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. OBIIASA XAPAKTEPUCTHUKA ITPOI'PAMMBbI

1.1. Ha3nayeHue nmporpaMmbl

JlononHuTenbHass  NpOQecCHOHANbHAs  TPOrpaMMa  TOBBIIICHHUS — KBaJTH(PHUKAIUU
«Odopmienne TpyaoBbiX oTHomieHuid. [Ipwem Ha paGoTy. Buabsl u mopsiox odopmiteHUs
TpyAoBOro JoroBopa» (manee — [IporpamMa) HampaBiieHa Ha MMOJIyYEHHE HOBBIX TECOPETHYCCKUX
3HaHUM W TPAKTHYECKUX HABBIKOB, a TAaKXKE Ha COBEPIICHCTBOBAHWE KOMIICTCHIIUH,
HEOOXOMUMBIX JUIsi NPO(QECCHOHATBHONW JICATENIBHOCTH B cepe JOKYMEHTaIMOHHOTO
obecrieueHus pabOTHI C TIEPCOHATIOM.

[Tporpamma pernmaMeHTUPYET IeIH, TUTAHUPYEMBIE PE3YJIbTaThl, COICPIKAHUE, YCIOBUS U
TEXHOJIOTUM pealin3alliil  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, 00eCIIeYNBAIOIINE KAYeCTBO MOATOTOBKH 00yUYarOIINXCS.

1.2. HopmaTHBHO-IPaBOBbIe OCHOBAHNS Pa3padoTKU MPOrpaMMblI

1. ®enepanpubiii 3akoH Poccuiickoit ®enepanmu ot 29.12.2012 Ne 273-®3 «O6 obpazoBaHuu B
Poccuiickoit @enepannny.

2. Tlpuxa3z MunoOpuayku Poccun ot 24.03.2025 Ne 266 «O06 yrBepxaenun I[lopsaka opraHuzanun
M OCYLIECTBJICHUSI 00pa30BaTEIbHON AEATENLHOCTH IO JOMOJHUTEIBHBIM MpodeccHoHaTbHBIM
porpaMMam».

3. Ilpmkxa3z MwunuctepctBa Tpyna u coruanbHOW 3amutel Poccum ot 09.03.2022 Ne 109 «O06
YTBEPXACHUN MPOPECCHOHATFHOTO cTaHAapTa “CIeuauCT 0 YIIPABICHUIO TIEPCOHATIOM ).

4. Tlpukaz MwunoOpunayku Poccum No 1461 ot 14.12.2015 «O6 ytBepxaenun DenepaibHOro
roCy/IlapCTBEHHOTO0 00pa30BaTeJIbHOTO CTaHAapTa BBICIIETO OOpa30BaHUS IO HANpPABICHUIO
noaroroBku 38.03.03 “Ynpasnenue nepconanom” (ypoBeHb OaKaiaBpuaTa).

1.3. TpeGoBanus K cayliaTeasimM
Kareropus crnymareneii: guia, uMerone cpeanee npoheccuoHanbHoe U (WiK) BBICIIEE
o0Opa3oBaHmue; JIMIIA, MOTyJarome cpeanee npodeccuoHaabHoe U (UITK) BICIIee 00pa3oBaHUE.
[TporpamMma MokeT OBITH pEeKOMEHIOBAaHA TSI O0YICHHUS :
—  CIeIUanucTa no opOpMIICHUIO TPYAOBBIX OTHOLICHUH;
— CHCIHAIUCTA 10 JOKYMEHTAIIHOHHOMY O0ECIICUCHHIO ITePCOHAA;
— CHOeNHaucTa Mo IepcoHany;
— CHeNHaNUCTAa MO KaapaM.

ITporpamma MoXeT OBbITH MHTEpECHA [T TPECTABUTENIEH CIIEAYIOIIEH 1IeeBOH
ayJIMTOPUU:
— pabOTHUKH OpraHuzanuii 610 KeTHOU chepsl;
— pabOTHUKHM KOMMEpPYECKUX OpraHu3alui;
— UHbIE 3aMHTEPECOBAHHBIE JIUIIA, KEJIAIoI1e TTOBBICUTh YPOBEHDb CBOEH
KBaJIM(HUKAIMU B cpepe OpraHu3alMy U BeIeHHUs KaJpOBOro JOKYMEHTOO00pOTa.

1.4. ®opma u cpoku 00y4eHHs MO NporpamMme

®dopma oOyueHUs: 3a04yHasi, ¢ MPUMEHECHUEM JIMCTAHIMOHHBIX OOpPa30BaTEIIBHBIX TEXHOJOTHH
W/WJH SJEKTPOHHOTO O0YYECHHUS.

TpyooeMKOCTh IIPOrpaMMBl: 24 akageMUYeCKUX Jaca.

CpoKH OCBOEHHUS IIPOTrPAMMEIL. 2 HEIEIH.




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. Ilesb 00y4eHus 1O MporpamMmme

]_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 IEPCOHATIOM.

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

OCYIIECTBIISITh B paMKaX TPYAOBOH (D)YHKIIUU CIIEAYIOLIUE NeUCTBUSA:

COop U IpOBEPKY JUYHBIX JOKYMEHTOB paOOTHUKOB.

KoncynbrupoBanue paOOTHUKOB 110 BOIIpOcaM O(GOPMIICHHS TPYAOBBIX OTHOLICHUH.
OdopmieHne TOKyMEHTOB, PEriiaMEeHTUPYIOUINX TPYIOBbIE OTHOIIECHUSI C KOHKPETHBIM
PabOTHHUKOM.

[ToaroroBky u o(hopMIICHHUE TIO 3aITPOCY PAOOTHUKOB U JIOJDKHOCTHBIX JIUI] KOTTHIA,
BBIMKCOK U3 KaIPOBBIX JTOKYMEHTOB, CIIPAaBOK, HH(OPMAIIUU O CTaXke, IbroTax, rapaHTHsIX,
KOMIIEHCAIIUSIX U UHBIX CBEIEHUH 0 pabOTHHKAX.

Boigauy paOOTHUKY TOKYMEHTOB O €r0 TPYI0BOU JESTEIBHOCTH.

JloBenenue 10 cBeeHus pabOTHUKOB OPraHU3AIIMOHHBIX, PACTIOPSAUTENBHBIX U KaJPOBBIX
JIOKYMEHTOB OpTaHU3allHU.

Benenue ydera, mpeycCMOTPEHHOTO TPYAOBBIM 3aKOHOIATEIbCTBOM Poccuiickoi
denepauuu.

Peructparnuto, yuet, onepatuBHOE XpaHEHHE KaJIpOBBIX TOKYMEHTOB, IOJrOTOBKY UX K
claue B apXuB.

PaboTy B KOprOpaTUBHBIX U BHEIIHUX MHPOPMAIIMOHHBIX CUCTEMAaX U MCIIOJIb30BaHHE
U(PPOBBIX CEPBUCOB, BBHITIOIHIIOMINX (DYHKIIMH BEACHUS JOKYMEHTAIIMH 110 JBMKEHUIO
yueTy NepcoHalia.

Pa3paboTky MpOEKTOB TOKYMEHTOB MO O(POPMIICHHUIO TPYAOBBIX OTHOLIEHHUH C
KOHKPETHBIM paOOTHHKOM.

[TonroToBKy npeuIoKeHUH 10 ONTUMHU3ALUU (GOPM TOKYMEHTOB U LU POBU3ALIUU
JIOKyMEHTO000pOTa OpraHu3aluu B 001acTi 0POPMIIEHHUS TPYAOBBIX OTHOLICHUH.

