[loKyMeHT noanucaH NpocToi 31eKTPOHHOM NOANUCHIO . .
Vipopmaums o Bragense: - MUHHMCTEPCTBO TPAHCIIOPTA POCCUNCKOU ©EJEPALINA

®MO: Fapanmk Makenm A ETREPAJIBHOE AIIEHTCTBO KEJE3HOJOPOKHOI'O TPAHCIIOPTA
ﬁgf;K;g;;l;CZiKT e 73&1’}%%&0 TMAPCTBEHHOG OFO/PKETHOE 00Pa30BaTEIbHOE YUPEKICHUE BBICIIETO 00pa30BaHUs
Ve n GANA CKHIT TOCYIAPCTBEHHbIN YHUBEPCHTET MYTE# COOBIEHHUS

7708e3a47e66a8ee02711b298d7c78bd1e40bf88

JlokyMeHTauOHHOEe o0ecleuyeHue yIpaBJIeHU s
IePCOHAJIOM

paboyasi mporpamMMa JTUCIHUILIUHBI (MOLYIIS)

Hanpasnenue noarotosku 38.03.03 YmpasneHue nepcoHasom
HamnpasnenHocts (mpoduie) YipaBieHHE YETOBEUECKUMHU PECypcaMu

Keanmdukarms O0akaJjaBp
®dopma o0ydeHust O4HasA
OO01mmast TpPyaI0eMKOCTh 43ET

Buns! koOHTpOISI B cemecTpax:

3K3aMEHBI 2

Pacnpez[e.ﬂeﬂne YacoB JUCIUIIJIMHBI IO CeMecTpaM

Cemectp
(<Kypc>.<Cemectp 2(1.2)
Ha Kypee>) Uroro
Henenb 16 4/6
Bun 3ansTait VI PIT v PIT
Jlexun 16 16 16 16
[IpakTuyeckue 32 32 32 32
Konrt. u. va atrect. B | 2,35 2,35 2,35 |2,35
nepuon OC
HWroro ayn. 48 48 48 48
KonrakrtHas padora | 50,35 [ 50,35 | 50,35 | 50,35
Cam. pabota 69 69 69 69
Yacel Ha KOHTPOJIb 24,65 | 24,65 | 24,65 | 24,65
HUroro 144 144 144 144




IIporpammy cocraBun(u):

K.9.H., Ooyeum, Tapacosa T.M.

Pabouas mporpamMma JUCHUTUIHHBL
JloKyMeHTAIMOHHOE 00ecTedeHne YNpaBIeHus MePCOHAIOM

paspaborana B cootBercTBun ¢ ®I'OC BO:

DezepaibHbIi rOCYAapCTBEHHBIH 00pa30BaTeNbHBIN CTAHAAPT BBICIIETO 00pa30BaHMs - OaKaiaBpuaT MO HAMPABJICHHIO [TOTOTOBKU
38.03.03 Ympasnenue nepcoHanomM (nmpuka3z Munoopuayku Poccun ot 12.08.2020 r. Ne 955)

COCTaBJicHa Ha OCHOBaHUH y4aeOHoro miana: 38.03.03-23-1-VII6.plm.plx

Hamnpasnenue noarorosku 38.03.03 Ynpasnenue nepconanom HampapineHHOCTD (Mpoduiib) YpaBieHUE YeI0OBEYSCKUMHU
pecypcamu

Pabouas mporpamma o00peHa Ha 3aceaHny Kadeapol
YupagsiieHue nepcoHaaIomM

3aB. xkaenpoit k.3.H., noreHT Kpemues A.A.



1. IEJTA OCBOEHUSI JUCLUTIIMHBI (MO1Y.J151)

1.1 |OBnazeHre OCHOBaMHM NPAaBHIBHOTO O(OPMIIEHHS JOKYMEHTOB M HaAJeXaIeil opranu3amueil JOKyMeHTo000poTa
cornacHo TpeboBanusim 'OCTa

