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. OBIIASA XAPAKTEPUCTHUKA ITPOI'PAMMBbI

1.1. Ha3nauenmue IIporpammbi

JlononHuTenbHass  NpodecCHOHaNbHAas  HpOrpaMMa  TOBBIIICHHUS — KBaJH(PHUKAIUU
«YcraHoBieHue 3apaboTHON TUIaTh (Hanee — [Iporpamma) HampaBieHa Ha MOJXYYEHHE HOBBIX
TEOPETHYECKUX 3HAHUH W TPAKTUYECKMX HABBIKOB, a TaKK€ HAa COBEPLICHCTBOBAHUE
KOMIIETEHIINH,  HEOOXOOUMBIX Il  Npo(ecCHOHAIBHOM  JesTenbHOCTH B cdepe
JOKYMEHTAIMOHHOTO 00ecriedeHus paboThI C IEPCOHAIIOM.

[Iporpamma pernamMeHTUpPYET L, IUIAHUPYEeMbIe Pe3yJIbTaThl, COACPIKAHUE, YCIOBUS U
TEXHOJIOTUM pealin3alliil  00pa3oBaTeIbHOrO IpOIecca, OIEHKY KadecTBa MOJITrOTOBKH
oOydJaronuxcsi W BKJIIOYAeT B ceOs ydeOHbIH I1aH, (OHABI OIEHOYHBIX CPEICTB, (HOPMBI
KOHTPOJIS 3HAHUH M TpeOOBaHUS K €ro MPOBEICHHIO, KaJeHIApHbIA ydeOHbINH TpaduK U aApyrue
MaTepualibl, 00eCIIeYMBAaOIINe Ka4eCTBO MTOITOTOBKY 00YUJaroIIuXCsl.

1.2. HopmaTHuBHO-TIpaBOBbIe OCHOBaHUsA pa3padorku IIporpaMmmbl

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

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

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

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

1.3. TpeGoBanus K cJaylIaTeJ M

Kareropus cnymareneii: auma, uMerone cpeanee npodeccCuoHaabHOe U (UM) BBICIIEE
o0Opa3oBaHue; 1A, TOJTydaroUIie cpegHee mpodeccuoHalbHOE U (WIK) BBICIIEE 00pa3oBaHHE.
[Tporpamma MoOXkeT OBbITH pEKOMEH/IOBaHA JIJIsl 00y4EHUs:
— creuuanucTa 1o opopMIECHUIO TPYIOBbIX OTHOIICHHIA;
—  CIIELUAJUCTA MO JOKYMEHTAIMOHHOMY 00€CIIeUeHHI0 MepCoHaIa;
—  CIIeIUAJUCTa MO NMePCOHAY;
—  CIIEIUAJIUCTA MO KaJIpaM.

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

1.4. ®opma u cpoku o0y4yenus no [lporpamme

@dopma o0OydeHus: 3a04Has, C MPUMEHEHHEM JHCTAHIIMOHHBIX 00pa30BaTENbHBIX
TEXHOJIOTHI W/WIH SJIEKTPOHHOTO O0yUJeHHUS.
Tpynoemkocts [Iporpammer: 16 akaieMHUUECKHX YacoB.




Cpoxu ocBoenus Ilporpammel: 2 HeeIH.

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

1.5. llesan 06yuenus no [Iporpamme

Lenp o00y4yeHus: co3laHUE YCIOBUM JUId IOJIyYE€HUs  CIIYIIATEIsIMH  HOBBIX
TEOPETUYECKUX 3HAaHUH U MPAKTUYECKUX HABBIKOB, @ TAKXKE COBEPLICHCTBOBAHUS KOMIIETEHLIUH,
HEOOXOAUMBIX  JUIE  NPO(PECCHOHATBHONW  JNEATENPHOCTH  CIEHUATUCTOB B cepe
JOKYMEHTAIMOHHOTO obecrieueHus paboThl ¢ IEPCOHATIOM.

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

— pa3paboTKa MPOEKTOB JIOKAJHHBIX HOPMATHMBHBIX aKTOB OpPTaHU3AIMH, PETYIUPYIOUIUX
TPYZIOBbIE OTHOLIEHUS;

— pa3paboTka TPOEKTOB JIOKYMEHTOB MO OG(OPMIEHUIO TPYIOBBIX OTHOLIEHUH C
KOHKPETHBIM PabOTHUKOM;

— TOJATOTOBKA NPEUIOKCHHA IO ONTHUMH3AIUK (BOpM TOKYMEHTOB | HHU(pOBU3AIUU
JIOKyMEHTO000pOTa OpraHu3aluu B 001acTi 0POPMIICHUS TPYAOBBIX OTHOILICHUIH;

— paboTa B KOPIOPATUBHBIX M BHEUIHUX HH(POPMALMOHHBIX CHCTEMaX W HCIOJIb30BAaHUE
U(POBBIX CEPBUCOB, BHIMOIHAIOUMX (YHKIIUU BEACHUS JOKYMEHTAI[MHU MO JABMXKEHUIO U
Y4ETYy NEPCOHAIA;

— pa3paboTKa MPOEKTOB JIOKAJbHBIX HOPMATHMBHBIX aKTOB OpPTaHU3AIMH, PETYIUPYIOUIUX
TPYAOBBIE OTHOLLICHHS;

— BEJEHHE Yy4yeTa, MPEIyCMOTPEHHOrO TPYAOBBIM 3aKOHOJATEIBCTBOM Poccuiickon
®Penepauny,

— perucrpanus, yder, ONEpPaTUBHOE XPAHEHUE KaJpPOBBIX JOKYMEHTOB, MOATOTOBKAa UX K
CIlaye B apXUB;

— TMOATOTOBKA YBEIOMJICHUH, OTUETHOM, CTATUCTUICCKON U aHATUTUIECKON MH(DOpMAIUH 10
0(OPMIICHUIO TPYIOBBIX OTHOIIICHUH;

— OpraHuzaius JOKyMEHTO00OpOTa MO Y4eTy U ABUKEHUIO NMEPCOHAIA;

— OpraHu3auus NpeacTaBiICHUs JOKYMEHTOB MO MEPCOHAY B TOCYIAPCTBEHHbBIE OPTaHbI.

