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OBIIUE ITOJIOXKEHUA

[Iporpamma  mpodeccronanbHOi  mepenoarotToBkn  «Crnenuanuct 1o
JOKYMEHTAIIMOHHOMY OOECIEUYeHHIO MepcoHaliay pa3padoTaHa B COOTBETCTBHM C
TpeOOBAHUSIMU CIIETYIOIINX HOPMATUBHO-TEXHUYECKUX JOKYMEHTOB!

- @epepanpHoro 3akoHa or 29.12.2012r. Ne273-®3 «0O6 oOpa3oBaHuu B
Poccuiickon @enepaunmn»;

- [Ipuka3 MunuctepcTBa o6pazoBanus 1 Hayku Poccuiickoit @eneparuu ot 01.07.
2013 r. Ne 499 «O0 yrBepxknenuun Ilopsinka opraHu3alMd W OCYUIECTBJICHHS
o0pa3oBaTeNbHON  NIEATENLHOCTH 1O  JIOMOJHUTEIbHBIM  MpOodhecCuOHATBHBIM
porpaMmam»;

- [Ipuka3 MunucrepctBa Tpyna u counanbHoi 3amutel PO ot 09.03.2022 roga
Nel0O9n «OO6 ytBepxaeHuM TnpodeccuoHambHOr0 cTaHAapra «CHeruanucT 1o
YIPaBJIECHUIO IEPCOHATIOM).

Heas mnporpamMmsel TpoQecCHOHANBHON MepenoAroToBku «Crnenuanuct o
JIOKYMEHTAI[AOHHOMY  OO€CIIEUEHHI0  TepcoHana» —  TMOJy4eHHE HOBBIX U
COBEPUICHCTBOBAHUE MMEIOIIMNXCS TEOPETUUECKNX 3HAHUN U MPAKTUUYECKUX YMEHHU U
HABBIKOB IO MPodecCuu.

OcHOBHasg 1elbp BHJAAa MNPOPECCUOHAIBHON JEATENbHOCTU. 0oOecledYeHue
3O PeKTUBHOTO  (PYHKIIMOHMPOBAHUS CHUCTEMBI  YIPABICHHS  TEPCOHAIOM A
JOCTHKEHHUSI LIeJIel OpraHu3alkH.

3agauMm mporpamMmbl - 3aKJIIOYAIOTCA B TOM, YTOOBI c(opMUpOBaTh Y
oOyyaromxcsi He0OOXOJIMMbIE TEOPETUYECKHE 3HAHUS U TMPAKTHYECKUE HABBIKUA IS
MIPaBUJIBHOTO U CBOEBPEMEHHOTO BBIMOJHEHUSI IOJXKHOCTHBIX 00513aHHOCTEH U (PYHKIIMIA
yIpaBJI€HUS EPCOHATIOM.

Peanuzanusi nmporpammbl npodecCHOHAIbHONW MEePEenoAroTOBKM HaIlpaBJIieHa Ha
MOJTy4eHHE KOMITETEHIIUH (TPYA0BOH (PYHKITNH), HEOOXOAUMOM 17151 BHITTOJTHEHHSI HOBOTO
BUJIa TPO(PECCHOHATBLHOM NeITeTbHOCTH, MPUOOPETEHNE HOBOM KBAIU(DHUKAIIUH.

B coepKaHNH IIpOrpaMMBbl npodeccuoHanbHOM MEPENOATrOTOBKU
MIPE/ICTABIICHbI: XapaKTEPUCTHKA HOBOW KBaJIM(UKAIIMK W CBSI3aHHBIX C HEH BHJIOB
npodeccuoHanbHON  NIeATENbHOCTH, TPYAOBBIX (PyHKIMH ©  (WIM)  ypOBHEM
KBATM(UKALMK;, XapaKTEPUCTHUKAa KOMIIETEHLHMH (TpyIdOBBIX (YHKLHIA), MOJJIEKAIINUX
COBEPILIEHCTBOBAHUIO, W (MJIM) MEpPEYeHb HOBBIX KOMIETEHIMH, (OpMHUPYIOIIMXCA B
pe3yibTaTe OCBOEHUS IPOTrPaMMBI.

ConepxxaHue peaquzyeMod MporpaMmbl U (WJIM) OTACNIBHBIX €€ KOMIIOHEHTOB
(muctunauH (MoayJen), MPakTHUK, CTAKUPOBOK) HAMPABICHO Ha JOCTIKCHHUE IIeJIeH
IPOrpPAMMBI, TJIAHUPYEMBIX PE3YIbTATOB €€ OCBOCHUS.

Conepxanue peanu3yemMour mporpaMMmbl NMPo(EecCHOHATBHON MepenoAroTOBKU
VUYUTBHIBACT TPO(ECCHOHANBHBIE CTAHIAPTHI, KBATU(DUKAIIMOHHBICE TpPEOOBAHUA,
yKa3aHHBbIC B KBaJTU(UKAIIMOHHBIX CIPABOYHUKAX MO COOTBETCTBYIOIIUM JOHKHOCTSIM,
npodeccusiM W CHEIUATBHOCTSIM, WIM KBaJIU(UKAIMOHHBIE TpeOOBaHUA K
MpOoECCUOHATILHBIM ~ 3HAHUSM W  HaBBIKAM, HEOOXOIUMBIM JUISl  WCIIOJTHCHUS
JOJDKHOCTHBIX ~ OOSI3aHHOCTEH, KOTOPBhIE YCTAHABIMBAIOTCS B COOTBETCTBUHM C
dbeneparTbHBIMU 3aKOHAMH Y UHBIMA HOPMATUBHBIMH MPABOBBIMU aKTaMH.
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CTtpyKTypa mporpaMMbl BKIIIOYAET 1LI€Jb, MJIAHUPYEMBIE PE3yJIbTaThl 00y4YeHMS,
y4eOHBId  TJIaH, KaleHAapHbIM  y4eOHbI  rpaduk, pabouyio  MporpamMmy,
OpPraHMU3allMOHHO-TIEJarOTUYECKUE  YCIOBHs, (OpMBI  aTTecTallMd, OLEHOYHBIE
MaTepuabl. VY4eOHblit IUTaH oIpenenseT NIEpEYEHb, TPYAOEMKOCTb,
IOCJIEI0BATENbHOCT U paclpesiefieHue y4deOHbIX IPEIMETOB, KYpCOB, IUCLUUIUIMH
(MomyJeit), MHBIX BUIOB YU€OHOU JEATEIbHOCTH 00yJaromuxcs U (OpMbI aTTECTaIIUH.

Pabouass mporpaMma COCTOMT U3 COAEpXKaHUS MPEIMETOB, TEM, KYpCOB,
JUCHUTUIAH (MOJTyJICH).

®opmbl 00y4eHHMsI M CpPOKM OCBOEHMSI HpOTrpaMMbl MPOQPECCHOHATBHON
MEPETIOATOTOBKH OIPEAETSIOTCS 00pa30BaTENIbHON MPOrpaMMOil U (M) JOTOBOPOM 00
oOpa3zoBanuu. CpOK OCBOEHHUS 00ECIIEYMBAET BOZMOKHOCTh JOCTUKEHUS IUTAHUPYEMBIX
pE3yJIbTaTOB W TMOJy4YCHHE HOBOM KOMIIETEHUMH (KBaIM(UKAIMK), 3asBICHHBIX B
nporpamMmMe. I[lpu 3TOM MUHUMANIbHO MAOMYCTUMBI CpPOK OCBOEHHUS MPOrPaMMBI
PO EeCCUOHAIBHON NEPENOArOTOBKH — HE MeHee 250 Jacos.

O0bém ocBoeHUsT TporpamMmbl cocTaBiasieT 260 yd4eOHBIX YacoB, BKIIOYACT
TEOPETUUECKOE U MPAKTUYECKOE 00YUEHHE, UTOTOBYIO aTTECTALIMIO.

Jlis Bcex BHUIOB ayJUTOPHBIX 3aHATHM aKaJIeMUYECKUI 4yac yCTaHaBIMBAETCS
IPOAOKUTEIBHOCTBIO 45 MUHYT.

K ocBoeHunto mporpaMMmbl NpoeCCHOHAIBHON NEPENOATrOTOBKU JIOITYCKaIOTCS:
JuIa, UMEIoUIMe cpeaHee npodeccruoHalbHOe W (WMJIM) BhICIIEE 0Opa3oBaHuUE; JUIA,
HOJy4arole cpeanee npodeccnoHanbHoe U (WIK) BeICIIee 00pa30BaHUE.

IHIJTAHUPYEMBIE PE3YJIbTATDBI

[Tnarupyembie pe3ynbTatel 00ydeHus mo Ilporpamme chopMupoBaHBI ¢ y4eTOM
TpeOOBaHMIT HOPMATUBHBIX JOKYMEHTOB.

KpasundukanuoHHasi XapaKTepuCTHKA.

XapakTepucTrvka HOBOM KBaIU(UKAIIUN:

JlokyMeHTaIrmoHHOe o0ecredeHne paboThl C MEPCOHAIOM

YpoBens kBasmdukanuu — 6.

