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1. Tleab ocBoeHHsI TUCHMILIAHBI

CdopmupoBaTh KOMIETECHIINU:

OIIK-3 Criocoben pa3pabaTbiBaTh M OCYLIECTBIATh MEpPONPUATHS, HANpaBJICHHbIE Ha
peanu3aliio  CTpaTeruyd  YNOpaBICHHS IEPCOHAJIOM, O0ecreuynBaTh HMX JIOKYMEHTAI[HOHHOE
COIIPOBO’KICHUE U OLICHUBATh OPraHU3allMOHHbIE U COLUANIbHBIE TIOCIIECTBHUS.

OIIK-4Criocob6eH npuMeHATh COBPEMEHHBIE TEXHOJIOIMH U METO/Ibl OIIEPATUBHOIO YIIPaBJICHUS
IIEPCOHAJIOM, BECTH JIOKYMEHTALIMOHHOE CONPOBOXKJIEHHE U YUET.

ITKo-4 CriocobeH BecTH KaJpoBOE JEIONPOU3BOACTBO U OPraHU30BbIBATh APXUBHOE XpaHEHUE
KaJpOBBIX TOKYMEHTOB B COOTBETCTBUU C JEHCTBYIOIIMMHU HOPMAaTHBHO-IIPABOBBIMU AKTaMH, 3HATb
OCHOBBI ~ KaJpOBOM CTAaTUCTHKH, COCTaBJIATH KaJIpOBYID OTYETHOCTb, OOECIEUYUTH 3aIIUTY
[EPCOHAIBbHBIX JAHHBIX COTPYJHHUKOB.

2. Ilian kypca

Tema 1. [lonsiTHe U BUABI TOKYMEHTOB B cdepe ynpanieHnusi nepconanom (Ilpodsiemnasn
JIeKIusl, ceMuHap B popMe onpoca)

[ToHATHE JOKYMEHTOB, ONOCPEAYIOUIMX IPOLECC YINPABIEHUS IEPCOHAIOM U HX
knaccupukanus (IO [ENeBOM NPUHAAIECKHOCTH, IO YIPABICHYECKHM 33/adaM, pEIIaeMbIM C
IIOMOILbI0 COOTBETCTBYIOLIETO JTIOKYMEHTA, 110 CPOKY XPAHEHUs 110 CTENEHU 0053aTeIbHOCTU BEJCHUS
JOKYMEHTAaIMU padoToAaTeIeM U T.1.).

HopmatuBHas ocHOBa Inpolecca JOKyMEHTHUPOBAHHUS YIPaBJIEHUS! NEPCOHANIOM (HOpMaTHBHO-
MPaBOBBIC aKThl OOIIEr0 XapakTepa: akKThl MEXKIYHAapOAHOTO U (eAepaTbHOTO YpPOBHS; aKThI
CyOBeKTOB (pefiepaliuy; JOKaJbHble HOPMAaTUBHBIC AKThl; HOPMAaTUBHO-METOANYECKAs JOKYMEHTALUS:
HOPMATHUBHI MO JIOKYMEHTHPOBAHHUIO, JICIONPOU3BOICTBY U XPAHEHHUIO JJOKYMEHTOB, KIaCCU(PUKATOPHI
TE€XHUKO-3KOHOMUYECKON MH(OpMAIMM; HOPMATUBBI MO OpPraHu3alud padoThl CIYyXO YyHpaBiIeHHs
IIEPCOHAIIOM).

Tema 2. OpraHu3anMoOHHO-yNpaBJIeHYeCKHEe JIOKYMeHThI B cdepe ynpaBieHHS
nepconasiom (Ilpodaemuast Jiekuusi, ceMuHap B (popme onpoca)

[ToHsATHE OpraHM3alMOHHO-YIPABICHYECKOTO JOKyMEHTa B cdepe YIpaBleHHs IMEep-COHAIOM
(cpaBHEHHE C TPABOBOW KaTeropuel <JIOKAJIbHBIH HOPMATUBHBIM akT B cdepe Tpynaa»), BHIBI,
MIPaBOBasi OCHOBA Pa3pabOTKU U MPUHSTHSI.

