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Hanpagsnennocts (mpoduip): KagpoBas monmuTrka u yrpasieHHE TPYIOBOH JEATEILHOCTHIO B OpraHU3aIiu

YTBEPIKJICHHOTO y4eOHO-METOANIECKUM coBeTOM By3a oT 11.06.2025 mpoTtokos Ne 5.

Pa6ouas nporpamma o700peHa Ha 3acelaHuH Kadeapsl

FocynapCTBel-n-loro U MYHUIIUIIAJIBHOI'0 YIIPABJIECHUSA U YIIPABJIC€HUA MEPCOHATIOM

3aB. kadenpoii k.3.H., goueHT Xamaacesud H.P.



1. HEJIX OCBOEHUA JUCHUTIIMHBI

1.1|O3HaKOMHUTH CTYJCHTOB ¢ (JOPMUPOBAHHEM M PA3BUTHEM KaJPOBOM TOKYMEHTAIMK B POCCHM KaK HEOThEMIIEMOM YacTh
Tpoliecca yrpasieHus nepconana. [Jo03HaKOMHUTb CTYAEHTOB C TEOPETHYECKUMH 3HAHUSIMU UCTOPUHU KaJIpOBOW CHCTEMBI
nokymeHTanuu B Poccun. [Toka3ath 0cOOCHHOCTH COBPEMEHHOM CHCTEMBI KaIpOBO JOKYMEHTAIIMHU U TIOPsIIKa paOOTHI ¢
JOKYMEHTaMH 10 IiepcoHary. HayuuTh CTYZ€HTOB IPaMOTHO COCTaBJIATh U OPOPMIIATH JOKYMEHTHI 110 YIIPABJICHHIO
nepcoHannoM. OOy4uTh MeToaaM paboThI ¢ KaIPOBBIMU JOKYMEHTAMH.

2. MECTO JUCHUIIITUHBI B CTPYKTYPE OOII

Huxn (pa3gen) OOTIT: 51.0.04

2.1|Tpe6oBaHns K NpeIBaAPHTEILHOI MOATOTOBKE 00yYaIOIIErocs:

2.1.1|Pycckuii S3bIK U KyJIbTYpa pedn

2.1.2|O1HKa 1eI0BEIX OTHOLIECHUH

2.1.3|Coumonorus ynpasieHUs

2.2| IucuumIMHbI U PAKTHKH, JJISI KOTOPBIX 0CBOEHHE IAHHON THCHHUILUINHBI (MOIYJIs1) HEOOX0AMMO KaK
npeJuiecTBylOIee:

2.2.1| AHanuTHUeCKas NeITEIBHOCTh B YIIPABJICHUH EPCOHATIOM

3. KOMIIETEHIIIY OBYYAIOIIETOCsl, POPMUAPYEMBIE B PE3YJIbTATE OCBOEHUS JUCIAILTAHEI
(MOJLYJIST)

OIIK-4.2: Peaqn3yeT 10KYMEHTAIIMOHHOE CONPOBOKIeHNE ONEPATUBHOIO YIIPaBJIEHHs MEPCOHATIOM

IIK-1.2: Peanu3yeT 1OKyMEHTO00OPOT MO Y4eTy M IBH:KEHUIO KAPOB, N0 MOCTAHOBKE HA YYeT OpraHu3alnuu B
rocyJ1apCTBEHHBIX OPraHax, MPeACTABJIEHUIO TI0KYMEHTOB, 10 MEPCOHAJY B rOCyAapCTBEeHHbIE OPraHbl

IIK-1.3: OpraHn3yeT XpaH€HUE JOKYMEHTOB B COOTBETCTBHH C TpeﬁOBaHl/IflMl/I 3aK0HOAATECJIbCTBA H JIOKAJIbHBIMHA
HOPMATUBHBIMHA aKTaMH

B pe3yabTaTe 0CBOCHUA TUCHUIIVIMHBI OﬁyqalOl[IHﬁCH JOJIZKCH

3.1|3narth:

3.1.1|ocHOBBI pa3pabOTKK U BHEAPEHHS KaJAPOBOH U YIPABICHYECKOH JOKYMEHTAIIMH, OCYILIECTBICHHUS I€JIOBOTO OOIICHHS;

3.1.2|ocHOBEHI y4yeTa U JBMKEHHS KaJpOB B OpraHU3allMu.

