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1. O0mas xapakTepucTHKA NPOrpaMMel (MOSCHHTEILHAS 3A1THCKA)

1.1. O6ocnopanne akTyajabHOCTH M €C IPAKTHYECKON 3HAYUMOCTH

Jonommurensnas npodeccHonanbHas NporpaMMa NnoBeIICHEsS KBanndukanuu
«TpynoBbie OTHOWIEHHA H KaJAPOBBIH JAOKYMEHTOOOOPOT B 0Opa3sosarTeibHOM
opranusanun» (nance — I T1K) npeanasnavena Juis noBbINCHAA KBajnpHKaLmH
PYKOBOIAUTENEH W CHENMAJIMCTOB I0APa3Je/ICHH, OTBETCTBEHHBIX 34 BEJCHHC
JICJIONPOU3BOACTBA, B TOM qyHcIe cexpeTapei-/1eIoTpoH3BOINTeNeH
o0Opa3oBaTe/bHbIX OpraHM3aLHil.

AKTyaJlbHOCTE TpPOrpaMmsl oOyciioBjicHa HEOOXOAMMOCTBI COOTBETCTBHS
JIOJUKHOCTH  CEKpeTaps-Aeonpon3soauTens B o0pa3oBareibHON OpraHusaliuu.
Yipasnenue  kaapamMu B OpraHM3alMM  HEOpPepLbIBHO  CONPOBOKIACTCH
JIOKYMEHTaJIbHbIM O(hOpMIIEHHEM IIPHEMa, BHYTPEHHETO ITepeMEeLICHHs, 8 HHOT/Ia, |
YBOJIBHCHHA COTPYAHHMKOB. DJTO Npeanojiaraer, uro O(opMIeHHEe KaJpOBOi
JIOKYMCHTAllMH B COOTBETCTBHHM C JCHCTBYIOIMM 3aKOHOAATEABCTBOM JIOJDKEH
3aHHMATLCS J0CTATOYHO KOMIICTCHTHBIH COTPY/IHHK.

Hacrosmas [Ilporpamva paspaborana B COOTBCTCTBHH ¢ TpeboBaHMsMM,
H3JIOKCHHBIMM B!

B MdepepansHoM 3akone «O06 obpasosanuu B Poccuiickoit Mencpauun» ot
29.12.2012 Ne273 - @3.

. ®cpepasbioM  3akoHe  «O  NPOBEACHMM  OKCHEPUMEHTA 110
MCTIO/IL30BAHMIO AJICKTPOHHBIX JIOKYMEHTOB , CBA3aHHBIX ¢ paboroi» or 24.04.2020
Ne 122.

B I'ocypapcTsennoit nporpamme Poccmiickoit ®eepaunn  «Passurtue
oOpazoBanus», yTBepxAcHHOM mnocranonsienneMm Ilpasurensersa Poccuiickoit
®dejepannn o1 26 jexadps 2017 roga Nel642.

. Vkase [pesunenra Poccuiickoit Meaepaumun «O HAMOHAIBLHBIX 1EJISX
M CTpaTerMueckmx 3ajgavax passutua Poccmiickoit  Pejaepaumu  Ha nepuoj
710 2024 rona» or 7 mas 2018 rosia Ne204.

. Vkase Ilpesnaenrta Poccniickoit @epepauuu ot 21 miomsa 2020 r. Ne 474
«O HaumoHaNLHBIX 1eMsX pasBuThs Poccuiickoit ®exaepanmn Ha nepuoa ao 2030
rojian.

“ TpeOoBanusx K COACPKAHHIO JONOJHATEIBHBIX NPOGECCHOHANBHBIX
oOpa3oBaTesbHLIX NPOTPaMM, YTBEPXKACHHBIX NpHKasoM Munobpunayku Poccun ot
01.07.2013 Ne 499 «O0 yrsepxcnun [lopsjaxa opraHM3allHH # OCYLICCTBICHHSA
00pa3oBaTeNbHONH  JACATENBHOCTH IO  JIONOJHHUTENBHBIM  IIPO(ECCHOHAIBHBIM
NporpaMmamy,

. Ipuxaze Muntpyna Poccun or 14.05.2020 Ne240u «O0 yrsepxacHnun
[MonoxkeHuss © TNOPAAKEC NPOBEACHHA OIKCIEPHMEHTa [0  HCIHOJIb30BAHHIO
MEKTPOHHBIX JIOKYMEHTOB, CBA3aHHBIX ¢ paboTOM».

- Ipukase Munuctepcrsa odpasosanus ¥ Hayku PP o1 23.08.2017 Ne 816
«O6 yreepxennn Ilopsjka NpUMEHEHHS OPraHHU3AUMAMH, OCYIICCTBIAIOUIHMMH
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00pa30oBaTCibHYIO  ACATC/IBHOCTb, JIEKTPOHHOrO OO0YYeHHs, AMCTAHLMOHHBIX
oOpazoBaTeIbHLIX TEXHOJNIOTHI NpH pean3anyny 06pa3oBaTeNbHbIX POTPaMM»,

. Haunoranenom crangapre P® I'OCT P 7.0.100-2018 «Cucrema
CTaHAapTOB 10 wuHpOpManuH, OHOIMOTECYHOMY M M3JIATENLCKOMY  JICITY.
bubmorpaduueckas 3anucek, bubimorpaduueckoe onmcanune. Odume tpebosanus u
MpaBHIIA COCTABJICHU.

“ ITncema Munncrepersa obpazosanus n nayku PO or 22.04.2015 Ne BK-
1032/06 «0O HanpaBieHMH METOAMYECKHX pEKOMEHJaumii 10 paspaborke
JIOTIONTHHTEbHBIX NPOQECCHOHANBHBIX NPOrpaMM Ha OCHOBE NPOQECCHOHAIBHBIX
CTaHIapTOBY.

@ ITucema Munncrepersa obpasosanust 1 Hayku Poccuiickoit Mepepainn
or 21 anpens 2015 r. Ne BK-1013/06 «O nanpapicHuu METOAMHUCCKHUX PEKOMCH AL
110 pealM3alMH AOTOMTHHTENLHBIX MPO(YECCHOHAIBLHAIX NPOrpaMMy.

. Ilpnkaza MuHHCTEpCTBA TPy/Zla M COLMANLHOIO pa3sutus Poccuiickoii
denepanyun oT 15 HIOHA 2020 r. Ne 333n
«O06  yreepxkacauu  [Ipodeccnonanbhoro  cranpapra «Chnemmanucr 1o
OpPraHM3alMOHHOMY M JIOKYMEHTAIlHOHHOMY  OOECHCHCHHIO  YIpaBJICHHS
OpraHu3almei».

® [Ipukazom PesrepasibHOTO apXUBHOIO areHTcTsa o1 22 Mas 2019 r. Ne 71
"O6 yrBepxiennn IlpaBun 1€10npOH3BOICTBA B rOCYIaPCTBCHHLIX OpraHax, OpraHax
MECTHOI'O caMOyIipaBJicHuA".

o Ycrasa MucTuryTa.

. [Tonoxkenuss o paspaboTke JONOTHHTEILHBLIX NPOdECCHOHANIBHBIX
nporpaMM (NOBLILEHUS KBaM(puKaum ¥ npoeCCHOHAILHOMM 1IEPETIOATOTOBKH).

B coorserctBun ¢ Ykasom [Ipesnnenta P® ot 9 mas 2017 ropa Ne 203 «O
Crparernn paisurus mHpopmanmonHoro obumecrsa B Poccuiickoii ®ejepauun Ha
2017 - 2030 roap» mepes coBpeMEHHBIM 00mEeCTBOM 1 00pa30BaHHEM B TOM YHCIIe,
CTOMT 33/1aYa BHEJPEHUS B XKHU3Hb OPraHU3alMil 3JICKTPOHHOIO JA0KYMEHTO000pOTa, B
TOM HHUCIIC, 10 KaapoBbiM BonpocaM. B nagane 2020 roga scTynuiau B cuily nepebie
H3MEHCHHA B 3aKOHOJATENILCTBO B 0ONacTH uM(POBH3AIMM KaJpOBOIO JIc/ia, B
pesyiabTare KOTOPhIX B POCCHHCKYIO ACHCTBHTCIBHOCTh BONUIO TAaKOE NOHATHE KAk
CKTPOHHAA TpyAoBas kuwkka. Cnemyiomum >STamoM Ha nyTH 1udpoBH3almH
KaZipoBOro JOKYMEHTOOOOPOTA 3aIUIAHHUPOBAH NEPeBOA ¢ Oymarm Ha JICKTPOHHBIC
HOCHUTEJIM BCEX JIOKYMEHTOB, CBS3aHHBIX ¢ paboTOH, B TOM YHCIIE, IPEATIONaralommx
npocrapienue paboTHMKOM cBocH noamucH. 3aMeHa OyMaxXHONo KaJpoBOIo
JAOKYMEHTOO00pOTa  2NEKTPOHHBIM  OTBevacT  TpeboBaHMAM  COBPEMCHHOM
JACHCTBHTC/IBHOCTH:  MHOTHME  OpraHM3alluM  yXE€  BeAYT  JICKTPOHHBIH
JOKYMEHTOOOOPOT B HaCTH TeX JJOKYMEHTOB, B OTHOLIECHHH KOTOPBIX 3TO A0ITyCKACTCA
JICHCTBYIOIIMM  3aKOHOJATCNILCTBOM.  BHC 3aBHCHMOCTH OT MeToja paboTsl
OTACHBHEIX COTPYAHHUKOB Y JICKTPOHHOIO JOKYMEHTO00OpOTA Macca HEOCHOPHUMBIX
IIPEMMYIIECTB: OH SKOHOMMT BPEMs, Tpy/03aTpaThl, Oymary, 0(pHCHOE NPOCTPAaHCTBO,
IOBHIIIAET 1IPO3PAYHOCTh KAJAPOBOro AOKYMEHTO0OOpOTa, 06ecneYHBaeT 3aunTy oT



(panbcudukaumn JOKyMCHTOB M MX JYYIIYK COXPaHHOCTL, OOierdaer M yckopsier
JIOCTYTI K apXHBY.

