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BBEJIEHUE

Pabouas nmporpaMMa AUCIUIUIMHBI SBJISETCS YaCThIO OCHOBHOW NPOQeCcCHOHATBHOM
00pa3oBaTeNbHON MPOTrpaMMBbI BBICILIET0 00pa30BaHUs - IPOrpaMMbl OakajgaBpuaTa, pa3paboTaHHON B
coorsercTBu ¢ ®PI'OC BO

dI'0C BO denepalibHbIN rocyaapCcTBEHHBIN 00pa30BaTENIbHBIN CTaHIApT BhICIIEr0 00pa30BaHUs
- OakayiaBpmar 1o HampasiaeHuto moarotoBku 38.03.03 Yopapienue nepcoHaioMm
(mpuka3 Munob6pnayku Poccuu ot 12.08.2020 1. Ne 955)

1. EJb OCBOEHUA JTUCHUIIJIMHbI
MpUOOpEeTEeHUE CTYACHTaMU KOMIIETEHIINI B 00J1aCTH aIMUHUCTPUPOBAHUS JJOKYMEHTOO00pOTa B
YIPABJICHUH IEPCOHATIOM.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OIIOIT
JlucuumHa OTHOCUTCS K 9acT, popMupyeMol ydacTHUKaMHU 00pa30BaTeIbHBIX OTHOIICHHH.

3. OFBEM JUCHHUIIVINHbI

Yacos
KonrakrHas pa6ora .(1o CaMocTosTelh
Y.3aH.
I[IpoMexKyTOUHas . yd.3aH.) Has paboTa i
arrecTanus Cero 3a B TOM YHCIIE €.
CEMECTP Ha60paT0 IIOATOTOBKA
Beero | Jlexuun pHble | KOHTPOIIBHBIX H
KypCOBBIX
Cemectp 7
3auer [ 108 | 36 | 12 | 24 | 72 E

4.1INTAHUPYEMBIE PE3YJIbTATBI OCBOEHMUS OIIOII
B pesynbrare ocBoenust OIIOI y BbIMyCKHUKA TOKHBI OBITH CPOPMUPOBAHBI KOMITETEHIIHH,
ycraHoBieHHble B cooTBeTcTBMM PI'OC BO.

udp 1 HauMeHoOBaHME

NuaukaTopsl JOCTHKEHHS] KOMITETEHITUH
KOMIIETEHITNH

MHGOPMAIMOHHO-aHATUTHISCKUH




IIK-1 Cnocoben
OCYILIECTBIISATh I€ATEIILHOCTh
10 aHAJIU3y U 00ECTIEYCHHUIO
OpraHu3aI1K [IEPCOHATIOM

NJI-1.T11K-1 3Hats:

TexHosornM, METOABI U METOAUKHU IPOBEACHMS aHAIN3a U CUCTEMaTU3alluu
JOKYMEHTOB U MH(pOpPMaLIUK, TOKCKa, IpUBJIeUEHHs, o00pa 1 oTOopa
IepcoHaa

Cuctemsbl, MeTObI ¥ (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPy/1a IEpCOHAIA

CtpyKTypa opraHu3aliy U BaKaHTHBIE TOJDKHOCTH (podeccun,
CHELUATBHOCTH)

[Topsimok onpeneneHus MepcrneKTUBHOM 1 TeKyIed NOTpeOHOCTH B Kapax
HcTounuku obecrieyeHus OpraHnu3aluy KaJpamu

TexHonoruu 1 MeTo 16l GOPMUPOBAHUS U KOHTPOJIS OFOIKETOB
Opranuzanus padoT Ha Pa3IUYHBIX Y4acTKax MPOU3BOACTBA, OpraHU3allly,
oTpaciu

OO1u1re TeHIEHIIMK Ha PBIHKE TPY1a M B OTJCIBHONM OTpacii, KOHKPETHON
npodeccuu (OMKHOCTH, CIIEHUAIBHOCTH) U BUAaX MPO(eCcCHOHAIBHON
JESITEIbHOCTH

OCHOBBI IICUXO0JIOTUH U COLIMOJIOTUU TPyAA

OCHOBBI ’KOHOMUKH, OpraHU3aLK TPY/Ia U YIIPABIICHUS, YIIPaBICHUS
[IEPCOHAIOM

TpynoBoe 3aKOHOJATENBCTBO U UHBIE aKThl, COAEPHKAIINE HOPMBI TPYI0BOIO
npasa

OCHOBBI apXMBHOTI'0 3aKOHOJATEIbCTBA U HOPMATUBHbBIE IIPABOBBIE AKTHI
Poccuiickoit denepaiuu, B 4aCTH BEAEHUS TOKYMEHTALMU IO EPCOHAITY
3akoHogarenbcTBO Poccuiickoit denepannn o nepcoHaibHbIX TaHHBIX
OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNNbeTBa Poccuiickoit denepanuun
JlokanbHble HOPMATUBHBIE AKThl OPraHU3ALMH, PETYINPYIOLINE TOPSA0K
noadopa nepcoHana, 00ecnedeHus: IEPCOHaAIOM

Hopw™mbl 3TukH nenoBoro odeHus

baszoBble 0CHOBBI HH)OPMATHUKH, CTPYKTYPHOE MOCTPOEHHUE
MH(OPMAIMOHHBIX CUCTEM U OCOOEHHOCTHU PabOThI C HUMHU




IIK-1 Cnocoben
OCYILIECTBIISATh I€ATEIILHOCTh
10 aHAJIU3y U 00ECTIEYCHHUIO
OpraHu3aI1K [IEPCOHATIOM

NJI-2.T1K-1 YmeTs:

OnpenensaTb KpUTEPUH MTOMCKA, IPUBJIEUEHHSI, T000pa 1 0TOOpa
nepcoHasna

CoOupath, aHATU3UPOBATH U CTPYKTYPHUPOBATh HHPOPMALIUIO 00
0COOEHHOCTSIX OpraHu3aluy padoT Ha pa3IMYHBIX yYacTKaX MPOU3BOJICTBA
Y Ha KOHKPETHBIX pabounx MECTax ¢ yuyeToM IeJieil, 3a1ay, MJIaHOB U
CTPYKTYpPbI OpraHU3aluu

CoOupath, aHATU3UPOBATEH U CTPYKTYPHUPOBATH HHPOPMALIUIO 00
0COOEHHOCTSIX M BOBMOXKHOCTSIX KaJIpOBOT'0 MOTEHIMAaa OpraHu3alun
CoOupath, aHATU3UPOBATH U CTPYKTYPHUPOBATH HHPOPMALIUIO 00
0COOEHHOCTSIX PbIHKA TPYZa, BKIOYAs MPEJIOKEHHs OT IPOBANAEPOB yCIyT
110 TIOUCKY, MIPUBIICUYEHUIO, 10100PY U OTOOPY MepcoHaa, 0 KaHauaaTax u
MIPEUIOKEHUSIX Ha PBIHKE TPyia

®opmupoBaTh TpeOOBaHUS K BAKaHTHOM JTOJKHOCTH (Tpodeccun,
CTMELMAIBHOCTH) U OTIPEeNIeNIATh KPUTEpUH N000pa IepcoHana

BHOCHTH KOpPEKTUPYIOLIHE CBEACHUS B TpEOOBaHMS K KaHHIaTaM Ha
BaKaHTHBIE JIOJDKHOCTH (TIpodeccuut, CennaibHOCTH)

[TpuMeHSATh TEXHOJIIOTUN U METOAMKH MTOUCKA, TIPUBJICUCHHUS, TOAOOpa 1
0TOOpa KaHIUIaTOB Ha BaKaHTHBIE JOJDKHOCTH (Ipodeccun,
CIELUAIBHOCTH) B COOTBETCTBHE C UX CIICIUPHKON

[Tonp30BaThCsl HOMCKOBBIMU CUCTEMAaMHU M HH()OPMAIIHOHHBIMH pecypcaMu
JUIs1 MOHUTOPHHTA PBIHKA TPY/Ia, B 0071acTH 00eCreYeHuns IEPCOHANIOM,
IPaKJaHCKOTr'0 U TPYIOBOro 3akoHoaarenscTsa Poccniickoit denepanuu
Hcnonp30Bathk cpeacTBa o0ecriedeHrs: IepCOHAIoM, BKIIIOYast
COIIPOBOKACHNE

KoHcynbTupoBaTh 110 BOmpocaM MpuBJIeUeHHs IepcoHaa, Mo BOIpocaM
pBIHKA TPY/la B 4aCTH 00ECTICUYSHHS MIEPCOHATIOM

CocTaBisTh U KOHTPOJIMPOBATH CTATHH PACX0JI0B HA 0OECIIeYeHNE
TIEPCOHAJIOM JIJISl TTITAHUPOBAHUS OI0/KETOB

Co0umro1aTh HOPMBI STHKH JISTIOBOTO OOIICHHS




IIK-1 Cnocoben
OCYILIECTBIISATh I€ATEIILHOCTh
10 aHAJIU3y U 00ECTIEYCHHUIO
OpraHu3aI1K [IEPCOHATIOM

N-3.11K-1 MeTh npakTUUECKUHA ONBIT

AHanu3 11aHoB, CTPATETU U CTPYKTYPbI OpraHu3aluu

AHanu3 oco6eHHOCTEel opraHu3anuy padoThl U MPOU3BOACTBA HA
KOHKPETHBIX pabounx MecTax

AHanu3 pelHKa TpyJia 10 OpraHu3aluy padoThl Ha AaHATOTUYHOM
MIPOM3BOJICTBE U PabOUYMX MecTax

dopmupoBaHue TpeOOBaHUH K BAKAaHTHOM JOJKHOCTH (IIpodeccu,
CMELUAIBHOCTH) U UX KOPPEKIIHS

AHanu3 pbelHKa Tpy/Ja U NepcoHaIa OpraHu3aluy 1o nNpoQuiIo BAKaHTHON
JOIHKHOCTH (TIpodeccuu, CennanbHOCTH)

WNudopmupoBanne 1 KOHCYIbTUPOBAHUE PYKOBOJIUTENEH MMOIpa3ieieHUu 1
OpraHU3aIMH [0 BOIPOCAM PhIHKA TPYZa B YaCTH 00eCIIeUeHUs
MIEPCOHAJIOM, 110 BOIIPOCAM MIPUBJICUEHUS MEpCOHalIa C OLIEHKOH 3aTpar
[Toucka BO BHYyTPEHHHUX U BHEIIHUX UCTOYHHUKAX MH(OPMAIIH O
KaHIUJaTax, COOTBETCTBYIOMIEH TpeOOBAaHHUSIM BaKaHTHOMN JIOJKHOCTH
(mpodeccun, CrEUATLHOCTH )

Pa3mernienus cBeieHU 0 BAKAHTHOW JOJDKHOCTH (Tpodeccun,
CTELMAIBHOCTH) B CPEJICTBAX MACCOBON MH(OpMAITUH

Bri6opa crioco60B 1 METOIOB MPHUBIICYECHUS TIEPCOHANA B COOTBETCTBHH C
YTBEpKICHHBIMH ITAaHAMHU

[TpoBepku nHGOpMAIMK O KaHAMIATAX HA BAKAHTHBIC TOJDKHOCTH
(mpodeccun, CEUATEHOCTH )

[TpoBenenus cobeceOBaHMI U BCTPEY ¢ KaHAWAATaMU Ha BaKaHTHbIE
JOJDKHOCTH (MTpodeccrH, CIIeNUaIbHOCTH) ¢ 00ecTIeYeHneM 00paTHOM
CBSI3U

O1eHKH COOTBETCTBUS KaHAUAATOB TPEOOBAHMUSAM BaKaHTHOH JTOJDKHOCTH
(mpodeccun, crienMaIbHOCTH)

[TonroToBKH MpeUIOKEHUH 1Mo hopMUpoBaHHIO OIOKETa Ha TIOUCK,
MIPUBJICYCHHE, TTO00P U 0TOOp MepcoHaa




[TK-2 Cnocoben
OCYILECTBIISATh
aJIMUHUCTPUPOBAHHE
IPOIIECCOB U
JTOKYMEHTO000pOT paboThI €
NIEPCOHAIIOM

NJI-1.I1K-2 3nats

JlokanbHble HOPMAaTUBHBIE AKThl OPraHU3ALMH, PETYJINPYIOLINE TOPSAA0K
BHEJPEHHUS KOP-IIOPATUBHOM COLMAIBHON NOJUTUKU U COLUAJIBHBIX
nporpamMm, opopMIIeHHUsT PACHOPSAUTENIBHBIX U OPraHU3alUOHHBIX
JOKYMEHTOB I10 TIepCOHay, 0(pOPMIICHHIO TPYAOBBIX OTHOIIECHUH,
OpraHU3aIMOHHBIX, HHPOPMALMOHHO-CIIPABOYHBIX JIOKYMEHTOB,
PETYIHUPYIOIIUX TPYIOBbIE OTHOLIEHHUS

HopmatuBHbIE TpaBOBBIE aKThl, PErYJIHUPYIOLINE IPaBa U 00S3aHHOCTH
rOCy/IapCTBEHHBIX OPTaHOB M OPraHU3alluy 110 IIPEIOCTABICHUIO YUETHOM
JOKYMEHTALUH, ONPEAENISAI0Ie HOPMBI TPYA0BOro IpaBa Poccuiickon
®eneparun, 00 HHIUBUAYATEHOM (IIEPCOHU(PHUIIMPOBAHHOM) YUETe B
cucTeMe 00s3aTeIbHOI0 IIEHCHOHHOTO CTPAaXOBaHUsI, HOPMBI TPYIOBOTO
npasa

[Mopsimokx popmupoBanHus, BeeHUs OaHKa TaHHBIX O IEpCcoHale
OpraHM3ally U MPEIOCTAB-JIEHUS OTYETHOCTH 110 CUCTEMAaM OIUIAThI U
OpraHM3aliy TpyJa NepcoHaa, MPeA0CTaBIe-HUsl OTYETHOCTH 110
BOIIPOCAM COLMAIbHON MOJUTHKHU B OTHOILIEHUH IIEpCOHAlIa

JlokanbHble HOPMAaTUBHBIE AKThl OPraHU3ALMH, PETYJINPYIOLINE TOPSA0K
OILIaThl, OPraHU3alMKU U HOPMUPOBAHUS TPyAa

OCHOBBI IOKYMEHTOOOOPOTA ¥ IOKYMEHTAIIMOHHOTO 00eCTIeYCHHUS
TexHosornu, METOABI U METOAUKHU IPOBEACHMSI aHAIN3a U CUCTEMaTU3alluu
JOKYMEHTOB M HH(POPMALIUU

[Topsimok mpoBeieHUs] KOHKYPCOB M 0pOPMIICHHUS KOHKYPCHOM
JOKYMEHTalluu

[opsimox mpoBeeHUs 3aKyTIOYHBIX POLEAYpP U OhopMIICHHUS
CONYTCTBYIOIEH JOKYMEHTA-IIUU

OpraHu3alioOHHYIO CTPYKTYpPY OpraHHU3alH

OCHOBHBIE METPHKH U AHATUTHYECKUE CPE3BI B OOJIACTH JBIKCHUS M yUeTa
IepcoHalIa

[Topsnox odopmiieHUs: JOKYMEHTOB, IIPEIOCTABISIEMBIX B TOCYAAPCTBEHHbBIE
Oprassbl, NPoQecCHOHAIbHbIE COI03bI U IPYTUE MPEACTABUTEIbHbIE OpraHbl
pabOTHUKOB M UHbIE OpraHu3alun

CtpyKTypy OpraHu3aiyy ¥ BaKaHTHBIE JOHKHOCTH (TTpodeccun,
CHEIHATIbHOCTH)

TpynoBoe 3aKkOHOJATENBCTBO U UHBIE aKThl, COAEPKAIIKXE HOPMBI TPYIOBOIO
npasa

OCHOBBI apXUBHOT'O 3aKOHOJATENIbCTBA U HOPMATHBHbBIE TIPABOBBIE AKTHI
Poccuiickoit ®denepanuy, B 4aCTH BEACHUS JOKYMEHTALMH 110 IEPCOHAITY, B
o0iacTu 0popMIIeHHUS, BEJCHUS U XpaHEHUS JOKYMEHTOB 110 0(hOpMIIEHHUIO
TPYIOBBIX OTHOILICHHUM

OcCHOBBI HAJIOTOBOTO 3aKOHOaTeNbeTBa Poccuiickoit denepanu
3akoHozatenbcTBO Poccuiickoi denepanu 0 NepCOHATBHBIX JaHHBIX
TexHomorny, METOABI U METONUKHU IIPOBEACHMS aHAIN3a U CHCTEMaTU3aluu
JOKYMEHTOB U MH(POPMALIUU

JIokasbHbIe aKThl OpPraHU3aLUH, PETYJIUPYIOIINE TOPSIOK Moadopa
IIEPCOHAJIA, OLICHKHU U aTTECTALIMK NIEPCOHANA, PA3BUTHUS U IIOCTPOCHUS
npo¢ecCUOHATLHON Kapbepbl, 00y4eHUs, aJalTallii U CTAKUPOBKU
IepcoHaa

ITopsinok oopmieHus, BeieHUs U XpaHEHUs TOKyMEHTAIUH, CBSI3aHHOH ¢
IIOUCKOM, IIPUBJICYEHUEM, IOJOOPOM U OTOOPOM MEPCOHAIA HA BAKAHTHbBIE
JOJKHOCTH, ITPOBEIEHUEM OLIEHKH U aTTECTalluU IIEPCOHAIIA, CHCTEMOM
o0y4eHus, alanTalliy ¥ CTAXKUPOBKU, PA3BUTHUS U TOCTPOCHHUS
npodecCHOHATIBHON Kapbephl IEPCOHAIA, 110 CUCTEMaM OILIAThl U
OpraHM3alyy TpyJa MEepCoHala, 10 COUUAIbHON MOJUTHKE B OTHOIIEHUN
IIEPCOHANA, TPYAOBBIX OTHOLICHHH, IO YIIPABJIECHUIO IEPCOHAJIOM B




