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Conepxanne
TlogacuuTensHad 3ammcka.

TunoBbie KOHTPOJIbHBIE 3aJJaHHsI WIIM UHbIE MaTepUaJIbl JJIsl OLICHKU 3HAHWUW, YMEHUN, HaBBIKOB U (WJIN)
OTIbITA JIEATEIBHOCTH, XapaKTEPU3YIOUINX YPOBEHb CPOPMUPOBAHHOCTH KOMIIETEHIIHIA.

MeTtoauueckue MaTepHalbl, ONPEAESIONUe MPOLeypy U KPUTEPUU OLIEHUBAHUSI CPOPMUPOBAHHOCTHU
KOMITETEHIIUH MPU MPOBEACHUN TPOMEKYTOUHOM aTTECTAIIUH.



1. llosicHuTEILHAS 3aIHCKA

Heﬂb HpOMe)ICYTOqHOﬁ arTeCTallui — OLCHUBAHUC TPOMCKYTOYHBIX W OKOHYATCIBbHBLIX PC3YJIbTATOB
OoOyueHUs] 10 JUCLUUIUIMHE, OOCCICUYMBAIONIMX JIOCTHKCHHE IUIAHUPYEMbIX Ppe3yJIbTaTOB OCBOCHHS
00pa3zoBaTeNbHON MPOTPAMMBI.

@OpMBI IIPOMEKYTOUYHOHN aTTECTALIUU:
Ounasn gopma — 3auem c oyenxoi, 4 cemecmp;
Ouno-3aounan gpopma - 3auem c oyenkoil, 5 cemecmp.

Hepeqeﬂb KOMHeTeHHHﬁ, (l)Ole/IpyeMBIX B IIpouecce 0CBOCHUSA TUCIHHUIIIINHBI

KOZL 1 HAMMCHOBAHHUEC KOMIICTCHIIMHN

KO,H HUHAWKATOpPa JOCTUKCHUSA
KOMIICTCHIIMH

OIIK-3: CnocodeH paspadaTbiBaTh M OCYIIECTBJSTh MeEPONPHUATHS,
HanpaB/IeHHbIe HAa PpeaJu3alfi0 CTPATerHH YNPaBJIeHHS MEePCOHAIOM,
obecrneynBaTh WX IOKYMEHTALMOHHOE CONPOBOKAEHHME W OLIEHHBATH
OpraHU3allMOHHBIE H CONMAIBHBIE MOCIeICTBHS

OIIK-3.2 JlokyMEeHTaMOHHO O(GOpMIIIET
CTpaTEeruIo YIpaBJeHHUs IEPCOHAIOM

OIIK-4: Cpnoco0eH NpUMEHSITb COBPeMEHHbI€ TEXHOJOMMM M MeTOAbl
ONepaTHBHOIO YNPAaBJEHUS IEPCOHATIOM, BeCTH [JOKYMEHTAllMOHHOe
CONPOBOIK/IEHHE H YUeT

OIIK-4.1: Bemer nOKyMCHTAaIlHOHHOE
COMPOBOXKICHHE OTEPATHBHOTO
VIpaBJICHUS IIEPCOHATIOM

Pe3yabTaThl 00yUeHUs 10 TUCHUILINHE, COOTHECEHHBIE C MJIAHUPYEMbIMHU
pe3yJbTaTaMH 0CBOeHHs 00pa30BaTeIbHOI MPOrpaMMbl

KO[[ U HaMMCHOBAHUWE HWHIUKATOPA PeSyHLTaTbI 06yquI/m MO0 JUCLMIITIMHEC
JOCTHXKCHHUA KOMIICTCHIIMHU

Or1ieHOUHBIE MaTepHaIbI

OIIK-3.2 JIOKyMEHTaIlMOHHO | 3HaeT: HOPMAaTHBHO-TIPABOBBIE  AaKTHI,

peryiupytome | Tectsr Ne 1-26
0(OpPMIISET CTPATETUIO YIPABICHUS | TPYAOBBIC OTHOIICHUS B OpTraHH3allMd U II03BOJIAIOIIME
HEPCOHAIOM (OpMHPOBATH CTPATETHIO YIPABJICHHS IIEPCOHATIOM

peam3anunro CTpaTerun YIipaBJICHUS
OpraHusanuvun

Ymeer: pa3pabaThiBaTh MPOCKTHI TOKYMeHTanuoHHOTO | TecThl Ne36-67
CONPOBOXKACHUS  MEPONpPUATHH,  HAIpPaBJICHHBIX  Ha

epcoHajIoOM

Brameer: HaBBIKAMH JOKYMEHTAIIMOHHOTO oOecneueHus | 3amanust Nel-10
YIpPaBICHUS] TEPCOHAJIOM U OLEHKH OPraHU3allMOHHbIX,
COIMAIBHBIX TOCJIEJICTBUI OCYIIECTBICHUSI MEPOIPUATHH,
HANpPAaBICHHBIX HA PEATM3alUI0 CTPATErWd YIPaBICHUS
[ePCOHAIIOM

OIIK-4.1: Benetr
JIOKyMEHTaIMOHHOE
COTIPOBOK/IEHHE ONIEPaTHBHOTO
yIpaBiIeHUs TIEPCOHATIOM

3Haer: 3amaun W QYHKOUH  JOKyMeHTamuoHHOro | Tecthr Ne27-35
obecrieueHnss pabOThl C TEPCOHATIOM; OCHOBBI KaJPOBBIX
TPOLEAYP M KaIPOBOTO JOKYMEHTO000pOTa

Ymeer:  pa3pabateiBaTe M 0GOpMIIATH  KaapoBbie | TecTsr Ne68-75
JOKYMCEHTBI, BECTH JOKYMECHTAIMOHHOC COIIPOBOXKICHUE
KaJIpOBOH pabOoThI

Brnaneer: HaBBIKAMM JOKyMEHTallMOHHOTO odopmiieHus | 3amaxust Nell-17
PE3yNIBTATOB ONEPATHBHOTO YIPABJICHHUS IEPCOHAIOM

[IpomexxyTouHast arTecTamus (3a4eT ¢ OIEHKOW ) TPOBOIUTCS B OJHOM U3 CIEIYIONTUX (GOpM:

1) coOecenoBanue;

2.

2) BemonHeHue 3ananuii B OMMOC yHuBepcurera.

TunoBbie! KOHTPOJILHBIE 321aAHUS WM HHbIE MATEPHAJIBI IS OLEHKH 3HAHMMN, yMEHHU I, HABBLIKOB
U (MJIM) ONBITA AEATENbHOCTH, XapAKTEPHU3YIOIIHMX YPOBEHb C()OPMUPOBAHHOCTH KOMIIETEHIHI
2.1 TunoBbie BONpoCkI (TeCTOBbIE 3aJaHUs1) VIS1 OLCHKH KOTHUTHBHOIO 00pPa30BaTEJILHOIO Pe3y/1bTaTa

1 IpuBoasiTCA TUIOBBIE BONPOCH U 3aAaHust. OLEeHOUHBIE CPEACTBa, MpeJHA3HAUCHHbIE I IPOBEICHHS aTTECTAIHOHHOTO MEPONPHATHS, XpaHATcs Ha Kadenpe B
JIOCTATOYHOM JUTS IIPOBECHHS OLCHOYHBIX IPOIEAYpP KOJIMIEeCTBE BApUaHTOB. OIEHOYHBIE CPEACTBA IOUICKAT aKTyaIM3alluy ¢ YYeTOM Pa3BUTHs HAyKU, 00pa30BaHMUsI,
KyJbTYPBI, JKOHOMHKH, TEXHUKH, TEXHOJIOTUH 1 CONUANBHOH chepbl. OTBETCTBEHHOCT 32 HEPAaCIPOCTPAHEHUE COACPIKAHUS OLICHOUHBIX CPEICTB CPEAU 00YUAIOIIHXCS
YHHBEPCHTETa HEeCYT 3aBeIyIONIHil kadenpoli 1 mpernoaaBaTelb — pa3paboTUUK OLEHOYHBIX CPECTB.



