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. OBIIASA XAPAKTEPUCTHUKA ITPOI'PAMMBbI

1.1. Ha3nauenmue IIporpammbl

JlononHuTeNbHAs NpodecCHoHaIbHAS POoTrpaMMa MOBBIIeHUs kKBanupukanuu «Padouee
BpeMs M BpeMs OT/bIXa: HEMOJHOEe pabouee BpeMs, CyMMHPOBAaHHBIH Y4YeT, CBEPXypOYHas
paboTa, OTIycka M TepepbiBbl B pabore» (manee — Ilporpamma) HampaBieHa Ha MOIyYCHHE
HOBBIX TEOPETHYECKHUX 3HAHUI W MPAKTUUYECKUX HABBIKOB, a TAK)KE HAa COBEPIICHCTBOBAHHE
KOMITCTEHIIMH,  HEOOXOOMMBIX Ui  NPO(ECCHOHATBHOM  JeATeNbHOCTH B cdepe
JOKYMEHTAIMOHHOT0 00ecredeHus: paboThl C IEPCOHAJIOM.

[Tporpamma pernamMeHTUpPYET 1, IUIAHUPYEMbIE PEe3yJIbTaThl, COAECPIKAHUE, YCIOBUS U
TEXHOJOTUH peaju3aluy 00pa3oBaTeNbHOrO TIpOLEecca, OIEHKY KadecTBa IOJITOTOBKH
o0yJaromuxcst U BKIIOYaeT B ce0s y4eOHBbIH TiaH, (DOHIBI OIIEHOYHBIX CPENCTB, (POPMEI
KOHTPOJISL 3HAHUHM U TPeOOBaHMS K €r0 MPOBEICHUIO, KAJIICHIAPHBINA yueOHBIN rpaduK U Ipyrue
MaTepualibl, 00eCIeYMBaONIIe Ka4eCTBO MOITOTOBKY 00YYaroIIuXCsl.

1.2. HopmaTuBHO-NIpaBOBbIe OCHOBaHMsA pa3padoTku [Iporpammel

1. ®enepanbnbiii 3akoH Poccmiickoit ®enpepanuu ot 29.12.2012 Ne 273-d3 «O6
obpaszoBanuu B Poccuiickoit denepanum.

2. Ilpuxaz Munobpuayku Poccum ot 24.03.2025 Ne 266 «OO6 yrBepxkaenuu [lopsiaka
OpraHHM3alUHi ¥ OCYHIECTBICHHS 00pa30BaTEIbHON AEATEIBHOCTH MO JIOMOJHUTEIHHBIM
po(hecCHOHATIBHBIM IIPOTrPAMMAaM).

3. Ilpuka3z MunucrepctBa Tpyna u couuanbHor 3amuThl Poccun ot 09.03.2022 Ne 109H
«O0 yTBepkIeHHH TPOPECCHOHAILHOTO cTaHgapTa «CHeHaIucT IO YIPaBICHUIO
MIEPCOHATIOM.

4. Tlpukaz3 MunoOpHayku Poccum Ne 1461 ot 14.12.2015 «O6 yTBepKIeHUU
DenepatbHOTO TOCYIAPCTBEHHOTO 00pa30BaTEIbHOIO CTAHAapTa BBICIIETO 00pa3OBaHHS
no HampamieHuto noaroroBkn 38.03.03 VYmpasnenwe mnepcoHarioM (ypOBEHb
OakanmaBpuaTa)y.

1.3. TpeGoBanus K cJaylmiaTeJasiMm

Kareropus crmymareneii: nuua, UMeronMe cpeanee npodeccuoHanbHoe U (UIM) BhICIIEE
o0Opa3oBaHue; JHIA, TOIydaroUIie cpegHee MpodeccuoHalbHOE U (WIK) BBICIIEE 00pa3oBaHHE.
[IporpamMmMa Mo3keT ObITh pEKOMEHO0BaHA 11 00YUEeHHUS:
— CHeuuanucTa 1no o(poOpMIIEHUIO TPYAOBbIX OTHOLICHHUI;
— CHeuMagucTa 1o JOKYMEHTAIlMOHHOMY OO€CII€UEeHHUIO NTePCoHaa;
— CHenHagucTa 1o nepcoHany;
— CHelHaJucTa M0 KaJapaM.

IIporpamma MokeT OBITh HWHTEpPECHA i TpEeACTaBUTENCH crlenyromei IeneBon
ayJIUTOPUU:
— pabOTHUKH OpraHu3anuil 610 KeTHOU chepsl;
— PpabOTHHUKH KOMMEPYECKHX OpraHHU3aluii;
— WHBIE 3aWHTEPECOBAaHHBIE JIMIlA, JKEJIAIOLIUME TIOBBICUTH YPOBEHb CBOEH
KBasin(ukauu B cpepe opraHuszaiuy U BeJeHHs KaJpoBOro JOKyMEHTO000poTa.

1.4. ®opma u cpoku odyuenus no Ilporpamme

@dopma oOydeHHs: 3a04Has, C MPUMEHEHHEM HCTAaHIMOHHBIX 00pa30BaTEIbHBIX
TEXHOJIOTUI U/WIIH 3JIEKTPOHHOTO 00Y4EHUSI.




TpynoemkocTs [Iporpammer: 36 akaeMUIECKIX YacoB.

Cpoxu ocsoenus IIporpamMmel: 4 Heneu.

PexxuM 3aHATHH: ompenenseTcs KaJeHIApHBIM y4eOHBIM rpaduKoM; AOCTYH OOyYarommxcs K
MH(OPMALIMOHHBIM MaTepuajaM — TEeKCTOBOW, rpaduueckoil mHpopmanuu no IIporpamme
OCYIIIECTBIIsIETCS Yepe3 ceTb MIHTepHeT B pexkume 24 yaca B CyTKU 7 IHEH B HEJECIIO.

1.5. llesan 00yyenus no [Iporpamme

Ilenp oOydeHus: co3gaHMe YCIOBUH Ul IOJYYEHUs  CIOyHIaTeas MM HOBBIX
TEOPETUYECKUX 3HAHUM U IIPAKTUYECKUX HABBIKOB, & TAK)KE COBEPILIEHCTBOBAHUS KOMIIETCHIIHM,
HEOOXOAUMBIX  JUIE  NPO(PECCHOHATBHONW  JEATENPHOCTH  CIEHUATUCTOB B cepe
JOKYMEHTAIMOHHOr0 obecrieueH st paboThl ¢ IEPCOHATIOM.

