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. OBIIASA XAPAKTEPUCTHUKA ITPOI'PAMMBbI

1.1. Ha3nayeHue nmporpaMmbl

JlononHuTenbHass  NpOQecCHOHANbHAs  TPOrpaMMa  TOBBIIICHHUS — KBaJTH(PHUKAIUU
«ducrannonHas pabota 3a pyOexxom u Ha Tepputopun PD» (nanee — [Iporpamma) HanpapieHa
Ha TIOJYYCHHE HOBBIX TEOPETHUYCCKUX 3HAHMH W MPAKTHYECKMX HABBIKOB, a TaKXe Ha
COBEPILIECHCTBOBAHME KOMIICTCHIIUH, HEOOXOAMMBIX sl MPO(ECCHOHATBHON NESTEIBHOCTH B
cdepe TOKyMEHTAIIMOHHOTO 00eCIIeYeHHUsT padOThI C IIEPCOHATIOM.

[Iporpamma permaMeHTUPYET IeIH, TUTAHUPYEMBIE PE3YJIbTaThl, COICPIKAHUE, YCIOBUS U
TEXHOJIOTUM pealin3alliil  00pa30oBaTeIbHOrO TIpoIlecca, OICHKY KadecTBa MOJTOTOBKH
o0ydJaronuxcsi W BKJIIOYAeT B ceOs ydeOHbIH I1aH, (OHABI OIEHOYHBIX CPEICTB, (HOPMBI
KOHTPOJISl 3HAHUH M TPeOOBaHUS K €ro MPOBEICHHIO, KaJCHIAPHBIA y4eOHBIA TpaduK U Apyrue
MaTepHalibl, 00eCIIEYHBAIOIINE KAYECTBO TOJATOTOBKHA 00YUYarOIIUXCSL.

1.2. HopmaTHBHO-NIPaBOBbIE OCHOBAHMSA Pa3padoTKH MPOrpamMMbl

1. ®epepanvubiii 3akoH Poccuiickoit @enepammu ot 29.12.2012 No 273-d3 «O06 o6pa3oBaHNH B

Poccuiickoit @enepanumny.

2. llpuka3z MunobpHayku Poccun ot 24.03.2025 Ne 266 «O6 yrBepkaennu [lopsaka opraHuzanuv u
OCYIIECTBIICHUSI 00pa30BATENBbHOW JICSITETBHOCTH 10 JIOTOJIHUTEIBHBIM MPO(QECCHOHATBHBIM
porpaMMam».

3. Ilpmkaz MunncrepctBa Tpyna u comuanbHOi 3ammtel Poccum ot 09.03.2022 Ne 109 «O6
YTBEPKACHUN POGECCHOHAIBHOTO cTaHAapTa “CHenranucT Mo yIPaBIeHUIO TIEPCOHATIOM .

4. Tlpukaz3 MwunobOpuayku Poccum Ne 1461 ot 14.12.2015 «O6 yrBepxkaenun @eaepanbHOro
TOCYJapCTBEHHOTO 00pa30BaTelIbHOTO CTaHAApTa BBICIIErO OOpa30BaHUS 1O HAMpaBJICHHUIO
noaroroku 38.03.03 “Ynpasienue nepconanom” (YpoBeHb OakaiaBprarTa)y.

1.3. TpeGoBanus K cjaymiaTeJsiM
Kareropus cimymareneii: nuna, UMerone cpeanee npodeccuonanbHoe U (UIM) BhICIIEE
o0Opa3oBaHue; 1A, TOIydaroUIe cpegHee mpodeccuoHalbHOE U (WIK) BBICIIEE 00pa3oBaHUE.
ITporpamma MoOXkeT OBbITH pEKOMEH/IOBaHA JIJIsl 00y4EHUS:
— CHeuuanucTa 1no o(popMIIEHUIO TPYAOBbIX OTHOLICHHMI;
—  CIIELUAJIUCTA MO JOKYMEHTAIMOHHOMY 00€CIeUeHHI0 IepCoHaIa;
— CHenuaucTa 1o MepcoHaly;
— CHENUaJUCTa 110 KaJpaMm.

[IporpamMmMa MoskeT ObITh MHTEpECHA JIJIS IPEACTABUTENEH CleAyIolIei 11e1eBoi
ayJIUTOPUU:
— pabOTHMKM OpraHU3aLuil OI0/PKETHOU Cdepsl;
— pabOTHHUKH KOMMEPYECKHX OpraHHu3aluii;
— UHbIE 3aMHTEPECOBAHHBIE JIUIIA, KEJIaIoI1e TTOBBICUTh YPOBEHb CBOEH
KkBasiM(ukauu B cpepe opraHuszaiuy U BeJeHHs KaJpoBOro JOKyMEHTO000poTa.

1.4. ®opma u cpoku o0y4eHHs MO NporpamMmme

®Popma oOyueHMs: 3a04YHast, ¢ MPUMEHEHHUEM JUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTHI
W/WJH SJEKTPOHHOTO O0YYEHHUS.

TpynoeMKoCTh mporpamMmel: 16 akaeMHIeCKUX 4acoB.

CpoKH OCBOEHHSI TPOTPaMMBI: 2 HEJIeIH.

PexxuM 3aHATHI: onperenseTcs KaJeHIApHBIM y4eOHBIM rpadUKoOM; AOCTYH OOYYaromuXxcs K
MH(POPMALIMOHHBIM MaTepHuajaM — TEKCTOBOW, rpaduyeckoil mHpopManuud IO Mporpamme
OCYILIECTBIIsIETCS Yepe3 ceTb MIHTepHeT B pexkxume 24 yaca B CyTKU 7 JHEH B HENEIIO.




1.5. Ilesab 00y4eHus 1O MporpaMmme

]_le.nb oﬁyqemm: CO31aHue YCJ'IOBI/Iﬁ JJI TIOJTYYCHUS CIIyHIaTCIIIMH HOBBIX

TEOPETHYECKUX 3HAHUU U MPAKTUYECKUX HABBIKOB, & TAK)KE COBEPIICHCTBOBAHUS KOMIICTCHITHH,
HEOOXOAUMBIX JUIsI MPO(ECCHOHATBHOM NEITEIbHOCTH CIIEIUATUCTOB B chepe
JIOKYMEHTAITMOHHOTO o0ecrieueHus paboThI C IIEPCOHATIOM.

33113'—[3 06y'leHI/lﬂ — ITOBBIILICHHUE KBaJ'II/I(l)I/IKaI_[I/II/I CIienuajamcra, KOTOpBIﬁ JOJI2KCH

OCYIIECTBIISITH B paMKaX TPYAOBOH (DYHKIIUU CIIEAYIOIIUE ICUCTBUSA:

COop u IpoBepKa JIMYHBIX JIOKYMEHTOB PAOOTHHKOB.

KoncynpTupoBanue pabOTHHUKOB IO BOIPOcaM 0QOPMIICHUS TPYAOBBIX OTHOIICHUH.
OdopmieHne T0KyMEHTOB, PEryIaMEHTUPYIOUINX TPYAOBbIE OTHOIIECHUSI C KOHKPETHBIM
PabOTHHUKOM.

[ToaroroBka u oopmIIeHHE 10 3aMPOCY PAOOTHUKOB U JOJKHOCTHBIX JIUII KOTIHH,
BBITIMCOK W3 KaJPOBBIX JJOKYMEHTOB, CITPaBOK, HH(OpPMAIIUU O CTaXKe, JIbIOTaxX, rapaHTHUsX,
KOMIIEHCAIIUSIX U UHBIX CBEIEHUH 0 pabOTHHKAX.

Brinaya paboTHUKY JOKYMEHTOB O €ro TPYJIO0BOM JESITEIBHOCTH.

JloBenenue 10 cBeneHus pabOTHUKOB OPraHU3AlIMOHHBIX, PACTIOPSAUTENBHBIX U KaJPOBBIX
JIOKYMEHTOB OpraHU3al1H.

Benenue yuera, mpeyCMOTPEHHOTO TPYAOBBIM 3aKOHOAATENBCTBOM Poccuiickon
®enepanuu.

Perucrpanusi, yuer, oneparuBHOE XpaHEHHE KaIPOBBIX JOKYMEHTOB, UX MOJTOTOBKA K
clade B apXuB.

PaboTa B KOpropaTUBHBIX U BHEITHUX WH(HOPMAIIMOHHBIX CHUCTEMaX U UCHOJIb30BaHUE
IU(POBBIX CEPBUCOB, BHIMOTHAIOMUX (PYHKIIUU BEJICHHUS TOKYMEHTAILIUU 10 IBIKEHUIO U
y4eTy nepcoHaa.

