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PABOYA A [TPOI'PAMMA JJTUCTIUTIJIMHBI
Kagposbliii yuer

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT

HampaBnenue noaroroBku / cneruaibHOCTh: 38.03.03 YnpasieHue nepconaiom
HanpasnenHocts (po¢uip) / crienuanu3anys: YnpasjeHue MepcoHaaoM OpraHu3anuu
®dopma 0O0ydeHHS: OUHASA

®akynpreT: P, IKOHOMHUYECKHUI PaKyJIbTeT

Kadenpa: Menem:kmenTa, Kadgenpa meHexxmenTa

Kypc: 3

Cemectp: 6

Y4eOusiii mnan Habopa 2018 rona

PaCHpe,Z[CJ'IeHI/IC paGoqero BpEMCHU

Ne Bunpl yueOHO# nesTebHOCTH 6 cemecTtp Bcero Ennaunner
1 Jlexnn 36 36 JacoB
2 JlaGoparopHble pabOThI 36 36 4acoB
3 Bcero aymuTopHbIX 3aHATHN 72 72 4acoB
4 CamocTosiTenbpHas padboTa 108 108 4acoB
5 Bcero (0e3 ax3aMeHa) 180 180 4acoB
6 IToxroroska u cmada sK3aMeHa 36 36 4acoB
7 OOGm1as Tpy10EMKOCTh 216 216 4acoB
6.0 6.0 3.E.

Ok3ameH: 6 cemecTp

Tomck
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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHll Ha 3aCCJaHuM Kil(i)ﬁ;[pbl
npotokosn Ne 2 oT « 18 » 2 2020 1
JINCT COI'TTACOBAHU A

Pabouas mporpamma AUCIUIUIMHBI COCTaBJICHA C y4eTOM TpeOoBaHUHU (enepaabHOTO Trocynap-
CTBEHHOTO 00pa3oBaTeNbHOTO cTaHaapTa Bhiciiero oopazoBanus (CPI'OC BO) no HampaBiieHHIO MOATO-
toBKH (cnenmanbHocTh) 38.03.03 Vhpasnenue nepconanom, yreepxkaennoro 14.12.2015 roga, paccmor-

peHa u omoOpeHa Ha 3acemaHuu Kadenpsl MeHEKMEHTa «  » 20 roma, IPOTOKOJ
No .

PazpaboTuuk:

JIOLICHT Kad). MCHEDKMEHTA A. B. boromoioBa

3aBenyronmii o0ecnieunBaromeii kad.
MenemxMeHTa M. A. Adonacoa

Pabouast mporpamMmMa IUCIMITIIMHBI COIIACOBaHa ¢ (DaKyIbTETOM U BBINTycKaroueil kadeapoii:

Hexan DO A. B. boromosnosa
3aBeAyIOIHi BRITYCKAIOIICH Kad.

MenemxmMeHTa M. A. AdonacoBa
OKCIIepTHI:

JlouieHT xadeapsl MeHeKMEHTa (Me-
HE/DKMEHTA) T. JI. CanHuKOBa

JloueHT kadeapsl MEHEKMEHTa (Me-
HE/DKMCHTA) K. H. AxcenoBa
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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
00ydeHHE CTYIEHTOB PEIICHUIO BOIIPOCOB OPraHU3alUHA CHCTEMBI JOKYMEHTAIIMOHHOTO o0ecrede-
HUS B cepe ynpaBlIeHUs] IEPCOHAIOM OpraHu3aluu, chOpMUPOBATh CUCTEMHOE MPEACTAaBICHUE 10 BO-
pocaM KaJpoBOTO JIEIOMPON3BOACTBA U MPAKTHUYECKOTO MPUMEHEHHUSI TpeOOBaHUI TPYJOBOTO 3aKOHO A -
TENbCTBA MO O(HOPMIICHHIO IOKYMEHTOB.

1.2. 3agaun IMCHMIIINHBI

—  JIaTh CTY/ICHTY ITyOOKHE U CUCTEMATU3UPOBAHHBIE 3HAHUS 00 OpTaHU3aIiy PaboThl KaapOBOMA
CITY>KOBI, HOpPMAaTUBAX YUCIEHHOCTH COTPYTHUKOB OT/ENa KaJIpOB;

—  paccMOTpeTh MpaBuia 0QOPMIICHHS YITPABICHYSCKUX JOKYMEHTOB, COCTaB PEKBU3UTOB JIOKY-
MEHTOB, TpeOOBaHUA K O(DOPMIICHHIO PEKBU3UTOB JIOKYMEHTOB;

—  paccMOTpeTh MPUMEPHI JOKYMEHTOB, PETIAMEHTUPYIOIINX yIpaBiICHHUE MEPCOHATIOM, TpaBUia
BHYTPEHHETO PacTopsiIKa, IITAaTHOE paclucaHue, JOHKHOCTHBIE HMHCTPYKIIUHU, TPYIOBOM 10TOBOD;

—  HAYYMTh CIyIIATeNsl OIICHUBAThH JESATENLHOCTh PA00OUNX KaJpoB, POPMHUPOBATH U XPAHUTH JI0-
KYMEHTBI KaJIpOBOM CITYKOBI.

2. MecTo nucuuiiuebl B cTpykrype OIIOII
Hucuumuinna «Kaapossiii yuer» (b1.5.22) otHocutes k 6moky 1 (6a3zoBas yacts).
[TpenmecTBYOUMMH IUCUUIUIMHAMH, (DOPMUPYIOLIUMH HayaJIbHbIE 3HAHUS, SBISIOTCS: JJOKyMeH-
TalMOHHOE o0ecreuyeHue ynpasieHus nepcoHanoM, Kagposoe mianupoBanue, OCHOBBI OpraHu3allul
Tpyna, TpyloBoe U rpak/IaHCKOE IIPaBo, YIPaBICHUE KAPbEPOU, YUET U aHAIIN3.
[Tocnenyromumy TucHUIUIMHAMU sBIsi0TCA: Oruiara Tpyaa NepcoHala, YIpaBlIEHUE IEPCOHATIOM
OpraHu3aluy, YIpaBIeHUE YEIOBEUECKUMH PECYPCAMHU.

3. TpeGoBanusi K pe3yJibTaTaM OCBOEHMS JUCUMIIIIMHbI

[Tporecc n3yueHus: AMCHUILIINHBI HAMpaBjieH Ha (JOPMUPOBAHUE CICAYIOMIUX KOMITETCHIIN:

— OIIK-2 3nanmem Kogekca 00 amMuUHHCTpaTHBHBIX NpaBoHapymeHusx Poccuiickoit denepa-
1IuH, YTOJIOBHOTO Kojiekca Poccuiickoii deaepariuu 1 MHBIX (eiepalibHbIX 3aKOHOB B YaCTH OTPECIICHUS
OTBETCTBEHHOCTH 3a HApYUIECHUS TPYIOBOTO 3aKOHOAATEIbCTBA M MHBIX aKTOB, COJICPKAIIUX HOPMBI TPY-
JIOBOrO MpaBa, ['paxxaanckoro koaekca Poccuiickorn denepauny B 4aCTU, OTHOCAILEUCS K EATENbHOCTH
KaJpOBOI CITy>KOBbI;

— IIK-12 3HaHueM OCHOB pa3paOOTKH M BHEAPEHHS KaAPOBOM M YIPaBIECHUYECKON JOKYMEHTA-
[[UU, ONTUMU3ALUN JOKYMEHTO000pOTa 1 cxeM (PYHKIIMOHAIBLHBIX B3aMMOCBSI3EH MEXTy MTOApa3IeIICHuUS -
MH, OCHOB pPa3paOOTKH M BHEIPECHUS MPOIEAYP PEryIMpOBaHUS TPYAOBBIX OTHOLIEHUH M COMPOBOXKAAIO-
el JOKYMEHTAallNH;

B pe3ynbraTe n3ydeHus TUCIUTLTAHBI 00yYaIOMUNACS TOJDKEH:

— 3HATh CHUCTEMbI JOKYMEHTAIMH, KIACCH(PUKAINIO JOKYMEHTOB KaJPOBOW CIIY>KOBI OpraHm3a-
IIMY, BUJIbI, HA3HAYEHHE U COCTaB KaIPOBOM IOKYMEHTAIIMW; TpeOOBaHMs 3akoHoIaTenbeTBa PD comepxa-
X HOPMBI TPYIOBOTO TIPaBa OTHOCSIIICHCS K IEATEIBHOCTH KaJAPOBOU CITYKOBI.

—  yMeThb pa3pabaTeiBaTh U 0POPMIISITE HOPMATHBHBIC TOKYMEHTHI KQAPOBOH CITY)KOBI OpraHHU3a-
IIUH, COCTABIIATh U O(POPMIISITH OPraHU3AIMOHHO - PACTIOPSAIUTEIBHBIC TOKYMEHTHI M JOKYMEHTHI, COTIPO-
BOXKAIOLIKE TPYAOBBIE POLECCHI, BECTH YUYET KaJAPOB; IPUMEHITh HOPMBbI TPYIOBOIO IpaBa U HOPMaTHUB-
HYI0 METOJMYECKYIO 0a3y B YaCTH, OTHOCSIICHCS K AEATEILHOCTH KaJIPOBOM CIYKOBI M KaJJpOBOTO JIEIIO-
MIPOMU3BOJICTBA.

—  BJIaJIeTh METOJaMU BEACHUS JCIIONPOU3BOJICTBA B KJIPOBOH CIIyk0€; TEXHOJOTHEH COCTaBIIe-
HUSL 1 OOPMIICHHUSI TOKyMEHTOB TI0 JTUYHOMY COCTaBY; MPABWJIAMH COCTABJICHHUS HOMEHKJIATYPHI €T U
MOATOTOBKU JOKYMEHTOB JUIsl XpPAaHEHUS B apXUBE; HABbIKAMU COCTABJICHUS KaJIPOBBIX IOKYMEHTOB C UC-
MOJIb30BAaHUEM KOMITBIOTEPHBIX TEXHOJIOTUH, 00pa0OTKH U XpaHEHUs JOKYMEHTOB B 3JIEKTPOHHOU (opme.