IIporpaMmma HampaB/ieHa Ha COBEPIICHCTBOBaHHE KOMIICTEHIMI, KauyeCTBEHHOE

H3MeHeHHe KOTOPBIX OCYIIEeCTBJISIETCS B mpolecce 00y4eHus 1Mo JaHHO# mporpaMme:
Ha 6aze ®I'OC BO 38.03.03 «YrupasiaeHue IEpCOHATIOM):

CHOCOOHOCTh paboOTaTh B KOJUIEKTHUBE, TOJIEPAHTHO BOCIIPUHUMAs COITUAIbHBIE,
STHUYECKHUE, KOH(DECCHOHANbHBIC U KyabTypHbIe pasnnuus (OK-6);

CIIOCOOHOCTB K caMoopraHu3anuu u camoodpaszosanuto (OK-7);

YMCHUEC IMTPUMCHATH TCOPETUYCCKHUEC IMOJIOKCHUS B ITPAKTHUKE YIIPaBJICHUS IEPCOHAIIOM
opraum3anun (OITK-1);

CHOCOOHOCTh aHAJTM3UPOBATH PE3YNIbTAThl UCCIEIOBAaHUN B KOHTEKCTE LIeJIel U 3a/1a4
cBoeii opranusaruu (OITK-5);

CHOCOOHOCTH MCIIOJIb30BaTh HOPMATHBHBIE ITPABOBBIE AKThI B CBOEH MpoQecCuoHanbHOM
ACATCIIbHOCTH, aHAJIU3UPOBATH COUAJIbHO-O3KOHOMHWYCCKUC HpOGHeMBI " MMPOLECChI B
OopraHu3al, HaXOAUTh OPraHU3alIMOHHO-YITPABJIICHYCCKUC U SKOHOMUNYCCKUEC PCIICHU,



pa3padaThIBaTh AITOPUTMBI UX PEATU3aIlMi U TOTOBHOCTh HECTH OTBETCTBEHHOCTH 32 MX
pesynbratel (OI1K-8);

—  CIIOCOOHOCTP pemaTh CTaHIAPTHBIC 3a7a4 MPO(EeCCHOHAIBHOM NESITEIPHOCTH HA OCHOBE
nHpopMaMOHHOW 1 OUOIHOrpaduIECKON KyIbTYphl C MPUMEHEHHEM HH(GOPMAIIMOHHO-
KOMMYHHKAITHOHHBIX TEXHOJIOTUI U C Y4€TOM OCHOBHBIX TpeOOBaHUN MH(POPMAITMOHHON
6e3omacuoctu (OITK-10).

IIporpamma pa3paGorana Ha 0a3e npogeccHOHAIBHOrO cranaapra «Cnenuaamuct 1o
YIPaBJIEHHIO IEPCOHATIOM» € YUETOM CJIeIYIIIUX TPYA0BbIX PyHKIMIH, He00X0AUMBIX /151
BBINOJTHEHHSI ONPe/IeJIECHHOr0 BU/A NMPO(eCcCHOHAIBHOM 1eATeJIbHOCTH:

— JloxyMeHTaIoHHOe o0ecredeHre paboThl ¢ iepcoHanom (A).

1.6. Ilnanupyemble pe3yabTaThl 00y4eHUs MO MporpamMmme
B ocHOBE IIIaHUPYEMBIX PE3YJIBTATOB U3yUEHUS IPOTPaMMBbI JIEKUT IIOBBILICHHUE
KBaJTM(HUKAIMY, YPOBHS 3HAHUN U MPO()ECCHOHAIBHBIX HABBIKOB CIIEIIHATUCTOB 110

O(bOpMJ'IeHI/II-O TPYAOBBIX OTHOMGHHﬁ, CIICIUAJIMCTOB IO JOKYMCHTAIITUOHHOMY obecrneyeHuIo
nepcoHala, CicquaJIMCTOB I10 IIEPCOHAITY, CIICHHUAJIMCTOB I10 KaJgpaM.

B pesynbrare 0cCBOGHUS POTrPaMMBI JOJDKHBI OBITh YCOBEPIIEHCTBOBAHBI CIICAYIOIINE
npodeccuonansubie kommereHu Ha 6aze PI'OC BO 38.03.03 «YnpaBieHHe IEPCOHATIOMY:

— 3Hanue TpymoBoro koxaekca Poccuiickoiit ®denepaliuu ¥ MHBIX HOPMATHUBHBIX MPABOBBIX
aKTOB, COJEpPKALINX HOPMBI TPYAOBOTO IpaBa, 3HaHUE IMPOLEAYp NpUeMa, YBOJIbHEHUS,
nepeBoJia Ha JIPYrylo paboTy M MEepeMeIieHus MmepcoHaja B COOTBETCTBUHM ¢ TpyHaoBBIM
komekcoM  Poccmiickoit  ®enepanm M BIaACHHE ~ HAaBBIKAMH  O(QOPMIICHHS
comnpoBoskaaroreit fokymentanuu (ITK-10);

— BJaJICHWE HaBBIKAMU pa3pabOTKU OPraHMU3AlMOHHOW U  (YHKIMOHATHHO-IITATHOMN
CTPYKTYpBI, pa3paOOTKU JIOKATbHBIX HOPMATHUBHBIX aKTOB, KAacalOIIMUXCS OpraHU3alluu
TpyAa (IIpaBUja BHYTPEHHEIO TPYAOBOIO pacHoOps/Ka, IOJIOKEHHE 00 OTIycKax,
nosiokeHune o komauanposkax) (ITK-11);

— 3HAHWE OCHOB pa3pa0OTKM M BHEIPEHHUs KaJIpPOBOW M YIPABICHUYECKOW JTOKYMEHTAIIHH,
ONTUMH3AIMU JOKYMEHTOO00pOTa M CXeM (YHKIMOHAIBHBIX B3aHMMOCBS3EH MeEXIy
HOJPa3/IeIEHUSIMHI, OCHOB Pa3pabOTKU M BHEAPEHUS MPOLENYp PEryIHMpPOBaHUS TPYIOBBIX
OTHOIICHUI U conpoBokaaroeii rokymentanuu (ITK-12);

— YMEHHE BECTH KaJpOBOE [EJONMPOU3BOJCTBO M OPraHM30BHIBATH APXWBHOE XpaHEHHE
KaJpOBBIX JOKYMEHTOB B COOTBETCTBUH C JCHCTBYIOIIUMH HOPMATHBHO-TIPABOBBIMH
aKTaMH, 3HAHWE OCHOB KaJPOBO CTAaTUCTHKH, BJAJICHHE HABBIKAMH COCTABIICHHS
KaJpOBOH OTYETHOCTH, a TaK)Ke HaBBIKAMH O3HAKOMIJICHHSI COTPYAHHKOB OPTaHHU3AIMH C
KaJpoBOM JOKyMEHTalueid M JeHCTBYIOIIMMHU JIOKATbHBIMH HOPMATHUBHBIMH aKTaMHU,
yMEHHUE 00ECIICUUTh 3aIIUTy MEPCOHATBHBIX JaHHBIX cOTpynHuKoB (ITK-13);

— BJaJIeHWE METOJaMU U IPOrpaMMHBIMHM CpeACTBaMH O0pabOTKH AenoBoW HMH(pOpManuu,
HaBBIKAMH  pa0OTBI  CO  CHENHAIM3UPOBAHHBIMHA  KaJpOBBIMH  KOMITBIOTEPHBIMH
IpoTpaMMaMu;

— 3HaHWE KOPIOPATUBHBIX KOMMYHUKAIIMOHHBIX KAaHAJIOB U CPEJCTB Mepeaadn nHpopmauu,
BJIaJICHME HaBbIKaMU HH(OPMAIIMOHHOTO OOECIeYeHUsT MpPOLECCOB  BHYTPEHHUX
kommyHuKkarmin (ITK-28);

— 3HAHUE TEXHOJIOTHMHU MPEOJOJICHUS JIOKATIbHOTO COMPOTUBJICHUS M3MEHEHHUSIM U yYMEHHE
UCTOIb30BaTh uX Ha npaktuke ([TK-37).



B cooTBercTBHHE ¢ TpeOoBaHUsIMU TIpodeccroHaTbHOTO cTanmapra «CenraliucT Mo yIpaBIeHUIO
MIEPCOHAIIOM) TI0 UTOT'aM OCBOEHHS TIPOTPaMMBI 00yJaroIIrecs JOKHBI Oy IyT:

3HATh:

— Tlopsanok odopmieHus, BeJeHUS M XPaHEHUS JOKYMEHTOB IO O(OPMIIEHUIO TPYAOBBIX
OTHOILLEHWH, 10 YIPABICHUIO IEPCOHAJIOM B COOTBETCTBUHM C TpPeOOBaHUSIMU
3aKoHoAarenbCcTBa Poccuiickoi denepanyuy 1 KOPIOPATUBHBIMYU MOJIUTHKAMM.

