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NHdopmaumsa o Bnagenbue:
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Ilen ocBOeHUs UCHMILINHBI (MOAYJIf1) / IPAKTHKH

OsBjiazieHne OCHOBAMH HPAaBUIILHOTO 0(GOPMIICHHUS JOKYMEHTOB M HajJIexkalllel opraHu3anneil 10KyMeHTo000poTa COrIacHoO
tpeboBanusm [OCTa

KoMmnierenuyun, opmupyemblie B pe3yibTaTe 0CBOCHUS AHCHUILTHHBI (MOXYJIs1)/ IPAKTUKH.
NuaukaTopsl AOCTHKEHHS] KOMIETEHIUN

OIIK-8:  cHnocOOGHOCTBIO HCHOIB30BaTh HOPMATHUBHBIE IIPABOBBIC AKTHI B CBOEH MPO(eCCHOHANBHON e TENbHOCTH,
AHAJIN3UPOBATH COLMAILHO-9KOHOMUYECKHE NPOOIIEMBI 1 ITPOLIECCH B OPTaHU3AIMHU, HAXOJUTh OPTraHU3alIMOHHO-YIIPABICHYECKUE
1 SKOHOMHWYECKHE PeIIeHHs, pa3padaTeiBaTh alTOPHTMEI X PEaTH3aI[ii 1 TOTOBHOCTHIO HECTH OTBETCTBEHHOCTD 32 UX PE3YIIBTATHI
3HaTh!

HOPMATUBHO-IIPABOBBLIC AKThI, PETYJIMPYIOIINE TPYAOBbBIC OTHOIICHHA B OpraHUu3allvii U IO3BOJIAIOIINE aHAJIM3UPOBATh COIIMAJIbHO-
O9KOHOMMHYCCKHEC HpO6H€MBI 1 MPOLECCHI B OpTaHU3alnui, HAXOUTh OPraHN3allMOHHO-YIIPABJICHYCCKUE 1 SKOHOMHUYCCKUE PEIICHUS,
pa3pa6aTLIBaT1> AJITOPUTMBI UX peain3alli U TOTOBHOCTBHIO HECTU OTBETCTBECHHOCTD 3a UX PE3YJIbTAThL

YMeTh:
pa3pabaTheiBaTh MPOEKTHl JOKYMEHTALMOHHOTO COTIPOBOKACHUS MEPOIIPUATHIA B CBOEH MPO(eCCHOHANBHOM NesITeNbHOCTH;

AHAJIM3UPOBATH COIIMAJIbBHO-OKOHOMUYCCKHE HpOGJ’IeMH 1 ITPOLECCCHI B OpraHr3aln; HaXO0AUTh OPraHU3allMOHHO-YIIPaBJICHUYCCKHE
H SKOHOMHWYCCKUC PCIICHUA, paSpa6aTBIBaTL AJITOPUTMBI UX p€ain3allui 1 TOTOBHOCTBbKO HECTH OTBETCTBCHHOCTD 3a UX PE3YyJIbTAaThl

Bnanets:
HaBBIKaMH JJOKYMEHTAIIHOHHOTO 00ECTICUCHHUS YIIPABICHHUS TIEPCOHAIIOM H OIICHKH COITUATEHO-D)KOHOMHYECKHX MPOOIJIEM H

MPOIIECCOB B OPTaHMU3AIMHN; HAXOXKICHHS OPraHN3alHOHHO-YIIPaBICHIECKIX U SKOHOMHIECKIX PEIICHUH, pa3pabOTKH alrOpUTMOB
UX peallu3anuy

[IK-10: 3ranuem Tpynosoro koxekca Poccuiickoit @enepanny 1 HHBIX HOPMATHUBHBIX IIPABOBBIX AKTOB, COAEPKAIINX HOPMBI
TPyZOBOTO NpaBa, 3HAHHEM NPOLeyp IpHeMa, yBOJIbHEHHS, IEPeBOa Ha APYTyIo paboTy U epeMelleHHs epcoHana B
cooTBeTcTBHH ¢ TpynoBbM KonekcoM Poccuiickoit demeparyu 1 BiiaieHHEM HaBBIKAMH 0(OPMIICHHUS COTIPOBOIKIAIOIIEH
JIOKYMEHTalUU

3HaTh:

Tpynosoit konekc Poccuiickoit @enepayy U MHbIE HOPMAaTUBHBIE IIPABOBbIE aKThI, COEPKAIUE HOPMBI TPYIOBOIO IIpaBa;
IpOLEAyPH! IpHeMa, YBOIBHEHHMS, IEPEBOA Ha APYTYIO paboTy U MepeMeIleHH s IIepCcoHana

YMmerTs:

IPOBOANUTH MPOLEAYPHI IPHEMa, YBOIBHEHHS, IEPEBOA HA APYTYIO pabOoTy U MepeMeIleHHs IIepcoHana; o(hopMIsLTh
COIIPOBOXKAAIONIYIO JOKYMEHTAIUIO

Bnanets:

HaBBIKaMHU 0(OPMIICHHS COIIPOBOXJAIOIICH JOKYMEHTAIMH 110 IPHEMY, YBOJILHEHHIO, IEPEBOY Ha APYTyio paboTy n
HepeEMEIEHHIO TIepcoHana

ITK-11: BnameHreM HaBbIKaMH Pa3pabOTKH OPraHU3AI[MOHHONW U (PYHKIIMOHAILHO-IITATHON CTPYKTYPBI, pa3pabOTKU JIOKATBHBIX
HOPMATHBHBIX aKTOB, KACAIONIMXCS OpTaHU3aNny Tpyaa (MpaBuia BHYTPEHHETO TPYJIOBOTO PACTIOPSIIKa, MTOJIOKEHHE 00 OTITyCKaXx,
MOJIOXKEHUE 0 KOMAHANPOBKAX)

3HaTh:

TEOPETUIECKUE OCHOBHI pa3padOTKN OpPTaHU3ANNOHHON U ()YHKIIMOHATBHO-IITATHOW CTPYKTYPbI; IPHHITUIIB (OPMHPOBAHUS
JIOKaJTbHBIX HOPMATHUBHBIX aKTOB, KACAIOIIUXCSI OPTaHU3alH TPy

YMeTh:

pa3pabaTeiBaTh OPraHU3aUOHHYIO U QYHKIIMOHAIBHO-IITATHYIO CTPYKTYPY, pa3padaTeiBaTh JOKaJbHbBIE HOPMATHBHBIE aKThI,
KacalolMeCsl OpraHUu3alluy Tpyia

Bianets:

HaBBIKAMH Pa3paOO0TKU OPTraHU3aIUOHHON U (PYHKIIMOHAIBHO-IIITATHON CTPYKTYPBI; HABBIKAMH Pa3pabOTKH JOKATbHBIX
HOPMATHUBHBIX aKTOB, KACAIONIMXCS OPTaHU3AINN TPYAa

ITK-12: 3HaHWEM OCHOB Pa3pabOTKU U BHEJPEHUS KaJPOBOH M YIIPABICHIECKOH JOKYMEHTAallUH, ONITHMH3AMN JOKYMEHTO000pOoTa
U cXxeM (DYHKIIMOHAIBHBIX B3aHMOCBSI3eH MEX Ty TIOAPa3/IeJICHUSAMH, OCHOB pa3pab0TKU W BHEIAPESHUS NPOIIEIYpP PEryITHpOBaHU
TPYAOBBIX OTHOILEHUH U CONPOBOKAAOIEN JOKYMEHTALUU

3HaTh:

OCHOBBI Pa3pabOTKH U BHEAPEHHS KaJAPOBON U yIIPABICHUECKOH JOKYMEHTAIINH, ONITHMHU3ANH JOKyMEHTO000pOTa B CXEM
(hyHKLIMOHATBHBIX B3aUMOCBSI3e MEXy IOApa3eieHUIMHU, OCHOBBI pa3pad0TKU U BHEIPEHUS MPOLEAYD PEryIupOBaHUs



TPYAOBBIX OTHOILEHUH U CONPOBOKAAOIEH JOKYMEHTALUU
YMmerTs:

pa3pabaThIBaTh ¥ BHEAPATH KaJPOBYIO U YIPABICHIECKYIO TOKYMEHTAIHIO, ONTHMH3UPOBATh JOKYMEHTOOOOPOT U CXEMBI
(hyHKIIMOHATBHBIX B3aUMOCBSI3eH Mex Iy OApa3ieIeHUAMH, pa3pabaThIBaTh U BHEAPATH MPOIEAYPH! PETYIUPOBAHUS TPYJOBBIX
OTHOILIEHUH U COIIPOBOKAAIOIIEN JOKYMEHTALUH

Bnaners:

HaBBIKaMH Pa3pabOTKH U BHEAPEHHs KaJpOBOW U yIPaBIEeHYECKOH JOKYMEHTALlUH, ONTUMH3ALUHN JOKYyMEHTO000pOTa H CXEM
(hYHKIIMOHATBHBIX B3aHMOCBSI3eH MEX Ty TIOApa3/IelICHAAMHI; HaABBIKaMH Pa3paOOTKH M BHEIPEHHS IPOLETyp PEryIHPOBaHHS
TPYAOBBIX OTHOILEHUN U COIPOBOKAAOIEN JOKYMEHTALUU

TIK-13: ymeHueM BeCTH KaJpOBO€ AEIONPOU3BOACTBO U OPraHU30BBIBATL APXUBHOE XPAHEHUE KaIPOBBIX JJOKYMEHTOB B
COOTBETCTBHH C JCHCTBYIOLIMMH HOPMAaTHBHO-IIPABOBBIMH aKTaMH, 3HAHHMEM OCHOB KaJIpOBOI CTATUCTHKH, BIIaJICHHEM HaBbIKAMU
COCTaBJICHHS KaJJPOBOH OTYETHOCTH, a TaK)KEe HABBIKAMH O3HAKOMJICHHS COTPYJHUKOB OpraHNU3allly C KaJpOBOH JOKyMEHTalel 1
JEWCTBYIOIMMH JIOKAJIBHBIMA HOPMAaTHBHBIMH aKTaMH, YMEHHE 00€CTIeUNTh 3aIUTy IePCOHATIBHBIX TaHHBIX COTPYIHHUKOB

3HaTh:

OCHOBBI KaIpOBOT'O ACJIOMPOU3BOACTBA U OpraHU3alli apXUBHOT'O XpaHCHUA KaAPOBbIX JOKYMECHTOB; OCHOBBI KaZ[pOBOﬁ
CTAaTUCTHUKH, OCHOBBI obecreueHus 3alIUTBI TEPCOHAIIBHBIX JaHHBIX COTPYTHUKOB

YMeTh:

BECTH KaAPOBOEC ACITOIMPOU3BOJACTBO U OPTAHU30BBIBATH APXUBHOC XPAaHCHUEC KaAPOBBIX JOKYMCHTOB B COOTBETCTBUH C
[[eﬁCTByIOHIPIMH HOPMATUBHO-IIPABOBBIMU aKTaMU; obecreyuTh 3alUTy NEPCOHATBHBIX TaHHBIX COTPYJAHUKOB

Brnanets:

HaBbIKaMH O3HAKOMJICHUSA COTPYAHMUKOB OpraHu3aliuu ¢ K&,HpOBOIZ HOKyMeHTaHHGﬁ u HCﬁCTByIOHIHMPI JIOKaJIbHBIMU HOPMATUBHBIMU
aKTaMM; HaBbIKaMH obecreyeHus 3alIUTBI IICPCOHAJIBHBIX JaHHBIX COTPYAHUKOB

IIK-17: 3HaHHEM OCHOB pPa3pabOTKH U BHEAPEHUS MPO(ECCHOHAIBHBIX, B TOM YHCJEe KOPIIOPATHUBHBIX, CTAHAAPTOB B 00JaCTH
YIIpaBICHHS IIEPCOHATIOM, YMEHHEM COCTaBJIATh OIMCAHUS U PACIIPEAENATh PyHKINHU U QYHKIMOHAIBHbBIC 00S3aHHOCTH
COTPYJHHKOB, a TaKkxke (QYHKIIMH MTOIpa3eTIeHIH pa3HOTo YPOBHS (KapThl KOMIIETCHINH, TOJDKHOCTHBIC HHCTPYKIUH, TIOJIOXKEHHS O
MOJIpa3/IeeHUsIX)

3HaTh:

OCHOBBI Pa3pabOTKH U BHEAPEHHS NPO(PECCHOHATBHBIX, B TOM YHCJIE KOPIIOPATUBHEIX, CTAHIAPTOB B 00JIACTH YIIPABICHUS
HEePCOHANIOM

YMeTh:

COCTaBJIATH OMUCAHUS U paclpeesiTh QyHKINU U (yHKIHOHATIbHbBIE 00I3aHHOCTH COTPYIHHUKOB, a TAKKe (PYHKIHH
HOApa3JIeNeHnit pa3HOTO YPOBHS

Bnanets:

HaBBIKAMH COCTABJICHUS OTIMCAHUS U pacipeAeieHus GYHKINN 1 QYHKIHOHAIBHBIX 003aHHOCTEH COTPYIHUKOB, a TaKXKe (YHKIUI
MOApa3JIe]ICeHUH Pa3HOTO YPOBHSA

B pe3yibTaTe 0cBOCHHMS JUCHUILINHBI (MOLYJIf)/IPAKTHKH 00y4aIOUIUICA J0/KeH
3HaTh:

- HOPMATUBHO-IIPABOBLIC AKThI, PErYJIHMPYIOIINUEC TPYAOBBIC OTHOMICHWA B OPraHu3ali U IMO3BOJIAIOIINE aHAJIM3UPOBATh CONUAJIBHO-
O9KOHOMMHYCCKHC l'IpO6J'I€MI)I 1 IIPOLIECCHI B OpTaHU3aIun,

- HaXO/IUTh OPraHU3alOHHO-YIIPABICHUECKIE U SKOHOMUYECKUE PEILICHMS;

- pa3pabaThIBaTh aITOPUTMBI X PEATH3ALH 1 TOTOBHOCTBIO HECTH OTBETCTBEHHOCTD 3a UX PE3YNIbTATHI;

- Tpynosoii kogexc Poccuiickoit @enepanun U HHbIE HOPMATHBHBIE IPABOBbIE AKThI, COAEPIKAIINE HOPMBI TPYJOBOTO NPaBa;
- IpoIIeypsl IpHeMa, YBOJIbHEHHS, IepPeBO/ja Ha APYTyIo paboTy U NepeMeleHus IepcoHana;

- TEOPETUYECKUE OCHOBBI Pa3pabOTKH OPraHU3AIMOHHOI U (PyHKIIHOHAIBHO-IITATHONW CTPYKTYPBI;

- IPUHOUIE! (OPMHUPOBAHUS JIOKATBHBIX HOPMATHBHBIX aKTOB, KACAIOIINXCSI OpraHU3aIlN TPY/Ia;

- OCHOBHI pa3pabOTKN M BHEAPECHUS KaAPOBOH M yIIPaBIEHUECKOI JOKyMEHTalllH, ONTHMHU3aNHN JOKyMEHTO000POTa B CXEM
(hYHKIIMOHATBHBIX B3aUMOCBSI3eH MEX Iy OApa3IeICHUAMH,

- OCHOBBI pa3pabOTKU M BHEAPECHUS MPOLEAYP PETYIUPOBAHNUS TPYIOBBIX OTHOIICHHUH U COIPOBOXKIAOIEH TOKyMEHTAIHH;
- OCHOBBI KaJIJpOBOTO J€JI0NPOU3BOJCTBA U OPraHU3al[MM apXUBHOTO XPAHEHUs KaJpOBbIX JIOKYMEHTOB;

- OCHOBBI KaJJpOBOH CTaTUCTHUKY;

- OCHOBBI 00€CTIeYeH s 3aIllUThl IEPCOHATBHBIX JaHHBIX COTPYIHUKOB;

- OCHOBBEI pa3pa60T1<n 1 BHCAPCHUA l'[pO(beCCI/IOHaJ'ILHLIX, B TOM YHUCJIC KOPIIOPATUBHBIX, CTAHAAPTOB B obactu YyipaBi€HUSA
MEPpCOHAIIOM

YMmeThb:
- pa3pabaThIBaTh MPOEKTHI JOKYMEHTAIIMOHHOTO COMPOBOKIACHUS MEPOTIPHUATHI B CBOEH MPOPECCHOHATBHOMN NeATETbHOCTH;

- AaHAJIM3UPOBATH COLIUAJIBHO-DKOHOMUYECKUE HpO6HeMLI 1 OPpOLECChl B OpTraHU3aIuu;



- HAXOJUTh OPTaHU3AI[OHHO-YIIPABICHUYECKHUE U S3KOHOMHIUECKUE PEIICHHS, pa3pabaThIBaTh AITOPUTMBI HX PEaTH3alil U
TOTOBHOCTBIO HECTU OTBETCTBEHHOCTD 38 MX PE3YJIbTaThI;

- IPOBOJUTH IIPOIIEAYPHI IIPHEMa, YBOJIbHEHHUS, IEPEBOja Ha APYTYI0 paboTy U IepeMeleH s IIepCcoHana;
- 0(OPMIIATE COTPOBOKAAIOIIYI0 JOKYMEHTAIIHIO;

