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. OBIIASA XAPAKTEPUCTHUKA ITPOI'PAMMBbI

1.1. Ha3nayeHue nmporpaMmbl

JlononHuTenbHass  NpOQecCHOHANbHAs  TPOrpaMMa  TOBBIIICHHUS — KBaJTH(PHUKAIUU
«Oco0EHHOCTH TpyAa OTHENBHBIX KaTeropuii pabOTHHUKOB: IKCHIIMHBI, COBMECTHTEIIH,
BaxTOBUKW» (nanee — [Iporpamma) HampaBiieHa Ha IMOJyYEHHE HOBBIX TEOPETHUCCKUX 3HAHHHA U
NPaKTUYECKUX HABBIKOB, a TAK)K€ HA COBEPIICHCTBOBAHWUE KOMIICTEHIIMHA, HEOOXOIUMBIX IS
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 yIeOHBIA TpaduK U Apyrue
MaTepHalbl, 00eCIIeYNBAIONINE KAaYeCTBO MOATOTOBKH 00yYarOIINXCSL.

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/IlapCTBEHHOTO 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, KEJIAaIoI1e 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 SJIEKTPOHHOTO O0YYEHHUS.

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

He.ﬂb oﬁyqemm: CO31aHue YCJ'IOBI/Iﬁ JJI TIOJTYYCHUS CIIyHIaTCIIIMH HOBBIX

TECOPCTUUCCKUX 3HAHWUM U IMPAKTUYCCKHUX HABBIKOB, a4 TAKXKE€ COBCPIHICHCTBOBAHUA KOMHCTCHHHﬁ,
HGOGXOI[I/IMBIX JJIA HpO(bGCCI/IOHaJIBHOﬁ JACATCIIBHOCTHU CIICHUAJINCTOB B C(bepe
JOKYMEHTAIIMOHHOTI'O obecrieyeHus pa6OTBI C IICPCOHAJIOM.

33113'—[3 06y'leHI/lﬂ — INOBBIIICHUC KBaJ'II/I(i)I/IKaI_[I/II/I crieguaancTra, KOTOpBIﬁ JOJIZKCH

OCYIIECTBIISITh B paMKaX TPYAOBOH (D)YHKIIUU CIIEAYIOLIUE NeUCTBUSA:

OdopmneHne TOKyMEHTOB, PEriiaMEHTUPYIOUINX TPYAOBbIE OTHOIIECHUSI C KOHKPETHBIM
PabOTHHUKOM.

[ToaroroBky u o(hopMIICHHUE 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 TOKYMEHTOB O €T0 TPYAOBOM AESITEILHOCTH.

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

Benenue yuera, mpeyCMOTPEHHOTO TPYAOBBIM 3aKOHOAATEIBCTBOM Poccuiickon
denepauuu.

Perucrpanuro, yuer, onepatuBHOE XpaHEHUE KaIPOBbIX JOKYMEHTOB, IOATOTOBKY UX K
clade B apXuB.

HporpaMMa HalnpaBJ/jiecHa Ha COBEPIICHCTBOBAHUE KOMHeTeHHHﬁ, Ka4Ye€CTBCHHOC

H3MeHEeHHEe KOTOPBIX OCYIIeCTBJIsIeTcs B Mpollecce 00yueHus M0 JaHHOW Mporpamme:
ga 0aze ®I'OC BO 38.03.03 «Y1paBicHUE IIEPCOHATIOM:

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

CIIOCOOHOCTH K caMoopraHu3anuu u camoodpaszosanuto (OK-7);

yMEHUE MPUMEHATh TEOPETUUECKUE TTOJI0XKEHUS B PAKTUKE YIPABJICHUS IEPCOHATIOM
oprauuzaruu (OITK-1);

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

CIOCOOHOCTH MCIIONIb30BaTh HOPMATHBHEIE ITPABOBBIE aKThI B CBOCH MPOQecCHOHATBHOM
NeSITeTbHOCTH, aHAITU3UPOBATh COIMATBHO-YKOHOMUYECKHE TPOOIEMbI U TIPOIIECCHI B
OpraHu3aIy, HaXOIUTh OPTaHU3AIMOHHO-YIIPaBICHUECKHE U YKOHOMHUYECKUE PEIICHMS,
pa3padaThIBaTh ATOPUTMBI X PEATU3aIlMH U TOTOBHOCTh HECTH OTBETCTBEHHOCTH 3 MX
pesynbratel (OI1K-8);

CIOCOOHOCTH pelIaTh CTaHAAPTHBIE 3a/1a41 TPOPECCHOHATBHOMN e TEIFHOCTH Ha OCHOBE
nH(pOpMallMOHHON U Oubnnorpadudeckoil KylIbTypbl C IPUMEHEHUEM HHPOPMAIIHOHHO-
KOMMYHHKAITHOHHBIX TEXHOJIOTHI U C Y4€TOM OCHOBHBIX TpeOOBaHNH MH(POPMAITMOHHON
6e3omnacHocTu (OITK-10).



