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AHHOTaUUS
nporpaMMsbl AOMNONTHUTENIBHOIO npocbeccuonanbuoro o6pasoBaHusn (nNosblleHne Ksanmbukauuu)
«KanpoBsoe fenonpousBoACTBO U KaApoBbii y4yeT. TpyioBOe 3aKOHOAATEe/IbCTBO»

MporpamMma npeaHasHayeHa Ans NoBbiWEeHUs KBanudukauum cnywarenein 8 06nactu ynpasneHus YenoBeyecku-
Uens MU pecypcaMm. Peanusaums nporpamMbl NOBbILWEHUS KBanMdMKauMM HanpaBneHa Ha COBEPLWEHCTBOBaHWE v (unu)
nporpamMmsil nony4YeHue HOBOM KOMNETEeHUMM, HEO6X0AUMOM Ans NPOdECCUOHANBHON AEATENBHOCTHU, U (MNK) NOBbIWEHUE
NpodeCccMoHanbHOro YPoBHSA B paMKax MMeoWencs Kkeanudukauumu.

Lienbio NporpaMMbl SIBNSIETCSA NOBbIWeHMe NPodeCccCUoHanbHOW KOMNETEHTHOCTM CyliaTenen B 0bnactu seaeHns
KaApOBOro AOKYMEHTO060p0OTa OpraHmu3aumnii, 03HaKOMNEHWEe CNyLWaTenen C BaXHERWMM NONOXEHNAMU TPYA0-
BOro 3aKOHoAaTenbcTea Poccuiickon degepauum B o6beme, HEO6XOAMMOM ANA NpakTU4ecKkon paboTsl; HOPMUPO-
BaHuWe y cnywarenei npasoBoi KynbTypbl.

B pe3synbrare 06yyeHus cnywartens A0MKEH YMETb UCMONb30BaTb NONYHYEHHbIE 3HAHUA ANA rPaMOTHOrO BEAEHWUA
KaApoBOro Aenonpou3BoACTBa M KaapOBOro y4eTa B OpraHn3aunm, OpMEeHTUPOBATLCA B NPAKTUYECKUX CUTYAUMSAX,
CBA3aHHbIX C ynpasneHueM NnepcoHasoM NpeanpusaTmMa.

Copepxaxue B y4ebHyIo NporpaMMy AONONHUTENBHOrO NpodeccuoHansHoro o6pasosaHua «Kaaposoe AeNonponu3BOACTBO U
nporpamMmbl KaZpOBbIN YUET» BKIOYEHbI Kypcbl: «KaapoBoe Aenonpou3soacTeo (JOKyMEHTauMoHHas opraHmsauvs ynpasne-
Hus)» u «lOpuanyeckoe obecneyeHne paboTbl C NEPCOHANOM».

Cnywareny 3HaKOMATCS C OCHOBHbIMUA KaAPOBbIMU AOKYMEHTaMMU, TPEBOBAHNAMM, NPEABABASEMbIM K UX OPOPM-
NEHUIO, C OnpeaeneHveM u Knaccudukaumein HopMaTMBHbIX NPABOBbIX aKTOB; NONOXEHWAMM TPYAOBOro KOAEKCa,
PErynnpyoLLMMU OTHOLWEHUA MEXAY aAMUHUCTPaUMEN NPeanpUsSTUA U NEPCOHANoM; NOPSAKOM 3aKNIOYEHUS, pe-
FUCTPaUMM U KOHTPONS 38 UCNONHEHWEM KONIEKTUBHOMO AOrOBOPa; NOPAAKOM 3aK/IOYEHMA W PACTOPXEHUs Tpy-
[AOBOro AOrOBOPA; C BONPOCaMU, CBA3AHHbIMU C UHAUBUAYANbHBIMK U KONNEKTMBHBLIMM CNOPaMU U NPaKTUKOM
PaccMOTPeHUs TPYAOBbIX CNOPOB B CyAax; NOMy4alT NPodeccuoHanbHblie PasbaCHeHWs NO BONPOcaM KaapoBoro
[ENONpPOU3BOACTBA; Pa3BMUBAKOT MNPAKTUYECKME HABbIKW CO3AAHMA U NPUMEHEHWS AOKYMEHTOB ANS ONEepaTMBHOMo
PeLeHUs ynpaBneHYeckux 3a4ay 1 ycTpaHeHus npobnem, BO3HUKAWMUX B paboTe C NepcoHanomM.