3.2|Ymertn:

3.2.1|onTUMHU3UPOBATh JOKYMEHTOOOOPOT U CXeMbl (DYHKIIMOHAIBHBIX B3aUMOCBS3eH MEXIy NOIPa3eIeHUIMY, BECTH
KaJIpoBOE JIETONPOU3BOACTBO U OPTaHM30BEIBATh APXUBHOE XPAaHEHNE KaJPOBBIX JJOKYMEHTOB B COOTBETCTBHH C
JeHCTBYIOIIMMH HOPMaTUBHO-IIPABOBBIMHU aKTaMH, BECTH EPETOBOPHI, IPOBOAUTH COBELIAHHS.

4. CTPYKTYPA U COJIEP’KAHME JUCIUAIIIMHBI (MOLY.JIST)

Kon HaumenoBanmue pasnesio u teM /Bua | Cemectp / | Yacos | Komneren- | Jlutepatypa IIpnmeyanue
| 3aHATHS 3aHATHA/ Kvbpc 1105011

Paznen 1. lenau u 3agaum u3ydenus
AUCHUILINHBI. 3aKOHOaTeJIbHOE U
HOPMAaTHBHO-METOANYECKOe

peryaupoBanue JOY

1.1 Ilenn 1 3amaun n3y4eHns: AUCUUTUINHEIL. 3 4 OIIK-4.2 JI1.1
3akoHOAATEIHHOE 1 HOPMATHBHO- TIK-1.2 TIK- | JI1.3J12.2J13.2
METOIHYECKOE 1.3 D102 03 D4

perynuposanue 10OV /Jlex/ 2556 28 39




1.2 Ilenun u 3agaun N3y4eHUs: AUCLUATUIVHEIL. 4 OIIK-4.2 JI1.1
3akoHOAATEIHHOE M HOPMAaTHUBHO- MK-1.2 TIK- | JI1.2J12.1J13.2
METOJUYECKOE 1.3 01323324
perynuposanue 10V /Tlp/ 3526 97 28

39

1.3 [enu 1 33124 U3yYeHUS AUCIUTLTHHEL. 18 OIlK-4.2 |JI1.1J11.3J12.1
3aKoHOaTeNbHOE M HOPMATHUBHO- IK-1.2 TIK- JI2.2J13.1
METOIMYECKOe 1.3 31323354
perynuposanue 10V /Cp/ 0556 37 28

39
Paznen 2. CocTtaB M BUABI KAPOBBIX
AOKYMEHTOB
2.1 CocraB U BUABI KaJPOBBIX JOKYMEHTOB /JIek/ 8 OIIK-4.2 J1.1
MK-1.2 TIK- | JI1.4J12.1J13.2
1.3 02332437
39
2.2 CocraB U BUABI KaIpOBBIX 10KyMeHTOB /I1p/ 2 OIIK-4.2 J1.1
MK-1.2 TIK- | JI1.4J12.1J13.2
1.3 2199
2.3 CocraB U Bu/ibl KaIpOBBIX JIOKYMEHTOB /Cp/ 2 OIIK-4.2 J1.1
MK-1.3 JI1.4J12.1J13.2
2199
Pa3znen 3. "T'OCT P 7.0.97-2016.
Hanuonaububiii ctanaapt Pocceniickoit
®Degepanuu. CucteMa CTAaHIAPTOB IO
uHpopManuu, 6NGJIMOTEHHOMY H
H31aTeabCKOMY deay. Opranu3auuoHHO-
pacnopsiiMTe/bHasi JOKyMeHTAalusl.
TpebdoBanus K 0GpopMJIEHHIO
JOKYMEHTOB'"

3.1 "T"OCT P 7.0.97-2016. HanmoHanbHbBIH 4 OIlK-4.2 JI1.1
craanapt Poccuiickoit @eneparun. Cuctema TK-1.3 JI1.4J12.2J13.1
CTaHJAapTOB N0 HH(DOpMaIHH, 21939
OMOMMOTEYHOMY M U3/1aTEIBCKOMY JIEIy.

OpraHu3aoOHHO-PACTIOPSIIUTENIbHAS
JokyMeHTanus. TpeGoBaHus K 0(OPMIICHHIO
nokymeHnTtoB" /Jlex/

3.2 "TOCT P 7.0.97-2016. HarpmoHansHbIiH 4 OIIK-4.2 J1.1
cranzapt Poccuiickoit @enepannu. Cuctema IK-1.3 JI11.4J12.2J13.1
CTaHJApTOB O HH(}OpMAIHHY, 2199
OMOJIMOTEYHOMY U M3/1aTEIILCKOMY JICTTy.