2. MECTO JUCHUIIVIMHBI MOAYJISA) B CTPYKTYPE OBPA3OBATEJIBHOU ITPOT'PAMMBbI

Hukn (paznmen) OIT: | b1.0.14

3. KOMIETEHI[UY OB YYAIOIIETOCSl, §OPMUPYEMBIE B PE3YJIbTATE OCBOEHUS JUCLIATIINHBI
(MOJIYJIST)

OIIK-3 Criocoben pa3pabaTbIBaTh U OCYIIECTBIATH MEPOIIPUSATHS, HAIIPABJICHHBIC Ha PEATH3AINIO CTPATETHN YIIPABICHHS
HEPCOHAJIOM, 00eCeYnBaTh NX JIOKyMEHTAlIMOHHOE COIPOBOK/ICHHUE U OLICHUBATh OPTaHU3aLMOHHBIE M COLIMAIbHBIC OCIICACTBUS;

OIIK-3.2 JIokymMeHTanHOHHO O0(OPMIISIET CTPATETHIO YIPABICHHS IIEPCOHAIOM

OIIK-4 Cnioco6eH npuMeHATh COBPEMEHHBIE TEXHOIOTUH U METO/IbI OTIEPATUBHOTO YIIPaBJIEHHUS EPCOHANIOM, BECTU
JOKYMEHTALHOHHOE COIPOBOX/ICHHE U yUeT;

OIIK-4.1 Bener 1oKyMEeHTallMOHHOE COIIPOBOXKIECHIE ONEPATUBHOTO YIIPABICHHS IIEPCOHAIOM

ITK-5 CniocobGeH mpoBOIUTh 8 JMHHUCTPUPOBAHUE MPOIECCOB U JIOKYMEHTOO0OOPOTA 110 OCHOBHBIM HAINpaBJICHHEM PabOTHI C
MIEPCOHATIOM

ITK-5.2 Beibupaer cTpyKTypy U 00BeM JOKYMEHTO000pOTa MO OCHOBHBIM HAIpaBJIeHHEM PabOTHI C TIEPCOHAIOM

B pe3syabraTe ocBOCHHSI AUCHHMILNIMHBI (MOLYJISA) 00y4arOLIUiica J0/KeH

3.1 |3uaTh:

3.1.1 | - moHsTHA, LIENH, 33741 U TIPUHIIUIIBI JETTOTPON3BOICTBA;

3.1.2 | - OCHOBHEIC ITOHATHSA JAOKYMCHTAIITMUOHHOTO obecrieueHust YHOpaBJICHHUSA,

3.1.3 | - HOpMaTHBHO-IIPABOBBIC AKTHI, PETYIINPYIONIHE TPYAOBBIC OTHOIICHHS B OpTaHH3AIIH;

3.1.4 | - cucremMbl JOKYMEHTAIIMOHHOTO 00ecTieueHHs YIpaBJICHHUS;

3.1.5 | - kmaccuuKaImio T0KyMEHTOB;

3.1.6 | - TpeboBaHUS K COCTABICHHIO U 0(OPMIIEHHIO TOKYMEHTOB;

3.1.7 | - opranm3amnuio JOKyMeHT0000pOTa: IIpHeM, 00pabOTKY, PEeriCTpaInio, KOHTPOJIb, XPAHCHNE JOKYMEHTOB, HOMEHKIIATYPY
aen

3.2 | YmeTh:

3.2.1 |- cocTaBIATH M OHOPMIIATH JOKYMEHTHI TI0 OCHOBHBIM BHJaM CBOEH NPO(ECCHOHATBHON e TEILHOCTH,

3.2.2 | - ocymiecTBIATH paboTy MO 3aBEICHUIO IS, NX (JOPMHUPOBAHUIO U XPAHEHHIO;

3.2.3 | - AcTIONIB30BaTh COBPEMEHHBIE METO B 00PaOOTKH IeTT0BON HH(OPMAITHIH;

3.2.4 | - aHaNM3UPOBATH MPOBENICHHYIO JICJIOBYIO BCTPEYY M Pa3roBOP C IETBbI0 KPUTHYECKOI OIIEHKH CBOETO ITOBEICHHS U y4eTa
COBEPIIEHHBIX ONIHOOK;

3.2.5 |- aganTHpOBaTh CYIIECTBYIOIINE PABHJIa U TEXHOJIOTHH, COCTABIICHUS U O(QOPMIICHHS YIIPABICHIECKUX TOKYMEHTOB K
KOHKPETHBIM YCIIOBHSIM OTPACIICBOH cdepsl OM3Heca U MPeAIpUsITHl;

