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[Iporpamma  mpodeccHOHATbHOW  MEpPEnoArOTOBKUA  «YTIpPaBJICHUE  MEPCOHATIOM»
paccMOTpeHa Ha 3aceaHuM Y 9eOHO-METOIMYECKOTO MeHTpa «25» nekadbps 2019 r., mpoToko
No 7

Pa3paboTunk mporpamMmsi:
1. BmagumuprieBa Jlunus CepreeBHa, mpenojaBatens Y 4eOHO-METOANYECKOTO IICHTPA.

© YueOHO-METOANYECKUH TIEHTP



OBLIAA XAPAKTEPUCTHUKA TPOI'PAMMBI

1. HopmMaTuBHO-TIpaBOBbIE OCHOBAHMS Pa3padoTKHU MPOrpaMMbl

@enepanbHbiii 3akoH 0T 29.12.2012 No 273-®3 «O6 obpazoBanun B Poccuiickoii
denepannu, ¢ UBMEHEHUSMU U JOTIOTHEHUSAMNY;

[Tpuka3 MunucrepcTBa obpa3oBanusi u Hayku Poccuiickoit ®@enepaunu ot 01 wurons

2013 1. Ne499 «OO06 yTBepKICHHH TOpSAKAa OpraHU3allMd W OCYIIECTBICHUS
OGp%OBaTGHBHOﬁ JACATCIIbHOCTH 10 JOIIOJIHUTCIbHBIM HpO(l)CCCI/IOHaJIBHI:IM
porpaMMam»;

ITpuka3 MunucrepctBa obOpazoBanus U Hayku Poccuiickoit ®eneparuu ot 09 siHBaps
2014r. Ne2 «O06  yTBepKACHHH  TOpsIKA  MPUMEHEHHsS]  OpTraHU3aIUsIMU,
OCYIIECTBISIONIMMU  00pa30BaTENbHYIO  JESTEIbHOCTh, 3JEKTPOHHOTO  OOYyYeHHs,
IUCTAaHLUMOHHBIX 00pa30BaTEeNbHBIX TEXHOJOTHI MpH peanu3aluu 00pa30BaTeNbHbBIX
IIPOrpaMm».

[Ipodeccuonanbupiii  cranmapT «CHenuaaucT 1O  YNPaBICHUIO  TEPCOHATIOMY,
YTBEpKACHHBIA NpHUKa30M MuHuCTEpCTBA TpyAa U COLMAIBHOM 3amuThl Poccuiickon
®enepanuu ot «9» mapta 2022 r. Ne 1091

VYcraB 00JaCTHOTO TOCYAAPCTBEHHOTO OIOJHKETHOTO YUPEXKICHUS IOMOJIHUTEIHLHOTO
MpoeCCHOHAIBHOTO ~ 00pa3oBaHus  «Y4YEOHO-METOAMYECKUH  IIEHTP  pa3BUTHUS
COLIMAJIEHOTO O0CITY>KUBaHUS»

2. lleas peajn3anuu NporpaMMbl.
[enbto peanuzaluu MporpaMMbl «YTpaBJIeHUE MEPCOHAIOM» SBIseTCsl (OpMUPOBAHKE

KOMHGTCHHHP'I, MO3BOJIAIOMIUX CIIYIIATCIIAM OCYHICCTBJIIATH HpO(I)CCCI/IOHaHBHyIO ACATCIIBbHOCTH B

chepe obecrieueHus 3pPekTuBHOTO GYHKIIMOHUPOBAHUS CUCTEMBI YIIPABIICHHUS ITEPCOHAIIOM JIJIs

JOCTHUKCHUA ueneﬁ OopraHu3anuu.
3. XapakTepucTHKAa HOBOI'0 BU/AA NPO(eCCHOHATBHON AeSITeJIbHOCTH BbINYCKHHKA

OOyuaronuiicss TOTOBUTCS K CIEAYIOUIEMY BHIY JIESITEIbHOCTU: OCYIECTBICHHIO

paboTel B cdepe ynpaBIeHHs IMEPCOHATIOM OpTaHM3AIlMU C YYETOM aKTyaJbHBIX MpPOOJIieM ee

peatH3anum.

Kamudukamms: Crienuaauct 1Mo yrnpaBieHHIO TEPCOHATIOM.
4. Ilnanupyemble pe3yabTaThl 00y4eHHS
B pe3ynbraTe ocBoeHMsI mporpaMMbl IpoeCcCHOHATBHOT0 00yUYeHUs CaylaTeNb J0KEeH
OCBOMTH HOBBIH BUJ ACATCIIBHOCTHU, C MOMOIIBIO CIICHHUAJIBHBIX TPYAOBBIX q)YHKHI/II\/'I, UMCTh
MIPAKTHUYECKUN OMBIT, 00JIaaTh 3HAHUSIMHU U YMEHUSIMHU:

Pe3ysabTaTrhl 0CBOECHUSI MPOrpaMmMbl NPogecCHOHAIBHOM NePenoAroToBKu

IIpodeccnonann-
HbI¢ KOMIICTEHIINH
WJIN TPYAOBBIE
dyHKuMH

YmMmeTh

3HAThH

Tpynossble nelcTBUsA

Benenue oprannza
IIMOHHOM U pacrio-

OdopMISITh TOKYMEHTBI
B COOTBETCTBHH C

[Mopsinox opopmienus,
BEJICHUS M XPaHCHUS

Paspabotka u
odopmieHuE

pAOUTENBEHON TpeOOBaHUAMU JIOKYMEHTOB 110 IIEpCOHAJly; | JOKYMEHTALUHU 110

JOKyMEHTAlUu 110 TpakJaHCKOr O, [lopsinok ydera IBWKEHHUsI | MEPCOHANY (TIEpBUYHOM,

[IepCOHAILY TPYZOBOIO KaJpOB U COCTaBICHUS Y4ETHOM, IUIaHOBOH, IO
3aKkoHOMaTeNnbecTBa PO U | yCcTaHOBIEHHOU COLIMAIBHOMY
JIOKAJIbHBIMUA OTYETHOCTH, o0ecreueHuIo,
HOPMAaTHBHBIMHU aKTaMU OCHOBBI OpF&HPB&HPIOHHOfI,
OpraHu3aluy. JIOKYMEHT0000poTa U pacnopAIUTEIbHOM).
Bectn yuer n JIOKYMEHTAIlMOHHOTO Peructpanus, yuer u




perucTpanuio
JOKYMEHTOB U KaJPOBBIX
JOKYMEHTOB B
UH(QOPMAIIMOHHBIX
cucTeMax M Ha
MaTepHaIbHbIX
HOCHUTEIISIX;
OpraHu3oBHIBaTh
XpaHEeHUE JOKYMEHTOB U
KaJIpOBBIX JJOKYMEHTOB B
COOTBETCTBHUHU C
TpeOOBaHUAMHU
TPYZOBOTO, apXHUBHOTO
3aKOHOJATEIbCTBA
Poccuiickoit ®enepanuun
1 JIOKaJIbHBIMU
HOPMAaTUBHBIMH aKTaMU
OpTaHHU3aluy;
AHanu3upoBatb
JOKYMEHTHI ¥ KaJJpOBbIE
JOKYMEHTBI 1
MEPEHOCHUTD
uHpOpMaIHIO B 0a3bl
JAHHBIX U OTYETHI;
BoIIBIATE OIIMOKH,
HETOYHOCTH,
HCTIpaBJICHUS U
HEJIOCTOBEPHYIO
HHPOPMAIHIO B
JOKYMEHTAaXx, ONPENeNsATh
JIETUTUMHOCTD
JOKYMEHTOB;

PabGotats c
“H(GOPMAITIOHHBIMU
cucreMaMmu 1 6aszamu
JaHHBIX 110 BEACHUIO
y4eTa, IBUKEHUIO
IIepCOHAIa;

CobmoaTh HOPMBI
9THUKH JEJI0BOrO
00ILeHHS.

obecreueHus;
TexHOMOTHYU, METOJTBI
METOUKH TPOBEICHUS
aHaJM3a U CUCTeMaTH3aluu
JIOKYMEHTOB U
nHOpMAITIH;

ITopsimok pacyeTa cTaxa,
JIBTOT, KOMIICHCAITUH,
odopMIIeHUS TIEHCU I
paboTHUKAM;

CTpyKTypa OpraHu3aIiy;
Tpynosoe
3aKOHOJIATENICTBO U UHBIE
aKThI, COJIEPIKAIINE HOPMBI
TpyZaoBoro npasa; OCHOBBI
aApXUBHOTO
3aKOHOJIATENIbCTBA U
HOpPMaTHBHBIC IPABOBBIC
akTbl Poccuiickoi
®denepanuu, B 4aCTU
BEJCHMS JOKYMEHTAIIUH TI0
MepcoHaly;
3aKOHO/IATENBCTBO
Poccuiickoit @enepanuu o
MEPCOHANBLHBIX JTAHHBIX;
JlokansHBIE HOPMATHUBHEIE
aKTBI OpTaHU3AIINH,
PETyIHUPYIOLIHE TTOPSIOK
odopmiteHUS
pacTOpSIIUTENBHBIX 1
OpTraHU3aIIOHHBIX
JTOKYMEHTOB I10 TIEPCOHAITY;
HopMbi 3THKH 1enoBoro
0OIIeHMS.

TeKyIllee XpaHeHHe
OpraHM3allMOHHON U
pacrnopsAuTeIbHON
JOKyMEHTAIUH 110
MepCcoHaly.

Benenune
JOKYMEHTALUU 10
YYETY U
JBHKEHUIO
KaJpoB.