4. O6beM IMCUMIJIMHBI M BU/ABI Y4e0HOI padoThI
OO011ast TPYI0€MKOCTb JUCHUILUINHBI cOCTaBIseT 6.0 3aUeTHBIX eIMHMIIBI U IIPECTaBIeHa B TaOIu -
ue 4.1.
Tabmuna 4.1 — Tpy10eMKOCTh AUCITUILUIMHBI

Bunb! yueOHOI nesTeNbHOCTH Bcero yacos CemecTpsl
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6 cemecTp

AynuTtopHble 3aHATUSA (BCETO) 72 72
Jlexuun 36 36
JlabopaTtopHbie pabOThI 36 36
CamocTosiTenbpHas paboTa (Bcero) 108 108
OdopmiieHre 0T4ETOB 110 JTabOpPaTOPHBIM paboTam 44 44
[ToxaroroBka k maboparopHbsIM paboTam 32 32
IIpopaboTKa JTEeKIMOHHOTO MaTepuana 32 32
Bcero (0e3 ax3amena) 180 180
[ToaroroBka u ciava sK3aMeHa 36 36
OO01mas Tpy10eMKOCTb, 4 216 216
3avetHpie EnuHUITBI 6.0 6.0
5. Conep:xanne TUCUMILIIHHBI
5.1. Pa3zaenbl AMCHUIIMHBI U BUABI 3AHATHI
Paznensl AMCUMITITMHBL U BUABI 3aHATUI NPUBEICHBI B Tabmuie 5.1.
Tabauna 5.1 — Pa3aensl AMCHMIUIMHBI M BUJIBI 3aHATUN
Bcero
9acoB
Ha3Banus pa3nenoB TuCIUTTAHBI Jlek., u J1a6. Cam. (6e3 PopmmpyemIe
pab.,u | pab.,u KOMIICTCHITUU
9K3aMEH
a)
6 cemecTp
1 IIpenmer, 3agaun, CTPYKTypa, COAECPKAHNE 2 0 4 6 OIIK-2, IIK-12
Kypca.
2 CoBpemeHHas MpaBoBasi periaaMmeHTanus J10- 6 0 4 10 OIIK-2, I1K-12
KYMEHTHUPOBAHUS KaJJPOBO 1eATEIBHOCTH B
3aKOHOJATEIHLHBIX HOPMATHUBHBIX aKTaX
3 MecTo KaapoBOi CIY>KOBI B CHCTEME YITPaB- 6 8 22 36 OIIK-2, ITIK-12
JICHHSI TIEPCOHAJIOM. 3a71a4i KaJpPOBOU CITYXK-
OBl B TOKYMEHTAITMOHHOM 00€CTICUCHUH
yrpaBieHus nmepconanoM. [lonarue kaaposo-
O JIETIOTIPOU3BOJICTBA
4 O06muii cocTaB ¥ BUABI KaIPOBBIX JOKYMEH- 4 4 22 30 OIIK-2, I1K-12
ToB. CHcTeMa y4yeTa KaJIpOBBIX IOKYMEHTOB.
5 OyHKIMH CITYKOBI KQJAPOB IO IOKYMEHTH- 6 10 24 40 OIIK-2, T1K-12
POBAHUIO BMKECHHUSI IEPCOHANA U YUETy JTU4-
HOT'O COCTaBa
6 O6mme TpeOoBaHUS K COCTABICHUIO U 8 14 24 46  |OIIK-2, [IK-12
0(OPMIIEHHUIO JOKYMEHTOB yIPABJICHHUSL.
OcHOBHBIE JIOKYMEHTHI YIIPABJICHUS TIEPCOHA-
JIOM.
7 TpeboBanus Kk pa3paboTke u 0POPMICHHUIO 4 0 8 12 OIIK-2, I1K-12
TexHonorus yuyera u XpaHeHUs1 KaJpOBOM J10-
KYMEHTAIIHH.
Hroro 3a cemectp 36 36 108 180
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Hrtoro

36 36

108 180

5.2. Coaep:xanue pa3aejioB IUCHUILIUHBI (110 JTEKIIUSAM)

ConeprkaHue pa3aeinoB TUCIUIUTHH (TI0 JIEKIHUSAM ) IPUBEICHO B Tabimie 5.2.
Tabmuia 5.2 — Coneprkanue pa3faenoB JUCHUIUIAH (10 JICKIHSIM)

Haszeanus paznenos

ConeprxaHue pa3aesioB TUCIUTITUHBI (110
JICKITUSIM )

TpynoemkocTs,
q

dopmupyemblie
KOMIIETCHIIUU

6 cemecTp

1 Ilpenmer, 3amauu,

CTPYKTYpa,
COZIepXKaHue Kypca.

IIpenmer, 3agauu, CTPyKTypa, COAepKaHUE
Kypca. CBs3b C APYTUMH TACUUAIITIMHAMU:
JIOKYMEHTOBEJICHUE, OpraHU3alus U TEXHO-
JIOTHUS IOKYMEHTALIMOHHOTO 00ecreueHus
yIpaBJeHUs, TPYAOBOE, aAMUHUCTPATUBHOE
[IpaBo, YIPaBJICHUE MEPCOHATIOM, JOKYMEH-
TUPOBAHUE TPYIOBBIX MPABOOTHOIICHUN U

Ap.

Hroro

OIIK-2, [IK-12

2 CoBpeMeHHas
MpaBoBast
perjiaMeHTaIus
JOKYMEHTHPOBAHUS
KaJIpOBOU
JeSITETbHOCTH B
3aKOHO/IATEIbHBIX
HOPMATHBHBIX aKTaX

ITpaBoBas periameHTanus 1eATEIbHOCTU
Ci1y»kOBbl yrpaBJieHUs niepcoHaioM B Tpyzo-
BOM Kozekce Poccuiickon @enepanun. De-
JepayibHbIN 3aK0H Poccuiickon @enepannn
«O6 undopmaru, HPOPMAITMIOHHBIX TEX-
HOJIOTHUSIX U O 3aIIuTe HHpopMaIum» o padbo-
T€ C IEPCOHAIBLHBIMU JaHHBIMU, OTHECEHHBI-
MU K KaTeropuu KoH(uAeHIHaIbHOU nHpOP-
Maluu, 1 00 00s13aTeIbHOCTH JOKYMEHTUPO-
Banus. IlencuonHoe 3akoHOIaTeILCTBO. De-
JIEpAJIbHBIE 3aKOHBI O MOPSAJIKE JOKYMEHTH-
pOBaHUs TPYAOBBIX OTHOIIECHMN. YKa3bl [Ipe-
3HUJIEHTA, IocTaHoBieHus [IpaBurenscTBa
Poccuiickoit @enepanuu. HopmarusHbie
aKTBbl, COJIEpIKaIINEe HOPMBI TPYAOBOIO IIpa-
Ba, U3/1aHHbIE (peiepaJIbHBIMU OpraHaMH HC-
HOJHUTENIBHOM BiIacTU.AbO0M yHUDULIIPO-
BaHHBIX ()OPM MEPBUYHON yUETHOU JOKY-
MEHTALUU 110 TPYLY U €r0 OIUIaTE, MEXKOT-
pacieBble YKPYITHEHHbIE HOPMaTUBbI BpeMe-
HU Ha pabOThI IO KOMIUIEKTOBAHUIO U YUETY
KaJpOB, KBaJTU(PUKAUOHHbIE CIIPABOYHUKHU
JIOJDKHOCTEN PYKOBOJIUTENEH, CIIELIMAINCTOB
U JPYTHUX CIIyXallUX, a TAK)KE UHbIE HOpMa-
TUBHbIE, HOPMaTUBHO-METOANYECKUE AKThI U
HOpPMaTHBHO-CIIPABOYHBIE JOKYMEHTBI, IIPU-
MEHsIEMbIE B JICSITEIbHOCTH CIIY>KO yrpaniie-
Hus nepcoHaiom.Mcnonp3oBanue oduiepoc-
CHIMCKHX KJ1acCU(PHUKATOPOB TEXHUKO-3KOHO-
MHYECKON M COMAIbHON MH(MOpMAIUH KaI-
POBBIMHU CITY>KOaMH.

Hroro

OIIK-2, [IK-12

3 Mecto kaapoBoi
CIIy’KOBI B CUCTEME
YIIpaBICHUS

[TonsaTHE M OnpenesIeHUE IPOLIECCA I0KY-
MEHTAI[MOHHOTO 00eCTIeYeHHs YIIPaBICHUS
IIEPCOHAJIOM OpPraHU3alUU, POJIb JOKYMEH-

OIIK-2, [IK-12

CornacoBaHa Ha noptane Ne 48997




NEPCOHANIOM. 3aJauu
KaJpOBOM CIyXOBbI B
JOKYMEHTAIIMIOHHOM
obecrieueHnn
YIPABICHUS
nepcoHanom. [Tonsitue
KaJIpOBOTO
JIEJIONPOU3BO/ICTBA

TOB B YIIPABJIEHYECKOMN Aes-
TeNnbHOCTU.PernaMenTanus AeaTeIbHOCTH
CJIY>KOBI B MOJIOKEHUU O CTPYKTYPHOM
nojapazaeneHnd. OCHOBHBIE (PYHKIHH CITYK-
05l 110 paboTe ¢ nepcoHaIoM. J[Be OCHOBHBIE
(GYHKIIUHM KaJpoBO CITY>KObI: yIpaBJiIeHUE
HepCOHAJIOM U 0OpPMIIEHHE TPYAOBBIX OTHO-
nieHuid. Porb 1 3aaun kKagpoBoil ciykObl B
cucTteMme ymnpasiieHus nepconainom. Iloxpas-
JielIeHUs KaJipoBoi ciy>k0b1. Kanpossie fo-
KYMEHTBI KaK COLIMAJILHO 3HAYMMBIE JOKY-
MEHTBI OpraHU3al1H, PETYIUPYIOIINE TPYIO-
BBIC IPAaBOOTHOILLIEHHUS.

Hroro

4 O0uuii cocTaB U
BH/IBI KaJIPOBBIX
JToKyMeHTOB. Cucrema
ydeTa KaJpOBbIX
JIOKYMEHTOB.

Enunsiii nopsiiok oopMiIeHUs TPYIOBBIX
MPABOOTHOIICHUH (YHU(DUIIUPOBAHHBIE CH-
CTEMBI IEPBUYHOM YUETHOMN TOKyMEHTALIUN).
Bunbr kaapoBhIX TOKYMEHTOB (TPYIOBOM J10-
TOBOD, TPY/JI0Basi KHWKKA U BKJIAJbIII K HEH,
MIpUKa3bl O IpUeMe, MePeBO/JIE, YBOJIbHEHUH,
HOOILPEHUH, TpauK OTIYCKOB U Ap.). Dop-
MBI yueTa. Peructpaius kKapoBbIX pactiopsi-
JTUTENBHBIX JOKYMEHTOB B 3aBUCUMOCTH OT
CPOKOB XpaHEHHUSI.