[TpoBepsiembIii 0Opa3zoBaTeIbHBIN PE3ybTaT:

Kox n HauMeHOBaHME NHIUKATOPA JOCTUKEHUS OO0pa3oBaresbHBIN pe3ynbTaT
KOMIIETCHIIMU
OIIK-3.2: JIOKYMEeHTallHOHHO opopmusier | 3Haer: HOPMaTHUBHO-IIPABOBLIE aKTBl,
CTPaTeruio yNnpapJeHHUs MEePCOHATIOM perympyomue TPYZOBBIE OTHOLICHHUS B
OpraHu3alii ¥  TO3BOJSIOmUE  (OPMHUPOBATH
CTPATEruI0 YIPABJICHUS NIEPCOHAIOM

1. Kem npuHHMaeTcs peiieHrne 0 BpeMEHHOM TiepeBojie paboTHUKA?

a) PykoBonurenem opranuzanuu

0) PaboTHHKOM

B) Ilo coryianeHuI0 CTOPOH, 3aKJII0YaeMOMY B MCbMEeHHOI opme

2. Kak ucuucnsiercst npoJ0JKUTENbHOCTb €XKEr0JHOI0 OIIaYMBaeMOro OTIIycKa?
a) B kaseHaapHBIX JHAX

0) B pabouux gHsIX

B) B 3aBUCcHMOCTH OT OTpaOOTaHHOTO BPEMEHU

3. Korna y paboTHHKa HacTymaeT MpaBo Ha UCIOJIL30BaHUE OTITyCKa 3a MEePBEIi 1o paboTsl?
a) [1o ucteueHnM Tpex MecsAIEB €ro HeMPEePbHIBHON padOTHI B TaHHOM OpraHu3aluu

0) I[Io ncTeyeHnu MeCTH MeCALIEB €r0 HeMPePbIBHOI PadoThl B JAHHOI OPraHU3alMU

B) Ilo ncredyeHnn oIMHHAAIATYA MECSIEB €r0 HEMPEPHIBHOI paObOThI B JTAaHHOW OpraHU3aIuu

4. Korza mpenocTaBiisieTcs €KeroIHbIM OIIaunBaeMblii OTIYCK pabOTHUKY-COBMECTUTENIO?
a) Korna yno6Ho padoronarento

0) OTHOBpPEMEHHO C OTIIYCKOM 110 OCHOBHOM padote

B) Korna Her pabotsr

5. Kak YUUTBIBAIOTCA Hepa60tme IpasaAHUYHBIC THU, IPUXOAAIIHUEC Ha IEPUOI €KETOJHOTO

OCHOBHOTO OIINITAYMBACMOI'O OTHYCKa?

a) BxirouaroTcest B UMCIIO KaleHIapHbIX THEH OTIycKa
0) B unci10 KaJIeHIAPHBIX JHEH OTIYCKA He BKIKYaITCs
B) [lo ycMoTpeHuo pyKoBOIUTENSI OpraHU3aluu

6. Korna yreepxnaercs rpaduk OTIYCKOB Ha OYepETHON roj?

a) 1 nexabps

0) 3a 1Be HeleJM 10 HACTYIVICHHS] HOBOT'O KAJICHIAPHOI'0 rojia
B) B nepBrIii paboumii 1eHb HOBOTO roja

7. B Kakux ciaydasx eXeroJHbli ONjauuBaeMblil OTIIYCK J0JKEH OBITh MPOJUIEH?
a) B ciiyyae BpeMeHHOI HETPYA0CTIOCOOHOCTH PadOTHUKA

6) B cniyuae nHs poxkaeHus

B) B ciydyae oTcyTcTBUS OMIIETOB HAa caMOJIET WU TI0€3]1

8. Ilpu kakoM yCIIOBUU IOITyCKaeTcs OT3bIB paOOTHUKA U3 OTIycKa?
a) [To nannmaruse paboroaarens

0) [lo nHUIIMaTHBE HaYaIbHUKA OTIENA

B) T0JIbKO ¢ MMCBMEHHOIO corJiacusi pa0OTHUKA

9. Kakoii MakcruMaJbHBIN CPOK HCIIbITAHUSA YCTAHABJIIMBACTCA ITPU 3aKIIIOYCHUU TPYAOBOTO JOTOBOpA

JUIS PyKOBOAMTENEH OpraHn3aluii U TJIaBHBIX OyXraiarepos?

a) 3 MecsIr
0) 6 mecsileB




B) 9 MecsiIeB

10. KakoB MakCUMaJIbHBIM CPOK UCIIBITAHUS TIPU 3aKIIOUEHUU TPYIOBOTO JOTOBOPA HA CPOK OT 2 /10 6
MecsLeB?

a) 2 HeesH

0) 1 mecsn

B) 2 MecsIa

11. YcranaBnuBaeTcs M UCTIBITAHUE JIJIS1 paOOTHUKOB, TIPUTIIAIIICHHBIX HAa PAa0OTY B MOPSAKE
nepesojaa?

a) Ja

0) Her

B) TOJIBKO MO XKETaHUIO PYKOBOJIUTEIS

12. lns kakoi KaTeropuu pabOTHUKOB 3aMPEIICHO YCTaHABIMBATh UCIIBITAHUE MIPU IIPHEME Ha
paboty?

a) /lns auu, He gocTurmmux 18 jer

0) s nui, nocturmmx 40 net

B) Jlyist munt, gocturmux 50 et

13. B xakoii ¢popme cocTaBisieTcst TpYI0BOM JOTOBOP?
a) B yctHo#t

0) Io pemieHno pyKoBOIUTENS

B) B nucbMeHHOM

14. ITpu cmeHe pamMuIUK COTPYJHHUKA HAa TUTYJIBHOM JINCTE TPYAOBOM KHUKKH HEOOXOMMO:
a) HammucaTh psioM HOBYIO (haMIUTHIO, B3SIB TIPEIKHIOIO B CKOOKH

0) Crapas ¢pamuiust 3a4epKUBACTCA OJHOM YepTOil M BIMCHIBACTCS HOBast paMuiIns

B) [IpexHioto pamunuio 3aMazatb KOPPEKTOPOM

r) Briucate HOBYIO (pamMuIINIO MAcTON APYroro IBeTa

15. B TpynoBoii KHIKKE MOTYT OBITH 3amucu o (cT. 66 TK PD):
a) Harpaxnenusix

6) BriroBopax

B) Hapymenunsx

r) HarpaxaeHnusx, BRIrOBOpax, HapymeHUsIX

16. Tlpu 3akiIr04eHIH TPYAOBOIO JIOTOBOPA JIUIIO, MOCTYIAMOIIEe Ha PabOTy, MPEIbSBISIECT
paboTtonaremnto (cT. 65):

a) CHWJIC

0) MTHH

B) CBHIIETENBCTBO O Opake

r) CBUIETETHCTBO O POXKICHUHU peOeHKa

17. Kakoii cpok cuuTaeTcst MaKCUMalIbHBIM JIJIs1 UCIIBITaHUS NpH NpuémMe Ha padoty (ct. 70):
a) 1l ron

0) 6 MmecsinieB

B) 3 Mecsina

r) Her orpannyenuii

18. 3 uronst (BTOPHUK) COTPYIHUK Mporyisut. Kakum 1HEM ero yBONHTH 3a MPOTYJl, €CIH MMCbMEHHBIE
00BSCHEHHS OH MPEAOCTABIII 4 MIOJIs?




a) 2 urons
0) 3 urons
B) 4 U104
r) [Ipn Hanuuuu 0ObsCHEHUH YBOJIbHEHHE HE TIPAaBOMEPHO

19. [IpaBoMepHO JU YBOJIBHEHHE COTPYIHUKA 32 UCIIOJIb30BaHUE «B KOHTaKTe» B TeueHue pabouero

THS ¢ pabovero KOMITbIOTepa
a) Her

0) [IpaBoMepHO IS COTPYTHUKOB, B YbH JTOJKHOCTHBIC 00SI3aHHOCTH HE BXOAUT PabOTa B COICETSIX

(paboTa 1o MOMCKy NepcoHalia, TApreTUHIy, pa3MelleHrue KOHTEHTa B Ipynie padoTroaaresns U T.1.)
B) IIpaBomepHo, eciin B IIBTP nponucan 3anper Ha mosib30BaHue couceTssMu Ha padorte
r) IIpaBoMepHO, paOOTHUK HE TOJIKEH «CUAETb» B COLICETSX Ha paboTe

20. Ecnu coTpyIHUK HE yKa3al B 3asBJIICHUH 00 YBOJBHEHHH 10 COOCTBEHHOMY KEJIAHHIO ATy
MIPEKPAIEHUS TPYIOBBIX OTHOIICHUH, TO pab0TOAATEb:

a) MosxeT yBOJUTH COTPYAHMKA, KOT/Ia eMy Oy/eT HaliieHa 3aMeHa

0) Jlo;oKeH yBOJUTH COTPY/IHHUKA B TCUCHUE TPEX JTHEH

B) JloymkeH yBOJIUTH COTPYAHUKA IO UCTEUCHUS JIBYX HEJIEIb MOCIE MO1auH 3asiBICHUS

r) He MoxeT yBOTUTH PAa0OTHHMKA /10 HCTEYEHHUS ABYX He/le b N0cJIe MOJa4YH 3asBJICHUSA

21. Y4eOHbli OTIYCK NPEAOCTABIAETCS HA OCHOBAHUU!
a) CnpaBKH-BbI30Ba

0) 3au€THO KHIKKH

B) Beinucku u3 yuebnoi segomoctu BY3a

r) AKaJieMU4eCKOH CIIpaBKU

22. Ecnu cOTpyIHUK UAET B OTILYCK HE 0 I'pauKy OTITYCKOB:

a) ['paduk OTITYCKOB HYKHO MepeenaTh

6) B rpade 6 3amTpuxoBaTh JaThl INIAHUPYEMOTO OTITYCKAa U BMECTO HUX HAIMCATh HOBbIE
B) B rpade 6 3auepkHyTh JaThl IVITAHUPYEMOTO OTITyCKa U PSAAOM HamucaTbh HOBbIE

r) Buectu narel ¢pakTuyeckoro ornycka B rpady 7

23. Yrto nenaTh, €Civ B JIMYHOM KapTOUYKe 3aKOHYMIIOCHh MECTO sl BHECEHUS MHpOpMAaLUu 00
OTITyCKE COTPYAHHKA:

a) bosnblie He BHOCUTD B JIMYHYIO KapTOUKY 3alHMCcH 00 OTIYCKe

0) 3ama3aTh IITPUXOM WUJIHU 3aKJIEUTh UMEIOIIYIOCS HHPOPMAIUIO U CBEPXY HAIUCATh HOBYIO

B) 3aBECTH BTOPYIO JUUYHYIO KAPTOUKY

r) OpopMuTh 10N0JTHEHHE K JIUYHOH KAPTOUKeE

24. Ecny COTpYAHHK B3sUT OTITYCK co 2 Mast 2023 roja Ha 2 HEJIe M, TO KOT/Ia €My BBIXOJUTh Ha
paboty?

a) 16 mas

0) 17 man

B) 20 mas

r) 24 Mas

25. Yrto nenath, eciiv OepeMeHHasi COTpyIHHIIA IpeabsiBuiIa paboToaaTeno 00JIHUYHBIN HE cpa3y,

KakK MOJIy4HJIa €ro, a no3aHee?
a) OdopMIIATE OTIYCK 33 JTHUM YHCIIOM, a TOCOOWE BBHIIUIAYMBAThH B TIOJTHOM 00bEME THEM, KOT1a
COTpYAHHIIA TIPUHECIIa OOTbHUYHBII

