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Pacnpez[eneﬂne YaCo0B JUCHMIIJIMHBI O CeMeCTpaM

Cemectp
(<Kypc>.<Cemectp Ha| 1 (1.1)
Kypee>) Hroro
Henens 18
Bun 3ansatui v | pio| von PII
Jlexuyn 16 |16 |16 |16
TIpakTuyeckue 16 (16 [16 |16
Hroro ayn. 32 |32 |32 |32
Konraktnas padora |32 |32 |32 (32
Cawm. pabora 40 |40 |40 |40
Hroro 72 |72 |72 |72




IIporpammy cocraBui(u):
K.9.H., [Joyenm, Kaygman H.IO.

Pabouas InporpaMmMa JUCHHUIIINHBL

Jle10npon3BoaCTBO B YNIPaBJICHHH

paspaborana B coorBercTBUU ¢ PI'OC:

DepepabHbIi TOCYAAPCTBEHHBIH 00pa30BaTeNbHBII CTAHAAPT BBICIIEr0 00pa30BaHusI - 0aKalaBpHaT IO HAMIPABICHHIO TOATOTOBKU
38.03.03 Ympasnenue nepconanom (npuka3z Muno6pHayku Poccun ot 12.08.2020 r. Ne 955)

COCTaBJICHA HA OCHOBAaHUU yqe6H0ro IJ1aHa:

38.03.03 Ympasienue mepcoHaIoM
Hanpagsnennocts (npoduins): Kagpoas nonuruka u ynpasieHUe TPYIOBOH JEATEIBHOCTBIO B OPraHU3allui

YTBEPKJIEHHOTO y4eOHO-METOIMUECKUM COBETOM By3a oT 15.06.2023 npoTokoin Ne 5.

Pa6ouas mporpamma o1o0peHa Ha 3aceanuu Kadeapsl

T'ocynapcTBeHHOro H MyHHIMNIAJBHOIO YIIPABJICHHS U YIIPABJIEHUS MePCOHAJIOM

3aB. kadenpoit Xagacesuu H.P.



1. HEJIX OCBOEHUA JUCHUTIIMHBI

11

JIaTh CTYAEHTaM CHCTEMHOE NPECTABICHNE O CBOMCTBAX, MPU3HAKAX, QYHKUHUAX, CTPYKTYPE U MHOT0OOpa3uH TOKYMEHTOB,
uX KJ1accu(hUKau, MeToaax 1 criocodax cbopa, 00paboTku nH(pOpMALNK, a TAKKE O3HAKOMHTB CTYACHTOB C IIPOLIECCOM HX
co3Janust, 00padOTKH, XpaHEHHS ¥ UCTIOIB30BAHMS B AESTEIHHOCTH COOTBETCTBYIOLINX OPTAaHOB BIACTH M OPTaHU3aIMI

2. MECTO JUCHUIIITUMHBI B CTPYKTYPE OOII

Huxn (pa3men) OOTIT: |E1.0.04

2.1

TpeGoBaHus K NpeABAPUTEIbHON MOATOTOBKE 00y4al0UIerocs:

2.11

Beenenne B npoheccHOHATBHYIO AESTENEHOCTD

2.2

I[P[CIH/I]I.]'II/IH])I N MPAKTHKH, I KOTOPBIX 0CBOCHHE JTAHHOM TUCUHIIJIMHBI (MOI[yJISI) HeOﬁXOHHMO KakK
npeamecTrByrouiee:

221

Kanposas nonurtuka 1 ynpasieHHe IEPCOHATIOM OpraHU3aluu

2.2.2

NHbopMaoHHbIe TEXHOJIOTHH B YIIPABICHUHU IIEPCOHATIOM

2.2.3

VipaBieH4ecKuil yaeT U y4eT rmepcoHana

2.2.4

VYueOHast IpaKkTHKa, 03HAKOMHTEIbHAS [TPAKTHKA

3. KOMIIETEHIIMX OBYYAIOIIEI'OCs, @OPMUPYEMBIE B PE3YJIbTATE OCBOEHUS JUCITUIIJINHbI

(MOJLYJIST)