3.2.6]|- MNPUMCHATH MCTO/bI DJICKTPOHHBIX KOMMyHI/IKaHI/Iﬁ IpU OCYIICCTBIICHUN I[eJ'IOBOﬁ NEepCIrCKU C BHCIIHUMU
Opranu3anusamMu

3.2.7 | - pa3pabaThIBaTh MPOEKTHI JOKYMEHTAI[HOHHOTO COTPOBOK/ICHNS MEPOTIPHATHI, HAIPABICHHBIX HA PEaJI3aIlHIO
CTpATEruM YIPaBICHHS IEPCOHATIOM OpraHU3aluH

3.2.8 | - pa3paboTaTh U BHEIPUTH IpOdecCHOHATBHEIE H KOPIIOPATHBHBIX CTAaHAAPTOB B 00IACTH YIIPABICHHUS IEPCOHAIOM

3.2.9 [ - cocTaBIATE M 0HOPMIIATH OPTAHN3AIMOHHO - PACTIOPSAUTEIBHBIE TOKYMEHTHI M JIOKYMEHTHI 10 OCHOBHBIM
HaNpaBIeHUSIM PaOOTHI C IEPCOHATIOM

3.3 | Bragersn:

3.3.1 | - mpodeccnoHaNIEHBIMA KOMIETCHITNSIMHI, COBPEMEHHBIMI TEXHOJIOTHSIMH YIIPABICHHS ITOBBIIICHNEM 3THUECKOTO YPOBHS
JIeTIOBOTO OOIIEHNS, METOAUKON MPUMeHeHHs HH(OPMAIIMOHHBIX TEXHOJIOTHH AT PelIeHUs MPOoeCCHOHANBHBIX 3a/1a4 C
y4eToM MH(OPMAIIMOHHO 0€30MaCHOCTH IIPH B3aUMO/ICHCTBIHN C BHEIITHUMH OPTaHU3ALHAMHY;

33.2]- MPaKTUICCKUMHU HaBbIKaMHU I/IH(bOpMaL[I/IOHHOFO obecreueHus TIPOLIECCOB BHYTPEHHUX KOMMyHHKaL[PIﬁ, BJIaICHUA
HHCTPYMCHTAJIbHBIMU CPEACTBAMU JI COCTABJICHUSA KaAPOBBIX JOKYMCHTOB,

3.3.3 | - HaBBIKAaMU aIMMHHCTPUPOBAHHsI MPOLIECCOB JOKYMEHTAIIMOHHOTO 00ECTIeueHNs IEPCOHAIOM U OLEHKU
OpPraHU3alMOHHBIX, COLUAIBHBIX IOCIEICTBUIN OCYLIECTBICHHSI MEPONIPUATHI, HAIIPABIEHHBIX HA PeaIn3alliio CTPAaTEeruu
YIIPABICHUS IIEPCOHAIIOM;

3.3.4 | - HaBBIKAMH JTOKYMEHTAIIHOHHOTO 0(OPMIICHHS Pe3yIbTaTOB ONEPAOHHOTO YIIPAaBICHHUS IIEPCOHATIOM;