— llenm wu 3amaunm OpraHu3alM IO TIOCTPOCHUIO CUCTEMBI O(GOPMIICHHUS TPYIOBBIX
OTHOLLIEHHUH.

— Tapuduo-kBanmpuKaMOHHBIE CHOPABOYHUKK paboT W mpodeccuid  pabouux u
KBAJTM(HKAIIMOHHBIE XapaKTEPUCTUKU JOJDKHOCTEH CIIy)Kalux, NpodeccHoHaNbHbIe
CTaH/IapTBhl.

— Cneuuanu3upoBaHHble MH(POPMALMOHHBIE CUCTEMBbI, U(PPOBBIE YCIYI'M U CEPBUCHI IO
BEJICHUIO yUYETa U JBUKCHHIO IIEPCOHAJIA, TPAHULIBI X IPUMEHEHUS.

— OCHOBHbBIC METPUKH U aHAJUTUYECKHE CPE3bl B 00JACTH ABMIKEHHS U ydeTa epCoHaa.

— Ilopsgok odopmiieHHs yCTaHOBJICHHBIX 3aKOHOAATENbCTBOM Poccuiickoit deneparumn
(OopM OTUETHOCTHU B TOCYJIaPCTBEHHBIE OPTaHBbI.

— TpeGoBanus 3akoHonarenbcTBa Poccuiickoit ®depepauuu 1o OoQOPMIEHHIO TPYIOBBIX
OTHOLICHHWH, BOMHCKOMY YYETy, YBEIOMJICHHIO M IPEACTABICHUIO OTYETHOCTU B
rOCy/IapCTBEHHbIE OpraHbl CHELHAJbHBIX KAaTeropuil pabOOTHUKOB. HMHOCTPAHHBIX
pabOTHUKOB U JIMLl 0€3 I'pakJaHCTBA, UHBAJIUIOB, JHI], UMEIOLIUX TapaHTUU U JIbIOTHI,
YCTaHOBJIEHHbIE 3aKOHO/IATENbHO, U IPYTUX CHEIUATbHBIX KaTErOpHil.

— HopmaTuBHBIE IIPaBOBBIE aKThI, ONPEIEIIAIOIINE HOPMBI TPYLOBOro IpaBa Poccuiickoi
denepanuu.

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

— 3akoHoparenbcTBO Poccuiickoit denepanuu o NepcoHaIbHBIX JaHHBIX.

— OcCHOBBI apXMBHOI'O 3aKOHOJAATEIbCTBA W HOpPMAaTHBHBIE IIPAaBOBbIE aKThl Poccuiickoi
®enepanun B 001actu 0hOpMIICHUS, BEICHUSI U XPAaHEHUS TOKYMEHTOB MO O(POPMIICHHIO
TPYAOBBIX OTHOILEHU.

— Ilopsinok odopMieHHs] NMEPBUYHBIX JOKYMEHTOB Ui Iiesiell OyXraJTepckoro ydera B
cdepe ohopMiIeHUS TPYIOBBIX OTHOIIECHUH.

— TexHosoruu, METObl U METOJIMKH MPOBEACHUS aHAIN3a U CUCTEMATU3allUN JOKYMEHTOB U
uH(pOpMaLUH.

— JlokanpHble HOpPMAaTHBHBIE aKThl OpPraHU3ALUH, PETYIUPYIOIIME TMOPAIOK odopmiIeHUs
pacropsAUTENbHBIX M OpraHU3allMOHHBIX JOKYMEHTOB [0 TMEpCOHANIY, O(QOPMICHHIO
TPYAOBBIX OTHOLIEHU.

— OpraHu3aldoOHHYIO CTPYKTYPY OpTaHU3AIINH.

— OcHOBBI JOKYMEHTO000POTa U IOKYMEHTAIIMOHHOTO 00€CIIeYeH s OpraHu3aluu.

— HopmaTtuBHBIE paBOBBIE AKTHI, PETYIUPYIOIIKE MpaBa U 00SI3aHHOCTU T'OCYAapCTBEHHBIX
OpraHoB, MPEJICTABUTENIBHBIX OPraHoB pPAaOOTHUKOB M0 TMPEIOCTABICHUIO YYETHOM
JIOKYMEHTaI1H.

— IlpaBuna BeaeHUs J1€710BOM MEPENUCKH.

— HopMbI 3TuKH 1€710BOT0 OOIIEHUS.



YMmern.

JlokyMeHTUpOBaTh TPYJIOBbIE OTHOUICHHS pAa3JIMYHBIX KaTeropuii pabOTHUKOB U
CHEIMAIbHBIX CYOBEKTOB TPYJOBOTO IpaBa B COOTBETCTBHUH C JCHCTBYIOLIUM
3aKOHOJATeIbLCTBOM  Poccmiickoit ~ denmepanuu,  peryiaMeHTamMu  (CTaHIApPTAMH)
JIOKyMEHTO000pOTa OpraHu3alluy.

BoisBnsTE OMIMOKHM, HETOYHOCTH, WCIPABICHHWS W HEAOCTOBEPHYIO HH(OpMAIHMIO B
JIOKYMEHTaX, OIPEAEIIATh MOJIMHHOCTD MPEICTABIECHHBIX JOKYMEHTOB.

Bectn y4er u perucTtpanuio JOKYMEHTOB B HMH(OPMAIIMOHHBIX CHCTEMax W Ha
MaTepHaIbHBIX HOCUTEIISX.

PaboraTe co crnenuamM3upoBaHHBIMH HH(POPMAIMOHHBIMH CHCTEMaMHU U LU(POBBIMU
CEepBUCAMU IO BEJICHHUIO YY€Ta U JIBM)KCHHMIO II€PCOHANA, COMPOBOXKICHHUIO TPYIOBBIX
OTHONIEHUM.

AHaIM3UpoBaTh JIOKAJbHBIC HOPMATHBHBIC AaKThl W JIOKYMEHTBHI 1O O(OPMIICHUIO
TPYAOBBIX OTHOILIEHUH, HOPMHUPOBATH MPEAJIOKEHUS 10 UX aKTyaIU3aluu U YIYUIIECHUIO.
Ornpenensars CTPYKTYpY M COJEp>KaHHE, TOTOBUThH MPOEKThl HOPMATHUBHBIX JOKYMEHTOB U
JIOKYMEHTOB TI0 O()OPMIICHHIO TPYJIOBBIX OTHOIICHUH.

OdopMnsaTh KagpoBble JOKYMEHTHI B COOTBETCTBUU C TPEOOBAHMSIMH 3aKOHOIATEIHCTBA
Poccuiickoii ®@enepaiuu 1 JIOKAIbHBIMA HOPMAaTUBHBIMU aKTaMU OpPTraHU3alUU.
ObecnieunBath coOmtofieHHEe TpeOoBaHUN 3akoHOAaTenscTBa Poccuiickoit denepanuu,
KOPIIOPATUBHBIX ~ MOJUTUK B 00macTH o0pabOTKM MEepPCOHANBHBIX JAHHBIX U
KOH(pHICHIIMAIbHON HH(pOpMaIuy.

OdopmisaTe ydeTHble JOKYMEHTHI, MPEAOCTaBIIEMbIE B TOCYIapCTBEHHBIC OpTaHBbI,
MPEICTaBUTEHHBIE OPTaHbl PAOOTHUKOB.

OpranuzoBbIBaTh ~ XpaHEHHE JIOKYMEHTOB B  COOTBETCTBMM C  TpeOOBaHUSMU
3aKoHO/AaTenbecTBa Poccuiickoit @Denepanu M JIOKAIBHBIMA HOPMATHUBHBIMU aKTaMH
OpraHu3aIiy.

Paborate ¢ uWHGOPMAIMOHHBIMU CUCTEMaMH, UU(POBBIMU YCIyraMd W CEPBUCAMHU IO
BEJICHUIO yUYeTa U IBM)KEHUIO MTepCOHaIa.

Paborare ¢ mHOpPMALMOHHBIMU cHUCTEMaMH, LHM(PPOBBIMHU YCIYIaMH U CEpPBUCAMH IO
BEJICHUIO CTATHCTHYECKOW M OTYETHOM MH(POPMALIUU U aHATTUTUKH 10 TIEPCOHATTY.
dopMHUpOBaTh MPEIOKEHUS IO aBTOMATHU3allMd W UU(PPOBU3AIUMU TIPOIIECCOB U
JIOKYMEHTOO0OpOTa O YYETY U JBWKEHHUIO MEpPCOHANIa, JOKYMEHTOB IO TIEPCOHANY IS
MIPE/ICTABJICHHS B TOCY/IapCTBEHHBIE OPTaHBbI.