COOTBETCTBUHM € TpeOOBaHUAMHU 3aKOHOaTeabcTBa Poccuiickoit denepauu
Y KOPIOPATUBHBIMU MOJIUTUKAMH, (POPM OTYETHOCTHU B IOCYAaPCTBEHHBIE
OpraHbl yCTaHOBJICHHBIX 3aKOHOZaTeNbcTBOM Poccuiickoit denepanuu,
NEPBUYHBIX JOKYMEHTOB JUIA LiesIel OyXrajaTepcKoro yueTa B cepe
oopMiIeHHs TPYIOBBIX OTHOILICHHH

[IpaBusa BeeHUs AETOBOM MEPENUCKU

HopMmbl 3THKH A€TI0BOTO OOIIECHHS

ba3oBbie 0OCHOBBI HHPOPMATUKH, CTPYKTYPHOE TIOCTPOCHUE
MH(OPMALIMOHHBIX CUCTEM U 0COOEHHOCTH PabOTHI C HUMH
Tapudno-kBanuprkamoHHbIe CIPABOYHUKHU paboT U npodeccuit padbounx
U KBATU(UKALMOHHBIE XapaKTEPUCTUKU JOJDKHOCTEH CITyKalluX,
npodeccuoHaIbHbIE CTAHAAPTHI

[Mopsmok 3akitoueHus: 10roBopoB (KoHTpakToB) TpeboBanus
3akoHoJaTenbcTBa Poccuiickoit @enepanuu mo o(poOpMIICHUIO TPYIOBBIX
OTHOIIICHU, BOWHCKOMY YY€TY, YBEIOMJICHHUIO U TPEICTABICHUIO
OTYETHOCTH B FOCY/IapCTBEHHBIE OPTraHbl CIIEIUAIBHBIX KaTETOPHA
pabOTHUKOB: HHOCTPaHHBIX PAOOTHUKOB U JIKI] 0€3 rpakJaHCTBa,
MHBAJINOB, JIUI], UMEIOIINUX TAPAHTHU U JIbIOTHI, YCTAHOBJICHHBIE
3aKOHOJATEIbHO, U APYTUX CHEHUATBHBIX KaTeTOPHil

Lenu 1 3a1a4n OpTaHU3AIIH 10 TOCTPOSHHUIO CUCTEMBI 0(OPMIICHUS
TPYOBBIX OTHOLLIECHUN

Crnenanu3upoBaHHble HHPOPMAIIMOHHBIE CUCTEMBI, TU(PPOBBIE YCIYTH U
CEpBUCHI IO BEICHUIO y4YeTa U IBUKCHUIO IEPCOHaNa, TPAHULIBI UX
IPUMEHEHHS




[TK-2 Cnocoben
OCYILECTBIISATh
aJIMUHUCTPUPOBAHHE
IPOIIECCOB U
JTOKYMEHTO000pOT paboThI €
NIEPCOHAIIOM

NJ1-2.T1K-2 YmeTs:

AHanM3upoBaTh JOKAJIbHbIE HOPMATUBHBIE aKThI U JIOKYMEHTHI 110

0 OpMIICHHUIO TPYJOBBIX OTHOILIEHUH, (HOPMHUPOBATH MPEATOKEHUS IO UX
aKTyaJIu3aluy U yIy4lIIeHUIO

JIOKyMEHTUPOBATh TPYAOBbIE OTHOILLIEHHUS PA3IMYHBIX KATETOPUIA
PabOTHUKOB U CIIEUATBHBIX CYOBEKTOB TPYJOBOTO IIPaBa B COOTBETCTBUU C
JEHCTBYIOIUM 3aKOHOAATENbCTBOM Poccuiickoit denepanuu,
pernameHTamu (CTaHAapTaMu) JOKYMEHTO00OpOTa OpraHU3aIiH
AHaM3UpOBaTh HOPMATUBHBIE U METOJIMYECKHE IOKYMEHTHI 110 BOIIPOCaM
OIUIAaThl M OPraHU3alUU TPY/la IepcoHalIa

Bectu yuet u peructpanuio 10KyMeHTOB B MH()OPMAIIMOHHBIX CUCTEMAX U
Ha MaTepualbHbIX HOCUTEISIX

AHaM3UpOBATh MPaBUIIA, TPOLIETYPHl U TOPSAJIKH MPOBEACHUS OLEHKH U
aTTecTalluy NepcoHana, O0yueHus, afanTalii U CTAXKUPOBKH, PA3BUTHS U
MOCTPOCHHUS MPO(ecCHOHAEHOM Kapbephl IEPCOHANA, TIPOIEAYPHI
KOPIIOPAaTUBHOM COLMAJIbHON MMOJUTUKU

AHaIM3UPOBATH MPABUIIA, TPOLIETYPHI U TIOPSJIOK, PETYIUPYIOIIKE [TpaBa U
00513aHHOCTH T'OCYJapPCTBEHHBIX OPTAaHOB U OPTaHU3AIMH IO BOIIPOCAM
oOMeHa JIOKyMEHTAIHEH 10 MePCOHATY

Bectu genoByro nmepenucky, JTOKyMEHTOO0OPOT, PETIIaMeHTUPOBAHHBII
3aKOHOJaTeIbCTBOM Poccuiickoit deneparuu B 001aCTH TPYAOBBIX
OTHOIIEHUH, C paOOTHUKAMH, BHEIIIHUMH KOHTPAareHTaMu U TpaKJaHaMu
BrIsSBISATE OMTMOKY, HETOYHOCTH, UCTIPABIICHUS 1 HEJIOCTOBEPHYIO
UH(OPMAIIHIO B IOKY-MEHTaX, OMPEACIISATh OTHHHOCTh TPECTABICHHBIX
JTOKyMEHTOB

OO6ecrieunBaTh JOKYMEHTAIIMOHHOE COMPOBOXKICHHE BBIXO/Ia KaHIHUIaTa Ha
paboTy U epeMeIIeH s TIepCcoHaa, OIEHKH U aTTeCTAlMK IepCcoHaa,
o0ydeHusI, aIalTalliu ¥ CTAXUPO-BOK, PA3BUTHUS U TIOCTPOCHUS
npodeccHnoHATEHOM Kapbephl IEPCOHANA, COMPOBOKICHUE MEPOIIPUATHIMA
0 OTIaTe ¥ OpraHU3aIMH TPY/Aa MePCOHANA, COIUATBHON MOJTUTHKH B
OTHOIIIEHWH TIEPCOHAJIA

OdopmIIsITh JOKYMEHTHI TIO BOTIpOcaM 00ecTieueHUs KaJApOBbIMU
pecypcamu, 1o BOIPOCaM OIEHKH M aTTECTAIMH IePCOHaa, MPOBEACHUS
oOyd4eHus, aIanTali ¥ CTAKUPOBKH, PA3BUTHS U TIOCTPOCHUS
po¢eCCHOHAIBHON Kapbephl MepCcoHaa, OIjIaThl U OpraHU3aIui TPyaAa
MepcoHalia, KOPIOPATUBHOU COIUATBLHOM MOJTUTHKA HEOOXOIUMBIC IS
MPEAOCTABIICHUSI B TOCYIaPCTBEHHBIEC OpTaHbl, MPOGECCHOHATBHBIE COIO3BI
U JpyTHE TPEICTAaBUTEIbHBIE OpTraHbl PAOOTHUKOB

ObecnieunBaTh coOI0ICHNE TPEOOBaHMI 3aKOHOAATENbCTBA Poccuiickoi
deaepanyu U KOPIMOPATUBHBIX MOJUTHUK B 00J1aCTH 00paOOTKH
MIePCOHAJIBHBIX TAHHBIX ¥ KOHPHUICHIIUATHLHOW HHPOPMAITUH

Onpenensarb CTPYKTYpy U COAEpKaHUEe, TOTOBUThH MPOEKThl HOPMATHUBHBIX
JIOKYMEHTOB M JIOKYMEHTOB 110 O(OPMIICHUIO TPYAOBBIX OTHOIICHHI
Opranu30BBIBaTh XpaHEHHUE JOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMH
TPYJ0BOTO, aPXUBHOI'0 3aKOHOAATENbCTBA Poccuiickoit @enepanuu u
JIOKQJIbHBIMU aKTaMU OpTraHU3aIuu

AHaM3UPOBaTh TOKYMEHTHI M IEPEHOCUTH HH(HOPMAITHIO B
WH(pOpPMAIMOHHBIE CHCTEMBI U 0a3bl TAHHBIX O KaH/IHUIaTax

PaboTaTh ¢ nHGOPMAIIMOHHBIMU CHCTEMaMH U 0a3aMH JTaHHBIX 110
BOITPOCaM OOeCIIeUeHUs IEPCOHATIOM, TIPOBEICHUS OIIEHKH U aTTeCTAlUN
nepcoHaia, 00y4YeHus, afanTalui U CTAXKUPOBKH, PA3BUTHS U TIOCTPOCHUS
npogeCCHOHAIBHON Kapbephl MepCcoHaa, BEJICHHUIO TTOMCKA U yueTa
KaH/JIMIaTOB HAa BaKaHTHBIC IOJDKHOCTH (TIpodeccrH, CrelMalIbHOCTH), TI0
CH-CTEeMaM OIUIaThl U OpraHu3aly TpyJa NepcoHaia, ColrualIbHON
MOJUTHUKHU B OTHOIIEHUH TEPCOHAIIA




AHanmu3nupoBaTh JTOKYMEHTHI M IEPEHOCUTh UH(OPMAIIHIO B
MH(POPMALIMOHHBIE CUCTEMBI U 0a3bl JAHHBIX

OdopmitATh KaipoBble JOKYMEHTHI B COOTBETCTBUHU C TPEOOBAHUAMU
3aKkoHoAarenbcTBa Poccuiickoit denepanyy 1 JJOKaJIbHBIMA HOPMAaTUBHBIMU
aKTaMU OpPTaHM3alMH, yUYETHbIE JOKYMEHTBI, IPEI0CTABIISIEMBIE B
rOCyJJapCTBEHHbIE OpTraHbl, IPEJCTaBUTEIIbHBIE OPTaHbl PAOOTHUKOB
[Tpon3BoUTH MpeBapUTEIbHbIE 3aKYIOYHBIE TPOLIEAYPHI U OPOPMIIATH
COIYTCTBYIOIYIO JOKYMEHTALUIO 10 3aKIYEHUIO JOTOBOPOB
OpraHu3oBbIBaTh ¥ MPOBOANUTH KOHKYPCHI, 0POPMIISTh U aHATTU3UPOBATh
KOHKYPCHYIO 10-KyMEHTALUIO

PaboTath co cnenuan3upoBaHHBIMUA HH(POPMALMOHHBIMUA CUCTEMaMH U
U(POBBIMU CEPBUCAMHU IO BEACHUIO YUETa U IBUKECHUIO IEPCOHANA,
COIIPOBOKACHHUIO TPYIOBBIX OTHOIIEHUH, C MH)OPMAITHOHHBIMHU
crucTeMaMH, IU(PPOBBIMHU YCIIyTaMH U CEPBUCAMH I10 BEJICHUIO yueTa U
JBMKEHUIO TIEPCOHANIA, CTATHCTUYECKOHM U OTYETHOW MHPOPMALIUU U
AQHAJIMTUKH I10 TIEPCOHAILY

Cobmo1aTh HOPMBI ATHKH JIETIOBOTO OOIICHHS

@®opMupOBaTh MPEIIOKEHUS TI0 aBTOMATH3AINUU U HU(POBU3ALTUH
IIPOLIECCOB U JOKYMEHTOO00pOTa 10 YUETY U JIBUKEHHIO IIEPCOHAIA,
JOKYMEHTOB I10 IIEpCOHAILY I IPEJACTABICHUS B TOCYJaPCTBEHHbIE OPTaHbI




[TK-2 Cnocoben
OCYILECTBIISATh
aJIMUHUCTPUPOBAHHE
IPOIIECCOB U
JTOKYMEHTO000pOT paboThI €
NIEPCOHAIIOM

N-3.11K-2 MeTh NpakTUUECKHUN OTIBIT

COopa 1 mpoBEepKH TUYHBIX JOKYMEHTOB paOOTHUKOB
KoncynsTupoBanus pabOTHUKOB 10 BOIIpocaM 0(OPMIICHHS TPYIOBBIX
OTHOILIEHU I

OdopmieHus TOKyMEHTOB, PETJIAMEHTUPYIOIIUX TPYOBbIE OTHOIIICHUS C
KOHKPETHBIM PaOOTHUKOM

[ToarotroBku 1 0OpMIICHHUS 1O 3aMPOCy PAOOTHUKOB U JOKHOCTHBIX JIUI]
KOTUH, BBIITUCOK M3 KaJPOBBIX JOKYMEHTOB, CIIPaBOK, HH(OpMAIINK O
CTaXke, JIbroTax, FApaHTUAX, KOMIIEHCALIUSIX U UHBIX CBEJICHUN O
paboTHHKAxX

Brigaun pabOTHHUKY JOKYMEHTOB O €T0 TPYIO0BOU IEATEIHHOCTH
JloBeneHus 10 CBeICHUS PaOOTHIUKOB OPraHU3alMOHHbIX,
paclopsIAUTENbHBIX U KaJPOBBIX TOKYMEHTOB OpraHU3aluu

Benenus yuera, npelyCMOTPEHHOTO TPYIOBBIM 3aKOHOJATEIHCTBOM
Poccuiickoit ®enepanun

Perucrpanuu, yuera, onepaTuBHOTO XpaHEHUS KaJIpOBBIX JOKYMEHTOB,
MOATOTOBKA UX K CJa4€ B apXUB

PaGoThI B KOPIIOPATUBHBIX U BHEIIHUX HH(POPMAIIMOHHBIX CHCTEMAaX H
MCIOJIb30BaHNE ITU(PPOBBIX CEPBUCOB, BHITIOTHIIONINX (DYHKIIUU BEACHUS
JIOKYMEHTAIMU TI0 JIBXKEHUIO U YUETY IepcoHaia

Pa3paboTku MpOeKTOB JOKATLHBIX HOPMATHBHBIX AKTOB OPTraHU3aIINH,
PETYIHPYIOMIHUX TPYAOBbIC OTHOIICHHUS, TOKYMEHTOB IO O(OPMIICHHIO
TPYJOBBIX OTHOIIEHUH ¢ KOHKPETHBIM PAOOTHHKOM

[ToAroTOBKH MPEAIOKEHUH IO ONITUMHU3AIHH (HOPM TOKYMEHTOB U
1U(POBHU3AIIH IOKYMEHTOO00pOTa OpraHU3aIuu B 001acTi 0pOopMIICHUS
TPYIOBBIX OTHOILICHUU

[ToaroToBKH MPOEKTOB JOKYMEHTOB MO MPOIIEAypaM yIpaBIeHUS
[IEPCOHAJIOM, YUETa U ABM)KEHHUS NIEpCOHaa

[ToaroToBkH 10 3aMpoCy rocyJapCTBEHHBIX OPTaHOB, MIPEACTABUTEIHHBIX
OpraHoB paOOTHUKOB OPUTUHAJIOB, BHIMTMCOK, KOMTUI JOKYMEHTOB U
MPEAO0CTABIICHUE B DJIEKTPOHHOM BUJIE CBEJCHUH, pErIaMEHTUPYIOIINX
TPYIOBbIE OTHOIICHUS ¥ UMEIOIINUX OTHOIIECHUE K PErJIaAMEHTAIINH
TPYIOBBIX OTHOILICHU

[ToaroroBku 3ampOCOB B rOCYIaPCTBEHHBIE OPTaHbl U CTOPOHHUE
OpraHU3aIMH JIJIs1 TOATBEPKICHUS CBEICHUI B HHTEpecax paOOTHUKOB U
paboTomaTens

[ToaroToBk# yBeAOMJIEHUH, OTYETHOM, CTATUCTUYECKON U aHATMTUYECKON
nH(popManry 1o 0pOpMIEHHIO TPYIOBBIX OTHOIIEHUMN

Opranu3zaiuu J0KyMEeHT0000pOTa M0 yUeTy U ABMXKEHHUIO IepcoHaa
Opranu3anuy npeacTaBICHHs TOKYMEHTOB T10 TIEpCOHATY B
roCy/1apCTBEHHbIE OPTaHbl

[ToaroToBku yBeAOMIICHUH, OTYETHOM, CTATUCTUYECKON U aHATMTUYECKON
nH(pOpMaIUHU 10 TEPCOHATY

[ToaroroBku nHMOPMALIUY O 3aKITIOYEHUN TPYIOBOTO I IPaXKAaHCKO-
MPaBOBOTO JOTOBOPA Ha BHITIOJIHEHHE pa0bOT (OKa3aHUE YCIIyT) C
rpa)XIaHUHOM, 3aMEeIaI0IUM JT0JKHOCTH FOCYAapCTBEHHON MITH
MYHHIIMITAIEHOM CTYXKObl, IEpEeYeHb KOTOPHIX YCTaHABIUBAETCS
HOpPMaTUBHBIMU MPaBOBbIMU akTaMu Poccuiickoit deneparuu




[TK-2 Cnocoben
OCYILECTBIISATh
aJIMUHUCTPUPOBAHHE
IPOIIECCOB U
JTOKYMEHTO000pOT paboThI €
NIEPCOHAIIOM

N-4.11K-2 MeTs npakTUUECKUH ONBIT: AHAIN3a IPOLECCOB
JOKYMEHTO000POTa, JTOKAIbHBIX JOKYMEHTOB [0 BOIPOCaM 00eCTeYeH s
[IEPCOHAJIOM, OLIEHKE U aTTeCTallMy [IEpPCOHAJIA, OPraHU3aluy OILJIaThl U
TpyJa NepcoHalla, KOPIOPATUBHON COLIMAIBHOM MOJIUTUKH