O opMIIITh KaJIpOBhIC
JOKYMEHTHI B
COOTBETCTBHUHU C
TpeOOBaHUAMHA
TPYZOBOTO
3aKOHOAATENICTBA
Poccuiickoit ®enepanuun
1 JIOKAJIbHBIMH
HOPMAaTUBHBIMH aKTaMU
OpraHU3aLuy;

Bectu yuer n
perucTpanuio
JOKYMEHTOB U KaJIpOBBIX
JOKyMEHTOB B
WHPOPMAITMOHHBIX
cUcTeMax M Ha

[Mopsinox opopmienus,
BEJICHUS U XpaHEHHUs
JTOKYMEHTOB TI0 TIEPCOHAITY;
[opsinok ydera nBHXeHHS
KaJIpOB U COCTABJICHUS
YCTaHOBJICHHOU
OTYETHOCTH;

Ilopsimok pacuera craxa,
JITOT, KOMIICHCALUH,
odopmIIeHUS TIEHCHI
paboTHHKAM;

CTpyKTypa OpraHu3aliuy;
Tpynosoe
3aKOHOJIATENICTBO U UHBIE
aKTBbl, COJepKalue HOPMbI
TpyaoBoro npasa; OCcHOBBI

Opranuzanus CUCTEMBI
JIBIDKCHUS TOKYMEHTOB
10 IIEpCOHAaTy.
IToaroroBka u
odopMIICHHUE TIO 3aTIPOCY
pabOTHHKOB U
JIOJDKHOCTHBIX JTUIT
KOIIMH, BBITTHICOK U3
KaJpOBBIX JOKYMEHTOB,
CIIpaBOK, HH(OPMAITIH O
CTaxke, TbroTax,
rapaHTUsX,
KOMIIEHCALIUSIX U MHBIX
CBeJIcHUH 0 paOOTHHKAX.
Perucrpanus, yder,
ONEpPaTUBHOE XPAHECHHUE




MaTepUanbHBIX
HOCHUTEJISIX;
OpraHu3oBbIBaTH
XpaHEeHUE JOKYMEHTOB U
KaJpOBBIX JOKYMEHTOB B
COOTBETCTBHUHU C
TpeOOBaHUAMHA
TPYAOBOTO, apXHUBHOTO
3aKOHOAATENIbCTBA
Poccuiickoit ®enepanuun
1 JIOKAJIbHBIMH
HOPMAaTUBHBIMH aKTaMU
OpTaHHU3aluy;
AHanu3upoBatb
KaJpOBbIC JOKYMEHTHI H
MIEPEHOCHUTH
nHpopMaIuio B 6a3bl
JAHHBIX U OTYETHI;
PaboTats co
CIEeLUATN3UPOBAHHBIMU
nH(GOPMAITIOHHBIMU
cucTeMaMu 1 6azamu
JaHHBIX 110 BEACHUIO
y4€Ta U ABUKCHUIO
MIepCOHANa,;
PazpabarbiBath mian
KOPPEKTHPOBOK
YCTaHOBJIEHHOTO MOPSKA
odopmIIeHUS
JOKYMEHTOB I10
[IEPCOHANY U
pean30BbIBaTh
MIPUHSTHIE U3MEHEHUS;
Kontponuposats
MIPUCYTCTBHE PAOOTHUKOB
Ha pabouem MmecTe;
CoOnronaTh HOPMBI
3THKH JIETIOBOTO
oOwIeHus.
OpraHu3oBHIBaTH
XpaHEHHUE JOKyMEHTOB B
COOTBETCTBUU C
TpeOOBaHUAMU
TPYZOBOTO
3aKOHO/IaTENbCTBA
Poccuiickoit ®eneparnuu
U JIOKaJIbHBIMH
HOPMATUBHBIMH aKTaMU

apXHUBHOT'O
3aKOHOJATEIIHCTBA H
HOpMaTHBHBIE TIPABOBHIE
akThl Poccutickoit
®denepanuu, B 4aCTU
BEJICHHS JJOKYMEHTAINH TI0
MIepPCOHATY;
3aKOHOIATEIBCTBO
Poccuiickoit ®eneparuu o
MEPCOHABHBIX JTAHHBIX;
TexHoJIOrUN, METOABI K
METOIUKHY TIPOBEICHUS
aHaJIHM3a ¥ CHCTEMAaTH3aI[iH
JIOKyMEHTOB H
UHQOPMAITHIH;

JlokansHBIE HOPMATHBHEIE
aKTBl OpTaHU3aITHH,
PEryIupyIOIIUe TOPSI0K
odopmIIeHUS TOKYyMEHTOB
o nepconainy; Hopmsl
STHKH ACIIOBOTO OOIICHUS,;

JOKYMCHTOB 110
nepcoHany, moAroToBKa
K C1a4Y€ UX B apXUB.

OpraHu3alui.
AJIMUHUCTPHPOBA- OdopMIsITh yueTHBIC TexHONOTNHU, METOABI U Opranu3zanus

HHE TIPOLIECCOB U JOKYMEHTBHI, METOAMKHU IPOBEICHUS JOKyMEHT0000pOTa 1O
I[OKYMCHTOO60pOTa MpeaoCTaBIACMEBIC B aHaJIn3a U CucreMaTtu3anuu YU€Ty U ABUKCHUIO

o y4€Ty u roCy1apCTBEHHEIE JIOKYMEHTOB U KaJpoB.

JIBUKEHUIO KaJpOB, | OPTaHE, UH(QOpPMAIHH; Opranun3zanus
MIpEeIOCTaBICHNE npodeccuoHaIbHbIE OcHOBBI JIOKyMEHTO000pOoTa 10
JIOKYMEHTOB TIO COIO3BI H ApYTHE JIOKYMEHT0000pOoTa 1 IpeACTaBICHUIO
[IEPCOHAIY B MpeacTaBUTEIbHbIE JOKYMEHTAllMOHHOTO JOKYMEHTOB T10




roCy/IapCTBEHHBIE
OpTraHbl.

opraHbl pabOTHUKOB;
OpraHun3oBHIBaTh
XpaHeHHe JJOKYMEHTOB B
COOTBETCTBHU C
TpeOOBaHUAMU
TPYZOBOTO
3akoHOAaTeabCcTBAa PO 1
JTOKAJILHBIMU
HOPMAaTHUBHBIMHU aKTaMH
OpraHU3aIiu;

Pa6orars ¢
nH(GOPMAITUOHHBIMU
chcTeEMaMu U Oa3zaMu
JIAHHBIX IO BEJCHMIO
CTaTUCTUUYECKOH U
OTYeTHOH MH(OpMAITUN
T10 TIepCOHAIY;
AHanu3upoBath IpaBuia,
MPOLIETyPHI U MOPSAOK,
PETYIHMPYIONTHE TTpaBa U
00513aHHOCTH
rOCYJapCTBEHHBIX
OpPraHOB M OpraHHU3AIHN
o Borpocam oOMeHa
JIOKyMEHTAaIMeN o
IepcoHaly;

PaGoTtats
UH(pOPMAIIMOHHBIMU
cHUCTEMaMu U 0a3zaMu
JIaHHBIX 10 BEJIECHHIO
Y4€Ta U IBVKECHUIO
MepcoHana;

Bectu nenosyro
TIePETTUCKY;

CobmonaTh HOPMBI
JTHKH JICJIOBOTO

obecrieuenusi; CTpykrypa
OpTraHH3aIlNY;
HopmaTuBHBIE TIpaBOBBIS
akTel PO, perynupyromue
rpaBa U 00sA3aHHOCTH
TOCy/IapCTBEHHBIX OPTaHOB,
podecCHoHaTBHBIX
COI030B U JPYTHX
MPEICTABUTEILHBIX
OpraHoB paOOTHHUKOB TIO
[IPENOCTABICHUIO YUYETHOU
JIOKYMEHTAIIHH;

Tpynosoe
3aKOHOAATCJIbCTBO U UHBIC
AKTBI, COACPKAINE HOPMBIL
TPYJOBOTO TIpaBa;

OCHOBBI ApXUBHOTO
3aKOHO/ATENBCTBA U
HOpPMATHBHBIC PABOBHIC
akTbl Poccuiickoii
®denepanuu, B 4aCTU
BEJICHHS JJOKYMEHTAIIUH TI0
MepCoHay;
3akoHomarensctBo PO o
TNEPCOHAJIBHBIX JaHHBIX;
JlokansHBIE HOPMATHUBHEIE
aKTBI OpTaHU3AIINH,
PETyIHUPYIOLIHE TTOPSIOK
BEACHUA JOKYMCHTALUU 110
y4eTy W ABMKEHUIO
nepcoHarna,

Hopwmsl 5THKH 1e0BOTO
OOIIIEHHS;

IIEpCOHAIY B
roCyJapCTBEHHbIE
OpTraHbl.

[Toaroroska mo 3ampocy
roCynapCTBEHHBIX
OpraHoB,
po¢eCCHOHANBHBIX
COIO30B U IPyTI'UX
IPEICTaBUTEIHHBIX
OpraHoB PabOTHUKOB
OPUTMHAJIOB, BBIIIHUCOK,
KO TOKYMEHTOB.
[Toxroroska uH(GOpManUN
0 3aKJIIOYEHUH TPYIOBOTO
WX TPaXJIaHCKO-
IIPaBOBOTO JIOTOBOpA HA
BBITIOJTHEHUE PabOT
(okazaHme yciyr) ¢

TpaX TaHHHOM,
3aMEIIaBIINM JOIKHOCTH
rOCyJapCTBEHHOU WU
MYHHUIUIAIBHOHN CITyXKOBI,
MEPEUYCHb KOTOPBIX
YCTaHABIUBACTCS
HOPMATHUBHBIMU
MIPaBOBBIMU aKTaMHU
Poccuiickoit @enepanuu.

oOLIeHUS.
Coop uapopmanu | Cobupars, CrpykTypy opraHu3aiuu 1 | AHann3 ocoOeHHOCTeH
0 MOTPEOHOCTAX aHaJIM3UpOBaTH U BaKaHTHBIE TOKHOCTH opraHusanuu paboTel 1
OpraHu3aluu B CTPYKTYPHPOBAThH (mpodeccum, criermansHoc- | MPOU3BOJICTBA Ha

KOHKPETHBIX pabodyux

TepcoHare. rH(pOpMaIHio 00 T™H).
OCOOEHHOCTSIX U Hcrounuku obecrieueHus MECTax.
BO3MOHOCTSIX OpraHu3anyy KaJpamu. AHAJTH3 PEIHKA TP/ 10
KaJpoBOro MMOTEHIKAIA TpymoBoe OpraHH3alH padoThI Ha
OpTaHM3aIHH 3aKOHOJATENIbCTBO U UHble | AHATOTHIHOM .
Brocuth aKThI, COZIepIKaIUe HOpMpl | [ POM3BOACTEC 1 pabotuX
MecTax.
KOPPEKTHUPYIOIINE TPYAOBOTO MpaBa;
PP Py 124 pasa, Wudopmuposanue u
CBeJIeHUS B TpeOOBaHUS K | 3aKOHOMATEIIHCTBO
o o KOHCYJIBbTUPOBAHUEC
KaHJujaTaM Ha Poccuiickoit ®enepaiuu o N
pPYKOBOIHTEIEH
BaKaHTHBIC JOJDKHOCTU MEPCOHANBHBIX JaHHBIX. .
T nojapasaeneHuit u
(mpodeccun, OKQJILHBIE HOPMATHBHBIE | (oo iiy 1o
CIICIMATBHOCTH). aKTBI OpPraHU3aI1H, BOMPOCAM PHIHKA TPY/IA B
PETyJIUPYIOMHE TIOPANOK | yacry 0becneyeHuns
noxbopa mepcoHana. MePCOHATOM.
IMowck, Onpenensats KpUTepuu Hcrounuku obecrieuenusi | IIonck BO BHyTPEeHHHX U
MPUBJICUCHHE, MOKCKa, MPUBJICUCHHUS, OpraHu3aIiy KajpamH. BHENIHUX MCTOYHHKAX