IIporpamma pa3paGorana Ha 0a3e nmpogecCHOHAIBHOrO cTa”Haapra «Cnenuajmuct 1o
YIPABJICHHIO MIEPCOHATIOM) C YYeTOM CJIEAYIOIHUX TPYAOBBIX (PyHKIHUI, HEOOXOAUMBIX /IS
BBINOJTHEHHS ONPe/IeJIeCHHOr0 BU/A NMPO(ecCHOHAIBHOM NeATeJIbHOCTH:

— JlokyMeHTalMOHHOE o0ecrieueHne padboThl ¢ 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 OTHOIICHHUH, CIEIIMAIMCTOB 10 JOKYMEHTAIMOHHOMY 00€CIICUEeHUIO0
[IEPCOHAJIA, CIICUATMCTOB 110 IIEPCOHAILY, CIICLIUAIMCTOB 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 ®enepanny M MHBIX HOPMAaTHBHBIX IPAaBOBBIX
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);

— BJaJICHWE HaBbIKAaMU pa3pabOTKU OPraHMU3alMOHHOW ¥  (YHKIHMOHAJIHHO-IITATHON
CTPYKTYpBI, Pa3pabOTKH JIOKAJbHBIX HOPMATHUBHBIX AaKTOB, KacCArOIIMXCS OpTraHU3aIlH
Tpyaa (IpaBuja BHYTPEHHEIO TPYAOBOTO pAacHOpsIKa, IIOJIOKEHHEe 00 OTITyCKax,
nosoxxeHue o komanauposkax) (IK-11);

— 3HaHUE OCHOB Pa3pabOTKU U BHEAPEHUS KaJAPOBOW M YIPABICHUECKOH JTOKYMEHTAlUU,
ONTUMH3AIMU JOKYMEHTO000pOTa M CXeM (YHKIMOHAIBHBIX B3aHMMOCBS3EH MeEXIy
NOJpa3/IeIEHUSIMHI, OCHOB Pa3pabOTKU M BHEAPEHUS MPOLENYP 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 OO0pabOTKH 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 IIPEOJOJEHUS JIOKAJIBHOTO CONPOTHUBIICHUS M3MEHEHHSIM 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 CUCTEMBbI O(GOpPMIICHHUS TPYIOBBIX
OTHOILICHUM.

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

— Cpeunanu3upoBaHHble MH(POPMALMOHHBIE CUCTEMBbI, IU(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.

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

— TpeGoBanus 3akoHonatenbcTBa Poccuiickoit ®depepauuu 1mo OoQOPMIEHHIO TPYIOBBIX
OTHOLICHHWH, BOMHCKOMY YYE€Ty, YBEIOMJICHHIO M IPEACTABICHUI0 OTYETHOCTU B
rOCyJapCTBEHHbIE OpraHbl CIHELHMAIbHBIX KaTeropuii pabOTHMKOB: HMHOCTPAHHBIX
paOOTHUKOB M JHIl 0€3 Ipa)<JIaHCTBAa, UHBAJIUAOB, 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 HEAOCTOBEPHYIO HHGOpMALMIO 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 NMPEUIOKEHUS 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 denepanun 1 JT0KaIbHBIMA HOPMAaTUBHBIMU aKTAMU OpraHU3aLHAH.
ObecneunBaTh coOMOJeHUE TpeOoBaHUI 3akoHOAaresnbcTBa Poccuiickoir Penepauumy,
KOPIIOPaTUBHBIX IOJUTUK B 00jJacTM 0OpaOOTKM MEpPCOHAIBHBIX JAHHBIX U
KOH(HICHIIMATHHON HH(pOpMAIIH.

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

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

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

PaboTtath ¢ MH(POPMALMOHHBIMU CHUCTEMaMH, LU(POBBIMU yCIyraMd W CEpBUCAMH IIO
BE/ICHUIO CTATUCTHUYECKON M OTYETHON MH(DOPMAIIMK U aHAJTUTUKH IO MEPCOHATY.
®opmMupoBaTh MPEIIOKEHUS MO aBTOMAaTU3alMM M LU(POBU3AIUHN TPOIECCOB 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 OOIICHHUS.

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



I1. CTPYKTYPA U COAEP KAHUE ITPOT'PAMMBI

2.1. Y4eOHBbIil IJIaH

Ne . Beero, | B rom uncae ®opma
HaumenoBanmne moayneii (pazaeioB, Tem) (ax.

n/n vac.) T3 | CP | ATt KOHTPO/Ist

1. | OcobGenHocTH U OrpaHUYEHUS B paboTe 3auer
SKEHIIVH U JIUI] C CEMENHBIMU 6 5 05 | 05 | (rectupoBanmue)
00s13aHHOCTSIMU

2. | PerynmupoBanue Tpyza COBMECTUTEIICH: 5 s | o5 | 05 3auer
OCHOBHBIE MTPaBUJIA, PEKOMEH AT ’ ’ (TecTUpOBaHHUE)

3. | Cnenudwuka u OCHOBHBIC ITpaBuia B paboTe 6 5 | 05 | 05 3auer
BaxXTOBUKOB ' ' (TecTupoBanue)

4. | Tpyn HeCOBEPIIEHHOJIETHUX: TTOPSIIOK U 5 4 | os | os 3auer
OIrpaHUYCHUSA ’ ' (TecTrpoBaHue)

5. | Urorosoe TecTupoBaHue 1 B N 1 3auer

(TecTpoBaHue)
6. | Uroro: 24 19 | 2 3

T3 — TCOPCTUYCCKHUEC 3aHATUA, CP — camocrosTenpHas pa60Ta, ATT. — arTrecranus.

2.2. Kanennapubliii yueOHblii rpaguk

Kanennapueiii rpadguk oOydeHUs: SBISETCS MPUMEPHBIM, COCTABISETCS M YTBEP)KIAACTCS
Ut Kaxaou rpymmbl. Cpok OCBOEHHUS Mporpammbl — 2 Hexenu. Hawyamo oOydeHHst — o Mepe
HabOopa rpymnisl. Pexum 3ansaTuii: He 6osee § akageMHUYeCKUX 4acoB B JeHb. [IpomexyTouHas u
WUTOTOBAsI ATTECTAIIUSI IIPOBOJAMUTCS COTJIACHO YU€OHOMY TUIaHY U KaJeHIapHOMY TpaduKy.

