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1 O61masi xapakTepuCcTHKA MPOTrPaMMBbI
1.1 HopmaTuBHBbI€ OCHOBAHUSA VISl Pa3pad0TKH MPOrpaMMbl

JlononHuTenbHas npodeccuoHaabHasi IporpaMma MoBbIIIEHUS! KBATU(PUKALIUN
«KanpoBoe aenonpon3BoacTBO» pa3zpaboTaHa B COOTBETCTBUH C TPEOOBAHUEM CIIETYIOIINX
JOKYMEHTOB:

1. ®enepanbhbiii 3akoH oT 29.12.2012 1. Ne 273-D3 «O6 obpazoBanuu B Poccuiickoit
deneparuny» (B pen. DenepanbHbIX 3aK0HOB 0T 25.12.2023 1. Ne 685-D3)

2. Ilpuxa3z MunucrepctBa oopazoBanus u Hayku P® ot 01.07.2013 1. Ne 499 «O06
yTBepxkaeHnH [lopsaka opraHu3ay U OCyIIECTBIEHNS 00pa30BaTENbHON
JEeSATEIBHOCTH IO JTOMOJIHHUTEIBHBIM IPO(ECCHOHATBHBIM IPOrpaMMam»

(B pen. Ilpukaza Munoopuaayku ot 15.11.2013 1. Ne 1244)

3. Ilpukaz MunuctepctBa odpazoBanus u Hayku PO ot 12.04.2013r. Ne 1481 «O06
YTBEPKJICHUH YPOBHEW KBalu(UKAIUU B LEISIX pa3padOTKU NPOEKTOB
po¢heCCUOHATIBHBIX CTAaHJAPTOBY

4. Tlpodeccuonanbublil crangapt «CHeruainucT Mo yIpaBIeHUIO IEPCOHATIOMY
(yTBepkaeH npukazoM MuHUCTEpPCTBA Tpya U COIMAIBHOM 3amuThl Poccuiickoi
®enepanuu ot 09 mapra 2022 r. N 109H)

5. Ilpoume 3aKkOHOJATENBHBIE AKTHI, pEIJIAaMEHTUPYIOLIUE paboTy B chepe oOpa3oBaHus, a
TaK)Ke peajan3alyy JONOJHUTENbHBIX MPO(ECCHOHATBHBIX TPOTrpaMM

Hacrosimas ~ JlomonHutenbHas  npodecCHOHalbHAs ~ NpOrpaMMa  MOBBIIIEHUS
kBamupurkauuu  (IIIT TIK) «KagpoBoe nenomnpous3BOACTBO» MPEACTaBIsAeT CcoOOMH
COBOKYIMHOCTb 0053aTeJIbHbIX TPeOOBaHUM, IPU peau3alui 00pa3oBaTEIbLHOIO CTaHAapTa
JUTSL CLIELMAJIMCTOB MO HAMPAaBJIEHUIO NOATOTOBKU «KaIpoBoe eI0nporu3BOACTBO» U MOXKET
pEeann30BbIBATHCS MOJHOCTHIO HJIM YACTUYHO B (DOPME CTAKUPOBKH

1.2 Heapb peaau3zanuu NporpaMmbl

[enpto peanuzanuy NporpaMmMbl ABIsSIETCS: (HOPMUPOBAHUE HOBBIX MPOPECCUOHATBHBIX
KOMIIETEHIIUM, TMOBBIIIEHNE NPO(HECCUOHATBFHOTO YpPOBHS, OOHOBJIEHHE M TOJyYEHHUE
JOTOJHUTENBHBIX TEOPETUYECKUX U COBEPILIEHCTBOBAHUE  IPAKTUYECKUX
HABBIKOB 00YYaIOUIMXCs MO HAIIPaBJICHUIO MOATOTOBKH «KaapoBoe 1eI0nponu3BOACTBOY

JomonauTenpHas mpodeccHoHaabHas TporpaMma TOBBINICHUS  KBaTH(PUKAIIAN
npencTaBiasieT co0OM  KOMIUIEKC OCHOBHBIX —XapaKTEPUCTHK 00pa3oBaHUA: 00BEM,
COJiep)KaHue, TUIAHUPYEMbIe pPE3yNbTaThl. YCJIOBHs peamu3anuu Pabodeld mporpaMMel
colepkaT OPTraHU3AI[MOHHO-TICarOTHYECKUE, KaJpOBBIE M MaTepHaIbHO-TEXHUYCCKUC
TpeOoBaHUs. YUEeOHO-METOJMYECKHE MaTepuaibl 00eCHeUrBaIOT pean3aluio padouei
MIPOTPaMMBI
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PabGouass mporpamma mpegycMaTpHBaeT JOCTaTOYHBIA  Juisi  (OPMUPOBAHMA,
3aKpeIJICHUs] ¥ Pa3BUTHS MPAKTUUYECKUX HABBIKOB M KOMIIETEHIIUH O0BEM MPAKTUYECKUX
3aHATUI

1.3 Obs1acTh npogeccnoHaNbHOI 1eITeIbHOCTH

Ob6nactp npodecCHOHAIBHONW  JEATEIBHOCTH OOYYalOIUMXCS 10  HAIPaBJICHUIO
noarotoBku  «KaapoBoe emONpOM3BOJICTBO» BKIIOYAET PA3BUTHE CUCTEMbI H €€
OpraHu3aluOHHOM CTPYKTYPBIL; KaJIpoBOE, HOPMATHUBHO-METOUYECKOE,
JIEJIOMPOU3BOACTBEHHOE, MPABOBOE U MH(POPMAIIMOHHOE O0eCredyeHue CUCTEMBI KaJpOBOTO
TUTAHUPOBAHUS, POIEAYPHI 0DOPMIICHHS TPYAOBBIX OTHOLIEHUN U OpraHu3aIii KaJpoBOro
npousBojcTBa. OOBEKTaMH NMPOGECCUOHAIBHON ACSTENBHOCTH OOYYAIOIIMXCS SBIISIFOTCS:
KaJIpOBbIE  CIYKObl ~ OpraHM3anuil 000  OpraHMW3alMOHHO-TIPaBOBOM  (GOpMBI B
MIPOMBIIIUIEHHOCTH, B TOPTOBJIE, HA TPAHCIOPTE, B OAHKOBCKOM, CTPaXxOBOM, TYpUCTUYECKOU
U Apyrux cepax nesareabHOCTH

YpoBeHb KBaJIM(PUKAIUN B COOTBETCTBUM € MPO(PecCHOHAIBLHBIM CTAHAAPTOM

OOyuaromuecs  JIOJDKHBI  COOTBETCTBOBaTh  6-My  ypOBHIO  KBaM(PUKALIUH,
XapaKTEPU3YIOMIEMYCsl  HIDKETIEPEUUCICHHBIMA  [MOKA3aTesIMU M COOTBETCTBYIOIIMMU
TpeOOBAHUSIMU:

IToka3zarenu
YPOBHEM Onucanue TpeboBaHUM
KBaJu(UKaAUU

[Tomaomounst u | OOecnieueHre B3auMOICUCTBHS COTPYTHUKOB M CMEXKHBIX

OTBETCTBEHHOCTSH | TOIPA3eIICHU.
OTBETCTBEHHOCTH 3a PE3YJIbTAT BEINOJHEHUS pa0OT Ha YPOBHE

moapasaACJICHUA NN OpraHru3alun.

Xapaxkrep Pa3zpaboTtka, BHeIpeHNE, KOHTPOJIb, OIIEHKAa U KOPPEKTUPOBKA

YMEHUU HarnpaBJICHUN TPOQPEeCcCHOHATBLHON AeATeTbHOCTH, TEXHOJIOTMYECKUX
VI METOIMYECKUX PELICHUMU.

Xapakrep [Ipumenenne mpodeccroHaIbHBIX 3HAHUN TEXHOJOTHYECKOTO UITH

3HAHUI METOJIMYECKOTO XapakTepa, B TOM YHCII€, WHHOBAIMOHHBIX.
CaMocCTOsTeIbHBIN MOUCK, aHATTU3 U OIIEHKA MPO(eCCHOHATIbHOMN
uH(popMaIuu.

OO6yuaronuiicst TOTOBUTCS K CIEAYIOIIUM BHIaM NpodeccuoHaIbHON AesTeIbHOCTH:
- Cenuanuct no Kajpam;
- Cneruanuct mo opopMIICHUIO
TPYAOBBIX OTHOILIEHU
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1.4 Ilnanupyemble pe3yabTAaThl 00y4eHUsI

B pesyabrate OCBOGHHMS  JOIMOJHHUTEIBHOM  MPO(ECCHOHATBHON  MPOrpaMMbl
noBbilieHUs KBanupukanuu «KaapoBoe [eI0MpOU3BOJCTBO» OO0ydYalomuecs: IO0KHbI
3HATh!

