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. OBIIASA XAPAKTEPUCTHUKA ITPOI'PAMMBbI

1.1. Ha3nauenmue IIporpammbi

JlononHuTenbHass  NpodecCHOHaNbHAas  HpOrpaMMa  TOBBIIICHHUS — KBaJH(PHUKAIUU
«IIpoBepkn 'UT. DddexkTrnBHOE NMPOXOKIACHHE U CEKpeThl ycrmexa» (mamee — I[Iporpamma)
HaIpaBJieHa Ha TOJyYEeHUE HOBBIX TEOPETUUYECKUX 3HAHUN U MPAKTHUECKUX HABBIKOB, a TAKKe
Ha COBEPIIEHCTBOBAHUE KOMIIETECHIMH, HEOOXOIUMBIX ISl MPO(HECCHOHAILHON IEATEIIEHOCTH B
cdepe TOKyMEHTAalMOHHOTO o0ecreueHrs paboThl C IEPCOHATIOM.

[Iporpamma pernamMeHTUpPYET L, IUIAHUPYEeMbIe Pe3yJIbTaThl, COACPIKAHUE, YCIOBUS U
TEXHOJIOTUM peain3alliil  00pa3oBaTeIbHOr0 IpoIecca, OIEHKY KadecTBa MOJTOTOBKH
oOydJaronuxcsi W BKJIIOYAeT B ceOs ydeOHbIH I1aH, (OHABI OIEHOYHBIX CPEICTB, (HOPMBI
KOHTPOJIS 3HAHUH M TpeOOBaHUS K €ro MPOBEICHHIO, KaJeHIApHbIA ydeOHbINH TpaduK U aApyrue
MaTepuaibl, 00eCeurBaloIINe KaueCTBO MOATOTOBKH 00YYarOINXCSl.

1.2. HopmaTHuBHO-TIpaBOBbIe OCHOBaHUsA pa3padorku IIporpaMmmbl

1. ®enepanbubiii 3akoH Poccuiickoit ®enepammm ot 29.12.2012 Ne 273-®3 «O6
oOpa3oBanuu B Poccuiickoii @enepannmny.

2. Ilpuxaz Munobpuayku Poccum ot 24.03.2025 Ne 266 «OO6 yrBepxkaenuu [lopsiaka
OpraHu3allii U OCYIIECTBICHUS 00pa30BATENbHON AEATEIBHOCTU IO JOMOJHUTEIHHBIM
npodeccHoHaTBHBIM IPOrPaMMaM.

3. Tlpuka3z MwunmctepcTBa Tpyna u conuanbHou 3amuThl Poccum ot 09.03.2022 Ne 109H
«O0 yTBepkIeHHH TPOPECCHOHAILHOTO cTaHgapTa «CHeUaiucT IO YIpPaBICHUIO
HIEPCOHATIOM.

4. Tlpukaz3 MunoOpHayku Poccum Ne 1461 ot 14.12.2015 «O6 yTBepKIeHHU
denepanbHOTO rocy1apCTBEHHOIO 00pa30BaTeIbHOIO CTaHAapTa BBICIIETO 00pa30BaHMs
no HampamieHuto noaroroBku 38.03.03 VYmpasnenwe mnepcoHarioM (ypOBEHb
OaxanaBpuara)y.

1.3. TpeGoBanus K cJaylIaTeJ M

Kareropus cinymareneii: nuia, UMeIONe cpeanee npopeccCuoHanbHOe U (WIH) BBICIIEE
o0Opa3oBaHme; IUIa, MOIyYaoIre cpeaHee mpodeccuoHaabHoe U (MK) BBICIIee 00pa3oBaHue.
[IporpamMma MoskeT OBITH peKOMEH0OBaHA I O0YUECHHUS:
—  CcIenUanucTa no opOpMIICHUIO TPYAOBBIX OTHOLICHUH;
— CHENHaNUCTAa MO JOKYMEHTAIIHOHHOMY OOECIIEUeHUIO MePCOHANa;
— CHOeNHaNucTa Mo IepcoHany;
— CHENHAaNUCTA MO KaapaM.

[Iporpamma MokeT OBITh HWHTEpPECHA i TpEeACTAaBUTENCH crlenyromei IeneBon
ayJUTOPHUU:
— paboOTHMKM OpraHM3aLuil OI0/PKETHOU Cdepsl;
— pabOTHUKHM KOMMEpPYECKHUX OpraHu3alui;
— MWHBIE 3aWHTEPECOBAHHBIC JIMIIA, JKENAIOLIMEe MOBBICUTh YPOBEHb CBOEH
KBasin(ukauu B cpepe opraHusaiuy U BeJeHHs KaJpoBOro JOKyMEHTO000poTa.

1.4. ®opma u cpoku o0y4yenus no [lporpamme

@dopma o0OydeHus: 3a04Has, C MPUMEHEHHEM JHCTAHIIMOHHBIX 00pa30BaTENbHBIX
TEXHOJIOTHI W/WIH SJIEKTPOHHOTO O0yUJeHHUS.
Tpynoemkocts IIporpammel: 24 akaieMHYECKHX Yaca.




Cpoxu ocBoenus Ilporpammel: 2 HeeIH.

Pexxum 3anaTuii: onpeaensercs KajleHIapHbIM y4yeOHBIM IpadUKoM; JOCTyI OOydaroluxcs K
UH(POPMALIMOHHBIM MaTepuaiaM — TEKCTOBOW, rpaduueckoil mHpopmanmuu 1o IIporpamme
OCYILIECTBIIsICTCS Yepe3 ceTh MiHTepHeT B pexxnme 24 yaca B CyTKU 7 JHEW B HEJIEIIO.

1.5. llesan 06yuenus no [Iporpamme

Lenp o00y4yeHus: co3laHUE YCIOBUM JUId IOJIyYE€HUs  CIIYIIATEIsIMH  HOBBIX
TEOPETUYECKUX 3HAaHUH U MPAKTUYECKUX HABBIKOB, @ TAKXKE COBEPLICHCTBOBAHUS KOMIIETEHLIUH,
HEOOXOAUMBIX  JUIE  NPO(PECCHOHATBHONW  JNEATENPHOCTH  CIEHUATUCTOB B cepe
JOKYMEHTAIMOHHOT0 00ecredeHus: paboThl C IEPCOHAJIOM.

3amagya OOydYeHUsS — TIOBBIIICHHE KBaTM(UKAIMU CICHUATNCTA, KOTOPHIH JOJHKECH
OCYIIECTBIISITH B paMKaX TPYAOBOH (DYHKIIUU CIIEAYIOIIUE NCUCTBUSA:

— BEIEHHE Yy4yeTa, MPEIyCMOTPEHHOrO0 TPYAOBBIM 3aKOHOJATEIBCTBOM Poccuiickon
®enepanuy;

— perucrpauus, ydeT, ONEpaTUBHOE XpaHEHUE KaJpOBBIX JOKYMEHTOB, MOATOTOBKAa UX K
CJlaye B apXUB;

— TMOArOTOBKAa IMPOEKTOB JOKYMEHTOB MO MPOLEAYypaM YIPaBICHHS MEPCOHAIOM, ydeTa U
JBUKECHHUS IEpCOHAaa,

— TMOArOTOBKA IO 3alpoCy TOCYJAPCTBEHHBIX OPraHOB, MPEICTABUTEIIBHBIX OpPraHOB
pabOTHUKOB OPHUTMHAJNOB, BBIHUCOK, KOMUWA JOKYMEHTOB U MPEAOCTaBICHHE B
AJIEKTPOHHOM BHUJIE CBEIACHUM, PETJIAMEHTUPYIOIIMX TPYAOBBIE OTHOLICHUS M UMEHOIIUX
OTHOILLEHUE K PErIAMEHTALINHU TPYAOBbIX OTHOUICHUH;

— TOJrOTOBKAa YBEJIOMJICHHM, OTYETHOM, CTATUCTHYECKON U aHAIUTHYECKOW MH(pOpMAIINH 110
0(OPMIICHUIO TPYJOBBIX OTHOIIICHUH;

— OopraHmzaiys J0KyMeHToo0OpOTa M0 y4YeTy U JABIKEHHUIO MePCOHaNa;

— OpraHusauys IpeaCcTaBICHUs JOKYMEHTOB [0 MEPCOHANY B TOCYIAPCTBEHHBIE OPTraHbl,

— TOJrOTOBKAa YBEIOMJICHHH, OTYETHOM, CTATUCTHUECKON U aHAIUTHYECKOW MH(pOpMAIINH 110
MepcoHaiy.