3amaua oOyueHHUsT — TMOBBIIIEHHWE KBATH(PHUKAIUU CIEIUANINCTa, KOTOPBIM JOKEH
OCYIIECTBIISITh B paMKaX TPYAOBOH (YHKIIUU CIIEAYIOIIUE NCUCTBUSA:

— KOHCYJIBTHPOBaHUE PaOOTHUKOB I10 BOIPOcaM OQOPMIICHUS TPYAOBBIX OTHOILLECHUH;

— odopmiieHHe JOKYMEHTOB, PErIaMEHTUPYIOUINX TPYIOBbIe OTHOLICHHS C KOHKPETHBIM
pabOTHHKOM,

— JIOBEJCHHUE JI0 CBEJECHUS pa0OTHUKOB OPraHU3AIMOHHBIX, PACTIOPSAUTEIBHBIX U KaJIPOBBIX
JIOKYMEHTOB OpraHU3allNH;

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

— perucrpauus, ydeT, ONEpAaTUBHOE XpaHEHUE KaJIpOBbIX JOKYMEHTOB, MOATOTOBKAa HX K
CJlaye B apXuB;

— paboTa B KOPIOPATUBHBIX M BHEHIHUX HH(POPMAIMOHHBIX CHCTEMaX W HCIOJIb30BaHUE
U(POBBIX CEPBUCOB, BHIMOTHIIONNX (DYHKIIUU BEACHUS JOKYMEHTAIUH 1O JABMXKEHUIO U
y4eTy NepcoHaa;

— OopraHmzaiys J0KyMeHToo0OpOoTa MO y4YeTy U JABIKEHHUIO MePCOHaNa;

— TOJrOTOBKAa YBEJIOMJICHHH, OTYETHOM, CTATUCTHYECKON U aHAIUTHYECKOW MH(pOpMAIINH 110
0(OpPMIIEHHIO TPYJOBBIX OTHOILIEHUH;

— TIOATOTOBKA IO 3ampocy TOCYAAPCTBEHHBIX OpPraHOB, IIPEICTABUTENIBHBIX OpPraHOB
pabOTHUKOB OPHUTMHAJNOB, BBIMHUCOK, KOMUW JOKYMEHTOB U TMPEAOCTaBICHHE B
ANIEKTPOHHOM BHJE CBEACHUM, PErJaMEHTHUPYIOIIMX TPYAOBBIE OTHOLIEHUS M MMEIOLIUX
OTHOIIIEHUE K PErJIaMEHTAIIMU TPYAOBBIX OTHOIIIEHHUH.

IIporpamma HampaB/jieHa HA COBepPIIEHCTBOBAHHME KOMIIETEHIHil, KauyeCTBEHHOe
H3MeHeHHe KOTOPbIX OCYLIeCTBIIsIeTCsl B pouecce 00yyeHus no naHHoii Ilporpamme:
Ha 6aze ®I'OC BO 38.03.03 YnpaBneHue nepcoHanoM:
— CHOCOOHOCTH paboTaTh B KOJUICKTUBE, TOJEPAHTHO BOCIPUHUMAs COLUAIbHBIE,
STHUYECKHUE, KOHPECCHOHATBHBIC U KyIbTypHbIC pasinuus (OK-6);
— CIIOCOOHOCTH K caMOOpraHu3aiu u camooopaszosanuto (OK-7);
— yYMEHHE MPHUMEHITh TEOPETHUECKUE TOJIOKECHHS] B TMPAKTHKE YIPABICHHUS MEPCOHAIOM
opraumsanun (OI1K-1);
— CIOCOOHOCTh AHAIM3UPOBATH PE3YNTATHl HMCCICIOBAHWNA B KOHTEKCTE IeNied W 3a1ad
cBoeii opranusaruu (OITK-5);
— CHOCOOHOCTH HCIIOJNB30BaTh HOPMATHBHEIE MPaBOBBIE aKThl B CBOEH MpodeccroHaIbHON
JEeSITENIbHOCTH, aHAJTU3UPOBATh COLUAIBHO-DKOHOMUYECKHE MpOOJIeMbl M TPOIECCHl B
OpraHu3aIy, HaXOJUTh OPraHU3alMOHHO-YIIPABICHUYECKNE M SKOHOMHYECKHUE pelleHus,




pa3pabaThIBaTh AITOPUTMBI UX PEATM3ALUH M TOTOBHOCTh HECTH OTBETCTBEHHOCTH 32 MX
pesyiabratel (OITK-8);

— CHOCOOHOCTH pemaTh CTaHAAPTHBIC 3a/1a4u MPO(ECCHOHAIBHON ESTEIBHOCTH HAa OCHOBE
UHPOPMALIMOHHON U OubIMorpaduyeckoil KylIbTyphl ¢ MPUMEHEHHEM HH(OPMAIIOHHO-
KOMMYHUKAIIHOHHBIX TEXHOJIOTHI U C y4€TOM OCHOBHBIX TpeOOBaHUI MH(POPMAIMOHHOM
6e3omacuoctu (OITK-10).

IIporpamma paspadorana Ha 6a3e npogeccHOHAIBLHOIO cTaHAapTa «CrenuaaucT mno
YIPABJIEHHIO MEPCOHATIOM» C Y4€TOM CJIeYIIIHX TPYAOBbIX (PYHKIIUI, HE00X0AMMBIX 1JIf
BbINIOJIHEHH I OTIpe/IeJIEHHOT0 BU/1a NPOo¢ecCHOHATBHOM 1esITeIbHOCTHU:

— JlokyMeHTanmoHHOE obecreueHre paboThl ¢ iepcoHanom (A).

1.6. Ilmanupyembie pe3yJbTaThbl 00yueHus no Ilporpamme

B ocHOBe mnaHuUpyeMBIX peE3yJIbTaTOB H3ydeHUs lIporpamMmsel JIEKHT NOBBILICHUE
KBaJIM(UKALMM, YPOBHS 3HAaHUH M NPOPECCHOHATBHBIX HABBIKOB  CIELUAIUCTOB IO
0(pOpPMIICHHIO TPYIOBBIX OTHOILEHHH, CIELUAIUCTOB MO JTOKYMEHTALIMOHHOMY O0€CHeueHUIo
NEPCOHAJIA, CIICLMAIIMCTOB I10 IIEPCOHAILY, CIICLIMAJINCTOB 110 KaJpaM.

B pesynbrate ocBoenus [Iporpammbl TOMKHBI OBITH YCOBEPIICHCTBOBAHBI CIIEAYIOIINE
npodeccuonansubie kKoMreTeHur Ha 6aze ®I'OC BO 38.03.03 YrpapieHue nepcoHaIoM:

— 3Hanue Tpynosoro koxekca Poccuiickon Penepanny M MHBIX HOPMAaTHBHBIX IPABOBBIX
aKTOB, COZAEpXAIllUX HOPMBI TPYAOBOTO MpaBa, 3HAHWE MPOLEAYp MpUEMa, YBOJIbHEHUS,
nepeBoJia Ha JIPYrylo paboTy M MEepeMeIIeHus MepcoHaja B COOTBETCTBUHM € TpyHaoBBIM
komekcoM  Poccmiickoit  ®enepanm W BIaACHHE ~ HAaBBIKAMH  O(QOPMIICHHS
conpoBoxkaaromiei fokymenTtaruu (ITK-10);

— BJaJICHWE HaBbIKaMH pa3pabOTKU OPraHM3alMOHHOW ¥  (YHKIIMOHATHHO-IITATHON
CTPYKTYpBI, Pa3pabOTKH JIOKAJbHBIX HOPMATHUBHBIX AaKTOB, KacCarOIIUXCS OpTaHU3aINH
Tpyda (mpaBuia BHYTPEHHETO TPYAOBOTO pacHopsika, TMOJOXKeHHe 00 OTImycKax,
nosiokeHune o komauanposkax) (IK-11);

