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1. IEJTA OCBOEHMSI 1M CLIUIIJIMHBI (MOYJIST)

1.1 | Llenpro AUCIMIUTMHEI ABISETCSA (POPMHUPOBAHHE 3HAHUH y 00yJarONIHXCs B 00JIACTH JOKYMEHTHPOBAHHS IIPOIIECCOB B
0051acTH ynpaBlIeHUs IEPCOHATIOM M OCHOBaMH OpraHU3aIlMu pabOoThl ¢ OPraHU3aI[OHHO-IIPABOBBIMH,
PacnopsAUTENbHBIMH, CIIPAaBOYHO-MH()OPMAMOHHBIMH, TPYJOBBIMH JOKYMEHTaMHU IIPEAIPHUATHS C HCIIOIb30BaHUEM
COBPEMEHHBIX aBTOMATU3UPOBAHHBIX TEXHOJIOTHI.

2. MECTO JUCHUIITMHBI (MOAYJISA) B CTPYKTYPE OBPA30BATEJIBHOU ITPOI'PAMMBbI

Hukn (paznen) OIT: | b1.0.13

3. KOMIETEHIIUY OBYYAIOLETOCSI, POPMUPYEMBIE B PE3YJIbTATE OCBOEHMS JUCHUATIINHBI
(MOJYJIST)

OIIK-3 CriocobeH pa3pabaThIBaTh U OCYIIECTBIATh MEPOIPHSTHS, HAIPABICHHBIC HA PEaTH3AIHIO CTPATETHH YIIPABICHHS
MIEPCOHAIIOM, 00ECTICUYMBATh MX TOKYMEHTAIIMOHHOE COMTPOBOXKICHUE U OIIEHUBATH OPTaHU3AI[IOHHBIC U COMMATBHBIC TIOCIIEICTBHS

OIIK-3.2 JIoKkyMEeHTalMOHHO OOPMIISIET CTPATETHIO YIIPABICHHS ITEPCOHATIOM

OIIK-4 Crocoben NPUMCHSATH COBPEMCHHBIC TCXHOJIOI'MU U MCTOABI ONICPATUBHOT'O YIIPABJICHUSA IIEPCOHAJIOM, BECTH
JOKYMCHTAIIMOHHOE COIPOBOXKACHNUC U YUCT

OIIK-4.1 Benet mokyMeHTaIMOHHOE COITPOBOXACHHUE OIEPATUBHOTO YIPABIICHUS TIEPCOHATIOM

IIK-5 CriocobGeH npoBOIUTh aAMUHHCTPUPOBAHKE MPOLIECCOB U IOKYMEHTOOOOPOTa IO OCHOBHBIM HalpaBlieHHEM pa0OThI ¢
HEepPCOHAIOM

[1K-5.2 Beibupaet cTpykTypy 4 005eM TOKyMEHTOO00pOTa 10 OCHOBHBIM HAIpaBICHUEM pabOTHI ¢ IEPCOHAIOM

B pe3yabTaTe 0cBOCHHS TUCHUILIUHBI (MOAYJs) 00y4YaI0IHUiics 10JIKeH

3.1 |3naTh:

3.1.1 | - HOpMATHUBHO-IIPABOBBIC AKTHI, PETYIUPYIONIHE TPYIOBbIC OTHOLICHUS B OpPraHH3allUK U MO3BOJISIOIINE (OPMUPOBATH
CTpaTEeTHIO YIPABICHNS IIEPCOHATIOM;

3.1.2 | - 3aga4n ¥ pyHKIUH JOKYMEHTAIIMOHHOTO o0ecreueH s paboThl C MEPCOHAIOM; OCHOBBI KaIPOBBIX MPOLEAYP U
KaJpOBOTO JIOKYMEHTOO0OPOTA,;

3.1.3 | - cucteMy TOKYMEHTAITUH U €€ KIacCU(PUKAIMIO; CTPYKTYPY U HEOOXOMMBIC JJOKYMEHTBI IO OCHOBHBIM HATIPaBJICHHSIM
paboTHI ¢ IePCOHATIOM.

3.2 | YmeTh:

3.2.1 | - pa3pabaThIBaTh MPOEKTHI JOKYMEHTAIIMOHHOT'O COMPOBOKICHHUS MEPOIPHATHH, HaIIPaBICHHBIX Ha PeaTH3amnio
CTpaTEeruy yIpaBJIeHUs IEPCOHATIOM OpraHU3alMM;

3.2.2 | - pa3pabatsiBaTh U OPOPMIISITH KJIPOBBIE TOKYMEHTHI, BECTH JOKYMEHTAIIHOHHOE COTIPOBOXKICHIE KaJpOBOH paOoTHI;

3.2.3 | - cocTaBIAT U 0QOPMIIITE OPTaHU3AIIIOHHO - PACIIOPSAUTENIBHBIC TOKYMEHTHI M JIOKYMEHTHI IT0 OCHOBHBIM
HaIpaBJIeHHSIM pabOTHI C IIEPCOHATIOM.

3.3 | Bragersn:

3.3.1 | - HaBBIKAMHU JTOKyMEHTAIIMOHHOTO 00ECTIEYEHHSI YIPABIICHHUS IICPCOHATIOM H OI[CHKH OPTaHU3AI[OHHBIX, COIMAIBHBIX
IOCJIEJCTBUH OCYLIECTBIICHUS MEPOIPUATUH, HAIIPABICHHBIX HA PEAIU3ALMIO CTPATErUU YIIPABICHUS IEPCOHAJIOM;

3.3.2 | - HaBBIKAMH JIOKyMEHTAIHOHHOTO O(OPMIICHHS PE3yNIbTATOB ONEPATHBHOTO YIIPABICHHS IIEPCOHAIIOM;

3.3.3 | - HaBBIKAMH aHaAJIN3a U y4da€Ta JOKYMCHTOB 11O OCHOBHBIM HAIIpaBJICHUAM pa6OTLI C IICPCOHAJIOM.

4. CTPYKTYPA U COAEPKAHUE JUCHUIIJIMHBI (MO YJIA)

Kon HaumeHoBaHMe pa3/iesioB M TeM /BHJ 3aHATHUSI/ Cemectp | Yacos | IIpumeuyanue
3aHATHSA [ Kypc

Pazpnen 1. [lokymeHTaniuoHHOe o0ecnieyeHne YIPAaBJIeHHUS MIEPCOHAIOM

1.1 Tema 1. T'ocymapcTBeHHOE peryaIHpOBaHUE TPYAOBBIX OTHOIIEHUH /JIek/ 3 2

1.2 Wcxonusie noHATHS nenonpon3BoacTBa. HopmaTuBHas ocHOBa mporecca 3 2
JOKYMEHTUPOBAHMS YIIpaBieHus nepconanom /Ip/

1.3 Tema 2. CuctemMa JOKyMEHTAIMH B KaJIPOBOM JIEJIONIPOM3BOACTBE. 3 2
OO0s13aTeNbHbIC U TOTOJHUTEIbHBIC KaIpOBbIe TOKYMEHThI. KagpoBbIii ayaut
cBonMH cuiamMu /JIex/

1.4 Bunst 6;1ankoB U pa3nuans B pexsuzutax /Ilp/ 3 2

1.5 Tema 3. JIoKyMEHTHPOBaHUE TPYIOBBIX OTHOLICHHI /JIek/ 3 2




1.6 Ipuka3 o mpueme Ha padory. JlucraniuonHas pabora. OpopmieHue TPyTOBBIX 3 8
OTHOIIIEHHH TipH ynanenke. Jluunas kaptouka (popma T-2). [TpaBuia
o(hopMITeHHS Pa3aeioB JINYHOH KapTOUYKH. YUeT U XpaHeHue. JImaaoe remno
pabotHuKa. Benenne miuanbix nen. OdopmiieHre 00JI0KKH U BHYTpEHHEH onucH
au4Horo fena. [TpaBuna BbITaud TMYHBIX 1€l Ui paboTel. TpyaoBas KHIKKA.
OdopmiteHne 00I0XKKH, TUTYIBHOTO JIUCTA U COAEPIKATEIBHON YaCTH TPYIOBOH
xHWxKY. [TpaBuna Benenus ¢ yuetom npukaza Munrtpyna ot 19.05.2021 Ne 320n
«O TpyJOBBIX KHIKKAX» DIEKTPOHHAs TPYAOBast KHIDKKA. I'paiK OTIyCKOB.
Buns! ormyckoB. PerynupoBanue oTmyckHbIX cpokoB. IIpukas o

IIPEAOCTABICHIH OYEPETHOTO OITaYMBaeMOoro oTmycka. [Iprukas o mepeBoze Ha
Jpyryto paboty. JIoKyMeHTHpOBaHHE YBOJIbHEHHS (IIPEKPAIICHHS TPYIOBBIX
OTHOILICHHIA) 110 HHUIIMATHBE pa0OTHUKA U 10 MHULMAaTUBe paboromaresns /1p/

1.7 Tema 4. DNeKTPOHHBINH JOKYMEHTOOOOPOT B TPYAOBBIX OTHOIICHUSX. 3 2
OTBETCTBEHHOCTH 32 BEJICHHE M COXPAHHOCTh KaJPOBOM JTOKyMeHTauu /JIex/

1.8 OdopmiieHne 1 cocTaBIeHNE PHKA30B, IPOTOKOJIA B OpraHu3aryu. Poib 3 4
cexperaps, ceKkpeTapa-pedepeHTa B CTPYKType YIPaBICHUS MPEAIPUITHIL.
CocraBnenue pe3tome, xapakrepuctuku. /I1p/

Pa3nen 2. CamocTosiTeibHasi paboTa

2.1 IMonroroka k seknusm /Cp/ 3 4

2.2 IoaroroBka K MpakTHYECKUM 3aHATHIM /Cp/ 3 16

2.3 Homenxkmarypa nen. ®@opmMupoBaHie JOKyMEHTAIBHOTO (DOHIA OpraHU3alHH. 3 13
Bunst Homenknatyp /Cp/

24 IMopsnox 06paboTky MOCTyHaOMUX (BXOAAIMINX) JOKYMEHTOB. 3 11
[IpenBaputenpHOe paccMOTpeHHEe J0KyMeHTOB /Cp/

2.5 dopmupoBaHue 1 0hOPMIICHHE IS B TEKYIIEM JSIOIPOU3BOICTBE. 3 13
Odopmnenune obnoxku aena /Cp/

2.6 KonTpons ucnomaerns nokymeHTos /Cp/ 3 13

2.7 Iepenaua nen B apxuB opranusaruu. Coctasnenue onuceit gen /Cp/ 3 12

2.8 O0paboTka Jien JJ1s mocieayoniero XxpaneHus. [IoaroToBka e ciyx0bl KaapoB 3 11

K Iepenade B apXxuB opramzarmn /Cp/

Pasznen 3. KonrakTHble yachbl

3.1 KonTtakTHbIe yachl Ha arTecTaruio B mepuoa DC /KD/ 3 2,35

5. OHEHOYHBIE MATEPHAJIBI

OneHouHble MaTepuanbl Ui MPOBEACHUS POMEKYTOYHOW aTTeCTAllMU OOYYaroIIUXCsl MPHUBEICHBI B MPUIOKEHUH K
paboueii mporpaMmme TUCUUIUIMHBL.

@DopMBI B BHIBI TEKYIIETO KOHTPOJS 110 AUCHUIUTHHE (MOIYIIO), BUABI 3aIaHUH, KPUTEPHUH UX OLICHUBAHM,
pacmpeneneHne 0aIoB IO BUIAM TEKYIIEro KOHTPOJIS pa3pabaThIBalOTCS MPEMIOAAaBaTeNIeM JUCIUIUINHEI C YISCTOM €€ CIICIU(UKH U
JIOBOJISITCS 10 CBEIEHUs 00Y4aIOLIMXCsl HA TIEPBOM yIEOHOM 3aHATHH.

Texymuil KOHTPOJIb YCIIEBAEMOCTH OCYLUECTBIISIETCS MPENogaBaTesieM AUCLUIUIMHBI (MOAYJs) B paMKaX KOHTaKTHOH
PabOTHI M CAMOCTOSTENBFHOH PaboTh! 0Oydatomuxcs. s GUKCHPOBaHHS Pe3yIbTaTOB TEKYIIET0 KOHTPOIS MOXKET HCIOJIB30BaThCS
BUOC.

