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|. AHHOTALIMA

1. Heapb ¥ 32124 JUCUUIJIMHBI (MM MOTYJIS)

[{enpr0 OCBOCHHS TUCITUTUIMHBI (MOYJIS) SIBISIETCSI BBIPAOOTKA y CTY/ICHTOB
CUCTEMHOTO MPEJCTABICHUSI O MPUHIUIIAX, METO/IaX M TEXHOJIOTUSX JOKYMEHTa-
[IUOHHOT'O 00OECIIEUEHHUSI YIIPABICHUS IEPCOHATIOM.

3agayamMu OCBOEHUS JTUCIMUIUIMHBI (MOJTYJIS) SIBISIFOTCS:

- ocBOocHHUE MPOodeCCUOHANIBHBIX 3HAHUN B 00JIACTH JIOKYMEHTAI[MOHHOTO OOecIe-
YEHHUS yIIPaBJICHUS IEPCOHAJIOM;

- TIOJTydeHHUe TPOoQeCcCHOHATBLHBIX HABBIKOB B 00JIACTH JOKYMEHTUPOBAHHS THITO-
BBIX CUTYAI[Ui TPYJOBBIX OTHOIIECHHUIA;

- TIOJTy4eHHEe NMPo(EeCCUOHAIBHBIX 3HAHUN M HaBBIKOB B 00JIACTH OpPraHU3allMM pa-
OO0THI C JOKYMEHTaMH 10 JINYHOMY COCTaRBY.

2. MecTo IMCcUMILTAHBI (MM MOayJifA) B cTpykType OOIL

HucunmiHa «JloKkyMeHTallMOHHOE OOECIICUeHUE YIpaBJEHUS MEPCOHAIOM» OT-
HOCUTCA K 00s13aTeIbHOM 4acTu y4eOHOro IulaHa IO HaMpaBJICHUIO MOJATOTOBKHU
38.03.03 YmpaieHue nepcoHanoM npoduiib MOATOTOBKU «YTIpaBJIICHUE TPYO-
BBIMU M COLMAJIBHBIMM TIpolleCCaMU B  oOpraHusaiuu». B Teoperuko-
METOJOJIOTUYECKOM M MPAKTUYECKOM HAIPaBICHUHM OHA TECHO CBSI3aHA CO CIENY-
IOIMMHU JUCIUIUIMHAMH y4eOHOTO iaHa: Pycckuil sSi3bIK U KyJbTypa peud, Jlerno-
BOE 00IIeHHE B chepe yrnpaBleHUs NEPCOHATIOM, Y TIpaBICHUE IEPCOHATIOM (SIBJISI-
€TCsl 10 OTHOIIEHUIO K HHUM 3aKpeIuIsfone GopMHUpOBaHHWE COOTBETCTBYIOIIUX
KoMIleTeHInit), Pa3paboTka ympaBiieHueckux perieHuit, CTpaternueckoe yrpas-
JICHUE MEPCOHAIOM, AYyAUT MepcoHana U KaJApOBbIA KOHCANTUHT (SIBISETCS Ipen-
HIECTBYIOIICH Mpu (HOPMUPOBAHUK KOMIICTCHITUH ).

3. O0beM JUCHMILIMHBI: 8 3aUeTHBIX eAuHHUI], 288 akaJeMUUECKUX 4acoB, B TOM
yucie:

{11 04HOM (pOpMBI 00yYeHUS:

KOHTAKTHAasl ayMTOPHasi padoTa: jneknuu 62 yaca, mpakTHUECKHE 3aHATUSA 45
4acoB,

camocTosiTeIbHAast padora: 171 yac, B TOM 4nciie KOHTPOJIb 27 4acoB,

KypcoBasi padora 10 gacos.

Jli1s1 04HO-3204HOM GOpMBI 00yUeHMS:

KOHTAKTHAsl ayJUTOpHAsi padoTra: JeKIunu 26 4acoB, MPAKTHICCKUE 3aHITHS 26
4acoB,

camMoCTosiTe/IbHAasi padoTa: 226 4acoB, B TOM YHCIIe KOHTPOJb 27 4acoB;
KypcoBasi padora — 10 yacos

4. IlnanupyeMble pe3ybTaTbl 00y4eHHMsl MO JAWCHUILIAHE, COOTHECEHHbIE €
IVIAHMPYEMbIMH Pe3yJIbTATAMHU OCBOCHUS 00pa30BaTeJIbHOM POTrPaAMMbI



[Tmanupyemble pe3ynbTaThl OCBOE-
HUST 00pa30BaTEIBLHON MTPOTPAMMBI
(bopmupyembie KOMITETCHITNH )

[Inanupyemsble pe3yabTaTbl 00yueHHUs 1o
JTUCHUTIITUHE

Vkaszvieaemcs ko0 u naumenosanue
KomnemeHyuu

LIpusoosimcs unoukamopvi 00CmMudiICeHus
KOMNnemeHyuu 8 COOMEemcmeuut ¢ y4eOHbiM
NIAHOM

YK-4 CriocobeH oCcymecTBIsATh Je-
JIOBYIO KOMMYHUKAIIUIO B YCTHOW U
MCbMEHHOH (hopMax Ha rocyaap-
CTBEHHOM s3bIKe Poccuiickoit de-
Jepaly 1 MTHOCTPAHHOM(BIX ) SI3bI-
ke(ax)

VYK-4.2; Beaet nenoByro nepenucKy Ha pyc-
CKOM $I3bIKE C Y4E€TOM OCOOCHHOCTEN CTHIIH-
CTUKU O(UIHUATIBHBIX U HeO(DUIIUATBHBIX MH-
ceM

OIIK-3 CnocobeH pa3pabaTbiBaTh
U OCYIIECTBISTh MEPOMPHUITHS,
HampaBjCHHbIE Ha peaJU3alHIo
CTpaTerny yMpaBIeHUS TEPCOHA-
JoM, 00ecrieunBaTh UX JOKyMEHTa-
[IIOHHOE COIIPOBOKICHUE U Ole-
HUBATh OPraHU3aI[MOHHBIE U COLIH-
aJIbHBIE MOCJIE/ICTBUS

OIIK-3.5; OdopmiisieT HEOOXOIUMBIE TOKY-
MEHTBI MIPU peaTu3alvui 3alJIaHuPOBAHHBIX
MEPOIPHUITUI

OIIK-4 CriocobeH mpUMEHSTh CO-
BPEMCHHBIE TEXHOJIOTHUH M METOJIbI
OTICPAaTUBHOTO YIPABJIECHUS TEPCO-
HaJOM, BECTH JTOKYMCHTAIIMOHHOE
COTIPOBOXKJICHHE B YYET

OIIK-4.3 OdopmisieT KaIpoBbie JOKYMEHTHI
ONEPATUBHOIO YIPABJICHHS EPCOHATIOM

5. @opma NPoOME:KYTOUHOM ATTECTALMU U CeMeCTP MPOXO0KIEHUA:
I1o ouHoli popme 00yUeHHUsI: 3a4eT, 5 ceMecTp, IK3aMeH, KypcoBasi pabora 6 ce-

MecTp

I1o ouHo-3204HO¥ opme 00yUeHMsI: 3a4€T, 7 CEMECTP, IK3aMEH, KypcoBasi pabo-

Ta § ceMecTp

6. SI3bIK npenogaBaHusl PYCCKUIA.




1. Copepkanmne IMCUMILIMHBI (MJIM MOAYJISA), CTPYKTYPHPOBAaHHOE 110 TeMaM
(pa3nesaM) ¢ yKa3aHHeM OTBEJCHHOI0 HA HUX KOJIHYECTBa aKaJeMHUYeCKHUX
YacoB U BUJ0OB Y4eOHbIX 3aHATHI

1. {iist cTy1IeHTOB 0YHOM (POPMBbI 00yUeHUs

Y4eOHas mpo-
rpamMMa — Haume-
HOBaHHE Pa3/IeioB
U TeM

Bceero
(dac.)

KonTaktHas pabdora (dac.)

Jlekuu

[IpakTnueckue
3aHATUS

Kontpons
CaMOCTOS-
TEJIbHOMN
paboTsI (B
TOM YHUCIIE
KypcoBast
pabora)

Camocro-
ATeabHas
pabora, B
TOM YHUCIIE
Kontpous
(dac.)

BCETO

B T.4.
MIPaKTH-
Yyeckast
MOATO-
TOBKA

BCETO | B T.4.
PaKTH-
yeckas
HOJIr0-

TOBKa

Cemectp 5

Pazpen 1. Cym-
HOCTh M CTPYKTypa
JIeTTOTIPOU3BOICTBA
B YIIPaBJICHHUH TEP-
COHAJIOM OpTaHH-
3aIuu

34

10

19

Paznen 2. OcHoB-
HbI€ HOPMBI U TIpa-
BUJIa 0(hOpMIICHUS
yIIpaBJIEHYECKUX
JIOKYMEHTOB

37

12

19

Pazgen 3. CocTtaB u
BUIbI I[OKYMGHTOB
10 YIIPaBJICHUIO
MIEPCOHAJIOM

37

12

19

Bcero 5 cemectp

108

34

17

57

Cemectp 6

Paznen 4. CoctaB u
odopmIiIeHHE J0-
KYMEHTOB IIpU
nprueMe Ha paboTy

49

10

10

29

Paznen 5. Joky-
MEHTHUPOBAHUE
JOBHUXXCHUSA nepco-
Haa

49

10

10

29

Paznen 6. Joky-
MEHTHUPOBaHUE
OIICHKH OCSATCIIb-
HOCTH NIIE€pCcoHaja

36

28




Paznen 7. Opranu-
3a1ust TOKyMEHTO-
00opoTa TOKyMeH-
TOB TIO yIIpaBJie-
HUIO IIEPCOHAIIOM

36

28

Bcero 6 cemectp

180

28

28

10

114

NTOI'O

288

62

45

10

171

2. ]Il CTYA€HTOB 04HO-3204HOM (PopMBbI 00yUeHU s

Yyebnas npo-
rpaMMa — HauMe-
HOBaHUE pPa3JIeiioB
U TEM

Bcero
(dac.)

KonrakTtHas pabora (dac.)

Jlexuun

IIpakTrueckue
3aHATHSA

Kontpous
camocTos-
TEJIbHOU
paboTHI (B
TOM YHCJIC
KypcoBas
pabota)

Camocro-
sITeJIbHAs
pabora, B
TOM YHCJIE
KonTposb
(gac.)

BCCIO

B T.4.
IIPaKTH-
yeckas
HIOATO-
TOBKA

BCEro0 | B T.4.
IIPaKTH-
yeckas
HOJrO-

TOBKa

Cemectp 5

Pazpen 1. Cym-
HOCTh U CTPYKTypa
JIETIOTIPON3BO/ICTBA
B YIIPABJICHUH TIEP-
COHAJIOM OpraHu-
3a1ini

34

10

19

Pazgen 2. OcHOB-
HBIC HOpMBI nu npa-
BUJIa 0(hOpMIICHUS
YIIPaBIEHYCCKUX
JIOKYMEHTOB

37

12

19

Paznen 3. CoctaB u
BU/JIbI TJOKYMEHTOB
0 YIIPaBIICHUIO
MEPCOHAIOM

37

12

19

Bcero 5 cemectp

108

34

17

57

CemecTp 6

Paznen 4. CocraB u
odopmiteHue J10-
KYMEHTOB MIPH
npuemMe Ha padoTy

49

10

10

29

Paznen 5. Jloky-
MCHTHUPOBAHUC
JIBUKEHUS TIEPCO-
Hajla

49

10

10

29




Paznen 6. Jloky- 36 4 4 28
MCHTI/IpOBaHI/IC

OIIEHKH JEeSATEIb-
HOCTH TIEPCOHAIIA

Paznen 7. Opranu- 36 4 4 28
3aIust TOKyMEHTO-
00opoTa TOKyMeH-
TOB TIO yIIpaBJie-
HUIO IIEPCOHAIIOM

Bcero 6 cemectp 180 28 28 10 114

NTOTI'O 288 62 45 10 171

Conep:kanue pa3jiejioB H TeM IO JUCUUILIUHE

Pazgen 1. CymHOCTh M CTPYKTYpa AeJONPOU3BOACTBA B YNPABJICHUH
MEePCOHAJIOM OPraHM3aUUHU

OcHOBHBIEC TOHSTHSI B 00JaCTH JOKYMEHTAIIMOHHOTO OOECIEUYECHUS yIpaB-
neHus nepcoHanom. [IoHsITHE «TOKYMEHT», €ro ONpe/IeICHHEe B HOPMATUBHBIX aK-
Tax, CBOMCTBA M Npu3HaKku. IOpuanyeckas cuiia TOKyMEHTa KaK OCHOBHOE CBOM-
CTBO yNPABJIEHYECKOrO TOKYMEHTA.

Jlenonpou3BoACTBO U IOKYMEHTAIIMOHHOE 00ecrieueHre yrpaBaeHus: CXO0/I-
CTBO W pasziuyue TepMUHOB. OCOOEHHOCTH JOKYMEHTAIIMOHHOTO OOECIeUEeHHUS
YIPABJICHUS TIEPCOHATIOM, €r0 MECTO B JJOKYMEHTAI[MOHHOM OOECIIEYEHHUH YIIpaB-
JICHUS OpraHU3aluen.

Yuuduxanus v ctanaapTusamnys B 00JacTH JOKYMEHTAIIMOHHOTO o0ecreye-
Hus ynpasienus. ConepxarenbHas u popmanbHas yHUPUKALIHS.

Bo3HUKHOBEHHE 1€TONPOU3BOJICTBA KAK OTPACIH YEJIIOBEYECKOM EATEIbHO-
cti. OcOOEHHOCTH MPUKA3HOTO, KOJUIEKCKOTO U MUHUCTEPCKOrO JIEJIOMPOU3BO/I-
cTBa B Poccun.

PazButue nenonpousBoactBa B XX Beke. Hayunas opranuzaius Ttpyaa B
obsiactu paboThl ¢ AJOoKyMeHTaMu. Hayano aBTomartuzaiuu paboThl C JOKYMEHTa-
MU. Bo3HHKHOBEHUE TOHATHUS «0e30yMaKHbII 0HCH.

Ocob6ennoctu aenonpousBojacTBa B Poccun konma XX — nagama XXI Beka.
W3mMeHeHns B cTaTyce rocyapCTBEHHBIX CTaH/IApTOB Ha JOKyMeHTaluto. [losBie-
HUE TEPMHUHA «YyTpaBJIEHUE TOKyMEHTaMu». TpeOoBaHUs K JTOKyMEHTOOOOPOTY B
paMKax CUCTEMbI MEHE/[KMEHTA KauecTBa.

CtpykTypa HOPMAaTHUBHO-TIPABOBOM M MeTOAMYeCcKOi 0a3nl Poccuiickoit dDe-
neparuu B obnactu pabotel ¢ kaapamu. KoguduimpoBannsie 3akoHbl: ['paknan-
ckuil, TpyaoBoil, AIMUHUCTPATUBHBIN U YTOJOBHBIN KOJIEKCHI.

Kommieke 3akoHomarenbHbix akToB Poccuiickoit denepanuu B 061acTu pa-
0ot1bl ¢ epcoHanoM. I[loa3zakonHsie akThl PO B 001acTH pabOThI C MEPCOHATIOM.
Hpyrve HOpMaTUBHBIE aKThl B 00JIACTH PETYIUPOBAHUS PAOOTHI C MIEPCOHATIOM.

I'OCTel U MeToauyecKue JOKYMEHTHI B 0OO0JIaCTU JOKYMEHTAI[MOHHOTO
oOecreyeHus: yIpaBJIeHHs IEPCOHATIOM.

JlokanbHast HOpMaTHBHAs 0a3a IOKYMEHTAI[MOHHOTO O0ECIeUeHUSs yIIpaBJie-
HUS IEPCOHAIIOM, €€ CTPYKTYpa.



Pasnen 2. OcHOBHBIC HOPMBI M IPpaBUJIa 0GOpMIICHHUS YIIPaBJIEeHYECKHUX
NOKYMEHTOB. PekBu3uThI. biianku

HopMmatuBHble TpeGoBaHUS K OQPOPMIIEHHUIO YNPABICHUYECKUX JIOKYMEHTOB.
['OCT P 7.0.97-2016 u IIpaBuna nenonpou3BoJicTBa B (eepalibHbIX OpraHax Hc-
HOJIHUTEJIBHOM BJIACTH.

PexkBu3uThl qOKyMeHTa. B3auMOCBs3b PEKBU3UTOB JOKYMEHTa U €ro HOpH-
nudeckor cunbl. OOs3aTenbHble U BTOPOCTENEHHBIE PEKBU3UTHL. [locTosiHHBIE M
NIEpEeMEHHbIE PEKBU3UTHI. DOPMYJISIp TOKYMEHTA.

CocTaB peKBHU3UTOB COBPEMEHHOTO JOKYMEHTa M TpeOOBaHUS K UX OPOpM-
JICHHIO.

bnanku noxymentoB. Bunabl 6aHkoB, ux Ha3HaueHue U opopmiuenue. Tu-
NOBBIE U YHU(DUIIMPOBAHHBIE OJJAHKH.

Hopw™ms! 1 ipaBmiia opuIIMaibHO-1€JI0BOT0 CTHIIS PYCCKOTO SI3bIKA.

Hcnonp30BaHne B TEKCTaX JTOKYMEHTOB TEPMHHOB, COKpPAILEHUH U CTaH-
JnapTHeIX KoHCTpykuuid. Kanuenspuszmpel. OCHOBHBIE OLIMOKH IIPU CO3/IaHUU TEK-
CTOB JJOKYMEHTOB.

CrpyKTypa TEKCTOB JIOKyMEHTOB. BBOJHas, OCHOBHAs W 3aKJIIOUUTEIbHAS
YacTU JIOKYMEHTOB, 3aBUCUMOCTb UX O(OPMIICHUS U COAEpKaHMs OT BHJA JOKY-
MEHTA.

VYHudukanus TekcToB 10KyMeHTOB. TpadapeT, Tabnuia 1 aHKeTa U npaBuiia
UX pa3pabOoTKH.

Pa3nen 3. CocTaB U BUABI JOKYMEHTOB 0 YIPABJEHUIO MEPCOHATIOM

[TonsiTne «pyHKIMU AOKyMeHTa». OOIMe W ClenuaibHble (YHKIIAW, WX
OCOOEHHOCTH.