Cocras, cofepxaHue, MOPsA0K MOATOTOBKH M 0(pOpPMIIEHUSI OpTraHU3AIMOHHO-YIIPABIEHYECKUX
JIOKYMEHTOB (TIOJIOKEHHE O TMepcoHae (KOJUICKTUBHBIA JIOTOBOP); TOJOKEHHE 00 OXpaHe Tpy[a;
MpaBWiia BHYTPEHHETO TPYAOBOTO pacHopsIKa; JODKHOCTHAS HWHCTPYKIUS; TOJOXKEHHE O
CTPYKTYPHOM IOJIPA3/ICICHUH, ITATHOE PACIHCAHUE, MOJIOKCHHE O KOMMEPUYECKOH TaiHe W T.X).
CoctaB crnpaBOYHO-MH(POPMAIIMOHHBIX JOKYMEHTOB IO VIPABICHHIO TEPCOHAIOM (IOKIaIHBIE
3alMCKH, aKThl, CIIPaBKU, OOBSACHUTENbHbIE 3aUCKU U Ap.). Ilopsaok moaroToBku U opopMIIEHHS
JOKYMEHTOB Ha OCHOBE TOCYJAapPCTBEHHBIX CTAaHAApTOB. baszbl JaHHBIX MO TMEPCOHANY, BBIXOJHBIC
(opMbI, HCIIOJIb30BaHKE 0a3 JAHHBIX MIPH MOATOTOBKE CIIPABOK IO KaJpaM.

Tema 3. JlokyMeHTHI M0 pekpyTHHrYy mnepcoHana (IIpodaemuasi Jiekuusi, ceMHHAp B
¢opme onpoca)

ITonsiTHE M BHJIBI TOKYMEHTOB 10 PEKPYTUHTY ITEpCOHAIIA.

JlokymMeHTBI, odopmisieMble Ha JTale MOMCKa IMEepCoHala M MX O0Ias XapaKTepHCTHKa:
coZiep)KaHWe, TOPSIOK pa3padOTKM W TPUMEHEHHUs (3asBKa Ha TIOMCK W OTOOp TepcoHaa,
KBaJIM(UKAIIMOHHBIE TPEOOBaHUS K COUCKATEINO0 BaKaHCHH, OOBSBICHUE O BAKAHCUU U T.1).

JlokyMeHTBI, odopMisieMble Ha dTame oTOopa IepcoHalla M HMX O0mas XapaKTepHCTHKA:
cojiepKaHue, MOPSAI0K pa3pabOTKU U MPUMEHEHHs (pe3toMe, aHKeTa, aBToOnorpadus u T.1.).

JlokyMeHTBI, odopMmilsieMble Ha JTale HaiiMa TEepCOHana W WX o0mas XapaKTepHCTHKA:
cojiepKaHue, MOPSAJOK pa3pabOTKU M NMpPUMEHEHHUs (OKYMEHT, yaocToBepswoumuii nuunocts, MHH,
CBHJIETEIILCTBO TOCYIAPCTBEHHOTO TICHCHOHHOTO CTPAaXOBaHUSs, IOKyMEHT BOMHCKOTO yUeTa, TPyI0Bast
KHUXKa, 3asBJICHHE O IIpHeMe Ha paboTy, TPYAOBO J0TOBOp, MIPUKa3 O IMpUeMe Ha paboTy, corjacue
Ha 00pabOTKy NMEePCOHANbHBIX TAHHBIX U T.1.).



Tema 4. JIoOkKyMeHTBI MO [JABH:KEHHI) TMEPCOHAJIA: COCTaB, COJAEPKAHUE, MOPSIOK
noaAroroBku u opopmienus (IpodiemHas Jekius, ceMuHap B (popme Opoca U TeCTUPOBAHMS)

Cocras, conepxanue, HOpsAA0K MOATOTOBKU M 0(OPMIICHUS

[ToHsTHE U KIIACCHUPUKAIUS JTOKYMEHTOB I10 JIBH)KCHHIO TICPCOHAA.