OIIK-4.3: Opranusyer U peajau3yeT y4eT IIepCOHAJIA B OPraHU3aluu

IIK-1.1: ToTOBUT OTYETHYIO H CTATUCTHYECKYIO HHPOPMALUH MO YUeTy U IBH:KEHUI0 KaApPOB

IIK-1.3: Opranu3syet XpaHeHHe JOKYMEHTOB B COOTBETCTBHU € TPeGOBAHUSIMHU 3aKOHOIATeIbCTBA U JTOKAJIbLHBIMUI

HOPMAaTUBHBIMH aKTaMHU

B pe3yabTaTe 0CBOCHUA U CHUIIIMHBI oﬁyqamnmﬁcn JOJIZKCH

3.1|3naTb:
311 - OCHOBBI 3aII0OJIHCHUS JOKYMEHTOB B OpraHU3alluu - TCOPECTUYCCKHUEC OCHOBBI JOKYMEHTOBCACHUS, €0 TCPMHUHOJIOTUIO 1
3a7auu
3.1.2|- ocHOBHI yueTa nepcoHaa B OpraHu3alum
3.2|YmeTh:
3.2.1{- Bectr cO0p 1 06paboTKy HHPOPMALIUK U YIaCTHsI B HHOOPMATH3AIMH EITEILHOCTH COOTBETCTBYIOIINX OPTaHOB BIACTH U
OopraHu3aiui
3.2.2
323 - BECTH KaJApOBOC ACIONPOU3BOACTBO 1 OPIraHU30BbIBATh APXUBHOC XPaHCHUE KaAPOBbIX JOKYMEHTOB B COOTBETCTBUHU C
JIEHCTBYIONMMH HOPMaTHUBHO-TIPABOBBIMH aKTaMH
3.2.4- pearm3oBaTh y4eT nepcoHasa B OpraHU3aluH
3.3|Baapgers:
3.3.1{- HaBpIKaMu, cOopa, 0OPabOTKKM MHPOPMAIIUH U YIacTHS B MHHOPMATH3ALMH JIESTEILHOCTH COOTBETCTBYIOIIUX OPraHOB
BJIACTH W OpraHu3alui
3.3.2|- HaBBIKaMU COCTABIICHHS KaJPOBOM OTYETHOCTH, & TAKIKE HABBIKAMH O3HAKOMJICHUS COTPYIHHKOB OPTaHU3AILIUH C KaJAPOBOii
JIOKYMEHTalMel 1 AeHCTBYIOIIMMH JIOKaJIbHBIMA HOPMAaTHUBHBIMH aKTaMU
4. CTPYKTYPA U COAEP KAHUE JUCHUIIJIMHBI (MOAY JISA)
Kon HaumenoBanue pa3nesios u tem /Bua | Cemectp / | YacoB | Komneren- | Jluteparypa IIpumeuanue
3aHATHSA 3aHaATus/ Kvbe 107051

Pazgen 1. Pazgen 1. JlokyMeHT U
cHCTeMBbI JOKYMEHTAIIHH.
YnpasJjieH4eckasi JOKyMeHTaLUsI