6. YAEBHO-METOJUYECKOE U HTHO®OPMAIIMOHHOE OBECIIEYEHUE JUCHUIIJIMHBI (MO YJISA)

6.1. PexomeHayemas JuTepaTypa

6.1.1. OcHoBHas TUTEpPaTypa

ABTOpBI, COCTABUTENU 3arnaBue W3natensc On. aapec
TBO, TOJ
JI1.1 | Ilysanora H. H., OCHOBBI J1€JI0NPOU3BOCTBA. SI3BIK CITYKeOHOIO JOKyMEHTa: Mocksa:  [tps://urait.ru/bcode/4390¢
HBanosa A. 10. V4eOHHK U TPaKTHKYM IOpaiir,
2019

6.1.2. JlonosiHuTE/ILHAS JTUTEPATypa

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




ABTOpBI, COCTaBUTENH 3arnaBue W3narennc On. aapec
TBO, 0L
JI2.1 |Mensenena JI.T'., CaMOMEHEIPKMEHT T03HABATEILHOM JIEATEILHOCTH Mocksa:  |//www.book.ru/book/932
Hapnexnuna E.1O. CTYICHTOB B KOHTEKCTE 00YICHNUS A3bIKY CIEINAIBHOCTH! Pycaiinc,
Momnorpadus 2019
J12.2 | Ky3uenos U. H. JIokyMeHTaIMOHHOE 00eCTICUeHUE YITPABIICHHUS TIEPCOHATIOM: MockBa:  [tps://urait.ru/bcode/4263]
YaeOHUK U TIPaKTHKYM IOpaiir,
2019

6.2 UndopManmoHHbIe TEXHOJIOTHH, HCI0JIb3yeMble TP OCyIeCTBJIeHHU 00pa30BaTEIbHOIO NMPoLecca N0 JUCHHUILINHE

(Mony.a10)

6.2.1 IlepevyeHb JINIEH3UOHHOTO M CBOOO/THO PACTIPOCTPAHSIEMOT0 MPOTPAMMHOI0 00ecreYeHust

6.2.1.1 | Microsoft Office

6.2.2 HepequL HpO(l)eCCl/IOHaJ'leLIX 0a3 JAHHBIX U l/lH(l)OpMaHI/IOHH])lX CIIPABOYHBIX CUCTEM

6.2.2.1 | @enepanpHBIil 00pa3oBaTebHBIN MOpTaT «OKoHOMIKa Cormonorust MenemxMeHT» - http://ecsocman.hse.ru
6.2.2.2 | ba3a naHHBIX «MaKpOIKOHOMHKA» - HH(OPMAMOHHO- aHATMTHYCSCKHUI pa3/iesl opHuIuaIbHOro caiita MUHHCTEpCTBA
¢unancoB PO - http://info.minfin.ru/prices_index.ph
6.2.2.3 | baza nanneix «bubnnoreka ynpapineHus» - Koprnopatusabiii MeHemkMeHT - https://www.cfin.ru/rubricator.shtml
6.2.2.4 | Cratuctudeckas 6a3a nanHbix EOK OOH - http://w3.unece.org/PXWeb2015/pxweb/ru/STAT/STAT _20-ME__ I-MEOV/
6.2.2.5 | CnpaBouno-npaBoBasi cucteMa «KoncymsrantlLitocy (http://consultant.ru)
6.2.2.6 | CnpaBouno-nipaBoBas cuctema «['apant» (http://garant.ru)
7. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYEHUE JUCIUANIJIMHbI (MOAYJISA)

7.1 | YaeOHbIe ayqUTOPHH AJIsl IPOBEACHUS 3aHATHH JIEKIIMOHHOTO TUIIA, YKOMIUIEKTOBAaHHbIE CIIEIIHMATH3UPOBAHHONW MeOebio
U TEXHHYCCKUMH CPEICTBAMH OOYUICHUS: MyJIbTUMEIUHHOEC 000PYIOBaHUE IS IPEIOCTABICHUS yIeOHON HH(pOpMALUH
OOJIBIIION ayTUTOPHUH H/WITH 3BYKOYCHITHBAIOIIEe 000pyIOBaHHE (CTAI[OHAPHOE MITH MTEPEHOCHOE).

7.2 | YaeOHbIC aymUTOpHH [UTS IIPOBEICHUS 3aHATHI CEMUHAPCKOTO THIIA, TPYIIITOBBIX U WHAUBHIYAJIbHBIX KOHCYIbTAIIHH,
TEKYIIETO KOHTPOJISL ¥ TPOMEKYTOUHOH aTTeCTAINH, YKOMIUIEKTOBaHHbIE CIICI[HaIN3NPOBAaHHON MEOEIbIO 1
TEXHHYECKUMH CPEICTBAMH OOyJIEHHS: MyIbTUMEIUIHOE 000PYI0BaHNE 1/IITH 3ByKOYCHIIHBAIOIIee 000pyI0BaHHE
(cTanimoHapHOE WM TIEPEHOCHOE).

7.3 | TTomereHust Ist CaMOCTOATENLHON paboThl, OCHALIEHHBIE KOMIIBIOTEPHOW TEXHUKOM ¢ BO3MOYXHOCTBIO TIOAKIIOYEHUS K
cetu "MHTEpHET" M 0OECIIeYeHHEM JIOCTYIA B AIEKTPOHHYIO HH(OPMAIIMOHHO-00Pa30BaTEeIbHYIO CPEy YHHBEPCHUTETA.

7.4 | ITomenieHust sl XpaHEHUs. M TPOPUIAKTHYECKOT0 00CTyKUBaHUsI y4eOHOro 000py10BaHHS.




[Ipunoxxenue
K paboueil mporpamme JUCHUTUTHHEI

OLIEHOYHBIE MATEPHUAJBI 1JI51 TPOMEKYTOYHOM ATTECTALIUN
I[OKyMeHTa]_lI/IOHHOe o0ecreuenue YHpaBJd€HUS MEPCOHAIIOM
MO JUCHUIIJIMHE (MOAY.IIO)

(Haumeno6aHue OUCYUNTUHBL(MOOYILA)

HamnpasieHre NoAroTOBKY / CIIENUATBHOCTD
38.03.03 YnpaBieHnue nepcoHaiom

(Haumenosanue)

HanpasnenHocTs (m1podhniis )/crienuani3anus
Yupap/ieHue 4ye10Be4eCKMMHU pecypcaMu

(HaumeHosamue)



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.



HCJIB HpOMe)I(YTOHHOﬁ aTTeCTAllUN — OLNCHUBAHUC INPOMCIKYTOYHLIX W OKOHYATCIBHBIX PC3YJIbTATOB
O6eCHqu/IBaIOH_[I/IX AOCTHIXKCHUC INIAHUPYEMBIX PE3YJIbTATOB

oOydYeHUs] 10 IUCLHIUINHE,
00pa3zoBaTeNbHON MPOTPAMMBI.

1. llosicHuTEILHAS 3aIHCKA

DopMBbI MPOMEKYTOUHON aTTECTAIUU:
Ounasn ¢popma - 3xk3amen, 2 cemecmp;
Ouno-3aounasn gpopma - Ix3amen, 3 cemecmp.

IlepeyeHb KOMIIETEHIMI, (POPMHPYEMBIX B IIpoLecce OCBOCHUS JUCIUILIMHBI

KOII 1 HAUMCHOBAHHUEC KOMIICTCHIITNH

Kox mannkaTopa qOCTIDKEHHS
KOMITETEHIINN

OIIK-3: Cnocoden pa3padaTbiBaTh M OCYIIECTBJSTH MeEpPONPHATHS,
HanpapJeHHble Ha peaju3alUI0 CTPaTerMd YNpPaBJeHUs IePCOHAJIOM,
ofecrnieyuBaTh HX /JOKYMEHTAIHOHHOE CONPOBOXKAEHHe W OLICHHBATh
OPraHM3allMOHHBIC H CONMATbHBIE MOCIEeCTBUS

OIIK-3.2 JloxyMeHTannoHHO OdopMIIIeT
CTPATETHIO YIIPaBICHHUS IEPCOHAIOM

CONPOBOK/ICHHUE U YUE€T

OIIK-4: Cpnoco0eH NpUMEHSITb cOBpeMeHHbIe TexHoJiorun u Meroabl | OIIK-4.1 Bexer  MOKyMEHTallMOHHOE
ONEepPaTHUBHOIO YIpPAaBJEeHHs] TMEPCOHAJIOM, BeCTH JOKYMEHTAIIMOHHOE | COTPOBOXKICHHE
yHpaBieHUs] IEPCOHAIOM

OIIEpPaTUBHOI'O

IMIK-5 CnocobeH mNpoBOAUTH

)IOKyMeHTOOGOpOTa MO0 OCHOBHBIM HAIIPABJECHUAM paﬁOTBl C IepcoHaAJIOM

agmMuHucTpupoBanne  mpoueccoB W | IIK-5.2 BriObupaer crpykrypy u 00beM

JIOKYMEHTO000pOTa o OCHOBHBIM
HaIpaBJEeHUsIM PabOTBHI C IEPCOHAIOM

Pe3yJII>TaTbI oﬁyqem/m 0 TMCHMIIJIMHE, COOTHECCHHBIC C INIAHUPYECMbIMHU

pe3yJbTaTaMHu OCBOECHHS 00pa30BaTeIbHOI NPOrpaMMBbl

KOZ[ U HAaUMCHOBAHHUC HWHAUKATOpaA
JOCTHIKCHUA KOMIICTCHIIMNA

PeSyJ’IBTaTBI 06yquI/m 10 JUCIUIITIMHE

OLeHOYHbIE MaTepUaJIbl
(sx3amen - 2 cemecTp 00o;
3 cemectp 0-30)

OIIK-3.2 JIOKyMEHTaIIIOHHO
0pOpPMIISIET CTPATETUIO YIPABICHUS
MEPCOHAIOM

3HaeT: HOPMAaTHBHO-TIPABOBBIE AaKThl, PETYIHPYIOIINE
TPYAOBBIE OTHOLICHHS B OPTaHU3AIMM U IIO3BOJIAIONIHE
(hOpMHUPOBATH CTPATETHIO YIPABICHHUS IIEPCOHATIOM

Tecter Ne 1-13

YmMmeer: pa3pabaTeiBaTh IPOEKTHl JTOKYMEHTAIIMOHHOTO
COTIPOBOXKICHUS ~ MEpONPUSATHH,  HANpaBICHHBIX  HA
peanu3alMio  CTpaTerud  YIPABJIECHUS  IIEPCOHAJIIOM
OpraHu3aIHx

Tecter Ne14-45

Brnaneer: HaBBIKAMH JIOKYMEHTAIIMOHHOTO OOeCIedYeHUs
YIOpaBJIEHUS TEPCOHAJIOM M OLEHKH OpPTaHW3al[MOHHBIX,
COLMAIBHBIX TOCIIEACTBUN OCYIIECTBICHUS MEPONPHATHH,
HalpaBJIeHHBIX Ha peaM3al{I0 CTPATEerWd YIPaBICHUS
TIepCOHAIIOM

3ananus Ne46-50

OIIK-4.1 Bener 1OKyMEHTAaIlMOHHOE
COMPOBOXKICHHE OMEPATUBHOTO
YIPaBJICHUSI IEPCOHATIOM

3HaeT: 3amaudm W (QYHKOUH  JTOKYMEHTAllHOHHOTO
obecriedeHrss pabOTHI C TMEPCOHAIOM; OCHOBBI KaJpPOBBIX
MPOIIeTYP M KaIpOBOTO JOKYMEHTO00OpOoTa

Tecter Ne 1-13

YmMmeer:  pa3pabateiBath ¥ O0QOPMIIATH  KaJpPOBEIC
JIOKyMEHTBI, BECTH JOKYMEHTALIMOHHOE COIMPOBOXKIACHUE
KaJIpOBOH pabOTHI

Tectrr Ne14-45

Bna;leeT: HaBbIKaMH JOKYMCHTAIIMOHHOT'O OCbOpMHeHHH
PEIYIBTATOB ONIEPATUBHOT'O YIIPABJICHUA IIEPCOHATIOM

3ananus Ne46-50

[IK-5.2 BeiOupaer CcTpyKTypy H
00BeM  JOKYMEHT0000pOTa MO
OCHOBHBIM HaIpaBJICHUSAM paboOTHI ¢
MIEPCOHATIOM

3HaeT: CUCTeMYy [OKyMEHTallMM M €€ KJIacCU(HUKALUIO;
CTPYKTYPY W HEOOXOAMMBIE IOKYMEHTHI II0 OCHOBHBIM
HaIpaBJIEeHUSIM pabOThI ¢ IEPCOHAIOM

Tectsl Ne 1-9

YmMmeer: cocTaBIATh W OQOPMIATH OPraHU3alMOHHO -
pacnopsAanTEIIbHbIC JOKYMEHTBI u JTOKYMCHTBI 10
OCHOBHBIM HaIpaBJICHUSIM Pa0OTHI C IIEPCOHAIOM

Tectsl Ne10-17

BnaneeT: HaBbIKaMH aHAJIW3a W Y4YCTa AJOKYMCHTOB IIO
OCHOBHBIM HallpaBJICHUAM pa6OTI)I C NepCcoHAJIOM

Bamanus Ne 18-25

OCBOCHU




[TpomexxyTouHast arTecTanus (3K3aMeH) MPOBOJAUTCS B OJTHOM U3 CISAYIOMUX (HOpM:
1) cobecenoBanue;

2) BoimonHenue 3aganuii B DMMOC yHuBepcuTeTa.

