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. OBIIASA XAPAKTEPUCTHUKA ITPOI'PAMMBbI

1.1. Ha3nauenmue IIporpammbi

JlononHuTenbHass  NpodecCHOHaNbHAas  HpOrpaMMa  TOBBIIICHHUS — KBaJH(PHUKAIUU
«[Topsitok M CpOKH Cllaudl OTYETHOCTH B Chepe KaJpoBOIO JEIONPOU3BOACTBA. DIICKTPOHHBIN
KaJpOBBI JTOKyMEeHT00OOpoT» (manee — IIporpamma) HampaBieHa Ha IOJy4EHHE HOBBIX
TEOPETUYECKUX 3HAHMM M MPAKTUYECKHX HAaBBIKOB, a TaKXe Ha 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 TpOLEcca, OIEHKY KadecTBa IOJITOTOBKU
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)».

1.3. Tpe6oBanus K caymiaTeasimM
Kareropus crnymareneii: guma, uMeroe cpeanee npoheccuoHanbHoe U (MK) BBICIIEE
o0Opa3oBaHme; UIIa, MOIyYarolre cpeaHee mpodeccuoHaabHoe U (HIK) BBICIIee 00pa3oBaHue.
[Tporpamma MOKeT OBITH peKOMEHAOBaHA JIJIs 00yUESHUSI:
—  CIenuagucTa mo o(popMICHHUIO TPYIOBBIX OTHOIIICHHUI;
—  CIIEHATUCTA M0 IOKYMEHTAIIMOHHOMY 00€CTICYeHHIO TTePCOHAIA;
—  CIIENHAIIUCTA TI0 TIEPCOHAIY;
—  CIIeIHAIIUCTA IO KaJpaM.

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: 16 akageMU4ecKIX 4acoB.

Cpoku ocsoenuns IIporpaMMEl. 2 HEOEIIH.

PexxuM 3aHATHH: ompenenseTcs KaJeHIApHBIM y4eOHBIM rpaduKoM; AOCTYH OOyYarommxcs K
MH(OPMALIMOHHBIM MaTepuajaM — TEeKCTOBOW, rpaduueckoil mHpopmanuu no IIporpamme
OCYILIECTBIIsIETCS Yepe3 ceTh MiHTepHeT B pexxume 24 yaca B CyTKU 7 JHEW B HEJIEIIO.

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.

3agauya oOyuyeHHMs — TMOBBIIIEHHE KBATU(UKAUMKM CIEUUAINCTa, KOTOPBIH JOJDKEH
OCYLIECTBIISATh B PAMKaX TPYAOBOH (DYHKIIUY CIEIYIOIINE CHCTBHS:

— TMOATrOTOBKA NPEMJIOKEHUH IO ONTUMH3AUUH (OPM JOKYMEHTOB M IH(POBU3ALNU
JOKYMEHTO000pOTa OpraHu3auy B 00JIacTH 0(pOPMIICHHS TPYAOBBIX OTHOLICHUH,

— TOATOTOBKA MPOEKTOB TOKYMEHTOB IO TNPOLEAYPaM YIPABICHUS MEPCOHAIOM, y4deTa U
JBIDKCHUS TIEPCOHANA,

— TMOATrOTOBKa IO 3alpoCy TOCYJapCTBEHHBIX OPraHoB, NPEICTABUTEIBHBIX OPraHoB
paOOTHUKOB OpPHTMHAJOB, BBIIHCOK, KOMUH JIOKYMEHTOB M IPEJOCTAaBICHUE B
9JICKTPOHHOM BHJC CBCIIGHI/If/'I, PErNIAaMCHTUPYIOIIUX TPYAOBBIC OTHOIICHWA W HMCIOIIUX
OTHOUICHUE K PerjaMeHTALUH TPYIOBbIX OTHOIICHHA,

— TMOATrOTOBKA 3allpOCOB B TOCYAApPCTBCHHBIE OpPraHbl M CTOPOHHHE OpPraHU3alMU IS
MOJTBEPK/ICHHUS CBEJICHUI B MHTEpecax pabOTHUKOB U paboTomaTes;

— TOATOTOBKA YBEJOMJIEHUH, OTYETHOM, CTATUCTUYECKON U aHATTUTUUYECKON MH(pOpMAaLUU 1O
0(OPMIICHUIO TPYAOBBIX OTHOIIICHUH;

— OpraHm3anys JOKyMEHTO000pOTa IO YUETy U IBHKCHHIO MEPCOHANA;

— Oopranusanus MpCaAcCTaBJICHHUA JOKYMCHTOB 110 IICPCOHAY B rOCYAapCTBECHHBIC OpTaHbI.