AHanu3 nIpoueccoB, IPABWII U MOPSAKOB OPTaHU3ALMY IIPU TPOBEIECHUN
MEPONPUATHIA MO PA3BUTHIO U MPO(PECCHOHATBHOM Kapbepe, 00y4eHuIo,
aJlanTaluy U CTaXXUPOBKE IIEpCOHaNa

Odopmiienne mporecca U pe3ybTaToB aTTECTAllUU epCoHalIa
Odopmiienre JOKYMEHTOB 110 BOIIPOCaM OIUIAThl M TPyZa MepcoHaa
Benenus nnpopmannu o BaKaHTHBIX JOJDKHOCTAX (podeccusix,
CHELHUATBHOCTSIX) U KaHIUJIaTax

Opranu3zallnoOHHOE CONIPOBOXKAECHUE MEPOIIPUITHI 110 OLIEHKE NIEpCOHANIA U
€ro aTTecTaluu

JIOKYMEHTAIIMOHHOTO ¥ OPraHU3allMOHHOI'O COMPOBOKACHHSI MEPOTIPUATHI
KOPIIOPAaTUBHOM COLMAJIbHON MMOJUTUKU

JIOKYMEHTAIIMOHHOT'O COITPOBOX/IEHNE KaHN/1aTOB Ha dTanax MoKcKa,
MPUBJICUYEHUS, T0I00pa U 0TOOpa TIEepCOHANa Ha BAKAHTHBIE JI0JKHOCTH
(mpodeccun, CenUuaIbHOCTH ), THPOPMUPOBAHNE KAHIUIATOB O
pe3ynbTarax oToopa

JIOKyMEHTaIIMOHHOTO 0(hOPMIICHHUS PE3YIbTATOB MEPOTPUATHIA TIO
Pa3BUTHIO U IPOPECCUOHATILHOM Kapbepe, 00yUYeHHUIO0, alanTaluy 1
CTaKUPOBKE MEPCOHAJA, KOPIIOPATUBHOMN COLIMATBHOMN MTOJTUTUKHU
WudopmupoBaHus epcoHana o pe3yibTraTax OleHKH U aTTeCTaI[lH
[ToaroTroBkM 3ampocoB 0 KaHAKWATaX B TOCY1apCTBEHHbIE OPTaHbI, B
ClIy4asiX, IpeyCMOTPEHHBIX AEHCTBYIOIUM 3aKOHOIaTEIbCTBOM U
00paboTKa Mpe0CTaBICHHBIX CBEICHUH

[TonroToBku 1 00pabOTKa YBEIOMIICHHS, 3aIIPOCOB B TOCYIaPCTBEHHBIE
opraHsl, Mpodec-CHOHAIBHBIE COIO3BI M JIPYTHUE MPEICTABUTEIbHBIE OPTaHbl
pabOTHUKOB TI0 BOIIPOCAM MOKCKa, IPUBJICUEHHS, I0J00pa 1 0TOOpa
IepcoHaa, BOIpocaM COLUAIbHOMN MOJIUTUKU B OTHOLLIEHUH ITEpCOHAla
[ToaroToBKM MHANBUAYATBHBIX MPEAJIOKEHUN HA OCHOBE PE3yJIbTaTOB
MIPOBEJICHUS] MEPONPUATUI IO Pa3BUTHUIO U PO ECCUOHATIBLHON Kapbepe,
00y4YeHHI0, aIaNTalluy U CTAXXUPOBKE [IEpCOHAIA

[ToaroToBKM NMpeUIOKEHNH IO Pa3BUTHIO IIEPCOHANA [0 PE3yJIbTaTam
OLIEHKH, COBEPILIEHCTBOBAHUIO CUCTEM OOYYEHHUs, a1aNTalluu U
CTa’KUPOBKH, PA3BUTHS U IOCTPOEHUS PO(HECCUOHATIEHON Kapbephl
MepcoHasa, o BOIpocaM OIjIaThl ¥ Tpy/ia epcoHaa, o
COBEPIIEHCTBOBAHUIO CHCTEMBI OIUIAThl ¥ OpraHU3alMK TPyJla epcoHaa,
KOPIOPAaTUBHON COIMATIbHON MOJTUTUKHU

[ToaroToBkH pe3ysbTaTOB aHAJIN3a COOTBETCTBUS KOPIIOPATUBHOM
COIMAIPHON TTOJIMTHKH TPEOOBaHMSIM 3aKOHOAATENbCTBA Poccuiickoi
denepanny U yCIOBUAM PbIHKA TPy Aa

ConpoBoskJIeHUS TOTOBOPOB MO 00ECIIEYEHHUIO OPTaHU3alUY IEPCOHAIIOM,
BKJIKOYAs IPEIBAPUTEIBbHBIE IPOLEAYPHI MO UX 3aKJIFOYEHHIO, IO OKA3aHUIO
KOHCYJIbTAI[MOHHBIX U MH(POPMAIIMOHHBIX YCIYT MO OIIEHKE U aTTeCTallH
[epCOHaJIa, IO CUCTEMAaM OIUIAaThl M OPTaHU3aLMU TPY/la IEPCOHANIA,
BKJIFOYAs IPEIBAPUTEIIBbHBIE IPOLEAYPHI MO UX 3aKIFOYEHHUIO
JIOKyMEHTAalMOHHOTO ¥ OPTaHU3aLHOHHOTO COMPOBOXKICHHS CUCTEMBI
OpraHu3alMM U OIUIaThl TPY/la IEpCOHAIIA

ConpoBokI€HHs JOTOBOPOB M0 OKa3aHUIO0 KOHCYJIbTAllUOHHBIX,
MH(OPMALIMOHHBIX YCIIYT, HEOOXOIUMBIX JIJISl IPOBEACHUS 00yUYeHHUS,
aJIanTaluy U CTAKUPOBOK, Pa3BUTHS U MMOCTPOCHHUSI MPOJeccCuOHAIBHON
Kapbepbl epcoHaa, 0 MEPONPUATHIM KOPIOPATUBHON COLMAIBHON
MOJINTHKY BKJIFOYAs IPEJIBAPUTEIbHBIE MPOLEAYPHI 110 UX 3aKIIFOUEHHIO
Boinonnenus Tpe6oBaHUi 1O XpaHEHUIO HH(OPMAIIUK O pe3yJIbTaTax




o0y4eHHUs, alanTalliy ¥ CTaXKUPOBKU, PA3BUTHUS U TOCTPOCHHUS
npodecCHOHATIBHON Kapbephl IepcoHaa

OpPraHN3aIMOHHO-YIIPABICHICCK

15041

I1K-3 Crnocoben
OCYIIECTBIIATH OPTaHU3AIHIO
HpOBe[[eHI/IH OILICHKHU U
aTTeCTallUU TIepCoHaa

N/J-1.11K-3 3uats

TexHon0rnM ¥ METO/IBI ONIpeieeHus MPO(EeCCHOHANBHBIX 3HAHHUMA, YMEHHH
Y KOMITETCHIINH, OIICHKH MPO(PECCUOHATBHBIX 3HAHUH, YMEHUH U
KOMIIETCHIIU I

TexHoorny U METO/bI OLICHKH JIMYHOCTHBIX KAYECTB U XapaKTEPUCTHUK
[Tops10K ¥ TEXHOJIOTUS POBEACHUS aTTECTALIUU

Cuctemsbl, MeTOBI ¥ (POPMBI MATEPUAIEHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUS Tpy/ia IEpcoHaIa

TexHonoruu 1 MeTo 161 GOPMHUPOBAHUS U KOHTPOJIS OFOJIKETOB
TexHosoruu, METObI U METOAUKHU IPOBEACHMS aHAIN3a U CUCTEMaTH3alluu
JOKYMEHTOB M HH(POPMALIUU

OcCHOBBI 00IIEH U COLMATLHOM ICUXOI0THH, COLIMOJIOTHH U IICUXOJIOTHH
Tpyna

OcCHOBBI IPOU3BOACTBEHHOM AEATEILHOCTH OpraHU3aINH

[Mopsimox mpoBeneHUs 3aKyTIOYHBIX MPOLEAYpP U 0hopMIICHHUS
CONYTCTBYIOIIEH JOKYMEHTAIUU

CrpyKTypa opraHu3aiiuy U BaKaHTHBIC JOJDKHOCTH (mpodeccuu,
CHEIHAIbHOCTH)

TpynoBoe 3aKkOHOJATENBCTBO U UHBIE aKThl, COAEpPKAIINE HOPMBI TPYIOBOIO
npasa

OCHOBBI apXUBHOT'0 3aKOHOJATENIbCTBA U HOPMATHBHbBIE TIPABOBBIE AKTHI
Poccuiickoit @denepanuu, B 4aCTH BEACHUS TOKYMEHTALIMH 110 IEPCOHAITY
3akoHogarenscTBO Poccuiickoit deneparnu o nepcoHanbHbIX JaHHBIX
JlokanbHble HOPMAaTUBHBIE aKThl OPraHU3ALMH, PETYIUPYIOLIUE TOPSIA0K
OLICHKH ITepCOHAJIa

[Topsaok 3aKIIFOUEeHHST TOTOBOPOB (KOHTPAKTOR)

HopMmsl 3THKH 1€710BOTO OOLIEHMS

ba3oBble OCHOBBI HHPOPMATUKH, CTPYKTYpPHOE IIOCTPOECHUE
WH(POPMAITMOHHBIX CUCTEM U OCOOEHHOCTH PabOThI ¢ HUMH




I1K-3 Cnocoben
OCYIIECTBIIATH OPraHU3AIHIO
HPOBE/ICHUS OICHKH U
aTTeCTAllUU TIepCoHaIa

NJ1-2.11K-3 YmeTs:

OmnpenensaTh napaMeTpbl U KPUTEPUN OLIEHKU M aTTECTAI[MM NIepCoHaa
OnpenensaTs U NPUMEHSTh CPEACTBAa U METOJIbI IPOBEICHUS OLICHKU
nepcoHana, aTTecTaluu

Boiensts (onpenensaTh) rpynibl IepcoHaia it MPOBEACHUS OLECHKH,
aTTecTaluu

Bectu yuer u peructpaiuio JOKyMEHTOB B MH()OPMAIIMOHHBIX CUCTEMAX U
Ha MaTepUaTbHBIX HOCUTEISIX

OnpenensiTb UHTEHCUBHOCTB TPY/Ia M 30HBI TOBBIIIEHUS 3((HEKTUBHOCTH
nepcoHasna

OmnpenensiTb MOTUBALMOHHBIE (PAaKTOPBI IPOBEIECHUS OILICHKH IIEPCOHAIa
CocTaBisTh U KOHTPOJIMPOBATH CTaThH PACX0JI0B HA OLEHKY U aTTECTALUIO
nepcoHaa Jyis INIAHUPOBAHUS OIO/IKETOB

ObecneunBaTh JOKYMEHTALMOHHOE COTIPOBOXKICHHUE aTTECTAIlUY TIepCOHaa
ObecneunBaTh OpPraHU3alMOHHOE COTMPOBOXKICHHE OLIEHKU TIepCOHaa
ObecneunBaTh COXPaHHOCTh KOH(PHICHIIMATBHON HH(OpMAIMK TIPU
MIPOBE/ICHUH OIICHKH MePCOHaa

Opranu3oBbIBaTh XpaHEHUE TOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMHU
TPYAOBOr0, apXUBHOI'0 3aKOHOAATENIbCTBA Pocculickoit denepauuu u
JIOKaJIbHBIMU HOPMATHBHBIMH aKTaMU OpraHU3aluu

CoOupats, aHATU3UPOBATE U CTPYKTYPHUPOBATH HHPOPMALIUIO O
MIPEUIOKEHUSX TI0 OLIEHKE TIepCOHaNa Ha PhIHKE TPy

[Tpon3BoNTH MpeIBapUTEIbHBIE 3aKYTTOYHBIE POLEAYPHI U OPOPMIISATH
COITYTCTBYIOIIYIO JOKYMEHTAIUIO TI0 3aKII0UYEHHUIO IOTOBOPOB
OmnpenensTs yCIoBHS IS 3aKIFOUYEHUS IOTOBOPOB HA YCIIYTH 110
MIPOBE/ICHUIO OLIEHKH IepCoHaa

CucrtemMaTu3upoBaTh, 0000IIaTh ¥ aHAIM3UPOBATH PE3YJIBTATHI OLICHKH
nepcoHana

O6ecneunBaTh 00pATHYIO CBSI3b IO pe3yJIbTaTaM MPOBEICHHON OLIEHKH C
MIEPCOHATIOM M PYKOBOJICTBOM

[Tonmp30BaThCst TOMCKOBBIMU CHCTEMAaMHU, HH(POPMAITMOHHBIMU pEeCypcaMu 1
0a3aMu JaHHBIX 10 MPOBEJICHUIO OIIEHKH, aTTECTAIIMH TIePCOHAlIa
PazpabaTpiBaTh peKOMEHAINY TI0 PA3BUTHIO TIEPCOHANA HA OCHOBE
IIPOBEACHHON OLIEHKHU

CobrogaTh HOPMBI ATHKH JEJIOBOTO OOIICHUS




I1K-3 Cnocoben N-3.11K-3 MeTh NpakTUUECKHUN OTIBIT
OCYILECTBIISATh OPraHU3alMi0 | AHAIN3 CTPYKTYPBI, IJIAHOB M BAKAHTHBIX JOJDKHOCTEH (MTpodeccuid,

IMPOBCACHHUA OLICHKU U CHGHH&HBHOCTCﬁ) OpraHu3anuu, ocoOeHHOCTEH OopraHu3anuunu pa6OTLI Ha

aTTeCTaluu nNepCoHaIa PAa3JIMYHBIX YHYACTKaX MPOU3BOACTBA 1 KOHKPCTHBIX pa60q1/1x MECTax
Pa3pa60T1<a IJIaHa OLICHKHU IICPCOHAJIa B COOTBCTCTBUU C LCIISAMU
opraHu3anuun

Pa3paboTka MpoeKTOB JOKYMEHTOB, ONPEACISIONINX MOPAIOK aTTeCTALH
NepcoHaa, ¢ OLEHKON 3aTpaT

OreHka JTMHAMUKU TPOU3BOJUTEILHOCTH, MHTEHCUBHOCTH U

3G HEKTUBHOCTH TpyAa HA pabounx MecTax

Omnpenenenue pecypcoB, BBIOOP CPENICTB U METOOB IPOBEICHUS OLICHKH
nepcoHana

[TpoBeneHue OIIEHKH MEPCOHAa B COOTBETCTBUU C IJTAHAMU OpraHU3aluu
ComnpoBosk/IeHHE JJOTOBOPOB C OPraHU3ALUSAMHE - HCTIOTTHUTEISIMH
MEpPONPUATHIA 1O OLIEHKE NepCOHaa, BKJII0Yas peaBapUTeIbHbIC
MIPOIIEeTypBI IO UX 3aKIIOYECHUIO

ConpoBosk/IeHUE MPOIIecca aTTECTAIIMUA U pa0OTHI ATTECTAITMOHHOMN
KOMHCCUU

KoHcynbTupoBaHue nepconasia 1mo BONpocaM OLIEHKH, BKIIIOYAs OLEHKY
3arpar

AHanu3 pe3ynbpTaToB OIIEHKH NEPCOHaNa, TOArOTOBKA PEKOMEH AT
PYKOBOJICTBY U TIEPCOHAITY

[TonroroBka nmpemIokeHuit mo popMrupoBaHuio OI0HKETa IO OpraHU3aud 1
MIPOBE/ICHUIO OLICHKH MEPCOHAJIA, aTTECTAIH ITEPCOHATIa

[ToaroToBka MpeIoKEHUI 0 COOTBETCTBUU PAOOTHHUKA JTOJHKHOCTH
(mpodeccun, criennanbHOCTH) 1O pe3yJIbTaTaM aTTeCTAllud B COOTBETCTBUH
C 3aKOHOJaTeNnbCTBOM Poccuiickon @enepannn




[IK-5 Opranusanus oOyueHus
nepcoHaa

NJI-1.T11K-5 3Hats:

MeTobl, HHCTPYMEHTHI UCCIIeI0BaHNUs NOTPEOHOCTH B 00yUEHUH
IepcoHaa

Mertononorus o0yueHus

TexHosorny, METOABI U METOAUKHU IIPOBEACHMSI aHAIN3a U CUCTEMaTU3aluu
JOKYMEHTOB U HH(POPMALIUU

ITopsimok pa3paboTKH MIAHOB MOATOTOBKH, MIEPETIOATOTOBKHU U MOBBIIIEHUS
KBaJIM(HUKAIMU KaJPOB, yU€OHBIX IUIAHOB U MPOTPaMM

Cuctemsbl, MeTOBI ¥ (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUS Tpy/1a IEpCcOHAIa

TexHonoruu 1 MeTo 16l GOPMUPOBAHUS U KOHTPOJIS OFOIKETOB

[Topsanox BeaeHUs yueTa U OTYETHOCTH 10 OJTOTOBKE M MOBBIILIEHUIO
KBaJTM(HUKAIIMK IEpCOHANa

OCHOBBI JOKYMEHTOO00POTa U JOKYMEHTAIIHOHHOTO 00ecTIedeHus
OCHOBBI TEXHOJIOTUH IPOU3BOJICTBA U JEATEIBHOCTH OpraHUu3alun
OcHOBBI 00111 ¥ COIMATIBLHOM IICUXOJIOTHUH, COITHOJIOTUU M TICUXOJIOTUU
Tpyaa

[opsimok mpoBeneHus 3aKyTOYHBIX POLEAYpP U 0hopMICHHUS
COIYTCTBYIOIIEH TOKyMEHTALUU