11o100p 1 0TOOP

mo0opa u otdopa

Cucrembl, METOJIBI U

uHpOpMAaIHH O




nepcoHara. MepPCoHaa. (hOopMBI MaTEPUAIBHOTO U | KaHIUAATaX,
Cobupars, HEMaTepUaIbLHOTO COOTBETCTBYIOLIEH
aHAJTU3UPOBAThH U CTUMYJIMPOBaHMSA TPyda TpebOBAHHAM BAKAHTHOI
CTPYKTYPHPOBaTh nepcoHarna. HoIDKHOCTH (TIpodeccu,
uH(popmaIuio o OCHOBBI apXUBHOTO CICLMATBHOCTH).
KaHAuIaTax u 3aKOHO/ATEeIbCTBA [Iposenenne .
HpeUI0KEHHUAX Ha HOPMATHBHBIE IPABOBBIE cobecezoBamii U BeTped
pBIHKE Tpyaa akThl Pocculickoi C KaHAMZaTaMi Ha
Deepar, B 4acTH BaKaHTHBIC JOJDKHOCTH
’ (mpodeccuu,
BEIICHUS TOKyMEHTAI[UH
CIICIIMAIBHOCTH) C
10 TIEPCOHATY. .
obecrieueHnEM 00paTHOM
3aK0HOIATEITBCTBO
Poccuiickoii Dexepaiu 0 | oo
Aepall O1eHKa COOTBETCTBUS
MEPCOHANIbHBIX TaHHBIX. KAH/HIATOB TPEGOBAHMAM
JlokasnpHbIe aKThI BAaKaHTHOM JOJDKHOCTH
OpTaHW3aIINH, (mpodeccun,
perynpyromune nopsaaox CIIEIHATBHOCTH).
00ecIeueH s IEPCOHAJIOM.
AJIMUHUCTPHPOBA- Odopmisars nokymenTsl | [lopsimok odopmieHus, AHanui3 mporeccon
HUE MPOIIECCOB U 10 BOTIIpOcaM BEIICHUA U XPaHCHUS JOKYMEHT00060pOTA,
JIOKyMeHTOO0OpoTa | OOecTeueHus JOKyMEHTAllUH, CBA3aHHOW | JTOKAIBHBIX TOKYMEHTOB
obecrieueHus KaJpPOBBIMHU PECYPCAMHU, | C IOUCKOM, 110 BOIIpOCaM
MIEPCOHATIOM HeOOXOOUMBIE JUIS MPUBJICYCHUEM, TTOJJO0POM obecrieyeHus
MPe0CTaBICHHS B 1 0TOOpOM MepcoHana Ha | [ICPCOHAIOM.
roCyIapCTBEHHBIE BaKaHTHBIE JOJDKHOCTH. HoxkymenTanmonHoe
OpraHbl, OCHOBEI COIPOBOXKACHIE
npodecCuoHaIbHbBIE JIOKyMEHTO000pOTa U KaHIMAATOB Ha JTanax
MOUCKA, IPUBICYCHHUS,
COI03bI U JAPYTHE JIOKYMEHTAI[MOHHOTO
noxdopa u orbopa
MPEICTaBUTEIIbHBIC obecrieueHus.
nepcoHalia Ha BaKaHTHBIC
OpraHbl pa0OOTHHUKOB. [opsimox GpopmupoBanus,
OpraHn3oBBIBaTh BeeHNs GAHKA JAHHBIX 0 | o hOCTH (mpogeccit,
p A A CITCIIMAIBHOCTH),
XpaHCHHE IOKYMCHTOB B | IIEPCOHANE OPTAHH3AUMI M | o onyypopanie

COOTBETCTBHUHU C Mpe0CTaBICHUS KaHAIATOB O
TpeOOBaHUIMH OTYETHOCTH. pesynbTaTax 0To0pa.
TPYAOBOTO, aPXUBHOTO [Topsimokx mpoBeneHUS CoNpoBOXKICHNUE
3aKOHOIATC/ILCTBA KOHKYPCOB U O(pOPMIICHUS JIOTOBOPOB TI0
Poccuiickoit denepanu | KOHKYpCHOU 00ecIIeYeHHIO

M JIOKAJIbHBIMHM aKTaMH JIOKyMEHTAI[UH. OpraHu3anun
OpraHHU3aIlxH. [Topsimok 3aKIrOUeHUS [IEPCOHAIOM, BKITIOYast
OpraHn3oBBIBATH U JIOTOBOPOB (KOHTPAKTOB). peBapUTEIbHbIC
MIPOBOJIUTH KOHKYPCHI, IPOIIEAYPHI IT0 MX
oQOopMIIATE U 3aKIIFOYEHHIO.
aHaJM3UPOBATh

KOHKYPCHYIO

JIOKYMEHTAITHIO.

Opranuzanus u
MIPOBEICHUE OIICHKH
MepCOHAaIA.

Onpenensars napaMeTpsl
U KPUTEPUH OLEHKU
IepcoHana.
Onpenensars u
MPUMEHATH CPElICTBA U
METO/Ibl TPOBEICHUS
OIICHKH IepCOoHAIA.
Onpenenarsb
MOTHBAIMOHHBIE
(baxTOpHI MPOBEICHNUS
OILICHKH TepCcoHaa.
CucremMaTu3upoBaTh,

TexHonornu 1 METObI
omnpeaeneHus
po¢hecCHOHATBHBIX
3HAHUW, YMEHUHI U
KOMIIETEHIIAH.

CucteMbl, METOABI U
($hOpMBI MATEPHAIBHOTO H
HEeMaTepPHaIbLHOTO
CTUMYJIUPOBAHUS TPYyAa
nepcoHarna.

JIokanbHBIE HOPMATUBHBIE
aKTBl OPraHU3AIUH,

Pa3paboTka rurana
OIICHKH TIepCcoHala B
COOTBETCTBHH C LECIAMHU
OpraHM3alnN.
IIpoBeneHue oneHKH
IepcoHaja B
COOTBETCTBHH C IJTAHAMU
OpraHUu3aIllu.

AHaH3 pe3ynbTaToB
OIICHKH TIepCcOoHaa,
MOJATOTOBKA
peKOMeHAaIu




000011aTh U
aHAJTN3UPOBATh
Pe3yIBTaThI OIEHKH
nepcoHana.
PaszpabareiBath
PEKOMEHIAIUH 110
Pa3BUTHIO TIEPCOHANA Ha
OCHOBE MPOBEAEHHOMN
OIICHKH.

OO0ecneunBaTh
00paTHYIO CBSI3b 1O
pe3yabpTaTtam
MIPOBEACHHON OIEHKH C
MIEPCOHAJIOM H
PYKOBOJICTBOM.

peryaupymomue mopsiok
OIICHKU ITepPCOHANA.

PYKOBOJICTBY U
MEePCOHATY.

ITonroroska
IIPEATIOKEHUH 1O
(hopmupoBaHHUIO OIOKETA
M0 OpTaHU3aINH |
MIPOBEJICHUIO OICHKH
nepcoHana.

Opranuzanus u

Onpenenars napaMeTpsl

HOpSIILOK U TCXHOJIOTHUA

Pa3paboTka mpoeKToB

MIPOBEJICHHE Y KpUTEPHUH aTTECTAIllUU | IPOBEACHUS aTTeCTAIIH. NOKYMEHTOB,
arTecTaluu nepcoHana. TexHOJIOrUU U METOABI OIIPEACTIAIMHNX MTOPSAA0K
IepcoHaia. Onpenensars u OIIPENEIEHNS U OLEHKU arrecranuy rnepconania, ¢
TMPUMEHSTH CPEICTBA U podecCHOHATBHBIX OLCHKOM 3aTpaT.
METO/IbI ATTECTAIIHH. 3HaHWH, yMEHUHN U Conposoxnennue
O6ecneunBaTh KOMITETEHIIUH. fiponecca arTecTainn 1
JOKYMEHTAIMOHHOE CucteMbl, METOABI U paboThl ATTECTALMOHHOR
COTIPOBOKICHUE dopmel MaTepuanbHoro n | KOMHCCHH.
IloaroroBka
aTTeCTAIlMH MepCcoHaa. | HeMaTepHUaTIbHOTO .
PeUIOKECHUHN O
OpraHu3oBbIBATH CTUMYJIMPOBAHUS TPY/ia
COOTBETCTBHH paOOTHHKA
XpaHEeHHe TOKYMEHTOB B | IepCOHAa.
JOJDKHOCTH (Impodeccuu,
COOTBETCTBHUU C
6 CHEIMATBFHOCTH) 110
TpeOOBAHMAMN pe3ynpTaTaM aTTecTalluu
TpYAOBOTO, 4pXHUBHOTO B COOTBETCTBUHU C
3aKOHOZATENILCTBA 3aKOHOJATEIbCTBOM
Poccuiickoii ®enepanuu Poccuiickoit denepanum.
Y JIOKAJTbHBIMH
TOKyMEHTaMHu
OpraHmu3aIny.
AnmunauctpupoBanu | ObOecrnieuynBaTh [Mopsinok ohopmiteHus, OpraHu3aIoHHOE
€ IIPOLECCOB U JOKYMEHTAIMOHHOE BEJCHUS U XPaHCHHUS COIPOBOX/ICHHE
JIOKyMEHTO000pOoTa COIPOBOXK/IEHUE OLIEHKH | JOKYMEHTAIMU, CBSI3aHHOMU MEPOMPHUSATHH 10 OLCHKE
[PH NPOBEIECHUU U aTTeCTaluu C IIPOBEAECHUEM OLICHKU U IIepcoHaja u ero
OLICHKH U IepcoHaja. aTTeCTalluy MepCcoHaia. arTecTalunu.
aTTecTaluu Odopmiste qokyMeHTsl | [Topsiok ohopmiteHus Odopmrenne nporecca u
HepCoOHaIa. 10 BONIPOCAM OIIEHKH U | JIOKyMEHTOB, pe3yJIbTATOB aTTeCTAllNH

aTTeCTallMy NepcoHaa,
IIPEIOCTABIIIEMBIE B
rocyapCTBECHHbIE
OpraHsbl,
npodeccuoHalbHbBIE
COI03BI U ApYyTHUe
MPEJICTaBUTEIIbHEIE
Oprasbsl paOOTHUKOB.
AHanu3upoBaTh
MpaBmJIa, IPOIECITYPHl U
MOPSAKY TIPOBEICHUS
OLICHKH U aTTeCTALuU
nepcoHaIa.

Becrtu yuer u
PETHCTPALHIO

MPEeIOCTaBISEMBIX B
rocyJapcTBeHHBIE OPTaHbI,
podeCcCHOHABHBIC
COI03BI U JpyTHE
MpelCTaBUTEIbHEIE
OpTaHsl pa0OTHUKOB.
JlokanbHBIE HOPMATUBHBIE
aKTHl OpraHU3aIlnH,
PETYNHPYIOLIUE OPSIIOK
OIICHKH M aTTEeCTAIUN
MepcoHarna.

nepcoHana.
NudopmupoBanue
MepCcoHaja o pe3yibTaTax
OIICHKH U aTTECTAIlHH.
IloaroroBka
MIPEUIOKEHNUM 110
Pa3BUTHIO TIEPCOHANA TI0
pe3yibTaTaM OLIEHKH.




JIOKyMEHTOB B
UH(POPMALTMOHHBIX
CHUCTEMax M Ha
MaTepHaIbHBIX
HOCHUTEJISIX.

Opranuzanus u
MPOBEACHUE
MEPOIPUATHH 11O
Pa3BUTHIO U
MIOCTPOEHUIO
poeCCUOHATTEHOM
Kapbephl MepcoHaa

AHaNnu3UpOBaTh YPOBEHB
001IIero pa3BUTUS U
podeCcCUOHATILHOMN
KBaTH(UKALHH
nepcoHaia.
Onpenensitb
KpaTKOCPOYHEIE U
JOJTOCPOYHBIE
OTPeOHOCTH PAa3BUTHSA
nepcoHana u
MOCTPOCHHUS €ro
npoheccuoHaTbHON
Kapbephl.