IIporpamma HampaB/jieHa Ha COBEPIIEHCTBOBAHHME KOMIETeHUMii, KauyeCTBEHHOe
N3MeHeHHe KOTOPBIX OCYLeCTBJIsieTCs B mpouecce 00y4yeHusi no 1anHoii [lporpamme:
Ha 6aze ®PI'OC BO 38.03.03 YnpaneHue nepcoHaIoM:

— CIOCOOHOCTh paboTaThb B KOJUIEKTHBE, TOJIEPAHTHO BOCHPHUHUMAs COLIMANIbHBIE,
ITHUYECKHE, KOH(ECCHOHAIBHBIE U KyabTypHbIe pasnnuus (OK-6);

— CHOCOOHOCTB K CaMoOpraHu3anuu u camoodpaszosanuio (OK-7);

— YMEHHE MPHUMEHATh TEOPETHYECKHE TMOJOXKEHUS B IMPAKTHKE YIPABICHUS IEPCOHAIOM
opraumsanun (OI1K-1);

— CHOCOOHOCTH aHANIM3UPOBATh PE3yJNbTaThl MCCIENOBAHUN B KOHTEKCTE IeNed W 3a1ay
cBoeii opranusaruu (OITK-5);

— CIIOCOOHOCTH MCMOJIb30BaTh HOPMAaTHBHBIE MPABOBbIE aKThl B CBOEH IMpodeccHoHaTbHON
NEeSITeTbHOCTH, aHAIM3UPOBATh COIUAIFHO-I)KOHOMHYECKHE IPOOJIIEMBI W TPOIECCH B
OpraHu3aIliy, HAXOJIUTh OPTaHW3AMOHHO-YIPABICHYECKHEe M YKOHOMHYECKHE pEIIeHUs,
pa3pabaThIBaTh aJrOPUTMBI UX PEATM3ALUU U TOTOBHOCTH HECTH OTBETCTBEHHOCTh 33 UX
pesynbratel (OI1K-8);

— CHOCOOHOCTH peulaTh CTaHAapTHBIE 3a/la4l MPOPECCUOHANBHON AESITETbHOCTH HAa OCHOBE
nH(pOpMallMOHHON U Oubinorpaduyeckoil KylbTypbl C MPUMEHEHHEM HH(OPMAIMOHHO-
KOMMYHHKAIIHOHHBIX TEXHOJIOTUH M C y4EeTOM OCHOBHBIX TPeOOBaHMI MH(POPMALMOHHOM
6e3omacuoctu (OITK-10).




IIporpamma paspadorana Ha 6a3e npogeccHOHAIBLHOI0 cTaHAapTa «CrenuaaucT mno
YIPABJIEHUIO MEPCOHATIOM)» C Y4eTOM CJIeYIIIHUX TPYAOBBIX (PYHKIHUI, HEOOXOTUMBIX J1JIsl
BBINOJIHEHHS OTIPe/leJIeHHOT0 BU/a NPogecCHOHATbHOM 1eATeJILHOCTH:

— JlokyMeHTanmoHHOE oOecreueHre paboThl ¢ iepcoHanom (A).

1.6. Ilmanupyembie pe3yJbTaThbl 00yueHus no Ilporpamme

B ocHOBe 1aHMpyeMbIX pe3ysibTaTOB H3y4deHHs IIporpaMmbl JEXKUT MOBBILIEHUE
KBaM(UKAMM, YPOBHS 3HAHUH M NPOPECCHOHANBHBIX HABBIKOB  CIEHUAIHCTOB IO
O(QOPMIICHHIO TPYIOBBIX OTHOILICHHWH, CHEIHAIUCTOB IO JTOKYMEHTAIIMOHHOMY OOCCIICUCHUIO
IIEPCOHAJIA, CIIEUATIMCTOB I10 [IEPCOHAILY, CIIELIMAIIMCTOB I10 KaJpaMm.

B pesynbrate ocBoenus [Iporpammbl TOMKHBI OBITH YCOBEPIIEHCTBOBAHBI CIIEAYIOIINE
npodeccuonansubie koMmmneTeHuu Ha 6aze ®I'OC BO 38.03.03 YnpapneHue nepcoHanom:

— 3Hanue Tpynosoro koxexca Poccuiickon Penepanuy M MHBIX HOPMAaTHBHBIX IPAaBOBBIX
aKTOB, COZAEpXkAIllUX HOPMBI TPYAOBOTO MpaBa, 3HAHWE MPOLEAYp MpUEMA, YBOJIbHEHUS,
nepeBoJia Ha JIPYrylo paboTy M MepeMelIeHus MMepcoHaja B COOTBETCTBUHM ¢ TpyIaoBBIM
kogekcom  Poccuiickoit ~ ®epepanuu W BIaJeHME ~ HaBbIKaMu  odopmileHus
comnpoBokaaroreit fokymentanuu (I1K-10);

— BJaJICHWE HaBbIKaMU pa3pabOTKU OPraHU3alMOHHOW M  (YHKIMOHAJIHHO-IITATHON
CTPYKTYpBI, Pa3pabOTKH JIOKAJbHBIX HOPMATHUBHBIX AaKTOB, KacCArOIIMXCS OpraHU3aINH
Tpyda (mpaBuiia BHYTPEHHETO TPYAOBOTO pacHopsika, IMOJOXKeHHe o0 OTImycKax,
nosoxxeHue o komanauposkax) (IK-11);