IIponeccnt wdposoi Tpanchopmaumu B oOpa3oBaHMH, C OJHON CTOPOHBI,
o0ecrnicyMBalOT 3HAYMTEIBHOC PpaclIHMpeHHe O00pa30oBaTENBHOIO IPOCTPAHCTBA,
MPEAOCTABJISAIOT HOBBIE BO3MOXKHOCTH JUIl  YCHEIIHOrO HedopMaibHOro |
uHpopmanbHOTro 00pazoBanus, HO, C APYroH CTOPOHEI, TPeDYIOT CO3/1aHMs H PA3BUTHS
HOBBIX (POPM cOnpoBOXKJICHHA OOyualommxcs pabOTHMKOB CHCTEMbl 0Opa3oBaHMs,
TAKHX KaK KOHCY/IbTALMOHHAS IIOJUIEPKKa 1PH BO3HMKHOBCHHMM 3aTPYAHCHMI NpH
OCBOCHMH TEX WJIH HHBIX 35icMeHTOB coacpxkanns JIITI.

1.2. Lless 1 3aa9H peasiM3aiuy MpOrpaMMsl

Ilens  peanmsanmm  JONOMHUTENBHON  NpodeCcCHOHANBHOM  NPOrpaMMEb]
nossimcHUA KBanubukauu « TpyaoBeie OTHOIEHHS B KaJIPOBLIi JOKYMEHTOO00pOT
B 00pa3oBaTeIbHOH OpPraHM3allMM» HANpaBJIeHA HAa COBEPIIEHCTBOBAHHME M
OBJIAICHHE CJIYILATE/IIMH KYPCOB HOBBIMHM KOMIIETEHLMAMH, HCOOXOAMMBIMH JUIs
npodeccHoHaNbHOW  JISATCIILHOCTH  PYKOBOAMTEJICH H CIEIHAIHCTOB
110/[pa3/ie/ICHNi, OTBETCTBCHHBIX 3a BCACHHUC JICJIOTIPOM3BOJACTBA, B TOM HHCIEC
CeKpeTapeii-1c0npOn3BOAHTEIICH obpasoBarenbHBIX OpraHu3aluii, s
opranusainy Q@PEKTHBHONO KaJpOBOrO JACJOIPOH3BOACTBA B COOTBETCTBMM C
HOPMaMH H 3akoHaMH P® u juis BHEAPEHHE JYYIIMX TEXHHYECKHX pa3pabOToK M
HOBEHIIMX TEXHOJIOrHH B obecneyeHue AeN0oNnpon3BoACTBA OpraHu3aLyeH.

B xoze peanmzanum J0N0IHATENRHON npodeccuonanbioi 00pa3oBaTciabHOMN
IPOrpaMMbl IIPEAYCMAaTPUBACTCS PCIICHHUE 3a/1a4, HANpaBJICHHbIX Ha GOPMHPOBAHHE
3HaHMH M HABBIKOB TIO BOIPOCAM TNPHMCHECHHSA TPYAOBOIO 3aKOHOAATE/ILCTBA,
BEJICHHA KaJpOBOIo AEJONPOH3BOACTBEA, obecneucHHs JOKyMeHTO060pOTa 110 yUeTy
H JABHKCHHIO KaJpoOB, aJMHHHCTPHPOBAHHIO [OKYMEHTOOOOpOTa, a Tak ke
paKTHYECKas NOArOTOBKA IS BRIMOJHEHMs paboT mno paspaboTke JOKaNbHBIX
HOPMATUBHBIX AKTOB OpraHusaumu, rpaduky AoKyMeHTOO0OpOTa, 10 BCACHHIO
JIOKYMEHTOOOOPOTA TP IIPHEME H YBOJIBHCHHH, IPEAOCTaB/ICHHH OTITYCKOB,  TAKXKe
110 MOATOTOBKE OTYETHOMH M CTaTHCTHYECKOH HH(OpMaLHK NO Kajpam.

1.3. Ilnanupyemsie pe3yiabTaTsl O0y4eHHs

Hmeromasics kpanubukaums (TpeboBanus k caymarensMm): Cpesnee
npodeccuonansHoe obpasosanie (HenpoduIbHOE) - IPOrpaMMbl NOArOTOBKH CIICIHAIHCTOR
CpeAHero 38¢Ha M JIONOIHHTENbHOE npodecCHOHANbHOE 00pasoBaHHE 10 JAONOMHATENLHBIM
npohECCHORAILHBIM MTPOTPAMMAM NPOPECCHOHANLHOIN NEPENnoOArOTOBKH 110 MPOGHIIO
JICATEIbHOCTH

Buaer IIpodeccnonans | IlpaxTnueckuii | YMenus 3uanus
JICATENIBHOCT | HBIE OIBIT

n KOMIICTCHIIHH

BJ1I MK 1.1. Cocrasnenme 1 | Ocymecreaats | Hopmatususie
Jloxkymenraumno | CniocodnocTs otopmnenue pabory ¢ MPaBoOBLIC AKTHI
HHOE HCIOIB30BATH YIPaBACHYECKOH | HHPOPMAIMOHH | H HOPMATHBHO-




obecneuenue ABTOMATH3HPOBAHH | JOKYMEHTALMHU C | BIMM CHCTEMAMH | MCTOJHYECKHE
NEATCABHOCTH | BIC CHCTEMBI yucTa, | Hcnoab3opanueM | 1 Gasamu JIOKYMEHTHI,
OpraHu3aiHu PEruCTpaIuH, aBTOMATH3MPOBA | JIAHHEIX 1O onpejessIonme
KOHTPOJS H HHOM CHCTEMbI. | BCACHHIO Y4€Ta | [IOPAAOK
uHpopmannonno- | Odopmienne M JIBHKCHHS JNOKYMEHTAUHOH
CIIPABOYHBIC AOKYMCHTOB B KaJpoB, a TaKkKe | HOI'o
CHUCTEMBI TIPH COOTBCTCTBHH C 10 BCACHHIO obecrieuenns
pabote ¢ TpeboBanmaMi CTATHCTHHECKON | ynpasnenus.
JIOKYMEHTaMH TpyAoBoro H OTYCTHOI OcHosbl
OpraHU3aLHn 3aKOHOJIATCIIRCTEA | yydhopmaimu. JloKymMeHTo060p
Poccuiickoii oTa M
Dencpaui 1 JIOKYMEHTaLHOH
JIOKAMLHEIMH HOT®
AT obecrnieyenns.
aKTamMH
Opranu3almm.
BJI2 NnK 1.1 Ocymecranenne | Ilpumensts Texuonorun,
Opranmzammon | CnocobHOCTH cbopa, COBPCMCHHBIE METO/IbI H
HOE, HCIOJIBE30BaTh obpaboTku 1 HHPOPMALHOHH | MCTOAHKH
JAOKYMCHTAITHOH | COBPEMEHHEIE aHAIH3a o- NPOBE/IEHHA
HOC M undopmanonno- | nHGoOpMaLHH B KOMMYHHKAIHO | aHanusa u
WHQOPMAIMOHH | KOMMYHHKAIIMOHH | COOTBETCTBHM C | HHBIC CHCTeMaTH3AIMH
oe obecrnieuenne | Ke TEXHONOTHH, TpeOOBaHHAMH TEXHOJIOTHH 115 | IOKYMEHTOB H
JICATENILHOCTH MeTO/B! OOYICHHA | KPaTKOCTH, paborsi ¢ HHdopMaLHK No
PYKOBOAHTCHS | B 4eTKOCTH JAOKYMEHTAMH, B | BEJICHHIO yyeTa
OpraHu3anmH. npodeccHoRANBLHO | GOPMYJIMPOBOK, | TOM YMCIC AI8 | M JIBHKCHHIO
it e TeNbHOCTH CBOEBPEMCHHOCT | €€ ONTUMM3ALMH | KaJIPOB, a TAKIKC
cexperapsa 00, H NOCTYIUICHHS, | ¥ MOBBLIIICHUS 110 BEAEHHIO
TOYHOCTH H apdekTHBHOCTH | CTATHCTHYECKOH
JIOCTOBEPHOCTH, H OTHETHOMH
ONTHMANILHOCTH uHpopmaLuu.
CHCTEMATH3AIIHH,
HEnpepbLIBHOCTH
cbopa u
obpaborku
HHOOpMALIHH
Obmme komnerenwy (Mpy HAJTMYHK)

1.4. llenesas ayiuropus (KOHTHHICHT CIymaTesei)

JlonomauTensuas npodeccuoHanbHAas 1IporpaMMa IOBLIICHUS KBaJMpHUKaIMy
«TpynoBble OTHOWICHHMS M KaJpoOBbIH JOKyMeHTOO0OpOT B 0OpasoBaTeibHOM
opraumsaium (aance — I I1K) npeanasnavena ;uis noselmeHns KBaingukanun
PYKOBOJMTENCH M CHCHHAJIMCTOB MOJAPA3JCICHHH, OTBETCTBEHHBIX 3a BEACHHC

ACHONPOHU3BOACTRA, B

oOpa3zoBaTenbHbIX OpraHU3alMii.

