OBIIECTBO C OTPAHUYEHHON OTBETCTBEHHOCTBIO
«IleHTp BHeApeHHS JOKYMEHT0000pOoTa»

Y1Bepxaaro

VYHpaBisAoOmui - UHIMBUALY ATBHBIN
pEATPUHUMATENTH 000 «1IB»
»Y e v Ayrtanos A.C.
——p =y ymas 2025 T.

JonosHuTeIbHASA MPOdeccHoHALHAS TPOrPaMMa NOBbIIEHUA KBATU(PUKAITUN
«Beaymuii moJib30BaTesab CHCTEMbI YIIPABJCHNSA KAAPOBLIMH IIPOLECCAMH, JOKYMEHTAMH,
cepsucamu Directum HR Pro»

Mocksa
2025
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1. OBIIME ITOJIOXKEHU A

JlononHuTeNbHAs MpoecCHOHaNbHAasE MporpaMMa TOBBIMICHUS KBAIM(UKALUN  T10
nporpamme  «Beaymmii  MoJab30BaTellb  CHUCTEMbl  YIPABJIEHHUS  KAaJPOBBIMM  IIPOLIECCAMH,
nokyMeHTamu, cepsucamu Directum HR Proy» (manee — mporpamma) paspaborana B OOO «Llentp
BHEJIPEHUS JJOKYMEHTOO00pOTa» (1anee — ydeOHbIH IIEHTD).

[Iporpamma chopmMupoBaHa B COOTBETCTBHH C TPEOOBAHHSIMU CIEIYIOIIUX HOPMATHBHO-
IIPaBOBBIX AKTOB:

@enepanbHblii 3akoH 0T 29.12.2012 1. Ne 273-®d3 «O6 obpazoBanuu B Poccuiickoit
denepanuny;

npuka3 MunucrepctBa oOpasoBanusi U Hayku Poccuiickoit ®enepanuu ot 01.06.2013 r.
No 499 «O6 yrBepknaennn Ilopsinka opraHuzanMu W OCYIIECTBICHHUS 0O0pa3oBaTEIbHOM
JESITeILHOCTH IO JIOMIOTHUTEIBHBIM MPO()ECCHOHATBHBIM IPOTrpaMMam»;

npuka3 MuHHCTEpCTBA TpyJa W COUMalbHOW 3amuThl Poccuiickon Penepanuu  OT
09.03.2022 No 109 «OO6 yTBepxkjeHuu mnpodeccuoHanbHOro cranjaapra "CoenuaiucT 1o
YIPaBJICHUIO IEPCOHAIOM " »;

npuka3s MuHuctepcTBa Tpyda MW coudanbHoi 3ammThl  Poccmiickonn ®Depepanuu  oT
27.04.2023 No 421 «OO0 yTBepk/eHUU mnpodeccHoHANbHOro cTranaapra "CoenuanucT 1o
YIIPABJICHUIO JIOKYMEHTAMU OpraHu3aiuuu'y.

Leab nporpaMmmMsbl — GOpMUPOBAHKE HOBBIX KOMIIETEHIIUH 110 UCTIOJIb30BAHUIO YIIPABICHUS
KaJpOBBIMH IIpOIlECCaMH, JOKyMeHTamu, cepBucamu Directum HR Pro B mnpuknamHoi
JIeATEIbHOCTH Ha MPEIIPUATHH.

TpynoémkocTs ocBoeHUs — 16 akageMHUUeCKHUX 4acoB.

OcHOBHBIMU KOMITIOHEHTaMu [Iporpammel sBisitoTCA:

- LI€JIb IPOTPaMMB;

- IJTAHUPYEMbIE Pe3yIbTaThl O0yUeHUS;

- y4eOHBIi II1aH;

- TpeOOBaHUs K UTOTOBOW aTTeCTalluK O0yYarOIINXCS;

- paboyast mporpamma;

- OPraHM3alUOHHO-TIEIArOTNYECKHE YCI0BUS peanu3anuu [Iporpammel.

B conepxanun I[IporpaMMbl mpenycMOTpeH NepedyeHb HEOOXOAMMBIX 3HaHWM, YMEHUU U
HaBBIKOB CIIEI[HAJIUCTA, COCTABJISIOIIMX OCHOBY YHHUBEPCAIbHBIX, OOIIENPO(ECCHOHANBHBIX U
po(hecCHOHATBHBIX KOMIIETEHIIUH.

Copepxanue [TporpamMmsbl pa3paboTaHo Ha OCHOBaHUU YCTaHOBJIEHHBIX
KBaJIM(DUKAIIMOHHBIX TpeOOBaHMUM MPOQecCHOHANBHBIX cTaHAapTOB «CHEeNHaTUCT MO YIPaBIECHUIO
nepcoHasIom», «CnenuanucT Mo ynpaBiIeHUIO JOKYMEHTAMH OpraHU3alun.

[Tnanupyemble pe3ynbTaThl 00yUEHHs HalpaBieHbl Ha (opMHUpOBaHHE MPOPecCHOHATBHBIX
KOMIIETEHIIMH CHeHaInucTa, ero npodecCHoHaIbHBIX 3HAaHUN, YMEHHUN, HABBIKOB.

VYueOubiii mman IIporpammbl ompenensieT cocTaB HU3y4aeMoill TeMbl C yKa3aHUEM
TPYAOEMKOCTH, 00BEMa, IOCIENIOBATEILHOCTH M CPOKOB H3YYEHHs, YCTaHaBIUBAeT (HOPMBI
OpraHM3any y4eOHOro mnpoiecca U UX COOTHOIICHHE, KOHKPETU3UPYET (POPMbI KOHTPOJISL 3HAHUI
U YMEHHH 00yyarommxcsi.

OpraHu3allnOHHO-TIEIarOTHYeCcKie yclIoBus peanu3auuu [IporpamMmel BKIIOYaOT ydyeOHO-
METOAMYECKYIO JOKYMEHTAIIMIO U MaTepUaIbI 110 TUCIUILIMHE, y4eOHO-METOIUUECKYIO IUTepaTypy
JUISL CAMOCTOSITENIbHON pabOoThI 00yUYaOINXCS.

@®opmbl ocBoeHHsT mporpamMMbl. OcHOBHast (hopMa OCBOEHHUS IPOrpaMMbl — 3a04yHasi C
MPUMEHEHHUEM JUCTAaHLIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHH.

Konkpernas ¢opma ompenensercss COBMECTHO Y4YeOHBIM IIEHTPOM U 3aka3uyukoM (C
YaCTUYHBIM  OTPBIBOM OT TPOU3BOJCTBA, 3a04yHasi, C MPUMEHEHHEM JIHUCTAaHI[MOHHBIX
00pa30BaTENbHBIX TEXHOJIOTU).

KonkpeTHbIll cpok mostydeHus: 00pa3oBaHus U 00BEM MPOrPaMMBbl, pealu3yeMblii B OYHO-
3a04HOM Qopme oOydeHus, a TaKKe IO WHAWBUAYAIbHOMY IUIAHY ONPEIENSIOTCS Y4eOHBIM
LEHTPOM COBMECTHO € 3aKa3UYUKOM.
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https://profstandart.rosmintrud.ru/obshchiy-informatsionnyy-blok/natsionalnyy-reestr-professionalnykh-standartov/reestr-professionalnykh-standartov/index.php?ELEMENT_ID=113424
https://profstandart.rosmintrud.ru/obshchiy-informatsionnyy-blok/natsionalnyy-reestr-professionalnykh-standartov/reestr-professionalnykh-standartov/index.php?ELEMENT_ID=113424
https://profstandart.rosmintrud.ru/obshchiy-informatsionnyy-blok/natsionalnyy-reestr-professionalnykh-standartov/reestr-professionalnykh-standartov/index.php?ELEMENT_ID=113424
https://profstandart.rosmintrud.ru/obshchiy-informatsionnyy-blok/natsionalnyy-reestr-professionalnykh-standartov/reestr-professionalnykh-standartov/index.php?ELEMENT_ID=122495
https://profstandart.rosmintrud.ru/obshchiy-informatsionnyy-blok/natsionalnyy-reestr-professionalnykh-standartov/reestr-professionalnykh-standartov/index.php?ELEMENT_ID=122495
https://profstandart.rosmintrud.ru/obshchiy-informatsionnyy-blok/natsionalnyy-reestr-professionalnykh-standartov/reestr-professionalnykh-standartov/index.php?ELEMENT_ID=122495

OO6yueHue 1Mo mporpaMmMaM JOTIOJTHUTEILHOTO MPO(PECCHOHAIBHOTO 00pa30BaHUs MPOXOIUT
B CHCTEME AMCTAHIIMOHHOTO 0Opa30BaHUs Ha MOpTaie 0O0pa3oBaTEIbHONW OpraHU3aIuU IO aJapecy
https://study.wikids.ru.

Ecin Ilporpamma peanusyercs € MCHOJIb30BAaHUEM JIMCTAHIIMOHHOTO OOYy4YeHHUs, TO
ciyniatenasiM B cOOTBeTCTBUM ¢ [lonokeHneM o Mopsjike MPUMEHEHUs AJIEKTPOHHOro OOydeHus,
JTUCTAHIIMOHHBIX 00pA30BaTEIBHBIX TEXHOJIOTHHA TIOCIE PETUCTPAllMH B JIMYHOM KaOWHETe
MPEIOCTABIISCTCS JOCTYN Ha M3ydaeMblid Kypc. Kakaplii cimymiaTenb B T€YEHHE BCEro IMepuoja
oOydeHuss oO0ecTeunBaeTCss WHIUBUIAYaIbHBIM HEOTPAHUYCHHBIM JOCTYIIOM K JJICKTPOHHON
nH(pOpMallMOHHO-00pa30BaTeIbLHON cpeie.

DnekTpoHHas WHQPOPMAIIMOHHO-00pa3oBaTeinbHasl cpela OO0eCHeYMBAIOT BO3MOXKHOCTH
Joctyna oOydaroumcs U3 Jr000H TOYKHM, B KOTOPOM HMeeTcs IOCTyln K HH(OpMalHOHHO-
TEJIEKOMMYHUKALIMOHHOU ceTu «HTepHe™.

DnexTpoHHas HHPOPMAITMOHHO-00pa30BaTeIbHas cpeia 00ecrneynBacT:

- IOCTyM K yuyeOHOMY IuTaHy, paboueil mporpaMMe AMCUUIUIAH, K 3JIEKTPOHHON OHOIHOTEeKe
U 3JIEKTPOHHBIM 00pa30BaTeIbHBIM PECypcaM MO TUCIUILINHAM;

- (hukcaruio xo1a 00pazoBaTEIHLHOTO MPOIIECCa, PE3YIbTaTOB OCBOSHHS IIPOTPAMMBI;

- IPOBEJICHUE BCEX BHUJIOB 3aHATHI, IPOLEAYP OLEHKU PE3yJIbTaTOB 00yUYEeHHUsI, peaanu3anus
KOTOPBIX TPEyCMOTPEHA C MPUMEHEHUEM JICKTPOHHOTO O0YUYCHHUS;

- B3aUMOJICHCTBUE MEXJy YYacCTHHKaMH O0pa30BaTelIbHOrO IIpoliecca, B TOM YHCIE
ACMHXPOHHOE B3aWMOJICHCTBUE TIOCPEICTBOM ceTh «HTepHETY.

2. IJTAHUPYEMBIE PE3YJIBTATbBI OBYYEHUSA

Onucanmne mepedds NpodecCHOHATBHBIX KOMICTCHIIMA B paMKaX HMEIOMIEHCS KBaTU(UKAIINH,
Ka4eCTBEHHOEC  M3MEHCHHE KOTOPBIX  OCYIIECTBIISICTCSI B pe3ysibTaTe  OOydYeHUs 10
npogeccuoHAIBLHOMY CcTaHAAPTY «CHeuaIncT no YnpaBjieHUI0 MepcoHATIoM»

IIK 1.1 — CnocoOHOCTh BECTU JIOKYMEHTALIMIO IO VUETY U ABMXKECHUIO IIEPCOHAIA

TpynoBsie C060p ¥ poBepKa JIMYHBIX JOKYMEHTOB Pa0OOTHUKOB

neicTBust KoHcynbpTHpoBaHKe paOOTHHKOB 110 BOpocaM 0(opMIIeHHS! TPYIOBBIX OTHOLICHUH

OdopmiieHre JOKYMEHTOB, PEIVIAMEHTUPYIOIINX TPYAOBBIE OTHOIICHHUS! C KOHKPETHBIM paOOTHUKOM

IoxroroBka m odopmieHHEe MO 3ampocy PaOOTHUKOB W JOJDKHOCTHBIX JIMII KOIHH, BBITUCOK W3
KaJPOBBIX JOKYMEHTOB, CIPaBOK, MH(GOPMAIIMU O CTaXe, JbroTax, TapaHTHsIX, KOMIICHCAIUIX U
WHBIX CBEJICHMI 0 pabOTHUKAX

Brrraga paGOTHHKY JOKYMEHTOB O €T0 TPYAOBOH IESTEIbHOCTH

JloBenenne 10 cBeleHHsA pabOTHUKOB OPraHU3AIMOHHBIX, PACIOPAOUTENBHBIX U  KaJpOBBIX
JIOKYMEHTOB OpTaHHU3aLuI

Benenue yuéra, npeycMOTPEHHOT0 TPYAOBBIM 3aKOHOAAaTENbCTBOM Poccuiickoit Denepanyin

PGFI/ICTpaHI/ISI, y‘-IéT, OINCPATUBHOC XPAHCHUEC KaJIPOBLIX JOKYMCHTOB, ITOJIOTOBKA UX K CJIA4Y€ B apXUB

Pabota B KOpIOpaTHBHBIX M BHEHIHMX MH(MOPMAIMOHHBIX CHCTEMax M HCIHOJIb30BaHUE HHU(POBBIX
CEpPBHUCOB, BHINOJIHSIOINX (YHKIMU BEJCHHUS JOKYMEHTAIMH 110 JIBI)KSHUIO M YUETY IIepcoHasa

Heobxomumbie | JIOKyMEHTHpOBaTh TPYJOBBIE OTHOIIEHHS PA3IUYHBIX KATeropuil pabOTHUKOB W CHEIHAIBHBIX
YMEHHUS CcyOBEKTOB TPYIOBOTO TMpaBa B COOTBETCTBUHU C JCUCTBYIONIMM 3aKOHOAATEIHCTBOM Poccuiickoii
Denepanyu, perasaMeHTaMu (CTaHIapTaMu) JOKYMEHTO000pOTa OpraHnu3aiuu

BriABIATH OMMOKM, HETOYHOCTH, WCTPABICHHUS W HEJIOCTOBEPHYIO HH()OpPMAIMIO B JIOKyMEHTax,
ONpeeNsiTh NOIIMHHOCTD NMPEJCTAaBIEHHbBIX IOKYMEHTOB

Paborats co cnenuanu3upoBaHHBIMU HHPOPMAMOHHBIMU CHCTEMaMH H IH(PPOBBIMH CEPBUCAMH 10
BEJCHUIO YUE€Ta U JBUKCHUIO TIEpCOHANIA

Bectn nenoBylo mepemmcKy, OKYMEHTOOOOPOT, pPerIaMeHTHPOBAaHHBIM 3aKOHOJATEIHCTBOM
Poccuiickoit @enepanmm B 00JaCTH  TPYAOBBIX OTHOUIEHWH, ¢ paOOTHUKAMH, BHEUTHUMH
KOHTpareHTaMH U Ipa)<iaHaMu

ObecnieunBaTh coOmioZieHWe TpeOOBaHWK  3akOHOAATeNbCTBA Poccuiickoit @Denmepanyu  #
KOPITIOPATHBHBIX TIOJIUTUK B OOJIACTH 0OpaOOTKH MEPCOHANBHBIX JaHHBIX W KOH(HICHIMATEHOM
nHopManmu

Co0mr0/1aTh HOPMBI STHKH JESJIOBOTO OOIICHHUS

Heobxoaumele | Ilopsmokx odopmiteHHs, BeA€HUS M XPaHEHHS IOKYMEHTOB 110 0()OPMIICHHIO TPYJIOBBIX OTHOIICHHH,
3HAHHMS 10 YIIPaBJIECHHIO IEPCOHAJIOM B COOTBETCTBHH C TpeboBaHusIMM 3aKoHOjaTesibcTBa Poccuiickoii
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Denepaltiil 1 KOPIOPATUBHBIMHU ITOJIUTHKAMH

Ienw 1 3a1a4n OPTaHU3AIMH 110 TOCTPOCHUIO CHCTEMBI 0(DOPMIICHHUS TPYIOBBIX OTHOIICHUH

TapudpHo-KkBamH(HUKAMOHHBIE CIIPABOYHUKHA paboT W mpodeccuii pabounx M KBaTH(pHUKAIHOHHEIC
XapaKTePUCTUKH JTOJDKHOCTEH CITyKaluX, Npo(hecCHOHAIbHbIE CTaHAAPTHI

CrnennanusupoBaHHbIE MH(GOPMAIOHHBIE CHUCTEMBI, IH(POBBIC YCIyTW W CEPBUCHI MO BEICHUIO
yuéTa U ABMKEHHIO EPCOHANA, TPAHUIIBI X IPUMEHEHUS

OCHOBHBIC METPHKH U aHAJUTUIECKHE CPEe3bl B 00IACTH IBIKEHUS M y4éTa IepcoHaIa

Iopsinok odopMiIeHHs yCTAaHOBJICHHBIX 3aKOHOAATENbCTBOM Poccuiickoit @Deneparuu  Gopm
OTUYETHOCTHU B TOCYIaPCTBEHHBIC OpraHbl

TpeboBanust 3akoHOAaTenbcTBa Poccuiickoit Dexeparmu Mo 0OPMIICHHIO TPYIOBBIX OTHOIICHUH,
BOMHCKOMY Yu€Ty, YBEIOMJICHMIO U IPEACTaBICHUI0 OTYETHOCTH B TOCYJApCTBEHHBIE OPTaHBI
CIELUAJbHBIX KaTeropuidi paOOTHHMKOB: HMHOCTPAaHHBIX paOOTHMKOB M JHI 0€3 TIpa)kJaHCTBA,
UHBAJIU/OB, JIHI, MMEIOUIMX TapaHTUM U JIbIOTHI, YCTAHOBJICHHBIE 3aKOHOAATENBHO, M IPYTUX
CIEeLIMANbHBIX KaTeropui

HOpMaTI/IBHLIe IIPABOBLIC AKThI, OMPCACIIAIOIINC HOPMBI TPYJOBOT'O IIpaBa Poccuiickoit d)e;[epam/m

3akoHonarenbeTBO Poccuiickoit denepanuu 00 HHIUBHIYAIEHOM (IEPCOHU(UIIMPOBAHHOM) YUETE B
crcTeMe 0053aTesIbHOr0 NEHCHOHHOTO CTPaXxOBaHMs

3axkoHonarenbcTBO Poccuiickoil @enepaliuil 0 nepcoHaIbHBIX JAHHBIX

JlokangpHbIC HOPMATHMBHBIC AaKThl OpraHW3aldd, PETYJIHPYIONHE MOPSA0K  OhOpMIICHUS
pacCToOpSUTEIBHBIX ¥ OPraHU3al[MOHHBIX JOKYMCHTOB IO MEPCOHANY, O(GOPMIICHHIO TPYIOBBIX
OTHOILIEHUH