Bo3MoxHbIC HAUMEHOBAHHUS CrenuanmcT 1o TOKyMEHTAIlHOHHOMY 00eCIIeUeHHIO ITepCoHaa
JOJDKHOCTEH, podeccuit

TpeboBanust k oOpazoBannio U | CpemHee npodeccruoHaabHOe 00pa30BaHUE - TPOTPAMMBI
00y4YEeHHIO MOJrOTOBKH CHEMAIMCTOB CPETHETO 3BEHA U JIOTIOIHUTENIbHOE
npodecCHOHAIbHOE 00pa30BaHME - MPOTPAMMBI
npodeccHOHAIBHOM MEePEenoATroOTOBKU B 00JaCTH YIIPaBICHUS
MIEPCOHAIIOM HJIH B 00J1aCTH JIOKyMEHTAIIHOHHOTO 00eCTIeueHUs
paboThI ¢ IEpCOHANIOM

17001

Briciiee oOpa3oBanue - 6akagaBpuaT

17001

Briciiee oOpa3oBanue (HenpoduibHOE) - 6akagaBpuaT U
JIOTIOJTHUTENTFHOE podecCHoHaIbHOE 00pa3oBaHUE -
porpaMMsbl po(hecCHOHABHONM NepenoroTOBKY B 00JIaCTH




yIpaBlIeHUS IEPCOHAIOM HIIU B 00J1aCTH JOKYMEHTAI[HOHHOTO
obecrieueHust pabOTHI C IEPCOHATIOM

TpeboBaHus K ONBITY He menee Tpex neT B cepe ynpasiieHUs IEPCOHATIOM IIPU
MPaKTUYECKON pabOThI HAJIMYUU CPETHEro MpodecCUOHANTBHOI0 00pa3oBaHus U
JIOTIOTHUTEIFHOTO MPO(eCcCHOHATTLHOTO 00pa30BaHUS -
nporpaMm npohecCHOHaIBHOM MePenoAroTOBKH B 00JIaCTH
yIpaBJICHUS IEPCOHAIIOM WM B 00J1aCTH IOKYMEHTALMOHHOTO
obecrieueHust paboTHI C IEPCOHATIOM

Oco0blIe ycItoBHs J0MyCKa K -
pabote

Jpyrue xapakTepucTUKU -

HOHOJ’IHI/ITGHBHHG XapaKTCPUCTHKU

HaumenoBanue Kon HaumenoBanue 6a30BOM rpyNIIbl, JOKHOCTH
JIOKYMEHTA (mpodeccun) WM CIEUATBHOCTH
OK3 2423 CrnenuanucTel B 00J1aCTH 110100pa M UCTIOIb30BAHMS
nepcoHaIa
EKC (3) - Crenuanuct 1o Kajapam

- MenemKep 1o nepcoHay
- HavanpHuk oT/€7a MOATOTOBKH KaJAPOB
OKIIATP (4) 26583 CrienMaimct 1o Kajpam

OKCO (5) 5.38.03.02 MeHeKMEHT
5.38.03.03 YrpaBiaeHue nepcoHaJIoM

(3) Enunblii kBaTMpUKAMOHHBIA CIIPABOYHUK JOJHDKHOCTEH PYKOBOAUTENCH, CIICIIMATMCTOB U APYTHX
CITyKalluX.

(4) O6mepoccuiickuii kiaaccudukaTop mpodeccuit pabounx, JOHKHOCTEH CIYKaIUX U TapUPHBIX
pa3psioB.

(5) Obmepoccuiickuii KiTacCH(PpUKATOP CHEIHATBHOCTEH 110 00pa30BaHHIO.

Ilepeuenb npogeccHOHAIBHBIX KOMIIETEHIIMHA (TPy10BbIe PYHKIIUM) —
XapaKTEePUCTUKA KOMIIETeHIUIi
Komnerenuust (tpynoBas ¢ynkius). 1. Benenue mokyMeHTaIuu IO y4eTy W

ABHIJKCHHUIO IICPCOHAJIA
TpynoBeie 1elCTBUS COop u npoBepka JINYHBIX JOKYMEHTOB PaOOTHUKOB

KoHncynpTupoBanue pabOTHHUKOB IO BOIIpocaM o(popMIIeHHUs
TPYZOBBIX OTHOLLIEHUI

OdopmiieHne TOKYMEHTOB, pErIaMEeHTHPYIOIIUX TPYAOBbIE
OTHOIIEHUS C KOHKPETHBIM paOOTHUKOM

[TonroroBka u oopmiieHHE O 3apOCy paOOTHUKOB U
JOJKHOCTHBIX JIML KOIHM, BBITUCOK U3 KaJAPOBBIX TI0KYMEHTOB,
CIIpaBOK, HH(OPMAITUHU O CTaXe, JIbIOTaX, TapaHTHIX,
KOMIIEHCAIUSX ¥ UHBIX CBEJICHUN 0 pabOTHUKAX

Bbigaua pabOTHHKY JOKYMEHTOB O €0 TPYJI0OBOM €S TEIbHOCTH



https://docs.cntd.ru/document/1200121893#7D20K3
https://docs.cntd.ru/document/9029638#7D20K3
https://docs.cntd.ru/document/456069557#7D20K3

JloBeaeHue 10 cBeeHUs pAOOTHHUKOB OpTraHU3aIlMOHHBIX,
pacnopsiAUTENbHBIX U KQJAPOBBIX JOKYMEHTOB OpraHU3aIiu

Benenue yyera, npeycCMOTPEHHOTO TPYIOBBIM 3aKOHOAATEIbCTBOM
Poccuiickoit ®eneparuu

PCFI/ICTpaI_[I/ISI, Y4€T, OIICPATHUBHOC XPAHECHUEC KAJAPOBbLIX JOKYMCHTOB,
IMOATOTOBKA UX K CAYC B ApXHUB

PaboTa B KOpropaTUBHBIX U BHEITHUX HH(POPMAIIMOHHBIX CUCTEMAX
U MCII0JIb30BaHUE HUPPOBBIX CEPBUCOB, BHIIOIHIIOMUX (QYHKIIUU
BEJICHHsI IOKYMEHTALMHU 10 IBUKCHUIO U y4eTy IIepCcoHaja

Heobxoaumbie ymeHus

JIOKyMEHTHPOBaTh TPYAOBbIE OTHOIICHHS PA3IMYHBIX KaTerOpuit
pabOTHHKOB U CHEIHAIBHBIX CYyOBEKTOB TPYIOBOTO IPaBa B
COOTBETCTBUH C JICHCTBYIONIMM 3aKOHOIATEIbCTBOM Poccuiickoit
denepanun, periaMeHTaMu (CTaHIapTaMU) TOKYMEHTO000pOTa
OpraHHU3aLUH

BrIsBAATE OH_II/I6KI/I, HETOYHOCTH, UCIIPABJICHUS U HCJOCTOBCPHYHO
HH(bOpMaIII/IIO B IOKYMCHTAx, OoNpcAcCiIiATh NOAJIUMHHOCTD
IpeACTaBJICHHBIX JOKYMCHTOB

Bectu YUEeT U perucTpaliuo JO0KyMCHTOB B I/IH(bOpMaI_II/IOHHBIX
CUCTCMAX U Ha MAaTCPUAJIbHBIX HOCUTCIIAX

PaboTath co cnennanu3upoBaHHBIMUA HHPOPMALMOHHBIMA
cHCTeMaMH U IU(POBBIMHU CEPBUCAMHU T10 BEJCHUIO Y4eTa U
JIBMKEHUIO TIEpCOHAlIa

Bectu nenoByro nepenucky, 10KyMEHTO000pOT,
perinaMeHTUPOBaHHbIN 3aKOHOAATENbCTBOM Poccuniickon denepannu
B 00JIaCTH TPYIOBBIX OTHOIIECHHH, ¢ paOOTHUKAMU, BHEIITHUMU
KOHTpareHTaMu U rpaxaaHaMu

ObecneunBaTh cOOIIOACHNE TPEOOBAHH 3aKOHOJATEILCTBA
Poccuiickoit @enepanuu 1 KOPIOPATUBHBIX MOJIUTHUK B 00JIaCTH
00pabOTKM MEPCOHANBHBIX TAHHBIX U KOH(UIEeHIINATbHOM
nHpopmanuu

Co0:1101aTh HOPMBI ATHKH JIEJIOBOT'O OOIIIEHUSI

HCO6XOI[I/IMLIe 3HaHUA

[Topsinok oopmieHus, BeleHUs U XpaHEHUs TOKyMEHTOB IO

0 OPMIIEHHIO TPYIOBBIX OTHOILLIEHHH, 10 YIIPABJIECHUIO TEPCOHATIOM
B COOTBETCTBHUU C TPeOOBAHUSAMH 3aKOHOIaTeNbCTBa Poccuiickoit
®denepaniv 1 KOPIOPATUBHBIMU TOJTUTHKAMU

HCJ'II/I " 3aJla4v OpraHu3anuu 1mo nmoCTpoOCHUI0 CUCTEMBI
O(I)OpMJ'IeHI/IH TPYAOBBIX OTHOIIIEHUH

TapudHo-kBanu(pUKaMOHHbIE CIPABOYHUKHU PaOOT U mpodeccuit
pabounx u KBaTH(PUKAIMOHHBIE XapaKTEPUCTUKH JODKHOCTEH
CITy’KalluX, NpohecCHOHAIbHbIE CTAaHAAPTHI




Crneunanu3upoBaHHble HH()OPMALIMOHHBIE CUCTEMBI, IU(POBBIE
YCIIyTH U CEPBUCHI 110 BEACHUIO YUETa U ABM)KEHUIO [IEPCOHAINA,
TPAHUIIBI UX TPUMEHEHUS

OCHOBHBIE METPHUKH U aHATUTUYECKUE CPE3bI B 00JIACTH IBUIKCHHUS
U ydeTa repcoHaja

[Topsimox oopmIteHHsT yCTaHOBICHHBIX 3aKOHOAATEILCTBOM
Poccutickoit deneparuu GpopM OTIYETHOCTH B TOCYIaPCTBEHHBIE
Oprasl

TpeboBanus 3akononatenscTBa Poccuiickoit @enepanuu mno
0(hopMIIEHHIO TPYAOBBIX OTHOIIEHUI, BOMHCKOMY YYeTy,
YBEJAOMJIEHUIO U NIPEICTABICHUIO OTYETHOCTH B TOCYJapCTBEHHBIE
OpraHsbl CrielMalbHbIX KaTeropuil pabOTHUKOB: HHOCTPaHHbIX
PpabOTHUKOB U JIUI] 0€3 TPaKIAHCTBA, HHBAIHMJIOB, JIUII, HMCIOIIHX
rapaHTUU U JIbIOThl, yCTAHOBJICHHBIE 3aKOHOIATENIBHO, U JPYTUX
CIIELMAJIbHBIX KaTErOpui