TOM

"qHCHIC

CeKpeTapei-AesIonpOn3BOANTEICH




1.5. TpynoemkocTs obyucHHs

ITporpamMma uMeeT MOAYJIBHYIO CTPYKTYPY: MHBapHAHTHBIH MOYITb «OCHOBBI
saxoHozarenscTBa PO B cucreme KagpoBoro aesonpoussoacTsa» (12 yacos) u asyx

BapHATHBHBIX MOAYJICH (110 12 9acoB Kax/iblil), OTpakalonmx cneun(pHKy 3asBICHHOMH
TEMBL.

O0nem nporpammei: 36 4acos.
Pexxum 3ansTuii: 8 yacos.

dopma 3aHs TN O6nem (vac)
JICKIIMOHHBIX 3aHATHII (BCEro) 10
JIGKITHOHHBIX 3aHATHH (JAMCTAHLMOHHO) |2
JIeKIMOHHBIX 3aHATHI (ayAHTOPHBIX) 8
IIpakruyeckux 3auaTnii (Bcero) 26
[TpakTHYECKHX 3aHATHH 10
(AMCTAHIIMOHHO)

ITpakTryeckux 3ausTuii (ayauropusix) | 16

O6umit o6sem JI1IT ITK 36

1.6. ®opma oOyuenus: 04HO-3a04HasA, C MCIOAL30BAHHEM JIMCTAHIIMOHHBIX
00pa3oBaTeIbHBIX TEXHOMOIHI W/HIH SJIEKTPOHHOIO 00yUYeHus!.



2. Conepkanue nNporpamMmbi

2.1. YyeOunlii nuian I0n0IHUTENBHON MPO(ECCHOHAIBHOH IPOIPaMMB]
NOBbILICHAA KBamnpuKamuu

«TpynoBsie OTHOIICHHS M KaJPOBBIH JOKYMEHTOO00POT B 06pa3zoBaTebHOM
OpraHu3aumn»

Uncruryr passurus obpazosanns KpacHoaapckoro kpas
kadenpa ynpasncuns 00pa3oBaTeIbHBIMH CHCTEMaMH,

Llems o6yuenns no JTIIT ITK: coBepumieHCTBOBAaHME M OBNIAJIEHHE CIIYIIATE/ISIMU
KYPCOB HOBBIMH KOMIICTCHLUMAMH, HEOOXOAMMBIMHM JUIs  1pO()eCCHOHANBHOI
JACATCIIBHOCTH PYKOBOJAHTEJICH H CIICIHAJMCTOB MOJIPa3/e/ieHHH, OTBCTCTBEHHBIX 34
BEJCHHE JICJIONPOM3BOACTBA, B TOM HYHCIIE CEKpeTapeii-AeNolpOr3BOANTCIICH
oOpaszoBaTeNbHBIX OpraHu3alMi, Ui opranusauuy PPEKTHBHOIO KajapoBOro
JIENIONPOU3BOJICTBA B COOTBETCTBUU C HOPMAMH M 3akoHaMH P® M juis BHeapeHue
JAYYIIHX TEXHHYECKMX pa3paboToKk M HOBEHIIMX TeXHOJIOrHH B obecneuchue
AENONPON3BOACTBA OpraHU3alHeH.

Kareropusi o0y4alommxcs: pyKOBOAMTENH M CHELMAIHCTHI NOAPA3ACICHHI,
OTBETCTBCHHBIX 34 BCHACHHUC JICNONPOM3BOJCTBA, B TOM WYHUCIE CeKperapei-
JCIOTIPOU3BOANTEICH 00pa30BaTe/ILHBIX OpraHu3alHii.

IposomxurensHoCTs 00yueHus: 36 Hacos.

®opma 0O0yueHMs: OYHO-3a04YHAs, C HCHOJL30BAHHEM JAHCTAHIMOHHBIX
00pa30BaTeNBHBIX TEXHOJNOTHIT W/H/IH 3NIEKTPOHHOTO 00yUeHus!.

Pesxxum 3ausThit: 8 yacos.

B Tom uncne
11O BHJ1aM 3aHATHI &
ﬁn ;l:auntszgsauuc monyneil M % E o —
g g =
e = § é
& § g E S
8 = = S« §
HusapuanTsit MOIyIh
Paznen OcHosnr | 12 2 10 12 Tecr
jakoHozareNseTBa PD B
cHeTeMe KaJIpoBOIo
JICJIONIPOM3BOJICTRA,
Bcero: 12 2 10 12
BapnaTneusiii MOxynb
2. | Pasgen 2. Ipasoroe | 12 4 8 Konrponshoe
peryMpoBanue TPYAOBBIX 3aJlaHne
OTHOLICHHH, M3MCHEHHA B
JAKOHOAATENILCTRE M TOPSANOK
MX [IPHAMCHEHHA.




3. |Pasmen 3. Asrtomarmsamma |12 |4 8 KonTtponstoe
JIOKYMEHTAIHOHHOTO 3aaHne
obecrievyenns. DNCKTPOHHKIH
JOKYMEHTOO00POT.

Beero: 24 8 16
Hroro: 36 10 |26 12
3aseayrommii kKadeapoii ynparieHus
oOpa3soBare/ibHBIMH CHCTEMaMH ; é %e Jusinosa C.A.

2.2. YyeOHo-TeMaTHYECKHH TUIaH JONOJIHATEIbHOH NPO(ECCHOHANLHOM
IPOrpaMMbl MOBBILICHHUE KBATH()HUKALHH

«TpyJlOBbIC OTHOIICHHS H KaJPOBBIH JIOKyMEHTO000pOT B 00pa3oBaTe/LHOM
OpraHH3aLHm)

Wucturyr passurus obpaszosanus KpacHogapekoro xpas
kadenpa ynpasnenus o6pa3oBaTe/IbHEIMH CHCTEMAMH.

Ilene o6yuenus no JITIIT TTK: coBepmeHCTBOBAHKE U OBJIAJICHHE CIIYILATEIAMH
KYpPCOB HOBBIMM KOMIICTCHUMAMM, HEOOXOMMMEBIMH JUIS  NpoecCHOHANBLHOI
JCATCILHOCTH PYKOBOJMTEICH M CIIEIMAIIMCTOB NOAPA3ACICHNH, OTBETCTBCHHBIX 3
BC/ACHHE JICJIIONPOM3BOJICTBA, B TOM YHCJIC CEKpCTapei-Ae/IONnpOH3BOUTENICH
oOpa3oBaTeibHBIX Opranusauui, i opraHuzauuu 3QQGEKTHBHOIO KajapoBOro
JICJIOTIPOM3BOJICTBA B COOTBETCTBHUH C HOPMaMHM M 3akoHamu P® u juis BHeApeHME
AYYNIMX TCXHMYECKHX pa3paboToK M HOBEHIUMX TEXHOJIOrHWii B obecrnieucHue
JCTIONPOH3BO/ICTBA OPraHu3aLHeil.

Kareropusi o0y4alommxcs: pyKOBOAMTEAM W CIHELMAINCTBI TOAPA3ICICHMIA,
OTBCTCTBEHHBLIX 32 BCJCHHEC [CJONMPOM3BOACTBA, B TOM 4YHCJIE CCKpeTapeii-
J1eIonpon3BOANTENEH 00pa3oBaTe/IbHBIX OpraHH3alHii.

[Tpopomxkurensnocts 00y4cHus: 36 yacos.

@opma oOyueHusi: OYHO-3204HAsi, C HCIOJB30BAHMEM JIMCTAHIIMOHHBIX
00pa3oBaTeIbHLIX TEXHOJIOTHH W/ HIIH 3JICKTPOHHOIO 00y4CHHS.

Pexum 3anaTuii: 8 yacos.