[IpuMeHsATh TEeXHOJIOTHU
U METOJIbI PA3BUTHS
nepcoHasia u
MOCTPOCHUS
podeCcCUOHATEHOM
Kapbepebl.

Onpenensitb

3¢ pexTUBHOCTH
MEPOIPUATHH 1O
Pa3BHUTHUIO MEpcoHANa U

Cucrema, criocoOBbl,
METO/IbI, HHCTPYMEHTBI
MOCTPOCHUS
npodeccuoHanbHOM
Kapbephl.

CtpykTypa opraHu3aruu u

BaKaHTHBIEC JOJKHOCTH
(mpodeccun,
CIIEUATBLHOCTH).
JIokanbHBIE HOPMATUBHBIE
aKThl OpraHU3aIuH,
PETYNHPYIOLIUE OPSIIOK
Pa3BHUTHUS U TIOCTPOCHUS
npodecCuOHATLHOMN
Kapbepbl IIEpCOHANA.

Pa3zpaboTka miaHoB
npodeccuoHaIbHOM
Kapbepbl paOOTHHKOB.
®dopMupoBaHue
KaJpOBOTO pe3epaa.
Opranuzanus
MEpOTIPHUSATUN 110
Pa3BUTHIO ¥ TIOCTPOCHUIO
npodeccruoHaIbHOM
Kapbephl IepcoHaa.
Amnanus s¢ppexTuBHOCTH
MEpPONPUATHI IO
Pa3BUTHIO IIEpCcOHAaa,
MOAr0OTOBKA
MPEIJIOKEHUH 110
Pa3BUTHIO.

IOCTPOEHUIO
npodeccuoHaIbHON
Kapbepsbl.
Opranusanus AHanu3upoBaTh U MeTtoabl, UHCTPYMEHTBI PazpaboTka mimaHoB,
00yueHus OlpeelaTh UCCJIEIOBAHUS METOJUYECKUX
HepcoHana HOTpeOHOCTH B IOTPeOGHOCTH B 0OydYeHHH | MAaTePHANOB, y4eOHBIX

00y4YeHHUH TPy
nepcoHaia B
COOTBETCTBHH C LEISIMH
OpraHU3aIlHY.
Pa3pabarbiBaTh 1jiaHbl
MIOATOTOBKH,
MEPEeNnoArOTOBKH U
MOBBIICHUS
KBalTM(UKALUU KaJpOB,
y4eOHbIe TUTaHBI U
MPOrPaMMBL.
Opranu3oBBIBATH
oOyyarorniue
MEPOTPUSITHS.
PazpabateBath u
KOMIUIEKTOBATh yueOHO-
METOJINYECKHE
JIOKYMEHTBI.
Pa3pabarbiBath u
0oOpMITATH JOKYMEHTHI
o mpoieccam
OpraHu3amnuu 00y4eHus
nepcoHasia U uX

mepcoHara.

[Mopsimok pazpaboTku
IJIAHOB IOJTOTOBKH,
MEePENOArOTOBKH U
MTOBBIIICHUS
KBaM(UKAINHA KaJPOB,
y4eOHBIX TJIAHOB U
Mporpamm.

Cucrembl, METOJIBI U
(GbopMBI MATEPHATILHOTO U
HEMaTepUaIbHOrO
CTUMYJIMPOBAHUS TPYJia
nepcoHarna.

IUTAHOB ¥ TIPOTPaMM,
NPOEKTOB JIOKAJIbHBIX
aKTOB IT0 OOYYCHUIO U
Pa3BUTHIO TIepcoHaa,
BKJTIOYAsI OI[CHKY 3aTpart.
Opranu3zanus
MEpPOIPUATUH 110
00yYeHHIO TIepcoHaa.
Ananus s¢ppexTuBHOCTH
MEpOTIPHUSATUN 110
00y4YeHUIo TIepcoHaa.




pe3yabpTaTaMm.

Opranusanus Onpenensars rpymnibl MeTonbl aganTanyuy u Pa3paboTka mnaHos
ajanTanuu u nepcoHana s CTaKUPOBOK. aJlaTanuy, CTaKHPOBKH
CTAXKUPOBKM CTaXXHUPOBKHU U TexHonoruu, METOABI U IIepCoHala C OLECHKON
IepcoHaIa. aJanTaluu. METOAUKU ITPOBEICHUSA 3arpar.
CornacoBbIBaTh a”aju3a u Opranuzanus
MEPOIPUITHS CUCTEMATH3ALNN MEPOIPUATUH 110
ajlanTanuu 1 JOKYMEHTOB U azanraimm, CTaKHpOBKe
CTaXUPOBKH C UH(POPMALIUH. ;epCOHaﬂa'
BO3MOXHOCTAMH [opsnok pa3paboTku OATOTOBKA
NpeIOKESHUH 110
MIPOU3BOJICTBA. [JIJAHOB aJlanTanuu
COBCPIIICHCTBOBAHUIO
[IpousBoauTs aHanu3 u MepCOHAala Ha HOBBIX
CUCTEMEI alalTaluH,
OILIEHKY pe3yJbTaTOB pabounx mecrax,
CTaKUPOBKH NIEPCOHAIIA.
NITAIAu U MTOJTOTOBKHU
ajarrrar OATOTOBKH, Anamu3 3 peKTHBHOCTH
CTaXXHPOBOK IIEPCOHANA. | MEPENOATOTOBKHU U MepOPHSTHiE 110
Buenpsate cuctembl MOBBILICHUSA ANATITALIH U CTAKHPOBKE
BOBIICYEHUS paOOTHUKOB | KBATH(UKAIINH ITepCOHAa MepcoHaa.
B KOPIIOPAaTHUBHYIO U OpPraHu3aluu
KYJBTYDpY. CTAXKHUPOBOK.
[Topsinok cocTaBieHus
CMET 3aTpaT Ha
aJanTaluio U CTaXXUPOBKY
[epcoHaa.
AIMHHHCTPHPOBA- Odopmisars nokymenThl | Ilopsmok obopmieHus, AHam3 mporeccos,
HUE MPOIIECCOB U 10 BOIIpOCaM BEJACHUS U XPaHCHUS IIPaBUII U MIOPSAIKOB
JIOKYMEHTO000pOoTa MIpOBeACHUS O0yYCHHUS, JIOKYMEHTAllUU, CBS3aHHON | OPraHM3aluu NpU
10 Pa3BUTHUIO U ajanTalnyuu u C cucTeMoil o0y4eHus, HIPOBENCHHH
npoeCcCHOHANBHON | CTQXKUPOBKM, PA3BUTHS M | aAaNTallui U CTAXKUPOBKM, | MCPOTPHUATHH IO

Kapbepe, 00yUeHHIO,
aJanTanyuu 1
CTaXXUPOBKE
MepCOHAaIA.

MOCTPOCHUS
npodecCUOHaNBEHOM
Kapbephl IIepcoHana,
MPEIOCTaBIIsIEMBIC B
rOCyJJapCTBEHHBIC
OpraHsbl,
npodecCuOHATBHBIC
COIO3BI U JIPYTHE
MIPEACTaBUTEITHHBIC
OopraHbsl paOOTHHUKOB.
OO6ecneunBaTh
JIOKyMEHTAI[MOHHOE
COTIPOBOXKJICHHE
00yueHwus, afanTanud 1
CTaXXUPOBOK, Pa3BUTHUS U
ITOCTPOEHUS
npodhecCHOHATBHOM
Kapbephl MepcoHaa.
OpraHu3oBBIBaTh
XpaHEeHHE TOKYMEHTOB B
COOTBETCTBHHU C
TpeOOBaAHUSIMU
3aKOHOJIaTEIhCTBA
Poccuiickoit enepaunu
U JIOKQJIBHBIMU aKTaMH1
OpraHU3aIlHH.

Paborats ¢
uH(OPMAIIMOHHBIMU
CUCTEeMaMU U ba3zaMu

Pa3BUTHS U TIOCTPOCHUS
npo¢ecCUOHATBHON
Kapbepbl IIEpCoHaa.
HopmartusHbIE TpaBOBBIE
aKTbl, PETYJINPYIOIINE
mpaBa ¥ 00sI3aHHOCTH
roCyIapCTBEHHbBIX OPraHOB
Y OpTaHU3aIMU 110
MPEAOCTABICHUIO YUYETHON
JIOKyMEHTAIUH.

[Mopsinok ohopmieHust
JIOKyMEHTOB,
MPENOCTABISAEMBIX B
rocyJapcTBEHHBIE OPraHbI
Y MHbIE OpTaHU3al1H.
JlokanbHble HOPMAaTUBHBIE
aKThbl OpraHU3aluHy,
peryaupymomue nopsiok
Pa3BUTHS U IOCTPOECHUS
podheCCUOHATHHOM
Kapbephl, 00yUueHus,
aJanTanuy U CTAXUPOBKU
MepcoHaa.

TexHoMOrNM, METOIBI M
METOAMKHU MPOBEACHUS
aHanu3a u
CUCTeMAaTH3alun
JIOKYMEHTOB U
WHGpOpMAIIH.

Pa3BUTHUIO U
npodeccruoHaIbHOM
Kapbepe, 00yUeHHIO,
aJlanTalyi U CTAXKUPOBKE
nepcoHana.
JlokyMeHTallMOHHOE
odopMIIeHHE pPE3yTbTATOB
MEpONPUATHI IO
Pa3BUTHIO
npodeccHoHaIbHOM
Kapbepe, 00yUeHHIo,
aJanTanui U CTAXKHPOBKE
nepcoHarna.

[Toaroroska
MPEII0OXKECHUH 10
COBEPILIEHCTBOBAHHUIO
CHUCTEM OOyYCHHS,
aJanTanuy u
CTaXUPOBKH, Pa3BUTHUS U
MOCTPOCHUS
npodeccroHanbHOM
Kapbephl IepcoHaa.
ComnpoBoXaACHHE
JIOTOBOPOB IO OKa3aHUIO
KOHCYJIbTallHOHHBIX,
WH(OPMAIIMOHHBIX YCIYT,
HEOOXOAUMBIX ISt
MpPOBEICHUs 00yUYeHUS,
aJanTanu u
CTaXUPOBOK, PA3BUTHUS U




JaHHBIX I10 BOIIpoCcaM
00yYeHuUs1, alanTalliy 1
CTaXUPOBKH, Pa3BUTHS U
MOCTPOEHUS
podecCUOHATILHOMN
Kapbepsl IIepCOHAIa,
BEJICHUS ydeTa
KaHIUJaTOB Ha
BaKaHTHBIC TOJKHOCTH

MOCTPOCHUS
npodeccuoHaIbHOM
Kapbephl epcoHana,
BKJIFO4Yast
npeBapUTEIbHBIE
IIPOLENYPHI 110 UX
3aKIF0YCHUIO.