HaumenoBaHue TeM // He/leJIM 3aHATHI Bcero | 1 2
1. OcoOeHHOCTH U OTpaHUYEHUS B paboTe KEHIIUH U JIUI] C CEMEHHBIMU 5 6
0053aHHOCTSAMU
2. PerynupoBaHue TpyJla COBMECTUTENENH: OCHOBHBIE ITPaBUJIa, 5 6
pEKOMEH AN
3. Crenudika ¥ OCHOBHEBIE ITpaBHJIa B pab0Te BAXTOBUKOB 6 6
4. Tpyn HECOBEPIICHHOJETHHUX: MIOPSJIOK U OTPAaHUYEHUS 5 5
Nrtorosoe TectupoBanue 1 1
Hroro: 24

2.3. PaGouue nporpaMMbl AUCHMILIUH (MOaYJ1eii, TeM)

1. OcoOeHHOCTH U OTpaHUYEHUS B pabOTe KEHIIUH U JIUI] C CEMEUHBIMU 0053aHHOCTSIMH.
2. PerynupoBaHue Tpy/la COBMECTHTENEH: OCHOBHBIE ITPABHJIA, PEKOMEH /Il H.

3. Cnenuduka ¥ OCHOBHBIE ITpaBUiIa B pab0Te BaXTOBUKOB.

4. Tpya HECOBEPIIEHHOJETHUX: MOPAIOK U OrPaHUYEHHUS.




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, OCYILECTBISIOUIas O0pa30BaTEIbHYIO JI€ATENbHOCTh, pEANNU3YIOIas
JOTIOTHUTENIbHBIE MPO(ecCHOHANIbHBIE MPOrpaMMBbl, YKOMIUIEKTOBaHA KBaTH(PHUIIMPOBAHHBIMU
KajgpaMd. YpOBEeHb  KBaNU(pHUKAIMU  paOOTHUKOB  OpPraHM3alUH,  OCYLIECTBISIOIIEH
00pa3oBaTeNbHYI0 JAESITeNbHOCTh, PEAIN3YIOLIEH JIOMOJHUTENIbHbIE MpOo¢ecCHOHATbHbIC
IpOTPaMMBbI, COOTBETCTBYET KBaIM(PUKAIMOHHBIM XapaKTEPUCTHKAM IO COOTBETCTBYIOIIECH
JOJIKHOCTH.

TpeboBanmst K  KBanuUKAMKU TpenofaBarens. Bricmee  mpodeccrnoHaabHOe
o0Opa3oBaHue Wi cpefHee MpodecCHOHaIbHOE O00pa30BaHHE IO HAIMPABICHUIO MOATOTOBKHU
«O0pa3oBaHue U MeJaroruka» Wik B 00JIACTH, COOTBETCTBYIONICH MPENoJaBaeMOMY TPEAMETY,
0e3 mpeabsBieHUs TpeOoBaHWMN K CcTaxy paboTel uOO BhICIIEE MPOQPECCHOHATBHOE
oOpa3oBaHue WM cpegHee NpodecCHOHATBbHOE  O0pa3oBaHWE M JIOTIOJIHUTEIHLHOE
npodeccuoHanpHOe OOpa30BaHME IO HAMPABICHUIO JACSITENBHOCTH B 00pa3oBaTEIbHOM
yupexJieHuu 0e3 npeabsBieHus: TpeOOBaHUM K CTaXy paOOTBhI.

[legarornyeckue pabOTHUKU 00s3aHBI IPOXOAUTh B YCTAHOBJICEHHOM 3aKOHOIaTEIbCTBOM
Poccuiickoit ®epeparuu  mopsiike 0Oy4YeHHE TIO JOMOJIHUTEIBHBIM MPOPECCHOHATBHBIM
porpaMmam 1o npoQuITo neaarorn4eckoi AesiTeIbHOCTH HE PeKe OJJHOTO pa3a B TPU roja.

Oco0Obie  yciioBHs JOMyCKa K paboTe: OTCYTCTBHE OrpPaHMYCHUN Ha 3aHATHE
NeAaroru4ecKou JESITEIIbHOCTBIO, YCTaHOBJIEHHBIX 3akoHoAaTenbCTBOM Poccuiickoit
denepanuu.

[IpoxoxkaeHne o00sA3aTeNbHBIX MPEABAPUTENBHBIX (MPU TOCTYIUICHMH Ha paboTy) H
MEePUOIUYECKUX  MEIMIIMHCKUX OCMOTPOB  (0OcieqoBaHUi), a Takke BHEOUEPEIHBIX
MEIUIUHCKUX OCMOTPOB (00cienoBaHUN) B MOPSAAKE, YCTAHOBJIEHHOM 3aKOHOJATEICTBOM
Poccuiickoit @enepanuu.

IIpoxokaeHne B yCTaHOBIEHHOM 3aKOHOJATENbCTBOM Poccuiickoit denepanyu nopsike
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 y4eOHOro mporecca HCIONB3YIOTCS — y4eOHO-
METOAMYECKHE MaTepualbl, yueOHbIe TOCOOus, MPe3eHTAlUU, TECThI Ui CAMOKOHTPOJISI — BCE,
YTO HE00X0AUMO ISt 3(H(HEKTUBHOTO COBPEMEHHOTO O0yUYEHUSI.