2. TI/IHOBbIel KOHTPOJIBHBIC 3aJaHUSI HJIM MHBIC MaTEePHAJIbI JId OCHKHA 3HaHHﬁ, yMeHHﬁ, HaBBbIKOB

U (MJIM) ONBITA eATETbHOCTH, XapaKTEePU3YIOIINX YPOBEeHb C(hOPMUPOBAHHOCTH KOMIIETEHIM i
2.1 TunoBbie BONPOCHI (TECTOBBIE 3aJaHNs1) VIS OLeHKH KOTHUTHBHOIO 00pa30BaTe/ILHOI0 pe3yJibTara
[TpoBepsiembIii 0O0pa3oBaTeIbHBIN PE3yJIbTaT:

Kox n HanMeHOBaHME UHIAMKATOPA JOCTHXKEHHS OO0pazoBarenbHbIN pe3yIbTaT
KOMIIETEHINH
OIIK-3.2: JIOKyMeHTallMOHHO odpopmuisier | 3Haer: HOPMAaTUBHO-TIPAaBOBBIE aKThl,
CTPATeruio ynpapjeHus MepcoHaIoM perynupyromue TPYIIOBBIE OTHOIICHHS B
OpraHu3ai ¥  NO3BOJSIOmUE  (HOPMHUPOBATH
CTPATErui0 YIPaBICHHsI IEPCOHAIOM

1. Kem nmpuHHMMaeTcs pelieHue 0 BpeMEHHOM IepeBoie paboTHUKA?

a) PykoBoautenem opranuzanuu

6) PaboTHrKOM

B) Ilo cornnameHuno cTOpoH, 3aKJI0YAEMOMY B MUCbMEHHOH (hopme

2. Kak ucuucnsercst npoJoHKUTEIbHOCTD €KEr0AHOT0 OIUIaYMBaeMOro oTiycka?
a) B kaneHgapHBIX AHAX

0) B pabounx mHsX

B) B 3aBUCcHMOCTH OT OTpabOTaHHOTO BPEMEHU

3. Korga y paboTHrKka HacTymaeT mpaBo Ha UCMOJIb30BaHUE OTITYCKA 3a MEPBBINA ol padoThI?
a) ITo ucreuennu Tpex MecsIeB €ro HenpeprIBHON pabOTHI B JTaHHON OpraHu3aluu

0) ITo ucreyenun mecTH MecsilieB €ro HelpepbIBHOM PadoThHI B IAHHOH OPraHU3aUN

B) [1o ucTeyeHnn oAMHHAILATH MECSIIEB €r0 HENPEPhIBHON paboThl B TaHHON OpraHU3aluu

4. Koraa npenocTaBisieTcs €KeroIHbIN OMIaunBaeMblil OTIYCK paOOTHUKY-COBMECTUTENIO?
a) Korna yno6uo pabotonarento

0) OTHOBpPEMEHHO € OTILYCKOM I10 OCHOBHOM padote

B) Korna et paboTs!

5. Kak YUYUTBIBAIOTCA Hepa60qne MNpasgHUYHBIC THU, IPUXOAAIIHUECS HA IIEPHUOA €KETOAHOTO
OCHOBHOTO OIJIAYMBAEMOT0 OTITyCKa?

a) BxirouaroTcs B UMCIIO KaJeHIapHbIX THEH OTITycKa

0) B unci10 KaJIeHIapHBIX JHEH OTIYCKA He BKIKYAI0TCs

B) [lo ycMoTpeHuIo pyKoBOIUTENS OpraHU3auu

6. Korma yrBepxaaercs rpaduk OTIyCKOB Ha OYEPETHOM TO?

a) 1 nexabps

0) 3a ABe HeAeJ M 10 HACTYIJICHUS] HOBOI'0 KAJIEHJIAPHOI0 roja
B) B nepBblit pabounii 1eHb HOBOTO rojia

7. B xakux ciay4asx eXXeroaHbIM OMIa4MBAEMBIA OTITYCK JOJIKEH OBITh MPOJIEH?
a) B ca1iyyae BpeMeHHOH HEeTPY10CNOCOOHOCTH Pa0OTHHKA

1 IIpuBonsTcs THHOBBIE BOHNPOCH U 3amaHus. OLEHOYHBIE CPEACTBA, MPEIHA3HAYCHHBIC I HPOBEICHUS aTTECTAlIOHHOTO MEPONPUSTHS, XpaHATCS Ha Kadenpe B
JIOCTATOYHOM JUI TPOBE/ICHMS OLICHOYHBIX MNPOLENYp KOIMYeCTBE BapHaHTOB. OLIEHOUHBIE CpPEICTBA IOUISKAT aKTyalM3allMM C Y4YETOM pa3BUTHS HayKH,
00pa30BaHus, KyIbTypbl, 9KOHOMUKH, TEXHUKH, TEXHOJIOTHI U CONUANbHOU cepbl. OTBETCTBEHHOCTD 32 HEPACIPOCTPAaHEHUE COCPIKAHHS OLICHOYHBIX CPEACTB CPEean
00yJaromuxcsl yHUBEPCHTETa HEeCYT 3aBeyIoNInii kadenpoil 1 mpenogaBaTeb — pa3padoTUNK OLEHOYHBIX CPEICTB.



0) B ciryuae nHs poskaeHUs
B) B ciydae orcyTcTBHS OMIIETOB Ha CAMOJIET MM TTO€3]]

8. IIpu KakOM YCIIOBHH JIOIYCKAETCs OT3BIB paOOTHUKA U3 OTIyCKa?
a) [1o naunmaruse padoTomarens

0) Ilo vHUIIMaTHBE HAYAJILHUKA OT/IETIa

B) T0JIbKO ¢ MMCHMEHHOT0 COTJIAcCUsI PA00THUKA

9. Kakoit MmakcMMalIbHBIA CPOK UCIIBITAHUS YCTAHABIIMBACTCS MPU 3aKIIOUYEHUN TPYIOBOTO I0rOBOpa
JUISL PYKOBOJUTENEH OpraHru3aluii U TTIaBHBIX OyXranarepoB?

a) 3 mecsn

0) 6 mecsileB

B) 9 mMecsIieB

10. KakoB MakCUMaTbHBIN CPOK UCIIBITAHUS TIPU 3aKJIFOUESHUHU TPYIOBOTO JIOTOBOPA Ha CPOK OT 2 110 6
MeECSLIEB?

a) 2 HexeJu

0) 1 mecsn

B) 2 Mecsia

11. YcTanaBiauBaeTcs Jid UCIIBITaHUE JUTsl pAOOTHUKOB, MIPUIJIAIIICHHBIX Ha pPa0OTy B TIOPSIIKE
nepeBoaa?

a) Jla

0) Her

B) TOJIBKO 110 JKEJIaHUI0 PYKOBOIUTEIS

12. JIns xakoit kaTeropuu pabOTHHKOB 3alpPelIeHO yCTaHABINBAThH HCIIBITAHUE NP MPUEME Ha
paboty?

a) lnst imn, He nocTurmmx 18 et

0) Jnst nmun, mocturmmux 40 et

B) Jlyis mut, nocturmux 50 et

13. B kakoit ¢popme cocTaBisieTcsi Tpy0BOii 1oroBop?
a) B ycrHoi

6) Ilo pemeHnto0 pyKOBOIUTENSA

B) B nucbMeHHOM

OIIK-4.1 Bener AOKYMeHTaluoHHOe | 3HaeT: 3a7a4u U QYHKIIMH JOKYMEHTAIIUOHHOTO

CONPOBOXK/IEHUE  ONEPATHBHOr0  yHpaBJieHHs | obecriedeHust paboThI C IEPCOHAIOM; OCHOBBI

NepCoOHAIOM KaJIPOBBIX MPOIEAYP U KAAPOBOTO
JTIOKYMEHT0000poTa

1. Ilpu cmeHe GpaMuInK COTpYAHUKA HA TUTYJIBHOM JIUCTE TPYAOBONW KHMKKH HEOOXOAMMO:
a) Hamucatp ps/1oM HOBYIO (haMuUIINIO, B35B IPEKHIOIO B CKOOKH

0) Crapas ¢pamuius 3a4epKHUBAETCS OJHOM YepTOil 1 BIMCHIBAETCSI HOBasi paMuiIns
B) [IpexHtoro pamunuio 3aMazaTb KOPPEKTOPOM

r) Briucats HOBYIO (hamuinIO AacTOM Jpyroro 1BeTa

2. B Tpy10BO#f KHM>KKE MOTYT ObITH 3anucH o (cT. 66 TK PD):
a) Harpaxnenusix

6) BeiroBopax

B) Hapymienusix

r) HarpaxaeHnusix, BBIroBopax, HapyImeHusx




3. Ilpu 3aKiIFOYEHUH TPYAOBOTO JOTOBOPA JIUIO, TIOCTYIAIOIIEE Ha PadOTY, MPEIbSIBIISET
paborogatento (cT. 65):

a) CHWJIC

0) UHH

B) CBUACTEIBCTBO O Opake

r) CBUICTEIBCTBO O POKJICHUHU peOCHKA

4. Kakoii CpoK CUMTAETCs] MAaKCUMAaJIbHBIM JJISl UCTIBITAHUS MPpU TpuéMe Ha padoty (cT. 70):
a) 1 ron

0) 6 mecsileB

B) 3 MecsIa

r) Her orpannuenuit

5. 3 nrons (BTOPHUK) COTPpYAHUK nporyiisia. Kakum aHéEM ero yBoJauTh 3a IPOTyJl, €CJIM MUCbMEHHbBIE
00BSICHEHUS OH NpenocTaBuil 4 nioss?

a) 2 urouis

0) 3 utons

B) 4 U10J191

r) [Ipn Hanuuuu oObsCHEHUH YBOJILHEHUE HE IIPABOMEPHO

6. [IpaBoMepHO Ji YBOJILHEHHE COTPYAHHKA 32 UCTIOJIb30BaHUE «B KOHTaKTe» B TeUeHHE pabovero
IHS ¢ paboYero KOMIbITepa

a) Her

0) [IpaBoMepHO ISl COTPYIHUKOB, B YbH JIOJDKHOCTHBIE 00sI3aHHOCTH HE BXOAUT paboTa B COICETSIX
(paboTa o MOMCKY MepcoHalla, TAPTETUHTY, pa3MelleHe KOHTEHTa B TPpyIIe paboToaaTeNs 1 T.1.)

