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1. IEJTA OCBOEHMSI 1M CLIUIIJIMHBI (MOYJIST)

1.1

Ilens OCBOGHHWS MUCHUIUIHMHBI - C(OPMHPOBATH yMEHHS W HABBIKM O(MOPMIICHHS JOKYMEHTallld B COOTBETCTBHH C
HOPMAaTUBHOH 06a3oif ¢ mOMOMBI0 HMHGOPMALMOHHBIX TEXHONOTWMIl M  CPeACTB OPITEXHHKM, MCIOIb30BaHUS
YHHQUIPOBAHHBIX CHCTEM [OKYMEHTAIMH, TEIEKOMMYHUKAIMOHHBIX TEXHOJIOTMH B 3JIEKTPOHHOM JOKyMEHTOOOOpOTE,
OCYLIECTBIICHUSI XPaHEHUS U [TOUCKA JOKYMEHTOB.

2. MECTO JUCIIAIIJINHBI (MOAVYJISA) B CTPYKTYPE OBPA30BATEJIbBHOU ITPOI'PAMMBbI

Hwukn (pazmen) OIT: | b1.0.23

3. KOMIIETEHIUH OB YYAIOIIEI'OCA, ®OPMHUPYEMBIE B PE3YJIbTATE OCBOEHHUA TUCIUITJINHBI

MOOVJIA)

OIIK-3 CrocobeH pa3pabaThIBaTh 000CHOBaHHBIC OPTaHU3AIIOHHO-YIPABICHYSCKHE PEIICHHS C YIETOM UX COIUAIbHON
3HAYNMOCTH, COICHCTBOBATh X PEATH3AIIH B YCIOBUAX CIOKHOW M TMHAMUYHOMN CPEAbl U OLIEHUBATh MX ITOCIIEACTBUSL

OIIK-3.2 AHanu3upyet npoOIeMHBIC CUTYalllH ACSTeIBHOCTH OpraHU3alliH, pa3padaTbIBacT OpraHU3alHOHHO-YIIPABICHICCKHE
pemIeHust 1 000CHOBBIBACT UX C YIETOM JOCTIKCHHS SKOHOMHYIECKOH, COITMAIBFHON M SKOJIOTHIeCKOi 3 PeKTHBHOCTH,
obecrieunBaeT UX JOKYMEHTAI[MOHHOE COMPOBOXKACHHE

B pe3yabTaTe ocBOCHMS TUCHUILIMHBI (MOAYJIs) 00y4Yarouiics 10/15KeH

3.1 |3nars:
3.1.1 | - HOpMaTHBHO-IIPABOBEIE aKTHI, PETYIUPYIOIINE TPYIOBBIC OTHOIICHHUS B OpPTaHM3aLUH U ITO3BOJIAIOMHe GopMHUpoBaTh
CTpATETHIO YIPABICHUS IIEPCOHATIOM
3.2 | YmeTh:
3.2.1 | - pa3pabaThIBaTh MPOEKTHI JOKYMEHTAIOHHOTO COPOBOKICHHUS MEPOIPHATHH, HaIIPaBICHHBIX Ha PeaN3annio
CTpaTEeTHH YIPABICHUS IEPCOHATIOM OpPTraHU3aAINN
3.3 | Baagers:
3.3.1 | - HaBBIKaMU TOKYMEHTAIMOHHOTO 00ECTICUEHsI YITPABJICHHUS TIEPCOHATIOM U OI[EHKH OPTaHU3AIIMOHHBIX, COITMATTBHBIX
MIOCJIEICTBUH OCYLIECTBICHUS MEPONPHITUH, HATIPABIEHHBIX HAa PEaTN3alUI0 CTPATETHH YIPABICHUS IEPCOHATIOM
4. CTPYKTYPA U COAEP KAHUE JUCIHHUIIJINHbI (MOAYJISA)
Kon HaunmeHoBaHue pa3/ieJioB U TeM /BUJL 3aHATHSA/ Cemectp | Yacos | Ilpumeuanue
3aHATHSA / Kype
Paznen 1. Pa3nen 1. JlokymeHTOBeIEHUE
1.1 JIOKYMEHT U ero MecTo B cUcTeMe yrpapiceHus /Jlex/ 5 2
1.2 Cucrema TOKyMeHTaUUH U yrpasnenus /T1p/ 5 2 paKTHYeCKast
MTOATOTOBKA
1.3 Crioco0b1 tokymeHTrpoBanus /T1p/ 5 2 MpaKTHYeCcKast
HOZATOTOBKA
1.4 Knaccudukarms noxkymenton /Cp/ 5 6
1.5 YHuduuupoBaHHbIe CHCTEMBI ToKyMeHTauu /Cp/ 5 6 MpaKTHYecKast
MOATOTOBKA

1.6 Oo1epoccHiickue KITacCU(PUKATOPl TEXHUKO-3KOHOMUYIECKOH U COIMATbHOM 5 4
nHpopmarun /Cp/

Paznen 2. Pazpea II. JlokymeHTanmoHHoOe obecrieyeHUe ypaBjaeHus
(opraHuzanus AeJIONPOU3BOICTBA)

2.1 JokymenTtanuonHoe obecrnieuenue ynpasienus (J0OY). CoBpemenHOe 5 2
JeTOnpon3BoaCTBO /JIex/

2.2 MecTo IeTonpon3BOACTBA B CTPYKTYPE YIIPABICHYECKOTO TPYa. 5 4 paKTHIecKast
OpraHu3aoHHO-IITaTHOE MOCTPOCHHE JTOKYMEHTAIMOHHOTO 00eCTIeYeHHS MTOATOTOBKA
ympasnerus /IIp/

23 IIporecce co3nanus nokymeHTOB /JIek/ 5 2

24 Bnanku noxymenTos. O6mue TpeOGOBaHUS K CO3AAHHIO JOKYMEHTOB. 5 2 [IPaKTUYeCKast
OdopmieHne peKBU3UTOB T0KyMeHTOB /I1p/ MOATOTOBKA

2.5 OdopmiieHne oTAENEHBIX BUIOB JOKYMEHTOB /I1p/ 5 2 paKTHIecKast

MTOATOTOBKA

2.6 Opraauzanus rokymMeHToo00poTa /JIek/ 5 2

2.7 XapakTepHucTHKa M Ha3HauUCHNE OPTaHU3aI[OHHBIX (OpraHn3aI[MOHHO- 5 2 MpaKTHIecKast
MPaBoBbIX) TOoKyMeHTOB cucteMbl OP/I. JIokaibHbIE HOPMATUBHBIE AKThI MOJrOTOBKA
npeanpusitast (JIHA). Ilogroropka npoekra JokyMeHTa. PeKBH3UTHI
JOKYMEHTOB, CTPYKTYpa TEKCTa M IpaBHiIa 0pOPMIICHHS, COTTIACOBAHUS H
yTBEpKAeHHS. Bup! oprannsanonHsIx fokymenToB /I1p/




2.8 XapakTepucTuKa U Ha3HaUCHHE PACHOPSAUTEIBHBIX JOKYMeHTOB cucteMsl OPJI. 5 2 [IPAaKTUYECKast

PekBH3HTHI JOKYMEHTOB, CTPYKTYpa TeKCTa U IpaBmia odhopmieHus. Bupt MOATrOTOBKA
pacIopsauTeIHHBIX JOKyMeHTOB /T1p/
2.9 OcobeHHOCTH paboTHI ¢ 3JEKTPOHHBIME JoKyMeHTamu /Cp/ 5 6 MpaKTHIeCKast
MOATOTOBKA
2.10 Iopsanox co3ganus, TOMydeHHs, 00paOOTKH MMEKTPOHHBIX JOKyMEeHTOB /Cp/ 5 6 IIPAaKTUYECKast
MOATrOTOBKA
2.11 KonduaeHnuanbHOCTh HHPOPMAITUH U KOHPHUICHIIMATBHOCTh TOKyMeHTOB /Cp/ 5 6 MpaKTHYeCKast
MTOATOTOBKA
2.12 Opraauzanus paboTel ¢ TOKYMEHTaMH, COJePKANTIMU KOH(UACHITNATBHBIE 5 6 MIPaKTHYECKAsI
ceenenus /Cp/ MHOATOTOBKa
2.13 IpodeccnonanbpHas 3THKA paOOTHUKA CITYKOBI TOKYMEHTAIHOHHOT'O 5 6

obecrieuenus ynpasnenus /Cp/

Pazpen 3. Pazgen III. CamocTrosiTenbHasi padoTa

3.1 IToxroroka k siekuusm /Cp/ 5 4

3.2 IToaroroBka K MpakTHYECKUM 3aHATHIM /Cp/ 5 16

33 TepMUHONOTHS ¥ TIOHATHUS, IPUMEHSEMbIC B JOKYMEHTOBEJICHUH U 5 10
JIOKyMEHTAITMOHHOM o0ecrieueHun yrpasienus /Cp/

34 OCHOBHEIE TTOHSTHS 3TUKH J1eoBoro oomenus /Cp/ 5 4

3.5 XapakTepucTHKa 1 Ha3HauYCHHE CIPaBOYHO-HH(OPMAIOHHBIX TOKyMeHTOB /Cp/ 5 6

3.6 Mexaynaponnas nepernucka /Cp/ 5 8

3.7 H3rotoBiieHue, yaeT, UCTIONB30BaHUE U XPAHEHHE TIeUaTel, ITAMITOB M OJIAHKOB 5 8
nokyMeHToB /Cp/

3.8 Pabota ucnonuurens ¢ goxymertamu /Cp/ 5 4

39 JoxymenTtansusii ¢onrx /Cp/ 5 5

Paznen 4. Pazgen IV. KoutakTHas paGora

4.1 3aget /KD/ 5 0,15

5. OHEHOYHBIE MATEPUAJIbI

OLeHOYHbIE MaTepHaIbl JUIsl IPOBEJCHHS IIPOMEKYTOUHOH aTTeCTaluy O0yYaIOLIMXCSl IPUBEICHBI B IPHIOKEHHU K
paboueii mporpamMMe JUCUUIIIHHBL.