OpraHu3aOHHO-PACTIOPSITUTETbHAS
JokyMeHTanus. TpeGoBaHus kK 0(OpMIEHHIO
nokymenrtos" /IIp/

3.3 "TOCT P 7.0.97-2016. HarmonansHbIH 16 OIIK-4.2 |JI1.1JI1.4J12.1
crannapt Poccuiickoit @eneparun. Cucrema TIK-1.3 JI2.2J13.1
CTaHJAapTOB N0 HH(DOpMaIIHH, 2139
OMOMMOTEYHOMY M U3/1aTEIBCKOMY JIEIY.

OpraHu3aIOHHO-PACTIOPS IUTEIbHAS
JnokyMeHTanus. TpeGoBaHus K 0(OPMIICHHIO
nokymeHnrtos" /Cp/

Paznen 4. CoctaB 1 u oopmieHue
AOKYMEHTOB IpU IpHeMe Ha PadoTy.
JloKyMeHTHpOBaHHe IBUKEHHE
nepcoHaJja

4.1 CocraB 1 1 0hopMIICHHE JOKYMEHTOB TPH 8 OIlK-4.2 | JI1.3J12.3J13.2
npueMe Ha paboTy. JJoKyMEeHTHpOBaHUE IK-1.2 IIK- | 21 22 23 D4
JIBIOKEHME niepcoHana /Jlex/ 1.3 3526 97 B8

99




4.2 CocraB u 1 oopMIIeHHE JOKYMEHTOB IIPU 8 OIlK-4.2 |JI1.1 JI1.4]12.2
npueme Ha padoty. JloKyMEeHTHpPOBaHHUE TIK-1.2 TIK- J12.3J13.1
IBIxeHHe nepconana /Ilp/ 1.3 01323354

3536 27 28
39

4.3 CocTtaB u 1 opopMIIeHHE JOKYMEHTOB TIPU 14 OIlK-4.2 | JI1.1J12.2J13.2
npuemMe Ha paboTy. JJokyMEeHTHpOBaHUE IIK-1.2 TIK- | 313233 24
NBIDKeHHe niepcoHana /Cp/ 1.3 3526 97 28

39
Pasnea 5. Ilopsanok NoaAroToBKU
NPHKA30B N0 JUYHOMY COCTABY U
odopmiIeHNe THYHBIX KAPTOYEK.
Benenue TpyaoBbIX KHHKEK M JJUYHBIX
e paGoTHUKOB

5.1 Iops 10K MOATOTOBKH MPUKA30B T10 4 OIlK-4.2 JI1.2J12.1
JIMYHOMY COCTaBYy U 0(pOpMIICHUE JTNUHBIX IK-1.2 TIK- J12.2J13.1
KapTouek. BeieHHe TPpyIOBBIX KHIDKEK U 1.3 21925354
JIMYHBIX Je] paboTHUKOB /JIex/ 0556 07 D8

39

5.2 Iops 10K MOATOTOBKH MPUKA30B T10 6 OIlK-4.2 J1.2
JIMYHOMY COCTaBY U 0(hOpMIICHUE JTNUHBIX IK-1.2 TIK- | JI1.3J12.1J13.2
KapTouek. BeieHHe TPpyIOBBIX KHIKEK U 1.3 21925354
JIMYHBIX Je1 paboTHUKOB /IIp/ 0556 07 D8

39

5.3 ITopsimok MOArOTOBKM IIPUKA30B I10 9 OIIK-4.2 | JI1.1J12.2]13.1
JIMYHOMY COCTaBYy U O(OPMIICHUE JTHUHBIX IK-1.2 TIK- | 2132 23 34
KapTo4ek. BeieHue TpyaoOBBIX KHIXKEK U 13 3536 97 28
JIMYHBIX Jel paboTHHUKOB /Cp/ 39
Paznen 6. UndopmanuoHHo- cipaBoyHast
AOKYMEHTAIUS

6.1 HHudpopManmoHHO-CTIpaBOYHAS 2 OIlK-4.2 J1.1
nokymeHrauus /Jlex/ I1K-1.3 JI1.3J12.1J13.1

2199

6.2 HudpopManmoHHO-CTIpaBOYHAS 4 OIlK-4.2 | JI1.1J12.1J13.1
noxymenranus /I1p/ IK-1.3 2199

6.3 HHudpopManmoHHO-CTIpaBOYHAS 14 OIlK-4.2 J1.1
noxymenranust /Cp/ IK-1.3 JI1.3J12.1J13.1

9199
Pa3gen 7. Opranusanus padoTsl ¢
AokyMeHTamMu. OpraHu3anusi XpaHeHust
JeJ1 CITyKObI KaTpoB

7.1 Opranuzanus paboThl ¢ JOKyMEHTaMHU. 2 OIlK-4.2 |JI1.1J12.1 J12.2
Oprasu3anys XpaHeHus! Jell CILyKObl MK-1.2 TIK- | JI2.3J13.1 JI3.2
kaznpoB /JIex/ 13 31323354