— 3HaHUWE OCHOB Pa3pabOTKU U BHEAPEHUS KAJAPOBOW M YIPABICHUECKOH TOKYMEHTAIIUU,
ONTUMU3AINH JOKYMEHTOO00pOTa M CXeM (YHKIIMOHAIBHBIX B3aMMOCBS3EH MEXIy
MoJIpa3ieNieHUusIMU, OCHOB pa3paboTKU U BHEIPEHHsI MPOLIETYP PETYIHPOBAHUS TPYIOBBIX
OTHOIICHUI U conpoBokaaroeii rokymentanuu (ITK-12);

— YMEHHME BECTH KaJpOoBO€ JEJONPOU3BOJCTBO M OPraHU30BHIBATh APXUBHOE XpaHEHHE
KaJPOBBIX JOKYMEHTOB B COOTBETCTBHH C JCHCTBYIOIUMH HOPMATHBHO-TIPABOBBIMHU
aKTaMd, 3HAHHE OCHOB KaJpOBON CTaTHCTHUKH, BIAJ€HUE HABBIKAMU COCTABIICHUS
KaJpOBOH OTYETHOCTH, a TaK)Ke HABBIKAMH O3HAKOMJICHHSI COTPYAHHKOB OPTaHHU3AIMH C
KaJ[pOBOM JIOKYMEHTalMed M JIEHCTBYIOIIMMHU JIOKAJLHBIMH HOPMATHUBHBIMH aKTaMH,
yYMEHHUE 00ECIICUUTh 3alIUTy EPCOHATBHBIX JaHHBIX cOTpynHuKOB (ITK-13);

— BJaJICHWE METOJaMU U TPOrPaMMHBIMH CpPEACTBAaMH OOpaOOTKH AeNoBOW HMH(OpMAIINH,
HaBbIKAaMU  PabOTBl  CO  CICHHATU3UPOBAHHBIMH  KaJIPOBBIMH  KOMITBIOTEPHBIMU
porpaMMamu;

— 3HaHUe KOPIOPATUBHBIX KOMMYHHUKALMOHHBIX KaHAJIOB U CPEJCTB Mepeaadn nHhopmanuu,
BJIa/ICHUE HaBbIKaMU MH(POPMALIMOHHOTO obecrieyeHus IIPOLIECCOB
BHYTpeHHUX KommyHuKaimii (ITK-28);

— 3HaHUE TEXHOJOTUI MpPEeOoJOoJeHHUS JOKAIbHOTO COMPOTHBICHUS H3MEHEHHSIM U YMEHHUE
UCMOIb30BaTh uxX Ha npaktuke (ITK-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 CHOPABOYHUKKM 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 JBUKEHHIO IIEPCOHANIA, TPAHULIBI UX 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 OQOPMIEHHIO TPYIOBBIX
OTHOLICHHWH, BOMHCKOMY YYETy, YBEIOMJICHMIO M IPEACTABICHUIO OTYETHOCTU B
rOCYy/IapCTBEHHbIE OpraHbl CHEHHAJbHBIX KAaTeropuil pabOOTHUKOB: HMHOCTPAHHBIX
paOOTHUKOB M JHIl 0€3 Ipa)kIaHCTBA, UHBAJIUAOB, JIUIL], UMEIOIIUX TapaHTHUHU U JIbIOTHI,
YCTaHOBJIEHHbIE 3aKOHO/IATENBbHO, U IPYTUX CHEIUATbHBIX KaTErOpHil.

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

— 3aKOHO/ATEILCTBO Poccuiickon denepannn 00 VHIBU1yaJIbHOM
(mepcoHN(pUIMPOBAHHOM) YUETE B CUCTEME 0053aTeIbHOTO IEHCHOHHOIO CTPaXOBaHM.

— 3axkoHoparenbcTBO Poccuiickoit denepanuy 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(OpMIIEHHUIO
TPYAOBBIX OTHOLIEHU.

— Opranu3alvoHHYIO CTPYKTYPY OpPTaHH3alNH.

— OCHOBBI IOKyMEHTO000POTa U IOKYMEHTAIIMOHHOTO 00eCIIeYeHUs] OpraHU3alHH.

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

— IlpaBuna BeaeHUs J1€710BOM MEPENUCKH.

— HopMbl 3TuKH 1€710BOT0 OOIIEHUS.



YMmern:

JIOKyMEHTUPOBaTh TPYIOBBIC OTHOIICHHS pPA3JIMYHBIX KaTEropwii paOOTHUKOB U
CHEIMAIbHBIX CYOBEKTOB TPYJOBOTO IpaBa B COOTBETCTBHUH C JCHCTBYIOLIUM
3aKOHOJATeabCTBOM  Poccmiickoit ~ denmepamuu,  peryiaMeHTamMu  (CTaHIApPTAMH)
JIOKyMEHTO000pOTa OpraHU3aIl1H.

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

Bectu yder u peructpanuio JOKYMEHTOB B HWH(MOPMALMOHHBIX CHUCTEMax M Ha
MaTepHalbHbIX HOCUTEIISX.

Paborate co crnenuamu3upoBaHHBIMU HH(POPMAIMOHHBIMH CHCTEMaMHU U LU(POBBIMU
CEepBUCAMU IO BEJICHUIO YY€Ta W JIBIXKCHHIO IEPCOHANA, COMPOBOXKICHHUIO TPYIOBBIX
OTHOLLIEHHUH.

AHanu3upoBaTh JIOKaJbHbIE HOPMATHBHBIE AaKThl U JIOKYMEHTHl 1O O(OPMICHUIO
TPYAOBBIX OTHOILIEHUH, HOPMHUPOBATH MPEAJIOKEHUS 10 UX aKTyaIU3aluu U YIYUIIECHUIO.
Onpenenarb CTPYKTYpy U COJEp>KaHUE, TOTOBUThH MPOEKThl HOPMATUBHBIX JOKYMEHTOB U
JIOKYMEHTOB TI0 O()OPMIICHHIO TPYJIOBBIX OTHOIICHUH.

OdopmisaTe KaIpoBbIe TOKYMEHTHI B COOTBETCTBHHM C TPEOOBAaHUSMU 3aKOHOAATEIHCTBA
Poccuiickoii @enepanuu 1 JIOKAIbHBIMA HOPMAaTUBHBIMU aKTaMU OpPTraHU3alUU.
ObecnieunBaTh coOmiofieHHEe TpeOoBaHUN 3aKoHOAaTenscTBa Poccuiickoit denepanuu,
KOPIIOPATUBHBIX ~ MOJUTUK B 00macT o0pabOTKM MEpPCOHANBHBIX JAHHBIX U
KOH(UICHIIMATHLHOU HH()OPMALIUH.

OdopmnsaTe ydeTHblE JOKYMEHTBI, MPEAOCTABIAEMble B TOCYIapCTBEHHBIE OpTaHBI,
MPEeJICTaBUTENbHBIE OPraHbl pAOOTHUKOB.

OpranuzoBbIBaTh ~ XpaHEHHE JOKYMEHTOB B  COOTBETCTBMM C  TpeOOBaHUSMU
3aKoHO/AaTeNnbcTBa Poccuiickoit ®denepanv M JIOKAIBHBIMA HOPMATHUBHBIMU aKTaMH
OpraHu3aIiu.