— 3HaHUE OCHOB Pa3pabOTKU U BHEAPEHUS KAJAPOBOW M YIPABICHUECKOH JTOKYMEHTAlUU,
ONTUMU3AIMH JIOKYMEHTOO00pOTa M CcXeM (YHKIIMOHAIBHBIX B3aMMOCBS3EH MEXIy
MoJIpa3ielieHUusIMU, OCHOB pa3paboOTKU U BHEIPEHHsI MPOLETYP PETYIHPOBAHUS TPYIOBBIX
OTHOIICHHH U conpoBoXaaromien qokymenrtamuu (ITK-12);

— YMEHHE BECTH KaJ[poBOE€ JIEONPOM3BOACTBO M OPraHU30BBIBATH APXMBHOE XpaHEHUE
KaJpOBbIX JOKYMEHTOB B COOTBETCTBHM C JEHCTBYIOIIUMH HOPMAaTHBHO-IIPABOBBIMU
aKTaMH, 3HAHHE OCHOB KaJpOBOM CTaTHCTUKH, BIJIAJI€EHUE HABBIKAMU COCTABJICHUS
KaJpOBOM OTYETHOCTH, a TAK)K€ HABBIKAMHM O3HAKOMJICHHUS COTPYIHUKOB OpPraHU3alMM C
KaJpOBOM JIOKyMEHTalued M JAeHCTBYIOUIMMHU JIOKAIbHBIMM HOPMATHUBHBIMU AaKTaMH,
yMeHHe 00eCIeUTh 3aIUTY MEePCOHATBHBIX TaHHbIX coTpyaHukoB (ITK-13);

— BJIQJICHUE METOJIaMU M NPOrpaMMHBIMHU CpEICTBAMH OOpabOTKHU /€7I0BOM HMH(pOpMaIuH,
HaBbIKaMU  pabOTBl €O  CHEUMATU3UPOBAHHBIMH  KaJIpPOBBIMH  KOMIIBIOTEPHBIMU

IporpamMMaMu;
— 3HaHME KOPIOPATHBHBIX KOMMYHHKAIIMOHHBIX KaHAIOB U CPEJICTB Mepeadn HHpopMaIuu,
BJIaJICHHE HaBBIKAMU UH(POPMALIMOHHOTO obecrieueHus IPOLIECCOB

BHYTpeHHUX KommyHuKaimii (ITK-28);
— 3HAHHWE TEXHOJIOTUH MPEOJIOJICHHS JIOKATBHOTO COMPOTHBIICHHUS W3MEHEHUSM W YMCHHE
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 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 JBUKEHUIO IIEPCOHANIA, TPAHULIBI X TPUMEHEHUS.

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

— Ilopsgok odopmiieHHs yCTaHOBJICHHBIX 3aKOHOHATENbCTBOM 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 IEHCHOHHOI'O CTPaXOBaHM4.

— 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.

— TexHosornu, METObI U METOIUKH MPOBEACHUS aHAIN3a 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 OpPTaHU3alNH.

— OCHOBBI IOKyMEHTO000POTA U JIOKYMEHTAIIMOHHOTO 00€CIIeYeHUs] 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:

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, COIPOBOXKIECHUIO 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.

OdopMiATh y4eTHBIE JOKYMEHTHI, IpENOCTaBIsieMble B TOCYJapCTBEHHBIE OpraHbl,
IIPEJICTaBUTENIbHBIE OPraHbl paOOTHUKOB.

OpranuzoBbIBaTh ~ XpaHEHHE JIOKYMEHTOB B  COOTBETCTBUM C  TpeOOBaHUSAMU
3aKoHoarenscTBa Poccuiickoir 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 JABMXKEHUIO MEpPCOHaNa, JOKYMEHTOB I10 MEpPCOHANy AJs
MIPEJICTaBJICHUSI B TOCYAapCTBEHHBIE OPTaHbl.

AHanu3upoBaTh MpaBuiia, IPOLUEAYPHl U MOPAIOK, PETYIUPYIOIINE MpaBa U 00s13aHHOCTU
rOCYJapCTBEHHBIX OpPraHOB M OpraHM3alllyd IO BONpocaM 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 II71aH

o . B Tom uncie
J\j‘o HaumenoBanme moayneii (pazaesioB, Tem) Beero Popua
n/n @c.q) 3T cp [ Arr KOHTPOJIs1
1. | OruerHocth B COP, B IeHTp 3aHIATOCTH, 5 4 | o5 | os 3auer
MBJI 1 Boenkomar ’ ’ (TecTnposanue)
2. | DIEKTPOHHBIN KaJIPOBBIA JJOKYMEHTOOOOPOT:
3auer
MOHSATHUE U OCOOEHHOCTH, MOPSIOK 5 4 105 | 05
(TecTupoBaHue)
BHEJIPEHUS U IPUMEHEHHUS
3. | Ocobennoctu nprema Ha paboTy K
paboToaaTeInto HCIOIB3YIOLIEMY 5 4 0,5 0,5 3aucr
o o ’ ’ (TecTHpOBaHME)
AJICKTPOHHBINA KaJAPOBBIN TOKYMEHTOOOOPOT
4. | UtoroBoe TeCTUpOBAHUE 1 _ _ 1 3auer
(TecTupoBaHue)
5. | Uroro: 16 12 | 15 | 25

T3 — TCOPCTUYCCKHUEC 3aHATUA, CP — camocrosTensHas pa60Ta, ATT. — arTecranus.