- 3aKOHOJIaTEJIbHBIC W HOPMATHMBHBIE MPABOBBIC AaKThl, METOJWYECKHUE MaTepHuaybl MO
KaJIpOBOMY JEJIONPOU3BOJICTBY;

- OpraHu3aIuio padboThl KaAPOBOM CITYKObI;

- IOPSIIOK IOKYMEHTAIMOHHOTO 0o0ecriedeH st paboThl ¢ IEPCOHATIOM;

- OpPraHMU3alMOHHO-PACTIOPAIUTENBHYIO TOKYMEHTALMIO 10 KaIpOBOMY JIE€JIO0NPOU3BOJICTBY;

- IIOPAAOK pa3pa60TI<H JIOKAJIbHBIX HOPMATHUBHBIX dKTOB B C(bepe TPYIOBBIX OTHOILICHUH

B pesynbrare ocBoeHus 00pa3oBaTENIbHON MPOTrpaMMBbl, 00yYarOIIHeECs JOJKHBI YMETh:

- pa3palarbiBaTh TMPOEKTHl OPraHU3AIMOHHBIX M PACHOPSAIUTEIBHBIX JOKYMEHTOB

KaJpOBOMY JEJIONPOU3BOICTBY;

- [paMOTHO OQOPMIJIATH KaJIpOBbIE JOKYMEHTHI B COOTBETCTBUUM C TpeOOBaHUSMU
rpaXXJaHCKOIr0, TPYJIOBOro 3akoHoaaTenbcTBa Poccuiickorn depepanuu M JOKAIbHBIMU
HOPMATUBHBIMU aKTaMH OPTaHU3AIUH;

- BECTH YYET U PETUCTPALMIO KAJPOBBIX JTOKYMEHTOB B MH()OPMAIIMOHHBIX CHUCTEMax U Ha
MAaTEPUAIIbHBIX HOCUTENSX;

- OPraHM30BBIBATh XpPAaHEHUE JOKYMEHTOB B COOTBETCTBHM C TPEOOBAHUSIMHU TPYIOBOTO,
apXUBHOrO 3akoHoAarenbcTBa Poccuiickort denepanyu M JIOKAIBHBIMA HOPMATUBHBIMHU
aKTaMM OpraHU3aluy;

- AaHAIM3UPOBATh KaJpPOBbIE JOKYMEHTHI M MEPEHOCUTHh HH(pOpMAIMI0O B 0a3bl JAaHHBIX U
OTYETHI,

- BBISIBJISITH  OITMOKHU, HETOYHOCTH, MCHOPABJICHUS W HEJOCTOBEPHYIO HH(OpManuio B
KaJIpOBBIX TOKYMEHTaX, ONPEAENSITh JETUTUMHOCTh KaJpPOBbIX IOKYMEHTOB - COOMIOAATH
HOPMBI ATUKHU JIEJIOBOI'0 OOIIEHUS

[Iporpamma HampaBjieHa Ha COBEPIICHCTBOBAHUE CIEAYIOUIUX OOIIEKYJIbTYPHBIX
obmenpodeccuoHanbHbIX KOMIETEHIIH:

- 3HaTh 0a30BBIX EHHOCTEH MUPOBON KYJIbTYPhl U TOTOBHOCTH OMUPATHCS HA HUX B CBOEM
JMYHOCTHOM U OOIIEKYJIbTYPHOM Pa3BUTHUH;

- BIAJICTh KYyJbTYpOil MBIIIICHHUS, CHOCOOHOCTHIO K BOCHPUATHIO, OOOOUICHHIO U
HSKOHOMHUYECKOMY aHaiu3y HWH(OpMaluy, TOCTaHOBKAa I W BBIOOp TMyTed ee
JTOCTUKECHHUS;

- yMETh HAXOJUTh OPTaHU3AIMOHHO-YIIPABICHUYECKHE ¥ OKOHOMHUYECKHE PpEIICHHS,
pa3pabaThiBaTh aqTOPUTMBI HX peaji3alliid U TOTOBHOCTh HECTH OTBETCTBEHHOCTH 3a MX
pE3yIbTaThI;

- yMEHHE TPUHUMATh B3BEIICHHBIC pEIICHUs, yOeXaarh B II€IECOO00Pa3HOCTH ITHUX
pElIeHN M BOILIONIATh PEHICHHUS B XU3Hb, 001aJaTh CIOCOOHOCTHIO U TOTOBHOCTBIO K
JIUIEPCTBY;
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-3HaTh W yMETh HCIIOJIb30BaTh HOPMATHBHBIC TIPABOBBIE JOKYMEHTHI B  CBOECH
poeCCHOHATTEHOM ESITCIIbHOCTH;

- yMETh pPacCTaBIATh HPUOPUTETHI, CTABUTH JUYHBIC IIENH, CIIOCOOHOCTh YYUTHCS Ha
COOCTBEHHOM  OMBITE€ W  OMNBITe JAPYIHX, CTPEMUThCS K  JUYHOCTHOMY |
npodeccuoHaILHOMY CaMOPa3BUTHIO;

- yMETh JMArHOCTUPOBATh W AaHAJM3UPOBATH COLUAIBHO-DKOHOMHUYECKHE MPOOIEMbl U
HpPOIIECCHl B OpraHU3aIUH;

- BIaJICTh OCHOBHBIMH METOJAMH, CIOCOOAMHM U CpPEICTBAMHU TMOJYYCHHS, XPaHEHUS U
nepepaboTku MHPOPMAIUH, HAJIHMUME HABBIKOB PAOOTHI C KOMIIBIOTEPOM KaK CpPEACTBOM
yrpaBieHUs HHPOpMAIHE.

2 Coaepxanue mNporpaMMsl

[Iporpamma TIOBBIICHHST KBATM(UKAMKA TPETHA3HAUCHA I PYKOBOJMTEICH,
3aMEeCTUTENIEd PYKOBOJUTEIISI, CHEHUAMCTOB (MEHEIKEPOB) TMojApa3AeiacHuil (ciayx0)
VOpaBJICHUS KaJApaMW, TPYAOBBIMH OTHOIIEHUSM, KaapOBOMY JIE€JIOMPOU3BOICTBY,
HPKOHOMHUCTOB TIO TpYyay. K 0CBOCHHIO HACTOSIIEH MTPOTPaMMBbI IOy CKAIOTCS:

- IM11a, UMEIoIIKe cpeHee MpodecCHOHANIBHOE U (KMJTK) BhICIIee 00pa30BaHuUE;
- TU1a, TOJy4arolue cpeaHee npodeccuoHaaIbHOE WK BhICIIEe 00pa3oBaHUE
S3bIK, HA KOTOPOM OCYIIECTBIIIETCS 00pa3oBaHue (00yUEHHE) — PYCCKUIM

d)opMa O6y‘{eHI/I$I — O4YHas1, O9YHO-3a04YHasn

Cpoku OCBOEHHMSI MPOTrpamMMbl TOBBIIICHUS KBATM(PHUKALUUA ONPEAEISIOTCS (POopMOi
oOy4eHHs MO IMPOorpaMme, HaJUYUeM WIM OTCYTCTBHEM CTakupoBKU. IIpu moboit ¢popme
oOydeHHs yueOHas Harpy3ka ycTaHaBIMBaeTcs He Oosiee 18 4acoB B Henemto

Bo3MoxHBI creyromne BUIbl peKUMa 3aHATHIM:

- 18 yacoB B Hefento, 6 ak. 4acoB B JICHb (C OTPHIBOM OT pabOThI);
- 12 gacoB B Hefemto, 4 ak. 4aca B JIeHb (C YaCTUYHBIM OTPHIBOM OT pabOThI);
- 9 yacoB B Hegento, 3 ak. yaca B JieHb (0€3 oTphiBa OT pabOThI)