B) [IpaBomepHo, eciin B [IBTP nponucan 3anper Ha moJib30BaHMe COLICETAMM HA padoTe

r) [IpaBomMepHO, paOOTHUK HE JTOJIKEH «CUAETH)» B COLICETSIX Ha paboTe

7. Ecnu cOTpyIHUK HE yKa3aJl B 3asiBI€HUU 00 yBOJIbHEHHUH 110 COOCTBEHHOMY KEIaHUIO 1aTy
IpeKpalleHus TPYAOBbIX OTHOLIEHUH, TO paboToAaTeNb:

a) MoeT yBOJIUTh COTPYIHUKA, KOTJla eMy Oy/IeT HaiiieHa 3aMeHa

6) JloykeH yBOJIMTH COTPYIHUKA B TEUEHHUE TPEX JHEH

B) JloJKeH yBOIMTH COTPYIHUKA IO UCTEUEHHUS JBYX HE/AENb MOCe MoAauu 3asBlICHUs

r) He MoxeT yBoJINTh pa00OTHHKA /10 HCTEYEHHUS ABYX HelAe/db MOCJIe MOAAYH 3asBJICHUS

8. YueOHblIif OTIYCK MPEJOCTaBIAETCS HA OCHOBAHUU:
a) CnpaBKH-BbI30Ba

0) 3a4ETHOM KHUKKH

B) Brinucku u3 yueOHoit Benomoctu BY3a

') AKaZieMU4eCcKOH CIIpaBKU

9. Ecnu coTpyqHUK UAET B OTIYCK HE O IpadUKy OTIIYCKOB:

a) ['paduk OTITYCKOB HYXHO Tepe/enaTh

0) B rpade 6 3amrpuxoBaTh AaThI INIAHUPYEMOTO OTITYCKa U BMECTO HUX HAIMKUCATh HOBBIE
B) B rpade 6 3auepkHyTh IaThl INIAHUPYEMOTO OTITYCKA U PSAOM HAIKCATh HOBBIC

r) BuecTu narel pakTH4eckoro ornycka B rpagy 7

10. Yro nenaTh, €CiIM B JIMYHON KapTOUYKE 3aKOHYMIIOCh MECTO JUIsl BHECEHHSI HH(pOpMaIU 00
OTIIyCKE COTPYAHUKA!

a) bosnblie He BHOCUTD B JIMYHYIO KapTOUKY 3alICH 00 OTITyCKe

0) 3amaszaTh IITPUXOM HMJIU 3aKJIEUTh UMEIOIIYIOCS HHOPMAIIMIO U CBEPXY HANMCaTh HOBYIO




B) 3aBECTU BTOPYIO JINYHYIO KAPTOUKY
r) OpopMuUThH 10N0JHEHHE K JJUIHON KAPTOUYKe

11. Ecnu coTpynHuK B3suT OTITYCK co 2 Mast 2023 roja Ha 2 HeJenu, TO KOT/la €My BBIXOJUTh Ha
paboty?

a) 16 mas

0) 17 man

B) 20 Mas

r) 24 mas

12. Yro nenath, eciu 6epeMeHHasi COTpyIHHIIA TPeabsiBHIiIa paboToaaTeno OOILHUYHBIN HE Cpasy,
KaK I0JIy4YuJia ero, a no3aHee?

a) OdopMIIATH OTIYCK 33 JHUM YHCIIOM, a TOCOOME BBHITUIAYMBATH B TIOJTHOM 00BbEME THEM, KOTa
COTPYAHHULA TPUHECTA O0IbHUYHBIN

0) OdopmitsaTe otiryck Ha 140 gHEH CEroaHSAIIHUM YHCIIOM H BBITUTAYUBATH TIOCOOHE C TOTO MOMCHTA,
KakK COTpYAHMLA IpuHecaa O0JbHUYHBIN 1 HaIKcala 3asBICHUE

B) Otmyck npenoctaBuTh Ha 140 nHel 3aBTpamHuM gucioM. [locoOue BBITUIATHTH ¢ TOTO MOMEHTA,
KaK COTpPYIHHIIA TIpUHEca OOJbHIUYHBIN U 3asiBIICHHUE

r) OgopMHUTB OTIYCK € 3aBTPALIHEr0 JHA 110 1aTy OKOHYAHMS, YKA3AHHYIO B 00JIbHUYHOM.
ITocoOue BHIIVIATUTH He MOJHOCTHIO, 2 ¢ MOMEHTA 0opMJIEHHUS U 10 1aThl, YKa3aHHON B
00JIbHUYHOM

13. BxiaapIi K TPYI0BOM KHMXKKE MIPUKPETLISETCS
a) C momol1ipio cTeriepa

0) BlunBaeTcsi HUTKaAMHU

B) [IpukiienBaercs

r) BxnaneiBaercs B cepeiuny 0e3 MpUKpeTieHUs

IIK-5.2 Bsi0upaer cTpYyKTYpy Hu  00beM | 3HaeT: CUCTEMY JNOKyMEHTaluU u ee

AOKYMEHT0000poTa no OCHOBHBIM | KJacCU(UKALMIO; CTPYKTYpY UM  HE0O0XOAHUMBIE

HANpaBJIeHUAM PadoThI ¢ NEPCOHATOM JIOKYMEHTBI 110 OCHOBHBIM HaIPaBJIEHUSIM Pa0OTHI C
NIEPCOHAJIOM

1. B kakoMm ciy4yae JOMyCKaeTcsi 3aMEHa €)XEroJHOI0 OIJIaYMBA€MOI0 OTIIyCKa JIEHEXKHOU
KOMITEHCALINE?

a) Korna aToro xouet paGoTHUK

0) Korna yacte oTnycka npespimaer 28 KaJleHIAPHBIX JHel

B) Korja pykoBoauTenb He OTITYCKAeT B OTIYCK B CBSI3U C MPOU3BOACTBEHHON HEOOXOAMMOCTHIO

2. Komy 3anpernieHa 3aMeHa OTIyCKa JEHEKHOM KOMITeHcaluei?
a) [lencuonepam

0) PaboTHukam B Bo3pacre 10 18 et

B) JKeHmunam

3. Ecin paboTHMK mojan 3asiBiieHHe 00 YBOJBHEHUU 110 COOCTBEHHOMY KeJlaHHIo 3a 14 aHel, koraa
HAuMHAETCsl TCUCHHE yKa3aHHOTO cpoka?

a) Ha caenywmmuii JeHb mocje mnojaydeHusi padoronareieM 3asiBjJieHUsI Pa00OTHUKA 00
YBOJIbHEHHH

6) B nenp nogauu 3asBieHus paboTHUKA 00 YBOJIbHEHUH

B) [1o sxenmaHuo pyKOBOIUTES

4. Koraa paOoTHUK HE HMEET IIpaBa OTO3BaTh CBOE 3asBIICHUE 00 YBOJIbHCHHH?
a) Korna HacranBaer >xeHa




0) Korna Ha ero MecTo B mUCbMEHHOH (popMe NMpUIJIALIEeH JAPYroil padOTHMK, KOTOPOMY He
MOKeT ObITh 0TKA3aHO B 3aKJII0YEHUH TPYI0BOI0 10roBOpa
B) Korna nacrauBaer paboronareins

5. Korga paboronarens He UMEET IpaBa M0 CBOSH MHHUIIMATUBE PACTOPTHYTH TPYAOBOM IOTOBOp (32
UCKJIIOYCHHEM cilyvasl JIMKBUAALNN OpraHu3auun)?

a) [Ipu HeyOBJIETBOPUTEIHLHOM PE3YyJIbTATE UCIIBITAHUS

6) Eciu pa®oTHHK HE COOTBETCTBYET 3aHMMaeMOM JOJDKHOCTH WJIM BBINOJHSIEMON pabote
BCJICACTBUC HGI[OCT&TO‘IHOﬁ KBaJII/I(bI/IKaLII/II/I, HOI[TBGp)KI[@HHOfI pe3yiibTaTaMi aTTCCTallun

B) Eciii pa0OTHUK — 0JMHOKAS MaTh, BOCIIUTHIBAKOILAsI pedeHKa B Bo3pacTe 10 14 et

6. UTo CIIy)KUT OCHOBAHUEM JIJIs BHECEHUSI 3aIUCEN B TPYIOBYIO KHUKKY?
a) 3asBneHue pabOTHUKA

0) YcTHOE yKa3aHHe PyKOBOAUTEIIS

B) lIpuka3s (pacnopsizkenue)

7. KTo He NoJKeH paciuChIBaThCS HA TUTYJIBHOM JIUCTE TPYI0BOW KHUKKU?
a) PykoBoauresb npeanpusaTus

6) PaboTHuk

B) CoTpyIHUK, OTBEYAIOLUH 32 BEACHUE TPYAOBBIX KHIKEK

8. Kaxkas ocobast oTMeTKa JI0JDKHA CTOATH Ha TUTYJIBHOM JIHCTE TyOiIMKaTa TPyIOBON KHMKKH?
a) lyosmmkar

6) [loBTOp

B) Konus

9. I'papuk OTIyCKOB MOJITUCHIBACT:
OTBeT: pyKOBOJUTENb KaJPOBON CITYKObI

2.2 TunoBble 3a]aHUSA /I OLIEHKH MPOAYKTHBHOI0 00pa30BaTeIbHOIO pe3y/bTaTra

Kona n HamMeHOBaHWE HHAMKATOPA JOCTUKEHUS OO6pa3zoBaTenbHBIN pe3yabTaT
KOMIIETEHIINH
OIIK-3.2:  JlokymMeHTAaUMOHHO  odopMisieT | YMeeT: pa3pabarbIBaTh MIPOEKTHI
CTPaTernio ynpasJieHUs MepPCoOHATIOM JIOKYMEHTALMOHHOTO COMPOBOXKJICHHUSI MEPOIIPUSTHUH,
HAIpaBJIEHHBIX ~ Ha  peaJu3alMio  CTpaTeruu
yIpaBJIEHUs IEPCOHAJIOM OPTaHU3ALUU

14. TIpoomKUTENbHOCTh CE30HHBIX PabOT B TE€UEHHE roJia o 001eMy ITPaBHIIy HE MOXKET
IIPEBBINIATD ... YKAKUTE MEPUOJ B MECSALAX
OtBeT: 6 MecsIIEB

15. TpynoBas kHMXkKa AJis mpenoctapieHus B [leHcronHblil GonAa BeiaeTcs pabOTHUKY Ha PYKHU IO
€ro MUCHhbMEHHOU IPOCKOE B CPOK ...
OtgBer: He no3Hee 3 pabouux THEH

16. Ilpu cokpamieHnu padboToaTesIeM YUCIEHHOCTH PA0OTHUKOB NMPEUMYIIIECTBEHHOE MPaBO Ha
OCTaBJICHUE Ha PaboOTe JTOJKHO MPEAOCTABIATHCS paOOTHUKAM C 00Jiee BEICOKOM MPOU3BOAUTEIBHOCTHIO

TpyJIau ...
OtBer: kBanupuKanuen

17. HpI/I 3aKIIIOYCHHUU TPYAOBOTI'O IOT'OBOpPA HA CPOK OT 2 0 6 MCCAILICB HUCIIBITAHNC HE MOXCT




MPEBBIIIATD ... YKaXUTE IEPUOJI B MecsIax
OtBeT: 2 MecsIa

18. 3a kako# CpOK paOOTHHUK, 3aKITIOYUBIIUN TPYIOBOM JIOTOBOP HA CPOK JI0 IBYX MECSIIEB, MOXKET
JIOCPOYHO PaCTOPTHYTH €ro 0 COOCTBEHHOMY JKEJIaHUIO, IPEAyNpeanuB 00 3ToM padoTonarens?
OtBerT: 3a Tpu JHS 10 YBOJILHEHUS

19. Koro B COOTBETCTBHH C 3aKOHOAATEIBCTBOM HEJIB3sI YBOJIHMTH 32 HEOJHOKPATHOE HAPYILICHHE
TPYAOBBIX O0sI3aHHOCTEH?
OtBet: OepeMeHHYI0 PaOOTHUILY

20. Kakue nBa 1oOKyMeHTa OpeabsBisieT pad0TOAATENI0 HHCIIEKTOP TPYy/la IPU BbIE3JHON MpoBepKe?
VYKaxXuTe TOKYMEHTHI 4epes ;
[TpaBuiIbHBIE OTBETHI: CIy’)KEOHOE YJOCTOBEPEHUE; PACIIOPSIKEHUE O IPOBEICHUH IPOBEPKU

21. Ilpu Bo3BpaIlleHUH U3 KOMaHIUPOBKH PAOOTHHK JOJDKEH HPEICTABUTH ...
OTBET: aBaHCOBBII OTUET

22. Jlns xoro u3 padboroaarenell 00s13aTeIbHO HAIMYKE JOKYMEHTA O TOpsIKe 00paboTKH
MIEPCOHAIIbHBIX JIAHHBIX ?
OTBeT: I BCeX

23. MoeT i1 OBITh OTCTPAHEH OT PaOOThI COTPYIHUK M3-32 HEIIPOXOXKACHHUSA 00s3aTEIIHBHOTO
MEUIIMHCKOTO OCMOTpa?
OtBeT: a

24. Koro HeoO0X0IMMO yBEJIOMUTH O MPUEMe Ha paboTy «OEe3BU30BOI0» HHOCTPAHHOTO PA0OTHUKA?
Otget: MB/]

25. Ecnu paboTHUK TToAall 3asiBJICHUE Ha OTITYCK BHE rpad)uka OTIIYCKOB, TO MOXKET JI paboTo1aTelh
€My OTKa3aTb?
OrtgerT: na