3536 2728
39

7.2 Opranuzanus paboThl ¢ JOKyMEHTaMH. 4 OIIK-4.2 JIL.1J11.2
OpraHu3anusi XpaHeHHUs e CITYKObI TIK-1.2 TIK- | JI1.3J12.1J13.2
kazpos /IIp/ 1.3 512233 54

3536 27 28

99




7.3 Opranusanus paboThl ¢ JOKyMEHTaMU. 3 16 OIIK-4.2 J1.1
OpraHu3anusi XpaHeHHUs e CITYKObI TIK-1.2 TIK- | JI1.3J12.2J13.1
kazpos /Cp/ 1.3 31 52 33 B4

D526 97 58
39
7.4 /KoHtp.pab./ 3 0 OIlK-4.2 | JI1.3J12.2J13.2
IK-1.2 TIK- | 51 22 33 D4
13 D526 97 58
29
7.5 /Ox3amen/ 3 27 OIlK-4.2 J1.1J11.2
IK-1.2 TIK- | JI1.3J12.1 JI2.2
13 J12.3]13.1
31 52 33 B4
D526 97 58
39

5. OHEHOYHBIE CPEJACTBA

5.1. OHeHO‘IHLIe MaTepuaJibl 1J51 TEKyHIE€ro KOHTPOJIA U l'lpOMe)KyTO‘IHOﬁ aTTeCTalluu

HpeﬂCTaBﬂeHLI OTACIbHBIM JOKYMEHTOM

5.2. OHeHO‘IHLIe MaTepuaJabl 11 THATHOCTUYECKOI'0 TECTUPOBAHUSA

Hpe,Z[CTaBJ'IeHLI OTACIIBHBIM JOKYMEHTOM

6. YHAEBHO-METO/JMYECKOE H HHOOPMAIIMOHHOE OBECIIEYEHHWE JTUCHUIIJIMHBI (MOAY JIS)

6.1. PexoMennyemas murepatypa

6.1.1. OcHoBHas aUTEpaTypa

ABTOpBI, COCTaBUTEIH 3arnaBue WzparensctBo, roxn | Komnu-Bo
JI1.1 |Ky3ueuosa, 1. B., JlokyMeHTaImoHHOE 00ecIieueHne yIpaBiIeHNs IEPCOHAIOM: Mocksa: JlamikoB u 1
Xauatpsy, I'. A. yueOHOe nocobue is GakaaaBpoB K, Aii ITu Op
Menwua, 2019,
JJIEKTPOHHBIN
pecypc
JI1.2 |bopo3munaI'. B. INcuxomnorus enoBoro ooueHus: Y4eOHuK Mocksa: OO0 1
"Hay4no-
U3JaTeNbCKU
nentp UIHOPA-M",
2022, sneKTpOHHBIN
pecypc
JI1.3 |ITomyroBa M. A., Oco0eHHOCTH JOKYMEHTUPOBAHUS TPYAOBBIX OTHOILICHU: Yura: 3a0I'Y, 2020, 1
[erposa U. B., yueOHoe nocobue AJIEKTPOHHBIH
Mexymsa H. C. pecypc
JI1.4 |Ilerymko H. E. JlokyMeHTaIMOHHOE 00eCIIeUeHHEe YITPaBICHHS Munck: BI'YKU, 1
2020, >5eKTpOHHBIN
pecypce
6.1.2. JlonoiHuTeIbHAS IUTEPATYpPa
ABTOpBI, COCTaBUTEIH 3aryiaBue WznarensctBo, rox | Konnu-Bo
JI2.1 |Hoponmna JI. A., OpraHu3aiys 1 TeXHOJIOTHS IOKYMEHTAIIMOHHOTO obecnieuenns |Mocksa: FOpaiir, 1

HWpurtukosa B. C.