Hroro

OIIK-2, [IK-12

5 OyHKIHUA CITYKOBI
KajpoB TI0
JOKYMEHTHPOBAHHUIO
JBUKCHUS TTEPCOHANA U
YUYETY JINYHOTO COCTaBa

3HayeHue TUIAaHUPOBAHUS TPYAOBBIX PECyp-
COB JIJISl KOMIUICKTOBAHUS OPTaHU3aINA KaI-
pamu. OlieHKa UMEIOUINXCS TPYJIOBBIX pe-
CypCOB U OyIyImuX NOTpeOHOCTEN B KaJipax.
VYyactue ciyx0bl epcoHana B MOATOTOBKE
MIEPCIIEKTUBHBIX U TPYJIOBBIX IJIAHOB IO TPY-
Iy U KagpaM. M3yuenue nBM>KeHUS U MPH-
YUH TeKY4YEeCTH KaJIpOB, pa3paboTka Mepo-
MPUSTUN IO UX YCTPAHEHUI0.3a1a4uu CITyXK-
OBl yIpaBJIeHUs [IEPCOHAIOM 1O o0ecreye-
HUIO JAESITENTFHOCTH KaJIpOB, KAPHEPHOTO PO-
cta nepconana. [loaroroBka pesepsa amst
BBI/IBIDKEHUS paboTHUKOB. VccnenoBanue
pbIHKa padoueii cuibl. OTOOp nepcoHaa.
I{emu or6opa. OreHka cmocoOHOCTEH U KBa-
TUQPUKAITUN TIPETEHICHTOB. AHAIN3 JOKY-
MEHTOB. 3HaYeHHe co0eceJ0BaHuUs C TPEeTeH-
JIeHTaMU JUIsl 0TOOpa KaJapoB. YCTaHOBIICHHE
UCIIBITATENILHOTO CPOKa MPH MpUeMe Ha pa-
oory.

Hroro

OIIK-2, IIK-12

6 Obmue TpeboBaHMs K
COCTAaBJICHUIO B

0o opMIIEHHUTO
JOKYMEHTOB
ynpaBJ’IeHI/IH.
OcHOBHBIE TOKYMEHTHI

OdopmiieHre opraHn3aluOHHO-PACTIOPS AN -
TENbHON JOKYMEHTALMU C IPUMEHEHUEM
I'OCT P 6.30 — 2003. 13yuyenue TpeboBaHuit
K opopmiieHuIo pekBu3UTOB. brianku, dhop-
MBI, 00pa3ibl TOKyMeHTOB.CTpyKTypa KaJi-
POBOI HHPOPMALIMOHHO-JOKYMEHTAI[HOHHON

OIIK-2, IIK-12
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yIpaBJICHUS cuctembl. HopmaTtuBHas 1 HOpMaTUBHO-
MIEPCOHAJIOM. cripaBoyHas nokyMeHrauus.l LinanoBas kan-
poBas nokyMeHTalus. Opranu3aioHHO-
npaBoBas JokymeHTauus.IlepconanbHas g0-
KyMeHTanus. JloroBopHasi JOKyMeHTaIlHsI.
PacniopsgurensHas JOKyMeHTaLMs. Y YeTHas
KaJapoBas JoKyMeHTauus. JlJokymeHTanus mo
y4eTy pabodero BpeMEeHH U pacyeToB ¢ Iep-
coHanoM.OTyeTHasi 1 OTYETHO-CIIPABOYHAS

JIOKYMEHTAIHSI.
Hroro

7 TpeboBanus K HopmaTtuBHOE 3aKkperuieHue npaBoBOro cTa- 4 OIIK-2, TTIK-12

paspaboTke u Tyca U BUJOB paboT cIy>KObI YIIpaBJICHUS

0 OpMIIEHHUTO MIEPCOHAJIOM B TIOJIOKEHUHU O CITYk0e 1

TexHonorust yaera v | JOIDKHOCTHBIX MHCTPYKIUSX. B3aumoneii-

XpaHEHUs KaJpOBOU CTBHE CITY>KOBI C IPYTUMHU CTPYKTYPHBIMHU

JOKYMEHTAIIHH. OpTraHU3aIMsIMH B XOJI€ BBHITIOTHEHUS €€ 3a-

nad 1 QyHKUud. MHCTpYKIUS 1o Aenonpoun3-
BOJICTBY KaJJpOBOM CITy>ObI: CTPYKTypa J0-
KyMEHTA U aCHeKThl OpraHU3aIl[MOHHOM pe-
IJIAMEHTAIMU. 3aKperieHne B MHCTPYKIUH
JIeSATeTLHOCTH PAaOOTHUKOB KaJAPOBOM CITYXK-
Obl, MPUMEHsAEMON TIPU TPAJAULIMOHHON WIIH
AaBTOMAaTU3UPOBAHHOW TEXHOJIOTHUU 00pa-
OOTKHM 1 XpaHEHHUs IEPCOHAIBHBIX TaHHBIX.
CoBpeMeHHbIE TPOrpaMMHbIE TPOAYKTHI, UC-
NOJIb3yeMBbIE JUIsl JOKYMEHTUPOBAHUS Jesi-
TEJIBHOCTHU KaAPOBOU CIyKObI U paboThI C
JIOKYMEHTaMH T10 TMYHOMY cOocTaBy. ba3bl
JaHHBIX 10 niepcoHaiy. Pabora ¢ mocerure-
JSIMM B KaJpOBOH ciyx0e.

Hroro 4

Hroro 3a cemectp 36

5.3. Paznenbl AMCHUILIMHBI U MEKIUCIMIUIMHAPHBbIE CBSI3H ¢ 00ecneYnBAKIIMMH (TpeabIy IUMH)
U obecneynBaeMbIMU (NMOCJAEYIONIUMH) TUCHUIIMHAMUA
Paziensl AUCIIUTUIMHBI M MEKIUCITUTUIMHAPHBIC CBS3H C 00€CTICUMBAOIIMME (MTPEABIAYIIMMA) H
obecrnieunBaeMbIMU (TTOCJIEIYIONUMHI ) AUCITUTUIMHAME TPEJICTABIEHBI B TabmuIe 5.3.
Tabmua 5.3 — Pa3aenbl AMCHMIUIMHBI U MEXIUCITUIUIMHAPHBIE CBS3H

Ne pa3aciioB JIaHHOM AUCHUIUIMHBI, JJIST KOTOPBIX HGO6X0,[[I/IMO

HayMeHOBaHME TUCLUILIHH U3ydeHre o0ecreurBarouX U 00eCeYnBaeMbIX JUCIUILIUH
1 2 3 4 5 6 7
[IpenmmecTByrome AUCHUTUIHHbI
1 JlokymeHTaIimoHHOE 00eCTIeYeHHE n 4 n n . N N
yIpaBIeHHsI IEPCOHATIOM
2 KaznpoBoe 1iaHupOBaHUE + + +
3 OCHOBBI OpraHU3aIK Tpyia +
4 TpyoBo€ U IpakIaHCKOE TIPaBO + + + + +
5 VnpaBnenue kappepoi +
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6 Yuer u aHanus + + + + + + +
[Tocnenyromue TUCHUIIITUHBL

1 Omnara Tpyzna nepcosnana + + +

2 YnpapiieHHe IEPCOHATIOM OpraHu- . n . n

3allin

3 VhpaBneHue 4eT0BEYECKUMHU pe-

cypcamu

+ +

+

5.4. CooTBeTcTBHE KOMIIETEHIIMIA, (OPMHUPYEMBIX PH U3yYeHUH TUCHHUILUIMHBI, U BUA0B 3aHATHI
CooTBeTCTBHE KOMIIETCHIIMH, (HDOPMUPYEMBIX TPH HM3yYCHUHW AWCIMILIMHBI, W BHJOB 3aHATHU
MIPEICTAaBJICHO B Tabmuiie 5.4.
Tabnuna 5.4 — CoOTBETCTBHUE KOMITETEHIIUM, (POPMUPYEMBIX MIPU U3YUECHUU TUCUUILTAHBI, U BUJOB 3aHS -

TUU
KoMmrerenmu Bunel 3ansaTuii
@DOpMBI KOHTPOJIA
u Jlek. JIab. pab. Cam. pa6.
OIIK-2 + + + Ox3amen, OTder 1o J1adboparop-
HO# paboTe, Onpoc Ha 3aHATHSIX,
Tect
IK-12 + + + Ox3ameH, OT4er mo nmadoparop-
HO paboTe, Onpoc Ha 3aHATHSIX,
Tect

6. UHTepakTUBHBIEC MeTOAbI U (JOPMBI OPraHu3anMu 00yYeHUs
He npenycmorpeno PVYII.

HaumeHnoBanue nabopaTopHbIXx paboT npuBeaeHo B Tabmwuie 7.1.

7. JlabopaTtopHbie padoThl

Tabmuua 7.1 — HaumeHoBaHue 1a00paTOpHBIX padboT

KaJIpoB I10
JIOKYMEHTUPOBAHUIO

norosop).OdopmieHue nepesoja. Y uer, Beje-
HUE, XpaHEeHHe TpynoBbIX KHIKeK.[ITaTHOE

Tpymoemkocts, | DopMupyemelie
HasBanwust paznenon HaumenoBanue 1abopaTtopHbIX padoT Py PMHPY
q KOMITETEHITUN
6 cemecTp

3 Mecto kaapoBoi Onwucanve GyHKIUH CIIy)KOBI 110 padboTe ¢ 8 OIIK-2, IIK-12
CIIy>KOBI B CUCTEME nepcoHanoM. OOuIHe MoJI0KEHUs 0 KaJpOoBOil
yIIpaBICHHS ciryk0e 1Mo paboTe ¢ MepCcoHaIOM B OpraHH-
nepcoHasiom. 3agaun | 3anuu.Pa3zpaboTka opraHM3alMOHHON CTPYK-
KaJpoOBOH CITy’KOBI B | Typa OT/IeNa 1Mo padoTe C MePCOHAIOM.
JOKYMCHTALMOHHOM | pr o 8
obecrieueHuu
yIpaBJICHUS
nepcoHasioM. [louarue
KaJpoBOTO
JIEJIONPOU3BOJICTBA
4 OO0mwmii coctaB 1 Komriekcsl kaapoBoii TOKYMEHTAIlUU B Op- 4 OIIK-2, TTIK-12
BUJIBI KaJJPOBBIX TaHU3AIIH.
TOKyMeHTOB. Cucrema Wroro 4
yudeTa KaJpOBBIX
JIOKYMEHTOB.
5 @yHKIMH CITYXKObI Odopmienue nmprema Ha paboTy (TpynoBOH 10 OIIK-2, TIK-12
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JIBVDKEHHS TIEPCOHATIA | pacTIHCaHUe.
U Y4eTy JITYHOTO Vitoro 10

cocraBa

6 O6mme TpeboBanus | [lopsgok opopMIICHUS U PETUCTPALIUN TIPHU- 14 OIIK-2, I1IK-12
K COCTaBJICHUIO U Ka30B. DOPMBI MPUKA30B O JTUYHOMY COCTa-

o opMIIEHUTIO By.IlepBuuHbIe yueTHbIE TOKyMeHTHI. [Ipons-

JIOKYMEHTOB BOJTHBIE (BTOPHYHBIC) YUETHBIE IOKYMEH-

yIpaBICHHUS. ThL. YHU(DUIIUPOBAHHBIE (DOPMBI IOKYMEHTOB

OCHOBHBIE JIOKYMEHTHI | JUTsI yueTa pabodero BpeMEeHU U pacueTa 3a-

yIIpaBICHHUS pabOTHOM TUTATHI.