6) OdopmisaTs otiryck Ha 140 gHEN CEroAHSIIHUM YHCIOM U BBITUTAYUBATH TOCOOHE C TOTO MOMEHTA,

KaK COTPYAHHIIA IPUHECAa OOJLHUYHBIN M HaMKcala 3asiBJICHUE




B) OTyck nmpenoctaBuTh Ha 140 nHel 3aBTpamHuM yrciaoM. [Tocobue BBITIATUTE C TOTO MOMEHTA,
KaK COTpYAHHIIA TPUHEca OOIbHUYHBIN U 3asBIICHUE

r) OGopMUTH OTIIYCK € 32aBTPAIIHEr0 JHS 10 ATy OKOHYAHNS, YKA3aHHYI0 B 00JIbHUYHOM.
ITocoOme BHIJIATUTH He NMOJHOCTbIO, 2 C MOMEHTA 0(POPMJIEHUS U 10 1aThl, YKA3aHHOI B
00JIbHUYHOM

26. BruiagpIil K TpyI0BOM KHUKKE MPUKPETUISIETCS
a) C nmomotpko creriepa

0) BumBaercst HUTKaMu

B) [IpuknenBaercs

r) BknagpiBaercs B cepeinny 6€3 NpUKpPEIICHUs

OIIK-4.1: Bener J10KyMEeHTALIMOHHOE 3HaeT: 337291 U QYHKIIUH TOKYMEHTAIIMOHHOTO

CONPOBOJK/IeHUE ONIEPATUBHOIO YIIPaBJIeHUSA obecrnieueHus paboThI C IEPCOHATIOM; OCHOBBI

NepCOHAJIOM KaJIPOBBIX MPOIIEAYP U KAAPOBOTO
JIOKYMEHT0000poTa

27. B KkakoMm cilydae JOIMYCKAaeTCs 3aMEHa €KEroJHOr0 OIIaYMBaeMOT0 OTITyCKa JeHEKHON
KOMIIeHcaruen?

a) Korzma sToro xouer paboTHUK

0) Koraa yactb oTtnmycka npeBbimaeT 28 KajieHIapHbIX AHel

B) Korja pykoBoIMTENb HE OTITYCKAET B OTITYCK B CBSI3U C TIPOU3BOJCTBCHHONH HEOOXOAMMOCTHIO

28. Komy 3ampenieHa 3aMeHa OTITyCKa JEHEKHOW KOMITCHCAIHEn?
a) [leacuonepam

0) PaGoTHukam B Bo3pacre 10 18 ser

B) JKeHnmnam

29. Ecnu paGoTHUK moJia 3asBieHHe 00 yBOJIbHEHNHU IO COOCTBEHHOMY >KeJlaHUIo 3a 14 qHei, korga
HAYMHAETCS TeUECHHE yKa3aHHOTO CpoKa?

a) Ha caenyrommii AeHb mocie mnojaydyeHusi padoronareneM 3asiBJeHUsi padoTHHKa 00
YBOJIbHEHUH

0) B nenp nogaun 3asBieHust paboTHUKA 00 YBOJbHEHUU

B) [lo sxenmanuio pyKOBOIUTEIS

30. Korna paboTHUK HE MUMEET ITpaBa OTO3BATh CBOEC 3asBICHHE 00 YBOJLHECHUU?

a) Korma nacranBaer >xeHa

0) Kora Ha ero MmecTo B nucbMeHHOIi opMe NpUrJIaieH Apyroii paboTHUK, KOTOPOMY He MOKeT
OBbITH 0TKA32aHO B 3aKJII0YE€HUHU TPYA0BOIr0 10r0BOpPa

B) Koryia nacrauBaer paboromarens

31. Korna paboTo/iaTellb He IMEET MpaBa Mo CBOCH WHHUIIMATHBE PACTOPTHYTH TPYAOBOM JOTOBOp (32
UCKJIIOUEHUEM CITy4asi JIMKBUAALMHA OpraHu3anum)?

a) [Ipu HeyIOBIETBOPUTEIHLHOM PE3yabTATE UCTTBITAHUS

6) Eciu paGoTHUK HE COOTBETCTBYET 3aHUMAEMOM JJOJPKHOCTHU MITH BBITIOJIHAEMOM paboTe BCIeACTBUE
HEZ0CTaTOYHOU KBaJIM(PUKAIINH, TOJATBEPKIEHHON pe3ybTaTaMH aTTecTalluu

B) Eciin paGoTHHK — 0JMHOKasi MaTh, BOCIIUTHIBAaONIasi pedeHka B Bo3pacrte 10 14 jger

32. UTo CITy’)XKMT OCHOBAaHHEM JJIs BHECEHUS 3aIllMCEHl B TPYIOBYIO KHUKKY?
a) 3asBlIcHHE paOOTHUKA

0) YcTHOE yKa3aHUE PyKOBOIUTEINS

B) [Ipuka3 (pacnopsiskeHue)




33. KTo He H0oImKeH pacnuchiBaThCs HA TUTYJILHOM JIUCTE TPYIAOBOM KHUKKHU?

a) PykoBoauTesib npeanpusiTus
0) PaboTHuk

B) CoTpyIHUK, OTBEYAIONINH 32 BEJCHHE TPYIOBBIX KHIDKEK

34. Kakas ocobast OTMETKa J0KHA CTOATh Ha TUTYJIBHOM JIUCTE AyOJIMKaTa TPYAOBOM KHUKKHU?

a) lyouukar
0) [ToBTOp
B) Komnus

35. I'padpuik OTITYCKOB MOITUCHIBACT:
OTBeT: pyKOBOAUTEIb KAIPOBOM CITY)KOBI

2.2 TunoBble 3a]aHUSA IJIA OLIEHKU MPOJAYKTHBHOI0 00pa30BaTeIbHOIO pe3y/ibTaTa

KO[[ W HAUMCHOBAHUC MHAUKATOpPA JOCTHIKCHUSA
KOMIICTCHIIN

OOpa3oBaTeNbHBINA PE3YIbTAT

OIIK-3.2: lokymeHTalluOHHO 0opMIIsieT
CTPATeruio ynpapJjeHHus MepCcoOHATIOM

Ymeet: paszpabaTbiBaTh IPOEKTHI
JOKYMEHTAIMOHHOTO COIIPOBOXKICHHS MEPOTIPUSTHIA,
HaIPAaBJICHHBIX HA PEATU3AIHIO CTPATCTUU
yIIpaBJICHUS IEPCOHAIOM OpraHU3aluU

36. IIpo0KUTENBHOCTS CE30HHBIX PadoT B TEUEHHE T0/1a 110 00IIeMy IpaBIITy HE MOXKET

MIPEBBIIIATH ... YKKUTE MEPUOJI B MECsIaxX
OtBeT: 6 Mecs1EB

37. TpynoBas KHIKKa 1715 IpeocTaBieHus B [leHcnonnblil GoHa BeITaeTcss paOOTHUKY Ha PYKH T10

€ro MMUCbMEHHON MPOChOE B CPOK ...
OtBert: He o3HEe 3 pabounx JHEH

38. Ilpu coxpamennn padboTosaTeIeM YUCICHHOCTH paOOTHIKOB NPEHMYIIIECTBEHHOE IPAaBO Ha
OCTaBJIEHUE Ha paboTe TOJKHO MPEIOCTABIAThCA PAOOTHUKAM ¢ 00siee BBICOKOW MPOU3BOIUTENBHOCTHIO

Tpynau...
Otgert: kBanuduKanuen

39. HpI/I 3aKIIFOYCHUU TPYAOBOI'O0 A0Ir0OBOPA HA CPOK OT 2 A0 6 MCECALICB UCIIBITAHUC HC MOXKCT

MPEBBIIATH ... YKOKUTE TIEPUOJT B MECATaX
OTBeT: 2 Mecsaa

40. 3a kakoii cpok pabOTHUK, 3aKIFOYUBIIHI TPYJOBOK JOTOBOP HA CPOK IO IBYX MECSIIEB, MOXKET
JIOCPOYHO PaCTOPTHYThH €T0 MO COOCTBEHHOMY KETaHHUIO0, IPEAYIPEAUB 00 ’TOM padoToaaTes?