yIpaBiaeHUs: YUeOHUK U IPAKTUKYM Ul BY30B

2022, 2neKTpOHHBIH
pecypc




ABTODBI, COCTABHTEITH 3arnaBue WznarensctBo, ron | Komuu-Bo
JI2.2 |KaszakeBuu T. A., JokymenTtoBenenne. JJokyMeHTaMOHHBIN cepBuc: YueOHuK B |Mocksa: FOpaiir, 1
Txamuy A. W. IPaKTUKYM JJIs By30B 2022, >1eKTpOHHBIH
pecype
JI2.3 |HBanoga A. O. Pycckuit sI3bIK B 1€IIOBOY IOKYMEHTALIUH: YYeOHUK U Mockga: FOpaiir, 1
IPaKTUKYM I By30B 2022, >1eKTpOHHBIH
pecype
6.1.3. MeTtonnueckue pa3pabdoTku
ABTODBI, COCTaBUTENHN 3arnaBue HsnarenscTBo, rog | Kommu-Bo
JI3.1 |Cmeranunal. A. PernamenTanust 1 JOKyMEHTOOOECTIEUEHUE YIIPABICHHS Cypryr: 1
MEPCOHAIOM: METOANYECKHE PEKOMEH AN Wznarensckmit
nenrp CypIl'Y, 2019,
3JIEKTPOHHBII
pecype
JI3.2 |IIomos C.JL Jlenonpou3BOACTBO U ceKpeTapcKas paboTa Ha epcoHaabHOM |MockBa: 1
KOMITbIOTEpe: YueOHO-MeToAnIecKas IUTepaTypa U3znatenscTBO
"COJIOH-IIpecc",
2020, 3eKTpOHHBIH
pecype
6.2. Ilepeuens pecypcoB HHGOPMALHOHHO-TeJIeKOMMYHHKAIHOHHOH ceTH ""UHTepHeT"
31 |PenepanbHas ciyxba o Tpyny u 3aHsToctudenepanbHas cIyk0a o Tpyay U 3aHsToctd (Www.rostrud.info)
D2  |BcepOocCHIiCKHiA TIEHTP YPOBHS XKHU3HU (WWW.VCUQ.ru).
23 |Caiit MexayHapoaHOil opranu3auu Tpyaa (Www.ilo.ru)
24  |Caiir T'ockomcTata PO www.rks.ru
35 |XKypuan «CrnpaBouHuK KaapoBukay (Www.kadrovik.ru)
D6 |«Poccuiickas razeray (WWW.rg.ru)
37 |Caiir «/lemorpadust Poccun u Poccuiickoit ummepum» (WWW.eCon.msu.ru)
38 [«Yemosek u Tpym». (Www.chelt.ru)
29  |PKypuan «Bormmpockl 5KOHOMHKH» (WWW.VOPreco.ru)
6.3.1 Ilepeyenb MporpaMMHOro odecrnevyeHust
6.3.1.1|ITporpamMmsl, obecrieunBaroIIne JO0CTYI B ceTh MHTepHET (Hanpumep, «Google chromey);
6.3.1.2|TIporpaMMsI uIst JIEMOHCTPALIMU 1 CO3JaHMs pe3eHTalmil (Hanpumep, «Microsoft PowerPointy).
6.3.2 Tlepeyenb HHPOPMATMOHHBIX CIIPABOYHBIX CHCTEM
6.3.2.1|T"apanT-uH(bpOpMAIMOHHO-TIPaBOBO# mopTai. http://www.garant.ru/
6.3.2.2|Koncynbrantllintoc —HaexHas mpaBoBast moepikka. http://www.consultant.ru/
7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI (MO Y JIST)
7.1|YueOHbIe ayIUTOPHUH ISl IPOBEACHHS 3aHATHH JIEKIIMOHHOTO THIIA, 3aHATHH CEMUHAPCKOTO TUTIA (IPAKTUIECKUX 3aHITHH ),

TPYIIOBBIX ¥ HHAWBUAYAIBHBIX KOHCYJBTALNH, TEKYIIET0 KOHTPOJIS U MPOMEKYTOYHOMN aTTeCTallMi, YKOMIUIEKTOBAHBI
CIeNMaIN3UPOBAHHON MeOEIbI0 M TEXHUYECKUMHU CpeICTBaMU 00yueHus (J1I0CKa, SKpaH (CTalioHApHbII WK IEPEHOCHOM),
npoekTop). [TomMenieHus s caMoCTOSATEIbHOM Pab0Thl 00YYAIOIIUXCS, OCHAILICHHBIE KOMITBIOTEPHOUW TEXHHUKOMH C
BO3MOXHOCTBIO MOJKIIOUeHUs K ceTu "MHTepHeT" u obecrnieyeHns 1ocTyna B 3J1eKTPOHHYIO HH(OPMAIIMOHHO-
00pa3oBaTeIbHYIO CPEY OpraHH3aLHH.




