AHHOTAIMS 10 TUCHIUTUTHHE
b1.b.38 «/lokymeHTaniuoHHOE o0ecnieyeHre YIIPABJICHUS MIePCOHAIOM))

Obvem mpyooemxocmu: 2 3auemuvle eounuyvl (72 yaca, uz Hux — 38,2 uacos
KOHMAaKkmHuou pabomul. nexyuonnvlx 18u., npakmuyeckux 18 uw., KCP 2 uaca; 33,8 uacos
camocmosmenvrou pabomwt; UKP 0,2 uaca)

1 Heau u 3a1a4u M3y4YeHUs1 JUCHUILIMHBI (MOILYJIS)
1.1 Ilesab oCBOEHHA TUCHMILJINHDI.

Lenbt0o OCBOGHUS JUCHMIUIMHBI «J{OKyMEHTallMOHHOE OOECleYeHne YIpaBICHUS
MepCcoHaIoM» SBJSETCsl (OPMUPOBAHWE 3HAHWKM W HABBIKOB [0 OPraHM3aIH pPabOTHI C
OpraHU3alMOHHO-PACHIOPSAIUTENbHON ¥ MHQPOPMAIIMOHHO-CIIPABOYHON  JOKYMEHTALUEH,
peTJIaMEHTUPYIONIEH NesITEIIbHOCTh JODKHOCTHBIX JIMI[ OpraHW3aluy, (GYHKIUU U MPOIICITYPHI
VIIPaBJICHUS TIEPCOHAIIOM B OPraHU3aIIHH.

1.2 3agauyu AUCHUIJIMHBL.

MOKa3aTh poJib TOKYMEHTOB B cepe mpaBa, YIpaBJICHUS, B IKOHOMHUKE, B COITUATBHBIX
mporeccax; MPOCIeAUTh B3aNMOCBSI3b HHPOPMAITH U JOKYMEHTA;

JaTh CTyJIEHTaM CHCTEMHOE IpeACTaBiIeHNEe 0COOEHHOCTEN COCTaBICHUS U OPOPMIICHUS
Pa3IMYHBIX BHJIOB M PA3HOBUIHOCTEH JTIOKYMEHTOB, 3HAHUS OCHOBHBIX TOHSTHMH, TIOJOKEHUH,
CYIITHOCTH Y TIPUHITUTIOB JIOKYMEHTAITMOHHOTO 00SCTICUCHUS YIIPaBJICHHS;

chopMHpOBaTh  pallMOHAIBHBIE TOJXOJBI K OpPTraHHU3aIHH
obecrnieyeHus yrpaBJIeHHs IEPCOHATIOM;

pPa3BUTh y CTYJICHTOB TPAKTUYCCKUE HABBIKM B COCTaBJICHUW Pa3]IMIHBIX BHJIOB
JOKYMEHTOB,  OpraHu3alliyd  JCJOTPOW3BOJACTBA  NPHUMCHHTEIBHO K  COBPEMEHHOMN
yIpaBIeHYECKON JesITeIbHOCTH, 0COOEHHO B OpraHax rocyJapCTBEHHOTO YIpPaBJIEHUS

1.3 MecTo qucuMnMHbl (MOayJisl) B CTPYKTYpe 00pa3oBaTesibHOI MPOrpaMMbl.

JucuunnuHa «/{okyMeHTalnoHHOe oOecrieueHne yrpaBieHUs] EPCOHATIOM» OTHOCHUTCS
K 0a3oBoii yactu broka 1 "{ucrumauael (Moaynu)" yueGHOTO TIaHa.

B meTtonnueckoM miaHe AUCUUILIIMHA ONMPAETCS Ha 3HAHMS, TOJYYECHHbIE TPU U3y4YEHUU
clenyomux y4eOHbIx KypcoB: «lIpaBoBenenue», «KynbTypa peunm u [einoBoe OOILIECHUEY,
«H(DopMalioHHbIE TEXHOJIOTHH B YIPaBIECHUM NepcoHanom», «TpymoBoe mpaBo», «OCHOBBI
KaJpOBOM IMOJIMTUKU U KAJPOBOTO IJIAHUPOBAHUS), «YTpaBICHHE NEPCOHAIOM OpraHU3aLIN»,
«Pernamenranus 1 HOpMUPOBAHUE TPYIa» U Jp.