IIporpamMa HampaB/jieHa Ha COBEpPIICHCTBOBAHME KOMIeTeHLMii, KauyeCTBEHHOe
N3MeHeHHe KOTOPBIX OCYLeCTBJIsieTCs B mpouecce 00yueHusi no 1anHoii [lporpamme:
Ha 6aze ®I'OC BO 38.03.03 YnpaBneHue nepcoHanoM:
— CIOCOOHOCTh paboTaThb B KOJUIEKTHBE, TOJIEPAHTHO BOCHPHUHUMAs COLIMANIbHBIE,
STHUYECKHUE, KOH(DECCHOHANbHBIC U KyabTypHbIe pasnnuus (OK-6);
— CHOCOOHOCTB K CaMOOpraHu3aiuu u camooodpaszosanuio (OK-7);

— yYMEHHE MPHUMEHITh TEOPETHUECKUE TOJIOKECHHS] B TMPAKTHKE YIPABICHHUS MEPCOHAIOM
opraumsanun (OI1K-1);

— CIIOCOOHOCTh aHAJIM3MPOBATH PE3YJbTATHI HMCCICNOBAHWN B KOHTEKCTE IeNed W 3agad
cBoeii opranusaruu (OITK-5);

— CHOCOOHOCTH HCIIOJNB30BaTh HOPMATHUBHBIE MPABOBBIE aKThl B CBOEH MpodeccroHAIbHOMN
JESTENIbHOCTH, AaHAU3UPOBATh COIUAIBHO-DKOHOMUYECKHE MPOOIEMBbl M TPOIECCH B
OpraHu3aIliy, HAXOJIUTh OPTaHW3AMOHHO-YIPABICHYECKHEe M YKOHOMHYECKHE pEIIeHUs,
pa3pabaTheiBaTh ATOPUTMBI UX pEAM3allMd ¥ TOTOBHOCTh HECTH OTBETCTBEHHOCTH 33 HMX
pesynbratel (OI1K-8);

— CHOCOOHOCTH peliaTh CTaHIAAPTHBIC 3a/1a4y MPOPECCHOHANBHON AESITENFHOCTA HA OCHOBE
nH(popManmoHHOW u OMONHorpaduIecKol KyJIbTyphl ¢ MPUMEHEHUEM HH(POPMAIIMOHHO-



KOMMYHHUKAIIMOHHBIX TEXHOJIOTHI U C Y4€TOM OCHOBHBIX TPeOOBaHHUM MH(POPMAIIHOHHOM
6e3omacuoctu (OITK-10).

IIporpamma paspadorana Ha 6a3e npogecCHOHAIBHOIO cTaHaapTa «CrneuuaaucT mno
YIPaBJIEHHIO IEPCOHATIOM» € YUETOM CJIeIYIIIUX TPYAOBbIX PyHKIMUH, He00X0AUMBIX /151
BbINIOJIHEHH I OTIPeIeJIEHHOT0 BU/1a NPOo¢ecCHOHATBHOM 1eSITeIbHOCTH:

— JlokyMeHTanmoHHOE oOecreueHre paboThl ¢ iepcoHanom (A).

1.6. Ilmanupyembie pe3yjbTaThbl 00yueHus no Ilporpamme

B ocHOBe mnnaHuUpyeMBIX pPE3yJIbTaTOB H3ydeHUs lIporpamMmel JIEKHUT NOBBILLIEHUE
KBAJTM(HUKAIMK, YPOBHS 3HAaHUH H NPOPECCHOHATBHBIX HABBIKOB CIELUAIHUCTOB IO
O(QOPMIICHHUIO TPYIOBBIX OTHOLICHHM, CHEIHAIUCTOB IO JOKYMEHTAllMOHHOMY OOECIeueHUIO
IIEPCOHAJIA, CIIEUAIMCTOB 110 NIEPCOHAITY, CIIELIUAIIMCTOB I10 KaJIpaMm.

B pesynbrate ocBoenus IIporpammbl HOTKHBI OBITH YCOBEPIIEHCTBOBAHBI CIEIYIOIIHNE
npodeccuonansubie kKoMmeTeHur Ha 6aze ®I'OC BO 38.03.03 YrpapieHue nepcoHaIoM:

— 3Hanue Tpynosoro koxexca Poccuiickon ®enepanvy M MHBIX HOPMAaTHBHBIX IPABOBBIX
aKTOB, COZAEpXkAIllUX HOPMBI TPYAOBOTO MpaBa, 3HAHWE MPOLEAYp MpUEMa, YBOJIbHEHUS,
NepeBojia Ha JIPYryi0 paboTy M TepeMEeNICHHs MepcoHana B COOTBETCTBUU ¢ TpPymOBBEIM
komekcoM  Poccmiickoit  ®enepanm W BIaACHHE ~ HAaBBIKAMH  O(QOPMIICHHS
conpoBoxaaromiei qokymenrtaruu (ITK-10);

— BJaJICHWE HaBbIKaMU pa3pabOTKU OPraHMU3alMOHHOW ¥  (YHKIMOHAJIHHO-IITATHON
CTPYKTYpBI, Pa3paOOTKU JIOKATbHBIX HOPMATHUBHBIX aKTOB, KAaCAIOIIUXCS OpraHU3allud
Tpyda (mpaBwia BHYTPEHHETO TPYAOBOTO pacHopsIKa, IOJOXKEHHEe 00 OTIycKax,
nosioxkeHue o komananposkax) (ITK-11);

— 3HaHUWE OCHOB Pa3pabOTKU U BHEAPEHUS KaJAPOBOW M YIPABICHUECKOH TOKYMEHTAIIWU,
ONTHMH3AIMHA JOKYMEHTOO0OpOTa M CcXeM (PYHKIMOHAIBHBIX B3aHMMOCBS3CH MEXITY
MoJIpa3ielieHUusIMU, OCHOB pa3pabOTKU U BHEIPEHHsI MPOLETYP PErYIHPOBAHUS TPYIOBBIX
OTHOIICHUI U conpoBokaaroeii rokymentanuu (ITK-12);

— YMEHHE BECTH KaJ[poBOE€ MIENOMPOM3BOACTBO W OPraHU3OBBIBATH APXMBHOE XpaHEHUE
KaJ[POBBIX JOKYMEHTOB B COOTBETCTBHH C JCHCTBYIONUMH HOPMATHBHO-TIPABOBBIMHU
aKTaMHd, 3HAHHE OCHOB KaJIpOBON CTaTHCTHUKH, BIAJE€HUE HABBIKAMU COCTaBIICHUS
KaJpOBOM OTYETHOCTH, a TAaK)KE€ HABBIKAMHM O3HAKOMIJICHUS COTPYJHUKOB OPTaHU3AIHNH C
KaJ[pOBOM JIOKYMEHTalMed ¥ JEHCTBYIOIIMMHU JIOKAJLHBIMA HOPMATUBHBIMH aKTaMH,
yMeHHe 00€CIIeUnTh 3alUTy TePCOHATBHBIX TaHHBIX coTpyaHukoB (ITK-13);

— BJaJICHWE METOJaMU U TPOTPaMMHBIMH CpPEACTBaMH OOpaOOTKH AeNnoBOW HMH(OpMAINH,
HaBbIKAaMU  PabOTBl  CO  CICHHATU3UPOBAHHBIMU  KaJIPOBBIMH  KOMITBIOTCPHBIMHU
porpaMMamu;

— 3HaHWE KOPIOPATHBHBIX KOMMYHHKAIIMOHHBIX KAHAIOB M CPEJICTB Tepenadn nHHOpMaIiH,
BJIaJICHHE HaBBIKAMU MH(POPMALIMOHHOTO obecrieueHus HpPOLIECCOB
BHYTpeHHUX KommyHuKaimii (ITK-28);

— 3HAHME TEXHOJIOTUH MPEOJIOJICHHs JIOKAIBHOTO CONPOTHBIICHUS U3MEHEHUSM U YMEHHE
UCIOJIB30BaTh UX Ha npaktuke (ITK-37).



B cootBerctBUM ¢ TpeboBaHUsAMHU MpodeccuoHaNbHOTO cTaHaapTa «Crneuuasuct o
YIPaBICHUIO IEPCOHAIIOMY IO UTOTaM OCBOeHUs [IporpaMMbl 00ydaronuecs T0JKHbBL Oy IyT:

3HaTh:

— Tlopsmok odopmieHus, BeJeHUS M XPAHEHUS JOKYMEHTOB MO O()OPMIICHHIO TPYHOBBIX
OTHOILLEHWH, 110 YINPABICHUIO IEPCOHAJIOM B COOTBETCTBUHM C TpPeOOBaHUSIMU
3aKoHozarenbcTBa Poceniickon denepanuy U KOPIOPATUBHBIMU ITOJIUTUKAMM.

— llenm u 3amaunm oOpraHu3alUM MO IOCTPOCHUIO CUCTEMbl OGOPMIIEHHUS TPYIOBBIX
OTHOLLICHUM.

