaMu
u 0a3aMu JTaHHBIX 10 TPOBE/ICHUIO OLIEHKH, aTTECTAI[H [TepCOoHAa
Pa3zpabarbiBaTh pEeKOMEHJAIMM IO Pa3BUTHIO IEPCOHAja Ha OCHOBE
MIPOBEICHHON OLIEHKU




[1K-3 Crocoben
OCYIIECTBIATh OPraHU3aIUI0
HpOBeI[eHI/ISI OILICHKHN )41

arTecTaluy IIepCcoHaia

N-3.11K-3 MeTh NpakTUUECKUNA ONBIT

AHanmM3 CTPYKTYpbI, IUTAHOB M BAaKaHTHBIX JOJDKHOCTEH (mpodeccuid,
CeUaNbHOCTEN) OpraHu3alu, 0COOEHHOCTEH opraHu3anuu paboThl Ha
Pa3IMYHBIX yYacTKax MPOU3BOACTBA U KOHKPETHBIX pabOYnX MecTax
PazpaboTka mnijaHa OLEHKM TEpCOHAJAa B COOTBETCTBHHM C IIEISMH
OpraHu3aIu

PazpaboTka MpoeKTOB JOKYMEHTOB, ONPEACISIOMINX TOPAI0K aTTECTalluN
MepcoHaa, ¢ OLEHKOH 3aTpar

Onenka  JUHAMHUKUA ~ IPOU3BOJUTENILHOCTH,
3¢ (HEeKTHBHOCTH TpyIa Ha pabOYMX MecTax
Omnpenenenue pecypcoB, BBIOOpP CPEACTB U METOJOB MPOBEICHUS OLIEHKH
IepcoHaa

[IpoBeneHue OLEeHKH MepcoHaNa B COOTBETCTBUU C IJIAHAMU OpPTaHU3aluU
ConpoBoKJIeHUE JIOTOBOPOB C OPraHU3alUsSMU - MCIIOJIHUTEISIMU
MEpOIPHUATHI 10 OLEHKE TMepcoHalla, BKIIOYas IpeABapUTEIbHbIC
MIPOLEAYPHI IO UX 3aKIIOYEHUIO

ConpoBokJieHue Tmpolecca arrectaqud U paboThl aTTECTAlIMOHHOM
KOMHUCCUH

KoncyneTupoBanue nepconana mo BOMpPOCaM OLEHKHU, BKIIOYAsl OLEHKY
3arpar

AHanu3 pe3yibTaTOB OICHKU IEepCOHala, MOATrOTOBKAa pPEKOMEHIAInit
PYKOBOJICTBY U IIEpCOHAILY

[ToaroroBka mpenoxeHui no GopMuUpoOBaHUIO OIOKETA [0 OpraHU3aAIUU
U IPOBEJICHUIO OLIEHKU [IEPCOHAIIA, aTTECTAllMU IIEpCOoHala

[ToarotoBka mpeanoKeHUH O COOTBETCTBUU pPaOOTHUKA JOJKHOCTH

HMHTCHCHUBHOCTH n

(mpodeccun, cnenMarbHOCTH) TO  pe3yjabTaTaM  aTTeCcTallid B
S [ TP S, A » S
I1K-4 Opranu3zanus u|U/1-1.11K-4 3nars
mpoBefeHNe MeporpusaTuii no|Cucrema, CIOCOOBI, METO/IBI, UHCTPYMEHTHI MOCTPOCHUS
Pa3sBUTHIO W  TOCTPOCHHIO|MPO(ECCHOHATBHON Kaphephl

npoeCCHOHATIBHON  Kapbephl
nepcoHasna

MeTtoasl ompeneneHuss M OIEHKH IJIUYHOCTHBIX U TPO(deCcCHOHATBHBIX
KOMTICTEHITHI

Cucrempr, Metonbl U (GOpPMBI MAaTEPUAIBHOTO W HEMaTepUaTbHOTO
CTUMYJIMPOBAHUS TPy/ia IepCcoHaIa

Texnonoruu, MeTo 161 HOPMUPOBAHHS U KOHTPOJIS OIOJKETOB
TexHoMOrMHM, METOABI W  METOAWKH  TIPOBEACHHS  aHaw3a
CUCTeMAaTH3allK JOKYMEHTOB U HH(pOpMaIiu

OcHoBbI IPO(heCCUOHATIBHON OpUEHTALIUU

OCHOBBI JOKYMEHTO000POTa U IOKYMEHTAIIMOHHOTO 00eCIIeYeHUS
OCHOBBI IPOU3BOJICTBEHHOH JICITEITLHOCTH OPTaHU3AIHH

OcCHOBBI O0IIEN U COLUATIBHOM ICHUXOJOTHH, COLMOJIOTHH U TICUXOIOTHHI

n

Tpyna
CtpykTypa oOpraHm3alid ¥ BaKaHTHBIE JOJDKHOCTH (Tipodeccuw,
CIIEIUATEHOCTH )

TpynoBoe 3aKOHOIATEILCTBO M HWHBIE aKTHI,
TPYAOBOTO MTpaBa

3akoHonarenscTBO Poccuiickoit denepannivi 0 NEpCOHATBHBIX JAHHBIX
JloxasibHbIE HOPMATHUBHBIE AKThl OPTraHU3ALMU, PETYIUPYIOMIHE MOPSIOK
Pa3BUTHUS U IOCTPOCHUS PO(ECCHOHATFHON Kaphephl MepCoHama
[Topsaiok 3akiI0ueHuUs 10rOBOPOB (KOHTPAKTOB)

HopwMe1 5THKH 1e10BOT0 00IIIeH!s

bazoBeie OCHOBbI  MH(OpPMATUKH,
L =4

COACpIKAINEC HOPMBI

CTPYKTYpHOE  TIOCTPOEHHE




I1IK-4 Opranuzanus u
MPOBEJICHUE MEPONPHUATUN T10

Pa3BUTHIO

U TMOCTPOCHHIO

PO eCCUOHATBPHOU  KapbephI

nepcoHaa

NJ1-2.11K-4 YmeTs:

AHanu3upoBaTh YPOBEHb OOIIEr0 pa3BUTUA H MPOodEeCcCHOHATHLHON
KBaJM(HUKAIMY TIEpCOHANa

OnpenensTh KpaTKOCPOYHBIE M JIOJITOCPOYHBIC TOTPEOHOCTH Pa3BUTHS
NEepCOHaNa U MOCTPOCHUS ero MPOo(dhecCHOHATEHON Kapbephl

OnpenensaTh KpuTepuu GOPMUPOBAHUS KAIPOBOTO pe3epBa OPTraHU3aAIUH
CocTaBnsTh HHAMBHYATbHbIE IUIAHBI KAPEPHOTO PA3BUTHS NIEPCOHANA
[TpuMeHSATh TEXHOJOTHH W METOJbI PAa3BHTHs TEPCOHANIA M MOCTPOCHHS
poeCCUOHATIBHON Kapbephl

CocCTaBnsATh NPEATIOKEHUS U KOHTPOJIUPOBATH CTaTbH pAcXolOB Ha
IpOTrpaMMbl M MEPOTPHUATHS 1O Pa3BUTHIO TNEPCOHANA U TOCTPOCHHUIO
npodeCCHOHATIBHON Kapbepbl I IUIAHUPOBAHUS OI0IKETOB

Onpenensath 3GPEKTHBHOCTE MEPONPUATHIA 110 PAa3BUTHIO NEPCOHANA U
MOCTPOCHHIO MTPOPECCHOHATILHON Kapbepbl

PaGotate ¢ WHQOPMAIMOHHBIMH CHUCTEMaMH M 0a3aMH JaHHBIX IO
NIEPCOHATY

pnﬁﬁmﬂQTL HONMEI YTUKIA _JeT0ROTO {\ﬁTTYPHT/TG

N/1-3.11K-4 UmeTh npakTUYECKUH OMIBIT

AHanIu3 CTPYKTYpBl, IUIAHOB U BaKaHCUI OpraHU3aluu

AHann3 0coOeHHOCTeH pabOThI Ha Pa3IMYHBIX Y4acTKax MPOU3BOJICTBA U
KOHKPETHBIX pab04ynX MecTax

[ToaroroBka MPOEKTOB JOKYMEHTOB, OMPEICIAIOMIUX MOPSIOK Pa3BUTHS
NepCOHANA U TIOCTPOCHUS MPO(PECCHOHATBHOMN Kaphephl C OLEHKOW 3aTpat
Pa3paboTka niuaHoB npodeccnoHanbHOM Kapbepbl paOOTHHKOB
PopMUpPOBaHUE KAaPOBOTO pe3epBa

Opranuzauuss  MEpONpHUATHH MO  Pa3BUTUIO U MOCTPOCHUIO
npodeccuoHaNbHOM Kapbephl IEpcoHalIa

[ToaroroBka npeayiokeHuii mo GopMupoBaHUIO OI0PKETa Ha OPraHU3ALIUIO
U TPOBEACHHE  MEPONPHUSITHUH MO  Pa3BUTUIO U IOCTPOEHUIO
npodeccuoHaNbHOM Kapbephl IepcoHalIa

AHamn3 3(QQEKTUBHOCTH MEPONPUSATUN 1O Pa3BUTHIO IEpCOHAA,

OONTOTORKA TNATTONAHUN 10 NARBRUTULN




[1K-5 Oprauuzanus oOyueHus
nepcoHaja

NJI-1.11K-5 3uats:

MeToapl, HHCTPYMEHTBI HCCIIEJOBaHHUS TOTPeOHOCTH B 00y4YEeHUU
nepcoHaa

Meronomnorust 00yueHus

TexHnomoruu, METOABI HM  METOAMKH TIPOBEACHHS  aHaIW3a U
CUCTeMAaTH3allK TOKYMEHTOB U HH(pOpMAaIIK

[Mopsimox  pa3pabOTKM  TUTAHOB  TMOATOTOBKH, MEPEMOATOTOBKH U
MOBBILIEHUS KBaTU(UKAIMU KaJApOB, Y4eOHBIX IJIAHOB U MPOTpamMm
Cucrempl, meroabl U (GOpPMBI MaTepUATBHOIO M HEMAaTEpUAIBHOIO
CTUMYJIMPOBAHUS TPyAa MEpCcoHaIa

Texnonoruu u MeToabl GOPMUPOBAHUS U KOHTPOJISI OIOJIKETOB

[Mopsimox BemeHUsT yueTa W OTYETHOCTU IO TMOJTOTOBKE U TOBBIIICHUIO
KBaJIM(pUKAIMK TTepCoHaa

OCHOBBI JOKYMEHTOOOOPOTa U IOKYMEHTAIIMOHHOTO 00eCIICYCHHUS
OCHOBBI TEXHOJIOTUU MTPOU3BOJICTBA U JIEATEIBHOCTH OpPraHu3aluu
OcHOBBI 001ICH M COMAIBLHON IICUXOJIOTHH, COIUOIOIUN U IICUXOIOTHH
TpyAa