IIpaBuna BeieHUs 1€T0BOM MEPENHCKH

HopMbl 3THKH 1€710BOTO OOIICHUS

IIK 1.2 — CnocoOHOCTE Da3Da6aTBIBaTB THUIIOBBIC d)ODMBI JOKYMCHTOB II0 YVUYCTY M ABHKCHHNIO

OepCoHaja, COMPOBOXACHUC MMPOLCAYP Od)ODMJICHI/ISI TPYHAOBBIX OTHOIICHUM

Tpynossle
JIeUCTBUSA

Pa3paboTka MpOEKTOB JIOKaIBbHBIX HOPMATHBHBIX aKTOB OPraHW3allMd, PETYJIHPYIOIIUX TpPYIOBbIC
OTHOLICHHUS

Pa3paboTka mNpPOEKTOB JOKYMEHTOB IO OGOPMIICHHIO TPYAOBBIX OTHOIIEHHH C KOHKPETHBIM
pabOTHHUKOM

[MonroroBka mpemjoXeHWd MO  onTUMU3anuu  (GOpM  TOKYMEHTOB ©  IM(poBH3aLUU
JIOKYMEHT0000pOTa OpraHu3aliy B 00JacTH 0pOpMIICHHS TPYAOBBIX OTHOIIEHUH

IloaroroBka MpoOEKTOB AOKYMEHTOB IO NPOLELypaM YIIPABJICHUS [IEPCOHAIOM, y4€Ta U ABMIKCHUS
TIepcoHaa

[ToaroToBka MO 3ampocy TOCYAapCTBEHHBIX OPraHOB, MPEACTABUTEIBHBIX OPraHOB PaOOTHUKOB
OpUTHHAJIOB, BBIMHACOK, KOTHU JOKYMEHTOB M IPEJOCTABICHUE B JJICKTPOHHOM BHIC CBEICHUH,
PETITaMEHTHPYIONINX TPYAOBBIC OTHOIICHHS M UMCIOIIUX OTHOIICHHE K PEerjJaMEHTAlNd TPYHIOBBIX
OTHOIIICHUI

HOI[FOTOBKa 3aIlpOCOB B IroCyJapCTBEHHBIC OpTaHbl U CTOPOHHUE OpraHU3alU I OATBCPIKACHUA
CBeZ[GHI/Iﬁ B MHTEpECcax pa6OTHI/IKOB )48 pa60T0z[aTeJ1;1

[MoxroToBka yBemOMIICHWA, OTYETHOW, CTATUCTHYECKOW W AaHAJHTHYCCKOH WH(OpMAINH 10
0(OPMIICHHIO TPYIOBBIX OTHOIICHHHA

Heobxonumere
YMEHHUS

PabGorats co CIIeUAJIM3UPOBAHHBIMU I/IH(I)OpMa]_II/IOHHLIMI/I CUCTCMaMH, I_[I/I(I)II)OBBIMI/I yciayramMmm u
CCpBUCAMMU I10 BEICHUIO yqéTa 1 ABMIKEHHIO IIEPCOHAJIA, COITPOBOXKIACHUIO TPYAOBbLIX OTHOIIICHUI

AHanu3upoBaTh JIOKaJbHBIE HOPMAaTHUBHBIE AKTHl M JIOKYMEHTHl 10 O(OPMIICHHIO TPYIOBBIX
OTHOIICHHUH, (POPMHUPOBATH NPEJVUIOKEHNUS 110 MX aKTyaJIH3aLUH U YIYUIICHUIO

OmnpenensaTe CTPYKTypy M COJEp)KaHHE, TOTOBUTh NPOEKTHl HOPMATHBHBIX JIOKYMEHTOB W
JIOKYMEHTOB 110 0()OPMJICHHIO TPY/IOBBIX OTHOIIECHHUH

O(I)OpMJI?[TL KaJApOBbIC NJOKYMCHTBI B COOTBETCTBUU C TpC6OBaHI/I$IMI/I 3aKOHOJAaTCIbCTBa Poccuiickoit
@enepaunn 1 JIOKAJIbHBIMHU HOPMATHBHBIMHU dKTAMHW OpraHru3aiium

OOecnieunBaTh  coOMrofeHWe  TpeOOBaHWMH  3aKkoHOmaTenbcTBa  Poccmiickoit  Denmepanuy,
KOPIIOPAaTHBHBIX TIOJIUTHK B OONAacTH 0OpaOOTKM MEpCOHANBHBIX JAaHHBIX W KOH(HUICHIHAIEHON
nHpOpPMALIIT

Bectu nenoByro nepenucky

Co0J1r01aTh HOPMBI OTHKH JIETIOBOTO OOIIESHHSI

HeobOxonumere
3HAaHUA

HOpMaTI/IBHBIe IIPaBOBbIC aKThI, ONPCACIAIONINE HOMBI TPYJJOBOT'O ITpaBa

OCHOBBI apXMBHOT'O 3aKOHOJATEIbCTBA U HOPMATHBHBIE MpaBoBbIe akThl Poccuiickoit denepanuu B
o0acTi oopMIIeHHSI, BEACHHUS M XPAaHEHHUS JOKYMEHTOB 110 0(OPMIICHHIO TPYIOBBIX OTHONICHHUH

3akoHomaTenscTBO Poccuiickoit depepanny 00 HHANBHIYyaJIFHOM (TIEPCOHU(UITIPOBAHHOM) yUETE B
cucTeMe 0053aTeIbHOr0 NEHCHOHHOTO CTPAXOBaHMS
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Iopsimok odopmieHNsT NEPBHUYHBIX JOKYMEHTOB Uil Liesied Oyxramrepckoro yuéra B cdepe
odopMIIeHHS TPYIOBBIX OTHOILCHUI

TapudHo-kBaUQpUKaIMOHHBIE CIPAaBOYHHUKU paboT M mpodeccuii pabouux M KBaTU(HUKAIOHHbIC
XapaKTEPUCTUKH JIOJDKHOCTEH CiTysKalux, NpodecCHOHAIbHBIE CTaHAAPTHI

TexHonoruu, MeTonbl M METOAUKU IPOBEICHMs aHAIW3a M CUCTEMAaTU3alUM IOKYMEHTOB H
nHdopmanmu

3axkoHonarenbcTBO Poccuiickoil @enepaliuil 0 nepcoHaIbHBIX JAHHBIX

Iesn ¥ 3a/1a4M OpraHU3anry 10 TOCTPOCHUIO CUCTEMBI 0(OPMIICHHSI TPYIOBBIX OTHOLICHHH
JlokanpHble HOPMATHBHBIE AKTHl OpraHu3alMu B oOmactu oQopMIICHHS pPaCIOPSANTEIBHBIX H
OpPTraHM3alIOHHBIX, HWH()OPMALMOHHO-CIIPABOYHBIX  JOKYMEHTOB, DEryJUPYIOIIMX TpPYyIOBbIE
OTHOLICHHUS

Crneunanu3ipoBaHHble MH(POPMAIOHHBIE CUCTEMBI, IU(POBBIE YCIYTW W CEPBUCHI MO BEJCHUIO
y4eTa U IBMKEHUIO [IEPCOHAIIA, TPAaHULIbL UX IPUMECHECHHUS

OCHOBHBIC METPUKH U aHAUIUTHYECKUE CPE3bl B 00JIACTH ABHKECHUSI U yUeTa epcoHaia

IIpaBuna BeleHUs AEI0BOU NEPENUCKU

HopMBI 3THKH JI€TI0BOT0 OOLIeHHS

I1K 1.3. - CnocoGHOCTh AAMUHHUCTPUPOBATH ITPOLICCCHI U Z[OKVMGHTOO6ODOT 0 YYETY U JBMIXKCHUIO
OepcoHaia, MpEACTABICHNIO TOKYMCHTOB I10 IEPCOHAIY B IrOCYAapCTBCHHBIC OpPIraHbl

TpynoBsie OpraHu3anys JOKYMEHT0000pOoTa 1Mo YIETY M IBHKCHHIO IIEPCOHATIa

JleicTBUA OpraHu3zaiys NpeICTaBJICHNsI JOKYMEHTOB 10 IEPCOHAIIY B TOCYJAPCTBEHHBIE OPTaHbI
IloaroToBka yBeHOMIICHHA, OTYETHOW, CTATUCTHYECKOW M AaHAJUTHYECKON WH(MOpMAINH 10
MepCoHaATy

INoaroroBka mH(OpMAIMK O 3aKIIOUYCHHH TPYAOBOTO WM TPa’kKIaHCKO-TIIPABOBOTO JIOTOBOpa Ha
BBINIOJIHEHHE PaboT (0Ka3aHHE yCIyT) C rPpakJaHUHOM, 3aMELIAI0INM J0JKHOCTH FOCYAapCTBEHHOMN
WM MyHUIMIIAIBHOM CITy>KOBI, NepeueHb KOTOPBIX YCTaHABIMBAETCS HOPMATHBHBIMH IPAaBOBBIMU
akramu Poccuiickoii @enepanuu

Heobxomumbie | Odopmiars  yu€THbIE  JOKYMEHTBI, MPEIOCTaBISEMble B  TOCYJapCTBEHHBIC  OpraHbl,
YMEHUS NPEJCTABUTEIILHBIC OPraHbl pAOOTHUKOB

OpraHu3oBbIBaTh XPAaHCHHE JOKYMEHTOB B COOTBETCTBHHM C TpPCOOBAaHHMSIMH 3aKOHOJATEILCTBA
Poccuiickoii Penepanyy U J0KaJIbHBIMY HOPMAaTUBHBIMY aKTAMH OpraHu3aluu

PaboTtath ¢ WHGOPMAIMOHHBIMH CHCTEMaMH, IU(POBBIMH YCIyraMd M CEPBHCAMH IO BEICHUIO
ydeTa U ABIKEHHUIO MepcoHaa

PaboTtath ¢ MHPOPMAIMOHHBIMH CHCTEMaMH HUGPOBBIMH YCIyraMH U CEPBHCAMHU IO BEICHHUIO
CTaTUCTUYECKOHN M OTUYETHOM MHGOPMAIIMU U aHAJUTHKHU 10 IEPCOHATY

DopMHUPOBATH NPE/JIOKCHHS 110 ABTOMATH3AIKUU U IUPPOBU3AIMHU MPOIECCOB U JOKYMEHTO000pOTa
mo yu€Ty W JBWKCHHIO TIepCcOoHala, JOKYMEHTOB TIO TMEpPCOHANy [UIsl TPEJCTABICHUS B
roCyJapCTBEHHbIE OpraHbl

AHanmuM3upoBaTh TMpPaBWiIa, TPOLUEAYPHl W TOPSANOK, PETyIUpPYIOMAE TIpaBa U OOS3aHHOCTH
TOCYIapPCTBEHHBIX OPTaHOB M OpPraHW3alldy 110 BOMpocaM 00MeHa JOKYMEHTAIHEH 110 IepCcoHay
ObGecnieunBaTh  coOnromeHNe TpeOOBaHWI  3akoHOJaredbcTBA Poccmiickoit  ®Demepanuu  u
KOPITIOPATHBHBIX TIOJIUTHUK B OONACTH 0OpaOOTKH MEPCOHANBHBIX JaHHBIX W KOH(HUICHIHMAIEHON
nHpOpMATUH

Bectu nenoByo nepenucky

Co0mro1aTh HOPMBI STHKH JESJIOBOTO OOIICHHUS

Heo6xoaumele | TexHonmormu, MeTogsl M METOJWKHM IPOBEACHHS aHaIM3a M CHCTEMaTH3allMH JOKYMEHTOB U
3HAHMSA nH(opManuu

OCHOBBI JOKYMEHTO000pOTa 1 JIOKYMEHTAIIMOHHOT'O 00ECIICUeHHNS] OpraHU3alni

Opranu3annoHHas CTPYKTYpa OpraHUu3alnui

TapudHo-kBaMUKaMOHHBIE CIPABOYHUKN pabOoT M mpodeccuii pabounx M KBaJU(HUKAIOHHBIC
XapaKTEPUCTUKH JIOJDKHOCTEH CiTysKalyx, NpodecCHOHAIbHBIE CTaHAAPTHI

Crneunanu3upoBaHHble MH(GOPMAIOHHBIE CUCTEMBI, IM(POBBIE YCIYTM W CEPBUCHI IO BEJCHUIO
yueTa M ABWKEHHIO NIepCOHaJIa, TPAHHIIBI UX IIPUMEHEHUSI

OCHOBHBIEC METPUKH U aHAUIUTHYECKHE CPE3bl B 00JIACTH ABMKEHUSI U yUeTa IIepcoHaa
HopmaruBHbIE TIpaBOBBIE aKThl, PErYJIUPYIOLINE TpaBa U 00S3aHHOCTH TOCYIAPCTBEHHBIX OPraHoOB,
NPE/ICTABUTEIbHBIX OPraHOB PAOOTHHKOB I10 ITPEAOCTABICHHUIO YUETHOM JOKYMEHTAIIMN
HopmarHBHBIE IpaBOBBIE AKThI, ONPEICISIFONINE HOMbI TPYJI0BOTO TpaBa

OCHOBBI apXMBHOT'O 3aKOHO/IaTENIbCTBA U HOPMATHBHBIE NpaBoBble akThl Poccuiickoit deneparnyu B
00J1acTH BEJICHUS JOKYMEHTAIMH 110 TIEPCOHAITY

3akonogarenscTBO Poccuiickoit denepalinu 0 NepcoOHANbHBIX JAHHBIX
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JlokanpHblE HOPMATHBHBIE AKTHl OpraHM3alUKM B oOsacTH O(OPMIICHUS PACIOPSAUTEIBHBIX H
OpPTraHM3alIOHHBIX, HWH()OPMALMOHHO-CIPABOYHBIX  JOKYMEHTOB, PEryJUpPYIOUIMX TpPYyIOBbIE
OTHOILCHUS

HpaBpma BEJCHUS JCIOBOM TNCPCIMCKHU

HOpMLI OTHUKH JCJIOBOT'O OGHICHI/IH

[1K 2.3. - CriocoOHOCTh aAMUHUCTPUPOBATEH OPOLIECCHL 00EeCeUeHUs IIEPCOHAIIOM U

COOTBETCTBYIOIICTO I[OKVMCHTOO6ODOTa

Tpynosble
IEUCTBHUS

AHann3 TPOIECCOB MOKYMEHTOOOOPOTa, JOKAIBHBIX JOKYMEHTOB IO BOIpPOCaM OOecreueHUs
HepCOHAIIOM

Benenne nndopMaluu 0 BAKAHTHBIX JOJDKHOCTSIX (IpodeccusxX, CEUaIbHOCTSIX) U KaHauIaTax

JIOKyMEHTaIlMOHHOE COIPOBOKACHUE KaHIWOATOB Ha JTalax IIOMCKa, MPUBJICUYEHUs, HOoadopa H
oTOOpa IepcoHana Ha BaKaHTHBIE IOJDKHOCTH (Ipodeccuu, CIEenHaNbHOCTH), WHPOPMHUpPOBaHHE
KaHJIMJIATOB O pe3ysbTarax 0Toopa

IlogroToBka 3ampocoB O KaHAWAATaX B IOCYAAPCTBEHHBIE OpraHbl B CIydasiX, NPENyCMOTPEHHBIX
JICWCTBYIOIMM 3aKoHOIaTenbcTBOM Poccuiickoi dexneparyin, 1 00paboTKa MOJyYEeHHBIX CBEACHUH

IloaroroBka u 06pa60TKa yBe}.‘lOMHeHI/Iﬁ B I'OCYAapCTBCHHBIC OpraHbl, NPEACTABUTCIBHBIC OPIraHbI
pa6OTHI/IKOB 110 BoIpocaM IOHMCKa, MPUBJICYCHUA, noz[6opa u 0T6opa IepcoHaja

COHpOBO)KILCHI/IC J0TOBOPOB o o0ecreYeHHIo Oopranuzanuu nepCcoHalIoM, BKJIrO4as
MPCABAPUTECIIbHBIC TPOUCAYPHI ITPU UX 3aKITIIOYCHUN

Heo0Oxonumbie
YMEHHS

OOecneunBaTh TOKYMEHTAlMOHHOE COIPOBOJK/ICHHE BBIXO/a KaHIUaTa Ha paboTy U NepeMelleHH s
nepcoHazua

OdopMiATh TOKYMEHTHI 110 BOIpOCaM OOECIedeHHs pecypcaMu MepcoHalla, HEOOXOAMMBIMH JUIs
IPEIOCTABIICHUS B TOCYAapPCTBEHHBIE OPTaHbl, IPEACTABUTENILHbIC OPraHbl pA0OTHUKOB

OpraHu30BbIBaTh XpaHEHHWE JOKYMEHTOB B COOTBETCTBHM C TpeOOBaHHMSIMHU 3aKOHOJATENILCTBA
Poccuiickoil Penepanyy U J0KaJIbHBIMY HOPMAaTUBHBIMY aKTAMU OpraHu3aluu

PaboTtate ¢ uH(DOPMAIMOHHBIME CHCTEMaMH, ITU(PPOBBIMH yCIYraMHU M CEPBHCAMHU IO BOIIPOCAM
00eCIeYCHHsT TMEPCOHAIOM, BEACHUS MOUCKAa W ydéTa KaHIUIATOB HA BaKaHTHBIC JIOJDKHOCTH
(npodeccun, CeUaILHOCTH)

DopMHPOBATH NPEJIOKCHHS 10 ABTOMATH3AIUU U MUPPOBU3AIMHU MPOIECCOB U JOKYMEHTO000pOTa
110 00ECTIEYCHUIO IEPCOHAIOM

[Ipon3BoanTh TIpeIBapUTENbHBIC 3aKyNOYHbIE IPOLEAYPHl M O(QOPMIATH COITyTCTBYIOILYIO
JIOKYMEHTAIIHMIO 10 3aKJIIOUYEHHIO JJOTOBOPOB

OpraHu3oBeIBaTh W ITIPOBOJUTH KOHKYPCHI, O(GOPMIIITH W  aHAIN3UPOBATH KOHKYPCHYIO
JIOKYMEHTAIHIO

ObGecnieunBaTh  coOnromeHNe TpeOOBaHWI  3akoHOJaredbcTBA Poccuiickoit ®Demepanuu  u
KOPITIOPATHBHBIX TIOJIUTUK B OONACTH 0OpabOTKH MEPCOHANBHBIX JaHHBIX W KOH(HUICHIHNAITEHON
nHPOpMAIUH

BecTu sienoByto nepenucky

Co0mr01aTh HOPMBI STHKH JEJIOBOTO OOIICHHUS

HeobOxonumere
3HAHUSA

HOp?[I[OK O(I)OpMJ'ICHI/IiI, BCACHUA U XpaHCHUS JOKYMCHTALINU, CBSI3aHHOM C IIOUCKOM, IPHUBJICYCHUCM,
HOH60pOM u OT60pOM KaHIUJaTOB Ha BAKaHTHBIC JOJDKHOCTHU

HOp?[I[OK (I)OpMI/IPOBaHI/ISI, BCACHUA NAaHHBIX O IIEPCOHAJIC OpraHU3alvuv, HNOPAAOK MPEACTABIICHUA
OTYCTHOCTHU

OCHOBEI Z[OKyMeHTOO60pOTa 1 JOKYMCEHTAIIlMOHHOI'O obecreueHus

TexHONOrMM, METOABI M METOAWKH IPOBEICHHS aHalM3a W CHUCTEMAaTU3alUH JOKYMEHTOB H
nHpOpMATUH

[Topsiiok npoBeaeHNsI KOHKYPCOB M 0pOpMIICHHSI KOHKYPCHON JIOKYMEHTALINH

[Topsiiok npoBeaeHNst 3aKyIIOYHBIX IPOLEAYp U 0OPMIICHHS CONYTCTBYIOMIEH TOKYMEHTAINH

OpFaHI/IBaIII/IOHHaH CTPYKTYpa OpraHu3alry U BaKaHTHBIC JOJDKHOCTHU (HpO(l)CCCI/II/I, CHCIII/IaJ'II)HOCTI/I)