3.3.5 | - HaBBIKAMH aHAJIN3a 1 y4u€Ta JOKYMCHTOB 110 OCHOBHBIM HAITPABJICHUAM pa60T1)1 C IICpCOHAJIOM

33.6




4. CTPYKTYPA U COJEPKAHUE JUCHUIIIMHBI (MOAY.JIS)

Kon HanmeHoBaHue pa3aenaoB H TeM /BU] 3aHATHUS/ Cemectp | Yacos | Ilpumeuannue
3aHATHS / Kype
Paznen 1. JlokyMeHTaMOHHOE 00ecnieueHue padoThl KATPOBOH CJIYKObI
1.1 TlocymapcTBeHHOE peryIrpoBaHHUe TPYAOBBIX OTHOIICHNUH /JIek/ 2 2
1.2 HopmaTuBHas ocHOBa mpoliecca JOKYMEHTHPOBAHUS YIIPABICHUS 2 2
niepconasom /IIp/
1.3 CucreMa TOKyMEHTAIIMU B KaJIPOBOM JIENIONIPOn3BoIcTBe. O0s3aTeNbHBIC H 2 2
JIOTIOJTHUTENNbHBIC KaJpOBhIe TOKYMEeHTHI. KafpoBslil aynuT cBOMMH
cunamu /Jlex/
14 O0s3aTenbHbIe KapOBbIe TOKyMeHTHI /T1p/ 2 2
1.5 JlononHUTEeNEHBIE JOKYMEHTHI B paboTe KaapoBoii ciyx0sr /T1p/ 2 2
1.6 JlokyMeHTHpOBaHUE TPYAOBBIX OTHOLIEHNUH /JIex/ 2 2
1.7 Pabora ¢ nmepcoHanbHbIMU JaHHBIMU /TIp/ 2 2
1.8 PaccMmoTpeHne nepcoHaNbHBIX JOKYMEHTOB IIPETEHACHTA Ha TOJIKHOCTD: 2 2
3asiBJICHHE, aBTOOHOrpadus, XapaKTeprUCTHKa, peKOMEHIaTeIbHOE MMUCHMO,
pestome, corpoBoauTepHOE uceMo /I1p/
1.9 JlokyMeHTHpOBaHHUE TipueMa Ha padoTy. Tpymosoii gjoroop /JIek/ 2 2
1.10 IMpuka3 o mpueme Ha paboTy. JuctannuonHas pabora. OdopmieHne TpyIOBBIX 2 2
oTHOLIeHHH nipu yrnanenke /IIp/
1.11 JInunast kapTouka (hopma T-2). [IpaBuia opopmieHHS pa3aeoB JHUHON 2 2
KapTOUYKH. YUeT U XpaHeHHe
JlmuHoe neno paboTtHrka. Benenne muunbix nen. OgopmieHne 00I0KKY 1
BHYTpEHHEH onucy JIM4HOTo Aena. [TpaBuia BbIIauM JIMYHBIX A€M A5 paOOTHI.
Mp/
1.12 Tpynosas kHmwkKa. OdhopmireHre 00710XKKH, TUTYIEHOTO JIUCTA U 2 2
COJEP>KATENIbHON YaCTH TPYAOBOM KHUKKH.
IIpaBuna BeaeHus ¢ yueroM npukasa Muntpyga ot 19.05.2021 Ne 3201 «O
TPYHAOBBIX KHIKKAX»
OnexTpoHHas TpynoBas kHxka /T1p/
1.13 JlokyMeHTHpOBaHUE IPEAOCTABICHHUS OTITycKa paboTHUKaM /JIex/ 2 2
1.14 I'padux oTmyckoB. Buasl oTiyckoB. PeryanpoBanue OTIYCKHBIX CPOKOB. 2 4
[puka3 o mpeJoCcTaBICHHH OYEPETHOTO OIUIagyBaeMoro otimycka /I1p/
1.15 JlokyMeHTHpOBaHUE TiepeBoia pabOTHUKA Ha Ipyryio padoty /Jlek/ 2 2
1.16 Bunst nepesonos. [Ipasuna mepesoaa Ha apyryro padorty. Ilpencrasnenue u 2 4
npeiokeHne Ha nepeso/. [Ipukas o mepeBoae paboTHHKA HA IPYTYIO
noiokHOCTh /TIp/
1.17 JloKyMeHTHpOBaHNE YBOIBGHEHUS (TIPEKPAIICHUS TPYIOBBIX OTHOIICHHUH) 110 2 2
HMHUIIAaTHUBE PaOOTHMKA W 10 MHUNUATHBE paboTonarens /Jlex/
1.18 IIpuka3 06 yBonpHeHNU paboTHHKA. ['0CynapCTBEHHBIH HAA30P U KOHTPOJIb 2 4
cobmrofeHus paboToAaTeIsIMU TPYAOBOTrO 3aKoHOoAaTenbcTBa /I1p/
1.19 DIEKTPOHHBIN TOKYMEHTOOOOPOT B TPYAOBBIX OTHOIIEHUSX. OTBETCTBEHHOCTD 2 2
3a BeJICHHE M COXPAHHOCTH KaJAPOBOH TOKyMeHTanuH /JIex/
1.20 TocynapcTBeHHBIN HA30p ¥ KOHTPOIH COOMIONCHNUS paOOTOATEISIMA TPYIOBOTO 2 4
3aKOHOJATeNbCTBA. PrcK-OpueHTUpOBaHHbIN Haa30p B npoBepkax [N T:
KPUTEPHUU OTHECEHUs OpraHu3alliK K KaTeropusm pucka. Mudpactpykrypa
KaJpOBOH CITyKOBI. B3anmMmoelicTBie kKaapoBOH CIyXOBI C OpraHaMH
rocynapcTBeHHoM BiacTH. 3agaun u Gyakiun GR-menemxepa /Tp/
Pa3nen 2. CamocTosiTeibHast padoTa
2.1 MNOAIOTOBKA K JIEKIUSAM /Cp/ 2 8
2.2 MNOAI'OTOBKA K ITPAKTUYECKWM 3AHATUAM /Cp/ 2 32
2.3 Howmenknarypa nen. @opMupoBaHue JOKYMEHTAJIbHOTO (pOHIA OpraHU3alHH. 2 4
Bust Homenknatyp /Cp/
2.4 KonTtpons ucnoiaHeHus 1okymMeHToB /Cp/ 2 6