AHanu3upoBaTh MpaBWia, MPOLEAYPHl U MOPSAIOK, PETYIUPYIOIINE MpaBa U 00S3aHHOCTH
TOCY/IapCTBEHHBIX OPraHOB M OpraHU3alMu MO BOIpocaM oOMeHa IJOKYMEHTAIHMel IO
MepCcoHay.

Bectn JIEJIOBYIO MIEPENUCKY, JIOKyMEHTO0000pOT, periiaMeHTUPOBAaHHBIN
3aKOHOJATENbCTBOM Poccuiickoit ®Dexmepanuui B 007acTU TPYAOBBIX OTHOIICHUH, C
paboTHUKaMU, BHEIIHUMHU KOHTPAareHTaMu U TpakJaHaAMU.

Co0mr01aTh HOPMBI ATHUKHU JIETIOBOTO OOIICHHS.

Baagern:
METOJIJaMU OpPTaHU3AINH KaJIPOBOTO JOKYMEHTO000POTa,;
crioco0amu 0pOpMIIEHHS! TOKYMEHTOB TI0 JINYHOMY COCTaBY.



I1. CTPYKTYPA U COAEP KAHUE ITPOT'PAMMBI

2.1. Y4eOHBbIil IJIaH

° . Beero, | B rom uncae ®opma
HanmenoBanue moay:ieii (pa3ieioB, Tem) (ak.

n/n vac.) T3 | CP | ATt KOHTPO/Ist
1. | IloHsATHE TPYIOBBIX OTHOLIECHUMN 4 3 | o5 | 05 3auer

’ ' (TecTupoBanue)
2. | llpenBapuTenbHBIA MEJOCMOT] 4 3 | o5 | 05 3ager

’ ' (TecTupoBanue)
3. | O3nakomnenue ¢ JIHA 3 > | 05 | 05 3auer

’ ’ (TecTupoBanue)
4. | IIpuem Ha paboty 4 3 | o5 | o5 3auer

' ’ (TecTupoBaHue)
5. | CpouHblii Tpy10BOM J10rOBOP 4 3 | o5 | 05 3auer

' ’ (TecTupoBaHue)
6. | COBMECTUTEIHCTBO U COBMEIIICHHE 4 3 | o5 | o5 3auer

' ’ (TecTupoBaHue)
7. | UtoroBoe TecTupoBaHue 1 3 3 1 3auer

(TecTupoBaHue)

8. | Uroro: 24 17 | 3 4

T3 — TCOPCTUYCCKHUC 3aHATUA, CP — camocrosrenpHas pa60Ta, ATT. — arTrecranus.

2.2. KanenaapHblii yueOHblii rpauk

Kanennapueiii rpa¢uk oOyueHHs SIBISETCS MPUMEPHBIM, COCTABISACTCS M YTBEpIKJIAeTCs
Ut Kaxaou rpymmbl. Cpok OCBOEHHUS Mporpammbl — 2 Hexenu. Hawyamo oOydeHust — o Mepe
Habopa rpymnmel. Pexum 3ansaTuii: He 6osee § akaeMHUYeCKUX 4acoB B JeHb. [IpomexxyTouHas u
WUTOTOBAsI aTTECTAIIUSI MIPOBOJAMUTCS COTJIACHO YU€OHOMY IUIaHY U KaJeHIapHOMY TpaduKy.

HanmeHoBaHHe TeM // HeaeIH 3aHATHH Bceero 1 2
1. TTonsiTve TPyIOBBIX OTHOIIEHUI 4 4
2. IlpeBapuTeIbHBIN METOCMOTP 4 4
3. O3nakomiuenue ¢ JIHA 3 3
4. Ilpuem Ha paboTy 4 1 3
5. CpouHbIil TpYAOBOI JOTOBOP 4 4
6. COBMECTHTEIILCTBO M COBMEIIICHHE 4 4
7. VIToroBoe TeCTUPOBaHHE 1 1
Hroro: 24

2.3. PaGouue nporpaMMbl AUCHMILIUH (MOaYJ1eil, TeM)

1. TTonsiTue TpyaOBBIX OTHOILIECHUH.

2. IlpeBapuTEIHHBIN METOCMOTP.

3. O3nakominenue ¢ JIHA.

4. Tlpuem Ha paboTy.

5. CpouHbIif TpyIOBOH JOTOBOP.

6. COBMECTHTEIILCTBO M COBMEIIICHHE.




1. OPTAHU3AIIMOHHO-IEJATOI'MYECKHUE YCJIOBUS PEAJIM3ALIUU
ITPOI'PAMMBI

3.1. TpeboBanusi K KBadU(PUKANUM TMeIArorHYeCKUX KaJApoB, TMpeacTaBUTeNel
NpeANPUATHI W OPraHu3anuii, odecneYnBAIIUX pPeaJU3anNI0 00pPa30BaATEIHLHOIO
npouecca

Opranuzanus, OCYILIECTBISIOUIas 00pa30BaTEIbHYIO JESATEIBHOCTb, pEealU3YIoLIas
JOTIOTHUTENIbHBIE MPO(ecCHOHANIbHBIE MPOrpaMMBbl, YKOMIUIEKTOBaHA KBaTH(PHUIIMPOBAHHBIMU
KagpamMd.  YpOBEeHb  KBaNU(pHUKAMK  pAaOOTHUKOB  OpPraHM3aLMH,  OCYLIECTBISIOMIEH
00pa3oBaTeNbHYI0 JAESITeNbHOCTh, PEAIN3YIOLIEH JIOMOJHUTENIbHbIE MpOo¢ecCHOHATbHbIC
IpOTPaMMBbl, COOTBETCTBYET KBaTM(PUKAIMOHHBIM XapaKTEPUCTHKAM IO COOTBETCTBYIOIICH
JOJIKHOCTH.

TpeboBanmst K  KBanuUKAMKU TpenofaBarens. Bricmee  mpodeccrnoHaabHOe
o0Opa3oBaHue Wi cpefHee MpodecCHOHaIbHOE O00pa30BaHHE IO HAIMPABICHUIO MOATOTOBKHU
«O0pa3oBaHue U MeJaroruka» Wik B 00JACTH, COOTBETCTBYIOIICH MPENOJaBaeMOMY TPEIMETY,
0e3 mpeabsaBieHuss TpeOoBaHUN K cTaxy paboTel OO BhIciee MpPodecCHOHAIbHOE
oOpa3oBaHue WM cpegHee NpodecCHOHATBbHOE  O0pa3oBaHWE M JIOTIOJIHUTEIHLHOE
npodeccuoHanpHoe O0Opa30BaHME IO HANPABICHUIO JCSITENLHOCTH B 00pa3oBaTeIbHOM
yupexJieHuu 0e3 npeabsBieHus: TpeOOBaHUM K CTaXy paOOTBhI.

[legarornyeckue pabOTHUKHU 00s3aHBI TPOXOJUTH B YCTAHOBICHHOM 3aKOHOAATEIHCTBOM
Poccuiickoit ®epeparuu  mopsiike 0Oy4YeHHE TIO JOMOJIHUTEIBHBIM MPOPECCHOHATBHBIM
porpaMmam 1o npouITio neaarorndeckoi JesTeIbHOCTH HE PeKe OJTHOTO pa3a B TPU roja.

Oco0bie  yciioBUs JOMyCKa K paboTe: OTCYTCTBUE OTpPaHWYCHUH Ha 3aHITHE
NeAaroru4ecKou JESITEIIbHOCTBIO, YCTaHOBJIEHHBIX 3akoHoAaTenbCTBOM Poccuiickoit
denepanuu.

[IpoxoxaeHne o00sA3aTeNbHBIX MPEABAPUTENBHBIX (TMPU TMOCTYIUIGHMM Ha paboTy) u
MEePUOIUYECKUX  MEIMIIMHCKUX OCMOTPOB  (0OcieqoBaHUi), a Takke BHEOUEPEIHBIX
MEIUIUHCKUX OCMOTPOB (00cienoBaHMi) B MOpPAIKE, YCTAHOBIEHHOM 3aKOHO/ATEIbCTBOM
Poccuiickoit @enepanuu.