TICPCOHAJIOM. Vitoro 14

Hroro 3a cemectp 36

8. IIpakTHyeckue 3aHATUSA (CEMUHAPDHI)
He nmpenycmorpeno PVYII

9. CamocrosiTesibHasi padoTa
Bunsl camocTosiTenbHOM paboThI, TPYAOEMKOCTh U (hOpMUpPYEMbIe KOMIIETCHIIUU MTPEICTABICHHI B

tabmune 9.1.
Tabmuia 9.1 — Bugbl caMOCTOSTEIbHOM paboThl, TPYAOEMKOCTh M (HOPMUPYEMbIE KOMIETECHIHH
Bunsl camocrostensHol | TpynoemMkocTs, | PopMupyemMsie
HasBanus pasnenos A Py ’ PMHDPY DOpMBI KOHTPOJIA
paboThI q KOMITETEHIIUU
6 cemecTp

1 lpenmer, 3agaun, |[IpopaboTka JIEKIHOHHO- 4 OIIK-2, [IK-12 |Onpoc Ha 3aHATHSX,
CTPYKTYpa, ro Marepuayia TecT, Dx3ameH
coziepKaHue Kypea. | pr. oo

2 CoBpemeHHast ITpopaboTKa JEeKIIMOHHO- OIIK-2, [IK-12 |Onpoc Ha 3aHATHSX,
IpaBoBast ro Marepuana Tect, Ox3amen
pernaMeHTaIus Virtoro 4

JIOKYMEHTHPOBAHUS

KaJIpOBOM

JESITEIbHOCTH B

3aKOHOJATEIbHBIX

HOPMaTHUBHBIX aKTax

3 Mecro kagpoBoii | [IpopaboTka JTeKIIMOHHO- 4 OIIK-2, [1K-12 | Omnpoc Ha 3aHATHUSAX,
CIIy>kOBbI B CUCTEME | TO MaTepuana Otuer no nabopa-
YHpaBIICHHA [Toaroroska k aboparop- 8 ,TFOP Hog pabore,
MEPCOHANOM. | i haGoTam ecT, DK3aMeH
3aaun KaapoBoOu

CIIyXOBI B OdopmiteHne 0T4ETOB TIO 10

JIOKYMEHTAIIHOHHOM nabopatopHbeIM paboTam

obecrnieueHuu Htoro 22

yIpaBICHUS

HEPCOHAJIOM.

[TonsiTue kaxpoBOroO

JIeJIONPOU3BOICTBA

4 O6umii coctaB u | [IpopaboTka ITeKIIMOHHO- 4 OIIK-2, [1K-12 |Onpoc Ha 3aHATHUSAX,
BUIbI KaJPOBBIX ro Marepuana Otuer no nabopa-

KYMEHTOB. TOPHOM paboT

AOKYMEHTO [ToaroroBka k nmaboparop- 8 opHot pabore,

Cucrema yyera

HBIM paboTam

TecTt, Ok3aMeH
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KaJIpOBBIX OdopmiteHre 0TYETOB TIO 10
JTIOKYMEHTOB. nabopaTtopHbIM paboTam

Hroro 22
5 ®ynkumu cyx0s | [IpopaboTka JeKIIMOHHO- 4 OIIK-2, ITK-12 |Onpoc Ha 3aHATHAX,
KaJpoB 10 ro Marepuana Otuer no nabopa-
AOKYMEHTHPOBAHUIO | [1,1vropica K raGopaTop- 8 Tfopﬁog pabore,
JIBUKCHUS HBIM PAGOTAM ecT, DK3aMeH
NepcoHaia U yueTy
JTHYHOTO COCTaRa OdopmieHne 0T4ETOB IO 12

nmabopaTtopHbIM paboTam

Hroro 24
6 OOmue [TpopaboTka JIEKITMOHHO- 4 OIIK-2, TIK-12 |Omnpoc Ha 3aHATHSAX,
TpeOOBaHUS K ro Marepuana Otuer no nabopa-
COCTAaBIICHUIO U ToAroToBKa K JAGOpaTop- 8 Tfopﬁog pabore,
oopmiIeHnIO HBIM PAGOTAM ecT, JK3aMeH
JIOKYMEHTOB
YIIPaBICHHS. OdopmieHne 0T4ETOB IO 12
OCHOBHEIE nabopaTopHBIM paboTam
AOKYMCHTBI Htoro 24
yIIPaBICHUS
MIEPCOHATIOM.
7 TpeGoBanus k [IpopaboTka JIEeKITMOHHO- 8 OIIK-2, I1K-12 |Ompoc Ha 3aHATHSAX,
pa3paboTke u ro Marepuana Tect, Dx3ameH
0 OpMIIEHHUIO Wroro 8
TexHonorus y4yera
Y XpaHCHUS
KaJpOBOU
JOKYMEHTAIHH.
Hroro 3a cemectp 108

ITonroroska u cgada dK- 36 DOK3aMeH

3aMeHa
Hroro 144

10. KypcoBoii nmpoekT / KypcoBasi padota
He npenycmorpeno PVYII.

11. PeiiTuHroBasi cucreMa JJisi OLlEHKHU YCIIeBA€eMOCTH 00y4aroumuxcsi

11.1. baajbHbIe OLEHKH JJIS 3JIeMEHTOB KOHTPOJISI

Tabmuua 11.1 — banipHbIE OLIEHKH TSI JIEMEHTOB KOHTPOJISI

. . MaxkcuMabHbII
. MaxkcuManbHbIN MaxkcumMalbHBIN
DneMeHThl yueOHOit 0as 3a mepuo Bcero 3a
6amn Ha 1-yto KT ¢ | 0ami 3a nepuoa
JESITENbHOCTH mexny 2KT u Ha cemMecTp
Hayana ceMectpa | mexnay 1KT u 2KT
KOHEI| cemecTpa
6 cemecTp
Omnpoc Ha 3aHATHAX 5 5 5 15
OTuet no nabopaTopHOii 16 24 40
pabore
Tect 15 15
Hrtoro makcumyM 3a nepu- 5 21 44 70
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on

DK3aMeH 30

Hapacraromum ntorom 5 26 70 100

11.2. Ilepecyer 0a/1710B B OLICHKH 32 KOHTPOJIbHbIE TOYKH
[TepecueT OanoB B OLIGHKH 32 KOHTPOJIbHBIE TOUKH MIPE/ICTaBiIeH B Tabmuie 11.2.
Tabmuma 11.2 — Ilepecuer 6aJU10B B OIICHKH 32 KOHTPOJIbHBIE TOUKH

Banibl Ha 1aTy KOHTPOJIBHON TOYKH OneHka

> 90% ot MakcuManbHOU cyMMBbI OamioB Ha gaty KT 5

Ot 70% 1o 89% ot MakcuMaIbHOM cyMMbl OaisioB Ha naty KT

4
Ot 60% 110 69% oT MakcuMaIbLHOM CyMMBI OaiToB Ha aaty KT 3
2

< 60% oT MakcuMaabHOU cyMMbI OauioB Ha naty KT

11.3. IlepecyeTr cyMMBbI 02/1710B B TPAAULHOHHYIO M MEKITYHAPOIHYIO OLCHKY

[TepecueT cymmbl 6a/JIOB B TPAAULIMOHHYIO U MEXIYHAPOIHYIO OLIEHKY MpEACTaBiIeH B TaOiule
11.3.

Tabmuma 11.3 — Ilepecuer cymMmbl 6aJUTOB B TPAAUITMOHHYIO M MEXKTYHAPOJIHYIO OIICHKY

Urorosas cymma 6aiisos,

Onenka (I'OC) YYMTBHIBAET YCIEIIHO CAAHHBIN Onenka (ECTS)

9K3aMeH

5 (OTIMYHO) (3a4TEHO) 90 -100 A (0TIIMYHO)
85 -89 B (ouenb xoporiiio)

4 (xopomio) (3a4TeHO) 75 - 84 C (xopor1wo)
10-74 D (ynoBnerBopuTeIbHO)
65 - 69

3 (yZIOBJIETBOPUTENBHHO) (3aYTEHO) 60 - 64 P ———
2 (seynOBICTBOPHTENSHO) (HE Hwxe 60 6ammos F (HeynoBneTBOpHUTEIHHO)

3a4TEHO)

12. Y4yeOHO-MeTOAN4YecKOe M HHGOPMALMOHHOE o0ecreyeHre JUCHMIITTHHbI

12.1. OcHoBHas1 JuTEpaTypa
1. Abynanze, . I'. JlokyMeHTalMOHHOE OoOecleyeHne yIpaBiIeHUsI IEPCOHAIOM [DNeKTPOHHBIN
pecypc]: yueOHuk u mpaktukym s By30B / JI. I. AGynanze, U. b. Bempspkkuna, B. M. MacnoBa. —
Mockaa : U3narensctBo FOpaiit, 2020. — 299 c. — (Bricmiee obpazoBanue). — ISBN 978-5-534-00875-
3. — Tekcrt : anekrponnsiii / DBC FOpaiit [caiiT]. — noctyn u3 nuyHoro kabunera ctyaeHta URL: —
Pexxum moctyna: https://urait.ru/bcode/450813 (nata obpamenus: 11.05.2020).