[Tpuntunel  kmaccudukauu  TOKyMEHTOB. Mepapxudeckas u (daceTHas
Kiaccudukanmu, 0COOCHHOCTH UX MOCTPOSHUS, TOCTOMHCTBA U HemocTaTku. [lo-
HATHE «Kiaccudukaropa». OCHOBHBIE KIACCU(PHUKATOPHI YIPABICHUECKUX JOKY-
MEHTOB, UCTIOJIb3yEeMbI€ Ha MPETPUSTHH.

OO6mre 0cOOEHHOCTH CUCTEMBI OPraHU3aIMOHHO-TIPABOBON JOKYMEHTAIIHH.
OpraHu3alMoOHHO-TIPaBOBbIE JOKYMEHTHl KaK OCHOBA JIOKAJIbHOW HOPMATHUBHOMN
0a3pl B 00JIACTH YIPABJIICHHS TIEPCOHAIOM U JOKYMEHTAIMOHHOTO OOECICYCHUS
ynpasienus: nepcoHaioMm. OOs3aTesnbHbIE W HE00s13aTeIbHbIE OpPTaHU3AIMOHHO-
MIPaBOBBIC TOKYMEHTHI.

OpraHn3armOHHO-TIPAaBOBBIC JOKYMEHTBI, PETIaMEHTHPYIOIINE TIOPSIOK JIe-
ATEILHOCTH, CTPYKTYpPY OpPTaHHM3aIlid M (PYHKIIMU €€ CTPYKTYPHBIX IOApa3aeiec-
Huil. YcraB. llltatHoe pacniucanue. [lomoxenue o CTPyKTYpHOM MOAPA3ACICHUMU.
[Tooxenue o ciyx0e yrnpaBiIeHUs TEPCOHAIIOM.

OpraHu3almOHHO-TIPABOBBIC JIOKYMEHTHI, PETJIAMCHTHUPYIOIIME TIpaBa W
00s13aHHOCTH paOOTHHKOB W paboromareneii. KommekTuBHblil gorosop. Ilpasumna
BHYTPEHHETO TPyAoBoro pacrnopsiaka. [lomoxenue o 3apabotHoit mate. [Tomoxe-
HUE O MpeMUpOBaHUU. [[0JDKHOCTHBIC MHCTPYKIMHA. HCTPYKINK 1O TeXHUKE O€3-
OITACHOCTH W OXpaHe Tpy/a.



Opranu3almoHHO-IPABOBBIE IOKYMEHTHI, PErNIAMEHTUPYIOIIUE TOPSIIOK pa-
00ThI C JOKYMEHTaMH IO YINpPaBIEHUIO MepcoHaaoM. MHCTpyKIus mo KaapoBOMy
JIEIONPOU3BOICTRY.

Jlpyrue opraHu3alMOHHO-TIPABOBBIE TIOKYMEHTHI. [losokeHune o nmepcoHanie
KaK KOPIOPaTUBHBIN TOKYMEHT.

[lonsaTtue «nepcoHanbHbIE AaHHBIE» B TpynoBoM koaekce PO u Denepanb-
HOM 3aKoHe oT 27.07.2006 Ne 152-®3 «O nepcoHanbHbIX JaHHbIX». Kinaccuduka-
1[MSI IEPCOHANIbHBIX JAHHBIX.

[Topsimok pa®oThl ¢ MepcoHaNbHBIMUA JaHHBIMU. [IpaBa n oOs3aHHOCTH pa-
OOTHUKOB U paboTojaTeneil B 00actu pabOThl ¢ NEPCOHATBHBIMUA JAHHBIMH U UX
3amuThl. [lopsmok momydeHus paspemieHdus oT paboTHHKAa 00 00paboTKe ¢ ero
MepCOHAIBHBIMU JTaHHBIMU. [Topsiiok 3ampoca v nepeaady NePCOHANbHBIX TAaHHBIX
pabOTHUKA TPEThEH CTOPOHE.

[TonoxeHue o nmepcoHANbHBIX JAaHHBIX PAOOTHUKOB KakK 00s3aTeNIbHBIN JI0-
KaJIbHBI HOPMATUBHBIN aKT, €ro CTPYKTYpa, 0COOEHHOCTH pa3padOTKH.

OC0OEHHOCTH CHCTEMBl PACHOpPSIAUTENLHON JOKyMeHTauuu. Bumisl pacrio-
PAUTENBHBIX JOKYMEHTOB U UX Ha3HAUEHUE.

[IpaBuna odopmiieHHs] MIPUKA30B M0 OCHOBHOM JEATEILHOCTH: PEKBU3UTHI,
CTPYKTypa TEKCTa, 0COOCHHOCTU COTJIACOBAHUS U TIOIMUCAHMS.

Bunpl npuka3zoB 1o TUYHOMY COCTaBy, UX ocoOeHHOCcTH. OdopmieHue pas-
JIMYHBIX MPUKA30B MO JUYHOMY COCTABY.

[IpoTtokon kak ocoOblid BUA nokyMeHTa. [lonHas u kpaTkas GopMbl IpoTo-
KOJIa, 0COOCHHOCTU UX O(hOpPMIIEHHUS.

OcobenHocTy cucteMbl MH(OOPMAIIMOHHO-CIIPABOYHON JAokymeHTauu. Co-
cTaB UH(POPMAIMOHHO-CITPABOYHBIX JOKYMEHTOB.

JloknanHble, OOBSICHHUTENbHBIE U CIIy>)KEOHbIE 3alMCKH W MOPSJIOK UX
o opMIIECHUS.

AKkT. Bunpl aktoB. OCO6€HHOCTH X 0(pOopMIICHHUS.

CrnpaBka. Buasl cripaBok, 0COOEHHOCTH X 0(OPMIICHUS.

3asiBieHUE, BUBI 3asBJICHUHN, UX MECTO B JIOKYMEHTAIIMOHHOM 00eCIIeYeHUHN
yIpaBJICHHS MIEpCOHANIOM. Y HU(UIMpoBaHHas Gpopma 3asiBICHHIA.

JlenoBbie MCbMa U OCOOCHHOCTH UX O(QopMIleHUsI. BUIIbI AETOBBIX MHUCEM.
JenoBbie mucbMa B ACSTEIbHOCTA MEHEIKEPA M0 YIPABICHUIO EPCOHATIOM.

Hpyrue Buabl MHOOPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB: MPEACTaBIEHUE,
XapaKTepUCTUKA, OT3bIB.

Pa3nen 4. CocraB u opopmiieHHe TOKYMEHTOB NP NIpHeMe HA padoTy

JIOKYMEHTBI, HHUIIMUPYIOIINE MPOLEAypy Moadopa MepcoHana W MOPSIOK
X O(pOPMIICHHS: CBEJCHHS O MOTPEOHOCTH MPEANPHUITHS B TIEpCOHAIIE, 3asBKa Ha
no10op nepcoHana. JJokyMeHThl, oTpaxkarolire HeoOX0AUMbIe KauecTBa Mmoadupa-
eMOro MepcoHaa: JOKHOCTHBIE MHCTPYKIUH, KapThl KOMIETEHIIUU, TPOPECCHO-
IPaMMBbl.

OObsiBICHUST 0 BaKaHCUU: TOPSIOK o(opmIiieHHs, HOpMAaTUBHBIE TPeOOBa-
HUSL.



Pestome xanaunata. Buabl pestome u mopsaaok ux oQpopMiIeHUus. AIroputMm
aHaM3a pe3loMe couckaress. AHKeTa U aBToonorpadusi, 0COOEHHOCTH UX 0POpM-
JICHUS.

JlokymMeHTBI, odopmiIsitonue nporeaypy mnojadopa mepcoHana: MOPT-TUCT
COMCKaTesei, MpOoTOKoJl Oecelpl C coucKaTesneM. YBeAOMIIEHHE 00 OTKasze B
MPEIOCTABICHUN BaKaHCUHM, OCOOECHHOCTH €ro oQopMieHus. YBeaoMJieHHuEe 00
YCIICIITHOM MPOXO0XICHUH HCTbiTanus. JOb-offer u ocodbenHocTH ero odopmicHus.

[Topsimok TOKyMEHTHMpPOBaHHS HpoUeAyphl pueMa Ha padoty. CocraB J0-
KYMEHTOB, ITPEOCTABIISIEMbIX COUCKATENIEM IpHU ITpueMe Ha padorty. Ilopsaok cHs-
THSI C HUX KOMUU, MOPSAJIOK 3aBEPEHUS KOUH.

[IuceMeHHOE corjacue pabOTHHKAa Ha 0OpabOTKy €ro mepcoHaldbHBIX JaH-
HBIX.

[Topsinok o3HaKOMJIEHUSI pA0OOTHHKA C JIOKAJTbHBIMU HOPMATHUBHBIMHU aKTAMH
opranuzanuu. Ilopsaok u mocnenoBaTebHOCTb OQPOPMIICHHUSA U TOANMCAHUS J10-
KyMEHTOB IIpH npueme Ha padoty. IIpuka3 o mpueme Ha padoTy.

[Tonsitue TpymoBoro goroopa. Tpedosanust TpymoBoro koaekca P® k co-
JEPKAHNUIO U TOPSZIKY 3aKIIOUEHHUs TPYAOBBIX JOrOBOPOB. OCHOBHBIE NIPUHIIMUIIBI
COCTaBJICHUs TPYAOBBIX OTOBOPOB. BUAbI TPyIOBBIX JOTOBOPOB.

[Topsaaok 3aKIIF0OUEHHS] CPOUHBIX U O€CCPOUYHBIX TPYIOBBIX 10TOBOPOB.

OO0s13aTenbHBIE CBEACHHUSA, BKIIIOUAEMbIe B TPYyJI0BOW JgoroBop. OOs3aTesnb-
HBIE YCJIOBHUS TPYIOBOI'O AOTrOBOpa. /OMOIHUTENBHBIE YCIOBHUS TPYAOBOTO JIOTO-
BOpA.

HcnbiTaTtenbHblil CPOK B TPYAOBOM JOTOBOPE.

[Topsinok BHECEHUS U3MEHEHHI B TPYAOBOM AOroBOp. [JonosHuTENBHOE CO-
TJIAIICHHE.

HopmatuBHOe perynupoBaHue paboThl ¢ TPyAOBBIMU KHUKKamH. [lopsinok
3aBeJICHUS TPYA0BOM KHI)KKH HAa paOOTHHKA.

dopMa TpyIOBOU KHIKKHU. 110psAa0K 3an10IHEHNS] TUTYJIBHOTO JINCTA TPYIO-
BOW KHWXKKU. [1ops0K BHECEHUSI U3BMEHEHUM B TUTYJIbHBIN JIUCT TPYJIOBOW KHUX-
KH.

3anojaHeHue paszena TPYJA0BOM KHIKKU O TPYIOBOM JEATEIbHOCTH COTPY -
HUKa. BHeceHue B TpyAOBYIO KHIKKY 3alMcell 0 mpueme Ha paboTy, O MepeBojie,
00 yBosbHeHHE. BHeceHue 3amucell 0 MOBBINIEHUH KBaJU(UKALMU, TPUCBOCHUU
paspsina, o ciiy>)k0e B apMuu, O IEPEUMEHOBAHUM OpraHu3aluu T.1. BHecenue us3-
MEHEHHUI B pa3Jie] O TPYJAOBOU I€ATEIbHOCTH pabOTHHKA.

[Topsinok BHECEHUS B TPYJOBYIO KHIKKY 3alMCE O Harpax1eHuu paboTHU-
Ka.

[Topsimok BblAauM BKIIAJBIINICH B TPYAOBYIO KHIKKY U JyOJIMKATOB TPYJO-
BOM KHUKKH.

3anonHeHne NPUXOJHO-PACXOAHONM KHUTH IO Y4eTy OJaHKOB TPYIOBOM
KHWKKM M KHUTHU Y4yeTa JIBH)KEHUSI TPYAOBBIX KHUKEK B OpraHuzanuu. Beigaua
TPYJIOBOM KHMKKHA PAOOTHUKY.

Ha3nauenne nu4Hoi KapTOUKy paboTHUKA. DOpMa TUIHON KAPTOUKH.

[Topsanox 3amoiHEHHs JIUYHOM KapTOYKU Ha BHOBb NMPUHATOTO PabOTHHKA.

BneceHne cBeeHul 0 BOMHCKOM YY€Te B JINYHYIO KaPTOUKY.
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[Topsinok 3anonHenus |1l — XI paznenos nuunoit kapTouku. [lepeHecenue B
JUYHYIO KapTOUKY 3aluceld U3 TPYIOBON KHIKKU U TIOPSAJOK O3HAKOMIICHUSI C HU-
MU PaOOTHUKOB.

[Topsanok BHECEHHS U3MEHEHUH B JIMYHYIO KapTOuKy padoTHuka. Odopmie-
HUE BKJIAJIBIIIA B TUYHYIO KaPTOUKY.

Oc00EHHOCTH TEKYIIETO XpaHEeHUs TUYHBIX KapTOUEK paOOTHUKOB.

Haznauenue nuyHbIX 1en paboTHUKOB. COCTaB JOKYMEHTOB, BKIIOYAEMbIX B
JUYHOE JIEJIO TIPH MprueMe Ha paboTy.

CocTaB T0KYMEHTOB, BKIFOYAEMBIX B JIMYHOE JEJI0 PAaOOTHHKA B IIEPUOJ €TI0
paboTHI B OpraHu3aIliu.

BHyTpeHHsAS ONMUCh JOKYMEHTOB JIMYHOTO Jiefia, €€ Ha3HAUYCHUE U MOPSIOK
o opMIICHUS.

OdopmiieHre 0010KKH JTUYHOTO JIeJIa.

[Topsanok XpaHeHUsI TUYHBIX J€J1 COTPYIHUKOB. [1opsA0K 3aKpBITUS TUUHOTO
Jiesia COTPYAHHMKA IOCJIE €r0 YBOJBHEHHS U Iepeaaya JUYHBIX JIeJ Ha apXUBHOE
XpaHEHHeE.

Pa3nen 5. JlokyMeHTHPOBaHHE IBUKEHHS NEPCOHANA

Bunbl 1o0kyMeHTOB, 0OpMIISIONINX JBUKEHUE TTepcoHana. OcoOEHHOCTH UX
3anonaHeHus. HopMatuBHbie TpeOOBAHMS XpaHEHUSI.

OcobenHocTH mepeBoa pabOTHUKA Ha APYTYHO0 pabOTy MO pa3auyHbIM OC-
HoBaHMsAM. CocTaB HEOOXOIUMBIX JOKYMEHTOB. Ilpuka3 o mepeBoje Ha APYryro
paboTy U MOPSAIOK ero opopmMiieHuUs.

[Topsimox xKoMaHIupoBaHHs paOOTHUKOB. COCTaB JOKYMEHTOB, HEOOXOH-
MBIX TP 0(DOPMIIEHUU KOMAHIUPOBKH.

OTpakeHre KOMaHAUPOBKH PAaOOTHUKOB B Tabese yuera paboyero BpeMeHHU.

Bubl 0TyCKOB COTIIACHO TPYAOBOMY 3aKOHOATENBLCTBY PO.

[Topsimok cocraBieHus U yTBepkaeHus rpaduka ormyckoB. [lopsgok o3Ha-
KOMJICHUSI COTPYAHUKOB C TpahuKOM OTITYCKOB.

[Topsimok BHeceHus u3MeHeHUW B rpaduk oTmyckoB. [Ipuka3z o BHeceHHH
U3MEHEHUH B TpaUK OTITYCKOB.

3aKkoHOAATEIbHOE PETYJIUPOBAHKE MIPOLEAYPHI PACTOPKEHUSI TPYAOBOTO J10-
ropopa. O6mue TpeboBaHMs K COCTaBy JOKYMEHTOB U MOPSAKY UX O(POpMIICHUS
MIPU YBOJIbHEHUHU COTPY/IHHKA.

JIOKyMEHTHpPOBAHUE MPOLETYPhl YBOJBHEHUS MO PA3JIMUYHBIM OCHOBAHUSM:
M0 COTJIAIEHUIO0 CTOPOH, M0 MHUIMATUBE paOOTHHUKA, [0 MHULMATHBE paboTo/a-
TEJs, IO 00CTOATENBCTBAM, HE 3aBUCSIIMM OT BOJIU CTOPOH.

Pa3nen 6. JlokyMeHTHPOBaHHE OLIEHKH JIeATEJIbHOCTH MEePCOHAJIa

JloxanmbHast HOpMaTHBHAsS 0a3a MPEANPHUATHS B 00JaCTH aTTECTAlMH MEPCO-
Haja. [Tonoxkenne 00 aTTecTanyu ¥ MOPSIOK €ro pa3padoTKH.

[Ipuka3 00 arrectanuu. JJokyMeHTUpOBAaHKE MPOIIEAYPHI TPOXOXKICHUS pa-
OOTHHKOM aTTECTalluM. XapaKTEePUCTUKA W TpeICcTaBiIcHUE. ATTECTallMOHHBIN
nucT. [IpoTokom 3aceanus aTTECTAllMOHHON KOMUCCHH.

HOI[BCI[GHI/IG HUTOI'OB aTTCCTAallkH. HpI/IKa3 II0 UTOraM arrcCraluu.
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Buner nmoourpennii pabotHukoB. OTpa)keHUE BUIOB MOOIIPEHUI B HOpMa-
TUBHOM Oasze opranuzanuu. CocTaB HarpaJHbIX W MOOLIPUTEILHBIX JOKYMEHTOB,
nopsA0K ux opopmiieHus. [Ipukas o moonpeHuu.

[ToHsiTHE «AUCUMIUIMHAPHOE B3BICKAHWE» B TPYJIOBOM 3aKOHOAATEIbCTBE
Poccuiickon @enepannu. [lopsnok HaTOKEHU TUCHUIIMHAPHBIX B3bICKAHUM.

OdopmiieHne TOKYMEHTOB, OTPa)KaIOIIMX MPOIEAYPY HATOXKEHHUS TUCIIH-
MJIMHAPHBIX B3bICKaHUM. OdopMiIeHrEe U COCTaBIICHUE aKTOB O HAPYIICHUHU TPY]10-
BOHM UCHUTIIMHBI paboTHUKOM. [IprKa3 o HaIOKEHWN MUCIUILUTMHAPHOTO B3BICKA-
HUSL, IOPSJIOK O3HAKOMJIEHUS pabOTHUKA C mprKa3oM. OObsICHUTEIbHAS 3alH1CKa.

[Topsimok CHATHS TUCIUILTMHAPHOTO B3BICKAHMSI C paOOTHHKA.