2.2. KanennapHbliii yueOHblii rpaguk

Kanennapuseiii rpaduk o0ydeHHs SBISETCS MPUMEPHBIM, COCTABISIETCS U yTBEPKAACTCS

st kaxaou rpynnbl. Cpok ocBoenus [Iporpammer — 2 Henenu. Hawano oOyueHus — no mepe
Habopa rpynmnbl. Pexxum 3ansTuil: He Oosiee 8 akaJeMHUYECKUX YacoB B JIeHb. [IpomexyTodyHas u

WUTOTOBAs aTTECTAIIUSI MIPOBOJAMUTCS COTJIACHO YU€OHOMY IUIaHY U KaJeHIapHOMY TpaduKy.

HanmeHnoBanue TeM // HexeJ I 3aHATHIA Beero | 1 2
1. Otuernocth B CDP, B nienTp 3ansroctr, MBJI u BoeHkomar 5 5
2. DNEeKTPOHHBIN KaJAPOBBII TOKYMEHTOOOOPOT: TIOHSATHE U OCOOEHHOCTH, 5 3 5
MOPSIIOK BHEAPEHUS M IPUMEHEHHUSI
3. OcobenHocTH npremMa Ha paboTy K paboToaaTEeIt0, UCTIOIB3YIOMIEMY 5 g
AIIEKTPOHHBIN KaJPOBBIA JOKYMEHTOOOOPOT
4. 'toroBoe TeCTUpOBaHUE 1 1
5. Uroro: 16

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

1. OtuetHocth B CDP, B 11enTp 3ansrocti, MB/] u BoeHkOMaT.

2. DNCKTPOHHBINA KaJIPOBBIN JIOKYMEHTOOOOPOT: TIOHATHE U OCOOCHHOCTH, TIOPSAIOK BHEIPCHUS H

MMPUMCHCHUA.

3. OcobeHHocTH puemMa Ha paboTy K paboTOIaTeN 0, HCIIONIB3YIOIIEMY IEKTPOHHBINA KaApOBBIH

JIOKyMEHTOO00O0pOT.




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

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

Opranuzanus, OCYILECTBISIOUIas O00pa30BaTEIbHYIO JIE€ATENbHOCTh, peANN3YIoIas
JOTIOTHUTENIbHBIE MPO(ecCHOHAIbHBIE MPOrpaMMBbl, YKOMIUIEKTOBaHA KBaTH(PHUIIMPOBAHHBIMU
KajgpamMd. YpOBEeHb  KBaNU(HUKAIMM  paOOTHUKOB  OpPraHM3alUH,  OCYLIECTBIISIOIIEH
00pa3oBaTeNbHYI0  JCSATEIbHOCTh, pEATU3YIOUIeH JOMOJHHUTEIbHBIE MPO(ecCHOHATbHBIC
IPOrpaMMbl, COOTBETCTBYET KBAIM(PUKAUOHHBIM XapaKTEPUCTUKAM [0 COOTBETCTBYIOLICH
JIOJIKHOCTH.

TpeboBanuss k  kBanudukauud npenoaasarens. Beicmiee mnpodeccruoHaabHOE
oOpa3oBaHue Wi cpefHee NpodecCHOHaIbHOE O0pa30BaHHE IO HAIMPABICHUIO MOATOTOBKHU
«O0pa3zoBaHue U MeJaroruka» Wik B 00JIACTH, COOTBETCTBYIONICH MPENOJaBaeMOMY TPEAMETY,
0e3 mpeabsBieHUs TpeOoBaHWMN K CcTaxy paboTel uOO BhICIIEE MPOPECCHOHATBHOE
oOpa3oBaHue WM cpegHee NpodecCHOHATBbHOE  O0pa3oBaHWE M JIOTIOJIHUTEIHLHOE
npodeccuoHaabHOoe 00pa3oBaHHE 110 HANPABICHUIO JESATEIBHOCTH B 00pa30BaTEIIbHOM
yupexJeHuu 6e3 npeabsaBieHus: TpeOOBaHU K CTaXy paOOTHI.

[lenarornueckue pabOTHUKH OOSI3aHBI IPOXOIUTH B YCTAHOBJIEHHOM 3aKOHOATEIHCTBOM
Poccuiickoit ®Denepanuu  nopsjake oOydeHHe IO JOMOJHUTENbHBIM MPOPECCHOHATBHBIM
porpaMmam 1o mpoQuITio neaarorn4eckoi AesiTeIbHOCTH HE PeKe OJJTHOTO pa3a B TPU roja.

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

[Ipoxoxnenne oO0sA3aTeNbHBIX MpeABApUTENbHBIX (MpU TOCTYIUIEHMM 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 depepannu nopske
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 —
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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-IpaBoOBbIe AKTHI (AKTYAJIbHbIE PeJaKINHN):

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

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

- @enepanbHblil 3ak0H 0T 12.12.2023 Ne 565-®3 «O 3anstoctu Hacenenus B Poccuiickoit
denepanum».