HporpaMMa HalnpaBJ/jieHa Ha COBEPIICHCTBOBAHUEC KOMHeTeHHHﬁ, KAa4Ye€CTBCHHOC

H3MeHEeHHEe KOTOPBIX OCYIIeCTBJIsIeTcs B Mpolecce 00yueHus M0 JaHHOH Mporpamme:
ga 0aze ®I'OC BO 38.03.03 «Y1paBieHE IIEPCOHATIOM:

CIOCOOHOCTH paboTaTh B KOJUIEKTHBE, TOJIEPAHTHO BOCTIPHHUMAS! COITUAIILHBIE,
ITHHYECKHUE, KOH(PECCHOHANBHBIC U KyIbTypHbIe pasnuuus (OK-6);

CIIOCOOHOCTH K caMoopraHu3anuu u camoodpaszosanuto (OK-7);

yYMEHUE MPUMEHATh TEOPETUUECKUE TMTOJI0KEHHUS B MPAKTUKE YIPABJICHUS IEPCOHATIOM
opranu3zaiuu (OITK-1);

CIOCOOHOCTh aHATM3UPOBATH PE3YNIbTATHl MCCICIOBAaHUN B KOHTEKCTE IeJIel U 3a/1a9
cBoeii opranusaruu (OITK-5);

CIOCOOHOCTH MCIIONIb30BaTh HOPMATHBHEIE ITPABOBBIC aKTHI B CBOCH MPOQecCHOHATBHOM
NeSITeTbHOCTH, aHAITU3UPOBATh COIMATBHO-YKOHOMUYECKHE TPOOIEMbI U TIPOIIECCHI B
OpraHu3aIliy, HaXOIUTh OPTaHU3AIMOHHO-YIIPaBICHUECKHE U YKOHOMHUYECKUE PEIICHHS,
pa3padaThIBaTh ATOPUTMBI UX PEATU3aIlMH U TOTOBHOCTh HECTH OTBETCTBEHHOCTH 3 MX
pesynbratel (OI1K-8);

CHOCOOHOCTH pellaTh CTaHAAPTHHIE 3a/1a4l TPOPECCUOHATBHOM 1A TEIbHOCTH Ha OCHOBE
nH(pOpMallMOHHON U Onbnnorpadudeckoil KylIbTypbl C IPUMEHEHUEM HHPOPMAIIHOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTUI U C Y4€TOM OCHOBHBIX TpeOOBaHUN MH(POPMAITMOHHON
6e3omacuoctu (OITK-10).



IIporpamma pa3paGorana Ha 0a3e nmpogecCHOHAIBHOrO cTa”Haapra «Cnenuajmuct 1o
YIPABJICHHIO IIEPCOHATIOM) € YYETOM CJEAYIOIHUX TPYAOBbIX (PYHKIHN, HEOOXOAUMBIX JJIsl
BBINOJTHEHHS ONPe/IeJIeCHHOr0 BU/A NMPO(ecCHOHAIBHOM NeATeJIbHOCTH:

— JlokyMeHTalMOHHOE o0ecrieueHne padboThl ¢ epcoHanoM (A).

1.6. Ilmanupyemble pe3yabTaThl 00y4eHUs MO MporpamMmme
B ocHOBe IIIaHUPYEMBIX PE3YJIBTaTOB U3yYEHUS IPOTPAMMBbI JIEKUT IIOBBILICHHUE
KBaJTH(HUKAIMY, YPOBHS 3HAHUN U MPO()ECCHOHAIBHBIX HABBIKOB CIICI[HATUCTOB 110

O(l)OpMJ'IeHI/II-O TPYAOBBIX OTHOIHeHPII;'I, CIICIHUAJIMCTOB 11O JOKYMCHTAITUOHHOMY o0ecreyeHuIo
nepcoHalia, CicuuaJIMCTOB 110 IEPCOHAITY, CIICHUAJIMCTOB I10 KaJgpaM.

B pesynbrare 0cBOGHUS MPOrpaMMBbI JOJDKHBI OBITh YCOBEPIICHCTBOBAHBI CIICAYIOIINE
npodeccuonansubie komrereHuu Ha 6aze PI'OC BO 38.03.03 «YnpaBieHue MepCOHATOMY!

— 3Hanue TpymoBoro koaekca Poccuiickoit @enepanyii 1 MHBIX HOPMATHUBHBIX MPaBOBBIX
aKTOB, COJEpPKAILINX HOPMBI TPYAOBOTO IpaBa, 3HaHUE IMPOLEAYp NpUeMa, YBOJIbHEHUS,
nepeBoJia Ha JIPYrylo paboTy M MepeMelIeHus MmepcoHaja B COOTBETCTBUHM ¢ TpyIaoBBIM
komekcoM  Poccmiickoit  ®enepan W BIaJCHHE ~ HAaBBIKAMH  O(QOPMIICHHS
comnpoBokaaroreit fokymentanuu (I1K-10);

— BJaJICHWE HaBbIKaMU pa3pabOTKU OPraHMU3alMOHHOW ¥  (YHKIHMOHAJIHHO-IITATHON
CTPYKTYpbI, pa3paOOTKU JOKAIbHBIX HOPMATHUBHBIX aKTOB, KAacCAIOIIMUXCS OpraHU3alluu
Tpyda (mpaBuiia BHYTPEHHETO TPYAOBOTO pacHopsiika, TMOJOkKeHHe o0 OTIycKax,
nosoxxeHue o komanauposkax) (IK-11);

— 3HaHUE OCHOB Pa3pabOTKU U BHEAPEHUS KAJAPOBOW M YIPABICHUECKOH JTOKYMEHTAlUU,
ONTUMH3AIMU JOKYMEHTOO00pOTa M CXeM (YHKIMOHAIBHBIX B3aHMMOCBS3EH MeEXIy
HOJPa3/IeIEHUSIMHI, OCHOB Pa3pabOTKU M BHEAPEHUS MPOLENYp PEryIHMpOBaHUS TPYIOBBIX
OTHOIICHUI U conpoBokaaroeii rokymentanuu (ITK-12);

— YMEHHE BECTH KaJpOBOE [EJONMPOU3BOJCTBO M OPraHM3OBHIBATH APXWBHOE XpaHEHHE
KaJpOBBIX JOKYMEHTOB B COOTBETCTBHH C JCHCTBYIOIIUMH HOPMATHBHO-TIPABOBBIMH
aKTaMM, 3HAHHE OCHOB KaJpOBOIl CTAaTUCTHUKM, BJaJIeHHME HAaBbIKAMHM COCTABICHUS
KaJJpOBOM OTYETHOCTH, a TaKKe HaBBIKAMH O3HAKOMJICHHs COTPYAHMKOB OpraHHU3alMU C
KaJpOBOM JIOKyMEHTalued M JAeHCTBYIOUIMMHU JIOKAIbHBIMM HOPMATHUBHBIMU AaKTaMH,
yMeHHe 00eCIeUTh 3aIUTY MEPCOHATBHBIX TaHHbIX coTpyaHukoB (ITK-13);

— BJaJIeHUE METOJaMU U IPOrpaMMHBIMHM CpeACTBaMHM O0pabOTKH AenoBOW HMH(pOpManuu,
HaBBIKAMH  pa0OTBl  CO  CHEIHMAIM3UPOBAHHBIMUA  KaJPOBBIMH  KOMITBIOTEPHBIMH
IpoTpaMMaMu;

— 3HaHME KOPIOPATHBHBIX KOMMYHHKAIIMOHHBIX KaHAJIOB U CPEJICTB Mepenadn HHpopMaIuu,
BJIaJICHNEC HaBbIKAMH WH(OPMAIIMOHHOTO  OOECIIEYeHHsI TMPOIECCOB  BHYTPEHHUX
KOMMYHUKAaIU;

— kommyHnukanuu (ITK-28);

— 3HAHHWE TEXHOJIOTUU TPEOJIOJICHHS JIOKATBHOTO COMPOTHBIICHHUS W3MEHEHUSM W YMEHHE
UCIOJIB30BaTh UX Ha npaktuke (ITK-37).




B cootBerctBUM ¢ TpeGoBaHUsAMHU MpodeccuoHaIbHOTO cTaHaapTa «Crneuuasuct o
VIIPaBICHUIO TIEPCOHAIIOMY IO UTOTaM OCBOCHHUS MTPOTPAMMEBI 00 yUAIOIIHECs TOJDKHBI Oy TyT:

3HATh:

— Tlopsanok odopmieHus, BeJeHUS U XPaHEHUS JOKYMEHTOB IO O(OPMIIEHUIO TPYAOBBIX
OTHOILIEHW, TIO0 YNPABICHUIO IEPCOHAJIOM B COOTBETCTBHUHM C TpPEeOOBaHUSIMHU
3aKoHozarenbcTBa Poceniickon denepanny U KOPIOPATUBHBIMU ITOJIUTUKAMM.