Jns  opraHM3alMyd  3JIEKTPOHHOrO  OOy4eHuss  0o0pa3oBaTelbHOE  yUpexkJeHHUE
o0ecrieunBaeT JOCTYI 00yYarOIUXCS U MeAarormiecKuX pabOTHUKOB K y4eOHO-METOINIECKOMY
KOHTEHTY, OpraHM30BaHHOMY B BHUpPTYyaJbHOH 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 HCIIOJNB30BAaHUS 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-MeTOAUYecKHe U HHPOPMAIHOHHbIE YCI0BUS

HOpMaTI/IBHO-HpaBOBbIe AKTBhbI (aKTyaJ’IbHBIe peL[aKmm):

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

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

— Ilpukaz Muntpyna Poccun ot 18.07.2019 Ne 512 «OO0 yTBepKIEHHH MEpEUHs
IPOM3BOJICTB, PadOT U JOJDKHOCTEH € BPEAHBIMM M (MJIM) ONACHBIMM YCJIOBUSIMHM Tpyla, Ha
KOTOPBIX OTPAHUYUBAETCS IPUMEHEHUE TPY/Ia KEHILUH».

— Ilpuxa3z Muntpyna Poccuu ot 14.09.2021 Ne 629u «O6 yTBep>KIeHUH MpeneabHO
JIOITYCTUMBIX HOPM Harpy30K JJisl )KEHIIKUH IPU [I0bEME U MEPEMEILIEHNN TSHKECTEH BPYUHYIO.

— Ilocranosnenue ['maBHOro rocynapcTBeHHoro canurapHoro Bpaua PO ot 02.12.2020
Ne 40 «OO6 yrBepxnaenun canutapueix npasuin  CII  2.2.3670-20 "Canutapho-
SMHIEMHUOJIOIHYECKHE TPEOOBAaHUS K YCIOBHUAM TpyAa' ».

— Tlocranonenue ['ockomrpyna CCCP, Cekperapuara BLICIIC, Mun3zapasa CCCP ot
31.12.1987 Ne 794/33-82 «O6 yrBepkaeHur OCHOBHBIX IOJOXEHHH O BaXTOBOM METOJC
OpraHu3anuu padoT».

— <Hudpopmamus> Poctpyna «OcoOeHHOCTH TPYIOYyCTPONCTBA HECOBEPILIEHHOIETHUX»
(Koncynprantllntoc).

— Ilocranosnenue [Inenyma BepxoBHoro Cyna PO ot 28.01.2014 Ne 1 «O npumeHeHUn
3aKOHOJATENbCTBA, PErYJIUPYIOLIET0 TPYA KEHIIMH, JHI[ C CEMEHHBIMH OO0S3aHHOCTSAMU U
HECOBEPILIEHHOJIIETHUX ».

— AnemmsuuonHoe omnpenenenue KemepoBckoro o6iactHoro cyaa ot 22.03.2018 mo
neny Ne 33-2645/2018.

— Pemenne Opendyprckoro paiionHoro cyaa OpenOyprekoit obnactu ot 13.03.2020 o
neny Ne 2-152/2020 (Koncynbrantllnroc).

- [TyreBoguTens 1O  KagpoBbIM  BompocaM. BaxToBelii  MmeTon  paboThbl
(Koncynsrantllntoc).

— T'otoBoe pemenne: Kak ycTaHOBUTH COKpAIllEHHYIO paOouyro HEJeNto JUIsl JKEHILIHUH,
paborarouux B cenbckoit MectHocTH (Koncynbrantllntoc).

— ToroBoe pemenne: Kakue ectb 0COOEHHOCTH paOOTHI JKEHIIUH U JIUI C CEMEHHBIMU
obs3anHocTsAMU (Koncynbrantllntoc).

— ToroBoe pemenue: Kak yTBepAWTH MOJNIOKEHHE O BaXTOBOM MeETOJE paboThl B
opraausaiuu (Koncynsrantllntoc).

— TunoBas cutyauus: HecoBepleHHONETHUN: OCOOCHHOCTH YCIOBHUH TpyAa, MpPUEM,
yBosibHeHue (M3narenscTBo « maBHast kauray, 2025).

3.4. MeTonyecKue peKOMeH/IallMM K OPraHu3auuM 06pa3oBaTe/ibHOro npouecca

I/I3y‘{CHI/IC KypcCa B 3a09YHOM (I[I/ICTaHI_II/IOHHOM) (bopMaTe B CUCTCMEC NJUCTAHIIMOHHOT'O
06yqu1/1;1 L[CHTpa O6p8.30BaHI/I${ pacCunuTaHO Ha 2 HCACIIN.

O6y‘ICHI/Ie C MIPUMCHCHUECM JUCTAHIITMOHHBIX 06pa30BaTeHLHLIX TEXHOJIOTUH W/UIN
SJICKTPOHHOI'O O6ylleHI/I${ o nporpaMme OCHOBBIBACTCA HA NUCTAHIIWUOHHBIX 3aHATHAX U
CaMOCTOSTEIbHOM pa60Te 06y‘{aIOH_[I/IXC$I. Bce Buabl y‘-IC6HLIX 3aHATHH IpOBOOATCH C
06y‘-IaIOH_[I/IMI/ICSI JUCTAaHIIMOHHO, C UCIIOJIb30BAHUEM BO3MOXKHOCTEH I/IHTepHeTa, a TaKXXE€ C
HCIOJIb30BAHUECM MMOYTOBBIX 3JICKTPOHHBIX OTHpaBHeHHﬁ.
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[To okoHYaHMM W3YYEHHUS KaKOTO pa3fiesia MporpaMMbl 00yJaroMMCsl pEKOMEHI0BaHO
(B paMKax MpOMEXYTOYHOM aTTeCcTallli) MPONTH TECTUPOBAHUE C LIEIbI0 caMOIipoBepku. Ecin
BO3HUKAIOT TPYJHOCTU B OTBETAX HA BOIIPOCHI, CIEAYET BEPHYTHCS K U3yUEHUIO TEMBI WIH
3a/1aTh BONPOC 10 COJAEPKAHUIO yUeOHOIr0 MaTepuaia.