12.2. lonostHUTEILHAS JIATEPATypa
1. IlaBmomckas, O. IO. IIpaBoBoe oOecrieueHue KaapoBOTO JCIOMPOU3BOACTBA [DIEKTPOHHBIM
pecypc]: yuebnoe nocodue mis By3oB / O. 0. TTaBnoBckas. — Mocksa : M3garensctBo FOpaiit, 2020. —
213 ¢. — (Boicmee obpaszoBanue). — ISBN 978-5-534-11565-9. — Tekcrt : anekrponusiii // 9bC HOpaiit
[caiiT]. — URL: — Pesxxum moctyna: https://urait.ru/bcode/457107 (nata oopamenwus: 11.05.2020).
2. Kansanos, I'. H. KorcantuHr [ DneKTpoHHBIN pecypc]: oT Ou3HEC-CTpaTeruy K KOpIIOpaTUBHOM

UH(OpPMaMOHHO-yTIpaBisitoniei cucreme : yueOnuk / I'. H. KansnoB. — 2-e uzza. gononn. — Mocksa :
lopstuast muaus-Tenekom, 2016. — 210 c¢. — ISBN 978-5-9912-0174-2. — TekcT : 31eKTPOHHBINA //
Jlanp : AIIEKTPOHHO-OMOIMOTEYHAsE ~ CHUCTEMa. —  URL: —  Pexum  pocryma:

https://e.lanbook.com/book/94627 (nata ob6pamenus: 11.05.2020).
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12.3. YueOHO-MeTOAHYECKHE MTOCOOUHA

12.3.1. O0s3aTenbHbIC y4eOHO-METOAMYECKHE TOCOOHS

1. Ky3nenos, U. H. JlokymeHnTammonsoe odecrieueHue ymnpasieHus. JJokyMeHTo000pOT U J1e710-
IPOM3BOJCTBO [DNIEKTPOHHBIN pecypc]: yueOHuk u npaktukyM s By3oB / M. H. Ky3neuoB. — 3-e u3n.,
nepepad. u mon. — Mocksa : U3narensctBo HOpaiit, 2020. — 461 c¢. — (Bricmiee obpa3oBanme). —
ISBN 978-5-534-04275-7. — Texcr : anextponnslii / 3bC FOpaliT [caliT]. — m0CTyn U3 IMYHOTO Kabu -
Hera crynerata URL: — Pexxum noctyma: https://urait.ru/bcode/449769 (nara obpamenus: 11.05.2020).

2. boromoinoBa, A. B. KanpoBblil yueT [DneKTpoHHBIN pecypc|: Meronudeckue ykazaHus 10 Op-
raHU3aIMK JJa0OPATOPHBIX 3aHITHI U CAMOCTOSTEIBHON paboThl [DnekTpoHHbIi pecypc] / A. B. boromo-
aoBa. — Tomck: TYCVYP, 2018. — 25 c. — Pexum noctyna: https://edu.tusur.ru/publications/8459 (narta
obpamenus: 11.05.2020).

12.3.2. Y4yeOHO-MeTOAMYECKHE OCOOUS ISl JIUI] C OTPAHUYEHHBIMH BO3MOKHOCTSIMU 310POBbS U
HHBAJINI0B

Y4eOHO-METOIMYECKIE MaTepUaIbl IJIs CAMOCTOSTEIFHOU M ayTUTOPHON pabOThl 00YJarOITUXCS
U3 YHCTia JIUI ¢ OTPAHMYEHHBIMA BO3MOYKHOCTSIMU 3JIOPOBBSI U WHBAIHJIOB MPEAOCTABISAIOTCS B PopMax,
aJlaNTUPOBAHHBIX K OTPAHUYCHHAM UX 37I0POBBS U BOCIIPHUATHS HH(DOPMAITHH.

Jlis1 i1 ¢ HApyIIeHUSIMU 3PeHust:

- B (hopMe IIEKTPOHHOTO JIOKYMEHTA;

- B IeYaTHOW (hopMe YBEITMUEHHBIM MIPUGTOM.

JlJis1 U1 ¢ HAPYIIEHUSIMHU CJIyXa:

- B (popMe DIIEKTPOHHOTO IOKYMEHTA;

- B Ie4yaTHoOU opme.

Jlais1 NI ¢ HAPYIIeHUSIMU OTIOPHO-ABUIaTeIbLHOTO aNnapara:

- B (hopMe AIIEKTPOHHOTO TIOKYMEHTA;

- B Ie4aTHoOU (opme.

12.4. IIpodeccuonanibHbie 0a3bl JAHHBIX U MH(POPMANMOHHDBIE CIIPABOYHbIE CHCTEMBI
1. http://www.elibrary.ru/

2. http://www.consultant.ru/

3. http://www.kadrovik.ru

4. http://www.pro-personal.ru/

13. MaTtepuaibHO-TEXHMYECKOE O0ecneyeHue JUCIUILJIMHBI U TPpedyeMoe MPorpaMMHoe
o0ecreueHue

13.1. O6uue TpedGOBaHUA K MATEPHAJIBHO-TEXHHYECKOMY H IIPOIPAMMHOMY 00€eCIIeYCHH IO
AUCHHUTIMHBI

13.1.1. MaTepuaJIbHO-TeXHHUYECKOE U POrPAMMHOE o0ecneyeHue sl JIEKIIMOHHBIX 3aHATHH
Jlyist ipoBeieHus 3aHATUH JICKITMOHHOTO TUTIA, TPYIIIIOBBIX M MHIWBUYyaTbHBIX KOHCYJIBTALIUH, TE€-
KYILIETO0 KOHTPOJIS ¥ MMPOMEXYTOYHON aTTEeCTAllMU UCIIONb3YeTCsl yueOHasi ayTuTOpHUs ¢ KOJMUYECTBOM TO-
CaJIOUHBIX MECT He MeHee 22-24, obopynoBaHHAsl JOCKOW M CTaHAAPTHOM yueOHOH mebenbio. MMerorcs
JIEMOHCTPAIIMOHHOE 000PYIOBAaHUE U YU4eOHO-HATIIAIHBIE TTOCOOMsI, 00€CTIEUNBAIOIINE TEMATHUECCKUE HJI-
JIOCTPAIMHU TI0 JIEKIIMOHHBIM pa3ielaM TUCIUTUINHEI.

13.1.2. MaTepuaJbHO-TEXHHUYECKOE H MPOrPAMMHOE obecreveHne IS JI1adopaTOPHbIX padoT

Brruncnurtensnas naboparopus / KomnbroTepHsIii kitacc

yueOHas ayIuTOpHsl 1715l IPOBEACHUSI 3aHATHI MPAaKTUYECKOro TUIa, ydeOHas ayauTopus Ui Mpo-
BEJICHUS 3aHITHIA 1a00OpaTOPHOTO THUMA

634045, Tomckast obmactsb, T. Tomck, yi. KpacHoapmetickast, 1. 146, 505 ayn.

Ornucanue UMeIerocs 000pyI0BaHUS:

- [I1IBM DX6100M (9 mir.);

- [I3BM INTEL CORE 2 DUO (6 mt.);

- MaranTHO-MapKepHas T0CKa;

- Kommnekr cnenuanuzupoBanHoi yueOHo# mebenu;
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- PaGouee mecto mpenogaBarens.
[TporpamMHOe obecrieueHue:

— FoxitReader

— Google Chrome

— Microsoft Windows 7 Pro

— Mozilla Firefox

— OpenOftice

— Koncynprant [lmroc

13.1.3. MarepuajibHO-TeXHUYECKOE U MIPOrPaMMHoOe o0ecrneuyeHue 1Jisl CAMOCTOSATeIbHOI padoThI
Jiiss caMoCTOsTENbHON pabOThl UCTIONB3YIOTCS y4eOHBIE ayAUTOPHH (KOMITBIOTEPHBIE KIIACCHI),
PacIOJIOKEHHBIE TI0 aJIpecaM:
- 634050, Tomckast o6macTs, r. Tomck, Jlennna npocnexr, a. 40, 233 ayn.;
- 634045, Tomckas obmacTs, T. Tomck, yin. KpacHoapmeiickas, 1. 146, 201 ayn.;
- 634034, Tomckast 06nacTh, r. Tomck, Bepmmnuna ynuua, 1. 47, 126 ayn.;
- 634034, Tomckast obmacTh, T. Tomck, Bepmmanna ymuna, 1. 74, 207 aya.

CocTtaB 000py/IOBaHUSA:

- yueOHast mebenb;

- komneroTepsl kinacca He Hke [IDBM INTEL Celeron D336 2.81'Tw. - 5 miT.;

- KOMOBIOTEPHI MOJIKIIOUYCHBI K ceTu «/HTepHeT» U 00eCreYnBarOT JOCTYI B AJIEKTPOHHYIO HH-
(hopMalOHHO-00pa30BaTEIbHYIO Cpely YHUBEPCUTETA.

[Tepedens mporpaMMHOTO 00ECIICUCHUS:

- Microsoft Windows;

- OpenOftice;

- Kaspersky Endpoint Security 10 s Windows;
- 7-Zip;

- Google Chrome.

13.2. MaTepuaibHoO-TeXHHYecKoe o0ecniedeHne TUCHMIIIMHBI VIS JIMIL[ C OFPAHMYeHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

OcBoeHHE NUCHMIUIMHBI JUIIAMHA C OTPaHUYEHHBIMH BO3MOKHOCTSIMH 3/I0POBbSI U WHBAIWIAMHU
OCYILECTBIISIETCS C UCIIOIb30BAHUEM CPEIACTB 00ydeHHs OOIIEro U CHEelMaIbHOI0 Ha3HAUYeHUS.

[Tpu 3aHATHAX ¢ O0YYAIOUIMMHUCS ¢ HAPYIIEHUAMH CJIyXa MPEyCMOTPEHO UCIIOJIb30BaHUE 3BYKO-
YCUJIMBAIOLLEH anmapaTypbl, MyJIbTUMEIUNHBIX CPEICTB U JPYTUX TEXHUYECKUX CPEACTB IIpUeMa/mepena-
4yi y4yeOHOM nH(pOPMALIUU B TOCTYIHBIX (PopMax, MOOMIIBHOM CUCTEMBI MTPETIOaBaHus il 00YJatOLTHXCSI
C MHBAJIUAHOCTbIO, IOPTATUBHOM MHIYKIIMOHHOHN CHCTEMBbl. YueOHas aynuTOpHus, B KOTOPOH 3aHUMAIOTCS
oOydaroryecsi ¢ HapylIEeHHEM ClIyXa, 00OpYy/I0BaHA KOMITBIOTEPHOW TEXHHMKOM, ayAMOTEXHUKOH, BUIEO-
TEXHUKOMU, FJICKTPOHHOM JTOCKOH, MYJIbTUMEIUMHON CUCTEMOM.

[Tpu 3aHATUAX ¢ OOYUYAIOLIMMUCS ¢ HAPYLIEHUSIMU 3PEHUSAMM IIPETYCMOTPEHO HUCIIOJIb30BAaHUE B
JIEKIIMOHHBIX U YYEOHBIX ayAUTOPHUAX BO3MOKHOCTH IPOCMOTPA YAAJIEHHBIX 0OBEKTOB (HAIIpUMeEp, TEKCTa
Ha JIOCKE WM CJIaiijia Ha SKpaHe) P MOMOIIH BUACOYBEINIUTEIEH A1 KOM(POPTHOTO IPOCMOTPA.