IIporpamMa HanpaB/ieHa HAa COBEPIIEHCTBOBaHHE KOMIETEHIHH, KayeCTBEHHOE
HU3MeHeHHe KOTOPBIX OCYIeCTBIIsAETCS B Mpoluecce o0yyenus no 1anHoii [Iporpamme:
Ha 6a3ze ®I'OC BO 38.03.03 YnpasieHne nepcoHAIOM:

— CcHocoOHOCTh paboTaTh B KOJUIGKTHUBE, TOJEPAHTHO BOCIPHUHHMMAs COIMAJbHEIE,
STHUYECKHUE, KOH(DECCHOHANBHBIC U KyabTypHbIe pasnnuus (OK-6);

— CHOCOOHOCTB K caMoopraHusaiuu u camooodpaszosanuio (OK-7);

— yMEHHE MPUMEHATh TEOPETHYECKUE TOJIOKCHUS B TPAKTHKE YIPABICHUS MEPCOHATIOM
opranu3zaiuu (OITK-1);

— CHOCOOHOCTh aHATM3MPOBATh PE3yJIbTaThl HCCICAOBAHWN B KOHTEKCTE IeNiel M 3ajaa4
cBoeii opranusaruu (OITK-5);

— CHOCOOHOCTH HCIIOJIb30BaTh HOPMATHBHBIC TPABOBBIE aKThl B CBOEH NMPO(ECCHOHAIBLHON
JICATENIbHOCTH, aHAJIM3UPOBATh COIUAIBLHO-YKOHOMUYECKHE MPOOJEMbl M MPOIECCH B
OpraHu3alliy, HaXOJUTh OPraHU3alMOHHO-YIPABICHYCCKHE U SKOHOMHUYECKUE PEIICHUS,
pa3padaThiBaTh aJrOPUTMBI UX pEAIM3allMi U TOTOBHOCTh HECTH OTBETCTBEHHOCTh 3a WX
pesyiabratsl (OITK-8);




— CHOCOOHOCTH pemaTh CTAaHAAPTHBIC 3a/1a9M MPO(ECCHOHATFHON ESTEIBHOCTH HAa OCHOBE
UHPOPMALIMOHHON 1 OubIMorpaduyeckoil KylIbTyphl ¢ MPUMEHEHHEM HH(OPMAIIMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTHI U C y4€TOM OCHOBHBIX TpeOOBaHUI MH(pOPMAIMOHHOM
6e3omnacuoctu (OITK-10).

IIporpamma paspadorana Ha 6a3e npogeccHOHAIBLHOI0 cTaHAapTa «CrenuaaucT mno
YIPABJIEHUIO MEPCOHATIOM)» C Y4€TOM CJIeYIIIHX TPYAOBbIX (PYHKIUI1, HEO0OX0AUMBIX /I
BBINOJIHEHHS OTIPe/leJIeHHOI0 BU/1a MPogecCHOHATBHOM 1eATeJIbLHOCTH:

— JloxyMeHTaIoHHOe o0ecreueHre paboThl ¢ iepcoHanom (A).

1.6. Ilmanupyembie pe3yJbTaThbl 00yueHus no Ilporpamme

B ocHOBe mnaHuUpyeMBIX pPE3yJIbTaTOB H3ydeHUs lIporpamMmel JIEKHT NOBBILLIEHUE
KBAJIM(UKALMK, YPOBHS 3HAaHUH M NPOPECCHOHATBHBIX HABBIKOB CIELUAIUCTOB IO
O(QOPMIIEHHIO TPYAOBBIX OTHOLIECHHH, CHEIHATUCTOB IO JOKYMEHTAlMOHHOMY OOECHEYEHHUIO
[IEPCOHAJIA, CIICLUATIMCTOB 10 [IEPCOHAILY, CIIELIMAIIMCTOB I10 KaJpaM.

B pesymbrate ocBoeHus [IporpamMmbl JOIKHBI OBITH YCOBEPIICHCTBOBAHBI CIICIYIOIIHE
npodeccuonansubie koMmneTeHuu Ha 6aze ®I'OC BO 38.03.03 YnpapneHue nepcoHanom:

— 3Hanue TpymoBoro koxaekca Poccuiickoii ®denepaniuu ¥ MHBIX HOPMATHUBHBIX MPABOBBIX
aKTOB, COJEpPKAIIMX HOPMBI TPYJOBOTO IpaBa, 3HaHUE IMPOLEAYpP IpUeMa, YBOJIbHEHUS,
nepeBoJia Ha JIPYrylo paboTy M MEepeMelieHus MmepcoHaja B COOTBETCTBUHM ¢ TpyIaoBBIM
komekcoM  Poccuiickoit  denepanim M BIaJCHHE ~ HAaBBIKAMU  O(QOPMIICHHS
comnpoBokaaroreit fokymentanuu (I1K-10);

— BIIQJICHUE HaBBIKAMU pPa3pa0dOTKHW OPraHU3ALMOHHOW H  (PYHKIIMOHAIBHO-IITATHOU
CTPYKTYpHI, Pa3paOOTKU JIOKATbHBIX HOPMATHUBHBIX aKTOB, KAaCAIOIIUXCS OpraHU3aIllid
Tpyda (mpaBwia BHYTPEHHETO TPYAOBOTO paclopsika, TMOJOXKeHHe 00 OTImycKax,
nosoxxeHue o komanauposkax) (IK-11);

