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. OBIIASA XAPAKTEPUCTHUKA ITPOI'PAMMBbI

1.1. Ha3nayeHue nmporpaMmbl

JlononHuTenbHass  NpOQecCHOHANbHAs  TPOrpaMMa  TOBBIIICHHUS — KBaJTH(PHUKAIUU
«lHOCTpaHHBIE PAOOTHUKM: TMpaBHJAa MHIPAMOHHOTO ydeTa H OQOPMIICHHUS TPYIOBBIX
oTHomeHu» (nanee — [Iporpamma) HampasiieHa Ha MMOJIy4e€HHE HOBBIX TEOPETHUECKUX 3HAHUH U
NPaKTUYECKUX HABBIKOB, & TaKXKE HAa COBEPUICHCTBOBAHWE KOMIICTCHIWH, HEOOXOIMMBIX JUISI
npoeCCUOHATILHON JIEATEILHOCTH B cdepe JTOKYMEHTAIIMOHHOTO o0OecredeHus: paboThl ¢
TIEPCOHAJIOM.

[Tporpamma pernmaMeHTUPYET IeIH, TUTAHUPYEMBIE PE3YJIbTaThl, COICPIKAHUE, YCIOBUS U
TEXHOJIOTUM peali3alliil  00pa30BaTeIbHOrO TIpOIecca, OICHKY KadecTBa IMOJTOTOBKH
o0ydJaronuxcsi W BKJIIOYAeT B ceOs ydeOHbIH I1aH, (OHABI OIEHOYHBIX CPEICTB, (HOPMBI
KOHTPOJISl 3HAHUH M TPeOOBaHUS K €ro MPOBEICHHIO, KaJCHIAPHBIA y4eOHBIA TpaduK U Apyrue
MaTepHalbl, 00eCIIeYNBAIONINE KAaYeCTBO MOATOTOBKH 00yYarOIINXCSL.

1.2. HopmaTHBHO-IPaBOBbIe OCHOBAHNS Pa3padoTKU MPOrpaMMblI

1. ®epepanwvubiii 3akoH Poccuiickolt @enepammu ot 29.12.2012 No 273-d3 «O6 o6pa3oBaHNH B

Poccuiickoit @enepanumny.

2. Ilpuxa3z MunoOpHayku Poccum ot 24.03.2025 Ne 266 «O06 yrBepxknennu [lopsinka opranuzanuu u
OCYILIECTBIICHUSI 00pa30BATENbHOW JICSITETBHOCTH 10 JIOTOJIHUTEIbHBIM MPO(ECCHOHATBHBIM
porpaMMam».

3. Ilpmkxaz MununcrepctBa Tpyna u comuanbHoi 3ammtel Poccum ot 09.03.2022 Ne 109 «O6
YTBEPKACHUN POGECCHOHAIBHOTO cTaHAapTa “CHenranrucT Mo yIPaBISHUIO TIEPCOHATIOM ».

4. Tlpukxaz3 MunoOpHayku Poccum No 1461 ot 14.12.2015 «O06  yrBepxaenun DeaepanbHOro
TOCYJapCTBEHHOTO 00pa30BaTelIbHOTO CTaHAApTa BBICIIErO OOpa30BaHUS IO HAMPaBJICHHIO
noaroroku 38.03.03 “Ynpasienue nepconanom” (YpoBeHb OakalaBpHarTa)y.

1.3. TpeGoBaHus K ciaymiaTeJsiM
Kareropus cimymareneii: nuua, UMerone cpeanee npodeccuonanbHoe U (UIM) BhICIIEE
o0Opa3oBaHue; 1A, TOIydaroUie cpegHee mpodeccuoHalbHOE U (WIK) BBICIIEE 00pa3oBaHME.
[Tporpamma MoOXkeT OBbITH pEKOMEH/IOBaHA JIJIsl 00y4eHUs:
— CHeuuanucTa 1no o(pOpMIIEHUIO TPYAOBbIX OTHOLICHHMI;
—  CIIELUAJIUCTA MO JOKYMEHTAIMOHHOMY 00€CIIeUeHHI0 MepCoHaIa;
—  CIIeIUAJUCTa [0 NePCOHAIY;
— CHENUaJUCTa 110 KaJpaMm.

[Iporpamma MOkeT OBITH MHTEPECHA JIJIS TIPEACTABUTENCH CIICTYIOIICH 1IeIeBOM
ayJIUTOPUU:
— pabOTHMKM OpraHU3aLuil OI0/PKETHOU Cdepsl;
— PpabOTHHUKH KOMMEPYECKHX OpraHHU3aluii;
— UHbIE 3aMHTEPECOBAHHBIE JIUIIA, KEJAIOI1e TTOBBICUTh YPOBEHDb CBOEH
KBasin(ukauu B cpepe opraHusaiuy U BeJeHHs KaJpoBOro JOKyMEHTO000poTa.

1.4. ®opma u cpoku o0y4eHHs MO NporpamMme

®dopma oOyueHUs: 3a04yHasi, ¢ MPUMEHECHUEM JIMCTAHIMOHHBIX OOpPa30BaTEIIBHBIX TEXHOJOTHH
W/WJH SJEKTPOHHOTO 00YUYEHHUS.

Tpyrn0oeMKOCTb IPOrpaMMBbl: 36 aKkaJeMUUECKUX YacOB.

CpOKHU OCBOCHHS IPOTrpaMMBbI. 4 HEZIEIIH.




PexxuM 3aHATHH: ompenenseTcs KaJeHIApHBIM Y4eOHBIM rpaduKoM; AOCTYH OOydarommxcs K

WH(pOpPMAIMOHHBIM MaTepuajgaM — TEKCTOBOW, rpaduueckoid uHOOpMAIMKM TIO MporpamMme
OCYIIECTBIIsIeTCs uepe3 ceTh HTepHeT B pexkume 24 yaca B CyTKU 7 JHEH B HEIEIIO.

1.5. llesib 00y4eHus 1O MporpaMmme

Heab 00yueHusi: co3iaHue yCiIOBUM JUIsl TOJYYEHUS CAyLIIaTENsIMU HOBBIX

TEOPETUYECKUX 3HAHUN U MPAKTUYECKUX HABBIKOB, a TAK)KE COBEPIIEHCTBOBAHUS KOMIIETEHIIHM,
HEOOXOIUMBIX JUIS MTPO(ECCUOHATBHON JAEATEIBHOCTH CIIEHUAINCTOB B cepe
JOKYMEHTAIMOHHOTO oOecrieueHust paboThl ¢ IEPCOHATIOM.

3agaya 00y4yeHHs — MOBBIIICHNE KBATU(DUKALMY CIICIIUATTUCTA, KOTOPBIA JODKEH

OCYIIECTBIISATh B PaMKaX TPYAOBOW ()YHKITUU CIICAYIOIIUE TCHCTBUS:

KoncynpTupoBanue pabOTHUKOB 10 BOIIPOcaM O(QOPMIICHUS TPYAOBBIX OTHOLICHUIA.
Odopmienne 10KyMEHTOB, PETJIaMEHTUPYIOIINX TPYIOBbIE OTHOIIECHUS C KOHKPETHBIM
PabOTHHUKOM.

[ToaroroBky u ohopMIICHHUE TIO 3aITPOCY PAOOTHUKOB U JIOJDKHOCTHBIX JIUI] KOTTHIA,
BBITIMCOK M3 KaJPOBBIX JJOKYMEHTOB, CITPaBOK, HH(OpPMAIIUU O CTaXKe, JIbIOTaX, rapaHTHUsX,
KOMITCHCAIIUSX U UHBIX CBEJACHUI O paOOTHUKAX.

Briiauy paGoTHUKY IOKYMEHTOB O €T0 TPYAOBOM AESITEILHOCTH.

JloBenenue 10 cBeeHus pabOTHUKOB OPraHU3alIMOHHBIX, PACTIOPSAUTENBHBIX U KaJPOBBIX
JIOKYMEHTOB OpraHU3al1H.

Benenue yuera, mpeyCMOTPEHHOTO TPYAOBBIM 3aKOHOAATENBCTBOM Poccuiickon
denepaunu.