(mpodeccun,
CIICTINATFHOCTH).
Opranuzanus Tpyna | AHAIH3UPOBATH MeTospl yueTa v aHanu3a | PazpaboTka cucTeMbl
nepcoHana 3¢ $eKTUBHOCTH pabOTHl | MOKa3aTesei mo Tpyny u OpraHu3auuy Tpyna
CHUCTEMBbI OpraHu3anuu oI1uiaTe Tpyaa. IIepcoHaIa 1 MopsAAKa
TpyZa IepcoHana u MeToaBl HOPMUPOBAHUS HOpMHUPOBaHUA TPyJa Ha
HOPMHUPOBAHUS TPyla HA | TpynHa. pabouux MecTax ¢
pabounx MecTax. CoBpemeHHbIE (HOPMBI, OLCHKOM 3aTpat Ha
Paborats ¢ CHCTEMBI OIUIATHI U yuera | [1CPCOHAIL.
UH(OPMALUOHHBIMH IPOU3BOAUTENLHOCTH BHenpeHue cucTeMbl
cucTeMaMu U 6a3zaMu Tpy/a mepcoHana. OpraHusaltii Tpy1a
nepcoHana U KOHTPOJIS
JaHHBIX 110 Cucremsl, METOIBI U
HaJ HOpMHUPOBAHUEM C
HOPMHUPOBAHUIO U (hopMBI MaTEpHUAIBLHOTO U
OIpeieICHHEM
oryiaTe Tpyaa HEMaTepUaIbHOTO
TPYZLOEMKOCTH,
I Haa. TUMYJUPOBAHUS T .
Pepco6 ana CTUMYJIMPOBA pyna HOPMATHBHOR
azpabaTeiBaTh U nepcoHaia. JHCIEHHOCTH, TPAdHKOB
odopmiate fokyMeHTsl | [lopsanox Tapudukanuu paGOT H yCIOBHl OMLITATEI
10 HaIPaBJICHUIO pabot u pabouux, TpyZIa MepcoHana.
JEeSITEIIbHOCTH. YCTaHOBJICHHUS Onpeienete
AOJDKHOCTHEBIX OKIanoB, 3¢ GeKTUBHOCTH pabOThI
Jo1IaT, Ha0aBoK U CHUCTEMBI OpraHu3aluu
KO3 GHUIMEHTOB K TpyJa ¥ HOPMHPOBAHHS
3apaboOTHOM TUIaTe, Tpyna Ha pabodnx
pacuera CTUMYJIHPYIOIIUX | MecTax.
BBIILJIAT.
Opranu3zanys CocTtaBnarts u @DopMBI U CUCTEMBI PaspaboTka cucTembl
OILIaTHI TPy A KOHTPOJIUPOBATH CTAThU | 3apabOTHOM MiaThl, OIUIAThl TPya [IEPCOHAA.
nepcoHana pacxooB Ha OIJIATy MOPSZIOK COCTaBIECHUS dopmupoBanue
TpyZAa IepcoHaia Uit OIOIKETOB. ILIAHOBOTO OrO/DKETa
IUIAHUPOBAHUA CucTeMBbl, METOIBI U orna ornatel Tpyaa,
010JKETOB U (POHJIOB. dopmsl MaTepuanbaoro u | CTUMYJIHMPYIOUIHMX 1
[Ip¥MEHATH TEXHOJOTUH | HEMATEPHAILHOTO KOMICHCATHOHHBIX
MaTepUaTbLHOM CTUMYJIMPOBAHUS TPyaa l‘fII’IHHaT'
MOTHBAIIUU B nepcoHana. SATOTOBRAS
[peIOKCHU 10
yIpaBICHUH [opsinok Tapudukanuu
COBEPIICHCTBOBaHUIO
IIepCOHAJIOM. paboT u pabouunx,
CHCTEMBI OILTATHI TPY/a
AHaNM3UPOBATh YPOBEHb | YCTAaHOBIICHUS
mepcoHana.
OIIaTHl TPyAa JOJKHOCTHBIX OKJIa/IOB,
IIepCOHAaNA 110 Jo1IaT, Hag0aBoOK U
COOTBETCTBYIOLIUM ko3¢ pHUIIEeHTOB K
npohecCuoHaTbHBIM 3apaboOTHOM 1UIaTe,
KBaJIN()UKALIHSAM. pacuera CTUMYJIHPYIOIIUX
BBITLIIAT.
Kanposas monmutuka u
CTpaTerusi OpraHu3aluy.
AJIMAHUCTPHPOBA- Odopmisats nokyMeHTsl | HopMaTuBHBIE IpaBOBBIE OdopmieHne TOKyMEHTOB

HUE MPOIIECCOB U
JIOKYMEHTO000pOoTa

10 BOIIPOCAaM OIUIaThl U
OpraHu3alyu Tpya

aKThI, PETYJIUPYIONTHE
npaBa U 00s13aHHOCTH

0 BOIIPOCAM OILIATHI U
Tpy/a mepcoHana.




10 BOIpocam
OpraHu3aluy TpyAa
1 OIUIATHI IIEpCOHAa

nepcoHa’na,
MIPEOCTABIIIEMBIE B
rocy/AapCTBECHHbBIE
OpTraHsbl,
npodecCuoHaIbHbBIE
COI03BI U ApYyTue
IIPEICTaBUTEIIbHbIE
Oprasbl paOOTHUKOB.
AHanu3upoBaTh
HOPMAaTUBHBIC U
METOJINYECCKHE
JOKYMEHTHI 110
BOIPOCAaM OILIATHI U
OpraHH3alyH TPyJa
nepcoHarna.
OpraHu3oBBIBaTh
XpaHeHHe T0OKyMEHTOB B
COOTBETCTBHH C

rocyJapCcTBEHHBIX OPTaHOB
Y OpTaHu3aluy Mo
MPEJOCTABICHUIO YUETHOM
JIOKyMEHTAIUH.
JloxanbHBIE HOPMATUBHEIE
aKThl OpraHu3aluu,
PEryNHpYIOIINE TOPSI0K
OIJIAThI, OpraHU3alUU U
HOPMUPOBAHUS TPYJa.
Tpynosoe
3aKOHOJATEIHCTBO M HHBIE
aKTbl, COAEPKAIINE HOPMBI
TPYAOBOTO IpaBa.

OCHOBBI apXHUBHOTO
3aKOHOJIaTeIbCTBA U
HOpPMAaTHBHBIE IIPAaBOBbIC
akThl Pocculickoil
®denepanuu, B 4acTU

ITonroroska
MIPEUIOKEHAN 110
COBEPIIECHCTBOBAHUIO
CHCTEMBI OIIATHI
OpraHu3anuu Tpyaa
repcoHana.
JlOKyMEHTallHOHHOE U
OpraHU3alMOHHOE
COTIPOBOK/ICHUE CUCTEMBI
OpraHu3alyy M OTLIATHI
TpyJAa IepcoHana.
CormnpoBoxaeHue
JIOTOBOPOB 0 OKa3aHMIO
KOHCYJbTAIIHOHHBIX
MH()OPMAIIMOHHBIX yCIYT
10 CHCTEMAaM OILIATHI U
OpraHu3anuu Tpyaa
nepcoHana, BKIovas

npeBapUTebHbIE
TpeOOBaAHUSIMU BEJCHUS JOKYMEHTAIUU HpPOLEAYPHI IO UX
3aKOHO/IaTeIhCTBA 0 TIepCOHATY. 3aKIII0UEHUIO.
Poccuiickoit denepaunu
Y JJOKAJIbHBIMU aKTaMHu
OpraHU3aINH.
Peannsauuma IIpoBonuTs Bompocs! ynpasnenus Buenpenune
KOPIIOPaTHBHOM MEpOIPUSITUSI B COIUANIEHBIM Pa3BUTHEM KOPIIOPAaTUBHBIX
COlMaIbHON COOTBETCTBHUHU C OpraHu3aIuu. CONMaIbHBIX TIPOTPAMM, B
TOJIMTHUKHU. KOPIOpaTUBHOU TexHomoruu, METOIBI U TOM 9HCJIC 11O
COLMAJIbHON MOJUTUKOMN. | METOAMKHU NMPOBEICHUS COLMAITBHOH MOJIEPKKE
Onpenensitb aHaius3a u OTACJIBHBIX IPYIIIT
3 PEKTUBHOCTH CHCTEMAaTH3ALUH PabOTHUKOB.
MEpOINPUATHI JOKYMEHTOB U Ouenka
peanusyemoit MHOOpPMAITHH. YAOBJICTBOPCHHOCTH
KOPIIOPAaTUBHOM OCHOBBI ApXUBHOTO fiepeonana
COIIMAIBHOHN TIOJINTUKHU. | 3aKOHOJATENhCTBA U KOpHOpaTHBHOU .
COLIMATBHON MOJUTUKOM.
Opranu3oBBIBATH HOpPMAaTHUBHBIEC TIPABOBEIC o
. L neHka 3G PeKTHBHOCTH
B3aUMOJICHCTBHUE C akThl Poccuiickoii MeponpuATHiE
roCyJapCTBEHHBIMH denepanuu, B 4aCTH KOPTIOPATHBHOM
opraHamy, BEIICHUA TOKyMEHTAI[UU COLMATBHOHN TONATHKH.
poQeCCUOHATILHBIMU 10 TIepCOHAaTYy.
COI03aMHU U IPYTUMU
MIPEACTaBUTENHHBIMA
opraHamu pabOTHUKOB,
0OIIECTBEHHBIMU U
WHBIMU OpraHU3alusIMI
10 BOIIpOCaM
peanu3anuu
KOPIIOPAaTUBHOM
COIMATBHON MTOJIMTHKH.
AnmunuctpupoBa- | Opopmisate nokymeHTsl | [lopsgok ¢hopmupoBanus, | JlokyMeHTannmoHHOE
HUE MPOIECCOB U 0 BOIIpOcaM BeJleHUS OaHKa JaHHBIX U odopMIICHHE PE3YILTATOB
JIOKyMEHTO000pOTa | KOPIIOPATHBHOM MpeA0CTaBICHUS KOPIIOPATUBHOM
0 BOIpOCaM COITMAJIbHOM MOJUTHKH, OTYETHOCTH I10 BOIIPOCaM COLMAJIBHOM MOJIUTHKH.
KOPIIOpPaTUBHOU NPENOCTABISAEMBIC B COI[MATLHOM MOJIMTUKH B JlokyMeHTallHOHHOE U
COLMATLHON roCyaapCTBEHHBIE OTHOIIICHUH TIEPCOHAA. OpraHu3allHOHHOC
MOJINTUKH OpraHbl, JlokanpHble HOpMaTHBHBIe | COTPOBOKACHHC
MEpOIPUSATHIA

NpEACTABUTCIBHEBIC

AKTBI OpraHu3anuu,




opraHbl pabOOTHHUKOB.
O0ecneunBaTh
JIOKyMEHTAI[IOHHOE
COTIPOBOKJICHHUE
COLIMAJILHOU MOJIUTUKH B
OTHOIIICHUH TIepcoHaa.

peryaupymomue mopsiok
BHEJIPCHUS
KOpIIOpaTUBHOM
COIIMAJILHOU MOJIUTUKHU U
COIIMABbHBIX IPOTPAMM.