— 3HAHUE OCHOB pPa3pabOTKM W BHEAPECHHS KaJAPOBON M YIPABJICHUECKOM TOKYMEHTAIWH,
ONTUMHU3AIMK JIOKYMEHTOOOOpOTa W CXeM (PYHKIIMOHAJIBHBIX B3aUMOCBSI3€d MEXIY
MoJIpa3ieNieHHusIMU, OCHOB pa3pabOTKU U BHEIPEHHsI MPOLIETYP PErYIHPOBAHUS TPYIOBBIX
OTHOIICHHI U conpoBoXaaromien qokymenrtaruu (ITK-12);

— yMEHHE BECTH KaJpOBOE€ JEJONMPOM3BOJCTBO M OPraHW30BHIBATH APXWBHOE XPaHEHHUE
KaJIpOBBIX JOKYMEHTOB B COOTBETCTBUU C JCHCTBYIOLIMMU HOPMAaTHUBHO-TIPABOBBIMU
aKTaMH, 3HAHME OCHOB KaJpOBOM CTATUCTUKH, BJIAJIEHUE HABBIKAMU COCTABIICHUS
KaJIpOBOM OTYETHOCTH, a TAKKE HABBIKAMH O3HAKOMJICHUS COTPYIHUKOB OpraHU3AIlUU C
KaJIpOBOM JIOKyYMEHTaluel M JeHCTBYIOLIIMMHU JIOKAJIbHBIMH HOPMAaTHUBHBIMU aKTaMH,
yMeHHe 00eCIeUnTh 3alIUTy MEPCOHATBHBIX JaHHBIX COTpyaHuKoB (ITK-13);

— BJaJIeHWE METOJaMU U TPOTPaMMHBIMH CpPEACTBaMH OOpaOOTKH AeNnoBOW HMH(OpMALINH,
HaBBIKAMH  pabOTBl  CO  CICNHAIU3UPOBAHHBIMA  KAJIPOBBIMH  KOMITHIOTEPHBIMHU

IporpaMMamy,
— 3HaHME KOPIOPATHBHBIX KOMMYHHKAIIMOHHBIX KaHAIOB U CPEJICTB Mepenadn HHpopMaIuu,
BIIQJICHUE HaBbIKAMH MH(GOPMaLIMOHHOTO obecrieueHus IIPOLIECCOB

BHYTpeHHUX KommyHuKaimii (ITK-28);
— 3HAHWE TEXHOJIOTUH MPEOJIOJICHHS JIOKATBHOTO COMPOTHBIICHHUS W3MEHEHUSM W YMEHHE
UCIOb30BaTh uX Ha npaktuke ([TK-37).



B cootBerctBUM ¢ TpeboBaHusAMU MpodeccCHOHaNbHOro cranaapra «CHenuamucT Mo
YIPaBICHUIO IEPCOHAIIOMY IO UTOTaM OCBOeHUs [IporpaMMbl 00ydaronuecs T0JKHbBL Oy IyT:

3HaTh:

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

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

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

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

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

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

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

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

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

— 3axkoHoparenbcTBO Poccuiickoit denepanuu o NEpCOHAIBHBIX JaHHBIX.

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

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

— TexHosnornu, METObI U METOIUKH MPOBEACHUS aHAJIN3a U CUCTEMATHU3AlMH TOKYMEHTOB U
uH(pOpMaLUH.

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

— Opranu3alvoHHYIO CTPYKTYPY OpPTaHU3alNH.

— OCHOBBI IOKyMEHTO000POTa U IOKYMEHTAIIMOHHOTO 00eCIIeYeHUs] OpraHU3alHH.

— HopmaTuBHBIE NpaBOBBIE AKTHI, PETYIUPYIOIINE TpaBa U 00SI3aHHOCTU T'OCYAapCTBEHHBIX
OpraHOB, MPEJCTABUTEIbHBIX OPraHoB pa0OTHUKOB IO MPEAOCTaBICHUIO YYETHOMN
JIOKYMEHTaI1H.

— IlpaBuna BeaeHUs J1€710BOM MEPENUCKH.

— HopMbl 3TuKH 1€710BOT0 OOIIEHUS.



YMmern:

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

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

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

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

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

OdopMiATh KaJpoBble JOKYMEHTHI B COOTBETCTBUU C TPEOOBAHUSAMH 3aKOHOJATENILCTBA
Poccniickoit denepanun 1 JT0KaIbHBIMA HOPMAaTUBHBIMU aKTaAMHU OPTaHU3aLAH.
ObecneunBaTh coOMOaeHNE TpeOoBaHWII 3akoHOAaTenbecTBa Poccuiickoir Penepanum,
KOPIIOPAaTUBHBIX IOJUTHK B o00jactu 0OpabOTKM MEpPCOHANBHBIX JAHHBIX MU
KOH(HICHIINATHHON HH(POpMAIIH.

OdopMiIATh y4eTHbIE JOKYMEHTHI, IpEIOCTaBIseMble B TOCYJapCTBEHHBIE OpTraHbl,
IIPEJICTaBUTENIbHBIE OPraHbl paOOTHUKOB.

OpranuzoBbIBaTh ~ XpaHEHHE JIOKYMEHTOB B  COOTBETCTBUM C  TpeOOBaHUSAMU
3aKoHoAarenscTBa Poccuiickoin @Penepan M JIOKAJIbHBIMH HOPMAaTHBHBIMU aKTaMU
OpraHM3aIiy.

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

Paborare ¢ mHMOpMALMOHHBIMU cHUCTEMaMH, LHM(PPOBBIMHU YCIYIaMH U CEpPBUCAMH IO
BE/ICHUIO CTATUCTHUYECKON M OTYETHON MH(DOPMAIIMK U aHAJTUTUKH IO MIEPCOHATY.
@®opMHpOBaTh MPEAJIOKEHHUS MO aBTOMATH3alMM U LU(POBU3ALMUHM IPOLECCOB U
JIOKYMEHTOO00O0pOTa MO y4YeTy U JABM)KEHUIO MEpPCOHaNa, JOKYMEHTOB IO MEpPCOHANTy AJs
MIPEJICTaBJICHUSI B TOCYAapCTBEHHBIE OPTaHbl.