Peructparuto, yuer, onepatuBHOE XpaHEHUE KaIPOBBIX JOKYMEHTOB, MOATOTOBKY UX K
clade B apXuB.

IIporpaMmma Hampas/jieHa Ha COBEPIICHCTBOBAHHE KOMIICTEHIMI, KadyeCTBEHHOE

U3MeHEeHHEe KOTOPbIX OCYIIEeCTBJSETCS B pouecce 00y4eHUs Mo JaHHOI MporpamMme:
ga 0aze ®I'OC BO 38.03.03 «Y1paBieHE IIEPCOHATIOM:

CHOCOOHOCTh paboTaTh B KOJUIEKTHUBE, TOJIEPAHTHO BOCIIPUHUMAs COLIUAJIbHBIE,
ITHHYECKHUE, KOH(PECCHOHABHBIC U KyIbTypHbIe pasnuuus (OK-6);

CIIOCOOHOCTH K caMoopraHu3anuu u camoodpaszosanuto (OK-7);

yMEHUE NPUMEHATh TEOPETUUECKUE TTOJI0KEHUS B PAKTUKE YIPABJICHUS IEPCOHATIOM
opraum3anuu (OITK-1);

CHOCOOHOCTh aHATM3UPOBATH PE3YNbTAThl HCCIEIOBAaHUN B KOHTEKCTE LIeJel U 3a/1a4
cBoeii opranusaruu (OITK-5);

CIOCOOHOCTH MCIIONIb30BaTh HOPMATHBHEIE ITPABOBBIE aKTHI B CBOCH MPOQecCHOHATBHOM
NeSITeTbHOCTH, aHAITU3UPOBATh COIMATbHO-YKOHOMUYECKHE TIPOOIEMbI U TIPOIIECCHI B
OpraHu3aIly, HaXOJIUTh OPTaHU3AIMOHHO-YIIPaBICHUECKHE U YKOHOMHUYECKUE PEIICHMS,
pa3padaThIBaTh ATOPUTMBI UX PEATU3aIlMH U TOTOBHOCTh HECTH OTBETCTBEHHOCTH 3 MX
pesynbratsl (OI1K-8);

CIOCOOHOCTH pelIaTh CTaHAAPTHBIE 3a/1a41 TPOPECCHOHATBHOMN e TEILHOCTH Ha OCHOBE
nH(pOpMallMOHHON U Oubnnorpadudeckoil KylIbTypbl C IPUMEHEHUEM HHPOPMAIIHOHHO-
KOMMYHHKAIIHOHHBIX TEXHOJIOTHI M C Y4€TOM OCHOBHBIX TpeOOBaHMUH MH(POPMAITHOHHON
6e3zonacHocTu (OITK-10).



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

— JlokyMeHTalMOHHOE o0ecrieueHne paboThl ¢ epcoHanoM (A).

1.6. Ilmanupyembie pe3yJibTaThl 00yUYeHHUs M0 IPOrpaMmme

B ocHOBe nmaHupyeMbIX pe3yJbTaTOB U3YUYEHUS IIPOrPaMMBI JIEKUT IIOBBIILICHHUE
KBAJTM(HUKALMY, YPOBHS 3HAaHUH U MPO()ECCHOHAIBHBIX HaBBIKOB CIIEL[UAIUCTOB 110
0(pOpPMIICHHIO TPYIOBBIX OTHOIICHUH, CIEIIMAIMCTOB 10 IOKYMEHTAIMOHHOMY 00€CTIEYCHHUIO
[IEPCOHAJIA, CIICUATMCTOB 110 IIEPCOHAILY, CIIELIMAIIMCTOB I10 KaJpaM.

B pe3ynbrate ocBOeHUS MpOrpaMMbl JOHKHBI OBITh YCOBEPUICHCTBOBAHBI CIIEIYIOIINE
npodeccuonansubpie komrereHu Ha 6aze PI'OC BO 38.03.03 «YnpaBiaeHHe NepCOHATOMY!

— 3Hanue Tpynosoro koxexca Poccuiickon Penepanny M MHBIX HOPMAaTHBHBIX IPABOBBIX
aKTOB, COJEpKALINX HOPMBI TPYAOBOTO IpaBa, 3HaHUE IMPOLEAYp NpUeMa, YBOJIbHEHUS,
nepeBoJia Ha JIPYrylo paboTy M MepeMelIeHus MMepcoHaja B COOTBETCTBUHM ¢ TpyIaoOBBIM
komekcoM  Poccmiickoit  ®enepanum M BIaACHHE ~ HAaBBIKAMH  O(QOPMIICHHS
comnpoBokaaroreit fokymentanuu (I1K-10);

— BJaJIieHWE HaBbIKaMU pa3pabOTKU OPraHU3alMOHHOW ¥  (YHKIMOHAJIHHO-IITATHON
CTPYKTYpBI, Pa3pabOTKH JIOKAJbHBIX HOPMATHUBHBIX AaKTOB, KacCArOIIMXCS OpTraHU3aIlH
Tpyaa (IpaBuja BHYTPEHHEIO TPYAOBOTO pAacHOpsIKa, IIOJIOKEHHE 00 OTITyCKax,
nosoxxeHue o komanauposkax) (IK-11);

— 3HaHUE OCHOB Pa3pabOTKU U BHEAPEHUS KaJPOBOW M YIPABICHUECKOH JTOKYMEHTAlWU,
ONTUMH3AIMU JOKYMEHTO000pOTa M CXeM (YHKIMOHAIBHBIX B3aHMMOCBS3EH MeEXIy
HOJpa3/IeIEHUSIMHI, OCHOB Pa3pabOTKU M BHEAPEHUS MPOLEIYP PEryIHMpOBaHUS TPYIOBBIX
OTHOIICHHI U conpoBoXaaromien qokymenrtaruu (ITK-12);

— YMEHHE BECTH KaJIpOBO€ IEJONPOM3BOACTBO M OPraHU30BBIBATH APXMBHOE XPAaHEHUE
KaJIpOBbIX JOKYMEHTOB B COOTBETCTBHM C JCMCTBYIOIIUMH HOPMAaTHBHO-IIPABOBBIMU
aKTaMHl, 3HAHHE OCHOB KaJpOBOM CTaTHCTUKH, BIJIAJI€EHUE HABBIKAMU COCTABJICHUS
KaJIpOBOM OTYETHOCTH, a TAK)KE€ HABBIKAMHM O3HAKOMJIEHHS COTPYJHUKOB OpPraHU3ALMH C
KaJIpOBOM NOKyMEHTAaUUEHd M JEHCTBYIOIUMMHU JIOKAJbHBIMM HOPMATHUBHBIMHM aKTaMH,
yMeHHe 00eCIeUTh 3aIUTY MEePCOHATBHBIX TaHHbIX coTpyaHukoB (ITK-13);

— BJaJICHUE METOJaMU U IPOrpaMMHBIMHM CpeACTBaMHM O0pabOTKH AenoBOW HMH(pOpManuu,
HaBbIKAMH  pabOThl €O  CHENMAIM3UPOBAHHBIMU  KaJPOBBIMH  KOMIIBIOTEPHBIMU
porpaMMamy;

— 3HaHUe KOPIOPATUBHBIX KOMMYHHUKALMOHHBIX KaHAJIOB U CPEJCTB Mepeaadn nHhopmanuu,
BJIQJICHHE HaBbIKAMU HMH(QOPMAIIMOHHOTO O0OecrnedyeHHus MPOIECCOB BHYTPEHHHX
kommyHuKkarmin (ITK-28);

— 3HaHUE TEXHOJOTUH IPEOJOJEHUS JIOKAJIBHOTO CONPOTHBIICHUS M3MEHEHHSM U YMEHHUE
UCIIOJIB30BaTh UX Ha npaktuke (ITK-37).



B coorBercTBHE C Tpe60BaHI/IHMI/I HpO(beCCI/IOHa.HBHOFO CTaHaapTa «Cnenuaauct 1o YHIpaBJICHUIO
IIEPCOHATIOM» 110 UTOI'aM OCBOCHMS IIPOTpaMMBbI O6y‘IaIOHII/ICC$I JOJIXKHBI 6y,Z[yTI

3HaTh:

— Tlopsmok odopmieHus, BeJeHUS M XPAHEHUS JOKYMEHTOB MO O()OPMIICHHIO TPYHOBBIX
OTHOILEHWH, IO YIPABICHUIO IEPCOHAJIOM B COOTBETCTBUHM C TpPeOOBaHUSIMU
3aKoHoAaTenbCcTBa Poccuiickoi denepanuy 1 KOPIOPATUBHBIMY MOJIUTHKAMM.