1 akamemudeckuii yac paBeH 45 MUHyTaMm

HopmaTtuBHas TpynoeMKOCTh 3a BeCh IMEpuUOJa OOy4YeHHUs IO JOTMOJTHHUTEIbHON
npodecCuoHabHOM nmporpamme MTOBBIIIICHUS KBTI (PUKAITUN «Kanposoe
JICIOTTPOU3BOICTBOY» COCTABIISIET 27 aKaJeMUYECKUX YacOB, BKIIIOYAsi BCE BUBI Ay AUTOPHOM
¥ BHEAYJUTOPHOU (MPaKTHIECKOM) yaeOHOM paboThl 00yUYaOIMUXCsl, B TOM YHCIIE HTOTOBYIO
aTTeCTaII0 — 2 Yaca, COTVIACHO KalieHAapHOMYy y4ueOHomy rpaduky. KomnuecTBo dacos,
OTBOJIMMOE Ha U3YYECHHE OTACIBHBIX TEM MPOTPaMMbI, TIOCIEIOBATEIHPHOCTh UX U3YUYCHHS B
ciydae HEOOXOJIMMOCTH Pa3peliaeTcs W3MEHSITh TPH YCJIOBHHM, YTO MporpamMma Oyaer
BBITIOJIHEHA TTOJTHOCTHIO 110 COJICPKAHUIO U 00IIIeMY KOJTMYECTBY YacoB

WNrtoroBas arrectanusi MNPOBOJUTCA 1O OKOHYAHUM Kypca NPAKTHYECKOTO U
TeopeTudeckoro oOydeHus B ¢GoOpMe HUTOTOBOTO TECTUPOBAHHUS, 3a CUET CIEIHATbHO
OTBEJICHHOI'O BPEMEHHM 3K3aMEHAIIMOHHON KOMHUCCHEH, COCTaB KOTOPOWM Ompenensiercs u
yTBepkaaeTcs pykosogureneM YOV IO u I «PETMOHAJIBHBIM IIEHTP
ABTOPU30BAHHOI'O OBYUYEHUS». Pe3ynbrarhl UTOTOBOM aTTecTaliui 0(QOPMIISIOTCS

6
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npotokoioM. [lo pe3ynbraraM WTOTOBOM aTTECTAllUA BBIJACTCA YAOCTOBEPEHUE O
MOBBINICHUH KBaTU(UKAIINKY YCTAHOBJICHHOTO 00pasiia

NuauBuyallbHBIA  y4eT pe3yJIbTaTOB OCBOCHUSA OOydYaloIIMMHCS 00pa30BaTelIbHbBIX
nporpamMM, a TakkKe XpaHeHue B apxuBax HHMopmamuu o0 »HTHUX pe3yibTaTax
ocymectBisitorcss HOY II10 u T «PETMOHAJIBHBIN TEHTP ABTOPM30BAHHOI'O
OBYUYEHU» na 6yMa)kHbIX U (MJIH) 3JIEKTPOHHBIX HOCUTEISIX.

2.1 YuyeOHbBI IVIAH JONOJHUTEILHOI NPOodecCHOHATBHON MPOrpaMMbl
noBbilieHus Kpaaupukauuu «Kagposoe 1e10n1pou3BoacTso»

VYueounsiii man no nporpamme I IIK «KaxgpoBoe nenonpon3BocTBO» NpeaycMaTpUBaeT
CJIeIYIOIME KOMIIOHEHTHI:

- 16 yacoB TEOPETUYECKOTO OOYUECHMUS;

- 9 yacoB npakTuyeckas padoTa u (UJIM) CTAXKUPOBKA;

- 2 yaca UTOTOBas aTTECTALM

No B toMm umncie

/I Bcero | Jlekuuu| [Ipaktuy ®opma
Hazpanne qucUmiInHb)/ MOy s
4acoB paboTa | KOHTPOJIS

Monyas 1
1 | IIpouenypsl opopmienus TPya0BbIX OTHOIIEHH 10 8 2

3agauu, QyHKUUH, CTPYKTYPa KAAPOBOH CIy:KObI.

JIOKyMEeHTBI, perjJiaMeHTHPYIOIIHe [1esiTeIbHOCTh

KA/POBOH CJIyKObI

1. 3apaum, pyHKIMH, CTPYKTYpa KaIpOBOM CIIyKOBI

2. JIOKyMEHTBI, perilaMeHTHUPYIOIINE AeATeIbHOCTh Texcympit

1.1 KaJIpOBOM CITy>KObI 1 1 - KOHTPOITB/

3. IlraTHOe pacnucaHue - MOPSIOK pa3pabOTKH, YCTHBIH OMPOC
COTJIaCOBaHUSs, YTBEPXKICHUS

4. BzeceHune U3MEHEHHH B JOKYMEHTHI IO TUYHOMY
COCTaBY COTPYIHHUKOB

Ilpuem Ha pabory: 3aK/l04YeHHe TPYAOBOIO

Aorosopa; ogopmiieHHe npueMa Ha padory. Yder

Ka/JpoB

1. TpynoBoii 1OroBop: MOHSATHE, COAEPKAHUE, CPOK,
rapaHTUH TIPU 3aKIHOYEHAH TeKyﬂmﬁ/

19 | 2. Vcmbitanue npu npueme Ha paGoTy: oueHka 5 1 1 yc';?{zg ZJ;;OC
pE3yIbTaTOB /mpakTny

3. TpymoBoii U TpaXkIaHCKO-TIPABOBOM JIOTOBOPHI: eckas pabora
KPUTEPHU OTIHYUS

4. Tlpuka3 o npueme Ha pabOTy: OCHOBAaHHE, TTOPSIIOK|
oopMIIeHHS

5. Pabora no coBmecTutenbcTBy. COBMEIICHHE.

7
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JlokymenTupoBanue
6. VYwuer kaapoB: IMYHAs KapTOUKa pabOTHUKA -
nopsiI0K ohopMIIeHNsI, TOKYMEHTHI,
HE0OXOAUMBIC MTPU OPOPMIICHHUH.
[TpakTrueckas paboTa 1o Teme

3amMTa MEepPCOHAJILHBIX JIAHHBIX Pa0OTHHKA.

JIokymMeHTBI padoTojaTesisi, YCTAHABJIHUBAKOIIUE

MOPSA0OK O0padOTKHM TMEPCOHAJBHBIX JaHHBIX

padoTHHMKA

1. TlonsiTHE MEPCOHATBHBIX TaHHBIX PAOOTHHKA.
O06paboTka nmepcoHaTbHBIX JAHHBIX PAOOTHUKA

2. OO6mme TpeboBanus mpu 0OpadboTKe
NIEPCOHAIBHBIX JaHHBIX pAaOOTHHUKA U TAPAHTUH UX

Texyuuit
KOHTPOJIb/
YCTHBII 0npoc]

13
3allUTHI
3. OTBETCTBEHHOCTH 3a HApPYyILIEHUE HOPM,
peryaupyromux 00padoTKy U 3alIUTy
MEPCOHANBHBIX JaHHBIX paOOTHUKA
4. TlonoxeHue O 3alIUTe MEPCOHANBHBIX JTAHHBIX
paboTHHKA — MOPAIOK pa3pabOTKH, COTIaCOBaHUS,
YTBEPKICHUS
ITepeBoa Ha gpyryio padorty
1. IlepeBon Ha Ipyryro paboTy: BHJIbI, MOPAIOK Texympii
1.4 nepeBoa. JJokyMeHTupOBaHKE KOHTPOITH/
2. Tlepememienue: ocCHOBaHHE, JOKYMEHTUPOBaHHE YCTHBII 01pOC
IIpexpamenue (pacTopikeHue) TPYAOBOI0
JA0roBOpa ¢ padOTHUKOM (YBOJIbHEHHE)
1. TlpekpaiieHue Tpy10BOIO AOroBopa: oouue
OCHOBaHUS IIPEKPALICHUS TPYAOBOIO 10r0BOpa
2. PacTopskeHue TpyI0BOrO JOroBOpa 1o Texympii
15 MHUIMATHBE pabOoTOIaTeNs KOHTPOJIB/
3. Ilpekparienue TpyJ0BOTo 10roBOpa Mo YCTHBIH O1pOC
00CTOSITENECTBAM, HE 3aBUCSIIUM OT BOJIHM CTOPOH
4. Tlopsnok opopmiieHHs IPEKpaIIeHus: TPYJOBOTO
JIOTOBOpA
OpranusannoHHas KYJbTYypa. IIpaBuaa
BHYTPEHHEro TPYA0BOI0 pacnopsiaka.
ATTecTanus NMepcoHaIa OpraHu3alumn
1. OpraHuzanuoHHas KyabTypa: MOHATHE
2. BnmsHHMe opraHW3alMOHHON KYJIbTYPHI Ha Texymuii
MoBe/ieHre TiepcoHana u 3QPEeKTUBHOCTD KOHTPOJTB/
1.6 JEATENLHOCTH OPraHu3aluK YCTHBII 01IpoC
/mpaktiy

3. TlpaBuna BHYTpEeHHETO TPYIOBOTO PacCHOPSAKa,
JOJDKHOCTHAA MHCTPYKIHA COTPYAHUKA: TTIOPAIOK
pa3paboTKH, COTTIACOBAHMS, YTBEPIKIACHHUS

4. Tloompenus paboTHUKOB. /uctummnHapHbIe
B3bICKaHUsA. JIOKyMEHTUPOBAHUE

5. ATttecrarysi nepcoHajia OpraHu3alnu: 1ely,

eckas paboTa
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3a/1a4M aTTeCTaluH

6. IlomokeHue o MPOBEAECHUH aTTECTALUU: TOPSIIOK
pa3pabOTKH, COTrJIaCOBaHMSI, YTBEPKACHUS

7. JIOKyMEHTUpPOBaHHE aTTeCTalluU

8. Hcnonnenue pemeHuii no pesyabraram
aTTecTaluu

[TpakTnyeckas pabora no Teme

Ortnycka: pa3padoTka U yTBep:KaeHHe rpaduka

€KeroHbIX OTIYCKOB. BUabI 0TIHYCKOB, MOPSI/IOK

npeaocTaBjieHus, opopmiieHue.