Paborare ¢ mHOpPMALMOHHBIMU cHUCTEMaMH, LHU(PPOBBIMHU YCIYIaMH U CEpPBUCAMH IIO
BEJICHUIO yUYeTa U IBM)KEHUIO MTepCOHaIa.

Paborate ¢ uwHGOPMAIMOHHBIMU CUCTEMaMH, HU(POBBIMU YCIyraMd W CEPBUCAMU IO
BEJICHUIO CTATHCTHYECKOW M OTYETHOM MH(POPMALIUU U aHATTUTUKH 10 TIEPCOHATTY.
dopmMupoBaTh MPEIJIOKEHHS IO aBTOMATH3allMM U UU(POBHU3AIMK TMPOIECCOB U
JIOKYMEHTOO00pOTa MO y4YeTy U JABMXKEHUIO MEpPCOHaNa, JOKYMEHTOB I10 MEpPCOHANTy AJIs
MIPE/ICTABIICHUS B TOCY/1apCTBEHHBIE OPraHbl.

AHanu3upoBaTh MpaBUia, MPOLEAYPHl U MOPSAIOK, PETYIUPYIOIIHE MpaBa U 00S3aHHOCTH
TOCYJapCTBEHHBIX OPraHOB M OpPTaHU3AIMK IO BOMpocaM OOMEHa JOKyMEHTAIueH o
NepcoHay.

Bectn JIEJIOBYIO MIEPENUCKY, JIOKyMEHTO0000pOT, periiaMeHTHPOBAaHHbBIN
3aKOHOJATENCTBOM Poccuiickoit ®Denepanuui B 007acTU TPYAOBBIX OTHOIICHUH, C
pabOTHUKAaMH, BHEITHUMHU KOHTPAareHTaMH U TpaxKIaHaMH.

Co0bmto1aTh HOPMBI ATUKHU JAETIOBOTO OOIIEHUS.

Baagern:

METOaMHU OpPTaHU3aAIIH KaJJpOBOTO JOKYMEHTO000POTA;
criocobaMu 0(hOPMIICHHS TOKYMEHTOB T10 JIAYHOMY COCTaBY.



Il. CTPYKTYPA U COAEPKAHUE ITPOI'PAMMBbI

2.1. Y4eOHbIil II71aH

B TomM umcie
N HaumenoBanme moayneii (pazaeioB, Tem) Beero Popma
n/n @c.2) '3 cp | Arr KOHTPOJIA
1. | Buxsl pabouero Bpemenu. [Topsaok 3auer
8 7 0,5 0,5 (TecTupoBaHme)
YCTaHOBJICHUS PEKUMOB pabo4yero BpeMeHu p
2. | Bpewms oTapIxa: mepepheIBbI B padboTe, OTIyCcKa 7 6 | 05 | 05 3ager
' ' (TecTpoBaHme)
3. | IlpuBnedyenue k paboTe 3a MpenenaMmu 3
YCTAHOBJICHHOM MPOJIOIKUTEIbHOCTH 8 7 0,5 0,5 et
(TecTupoBaHue)
pabodero BpeMeHu
4. | CymMMuUpOBaHHBIH yueT pabouero BpeMeHu 10 9 | o5 | 05 3ader
' ' (TecTupoBaHue)
5. | UToroBoe TecTupoBaHuE 3 _ B 3 3auer
(TecTupoBaHue)
6. | Uroro: 36 29 | 2 5

T3 — Teopernueckue 3ausitus, CP — camocrositenbHas padora, ATT. — aTTECTaIHSI.

2.2. KanenaapHblii yueOHblii rpauk

Kanennapuselii rpaduk o0yueHUs SBISETCS MPUMEPHBIM, COCTABISETCS U YTBEPXKAAETCS
it kaxaou rpynnsl. Cpok ocBoenust [Iporpammbr — 4 Henenu. Hauano oOyueHus — no mepe
HabOopa rpynisl. Pexum 3ansaTuii: He 6osee § akageMUYeCKUX 4acoB B JeHb. [IpomexxyTouHas u
UTOTOBas aTTECTALUs MPOBOAUTCS COrTIACHO Y4eOHOMY IUIaHY U KaJeHJapHOMY rpaduky.

HaumMenoBanue TeM // HegeaIu 3aHATHNA Bceero 1 2 3 4

1. Buast pabouero Bpemenu. [lopsiniok ycraHOBIEHUS
PEKUMOB pabOyero BpeMeHH

2. Bpems oTipIxa: mepepbIBbI B paboTe, OTITyCKa 7 1 6

3. IlpuBneuenue k pabote 3a MpesenaMu yCTaHOBICHHOM

POJIOJDKUTEIHLHOCTH Paboyero BpeMeH! 8 3 °

4. CyMMHpOBaHHBIN y4eT paboyero BpeMeH! 10 4 6
5. IToroBoe TecTupoBaHue 3 3
6. Uroro: 36

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

1. Buabl padoyero BpeMeHu. [lopsinok ycTaHoB/IeHUSI pe’KUMOB padoyero BpeMeHu.
e HopmaruBHoe perynupoBaHue pabodyero BpeMeHu. Buibl pabouero BpeMeHH.
e OCOOEHHOCTH YCTAHOBJICHHSI HEMIOJIHOTO pabo4yero BpeMeHH.
e [lopsaok ycTaHOBJIECHHUS U MIPOBEPKU PEKUMOB paboUero BpeMeHH.
2. Bpemsi oTabIxa: nepepbiBbI B padoTe, OTIycKa.
e [IlepepbiBbl B pabote: [UIsi MUTAHUS U OT/AbIXA, €XKEIHEBHBIN OTIBIX, €KEHEIENbHbIH
OTIBIX, BBIXOJHBIE JHU.
e [IpaBoBBIE BOIIPOCHI MIPENOCTABICHUS €KETONHOTO OCHOBHOI'O OIUIAYMBAEMOI0 OTITyCKa.
Buas! oTyckos.
e [lopsnoxk odQopmieHHs TPEeIOCTABICHUS €XErOJHOIO0 OCHOBHOTO —OIUIAYHMBAEMOTO
OTITyCKa.




3. llpuBjieyenue Kk padore 3a mpeaeaaMu YCTAHOBJIEHHON NMPOAOKUTEIHLHOCTH padoyero
BpeMEeHHU.

e (CaepxypouHas paboTa: MOPSAOK MPUBJICUEHUS U OIUIATHI.

e Tlopsaok nmpuBieyeHUs: K paboTe B BHIXOAHBIC JHH.

e VYcTaHOBJIEHHE HEHOPMUPOBAHHOTO pabOYero JIH4.
4. CyMMHUpPOBaHHBIH y4eT padoyero BpeMeHH.

e Ilopsnok BeneHus Tabens yuera pabouero BpeMeHH.

e [lopsmok BBeACHUSI CyMMUPOBaHHOTO yueTa pabodero Bpemenu (CYPB).

e Omiara tpyna npu CYPB.