11 IlonATHA NOKYMEHTa, AEIONPOU3BOICTBA OIIK-4.3 |JI1.2 JI1.3J12.1
JIOKYMEHTHUPOBAHUS, BUJIOB IOKyMEHTOB. TIK-1.1 K- J12.2J13.2
/Jlex/ /Jlex/ 1.3 01323324
1.2 Bunbl HOpMaTHBHO-METOINYECKUX OIlK-4.3 |JI1.2J11.3]712.1
JOKYMEHTOB ISl OpraHU3aI[uN TIK-1.1 IIK- JI2.3J13.1
JOKYMEHTAIIMOHHOTO 00eCTIeYeHUs 13 23
ynpasaenust. /IIp/ /TIp/
1.3 [TonsaTHe yHU(pUKAMK U CTAaHJAPTU3ALNUN OIIK-4.3 JI1.2
nokymentoB /Cp/ /Cp/ MK-1.1 K- | JI1.3J12.1J13.1
13 93
Paznen 2. Pasnen 2. TpeGoBanus k
0()OpMJICHHIO PEKBH3UTOB
2.1 CoCTaB PEeKBU3HMTOB U MPaBUJIA UX OIlK-4.3 J1.2
odopminenus /Jex/ /Jlex/ MK-1.1 K- | JI1.3J12.1J13.1
13 31323354
2.2 bnanku noxymeHnToB. ®opMysip- oOpaserr OIlK-4.3 J1.2
Mp/ Mp/ MK-1.1 K- | JI1.3J12.1J13.1
13 33
2.3 T'OCT P 7.0.97-2016 Cucrema cTaHIapToB OIlK-4.3 J1.2
o HHPOPMAaIUK, ONOTHOTCUHOMY U MK-1.1 IIK- | JI1.3J12.1J13.1
U37aTeIbCKOMY €Iy OpraHU3al[OHHO- 13 31323354
pacnopsauTeNnbHas JOKyMEHTAINs
TpeOOoBaHUs K OOPMIICHUIO IOKYMEHTOB
/Cp/
/Cp/
Paznen 3. Pa3nen 3. [lokymenTupoBanue
TPYAOBBIX PABOOTHOLIEHMIT
3.1 Ruaccudukarys 10KyMeHTaIUH 110 OIIK-4.3 J1.2
0(OPMIICHUIO TPYJOBBIX MPABOOTHOLICHUH TIK-1.1 IIK- | JI1.3J12.1J13.1
/J1ex/ /Jlex/ 13 23
3.2 IMocnenoBaTenbHOCTH OGOpMIIEHUS U OIIK-4.3 J1.1J11.2
COCTaB JOKyMEHTOB IIPH IMOCTYIUICHUN Ha TIK-1.1 K- JI1.3J12.1
paboty /Tlp/ /Tlp/ 1.3 JI2.3713.1
33
3.3 [IpaBuna 3ano0aHEHUs TPYAOBBIX KHUKEK OIIK-4.3 |JI1.2 JI1.3J12.1
/Cp/ /Cp/ MK-1.1 TIK- J12.3J13.1
1.3 23
Pasnen 4. Paznen 4. Odopmitenne
OpPraHM3alMOHHO — PACTIOPSIAUTEIbHOT
JOKYMEHTAMH
41 [IpaBuna oopmiteHUst OpraHU3aOHHOM OIlK-4.3 | JI1.2 JI1.3J12.1
nokymenrauuu /Jex/ /Jlex/ TIK-1.1 TIK- J12.3J13.2
13 010202354
4.2 OcoGenHocty 0hOpMIICHUS OIlK-4.3 |JI1.2 JI1.3J12.1
pacniopsiauTenbHbIX AokymenTos /Tlp/ /TIp/ TIK-1.1 K- JI2.3J13.2