IIpoxokaeHne B yCTaHOBIEHHOM 3aKOHOJATeNnbcTBOM Poccuiickoit denepanuu nopsiike
aTTeCcTally Ha COOTBETCTBHE 3aHMMAEMOM JT0JIKHOCTH.

3.2. MaTepI/laﬂbHO-TeXHl/I‘leCKl/le ycioBus

TpeboBaHMs K MUHUMaJIbHOMY MaTepHaIbHO-TEXHUYECKOMY 00€CIIEUEeHHUIO.

Peanuzamust mporpammbl TpeOyeT Haiuuus ydeOHOTO KaOuHeTa, 000pPYJ0BAaHHOTO
yuebHOIl Mebenblo, TOCKoi nin ¢numyapToM. TeXHHUYeCKHe cpeicTBa 00yueHHs: KOMIBIOTEPHI
C TporpaMMHBIM oOecmedeHneM. Jlias ydeOHOro mporecca MCIONB3YIOTCS — ydeOHO-
METOAMYECKHE MaTepualbl, yueOHbIe TTOCOOUS, MPE3EHTALNHU, TECThI Ui CAMOKOHTPOJISL — BCE,
YTO HE00X0AUMO ISt 3(H(HEKTUBHOTO COBPEMEHHOTO O0yUYEHUSI.

Jns  opraHM3alMyd  3JIEKTPOHHOrO  OOy4eHuss  0o0pa3oBaTelbHOE  yUpexkJeHHUE
o0ecrieunBaeT JOCTYI 00yYarOIIUXCS U MeAarornaecKuX pabOTHUKOB K YU€OHO-METOINIECKOMY
KOHTEHTY, OpraHM30BaHHOMY B BHUpPTyaJbHOH oOydwaromeit cpene. /[l obecnedeHus
3 PeKTUBHOrO 00pa30BaTENBHOrO IpoLecca € MPUMEHEHHEM 3JEKTPOHHOTO OO0ydeHUs
CIIymaTensiM  HeoOXOIMMO ClleyIoniee MaTepHaIbHO-TEXHUUECKOe  oOecrieueHue:
NEPCOHANBHBII KOMIBIOTEP C BBIXOJOM B HH(POPMALMOHHO-KOMMYHUKAIIMOHHYIO CETh
WUntepHer, rapHutypa (HAyHmIHMKH) W TporpamMmHoe oOecnedyeHue (MmakeT OQUCHBIX
MPUIOKEHUH, BeO-Opaysep).

Jns ycmemHoro ocBOeHUs OOydeHHs B JJIGKTPOHHOH (opMe OT oO0ydarommxcs
TpeOyeTcsl HaBBIK HCIIOJIB30BAHUS TMEPCOHAIBHOTO KOMIBIOTEpAa Ha YpPOBHE I0JIb30BaTeNs —
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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
CEPBHCOB IEKTPOHHOM IIOYTHI).

3.3. YueOHo-MeTOAMYeCKHE U HHPOPMAIMOHHBIE YCJI0BUS

HopmaTuBHO-IpaBoOBbIe AKTHI (AKTYaJIbHbIE PeJaKINHN):

— Tpynosoii konekc Poccuiickoit @eaepanun ot 30.12.2001 Ne 197-D3.

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

— Ilpuka3 MunzapaBa Poccun ot 28.01.2021 Ne  29u (pen. ot 02.10.2024) «OG6
yrBepxkaeHuH Ilopsaka mnpoBeneHus 00s3aTENbHBIX HPEIBAPUTENIBHBIX M MEPUOAMUYECKUX
MEAMLIMHCKMX OCMOTPOB pPAaOOTHMKOB, IPEIYCMOTPEHHBIX 4YacTbl0 YETBEpPTOM crarbu 213
TpynoBoro konekca Poccuiickoit @enepauuu, nepedyHsi MEAMIIMHCKUX MPOTHUBOIIOKA3aHUN K
OCYIIIECTBJIEHUIO pabOT C BpEeJHBIMU U (WJIM) OMACHBIMH MPOU3BOACTBEHHBIMHU (aKTOpaMu, a
TaKXke paboTaM, IPHU BBIIOJHEHUH KOTOPBIX MPOBOJATCS OOs3aTelIbHBbIE MpPEIBapUTENIbHBIE U
NEPUOANYECKUE MEAUIIMHCKHE OCMOTPBIY.

— IlyreBoaurens mo KaJIpoBeIM BompocaM. IIpoBepka IesT€IbHOCTH OpraHU3alMH.
O0s3aTenbHbIE TOKYMEHTHI.

— TunoBas cutyanus: JlokanbHbII HOPMAaTUBHBIM aKT: IOHSTHE, BUAbI, NPUHATHE,
03HAaKOMJICHHUE.

— TunoBas cutyanus: MenocMoTp: Koro HampaBuTh M Kak opopmuth (M3marenbcTBo
«['maBuas kaura», 2025).

— TunoBas curyauus: OcHOBHas paboTa W COBMECTUTENILCTBO: 0Oa30Bble IpaBHiIa
(UznarensctBo «I1aBHas kHuray, 2025).

— T'otoBoe pemenue: Kak opraHu3oBath IpoBeIeHUE MTPEIBAPUTEIBHOTO MEAUIIMHCKOTO
ocMmoTpa npu nnpueme Ha padoty (Koncynbrantllntoc).

— TotoBoe pemenue: Kak npuHsTh Ha pabOTy MO CPOYHOMY TPYIOBOMY JOTOBOPY
(KoncynpranTllntoc).

— ToroBoe pemenue: Kakue ectb mpaBmiia 03HaKOMJIEHUS! paOOTHHKA C JIOKAJIbHBIMU
HOPMAaTUBHBIMM aKTaMHu Ipu npueme Ha padoty (Koncynsrantlloioc).

— T'otoBoe pemenue: UTo HY)KHO 3HaTh O COBMELIEHHMH Npodeccuil (HomKHOCTEH),
paciMpeHuy 30H 00cIyKuBaHus U yBeianueHnu oobema padbot (Koncynprantllntoc).

— T'otoBoe pemenue: YTo HYKHO y4ecTh Mepe]l IPUEeMOM Ha paboTy BHYTPEHHETO WM
BHemHero coBMmecturtens (Koncymnprantllntoc).

3.4. MeTtoanyeckne peKOMEHIAIMN K OPraHU3alHH 00pa30BaTeJbHOr0 Mpolecca

N3ydenue kypca B 3a04HOM (AMCTAaHIIMOHHOM) pOpMaTe B CUCTEME TUCTAHI[MOHHOTO
o0Oyuenus L{enTpa 0OpazoBaHUs pacCUYMTAHO HA 2 HEJICIH.

OOyueHnne ¢ NPUMEHEHNEM JTUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHIA W/WITH
AIIEKTPOHHOTO O0YYEHHUS IO TPOTPaMMe OCHOBBIBAETCS HA TUCTAHIIMOHHBIX 3aHATHSIX H
CaMoCTOSITeNbHOM paboTe oOyuaronuxcs. Bee Bubl yueOHBIX 3aHATUN TPOBOJATCS C
00y4aromyUMHUCs TUCTAHIIMOHHO, C CIIOJIb30BaHUEM BO3MOXKHOCTEH MIHTepHeTa, a Takxke ¢
UCTIOJIb30BAaHUEM MTOUTOBBIX JIEKTPOHHBIX OTIIPABIICHUH.

ITo oxOHYaHMHU U3YyYEHHS KaXKI0TO pa3zesia MporpaMmMbl 00y4JaromuMcsi pEKOMEHJOBAHO
(B paMKax MpOMEXYTOYHON aTTeCTalllK) MPOUTH TECTUPOBAHUE C LIENbI0 caMoIpoBepku. Eciu
BO3HHUKAIOT TPYAHOCTH B OTBETAX Ha BOIPOCHI, CIEIyeT BEPHYTHCS K U3YUECHHUIO TEMBI WIIH
3aJaTh BOIPOC IO COJIEPKAHUIO YUeOHOT0 MaTepuana.