@DopMBI ¥ BHIBI TEKYIIETO KOHTPOJS 10 AUCHUIUTHHE (MOIYIIO), BHABI 3aaHUH, KPUTEPHUH UX OICHUBAHMS,
pacmpenenenne 60aIoB IO BUIAM TEKYIIEro KOHTPOIIS pa3pabaThIBAalOTCS MPENOAABATENIeM JUCIUIUIMHEI C YIETOM €€ CIICIU(UKH U
JIOBOJIATCS J10 CBEJCHHS 00YyJaronXCsl Ha IIEPBOM yu4eOHOM 3aHSTHH.

Texymmii KOHTPOIIb YCIIEBAEMOCTH OCYIIECTBIICTCS IMIpenofaBaTelieM NUCIUIUIAHBI (MOIYIs), KaK MPaBHIIO, C
ucnionb3oBanreM DMOC nnn myTeM IPOBEpPKH MHCEMEHHBIX paboT, MIPeTyCMOTPEHHBIX PA00YHMH IIPOrpaMMaMH JHUCIUILINH B
paMKax KOHTaKTHON paboThl M CaMOCTOSTENBHON paboThI o0yuaronuxcs. s GUKCUPOBaHUS PE3yAbTaTOB TEKYIIETO KOHTPOIS
MOXKeT ucnonbs3oBaThest DMOC.

6. YAEBHO-METOJUYECKOE U HH®OPMAIIMOHHOE OBECIIEYEHUE JUCHUIIJIMHBI (MOXYJIA)

6.1. Pexomenayemas intepatypa

6.1.1. OcHoBHas TUTEpPaTypa

ABTOpBI, COCTABUTENIU 3armaBue W3natensc Omn. agpec
TBO, O
JI1.1 | Aoynamse JI. T, JIokyMeHTaIHOHHOE 00eCTICYeHUE YITPABICHHUS TIEPCOHATIOM: Mocksa: | https://urait.ru/bcode/51
Bempsoxkuna U. b., Y4eOHUK M IPAKTHKYM UIS BY30B IOpaiir,
Macnosa B. M. 2023

6.1.2. JlonosiHuTE/ILHAS JTUTEPATypa

ABTOpI:I, COCTaBUTCIIN 3armaBue Wznarensc Ol ajapec
TBO, TO




ABTOpBI, COCTaBUTEIH 3arnaBue W3natensc Omn. agpec
TBO, 0L
JI2.1 |Ky3nenos U. H. JIokyMeHTaIHOHHOE 00eCTICYeHUE YITPABICHHUS TIEPCOHATIOM: Mocksa: | https://urait.ru/bcode/53
Y4eOHMK M IPAKTHKYM JUIS BY30B IOpaiir,
2023
JI2.2 | Kpemues A. A., JIokyMeHTaITHOHHOE 00ECTICYeHUE YITPABIICHHUS TIEPCOHATIOM: Camapa: | https://you.samgups.ru/iy
Tapacosa T. M. 3aJaHUsA U METOJ. yKa3. JUIS TIPAKT. 3aHATHH U caMOoCT. pad. ITpusl ' YII
Juist 00yd. 1o Hamp. moAroT. 38.03.03 Ynpasnenue C, 2024

MIEPCOHAJIOM OYH. ¥ 0YH.-3204. (hOpM 00yH.

6.2 UndopManmoHHbIE TEXHOJIOTHH, HCIIOJIb3yeMble NMPH 0CYILIEeCTBIEHUH 00pa30BaTeIbHOI0 MpoLecca 1Mo AUCUHIJINHE

(Mony.a10)

6.2.1 IlepeveHb JINIIEH3UOHHOTO ¥ CBOOOAHO PACTIPOCTPAHAEMOI0 NPOrPaMMHOI0 00ecTiedYeHu sl

6.2.2 Tlepeyenn npodeccCHOHATBHBIX 023 TAHHBIX U WHQOPMALMOHHBIX CIPABOYHBIX CUCTEM

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUIIJIMHBI (MO YJISA)

7.1

VYaeOHble ayAUTOPUH ATl IPOBEICHHS 3aHATHI JIEKLIMOHHOTO THIIA, YKOMIUICKTOBAHHBIE CIIELIUAIN3UPOBAHHON MEOENbI0
U TEXHHYECKUMH CPEICTBAMH OOYICHUS: MyJIbTUMEIUIHOEC 000pYIOBaHUE TS IPEIOCTABICHUS yIeOHON HH(pOpMALUH
OOITBIIION ayIUTOPUH W/ 3BYKOYCHIIMBAIOIee 000pyI0BaHNE (CTAIIMOHAPHOE WITH IEPEHOCHOE).

72

VaeOHbIe ayIUTOPUH JUIsl IPOBEICHUS 3aHATUI CEMHHAPCKOTO TUIIA, IPYIIIOBBIX ¥ HHAWBHIYAIbHEIX KOHCYJIBTAINH,
TEKYIIETO KOHTPOJSL M TPOMEKYTOTHOH aTTeCTAIlNH, YKOMIUIEKTOBAaHHbIE CIICIIHATN3NPOBAHHON MEOENbIO 1
TEeXHHYECKUMH CPEICTBAMH 00yJIEHHS: MyIbTUMEUIHOE 000PYI0BaHNE 1/IITH 3ByKOYCHIIHBAIOIIee 000pyIOBaHNE
(cTanimoHapHOE MIIM TIEPEHOCHOE)

7.3

[TomerieHust 11 caMOCTOATENBHOM paboThI, OCHAIIEHHBIE KOMIIBIOTEPHON TEXHUKOH ¢ BO3MOMXXHOCTBIO TOAKIIOYEHUS K
cetr "MHTEepHET" M 0OecIieueHHEM JI0CTYTIA B 3JICKTPOHHYIO HH(POPMAI[HOHHO-00pa30BaTEILHYIO CPEly YHUBEPCUTETA.

7.4

INomenieHust 11 XpaHEeHHs ¥ NPO(UIAKTUIESCKOr0 00CITy)KHBaHHs y4eOHOro 000PYIOBaHUS




[Ipunoxenue
K paboueil mporpamme JUCHUTUIUHBI

OLIEHOYHBIE MATEPHAJIBI JJISI IPOMEKYTOUYHOM ATTECTALIUU
MO JMCLHUIIJIMHE (MOYJIIO)

JIOKyMeHTAlHOHHOE o0ecneYeHne YpaBJdeHU

e oucyununbl(Mooys)

HampaBnenue noAroToBku / CeMaibHOCTh
38.03.02 MeHex:KMEHT

(naumenoganue)

HamnpasnerHocts (ipodwis)/crieruanm3ais
Jlorucruka

(HaumeHoBaHUE)



Conepxanue
IMossicuuTenbHAas 3amKCcKa.

TunoBble KOHTPOJIbHBIE 3aJJaHKsI WK WHbIE MaTepUaJIbl JJis OLICHKU 3HaHUN, YMEHUN, HAaBBIKOB U (WJIN)
OTIbITA JIEATEIBHOCTH, XapaKTEPU3YIOLIUX YPOBEHb CHOPMUPOBAHHOCTH KOMITETEHITHIA.

MeTtoauueckre MaTepuabl, OMpeaessaionIie Mpoueaypy U KpUTEpHH OlleHUBaHUS cHOPMUPOBAHHOCTU
KOMIETEHIIUI MPU MPOBEICHUHU MPOMEKYTOUYHOM aTTECTALIUU.



1. IlosicHuTEILHAS 3aNIHCKA
HCJ'II) HpOMe)KYTO‘-IHOI\/'I arTecTagun — OIICHHUBAHHC HpOMe)I(YTO'—IHBIX U OKOHYATCJIBHBIX pe?;y.]'IBTaTOB
o0ydeHHss TIO0 MAWCHUIUIMHE, OOECHEUYMBAIOMINX JIOCTIDKEHUE IJIAHUPYEMBIX PE3yJbTaTOB OCBOCHHS
00pa30BaTeNbHOMN MPOrpaMMBl.

PopMBI TPOMEKYTOUHOM aTTECTAL[UU:
Ounas popma — 3auem c oyenxoi, 4 cemecmp;

Ouno-3aounasn popma - 3auem c oyenkoii, 5 cemecmp.