— llenm wu 3amaunm  OpraHu3alUM IO TIOCTPOCHUIO CHUCTEMBI O(GOPMIICHHUS TPYIOBBIX
OTHOILICHUM.

— TapudHo-kBaMPUKAMOHHBIE  CIPAaBOYHUKH paboT u  mpodeccuit  paboumx u
KBAJIM(UKALMOHHBIE XapaKTEPUCTUKU JOJDKHOCTEH Clly)KalllMX, HpodeccHoHaNbHbIe
CTaHJapTBhl.

— Cpeuuanu3upoBaHHble MH(POPMALMOHHBIE CUCTEMBbI, U(PPOBBIE YCIYI'M U CEPBUCHI IO
BEJICHUIO yUYETa U JBUKCHHIO IIEPCOHAJIA, TPAHULIBI X IPUMEHEHUS.

— OcHOBHbBIE METPUKHU U AaHAJIIUTUYECKUE CPE3bl B 00JIACTH ABMXKEHUS U y4eTa IepcoHaa.

— TIlopsnok odopmieHus YCTaHOBIEHHBIX 3aKoHoZaTenbcTBOM Poccuiickoit denepauun
(GOpM OTUETHOCTH B FOCYJapCTBEHHbIE OPTaHbI.

— TpeGoBanus 3akoHonarenbcTBa Poccuiickoit Pdepepaunn 1mo OoQOPMIEHHIO TPYIOBBIX
OTHOLICHHWH, BOMHCKOMY YYE€Ty, YBEIOMJICHHIO M IPEACTABICHUI0 OTYETHOCTU B
rOCyJapCTBEHHbIE OpraHbl CIHELHAIbHBIX KaTeropuii pabOTHMKOB: HMHOCTPAHHBIX
paOOTHUKOB M JHIl 0€3 Ipa)kJIaHCTBAa, MHBAJIUAOB, JIUIL], UMEIOIIUX TapaHTHHU U JIBIOTHI,
YCTaHOBJICHHbBIE 3aKOHOJATENBHO, U IPYTUX CHELUAIBHBIX KaTErOpHUi.

— HopmaTtuBHBIE mpaBOBBIE aKTHI, ONPEACIAIONIME HOPMBI TPYIOBOro mpasa Poccuiickoit
®denepanuu.

— 3aKOHO/ATEIbCTBO Poccuiickon denepannn 00 VHIMBUIyaJIbHOM
(mepcoHU(PpUIIMPOBAHHOM) YUETE B CUCTEME 00513aTEIHHOIO MEHCUMOHHOTO CTPAXOBAHUS.

— 3axkoHoparenbcTBO Poccuiickoit denepanuyu 0 NEpCOHAIBHBIX JaHHBIX.

— OcHOBBI apXMBHOTO 3aKOHOJATEIbCTBA W HOpPMAaTHBHBIE IPaBOBble aKThl Poccuiickoit
®enepanuu B 06sactu opopmIIeHUs, BEACHUS U XpaHEHUS JOKYMEHTOB 110 0(hOPMIIEHUIO
TPYAOBBIX OTHOILEHU.

— Ilopsnok odopMieHHs] MEPBUYHBIX JOKYMEHTOB Ui Iiesiell OyXraJTepckoro ydera B
chepe opopMieHUsT TPYTOBBIX OTHOIICHHH.

— TexHosnoruu, METOBI U METOIMKH MPOBEACHUS aHAIN3a U CUCTEMATU3allUN JOKYMEHTOB U
UHpOpMAaLINH.

— JlokanpHble HOpPMAaTHBHBIE aKThl OpraHU3alliU, PETYIUPYIOLIUE MOPAI0K O(OpMIECHUS
pacropsAAUTENbHBIX W OpraHU3allMOHHBIX JOKYMEHTOB [0 TMEpPCOHANIY, O(QOPMICHHIO
TPYAOBBIX OTHOLIEHU.

— OpraHu3aldoOHHYIO CTPYKTYPY OpTaHU3aINH.

— OCHOBBI IOKyMEHTO000POTA U IOKYMEHTAIIMOHHOTO 00eCIeYeHUs] OpraHU3alHH.

— HopmaTuBHBIE ITpaBOBBIE aKThl, PETYIHUPYIOIIKE MTpaBa U 00S3aHHOCTU TOCYAAPCTBEHHBIX
OpraHoOB, MPEJICTABUTENIBHBIX OPraHoB pPAaOOTHUKOB 110 MPEIOCTABICHUIO YYETHOM
JIOKYMEHTaI1H.

— IlpaBuna BeaeHUs J1€710BOM MEPENUCKH.

— Hopw™msl 3THKH enoBoro o0mieHusl.



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 NMPEIOKEHUS 10 UX aKTYIN3aLUU 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 denepanuy 1 JT0KaIbHBIMA HOPMAaTUBHBIMU aKTaAMHU OPTaHU3aLAH.
ObecneunBaTh coOMOeHUE TpeOoBaHUIl 3akoHOAaresnbecTBa Poccuiickoir Penepauny,
KOPIIOPaTUBHBIX IOJUTUK B 00jJacTM 0OpaOOTKM MEpPCOHAIBHBIX JAHHBIX U
KOH(HICHIIMATHHON HH(pOpMAIIH.

OdopMiATE y4eTHbIE JOKYMEHTHI, INPENOCTaBIsEMble B TOCYJapCTBEHHBIE OpTraHbl,
IpeCTaBUTENIbHBIE OPTaHbl PAOOTHUKOB.

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

Paborare ¢ mHMOpPMALMOHHBIMU CHUCTEMaMH, LMQPPOBBIMHU 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 IPOIECCOB U
JIOKYMEHTO000pOTa M0 y4YeTy M ABMKEHHIO MEpPCcOoHaa, 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 OOLICHHUS.

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



I1. CTPYKTYPA U COAEP KAHUE ITPOT'PAMMBI

2.1. Y4eOHbIii I71aH

Ne . Bcero, B Tom uncie ®opma
y HaumeHnoBanmne monyneii (pa3aeioB, Tem) (ax.
wh yac.) T3 | CP | Arr. KOHTPOJIs1
1. | IlpaBOBBIC OCHOBBI MUTPAILIHOHHOTO 3auer
3aKOHOJaTeIbCTBA. [IpaBOBO cTaTyC 3 2 1 o5 | 05 (TecTHpoBamHe)

MHOCTPaHHBIX rpakaaH B PO u mopsaok ux
npeObiBanus B PO

2. | MurpaimoHHbIi y4€T HHOCTPAHHBIX IPaKIaH 7 6 | 05 | 05 3auer
' ' (TecTupoBaHue)
3. | OcobenHocTr 0pOpMIICHUS TPYTOBBIX
o 3auer
OTHOIICHUH C Pa3HBIMH KaTCrOPUIMH 8 7 05 | 05
(TecTupoBaHue)
WHOCTPAHHBIX IpakaaH
4. | OcobenHocty 0(hOpMIICHUS TPYIOBBIX
. 3auer
OTHOIIICHUH. Y BEJIOMIIEHUE MUTPALIMOHHOTO 10 9 05 | 05
(TectupoBaHue)
opraHa
5. | UtoroBoe TectupoBaHue 3 _ B 3 3auer
(TecTupoBaHue)
6. | Uroro: 36 29 2 5

T3 — reopernyeckue 3ansatus, CP — camocrositenbHas padoTta, ATT. — arTecTarusl.

2.2. KanennapHbliii yueOHblii rpaguk

Kanennapusiii rpadgux oOydeHUs: SIBISETCS MPUMEPHBIM, COCTABIACTCS M YTBEPIKIAETCA
Ut Kakaon rpymnmbel. Cpok ocBoeHus mporpammsbl — 4 Hepenu. Hagano oOydenus — mo mepe
Habopa rpynmnbl. Pexxum 3ansTuii: He Oosee 8 akageMUYecKux 4acoB B JeHb. [IpomexxyTounas u
UTOTOBAsI aTTECTAIUS MPOBOIUTCS COTJIACHO YUeOHOMY TUIaHy U KalleHAapHOMY TpaduKy.