1.4 IlepevyeHb IUIAHMPYEMbIX Pe3yJIbTATOB O0y4YeHHUsSl MO JUCUMILUIMHE (MOIYJIIO),
COOTHECEHHBIX € IVIAHNPYEMbIMH Pe3y/JIbTATAMM OCBOEHHUSI 00pa30BaTe/bLHOMH NMPOrpaMMbl.

WN3ydyenne paHHOW y4yeOHOM JAMCUMIUIMHBI HampaBieHO Ha (GOpMUPOBaHUE Y
o0yJaroImuxcst cieayrux npodeccnonanbubix komrerennuii: OK-4; I1K-10; T1K-12; TTK-13;
[K-17.

AOKYMCHTAIlMOHHOI'O

No Wnpeke Conepxanue B pe3synbrate u3ydyenus: yaeOHOM JUCHUIUINHBI
g, | KOMIET | KOMIETEHIHH (v e 00yyaromuecst 10JIKHbI
CHIIUU YaCTH) 3HATH yMeTh BJ1aj1eTh
1.| OK-4 CIOCOOHOCTh 0a3oBbIC AJIEeMEHTapHBI
UCMOJIb30BaTh  OCHOBBI | ACMEKTHI MIpaBa, | aHAJIU3UPOBA MU
NpaBOBBIX  3HAHUH B HOHATHUE U Th IIPAaBOBYIO | HaBBIKAMHU
pa3IMYHBIX cdepax CYLIHOCTb uHpopManu paboThI C
JeATeIbHOCTH HOPMAaTUBHBIX 10 HOpPMAaTHBHBI
aKTOB MU aKTaMHU
2.| [IK-10 | 3nanue TK P® u wunbix | HopmatusHo- [Tpumensts | HaBbikamu
HOPMaTHUBHBIX IPABOBBIX | MPaBOBYIO 0a3y | HOPMAaTUBHO- | 0(OPMIIEHUS
aKTOB, COZIepKAIIHNX | KaJpPOBOM IPaBOBBIE JOKYMEHTOB
HOPMBI TPYJIOBOT'O TIpaBa, | paboThl B | JIOKYMEHTHI B | 11O
3HaHUEM npouenyp | Poccuiickoit NPAaKTUYECKO | ABHKCHHIO
npueMa,  yBoJbHeHus, | Pexepaunu i paboTe KaJpoB B




IepeBojila Ha  JAPYryro opraHuzainumu
paboTy W TepeMeleHus u
nepcoHaia B COIIPOBOXK A
cootBeTcTBMU ¢ TK m FOIIeH
BJIAJICHUEM  HaBBIKAMU JIOKYMEHTAI!
opopMIICHHS u
COITPOBOXKJAIOILIECH
JIOKYMEHTAIUU
[IK-12 | 3Hanwme oCHOB | OCHOBBI OPraHu30BbIB | HABBIKAMH
pa3paboTKu M BHEAPEHUs | pa3pabOTKu aThb odopmIiIeHHS
KaJIpOBOM U | KapOBOU pOLENYPBI pe3yabTaToB
yIPaBJICHUYECKOU JOKYMEHTAIlMW, | PEeryJupOBaH | KOHTPOJA 3a
JOKyMEHTaluH, ee COCTaB, | U TPYIOBBIX | TPYIOBOM U
ONITUMU3AIINH MOPSI0K OTHOIIICGHUH | UCTIOJHUTEh
JTOKYMEHTO00O0pOTa U | IBWKCHHS CKOM
cxeM (YHKIMOHAIBHBIX | TOKYMEHTAIUU JUCITUTIITUHO
B3aMMOCBSI3EH MEXTY 51
MOApa3/IeICHUSIMH, (cocraBieHue
OCHOB  pa3pabOTKu U JIOKYMEHTOB
BHE/IPEHUS poueayp 0
peryaupoBaHus MTOOIIPEHUSX
TPYIOBBIX OTHOIIEHUN W "
COIIPOBOXKIAIOIIEN B3BICKaHMSIX);
JOKYMEHTAII1 HaBbIKaMU
03HAKOMJICHU
o
COTPYJTHUKOB
OopraHu3anuu
C  KaapoBOil
JIOKyMEHTaI!
e u
JICHCTBYIOIIN
MU
JIOKaJIbHBIMU
HOPMAaTUBHBI
MU aKTaMU;
HaBbIKaMU
COCTaBJICHUS
KaJpoBOit
OTYETHOCTHU
[IK-13 | ymenue BecTd KaapoBoe | 3HaTb  OCHOBHI | Bectn HaBbIKaMU IO
JIEIOTPOU3BOJICTBO U | KaJpOBOTO KaJpoBOE obecrnieueHH
OpPraHU30BbIBATh JIETIOTPOU3BOJICT | I€JIONPOU3BO | IO 3aAIIUTHI
apXUBHOE XpaHEHHE | Ba JICTBO MEePCOHAIbHBI
KaJIpOBBIX IOKYMEHTOB B OpraHu3oBaT | X JTAHHBIX
COOTBETCTBUU c b ApXHMBHOE | COTPYJHUKOB
JNENCTBYIOLIMMHU XpaHEeHHE
HOPMaTUBHO-IIPABOBBIMU KaJIpOBBIX
aKTaMH, 3HAaHUEM OCHOB JIOKYMEHTOB
KaJIpOBOM  CTaTUCTHKH, B
BIIaJICHUEM  HAaBBIKAMU COOTBETCTBU
COCTaBJICHUSI  KaJpOBOM u