KOPIIOpaTUBHOMI
COLIMAIIbHOMN ITOTUTHKH.
IToaroroska u o6paboTka
3aMpOCOB M yBEJOMIICHUH
0 pabOTHHKAX B
roCyJJapCTBEHHBIC
OpTaHEI,
npodeccruoHambHBIE
COIO3BI U JIPyTHE
MpeACTaBUTENbHbIE
Oprassl pabOTHHUKOB 110
BOTIPOCAM COLIMATBHOMN
MOJINTUKH B OTHOIICHUH
epcoHaa.

5. TpeOoBaHus K CJOyLIATEJSAM
Jluna, Xearonme OCBOUTh JOMOIHUTEIbHYIO MPO(HECCHOHATEHYIO POTPaMMY, JTOJIKHBI

UMETh BHICIIEE WM CpeaHee MpodeccHoHambHOEe 00pa3oBaHUE.
00pa3oBaHMsI JODKHO TOITBEPKIATHCS JOKYMEHTOM TOCYJApCTBEHHOTO HJIM yCTAHOBJICHHOTO

Hamnuue ykasaHHOTO

JlanHyl0 mporpaMMy TakkKe KMEIOT MpPaBO OCBaWBaTh JIMIA, IOIyYarollhe CpeaHee
npodeccuoHagbHOe U (WIK) BhICIIEe 0Opa3oBaHue.
6. TpynoemkocTb 00yuenust 350 akaJeMUUECKUX YaCOB
7. dopma o0yyeHust
Jlnig peanuzanuy IporpaMMsl podeccruoHalbHOM MepenoAroTOBKY MPeIyCMOTPEHA 3a04Has
¢dbopMma oOydeHus: C MPUMEHEHHEM TUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTHH.
8. Pexxum 3anaTHH
N3yueHne Marepuaa cilylareieM OpraHu3yeTcs CaMOCTOSATEIIBHO B COOTBETCTBUU CO
CpPOKaMH, YCTaHOBJIEHHBIMH C YU4E€OHBIM rpaduKOM.




COJAEPKAHHUE ITPOI'PAMMBI
Y4eOHblii U1aH
KonunyecTtBo yueOHbIX yacoB: 350
dopma 00yueHwsI: 3a09Has, C UCIIOJIb30BAHNEM JUCTAHIIMOHHBIX 00Pa30BaTEIBHBIX TEXHOIOTHIA

JucTtaHumoHHBIE dopma
Ne HaumenoBanue pasnenos, nucuuiuiie | Beero 3aHATHS (Yac.) KOHTPOJIA
n/m (Momyneit) u Tem 4acoB npakruy. | CPC
JICKIITUU
3aHATHUSA

Paznean I «kKagposoe 1esionpou3BoacTBO
U peryJiMpoBaHMe CONHAJIbHO-TPYAOBBIX OTHOIIEHU I

JAucuuniuna 1 54 32 22 Tect
Opranunsanus padoTsl 0 KaAPOBOMY YYeTy:
NPaBOBOM ACIHEKT.

Jucnunianna 2 24 16 8 Tect
TpynoBoii 10roBop: MOPAIAOK 3aKJIHYEHUSA U
usMmeHenusi. [IpaBuia npuema Ha padory.

Jducuunimnna 3 12 8 4 Tect
IIpaBoBasi opranu3anusi pa6o4ero BpeMeHHu
W BpeMeHH OT/bIXAa.

Jucuunianna 4 26 18 8 Tect
OcHoOBaHMSI ¥ TOPS/IOK TpPeKpalleHust
TPYAOBOro a0roBopa. BoccraHoBieHue Ha

paodore.

JAucnunimna S 8 8 Tect
JloKyMeHTHpOBaHHE KAIPOBBIX MPOIECCOB.

JAucuuniauna 6 6 4 2 Tect

JMcHuIINHAPHAS OTBETCTBEHHOCTD.
IMoompenus 1 B3pickanus. OTcTpaHeHHe OT
padoThl.

JAucuuniauna 7 10 6 4 Tect
Omiara Tpya B OpraHM3anmu.

Jducuuniauna 8 20 16 4 Tect
PeryiupoBanue counajabHO-TPYA0BBIX
OTHOIIIEHHH.

Jucouniauna 9 10 8 2 Tect
Tpya oTae/bHbIX KATeropuii pa0OTHHKOB.

Pasnes II «Opranuszanus padoTsl 0 YIPABJEHHIO IIEPCOHAIOM

Jducuuniauna 10 16 16 Tect
Cay:x0a ynpasjieHHs IEPCOHAJIOM: MOPSAOK
CO3IaHMs, IIeJIH U 3aJa4H.

Jducuunianna 11 8 6 2 Tect
IIpodeccuonanbublii  cTaHgapr B padore
CIeLHAJIHMCTA 110 YIIPABJICHHUIO IIEPCOHAJIOM.

Jducnunianna 12 12 12 Tect
Ka[[pOBaﬂ IMOJIMTHKA n CTpaTeFHSI
yHnpaBJieHHUsl IEPCOHAIOM.

JAucuuniauna 13 8 8 Tect
KopnopatuBHasi KyJbTypa OpraHu3amum.
IIpomeskyTouHas arrecTanus 4 4 3auér

(mnpakTHyeckasi padora).




Pazaea 111 «YnpasieHue 4eJil0Be4eCKUMH pecypcaMm»

Jducuuniauna 14 20 12 8 Tect
YnpasJieHue NMEePCOHAIOM: OCHOBHbIE

NOHSATHS U IMOJXO0IbI.

Jucnunianna 15 12 8 4 Tect
IlonGop nepconaJa.

Jducuunianna 16 12 8 4 Tect
OuneHka MOTHMBALlMM M CTUMYJHPOBAHHE

Tpyaa.

Jducuuniauna 17 12 8 4 Tect
Ouenka u aTTecTalys MepPcoHaJa.

Jduncnunianna 18 12 8 4 Tect
O0y4eHue 1 pa3BUTHE MEPCOHAJIA.

Jduncnunianna 19 24 18 6 Tect

YnpasieHue KOHPIUKTAMMU.
dopMupoBaHHE TPYAOBOr0 KOJJIEKTHBA.

IIpomeskyTouHas arrecTanus 4 4

(mnpakTHyeckasi padora). 3auér
Pazgen IV «ABTOMaTH3a1Msl KaAPOBOI0 YYeTa»

JAucuunimna 20 30 20 10 Tect

ABTOMaTH3aLHUs KAAPOBOI0 yyeTa.
1C 3apnaara u kaapsi 3.0.

HrTorosas arrecranuv: 2 2 IK3aMeH
(Tecr)

Hroro: | 350 240 14 96

YyeOHO-TeMATHYECKHI JIAH

JluctaHIIMOHHBIE ®dopma
Ne HaumenoBanue paznenos, nucuumind | Beero 3aHATHS (dac.) KOHTPOJIS
/1 (Momyneit) u Tem 4acoB npaktuy. | CPC
JICKIITUU
3aHATHA

Paznen I «kKaaposoe 1ejionpou3BoacTBO
U PeryJMpoBaHuE CONMATbHO-TPYA0BbIX OTHOIIIEHUII»

Jducuuniauna 1 54 32 22 Tect
Opranuzanus padoThl 10 KAJAPOBOMY y4eTy:
NMPaBOBOM ACMEKT.

1.1 | 3akoHomarenbHOE U JIOKaJIbHOE 13 8 5
PEryJIUpOBaHKUE TPYIAOBBIX OTHOLICHHIHA.

1.2 | Obmue paBUIIa opopmiienus | 20 10 10
JOoKyMeHTOB. CuctemMa JOKYMEHTAIluU

1.3 | Beagenue TpyJOBbIX KHIKEK. 15 10 5

1.4 | Opranu3anms 3amUThl MEPCOHAIBHBIX

JlaHHbIX. BoOWHCKMII yuyeT U oOXpaHa 6 4 2
TpyJla B OpraHu3aIiu.
Jucnunianna 2 24 16 8 Tect

TpynoBoii 10roBoOp: MOPAAOK 3aAKJIKYEHHUSA U
usMmeHenus. [IpaBuia npuema Ha padory.

2.1 | IIpaBoBOE peryyiMpoBaHuE COACHCTBUS 6 4 2
3aHATOCTH U TPYAOYCTPOKCTBY.

2.2 | TpynoBou JIOTOBOD: MOPSIIIOK 9 6 3




3aKJIIOYCHUA U USMCHCHUS.

2.3 | IIpuém Ha paboty, npaBuia npuéma. 9 6 3
JAucuunimnna 3 12 8 4 Tect
IIpaBoBasi opranu3zanusi padouero BpeMeHH
U BpeMeHHU OTIbIXA.

3.1 | PabGouee BpeMsi 1 €ro peryJupoBaHUe 6 4 2

3.2 | I[lonsiTne n 3HaYE€HNWE BPEMEHH OT/AbIXA. 6 4 2
JAuncuunianna 4 26 18 8 Tect
OcHoBaHMSIT W MNOPSAOK MpeKpameHust
TPyA0BOro aorosopa. BoccranoBienne Ha
pabore.

4.1 | llopsgok  mOpekpaileHus  TPYAOBOTO 8 6 2

JIOTOBOpa

4.2 | ObopmieHre YBOJbHEHUS. 9 6 3

4.3 | BoccranoBieHue Ha paboTe 9 6 3
JAucnunimna S 8 8 Tect
JloKyMeHTHpOBaHHE KAIPOBBIX MPOIECCOB.

5.1 | IlepeBoa u nepeMenieHue KaipoB. 4 4

5.2. | CoBMECTUTENBCTBO M JPYrHe€ BUABI 4 4

pabor.
Jucounianna 6 6 4 2 Tect
JucuuninHapHasi 0TBETCTBEHHOCTb.
[Moompennusi u B3bickanusi. OTcTpaHeHHue 0T
padoThbI.

6.1 | ucuuminHapHasi OTBETCTBEHHOCTh 4 2 2

6.2 | OtcTpaHeHue OT pabOTHI. 2 2
Jducuuniauna 7 10 6 4 Tect
OnJjiaTa Tpyaa B OpraHu3anuu.

7.1 | XapakTepuCcTUKa U TIOHATHE 3apabO0THOM 2 2

T1aThl.
7.2 | 'ocygapCTBEHHbIE TapaHTHM MO OILJIaTe 1 1
TpyAa paOOTHUKOB.
7.3 | Cuctema oruiatel TpyJa. 6 2 4
7.4 | ®opmbl 3apabOTHOM TIATHI U CHUCTEMBI 1 1
MIPEMUPOBAHMSL.
Jucouniauna 8 20 16 4 Tect
PeryaupoBanue COIMATbHO-TPYI0BBIX
OTHOLUICHMI.

8.1 | Cucrema npaBOHApYLIEHUH TpPYyJI0BOTO 7 5 2

npasa.

8.2 | CounanpHoe mapTHEPCTBO B cdepe 5 5

TpyZa.

8.3 | 'apaHTUU 1 KOMIIEHCALINH. 8 6 2
Jucouniauna 9 10 8 2 Tect
Tpya oTAe/IbHBIX KATEropuii pad0THHKOB.