— llenm u 3amaunm OpraHu3alMM MO IOCTPOCHUIO CUCTEMbl O(GOPMIIEHHUS TPYIOBBIX
OTHOLLIEHHUH.

— Tapuduo-kBanmpuKaMOHHBIE CHOPABOYHUKK paboT W  mpodeccuid  pabouux u
KBAJM(UKALIMOHHBIE XapaKTEPUCTUKU JOJDKHOCTEH Clly)KalllMX, HpodeccHoHaNbHbIe
CTaHJapTBhl.

— Crneunanu3upoBaHHble MH()OPMALIMOHHBIE CUCTEMBI, IU(PPOBBIE YCIYI'M U CEPBUCHI 110
BEJICHUIO yUYETa U JBUKEHUIO IIEPCOHANIA, TPAHULIBI X TPUMEHEHUS.

— OCHOBHBIC METPUKH U aHAJUTUYECKHE CPE3bl B 00JIACTH ABMIKEHHS U ydeTa epCcoHaa.

— Ilopsgok odopmiieHHss yCTaHOBJICHHBIX 3aKOHOAATENbCTBOM Poccuiickoit deneparumn
(OpM OTUETHOCTH B FOCYJapCTBEHHbIE OPTaHbI.

— TpeboBanus 3akoHOmarenbcTBa Poccuiickoit ®Dexepannu 1o OQOPMICHHIO TPYIOBBIX
OTHOLIEHUH, BOMHCKOMY YyYeTy, YBEIOMJICHMIO M TMPEACTABICHUIO OTYETHOCTU B
rOCYy/IapCTBEHHbIE OpraHbl CHEHHAJbHBIX KAaTeropuil pabOOTHUKOB: HMHOCTPAHHBIX
pabOTHUKOB U JIMLl 0€3 IpakJaHCTBA, UHBAJIUIOB, JHI], UMEIOLIUX TapaHTUU U JIbIOTHI,
YCTaHOBJIEHHbIE 3aKOHO/IATENBbHO, U IPYTUX CHEIUATbHBIX KaTErOpHil.

— HopmaTuBHBIE IIPAaBOBBIE aKThI, ONPEIEISIOIIMNE HOPMBI TPYLOBOro InpaBa Poccuiickoit
®denepanuu.

— 3aKOHOJATEIBCTBO Poccuiickon Odenepannu 00 MHIWBULYAIbHOM
(mepcoHN(pUIMPOBAHHOM) YUETE B CUCTEME 0053aTeIbHOTO IEHCHOHHOI'O CTPaXOBaHM.

— 3akoHoparenbcTBO Poccuiickoit denepanuu 0 NepcoHaIbHBIX JaHHBIX.

— OcCHOBBI apXMBHOI'O 3aKOHOAATEIbCTBA W HOpPMAaTHBHBIE IIPAaBOBbIE aKThl Poccuiickoi
®enepanuu B 06s1actu 0opopMIIeHUs, BEACHUS U XpaHEHUS JOKYMEHTOB 110 0(hOPMIIEHUIO
TPYIOBBIX OTHOILICHHM.

— Tlopsanok odopmieHHs NEpBUYHBIX JTOKYMEHTOB JUId IeJed OyXraaTepckoro ydyera B
cdepe odopMIIeHHS TPYTOBBIX OTHOIICHUH.

— TexHosnoruu, METObI U METOJIMKH MPOBEACHUS aHAIN3a U CUCTEMaTU3allUN JOKYMEHTOB 1
uH(pOpMaLUH.

— JlokanpHble HOpPMAaTHBHBIE aKThl OpraHU3alliU, PETYIUPYIOLIUE MOPAI0K O(OpMIECHUS
pacrlopsiANTENbHBIX M OPraHU3allMOHHBIX JOKYMEHTOB IO IEpcoHaly, O(OpMIIEHHUIO
TPYIOBBIX OTHOILICHHM.

— OpraHu3alnvoHHYIO CTPYKTYPY OpPTaHH3alNH.

— OcHOBBI JOKYMEHTO000POTa U IOKYMEHTAIIUOHHOTO 00€CIIeYeH s OpraHu3aluu.

— HopmaTuBHBIE ITpaBOBBIE aKThl, PETYIHUPYIOIIKE MTpaBa U 00S3aHHOCTU TOCYAAPCTBEHHBIX
OpraHoOB, MPEJICTABUTEIIbHBIX OPraHoB pPa0OTHUKOB IO MPEAOCTaBICHUIO YYETHON
JIOKYMEHTaI1H.

— IIpaBuna BeaeHMs 1€710BOM MEPENUCKH.

— Hopw™msl 3THKHN fenoBoro o01ieHus.



YMeTh:

JIoKyMeHTUpOBaTb TPYJIOBbIE OTHOLIEHUS PAa3JIUYHBIX KaTeropuii pabOTHUKOB U
CHEeLMANTbHBIX CYOBEKTOB TpPYIOBOIO TIpaBa B COOTBETCTBUM C JCHUCTBYIOLINM
3aKoHOAaTenbCcTBOM  Poccuiickoii  ®enepanuu, — periaMeHTaMu  (CTaHIApTaMHu)
JIOKyMEHTO00O0pOTa OpraHU3aIl1H.

BbIsIBIIATE  OIMOKM, HETOYHOCTH, WCHPABICHHUS M HEJAOCTOBEPHYI0 HH(POpMALUIO B
JOKYMEHTaX, OIPEIENIATh IOAJIMHHOCTD IIPEICTAaBICHHBIX TOKYMEHTOB.

Bectn ywer um permcrpanuio JOKyMEHTOB B HWH(OPMALMOHHBIX CHCTEMax U Ha
MaTepUaIbHBIX HOCUTEISAX.

Pabortate co crnenuanu3upoBaHHBIMH HH()OPMAIIMOHHBIMH CHCTEMaMH W HU(PPOBBIMU
CepBHCAMM IO BEACHUIO y4yeTa U JBUKEHHUIO IE€PCOHANA, CONPOBOXKIECHUIO TPYIOBBIX
OTHOILICHHUH.

AHann3UpoBaTh JIOKAJIbHBIE HOPMATHUBHBIE AaKTbl M JIOKYMEHTBl 10 O(QOPMIICHHIO
TPYAOBBIX OTHOLIEHUH, (HOPMUPOBATH MPEUIOKEHUS 10 UX aKTYAJIN3aLUU U YIyUIIEHUIO.
OnpenensaTs CTPYKTYpy U COAEpKaHHUE, TOTOBUTh IPOEKThl HOPMATUBHBIX JTOKYMEHTOB U
JIOKYMEHTOB 110 0()OPMIIEHHUIO TPYIOBBIX OTHOILIECHUH.

OdopmisaTh KagpoBble JOKYMEHTHl B COOTBETCTBUU C TPEOOBAHMSMM 3aKOHOIATEIbCTBA
Poccniickoit denepanun 1 JT0KaIbHBIMA HOPMAaTUBHBIMU aKTAMHU OPTaHU3aLAH.
ObecneunBaTh coOMOeHUE TpeOoBaHUIl 3akoHOAaresnbecTBa Poccuiickoir Penepauny,
KOPIIOPaTUBHBIX IOJUTUK B 00jJacTM 0OpaOOTKM MEpPCOHAIBHBIX JAHHBIX U
KOH(HICHIIMATHHON HH(pOpMAIIH.

OdopMiATE y4eTHbIE JOKYMEHTBI, IpENOCTaBIsEeMble B TOCYJapCTBEHHBIE OpTraHbI,
IpeCTaBUTENIbHBIE OPTaHbl PAOOTHUKOB.

OpranuzoBbIBaTh ~ XpaHEHHE JIOKYMEHTOB B  COOTBETCTBUM C  TpeOOBaHUSAMU
3aKkoHofarenbcTBa Poccuiickoii @enepalii M JIOKAJIbHBIMU HOPMATHBHBIMU aKTaMU
OpraHu3aIiy.

Paborare ¢ mHMOpPMALMOHHBIMU cHUCTEMaMH, LHM(PPOBBIMU YCIYIaMH U CEpPBUCAMH IIO
BEJICHUIO yUeTa U ABM)KCHMIO IIEpCOHAJa.

PaboTtath ¢ MHPOPMALMOHHBIMU CHUCTEMaMH, LU(POBBIMU yCIyraMH W CEpBUCAMH IO
BE/ICHUIO CTATUCTHUYECKON M OTYETHON MH(DOPMAIIMK U aHAJTUTUKH IO MEPCOHATY.
®opmMupoBaTh MPEIIOKEHUS MO aBTOMAaTU3alMM M LU(POBU3AIUHN TPOIECCOB U
JIOKYMEHTO00O0pOTa M0 y4YeTy M ABMKEHHIO MepCcOoHaja, JOKYMEHTOB IO MEPCOHATY JUIs
IIPEJICTABJICHUS] B TOCYAAPCTBEHHBIE OPTaHbl.