13 23
4.3 VYcraB opranmzaimu, ero ocobennoctu /Cp/ OIlK-4.3 |JI1.2 JI1.3J12.1
/Cp/ IK-1.1 TIK- JI2.3713.2
13 010202354

Paznen 5. Paznen 5. Odopmiienne
HH(GOPMANHOHHO-CIIPABOYHOI
JOKYMEHTALMH M JOKYMEHTOB
KOJLIeTrHaJIbHbIX OPraHOB




5.1 IIpaBuna odopmiaenust HUHGOPMALOHHBIX OIIK-4.3 |JI1.2 J11.3]12.1
nokymenTtoB /Jlex/ /Jlex/ IK-1.1 TIK- J12.3J13.2
1.3 93
5.2 Oco0eHHOCTH crIapaBOYHOM OIIK-4.3 [JI1.2 J11.3J12.1
nmokymenraruu /I1p/ /Tlp/ IK-1.1 TIK- J12.3J13.2
1.3 93
5.3 IIpoTokoJ1, ero BU/BI U ITpaBUIIa OIIK-4.3 |JI1.2 J11.3J12.1
odopmnenus /Cp/ /Cp/ IK-1.1 TIK- J12.3J13.2
1.3 93
Pa3nen 6. Pazngen 6. CoBpemenHoe
AeJIOBOe MUCHEMO
6.1 Buas! nucem u npasuia opopmienust /Jlex/ OIlK-4.3 |[JI1.2 JI11.3J12.1
/J1ex/ MK-1.1 TIK- | JI2.3]J13.2
1.3 33
6.2 Henooe mucemo /Ip/ /Tlp/ OIlIK-4.3 |[JI1.2 JI1.3J12.1
MK-1.1 T1IK- | JI2.3]J13.2
1.3 33
6.3 IIpaBuia HanKcaHUs TEKCTA AETOBBIX OIIK-4.3 [JI1.2 JI1.3]12.1
mmucem /Cp/ /Cp/ MK-1.1 TIK- | J12.3J13.2
1.3 93
Pa3nen 7. Paznen 7. Opranuszanus
AeJIONPOU3BOACTBA HA NPeNPUATHH.
IloaroToBKa e K XpaHEHHIO
7.1 OpraHuzanys AeNoNpou3BOACTBA Ha OIIK-4.3 J1.1J11.2
npennpustuu. [loaroToBka aem K [IK-1.1 TIK- JI1.3J12.1
xpanenuto /Jlex/ /JIex/ 1.3 J12.2J713.1 J13.2
33
7.2 Topsinox popMUPOBaHUS HOMEHKIIATYPEI OIIK-4.3 JI1.1J11.2
JIeNI, XpaHeHHe JOKYMEHTOB B OpTaHH3aIiH MK-1.1 K- [JI1.3J12.1 JI2.2
Mp/ Mp/ 1.3 J12.3J713.1 J13.2
21323354
7.3 KoudpuneHnunanbHOCTh JOKYMEHTOB, OIIK-4.3 JI1.1J11.2
MTOHATHE 3JIEKTPOHHOTO IK-1.1 IIK- JI1.3J12.1
nmokymenroobopora /Cp/ /Cp/ 1.3 JI2.2J13.1 J13.2
23
74 /KouTtp.pab./ OIlK-4.3 JI.1J11.2
MK-1.1 IK- |JI1.3J12.1 JI2.2
1.3 JI2.3J713.1 J13.2
01323354
7.5 /3auér/ OIIK-4.3 J1.1J11.2
MK-1.1 IK- |JI1.3J12.1 JI2.2
1.3 J12.3J713.1 J13.2
01323354