OTYETHOCTH, a TaKxke c
HaBBIKaMH JICHCTBYIOIIU
O03HAKOMJICHHUSI MH
COTPYIHHUKOB HOPMAaTUBHBI
OpraHu3aluy ¢ KaapoBOu MH
JTOKyMEHTaIuen u MPaBOBBIMU
JIEACTBYIOIUMH aKTaMu
JOKAJIbHBIMHU
HOPMATHBHBIMHU aKTaMH,
yMEHUE obecneunTh
3aIUTY  TEePCOHAIBHBIX
JAHHBIX COTPYJHUKOB
5./ [IK-17 | 3Hanue OCHOB | OCHOBBI CocraBnare | HaBeikamu
pa3pabOTKU M BHEApPEHUS | pa3pabOTKU ¥ | ONIUCAHUS pazpaboTKu
npodeCCHOHANBHBIX, B | BHEAPEHUS JIOJDKHOCTHBI | KapT
TOM YUCJIe | KOPIOPATUBHBIX | X KOMITCTCHITH
KOPIOPATUBHBIX CTaH1apTOB B | MHCTPpYKUUH | ,
CTaHIapTOB B o00JacTu | obmactu OJKHOCTHBI
YIPaBJICHHS YIPABJICHHS X
MEePCOHAIIOM, yYMEHHEM | MePCOHAIOM WHCTPYKITUH,
COCTaBJISITh OIHUCAHHUS | TTOJIOKEHUH O
pacripenensatb  (PyHKIUU MOJIpa3ieiicH
u (hyHKIIMOHATBHBIE HSX
00s13aHHOCTH
COTPYIHUKOB, a TaKxke
byHKIIN
MOJIpa3IeICHUl  pa3HOTO
YPOBHS (kapThI
KOMIIETCHITHIA,
JIOJ>KHOCTHBIE
MHCTPYKIIMH, TTOJOKECHUS
0 TOJIPA3ICIICHHSIX)
CTpyKkTypa ¥ coaepkanue TUCUUIIMHBI.
KonmuectBo yacos
Breaynu
No HaumeHnoBanue pasnenon AymuTopHaz TOpH};i[I
Beero pabora pabora
JI | 113 JIP CPC
1 2 3 4 5 6 7
1 [lonatue u 3HaUEHHE TOKYMEHTAIMOHHOTO on | 6 5 i 12
obecrnievyeHns yrpaBJIeHHs IepPCOHATIOM
2 OCHOBBI JOKYMEHTAIIMOHHOTO 00ecTieyeHus on | 6 6 i 12
YIPaBJICHHS IEPCOHATIOM
3 CucremaTtu3zanus 1 XpaHEeHHE TOKYMEHTOB KaJIpOBOM on | 6 6 i 12
CITY>KOBI
Hmoezo no oucyuninune: 72 | 18 | 18 - 36
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