HopMartuBHbIE TPAaBOBBIE AKTHI, ONPEACIIAIOIINE HOPMBI TPYI0BOTO
npasa Poccuiickoit Oenepanuun

3akonogarenscTBO Poccuiickoit denepaiinu 00 MHAUBHIYAIEHOM
(mepcoHnPpUIIMPOBAHHOM) yU€Te B CUCTEME 00513aTEIILHOTO

IICHCHUOHHOI'O CTpaxoBaHUs

3akoHomarenbcTBO Poccuiickoit denepari 0 mepcoHaTbHBIX
TAHHBIX

JloxanpHbIE HOPMATUBHBIE aKThl OPraHU3ALMH, PETYIUPYIOIIHE
NOpSAAOK OPOPMIICHHS PACTIOPSAUTENBHBIX M OpraHU3alliOHHBIX
JIOKYMEHTOB 10 NIEpCOHAITY, 0()OPMIICHUIO TPYAOBbIX OTHOIIEHUN

[TpaBuiia BefieHUs 1€710BOM MEPENUCKU

Hopwmpbl 3THKH J1€710BOTO OOIICHUS

Jlpyrue XxapakTepucTHKU -

Komnerennus (TpynoBas pyukius): 2. PazpaboTka TUIIOBBIX (POPM JOKYMEHTOB
M0 YYETY U ABMKEHUIO MEPCOHAJIa, COMPOBOXKICHHUE MPOIIeAyp OPOpMICHHS TPYAOBBIX
OTHOUIECHUM

TpynoBeie 1elcTBUS Pa3paboTka MpoeKTOB JOKATbHBIX HOPMATUBHBIX aAKTOB
OpraHu3alyy, PeryJUpyOLIIUX TPYI0BbIE OTHOLICHUS

Pa3paboTka MpOeKTOB JOKYMEHTOB 110 0()OPMIIEHUIO TPYIOBBIX
OTHOIICHUN ¢ KOHKPETHBIM paOOTHUKOM

[TonroroBka nmpenaoKeHui Mo onTuMu3anuu GopM JOKYMEHTOB U
U poBU3ALNH JOKYMEHTOO00POTa OpraHu3aluu B 00JacTu
o opMIIeHHS TPYAOBBIX OTHOLICHHH




[ToaroroBka MpOEKTOB JOKYMEHTOB I10 MPOIeypaM yIpaBIeHUs
MIEPCOHAJIOM, YUeTa U JIBUKEHUS MTepCoHalIa

[TonroroBka 1o 3anpocy rocy1apCTBEHHbIX OPraHoB,
IIPEICTABUTENIBHBIX OPraHOB PAOOTHUKOB OPUI'MHAJIOB, BBIITUCOK,
KOIUH JOKYMEHTOB U IIPEIOCTABIEHUE B 3JIEKTPOHHOM BHUJIE
CBEJICHUH, peryIaMeHTUPYIOLIUX TPYIOBbIE OTHOLIEHUS U UMEIOIIUX
OTHOIIEHUE K PErJaMEHTaLUU TPYAOBbIX OTHOLIEHUM

[ToaroToBka 3arpocoB B TOCYapCTBEHHBIC OPTaHbl U CTOPOHHHE
OpraHM3alvy 15 IOATBEP)KICHHUS CBEACHUI B HHTEpecax
pabOTHUKOB U pabOTOMATENS

[ToaroroBka yBe1OMIJICHUH, OTYETHOM, CTATUCTUYECKON U
aHAJIMTUYEeCKOW HH(GOpMALIUU IO OPOPMIICHUIO TPYIOBBIX
OTHOIIICHHUHN

HeoOxoaumbie ymeHus

PaboTath co cnenuanu3upoBaHHBIMUA UHPOPMALMOHHBIMU
crCcTeMaMH, IIU(PPOBBIMHU YCIIyTaMH M CEPBUCAMHU T10 BEJICHHUIO y4eTa
U JBIDKEHUIO IIEPCOHANA, COIIPOBOXKIECHUIO TPYAOBbIX OTHOLICHUI

AHaIM3UpoBaTh JIOKAJIBHBIE HOPMAaTUBHBIE aKThl U JIOKYMEHTBHI 110
o(opMIIEHHIO TPYAOBBIX OTHOIICHUH, (HOPMUPOBATH MPEIOKECHUS
10 UX aKTyaJIM3alUu U YIy4LIECHUIO

OnpenensaTs CTpYKTYpY U COAEPKAaHUE, TOTOBUTH IPOEKTHI
HOPMAaTUBHBIX JOKYMEHTOB U JOKYMEHTOB 10 O()OPMIIEHHUIO
TPYIOBBIX OTHOLLIECHUN

OdopMIATE KapOBbIE JOKYMEHTHI B COOTBETCTBUU C
TpeOoBaHUAMU 3aKoHO1aTeNbeTBa Poccuiickoil @enepanuu u
JIOKaJIbHBIMU HOPMAaTUBHBIMU aKTaMHU OpraHU3aluU

ObecnieunBaTh COOMIOICHNE TPEOOBAHHI 3aKOHOAATEHCTBA
Poccuiickoit deneparuu, KOPIOPATUBHBIX IMOJUTHK B 00J1aCTH
00paboTKH MepCOHANBHBIX JAHHBIX U KOHGUACHIIUATHLHOU
nHpopmanuu

Bectu nenoByro nepenucky

Co0:1101aTh HOPMBI ATHKH JIEJIOBOT'O OOIIIEHUSI

HeO6XO,[[I/IMLIe 3HaHUA

HopMaTuBHBIE TpaBOBBIE aKThl, ONPEAEIIAIOIINE HOPMBI TPYAOBOIO
npasa

OCHOBBI apXMBHOI'0 3aKOHO/ATEIBCTBA 1 HOPMATUBHBIE IPABOBBIE
akThl Poccuiickoii @eneparuu B 001actu ohopMIiIeHus!, BEACHUS U
XpaHeHUusl JOKYMEHTOB 10 0()OpMJIIEHUIO TPYAOBBIX OTHOIICHUN

3akoHomarenbcTBO Poccuiickoit deneparny 00 WHIUBUTYATBHOM
(mepcoHnPUIIPOBAHHOM) YUYETE B CUCTEME 0053aTeTLHOTO
MIEHCUOHHOTO CTPAaXOBAHHUS




[Topsimox oopmiieHUs: TIEPBUYHBIX JOKYMEHTOB IS LIEJICH
OyXTaJITepCKOro y4era B cepe ohopMIICHHS TPYAOBBIX OTHOIIECHUH

TapudHo-kBamMpUKaAIMOHHBIE CIPABOYHUKH paboT U npodeccuit
pabounx u KBaTH(PUKALMOHHBIE XapaKTEPUCTUKH JOKHOCTEH
CITy’KaIlInX, MPoPeCCHOHATLHBIC CTaHAaPThHI

TexHoNOrNKU, METOBI U METONUKHU IIPOBEICHMS AHATIU3a U
CHCTEMaTH3alluU JOKYMEHTOB U HHPOPMAaLUU

3akoHozaarenscTBO Poccuiickoit deneparnuy o nepcoHaIbHbBIX
JAHHBIX

[lenu n 3amaun OpraHU3aluy 10 NOCTPOCHUIO CUCTEMBI
oopmIIeHHSs TPYIOBBIX OTHOILICHHUHA

JlokasibHbIE HOPMATHUBHBIE AKThl OPraHU3ALUH B 00JIaCTH
oopMiIeHHs PACIOPSAUTENBHBIX U OPraHU3alMOHHBIX,
MH(POPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB, PETYIHPYIOIIUX
TPYIOBBIC OTHOLICHUSA

Crneunanu3upoBaHHble HH()OPMALIMOHHBIE CUCTEMBI, IU(PPOBBIE
YCIIyTU U CEPBUCHI 110 BEACHUIO YUETa U ABM)KCHHUIO [IEPCOHANA,

I'paHULIbI KX IIPHUMCHCHUS

OCHOBHBIE METPUKH U aHATUTUYECKUE CPE3bI B 00JIACTH IBUIKECHHUS
U ydeTa IepcoHasia

[TpaBuiia BeieHUs 1€710BOM NEPENUCKU

Hopwmbl 3THKH J1€710BOTO OOIICHUS

Jlpyrue XxapakTepucTHKH

Komnerennus (TpynoBas GyHkius): 3. AIMUHUCTPUPOBAHHUE MPOIECCOB U
JOKYMEHTO00O0pOTa M0 YUeTy U JIBHKCHHIO IIEPCOHANIa, MPEACTABICHUIO JOKYMEHTOB
10 MIEPCOHATY B TOCYJIAPCTBEHHBIC OPTaHbI

TpynoBeie 1elCTBUS

Opranu3zanus J0KyMEHT0000pOoTa MO yUeTy U JBUKEHHUIO
nepcoHala

Opranuzanus npeAcTaBieHus: JOKYMEHTOB IO IEPCOHAY B
rOCYJIapCTBEHHBIE OPTaHbI

[ToaroroBka yBeAOMIIEHUH, OTYETHOM, CTATUCTUYECKON U
AHATUTUYECKOW MH(OPMAIIUU TIO TIEPCOHATY

[TonroroBka nH(poOpMaIMK O 3aKIIOYEHUU TPYIOBOTO HITH
IpakJIaHCKO-IIPaBOBOIO JOrOBOpa Ha BBINOJIHEHHE Pa0boT (OKa3aHue
YCIIyT) C TpakJaHUHOM, 3aMEUIAI0IINM JOJDKHOCTH
rocy1apCTBEHHOW MJIM MyHUIIMIIAIIbHOM CITyKOBI, IepeYeHb
KOTOPBIX YCTaHABIMBAECTCSI HOPMATHBHBIMU IPABOBBIMH aKTaAMH
Poccuiickoit @enepanyun




10

Heo6xoanumeie ymeHus

OdopMIsTh YYETHBIC JOKYMEHTBI, IPEOCTABIISIEMBIC B
roCy/apCTBEHHbIE OPTraHbl, IPEACTaBUTEIbHbIE OpraHbl PAOOTHHUKOB