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

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

CobmronaTe HOPMBI TUKH JIEJIOBOTO OOIICHHUS.

Baagern:

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



I1. CTPYKTYPA U COAEP KAHUE IMPOT'PAMMBbI

2.1. Y4eOHbIil I1aH

N HaumenoBanue MmoayJieii (pa3aesioB, TeM) Beero B Tou umcae @opma
n/n @1 13 17 cp | Arr KOHTPO.Isi
1. | CocraBHBIC YacTH 3apaOOTHOM TIJIATHI, 3auer
nopsok oopmiteHusi. Pazmepsl okiiaoB 5 4 | 05 | 05 | (tectnposanme)
MPU OJMHAKOBBIX JOJIKHOCTAX
2. | IIpemupoBanue. Bunapsl npemuii. OCHOBHBIS 5 4 | o5 | o5 3auer
OJIOKECHUS ’ ’ (TectupoBaHue)
3. | Unnaekcanus 3apab0OTHOM IJIaTHI B 5 4 05 | 05 Bauer
KOMMEPYECKOM OpraHru3aluu ’ ’ (TecTUpOBaHME)
4. | UtoroBoe TecCTUpOBAHUE 1 3 3 1 3auer
(TectupoBaHue)
5. | Utoro: 16 12 | 1,5 | 25

T3 — Teopernueckue 3ausitus, CP — camocrositenpHas padora, ATT. — aTTECTaIUS.

2.2. KanennapHbliii yueOHblii rpaguk

Kanennapuseiii rpaduk o0ydeHHs SBISETCS MPUMEPHBIM, COCTABISIETCS U YTBEPIKAACTCS
it kKaxaou rpynnbl. Cpok ocBoenus [Iporpammer — 2 Hepenu. Hauano oOyueHus — mo mepe
Habopa rpymnmbl. Pexxum 3ausaTuil: He 6onee 8 akaeMUYeCKUX 4acoB B JIeHb. [IpomexxyTouHas u
UTOTOBAsl ATTECTAIIHs IPOBOJUTCS COIJIACHO yUeOHOMY IUIaHy U KaJleHAApHOMY I'paduKy.

HaumenoBanue Tem // Hepeu 3aHATHI Bcero | 1 2
1. CocraBHble yacTu 3apabOTHOM MIaThl, HOPsAA0K oopmieHus. Pazmepsl 5 g
OKJIJI0B IPY OJAMHAKOBBIX JTOJKHOCTSIX
2. IlpemupoBanue. Bunpl npemuii. OCHOBHBIE MTOJIOKEHHSI 5 3 2
3. Munekcanms 3apabOTHOH IIIaThl B KOMMEPYECKOW OpTraHu3aIiH 5 5
4. IToroBoe TeCTUpOBaHHE 1 1

5. Utoro: 16

2.3. PaGouue mporpaMmbl AUCHMILIUH (MOYJI€ii, TeM)
1. CocraBHble 4acTu 3apaOOTHOM MJaThl, MOPAAOK odopmiieHUs. Pa3mepsl OKIagoB IpH
OJIMHAKOBBIX JTOJKHOCTSIX.
2. TIpemupoBanue. Buapl mpemuii. OCHOBHBIC TIOJIOKCHUSI.
3. Hupexcauus 3apaboTHOM TIaThl B KOMMEPUYECKOM OpraHu3alny.




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

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

Opranuzanusi, OCYIIECTBIISIONIAS OOpa30BaTEIbHYIO JEATENBHOCTh, peaTU3yIoIas
JOTIOTHUTENIbHBIE MPO(ecCHOHAIbHBIE MPOrpaMMBbl, YKOMIUIEKTOBaHA KBaTH(PHUIIMPOBAHHBIMU
KajgpamMd. YpOBEeHb  KBaNU(HUKAIMM  paOOTHUKOB  OpPraHM3alUH,  OCYLIECTBIISIOIIEH
00pa3oBaTeNbHYI0  JCSTEIbHOCTh, PEATU3YIOUIeH JOMOJHHUTEIbHBIE IMPO(eCcCHOHATbHbIE
IPOrpaMMbl, COOTBETCTBYET KBAIM(PUKAMOHHBIM XapaKTEPUCTUKAM [0 COOTBETCTBYIOLICH
JIOJIKHOCTH.

TpeboBanust k  kBanudukauuu npenogasarens. Boicmiee npodeccuoHambHOE
oOpa3oBaHue Wi cpefHee NpodecCHOHaIbHOE O0pa30BaHHE IO HAIMPABICHUIO MOATOTOBKHU
«O0pa3zoBaHue U MeJaroruka» Wik B 00JACTH, COOTBETCTBYIOIICH MPENOJaBaeMOMY TPEIMETY,
0e3 mpeabsBieHUs TpeOoBaHWMN K CcTaxy paboTel uOO BhICIIEE MPOPECCHOHATBHOE
oOpa3oBaHue WM cpegHee NpodecCHOHATBbHOE  O0pa3oBaHWE M JIOTIOJIHUTEIHLHOE
npodeccuoHaabHOe 00pa3oBaHHE 110 HAMNPABICHUIO JESITEIBHOCTH B 00pa30BaTEIbHOM
yupexJeHuu 6e3 npeabsaBieHus: TpeOOBaHU K CTaXy paOOTHI.

[lenarornueckue pabOTHUKH OOSI3aHBI IPOXOIUTH B YCTAHOBJIEHHOM 3aKOHOATEIHCTBOM
Poccuiickoit ®Denepanuu  nopsjake oOydeHHe IO JOMOJHUTENbHBIM MPOPECCHOHATBHBIM
porpaMmam 1o npoQuITio neaarornyeckou e TeIbHOCTH HE PeKe OJTHOTO pa3a B TPU roja.