2.5 ®opmupoBaHue 1 0(QOpMIICHUE AEN B TEKYIIEM JIETOMPON3BOACTBE. 2 4
Odopmiienne oboxku aena /Cp/

2.6 Ilepenaya nen B apxuB opranu3anuu. Cocrabienue onuceit nen /Cp/ 2 4

2.7 O06paboTka Jen sl MOCIeNyoniero XpaneHus. [10roToBka aen ciry>k0bl KaJpoB 2 8
K mepeaaye B apxuB opranuzamuu /Cp/

2.8 opsinok 06paboTku MocTynawmux (BXOAANUIMNX) JOKYMEHTOB. 2 3

[IpenBapuTensHOE paccMOTpeHHE JOKYMEHTOB /Cp/

Paznen 3. KoHTaKkTHBIE Yachl

3.1 9K3AMEH /K3/ 2 2,35

5. OHEHOYHBIE MATEPHAJIbI

OreHOYHBIE MaTEePHANBI IS IPOBEACHHS IIPOMEKYTOUHON aTTECTAINH OOYJAIONIIXCS IPUBEACHBI B MPIUIOKCHUH K
paboueii mporpaMMe AUCHHUILIHHBL.

@DopMbI 1 BHABI TEKYIIEr0 KOHTPOJIS 110 AUCLUIUIMHE (MOJYIIO), BUABI 3aJaHUH, KPUTEPUH UX OLICHUBAHUS,
pacrnpernenenre 6ayIoB IT0 BUAAM TEKYIIETo KOHTPOJIS pa3padaThIBAIOTCS MpeTo1aBaTelieM AUCIUIUTHHEL C yIeTOM €€ CIIen(UKHN 1
JIOBOJIATCS IO CBEACHHS OOYJArOIMXCS Ha IEPBOM YIEOHOM 3aHSITHH.

Tekynuii KOHTPOJIb YCIIEBAEMOCTH OCYIIECTBIISIETCS [IPENoJaBaTeNleM JUCLMILUTMHBI (MOIYIs), KaK IIPAaBHUIIO, C
ucnons3oBaaneM DVIOC ui myTeM IpoBEpKH MUCEMEHHBIX paboT, IPEIyCMOTPEHHBIX PA0OYNMH MIPOrPAMMaMHt TUCLIMILIHH B
paMKax KOHTaKTHOM pabOTHI U CaMOCTOSITENIFHOM paboTs! oOywatomuxcs. [ pukcHpoBaHHs pe3yabTaTOB TEKYIIETO KOHTPOIIS
MoxeT ucnoins3osaTtbes DMOC.