Ilepeyenb KomMneTeH Ui, GOpMHUPYEMBIX B IPoLlecCe OCBOEHUS JUCHMILIUHBI

KOI[ 1 HAMMCHOBAHUC KOMIICTCHIIUH KOI[ HHAWKATOpa JOCTHKCHUA
KOMIICTCHIIN

OIIK-3: Cmnocoben pa3padaTbiBaTh o00ocHOBaHHbIe opranu3amuonno- | OIIK-3.2  Anammsupyer mnpoOieMHble

ynpaBjieHYeCKHe pelleHHus] ¢ Y4eToM HX COHHAJIBHOH 3HAYHMOCTH, | CUTyallUH JIESITEJIbHOCTH OpTaHHU3alliH,

€O/IeliCTBOBATH X PeaIM3alMH B YCJIOBUSX CJIOKHOI H THHAMUYHOI cpelbl M | pa3padaThiBaeT OpraHM3alOHHO-

OLICHMBATD UX MOCJIEACTBHUS YIpaBICHIECKUE peleHus u
00OCHOBBIBAET MX C YYETOM JOCTHIKCHUS
SKOHOMHUYECKOM, COLMAJIbHOU "
9KOJIOTHYECKOM 3¢ hexTHUBHOCTH,
obecrieunBaeT HX JOKYMEHTAlIlMOHHOE
COIIPOBOXKIICHUE

Pe3yabTaTsl 00yuyeHus: 10 TUCHMILINHE, COOTHECEHHbIE C IIJIAHMPYEeMbIMH
pe3yJbTaTaMM 0CBOEHHsI 00Pa30BaTeJIbHOM MPOrPaMMBbl

Kon m HamMeHoBaHue uHAMKaTopa | Pesynbrarsl 00yueHHMs 1O JUCHUIIMHE O1ueHOYHBIE MaTepHAIIbI
JIOCTHKEHUSI KOMITETEHIMU
OIIK-3.2 AHanusupyeT | 3HaeT: HOPMAaTHBHO-IIPAaBOBBIE AaKkThl, perynupytomie | Tectsr Ne 1-26
npoOJieMHbIE CUTyallu{ | TPYIOBBIC OTHOIIECHUS B OpPTaHMU3ALMU M MO3BOJIIOIINE
JESATEIBHOCTH opraHusanyy, | GopMHPOBATH CTPATETHIO YIIPABICHHUS IEPCOHATIOM
pa3pabaTblBa€T  OpPraHM3aLMOHHO- | YMeeT: paspabaTeiBaTh TPOEKTHI JIOKyMeHTAInoHHOTO | TecThl Ne27-60
yTpaBICHYECKUE pemieHns U | CONMPOBOXACHUS  MEPONPHUATHI, HANpaBICHHBIX  Ha
000OCHOBBIBAET ~HMX C  YYETOM | peanm3allii0  CTPaTerWd  YOPABICHUS  IIEPCOHAIOM
JIOCTYDKEHUS SKOHOMHYECKOH, | OopraHu3aiyu
COLMANLHOM M DKOJIOTHYECKOH | BrameeT: HaBBIKAMM JIOKYMEHTalMOHHOTO obecnedeHus | 3amanus Nel-10
3¢ pexTUBHOCTH, 00ecIeunBaeT HX | ynpaBleHHs NEPCOHAJIOM M OLEHKM OpPTaHH3alMOHHBIX,
JIOKyMEHTAI[IOHHO® COIMAJBHBIX MOCIEACTBUN OCYIIECTBICHHUSI MEPONPHUITHH,
COIPOBOXKICHHUE HalpaBJICHHBIX HA pEaM3alUI0 CTPATEeTWy YNpPaBICHUS

MIEpCOHAIIOM

[TpomexxyTouHas aTTectamus (3a4eT ¢ OIEHKOW) TPOBOUTCS B OAHOU U3 CIEAYIONINX (opM:
1) cobecenoBanue;

2) BeimonHenue 3ananuii B JOC yHuBepcureTa.

2. Tunosbie' KOHTPOJIbLHBIE 32JaHUS WM HHbIE MATEPHAJIbI /15l OLEHKH 3HAHMMN, yMEHH i, HABBLIKOB H

(WJIn) onbITA IEATEIbHOCTH, XapAKTEePU3YIIHUX YPOBeHb CHOPMUPOBAHHOCTH KOMIIETEHINH

2.1 TunoBbie BONPOCHI (TECTOBBIE 32IaHMS) IJIsl OLIEHKH KOTHUTUBHOI0 00Pa30BaTe/IbHOI0 pe3yJibTaTa
[TpoBepsiembIii 00pa30BaTENbHBIN PE3YIbTAT:

Kon n HauMeHoBaHMe UHIUKATOPA JOCTHUKEHUS OO0pazoBaTenbHbBIN pe3ynbTaT
KOMIIETEHITNH

! Mpusonsites TunoBbie Bonpock! u 3a1aHus. OLEHOUHbIE CPEICTEA, NPEIHASHAYCHHBIC JUIs IPOBEACHHS ATTECTALMOHHOTO MEpONPHATHS, XpaHATCA Ha Kadeape B
JIOCTATOYHOM IS IPOBE/ICHMSI OLICHOYHBIX MPOLEAYP KOIMYeCTBE BapHaHTOB. OILIEHOYHbIE CPECTBA MOUICKAT aKTYaIH3AINK C YISTOM PAa3BUTHS HAyKH, 00pa30BaHMs,
KyJIbTYpPBI, 9)KOHOMHKH, TEXHUKH, TEXHOJIOTHII ¥ COUANBHOM cepbl. OTBETCTBEHHOCTD 32 HEPAaCIPOCTPAaHSHUE COePKAHNUSI OLICHOYHBIX CPEACTB CPEAN 00YUaIOIIIXCs
YHUBEPCHTETA HECYT 3aBeAyIoluii kadeapoii 1 mpernoaaBaTens — pa3paboTYHK OLIEHOYHBIX CPEICTB.



OIIK-3.2: AnanusupyeT npod/jeMHble CUTYyalnuu | 3HAeT: HOPMATUBHO-IIPABOBbIE
AesITeIbHOCTH  OPraHM3allid, Ppa3padaTbiBaeT | PEryIHpyoLue TPYZAOBBIE OTHOIICHUS

OPraHU3allMOHHO-YNPABJIeHYEeCKHe pelleHusl M | OpraHu3allid Y [O03BOJIsIoIIMEe  (POpPMHUPOBATH

000CHOBBIBA€T MX € Y4YeTOM JIOCTHKEHHS | CTPATETHIO yIIPABICHUS IEPCOHATIOM
3KOHOMMYECKOMH, COIMAJILHOM U 3KO0JOTrM4ecKoii
3¢ dexTUBHOCTH, obecrieynBaeT UX
JTOKYMEHTAIIMOHHOE CONPOBOKIEHUE

1. Kem npuarMaeTcs pemeHne o BpeMEeHHOM IepeBojie paboTHUKA?

a) PykoBoaurenem opranuzauuu

0) PaboTHukOM

B) Ilo cor/ianieHuI0 CTOPOH, 3aKJII04aeMOMY B IMCbMeHHOIi (hopme

2. Kak ucuuncnsiercs mpo10KUTENIbHOCTD €KEr0JHOTO OIIAYMBAEMOr0 OTIycKa?
a) B xkaJleHZapHBIX THAX

0) B pabounx mHsIX

B) B 3aBucHMOCTH OT 0TpaboTaHHOTO BpeMEHHU

3. Korna y paboTHHKa HacCTymaeT MpaBo Ha UCIOJB30BaHUE OTITyCKa 3a MEePBbI roja paboTsl?
a) [To ucreuennu Tpex MecsIeB ero HeMpepbIBHON pabOTHI B TaHHON OpraHU3anuu

0) Ilo ucTeyeHun mecTH MecsilleB €ro HenmpepbIBHO Pad0THI B JAHHOUH OPraHu3aluu

B) [1o ncTedyennn oAMHHAAIATH MECSIIEB €r0 HEPEPhIBHON pabOTHI B TAHHON OpraHU3aluu

4. Korjia mpenocTaBIisieTcsi €)KeTOIHbIN OTUIAYMBAEMBINA OTITYCK PAOOTHHKY-COBMECTHTEIIO?
a) Korna yno6Ho paboronaTento

0) OnHOBpPEMEHHO C OTIYCKOM IO OCHOBHO# padote

B) Korma Het paboThl

5. Kak yuutbIBaroTcss Hepabouue npa3IHUYHbIC JHU, TPUXOIAIINECS Ha IEPUOJ €KErOJHOr0
OCHOBHOT'0 OIUIAYMBAaEMOI0 OTIIycKa?

a) BrirouaroTcs B UMCIO KaJleHIapHbIX THEH OTImycka

0) B yncy10 KajleHJAPHBIX THEH OTHYCKA He BKJIIYAKTCS

B) [lo ycMOTpeHuIo pyKOBOJUTENSI OpraHU3aI|H

6. Korna yrBepknaercs rpaduik OTIyCKOB Ha OYEPETHOM TO1?

a) 1 nexabps

0) 3a 1Be HeleIM 10 HACTYIJIEHUS] HOBOI'0 KAJIEHIAPHOTI0 rojia
B) B nepBblit pabounii 1eHs HOBOTO roja