[Mopsimox  mpoBeneHUs  3aKyMOYHBIX mpouenyp u  odopmiieHus
COIYTCTBYIOIIEH JOKYMEHTAINH

CrpykTypa opranuszanuu

TpynoBoe 3aKOHOIATENBCTBO UM MHBIE AaKThl, COJEPXKALIUE HOPMBI
TPYAOBOTO TIpaBa

OCHOBBI apXMBHOTO 3aKOHOAATEIHCTBA U HOPMATUBHBIE MPABOBBIC AKTHI
Poccuiickoit denepaiuu, B 4aCTU BEACHUSA TOKYMEHTALUH MO EPCOHAITY
OcHOBBI HAJIOTOBOTO 3aKOHOIaTeNbecTBa Poccuiickoii deneparmn

OcHoBBI 3aK0OHO/IaTENbCTBA 00 00pazoBanuu Poccuiickoit Penepanuu
3akoHoparenscTBO Poccuiickoit deaeparuu 0 nepcoOHANbHBIX JAHHBIX
JlokasibHBIC HOPMATUBHBIC aKThI OPTAHHU3AINH, PETYIUPYIONIHNE 00yICHHE
nepcoHaa

[Tops ok 3aKiIt0ueHUs 10rOBOPOB (KOHTPAKTOB)

Hopwme! aTHkH 1enoBoro oo1eHus

bazoBbie OCHOBBI  WH(OPMATHUKH, CTPYKTYpHOE  IOCTPOCHHE

N1-2.11K-5 YMmerts:

AHanM3upoBaTh U ONPEAETATH MOTPEOHOCTH B 00yUEHUU IPYII MTepcoHaa
B COOTBETCTBHUU C IEISIMU OpTraHU3aIIN

Pa3pabatpiBaTh mMaHbl MOATOTOBKH, MEPENOATOTOBKM M TOBBIIICHUS
KBaTM(UKAIIMU KaJIpOB, YueOHbIE TUTAaHBI U TPOTPAMMBI

AHanu3upoBaTh PEIHOK 00Pa30BaTEIBHBIX YCIYT U TOTOBUTH MIPEIIOKEHHS
0 MOCTaBIIUKAM YCIYT

Opranu3oBbIBaTh 00yYarONIFe MEPOIIPUATHS

CocTaBnaTh U KOHTPOJIUPOBATH CTATHU PACXOJ0B HA OOyUEHUE IepcoHalia
JUTS TITTAHUPOBAHUS OFO/IKETOB

Pa3pabarpiBaTh 1 KOMIUIEKTOBATh Y4EOHO-METOUIECKUE JOKYMEHTBI
[TpousBoauTh OlIeHKY 3P PEKTUBHOCTH 00YUESHHUSI TepCOHaTa
[Tpon3BoauTE MpenBapUTEIbHBIC 3aKYIIOYHBIE MTPOIIEAYPHI U 0(hOPMIICHHE
COMYTCTBYIOIIEH TOKYMEHTALIUHU 10 3aKII0YEHHUIO JOTOBOPOB

PabGorate ¢ wuH(bOpMAIMOHHBIMH CHCTEMaMHU W 0a3amMH J@HHBIX TIO
MepcoHaly

PazpabareiBate 1 0GOPMIISATH JOKYMEHTHI IO TPOIECCaM OpraHU3aIuu
o0OyueHus IepcoHalla U X pe3yabTaTaM

CAATINATaTI LIONNMIT AT OaTmnapara abirenug




[1K-5 Opranusanust 00ydeHus
nepcoHaja

N-3.11K-5 MeTh NpakTUYECKUI OIIBIT

Ananu3 pbIHKa 00pa30BaTENbHBIX YCIYT U MOTPEOHOCTEN OpraHu3aluy B
00y4YeHHH TIepcoHaa

Pa3zpaGoTka IIaHOB, METOJMYECKUX MAaTEpUANIOB, YYEOHBIX IUIAHOB U
IporpaMM, IMPOEKTOB JIOKAJTbHBIX AKTOB IO OOYyYEHHIO U Pa3BUTHUIO
IepCOHaa, BKJIK0Yas OLIEHKY 3aTpar

Opranuzanus MEpONpUATHNA IO 00YISHHUIO MTEPCOHATA

[ToaroToBka npeanokeHuit 1o GoOpMHUPOBaHUIO OIOPKETa HA OPTraHU3ALIUIO
o0yueHHMs IepcoHaa

Ananmn3 3dheKTHBHOCTH MEDONDUATHIA 110 0OVISHHIO TIENDCOHA

I1IK-6 Opranuzanus
ajanTalid W CTaKUPOBKHU
nepcoHasa

NJ1-1.11K-6 3nath:

Mertoapl aganTauy U CTaXXKUPOBOK

TexHomoruv, METOJbI W  METOAUKH  TIPOBEJCHUS  aHAIM3a W
CUCTEMAaTH3allH IOKYMEHTOB U HH(POpMAIIUN

[Topsimok pa3pabOTKH IJIAHOB aJanTallMy MEepcoHala Ha HOBBIX pabodmx
MeCTaX, IOATOTOBKH, MEpPENnoJrOTOBKA M TMOBBIINICHUS KBaTu(UKALUN
MEpCOHAJa U OPTaHU3ALUHU CTAXKUPOBOK

[lopsimok cocTaBieHuss CMET 3aTpaT Ha aJanTalui0 U CTaXHPOBKY
IIepCOHAJIa

[lopsimok BeneHusi ydyeta M OTYETHOCTH IO ajanTaldyd U CTaKUPOBKE
IIepCOHAJIa

Cucrembl, metoasl U (GOPMBI MaTepUATBHOIO M HEMaTepUATbHOTO
CTUMYJIMPOBAHUS TPYIa MEPCOHAIIA

TexHonoruu u MeTo bl HGOPMUPOBAHUS U KOHTPOJISI OIOJIKETOB

OCHOBBI TEXHOJIOTUHU MTPOU3BOICTBA U JACSITEIBHOCTH OpraHu3aIuu
OcHoBBI 00111el U COIMANBHOM MCUXOJIOTUH, COLIMOJIOTHHA M TICHXOJIOTUU
Tpyna

CtpykTypa oOpraHu3zallid ¥ BaKaHTHbIE JOJDKHOCTH (mpodeccuu,
CIEIUAJIbHOCTH)

TpynoBoe 3aKOHOJATENbCTBO M HWHBIE AaKThl, COJAEPXKAIIUE HOPMBI
TPYAOBOIrO IIpaBa

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNnbCcTBa Poccuiickoit deaepann
3akoHogarenscTBO Poccuiickoit denepaiiny o nepcoHalIbHBIX JaHHBIX
JlokanpHble  HOpPMATHBHBIE  aKThl  OpPraHU3allid, PEryJIUpPYIOIINe
aJanTalMo U CTAXXKUPOBKY NEpCOHANA

OCHOBBI JOKYMEHTO000POTa U IOKYMEHTAIIMOHHOTO 00ecreueHUs
[Topsiok 3aKIIOYEHUS I0rOBOPOB (KOHTPAKTOB)

HopMb1 5TukKH 1em1oBoro oomeHus

bazoBsie OCHOBBI WH(pOpPMATHKH, CTPYKTYpPHOE MIOCTPOECHUE

NJ1-2.1TK-6 YmeTs:

Ornpenensth TPyMIbl IEPCOHANA TSI CTAXKUPOBKH U aJIallTalluN
Onpenenste paboune Mecta sl TPOBEACHUS CTAXHPOBKU M aJaNTallud
nepcoHasna

CornacoBblBaTh ~ MEPONPHUATUS  aJanTalldd W CTAXUPOBKU  C
BO3MOKHOCTSIMU TTPOM3BOICTBA

[Ipou3BOaUTE aHANM3 U OLIEHKY pPE3yJbTAaTOB aJalTallid U CTaXKHUPOBOK
nepcoHasna

CocTaBiaTh MNPEIOKEHUST M KOHTPOJIHMPOBATH CTAaThU PACXOAOB Ha
MpOrpamMMbl ¥ MEPOTIPUSITHS 10 aaNTallud M CTAXXKUPOBKE MEepCOHANA JIIs
TUTAHUPOBAHUS OI0JKETOB

[Tpon3BoauTh O1EHKY A()PPEKTUBHOCTH MEPONPHUATHN IO aganTallud U
CTaXXUPOBKE MEpPCOHANIA

Brenpste cucteMbl BOBICUYEHHS paOOTHUKOB B KOPIIOPATHUBHYIO KYJIBTYPY
Hcnonk3oBaTh HHGOPMAIMOHHBIE CUCTEMBI U 0a3bl JAHHBIX 110 TIEPCOHATY

COOTINTATE HONMET ATUET TeTOROTO AOTIenug




I1IK-6 Opranuzanus
ajanTalid W CTAKUPOBKH
nepcoHasna

N-3.11K-6 MeTh npakTUYECKUN ONBIT

AHanu3 yCcrenHbIX KOPIOPaTUBHBIX MPAKTHK MO OPraHU3alUM alanTaluu
U CTaXXHPOBKE MepcoHaa

Pazpa0oTka 11aHoB ajanrtanyy, CTaKUPOBKHU IEpCOHAlIa ¢ OLIEHKOM 3aTpar
Opranuzanys MEepONpHsATUH 10 alalTalluH, CTAXKUPOBKE NEpCOHaNa
[TonroToBka npeioKeHni 0 COBEPIIEHCTBOBAHUIO CUCTEMBI aallTalluH,
CTaXXMPOBKHU IIEPCOHANA

[TonroroBka npe10keHui Mo GopMUPOBAHUIO OFO/IKETa HA OPTaHU3ALUI0
aJlanTallly ¥ CTaXXKUPOBKU IIEpCOHANA

Ananmu3 3¢ (}EeKTUBHOCTH MEpOIPHUIATHN 1O aJanTalid U CTaKUPOBKE
OENCOHANA

[IK-7 Opraauzamnusi oruiaThl
TpyJa IepcoHasia

WJI-1.11K-7 3naTs:

®opMBbI U CUCTEMBI 3apabOTHOI MIIATHI, MOPSAIOK COCTABIICHUS OIOKETOB
Cucrembl, MeTonbl W (OpPMBI MaTepUaIbLHOTO M HEMATEPHAIBLHOIO
CTUMYJIUPOBAHUSA TPY/la IIepcoHasa