[Tpu 3aHATHAX ¢ O0YYarOUIMMUCS ¢ HAPYLIEHUSIMM ONOPHO-ABUIaTeJbHOI0 ANNAPATA HCIOJIb-
3YIOTCS aJbTEPHATUBHBIE YCTPOHCTBA BBO/IA HH(OPMAIIMHK U IPYTHE TEXHUUECKUE CPENICTBA ITpreMa/epe-
Jau yuyeOHOM MHpOpMaluu B AJOCTYIHBIX (opMax, MOOMIIBHOW CHCTEMbl OOy4eHUs JUIs JIOAEH ¢ UHBaA-
JIUTHOCTBIO.

14. OneHovHbIE MaTepuajJabl 1 METOAUYECCKUEC PEKOMEHIAIUHU IO OPraHu3alluv U3yUCHUSA
AUCHHUITJINHBbI

14.1. Conepmalme OLCHOYHBIX MATCPHAJIOB U METOANIECCKUEC PEKOMECHAAIIUH
I[J'ISI OLICHKHU CTCIICHU C(bOpMI/IpOBaHHOCTI/I H YPOBHA OCBOCHHA 3aKPCIIJICHHBIX 3a ﬂHCHHHHHHOﬁ
KOMITC TEHITHUM HCIOJIB3YIOTCA OLCHOYHBIC MaTCpHUajibl B COCTABE!
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14.1.1. TecToBble 3agaHus
1. HopmatuBHBIE TTPaBOBBIE aKThI MOT'YT OBITh B 3aBUCHMOCTH OT C()ephI ICHCTBHIA:
a) o0ITUMU;
0) OTpaciieBBIMA U MEKOTPACIEBBIMU
B) YKa3aHHBIMU B OTBETax a) u 0).

2. NokyMeHTHI (POPMUPYIOTCS B ieTia B COOTBETCTBHH:

a) C MOJIOXKEHUEM 00 yUpexKICHUH;

0) ¢ mepeyHeM JOKYMEHTAIbHBIX MAaTePUAIOB C YKa3aHUEM CPOKOB XPaHEHHUS;
B) ¢ 'OCTom Ha opraHu3arimoOHHO-PACTIOPSIUTEIBHYIO JOKYMEHTAIIHIO;

I') C HOMEHKJIaTypOil 1eNl yUpeKICHHUS;

1) C MHCTPYKLMEH MO AeTONPOU3BOJICTBY JAHHOTO YUPEKACHHUS.

3. UtoroBas 3amuch K HOMEHKJIATYPE JIe] COACPKUT HH(DOPMAITHIO:
a) 00 o0IeM KOJIMYECTBE 3aBEACHHBIX JICIT;

0) 0 TOBPEXKICHHBIX MPU XPaHCHHUH JIeJax;

B) O CIaue JIeNT Ha apXUBHOE XPAHCHUE;

T') O HE3aBEJACHHBIX JIeJIax.

4. K m1aHoBOM TOKYMEHTAllUH OTHOCSITCS:

a) CTPYKTypa U IITaTHASl YUCICHHOCTh TPEANPHUSATHUS;

0) mTaTHOE paclHUCaHuE;

B) rpa)uK OTITYCKOB pabouuX U CIYXKAaIUX;

T') IPOrpaMMBbI U IJIaHbl PACHIUPEHHUS WIH COKPAILIEHHUS YHCIIa COTPYIHUKOB;
1) IPUKAa3bl.

5. CtpykTypa ¥ mTaTHAs YUCICHHOCTh OPTaHU3alMU UMEIOT B COACPIKATEIIHHON YacTH Tpadbl:
a) HAMMEHOBAHKE CTPYKTYPHBIX MOJPA3JICIICHUIA 1 JTOJDKHOCTEH;

0) mTaTHas YMCICHHOCTD

B) MECTO PACITOJIOKECHHUS OPTaHN3AIIHH.

6. llITarHoe pacnucanue (popma Ne T-3) comepkut B TaOIMIHON YacTH rpadbl:
a) KOJI ¥ HANMEHOBAaHUE CTPYKTYPHOTO MO/Ipa3AeiICHUs;

0) KO 1 HAMMEHOBAaHHE JOJDKHOCTH; KOJTMYECTBO IITATHBIX €IUHMUII;

B) JIOJDKHOCTHBIE OKJIAJbl; HaI0aBKH (IIepCOHATBHBIC U TIP.);

T') MeCSTYHBIN (POH]T 3apabOTHOM TUIATHI;

1) IPUMEYAHUE.

7. I'padux otmyckoB (popma Ne T-7) B TaGNU4HOM YacTh COAEPKUT rpadbl:

a) TabenbHBIN HOMED;

0) hbamumus, UMs, OTYECTBO;

B) JIOJDKHOCTB; MECSIBI A1 (PUKCHPOBAaHMS IMPOJIODKUTEIBHOCTH OTITYCKa M M3MEHEHUI ATkl
yX0/1a B OTIIYCK U BBIXOJIa Ha paboTy;

') OCHOBaHHME U3MEHEHHS JIaThl yXO/ia B OTIYCK M BBIXO/a Ha paloTy.

8. B aBToOMOTrpaduu 10KHBI YKA3hIBATHCS CBEIICHUS:

a) pammus, UMsl, OTYECTBO;

0) MpUYMHBI U3MEHEHUS (HDaMIIINN;

B) TOJl 1 MECTO POXKACHHMSI, COIIMAIILHOE MOJIOKEHUE, 00pa30BaHUE;

T') Kakue y4eOHbIC 3aBEICHUS 3aKaHYMBAJI M 11O KaKOW CHEeIHaIbHOCTH,

1) TPYAOBAs ICATEIHHOCTD C YKa3aHUEM B MPSMOM XPOHOJOTHIECKOM MOPSIIKE BPEMEHH.

9. K n1oKymMeHTaMm 10 JINYHOMY COCTaBY OTHOCATCS:
a) TPYZIOBBIE IOTOBOPHI, 3aKIIFOUEHHBIE MEX Ty padoToaareneM U pabOTHUKOM;
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0) mpuKasbl 0 IpreMe, IEPeBOIe Ha IPYTyI0 paboTy, yBOJIbHEHHH;
B) 3asBJICHUs O NIpHEMe Ha paboTy, NepeMeIleHNH, YBOJIIbHEHUH;
T') TPYZOBbIE KHUKKH;

1) INYHBIC KApPTOUKH;

) aprobuorpaduu;

K) XapaKTEPUCTHKU;

3) aTTECTAllMOHHbIE JIUCTHI COTPYIHUKOB.

10. TTogroroBka MpUKa30B U PACIOPSHKEHUM 110 KaJpaM BKIIOYALT:

a) TIOJITOTOBKY MPEABAPHUTEIHLHOTO (UYEpPHOBOT0) BapHaHTa TEKCTA TOKYMEHTA,;

0) penakTupoBaHHE M KOPPEKTUPOBAHUE TPEBAPUTEITHHOTO BApUaHTa TEKCTA JOKYMEHTA;
B) COIJIACOBaHUE YTOYHECHHOTO BapHAHTA TEKCTa IOKYMEHTA;

r) 0ohOpMIICHHE OKOHYATEIPHOTO BapUaHTa TEKCTAa JOKYMEHTA,;

1) yTBEepXkAcHUE (TOAMICaHUE) TOKYMEHTA;

€) pErUCTpaIUIO JOKYMEHTA;

) THpOXKUPOBAHKE JOKYMEHTA.

11. PekBU3UT «Ha3BaHKE BUJA JOKYMEHTa» HE CTABUTCS:
a) Ha JOKJIQJTHOM 3aIuCKe;

0) Ha yKa3aHWH;

B) HA TUCHME;

') Ha MPEeCTaBICHUH.

12. JInunble Aena, TUYHBIE KAQPTOUYKU COTPYAHUKOB UMEIOT CPOK XPaHEHUS:
a) 3 rona;

6) 10 ner;

B) 75 ner;

T') IOCTOSTHHBIM.

13. AKTBI O BBIJICJICHUH JI€JT K YHUYTOXKEHUIO UMEIOT CPOK XPAHEHUS:
a) 3 rona;

0) 10 ner;

B) 75 ner;

T') IIOCTOSTHHBIM.

14. JInanbie nena ohOpMITIIOTCS Ha BCEX COTPYAHUKOB:

a) 0e3 UCKITIOYCHHUS;

0) KpoMe BOEHHBIX PaOOTHHUKOB;

B) KpOME€ BPEMEHHBIX paOOTHUKOB, pab0YMX U MIIAAIIET0 OOCITYKUBAIOIIETO IIEPCOHAIA.

15. ApxuB opraHu3alvi B COOTBETCTBHH C MOJOKEHUEM O HEM KOMILIEKTYETCS JeJIaMH JI0JITOBPE -
MEHHOTO XpaHEHHUSI:

a) cepime 10 mer;

0) cBhIle 7 JIET;

B) CBbIIIE 9 JI€T.

16. Onuck nen CTpyKTYpHOTO MOJpAa3AesieHUs MOAMKUCHIBAETCS COCTABUTENEM C YKAa3aHUEM €ro
JOJDKHOCTHU M YTBEP)KIaeTCsl:

a) CelUaIu3upPOBaHHON UHCTICKIIUEH;

0) pyKOBOAMTENEM CTPYKTYPHOTO MOAPA3ICICHUS;

B) 3aMECTHUTEJIEM PYKOBOAUTEIS CTPYKTYPHOTO MOAPA3IEICHUSI.

17. Cpok XpaHeHHsI JOKYMEHTHOW MH(OPMAIIMK HA KOMIIBIOTEPHBIX HOCUTENSAX JaHHBIX OIpese-
JsieTcsl Ha 00X OCHOBaHMSX MO COOTBETCTBYIOIIUM CTaThsM nepeuneit. [IpaBuna PocapxuBa onpenens-
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IOT, 9TO IOKyMEHT JIOJDKEH XPAHUTHCS:
a) B DJIGKTPOHHOM BapHaHTE;
0) B OyMa)XHOM BapHaHTE;
B) HA TOM HOCHUTEJe HHPOPMAIIUH, HA KOTOPOM OH OBLT CO3/IaH.

18. ApXuBHBIE TOKyMEHTBI, U3bATHIE B KaUECTBE BEIIECTBEHHBIX JOKA3aTeIbCTB B COOTBETCTBUU C
3aKOHOATeabCTBOM PD, mpuHamiexar:

a) COOCTBEHHUKY WY BJaJIebIly apXUBHBIX JOKYMEHTOB;

0) rocyIapCcTBEHHOMY MY3€l0;

B) BO3BpATy HE MOJICHKAT.

19. [y mpoBeneHus MPOBEPKH HAJIMYUS M COCTOSIHUS JEJ, HaXOIIIINXCS B TIOCTOSSHHOM XpaHe-
HUH, OTIPEJIEJIEH CPOK:

a) pa3 B 5 JieT;

0) pa3 B 10 neT;

B) pa3 B 7 JIeT.