- TIlocranoBnenue IlpaButensctBa P® ot 30.06.2004 No 324 «OO0 yTBepKICHHH
[Tonoxenus o PenepanbHOM ciyx0e MO TPYy U 3aHATOCTH.

- IlocranoBnenue IIpaBurensctBa P® ot 15.01.2007 Ne 9 «O mopsiake ocyliecTBICHUS
MUTPAllMOHHOIO Y4Ye€Ta MHOCTPaHHBIX IpakAaH U Jul 0e3 rpaxaaHcTtBa B Poccuiickoi
®enepanumn».

- IIpuxaz MB/J] Poccuu ot 30.07.2020 Ne 536 «OO6 yrBepkmeHun (OpMBI XOJaTaiCcTBa
MHOCTPAaHHOTO TpakJaHuHa (Jinna 0e3 Tpa)KIaHCTBAa) O NMPHUBJICYCHHU €ro B KadecTBE
BBICOKOKBAJIN(PMIIMPOBAHHOTO CIIELATIICTA U MTOPSAIKA €ro 3ar0JIHEHMs], a TaKxKe (opM U
IIOPSIIKOB yBeOMIIEHHsT MuHHcTepcTBa BHYTpeHHUX Jen Pocculickon denepanuu wim
€ro TEPPUTOPUAILHOTO OpraHa 00 OCYUIECTBJICHUH WHOCTPAHHBIMU TIpakJaHaMU
(umamMu ©e3 TrpakJaHCTBA) TPYAOBOM JeATENbHOCTH Ha Teppuropuu Poccuiickoit
Oenepann» (BMecte ¢ «llopsakoMm 3amoigHEHHs XOJaTalCTBA HMHOCTPAHHOIO
rpaxjaaHuHa (upna 0e3  rpakAaHcTBa) O  IPHUBJICYEHUM €ro0 B KauecTBe
BBICOKOKBAJIN(PUIIMPOBAHHOTO CHeIHaIucTa, «[lopsinkom MIpeICTaBICHUS
OpraHu3aiue, 0Kka3bIBaroILIEH YCIYTH 10 TPYA0YyCTPOMCTBY MHOCTPAHHBIX MpaXKaaH (JIMIL
06e3 rpaxaaHcTBa) Ha Teppuropuu Poccuiickoir ®@enepauuu, YBEAOMIEHUS O
TPYJIOYCTPONCTBE MHOCTPAHHOTO T'paKJIaHWHA (JMIla 0e3 TpaKJaHCTBA) Ha TEPPUTOPUHU
Poccuiickoit ®enepaunny, «llopsakom nogauu paboTogaTeNsIMH M 3aKa3dMKamMu padoT
(ycnyr) yBenoMieHHH 00 MCIOMHEHMH 00s3aTeNbCTB IO BBIMJIATE 3apaOOTHON IIATHI
(Bo3HarpaxaeHus1) HMHOCTPAHHBIM TpakJaHam  (Jumam  0e3  TpakJaHCTBA) —
BBICOKOKBAJIN(UIIMPOBAHHBIM crienanucram», «llopsakoM mnogauu paboTojaTensiMu
WM 3aKa3uyukamMu paboT (yclIyr) YBEJOMIIGHHH O 3aKIIOYEHUH U TMPEKpaIlleHUun
(pacTOp>KeHHH) TPYJAOBOIO JIOTOBOpAa WM TIpaKIaHCKO-IIPAaBOBOIO JIOrOBOpa Ha
BBINOJIHEHHE paboT (OKa3aHUE YCIYTr) C HWHOCTPAHHBIM Tpa)xJIaHUHOM (JuioM 0Oe3
IPaXkIaHCTBA)»).

- Ilonoxxenne o BOMHCKOM y4eTe, yTBepxkaeHHoe [loctanoBnennem [IpaButensctBa PO ot
27.11.2006 Ne 719.

- MHucTtpykuus o6 opranuzauuu paboThl 1Mo oOecreyeHN0 (YHKIIMOHUPOBAHUS CHUCTEMBbI
BOMHCKOIO yueTa, yTBepkaeHHas [Ipukazom Munucrpa oboponsl PO or 22.11.2021
Ne 700.

- Metoauueckre peKOMEHJAlMM 10 BEJSHUI0 BOMHCKOTO Yy4yeTa B OpraHU3alusx,
yTBepkaeHHbIe MuHoOGopoHs! Poccnn 11.07.2017.

- IIpuka3 Poctpyma ot 08.07.2022 Ne 173 «O06 yTBepkIeHUU TpeOOBaHMM K WHPOPMAITUH,
pa3meriaemoit Ha EaunHoit mudpoBoil mnatdopme B cdepe 3aHATOCTH U TPYIOBBIX
otHomeHui "Pabora B Poccun", a Taxke mopsaka MpoBeNeHHs OLIEHKH MHGOpMAaIH,
pasmemaemord Ha EnxwmHol nmdposoit mmatdopme B cdepe 3aHATOCTH U TPYIOBBIX
orHomeHuii "Pabora B Poccuu", Ha mTpeaMET COOTBETCTBUS TPEOOBAHMIM K
uHpOpMaLny, pa3MelnaeMoil Ha eauHoM 1mdpoBoil mnardgopme B cdepe 3aHATOCTH U
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TpyAOBBIX oTHOLIeHUH "PaboTa B Poccun'».