HanMeHoBanue TeM // Hexeau 3aHATHH Bcero 1 2 3 4

1. HpaBOBHe OCHOBBI MUT'PAITMOHHOT O 3aKOHOAATCIILCTBA.

IIpaBoBO# cTaTyCc MHOCTpPAaHHBIX IpaxkaaH B PD u nopsanok ux 8 8

npeObiBaHus B PO

2. MurpaimoHHbIi y4eT HHOCTPAaHHBIX IPpaX/iaH 7 2 5

3. Ocobennoctr opopMIICHUS TPYIOBBIX OTHOIICHUH C 3 5 3
pa3HbIMM KaTErOpUsIMUA MHOCTPAHHBIX IPAKIAH

4. OcobenHocT 0pOpMIIEHHS TPYJOBBIX OTHOILIEHUH. 10 2 13
YBenoMIIEHNE MUTPALIMOHHOTO OpraHa

5. ToroBoe TecTUpOBaHHE 3 3
Hroro: 36

2.3. PaGouue mporpaMmbl JUCHMILIUH (MOYJI€i, TeM)

1. IlpaBoBbIe 0OCHOBBI MUTPAIlMOHHOTIO 3aK0HOAAaTe/IbCcTBA. [IpaBoBoii craryc
HHOCTPAHHBIX rpaxaad B PO u nopsaok ux npedpiBanus B PO:

e HIIA. TepMuHbI U OIIpEEIECHHUS.

e [IpaBosoii craryc UI'.

e [IpaBoBBIC OCHOBBI MPEOBIBAHNS MHOCTPAHHBIX TPaXKJaaH Ha TeppuTopun PD.
2. MUTpalMOHHBIN y4eT HHOCTPAHHBIX IPAKIAH:

e TepMmunsl u onpenenenus. OnpeaeneHne NPUHUMAIOIIECH CTOPOHBI.



ITopsimok ¥ CpOKH IMTOCTAaHOBKHM MHOCTPAHHBIX I'PAYKJAH HA MUTPALlMOHHBIN yYer.
OcHoBaHMsI U TOPAZIOK CHATHSI HHOCTPAHHOI'O IPakJaHMHA C MUTPALlMOHHOIO y4eTa.

3. OcodeHHocTH O(popMIIeHHST TPYAOBBIX OTHOIIEHHH C Pa3HBIMU KaTeroOpusAMH
HHOCTPAHHBIX TPAXKIAH:

OrpanudeHus npyu Tpya0yCTPONHCTBE HHOCTPAHHBIX IpaXkaaH. Bubl pa3permunTenbHbIX
JIOKYMEHTOB.

[Topsinok npuBiieUEHUS K TPYAOBON AEATEILHOCTH MHOCTPAHHBIX IPaK/IaH Ha OCHOBAHUHU
MaTeHTA.

Oco0OeHHOCTH MPUMEHEHUS MUTPALIMOHHOTO 3aKOHO/1aTeIbCTBA MPHU IprUeMe Ha paboTy
rpaxaan EADC.

OcHoBBI 0POpPMIICHHUS TPYAOYCTPOICTBA BU30BBIX MHOCTPAHHBIX TPAXKIAH.

4. OcobdennocTH oopmiieHUsI TPYAOBBIX OTHOLIEHUI. YBeJ0oMJ/IeHHe MUTPAIlMOHHOT 0
oprasa:

[Topsimok HampaBICHUS YBEOMIICHUS O 3aKJIFOUCHUHU WIH PACTOPKEHUH JIOTOBOPa C
WHOCTPaHHBIM TPAKIAHUHOM.

KOMaHI[I/IpOBKI/I, MEpeBOJAbI, OTCTPAHCHUEC OT pa6OTI)I M YBOJIbHCHUC MHOCTPAHHBIX
pabOTHHKOB.

Oco0OeHHOCTH HAa3HAYeHHS TOCOOUN MHOCTPAHHBIM TpakIaHaM.



I11. OPTAHUBAIIMOHHO-ITIEJATI'OI'HYECKHUE YCJIOBUSA PEAJIM3ALINU
ITPOI'PAMMBbI

3.1. TpeOoBanuss K KBAJIM(UKANMU TMEAATOTHYECKHUX KAaJAPOB, MNpelcTaBUTeJel
NpeANpUATHIA W OpPraHu3anuii, ol0ecneYMBAOUIUX peaJu3annI0 00pa3oBaATEIHLHOIO
npouecca

OpraHu3anus, OCYIIECTBISIOIIAs 00pa3oBaTEIbHYIO JIEATEIbHOCTh, peaIU3yroLias
JIOTIOJTHUTEIIbHBIE TPO(ECCHOHANBHBIE MPOrPaMMbl, YKOMIUIEKTOBaHA KBaJM(UIIMPOBAHHBIMU
KajgpaMy.  YpOBeHb  KBaNU(pHUKAIMM  pabOOTHUKOB  OpPraHM3alMM,  OCYLIECTBIISIOILEH
00pa3oBaTeNbHYI0  JCSITEIBHOCTh, PEATM3YIOUIeH JOMOJHHUTEIbHBIE TMPO(ecCHOHATbHbIE
IPOTrpaMMbl, COOTBETCTBYET KBaIM(DPUKALMOHHBIM XapaKTEpUCTHKaM II0 COOTBETCTBYOLIEH
JIOJIKHOCTH.

TpeboBanust Kk  KBanudukanuu npenojasarens. Beicmiee npodeccroHambHOE
oOpa3zoBaHue WU cpeaHee npodeccnoHaIbHOe O0pa30BaHHME IO HAIMPABICHUIO MOATOTOBKHU
«O06pa3zoBaHue U MeJaroruka» Wik B 00J1aCTH, COOTBETCTBYIOIIEH MpenoJjaBaeMoMy MpeaAMETY,
0e3 mnpembsBieHHs TpeOOBaHMKH K CTaxy paboTel MO0 BbICHIee MPOPECCHOHATHEHOE
oOpa3oBaHue WM cpegHee OpodecCHOHANbHOE  O00pa3oBaHME U JIONOJIHUTENIBHOE
npodeccuoHanpHOoe O0Opa3oBaHME IO HAMNPABICHUIO JEATEJIBHOCTH B 00pa30BaTElIbHOM
yupexaeHuu 0e3 npeabsBieHHs TpeOOBaHUH K CTaXy paboThI.

[lenarornueckue pabOTHUKH OOSI3aHBI IPOXOIUTH B YCTAHOBJIEHHOM 3aKOHOATEIHCTBOM
Poccuiickoit ®enepanuu nopsiike OOydeHHE MO JOMOJHUTEIbHBIM MPO(hecCHOHATbHBIM
porpaMmam 1o npoQuiIo neaarorndeckon JesTeIbHOCTH HE PEKE OJTHOTO pa3a B TPU roja.

OcobOble  yciioBHsL Jlollycka K paboTe: OTCYTCTBHE OrpaHMYEHUH Ha 3aHATHE
IIearoru4ecKkomn JIEATEIIbHOCTBIO, YCTaHOBJICHHBIX 3aKOHOJaTeNbCTBOM Pocculiickon
®denepanuu.

[Ipoxoxaenue oOsA3aTeNbHBIX MpEABAPUTENbHBIX (MpU TMOCTYIJIEHHMM Ha paboTy) u
NEpUOJIMYECKUX  MEIMIMHCKUX OCMOTpPOB (oOclienoBaHMi), a Takke BHEOYEpEeaHBIX
MEAMIMHCKUX OCMOTpPOB (0OcCienoBaHMi) B MOPSAJIKE, YCTAaHOBJIEHHOM 3aKOHOJATEIbCTBOM
Poccuiickoit denepanuu.

[IpoxoxkaeHne B yCTAaHOBIEHHOM 3aKOHOAATENLCTBOM Poccuiickont denepanun mopsiike
aTTeCTallul Ha COOTBETCTBHE 3aHMMAEMOM JTOJIKHOCTH.