Ilo 3aBepieHNN U3ydeHUs IPOrpaMMbl HEOOXOAUMO IMPOUTH UTOTOBOE TECTUPOBAHUE:
CrnywaTenp JOMyCKaeTcsl K ¢aye UTOOBOIO TECTA P YCIOBUHU YCIIEUTHOTO MPOX0KIECHUS
TECTOB JUIsl CAMOIIPOBEPKU 10 UTOraM M3y4EHUs BCEX Pa3JelioB IIporpaMMbl. PekoMeH1yemble
1u1st OoJiee riy0OKOro U3y4eHMs Kypca JINTEpAaTypa U CChLIKU IIPEJICTaBICHbI B pa3Jieie
«MupopmarronHoe odecriedeHme.
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IV. ®OPMbI KOHTPOJISA U OEHOYHBIE MATEPHUAJIBI 110 ITIPOT'PAMME

4.1. ®opmbl aTTECTALINH

Jlnsi mpoBefeHUsl aTTeCTallMM 1O Iporpamme paszpaboraH POHJ OLIEHOYHBIX CPENCTB,
SABIISIOIIMNACA HEOTHEMJIEMOM YacThi0 yueOHO-METOAUYECKOro KoMiuiekca. POHJI OLIEHOYHBIX
CPEACTB COOTBETCTBYET IENsM U 3aJayaM IHPOTrPaMMBbl  MOBBIIMICHUS KBAIU(UKAIIH
crenuanucra, y4eOHOMY IIaHy M 0OecliedyMBaeT OLEHKY KayecTBa Mpo(heCCHOHATbHBIX
KOMIIETEHIIH, TPHoOpeTaeMbIX 00yUJarOIIUMCSI.

Texymmii KOHTPOJb 3HAHMI MpejJiaral0 OCYIIECTBIATh TaK: BKIIOYaeT B cels
KOHTPOJIb 32 Y4eOHO# paboToi cirymaTenei ¥ MpoBepKy KayecTBa 3HAHUN U YMEHHH, KOTOPBIMHU
CIIylIaTeIy OBJaJeIM Ha OIpeleleHHOM »JTane o0ydeHus. TeKymuid KOHTpPOJIb 3HaHUUN
OPOBOIUTCS B (POpPME IMPOBEPOUYHOTO TECTUPOBAHMS HA NPOTSDKEHHH BCEro OOydeHHs IO
nporpamme. Tekyluil KOHTPOJIb MPOBOJUTCS MOCPEICTBOM y4deTa M KOHTPOJISl MOCEIaeMOCTH,
T.€. IEpHOJIa HAX0XKJIEHUS 00YUYaIOLIErocsi B CUCTEME JIEKTPOHHOI'O 00yUEHUS.

IIpomexyTouHasi _aTTecTAllMl —  OICHKAa KauecTBAa YCBOCHHUS OOYYarONIMMHCS
coJiepyKaHusl y4eOHBIX MOAYJIEH HETIOCPEICTBEHHO 110 3aBEPLICHUN UX OCBOEHMS, IPOBOIMMAs B
dopMe 3aueTa B BHUJE TECTHUPOBAHHS. 3a4eT BBICTABISETCS MO PE3yJbTaTaM MPOMEKYTOUHOM
aTTecTtauuu B Buje tectupoBanus B cucteme CLO.

HroroBas arrecTtanms — TNpolEAypa, MPOBOAMMAS C LEIbI YCTAHOBIEHUS YPOBHS
3HaHUH OOYYAIOMIMXCSI C YY4ETOM IMPOTHO3HPYEMBIX PE3YyIbTaTOB OOy4YeHHS M TpeOOBaHUH K
pe3ylbTaTaM OCBOEHHUS 00pa3oBaTeNbHOUM mporpamMmbl. MToropas arrectamus O0y4aromuxcs
ocymecTBisieTcs B hopme 3adera, B Buje tectupoBanus B cucreme C/10. Mtorosas arrecranus
IPOBOAMTCS JUIsl OINPENETEHHs] COOTBETCTBMSI MOJYYEHHBIX 3HAHUI, YMEHUH M HaBBIKOB I10
nporpaMMeé M YCTaHOBIIGHUSI COOTBETCTBHSL YPOBHSA  CIHEIUAINCTA  MPEIbSBISIEMBIM
TpeOOBaHUSM.

K wutoropoil arrectanMu JOMYyCKarOTCs OOydarolvecs, IOJHOCTBIO OCBOMBILIHE
OporpaMMy M CJHaBIIME IPOMEKYTOUHYIO AaTTECTALUMI0 C TOJOXKUTEIbHBIM PE3YJIbTaTOM.
OOyuarouMess,  He  NPOIIEAIIMM  HMTOTOBYIO  aTTeCTAllMI0 WM  [OKa3aBIIUM
HEYJIOBJIIETBOPUTEIIbHBIE PE3YJIbTAaThl, @ TAaK)K€ OCBOMBIIMM 4acThb lIporpammel, mo 3ampocy
oOyuyaromierocsi BbIJaeTcs copaBka o0 OOydyeHMM WM O IepHoie oOyudeHHs Mo oOpasiy,
CaMOCTOSITENIbHO YCTaHaBIMBAaEMOMY 00pa30BaTEIbHON OpraHU3auei.

OO6yuaromumcsi, yCIenrHo MpoIieIiM UTOTOBYIO aTTECTAllUIO U MTOKa3aBIINM
HOJIOKHUTEbHBIE PE3YIbTATHI, IO UTOraM O0yUYEHHS BbIJIACTCS YI0CTOBEPEeHHE O MOBbIIIEHUH
KBaJIM(UKAIUN YCTAHOBIEHHOTO OpraHu3anuei oopasua.