TexHomoruu u MeToabl HOPMUPOBAHUS U KOHTPOJIS OFO/HKETOB U (POHIOB
[Mopsimox Tapudukanuu padoT U paboumx, YCTAHOBICHHUS TOJKHOCTHBIX
OKJIQJIOB, JOIUIAT, HAA0aBOK M KOA(P(GHUIMEHTOB K 3apaboOTHOM Iuiarte,
pacyeTa CTUMYJIUPYIOIIMX BBIILJIAT

Mertoapl onpeie/IeHUsT YUCICHHOCTH PAaOOTHUKOB
Tapudno-kBanupuKkanoOHHBIE CIIPAaBOYHUKH PadoT U mpodeccuii pabounx
Y KBaJTM(PMKAIIMOHHBIE XapaKTEPUCTUKH JTOKHOCTEH CITYKalIiuX

Meroapl yuera U aHajIM3a MOKa3aTelel mo Tpyay v 3apaboTHOM miiarte
TexHonoruu, METOAbBI M  METOAMKM  MPOBEACHUS  aHalu3a |
CHUCTEMaTHU3alluu JOKYMEHTOB U HH(POpMaLIUU

KanpoBas nmonuTrka u cTpaTerus OpraHu3aiuu

CtpykTypa oOpraHu3allid W BakKaHTHBIE JOJDKHOCTH (mIpodeccuw,
CIEIUATLHOCTH )

TpynoBoe 3aKOHOJATENHCTBO W HWHBIE aKThl, COJAEPIXKAIIUE HOPMBI
TPYJOBOTO IIpaBa

OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNbecTBa Poccuiickoil denepanuun
3akoHonarenbcTBO Poccuiickoit denepannivi 0 NEpCOHATBHBIX JaHHBIX
JlokanpHbIE HOPMATHUBHBIE aKThl OPTaHM3AIMU, PETYIHPYIOIINE OIUIaTy
Tpyna

OCHOBBI TEXHOJIOTUHU TTPOU3BOCTBA U JICSITEIIbHOCTH OpTraHU3aIuu
OCHOBBI IOKYMEHTO000POTA U IOKYMEHTALIMOHHOTO 00ecreueHUs
[Topsa1ok 3aKiIF0OUeHUs 10TOBOPOB (KOHTPAKTOB)

OCHOBBI 00IIIEH M COIUAIBLHOM TICUXOJIOTHU, COLMOJOTHH M IICHXOJIOTHH
Tpyna

Hopwme! 5THkH 1enoBoro oo1eHus

bazosrlie OCHOBBI uH(pOpMaTHKH, CTPYKTYpPHOE MMOCTPOCHUE

1




[IK-7 Opranuzanusi ormiaThl
Tpy/ia epcoHasa

NJ1-2.1T1K-7 YmeTs:

CocTaBnsiTh W KOHTPOJMPOBATh CTAaThH PACXOJIOB Ha OIJIATy TpyAa
nepcoHaa Jis INIAHUPOBAHUS OIOIKETOB U (POHIOB

[IpuMeHATh TEXHOJIOTMM MaTepHaIbHOM MOTHBAIMM B YHPABICHUH
IIEPCOHATIOM

Pa3pabarpiBaTh KOHIENIUIO MOCTPOEHHS MOTHBAIMOHHBIX IPOTpaMM
pabOTHUKOB B COOTBETCTBUH C LIETSIMHA OPTaHU3AIIH

AHanM3MpOBaTh COBPEMEHHBIC CHCTEMBI OIUIATBI M MaTepHaJIbHOM
(MOHETapHOIT) MOTHBALIUK TPy/a JUIsl IeJel OpraHu3aiu
AHaIM3UPOBATh YPOBEHB OIUIATHI TPY/a MEePCOHala MO0 COOTBETCTBYIOLINM
npodeccHoHaIbHBIM KBAIU(UKAINIM

[TpoBOIUTH MOHUTOPHUHT 3apa0OTHOMN TIATHI HA PHIHKE TPyIa
AnHanu3upoBath HOpMBI MAaTEPHATBHOTO CTUMYJINPOBAHUS, KOMIICHCALIUH
U JIBIOT B OIUIATE TPy/la epcoHaa

PaboraTth ¢ MH)OPMALMOHHBIMH CUCTEMaMHt U 0a3aMu JaHHBIX 11O OILIATE
Tpy/la IepcoHaa

CocTaBisTh MPOTHO3BI Pa3BUTHUS OILIATHI TPY/Ia IEPCOHANA

pnﬁnmnq’rr_ LHONMII DTULIA Tol10ROT0 nﬁYTTPUT/TG

N-3.11K-7 UmeTh NpakTUYECKU OTIBIT

AHaJIM3 YCHEIIHBIX KOPIOPATHBHBIX MPAKTHK [0 OPTaHU3aIUH CHCTEMBI
OIJIaTHI TPy MEpCoHaa

Pa3paboTka cucTeMsl OIIaThl Tpy/a MepcoHaa

dopmupoBaHUEe  IUIAHOBOrO  Oro/pkera  (QoOHIA  OIUIaThl  TPYJa,
CTHUMYJIUPYIOIIMX ¥ KOMIICHCAITMOHHBIX BBITUIAT

BHeapenne cucTeMsl OIiaTel TpyZa MepcoHasia

[ToaroToBka MNpEeNIONKECHUNH IO COBEPIICHCTBOBAHHIO CHCTEMBbI OILIATHI
TDV/Ia IeDCOHANA




IIK-8 Opranuzauus Tpyna
nepcoHasna

NJI-1.11K-8 3Hats:

Merto/bl yueTa ¥ aHaIM3a MoKas3aTeseH 1o Tpyy U oIiaTe Tpy/a

Meroasl ompenenacHusi, OLEHKA M CPaBHEHHS MPOU3BOJICTBEHHOMU
WHTEHCUBHOCTH U HAIIPSHKEHHOCTH TPyAa

Meroabl HOpMUPOBAHUS TPyAA

MexoTpacneBble U OTpaciaeBble HOPMATUBbBI TPYJAOBBIX 3aTpat
CoBpemeHHbBIE (OPMBI, CUCTEMBI OIUIATHI M y4eTa MPOU3BOAUTEIHHOCTH
TpyJa IepcoHasa

Cucrempl, metroabl U (OpPMBI MaTEepHATBLHOTO W HEMAaTEPHAILHOTO
CTUMYJIMPOBAHUS Tpy/la IEpCcoHaIa

Texnonoruu u MeTobpl GOPMUPOBAHUS U KOHTPOJIS OI0JKETOB
TexHomoruu, MeETOAbBI W  METOJMKM  TMPOBEACHUS  aHAIM3a U
CUCTeMAaTH3aluK JOKYMEHTOB U UH(pOpMaluu

OCHOBBI JOKYMEHTO0O0POTa U IOKYMEHTAIIMOHHOTO 00eCIICYCHHUS
[opsanox Ttapudukanun padotT U pabouux, YCTAHOBICHHS JOJIKHOCTHBIX
OKJIAJIOB, JOTIAT, HAA0aBOK W KOIPPUIMEHTOB K 3apabOTHOU IuIaTe,
pacyera CTUMYJIUPYIOIIMX BBIILJIAT

Tapudno-kBanupuKamOHHBIE CIIPAaBOYHUKH PadoT U mpodeccuii pabounx
Y KBaJTM(DMKAIIMOHHBIC XapaKTEPUCTUKH JTOIKHOCTEH CITYKalInuX

OCHOBBI TEXHOJIOTUHU TTPOU3BOCTBA U JICSITEIIBHOCTH OpraHU3aIiu
CtpykTrypa oOpraHu3allid W BakKaHTHbIE JOJDKHOCTH (mpodeccun,
CIEIUATLHOCTH)

KanpoBas nonuTuka u ctparerus opranu3anuu

DKOHOMHUKA Tpyia

OcHoOBBI 0011Iel U COIMATIBHON MCUXOJIOTHH, COIUOIOTUU U TICUXOJIOTUU
Tpyna

TpynoBoe 3aKOHOJATENBCTBO W HHBIE aKThl, COJAEpPXKAIIUE HOPMBbI
TPYJIOBOTO IIpaBa

OCHOBBI apXMBHOI'O 3aKOHOJATEIbCTBA U HOPMATUBHBIE MPABOBBIE AKTHI
Poccuiickoit denepaiuu, B 4acTH BEACHUS TOKYMEHTALUH MO MEPCOHATY
OcHOBBI HAJIOTOBOTO 3aKOHOAaTeNbecTBa Poccuiickoit @enepanun
3akoHoaarenbcTBO Poccuiickoit denepaninu o nepcoHanbHbIX JaHHBIX
JlokanbHble HOPMATUBHBIE AKThl OPTaHM3ALUU, PETYIUPYIOLIUE MOPSAIOK
OpraHu3aIiy TPyaa U HOPMUPOBAHUS TIEPCOHATA

[Topsok 3akit0ueHus 10rOBOPOB (KOHTPAKTOB)

Hopwmbl 5TkH nemoBoro o0IieHus

bazoBeie OCHOBBI UH(GOPMATUKH, CTPYKTYpPHOE MIOCTPOEHHE

N1-2.11K-8 YMmerts:

BHenpsTh METOBI palliOHAIBHON OpraHu3aluy Tpyaa

Pa3pabarbiBaTh IUIaHBI OPraHU3alMOHHBIX U TEXHUYECKUX MEpPONPUSTUN
I10 MOBBIIIEHUIO TPOU3BOAUTEIBHOCTH TPYAA

AHanu3upoBaTh COCTOSIHUE HOPMUPOBAHMS Tpyda, KauecTBO HOPM,
MOKazareseu 1o Tpyay

Ananu3upoBath 3((HEKTUBHOCTh PabOThl CUCTEMBbl OpraHM3alUM Tpy/Aa
NepcoHajIa 1 HOPMHUPOBAHUS TPyJa Ha paboUYuX MecTax

CocTaBnaTh M KOHTPOJMPOBATh CTaTbU pacxoJ0B Ha OIUIATy Tpyda
NepcoHaa Juis INIaHUPOBaHUs OI0IKETOB

PabGorate ¢ uHpOpMAMOHHBIMH CHCTEMaMH M 0a3aMH JaHHBIX TIO
HOPMHUPOBAHUIO U OIUIATE TPy1a IEpcoHalIa

PazpabareiBath 1 0hOpMIISITH TOKYMEHTHI TI0 HAMPABJIEHUIO IEITEILHOCTH
("nﬁnmrm”rk HONMET DTUKI TETOROTO ﬁﬁTTTP.T—TT/Iq




IIK-8 Opranuzanus Tpyaa
nepcoHasna

N-3.11K-8 MeTh npakTUYECKUN ONBIT

AHanmu3  yCHeHmHbIX KOPIOPAaTUBHBIX MPAakTHMK IO  OpraHU3aluu
HOPMHUPOBAaHMS TpyZJa JJs  pa3jMYHbIX KaTeropuid  IepcoHana,
0COOEHHOCTEH MTPOU3BOICTBA U AEATEIBHOCTH OpraHU3aIH