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

[IpoxoxneHne o0sA3aTeNbHBIX MpEeABAPUTENbHBIX (MPU TMOCTYIJIEHUH Ha paboTy) H
NEpUOJIMYECKUX  MEIMIMHCKUX OCMOTpOB (oOclefoBaHMi), a Takke BHEOYEpEeIHBIX
MEAMIMHCKUX OCMOTpPOB (0OcCienoBaHMI) B MOPSAJIKE, YCTAaHOBJIEHHOM 3aKOHOJATEIbCTBOM
Poccuiickoit @enepanuu.

ITpoxoxieHre B yCTaHOBJIEHHOM 3aKOHO/AaTeNbcTBOM Poccuiickoit deaepanuu nopsake
aTTeCcTally Ha COOTBETCTBHE 3aHMMAEMOM JT0JIKHOCTH.

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

TpeboBaHMsI K MUHUMAITbHOMY MaTepHATbHO-TEXHUIECKOMY 00€CIIEYCHHIO.

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

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

Jns ycmemHoro ocBOeHUs OOydeHHs B JJIGKTPOHHOH (opMe OT oO0ydarommxcs
TpeOyeTcsl HaBBIK HCIIOJNBb30BAaHUS MEPCOHAIBHOTO KOMIIBIOTEpAa Ha YpPOBHE IOJIb30BATeNs —

9



OCHOBHBIE IIPUEMBI pabOTHI ¢ TEKCTOM, (aillaMu 1 mankamu B npuioxeHusx Windows, padora
B MH(OPMAIMOHHO-TEICKOMMYHHKAIMOHHON ceTu MHTepHeT (B TOM 4MCIIe HCIIOIB30BaHUE
CEPBHUCOB AIEKTPOHHOM MOYTHI).

3.3. YueOHo-MeTOAMYeCKUE U HH(POPMAIMOHHBIE YCJI0BUS

HopmaTuBHO-IpaBOBbIE AKTHI (AKTYAJIbHbIE PeIaAKIINU):

- Tpynosoii kogexc Poccuiickoit @epepannu ot 30.12.2001 Ne 197-D3.

- Konekc Poccuiickoit ®enepanun 00 aaIMUHUCTPATUBHBIX TMPABOHAPYIICHHSIX OT
30.12.2001 Ne 195-@3.

- Onmnpeneneane CyneOHOW KOJJIETMM MO TpakIaHCKuM Jnenam  Bepxosnoro Cyma
Poccutickoit ®eneparuu ot 08.04.2019 Ne 89-KI'18-14 (Koncynbrantlliroc).

- «0O030p cynebHoit npaktuku BepxoBHoro Cyna Poccuiickoit @eneparu Ne 4 (2017)»
(yTB. IIpesunnymom BepxoBnoro Cyna P® 15.11.2017) (Koncynsrantllntoc).

- [IlyreBoauTens Mo KaApOBBIM BoIlpocaM. 3apaborTHas 1wiata. OTBETCTBEHHOCTh 3a
HEBBITUIATY 3apa0OTHOM IIIaTHI.

- [IlyreBogutens 1o KaApoBbiM Bompocam. [lopsmok pa3paboTku U yTBEPKICHHS
JIOKQJIbHBIX HOPMAaTUBHBIX akToB opranu3anuu (Koncymnerantllnoc).

- TlepcriekTHBBI M pUCKHU criopa B cyxae oOmed ropucaukuui: Crnopsl, BOSHHKAMOIIUE B
nepuoj JEHCTBUS TPYIOBOTO J0TroBopa: PabOTHHMK oOpraHu3aliyd 4YacTHOTO CEKTOpa
TpeOyeT MHIEKCAuU 3apadOTHON TUIATHI.

- Ilo3umuu cynoB mo crnopHbIM BompocaM. TpymoBoe mpaBo: Mupekcamus 3apaOoTHOM
wiatel (Koncynerantllitoc).

- ToroBoe pemenne: Cucrems! omnatel Tpyna (Koncynsrantllnroc).

3.4. MeTonnyecKue peKOMEeH/IalMM K OPraHu3aluM 06pa3oBaTe/IbHOro Nmpouecca

N3yuenne xypca B 3a04HOM (AMCTAaHIIMOHHOM) (opMare B CHCTEME TUCTAHIIMOHHOTO
oOyuenus L{enTpa 0Opa3oBaHUs pacCUMTAHO HA 2 HEJICITH.

OOyueHue ¢ MNPUMEHEHHEM JMCTAHIMOHHBIX OOpa30BaTENIbHBIX TEXHOJIOTMHA W/WiIN
ANIeKTpOHHOrO oOyueHuss no [IporpamMme OCHOBBIBAaeTCSI Ha JUCTAHIIMOHHBIX 3aHATHSX U
CaMOCTOsITeNIbHOW paboTe oOydaronxcs. Bce Buabl ydueOHBIX 3aHATUH NPOBOIATCS C
00y4aromyUMHUCs TUCTAHLIMOHHO, C MCIIOJIb30BaHUEM BO3MOXHOCTEH cetu VIHTepHeT, a Takxke ¢
MCIIOJIb30BaHUEM TIOYTOBBIX 3JIEKTPOHHBIX OTIIPABICHUH.

ITo oxoHUaHMM M3Yy4YeHUs Kaxkaoro pasnena [Iporpammsl 00ydarommuMes: peKOMEHI0BaHO
(B paMKax IpOMEXKYTOUYHOM aTTecTaliu) MPOWTH TECTHUPOBAHME C Liebio camorpoBepku. Ecin
BO3HUKAIOT TPYAHOCTHM B OTBETaxX Ha BOIPOCHI, CIEAYET BEPHYTHCS K H3YYEHUIO TEMbl HIIU
3aJaTh BOIPOC IO COJIEPKAHUIO YUeOHOT0 MaTepuania.