OrtBer: 3a TPpU OAHA OO YBOJIbHCHUA

41. Koro B COOTBETCTBHH C 3aKOHOAATCILCTBOM HECJIb35 YBOJIUTH 3a HCOAHOKPATHOC HAPYIICHUC

TPYJOBBIX 00sI3aHHOCTEH?
OtBet: 6epeMeHHYI0 pabOTHHUILY

42. Kakue JABa NOKYMCHTA MPCABbABIIACT paGOTO,Z[aTCJIIO HWHCIICKTOp TpyAa Ipu BBIC3JHOM HpOBCpKC?

Vxkaxunre JOKYMEHTBI 4epes ,

HpaBI/IHBHBIC OTBCTHI: CJ'Iy)KCGHOC YAOCTOBCPCHUC, pACIIOPAKCHUC O IPOBCACHUHN IIPOBCPKU

43. HpI/I BO3BpAlICHUHN U3 KOMAaHAWPOBKHU pa6OTHI/IK HAOJDKCH MPCACTABUTE ...




OTBET: aBAaHCOBBII OTYET

44. ]lna koro u3 pabotoaareneit 00s13aTeNbHO HATMYKE TOKYMEHTA O MOpsIKe 00paboTKu
NEePCOHATBHBIX JIaHHBIX ?
OtBert: 1 Bcex

45. MoxeT 11 OBITh OTCTPaHEH OT PabOTHI COTPYIHUK U3-32 HEMTPOXOKACHUS 00SI3aTEIIEHOTO
MEIUIIMHCKOTO OCMOTpa?
OtBeT: 1a

46. Koro HEOOX0AMMO YBEIOMHTH O TIpUeMe Ha paboTy «Oe3BU30BOT0» HHOCTPAHHOTO paboTHUKA?
OtBer: MB/]

47. Ecu paOOTHUK MoAalT 3asiBJICHUE Ha OTITYCK BHE rpadrka OTITYCKOB, TO MOXKET JIM paboToIaTelhb
€My OTKa3aThb?
OTtBeT: Ia

48. Ecniu pabOTHHUK MOAJ 3asBJICHUE HA YBOJbHEHUE, TO 10 KAKOT'O MOMEHTA OH MOJKET €Tr0
0TO3BaTh?
OTBeT: 10 OKOHYAHUS MTOCJIETHETO paboydero JTHA

49. B TedeHune Kakoro Cpoka pabOTHHK JIOJDKEH OBITh O3HAKOMIICH C IMPUKA30M O BEIHECCHUH
JUCIUILTMHAPHOTO B3bICKAHUs?
OTBeT: B TeueHue Tpex pabouux AHen

50. B Teuenue ... pabouymnx AHEH C qaThl Hayaga paboThl pabOTHHUK JOJDKEH OBITh 03HAKOMIICH O]
POCIIHCH C IPUKA30M O TIpHEeMe Ha paboTy
OTBerT: Tpex

51. JloymkeH 1 paOOTHUK MHCATh 3asBJIEHUE HAa YBOJIbHEHNE COOCTBEHHOPYYHO?
OTBeT: HeT, paOOTHUK MOXKET 3as1BJICHHE HalleyaTaTh, [NIABHOE, YTOOBI €ro MOANUCH Oblia
COOCTBEHHOPYYHOM

52. B kakux cirydasx npeAocTaBlIeHHE TapaHTUH M KOMIIEHCAIIUi paOOTHUKAaM, COBMEIIAIOIIIM
paboTy ¢ moay4deHueM oOpa3oBaHMs, SBISETCS IPAaBOMEPHBIM?
OTBeT: npu nojiyyeHU pabOTHUKAMHU 00pa30BaHUSI COOTBETCTBYIOIETO YPOBHS BIEPBbIE

53. Pa3mepsl mocoOmii Mo BpeMEHHOM HETPYJOCTTOCOOHOCTH YCTAaHABITMBAIOTCS:
OTBeT: penepalbHBIMU 3aKOHAMH

46. CornacHo HopMmaM TpynoBoro konekca Poccuiickoit denepannu 3apaboTHas miara
MIpeICTaBiIsIeT COOO0M:
OTBeT: BO3HArpakJIeHUE 3a TPy

54. Omtara OTHycKa MpOU3BOIUTCA HE MO3/HEE YeM 3a ... JTHs 10 ero Havyasa
Otser: Tpu

55. HopmaibHast TpoI0/HKHTEIFHOCTE Pabodero BpeMEHH He MOXKET IIPEBBIIIATH ... YaCOB B HECIIO.
Otset: 40

56. Kakue Tpu opranu3zaiioHHble (OpPMBI 1eI0Npou3BoACTBa Bbl 3HaeTe?
Ortger: LlenTpanu3oBaHHasl, ELIEHTPAIN30BAHHAS, CMEIIaHHAs




57. Ilpu oTCyTCTBUM JOJIKHOCTHOTO JIMI[A B MOMEHT HOJIMTUCAHUS IOKYMEHTa, - MOXHO JIH
MPOCTABJISITH KOCYIO UEPTY WM MPEAJIOT ““3a” Tepe]l yKa3aHUEM €ro JOJIKHOCTH (4TOOBI MOT MOAMUCATh
JIPYTOH 4enoBeK)?

OTtBeT: HET

58. Kak 3amecTuTENh, HCIOTHSIOMUI 00sI3aHHOCTH PYKOBOAMUTEIIS MOITUCHIBAET JOKYMEHTHI B
OTCYTCTBUH PYKOBOAMUTEIS?
Otger: U.o.pykoBoauTenst

59. 51 ynoCTOBEPEHHUS ... TIOIJIMHHOCTH JJOKYMEHTA POCTABIISIIOT OTTUCK MIEYATH.
OTBeT: NOUIMHHOCTH

60. Hy»Ho 11 MHCBMO, MTOATOTOBJICHHOE Ha OJIaHKE, YAOCTOBEPSATh MeYaThiO?
OTBeT: HET

61. Habop pexBU3UTOB O(PHUIIMAIEHOTO MUCHMEHHOTO JJOKYMEHTA, PACIIONIOKEHHBIX B OTPEICICHHOM
IIOCJIEI0BATEIBLHOCTH — 3TO ...
OtBert: popMyJIsIp JOKYyMEHTA

62. CKOJIbKO BapHMaHTOB OJIAHKOB YCTaHOBJIEHO B 3aBUCUMOCTH OT CII0C00a pacloI0kKeHUs
PEKBU3UTOB?
Ortser: 2

63. Kakuie Tpu Bu1a OJ1JaHKOB YCTAHOBJICHBI JIJISl OPTraHHU3AIlNH, €€ CTPYKTYPHOTO MOJIPA3ICICHUS 1
JIOJDKHOCTHOTO JInia?
OtBeT: 00mmii 6;1aHK; OJaHK MHChbMa; OJaHK KOHKPETHOTO BUIA JOKYMEHTA

64. MoXHO 11 Ha JOKYMEHTaX MPUBOJUTH COKpPAIIEHHOE HANMEHOBAaHUE OPraHU3alluU, €CITU OHO
3aKpPEIICHO B YUPEIUTEIBHBIX JOKYMEHTaX OpraHu3ainun’?
OtBeT: 1a

65. Kakue cBeieHust MPUBOJAT B CIIPABOYHBIX JaHHBIX 00 OpraHu3anuun?
OTBeT: MOYTOBBIN azipec, Homep TesedoHa U Ipyrue CBEJEHUS M0 YCMOTPEHUIO OpraHu3aluu

66. OTpacib IesITeIbHOCTH, 00ECTICYHBAIOIIAS IOKYMEHTHPOBAHNE M OPTaHU3ALUI0 PAOOTHI C
opUIHATBEHBEIMA JOKYMEHTAMH — 3TO ...
OTBeT: 1eJI0MPOU3BOICTBO

67. YKkakuTe paBIIbHBIA BapuaHT 0(hOpMIICHHS ITOYTOBOTO ajipeca B "CIpaBOYHBIX JaHHBIX 00
opraamzanuu-asrope". OAO "[Tunot" 212109, 1. YabsHOBCK, yi. 3omorapeBckas, 3, od. 112.
OtBet: OAO "ITunot" 212109, r. YassHOBCK, yiu. 3oiorapesckasi, 3, opuc 112

OIIK-4.1: Bener n0OKyMEHTAIllMOHHOE YmMeer: pazpabatbiBaTh 1 0QOPMIISATH KaJpOBbIE
COIIPOBOXAECHHUE ONIEPATUBHOIO YIIPABJIECHUS JIOKYMEHTBI, BECTH JOKYMEHTALIMOHHOE
HEPCOHATIOM COIIPOBOKIECHUE KaJIpOBOI pabOThI

68. CxoabKo pa3 B 1o MOKHO BHOCUTH U3BMCHCHUS B IITAaTHOC pacnncaHI/Ie?
OTBeT: OrpaHU4YCHHA HE YCTAHOBJICHBL

69. Corpymuunia moMmeHsuia (GaMUIHIO B CBS3M C BCTYIUICHHEM B Opak. HyXHO 1M 3a4epKHYTH
MPEKHIOK (PaMIIIUIO OJTHOM YepToH, a psAA0M HaKcaTh HOBYIO HAa TUTYIHHOM JICTE TPYAOBON KHUKKHU?
OrtBer: 1a




70. CornamnreHue pa60Toz[aTen}1 n pa6OTHI/IKOB, KOTOPOE€ YyCTAaHABJIIMBACT AOIOJHUTCIBHBIC I'apaHTHHU
AJid COTPYAHUKOB U UX OTBCTHBIC 00513aTeNIbCTBA 110 OTHOIICHUIO K pa60T011aTeJ110, Ha3bIBACTCA:

OTBET: KOJJIEKTUBHBIN JI0TOBOP

71. MOXHO JIM HarpajuTh COTPYJHUKA JIECHEKHOH MPEMHEH, eClIu He3aJ0JIr0 0 3TOro Ha HEro
HAJIOKUJIU JUCIUIUTMHAPHOE B3bICKaHUE?