Pa3zpaboTka cuCTEMBI OpraHM3alluM TpyAa IIEpCOHAIa U IOpsIKa
HOPMHUPOBAHUSA TPyla Ha pabOYMX MECTax ¢ OLIEHKOM 3aTpar Ha epcoHal
Buenpenue cuctembl opraHu3aluu TpyJda IEpcOHala M KOHTPOJS Haj
HOPMHPOBAaHUEM C  ONpENENICHHMEM TPYJOEMKOCTH, HOPMAaTHBHOMN
YUCIEHHOCTH, Tpa(UKOB pabOT M YCIOBHU OIJIATHI TPyJa EpCoHAIa
BoisiBneHre pe3epBOB IMOBBINIEHHS IPOU3BOJUTENIBHOCTH Tpyda H
KayecTBa HOPMHMPOBAHUSA TpPyZJa, MOATOTOBKA NPEJIOKEHUH 110
M3MEHEHHUSAM YCIIOBHI U OIUIAaThl TpyZa MNepcoHasa

[ToxroroBka npeanokeHui o GOpMUPOBAHUIO OOIKETa HA OPTaHU3ALHIO
TpyJa IepcoHaa

Omnpenenenue 3¢pGEKTUBHOCTH pabOThl CUCTEMbI OpraHM3allMd TpyAa U

HONMUNORATTAG TNVITA 1A ﬂﬂﬁﬁUI/IY MECTAX

I1K-9 Crnocoben
OCYLLIECTBIATh Pa3pabOTKy M
peanu3anuio KOpPIOPATUBHOU
COLIMAJIbHON MOJIMTUKU

N1-1.1TK-9 3nats:

[lopsimox u MeToabl pa3pabOTKU IIJIAHOB U IPOrpaMM COLMAIBHOTO
pa3BUTHUS OpraHu3aluu

Bonpocs! ynpasieHust conuaabHbIM Pa3BUTUEM OPraHU3ALNN

Meroas! aHanu3a BBIIOJHEHHS COLMAIBHBIX IIPOrPaMM, KOPIOPATUBHBIX
COLMAJBHBIX  NPOrpaMM M OIPENEICHHS HMX  OKOHOMHUYECKOU
3¢ (HEeKTHBHOCTH

Cuctembl, MeToasl W (OpPMBI MaTepUANbHOTO M HEMaTepUaAbHOTO
CTUMYJIMPOBAHUs TPyJla IIEpCOHAIIA

TexHonoruu 1 MeTo 16l GOPMUPOBAHUS U KOHTPOJIS OFO/IKETOB

Meroasl 1TPOBENECHHS COLUOJIOTMYECKUX MCCICNOBAaHUN, W3Y4YCHHS
OO0I1IECTBEHHOTO MHEHUS

TexHomornu, MeTOABl M  METOAMKM  IPOBEACHUS  aHauu3a |
cucTeMaTH3aluy JOKYMEHTOB U MH(POpMaLUU

[lopsnox  mpoBeneHUss  3aKyNOYHBIX  HpoueAyp U ohOpMIIEHHS
COIYTCTBYIOILEH JOKYMEHTALUN

OcCHOBBI IPOU3BOJICTBEHHOH AESITEILHOCTH OpraHU3aINH

OcHOBBI 00111eH U COLMANBHOM MCUXONOTHUH, COLUOIOTHH U MICUXOJIOTHH
Tpyaa

CrpykTypa, 1enu, CTpaTerus 1 Kaaposasi IOJIUTHKA OpraHu3aluu
TpynoBoe 3akOHOAATENBCTBO M WHBIE aKTBI, COJAEPIXKAIIUE HOPMBI
TPYIOBOTO IIpaBa

OCHOBBI apXMBHOTO 3aKOHO/ATENbCTBA U HOPMATHUBHbBIE NPABOBBIE AKTHI
Poccuiickoii denepanuu, B 4aCTH BEICHHS JOKYMEHTALMH 110 IIEPCOHAILY
OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNbeTBa Poccuiickoit deneparuun
HopmartuBHbBIE mpaBOBbIE aKThl, PEryaUpylOIIMe MpaBa U 00A3aHHOCTH
rOCy/IapCTBEHHBIX OpPraHOB, NPOQECCHOHAIBHBIX COI30B M JAPYTUX
MIPEICTaBUTENBHBIX OPraHOB PaOOTHUKOB

3akoHonarenscTBO Poccuiickoit denepanyivi 0 NEPCOHAIBHBIX TaHHBIX
JlokasbHbIE HOPMAaTUBHBIE aKThl OPTaHU3ALMH, PETYIHPYIOIINE MOPSAIOK
(hopMHpOBaHUSI COLIMATBHON MOJUTUKH, TOPSI0K BHEAPEHUS COLIMATBHOM
MIOJINTUKU

[Topsiok 3akiIt0UeHUs 10rOBOPOB (KOHTPAKTOB)

OcHoBbl mpaBoBOro perynupoBanusi Poccuiickoit @enepanuu nopsaka
3aKJIFOYEHUHU JOTOBOPOB (KOHTPAKTOB)

HopMmbl 3THKH J1€T0BOTO OOIIECHHS

bazoBeie OCHOBBI UH($OPMaTUKH, CTPYKTYpHOE  TIOCTPOEHHUE




I1K-9 Crnocoben
OCYIIECTBJIATh Pa3pabOTKy |
peanu3anuio KOpIOPAaTUBHOU
COIIMAILHOMN MOJIUTUKHU

NJI-2.I1K-9 YmeTs:

AHanmM3UpOBATh PHIHOK YCIYT MO COLUMAIbHBIM M CHELHUAIU3UPOBAHHBIM
porpaMmmMaM COIUAIbHOM MOJJAEPKKHU YJICHOB LEIEBBIX TPy U TOTOBUTH
MPEIIOKEHUS IO X MTOCTaBUIUKAM

OmnpenensiTh  LeNeBble  TIPyNIbl  [EpcoHala Uil pa3paboTKu
CIELMAaIU3UPOBAHHBIX COLUAIBHBIX TPOrpaMM

PaccuutbiBaTh  3aTpaThl Ha  NPOBEACHUE  CHELUUAIU3HUPOBAHHBIX
COLIMAJIBHBIX TPOrPaMM

JloBoauTh MHPOPMALIMIO O COLMATBHBIX MPOrpaMMax JI0 LEJEBbIX TPy
IIepcoHalIa C HCII0JIb30BaHUEM WHCTPYMEHTOB BHYTPEHHHUX
KOMMYHUKaIUH

OnpenensiTb KPUTEPUH U YPOBHU YAOBIETBOPEHHOCTH [IEPCOHANA
Onpenenars 3PpPEKTUBHOCTh MEPONIPHUATHI peaTu3yeMOil KOPIIOpaTUBHOMN
COLIMAJIBHOM ITOJIMTUKHU

Hcnonws30BaTh MaTepualbHble U HEMATEPUAIbHBIE CHUCTEMBI, METOAbl U
(hOpMBI MOTHBAIIMY B YIIPABJICHUN TIEPCOHAIOM

Omnpenensitb 00bEMBI CPEACTB AJI pealu3aliil COLMAIbHBIX TapaHTHUH,
KOPITOPATUBHBIX JIbI'OT U MHBIX 3JIEMEHTOB KOPIOPATUBHBIX COIMATBHBIX
rporpaMm i GopMUpOBaHUS OFOIKETOB

Opranu3oBbIBaTh B3aUMOJCICTBHE € TIOCYJapCTBEHHBIMH OpraHamH,
npodeccHoHAbHBIME ~ COIO3aMH M JIPYTUMHU  [PEJICTAaBUTEIbHBIMU
OpraHamMu pa0OTHUKOB, OOINECTBEHHBIMH W WHBIMH OPTaHHU3AIMSAMH IO
BOIIPOCAM peau3alii KOPIOPaTUBHON COLIMAIBHON MOJIUTUKU
CocTaBndTh W KOHTPOJIMPOBaTh CTAaThU pAacXoJOB Ha COLMAJIbHBIE
MIPOrPaMMBI JIJIs TNIAHUPOBAHUS OIOKETOB

[Ipon3BoauTh MpeBapUTENIbHBIE 3aKYIIOUHBIE MPOLIEAYPHI U 0(OpMIICHHUE
COMYTCTBYIOLIEH JOKYMEHTALUHU T10 3aKJIFOUEHHIO JOTOBOPOB

[IpoBOAUTH MOHUTOPUHTI YCHENIHBIX KOPIMOPATUBHBIX  COIMATBHBIX
porpamm

[IpoBOIUTE MEpONIPUATHS B COOTBETCTBUH C KOPIOPATUBHOW COLMAIBHON

N-3.11K-9 MeTs npakTUYECKHUIA ONBIT

AHanu3  yCHEWHBIX KOPHOPAaTHBHBIX MpPaKTHUK [0  OpraHU3aluu
COLIMAJIbHOTO MApTHEPCTBA, COLIMAIIBHON OTBETCTBEHHOCTH M COLMAJIBHBIX
MIporpaMm

BHenpeHne KOpHoOpaTHBHBIX COLMAIBHBIX MPOTpPaMM, B TOM YHUCIIE IIO
COLIMAJIbHOW MOJIEPKKE OT/IEIbHBIX IPYII paOOTHUKOB

PazpaboTka KOPIOPaTUBHBIX COLUANBHBIX MPOTrPaMM

Pa3paboTka cuctemsbl BbIIUIAT paOOTHUKAM COLUANIBHBIX JIbIOT
Peanuzanusi cucteMbl COIMAIBbHBIX JIBIOT, BBIIJIAT PAOOTHUKAM C YUETOM
TpeboBaHMi1 3aKkoHOaTeNbCTBA Poccuiickoit depepanun

Opranuzanus neperoBopoB ¢ MpophecCUOHATBHBIMU COI0O3aMHU U JAPYTUMHU
MPE/ICTaBUTENIbHBIMU ~ OpraHaMud  pabOOTHHUKOB, 0011eCTBEHHBIMU
OpraHM3alMsIMH, B3aUMOJEHCTBUE C FOCYIapPCTBEHHBIMU OpraHaMH
OneHka yAOBIETBOPEHHOCTH NE€pCOHAlla KOPIOPATUBHOM COIMAIBHOM
MIOJIUTUKOMN

Onenka 3(p¢GEeKTUBHOCTH MEPONPHUSATHI KOPHOPATUBHOW COLMAIBLHOM
MIOJINTUKU

[TogroroBka mpemnokeHuit 1Mo GOpPMHUPOBAHUIO OIO/KETA B YacTH
obecrieyeHus KOPIOpPaTUBHOM COLIMAIbHOMN MOJINTHKH, 1o
COBEPIICHCTBOBAHUIO  MEPONPHUATHM  KOPIIOPATMBHOM  COLMAIBHOMN
MIOJINTUKU