Cay:xe0Hasi koMaHIUpPOBKa: nousitue. [lpouenypa

KOMaHIHPOBaHus. [[OKyMeHTHpPOBaHHE

1. T'paduk OTITYCKOB: MOPSIAOK pa3pabOTKH,
COTJIACOBaHUS, YTBEPIKICHUS

2. Esxeronssle omiaunBaeMble OTITyCKa: MOPSAIO0K Tekymuit
1.7 npeoCTaBIeHHs, OQOpPMIICHHE KOHTPOIB/
3. Buabl oTIyCKOB: €XETOHBIN JOMOTHUTEIbHBIN YCTHBIH 0npoc
OIUIaYMBacMbIi, 0e3 coxpaHeHUs 3apaboTHOMN
IUIaThl, OTIYCK IO OEPEMEHHOCTU U poJaMm, o
yXoay 3a peOEHKOM — NOPSAJI0K NPEJOCTaBICHMUS,
odopmiieHre
4. CyxeOHasi KOMaHIHPOBKA: TIOHATHE
5. IIpouenypa komanaupoBaHus JJOKyMEHTUPOBaHHE
Opranunsanus padoThI c Ka/IpOBBIMH
JOKYMEHTAMH: BeJeHHEe M XpaHeHHe TPYIOBBIX
KHUKEK, JIMYHBIX JeJI.
Opranmsanmusi TeKylIero XpaHeHUsl KaApoBOM
AOKYMEHTAIlUH
1. TpeOGoBaHMS HOPMATUBHBIX MPABOBBIX AKTOB K
MOPSIIKY BECHUS U XPAHEHUS TPYIOBBIX KHUKEK
2. TpynoBas KHIKKa: 0(pOpMIICHHE THTYIBHOTO
JIMCTA, BHECEHUE 3aIIUCEN O IIpUEME, NIEPEBOJIE,
YBOJILHEHUH Tewcywunit
18 3. JyOnukat TpynoBoil KHWKKU. Briaasi B KomTpor:/
' . YCTHBIA OIIPOC
TPYAOBYIO KHIKKY. OCHOBaHHUS BbIAAYH, MOPSII0K
odopMIIeHHS
4. Kuura ydera JABMKEHUS TPYAOBBIX KHIDKEK U
BKJIQJIBILIEN B HUX
5. ®opmupoBaHue, BeJJlCHUE TUUYHbBIX JIE
6. Homenknarypa zen KaJpoBOi CIIy:KObI
7. OpraHuzanus TeKyIero XxpaHeHus KaapoBoi
JOKyMEHTaluu
5 Monayas 2
Opranuzanms KaJpoBoro 1eJIonpou3BoICTBa
CoBpemeHHasi cucTeMa  BeJleHMA  KaJApOBOM §
91 | MOKyMeHTaUH Ile;\;)”;if/

1. TIpaBoBbI€ acrieKThl JOKYMEHTHPOBAHUS PAOOTHI C
MIEPCOHAIIOM OPTaHU3AINH

YCTHBI 0IpOC
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2. OYHKUUHU KaJPOBBIX JOKYMEHTOB,
JOKYMEHTOTIOTOKH

3. dopwma, conepkanue, TpeOOBaHUS K 0(HOPMIICHUIO
¥ TIOPSI/IKY BEJCHUS KaJIPOBBIX JOKYMEHTOB

4. OOmue NPUHIHUITEI Pa0OTHI ¢ KaJAPOBBIMH
JOKYMEHTaMHU

5. PexBHU3UTHI, MpUIAIOIIUE TOKYMEHTY
IOPUIMYECKYIO CHITY

6. Hcnonp3oBanue yHU(GHUIMPOBAHHBIX POPM
NEepPBUYHON YUETHOH JOKyMEHTAIMH 1O YUETy
TPYyZa ¥ €ro OILJIaThl

7. OcoOeHHOCTH BEeJCHHUS 3JIEKTPOHHOTO
JIOKyMEHTO000pOoTa

Pa6oTa ¢ JIOKaJIbHBIMH HOPMATHBHBIMH aKTAMHU

1. BI/II[I)I JIOKAJIbHBIX HOPMATHBHBIX aKTOB!:
00s13aTeNIbHbIC, C YUETOM CIeIU(DUKH

2. Paspabotka, coriacoBaHue, yTBEPKICHUE
JIOKaJIbHBIX HOPMATHUBHBIX aKTOB

29 3. BHeceHue U3MEHEHUI B JIOKaJIbHBIE HOPMATHBHbIE ;e;;?;ﬁf/
aKTbl YCTHBI 01pOoc]
4. ®opmbl 03HAKOMJIEHUSI PaOOTHUKOB C
JIOKaJIbHBIMU HOPMaTUBHBIMH aKTaMH
5. OTBETCTBEHHOCTH 32 HAPYIIECHUE MPABHII PaOOTHI
C JIOKaJIbHBIMU HOPMaTUBHBIMU aKTaMHU
JIOKyMeHTbI 10  O(OPMJIEHHIO  TPYIOBBIX
OTHOLIECHHU
1. Bwuapl KapOBBIX JOKYMEHTOB
2. TlepedeHp 00s3aTENBHBIX KaJPOBBIX JOKYMEHTOB
JUISl BEIGHUS B KQKJI0M OpraHU3aIiu
3. JIOKyMEeHTBI, IpeIbsBIIsieMbIE TIPH 3aKITFOUCHUH
TPYAOBOTO JOrOBOpa Texymuii
2.3 | 4. Onpexnenenne NOUIMHHOCTH JTUYHBIX TOKYMEHTOB KOHTPOIH/
(macnopt, Tpy0Bast KHUXKKa U Jp.) YCTHBIH 0MpPOC
5. OcobenHocTy ohopMIIEHUS Ha TOCYAAPCTBEHHYIO
IPaXJIAHCKYIO CIIYKO0Y
6. IlpaBumna BeneHHs U XpaHEHUS TPYIAOBBIX KHIKEK
paboOTHUKOB
7. TlpaBuia momcyera CTpaxoBOTO CTaxa
Oco0ennocTn BeIeHUS Pa3HbIX BH/IOB
JOKYMEHTOB 10 JINYHOMY COCTaBY
1. JlokyMeHTHI, CBSI3aHHBIE C ABMKEHHEM KapOB:
HOPSTOK O(OPMIIEHHS U BEICHHUS Texymuit
54 | 2. JloroBopHble 10KyMeHTBI: BUbL, GopMma, yci?{zg (())J:I;/oc
CTPYKTYpa, paBuia opopmieHus P

3. [Tlpuka3ssl u paciopspKeHHsI: BUIBI, PopMa,
CTPYKTypa, 0COOEHHOCTH 0(OPMIICHUS
4. HWudopManmoHHO-CIIPaBOYHBIC TOKYMEHTHI: BUIBI,

dopma, cTpykTypa

eckas paboTa
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5. VYdeTrHbIE TOKYMEHTHI O 0O()OPMIICHHUIO TPYIOBBIX
OTHOLLEHUN