I11. OPTAHU3ALIMOHHO-IIEJATI'OI'MYECKHE YCJIOBUSA PEAJIM3ALIMN
ITPOI'PAMMBbI

3.1. TpeboBaHusi K KBaTU(PUKANUM TeIArorHYecKUX KaJaApoB, TMpeacTaBUTeNel
NPeANPUATHIA W OPraHu3anuii, odecneYnMBAOIIUX PeaAJTU3ANNI0 00pPa30BATEIBLHOIO
npouecca

Opranuzaiys, OCYIIECTBISIONIas 00pa30BaTeIbHYI0 JESATENbHOCTh, pealn3yIoas
JIOTIOTHATEIIFHBIE MPO(ECCHOHABHBIC TPOTPAaMMBbI, YKOMIUIEKTOBAaHA KBATH(PHUIIMPOBAHHBIMU
KagpaMu. YpOBeHb  KBaIU(HUKAMK  paOOTHUKOB  OpraHW3allid,  OCYIIECTBISIOLIEH
00pa3oBaTeNbHYI0  JCSTEIBHOCTh, PEATM3YIOUICH JOMOJHHUTEIbHBIE MPO(eCcCHOHATBHBIC
MPOrPpaMMbl, COOTBETCTBYET KBATH(PUKAIMOHHBIM XapaKTEPUCTUKAM [0 COOTBETCTBYIOMICH
JTOJIKHOCTH.

TpeboBanust k  kBanudukauuu npenoaasarens. Beicmee npodeccuoHambHOE
o0Opa3oBaHue Wi cpefHee MpodecCHOHaIbHOE O00pa30BaHHE IO HAIMPABICHUIO MOATOTOBKHU
«O0pa3oBaHye U MEAaroruka» Wi B 00JIaCTH, COOTBETCTBYIOIICH MPEnoJaBaeMOMY MpPEAMETY,
0e3 TpeabsBICHUS TpeOOBaHWUN K CTaxXy palOoThl JHOO0 BEICIIEE MPOPECCHOHATHHOE
oOpa3oBaHue WM cpegHee MNpodecCHOHANbHOE  O00pa3oBaHME U JIONOJIHUTEIBHOE
npodeccuoHanpHOe O0Opa30BaHHME 1O HAMPABICHUIO JACSITENRHOCTH B 00pa3oBaTEIbHOM
yupexJieHuu 0e3 npeabsBieHus: TpeOOBaHUM K CTaxXy pabOoThI.

[Tegarornyeckue paOOTHUKHU 00s3aHBI TPOXOAUTH B YCTAHOBJIEHHOM 3aKOHO/IaTEIbCTBOM
Poccuiickoit ®enepanuu  mopsiike OOyde€HHE 110 JOMOJHUTEIBHBIM MPOPECCHOHATBHBIM
porpaMMam 1o npoQuiTio Neaarorndeckou e TeIbHOCTH HE PEKe OJTHOTO pa3a B TPU roja.

OcoOple ycnoBUs JOMycKa K paboTe: OTCYTCTBHE OrpaHMUYEHUN Ha 3aHATHE
MEJarOTMYeCKOM  JIeSITEIbHOCThIO,  YCTAHOBIIEHHBIX  3aKOHOJATENbCTBOM  Poccuiickoit
®denepanuu.

[IpoxoxkaeHne 00s3aTeNbHBIX MPEABAPUTENBHBIX (TPU TOCTYIJIEHUH Ha paboTy) u
MEePUOIUYECKUX  MEIHUIIMHCKAX OCMOTPOB  (0OciemoBaHWi), a TakkKe BHEOUYEPETHBIX
MEAMIIMHCKUX OCMOTPOB (0OCIeIOBaHM) B TMOPSAIKE, YCTAHOBIEHHOM 3aKOHOJATEIbCTBOM
Poccuiickoit denepanum.

[IpoxoxkaeHne B yCTAaHOBIEHHOM 3aKOHOAATENbCTBOM Pocculickoin denepanuu nopsake
aTTeCTallMy Ha COOTBETCTBUE 3aHUMAEMOU JTOJKHOCTH.

3.2. MaTepuabHO-TeXHHYECKHE YCIOBHUS

TpeboBaHus K MUHUMaJIbHOMY MaTepHaIbHO-TEXHUYECKOMY 00€CIIEUEeHHUIO.

Peanmuzanus IIporpammbl TpeOyer Haiauuusi y4yeOHOro kaOuHeTa, 00OpPYIOBAHHOTO
yueOHOI Mebenblo, J0CKON uinu QuinmyapToM. TexHHYeckue cpeacTBa oO0yueHus: KOMIBIOTEPHI
C TmporpaMMHBIM oOecrmeyeHueM. Jlias ydeOHOro mporecca HCIONB3YIOTCS — y4eOHO-
METOJIMYECKHE MaTepHabl, yaeOHbIC TTOCOONs, IPE3CHTAINN, TECTHI JJIsI CAMOKOHTPOJIS — BCE,
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4T0 HE00X0UMO JUIst 3((HEKTUBHOTO COBPEMEHHOTO 00yUEHHUS.

JUis  opraHM3alMu  3JEKTPOHHOrO  OOy4eHus  0o0pa3oBaTelbHOE  yUpEeXKJEHHUE
o0ecreynBaeT JOCTYI 00yYarOIUXCs U MeAarornuecKuX pabOTHUKOB K y4eOHO-METOINIECKOMY
KOHTEHTY, OpraHM30BaHHOMY B BHUpPTyaJdbHOM oOywaromeil cpeme. /s obGecnedyeHus
3¢ (dexTUBHOIO 00pa30BaTEILHOIO Ipolecca C NPUMEHEHUEM DJIEKTPOHHOTO OO0y4eHus
clymaTensiM  HeoOXOIMMO clleayIoniee MaTepHaJbHO-TEXHUUECKOEe  OOecreueHue:
IEPCOHANbHBII KOMIBIOTEP C BBIXOJAOM B HH()POPMALMOHHO-KOMMYHUKAIIMOHHYIO CETh
WutepHer, rapHuTypa (HaymIHMKH) ¥ [OporpaMMHOe obecriedeHune (makeT O(HCHBIX
MPUIOKEHUH, BeO-Opaysep).

JUia  ycnemHoro ocBO€HMsT OOydeHHMsI B 3JIEKTPOHHON Qopme OT oOydaromuxcs
TpeOyeTcsl HaBBIK HCIIOJNB30BAHUS TEPCOHAIBHOTO KOMIBIOTEpAa Ha YpPOBHE IOJIb30BATENs —
OCHOBHBIEC TIPHUEMBI PabOTHI ¢ TEKCTOM, (haiylamu 1 mankamu B mpmiokeHusx Windows, pabora
B MH(pOPMAIMOHHO-TEJIEKOMMYHUKAMOHHOW cetu MHTepHEeT (B TOM uuClle HCIOJIb30BAHUE
CEPBHUCOB AICKTPOHHOMU MTOYTHI).

3.3. YueOHo-MeToquYecKHue U MHGOPMALMOHHBIE YCIOBHUS

HopMaTuBHO-IpaBoOBbIe aKThI (AKTYaJIbHbIE PeIAKI[UH):

- Tpynosoii kogekc Poccuiickoit @enepannu ot 30.12.2001 Ne 197-D3.

- Kogekc Poccuiickoii ®enepanuu 00 aIMUHHCTPATUBHBIX MPABOHAPYIICHUSIX OT
30.12.2001 Ne 195-@3.