CHGHI/IaHI/IE}I/IpOBaHHHe I/IH(i)OpMaIII/IOHHLIC CHCTEMBI, III/I(IJpOBBIe YCIyru " CCpBHCHI B obnactu
obecrevyeHus IIEPCOHAJIOM, I'PAHUIIBI UX TPUMCHCHUA

TapudHo-kBaMPUKAMOHHBIE CIPAaBOYHHUKU paboT M mpodeccuii pabounx M KBaJlU(HUKAIOHHbIC
XapaKTEPUCTUKH JIOJDKHOCTEH CiTysKalyx, NpodecCHOHAIBHBIE CTaHAAPTHI

OCHOBHEIC MCTPUKHU U aHAJIUTUICCKHUC CPE3LI B obactu 00ecreueHus IIEPCOHAJIOM

HOpMaTI/IBHLIe IIPABOBLIC AKThI, OMPCACIIAIOIINC HOMbBI TPYJOBOTI'O IIpaBa

OCHOBEI APXHUBHOI'O 3aKOHOJAATEIbLCTBA U HOPMATHBHBIC IIPABOBBLIC AKThI Poccuiickoit d)e/t[epauml B
obnactu BCACHUS JOKYMCHTAIIUU 10 NEPCOHATY

OcHOBBI HAJIOrOBOT'O 3aKOHO1aTeNnbeTBa Poccuiickoit Pepepanuun

3akonogarenscTBO Poccuiickoit denepalinu 0 NepcoOHANbHBIX JAHHBIX
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JlokapHBIC aKThI OPTaHM3AINH, PETYIHPYIONINE NOPSIIOK IMOA00pa MepcoHaIa

TTopsiiok 3aKIIIOYEHUS TOTOBOPOB (KOHTPAKTOR)

IIpaBuiia BeieHHs ETIOBOM NEPETUCKH

HopMpl 3THKH [1€710BOTO OOIICHHUS

T1IK 5.3.- CnocoOHOCTh aAMHUHHUCTPUPOBATH MPOLIECCH] OPraHMU3AIMHU TPVY/IA, OIUIATHI IEPCOHAIA U

COOTBETCTBYIOIICTO I[OKVMCHTOO6ODOTa

TpynoBsre JIOKyMEHTaIlMOHHOE ¥ OPTaHU3aIMOHHOE CONPOBOXICHWE CHCTEMBI OPTAaHHU3AILMH TPYyJa W OIMJIATHI
JIeUCTBUS TpyJAa nepcoHasia
IloaroroBka mpeAsoOKEHHH IO COBEPIICHCTBOBAHMIO CHCTEMBI OPTaHM3AllMM W OIUIATHl TPYZAa
epcoHata
IMoxroroBka n 00paboOTKa 3aIpPOCOB M YBEIOMIICHHH O paOOTHHKAaX B TOCYJapCTBEHHBIE OPTaHHI,
IPEICTABUTEIBHBIC OPraHbl PAOOTHUKOB IO CHCTEMaM OIUIAThI M OpTaHU3alNH TPY/a IepcoHaa
OpraHu3anMoOHHOE W JOKyMEHTAI[HOHHOE  COIPOBOJKAGHHE  JOTOBOPOB  HA  OKa3aHWE
KOHCYJIbTAaIIHOHHBIX, HH(OPMALMOHHBIX YCIYr IO CHCTEMaM OIUIaThl M OpTraHU3alud Tpynaa
IepCoHasIa, BKIIIOYas IPEBAPUTENBHBIE IPOLIEAYPHI 10 HX 3aKITIOYCHUIO
Heo6xoaumseie | OdopmiaTh JOKyMEHTHI [0 BOIPOCAM OIUIATHI M OPTAHM3AIMH TPYJa EPCOHala, IPEACTaBIsIEMBIC B
YMEHHS rOCYJapCTBEHHBIE OPTraHbl, IPEACTABUTENILHbIE OPraHbl pA0OTHUKOB
AHaJ'II/ISI/IpOBaTI) HOPMAaTHUBHBIC U METOANYCCKUEC NOKYMCHTHI IO BONPOCAM OIIaThl U OpraHU3allu
TpyZAa nepcoHana
OpFaHI/ISOBLIBaTL XpaHECHHUE TOKYMEHTOB B COOTBETCTBHUU C Tpe6OBaHI/ISIMI/I 3aKOHOJaTCIbCTBa
Poccuiickoil denepanuu 1 J0KaJIbHbIMU AKTAMU OpraHU3aluu
Bectu y4ér W perucrpanuio JOKYMEHTOB B HMHGOPMAIMOHHBIX CHCTEMaX M Ha MaTepHaIbHBIX
HOCHUTCIIAX
PaGoratb ¢ WHQOPMAIMOHHBIMH CHUCTEMaMH, LUQGPOBHIMH YCIyraMH M CEpPBHCAMHU MO
aJIMUHUCTPHPOBAHHUIO JIOKYMEHTO000POTa B 00JIaCTH OpPraHM3alMy M OILUIATHI TPY/ia epcoHasa
dopmMupoBaTh NPEUIOKEHUE IO aBTOMATU3aUMU ¥ U(POBU3ALMY TIpoliecca aMHHACTPUPOBAHHUS
JIOKYMEHT0000pOTa B 00JIACTH OIIATHI U OpraHH3aLUH TPY/Ia
[Tpou3BomuTh MpeaBapUTENIbHBIE 3aKYNOYHBIE MPOLEAYPHl M O(GOPMIITH  COIYTCTBYIOLIYIO
JIOKYMEHTAIIHIO 10 3aKII0UCHHIO JOTOBOPOB
OOecnieunBath  coOnrofeHne TpeOoBaHW 3akoHoxartenbcTBa Poccuiickoit  Denpeparum  u
KOpPHOPaTHBHBIX MOJHUTHK B 00JIACTH OOpPaOOTKH MEPCOHAJBbHBIX NaHHBIX W KOH(HICHIHAIbHOU
nHpOPMaIH
BecTu nenoByto nepenucky
Co0uto1aTh HOPMbI STHKH JIEIOBOTO OOILEHHUS
H606XOI[I/IMI)IC HOpS[Z[OK O(l)OpMJ'IeHI/ISI, BCJICHUA U XpaHCHUA NJOKYMCHTAIMM IO CUCTEMaM OIIaTbl U OpTaHU3alun
3HAHMS TpyZAa nepcoHana

HopmatuBHBIE ITPaBOBBIE aKThI, PETYJIHPYIOMINE MpaBa U 00SI3aHHOCTH IOCYJapPCTBEHHBIX OPTaHOB U
OpTaHU3aIMK M0 NPEIOCTABJIECHHUIO YY€THON JOKYMEHTALUU

TexHoyorun, MeTOIbl M METOAMKH IIPOBEINCHUS aHalk3a W CUCTEMaTH3alUd JOKYMEHTOB U
nHPOpMAIUH

TapudpHo-KBaMH(UKAIMOHHBIE CIIPABOYHUKHA pabOT W TMpodeccuii pabounx M KBaTH(HUKAIHMOHHEIC
XapaKTEPUCTUKH JOJDKHOCTEH CITyKaluX, NpodhecCHOHAIbHbIE CTaHAAPThI

CrneunanusupoBaHHble WH()OPMALMOHHBIE CHCTEMbI, IHU(POBBIE YCIYIH W CEPBHCH IO
a/IMUHHICTPUPOBAHMIO JIOKYMEHTOO0OpPOTa ITPOIECCOB OIUIAThl M OpraHU3alud TpyJa HepcoHaa,
TPaHMIBI MX TPUMEHEHHS

JlokanbHble HOPMATHBHBIC aKThl OPTaHM3ALMH, PETYIMPYIOIINE HOPSIOK OIUIATHI, OPraHU3alUU U
HOPMHUPOBAHUS TPYa

OCHOBEI Z[OKyMeHTOO60pOTa 1 JOKYMCEHTAIIlMOHHOI'O obecreueHus

HOpﬂHOK q)OpMHpOBaHI/ISI, BCIACHUA 0a3bl JaHHBIX W TPEACTABJICHUS OTYETHOCTH IO CHCTEMaM
OILIAThl M OpraHru3alun Tpyaa rnepcoHajia

HOpMaTI/IBHLIe IIPABOBLIC AKThI, OMPCACIIAIOIINC HOMbBI TPYJOBOTI'O IIpaBa

OCHOBEI APXMUBHOI'O 3aKOHOJAATEIbLCTBA U HOPMATHBHBIC IIPABOBBIC AKThI Poccuiickoit d)e/t[epauml B
obactu BCACHUS JOKYMCHTAIIUU 10 IEPCOHATY

OcHOBBI HAJIOTOBOT'O 3aKOHO1aTeNbeTBa Poccuiickoit depepanuun

3akonogarenscTBO Poccuiickoit denepalinu 0 NepcOHANbHBIX JAHHBIX

[Topsi1oK 3aKIIF0OYEHNUS TOTOBOPOB (KOHTPAKTOB)

[Topsiiok npoBeaeH!st 3aKyIOYHBIX IIPOLEAYp U 0pOPMIICHHS CONYTCTBYIOIMIEH TOKYMEHTAIMH

HOpMLI OTHUKH JICJI0OBOI'O 06IIIGHI/I$I

HpaBHna BCICHUA ,HeJIOBOﬁ TNEPCIMCKHU
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IIK 7.3- Crroco0HOCTE pa3padaTsIBaTh M COIMPOBOXKIATH IIPOIlecC MM POBU3ANY U aBTOMATH3AIINN

YIIpaBJICHUA IICPCOHAJIOM

Tpynossle
JeUCTBUS

Pa3zpaboTka mpemIoXKeHWH 10 aBTOMATH3alMM ¥ IHU(POBH3ALUHM IPOLECCOB  YIIPABICHUA
EpCOHATIOM

®dopmynupoBaHue Lesieil U 3a1a4 aBTOMaTH3alUK U HU(PPOBU3ALMH B paMKax CTpaTerHy (YHKIHUN
yIpaBJICHUsI [IEPCOHAIOM, O0IIEH CTpaTerny OpraHu3aliy U odecreueHus KaJpoBoi 6e30macHOCTH

KOOp)II/IHaHI/IH U DOKCIICPpTHU3a pa3pa60TKH CXEM I/IH(i)OpMaHI/IOHHOFO 06MeHa, HOPMATUBHO-
CHpaBO‘IHOfI I/IH(l)OpMaHI/II/I, QJICKTPOHHBIX JOKYMCHTOB M CHCTEM aBTOMAaTHU3allUM IIPOLECCOB
YIIpaBJICHUA NICPCOHATIOM

KOOp)II/IHaHI/IH U DOKCIIEPpTHU3a pa3pa60TKH CXEM I/IH(i)OpMaHI/IOHHOFO 06MeHa, HOPMATUBHO-
CHpaBO‘IHOfI I/IH(l)OpMaHI/II/I, OJICKTPOHHBIX JOKYMCHTOB M CHCTEM aBTOMaTHU3allUM IIPOLECCOB
YIpaBJICHUA NICPCOHATIOM

KoopauHnarust pa3pabOTKH U corjiacoBaHHE (DYHKIIMOHAIBHBIX TPeOOBaHWN K aBTOMATH3alUU M
U(PPOBHU3AIMY TPOIIECCOB YIPABJICHUS MIEPCOHAJIOM, B TOM YHCJIC TPESOOBAHUIA K MOJIb30BATCIBCKIM
nHTepdeiicaM u mabIoHaM

CornacoBaHue PerjaMeHTOB M HHCTPYKIMI MO paboTe ¢ aBTOMAaTU3UPOBAHHOM CUCTEMOM B 00nacTu
MPOLIECCOB YNPABJICHUSI IEPCOHATIOM

COHpOBO)KZ[eHI/Ie n q)yHKHI/IOHaHBHaﬂ HpI/IéMKa CHCTEM I_lI/I(i)pOBI/ISaI_II/II/I 1 aBTOMAaTu3anuu MnpouneccoB
yapaBjieHusaA TIIEPCOHAJIOM HaA JTanax HNPOCKTUPOBAHUA, TECTOBOM H OHLITHO—HpOMLIHIJ'IeHHOﬁ
OKCIUTyaTalluu

Opraamanust 00ydYeHHs CIICIUANIIICTOB IO VYIPABICHUIO MEPCOHAIOM HCIIONB30BAHUIO CHCTEM
aBTOMATH3alMd M NH(POBU3AIMH YIPABICHUS IEPCOHAIIOM W MPOPECCHOHANEHOW MOIICPIKKH
IOJI30BaTEICH

Opraamsanust GyHKIIMOHAIEHOTO MOHHUTOPHHTA PaOOTHI CHCTEM aBTOMATH3AIMH M IH(POBU3AINH
yHOpaBJIeHHUs IIEPCOHATIOM M TPO(ECCHOHATIFHOHN IOASPKKH MOJIb30BaTEIICH

Benenne mnpoeKTHOW, MOIB30BATENBCKOW M OIKCIUIyaTallMOHHOM JOKyMEHTamuu (B o0JacTH
(DYHKIIMOHAJIBHBIX BO3MOJKHOCTEH) Ha CHCTEMBl aBTOMATH3allMd W LU(PPOBH3AIMH TIPOIECCOB
YIIPABJICHUS IEPCOHAIOM

@opMyJIMpPOBAHUE MPENJOKEHUH 10 MOIEPHU3ALMKM U PA3BUTHIO CYLIECTBYIOLIUX CHCTEM
ABTOMATH3AIMU ¥ NUGPOBU3AIMH YIIPABJICHHUSI IEPCOHATIOM

OOecnieunBath  coOdrofeHne TpeOoBaHWI  3akoHoAarenbcTBa  Poccumiickoit  depepauuu  u
KOpPIOPaTHBHBIX MOJHUTHK B 00JIACTH OOpaOOTKH MEPCOHAJBbHBIX NaHHBIX M KOH(HICHIHAIbHOU
nHdopmanuu

Heo0Oxonumbie
YMEHHUS

Co0Ouparb, aHaJIM3UPOBATh U CUCTEMATU3UPOBATh HEOOXOAUMYIO HH)OPMAIIMIO Uil aBTOMATHU3AIMN
U U pOBU3AIMH TIPOLIECCOB YIIPaBJIECHHs TIEPCOHANIOM U o0ecneueH s KaJpoBoil 0€30acHOCTH

YopaBasate  QyHKIHMOHATBHBIMH  TPeOOBaHMAMH, OSTalaMHd IPOEKTOB  aBTOMATH3allMd |
III(QPOBHU3AIMHU YIIPABICHUS IEPCOHAIOM, N3MEHEHUSIMH B HUX

PabotaTh B cucTeMax ynpaBJieHHs IPOEKTaMH, TpeOOBaHHUSIMH U 10pabOTKaMH 110 HUM

Pa3pa6aTLIBaTL TCCTOBBIC U l'[pI/IéMO‘-IHI)Ie CIICHApHU JEMOHCTPAIIMOHHBIX U o6yqafom1/1x MaTrepurajioB

Oprasu3oBBIBaTh U IPOBOUTH 0OyUaIOIINe U KOHCYIBTAllMOHHBIE MEPOIIPUATHS IS ITOJIb30BaTeIeH
CHCTEM aBTOMAaTH3aLMK U LM(POBHU3AIMHU MPOLIECCOB YIPABICHHS IEPCOHAIOM

PaboTath B cCTeMax aBTOMATH3alUU M IIU(PPOBH3AIMHU POIIECCOB YIPABICHHSI IEPCOHATIOM

['oTOBHTH M 3alUIATE SKOHOMHYECKUE U KaYECTBEHHbIE 000CHOBaHHS U (D (PEKThI aBTOMATU3ALNH U
11 (pOBU3ALMH [TPOLIECCOB YIPABICHUS IEPCOHAIOM

Co0uto1aTh HOPMbI ATHKH JIEIOBOTO OOILIEHHUS

Heo0Oxonumbie
3HAaHUA

Mertonb! ynpaBieHus pa3BuTueM U 3G(EKTUBHOCTHIO OpTaHU3aIllMU, METOJbl aHAIHM3a BBITIOTHEHUS
IUIAHOB M TPOTPaMM, OMNPEACICHUS WX JKOHOMHUYECKOW 3()(HEKTUBHOCTH, METOIBI OOECIECUCHHS
KaJIpoBO# 06€30MacHOCTH

Mertoapl  OLIEHKHM pPabOThl CTPYKTYPHBIX IOJpa3AeieHHH, pe3yibTatoB H 3()(HEKTHBHOCTH
JIESITENIbHOCTH

MCTO)IBI IMMPOBEACHUA ayAUTa U KOHTPOJUIMHI'A OTICPATUBHBIX YIIPABJICHUYCCKUX IMTPOLECCOB

TexHONOTMH, METONBI W METOAWKH NPOBENEHHS aHaIW3a M CHCTEMAaTH3allM JOKYMEHTOB H
nHpOpPMALIIT

[lomuTuka ympaBiIeHHS IIEPCOHAJIIOM, KOPIOPAaTHBHAS COIMAJbHAS IIONHWTHKA, KOPIOpAaTHBHAs
KyJIbTypa

TapudpHo-KBann(UKAIMOHHBIE CIIPABOYHUKH paboT M mpodeccuil pabounx M KBaTH(PHUKAIMOHHBIE
XapaKTEPUCTUKH JIOJDKHOCTEH CiTysKalyx, NpodecCHOHAIbHBIE CTaHAAPTHI

OCHOBBI ymHpaBlIeHHsT NpOeKTaMH (IIPUMEHHTEIBHO K IPOeKTaM B cdepe HHPOpMannOHHBIX
TEXHOJIOTHH)

OCHOBEI IPOCKTHUPOBAHUS U THOCTPOCHUSA I/IH(l)OpMaIII/IOHHLIX CHUCTEM, OCHOBHBLIC TCXHOJIOTMH W
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TPEHIBI, IMEIOIINE OTHONICHHUE K cepe ympaBIeHHs TEPCOHATIOM

OCHOBBI JIHIICH3WPOBAaHMUS TPOTPaMMHOTO OOECIedeHns, O0pa3oBaHMS II€H Ha IPOTPaMMHEIC
CPEJICTBA U OIICHKHM CTOMMOCTH BJIaJICHUsI HH(GOPMAIIMOHHBIMH CHCTEMaMHU

OCHOBHBIE TIOJIOKEHHSI TPAKTAHCKOTO 3aKoHoIaTenbcTBa Poccuiickoit ®enmepanmm B 00macTu
WHTEJUICKTYaJbHON COOCTBEHHOCTH

L[eJ'H/I 1 CTpaTCTHs pa3BUTHA OpTraHU3alun

HopMmaTriBHBIE TPaBOBBIE aKTHI, OTPEACISIFONINE HOMBI TPYIOBOTO IIPaBa

OCHOBBI apXHBHOTO 3aKOHOJATEIHLCTBA 1 HOPMAaTHBHBIE MPaBOBHIE akThl Poccuiickoit deneparyn B
00J1acTH BEJICHUS JOKYMEHTAIMH 110 IEPCOHAITY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNIbcTBA Poccuiickoit Deneparmu

OCHOBBI aJIMAHUCTPATHBHOTO 3aKOHOJaTenbcTBa Poccuiickoit denepanny B 006IacTH yIpaBiIeHUS
MIEPCOHAIOM U OTBETCTBEHHOCTH JOJDKHOCTHBIX JIHIL

3akoHonarenbcTBO Poccuiickoil @enepaliuil 0 epcoHaIbHBIX JAHHBIX

TpeboBanust 3akoHOmaTenbcTBa Poccumiickoit deneparmu B 007IacTH MPUMEHEHHS SJICKTPOHHON
HNOJIHICH

JlokanbHEIC HOPMATUBHBIC JOKYMCHTBLI OpraHu3anuu B obactu YIIpaBJCHUSA IICPCOHATIOM