6. OcoOeHHOCTH 3amoHEHHS Ta0est yaera pabouero
BpPEMEHHU

7. TlpaBuna pacueTa KOMIICHCAIIUH 3a
HEHUCIOJIb30BaHHBIN OTITYCK

8. Buecenue u3MeHEHUH B TIOKYMEHTHI 110 JINYHOMY
COCTaBy

9. OdopmiieHre npeKpaIieHIs/PacTOPKEHHUS
TPYZOBOIO JOTOBOPa

[TpakTnueckas paboTa 1o Teme

Persniamenranus padoThI c KaJIpOBBIMH

JAOKYMEHTAMH, CUCTeMAaTH3alUsi M OpPraHu3anus

TEeKYLIero XpaHeHusi KaJApOBoi IOKyMEeHTAHH

1. JlokanbHbIE HOPMATHBHBIE aKTHI IO KaJAPOBOMY
JIeTTOTIPOU3BOICTBY: MOPSIOK Pa3pabOTKH,
YTBEPXKIECHHS, TIPUMEHECHUS

2. Perucrpanmonnsie (yaetHsie) GopMbl (KHUTH U
JKYpHaJIbI): YHUGUIIUPOBAHHBIC U
HeYHUPHUIHMPOBaHHBIE. TEeXHOIOTHS pabOTHI C

JIOKyMEHTaMHU Texcymuit
2.5 3 C KOHTPOJIb/
. CucTeMaTH3a1s 1 OPraHN3aLlis TEKYIIEro yeTHBii ompod
XpaHEHMs KaJpOBOH JOKyMEHTalluU
4. OdopmieHre MHOTOCTPAaHUYHBIX TOKYMEHTOB
5. Howmenknatypa aen kaapoBoil ciayxObl
6. IlomroroBka JOKYMEHTOB K Tepe/adye B apXuB
7. OTBETCTBEHHOCThH 3a HapyllleHue TpeOoBaHUN
JEHCTBYIOIIEr0 3aKOHO/1aTENbCTBA 110
00€CTIeYeHNIO COXPAHHOCTH IOKYyMEHTOB
KaJIpOBOH CITy>KOBbI
Monayas 3
3 | Kaaposbrii yuet B nporpamme «1C:3apmiara u
YnpasiieHue nmepcoHaJoM»
CBenenusi 0 padOTHMKAX OPraHU3ALUA Texymuit
/
[Ipuem Ha paboTy, KaAPOBOE TIEPEMEIIEHH KOHTPOI®
3.1 p p ¥, KaIpoBOC NCPEMCIICHHC, YCTHBIH OIPOC
YBOJIbHCHHE [mpakTia
eckast pabora
PeriiaMeHTHPOBAHHBIN Ka/JpOBbIH y4er
OpraHu3anuu
['padux  OTIyCKOB  OpraHu3alyu,  OYepeIHOU Texymmit
©XKErOJHbII OTHYCK, OCTAaTKU OTIIYCKOB, Y4eOHBII KOHTPOIIB/
3.2 ’ YCTHBIH 0npoc]
OTITYCK, OTITYCK 10 YXOy 32 peO€HKOM J—
OTyer no OTIIyCKamM eckast pabora
JloroBOpHI Ha BHITIOJIHEHHE Pa0OT
KomannpoBku
PeriiaMeHTHPOBAHHBIN Ka/JpOBbIH y4er Texymmit
OpraHu3anuu KOHTpOMS/
3.3 YCTHBII 0npocC
OtcyTcTBUE Ha paboTe, BO3BpaAT Ha paboTy J—

3anaHUpOBaHHBIE KaIPOBhIE EPECTaHOBKU

eckas paboTa
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Tabenp wucCHoNb30BaHUS paboyero BPEMEHU IO
dopme T-13. BBopg Tabens

KanposBbie oTuerhl.

BonHckniik ®W  nepcoHM(PUIMPOBAHHBIA  y4eT
MeaunmHcKoe CTpaxoBaHHe

Hactpoiika u ¢popmMupoBanue KaJpoBbIX OTUETOB
CO3I[3.HI/Ie HOBBIX BAPHUAHTOB OTYCTOB

4 | Utorosas arrecranus 2 2

Bcero yacoB no nporpamme 27 16 9 2

2.2 KajiengapHbli y4eOHbIH rpauK J0N0JTHUTEIbHOU NPOdecCHOHAIBbHOU
MPOrpaMMbl NOBBIIIEHHUSA KBAJTUPUKALUT
«Kaaposoe 1es1011poOu3BOACTBO»

Kanengapusiii rpadux ydueOHOro mpoliecca mo JOMOJHUTEIbHOW mpodeccunoHanbHOM
nporpamMme MoBbllIeHHs KBanukauuu «KaapoBoe Aenonpon3BOACTBO» COCTaBISIETCA HA
KQKJIyI0 HAOpaHHYIO TPYIIITY

Bcero YyeOHble JHU
ConeprxaHue TeMbl 4acoB
112 (345|617 |8]9
Mopnyas 1
IIpoueayps! opopMiIeHHs TPYAOBBIX OTHOLIECHU I 10

3amaun, GYHKOUM, CTPYKTypa KaJapoOBOW CITYXKOBI.
JIOKYMEHTBI,  PETJIAMEHTHUPYIOIIUE  JICATEIHHOCTh
KaJpOBOM CITY>KOBI. 3 3
[Tpuem Ha paboTy: 3aKIIOUYEHHE TPYAOBOTO OTOBOPA]
odopmiieHre TIpueMa Ha padoTy. YUeT KaJapoB

3amuTa MEPCOHATBHBIX JTAHHBIX paboTHUKA.
JIOKyMEHTBI paboTonarens, yCTaHaBJIMBAIOIINE
MOPSII0K 00paboTKu MIEPCOHAIIBHBIX JaHHBIX
paOOTHUKA. 3 3

[lepeBon Ha apyryro paboTy.

[Ipexpaienue (pacTop:keHne) TpyI0BOro JOroBopa C
paOOTHHUKOM (YBOJIBHEHHE)

Opranu3annonHas KynapTypa. [IpaBuiia BHYTpEHHEro
TPYAOBOTO  pacropsaka. ATTecTalusi IepcoHaia
OpraHU3aIHH.

OTtnycka: pa3paboTka U yTBEp)KIEHHME TIpaduka
©KEroJHbIX OTHYCKOB. BHIbl OTHYCKOB, MOPSAIOK
MpeaocTaBIeHUs, 0hOPMIICHHE.

CrayxeOHast KoMaHAMpOBKa: moHsTue. Ilpouemnypa
KOMaHIUpoBaHUA. JJOKyMEeHTHpOBaHNE

Opranuzanus paboOThl C KaJpPOBBIMU JIOKYMEHTAMH:
BEJICHUE U XPAHEHUE TPYAOBbIX KHUKEK, JIUYHBIX JIE. 1 1
Opranuzanys TeKyIIEro XpaHeHus KapoBOU

12
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TTOKYMEHTaIlluu
MoayJb 2
Oprasuszanus KaJpoBoro /1eJ0npou3Bo/ICTBA 6
CoBpemeHHast cucrema BEJICHUS KaJIpOBOI
JTOKyMEHTAIUH. 2 2
Pa6ota c 10KanbHBIMU HOPMATHUBHBIMU aKTaMU
JlokyMeHTBI 110 0()OPMIICHHUIO TPYIOBBIX OTHOIICHUN
OcoOeHHOCTH BEJIeHHS Pa3HbIX BUJIOB IOKYMEHTOB IO 3 3
JTUYHOMY COCTaBY
PernamenTanusi paGoThl ¢ KaJpOBBIMU JTOKYMEHTaMH,
CUCTeMAaTH3alisl U OpTraHU3aIusl TEKYIIEro XpaHEHUs 1 1
KaJpOBOU TOKYMEHTALIMHU
Moayas 3
Kanposbiii yyer B mnporpamme «1C:3apmiara wu 9
YunpagBiieHue nepcoHaI0oM»
Caenenust 0 pabOTHUKAX OpraHU3aluu 3 a1
PernaMeHnTHpOBaHHBIN KaIpOBBIN yYET OpraHU3aAINH 4 J 9
KanpoBbie oT4eThI. 9 1 1
Bounckuii u nepcoHuPUIMPOBAHHBIN yUeT.
HToroBas arrecranus 2 2
Bcero yacos nmo nporpamme 27

2.3 Coaep:xaHue MporpaMMbl 10NOJHUTEIbHOI NpodeccHOHATbHOT
nopbiieHus: kKpanupukanun «Kaaposoe 1e;10n1pon3BoacTBo»

Monayas 1.
Ipouexypnl opopmiieHUsI TPYAOBBIX oTHOIIeHmIt (JIekiuu 8 ak.4yacoB)
1.1 3apaun, pyHKIUM, CTPYKTYpa KaAPOBOM CJIYKObI.