CoaepXaHue NporpamMMbl NOBLILEHWA Keanudukauum yuuteisaer MPOGECCUOHANBHbIN CTAHAAPT «Cneuva-
JCT MO YNPABNEHMIO NePCOHANOM», YTBEPXKAEHHbI NPUKa3oM MUHUCTEPCTBA TPYAA M COUMAnbHON 3awwmTel Poc-
cuvickon degepaunm ot «06» okTabpa 2015 r. N2 691H, kBanuduKaumoHHbie TpeboBaHUA, yKa3aHHbIe B KBanu-
UKAUMOHHBIX CNPAaBOYHMKAX NO COOTBETCTBYIOWMUM AO/MKHOCTAM, NpodeccusM v CneumanbHoCcTaM, Ksanuduka-
UMOHHbIE TpeboBaHUs K NPOGECCMOHaNbHbIM 3HAHMAM U HaBblkaM, HEO6XOAUMBIM ANA UCMONHEHUSA AO/MKHOCTHBIX
0653aHHOCTEI, KOTOPbIE YCTaHaBNMBAKOTCS B COOTBETCTBUM C dheaepanbHbiMU 3aKOHaMU U UHBIMU HOPMATUBHbLIMU
npasoBbiMK akTamu Poccuiickon deaepaumu.

MeTtoab! JNleKumm, TPEHUHIoBbIe YNPAXHEHUSA, BbINONHEHUE NPAKTUYECKUX TECTOBbIX 3aAaHWi, PeLIeHUe MUHU-KENCOB,
v opMbl CBA3aHHbIE C NPUMEHEHUEM TPYAOBOIro 3aKOHOAATENbCTBA B YNPABNEHUN NEPCOHAN0M).
obyyeHus

NepeueHb NpodeccuoHanbHbIX KOMNETEeHUWH,
KayecTBeHHOEe U3MEHEeHHE KOTOPbIX OCYLIEeCTBNSETCA B pe3ynbrare oﬁyueum\ no nporpanue:

e AAMMHWCTPUPOBAHWE NPOLIECCOB U AOKYMEHTOO60pOTa MO yHeTy U aauxeumo Kaqpos, NpeACTaBNEeHUI0 AOKYMEHTOB Mo
nepcoHany B rocyAapcTBEHHbIE OpraHbi.

e AHanu3 KagpoBbIX AOKYMEHTOB U NepeHoc MHbOopMaunu B 6a3bl AaHHBIX U OTYETHI; npéann npoueayp v nopsaaka,
perynupyiowme npaea 1 0683aHHOCTHU roCYAapCTBEHHbIX OPraHOB WU OpraHW3auuu no Bonpocam obMeHa AoKyMeHTauuei no
nepcoHany. .

+  AHanua npaswun, NPOUEAYP ¥ NOPAAKA, PEryNMPYIOLIMX NPaBA M 06R33HHOCTM rOCYAAPCTBEHHBIX OPraHOB ¥ OpraHu3aumu no
BONPOCaM O6MeHa AOKYMEHTaUuMen no nepcoHany.

e  BeaeHwe AOKYMEHTaUMM MO YYETY U ABUXEHWIO KaAPOB, OpraHM3aLuuoHHOM! 1 pacnopn.qmenwou [AOKYMEHTauWM no
nepcoHany, yyera paboyero BpeMeHu paboTHUKOB, YYETa U PErucTpaumns KaapoBbiX AOKYMEHTOB B UH(DOPMALIMOHHbIX
cUCTEeMax U Ha MaTepuanbHbIX HOCUTENsX, AeN0BON Nepenucku.

* Bbigaya paboTHUKY KaapoBbiX AOKYMEHTOB O €ro TPYAOBOW AEATENbHOCTH.

e  BbifBneHue owunboK, HETOYHOCTEMN, UCNPaBNEHMNIA U HEAOCTOBEPHON MHBOPMaUMK B AOKYMEHTaX, OnpeaeneHue
NeruTUMHOCTb AOKYMEHTOB.
¢ [loBeaeHue A0 CBEAEHWSA NepcoHana OpraHu3auUMOHHbIX, PACMOPSAUTENBHBIX U KAAPOBLIX AOKYMEHTOB OpraHusaumu.