Pa3znen /. Opranusanusi JOKyMEeHT0000POTa JOKYMEHTOB 10 yIpaBJie-
HHMIO MIEPCOHAJIOM

OcHoBHbIE 3Tanbl 00PAa0OTKU BXOJSIIMX, UCXOASIIUX U BHYTPEHHUX JOKY-
MEHTOB.

OcoOeHHocTH pabOThl C BXOASAIMIMMHU KaJApOBBIMU TIoKyMeHTaMu. [IpeaBapu-
TEJIBHOE PACCMOTPEHUE TOKYMEHTOB. PaccMOTpeHnE JOKYMEHTOB PYKOBOIUTEIIEM.
Hanoxenue pezomonuu.

OcoOenHocTu pabOTHl ¢ BHYTPEHHUMU KaJpOBBIMH JTOKyMeHTaMu. CocTaB-
JIEHUE TPOEKTOB JNOKyMeHTOB. CoriacoBaHue npoekToB. [loanucanue u yrBep-
KIEHHUE TOKYMEHTOB.

OcobOeHHOCTH paboThl C HCXOIAIIUMMHU JTOKYMEHTAMHU KaJIpOBOM CIY>KOBI
(mucemamu). CocTaBieHruE UCXOASIINX JTOKYMEHTOB, UX COTJACOBAaHUE U IMOJIHU-
canue. [lopsnok oTnpaBku.

Perncrpanms nokymeHTa Kak mporeaypa npuaaHus JOKYMEHTY IOpHUIAYe-
cKkol cuibl. OCHOBHBIE PETMCTPALIMOHHBIE KYPHAJIBI KaIPOBOU CITY>KOBI, MOPSIAOK
ux 0OpMIICHHSI U 3aMOTHEHUS.

KoHTposib UCIIOTHEHNST JOKYMEHTOB KaK Ba)KHEWIIMWM dTaIl YIIPABICHUS J10-
KyMeHTaMu. Bunabl U (QyHKIIUU KOHTPOJs ucnoiHeHus. KoHTponb aeiicTBuUil u
KOHTPOJIb MECTOHAXOKICHUSI IOKYMEHTa, UX OCHOBHbIE OCOOEHHOCTH.

ITocTaHOBKa TOKyMEHTa Ha KOHTpOJIb. 11opsaok ocyliecTBieHus TEKYLIEro
U IIPENYNPEIUTEILHOTO KOHTPOJISI UCIIOJIHEHUS.

HtoroBelii KOHTPOJIb. BUIbl TOKYMEHTOB, OTpa)KarOLIMX HUTOTOBBIM KOH-
TPOJIb UCTIOJITHEHUS JJOKYMEHTOB.

[loHATHE HOMEHKIIATYPHI JEN, €€ OCHOBHOE Ha3HauYeHHUE. TUIOBBIE U MPH-
MEpHBIE HOMEHKJIATYPHI JIEII.

HopmatuBHas 6a3a pa3paboTku HoOMeHKIaTyp. OCHOBHBIE MpaBuiia paboThI
apXHBOB OPTraHU3ALNU.

Homenkinatypa nen kaapoBod ciy>kKObl Kak pas3ziesl HOMEHKIIATyphl Aell Op-
ragu3anuu. [lopsgok cocTaBiIeHUS HOMEHKIIATYPhI JIe] KaJIpoBoil CiIykObl. Dop-
MYJIMPOBKA 3aroJIoBKOB Jiei. OmnpenesieHne CpOKOB XpaHeHus Aei. Pacnonoxenne
J1eJ1 B HOMEHKIIAaType.

ITopsinok coryiacoBaHusl, OANMCAHNS U YTBEPKICHHUS HOMEHKIIATYPHI JEIl
opraHusanvy. BHeceHne N3MEHEeHUH B HOMEHKJIATypy A€l OpraHu3anuu
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[IpaBuna popmupoBanus u opopmienus neia. OdopmiieHne o0I0KKU Aena
npu ero 3aBeaeHuu. [IpaBuna popMupoBaHUs pa3IMUYHBIX KaTETOPUN TOKYMEHTOB
B Aena. [IpuHnunel cuctemaTu3alui JOKyMEHTOB BHYTPH Ji€ja.

OdopmieHre BHYTpEHHEN ONKCH Jella, €€ Ha3HAUCHHE.

OxoHuareabHOE OQOPMIIEHHE e IIEpe] Iepeaaueii Ha apXUBHOE XpaHEHHE.

[Tonstue «3KcnepTu3a HEHHOCTU». [IpUHLUIIBI U KPUTEPUU OLEHKH JOKY-
MeHTOB. Opranu3anus dKCIEepTU3bl LIEHHOCTH JTOKYMEHTOB: CUCTEMA 3KCIEPTHBIX
OpraHoOB, 3Tallbl MPOBEACHUS HKCIIEPTU3BI IEHHOCTH TOKYMEHTOB.

OmnpeneneHre CPOKOB XpaHEHUS JTOKYMEHTOB. 3HAUCHHE MEpPEYHEH JOKY-
MEHTOB C YKa3aHHEM CPOKOB UX XpaHEHHs B YCTAaHOBIICHUU CPOKOB XpaHEHUS U
00EeCreYeHNU TMPEEMCTBEHHOCTH OTNIEPAaTUBHOTO U aPXMBHOTO XpaHEHUE JOKYMEH-
TOB. JIOKYMEHTHUPOBAaHUE PE3YJIbTATOB AKCIEPTHU3bI U JEATEIBHOCTH IKCIEPTHHIX
KOMMCCHH.

I11. O6pa3oBaTesibHbIE TEXHOJIOTHH

VYyebHast mporpamma — Bun 3anstus OO0pa3oBarenbHbIe TEXHOJIOTHH
HaMMEHOBaHUE Pa3/ieioB U
TEM (8 CPO2OM COOmEem-
cmeuu ¢ pazoenom || PI1J])

Pazgen 1. Cymuocts u Jlexums JlucrannmonHbIe 00pa3oBaTeIbHBIC

CTPYKTYpa JeTIONPOU3BO/I- TEXHOJIOTUHI

CTBa B yIIPaBJICHUH MTEPCOHA- Jlexnusi-Bu3yanu3anus

JIOM OpraHu3aluu [Mpaktrueckoe 3ansatie | Merox case-study
WNupopmanronnsie (LUPpoBbIC)
TEXHOJIOTUHI

Paznen 2. OcHoBHBIE HOpMBI | Jlekuus JlucraHioHHbIe 00pa3oBaTeIbHbIE

" mpaBmiIa ohopMIIeHUS TEXHOJIOTUHT

yIIpaBJIEHYECKUX IOKyMEH- Jlexuusi-BU3yanu3anus

TOB [IpakTrueckoe 3aHsATHE Meron case-study
HNudopmannonusie (nudpossie)
TEXHOJIOTUHT

Paznen 3. CocraB u BuabI 10- | Jlekuus JucranioHHbIe 00pa3oBaTeIbHbIe

KYMEHTOB I10 YIIPaBJICHUIO TEXHOJIOTUHT

NEePCOHATIOM Jlexuusi-Bu3yanu3anus

[IpakTrueckoe 3aHsATHE Meron case-study
Nudopmanronusie (1upoBsIe)

TEXHOJIOTHH
Paznen 4. Cocra u opopm- Jlexuus JucrannnonHbie 00pa3oBaTeNbHbIC
JIeHWEe JOKYMEHTOB MPHU TIPH- TEXHOJIOTHH
eMe Ha paboTy Jlexnus-Bu3yanuzanms

[IpakTrueckoe 3aHsATHE Meron case-study
WNudopmanronnsie (IUPpoBbHIE)

TEXHOJIOTHH
Paznen 5. JlokymenTupoBa- Jleknus JuctannnonHbie 00pa3oBaTenbHbIC
HHE JIBUKEHHS TIEpcOoHaa TEXHOJIOTHH

Jlexnus-Bu3yanuzanms

[IpakTrueckoe 3aHsATHE Meron case-study
HNudopmanronasie (IuQpoBbIe)
TEXHOJIOTUT
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Paznen 6. JlokymeHTHpOBa- Jlexnus JlucTaHIMOHHBIE 00pa30BaTEIHHBIC
HHUEC OLICHKU ACATCIbHOCTU TEXHOJIOTUHU
nepcoHaa Jlexuus-Buzyanuzanus

[IpakTrueckoe 3aHsATHE Meron case-study
Nudopmanmonnsie (iudpoBbIe)

TEXHOJIOTHHI

Paznen 7. Opranuzanus go- Jlexknus JluctaHMOHHBIE 00pa30BaTEIbHBIC

KYMEHTO000pOTa JTOKYMEH- TEXHOJIOTUHI

TOB 10 YIIPaBJIEHUIO MEPCO- Jlexnms-Busyanu3anms

HaJIOM [IpakTrueckoe 3aHsATHE Mero case-study
Nudopmanuonnsie (mudpoBbie)
TEXHOJIOTHHI

V. OneHouHble MaTepUAJIbI IS IPOBeeHUs] TEKYIIEH M POMEKYTOY-
HOM aTTecTaluu

OueHouHbIE MaTepUabl IJIs IPOBEICHUS TEKYIIEH aTTeCTallu

1. Koumponbhsie gonpocwl u 3a0anus 01 NPAKMUYECKUX 3aHAMU.

Pazgen 1. CymiHOCTh M CTPYKTYpa AeJONPOU3BOACTBA B YIPABJICHUU

MePCOHAJIOM OPraHU3alUU
KoHTpoapHBIE BOITPOCHL:

1. Kak onpenensieTcst TOKYMEHT B Pa3JIMYHbIX HOPMATUBHBIX aKTax?

2. 13 yero cknagpIBacTCA IOPUANYECKAs CHIIA TOKYMEHTA?

3. Yro Takoe yHuduxanua? B yeM cyTb copepkareabHOM U (hopmanbHOU
yHUUKAITUU?

4. HazoBuTe 3Tamnsl pa3BUTHS AEIONPOU3BoaAcTBa B Poccun?

5. B uem cyTh TepMHUHA «YNIPABICHUE JOKYMEHTAMI»?

6. HazoBuTe OCHOBHBIE HOPMATHBHO-NPABOBBIE AKTHI, PErIAMEHTUPYIOIINE
JEJIOMPOU3BOACTBO U padOTy C TOKYMEHTaMU?

7. HazoBuTe OCHOBHBIE HOPMATHUBHO-TIPABOBBIE AKTHI, PETIAMEHTHUPYIOIIUE
OTHOIIICHHS pabOTHUKA U paboToaaTess?

8. Uto Takoe nokanbHas HopMatuBHasg 0aza JIOVYII? U3 dero oHa ckiiabi-
Baercs?

[IpakTnueckue 3ananus:

3aganme 1. Pazpaboraiite yHuduinmrpoBanuyto ¢GopMmy corjacus COTpyAHU-
Ka Ha 00pabOTKy €ro MepCOHANbHBIX JAHHBIX B MOJAPA3ACIICHUSIX OPTaHU3AIUU C
y4eTOM BCEX HOPMATUBHBIX TPEOOBaHUM

3aganue 2-4. BeimonHuTe 3amaHus MPaKTUKyMa «YHH(PUKAIHUS TEKCTOB
yrnpaBieHuecknx nokyMeHToB» (Hukutuna E.D. JlokymeHTanmoHHoe obecrede-
Hue ynpasieHus nepcoHaiioM. Yacrte III: mpaktukym. — TBepb: TBepckon rocy-
JTapCTBEHHBIN yHUBepcuTeT, 2020 — 98 c. — C. 9).

Pa3zges 2. OcHOBHBIC HOPMBI U NPaBWJIa 0(POPMJICHHUS YIIPABJICHYECKUX

AOKYMEHTOB. PekBuU3uThI. biianku
KonTpoabpHbIE BOITPOCHL:
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I. Yro Takoe pekBU3UT JOKyMeHTa? UeM periaMeHTHUPOBAH COCTaB U
oopMIIEHUE PEKBU3UTOB?

2. Yto Takoe hpopMysp 10KymMeHTa?

3. Ilepeuncinute peKBU3UTHI, IPUIAIOIIUE JOKYMEHTY IOPUINYECKYIO CUITY?

4. HazoBHTE OCHOBHBIE OCOOCHHOCTH O(UIIUATIBHO-AEIIOBOTO CTUJISL PYCCKO-
O SI3bIKA.

5. UTo Takoe KaHUIEIAPU3MbI?

[IpakTnueckue 3aganHus:

3apmanue 1. [Ipoananu3upyiite npeaaoKeHHbIE TOKYMEHTHI (pa3gaTOUYHbIN
MaTepHuay) M BHISIBUTE OMMUOKA B OOPMIICHHHM MX PEKBU3UTOB U B COCTaBJICHUH
TEKCTa JIOKYMEHTOB.

3aganue 2-6. Brimonnute 3ananus npaktukyma «TpeboBanus x copepxa-
HUIO, CTPYKTYpE W CTHJIIO HM3JI0KEHUS YINPABJICHUYECKUX JTOKYMEHTOB. S3BIK U
ctwib qokymeHTay (Hukutuna E.D. JlokymeHTanmoHHOE obOecrieueHue yrpaniie-
HUs nepcoHasioM. Yacte III: mpaktukym. — TBepb: TBEPCKOW rocyapCTBEHHBIN
yHuBepcuret, 2020 — 98 ¢. — C.8 — 9).

Pa3zpnes 3. CocTaB 1 BUIbI JOKYMEHTOB 110 YIIPABJCHUIO IEPCOHATIOM
KoHTpoJIbHBIE BONIPOCHI:

1. HazoBuTe ocHOBHBIE QYHKIIUU JOKyMEHTA?

2. Kakue knaccupukanuy ynpaBieHU€CKUX JOKYMEHTOB Bbl 3HAETE?

3. Uto Takoe kiaccupuKaTophl U AJIsl YeTO OHU UCTIOJIb3YIOTCS?

4. HazoBure 0o0111e 0COOEHHOCTH CUCTEMbl OPTraHU3alMOHHO-TIPAaBOBOM J10-
KYMEHTAIUU.

5. HazoBute oOsi3aTenbHbIE U HEOOS3ATEIbHBIE OPraHU3allMOHHO-TIPABOBBIE
JIOKYMEHTBHI.

6. Kakoil TOKyMEHT periaMeHTHPYET MOPSA0K paboThl C KaAPOBBIMHU JOKY-
MeHTamu opranu3anun? Kak on pazpabarsiBaercs?

7. Kakoii JOKyMEeHT 00€eCIeurBaeT 3alUTy MEePCOHAIBHBIX JaHHBIX COTPY-
HUKa Ha JIOKaJbHOM yYpOBHE?

8. HazoBuTE OCHOBHBIE BHblI PACIOPSAIUTEIbHBIX JOKYMEHTOB. [ Kakux
U3 HUX pa3paboTaHbl YHUGUIIUPOBAHHBIE POPMBI?

9. HazoBute OCHOBHBIE BUBI CIIPABOYHBIX TOKYMEHTOB? Kakue W3 HUX 4a-
11I€ BCEr0 UCHOJIb3YIOT B ACSITEIBHOCTU CIYX OBl YIPABJICHUS MEPCOHATOM?

[IpakTnueckue 3ananus

3ananme 1. [Ipoananu3upyiiTe U OLIEHUTE PEAJIOKEHHYIO CTPYKTYPY JOKAIbHBIX
HOPMATHUBHBIX aKTOB (pa3aaTouHblii MmaTepuai). Kakue Helo4eTsl B CTPYKType J10-
KaJIbHBIX HOPMATHUBHBIX aKTOB BbI BUIUTE.

3amanue 2. CocTaBbT€ IITATHOE pPACIUCAHHE OPTraHU3AlMU, PACIPEIETUB IO
CTPYKTYPHBIM TOJIPa3ICIICHUSIM CIICIYIOIINE JOJKHOCTU: CEKpPETaph AUPEKTOPA;
HAYQJIPHUK KOMMEPUYECKOTO OT/eNa; KacChup; IUPEKTOpP; TJIaBHBIM OyxXrairep;
CTapIINil MEHEIKep; HAaYaJIbHUK OJIeJIa PEKJIaMbl; FOPUCT; 3aMECTUTENb JUPEKTO-
pa; OyxranTtep; HadaldbHUK OTHENA KaapoB; MEHEIKEpP; NEIONMPOU3BOIUTEND; pe-
KJIAMHBIW areHT.
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3ananme 3. CocTaBUTh NpHKa3 O Ha3HAYCHUM HMCIOJHSIONIETO OOS3aHHOCTH M-
pekTopa opranuzanuu (OCHOBaHME: OOECIICUEHHE PYKOBOJCTBA MPEANPUSTHEM B
MEPHUOJI OYEPEIHOrO OTIYCKa JUPEKTOpa OpraHu3alliy; paclopsAUTENbHbIE JIeH-
CTBUS: HA3HAUYUTh UCIOJIHSIONIETO OOS3aHHOCTH JUPEKTOPA, BO3JIOKUTH HA HETO
OTBETCTBEHHOCTh 32 PYKOBOJICTBO OpraHU3allMei, HAJEIUTh €ro MOJHOMOYUSIMHU
MOJANMUCAHUS TOKYMEHTOB, KPOME IOKYMEHTOB (DMHAHCOBOIO XapakTepa)

3ananmue 4. Pa3paboraiiTe mpoeKT HHCTPYKIIUH IO KAJPOBOMY JIETIONPOU3BOJICTBY
HEOO0IBIII0N KOMMepUYeCcKoi (GUpMBbI

3apanme 5. PazpaboraiitTe NpOEKT JOKHOCTHONW HHCTPYKLHMH CIIEHUAIUCTa I10
Pa3BUTHIO NIEPCOHANIA B KPYNHOU (pupMe, OCHOBBIBAsACHh Ha TpeOOBaHUAX mpodec-
CHOHAJIBHOIO CTaHAapTa

3amanue 6. BeimonHuTe 3a1aHusl MPAaKTUKYMOB U3 paznena «CocTtaB U BUIBI 10-
KyYMEHTOB 10 ympasieHuto nepconanom» (Huxutuna E.D. JlokymeHTallMoHHOE
oOecrieuenue ynpasieHus nepconanoM. Yacts III: npaktukym. — TBeps: TBepckoit
rocynapctBeHHbIi yHuBepcuTet, 2020 — 98 ¢. — C. 14 — 30).