AHanu3upoBaTh MpaBuiia, IPOLUEAYPHl U MOPAIOK, PETYIUPYIOIINE MpaBa U 00s13aHHOCTU
rOCy/IapCTBEHHBIX OpPraHOB M OpraHU3alMy IO BOIpocaM oOMeHa JOKyMEHTalueil ™o
NepcoHay.

Bectn JIEJIOBYIO MIEPETINCKY, JIOKYMEHTOO0OPOT, pernaMeHTHpOBaHHBIN
3akoHoAaTenbcTBOM Poccuiickoit @Penepanuu B 001acTH TPYHOBBIX OTHOIIEHUH, C
pabOTHUKaMH, BHEIIHUMHU KOHTPAareHTaMu U TpakJlaHaMu.

CobmronaTe HOPMBI TUKH JIEJIOBOTO OOIICHHUS.

Baagern:
METOIaMH OPTaHU3alMH KaJAPOBOTO JOKYMEHTOO0O0POTa,
crioco0amu 0pOpMIIEHHS! TOKYMEHTOB TI0 JINYHOMY COCTaBY.



I1. CTPYKTYPA U COAEP KAHUE ITPOT'PAMMBI

2.1. Y4eOHbIil [J1aH

Ne . Beero, | B rom uncae dopma
HaumenoBanue MmoayJieii (pa3aesioB, TeM) (ak.
n/n 9ac.) T3 | CP | Art. KOHTPO.151
1. | IloHsATHE M BUABI IUCTAHIIMOHHOMN paOOTHI. 3 2 | o5 | 05 3auer
' ' (TecTpoBaHme)
2. | OcoOeHHOCTH NUCTAHITMOHHON paboOTEHI, B 3 > | o5 | os 3auer
TOM YHCJIC 32 TPAHMIICH. ' ' (TecTupoBanue)
3. | [lopsimok mpuBIeYeHUS TUCTAHIIHOHHOTO
pabOTHHKA K AUCIUTUIMHAPHON 3 > | o5 | os 3auer
OTBETCTBEHHOCTH M OCOOCHHOCTH €T0 ’ ’ (TectpoBanme)
YBOJIbHCHHUSI.
4. | HanorooOmno>xeHue BbIILIAT IPU
JTMCTAaHIIMOHHOMN paboTe 3a TpaHMIIeH B
cnydae 3akirouenus [T, TpynoBoro 3 > | os | 05 3auer
norosopa. OnpeeneHre craTryca HaJloroBoro ’ ’ (TecTupoBaHue)
pesunenra PO, BiusHuE cTaryca Ha
HAJIOr000JIO’KEHHE BBITLIAT.
5. | Macrep-Kiacc 1o NpUMEHEHUIO YHUKATbHBIX
uHctpymeHToB Koncynerantllntoc — 3 > | o5 | os 3auer
oopMiIeHHE KaJAPOBBIX JOKYMEHTOB C ' ' (TectupoBanme)
JMCTAHIIMOHHBIMH COTPYTHUKAMH.
6. | MToroBoe TecTUpOBaHHUE. 1 3 B 1 3auer
(TecTupoBaHue)
7. | Uroro: 16 10 | 25 | 35

T3 - TCOPCTUYUCCKHUC 3aHATHUA, CP — camocrosTenbHas pa60Ta, ATT. — aTTeCTalus.

2.2. KaseHaapHblii yueOHblii rpauk

Kanennaphelii rpaguk oOydeHus SIBISETCS NMPUMEPHBIM, COCTAaBIISIETCS M YTBEP)KIAETCS
Ui KaxJaou rpynnbl. Cpok OocBOeHHUs mporpammsl — 2 Hepenu. Havyano oOyueHust — o mepe
Habopa rpynmnbl. Pexxum 3ansTuii: He Oosee 8 akageMUYecKuX 4acoB B JeHb. [IpomexxyTounas u
UTOTOBas aTTECTALUs MPOBOAUTCS COTTIACHO Y4eOHOMY IUIaHY U KaJeHJapHOMY rpaduky.

HaumeHnoBaHue Tem // Heie U 3aHATHIA Beero | 1 2
1. TTonsiTHe W BUJIBI TUCTAHIIMOHHON PaOOTHI. 3 3
2. OcoOeHHOCTH AUCTAHIIMOHHON PabOTHI, B TOM YHCIIE 3a TPAHHIICH. 3 3
3. [Mopsa1ok pHUBIICYCHHS TUCTAHIIMOHHOTO PaOOTHUKA K JUCIHILTHHAPHON 3 5 1
OTBETCTBEHHOCTH M OCOOCHHOCTH €T0 YBOJIbLHEHHUS.
4. Hamoroo©6sy10’keH1e BHITUIAT MPU AUCTAHITHOHHON paboTe 3a rpaHuIleii B
ciyyae 3akmouenus ['TIJ, TpynoBoro noroBopa. Omnpezaenenue craryca 3 3
HAJIOroBOTO pe3useHTa PO, BnusiHue cTaryca Ha HalIorooo0J0KeHue
BBITLIIAT.
5. Macrep-knacc mo NpuMEHEHHUI0 YHUKAITBHBIX HHCTPYMEHTOB
Koncynpsrantllntoc — opopmieHne KaapoBbIX JOKYMEHTOB C 3 3
JUCTAaHIIMOHHBIMU COTPYIHUKAMH.
6. MTorosoe TectupoBaHue. 1 1
7. Utoro: 16




2.3. PaGouue nporpaMMbl AUCUMILIUH (MOY 1€, TeM)

1. IloHsATHE ¥ BUABI IUCTAHITMOHHOHN paOOTHI.

2. Oco0eHHOCTH AUCTAHIMOHHON PabOTHI, B TOM YHCIIE 3a TPAHUIICH.

3. [Mopsamok mpuBIEYCHHUS TUCTAHIIMOHHOTO PAOOTHUKA K JUCIUILUIMHAPHON OTBETCTBEHHOCTH U
OCOOCHHOCTH €T0 YBOJIbHEHHUS.

4. Hanoroo©6mosxeHue BHIIUIAT IPU AUCTAHIIMOHHON paboTe 3a TpaHullei B Cllydae 3aKIII0OUeHUS
I'TI[1, TpynoBoro norosopa. OnpeaeneHue craryca HaIoroBoro pesujenra PO, BiausHue cratyca
Ha HAJIOr000JI0KEHHE BBIILIAT.

5. Macrep-knacc no NpuMEHEHUI0 YHUKAIbHBIX HHCTpYMeHTOB Koncynprantllntoc —
odopMIIeHHE KaIPOBBIX JOKYMEHTOB C TUCTAHIIMOHHBIMU COTPYIHUKAMH.



I11. OPTAHN3AIIMOHHO-IIEJATI'OI'MYECKHE YCJIOBUSA PEAJIM3ALIUN
ITPOI'PAMMBbI

3.1. TpeboBanusi K KBaJuPUKANMH TeJArOrHYeCKHX KaJpoB, MNpeacTaBUTe/lel
NpeINpuATH M OpPraHu3anuii, o00ecneYMBAKIIUX peaJu3auri0 00pPa30BaTEJbHOIO
npouecca

Opranuzanus, OCYILIECTBISIOUIas O00pa30BaTEIbHYIO JESATEIBHOCTb, pEealU3YIoLas
JOTIOTHUTENIbHBIE MPO(ecCHOHANIbHBIE MPOrpaMMBbl, YKOMIUIEKTOBaHA KBaTH(PHUIIMPOBAHHBIMU
KaJgpaMi.  YpOBEHb  KBaNU(HUKAIMM  paOOTHUKOB  OpPraHM3alMM,  OCYLIECTBIISIOIIEH
00pa3oBaTeNbHYI0 JACSITENbHOCTh, pEAINU3YIOLIEH JOMOJHUTENbHbIE MpodecCHOHaTbHbIC
MPOrPaMMBbl, COOTBETCTBYET KBATH(PUKAIMOHHBIM XapaKTEPUCTUKAM [0 COOTBETCTBYIOIICH
JOJIKHOCTH.