ITopsinok 3aKyIOYHOM NesITeIbHOCTH, 3aKIIOUCHHSI M BEICHHSI JOTOBOPOB (KOHTPAKTOB)

HopMpl 3THKH [1€710BOTO OOIICHHUS

[IK 7.4. - CnocoOHOCTh aAMUHHUCTPUPOBATH MPOLIECCHI OMEPALMOHHOTO VIIPABICHUS IIEPCOHAIIOM 1

Da60T0fI CTPYKTYPHOI'O ITOAPA3ACIACHNA OpraHnu3aliii 1 COOTBECTCTBYIOIICIO )IOKVMGHTOO6ODOT3

Tpynosble
IEUCTBHUS

AHanu3 TpoIEecCOB AOKYMEHTOOOOPOTa, JIOKAJbHBIX JTOKYMEHTOB II0 BONPOCAaM OIEPALOHHOTO
yIOpaBICHUsI TEPCOHATOM M pabOTOH CTPYKTYpHOTO TOXApa3felicHus, OW3HEC-TPOLEcCOB
OpTaHM3aINH, YIOBICTBOPEHHOCTH IIEPCOHAA

JlokyMeHTanmoHHOe OopMIIEHHE PE3YJIBTATOB OMEPALHMOHHOTO YHPAaBICHHS NEpCOHaa M PaboTHI
CTPYKTYPHOTO IOJIpa3/IeNeHus], pe3yIbTaTOB ayIUTa PabOTHI C IIEPCOHAIOM

IloaroroBka NpeIOKEHUNH IO Pa3BUTHIO CHUCTEM ONEPALMOHHOIO YIPABICHHUS IEPCOHAIOM M
pabOThI CTPYKTYPHOTO MOMAPA3ACIACHUSA, MO HEOOXOAMMBIM KOPPEKTUPYIOIIUM U IMPEBEHTHBHBIM
Mepam

Pa3paboTka cHCTeMbl aHanW3a M KOHTPOJS pabOTHI MEpPCOHANA, MEPOIPHUATHHA MO O0OECICUCHHIO
KaJpOBOM 0€30MacHOCTH

KouTponb, cpaBHeHHE M aHAJIM3 MPOIECCOB B O0JACTH OMEPATUBHOTO YIPABIICHHUS MEPCOHATIOM,
PE3yJIbTATOB YIIPABICHYCCKUX MEPOIPUATHIA, OnpeesicHie (haKTOPOB, BBI3BIBAIOIINAX OTKIIOHEHUE OT
IUIAHOBBIX ITOKa3aTeleH

ITonroroBka um 06paboTKa 3ampoCOB, YBEIOMIIEHHUH, CBElIEHUII 0 pabOTHHKAaX B TOCYJapCTBEHHBIE
Oprassl, IpogecCHOHAIBHBIE COI03bI, 0OIIIECTBEHHbBIE OPTaHU3aIIHH

ConpoBO:X/JI€HHE TOTOBOPOB OKa3aHUs yCIYyT IO BONPOCAM OIEPATUBHOIO YIPABJICHUS IIEPCOHATIOM
U paboToN CTPYKTYpPHOTO TOApa3feiCHUs, BKIIOYas MpEIBApUTEIbHBIE MPOLEAYPHl IO HUX
3aKITIOYCHUIO

[ToaroToBKa MpeaaoX)eHui mo GopMUPOBAHHUIO OI0/PKETa HA TIEPCOHA OPTaHU3aIUU

Bremonnenne TpeOoBaHMH IO XpaHEHHIO HH(OpMAanu O pe3yjibTraTax JIeWCTBUS CHCTEM
OTIEPAIIMOHHOTO YIPABJICHHUS IIEPCOHAJIOM M PaOdOTOH CTPYKTYPHOTO HOAPA3/ICICHUS

Heobxonumere
YMEHHUS

KonTtponupoBaTs MeponpusaTHs 10 0OECTIeYeHHI0 KaApoBOH 0E30MacHOCTH, MPOLECCHl YIIPABICHHS
MIEPCOHATIOM HOAPa3/IeICHUH, OIIPEAEITATh X PE3YIbTaTUBHOCTD M BBIBIATH (DaKTOPHI OTKIOHEHUH
OT IIJIAHOBBIX ITAPAMETPOB

PaBpa6aTbIBaTb IporpaMMbl JOCTUIKECHHUA neynei u OIICPATUBHOI'O pCIICHUS 3aJ1a4 noz[paaz[eneHHﬁ

AHanu3upoBatb, pa3padaTeiBaTh M O(GOPMISATH JOKYMEHTHI IO ONEPaTHBHBIM IIpoleccaM M HX
pe3yabraTamMm

[IpoBoanTh ayauT KaJpoBBIX MPOLECCOB, MNpouexyp, O(GopmileHHS KaJIpOBBIX JOKYMEHTOB H
JIOKYMEHTOB I10 YIPaBIECHUIO IIEPCOHAIOM

KOHTpOJ'H/IpOBaTI) pacxog0BaHuC 6IOZ[>KCTOB Ha IIEpCoHaJ

OdopMIATh HOKYMEHTHI IO ONEPALMOHHOMY YIIPABICHUIO IIEPCOHATIOM U PaboTe CTPYKTYypHOIO
HOJApa3feNeHus, MpeACTaBIsieMble B TIOCYJapCTBEHHbIE OPraHbl, IIPECTaBUTENbHBIE OpIaHbl
pabOTHUKOB

OOecrieunBaTh JIOKYMEHTalMOHHOE CONPOBOXKAEHHE II0 CHUCTEMaM OIIEPAllIOHHOTO YIpaBIICHUS
TIEpCOHAIIOM U paboTe CTPYKTYpPHOTO MOJpa3ieeHHs

OpFaHI/IBOBHBaTL XpaHEHHUE JOKYMCEHTOB B COOTBECTCTBUU C Tpe60BaHI/I${MI/I TPYAOBOI'O U apXHUBHOT'O
3aKOHOJATCJIbCTBA Poccutickoii dDez(epaum/I U1 JIOKQJIbHBIMU aKTaMH OpraHru3alnunu

KOH’I‘pOJ’II/IpOBaTB HCIIOJIHEHHE JOTOBOPOB NOCTABIHIMKOB YCJIYT IO BOIIPOCAM IEpCcOHaAIa

[Tpon3BoANTP 3aKyNOYHbIE NPOLIEAYPHI, OPOPMIISITh U aHAITM3UPOBATD 3aKYIIOYHYIO JJOKYMEHTAIHIO
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IIpoBonNTH IEPErOBOPHI M IPEICTABIATh MHTEPECHI OPraHM3AaLMU B TOCYJAapCTBEHHBIX OpraHax,
IPE/ICTABUTEIbHBIX OpraHax pabOTHHUKOB I10 BOIIPOCAM IEpcoHasIa

Bectu nenoByro nepenucky

Bectn yu€r m perncrtpanuio AOKYMEHTOB B HH(OPMAIMOHHBIX CHCTEMaX W Ha MaTEpHAIbHBIX
HOCUTEIISX

Paborath ¢ HMHQOPMAIMOHHBIMH CHCTEMaMH, IHMQPOBBIMH YCIyraMH M CEpBHCAMH B 00JacTH
OIIEPAIMOHHOTO YIPABJICHHUS IIEPCOHAIOM M PaOdOTOM CTPYKTYPHOTO HOAPA3IeIICHUS

®dopMupoBaTh NPEIUIOKEHUS IO aBTOMAaTH3AUMHM M IHM(POBH3ALMM IpoIecca ONEPalMOHHOTO
YIpaBJICHUsI IEPCOHAIIOM U pabOTOH CTPYKTYPHOTO IOpa3/ieTICHUs

OOecrieunBath  coOnrofeHne TpeOoBaHW  3akoHomartenbcTBa Poccuiickoit  Penpeparun  u
KOPHOPaTHBHBIX MOJHUTHK B 00JIaCTH OOpaOOTKM MEPCOHAJBHBIX NaHHBIX M KOH(HICHIHAIbHOU
nHdopmanmu

Bectu nenoByro nepenucky

Co0utoaTh HOPMBI STHKH JISIOBOTO OOILCHUS

HeobOxonumble | CobiroaTh HOPMBI 3THKH J€JI0BOI0 OOLICHUS

3HaHU MeTo1bl OLICHKH pabOoThl CTPYKTYPHBIX NOApa3/IesIeHHH, pe3yJIbTaTOB TpY/a NepcoHasa

Merobl IPOBEAEHUS Ay IUTa U KOHTPOJUIMHIA OIICPATUBHBIX YIIPABICHUECKUX MIPOLIECCOB

QDOpMBI U CUCTEMBL MATEPUAILHOIO U HEMATEPUAJILHOTIO CTUMYJIMPOBAHMs TPY/1a IIEpCOHAIA
OCHOBBI JJOKyMEHTAI[HOHHOT'O 00eceYeHUsI

[opsimok odopmieHus, BeAeHHA W XPAaHCHMS MAOKYMEHTAlMH II0 CHCTEMaM OIEPALIOHHOTO
YIPaBJICHUs] HEPCOHATIOM U padoTe CTPYKTYPHOTO IOpa3IeJICHUs

[Mopsinok ¢dopmupoBanus, BeleHHs 0a3bl JAHHBIX WM TPENOCTABICHUS OTYETHOCTU IO CHUCTEMaM
OIIEPAIMOHHOIO YIPABJICHUS IIEPCOHANIOM B paboTe CTPYKTYPHOTO MOApa3AelIeHuUs
TapudHo-kBaMpUKAMOHHBIE CIIPABOYHHUKU paboT M mpodeccuii pabounx M KBaTU(HUKAIHOHHbIC
XapaKTEPUCTUKH JOIDKHOCTEH CITy’Kalux, NpodecCHOHAIbHbIE CTaHAAPTHI

HopmatuBHBIE ITpaBOBBIE aKThI, PEryJIUPYIOMIKE MpaBa U 003aHHOCTH TOCYIAPCTBEHHBIX OPTaHOB U
OpraHu3aluy 110 IPEJOCTaBICHUIO YYETHOM JOKYMEHTALUU

[TopsiIok IpoBeieH s 3aKYIOYHBIX MPOLEAYP U 0QOPMIICHHS COMYTCTBYIOIIEH JOKYMEHTAIMH
IlosnTuKa ynpasiaeHusl IEPCOHAIOM U COLMAIbHASI IOJIUTUKA OPraHUu3aluu
OpraHu3allMOHHO-IITaTHASI CTPYKTYpa OpraHu3aIliu

Ilenu u cTparerus pa3BUTHs OpraHu3aluu

busHec-naH 1 OU3HEC-IPOLECCHl OPraHU3aLIH

Crneunanu3ipoBaHHble MH(OPMALMOHHBIE CHCTEMBI, LU(POBBIE YCIYTd W CEPBHUCH B 00nacTu
OIIEPALIMOHHOTO YTIPABICHUS MEPCOHANOM U paboTO CTPYKTYPHOTO IMOJpa3/eNeHus, TpaHuLbl X
IPUMEHEHHUS

OCHOBHBIE METPUKH U aHAIUTHYECKHE CPE3BI CHCTEMbI OTIEPAIlMOHHOTO YIPaBJICHHS MEPCOHAIOM U
paboThI CTPYKTYPHOTO MOIPA3/IeIeHUs

HopmatuBHbIE IpaBOBBIE aKThl, OIPEAEIISIONIME HOMBI TPYI0OBOIO IIpaBa

OCHOBBI apXMBHOTO 3aKOHOJIATEILCTBA M HOPMATHBHBIE MPaBOBBIE akThl Poccuiickoit deneparyn B
00J1acTU BEJICHUS] JOKYMEHTAIHHU 110 IEPCOHAITY

OCHOBBI HAJIOTOBOT'O 3aKOHOAaTeNbCTBA Poccuiickoit Deneparu

OCHOBBI MHI'PAIlHOHHOTO 3aKoHOJarenbcTBa Poccuiickoit ®Penepannu B 007JaCTH NPUBJICUCHHUA H
TPYAOYCTPOICTBa MHOCTPAHHBIX I'PaKIaH U JIUIL Oe3 IpaXkTaHCTBA

OCHOBBI aJIMUHUCTPATHBHOTO 3aKoHOAareibcTBa Poccuiickoit denepannuu B 061acTH ynpaBieHHUS
[IEPCOHAJIOM M OTBETCTBEHHOCTU JIOJPKHOCTHBIX JIUIL

3axkoHoaTenscTBO Poccuiickoit Penepalinil 0 mepcoHaIbHBIX JAaHHBIX

JlokagpHbIE HOpMATHBHBIEC JOKYMEHTHI OPTaHU3aIMU B 00JIACTH YIIPABICHHS IEPCOHATIOM

IopsimoK 3aKiTI0OUeHHsI JOTOBOPOB (KOHTPAKTOB)

IIpaBuiia BeieHYsI 1€710BOM EPENUCKU

HopwMsl 5THKH 1e710BOT0 00IICHUS

Onucanne mnepedHs MpodecCHOHATBHBIX KOMIETEHIIMA B paMKax WMEIONICHCS KBATM(UKAIINH,
KaueCTBEHHOE W3MEHEHHE KOTOPBIX  OCYIIECTBISIETCS B  pe3yidbTaTe OOydYeHHUs Mo
npodeccuoHaibHOMY  cTaHaapty  «CHoemuajucT MO  yHOPaBJEHUI0O  JOKYMEHTaAMH
OpPraHM3auNmw)

[IK 1.1. - CrnocobHOCTh pa3padarTelBaTh W BHEAPITH JIOKAIBHBIE HOPMATHBHBIE aKThHI B 00JACTH
VIIpaBJIEHU JOKYMEHTAMU OpraHu3aliu

| Tpynossle | IIpoBeneHue aHainM3a JIOKAJIbHBIX HOPMATUMBHBIX aKTOB OPIaHU3aLMU  JUll  ONPENENICHUs HUX |
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JIEUCTBUS COOTBETCTBUSI HOPMATHBHBIM TPaBOBBEIM akTaMm Poccuiickoit denepanuu B 00JIACTH YIIPaBIICHUS
JIOKYMEHTaMU OpraHu3aluu
[loaroroBka NHpPOEKTOB JIOKAJIbHBIX HOPMATHBHBIX aKTOB OpTaHHM3allMd B OOJAaCTH YIIpaBJICHHS
JIOKYMEHTaMU OpraHu3aluu
AKTyauin3anus CUCTEM KJIacCU(HUKALMK ¥ HASHTH(UKAINN JOKYMEHTOB OpraHH3alUH
CoBepIICHCTBOBAHUE CXEM MapUIPYTHU3aLUH JOKYMEHTOIIOTOKOB OpraHU3aluu
@opMUPOBAaHUE MPENJIOKEHUI IO COBEPIICHCTBOBAHUIO JIOKAJIBHBIX HOPMATHUBHBIX AaKTOB IIO
YIPaBICHUIO JTOKYMEHTaMU OpraHu3aluu
KoncynbTupoBanue pabOOTHHUKOB OpraHM3allMd 10 BONPOCaM  YIPABJICHUS JIOKYMEHTaMH,
3aKpPEIUIEHHBIMU B JOKAJIbHBIX HOPMATUBHBIX aKTaX OpraHU3aINU
Oxa3zaHue METOJMYECKOH MOMOINY pabOTHUKAM OpraHH3alUK 10 paboTe ¢ PacHOpPSAUTELHBIMU
JIOKYMEHTaMH
[IpencraBneHne NMpOEKTOB JIOKAIBHBIX HOPMATHBHBIX aKTOB OPraHM3allMd B OOJACTH YIIPaBICHHS
JOKYMEHTaMH OpraHu3allid Ha COIJIaCOBaHME PYKOBOJCTBY MOJpPA3JCNEHUsI IO YNPaBICHHIO
JIOKYMEHTaMH U IKCIIEPTHON KOMUCCHU OpraHu3aluu
HeobOxonumele | Ilonmp3oBaTbesi MOMCKOBBIMHM CHCTEMaMH, WH(OPMAalMOHHBIMH pecypcamu, 0a3aMHM [JaHHBIX B
yMeHUs 00J1acTH yIpaBJeHUs TOKYMEHTaMH OpTraHU3aLUH
KnaccudunmpoBath HMHpOpPMAIMIO B COOTBETCTBHM C 3aJadyaMd YIPaBJICHHS JIOKyMEHTaMH
OpraHu3aIHU
Pa3pabatbiBaTh NpEUIOKEHUS] 1O COBEPLICHCTBOBAHMIO JIOKAIBHBIX HOPMATHUBHBIX —aKTOB
OpraHu3alyy 10 YIIPABICHUIO TOKYMEHTaMHU
Co0uto1aTh HOPMBI STHKH JISIOBOTO OOILCHUS
HeobOxonumblie | HopmaruBuble mnpaBoBble akThl Poccuiickoin ®enepanuu B 00JacTH yHpaBlIeHHs TOKyMEHTaAMH
3HaHUA OpraHn3anumn

HopmaTtuBHble mnpaBoBble  akThl  Poccuiickoii ~ @enepaumu B obnactd  uMHOpManuw,
MH()OPMAIMOHHBIX TEXHOJOTHH M 3amuThl HH()OPMALUH, IIEPCOHANBHBIX JAAHHBIX, H(pOoBOH
TpaHcHopMaIu

MeTOI[PI‘IeCKI/Ie JAOKYMCHTBI U HAIlMOHAJIbHBIC CTAaHAAPTHI B obactu yupaBJICHUS AOKYMCHTAMU
OpraHu3alvnu

JlokanpHEIS HOPMATUBHBIC AKThI OpraHru3allun

(I)yHKI_II/II/I, ITOJJTHOMOYMS 1 OTBETCTBCHHOCTH CTPYKTYPHBIX HO,Z[pa?»,I[CJ'ICHI/Iﬁ OpraHu3anuu

[IpaBuna ¥ MOPSIOK COCTaBICHUS W O(OPMIICHHS JOKATHHBIX HOPMATHBHBIX aKTOB OpTaHH3aIlWH,
PETYIMPYIONNX paboTy ee Moapa3iesieHus B 00JaCTH YIPaBJICHUS JOKYMEHTAMH OpPTraHU3aIHy

HpaBHna COCTaBJICHUA U O(i)OpMJ'IeHI/Iﬂ JIOKAJIbHBIX HOPMATHBHBIX AKTOB, ONPCACIIAIOIUX MOPAOO0OK
pa6OTBI C TOKYMCHTAMHU B OpraHU3alnun

PGFHaMCHTaLII/IFI JACJIOITPOU3BOACTBCHHBLIX TPOLIECCOB

TpeboBaHust OXpaHbl TPya

ITK 1.2- CnocoOHOCTh OpPraHuM30BbIBATE JOKYMCHTHPOBAHUEC NCATCIABHOCTHU B OPTraHHU3allin

Tpynosble
JIeUCTBUS

PazpaboTka yHUHUIMPOBAHHBIX (OPM [TOKYMEHTOB, HCIOJNb3YEMBIX B O0JacTH YNpaBIeHUS
JIOKYMEHTaMH OpraHu3alun

Pa3paboTka npoekToB Tabeist ¥ anbboMa YHUPHUIUPOBAHHBIX (OPM JOKYMEHTOB, HCIOJIB3YEMBIX B
JIeSTeJIbHOCTH OpraHU3aluH

IToaroToBka MpeaoKEHUH 1O TEXHOJIOTHH Pa3pabOTKH MPOEKTOB JOKYMEHTOB U €€ 3aKpeIuleHHE B
JIOKAJbHBIX HOPMATUBHBIX aKTaX OPraHU3AINH