Paszpnen 4. CocraB 1 opopMmileHHE JOKYMEHTOB IIPU IIpHMeMe Ha padory
KoHTpoapHBIE BOITPOCHL:

1. IlepeunciuTe OCHOBHBIE JOKYMEHTBI, HHULIMUPYIOLIIUE NPOUEAYPY IMOI-
Oopa nepcoHasna u nopsiiok ux oopmMireHus.

2. Ilepeuncnute OCHOBHBIE TOKYMEHTBI, OTPAKAIOIINE HEOOXOIUMBIE Kaye-
CTBa NOJI0MPAEMOro rnepcoHania.

3. KakoBbl npaBuiia cocTaBiaeHUS OOBSBICHUS O BAKAHCHU?

4. HazoBUTE OCHOBHBIE BUJIbI PE3IOME U MPABUJIA UX COCTABICHUS?

5. Uto Takoe Job-offer, kakoBo ero Ha3HA4YEeHHE M MTpaBHiIa 0GOPMIICHHU?

6. Kakue 1oKyMeHTbI COMCKaTENb MPEI0CTABIISET IPU MTpUEME Ha paboTy?

7. Kakue TpeboBaHus K 0POPMIICHUIO TPYAOBBIX JOTOBOP 3aKkperieHsl B TK
P®? Yrto Takoe o0s3aTeNbHbIE YCIOBUS TPYIOBOTO J0r0oBOpa’?

8. B kakux ciiydasix MOXKET 3aKJIF04aTbCsl CPOUHBIN TPY10BOM JOTOBOP?

9. Kakue u3MeHeHus MPOU30ILINA B TIOCIIEHEE BpeEMSI B pabOTe ¢ TPYIOBbI-
MH KHUKKaMu?

10. B uem HazHaueHue JuuHOU KapTouku? Ha koro ona ogopmuisiercs?

11. KakoBbl OCHOBHBIE TpeOOBaHHS K 3alOJHEHUIO W XPAaHEHUIO JIMYHBIX
kaprouek? Kakum o0pa3oM MOKHO BHECTU B HUX U3MEHEHUS?

12. [Ins gero B opraHu3aiyy BeAyT JUYHBIC jJeina padoTHUKOB? Ha koro onun
oQopMIISIOTCS B 0053aTEILHOM TIOPSIKE?

[IpakTnueckue 3amanus

3amanue 1. CocraBpTe nepeueHb KaIPOBBIX JOKYMEHTOB U JOKAJIbHBIX HOPMAaTHB-
HBIX aKTOB, TPEOYIOMIMX 005A3aT€IbHOTO 03HAKOMJICHHUS ¢ HUMH COTPYAHUKOB Op-
raHu3aluu
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3ananme 2. JlanHbie 11 COCTABICHUS PE3IOME Ha JOKHOCTH PEIaKTOpa canTa

KPYITHOM KOMIIaHUU
S, UBanoB MBan MBanoBuu, poausics 01 saBapst 1990 rona B ropoae Bnanu-
BocToke [Ipumopckoro kpas. B 1997 roagy noctynui B 00111e00pa3oBaTeib-
Hyto mkoay Nel. B 2007 rogy OKOHYMIJI LIKOJIy C 30JI0TOM MeAaibio. B aTom
e roay Hayai oOydeHue B J{aqTbHEBOCTOUHOM I'YMAaHUTAPHOM YHUBEPCHUTETE
1o cnenuaibHOCTH «JKypHanuctuka». B 2012 roay 3akoHYWI €r0 ¢ KPaCHBIM
nuromoM. C aBrycta 2012 roja u no ceit ieHs padoTaro )KypHaJIUCTOM B ra-
3ere «BectHuk BnaauBocTtoka». MHOIO ObLI HamucaH psll CTaTeil, BbI3BaB-
mux OOJIBIIION PEe30HAHC B OONIECTBE, B YACTHOCTH: «[ OTOBUMCS K HIKOJEY,
omyOnmkoBaHHass B 7 BeIycke Tra3eTsl oT 01.09.2014 u «3ammtum poaHOI
Kpait», Beimeamas B 10 Beimycke ot 01.10.2014. B nepuon TpynoBou aes-
TEJIbHOCTH TBOPYECKHM KOJUIEKTHB IO MOMM HadyaJoM pa3padoTall U BHEM-
P HOBBIN MPOEKT «OTBET CIENUATUCTAY», OPTaHU30BAHHBIN 711 OUIIUATb-
HOTrO caiiTa peJakiuu raszethl. [IpoBegeHME MOHUTOPHUHIa MOCENAEMOCTU
CTpaHUIbI TPOEKTA U CPABHUTEIIBHOTO aHaliM3a MpoJax 3a 4 Mecsla TeKylle-
ro rojla C aHaJOTMYHBIM MEPHUOJIOM NPOLLIOTO Tofa MO3BOJIWIO CHEIATh
OmpeieJICHHbIE BBIBOJIBI. Harpumep, BHEIpEHHE MPOEKTa YBEIUYMUIO MOITY-
JISIPHOCTB Ta3€Thl CPEU HACEIIEHUS U MOAHsI0 ee mpoaaxu Ha 10%. Kpome
TOTO, ONarojapsi MPOEKTy rasera 3aHsiga 1 MECTO Ha €XEroJHOM KOHKYpCe
«Jlyume negatnoe nznanue 2014 roma» n HarpaxaeHa NOYETHBIM IIPU30M

JlaHHBIE U1l COCTaBIEHUS PE3IOME Ha JOJDKHOCTb 3aMECTUTENsS IUPEKTOpa y4u-
JMIIA KYJIbTYpbI

A, Haranes CepreeBna Enudanosa poaunacs B 1. [1aBnoBcke 5 siuBapsa 1968
roja.

[IpoxxuBato 1. MockBa yn.  bepceneBckas  Ha6.12, kB. 43.
B 1985 okonuuna cpegutoro mkoity Ne4 r. [1aBnoscka u noctynuia B ['opon-
CKoe TexHuueckoe yuwmiuiie Nel mo cnenuanbHOCTH «MOHTaKHUK Pajuo-
ANEKTPOHHOM amnmaparyps». B 1988 r. 3akoHuMIa yyumnuine ¢ KpacHbIM JH-
IIJIOMOM.

B urone 1988 nmocrynuna B MockoBckoe Briciiee Texnuueckoe Yuumnuiie
(MBTY) um. baymana (HptHe MockoBckuii ['ocynapcTBeHHbI Y HUBEPCUTET
uM. baymana) mo cneuuanbHOCTH [IpoekTUpoBaHHE W TEXHOJIOTHS PaJUO-
AIEKTPOHHBIX CpeACTB (200800).
C oxts6ps 1993 no centsiopp 1994 ron Haxoaunach B aKaJeMUYECKOM OT-
MyCKE B CBSI3M C poXKJeHHEM peOéHka. B anpene 1995 roay 3akoHuuna YHu-
BEPCUTET.

C mas 1995 no nexadpr1996 ron HaxonuIack B OTIYCKE MO YXO1y 3a peO&H-
KOM.

B suBape 1997 roga moctynmia Ha paboTy Bo BTopoit MOCKOBCKuUI 4acoBoi
3aBOJ] Ha JIOJIKHOCTh MHKEHEPA-MIPOEKTUPOBIINKA TPETHE KaTErOpuH OTIeNa
MPOEKTUPOBAHUS IEKTPOMEXAHUYECKUX YACOB.
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B Hacrosiiiee Bpemst paboTaro TaM K€ Ha JAOKHOCTH 3aMECTUTENSI HadallbHU-
Ka oTHena.
3amykeM 3a Emndanoseim Imutpuem JleonunoBuduem 1965 roga poxaeHus
c mapra 1992 roma. JleBuubst dhammins — OyHTUKOBA, CMEHIIIA (haMHIIUIO
17.04.1992 B cBsi3u co BeTyIieHHeM B Opak. /o aToro gpamMuiiio He MeHsIa
U B Apyrux Opakax He cocrosuia. B Opake umero ceiHa EnudanoBa Annapes
Jmutpueuya 19.10.1993 roga poxxaenus. [IpoxxkuBaro BMeCTe C My»XeM U
peOEHKOM B KBapTHUpe MyXka 1o aapecy: Mocksa yi. bakyHuHckas 1. 5, KB.
38. C HamM MpOXHMBAET OTYMM My*ka - Boponnos Huxonaii Unsuu 1934 r.p.
B asrycre 2000 roma s OxkoH4YMJIA KypChl cecTep muiocepaust «beperuss»
pu Kpacnom KpecTe.
Beny 3anstus B Kirybe BTOpOro 4acoBoro 3aBojia, pyKOBOXXY TBOPYECKOM
CTyAUEH XYIOKECTBEHHOTO IIUTHS ISl ACTEU. SIBISIIOCH WIECHOM IMOINEYU-
TEIbCKOTO coBeTa POoHAAa HAPOJHBIX XYHOKECTBEHHBIX MNpPOMBICIOB PD, ¢
yieHamu PoHJIa PEryJIIpHO €3/IUM B JIETCKUE JoMa JUisi OOy4eHUs JIEBOYEK
XYJI0KECTBEHHOMY IIUTHIO U OPTAHU3ALIMN MAaCTEPCKUX.
3apmanue 3. BpimonHWTE 3aJaHUs NMPAKTUKYMOB M3 pazaena «CocTtaB u
odopMiIeHHE JOKYMEHTOB ipu npueme Ha padoty (Hukutuna E.D. JlokymenTanu-
OHHOe obecrieueHue ympanieHus nepconanom. Yacte III: mpaktukym. — TBeps:
Teepckoit rocynapctBeHHbil yHuBepeuteT, 2020 — 98 ¢. — C. 34 — 42).

Paznen 5. JlokymMeHTHpPOBaHUE IBUKEHUS MEPCOHATIA
KoHTpoapHBIE BOITPOCHL:

1. [lepeuncnure BUIbI JOKYMEHTOB, O(OPMIISIOIINX ABUKEHUE MepcoHaia

2. HazoBute ocoOeHHOCTH OQopMIIeHHUs NepeBofa pabOTHUKA HA JIPYTYIO
paboTy Mo pa3au4YHbBIM OCHOBaHUSAM. Kakue JOKyMEHTBI IpH 3TOM 0QOpMIISIOTCS?

3. Kakne nokyMeHThl HEOOXOJHMMBI Il OTHPAaBKH PaOOTHHUKA B KOMaH/H-
pPOBKY?

4. Kakue Buzpl ormyckoB 3akperuieHbl B TK PD? Kak onu odopmisrorcs
JIOKYMEHTAJIbHO?

5. KakoBsI nmpaBuiia coctaBienus rpaduka OTIyCKOB?

6. Kak BHOCSITCS M3BMEHEHHS B TpadUK OTITYyCKOB?

7. Kakue ocHOBaHUs yBOJIbHEHHUS 3akperuieHbl B TK PD?

8. Kakue noxkymeHThl 0(OpMIISIOTCS MPU YBOJBbHEHHHM PAOOTHHKA IO pa3-
HBIM OCHOBAHUSIM?

ITpakTnueckue 3ananus

3apanue 1. CoctaButh U 0QOPMUTH TOKYMEHTHI, HEOOXOAUMBIE ISl JOKYMEHTa-
IIUOHHOTO oopMIIeHHS Ceaytolel cutyanuu: B opranuzanuu mo coOCTBEHHOMY
YKEJIAHUIO YBOJIBHSETCA MEHEKED MO MepcoHay. PyKoBOaUTEIb MOTYYaeT OTACITY
KaJIpOB OOBSIBUTh KOHKYpPC Ha 3aMelleHHWe BakaHTHOW MoJnKHOCTH. [lo mToram
MIPOBEICHHBIX coOece0oBaHMil ObUT BHIOPaH MPETEHEHT, B OOJBIICH CTEEHH CO-
OTBETCTBYIOIINI yKa3aHHOU MODKHOCTH. Kanammar mpuHAT Ha pabOTy C UCTIBITA-
TEJIbHBIM CPOKOM 3 MecsIia.
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3aganue 2. 3anonaure popmy Tabenst yuera pabouero BpeMEeHH Ha MATEPHIX CO-
TpyaHuKkoB npennpusarusa. Cotpyanuk H. B Teuenne mecsua Opan 3 gHS oTIycka
3a CBOM cueT, eme 5 nHed npoBed Ha 0oabHUYHOM. COTpynHUK A. ye3xkall B KO-
MaHAUPOBKY Ha 4 nHA. CoTpynHuk b. nepBble qBe Henenu mecsna Obll B ouepe-
HOM exkerofgHoM otmycke. CotpyaHuk B. B 1eHb 3anonHenus tabens Ha paboTy He
SIBWJICS, IPUYMHBI II0KA HE BBIACHEHBI. OCTaJIbHBIE THU COTPYAHMKAMHU OTpadoTa-
HBI B COOTBETCTBUU C TPAPUKOM.
3aganue 3. 3anoNHUTH rpa@UK OTIIYCKOB Ha MATEPHIX COTPYJHUKOB HA HIOHb-
aBI'yCT, COOJIIOas CIIELYIOIINE YCIOBHS:
e Jlupextop MBaHoBa GepeT OTIyCK TpeMs YacTSIMH: OJHA YacTh MPOJOJ-
YKUTEIBHOCTBIO JIBE HENIEIIH, IBE IPYTU€ — IO HEJENeE.
e Crapmuii MmeHemxkep [leTpoB GepeT moaHOCTHIO 28 JHEN OTIYCKa B HIOHE
e [naBHbll Oyxrantep ['amkunHa Geper Tpu JHS aJAMUHUCTPATUBHOIO OT-
nycKa
e 3amectuTenb aupekropa JlapuoHoBa Oeper yueOHbIN OTIYCK € 25 Mas 1o
07 nrons
e 3amecTuTeNb AUPEKTOpa AJIeKceeB OEPET OTITYCK IBYMS YaCTAMH IO JIBE
HEJICIIH.
[Tpu 3TOM HEOOXOIUMO YUYECTh, UTO B MEPUOJ OTITyCKa O(PHUC HE JOJHKEH OCTaThCs
0e3 pyKOBOJICTBA.

Pa3nen 6. JlokyMeHTHPOBaHHE OLIEHKH IeATEJIbHOCTH MEePCOHAJIa
KoHTpoapHBIE BOITPOCHL:

1. Kakue 5oKaJbHbIE HOPMATHUBHBIE AKThl PETJIAMEHTUPYIOT aTTECTAILUIO
IepcoHasa opraHu3anun?

2. Kakne 1oKyMeHThI 0(OpMIISIOTCS TIPU aTTECTAIUK TiepcoHana?

3. Kak nokymeHTanpHO opopMIIseTcs MoopeHrne paOOTHUKOB?

4. Kakve MOKYMEHTbI HYXHBbI 151 OOPMIICHUS HAJIOKEHUS TUCIUILINHAD-
HBIX B3bICKaHUI Ha paOOTHUKOB?

5. Kakue JOKYMEHTBI HY’KHBI JJI CHATHS JUCLUUTIIIMHAPHOTO B3bICKAHUA?

[IpakTnueckue 3ananus:
3aganme 1. CocTtaBuTh OJIOK-CXEMY JOKYMEHTAIIMOHHOTO OOECIIeUeHUs
IIPOBEJICHUSI ATTECTALUU [IEPCOHAIIA
3ananme 2. BeinonHute 3anaHus npakthukyma «J{oxkymenTtansHoe odopm-
JeHue arrecrauuu nepcoHana. OcHoBHbIe AOKyMeHTh» (Hukutuna E.D. [loky-
MEHTallMOHHOE ofecrieueHue yrpasieHus nepconaioMm. Yacte II: npakTukym. —
Teeps: TBepckoit rocynapctBeHHbiil yauBepeutet, 2020 — 98 ¢. — C. 44).

Paznesn 7. Opranusanusi J10KyMeHT0000pPOTA JTOKYMEHTOB IO yIpaBJe-
HMIO NIEPCOHAJIOM
KonTponbHbIE BOIPOCHL:
1. Yto Takoe 10KyMeHT0000pOoT? 13 KaKuX 3TarnoB OH CKJIaJbIBAETCA?
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2. B gem 3akioyaroTcsi 0COOEHHOCTH pabOThl ¢ BXOASIIMMHU KaJIPOBBIMHU
JIOKyMEHTamMu?