- IlocranoBnenue IlpaButensctBa P® ot 13.05.2022 Neo 867 «O emunoit 1udpoBoii
wiatdopme B chepe 3aHATOCTH U TPYAOBBIX oTHOIIEeHUH "Pabora B Poccuu™y (BmecTte ¢
«[IpaBunamu (pyHKIIMOHMPOBaHUS eIMHON 1M(poBOIl MIaTdopMel B chepe 3aHATOCTH U
TPYAOBBIX OTHOIIEHUH "PaboTa B Poccuu"y).

- TlocranoBnenue IIpaBurenscrBa P® ot 01.07.2022 Ne 1192 «O6 yrBepxkaenuu IlpaBun
B3aUMOJIeHCTBUSA MH(OPMAIIMOHHON CUCTEMBI paboTOAATENs, TO3BOISIONICH 00eceunTh
MOJNKMCAHUE 3JIEKTPOHHOTO JOKYMEHTa B COOTBETCTBUU C TpeOoBaHUSMH TpynoBOrO
kojekca Poccuiickoit @enepanuy, XpaHEHHWE OJJIEKTPOHHOIO JOKYMEHTAa, a TakKkKe
¢bukcanmoo (axkra ero mosydeHus CTOPOHAMHU TPYIOBBIX OTHOILUIEHUH, U (enepaabHOR
roCcy/IapCcTBEHHOW WH(GOPMAIMOHHON cucTeMbl "ENWHBIN mopTan rocyJapCTBEHHBIX U
MYHHUITUTIATBHBIX YCIIyT (yHKIHR)"».

- Ilpukaz MunTtpyma Poccuum ot 20.09.2022 Ne 578 «OO0 yTBEp)KIEHUU E€IUHBIX
TpeOOBaHUH K COCTaBYy U (popMaTam JOKYMEHTOB, CBSI3aHHBIX C pabOTOH, OPOPMIIIEMBIX
B 3JIEKTPOHHOM BHJIe 06€3 1yOaupoBaHus Ha OyMa)KHOM HOCHUTEIIE.

- TIucemo MunTtpyna Poccun ot 06.03.2020 Ne 14-2/00TI'-1773 «O monave 3asiBiIeHust 00
YBOJIbHEHUU 110 COOCTBEHHOMY EJIaHHIO, MOJIIMUCAHHOTO 3JEKTPOHHON MOJINHUCHIO, 110
JJIEKTPOHHOU TOYTEY.

- IlyreBogurens 1O KaapoBBIM  BompocaM. BOMHCKMH y4eT B  OpraHU3aLMH
(Koncynprantllnroc).

- ToroBoe pewmenue: [lopsgok Mmomayn yBEIOMIIEHHS O MPHUBICYEHUM K TPYAOBOMH
JeSITeNIbHOCTH HHOCTpaHHOoro padotHuka (Koncynsrantllntoc).

- TunoBas cutyauus: OTYETHOCTh B LIEHTP 3aHATOCTHU: YTO M Kak caasath (M3marenbcTBO
«['naBuast kaura», 2025).

- T'oroBoe pemenue: Kak pabGoromarento OTUMTHIBATBCA O BaKaHCHUAX Ha Iatrgopme
«Pabora B Poccun» (Koncynsrantllntoc).

- T'oroBoe pemenue: Kak opraHu3oBaTh AJIEKTPOHHBIA KaJIpOBbI TOKYMEHTOOOOPOT B
opranusainuu (Koncynsrantllntoc).

3.4. MeTonnyecKue peKOMeH/ 1AM K OPraHu3aluM 06pa3oBaTe/ibHOr0 Nmpouecca

N3yuenue xypca B 3a04HOM (AMCTAaHIIMOHHOM) (opMare B CHCTEME TUCTAHIIMOHHOTO
oOyuenus LlenTpa 06pazoBaHMs pacCUMTAaHO Ha 2 HEJEIH.

OOydeHre ¢ TNPUMEHEHHEM JHMCTAaHIUOHHBIX O0OpA30BaTENbHBIX TEXHOJOTUH W/WIH
ANIeKTpOHHOrO oOyueHuss mo [IporpamMme OCHOBBIBAaeTCSI HAa JUCTAHIIMOHHBIX 3aHATHSAX U
CaMOCTOsITeNIbHOW paboTe oOydaronxcs. Bce Buabl ydueOHBIX 3aHATUH NPOBOIATCS C
o0y4aromuMucs AUCTAaHIMOHHO, C MCIIOIb30BaHHEM BO3MOXHOCTEN ceTH MHTepHeT, a Takxke ¢
HCIIOJIb30BaHUEM TIOYTOBBIX 3JIEKTPOHHBIX OTIIPABICHUH.