4.2. Kputepuu onieHKH 00y4aommxcst

Kputepuu onenku 3Hanuii oOyuaronuxcs pazpadbortansl ¢ yuetoMm [IpodeccronanbHoOro
cranaapTa «Crenumanuct mo ynpasienuto nepconanom» (IIpukaz Munrpyna Poccun ot 09.03.2022
Nel091 «OO yrtBepkneHuu mnpodeccHoHambHOro crapaapra “ChnenuanucT Mo  YIpPaBICHHUIO
MIEPCOHATIOM»).

IMpeameTt

OLlEHNBAHMS O0BeKT OlleHNBAHUSA IMoka3aTe/ib OLIEHKH

(KoMmeTeHIuH, (HABBIKH, TPY/AOBBIE AeiiCTBUS) (3HAHMS1, YMEHHUS)
TpyHoBbIe (PyHKIMH)
Benenue e Pa3paboTKa MPOEKTOB JIOKAIBHBIX 3uanus:
JIOKyMEHTalluu 110 HOPMATHUBHBIX AKTOB OPTAHU3ALIUH, e TexHoJIOrMH, METOJBI U METOAUKY NIPOBEACHHS aHAJIN3a U CUCTEMaTH3alH
YUETY U IBUKEHUIO PETYIUPYIOIUX TPYAOBbIE OTHOILICHUS. JOKYMEHTOB W HH(OPMAIIUH.
nepconana (A/01.6) e Pa3paboTKa MPOEKTOB JOKYMEHTOB I10 o JlokasibHbIE HOPMATUBHBIE AKThl OPTaHU3ALUH, PETYJIUPYIOIINE MOPIIOK

0()OPMIICHHIO TPYIOBBIX OTHOLICHUIT C
KOHKPETHBIM PaOOTHHKOM.

e [loaroroBka npemiokeHuit mo
onTUMu3anuy GopM JOKYMEHTOB U
1 (POBU3ALMHI JTOKYMEHTO00O0pOTa
OpraHu3alyy B 00s1acT 0popMITCHUS

oopMIIeHNST pacHOPSITUTENBEHBIX U OPraHH3aIMOHHBIX JOKYMEHTOB I10
MIepcoHaiy, 0(pOPMICHUIO TPYIOBBIX OTHOIICHHI.

o OpraHu3alMoOHHAs CTPYKTYypa OpraHU3alUH.

o OCHOBBI JOKyMEHTO000POTA 1 JIOKYMCHTALHOHHOTO 00ECIICYEHUsI OpTaHU3aLHH.

o HopMmaTHBHEIE IIPaBOBEIE aKTHI, PEryIHPYIOIIHE IPaBa 1 00S3aHHOCTH
rOCyJapCTBEHHBIX OPTaHOB, NPEACTABUTENBHBIX OPraHOB PAOOTHUKOB IO
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IIpeameTt
OllCHUBAHUSA
(KOMIIETeHIINH,

TpyIOBEIe (PyHKIMH)

O0BbeKT oLeHNBAHHS
(HaBBIKH, TPYIOBbIe 1CHCTBHS)

Iloka3zaTens oneHKH
(3HAHHSA, yMEHHS)

TPYJIOBBIX OTHOILEHUH.

o [ToaroroBka NPOEKTOB JOKYMEHTOB IO
HpoLeypaM YIpaBJIeHHs IEPCOHAIIOM,
ydeTa U ABHKEHHs [IepCoHala.

MPEIOCTaBICHHIO YIETHOM JOKYMEHTALHH.
Ymenus:

AHanIM3MpOBAaTh JIOKAIbHBIC HOPMATHBHBIC aKThI M JIOKYMEHTBI 110 0(OPMIICHHUIO

TPYAOBBIX OTHOIICHHUH, (HOPMHPOBATH MPEIUIOKEHHUSI [0 UX AKTyalU3aLHd U
YIYYIICHHIO.

Onpenensats CTPYKTypY U COZIepKaHHe, TOTOBUTh MPOCKTHl HOPMATHBHBIX
JIOKyMEHTOB ¥ JIOKYMEHTOB 110 0()OPMIICHHIO TPYAOBBIX OTHOLICHHH.
OopMIIATh KaPOBBIE JJOKYMEHTHI B COOTBETCTBUH C TPEOOBAHUSIMU
3aKoHOJaTeNbCTBa Poccuiickoit denepannu U JOKaIbHBIMH HOPMAaTHBHBIMU
aKTaMH OpraHU3aLHH.

Ob6ecnieunBath cOOMIOICHIE TpeOOBaHHI 3aKOHOKaTenbCTBA Poccuiickoit
®Denepaniy, KOPIOPATUBHBIX MOJIUTUK B 001aCTH 00pabOTKH MEPCOHATBHBIX
JTAHHBIX ¥ KOH(QUICHIINATbHON HH(POPMALIUH.

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

OpraHu30BBIBaTh XPAHEHHE JOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMU
3aKOHOJaTeNbCTBA 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)

e Pa3paboTKa NPOEKTOB JIOKAIBHBIX
HOPMATHBHBIX aKTOB OpPraHU3aLuH,

PeryIUpYIOIUX TPY/I0BbIE OTHOLICHHUS.

e Pa3paboTKa NPOEKTOB JIOKYMEHTOB 110
0(hOPMIICHHIO TPYIOBBIX OTHOLICHUIT C
KOHKPETHBIM Pa0OTHHKOM.

e [ToaroroBka NpeuIoKEHHH 10
onTUMHU3anUX GopM JOKYMEHTOB U
L (GpoBU3aLUH JOKYMEHTO000POTa
OpraHHu3aIuy B 00J1aCTH 0POPMITCHUS
TPYZOBBIX OTHOIICHUH.

o [ToxroroBka NPOEKTOB JOKYMEHTOB IO
IpOIIeaypaM yIpaBIeHHs [IEPCOHAIIOM,
ydeTa U ABUKEHHs IIepCOHAIA.