3. Uto Takoe pe30tonus?

4. Yto Takoe mpeaBapuTesbHOE PACCMOTPEHHUE IOKYMEHTOB?

5. Uto Takoe cornacoBanue? Kak MpouCXOAUT COTIIACOBAHUE KAAPOBBIX J0-
KYMEHTOB?

6. Uro takoe peructpanus? Kakue perucrpaiiionnbie (GOpMbI TOJKHBI Be-
CTHUCh B CIIy0€ yIpaBJeHUsI NIEPCOHATIOM?

7. Kak Ha mpeAnpUsTUU JOJKEH ObITh OPraHW30BaH KOHTPOJIb UCTIOJHEHUS
JIOKYMEHTOB?

8. Jlns yero cocraBiisieTcsi HOMeHKIaTypa fnen? Kakue npaBusia cocTaBieHUs
HOMEHKJIATypbI Bbl 3HaeTE?

9. IlepeuncinuTe OCHOBHBIE MOKA3aTEIU, KOTOPhIE JOKHBI ObITH OoopmIie-
HBI Ha 00JI0XKKE Jena?

10. Yto Takoe 3KcrepTr3a HEHHOCTU JOKYMEHTa?

11. Kak onpenensitorcsi CpOKU XpaHEHUsI JOKYMEHTOB?

[IpakTrueckue 3a1aHus:
3aganue 1. CocTaBuTh HOMEHKJIATYpy J€Jl OpraHu3allid, OCHOBBIBAsCh Ha
IOPUBEICHHOM IIepeuyHe Jell C YKa3aHUeM CpOKOB XpaHEHUs Jell U
COOTBETCTBYIOIIEH cTaThu [lepeuns:
- YupenurenbHble JOKYMEHTHI (GUPMBI (IIOCT., CT.13);
- busnec-tnan ¢pupmsl (mocr., cT. 88);
- Jluunsie nena corpyanukos (75 ner, ct. 337);
- IrtatHoe pacniucanue ¢pupMsl (TIOCT., CT. 32a);
- Kypnan perucrpanuuu BXOASIIUX JOKYMEHTOB (3 r., cT. 720);
- Howmenkinarypa aen (mocr., cT. 66a);
- JlokymMeHTBI 00 M3MEHEeHHUSIX (PMHAHCOBBIX IIaHOB (TIOCT., CT. 88);
- IIpotokomnsl coopanmii Coeta Jupektopos (IIOCT., CT. 5a);
- Ilepenucka o cObITE U MOCTaBKE MPOAYKLUUHU U 3aKJIFOUEHUH JOroBOpOB (3
r., CT. 62);
-  MecsuHble TPUXOJHO-PACXOAHBIE KAacCCOBBIE BEIOMOCTH U opaepa (5 jer,
ct. 150);
- Kypnau perucrpauuu uCXoaiux T0KyMeHTOB (3 T., cT. 720);
- Jluunsie kaptouku T-2 (75 ner, cT. 339);
- J{oJKHOCTHBIE HHCTPYKIIMU PAaOOTHUKOB (pUpMBI (TOCT., CT. 352);
- T'onoBoii muian paboThl (UPMBI IO OCHOBHBIM BUIAM JI€ATEILHOCTH (TOCT.,
cT. 90a);
- Ilepemmcka ¢ mOTpeOUTEISIMU M TIOCTABIIMKAMH O COBITE MPOAYKIHUU U
BBITIOJIHEHUH 3aKa3oB (3 T., CT. 62);
- IIpukassl MO OCHOBHOM JI€SITEILHOCTH (TIOCT., CT. 6a);
- JIOKYMEHTHI, SIBJISIOIINECS OCHOBAaHUSAMH I MPUKA30B MO JIMYHOMY CO-
CTaBy (3asiBJIEHUS, CIIPABKU, JOKIIAIHbIE 3aUCKU) (5 JeT, cT. 335);
- Onwcu aen moCTOSHHOTO XpaHeHus (1OCT., CT. 74a);
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- Knura yuera npuema, nepemMenieHusi, yBoJbHEHUs paOOTHUKOB (75 e,
cT. 358a);
- KHura yuera BbI1au TpyAOBBIX KHIKEK U BKIabIeil k HUM (50 jer, cr.
358e).
OCHOBHBIMM pa3fenaMy HOMEHKJIATYphl CAENATh CICAYIOLIUE YIPABICHUECKUE
(YHKIIMM OpraHu3aluu, pacloioKUB UX B TPEOYEMOM IMOPSIJIKE:
- Opranuzanys ynpasJicHUS;
- [lnanupoBaHue AEATENBHOCTH;
- Opranu3zanus MpOU3BOJACTBEHHOM JESITEIBHOCTH;
- (OUHAHCHUPOBAHUE;
- Kaaposoe obecrnieuenue;
- JIOKyMEeHTaIlMOHHOE 0OecTieueHIe YIIPaBICHUSI.
3aganue 2. Pa3pabotaiiTe MpOEKT CIyXObl MEepCOHaa Ui KPYIMHON CTPOUTENb-
HOW (upmbl. Pacnpenenure o0s3aHHOCTH MeXAy coTpynHukamu. Paspaboraiite
IPOEKT MOJIOKEHUS O CIYX,Oe repcoHaia.

2. Obpasyvl KOHMPONLHBIX MECMO8

1. Kakue U3 nepe4ucjieHHbIX JOKAJIbHBIX HOPMATUBHBIX AKTOB SBJISIOTCSA
00513aTeJIbHBIMU::

a. JOJDKHOCTHBIE MHCTPYKIIUU

b. mosoxeHue 0 MEPCOHATBHBIX JTAaHHBIX

C. TOJIOKEHHE O IIEPCOHAJIE

d. mpaBwiia BHYTPEHHETO TPYAOBOTO PacIopsIKa
2. Tosxen siu padorogarenb 0(pOPMISTH TPYAOBYH0 KHUKKY HA PUHATOIO
Ha padoTy cTyJaeHTa

a. Ja, B 00s13aTeIbHOM TOPSIKE, €CIIU CTYJIEHT ITpopadoTan 6osee 5 qHei

b. Her

C. IO JKEJaHUIO CaAMOTI'0 CTYJIEHTa
3. Kakum 00pa3oM oCylecTB/IsIeTC 03HAKOMJICHHE PA00THMKA C 3aNIUCAMU B
€ro TPyJA0BYI0 KHUKKY

a. 10 POCHHCH B JINCTE O3HAKOMIICHHUSI

b. mon pocnuck B IMYHOM KapTOUYKE

C. IOJ POCIIUCH B TPYAOBOW KHUKKE
4. M0HO J11 XPAaHUTH pe3l0Me KAHIANAATOB HA JOJKHOCTD MOCJIe 3AKPbITHS
BAKAHCUH

a. XpaHEHHE OCYIIECTBIIIETCS MO PelIeHUI0 padoToaaTeNs

b. 3akoHOIATENBLHO 3aMPENICHO XPAHUTh PE3IOME MOCTIC 3aKPhITHS BAKaHCHH

C. XpaHEHHE OCYILECTBIISIETCS C MUCbMEHHOTO Pa3pelIeHHs] COCTABUTENS pe-

3I0ME

5. Kakum 00pa3om perucTpupyoTcs NPUKA3bI M0 JUYHOMY COCTABY

a. B oOl1Iel perucTpaiuOHHONW KHUTE MPUKA30B

b. oTmenbHO OT MPHUKA30B MO OCHOBHOMW JACSTEIBHOCTH
6. Kak nosxeH moctynurh padoroaarelib B cjiydae, ecjiM Cy] NPU3HAJ He3a-
KOHHBIM yYBOJIbHEHHE PA0OTHUKA:
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a. BBIIATHh TyOJUKAT TPYMOBOW KHIDKKHU
b. BHeCTH MCHpaBICHHUE B CTAPYIO TPYIOBYIO KHIKKY
7. CKOJIbKO Y4eTHBIX KHUT 0(opMIIsieTcsl JJIfl y4eTa TPYAOBbIX KHUKEK
a. oJHa
b. nBe
C. TpH
8. KT0 B c0OTBETCTBHM € TPYAOBBIM 3aKOHOAATEJIbCTBOM 00513aH 0(pOPMIISATH
TPYAOBbIE JOTOBOPHI ¢ PA0OTHUKAMM
a. paboromareny — IOPUINIECKHUE JINIA
b. paboromarenu — MHAUBHIYATBHBIC IPEITPUHAMATEIIH
C. paboromarenu — (U3MUECKHUE JIMIA, HE SBISIOLIUECS WHAUBHYaTbHBIMU
npeAnpUHUMATEIAMHI
d. Bce mepevncICHHBIC KaTErOPUH JIUI]
9. KT0 B COOTBETCTBHH € TPYAOBBIM 3aKOHOAATEIbCTBOM 00513aH 0(pOPMIIAITH
TPYAOBbIe KHUKKH HA PA0OTHUKOB
a. paboToJaTenan — IPUIUIECKUE I
b. paboTomarenu — MHAUBUIYATBHBIC TPEINIPUHAMATEITH
C. pabotonmarenu — (U3MUECKHUE JIMIA, HE SIBISIONIUECS WHIWBUIYAIbHBIMUA
NpEeANPUHUMATEIAMU
d. Bce mepevncIICHHbIC KaTErOPUH JIUI]
10. Koraa padoroaaresb 00513aH 03HAKOMHUTDH PAa00THHKA € JIOKAJIbHBIMH
HOPMATHBHBLIMH AKTAMH
a. J0 MOANMKMCAHMS TPYAOBOrO JOTOBOpa
b. mocne moanmucanus TPyAOBOTO JOrOBOPA
C. TOCJIie U3/IaHud MPpUKa3a o MpueMe Ha padoTy
d. B mepBbIil pabounii 1eHb
11. KakuMm o0pa3om rpynnupyroTcs B Je/ia JUYHbIe KAPTOYKH PA0OTHUKOB
a. TI0 XPOHOJIOTHH MOCTYIUICHHS paOOTHUKOB Ha pabOTy Ha MPEANPUITHE
b. mo andasury pamumii
12. K10 M3 nepevyucjaeHHbIX JHUI 00bIYHO MMeeT MPAaBO MOJHOTO0 J0CTyNA K
MEePCOHAIBbHBIM IaHHBIM Pa00THHKA
PYKOBOJUTEINb OpraHU3aluH
3aMECTUTENIA PYKOBOJIUTENSI OPraHU3aLNU
COTPYJHMKA KaJIPOBOU CITYKOBbI
caM pabOTHUK
COTPYJIHUKHU OyXTaaTepuu
PYKOBOJUTENU CTPYKTYPHBIX MOJIpa3IeIeHUI
13. KaKnM oOpa3om oopmiisieTcs: pa3penieHue HA 00PadOTKY NEPCOHAIbHBIX
JaHHBIX padoToaarejaeM
a. OTIEJIBHOUW CTPOKOU B TPYJIOBOM JOTOBOPE
b. oTmenbHBIM JOTOBOPOM
C. corjacueM Ha 00paboTKy MEPCOHATBHBIX JaHHBIX
14. B xakoMm ciiydyae Ha NpeINpPUITHN 00S3aTeJbHO JO0JKHbI ObITh pa3pado-
TaHbI I0JI2KHOCTHbIE HHCTPYKIIUN:
a. B JIIOOOM cityyae
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b. B ciydyae OTCYTCTBHS B TPYJOBOM JOTOBOPE OIUCAHUS TPYIOBOH (PyHKIIMH
C. Ha NPEIPUATHIX — FOPUIUUECKUX JIUIAX
15. Korna u3naercs npukas o npuemMe Ha padory
a. 10 MOJIMHUCAHUS TPYIOBOrO IOrOBOPA
b. mocne moamucaHus TPyAOBOTO JOrOBOPa
C. IOCJIE BHECEHUS 3alIUCU B TPYAOBYIO KHUXKY
16. Kakum 00pa3oM B TPYJA0BYI0 KHHKKY BHOCSATCS JaHHbIE 00 M3MEeHEHH e
hamuanu nian o6pa3oBaHNM BJIale/IbIAa
d. 3aYEPKUBAHUEM CTAPBIX CBEICHUW OJHOM YE€PTOW M BHECEHHEM HOBOW WH-
dbopmany Ha OCHOBAaHWUU JOKYMEHTOB
b. odopmiseTcs TyOauKaT TPYIOBON KHIDKKH
C. M3MCHEHHS (paMWINK WU 00pa30BaHUs HE OTPAXKAIOTCS B TPYAOBOU KHHK-
Ke
17. Kakue U3 nepe4mncJIeHHbIX NEPCOHAJIBHBIX JAHHBIX HMeEeT NMPaBo 00pada-
THIBATH PadoToaaTe/Ib:
a. aHKETHBIC JaHHbIE
b. cBefeHUS O PETUTHO3HON PUHAIICIKHOCTH paOOTHHKA
C. CBEJEHUS OLIEHOYHOTrO XapakTepa (JIaHHbIE aTTeCTallui, pEKOMEHIaTeIbHbIC
MUCHhMA)
d. cBeIcHHMS O YICHCTBE B MOJUTHUCCKUX MAPTUAX
€. CBEJCHUS O WICHCTBE B OOIIECTBEHHBIX OpTraHU3aIIUSIX
18. Kakum o0pa3om padoroaare/ib MOXKeT MOJYYUTHh HHGOPMALMIO O COTPY -
HHMKE OT TPeTbUX JIMII
a. 1Mo opUIIUATIBHOMY 3alpocy
b. Mo muCbMEHHOMY COTJIaCHIO paOOTHHKA U 110 O(HUITHATBEHOMY 3aIpOCy
C. IO YCTHOMY COIJIaCHIO pabOTHUKA
19. BHelIHsISl CLIPaBKa UMeeT cJieyIlne 0CO0eHHOCTH:
a. odopmisercs Ha oOmieM OJaHKe opraHa BJIaCTH,
b. odopmisieTcst Ha CTaHAAPTHOM JIMCTE OyMaru;
C. MOJIHUCHIBAIOTCS PYKOBOAMUTEIEM CTPYKTYPHOTO IMOJpa3/Ie/ICHUs] WU CIie-
[AAITMCTOM-COCTAaBUTEIIEM;
d. moAmMCHIBAIOTCS PYKOBOJIUTEICM OpraHa BIIACTH MJIH €0 3aMECTHTEIICM.
20. Yto opopmiisieTcs NPU YA0CTOBEPEHNH BBINMCKHU U3 MPOTOKOJIA:
a. TMOJIUCHU MpeCceaTeNs U CeKpeTaps KOUIETHAIbHOTO OpraHa;
b. oTMeTKka 0 3aBepeHUHN KOIHH;
C. MOJIMHUCU TpPEAcCeaaTesi U CeKpeTapsi KOJJIETHaIbHOIO OpraHa U OTMETKA O
3aBEPEHUU KOTIHUH.

Tembl KypcoBbIX padoT
1. Cucrema NOKYMEHTAIMOHHOTO OOECHEYEHHUs YIMpaBiICHHUS NEPCOHAIOM Ha
MPEeANPUATAN
2. Ciyx0a yrpaBieHHs] IEPCOHAIOM KaK CTPYKTYpHOE HOJpa3ielieHHue opra-
HU3AIIH
3. OyHKIUYU U KJIaccupUKAIsI JOKYMEHTOB T10 TIEPCOHATY
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4. TlpaBuna opopmiieHus: JOKYMEHTOB 110 IEPCOHAITY: OCHOBHBIE TPEOOBAHUS U
OCOOEHHOCTH

5. KagmpoBasi AoKyMeHTalMsi B CHUCTEME JIOKYMEHTAllMOHHOTO oOecreueHus

yIpaBJICHUS

Cucrembl JOKyMEHTAIIMHU B KaJPOBOM JIEIOMPOU3BOICTBE

7. HopmatuBHO-MeTOAMUYEcKass 0a3za  JIOKyMEHTAllMOHHOro  oOecreyeHus
YIPABJICHUS IEPCOHATIOM

8. JlokanbpHble HOpMATHUBHBIE aKThl OPTaHM3ALMK B OOJIACTH YIIPaBJICHHUSA TEp-
COHAJIOM

9. JlokayibHBIE HOPMATHUBHBIC aKTHl B 00JIACTH KaIpOBOTO JIEIOMPOU3BOJICTBA
OpraHu3aIiu

10.ITonoxxenue o ciuyx0Oe mepcoHana: Ha3HA4YCHHE, MOPAIOK pa3padOTKH,
oopmiieHus U BBEJCHUS B IEHCTBUE

11.]J10/5KHOCTHBIE MHCTPYKIIMM U JOJDKHOCTHBIE PETJIaMEHThI: Ha3HAUECHUE J0-
KyMEHTOB U OCOOCHHOCTH (PYHKIIMOHHUPOBAHHUS

12.IlonoxxeHue o nepcoHasie Kak KOpIOPaTUBHBIA JOKYMEHT

13.IlonoxxeHue o MepcoHaJbHBIX JAHHBIX COTPYIHUKOB OpraHM3alllM: Ha3Ha-
YeHHe, NOPSAA0K pa3pabOTKU U BBEACHUS B JCHCTBHUE

14.Cuctema pacnopsaUTEeIbHON JOKYMEHTALMU B YIIPaBICHUN IEPCOHAIOM

15.Cucrtema cripaBO4HOI TOKyMEHTALIMU B YIIPABICHUH [IEPCOHATIOM

16.Cucrema miaHOBOW JOKYMEHTAIMH B 00JIACTH YIIPABJICHUS NIEPCOHATIOM

17.CucreMa OTYETHON JOKYMEHTAIMHU B 00JIaCTH YIIPABIICHUS IEPCOHATIOM

18.Opranu3amusi ABMKEHUS KaapOBBIX IOKYMEHTOB. KaapoBwiii JOKyMEHTO-
obopoTt

19.VnpaBneHue JOKyMEHTHBIMH ITOTOKAMH KaJIPOBBIX TOKYMEHTOB

20.Y4er KaapoBbIX JOKYMEHTOB Ha MPEANIPUSATHH

21. ToxymeHTarimoHHoe odopmIieHHE 1oa00pa MepcoHaia Opranu3aum

22.JloxymeHTarimoHHoe odopmiieHre 0TOOpa nmepcoHaia B OpraHu3auu

23.JlokymeHTanimoHHoe oopmMiICHUE TTpUeMa Ha padoTy

24.]loroBopHBIE JTOKYMEHTHI B OOJIAaCTH YIpPaBJICHUS MEPCOHAIOM: TPYAOBOU
JIOTOBOP U IPaKIaHCKO-TIPaBOBON JOTOBOP

25.Y4eTHbIe TOKYMEHTHI 110 TIEPCOHATY

26.0cob6enHocTr 0(hOpPMIICHUS U BEICHUSI IMYHBIX JEJT COTPYTHUKOB

27.0pranu3anus TEKYIIEero XpaHeHus! KaJpOBbIX JOKYMEHTOB

28.Homenkmarypa fein ciryk0bl YIpaBJIeHUS IEPCOHATIOM

29./lenoBas nepenucka B ACSTENbHOCTH KaIPOBBIX CIYXKO

30.0¢opmieHue u BeAeHUE JINYHBIX KApTOYEK COTPYIHUKOB

31.TpynoBble KHUXKKH: TpeOOBaHUS K 0(OPMIICHUIO, BEICHUIO U XPAHEHUIO

32.Tabens yyeTa pabodero BpeMeHH: IMpaBuiia 0pOpMIICHUS U BEJICHUS

33.Benenne BOMHCKOTO y4eTa B OpraHu3aiuu

34.JlokyMeHTaIMOHHOE 0(pOPMIICHUE aTTECTAIMH TIepCOHATa

35.JlokyMeHTallMOHHOE O(OPMIICHHE MTPOXOKACHUE UCTIBITATEIBHOIO CPOKA

36. JloxymeHnTaunoHHoe o(opmiIeHHE HACTABHUYECTBA B OPraHU3aluu

o
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37.0cobenHoctu oopMIIEHUST TPYAOBBIX B OTIEIBHBIX CIydassX (COBMECTHU-
TEIbCTBO, COBMEIICHHUE, 3aMEIlIEHUE, UCIIOJIHEHHE 00s3aHHOCTEeH 06e3 OCBO-
OO0JICHHSI OT OCHOBHOM PabOTHI, TIEPEBO/I)

38.JlokyMeHTaIlMOHHOE 0(OPMIICHUE TIPEIOCTABICHUS OTITYCKOB

39.0cobeHHOCTH 0pOPMIICHHS OTITYCKOB B OTJEIBHBIX CydasXx (OTITYCK 1o Oe-
PEMEHHOCTH U pOJIaM, aIMUHUCTPATUBHBIN OTITYCK, y4€OHBIN OTITYCK)

40. JlokyMeHTaIllMOHHOE 0(OpMJIICHUE MOBBIIICHUS KBaTU(UKAIIUU U TIEPETO/I-
TOTOBKHU MIEpPCOHANA

41./TokyMEeHTalMOHHOE 0(POPMIIEHUE YBOJBHEHHS COTPYIHUKOB

42. OcobenHoctu opopmiieHUs1 yBOJIBHEHHS 110 MHUIIMATHBE paboToaaTens

43.ApXuBHOE XpaHEHHE KaIPOBbIX JOKYMEHTOB

44 .Opranu3zanys 3alUThl KaJpOBbIX JOKYMEHTOB.