26. Ecnu paboTHHK TIO/1aJT 3asiBJICHHE HAa YBOJIBHEHHUE, TO O KAKOTO MOMEHTa OH MOJKET €ro
0TO3BaTh?
OTBeT: 10 OKOHYAHHUSI IOCIIEHETO padovero JTHs

27. B TeueHune Kakoro cpoka pabOTHHK JOJKEH OBbITh 03HAKOMIJICH C MTPUKA30M O BEIHECEHUU
JUCUHUIIIIMHAPHOTO B3bICKAHUS?
OTBeT: B TeUueHUE Tpex pabounx JHeH

28. B Teuenue ... pabouux AHEH ¢ JaThl Havajga paboThl paOOTHUK JTOHKEH ObITh 0O3HAKOMIIEH 10T
pPOCIHCH C IPUKA30M O pHeMe Ha paboTy
OtBert: Tpex

29. JlomkeH i paOOTHHK MHCATh 3asiBIIEHNE HA YBOJIbHEHNE COOCTBEHHOPYYHO?
OTBert: HeT, paOOTHUK MOXET 3asBJICHUE HaleyaraTh, [N1aBHOE, YTOOBI €ro MOANUCH Obla
COOCTBEHHOPYUYHOM

30. B kakux cirydasx mpeaoCcTaBiICHUE TapaHTUH U KOMITEHCAIMM paOOTHHKAM, COBMEIIAOIITUM
paboTy ¢ moaydyeHueM 00pa30BaHuUs, SIBISETCS MPABOMEPHBIM?
OTBeT: npu MOTYYSeHUH paOOTHUKAMH 00pa30BaHUsl COOTBETCTBYIOIIETO YPOBHSI BIIEPBBIC




31. Pa3mepbl mocoOuii 1o BpeMEHHOM HETPYIOCITOCOOHOCTH YCTaHABIMBAIOTCS:
Otger: deaeparbHBIMU 3aKOHAMU

32. Cornacuo HopMmam TpymoBoro koaekca Poccuiickoii Deneparuu 3apadoTHas T1aTa
npeJcTaBisieT co0oil:
OTBeT: BO3HArpaXKJIeHue 3a TPyl

33. Onnara OTITyCKa MPOU3BOIUTCS HE MTO3THEE YEM 3a ... JHS JI0 €ro Havyaia
OTtBeT: Tpu

34. HopmaibHast IpoA0DKUTEILHOCTS PA00YEro BpEMEHH HEe MOJKET IPEBBIIIATS ... YaCOB B HECIIO.
Ortser: 40

35. Kakue Tpu opranu3anroHHbIe POPMBI IeI0pon3BoACTBa Bhl 3HaeTe?
Ortser: llenTpann3oBaHHas, 1eUEHTPAIN30BaHHAs, CMEIIAHHAS

32. IIpu OTCYTCTBUU JOJKHOCTHOTO JIUIIAa B MOMEHT MOIMUCAHUS JOKYMEHTA, - MOXKHO JIN
MPOCTABIISITH KOCYIO UEPTY WIIM MPEAJIOT “3a” mepe]] yKazaHUEM €ro JOKHOCTHU (4TOOBI MOT MOAMKICAThH
JIpyroi uenoBek)?

OTBeT: HET

36. Kak 3amecTuTeNb, UCIOTHSIIOUINI 00513aHHOCTH PYKOBOIUTEISI MOAKUCHIBAET IOKYMEHTHI B
OTCYTCTBUH PYKOBOAUTEIIS?
Otget: U.0.pykoBoauTEs1

37. Ans yIOCTOBEPEHHUS . .. TIOMJTUHHOCTH JJOKYMEHTA IPOCTABIISIOT OTTUCK TICYATH.
OTBET: NOUTMHHOCTHA

38. HyxHO 11 mUChbMO, TIOATOTOBJICHHOE HA OJIaHKe, yIOCTOBEPSITH NIEYaThi0?
OtBerT: HEeT

39. Habop pekBU3UTOB O(PULIMAIBHOTO MUCBMEHHOTO JJOKYMEHTA, PACcIOI0KEHHBIX B ONpPeAeTICHHOM
I0CJIE0BATENIBHOCTU — 3TO ...
OtBert: hopMyIsip JOKyMEHTa

40. CxosbKO BapHaHTOB OJIAHKOB YCTAaHOBJIEHO B 3aBUCHMOCTH OT CIIOCO0a PacIoNoKEHHs
PEKBU3UTOB?
Ortser: 2

41. Kakue Tpu Bu1a OJIaHKOB YCTAHOBJICHBI /ISl OPTaHU3AIMH, €€ CTPYKTYPHOTO MOAPA3IeICHUS U
JNOJDKHOCTHOTO JIUIa?
OtBer: o0mwii 6;1aHK; 6JaHK MUChMA; OJTaHK KOHKPETHOTO BUJA TIOKYMEHTa

42. MOXHO 1 Ha AOKYMCHTAX IMPUBOAUTH COKPAIICHHOC HAMMCHOBAHUEC OpraHnu3alnuu, €CJIn OHO
3aKpPCIUICHO B YUPCAUTCIIBHBIX JOKYMEHTAX OpFaHI/I3aHI/II/I?

OtBeT: 1a

43. Kakue cBeZileHUs IPUBOJAT B CIIPABOYHBIX JJAHHBIX 00 OpraHu3anun’?
OTBeT: MOYTOBBIN azipec, HoMep TenedoHa U Ipyrue CBeIeHUs 0 YCMOTPEHHUIO OpTaHu3alun

44. Otpacib 1eATenbHOCTH, O0ecIeunBaroas JOKYMEHTHPOBAHUE U OpraHU3aluio paboThl ¢




ouMaNnbHBIMUA JOKYMEHTAaMH — 3TO ...
OtBeT: 1en0npou3BOACTBO

45. YKaXuTe NMpaBWIbHBIA BapuaHT 0POpMIICHHUS MTOYTOBOTO ajapeca B "CpaBOYHBIX JIaHHBIX 00
opranu3zaiuun-asrope". OAO "[Munot" 212109, . YnbsaHOBCK, yi. 3omorapesckas, 3, og. 112.
Otsetr: OAO "TTunot" 212109, 1. YabsaHOBCK, yi. 3oorapeBckas, 3, opuc 112

OIIK-3.2: JJoKyMeHTAMOHHO opopmusier | Baaneer: HaBbIKaMU JIOKYMEHTAIlMOHHOT'O
CTPATeruio yrpapJieHUs NEePCOHATIOM oOecrieueHHs YIPABICHUS IEPCOHATIOM M OICHKH
OpraHU3aIlMOHHBIX,  COIUAJIBHBIX  IOCIICICTBUN
OCYIIECTBIICHUS MEPONPUITHI, HAMPABICHHBIX Ha
peaATM3aluI0 CTPATETHUH YIIPABJICHUS ITEPCOHATIOM

3ananue 46. Koraa 1oOKyMeHT FOTOBUTCS B OTBET Ha KaKOM-TO 3aIpoC, UM MOATr0TaBINBaEMOE
IUCHbMO SIBJIIETCSI OTBETOM Ha JIPpYroe MUCbMO UCHOJb3yeTcs ... “CchblIka Ha perucTpaliMoOHHbINA HOMEp U
JaTy ToKymeHTa ?

OTBeT: peKBU3UT

3ananue 47. B Tex ciydasix, €ciii 3aTpyIHEHO OIpeJIeIeHue MEeCTa COCTABICHUS WK U3aHUs
JIOKyMeHTa 1o pekBu3utaM "HanmeHnoBanue opranuzauuu” win "CrpaBodHble JaHHbIE 00 opraHuzanun’
odopmiisiercs ... "MecTo cocTaBleHUs WM U31aHUs JOKyMeHTa"?

OTBeT: peKBU3UT

3ananue 48. «YTBEPXIAK Hupexrop 3A0 "IMunot" [oamucs A.B. Ilerpos 23.09.2023» Kakoii
PEKBU3UT 0OPMIISIETCSI TAKMM 00pa3oM B JOKYMEHTE, KOT/Ia YTBEPKACHHUE MTPOUCXOTUT TOJKHOCTHBIM
Tuom?

Otger: Tpud yTBEepKIeHUS

3ananue 49. «YTBEPXIEHDBI pemmennem Cosera aupexkropos ot 12.01.2023 Ne2» Kakoil pekBU3uT
odopmisieTcs TakuM 00pa3oM B IOKyMeHTe, eciu “[IpaBuiia BHyTpeHHEro Tpy10BOro pacnopsjaka”
yTBepkAaroTCs pemenneM CoBera TUPEKTOPOB.

OtgBer: Tpud yTBEpKIEHUS

3amanue 50. B kakoMm MecTe TOKyMEHTa pacrojiaratoT rpud yrBepx AeHUs JOKyMeHTa?
Otget: B npaBom BepxHeM yrity

OIIK-4.1: Bener AOKYMEHTAllMOHHOe | YMeeT: pa3palaTbiBaTh M O(QOPMIISTH KaJIpOBbIE
CONPOBOX/ICHUE  ONEPATHBHOIO  YNPAaBJEHMS | JOKYMEHTHI, BECTHU JIOKYMEHTAllMOHHOE
MEePCOHATIOM COIIPOBO’KJICHHE KaAPOBOM paboThI

14. B 1oKxyMeHTallMOHHOM 00€CIIeYeHUH MPEANPUATHS MOKHO BBIACTUTh TPU TPYIIIBI TOKYMEHTOB:
OTBeT: nocTynawIue; OTIPaBISEMbIE; BHYTPEHHUE TIOKYMEHTHI

15. M3 mocTynaromumx JOKyMEHTOB PYKOBOAMUTEIIO OPTraHU3aIllH TIEPEIAI0TCsl Ha PACCMOTPEHHE:
a) BCEe JOKYMEHTBI

0) Bce perucTpupyeMble TOKYMEHTHI

B) HanOoJiee BaXKHbIE U CPOUHBIE, TPEOYIOIINEe TPUHSITHS PEIICHHs Ha YPOBHE PYKOBOIUTENS

16. Perucrpanus 1OKyMeHTa MPEAIOJIaraeT 3aluch JaHHBIX O JOKYMEHTE B JKypPHAJIE YCTaHOBJICHHOU
(GOpMBI U IPHUCBOCHHE EMY ...
OTBeT: perucTpalmoOHHOro HoMepa

17. Cniucok 3arojioBKoB (HaMMEHOBAHMI) €1, 3aBOJIMMBIX Ha MPEANPUATHH, C YKa3aHHEM CPOKOB UX
XpaHEHUs — 37O ...




OTtBeT: HOMEHKJIaTypa e

18. HomeHkiaTypa 1€ COCTaBISACTCA B ... DK3EMILISIpax
OtBer: 3

19. IoKyMEHTBI BHYTPH JI€JIa Yallle BCEro PaclioiaraloTcs B ... XpPOHOJIOTHUECKOU
MI0CJIEI0BATEIbHOCTH
OtBer: oOpaTHOM

20. KakuM 3aK0HOIaTeIbHBIM JIOKYMEHTOM PETYITUPYIOTCS TPYAOBBIC TPABOOTHOIIICHUS
pabortonatenst u paboTHUKA?
OtBeTt: Tpyn0BBIM KOJEKCOM

21. meet a1 paBo pyKOBOAMTENb M10JIy4YaTh JAHHBIE O MOJUTHYECKUX, PEITUTMO3HBIX U HHBIX
yOeXIeHUSX ¥ YaCTHOM KHU3HU pabOTHHKA?
Otser: HET

22. TpebyeTcs 1 IpH 3aKITFOYCHUN TPYAOBOTO JIOTOBOpA cOeperarebHast KHUKKa?
OtBeT: HET

23. IIpenbsBiiseTcs U MpH MpreMe Ha paboTy 10 COBMECTUTEIILCTBY TPYIOBasi KHIKKA?
OtBeT: HET

24. C xakoro Bo3pacTta JOMyCKaeTCs 3aKJII0YEHHE TPYAOBOrO T0TOoBOpa?
OtBerT: ¢ 16 ner

25. Pa3penraeTcst pu yBOJIbHEHUU paOOTHHKA 10 €r0 HHUIUATHBE OPOPMIISITh PACTOPKCHUE
TPYJIOBOTO JOTOBOPA B MEPUOJ BPEMEHHOM HETPYIOCITOCOOHOCTH?
OrTBeT: a