[ToaroroBka mpemokeHuit Mo GopMUPOBAHHUIO OFOPKETA HA PEaTU3AIINIO

IO IT AN OMIIDITATI ONYIIIOTIT IXATT TIO XX XX OOYIIIOTIY XYY I ITINAOTINONINL




ITK-10 Crniocoben
OTIpEIeTATh MOTPeOHOCTH
opranu3anii B TPYAOBBIX
pecypcax Ha OCHOBE aHAIN3a
pBIHKA Tpyaa

NJI-1.1T1K-10 3naTh:

Cnenuduka npodeccun 1 0Tpaciau, ISk KOTOPOH OCYIIECTBISAETCS MOA00D
KaHJIUJaTOB

Wcrounuku nndopmanuu o pelHKe Tpyaa

HopMaTtuBHBIE IPaBOBBIC aKThI, PETYIUPYIOIINE ACITEILHOCTD 110 IIOUCKY U
noadopy nepcoHaita

OcHoOBBI TpyI0BOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepanuu
OrtpacneBas cneunduka CKBO3HbIX podeccuit

DTtuyeckue HOPMBI IpU paboTe ¢ KaHIUAATaMU U paboTOAATEIIMU
TpynoBoe 3akoHo1aTesbeTBO Poccuiickoit denepannu
NudopmaninoHHO-KOMMYHHUKAIIIOHHBIE TEXHOJIOTHH MOJTyYeHUSs
nudbopManuu. HeoOXOTUMON g mondona NencoHana

NJa-2.11K-10 YmeTs:

Cobupath U CTPYKTYypupOBaTh HH(MOpMaIUIo 0 paboroaarene U npoduie
JOJDKHOCTH, O PBIHKE Tpy/ia

AmnanusupoBath HHQOpMAIHIO 0 paboToarese u mpoduiie T0HKHOCTH
[TpoBoauTH MEPETOBOPEI ¢ paboToaaTeNieM o Mpoduie JOKHOCTH
['OTOBUTEL aHATMTUYCCKHE OTYCTEI

NA-3.11K-10 UmeTh npakTUYECKUH OIBIT

AHanu3 U CTpyKTypupoBaHue UHPOpMAIMK O paboToIaTene

Amnanu3 rurana paboTomarens Mo HaitMy KaHAWJaToB

Omnpenenenue eIy aHaau3a pplHKA TPY/la B COOTBETCTBUH C KapTOM onCKa
KaHJIM1aTOB

Omnpenenenue napaMeTpoOB aHAIKM3a PhIHKA TPYJa B COOTBETCTBUHU C KapTOi
MOMCKA KaHUIaTOB

[ToaroroBka v KOPPEKTUPOBKA MPOPHUIIS JOTKHOCTH

COop u aHanu3 ueneBol MH(OpPMALUU O PBIHKE TPYyZa B COOTBETCTBHUHU C
KapTOii MOMCKA KaHAUIaTOB

Coop wm anaym3 wuHbOpMANMKU 00 OpraHW3alUsAX W KaHAWJaTax Ha
3aMeleHne paboynx MecT

COop u aHanu3 uHGpoOpMauKu 00 KCTOYHUKAX MTOMCKA KaH/IUIaTOB
CornacoBaHue ¢ paboToaTesaeM TEXHOJIOT MU, PECYPCOB U CPOKOB IOKMCKA U
MIPUBJICUYCHUS KAaHIUIATOB

IlonroToBka uis KaHAMgaTa MHGoOpMauuu o paboTojarene U Hpoduie

TOTNICITOCTIA

5. TEMATUYECKHWM IUVIAH

Yacos

KonTakTHas pabora (10 yd4.3aH.)

KonTpons
Tema Bcero CamocT. P
HaumenoBaHue TeMbl CaMOCTOSTENbH
4acoB JlaGoparop | Ilpakruuec | pabora N
Jleknun oii paboThI

HBIC KHWE 3aHATUA

Cemectp 7 207




Tema 1.

[ToHsATHE TOKYMEHTAIIMOHHOTO 00ECTIeUYeHHS
yIpaBJIEHUS] TEPCOHAIOM M  KaJpOBOTO
JIETIONPOU3BOJICTBA. Tpynosoe
3aKOHOJATEIbCTBO u UHbIE aKThl,
coJepKallie HOPMBI TPYAOBOTO IpaBa
OCHOBBI apXMBHOI'O 3aKOHOAATENBCTBA MU
HOPMATHBHBIE IIPABOBBIE aKThl Poccuiickoin
Ddenepanuy, B 4acTH BEZICHUS
JOKYMEHTaluu 1o nepcoHany. Tapudno-
KBaJTM(HKAIIMOHHBIE CIIPABOYHUKH PadOT U
npodeccuit pabounx M KBATH(UKAIIMOHHBIC
XapaKTEPUCTHKH JIOJDKHOCTEH CIy)KaIlHX.
JlokasnbHble HOpPMAaTUBHBIE aKThl
opranuszaiii B cdepe  yInpaBlICHHS
IIEDCOHAIOM M OILIATEI TDVIIA.

28

27

Tema 2.

OO0muii coctaB W BHIBl  KaJpOBBIX
nokyMeHTOB. CucremMa yudera KaJpOBBIX
JIOKYMEHTOB. [Topsnox [IPOBECHUS
KOHKYPCOB M O(OpMIIEHHS KOHKYPCHOI
JOKYMEHTAITUH.

32

27

Tema 3.

TexHonorust yyera W XpaHEHHUsI KaJIpOBOM
JIOKYMEHTAIUU. Opranuzanus
JIOKYMEHTOO000pOTA. OcHOBBI
JIOKyMEHTO000pOTa U JTOKYMEHTAllMOHHOIO
oOecrieueHUs  YOpPAaBJIEHUS  I[I€PCOHAJIIOM.
TexHomorun,  MeToAbl W METOJMKHU
MPOBEICHUS aHAlU3a U CUCTEMaTH3alluu
JIOKYMEHTOB M MH(OPMAIIMH T10 TIEPCOHATY

28

27

Tema 4.

OO6mme TpeOoBaHUS K COCTABJICHUIO U
OpOpPMIICHHIO  JTOKYMEHTOB  YIpaBIICHUS
MIEPCOHAIOM B TOCYJIapPCTBEHHBIC OPTaHbl.

30

27

Tema 5.

OCHOBBI JJOKYMEHTOOOOpOTa B CHCTEME
YIpPaBJICHUS [IEPCOHATIOM, OILIaTHI,
OpraHu3allii ¥ HOPMHUPOBaHMA TpyJa.
TpeboBanust K pa3paboTKe U 0POPMIIEHHUIO.

28

27

Tema 6.

XapakTepUCTUKa  KOMIUJIEKCOB  KaJpOBOU
nokymeHntauuu. Ilopsnox  odpopmienus,
BEJCHUS W  XPaHEHHA JIOKYMEHTAlWH,
CBSI3aHHOM B TOM YHCJIE€ C CUCTEMaMH OTLIaThl
W OpraHu3allud TpyAa NepcoHala, 1o
COLIMAJIbHOW  TOJUTHKE B  OTHOIICHUU
NIEPCOHAJIA.

30

27

Tema 7.

ONEeKTPOHHBIH JIOKYMEHTO000pOT B
KaJpOBOM JeTI0NPOU3BOACTBE:
MH(OPMaLlMOHHO-KOMMYHHUKAIIUOHHBIE
TEXHOJIOTHH.

31

29

6. ®OPMbI TEKYIIET'O KOHTPOJISI U TIPOMEXKYTOUYHOM ATTECTAIIUA

HIKAJIBI OHEHUBAHU A

Paznen/Tema

Bun onieHOYHOTO
CpeACTBA

Onucanue OLICHOYHOI'O CPEACTBA

Kpurepun
OLICHUBAHUs

Texymuit konTposs (Ilpunoxenue 4)




1. CocraBienue

JOKYMEHTOB:
IIPAaBUIbHOE
1 .ITpaktuyeckoe |l. 4 mpakTUYECKUX 3aJaHUil 10 COCTABICHUIO KOJIHYECTBO
Tema 1.1-1.7. 3aJJaHue. JOKYMEHTOB W IIPaBUILHOMY O(OPMIIEHUIO| PEKBU3UTOB U MX
2. Tecrsl. PEKBU3UTOB PA3JINYHOIO BUJIA JOKYMEHTOB. pacIoioKeHue
[Ipunoxenune 4 |2. Tect u3 20 BOpocos. 2. TectupoBaHue
6onee 50%
IIPaBUIIbHBIX

OTBCTOB - 3a4YTCHO.

IIpomexyrounslii koHTpoab (IIpunoxenue 5)
7 cemectp | Dk3aMeHannoHHbIE |20 OWUIETOB MO 2 TEOPETHUECKUX BOIpOCA U
(OK) OMIIeTHI MPaKTUYECKOE 3a/IaHHE.

or 2 10 5 6ayuioB

OIIUCAHUE HIKAJI OHUEHUBAHUSA

[Toxazatenp omenku ocBoeHusi OIIOII dopmupyeTcs Ha OCHOBE OOBEIWHEHUS TEKYyIIEH H
MIPOMEKYTOUHOM aTTECTAIlMU 00YJaroIIerocs.

[Tokazarenb pelTUHra MO KaXKAOW AUCHUMUIUIMHE BBIPAXKAETCS B MPOLIEHTAX, KOTOPBINA MOKa3bIBAET
YPOBEHB TIOJITOTOBKU CTYICHTA.

Texymas arrecrauus. Mcmonb3yercs 100-OamnbHas cucrtema oueHuBaHusg. OueHka padOThI
CTYyJICHTa B TE€UEHUU CEMECTpPa OCYIIECTBISETCA MPENOAaBaTeIeM B COOTBETCTBUU C pa3padOTaHHOW UM
CUCTEMOH OLIEHKH Y4eOHBIX JOCTH)KEHUH B IIpolriecce 00y4eHUs 110 TaHHOW TUCITUIINHE.

B pabounx mnporpamMmax IWUCHUIUIMH M TPAKTUK 3aKPEIUICHBI BUIBI TEKYIICH AaTTECTAIIHH,
TUTAHUPYEMBIE PE3YNIbTaThl KOHTPOJIBHBIX MEPOMNPUATUI U KPUTEPUH OLIEHKU Y4EOHBIN JOCTHKEHUH.

B teuenue cemecTpa mpemnogaBaTesieM IPOBOJAUTCS HE MEHEE 3-X KOHTPOJIBHBIX MEPOTIPUSATHH, 110
OLIGHKE JEATEeIbHOCTU CcTyAeHTa. Eciiu mocemenus 3aHATUI MO AUCUUIUIMHE BKIIOYEHBI B PEUTHHT, TO
JaHHBINA MTOKa3aTesb cocTapisieT He Oonee 20% OT MaKCMMaIbHOTO KOJIMYECTBA OAJJIOB MO JUCIUTUIMHE.