TpeboBanmst K  KBanuUKAIMKM  TpernofaBarens. Bricmee  mpodeccrnoHaabHOe
oOpa3oBaHue WM cpefaHee NpodecCHOHaTbHOE O0pa30BaHHE IO HAMPABICHUIO MOATOTOBKU
«O0pa3oBaHue U MeJaroruka» Wik B 00JACTH, COOTBETCTBYIOIICH MPENOJaBaeMOMY TPEIMETY,
0e3 mpeabsaBieHUs TpeOoBaHWUN K CcTaxy paboTel uOO BhICIIEe MPOPECCHOHATBHOE
oOpa3oBaHue WM cpegHee NpodecCHOHATBbHOE  O0pa3oBaHHE W JIOTIOJHUTEIBHOE
npodeccuoHanpHoe O0Opa30BaHME IO HANPABICHUIO JCSITENBHOCTH B 00pa3oBaTeIbHOM
yupexJieHuu 0e3 npeabsBieHus: TpeOOBaHUM K CTaXy paOOThI.

[legarornyeckue pabOTHUKHU 00s3aHBI TPOXOAUTh B YCTAHOBJIEHHOM 3aKOHOIaTEIbCTBOM
Poccuiickoit ®exeparuu  mopsiike OOyYeHHE TIO JOMOJHHUTEIBHBIM TPO(ECCHOHATHHBIM
porpaMmam 1o npouiTo neaarorndeckoi JesTeIbHOCTH HE PeKe OJTHOTO pa3a B TPU roja.

Oco0bie  yciioBHs JOIyCKa K paboTe: OTCYTCTBHE OrpaHMYCHUN Ha 3aHATHE
NeJaroru4eckoin JIeATETBbHOCTBIO, YCTaHOBJICHHBIX 3aKOHOJIaTeNbCTBOM Poccuiickoit
denepanuu.

[IpoxoxaeHune o00sA3aTeNbHBIX MPEABAPUTENBHBIX (TMPU TMOCTYIUIGHMH Ha paboTy) u
MEePUOIUYECKUX  MEIMIIMHCKUX OCMOTPOB  (0OcieqoBaHWi), a Takke BHEOUEPEIHBIX
MEAMIIMHCKUX OCMOTPOB (0OCIenoBaHMii) B MOPSAIKE, YCTAHOBIECHHOM 3aKOHOJATEIbCTBOM
Poccuiickoit @enepanuu.

[IpoxoxaeHne B yCTaHOBJIEHHOM 3aKOHOAaTeNbcTBOM Poccuiickoit denepanuu nopsiake
aTTeCcTallly Ha COOTBETCTBHE 3aHMMAEMOM JT0JIKHOCTH.

3.2. MaTepuabHO-TeXHHYECKHE YCIOBUSA

TpeboBaHMs K MUHUMaJIbHOMY MaTepHaIbHO-TEXHUYECKOMY 00€CIIEYEeHHUIO.

Peanuzamuss mporpammbl TpeOyeT Haiuuus ydeOHOTO KaOuWHeTa, 000pPYJ0BAaHHOTO
yueOHOoIl Mebenbio, TOCKoM min duumyapToM. TexHuUeckne cpencTBa 00yueHHs: KOMIbIOTEPHI
C TporpaMMHBIM oOecmedeHneM. Jlius ydeOHOro mporecca HCIONB3YIOTCS — y4eOHO-
METOAMYECKHE MaTepualbl, yueOHbIle TOCOOus, MPe3eHTAlUU, TECThI Ul CAMOKOHTPOJISE — BCE,
YTO HE00X0AUMO ISl 3(H(HEKTUBHOTO COBPEMEHHOTO O0yUYEHUSI.

Jns  opraHM3alMyd  3JMIEKTPOHHOrO  OOy4eHuss  0o0pa3oBaTelNbHOE  yUpexkJeHHUE
o0ecrieunBaeT JOCTYI 00yYarOIUXCS U MeAarormuecKuX pabOTHUKOB K y4eOHO-METOINIECKOMY
KOHTEHTY, OpraHM30BaHHOMY B BHUpPTYyaJbHOH oOydwaromeil cpene. /[l obecnedeHus
ahdexTrBHOTO 00pa30BaTENBHOTO TIpollecca C TMPUMEHEHHEM DJIEKTPOHHOTO OO0ydeHUs
CIIyIIaTeNns M HE00XO0AUMO clieayoniee MaTepHaIbHO-TEXHUYECKOe o0ecrieueHue:
NEPCOHANBHBII KOMITBIOTEP C BBIXOJIOM B HH(POPMAIMOHHO-KOMMYHUKAITMOHHYIO CETh
WutepHer, rapHuTypa (HaymIHMKH) ¥ [OporpaMMHOe obecriedeHne (makeT OQHCHBIX
MIPUIIOKEHUH, BeO-Opaysep).

Jlist  ycmemrHoro OCBOEHHS OOydeHHsT B DIIGKTPOHHOH ¢opMe OT 00ydaromuxcs
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Tp€6yeTCSI HaBBbIK HMCIIOJIb30BAHHA IMCPCOHAJIBHOI'O KOMIIBIOTECpAa Ha YPOBHC IIOJB30BATCIA —
OCHOBHBIEC TIPHUEMBI PabOTHI ¢ TEKCTOM, (haitlamu 1 mankamu B mpriioxkeHusx Windows, padora
B MH(OPMAIIMOHHO-TEJICKOMMYHUKAMOHHOW ceTd MHTepHET (B TOM YHCIIe HCIOJIb30BaHUE
CEpPBUCOB AJIEKTPOHHOMU TIOYTHI).

3.3. YueOHO-MeTOAUYecKHe U MHPOPMAIUOHHBbIE YCJI0BHSI

HopmaTuBHO-IpaBOBbIe AKThI (AKTyaJIbHbIE PeIaKIIMHU):

— Tpynooii konekce Poccuiickoii @eneparuu ot 30.12.2001 Ne 197-03.

— Kopnekc Poccuiickoit denepanun 00 agMUHUCTPATHUBHBIX IPABOHAPYIICHUSX OT
30.12.2001 Ne 195-®3.

— «Hamorossrii kogekc Poccutickoit @deneparuu (wactp BTopas)» ot 05.08.2000 Ne 117-
3.

— Tlo3unuu cynoB mo crnopHbeIM BompocaM. TpynoBoe mpaBo: JuctaHimonHas pabora
(KoncynpranTllntoc).

— Twunosas curyanus: JlucraHuuoHHas paboTa 3a rpaHulel: ohOopMIICHHE W HAJOTH
(UznarensctBo «I1aBHas kHuray, 2025).

— ToroBoe pemenue: Kak oOmaraiorTcsi BBIIUIATHI JUCTAHIIMOHHBIM pPaOOTHUKAM,
HaxoasmuMces 3a npenenamu PO (Koncynerantlhitoc).

— T'otoBoe pemenue: Yto Takoe aucranunoHHas padora (Koncynsrantllnioc).

— ToroBoe pemenue: Kak ohopmuts nprem Ha pabOTy AUCTAHIIMOHHOTO pabOTHUKA
(Koncynprantllnroc).

— ToroBoe pemenune: Kakme ecTb OCOOCHHOCTH YBOJBHEHHUS JUCTAHIIMOHHOTO
pabotnuka (Koncynsrantllnroc).

3.4. MeToanyecKkue peKOMeHIallMH K OPraHu3auuu o0pa3oBaTe/ibHOIO Mpouecca

N3ydenue kypca B 3a04HOM (AMCTAaHIIMOHHOM) pOpMaTe B CUCTEME IUCTAHI[MOHHOTO
oOyuenus L{enTpa 0OpazoBaHUs pacCUYMTAHO HA 2 HEJICITH.

OOyueHue ¢ NpUMEHEHNEM TUCTAaHLMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHH W/WiIn
3JIEKTPOHHOI'0 00YYEHHUs IO MPOrpaMMe OCHOBBIBAETCS HA TUCTAHLMOHHBIX 3aHATHUAX U
CaMOCTOsTeNIbHON paboTe oOydaronuxcs. Bce BUbl yueOHBIX 3aHATUH TPOBOIATCS C
00y4aromyuMHUCs TUCTAaHIMOHHO, C UCIIOJIb30BaHUEM BO3MOXKHOCTeH MIHTepHeTa, a Takxke ¢
UCIIOJIb30BAaHUEM MTOUYTOBBIX AJIEKTPOHHBIX OTIIPABIICHUH.

ITo oxoHYaHMM U3YyYEHHS KaXXI0TO pa3zesia MporpaMMbl 00y4JaroIUMCsl pEKOMEHJOBAHO
(B paMKax MpOMEXYTOYHOU aTTeCTallui) MPOUTH TECTUPOBAHUE C LIENbIO0 caMoIpoBepku. Eciu
BO3HHUKAIOT TPYAHOCTH B OTBETAX Ha BOIPOCHI, CIEIyeT BEPHYTHCS K U3YUEHHUIO TEMBI WIIH
3aJaTh BOIPOC IO COJIEPKAHUIO YUeOHOT0 MaTepuania.