— Tapuduo-kBanmpuKaMoOHHBIE CHOPABOYHUKKM paboT W  mpodeccuid  pabouux u
KBAJIM(UKALMOHHBIE XapaKTEPUCTUKU JOJDKHOCTEH Clly)KalllMX, HpodeccHoHaNbHbIe
CTaH/apTBhl.

— Cneuuanu3upoBaHHble MH(POPMALMOHHBIE CUCTEMBbI, U(PPOBBIE YCIYI'M U CEPBUCHI IO
BEJICHUIO yUYETa U JBUKEHUIO IIEPCOHANIA, TPAHULIBI X TPUMEHEHUS.

— OcHOBHbBIE METPUKHU U AaHAJIIUTUYECKUE CPE3bl B 00JIACTU ABMXKEHUS U y4eTa IepcoHala.

— Ilopsgok odopmiieHHs yCTaHOBJICHHBIX 3aKOHOAATENbCTBOM Poccuiickoit deneparumn
(GOpM OTUETHOCTH B FOCYJapCTBEHHbIE OPTaHbI.

— TpeGoBanus 3akoHonarenbcTBa Poccuiickoit ®depepauuu 1mo OQOPMIEHHIO TPYIOBBIX
OTHOLICHHWH, BOMHCKOMY YYETy, YBEIOMJICHMIO M IPEACTABICHUIO OTYETHOCTU B
rOCYy/IapCTBEHHbIE OpraHbl CHEHHAJbHBIX KAaTeropuil pabOOTHUKOB: HMHOCTPAHHBIX
paOOTHUKOB M JHIl 0€3 Ipa)kIaHCTBA, UHBAJIUAOB, JIUIL], UMEIOIIUX TapaHTHUHU U JIbIOTHI,
YCTaHOBJIEHHbIE 3aKOHO/IATENBbHO, U IPYTUX CHEIUATbHBIX KaTErOpHil.

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

— 3aKOHO/ATEILCTBO Poccuiickon denepannn 00 VHIBU1yaJIbHOM
(mepcoHN(pUIMPOBAHHOM) YUETE B CUCTEME 0053aTeIbHOTO IEHCHOHHOI'O CTPaXOBaHM4.

— 3axkoHoparenbcTBO Poccuiickoit denepanuy o NepCOHAIBHBIX JaHHBIX.

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

— Ilopsnok odopMieHHs] NMEPBUYHBIX JOKYMEHTOB Ui Iiesiell OyXraJTepckoro ydera B
cdepe odopMIIeHHS TPYTOBBIX OTHOIICHUH.

— TexHosnornu, METObI U METOIMKH MPOBEACHUS aHAIN3a U CUCTEMATHU3AlMH TOKYMEHTOB U
uH(pOpMaLUH.

— JlokanpHble HOpPMAaTHBHBIE aKThl OpPraHU3ALUH, PETYIUPYIOIIME MOPAIOK odopmieHus
pacrlopsiANTENIbHBIX M OPraHU3allMOHHBIX JOKYMEHTOB IO IEpcoHaly, O(OpMIIEHHUIO
TPYAOBBIX OTHOLIEHU.

— Opranu3alvoHHYIO CTPYKTYPY OpPTaHU3alNH.

— OCHOBBI IOKyMEHTO000POTA U IOKYMEHTAIIMOHHOTO 00eCIIeYeHUs] OpraHU3alHH.

— HopmaTuBHBIE paBOBBIE AKTHI, PETYIUPYIOIINE MpaBa U 00S3aHHOCTU T'OCYAapCTBEHHBIX
OpraHOB, MPEJCTABUTEIbHBIX OPraHoB pa0OTHUKOB IO MPEAOCTaBICHUIO YYETHOMN
JIOKYMEHTaI1H.

— IlpaBuna BeaeHUs J1€710BOM MEPENUCKH.

— HopMbl 3TuKH 1€710BOT0 OOIIEHUS.



YMmern:

JIoKyMeHTUpOBaTb TPYJIOBbIE OTHOLIEHUS PAa3JIUYHBIX KaTeropuii pabOTHUKOB U
CHEeLMANTbHBIX CYOBEKTOB TpPYIOBOTO TIpaBa B COOTBETCTBUM C JCHUCTBYIOLINM
3aKOHOJATeIbCTBOM  Poccmiickoit ~ denmeparuu,  peryiaMeHTamMu  (CTaHIApTaMH)
JIOKyMEHTO00O0pOTa OpraHU3aI1H.

BbIsIBIIATE  OIMOKM, HETOYHOCTH, WCHPABICHHUA M HEAOCTOBEPHYIO HHGOpMALUIO B
JIOKYMEHTaX, OIPEEIIATh IOAJIUHHOCTD IIPEICTABICHHBIX TOKYMEHTOB.

Bectn ywer um permcrpanuio JOKyMEHTOB B HWH(OPMAIMOHHBIX CHCTEMax U Ha
MaTepHaIbHbIX HOCUTEISX.

PaGoTate co cnenuaaM3upoBaHHBIMM HMH(GOPMALMOHHBIMM CHUCTEMaMU U LHU(POBHIMU
CepBHCAMM IO BEACHUIO y4yeTa U JBUKEHHUIO IE€PCOHANA, COIPOBOXKIECHUIO TPYIOBBIX
OTHOILICHHUH.

AHaIM3UPOBATh JIOKAJHHBIE HOPMATHUBHBIE AaKThl W JIOKYMEHTBHl 1O O(QOPMIICHHIO
TPYAOBBIX OTHOLIEHUH, HOPMUPOBATH MPEUIOKEHUS 10 UX aKTYaJIN3aLUU U YIyUIIEHUIO.
OnpenensaTs CTPyKTYpy U COAEpKaHHE, FOTOBUTh IPOEKThl HOPMATUBHBIX JTOKYMEHTOB U
JOKYMEHTOB 110 0()OPMIJICHHUIO TPYIOBBIX OTHOIICHHH.

OdopMiATh KaJpoBble JOKYMEHTHI B COOTBETCTBUU C TPEOOBAHUSAMH 3aKOHOJATENILCTBA
Poccniickoit denepanun 1 JT0KaIbHBIMA HOPMAaTUBHBIMU aKTAMHU OPraHU3aLAH.
ObecneunBaTh coOMOaeHNE TpeOoBaHWII 3akoHOAaTenbecTBa Poccuiickoir Penepanum,
KOPIIOPAaTUBHBIX IOJUTHK B o00jactu 0OpabOTKM MEpPCOHANBHBIX JAHHBIX MU
KOH(HICHIINATHHON HH(POpMAIIH.

OdopMiIATh y4eTHbIE JOKYMEHTHI, IpEIOCTaBIseMble B TOCYJapCTBEHHBIE OpTraHbl,
IIPEJICTaBUTENIbHBIE OPTraHbl paAOOTHUKOB.

OpranuzoBbIBaTh ~ XpaHEHHE JIOKYMEHTOB B  COOTBETCTBUM C  TpeOOBaHUSAMU
3aKoHoarenscTBa Poccuiickoir Penepan M JIOKAJIbHBIMH HOPMAaTHBHBIMU aKTaMU
OpraHM3aIiy.

PaGoTtath ¢ MH(POPMALMOHHBIMU CHUCTEMaMH, LU(POBBIMU yCIyraMd W CEpBUCAMH IIO
BEJICHUIO yUeTa U ABM)KCHUIO IIEpCOHAJa.

Paborare ¢ mHMOpMALMOHHBIMU cHUCTEMaMH, LHM(PPOBBIMHU YCIYIaMH U CEpPBUCAMH IO
BE/ICHUIO CTATUCTHUYECKON M OTYETHON MH(DOPMAIIMK U aHAJTUTUKH IO MIEPCOHATY.
@®opMHpOBaTh MPEAJIOKEHHUS MO aBTOMATH3alMM U LU(POBU3ALMUHM IPOLECCOB U
JOKYMEHTOO0O0pOTa MO y4YeTy U JABMXKEHHIO MEpPCOHaNa, JOKYMEHTOB I10 MEpPCOHANTy AJs
MIPEJICTaBJICHUSI B TOCYAapCTBEHHBIE OPTaHbl.

AHanu3upoBaTh MpaBuiia, IPOLUEAYPHl U MOPAIOK, PETYIUPYIOIINE MpaBa U 00s13aHHOCTU
rOCYJapCTBEHHBIX OpPraHOB M OpraHM3alliyd MO BOMNpocaM OOMeHa JOKyMEHTAIHel o
NepcoHay.

Bectn JIEJIOBYIO MIEPENUCKY, JIOKyMEHTO0000pOT, periiaMeHTUPOBAaHHBIN
3akoHoAaTenbcTBOM Poccuiickoit @Penepanyu B 001acTH TPYHOBBIX OTHOIIEHUH, C
paOOTHUKaMU, BHEITHUMHU KOHTPAreHTaMH U IpakJIaHaMHU.