- IIpuxa3z Munzapascoupazputus PO ot 13.08.2009 Ne 588n «O6 yrBepxkaenuu [lopsaka
UCYMCIICHUS HOPMBI pabouero BpEeMEHU Ha OIpeleieHHbIE KalleHIapHbIE MEepUOJIbI
BpEMEHHU (Mecsll, KBapTaj, I'oj) B 3aBUCUMOCTH OT YCTaHOBJIECHHOW MPOI0JIKUTEIILHOCTH
pabodero BpeMeHU B HEJIETIO».

- Ilpukaz Poctpyma ot 11.11.2022 Ne 253 «OG6 yrBepxkaeHuu PykoBomcTBa 10
COOJTIOICHHTO 00s13aTeTHHBIX TpeboBaHMI TPYJIOBOTO 3aKOHO/IaTEIIbCTBAY

(KoncynsrantIlntoc).

- TlocranoBnenne Koucturymmonnoro Cyma P® or 27.06.2023 Ne  35-11
(KoncynsrantIlntoc).

- TIlocranoBnenue Koucturynmonnoro Cyma P® or 28.06.2018 Ne  26-II
(KoncynpranTllntoc).

- PykoBoJCTBO 1m0 coOMI0IeHUIO 00s3aTeNbHBIX TPEOOBAHUM MO BPEMEHH OTAbIXA [BUIBI
NepephIBOB U BbIXOAHBIX | U oTiiyckaMm (yTB. Poctpyaom) (KoncynpranTllntoc).

- ITucemo MunznapaBa Poccum ot 02.07.2014 Ne 16-4/2059436 <OO6 omate Tpyda 3a
CBEPXYPOUHYIO paboTy>.

- TIlmcemo Muntpyna Poccum ot 29.10.2018 Ne 14-2/00I'-8616 «O mupuBIeueHHH
paboTHHKA K paboTe B PeKMME HEHOPMHPOBAHHOTO pab0OYero BPEMEHH B BBIXOIHBIC H
Hepaboune npazgauunblie 1HN» (Koncynerantllotoc).

- ITucemo Muntpyna Poccun ot 21.05.2019 Ne 14-2/00I'-3606 «O6 orutatre Tpyna mpu
YBOJIBHEHUHU paOOTHHKA C CYMMHMPOBAHHBIM y4eTOM paboydero BpeMEHH JI0 3aBEPLICHUS
yueTHoro nepuoza» (Kouncynsrantllntoc).

- ITucemo Muntpyma Poccum ot 08.07.2021 Ne 14-2/00T'-6477 «O06 ycTaHOBICHUH
OTpaHUYEHUH MO KOJIWYECTBY M MPOJOJDKUTEIBHOCTH YacTell €KeroJHoro OTIycKa Ipu
€ro pa3felieHHH, a TaKXe YCIOBHS, YTO 4YacTh OTIYCKa JOJDKHA BKIFOYATh BBIXOJHBIC
nau» (Koncynwrantllntoc).

- IIucemo Muntpyna Poccun ot 13.10.2020 Ne 14-2/00T'-15911 «O mnpenocraBieHUU
€XKErofHOr0 JONOJHUTEIBHOTO OIUIaYMBAEMOro OTIyCKa 3a paboTy B pexuMe
HEHOPMUPOBAHHOTO paboyero MHs pabOTHHKaM, paOOTAIOMIMM Ha YCIOBHSX HETOJHOTO
pabouero Bpemenn» (Koncynprantllitoc).
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- IIucemo Muntpyna Poccum ot 01.09.2021 Ne 14-6/00I'-8378 «O pacuere HOpPMBI
pabouero BpeMEHH B YYE€THOM MEpHOE, B KOTOPOM PaOOTHUK CO CMEHHBIM PEKUMOM
paboThl 1 CYMMHPOBAHHBIM Y4€TOM pabodero BPEMEHU OCBOOOXKIAICS OT MCIIOIHEHHUS
TpynoBbIX 00s3anHOCTeN» (KoHcynmbranTllmtoc).

- IlyreBoauTens mo kaapoBeiM BompocaM. Pabouee Bpems (Koncymnprantllnroc).

- IlyreBogurens mo KaapoBBIM BoIpocaM. EKeroJHbIi OCHOBHOW OIJIaYMBACMBINM OTITYCK
(Koncynprantllmtoc).

- IlyreBoaurens 1o kaxpoBeiM BompocaM. ['papuk ormyckoB {Koncymnbrantllntoc}.

- IlyreBoauTens 1o KaapoBbIM BormpocaM. PaboTa B BBIXOJHBIE M HEpAOOUHE Pa3THUYHBIC
nuu (Koncynerantlhiroc).

- ToroBoe pemenue: Kak mnpuBieub paOOTHUKOB K paboTe B BBIXOJHOM JIE€HBb

(Koncynperantllmtoc).

- TortoBoe pemenne: Kak ycTaHOBUTH CyMMHpPOBAaHHBIH yd4eT pabO4Yero BpeMEHH
(Koncynprantllntoc).

- ToroBoe pemenune: Kak ycTaHOBHTHP CMEHHyI0 paboTy B  OpraHH3aluH
(KoncynpranTllntoc).

- T'oroBoe pemenue: Kak mpenocTaBUTh €XKEroJHbIA OCHOBHOW OIUIQUMBAEMbIA OTITYCK
pabotHuKy (opopmuth yxon B otityck) (Koncynsrantllitoc).

- ToroBoe pemenne: Kak ycTaHOBUTH HEHOPMHPOBAHHBIA pabouuili JeHb pPaOOTHHKY
(Koncynprantllnroc).

3.4. MeToanyecKkne peKOMEHIAIHN K OPraHN3alui 00pa3oBaTeIbHOI0 mpoiecca

W3yuenmne xypca B 3a04HOM (IMCTaHIMOHHOM) (popMaTe B CHUCTEME TUCTAHIIMOHHOTO
oOyuenus LlenTpa o6pazoBaHMs pacCUMTaHO Ha 4 HeJelu.

OO0ydeHre ¢ TNPUMEHEHHEM JHMCTAaHIMOHHBIX O0OpAa30BaTENbHBIX TEXHOJOTUH W/WIH
ANIeKTpOHHOrO oOyueHuss no [IporpamMme OCHOBBIBAaeTCSI Ha JUCTAHIIMOHHBIX 3aHATHSAX U
caMOCTOsITeNIbHOW paboTe oOydaronxcs. Bce Buabl ydueOHBIX 3aHATUH NPOBOIATCS C
00y4armuMucs AUCTAaHLIMOHHO, C MCIIOIb30BaHUEM BO3MOXHOCTEN ceTh MHTepHeT, a Takxke ¢
MCIIOJIb30BAaHUEM TIOYTOBBIX 2JIEKTPOHHBIX OTIIPABJICHUN.

ITo oxoHUaHMM M3y4YeHUs Kaxkaoro pasnena [Iporpammsl 00ydarommMess peKOMEHI0BAaHO
(B paMKax IpOMEXKYTOUYHOM aTTecTaliu) MPOWTH TECTHUPOBAHME C LeNblo camorpoBepku. Ecin
BO3HUKAIOT TPYAHOCTH B OTBETaX Ha BOIIPOCHI, CIEAYET BEPHYTHCS K HM3YYEHHUIO TEMBI WU
3aJaTh BOIIPOC MO COJIEPKAHUIO YU€OHOT0 MaTepuana.