e  3HaHMe OCHOB AOKYMEHTOO60pOTa U AOKYMEHTALMOHHOIo o6ecneyeHuns, apXMBHOro 3aKOHOAATENbCTBA U HOPMAaTUBHbIX
npasoBbiX akToB Poccuiickon deaepaumu, B 4acTu BEAEHUA AOKYMEHTaUMM No NepcoHany; nopsaka oopMieHus,
BE/IEHUA U XPAHEHWA AOKYMEHTOB MO NepcoHany, yyera ABUXEHUA KAAPOB U COCTABNEHUS YCTAHOBNEHHOM OTYETHOCTH,
pacuerta CTaxa, NbroT, KOMNeHcauuii, ohopMNEHUs NEHCUIN PaBOTHUKAM, TEXHONOMMIA, METOA0B U METOAVKMU NpoBEAEHUA
aHanusa U CUCTeMaTU3auum AOKYMEHTOB U UHDOPMaUMK.
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3HaHue TPYAOBOro 3aKOHOAATENbCTBA, HOPMATUBHbLIX NPABOBbIX akTOB Poccuitckon deaepaunu, perynupyrowmx npasa v
0643aHHOCTM roCyAapCTBEHHbIX OPraHoB, NPOdECCUOHANbHbIX COIO308 M APYrvMX NPEACTaBUTENbHbIX OPraHoB PaboTHUKOB
no NPeAOCTaBNEeHUIO YYETHOW AOKYMEeHTauun, 3aKoHoaaTenscrea Poccuinckon deaepaumm 0 NepcoHanbHblX AaHHbIX,
nopsaka ohopMNeHus, BEASHUS U XPaHeHUs AOKYMEHTOB MO NepcoHany, pacyerta craxa, Nbrot, KOMNeHcauum,
oopMNEHUSA NEHCHIN PaBOTHUKAM, YHETa ABUXEHWUA KAAPOB U COCTaBNEHUA YCTAaHOBNEHHOM OTYETHOCTU, CTPYKTYpPbI
opraHusauuu.

KoHTponb npucyTcrens paboTHUKOB Ha paboyem mecre.

O6paboTka 1 aHanu3 NOCTynarwwen AOKYMEHTaumm no nepcoHany.

OpraHu3aumsa A0KYMEHTO060pOoTa No NPEACTaBNEHMIO AOKYMEHTOB MO NEPCOHany B roCyAapCTBEHHbIE OPraHbl, XPaHEHWA
KaapoBbIX AOKYMEHTOB B COOTBETCTBUM C TpeboBaHMsAMU TPYAOBOIO, apquHoro 3aKoHoAaTenbcTBa Poccuiickon deaepaumm
¥ NOKanbHbIMM HOPMATUBHBIMU aKTaMu OpraHu3aumm.

OpraHu3auus CMCcTeMbl ABUXKEHUSA AOKYMEHTOB NO nepcoHany, .qoxynemooGopOTa N0 y4eTy U ABMXEHUIO KaApoB, No
NPEeACTaBNEHUIO AOKYMEHTOB NO NEPCOHany B rocyAapCTBEHHbIE OpraHbl, XpaHeHUe KaApoBbiX AOKYMEHTOB B COOTBETCTBUMU
C TpeboBaHUAMM TPYAOBOro, apXMBHOIO 3aKOHOAATENbCTBA Poccuitckoi deaepauun U NOKanbHbIMA HOPMATUBHLIMIA aKTaMu
OpraHusauuu.

OdopMneHne AOKYMEHTOB B COOTBETCTBUM C TPeBOBaHWUAMU rPaXAAHCKOro, TPYAOBOrO 3aKOHOAATENbCTBA POCCMMCKON
deaepaumm 1 IOKanbHbIMM HOPMATUBHBIMK aKTaMU OpPraHU3auuM, y4eTHbIe AOKYMEHTbI, NPeAoCTaBNAEMbIE B
rocyAapCTBEHHbIE OpraHbl, NPOeccUoHanbHbie COo3bl U APYrue NpeACTaBUTENbHbIE OpraHbl PaGOTHUKOB.

MoaroToBka 1 ohopMNEHUE Mo 3anpocy PaboTHUKOB U AOMKHOCTHbBIX UL, KONWUIA, BbINUCOK U3 KaAPOBbLIX AOKYMEHTOB,
CNpasok, MHOOPMaLMKM O CTaxe, NbroTax, rapaHTUAX, KOMNEHCaUnsaX U UHbIX CBeAEHUI O paboTHUKaX.

MoaroToBka MHMOPMaUMMK O 3aKNKOYEHWM TPYAOBOIO UK rPaXAAHCKO-NPAaBOBOro AOroBOpa Ha BbiNoNHeHWe pabot
(okasaHue ycnyr) ¢ rpaxaaHuHOM, 3aMewasilumm A0MKHOCTH roCyAapCTBEHHOM UM MyHUUMNanbHOW cnyX6bl, NnepeyeHb
KOTOPbIX YCTaHABNMBAETCA HOPMATUBHbLIMA NPABOBLIMU aKTaMu Poccuitckon deaepauvu.