[Tpukassl, onocpeayonue OTHOMIECHUS 10 JABMXKEHUIO KaJPOBOTO COCTaBa y pabOTO-AaTes:
MOHATHE, COJepKaHue, mporenypa odhopmicHus (0 MEpPeBOJe, O MPEAOCTABICHUH OT-IIYCKa, O
MIPOBEACHNUU aTTECTAllH, 00 YBOJbHEHHMH, O KOMaHAMPOBAHUHU, O MOOMIPEHHH, O MPHU-BICYECHUU K
JMCIUTUTMHAPHON OTBETCTBEHHOCTH).

JIOKyMEeHTBl K MpHKa3aM IO JBIDKEHHIO IIEpCOHANa: MOHATHE, COJAEp)KaHue, IMpole-aypa
oopmieHust (3asBICHUS, NPEACTABICHAE HA MPOBEICHUE AaTTECTAIlMM B OTHOUICHHH KOH-KPETHOTO
paboOTHHKA, ATTECTAMOHHBIM JIMCT, MPOTOKOJBI aTTECTAIIMOHHONW KOMHCCHHU, TpauK OTIYCKOB,
cimyke0HOoe 3aJlaHne, KOMaHIUPOBOYHOE YIOCTOBEPEHUE, aKThI (00 OTKa3€ OT MOAMH-CH)).

OTuéTHBIC TOKYMEHTHI O JBM)KCHUU IEPCOHANA: MOHATHE, BUJIbI, COJACPKAHUE, 0CO-OCHHOCTH
oopmnenust (cmpaBka O TEKy4eCTH IepcoHana, 0030p Mo KaapaMm, OTY4ET 00 YBOJCH-HBIX
COTpYJIHHUKAX).

Tema 5. /loKyMeHTBHI IO NpeKPalleHHI0 TPYAOBBIX OTHOIIEHHWIl: COCTaB, COJep:KaHMe,
nopsiA0K nNoaAroToBku u opopmiienus (Ilpodaemuas sexkuusi, ceMuHap B (popme onpoca)

Cocras, coaepkanue, NOpaI0K NOATOTOBKH U 0(OpMIICHUS

[TonsiTre u knaccudukanus JOKYMEHTOB IO MPEKPAIIEHUIO TPYIOBbIX OTHOIICHHH.

[Tpukaspl, omocpeayroIliue OTHOUIEHHS 10 TNPEKpPalIeHUI0 TPYAOBBIX OTHOLIEHUH ¢
MepcoHaraoM y paboToAaTens: MOHATHE, COAepXKaHue, mporeaypa opopmieHus (00 YBOIbHEHUH TIO
MHUIMATHBE PaOOTHUKA, IO MHUIIMATHBE PabOTOAATEINS, IO 0OCTOSITENHCTBAM, HE3aBUCAIINM OT BOJIH
CTOPOH).

JIOKyMEHTBI K NpUKa3aM IO MPEKPALICHUIO TPYJAOBBIX OTHOLIEHWH. MOHSITHE, COAECp)KaHUE,
npouenypa opopmieHus (3asBICHUS, COTJAIICHUS CTOPOH, CIyXeOHbIe 3allMCKU, 00BICHUTEIbHBIC
3aliCKH, aKThl (00 OTKa3e OT MOANMCH, O HAPYIICHHUSIX paOOTHUKOB)), JIMYHBIC KapTOYKH T2,
TPYJIOBBIE KHIKKH.

Tema 6. lokymeHnTbl mo y4éry mepconana (IIpobdnemnasi jiekuusi, ceMuHap B ¢opme
ompoca)

[TonsiTHE, 0COOEHHOCTU M BUJIBI JOKYMEHTOB IO YUeTy KaJpOB.

JlnuHasg kapToyka Kak 00s3aTelbHBIA JIOKYMEHT IO YYeTYy KaJpOB: MOHSATHE, OCOOEHHOCTH
odopmiieHus1, BUIBL.