CobmronaTe HOPMBI TUKH JIEJIOBOTO OOIICHHUS.

Baagern:

METOJaMHU OPTraHU3aIMH KaJpOBOr0 JOKYMEHTO000POTa;
crioco0amu 0pOpMIIEHHS! TOKYMEHTOB TI0 JINYHOMY COCTaBY.



I1. CTPYKTYPA U COAEP KAHUE IMPOT'PAMMBbI

2.1. Y4eOHbIil II71aH

0 . B Ttom uncie
N HaumenoBanue MoayJieii (pa3aesioB, TeM) Beero Popua
n/n @) 13 cp | Arr KOHTPOJIsI
1. | ITopsaok npoBenenus npoBepok 'NUT. Bumabt 3ader
IPOBEPOK 5 4 0,5 0,5 (TecTupoBaHue)
2. | OTBETCTBEHHOCTh, CPOKU UCKOBOW JaBHOCTHU
U TIOPSAZIOK 00KaJI0BaHUsI PE3YJIbTATOB 6 5 05 | 05 3auet
Y ' ' (TecTupoBaHue)
IIPOBEPKU
3. | IlpenynpexaeHre TUMMYHBIX HAPYIICHUH, 3auer
6 5 05 | 05
BRIABIICMBIX I T (TecTUpOBaHME)
4. | Mactep-Kiacc 1o NpUMEHEHUIO YHUKAIIbHBIX
nHcTpymMeHToB Koncynerantllimoc mis 5 4 | o5 | o5 3auer
MIPEeIyNPEexACHUS OMUOOK U MOATOTOBKH K ’ ’ (TecTupoBanue)
nposepke ' UT
5. | UToroBoe TecTupoBaHue 2 _ _ 2 3auer
(TecTupoBaHue)
6. | Utoro: 24 18 | 2 4

T3 — reopernueckue 3ansatus, CP — camocrositenbHas pabora, ATT. — aTTecTalus.

2.2. KanennapHbliii yueOHblii rpaguk

Kanennapusiii rpaduk oOyueHus: sBIsSETCS NPUMEPHBIM, COCTABIISETCS U yTBEPKAAETCS
i kaxxaoi rpymmnel. Cpok ocBoenust Ilporpammel — 2 Hepenu. Hawano oGydenus — mo mepe

Habopa rpymnisl. Pexum 3aHsaTuii: He 6osee § akageMHUYeCKUX 4acoB B JeHb. [IpomexyTouHas u
UTOTOBAsl ATTECTAIIUs IPOBOJUTCS COTJIACHO yUeOHOMY IUIaHy U KaJleHAapHOMY I'paduKy.

HanmeHnoBanue TeM // HexeJ I 3aHATHIA Becero | 1 2
1. Ilopsnok nposenenus npoepok ' T. Bunbl npoBepok 5 5
2. OTBETCTBEHHOCTh, CPOKH UCKOBOW JABHOCTU U MOPSAOK 00KaJIOBaHUS 5 6
pe3yJabTaTOB MIPOBEPKH
3. penynpexaeHne TAMTUYIHBIX HAPYIIICHHUH, BBIBIsIeMBIX [ YT 6 1 5
4. MacTtep-KJacc 1Mo IpUMEHEHUI0 YHUKAIbHBIX HHCTPYMEHTOB
Koncynprantlnroc aist nmpeaynpexaeHus: ommuO0K U MOATOTOBKH K 5 5
nposepke [ UT
5. UToroBoe TectupoBaHue 2 2
6. UToro: 24

2.3. PaGouue nporpaMMbl AUCUMILIUH (MOaYJ1eil, TeM)

1. llopsinox npoBenenus nposepoxk I'MT. Buasl npoBepok.

* HopmaTtuHbIe npaBoBbie akThl 0 TpoBepkax ['UT. Buasl npoepok. Peectp npoBepok.
* OcoOGeHHOCTH MTpOBeeHNUs TIaHOBbIX poBepok ['UT.

* Buennanossie nposepku ['UT. MaaukaTops! pucka.

* [Ipodunaxkruaeckuit Bu3ut [ UT.




2. OTBETCTBEHHOCTh, CPOKH HCKOBOM TaBHOCTH U NMOPSAOK 00:Ka10BaHUSI Pe3yIbTaTOB
NPOBEPKHU.

* AJMHHHCTpaTHBHAasi OTBETCTBEHHOCTb 3@ HapyLIEHHs TPYJOBOI'O 3aKOHOJATENbCTBA.
OcoOeHHOCTH  ONpeZENeHUss CpPOKOB MCKOBOW JIaBHOCTM 3a HapylIEHUS TPYAOBOrO
3aKOHOJATEeJIbCTBA.

* [Topsinok 00xajioBaHUs PE3yIbTATOB IIPOBEPKHU.

+ KapTta puckoB paboTojaTesns, CBI3aHHbIX C HAPYIIEHUSMH TPYAOBOI0 3aKOHOIATENILCTBA.

3. llpeaynpe:xaeHue THNUYHBIX HAPYLIeHUH, BbisiBJAsieMbIx [T,

* TunuuHele HapylIeHus paboToaresnei npu oGpopMICHUN IpueMa Ha padboTy.

* [Ipenynpexxaenne HapyIeHnid Ipu ohOpPMICHUH OCHOBHBIX JIOKAJIBHBIX HOPMAaTHBHBIX aKTOB
paboronarens (mratHoe pacniucanue, [IBTP, rpaduk otmyckoB).

* [IpenynpexaeHye TUIIMYHBIX HAPYLIECHUH 110 OIJIaTe TpyJa.

* [IpenynpexaeHrne THIMMYHBIX HAPYIICHUH TP YCTAHOBJICHUU PEKUMOB pab04Yero BpeMEHH U
BPEMEHHM OT/bIXA.

4. Macrep-KJjacc 1o NpuMeHeHUI0 YHUKAJbHbIX HHCTPYMeHTOB KoncyabrantIliatoc s
npeaynpexaeHus omudoK U NoAroToBKU K nposepke I'UT.

5. UToroBoe TecTUpOBaHue.



I11. OPTAHN3AIIMOHHO-IIEJATI'OI'MYECKHE YCJIOBUSA PEAJIM3ALIMN
ITPOI'PAMMbI

3.1. TpeboBanuss K KBaJMPUKAIMU TNeJArOrMYeCKUX KaJpoB, MNpeacTaBUTeel
NpeANPUATHIA W OPraHu3anuii, odecneYnMBAOIIUX PpPeaJU3aAnNI0 00pPa30BATEIHLHOIO
npouecca

Opranuzanus, OCYILIECTBISAIOUIas 00pa30BaTEIbHYIO JESATENBHOCTb, pEealU3yIoLas
JOTIOTHUTENIbHBIE MPO(ecCHOHAIbHBIE MPOrpaMMBbl, YKOMIUIEKTOBaHA KBaTH(PHUIIMPOBAHHBIMU
KagpamMi. YpOBEeHb  KBaNU(pHUKAMK  pAaOOTHUKOB  OpPraHM3aLUH,  OCYLIECTBISIOMIEH
00pa3oBaTeNbHYI0  JCSATEIbHOCTh, pEATU3YIOUIeH JOMOJHHUTEIbHBIE MPO(ecCHOHATbHBIC
IPOrpaMMbl, COOTBETCTBYET KBAIM(PUKAMOHHBIM XapaKTEPUCTUKAM [0 COOTBETCTBYIOLICH
JIOJIKHOCTH.

TpeboBanust k  kBanudukauuu npenogasarens. Boicmee npodeccuoHambHOE
oOpa3oBaHue Wi cpefHee NpodecCHOHaIbHOE O0pa30BaHHE IO HAIMPABICHUIO MOATOTOBKHU
«O0pa3oBaHue U MeJaroruka» Wik B 00JIACTH, COOTBETCTBYIOIICH MPENOJaBaeMOMY TPEIMETY,
0e3 mpeabsaBieHUss TpeOoBaHUN K CcTaxy paboTel 1uOO BhICIIee MPOQPECcCCHOHATBHOE
oOpa3oBaHue WM cpegHee NpodecCHOHATBbHOE  O0pa3oBaHWE M JIOTIOJIHUTEIHLHOE
npodeccuoHaabHOe 00pa30BaHHE [0 HANPABICHUIO JESITEIBHOCTH B 00pa30oBaTeIbHOM
yupexJeHuu 6e3 npeabsaBieHus: TpeOOBaHU K CTaXy paOOTHI.