OTBET: MOXKHO

72. Kakoro paboTHHKA HeNb35l YBOJIHUTH B CBSI3U C YTpaToil oBepus?

Ortger: Oyxranrepa

73. IlepeBon k Apyromy paboTOAATENIO OTPAKACTCS B TPYAOBOW KHUKKE paOOTHHKA:
OTBeT: ABYMS 3alUCAMU — 00 YBOJIBHEHUH C MPEXKHEH pabOThI U 0 IPHEME Ha HOBYIO

74. Cunrtaercs Ju MPOTyJIOM OTCYTCTBHE pabOTHHKA HA paboueM MecTe 0e3 YBaKUTENIbHBIX IPUYHH B
TEYEHUE BCEro paboUero THS UM CMEHBI

OTtBeT: cUUTaeTCsA

75. VYcnoBue TtpymoBoro goroBopa «O
(rocynapCcTBEHHOM, CITy)eOHOM, KOMMEPUECKOW U HHOM )» SIBIISICTCS OCHOBHBIM HJIU JIOTIOJIHUTEIIbHBIM?

OTBET: IOIIOTHUTEITLHBIM

HEpA3IJIAICHUU  OXPAaHSAEMOW 3aKOHOM  TaWHbI

OIIK-3.2: JoKyMeHTallHOHHO
CTPATErui0 yNpasJIeHUs EPCOHATIOM

odopmursier

Baapeer: HaBbIKAMU JIOKYMEHTAIlMOHHOTO
oOecrieueHrs YIpPaBJICHUS TEPCOHATIOM U OICHKU
OpPraHM3AIlMOHHBIX,  COIHMAIBHBIX  MOCJIEICTBUN
OCYIIECTBJICHUSI MEPOINPUSTHI, HANpaBICHHBIX Ha
peaIn3alMI0 CTPATETUHN YIIPABJICHHUSI IEPCOHATIOM

3aHaHI/I€ 1. Korna AOKYMCHT I'OTOBUTCA B OTBCT HA KaKOM-TO 3arpoc, Wir NoATroTaBJIMBAaCMO€ IMMCbMO
ABJIICTCA OTBETOM Ha APYroe IMUuCbMO UCIIOJIB3YCTCA ... “CcplnKa Ha peFI/ICTpaLII/IOHHHﬁ HOMCp U naTry

JOKyMeHTa ™?
OTBeT: peKBU3UT

3ananue 2. B Tex ciaydasx, eCly 3aTpyJHEHO ONPEIEIIEHUE MECTA COCTABIICHUS WM U3/1aHUs
JOKyMeHTa 1o pekBuzutaM "HanmenoBanue oprannszauuu” uinm "CrpaBodHble 1aHHbIE 00 opraHu3anuu'
oopmisiercs ... "MecTo cocTaBlICHUs WK U3AaHUS TOKyMeHTa""?

OTBeT: peKBU3UT

3amanue 3. «YTBEPXAIO {upexktop 3A0 "[Munot" [Moanmuce A.B. Ilerpor 23.09.2023» Kaxkoit
PEKBU3UT O0(OPMIISETCS TAKMM 00pa3oM B JOKYMEHTE, KOT/Ia YTBEPKACHHUE MTPOUCKXOTUT TOJKHOCTHBIM

JALom?
OtgeT: rpud yTBEpKICHUS

3ananue 4. «YTBEPXX/IEHbBI pemiennem Cosera nupektopos ot 12.01.2023 Ne2y Kakoi pekBU3UT
odopmIIsieTcss TaKUM 00pa3oM B TOKyMeHTe, eciiu “[IpaBuiia BHyTpeHHETO TPYAOBOTO pacropsiaka’
yTBepXkaatoTcs pemenneM CoBera TUPEKTOPOB.

OtBeT: rpud yTBEepKICHUS

3amanue 5. B kakoM MecTe JOKyMEHTa pacroyiaraioT rpud yTBEepKIeHUs T0KyMeHTa?

Otet: B npaBoM BepXHEM yrity




3ananue 6. SIBnsercs im mpodcoro3 CTOPOHOM TPYAOBOTO AOTOBOpa?
OTtBeT: HeT

3amanue 7. Yka3wpiBatoTcs B TpynoBoM gorosope @.MN.0. poaureneit paboTHuka?
OTtBeT: HET

3ananue 8. CylecTBYIOT JU B TPYAOBOM JIOTOBOPE YACTHBIE YCIOBUS?
OTtBeT: HeT

3amanue 9. Korga pabOTHUK JIOJDKEH MPUCTYNMUTH K paboTe, eciu B TPYIOBOM JIOTOBOPE MO KAKHM-
00 IpUYMHAM HE OTIPEeeIiCH JICHb Havalia padoThI?

OTBeT: Ha cAeayIOUUN IeHb

3aganue 10. CymecTByIOT JIU IPEPHIBUCTHIE TPYIOBBIE TOTOBOPHI IO CPOKY MX JACHUCTBUS?

OtBerT: HeT
OIIK-4.1: Bener 10KyMeHTallUOHHOE Baaneer: HaBbIKaMH JOKYMEHTALMOHHOTO
CONPOBOKACHUE ONIEPATHBHOIO YIIPABJICHHA oopmieHHs pe3yIbTaTOB ONEPATUBHOTO
NEePCOHAIOM YIPABJICHHSI IEPCOHATIOM

3ananue 11. [Ipu pacTop>keHUU TPYIOBOTO JOTOBOPA B CBSI3U C COKPAILIEHUEM YUCIIEHHOCTH UJIH
mrata pabOTHUKOB OPTaHU3AIMH YBOJIBHIEMOMY paOOTHHUKY BBITUIAYMBAETCS BBIXOAHOE IIOCOOHE B
pasMmepe CpeIHero MEeCSYHOro 3apaboTKa, a TAKXKe 32 HUM COXPAHSAETCs CPeTHUM MeCsIuHbIN 3apaboTOK Ha
NEepUOJ] TPYAOYCTPONCTBA, HO HE CBBIIIE JBYX MECSLEB CO JHS YBOJIbHEHUS (C 3a4E€TOM BBIXOJIHOTO
noco6ust). TpyOoBBIM 10TOBOPOM WIIM KOJUIEKTUBHBIM JOTOBOPOM MOTYT yCTaHABIUBATHCS MTOBBIIICHHBIE
pa3Mepsl BEIXOIHBIX mocobmii. Oprannzanueii 30 anpens pacTOPrHyT TPYIOBOW JOTOBOP ¢ paOOTHHUKOM B
CBSI3U C COKpAILIEHUEM YUCIEHHOCTH paO00THUKOB. CpeAHuil MecauHbIi 3apab0oTOK pabOTHUKA /1S Lienen
BBITIJIATHI BBIXOIHOTO TTocoOus coctaBui 100 000 py6. KonieKTHBHBIM JOTOBOPOM MPEAYCMOTPEHO, YTO
IIPU YBOJIbHEHUH paOOTHUKOB B CBSI3U C COKPAIIEHUEM YHCICHHOCTH PAOOTHUKOB COXpaHIEMbIi CpeTHUI
3apabOTOK paOOTHUKOB Ha MEPHOJI X TPYAOYCTPOUCTBA BBIIIaYMBaeTcs ¢ koddduimentom 1,5. Uepes
noJmMecs1a nocie yBosibHeHus (16 Mast) paOOTHHUK 3aKIFOUMIT TPYIOBOH JOrOBOP C HOBBIM pabOTOaTEEeM.
Kakas o61mas cymma BBIXOJJHOTO ITOCOOUS M COXPAHSIEMOT0 CPEIHET0 MECIUHOTO 3apadoTKa J10JIKHA ObITh

BbITIaYeHa pabOTHUKY B paccCMaTpUBaeMOi cUTyaIuu?
Otser: 100000

3ananue 12. Menemxkep otnena mapkernunra OOO «Koncynbrant» Tokape M. U. 28 cenTsa0ps
TEKYILEro roja ono3jan Ha paboTy MOYTH Ha LEeNblid Yyac (45 MHUH), 0 4eM eMy ObLIO CAeTaHO 3aMeyaHHe
nupexktopoM YctruHoBoi M. I1. u npensioskeHo 00bACHUTh IPUYMHBI IPOCTYIIKA B MHCbMEHHOM (opme.
Kakne 10KkyMeHTbl HE00X0AUMO OPOPMUTH?

3amanue 13. Kyprep 3A0 «®apma» C. C. CoMOB peryiasipHO ona3ablBall Ha paboTy, 4eM Hapyliall
TPYIOBYIO IUCHUILIMHY. 3aBeayromass kanuenspuel [llymunmaa WM. B. HeogHOKpaTHO Jenana emy
3aMeyvaHus (B ycTHOU popme), a 12 uroHs TeKylero roja 6buia BEIHYK/IEHA 00OpaTUTHCS ¢ JAaHHBIM BOITPOCOM
K rerepaiibHomy aupektopy CenoBy A. B. ¢ nokiaJHOW 3amMCKOM, B KOTOPOW MPOCHIIA MPHUHATH MEPBI
mucuumimHapHoro xapakrepa k C. C. CoMmoBy.