Pa3paboTka 3JIeKTPOHHBIX OJAHKOB W AJIEKTPOHHBIX IIa0JIOHOB JOKYMEHTOB JJIsi MCIIOJIB30BAHUS U
pa3MeIeHHs B CHCTEMe IEKTPOHHOI0 JOKYMEHT0000pOoTa OpraHu3alyuu

KonTtposns cobmromenuss TpeOGoBaHMHA K TOATOTOBKE M O(OPMIICHHIO JOKYMEHTOB M JIOKAJBbHBIX
HOPMaTHBHBIX aKTOB B 00JIACTH YIPaBJICHHs IOKYMEHTaMHU OpraHU3aluH

OHTI/IMI/ISaL[I/ISI COCTaBa JOKYMCHTOB OpraHMu3anu B COOTBETCTBUM C €€ JCATCIbHOCTHIO

KonTpons mepeBoma B 3IEKTPOHHBIM BHI JOKYMEHTOB M JIOKYMEHTHPOBAaHHOH WH(pOpMAaNuy,
C03/1aBa€MOM B OpraHu3alfu

HeobOxonumere
YMEHHSA

PaGoTath ¢ mabaoHaM¥u JOKYMEHTOB B HH(OPMAIIMOHHON CHCTEME OpraHu3alyn

PaboTath ¢ 37eKTpPOHHBIMHU OJIaHKAMH JOKYMEHTOB

Pa3pabaTriBaTh 3JIEKTPOHHBIE OJIAHKH U 3JICKTPOHHBIE IIA0JIOHBI TOKYMEHTOB

PaspabatsiBaTh TpeOoBaHMS K MH(OPMAIMH 1 TaHHBIM, BKIIFOYA€MbIM B JOKYMEHTHI OPTaHU3aIHH

Hcnonp30BaTh OpraHu3allMOHHBIE U TEXHUYECKUE CPENCTBA Ul IEPEBOAA B JJIEKTPOHHBIN BUL
JIOKYMEHTOB M JOKYMEHTHPOBAaHHON WH(POPMALINU OpTraHU3allN

Mcnonb30BaTh OUCHYIO TEXHUKY B paMKax cBOeH MpoheCCHOHATLHOM NesITEIbHOCTH

Heob0xoanmere

HopmatuBHble mpaBoBele akThl Poccuiickoit @enepanuu B 007acTH ympaBlIeHUS] JTOKYMEHTaMH
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3HAHUA

OpraHU3aIH

MeTtoamaeckue JOKYMCHTBI W HAIIMOHAJIBHBIC CTAHIAPTHBI B obJactu YOpaBJICHUA TOKYMCHTaMU
OpraHmn3anumn

HopmaTtuBHBIe mpaBOBeIe  akThl  Poccmiickoii ®emepammm B obmacté  mHpOpMAIIH,
MH()OPMALMOHHBIX TEXHOJOTMH W 3amuThl HHOOPMALUH, IEPCOHANBHBIX JAHHBIX, HU(pOBOH
TpaHcdopmanuu

HpaBMna COCTAaBJICHUSA pa3/IMYHbIX BUAOB TOKYMCHTOB

Oo6mue TpeboBaHus K 0(hOPMIICHHUIO TOKYMEHTOB, B TOM YHCIIC OPTaHU3aIMOHHO-PACTIOPSTUTEIHHON
JIOKyMEHTalluu

HpaBpma pa60T1,1 C JOKYMCHTaMM, COACPIKAIINMHA KOH(I)I/IL[GHLII/I&HLHyIO I/IH(l)OpMaHI/IIO

HOpS[JJOK (l)yHKI_II/IOHI/IpOBaHI/IH I/IH(IJOpMaHI/IOHHI)IX CHUCTEM B 00JIacTH yapaBJiCHUA IOOKYyMEHTaMU
OpraHmu3anumn

CprKTypa OpraHu3anum U nmopsaaoK pacnpeacjacHus IMOJIHOMOYHI B 00J1aCTH CO3JaHnd NTOKYMCHTOB
MCIKAY €€ CTPYKTYPHBIMH MOAPA3ACICHUAMHN U JOJDKHOCTHBIMU JIMIIAMHA

Bugosoii coctaB JOKYMCHTOB OpraHu3ainuun

HpaBMna COCTAaBJICHUSA TCKCTOB JOKYMCHTOB OpIraHU3aluu

HpI/IHHI/IHLI 1 MCETOAbI YHOPSAJOYCHH COCTaBa JOKYMCHTOB OpTraHU3allui U UX JaHHbIX

KpI/ITepI/II/I OLICHKH KaueCTBa CO3/laBacMOM JOKYMCHTAallUn

I1K 1.3.- Cr1ocoOHOCTh OPraHU30BbIBATEH JOKYMEHTOO0OPOT B OPraHU3alluu

TpynoBsie BeimonHenne omepanuii 1Mo IpeaBapUTEIbHOMY PAacCMOTPEHHIO M PErHCTpaludl JAOKyMEHTOB
JefcTBus OpraHu3alMH
BejeHne perucTpalilioHHbIX U Y4ETHBIX (OPM JIOKYMEHTOB OpraHU3aluH
Ocy1iecTBiIeHHEe BHYTPEHHETO0 KOHTPOJS IMepefaddl JOKYMEHTOB MEXAY YPOBHSAMH YIPABICHUS U
UCIIOJIHUTEIISIMU B OpraHU3alul
Pa3paboTka npeiosKeHu i 1o NOPSAKY COTIACOBAaHMS M YIOCTOBEPEHHUs IOKYMEHTOB B OpraHH3aLUH
[IpoBenenue aHanu3a MHGOPMAIMOHHBIX U JOKYMEHTALHMOHHBIX IOTOKOB B OpraHMU3aliy
[ToaroroBka mpemIoKeHU MO (OPMUPOBAHHIO MApIIPYTOB W IIOArOTOBKA MAapUIPYTHBIX KapT
JIBIDKEHUS IOKYMEHTOB B OpraHU3aluu
[MoaroroBka mpeIOXKEHUH 1O (GOPMUPOBaHHIO (YHKIMOHAIBHBIX TpPeOOBaHUH  CHUCTEMBI
3JIEKTPOHHOTO JOKYMEHTO000pOTa OpraHu3aliH
Pa3paboTka TEXHOJIOTHH paboThl C KOH(PUACHIIMAIEHBIMH JOKYMCHTaMU
Pa3paboTka TexHoJOrHU paboThl C JOKYMEHTaMU M HH(opManuei B opraHu3anum
HeobOxonumbie | Co3naBaTh M UCIONB30BaTh METaJaHHBIC JOKYMEHTOB B IIPOLIECCE MX IBIDKCHUS M 00pabOTKH B
yMeHUs OpraHu3alMu
KoHTpoimnpoBaTs BBINOIHEHNE MPOLEAYDP IBIKEHUS M 00pabOTKHM JOKYMEHTOB, HCIIONB3YEMBIX B
o0J1acTu ynpasJeHUs] TOKYMEHTaMH OpTaHU3ALIH
Bectn yuér n aHanm3 00béMa JOKyMEHTOOOOPOTa OpPraHM3alMi B COOTBETCTBHE C MHCTPYKIMEH 110
JINIONPOU3BOACTBY OpraHU3aluu
loToBuTh mpeanoxkeHUss 1O (GOPMHUPOBAHMIO TAPAMETPOB pPAOOTHI CHCTEMBI 3JIEKTPOHHOTO
JIOKYMEHT0000pOTa OpraHU3aLNH
OpraHu30oBBIBaTh B3aMMOJICHCTBHE IIOApa3JeleHnii OpraHM3ald B Mponecce pa3paboTku
UCIIOJIHEHHSI Pa3IMYHbIX BUI0OB JOKYMEHTOB
Co3naBath 0a3bl JaHHBIX 10 JOKYMEHTaM O JEATeIbHOCTH OPTaHU3aIMH M OCYIIECTBIATH KOHTPOIIb
UX BEICHUS
Co3naBaTh CHCTEMY MHIEKCAILMH JIOKYMEHTOB OPTaHHU3AIMH W HUCIIOJIB30BaTh €€ B MH()OPMALMOHHO-
CIPaBOYHBIX LEJSIX
Heo6xoaumele | HopmaruBHble mpaBoBble akTel Poccumiickoit ®enepanmm B o0iacTh yNpaBieHHs JTOKYMEHTaMH
3HAHUSA OpraHu3alyu

HopmaruBaele  mpaBoBble  akThl  Poccuiickoii  ®exmeparum B oOsacth  MHQOpManuy,
MH()OPMALMOHHBIX TEXHOJOTWH W 3amuThl HHOOPMALUH, IEPCOHANBHBIX JAHHBIX, U(poBOH
TpaHchopMaImn

Meroauueckre JOKyMEHTHl W HAIlMOHAIBHBIE CTAHAAPTHl B 001acTH paboThl C JOKYMEHTaMH H
nHpOpMaIHe B OpraHU3aIH

JlokanbHEIC HOPMATHUBHBIC AKThI OpraHu3aun

HpaBHna pa60TLI C JOKYMCHTaMHM OpraHu3anun, yCTaHOBJICHHLIC e€ JIOKaJIbHBIMU HOpPMATUBHBIMUA
aKTaMH

@yHKIIMM, IOJHOMOYMS M OTBETCTBEHHOCTb PYKOBOJCTBA OpraHu3allud U €€ CTPYKTYpPHBIX
oApa3AeICHU I

DYHKIMOHAJIBHBIE 0COOCHHOCTH CHCTEMBI AJIEKTPOHHOTO TOKYMEHTO000pOTa OpraHu3aIiuu
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| ITopsimok U copeprkaHue IpoIeayp Mo paboTe ¢ TOKyMEHTaMH OPTaHU3alHHU U MX JaHHBIMU

I1K 1.4.- CiocoOHOCTh NPOEKTUPOBATH, BHEAPSTH M PA3BUBATH CUCTEMY YJIEKTPOHHOI'O

I[OKVMCHTOO6OD oTa

Tpynossle
IEUCTBUS

IIpoBeneHne aHanmm3a JEHCTBYIOIIEH CHCTEMBI YNPABICHUS MOKYMEHTAMH OpTaHH3alUH Ui
OTIPEIETICHNS 331ad [0 €€ aBTOMATH3ALIH, MOIEPHU3ALNH, IIM(POBOI TpaHCHopMaLuH

[ToaroToBKa TEXHWYECKOTO 3aJaHUA HA BHEIPCHHE OTCUYECTBEHHOW CHCTEMBI JIIEKTPOHHOTO
JIOKYMEHTO000pOTa B OPraHM3AINH B PAMKaX CBOMX KOMITCTCHIINI

PazpaboTka 6710K-CXeM, OMICHIBAIOIINX ON3HEC-POLIECCHl OPTaHU3AINH, TPOIIECCHI U MPOLELYPHI 110
YIPaBICHUIO JOKYMEHTAMH OpPTaHU3AINH

Knaccudukanus, mHISKCHPOBaHNE JOKYMEHTOB M MX JAHHBIX, HEOOXOIMMBIX IUIS OCYIIECTBIICHHS
MPOIIECCOB CO3/IaHUs M BBOJIA B CHCTEMY 3JICKTPOHHOTO JOKYMEHTO000pOTa

Bruecenue npe,unomeﬂnﬁ o KpUTEpUAM BI)I60pa OTEUYECTBEHHOM CHCTEMBI SJICKTPOHHOT'O
JIOKyMEHTOO60pOTa JUISL OpraHru3alun

OcyIlIeCTBJ'IeHI/Ie TSCTUPOBAHUS pa60TLI CHUCTEMBI JJICKTPOHHOT'O ﬂOKyMeHTOO60pOTa " onpeaciicHue
3aJa4 I10 €€ agarnTainun K CHCHI/I(l)I/IKe CHUCTCMBI YIIPABJICHUA JOKYMCHTAMU OpraHu3alnu

Meronndyeckoe COMPOBOXKACHHE MPOIECCOB BHEAPEHUS U DKCIUTyaTallMd CUCTEMBI 3JEKTPOHHOTO
JIOKYMEHTO000pOTa B OpraHU3aIIH

Heo0Oxonumbie
YMEHHS

[TpousBomuTh 00pPabOTKY JOKYMEHTOB U J@HHBIX: PETHCTPAIMIO, CUCTEMATH3aIHIO, HCIIOJIb30BaHUE,
XpaHEeHHe, YHUYTOKESHUE

IIpuMeHATh METOOJIOTHIO OPIaHU3ALMOHHOIO [IPOEKTUPOBAHUS IIPU aHAJIN3€ CUCTEMBI YIIPABJICHUS
JIOKYMEHTaMU

[IpencTaBnsaTh pe3ysbTaThl aHajdM3a IPOLIECCOB YIPaBICHHS JOKyMEHTaMH OpraHu3alud B
rpaduyeckoM BHE

BrIgBIATH MPUOPUTCTHBIC HAITPABJICHUA aBTOMATHU3AlIUU YIIPABJICHUA JOKYMCHTAMU B OpraHu3alin

IIpuMeHATH cUCTEMY 3JIEKTPOHHOTO JTOKYMEHTOOOOpOTa AJIS BHINOJHEHMS JEJIONPOU3BOACTBEHHBIX
onepanui

OueHnBath 3(PQPEKTUBHOCTh MEPONPHATHI 10 aBTOMAaTW3allMK YNPaBICHUS JOKyMEHTAaMH B
OpraHusanuu

Heo0Oxonumbie
3HAaHUA

HopmaTtuBHble mnpaBoBble  akThl  Poccuiickoii ~ @enepaumu B obnactd  uMH(OpManuw,
MH()OPMALMOHHBIX TEXHOJOTMH M 3amuThl HHOOPMALUK, IIEPCOHANBHBIX JAHHBIX, HU(pOBOU
TpaHcopManuy, YIpaBJICHHs JOKYMEHTaMH OpraHU3aluH

MemnyHapoz[HHe Y HAIMOHAJIbHBIC CTAHOAPTHI B obactu YHOpaBJCHUA JOKYMCHTAMHU

Cnioco0bl cucTeMaTH3aIMH IAHHBIX O JeSITEIbHOCTH OpraHu3aIluu

[TpuHuuMnbe GOpMHUPOBAHUS IPOLIECCOB OPraHU3alNU

MCTOI[I)I HCCICA0OBaHMs, aHaJIn3a, IPOCKTUPOBAHNA U Pa3BUTUA CUCTEMBI YIIPABJICHUA JOKYMECHTAMU
B OpraHu3anumn

HpOFpaMMHLIe IIPOJAYKTEI 110 aBTOMATU3alUHU YIIPABJICHUA JOKYMCHTAMU B OpraHru3ainumn

OyHKIIMOHAIBHBIE ~ OCOOEHHOCTM  PA3JIMYHBIX  OTEYECTBEHHBIX  CHCTEM  3JEKTPOHHOIO
JIOKYMEHTO000pOTa, UCIIOJIb3YEMBIX B 00JIaCTH yIPaBJICHHUs JOKYMEHTaMH OpraHU3allui

ITK 1.5- CnocoOHOCTh OCYIICCTBIIATH I/IH(bODMaI_[I/IOHHO-CHDaBO‘-IHVIO Da6OTV C JOKYMCHTaMH

Oopra"nu3anun

Tpynossle
JIeHUCTBUSA

dopmupoBaHue TpeOOBaHMII K WHPOPMAIMOHHO-TIOMCKOBBIM CHCTEMaM CTPYKTYPHPOBAHHBIX
JIAaHHBIX JTOKYMEHTHPOBAHHBIX chep AesITeNbHOCTH OpraHu3auu

@OpMHpOBaHI/Ie 1 BCIACHUC 0a3 JAaHHBIX O JCATCIbHOCTH OpraHru3alun

®dopmupoBaHne TpeOOBaHMIA K pasTpaHUYCHHIO YPOBHEW JocTyma pabOTHUKOB K JaHHBIM O
JISATEIbHOCTH OPraHu3allii B COOTBETCTBUHY C BBITIOJTHIEMBIMA UMU (DYHKITUSIMHU

IIpenocraBnenne gocTyma K  CTPYKTYPHPOBAaHHBIM — JaHHBIM  JOKYMEHTHPOBAaHHBIX  cdep
JIeITENBHOCTH OpPraHu3aluu

Paszpabotka Gopm npeacTaBiieHns HHGOOPMAIIUH O ASSITEILHOCTH OpraHU3aIluu

IlogroroBka OTYETOB M AHAJIUTUYECKUX CIPABOK PYKOBOJACTBY II0 BOIPOCaM YIIPaBJICHHUS
JIOKYMEHTaMU B OpraHU3aLU1

ITouck n mpenocTapieHrne HHOPMAUN O CTPYKTYPHUPOBAHHBIX JAaHHBIX JOKYMEHTHPOBAHHBIX chep
JIeITeJIbHOCTH OpraHU3aluy 110 3apocaM pabOTHUKOB OpPraHU3alMn

Heob6xoaumbie
YMEHHUS

Paborarh ¢ HICTOYHHKAMU HH(bOpMaHHH, BbISIBJIATH KPUTCPUU €€ OLICHKH U 0T60pa

[lombuparp,  cHcTeMAaTH3MPOBATH W KIACCH(UIIUPOBATH  CTPYKTYPHPOBAaHHBIE  JTaHHBIE
JIOKYMEHTHPOBAHHBIX cep AesTeTbHOCTH OpraHH3aly 0 ONPEAEIEHHBIM KPUTEPHAM

COBH&B&TL, AIMUHHUCTPUPOBATL U HMCIOJB30BATh NJOKYMCHTBI U UX JAaHHBIC B pa3IMYHbIX 00acTax
JACATCIBbHOCTHU
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OdopmwisaiTe MHQOpPMAIMIO B HANIIJHOM CHCTEMATH3WPOBAaHHOM BHAE B COOTBETCTBHH C
MPEIbSBISICMBIMH TPEOOBAHUSIMHU

Paborath ¢ 9NEKTPOHHBIMH 0a3aMH JAaHHBIX M CHCTEMOH 3JICKTPOHHOTO JOKYMEHTOOOOpOTa
OpraHu3aluu

Heo0Oxonumbie
3HAHUSA

Meroauyeckre OKyMEHTHl W HAIlMOHAIBHBIE CTaHAAPTHl B 00JacTH pabOThl C JOKYMEHTAMH H
nHdopmanmei B opranu3anuu

IIpaBuia, nopsioK GopMHUPOBaHUs U yuéTa 0a3 JaHHBIX OpraHU3aluu

OcobeHHocTH (I)yHKI_II/IOHI/IpOBaHI/Iﬂ CHpaBO‘-IHO-I/IH(i)OpMaIII/IOHHLIX n I/IH(l)OpMaHI/IOHHO-HOI/ICKOBLIX
CHUCTEM OpraHu3aluu

HOpS[JJOK J0CTYyINa K pa3JIn4YHbIM KaTCropuimM I/IH(l)OpMaHI/II/I B OpraHm3anumn

CrocoObl IOJIYUCHUS I/IH(i)OpMaIII/II/I 13 pas3JIMIHbIX UICTOYHUKOB

CDOpMLI IpeACTaBJICHUS I/IH(i)OpMaHI/II/I M UX 0COOEHHOCTHU

HpaBpma COCTaBJICHUSA U O(l)OpMJ'IeHI/IH OTUYCTOB, 0630p0B, AHAJIUTUYCCKUX CITPABOK

TexHonorus paboOTHI C TOKYMEHTaMHU M HHpOpManneil orpaHMIeHHOT0 JOCTyIa

IIK 1.7-CriocoOHOCTh OpPraHM30BbIBATh XPAHCHHUEC JOKYMCHTOB B OpraHu3anyuy 1 nepcaadyu aAcja Ha

APXHUBHOC XpAaHCHHUEC

Tpynossle
IEUCTBUS

KOHTpOHL KOMIUIEKTOBaHUA NOKYMEHTOB B A€JIa U OpraHu3anusd WX XpaHCHUSA B IOAPA3ACICHUAX
OpraHu3alvnu