45.11po0aeMbl 3aIUThI IEPCOHANIBHBIX TAHHBIX B HHPOPMALIMOHHBIX CUCTEMAaX

46.ABTOMaTH3AIMs JTOKYMEHTALIMOHHOTO OOECIEeUeHUsl yNpaBiIeHUs MEepCOHa-
JIOM

47.XapakTepucTUKa OCHOBHBIX CHCTEM 3JIEKTPOHHOIO JTOKyMEHTOOOOpoTa B
o0JjacTu yIpaBJieHHs [IEPCOHATIOM

48.2n1eKTpOHHBIE JOKYMEHTHI B YIIPABJICHUHU IIEPCOHATIOM

49.ITpo6sieMbl aBTOMAaTH3AIMK JOKYMEHTAI[MOHHOTO 00€CIIeUeHUs YIIPaBICHUS
EepCOHAJIOM

50.Ponp W 3amaum KagpoBOMl CIy:KOBI OpTaHW3allUW, PETJIaMEHTAlUs €€ Jes-
TEIBHOCTHU

Sl.IToapasneneHust KaapoBOM CIIyKObl OpPraHU3allMK, WX THUIIOBBIE 3a/lauyd U
byHKIIIH

52.Yuudukamus TOKyMEHTOB CIyXObl mepcoHana. Pa3paboTka yHUGHUIIAPO-
BaHHBIX ()OPM KaJIPOBBIX TOKYMEHTOB

53.Tabenb GhopM KaTpOBBIX JOKYMEHTOB: Ha3HAYCHHUE U MOPSIAOK pa3padOTKU

54.1llTaTHOE pacnMcaHre OpraHU3aIlii: COCTaBJICHUE U 0DOpMIICHUE, TOPSI0K
BHECCHUS U3MECHEHUU

55.Pa3paboTka HHCTPYKITUU TIO0 KJAPOBOMY JIEJIOTMPOU3BOJICTBY

56./loxkyMeHTaIrmoHHOe 0popMIICHHE KOMaHIUPOBOK COTPYTHUKOB

57.JlokyMeHTaImoHHOE O(OPMIICHHE B3BICKAHUN U MTOOIIPEHUI COTPYIHUKOB

58.JlokymeHTaImoHHoe oopMiieHUEe PabOThI C KaIPOBBIM PE3€PBOM

59.Cucrembl perucTpany KaapoBbIX TOKyMEHTOB. OCHOBHBIC PETHCTPAIMOH-
HbIE (POPMBI

60.CoBpemeHHbIe CITIOCOOBI M TEXHUKA CO3/IaHUSI KQJIPOBBIX JOKYMEHTORB

61.Opranuzanust XxpaHeHus: OyMa)KHbIX U 3JIEKTPOHHBIX JTOKYMEHTOB KaJpOBOM
CITY>KObI

62.11pumenenue Anp60Ma yHUDUIIMPOBAHHBIX (OPM MEPBUYHON YyUETHOU a0-
KyMEHTAIIUH 10 YUYETy TPy/ia U €ro OIjlaThl

63.OcHOBHBIC HAMPABJICHUSI COBEPIIIEHCTBOBAHUS Pa0OTHI ¢ KaJAPOBBIMHU JOKY-
MEHTaMU B OpPTaHU3AIUU

64.ApxUBBI JOKYMEHTOB 10 JUYHOMY COCTaBY

65.TpeboBaHus K TEKCTaM YIPaBICHUECKUX JOKYMEHTOB. SI3bIK U CTHJIb JIOKY-

MCHTOB
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66.0co0eHHOCTH JOKYMEHTAIIMOHHOTO O(GOPMIICHHS aTTeCTallud TOCyIap-

CTBCHHBIX CIYyKalllUuX

67.11poGnemMbl JOKYMEHTAIITMOHHOTO 00ECIIeUeHUs yNpPaBICHUs MEPCOHAIOM B

OpraHu3annu

68.KaapoBoe 1eonpon3BOICTBO W JIOKYMEHTAIIMOHHOE O0EeCIeueHHe yIpaB-
JIHUsI TIEPCOHAJIOM: MPOOJIEMa COOTHOIICHUS TTOHSATHUH.
69.0co0eHHOCTH TTOCTAHOBKH KaJIPOBOTO JEJIONMPOM3BOJCTBA B MYHHIIMITAIbLHOU

ciryx0e

70.0co06eHHOCTH TTOCTAaHOBKH KaJPOBOTO JIEJIOMPOU3BOACTBA B TOCYIapPCTBEHHOM

ciyx0e

OHCHO‘IHLIE? MaTCpUaJIbl JJIs IIPOBCIACHUA IPOMEKYTOUYHOM aTTECTAllUU

[Tmanupyemble pe3ynbTaThl OCBOE-
HUs 00pa30BaTeIbHON IPOrPAMMBI
(bopmupyembie KOMIIETECHIINH )

[InanupyemMblie pe3yiabTaTbl 00yUYEHUs 10
JUACIUILIINHE

Vkazvieaemcs ko0 u naumenosanue
KomnemeHyuu

LIpusoosimcs unouxamopvl 00CmMuUICeHUs
KOMHemeHyuu 8 COOmeemcmeul ¢ y4eOHviM
NIAHOM

YK-4 CniocobeH ocyIiecTBIATh Jie-
JIOBYIO KOMMYHHUKAIIMIO B YCTHOW U
MMCbMEHHOU (popmax Ha rocyaap-
CTBEHHOM s3bIKe Poccuiickon Pe-
JepaLi U UHOCTPAHHOM(BIX) S3bI-
ke(ax)

VYK-4.2; Beaet nenoByro nepenucKy Ha pyc-
CKOM SI3bIKE C Y4ETOM OCOOCHHOCTEM CTHIIH-
CTUKHU O(PUIIUATIBHBIX U HEO(UIIHMATBHBIX MTH-
ceM

OIIK-3 Cmnocoben pa3pabaTbiBaTh
U OCYIICCTBJIATH MEPOTPHUATHS,
HamlpaBJieHHbIC Ha  pean3aIfio
CTpaTeruy yIMpaBICHUS IIEPCOHA-
JIoM, 00eCTieunBaTh UX JOKyMEHTa-
IIUOHHOE COIPOBOXKICHHE W Olle-
HUBATh OPraHU3aIMOHHBIC U COIIH-
aJIbHBIC MOCJICICTBUS

OIIK-3.5; OdopmisieT HEOOXOIUMBIE JTOKY-
MEHTBI IIPY Pealh3allii 3allJIaHUuPOBAHHBIX
MEPOIPHUITUN

OIIK-4 CnocobeH TpUMEHSThH CO-
BPEMEHHBIC TEXHOJIOTUU U METObI
ONEPaTUBHOIO YMNPABJIEHUS MEPCO-
HaJIOM, BECTHU JOKYMEHTAlIMOHHOE
CONPOBOKJICHUE U yUET

OIIK-4.3 OdopmisieT KapoBbie JOKYMEHTHI
ONEPAaTUBHOIO YIPABJICHHS IEPCOHATIOM

Bua npoMexxyTo4HOM aTTecTald - OTBETHI HA BOMIPOCHI (3a4€T), CUTYallH-

OHHBIE 3aJ]aHUA (PK3aMEH).

Crioco6 npoBeaeHHst CIIOCOObI MTPOBEAEHUS: YCTHBIN, TUCHMEHHBIH.

Bomnpocsl k 3auery:
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1. Tlonarue nokymeHT. CBOICTBA M NMPU3HAKU JOKyMeHTa. FOpuanueckas cuia

JIOKYMEHTA.

Hcropuueckue 3Tanbl pa3BUTUS J1€JI0NPOU3BOIcTBA B Poccuu.

3akoHonaTeabHbie akThl PD B 06act paboOThI C KaJpamH.

4. TOCTel U MeTOAMYECKHE JIOKYMEHThl B 00JIACTU JOKYMEHTAI[MOHHOTO
oOecrieueHus ynpaBJICHUsI IEPCOHATIOM.

5. Ilonarue 6maHk gokymeHTa. CoBpeMEHHbIE TpeOOBaHUSA K OJIaHKaM JIOKY-
MeHTa. Buel 671aHKOB 1 uX ohopMIIeHHE

6. CocrtaB pexkBu3uTOB oduiranbaoro nokymenrta mo I'OCT P 6.30 — 2003.

7. PexBU3UTHI OJ1aHKA U OCOOCHHOCTH UX O(hOPMIICHUS

8. PexBu3UTHI, MpUAAIONINE TOKYMEHTY IOPUIUYECKYIO CHUITY, U OCOOCHHOCTH
ux 0OpMIICHHUS.

9. PexBM3HTHI, OTpaXKarolIke 3Tanbl paboThl HAJ JOKYMEHTOM, U OCOOCHHOCTH
UX COCTABJICHUSI.

10. AA3bIK U cTUIB JEN0BOTO JOKYMeHTa. OCHOBHbBIE OMIMOKU MPU COCTABICHUU
TEKCTOB JIOKYMEHTOB.

11. CrpykTypa TeKkcTa JOKyMeHTa. Y HU(PUKAIIMS TEKCTa JOKYMEHTA.

12. ®yukiuu gokymenta. O01mue u crenuaiabHble GyHKIUU.

13. Knaccudukamus ynpaBieHYECKUX JOKYMEHTOB.

14. Cuctema opraHu3aIlMOHHO-TIPABOBOM JIOKYMEHTAIlMM B 00JIACTH yTIpaBlie-
HUS TIEPCOHATIOM: €€ Ha3HauYeHHUE, XapaKTePUCTHUKU U 0COOEHHOCTH 0(opM-
JICHHSL.

15. Opranu3aiioHHO-TIPAaBOBBIE JIOKYMEHTBHI, PETJIaMEHTHPYIOIINUE TMOPSI0K
JESITEIbHOCTH OPraHu3alvu. Y CTaB.

16. IlITaTHOE pacnrcaHue U 0COOEHHOCTH €ro O(opMIICHHUS.

17. IlonoxxeHue o ciyx0€ yrpaBJIeHUS] IEPCOHATIOM.

18. KoneKTUBHBIN JOTOBOpP, MPABOBBIE OCHOBAHUS €r0 3aKJIIOYEHHS, 0COOCH-
HOCTH 0()OPMIICHHUS.

19. TlpaBuia BHYTPEHHETO TPYIOBOTO PacHopsika: 0COOEHHOCTH UX odopmiie-
HUSI, COCTABJICHUS M YTBEP KICHHUSI.

20. [Tonoxxenne M NOHKHOCTHBIE HHCTPYKIIMUA KaK OPraHU3aIIMOHHO-TIPABOBBIC
JIOKYMEHTBHI.

21. TlonoxxeHnne o MepCOHAIBHBIX JIAHHBIX KaK OpraHU3allMOHHO-TIPaBOBOM J10-
KYMCHT.

22. Ilpuka3el B ymnpaBieHUH nepcoHajgoM. OdopMieHHe MPHUKA30B MO OCHOB-
HOMU JICSITCIILHOCTH.

23. YHu(duumpoBaHHble TPHUKa3bl MO Kaapam: BUJbI, 0OCOOEHHOCTU Odopmiie-
HUS

24. I[IpoTOKON KaK JOKYMEHT paclopsauTesbHOro xapakrepa. OcobeHHOCTH
o(OpMIICHHS TTPOTOKOJIOB.

25. CipaBoYHBIC IOKYMEHTHI B YIIPABICHUU TIEPCOHAIOM. AKT U CIIpaBKa.

26. Jloxnanupie, OOBICHUTENBHBIE U CIYXKEOHBIC 3alMCKH, OCOOCHHOCTH HX
oopMIIEHUS.

27. llenoBoe mUChbMO B yrpaBjieHUU nepcoHaioM. OcoOeHHOCTH 0hOpMIIEHUS
JICJIOBBIX TTUCEM.

w N
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28. Jlpyrue BUIIBI CIPABOYHBIX JOKYMEHTOB (IIPEICTABIICHNE, XapaKTEPUCTUKA,
3asBJICHHE) U OCOOEHHOCTH UX O(OPMIICHHS.

TunoBble KOHTPOJIBHBIE 3aJJaHUS IJIs1 K3aMeEHa

1. Bemycknuna dakynbTeTa ynpasieHuss Poccuiickoro rocyaapCTBEHHOTO
rymaHuTapHoro yHuBepcutera JlenucoBa TarbsiHa MuxaitnoBHa 20 wuross
TEKYIIEro Tojia MocTynuia Ha paboTy B Poccuiickoe areHTCTBO MEXIYHApOIHOTO
coTpyauuuectBa U pazputusi (PAMCuP) Benymum cnenuaiucToM YTnpaBieHUs
nenamu. lIpukaz mo JIMYHOMY COCTaBy IIOANMCAaH OT HWMEHW AareHTCTBA €ro
npencenarenem A.H. [oxunsiM. [lpuka3z noammcan 21 wurons U 0oOBsABIEH
HenncoBoii moa pacnucky. Odopmure pesromMe couckarens u mpuka3 o mpueMe Ha
pabory.

2. 3aBenytomias otaeiaoM nuceM raserbl «I'yoepuus» ComoBa AnHa MBaHoBHa 15
Mas TeKyIlero roja oOpaTuiach K TIJaBHOMY penaktopy A.H. VYBapoy c¢
3asBJICHUEM O TPEJIOCTABJICHUH €l OTITycKa 0e3 coxpaHeHHUs 3apabOTHOM IIaThl C
16 o 18 mast Mo ceMeHHBIM 00CTOSITEILCTBAM.

[IpoekT npukasza 06 ormycke ObuT oopmiieH 15 Mast U B TOT K€ JICHb IOAMHUCAH
IJIaBHBIM peakTopoM. COoCTaBbTE YKa3aHHbIC JIBa JOKYMEHTA.

3. Beaymero cneunanucrta oTaena Mapketunra toproBoit pupmel OOO «BeHTay
Cobonery Banentuny lBaHOBHY mepeBeliM Ha OCBOOOAMBIIYIOCA JOJKHOCTH
HavyaJbHUKA OTJEJIa Ha TOCTOSTHHYIO padboTy ¢ 15 HosOps 2018 roga. 3asBieHue o
nepeBosae B.M. CoboneBa Hanucana 10 HOSIOps: ¥ 3aBU3KMpOBaAIa Y KOMMEPYECKOTO
JTUPEKTOPA B TOT K€ JICHb.

[Tpuka3 o nepeBozae 13 HOsA0ps ObUT MOANKCAH T€HEPATBHBIM TUPEKTOPOM (PUPMBI
E.K. JoporomunoBeim. 14 Hosi6pst B.J. CoGosieBa Oblsia 03HAKOMJIEHA C TIPHKa-
30M. CocTaBbTE yKa3aHHBIE JOKYMEHTHI.

4. I'maBHBIN SKCHEPT TOPTOBOTO OT/ENA aKIIMOHEPHOTO 00I1IecTBa « TOProBhIil 10M
«I¢pam» Capenbes [laBen Pomanosuu nomken Boiexath B T. Cankt-IlerepOypr nms
y4acTusl B MYIIHOM ayKiuoHe «Pycckuii Mex», koTopblid npoBoautcs ¢ 10 mo 13
nekaOpst Tekymero roja. JlokmamHas o HEOOXOIUMOCTH KOMAaHJIMPOBKH Oblia
opopmiieHa CaBenbeBbIM 6 AekalOps. 8 nmekabps npeacenarensb npapieHus A.l.
Jlebenes nmoanucan npuka3 o Hanpasienuu [1.P. CaBenbeBa B KOMaHIUPOBKY C 9
nekabpsi. CoctaBbTe HEOOXOAMMBIE JOKYMEHTHI.

5. Macrep MyHHLMNAIBHOTO PEMOHTHO-CTPOUTENBHOTO mpennpuarus Ne 2
(MockBa) bormanoB HOpuii IleTpoBud pemmsi yBOJUTBCS MO COOCTBEHHOMY
xenanuto (. 3 cr. 77 TK P®) u ocHOBaThb MHIAMBHIYAJIbHOE YAaCTHOE
npeanpusitTie. 3a IB€ HEJENU IO YBOJIBHEHHUS OH MOCTaBUJI B U3BECTHOCTH 00 3TOM
nupekropa npennpusitus [1.W. Cupoposa. Ilpuka3z Obur moamucan 17 ampens
Tekymero roga. bormanos FO.H. B 3TOT ke neHb ObLT O3HAKOMJIEH C MPHUKA30M,
eMy Ha pyKH Oblia BbIJaHa TPYAOBas KHU)KKA U MPOU3BOJEH MOJHBIA pacyer Io

3apaboTHo# rare. CocTaBbTe YKa3aHHbBIE TOKYMEHTBHI.
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6. Jouent IletpoB M.M. Bblurpan KOHKYpC METOIMYECKUX Pa3pabOTOK B y4eOHOM
3aBeICHUM, IJie OH padoTan (BIOOp HAMMEHOBAHUS U APYTHX PEKBU3UTOB YUEOHO-
ro 3aBeJICHUsI OCYILECTBIIAETCS CTYJEHTOM camocTosaTenbHo). CoctaBbTe Ha Ilet-
poBa M.M. noknajHy0 3alMMCKy Ha MPEMUPOBAHHE OT UMEHHU 3aB. Kadeapoil u
MPHUKa3 O MOOUIPEHUH COTPYIHUKA.

7. BanoB Bnanumup MBanoBuy, 1953 roma poxaenus, opopmiiserca Ha padoTy
1o JO/DKHOCTH CTaplIero mpernojaasarenss Kadeapbl MHPOPMATUKH U BBIUMCITH-
TEJIbHOW TeXHUKH ojnHOro u3 BY3oB ropoaa (BbIOOp HaMMEHOBAaHHUS U APYTHX
PEKBU3HUTOB Y4eOHOTO 3aBEICHHUS OCYIIECTBISIETCS CTYJEHTOM CaMOCTOSITENIBHO).
OdopmuTte pe3roMe COMCKaTeNs U IPHUKa3 O MpueMe Ha padboTy.