ITo 3aBepiIeHNH U3Y4EHUS TPOTrPAMMBbl HEOOXOAUMO MTPONTH UTOTOBOE TECTUPOBAHUE.
Caymarensb JOMyCKaeTcs K claye UTOrOBOr0 TECTa MPU YCIOBUHU YCHEITHOTO MPOXOKICHHS
TECTOB JIJIs1 CAMOIIPOBEPKH 110 UTOTaM M3y4YeHHUs BCEX Pa3/ieioB MporpaMMel. PekomeHiyembie
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115 0oJ1ee TIIyOOKOT0 M3Y4eHHs Kypca JIUTEepaTypa U CChIIKH MPEACTaBICHBI B pa3ieie
«MnpopmarronHoe odecriedeHne.
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IV. ®OPMbI KOHTPOJISA 1 ONEHOYHBIE MATEPHUAJIBI 11O TIPOT'PAMME

4.1. ®opmbl aTTECTALINH

Jlns mpoBeAeHUsT aTTeCTallMM 1O IMporpamme paszpaboraH POHJ OLIEHOYHBIX CPENCTB,
ABIISIOIIMNCS HEOTHEMIIEMOM YacThi0 yueOHO-METOAUYECKOro Komiuiekca. POHJI OLIEHOYHBIX
CPEICTB COOTBETCTBYET IEJIIM U 3ajadaM NpOrpaMMbl  TOBBIMICHUS KBaTU(UKALNUN
crenuanucra, y4eOHOMY IIaHy M 0OecliedyMBaeT OLEHKY KayecTBa Mpo(heCCHOHATbHBIX
KOMIIETEHIIH, TPHoOpeTaeMbIX 00yJarOIIUMCSI.

Texkymmii KOHTPOJb 3HAHMI MpejJiaral0 OCYIIECTBIATh TaK: BKIIOYaeT B cels
KOHTPOJIb 32 Y4eOHO# paboToi cirymaTenei u MpoBepKy KayecTBa 3HAHUN U YMEHHH, KOTOPBIMHU
CIIylIaTeIu OBJaJeIM Ha OIpeleleHHOM »JTane o0ydeHHus. TeKymuid KOHTpPOJIb 3HaHUUN
npoBOAWTCS B (hOpME MPOBEPOYHOTO TECTHPOBAHUS HA MPOTSHKCHHH BCErO OOYYEHHUsS I10
nporpamme. TeKkymuil KOHTPOJIb MPOBOAMUTCS MOCPEACTBOM ydeTa U KOHTPOJIS IIOCEIAaeMOCTH,
T.€. IEpHOJa HAXOXKJIEHUS 00yUYaIONIerocsl B CUCTEME AJIEKTPOHHOTO 00yUeHUSI.

IIpomexyTouyHas aTTecTanMsaA —  OIEHKAa KauecTBAa YCBOEHHUS OO0YYaroIIMMMCS
coJlepKaHusl y4eOHBIX MOAYJIEH HETOCPEICTBEHHO MO 3aBEPUICHIH UX OCBOCHHS, IPOBOIMMAS B
¢dopMe 3aueta B BHUJE TECTHUPOBAHMs. 3a4ET BBICTABISAETCS MO PE3yJibTaTaM IMPOMEKYTOUHOM
aTTecTauuu B Bujae tectupoBanus B cucreme CJ1O.

HroroBas arrecranms — IpoLEeAypa, NIPOBOAMMAS C LEIbIO YCTAaHOBJICHHUS YPOBHS
3HaHUU OOYyYalOIIMXCA C Y4E€TOM IMPOTHO3UPYEMBIX PE3yNbTaTOB OOydYeHHsS U TpeOOBaHUN K
pe3ynbTaraM OcBOeHHusi o0pa3oBaTelbHON mporpammbl. MToropasi arrectanus oOydaromuxcs
ocyliecTBIsieTcs B popme 3aueTa, B Buje TectupoBanus B cucteme CJ1O. MTorosas attecranus
MPOBOJUTCA JJISI OMPEACIICHUSI COOTBETCTBUS IOJYYECHHBIX 3HAHHWI, YMEHHW M HABBIKOB IO
nporpaMmMeé UM  YCTaHOBJIGHMS COOTBETCTBUSl YPOBHS  CHEIUANKMCTA  MPEAbSABISAEMbBIM
TpeOOBaHUM.

K wuroroBoil arrectanmmu JomycKaroTcs OOydYaromIuecs, TMOJHOCTBIO OCBOUBIINE
MpOrpaMMy M CHABIIME MPOMEKYTOUHYH) aTTECTALMI0 C TOJIOKUTEIbHBIM pPE3yJIbTaTOM.
OO6yuarommmcs, HE MIPOLIEAIIUM WUTOT'OBYIO aTTECTALUIO 1581071 ITOKA3aBIINM
HEYJOBJIETBOPUTEIbHBIE PE3YJIbTAThl, & TaK)K€ OCBOMBIIMM 4YacThb [Iporpammel, mo 3ampocy
oOyuyarolierocsi BbIJaeTcs cHpaBka o0 OOydyeHMHM WM O Iepuojae oOydeHus Mo oOpasiy,
CaMOCTOSITENIbHO YCTaHaBIMBAEMOMY 00pa30BaTeIbHON OpraHU3aIei.

OO0yuaromumcsi, yCIenrHo MpoIIeIiM UTOTOBYIO aTTECTAIlUI0 U MTOKa3aBIIUM
MOJIOKUTENBHBIE PE3YIIBTAThI, IO UTOTaM OOYYEHHS BbIIACTCS YA0CTOBEPEHUE O MOBbIIIEHUH
KBaJIM(UKAIUN YCTAHOBIEHHOTO OpraHu3anuei oopasua.

4.2. Kputepuu onieHKH 00y4aommxcst

Kputepuu onenku 3Hanui oOyuarouuxcs pazpadortansl ¢ yuetoMm [IpodeccronanbHoro
cranaapTa «Crenumanuct mo ynpasienuio nepconanom» (IIpukaz Munrpyna Poccun ot 09.03.2022
Nel091 «OO yrtBepkneHuu mnpodeccHoHambHOro crapaapra “ChnenuanucT Mo  YHOpPaBICHHUIO
MIEPCOHATIOM»).

IMpeameT

OLlEHNBAHMS O0BeKT OlleHNBAHUSA IMoka3aTesib OLIEHKH

(KoMmrIeTeHIHH, (HABBIKH, TPY/AOBBIE A€eiiCTBUS) (3HAHMS1, YMEHHUS)
TpyHoBbIe (PyHKIMH)
Benenue o Pa3paboTKa MPOEKTOB JIOKATBHBIX 3uanus:
JIOKyMEHTalluu 110 HOPMaTHUBHBIX AKTOB OPTAHU3ALIUH, e TexHoJIOrMH, METOJBI U METOAUKY NIPOBEACHHS aHAJIN3a U CUCTEMaTH3aIH
YUETY U IBUKEHUIO PETYIUPYIOMIHUX TPYAOBbIE OTHOILICHUS. JOKYMEHTOB U HH(OPMALIIH.
nepconana (A/01.6) e Pa3paboTKa MPOEKTOB JTOKYMEHTOB 110 o JlokasibHbIE HOPMATUBHBIE AKThl OPTaHU3ALUH, PETYJIUPYIOIINE MTOPSIIOK

0(hOPMIICHHIO TPYIOBBIX OTHOLICHUIT C
KOHKPETHBIM PaOOTHHKOM.

o [TororoBKa NpeuIoKEeHUH 110
onTuMu3anuy GopM JOKYMEHTOB U
1 (POBU3ALMI TOKYMEHTO000pOTa
OpraHu3alyy B 00sacT 0popMITCHUS
TPYIOBBIX OTHOILCHUH.

o(hopMITeHHS PaCTIOPSIANTEIBHBIX H OPTaHU3AIMOHHBIX JTIOKYMEHTOB 1O
MepcoHaiy, o(pOPMICHUIO TPYIOBBIX OTHOIICHHI.

OpraHu3aioHHas CTPyKTypa OpraHu3aIyu.