MoaroToBKa NO 3anpocy rocyAapCTBEHHbIX OPraHoB, NPOMECCUOHaNnbHbIX CO308 U APYruX NPEACTaBUTENbHbIX OPraHos
PaboTHMKOB OPUrMHAN0B, BbINUCOK, KOMWA AOKYMEHTOB, NOCTAHOBKA Ha YYET OpraHuW3auuu B rocyAapCTBEHHbIX OpraHax.
MoaroToska NPOEKTOB AOKYMEHTOB NO NpoueAypaM ynpasneHus NepcoHanoM, yyeTy U ABUXEHWUIO nepcoHana;
YBEAOMNEHUN, OTYETHOM M CTAaTUCTUYECKOW MHGOPMauuM NO NEPCOHanNy No 3anpocy rocyAapCTBEHHbIX OpraHos,
NPOMECCUOHANbHBIX COK30B U APYIrvX NPEACTaBUTENbHBIX OPraHOB PaboTHUKOB OPUIMHANO0B, BLINWUCOK, KOMWUA AOKYMEHTOB.
MocTaHoBKa Ha yueT opraHvM3auuun B rocyAapCTBeHHbIX OpraHax.

PaboTa ¢ MHPOPMALMNOHHLIMU CUCTEMaMK U 6a3aMu ABHHBIX NO BEAEHWIO CTAaTUCTUHECKON U OTHETHOM MHbOpMauun no
nepcoHany, co Cneuuanmu3anpoBaHHbIMU MHHOPMAUUOHHBIMK CUCTEMAMKU U 6a3aMU AAHHDBIX MO BEAEHUIO YYETa U ABUKEHUIO
nepcoHana.

Pa3paboTka u ohopMNeHue AOKYMEHTaUMUM NO NepPCcoHany (NepBUYHOM, YYETHOW, NNAHOBOW, NO COUNANLHOMY
o6ecneyeHunto, OpraHM3aumoHHON, PacNOPSAUTENbHOM), NOKaNbHbIX HOPMATUBHbIX aKTOB OPraHu3auvu, peryampyrowmx
NOPSAOK BEAEHUS AOKYMEHTALUWUMU MO YYETY U ABUXKEHUIO NepcoHana, Nnopsaok ohopMIeHUs pacnopsauTenbHbIX U
OpraHmM3aumoHHbIX AOKYMEHTOB Mo NepcoHany; AoBeAeHUe A0 CBEAEHUA NEePCOHaNa OpraHUM3aunoHHbIX, PacNoOpPAAUTENbHbBIX
1 KaapOBbIX AOKYMEHTOB OpraHn3aumu.

Pa3paboTka nnaHa KOPPEKTUPOBOK YCTAHOBNEHHOro Nopsaka ohoOpMNEHUS AOKYMEHTOB MO NepcoHany v peanusosbiBatb
NPUHATBLIE U3MEHEHWUS, NPOEKTb! KAAPOBbLIX AOKYMEHTOB, NPOEKTbl OPraHn3aunoHHbIX U PacnopAAUTENbHbIX AOKYMEHTOB NO
nepcoHany.

Perucrpauus, y4eT U Tekyliee XxpaHeHue OpraHu3aunoHHOM U PacnopaavTenbHOW A0KYMEHTauuu no nepcoxHany,
onepaTuBHOE XpaHeHue JOKYMEHTOB MO nepcoHany, NOAroToBKa K cAaye ux B apxus

C60p 1 NpoBepKa NUYHbIX AOKYMEHTOB PabOTHUKOB.
CobnioaeHne HOpM 3TUKU AENOBOro OBLWEeHNS.

DopMa KOHTpoONns 3ayer No UToraM BbINOTHEHUA NMUCbMEHHOW aTTecTaunoHHOW paboTsi:

- oopMNeHMe nakeTa KaapoBbiX AOKYMEHTOB B KOHKPETHbIX NPaKTUYECKMX CUTyaumax (2 sapu-
aHTa 3aaaHui);

- PeleHUe MUHU-KEICOB, OTBETbI H8 KOHTPO/NbHbLIE BONPOCHI, CBA3aHHbIE C NPUMEHEHWEM TPYyAO-
BOrO 3aKOHOAATENbCTBA B YNPaB/iEHUMN NEPCOHAsIOM.

0O6beM nporpamMmbl 105 yacos. 5 ’
(TPyAoeMKoCTb)
MNpeanonaraemMbie CPOKKU B COOTBETCTBUM C KaneHAapHbLIM NNaHOM 3aHATUI Ha y4ebHbIi roa.

peanusaumum nNporpamMbi

WUTOroBbIi AOKYMEHT YAOCTOBEPEHME O NMOBBIWEHUM KBaNMGbUKALMN YCTAHOBIEHHOro o6pasua.
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