[TpomexyTounas arrecranus. Mcnonb3yercsa S-0amnpHas cucteMa olieHnBaHusA. O1eHKa paboThl
CTYJICHTA 1O OKOHYAHHIO JHUCHUIUIMHBI (YacTH JTUCIUIUIMHBI) OCYIIECTBISICTCS IPENoIaBaTeieM B
COOTBETCTBHUH C pa3pabOTaHHON MM CHCTEMOW OIEHKH JOCTHKEHH CTyJeHTa B mpoiecce o0ydeHus o
naHHOU nucruiuirHe. [IpoMexyTodHast aTTecTanus TakKe MPOBOJUTCS M0 OKOHYAHUIO (hOPMUPOBAHUS
KOMIIETECHIIUH.

[Topsimok mepeBojia pEeHTUHTA, TMPETYCMOTPEHHBIX CHCTEMOM OICHHBAHHS, 1O JWCIHILINHE, B
MATUOAIIIBHYIO CUCTEMY.

Bricokuii yposens — 100% - 70% - oTnimvHO, X0pOoMIo.

Cpennuii ypoBenb — 69% - 50% - y10BIETBOPUTENBHO.




Iloxa3zaTeab OEHKH

Ilo 5-6aMJbHOM cHCTEME

XapakTepuCTHKA MOKa3aTesi

100% - 85%

OTJIIMYHO

00712/1at0T TEOPETUICCKIUMH 3HAHUSIMH B TIOJTHOM
o0beme, MOHUMAIOT, CAMOCTOSTEIHHO YMEIOT
MPUMEHSTh, UCCIICIOBATh, UACHTH(DHUIIUPOBATD,
aHaJIM3UPOBATh, CUCTEMATU3UPOBATH, PACIIPENEIATH 110
KaTeropusiM, pacCUuTaTh MOKa3aTeIH,
KJ1acCU(UIIUPOBATh, pa3padbaTbIiBaTh MOJEIIH,
ITOPUTMU3UPOBATH, YIIPABIATH, OPraHU30BaTh,
IJJAHUPOBATh MPOLECCHI UCCIIE0BAHUs, OCYIECTBIIATh
OIICHKY pe3yJIbTaTOB Ha BHICOKOM YPOBHE

84% - 70%

XOPpOLIO

00J1a1a10T TEOPETUUECCKUMU 3HAHUSIMU B TIOJITHOM
o0beMe, MOHUMAIOT, CAMOCTOATEILHO YMEIOT
MPUMEHSITh, UCCIICIOBATh, UACHTHU(DHUIIUPOBATH,
aHaJIM3UPOBATh, CUCTEMATU3UPOBATH, PACIIPENEIATH 110
KaTeropusiM, pacCuYuTaTh MOKa3aTeIH,
KJ1acCU(UIIUPOBATh, pa3padbaTbiBaTh MOJEIH,
ITOPUTMU3UPOBATH, YIIPABIATH, OPTaHU30BATh,
IJIAHUPOBATh MPOLECCHI UCCIEA0BAaHUS, OCYLIECTBIATh
OIICHKY pe3yJIbTaTOB.

MoryT OBbITh JONYIICHBI HEAOYEThI, UCTIPABICHHBIC
CTYZICHTOM CaMOCTOSITEIIEHO B IIpoIiecce paboTh
(oTBeTa U T.1.)

69% - 50%

YJI0BJIETBOPUTEIILHO

0071a/1at0T OOLIMMH TEOPETUUECKUMH 3HAHUAMHU, YMEIOT
HPUMEHSTh, UCCIIEI0BaTh, UAECHTU(PHUIIUPOBATS,
aHAJTM3UPOBATh, CUCTEMATH3UPOBATD, PACTIPEACIIATH 110
KaTeropusiM, pacCUMTaTh MOKA3aTeNH,
KJIacCH(pUIIUPOBATH, pa3padaThIBaTh MOJEIH,
ITOPUTMU3HUPOBAThH, YIIPABIATh, OPraHU30BATh,
TUTAHUPOBATH MPOIECCHI UCCIIE0OBAHUS, OCYIIECTBISITD
OLIEHKY pe3yJbTaTOB Ha CPEAHEM YPOBHE.
Jomnyckarorcs ommOKy, KOTOpbIE CTYACHT
3aTPyIHAETCS UCIPABUTh CAMOCTOSITENBHO.

49 % wu meHee

HEYAOBJICTBOPUTCIILHO

00J1a1aI0T HE MOJIHBEIM 00BEMOM OOIIMX
TEOPETUYECKUMU 3HAHUSIMU, HE YMEIOT
CaMOCTOSTCIIBHO HpI/IMCHflTI:, ucciaeaoBarhb,
UACHTU(PHUIIMPOBATH, AaHATU3UPOBATH,
CHCTEMAaTU3UPOBATh, PACTIPEACIIATH 110 KATETOPHSIM,
paccuuTaTh MoKa3aTenu, KiaccuuimnpoBarb,
pa3zpabaThIBaTh MOJIETH, AITOPUTMHU3UPOBATH,
YIPaBJISITh, OPTAaHU30BATh, IJIAHUPOBATH MPOIECCHI
MCCJICIOBAHMS, OCYIIECTBIISThH OIICHKY PE3YyIbTaTOB.
He copmupoBanbl yMeHUS 1 HABBIKU IS PEIICHUS

100% - 50%

3a4TCHO

XapaKTECPHUCTHUKA IMOKAa3aTECJId COOTBETCTBYECT
COTIIMIHO», «XO0POII0», «YAOBJICTBOPUTCIIBHO»

49 % wu meHee

HE 3a4TCHO

XapaKTECPHUCTHUKA IMOKAa3aTECJId COOTBETCTBYECT
«HCYOOBJICTBOPUTCIBLHO»

7. COAEP KAHUE JTUCHUITJIMHBbI

7.1. Coneprkanue JeKIUA




Tema 1. IloHATHE MAOKYMEHTAIIMOHHOTO OOECIIEUCHHUsSI YIPABJICHUS TEPCOHAIOM M  KaJIpOBOTO
JEIIONPOU3BOACTBA. TPyJ0BO€ 3aKOHONATENBCTBO U MHBIE aKThI, COACPIKAILNE HOPMBI TPYIOBOIO IpaBa
OCHOBBI apXMBHOI'0 3aKOHO/IaTENIbCTBA M1 HOPMATUBHBIE TPaBOBbIE akThl Poccuiickoit denepanuy, B 4acTu
BEJICHUS IOKYMEHTAIIMH 110 iepcoHany. TapudHo-kBamudUKaIMOHHBIE CIPABOYHUKU PadboT 1 podeccuii
pabounx M KBAIM(UKAMOHHBIC XApAaKTEPUCTHKH JOJDKHOCTEH ciyxkamux. JIokanbHble HOpMaTHBHBIC
aKThl OPraHU3alMK B chepe YIpaBIeHHs IEPCOHATIOM M OIUIAThl TPY/a.

[lonatne wu ompeneneHue mporecca JAOKYMEHTAIMOHHOTO OOECIeUeHUsl YIpaBlICHUs IEPCOHAIOM
OpraHu3alM, poJib JTOKYMEHTOB B YIPaBICHUECKON JeATesIbHOCTH. Poiib M 3a7aun KapoBoOil CllyKObl B
cucreMe ympasiieHUs nepcoHanoMm. lloapasnenenus kaapoBoi ciyxObl. KagpoBble JOKYMEHTHI Kak
COLIMAJbHO 3HAaYUMMble JOKYMEHTBHl OpIraHU3alMM, pPETYIUPYIOLIUE TPYAOBbIE IPABOOTHOIIEHUS.
HobMaTHBHEIE TOKVMEHTEL DECVIUDVIOIINE ATU OTHOIIEHUS

Tema 2.

OOmmii cocTaB M BUABI KaJpPOBBIX JOKyMEHTOB. CHcTema ydera KaapOBBIX JOKYMEHTOB. I[lopsmox
IIPOBE/IEHUS KOHKYPCOB U 0(OPMIICHUSI KOHKYPCHOM TOKyMEHTALUH.

Enunenii mopsaok ohopmiieHHs] TPYAOBBIX NMPaBOOTHOIIEHUH (YHU(DUIUPOBAHHBIE CHCTEMBI MEPBHYHON
YUETHOM JIOKyMEHTaluu). Buabl KaJpoBbIX IOKYMEHTOB (TpYAOBOHM IOroBOp, TPYAOBas KHIKKA U
BKJIQ/IBIII K HEH, IPUKa3bl O IpUeMe, IIEpeBO/Ie, YBOJIBHEHUH, TOOIIPEHUH, TPa(UK OTITYCKOB U JP.).
®Dopwmel vyera. Peruerpanus KaapoBbIX J0KVMEHTOB.

Tema 3. TexHonorusi ydera W XpaHEHHUS KaJAPOBOW MOoKyMeHTaruu. OpraHu3amus JTOKyMEHTOOO0OpOoTa.
OCHOBBI  TOKyMEHTOO0OpOTa H JOKYMEHTAIIMOHHOTO OOECHEeYeHHUs YIpPaBIEHUS IEPCOHATIOM.
TGXHOJIOFI/II/I, MCTOJbI U MCTOAWKU MPOBCACHUA aHalIn3a U CUCTEMATHU3allu JOKYMCHTOB U I/IH(i)OpMaI_II/II/I
10 TIEPCOHATY

TGKYHIGG XpaHCHUC (I[OKyMeHTI)I, XpaHAmureCs B IOJJIMHHUKAX, KOHI/ISIX) N YUCT JOKYMCHTOB IIPUHATBIX OT
paboTHuka u 0Opa3oBaHHBIX B MpoIlecce TPYAOBOil nesTenbHOCTH. DopMHpOBaHME IHYHBIX JIE.
['pynnupoBka Tpya0BbIX KHUKEK, TMUHBIX KapToyek 1o popme T- 2, INYHBIX JAeI.

YyerT ¥ XpaHEHWE TDVIOBBIX KHHUXKEK — KHWIA JIBMKCHWS TDVIOBBIX KHHXKEK. DACIMCKA-3aMECTUTEIb

Tema 4. OOume TpeOOBaHUSA K COCTaBICHUIO U OQOPMIICHHUIO JOKYMEHTOB YIPaBICHUS MEPCOHAIIOM B
rocyJapCTBEHHBIE OPTaHBbl.