[To 3aBepmienuu u3zydenus [IporpaMmbl HEOOXOIUMO MPOWUTHU UTOTOBOE TECTHPOBAHHE.
Crnymarens nomyckaercss K cllade UTOTOBOTO TECTAa MPU YCIOBHM YCIEHIHOIO MPOXOXKIECHUS
TECTOB JJIl CaMONPOBEPKHU 10 UTOraM M3y4eHHUs BceX pasnenoB [Iporpammsl. Pekomennyemas
st Oosee riyOOKOro W3ydeHHs Kypca JHUTepaTypa W CChUIKM MPEICTaBJIE€Hbl B pasJiene
«MupopmaronHoe oOecriedeHne.
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IV. ®OPMbI KOHTPOJISA U OEHOYHBIE MATEPHUAJIBI 110 ITIPOT'PAMME

4.1. ®opmbl aTTECTALINH

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

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

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

HroroBas arrecranusi — Ipoleaypa, IpOBOAMMAs C IEJIbI0 YCTAHOBJIEHUS YPOBHS
3HaHUU OOYyYalOIIMXCA C Y4E€TOM IMPOTHO3UPYEMBIX PE3yNbTaTOB OOydYeHHs W TpeOOBaHUN K
pe3ynbTaTaM OcBoeHMsI oOpa3oBaTenbHOll [Iporpammbl. MToroBas arrecranusi o0y4aromiuxcs
ocymecTBisieTcs B hopme 3adera, B Buae TectupoBanus B cucreme C/1O. Mtorosas arrecranus
MPOBOAMUTCSA ISl OIpENETICHHs] COOTBETCTBHS MOJYYCHHBIX 3HAHWI, YMEHHI M HaBBIKOB IO
[IporpaMMe ¥  yCTAHOBJIEHHS COOTBETCTBHSI YpPOBHSl  CIELUUANINCTAa TMPEAbSBISIEMbIM
TpeOOBaHUSM.

K wuroroBoil arrectanMu JOMyCKaroTCsl OOydaromvecs, IOJHOCTBIO OCBOMBILIHE
[IporpaMMy U cAaBIIME€ NPOMEXKYTOUHYIO AaTTECTALMI0 C IOJOKUTENbHBIM PE3YJIbTaTOM.
OO0yuaromumcs, HE  TPOIIEANINM  HTOTOBYIO aTTECTAllMI0O WKW TIOKa3aBIIUM
HEY/IOBJIETBOPUTENIbHBIE PE3YyJIbTaThl, a TaKK€ OCBOMBIIMM 4acTh [Iporpammel, mo 3ampocy
oOyyJaromerocss BbIJIa€TCS COpaBKka 00 OOy4eHHMM WM O mepuoje oOydeHuss 1o oOpasiry,
CaMOCTOSITENIFHO yCTaHABJIMBAaeMOMY 00pa30BaTeIbHOM opraHu3anueil.

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

4.2. Kputepuu onieHKH 00y4aommxcst

Kpurepun onenkn 3nanuil o0y4aromuxcs paspadoransl ¢ yueroM [IpodeccrnonanbHOTO
crangapta «Crnenuaniuct mo ymparieHuto nepconanom» (Ilpukaz Muntpyna Poccum ot
09.03.2022 Ne 1091 «OO6 ytBepxkaeHUU MpodeccnoHaTbHOTO craHaapta «CHenuanuct 1o
YIIPABJICHUIO TIEPCOHATIOM).

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

TPYZIOBBIE (DYHKIINH)

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

e Pa3paboTKa MPOEKTOB JIOKAIBHBIX
HOPMaTHBHBIX aKTOB OpraHU3alLluH,
PETYIUPYIOMIKX TPYAOBBIE OTHOIICHUS

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

e [loaroroBka npemiokeHui mo

3HaHus:

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

o JlokanpHble HOPMAaTHBHbIE aKThl OPraHU3ALHHU, PETYIHPYIOIIUE TTOPSIOK
oopMIICHHS pacHOPSAIUTEIHBIX U OPTAHH3AIMOHHBIX JOKYMEHTOB I10
MepcoHaiy, o(pOPMICHUIO TPYAOBBIX OTHOIIECHHI

o OpraHu3alHoOHHAs CTPYKTypa OpraHu3aluu
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IIpeameTt
OllCHUBAHUSA
(KOMIIETeHIINH,

TpyIOBEIe (PyHKIMH)

O0BbeKT oLeHNBAHHS
(HaBBIKH, TPYIOBbIe 1CHCTBHS)

Iloka3zaTens oneHKH
(3HAHHSA, yMEHHS)

ONTHMHM3ALMHU (OPM JTOKYMEHTOB H

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

TloaroroBka MpoeKTOB JOKYMEHTOB 110
HpoLeypaM YIpaBJIeHHs IEPCOHAIIOM,
ydeTa U ABIKEHHS NepCoHala

OCHOBBI Z[OKyMCHTOOGOpOTa U JOKYMEHTAIlUOHHOT'O obecrieueHust OpraHusanuu

HopmatuBHbIE IPaBOBbIE aKThI, PEryIMPYIOILHE IIPaBa U 00A3aHHOCTU
rOCYJapCTBEHHBIX OPTaHOB, IPEACTABUTENbHBIX OPTraHOB PAOOTHUKOB MO
MIPEAOCTaBIICHUIO YYETHOH JOKyMEHTALUU

Ymenus:

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

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

Onpenensts CTpyKTypY U COJIEp)KaHHE, TOTOBUTH IMPOCSKTHl HOPMATHBHBIX
JOKYMEHTOB U JOKYMEHTOB I10 O(OPMIICHUIO TPYIOBBIX OTHOLICHHI
OopMIIATh KaPOBBIE JJOKYMEHTHI B COOTBETCTBUH C TPEOOBAHUSIMHU
3aKoHoarenbcTBa Poccuiickoit denepanuy 1 J0KaJIbHBIMA HOPMaTUBHBIMU
aKTaMH OpraHu3aLui