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

TpeboBaHusI K MUHUMAITbHOMY MaTepHATbHO-TEXHUIECKOMY 00€CIIE€YECHUIO.

Peanuzanus mporpammbsl TpeOyeT Hanuuus ydeOHOro kabuHeTa, O0OOpYAOBAaHHOIO
yueOHOI Mebenblo, J0CKON uinu QuinmyapToM. TexHu4Yeckue cpeacTBa oO0yueHus: KOMIBIOTEPHI
C TmporpaMMHbBIM oOecrmeyeHueM. Jlias ydeOHOro mporecca MCIONB3YIOTCS — y4eOHO-
METOJMYECKHE MaTepuabl, yaeOHble TTOCOOMS, TIPE3EHTAINN, TECTHI JUII CAaMOKOHTPOJIST — BCE,
4T0 HE00X0UMO JUIst 3((HEKTUBHOTO COBPEMEHHOTO 00yUEHHUS.

Jns  opraHm3ammMy  AIEKTPOHHOTO  OOYYeHHsT  00pa3oBaTelNbHOE  yUpEeKICHHUE
o0ecreynBaeT JOCTYI 00y4aroIUXCs U MeAarornyeckux pabOTHUKOB K y4eOHO-METOINYECKOMY
KOHTEHTY, OpPraHW30BaHHOMY B BHPTyaJbHOW oOydaromer cpeme. Jns oOecnedeHus
3 PeKTUBHOrO 00pa30BaTENBHOrO IpoLecca € MPUMEHEHHEM 3JEKTPOHHOTO OO0ydeHUs
CIIymaTensiM  HeoOXOIMMO ClleyIoniee MaTepHaIbHO-TEXHUYECKOe  oOecrieueHme:
NEPCOHANBHBII KOMIBIOTEP C BBIXOJOM B HH(POPMALMOHHO-KOMMYHUKAIIMOHHYIO CETh
WUntepHer, rapHurypa (HAyHmIHMKH) W TporpamMmHoe oOecnedeHue (MmakeT OQUCHBIX
MPUIOKEHUH, BeO-Opaysep).

Jns ycmemHoro ocBOEHUs OOydeHHs B JJIGKTPOHHOW (opMe OT 00ydarommxcs
TpeOyeTcsl HaBBIK HCIIOJNBb30BAHUS MEPCOHAIBHOTO KOMIBIOTEpAa Ha YpOBHE IOJb30BATENS —
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OCHOBHBIE IIPUEMBI pabOTHI ¢ TEKCTOM, (aillaMu 1 mankamu B npuioxeHusx Windows, padora
B MH(OPMAIIMOHHO-TEICKOMMYHHKAlMOHHON ceT MHTepHeT (B TOM 4MCIIe HCIIOIB30BaHUE
CEPBHUCOB AICKTPOHHOMU MOYTHI).

3.3. YueOHo-MeTOAMYeCKUE U HH(POPMALIMOHHBIE YCJIOBUS

HopMaTuBHO-nIpaBoBbI€e aKThI (AKTYyaJIbHbIE PeIaAKIHN):

— Tpynosoii konekc Poccuiickoit deaepannu ot 30.12.2001 Ne 197-D3.

— Kopekc Poccuiickoit ®denepannn 00 agMUHUCTPATUBHBIX INPABOHAPYILIEHUSAX OT
30.12.2001 Ne 195-®@3.

— «Hanorossrit koaexc Poccutickoit @enepanuu (qacts BTopas)» ot 05.08.2000 Ne 117-
3.

— JloroBop o EBpa3zuiickoM 3KOHOMHUYECKOM CO103€, Mmojnucan B r. Acrane 29.05.2014.

—  ®enepanpubii 3ak0H oT 25.07.2002 Ne  115-®3 «O mnpaBoBOM TOJIOKEHUHU
MHOCTpPaHHBIX I'paxkaaH B Poccuiickoit denepaunny.

—  @enepanbhbiii 3akoH oT 18.07.2006 Ne  109-®d3 «O MurpanvoHHOM Yy4deTe
WHOCTPAHHBIX TpaxaaH u Jull 0e3 rpaxkaancTsa B Poccuiickoit denepanum.

— ®enepanbHbiil 3akoH 0T 15.08.1996 Ne 114-03 «O mopsiake Boie3aa u3 Poccuiickoit
®enepannu 1 Bbe3aa B Poccuiickyro denepanuioy.

— IlocranoBnenue [IpaBurensctBa P® ot 15.01.2007 Ne 9 «O mopsiake ocyiiecTBlIeHUs
MUTPAIMOHHOTO ydYeTa WHOCTPAaHHBIX TpPaXHTaH W JHIl 0Oe3 rpaxgaHcTBa B Poccuiickoit
®enepanumn».

— IIpuka3z MBJ] Poccun ot 30.07.2020 Ne 536 «OO0 yrBep)kacHuu GOpMbI XOAaTaliCTBA
WHOCTPAaHHOTO TpakAaHWHa (Muia O0e3 TpakJaHCTBA) O NPUBICYCHHH €r0 B KauecTBe
BBICOKOKBUTH(DUIIMPOBAHHOTO CICIMATUCTA W TOpPSIKA €ro 3amojIHeHUs, a Takke (HopM U
MOPAAKOB yBeAOMJEHHUsT MUHHMCTEPCTBA BHYTpPEHHUX Jneil Poccuiickont denepauuu WM €ro
TEPPUTOPUAIBHOTO oOpraHa o0 OCYUIECTBIEHWHM MHOCTPAHHBIMM TpaxkaaHamu (Jiuuamu 06e3
TpaXAaHCTBA) TPYAOBOH NeATeNbHOCTH Ha TeppuTopuu Poccuiickoit @enepanuu» (BMecTe ¢
«[TopsimkoM 3amoHEHUsl XO0JaTaiCTBa MHOCTPAHHOTO TpakJaHWHA (Hia 0e3 rpakIaHCTBa) O
NPUBJICYEHUH €ro B KauyeCTBE BBICOKOKBAIU(UIIMPOBAHHOTO crenuanucray, «llopsakom
MIPEACTABIICHUS] OPraHHU3alMel, OKa3bIBAIOIIEH YCIYTH IO TPYIOYCTPOMCTBY HMHOCTPaHHBIX
rpaxaan (nmui 0e3 TpaxkaaHcTBa) Ha TeppuTopuu Poccuiickoit ®deneparuu, yBEAOMIICHHS O
TPYJIOYCTPOMCTBE MHOCTPAHHOTO TpakJaHWHA (U@ 0e3 TpakJaHCTBa) HA TEPPUTOPUHU
Poccuiickoii @enepannny», «[lopsakom nmogaun paboToaaTenasiMi U 3aKazquKamMHu padboT (yciayr)
YBEIOMJIEHHH 00 MCIIOJHEHUH 00s3aTeNbCTB 0 BhIIJIaTe 3apab0THON MiaThl (BO3HATPaXICHNUS)
WHOCTPaHHBIM TpaxkaaHam (JumaMm 0e3 TpaXkIaHCTBA) —  BBICOKOKBATH(HUIIMPOBAHHBIM
crienpanuctam», «llopsakom momaun paboTomaTeNssMH WM 3aKa3uyukamu padot (ycmyr)
YBEIOMJICHH O 3aKIIOYeHHH U TPEKpalleHuu (pacTOp>KeHHH) TPYIOBOTO JIOTOBOpa HIIU
TPaKIaHCKO-TIPAaBOBOTO JOTOBOpPA Ha BBIMOJHEHHE PAa0OT (OKa3aHWE YCIYr) ¢ WHOCTPAHHBIM
IpaXJIaHUHOM (JIMIIOM O3 TPaKIAHCTBA)» )».

— Ilpuxaz MBJ] Poccun ot 22.11.2021 Ne 926 (pen. ot 28.03.2025) «O6 yTBEepKICHUN
[Topsimka MpUHATHS PEUICHUS O MPOAJICHUH JHO0 COKpAIllEHUH CPOKa BPEMEHHOTO MPeObIBaHUS
WHOCTPAHHOTO TpakIaHWHA WiK JrIa 0e3 rpaxaancTBa B Poccuiickoit denepammm.