3uaHus:

TexHOMOruH, METOABI i METOJHKH MIPOBEICHUS aHAIN3a H CUCTEMATH3aIUU
JIOKyMEHTOB ¥ HH(OpMAIHH.

JlokanbHbIe HOPMATHBHBIC aKThI OPraHU3ALNH, PETYIUPYIOLIHE TOPSIIOK
o(opMIICHHUS PacHOPSAUTEIBHBIX U OPraHU3aIMOHHBIX JIOKYMEHTOB TI0
nepcoHaiy, 0hOPMIICHHIO TPYAOBBIX OTHOLICHHIA.

OpraHu3aluoHHAs CTPYKTYpa OpraHH3aIiH.

OCHOBBI IOKyMEHTO000pPOTA U JIOKYMEHTAILIMOHHOTO 00€eCIIeYeHUs] OpraHU3aluH.

HopmatuBHBIE MPaBOBbIE aKThI, PEryIHPYIOIIIE IPaBa 1 00S3aHHOCTH
roCyJapCTBEHHBIX OPTAHOB, IPEACTABUTEIBHBIX OPraHOB PAOOTHHUKOB IO
MPEAOCTABIICHUIO YYETHOM JOKYMEHTALIUH.

Ymenusi:

AHa.TII/BI/[pOBaTB JIOKQJIbHBIE HOPMATUBHBIC aKTbl U TOKYMEHTEI 110 Od)OpMHeHI/IIO

TPYJOBBIX OTHOILEHUH, (POPMHUPOBATH MPEIIOKEHUS 110 UX AKTyaIU3alMU U
YIYYLIEHHIO.

Onpenensts CTpyKTypY U COZiepKaHHE, TOTOBUTH MPOEKTHl HOPMATHBHBIX
JIOKYMEHTOB ¥ JIOKYMEHTOB 110 0()OPMIIEHHIO TPYAOBBIX OTHOLIEHHH.
OopMIIsATh KaApOBBIE JOKYMEHTHI B COOTBETCTBUH € TPEOOBAHUSIMHU
3aKoHOzaTenbpeTBa Poceniickoit deneparyu U TOKaILHEIMA HOPMaTHBHBIMI
aKTaMH OpTaHU3ALHH.

ObecnieunBath COOMIOICHNE TpeOOBaHMH 3aKoHOAaTeNbCTBA Poccniickoit
Denepanyy, KOPIIOPATUBHBIX ITOJIUTHK B 001aCTH 00pabOTKH ITepCOHAIBHBIX
JAHHBIX 1 KOHQUICHIIMATBHOH HH(POPMAIIHH.

OGopMIIATh y4ETHBIE JOKYMEHTBI, TIPEJIOCTABIISIEMbIE B TOCYIapCTBEHHBIE
OpraHbl, IPeICTaBUTENbHbBIC OPraHbl PAOOTHUKOB.

OpraHu30BBIBaTh XpaHEHHE JJOKYMEHTOB B COOTBETCTBUH C TPEOOBAHHAMH
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 OTHOLICHUI C
KOHKPETHBIM pPa0OTHHKOM.

e [loaroroBka npemnoxeHuit mo
ONTUMHU3ALH (OPM TOKYMEHTOB U

1 (pOBU3AIMI TOKYMEHTO000pOoTa
opraHu3aIyu B oosnacti opopmiaeHus
TPYZOBBIX OTHOIICHUH.

IloaroroBka NPOEKTOB JOKYMEHTOB IO
HPOIIEeypaM YIPaBICHUS EPCOHAIOM,
ydeTa ¥ ABH)KCHHS IIePCOHAIIA.

3uanus:

TexHOIOTHUH, METOABI M METOJUKH IIPOBEICHNS aHAIN3a ¥ CHCTEeMaTH3aI[HN
JOKYMEHTOB U HH()OPMAIIHH.

JlokanbHBIE HOPMaTHBHBIE aKTHl OPTAHH3AINHY, PETYIHPYIOIIHE OPSITOK
o(OopMITCHISI paCTIOPSITUTETHHBIX W OPTAHH3AIIMOHHBIX JOKYMEHTOB 110
NepcoHaly, 0(pOPMICHUIO TPYIOBBIX OTHOLICHHI.

OpraHu3aiioHHas CTPYKTypa OpTaHU3aIHH.

OCHOBBI JOKyMEHTO000POTA U IOKYMEHTAIIHOHHOTO 00ECTIeYeHUs OpraHU3alHH.

HopmaTHBHBIE MPpaBOBbIE aKThI, PEryIHPYIOIINE IPaBa i 00S3aHHOCTH
TOCY/IapPCTBEHHBIX OPTaHOB, PEICTABUTEIHLHBIX OPraHOB PAOOTHUKOB TI0
MPEAOCTABIICHUIO YYETHOH JOKYMEHTALIUH.

Ymenus:

AHaJ’II/ISI/IpOBaTL JIOKaJIbHBIC HOPMAaTHUBHBIC aKTbl U TIOKYMEHTBI 110 OCI)OpMJ'IeHI/IIO

TPYJOBBIX OTHOLICHUH, (POPMHUPOBATH NPEITIOKEHHUS 110 HX aKTYaJIU3aLUN 1
YIYYIICHHIO.

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

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

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

OpraHu30BBIBaTh XPaHCHUE IOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMU
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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.