Opranu3oBbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUU C
TpeGoBaHUAMU 3aKoHOIaTeNbCTBa Poccuiickoit denepanuu u
JIOKQJIbHBIMU HOPMATHBHBIMU aKTaMHU OpPTraHU3ALNAN

PaGotate ¢ HHPOPMAIIMOHHBIMY CHCTEMaMU, IU(PPOBBIMU yCITyTraMu
Y CEpPBUCAMHU IO BEACHUIO yUeTa U JBIKEHUIO TIepcoHaa

Paborath ¢ HHPOPMATMOHHBIMU CHCTEMAaMH, IIU(PPOBBIMH YCITyTaMH
¥ CEPBHCAMHU T10 BEJJCHUIO CTATHCTHYECKON U OTYETHOM
UH(POPMALIUU ¥ aHATUTHKH T10 TIEPCOHATTY

dopMUpoOBaThH MPEUIOKCHHS 10 ABTOMATU3AINUN U [TU(PPOBU3ANN
MIPOLIECCOB U JOKYMEHTOO0O0POTa MO YUETy U IBHKEHHIO IIepCoHaa,
JIOKYMEHTOB I10 TIEPCOHANY JIJIs PEJICTABIEHUS B TOCYJaPCTBEHHBIE
Oprassl

AHanM3upoBaTh NMPABUIIA, IPOLEAYPHI U MOPAIOK, PETYIUPYIOLINE
npaBa ¥ 00SI3aHHOCTH TOCYJAPCTBEHHBIX OPTaHOB U OPTaHU3AINH T10
BOIIpOCaM 0OMEHa JOKyMEHTalel 1o MepcoHary

ObecneunBaTh coOII0A€HNE TPEOOBAHUI 3aKOHOAATENbCTBA
Poccuiickoii @enepanuu 1 KOPIOPATHBHBIX MOJUTUK B 0071aCTH
00pabOTKM NEPCOHANBHBIX IaHHBIX U KOH(DUICHIINATBHOM
uH(popManuu

Bectu nenoByro nepenucky

Co061r01aTh HOPMBI ATHKHU JIEJIOBOTO OOIICHHS

HeO6XO,[[I/IMLIe 3HaHUA

TexHonoruu, MeToAbl U METOAUKY IIPOBEICHUS aHAIIN3a U
CUCTEMAaTH3allK JOKYMEHTOB U MHQOpMaIIH

OCHOBBI TOKYMEHTOO0O0POTa U TOKYMEHTAIIMOHHOTO 00eCIIeUeHUs
OpraHu3aIuu

OpraHu3anoHHas CTPYKTypa OpraHu3aliu

Tapudno-kBanudpukamoHHbIE CIPAaBOYHUKHU paboT U podeccuit
pabounx U KBAMU()UKAMOHHBIE XapaKTEPUCTUKU JTOIDKHOCTEH
CITy>KallMX, Mpo(hecCHOHAIbHBIE CTaHIapTHI

Crenmanu3upoBaHHble HH(OPMAIIMOHHBIE CUCTEMBI, TU(PPOBBIE
YCIIYTH U CEPBUCHI 10 BEJCHUIO YUeTa U JBUKEHUIO IEPCOHAa,
IPaHUIBl X IPUMEHEHUS

OCHOBHBIE METPUKH M aHAJTMTUYECKUE CPE3bI B 00JIACTH JIBUYKCHHSI
W ydeTa IepcoHaia
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HopmaTuBHbIE paBOBBIE aKThI, PETYIHPYIOLIKE MTpaBa U
00513aHHOCTHU TOCYJapCTBEHHBIX OPraHOB, IPEICTABUTEIbHBIX
OpranoB paOOTHHUKOB IO PEAOCTABICHUIO YUETHOU JOKYMEHTAIHH

HopmaTuBHbIe paBOBBIE aKThI, OMPEIEISIONINE HOPMBI TPYIOBOTO
npasa

OCHOBBI apXMBHOT'0 3aKOHOJATEILCTBA U HOPMATUBHBIE IIPABOBBIC
akThl Poccuiickoii @enepanuu B 0071acTH BeIeHUS JOKYMEHTALUU
I10 IIEPCOHAILY

3akoHo aTenbCcTBO Poccuiickoit denepanyu 0 mepcoHaIbHbIX
TAHHBIX

JlokanbpHbIE HOPMATHBHBIE aKThl OPraHU3alUH B 0071aCTH
o(opMIIeHUS PacTIOPAAUTENbHBIX U OPraHU3alluOHHBIX,
MH(OPMaLMOHHO-CIIPABOYHBIX JOKYMEHTOB, PErYIHPYIOIIHNX
TPYIOBbIC OTHOLICHUSA

HpaBHna BEJICHUS JICTIOBOM MEPCIINCKU

HopMbl 3THKH J1€10BOT0 OOLIEHHMSI
[pyrue xapakTepuCTHKHU -

OPI'AHU3ALIMOHHO-IEJAT'OI'MYECKHUE YCJIOBUSA

OO0pazoBaTeNbHBIA MPOIECC OCYIIECTBIISIETCS HA OCHOBAaHUM y4€OHOTo TUIaHa U
pErlaMeHTUPYETCs pACIIUCAaHUEM 3aHSATUHM JJI KaXKI0H Y4eOHOM TPpyIIIbI.

Pexum 3ansaTuu: He 60Jee 8 YacoB B JICHD

MartepuajbHO-TeXHHUYECKHE YCIOBUS:

Jlannass ydeOHas mporpamMma peai3yercs ¢ MPUMEHEHHUEM JJIEKTPOHHOIO
00yueHUsI, TUCTAHIIMOHHBIX 00Pa30BATENIbHBIX TEXHOJOTUM, KOTOPhIE MOAPA3yMEBAIOT
HCTIOJBL30BAaHUE TAaKOTO pPeXUMa OOYUYeHHMs, MPU KOTOPOM OOYy4YarolIUMHCS OCBauBaeT
TEOPETUYECKYIO YacTh MPOTPaMMbl CAMOCTOSITENIBLHO (YIaJE€HHO) C HCMOJIb30BaHUEM
AJIEKTPOHHON HH(POPMAITMOHHO-00pPA30BaTEILHON Cpeabl (CUCTEMBbI JAUCTAaHIIMOHHOTO
oOy4eHus).

KoMmmyHUKaIMu ¢ negarornieckuM pabOTHUKOM OCYIIECTBIISIFOTCS TOCPEACTBOM
yKa3aHHOM cpeabl (CUCTEMBI), a Takxke HHGOPMAIMOHHO-TEIEKOMMYHUKAIIMOHHBIX
ceTel, oOecreurBaronnX nepeaavdy mno JUHUSIM CBSI3U MHPOPMAIUU ¥ B3aUMOJICHCTBHE
00yJaronmxcst v MeJarorndeckux paboTHUKOB.

OnextpoHHas uH(popMarmoHHO-00pa3oBaTenbHas cpeaa (DUOC) BkmrovyaeT B
ce0sl DNEKTPOHHBIE WH(OPMAIMOHHBIE PECypChl, JJICKTPOHHBIE O0Opa30BaTEIbHBIC
pEeCypChl, COBOKYITHOCTh HH(OPMAIIMOHHBIX TEXHOJOTHUM, TEICKOMMYHHUKAIIMOHHBIX
TEXHOJIOTUN, COOTBETCTBYIONIUX TEXHOJOTHYECKUX CPEACTB, KOTOpPHIE 00ECIICUHNBAIOT
OCBOEHHE TEOPETUYECKOM YacTH MPOrpaMMbl B TIOJIHOM 00BheMe HE3aBUCHUMO OT MecCTa
HaxoxJeHus ooyuaromuxcs (nanee - CJ10O).

CJ1O Bxrouaet B ce0st MOIYJIbHYI0 00bEKTHO-OPUEHTUPOBAHHYIO JUHAMHYECKYIO
y4eOHYIO0 Cpely C Yy4e€TOM aKTyaJbHbIX OOHOBJICHUH W TPOTPaMMHBIX JOMOJHEHUM,
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o0ecneunBaroIIyIo pa3padoTKy U KOMIUIEKCHOE MCIOJb30BaHUE 3JIEKTPOHHBIX KYPCOB U
UX 3JIEMEHTOB.

Hoctyn oOyuaronuxcs k CJIO ocymiecTBisercss cpeiAcTBaMU BCEMUPHOM
KOMITbIOTEpHON ceTh MHTEepHET B KPYTJIOCYTOUHOM peKuMe Oe3 BBIXOJHBIX JHEH.
[IpousBoauTcst aBropu3aius ciymareneil. JlocTyn k TMyHOMY KaOUHETY CiiyliaTelss —
UHAVBUIyalIbHOE TpUIJIallieHne c ccbuikoil mig Bxoma B CJIO oTnpasisercs
COTPYJAHHKOM 00pa3zoBaTesibHON opranuzanuu. Gopmoit anekTpoHHON UaeHTUDUKAITUN
ABJISIETCSl MHIUBHUIyalbHOEe mnuchbMo-ipuriamenue B CJIO, oTnpaBieHHOe Ha
ANIEKTPOHHYIO MOUTYy oOy4aromierocsi. O0ydaromuiicss IEPeXoAUT MO CChUIKE U3 MUChbMa
B CJ10, BBOIUT NMEPCOHANIbHBIN JIOTUH (3JIEKTPOHHYIO MOYTY) U APOJib.

Y4eOHbIl KaOWHET OCHAIIIEH HEOOXOAUMBIMH CPEJCTBAMU O0YUCHUS:

MoHO0JI0K — 2 IT;

[IpunTep — 1 wr;

Ckanep - 1 mr;

Web-kamepa — 1 m;

Muxkpodon — 2 miT;

Haymauku — 2 ir;

MynbTUMEIUIHBIN POEKTOP U 3KpaH — | miT;

USB-¢anem-nakonurens — 5 mIT;

WNurtepHer-poytep — 1 mrt.