CrpykTypa opranuszanuu

TpynoBoe 3aKOHOJATENBCTBO U UHBIE aKThl, COAEPKAIINE HOPMBI TPYIOBOIO
npasa

OCHOBBI apXMBHOT'0 3aKOHOJATEIbCTBA U HOPMATUBHbBIE IIPABOBBIE AKTHI
Poccuiickoit denepaiuu, B 4aCTH BEAEHUS TOKYMEHTALMU IO IEPCOHAITY
OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNNbeTBa Poccuiickoit denepanuun
OcHoBBI 3aKOHO1aTENbCTBA 00 00pazoBanuu Poccuiickoit denepanuu
3akoHoznarenscTBO Poccuiickoit denepannu o nepcoHanbHbIX JTaHHBIX
JlokanbHble HOPMAaTUBHBIE aKThl OPraHU3ALMH, PETYIUPYIOLIUE 00yUeHUE
nepcoHana

[Topsiok 3aKit0UeHHs 10TOBOPOB (KOHTPAKTOB)

Hopw™mbl 3TukH nemnoBoro odmeHus

baszoBble 0CHOBBI HH)OPMATHUKH, CTPYKTYPHOE MOCTPOEHHUE
MH(POPMAITMOHHBIX CUCTEM U OCOOEHHOCTH PaOOThI C HUMH

NJ-2.11K-5 YmeTs:

AHanu3upoBaTh U ONpeNesITh HOTPEOHOCTH B 00yUEHUH TPyl IEpCcoHaIa
B COOTBETCTBUHU C LEJIIMU OpraHU3aluu

PazpaOaTbiBaTh MIaHbI MOATOTOBKH, EPENOITOTOBKH U MOBBIILICHHS
KBAJTM(HUKAIMU KaJpOB, yueOHbIE IUIaHbI U POTPAMMBI

AHanu3upoBaTh peIHOK 00pa30BaTeIbHbBIX YCIYT U TOTOBUTH NMPEII0KEHUS
10 MOCTABIIUKAM yCIYT

Opranu3oBbIBaTh 00yYaroIyue MEpONpHUsTUSs

CocTaBisTh U KOHTPOJIMPOBATH CTaThU PACcX0JI0B HAa 00YUYEeHHE TIepcoHaa
JUIs TUTAHUPOBAHUS OI0JKETOB

PazpabaTbiBaTh 1 KOMIUIEKTOBATh Y4EOHO-METOAMUYECKUE TOKYMEHTHI
[Tpon3BouTH OLIEHKY YPPEKTUBHOCTH O0yUEHHS IIEPCOHATIA
[Tpon3BoUTH NpeiBapUTEIbHbIE 3aKYIOYHBIE MPOLIEAYPHI U OOpMIICHHE
COITyTCTBYIOIIEH TOKYMEHTAILIUH 110 3aKII0UEHHUIO IOTOBOPOB

Paborathb ¢ nHpOpMaITMOHHBIMU cUCTEMaMU U 0a3aMU JaHHBIX 1O
MIEPCOHATY

PazpabaTbiBaTh 1 OPOPMIISATH JOKYMEHTSHI 110 MPOLIECCAM OpPTaHU3AIUH
o0y4yeHHs NepCoHaja U UX pe3ysbTaTam

Cobmo1aTh HOPMBI ATHKH JI€TIOBOTO OOIICHHUS




[IK-5 Opranusanus oOyueHus
nepcoHaa

N-3.11K-5 MeTh NpakTUUECKHUNA OTBIT

AmHanu3 pbiHKa 00pa3oBaTeIbHbIX YCIYT U HOTPEOHOCTEH OpraHu3alum B
00y4YeHHUHU TiepcoHaa

Pa3paboTka 11aHoB, METOJMUECKUX MaTepHaIOB, yUYEOHBIX IJIAHOB U
IPOrpaMM, IPOEKTOB JIOKAIBHBIX aKTOB IO 00YUYEHHIO U Pa3BUTHUIO
NepcoHaa, BKI0Yas OLIEHKY 3aTpar

Opranuzanust MEponpHusATUI IO 00YUYEHHIO MIEpPCOHAa

[TonroToBka nmpemioxeHuit mo GopMrupoBaHuio O PKETa Ha OPraHU3AIUI0
o0y4yeHHs NepcoHaa

Ananus 3¢ (eKTUBHOCTH MEPONPUATHI 110 00YyUEHUIO IIepcoHa

[IK-6 Opranuzanus
aZlanTaluy U CTAXKUPOBKHU
IIepcoHaa

WJI-1.11K-6 3naTs:

MerTo/ibl aganTalu U CTaXKUPOBOK

TexHosornu, METOIbl U METOJMKHU MTPOBEJCHUS aHAIU3a U CUCTEMATU3ALINU
JIOKyMEHTOB ¥ HH(GOpMAIIH

[Topsimok pa3paboTKy MJIaHOB aJaNTaIMK TIEpCcoHaIa Ha HOBBIX pabodmx
MeCTax, MOJIrOTOBKH, MEPETOATOTOBKH U IMOBBITIICHUS KBATH(PUKAIINH
MepCcoHalIa U OpraHu3aluy CTAKUPOBOK

[Topsiiok cocTaBieHUsI CMET 3aTpaT Ha aAanTallMi0 U CTaKUPOBKY
nepcoHana

[Topsinok BeaeHus yuera U OTYETHOCTH T10 aJJallTalluy U CTa)KUPOBKE
nepcoHana

Cucrembl, MeTO/IBI U (HOPMBI MATEPHATHBHOTO M HEMATEPUATTLHOTO
CTUMYJIMPOBAHUS TPY/Ia MEpCOHAIIA

Texnonoruu u MeToAbl HOPMUPOBAHUSI U KOHTPOJIST OFOHKETOB

OCHOBBI TEXHOJIOTMH TPOU3BOJICTBA U JEATEIIBHOCTH OpTraHU3alUI
OcCHOBBI 00IIIEH U COLMATLHON ICUXOI0THHU, COLIMOJIOTHH U IICUXOJIOTHH
Tpyna

CtpyKkTypa opraHu3aliuy 1 BaKaHTHbIE JOKHOCTH (mpodeccun,
CIEIUATLHOCTH )

TpynoBoe 3aKOHOAATENBCTBO U MHBIE aKThl, COAEPKALLNE HOPMbI TPYIOBOTO
rpaBa

OcHOBBI HAJIOrOBOTO 3aKOHOAaTeNbecTBa Poccuiickoit denepannu
3akoHoaarenbcTBO Poccuiickoit denepanuu o nepcoHaNbHBIX JAHHBIX
JlokasibHBIE HOPMATUBHBIE aKThl OPraHU3ALUH, PETYIUPYIOLIUE aJANITALIUIO
U CTAXXUPOBKY IIEpCOHaa

OCHOBBI JOKYMEHTO000POTA M IOKYyMEHTALIMOHHOTO 00eCreYeHUs
[Topsaok 3aKIII0UEHHS] 1OTOBOPOB (KOHTPAKTOB)

HopwMme1 5THKH 1emoBoro oo1meHus

bazoBbie 0CHOBBI HH()OPMATUKH, CTPYKTYPHOE MIOCTPOSHHUE
WH(OPMALIMOHHBIX CUCTEM U 0COOEHHOCTH PabOTHI C HUMH




[IK-6 Opranuzauus
aZlanTaluy U CTAXKUPOBKHU
nepcoHana

NJ1-2.T1K-6 YmeTs:

OnpenensiTe rPyNIbl MEPCOHANA IS CTAXKUPOBKU U aIaliTalluU
Omnpenenste pabourie MecTa A7 MPOBEACHUS CTAXKUPOBKU U a/IallTAllUU
nepcoHasna

CornacoBbIBaTh MEPOMPHUSITHS AJANTAIIMKA U CTAXKUPOBKHU C BO3MOXKHOCTSIMU
MIPOM3BOJICTBA

[Tpou3BOaUTE aHANK3 U OLIEHKY Pe3yJIbTaTOB aJaNTallMH U CTAXKUPOBOK
nepcoHana

CocTaBisTh MPEATIOKEHUSI M1 KOHTPOJIUPOBATH CTAThH PACXO/I0B Ha
MIPOrPaMMBbI © MEPOTIPUATHS 110 aIaNTAIIUU M CTAXXKUPOBKE MEPCOHANA TS
IUTAHUPOBAHUS OIOKETOB

[TpousBoauTh OLIeHKY 3P HEKTUBHOCTH MEPOTIPUSTHH 110 aIalTAIlUU |
CTaXXUPOBKE IEepCcoHaIa

BaenpsTh cucTeMbl BOBIICUCHUS PAOOTHHKOB B KOPIIOPATUBHYIO KYIBETYpPY
Hcnonp3oBaTh HHPOPMAITMOHHBIE CHCTEMBI M 0a3bl JAHHBIX 110 TIEPCOHAITY
Cobmo1aTh HOPMBI ATHKH JIEJIOBOTO OOIICHIS

N/I-3.11K-6 MmeTh nNpakTU4ECKUI OMBIT

AHanu3 yCIenHbpIX KOPIOPATUBHBIX MPAKTUK 10 OPraHU3ALMK A1allTalluy U
CTa)XKMPOBKE IEPCOHAIIA

Pa3pa0oTka 11aHoB aganTanuy, CTA)KUPOBKU IIEPCOHANA C OLEHKON 3aTpaT
Opranuzanus MEPONIPUATHN IO aJalTallMy, CTAXKUPOBKE IIEpPCOHAIIA
ITonroroBka MpenaoKEeHUH M0 COBEPLUICHCTBOBAHUIO CUCTEMBI aJaNTallNH,
CTa)KMPOBKU MEPCOHAIIA

ITonroroBka nmpeioxeHuit no GopMrupoBaHUIO OIOKETa Ha OPraHU3ALUI0
aJlalTalliy ¥ CTaXKUPOBKH IIEPCOHAsA

Ananu3z > peKTUBHOCTH MEPONPUATHH 110 aAANTALMU U CTAXXUPOBKE
IepcoHaa




[IK-7 Opranu3zanus oniaTsl
Tpy/la epcoHasa

NJI-1.11K-7 3Hats:

@opMbl U cUCTEMBI 3apabOTHOM IIAThI, TOPSIIOK COCTABICHUS OIOIKETOB
Cuctemsbl, MeTOIbI ¥ (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHU TPpyZa EepcoHaa

TexHonoruu u MeTo 16l GOPMUPOBAHUS U KOHTPOJIS OOKETOB U (POHIO0B
ITopsimok Tapudukanuu padbot U pabounx, yCTaHOBICHUS JOJKHOCTHBIX
OKJIAJIOB, JIOTIJIAaT, Ha/10aBOK U KO3()(HUIIMEHTOB K 3apabOTHOM miaTe,
pacueTa CTUMYJIHUPYIOUIUX BBITLIAT

MeTob! onpeeeHUs YUCICHHOCTH PAOOTHUKOB
Tapudno-kBanuprkamoHHbIe CIPABOYHUKHU paboT U npodeccuit padbounx
U KBATU(UKALMOHHBIE XapaKTEePUCTUKH JOJDKHOCTEH CITyKarux
Mertoapl yueTa 1 aHalIM3a MOKa3aTesnel o TpyLy U 3apabOTHOMU IuiaTe
TexHonoruu, METOIbl U METOIMKHY IPOBEICHUS aHAIN3a U CUCTEMATHU3allu1
JOKYMEHTOB U HH(POPMALIUU

KanpoBast monuTHKa U CTpaTerusi OpraHu3anuu

CrpykTypa opraHu3aliiii 1 BakaHTHBIE JODKHOCTH (TIpodeccun,
CHEIHUATLHOCTH)

TpynoBoe 3aKkOHOJATENBCTBO U UHBIE aKThl, COAEPKAIINE HOPMBI TPYI0BOIO
npasa

OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNnbecTBa Poccuiickoit denepanuu
3akoHogarenscTBO Poccuiickoit denepannn o nepcoHaibHbIX JaHHBIX
JlokanbHble HOPMAaTHUBHBIE AKThl OPraHU3AIMH, PETYINPYIOIINE OIJIATy
TpyAa

OCHOBBI TEXHOJIOTUH TPOU3BOJICTBA U JIEATEIBHOCTH OpraHUu3aluu
OCHOBBI JOKYMEHTOO00POTA U JOKYMEHTAIIHOHHOTO 00eCTIeYeHHUS
[Topsiaok 3akiII0UeHMsI TOTOBOPOB (KOHTPAKTOB)

OcCHOBEBI 00IIIEH U COLMATLHOM ICUXOJI0THHU, COLMOJIOTHU U IICUXOJIOTHH
TpyAa

Hopw™mbl 3TuKH 1e5oBoro oo1eHus

bazoBble 0CHOBBI HH)OPMATHUKH, CTPYKTYPHOE MOCTPOEHHUE
MH(DOPMAIMOHHBIX CUCTEM U OCOOEHHOCTHU PaOOThI C HUMHU

NJ-2.11K-7 YmeTs:

CocTaBisTh U KOHTPOJIMPOBATH CTaThH PAacXo0JI0B HA OILIATY TPyAa
NepcoHaa Juis INIaHUPOBaHUs OI0KETOB U (POHIO0B

[TpuMeHATh TEXHOJIOTUU MaTepUaIbHOM MOTHBALIUY B YIIPABICHUU
[IEPCOHATIOM

PazpabaTbiBaTh KOHLENIIMIO TOCTPOSHHSI MOTHBALMOHHBIX ITPOrpPaMM
pabOTHUKOB B COOTBETCTBUHU C LIETSIMHU OpraHU3aUH

AHanM3UpoBaTh COBPEMEHHBIE CUCTEMBI OILUIATHI U MaTepUaIbHOMN
(MOHeTapHOI) MOTUBALIMK TPYAA IJIS 1IeTIei opraHu3aluu
AHanu3upoBaTh YpOBEHb OIUIATHI TPY/a MEPCOHAJIA TI0 COOTBETCTBYIOLIUM
npo¢ecCHOHATIBHBIM KBANU(UKALUAM

[IpoBOIUTH MOHUTOPHUHT 3apa0OTHOMN IUIATHI HA PHIHKE TPYIa
AHanu3upoBath GOPMBI MATEPUATBHOTO CTUMYJIMPOBAHHUS, KOMIIEHCALIUN 1
JBTOT B OILJIaTe TPy/la MepcoHalia

Paborath ¢ nHpOpMAITMOHHBIMU CUCTEMaMHU U 0a3aMU JJaHHBIX IO OIjiaTe
Tpy/1a IepcoHana

CocTaBisTh MPOTHO3BI PA3BUTHUS OILJIATHI TPYAA EPCOHAA

Cobmo1aTh HOPMBI ATHKH JI€TIOBOTO OOIIICHHUS




[IK-7 Opranu3zanus oniaTsl
Tpy/la epcoHasa

N-3.11K-7 UMeTh NpakTUUECKHUN OTIBIT

AHanu3 yclenHblX KOPIOpaTUBHBIX MPAKTUK 110 OPTaHU3ALUNA CUCTEMBI
OILIaThI TPyZAA IEpCOHaa

PazpaboTtka cucTeMsl orIaThl Tpy/ia nepcoHana

dopmupoBaHue IIIAHOBOIO O10keTa (OoHa OIIaThl TPy /A,
CTUMYJIMPYIOLIMX U KOMIIEHCALlMOHHBIX BBIILIAT

Baenpenue cuctemsl omIaThl TpyAa epcoHania

IToaroroBka npennoKeHui Mo COBEPUIEHCTBOBAHNIO CUCTEMBI OTIATHI
TpyJa epcoHana

[1K-8 Opranusamnus tpyna
nepcoHasa

NJI-1.T1K-8 3Hath:

MeTo/bpl yueTa ¥ aHallu3a MoKa3aTeNel Mo Tpy/ly U OIiaTe Tpyaa
MeTo/1b1 OTIpe/IeNieH s, OLICHKH U CPABHEHHSI IPOU3BOJICTBEHHOM
WHTECHCUBHOCTHU U HAMPSHKEHHOCTH TPYIa

MeTo161 HOpMUPOBAHHUSI TPY/Ia

MeskoTpaciieBble U OTPaciIeBble HOPMATHBBI TPYAOBBIX 3aTpaT
CoBpeMeHHBIE (OPMBI, CUCTEMBI OIJIATHI ¥ YUEeTa MIPOU3BOUTEIILHOCTH
TpyZa IepcoHaia

Cuctemsbl, MeTOBI ¥ (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUS TPpyZAa MEepCcoHaa

TexHonoruu 1 MeTo 16l GOPMHUPOBAHUS U KOHTPOJIS OFO/IKETOB
TexHonornM, METOIBI U METOMKHU TPOBEICHUS aHAIN3a U CUCTEMATHU3aluI
JOKYMEHTOB M UH(OpMALIAN

OCHOBBI IOKYMEHTOO0OPOTA ¥ IOKYyMEHTAIIMOHHOTO 00eCTIeYeHHUS
[Mopsmok Tapudukanuu paboT u pabounx, YyCTAaHOBIECHUS JTOJKHOCTHBIX
OKJIAJIOB, JIOTLIAT, HAT0ABOK M KOA((HUIIMEHTOB K 3apabOTHOH TUIaTe,
pacueTa CTUMYJIHUPYIOUINX BBITLIAT

Tapudno-xkBanuprukannoHHBIE CIPABOYHUKHU paboT U podeccuit padbounx
Y KBATH()UKAIMOHHBIC XaPaKTEPUCTUKH JODKHOCTEH CITyKalux
OCHOBBI TEXHOJIOTHH MTPOU3BOJICTBA H JCSITEILHOCTH OPraHNU3alluu
CrtpyKkTypa opraHu3aiuy U BaKaHTHBIEC JOJDKHOCTH (Tpodeccuu,
CHEIMAIbHOCTH)