B ToM uncie:
©
Ne Hanmenosauue Moayseit, 5 a 3 E s DopMa KORTPOAS
n/n Pa3ZCIOB M TEM 5 - *
o L
R | = ‘é g
= =
Husapuantasii Moyns (12 vacos)
Paznen 1. OcHoBbl 12
{ [ SEeRGEC A 12| 2 | 10 Teer
CHCTEME KaJpoBOIo
JIENIONPON3BOJICTBA,

10



Hanmenosanune mopycei,
Pa3/IeNnon H TeM

Bceero, vac.

B ToMm uncue:

Jlekumu

INpaxTHYeckue

JIHCTaHUMOHHEO

dopMa KOHTPOISA

Tema. Opranusaumono-
NPABOBLIC H HOPMATHBHEIC
OCHOBhI KaJPOBOI0O
AOKYMCHTOBEZCHHS M
npasuia opopmieHns
KaJPOBKIX PCIICHMIT,

1.2.

Tema. Hopmatusinie
NPABOBLIC AKTHI M
HOPMaTHBHO-METO/IHYECKHE
JOKYMCHTbI, OHPCAC/TIONMC
TIOPSZIOK
JOKYMCHTALHOHHOIO
obecneycHHsA YIpasIcHHs

13.

Tema. Opranusauus paGors!
110 YHeTY, XpPaHEHHIO 1
nepenave B
COOTBCTCTBYIONMC
CTPYKTYPHBIE NOJPA3ACTICHHUSA
JAOKYMCHTOB TEKYHIETO
JeJIONPOH3BOACTRA

IIpoMexyrogHas arrecranms

Tecr

Bapuarusnsii moayns (24 vaca)

Pa3nea 2. [pasosoe
PeryJHpOBaHHE TPY/JAOBBIX
OTHONICHHI: H3MCHEHHS B
3aKOHONATENLCTBE H TOPAAOK
HX TIPHMCHCHHA.

12

Hrorosoe 3apanne

2.1

Tema. Tlpuem, nepeson v
YBOJIbHEHHE C YUCTOM
TIOCJC/IHUX HIMEHCHHH B
3aKOHOAATCALCTBE.

2.2

Tema. Bayrpeunwii ayzar
KaK MoJAroToBka K TpyI0BbIM

TIPOBCPKAM TPYAMHCIICKIIHH,
Pockomuamnzopa, UOHC u
hon108.

23

Tema. Jlokansno-
HOPMATHBHBIE aKThl B
oOpasosaTensHON
opraumsaimu. Ilopsaaox
pa3paboTKH U NPHUHSTHS
JIHA.
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B Tom uncie:
® o
3 AL :
Ne AMMCHOBAHHKE MOLYIICH, 53 S o
n/n PA3/IeNIoB H TEM £ % z E * g2 gAY
] | = % E
= =
Pa3zgen 3. Asromarusanus
JIOKYMCHTAIHOHHOrO
3 oBecreenns. DNeXTpoRHsi 12 + 8 Hrorosoe 3ajanne
JAOKYMEHTOO00POT.
Tewma, Tpebosanns
3aKOHO/IATE/ILCTEA K CaHTy
33 obpasosaTenbHOI D 2 $
OpraHH3alMH.
Tema. Odopmnenne n
3.2 | BeJICHHE MIEKTPOHHBIX 6 2 -
TPYAOBBIX KHIXKEK.
Hroro 36 | 10 | 26 12
Hrorosas arrecranus

2.3. Kanengapuniit yueOublit rpapuk

DdopmupyeTes 110 MEPE KOMIUICKTOBAHUSA TPYILIL.

2.4. PaGouas nporpamma y4eOHBIX NPEAMETOB, KYPCOB, JAHCLHILTHH (MOAYIICH)

JIOTIOJTHUTENILHOH 1TPO(ECCHOHAILHOM TTPOIPAMMBI TTOBBILICHNC
KBanu(puKaHH

«Tpy/oBBIC OTHOMICHHA H KAJIPOBBIH JIOKYyMEHTOOOOPOT B 00pazoBaTe/ibHOM
OpraHm3alum

HuBapnanTHBIH MOAYIb

Pasnen 1. Ocnoerl 3akoHolaTenscTBa PO B cucTeMe Kaaposoro
Jenonponssojcrea. (12 _wac.).

Tema 1.1. Oprann3aiHOHHO-TTPABOBBIC H HOPMATHBHBEIE OCHOBBI KaJIPOBOIO
JIOKYMCHTOBEJCHHS 1 NpaBuia oopMiaeHus kaaposeix pewennii. (_Mroro 6_uac.).

@DejiepalibHBIC HOPMATHBHBIC AKThI, KACAIOMHECA TPYAOBOIO npasa paboTHHKOB:
Koncrurynmsn P®, Tpynoroii koumexe Pd, Kojexkc P® o6 agMuHHCTPaTHBHBIX
npasoHapymenusx, I'paxnanckuii kogexe P® wn jap. B oty rpynny BXOAMT psijt
Menepanmbhbix  3ak0HOB:  «O  rocysapcTBeHHOM  TaitHe», «06 wmuHpopmaumm,
unpopmatuzaunn, 3amure uHpopmaumm», O3 or 27.07.2006 r. N 152-®3 "O
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IICPCOHANBHBIX JAHHBIX" M Apyrue, paja ykasos Ilpesmaenrta PP m nocranopnenuii
[IpaButenscrea PO.

HopMaTHBHO-METOAMYECKNE AOKYMEHTBI 110 ACHOMPOM3BOJACTBY MO Kajpam,
KJacCHHKAIMM M CTAHJAPTHI KaJpOBOH JIOKYMCHTAUHMH, apXHBHOMY JICJIy:
KBanmnpukanvoHHbIi CrHIpaBOYHUMK JOIDKHOCTEH PYKOBOAMTE/ICH, CHEUMaIHCTOB M
cayxammx; Turossie npasuia BHYTPEHHErO TPYAOBOTO pacropsjka jis pabounx u
CHyXalUX TpeANpHATHH, YUYpeXACHHMA M opranmsaumii; MexoTpaciesbie
YKPYIIHCHHBIC HOPMATHBbLI BPEMCHH Ha pabOTHI 110 KOMIUIEKTOBAHMIO H YHETY KaJpOB;
MHCTpYKUMS 110 BEJCHHIO TPYJAOBBIX KHIDKCK. 3aKOHOZATC/IbHBLIC OCHOBBI BCJACHHS
TpyAoBbiX KHHKeK. [Tocranossenne INpasurenscrea PD Ne 225 or 16 anpens 2003 «O
TPYJAOBBIX KHMKKax». «VMHCTpYKUMA 10 3alOJHEHHIO TPYJOBBIX  KHHKEK»
MuHucrepeTBo Tpyaa M couHanbHoro passutHa Poccwmiickoit  @Dexpepanmu.
Ilocranosnenne or 10 oxrabps 2003 N 69 «O6 yreepxuaenun HMHCTpYKUMH 11O
3aNOJIHEHHIO TPYAOBBIX KHHKCK).

Tewma 1.2. HopmaTHBHBIE 11PABOBBIC aKThl H HOPMATHBHO-METOIMYCCKHE
AOKYMEHTBI, ONIPCACTSIONNE NOPALOK JOKYMEHTAIMOHHOr 0 obecneueHns
ynpaeienns (_4_uac.).

Opranu3anMOHHO-Ka/ZpOBas JIOKYMEHTAlMs — YCTaB OpraHM3alMy, WITaTHOC
pacnucaHue, mNpaBuia BHYTPCHHErO TPYAOBOro pacriopaaxka (IOJOKEHHE O
[IEPCOHAJIC), 110JIOKEHHSA O CTPYKTYPHBIX MOAPA3/ICICHHAX, NOJOKEHHA (MHCTPYKIHH,
CTaHZapThl NPEANPUATHS) O BBHINOIHEHHH OTICHBHBIX BHAOB paboT, JODKHOCTHBIC
MHCTPYKIHH. Oprann3aliHOHHO-pacTIOPsA M TCIBHAS JIOKYMCHTALH: 1)
pacniopaauTe/bHas JOKYMCHTALMSA — TPHKA3hl, TMOCTAHOBJICHHS, PACTIOPSKCHMS,
yKa3aHus, peueHus; 2) uH(OPMAIHOHHO-CIIPABOYHAs JAOKYMCHTAUHs — IHCHMA,
Tenerpammbl, (akcel, Tene(OHOrpaMMbl, aKThl, NPOTOKOJBI, JOKJIAJHBIE H
00bACHHTE/ILHEIC 3aNHCKH. JIOKYMEHTaIMs 110 JIHYHOMY COCTaBY.

Tema 1.3. Opranusaums paboTsl 0 yueTy, XpaHCHHIO U TIepeiauc B
COOTBETCTBYIOIIHE CTPYKTYPHBIE NOAPAC/ICHUS JIOKYMEHTOR TEKYIIIETO
nenonpou3ssoicreal_2 wac.).