[To 3aBepmienun u3zydenust [IporpaMMbl HEOOXOIUMO MPOWUTU UTOTOBOE TECTHPOBAHHE.
Crnywmarens nomyckaercs K Cllade UTOTOBOTO TECTA MPU YCIOBHH YCIEHIHOIO MPOXOXKIECHUS
TECTOB JJIsi CaMOMPOBEPKHU [0 UTOraM M3ydeHHus Bcex paznenoB [Iporpammsl. Pekomengyemas
uig Oojee TIIIyOOKOrO HM3y4eHMs Kypca JIUTepaTypa M CCBUIKM IPEJCTaBIEHBI B pasjeie
«MupopmarronHoe oOecriedeHne.
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IV. ®OPMbI KOHTPOJISA U OEHOYHBIE MATEPHUAJIBI 110 ITIPOT'PAMME

4.1. ®opmbl aTTECTALINH

s npoBenenus arrectauuu no [Iporpamme paspaboran POH] 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 oOydenust mo [Iporpamme. Tekymumii
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 3aBEPIIEHUHN UX OCBOEHMS, IPOBOIMMAs B
¢dopMe 3aueta B BHUJE TECTHUPOBAHMS. 3a4ET BBICTABJISETCS MO PE3yJIbTaTaM MPOMEKYTOUHOM
aTTecTanuu B Bujae tectupoBanus B cucreme C1O.

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

K wutoroBoil arrectanMu JOMYCKAlOTCS 0OydYaromiuecs, TMOJTHOCTbIO OCBOMBIINE
[IporpaMMy U cAaBIIME€ NPOMEXKYTOUHYIO AaTTECTALMIO C IOJOKUTENbHBIM PE3YJIbTaTOM.
OO0yuaromumcs, HE  TPOIIEANINM  HTOTOBYIO aTTECTAllMI0O WKW TIOKa3aBIIUM
HEY/IOBJIETBOPUTENIbHBIE PE3YyJIbTaThl, a TaKK€ OCBOMBIIMM uacTh l[Iporpammsl, mo 3ampocy
oOyyJaromerocss BBIJIa€TCS COpaBka 00 OOy4eHHUM WM O mepuoje oOydeHus 1o oOpasiry,
CaMOCTOSITENIFHO yCTaHABJIMBAaeMOMY 00pa30BaTeIbHOM opraHu3anueil.

OOyuaromyMcsi, YCHEUIHO MPOLISANIMM HUTOTOBYIO aTTECTallMI0 U  IOKa3aBLIMM
MOJIOKUTEbHBIE PE3YJIbTaThl, IO UTOraM OOYYEHMs BBIJIAETCS yAOCTOBepeHHe O NMOBbILICHUHU
KBaJIM(UKAIUN YCTAHOBIEHHOTO OpraHu3anuei oopasia.

4.2. Kputepuu onieHKH 00y4aommxcst

Kputepun onenku 3Hanuii oOyuarounuxcs pazpadortansl ¢ yuetoMm [IpodeccronanbHoro
cragmapra «Cnenmamuct mno ynpasineHuro mnepcoHamom» (IIpukaz Muntpyna Poccun ot
09.03.2022 Ne 1091 «OO6 yrBepkaeHUH TpodhecCHOHATBHOr0 craHgapra «CHemuasucT To
YIIPABJICHUIO TIEPCOHATIOM).

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

TPYZIOBBIE (DYHKIINH)

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

e Pa3paboTKa MPOEKTOB JIOKAIBHBIX
HOPMaTHBHBIX aKTOB OpraHU3alLluH,
PETYIUPYIOMIKX TPYAOBBIE OTHOIICHUS

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

e [loaroroBka npemiokeHui mo

3HaHus:

o TexHoJIOrMH, METOJBI U METOAMKY NIPOBEICHHS aHaIN3a U CUCTEMaTH3aLH
JOKYMEHTOB U HH(OpMAaIuu

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

o OpraHu3alHoOHHAs CTPYKTYpa OpraHu3aluu
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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 10
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 OPIaHOB PAOOTHUKOB MO
MIPEAOCTaBIICHUIO YYETHOH JOKyMEHTALUU

Ymenus:

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

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

Onpenensats CTPyKTypy U COZIepKaHHe, TOTOBUTh MPOCKTHl HOPMATHBHBIX
JOKYMEHTOB U JOKYMEHTOB 10 O(OPMIICHUIO TPYIOBBIX OTHOILICHHI
OopMIIATh KaPOBBIE JJOKYMEHTHI B COOTBETCTBUH C TPEOOBAHUSIMHU
3aKoHoarenbcTBa Poccuiickoit denepanuy 1 J0KaJIbHBIMA HOPMaTUBHBIMU
aKTaMH OpraHu3aLui

ObecnieunBath coOMIOIeHIE TpeOOBaHHI 3aKOHOKaTeNbCTBA Poccuiickoit
®Denepanun, KOPIOPATUBHBIX MOJIUTHK B 00JIaCTH 00pabOTKHU MEepCOHAIBHBIX
JTAHHBIX ¥ KOH(QUICHIIHATbHON HHPOPMALIHH

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

OpraHu30BbIBaTh XpaHEHHUE JJOKYMEHTOB B COOTBETCTBUH C TPEOOBAHHIMH
3aKOHOJATeNbCTBA Poccuiickoit Denepanny U JOKAIbHBIMH HOPMATHBHBIMU
AKTaMH OpTraHU3aLHi

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

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

I (pOBU3AMI TOKYMEHTO000pOoTa
OpraHHu3aIuy B 00J1aCTH OOPMITCHUS
TPYJIOBBIX OTHOIIEHUI

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 IOKYMEHTAILMOHHOTO 00ECIICUCHUS OpraHn3alluu

HopmatuBHbIE IPaBOBbIE aKThI, PEryIUPYIOIIHE IIPaBa U 00A3aHHOCTH
roCyJapCTBEHHBIX OPTaHOB, IPEACTABUTEILHBIX OPIaHOB PAOOTHUKOB MO
MIPEAOCTaBIICHUIO YYETHOM JOKyMEHTALUU

Ymenns:

AHaIIPBHpOBaTB JIOKaJIbHBIC HOPMAaTHUBHBIC aKThl U TIOKYMEHTBHI 110 OCI)OpMHeHI/IIO

TPYJOBBIX OTHOLICHUH, (POPMUPOBATE NPETOKEHHUS 110 HX AKTYaIH3aLIN 1
YITY4IIEHUIO

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

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

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

OpraHn3oBBIBAaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMU
3aKoHoaTenbcTBa Poccuiickoit deneparyiy U T0KaIbHBIMH HOPMAaTUBHBIMU
aKTaMU OpraHU3aLIK

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:

TexHOIOTUH, METOABI K METOJUKHU MPOBECHHS aHAIN3a ¥ CHCTEMATH3aLlu}
JOKYMEHTOB 1 HH(OpMaIin

JlokanbHbIE HOPMAaTHBHBIE aKTBl OPTaHHU3ALNH, PETYIHPYIOIIHE TOPSIOK
oopMIIeHNST pacHOPSITUTENEHBIX U OPraHH3alMOHHBIX JOKYMEHTOB I10
MepPCOHANY, O(OPMIICHHIO TPYIOBBIX OTHOIICHHI

OpraHu3aioHHas CTPYKTypa OpTraHu3aIui

OCHOBBI JOKYMEHTO00O0pOTa U JOKYMEHTALIOHHOT0 00ECIIeUeHNsI OpraHU3auy

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

Ymenns:

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

TPYAOBBIX OTHOLICHHUH, (POPMHUPOBATH MPEIIOKEHHUS 110 UX AKTyaIn3aLluy 1
YIy4IICHHIO

Onpeensith CTPYKTYPY U COAEPIKAHHE, TOTOBUTH MPOCKTHl HOPMATUBHBIX
JOKyMEHTOB 1 JIOKYMEHTOB 110 O()OPMIICHHIO TPYIOBBIX OTHOLICHHUI
OdopMIATh KagpOBBIE JOKYMEHTH! B COOTBETCTBUH C TPEOOBAHUSIMU
3akoHOzaTenbeTBa Poccuiickoit deneparyu ¥ TOKaIbHBIMA HOPMAaTHBHBIMEI
aKTaMH OpraHU3aLu

Ob6ecnieunBath cOOMIOICHNE TpeOOBaHHH 3aKOHOKaTeNbCTBA Poccuiickoit
Denepaniy, KOPIOPaTHBHBIX MOIMTHK B 00J1aCTH 00pabOTKM MEPCOHAIBHBIX
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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 ocBoeHusi [Iporpammbl B mporiecce NPOMEXKYTOUHOM W HTOTOBOM
aTTECTAllUU OCYIIECTBIsIETCA B (hopMe 3aueTa.

OuneHka Kpurepuu onenku

«3auemy BBICTABIIACTCS OOYUYaIOIIEMYCs, €CJIM OH TBEPJAO 3HACT MaTepHall
Kypca, IpaBUJIBLHO NPHUMEHSIET TEOPETUUYECKHE TOJIOKCHHS TP PEIICHUU
«3aumenoy | MPAKTHYECKHX BOIPOCOB, BJIaJIcET HEOOXOAMMBIMU 3HAHUSAMHU M IIPUEMaMU
WX  BBINOJMHEHUS. Ha  IPOMEKYyTOYHOM/UTOTOBOM  TECTHPOBAaHUU
oOyuaromuiics nomkeH natb 6osee 70% NpaBUIBHBIX OTBETOB.

«Hezauem» BBICTaBISETCS OOydJaromeMycsi, KOTOPBIH HE 3HAeT
3HAYUTEIBHOW YacTH MPOrPaMMHOIO MaTepualia, JOMYCKAeT CYIICCTBEHHbIC
OIMOKY, HEYBEPEHHO, ¢ OOJIBITUMU 3aTPYTHCHUSMH PEIIacT MPAKTHICCKHEC
BOIPOCHI MJIM HE CHOpaBIsieTcs C HUMH  camMocTosTelbHO. Ha
MIPOMEKYTOYHOM/UTOTOBOM TECTUPOBAaHHH oOydaromuiics naet meHee 70%
IIPABHIIbHBIX OTBETOB.

«He 3aumenoy

4.3. ®OoH/ OLIEHOYHBIX CPeCTB

IIpumepHble BapUAHTHI TECTOBBIX BOMPOCOB /I NPOBeIeHUs] MPOMEKYTOUHON H
utorosoii arrecranuu no [porpamme:

Bompoc. Uto 13 Ha3BaHHOTO HUKE HE OTHOCHUTCS K MOHATHUIO «IIPOJIOJDKUTENILHOCTh pabodeit
HENETIN»?

A) Pabomuuxy ycmanasiusaemcs 40-uacosas pabouas meoens, 6vlxoOHvle OHU — cybboma u
80CKpeceHbe.

b) PaboTHuKy ycTaHaBnuBaeTcsl MATHAHEBHAs pabouas Heuens: ¢ MOHeAeIbHUKA M0 MATHHILY —
pabouue 1HU, cy000Ta U BOCKPECEHbE — BBIXO/IHBIE JHH.

B) PabGotHuky ycraHaBiuBaeTcs pabouasi HeZels C MpeAOCTaBICHHEM BBIXOJIHBIX JHEH IO
CKonb3sieMy rpaduKy: ABa IHs — pabodre THU, 1Ba JHS — BBIXOJIHBIC THU.

Bormpoc. Beibepute npaBuiibHOE ONpeiesieHne BpEeMEHH OT/AbIXa.

A) Bpewms, B TeueHue KOTOPOro pabOTHUK CBOOOJEH OT UCIIOIHEHUS TPYIOBBIX 00s3aHHOCTEH.
b) Bpewms, B TeueHne KOoToporo pabOTHUK CBOOOJEH OT HCIOJIHEHMS TPYAOBBIX O0si3aHHOCTEN
WM KOTOPOE OH MOYKET MCIIOJIb30BaTh 110 CBOEMY YCMOTPEHHUIO.

B) Bpems, 6 meuenue komopoco pabomuux c60600er om UCHOIHeHUs. MPYyO08blX 0053aHHOCHell
U KOMopoe OH MOXCcen UCNOIb308aMb HO CB0EMY YCMOMPEHUIO.

Bonpoc. Kakum 5okanbHBIM JOKYMEHTOM paloToAaTessi yCTaHaBIMBAIOTCA CIIelHaIbHbIE
nepepbIBHI?

A) IlpaBunamu BHYTPEHHETO TPYJOBOTO PaclopsiAKa, KOJUIEKTUBHBIM JJOTOBOPOM.

b) TpynoBbiM 1oroBOpoOM.

B) Ilpasunamu enympenne20 mpyoo8020 pacnopsoka.
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Bompoc. Ilpum xakom yuere pabodero BpeMEHH CBEpXypodHas paboTa ompenensiercs
CJICAYIONIMM 00pa3oM: «paboTa, BBINOJIHsAEMass PAOOTHUKOM IO MHUIIMATHBE paboTonaTess 3a
npezenamMy YyCTaHOBIICHHOM /sl paOOTHUKA MPOJOIDKUTEIBHOCTH PadOvYero BPpeMEHU — CBEpX
HOPMAaJILHOT'O YHCiIa pabOYMX YacOB 32 YUETHBIN TEPHOI»?

A) Ilpu nojieHHOM y4deTe paboyero BpeMeHH.

b) Ipu cymmuposarnnom yueme paboueco epemeHu.

B) I1pu nmojeHHOM U CYMMHPOBAHHOM y4eTe pabouero BpeMEHH.
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V. HHO®OOPMAIIUA Ob ABTOPAX KYPCA

IIporpammy pa3zpadoraja:

KonwxoBa Eprenusi BiaaumMupoBHa — IOpUCT 1O TPYAOBOMY TMpaBy, KOHCYJBTaHT IO
TPYJAOBOMY 3aKOHOJATENILCTBY U KaJIpOBOMY JI€JIOIPOU3BOJICTBY.

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”