7. B Kakux ciay4asx eKeroJHbIN OIIauuBaeMblil OTIYCK JTOJDKEH OBITh MPOJICH?
a) B ciiyyae BpeMeHHOM HETPYA0COCOOHOCTH PA0OTHUKA

0) B cyuae nHs poxaeHus

B) B ciiyuae oTcyTcTBUS OUIIETOB HA CAMOJIET WJIH MOE3]]

8. IIpu KaKOM yCIIOBHH JIOITyCKAeTCS OT3bIB pA0OOTHHKA U3 OTITyCKa?
a) [1o nannmartuBe padotoxarens

0) [lo nHUIIMaTHBE HaYaJbHUKA OTICIA

B) T0JIbKO ¢ MUCHLMEHHOT0 COTJIacusi pa0OTHUKA

9. Kakoit MakcUMaJIbHBIA CPOK UCIIBITAHMS YCTAHABIIUBACTCS MPU 3aKIIOUECHUN TPYIOBOTO JOrOBOpa

JUTSI pYKOBOJIUTENICH OpraHu3aIiiii U TJIaBHBIX OyXTanTepoB?
a) 3 mecsn
0) 6 mecsilieB




B) 9 MecsIieB

10. KakoB MakcHMasbHBIN CPOK UCIIBITAHUS IIPU 3aKJIIOYEHUHU TPYA0BOTO I0TOBOpPa Ha CPOK OT 2 110 6
MecsILEeB?

a) 2 HeresH

0) 1 mecsn

B) 2 Mecsna

11. YcranaBnuBaeTcs i UCTIBITAHUE JIJIs1 pa0OOTHUKOB, TIPUTIIAIIICHHBIX HA PabOTy B TIOPSIKE
nepesoa’?

a) Jla

0) Her

B) TOJIBKO M0 KEJIaHUIO PYKOBOUTENS

12. JIns xakoit kaTeropuu pabOTHUKOB 3alPelIeHO YCTaHABIUBATh UCTIHITAHUE NP MPHUEME Ha
pabory?

a) Jlns amu, He gocTurmmx 18 et

0) s i, nocturmux 40 et

B) st mun, nocturmmx 50 et

13. B xakoii (hopMe coCcTaBIsETCS TPYAOBOH TOTOBOP?
a) B yctHoi

6) Ilo pemieHnI0 PyKOBOIUTEIS

B) B nucbMeHHoii

14. TIpu cmene pamMuauu COTpyAHUKA HA TUTYJIBHOM JIUCTE TPYJIOBON KHUKKHA HEOOXOUMO:
a) Hamcats psiioM HOBYIO (paMUIIHIO, B3SIB IPEKHIOIO B CKOOKH

0) Crapas pamMu/ius 3a4epKUBAETCA OJJHON YepPTOil M BNIUCHIBaeTCsl HOBasi pamuiius
B) [IpexHior0 (hamMuinio 3ama3aTb KOPPEKTOPOM

r) Boucate HOBYIO pamMuIHIO TACTON APYTOTO IBETA

15. B Tpy10BO# KHM)KKE MOTYT OBITh 3amucu o (cT. 66 TK PD):
a) Harpa:xnenusx

0) Briroopax

B) Hapymenusx

r) HarpaxaeHnusx, BBIrOBOpax, HapyIIEHUAX

16. [Ipu 3aKII0YEHUU TPYIOBOTO JIOTOBOPA JIMIIO, MOCTYIAIOIIee Ha paboTy, MPEIbIBISICT
pabortonmarento (cT. 65):

a) CHWIC

0) MUHH

B) CBUACTENBCTBO O Opake

r) CBUIECTEIHCTBO O POKICHUH PEOCHKA

17. Kakoii cpok cuMTaeTcsi MAaKCUMaTbHBIM JIJIsl UCTIBITAHUS TIpU ipuémMe Ha padoty (ct. 70):
a) 1 ron

0) 6 MecsileB

B) 3 Mecsa

r) Her orpannyenuii

18. 3 urons (BTOPHUK) COTPYAHUK mporyJsul. Kakum THEM ero yBOIUTH 3a IPOTYJI, €CIU MUChbMEHHbIE
00BSCHEHHsI OH MTPEAOCTABIII 4 MO ?




a) 2 uroJs
0) 3 urons
B) 4 H10JI41
r) [Ipn Hamu4YuM 0OBsICHEHUN YBOJIbHEHUE HE TIPABOMEPHO

19. IIpaBoMepHO 1 YBOJILHEHHE COTPYAHUKA 32 HCTOJIB30BaHNE «B KOHTaKkTe» B TeUeHHE paboyuero

THS ¢ pabodero KOMIbITepa
a) Her

0) [IpaBoMepHO /IS COTPYAHUKOB, B YbH JIOJDKHOCTHBIE 00SI3aHHOCTH HE BXOAUT Pab0Ta B COICETSIX

(paboTa Mo MOMCKY MepPCOHalIa, TAPTreTUHTY, pa3MeIleHne KOHTEHTa B TPYIIe padoToAaTelNs U T.1.)
B) IIpaBomepHo, ecsin B IIBTP nponucan 3anper Ha mo/ib30BaHue couceTsIMH Ha padoTte
r) [IpaBoMepHO, paOOTHHUK HE JOJIKEH «CHIIETh» B COIICETSIX Ha paboTe

20. Ecin coTpyiHUK He yKa3al B 3aBJICHUU 00 YBOJIBHEHUH IO COOCTBEHHOMY KEJIaHUIO 1aTy
MpeKpaIleHus TPYJOBbIX OTHOLIEHUH, TO paboTOAATENb:

a) MoxeT yBOJMTb COTPYAHUKA, KOTAa eMy OyZAeT HaliileHa 3aMeHa

6) JloykeH yBOJIMTH COTPY/AHUKA B TEUCHHUE TPEX THEU

B) /lomkeH yBOJINTH COTPYTHUKA JI0 UCTEUEHHSI IBYX HEJEIIb I0C/Ie 0Jauu 3asiBIECHUS

r) He MoxeT yBoJINTH pa00OTHHKA /10 HCTEYEHHUsI ABYX HeAedb M0cJIe IOAA4H 3asiBJICHHUS

21. Y4yeOHbIif OTIYCK MPEIOCTABIAECTCS HA OCHOBAHUU:
a) CnpaBku-BbI30Ba

0) 3a4€THOM KHIKKH

B) Brimucku u3 yaeOHoit Beqomoctu BY3a

r) AKaJeMUYECKON CIIPaBKU

22. Ecnu coTpyAHUK UAET B OTIYCK HE 10 rpauKy OTIYCKOB:

a) ['paduk OTITyCKOB HYKHO TIepeIeaTh

6) B rpade 6 3amTpuxoBaTh JaThl INIAHUPYEMOTO OTITyCKa U BMECTO HUX HAlMCaTh HOBbIE
B) B rpade 6 3auepkHyTh JaThl INIAHUPYEMOTO OTIIyCKa U PsIIOM HalKMcaTh HOBbIE

r) Buectu natel pakTudeckoro ornycka B rpady 7

23. YUro nenate, €CiM B JIMYHON KapTOUYKE 3aKOHYMIIOCH MECTO JIJIsl BHECEHHsI HH(pOopMaIu 00
OTITyCKE COTPYIHHKA!

a) bonbiie He BHOCUTD B JIMYHYIO KapTOUKY 3aIMCH 00 OTIyCKe

0) 3amaszaTh IITPUXOM WJIH 3aKJIEUTh UMEIOLIYIOCS HHPOPMAIIMIO U CBEpXY HamucaTh HOBYIO

B) 3aBECTU BTOPYIO JINYHYIO KAPTOUKY

r) OpopMuTh 10N0JTHEHHE K JJUYHOH KAPTOUKe

24. Ecnu coTpyAHUK B3sUT OTITYCK co 2 Mast 2023 roja Ha 2 HeJenu, TO KOT/1a €My BBIXOJUTh Ha
paboty?

a) 16 mas

0) 17 man

B) 20 Mas

r) 24 mas

25. YUro nenats, ecinu OepeMeHHasi COTPYAHUIIA MTPeIbsBIIA paboToAaTENI0 OOJLHUYHBIN HE Cpasy,

Kak MoJiy4yuia ero, a no3aHee?
a) OpopMIIATE OTITYCK 33 THUM YHCIIOM, a IIOCOOME BBIIJIAYMBAThH B MTOJIHOM 00bEME THEM, KOT/Ia
COTpYAHHIIA TIPUHECTIa OOJIbHUYHBII

0) OdopmisTs otryck Ha 140 gHEl CEroAHSIIHUM YHCIOM U BHITUIAYMBATH MTOCOOME C TOTO MOMEHTA,

KaK COTPYJHHIIA IpHHEca OONbHUYHBIN U HamKcala 3asBJIeHUe




B) OTtnyck npenoctaButh Ha 140 nHeit 3aBTpamHuM yucioM. IlocoOue BBIIIATHTH C TOTO MOMEHTA,
KaK COTpYIHHIIA TPUHEca OOIbHUYHBIN U 3asBIICHUE

r) OopMuUTH OTIYCK € 3aBTPAIIHEr0 AHA 110 ATy OKOHYAHMSA, YKA3aHHYI0 B 00JILHUYHOM.
ITocoOme BHIVIATUTH He MOJHOCTBIO, 2 C MOMEHTA 0()OPMJICHHUSA U 10 1AThl, YKA3aHHOU B
00JIbHUYHOM