— IIpuxa3z MBJI Poccun ot 10.12.2020 Ne 856 (pex. ot 22.10.2024) «O6 yTBepKIaeHUN
AJMUHUCTPAaTUBHOTO perjamMeHTa MuHHCTepcTBa BHYTpeHHUX Jen Poccuiickoit denepannu no
MPEAOCTABICHUIO TOCYJIapCTBEHHOM YCIYyTd IO OCYIIECTBICHUI0 MUTPALMOHHOTO Yy4eTa
MHOCTPAHHBIX IpaxkaaH U Jul 0e3 rpaxnaHcTBa B Poccuiickoit @enepanuu, Gopm 3asBiieHus
WHOCTPAHHOTO Tpa)KIaHWHA WK JHIa 0€3 TPa)kIaHCTBA O PETUCTPALIUU MO MECTY KHUTEIbCTBA,
3asIBJICHUSI O CHATHU MHOCTPAHHOTO TPaKJaHWHA WIIH JIUIA 0€3 TPaXTaHCTBA C PETUCTPAIUH T10
MECTY JKHUTEIbCTBA, YBEAOMJICHHMS O MPHUOBITHH WHOCTPAHHOTO TpakKJaHWHA WU JUIa 0e3
TPaXJIaHCTBA B MECTO TMPEOBIBaHHUSA, OTMETOK O PETUCTpauu (CHATHU C PETUCTPALINN)
WHOCTPAHHOTO TpaXTaHWHA WIH JUIa 0e3 TpaKAaHCTBA MO MECTY JKHUTEIhCTBA, OTMETOK O
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MOATBEP)K/ICHUU BBINIOJHEHUS NPUHUMAIOIIEH CTOPOHOM M MHOCTPAaHHBIM T'PakKJIaHUHOM WIH
auIoM 0e3 rpa)XIaHCTBa AEHCTBHUM, HEOOXOIUMBIX AJIS €ro IOCTAHOBKUM Ha YYeT IO MECTY
npeObIBaHMUs, TMPOCTABISIEMbIX, B TOM  4YHCIEe, MHOTO(QYHKIHMOHAJIBHBIM  LEHTPOM
IPEIOCTABIICHHS TOCYAAPCTBEHHBIX M MyHUIMIANBHBIX yeiryr» (Koncynprantllntoc).

— ToroBoe pemenue: Ilopsaok momadum yBEJOMIIEHHMS O NPUBIICYEHHUU K TPYIAOBOU
JesITeIbHOCTH HHOCTpaHHoro padotHuka (Koncynsrantllotoc).

— ToroBoe pemenue: UTo HYXHO 3HATh NIpU TpUeMe Ha paboTy «OE3BU30BOTO»
MHOCTpaHIa Ha ocHoBaHuM nareHTa (Koncynsrantlltoc).

— T'otoBoe pemeHue: UTo HYKHO 3HaTh O TPYAOBOH AESITEIBHOCTH HWHOCTPAHHBIX

rpaxnan (Koncynerantllitoc).

3.4. MeToinyecKue peKOMeHIalMi K OPraHu3auuyu o0pa3oBaTeIbHOIO mpouecca

N3ydenne kypca B 3a09HOM (IUCTAaHIIMOHHOM) pOpMAaTe B CUCTEME TUCTAHITMOHHOTO
oOyuenus Llentpa oOpazoBaHus pacCUUTaHO Ha 4 HellemH.

OO0y4eHne ¢ IPUMEHEHHEM JAUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHI 1/ 1IN
AIIEKTPOHHOTO 00YYEHHUS 10 MPOTrpaMMe OCHOBBIBAETCS Ha TMCTAHIIMOHHBIX 3aHATUAX U
CaMOCTOSTENbHOI paboTe oOyuatonuxcs. Bee BUbl yueOHBIX 3aHATUH MPOBOIATCS C
00y4JarmuMuCcs AUCTAaHIIMOHHO, C UCIIOJIb30BAaHUEM BO3MOXKHOCTEH MHTEepHETa, a TakxKe ¢
MCIOJIb30BaHUEM TTOYTOBBIX 3JIEKTPOHHBIX OTIIPABICHUN.

[To okOHYaHMM W3YYEHUS KaKOTO pa3fiena MporpaMMbl 00y4aroIMMcsi peKOMEHI0BaHO
(B paMKax MpOMEKYTOYHOM aTTECTalluK) IPONUTH TECTUPOBAHUE C LIETbI0 camonpoBepku. Eciu
BO3HUKAIOT TPYJHOCTH B OTBETAX Ha BOIPOCHI, CJIEAYET BEPHYTHCS K H3yUYEHUIO TEMBI WIH
3aJ1aTh BOIPOC IO COACPXKAHUIO y4eOHOro MaTepuaia.

1o 3aBepieHUN U3ydeHUs: IPOrpaMMbl HEOOXOIUMO MPOUTH UTOTOBOE TECTUPOBAHUE:
CrnymaTenp JOMycKaeTcsl K ¢auye UTOMOBOIO TECTA MPH YCIOBUHU YCIIEUTHOTO MPOXO0KACHUS
TECTOB /ISl CAMOIIPOBEPKH IO UTOTaM M3y4EHUs BCEX pa3JiesioB IIporpaMMbl. PekoMmeHnryemblie
1Uist oJiee Tiy0oKOoro U3ydeHHs Kypca JINTEpaTypa U CChIIIKU MPEJICTaBICHbI B pa3jieie
«MHpopMmanioHHOE 0OecTIeYeHUEY.
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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 OCBOEHHUS 00pa3oBaTeNbHOUM mporpamMmbl. MToropas arrectanus o0y4aromuxcs
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 arrectanmMy JIOMYCKAlOTCsl OOydarommecs, IIOJHOCTHIO OCBOMBIIHE
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 CHpaBKa 00 OOY4YeHHMH WM O TEepHojie OOydeHusi mo ooOpasiy,
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
crangapra «Cneruanuct 1o ympasienuto nepconanom» (IIpukas Munrtpyna Poccun ot 09.03.2022
Nel09 «OO6 yrBepxkaeHnu tnpodeccroHanmbHOro crapgapra “CHenManucT 10  YIpPaBICHHUIO
MIEPCOHATIOM»).

Hpeamer

OIIEHNBAHUS O0BbeKT OLleHUBAHMS IToka3aTesb OLIEHKH

(KOMITETEHIHH, (HaBBIKM, TPYIOBbIe 1l CTBHS) (3HAHMSA, yMEHUS)
TpyJoBbIe (PyHKIMH)
Benenne o Pa3paboTka IPOEKTOB JTOKaJIbHBIX 3nanusn:
JOKYMEHTAlHU 110 HOPMAaTHBHBIX aKTOB OpTraHU3alluH, e TexHOIOruu, METOALI K METOIUKHU OPOBEACHHUS aHAIM3a U CUCTEMATU3aIUU
Y4eTy U IBHKCHUIO PETYIUPYIOIINX TPY/IOBBIC OTHOIICHHSL. JIOKyMEHTOB U HH(OPMALUH.
nepconana (A/01.6) o Pa3paboTKa MPOEKTOB JOKYMEHTOB I10 o JlokanpHbIE HOPMATUBHBIC KTl OPTaHH3ALUH, PETYIUPYIOIINE TOPIIOK

0(hOPMIICHHIO TPYIOBBIX OTHOLICHUIT C
KOHKPETHBIM pPabOTHHKOM.

o [ToaroroBka npeIokKeH1i o
ONTUMHU3ALMH GOPM JOKYMEHTOB U
U (ppPOBU3aLUH JOKYMEHTO000POTa
OpraHu3alyy B 00s1acT 0popMITCHUS
TPYZOBBIX OTHOIICHUIA.

oopMIIeHNST pacHOPSITUTENBEHBIX U OPraHH3alMOHHBIX JOKYMEHTOB I10
NepcoHaly, 0(pOPMICHUIO TPYIOBBIX OTHOLICHHI.

o OpraHu3alMOHHAs CTPYKTYpa OpraHH3alluH.

o OCHOBBI JOKYMEHTOO0O0POTa U JOKYMEHTAIIOHHOTO 00ECIICUCHHS OpraHU3aIIH.

o HopMmaTHBHEIE IIPaBOBEIE AKTHI, PEryIHPYIOIIHE IPaBa U 00S3aHHOCTH
TOCYJapCTBEHHBIX OPTaHOB, IPEACTABUTEILHBIX OPIaHOB PAOOTHUKOB IO
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IIpeameTt
OllCHUBAHUSA
(KOMIIETeHIINH,

TpyIOBEIe (PyHKIMH)

O0BbeKT oLeHNBAHHS
(HaBBIKH, TPYIOBbIe 1CHCTBHS)

Iloka3zaTens oneHKH
(3HAHHSA, yMEHHS)

IToaroroBka NpoeKTOB JOKYMEHTOB I10
IIPOLIEypaM yIpPaBIECHUs IEPCOHAIIOM,
ydeTa U ABHKEHHs IIEpCOHAJIA.