B COOTBETCTBUH C TPEOOBAHUAMHM IO 3aKOHOJATEIbHBIM, HOPMATUBHO-TIPABOBBIM
aKTaM.

IIpakTUKHU: HE TIPETyCMOTPEHBI.

CTaskMpoBKM: HE ITPEIYCMOTPEHBI.

Kanposoe o0ecnieuenne o0pa3oBaTeibHOI0 nmpouecca

[Ipn peanmsanMu JaHHOM NOPOrpaMMbl K NEJArOTUYECKOW JEeATEIIbHOCTH
JOMyCKAIOTCS JIMIIA, HMMEIoIHe MpodeccHoHalbHOe WM BbICIIee 00pazoBaHUE,
OTBEYAIONINE KBaTM(UKAIMOHHBIM TPEeOOBAaHUSAM, YKa3aHHBIM B KBaJU()UKAITMOHHBIX
CIIPaBOYHHUKAX, u  (um) npoecCHOHANBHBIM  CTaHJapTam, UMEIOIINe
npodeccruoHalibHOEe 00pa3oBaHUe, 00JIaaroIIue COOTBETCTBYIOIICH KBaau(dHUKaIIMEH,
UMEIOIIUE CTaX padOThl, HEOOXOMWMBIN JJIsi OCYIIECTBICHUS OOpa30BaTEIbHOMN
JeSTEILHOCTH MO peanu3yemoit mporpamme. K o06pa3zoBaTeibHOMY MPOIECCY MOTYT ObITh
IIPUBJICUCHBI PYKOBOJIUTEIN U PAOOTHUKH MPOGUIBHBIX OpraHU3aluii U (MJIH)UMEIOIINe
onbIT paboThl B cdepe obecnieueHuss >PGHEKTUBHOTO (PYHKIIMOHUPOBAHUSI CHUCTEMBI
YIPABJICHUS] TIEPCOHAIOM.

HUTOI'OBAA ATTECTAIIUA

[IpodeccrnonanbHas nepenoAroToBKa 3aBeplIacTCsl WTOTOBOM arTecTaluei B
dbopme TecTUpOBaHUS.

J{ns mpoBeneHWss UTOrOBOM aTTECTAllMM MCIOJIB3YIOTCS OLEHOYHBIE MaTE€pUallbl,
BKJIFOYAIOIIME TECTOBBIE 3aJaHUSI IO BCEM M3YyUYECHHBIM TEMaM.

TectoBble 3afaHMsl TPEACTABISAIOT COOOM BOMPOCHI C BHIOOPOM OTBETA,
COCTaBJISFOLIME HEOOXOAUMBIIN U JOCTaTOUHBIM MUHUMYM YCBOCHHSI 3HAHUM U YMEHUI B
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COOTBETCTBUH ¢ TpeOOBaHUAMH TporpamMmbl. K KaXaoMy BOIIPOCY MPUBOISTCS
BapUaHTHl OTBETOB, M3 KOTOPHIX OJMH MU HECKOJIHKO BEPHBIX.

WToroBas aTTecTanus MpOBOIUTCS B YCTAHOBICHHOM IOPSIIKE aTTeCTAllHOHHBIMH
KOMHCCHSIMH, CO3/7aBaCMbIMA B COOTBETCTBHU C JCHCTBYIOIIMMH HOPMATUBHBIMHU
aKTaMH.

JlumiaM,  yCHEIIHO  OCBOMBIIMM  COOTBETCTBYIOIIYIO  JIONOJHHUTEIBHYIO
IpOPECCUOHATIBHYIO TPOTPaMMy M TPOILICAIIMM HTOTOBYIO aTTECTAIllMIO, BBIAACTCS
JOKYMEHT O KBaJIM(HUKAIUK YCTAHOBJICHHOTO 00pasiia - JWILIOM O MpodecCHoHaIbHOM
HIePENOIrOTOBKE.

Jlumiam, HE MPOINSJIIMM HTOTOBOM aTTeCTAallid WM TIOJYyYUBIIMM Ha
WUTOTOBOM aTTECTAIMN HEYJOBIICTBOPUTEIBHBIC PE3YJIBTATHI, @ TAKXKE JIUIA OCBOUBIIIHM
9acTh JIONOJHUTEIBHON MPO(ecCHOHATLHOW TporpaMMbl ¥ (WJIM) OTYHCIICHHBIM,
BBIJIACTCS CIPaBKa yCTAHOBJIICHHOTO 00pasia 00 00y4YeHUH WiTH O TePUOIe O0yUEHUSI.

YUYEBHO-TEMATHYECKUMH IJIAH

KoaunvecTBo yacoB
Ne HanMeHoBaHMe pa3ae/ioB U TeM B Tom uncie
n/n Bcero
Jlekuuu
1 |IloHsiTHE M CYITHOCTH KaJAPOBOM MOJUTUKH 5 5
2 |Kanmposas cioyx0a S S
3 | DKOHOMHKA U COIMOJIOTHS TPYIa 6 6
4 | MeHeKMEHT 6 6
5 |ApxuBOBeJEHHE 28 28
6 |Ilcuxosorusi oOpazoBaHus 16 16
/ |Opranu3aliioOHHOE MMOBEICHUE / 7
3 Cucremsl poecCHOHANBHBIX CTaHIAPTOB U 2 5
cepTuduKalus nepcoHasa
9 MapkeTuHr nepcoHaia. TeXHOIOTUN PEKPYTHUHTA 10 10
nepcoHana
10 |Omenka m aTTecTanys nepcoHaa 4 4
11 |Onnata ¥ CTUMYJIMPOBAHUE TPY/Ia 5 5
12 | TpynoBoe mipaBo 6 6
3aKoHOJIATEIbHBIE U HOPMATUBHBIC MPABOBHIE aKThI
13 |Poccuiickoit denepanuu B chepe TOKyMEHTAITMOHHOTO 3) 3)
oOecrieueHus: yIpaBJICHUS
14 | byMaxHBbIi TOKYMEHTOOOOPOT 19 19
15 |DneKTpOHHBIN JOKYMEHTOOOOPOT 14 14
16 |JIokyMEeHTHpOBaHUE YIPABJICHYECKON ACSTEIHHOCTU 12 12
17 Cocranenue u opopMIeHHE OCHOBHBIX BUIOB 24 24
JOKYMEHTOB
18 HopMmatuBHo-TpaBoBO€ 0O€ecredeHrne KaIpoBOro 93 23
JEJIOTPOU3BOACTBA
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Opranu3zaius KOHTPOJIS UCTIOJIHEHUS, (POPMUPOBAHUS,

19 12 12
WCTIOJTHCHMSI M XpaHEHUS JIeTT

20 | Jlemonpon3BOJCTBO B KaJIPOBOM CITy»KOe 11 11

21 |DT1uKa M KyJIbTypa 27 27

22 |KanpoBsiil aHanmn3 (KaJpoBBIY ayauT) 3 3

23 |MudopmaIimoHHbIe TEXHOJOTHH YIIPABJICHHS IEPCOHATIOM 6 6

Hrorosas arrecranms (KBaandpukanuonusiii 3k3amen) | 4 -
nTOoro 260 256

KAJIEHIAPHBIA YYEBHBIN T'PAD®UK

Kanennapusiii y4yeOHBIA Tpaduk omnpenenseT KOJIWYECTBO y4eOHBIX HEAeTb B
COOTBETCTBHHM C TPYAOEMKOCTBIO H CPOKOM OCBOEHHMS IPOTPAMMBI, @ TAKKE IIOHEIEITBHOE
pacnpezeleHue ydyeOHOM Harpy3ku Ha oOywaromierocs. JlaTel Hadama M OKOHYAHUS
OOy4YeHHs] YCTAHABJIMBAIOTCA [0 Mepe KOMIUIEKTAlMM TpYNI B TEYEHHE BCETrO
KQJICHIAPHOI'O Irofa.

2 Mecs1a Bcero
Ne | HaumeHnoBaHue pa3ziesioB U TeM HEJEIN Mecsia
1 |2 |3 |4 |5 |6 |7 |8
KOJI-BO YaCOB B HEEIIO
1 [ToHsiTHE U CYIIHOCTH KaPOBOI 5 5
MOJIUTHKH
2 | Kagposas ciyx0a 5 5
3 | DKOHOMHMKA U COIMOJIOTHS Tpyia 6 6
4 | MeHeKMEHT 6 6
5 | ApxuBoBesieHue 18 | 10 28
6 | Ilcuxomorus oOpa3oBaHUs 16 16
7 | OpranuzaiioHHO€ MMOBEICHHE 7 7
Cucremsl npodeccroHaIbHbBIX
8 | cTaHIapTOB U CepTUPUKAIIMS 2 2
nepcoHasa
9 MapxkeTnHr nepcoHaina. 5 5 10
TexHoa0ruM peKpyTUHIa IepcoHaa
10 | Ornenka u aTTecrais nepcoHaa 4 4
11 | OnnaTa U CTUMYJIUpPOBaHUE TPYia 5 5
12 | TpynoBoe mpaBo 6 6
3aKoHOIaTeNIbHbIE 1 HOPMAaTHBHbIE
IIpaBoOBbIE aKThl Poccuiickoin
13 | ®enepanuu B chepe 5 5
JTOKYMEHTAIMOHHOTO 00eCTICYeHHS
yIpaBJIeHUs
14 | BymaxHblil JOKYMEHTOO00POT 15 | 4 19
15 | DneKTpOoHHBIN JOKYMEHTOOOOPOT 14 14
16 I[oxyMeHTHpOBziHHe 12 12
YIPaBICHYECKON IEeATEIILHOCTH
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17 CocraBienue u opopmIiIeHHE 10 | 14 24
OCHOBHBIX BUJIOB IOKYMEHTOB

18 HopmartusHo-11paBoBO€ oOecrieueHue 23 23
KaJIpOBOT'O JIEJIONPOU3BOJICTBA
Opranuzanus KOHTPOJIS

19 | ucnonuenwus, GopMupOBaHWS, 3 9 12
VCIOJIHEHUS M XPAHEHHUS Jell

20 J1enonpou3BOACTBO B KaIpOBOU 11 11
CITy)0e

21 | DTHKa U KyJIbTypa 20 | 7 27

29 Kanposslit ananu3 (kaapoBblit 3 3
ayJluT)

23 WNHudopmannoHHbIe TEXHOJIOTHH 5 6
yIpaBJeHUs IEPCOHATIOM
Hrorosas arrecranus

" 4
(KBanmu(pukanmoHHbIN IK3aAMEH)
UTOoro 40 | 40 | 40 | 40 | 40 | 40 | 20 260
PABOYAS ITPOT'PAMMAL.