6. YAEBHO-METOANYECKOE 1 TH®OPMAIIMOHHOE OBECIIHEYEHHME JUCHUIIJIMHBI (MO YJIS)

6.1. PexoMenayemas JiuTeparypa

6.1.1. OcHoBHas JuTEpaTypa

ABTOpBI, COCTaBUTEIH 3arnaBue Nznatensc 1. agpec
TBO, TOJ
JI1.1 [Coxomnosa O.H., JloKkyMeHTaIMOHHOE O0ecIedeHHe YIIPaBIeHHs B MockBa:  //www.book.ru/book/937
AxumoukuHa T.A. OpraHu3aIuy. KHnoPyc,
2020
JI1.2 | Abymanze 1. T, JlokymeHTalmoHHOE 00ecTieueHe yIpaBIeHHsl IEPCOHATIOM: Mocksa:  [tps://urait.ru/bcode/5116
Bempsokkuna U. b., YIeOHHK U TIPAKTUKYM IS BY30B IOpaiir,
Macnosa B. M. 2023

6.1.2. JlonoTHUTeIbHAS JIUTEPaTypa

ABTOpBI, COCTaBUTENHU 3arnaBue W3parensc On. agpec
TBO, TOJ[
JI2.1 | lIupoxosa JI.B., JIoKyMeHTaMOHHOE 00ECIICUECHHE YITPaBICHUISCKIX Mocksa: {//www.book.ru/book/934
Actadnesa NL.A. mporeccoB: YaeObHoe mocobue Pycaiinc,
2020

6.2 UndopManmoHHbIE TEXHOJIOTUH, HCI0JIb3yeMble IPH OCYIIeCTBJIeHUN 00pa30BaTeJLHOI0 NpoLecca no AUCHUMUIJINHE
(Mony.a10)

6.2.1 IlepeyeHb TNLEH3MOHHOIO H CBOOOIHO PACIIPOCTPAHSEMOI0 POrPAMMHOI0 o0ecniedeHust

6.2.1.1 | Microsoft Office

6.2.2 Ilepeuyenb npodeccHOHATBHBIX 023 JaHHBIX 1 MH(POPMAIHOHHBIX CIPABOYHBIX CHCTEM

6.2.2.1 | T'ocynapcTBeHHas cucTeMa npaBoBoi MH(GOpMAIUK - 0(QUIIHATBHBII HHTEPHET-MOPTAN IPAaBOBOKH HHPOPMALIUU
http://pravo.gov.ru/

6.2.2.2 | baza nanubix —3akoHoaarenbcTBo crpad CHI- http:/www.spinform.ru/




6.2.2.3 | UTIC «3axoHomatenscTBO Poccum» http://pravo.fso.gov.ru/ips.html

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIJINHBI (MO YJIA)

7.1 | YaeOHBIe ayquTOPHH TS IPOBEACHHS 3aHATHH JISKIIMOHHOTO THIIA, YKOMIUIEKTOBAHHbIE CIICINATN3HPOBAHHON MEOEIbI0
U TeXHHYECKUMHU CPEACTBAMU 0Oy4eHHMs: MyIbTHMEIUIHOE 000pyI0BaHUE AT IPeNOCTaBIeHNUs yaeOHOH nHpOopMaIu
OOJIBIIION ayJUTOPHHU H/WIIH 3BYKOYCHUIIUBAKOIEe 000pYIOBaHUE (CTAIIMOHAPHOE HIIH TIEPEHOCHOE).

7.2 | YueOHbIE ayAUTOPUH IS POBECHUS 3aHATHI CEMUHAPCKOTO THIIA, TPYIIIOBBIX U UHIMBUAYAIbHBIX KOHCYIbTALINH,
TEKYILETo KOHTPOJIS M IPOMEXKYTOYHOM aTTECTAllNK, YKOMILIEKTOBAHHbIE CIICHATU3UPOBAHHON MeOEIbI0 U
TEXHUYECKUMH CPEeCTBAMH 00yUEHHUsI: MyJIbTUMEANITHOE 000pyA0BaHHE 1/HJIH 3BYKOYCHIIUBAIOLIEE 000PY/I0BaHUE
(cranroHapHOE WK TIEPEHOCHOE)

7.3 | [TomemeHNs AL CAMOCTOSATENIFHON PabOTHI, OCHAIIEHHBIC KOMITBIOTEPHON TEXHUKOH C BO3MOKHOCTBIO TIOAKITIOYEHHS K
cetu "UnTepHeT" M 0OecneyeHrneM JOCTYMa B 3JIEKTPOHHYIO HHPOPMALIMOHHO-00pa30BaTENIbHYIO CPEly YHUBEPCHUTETA.

7.4 | [TomemneHus At XpaHEHHS U MPO(UIaKTHIECKOTo 00CTy:KUBaHUS YIeOHOTO 000PyTOBaHUSL