KOHTpOJ'IL CO34aHUA U BCACHHS CIIPABOYHO-IIOMCKOBBIX CPCACTB IO JOKYMCHTAM MU 6azam JaHHBIX,
XPaHAIIMUMCA 1 BEAYIIMMCS B IOAPA3ACTICHUAX OpraHu3alnn

COCTaBJ’ICHI/Ie, BCIACHNC HOMCHKJIATYPbI ACJI OpraHru3alun 1 HTOTOBOM 3aIIMCH K HEH

HpOBepKa JAHHBIX O COXpPaHHOCTH CO3JdHHBIX B OpraHu3alvyi JOKYMCHTOB Ha pPa3JIMYHBIX
HOCHUTCIIAX

KOHTPOJ'IL BblJa49X B OIICPATHBHOC IMOJI30BAHUC JOKYMCHTOB OpPraHM3alui U UX BO3BpaTa

HpOBe,I[CHI/Ie OKCICPTHU3bI HCHHOCTH JOKYMCHTOB B COCTABC 3KCHepTHOﬁ KOMHCCHUHN OpraHu3alnuu

HpeZ[OCTaBJ'IeHI/IG JAOKYMCHTOB WJIM HX CKaH-KOIIMA I OTBETOB Ha 3aIlpOChI HO,I[pa3Z[eJ'IeHPII7[
OpraHnu3alvi 1 (be;[epaanLIx OpPraHoB HCIOJTHUTEILHOM BIACTH

HOHFOTOBKa JOKYMCHTOB IJIA ICPEAadN B ApXKUB WJIN HA YHUYTOKCHHC

HeobOxonumere
YMEHHUS

[IprMeHATP HOMEHKJIATYpY el CTPYKTYPHOTO TOAPA3ACICHUS M CBOAHYIO HOMEHKIATYPY AN
OpTaHM3AIMH, HTOTOBBIE 3aMHCH K HUM

HactpauBath  mapameTpbl  pa3feioB  HOMEHKJIATYpbl €1 B  CHCTEME  JJIEKTPOHHOTO
JIOKYMEHTO000pOTa OpraHu3aluu

CucTeMaTH3UpOBaTh JOKYMEHTHI 1 HHPOPMALNIO 0a3 TaHHBIX, (POPMHUPOBATH JIea B COOTBETCTBUH C
HOMEHKJIATYPOH Jie]l OpraHu3aiuu

OCYIHCCTBHﬂTB TMOWCK TOKYMEHTOB M MX JAHHBIX B IMPOHCCCE TCKYIICTO XPaHCHU B OpraHru3annun

OCYH.[CCTBJ'I?[TL METOANYECKOC PYKOBOACTBO OpFaHHSaHHCﬁ XpaHCHUA NJOKYMEHTOB U 6a3 JaHHBIX B
CTPYKTYPHBIX MOAPA3ACICHUAX OpraHru3aniun, OKa3bIBaTb UM MPAKTUYCCKYIO ITOMOIIb

KonTtposupoBats GopMHPOBaHHE, XpPAHEHUE U TIEpeIady JIe] B apXHB OpPraHu3alnu

KoHTponnpoBaTh apXuBHpOBaHUEe 0a3 JAHHBIX CTPYKTYPHBIX HOAPA3ISIICHUH OpraHH3aliuH

IloaroraBnuBaTh oOHMCH AOKYMEHTOB W JAaHHBIX, IEPEAAaBaeMbIX B apXWUB OpraHU3alUU MU
APXUBHUPYEMBIX HA HOCUTENIH

IIpou3BoaUTh 3KCIEPTU3Y LIEHHOCTH JOKYMEHTOB OPraHU3alMM U UX JAHHBIX, OINPEIENATb CPOKU
XPaHEHUs

O0ecneunBaTh 3alIUTy AJOKYMCHTOB M JJAHHBIX OpraHu3alyi OT HECAHKIMOHWPOBAHHOI'O J0CTYyIa
NI YHUYTOXCHUA

Heo0Oxonumbie
3HAaHUA

HopmaTtuBHble mnpaBoBble  akThl  Poccuiickoit ~ @enepaumu B obnmactd  mHOpManu,
MH()OPMALMOHHBIX TEXHOJOTMH M 3amuThl HHOOPMALUK, IEPCOHANBHBIX JAHHBIX, HU(POBON
TpaHc(opManru, apXUBHOTO JIeNa

Metoaudeckue JOKyMEHTH M HAI[MOHAJIBHBIE CTAaHAAPTHI B 00JacTH paboOTHl C JOKyMEHTAIleH U
nHpOpMaINeH, apXUBHOTO Jesia

IIpaBuna paboThl ¢ JOKYMEHTaMH OpTraHW3allid, YCTaHOBIEHHBIE €€ JIOKAJIbHBIMH HOPMATHBHBIMH
aKTaMH, YYETHOM NOJUTHUKON

Tlopsimok u cojaep)kaHWe TPOIEAYp OpPTaHU3AI[MH OINEPATHBHOTO XPAHEHUS JOKYMEHTOB U HUX
JIAHHBIX, IOATOTOBKH K Mepeaade B apXUB OPTaHU3AIMH WM apXUBUPOBAHUIO HA HOCUTEIISX

Metoauka pa3pabOTKH M BEACHHWS HOMEHKJIATYpHI JEN OpraHW3alyi, B TOM YHCJIE B CHCTEME e
3JIEKTPOHHOT'O JOKYMEHT0000pOTa

[IpaBuia cucreMaTH3aMy M KJIacCH(UKAIIMN JOKYMEHTOB, KOAUPOBAHUS HH(OpMAIHN

Oco0eHHOCTH XpaHEHHsI JIEKTPOHHBIX JOKYMEHTOB

Kputepun onpezneneHus IEHHOCTH JOKYMEHTOB M MX JAHHBIX JUUISI 0TOOpa Ha JanbHEeHIee XpaHeHue
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| WIIA YHUYTOKCHHE

3. TPEBOBAHUSA K UTOI'OBOM ATTECTAIIUM

Wrorosas arrecranust mo IIporpamme mpoBomutcss B (OpMe HTOTOBOTO TECTHPOBAHUS,
KOTOpO€ JIOJDKHO BBIIBUTH TEOPETHYECKYI0 W TPAKTUYECKYI0 MOATOTOBKY CICIHANINCTa B
COOTBETCTBUM C TpeOOBaHMAMHU KBATU(PHUKAIMOHHBIX XapaKTEPUCTHK, TMPO(ecCHOHANTbHBIX
CTaHAapToB U HacTosmei [Iporpammel.

OOyuaromuiicss  JOMyCKaeTcs K  HMTOTOBOWM  aTTECTallMd  IIOCIEe  HW3YYEHHUS  TeM,
IPeyCMOTPEHHBIX y4eOHBIM I1aHOM [IporpamMMBl, 1 TPOMEKYTOYHOM aTTECTAIHH.

Jluma,  ocBouBmme I[Iporpammy, momy4aroT  JOKYMEHT O  JONOJHHUTEIHHOM
npodeccrnoHaIbHOM 00pa30BaHUH — YIOCTOBEPEHHUE O MOBBIIICHUH KBATH()UKAIIH.

4. PABOYAS ITPOI'PAMMA

Heabp — GopmMupoBaHrue HOBBIX KOMIETCHIIMHA 1O WCIOJIB30BAHUIO CUCTEMBI YIPABICHHS
KaJIpOBBIMHM  TIpOIleCCaMu, JOKyMeHTamu, cepBucamu Directum HR Pro B mpuknagHoii
JIEeATEILHOCTH Ha MPEIPUSTHH.

Kareropusi oOyuaommuxcsi: HMeEOIIME CpeaHe-MpodecCHOHaNbHOE WM  BbICIIEE
o0pa3oBaHue, MOATBEPKIAEMOE COOTBETCTBYIOIIUM JOKYMEHTOM Ir'OCYapCTBEHHOTO 00pasIia.

Cpok o0yyenus: 16 yac.

Pexum 3anaTH: § akaeMUUYECKUX yaca B JIeHb, 16 4acoB B HEJEINIO.

®opma ocBOeHHS MNpOrpaMmbl: 3ao4yHas Qopma oOydeHus C M[PUMEHEHHEM
JTUCTAHIIMOHHBIX 00Pa30BaTEIBHBIX TEXHOJIOTHH.

5. YYEBHBIN IIAH ITIPOT' PAMMBI

Ne Koui-Bo yacoB ®opma
w/n HaunmeHoBaHue MOIyJIsl, TEMbI Beero 3 3 KOHTPOJIst
Moayab «OcHoBbl padoTsl B Directum HR Pro» 16 4 12
Tepmunonorus. HopmatusHoe perynuposanue K310 1 1 3auer
1.2 0030p 1303M0>1<H00Te171 Directum HR Pro. 3Qkocucrema 0.5 0.25 0.25
pemeHui
1.3. OcHoBsl paboTsl B Directum RX 2,5 0,5 2
14. PaboTa ¢ KaApOBBIMH IEKTPOHHBIMH JOKYMEHTaMHU 3 1 2
1.5. Pabota ¢ JIokaTbHBIMU HOPMATUBHBIMH aKTaMHU 1,5 0,25 0,75
1.6. [ToaxnroueHue TeKymux coTpyaankos k K310 1 0,5 1
1.7. [TpueM HOBOTO COTPYIHHKA 2 0,5 1,5
1.8. IlepeBon, mepemelnieHne, YBOJbHEHHE COTPYIHUKOB. 15 15
M3MeHeHHe JaHHBIX O COTPYJHHUKAX ’ ’
1.9. Pabora c 3asBieHUIMHU 1,5 1,5
1.10. | JlononHUTEIbHBIE MAaTEPUAIBI 1 1
Hrorosasi arrecranus 0,5 0,5 3auger
HUTOI'O: 16 4 12
6. KAJIEHJIAPHBIN YUEBHBIN I'PA®UK
Ne
u/n HaumeHoBaHUE MOIY I, TEMbI 1 nens | 2 genn
1. Moayabs «OcHoBbl padoTsl B Directum HR Pro» 4 4,5
1.1. Tepmunonorusi. HopmaTtusHoe perymuposanue K310 |
1.2. 0630p BozmoxHoctei Directum HR Pro. Dxocucrema penienui 0,5
1.3. OcHoBbl paboTs! B Directum RX 2,5
1.4. Pabota ¢ KaIpOBBIMH JICKTPOHHBIMH JIOKYMEHTaMHU 3
LS. Paborta c J1I0KaJIbHEIMU HOPMATUBHBIMU aKTaMHU 1
1.6. IToaxntouenue Tekymux cotpyaaukos k K910 1,5
1.7. IIprieM HOBOrO COTPYIHHKA 2
1.8. [lepeBon, mnepeMelieHne, yBOJBHEHHWE COTPYAHHKOB. [I3MeHEHHE IaHHBIX O 15
COTpPYJIHUKAX ’
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1.9. Pabora ¢ 3asBiICHUAMU 1,5

1.10. | JlomosHUTEIbHBIE MaTEPHAIIBI 1

2. HToroBas arrecranus 0,5
8 8

7. PABOUHUE ITPOT'PAMMBI YYEBHBIX MOJIYJIEH
Moayab «OcHoBbl padoTsl B Directum HR Pro»

Tema 1. Tepmunosiorusi. Hopmartusnoe perynaupoanue K910

Jlekyuonnvle 3anuamusn:

KanpoBelii ayekTpoHHBIH J0KyMeHTO0OOpoT. HopmarmBHas 06a3a. Ilopsmox BBeneHus
KD2/10. Dnextponnas noanuck. Buabl anekrponnsix noanucei. Ocodennoctu npumenenus Oll B
K310. Pexomenmanuu no ucnosb3oBanuto DI B Directum HR Pro. [[onroBpemeHHoe XpaHeHHe
KaJIpOBBIX JOKyMeHTOB. YcoBepiieHcTBoBaHue OlI. «IlepemrammnoBka» JOIl. MammuHounTaemas
JIOBEPEHHOCTb.

Tema 2. O630p Bo3Mo:xHOcTel Directum HR Pro. Ikocucrema pemenuii.

Jlekyuonnvle 3anamus:

Okocucrema pemennii Directum HR Rro. Pemenwne Kaaposerii 3/10. [pyrue pemeHwus
skocuctembl Directum HR Pro. HR Pro - umMmopTone3aBucumast pa3paboTka.

Ilpakmuueckue 3anamus:

JInunenii kabunet. MaTerpanus HR Pro ¢ madopmaimoHHpIMU cHCTEeMaMK OpTaHHU3aIUH.

Tema 3. OcnoBbl pa6oTsl B Directum RX

Jekyuonnvie 3anamus:

Cnpagka.

OcHOBBI PabOTBI € JIOKyMEHTaMH. OJEKTPOHHBIM JOoKyMeHT. Kaprouka mokymeHTa.
Copnepxxumoe nokymeHTa. BeG-areHr.

OcHOBBI pabOTHI € 3a/1a4aMH U 3a/laHusAM. 3ajada. Tumsl 3a7au.

Ilpakmuueckue 3anamus:

Hauano u 3aBepuienue pabotsl. Bxon B cucremy. Cmena maposid. Beixon w3 cucremsl.
Wntepdeiic npoBonuuka cuctemsl. Ilanens HaBuranmu. Ilamku. Moaymu. Crnmcku. Hacrtpoiika
BHEIIHETro BHU1a cnucka. PaboTa co cickoM.

Coznanue nokymeHnTta. Bepcun 1oKyMeHTa.

Coznanue 3anaun. Beinonnenue 3aganus. [Touck.

Tema 4. PaGoTa ¢ kKaApOBBIMH 3J1eKTPOHHBIMH JOKYMEHTAMH

Jlekyuonnvie 3auamusn:

Tunooi nopsa0K paboThl ¢ KAAPOBBIM ANEKTPOHHBIM JOKYMEHTOM.

Kanans! nadopmupoBanus cotpyaHuka. HapymeHue cpoka 03HaKOMIICHUS.

Ilpakmuueckue 3anamus:

Co3znanune kagposoro coobiTust B 1C: 3VII u ormpaska kagpoBoro jgokymeHnta B HR Pro.
[Tognucanue nokymenrta pykooauteneM B HR Pro. Jlopaborka nokymenta. OTka3 B MOJMHUCAHUN
pykoBojuTenem. OtnpaBka Ha JopaOoTky. OTKa3 B OJIMTUCAHUY.

O3HakOMJIEHHE C JOKYMEHTOM B 3J€KTpOHHOM BHjae. Pabora corpynHuka B Jlnunom
kabunere. [lonnmuce 06 o3HakoMiIeHnu. OTKa3 OT 03HAKOMJICHUSI.

O3HakOMJIEHHE C JIOKyMEHTOM B OymakHOM BHjae. O3HaKOMIJIEHHE COTPYJHHUKOB, HE
HNOJKIIOUEHHBIX K JInuHOMy kaOuHety. O3HaKOMJIEHHE COTPYAHUKOB, HE BHIIIOJHUBILUX 3a/laHHUE B
CPOK.

OOpaboTka OTKa30B OT O3HAKOMJIEHHsS W/MiaM mojnucaHus. OTHpaBka Ha IMOBTOPHOE
o3HakomiieHre. CocTaBlieHue akTa 00 OTKa3e OT O3HAKOMJICHHUSI.

Kontpons coctosiHus J0KyMmeHTa. 3aBepuieHue o0pabotku. Otuer  «KoHTpOib
O3HAaKOMJICHHMsSI W TOJANUCAaHUA JTOKyYMEHTOB». Jlnct o3HakomiieHus. KoHTponb cocrosHus
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nokymenTta B 1C: 3VYII. Otuer «KoHTpOJIb O3HAKOMIIEHUSI U MOJNKUCAHUSA IOKYMEHTOB». Peectp
KaJ[pOBBIX JOKYMEHTOB. 3aBepIlIeHne 00paboTKH TOKyMEHTa

Tema 5. PaGoTa ¢ 10KkaJbHBIMH HOPMATUBHBIMU AKTAMM

Jlekyuonnvle 3auamus:

TunoBo# mopsa0K paboThI € JIOKATbHBIMA HOPMATUBHBIMH aKTAMHU.

Ilpakmuueckue 3anamus:

Co3znanue u yrBepxnenue JIHA. Ocobennoctu padotel ¢ JIHA, panee moamucaHHOro Ha
oymare. O3nakomiienne ¢ JIHA. 3anonHeHre y4aCTHUKOB 3aJladd Ha O3HAKOMJICHHE C ITOMOIIIBIO
CIUCKOB y4acTHHKOB. OcoOeHHocTH pabotel ¢ JIHA, BBOAMMBIMHU B JCWUCTBHE OTICIBHBIM
npukazoM. Coznanue cnuckoB JIHA. BapuaHTbl ucnosiap30BaHusi HACTPOCHHBIX ciuckoB JIHA.

Tema 6. Iloak/ovenne TeKymux coTpyanukon k K910

Jlekyuonnvle 3anamus:

Bapuantr 1 (6azoBbiii) - Ilogxmrouenne k KOO ¢ wucmosb30oBaHHMEM 3JICKTPOHHBIX
JIOKYMEHTOB M HpPOCTOH 3ieKTpoHHOW mnoanucu. Bapuant 2 - Iloxkmouenue xk K30 c¢
UCIIOJIb30BaHNEM OYyMa)KHBIX TOKYMEHTOB. [lopsmok nedcTBUI MpH MOIKIIOYEHUH COTPYIHUKA K
Jlmunomy kaOuHeTY.

Ilpakmuueckue 3anamusn:

HeiictBust B HR Pro. OtnpaBka coTpynHUKY npuriameHus B JINUHbINA KaOUHET.

JeiictBus B JImunom kabuHete. Perucrpamus corpynnuka B JIK. Bemyck ceprudukara
VYHDOII. Ioanmucanue cornacus va K3J10.

Kontpounbs noakiouenus corpyaaukoB K JIK. MaccoBoe nonkitouenne corpyaHukoB k JIK.
Bpemennoe otkintouenue corpyanuka ot JIK. Ilosropuslii Beimyck cepruduxara YHOIII.

Tema 7. IlpuemM HOBOI'O COTPYAHHMKA

Jlekyuonnvie 3anamus:

[IpaBoBbIie HOpMEIL. [loCTIeI0BAaTEILHOCTD IATOB MPH IIPHEME Ha padoTy.

Ilpakmuueckue 3anamus:

Coznanue kanaunata. [loaxmroueHune k auM4HOMY KaOuHeTy. Perucrpanus xanaunara B
auyHOM  KabuHere. [IpernocraBieHune U TMpoBepKa JIOKYMEHTOB Uil  TPYAOYCTpOICTBa.
[Tpucoenunenne kanauaata k K3J10. Bemyck YHOII. OtnpaBka Ha moAnucaHue JOKYMEHTOB IS
TpyaoycrpoiictBa. Iloamucanume TpyaoBoro JoroBopa M IpHKa3za O TIpueMe Ha paboTy
pykoBoauteneM. JlopaboTka JOKYMEHTOB s TpyHoycTpoiicTBa. (O3HaKOMIIEHHE HOBOTO
COTPYJIHUKAa C JOKyMeHTamu nis npueMma. llognucanue TpynoBoro aorosopa. 3aBeplIEHHE
TpynoyctpoiictBa. Ilpekpamenue TpyaoycTpoiictBa. TpyaoycTpoilcTBO 0€3 HCIOJb30BaHUs
monayis «I[Ipuem Ha paboTy».