20. 3arosoBKH /€I, BKJIIOYEHHBIE B TOJIOBOM pa3fiei CBOAHOM OMUCH NI MMOCTOSHHOTO XPaHEHUS
HYMEPYIOTCS:

a) B BaJIOBOM TTOPSIJIKE;

0) B CBOOOTHOM TOPSIIIKE;

B) 00a OTBETa BEPHBIE.

14.1.2. Dx3aMeHALIMOHHBbIE BONPOCHI

1 3apaun u GyHKUIUU CITYXKOBI IEPCOHATIA.

2 [IpaBoBBIE OCHOBBI IOKYMEHTHPOBAHUS JAESITEILHOCTH CIYKObI IIEpCOHAIA.

3 KaznpoBas city>x6a Kak HaKOIHUTEIb JOKYMEHTUPOBAHHBIX IEPCOHATIbHBIX JAHHBIX.

4 3amura nepcoHaibHbIX JAHHBIX paOOTHUKA.

5 CucreMa KapoBOM JOKYMEHTALUH.

6 [IpaBmiia cocTaBieHUs U YTBEPKIEHUS OJJAaHKOB U ()OPM TOKYMEHTOB.

7 O01wmii cocTaB U BUJIbI KAPOBON JOKYMEHTALINH.

8 JlokanbHbIE HOPMATUBHBIE TOKYMEHTBI, PETJIAMEHTHPYIOIINE JAESITEbHOCTD CIY>KObI IIepcoHaIa.

9 Opranu3anMoOHHbIE JOKYMEHTbI, 0COOEHHOCTH U HOPSI0K UX O(hOpMIICHUS.

10 PacniopsinuTenbHble JOKYMEHTBI KaJIpOBOM CITY»KObl, 0COOEHHOCTH U MOPSAOK UX OopmiIeHUs
yHU(ULIIPOBaHHbIE (POPMBI, TEKCTOBBIE (POPMBI, HOPSIIOK PErUCTPALIUU U XPAHEHHUS).

11 MudopmannoHHO-CIpaBOYHbIE JOKYMEHThI, 0OCOOEHHOCTH U MOPSA0K UX 0OPMIICHHUS.

12 TpynoBast KHM>KKA: BEIEHUE, XPAHEHUE, BblJ1auya IIPU YBOJIbHEHHH.

13 TpynoBoii goroBop: pa3padoTka OjaHKa, cofepkanue, opopMiIeHUE MPU TTpHUeMe Ha padboTy, B
Clly4ae U3MEHEHHUs yCIOBUI

14 Ilpouecc TOKYMEHTUPOBAHUS yuyeTa W OTUYETHOCTU IO Kajpam: cTagus (GOpMUpPOBAHUS YYET-
HBIX MacCCHBOB, CTaJusi OOHOBJICHUS, BHECEHUS] U3MEHEHHUH U JOMOJIHEHUH, CTajus COCTABJICHUS OTYET-
HOCTH, BbIIaYM CIIPaBOYHON MH(POPMAIUH.

15 CoctaB JOKYMEHTOB, HEOOXOIMMBIX ISl PELICHUs Bollpoca o mpueme Ha pabdoty. KoHTposs 11o-
CTOBEPHOCTHU MEPCOHAIBHBIX TOKYyMEHTOB.

16Texnonmornueckas 1ernoyka npueMa rpaxx/Jjad Ha padoTy.

17 TexHoornueckas 1enovka JOKyMEHTHPOBAaHUS TIEPEBOa paOOTHHUKA HA IPYTyIO paboTy.

18 JlokymMeHTHpOBaHHE MPOLEYPhl HOOIIPEHUS pAOOTHHKA.

19 JlokymMeHTHpOBaHUE MPOLEAYPHl IPUMEHEHUS TUCIUILUIMHAPHOTO B3bICKAHUS IIPU COBEPILIEHUU
pabOTHUK.

20 JToxkyMEHTHpPOBaHUE MTPOLETYPHI IPEIOCTABIECHUS PA3JIMYHOTO BU/IA OTIIYCKOB.

21 JIokyMeHTHpOBaHHE MPOLETyphl HarpaBieHUs paOOTHUKA B KOMAaHAUPOBKY.

22 TexHojoruyeckas LENoyka JOKYMEHTHUPOBAHUS MPOLEAYpPbl YBOJbHEHHs IO MHHUIIMATUBE pa-
OOTHHUKA.

23 TexHonoruueckas Lernoyka JOKYMEHTUPOBAHUS IPOLIEAYPhl YBOJIBHEHHMS 10 MHUIIMATUBE pabo-
TOJATEIS.
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24 Tlopsaaok odopMIIeHHS KaJpOBBIX JEJI COITIACHO HOMEHKJIATYpe Jell, UX TEKyIee U apXHUBHOE
XpaHEHHE.
25 OdopmiieHue e i nepeayn B apXyuB OpraHu3alug.

14.1.3. Tembl 0IPOCOB HA 3aHATHAX

[Tpenmer, 3agauu, CTpyKTypa, coaepxanue Kypca. CBs3b ¢ APYrUMHU JUCHUILUIMHAMU: JJOKYMEHTO-
BE/ICHUE, OPTaHM3aLUs U TEXHOJOI'HsI JOKYMEHTAIMOHHOIO 00ecleYeHus YIpaBIeHus, TPYA0BOe, aIMH-
HUCTPATUBHOE MPaBO, YIPABJIEHHUE [IEPCOHATIOM, TIOKYMEHTUPOBAHUE TPYJAOBBIX IPAaBOOTHOLIEHUH U Ap.

[TpaBoBast pernamMeHTalusl ASITEIbHOCTH CIIY>KObI yIpaBJIEeHUs MepcoOHaIoM B TpylIoBOM KoJekce
Poccuiickoit @enepauuu. Oeaepanbubiii 3akoH Poccuiickoit @enepaunn «O6 nHbpopmanum, HHPoOpMaIm-
OHHBIX TE€XHOJIOTHSIX U O 3aluTe HH(OpMaMu» 0 paboTe ¢ NEePCOHATbHBIMHU JAHHBIMU, OTHECEHHBIMH K
KaTeropuu KoHQUAEHIMAIbHOU MH(pOpManuu, U 00 00sM3aTeNbHOCTH JOKyMeHTHpoBaHUs. [leHcuonHoe
3aKOHOZATENbCTBO.

®denepanbHbIE 3aKOHBI O OPSAJIKE TOKYMEHTUPOBAHMS TPYIOBBIX OTHOIIEHNN. YKa3el [Ipe3unenra,
nocranoBieHus [IpasurensctBa Poccuiickoin enepanuu. HopmaTuBHBIE aKThI, COnEpIKALLAE HOPMBI TPY-
JIOBOT'O TpaBa, U3JaHHbIE (eiepaIbHbIMU OpraHaMu UCIOJIHUTEIbHON BIACTH.

Anb00oM yHHU(UIMPOBAHHBIX (OPM MEPBUYHON YUETHOM JOKYMEHTAIMH 10 TPYAY U €ro OIuIaTe,
MEXKOTpacjeBble YKPYITHEHHbIE HOPMATUBbI BPEMEHU HAa pabOThl 110 KOMILJIEKTOBAHUIO M YUYETY KaJpOB,
KBAJTM(PHUKALMOHHBIE CIPABOUYHUKH JTOJDKHOCTEH PYKOBOJHUTENEH, CIELUAINCTOB U IPYTUX CIYXaluX, a
TaK)X€ MHbIE HOPMAaTHBHbIE, HOPMATUBHO-METOIMYECKUE aKThl U HOPMATHUBHO-CIIPABOYHbBIE JOKYMEHTHI,
NpUMEHSIEMbIE B JICITEILHOCTH CIYKO0 YIpPaBICHUs IEPCOHATIOM.

Hcnonp3oBaHue 001IEPOCCUNCKUX KIACCU(PUKATOPOB TEXHUKO-3KOHOMHUYECKON U COI[MaJIbHOM HH-
(dbopmanuu KaJpoOBBIMHU CITy>KOaMHu.

[TonsiTue u omnpeneneHue mnpouecca JOKYMEHTAIIMOHHOTO 00eCIIeYeH s yIPaBIeHUsI IEPCOHATIOM
OpraHu3alyu, pojib JOKYMEHTOB B YIIPABIEHUYECKON eATEIbHOCTH. PeriaMeHTanus AesiTeNbHOCTH CITyXK-
Obl B MOJIOKEHUU O CTPYKTYPHOM HojpazaesneHnd. OCHOBHbIE (GYHKIMU CIYykObl M0 padoTe ¢ nepcoHa-
joM. J[Be ocHOBHbIE (DYHKLUHU KaIpOBOM CIYXOBbl: yHpaBieHUE MEPCOHAIOM U O(OpMIIEHUE TPYIOBBIX
oTHoIIeHUH. Ponb M 3amaun kaapoBol ciayxObl B cCUCTEME ymnpasiieHus nepcoHanom. lloapaznenenus
KaJpoBO# ciryx0bl. KasipoBble JOKYMEHTBI KaK COLMAIEHO 3HAYMMBbIE JOKYMEHTBl OpraHNU3aluu, Peryiu-
pyrolue TPyJOBbIE MPABOOTHOLIEHUSI.

Enunbiii nopsinok odopmieHus: TpyAOBbIX NMPaBOOTHOIIEHHUH (YHU(UIIMPOBAHHBIE CUCTEMBI IEp-
BUYHOW y4ETHOM TOKyMeHTaluu). Busibl KapoBbIX TOKYMEHTOB (TPYAOBOM TOTOBOP, TPYAOBask KHUKKA U
BKJIQ/IBIII K HEW, IPUKa3bl O IPHEME, IEPEBOJE, YBOJIbHEHUH, TOOLIPEHHH, TpapUK OTITYCKOB U 1p.). Pop-
MBI yuyeTa. Perucrpanus KagpoBbIX pacnopsIUTENbHBIX JTOKYMEHTOB B 3aBUCUMOCTH OT CPOKOB XpaHe-
HUS.

3HayeHUEe IUIAHUPOBAHMSI TPYIOBBIX PECYPCOB [UIsl KOMIUIEKTOBAHMSI OpraHM3alUdd KaJpaMu.
OrneHKa UMEIOLINXCS TPYAOBBIX PECYpPCOB U OymylIux MoTpeOHOCTEH B Kagpax. YyacTue CiIyKObl mepco-
Hajla B MOJTrOTOBKE MEPCHEKTUBHBIX M TPYIOBBIX IJIAHOB MO TPyAy W Kajapam. M3ydyeHue ABMKEHUS U
NPUYHMH TEKY4eCTH KaJpoB, pa3paboTka MEpONPUATHIA MO UX YCTPAHEHHUIO.