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

OGopMIIATh yYETHBIC JTJOKYMEHTBI, TIPEOCTABIISIEMbIC B TOCYIapPCTBEHHBIC
OpraHbl, IPEICTaBUTEIILHbIC OpraHbl pAOOTHUKOB

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

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

Pa3paboTka NpoeKTOB JIOKAIBHBIX
HOPMAaTHUBHBIX aKTOB OPTaHU3aIMH,
PETYIHUPYIOIIHX TPYIOBBIE OTHOIICHUS
Pa3paboTka MPOEKTOB JOKYMEHTOB I10
0(hOPMIICHHIO TPYIOBBIX OTHOLICHHUIT C
KOHKPETHBIM PabOTHUKOM
IToaroroBka npeoxKeHuit 1o
onTuMu3anuy GopM JOKyMEHTOB U

I (pOBU3AMI TOKYMEHTO000pOoTa
OpraHHu3aIuy B 00J1aCTH OOPMITCHUS
TPYJIOBBIX OTHOIIECHUI

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

3uanusn:

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

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

OpraHu3aluoOHHAs CTPYKTYpa OpraHU3alul

OCHOBBI JOKyMEHTO000POTA 1 JIOKYMEHTAI[MOHHOTO 00ECIICUCHHUS OpraHu3alin

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

Ymenns:

AHaIIPBHpOBaTB JIOKaJIbHBIC HOPMAaTHUBHBIC aKThl U TIOKYMEHTLI 11O 0(1)0pMJ'[eHI/I}O

TPYJOBBIX OTHOLICHUH, (POPMUPOBATE NPETOKEHHUS 110 HX AKTYaIH3aLIN 1
YIIYYIIEHUIO

Onpenensts CTPyKTypY U COZIepKaHHEe, TOTOBUTH MMPOEKTHl HOPMATHBHBIX
JIOKyMEHTOB ¥ JJOKYMEHTOB 110 0()OPMIIEHHIO TPYAOBBIX OTHOIICHUN
OopMIIsATh KaAPOBBIE JOKYMEHTHI B COOTBETCTBHUH € TPEOOBAHUSIMU
3aKoHoaTenbcTBa Poccuiickoit @eneparyiy 1 T0KaIbHBIMH HOPMAaTUBHBIMHU
aKTaMH OpTaHU3aIHI

ObecnieunBaTth coOmoIeHIEe TPEOOBaHUI 3aKOHOAaTENbCTBa Poccuiickoit
Denepanyy, KOPIOPATUBHBIX ITOJIUTHK B 001aCTH 00pabOTKH ITePCOHATBHBIX
JTAaHHBIX ¥ KOH(QHUICHIIHATbHON HH(pOpMALIHH

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

OpraHn3oBBIBAaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMU
3aKoHoaTenbcTBa Poccuiickoit deneparyiy U T0KaIbHBIMH HOPMAaTUBHBIMU
AaKTaMU OpraHU3aLIH

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

Pa3paboTka MpOEKTOB JIOKAIbHBIX
HOPMAaTHBHBIX aKTOB OpTaHH3aIHH,
PETYIUPYIOMIUX TPYAOBbIE OTHOLIEHUS
Pa3paboTka MpOEKTOB TOKYMEHTOB I10
0(hOPMIICHHIO TPYIOBBIX OTHOLICHUIT C
KOHKPETHBIM PaOOTHUKOM
IToaroToBka mpeIoKeHUH 1o
onTuMu3anuy GopM JOKyMEHTOB U

1 (POBU3AIMI TOKYMEHTO000poTa
opraHu3aIyu B oosnacti opopmiIeHus
TPYAOBBIX OTHOIIECHHH

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

3uaHus:

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

JlokanbHbIE HOPMAaTHBHBIE aKTBl OPTaHHU3ALNH, PETYIHPYIOIIHE TOPSIOK
oopMIICHNST pacIOPSITUTETBEHBIX U OPTaHH3AMOHHBIX JOKYMEHTOB I10
MepPCOHANY, O(OPMIICHHIO TPYIOBBIX OTHOIICHHI

OpraHu3aioHHas CTPYKTYpa OpraHu3aIui

OCHOBBI JOKYMEHTO00O0pOTa U JOKYMEHTALIOHHOT0 00ECIIeUeHNsI OpraHU3auy

HopmaTHBHBIE MPaBOBbIE aKThI, PEryIHPYIOIINE IPaBa H 0053aHHOCTH
rOCYJapCTBEHHBIX OPTaHOB, IPEACTABUTENBHBIX OPIraHOB PAOOTHUKOB MO
MPEAOCTABIICHUIO YYETHOH JOKYMEHTAUU

Ymenns:

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

TPYAOBBIX OTHOLICHHUH, (POPMHUPOBATH MPEIIOKEHHUS 110 UX AKTyaIn3aLluy 1
YIy4IICHHIO

Onpeensith CTPYKTYPY U COAEPXKAHUE, TOTOBUTH MIPOCKTHI HOPMATUBHBIX
JIOKyMEHTOB 1 JIOKYMEHTOB 110 O()OPMIICHHIO TPYJOBBIX OTHOIICHHIA
OdopMIATh KagpOBBIE JOKYMEHTH! B COOTBETCTBUH C TPEOOBAHUSIMU
3akoHOzaTenbeTBa Poccuiickoit deneparyu ¥ TOKaIbHBIMA HOPMAaTHBHBIMEI
aKTaMH OpraHU3aLu

ObecnieunBath COONMIOICHIE TpeOOBaHHI 3aKOHOAaTeNbCTBA Poccniickoit
Denepanny, KOPIOPaTHBHBIX MOIHMTHK B 00JaCTH 00pabOTKN NEPCOHATIBHBIX
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IIpeameTt
OLIEHUBAHUS O0BbeKT OLleHUBAHHS IToxa3aTes b OLIEHKH
(KOMIIETEHIINH, (HaBBIKH, TPYIOBbIe 1CHCTBHS) (3HAHHSA, yMEHHS)

TpyIOBEIe (PyHKIMH)

JAaHHBIX 1 KOHQUICHIMATbHOH HHpOpMALUH

o OhopMITATH yUETHBIC JOKYMCHTBI, IIPEIOCTABISIEMBIC B TOCYJaPCTBEHHBIC
OpraHbl, IPEICTABUTENIbHBIC OPraHbl PAGOTHHKOB

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

Onenka kadectBa ocBoeHus lIporpammel B mporiecce IpOMEXYTOUHOM M HMTOrOBOM
aTTeCcTallM OCYLIECTBIIAETCA B JOpME 3aueTa.