Tema 8. IlepeBon, nepemenienne, yBojJbHeHHe COTPYAHUKOB. 3MeHeHHEe NaHHBIX O
COTPYAHHMKAX

Ilpakmuueckue 3anamusn:

N3menenne nanHbIX coTpyaHuka. [lepeBoa u nepemenieHue CoTpyIHUKOB.

OdopmiieHre COBMECTHTENbCTBA B HAMMX opraHu3auusax. Co3maHue COTpyAHMKA —
cosmectutrensa. Ilonkmrouenue coBmecturenedd k JIK. OcoOenmnoctu otkimrouenue or JIK
COTPpYAHUKOB-cOBMecTUTeNel. 3amenienue copMectureneit B HR Pro.

YBoJbHEHNE COTpyAHUKA. [[eHCTBHS mepel OTKIOYEHHUEM YBOJIBHSIOIIErOCS COTPYIHHKA
or JIuyHoro kabuuera. OTKJIIOUEHHE cOTpyaHMKA OT JluuHoro kabunera m HR Pro mnpum
yBosbHEHUU. [IpenocraBieHre  yBOJNBHSIOMIEMYCS  COTPYIHHKY  JIEKTPOHHBIX  KaJpPOBBIX
JOKYMEHTOB. BBbIrpy3ka 5JeKTpOHHBIX JOKyMEHTOB. (OOpaboTka BBITPY3KH 3JIEKTPOHHBIX
JIOKYMEHTOB. VcripaBieHue omnO0K BEITPY3KH 3JIEKTPOHHBIX JOKYMEHTOB.

Tema 9. PaGora ¢ 3asBJIeHUAMH
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Ilpakmuueckue 3anamus:

Odopmiienne 3asBiieHUs COTPYyIHUKOM B JInuHoM kabunete. OTcliexxuBaHue cTaryca padot
1o 3asBieHuio B JInuHom xaOuHere. McnonHeHune paboT 1o 3asBiIeHHUIO. 3aBeplIieHne 00padoTKH
3asBieHus. CoriacoBaHue 3asBICHUH. 3asBICHUS CO CIOXKHBIM IOpsAAKoM oOpabotku. IIpouee
3asiBIICHHE.

8. OPTAHUBAIIMOHHO-IIEJAT'OI'NMYECKHUE YCJIOBUSA PEAJIM3ALIUN
MNPOI'PAMMBI
8.1. TpeOoBaHMs K KBATH(UKALMHA MeJArOrHIeCKUX KaPOB

Kanpossle ycnoBus peannzanuy IporpaMMsl:

a) KBaU(PUKAIUSI PYKOBOAAILIUX U MEJArornyeckux paboTHUKOB JOKHA COOTBETCTBOBATD
KBTI (DUKAITHOHHBIM XapaKTEePUCTHKAM, YCTaHOBJICHHBIX [Ipukazom MunucrepcTBa
3IpaBOOXpaHeHus U conuainbHoro pazsutust P® ot 26 aBrycra 2010 r. N 7611 "O06 yTBepxIeHUH
Enunoro kBann(UKAaIMOHHOTO CIPABOYHMKA JOJDKHOCTEH PYKOBOJIUTENCH, CIEIUATUCTOB U
ciayxamux, pasgen  "KBanudukanumoHHbIE — XapaKTEpUCTUKHU  JOJDKHOCTEH  paOOTHUKOB
obpazoBanus";

0) Hapsay C TPaAMIMOHHBIMU JIEKIMOHHO-CEMHHAPCKUMHU 3aHATUSMU MPUMEHSIOTCS
coBpeMeHHbIe ()(PEKTUBHBIC METOJIWKH IPENOJaBaHUs C NMPUMECHEHHEM HWHTEPAKTHBHBIX (OpM
o0y4eHus, ayJUOBH3YaJbHBIX CPEACTB, MH(POPMAIMOHHO-TEIEKOMMYHHUKAIIMOHHBIX PECYypCOB U
HATJISTHBIX YICOHBIX TTOCOOMIA.

8.2. TpeGoBanus K MAaTEPUATbHO-TEXHUYECKHUM YCJIOBUAM

MarepuanbHO-TEXHUYECKOe 00eCIIeYeHNE TPOTPAMMBI:

VY4eOHBII HEHTp pacroyiaraeT HeoOXOAMMON MaTepuaIbHO-TEXHUYECKON 0a30ii, BKIIIOYast
000pyioBaHHBIC yueOHbIC KAOMHETHI IS TPOBEICHHUS 00y4eHHs C TPUMEHEHHEM IHCTaHIIMOHHBIX
METOAMK. YueOHble KaOMHEThl 00OPYAOBaHBI KOMITBIOTEpPAMHU C JIOCTYIIOM K cetu VHTepHer,
KOJIOHKaMH, MUKpO(OHaMHU.

VYueOHbIil 1IeHTp obecriedeH HEOOXOIUMBIM KOMIUIEKTOM JIMIIEH3MOHHOTO MPOTPAMMHOTO
obecrieueHns (COCTaB OINpeneNnsercss B pabodnx MporpaMmax AUCHHUIUIMH (MOIYJIeH) M MOJUICKHUT
€XXEeroIHOMY OOHOBJIEHHIO).

8.3. O0mue TpeGoBaHNS K OPraHU3alui 00pa3oBaTeIbHOIO Mpolecca
Caymarenu 3auyucisioTcss Ha oOydeHue mpukasoM ynpasisiomero OOO  «Llentp
BHEJJPEHUS JOKYMEHTO000pOoTa» U 0o(GOpMJIEHHEM JOroBOpa Ha OOy4YeHHE IO YCTaHOBJIEHHOMN
dopme.
3aHATHS TPOBOJATCA IO YTBEpXKIEHHOMY mpukazoMm yrpasistomero OOO «Lentp
BHE/IPEHUS JJOKYMEHTOO0O0POTa» IIIaHY.

[MIpu peammzanmu IlporpamMmbl ¢ TNpPUMEHEHHEM JHCTAHIIMOHHBIX 00Pa30BaTEIbHBIX
TEXHOJIOTUH, MOCTYyN CiyllaTelell K 3JIEKTpPOHHOW HH(POPMalMOHHO-00pa3oBaTelbHON cpene
OCYIIECTBIISIETCSI C TIOMOIIBIO TIPUCBAMBAEMBIX M BBIJaBAaEMbIX, UM JIOTUHOB W maposel. JloruH u
[apoJib COCTOUT U3 OYKBEHHBIX M LIU(POBBIX CUMBOJIOB.

Craymarento OIHOBPEMEHHO C HAaIpaBIICHHEM JIOTWHHA W TApOJsl, TAaKKe HAIpaBIIsSETCS
MHCTPYKIINA NOJIb30BaTENs [0 paboTe B 3JEKTPOHHOM HH(pOpMAIIMOHHO-00pa30BaTeIbHOMN cpejie.

BBenst oruH M Mapoib, CAyIIATeNb MOMyYaeT JOCTYI K 3JIEKTPOHHBIM HH(OPMAIIHOHHBIM
pecypcam U 3JIEeKTPOHHBIM 00pa30BaTeIbHBIM PECYPCaM.

DOneKTpoHHBIE 00pa30BaTENbHBIE PECYPCHl MPEACTABISIIOT CO0O0W ydeOHBbIE MaTepHaIbI,
pa3paboTaHHbIE Ha OCHOBE 3aKOHOJATENIbHBIX, HOPMAaTHBHBIX IPABOBBIX AaKTOB, HOPMAaTHUBHO-
TEXHUYECKHUX IOKYMEHTOB, HAIIMOHAIBHBIX CTaHIAPTOB.

[Tpu n3ydeHnn KaXka0i TUCIMITIMHBI CIyIIAaTeb UMEET BO3MOXKHOCTh HAIIPABIATH BOIPOCHI
(3ameyaHus, IPeIOKEHHS U T.1I.) HECKOJIBKMMHU CIIOCO0aMHU:

no oiekTpoHHo moure info@wikids.ru. OTBeTHl Ha IOCTaBIEHHbIE BOIPOCHI
HAIPaBJISIOTCS CITYIIATENI0 HHANBUIYAIBHO;
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B cucteme CJIO Ha mnoprane https:/study.wikids.ru y Kakmoro ciymareias ecTh
BO3MOXXHOCTH OOPATUTHCS ¢ BOIIPOCOM TI0 U3y4aeMOMY Kypcy K MPENoaBaTellio B PeKUME OHIIAHH
MIOCPEJICTBOM HCIIOJIB30BaHUS CIICIIUAIILHOTO aKTUBHOrO moiisi — Hamucare mpernonaBarento. B
cilydae, eclid M3ydeHHe Kypca MpPOHMCXOJUT B Hepabodee BpeMsi YUeOHOro LEHTpa, CIymaTeb
MOJTy4YaeT OTBETHI BOIIPOCHI Ha AJICKTPOHHBIN aJpec, yKa3aHHbIH MPH 0POPMIICHHH JOTOBOPA.

[Tocrme 3aBepiieHUST WTOTOBOTO TECTHPOBAHWS, IPOBEPSIFOTCS pPE3yJbTaThl OTBETOB U
BBICTaBJISIETCSI OTMETKA.

9. YYHEBHO-METOANYECKOE OBECIIEYEHUE ITPOI'PAMMBI

Lentp BHenpenus nfoKkymenToobopota // https://cvdlearning.ru.

Ocnogsl pabotsl B Directum HR Pro: yueOHoe mocobue. D1eKTpOHHBIN BH/I.

®enepanbubiii 3akoH 0T 06.04.2011 N 63-D3 «O06 351eKTpOHHON TOATIHACHY.

®enepanbubii 3akoH oT 22.11.2021 N 377-®3 «O BHeceHun usmeHeHuit B TpynoBoi
konekc Poccniickoit denepanum».

Oenepanbubii 3akoH oT 08.12.2020 N 407-03 «O BHeceHun usMmeHeHuii B TpynoBoi
kozaekc Poccuiickoit denepanny B 4acTU PeryJMpOBaHUs JUCTAHIMOHHON (yJaJIeHHOH) paboThl 1
BPEMEHHOI'0 TepeBojia pabOTHUKA HA JAUCTAHIMOHHYIO (yAaJleHHYI0) paboTy MO HHUIMATHBE
paboToaTens B UCKJIIOUUTENbHBIX CIIydasxy.

Kondunenmnuansnoe 1en10nponu3BOACTBO U 3aIIUIICHHBINA 3JIEKTPOHHBIN JOKYMEHTOOOOPOT:
yuebnuk / H.H. Kynsies [u np.]. - M.: Jloroc, 2016. - 500 c.

Ilepeuenb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKALIMOHHOMH CETH MHTEPHET,
HEeO00XOAMMBIX /1JI5l 0CBOEHHS THCIUIIUHBI:

Hayunas snekTponHas 6ubnuoreka http://www.elibrary.ru/

Poccuiickas rocynapctBenHas 6ubdauoreka http://www.rsl.ru

KubepJlennnka http://cyberleninka.ru/

WupopmaninoHHo-1paBoBoi nopTan https://www.garant.ru

O6pa3zoBarenpHas maTdopma ¢ yaeOHbIMU MaTepuanamu https://study.wikids.ru/files

10. ®OPMbI ATTECTALIUA

Tekymuii KOHTPOJIb 3HAHWI, YMEHUI W HABBIKOB CIIYIIATEIEH IPOU3BOAUTCS B YKa3aHHOM
y4eOHOM IIJIaHe BO BpEMEHHbIE HHTEPBaIbI IPENOAaBaTeIsIMU, BEAYILIMMH MPAKTUUECKUE 3aHATHS B
cienyromux (opmax: MpoBEpKa pe3ylbTaTOB IMPOXOKIEHUS TECTOB IO TeMaM MpeablayIIuX
3aHATUN.

IIpoMe:XyTOYHBIN KOHTPOJIbL 3HAHWM, YMEHHMH W HAaBBIKOB CIyIIAaTeIeHd MPOBOIUTCS
npernojiaBaTeseM, MPOBOAALIMM 3aHATUsA, B ¢GopMme 3aueTa (YCTHBIMH OMNpOC) MO pe3yJbTaTaM
OCBOEHUS y4eOHBIX MoayJel. [IpaBuiia npoBeneHns IPOMEXKYTOUHOM aTTECTALlUU ONPEENISIIOTCS B
mporpaMme M JOBOIATCS IO CBEIEHHMs CIyllaTesie B TCUYCHHE IEPBOM Hexenu 3aHATud. i
MPOMEXYTOYHOM AaTTECTAllUM CIyIIAaTeJIed Ha COOTBETCTBHS WX NEPCOHAIBHBIX JOCTHKCHUMN
TpeOOBaHUSAM TNPOrpaMMbl B yUeOHOM LIEHTpE CO3JaloTcsi (OHABI OIEHOYHBIX MAaTepHajoB,
BKJIFOYAKOLIME TECTbl U METOABl KOHTPOJISA, IMO3BOJIAIOIIME OLICHUTh 3HAHUS, YMEHUS U ypOBEHb
nprOOPETEHHBIX KOMIIETEHIUH

Kpurtepun oueHnBaHUS NPOMEKYTOYHOT0 KOHTPOJIS (YCTHBIH ONPOC).

Kputepun oneHuBaHUs MpHU MPOBEACHUHN MPOMEXYTOUHOH aTTecTtanuu B (opMe YCTHOTO
onpoca. Onpoc pacCUMTaH Ha BPEMEHHOU MPOMEXKYTOK JI0 IMOIydaca. Y CTHBIM OIPOC MPOBOJUTCS
UHIUBHyaIbHO. [IpH OCYyIIECTBIIEHUH OLICHKH YCTHOI'O OIIPOCA MCIOJBb3YETCs ILKala IPOLEHTOB
IIPaBUJIBHBIX OTBETOB B CJIEAYIOIIEM COOTHOILIECHUN:

71-80% npaBUIBHBIX OTBETOB — OLICHKA «yI0BJIETBOPUTEIBLHOY,

81-90% npaBUIBLHBIX OTBETOB — OLIEHKA «XOPOILIOY,

91-100% npaBUIBHBIX OTBETOB — OLIEHKA «OTIUYHOY.
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HUToroBblii KOHTPOJIb 3HAHWM, YMEHUW W HABBIKOB CiyIlIaTejeii mpoBOauTCsS B (opme
3a4era (TECTUPOBAHMS).

ITo pe3ynbTaTram 1:000ro U3 BUJOB aTTECTALMOHHBIX UCIIBITAHUH, BKIIFOUYEHHBIX B UTOT'OBYIO
aTTECTALlI0, BBICTABJISIIOTCS OTMETKM IO YEThIpexOanbHOH cucrteMe («OTIMYHO», «XOpOILO»,
«YZAOBJIETBOPUTEIILHOY», «HEYIOBIETBOPUTEIBHOR).

[Ipu ocymiecTBIEHNH OIEHKH YPOBHS (POPCHPOBAHHOCTH KOMIETEHLUH, YMEHUN M 3HAHUH
cilymiaTeneil ¥ BBICTaBIEHHE OTMETKM MCIOJIB3YeTCs AJAMTUBHBIA NPUHLUN  (MPUHLUI
«CIIOKEHUSN):

OTMeTKa «HEYJOBJIETBOPUTENBHO» (HE 3a4TE€HO) BBICTABISETCA  CIyLIaTenio, He
[IOKa3aBIIEMY OCBOEHHME IUIAHUPYEMBIX pe3yJbTaToOB (3HAHUM, YMEHUH, KOMIIETEHIIUI),
IOPEIYCMOTPEHHBIX  IPOrpaMMOl, JOMYCTHBILIEMY CEpbE3HbIE OIIMOKM B  BBIIOJIHEHUU
MPEAyCMOTPEHHBIX TPOrPaMMOU 3aJaHHUI;

OTMmeTKa «yOBJIETBOPUTEIBHO» IOIyYacT CIIyllaTelb, IOKa3aBIIUN YaCTHYHOE OCBOEHUE
IUIAHUPYEMBIX DPE3YyJIbTaTOB (3HAHWM, YMEHUH, KOMIIETEHIUI), MPEIyCMOTPEHHBIX MPOTrpaMMOH,
c(OPMHPOBAHHOCTh HE B NOJIHOM Mepe HOBBIX KOMIIETEHIMH M Mpo(ecCHOHAIBHBIX YMEHUHN A
OCYILECTBIICHHS MPO(HECCHOHANTBHOM JesITeIbHOCTH, 3HAKOMBIH € JINTEPaTypOi O IPOrpaMMe;

OTMETKYy  «XOpOIIO»  3acily’kKMBAacT  CiyllaTeilb, IIOKa3aBIIMN IIOJIHOE OCBOCHHUE
IUIAHUPYEMBIX PE3YyJIbTaTOB (3HAHWM, YMEHUN, KOMIIETEHIUI), MPeIyCMOTPEHHBIX MPOTrpaMMOu,
U3YyYUBUIMA PEKOMEH/IOBAaHHYI MPOTrPaMMON JIMTEpaTypy, CHOCOOHBIH K CaMOCTOSATEIbHOMY
MOTOJIHEHUIO M OOHOBJICHUIO 3HAHUN B XOJ€ JalibHeWIiero oOydeHuss u MnpodecCuoHaTbHON
JESATEIIBHOCTH;

OTMETKYy «OTIMYHO» 3acily’)kKUBaeT  CIyllaTellb, IOKa3aBIIMH IOJHOE OCBOEHHUE
IUTAHUPYEMBbIX PE3y/IbTaTOB (3HAHUM, yMEHUH, KOMIIETEHI1i1), BCECTOPOHHEE U INTyOOKOE N3ydyeHHUe
JUTEpPaTyphl, MyOJUKALUN; YMEHHUE BBIIOJIHAThH 3aJjaHUs C PUBHECEHUEM COOCTBEHHOI'O BHJICHUS
po0JeM, CBOEro BapHaHTa PEIIeHUs IPaKTUYECKUX 3a/1a4, IPOSBUBLIMNA TBOPUYECKHE CIIOCOOHOCTH
B IOHUMaHWUU ¥ IPIMEHEHHUH Ha MPAKTHKE CONEPKaHMsI 00ydeHUsI.

[IpaBmia NpOMEKYTOYHOM aTTECTALMM OINPEAEIAIOTCA B NPOrpaMMe U JOBOIATCA [0
CBEJICHUS CIIylIaTeJeld B TEYEHUE NEPBOM HENENH 3aHsATUU. [ mpoMeKyTOYHOM aTTecTaluu
ciymiaTeneil Ha COOTBETCTBHS HUX HEPCOHAIBHBIX JTOCTM)KEHUH TpeOOBaHUSAM IpPOrpaMMbl B
y4eOHOM LIEHTpE cO3JaroTcsi (OHJIbI OLEHOYHBIX MATE€pPHaJIOB, BKJIIOYAIOIIME TECThl U METOMAbI
KOHTPOJIS, TO3BOJISIFOIME OLIGHUTh 3HAHUSl, YMEHUS U YPOBEHb NMPUOOPETEHHBIX KOMIIETEHIIMH.
@OHIBl OLEHOYHBIX MAaTepUaloB pa3paldaThIBAlOTCS MPENOJaBaTEIsIMH, OO0ECIeUUBAIOIIUMU
y4eOHBIH Mporece Mo AUCUUIUIMHAM ITPOrPaMMBbl, U YTBEPKIAIOTCA AUPEKTOPOM YUEOHOTO IIEHTpa.

[Ipn pa3paboTke OLIEHOYHBIX CPEACTB JUISI KOHTPOJS KauecTBa HW3YYEHMS] MO
YUYHTBIBAIOTCS CBA3M MEXKIY BKIIOYEHHBIMH B HHMX 3HAaHUSMH, YMEHMSMH, HABBIKAMHU, 4YTO
MO3BOJIIET YCTAHOBUTH Ka4€CTBO C(POPMUPOBAHHBIX y CIylIaTeNIel KOMIETEHIIMN U CTeNeHb 001ei
TOTOBHOCTH BBIITYCKHUKOB K MPO(ECCHOHABHON 1€ TEIbHOCTH.