ITo oxoHUaHMM U3y4YEHUs Kaxkaoro pasnena [Iporpammsl 00ydarommMes: peKOMEHI0BaHO
(B paMKax IpOMEXKYTOUYHOM aTTecTaliu) MPOWTH TECTHUPOBAHME C Lelbio camolipoBepku. Eciun
BO3HUKAIOT TPYAHOCTH B OTBETaX Ha BOIPOCHI, CIEAYET BEPHYTHCS K HM3YUYEHHUIO TEMBI WU
3aJaTh BOIPOC IO COJIEPKAHUIO YUeOHOT0 MaTepuania.

ITo 3aBepmienun u3zydenus [IporpaMmbl HEOOXOIUMO MPOWUTU UTOTOBOE TECTHPOBAHUE.
Crnywmarens nomyckaercss K cllade UTOTOBOTO TECTAa MPU YCIOBHM YCIEHIHOIO MPOXOXKIECHUS
TECTOB JJIi CaMOMPOBEPKHU [0 UTOraM M3ydeHHus Bcex paznenoB [Iporpammsl. Pekomengyemas
uist Oosee riyOOKOro W3ydeHHs Kypca JHUTepaTypa W CChUIKM TPEICTaBJIE€Hbl B pasJiene
«MHpopmarronHoe obecriedeHne.
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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
ONpeNeieHHOM JTame oO0y4yeHus. TeKymuii KOHTpOJb 3HAaHMKW MpoOBOAUTCS 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 Buje 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 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 COpaBKka 00 OOy4eHHMM WM O mepuoje oOydeHuss 1o oOpasiry,
CaMOCTOSITENIFHO YCTaHABJIMBAaEMOMY 00pa3oBaTeIbHON OpraHu3alue.

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

Kputepun onenku 3Hanuii oOyuaromuxcst pazpadboransl ¢ yueroMm [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 METOAUKY NPOBEACHHS aHAJIN3a U CUCTEMaTH3aIH
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 003aHHOCTH
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
YIYYIICHHUIO

Onpenensats CTPyKTypy U COZIepKaHHe, TOTOBUTh MPOCKTHl HOPMATHBHBIX
JOKYMEHTOB U JOKYMEHTOB I10 O(OPMIICHUIO TPYIOBBIX OTHOLICHHI
OopMIIATh KaPOBBIE JJOKYMEHTHI B COOTBETCTBUH C TPEOOBAHUSIMHU
3aKoHoarenbcTBa Poccuiickoit denepanuy 1 J0KaJIbHBIMA HOPMaTUBHBIMU
AKTaMH OpraHU3aLi

ObecnieunBath coOMIOIeHIE TpeOOBaHHI 3aKOHOKaTeNbCTBA 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 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 npeoxKeHui Mo
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/ICHHS aHAJIN3a U CUCTEMaTHU3al1
JIOKyMEHTOB ¥ HH(OpMALIUH

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

OpraHu3alMoOHHas CTPYKTYpa OpraHUu3alul

OCHOBBI JOKyMEHTO000POTA 1 IOKYMEHTAILMOHHOTO 00ECIICUCHUS OpraHn3alluu

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

Ymenns:

AHaIIPBHpOBaTB JIOKaJIbHBIC HOPMAaTHUBHBIC aKTbl U TOKYMEHTBI 110 OCI)OpMJ'IeHI/IIO

TPYJOBBIX OTHOLICHUH, (POPMUPOBATE NPETOKEHHUS 110 HX AKTYaIH3aLIN 1
YIIYYIIEHUIO

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 ITePCOHAIBHBIX
JAaHHBIX ¥ KOHQUICHINATbHON HHpOpMAITHH

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

OpraHn3oBBIBAaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMU
3aKoHoaTenbcTBa Poccuiickoit denepaliiy U I0OKaIbHBIMH HOPMATUBHBIMH
aKTaMU OpraHU3aLIK

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

Pa3paboTka MpOEKTOB JIOKAIbHBIX
HOPMATHBHBIX aKTOB OpTaHU3AIHH,
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 OTHOIIECHHUH

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 HOPMaTHBHBIE aKTHl OPTaHU3ALNH, PETYIHPYIOIINE TOPSIIOK
oopMIIeHNST pacHOPSITUTENEHBIX U OPraHH3alMOHHBIX JOKYMEHTOB I10
MepPCOHANY, O(OPMIICHHIO TPYIOBBIX OTHOIICHHI

OpraHu3aioHHas CTPYKTYpa OpraHu3aIui

OCHOBBI JOKYMEHTO00O0pOTa U JOKYMEHTALIOHHOT0 00ECIIeUeHNsI OpraHU3auy

HopmaTHBHBIE MPaBOBbIE aKThI, PEryIUPYIOIINE IPaBa U 003aHHOCTH
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 OTHOLICHUH, (POPMHUPOBATH MPEITIOKEHHUS 110 UX aKTyaIH3aluH 1
YIy4IICHHIO

Onpeensith CTPYKTYPY U COAEPIKAHHE, TOTOBUTH MPOCKTHl HOPMATUBHBIX
JIOKyMEHTOB 1 JIOKYMEHTOB 110 O()OPMIICHHIO TPYJOBBIX OTHOIICHHIA
OdopMIATh KagpOBBIE JOKYMEHTH! B COOTBETCTBUH C TPEOOBAHUSIMU
3akoHOzaTenbeTBa Poccniickoit deneparyu ¥ TOKaIbHBIMA HOPMATHBHBIMU
aKTaMH OpraHU3aLu

Ob6ecnieunBath cOOMIOICHNE TpeOOBaHHH 3aKOHOKaTeNbCTBA Poccuiickoit
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 OhopMIATH yUETHBIC JOKYMCHTBI, IIPEIOCTABISIEMBIC B TOCYJaPCTBCHHBIC
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.