26. 3anucu B TPYAOBOM KHUXKKE JIOIYCKAETCS AENATh ... U ... PYUKOH.
OTBeT: MIapUKOBOM; TEIEBOM

27. Ilo 3ampocaM rpa)x/iad U OpraHu3alMil apXuB BbIAAET ... U ....
OTBeT: apxXUBHBIE CIIPAaBKU; aPXUBHBIE KOITUN

28. Kakue yHudumrpoBaHHbie (OpMbI MOHAT00STCS BaM sl 0hopMIIeHUS KOMaHAUPOBKHU?
Ortser: T-9; T-10a

29. Kakas yHupuIpoBaHHble (hopMa MoHa1004TCsa BaM AJi1 0pOpMIICHUS OTIycKa?
OrtBer: T-6a; T-6

30. /st kakux KaapOBBIX MPUKA30B HE CYLIECTBYET 3aKOHOAATEIBHO 3aKPETIIEHHBIX
YHUPUIIUPOBAHHBIX HopM?
OTBeT: 0 COBMEILEHNH JOKHOCTEN; O HAJIO)KEHNU AUCIUIIIIMHAPHOTO B3bICKaHUS

31. CoBOKYITHOCTb B3aMMOCBSI3aHHBIX MPOIIEYp, 00ECIICUNBAIOIINX JIBIKEHUE TOKYMEHTOB B
yqpencneHHH C MOMCHTA UX CO31aHUs UJIIN HOCTyrIJ'IeHI/Ifl u 1o SaBepI_HCHI/ISI HUCITIOJIHCHU A UJIN OTHpaBKI/I —
3TO0 ...
OTBeT: TOKYMEHTOOOOPOT

32. DneMeHThI IOKYMEHTA Ha3bIBAKOTCA ...




OtBeT: pekBU3UTAMU

33. BepHo 51 yTBEpKJIEHUE: HAMMEHOBaHUE BU/IA JIOKYMEHTA MPOCTABIISICTCS HA BCEX JIOKYMEHTax?
OTBET: HEBEPHO

34. OtMeTka, mpocTaBisieMast B JIEBOM HMJKHEM YIUIy KaXI0M CTpaHULBI JOKYMEHTa U COep Kallas
HanMEHOBaHUeE Qaiina, JaTy U Apyrue MOMCKOBbIE JaHHbIE, yCTAHABIMBACMbIC B OPraHU3aLUU — ITO ...
OtBeT: uACHTU(DUKATOP FNEKTPOHHON KOMUHU

35. Kakoii cpok XpaHsTCs TPUKa3bl 10 OCHOBHOW JEATEIIBHOCTH?
OTBeT: MOCTOSTHHO

36. PacniopspkeHue — paBOBOM aKT, U3/1aBaeMbIi JIsl pa3pellCHuUs . ..
OTBeT: OmnepaTUBHBIX BOIIPOCOB

37. JIoKyMeHT, IPUHUMAEMBbIi KOJUIETHAIbHBIM OPTaHOM B IIEJISIX Pa3pelIeH sl TPOU3BOACTBEHHBIX
3aj1a4, BOIIPOCOB — 37O ...
OrtgerT: peuieHue

38. lokyMeHT, PUKCHPYIONIUI X0/ 00CYKICHHUS BOIIPOCOB M MIPHUHATHUS PEIICHUH HA COOpaHMSIX,
COBECILAHMSAX, 3aCEIAaHUAX — ITO ...
OTBeT: MPOTOKOJI

39. Bce npukasbl 0 TUYHOMY COCTaBY OOBSBISIOTCS paOOTHUKY:
OTBerT: moJ1 pacucKy

40. TTpuka3sbl 10 JMYHOMY COCTABY XPaHSATCS B TEYCHUE ... JICT.
Ortser: 75

41. PaGOTHUK BIIpaBE UMETH ... TPYJOBYIO KHIKKY
Otger: 1

42. Ha paboTHHKa, TOCTYMAIOMIETO Ha pabOTy BIEPBBIC, TPYIOBAsk KHUYKKA 3aMOJHSIETCS B TEUCHUE
... C MOMEHTA TIOCTYIIJICHUS
OTtBeT: HEAETH

43. I'maBHBIM pa3/ieoM JIMYHOM KapTOUKH sBiIseTcs pa3zaen ... «[IpueM Ha paboTy U nepeBobl Ha

JIPYTYI0 paboTy»
Otgert: 3

44. MoeT 11 ajipecat B MUCbME BHITTISACTH CIASAYIOMIIM 00pazoM: [ maBaM pallOHHBIX
agMuHuCcTpanui Bnagumupckoi obmactu?
Otger: [la

45. «DaMunnio, HHULAATB UCTIOTHUTENEH, cofepKaHune MopydeHus (mpu He0OXOIMMOCTH), CPOK
HCIIOJIHCHU A, ITOAIMUCH U 1aTy» Kakoii anemenT JOKYMCEHTA COACPIKUT OTU JIaHHI)Ie?
OTBeT: pe3oatouus

OIIK-4.1: Beager JOKyMeHTauuoHHoe | Bianeer: HaBBIKaMHU JIOKYMEHTallMOHHOT'O
CONMPOBOK/IEHUE ONEPATUBHOIO  yNpaBJieHUs: | opopMIICHHUS pe3yIbTaToOB OTIEPATUBHOTO
NMEePCOHAIOM YIpPaBJICHUs] IEPCOHATIOM




3ananue 46. SABnsiercs 11 mpo¢cor03 CTOPOHOI TPYIOBOTO JOTOBOpa?
OTBeT: HET

3amanue 47. Yka3piBaloTCs B Tpya0BoM poropope @.1.0. poaureneli paboTHuka?
OtBer: HEeT

3ananue 48. CyliecTBYIOT JIU B TPYIOBOM JOTOBOPE YACTHBIE YCIOBUS?
OTtBeT: HET

3ananue 49. Korna paOOTHUK TOJDKEH MPHUCTYIUTH K pabOTe, €CIIM B TPYAOBOM JIOTOBOPE 110 KaKHM-
60 MpUYMHAM HE OTIpe/ielieH JICHb Hadyalia paboThI?

OTBeT: Ha CIEAYIOLIUNA IeHb

3aganue 50. CyniecTBYIOT JIM TPEPHIBUCTHIE TPYOBBIE JOTOBOPHI IO CPOKY MX IEUCTBHSA?

OtBer: HET
IIK-5.2 BpiOupaer CTPYKTYpY HM  00beM | YMeeT: COCTaBISATh U O(hOPMIISTH OpraHU3alMOHHO
JAOKYMEHT0000poTa no OCHOBHBIM | - PacCHOPSAUTEIbHBIE TOKYMEHTBI U JOKYMEHTHI 110
HANPaBJIEHUAM PadoThI € NEPCOHATOM OCHOBHBIM HAITPABICHHUSIM PAOOTHI C TIEPCOHAIOM

10. Cxonbko pa3 B 1o MOKHO BHOCUTb U3MCHCHUS B IITATHOC paancaHHe?
OrtBer: OrpaHn4C€HUs HC YCTAaHOBJICHBI

11. CorpynHuua nomessuia (GaMuiIviO0 B CBS3U C BCTyIUleHHMEM B Opak. HyxHo 5u 3auepkHyTb
IPEXHIOK (paMUIIMIO OHOM YepTOH, a psiIoM HalKcaTh HOBYIO HA TUTYJIbHOM JIMCTE TPYJOBOM KHUKKU?
Otser: na

12. Cornamenue paboroaarenss 1 pabOTHUKOB, KOTOPOE YCTAHABIMBAET JONOJIHUTEIbHbIE TApAaHTHH
JUIsl COTPY/IHUKOB M UX OTBETHBIE 0053aTEJIbCTBA 110 OTHOLICHUIO K pPab0TOaTENI0, Ha3bIBACTCA:
OTBeT: KOJIJIEKTUBHBIA IOTOBOP

13. MOXHO M HarpaJuTh COTPYJHUKA JCHEKHOM IMpeMHeH, €clii He3aJ0J]ro JI0 3TOro Ha HEero
HAJIOXKWIN JUCIUIITIMHAPHOE B3bICKaHKE?
OTBeT: MOXHO

14. Kakoro paboTHHKA HENb3s1 YBOJIUTH B CBSI3U C yTPATOM A0BEpHUs?
OtBer: Oyxrairepa

15. IlepeBoa k nqpyromy paboToJaTe IO OTPAXKAETCs B TPYAOBOM KHU)KKE paOOTHHKA!
OTBeT: 1ByMs 3allucsMU — 00 YBOJIBHEHUU C MPEXHEN paboThl U O MpHEeMe Ha HOBYIO

16. Cauraercst Jin MPOTYJIOM OTCYTCTBUE pabOTHHKA Ha pabodemM MecTe 0€3 YBaKUTEIbHBIX PUYUH B
TE€YEeHHE Bcero pabodero JHS WM CMEHBI
OtBeT: cuuraercs

17. VYcnoBue TpyaoBoro pgoroopa «O Hepas[JIalleHUW OXPaHAEMOW 3aKOHOM  TailHbI
(rocynapcTBEHHOM, CIyKeOHOH, KOMMEPUYECKOW U MHOM)» SBIISETCS OCHOBHBIM UJTH JIONOTHUTEIbHBIM?
OTBeT: JONMOJIHUTETBHBIM

IIK-5.2 BpiOupaer cTpyKkTypy H  00bem | Baageer: HaBbIKaMM aHaau3a M ydeTa JJOKYMEHTOB
AOKYMEHT0000poTa no OCHOBHBIM | II0 OCHOBHBIM HAaITpaBJICHUSIM PabOThI C IEPCOHAIOM
HANPABJECHUAM Pa00THhI C IEPCOHATIOM




3ananue 1. [Ipu pacTop:keHHH TPYIOBOTO JOTOBOPA B CBSI3HM C COKPALIEHUEM YUCICHHOCTU UITU
nrata pabOTHUKOB OpraHU3alui YBOJIbHSIEMOMY paOOTHUKY BBIIIJIAUMBAETCS BHIXOJHOE TOCOOHE B
pa3Mepe CpeHEro MECAYHOr0 3apadoTKa, a TaKXKe 3a HUM COXPaHIETCs CPEAHUNA MECSYHbIN 3apab0TOK Ha
Nnepuo TPYJAOYCTPOICTBA, HO HE CBBIIIE JBYX MECSIEB CO JHS YBOJIbHEHHUS (C 3a4€TOM BBIXOJIHOTO
noco6wus). TpyIOBBIM TOTOBOPOM HITH KOJJIEKTUBHBIM JJOTOBOPOM MOTYT YCTAHABIMBATHCS MIOBBIIICHHBIC
pa3Mephl BRIXOAHBIX TocoOuid. Opranmuzanueit 30 anpess pacTOprHyT TPYAOBOH JOTOBOP ¢ paOOTHHUKOM B
CBSI3U C COKPALICHUEM YUCIEHHOCTH paboTHUKOB. CpeaHui MecSYHbIN 3apab0TOK pabOTHUKA /IS LeIeh
BBITLIATHI BBIXOTHOTO TTocoOus coctaBui 100 000 py6. KosieKTHBHBIM JOTOBOPOM MPEAYCMOTPEHO, YTO
IIPYU YBOJIbHEHUU Pa0OTHUKOB B CBA3M C COKPAILIEHUEM UHCIEHHOCTH pAaOOTHUKOB COXPAHSIEMBbII CpEAHUIM
3apaboTOK paOOTHUKOB Ha MEPUOJI UX TPYIAOYCTPOICTBA BhIIIaunBaeTcs ¢ Koddduimentom 1,5. Uepes
noJyiMecsiia nocie yBojibHeHus (16 mast) paOOTHUK 3aKITIOYMIT TPYIOBOM JOTOBOP C HOBBIM pabOTOIaTEIIEM.
Kakas o61as cymma BBIXOJJHOTO ITOCOOUS M COXPaHSEMOT0 CPETHEr0 MECSYHOro 3apaboTKa JOHKHA OBITh
BhIIIJIaueHa paOOTHUKY B pacCMaTpUBAaEMON CUTyarnuu?