[lenarornueckue pabOTHUKH OOSI3aHBI POXOIUTH B YCTAHOBJICHHOM 3aKOHOIATEIECTBOM
Poccuiickoit ®Denepanuu  nopsjake oOydeHHe IO JOMOJHUTENbHBIM MPOPECCHOHATBHBIM
porpaMmam 1o npouITio neaarorndeckoi JesTeIbHOCTH HE PeKe OJTHOTO pa3a B TPU roja.

Oco0Obie  yciioBHS JOIyCKa K paboTe: OTCYTCTBHE OrpaHMYCHUN Ha 3aHATHE
MEeAarorn4eckoil  JesATeNbHOCThIO,  YCTAaHOBJIEHHBIX  3aKOHOJATENbCTBOM  Poccuiickoit
denepanuu.

[Ipoxoxaenne oO0sA3aTeNbHBIX MPEABAPUTENBHBIX (MPU TMOCTYIUIBHMM Ha paldoTy) u
NEPUOJIMYECKUX  MEIMIMHCKUX OCMOTpOB  (oOcienoBaHuUil), a TakXke BHEOUEPEIHbBIX
MEAMIMHCKUX OCMOTpPOB (0OcCienoBaHMI) B MOPSAJIKE, YCTAaHOBJIEHHOM 3aKOHOJATEIbCTBOM
Poccuiickoit @enepanuu.

ITpoxoxieHre B yCTaHOBJIEHHOM 3aKoHOAaTenbcTBOM Poccuiickoit deneparnyu nopsike
aTTecTallil Ha COOTBETCTBUE 3aHUMAEMOM JT0JIKHOCTH.

3.2. MaTepI/laﬂbHO-TEXHI/I‘leCKI/Ie ycioBus

TpeboBaHMsI K MUHUMAITbHOMY MaTepHATbHO-TEXHUIECKOMY 00€CIIEYCHHIO.

Peanmuzamus Ilporpammel TpeOyer Hamuuusi y4eOHOro KaOuHETa, 00OpYIOBAHHOTO
yueOHOoIl Mebenbo, TOCKoM min duumyapToM. TexHuUeckne cpencTBa 00ydeHHs: KOMIbIOTEPHI
C TporpaMMHBIM oOecmedeHneM. Jlius ydeOHOro mporecca MCIONB3YIOTCS — y4eOHO-
METOJMYECKHE MaTepUabl, yIeOHbIe TIOCOOUS, TPE3EHTAINH, TECThI TSI CAMOKOHTPOJIS — BCE,
4T0 HE00X0UMO JUIst 3((HEKTUBHOTO COBPEMEHHOTO 00yUEHHUS.

Jns  opraHm3ammMy  ANEKTPOHHOTO  OOYYeHHss  00pa3oBaTelNbHOE  yUpEKICHHUE
o0ecreynBaeT JOCTYI 00y4aroImUXCs U MeAarornyeckux pabOTHUKOB K y4eOHO-METOINYECKOMY
KOHTEHTY, OpraHH30BaHHOMY B BHUpPTyaJbHOH oOyuwaromeil cpene. s obecreueHus
addexTrBHOTO 00pa30BaTENBHOTO TIpollecca C TMPUMEHEHHEM DJIEKTPOHHOTO O0ydeHUs
cilymaTensiM  HeoOXOJIUMO clieayoniee MaTepHaJbHO-TEXHUUECKOe  oOecreueHue:
NEPCOHANBHBII KOMITBIOTEP C BBIXOJIOM B HH(POPMAIMOHHO-KOMMYHUKAITMOHHYIO CETh
WUntepHer, rapHurypa (HAyHmIHMKH) W TporpamMmHoe oOecnedeHue (MmakeT OQUCHBIX
MPHIIOKEHUH, BeO-Opaysep).

Jlist  ycmemrHoro OCBOEHHS OOy4deHHUsT B DIIEKTPOHHOH ¢opMe OT 00ydaromuxcs
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TpeOyeTcss HaBBIK HCIIOJNB30BAHMS TEPCOHATBLHOTO KOMITBIOTEpAa HA YpPOBHE TMOJB30BATENS —
OCHOBHBIEC TIPUEMBI PabOTHI ¢ TEKCTOM, (haiylamu 1 mankamu B mpuiiokeHusx Windows, padora
B HH()OPMAIIMOHHO-TEJICKOMMYHUKAIIMOHHONW ceTh VHTepHeT (B TOM YHMCJIE HUCIOJIb30BaHUE
CEpPBUCOB AJIEKTPOHHOMU TIOYTHI).

3.3. YueOHO-MeTOAUYecKHe U HHPOPMAIHOHHbIE YCI0BUS

HopmaTuBHO-IpaBOBbIE AKTHI (AKTYAJIbHbIE PeIAKIINT):

- Tpynooii koaekc Poccuiickoii @eneparuu ot 30.12.2001 Ne 197-D3.

- Konekc Poccuiickoii ®eneparuu 00 aIMUHUCTPATHUBHBIX IPABOHAPYIICHHUSIX OT
30.12.2001 Ne 195-®3.

-  ®@enepanbHblil 3aK0H 0T 26.12.2008 Ne 294-D3 «O 3amuTe npaB IOPUANYECKUX JIHLl U
WHIWBUYAIBHBIX  TNpEANpPUHAMATENCH TpHU  OCYLIECTBICHHHM TOCYAApCTBEHHOTO
KOHTPOJIs (HaJ30pa) U MyHHUIIMIIAIEHOTO KOHTPOJIS».

- ®epnepanpubnid 3ak0oH 0T 31.07.2020 Ne 248-03 «O rOCYZapCTBEHHOM KOHTPOJIE
(Hazm3ope) U MyHULIUMIIATBbHOM KOHTpouie B Poccuiickoit @denepanum».

- TIlocranosnenue IlpaBurensctBa P® ot 21.07.2021 Ne 1230 «OO6 yTBepkIeHUU
[Tonoxxenus o ¢enepanbHOM TOCYAapCTBEHHOM KOHTpPOJE (HAA30pe) 3a COOII0IECHUEM
TPYAOBOTO 3aKOHOJATEIhCTBA M HMHBIX HOPMATHUBHBIX IPABOBBIX AaKTOB, COAEPIKAIIMX
HOPMBI TPYJIOBOTO TIPaBay.

- Tlocranosnenue IlpaButensctBa P® or 10.03.2022 Ne 336 «OO0 ocoOGeHHOCTSIX
OpraHM3allii W OCYHIECTBICHHUS  TOCYJApPCTBEHHOTO  KOHTpoisi  (Haa3opa),
MYHHIIMIIAIEHOTO KOHTPOJIS».

- TIlocranosnenue IlpaButensctBa P® ot 30.06.2004 No 324 «O06 yTBepKIeHUU
[Tonoxxenus o @enepanbHOi CiIyX0€ 10 TPYIY U 3aHATOCTH.

- IlyreBomurens mno KaJapoBeIM BompocaM. [IpoBepka JesTEIbHOCTH OpraHU3alMH.
O0s13aTeNbHBIE TOKYMEHTHI.

- ToroBoe pemenue: Uto paboTomarento HY)XHO 3HaTb O MpOBEpKax (KOHTPOJIBHBIX
(mamzopubix) MeponpusaTusix) 'UT (Koncynprantllntoc).

- ToroBoe pemenne: UTo Hy)KHO cllenaTh B MEPBYIO OYepeIb MPH BHETNIAHOBOH IPOBEpPKE
(xoHTposbHOM (HaazopHoM) Meponpustiun) [ UT (Koncynsrantllioc).

- ToroBoe pemenue: 3a uyto mrpadyet Tpynonas nHcnekuus (Koncynprantllnioc).

- ToroBoe pemenne: UTo HY)KHO celaTh B NEPBYIO OYEPE]b NPHU IUIAHOBOW INPOBEPKE
(xonTposbHOM (HaazopHoM) Meporpustiun) [ UT (Koncynsrantllnroc).

3.4. MeToanyecKkue peKOMEeHIallMM K OPraHu3aluM 00pa3oBaTe/IbHOrO Mpouecca

N3yuenune kypca B 3a04HOM (JMCTaHLMOHHOM) (popMaTe B CHUCTEME TUCTAHIIMOHHOTO
o0Oyuenus L{enTpa 0Opa3oBaHUs pacCUYMTAHO HA 2 HEJICIH.

OOyueHue ¢ MNpPUMEHEHHEM JMCTAHIMOHHBIX O00pa30BaTENbHBIX TEXHOJIOTMHA W/WIN
ANIEKTPOHHOTO 00y4eHuss mo IlporpamMme oOCHOBBIBaeTCS Ha AMCTAHIMOHHBIX 3aHATHAX H
camocTosITeNIbHOM paboTe oOyuaromuxcs. Bce BuIbl y4yeOHBIX 3aHATUH TMPOBOIATCS C
00y4aromyUMHUCs TUCTAHIMOHHO, C MCIIOJIB30BAaHUEM BO3MOXHOCTEH cetn VIHTepHeT, a Takxke ¢
UCTIOJIb30BAHUEM ITOUTOBBIX JIEKTPOHHBIX OTIIPABIICHUH.