COJEPXAHUME PA3AEJIOB, TEM

1. IlonsATHE W CYIIIHOCTH KAAPOBOH MOJUTUKHU
[ToHsITME ¥ OCHOBHBIE HANPABIICHUS KaAPOBOM ITOJIUTUKU
[TpyuHLIMITBI KaIPOBOM MOJIUTUKHU

Pa3paboTka kaapoBOM MOTUTUKHU OpraHU3aIuu

Buapl KaapoBOW MOJUTUKN OpraHU3alUuN

KanpoBas noimTrka opraHu3aiuu: npuMep aaropurMa

2. KagpoBas ciayxoda

[Tpobsiembl pehopMUpPOBAHUS POCCUMCKUX KaJAPOBBIX CITYKO.
[InanupoBanue MOTPEOHOCTH B KaJipax OpraHu3aIiu.

Buabl u METOIBI KaJIpOBOTO IJIAHUPOBAHMSL.

3. DKOHOMHUKA U COLUOJIOTUS TPYAA

TpynoBoii moTeHIMam 00IIeCTBA U OPraHU3aAIIUH.

Pasnenenue u koonepauus Tpyza.

VMHTEHCUBHOCTH TpyAa U HOPMUPOBAHUE TPYAOBBIX IPOLIECCOB.
O YHKIIMOHAIBHO-CTOMMOCTHOM aHaJIu3 TPYI0BOU JAEATEIHHOCTH.
CounanbHas MONUTHKA OPTAHU3ALNH.

Onenka 3pPpeKTUBHOCTH U TPOU3BOAUTEIILHOCTH Tpya.

4. MeHeaKMEHT

KoHmenmuu cucTeMbl MEHEKMEHTA.

Nudpactpykrypa MeHEHDKMEHTA.

OyHKIIUY MEHEHPKMEHTA U UX COJIepKAHUE.

OpraHuzaimoHHbIe CTPYKTYPHI YIIPABICHUS U OCOOCHHOCTU WX TTPOCKTHUPOBAHUS
B KaJpoBoO# cdepe.
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MonenupoBaHue cuTyanuii U pa3paboTka peleHnii B 0071acT KaIpOBOTro
MEHEKMEHTA.
ObecrieueHue ¥ KOHTPOJIb UCIIOJIHEHUS KaJPOBBIX PEIICHU.

5. ApxuBoBeeHHe

Opranu3zanus J0KyMEHTOB B npesenax ApxuBHoro ¢ponja Poccuiickoi
®enepanuu (nepsblii ypoBeHb). Knaccudukanus. Cucrematuzanus. ['ocyaapcTBeHHas
yacTh ApxuBHoro ¢onaa P®. Herocynapcreennas yacts ApxuBHoro (onyga PO.
Jeno3utym.

Opranu3aius JOKyMEHTOB B IIpe/iesiaX apXuBOB (BTOPOU ypoBeHb). Buabl padot
o ¢poraupoBanuto. OnpenencHue rpaHul] apxuBHoro Gpouga. Onpenenenue GOHIOBON
MPUHAAJIEKHOCTH IOKYMEHTOB.

Opranu3aius JOKyMEHTOB B Ipe/ieNiax apXuBHOTO (oH/a (TPETHIl yPOBEHB ).
OcHoBHBIE K1acCU(UKALMOHHbBIE PU3HAKU. BTOpOCTENeHHbIE KiTacCCU(PUKALIMOHHBIE
npu3Haku. OObeIMHEHHBIN apXUBHBIIA PoHI. POPMBI KIIACCUDHUKATUMOHHBIX CXEM.
Crioco0bl opraHu3anuy JOKyMEHTOB apXUBHOTO (POH[A.

KomnekToBanue apxuBoB JoKyMeHTaMu ApxuBHOTo (oHna Poccuiickoit
denepanny U ApyruMu apXUBHBIMU JOKyMEeHTaMu. [IOHATHE O KOMIIJIEKTOBAHHH.
KommekroBanue. Panr apxua. Tun apxusa. Busibl paboT 0 KOMIUIEKTOBAHHUIO.
OmnpeneneHne NCTOYHUKOB KOMIUIEKTOBaHUsA. OpraHu3anus KOMIIEKTOBAHMUS.
KoMmIuiekTtoBanue TOKyMEHTaMU POCCUKMCKOTO MPOUCXOKACHUS.

OKcnepTh3a IIEHHOCTH T0KyMEeHTOB. [1oHsTHE 00 SKCIIepTH3€ LICHHOCTH
nokymMeHTOB. Kputepun skcrepTu3bl HEHHOCTH JOKYMEHTOB. DKCIEPTH3a [IEHHOCTH
JOKYMEHTOB 10 nepedHsiM. OTOOp Ha XpaHEHUE YHUKAJIBHBIX U 0CO00 EHHBIX
NOoKyMeHTOB. OpraHu3aius NpoBEAEHUS IKCIIEPTU3bI IIEHHOCTH JJOKYMEHTOB.

[TonsiTue 00 onMcaHUM JOKYMEHTOB U JEl.

Onucu aein, JOKYyMEHTOB. MeToAMKa COCTABJICHMS ONKUCH U UTOTOBBIX 3aITUCEH.
Meroanka COCTaBI€HHs CIPABOYHOTrO anmapara K OIMUCH.

6. [Icuxosnorusi 06pa3zoBaHus

[Icuxonoruyeckue TUIBI TMYHOCTH.

WHTEeNnneKT coTpyIHIKa, KaK HHCTPYMEHT MOTUBALIMU MEepCOHaa.

[Icuxonorust MOTUBOB TaJaHTIIMBBIX COTPYIHUKOB.

[Icuxonorust U HeMaTepuaabHasi MOTUBALUS.

BospacTt coTpyaHuka kak (akTop MOTHBAIMH [IEpCOHAIA.

[TomoBast mpruHAIJIEKHOCTH KaK MOTUBATOP TMEPCOHANIA.

OO0pa3oBaHue KaK MOTUBALIMOHHBIN (aKTOP.

HuTepBhIONpOBaHNE, aHKETUPOBAHKE, TECTUPOBAHHUE, KAK METOJ BHISIBIICHUS
MOTPEOHOCTEHM COTPYAHUKOB.

7. Opranu3anuoHHOe MoBeeHne

Teopuu noBeieHUS YETOBEKA B OpraHU3alluH.
KoMMyHUKaTUBHOE U TPYI0BOE MTOBEICHUE.
JlnHaMuKa rpynil u JIIepCTBoO.
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Crtunu ynpaieHus.
OpraHu3alMOHHbIE OTHOIIEHUS HA IPEANPUSATHN.

8. Cucrembl NpodecCHOHAIBHBIX CTAHAAPTOB U CepTH(UKANMS NEPCOHAA
[Tonsarue npodeccuoHanbHOTO cTaHAapTa (KBaTU(OUKAIIMOHHBIX TpeOOBaHUI).
TexHonoruu ceprudukayu nepcoHaia U uxX CoaepKaHue.

9. MapkeTHuHr nepconajia. TeXHOJOrMH peKPyYTHHIa MEPCOHAJIA

CyIHOCTb, IPUHIMIIBI U PYHKIIMA MAapKETHHIa IIEpCOHAIA.

[ToHsiTHE M coaEpKaHKE MapKETHHTIA [IEPCOHAIA.

PekpyT™MeHT: moHsTHE, KIaCCUPHUKAIUA U COAepKaHNE PAOOTHI.

Onucanue BaKaHTHOM JTOJPKHOCTH M OLIEHKA MEPCIIEKTUBHOCTH BaKAHCHH.

BHyTpeHHME NCTOYHUKH HAMMA.

PaboTa ¢ kaApOBbIMU areHTCTBaMH M CIIyKOaMH 3aHATOCTH.

OcobOeHHocTu paboThI cO cpencTBaMu MaccoBoi nH(opmanuu (MuTepHer, kak
CPEICTBO MMOMCKA NOTEHIIUAIBHBIX KaHIUAATOB (paboTa ¢ pe3rome).

Opranu3zanus cBsizei ¢ yueOHbBIMU 3aBEICHUSIMHU.

OpraHn3anus KOHKYpCOB Ha 3aMELICHUE BAKAHTHOM JOJDKHOCTH.

KOHTaKTBI ¢ IPETEHIEHTaMHU.

10. OneHka u aTTecTalus NepcoHasaa

[IpaBOBBIC OCHOBBI MPOBEICHUS ATTECTAIIUU B YCIOBUSX PHIHOYHBIX OTHOIICHHI.

CocraBnenue u opopMICHUE aTTECTAIIMOHHBIX TOKYMEHTOB.

OpraHuzarus ¥ IpOBEICHNUE 3aCeTaHN aTTeCTAIIMOHHON KOMUCCHH.

Orenka Tpy1a 1 0COOEHHOCTH €€ MPUMEHEHHUS B X0 MPOBEICHUS
aTTECTAIMOHHBIX TPOIEAYD.

11. Oniata u CTUMYJIMPOBAHNE TPYAA

3apaboTHas TUIaTa Kak YKOHOMHUYECKasi KaTerOpHsl.

CucrteMmsbl OIIaThl TPyAa U UX KiIaccuduUKaIius.

JIbroThl 1 KOMIIEHCAIIUU pa0OTHUKAM, 3aHITHIM B HEOJIArOMPUSATHBIX YCIOBUIX
Tpyaa.