KanpoBast monmTHKa U CTpaTeTusi OpraHu3auu

DKOHOMMKA Tpy/ia

OCHOBEBI 00IIIEH ¥ COLMATLHOM ICUXOI0THHU, COLIMOJIOTHU U IICUXOJIOTHH
Tpyna

TpynoBoe 3aKOHOAATENBCTBO U MHBIE aKThI, COJIEPKAIINE HOPMBI TPYIOBOTO
npaBa

OCHOBBI apXMBHOTO 3aKOHOAATEIBCTBA 1 HOPMATHBHBIC MTPABOBBIC aKThI
Poccuiickoit @denepanuu, B 4aCTH BEACHHS TOKYMEHTALMH 110 IEPCOHATY
OcHOBBI HAJIOTOBOTO 3aKOHOAaTeNbCcTBa Poccuiickoit denepanun
3akoHoxaarenbcTBO Poccniickoit denepauu 0 NepCOHAIBHBIX JTAHHBIX
JlokanbHble HOPMAaTUBHBIE aKThl OPraHU3ALMH, PETYIUPYIOLIUE TOPSA0K
OpraHu3aliy TpyJa U HOpMUPOBAHUSI IEpCOHAa

[Topsaok 3aKIIIOUYEeHHSI TOTOBOPOB (KOHTPAKTOR)

HopwMbl aTuku nenoBoro oomeHus

bazoBble 0cHOBBI HH)OPMATHUKH, CTPYKTYPHOE MIOCTPOEHHE
MH(POPMAITMOHHBIX CUCTEM U OCOOEHHOCTH PabOThI ¢ HUMH




[IK-8 Opranusanus Tpyna
nepcoHaa

NJ1-2.T1K-8 YmeTs:

BHenpsATh MeTO/IbI pallnOHATIBHON OpraHu3aluu Tpya

PazpabaTbiBaTh MIaHbI OPraHU3alMOHHBIX U TEXHUYECKUX MEPOIIPHUITUH 110
MOBBIIIEHUIO POU3BOAUTEIBHOCTH TPYIa

AHanu3upoBaTh COCTOSIHUE HOPMUPOBAHMS TPYAA, KAUECTBO HOPM,
nokasartesei 1o Tpyay

Ananu3upoath 3pPEeKTUBHOCTD PabOTHI CUCTEMBI OPraHU3ALUU TPYIa
NepcoHajIa 1 HOPMHUPOBAHUS TPy/Ja Ha pabOYNX MecTax

CocTaBisTh U KOHTPOJIMPOBATH CTAThH PACX0JI0B HA OILIATY TPYAA
nepcoHaa Juis INIAHUPOBaHUS OFO/IKETOB

Paboratb ¢ nHpOpMAITMOHHBIMU cUCTEMaMHU U 0a3aMU JJaHHBIX O
HOPMHPOBAHUIO U OIUIATE TPyZa MepcoHaa

PazpabaTbiBaTh 1 OPOPMIIATH JOKYMEHTHI 110 HAIIPABICHUIO JESITEILHOCTH
Co0:ro1aTh HOPMBI STHKH JIEIIOBOTO OOIIEHUS

N/I-3.11K-8 IMeTh NpakTU4ECKUI OMBIT

AHanu3 yCremHbpIX KOPIOPATUBHBIX NPAKTUK 110 OpraHU3auu
HOPMUPOBAHHA TPyJa [l pa3IU4HbIX KATETOPUH MEPCOHAIA,
0COOEHHOCTEH MPOU3BOICTBA U AESITEIBHOCTH OPraHU3alUuH

PazpaboTka cucteMbl opraHu3aluy Tpya epcoHaia v nopsaka
HOPMHPOBAHHUS TPyla HA pabOUMX MECTax ¢ OLIEHKOM 3aTpaT Ha epcoHal
Baenpenue cuctemMsl Oprauu3aly Tpyla IepCcoHala U KOHTPOJISA Hall
HOPMUPOBAHHUEM C OIIPENEICHUEM TPYIOEMKOCTH, HOPMaTUBHON
YHUCIEHHOCTH, IpaUKOB pabOT U yCIOBUI OIJIATHI TPyAA NEpCOHAIa
BerlsiBiieHHE pe3epBOB MOBBIIICHUS IPOU3BOJUTEIBHOCTH TPY/1a U Ka4eCTBa
HOPMUPOBAHHUSA TPyJa, IOATOTOBKA MIPEAJIOKEHUH 110 U3MEHEHUSAM YCIOBHUM
U OILIAThI TPyZAA IepCOHaa

ITonroToBka npemioxxeHuit no GopMrupoBaHUIO OI0KETa Ha OPraHU3ALUI0
TpyJa IepcoHaa

Onpenenenne 3pPeKTUBHOCTH PabOTHI CUCTEMBI OpPraHU3aLUU TPyJa U
HOPMHPOBAHHUS TPyla Ha paboUuX MecTax




I1K-9 Cnocoben
OCYILECTBIIATH pa3pabOTKy U
peann3alui KOPIOpaTUBHON
COIMAJILHON IMOJUTHKHU

NJ1-1.11K-9 3uats:

[Topsimok 1 MeTo/bl Pa3pabOTKH IJIAHOB U MPOIPAaMM COLIMAIBLHOTO
pa3BUTHS OpraHU3aLUuU

Bonpoce! ynpasieHusi counanbHbIM Pa3BUTHEM OpraHU3aluu

MeTtoapl aHaIM3a BBIIIOJIHEHUS COLIMAIIBHBIX MPOrpaMM, KOPIOPAaTUBHBIX
COLIMAJIbHBIX MPOTPaMM U ONPEIEIICHUS UX SKOHOMHUYECKON

3¢ (HeKTUBHOCTH

Cuctemsbl, MeTObI ¥ (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs Tpy/ia IEpCOHAIA

TexHonoruu 1 MeTo 16l GOPMUPOBAHUS U KOHTPOJIS OFOJIKETOB

MeTo1pl TPOBEIEHUS COLIUOJIOTUYECKUX UCCIIET0BAHUM, U3YyUEHUS
0O0I1IECTBEHHOT'O MHEHUS

TexHosornK, METOABI U METOAUKHU IPOBEACHMSI aHAIN3a U CUCTEMaTU3alluu
JOKYMEHTOB U HH(POPMALIUU

[opsimok mpoBeneHuUs 3aKyTIOYHBIX POLEAYp U OhopMIIeHHUS
COIYTCTBYIOILIEH JTOKyMEHTAlLUU

OcHOBBI IPOU3BOJACTBEHHOM AEATEILHOCTH OpraHU3alUU

OcHOBBI 00111 ¥ COIMATIBHOM IICUXOJIOTUH, COIIHOIIOTUU U TICUXOJIOTUU
Tpyna

CrpykTypa, 1enu, CTpaTerust U KaJpoBast IOJINTUKA OpraHu3aluu
TpynoBoe 3aKOHOJATENBCTBO U UHBIE aKThl, COAEPKAIINE HOPMBI TPYIOBOIO
npasa

OCHOBBI apXMBHOT'0 3aKOHOJATEIbCTBA U HOPMATUBHbBIE IIPABOBBIE AKTHI
Poccuiickoit denepaiuu, B 4aCTH BEAEHUS TOKYMEHTALMU IO IEPCOHAITY
OcHOBBI HAJIOTOBOTO 3aKOHO1aTeNNbeTBa Poccuiickoit denepanuun
HopMatuBHbIe IpaBOBbIE aKThl, PETYJIUPYIOIIKE IpaBa U 00A3aHHOCTH
roCy/1apCTBEHHBIX OPraHOB, MPO(PECCUOHANBHBIX COI30B U IPYTUX
IIPE/ICTaBUTENBHBIX OPraHOB paOOTHUKOB

3akonogarenbcTBO Poccuiickoit denepannu o nepcoHaibHbIX JaHHBIX
JlokanbHble HOPMAaTUBHBIE aKThl OPraHU3ALMH, PETYIUPYIOLINE TOPSIA0K
(hopMHPOBaHUS COIMAILHON MOJUTUKH, TOPSAJOK BHEAPEHUS COLIUAIBHOMN
MOJINTUKU

[Topsaok 3aKiI0YeHUs 10TOBOPOB (KOHTPAKTOB)

OcHoBbI paBoBOTO peryaupoBanus Poccuiickoit deneparuu nopsaka
3aKJIIOYEHUU J10TOBOPOB (KOHTPAKTOB)

Hopw™mb1 3TukH nenoBoro oomeHus

bazoBble 0cCHOBBI HH)OPMATHUKH, CTPYKTYPHOE IIOCTPOEHHE
MH(POPMAITMOHHBIX CUCTEM U OCOOEHHOCTH PabOThI ¢ HUMH




I1K-9 Cnocoben
OCYILECTBIIATH pa3pabOTKy U
peann3alui KOPIOpaTUBHON
COIMAJILHON IMOJUTHKHU

NJ1-2.11K-9 YmeTs:

AHanu3upoBaTh PHIHOK YCIIYT 110 COLUAIBHBIM U CIIELIMAIU3UPOBAHHBIM
[IporpaMMaM COLUaIbHON MOAACPIKKH YJICHOB LEJIEBBIX IPYIII U TOTOBUTH
MIPEAIOKEHUS 110 UX MTOCTaBLUIUKAM

OmnpenensTs LeneBble IPYMIIbI IepcoHana JUIst pa3padoTKu
CIELMATU3UPOBAHHBIX COLMAIBHBIX IIPOrpaMM

PaccunthIBaTh 3aTpaThl Ha MPOBEJECHUE CIIELUATU3UPOBAHHBIX COLUAIBHBIX
porpamm

JloBOIMTH MH(OPMALIHIO O COLMATIBHBIX MIPOTPaMMax JI0 LEJIEBbIX TPYIIT
[IEpCOHAJIA C UCIIOJIB30BAHUEM HHCTPYMEHTOB BHYTPEHHUX KOMMYHUKALUI
OnpenensTb KpUTEPUU U YPOBHH YAOBJIETBOPEHHOCTH IIEPCOHAIIA
Onpenensats 3¢ (HEeKTUBHOCTh MEPONIPUATHI pearn3yeMoil KOpIopaTUBHON
COLIMAJIBHOM ITOJIMTUKHU

Hcnons30BaTh MaTepuaabHble U HEMATEPUAIIBHBIE CUCTEMBI, METOBI U
(hopMBI MOTHBAIIMH B YIIPABICHUH [IEPCOHATIOM

OmnpenensTe 00BEMBI CPEACTB AT pean3allii COIUATbHBIX TapaHTHUl,
KOPIIOPATUBHBIX JIbI'OT U MHBIX JIEMEHTOB KOPIIOPATUBHBIX COLMAIbHBIX
nporpamMm it GOpMHUPOBAHUS OFOIKETOB

Opranu3oBbIBaTh B3aUMOJIEHCTBUE C TOCYAapCTBEHHBIMU OpraHamH,
npoeCCHOHATBHBIMU COI03aMU U APYTUMH MPEICTABUTEIBHBIMUA OPTaHaMH
pabOTHUKOB, OOIIIECTBEHHBIMU M MHBIMU OpPTraHU3AIMSIMHU 110 BOTIPOCaM
peanu3auui KOpHOpaTUBHON COUUAIBHON MOJIUTHKH

CocTaBnaTh U KOHTPOJIMPOBATh CTaThU PACXOJI0B HAa COLIMAJIbHBIE
IIPOrpaMMBbI JUIsl IJTAHUPOBAHUS OIO/IKETOB

[Tpou3BonTH MpeIBapUTENbHBIE 3aKYTOYHBIE TIPOLIEAYPHI H 0OPOpPMIICHHE
COIYTCTBYIOIIEH JTOKYMEHTALUH 110 3aKJIFOYEHHIO JOTOBOPOB

[IpoBOANTE MOHUTOPHUHT YCIEUIHBIX KOPIIOPATUBHBIX COLIMAIIBHBIX
Iporpamm

[IpoBOAUTE MEPONIPUATHUSA B COOTBETCTBUHU C KOPIIOPATUBHON COLUATIBHON
MOJUTUKOMN

CobrogaTh HOPMBI ATHKH JEJIOBOTO OOIIIEHUSI

NJ1-3.11K-9 MmeTh npakTUYeCKui ONbIT

AHanus ycrenHblX KOPIOPaTUBHBIX MPAKTUK [10 OPraHU3aLMH
COLIMAJIbHOTO NMAPTHEPCTBA, COLMAIBHON OTBETCTBEHHOCTU U COLMAJIBHBIX
IIPOrpaMMm

Brenpenne KopnopaTuBHBIX COLMAJIBHBIX TPOIPaMM, B TOM YHCJIE IO
COLMAJILHOW MOJ/IEPIKKE OTJENBHBIX IPYMN paOOTHUKOB

PazpaboTka KOPIOPAaTUBHBIX COLUAIBHBIX MPOTrPaMM

PazpaboTtka cucTeMsl BBIIUIAT paAOOTHUKAM COLMANIBHBIX JIIOT
Peanuzanus cucteMbl COLMABHBIX JILIOT, BHIIJIAT PAOOTHUKAM C yUETOM
TpeboBaHuil 3aKkoHOIaTeNbCcTBA Poccuiickoii Deneparun

Opranuzanus NeperoBopoB ¢ Npo(ecCuoHaANTbHBIMU COI03aMH U IPYTHMHU
MPEJCTaBUTEIbHBIMUA OpraHaMH paOOTHUKOB, OOIIIECTBEHHBIMU
OpraHM3alysIMH, B3aUMOJIEHCTBUE C FOCYAAPCTBEHHBIMU OpraHAMHU
OneHka y/10BI€TBOPEHHOCTH IIEPCOHAIa KOPIIOPATUBHOM COLIMAJIBHOM
IIOJINTUKOMN

Onenka 3¢ EeKTUBHOCTH MEPOIPUATHI KOPIIOPATUBHON COLIMATILHOMN
MIOJINTUKU

[TonroroBka nmpemiokeHuit mo popMrupoBaHuio OI0PKETa B YaCTH
o0ecreyeHns KOPIOPaTUBHOMN COIMATIBLHOM IMOJUTHKH, 110
COBEPIICHCTBOBAHUIO MEPOIIPUATUI KOPIIOPATUBHON COLIMAIBHON
MOJINTUKU

[TonroToBka nmpeIokeHui mo GopMupoBaHHIo OI0KETa Ha pealn3aluio
KOPIOPaTUBHOMN COLMAIbHON MOJUTUKU U COLUAIBHBIX IPOTPAMM




5. TEMATUYECKHAM IJTAH

Tema

Yacos

HanmMenoBanue TeMbl

Bcero
JacoB

KonraktHas pabora .(I0 y4.3aH.)

Jlexuun

JlabopaTop
HbIC

IpakTuyec
KHe
3QHATHUA

Camocr.
pabora

Konrpoins
CaMOCTOSITENIbH
0if paboThI

Cemectp 7

108

Tema 1.

HopMmartuBHblie ipaBoBbI€ akThl Poccuiickoi
denepanyu, B 4aCTU BEJCHUS
JIOKYMEHTAIlMH TI0 TIEPCOHAIY.
3akoHoatenbcTBO Poccuiickoit denepannn
o nepcoHanbHbIX JaHHBIX. (I[TK-
1,2,3,5,6,7,8,9)

14

11

Tema 2.

TeXHOIOTHH, METOBI H METOANKH
CHCTEMaTH3alluU IOKYMEHTOB U
WH(POPMAIIUHU TIOUCKA, TPUBIICYCHUS,
noabopa u oToopa nepconana. JIokaibHbIe
HOPMATHBHBIC aKThI OPTaHU3AIIH,
peryJIupyoIIne TOPSIOK moadopa
nepcoHasa, 00eCIeYeHHs IEPCOHAIOM.
[MTopsimox opopmieHUs, BEACHUS U
XpaHEeHUs JOKYMEHTAIINH, CBI3aHHOM C
TIOUCKOM, TTPUBJICUEHUEM, TIOJJOOPOM U
0TOOPOM TepCcoHalIa Ha BAKAHTHBIE
nomkaoctu (I1K-1,2,3,5,6,7,8,9)

15

11

Tema 3.

JlokyMeHTHpOBaHUE IPOIEAYPHI OLICHKH
nepconana. [Topsnox odhopmienus,
BEJICHUS M XPaHEHUs JOKYMEHTAIUH,
CBSI3aHHOU C MPOBEICHUEM OLIEHKH U
aTTecranuu nepconana. JlokanbHbie
HOPMATUBHBIC aKThl OPTaHU3AIIHH,
PETYIHPYIOIINE TOPSAIOK OLEHKU
nepconana. (I1K-1,2,3,5,6,7,8,9)

15

Tema 4.