Kakue noxymeHTsI HE00X01UMO 0POPMUTH?

3amanue 14. BeimyckHuia ¢gakynpTeTa yrpasieHus Poccuiickoro rocy1apcTBEHHOTO TYMaHUTAPHOTO
yuuBepcuteta [lenncoBa TaTthsiHa MuxailnoBHa 20 uWIOIS TEKyIIEro rojga IHOCTyNmWwia Ha paboTy B
Poccuiickoe areHTCTBO MeKIyHapoJHOTO coTpyaHnuecTBa U pa3sutus (PAMCuP) Benynmm cnernuanucrtom
VYnopasnenus aenamu. AT€HTCTBO SIBJIETCS T'OCYyJapCTBEHHOW opranusauueil npu IIpaBurenscte PO u
OCYILIECTBISIET HA0Op CIyXallUX TOJbKO MO JoroBopy. JloroBop MmoAmucaH OT MMEHHU areHTCTBa €ro
npeacenareneM HloxuasiM A. H. IIpoekT nmpukasa 1o JU4HOMY COCTaBY HOJATOTOBJIEH MHCIEKTOPOM IO




kagpam ConosbeBoi W. I'. 20 uronst U B TOT € JE€Hb 3aBU3UPOBAH HAYAJIBHUKOM YIIPAaBJIEHUS KaJIpOB
ApOy3oBeim I1. H. u ynpasmstronum nenamu MuxeeBsiM B. U. Ilpuka3 nmonnucan 21 urons u oObsBIEH
JIeHuCcoBOM MO POCIIUCH.

Kakue noxymeHTs HEOOX0AUMO OPOPMUTH?

3amanue 15. Dxonomuct BacunbeBa Exarepmna HukomaeBHa 1 ceHTsOps Tekymiero roga mojaia
zagBineare B OO0 «Jlyu» ¢ mpocs00il MpUHATH ee Ha PadoOTy CIEIHATUCTOM (PMHAHCOBOTO OT/AETa Ha
HemoNHbI pabouuit nenp. MHcmekTtop mo kaapam CwmupHoBa WM. C. oObscHmIIa, 4TO ¢duUpMa HMEET
BO3MOYKHOCTh NMPHUHATH Ha paboTy 3KOHOMHKCTA, HO HAa OCHOBE CPOYHOTO TPYAOBOTO JOroBopa. TpymoBoii
JOTOBOP OB 3aKIIIOYEH 5 CEHTAOPS U MOJMUCaH OT UMEHU (UPMBI T€HEPATbHBIM JUPEKTOPOM MUpPOHOBBIM
JI. C. B TOT *e neHb ObUT M3JaH MpUKa3 MO JUYHOMY COCTaBy, 3aBu3npoBaHHBIH CwmupHoBoit U. C. n
ropuckoHcyibToM XmeneBsiM M. O. IIpuka3 0b11 00bsiBiIeH BacunbeBoii E. H. mox pocniuch 6 ceHTAOps.

Kakue noxymMeHTB HEOOXOAUMO OPOPMUTH?

3amanme 16. 3aBexyromas otaenom nucem razetsl «'yoeprus» ComoBa Anna VBanoBHa 15 mas
TEKYILEro roja o0paTHiIach K II1aBHOMY pelakTopy YBapoBy A. H. ¢ mpocs00ii mpeocTaBuTh eif oTmyck 6e3
coxpaHeHHs 3apaboTHON riatel ¢ 16 mo 18 mas mo cemeitHbIM oOcTosiTenbcTBaM. [IpoekT mpukasza 00
oTiycke OblT 0(hOpMIIEH HaYaIbHUKOM OT/ena KaapoB Epmakossim W. H. 15 Masi, 3aBU3UpOBaH U B TOT XKe
JIeHb MOJIMCAH TJIaBHBIM PEIaKTOPOM.

Kakue noxymMeHTB HEOOXOAMMO OPOPMUTH?

3ananue 17. Benymero cnenuanucra otaena mapkerunra roprosoit pupmsl OO0 «BenTta» CoboneBy
Banentuny VBaHOBHY nepeBesin Ha OCBOOOAMBILYIOCS JOJDKHOCTh HAYaJbHUKA OT/ENA Ha MOCTOSHHYIO
paboty ¢ 15 HOSOpsI TeKyIIero roja.

3asBnenue o nepeBosne CobosieBa B. M. Hanucana 10 HosAOps M 3aBU3MpOBAJIa y KOMMEPYECKOTO
JUPEKTOpa B TOT k€ JeHb. 10 HOAOpsA OBLIO TakKe COCTaBJIEHO MmpezcrasiieHue Ne 4, moamnucaHHoe
KOMMEpUYECKUM JaupeKTopoM. IIpoekT mpukaza o nepeBoie HOArOTOBIEH HHCIIEKTOPOM IO HEpCOHAILy
Kupunnosoii b. H. 11 Hos0ps, 3aBu3npoBaH 10puckoHCyabToM bapmunbiv A. U. 12 HOAOps U criycTs A€Hb
ObUI MOJIMUCAH I'eHepalbHBbIM aAupekTopoM ¢upmsl JpoxokunsiM E. K. 14 Hoa6ps Cobonesa B. U. Obuia
O3HAKOMJIEHA C ITPUKA30M.

Kakne 10KkyMeHTBl HE00X0AUMO OPOPMUTH?

2.3. IlepeyeHb BONPOCOB 1JIsl MOATOTOBKH 00y4alOIIUXCH K MPOMEKYTOYHOM aTTeCTANMHU

1. OcHOBHbIE TIOHSATHS U TEPMHUHOJIOTUA JOKYMEHTAIIMOHHOTO OOECIeUYeHHs] YIpaBlIeHUSI.
HopmaTtuBHO-MeTOIMUECKOE 0O€cTIeueHne JOKYMEHTAIIMOHHOTO 00eCIIeueH s YIIPaBIICHHUS.

2. Knaccudukanus TOKyMEHTOB M JOKyMEHTHOH HH(OpMAaIIHIH.

3. YHudukamms u CTaHIapTU3ANMS JOKYMEHTOB, YHHU(MUIIMPOBAHHBIE CHUCTEMBI, MEXIyHApOIHAS
CTaHJIapTHU3AIs YIIPABICHYECKOW qoKyMeHTaruu. @opMatel Oymaru.

4. HammoHnanbHasi CTaHIAPTH3aLUs YIPABIEHYECKONW MOKYMEHTAIMU. YHU(UIIMPOBaHHAS CHUCTEMa
OpraHU3alMOHHO-PACTIOPAIUTENBHON JOKyMeHTauu. Cxema pacroJIOKEHUsS PEKBU3UTOB, MpPaBHIIa UX
oopMIIeHHUS.

5. brmanku TOKyMEHTOB, BUIBI OJIAHKOB, COCTaB PEKBHU3WTOB M BApHUAHTHI HMX PACIIOIOKCHHUS.
Oco0eHHOCTH U3TOTOBJIEHUSI U UCIIOJIb30BAaHNUs TepOOBBIX OJIAHKOB.

6. JloxymMeHTHpOBaHUE OpPraHU3AIMOHHOW JI€ATEIBbHOCTH. XapaKTEPUCTHKAa OpraHU3alMOHHBIX
JIOKYMEHTOB ¥ OCOOCHHOCTH UX O(POPMIICHUS.

7. JIOKyMEHTUpPOBAaHUE PACTIOPSAUTEIBHON NEATEbHOCTU. XapaKTepUCTUKA PacHopsIUTEIbHBIX
JIOKYMEHTOB ¥ OCOOCHHOCTH UX O(POPMIICHUS.

8. XapakTepucTHKa Pa3HOBUIHOCTEH NEJOBBIX mHceM, mpaBmia ux odopmieHus. OcoOeHHOCTH
MEPENUCKH C THOCTPAHHBIMU KOPPECIIOHIEHTaMHU.




9. XapakTepucTHKa U OCOOCHHOCTH O(OPMIIEHHUS CIPaBOYHO-MH(POPMAIMOHHBIX JTOKYMEHTOB,
odopmIIieMbIX Ha 00IIeM OJIaHKe.

10. Konuu 10KyMEeHTOB, NpaBuiia UX 0(h)OPMIIEHUS, U3TOTOBJICHUS, 3aBEPEHUS U MOPSIOK BbIIAYH.

11. Cayxba nokymeHTarmoHHoro oOecnedenus ympasieaus (CHOVY), crpykrypa u ¢GyHKIUH.
[Tonoxenune o CIIOY, opranuzanus 1 yCJIOBHS TpyAa €€ paOOTHHKOB.

12. Tlonstue npoxKymeHTOOOOpOTa, €ro cocraB, 00beM. (OCHOBHBIE MPHUHIUIBI OpraHU3AIHUU
JOKYMEHTO000POTa, aHAJIN3 CTPYKTYPbI U METO/bI COKPALIEHUS JOKYMEHTOO00pOTa.