OCHOBBI JOKyMEHTO000POTa U JOKYMEHTAIIMOHHOTO 00ECIIeUCHNS OpraHU3aLiH.
HopmaTtuBHEIE TPaBOBEIE AKTHI, PEryIHPYIOIINE IPpaBa H 003aHHOCTH
rocyJapCTBEHHBIX OPTraHOB, IPEACTABUTENBHBIX OPIraHOB PAOOTHUKOB MO
MIPEIOCTaBJICHHIO YYETHOH JOKYMEHTAIUU.
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IIpeameTt

OLIEHUBAHUS O0BbeKT OLleHUBAHHS IToxa3aTes b OLIEHKH
(KoMIeTeHIHH, (HABBIKH, TPY/AOBBIE 1€ CTBUS) (3HAHMS1, YMEHHUST)
TpyIOBEIe (PyHKIMH)
o [ToaroroBka NPOEKTOB JOKYMEHTOB 110 Ymenus:
npoueaypam ymnpapJ€HUs IIEPCOHATIOM, L AHaHI/I3I/IpOBaTB JIOKQJIbHBIE HOPMATUBHBIC aKTbl U TOKYMEHTEI 110 Od)OpM.TIeHI/IIO
ydera U ABUKEHMs IIEpCOHaIa. TPYAOBBIX OTHOLICHHUH, (HPOPMHPOBATH MPEIUIOKEHHUSI [0 UX AKTyalU3aLHu U
YIIyULICHUIO.

Onpenersite CTPYKTYPY U COIEpIKaHHe, TOTOBUTD IPOEKThl HOPMATUBHBIX
JOKYMEHTOB U JOKYMEHTOB IO O()OPMIICHHIO TPYIOBBIX OTHOLIECHHUIA.
OdopMIIATh KaJpOBBIE TOKYMEHTBI B COOTBETCTBUH C TPEOOBAHUSIMH
3aKoHO/aTenbcTBa Poccuniickoit Menepalui U TOKaIBHBIMA HOPMAaTHBHBIMI
aKTaMH OpTaHU3AIHH.

ObecneunBaTh COOMIOICHIE TPEOOBAHUIT 3aKOHOAATEIbCTBA Poccuniickoit
®Deepanun, KOPIOPATHBHBIX MOJIUTUK B 00IACTH 00pabOTKH MEPCOHATBHBIX
JAHHBIX ¥ KOH(QUICHIHATBHO HH(POPMALIUH.

OdopMIIATh yueTHbIE JOKYMEHTBI, IPEAOCTABISIEMbIE B TOCYAaPCTBEHHbIC
OpraHsl, IPEACTaBUTEIbHBIC OPraHbl PAOOTHHUKOB.

OpraHu30BBIBaTh XPAaHEHUE JTOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMU
3aKoHoIarenbcTBa Poccuiickoit denepanuu 1 JOKaIbHBIMA HOPMAaTUBHBIMU
AKTaMM OPTaHU3aIHH.

PaspaboTka THIIOBBIX o Pa3paboTKa MPOEKTOB JIOKAIBHBIX 3uanusn:

(bopM T0KyMEHTOB IO HOPMaTHBHBIX aKTOB OpraHM3alliH, o TexHONOTHHM, METO/IBI U METOAUKH NPOBE/ICHNS AaHATIN3a M CHCTEMATH3aI1N
Y4I€Ty ¥ JBHIKCHHIO PEryJMpyOIIKUX TPYIOBbIC OTHOLICHMS. JIOKyMEHTOB ¥ HH(OPMALIUH.

nepconana, e Pa3paboTKa MPOEKTOB JOKYMEHTOB I10 o JlokanpHble HOPMATHBHbIE aKThl OpPraHU3ALUHU, PETYIHPYIOIIUE TOPSIOK
COIPOBOXKACHHE 0(hOPMIICHHIO TPYIOBBIX OTHOIICHHUI C odopMIIeHUS pacIOPAAUTENBHBIX M OPraHU3ALMOHHBIX JOKYMEHTOB 110
npouexyp KOHKPETHBIM PabOTHHKOM. HepcoHany, oOpMICHHIO TPYIOBBIX OTHOMICHHH.

oQpopmiteHns e [loaroroBKa NpeIokKEeHUH 0 o OpraHu3allMOHHAsl CTPYKTYpa OpraHu3aLuy.

TPYAOBbIX ONTUMH3ALKH (OPM TOKYMEHTOB U o OCHOBBI JIOKyMEHTO000POTA U JIOKYMEHTALMOHHOTO 00ECTICYeH s OPTaHU3aLMH.
oTHouIeHHH (A/02.6) 1U(ppOBU3ALMY TOKYMEHTOOO0POTA o HopMmaTHBHBIE IPABOBBIE aKThI, PErYJIUPYIOIIKE [PaBa U 00SI3aHHOCTH
OpraHu3auyy B 061acTn 0popMIeHHs rOCY/IapCTBEHHBIX OPIaHOB, PEICTABUTEIBHBIX OPraHOB PAOOTHUKOB IO
TPYIOBBIX OTHOLICHHIL. [IPeIOCTaBICHUIO yIEeTHOH JOKyMEHTAlUU.
o [ToaroroBka NPOEKTOB JOKYMEHTOB IO Ymenus:
nporneaypaM yrpaBJCHUs IIEPCOHATIOM, o AHanM3MpPOBATH JIOKAIBHBIC HOPMATHBHBIC aKThI U JIOKYMEHTBI 10 0OPMIICHUIO
ydera u IBHKCHHA TICpCOHAJIA. TPY/IOBBIX OTHOLICHUH, (POPMHUPOBATE NPEIOKEHHS 110 MX aKTyaTn3aluy 1
YIIy4LIEHUIO.

Onpenensats CTpPYKTypY U COZIepKaHHe, TOTOBUTH MPOCKTHl HOPMATHBHBIX
JIOKYMEHTOB ¥ JIOKYMEHTOB 110 0()OPMIIEHHIO TPYAOBBIX OTHOLICHHH.
OdopMIATh KaJpOBBIe JOKYMEHTHI B COOTBETCTBUH C TPEOOBAHUSIMI
3aKoHoaTenbcTBa Poccuiickoit deneparyiy 1 T0KaIbHBIMH HOPMAaTUBHBIMHU
aKTaMU OpraHU3al|u.

ObecnieunBaTh coOM0IeHIE TPEOOBaHUI 3aKOHOAATENbCTBA Poccuiickoit
Denepanyy, KOPIIOPATUBHBIX ITOJIUTHK B 001aCTH 00pabOTKH ITePCOHAIBHBIX
JAHHBIX ¥ KOH(UISHIINATBHO HHPOpMAIIIH.

OdopMIATh yaeTHBIE JOKYMEHTHI, IIPEIOCTABIIsIEMbIE B TOCYIapCTBEHHbIE
OpTaHBl, IPEACTaBUTEIbHBIE OPTaHbl PAOOTHHKOB.

OpraHn3oBBIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMU
3aKoHoaTenbcTBa Poccuiickoit @eneparyi 1 T0KaIbHBIMH HOPMAaTUBHBIMU
aKTaMU OpraHHU3al|u.