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» BpIcTaBIsgeTcsa oOOy4aromeMycsi, KOTOpPbIH HE 3Haer
3HAYUTEIBHON YacTH MPOTPAMMHOTO MaTepHala, JOIyCKaeT CyINICCTBCHHBIC
OmKOKH, HEYBEPEHHO, ¢ OOJIBIIMMHU 3aTPYAHCHUSIMH PEIIacT MPaKTUYCCKHUE
BONIPOCHI WJIM HE CHOpaBsSIeTCS C HUMH  CaMoOCTOsITeNbHO. Ha
MIPOMEXKYTOUHOM/UTOTOBOM TECTHUPOBaHUU oOydaromniuiics naet menee /0%
MIPABIJIBHBIX OTBETOB.

«He 3aumenoy

4.3. ®oH/ OLIEHOYHBIX CPeICTB

IIpumepHbie BapUAHTBHI TECTOBBIX BOMPOCOB /IS NPOBeIeHUs] MPOMEKYTOUHON H
utorosoii arrecrauuu no [porpamme:

Bompoc. Kakas otuetHocTh Hampaisercs B CiayxOy (pUHaHCOBOrO KOHTPOJII U OTYETHOCTH
(CoP)?

A) Jlexnapanus no HaJIOTy Ha MPUObUTL OpraHU3aIUi.

b5) Pacuem no cmpaxogvim 63HOCAM.

B) Hanorosas nexnaparus no HJIC.

I') 'onoBoit Oyxranrepckuii Oanasc.

Bomnpoc. Kyna nepegaercs oT4er o NpUHATHM TpaXkIaHMHA HAa BOCHHYIO CIY)KOYy WIH y4yeTy
BOCHHOOOSI3aHHBIX ?

A) LleHTp 3aHATOCTH HACEJICHUS.

b) Boennwiii komuccapuam.

B) MunucTepcTBO BHYTPEHHUX /€.

') ®enepanbHas Hanoropas ciyxoa.

Bormpoc. YUro BkiIrogaeTcst B 0T4ETHI, Hanpasisiemble B MB/1?

A) KonnuecTBeHHBIH cocTaB paOOTHUKOB.

b) Buiasnennsvie ciyuau npagoHapyueruil U HapyueHuil 0oujecmeeHHo2o nopsoxa.
B) Cpennuii ypoBeHb OIIaThl TPyAa COTPYIHUKOB.

I') Pexomenpanuu 1o yiny4qieHuro KaJpoBOi NOJUTHKH.

Bonpoc. Kakue snekTpoHHbIE MOIMUCH MPU3HAIOTCS IOPUAMYECKH 3HAUYMMBIMH TpPHU BEACHUU
AIIEKTPOHHOTO KaPOBOTO JTOKYMEHTO000pOTa?
A) Ipocras 3neKTpoOHHAs TTOANHKCH.

15




Bb) OObrunas undpoBast HOAMKCE.
B) Keanuguyuposannas 31eKmpoHHAsi NOONUCY.
I') Anasior cOOCTBEHHOPYYHOM MOJIIUCH.

Bonpoc. Kakum cnocoGoM COTpyIHUKH IOATBEPKAAIOT CBOE O3HAKOMJIEHHE C 3JIEKTPOHHOM
uHpOpManrel py MOCTYIJICHUH Ha paboTy?

A) OTIpaBisioT MUCHMO IO JICKTPOHHOM TOYTe.

b) 3asepsarom anekmponnvimu cpeocmeamu yugppoeou noonucu.

B) HanpapinstoT ckaH-KOMHIO MOANMMCAHHOTO TOKYMEHTA.

I') IocewmaroT oTA€a KaipoB JIMYHO AJIs YTBEPKAECHUS (aKTa 03HAKOMIICHHUS.
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V. HHO®OOPMAIIUA Ob ABTOPAX KYPCA

IIporpammy pa3patorana:

ManneBa AnHa MwuxailjloBHA — DOKCrepT B 00JacTH TPYAOBOrO TMpaBa, KaJapOBOTO
JIEJIONPOU3BO/ICTBA, BOUHCKOT'O YYETa.

00O "KomnaHus "TeH3op"

OOKYMEHT NOAMWUCAH 3MEKTPOHHOM MOAMMUCHIO WneHTudmkatop: 7336e154-7181-4d16-b73a-fofbdd7c6d85
noarnucAn AHO AHO AONO "UOo "ankoa", WymunuH 29.10.25 18:15 (MSK) Ceptudmkar
ANO "LO Tumodbeit Muxaiinosuy, JUPEKTOP 02DF227800DDB221AA4D2F6545861DB6CE
"ankoa”