Mepepansuniii 3akoH «O0 apxusHOM siee B Poceniickoil denepanun» o1
22.10.2004 Nel125-®D3 perynupyer XpaHeHue, KOMIUIEKTOBAHHUE, YUET U
MCTIONIL30BAHHE APXHBHBIX JIOKYMEHTOBR opranusanuu. «IlepeueHs THIoBsIX
YIIPaBJICHYECKMX JIOKYMEHTOB, 00pa3yiommxcs B JACATEILHOCTH OPraHHu3aLHuii, ¢
yKa3aHHEM CPOKOB XpaHEeHH», yTBepKACHHbIH (DeepanbHOi apxuBHOH cinyx0oii B
2010 roay, onpeaeisieT NOMHbIH CIMCOK BHYTPEHHHX JOKYMCHTOB OpraHH3aIHH,
peryJimpyeT nopsioK H CPOKH XpaHCHHS B 3aBHCHMOCTH OT MX 3HAYHMOCTH.

ITepeucHb nMpakTHYECKHX (CEMHHAPCKHX) 3aHATHIH
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Ne Tembl

Tewma 1.1. |Opranu3anioHHO-IIPABOBLIE H HOPMATHBHBIC OCHOBBI KaAPOBOI0
JNOKYMEHTOBCICHHS M IpaBHiIa O(hOPMIICHUA KAJPOBLIX PCIICHHMIL.

Tema 1.2. |HopmaTiBHbIE IPABOBBIC aKThi H HOPMaTHBHO-MCTOHYCCKHE
JOKYMEHTBI, OIIPEJIC/ISIONHE MOPAIOK JOKYMEHTAIHOHHOIO
obecrieueHus ynpasieHus

Tema 1.3. |Opranusauus paboTel 110 yHCTY, XPAHCHHIO U Nepeiaye B
COOTBCTCTBYIOIIUE CTPYKTYPHBIC NOAPA3ALICHHUS JOKYMEHTOB TEKYIIIEro
JICJIONPOM3BOACTBA

Pasuen 2. IlpaBoBoe peryjMpoBaHHE TPYJOBBIX OTHOMICHMI: M3MCHCHMA B
3aKOHOZATENBCTRE U NOPAAOK MX npumeHenns (_12_1ac.).

Tema 2.1. [Ipnem, nepesoj U YBOJIBHCHHE € YHETOM IMOCHCAHMX M3MCHCHHH B
3akoHojarenscTBe. (4 1ac.).

Ilpuem na pabory: HOBbIe TpeGoBaHMs K TNpOLEAYpPE H JOKYMCHTAILHOMY
opopmierno. JIOKyMEHTHPOBAHHE NPOLEAYPHl, NPEAICCTBYIOMEH 3aKIIOYCHUIO
Tpy/ioBoro gorosopa. JlokyMcHTBI, NpeabsABisieMbIe IIPpH npueme Ha pabory.
O3HaKOMJICHHE C JIOK&IbHBIMH HOPMAaTHBHbIMM akTamH. Tpebomanmsa k dopme n
cozepxkanuio TpyzoBoro jaorosopa. Ilpumkas o npmeme na pabory: ocobennocts
opopmiienns, pexsusurel. McnbrraTensunii  cpok.  PakTHuecKoe IONMYIIEHHE
paborHuka x pabore 6e3 3aKiOueHHs! TPY/IOBOrO JIOrOBOpa B MUCbMCHHOM dopMme.
AHHYJTHPOBAHHE TPYAOBOIO JIOIOBOpA: YCJIOBHA, MPOLECAYPA, CIOXKHBIC CHTYaIlHH.
Ommnbxu, Hanboiee YacToO BHIsABJISEMBIC B X0/ NPOBEPOK opranamu I'OCHHCTIEKIMH
TPpyJa 1pH npueme Ha paboTy: NOAMEHA TPYMOBBIX OTHOIICHHH TIPaJaHCKO-
IPABOBBIMHM M HC3aKOHHOC 3aKJIIOYEHHE CPOUHOr0 TPYA0BOI0 JIOroBOpa.

Tema 2.2. BHYTpeHHMH ayAuT Kak IOArOTOBKa K TPYAOBBIM IIPOBECPKam
TpymHcnexunn, Pockomuamsopa, MOHC n dongos. (4 _wac.).

BHYTpeHHMIT ay/uT: JIMArHOCTHKA IOPWJIIHYCCKOH M JICJOTIPOM3BOJICTBEHHOH
KOPPEKTHOCTH O(QOPMICHHA JIOKAIbHBIX HOpMaTHBHBIX akToB (JIHA) u xamposeix
JAOKYMEHTOB. YcTpaneHue ommOOK B KajpossiX JokymeHrtax. Llens nposciachus —
COBEPILIEHCTROBAHME JESITEILHOCTH KaJiPOBOH CIIyKOBI 1 MHHHMH3ALMA BO3MOMKHBIX
puckoB. Mounuropuar puckos. Tpebosauus K  JICHCTBHAM  COTPYIHHKOB
KOHTponMpylommx opradoB. [IpaBa u Bo3moxkHOCTH paGorozarenci B pamkax
NPOBEACHHS IPOBEPOK. AJIFOPHTM DPAlMOHAIBHBIX ACHCTBHH BO BCEX CIyHasX
KOHTAKTOB ¢ KOHTPOJIHPYIOUHMH OpraHaMH.

Tema 2.3. JlokanbHO-HOPMATHBHBIE aKThl B 00pa30oBaTE/NLHON OpraHU3aImwy.
[Topsiiox pazpaGorku u npunstus JIHA. (__4_uac.).
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Llesnn, 3axaun JoKaIbHO-HOPMATHBHBIX akTOB. 3HaucHue JIHA B aesreasnoctn OO
1 xaaposoi ciayx0sl. Buael JIHA. Ob6sasarensusie JIHA. Pexomennarensusie JIHA.
Ilopsyiok paspaborkn n npunsmus JIHA. Komnekrusnbni jorosop. lllrathHoe
paciucanne. [lpasmna BHyTpenHero TpyjaoBoro pacnopsjaka. Jlo/pkHocTHas
nHCTpyKums. Tpynosoi porosop. Ilosoxenuwe o 3amure NEPCOHANBHBIX JIAHHBIX.
Yunduumposaunsie Gpopmel JIHA. Turmmansie ommbku B conepxannn JIHA.

[Tepeyens npakTHIECKUX (CEMMHAPCKHX) 3aHATHIH

Ne Tembi

Tema 2.1. [TIpuem, nepeBoA H YBOJILHEHHE C YYETOM MOCICAHHX H3MCHEHHH B
3aKOHO/ATEIILCTBC.

Tema 2.2, [BayrpeHnuii ayinT KaK NoAroTOBKa K TPYIOBBIM IIPOBEPKAM
tpyanHcneximn, Pockomuauzopa, UGHC u donsos.

Tewma 2.3. |JlokanbHO-HOPMATHBHBIC aKThl B 00pa30BaTC/IbHOH OPraHH3aLHH.
[Nopsnok paszpaborku u npunsaThs JIHA

Pasjmen 3. ABromarnsaums JOKYMEHTALMOHHOrO obecredenus. DIEKTPOHHBIH
nokymenroobopor. (12 wac.).

Tema 3.1. TpecOosanus 3akOHOAATENLCTBA K CalTy o0Opa3zoBaTelbHOM
opraumsanun. (6 uac.).

Tpebosanus sakona "OG oGpazoBanmu B P®" k caiitam 00pasoBare/ibHBIX
oprauusaunii. Tpebosanus [Tocranosinenus Ipasurenncrsa PO Ne582 or 10.07.2013
K caiitam obOpasosatenbublX opranusauui. Tpebosanus Pocobpuausopa Ne785 ot
29.05.2014 x crpykrype caiita oOpasoBareibHBIX opranmsanuit. O6ssanHoCcTh M
OTBETCTBEHHOCTD 3a BEJICHUC caiiTa.

Tema 3.2. OdopmiieHne 1 BejIeHHE JCKTPOHHBIX TPYAOBBIX KHHAKEK. (__6_wac.).

Menepanshbni 3ak0H 0T 24 anpens 2020 r. Ne 136-®3 «O BHECEHHH H3MCHEHHIH

B crarbh 2 wu 11 @epmepamsHoro  3akona «O0  MHAMBMIYaNbHOM
(nepcOHU(pUIMPOBAHHOM)  yyeTe B CHCTEMC  00f3aTEIBHOrO  ICHCHOHHOTO
crpaxosanus». Ilocranosnenne Ilpasurenscrsa Poccuiickoit Meaepamym or 26
anpens 2020 r. Ne 590 «O6 ocobennHoCTsIX 10psijIka M CPOKax MNPEACTaBICHUA
cTpaxoBarteisMu B Teppuropuanbasic opranbl [lencnmonnoro ¢donpa Poccuiickoi
Mdenepanin CBEACHHH O TPYAOBOH ACATEILHOCTH 3apErHCTPHPOBAHHBIX JIHID). Popma
C3B-T/l npeacrasnsemas paboromatensimu B opransl [I®P. ®opma CT/I-IIOP
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npejocTaBisgcMas 3aperuCTPHPOBAHHOMY JMILY M3 HHOOPMAIHOHHBIX PECYpPCOB
Ilencnonnoro ¢onaa Poccuiickoit ®enepaunn. ®opma CT/I-P npepocrasisicemas
paGorunky paboromareinem. Ilopsaox 3anonueums dopmsr C3B-T/1. Ilopsgok
sanonuenus Gopmer CT/1-P.