26. Bkiagplil K TPy10BOM KHUKKE IPUKPETIAETCS
a) C momoIpto cremiepa

0) BuunBaercsi HUTKaMu

B) [IpukneuBaercs

r) BkiagpiBaercs B cepeinny 6e3 MpUKpEIICHUs

2.2 Tunosble 321aHNUA 1JIs1 OLEHKH NPOAYKTHBHOI0 00pa30BaTeIbHOIO pe3yJibTaTa

Kon n HaumeHoBaHue HHIUKATOPA TOCTUKEHUS OO0pazoBaTenbHbBIN pe3ynbTaT
KOMIETCHIINH
OIIK-3.2: AHaau3upyeTt npodjeMHble CUTYalluu | YMeeT: pa3pabarbiBaTh MPOEKTHI

AeSiTeJIbHOCTH OpPraHM3alu, Ppa3padaTbiBaeT | JOKYMEHTAIMOHHOTO COMPOBOXKACHUS MEPOTIPUITUH,
OPraHU3alMOHHO-YIIPaBJIeHYECKHEe PelIeHUs W | HalpPaBJICHHBIX Ha peanu3anuo CTpaTeruu
000CHOBBIBA€T HX € Y4YeTOM JIOCTHKEHMS | YIPABJICHHUS MEPCOHAIIOM OpraHU3aIuu
IKOHOMHMYECKO, COMATBHON U 3KO0JOTHYeCcKoi
3¢ dexkTUBHOCTH, obecrieunBaeT X
AOKYMEHTAIlHOHHOE CONPOBOKICHHE

28. IIpoA0KUTENBHOCTh CE30HHBIX Pa0OT B TEYEHHE rojia MO 00IIeMy IIPABIITYy HE MOKET
MPEBBIIATH ... YKaXXUTE MEPUO]I B MecsIIax
OtBeT: 6 MecsIIeB

29. TpynoBas KHUXkKa AJis ipegocTaBineHus B [leHcronuslii (hoHa BhAaeTcs pabOTHUKY Ha PYKHU IO
€ro MMCbMEHHOU MPOChOE B CPOK ...
OtBet: He no3Hee 3 pabouux AHEH

30. Ilpu cokpamieHr# paboToIaTEIeM YUCIEHHOCTH PAOOTHUKOB MPEUMYIIECTBEHHOE IIPABO Ha
OCTaBJIeHHE Ha paboTe JOJIKHO MIPEIOCTABIATHCA pAOOTHUKAM C 00Jiee BBICOKOM MPOU3BOAUTEIBHOCTHIO

TpyIau ...
OtBer: KBamMpUKaIMEn

31. [Ipu 3aKJIFOYEHHH TPYAOBOTO IOTOBOPA HAa CPOK OT 2 710 6 MECSIIEB UCTIBITAHUE HE MOXKET
MPEBBIIATD ... YKAKUTE MEPUOJI B MeCAIaxX
Ortger: 2 Mecsna

32. 3a xakoi CpoK pabOTHHK, 3aKTFOYMBIIHNA TPYIOBOH JOTOBOP HA CPOK J0 ABYX MECSIIEB, MOXKET
JOCPOYHO PAaCTOPTHYTh €ro 10 COOCTBEHHOMY JKEJIaHUIO, MPEIyNpeanuB 00 3ToM paboTonaTens?
OrtBeT: 3a TPpU AHA OO YBOJIbHCHHA

33. Koro B COOTBETCTBUH C 3aKOHO/IATEIILCTBOM HEJIb3s1 YBOJIIUTH 32 HEOJHOKPATHOE HApyIICHUE
TPYAOBBIX 00s13aHHOCTE?
OTBet: OepeMEeHHYIO pabOTHHUILY

34. Kakue aBa IOKyMEHTa MIPEeIbABISET pad0TOIaTENI0 MHCIIEKTOP TPY/a PHU BbIE3AHOM IpOBEpKeE?
VYKaKuTe TOKyMEHTHI YEPES ;
[IpaBusibHbBIE OTBETHI: CIYKEOHOE YIOCTOBEPEHHE; PACTIOPSHKEHUE O MPOBENECHUU IPOBEPKU




35. Ilpu BO3BpaIeHUH U3 KOMAHAUPOBKH PAOOTHHUK JOJIKEH MPEJICTABUTH ...
OTBeT: aBaHCOBBIM OTYET

36. [l xoro u3 paboronateneii 00s13aTeIbHO HATMYUE TOKYMEHTA O MOpsaKe 00paboTKu
NEPCOHAIBbHBIX JAHHBIX?
OtBerT: 1 Bcex

37. MoxeT 11 ObITh OTCTPaHEH OT PadOThI COTPYAHUK M3-3a HETIPOXOXKIACHUS 00s3aTEIHLHOTO
MEIMIIMHCKOTO OCMOTpa?
Otser: na

38. Koro Heo0x011MMO0 YBEZJOMUTH O IpHeMe Ha paboTy «Oe3BU30BOT0» HHOCTPAHHOTO PAOOTHUKA?
Otset: MB/]

39. Eciin paboTHHK 1O/ 3asiBJIEHUE Ha OTIYCK BHE rpa)uka OTIIyCKOB, TO MOXKET JIM pabOTOIaTeNh
eMy OTKa3aTrb?
OtBeT: na

40. Ecu paGoTHHUK TTOaJT 3asiBJICHUE HAa YBOJBHEHHUE, TO JI0 KAKOTO MOMEHTA OH MOXKET €Tro
0TO3BaTh?
OTBeT: 10 OKOHYAHUS MTOCJIETHETO pabovero JTHs

41. B TeueHne Kakoro cpoka pabOTHHUK JOJKEH OBITh 03HAKOMJICH C TIPUKA30M O BEIHECEHUH
AUCHUILIAHAPHOTO B3BLICKAHUA?
OTBeT: B TEUCHUE TPEX PaOOUNX JTHEH

42. B Teuenue ... pabounx JTHEH ¢ JaThl Havajga paboThl paOOTHHUK TOKEH ObITh O3HAKOMJIEH TIOT
POCTIHCH C IPUKA30M O MpreMe Ha paboTy
OTtBeT: Tpex

43. JlomkeH 1 paOOTHHUK MTUCATh 3asiBJICHUE Ha YBOJIbHEHHUE COOCTBEHHOPYYHO?
OrTBerT: HET, paGOTHI/IK MOXKCECT 3as4BJICHUC HaIl€4yaraTrh, I'’'TaBHOC, I{T06I>I €ro 1noAIucCh 6BIJIa
CcOOCTBEHHOPYYHOU

44. B xakux ciaydasx npeaocTaBlIeHNe TapaHTU U KOMITCH A paOOTHIUKAaM, COBMEIIAIOIINM
paboTy ¢ moiyueHueM 00pa30BaHHUs, SIBISETCS TPABOMEPHBIM?
OTBeT: npu Nojay4yeHUu pabOTHUKaMU 00pa30BaHUs COOTBETCTBYIOIIETO YPOBHSI BIIEPBbHIE

45. Pa3zmepsl mocoOuii o BpeMeHHOM HETPYA0CTIOCOOHOCTH yCTaHABIMBAIOTCS:
OtBert: (henepabHBIMU 3aKOHAMU

46. CornacHo HopMaM TpymoBoro konekca Poccuiickoit @eneparuu 3apaboTHAs 11aTa
MPEACTABIISIET COOOM:
OTBeT: BO3HArpaxJaeHue 3a Tpy.l

47. Omnata oTIycKa MpOU3BOJIUTCA HE MO3/IHEE YeM 3a ... JTHS J0 ero Hauaja
OtBeT: Tpu

48. HopMmasbHast MPOIOJIKUTEILHOCTh pab0vYero BpeMEeH! He MOXKET MPEBBIIATh ... YaCOB B HEJEIIO.
Ortser: 40




49. Kakue Tpu opraHu3anmoHHbIe (OPMBI A€JI0NPON3BOICTBA Brl 3HaeTe?
OtBet: LlenTpanu3oBaHHasi, AEIEHTPAIN30BaHHAs, CMEIIAHHAS

50. IIpu oTcyTCTBUM JOHKHOCTHOTO JIMIIA B MOMEHT MOANKUCAHUS JOKYMEHTA, - MOKHO JIU
MPOCTABJIATH KOCYIO YePTY WJIH MPEIJIOT “3a” Tepe]] yKazaHHUEeM ero JOJKHOCTHU (4TOOBI MOT MOMAINUCATh
JIPYTOH 4eoBeK)?