Odopmienre opraHu3allMOHHO-PACTIOPSAUTENbHON AokyMeHTanuu ¢ npumenenunem ['OCT P 7.0.97 —
2016. M3yuenue TpeOoBaHMA K 0hOPMIICHUIO PeKBU3UTOB. biiaHku, hopMbl, 00pa3Iibl IOKYMEHTOB.

Tema 5. OcHOBBI JOKYMEHTOOOOpPOTa B CHCTEME YIIPABJIEHMs MEPCOHANOM, OIUIAThI, OpraHU3aluud U
HOpMHpOBaHUs Tpya. TpedoBaHus K pazpaboTke U 0(hOPMIIEHUIO.

Opranuzannonsable 10KyMeHTHI (YcraB, [IpaBuna BHyTpeHHEro TpyaoBoro pacrnopsjaka, KomnekTuBHbIN
norosop, llltatHoe pacnucanue, TpynoBoi norosop, IlonokeHns o moapas3ieneHusIX U HalpaBICHUSAX
NeSITeIbHOCTH, HWHCTpYKUMHK). PacniopsiaurensHblie 1okyMeHTHI (KaapoBeie [Ipukassl). MHpopmarrionHo-
CIpaBOYHBIE JOKYMEHTHI (JIOKIagHble U OOBACHUTENbHBbIE 3amucku, AKTbl, CrpaBku, 3asBICHHUS).
IIpoTOKOIL

Tema 6. XapakTepucTuKa KOMILUIEKCOB KaapoBoW nokymeHTauuu. [lopsiok odopmiieHus, BeneHus u
XpaHEHUs TOKyMEHTALMH, CBA3aHHON B TOM YHCJIE C CACTEMAMH OILIaThl U OPraHU3aluU TPy/ia IEPCOHANA,
10 COL[MAJIbHOM MOJUTHUKE B OTHOLIEHUH ITEPCOHAA.

JIOKyMEHTUpOBaHHE NpueMa Ha paboTy, MEpPeBOJOB, MPEAOCTABICHHE OTIYCKOB, KOMaHIMPOBAHUS,
HAJIOXKEHUS TUCUUIUIMHAPHOTO B3bICKaHMsI, TOOLIPEHUs] pa0OTHUKOB, YBOJIbHEHUE.

IlepconanbHas JOKyMEHTaLUs,

JloKyMeHTaIMs [0 y4eTy pabodyero BpeMEHU M pacueToOB C IEPCOHATIOM.

OTueTHasd ¥ OTYETHO-CIPABOYHAA JOKVMEHTAIIUA

Tema 7. DneKTpOHHBIA JOKYMEHTOOOOPOT B KaJApOBOM JICJIONMPOU3BOACTBE: HH(GOPMAIIMOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJIOTHH.

Odopmienue aen KaapoBOH CIyXObl COIIACHO HOMEHKJIAType el OpraHu3alMd B AJIEKTPOHHOM
JIOKVMEHT0000p0Te. 3HAKOMCTBO ¢ KOMIBIOTEDHBIMH IDOrDAMMAMU 10 KAIDOBOMY JIOKVMEHTOO00DOTY.

7.2 ConeprkaHue MpaKTUUECKUX 3aHATHI U 1aO0paTOpHBIX padboT




Tema 2.
OO0mwmii cocTaB W BHIBI KaJpPOBBIX JOKyMEHTOB. CHcTema ydera KaJapoBbIX TOKyMeHTOB. I[lopsaox
MPOBEJICHUSI KOHKYPCOB M 0(OPMIICHHSI KOHKYPCHON JOKYMEHTAIIHH.

Pemnienye npakTHYeCKUX KEMCOB. COCTABJICHHE JIOKVMEHTOB

Tema 4. OOume TpeOOBaHUS K COCTaBICHHIO U O(QOPMIICHUIO JOKYMEHTOB YIIPABJICHUS MEPCOHAIOM B
roCy/1apCTBEHHbIE OPTaHBbI.

CocTapieHne JOKYMEHTOB

Tema 6. XapakTepucThka KOMIUIEKCOB KaJIpoBoW nokyMmeHTanuu. [lopsnok odopmieHus, BeqeHUs U
XpaHEHUs JOKYMEHTAIMH, CBI3aHHOW B TOM YHMCJIE C CHCTEMaMHU OIUIaThl M OpraHu3aliy Tpy/la nepcoHania,
10 COI[MAJIbHOM MOJUTHUKE B OTHOLICHUH I€PCOHAA.

Penienye NpakTUYECKUX 3a71ad IO COCTABICHMIO JTOKVMEHTOB

7.3. ConeprkaHue CaMOCTOSTEIIbHOM PabOThI

Tema 1. IloHATHE MNOKYMEHTAllMOHHOIO OOECIEUYEHHUs YIPaBJIECHUS IEPCOHAIOM U  KaJpOBOIO
JCIIONPOU3BOACTBA. TPyJOBOE 3aKOHONATEIBCTBO U MHBIE aKThI, COACPIKAILUE HOPMBI TPYIOBOIO IpaBa
OCHOBBI apXMBHOI'0 3aKOHOIaTENIbCTBA U HOPMATUBHBIE ITPaBOBbIE akThl Pocculickoit denepanuy, B 4acTu
BEJICHUS JIOKyMEHTAIIUHU TI0 TiepcoHany. TapuHo-KBaTu(pHUKaIMOHHBIE CIPABOYHUKHU pabOT U ipodeccuit
pabounx M KBIM(UKALMOHHBIE XapaKTEPUCTUKH JOJDKHOCTEH ciyxamux. JlokanbHble HOpMaTHBHBIE
aKThl OpraHU3aluu B cepe yrnpaBiIeHUs IEPCOHATIOM U OILIAThI TPYAaA.

M3vyeHye TUTEDATVDRI 110 TEME

Tema 2.

OOmwmii cocTaB M BHUJBI KaJPOBBIX TOKYMEHTOB. CHcCTeMa ydera KaJIpoOBBIX IOKYMEHTOB. [lopsmok
MIPOBE/ICHUS] KOHKYPCOB B OOPMIICHHSI KOHKYPCHOH TOKyMEHTALINH.

W3y4yeHue IUTepaTyphl 110 TEME

Tema 3. TexHosnorus ydera W XpaHEHHsS KaJpoBOW JokyMeHTanuu. OpraHusamnus JOKyMEHTOOO0OpoTa.
OCHOBBI  JJOKyMEHTOOOOpOTa ¥ JOKYMEHTAI[MOHHOTO OOECICYCHHS YIPABJICHUS TICPCOHATIOM.
TexHonoruu, MEeTOIbl U METOJUKHU MPOBEICHUS aHAIN3a U CUCTEMATH3AI[MN JOKYMEHTOB U HH(GOpMaIuu
10 IEPCOHATTY

Tema 4. OOuue TpeboBaHMS K COCTaBICHHIO U O(QOPMIICHUIO JOKYMEHTOB YIPABIEHHS IEPCOHATIOM B
rOCYJapCTBEHHbIE OPIaHbI.
W3yuenne qurepaTypsl 110 TEME

Tema 5. OcHOBBI JOKYMEHTOOOOpPOTa B CHCTEME YIpaBJIEHMs MEPCOHAIOM, OIUIaThl, OpraHU3aluu U
HOpMHpOBaHUs Tpya. TpeboBaHus K pazpaboTke U 0hOpMIEHUIO.
W3ydeHue nurepaTypsl IO TEME

Tema 6. XapakTepucTuka KOMIUIEKCOB KaJpoBOW JokyMeHTauuu. llopspok odopmiieHus, BeleHUs H
XpaHEHUs TOKyMEHTALMH, CBA3aHHON B TOM YHCJIE C CUCTEMAMH OILIaThl U OPraHU3aLNuU TPyl IEPCOHANA,
10 COL[MAJIbHOM MOJUTHUKE B OTHOLICHUH IT€PCOHAA.

H3ydeHue nurepaTypsl 0O TeEMe

Tema 7. 9HeKTpOHHBII>'I Z[OKYMCHTOO60pOT B KaJI[pOBOM JCJIOIPOU3BOJACTBE: I/IH(I)OpMaI_[I/IOHHO'
KOMMYHHUKAIIMOHHBIC TCXHOJIOTUH.

H3yueHune JuTepaTypbl 00 TEME




7.3.1. [IpumMepHBIE BOMIPOCHI ISl CAMOCTOSTEILHOM TOATOTOBKH K 3a4€Ty/IK3aMEHY
[Tpunosxxenue 1

7.3.2. llpaktuyeckue 3aJaHusl 0O AUCUUIUIMHE IS CAaMOCTOSITEJIbHOW TMOJTOTOBKH K
3a4eTy/3K3aMeHy
[Tpunoxenue 2

7.3.3. [lepedeHnb KypcoBBIX paboT
He npenycmorpeno

7.4. DneKTpoHHOE MOPTQOINO 00YUAIOIIETOCS
Pa3mernaercst KoHTposibHAs paboTa

7.5. MeTonuyeckue peKOMEHAALNH 10 BBITOJHEHUIO KOHTPOJIBHON pabOThI
[Tpunoxenue 6

7.6 MeTonuueckre peKOMEH IAlUK 10 BHITIOJHEHUIO KYpPCOBOM paOOThI
He npenycmorpeno

8. OCOBEHHOCTH OPI'AHU3ALIUU OBPA3OBATEJIBHOI'O
MNPOLHECCA IO JUCHUITJIUHE JJIA JIUI C OTPAHUYEHHBIMHA
BO3MOXHOCTSAMMU 310POBb

Ilo 3aaenenuto cmyoenma

B umensix IOCTYNHOCTHM OCBOEHHMSI MPOTPAMMBbI ISl JIUL C OTFPAHMYEHHBIMU BO3MOYHOCTSIMU
3JI0POBBS MPU HEOOXOMUMOCTH Kadeapa 00ecTieunBaeT CIeAYIONINE YCIOBUS:

- 0COOBIH MOPSAIOK OCBOCHUS AUCLUIIINHBI, C YI€TOM COCTOSHUS UX 3/10POBBS;

- DIIGKTPOHHBIE 00pa30BaTEIIbHBIC PECYPCHl MO IUCIUIUIMHE B (opmax, aganTHPOBAHHBIX K
OTPAaHUYCHUSIM UX 37]0POBbS;

- M3YYCHHE TUCITUIUIMHBI 10 WHAWBHIYaJLHOMY y4eOHOMY IUIaHy (BHE 3aBHCHUMOCTH OT (POPMBI
o0y4yeHHus);

- DIIEKTPOHHOE OO0y4eHHe U [AUCTAHIMOHHBIE O00pa3oBaTEelbHBIE TEXHOJOTHUH, KOTOPHIE
MpeAyCMaTPUBAIOT BO3MOKHOCTH MpUeMa-fepeaayr HOOpMaIuy B JOCTYITHBIX ISl HUX (hopmax.