[Tepeuens npakTHYCCKNX (CEMUHAPCKUX) 3aHATHH

Ne Tembi

Tema 3.1.

TpeboBanus 3aKOHOAATEJILCTBA K caiiTy 00pa3oBaTeIbHOMN OPrann3aiHH.

Tema 3.2.

OdopmieHne 1 BeICHHC IEKTPOHHBIX TPYOBBIX KHHIKEK.

Bunjsl camocTosTenbHoM paboTsl caymarens. Mtorossie 3aganus.

Ne /i

Bua camocrosTenbHoi paboThl ciymares

TpynoemMkocTs, 4ac.

1.

Co3paiiTe npe3eHTaLHIO C IEPCHHEM
(byHKIHA OpraHu3alMOHHO-
paclpeieMTeNIbHONW JOKYMEHTalUH,
KOTOpasi HCIIOJIB3YCTCsl B KAJPOBOM
JICJIONPOM3BOJICTRE.

Co3paiiTe Npe3CHTALHIO C IEPCTHEM
byHxIMi CripaBoYHO-HHGOPMALHOHHOH
JOKYMEHTALMH, KOTOpas HCIOIL3YeTCs B
KaJ[POBOM JICJIOIIPOH3BOJICTBE.

CospaiiTe npe3eHTaluIo ¢ NepeyHeM
GYHKLHIH JIOKYMEHTOB 110 JINYHOMY
COCTaBY, HCTIOJIL3YEMBIX B KaZIpOBOM
JEJIONPOH3BOJICTRE.

CocTaBbTe KPOCCBOPA K3 H3BECTHBHIX Bam
TCPMHHOB JIOKYMCHTOBEICHHS.
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3. MaTepHasibl KOHTPOJIsi KAYCCTBA OCBOCHMS TPOTPAMM

PesyabTarsl 00yaeHus
(OCBOEHHEIC YMEHHA, YCBOCHHBIE 3HAHNA)

®opMBL H METO/BI KOHTPOJIS H OIICHKH
pe3yabTaTOB 00YUEeHHS

Ymenns.

Ymers paspabareiBars # opopMnaTs
HOPMAaTHBHBIC JOKYMEHTHI KapOBOH CiyxObl
OpraHu3alnm, COCTABIATh H 0ODOPMIATE
OpraHu3aIMONHO - PACIIOPAIHTEILHAIC
JIOKYMECHTH! H JIOKYMEHTHI, CONPOBOAJIAIONHE
TPYAOBBIC NPOLECCHI, BECTH YYET KAJIPOB.

DKenepTHAs OLECHKA IPerojlaBaTeiaeM
BBIUIOJIHEHNSA [IPAKTHYECKHX H
caMocToATeNLHEIX pabor. TecToRkii KOHTPONL

3nanus.

3HaTE CHCTEMBI JIOKYMEHTAIINH,
KJIACCH(MKALMIO JIOKYMEHTOB KaJpoBOi
cayx0bl Opranm3aliy, Biibl, Ha3HAYCHHE H
COCTABR KaJI[POBOH AOKYMCHTAIMH;

BricTyiuielne Ha npakTHYCCKOM 3aHATHH.
TecToBBI KOHTPOIIB.

Hmets npesicrapneHue (MOHMMaTs H YMETh
00bscHHTE) 06 OCHOBHEIX 3aJa4aX H (DYHKIHAX
KasipoBOH Cyx0b1 OPraHH3aHy, OCHOBHBIX
JIOKYMCHTaX, perIaMeHTHPYIONHX YIPaBICHHE
[ICPCOHAJIOM.

BRICTYIUICHHE HA TIPAKTHYECKOM 3aHATHH.
CamocrosTenbnas pabora. TecTossiii
KOHTPOIIb

3.1 Ilpomexyrounas aTrecTauus
ITacriopT KOMILIEKTa OLCHOYHBIX MaTepHAIbI

1. ObnacTe npHMEHEHHUS KOMIUIEKTA OLEHOUHBIX MATEPUAJIOB 110
JIOTIOJIHHTEJILHOM NPO(ECCHOHANBLHOM NTPOIPAMMBI IOBBILICHHE

KBaIM(HKAIIMH
«TpynoBbie OTHOMICHHA M KJAPOBBIH JOKYMeHTOOOOpOT B 00pazoBaTe/hHOM
OpraHM3aLun»

Peaynurate Tun 3ananuns; ®opma arrecTaimm
OCBOSHNA OcroBHbIC

MoKa3aTe/nm Ne sananus (8
(obnexTsI OIICHKH COOTBETCTBHH C
OLCHHBAHMHSA) pesyasTara i yueOHBIM

HX KPHTCpHH TJIAHOM )
B pesynwrare Xapaxkrepuzosarhb Tecr IpomekyTounas
n3yuenns yaebuoro OCHOBHBLIE IIPHHIIAITHI arrecraums
Kypca ciymareis paborsi ¢
AOJIKCH 3HATH: JOKYMCHTaMH.
IMopanox - 3anonuenue
oopmiICHHs, BeieHns | JOKYMCHTOB.
M XpanCcHuS -Odopmichne,
JAOKYMCHTORB 1O odopmasTs
Kajipam. HOPMAaTHBHbIS
[op#ajiok yaera JOKYMEHTEI KaipoBoi
ABHAKCHHA KaAPOB H cayxOnl
COCTABJICHHA Oprann3aImH,

COCTABJISTH H
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YCTAHOBJICHHOH
OTYCTHOCTH.

Ocnossl
AoxymerToobopoTa
JIOKYMEHTAIHOHHOIO
obecrnieyenns,
Texnonorau, MeTOLI
1 MCTOJMKH

odopmiaTs
OpranM3aIMOHHO -
PacnopsAMTeIbHbIC
AOKYMCHTH H
JOKYMCHTHI,
CONPOBOKTAOIIHC
TPYIOBKIC TPOLECCH,
BECTH Y4eT Kaapos.

ITpoexkr.

Hrorosas

arrecranms
IIPOBCACHHA anajansa

H CHCTEMAaTH3AIHM
JIOKYMCHTOB H
unpopmanym,
ITopanok pacuera
CTaxa, JAbIOT,
KOMIICHCAIHIH,
odopmicHns neHcwui
paboTHHKaM.
Tpynosoe
3AKOHOATENLCTBO M
MHKIC KTEL,
CO/ICpAKANHE HOPMBI
TPYAOBOTO Hpasa.
(OCHOBBI aPXHBHOI'O
3AKOHOAATENLCTRA W
HOPMaTHBHEIC
NPaBOBLIC AKTH
Poccniickoit
(dejiepanun, B HacTH
BEJICHMA
NOKYMEHTAIHMH 110
KaJIpaM.

Tecr.
1. 3a kaKko# CPOK /10 HAYAJIA COOTBETCTBYIOLIHX MEPONPHATHH 10J12KeH ObITh
npeaynpesaen paboTHHK 0 PACTOPKEHHH ¢ HHM JI0r0BOPA N0 HHHIHATHEE
padoroaaTesisi B CBA3H € COKPAIIEHHEM YHCICHHOCTH WK IITATA OPraHu3anum:
a) 3a jBa MecAna 0) 3a Tpu Mccala B) 3a JIBC HEIENH
2. 3anpemaercs HANPaBIAThL B CJyKebnble KOMAHIAHPOBKH:
a) KCHILMH, HMEIOLIMX AcTell B Bo3pacte 10 5 et 6e3 ux cornacus 6) 6epemennbix
KCHIIMH B) paboTHHKOB B Bo3pacte a0 19 ser 39
3. Umeer Jin IpaBo HHCNEKTOP OT/Ae1a KA/IPOB OT JIMIA PYKOBO/INTE/IA
KOMIIAHHH MOANMCATH TPYAOBOH 10T0BOP ¢ padoTHUKOM:
a) jaa, umeer 6) Her, HE UMEET B) TOJIBKO NPH HAIHYHH JIOBEPEHHOCTH
4. Ucnpirareabubii CPOK MOKET OBITH YCTAHOBJICH:
a) 110 yemorpennio paborogaresns 6) mo corjameHnio CTopoH B) He foliee Tpex
MECHIICHE
5. Kakasi ycTaHOBJICHA NPOJIO/IZKHTEILHOCTD eKeIHeBHOM paboThl (cMeHbI) LIS
paboruukor B Bo3pacte or 15 0 16 ner:
a) 5 yacos 0) 7 yacos B) 6 4acos
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6. Kakne 10KyMCHTBI NPeAbABIAAIOTCH HPH NpHeMe Ha padoTy no
COBMECTHTEJILCTBY:

a) NacnopT WiIH HHOI I0KYMEHT, YI0CTOBEPAIOMINIT JIMYHOCTDL §) cripasky ¢
OCHOBHOI'O MecTa paboThl B) NHCHMEHHOE coriacke paboTojaTess 1o OCHOBHOMY
mecty paborsl