K wuroroBoil arrectanuu IONMyCKAeTCs COyIIATENb, HE WMEIOUIMN 3aJ0JDKEHHOCTH W B
MOJTHOM 00beMe BBIOJHUBIIUHN Y4eOHBIH MJIaH M0 MPOrpamMMe.

WtoroBast arrecranusi cUMTAaeTCs MPOWAEHHOW CiyliaTeaeM @pHu JI00OW OLEHKH, 3a
UCKIIFOUEHUEM «HEYOBIIETBOPUTEIBHON.

Pe3ynbrarel MUTOrOoBOM arrecTalli PETMCTPUPYIOTCSA B IIPOTOKOJIE 3aCENaHMsl HUTOrOBOM
aTTECTAllMOHHON KOMUCCHUMU.

Cnymarenu, yCneniHo HpOIIEANINe UTOrOBYHO aTTECTALMIO, MOJYYarOT yIOCTOBEPEHHUE O
MOBBIIIIEHUH KBAJTU(UKAIIMHY YCTAaHOBIEHHOTO 00pasia.

CnymarensM, He MNPOMIEANIMM WTOTOBOM AaTTECTAlMU, WM TOJYYHMBIIMM Ha HTOTOBOM
aTTeCTalluy HEYAOBIIETBOPUTENIbHBIE PE3YJIbTAThl, & TAKXKE JIULAM, OCBOMBIINM 4acTh IIPOrPAMMBbI
U (WIM) OTYUCIEHHBIM M3 Y4eOHOTO LIEHTpPa, BbIAAeTcs cHpaBka 00 OOy4eHHWU WM O IMEpHoJIe
o0ydeHusl.

CnywaTtenu, He MpoLIEAIINe HWTOTOBOM aTTeCTallMu, WM TOJYy4YUBIIME Ha HUTOrOBOMN
aTTeCTallid HEYJIOBJICTBOPUTEIBHBIE pE3yJbTaThl, BIPaBe I[PONTH I[OBTOPHO HTOTOBYIO
aTTEeCTallMIO B CPOKH, ONPE/IeIIEHHbIE YUeOHBIM LIEHTPOM.
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KpuTtepuu oneHky npu npoBeJieHHH UTOTOBOI0 TECTHPOBAHUS

Kputepuu oreHuBaHusl Ipu MPOBEACHUM HTOTOBOW aTTeCTallMd B (OpPME TECTUPOBAHUS.
TectupoBaHue paccyUTaHO Ha BPEMEHHOW MPOMEXKYTOK IO OJHOro 4Yaca. TecToBble 3aaHUs
BBITOJIHSIOTCS. MHAWBUIYAIBHO 0€3 MCIOJIb30BaHMs BCIOMOTATEebHBIX Y4eOHBIX MaTepuaios. [Ipu
BBIMIOJJTHEHUH TECTOB JIOCTATOYHO yKa3aTh OJWMH BapMaHT MpPaBHWIBHOTO OTBeTa 0e3
JIOTIOJTHUTEILHBIX KOMMEHTapueB. [Ipi oCyIecTBICHUN OLEHKH TECTOBBIX 33JaHUI HCIIONB3YeTCs
IKaJa MPOLEHTOB MPAaBUIbHBIX OTBETOB B CIEAYIOLIEM COOTHOIICHUH:

71-80% npaBUIBHBIX OTBETOB — OLIEHKA «Y/I0BJIETBOPUTEIBLHOY,

81-90% npaBUIIBHBIX OTBETOB — OLIEHKA «XOPOLIO»,

91-100% mpaBUIIBHBIX OTBETOB — OLICHKA «OTIUYHOY.

11.0OHJ OHEHOYHbBIX CPEACTB
IIpumepbl OLIEHOYHBIX CPEIACTB IJISl IPOMEKYTOYHOI0 KOHTPOJISA 3HAHUH (YCTHBIN

omnpoc)
1) g moamucaHusl 3MEKTPOHHBIX KaJpOBBIX JOKYMEHTOB COTPYJHHKH MOTYT HCIIOJIb30BaTh
lockmou — VYHOII, BblmaHHas C HCHOIB30BAaHMEM HHQPPACTPYKTYPHI  3JIEKTPOHHOTO

npaBUTENIbCTBA. [Ipy KakuX yCIOBHIX 3TO BO3MOXHO?

2) BepHo nm, uro paboromarenb MAOKEH YBEIOMUTb cCOTpyAHMKOB o BeneHuun KOO B
opranuzamnuu’?

3) BepHo yim, 9TO COTPYMHUKH JNOJDKHBI JaTh cornmacue Ha KDJIO, mpexae wem paboTomarenb
oynet Bectu KO/IO ¢ Takumu cotpyaHuKaMu?

4) PyxoBonutens otnaena kajapos (OK) mo JOMmKHOCTHBIM OOS3aHHOCTSIM JIOJDKEH MOJNMCHIBATH
JIEKTPOHHBIE KaJlpoBble AOKYMeHTHL. [[nst Hero BeimymieH ceptudukat YKOIII ¢usnyeckoro
mvna. [Ipy KakuX ycIoBUSAX MOAMUCAHHBIE UM IOKYMEHTHI Oy Iy T IOPUINYECKHA 3HAYUMBIMHU ?

5) Ilpomomxute dpazy «as paboT ¢ KaApOBBIMH JIOKYMEHTaM M cepBucamMu B BeO-kimueHTe HR
Pro psinoBble COTPYJHUKU U PyKOBOJUTENN UCHOIB3YIOT O0JI0KKY MOIYJIS ... »

6) Kaxkue 3agaun no3BossieT pemath coTpyaHukam Jlnuneiii kabunet HR Pro?

7) YacTh COTPYIHHUKOB OTKAa3aJuUCh OT O3HAKOMJICHHUS C TMpuKazoM (B OyMaXHOM WIH
anekTpoHHoM Buje). Kak crnemnuanucty mo paboTe ¢ MepcoHaIoM MOTYYUTh CIHMCOK TaKUX
COTPYJIHUKOB JUIsSl COCTaBJIEHUS aKkTa 00 oTKaze?

8) Cotpymnuk mnonyunmn 3aganue B JIK Ha o3Hakomiienne ¢ npukazom. Kakue pedicTBus c
JIOKYMEHTOM €MY JIOCTYITHbI?

9) YacTb COTpYIHUKOB, B OTHOLIEHHHM KOTOPBIX CO3/1aH NpUKa3, HE MOJNHMCAIM corjacue Ha
KB/10. Kak crenmanucty no pabote ¢ nepcoHaoM cpoOpMUPOBATh CIUCOK TAKUX COTPYIHUKOB
Ui cbopa nmoamnuceit 06 03HaKOMJICHUH C PUKA30M B OyMakHOM Bue?

10) PykoBouTenb BBIOMHWI 3aJlaHUE Ha TOJANMHUCAaHHE ¢ pe3ynbratoM «Ha mopaboTky», T.K.
HEBEpHO yKa3aHa jaTta. Kakue nelicTBus HEOOXOAMMO BBINOJHUTH CHELUAIUCTY MO paboTte ¢
MEPCOHAIOM MU A0pabOTKe, MPU YCIOBHUH, YTO IPUKa3 CO3/1aH U oTnpasiieH u3 1C?

IIpumepbI OLIEHOUYHBIX CPEACTB AJIA HTOTOBOI0 KOHTPOJIsSI 3HAHMI 1O MporpaMmme
«Benymuii noiab30BaTENb CUCTEMBI YIIPABIEHUS KaJPOBBIMHU IIPOLIECCAMU, TOKYMEHTAMU,
cepsucamu Directum HR Pro»

1) Cnemmamuct mo pabore ¢ nepconagom odopmisier B 1C mpuka3 o MOOMPEHUN B OTHOIIEHUH
HECKOJIbKUX COTPYAHHKOB. EcThb nu Bo3MokHOCTH otmpaBiate B HR Pro mokyment
MEPCOHAIILHO COTPYAHUKAM?

a) Jla, Takue TOKyMEHTHI BCETja OTIPABIISIOTCS MEPCOHATBLHO COTPYIHUKAM

b) Her, Takoif BOSMOKHOCTH HET

c) Ja, ecnm aAMHHHCTpPaTOp HACTPOWJI TaKyld BO3MOXHOCTH B pemennn «HR Pro.
Pacmupenue msa 1C:3YID»
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2) OrtserctBennbiii 3a JIHA co3maer B HR Pro HOBBIM JTOKambHBIH HOPMATHUBHBIA aKT H
OTMPABJISET €ro Ha O3HAKOMJICHHE COTPYIHUKaM. B KapTouke MOKyMEHTa B BBINIAJAIOIIEM
cnucke «llognucanue u o3HakOMJIEHHE» HET KHOMKU «OTIpaBuUTh HA O3HaKoMJIeHUE». B uem
MOYET OBITh IPUYKHA?

a) JIHA He BXOAMT HM B OJUH CIHUCOK OOSA3aTENBHBIX K O3HAKOMIICHUIO JIOKAJIBHBIX
HOPMATUBHBIX aKTOB

b) JIHA He TpeOyeT 03HaKOMJICHUS COTPYIHUKAMH

c) JIHA He yTBepKJieH pyKOBOJUTEIEM

d) JIHA He 3apeructpupoBaH

3) Kaxkue nporneccsl m03BOJISIET aBTOMAaTU3UPOBATh pelieHne «OTmyckay?
a) IlmanupoBaHue OTIIYyCKOB
b) OdopmieHue oTmycka Mo 3asBICHUIO
c) Ilepenoc ormycka
d) JocpouHblii BEIXOJ U3 OTITyCKa
e) Bce orBeThl BepHbIE

4) JHns gero B cucteme HR Pro MoxkHO Mcnonb30BaTh HacTpoeHHble crincku JIHA?

a) Jlna o3HakoMieHHs1 HOBOro coTpyaHuka ¢ JIHA, HermocpeicTBEHHO CBsI3aHHBIMU C paboToOi,
IIPU TPYAOYCTPONCTBE

b) Jlns o3HakomieHnus corpynnuka ¢ JIHA, cBs3aHHbIMM ¢ pabOTON B HOBOM JTOJUKHOCTU TPU
NePEBO/IE Ha APYTYIO JOHKHOCTh

¢) /Jlig aBTOMAaTH4eCKOro 3arojHeHHUs YYaCTHUKOB 33/1a4l Ha O3HaKoMileHUe ¢ HOBbIMU JIHA,
ecyii J00aBUTh €r0 B paHee HACTPOEHHBIE CIIMCKU 10CIIE€ CO3/1aHUS U YTBEPKICHUS

d) Bce oTBeTHI BepHBIC

5) Bbl mpoBepsiere Hanuuue B cHCTeMe Bceil HeoOXOoAMMOW MHQpOpMaLuU Iepel OTIPaBKOM
npurinamenus corpyaHuka k JIK. Bam Hemoctymna Brimagka «HR  Pro.  [lokymewr,
yIOCTOBEPSIOLINH TUYHOCTBY B KAPTOUKE €ro nepcoHsl. B uem MoskeT ObITh NpuynHa?

a) Bel He Bxoautre B posnb «OTBETCTBEHHbIE 3a BHECEHHWE JaHHBIX IO JOKyMEHTam,
YAOCTOBEPSIOLIUM JINYHOCTH)

b) Bel He BxonuTe B posib «CrienuanucTsl o padoTe ¢ MepCcoHaTIOM»

¢) VY 3Toil mepcoHbl HE 3alIOJHEHbI JaHHBIE O IOKYMEHTE, y/I0CTOBEPSIOIIEM JINYHOCTh

d) VYkazate B none Conepxanue «IlocTynui 10KyMeHT Ha Haml UcX. Ne...0T...»

6) B Bameii opranuzanuu npucoeauHenne cotpyaHuko k KOJ1O0 npoucxoaut ¢ ucnoiab3oBaHUE
OyMakHBIX 10KyMeHTOB. CoTpynHuku noanucanu cornacus Ha K310 na 6ymare. Kak 3anectu
3Ty uHpoOpMaluio B cucteMy? YKaxuTe Hanbosee yJo0HbIH crioco0.

a) BriOpaTh myHKT «MaccoBoe n3MeHeHue cratyca cornacus Ha KOJ10» Ha o6soxke MOIys
«Kampossiii D/I0». B oTkpbIBIIEMCS OKHE yKa3aThb Ballly OpraHU3aIUI0 U COTPYIHUKOB,
MOJNKMCABIINX corjlackue Ha Oymare

b) Bpyunyro ycranoButh 3HaueHue «lloamucano» B nmone «Cornacue Ha KO3J10» B kapToukax
BCEX COTPYAHUKOB, MOANUCABIINX COIIacue Ha Oymare

¢) OTKpBITH CIHCOK COTPYJHUKOB Ballled OpraHu3alMuHd, OTMETUTh (uaxkaMu Bcex
COTPYAHMKOB, MOANUCABIINX COTJIacue Ha Oymare, U HakKaThb KHONKY «YCTaHOBUTh CTaTyC
cornacus Ha KOJ1O» Ha maHenu JelCTBHM

7) Cpox nerictBus ceprudukara YHIII cotpyaauka ucrek. Kakue AeiiCTBUS HY»XKHO BBITIOJHUTH
CIEIHNANIMCTY M0 paboTe C MePCOHANIOM IS BBITyCKa HOBOTO cepTudukara’?
a) JlomoaHUTENBHBIX JAEUCTBUI HE TpeOyeTcs, CUCTEMa aBTOMATHYECKU 3aIyCTUT 3ajady Ha
BBIIYCK HOBOTO cepTH(UKaTa 3a YKa3aHHOE aJMUHUCTPATOPOM KOJIMYECTBO JHEH [0
MCTEUYCHUS CPOKa ICUCTBUS MIPEKHETO cepTuduKara
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b) Haxarp kHONKYy «BwImycTHTh cepTH(HKAT» B BBHIMAJAIONIEM CHUCKE «DIEKTPOHHOE
B3aHMOﬂeﬁCTBHC)) B KapTOYKE COTPYAHHKA IMOCJIC TTOJYUCHUA YBCAOMIICHUA 06 HUCTCUCHNU
CpOKa JIeHCTBHS cepTUdUKATA

c) OOpaTuThCs YIOCTOBEPSIONIMIA [IEHTP C 3alpPOCOM Ha BBHIMYCK HOBOTO cepTU(UKATa MOCIe
MOJTYYCHHUSI YBEIOMJICHHSI 00 HCTEYCHUH CPOKa JCHCTBUS cepTudukara

8) B opranmzanum ucnoisb3yercs yderHas cucrema 1C:3VYII u pemenne «HR Pro. Pacmmpenue
s 1C:3YII» coBmectno ¢ HR Pro. Bepno am, uto npu odopmiaeHnn NpuemMoB, MepeBOIOB U
nepemetieHuit corpyiHuKoB B 1C:3VYII nannbie aBroMarndecku cuHxponusupytorcs B HR Pro?
a) /[la, ecnu npoBeeHa IepBOHAYAIbHAS CHHXPOHU3ALUsI OPTCTPYKTYPbI
b) Ma
c¢) Her

9) Kakue BapuaHTsl TpyI0yCTpOHCTBA npenoctanisieT peuienue «IIpuem Ha padoty»?
a) Tombko B oduce
b) VYmanenHo wim B oduce
¢) Tonpko yaaneHHO

10) BepHo 11, 4To npu cMeHe HoMepa TenedoHa COTPYAHUK OCTAeTCs MOAKIIOYCHHBIM K JIMUHOMY
KaOuHeTy?
a) [la, BepHO
b) Her, npu cmenHe Homepa TenedoHa ydeTHass 3alUCh COTPYAHHKA B JIMYHOM KaOMHETE
yJajsieTcsi, U OH JOJKEH BHOBb MPOWTH peructpanuto B JIK
¢) /Jla, HO TOJBKO €ClIi COTPYHUK SIBJISIETCS] BHEILIHUM COBMECTUTENIEM

12. METOAUYECKHUE PEKOMEHJALIUH
Ilenpto mporpammbl sBIS€TCS MOBBILIEHHE KBaJU(UKAMM clOywmareiaed B 00JacTH
yIpaBJICHUs] KaJPOBBIMH TPOIECCAMH M JIOKYMEHTALMEH C HCIOJb30BaHHEM HH()OPMAIMOHHON
cucreMbl Directum HR Pro. Ilo oxoHuanuu Kypca ciymiateiad CMOTYT YBEPEHHO HCIOJIb30BaTh
MHCTpYMEHTapui cucteMbl A1 3PQPEKTUBHOTO YIPABIEHUS KaJpPOBBIMU PECYpCaMU U BEICHUS

JIOKYMEHTAIUH.

Pexomenaanum no 0CBOEHUIO MPOrpaMMBbI

1. [Tocemenue nexiuii MW mnpakTUdyeckux 3aHATUR: OOs3aTeNbHO TMOCelaTh BCe
NpeaAyYCMOTPCHHELIC 3aHATHA, 3allMChIBATH KIIOYEBBIC MOMCHTBI MW AKTHBHO YYaCTBOBAaTh B
00CYX/IeHUSX.

2. CamocrosiTennbHass pabota: BBIMONMHATE Bce JOMalIHUE 3afaHUsl U 3aJaHUs Ha
0Tpa0OTKy HaBBIKOB. PeneTupyiite paboTy ¢ cUCTEMOI Ha BUPTYyaJlbHOM CTEHE WM JEMO-BEPCHH.

3. O6menue ¢ npenojasareneM: OOpaTuTech K CBOEMY HAaCTaBHHUKY 3a COBETOM, €CIIH
CTOJIKHYJIMCh C TPYJHOCTSIMU MJIM XOTUTE OOCYAUTh HIOAHCHI pa0OThI ¢ CUCTEMOH.

4. Perynapuoe mnoBropenue wmatepuana: llepecmarpuBaiiTe 3amucu  JICKLIH,

NIEPEYUTHIBANTE KOHCIIEKTHI M CHOBA MPOXOIUTE NMPAKTUYECKUE 3alaHUs IS JIyYIIErO YCBOCHHS
MarepHaa.

5. CoBmecTHas paboTa ¢ ogHOKypcHUKamMu: OObeUHsMTEeCh B HEOOIbIINE TPYTIIIbI JUIs
COBMECTHOT'O BBIIOJTHEHUS 3a/1aHUui ¥ 00CYXACHUS MTPAKTUUYECKUX KEHCOB.

Ilo okOH4YaHMM Kypca IpPEeLyCMOTPEHO MTOIOBOE HCIBITAHUE, KOTOPOE IMOKAXXET YPOBEHb
OCBOEHHUsI MaTepuana. Pe3ynbTaThl TecTa CTaHYT OCHOBAaHUEM JJsi BBIJAYM YJIOCTOBEPEHHS O
MOBBIIIIEHUH KBAJTU(UKAIIIH.

[IporpamMmMa mnoBsleHUst kKBanupukanuu «Beaymumil moap30BaTeNlb CUCTEMBI YIPABICHUS
KaJpOBBIMH TIpoIleccaMu, TOKyMeHTaMu, cepBucamu Directum HR Pro» obGecnieunt Bam 6a3oBbie U
IPOJBUHYTHIE HABBIKU PAOOTHI C CUCTEMOM, C/IETIAeT Balll TPYJOBOM mporecc 6oee KOMPOPTHBIM U
apdexTuBHbIM. Haneemcsi, 4To naHHOe OOy4YeHHE CTAaHET IIOJIE3HBIM M IOBBICUT Bally
KBaJIM(UKALMIO B 00JIACTH YIIPaBJICHUS KaJIPOBBIMU MPOIIECCAMHU.
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