Otger: 100000

3amanue 2. Menemkep otrnena mapketuHra OOO «Koncynstant» TokapeB M. U. 28 ceHTa0ps
TEKYIETO rojia OMo3/al Ha paboTy MOYTH Ha IENblid Jac (45 MHUH), 0 4eM eMy OBLIO CHIeaHO 3aMevYaHue
nupextopoM YcruHoBoi M. I1. u mpennoxkeHo 00bACHUTD IPUYHHBI POCTYIKA B TUCBMEHHON (opMme.
Kakue noxymMeHTbl HE00X0AUMO 0POPMUTH?

3ananue 3. Kypoep 3A0 «®apma» C. C. CoMOB perynspHO omna3abBan Ha paboTy, 4yeM Hapymial
TPYAOBYIO AMCUMILIMHY. 3aBenyromas kanuenspued Llymumnuna WM. B. HeogHokpaTHO paenana emy
3ameuaHusi (B ycTHoil ¢opme), a 12 uroHS Tekyulero rojaa Obla BBIHY)XKIEHA OOpAaTUTHCS C JaHHBIM
BOITPOCOM K TeHepaiabHOMY nupekTopy CenoBy A. B. ¢ gokimaHOM 3anmuCKO#, B KOTOPOW MPOCHIIA IPUHATD
Mepsl qucuurmHapHoro xapakrepa k C. C. ComoBy.

Kakue noxymeHTsl He00X0aMMO 0HOPMUTE?

3ananue 4. BeimyckHuna ¢akynprera yrnpanieHus Poccuilckoro rocyjapcTBEHHOTO TyMaHUTapHOTO
yHuBepcureta [lenncoBa TaThsiHa MuxaitnoBHa 20 uI0ds TEKylIero roja MHOCTynwia Ha paboTy B
Poccuiickoe areHTCTBO MexayHapoAHoro coTpyaHuuectBa u  pa3Butus (PAMCuP) Begymmm
CHEIMAINCTOM YIIpaBJIeHUsA JelaMu. ATEHTCTBO SABJIAETCA TOCYJAapCTBEHHOW OpraHu3auueil Ipu
[IpaBurensctBe PO 1 ocymiecTisieT HAOOP CIIyKaIIMX TOJIBKO O TOTOBOPY. JloroBOp MOANMUCaH OT UMEHHU
arenrcTBa ero mnpexacenareneM [lloxuneim A. H. IIpoekT mpukasa mo JMYHOMY COCTaBy IOATOTOBJIECH
uHcriekTopoM 1o kaapam ComoBbeBoid U. I'. 20 utons u B TOT XK€ J€Hb 3aBU3WPOBAH HAYATILHHUKOM
ynpasieHus kaapoB Ap6y3oBeiM I1. H. u ynpasnstomum nenamu MuxeessiMm B. U. Ipuka3 noanucan 21
UI0JIA U 00BsIBIICH J{eHUCOBOM 1101 POCTIHCH.

Kakue nokymMeHTbl He06X01MMO 0POPMHUTH?

3aganue 5. DxoHomuct BacunbeBa Exarepuna HukonaeBHa 1 ceHTs0pst Tekylero roga mojana
3asBineHne B OO0 «Jlyu» ¢ mpocsOol MpUHATH €€ Ha paldoTy CIenuaucToM (PMHAHCOBOTO OTHENa Ha
HeMoNHbIM pabounii neHs. MHcmekrop mo kaxpam CwmupHoBa WM. C. oObsicHuna, 4ro ¢upma HMeeT
BO3MOKHOCTh TIPUHSATH Ha PabOTy SKOHOMHKCTA, HO Ha OCHOBE CPOYHOTO TPYAOBOTO JoroBopa. TpymoBoii
JIOTOBOp OBUT 3aKiioueH S5 CeHTAO0ps M MOANMUCAaH OT HMMEHH (UPMBI T'eHEPAIbHBIM JIHUPEKTOPOM
Muponossmm JI. C. B ToT %€ 1eHbp OBIT M31aH IPHUKA3 10 JIMYHOMY COCTaBY, 3aBU3UPOBaHHBIN CMUPHOBOU
N. C. u ropuckoncynstom XmenebiM W. O. Ilpuka3 Opi1 00bsiBien Bacunwsesoit E. H. mox pocnucek 6
CEHTSIOpS.

Kakue 1okymMeHTbl He00X01UMMO 0POPMHUTH?

3aganue 6. 3aBenyromas otaenoM muceM rasersl «l'yOepuusi» ComoBa AnHa MBanoBHa 15 mas
TEKYIEero roja odpaTuiack K TJIaBHOMY penakTopy YBapoBy A. H. ¢ mpocb00# penocTaBUTh €l OTIyCK
6e3 coxpaneHus 3apaboTHON miaTel ¢ 16 mo 18 Mas mo cemeiHbIM oOcTOosITENBCTBAM. [IpoekT nmpukasa oo
oTnycke 01 0opMIIeH HaualbHUKOM oTAena KajapoB EpmakoBeim WM. H. 15 mas, 3aBU3UpOBaH U B TOT Xke




JIEHb MOAMKUCAaH TJIABHBIM PEIAKTOPOM.
Kakue nokymeHTbl HE06X0AUMO O(POPMHUTDH?

3amanne 7. Benymero crienuanucTa otaeina Mmapketunra Toproroit hpupmel OO0 «Benta» CobomneBy
Banentuny lBaHOBHY mnepeBeny Ha OCBOOOIMBINYIOCS IODKHOCTh HAayallbHUKA OT/ENa HAa MOCTOSHHYIO
paboty ¢ 15 HosIOps TekyIero roja.

3assnenue o nepeBoae CoboneBa B. WM. manmcana 10 HOAOps u 3aBU3MpOBAia y KOMMEPYECKOTO
TUpEeKTopa B TOT ke JeHb. 10 HOsAOps ObUIO Takke cocTaBlieHO mpeactaBieHue No 4, MmoanucaHHoe
KOMMEPUYECKUM JUPEKTOpoM. [IpoeKkT mpukasa o mepeBojie MOArOTOBIEH HMHCIEKTOPOM IO NEPCOHAILY
Kupusnnooii b. H. 11 Hos6ps, 3aBu3upoBaH 10pUCKOHCYIbTOM bapmunbim A. U. 12 HOS0ps U cITycTs JIeHb
ObUI MONUCAH TeHepalbHbIM AupekTopoM ¢upmbl Ipoxokunsim E. K. 14 Hos6ps Cobonesa B. U. Obuia
03HAKOMJICHA C MPUKA30M.

Kakue moxyMeHThl HEOOXOAUMO OPOPMUTH?

2.3. IlepeyeHb BONPOCOB ISl MOATOTOBKH O0y4AIOIIMXCH K MPOMEKYTOYHOH aTTeCTAlluu

1.Ha3oBuTE OCHOBHBIE 3Tallbl Pa3BUTHS OTEYECTBEHHOTO JEIOMPOU3BOCTBA U KPATKO OXAPaAKTEPU3YNUTE
uX.

2.HazoBure Buabl U 0cobeHHOCTH QopMyisipoB fokyMeHTOB XVI—XVII BB.

3.HazoBuTe OCHOBHBIE 3aKOHOAATEIbHBIE AKThI, ONPEAEIUBIINE OPraHU3alUI0 JEJIONPOU3BOJICTBA B
yupexaeHusx XVIII B. JlaiiTe XapakTepuCTUKY OpraHu3alid MUHUCTEPCKOTO AEJIONPOU3BO/ICTBA.

5.HazoBute ocoOeHHOCTH cocTaBieHUS M  OQOPMJIEHMS JOKYMEHTOB B  MHHHUCTEPCKOM
JEJIONPOU3BO/ICTBE.

6.Yro rakoe HOT?

7.Kakue Hay4yHble yUpEXICHUS 3aHUMAINCh peopranuzanuei aenonpousBoacrsa B 1920—30 e roapr?

8.HazoBuTe HOpMAaTHBHO-METOAMYECKHE JOKYMEHTBI, pErjlaMeHTHpOBaBIIie Jlenonpon3BojaCcTBO B
COBETCKUM Mepuo.

9.Ilepeuncnure OCHOBHBIEC HAINpaBIEHUS 3aKOHOAATEIILHOW pEryIaMeHTAIlMi paboThl C JOKYMEHTaMH B
1990 ronsl B PO®. 16

10.ITpuBeauTe MPUMEPHI 3aKOHOIATEIBHBIX aKTOB, PETYIUPYIOMIUX MOPSIOK 'XpaHEHUS JOKYMEHTOB.

11.Kakum 3aK0HOJATENFHBIM aKTOM 3aKpeIuieHa 003aTeNbHOCTh JOKYMEHTUPOBaHUS HH(opManun?

12.Kakue BegoMcTBa NPUHMMAIM YydacTUE€ B  CO3JaHUM HOPMAaTUBHO-METOAMYECKOM  0a3bl
COBPEMEHHOT0 JIEJIONPOU3BOICTBA?

13.KakuMu HOPMATHUBHO-METOJIUYECKHUMH JOKYMEHTAMH PETIaMEHTUPYETCS JEATETbHOCTh CITY>KOBI
JOKYMEHTAI[MOHHOTO O0EeCTIeueHus! yIpaBieHUs?

14 Kakue HOpMaTHUBHBIE TOKYMEHTHI UCTIOJIB3YIOTCS JIJISl pacueTa YUCICHHOCTH JISTIOTPOU3BOICTBEHHOM
CITyKObI?

15.Kakoii BuJ HOpMAaTUBHBIX TOKYMEHTOB YCTaHABIMBAET CPOKHU XpaHEHUS?

16.B kakux HOpPMAaTHMBHBIX JOKYMEHTAaX 3aKpEeIJIEHbl COCTaB, IOCIEIOBAaTEIbHOCTh M METOAMKA
BBITIOJTHEHUS 00s3aTEIBHBIX JICTONMPOU3BOJICTBEHHBIX ONEpaIlii?

17.Kanposas cityx0a npeanpusITis U MOPSI0K OPraHu3aluu €€ paboThI.

18.ITonoxenue 06 otaene kaapos, OcHoBHBIE pa3aeT [lonoxkeHus u UxX conepKaHue.

19.JIo/KHOCTHBIE HHCTPYKIIMH PAOOTHUKOB OT/IENa KaIpOB.

20.HopmaTuBbI YMCIEHHOCTH U OpraHu3aius TpyAa COTPYIHUKOB OTIENA KaIPOB.

21.HopMaTuBel BpeMeHH Ha O(GOpMIEHHE IOKYMEHTOB IMpH MpPHEME U YBOJBHEHUU pabOuux u
CITY’KaIllNX, BBIMOJHSIEMbIE COTPYIHUKAMH OTJIEIa KaIPOB.

22 . HopMaTHuBBI BpeMeHH Ha 0OPMJICHHE U YY€T TPYAOBBIX KHUKEK, TOKYMEHTOB 0 YYETY JBUKCHUS
KaJIpOB M Ha COCTABJICHUE CTATUCTUYECKOW OTYETHOCTH IO YUETY JUYHOTO COCTaBA.

23.HopMaTuBBI BpEeMEHH Ha COCTABIIEHHE CIIPAaBOK, Y4acTHE B pa3pabdOTKe IUIAHOB M APYTHUE€ BUJBI
paboTHI.



24 HopmaTuBbl BpeMeHH Ha pabOThI MO TaOeILHOMY YYETy W Ha paboThl B Oropo mporyckoB. [Ipoune
paboThI.

25.CocTaB KaJjpoBOi JOKYMEHTAIIUH.

26.I1paBuia opopMIICHHS YIIPABICHYSCKUX JOKYMEHTOB. COCTaB PEeKBU3HT B JJOKyMeHTaX. TpeboBaHus
K 0()OpMJICHUIO PEKBU3UTOB IOKYMEHTOB.

27.TpeboBanus K OlaHKaM JOKYMEHTOB U O(QOPMIICHHIO JOKYMEHTOB. TpeOoBaHUs K HU3TOTOBICHHIO,
y4eTy, UCIHOJIb30BaHUIO M PAaHEHUIO OJIAaHKOB ¢ BocmpousBenaeHueM ['ocynapcrBennoro repba P®, repbos
cyObekToB PD.

28.0cHOBHbBIE JOKYMEHTHI, perjiaMeHTHPYIOIIHe YIpaBieHue MepcoHaaoM. l[IpaBuna BHyTpeHHEro
pacnopsaka.

29.lltaTHOE pacnucaHue Moapa3aeiacHus (OpraHu3aum).