AnMUHUCTpHpOBaHHE | o Pa3paGoTKa MPOEKTOB JIOKANBHBIX 3Hanus:
TIPOLIECCOB U HOPMAaTHBHBIX aKTOB OPTaHH3AIMH, o TexHOJIOTUH, METOABI ¥ METOJUKH MPOBEICHHNS aHAIN3a H CHCTEMATH3aInI
JIOKYMEHT0060poTa PEryJIMPYHOIINUX TPYIOBBIC OTHOIICHMS. JOKYMEHTOB W HH(OPMaIIIH.
IO yHeTY H o Pa3paboTka IPOEKTOB JOKYMEHTOB I10 o JlokanbHbIE HOPMATHBHEIE aKThl OPraHU3ALMH, PETYITHPYIOINE TTOPSOK
JBHKEHUIO 0(hOPMIICHHIO TPYIOBBIX OTHOLICHHUIT C oopMIICHNST pacHOPSITUTENEHBIX U OPraHH3allHOHHBIX JOKYMEHTOB I10
nepconana, KOHKPETHBIM PaOOTHHKOM. nepcoHaiy, 0hOPMICHHIO TPYAOBBIX OTHOLICHHH.
Npe/CTaBJICHUIO e [lonroroBKa NpemIokKeHHH 0 o OpraHu3alMoOHHAs CTPYKTYpa OpraHU3aLuH.
AIOKYMEHTOB 110 onTEMH3AIMA GOPM TOKYMEHTOB U o OCHOBBI JIOKyMEHTOOGOPOTA M JOKYMEHTALMOHHOTO 06ECIIeYeHNs OPraHM3aLii.
Tiepconaiy B M (POBH3ALMHU JTOKYMEHTOOO0POTA o HopMaTuBHBIE IPABOBBIE AKTHI, PETYIMPYIOIIME PaBa U 00I3aHHOCTH
TOCYyAapCTBCHHbIC OpraHU3alluK B 00JIACTH O(OPMIICHUS rOCY/IapCTBEHHBIX OPraHOB, IPE/ICTABUTENIBHBIX OPraHOB PAOGOTHUKOB T10
opraubl (A/03.6) TPYJOBBIX OTHOIICHHIL. HPENOCTABICHHIO YYETHOH JOKYMEHTAIHH.
o [ToaroroBka IPOEKTOB JOKYMEHTOB IO Yvenus:
nponeaypam yrnpaBJICHHS IIEPCOHATIOM, ® AHaNM3MpPOBATH JIOKAIBHBIE HOPMATHBHBIE aKThI U JIOKYMEHTHI TI0 O OPMIICHUIO
y4deTa U IBHKCHUSI IEPCOHAJIA. TPYIOBBIX OTHOIICHHUH, (HOPMUPOBATH MPEIUIOKEHHS MO X AKTYaTH3aLHN 1
YIYYIIEHHIO.

OmnpenernsTs CTPYKTYpY U COJEpIKaHHe, TOTOBUTD IPOEKTHl HOPMATUBHBIX
JOKYMEHTOB U JJOKYMEHTOB I10 O(pOPMIICHUIO TPYIOBBIX OTHOLICHHII.
OdopMIATH KaJpOBBIE TOKYMEHTHI B COOTBETCTBUH C TPEOOBAaHUSIMU
3aKoHozarenbeTBa Poceniickoit deneparyu U TOKaILHBIMA HOPMAaTHBHBIME
aKTaMH OpTraHHU3aIHH.

ObecnieunBaTh coOMIOICHIE TPEOOBAHUI 3aKOHOAATENbCTBA Poccuniickoit
denepanun, KOPIOPATUBHBIX TOJUTUK B 00J1aCTH 00pabOTKH MEPCOHATBHBIX
JIQHHBIX M KOH(QUICHIHAIBHOH HH(OpMALWH.

OdopMIATh yaeTHBIE JOKYMEHTHI, IPEAOCTABIISIEMbIE B TOCYAapCTBCHHEIC
OpraHsl, NPE/ICTABUTENbHBIC OPTaHbl PAOOTHUKOB.

OpraHu3oBBIBaTh XPaHEHUE JOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMU
3aKoHOozaTenbcTBa PP 1 J0KaIbHBIMH HOPMATHBHBIMU AKTAMH OPraHU3ALUH.
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Onenka kadectBa ocBoeHHs IIporpammel B mporecce HMPOMEXYTOYHOH M UTOTOBOM
aTTeCTallUU OCYILIECTBIsETCA B (hopMe 3aueTa.

Ouenka Kpurepun onenkn

«3auemy BBICTABJISACTCSA O0YYAIOIIEMYCs, €CIIM OH TBEPJO 3HACT MaTepHall
Kypca, IpaBUJIBLHO NPHUMEHSIET TEOPETUUYECKHE TOJIOKCHHS TP PEIICHUU
«3aumenoy | MPAKTHYECKUX BOIPOCOB, BIAJCCT HEOOXOIUMBIMH 3HAHUSAMHU U MPUEMaAMHM
uX BbIMOJIHEHUsA. Ha mnpomMexyTodyHoM [/ HMTOrOBOM TECTHPOBAHHH
oOyuarommiics 1oJpkeH nath 6osee 70% mpaBUIbLHBIX OTBETOB.

«Hesauemy»  BpICTaBIsICTCS  OOydaroleMycs, KOTOPBIH HE 3HAET
3HAYUTEIbHOW YaCTH MPOrPaMMHOIO MaTepHaa, JO0IMyCKaeT CYIIeCTBEHHbIC
OLIMOKH, HEYBEPEHHO, ¢ OOJIBIIUMHU 3aTPYAHCHUSIMH PEIIacT MPaKTUICCKUE
BOIPOCHI MJIH HE CIIPABJISIETCS C HUMHU CaMOCTOsTeIbHO. Ha nmpomexyTogHoM
/ uToroBoM TecTupoBaHMM oOOyuaromuiics maetr meHee 70% mpaBHIIBHBIX
OTBETOB.

«(HE 3a4YmeHo»

4.3. ®oH/ OLIEHOYHBIX CPeICTB

IIpuMepHbIe BADMAHTHI TECTOBLIX BOIIPOCOB IJISl IPOBECACHUSA HpOMe)KyTO‘lHOﬁ Hu
HTOTrOBOM aTTeCTAIUHU 110 nporpamme:

Bonpoc. KTo oruiaunBaeT 00si3aTe/IbHBIN NPeIBAPUTEIbHBIIN MeTUIIMHCKUNA 0CMOTP nepes
NnpueMoM Ha padory?

A) Pabomooamens.

b) Cam kanmunar.

B) I'ocynapcTBEHHOE MEIUIIMHCKOE YIPESIKICHHE.

I') [Ipodcoro3 npennpusaTHs.

Bonpoc. Kak 10/1ro 10/:keH pa00OTHHK 3HAKOMHUTBHCH € JIOKAJbHO-HOPMATHBHBIMH aKTaMH
npeanpusaTus’?

A) HenocpencTBeHHO B mpoliecce npremMa Ha padory.

B) /o 3aknouenust mpyooeoco 002080pa.

B) B TeueHue Mecsiia mocie Tpyao0yCTponCTBa.

') D10 HeobsI3aTeNbHO.

Bonpoc. Ckobko qHeit oTBoAuTCs padoToaaren o Ha opopMIIeHHE NIPUKAa3a 0 IPpHEeMe Ha
padoTy nmocje GaKTHYECKOro J0NMYyCKa COTPY/AHUKA K BbINOJHEHUIO 0013aHHOCTEi ?

A) OnuH pabouwmii I€Hb.

B) Tpu pabouux ons.

B) Cemb xaneHmapHbIX JHEH.

') decsath paboumx IHEHH.

Bonpoc. MakcuMaJIbHbIN CPOK JeiCTBHSI CPOYHOI0 TPYAOBOIO 10r0BOPa COCTABJISACT:
A) IBa rona.

B) I1smb nem.

B) Tpuauats mecsiies.

') Het orpanuueHuii Mo cpoxy.

Bonpoc. CoBmemneHue J0/2KHOCTEH NMpeanoiaraeT BbIOJHEHHe J0NOJHUTEIBHOr0 00beMa
padoThI:

A) Tlo oTnenbpHOI BakaHCHUHU, BPEMEHHO OCBOOOKICHHOW B TOM JK€ OpraHU3allHH.

B) be3 0c600021cOetst Om UCNONIHEHUSI CEOUX HENOCPEOCMBEEHHbIX 00A3AHHOCHEN NO OCHOBHOMY
pabouemy mecmy.

B) UckirounTtenbHo B Apyroe pabouee BpeMsi BHE paMOK CBOSTO OCHOBHOTO Tpaduka.

I') TTocTosIHHO, 3aKIFOUYMB HOBBIM KOHTPAKT Ha JOMOJHUTEIBHYIO TTO3HIIUIO.
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V. HHO®OOPMAIIUA Ob ABTOPAX KYPCA

IIporpammy pa3paborana:

boapoBa AHacracusi AHApPeeBHa — BEIYIIMM 3KCIEPT-KOHCYABTAHT IO TPYJOBOMY
3aKOHO/IATENbCTBY U KaJipoBoMy Jenonpou3Bojictsy OO0 «3JIKOI».
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noarnucAn AHO AHO AONO "UOo "ankoa", WymunuH 29.10.25 18:15 (MSK) Ceptudmkar
ANO "LO Tumodbeit Muxaiinosuy, JUPEKTOP 02DF227800DDB221AA4D2F6545861DB6CE
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