JIoKyMEHTHpOBaHUE MPOIEAYPhl 00yUeHHUS,
MEPENOArOTOBKH, ITOBBIIICHUS
kBasnuKaruu nepconana. [opsmox
oopMiIeHUS1, BEIEHUS U XPaHCHUS
JIOKYMEHTAIlUH, CBI3aHHOM C CUCTEMOM
oOyuenus. [lopsaok pa3paboTKu MiIaHOB
MOJATOTOBKH, TIEPETIOATOTOBKH U
MOBBILICHUS KBATU(PUKAIUU KaIPOB,
y4eOHBIX MIaHOB U mporpamm. [Topsmox
BEJICHUS Yy4eTa U OTYETHOCTH 10
MOJATOTOBKE U TIOBBIIICHUIO KBATH(PUKAITUN
nepcoHana. JIokaabHbie HOPMATUBHBIEC AKThHI
OpraHM3aINH, PETYIUPYIONINE O0yueHUE
nepconana. (I1K-1,2,3,5,6,7,8,9)

15




JlokyMeHTupOBaHUE IPOLEAYPHI alalTallul
U CTOXKUPOBKH nepconana. [Topsmok
o(opmIIeHUS, BEJICHUS U XpaHEHUS
JOKYMEHTAIUH, CBSI3aHHOM C ajanTtanueii u
Tema 5. CTaXXUPOBKOM nepcoHana. Ilopsaox 14 1 4 9
BEJICHHS y4eTa U OTYETHOCTH 1O aJanTaluu
U CTOKUPOBKe nepcoHana. JlokanbHble
HOPMATUBHBIEC aKThl OPTaHU3AIINH,
pEryJIUpYIOIINE aIaNTaUI0 U CTAKUPOBKY
nepconana (I1K-1,2,3,5,6,7,8,9)
JIoKyMEHTHpOBaHUE TIPOIEAYPHI Pa3BUTHS
U TIOCTPOEHUS IPO(ECCUOHATTEHOU Kapbephl
nepconana. [lopsinox oopmienus,
Tema 6. |BeneHUs U XpaHEHUS TOKyMEHTALIUH, 16 1 4 11
CBSI3aHHOM C pa3BUTHUEM U MTOCTPOCHUEM
npo(hecCHOHANLHOM Kapbephl IEPCOHAA.
(I1K-1,2,3,5,6,7,8,9)
OT4ETHOCTH B CHUCTEME YIIPaBICHHUS
nepcoHanoM. Ilopsmok odopmiienus
JIOKYMEHTOB, MPEIOCTABISIEMbBIX B
Tema 7. |rocy1apCTBEHHBIE OpPTraHBbl, 10 2 2 6
npoheCcCHOHANEHBIE COO3bI U IPYTHE
MPEJICTAaBUTENbHBIE OPTaHbl PAOOTHUKOB U
uneie opranuzanuu. (I1K-1,2,3,5,6,7,8,9)
JIOKYMEHTBI B 00JIACTH CTUMYJIUPOBAHHUS
Tema 8. | TPYA@ I€pcoHana (omnata Tpyna, 9 1 ) 6
conuanbHbie BbIaThl U T.4.).(I1TK-
1,2,3,5,6,7,8,9)
6. POPMbI TEKYIIIET'O KOHTPO.ISI U TPOMEKYTOYHOMN ATTECTALIMA
HIKAJIBI OHEHUBAHUSA
Pasnen/Tema Buy ouenounoro OnucaHue OIEHOYHOTO CPEe/ICTBA Kpurepun
CpescTBa OTICHUBAHHSI
Texymmit kouTpoas (ITpunoxenue 4)
Pesynprar
TBOPUYECKOTO
[TopydeHue ocCyIIeCTBUTH TaKyIO AATEIBHOCTD, | 3aJaHus 00IagaeT
TBOpUYECKHE KOTOpas ObI pacKpblyla CyObEKTHBHbBIE HOBU3HOW U
2-8 3a/laHus co3uaTeIbHbIe BO3MOKHOCTH CTY/ICHTA U OpPUTHHATLHOCTHIO,
(ITpunoxenue 4) |mpuBena k 0Opa30BaHUIO UM YHUKATHHOTO a TaKxe
MPOIYKTA. MIPOTrPECCUBHOCTHIO,
000CHOBaHHOCTBIO.
3auet/He3ayer
O0Bem He MeHee 5
1 pedepar Temsl pedepaton (mpusioxkenue 4) CTp., NOJIHOTA
PACKPBITUS] TEMBI.
bonee 50%
1-7 TECT Bormpocs! ¢ BappanTamMu OTBETOB MPaBUJIbHBIX
OTBETOB
ITpomexxyrounas arrectarnus(IIprioxenne S5)
7 cemectp (3a)| Owuer ans 3ayeta ! TEOPCTHHCCKI BOPOC 3auet/He3ayer
| mpakTH4eCKHil BOIpoc




OIMUCAHME HIKAJI OHEHUBAHUA

[Tokazatens onenku ocBoenust OIIOIT popmupyercs Ha OcCHOBE 00BETUHEHHUS TEKYIIET0 KOHTPOJIS
Y TIPOMEKYTOUYHOM aTTECTAI[MU 00yJaroIIeTroCsl.

[Tokazarenb peTUHTa N0 KaKI0M JUCHMIUIMHE BBIPAXKAETCS B MIPOLIEHTAX, KOTOPBIM MOKa3bIBAET
YpOBEHb MOJITOTOBKHU CTYJICHTA.

Texymuit kouTpoas.Ucnons3yetcs 100-6amnpHas cucreMa oreHuBanus. OrieHKa paboThl CTyIeHTa B
TEYEHUH CEMECTpPa OCYIIECTBIISIETCS MPENOoAaBaTeIeM B COOTBETCTBUH € Pa3pabOTaHHON UM CHCTEMOM
OLIEHKH Y4eOHBIX JOCTHKEHUI B Ipoliecce 00yUYeHHs 10 JAHHOM THUCHIUIUIMHE.

B pabounx nporpamMmmax JUCIHHIUIMH U MPAKTUK 3aKPETSICHbI BUJIbI TEKYIIETO KOHTPOJIS,
IUTAHUPYEMBbIE Pe3yJIbTaThl KOHTPOJIBHBIX MEPONPUATUN U KPUTEPUH OLIEHKU yUeOHBINH JOCTHKEHUH.

B Teuenue cemecTpa nmpenogaBateneM NpOBOJAUTCS HE MEHEE 3-X KOHTPOJIbHBIX MEPOIPUITUH, IO
OLICHKE JIeATENbHOCTH CTyIeHTa. Eciu nocemnieHust 3aHsTHii 110 TUCIUIUIMHE BKIIFOUEHBI B PEUTHHT, TO
JTaHHBIN TIOKa3aTeNb cocTaBiseT He Oosee 20% 0T MaKCUMAalbHOTO KOJUYECTBA OAJIJIOB MO AUCHHUIUIHHE.

[TpomexyTtounas arrectauus. Mcnonszyercs 5-6amibpHast cucteMa olieHnBaHus. O1ieHKa paboThl
CTYJEHTA 110 OKOHYAHHIO IUCUUTUIMHBI (YACTH TUCIUIUIMHBI) OCYIIECTBIICTCS IPENoAaBaTesieM B
COOTBETCTBUH C pa3pabOTaHHON UM CHCTEMOI OIIEHKH JOCTHKEHUI CTYyJIeHTa B mpoliecce 00y4eHus 1Mo
naHHoU aucuuriuHe. [IpoMexxyTouHas aTTecTalnus Takyke IPOBOAUTCS MO0 OKOHYAHUIO (DOPMHUPOBAHUS
KOMIIETECHIHI.

[Topsimox mepeBoia pelTuHra, NpeayCMOTPEHHBIX CUCTEMO OLIEHUBAHUS, 110 AUCLUIUINHE, B
NSATUOAIUIBHYIO CUCTEMY.

Bricokuii ypoens — 100% - 70% - oTinnuHO, XOpowIo.

Cpennuii ypoBeHb — 69% - 50% - y10BIE€TBOPUTEINBHO.



Iloxa3aTesb OLIEHKH

Ilo 5-0a/JILHOM cUCTEME

XapakTepHCTHKA OKa3aTeJist

100% - 85%

OTJIIMYHO

O6J'Ia,HaI-OT TCOPCTUUCCKUMHU 3HAHUAMUA B IIOJITHOM O6’beMe,
IMOHUMAKOT, CAMOCTOATCIBHO YMCHOT IIPUMCHATD,
HCCICI0BATh, I/I,Z[eHTI/I(I)I/ILII/IPOBaTB, AHAJIIN3UPOBATh,
CUCTCMATU3UPOBATD, PACHPCACIATD 11O KATCTOPUAIM,
pacCcuuTaThb 1MOKa3aTeCIIu, KHaCCI/IQ)I/ILII/IpOBaTB,
pa3pa6aTLIBaTL MOZCIIN, AJITOPUTMHU3UPOBATL, YIIPABJIATD,
OpTraHnU30BaTh, IJIAHUPOBATH INPOUECChI UCCIICAOBAHNA,
OCYHICCTBJIATH OLCHKY PE3YJIbTATOB HA BBICOKOM YPOBHC

84% - 70%

XOpOLIO

00J1aJat0T TEOPETUYECKUMHU 3HAHUSIMU B TIOJTHOM 00beMe,
IIOHUMAIOT, CAMOCTOSITEIBHO YMEIOT IPUMEHSAT,
UCCIIeI0BATh, UACHTU(DHUIIMPOBATH, AHATU3UPOBATH,
CUCTEMAaTU3UPOBATh, PACIIPEACIIATD 110 KATETOPHUSM,
paccuuTaTth MOKa3aTeNu, KIacCu(pHUIIMPOBATS,
pa3pabaTbIBaTh MOJICNIHU, AITOPUTMHU3UPOBATD, YIIPABIATH,
OpraHU30BaTh, INIAHUPOBATH IIPOLIECCHI UCCIIEIOBAHNS,
OCYILECTBISATh OLIEHKY PE3YyJIbTATOB.

MOFYT OBITH JOIMYHIEHbI HEAOYCTEBI, UCIIPABJICHHBIC
CTYACHTOM CaMOCTOSATCIIbHO B ITPOLCCCC pa6OTBI (OTBeTa

U T.1.)

69% - 50%

Y0BJIETBOPUTEIIHHO

00ya1a10T OOIMUMH TEOPETHUYECKUMHU 3HAHUSIMHU, YMEIOT
MIPUMEHATD, UCCIEA0BATh, HICHTU(PHUITUPOBATH,
aQHAIM3UPOBATh, CHCTEMATU3UPOBATh, PACIIPEACIIATE TI0
KaTeropusM, pacCYMTATh MTOKA3aTEIIH,
KJIAaCCU(HUITUPOBATH, pa3padaThIBATh MOJICIIH,
aIrOpUTMU3UPOBATH, YIIPABIIATh, OPraHU30BaTh,
TJIAHUPOBATH MPOIIECCHI HCCIIE0BAHMUS, OCYIIECTBIISATh
OIICHKY Pe3yJIbTaTOB Ha CPEIHEM YPOBHE.
JlomyckaroTes OIMOKH, KOTOPBIE CTYACHT 3aTPy IHACTCS
HCIIPABUTHh CAMOCTOSTEIBHO.

49 % u MeHee

HCYIOBJICTBOPHUTCIIBHO

00J1aJat0T HE MOJHBIM 00BEMOM 00X TEOPETUYECKUMU
3HAaHUSIMH, HE YMEIOT CAMOCTOSATENbHO IPUMEHSTD,
UCCIIe10BaTh, UIEHTU(PULINPOBATh, AHAJIU3UPOBATh,
CHCTEMaTH3UPOBATh, PACHIPEAEIATH [0 KATETOPUsIM,
paccuMTaTh MOKa3aTeNn, KIacCu(pUIUPOBATh,
pa3pabaTbIBaTh MOJIEINIHU, AITOPUTMHU3UPOBATD, YIIPABIATH,
OpraHu30BaTh, INIAHUPOBATDH MPOLIECCHI UCCIIEIOBAHUS,
OCYILIECTBIISATh OLIEHKY PE3YJIbTaTOB.

He cdopmupoBanbl yMEeHUS M HaBBIKH VIS PELICHUS
npodecCHOHATBHBIX 3a]a4

100% - 50%

3a4TCHO

XapaKTEepUCTHKA M0KA3aTelsl COOTBETCTBYET «OTIMYHOY,
«XOPOILO», «YIAOBIECTBOPUTEIHHO

49 % u MeHee

HC 3a4TCHO

XapPaKTCPUCTHKA ITOKA3aTCJIA COOTBECTCTBYCT
«HCYOOBJICTBOPUTCIIBHO»

7. COAEP KAHUE JTUCIUIIJIMHBbI

7.1. Coneprkanue JeKIUA




Tema 1. HopmatuBHbIie ipaBoBbI€ akThl Poccuiickoit denepannu, B 4aCTH BEICHUS JOKYMEHTAIMHU 10
nepcoHaiy. 3akoHoaaTenbcTBO Poccniickoit deneparuu o nepconanpHbix ganusix. (I11K-1,2,3,5,6,7,8,9)
[TonsaTHe KaAPOBOTO AAMUHUCTPUPOBaHHMS. J[elicTByrOIIast 3akoHoAaTeNbHAst 0a3a. O0s3aTeIbHbIE U
PEKOMEHI0BaHHBIE JIOKAIbHBIC HOPMATHUBHBIE aKThI B chepe KaapoBOTo JAEIONMPON3BOACTBA. OpraHu3anus
3aIUTHl IEPCOHATILHBIX JIAHHBIX.

Tema 2. TexHOIOTUHU, METOJIBI M METOJIMKH CHCTEMATH3AIIMU JIOKYMEHTOB U HH(POPMAIIUH TTOMCKA,
IPHBIICYCHHMSI, 1TO00pa U 0TOOpa MmepcoHaia. JIokalbHbIe HOPMATHBHBIC aKThI OpPTaHU3AIHH,
PETYIHPYIOIIHNE MOPSIOK MO00pa MepcoHaia, odecrnedeHus mepconaioM. Ilopsaaok ohopMiieHus, BeIeHUS
U XpaHCHHsI TJOKYMEHTAIMH, CBI3aHHOM C MTOMCKOM, IIPHUBJICYCHUEM, TT0I00POM U OTOOPOM MEepcoHalIa Ha
BakaHTHbIe nospkHOocTH (I1K-1,2,3,5,6,7,8,9)

CTpyKTypa JOKaJIbHBIX HOPMAaTHBHBIX aKTOB, PETYIMPYIOIIMX HOPSAIO0K MMoa00pa nepcoHana. JJoKyMeHTHI,
KOTOpPBIC MPEIBABISIOT KaHIUIaThI, TPEOOBAHUS K ITHM JOKYMEHTaM. JJOKyMEHTBI, COITPOBOKIAIOIIHE
stamnbl otOopa. Ilopsimok oopMileHus, BEICHHs U XPAHECHUS JIOKYMEHTAIIMHU, CBSI3aHHOM C TIOUCKOM,
IPHUBIICYCHUEM, 110J00POM U OTOOPOM MEPCOHAJIAa Ha BAKAHTHBIC JTOJDKHOCTH

Tema 3. JlokyMeHTHpOBaHHE MPOLIEAYPHI OIICHKH mepconana. [Topsimok opopmiieHus, BEACHUS U XpaHEHUS
JOKYMEHTAIUH, CBSI3aHHOM C IPOBEJICHUEM OIICHKU U aTTeCTAIluy nmepconana. JlokanbHbIe HOPMAaTHUBHEIC
aKTbl OpraHU3alNK, PEryJIUpYIOIIre Mopsaok oneHku nepconana. (I11K-1,2,3,5,6,7,8,9)

Crpykrypa [Tonoxenus 06 orieHke nepcoHana. JJokyMeHTBI, COMTPOBOXKIAIOIINE ITAIBI OlleHKU. [lopsaok
odopMIICHUS, BEJCHHS U XPaHEHUS JOKYMEHTAIINH, CBSI3aHHOMN C MPOBEJICHUEM OIICHKH U aTTeCTAIUU
nepcoHala.

Tewma 4. JlokyMeHTHpPOBaHUE TPOLIETYPHI O0YUEHHS, IEPETIOATOTOBKH, MTOBBIICHHUS KBATU(DUKAIIUN
nepconana. [lopsnok odhopmiieHns:, BEACHHUS U XpaHEHUS JOKYMEHTAIIUH, CBA3aHHOM C CUCTEMOM
o0yuenwus. [lopsanok pa3pabOTKu TUTAHOB MOJATOTOBKH, MEPEMIOATOTOBKH U MOBHIIICHUS KBATU(PUKAIINN
Ka/IpOB, yU4E€OHBIX TJIaHOB U mporpaMm. [Topsaok BeeHUs yueTa U OTYETHOCTH TI0 MOJATOTOBKE U
TIOBBIICHUIO KBATH(UKAINK epcoHana. JIokaapHble HOpMAaTHBHBIC aKThl OPTaHU3AIHNH, PETYIUPYIOIIHE
obyuenue nepconana. (I1K-1,2,3,5,6,7,8,9)

[Topsimox oopmieHust, BeIeHUS U XpaHEHHsI TOKYMEHTAIINH, CBSI3aHHOW ¢ cucTeMoit oOydenws. [lopsimox
pa3pabOTKH TJIAHOB TOJITOTOBKH, TIEPETIOATOTOBKH M IMOBBIIIICHUS KBATH(PUKAIIMK KaJPOB, YIeOHBIX IJIAHOB
u nporpamm. [lopsiiok BeaeHus ydeTa U OTYETHOCTH IO MOJATOTOBKE U MOBBIIICHUIO KBATH(PUKALIUU
nepcoHaia. JIokagbHble HOpPMAaTUBHBIE aKThl OPraHU3alUU, PETYIUpPYIOLIe 00yUYeHHe epcoHaia.

Tewma 5. JlokyMeHTHpOBaHHUE TPOLIECYPHI AIANTAIIMKI U CTAKUPOBKH nepcoHana. [Topsaok opopmieHus,
BEJICHUS U XpaHEHHUsI TOKYMEHTAIIMH, CBA3aHHOM C aJlanTalue U CTaXXUPOBKOU nepconaina. [Topsamok
BEJICHUS y4eTa U OTYETHOCTH 0 aJaNTaluu U CTAXXKUPOBKE repcoHaia. JIokanbHble HOPMAaTUBHBIE aKThI
OpraHu3aIiH, PETYJIUPYIONINE aIanTaluio U CTAXKUpoBKY nepconana (I1K-1,2,3,5,6,7,8,9)

JIOKYMEHTBI, COPOBOKAAIOIINE MPOLEAYPY afanTauuu. JJOKyMeHTbI, COMTPOBOXKAAOIINE TPOLIEAYPY
CTaXXUPOBKH NepcoHana. [lopsaok odopmieHus:, BeAeHUS U XpaHEHUS JOKYMEHTAIUH, CBSI3aHHOM! ¢
ajanTtanyei U cTaXupoBKor nepcoHana. [lopsaok BeeHus: yuera 1 OTYETHOCTHU MO aJanTaluy U
CTaXKUPOBKE NepcoHasa. JIokanbHble HOpMATUBHBIE aKThl OpraHU3alluu, PEryIHpPYIOIIHe aJanTaluio 1
CTaXKUPOBKY IEepCcoOHaja

Tema 6. JlokyMeHTHpOBaHKE TPOLETYPHI PA3BUTHUS U MOCTPOSHUS MTPO(HECCHOHATBHON Kapbephl
nepconana. Ilopsinokx oopmieHus:, BeASHUS U XPaHEHUS TOKYMEHTAIIUH, CBSI3aHHOM C Pa3BUTHEM H
oCcTpoeHHEM TpoeccuoHanbHOM Kaphepsl nepconana.(I1K-1,2,3,5,6,7,8,9)

JlokanpHbIE HOPMATHBHBIE aKThI B 00J1aCTH Pa3BUTHUS U TOCTPOSHHS MPOPECCHOHATFHON Kapbephl
nepconana. Kapeeporpamma. CxeMbl 3aMelIeHNs] BAKaHTHBIX AOJDKHOCTeH.  [lopsmok odopmiieHus,
BEJICHUS M XpaHEHHS JJOKYMEHTAIUH, CBA3aHHOW C pa3BUTHEM U TIOCTPOCHUEM MPO(hecCHOHATBHOM
Kapbepbl IIEPCOHANIA.