Ouenka Kpurepum ouenkn

—  «3auemy BbICTABICTCS OOyYarOIIEMyCsi, €CIIM OH TBEPAO 3HACT
MaTepuag Kypca, MpaBUIbHO MPUMEHSET TEOPETHUYCCKHE MOJOXKCHUS TPHU
pEIICHUU MPAKTUYCCKUX BOMPOCOB, BJIAJCCT HEOOXOIMMBIMU 3HAHUSIMH U
(aumenoy npueMaMM  MX ~ BBIMOJHEHHs. Ha  mpoMexyroyHoM /[  HTOrOBOM
TECTUPOBAHUM oOOydJaromuiics aomwkeH aarh Oonee 70% mpaBUIBHBIX

OTBCTOB.

—  «Heszauem» BbICTaBIseTCs OOy4aroleMycsi, KOTOpPBIi HE 3HaeT
3HAYUTEIHHOW YaCTH MPOrPaMMHOIO MaTepHaa, JO0IMyCKaeT CYIIeCTBEHHbIC
OIIMOKH, HEYBEPEHHO, ¢ OOJIBIIUMHU 3aTPYAHCHUSIMH PEIIacT MPaKTHICCKHUE
BOIPOCHI MJIH HE CITPABJISIETCSI C HUMHU CaMOCTOsTeIbHO. Ha nmpomexyTogHoM
| uToroBoM TecTupoBaHMM oOOyuaromuiics maetr meHee 70% mpaBHIIBHBIX
OTBETOB.

«(HE 3a4YmeHo»

4.3. ®oH/ OLIEHOYHBIX CPeICTB

HpnMeprle BapUaHTBbI TECTOBLIX BOIIPOCOB IJISI IIPOBEIACHUS HpOMe)KyTO‘lHOﬁ Hu
HTOTOBOM aTTeCTAIUHU 110 nporpamme:

Bomnpoc. YcraHoBJieHbl 1M 3aKOHOAATEILCTBOM OrPpAaHHYEHHUS IO NMpodeccusaM, rie Tpya
JKeHIIMH 3anpeiien?

A) Her, 310 AMckpuMHHALUS.

b) 3anper 6b11 cusT B 2013 romy.

B) Nla, onu onpeoenenwvt [puxazom Munmpyoa Poccuu om 18.07.2019 Ne 51 2.

') 3arpynHst0Ch OTBETUTb.

Bonpoc. Kakme Kpurepuu MOryT CJIy:KMTh HNPHMEPHBIM OPHMEHTHPOM [UI pelICHUs!
BOIIPOCA, HY?KHO JIM BBOAUTH BAXTOBBI MeTOA MU HeT?

A) Ecnu na noe30ky om mecma Haxodxicoenus op2anuzayuu 00 mecma pabomaol u

o0paTHO paboTHHKaM TpeOyeTcss EXKEIHEBHO 3aTpaurMBaTh Oo0Jee TpPeX 4YacoB, a TakxKe
HKOHOMHUECKAs 11€JeCO00Pa3HOCTb.

b) Cornacue pabOTHUKOB U PEIICHUE PYKOBOAUTEIIS.

B) Pabora B paitonax Kpaitnero CeBepa 1 npupaBHEHHBIX K HUM MECTHOCTSIX.

') Bo3M0O>XHOCTh OPraHHW30BaTh BaXTOBBIHM MOCENOK U TUTAHHE.

Bonpoc. Umeror im mo TK P® npaBo Ha oTnmyck B ya100HOe Bpemsi JIMIA ¢ CeMEHHBIMHU
ob0s3aHHOCTAMH?

A) Her, ouepelHOCTh OTIIYCKOB ONpeensercs rpadukoM OTITYCKOB.

b) lla, makoe npago umerom muocooemmvle, a maxdice 6epemeHHble HCeHUJUHbL
HENOCPEACTBEHHO NEpe IEKPETOM U IIOCIIE HETO.

B) la, ecnu naHHOE IpaBO yCTaHOBIJIEHO Ha JIOKAIbHOM ypoBHE, Hanipumep B IIBTP.

') 3aTpynHst0Ch OTBETUTb.

Bonpoc. KakoBbl oT/IMYHTEIbHBIC NIPU3HAKH COBMECTHTENbCTBA? BriOepure Bce BepHbIE
BapHAHTBHI.

A) Cosmecmumenvcmeo ogopmasemcs 0moenrbHulM Mmpyo08biM 002080POM.

b) CoBMeCTHTENBCTBO OCYIIECTBISETCS B TEUCHHUE JHS, 3aKIIIOYAETCS

JIOTICOTJIAIIEHHUE K TPYZAOBOMY J10TOBOPY.
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B) Cosmecmumensbcmeo 603mM0xH#CHO 8 c60600HOE 0OM OCHOBHOU pabomvl 8pEMs.
I') B mpyoosom 0ocosope ecmv 0bs3amenvHoe YKa3anue Ha COBMeCmUmenbCmao.
1) Homuiata 3a COBMECTUTEIBCTBO ONPEENIAETCS COTIalleHHEM CTOPOH.
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V. HHO®OOPMAIIUA Ob ABTOPAX KYPCA

IIporpammy paspatoranu:

ManneBa AnHa MuxailjloBHA — DKCrepT B 00JacTH TPYAOBOrO TMpaBa, KaJpOBOTO
JIEJIONPOU3BO/ICTBA, BOMHCKOTO yYeTa.

00O "KomnaHus "TeH3op"

OOKYMEHT NOAMWUCAH 3MEKTPOHHOM MOAMMUCHIO WnerTudukatop: 7336e154-7181-4d16-b73a-fofGd7c6d85
noarnucAn AHO AHO AONO "UOo "ankoa", WymunuH 29.10.25 18:15 (MSK) Ceptudmkar
ANO "LO Tumodbeit Muxaiinosuy, JUPEKTOP 02DF227800DDB221AA4D2F6545861DB6CE
"ankoa”