Ouenka Kpurepum ouenkn

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

«Hezauem» BBICTaBISETCS OOydJaromeMycsi, KOTOPBIH HE 3HAeT
3HAYUTEIBHOW YacTH MPOrPaMMHOIO MaTepualia, JOMYCKAeT CYIICCTBEHHbIC
OKMOKH, HEYBEPEHHO, ¢ OOJIBIIUMHU 3aTPYAHCHUSIMH PEIIacT MPaKTUYCCKHUE
BONIPOCHI WJIM HE CHOpaBsSIeTCS C HUMH  CaMoOCTOsITeNbHO. Ha
MIPOMEXKYTOUHOM/UTOTOBOM TECTHUPOBaHUU oOydaromiuiics naet menee /0%
MIPABIJIBHBIX OTBETOB.

«He 3aumenoy

4.3. ®oH/ OLIEHOYHBIX CPeICTB

IIpumepHbie BapUAHTHI TECTOBBIX BOMPOCOB /IS NPOBeIeHUs] MPOMEKYTOUHON H
UTOroBoii arrectanuu no [porpamme:

Bomnpoc. 13 kakux yacteit cOCTOUT 3apaboTHas 1u1aTa coriacHo TpyaoBoMy kojekcy PO?
A) Oxnao + cmumynupyrowue olniamol + KOMNEHCAYUOHHbLE 8bINLAIMNDI.

b) OcHoBHas 3apruiata + OOHYCHI.

B) CraBka + npemuu.

') ®ukcupoBaHHas CyMMa, YCTaHOBJIEHHAs COTJIAIlIEHUEM CTOPOH.

Bonpoc. MoryT nu pa3Mepbl OKJIaJ0B pa3indaThesi y paOOTHUKOB, 3aHUMAIOIINX OJIMHAKOBBIE
IOJDKHOCTH?

A) /la, mozym paznuuamuvcs 6 3a8UCUMOCMU OM ONBIMA U KEATUDUKAYUU.

b) Her, oknanpl 10J1HBI OBITH paBHBIMHU.

B) Paznuuarotcs B 3aBUCUMOCTH OT PErvoHa MpOKUBaHUS.

I') Oxnazp! 3aBUCAT OT yCJIOBUHM KOJIJIEKTUBHOTO JIOTOBOPA.

Bompoc. Kakue 1okyMeHThI HEOOXOAUMBI JIJIsl HA3HAUEHUS 3apIUIaThl HOBOMY COTPYIHUKY?
A) Tpyooesoti 0oco6op u 3asa6neHue o npueme Ha pabomy.

b) [TocTanoBneHne pyKOBOIUTENS U JIMYHOE JIETIO.

B) JIuct cornacoBanus U mpHUKa3 0 Ha3HAYSHUH 3apa0OTHOM TIIATHI.

') ltaTHOE pacnucaHue U MOJOXKEHNE 00 orIaTe Tpyaa.

Bompoc. Uto nmpencrasiser coboit mpemus?

A) Bosnacpaosicoenue 3a 0ocmudicenue 8biCOKUX pe3yIbmamos.
b) PerynspHas BeiriaTa, mpeaycCMOTPEHHAS TOTOBOPOM.

B) Komnencanust pacxo0B, IOHECEHHBIX COTPYIHUKOM.

I') Omnata KOMaHIUPOBOYHBIX PACXOJIOB.
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Bomnpoc. Kem ycranaBnuBaercst pa3mMep npeMupoBaHusi?

A) PykoBoauTeneM caMOCTOSITENBHO.

b) Pemennem o61iero coOpanus akImOHEPOB.

B) Ilonoswcenuem o npemupo8aruu uiu KOwLeKMUSHbIM 002080POM.
I') IIpaButensctBOM POD.

Bomnpoc. [omiexut nu 00s3aTenbHOM HHACKCAUH 3apad0TOK B KOMMEPUYECKUX OpraHu3anusix?
A) [a, 3aKOHOIATEIHCTBO TPEOyeT 0053aTEIBHOTO MOBBIIICHUSI.

b) Tonbko eciau 3T0 IPESyCMOTPEHO YCTABOM (PUPMBI.

B) Hem, kommepueckue cmpykmypul camu onpeoensiom Heooxo0umMocms U CPOKU.

I') I pexcupyroTes TOIbKO FOCy1apCTBEHHBIE CIyXKAallUe.
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V. HHO®OOPMAIIUA Ob ABTOPAX KYPCA

IIporpammy pa3patorana:

ManneBa AnHa MuxaiijloBHAa — DJKCIEPT B 00JacTH TPYIOBOTO ITIpaBa, KaJgpOBOTO
JIEJIONIPOU3BO/ICTBA.

00O "KomnaHus "TeH3op"

OOKYMEHT NOAMWUCAH 3MEKTPOHHOM MOAMMUCHIO WneHTudmkatop: 7336e154-7181-4d16-b73a-fofBd7c6d85
noarnucAn AHO AHO AONO "UOo "ankoa", WymunuH 29.10.25 18:15 (MSK) Ceptudmkar
ANO "LO Tumodbeit Muxaiinosuy, JUPEKTOP 02DF227800DDB221AA4D2F6545861DB6CE
"ankoa”