ITo 3aBepiIeHNH U3Y4EHUS TPOTrPAMMBbl HEOOXOIUMO MTPONTH UTOTOBOE TECTUPOBAHUE.
Caymarens JOMyCKaeTcs K c/laye UTOrOBOr0 TECTA MPU YCIOBUHU YCHEITHOTO MPOXO0XKICHHS
TECTOB JIJISl CAMOIIPOBEPKH 110 UTOTaM M3yUeHHS BCEX Pa3J/ielioB IpOorpaMMbl. PekomMeHryemas
1St OoJiee Tiy0oKOoro U3ydeHHs Kypca JINTepaTypa U CChUIKU MPEJICTaBICHbI B pa3jiene
«MHdpopmanrioHHOE 0becTieyeHHEe».
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IV. ®OPMbI KOHTPOJISA U OEHOYHBIE MATEPHUAJIBI 110 ITIPOT'PAMME

4.1. ®opMbI aTTECTANNH

Jlnst mpoBeAeHUsl aTTeCTallMM 1O IMporpamme paszpaboraH POHJ OLIEHOYHBIX CPENCTB,
SABIISIOIIMNCA HEOTHEMJIEMOM YacThbi0 y4eOHO-METOAUYECKOro KoMiuiekca. POHJI OLIEHOYHBIX
CPEICTB COOTBETCTBYET IEJIIM U 3ajadaM NPOrpaMMBbl  TOBBIMICHUS KBATU(UKALNUN
crenuanucra, y4eOHOMY IlaHy M 0OecleyMBaeT OLEHKY KayecTBa Mpo(heCCHOHATbHBIX
KOMITETEHIIH, TPHoOpeTaeMbIX 00yUJarOIIUMCSI.

Texymmii KOHTPOJb 3HAHMI MpejJiaral0 OCYIIECTBIATh TaK: BKIIOYaeT B cels
KOHTPOJIb 32 Y4eOHO# paboToi cirymaTenei 1 MpoBepKy KadecTBa 3HAHUN U YMEHHH, KOTOPBIMHU
CIIylIaTeIy OBJaJed Ha OIpeleleHHOM »JTane o0ydeHus. TeKymuid KOHTpPOJIb 3HAHUUN
npoBOAHUTCS B (hOpME MPOBEPOYHOTO TECTHPOBAHUS HA MPOTSHKCHHH BCErO OOYYEHHUsS I10
nporpamme. Texkyuuil KOHTPOJIb MPOBOJUTCS MOCPEICTBOM y4yeTa U KOHTPOJISl MOCEIAeMOCTH,
T.€. IEPUOJIa HAXOXKIACHUS 00YJAIOIIETOCS B CUCTEME JICKTPOHHOTO O0Y4EHUSI.

IIpomexyTouHasi _aTTecTalMsl —  OICHKAa KauecTBAa YCBOCHHUS OOYYarONIMMHCS
coJiepKaHusl y4eOHBIX MOYJICH HETOCPEACTBEHHO IO 3aBEPUICHUN UX OCBOCHUS, IIPOBOAMMAS B
dopMe 3aueTa B BHUIE TECTHUPOBAHHS. 3a4eT BBICTABISETCS MO PE3yNbTaTaM MPOMEKYTOUHOM
aTTectauuu B Buje tectupoBanus B cucteme CLO.

HroroBas arrecTtanms — TpoOIEAypa, MPOBOAMMAS C LENbIO YCTAHOBIEHUS YPOBHS
3HaHUH OOYYAIOMIMXCSI C YY4ETOM IMPOTHO3HPYEMBIX PE3YyIbTaTOB OOy4YeHHS M TpeOOBaHUH K
pe3yibTaTaM OCBOEHHS 00pa3oBaTeNbHOM mporpaMmbl. MToropas arrecTanusi OO0y4aromiuxcs
ocymecTBisieTcs B hopme 3adera, B Buje tectupoBanus B cucreme C/1O. Mtorosas arrecranus
MPOBOAMUTCSA JUIsl OIpENETICHHs] COOTBETCTBHS MOJYYCHHBIX 3HAHWI, YMEHHI M HaBBIKOB IO
nporpaMMeé ¥ YCTAaHOBJICHUS  COOTBETCTBHSL  YPOBHS  CICIUAINCTA  TIPEIBSIBISICMBIM
TpeOOBaHUSM.

K wuroroBoit arrectanmm JOMYCKAIOTCS OOydYaloOUIMecs, TIOJHOCTHIO OCBOMWBIIIHE
OporpaMMy U CHaBIIME MPOMEKYTOUYHYIO AaTTECTAllMI0 C TOJOXKHUTENbHBIM PE3yIbTaTOM.
OOGyuaromumcs, HE  TPOIIEANINM  HTOTOBYIO aTTECTAllMI0O WKW TIOKa3aBIIUM
HEYJIOBJIIETBOPUTEIIbHBIC PE3YNbTaThl, a TakK)Ke€ OCBOMBIIMM 4YacTh [Iporpammsl, mo 3ampocy
oOyyJaromerocss BBIJIa€TCS COpaBKka 00 OOy4YeHHUM WM O Tepuoje oOydeHus 1o oOpasiry,
CaMOCTOSITENIbHO YCTaHABIMBAEMOMY 00pa30BaTeIbHONM OpraHU3aIuei.

OO0yyvaromuMces, yCIenrHo MPOIIEAIUM UTOTOBYIO aTTECTALIMIO U TTOKa3aBIINM
MOJIOKUTEIBHBIE PE3YbTAThI, 10 UTOTaM 00YUYEHHUS BBIAAECTCS YI0CTOBEpPEeHHE O MOBbIIIEHUH
KBaJM(UKAIUN YCTAHOBIEHHOTO OpraHu3anuei oopasia.

4.2. Kputepuu o1nieHKH 00y4aommxcst

Kputepuu onenku 3Hanuit oOyuaronuxcs pazpadbortansl ¢ yuetom [IpodeccronanbHOro
crangapta «CrenuanucT 1o ynpasienuto nepcoranom» (ITpukaz Munrpyna Poccun ot 09.03.2022 Ne
1091 «O6 yTBepkAeHHN TPOGECCHOHANIBHOTO cTaHAapTa “CrenuairicT 0 yIPaBICHUIO IEPCOHATIOM ).

IMpeameTt

OLlEHNBAHMS O0BeKT OlleHNBAHUSA IMoka3aTe/ib OLIEHKH

(KoMmrIeTeHIuH, (HABBIKH, TPY/AOBBIE AeiiCTBUS) (3HAHMS1, YMEHHUS)
TpyHoBbIe (PyHKIMH)
Benenue e Pa3paboTKa MPOEKTOB JIOKAIBHBIX 3uanus:
JIOKyMEHTalluu 110 HOPMATHUBHBIX AKTOB OPTAHU3ALIUH, o TexHoJIOrMH, METOJBI U METOAMKH NPOBEACHHS aHaIN3a U CUCTEMaTH3aLH
YUETY U IBUKEHUIO PETYIUPYIOIUX TPYAOBbIE OTHOILICHUS. JOKYMEHTOB W HH(OPMALIIH.
nepconana (A/01.6) e Pa3paboTKa MPOEKTOB JTOKYMEHTOB I10 o JlokaJibHbIE HOPMATUBHBIE AKThl OPTaHU3ALUH, PETYJIUPYIOIINE MOPIIOK

0(hOPMIICHHIO TPYIOBBIX OTHOLICHUIT C
KOHKPETHBIM PaOOTHHKOM.

o [TororoBKa NpeIokKEeHUH 110
onTUMu3anuy GopM JOKYMEHTOB U
1 (POBU3ALMI TOKYMEHTO000poTa
OpraHu3alyy B 00s1acT 0popMITCHUS
TPYIOBBIX OTHOILICHU.

e [loaroroBka NpoeKkToB JOKYMEHTOB IO

oopMIIeHNST pacHOPSITUTENEHBIX U OPraHH3alMOHHBIX JOKYMEHTOB I10
MepCcoHay, 0(pOPMIICHHIO TPYIOBBIX OTHOIIEHHH.

OpraHu3aloHHas CTPYKTypa OpraHU3aIHu.

OCHOBBI JOKYMEHTO00O0POTa U JOKYMEHTALIOHHOTO 00ECIIeUeH s OpraHU3aLHH.
HopmaTHBHBIE IPAaBOBBIE aKThI, PETYIHPYIOIIIE IIPaBa U 00s13aHHOCTH
roCcyJapCTBEHHBIX OPTaHOB, IPEACTABUTEIBHBIX OPIraHOB PAOOTHUKOB MO
MPEIOCTaBICHHIO YICTHOM JOKYMEHTALUH.