- pa3pabaTheIBaTh OPTaHN3ANNOHHYIO U (DYHKIMOHANBHO-IITATHYIO CTPYKTYPY,

- pa3pabaThIBaTh JIOKaJIbHBIC HOPMATHBHEIE aKTHI, KACAFOITHECS OPTaHU3AIlIH TPY/IA;

- pa3pabaTbiBaTh U BHEIPATH KAIPOBYIO U YIPABICHYECCKYIO JOKYMEHTAIIHIO, ONTUMH3UPOBATH TOKYMEHTOO0OPOT U CXEMBI
(hYHKIIMOHATHHBIX B3aUMOCBSI3eH MEXTY TI0JIpa3/IelICHHSIMH,

- paBpa6aTLIBaTB W BHCAPATH NPOUCAYPHI PCTYIIMPOBAHUSA TPYAOBBIX OTHOIIICHUN K COHpOBO)K}IaIOH_IefI JOKYMCHTAIIUU,

- BECTU KaAPOBOC ACTIOMPOU3BOACTBO U OPraHU30BbIBATh APXUBHOC XPaHCHUC KaJPOBBIX JOKYMCHTOB B COOTBETCTBUHU C
HeﬁCTByIOHIHMH HOPMATUBHO-IIPABOBBIMH aKTaMU;

- obecneunTh 3alIUTy NEPCOHAJIBHBIX TaHHBIX COTPYAHHUKOB;

- COCTABJIATh OMHCAHMS M PACTIPEICIIATh QYHKIUH U QYHKIIMOHAIBHBIC 00S3aHHOCTH COTPYAHUKOB, a Takke (PyHKIIUH
MOJpa3ieeHuii pa3HOTO YPOBHS

Bnanersn:

- HaBbIKaM1 JOKYMCHTAIlTUOHHOI'O obecrieyeHust yHrpaBJICHUA IEPCOHAIIOM U OLICHKHW COMUAJIBHO-3KOHOMHNYCCKUX l'[p06J'I€M u
IPOIICCCOB B OpraHn3anum,

- HaXOXXACHHUS OPraHUu3allHOHHO-YIIPABJICHYCCKHUX 1 OKOHOMUYCCKHUX pCHJeHI/If/’I, paBpa60TKI/I AJITOPUTMOB UX p€aIn3alluu;

- HaBBIKAMH 0(OPMIICHHUS COTPOBOKAAIOIICH JOKYMEHTAUH IO IPHUEMY, YBOJIBHEHHUIO, IEPEBOAY Ha JIPYTYIO paboTy U
MepeMeIIeHHIO TIePCOHANA;

- HaBBIKAMH pa3pabOTKU OPraHU3alHOHHON U (YHKIMOHAIBHO-IITaTHOW CTPYKTYPEHI;
- HaBBIKAMH pa3pabOTKH JOKAIEHBIX HOPMATHBHBIX aKTOB, KACAIOIIIXCS OPraHU3alUH TPYAA;

- HaBBIKAMU Pa3pabOTKU U BHEAPEHUS KaJPOBOH U yIpaBlIeHUECKOH JOKyMEHTalluy, ONTUMU3ALlUHU JOKyMEHTO000POTa 1 CXEM
(DYHKIMOHANBHBIX B3aUMOCBA3eH MEXTy OAPA3ICICHNsIMY;

- HaBBIKAMH Pa3pabOTKU W BHEAPCHUS MPOLCAYP PETYIUPOBAHUS TPYAOBBIX OTHOIICHUIN U CONPOBOXKIAIONICH TOKYMEHTAIIHH;

- HaBbIKAMHU O3HAKOMJIEHHs COTPYIHUKOB OPraHU3allMU C KaApOBOI TOKyMEHTalMel U JeHCTBYIOIIMMHU JJOKAJIbHBIMU
HOPMaTUBHBIMU aKTaMH;

- HaBbIKaMH 00eCIICUCHUS 3alIUTHI IICPCOHAJIBbHBIX JaHHBIX COTPYAHHUKOB,

- HaBBIKAMU COCTABJICHUS OIMCAHUS U paclpeencHus GyHKIUI U GYHKIHUOHAIBHBIX 003aHHOCTEH COTPYJHUKOB, a TAKXKe
(GYHKIMH 1101pa3/ieieHii pa3HOTO YPOBHS

TpymoéMkocTs qucuutumHbY/ ipakTuki: 4 3E.