[To oxoHuUaHMH W3yYEeHUsT KaXKAOTO pasnena [IporpaMmmbl 00ydarommMest peKOMEHIOBAHO
(B paMKax IMPOMEKYTOYHOW aTTeCTallMM) MPOWTH TECTUPOBAHUE C LIEIbI0 caMonpoBepku. Eciu
BO3HMKAIOT TPYIHOCTH B OTBETAaX Ha BOIPOCHI, CIEIYeT BEPHYTHCS K H3YYCHUIO TEMbI WU
3a1aTh BOIPOC TI0 COJIEPKAHUIO YIeOHOT0 MaTepuana.
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ITo 3aBepuiennn u3ydenus IIporpaMmbl HEOOXOIUMO MPOUTH UTOTOBOE TECTUPOBAHHE.
Crnymarens nomyckaercs K Cllade MTOTOBOIO TECTAa IPU YCIOBHH YCHEHIHOIO MPOXOXKIECHUS
TECTOB Il CAMOIIPOBEPKHU 110 UTOraM M3ydeHHs Bcex pasnenos IIporpammsel. Pekomennyemas
uig Oojee TIIyOOKOro HM3y4deHMs Kypca JUTepaTypa M CChUIKM IPEJCTaBIEHbI B pasjeie
«MH(popmaroHHOE oOecriedeHne».
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IV. ®OPMbI KOHTPOJISA U OEHOYHBIE MATEPHUAJIBI 110 ITIPOT'PAMME

4.1. ®opmbl aTTECTALINH

s npoBenenus arrectauuu no [Iporpamme paspaboran POHJ OLICHOYHBIX CPEACTB,
SABIISIOIIMNCS HEOTHEMIIEMOM YacThbi0 yueOHO-METOAUYECKOro KoMiuiekca. POHJI OLIEHOYHBIX
CPEACTB COOTBETCTBYET IENsAIM U 3aJadaM IHPOTrPaMMBbl  MOBBIIMICHUS KBAIU(UKAIIH
crenuanucra, yd4eOHOMYy IJIaHy M 0OecleyMBaeT OLEHKY KadecTBa Hpo¢ecCHOHaIbHBIX
KOMIIETEHIIH, TPHoOpeTaeMbIX 00yUYarOIIUMCS.

Texkymmii KOHTPOJb 3HAHMII BKIIOYaeT B ce0s KOHTPOJIb 3a ydeOHoil paboToit
CiIymiatejel M MpOBEpKYy KauyecTBa 3HAHUW U YMEHHUI, KOTOPBIMH CIyIIATeNd OBJIAJEINA Ha
ONpeNeNieHHOM JTame o0y4deHus. TeKymuil KOHTPOJb 3HAHWHA TPOBOAUTCS B (opme
MIPOBEPOYHOr0 TECTUPOBAHUS Ha NPOTSHKEHHH Bcero oOydenuss mo [Iporpamme. Texymumii
KOHTPOJIb TPOBOAUTCSA TOCPEICTBOM yde€Ta W KOHTPOJS IMOCEIIaeMOCTH, T.e. TIepuoja
HaXOXXJCHUS 00yYaroIIerocsi B CUCTEME AJIEKTPOHHOTO O0yUYCHHUS.

IIpomexyTouHasi _aTrecTamus — OICHKAa KayecTBa YCBOGHUS OOyYarOIIUMUCS
coJiepykaHusl yueOHBIX MOAYJIEH HETIOCPEICTBEHHO 10 3aBEPIIEHUN UX OCBOEHMS, IPOBOIMMAs B
¢dopMe 3aueta B BHUJE TECTHUPOBAHMS. 3a4ET BBICTABJISETCS MO PE3yJIbTaTaM MPOMEKYTOUHOM
aTTecTanuu B Bujae tectupoBanus B cucreme C1O.

HroroBas arrecranusi — Inpoleaypa, IpOBOAMMAs C IE€JIbI0 YCTAHOBJIEHUS YPOBHS
3HaHUU OOYyYalOIIMXCA C Y4E€TOM IMPOTHO3UPYEMBIX PE3yNbTaTOB OOydYeHHs W TpeOOBaHUN K
pe3ynbTaTaM OcBoeHMsI oOpa3oBaTenbHOll [Iporpammbl. MToroBas arrecranusi o0y4aromiuxcs
ocymecTBisieTcs B hopme 3adera, B Buae TectupoBanus B cucreme C/1O. Mtorosas arrecranus
MPOBOAMUTCSA ISl OIpENETICHHs] COOTBETCTBHS MOJYYCHHBIX 3HAHWI, YMEHHI M HaBBIKOB IO
[IporpaMMe ¥  yCTAHOBJIEHHS COOTBETCTBHSI YpPOBHSl  CIELUUANINCTAa TMPEAbSBISIEMbIM
TpeOOBaHUSM.

K wutoroBoil arrectanMu JOMYCKAlOTCS 0OydYaromiuecs, TMOJTHOCTbIO OCBOMBIINE
[IporpaMMy U cAaBIIME€ NPOMEXKYTOUHYIO AaTTECTALMI0 C IOJOKUTENbHBIM PE3YJIbTaTOM.
OO0yuaromumcs, HE  TPOIIEANINM  HTOTOBYIO aTTECTAllMI0O WKW TIOKa3aBIIUM
HEY/IOBJIETBOPUTENIbHBIE PE3YyJIbTaThl, a TaKK€ OCBOMBIIMM uacTh l[Iporpammsl, mo 3ampocy
oOyyJaromerocss BbIJIa€TCS COpaBKka 00 OOy4eHHMM WM O mepuoje oOydeHuss 1o oOpasiry,
CaMOCTOSITENIFHO YCTaHABJIMBAaEMOMY 00pa3oBaTeIbHON OpraHu3alue.

OOyuaromyMcsi, YCHEUIHO MPOLISANIMM HUTOTOBYIO aTTECTallMI0 U  IOKa3aBLIMM
MOJIOKUTEbHBIE PE3YJIbTAThl, IO UTOraM OOYYEHHs BBIJAETCSl yAOCTOBepeHHe O NMOBbILICHUHU
KBaJIM(UKAIUN YCTAHOBIEHHOTO OpraHu3anuei oopasia.

4.2. Kputepuu onieHKH 00y4aommxcst

Kputepun onenku 3Hanuii oOyuaromuxcst pazpadboransl ¢ yueroMm [IpodeccronanbHOro
cragmapra «Cnenmamuct mno ynpasineHuro mnepcoHamom» (IIpukaz Muntpyna Poccun ot
09.03.2022 Ne 1091 «OO6 yrBepkaeHUH TpodhecCHOHATBHOr0 craHgapra «CHemuasucT To
YIIPABJICHUIO TIEPCOHATIOM).

Hpeamer
OlleHUBAHUSA O0BbeKT OLleHUBAHMSI IMoxa3aTesb OLIEHKH
(KoMmeTeHIuH, (HABBIKH, TPYAOBBIE AeiiCTBUS) (3HAHMS1, YMEHHUS)

TPYZIOBBIE (DYHKIINH)

Benenne
JOKYMEHTAIUH 110
yUETy ¥ IBHXCHHIO
nepconaina (A/01.6)

e Pa3paboTKa MPOEKTOB JIOKAIBHBIX
HOPMaTHBHBIX aKTOB OpraHU3alLluH,
PETYIUPYIOMIKX TPYAOBBIE OTHOIICHUS

e Pa3paboTKa MPOEKTOB JOKYMEHTOB I10
0(OpMIICHHIO TPYIOBBIX OTHOLICHHH C
KOHKPETHBIM PaOOTHHKOM

e [loaroroBka npemiokeHui mo

3HaHus:

o TexHoJIOrMH, METOJBI U METOAUKY NPOBEACHHS aHAJIN3a U CUCTEMaTH3aIH
JOKYMEHTOB U HH(OpMAaIuu

o JlokanpHble HOPMAaTHBHbIE aKThl OPraHU3ALHHU, PETYIHPYIOIIUE TTOPSIOK
oopMIICHHS pacHOPSIUTEIHBIX U OPraHH3aIMOHHBIX JOKYMEHTOB IO
MepcoHaiy, o(pOPMICHUIO TPYAOBBIX OTHOIIECHHI

o OpraHu3alHoOHHAs CTPYKTypa OpraHu3aluu

13




IIpeameTt
OllCHUBAHUSA
(KOMIIETeHIINH,

TpyIOBEIe (PyHKIMH)

O0BbeKT oLeHNBAHHS
(HaBBIKH, TPYIOBbIe 1CHCTBHS)