9.1 | EnunctBo u  nuddepennuanus B 4 4

[IPAaBOBOM PETYJIUPOBAHUU TPY/Ia.




9.2 | OCOOEHHOCTH peryJHpOBaHUS  Tpy[Aa 6 4
OTJIENIbHBIX KaTeropuil pabOTHUKOB.
IIpome:xxyTouHasi arTecTanust 4 4 3auér
(mpakTHyeckas padora).

Pazgen I «Opranuzanus padoTsl N0 yIPaBJIEHHIO IEPCOHATIOM
JAucuunianna 10 16 16 Tect
Cay:x0a ynpaBjieHUs] NEPCOHATIOM: NMOPSAI0K
CO3/IaHMs1, IIeJTH U 3a1a4H.

10.1 | [lonatne ¥  3Ha4eHHE  CIIYKOBI 2 2
YIpaBJICHUS TIEPCOHATIOM.
10.2 | IokyMeHTOOOOPOT CITyKOBI 3 3
YIpaBJICHUS TIEPCOHAIIOM.
10.3 | Homenkmatypa gem B ciyx0e 4 4
yOpaBlIeHUs IEPCOHATIOM.
10.4 | KagpoBblit AJIEKTPOHHBIN 3 3
JIOKYMEHTO000pOT.
10.5 | Ilopsanox XpaHEHUs KaJIpOBBIX 4 4
JIOKYMEHTOB. ODKCHepTH3a ILIEHHOCTH
JOKYMEHTOB.  Bbmaua  apXWBHBIX
JIOKYMEHTOB.
Jducnuniauna 11 8 6 Tect
IIpodeccuonanbHublii cTaHAapT B PpadoTe
CHEeHHATUCTA N0 YIPABJIEHHUIO NEPCOHAIOM.
11.1 | IlonsTue u 3HaUeHUE 6 4
po¢eCCHOHATIBLHOTO CTaHAAPTA.
11.2 | Buenpenue po¢eCCHOHATBHBIX 2 2
CTaH/IapTOB B paboTy.
JAucuuniauna 12 12 12 Tect
Kaagposas NMOJTUTHKA U cTparerust
yIpaBJieHHs] ePCOHATIOM.
12.1 | KagpoBas nmoiuTuka B OpraHu3aliu 6 6
12.2 | Crpaterus ynpasieHMs IEPCOHATIOM 6 6
Jduecnunanna 13 8 8 Tect
KopnopaTtuBHasi KyJbTypa OpraHu3alum.
13.1 | KopnoparusHas KyJIbTypa 2 2
OpraHH3aIiH.
13.2 | OcobenHocTn dbopMHUpOBaHUS 4 4
KOPIOPAaTUBHOMN KYJIBTYPBI.
13.3 | KopriopaTuBHBIil apecc-KOJI. 2 2
IIpome:xyTouHast arrecraums 4 4 3auér

(mpakTuyeckas padora).

Paspnen I1I «YnpasieHnue 4yeJI0Be4eCKMMH pecypcaMmu»




Jducnunanna 14 20 12 Tect
YnpasJieHue MePCOHAIOM: OCHOBHBbIE
TMOHATHS U MOAXO/AbI.
14.1 | Ilepconan opraHu3anuu Kak 0ObEKT 5 3
yipasieHus. MecTo u poib
yIIpaBJICHUS TIEPCOHATIOM B CUCTEME
YIIPABJICHUS] OPraHU3aLHE.
14.2 | UcTopus ynpaBieHUs] IEPCOHATIOM. 5 3
14.3 | OOure noaxoas! K AeITEILHOCTH I10 5 2
YIPaBJICHUIO TIEPCOHATIOM.
14.4 | CoBpeMeHHbIE KOHILIECTILUN YTIPABICHUS 8 4
MIEPCOHAIIOM.
JAucuuniauna 15 12 8 Tect
IMoxGop nepconaJia.
15.1 | Umumx opraHd3aniu Kak 4 2
paboToaaTes.
15.2 | UuacTpyMeHTapuii moadopa nepcoHana 6 4
15.3 | UadbopmupoBanue Ciry 0 3aHITOCTH O 2 2
BaKaHTHBIX  pabouyMx  MecTax B
OpraHu3aIyH.
Jducuunianna 16 12 8 Tect
Ouenka MOTHBAIlUM M CTHUMYJIHPOBAHHE
Tpyaa.
16.1 | MoTtuBanus nepcoHaa. 2 2
16.2 | DKOHOMUYECKHE CTHUMYJIbI MOTHBALUU 2 2
Tpyna.
16.3 | DddexTrBHBIE METOIBI 8 4
CTUMYJIMpOBaHus nepconana. OreHka
CHUCTEMbI MOTHBAITUH TIEpPCOHAIA.
Jducuunianna 17 12 8 Tect
Ouenka u aTTecTanus MePCcoHAA.
17.1 | MeTonbl OLIEHKH TIEpCOHaa. 2 2
17.2 | Arrecranus nepcoHana. 8 4
17.3 | HezaBucumas olieHKa KBanuuKaluu 2 2
PabOTHUKOB.
Jducuunianna 18 12 8 Tect
O0yuyeHue 1 pa3BUTHE NEPCOHAJIA.
18.1 | OGyuenue M pa3BUTHE MEpPCOHANA: 4 4
00111 TTOJIOKEHUSI.
18.2 | CoBpemeHHbIE  MeTOABI  OOy4YCHHSA 8 4
TIepCcCoHaIa.
Jducnunianna 19 24 18 Tect

YnpasieHue KOH(PIUKTAMMU.
dopMupoBaHHE TPYAOBOr0 KOJLJIEKTHBA.




19.1 | OcHoBbI KOH(JIUKTOJIOTHH. 6 6
VYrpaBieHue KOHOIUKTOM.

19.2 | KoH(aukTHas TMYHOCTh U 10 6 4
XapaKTEPUCTUKH €€ TPOSIBICHU.

19.3 | Ilcuxonoruyeckuit KiumaT 8 6 2
KOJUIEKTUBA. YPOBEHb CINIOUEHHOCTH
KOJIJICKTHBA.
IIpome:xxyTounas arrecraums 4 4
(mpakTH4eckasi padora). 3auér

Pasznen IV «ABTOMaTH3alus KaApOBOIro y4yera»
JAucuunimna 20 30 20 10 Tect
ABTOMATH3aLMA Ka/JPOBOI0 y4eTa.
1C 3apnaara u kaapsi 3.0.

20.1 | JBuxenue KaJIpOB. Yuér 13 8 5
MIEPCOHAJILHBIX TAHHBIX.
20.2 | lllraTtHOE pacniucanue. OTYETHOCTD. 17 12 5
HTorosas arrecTtanus: 2 2 DK3aMeH

(Tecr)

Hroro: | 350 240 14 96

Kanengapubiii yueOHblil rpaguk
JAOIOJHUTEIbHOM NPOodecCHOHAIBHON NPOrpaMMbl
npodeccuoHAIBLHON NMepenoAroTOBKH
«YrnpaBJieHHE NIEPCOHATIOM

O6bem mporpamMmbl 350 akageMUYEeCKHMX dYacoB, BKIIOYash BpeMs, OTBEACHHOE Ha
MIPOMEXKYTOUYHYIO U UTOTOBYIO aTTECTAIIHH.

Ilepuon oOyuenusi: 6 Mmecsues.

PexxuMm 3ansaTuii: He Oojiee 8 akaIeMHUYECKHUX YacoB B JeHb, He Ooee 40 akageMUIeCcKHuxX
4acoB B HEJEIO.

[Ipn HEoOXOaUMOCTH CpPOK OOY4YeHHS MOXKET OBITh COKpAIlleH WM YyBEJIWYCH U
MIPOXOIUTH 0 UHAUBHIyaIbHOMY y4eOHOMY TLIaHy.

NunuBuayanbHbId y9eOHBIA IJIaH COTJIACOBBIBACTCS CO CIyIIATeNIeM, JUPEKTOPOM U
YTBEP>KIAeTCS BHYTPEHHUM MPUKA30M.

YBenuueHne WU COKpAIIEHUE CPOKa OOyUYEHHS JOITyCKaeTCs MPH COXPAHEHWH o0beMa
M3y4aeMOoro MaTepuaia U MPOX0XKACHUS MTPOMEKYTOUHON 1 UTOTOBOM aTTECTAIIUU.

YCJIOBUS PEAJIM3ALIMU ITPOI'PAMMBI

1. MaTrepuajibHO-TEXHHYECKHE YCI0BHS Peain3alMu NPOrpaMMbl

[Tporpamma npodeccuoHaIbHON MEPETNOArOTOBKH 0OecreyeHa KOMILIEKTOM PECypCoB,
HEOOXOUMBIX JIJISl €€ peann3alyu:

— AJIEKTPOHHBIN MOYTOBBIN SIIMK, HA KOTOPOM pa3MELICHbI JIEKIIMH, TPAKTUYECKHE
3ajjaHus, Yy4eOHO-MeToIuYecKas JuTepaTypa U Jpyrue MaTepuaibl MO0 JUCHUIUIMHAM
MIPOrPaMMBI.



— chcTeMa JIUCTAHIIMOHHOTO o00ydeHust «Mirapolis», Ha KOTOPOHl pa3MeIlIeHBI
JeKIHH, NPaKTHUECKUe 3aJaHus, yuyeOHO-MeToAuYecKas JuTeparypa U JApyrue marepuaibl 10
JUCLMITIMHAM IPOTrpaMMBbl

— KaOuHETbl, 000pYJOBAaHHbIE aBTOMATU3UPOBAHHBIMU pabO4YMMU  MeCTaMu
METOAMCTOB U MEJarorn4ecKux pabOTHUKOB, OPTTEXHUKOM.

2. YueOHO-MeTOANYECKOEe o0ecneyeHrne POrpaMMbl

2.1 HopMaTHBHBIE IPABOBBIE AKTHI

1. Tpymnogoii konekc Poccuiickoit @enepanmu [ Tekct]- Mocksa: [Ipocniekt, KnoPyc, 2013.
-224 c.

2. Ilpodeccuonanbublii  ctanmapt «Crnenuanuct MO  YOPaBIEHUIO  IEPCOHAIOMY,
YTBEPKAEHHBINA NpPHUKa3oM MuHuUCTEpCTBA TpyAa UM COLMAIBHOM 3amuThl Poccuiickon
®denepanuu oT «9» maprta 2022 r. Ne 1091

OcHoBHas quTepaTypa:

1. ®opmupoBaHue JOKYMEHTOB U Jiesl. COOpHUK HOPMATUBHBIX IOKYMeHTOB [Tekct] /
Cocrt. u kommenT. M.H.Mukymunoii.-HoBocubupck: Cub.yHuB.u3a-so, 2006.-272 c.

2. JlenonpousBoacTBo: OOpa3isl, 10KyMeHTbl. Opranu3zaius 1 TexHoaorus padotsl [Tekcr]
/ B.B.I'amaxos, U.K.Kopnees u np. — 2-¢ uz., nepepad. 1 mon. — M.: TK Benou, U3n-Bo
[Ipocnekt, 2005. — 456 c.