Ymenus:
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IIpeameTt
OllCHUBAHUSA
(KOMIIETeHIINH,

TpyIOBEIe (PyHKIMH)

O0BbeKT oLeHNBAHHS
(HaBBIKH, TPYIOBbIe 1CHCTBHS)

Iloka3zaTens oneHKH
(3HAHHSA, yMEHHS)

IpoleaypaM yIpaBIeHUs IEPCOHAIOM,
ydeTa U IBHKEHHs IIEpCOHAJIA.

AHaHI/I3I/IpOBaTL JIOKQJIbHBIC HOPMATUBHBIC aKTbl U TOKYMEHTEI 110 Od)OpM.TIeHI/IIO

TPYAOBBIX OTHOIICHUH, (POPMUPOBATH HPEIVIOKEHHS [0 X AKTyaIH3alHN 1
YIAYUILECHHIO.

Onpenensts CTPYKTypY U COZIepKaHHe, TOTOBUTh MPOCKTHl HOPMATHBHBIX
JOKYMEHTOB U JOKYMEHTOB 10 O(OPMIICHHIO TPYIOBBIX OTHOLICHHIA.
OdopMIIATh KagpOBbIE JOKYMEHTBI B COOTBETCTBUH C TPEOOBAHUSIMH
3aKoHozarenbcTBa Poccuiickoit denepanuu 1 J0KaJIbHBIMU HOPMaTUBHBIMU
aKTaMy OpraHU3alHH.

ObecnieunBath cOOMIOIeHIE TpeOOBaHHI 3aKOHOKaTeNbCTBA Poccuiickoit
®Denepanun, KOPIOPATUBHBIX MOJIUTHK B 00JIaCTH 00pabOTKU MEpCOHAIBHBIX
JTAHHBIX ¥ KOH(QUICHIINATbHON HHPOPMALIIH.

OGopMIIATh y4eTHBIEC JOKYMEHTBI, TIPEJOCTABIISIEMbIC B TOCYIapCTBEHHBIE
OpraHbl, IPEeCTaBUTEIILHBIC OPraHbl PAOOTHUKOB.

OpraHu30BbIBaTh XpaHEHHUE JJOKYMEHTOB B COOTBETCTBUH C TPEOOBAHHAMH
3aKoHoJaTenbcTBa Poceuiickoit denepanuu U J0KaJIbHBIMU HOPMaTHBHBIMU
AKTAMH OPTaHU3aLHH.

Pa3paboTka THIIOBBIX
(hopM JIOKYMEHTOB 110
Y4ETY U JBHKEHHUIO
TepcoHaa,
COMPOBOXKICHUE
mpoueayp
odopmiteHus
TPYIOBBIX
otHowenuii (A/02.6)

PazpaboTka NpoeKTOB JIOKAIBHBIX
HOPMAaTHBHBIX aKTOB OpTaHHU3aIHH,

PeryIupYIOIUX TPY/I0BbIE OTHOLICHHUS.

Pa3paboTka MPOEKTOB JOKYMEHTOB I10
0(hOPMIICHHIO TPYIOBBIX OTHOLICHHUIT C
KOHKPETHBIM PaOOTHUKOM.
TloaroroBka npeyioxKkeHui 1o
ONTHMHM3ALMHU (POPM TOKYMEHTOB H

I (pOBU3AMI TOKYMEHTO000pOoTa
OpraHHu3aIuy B 00J1aCTH OOPMITCHUS
TPYJIOBBIX OTHOILEHUH.

ToxaroroBka NpoeKTOB JOKYMEHTOB 10
HpoLeypaM YIpaBJICHHUs IEPCOHAIIOM,
ydeTa ¥ ABHKECHHS IIePCOHAIA.

3uanusn:

TeXHOJIOTHH, METOBI U METOJUKH MPOBE/ICHUS aHAIIM3a U CUCTEMaTH3allu1
JIOKyMEHTOB ¥ HH(OpMAIHH.

JIokanbHbIe HOPMATUBHBIC AKThI OPTaHM3ALUH, PETYJIUPYIOLINE TOPSI0K
oopMIICHHUS PacHOPSAUTEIBHBIX U OPraHU3aIMOHHBIX JOKYMEHTOB 110
MepCoOHay, 0(pOPMIICHHIO TPYIOBBIX OTHOLICHHI.

OpraHu3aioHHas CTPYKTYpa OPraHU3aIHH.

OCHOBBI HOKyMCHTOO60pOTa 1 JOKYMEHTALlUOHHOT'O obecrieueHust OpraHusanuu.

HopMaTHBHBIE IPAaBOBBIE aKThI, PEryJIHPYIOIIUE IIpaBa H 00s13aHHOCTH
TOCY/IapPCTBEHHBIX OPraHOB, MPEICTABUTEIILHBIX OPraHOB paOOTHUKOB TI0
MPEIOCTaBICHHIO YICTHOH JOKYMEHTALHH.

Ymenusi:

AHaIM3UPOBATh JIOKAJIbHbIE HOPMATHBHbIE AKThI U JOKYMEHTHI 110 0)OPMIICHHIO

TPYIOBBIX OTHOLICHHUH, (POPMHUPOBATE MPETIOKEHHS 110 UX AKTyaIH3aLHH 1
YIIy4IIEHHIO.

Omnpenensats CTPYKTYpy U COJlEpIKaHHe, TOTOBUT IIPOEKTH HOPMAaTUBHBIX
JOKYMEHTOB U JJOKYMEHTOB I10 O(pOPMIICHUIO TPYIOBBIX OTHOLIECHHI.
OdopMIATh KaJpOBBIe JOKYMEHTHI B COOTBETCTBUH C TPEOOBAHUSIMI
3aKoHOzaTenbeTBa Poceniickoit deneparyu U TOKaIbHEIMA HOPMaTHBHBIMU
aKTaMH OpTraHU3aIHH.

ObecnieunBath coOmoIeHNEe TPEOOBaHUI 3aKOHOAaTENbCTBA Poccuiickoit
®Denepanun, KOPIOPATUBHBIX TOJIUTUK B 00J1aCTH 00pabOTKHU MEPCOHATBHBIX
JAHHBIX ¥ KOH(UISHIINATBHOI HH(POpMAINH.

OdopMITATH ydeTHbIC JOKYMEHTHI, IPEAOCTaBIIEMbIC B TOCYIapCTBEHHBIC
OpTaHBl, IPEACTaBUTEIbHBIE OPTaHbl PAOOTHHKOB.

OpraHu30BBIBaTh XpPaHEHNE JOKYMEHTOB B COOTBETCTBUH C TPEOOBAHHAMHU
3aKoHOzarenbeTBa Poceniickoit deneparyu U TOKaILHEIME HOPMaTHBHBIMI
AKTaMH OpTraHU3aIHH.

AJIMUHUCTPHUPOBAHUE
TIPOLECCOB U
JIOKyMEHT0000poTa
0 y4eTy U
JBIKEHUIO
MepCcoHala,
MPE/ICTABICHUIO
JIOKYMEHTOB I10
MepcoHaly B
rOCy/apCTBEHHBIC
oprans! (A/03.6)

Pa3paboTka MpoeKTOB JIOKAIBHBIX
HOPMAaTHBHBIX aKTOB OPTaHHU3AINH,

PEryIUpPYIOIHUX TPYAOBBIE OTHOIICHHUS.

Pa3paboTka NpOeKTOB JOKYMEHTOB 110
0(hOPMIIEHHIO TPYIOBBIX OTHOLICHHUIT C
KOHKPETHBIM pabOTHHKOM.
TToaroroBka npeoxKeHuit 1o
onTUMHU3aINH GOpPM JOKYMEHTOB U

U (ppOBU3aLUH JOKYMEHTOO00POTa
OpraHHu3aluy B 00J1acTH 0hOPMITCHUS
TPYZOBBIX OTHOIICHUH.

TToaroroBka nMpoeKToB JOKYMEHTOB I10
MIPOLIEypaM YIPABIIEHUs IEPCOHAIIOM,
yueTa U ABM)KEHHS TIepPCOHaa.

3uanus:

TexHOIOTUH, METOABI i METOJUKH MIPOBEICHUS aHAIN3a H CHCTEMATH3aInN
JOKYMEHTOB U HH()OPMAIIHH.

JlokanbHble HOPMATHBHBIE aKThI OPTaHU3AINH, PETYIUPYIONIHE TOPSIOK
oopMIICHNST pacHOPSITUTENEHBIX U OPraHH3alHOHHBIX JOKYMEHTOB I10
MepcoHaly, 0(pOPMICHHIO TPYIOBBIX OTHOIICHHIA.