JIOKyMEHTbI, perjiaMeHTHPYIoIie AeITeJTbHOCTh KaJPOBOM CIYyKObI

[ToHaTre KaapoBOro JEJIOMPOU3BOJCTBA W 0O0IIME TpeOOBaHUA K OG(OPMIICHHUIO
KaJIpOBOM JOKYMEHTAaIMH. 3aaad, (PyHKIIUH, CTPYKTypa KaJapoBOH CIyKObl. JIOKyMEHTHI,
perIaMeHTHPYOIINEe AeSITeIbHOCTh KaJpoBoi ciayxObl. lllTaTHOE pacmucanue - MOPSIOK
pa3pabOTKH, COTJIACOBAaHMS, YTBEPXKACHHS. BHeceHne W3MEHEHUW B JOKYMEHTHI I10
JTUYHOMY COCTaBYy COTPYIHUKOB
1.2 Tllpuem Ha padoTy: 3aK/II0YEeHHe TPYIAOBOIr0 [0roBopa; odgopmjieHue mnpuema

Ha padoTy. Y4uer KaJpoB

[Ipuem Ha paboty. [lopsamok mpuema Ha paboTy, mepeueHb HEOOXOUMBIX IOKYMEHTOB,
KOTOpbIE HEOOXOAMMO TIPEAbSBUTH pabOTHUKY. JloKanbHBIE HOPMATHUBHBIC AKTHI
paboTonaTens M mMpaBuja O3HAKOMIIEHHMS C HHUMHU pabOTHUKOB. TpymoBoil OTOBOp:
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MOHSTUE, COJEPKAHHE, CPOK, TapaHTUW IpH 3aKiIoueHuH. VcnelTanwe npu npueme Ha
paboTy: OlleHKa pe3yJabTaToB. TpymoBOM W Tpa’kIaHCKO-TIPABOBOW JIOTOBOPHI: KPUTEPHH
ornnuud. [lpuka3z o mpueme Ha paboTy: OCHOBaHME, MOPSAOK odopmieHusa. Pabora mo
coBMecTUTENLCTBY. CoBMmenieHue. /JJOKyMEHTUPOBaHHE M YYET KaApOB: JIMYHAS KapTOuKa
paboTHHKA - TOPAIOK OPOpPMIIEHUS, TOKYMEHTBI, HEOOXOAUMBIE PU 0POpPMIIECHUU
1.3 3ammuTa nepcoHaJbHBIX JaHHBIX pa00THUKA. [loKyMeHThI padoToaaTe.is,
YCTAHABJIMBAIOLIUE MOPSAA0K 00pPa0OTKHU NEPCOHAIBbHBIX JAHHBIX PA0OTHHUKA
[TonsiTe mepcoHadbHBIX AaHHBIX paboTHUKA. COCTaB JOKYMEHTOB IO MEPCOHATbHBIM
naHHbIM. OOpaboTKa TEPCOHANBHBIX JaHHBIX paboTHuKa. OOmue TpebdoBaHUS TpU
00paboTKe NepCOHANIBHBIX JaHHBIX paOOTHUKA U TapaHTUU UX 3alIUThl. OTBETCTBEHHOCTH 3a
HapylIeHHEe HOpPM, pEryJIHpYyIOIIUX O0OpabOTKy U 3alUTy [EPCOHAIBHBIX JaHHbBIX
pabotHuka. [lonoxkeHue O 3alUTEe MEPCOHANBHBIX JAHHBIX pA0OTHHKA — TMOPSAOK
pa3pabOTKH, COTJIACOBAHMS, YTBEPKIACHUS
1.4 TlepeBoa Ha Apyryi padory
[lepeBon Ha Jnpyryro paboTy: BHABI, MOPSAOK IepeBoja. JoKyMeHTHpOBaHHUE.
IlepemenieHne: OCHOBaHME, JOKYMEHTUPOBAHKE
1.5 IIpexpameHnue (pacTop;keHue) TPyA0BOro J0roBopa ¢ paboTHUKOM (YBOJIbHEHME).
[Ipekpamienre TpPyJOBOTO JIOrOBOpa: OOIIME OCHOBAHHS MPEKpPALIEHUs TPYAOBOIrO
noroBopa. PactopkeHue Tpyn1oBOro JoroBopa rno nuHumaTuse padboroaarens. [Ipexpamienue
TPYJIOBOTO JOrOBOpa MO OOCTOATENbCTBAM, HE 3aBHUCSIIMM OT BOJIM CTOpoH. Ilopsaok
opopMIIEHUS TPEKPAILICHHS TPYAOBOIO IOrOBOpa
1.6 Opranm3zanmuoHHasi KyjabTypa. [IpaBujia BHyTpeHHEro Tpy10BOro pacnopsjaKa.
ATTecTanus NepCcoOHAIa OPraHU3ALMHU
OpraHu3aiMoHHass KyJbTypa: NOHSATHE. BiMsHME OpraHW3alMOHHOW KyJIBTYpbl Ha
NoBe/eHWE TepcoHarta U A(P(EKTUBHOCTh JIEATENbHOCTH opraHuzauuu. [lpaBuna
BHYTPEHHETO TPYAOBOIO PACMHOPAAKA, JOHKHOCTHAs MHCTPYKLMS COTPYIHUKA: IOPSIIOK
pa3paboTKu, COTrJIaCOBaHUs, YTBEPKICHHUSL.
[Tooupenust paboTHHKOB. [[uciuruinHapHable B3bIcKaHus. JlOKyMeHTHpOBaHUE. ATTecTauus
MepcoHajla OpraHu3aluu: Lenu, 3anadu  arrecrauud. [lojokeHne O MNpPOBEACHUU
aTTeCTallMu: TMOPSAIOK pa3padOTKH, COIrJacoBaHMs, YTBepKIAeHUs. JlokymeHTupoBaHUE
aTTecTanuu. MicnojHeHne pelieHuii o pe3yjabTaTaM aTTeCTaluu
1.7 Ornycka: pa3paGoTka u yTBep:kIeHue rpaguka e:KeroHbIX 0TIIyCKOB.
Buabl oTnyckoB, NOpsiAoK npeaocrasiaenus, opopmiaenue. CiyxxeOHas
KoOMaHaupoBKa: nousitue. [lpouenypa komanauposanusi. JloOKyMeHTHpPOBaHHe
I'paduix OTHYCKOB: MOPSIOK pa3pabOTKH, COTJacoBaHUs, yTBEpKIAeHUsA. ExeronHele
OIJIaYMBaeMble OTIYCKa: MOPSAOK TNperocTaBieHus, odopmieHne. Buasl OTIYCKOB:
€KEeTrOHbIN TOMOJIHUTEIbHBIN OMIayuBaeMbli, 0€3 COXpaHEeHHs 3apa00THOM IJIAThI, OTITYCK
no OEpeMEeHHOCTH M pojaM, MO YXOAy 3a peOEHKOM — TOpSAIOK MPEJOCTABICHHUS,
opopmnenue. CryxeOHas KoMaHAMpPOBKa: ToHATHE. Ilpouenypa KoMaHIUpPOBaHUS.
JIokyMeHTUpOBaHuE
1.8 Opranusanusi padoThl ¢ KaJAPOBbIMH JIOKYMEHTAMM: Be/leHHE U XpPaAHEeHHe
TPYAOBbIX KHMAKEK, JUYHBIX Aejl. Opranu3anus TeKylero XpaHeHust KaapoBoii
AOKyMEHTALUH
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TpeOoBaHMsT HOPMATUBHBIX IPABOBBIX AKTOB K TOPSJIKY BEACHHS M XpPaHEHUs
TPYJOBBIX KHIKEK. Tpy/oBas KHIKKA: O(POPMIIEHUE TUTYJIBHOTO JIMCTA, BHECEHUE 3aIUCE
O MpueMe, NMEepPeBO/Ie, yBOJbHEHHUH. J(yOJMKaT TpyAOBOW KHIKKU. BKIIaJblll B TPyIOBYIO
KHIDKKY. OCHOBaHMS BBIIA4M, MOPAIOK opopmieHus. Kuura ydera JBUKEHHS TPYIOBBIX
KHIDKEK M BKJIAJbled B HUX. @opMupoBaHue, BeleHUE JIMYHBIX Aesl. HomeHknaTypa nen
KaJIpoBOM c1y>K0bl. OpraHu3anus TeKyIero XpaHeH!s KaJpoBOH JOKYMEHTAINH
IpakTnyeckue 3anaTHA (2 aK.yaca)

CocraBineHue mnpukaza o mnpueme Ha pabory. CocraBieHue NpUKa3 O MPEKpallCHUH
TpynoBoro goroBopa. CocraBieHue JauYHOM KapTouku. CocTaBiieHWE IMpUKaza o
peI0CTaBICHUU PA0OTHUKY €XKETOAHOTO OTITyCKa