S. OHEHOYHBIE CPEJICTBA

5.1. OueHounble MaTepuaJabl 1J51 TEKylIero KOHTPoJIsA U l'lpOMemyTO‘lHOf/i aTTreCTallun

HpeI[CTaBHeHLI OTACIIbHBIM JOKYMEHTOM

5.2. OueHo4HbIe MaTepuaJbl 11 THArHOCTUYECKOI'0 TECTUPOBAHUSA

HpeI[CTaBJ'IeHI)I OTACJIbHBIM JOKYMEHTOM




6. YHEBHO-METO/MYECKOE 1 HTH®OPMAIIMOHHOE OBECHHEYEHUE TUCHUIIJIMHBI (MOAY JIS)

6.1. PekomeHyeMasi JuTepaTypa

6.1.1. OcHoBHas JUTEpPaTypa

ABTOpBI, COCTaBUTEIH 3arnaBue W3zpatensctBo, rox | Komuu-Bo
JI1.1 |Kynses H.H., KonpunennuanbsHoe 1€10IPOU3BOICTBO U 3aIUIICHHBIN Mockaa: 1
Hemymxua A.C. 3JIEKTPOHHBIH JOKYMEHTO000pOT: YUeOHHK Uznatensckas
rpynna "Jloroc",
2020,
«ONEeKTPOHHBII
pecype»
JI1.2 |Kopuees U. K., JIOKyMEHTHPOBAaHUE YIIPABIEHUECKOM AesSTeNbHOCTU: YueOHuK |M3narenscTBo 1
[Tmenxo A. B. W IPAaKTHKYM JJIs1 BY30B Opaiit, 2021. —
384 c., 2021, URL :
«DNEeKTPOHHBII
pecype»
JI1.3 |KasakeBuy, T. A. JokymeHnToBeieHue. JJOKYMEHTAMOHHBIN cepBUC : yueOHUK U |M31aTenscTBO 1
MIPaKTUKYM TSI By30B Opaiit, 2021, 2021,
URL :
«DNEeKTPOHHBII
pecype»
6.1.2. lonosiHUTeIbHAS JIUTEPAaTYypa
ABTOpBI, COCTaBUTEIH 3arnaBue WznarensctBo, rox | Koaud-Bo
JI2.1 |JI. A. Hoponuna JIOKyMEHTOBEICHUE : Y4eOHUK U MPAKTUKYM JJIS BY30B IOpaiir, 2021, 1
«DNEeKTPOHHBII
pecype»
JI2.2  |Ky3ueuos U. H. JIoKyMeHTaIMOHHOE 00eCTICUeHUE YIPABICHHUSL. Mockaa: FOpaiir, 1
JlokyMeHTOO0O0pOT ¥ JeNIONPOU3BOJICTBO: YYEOHHK U 2022,
IIPAaKTUKYM A7l By30B «OIEKTPOHHBII
pecype»
JI2.3 |Konpmmkuna T. b., JlenoBbie KOMMYHHUKAITUH, TOKYMEHTOOOOPOT U Mockga: FOpaitr, 1
[ycruna U. B. JIEJIOTIPOU3BOJICTBO: Y4ueOHOE mocodue /st By30B 2022,
«DNEeKTPOHHBII
pecype»
6.1.3. MeTroauueckue pa3paboTKu
ABTOpBI, COCTaBUTEIH 3arnaBue WznarensctBo, rox | Koaud-so
JI3.1 |doponuna JI. A., Opranuzanys ¥ TEXHOJIOT U JOKYMEHTaIlMOHHOTo obecnieuenus |Mocksa: FOpaiir, 1
Upurukosa B. C. yrpaBiicHus: YUeOHUK U TPAKTUKYM I BYy30B 2022,
«ONEeKTPOHHBIN
pecype»
JI3.2 | doponuna JI. A., JlokymeHTOBeIeHHe: YUeOHUK U IPAKTUKYM AT By30B Mocksa: FOpaiir, 1
Wsanosa JI. A., 2022,
Kapnsruesa E. B., «ONEeKTPOHHBIN
[Mmenxko A. B., pecypce»
Pacuxuna JI. ®.
6.2. Ilepeuens pecypcoB HH(POPMANMOHHO-TeJIeKOMMYHMKAIMOHHOM ceTH ""UHTepHeT"
91  |XKypnan "/enonponsBoncTso"”
V3meHeHns B JOKyMEHTOO0OPOTE (B T.4. SIEKTPOHHOM), PETHCTPauy M 0OPMICHUH JOKYMEHTOB, KOHTPOJIb UX
ucroaHenuss. GopMupoBaHue Jel, apxusHoe neio.https://www.top-personal.ru/officeworks.html
32  |Caiit o kagpoBomy nenonpousBoicty  http://www.kadrovik-praktik.ru
33  |Tapant-uH(pOpMAIMOHHO-TIPaBOBOM mopTai. http://www.garant.ru/
34  |HR-Portal http://hr-portal.ru/
6.3.1 IlepeyeHs MPOrpaMMHOr0 odecreyeHust
6.3.1.1{IIporpammsl, obecneunBaromue 10CTyI B ceth MHTepHeT (Hanpumep, «Google chrome);
6.3.1.2(IIporpamMmsl uisi AEMOHCTPALMK U CO3AaHUsI npe3eHTauuil (Hanpumep, «Microsoft PowerPoint»).

6.3.2 Ilepevyenb nHGPOPMALUOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1|Tapanr-unpopMannoHHO-TpaBoBoi moptai. http://www.garant.ru/




| 6.3.2.2|KOHch'ILTaHTHJ'IIOC —HaJeXKHas paBoBasi mojuepskka. http://www.consultant.ru/

7. MATEPUAJIbHO-TEXHUYECKOE OBECIHEYEHUE JUCIUIIJIMHBI (MOAY JIs1)

7.1|Y4eOHble ayAUTOPUH JIJIsI IPOBEIICHUS 3aHATHH JICKIIMOHHOTO TUTIA, 3aHATHH CEMHHAPCKOTO THIA (IPAKTHUECKUX 3aHSATHUH ),
TPYIIOBBIX U UHUBUAYATIBHBIX KOHCYJIBTALUM, TEKYIIEr0 KOHTPOIIS U MPOMEKYTOUHOM aTTeCTaluy, YKOMIUICKTOBaHBI
CHECIMAIN3UPOBAHHOM MEOEBI0 U TEXHUUECKUMH CPEJICTBaMK 00yUueHHs (JI0CKa, SKpaH (CTallMOHAPHBII WK TIEPEHOCHO),
npoekTop). [Tomemenus i caMOCTOSITENbHONH PabOThl 00Y4atOLUIMXCsl, OCHAILICHHBIE KOMITBIOTEPHON TEXHUKOI ¢
BO3MOXHOCTBIO TIOJKIIFOYCHHUS K ceTH "MHTepHeT" 1 00ecreyeHus TOCTyIa B AIEKTPOHHY0 HH()OPMAIIMOHHO-
00pa3oBaTeNbHYIO Cpely OpraHU3altu.