OpraHu3aloHHast CTPYKTypa OpraHu3aIyy.

OCHOBBI JOKyMEHTO000POTA U IOKYMEHTAI[HOHHOTO 00ECTIeYeHUs OpraHU3alHH.

HopmatuBHbIE MPaBOBbIE aKThI, PETYIUPYIOIIIE IPaBa 1 00A3aHHOCTH
rOCYIapCTBEHHBIX OPTAHOB, PEACTABUTENHHBIX OPTraHOB PAOOTHHUKOB MO
MPEIOCTaBICHHIO YIETHOH JOKYMEHTALHH.

Ymenusi:

AHaJ’II/ISI/IpOBaTL JIOKaJIbHBIE HOPMAaTHUBHBIC aKThl U TOKYMEHTBI 110 O(l)OpMJ'[eHI/IIO

TPYAOBBIX OTHOLICHUH, (POPMHUPOBATH MPEITIOKEHHUS 110 UX aKTyaIn3aLuy 1
YIy4IICHHIO.

Onpeensith CTPYKTYPY U COAEPIKAHHE, TOTOBUTH MPOCKTHl HOPMATUBHBIX
JIOKyMEHTOB U JJOKYMEHTOB 110 O()OPMIICHHIO TPYJOBBIX OTHOIICHHIA.
OopMIIATh KaAPOBBIE JOKYMEHTHI B COOTBETCTBUH C TPEOOBAHUSIMHU
3aKoHozarenbeTBa Poceniickoit deneparyu U TOKaIbHBIMA HOPMAaTHBHBIMH
AKTaMM OpTaHU3aLHH.

ObecnieunBath cOOMIOICHNE TpeOOBaHHH 3aKOHOKaTeNbCTBA Poccuiickoit
Denepanyy, KOPIOPATUBHBIX MOJIUTUK B 001aCTH 00pabOTKH NEPCOHATBHBIX
JTAHHBIX ¥ KOH(QUICHIINATbHON HHPOPMALIIH.

OdopMIATh yaeTHBIE JOKYMEHTHI, IPEAOCTABIIIEMbIE B TOCYAapCTBCHHEIE
OpTaHbl, IPEACTaBUTENbHBIC OPTaHbl PAOOTHHUKOB.

OpraHu3oBBIBaTh XPaHEHUE JOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMHU
3aKoHOzaTenbcTBa PO 1 10KaIbHBIMU HOPMATHBHBIME aKTAMH OpraHU3aMHH.
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Onenka kadectBa ocBoeHHs IIporpammel B mporecce HMPOMEXYTOYHOH M UTOTOBOM
aTTeCTallUU OCYLIECTBIsETCA B (hOopMe 3aueTa.

Ouenka Kpurepun onenkn

—  «3ayemy BBICTABISIETCS O0O0ydYalolmeMycCs, €CITU OH TBEPAO 3HAET
Marepuan Kypca, IpPaBUIbHO MPUMEHSET TEOPETHUECKHE TOJIOKECHHS TPU
PEIICHUH MPAKTHYECKHX BOIPOCOB, BJIaJeeT HCOOXOJAMMBIMU 3HAHUSIMH U
npueMaMu WX  BBIIOJNHEHUs. Ha  mpomexyrodHoM /|  HTOTOBOM
TECTUPOBAaHWM oOOydJaromwuiics aomkeH nath Oonee 70% mpaBUIBHBIX
OTBETOB.

«3a4meHo)»

—  «Heszauem» BbICTaBIsieTCs OOy4aroleMycsi, KOTOpPbIi HE 3HaeT
3HAYUTEIbHOW YacTH MPOrPaMMHOIO MaTepHaa, JO0IMyCKaeT CYIIeCTBEHHbIC
OLIMOKH, HEYBEPEHHO, ¢ OOJIBIIUMHU 3aTPYAHCHUSIMH PEIIacT MPaKTUICCKUE
BOIPOCHI WJIH HE CIIPABJSIETCS] ¢ HUMU CaMOCTOATEIbHO. Ha nmpomMexyTogHOM
| uToroBoM TecTupoBaHMHM oOOyuaromuiics maetr meHee 70% mpaBHIIBHBIX
OTBETOB.

«HE 3a4meHo»

4.3. ®OoH/ OLIEHOYHBIX CPeICTB
IIpumepHbIe BApHAHTHI TECTOBBIX BOIIPOCOB /LIS IPOBeeHNs POMEKYTOUYHOM 1
HUTOr0BOIi aTTecTAlMHU N0 IPOrpamMMme:

Bonpoc: Mundun npunsi 3akon o BHeceHun nonpasoxk B HK P®, kacarommuxcs
00J10:xeHuss HA®JI 10xX010B, BHIIUIAYMBAEMbIX JIMCTAHIMOHHBIM PA0OTHHKAM.

A) Ha, ¢ 01.01.2024 ¢ yensax HADJI sapniama, komopyio poccutickuti pabomooamers
sbiniauueaen OUCMaHYUOHHOMY pabOmMHUKY, HaxXooawemycs 3a npederamu PD, 6yoem
cuumamscst 00X000M, ROLYYEHHbIM Om poccutickoeo ucmounuxa. Coomeememeenno, HIDJI ¢
MAaKux 3apniamHslx 00X0008 6y0em UCUUCTAMb, YOEPHCUBAMb U YRAAUUBAMb 8 OI00dHCem
pabomooamens 6 Kauecmee HAI0208020 A2eHMA.

b) Het, 3T0 n1111b 3aKOHONIPOEKT.

Bonpoc. OTBeTCTBEHHOCTH 32 onpe/iejieHHe CTATYCa HAJIOrOBOro pe3uaeHTa P® Jieskut Ha
CcaMOM HAJIOroIIaTe/IbIIUKe, TO ecTh Ha u3Juie.

A) [a, Bcé BepHO.

E) Hem, omeéemcmeenHoCmb 3a NPasuibHOCMb OnpedeneHis Haao208020 Cmamyca
Qusuuecko2o tuya — noryuamens 00X00a JeHCum Ha HAI02080M a2eHme.

B) OTBETCTBEHHOCTH HE YCTaHOBIIEHO.

Bonpoc. B ciayuae pa6orsl Gpu3InoM 3a rpaHuLieil peKOMeH1yeTCs 3aKJII04aTh TPYA0BOii
JA0TOBOP BO H30esKaHHE PHCKOB.

A) Jla, Tak peKOMEHAYIOT BCE KOHTPOJIUPYIOIINE OPTaHbl.

b) Hem, sonpoc docmamoyuro cnopHbiii.

Bonpoc. ®u3iuno — nHocTpaHHbli rpaxaanun padoraer no I'TI/ 3a npexesamu P®. On
He SIBJISIETCH HAJIOTOBBIM pe3nieHTOM P®. JI0/KHBI JIM ObITh HAYMCJICHBI CTPAXOBbIE
B3HOCHI 110 I0TOBOPY?

A) Jla, nomkHbl ObITh HauKcleHbl B3HOCH HAa BHUM, OMC u OIIC B 061iem nopsjake.

b) Jla, HO HauKCIAIOTCA TOJIBKO B3HOCHI HAa TpaBMaTu3M, yiutauuBaemsie B @CC.

B) Hem. Cmpaxogvie 63H0Cbl He HAUUCTAIOMCAL.

Bomnpoc. C rpaxaannnom P®, nHanorosbiM pe3ugeaTom P® 3akiarwuen xorosop I'TI/ o
padote 3a npeaeaamu P®. Hy:KHO i1 HAYUCJIATH CTPAX0BbIe B3HOCHI?

A) Ha, oonxcnol bvimo navucnenwt 63nocvl Ha BHuM, OMC u OIIC 6 o6wem nopsioke.

b) [a, Ho HauucastoTcs B3HOCH Todbko Ha OIIC u OMC.

B) Her. CtpaxoBbie B3HOCHI HE HAYUCIISIIOTCS.
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V. HHO®OOPMAIIUA Ob ABTOPAX KYPCA

IIporpammy paspatoranu:

KosecunkoBa $IlHa AsekcaHapoBHA — BeIylIMd IOPUCT O TpyaoBoMy mpaBy Llentpa
npaBoBoro koncasituara OO0 «JIKO/I».

Acany/uiuHa JBejquHa MyaapucoBHa — BEAYIIMA KOHCYJIBTAHT IO  HAJOTOBOMY
3aKOHOJATENLCTBY U OyxranTepckomy yuery Llentpa npaBoBoro korcantuara OO0 «JIKO/».

TposikoBa Ejiena AJsiekcaHapoBHa — Beaymuii skcrept LleHTpa MOBBIIEHUsT KBAJIM(UKAITIH
Koncynpsrantllimtoc OO0 «9JIKO/».
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