Monyas 2.
Opranusanus KaapoBoro JeJonpou3BoacTsa (Jlekuuu 5 ak.uyacoB)
2.1 CoBpeMeHHasi cucTeMa Be/leHUsI KAPOBOii JOKYMeHTAMU

[TpaBoBbI€ aceKThl JOKYMEHTUPOBaHUS Pa0OTHI C IEPCOHATIOM OpraHu3anui. OyHKINH
KaJIpOBBIX JOKYMEHTOB, TOKyMeHTONoToKU. Dopma, conepkanue, TpedOBaHuUs K
o opMIICHHUIO 1 TIOPSAAKY BEICHUS KaIpOBbIX JOKYMEHTOB. OOIIMe MPUHIIUITBI paOOTHI C
KaJIpOBBIMHU TOKYMEHTaMH. PeKBU3UTHI, IPUJAIONINE TOKYMEHTY IOPUINYECKYIO CHITY.
Hcnonp3oBanne yHU(PUIIUPOBAHHBIX (POPM MEPBUYHON YUETHON JOKYMEHTAIMH 110 YUETY
TpyJia u ero ormiatbl. OCOOEHHOCTH BEICHHS 3JIEKTPOHHOIO TOKYMEHTO000pOTa
2.2 Pabora ¢ JIOKaTbHBIMH HOPMATHBHBIMH AKTAMH

Buael nOKalbHBIX HOPMATHUBHBIX AaKTOB: O0s3aTelbHBIC, C YYETOM CHEIH(PHUKH.
Pa3paboTka, corimacoBaHue, YTBEpPXKICHHE JIOKAJbHBIX HOPMATUBHBIX aKTOB. BHeceHue
W3MEHEHUH B JIOKAJIbHbIE HOPMATHBHBIE aKThl. DOpPMBI O3HAKOMIICHUS PAaOOTHHUKOB C
JIOKQJIbHBIMU HOPMAaTHBHBIMU akTaMu. OTBETCTBEHHOCTh 3a HapyILICHUE MPaBUI PaOOTHI C
JIOKQJIbHBIMU HOPMATHUBHBIMHU aKTaMH
2.3 JlokyMeHTbI 10 0()OPMJIEHUIO TPYAOBBIX OTHOIIEHU A

Buner kagpoBbix mokymMeHTOB. [lepedeHp 00s3aTeNbHBIX KaJpPOBBIX JAOKYMEHTOB IS
BEJCHUSI B KaXIOW opraHu3aluu. J(OKyMEHTHI, MpeaAbsABIsSEMble MpPH 3aKIIOUEHUU
TpyZoBoro joroopa. OmpeneiaeHue MOAIMHHOCTA JIMYHBIX JIOKYMEHTOB (Macmopr,
TpyZOBasi KHIKKA U 1p.). OcoOeHHOCTH 0(hOpMIIEHUSI Ha TOCYAAPCTBEHHYIO TPaKJaHCKYIO
cinyx0y. [IpaBuia BeneHus U XpaHEHUS TPYIOBBIX KHIKEK paboTHHKOB. [IpaBuia noacuera
CTPaxoBOT'0 CTaXka
2.4 Oco0eHHOCTH BeJeHHsl PA3HBIX BHI0B TOKYMEHTOB 10 JIHYHOMY COCTABY

JIOKYMEHTBI, CBA3aHHbBIE C IBHKEHUEM KaJPOB: MOPSA0K 0OPMIICHUS U BEJCHHUSL.
JloroBOpHBIE TOKYMEHTHI: BUBI, (hOpMa, CTPYKTYpa, paBuia opopmieHus. [Ipukassr u
pacnopsbkeHus: BUbl, Gopma, CTpyKTypa, ocooeHHocTH odopmiienus. MHPpopMalmoHHO-
CTIPaBOYHBIE JOKYMEHTHI: BUIBI, hOpMa, CTPYKTYpa. Y UETHBIE TOKYMEHTHI TI0 O(OPMIICHHIO
TPYJIOBBIX OTHOILIEHUH. OCOOCHHOCTH 3aroJHEHUs Tabes yueTa pabouero BpeMeHH.
[IpaBuna pacuera KOMIIEHCAUU 32 HEUCITOJIb30BAaHHBIN OTITYCK. BHECEHNE N3MEHEHU B
JOKYMEHTHI 110 JINTYHOMY cocTaBy. OgopmiieHre mpeKpaiieHus/pacTopKeHUs! TpyA0BOTO
JOroBOpa
2.5 Pernamentanusi padoThl ¢ KaJAPOBBIMHM JAOKYMEHTAMH, CHCTeMATH3alusl U
OpraHu3anms TeKyllero XpaHeHus KaJpoBoii JOKyMeHTAlHH
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JlokanpHble HOPMATHUBHBIE aKThl IO KaapOBOMY JEJIONPOU3BOACTBY: MOPSAIOK
pa3pabOTKH, yTBEpKACHUS, MpUMeHeHus. Peructpaimonnsie (yueTHbie) GopMbl (KHUTU U
KypHaIIbl): yHUQUIHMPOBAHHBIE ¥ HEyHU(PHUIMpPOBaHHBIE. TEXHOJOTHS pabOTBl C
aokymeHTamu. CucreMaTu3alus W OpraHu3alus TEKYyIIero XpaHeHHs KaJIpOoBOM
nokymeHTanuu. OdopmiieHHe MHOTOCTPAHMYHBIX JOKYMEHTOB. HomeHknaTypa nen
KaJipoBoii ciyxk0bl. [loaroroBka JOKYMEHTOB K mepenaye B apXuB. OTBETCTBEHHOCTb 3a
HapyluieHue TpeOOBaHUM JACHCTBYIOIIETO 3aKOHOJATENBCTBA TI0 0OECTICUEHUIO COXPAHHOCTU
JIOKYMEHTOB KaJpOBOH CIIyKObI
IpakTnueckue 3ansaTus (1 ak.yac)

CocraBneHue TPYIOBBIX JOTOBOPOB PA3IMYHBIX BHUJOB. 3allOJHEHHE JAOKYMEHTAIMHU IO
JUYHOMY COCTaBYy

MoayJs 3
Kaapossiii yuyer B nporpamme «1C:3apmiiara u YupasieHue epcoHaI0M»
(JIexkmuu 3 ak.4aca)
3.1 CBeenusi 0 pabOTHHKAX OPraHU3aIUA

ABTOMATH3UPOBAHHBIN YYET IpUEeMa Ha paboTy, KaJIpOBOE MEPEMEILEHUE, YBOJIbHEHNE
3.2 PeriiaMeHTMPOBAHHbBII KAPOBbIii y4eT OpraHu3auuu

ABTOMAaTU3UPOBAHHBIN y4eT rpaduka OTITYCKOB OpraHU3allMU, OYEPETHOTO €KEr0IHOTO
OTIIyCKa, OCTAaTKa OTIIyCKOB, yU€OHOT'0 OTITyCKa, OTIIYCKa M0 YXOy 3a peOeHKkoM. OTUeT 1o
otiyckam. JIoroBopsl Ha BheITIoJIHEHHE paboT. KoMaHupoBku
3.3 PernnameHTHpPOBaHHBINH KaAPOBbIii yueT opranu3aunu. Kaaposbie oT4eTsl.