7. Kakune xonuu jokymentoB paboroaarenns 00s3an BoiAaTh pabloTHHKY 110 €10
NHCEMEHHOMY 3a8BJICHHIO:

a) KOIHIO NIPUKa3a o rnpueme Ha padoty 0) cnpasky 00 yiiare npogcoro3Hbix
B3HOCOB B) CIIPABKY O HAJIMYHHU JIBTOT

8. Korja Berynaer B ¢Hily TPYAOBOi A0roBop ¢ paboTHHKOM:
a) cpasy nocie nojnucanmns ero paboraukom 6) ¢ MomMenTa (pakTHYECKOro A0NYyCKa K
padote ¢ BeloMa HJIM 110 NIOPYYCHHIO paboToaTelis B) ¢ AaThl, YKa3aHHOH B
TPYAOBOM JIOTOBOPE

9. Komy He yCTAHABJIMBACTCH HCNLITATEALHBLIH CPOK NPH npueme Ha padory:
a) OepemMeHHBIM JKeHIMHAM §) HHBATMAAM B) PYKOBOAMTEIAM

10. Ilepesoa paGoTHHKA HA NOCTOSHHYIO PAadoTy B APYIYI0 Opranusanuio aubo B
APYTYIO MECTHOCTH BMECTE C OPranu3anueH A0NyCcKaercs:

a) TONBKO C HCBMEHHOTO corsiacus paboTHuKa 6) ¢ cornacus nmpod)corw3Horo
OpraHa B) C COIJIaCHs 4JICHOB ceMbH paboTHHKa

11. IIpaBo Ha 0TnyCK y paboTHHKA BOZHHKAET:

a) 1o UCTeHeHUM | rojia ¢ MOMEHTA 3aKIF0YEHHA TPYAOBOIO Jorosopa 6) cpasy nocie
3aKJH0YEHNA TPYA0BOI'O J0I0BOpa B) IO HCTEYCHHN 6 MCCAIICH

12. Pabora B HOMHOE Bpemsi —9T0 padora:

a) ¢ 20 yacos 10 4 vacos 6) ¢ 23 yacoB 10 5 yacoB B) ¢ 22 4acoB J10 6 yacos

13. PaGouyee mecTo — 970!

a) TCPPUTOPHS NPEANPHATHSA, C KOTOPLIM pabOTHHK 3aKJIIOUMII TPYI0BOI foroop 0)
MeCTO, rie pabOTHHK JIOJIKEH HAXOAMUTHCS B CBA3M C ero paboToil B) MecTo, r11e
paboToaaTeIb BCCr/ia MOXKET 3acTaTh paboTHHKA

14. Ceepxypounas padora — 3710
a) paboTa 1o BbIXOAHBIM M B HOYHOE BpeMs 0) fononauTeabHas pabora no
COIIALICHHUIO CTOPOH B) paboTa, mpon3souMas paboOTHHKOM 110 HHUIIHATHRE
paGoTojaTess 3a npejie/laMu yCTaHOBICHHOHN NPOJIOJIKUTEIBHOCTH paboyero
BPCMCHH, CHKCIHCBHOM paboTh (CMEHBI), a Takxke paboTa CBEpX HOPMAIBLHOIO YHC/IA
paboymx 4acos 3a YYCTHBIH NEPHOJ.

15. TpyaoBasi KHHKKA BblaeTcs paboTHHKY HA PYKH:
a) 1o €ro MUCHMEHHOMY O TOM 3anpocy B toboe Bpems 0) 11ocie pacTopKeH s
TPYIOBOTO JIOIOBOPA B) 1MOCIE 3aKIIOYECHNS TPYILOBOI0 JIOrOBOpa

16. Yro Takoe arrecranus pabornnka:

a) onpe/encnue kpamdukaimu paborHuka 6) oueHka AeATe/ILHOCTH paboTHHKA B
OTYETHBII NIEPHO/] B) BbIABJICHHE HanOoJee KBAIM(PHUIUMPOBAHHBIX PaDOTHHKOB 15
NOOIIPEHHSA

17. Yro Takoe Gezonacubie yCI0BHSA TPyAa:

a) ycI0BHs TPY/a, PH KOTOPBIX cobofaeTcs TexHuka 6esonacHocTH 6) yenosus
TpyAa, IPH KOTOPBIX BO3/IeHCTBHE HA paOOTHHKOB BPEJHLIX M (HJIH) OTIACHBIX

19



MPON3BOJICTBEHHBLIX (JAKTOPOB MCKITIOYEHO JIMOO HE MPEBHIIIAET YCTAHOBICHHBIC
nopmatusel (cT. 209 TK P®D) B) ycnoBus Tpy/ia, HE CBA3AHHBIE C PUCKOM IS JKHU3HH
H 3JI0pOBBA

18. Hro rakoe JOKAJIbHBIE HOPMATHBHBIC AKThHI:

a) IOKYMEHTBI ISl CIIY’)KeOHOI'O 110/1b30BaHus §) JOKYMEHTBI TONBKO JUIs
COTPY/IHHKOB OT/ICJIa Ka/IPOB B) HOPMATHBHBIC AKTHI, COCPIKALIHE HOPMBI TPY0BOIO
[paea, NpUHUMaceMble paboTojaresiem

19. Yro Takoe HeHOpMHPOBaHNbLIN pabounii 1enn:

a) paboTa B 4pe3BbIYAHHBIX 00CTOATENLCTBAX ) MO IPaXkIaHCKO-NIPABOBOMY
J0roBopy B) paboTta 3a npeaenaMu HOPMaIbHOMN MPOJO/KHTEILHOCTH paboyero
BPEMECHH

20. Yro rakoe TpyaoBoi apouTpax:

a) BPEMEHHO JCHCTBYIONIMI OPraH Mo pacCMOTPEHHIO KOJUICKTHBHOI'O TPYZAOBOTO
criopa 0) NOCTOSHHO JACHCTBYIONHH cyAeOHBII OpraH 110 PaCCMOTPEHHIO TPY/IOBBIX
CIIOPOB B) KOMHCCHS 110 TPYAOBBIM ClIOpaM

3.2 BxoaHas u utorosas (BeIX0/Has) JIMArHOCTHKA
Bxoanas quarsocruka. Keiic Nel.
Bomonnenne Keiic 3zagaaua Nel. MBanosy yBosmiau 3amporys, Tak Kak OHa
OTCYTCTBOBAJIAa Ha paboTre Bech JIcHb. PaboTHMIIA C YBOJILHEHHEM HE COrJIacHIIach, TaK
yd4acTBOBajia B Cy/IeOHOM 3acCe/laHMM B KQYeCTBE MCTLA. 3aKOHHO JIH YBOJIHIIH
Hsanosy? Obocnyiire.

Hrorosas (Beixosnas) auarsoctuka. Keiic Ne2,

Bemosnnenne xeic 3aganua Ne2. KombuioB oTcyTcTBOBAI HA paboTe uensiii JCHb.
Paboroparens opopMui nporyn u yBoiwi corpyannka. Konsuios ¢ yBoibHEHHEM
HE COIJIACWIICS, TaK KaK MOCUNTAJ NIPHYMHY OTCYTCTBHSI YBAKHTEILHOIA.

B cyne paGoTHHK noscHWI, YTO B JEGHL IPOTYNa BCTPEHAJICH C PYKOBOAMTEIIEM
rOCY/IapCTBEHHOH MHCIIEKLMH TpyJa, KyJa ¢ro NpHIJIaCHIH, 9T00bI 03HAKOMHTLCS
C pe3yibTaTaMH NPOBEPKH 110 ero xanode. KonsuioB npeacraBuil Kaprouky npuema
nocernreneir u3 'UT n orMerky Ha 3asBiieHMM 00 O3HAKOMJICHMHM C MaTCpHallaMH
nposepku. PaboTonarens npepocrasun nucemo ot pykopoaurens I'MT, B koropom
oH yrounwi, 410 KonbpuioB ACHCTBHTENBHO OBbUI HA MpHEME, HO NPHIUEN Tyja
HE 110 NPHIVIAICHUIO, a 10 CBOCH MHHLMATHBE 110 3alMCH, TaK Kak Obul He coryaceH
C pe3yJibTaTaMH IIPOBCPKH.

ByzayT nn BHeceHB! H3MEHEeHHs B rpoueypy yBoibHennsn? Odocuyiire.

3.3 Urorosas arrecraums

K uTOroBOi arrecrauMM AONYCKAlOTCH CIYIIATC/AH, YCHCIIHO MpOIEAHe
IPOMEIKYTOYHYIO aTTECTALHIO.