3. Jlemompou3BoACcTBO B KaapoBoii ciyxkoe [Tekcr] / CocraButens A.B. Bepxosies. — 6-¢
n3a.- M.: UTHOPA-M, 2004. — 224 c.

4. 3enenko, M.10O., Kondmmkronorus [Tekct]: Yueonuk /M.1O.3enenkoB.- M3naTenscTBo

HamxoB u K, 2013.- 324 c.

5. Kpacasun, A.C. [lokymeHTalimoHHOE o0ecrieueHue, yrnpasieHue kaapamu [Tekct]
/A.C.KpacaBun.-M.: UTH®A, 3003.-231 c.

6. Munryposa, 1.B. Texnonorus kagpooro menemkmenta [Teker] /M.B.Mumyposa. -M.:
UKII «MapT; PoctoB u//1.: «MapT», 2004.-234 c.

7. Mamukos,B.H. [TpakTrka ncuxoioruyeckoro ooecrneyeHus: pykoBOACTBa, YIIPaBICHHUS,
meHemkMenTa [ Teker] /B.H.Mamkos.-CII6.: Peus, 2005.-304 c.

8. Oxcunoiin, K.O., Po3una, E.B. Ynpasienue nepcoHanom: TeOpHs U MPaKkTUKA.
VYnpaBieHue colagbHbIM pa3BUTHEM U COLMANIbHAS paboTa ¢ MEPCOHAIIOM OpraHHU3aLUuU
[Tekct] : yueOHO-TIpakTHIecKOoe Tocoome /o pea. A.S.Kubanosa.-M.: [Ipocmekr,
2014.-64 c.

9. ®enocees, B.H. Ynpasienue nepconanom [Tekcer] /B.H.Democees.-M.: UKL «MapT»,
PoctoB H//1.: «MapT», 2006.- 156 c.

JlomosiHUTEILHASA

1. TpynoBoe nmpaBo B cxemax U Tabnuuax. OTBETCTBEHHOCTh CTOPOH TPYIOBOT'O JI0rOBOpa
[Texct] // KagpoBoe aemo. - 2013. — Ne 2. - 48 c.

2. Jlenonpou3BOACTBO B KaJIpoBoii ciryx0e. Opranuszanus padoTsl 1o yuéty kaapos [TekcT]
// KampoBoe gemno. - 2013. — Ne 3. - 48 c.

3. Ortaen nepconana ¢ Hyas. MoTuBaius nepcoHana: kak paspadorars KPI [Tekct] //
Kanposoe neno. - 2013. —Ne 4. - 32 c.

4. Mukymuna, M.H. TpynoBas kumxka [Tekcr] / M.H.Mukymuna. — HoBocuOupck:
W3narenbekuii nentp «Mbiciaby, 2006.- 48 c.

5. Muxees.B.A. OcHOBBI COLIMAJIBHOTO MAPTHEPCTBA: TEOPUS U MOJIUTHKA
[Texct]/B.A.Muxees.-M.: Dx3amen.-2001.-305 c.

6. Kopuuituyk, I'.A. Kpatkuii cipaBouHuK KaJapoBoro padotnuka [Tekcr] /

I'.A Kopuuituyk. — CII6.: TIutep, 2006.- 96 c.

7. KommenTtapuu opuiuanbHbIX opraHoB k TpynoBoMy konekcy Poccuiickoit @eneparyu

[Texct] / Coct. A.B.BepxoBies. — 6-¢ u3., nom. — M.: UHOPA-M, 2005.- 1216 c.



10.

11.

12.

13.

14.

15.

16.

17.

Tpynosas kanxka. [IpaBuna Begenus. MucTpykuus no 3anonsenuro [Teker]. — M.:
«KHnra cepsucy, 2004.- 16 c.

JloKkyMeHTBI 110 0popMIIeHHIO TPYAOBBIX oTHOIIeHuH [Tekct].- M.: 3A0 «Kunura
cepBuc», 2004.- 64 c.

ITycrozepoBa, B.M. Bce ocHoBanus st yBonbHeHus1 paboTHUKOB [Tekcr] : [Tocobue
pyxoBogutens npennpustus /B.M.IlyctozepoBa.- M.: «Kuura cepsucy, 2004.- 144 c.
Tpyxanosuy, JI.B., I'mymiko, B.1. luciuninnapsslie B3bickanuss. OTcTpaHEeHHE OT
pab6otsl [Tekcr] : [IpakTuaeckoe nocooue /JI.B.Tpyxanosuu, B.1.I'mymiko.- M.: U3a-Bo
«®uHnpecer, 2004.-160 c.

Jzroesa, ®.0. O6pa3ubl npukazos 1o kajapam [Tekcr] / @.0. [Izroesa.- M.: TK Benbu,
N3n-Bo IIpoceemenue, 2004.- 312 c.

Kpacasun, A.C. JlokyMeHTalmOHHOE Oo0OecrieueHre yrnpaBiieHus Kaapamu [ Tekcr] :
[Tpaktuueckoe nocodue / A.C.Kpacasun.- M.: UHOPA-M, 2003.- 192 c.

CrenrokoB, M.B. O6pa3iibl TOKYMEHTOB 10 JEIONPOU3BOACTBY [ TekcT]
/M.B.CrentokoB.- M.: «IIpuop- uznat», 2003.- 144 c.

CrenrokoB, M.B. Jlokymentsl otaena kaapos [ Tekct] /M.B.Crentokos.- M.: «IIpuop -
u3gar», 2003.- 176 c.

bacakos, M.1. JlokyMeHTHI 110 niepcoHany opranuszaiuu [Tekcr]: [lpaktuueckoe
nocodue.- 2-e uzs., nepepad. U nom.- Mocksa: UKL «MapT»; PoctoB Ha [lony:
«M3narenbckuii neHtp «MapT», 2003.- 240 c.

bacakos. M.1 /lenonpon3BoACTBO U KOPPECTIOHJAEHIIUS B BONIPOCcax U oTBeTax [TekcT]:
VYuebnoe nmocobue mis cryaentoB / M.M.bacakos.- 3- € u3a., nepepad. U qom.- Poctor
H/[1: u3n-Bo «Dennkcy, 2001.- 320 c.

DJIEeKTPOHHbBIE pecypchl

www.rsl.ru — anekTpoHHas 6ubnuoreka quccepranuii (PI'b)

www.elibrary.ru — Hay4Has 2JIEKTpOHHas1 OMOIMOTEKa

www.rf.br.ru—  HayyHas  dJekTpoHHas  Ouwbnmmoreka  Poccuiickoro  ¢onnma
(byHIaMEHTAILHBIX HCCIICIOBAHUIA.

www.knigafund.ru — DnexrporHO-0nbMoTeyHas cuctema «Kaura®donm»
www.Biblioonline.ru — snextponnas 6ubaunoreunas cucrema «Opait»

www.sovnet.ru — poccuiickas Acconumanus Ynpasienus [Ipoextamu « COBHET»
www.umc38.ru/o-tsentre/metodicheskij-kabinet/normativnaya-baza/ —  31meKTpOHHBIH
0aHK 3aKOHOJATEIbHOM 0a3bl

3. Opranu3anuoOHHO-NIeJArornyecKue ycJaoBHus
Hcnoab3yembie 00pa3oBaTesibHbIe TEXHOJIOTHU:

OOyd4eHwue 1Mo mporpaMme OCYIIECTBIISICTCS C UCTIOIB30BAHUEM TUCTAHITMOHHBIX
00pa30BaTeIbHBIX TEXHOJOTUIN: KelicoBasi TEXHOJIOTUs (OpTQebHas), HHTEpHET-CeTeBast
TEXHOJIOTHSI.

MeTtoauyeckue peKOMeH/IALMU N0 U3Yy4YEeHHUI0 Kypca
B nentpe nporecca 00yueHust HAXOAUTCS CAMOCTOSITEIbHAS [TO3HABATEIbHAS

NesITeNIbHOCTh 00y4aeMoro, MO3TOMY METOMKA PeaTnu3alui MporpaMMbl ITPeIoiaraet
acunxponHoe (off-line) o0yueHnue, Korjga yueOHbIE MaTepHAIIbI TOCTABIISIOTCS 00yJarOIIeMycst
C TIOMOIIIBIO 3JIEKTPOHHOW MOYTHI, U OH U3Y4aeT UX CAMOCTOSTENIBHO, B COOTBETCTBUHU C
y4eOHBIM IpadukoM, U (WJIM) CHHXPOHHOE (on-line) 00yueHue, mpu KOTOPOM OOYHAFOIIUNACS
paboTaeT B cUCTEME JUCTAaHIIMOHHOTO 00y4eHus «Mirapolis»

OIIEHKA KAYECTBA OCBOEHMUS TPOT'PAMMBI



ITocne u3ydeHus Kaxa0u JUCHUIUIMHBI IPOTPaMMBI IIPEyCMaTpUBAETCs
MIPOMEXYyTOUHask (hopMa KOHTPOJIS MOJTYYECHHBIX 3HAHUN B BUJIE TECTUPOBAHUS, BBIMIOTHEHUS
MPaKTU4YeCKOM paboThI U Mp. (OLIEHOUHbIE MaTepualsl /lpunoscenue A).

@®opMOii UTOTOBOTO KOHTPOJIS SBJSiETCSl KBaTU(UKALMOHHBIN SK3aMEeH B BHJE TECTa,
MO3BOJSIIOIIMNA  BBIABUTb  TEOPETHYECKYK0  IIOATOTOBKY  BBIIIYCKHHKA B pELICHUU
npodeccuoHaNbHBIX 3ajay.

K nToroBoii arTecTaniuy JOMyCKAETCs CIyIIATENb, HE UMEIOIIEH aKaIeMUYeCKOn
3aJI0JKEHHOCTH U B TIOJIHOM 00BbeMe BBITTOJHUBLINY y4eOHBIH MIaH MU WHIMBUYaJTbHBIN [J1aH
0 IIporpaMmMe IpodecCuoHaIbHOM MepernoAroTOBKH.

[TpumepHbIe TECTOBBIE 33JaHUS K KBATU(PUKAIIMOHHOMY SK3aMeHy AaHbl B (/Ipunooccenuu
B).

CopepxaHue BceX 3aHATHH (JEKIIMOHHBIX, TPAKTUUECKUX) 00ecTIeYnBaeT BO3MOKHOCTh
(bopMHpOBaHUS KOMIIETCHIIUH, 3asIBJICHHBIX B IPOrpaMMe.

Ha xBanu¢ukalinoHHOM 3K3aMeHe BBIITYCKHUK JI0JKEH MOATBEPIUTh KOMIIETEHIIUH.
OCBOCHHBIE B Ipoliecce 00y4YeHuUs IO IporpaMMe NpodecCuoHaNBHOM MepernoAroToBKH U
[I0Ka3aTh FOTOBHOCTh K PeaJM3allii HOBOTO BUJIA IEATEIbHOCTH: OCYIIECTBICHUIO PAa0OTHI B
cdepe ynpapieHUs: IEPCOHATIOM OpraHU3aluy C YUeTOM aKTyaJbHbBIX POOJIeM ee pean3ali.
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