[IpemuanbHasi cucTemMa U 0COOEHHOCTH €€ Pa3pabOTKH B YCIOBUSX PHIHOYHBIX
OTHOLICHUM.

Jlpyrue noonipuTenbHble BBIIUIATH U OOHYCHI.

12. TpynoBoe npaso

HopMmaTtuBHbIE TPaBOBBIE aKThl, PETYJIUPYIOIINE TPYI0BbIE OTHOIIIEHUS B
OpraHHU3aLHH.

TpynoBo# JOTOBOP: MOPSAOK 3AKIIFOUECHUS, U3MEHEHUS U PACTOPKEHUS.

Pabouee BpeMst 1 BpeMs oTabixa. OTmycka.

TpynaoBoy pacnopsIoK U JUCUUIUIMHA TPYAA.

Oco0eHHOCTH PEeTyIMPOBAHUS TPY/Ia OTIAEITBHBIX KATETOPH pAOOTHUKOB.
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TpynoBbie KOHYIUKTHI U CIIOPHI: MOPSIOK UX pa3pelieHus: B IPOU3BOJCTBEHHON
IIPAKTHKE.

13. 3akoHoaaTe/IbHbIE 1 HOPMATUBHBIE PaBOBbIe aKThI Poccuiickoi
Denepannu B cpepe JOKYMEHTALNOHHOIO o0ecnevyeHusl yIpaBJIeHUsA

HopmatuBHbie nokymeHThl. DenepanbHbie 3aKk0Hbl. HOpMaTUBHBIE aKThI
[Ipesunenta u [IpaBurensctBa P®. JlokymeHTHI (heepaabHBIX OPraHOB
ucrnonHutensHol Biactu. ['OCThI.

14. BymaxkHbIil JOKYMEHTO000pPOT

[Tonsitue noxymenrta. Krnaccuduxamus mokymeHToB. DyHKIUU JOKYMEHTA.
OdopmneHre JOKYMEHTOB, PEKBU3UTHI JIOKyMEHTOB. PeKBHU3UTBI JOKyMEHTA.
IOpunnueckas cuna nokymeHnra. ®axcumunne. HakazaHus 3a NMOJAENIKY JTOKYMEHTOB.
VYrpo3pl 0e30macHOCTH  JAOKYMEHTOB. MeTonbl 3alMThl OyMaKHbIX JOKYMEHTOB.
JlokymentoBeaenue. Jlokymenroobopot. Ciayxoba JIOVY.

WucTpykuus no aenonpousBoAcTBy. [loncuer oo0beMa JOKyMeHTO0O0pOTA.

15. D1eKTpOHHBIIT JOKYMEHT0000POT

Hcropus n onpenenenue. FOpuanyeckas cuiia 3J€KTPOHHOTO JOKyMeHTa. MeTo1bl
3aIIUTHI 3JIEKTPOHHOIO JOKYMEHTa. DJIEKTpOHHas noanuck. IOpuanueckas cuna OII.
Atakun Ha OII. Dnektponusiii gokymeHtoobopor (30). Cucrema 3IEKTPOHHOTO
nokymeHntoobopota. Buger C3/]0. Cucremsl Aenonpou3BOACTBA. DJIEKTPOHHbBIC
apxuBbl. Workflow-cucremsr. Kowmrmuiekcubie wmn ECM-cuctembr. Poymmar. Kak
IPOUCXOANUT B3aUMOEHCTBHE B POYMHHIE. YTpo3bl MH(POPMALIMOHHONW O€30MacHOCTH
C310. Pasrpannuenue mpas goctyna B C3/10.

16. lokyMeHTHpPOBaHHE YNIPABJIEHYECKOH 1esITeJIbHOCTH

CocTaB peKBU3UTOB JOKYMEHTOB.

[TpaBuiia opopmiieHUsI PEKBU3UTOB JOKYMEHTOB.

«I'epd» (I'ocynapctBennslii rep0d Poccuiickoit ®epepauuu, repd cyObekTa
Poccuiickoit @enepanuu, repod (repaibIudecKuil 3HaK) MyHUIIUTTAILHOTO 00pa30BaHuUs)
(pexBuzur 01).

«OMmbnema» (pexBu3ut 02).

«ToBapHblii 3HaK (3HaK 00cmyxuBaHus)» (pekBU3UT 03).

«Koxa dhopmel tokymeHTay (pekBu3uT 04).

«HaumenoBanue opranuzauum» (pekBusur 05).

«HauMeHoBaHuE CTPYKTYpHOTO nojpasaesieHus» (pekBu3ut 06).

«HauMeHoBaHuE JOKHOCTHU JUlla — aBTOpa AJOKyMeHTa» (pekBu3ut 07).

«CmpaBouHbIe TaHHBIE 00 opranu3arumy (pekBu3uT 08).

«HaumMeHnoBanue Bua 1okyMeHTa» (pekBu3uT 09).

«Jlata noxkymenTay (pekBu3ut 10).

«PeructpanmoHHbIil HOMEP TOKYMEHTa» (peKBU3UT 11).

«CcpllIKa Ha PErUCTPALIMOHHBIN HOMEP U 1aTy JOKYMEHTa» (PEKBU3HT 12).

«MecTo cocTaBieHMs WK U3IaHUSI IOKYMEHTa» (peKBU3UT 13).
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«I'pu¢ orpanmuenus 10CTyna K JOKyMEHTY» (PEKBU3UT 14).
«Anpecat» (pexkBu3uT 15).

«I'pud yTBEepKIeHUS TOKYMEHTa» (PEKBU3UT 16).
«3aroJIoBOK K TEKCTy» (pekBu3ut 17).

«Teker nokymMeHTa» (pekBU3HT 18).

«OTMeTKa 0 IPUJIOKEHUN» (peKBU3UT 19).

«I'pud cormacoBanus 1okymMeHTa» (pekBU3UT 20).

«Buza» (pexBu3ut 21).

«IToamucey (pekBU3UT 22).

«OTtMeTKa 00 3IEKTPOHHON TTOATHCH (PEKBH3UT 23).
«ITeyaTtp» (pexBU3UT 24).

«OTtMeTKa 00 UCTIOTHUTENE)» (PEKBUBHT 25).

«OTMeTKa 0 3aBepEHUH KOMTUN» (PEKBU3UT 26).

«OTMeTKa 0 MOCTYIUIEHUH JOKYMEHTa» (PEKBU3UT 27).
«Pe3omonusy» (pekBU3UT 28).

«OTMeTKa 0 KOHTpoJIie» (PeKBU3UT 29).

«OTMeTKa 0 HaMpaBJIeHUU JOKYMEHTa B 1e710» (pekBU3UT 30).
TpeboBanus K OJIaHKaM JIOKYMEHTOB.

17. CocraBiieHue u 0(popM/IeHHE OCHOBHBIX BH/I0B IOKYMEHTOB

Opranuzannonssie 10KyMeHTHI. [lonoxenue. [IpaBuna. MHCTpyKIHS.

Pacniopsaurensabie JOKyMeHThI. Pacniopsikenue. [lpukas. Pemenue.

NHpopmManmoHHO-CIIpaBOYHbIE JOKYMEHTBI. AKT. 3asiBIeHUE. 3alHCKU.
Cny>xeOnblie nuchMa. [loBectka qust. [Iporokon. Cnpaska.

18. HopmaTuBHO-nipaBoBoOe o0ecnevyeHue KaAPoBOro AeJ10IMPoON3BOACTBA

O0630p OCHOBHBIX HOPMATUBHO-TIPABOBHIX TOKYMEHTOB B KaJIpOBOMA
JEJOMPOU3BOACTBE

['maBHBIN TOKYMEHT

[To Tpy10BBIM KHUXKKAM U KaJIpOBOMY JICJIONPOU3BOJICTBY

O nepcoHaabHBIX JaHHBIX 1 KOMMEPUECKOU TaliHe paboTomaTesns

OO0 oTIrycKax M Ipyrux BUAaX BPEMEHU OTbIXa

O pabouem BpeMeHH

O KOMaHAMPOBKAX

OO0 omutare Tpyjaa, CpeIHEN 3apabOTHOM mIaTe

O MarepuranbHON OTBETCTBEHHOCTH

OO0 apxuBHOI1 paboTe

O IOKHOCTHBIX 00s13aHHOCTSIX

O BOMHCKOM y4€T€ B OpraHu3aluu

O BOMHCKOM yuere

O 3ansTOCTH
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O paboTHUKAX, 3aHATHIX Ha TKENBIX paboTax, paboTax ¢ BPEAHBIMU U (MIJIH)
OTIACHBIMH YCJIOBUSIMU TPYAa, UMEIOUINX 0COOBIN XapakTep paboThl

O BaxTOBOIi pabote

O paborte KEeHILUH, JIUI] C CEMEHHBIMU 003aHHOCTAMU

O HecOoBepILIEHHOJIETHUX PaOOTHUKAX

O pabore pykoBoauTENEH

O paboTtHukax paiioHoB KpaiiHero ceBepa U npupaBHEHHBIX MECTHOCTEN

O MeIUUIMHCKUX pabOTHUKAX

O paboTHUKax TpaHCHIOpTa

O paboTHUKAaX — HHOCTpaHLaX

O nmposepkax ['ocTpyanHCIIEKINH, Cy1aX

[Tpodcoro3nbie opranu3anuy B TPYAOBBIX OTHOIICHHSIX

Oxpana Tpyaa

19. Opranusanusi KOHTPOJISI UCIIOJTHEHUsI, POPMHUPOBAHUSA, MCTIOJTHEHHUS U
XpaHeHus e

CocraBnenue HoMeHKIaTyphl nei. opmuposanue nen. [lopsanok opopmieHus
nen. [IlpoBeaenue skcnepTr3bl HEHHOCTU JOKyMeHTa. [loaroroBka u nepenayda
JIOKYMEHTOB B apXuB. M3roToBjeHNE CIIPaBOK U KOMUM TOKYMEHTOB. JIOKyMEHTHI
OTPaHUYECHHOTO JOCTYIIA.