MPEIOCTaBICHHIO YIETHOM JOKYMEHTALHH.

Ymenusi:

AHAITH3UPOBATh JIOKAJIbHbIE HOPMATHBHbIE aKThI U JOKYMEHTHI 110 0)OPMIICHHIO
TPYAOBBIX OTHOIICHHUH, (HOPMHPOBATH MPEIUIOKEHHUSI [0 UX AKTyalU3aLHd U
YIYYIICHHIO.

Onpenensats CTPYKTypY U COZIepKaHHe, TOTOBUTh MPOCKTHl HOPMATHBHBIX
JIOKyMEHTOB ¥ JIOKYMEHTOB 110 0()OPMIICHHIO TPYAOBBIX OTHOLICHHM.
OopMIIATh KaAPOBBIE JOKYMEHTHI B COOTBETCTBUH C TPEOOBAHUSIMHU
3aKoHOJaTeNbCTBa Poccuiickoit denepannu U JOKaIbHBIMH HOPMAaTHBHBIMU
aKTaMH OpraHU3aLHH.

Ob6ecnieunBath cOOMIOICHIE TpeOOBaHHI 3aKOHOKaTenbCTBA Poccuiickoit
Denepanin, KOPIOPATUBHBIX MOJIUTUK B 001aCTH 00pabOTKH EPCOHATBHBIX
JTAHHBIX ¥ KOH(QUICHIINATbHON HHPOPMALIIH.

OdopMIIATh yueTHbIE JOKYMEHTBI, IPEAOCTABISIEMbIC B TOCYAaPCTBEHHbIC
OpraHbl, IPECTaBUTEIIbLHBIC OPraHbl PAOOTHUKOB.

OpraHu30BBIBaTh XPAHEHHE JOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMU
3aKOHOJAaTeNbCTBA Poccuiickoit Denepanny U JOKAIbHBIMH HOPMATHBHBIMU
AKTaMH OPTaHU3aLHH.

PazpaboTka THIIOBBIX
(hopM TOKYMEHTOB IO
Y4eTy U JIBHKCHUIO
NepCcoHala,
CONPOBOK/ICHUE
npouexyp
othopmiteHHs
TPYIOBBIX
otHoenuii (A/02.6)

Pa3paboTka IPOEKTOB JIOKAIBHBIX
HOPMATHBHBIX aKTOB OpraHU3aluH,

PeryIUpYIOIUX TPY/I0BbIE OTHOLICHHUS.

PazpaboTka NpOeKTOB JOKYMEHTOB 110
0(hOPMIICHHIO TPYIOBBIX OTHOLICHUIT C
KOHKPETHBIM Pa0OTHHKOM.
IToaroroBka npeoxKeHui 1o
onTUMHU3anUX GopM JOKYMEHTOB U

L (GpoBU3aLUH JOKYMEHTO000POTa
OpraHHu3aIuy B 00J1aCTH 0POPMITCHUS
TPYZOBBIX OTHOIICHUH.

TloaroroBka NPOEKTOB JOKYMEHTOB IO
IpOIeypaM yIpaBIeHHs EPCOHAIOM,
ydeTa U ABUKEHHs IIepCOHAIA.

3uanusn:

TexHonoruy, METOAb! ¥ METOJUKYU MIPOBEICHUS aHAIN3a H CUCTEMATH3alUU
JOKYMEHTOB X HH(OPMALIH.

JloxanbHble HOPMATHBHBIE aKThl OPraHU3ALUU, PETYIUPYIONIHE HOPSAIA0K
oopMIICHNS pacOPSIUTENEHBIX U OPraHH3allHOHHBIX JOKYMEHTOB I10
NIepCcoHaly, 0(pOPMICHUIO TPYIOBBIX OTHOIICHHI.

OpraHu3aloHHas CTPYKTypa OpraHu3aIyy.

OCHOBBI IOKyMEHTO000pPOTA U JIOKYMEHTAILIMOHHOTO 00€eCIIeYeHUs] OpraHU3aluH.
HopmatuBHbIE IPaBOBbIE aKThI, PEryIUPYIOIIUE IIPaBa H 00A3aHHOCTH
rocyJapCTBEHHBIX OPTaHOB, IPEACTABUTENbHBIX OPIraHOB PAOOTHUKOB MO
MIPEIOCTaBICHHIO YIETHOI JOKYMEHTAIUN.

Ymenus:

AHAIIM3HUPOBATh JIOKAJIbHbIE HOPMATHBHBIE aKTHI M JOKYMEHTHI 110 0()OPMIICHHIO
TPYAOBBIX OTHOIIEHUH, GOPMHUPOBATH MPEUIOKEHHUS 110 UX aKTyalUu3alHu U
YIIy4IIEHHIO.

Omnpenensite CTPYKTYpPY U COJEepKaHHE, TOTOBUTH IIPOEKTHI HOPMAaTUBHBIX
JOKYMEHTOB U JOKYMEHTOB 10 O(pOPMIICHHUIO TPYJOBBIX OTHOLICHHUI.
OopMIIsATh KaApOBBIE JOKYMEHTHI B COOTBETCTBUH € TPEOOBAHUSIMHU
3aKoHOzaTenbpeTBa Poceniickoit deneparyu 1 TOKaIbHEIMA HOPMaTHBHBIMU
aKTaMH OpTaHU3ALHH.

ObecnieunBath COOMIOIeHNE TpeOOBaHHH 3aKOHOKaTeNbCTBA Poccuiickoit
Denepanyy, KOPIIOPATUBHBIX ITOJIUTHK B 001aCTH 00pabOTKH ITepCOHAIBHBIX
JIQHHBIX M KOH(QUICHIHAIBHOH HH(MOPMAIHH.

OdopMIATh yueTHbIe JOKYMEHTHI, IPEAOCTaBIIsIEMbIe B TOCYIapCTBEHHBIE
OpraHsl, IPeACTaBUTEIbHbIE OPTaHbl PAOOTHUKOB.

OpraHu3oBbIBaTh XpaHEeHUE JTOKYMEHTOB B COOTBETCTBUH C TPEOOBaHUSIMU
3aKoHoaTenbcTBa Poccuiickoit denepaiyiy 1 T0KaIbHBIMH HOPMAaTUBHBIMU
AKTaMM OpTaHU3aIHH.

AJIMUHUCTPHUPOBAHUE
MPOLIECCOB 1
JIOKyMEHT0000pOoTa
0 y4eTy U
JIBIDKCHHUIO
TIepCoHaUa,
MPE/ICTABICHUIO
JIOKyMEHTOB I10
TIepCoHaly B
rOCy/apCTBEHHBIC
opransl (A/03.6)

Pa3paboTka MpoeKTOB JIOKAIBHBIX
HOPMAaTHBHBIX aKTOB OpTaHU3allly,

PEryIUpPYIOIHUX TPYAOBBIC OTHOIICHHUS.

Pa3paboTka MpOEKTOB JTOKYMEHTOB I10
0(OPMIICHHIO TPYIOBBIX OTHOLICHHUIT C
KOHKPETHBIM pPa0OTHHKOM.
IToaroToBka mpeIoKeHUH 1o
onTUMHU3aIUH GOPM JOKYMEHTOB U

1 (pOBU3AIMI TOKYMEHTO000pOoTa
opraHu3aIyu B oosnacti opopmiaeHus
TPYZOBBIX OTHOIICHUH.