OtBert: HeT

51. Kak 3amMecTHTeNb, UCTIONHSIOUINA 0053aHHOCTH PYKOBOAUTEIIS OANHUCHIBAET JOKYMEHTHI B
OTCYTCTBUY PYKOBOAUTES?
Otger: U.o.pykoBoauTes

52 I[JISI y,[IOCTOBCpeHI/I}I ... IOJJIMHHOCTHU I[OKyMeHTa HpOCTaBHHIOT OTTHUCK IICYaTH.
OTBeT: NOUIMHHOCTHU

53. HyxHO 1 MHChbMO, TTIOATOTOBJICHHOE HA OJIaHKE, YIOCTOBEPSIThH TIEYaThIO?
OtBert: HeT

54. Habop pekBU3UTOB O(PUIIHATIEHOTO MTUCHMEHHOTO JOKYMEHTA, PACIIOJIOKEHHBIX B ONPEIEICHHOM
IIOCJIE0BATEIBHOCTH — ITO ...
OtBert: hopMyIsip JOKyMEHTA

55. CkoJIbKO BapHaHTOB OJIAHKOB YCTAHOBJICHO B 3aBUCHUMOCTH OT CIIOC00a PacIioIOKECHUS
PEKBHU3UTOB?
Otser: 2

56. Kakue Tpu Buja 0J1aHKOB YCTaHOBIICHBI JUISI OpTaHU3AIMH, €€ CTPYKTYPHOTO TOApa3ACICHUS U
JNOJDKHOCTHOTO Juma?
OtBeT: o0mmii 6;1aHK; OJaHK MHChMa; OJTAHK KOHKPETHOTO BU/Ia JOKYMEHTA

57. MOXHO 11 HAa JOKYMEHTAaX MPUBOJUTH COKPALLIEHHOE HAMMEHOBAHUE OPraHU3alllu, €CJIM OHO
3aKpEIUICHO B YUPEIUTEIbHBIX JOKYMEHTAX OpraHu3auu’?
OTBeT: 1a

58. Kakue cBeieHus MPUBOJAT B CIPABOYHBIX TaHHBIX 00 OpraHu3anuu?
OTBeT: NOYTOBBIN aapec, HoMep TesnedoHa U Ipyrue CBEAECHUS 110 YCMOTPEHUIO OpraHU3aluu

59. OTpacinp aesTenbHOCTH, 00eCTICUNBAIONIAs JOKYMEHTUPOBAHUE H OPTaHU3AINIO0 PAOOTHI C
o(uIMaNbHBIMU TOKYMEHTaMH — 3TO ...
OTBeT: Ae10IpPOU3BOJICTBO

60. YkaxxuTte mpaBUIbHBIN BapruaHT 0(pOpMIICHHUS TTOYTOBOTO ajpeca B "CrpaBOYHBIX JaHHBIX 00
opraam3anuu-asrope". OAO "ITunot" 212109, r. YibsiHOBCK, yi1. 3omorapeBckas, 3, od. 112.
Otset: OAO "ITumot" 212109, 1. YassHOBCK, yi. 3oyorapesckas, 3, odpuc 112

OIIK-3.2: Anajqu3upyer npoodjemMHble cutyauuu | Biageer: HaBBbIKaMH JIOKYMEHTAIIHOHHOTO
AeSiTeIbHOCTH OPraHu3aluu, pa3padaTeiBaeT | 00€CICUCHUs] YIpaBICHUS MEPCOHATIOM U OICHKU
OPraHM3alMOHHO-YIIPABJIeHYeCKHe pelleHUusl M | OPraHU3allMOHHBIX,  COIMAJIBHBIX  IOCJEICTBUIN
000CHOBBIBAE€T HX € Y4YeTOM JOCTH:KEHHSl | OCYIICCTBICHUS MEPOIPUSATUNA, HAMpaBICHHBIX Ha
IKOHOMMYECKOH, CONHAJBLHOH U IKOJOTHYEeCKOil | pealn3alliio CTpaTeruyl yIpaBiIeHUs IEPCOHAIOM
3¢ dexTUBHOCTH, o0ecneunBaeT X
AOKYMEHTAIMOHHOE CONPOBOK/IEHUE




3aI[aHI/I€ 1. Kor;[a AOKYMCHT I'OTOBUTCA B OTBCT HA KaKo#-TO 3aIrpoc, Wi NoAroTaBJINBacMO€C IMMCbMO
SABJISIETCS OTBETOM Ha APYroe€ MUChbMO UCIONB3YeTCs ... “CChUIKa Ha PErUCTPAlMOHHBIA HOMED U J1aTy
JOKyMeHTa ?

OTBET: PEKBU3UT

3aganue 2. B Tex cinydasx, €ciM 3aTpyJHEHO ONPEACIICHUE MECTAa COCTABJIECHHUS WIIH U3IaHHS
JOKyMeHTa 1o pekBu3uTaMm "HammenoBanue opranuzanuu’ uwin "CrpaBodHble JaHHBIE 00 opranuzanuu’
odopmiisieTcs ... "MecTo cocTaBlIeHUS WK U3JIaHUs TOKyMeHTa'?

OTBeT: peKBU3UT

3ananue 3. «YTBEPXIAIO Jdupekrop 3AO "[Munot" [Moanuce A.B. Ilerpos 23.09.2023» Kaxoit
PEKBU3UT 0(OPMIISETCS TAKMM 00pa3oM B JOKYMEHTE, KOT/Ia YTBEPKACHHUE MTPOUCXOTUT TOIKHOCTHBIM
TUIOM?

Otger: rpud yTBEpKIACHUSA

3aganue 4. «YTBEPX/IEHBI pemenniem Coseta qupektopoB oT 12.01.2023 Ne2y Kakoil pekBU3UT
oopmisiercss TakuM 00pa3oM B TIOKyMeHTe, eciu “TIpaBuiia BHyTpEHHET 0 TPYJOBOTO pacropsaka’
yTBepkaatoTcs pemeHrneM CoBeTa AUPEKTOPOB.

OtBert: rpud yTBEpKACHUSA

3amanue 5. B kakoM MecTe TOKyMEHTa pacroyiaratoT rpud yTBepKIeHUs JOKyMeHTa?
OtBet: B npaBoM BepxHEM yriy

3amanue 6. SBnsercs a1 mpodcor3 CTOPOHOM TPYAOBOrO JT0TOBOpa?
OtBeT: HET

3ananue 7. Yka3biBatoTCs B Tpy10BoM goroBope @.1.O. poauteneit paboTHuka?
OTtBeT: HET

3aganue 8. CylecTBYIOT JIU B TPYJAOBOM JOTOBOPE YaCTHBIE YCIOBUS?
OtBert: HET

3ananue 9. Korma pabOTHHUK JTOJKEH NPUCTYIUTH K paboTe, eCa B TPYIOBOM JIOTOBOPE MO KAKHM-
1100 IPUYMHAM HE ONpeIeieH JIeHb Hadana paboThl?
OTBeT: Ha CNeAYIOIIH JIeHb

3ananue 10. CyniecTByIoT M IPEPHIBUCTBIE TPYAOBBIE I0TOBOPHI I10 CPOKY UX AEUCTBUA?
Otser: HET

2.3. IlepeyeHb BONPOCOB /ISl NOATOTOBKH 00y4alOIIUXCS K NPOMEKYTOUHOM aTTecTAlMU

1. OcHOBHBIE TIOHSTHS W TEPMHUHOJIOTUS JOKYMEHTAIIMOHHOTO OOCCICUCHHs yIpPaBICHUS.
HopmartuBHO-MeTOqMUecKOe 00eCTIeYeHHE JOKYMEHTAIIMOHHOTO 00CCIICYCHUS YITPABICHHUS.

2. Kitaccugukanus TOKyMEHTOB M JOKyMEHTHOUM HH(pOpMaIuy.

3. VHubwukaus U CTaHIapTH3alMs IOKYMEHTOB, YHU(UIIMPOBAHHBIC CHUCTEMBI, MEXKIyHApOIHAs
CTaH/IapTHU3AIHUs YIIPABICHYECKON MoKkyMeHTanuu. @opmartel Oymaru.

4. HamumoHanbHasi CTaHIApTH3aIMs YIPABICHYCCKONW NOKyMEHTAIMH. YHH(DHUIMPOBAHHAS CHUCTEMa
OpTraHU3aI[MOHHO-PACTIOPSANTEILHON JoKyMeHTanuu. CXema pAacIoIOKECHHUS PEKBU3UTOB, MPaBWIIA KX
odopMITCHHUS.

5. bnaHKM JOKYMEHTOB, BHUJBI OJIAHKOB, COCTaB PEKBH3UTOB W BAPUAHTHI WX PACIOJIOKCHUS.
OCOOCHHOCTH U3rOTOBJICHHS U MCITOJIb30BaHHS TePOOBBIX OJaHKOB.




6. JIOKyMEHTHpOBAaHUE OPTraHU3ALMOHHOW JEATEIBHOCTH. XapaKTEpPUCTUKA OpraHU3alMOHHBIX
JIOKYMEHTOB M 0COOEHHOCTH X 0OPMIICHHUS.

7. JloOKyMEHTHpOBAaHHE paCHOPSAUTEIBLHOW JEATENBHOCTH. XapaKTEPUCTHKA pPaCIOPsAIUTENIbHBIX
JIOKYMEHTOB M 0COOEHHOCTHU UX 0OpPMIICHHUS.

8. XapakTepucTuka pa3HOBHIHOCTEH NENIOBBIX NuceM, MpaBuia ux odopmieHus. OcobeHHOCTH
MEPETHUCKHU C MHOCTPAaHHBIMU KOPPECTIOHICHTAMH.