Kputepnn u mkana OLleHUBAHUS

Nupukatopsl Kpurepuii ouennBanus [ITxana oneHuBaHusA

[IpaBUIBHO BEACT JIETOBYIO MEpe- 13
MUCKY HA PYCCKOM SI3BIKE C yUe-
TOM OCOOEHHOCTEH CTHIIMCTHKH
o(HUIIHAIBHBIX U HEO(DUITHATBHBIX

1ceM
MoxeT BeCTH JI€JIOBYIO MEPENHC- 8-9
VK-4.2; Bener neno- Ky Ha PYCCKOM S3bIKE C YYETOM
BYIO IIEPENIUCKY Ha 0COOEHHOCTEN CTUIIMCTUKH O(DH-
PYCCKOM SI3bIKE C yUe- | IIUAJbHBIX U HEOPUIIMAIBHBIX MTH-
TOM OCOOCHHOCTEHN ceM
CTHJIMCTUKH O(PHITH- [TerTaeTCs BECTH ACTOBYIO TIEpe- 5-6
TBHBIX ¥ HEO(DHITH- MUCKY Ha PYCCKOM SI3BIKE C y4e-
QTBHBIX TIHCEM TOM OCOOEHHOCTEH CTHIIUCTUKH
OopUITMATBHBIX U HEOPHUITHATHHBIX
1ceM
He criocoOen BecTu enoByto 1e- 0

PENUCKY Ha PYCCKOM SI3BIKE C
Y4ETOM OCOOCHHOCTEH CTHIIMCTH-
KM O(DUIIMATIBHBIX U HEO(ULIUAIb-

HBIX MHCEM

[IpaBwibHO oopmitseT HEOOXO- 14
OIIK-3.5; Odopmiser | IUMbIE JOKYMEHTHI IIPU peann3a-
HEO0OXOIMMBIC JIOKY- [IUU 3aIJIaHUPOBAHHBIX MEPOTIPHU-
MEHTHI IPU PeasU3aIuu | ATHI
3aIUTaHUPOBAHHBIX Me- | MoskeT 0OpMHUTH HEOOXOTUMBIE 8-9
pOnpUATUI JIOKYMEHTBI [IPU peaIn3aiu 3a-

TJIAHUPOBAHHBIX MEPONIPUSITUN

OdopmitsieT HeOOXOUMBIE JTOKY- 5-6
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MEHTBI MPU pean3aluu 3arJIaHu-
POBaHHBIX MEPONPUATUI C OOJIb-
IIMM KOJIMYECTBOM OIIMOOK

He croco6en ohopmMuth HEOOXO- 0
JUMbIE IOKYMEHTHI MPU pean3a-
ITUY 3aIUTAaHUPOBAHHBIX MEPOTIPHU-
SATUN

[TpaBmiibHO OOPMIISET KaAPOBBIC 13
JIOKYMEHTBI OIIEPaTUBHOTO
yIpaBJICHUS EPCOHATIOM

MoxeT 0opMUTH KaIpOBBIE J0- 8-9
OIIK-4.3 Odopmiiier | KyMEHTHI OIEPATUBHOIO YIIPaB-
KaJIpOBBIE JOKYMEHTHI | JICHHsI IEPCOHAJIOM

OIepaTUBHOIO ynpas- | OdopmiisieT KaJIpoBbIe JTOKYMEH- 5-6
JICHUS IEPCOHATIOM ThI OIIEPATUBHOTO yIPABIICHUS
MEPCOHAJIOM C OOJIBIITUM KOJINYe-
CTBOM OIINOOK

He crmoco6en odopMuTh Kaapo- 0
BBIC JIOKYMEHTHI OIIEPATHBHOTO
YIPABJICHUS TIEPCOHATIOM

B cootBerctBun ¢ «llojokeHreM O pEUTUHTOBOM cucTeMe OOy4YeHHsS B
TBI'Y», yrBepxknaeHHsiM H.0. pexkropa ot 30.04.2020 r., MakcuMalibHasi CyMma
OayoB Mo y4eOHOM NUCHIMIUIMHE, 3aKaHUYMBAIOUIEHCS 3a4eToM, MO0 WTOraM ce-
mectpa coctapisgeT 100 6amnos. Obyvatomemycsi, Habpapiemy 40 6aJIJIOB U BBIIIIE
M0 UTOraM padOThl B CEMECTpPE, B PEUTUHTOBOM BEJJOMOCTH y4e€Ta yCIIEBAEMOCTH U
3a4€THON KHM)KKE BBICTABJISIETCA OTMETKA «3auTeHoy». O0yyaromuiics, HaOpaBIIui
110 39 6amIoB BKIIOYUTEIIHHO, CIACT 3aUeT

B cootrBerctBun ¢ «IlonokeHrneM O pEWTHHIOBOWM cucTeME OOy4EeHHsS B
TBI'Y», yrBepxkaeHHbIM u.0. pektopa oT 30.04.2020 r., oTBeT o0Oyuaromerocs Ha
AK3aMEHe olleHuBaeTcs cymmon 110 40 6amioB. MToroBas orieHka CKIaabIBaeTCs U3
CYMMBI OQJIJTOB, TTOJTYYEHHBIX 32 CEMECTP, U 0aJIJIOB, MOJYYEHHBIX Ha dK3aMeHe.

B yHuBepcurere nEMCTBYET ClEAyIOLIas LIKana IepecuyeTa PEUTUHTOBBIX
OaIIoB:

Ot 40 10 69 6aI0B — «YAOBJIETBOPUTEIHHOY;

Ot 70 1o 84 6aI0B — «XOPOIIIOY;

Ot 85 10 100 6anI0B — «OTIUIHOY.

V. Y4eOHO-MeTOAMYECKOEe U MH(OPMAIITUOHHOE 00ecieyeHne JUCIH-
TUIMHBI
a) OcHOBHas nuTEpaTypa:
1. Anekceesa, T. B. JlokyMeHTaIlmoHHOE 0O€CIIEUeHHE YIIPABJICHUS | YICOHUK

/ T. B. AnekceeBa, O. A. CtpaxoB. — MockBa : YHupepcuter «CHHEpPrus»,
2020. — 132 c. — ISBN 978-5-4257-0402-3. — TekcT : 31eKTpOHHBIH // Dek-

29




TpoHHO-OnOMuoreynas cucrema I[PR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/101344.html (mara oOpamienus: 04.02.2021). —
PexxuMm noctyna: Juist aBTOPU3HP. TOJIb30BaTeNeh

2. bynar, P. E. JlokymeHTallMOHHOE OOECIICUCHUE YIPaBICHUS MEPCOHAIOM:
Yuebnoe nocobue/bynar P. E. - Mocksa : HUIl MTHOPA-M, 2015. - 234 c.
(Briciiee oopazoBanue: bakanapuat)[SBN 978-5-16-010318-1. - TekcT : anek-
tpounbmid. - URL: https://znanium.com/catalog/product/488066 (mara oOparie-
Hus: 04.02.2021). — PexuM noctyna: mo NoAMMUCKe.

3. Kysnenona, 1. B. JlokymeHTanimoHHOE OOCECIICUCHHE YIIPABICHUS TIEPCOHA-
JoM : yuebHoe nocobue st OakanaBpos / U. B. Ky3nenona, I'. A. XagaTpsia. —
2-¢ m3a. — Mockaa : JlamkoB u K, Aii [Tu Op Meaua, 2019. — 220 c. — ISBN
978-5-394-03124-3. — TekcT : ANEKTPOHHBIN // DAEKTPOHHO-OMOIMOTEUHAs
cuctema IPR BOOKS : [caiit]. — URL.: http://www.iprbookshop.ru/83142.html
(mata obOpamenus: 04.02.2021). — Pexxum goctyna: ajis aBTOpU3UP. TOJIb30Ba-
TeJen

4. Huxutuna E.D. JlokymeHTallMoHHOE OOecredeHHe YIpaBieHHUsl MepCcCoHa-
agom. Yacts I. OOuue npasuia opopmieHuss J0KyMeHTOB. CUCTEMBI JOKYMEH-
Tanuu. YueOHoe mocobue. — TBepb: TBepcKoil rocy1apCTBEHHBIN YHUBEPCUTET,
2017.-120 c.

5. Huxkutuna E.D. JlokyMmeHTallMOHHOE OO€cleueHue YIpaBJICHHs TepcoHa-
aom. Yacte II. — Tseps: TBepckoil rocynapCTBEHHbIM yHUBEpcHUTET, 2019. —
113 c.

6. Hukutuna E.D. JlokyMeHTanmmoHHOE oOecIieueHHEe YMpaBIICHUS IEpCOHa-
nom. Yacte III: mpaktukym. — TBeps: TBepckol rocygapCTBEHHbIM YHUBEPCH-
teT, 2020 — 98 c.

/. TlonoBuy, E. JlokymMmeHTallMOHHOE O0ECIEUECHHE YNPABICHUS TIEPCOHATIOM :
yaeoHoe nmocodbue / E. [Tonouu ; OpeHOyprckuii rocy1apcTBEHHBIN YHUBEPCHU-
TeT. — OpenOypr : OpeHOyprckuii ToCy1apCTBeHHbIN yHUBEpcuTeT, 2014, — 112
C. — Pexxum JOCTyIA: o MOJITTUCKE. — URL.:
https://biblioclub.ru/index.php?page=book&id=259328 (mata  oOparieHus:
04.02.2021). — TekcT : 3eKTPOHHBIH.

0) JlononHuTENbHAS IUTEPATYpa:

. I'punbepr A. C. JIoKyMeHTallMOHHOE OOECeYeHHE YNpaBIICHUA: y4E€OHUK. -

M.: IOnutu-Zlana, 2015. - 391 ¢. - ISBN 978-5-238-01770-9 ; [DnekTpoHHBII

pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=115031

. I'punbepr A. C. JlokyMeHTallMOHHOE O0ecriedeHre yrpaBieHus [ DIEKTPOHHBIH

pecypce]: yueonnk.— M.: KOHUTU-JAHA, 2012.— 392 ¢.— Pexxum pocryna:

http://www.iprbookshop.ru/10497.html.— DBC «IPRbooks»

. 3axapoBa T. U. JlokymeHTaIIMOHHOE OOeCriedeHUE YIIPABICHUS [ DICKTPOHHBIM

pecypc]: yuebnoe nocobue.— M.: EBpasuiickuii OTKpHITHIA HHCTUTYT, 2010.—

156 c.— Pexum npocryma: http://www.iprbookshop.ru/10665.html.— 3BC

«IPRbooks»

. Kysnemnora U. B. JlokymeHnTannonHoe obecrieueHne yIpaBiIeHHs] IEPCOHATIOM

[DnexTpoHHBIN pecypc]: yuebHoe mocobue st 6akamaBpoB.— M.: JlamkoB u
30


http://www.iprbookshop.ru/101344.html
https://znanium.com/catalog/product/488066
http://www.iprbookshop.ru/83142.html
https://biblioclub.ru/index.php?page=book&id=259328
http://biblioclub.ru/index.php?page=book&id=115031

K, A Ilm D3p Menua, 2017— 220 c— Pexum pocryna:
http://www.iprbookshop.ru/57135.html.— DBC «IPRbooks»

5. IMapoBa JI.M. JlokyMeHTalIMOHHOE OOECreueHne YIpaBICHUs [DJIEKTPOHHBIH
pecypc]: yuebHoe nmocobure.— Kanumnunrpan: bantutickuii denepanbHbIi yHU-
Bepcurer uM. HMmmanywmna Kanta, 2008.— 112 c.— Pexwum pocrymna:
http://www.iprbookshop.ru/23843.html.— DBC «IPRbooks»

6. Cenuenxo I1. B. /lokymeHnTanmonHoe o0ecreyeHue yrnpaBieHUYeCKUX pelIeHUH:
yuebHoe nocobue. - Tomck: Db Konrent, 2011. - 142 c.: - ISBN 978-5-4332-
0008- ; [DnmeKkTpoHHBII pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=208691

2) [IporpamMmmHoOe oOecTieueHHe
a) JIureH3noHHoe nporpaMmmMHoe obecriedeHue
Crynenueckmii nep., a. 12, kopnyc «b», aynuropusi 338

Cnucoxk I10: Y cnoBus Npe10CTaBICHUS
Adobe Reader X1 (11.0.13) - becrmatao

Russian

Google Chrome becmiatho

Kaspersky Endpoint Security 10 | Akt Ha epenady npas Ne969 18.10.2018 r.
g Windows

Microsoft office professional Akt nipuema riepegaun Ne689 ot 05.07.2019 r.
2016

OpenOffice 4.1.1 becrmaTao

Qt5.6.0 becrninatHo

WinDjView 2.0.2 becmiatHo

HNKTC 1.21 becrimatHo

Microsoft Windows 10 AxT npuema niepegaun Ne689 ot 05.07.2019 .
Enterprise

Crynenueckmuii nep., a. 12, kopnyc «b», aynuropus 245

Cnucoxk I10: Y cnoBus Npe10CTaBICHUS

1C:ITpennpustue 8 (8.3.7.1873) | Akt npuema-niepenaun NeTr034562 ot
15.12.2009 r.

Adobe Reader XI (11.0.13) - becrnaTao

Russian

Dropbox becmiatHo

Google Chrome becrnatao

Kaspersky Endpoint Security 10 | Akt Ha nepenady npas Ne969 18.10.2018 .
g Windows

Microsoft Office npodeccro- Akt npuema nepegaun Ne689 ot 05.07.2019 r.
HaJIbHBIN 1U1I0C 2013

WinDjView 2.0.2 becnimatao

CIIC TAPAHT aspo JloroBop Ne5/2018 ot 31.01.2018 1.

HUKTC 1.21 becniatao
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http://biblioclub.ru/index.php?page=book&id=208691

Microsoft Windows 10 Akt npuema repeaaun Ne689 ot 05.07.2019 r.

Enterprise

6) CBOOOHO pacmpocTpaHsieMoe MIPOrpaMMHOE 0OecTieueHre

- Adobe Reader XI

- Debut Video Capture
- 7-Zip

-iTALC

- Google Chrome

- 1 JIp.

3) CoBpemeHHbIC TPO(HeCcCHOHATBHBIC 0a3bl JAHHBIX M HH(POPMAIIMOHHBIC

CIIPAaBOYHBIC CUCTCMBI

HaJIbl)

(Llocmyn c komnvromepos cemu Tel'y)

. 9BC «ZNANIUM.COM» www.znanium.com;

. OBC «}OPAUT» www.biblio-online.ru;

. OBC «YHuBepcurerckas Oudnmoreka onaitay» https://biblioclub.ru/ ;

. OBC IPRbooks http://www.iprbookshop.ru/;

. OBC «JIanw» http://e.lanbook.com;

. OBC BOOK.ru https://www.book.ru/

. OBC TBI'Y http://megapro.tversu.ru/megapro/Web

. Hayunas snextponnas 6ubnuorexka eLIBRARY.RU (moanucka Ha xyp-

CO~NO OIS WN —

https://elibrary.ru/projects/subscription/rus_titles _open.asp? ;

9. Penoszurapuii TBI'Y http://eprints.tversu.ru,

10. Wiley Online Library https://onlinelibrary.wiley.com/

14. XKypuans! uznarenbcrsa Taylor&Francis http://tandfonline.com/ ;

16. BJI Scopus https://www.scopus.com/search/form.uri?display=Dbasic

17. BJ1 Web of Science
http://apps.webofknowledge.com/WOS_GeneralSearch_input.do?product=

WOS&search

HTJI

_mode=GeneralSearch&SID=F5IxbbgnjnOdTHHNpOs&preferencesSaved=
18. Dnexrponnas komwieknus KHUr Oxchopackoro Poccuiickoro dhonma
https://ebookcentral.proquest.com/lib/tverstate/home.action

25. Polpred.com O630p CMMU http://www.polpred.com/

26. CIIC Koncynprautllntoc (B cetu TBI'Y);

27. UTIC «3akonomarenbcTBO Poccumy» http://pravo.fso.gov.ru/ips.html

28. Connble katanoru ¢GoHaoB poccuiickux onbmuorek APBUKOH, MAPC
http://arbicon.ru/; KOPBUC http://corbis.tverlib.ru/catalog/ , AC PCK mo

http://library.gpntb.ru/cqi/irbis64r/62/cqgiirbis 64.exe?C21COM=F&I21DB

N=RSK&P?21, DBN=RSK&S21FMT=&S21ALL=&721ID=; OKBCOH

http://www.Vvlibrary.ru
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http://library.gpntb.ru/cgi/irbis64r/62/cgiirbis_64.exe?C21COM=F&I21DBN=RSK&P21
http://library.gpntb.ru/cgi/irbis64r/62/cgiirbis_64.exe?C21COM=F&I21DBN=RSK&P21
http://www.vlibrary.ru/

4) Tlepeuenpb pecypcoB HHHOPMAIMOHHO-TEICKOMMYHUKAIIMOHHOM CETH
«MHTEpHET», HEOOXOUMBIX JUISI OCBOCHHMSI TUCIIUILIHHBI

1. Basel manubix EBpomeiickoro o6mectsa mapkerunra (World Association of
Opinion and Marketing Research Professionals) - www.esomar.org

2. HpOpMallMOHHO-TIONCKOBBIE ~ CHCTEMBbI ~ areHTCTB  «bu3Hec-kapTa»
https://biznes-karta.ru/, 3A0 «ACY-Umnysbc» http://asuimp.ru/, «Poccwuii-
CKHUIl TeHEPAJIbHBIH PErHUCTP MPOU3BOIUTENICH TOBApOB M yCiyr», «He3zaBu-
CUMBbIE POU3BOJUTENN TOBApOB U yciyr Poccumn», «Peructp PAV-IIpecey.