3anaun ciy>kObl yIpaBJIEHUS! IIEPCOHAJIOM MO OOECHEUEHHUIO EeATEIbHOCTH KaJlpOB, KapbepHOTO
pocra nepconana. IlogroroBka pesepsa ais BbLIBHKEHUS paOOTHUKOB. MccnenoBaHue pelHKa paboueit
cuibl. OT00p nepconana. lenn ordbopa. OrieHka crmocoOHOCTEH 1 KBaTu(UKAIIMU TIPETCHACHTOB. AHAIU3
JIOKYMEHTOB. 3HaueHHEe coOeceloBaHUs C MPETEHACHTaMH JJIs 0TOOpa KaJIpoB. YCTAHOBJICHHUE HCIIBITA-
TEJIBHOIO CPOKa MpU IIpUEMe Ha padoTy.

OdopmiieHre opraHu3aluOHHO-pacIOpAAUTENbHOM nokymeHTanuu ¢ npumenenuem ['OCT P 6.30
—2003.

N3yyenue TpeboBaHMi K 0POPMIICHUIO PEKBU3UTOB. biianku, popmbl, 00pa3ibl JOKYMEHTOB.

CrpykTypa KaapoBoil HH(POPMAITMOHHO-TOKYMEHTAITMOHHOW CUCTEMBI.

HopmatiBHas 1 HOpMaTUBHO-CIIPABOYHAsA JOKYMEHTALUS.

[InaHoBas kaapoBas TOKYMEHTAIA.

Opranu3alnoHHO- IPAaBOBasi JOKYMEHTALIUS.

[lepconanbHas aokymeHtauus. JloroBopHas nokymeHTauus. PacnopsuTenbHas AOKyMEHTallM-
. YueTHas KaJpoBasi JoKyMeHTanus. JlokyMeHTaus 1no yuety paboyero BpeMEeHU M pacueToB C IepcoHa-
goM.OT4eTHas ¥ OTYETHO-CIIPaBOYHAs! IOKyMEHTaLUS.

HopmaruBHoe 3akperuieHue npaBoBOro cTaTyca U BUA0B PaldOT CIIy:KObI yIIpaBlIeHHs IEPCOHAIOM
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B ITOJIOXKEHUU O CITY’KO€ U JOJDKHOCTHBIX MHCTPYKUUAX. B3aumoznencTBre ciy Obl C APYTUMHU CTPYKTYP -
HBIMH OPTaHHM3AIMsSIMHU B XOJIE BBIMIOJIHEHUS e 3a1ad u GyHKIud. MHCTpYKIUS 1O eNIONpOU3BOACTBY
KaJpOBOH CITY>KOBI: CTPYKTypa JOKYMEHTA M aCTIeKThl OPraHU3aI[MOHHON perJaMeHTalnd. 3aKperyicHue B
WHCTPYKIIUU ICATEIIEHOCTA PAaOOTHHKOB KaJIPOBOM CITY>KOBI, TPUMEHSIEMON TIPU TPAJAUIIMOHHON WIIH aBTO-
MaTU3UPOBAHHOM TEXHOJOTMH 0OpabOTKM M XpaHEHHUs NEePCOHAIbHBIX NaHHBIX. COBpEeMEHHBIE MpPO-
IpaMMHBIE TIPOTYKTHI, HCIIOIB3yEeMbIC IS IOKYMEHTUPOBAHHS JICATEIILHOCTH KaJPOBON CITYXObI U pabo-
TBI C JOKYMEHTaMH T10 JITYHOMY cOcTaBy. ba3pl maHHBIX 1o nepcoHany. PaboTa ¢ moceTuTensMu B Kaapo -
BOH Cityx0e.

14.1.4. Tembl J1a00opaTOpHBIX padoT
Onucanue QyHKIMHA C1yX0bI IO pabOTe € IEPCOHATIOM.
OO0m1re moIoKEHUs 0 KQJAPOBOH Ciry)0e 1Mo padoTe ¢ MepCcoOHAIIOM B OpraHU3aIiH.
Pa3paboTka opraHu3aniMOHHON CTPYKTypa OTJiela 0 paboTe ¢ IePCOHAIOM.
Komrurekcsl kaapoBoi JOKyMEHTAIUU B OpraHU3aliH.
Odopmnenue npuema Ha paboTy (TPYIOBOIl 10TOBOP).
Odopmiienne nepeBosa.
VYuyer, BeieHHE, XpaHEHUE TPYIOBBIX KHUKEK.
[[ItatHOE pacnucaHue.

14.2. TpeOoBaHMS K OLIEHOYHBIM MATEPHAJIAM /JIsl JIUL C OTPAHNYEHHBIMH BO3MOKHOCTSIMH
310pOBbS 1 HHBAJIH/I0B
Jns nui ¢ orpaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBbSI 1 MHBAJIMJIOB MPEAYCMOTPEHBI JOMOIHU -
TCIIBHBIC OIICHOYHBIC MaTepI/IaJ'IBI, HepequL KOTOpBIX YKaSaH B Ta6J'II/III€ 14
Tabmuua 14 — JlonmonHUTENbHBIE MaTepHallbl OLICHUBAHUS ISl JIUIl C OTPAHUYECHHBIMH BO3MOXKHOCTSIMU
310POBbsl U HHBAJIUJOB

Kareropun Bubl TONOTHUTETBHBIX OLIEHOYHBIX ®opMbI KOHTPOJIS M OLICHKH
00y4JaroLIXCs MaTepuaioB pe3ynbTaToB 00y4eHus

TecThl, MMCEMEHHBIE CAMOCTOSTEIbHbIE
paloThI, BOTIPOCHI K 3a4eTy,
KOHTPOJIbHBIE Pa0OThI

C HapymeHusMu
cryxa

[IpenmyiieCTBEHHO MUCbMEHHAS
MpOBEpKa

C mapymenusamu | CobeceoBaHue 1Mo BOpocam K 3aueTy, | [IperumyiiecTBeHHO yCTHas TPOBEpKa

3peHus OTIPOC MO TePMUHAM (MHOUBUYaJIBHO)
C napymeHusMu Pemenue qucTaHIIMOHHBIX TECTOB,
OTIOPHO- KOHTPOJIbHBIE Pa0OTHI, MUCbMeHHbIe | [IpenMylecTBeHHO AUCTaHIIMOHHBIMU
JIBUTATEJIBHOTO CaMOCTOSITENIbHBIE Pa0OTHI, BOMPOCHI K METOJaMH
ammapata 3a4ery
C orpanunuenusiMu 1o | TecThl, TUCbMEHHBIE CAMOCTOSITENILHBIC [IpenmymiecTBEHHO POBEpKa
00IIEeMEeTUITTHCKIM paboThI, BOTIPOCHI K 3a4eTy, METOJAMH UCXOJS U3 COCTOSTHUS
MOKa3aHUsIM KOHTPOJIbHBIE Pa0O0ThI, YCTHBIE OTBETHI | OOy4alOILIErocsi Ha MOMEHT NMPOBEPKU

14.3. MeToauuecKue peKOMEHIANMNH M0 OIEHOYHBIM MATepPHAJIaM JIJIsl JIHI[ C OTPAHHYEHHBIMU
BO3MO’KHOCTSIMU 3/I0POBbsI 1 HHBAJIN/I0B

I[J'IS[ JiiL ¢ OrpaHU4YCHHBIMH BO3MOXHOCTAMHU 3J0POBbA WU HHBAJIWAOB IMPEAYCMATPUBACTCA HO-
cTynHas (hopMma Mpe0CTaBICHUS 3aJaHUH OICHOYHBIX CPEJICTB, 8 IMEHHO:

- B IIe4aTHOU (hopme;

- B TIeYaTHOU (hOpMe C YBEITHUEHHBIM MIPUPTOM;

- B (hopmMe AIIEKTPOHHOTO TIOKYMEHTA;

- METOJIOM YTCHHS aCCUCTCHTOM 3aJIaHUs BCITYX;

- MPEOCTaBJICHUE 3a/IaHUS C UCTIONB30BAaHUEM CYPJIOTIEPEBO/IA.

Jlumam ¢ OrpaHWYEeHHBIMH BO3MOXXKHOCTSIMH 3JIOPOBbSI M MHBAIHMIAM YBEJIHMUUBACTCS BpEMs Ha
MOJITOTOBKY OTBETOB Ha KOHTPOJIbHBIE BOMpPOCHL. [Iiist Takux oOyyaromuxcsl npeaycMaTpuBaeTcs TOCTyI -
Has popMa mpeoCTaBICHHS OTBETOB Ha 3a/IaHUs, & UMCHHO:

- MMMCbMEHHO Ha Oymare;
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— HabOp OTBETOB Ha KOMITBIOTEPE;

- Ha0Op OTBETOB C MCIIOJIB30BAHNUEM YCIIYT aCCUCTEHTA;

- IPE/ICTaBICHUE OTBETOB YCTHO.

[Ipouienypa orneHUBaHUS PE3yNIBTATOB OOYUYEHUS JIMII C OTPAHUYEHHBIMUA BO3MOYKHOCTSIMH 3/10PO-
Bbsl M1 MHBAIMJIOB IO JMCUHUIUIMHE TPeIyCMaTpUBAET MpeaocTaBiIeHne nHpopmManun B Gopmax, aJaarnTH-
POBaHHBIX K OTPAaHHYCHUSAM HX 3[JOPOBBS U BOCHPUATHS HH()OPMALIIH:

JL1s1 i1 ¢ HApYIIEHUSIMM 3PeHust:

— B (hOpMe IITEKTPOHHOTO JIOKYMEHTA;

- B IIeYaTHOW (hopMe YBETMYECHHBIM HIPHUPTOM.

JI1s1 M1 ¢ HApYIIEHUSIMH CJIyXa:

— B (hOpME IITEKTPOHHOTO JIOKYMEHTA;

- B Ie4aTHOU hopme.

JIJ1s1 1M1 ¢ HAPYIIEHUSIMHM OTIOPHO-ABUTaTeJILHOI0 annapara:

- B (hopMe INIEKTPOHHOT'O IOKYMEHTA;

- B reyaTHou (opme.

[Tpy HEOOXOMUMOCTH /IS JIUT] C OTPAHMYCHHBIMHA BO3MOXXHOCTSIMH 3/I0OPOBbS 1 MHBAJTUIOB TIPOIIE-
Jypa OLICHUBAHUsI Pe3yIbTaTOB 00yUEeHHsI MOXKET MPOBOAUTHCS B HECKOIBKO ITAIOB.
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