9. XapakTepucTuka M OCOOCHHOCTH O(OPMIICHHUS CIPABOYHO-MH(POPMALMOHHBIX JIOKYMEHTOB,
odopmIIIeMBIX Ha 00IIIeM OJIaHKe.

10. Konuu 10KyMEHTOB, IpaBuiia UX 0(OPMIICHHS, N3TOTOBIICHHSI, 3aBEPEHUS U MOPSAIOK BbIIAUH.

11. Cnyx0a pokymeHTarnuonHoro obecneueHus ympasineHus (CHOVY), ctpykTypa ¥ (QyHKUIHU.
[Tonoxenne o CIOY, opranusaiys u yciaoBus TpyJa ee paOOTHHKOB.

12. TloHsTue AOKyMEHTOOOOpOTa, €ro cocTtaB, 00beM. OCHOBHBIE NPHUHLUIIBI OpraHU3alUun
JIOKYMEHTO000pOTa, aHAJIN3 CTPYKTYPhI U METObI COKPALICHHUS JOKYMEHTOO00pOTa.

13. IIpuem u 06paboTKa BXOASIMMX JOKyMEHTOB. [lopsamok odopmiiennst pekBuzuTa «Pe3omrorus.
OnpezeneHyue UCIOIHUTENS JOKYMEHTa B COOTBETCTBUU C pe3oitolueil pykoBoactBa. CrocoObl T0CTaBKU
JIOKYMEHTOB B CTPYKTYpHBIE [TO/Ipa3/IeJICHNUS.

14. Peructpauus NOKYMEHTOB, €€ 3aJaud U Lend. Kareropum NOKYMEHTOB, MOJIEKAIIUX U HE
nojiexxaumx perucrpanuu. CHCTEMBl pPETUCTpallMd, NPHUMEHSEMble B OpraHu3alusaX; (akTophl,
OTIpeIeNIAIONINe UX BBHIOOD.

15. Tlopsiiok MPOXOXKACHUSI UCXOIAUINX U BHYTPEHHUX JAOKYMEHTOB B IPOIIECCE MX IMOATOTOBKH.
WNuauBuayanbHble U TUIOBBIE CPOKM McnojHeHUs. [lopsiiok coriacoBaHus NpOEKTa JOKyMEHTa € JOJDK-
HOCTHBIMH JIMIIAMH, CTPYKTYPHBIMU TOPA3/AeICHUSIMH, OOIIECTBEHHBIMU U CTOPOHHUMU OPraHU3aLUSIMH.

16. Opranuzanust KOHTPOJIA HCHOJHEHHUS JOKYMEHTOB B YCJIOBUSX TPaJWLUOHHONW 00pabOTKH
JIOKYMEHTOB. TexXHOJI0Tus MpOoBeACHHSI KOHTPOJIbHBIX onepauuid. [lopsaok cHATHSA JOKYMEHTa C KOHTPOJIS.

17. Posib 1 3HaueHre HOMEHKIATyphl Aei. [lopsnok ee cocTaBneHust, 0pOPMIICHHS U COTTIACOBAHMSL.

18. ®opMupoBaHue U ONEPATUBHOE XPAHEHHE JIE.

19. IloaroToBka 1OKyMEHTOB K II€peiade B apXUB OpraHU3aluu.

20. Opranusanus padoThl ¢ JOKYMEHTaMH, CoiepKallluMU KOHGUACHIINAIbHY0 HH(DOpMALIHIO.

21. Opranuzanus paboThl ¢ TUCBMEHHBIMU U YCTHBIMU OOPAIIEHUSIMU TPaX/IaH.

22. [lopsimok BeACHUS JAETONPOU3BOICTBA MPH MPHUEME Ha PabOTy COTPYTHUKOB.

23. ®opmHpoBaHUE JIMYHOTO Jena paboTHUKA. COocTaB JOKYMEHTOB JIMYHOIO Jieia U MX 0(hOpMIICHHE.

24. Tlopsaok BelneHUs JAEJIONPOM3BOJCTBA NpPHU MEPEBOJE COTPYAHHKAa Ha Jpyryo pabory,
IIPEIOCTABIIEHUH OTITyCKa, IOOLIPEHUH U YBOJIbHEHHH.

25. Ilopsimok BeaeHUS TPYAOBBIX KHIDKEK, BKIAAbINIEH K HUM U TyOnmukaroB. [IpaBuia onepatuBHOTO
XpaHEHUs JINYHBIX Je] paboTHUKOB. [ToAroTOBKA TUYHBIX JIe] K Nepejaue B BEJOMCTBEHHBIN apXuB.

26. Opranusanus padoThl ¢ NEKTPOHHBIMU JTOKYMEHTAMH.

27. OcHoBHBbIE 3aqaud, (QYHKIMH, @paBa, OTBETCTBEHHOCTb CIYXObl JOKYMEHTAIlMOHHOTO
oOecrnieueHus ynpapieHus. TUIIOBBIE CTPYKTYPbI CITYKObI JOKYMEHTAIMOHHOTO 00ECIeUeHus yIIpaBiICHHUS.

28. IlpuHIMnBl cUcTEMaTU3aluu TOKYMEHTOB BHYTPH Jena. [IoHATHE M OopraHu3anus 3KCHEPTU3BI
LEHHOCTHU JOKyMeHTOB. Opranuzaius paboTsl IKCIEPTHON KOMHUCCHU.

29. Ilepenaua fien Ha rocy1apCTBEHHOE XpaHEHUE, eIUHbIE TPeOOBaHHS K 0(hOPMIICHHUIO U XPAHEHUIO
JTOKYMEHTOB.

30. Ponp cekperaps B OpraHuM3alud MH(MOPMALMOHHOTO M JOKYMEHTALMOHHOTO O0ecredeHus
yrmpasieHus. MecTo cekperapsi-pedepeHTa B CTpYKTYype YIpaBieHUs, TPEOOBAHUS K CEKpeTapio-pedepeHTy.

31. Monatue o crangapTH3alMU. MeXIyHApOJHBIE CTAaHAAPTHI B 00JacTH JIOKYMEHTHPOBAHUS
YIpaBlIeHYECKON AESITETbHOCTH.

32. HomeHknarypa [eia OpraHM3alvi, IEepeAarolleldd M He INepefarolled JOKyMEHTHl Ha
rocyaapcTBeHHoe XxpaHeHue. CocraBieHue 3aroyioBKoB Aei. OnpeseneHne CpoKOB XpaHEHHUs JIe.

33.Cnyx6a nokymeHrtaimonHoro obecneyenus ynpasiuenus (CAOY). Opranusanus 1 ycaoBus Tpyia
pabotauxoB C/IOY.

34. CtpykTypa 1 00beM JOKYMEHTOO00pOTA, MyTH €r0 pariioOHATN3aIUH.



35. Opranuzanusi nepBUYHOW OOpaOOTKM BXOIAIMX JOKyMeHTOB. OOpaboTka M HCIOTHEHHE
BXOJISAIINX JOKYMEHTOB.

36.IToctpoenne uHpopManmoHHO-oUcKkoBbIX cucteM (MIIC) mo mokymentam. OpraHuzanus
pEerucTpallui JIOKyMEHTOB TPAAMIMOHHBIM crnocoOoM. OpraHuzanusi perucTpalud JIOKyMEHTOB Ha
KOMIIBIOTEPE.

37. O6paboTKa UCXOASIMUX TOKyMEHTOB. [loaroToBKa JOKYMEHTOB K OTIPAaBKE.

38. MapuipyTHO-TEXHOJIOTUYECKUE CXEMBI U OTIEPOTrpaMMBbl ABM)KEHUS JJOKYMEHTOB.

39.Ilonatue o craHAapTU3alUMU. MeEXIyHapoJIHble CTaHAAPTHI B O0OJACTH JOKYMEHTHPOBAHUS
YIPaBIEHYECKON AESITEIbHOCTH.

40.YaudunupoBaHHasi CHUCTEMa OpraHU3AIMOHHO-pacnopsauTenbHo mokymeHntanuu (Y COPI).
CocraB 1 XapaKTepUCTHKA JOKYMEHTOB, BXxoasauux B cocras Y COP/I.

41. KoHTpOJIb HCTIOMHEHUS JOKYMEHTOB.

42. CocTaB peKBU3UTOB, UCTIOIb3YEMBIX MPH 0(OPMIICHUH JOKYMEHTOB.

43. Opranuzanusi KOHTPOJISA HCTIOJHEHUS JTOKYMEHTOB TPAIUIIMOHHBIM criocoOoM. OpraHuzarus
KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB € IOMOIIBIO KOMIIBIOTEPA.

44. Homenknatypa nen. CocraBieHue 3arojgoBKoB Aen. OnpeaeneHue CpoKOB XpaHEHHS Jel.

45. CocraBnenue 1 opopMIeHrEe HOMEHKIJIATYPHI 1€ CTPYKTYPHOTO MOApa3/IeICHHS.

46.HomeHknaTypa JAen OpraHM3alMd I[epelalnied W He MNepeAaroled JOKyMEHThl Ha
roCy/1apCTBEHHOE XpaHEHHUE.