JlnuHoe neno Kak HeoOs3aTeNbHBIM JOKYMEHT IO y4YeTy KaJapoB: MOHATHE, O0(OpMIICHHE U
BE€JICHUE JINYHBIX JeJ (Joche) COTpYAHUKOB. COCTaB TOKYMEHTOB JTMYHOTO Jeja.

Odopmienue 1 BeleHUE TPYIOBBIX KHUKEK U BKJIAIbIIIEH K HUM.

[TpaBuiia perucTpanuu U MHAEKCUPOBAHMSI KaJPOBBIX JTOKYMEHTOB.

PeructpanimoHHO-KOHTpOJIbHBIE (QOPMBI (TpaJUIMOHHBIE U aBTOMaTU3upoBaHHBIE). CocTas
PEKBU3UTOB (TOJEH) JUIsl PETUCTPAMM PA3JIMYHBIX BUIOB JIOKYMEHTOB U TMOPSAJOK HX 3allOJIHEHHS.
Opranuzaiys KOHTPOJISI 3a CpPOKaMH M KauyeCTBOM MCIOJIHEHHsS JIOKyMEHTOB IO YIPAaBJIECHUIO
IIEPCOHAJIOM.

Tema 7. JIoOKyMeHTbI, OIIOCPeaYIOIME OTHOLIEHHS 10 OXpaHe TPyJa U N0 OPraHUu3alHuHu
pat6ouux mect (IIpodaemuas jsexkuus, ceMuHap B popme onpoca)

[TonsiTHe, 0COOEHHOCTH M BUABI JOKYMEHTOB IO OxpaHe Tpyaa. OOmas xapaKTepHUCTHKa
OCHOBHBIX JIOKYMEHTOB II0 OXpaHe TpyZda, pa3padaTbiBaeMbIXx U odopmisieMblXx paboTojaTenem:
cozepkanue, crneunpuka odpopmieHUS (JIOKYMEHTHI, OIOCPEAYIOIIHE TMPOLEAypy U pe3yibTar
oOyueHusi MO OXpaHe Tpylda M TNPOBEACHMUS] NPOBEPKH 3HAHUH W MpaBHJI OE30MacHOCTH Tpyna
(IpoTOKOI, )KypHaJbl y4eTa IPOBEPKU 3HAHWM, YOCTOBEPEHNE O NMIPOBEPKE 3HAHUM, HOPM M IIPaBUII),
HaIpaBJICHUEC Ha 00s13aTeNbHbBIE MCIUIUHCKHUE OCMOTPEBI: MPCABAPUTCIBHBIC, TMICPUOIUYCCKUC,
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MICUXUATPUYECKOE OCBUIETEIBCTBOBAHUE; OCYLIECTBICHUE NPEIPEHCOBBIX OCMOTpOB. CrnenuanbHas
OIICHKA YCTIOBHH TpyJa: MOPSAOK MPOBEACHHs, TOKyMeHTalbHOe odopmiienne. HecuacTHblil cirydaid
Ha pabouyeM MecTe: MOHITHE, MPOoLEeAypa yueTa U pacciieJOBaHHsl, 0COOCHHOCTH JOKYMEHTHPOBAHUSI.
OO0s13aTeNbHBIE MEIUIIMHCKAE OCMOTPBI: KaTeropuu PaOOTHHUKOB, MOJJICKANINX OCMOTPY, MOPSIOK
HaIlpaBJICHUS U IPUHATUS PEIICHUS 10 pe3ynbTaTaM OCMOTPOB.

Tema 8. OtaejsbHbIEe [JOKYMEHTbI, OINOCPEAYIOIIHE OTHOIIEHHSI IO CONHAJIBHOMY
crpaxoBanuio (Ilpodsiemnas nexknus, ceMuHap B (popme onpoca)

[TonsiTHe 1 BUBI TOKYMEHTAIMK B c(pepe coIraabHOTO CTpaxoBaHus, 0hopMIIsIeMbIe CITyK00H
yIpaBJICHUS IEPCOHATIOM.