Tema 7. OTUETHOCTH B CUCTEME yHpaBiieHHs niepcoHaaoMm. Ilopsgok opopmiaeHus: JOKyMEHTOB,
IPEIOCTABIISIEMbIX B TOCYIapCTBEHHbBIE OPTaHbl, MPO(ecCHOHANBHbIE COI03bl U IPYTHE MPEACTABUTEIbHBIC
opranbl pabOTHHKOB U WHBIe opranm3anuu. (I11K-1,2,3,5,6,7,8,9)

Bunel oTueTHOCTH B cucTEME yIIpaBiieHUs nepcoHanoM. CTaTUcTUYECKas OTYETHOCTh. AHAIUTHYECKas
OTYETHOCTb.

Tema 8. JlokyMeHTHI B 00J1aCTH CTUMYJIMPOBAHUS TPyAa NepcoHana (oraTa Tpy/a, COUAIbHbIE BHIIIATH U
t.1.).(ITK-1,2,3,5,6,7,8.9)

[opsnox odopmiieHus, BeAHUS U XpaHEHUE TOKyMEHTAIIUH, CBI3aHHOM ¢ CUCTEMON CTUMYIUPOBAHUS
TpyJa MepcoHana. JOKaJIbHbIE HOPMATUBHbBIE aKThl OpPraHU3aIUH, PETYIUPYIOIINE CTUMYIUPOBAHUE U
OILIaTy TPYZa, COIHAIBHYIO MOJUTHKY OpraHU3aIiH.

7.2 ConeprkaHue NpakKTHYECKUX 3aHSITHI 1 1a00paTOpHBIX paboT

Tema 2. TexHOIOTUHU, METO/IBI K METOJAUKH CUCTEMATH3AIIMU TOKYMEHTOB U MH(GOPMAIUU TIOUCKA,
pUBIICYCHHSI, T0A00pa U 0TOOpa nepcoHana. JlokanbHbIle HOPMATUBHBIE aKThl OpPTaHU3AIIH,
perynupymoinre nopsaok noadopa nepcoHana, odecnedenus nepconanom. [lopsgok opopmieHus, BeeHUS
U XpaHEeHHsI TOKyMEHTAIlUH, CBI3aHHOM ¢ MTOMCKOM, IPHUBIICYCHHEM, TTOI00POM U OTOOPOM MepcoHana Ha
BakaHTHbIe nospkHOCTH (ITK-1,2,3,5,6,7,8,9)

Pemenue cutyaliMoOHHBIX 3a7a4 U KEMCOB IO TEME.

Tema 3. JlokyMeHTHpOBaHHE MPOLIEAYPHI OIICHKH mepconana. [Topsimok opopmiieHus, BEACHHS U XpaHEHUS
JIOKYMEHTAIMH, CBSI3aHHOU C IPOBEJICHUEM OIICHKU U aTTeCTaIluy nepconana. JlokanbHbIe HOPMAaTHUBHEIC
aKTbl OpraHU3alNK, PEryJIUpYIOIIre Mopsaok oeHku nepconana. (I11K-1,2,3,5,6,7,8,9)

Pemenue cutyanimoHHBIX 3a7a4 U KEMCOB IO TEME.

Tema 4. JlokyMeHTHpOBaHKE MPOLIEAYPHI 00YUCHUs, IEPETIOATOTOBKH, MOBBIIICHUS KBATU(DUKAUT
nepconaa. [lopsinok odopmieHus, BeIeHUS U XPaHCHHSI JOKYMEHTAIIUH, CBI3aHHOUW ¢ CHCTEMOU
oOyuenus. [Topsimok pa3pabOTKH TUTAHOB TIOITOTOBKHU, TIEPEMIOATOTOBKH Y TIOBBIIIICHHS KBATH(DUKAITUN
KaHPOB, y‘Ie6HBIX IIJIAHOB U nporpaMM. HOpSI,[[OK BCACHUA yl{eTa 1 OTYCTHOCTU I10 ITIOATOTOBKE U
ITIOBBIIIICHU IO KBaJII/I(bI/IKaIII/II/I HepCOHaﬂa. .HOKEUIBHBIG HOpMaTI/IBHBIG AKThI OpFaHI/ISaIII/II/I, peI‘y.TH/Ip}IIOHII/Ie
o0yuenue nepconana. (I1K-1,2,3,5,6,7,8,9)

Pemenue CUTYallUOHHBIX 3a/1a4 U KEHMCOB 110 TEME.

Tema 5. JlokyMeHTHpOBaHKE NPOLEIYPHI aJalTALUU U CTAXKUPOBKU NiepcoHana. [lopsiiok odpopmiienus,
BEJICHUS M XpaHEHMs JJOKYMEHTAIUH, CBA3aHHON C ajanTanueil u craxupoBkoil nepconana. Ilopsmox
BEJICHUS y4yeTa U OTUETHOCTH IO aJaNnTally U CTAXUPOBKE NepcoHaa. JIokaabHble HOPMAaTHUBHBIE AKThI
OpraHu3aly, PEryJIUPYIOLIUe aanTalo U cTaxkupoBKy nepconana (I11K-1,2,3,5,6,7,8,9)

Pemrenne cutyalilnoOHHBIX 3a/1a4 U KEHCOB I10 TEME.

Tema 6. JlokymMeHTHpOBaHHE MTPOLIEAYPHI Pa3BUTHUS U IIOCTPOEHUS MPOPECCHOHATBHON Kaphepbl
nepconaina. [lopsaok odpopmieHus:, Be1eHUs U XpaHEHUs JOKYMEHTAIUH, CBSI3aHHOU C Pa3BUTHEM U
ocTpoeHueM npodeccuoHanbHO Kapbepbl nepconana.(I1K-1,2,3,5,6,7,8,9)

Pemenune CUTYallUOHHBIX 3a/1a4 U KEMCOB II0 TEME.




Tema 7. OTueTHOCTH B CUCTEME yIpaBieHus nepconanom. Ilopsaok odhopmieHUs TOKyMEHTOB,
MPEIOCTABIISIEMbIX B TOCYIaPCTBEHHBIE OPTaHbI, MPO(ecCHOHANBHBIE COI03bI U IPYTUE MPEACTABUTEIbHBIC
oprasbl paboTHUKOB U uHbIe opranm3zanuu. (I1K-1,2,3,5,6,7,8,9)

Pemienue cutyalimoHHBIX 3a7a4 U KEMCOB MO TEME.

Tema 8. JIokyMeHTHI B 00JIaCTH CTUMYJIMPOBAHUS Tpy/ia IepcoHana (orara Tpyia, COLHaIbHbIC BHITUIATH U
t.1.).(IIK-1,2,3,5,6,7,8,9)

Pemenue cutyalimoHHBIX 3a7a4 U KEMCOB IO TEME.

7.3. ConeprkaHue CaMOCTOSITEIIbHOU PaObOThI

Tewma 2. TexHOIOTHH, METOBI U METOANKH CUCTEMATU3AIIMU JOKYMEHTOB U MH(POpPMAIIUU TTOUCKA,
MPUBJICUYCHHUS, T0100pa U 0TOOpa nepcoHana. JlokaabHbIe HOPMATUBHBIE aKTHl OpPTraHU3AIINH,
perynupyroIye nopsaok moadopa nepcoHana, oobecrneuenus nepconaiom. [lopsaok opopmineHus, BeaeHus
Y XpaHEHUsI IOKYMEHTAIIUH, CBSI3aHHOMN C TIOMCKOM, MPUBJIICYEHUEM, TTOI00POM U OTOOPOM TIepcoHaia Ha
BakaHTHbIe nospkHoctH (I1K-1,2,3,5,6,7,8,9)

N3yueHnne nuteparypsl 110 TEME.

Tewma 3. JlokymMmeHTHpOBaHHUE MPOIEAYPHI OLIEHKHU TiepcoHana. [lopsmok odopmiieHrs, BEICHUS U XpaHSHUS
JIOKyMEHTAIIMH, CBA3aHHOM C MPOBEICHNEM OIICHKH U aTTeCTalluu nepcoHana. JIoKalbHbIe HOPMATHBHBIC
aKThl OpraHU3AINH, PETYIUPYIOIIHE MOPAI0K oeHKu nepconana. (I11K-1,2,3,5,6,7,8,9)

N3yuenue nurepaTypsl 10 TEME.

Tema 4. JlTokyMEeHTHPOBAHUE MPOIIETYPHI 00yUCHHS, IEPENOATOTOBKH, TOBBIIICHHS KBaTH()UKAIIMN
nepconana. [lopsinok ohopMIiieHus1, BEICHHUS U XPAaHEHUS IOKYMEHTAIIUH, CBSI3aHHOM C CHCTEMOM
oOyuenus. [Topsiok pa3pabOTKH IIAHOB MOATOTOBKH, MIEPETIOATOTOBKH U TIOBBIIICHHS KBATU(UKAIIH
KaJIpOB, yUEOHBIX TIAHOB U MporpaMM. [1opsIok BeicHHSs yueTa U OTYETHOCTH I10 MOATOTOBKE U
MOBBIIICHUIO KBAIM(UKAIIUK ITepcoHaa. JIokaabHbIC HOPMATHBHBIC aKThl OPraHU3ALUH, PETYIUPYIOIINE
oOyuenue nepconana. (I1K-1,2,3,5,6,7,8,9)

W3ydenue nuteparypsl 1o Teme.

Tema 5. JlokymeHTHpOBaHME MPOLIEAYPHI afaNTallui U CTAKUPOBKH nepconana. [lopsiok opopmiienus,
BEJICHMS M XpaHEHUs JOKYMEHTAIUH, CBA3aHHOW € ajanTanuel U CTaXUpOoBKOM nepconana. [lopsaox
BEJICHU y4eTa U OTYETHOCTH 110 aJaNTALMK U CTAXKUPOBKE NepcoHaa. JIokanbHble HOPMaTUBHBIE aKThI
OpraHU3aIH, PErYJIUPYIOIINE aalTaluio U CTAXUpOBKY nepconana (I1K-1,2,3,5,6,7,8,9)

N3yyenue nurepaTypsl 110 TEME.

Tema 6. JlokymMeHTHpOBaHME MTPOLIEAYPHI Pa3BUTHUS U IOCTPOEHUS MPOPECCHOHATBHON Kaphepbl
nepconaina. [lopsaok odpopmieHus:, Be1eHUs U XpaHEHUs JOKYMEHTAIUH, CBSI3aHHOM C Pa3BUTHEM U
MOCTpOeHHEeM TpodeccuoHaIbHON Kapbepbl nepconana.(I1K-1,2,3,5,6,7,8,9)

N3yuenne nureparypsl 110 TEME.

Tema 7. OTueTHOCTH B CUCTEME yIpaBlieHus nepcoHanoMm. I[lopsaok odhopmieHUs TOKyMEHTOB,
MPEIOCTABIISIEMbIX B TOCYIaPCTBEHHBIE OPTaHbI, MPO(ecCHOHANBHBIE COI03bI U IPYTUE MPEACTABUTEIbHBIC
oprasbl paboTHUKOB U uHbIe opranm3anuu. (I1K-1,2,3,5,6,7,8,9)

N3yyenne nutepaTypsl 1o TeMe




Tema 8. JIokyMeHTHI B 00JIaCTH CTUMYJIMPOBAHUS TpyJa MepcoHaia (oriaTa Tpyaa, COLHaIbHbIC BHITUIATH U
T.1.).(I1IK-1,2,3,5,6,7,8,9)
N3yudeHne nureparypsl 110 TEME

7.3.1. IIpuMepHbIe BOMPOCHI [ CAMOCTOSATEIBHOM MOJTOTOBKH K 3a4eTy/3K3aMEHY
ITpunoxxenue 1

7.3.2. IIpakTrueckue 3ajaHus IO AUCIUILIMHE JIJIs1 CaMOCTOSITEIbHON MOATOTOBKHU K
3a4eTy/IK3aMeHy
[Tpunoxenue 2

7.3.3. Ilepeyenpb KypcoBbIX paboT
HE [IPeAyCMOTPEHO

7.4. DnekTpoHHOE MOPTQOINO 00yIAIOIIErocs
HE BBITPYXKAIOT

7.5. Meroandeckne peKOMEHIAINH 10 BBITIOJTHEHUIO KOHTPOJIBHOM paboThl
HE NPEyCMOTPEHO

7.6 MeTonuueckre peKOMEH/IAIMH 110 BBITIOJIHEHUIO KyPCOBOW PabOThI
HE TPeyCMOTPEHO

8. OCOBEHHOCTHU OPTAHU3AIIUU OBPA3OBATEJIBHOI'O
IMPOLHECCA MO AUCHUITJIMHE I JINL C OT'PAHUYEHHBIMUA
BO3MOXHOCTAMMU 31OPOBbAA

Ilo 3as6nenur cmyoenma

B nensx moCTymHOCTH OCBOEHUS IIPOrPaMMBI Ul JIML ¢ OTPAaHUYEHHBIMA BO3MOKHOCTSIMU 310POBbS
pu HeoOXOAUMOCTH Kadeapa oOecrieunBaeT CIeYIONINe YCIOBUS:

- 0COOBI¥ MOPSAJIOK OCBOCHHUS TUCIUITIIMHBIL, C Y4ETOM COCTOSIHUS UX 37I0POBbS;

- DIIEKTPOHHBIE 00pa3oBaTENbHbIE PECYpChl MO JIUCHMUILIMHE B (QOpMax, aJalnTHPOBAHHBIX K
OTPaHUYECHUSM UX 30POBbS;

- W3y4YeHHE IUCIHMIUIMHBI 10 WHIUBHIYaJbHOMY y4eOHOMY IUIaHy (BHE 3aBHCHUMOCTU OT (hOpPMBI
o0yueHwus);

- DJIEKTpOHHOE OOy4YeHHe M JUCTAaHLIMOHHBIE OO0pa30BaTEIbHBIE TEXHOJOTHH, KOTOpHIE
npeayCcMaTpUBaOT BO3SMOXHOCTH MpUeMa-niepeadyd HPOPMAalUU B TOCTYIHBIX U HUX (hopMax.

- goctyn (yHaJeHHBIH JOCTYyH), K COBPEMEHHBIM MpO(ecCHOHAIBHBIM 0a3aM JaHHBIX U
MH(POPMALIMOHHBIM CIIPABOYHBIM CHCTEMaM, COCTaB KOTOPbIX onpezaeneH PI1/L.

9. IEPEYEHb OCHOBHOM U JIONIOJHUTEJBbHON YYEBHOM JIUTEPATYPBI,
HEOBXOJUMOM /151 OCBOEHUSA JJUCHUILJIUHBI
Caiit 0ubmorexn YpI'dy
http://lib.usue.ru/

OcHoBHas1 JiuTEeparypa:




2. Jloponuna JI. A., UputuxkoBa B. C. Opranuzanusi 1 TEXHOJIOTUS JOKYMEHTAIlMOHHOTO
obecrieueHus yrpaBieHus [ DIEKTPOHHBINA pecypc]:y4eOHUK M MPaKTUKYM IS BY30B. - Mocksa: FOpaiiT,
2025. - 270 — Pexxum nmoctyma: https://urait.ru/bcode/560116

3. KazakeBuu T. A., Tkanmuu A. U. fJokymeHnToBeeHne. JJOKyMEeHTalIMOHHBIN CEPBUC [ DICKTPOHHBII
pecypc]:y4eOHHK U TPaKTUKYM s By30B. - MockBa: FOpaiir, 2025. - 167 — Pexxum noctymna:
https://urait.ru/bcode/562369

4. TTasnosckas O. HO. [IpaBoBoe obecmneueHne KaapoBOTO ASIOMPOU3BOACTBA [ DIECKTPOHHBIN
pecypc]:yuebnuk a1 By30B. - Mocksa: FOpaiiT, 2025. - 288 — Pexum gocrymna:
https://urait.ru/bcode/566454

5. JlaryTuHa AIMHUHHCTPUPOBAHUE JOKYMEHTOOO0POTA B yIIpaBieHUU nepcoHanom. Kypc nekuuii.
Tema 1. HopmatusHble ipaBoBble akThl Poccuiickoii (henepariny, B 4acTU BEACHUS JOKYMEHTAIUU 110
nepcoHaily. 3akoHoaTesbcTBO Poccuiickoit denepany 0 NepCOHAIbHBIX TaHHBIX [DIEeKTPOHHBIN
pecypc]:. - EkatepunOypr: [0. u.], 2025. - 1 — Pexxum gocryna: https://libw.usue.ru/2025-08/49.mp4

6. JlaryTuHa AIMHUHHCTPUPOBAHUE JOKYMEHTO0O0POTA B YIIpaBieHuu nepconanom. Kypce nekumii.
Tema 2. TexHOIOTHHU, METO/IBI K METOJAUKH CHUCTEMATH3aIMU TOKYMEHTOB U MH(GOPMAIIUHU MOUCKA,
MPUBJICUYCHHMS, TOJJ00pa U 0TOOpA MepcoHaa [ DNeKTpoHHBIHN pecypc]:. - ExarepunOypr: [0. u.], 2025. - 1 —
Pexxum nmoctyma: https://libw.usue.ru/2025-08/50.mp4