BouHckuii M nepcoOHNPUUMPOBAHHBIN y4eT

ABTOMAaTU3MpPOBAHHBIA y4eT OTCYTCTBHsI Ha paboTe, BoO3Bpara Ha paboTy.
3amiaHupOBaHHBIE KaJpPOBBIC MEpPECTaHOBKU. Tabdenb WCIONb30BaHUSA pabodyero BpEeMEHU
no ¢opme T-13. Meaunmnackoe ctpaxoBanue. Hactpoitka u ¢opMupoBaHue KaJpOBBIX
otueToB. Co3/1aHr€e HOBBIX BAPUAHTOB OTUETOB
IpakTuyeckue 3ausiTus (6 aK.9acon)
OdopmiieHre TOKyMEHTOB MO TPYIOBBIM OTHOIIEHUSIM.
3anoJiHeHre JOKYMEHTAIMH M0 JUYHOMY COCTaBY
HroroBas arrecramus (2 ak.yaca) Cmaua 3auera B GopMe UTOTOBOTO TECTUPOBAHUS

3. Oprann3alMOHHO-NEarOru4ecKue ycJa0Bus

3.1 MaTepua/IbHO-TeXHHUYECKHE YCJIOBHUS PeaTu3anuy NporpaMmbl

Peanuzamus nporpamMmbl TpeOyeT HATMYNS:
- ydeOHOTO KabMHETa C TOCaA0UYHBIMUA MECTaMH T10 KOJIUYECTBY O0yUarOImMnXCs;
- pabouero Mecrta mperno1aBaTe’s;
- MApKEPHOU JOCKH;
- HOPMATHUBHBIX IOKYMEHTOB B 00JIACTH MOBBIIICHUS KBATU(UKAIIUU 110 KYPCY;
- BO3MOKHOCTBIO CBOOOIHOTO JJOCTYIAa 00yYarouuxcs U npernojaBateis K cetu MuTepHeT
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[TpakTnueckast y4yeOHas paboTra OOydYalOIIMXCS BBINOJIHSETCS B MPOTpPaMMe
«1C:3aprmata m YmpasineHue nepcoHasiom» B ydeOHou ayautopun HOY IO u IIII
«PETMOHAJIBHBIM HEHTP ABTOPU30BAHHOI'O OBYUYEHU S1»

3.2 KaaposBoe ob0ecnevyeHue

Peanuzanus 10M0JHUTENBHON MPOQPECCHOHATBHON MPOrPaMMBbI TOBBIILICHUS
KBaIUPUKAUA O00ECIIEUMBACTCS HAyYHO-TEAarOTUYECKUMH KaJpaMu, UMEIOIIMMHU, Kak
npaBuwio, 0a3oBoe 0o0Opa3oBaHHME, COOTBETCTByIOIee NpOoPuil0  MmpenojgaBaeMoin
JUCIUIUIMHBI, W  HMMEIOUIME MPAKTUYECKU ONBIT 1o JaHHoMy npodmmo. K
o0pa3oBaTeNbHOMY TPOIECCY NPHUBJICUEHBI MPEMNoJaBaTesid K3 YKCIa CIEeIHATIMCTOB
MPOQMIBHBIX OPTAaHU3AIUN U YUPEKICHUN

3.3 Y4eOHO-MeTOAMYECKOE o0ecneyeHre MPorpaMmbl

HopmaTuBHbBIE IPAaBOBbIE AKTHI:

Konctutynus Poccniickon @enepanun

HastoroBsiii koneke Poccuiickoit @enepanuu (IeicTBYOIIAs PeaaKius)

I'paxxnanckuii kogeke Poccuiickoit @enepanuu (IeHCTBYIOIIAS PEIAKIINs)

Tpynosoii koneke Poccuiickoit @eneparuu (IeiCTBYOMAS PEIAKIINS)

Konexkc Poccuiickoit ®enepanun 00 aJIMHUHHCTPATUBHBIX IPABOHAPYIICHUSX OT
30.12.2001 N 195-®3

denepanbHblil 3aK0H «O0 apXUBHOM Jieie» (ACHCTBYOMIAT PEAAKITHS)

denepanbHblil 3aK0H «O KOMMEpPYECKOH TaiiHe» (IeHCTBYIOMIAs PEIaKIINs)
denepanbHblil 3aK0H «O MEPCOHATBHBIX JAHHBIX» (ACHCTBYOMIAS PEAAKIIHS)
[TocranoBnenne IIpaBurensctBa Poccuiickoii @epepamuu  "OO6 0COOEHHOCTSX
HaIpaBJeHUsl paOOTHUKOB B CIy»KeOHbIe KoMaHaupoBKu" oT 13.10.2008 N 749 (Bmecte
c '"llomoxxennem 00 OCOOCHHOCTSX HampaBieHUsT pPaOOTHUKOB B CIy>KEOHBIC
KOMaHJIUPOBKHU").
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4 KoHTPOJIb ¥ OLIeHUBaHME Pe3yJIbTATOB 0CBOEHMSI 00pa30BaTeJIbHOM NMPOrPaMMbI

B cootBerctBuu ¢ 3akonom Poccuiickoit ®@enepanuu No273 «O6 obpazoBaHUU», C
yueroM [Ipuka3z Muno6puayku PO ot 1 utons 2013 r. N 499 "O6 yrBepxaenun [lopsiaka
OpraHu3alliid W OCYIIECTBJICHUS 00pa30BaTEIbHON JEATETLHOCTH IO JOMOJTHUTEIbHBIM
PO EeCCUOHANIBHBIM TIporpaMMaM», UTOTOBasi arTecTalus OO0y4aronIuXcsl, 3aBepIIaroNInX
oOydyeHHe TI0  JIONOJIHUTEIBHOM  MNpOo(EecCHOHAIbHOM  MporpaMMe  MOBBIIIEHUS
KBaJIM(PUKALIMSL, SBISIETCS 00s3aTEIbHON

[lenbt0 HMTOTrOBOM AaTTECTAllUM SABJISIETCS YCTAHOBJIEHUWE YPOBHS MOJATOTOBKH U
OCBOCHMSI HOBBIX KOMIETCHIIMI CIIylaTessl MO JIOMOJHHUTENIbHON MpodecCuOHATBHON
[porpamMme MOBBIIIEHUS KBATU(PUKAIIH

WrtoroBas arTecTaiysi MO3BOJIIET BBIIBUTh U OOBEKTUBHO OIIEHUTh TEOPETUUECKYIO U
MPaKTUYECKYIO MOATOTOBKY CITyIIATEsI

HUroroass  arrtecranus npoBOAUTCS B (hOpME MUCHBMEHHOIO TECTUPOBAHUS 10
MPUHIUITY «3a4ET»/«HE 3a4eT»

Kpurepuu onieHKM 3HaHHUI 00y4YarOIIUXCA:

- «3auer»: 80% -100% - oOyuaronuiics okas3an riyOOKHe W BCECTOPOHHUE 3HAHUS 110
BBIHOCUMOMY Ha TECTUPOBAaHWE MaTepHally B COOTBETCTBUU C YYEOHOW MpPOTrpaMMoOi,
BIIaJIceT TPeOOBAaHUSMU HOPMATUBHBIX JOKYMEHTOB;

- «Hezauer»: ot 0% 10 79% - oOyuaroniuiics AEMOHCTPUPYET HE3HAHHE OCHOBHBIX
MOJOKEHU  BBIHOCUMOTO Ha TECTHUPOBAaHWE MaTepuana; He 3HaeT TpeOoBaHMI
HOPMAaTHBHBIX JJOKYMEHTOB; HE B COCTOSTHUU JIaTh CAMOCTOSITEJIbHBIM OTBET Ha BOIIPOCHI

[IppueM UTOroBOM AaTTECTAllMM MOXET OCYIIECTBISITECS OJHUM IPEINOaBaTeeM,
MMEIOIINM COOTBETCTBYIOITYIO KBATU(DHUKAIIHIO

[Tocne 3aBeplIEHNs] TECTUPOBAHUS PE3YyJIbTATHI BHOCATCS B MMPOTOKOJ aTTECTALIMOHHOM
KOMHUCCHH IO BBIMMYCKY 00YyYaromumxcs

O6y‘-IaIOHII/IMC$I, HC MNPOXOAMBHIMM aTTCCTALIMOHHBIX HCIIBITAHUM 1O YBaH(HTeHLHOﬁ
IMPUYINHC (HO MCIHUIIMHCKUM IIOKa3aHUsM WM B APYIHX HCKIIOYHUTCIIbHBIX ClIydasaX,
JOKYMCHTAJIbHO HOI[TBep)KI[eHHI)IX), a TaK XK€ O6y‘-IaIOH_II/IMC$I MMOJIYYMBIIMM «HC3a4YCT»,
MpCAOCTABIICTCA BO3MOKHOCTD HpOﬁTH HUTOTOBYIO aTTCCTAlIUIO ITIOBTOPHO
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4.1 TecToBBIC 3a1aHUA AJIA UTOTOBOM aTTECTAIIMH
TecToBbIE 3a1aHNA 11 UTOTOBOM aTTECTAlMH MPUBEICHBI B IPUIIOKEHNH 1.

S ®opma 10KyMeHTAa, BbIIaBA€MOr0 10 pPe3y/JibTaTaM 0CBOEHUSI POrPpaMMbl
Ha ocHOBaHuM pellieHus aTTECTAlMOHHOW KOMUCCUU JIMIIAM, TTPOILIEIINM UTOTOBYIO
aTTECTAIMIO, BBIACTCS YIOCTOBEPEHHE O IOBBIIMICHUN KBaTU(UKAINK YCTAHOBJICHHOTO

obOpasma mo mporpamme «KaapoBoe memonpons3BOACTBO» 00BEMOM 27 aKaJeMHYECKUX
4acoB
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