3. Craructuueckas Oasza JTAHHBIX EDK OOH -
http://w3.unece.org/PXWeb2015/pxweb/ru/STAT/STAT _ 20-ME__1-
MEQOV

4. baza maHHBIX «DJCKTPOHHBIC KypHaJbl u3aareancTBa Taylor & Francis (6o-
nee 1000 HaumeHoBaHuM)» - JIOCTYIl OTKPBIT K MOJHBIM TEKCTaM >KypHAJIOB
TEKyIIEro ToJa M BCEM IIOJHBIM TEKCTaM apXUBHBIX HOMEPOB.
https://www.tandfonline.com/

5. baza craructuueckux ganHHbix «Permonst Poccum»  Poccrara -
http://www.gks.ru/wps/wcm/connect/rosstat_main/rosstat/ru/statistics/
publications/catalog/doc_1138623506156

6. basa manueix Bcemuproro banka - https://datacatalog.worldbank.org/

7. baza namnmbix HII «Mexnynaponnoe HWccnenoBarenbckoe ATEHTCTBO
«EBpazwmiickuit MouuTop» - http://eurasiamonitor.org/issliedovaniia

8. bassl nanubix Becemuphoro Oanka - https://data.worldbank.org/

9. baza mannbpix Research Papers in Economics (camast 60mbiiasi B Mupe KoJi-
JICKIIUS DJIEKTPOHHBIX HAYYHBIX MyOJIMKAIIMK MO SKOHOMHUKE BKJIIOYaeT Ouo-
auorpaduyeckre OnucaHusl mMyOJuKalii, cTaTel, KHUT U JpYyrux uHdopma-
IIMOHHBIX pecypcoB) - https://edirc.repec.org/data/derasru.html

10.ba3a nannbix denepanbHON HATOTOBOM CTyKObI «CTaTHCTHKA M aHAJTMTHKAY)
- https://www.nalog.ru/rn39/related _activities/statistics_and_analytics/

11.CnpaBounas  cucrema [maBOyx  —CBoGomubiii  goctyn  on-line:
http://www.1gl.ru

12.Equnbiii mopTtanm  OromkeTHOW cucteMbl Poccuiickoit  ®enepanum -
http://budget.gov.ru/

13.baza JTAHHBIX «bromxer» Munduna Poccun -
https://www.minfin.ru/ru/perfomance/budget/

14.ba3za cratuctrueckux HaHHBIX «DUHAHCOBO-DPKOHOMHYECKHE IOKA3aTEIN
P®» - https://www.minfin.ru/ru/statistics/

15.MVIJIbTUCTAT — MHOropyHKIMOHAIbHBIA CTATUCTUYECKUNA MOpPTAI
http://www.multistat.ru/?menu_id=1

16.ba3pl maHHBIX OQUIMATBLHOW CTaTUCTHKKN DenepalibHON CIyKObI TOCyaap-
CTBEHHOU CTaTUCTUKU -
http://www.gks.ru/wps/wcm/connect/rosstat_main/rosstat/ru/statistics/

17.®enepanbHblii 00pa3oBaTeNbHbIA TIOpTan «OkoHoMuka Cormonorus Me-
HepKMeHT - http://ecsocman.hse.ru

18.baza mannbix «bubnmoreka ynpasnenus» - KopnopaTuBHBINH MEHEHKMEHT -

https://www.cfin.ru/rubricator.shtml
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https://www.tandfonline.com/

19.baza nanupix MunskoHompazputusi PO «Mupopmanronnsie cuctembl Mu-
HUCTEpPCTBA B ceTu HNurtepuer» -
http://economy.gov.ru/minec/about/systems/infosystems/

20.'ocynapcTBeHHasi cuctema mpaBoBoid HHGopMaIuu — opuIMaIbHbIA UHTEP-
HET-TIOpTaJ MpaBoBoi nHdopmanuu http://pravo.gov.ru/

21.Enuublii  apXMB  SKOHOMHMYECKMX M COIIMOJOTHUYECKHX  JIAHHBIX
http://sophist.hse.ru/data_access.shtml

22 .HR-Life.ru - cnenuamu3upoBaHHbBIN pecypc IS MEHEDKEPOB 10 MIEPCOHAITY
U pykoBoautenen - http://www.hr-life.ru/

23.YHUBEpCUTETCKAS uH(popManmoHHas cucrema POCCHA
https://uisrussia.msu.ru/

V1. Metoauyeckue yKazaHus JAJs 00y4arolUXcsl MO0 OCBOEHUI0 JUCHHUILINHBI
(ns1a MoayJIR)

Opranu3sys cBoOO pabOTy MO0 OCBOEHHUIO JUCLUHUILUIMHBI, 00y4arOIUecs 10JK-
HBL:

— UCIOJIB30BaTh PEKOMEHIYEMbIN PEKUM U XapakTep y4eOHOH paboThl 1O
U3YYEHHUIO TUCUUIUIMHBI, [0 MPAKTUYECKOMY MPUMEHEHHUIO U3yUYEHHOTO0 MaTepHa-
Ja, O BBIITOJIHEHUIO 33JaHUN B XOJI€ TEKYILEr0 U MPOMEXKYTOUHOTO KOHTPOJIS, 110
UCIOJIb30BaHUI0 MH(POPMALIMOHHBIX TEXHOJIOTHH U Ap.;

— 03HAKOMUTHCS C METOAMYECKAMHU YKa3aHUSIMH IO AUCHUTUIMHE, TIEPEIHEM
y4e0HO-METOINIECKUX M3JaHUI, PEKOMEHIyeMBbIX IJIsl TIOATOTOBKH K 3aHATHIM U
BBITIOJTHEHHSI CAMOCTOSITEIEHOM paboThI, @ TAKXKE ¢ METOAMYECKUMHU MaTepHalaMu
Ha OyMa)kKHBIX W/WJIH SJICKTPOHHBIX HOCUTEISAX, BBITYIIEHHBIX Kadeapoi;

CamocrosiTenbHast paboTa CTy/I€HTOB, MPEAYCMOTPEHHAs! yY€OHBIM TUIAHOM
JIOJKHA COOTBETCTBOBATH Oo0Jjiee IIyOOKOMY YCBOCHHMIO M3ydaeMoro kypca, ¢op-
MUPOBaTh HABBIKM HCCIEIOBATEIbCKON pabOThl U OPUEHTUPOBATH CTYACHTOB Ha
YMEHHE MPUMEHITh TEOPETUUECKUE 3HAHUS HA MTPAKTHKE.

MeTtoauueckue ykazaHust Juisi 00y4arouxcsi 0 OCBOCHUIO JUCIUIINHBI:

1. Paboma c ucmounuxkamu, yKa3sauHbIMU 6 pazoeie OCHOBHOU U OONOIHU-
menvHou aumepamypsl. B xolie u3ydeHUs: AUCIHUIUIMHBI 00y4YaromMMcsi HE00XO-
JMMO HCII0JIb30BaTh: MaTepUallbl, IPEACTABICHHBIEC MPENOJaBaTEIEM B XO€ aydu-
TOPHBIX 3aHATUMN; 3aKOHOJATEIbHbIE U HOPMATUBHO-IIPABOBBIEC aKThI, PETYJIHUPYIO-
M€ JEITeTbHOCTh YKOHOMHUYECKHX areéHTOB B HMCCIEAyeMoil cdepe; UCTOUYHHKH,
YKa3aHHBIE B pa3/ieiie OCHOBHOM M JIONTOJHUTEIBHOMN JIUTEPATYPHI U JIP.

2. CamocmosmenvHoe usyuenue mem OUCYuniuxvl. B xoae caMoCTOsATENb-
HOTO M3y4YeHUs] MaTepuaja o0ydaronifecss MOryT OOpMIISITh KOHCIIEKTHI IO M3Y-
4aeMoi TeMe, KOTOphIE TIOBBIIIAIOT KaueCTBO OCBOCHHS MaTepuaia, a TaKXkKe MoJ-
TOTOBUTHCSI K TPOBEACHUIO MPOMEXKYTOUHOM arrectanuu. (s HariasgHOCTH U
ynoOCTBa 3allOMHUHAHUsI MaTepuaja pPeKOMEHAYeTCsl aKTHBHO HCIOJIb30BaTh MpHU
KOHCIIEKTUPOBAHUU PUCYHKHU, CXEMbI U TAOJIHUIIBL.

3. Iloocomoska k 3anamusam. B xo/1e MOATOTOBKHU K 3aHATHIM 00ydaroIiye-
Csl IOJKHBI CIIEZIOBATh METOJAMYECKUM PEKOMEH UM MpernogaBaTesis, yYuThIBast
YTO YacTh BOIPOCOB BBIHOCUTCS Ha 00CykJeHue Ha 3aHATusAX. OIHON M3 OCHOB-

HBIX (bOpM TCKYIICI'O KOHTPOJIA MOATOTOBKHU 06yqa}01111/1xc>1 K 3aHATHAM SABJISACTCA
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YCTHBIA OTBET, OKJAJ, MPE3EHTALNsI, KOHTPOJIBHOE TECTUPOBAHUE, BBINOJHEHUE
CUTYalIMOHHBIX 3a/IaHUM U JIp.

4. Ilooeomoska k npomedcymournou ammecmayuu. [Ipu moATOTOBKE K MPO-
MEXYTOYHOM aTTecTalny 00ydyaroImuecs H0KHbI OUPAThCs Ha YU4EeOHBIN MaTepu-
aJl, IOJIyYCHHBIA B XOJI€ 3aHATHI, a TAKXKE HA MPOIECC CAMOCTOSTEIHLHOTO U3yYe-
HUS JUCHUIUIMHBL. B X0/l MpOMEXKyTOUYHOM aTTECTAllMM OLIEHMBAECTCS CTENEHBb
c(hOpMHPOBAHHOCTH KOMITETEHIIMH, YKa3aHHBIX B paboyeil mporpaMme 1o JUCIU-
winHe. [Ipyu 3TOM y4HTBIBAIOTCS PE3YJIBTATHl CAMOCTOSITEIBHON PA0O0THI U PE3YIib-
TaThl TEKYILIETO KOHTPOJISL.

5. Iloozomosxa xypcosoii pabomsi. IloaroTroBKa KypcoBOW pPabOTBHI OCY-
HIECTBJISIETCS B COOTBETCTBUU C «Il010%k€HNEM 0 MOATOTOBKE KypCOBBIX padoT».

IIpumepHbIe TEMBbI KypCOBBIX padoT

1. CucteMa JIOKYMEHTAIlMOHHOTO OOECICUECHUSI YIPaBIICHUS TEpPCOHA-
JIOM Ha NPEeANPUSITHH

2. Cayx0a ynpaBieHUs] MEPCOHATIOM KaK CTPYKTYPHOE MOJpa3jieicHUe
OpraHu3aluu

3. JlokanbHbIE HOPMATUBHBIE AKThl OPraHU3aIMU B 00JIACTH YIIPaBICHUS
IIEPCOHAIIOM

4, JlokasibHble HOpPMATHBHBIE AKThl OPTaHMU3ALUK B 00JIACTH KaJpOBOTO
JIEJIONIPOU3BOICTBA OpraHU3aluN

S. KopnopaTuBHbl€ TOKaJIbHbIE HOPMATUBHBIE aKThl B 00JIaCTU PAaOOTHI C
NEPCOHAJIOM OpraHu3aluu (Ha NpUMepe KOHKPETHOTO PEANPHUSATHS)

6. JlokymeHTanmonHoe ogopmiieHre (yHKIHOHAIa pabOTHUKOB Ha
MPEANPUATAN

7. JlokymeHTalmoHHOe oopMIIEHHE pabOThl C MEPCOHAIBHBIMU JAHHBI-
MU COTPYAHUKOB OpraHU3alun

8. Cucrembl KapoBON JOKYMEHTALMU MPEANPUATHS (HA IPUMEPE KOH-
KpPETHOM OpraHu3aliyu)

Q. Opranuzanusi ABUKEHHS KaJIPOBbIX TOKYMEHTOB Ha MPEANPUATUN

10. JoxymeHTarmoHHOE opopMIIEHUE TI0/100pa TIepCOHalIa OpraHU3aluu

11. oxymeHTarimoHHOE opopMiieHHE 0TOOpA MEePCOHAIa B OpraHU3aIuu

12.  JlokymeHTanimoHHOe oOopMIICHHE TTpUeMa Ha paboTy

13.  OcobGennoctu odopMiIeHUS W BEIEHUS JIMYHBIX JEJI COTPYIHUKOB
TIPEANPUATHS

14. Opranu3zanus TEKyIIEro XpaHEeHUs KaJIpOBbIX JOKYMEHTOB MpPEIIpus-
THS

15. TpynoBble KHUXKKU: TpeOOBaHUS K O(POPMIICHUIO, BEJECHUIO U XpaHe-
HUIO

16. BeneHue BOMHCKOTO y4yeTa B OpraHU3alMNH

17. JloxymeHTarimoHHOE OQOpMJICHHE aTTECTAIMH IEePCOHAIa Ha TIPE]-
MPUSATHU

18. JloxymeHTannoHHOE O(OpMIIEHHE TPOXOKIECHUE HCIBITATEIHLHOTO
CpOKa Ha MpEANPUITHH

19.  JoxymeHTanmoHHoe 0(hopMIIeHHE HACTABHUYECTBA B OPraHU3allun
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20. JloxymeHTannoHHOE O(OpMIICHHE MOBBIIICHUS KBATU(UKAIIMN U TIe-
PENoArOTOBKY MEPCOHANA IPEANPHUATHS

21. JlokymeHTallMOHHOE O(OopMIIeHHE YBOJIBHEHUS COTPYAHUKOB (Ha
puUMepe KOHKPETHOTO MPEATPUSITHS)

22. ApXMBHOE XpaHEHUE KaJPOBBIX JOKYMEHTOB Ha MPEANPUATUN

23. ABTOMAaTH3aIus JOKYMEHTAllMOHHOTO 00OeCTeueHHsl ypaBlIeHUs nep-
COHAJIOM Ha NPEeNPUITUU

24. Ponb ¥ 3a1a4Ml KaJpOBOM CIy>KObI OpraHU3alllH, PEeriIaMEeHTalus ee
JESITEIIbHOCTH

25. PernmameHTanusi KaJpoBOTO JIEJIONPOU3BOACTBA HA MPEANPHUITHH: pa3-
paboTKa MHCTPYKIUH 10 KaJAPOBOMY JEIONMPOU3BOACTBY (Ha KOHKPETHOM IpUMeE-
pe)

26. JloxymentarmonHoe odopmieHre paboThl € KaApOBBIM PE3ePBOM
IpeIpUITHS

B cootBerctBun c «IlonmoxkeHreM O pEUTHHTOBOM cHCTeMEe OOy4EeHHS B
TBI'Y», yrBepxkaeHHbIM H.0. pekTopa oT 30.04.2020 r., mo JUCUMUILIMHE, 3aKaHYH-
BAIOIIEHCS 9K3aMEHOM, UTOTOBAs OLIEHKA CKJIAJIBIBAETCS U3 CYyMMBI OaJUIOB, MOJY-
YEHHBIX 3a ceMecTp (MakCHUMallbHOE KOJIM4YecTBO OaiuioB — 60), u 6amioB, moiy-
YEHHBIX Ha K3aMeHe (MaKCUMallbHOE KoJndecTBO OaioB — 40).

Pacnpenenenre MakcUMaiabHBIX OAJIJIOB MO BHUJAAaM pabOThI B paMKax peil-
THUHTOBOM CHCTEMBI:

Bun otuetHOCTH banner
PaGota B cemecTpe 100
N3 Hux:
- UHJIWBUyalIbHbIC 3aJJaHUS 30
- IpEe3eHTaLNKU 20
- pelIeHrEe KEeHCOB 30
- MOJTyJIbHBIE paOOThI 20
3auer 40 - 100
Bun otueTHOCTH banner
Pabora B cemectpe 60
N3 Hux:
- UHJIUBUTyAJTHHBIC 3aTaHUS 20
- IPE3EHTALNN 10
- peIlICHHE KEeHCOB 20
- MOJTyJIbHBIE paOOThI 10
DK3aMeH 40
Hroro: 100

B yHHBepcuTeTe NEHCTBYET Ciemyroliasl IIKaja Mepecuera pedTHHTOBBIX
0aioB:
Ot 40 110 69 6a10B — «YAOBIETBOPUTEIHHOY;
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Ot 70 o 84 6aI0B — «XOPOILIOY;
Ot 85 1o 100 6amIoB — «OTJIIMYHO.

VIl. MaTrepuajbHO-TEXHUYECKOE 00ecrieyeHue
MarepuanpHo-TeXHHUECKasi 6a3a HeoOXoAUMas M IPUMEHsIeMast Il OCy-
IIECTBJICHUS 00pa30BaTEeILHOTO MpoIlecca U MporpaMMHoe oOecriedeHre 1o Auc-
[UIUTAHE BKIIIOYAET:

—  chmeuuagbHble TOMENIeHUs (ayTUTOPUH), YKOMIICKTOBAaHHBIC CIIelHa-
JU3UPOBAHHON MEOENbl0 U TEXHHYECKHMMH CPEJICTBaMU OOYYECHHs, CIIyKalluMU
JUIS TIpEICTaBICHUS Y4eOHOM HHPOpPMAIINK B ayAUTOPUU;

- MYyJIbTUMEANIHOE 000pyI0BaHNE (HOYTOYK, SKpaH U MPOEKTOP);

— [1IK nnst paboThl CTyIEHTOB B KOMIIBIOTEPHOM KJIACCE C BBIXOJOM B

HNnTepher.

VYueOnas aynmutopus Ne 229, 233/2, 241 Ctobl, CTYJbS, TOCKA, CTAIMOHAPHBIN
170100, TBepckast obnacts, r. TBepsb, nep. CtyneH- MYJIbTUMEIUMHBIA TPOEKTOP, IEPEHOC-
yeckui, 1. 12 HOM HOYTOYK.

YueOnas ayautopust Ne 239, 240 Cromsl, cTyIbs, TOCKA.

170100, TBepckast obnacts, r. TBepsp, nep. CryneH-
yeckui, 1. 12

Kadenpa ynpasnenue nepconanom 232 CTOJBI, CTYJIbSI, CTALIMOHAPHBIN KOMITb-
170100, TBepckast ob6nacts, r. TBeps, nep. CtyneH- I0TEP, IIPUHTED.

YeCcKuH, A. 12

Komnerotepnsie knaccol 245, 338 Crobl, CTyJbsl, CTAIUOHAPHBIE KOMITb-
170100, Tepckast obnacts, . TBepsb, niep. CTyneH- I0TEPBI, IPUHTED.

YeCKui, a.12

VIlI. CBenenusi 06 00HOBJIeHUHN padoyeil MporpaMMbl IMCHUIIIMHBI

Ner.i. | OGHOBIEHHBIN pa3nen pa- | OnucaHue BHECCH- PexBu3nThl 1OKY-
Ooueii MporpaMMbl TUCITHU- HBIX U3MEHCHUI MEHTA, YTBEPIUBIIIC-
TUTAHBI 0 U3MECHCHUS
1.
2.
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