7. JlaryTHa AZIMUHUCTPUPOBAHKE TOKYMEHTO000pOTa B yIIpaBlieHHH NepcoHanoM. Kypc meximid.
Tema 3. JlokyMeHTHpOBaHHE MTPOLIEAYPHI OIICHKH MepCoHana [ DIeKTpoHHEIH pecypc]:. - ExaTtepunOypr: [0.
u.], 2025. - 1 — Pexum nocryna: https://libw.usue.ru/2025-08/51.mp4

8. EBmokumoBa JI.M., Kopsbkun B.B., ITsuibkun A.H., IlIseukoBa O.I'. DneKTpoHHBIN
JIOKYMEHTOO00pOT 1 o0ecrieueHre 6e30MacHOCTH CTaHIapPTHBIMU cpeicTBaMU windows [ DJIeKTpOHHBIH
pecypc]:YuebHoe nocobue. - Mocksa: OO0 "KVYPC", 2026. - 296 c¢. — Pexxum noctyma:
https://znanium.com/catalog/product/2178343

JonoJsHuTeILHAA JIUTEPATYpA:

2. Jlaryruaa A IMUHHCTPUPOBAHUE JOKYMEHTOOOOpOTA B yIpaBiieHnu nepconanom. Tectsl. Tect 1.
HopmartusHublie nnpaBoBsie akThl Poccuiickoit denepanuu, B 4aCTU BEACHUS TOKYMEHTALUH M0 MEPCOHAITY.
3akoHo aTenbcTBO Poccuiickon denepanun 0 NepCOHATBHBIX JaHHBIX [ DJIEKTPpOHHBIN pecypc]:. -
ExarepunOypr: [0. u.], 2025. - 6 — Pexxum noctyma: https://libw.usue.ru/2025-09-15/2.docx

3. JlaryTuHa AAMUHHCTPUPOBAHUE TOKYMEHTOO00pOTa B yIIpaBieHUU niepcoHanom. Tectol. Tect 2.
TexHoIOrUH, METOJBI U METOJUKH CUCTEMATHU3AIMK JOKYMEHTOB M UH(OpPMAIIUK TTOUCKA, IPUBJICUCHUS,
nonoopa u 0TO6opa nepcoHana [ IneKTpoHHsIA pecypc]:. - Ekarepunoypr: [0. u.], 2025. - 4 — Pexxum
nocrtymna: https://libw.usue.ru/2025-09-15/3.docx

4. JlaryTiHa AIMUHUCTPUPOBAHKE JOKYMEHTO0O0pOTa B yrpaBieHuu nepcoHanoM. Tectel. Tect 3.
JIoKyMeHTHpOBaHUE TPOIEAYPHI OLICHKH IepcoHaa [ DIEeKTPOHHBIN pecypc]:. - EkarepunOypr: [0. u.],
2025. - 4 — Pexxum noctyna: https://libw.usue.ru/2025-09-15/4.docx

10. MEPEYEHb HH®OPMAIIMOHHBIX TEXHOJIOI' i1, BKJIIOUYAS MEPEYEHD
JIMIEH3UOHHOI'O ITPOI'PAMMHOI'O OBECIIEYEHUA U UTHO®OPMAIIMOHHBIX
CIIPABOYHBIX CUCTEM, OHJIAMH KYPCOB, UCIIOJIb3YEMBbIX ITPU OCYIIIECTBJIEHUM
OBPA3OBATEJIBHOT'O TIPOIECCA 110 JUCHUIIVIMHE
IlepeyeHb JMIEH3HOHHOIO POTPAMMHOI0 00ecIeYeHHs :

Astra Linux Common Edition. [loroBop Ne0417-110/2019 ot 08.05.2019, Axt NeSk000343 ot
24.05.2019 u Kontpakt Ne 35-¥/2018 ot 13.06.2018, Akt Ne YT213 ot 17.12.2018. Cpok neiicTBUs TULIEH3UU
- 6€3 orpaHUYEHUS CPOKa.



MoitOduc crangaptapiidi. Cornmamenue Ne CK-281 ot 7 utons 2017. Jlata 3akmtouenus - 07.06.2017.
Cpoxk neiicTBHS JTUIEH3UH - 0e3 OTpaHUYEHHUS CPOKa.

Kondurypamms 1C:3apruiatra u Ynopasnenue [lepconamom 8. loroop B/H ot 02.06.2009 r.,
Jlunensuonnoe cornamenne Ne 8971903, Akt Ne 62 ot 15.07.2009 "1C:3apruiata u Kaapbl OFOIKETHOTO
yupexaenus 8" (per. Homep 9648728).

Ilepeyenb HHGPOPMALHOHHBIX CIIPABOYHBIX CHCTEM, pecypcoB HHPOPMAIMOHHO-
TeJIeKOMMYHUKAIMOHHOU ceTH «AHTEepHeT»:

CropaBouno-npaBoBasi cuctema ['apant. JloroBop Ne 58419 ot 22 nmexabpst 2015. Cpok npeiicTBus
JMILIEH3UH -0€3 OrpaHUYeHUs CPOKa

CrpaBouno-mipaBoBasi cucrema Koncynbrant +. Jlorosop Ne 143/223-V/2025 ot 02.12.2025 Cpoxk
nerctsus auien3uud qo 31.12.2026

11. ONUCAHUE MATEPUAJIbHO-TEXHAYECKOM BA3bI, HEOBXOIUMOM 1)1
OCYHECTBJIEHUSA OBPA3OBATEJIBHOI'O ITPOLHECCA IO ANCHUIIJIMHE

Peanuzanust yueOHOM AUCHUIUTUHBI OCYIIECTBIISCTCS C MCIOIB30BAHUEM MaTepPHAIbHO-TEXHHUYECKON
6a3s1 YpI' DY, obecnieunBarolieii MpoBeeHNEe BCEX BUIOB YUEOHBIX 3aHATHI M HAYYHO-HUCCIIEAOBATENLCKON
CaMOCTOSITENIbHOM pabOThl 00yYaroIMXCS:

CrnenuanbHble TIOMEIIEHUS TPEACTABISIIOT CO00 yueOHbIe ayIMTOPHH JUIS MPOBEICHHUS BCEX BUIOB
3aHSTUN, TPYIIIIOBBIX U UHIUBUAYAIbHBIX KOHCYJIBTALNH, TEKYILEr0 KOHTPOJIS U IPOMEKYTOUHOM aTTECTALUH.

[Tomemienust Ayii caMOCTOSTENIbHON pabOThl 00yYaroIMXCsl OCHALIEHbl KOMIBIOTEPHOM TEXHUKOH C
BO3MOXKHOCTBIO TMOAKIIOUECHUs K cetd "HMHTepHer" u oOecredeHWEeM JIOCTyNla B DJIGKTPOHHYIO
WH(POPMAITMOHHO-00pa30oBaTeIbHYI0 cpexy Ypl'OVY.

Bce nomernienys yKOMIUIEKTOBAaHbI CHEUAIN3UPOBAHHONW MeOENbl0 U OCHAILEHBl MYJIbTUMEIUHHBIM
o0opyioBaHHEM CHe[000pyIoBaHUEM (HMH(DOPMAIIMOHHO-TEIICKOMMYHUKAIIMOHHBIM, HHBIM KOMITBIOTEPHBIM),
JOCTYTIIOM K MH(OPMAaIlMOHHO-ITOMCKOBBIM, CIIPABOYHO-IIPABOBBIM CHCTEMaM, 3JIEKTPOHHBIM OHMOIMOTEUYHBIM
cuctemaM, 0a3aM JaHHBIX JCHCTBYIOIIErOo 3aKOHOJATENIbCTBA, WMHBIM HMH(DOPMAIMOHHBIM pecypcam
CILy KallluMU JUIs IpeJICTaBIeHNs yueOHOM nHpopmanuy O0JIbIION ay TUTOPHUH.

st mpoBeeHus 3aHITUN JIEKIIMOHHOTO THUIA MpPE3eHTAallMu U JIpyrue yuyeOHO-HarjasaHble 1mocodus,
o0ecrneunBarone TEMaTUYECKUE NILTIOCTPAIIUH.
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[Ipunoxenue 1
K paboueii mporpamme
AIMUHUCTPUPOBAHUE JOKYMEHTOOOOPOTa B YIIPABICHUH MTEPCOHATIOM
7.3.1. IlpumepHbIe BONPOCHI VISl CAMOCTOSATEIbHOM MOATOTOBKH K 3a4eTy

ITonsarue KaJapoOBOro aAMUHUCTPUPOBAHUA.

JeiicTByromas 3akoHoaaTenpHas 6aza. O0s3aTenbHbIEe M PEKOMEHI0BAHHBIC JIOKAIbHBIE
HOPMATHBHBIC aKTHI B chepe KaIPOBOTO JCIOMPOU3BOJICTBA.

Opranu3zaius 3auuThl IePCOHANBHBIX JaHHBIX.

CTpyKTypa JOKaJIbHBIX HOPMAaTUBHBIX aKTOB, PETYIHPYIOMINX HOPSAOK 1Moadopa
nepcoHana.

JIOKYMGHTI)I, KOTOPBIC NPCABABIAIOT KAHAUJATEI, Tp€6OBaHI/I${ K OTUM OOKYMCHTAaM.
[Topsimox oopmiieHus:, BeACHUS U XpaHEHHS TOKyMEHTAIIUU, CBA3aHHOM C MOMCKOM,
MIPUBJICYCHUEM, ITOT00POM B OTOOPOM TIEpCOHAIA Ha BAKAHTHBIC JOKHOCTH.
Crpykrypa [lonoxenust 06 olieHKe TepcoHaa.

JIOKYMSHTI)I, COITPOBOXKAAIOIIMEC 3TAIbl OUCHKH.

[Topsmox oopmiieHus, BeACHUS U XpaHEHUS TOKYMEHTAIIUH, CBSI3aHHOM C MMPOBEICHUEM
OLIEHKH ¥ aTTECTAIlH MTEPCOHATIA.

[Mopsimox odopmieHusi, BeACHU U XpaHEHUS TOKyMEHTAIIUU, CBA3aHHOM C CUCTEMO
o0y4eHwusl.

[Topsimok pa3pabOTKH MIAHOB MOATOTOBKH, IEPETIOATOTOBKH U MOBBILICHUS
KBaJIM(UKALUY KaJIPOB, yU€OHBIX IJIAHOB U MIPOIPAMM.

[Topsimox BeaeHUs y4eTa U OTYETHOCTH IO TIOJTOTOBKE U MOBBIIICHUIO KBAIU(DUKAIINH
nepcoHasa.

JlokanbHbIE HOPMATHUBHBIE aKThl OPTaHU3AINH, PETYIHUPYIOIINE 00yUeHHe TepcoHana.
JIOKyMEHTBI, COTTPOBOKIAIOIINE TPOLIEAYPY alalTalllH.

JIOKyMEHTBI, COMPOBOKIAIOIINE MPOLIETYPY CTAXKUPOBKH MEPCOHAA.

[Topsimok oopmieHus:, BeJIeHUSI U XpaHEHUSI IOKYMEHTAIlUU, CBSI3aHHOM C a/lanTaiuei u
CTaKUPOBKOM MepcoHaa.

JIokanpHbBIE HOPMATUBHBIE AKThl OPTraHU3ALMH, PETYJIUPYIOIINE a1allTalHI0 U
CTaKUPOBKY MEpPCOHAJA.

JlokanpHbIE HOPMATHUBHBIE aKTHI B 00JIACTH PA3BUTHS U MOCTPOCHUS MPO(HECCHOHATBEHOM
Kapbepbl MepcoHana.

HOpf[I[OK O(bOpMJ'ICHI/Iﬂ, BCACHUA U XPaHCHUA JOKYMCHTAllUU, CBSI3aHHOM C Pa3sBUTHUEM U
MIOCTPOCHHUEM TMPO(ECCHOHATBHOM Kaphephl EPCOHATIA.

JloxanpHbIE HOPMATHUBHBIE aKTHI B 00JIACTH CTUMYJIMPOBAHUS TIEpCOHAA TepcoHana (B
TOM YHCJIC COIMAbHAS TIOJIUTUKA).

[MTopsimox oopmieHus, BeneHU U XpaHEHUS JOKYMEHTAINH, CBI3aHHON CO
CTHMYJIMPOBAHHEM TIEPCOHAIA.

BuIbI OTYETHOCTH B CUCTEME YITPABJICHUS TIEPCOHAIIOM.



[Ipunoxenue 2
K paboueii mporpamme
AJIMUHUCTpUpPOBAHHE JOKYMEHTOOOOPOTa B YIPABJICHUH IIEPCOHAIOM

7.3.2. llpakTHYeckue 32/1aHUS M0 TUCHUILIMHE JJIS1 CAMOCTOATEIbHON MOATOTOBKHU K

3a4eTy

Howmep
3a1a
HUSI

CopeprxaHuie 3a1aHUs

1
I1K-2

Kakue noxymeHThI HEOOX0UMO pa3padaThIiBaTh CAMOCTOSITENILHO (HA HUX HET
YHUPHUIUPOBAHHBIX (HOPM):

a) MITaTHOE PACIHCAHUE;

0) mpuka3 o npueme Ha padoTy;

B) TpauK OTITYCKOB;

T') MOJIOXKEHUE O 3alllUTE MePCOHAIBHBIX JIAaHHBIX.

IIK-1

1.ITonoxxenre o moadoOpe MmepcoHana OMpeaeIseT:

a) NMpoLEeCC IOUCKA HOBBIX COTPYIHUKOB;

0) JOKYMEHTBI, KOTOpbIe OPOPMIISIIOT NIPH MpUeMe Ha padoTy;

B) IOKYMEHTBI, KOTOPBIE JI0JKHBI IPEIBSIBUTH IIPH IIpUEME Ha padoTy;
T') MPOIIECC aAaNTaIiH.

[Tonoxenue 00 00ydYeHNHN BKIIOYACT CIEIYIOIUI pa3aen:
A) IlpaBuna onpeneneHus noTpeGHOCTH B 00yUYEeHUHN

b) [IpaBa coTpyaHUKOB

B) JomkHOCTHBIE 00513aHHOCTH COTPYIHUKOB

') Dranbl 1 paBUJia OpraHU3aIMK MPoIIecca aAanTaluu

I1K-9

®opmbl 0TUETOB, NpenocTabisieMbie B PocctaTt B 2025:

a) ®opma Ne [1-4. CBereHus 0 YUCIEHHOCTH U 3apabOTHOM u1aTe pabOTHUKOB;
0) popma Ne 1 (kampsr). CBeieHHS O MOBBIICHUH KBATU(DHUKAIIUN 1
npodecCuOHaTbHON MOATOTOBKE COTPYIHUKOB,;

B) otuetr C3B-M;

I) 00s13aTeNIbHBIE OTYETHI KaIJPOBUKOB O KBOTUPYEMBIX MECTaxX JIJIsl MHBAJIHJIOB.

ITK-
7,8

®opmbl 0TUETOB, NpenocTasiseMbie B COP B 2025:

a) 00s13aTeNIbHBIC OTYETHI KaJJPOBUKOB O CBOOOIHBIX BAKAHCHUSX;

0) cBeneHUs 0 TPYA0BOI esitenbHOCTH 110 popme EDC-1;

B) oTueT C3B-M;

r) popma Ne 1 (xanpsr). CBeZleHHSs O MOBBIIICHUH KBUTN(UKALIUN U

po¢eCCHOHAITBHON MOATOTOBKE COTPYIHUKOB.

OCHOBHBIE 331a4YH aTTECTALIUU:

[IK-3 | a) onpexnenenue ciny>keO0HOr0 COOTBETCTBUS PAOOTHHUKA 3aHUMAEMOM JO0KHOCTH;
0) mpenoTBpaleHNne KOH(PIUKTOB;
B) YBOJIbBHEHHE KOH(IMKTHBIX PAOOTHUKOB;
I') COKpaIlleHHE IITaTa.
7 JlokyMeHTbI, oopMIIsieMble B XOZ€ TPOBEICHUS OLICHKH:
[IK-3 | a) opranu3aniiOHHO-PacOPSAUTEIbHBIA JOKYMEHT 110 UTOraM MPOBEACHUS OLICHKHY;

0) OIIEHOYHOE 3a/IaHHE;
B) IPUKAa3 O IPOBEJCHUH ATTECTAIIHH,
r) [TonokeHre 0 MPOXO0KICHUH ATTECTAUH

1.

CocTaBbTe KOMIUIEKC JOKYMEHTOB, COITPOBOXKIAIOIIUX Mpoliecc noaoopa nepconana.(ITK-
1, [IK-2)



CocTaBbTe KOMIUIEKC JOKYMEHTOB, COIPOBOXK/IAIOIINX IPOLIECC OL[CHKH

nepconana. .(I1K-3, ITK-2)

CocTaBbTe KOMIUIEKC JOKYMEHTOB, COMPOBOK/IAIOIINX MPOLIECC 00yUeHUs

nepconana. .(I1IK-5, TTK-2)

CocTtaBbTe KOMIUIEKC JOKYMEHTOB, COMPOBOXK/IAIOIINX MPOLIECC aanTaIliuu

nepconaina. .(I1K-6, ITK-2)

CoctaBbTe KOMIUIEKC JOKYMEHTOB, COMNPOBOXJIAIOMIMX  IPOLECC  CTAXKHUPOBKH
nepconana. .(I1K-6, ITK-2)

CoctaBbTe  KOMIUIEKC  JIOKYMEHTOB,  CONPOBOXKAAIOUIMX  INPOLECC  Pa3BUTHSA
niepconana.(I1K-2)

CocTaBbTe KOMIUIEKC JOKYMEHTOB, COINPOBOXKIAIOMIMX TpoLecC pa3paboTKH U
peanuzanuy KoprnopaTuBHOU connanbHoi nmonutuku. (I1K-9)

CocTaBbTe KOMIUIEKC IOKYMEHTOB, COMPOBOXK/IAIOIIMNA MPOLIECC CTUMYJIUPOBAHUS TPyAa
nepconana.(I1K-7, 8)