Iloka3zaTens oneHKH
(3HAHHSA, yMEHHS)

ONTHMHM3ALMHU (OPM JTOKYMEHTOB H

L (POBU3ALMHI TOKYMEHTO000poTa
OpraHU3alUK B 06JIaCTH O(OPMIICHHUS
TPYJIOBBIX OTHOILEHUI

TloaroroBka MpoeKTOB JOKYMEHTOB 10
HpoLeypaM YIpaBJIeHHs IEPCOHAIIOM,
ydeTa U ABIKEHHS NepCoHala

OCHOBBI Z[OKyMCHTOOGOpOTa U JOKYMEHTAIlUOHHOT'O obecrieueHust OpraHusanuu

HopmatuBHbIE IPaBOBbIE aKThI, PEryIMPYIOILHE IIpaBa U 003aHHOCTH
rOCyJapCTBEHHBIX OPTaHOB, IPEACTABUTENBHBIX OPIaHOB PAOOTHUKOB MO
MIPEAOCTaBIICHUIO YYETHOH JOKyMEHTALUU

Ymenus:

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

TPYAOBBIX OTHOIICHUH, (POPMUPOBATH HPEIVIOKEHHS [0 UX AKTyaIH3alHN 1
YIYYIICHHUIO

Onpenensats CTPyKTypy U COZIepKaHHe, TOTOBUTh MPOCKTHl HOPMATHBHBIX
JOKYMEHTOB U JOKYMEHTOB I10 O(OPMIICHUIO TPYIOBBIX OTHOLICHHI
OopMIIATh KaPOBBIE JJOKYMEHTHI B COOTBETCTBUH C TPEOOBAHUSIMHU
3aKoHoarenbcTBa Poccuiickoit denepanuy 1 J0KaJIbHBIMA HOPMaTUBHBIMU
AKTaMH OpraHU3aLi

ObecnieunBath coOMIOIeHIE TpeOOBaHHI 3aKOHOKaTeNbCTBA Poccuiickoit
Denepanun, KOPIOPATUBHBIX MOJIUTUK B 00JIaCTH 00pabOTKH MEPCOHATBHBIX
JTAHHBIX ¥ KOH(QUICHIIHATbHON HHPOPMALIHH

OGopMIIATh yYETHBIC JTJOKYMEHTBI, TIPEOCTABIISIEMbIC B TOCYIapPCTBEHHBIC
OpraHbl, IPEICTaBUTEIILHBIC OPraHbl pAOOTHUKOB

OpraHu30BbIBaTh XpaHEHHUE JJOKYMEHTOB B COOTBETCTBUH C TPEOOBAHHIMH
3aKOHOJaTeNbCTBA Poccuiickoit denepanny U JOKaIbHBIMH HOPMATHBHBIMU
AKTaMH OpTraHU3aLHi

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

Pa3paboTka NpoeKTOB JIOKAIBHBIX
HOPMAaTHUBHBIX aKTOB OPTaHU3aIMH,
PETYIHUPYIOIIHX TPYIOBBIE OTHOIICHUS
Pa3paboTka MPOEKTOB JOKYMEHTOB I10
0(hOPMIICHHIO TPYIOBBIX OTHOLICHHUIT C
KOHKPETHBIM PabOTHUKOM
IToaroroBka npeoxKeHui Mo
onTuMu3anuy GopM JOKyMEHTOB U

I (pOBU3AMI TOKYMEHTO000pOoTa
OpraHHu3aIuy B 00J1aCTH OOPMITCHUS
TPYJIOBBIX OTHOIIECHUI

IloaroroBka NPOEKTOB JOKYMEHTOB IO
IpoIeaypaM yIpaBIeHUs IepPCOHAIOM,
ydeTa ¥ ABIDKECHHS ITepcoHaa

3uanusn:

TeXHOJIOTHH, METOBI U METOJUKH MPOBE/ICHHS aHAJIN3a U CUCTEMaTHU3al1
JIOKyMEHTOB ¥ HH(OpMALIUH

JlokanbHbIe HOPMATUBHBIC AKThI OPTaHM3ALUH, PETYJIUPYIOIINE MOPSI0K
oopMIICHUS PacHOPSAUTEIBHBIX U OPraHU3aIMOHHBIX JOKYMEHTOB 110
MePCOHANY, OOPMIICHUIO TPYIAOBBIX OTHOIICHHI

OpraHu3alMoOHHas CTPYKTYpa OpraHUu3alul

OCHOBBI JOKyMEHTO000POTA 1 IOKYMEHTAILMOHHOTO 00ECIICUCHUS OpraHn3alluu

HopmatuBHbIE IPaBOBbIE aKThI, PEryIUPYIOIIHE IIPaBa U 00S3aHHOCTH
roCyJapCTBEHHBIX OPTaHOB, IPEACTABUTEILHBIX OPIaHOB PAOOTHUKOB MO
MIPEAOCTaBIICHUIO YYETHOM JOKyMEHTALUU

Ymenns:

AHaIIPBHpOBaTB JIOKaJIbHBIC HOPMAaTHUBHBIC aKTbl U TOKYMEHTBI 110 OCI)OpMJ'IeHI/IIO

TPYJOBBIX OTHOLICHUH, (POPMUPOBATE NPETOKEHHUS 110 HX AKTYaIH3aLIN 1
YIIYYIIEHUIO

Onpenensts CTPyKTypY U COZIepKaHHEe, TOTOBUTH MMPOEKTHl HOPMATHBHBIX
JIOKyMEHTOB ¥ JJOKYMEHTOB 110 0()OPMIIEHHIO TPYAOBBIX OTHOIICHUN
OdopMIIsATh KaApOBBIE JOKYMEHTHI B COOTBETCTBUH € TPEOOBAHUSIMHU
3aKoHoaTenbcTBa Poccuiickoit @eneparyiy 1 T0KaIbHBIMH HOPMAaTUBHBIMHU
aKTaMH OpTaHU3aIHI

ObecnieunBaTth coOmoIeHIEe TPEOOBaHUI 3aKOHOAaTENbCTBa Poccuiickoit
Denepanyy, KOPIOPATUBHBIX ITOJIUTHK B 001aCTH 00pabOTKH ITePCOHAIBHBIX
JAaHHBIX ¥ KOHQUICHINATbHON HHpOpMAITHH

OdopMIATh yaeTHBIE JOKYMEHTHI, IIPEIOCTABIIsIEMbIE B TOCYIapCTBEHHbIE
OpraHbl, Ipe/ICTaBUTENILHbIE OPraHbl pAOOTHUKOB

OpraHn3oBBIBAaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMU
3aKoHoaTenbcTBa Poccuiickoit denepaliiy U I0OKaIbHBIMH HOPMATUBHBIMH
aKTaMU OpraHU3aLIK

AJMUHUCTPUPOBaHHE
MPOLIECCOB 1
JIOKyMEHT0000pOoTa
10 y4ery U
JIBIDKCHUIO
TIepCoHaUa,
TIPEICTaBICHUIO
JIOKyMEHTOB I10
TIepCoHaly B
rocyapcTBEHHBIE
opransl (A/03.6)

Pa3paboTka MpOEKTOB JIOKAIbHBIX
HOPMATHBHBIX aKTOB OpTaHU3AIHH,
PETYIUPYIOMIUX TPYAOBbIE OTHOLIEHUS
Pa3paboTka MpOEKTOB TOKYMEHTOB I10
0(hOPMIICHHIO TPYIOBBIX OTHOLICHUIT C
KOHKPETHBIM PaOOTHUKOM
IToaroToBka mpeIoKeHUH 1o
onTuMu3anuy GopM JOKyMEHTOB U

1 (POBU3AIMI TOKYMEHTO000poTa
opraHu3aIyu B oosnacti opopmiIeHus
TPYAOBBIX OTHOIIECHHUH

IloaroroBka NPOEKTOB JOKYMEHTOB IO
IpoIeaypaM yIpaBIeHUs IepPCOHAIOM,
yueTa U JABUKEHHUS NepcoHaa

3uaHus:

TexHOIOTHH, METOABI M METOJUKH MPOBEICHUS aHAIN3a H CHCTEMATH3aIu|
JOKYMEHTOB 1 HH(OpMaIin

JlokanbHbIE HOPMaTHBHBIE aKTHl OPTaHU3ALNH, PETYIHPYIOIINE TOPSIIOK
oopMIIeHNST pacHOPSITUTENEHBIX U OPraHH3alMOHHBIX JOKYMEHTOB I10
MepPCOHANY, O(OPMIICHHIO TPYIOBBIX OTHOIICHHI