47 Ilonstue o OmaHKax JOKYMEHTOB. Buapl OJaHKOB, MCHOJB3YEMBIX B OpraHM3allH, Ha3HAUCHHE
Ka)KI0ro BUJA.

48. ®opMHpOBaHUE U ONIEPATUBHOE XPAHEHUE JE.

49.00m1as xapakTepUCTHKA M COCTAaB I'PYMIbI OPraHU3alMOHHBIX JOKYMEHTOB. CocTaB PEKBH3UTOB
OpraHU3aI[MOHHBIX JOKYMEHTOB.

50. TlogrotoBka ned MOCTOSHHOTO M JUIMTEIBHOTO CPOKOB XpaHEHHsS K Iepefade B apXuB
OpraHH3aIiHy.

51. OdopmiieHne onucH Jesl CTPYKTYPHOTO MO/Ipa3ieiieHus Ha Jiejia MOCTOSIHHOTO CPOKa XpaHeHHUs U
OIMCH JIeJI TI0 JTUYHOMY cocTaBy. CBOHASI OMKCH JIeJ TOCTOSHHOTO XPaHEeHHUS.

52.AKT 00 YHUYTOKEHHH JJOKYMEHTOB, CPOK XpaHEHHUSI KOTOPBIX HCTEK.

53.00m1as XxapakTepUCTUKA U COCTAB PACIIOPSIAUTEIbHBIX TOKYMEHTOB.

54.0pranuzanust paboThl € JOKYMEHTaMHM, COJEpKALIMMHU KOH(PHICHIMAIbHYIO HH()OpMAIHIO.
[TpoBepka HaMUYUSA U COCTOSHUS JOKYMEHTOB U JIe]I, COJIePKalX KOH(UICHIIMATBbHYIO HHPOPMAIHIO.

55.0pranuzanys paboTel ¢ OOpalleHUAMHU Tpax<aaH. BrINoJHEHHe omepanuil MO pPerucTpanuu U
KOHTPOJTIO MCTIOJIHEHUsI 00pallleHui Tpak/laH Ha KOMITbIOTepe.

56. Opranuzanus paboThl ¢ JOKYMEHTaMHU 10 JIMYHOMY cocTaBy. OdopmiieHre mpruema Ha paboTy.

57. Odopmienue mepeBoja Ha APYryr paboTy (BKIOYas 3alOJIHCHHE TPYJIOBOW KHIDKKH H
¢dbopmupoBaHue TUYHOTrO aena). OdopmiieHHe KOMaHAUPOBAHUS U PEIOCTABICHHS OTITYCKOB.

58. Odopmiienne noompenus padoTHUKOB. OhopMIIeHHEe HAJIOKEHHSI TUCIIUIUTMHAPHBIX B3BICKAHUH.

59. Odopmienue yBoabHEeHHUs ¢ paboThl. OPopMIIeHHE TUUHBIX €] PAOOTHUKOB P UX MOATOTOBKE K
nepeaye B BEJOMCTBEHHBIN apXHB.

60.XapakreprcTuka 1 0COOEHHOCTH O(hOPMIICHHUS CIIPAaBOYHO-UH(POPMALIMOHHBIX TOKYMEHTOB.

61.Opranusamnus paboTsl ¢ 3JIEKTPOHHBIMU JOKyMeHTamMH. HopmaTuBHBIE TOKYMEHTHI MO padore ¢
AIIEKTPOHHBIMU IOKYMEHTAMH.

3. MeToan4eckue MaTepHaJbl, ONpee/IsiioNe MPouelypy U KpUTEepUH OLleHUBAHHSA
c(popMHPOBAHHOCTH KOMIIETEHIMI NPHU NPOBEJICHUHN NPOMEKYTOYHOM aTTeCTALIUH

Kpurepuu popMupoBanus 0ieHOK 10 0TBETAM HA BONPOCHI, BHINOJHEHHI0 TECTOBbIX
3ajaHui
- OIICHKAa «OTJIM4YHO» BBICTABIACTCS o6yqafo1ueMycs[, €CJIM KOJIMYCCTBO MPAaBUIIBHBIX OTBETOB Ha
Bornpockl coctaisieT 100 — 90% ot obiero o0bEMa 3aJaHHBIX BOIIPOCOB;



- OIICHKAa «XOPOLIO» BBHICTABIIIETCS 00yyaromeMycs, eClid KOJIWYeCTBO MPAaBUIIbHBIX OTBETOB HA
BOIPOCHI — 89 — 76% oT 001Iero 00BhEMa 3aJaHHBIX BOIIPOCOB;

- OLICHKA «yJAOBJIETBOPUTEJIBHO» BHICTABIIIECTCS 00yUYaIOLIEMYCsl, €CIIH KOJIMYECTBO MPAaBUIbHBIX
OTBETOB Ha TeCTOBbIE BONPOCHl —75—-60 % 0T 0b1iero o6bEMa 3aJaHHBIX BOIIPOCOB;

- OIIGHKAa «HEeYI0BJIETBOPHUTEJIbHO» BBICTABISCTCA OOYyYaromEeMyCs, €CIH KOJUYECTBO
MPaBUIILHBIX OTBETOB — MeHee 60% oT o01iero 00bEMa 3a1aHHBIX BOTIPOCOB.

Kpurtepun popmupoBaHus OLIEHOK 110 pPe3y/IbTATAM BbINOJIHECHUS 3a1aHUI
«OTJIMYHO/32a4TEHO0» — CTAaBUTCS 32 pabOTY, BBIMOJIHEHHYIO MOJHOCTHIO 06€3 OIMOOK U HEJOYETOB.
«X0po10/3a4TeH0» — CTABUTCS 3a pa0dOTy, BHITOJHEHHYIO TIOJIHOCTHIO, HO TIPY HAJIMYUH B HEH HE

6osiee 0JHOM HerpyOoil OIMOKH U OJJHOTO HeJloueTa, He 0oJiee TpeX HEeA0UETOB.

«Y10BJ1eTBOPUTEIbHO/3aUTEH0» — CTaBUTCA 3a paboTy, eciau oOydaroIuics MpaBUIBHO
BBINOJIHWI HE MeHee 2/3 Bcelt paboThI Wiln IOy CTHII He 6oJiee 01HOM rpyOoit OIIMOKY U IBYX HEJIOUETOB,
He OoJiee oAHOM rpy0oii 1 0/1HOM Herpy0oii omuOKkH, He Oosiee Tpex HerpyObIX OoIMOOK, OAHON HErpyOon
OLIMOKHU U JIByX HEJI0UETOB.

«Hey/10B/1eTBOPUTEILHO/HE 3aUTEHO0» — CTaBUTCS 3a paboTy, €CITM YHCII0 OMMOOK M HEJOYETOB
MIPEBBICUIIO HOPMY ISl OLIEHKU «Yy/JIOBJIETBOPUTEIHHO» WJIM IMPAaBUIBHO BBHINOJIHEHO MeHee 2/3 Bceid
paboTHI.

Buowl owubox:

- 2pybvie OWUOKU: He3HAHUEe OCHOBHLIX NOHAMULL, NPABUN, HOPM, HE3HAHUE NPUEMO8 DeuleHusl
3a0au; owubKU, NOKA3bl8aOWUe HeNPAsUIbHOE NOHUMAHUE YCI08UsL NPEONIOHCEHHO20 3A0AHUS.

- He2pyOble OWUOKU: HEMOYHOCMU (OPMYIUPOBOK, ONpedeleHUll, HePaAyUOHAIbHLIL 86100 X00a
peuterus.

- Heoouemvl: HEepaAyUOHANIbHbIe NpUEeMbl GbINOIHEeHUs 3a0aHus, OmOelbHble NOSPeUWHOCMU 8
Gopmynuposxe 66160008, HeOPEINCHOE 8bINOIHEHUE 3A0AHUSL.

Kputepnu ¢popMupoBaHus OlleHOK MO Pe3yJIbTATaM OTBeTa Ha 3a4eTe ¢ OLEHKOI

- OIICHKA «OTJIMYHO» BBICTABISCTCS O0YYAIOIIEMYCs, €CJIM KOJMYSCTBO MPABMUIIBHBIX OTBETOB Ha
Bornpockl coctaisier 100 — 90% ot obmiero o0bEMa 3aJaHHBIX BOIIPOCOB;

- OIICHKa «XOPOIIO» BBICTABIISICTCS 00yYArOMIEMYCsl, €CII KOJINYECTBO NMPAaBUIBHBIX OTBETOB Ha
BONpockl — 89 — 76% ot o01ero 00bEMa 3aJaHHBIX BOIIPOCOB;

- OIICHKa «yJOBJICTBOPUTEIHLHO» BBICTABISICTCS O0YYaIOMIEMYyCs, €CIIH KOJUYECTBO MPABUIIBHBIX
OTBETOB Ha TECTOBBIC BONPOCHl —75—60 % oT 001iero oobéMa 3a1aHHBIX BOIIPOCOB;

- OLICHKA «HEY/IOBJIETBOPUTEIHGHO» BBICTABIISICTCS] 00YJArOIEMYCsl, €CITH KOJIMYECTBO MPABHIBHBIX
oTBeToB — MeHee 60% oT ol1iero oobEMa 3aJaHHBIX BOIIPOCOB.