Tema 20. /lesionpou3BoACTBO B KaJPOBOii cJIyK0e

OpraHu3aliMoHHO-TIPaBOBOE 00ECIIEYEHHE IEATEIbHOCTH KaPOBOM CITYKOBI.

JIoKkyMEeHTHpOBaHUE TPYIOBBIX IPABOOTHOILICHHM.

JInunble gena (J0Che) U TPYOBbIE KHUAKKHA PAOOTHUKOB OpPraHU3aIUH.

Oco0eHHOCTH BeACHUSI IEPEMUCKH O KaJpOBbIM BOIIPOCAM CO CTOPOHHUMHU
opranuzanusmMu. Peructpanus 1 KOHTPOJIb JOKYMEHTOB 00pa3yIoLuxcs B
JESITeIbHOCTH KaJIpOBOM CITyKOBI.

CoBpeMeHHbIE TEXHOJIOTUU (POPMUPOBAHUS HHPOPMALIMOHHO-CIIPABOYHOTO
anmapara.

Cucremarnszanus U XpaHEHHE KaIpOBBIX JOKYMEHTOB.

21. JTHKA M KYJbTYypa

NHnuBuayalibHBIM UMUK U CITyKeOHas sTuka. Pabodee mecto. TpeboBaHus k
BHEIIIHEMY BUJTY.

OTHKa 1e10Boro 001eHuss. OCHOBHbIE HOPMbI ATUKHU. OOIIEIPUHATHIEC ITUYECKUEC
MIPUHIIUIIBI JJIsl OpTraHU3alldi U 711 OTACNIBHBIX pyKoBoauTesei. [IpuBeTcTBUE 1
npencrasieHne. BusutHasa kaprouka. @akc. Tenekc.

Tenedonnsie neperoBopsl. Jlenosas 6ecena no tenedony. [Ipesenranus.
JlenoBoe MUChMO B YCIIOBUAX YHU(PUKAIIMK U TIpaBuja ero cocrabiienus. [IpaBuia
nenoBoro oomenus. OCHOBHBIE TIpaBuIia MPUBETCTBHUSA. OCHOBHBIC MPaBUJIa TIOBEICHUS
B CHCTEME «KOJUIera-Koyieray. Y peryinupoBanue konpaukra. KonbuaenuanpHas
uHdopmarus.

Opranuzaius ¥ IpoBeJICHNUE CITY>KEOHBIX 3aCEIaHUM.
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22. KaapoBblii aHaan3 (KaapoBbIid ayauT)

OCHOBHBIE MTOHATHS KaJPOBOT0 aHaIK3a (KaJpoBOIo ayJuTa) U OpraHu3aluOHHO-
IIpaBOBOE OOECIIeUeHNEe €ro MPOBEICHUS.

Bubl kanpoBoro aHanusa.

23. UH(dopManoHHbIEe TEXHOJOITHH YIIPABJIEHUS MEePCOHAIOM

Hanpasienus nHQpOpMAaTHU3aIUU KaIPOBOIl EATETLHOCTH.

OCHOBHBIE 3Tanbl U OPraHU3alNsS KOMIIBIOTEPHBIX HH(MOPMALMOHHBIX CHCTEM
yIPaBJICHUS IIEPCOHAIIOM .

[TakeThl MPUKIIAAHBIX TPOTPAMM IO YIPABICHUIO IEPCOHAIOM.

APM kaapoBoil CiryxOBbl.

WuTennextyanbHbie MHOOPMALIMOHHBIE TEXHOJOTMH W CHUCTEMBl MOJICPKKU
MPUHSATHIX KaJIPOBBIX PEIICHUH.

OIHEHOYHBIE MATEPHUAJIbBI

s mpoBeieHUsT UTOTOBOM aTTECTAIlMU UCHOJIb3YIOTCS OIIEHOYHBIE MaTepHUallbl,
BKJIFOYAIOIIINE TECTOBBIE 3a/IJaHUSI IO BCEM M3YUYECHHBIM JTUCIUILIMHAM.

TecToBple 3ajaHUsl MPEACTABISIOT COOOW BOMPOCHI C BBIOOPOM OTBETA,
COCTAaBJISIIOLIME HEOOXOIMMBIN U IOCTATOUYHBII MUHUMYM YCBOCHHUS 3HAHUN U YMEHUI B
COOTBETCTBUM C TpeOoBaHUSMU TMporpamMMmbl. K KakaomMy BOINpOCY MPUBOISTCS
BApUAHTBI OTBETOB, U3 KOTOPBIX OJUH MJIU HECKOJIbKO BAPUAHTOB OTBETA BEPHBIX.

Wtorosas arrectaiysi IpOBOJAUTCS B YCTAHOBJIEHHOM IMOPSKE aTTECTAMOHHBIMU
KOMHCCHUSAMH, CO3/]aBa€MbIMU B COOTBETCTBHM C JEHCTBYIOIIUMHU HOPMATUBHBIMU
aKTaMH.

Kpumepuu oyenxu mecmoeozo 3adanus:

O1ieHKa OCYIIECTBIISIETCS MO MATUOAJIIILHON CUCTEME:

- «OTJIMYHO» - B Clydae, eciu oOywaroutuiics nan Oosee 90% mpaBUIBHBIX
OTBETOB;

- «XOPOIIOY - B CiTy4ae, ecyiv oOydaroriuiics gan 6omiee 80% npaBHIbHBIX OTBETOB;

- YZIOBJICTBOPUTEIHHOY - BBICTABIIAETCS B ClIydae, €clii o0yJaronuiics aain oosee,
yeM 60% mpaBUIIbHBIX OTBETOB;

- «HEYJOBIIETBOPUTEIILHO» - BBICTABIIAECTCS B Cllydae, €clid oOydJarouiuiics aai
MeHee, ueM 60% MpaBUIbHBIX OTBETOB.

Pe3ynbTaThl KBaTU(OUKAIMOHHBIX UCIBITAHUN U PEIICHUE KOMUCCHH 3aHOCSITCS B
npotokos. Ha oCHOBaHMM TMPOTOKOJIA ATTECTAIlMOHHOM KOMHCCHHM BBITYCKHUKAM
BBIJIAETCA JOKYMEHT YCTaHOBJEHHOro oOpasla — AWIUIOM O MNpodheCCHOHAIBHOM
NepernoAroToBKe.

JlunaMm, HE MPOMIEAIINM UTOTOBOM aTTECTALIMM WJIMA TOJIYYHUBIIMM HAa UTOTOBOM
aTTeCTallMM HEYJIOBJIETBOPUTEIIbHBIC PE3YJIbTaThl, a TaKXe JIMIaM, OCBOMBIINM YacTh
MIPOTPaMMBbI BBIJIAETCS CTIPaBKa 00 O0YYEHUH WJIH O TIEpUOIe OOYUEHHUST YCTAHOBIEHHOTO
obpa3ria.
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METOJINYECKHUE MATEPHUAJIBI

YyebHo-MeToAMuUEeCKOe U MHGOPMAIIMOHHOE OO0ECIeUYeHHEe: JICKIIUMOHHBIM
MaTepHa, CIIMCOK JUTEPATYPHI.

YenoBuss s QYHKUMOHMPOBAHMS — DJIEKTPOHHOM  MH(OpPMALMOHHO-
oOpa3oBaTenbHON  Cpeabl: CcHCTeMa JAUCTAHIIMOHHOTO OOydYeHHsl, MOHOOJIOKH,
BBICOKOCKOPOCTHAsI BEIYMCIIUTENbHAS ceTh HTEepHET.

HOPMATUBHO-IIPABOBBIE AKTbI 1 CIIMCOK JIUTEPATYPbI

1. ®enepanbubiil 3akoH OT 30.12.2001r. Ne197-®3 «Tpynosoit Konexc POy;

2. ®enepanpabiii 3akoH PD ot 19.04.1991 Ne 1032-1 «O 3aHsATOCTH HACEICHHS B
Poccniickont @enepanun»;

3. 3axon Poccwuiickoit @eaeparuu ot 21.07.1993 Ne 5485-1 «O rocymapcTBeHHOM
TallHEe» ONpenesieT COCTaB HMH(OpMaluU, KOTOpask OTHOCUTCS K TOCYJIapCTBEHHOMN
TalHE;

4. ®enepanbubii 3akoH oT 27 wutons 2006 r. Ne 152-03 «O mepcoHaNbHBIX
JTAHHBIX Y,

5. ®enepanpubiii 3akoH OT 29.07.2004 r. Ne 98-D3 «O koMMepUeCKOM TaitHe,

6. ®enepanbHblil 3akoH «O0 nHpOpMaLUK, THPOPMATUOHHBIX TEXHOJIOTHUSX U O
3amute uHopmarum» Ne 149-03 ot 27.07.2006;

7. ®enepanbubiit 3akoH oT 22.10.2004 Ne 125-03 «O6 apxuBHOM Jielie B
Poccuiickoii @eaepannn», « OCHOBHBIMU MpaBUiIaMU PabOThI ApXUBOB OPraHU3ALIHI» ;

8. ®enepanbHbIiil 3ak0H OT 29.12.2012r. No273-D3 «O06 o6pa3oBaHun B
Poccniickont @enepanuny;

9. Ilpuxa3z MunucrepcTBa 00pa3oBanus u Hayku Poccuiickoit denepanuu ot
01.07.2013 r. Ne 499 «O06 yrBepxxknennn [lopsiaka opraHu3zanuu U OCyIIECTBICHUS
00pa3oBaTeNbHOMN IE€ATEILHOCTHU 10 JOTOJHUTEIBHBIM MPO(PECCUOHATBHBIM
nporpaMmmamy;

10. IIpuka3z MunucrepcTBa Tpyaa u corpanbHoi 3ammtel PO ot 09.03.2022 rona
Ne1091 «O0 yTBepxkaenuun nmpodeccuoHanbHoro cTanaapra «CrenuanucT 1o
yHIPaBICHUIO IEPCOHATIOM.
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