Conepkanre u 0COOCHHOCTH OGopMIIeHHs paboToAaTesieM JOKYMEHTAIUU IO COIUAIBLHOMY
CTpaxoBaHHUIO (OOJBPHUYHBIN JIMCT, 3asABKA Ha TPEJOCTABICHHE IMMyTEBOK HA CAHATOPHO-KYPOPTHOE
JIeYCHUE, JOKYMEHTHI O IIPOJIOJDKUTEIBHOCTH CTaXa, B TOM YHCJE CICHHAIBHOTO U T.1.).
OcymectBiienne npodumakTuaeckux Mep 3a cuet cpeacts OCC.

Tema 9. CucremaTtu3anus ¥ ONEPATHBHOE XPaHEeHHE JOKYMEHTOB IO YNPaBJIEHHIO
nepconajiom (Cemunap B (popMe onpoca, TeCTHPOBAHMS, 3aIIUTHI pedpepaTa)

Homenkiatypa nen ciyx0b! ynpasieHus nepconanaom. [Iopsaok moAroToBKy, COCTaBIEHUS U
opopmienus. [IpumepHas HOMEHKIATypa Aeil.

OmnpenenieHre CPOKOB XpPaHEHUSI TOKYMEHTOB 110 YIIPaBJICHUIO IEPCOHAIOM.

dopMupoBaHue e ¢ JOKYMEHTaMU O YIIPaBJICHUIO IEPCOHAIOM.

OnepaTuBHOE XpaHEHUE JIOKYMEHTOB IO YIPABJICHHUIO MEPCOHATIOM, HKCIIEPTU3a LIEHHOCTH,
MOATOTOBKA K Mepeaye B BEJOMCTBEHHBIN apXuB.

3. @DOopMBI TEKYILETO KOHTPOJISI U TPOMEXKYTOUHOH aTTecTaluu
Meroas! TeKyero KOHTpOJIs

Tema (pa3nen) MeTtopl TEKYILETOo
KOHTPOJIS
YCIIEBAEMOCTH
Tema 1. [lonatne W BUABI JOKYMEHTOB B cdepe yIpaBiIeHHUs | ONpOC
IIEPCOHAIOM
Tema 2. OpraHu3alMOHHO-YIIpaBI€HYECKHEe JOKYMEHTBl B  cdepe | ompoc
yYIpaBJIEHUS] TEPCOHATIOM
Tema 3. JIOKyMEHTBI 110 PEKPYTUHIY IIEpPCOHAIA onpoc
Tema 4. JIOKyMEHTBI 10 ABUKCHHUIO IIEPCOHAJIA: COCTAB, COIAEPIKAHME, | ONPOC, TECTUPOBAHUE
MOPSAJIOK OJTOTOBKU M 0 OpMIICHUS
Tema 5 JIOKYMEHTBI 110 NPEKPALIEHUIO TPYAOBBIX OTHOILEHMI: COCTaB, | ONPOC
coJiep;KaHue, MOPsiI0K MOJATOTOBKU U 0pOpMIIEHUS
Tema 6. JIOKyMEHTBI 10 y4€TY IepcoHaa oIpoc
Tema 7. JIOKYMEHTBI, OMOCPEYIOIIME OTHOLIEHHUS IO OXpaHE TPyAa U | ONMpoc
110 OpraHu3aluHi pabouynux MECT
Tema 8. OTtnenbHblEe JOKYMEHTBI, OINOCPEIYIOIIME OTHOLIEHHUS IO | ONpoC
COLIMAJIBHOMY CTPAXOBAaHUIO
Tema 9. CucremaTuzanuss ¥ ONEPATUBHOE XpPaHEHHWE IOKYMEHTOB IIO | ONIPOC, TECTUPOBAHHUE,
YIPABJICHUIO IEPCOHAIIOM 3anrTa pedepara

DK3aMeH MPOBOJUTCS C MPUMEHEHHUEM CIEAYIOUINX METOAOB (CpPEeACTB): B YCTHOHM (hopme Mo
BOMPOCaM U 3aJIaHUSIM.
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