IloaroroBka NPOEKTOB JOKYMEHTOB IO
HPOIIEeypaM YIPaBICHUS EPCOHAIOM,
ydeTa ¥ ABHKCHHS IIepCOHAA.

3uanus:

TexHOIOTUH, METOABI M METOJUKH IIPOBEICHHNS aHAIN3a H CHCTEMATH3aIliI
JIOKyMEHTOB ¥ HH(OpMaIyy.

JlokanbHBIE HOPMaTHBHBIE aKTHl OPTAHH3AINHY, PETYIHPYIOIIHE OPSITOK
odopMIIeHUS PacHOPSAUTENBHBIX M OPTaHU3AIMOHHBIX JOKYMEHTOB 110
NepcoHaly, 0(pOPMICHUIO TPYIOBBIX OTHOIICHHIA.

OpraHu3aluoHHAs CTPYKTYpPa OpTaHH3aIIH.

OCHOBBI JOKyMEHTO000POTA U IOKYMEHTAIIHOHHOTO 00ECTIeYeHUs OpraHU3alHH.
HopmaTHBHBIE MPpaBOBbIE aKThI, PEryIHPYIOIINE IPaBa i 00S3aHHOCTH
TOCY/IapPCTBEHHBIX OPTaHOB, PEICTABUTEIHLHBIX OPraHOB PAOOTHUKOB TI0
MPEAOCTABIICHUIO YYETHOM JOKYMEHTALIUH.

Ymenus:

AHAITM3UPOBATH JIOKAJIbHbIE HOPMATHBHBIE aKThI M JOKYMEHTHI 110 0()OPMIICHHIO
TPYJOBBIX OTHOLICHUH, (POPMHUPOBATH NPEITIOKEHHUS 110 HX aKTYaJIU3aLUN 1
YIYYIICHHIO.

OnpenensTs CTPYKTYpY U COJIEpIKaHHe, TOTOBUTD IPOEKTHl HOPMATUBHBIX
JIOKYMEHTOB ¥ JJOKYMEHTOB 110 0(h)OPMIICHHIO TPYAOBBIX OTHOLICHHH.
OdopMIATH KaJpOBBIE TOKYMEHTHI B COOTBETCTBUH C TPEOOBAHUSIMH
3aKoHoaTenbcTBa Poccuiickoit @enepariiiv ¥ T0KaIbHBIMH HOPMAaTUBHBIMH
AKTaMM OpTaHU3aLHH.

ObecnieunBaTh coOMIOICHIE TPEOOBAHUIT 3aKOHOAATENbCTBA Poccuniickoit
ODenepanny, KOPIOPATUBHBIX MOJIUTUK B 001aCTH 00pabOTKH MEPCOHATBHBIX
JAHHBIX ¥ KOH(UICHIMATBHON HH(POPMALIUH.

OdopMIIATh YUeTHBIE JOKYMEHTBI, IPEAOCTABISIEMbIC B TOCYAAPCTBCHHbIC
Oprasbl, IPeICTaBUTEIbHbBIE OPraHbl PAOOTHUKOB.

OpraHu30BbIBaTh XpaHEHHE TOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMHU

14




IIpeameTt
OLIEHUBAHUS

(KOMIIeTeHIHH, (HABBIKH, TPY/AOBBIE 1€ CTBUS)

TpyIOBEIe (PyHKIMH)

O0BeKT OlleHNBAHHUS

Iloka3zaTens oneHKH
(3HAHHSA, yMEHHS)

3aKOHOJATCIbCTBA P® u noKanbHBIMU HOPMATHBHBIMH aKTaMH OpraHU3aliiu.

Onenka kadyectBa ocBoeHus I[Iporpammbl B mporecce MPOMEXYTOYHOH M UTOTOBOU
aTTECTAllUU OCYLIECTBIsIETCA B (hopMe 3aueTa.

Ounenka Kpurepum ouenkn

«3auemy BBICTABISIETCS 00yYaroMIEMYCsi, €CIIM OH TBEPJO 3HAET MaTepuai
Kypca, MPaBWIbHO MPHUMEHSET TEOPETUYCCKHE TOJOKEHHS TPU PEIICHUU
«3aumeHoy | MPAKTUYECKUX BOIMPOCOB, BIAJCCT HEOOXOUMBIMH 3HAHUSMHU U TPUEMAMH
uxX BbimosHeHWs. Ha mpoMexyTodHoM / HMTOrOBOM TECTUPOBAHHH
oOyuarontuiicst noynkeH nath 6osee 70% npaBUIBHBIX OTBETOB.

«Hezauem» BwIcTaBIseTCcsa oOOy4aromeMycsi, KOTOpPbIH HE 3Haer
3HAYUTEIbHON YacTH MPOrPaMMHOI0 MaTepHala, JI0MyCKaeT CYIIECTBEHHbIC
OLIMOKH, HEYBEPEHHO, ¢ OONBIIUMU 3aTPYJHEHUSMHU pelIaeT MPaKTHIECKHe
BOIIPOCHI WJIM HE CIPABJISIETCS C HUMU CaMOCTOSITeNIbHO. Ha mpomexkyTouHom
| uToroBoM TecTHpOBaHMM OOydvaromiuiics maaetT menee 70% mNpaBUIBHBIX
OTBETOB.

«HE 3a4meHo»

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

Bonpoc. BbiOepuTe Bce BApMAHTBI, COOTBETCTBYIOIIME ONPeAeJeHUI0: HHOCTPAHHbIH
Pa0OTHHMK — 3TO HHOCTPAHHBIN I'PAKIAHMH. ..

A) 3aK0HHO HaxoAsIMiics Ha Tepputopun PD.

b) spemenno npebduvisarowuii 6 PP.

B) ocywecmensarowuii 8 ycmanosieHHOM nopsoke mpyoo8yio 0esimenbHOCb.

I') BpemeHHO nposkuBaromuii B PO.

Bonpoc. B ciryyae 10Cpo4HOr0o pacTop keHusi TPY/I0BOI0 MU FPAKAAHCKO-TIPABOBOI0
nporosopa nocJje ucredeHusi 90 cyTok ¢ 1aThl Bbe31a HA TeppuTopuio P®

BpPEeMEHHO npedbIBaomuii rpakianud Pecny0iukn Kaszaxcran umeer npaso 6e3
Bble3/1a ¢ TeppuTopun P® 3aK/II0YUTH HOBBII TPYAOBOii MM IPaKIAHCKO-

NPaBoOBOH 10roBOp:

A) B Teuenue 30 qHEi.

b) B reuenune 15 pabouux qHEM.

B) 6 meuenue 15 kanenoapHuix oueii.

Bomnpoc. B kakoii cpok BpeMeHHO NPedbIBAIIMIA HHOCTPaHell MOMJIeKUT NOCTAHOBKE HA
MHIPAlMOHHBIN y4er?

A) He nozonee 1 pabouux oneu co OHs npubbimusi UHOCMPAHYdA.

b) He no3nuee 7 pabounx nxeit co n1Hs Bbe3na B PO.

B) He no3nuee 5 pabouux aHel co JHS NpUOBITHS HHOCTPAHIIA.

Bonpoc. Kakumu cnocodamu MoskeT ObITH NPEACTABIEHO YBeIOMJICHHE 0 TPHOBITHI
HHOCTPAHHOIO I'PaskAaHuHAa?

A) HenocpeicTBEHHO — JIMYHO.

b) Yepez MODII.

B) Yepes «Ilouty Poccuny.

I') B anekTpoHHOM BHJE.
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1) Bcemu 6blUeHA36aHHLIMU CROCOOAMU.
E) Bepusl Bapuantsr A), B), I).
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V. HHO®OOPMAIIUA Ob ABTOPAX KYPCA

IIporpammy pa3paborana:

KonwxoBa Eprenusi BiaammMupoBHa — 0pUCT 1O TPYAOBOMY MpaBy, KOHCYJBTaHT IO
TPYJAOBOMY 3aKOHOJATENILCTBY U KaJIpOBOMY JI€JIOIPOU3BOJICTBY.

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”