13. TIpuem u 006paboTka BXOAAMUX JOKYMEHTOB. [lopsnok odopmiieHus: pekBusnta «Pe3omonusy.
OmnpeneneHye UCIOIHUTENS JOKYMEHTa B COOTBETCTBUU C pe3ononueit pykoBozcTsa. CriocoObl 10CTaBKU
JOKYMEHTOB B CTPYKTYPHBIE TIOAPA3/ICICHHS.

14. Perucrpauus AOKyMEHTOB, €€ 3ajaud M Lenu. Kareropum JOKyMEHTOB, IOJUIEXkKAllUX U HE
nojuiexamux —peructpanud. CHCTEMbl pErucTpaliy, MpPUMEHSEMbIE B OpraHu3alyiax; (aKTopBl,
OIpeIeJIAOLIIE UX BBIOOD.

15. Topsanok MpOXOXKIEHHUS UCXOAALINX M BHYTPEHHHUX JOKYMEHTOB B IIPOLIECCE UX IMOATOTOBKH.
WuauBuyanbHble U TUIOBBIE CPOKM UcmonHeHus. [lopsaok coriiacoBaHusi MpoekTa JOKYMEHTa C JOJIK-
HOCTHBIMH JIMI[AMH, CTPYKTYPHBIMU TTOAPA3CICHUSIMUA, OOIECTBEHHBIMUA M CTOPOHHUMH OpTaHU3aLUsIMU.

16. OpraHuzanust KOHTPOJIS HCHOJHEHUs IOKYMEHTOB B YCIOBUSX TPaJMLMOHHOW 00pabOTKH
JTOKYMEHTOB. TeXHOJIOTHS MPOBEJCHNUS KOHTPOJIBHBIX onepanuil. [Topsaaok CHATHS TOKyMEHTa ¢ KOHTPOJISL.

17. Ponib 1 3HaueHre HOMEHKIATypsl Ael. [lopsanok ee cocraBineHust, 0pOPMIICHHS U COTTIaCOBAHMSL.

18. ®opmupoBaHue U ONIEPATUBHOE XPAHEHUE JIE.

19. IloaroroBka JOKYMEHTOB K Iepe/iaue B apXUB OpraHU3aluy.

20. Opranu3anus pabOTHI C TOKyMEHTaMH, COJIEPKAIIMMI KOH(PHICHITUATbHYIO HHHOPMAITHIO.

21. Opranusanus paboTbl ¢ TUCbMEHHBIMU M YCTHBIMU OOpAILIEHUMU IPAXK/IaH.

22. Tlopsnok BeeHHs AeTONPOU3BOICTBA IIPH MpHEMe Ha paboTy COTPYTHUKOB.

23. ®opMHUpoBaHUE JIMYHOTO Jea paboTHHKA. COCTaB JOKYMEHTOB JIMYHOIO Jiea U UX oopMiieHue.

24. llopsngok BelneHus JAENONPOM3BOACTBA IPU IEPEBOJE COTPYIHUKA Ha JpYyryio padory,
IIPEJOCTaBIEHUH OTITYCKa, TOOIIPEHUN U YBOJbHEHUU.

25. Ilopsinok BeeHusl TPYAOBbIX KHMKEK, BKJIAJbIIIECH K HUM U 1yonukaToB. [IpaBuia onepaTuBHOTO
XpaHEeHHUs JIMYHBIX Jies1 paboTHUKOB. [10roTOBKa IMYHBIX A€ K Mepeaye B BeIOMCTBEHHBIN apXMB.

26. Opranu3zanus paboThl C 31EKTPOHHBIMU JJOKYMEHTaMHU.

27. OcHOBHBIE 3a1aud, (YHKIOUM, TpaBa, OTBETCTBEHHOCTb CIYKOBl JOKYMEHTALlMOHHOTO
oOecrnieueHus ynpasjiaeHHs. TUIIOBBIE CTPYKTYPhI CITY>KObI JOKYMEHTAI[MOHHOTO 00eCrieYeH s YIpaBIeHUS.

28. IlpuHIUOBI cUCTEMAaTU3allul JOKYMEHTOB BHYTpH jAeia. [IoHsATHe M opraHu3anusi SKCIEepTU3bI
LIEHHOCTHU JOKyMeHTOB. Opranuzanus paboThl SKCIEPTHON KOMHUCCHH.

29. Ilepenaua fen Ha rOCy/1apCTBEHHOE XpaHEHHE, elMHbIe TPeOOBaHUs K 0(pOPMIICHUIO U XPAaHEHU IO
JIOKYMEHTOB.

30. Ponp cekperaps B oOpraHuM3allid HMH(POPMALMOHHOTO M JIOKYMEHTAIIMOHHOTO oOecredYeHus
ynpasneHusi. Mecto cekperapsi-pedepeHTa B CTpYKType ylpaBieHUsl, TpeOOBaHUS K CEKPETAPIO-PEPEPEHTY.

31. Ionatue o crangapTH3alMU. MeXIyHapoJHbIE CTAaHAAPTHI B 00JaCTH JIOKYMEHTHPOBAHHS
YIIPaBJIEHYECKOU EATEIBHOCTH.

32. HomeskinaTypa Jei OpraHu3aliy, MepeAalleil M He Mepejaroleil JOKYMEHThl Ha
rocynapcTBeHHoe XxpaHeHue. CocraBieHHe 3aroyioBKoB Aei. OnpezeneHue CpOKOB XpaHEHUS J1e.

33.Cnyx6a nokymeHTanonHoro obecneuenus ynpasienus (CAOY). Opranuzanus u ycioBus Tpyaa
pabotaukoB CJIOVY.

34. CtpykTypa u 00beM TOKyMEHTOO00pOTa, MTyTH €r0 PallMOHATH3AIIH.

35. Opranuzanusi TEpPBUYHOM OOpaOOTKH BXOIANIUX TOKyMEHTOB. OOpaboTKa ¥ HCIIOJTHEHUE
BXOJISIIIUX JOKYMEHTOB.

36.I1loctpoenne uHpopmanmonHo-nmouckosbix cucreM (MIIC) mo npokymentam. OpraHuzanus
perucTpanyy JOKyMEHTOB TPAaJUIMOHHBIM crocoOoM. OpraHu3anus perucTpaluu JOKYMEHTOB Ha
KOMIIBIOTEPE.

37. O6paboTKa UCXOAAMUX JOKYMEHTOB. [IoAroToBKa TOKYMEHTOB K OTIIPABKE.

38. MapupyTHO-TEXHOJIOTHYECKHE CXEMBI U OIIEPOTPAMMBI ABUKEHUS JOKYMEHTOB.



39.IlonsTHe O cTaHmapTHU3alUMu. MeEXIyHApOIHbIE CTaHAAPTHI B 00JIACTH JOKYMEHTHPOBAHUS
YIPaBIEHYECKON JESITEIbHOCTH.

40.YHuduupoBaHHasi CHUCTEMa OpraHU3AIMOHHO-pacnopsaauTeabHoil mokyMmeHtanuu (YCOP/).
CocTaB 1 XapakTepUCTHKA TOKYMEHTOB, Bxoasauux B cocra YCOP/I.

41. KoHTpoJIb UCTIOTHEHUS IOKYMEHTOB.

42. CocTaB pEeKBU3UTOB, UCTIOIB3YEMBIX MTPH OPOPMIICHHH JOKYMEHTOB.

43. Opranuzanus KOHTPOJS HCHOJHEHHS JOKYMEHTOB TPAJAMIMOHHBIM criocoOoM. OpraHuzanus
KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB C IIOMOLIbIO0 KOMIIBIOTEPA.

44. Homenkiatypa nen. CoctaBieHue 3aroioBKoOB Jes. Onpeenenue CpoKOB XpaHeHus Jedl.

45. CocraBnienue u opopMiIeHnE HOMEHKJIATYPBI 1€ CTPYKTYPHOTO TOAPA3ICICHHS.

46.Homenknatypa JeJl OpraHu3alvd Iepelalnied W He NepeAarolme JOKYMEHThl Ha
roCy/1lapCTBEHHOE XpaHEHHUE.

47 Ilonsitue o 61aHKax JOKYMEHTOB. Buapl OGaHKOB, MCIONB3yeMbIX B OpraHU3allid, Ha3HAYCHHE
Ka)KJI0ro BUJIA.

48. ®opMHUpOBAHUE U ONIEPATUBHOE XPAHEHUE JCIl.

49.00mmast xapaKTepUCTUKAa M COCTAB TPYMIIbI OPraHU3AIMOHHBIX JOKYMEHTOB. COCTaB PEKBU3UTOB
OpraHMU3aIMOHHBIX JOKYMEHTOB.

50. IloaroroBka pAen MOCTOSIHHOIO W JUIMTENBHOIO CPOKOB XpaHEHUs K Iepeaye B apXuB
OpraHH3aIlHH.

51. Odopmienue onucH Jiea CTPYKTYPHOTO MOAPa3/IeIeHUs Ha JieJla IOCTOSIHHOTO CPOKa XpaHEHUsI U
OIHCH JIeJ IO TMYHOMY cocTaBy. CBOJHAS OMUCH JIE] MOCTOSHHOTO XPaHEHHUS.

52.AKT 00 YHUYTOXEHUH TOKYMEHTOB, CPOK XpPAHEHHUS KOTOPBIX UCTEK.

53.00m1as XapakTepUCTUKA U COCTAB PACTIOPSIUTEIbHBIX IOKYMEHTOB.