Urtoroeas arrecrauusi npoxoaut B popme 3amuTsl npoekTa. B cocras npoekra
BXOAAT LMKJIOIpaMMa, aHaJMTHYeCKas crpaska 10 caity oOpasoBarejbHON
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OpraHM3alHu ¥ npe3eHTanns. MarepHaibl, He0OX0IHMBIC JUIS HTOrOBOH aTTECTALHH,
H KDHTCPDHH OIICHKH npuBejieHsl B Tabmmue. [IpH noJOXHMTENbHON OLEHKE 110
NPHBCACHHBIM KPHTCPHAM CIIYIIATE/I0 BBICTABICTCA «3a49€T).

CHCTEMbI yueTa, PermcTpaltiu,
KOHTPONSA 1 HH(OPMALHOHHO-

Pesynsrars ocsoenus ITTTK IlpesMeTs oneHHBaHKA OCHOBHBIC KDHTCPHH OLIEHKH
IK 1.1 Cnocobnocts | LluxnorpaMma  eaTeNILHOCTH | - BHYTPCHHAA

HCTIONB30BATh cexperaps 00. HEIPOTHBOPEYHBOCTh
aBTOMATH3NPOBAHHBIC paspaboTaHHOi MOIEIH;

- HAUIHYHE IICMEHTOB
CHCTEMEI IIPOdecCHOHANTBEHOTO

CIPaBOYHBLIC CHCTECMBI  TPH pocra.
pabore ¢ JOKYMEHTaMH
Oprasu3almm
IIK 1.1 Cnocobnoctn AHaNHTHYECKas CHpaBKa 1o - coorsercrsuc caita 00
HCIIONB30BaTh COBPCMCHHBIC | caiiTy oOpa3oBaTeibHOMN TpeboBaHNAM JeiCTBYIONIETO
HHDOPMALHMOHHO- OpraHu3aIHm. JAKOHOJIATENILCTRA;
KOMMYHHKAIIHOHHBIC ~000CHOBAHHOCTL HATHYHA
TEXHOJIOIHH, METO/IbI H3IMCHCHHIA.
obyucuus B [pesenTanus no opopmieHnio | - COOTBETCTBHE OCHOBaM
npodeccHOHANLHON OpraHN3aIoOHHo - JIOKyMeHTO000pOTa H
AestenbHoCTH cexperaps OO, | pacnopsauTensHEIX JOKYMCHTALMOHHOIO
JIOKYMCHTOB H JOKYMCHTOB, obecncucHns;
COLPOBOXAAIONHX TPYAOBLIC
TPOTECChI.
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4. Opranu3auHoONNO-NeAATOTHYECKHE YCA0BHSA PCAJIH3AIME HPOI PAMMbI
4.1. Kaapossie ycnoBus (COCTABHTE/IH NTPOTPaMMBi )

Peammsanmio nporpaMmel OCYLIECTBISIOT aBTop (cocraBuTens) OUIMICHKO
Enena MuxaiioBsa M MOI'YT OCYHICCTBIATH JPYrMe KBaIH(DHUMPOBAHHBIC
CHICHHANINCTEL: TIPO(ECCOPCKO-TIPEHOAABATEILCKHI cOocTaB  Kadeapsl ynpasicHus
o0pasoBaTebHEIMH CHCTEMaMH, obnanaronmii npodeccHoHaNLHBIMA
KOMIICTCHIMAIMM M ONBITOM paboTsl B 06paszosarenbHOl opranmsauun. Cogepkanne
IPOrpaMMbl MOXKET OBITH PaCIIMPEHO H YITyOJICHO NPEIOAABATEIISAMH B 3aBHCHMOCTH
0T 00pa3oBaTeNbHON CHTYAUMH H NpoQecCHOHWILHBIMH AeQHIUHTAMH CIIyIIATeNeH.
[Inannpyerca noctpoenne paboTsl TakuMm 00pa3om, 4TOObI M3yyaeMoe CoAepKaHue
HOCWIO, TIpEXJE BCEro, NPaKTHYECKYI0 HANPaBICHHOCTH, MCIOJL30BAJINHChH
3 peKkTHBHBIE METOABI M NPUEMBI B 00YHEHMM B3POCILIX JIFOZEH; OCYICCTBISLIACH
COBMECTHAs JEATEILHOCTD [1PCIOAABATENA ¥ CIYLIATE/ICH,

4.2. MarepHanbHO-TEXHHYCCKHE YCIIOBHS

JICKITMOHHO-IIPAKTHYCCKHE 3aHSATHS TPOBOJATCH B AYJAHTOPHAX, OCHALICHHBIX
MyJAbTHMEIHHHBIM 00opyjioBanmeM, crengamu. JUis yiydmenus BOCHPHSATHS
yueOHOM HHQOPMALMHM MCHOJABL3YIOTCS CXembl, Tabimusl, onopubic kxaprbl. Jlis
NPAKTHHECKUX 3aHATHH MCIIONB3YIOTCS JMAIHOCTHYECKHE M JAMIAKTHYCCKHE
MaTepualibl, TIPUMCHACMBIC B paboTe C pasiMYHBIMH KATCrOPHSIMH CJIYLIATE/ICH.
AKTHBHOE HCnoss3oBanne 0O0BEKTOB 00pasoBaTe/abHOH cpeabl MOxeT ObiTh
OCYIIECTBIISIETCA Ha MarepuaibHO-TexHHuYeckoil 6aze 'BOY UPO KpacHopapekoro
Kpasi.

B pamkax opraHM3auMM NpakTHYECKOH AEATENbHOCTH CiyllaTesieil aKTHBHO
HCTIONB3YIOTCS HHPOPMAIMOHHO-KOMMYHHKALIMOHHBIC TEXHOJIOTHH,

MunumansHoe  obecrneyeHHe  MaTepHAILHO-TEXHHYECKHMHM  pPecypcamH,
HEOOXOMMMBIMH JUIs peaJin3allHi Kypca:

— ozuH 11K na 2-x cnymareneii (rpynnosas pabora) wim ogun KIIK na 1-ro

ciymaresis (MHMBUlyansHas pabora);

~ obopyaosanne, HCOOXOAMMOE IS AICMOHCTPALMH [TPE3CHTALN;

— BeIX0oJ B UHTEpHET.

4.3. YueOHO-MeTOAMYCCKOE H HHPOPMALMOHHOE 00ECICYEHHE 1TPOrPaMMBI

Jlns peanmzauuy LCJICH, IIOCTABICHHBIX NPOrPaMMOi, 00yJalomuMMes ClieayeT
M3Y4YHTh KOMIUIEKC HOPMATHBHO-IIPABOBHIX OCHOB, HAYUHOH H y4eOHO-METOAHYCCKOI
JIMTEPATYphi, NpeicTaBjieHnbiX nporpamme. [Ipuerynas K pacKpeITHIO COJEPKAHUS
mo00i TeMBI JAHHOrO pasjicsia, B ICPBYIO OYepe/lb, AKTYANIH3HPYIOTCA 3HAHHA M OIIBIT
coymaresiel 1o AanHoi teme (BXxojHas JuartHoctvka). JlansHeniee packphiTHe TeMm
MJICT C OIOPOH Ha BBHIABJICHHBIC 3HAaHUA W onbita. M3yuenne cTpouTcs B CHCTEME
JIEKIIHOHHBIX M IIPAKTHYECKMX 3ausTuii. IIpearacmenii nabop pasaenos 1o3BoJisieT
cthopmupoBars y obyualommxcs npodecCHOHANbLHBIC KOMIICTEHIMH, HEOOX0/AnMbIe
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JUl pelieHMs 3aa4 10 CO3JaHUI0 YCJIOBHMI JUIs OpraHu3aluym Ka4ycCTBCHHOIO
obpasosanus. Ilporpammoii npeaycMaTpHBacTCs MCIOAL30BAHHE Pa3HOOOpa3HLIX
METOJIOB M MHCTPYMEHTOB, NO3BOJSIIONIMX CeNaTh 00YYEHHE HHTEPECHBIM, JKHUBBIM,
JAOCTYIHBIM Uil IOHHUMAaHMA, TPAaKTHYHBIM, HAIJIAAHbIM:

HuTepakTHBHBIC JIEKIHH - COACPXAT B ccO¢ OCHOBHYIO MacCy TCOPETHHCCKHX
MaTCpHaJIOB  Kypca, I0jlaya KOTOPBIX, [IPOMCXOMMT HEpe3  IPEIOMICHHE
TEOPeTHYECKOI Da3bl B NpaKTHKE paboTHIL.

[MpakTnyeckue 3aHaTHS - cojepxkar cneayiommue dopmel paborei: mactep-
KJIACChl, JICNIOBBIE MIPHI, KCHC-TEXHOJIOTHH, KPYIJIbIC CTOJbI, 1O MPOCKTHPOBAHMIO
HOBOI'O COJACPXKAHMS ACATEIBHOCTH 001meo0pa3oBaTe/IbHOM OPraHN3alMH B YCIOBHAX
BBC/ICHMA OOpa3oBaTC/bHBIX M NPOQECCHOHANBHBIX CTaHJAPTOB, C PpEIICHHEM
npoGJIeMHBIX CHTYALHIH, ITyTEM MOJACAHPOBAHMA, IPOCKTHPOBAHMS, PCQIICKCHH.
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