OpraHu3aioHHas CTPYKTYpa OpraHu3aIui

OCHOBBI JOKYMEHTO00O0pOTa U JOKYMEHTALIOHHOT0 00ECIIeUeHNsI OpraHU3auy

HopmaTHBHBIE MPaBOBbIE aKThI, PEryIUPYIOIINE IPaBa U 003aHHOCTH
rOCYJapCTBEHHBIX OPTaHOB, PEACTABUTEIBHBIX OPIraHOB PAOOTHUKOB MO
MPEAOCTABIICHUIO YYETHOH JOKYMEHTAUU

Ymenns:

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

TPYAOBBIX OTHOLICHUH, (POPMHUPOBATH MPEITIOKEHHUS 110 UX aKTyaIH3aluH 1
YIy4IICHHIO

Onpeensith CTPYKTYPY U COAEPIKAHHE, TOTOBUTH MPOCKTHl HOPMATUBHBIX
JIOKyMEHTOB 1 JIOKYMEHTOB 110 O()OPMIICHHIO TPYJOBBIX OTHOIICHHIA
OdopMIATh KagpOBBIE JOKYMEHTH! B COOTBETCTBUH C TPEOOBAHUSIMU
3akoHOzaTenbeTBa Poccniickoit deneparyu ¥ TOKaIbHBIMA HOPMATHBHBIMU
aKTaMH OpraHU3aLu

Ob6ecnieunBath cOOMIOICHNE TpeOOBaHHH 3aKOHOKaTeNbCTBA Poccuiickoit
Denepanny, KOPIOPaTHBHBIX MOIHMTHK B 00JaCTH 00pabOTKN NEPCOHATIBHBIX
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IIpeameTt
OLIEHUBAHUS O0BbeKT OLleHUBAHHS IToxa3aTes b OLIEHKH
(KOMIIETEHIINH, (HaBBIKH, TPYIOBbIe 1CHCTBHS) (3HAHHSA, yMEHHS)

TpyIOBEIe (PyHKIMH)

JAaHHBIX 1 KOHQUICHIMATbHOH HHpOpMALUH

o OhopMIATH yUETHBIC JOKYMCHTBI, IIPEIOCTABISIEMBIC B TOCYJaPCTBCHHBIC
OpraHbl, IPEICTABUTENIbHBIC OPraHbl PAGOTHHKOB

o OpraHn30BBIBATH XPAaHEHHE JOKYMEHTOB B COOTBETCTBHH C TPEOOBAHHSIMHE
3aKoHoaTeNbcTBa PP U JIOKAIbHBIMH HOPMATHBHBIMH aKTaMH OpraHH3aLiu

Onenka kadectBa ocBoeHusi [Iporpammbl B mporiecce NPOMEXKYTOUHOM W HTOTOBOM
aTTECTAllUU OCYIIECTBIsIETCA B (hopMe 3aueTa.

Ouenka Kpurepum ouenkn

«3auemy BBICTABIACTCS OOYdYAIOIIEMYCs, €CITU OH TBEPAO 3HACT MaTepHal
Kypca, IPaBUIbLHO NMPHMEHSIET TCOPETUYCCKHE IOJIOKCHHS MPH PEIICHUN
«3aumenoy | MPAKTHYECKHX BOMPOCOB, BIJIeeT HEOOXOAMMBIMU 3HAHUSIMU M MPUEMaMU
UX  BBINOJHEHHs. Ha  MpPOMEXyTOYHOM/UTOTOBOM  TECTUPOBAHUU
oOyy4aromuiicst nomkeH aath 0osee 70% mpaBUILHBIX OTBETOB.

«Hezauem» BpIcTaBIsgeTcsa oOOy4aromeMycsi, KOTOpPbIH HE 3Haer
3HAYUTEIBHON YacTH MPOTPAMMHOTO MaTepHala, JOIyCKaeT CyINICCTBCHHBIC
OmKOKH, HEYBEPEHHO, ¢ OOJIBIIMMHU 3aTPYAHCHUSIMH PEIIacT MPaKTUYCCKHUE
BONIPOCHI WJIM HE CHOpaBsSIeTCS C HUMH  CaMoOCTOsITeNbHO. Ha
MIPOMEXKYTOUHOM/UTOTOBOM TECTHUPOBaHUU oOydaromniuiics naet menee /0%
MIPABIJIBHBIX OTBETOB.

«He 3aumenoy

4.3. ®oH OLIEeHOYHBIX CPeICTB

IIpuMepHBbIe BapHMAHTBI TECTOBBLIX BOIIPOCOB /ISl NPOBEJACHUS INPOMEKYTOYHON M
UTOroBoi arrecrauuu no Iporpamme:

Bonpoc. ®enepanbHas WHCIIEKIUS TPyAa — €AWHAs IIEHTPAJIM30BaHHAS CHUCTEMa, COCTOSIIAs M3
(BbIOEpHTE BEpHBIE BapUAHThl OTBETOB):

A) meppumopuanvusix opeanos (I'UT).

B) gpedepanvroco opeana ucnoiHumenbHouU 81acmu.

B) opranoB MecTHOro camMoyrnpaBieHusl.

Bomnpoc. O nmpoBeaennu Beie3gHoi npoBepku [ UT paboTogarens yBeromisieTcs:

A) He Mo3]IHEE YeM 3a TpU pabOUMX JIHS.

b) O Bwie3nnoit nposepke ['MT He momKHBI mpenynpexnarh, y3HaTh O IUIAHOBOM IMpPOBEpKE
paboTosaTesb MOXKET caMOoCTOATENbHO B [11ane mpoBepok.

B) ne nozouee uem 3a 06adyame uemvlpe uaca 00 ee Hayad.

Bompoc. Kakoif cpok HCKOBOW [JaBHOCTH MPEAYCMOTPEH 3a HapyIICHUS TPYJOBOTO
3aKOHOJIaTeIhCTBA HEISMIETOCS XapakTepa?

A) JIBa Mecsia co JIHSI COBEPILICHHSI TPaBOHAPYIIICHHS.

B) Onun rox co aHS 0OHApYKEHHSI TPABOHAPYIICHHS.

B) Ooun 200 co Ous coseputenus NPaAsoOHAPYULCHUSL.

Bompoc. ’Kano6a na npeanucanue ['U'T moxker OBITH MMOJ1aHA B TEUCHHE!

A) oecsamu pabouux OHell ¢ MOMeHma NoyyeHus pabomooamenem nPeonUcaHusl.

B) TpunuaTé xaneHmapHeIX THEH ¢ MOMEHTA MOydeHus paboToaaTenieM mpeInucaHusl.
B) Tpex mecsiieB ¢ MOMEHTa TOTyYCHUST PadOTOIATENIEM MIPEITUCAHHUS.
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Bonpoc. PaGoronatens ycTtaHOBWI pabOTHHKY PEXUM pPabOYero BpPEMEHH C uepeOBaHHEM
BBIXOJIHBIX M pabouux JHEH — neHb uepe3 JeHb. [IpoaomkuTenbHOCTh exXeqHEeBHOM paboThl — 10
qyacoB. Bpems nHauana pabouero aus B 8.00, okonuanust padouero st — B 19.00. Onun nepepsis
JUId OTAbIXa W MUTaHUS HPOAOJDKUTEIBHOCTbIO OAMH uYac. CyMMMpOBAaHHBIM y4yeT pabouero
BpeMeHU. [IpaBoMepHO 11 yCTaHOBIIEHHE TAaKOTO pekuMa pabouero BpeMeHu?

A) Hem, me cobnodaemcsi npasuio 0 MUHUMALLHOU HPOOOIHNCUMETbHOCU eXHCEHEOeIbHO20
HenpepuleHO20 OMOobIXA.

B) Her, He coGmoaeTcs mpaBuiio o MpoJ0DKUTENLHOCTH paboueit Henenu He 6osee 40 gacos.
B) la, mpaBomMepHo.
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V. HHO®OOPMAIIUA Ob ABTOPAX KYPCA

IIporpammy paspatoranu:

KonwxoBa Eprennss BiaagumMupoBHa — IOpHCT IO TPYAOBOMY IIpaBy, KOHCYJIBTAHT IIO
TPYZAOBOMY 3aKOHOJATENILCTBY U KaJIpOBOMY JI€JI0IIPOU3BOJICTBY.

MuxaiijioBa AnuHa I'enHagbeBHa — Beaynuil skcrepT LleHTpa moBbImeHns KBanuduKanum
Koncynprantllntoc OO0 «JIKO».

00O "KomnaHus "TeH3op"

OOKYMEHT NOAMWUCAH 3MEKTPOHHOM MOAMMUCHIO WneHTudmkatop: 7336e154-7181-4d16-b73a-fofbdd7c6d85
noarnucAn AHO AHO AONO "UOo "ankoa", WymunuH 29.10.25 18:15 (MSK) Ceptudmkar
ANO "LO Tumodbeit Muxaiinosuy, JUPEKTOP 02DF227800DDB221AA4D2F6545861DB6CE
"ankoa”