54.0Opranuzanuss pabOTbl C JOKYMEHTAMH, COJEPXKALIUMH KOH(PUACHUUAIbHYIO HH(OPMALHUIO.
[TpoBepka HaNUYUS U COCTOSHUSI TOKYMEHTOB H JIE]1, COJIepKalliuX KOH(PUIESHIIUAIbHYIO HH(POPMAIHIO.

55.0pranuszanust paboThl ¢ OOpallleHUSAMH Tpak/aH. BBITIOJIHEHHE Omepamnuili Mo perucTpanuud u
KOHTPOJIIO UCIIOJHEHUS 00pallleHnii Tpax/iaH Ha KOMITbIOTEpE.

56. Opranuzanus paboThl ¢ JOKYMEHTaMH 110 JINYHOMY cocTaBy. OdopmiieHue npuema Ha padoTy.

57. OdopmieHue mnepeBoja Ha JApPYyrylo paboTy (BKIIOYas 3aloJHEHUE TPYJOBOM KHHXKKH U
dhopmupoBanue TUYHOTO aena). OpopmileHne KOMaHIUPOBAHHUS U TIPEAOCTABIICHUS OTITYCKOB.

58. Odopmiienue noompenust paboTHUKoOB. OdopMileHne HaTOKEHNS AUCHUIUIMHAPHBIX B3bICKAHUI.

59. Odopmiienne yBoabHEHUS ¢ padoThl. OhopMIIeHHE TNYHBIX JIe] pa0OTHUKOB MPU UX MOJTOTOBKE
K Iepeiaye B BEIOMCTBEHHBIN apXUB.

60.XapakrepucTrika 1 0COOEHHOCTH O(OPMIIEHUS CIIPABOYHO-UH(OPMALIMOHHBIX IOKYMEHTOB.

61.0Opranu3zanust paboThl ¢ IEKTPOHHBIMU JOKYMeHTaMu. HopMaTuBHBIE TOKYMEHTHI IO paboTe C
ANEKTPOHHBIMHU JTOKYMEHTAMH.

3. Meroanyeckue MaTepuaJibl, ONpee/siiolue npoueiypy 1 KpUTepUH OLleHUBAHUSA
copMHPOBAHHOCTH KOMIIETEHMH NIPH NIPOBEACHUU NPOMEKYTOYHOM aTTeCTAllUH

Kputepun ¢popmMupoBaHusi 01leHOK 110 0TBETAM HA BONPOCHI, BHINOJHEHHIO TECTOBBIX
3aJaHui

- OIICHKA «OTJIMYHO» BBICTABISIETCS 00YyJaroImeMycsi, €CJIM KOJTUYEeCTBO MPAaBUIILHBIX OTBETOB Ha
Borpockl coctaBisieT 100 — 90% ot obmrero 06bEMa 3aJaHHBIX BOITPOCOB;

- OLIEHKA «XOPOII0» BBICTABISETCS 00ydJarOMIEMyCsl, €CIIM KOJMYECTBO MPABHIBHBIX OTBETOB Ha
BONPOCHI — 89 — 76% oT 0011ero 00bEMa 3aJaHHBIX BOIIPOCOB;

- OIICHKA «Y10BJIETBOPUTEIbHO» BBICTABISETCS 00y4arOIeMycs, €CITH KOJTUYECTBO MPaBUIbHBIX
OTBETOB Ha TECTOBBIE BOMPOCH! —/5—60 % 0T 001Ier0 00BEMA 3aJaHHBIX BOIPOCOB;

- OIICHKa «HEYAOBJIETBOPUTEJIbHO» BBHICTABIACTCS OOYy4aIOIIEMYyCs, €CIH KOJIHYECTBO
MpaBUJIBLHBIX OTBETOB — MeHee 60% oT 0011ero o0bEMa 3a1aHHBIX BOTIPOCOB.

Kpurepun popmupoBaHus OLIEHOK 110 pPe3y/IbTATaM BbINOJHECHUS 3a1aHUI



«OTIANYHO/32a4TEHOY» — CTAaBUTCS 32 pabOTY, BHITOJIHEHHYIO IMOJIHOCTHIO 0€3 OTMOOK U HEZ0YETOB.

«Xopomuo/3a4TeHo0» — CTaBUTCS 32 PadOTYy, BHIMOJHEHHYIO TIOJTHOCTBIO, HO TIPY HAJTMYUU B HEH HE
OoJiee 0THOM HErpyOOi OITMOKK M OJTHOTO HeJo4ueTa, He 0ojiee TPeX HEJ0UCTOB.

«Y10BJIETBOPHUTEIbHO/3aUTEeHO» — CTaBUTCS 3a paboTy, eciau OOy4aroIIUHCsS MPaBUIBHO
BBINOJIHWII HE MeHee 2/3 Beeil paboThI HITH JOMTYCTHIT He 0oJiee OHOM Ipy0oii OIIMOKY U IBYX HETOYETOB,
He Oostee 0/1HOM Tpy0Oi 1 OHOM HErpyOOoit OmMOKH, HE O0Jiee TpeX HerpyObIX OIMOOK, OJHOM HErpyooi
OIIMOKH U JIBYX HEJIOUETOB.

«Heyn0BJIeTBOPUTEILHO/HE 32a4TEHO» — CTABUTCS 3a paOOTy, €CIIM YUCIIO OMIHOOK U HEA0UYCTOB
NPEBBICUIIO HOPMY ISl OLIEHKU «YIIOBJIETBOPUTEIHLHO» WJIHM INMPABHIBLHO BBHIMOJHEHO MeHee 2/3 Bcel
paboTHI.

Buowl owubok:

- epybvle owmubOKU: He3HAHUe OCHOBHBIX NOHAMUL, NPABUL, HOPM, He3HAHUe NPUeMos peuleHus
3a0au; owuOKU, NOKA3bI8AIOWUE HENPABUIbHOE NOHUMAHUE YCIL08USL NPEONIOIHCEHHO20 3A0AHUSL.

- HeepyOvle OWUOKU: HeMOYHOCMU OPMYTUPOBOK, OnpedeseHull, HepayUuoOHAIbHbIL 8b1OOP X00d
peuietus.

- Hedouemvl: HepayuoHAaIbHble NPUeMbl BbINOJIHEHUS 3A0AHUS, OMOeNbHble NOZPeWHOCMU 6
Gdopmynuposre 6b160008, HeOPeEICHOE BbINOTHEHUE 3A0AHUSL.

Kputepuu ¢popmMupoBaHusi OLleHOK 10 pe3y/JbTATaM OTBETA Ha 3a4eTe ¢ OL[eHKOH

- OILICHKA «OTJIMYHOY» BBICTABIISICTCS 00YyYaromeMycsi, eCiii KOJUYECTBO MPABMWIHHBIX OTBETOB Ha
Borpockl coctaBisieT 100 — 90% ot obmiero o0bEMa 3aJaHHBIX BOIIPOCOB;

- OIICHKA «XOPOIII0» BBICTABIISETCS OOYYAIOIIEMYCs, €CJIM KOJMYECTBO IMPABMIBHBIX OTBETOB Ha
Borpockl — 89 — 76% ot ob1iero o0bEMa 3aJaHHBIX BOIIPOCOB;

- OIICHKA «YyJOBJICTBOPHUTEIHHOY» BBICTABISICTCS OOYYAIOIIEMYCsI, €CIIH KOJMYECTBO MPABHIBLHBIX
OTBETOB Ha TECTOBBIE BOMPOCH —/5—60 % oT 0011ero 00bEMa 3aJaHHBIX BOIPOCOB;

- OLICHKAa «HEYJIOBJIETBOPUTEIILHO)» BBICTABIISIETCS 00YJAIOIIEMYCsI, €CJIM KOJIMYECTBO MPaBUIIbHBIX
oTBeTOB — MeHee 60% oT 0011ero 00bEMa 3aJaHHBIX BOIPOCOB.

Kpurtepuu ¢popMupoBanus 0ieHOK MO BHINOJTHEHUIO TECTOBBIX 32/JaHUI K 3a4eTy/IK3aMeHy

- OIICHKA «OTJIMYHO/3aYTEHO0» BBICTABISICTCS OOYYaIOMIEMYCs, €CIIH KOJIMYECTBO TPaBHIbHBIX
0TBeTOB Ha Borpockl cocTaniseT 100 —90% ot ob1miero o0bEma 3aJaHHBIX BOIIPOCOB;

- OIICHKa «XO0POLIO/32aYTEeHO0» BBICTABIIAETCS O0YYarolEeMyCsl, €CIIM KOJIMYECTBO NMPaBHIBHBIX
OTBETOB Ha BOIPOCH — 89 — 76% oT 0b1mero oobpEéMa 3a1aHHBIX BOIIPOCOB;

- OLIEHKa «YyAOBJIETBOPUTEJIBHO/32YTEHO» BBHICTABIISIETCS OOydYalOLIeMYyCsl, €CIIU KOJIMYECTBO
MPaBUJILHBIX OTBETOB HA TECTOBBIEC BOMPOCH —/5—60 % 0T 00111eT0 00BEMA 3aTAHHBIX BOIIPOCOB;

- OLIEHKa «HEYIOBJIETBOPUTEIbHO/ He3a4YTEHO» BBICTABIAETCS OOydJaroLleMycs, €clu
KOJIMUECTBO MPaBUIIbHBIX OTBETOB — MeHee 60% oT o611ero 0o0béMa 3aJJaHHBIX BOIIPOCOB.