30./lomKHOCTHBIE MHCTPYKLIUU PAaOOTHHUKOB.

31.TpynoBoii 1oroBop.

32./Ismwxenue kanpoBs. [lopsnok odopmiieHus: TOKYMEHTOB TIpU IpueMe Ha padoTy.

33. [lopsinok ydyeTa KagpoB.

34.Tlopsinok ohopMIICHHS IOKYMEHTOB TIPH MTEPEBO/IE.

35.PacTopikeHue TpyA0BOTO JI0roBOpA.

36.11opsa0K MOArOTOBKH MPOEKTOB MIPUKA30B 10 JUYHOMY COCTaBY.

37.01eHKa 1eATeIbHOCTH paboYuX KaJIpoB.

38.Benenue TpynoBoi KHIDKKH. OOIIKE MTOJTOKEHUS.

39.3anonHeHne CBEeICHUM 0 paOOTHUKE.

40.3anonHenue cBeeHUI 0 paboTe. 3ar0JIHEHNE CBEICHUN O HarpaKACHUH.

41.3anonHeHue cBeEHUI 00 YBOJIIbHEHUH (PacTOPKEHUH TPYAOBOTO JOTOBOPA).

42.BHeceHue N3MEHEHUN U UCIIPaBJICHUN B TPYAOBYIO KHUKKY. [lyOnukaT Tpy10BOM KHUKKH,

43.Bbigaua TpynoBOil KHMKKH MPU YBOJIbHEHUH. BKIIabIII B TPYIOBYIO KHUXKKY.

44.Y4er u XpaHEeHHE TPYJOBBIX KHIKEK.

45.0TBeTCTBEHHOCTh 3a COOJIOZCHHE MOPSAKA BEIEHUS TPYIOBBIX KHIXKEK. M3roToBieHue OIaHKOB
TPYIOBOM KHIKKHU U o0ecriedeHue uMu paboToaarenei.

46. dopmupoBaHHe JOKYMEHTOB KaJIpoBOi city:k0bl. DopMupoBaHue U BeleHUE JTUUHBIX JIEI.

47. CocTaBlieHHE€ HOMEHKJIATYPBI JEI.

48. XpaHeHue J1eN1 KaJpoBOH CITyKOBbI.

3. Meroan4eckne MaTepHaJibl, ONpeaesiioIue NPoueaypy 1 KpUTePHH OLCHUBAHUS
c¢(popMUPOBAHHOCTH KOMIIETEHINI NPH NPOBeleHUH POMEKYTOYHOM aTTecTaluu

Kputepun (popMupoBaHusi O1leHOK M0 0TBETAM HA BONMPOCHI, BLINOJHEHHIO TECTOBBIX 3aaHUM

- OIICHKA «OTJIMYHO» BBICTABISCTCS 00yUarOIeMycsl, €CJIM KOJIMYECTBO MPABUILHBIX OTBETOB HA
Bonpocsl coctapiseT 100 — 90% ot obmiero o6b€Ma 3aJaHHBIX BOIIPOCOB;

- OLICHKA «XOPOIII0» BHICTABISIETCS 00yUaIOIEMyCs, €CITU KOTUYECTBO MPABUIHHBIX OTBETOB Ha
BOTpOCkI — 89 — 76% oT 0011eT0 00BbEMa 33JaHHBIX BOTIPOCOB;

- OIICHKa «YyJAOBJIETBOPUTEJIbHO» BBICTABISACTCS OOYyYArOMIEMYCs, €CIH  KOJHMYECTBO
MIPaBUJILHBIX OTBETOB HA TECTOBBIC BOMPOCH —/5—60 % 0T 00111eT0 00BEMa 3aTaHHBIX BOIIPOCOB;

- OIICHKa «HEY/IOBJIETBOPUTEJIBHO» BBICTABISCTCS OOYyYalOImEeMycs, €CIH KOJIHYECTBO
MpaBUJIBLHBIX 0TBETOB — MeHee 60% oT 00111ero 00bEMa 3a/1aHHBIX BOTIPOCOB.

Kpurepun popmupoBaHus OLIEHOK 110 Pe3y/IbTATAM BbINOJIHECHUS 3a1aHUI
«OTIMYHO/32a4TE€HO» — CTaBUTCA 3a pabOTy, BBINOJHEHHYIO IIOJHOCTBIO 0€3 OIIMOOK H
HEI0YETOB.
«Xopouo/3a4TeHo» — CTaBUTCS 3a PadOTy, BHINOJIHEHHYIO MOJHOCTHIO, HO NIPU HAJMYMUU B HEH
He OoJiee 0JTHOM HerpyOoii OMIMOKU M OJTHOTO HeJjoueTa, He Oosee Tpex HEJT0UYETOB.
«Y10BJIETBOPHUTEIbHO/3a4TEHO» — CTaBUTCS 3a paloTy, eciau OOy4aroIlMiCs MpPaBUIBHO
BBIMIOJHWI He MeHee 2/3 Bcell pabOThl WM JOMYCTHJ He Oojiee OJHOM rpyOoi OmMOKM U ABYX



HEJI0UeTOB, He Oosiee OJHOU TpyOoil W OJHOM HEerpyOoil omuOku, HE OoJjiee TpeX HErpyoObIX OIMIMOOK,
OJIHOM HEerpyOOi OMMOKY U IBYX HEJAOYETOB.

«HeynoBJjieTBOPUTEILHO/HE 3a4TE€HO» — CTABUTCS 32 pabOTy, €CJIM YUCIO OMIMOOK U HEJIOYETOB
MPEBBICHIIO HOPMY JIJISi OIIEHKH «yJIOBICTBOPUTEIILHO» WM TPABHILHO BBIMIOJHEHO MEHee 2/3 Bcei
paboTHI.

Buowl owubox:

- 2pyOvle OWUOKU: HE3HAHUE OCHOBHBIX NOHAMUL, NPABUL, HOPM, HE3HAHUE NPUEMOS8 DeuleHus
3a0au; owuOKY, NOKA3bI8aAIOWUEe HENPABUIbHOE NOHUMAHUE YCII08US NPEONONCEHHO20 3A0AHUSL.

- He2pyOble OWUOKU: HEMOUHOCMU HOPMYIUPOBOK, ONpedesieHuUll, HepayUuoOHAIbHbII 68b100p X00d
peuieHus.

- Hedouemvl: HepayuoOHAIbHble NPUEMbl GbINOJIHEHUS 3A0AHUS, OMOENbHble NOZPEUWHOCMU 6
Gopmynupoeke 8b160008, HeOPeICHOE BLINOIHEHUE 3A0AHUSL.

Kputepun ¢popMupoBaHusi O1leHOK MO0 IK3aMEHY

«Omauunoy (5 6annog) — oOydaromuiics IEMOHCTPUPYET 3HAHHE BCEX pa3elioB H3ydyaeMoi
JTUCITUTUIMHBL: COJIep)KaHue Oa30BBIX TOHATHH H (YHIAMEHTAIBHBIX MPOOJIEM; YMEHHE H3JIaraTh
IPOrpaMMHBIN MaTepHall ¢ JEMOHCTpAlMel KOHKPETHBIX mpuMepoB. CBOOOAHOE BIaIeHUE MAaTEPUATIOM
JOJDKHO ~XapaKTePU30BAThCSA JIOTUYCCKOW SICHOCTBIO M YETKHMM BHUICHHEM TyTEH MPUMCHCHHS
MOJIYUEHHBIX 3HAHWM B MPAKTUYECKOW [EATEIbHOCTH, YMEHHEM CBsf3aTh MaTepuanl C JIPYTHUMH
OTpaCJISIMH 3HAHMSL.

«Xopowoy (4 6anna) — oOy4aroOUIMiicss EMOHCTPUPYET 3HAHHUS BCEX pa3AesioB H3y4yaeMoi
JUCITUTUIMHBL: COJIep)KaHue 0a30BBIX MOHATUN U PYHIAMEHTAIBHBIX MTPOOJIEM; PHUOOPENT HEOOXOIUMBIC
YMEHHsI ¥ HaBBIKH, OCBOMJI BOIIPOCHI MPAKTUYECKOTO MPUMEHEHUS MOTYyYEHHBIX 3HAHUM, HE JTOMYCTUI
(dakTH4YeCKuX OMIMOOK MPHU OTBETE, JOCTATOUYHO MOCIEAOBATEIILHO U JIOTUYHO W3JIaraeT TEOPETUUECKUM
MaTepuain, JOMycKas JIMIIb HE3HAUUTEIbHbIE HAPYIICHHUS [OCIEI0BATEIIbHOCTH H3JIOKCHUS H
HEKOTOpPBhIC HETOYHOCTH. TakuM 00pa3oM JaHHAs OICHKA BBICTABIIACTCS 3a MPABUIBHBIA, HO
HEJOCTAaTOYHO MOJIHBIH OTBET.

«Yooenemeopumenvno» (3 6anna) — oOydaromuncs JEMOHCTPUPYET 3HAHUE OCHOBHBIX pa3JIesioB
MPOrpaMMBbl U3y4aeMOTo Kypca: ero 0a30BbIX MOHATUHN U QyHAaMEHTaIbHBIX MpodieM. OJIHAKO 3HAHHE
OCHOBHBIX TIpOOJIeM Kypca He TMOAKPEIUISIOTCS KOHKPETHBIMH TPAKTHUYSCKUMHU TPUMEpPaMH, HE
MOJTHOCTBIO ~ PAcCKphITa CYIIHOCTH BOINPOCOB, OTBET HEIOCTATOYHO JIOTHYEH W HE Bcerjaa
MIOCJIEIOBATEIIEH, JIOMYIIEHBI OITMOKH U HETOYHOCTH.

«Heyooenemeopumenvrno» (0 6annog) — BBICTAaBISETCS B TOM Ccllydae, Korja oOydarouiuiics
JEMOHCTPHUPYET (PparMeHTapHbIC 3HAHUS OCHOBHBIX pa3JeJIOB IMPOTPaMMbl M3y9aeMOro Kypca: ero
0a30BBIX MOHATUHN U (yHAAMEHTATBHBIX MPOOIeM. Y 3K3aMEHYeMOTo cliado BhIpa)keHa CIIOCOOHOCTh K
CaMOCTOSITCIILHOMY aHAJIMTUYCCKOMY MBINUICHHIO, UMEIOTCSl 3aTPyJHEHUS B W3JIOKEHUHM MaTepuala,
OTCYTCTBYIOT HEOOXOJUMBIE YMEHHS U HaBBIKHM, JOMYIIEHbl TpyOble OMHOKM U HE3HAHUE
TEPMHHOJIOTHH, OTKa3 OTBEUYaTh HA JIOTOJHHUTEIbHBIC BOMPOCH], 3HAHUE KOTOPHIX HEOOXOIUMO IS
MOJTyYEHUS TTOJIOKUTETHHON OLIEHKH.

Kpurtepuu ¢popMupoBaHus OLIEHOK N0 BHINOJTHEHUIO TECTOBBIX 3aJaHUH K 3a4eTy/IK3aMeHy

- OILICHKA «OTJHMYHO/32aYTEeH0» BBICTABJISETCS 00y4aroIeMycs, €M KOJIMYECTBO MPaBHIIbHBIX
0TBeTOB Ha Borpock! coctabisieT 100 — 90% ot obuiero o6bEma 3aJaHHBIX BOIIPOCOB;

- OLIEHKAa «XOPOLI0/3aYTeH0» BBICTABISIETCA O0YyJaroleMycsi, €CIM KOJUYECTBO MPaBHIbHBIX
OTBETOB Ha BOIPOCH — 89 — 76% oT 06111ero 00bEMa 3a1aHHBIX BOIIPOCOB;

- OLIEHKa «yJAOBJICTBOPUTEJIBLHO/32YTEHO0» BBICTABIISIETCS OOY4YarOUIEMYCs, €CIU KOJIMYECTBO
NPaBUIBHBIX OTBETOB HA TECTOBbIE BOMPOCHI —/5—60 % oT o61ero o6béMa 3a1aHHBIX BOIIPOCOB;

- OLIEHKAa «HEYJIOBJICTBOPUTEJIBbHO/ HE3a4YTEHO» BBICTABIIAETCS OOydarolmeMycs, €ciiu
KOJINYECTBO MPAaBUIbHBIX OTBETOB — MeHee 60% oT 0011ero o6béma 3aJaHHBIX BOIIPOCOB.