- goctyn (yHaleHHBIH JOCTYyI), K COBPEMEHHBIM MpodeccHOHANbHBIM 0a3aM [aHHBIX H
HHMOODPMAIMOHHEIM CIIDABOYHBLIM CUCTEMAaM. COCTaB KOTODBIX onpeneiieH PIT/I.

9. MEPEYEHb OCHOBHOM 1 JIONMOJTHUTEJIbHOM YYEBHOM JINTEPATYPBI,
HEOBXO/JUMOM JIJIsI OCBOEHUS TUCIUTIJIUHBI
Caiit 6udamnorexu YpI'ly
http://lib.usue.ru/

OcHoBHasi iuTEpaTypa:

1. Kopuees M. K., ITmenko A. B., Mamypues B. A. JlokymeHTannoHHOE oOecrieueHue
yrnpasieHust + Ttectsl B OBC. [DnekTpoHHBIH pecypc]:yueOHUK W TPAKTUKyM Ui CTYACHTOB
00pa3oBaTeNbHBIX YUPEKIACHUIN CpeTHETo MpodeccuoHabHOr0 oOpazoBanus. - Mocksa: IOpaiit, 2019. -
384 — Pexxum moctyma: https://urait.ru/bcode/438491

2. EBmoxkumona JI. M., Kopsokun B. B., [Temekun A. H., IlIBeukoBa O. I'. DneKTpoHHBIH
JOKYMEHTOOOO0POT M obOecrieucHre 0e30MacHOCTH CTaHIaPTHBIMU CpeAcTBaMu WINAOWS. [DIeKTpoHHbIH
pecypc]:ydeOHoe mocobue s CTYJEHTOB BY30B, OOYYAIOLIMXCS IO HAIMpPaBICHHUSIM IOATOTOBKU
2.09.03.04 "IIporpammuas unxenepus" u 2.09.03.03 "Ilpuknaanas unpopmatuka". - Mocksa: KYPC:
HNH®PA-M, 2019. - 296 — Pexxum noctyma: https://znanium.com/catalog/product/1001864

3. KupcanoBa M.B., Akcenos FO. M. Kypc nenonpon3BojacTBa: JOKyMEHTAIIMOHHOE oOecrieueHre
yIpaBiieHUs. [DIeKTpOHHBIN pecypc]:YuebHoe nocodue. - Mocksa: OOO "Hay4yHo-u31aTeNbCKUN HEHTP
NH®PA-M", 2020. - 257 — Pesxum mocryma: https://znanium.com/catalog/product/1088888



4. TlaBnosckas O. HO. IIpaBoBoe oOecrieueHne KaapOBOTO JEIOMPOU3BOJICTBA. [DIEKTPOHHBIN
pecypc]:Yuebnoe mocobme manst By30oB. - MockBa: FOpaiir, 2020. - 213 — Pexwum npocryna:
https://urait.ru/bcode/457107

5. lllyBanosa H. H. Opranuzamus u TeXHOJOTHS JOKYMEHTAIIMOHHOTO O0SCIICYCHHS yIIPABIICHHUS.
[DnmexkTpoHHBIH pecypc]:YueOHHK M MPaKTUKyM s By3oB. - Mocksa: FOpaiit, 2020. - 265 — Pexum
noctyna: https://urait.ru/bcode/451066

6. Kazakesnu T. A., Tkamuu A. W. JloxymeHroBeneHue. JlOKyMEHTallMOHHBIN CEpPBHUC.
[DnekTpoHHBIN pecypc]:Y4eOHUK M MpakTHKyM IS By30B. - MockBa: Opaiit, 2020. - 177 — Pexum
noctyna: https://urait.ru/bcode/452701

7. Humor O. B. CoBpeMeHHBIE TEXHOJIOTMH M TEXHHYECKHE CpEeACTBa HH(POPMATHU3ALUH.
[DnexTponHbIi pecypc]:Yuebnuk. - MockBa: OOO "Hayuno-uznarensckuii nentp MHOPA-M", 2021. -
462 — Pexxum nocrymna: https://znanium.com/catalog/product/1215864

8. Kabamos C.}O. D1ekTpoHHOE MPABUTEIBCTBO. DIEKTPOHHBINA TOKyMEeHT0000poT. TepMuHbI 1
onpeneneHus. [ DIeKTpoHHbIN pecypc]: YueObHoe mocodue. - MockBa: OO0 "Hay4Ho-nu31aTenbCKuil LICHTP
NH®PA-M", 2021. - 320 — Pesxum nocryma: https://znanium.com/catalog/product/1132150

9. Ky3nenosa  T. B. Jlenonpou3BoACTBO  (IOKYMEHTAllMOHHOE  OOecledeHue
YIpaBJICHUS ). . IIPOU3BOACTBEHHO-TIPAKTHYECKOE U3aanue. - MockBa: busnec-mkona Uaren-Cunres, 2000.
- 328

JlonoJiHUTe/ILHASA JIUTEpPAaTYypa:

1. Abynamze /. I'., Bommpsokkuna U. b., MacnoBa B. M. JlokymeHTannoHHoe oOecredyeHue
YIpaBJICHUS MIEPCOHAIOM. [ DJIEKTPOHHBIN pecypc|:YueOHUK U MPaKTUKYM Jis By30B. - MockBa: FOpaiiT,
2020. - 299 — Pexxum moctyma: https://urait.ru/bcode/450813

2. Kynses H.H., Hdemymkun A.C. KonbuaeHunanbHOE AETONPOU3BOJICTBO U 3aAIIMIIEHHBINA
ANEKTPOHHBIA JOKYMEHTOOOOPOT. [DIeKTpOoHHBIH pecypc]:YueOHuk. - Mocksa: M3marensckas rpymma
"Jloroc", 2020. - 500 — Pexxum moctyma: https://znanium.com/catalog/product/1212394

10. HEPEYEHb TH®OPMAIIMOHHBIX TEXHOJIOT Ui, BKJIIOYAS IIEPEYEHD
JIMHEH3UOHHOI'O TIPOTPAMMHOI'O OBECIIEYEHUSA U THO®OPMALIMOHHBIX
CIIPABOYHBIX CUCTEM, OHJIAMH KYPCOB, UCIIOJIb3YEMBIX ITPHA
OCYHECTBJIIEHUU OBPA30OBATEJIBHOI'O ITPOLHECCA ITO JUCHUIIJIMHE
Ilepedyens JMIEH3NOHHOTO TPOrPAMMHOIO 00eCIIeYeHHUSI:

Kondurypauus 1C: 3apruiata u kaapsl 01 pxetHoro yupexaenus. lorosop b/H ot 02.06.2009 r.,
Jlnensuonnoe cornamenue Ne 8971903, Akt Ne 62 ot 15.07.2009 "1C:3aprutata u Kaapbl OFOHKETHOTO
yupexaenus 8" (per. Homep 9648728).

Astra Linux Common Edition. Torosop Ne 1 ot 13 urons 2018, akt ot 17 nexadpst 2018. Cpoxk
JEeWCTBUS JIMIICH3UY - 0€3 OTpaHUIEHUS CPOKA.

MoitOduc cranmapraeni. Cornmamenne Ne CK-281 ot 7 wronst 2017. [lata 3akimrodeHHS -
07.06.2017. Cpok nefcTBHS IULIEH3UH - 6€3 OrpaHUUEHHs CPOKa.

Ilepeyenn HH(pOpMAMOHHBIX CIPaBOYHBIX CHCTEM, pecypcoB HHpopMaALMOHHO-
TeJIEKOMMYHUKAIMOHHOI ceTn «AHTEepHeT»:

CrpaBouHo-nipaBoBas cuctema Koncynbsrant +. Jloroop Ne 163/223-Y/2020 ot 14.12.2020. Cpok
neiictus aunensun a0 31.12.2021

CrpaBouHo-nipaBoBasi cuctema I'apant. JloroBop Ne 58419 ot 22 nexaGpst 2015. Cpok aeicTBus
JMIEH3UH -0€3 OrpaHNYEHUs CPOKa



11. ONMCAHUE MATEPUAJIbHO-TEXHUYECKOM BA3bI, HEOBXOIUMOM 115
OCYHIECTBJIEHUSA OBPA3OBATEJIBHOI'O MTPOLHECCA 11O JMCHUTIIJIMHE
Peanuzanus yueOHOM JUCLIUTUINHBI OCYIIIECTBIISETCS C MCII0JIb30BaHUEM

MaTepualbHO-TeXHUYECKON 0a3pl YpI' DY, oOecrieunBaroieil mpoBeACHUE BCEX BUAOB YUCOHBIX 3aHITHI
Y HayYHO-HMCCIIEI0BATEIbCKON U CaMOCTOSITEIbHON PabOThI 00YJarOIUXCS:

CreuuanbHble TOMEUICHHs MPEACTaBISAIOT cOO0OW y4yeOHble ayAUTOpUU AJIs MPOBEACHHS BCEX
BUJIOB 3aHSTUMN, TPYIIOBBIX U MHAUBUAYAIbHBIX KOHCYJIbTALUN, TEKYIIETO KOHTPOJISI U IPOMEKYTOUHOU
aTTeCTaluu.

[TomerieHust Ui CaMOCTOATENBHOM pabOThl 00YUYAIOMIMXCS OCHAIEHBI KOMIBIOTEPHON TEXHUKOM
C BO3MOXHOCTBIO MOjKIIOueHusi K cern "MHTepHer" M obOecrneyeHHMEM [OCTyNa B 3JIEKTPOHHYIO
nH(popMannoHHO-00pa3oBaTenbHy0 cpeny Ypl V.

Bce mnomemnieHuss  yKOMIUIEKTOBaHbBI — CHELMATU3UPOBAHHONM  MeOENbI0 W OCHAIIEHBI
MYJIbTUMEIUHHBIM 000pYJIOBaHUEM CHEN0O0pyHAOBaHHEM (MH(OPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHBIM,
UHBIM KOMIIBIOTEPHBIM), JOCTYIOM K HH(GOPMalMOHHO-TIOMCKOBBIM, CIPABOYHO-IIPABOBBIM CHCTEMaM,
9JIEKTPOHHBIM OMOJIMOTEYHBIM CHUCTEMaM, 0a3aM JaHHBIX JACHCTBYIOLIETO 3aKOHOJATENCTBA, WHBIM
MH(OPMALIMOHHBIM pecypcaM CIyKallUMH JUIsl [peAcTaBieHus ydeOHoM uHbopManun O0IbIION
ayJIUTOPHH.

Jns mpoBeneHUs 3aHATHA JICKIIMOHHOTO THIIA TPE3CHTAMU M Jpyrue ydeOHO-HarjsaHbIe
T[ﬂ(‘.ﬂﬁVl‘il nﬁe(‘.neqnnﬂmntme TeMATUUeCKUe UITITHKCTNATITUUT



