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1. IEJTA OCBOEHMSI 1M CLIUIIJIMHBI (MOYJIST)

1.1

Iens ocBOCHMS IUCIUILIUHEI - C(OOPMUPOBATH YMEHHS M HABBIKH O(OPMIICHHS TOKyMEHTAIUH B COOTBETCTBHH C
HOPMaTUBHON 0a30i1 ¢ MOMOIIBI0 HH(OPMALMOHHBIX TEXHOIOTUI U CPEJICTB OPTTEXHUKH, UCIIONb30BaHUs
YHAQHIMPOBAHHBIX CUCTEM JIOKYMEHTAIMH, TEJIEKOMMYHUKAIMOHHBIX TEXHOIOT U B 3JIEKTPOHHOM JJOKYMEHTO000pOTE,
OCYLIECTBIICHUSI XPaHEHUS U [TOUCKA JOKYMEHTOB.

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

Hukn (paznen) OIT: | b1.0.23

3. KOMIIETEHIIUH OB YYAIOIIETI'OCA, ®OPMHUPYEMBIE B PE3YJIbTATE OCBOEHHUSA JTUCIUITINHBI

MOAVJIA)

OIIK-3 CriocoOeH aHATM3UPOBATh H CONEPIKATEIBHO O0OBSICHATE IIPHPOLY SKOHOMHYIESCKUX IIPOIIECCOB HA MUKPO- U MAaKPOYPOBHE

OIIK-3.2 AHanu3supyeT BO B3aUMOCBSI3H SKOHOMUYECKHUE SIBJICHUS, IIPOLECCH] U MHCTUTYThI HA MUKPO- U MAKPOYPOBHE, BBISBIIAET
npo6eMsl ((PHHAHCOBO-3KOHOMHUYECKOTO XapaKTepa 1 00ecreunBaeT UX JOKYMEHTallMOHHOE COIIPOBOXKICHHE

B pesyabraTe ocBOeHHSI AUCHMILIMHBI (MOYJIA) 00y4aroLIUiica 10/KeH
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3HaTb:

3.1.1

- HOpPMaTHUBHO-TIPABOBEIC aKTHI, PETYIUPYIOIIIE TPYIOBBIC OTHONICHHUS B OpTaHM3alliH U ITO3BOJIAIONe (OpMHUPOBATH
CTPATETHIO YIPABICHUS IEPCOHATIOM

3.2

YMmerTh:

3.2.1

- pa3pabaTsIBaTh MIPOCKTHI JOKYMEHTAIMOHHOTO COIPOBOXKICHHS MEPOIPHSTHH, HAIIPABICHHBIX HA PEaTH3amiio
CTpaTEervy YIPaBJICHUS IEPCOHAIOM OpraHU3aluu

3.3

Buaajnern:

33.1

- HaBBIKAMH JJOKYMEHTAI[OHHOTO 00ECTIeYeHHs YIIPABICHIUS IEPCOHATIOM U OI[CHKH OPTaHU3AI[IOHHBIX, COIUATIBHBIX
IIOCJIEJCTBUH OCYLIECTBICHUS MEPOIPUATUH, HAIIPABICHHBIX HA PEAIU3ALMIO CTPATErMU YIIPABIEHHS IEPCOHAIOM

4. CTPYKTYPA U COJEPKAHUE IMCIUAILINHBI (MO YJIST)

Kon HaumeHnoBanmue pa3esioB U TeM /BUA 3aHATHSA/ Cemectp | YacoB | IIpumeuyanue
3aHATHS / Kype
Pa3nea 1. Paznea 1. lokymMeHTOBeI€HIE
1.1 JIOKyMEHT M ero MecTo B cucTteMe yrpasieHus /JIex/ 4 2
1.2 Cucrema TOKyMeHTaUUH U yrpasnenus /I1p/ 4 2
1.3 Crioco0b1 mokymeHTHpoBanus /T1p/ 4 2
1.4 Knaccudukarms nokymenTos /JIex/ 4 2
1.5 YHudUIUpoBaHHBIE CHCTEMBI JoKkyMeHTaruu /T1p/ 4 2
1.6 Oobmepoccuiickue KITacCH(HUKATOPbl TEXHUKO-KOHOMHIECKOH W COMUATIbHON 4 2
unpopmarun /TIp/
Pazgen 2. Pazgen II. JlokymMmeHTALMOHHOE 00ecniedeHUe YIIPaBJIEHU
(opranu3zanus eJ10MPOU3BOJACTBA)
2.1 JoxymenTanpionHoe ooecrieuenue ynpasienus (JJ0Y). CoBpemenHOe 4 2
JIeNONpOon3BOACTBO /JIex/
2.2 MecTo 1€7101pON3BOICTBA B CTPYKTYPE YIPABIECHUECKOro Tpya. 4 4
OpraHu3alOHHO-IITATHOS MOCTPOCHHE JOKYMEHTALIMOHHOTO O0CCIIeYeHHS
ynpasnerns /T1p/
2.3 IIponecc co3manus TokyMmeHTOB /JIek/ 4 2
24 Bnanku noxymenTos. O6mue TpeGOBaHUS K CO3AaHHIO JOKYMEHTOB. 4 2
OdopmieHne peKBU3NTOB JoKyMeHTOB /ITp/
2.5 OdopmieHre OTIeTbHBIX BUIOB JOKyMeHTOB /I1p/ 4 2
2.6 Opranuzanus rokymMmeHToo00poTa /JIek/ 4 4
2.7 XapaKTepUCTHKA U Ha3HAUEHUE OPraHU3al[IOHHBIX (OpraHU3alMOHHO- 4 4
1paBoBbIX) HoKyMeHTOB cucteMbl OPJl. JlokaipHbIe HOPMATHBHBIE aKThI
npennpusitus (JIHA). TlonroroBka mpoekta J0KyMeHTa. PeKBH3HUTHI
JOKYMEHTOB, CTPYKTypa TEKCTa U MpaBuiIa 0QOpMIICHHS, COTJIacOBaHUS U
yTBEpIKACHHS. BHIbI opraHn3anioHHbIX JoKyMeHTOB /I1p/




2.8 XapakTepucTuKa U Ha3HaUCHHE PACHOPSAUTEIBHBIX JOKYMeHTOB cucteMsl OPJI. 4
PekBH3HTHI JOKYMEHTOB, CTPYKTYpa TeKCTa U IpaBmia odhopmieHus. Bupt
pacIopsauTeIHHBIX JOKyMeHTOB /T1p/
2.9 OcobeHHOCTH paboTHI ¢ IEKTPOHHBIMU JJIOKyMeHTamHu /JIex/ 2
2.10 Iopsmok co3nanust, HonydeHus, 00pabOTKH IIMEKTPOHHBIX TOKyMeHTOB /I1p/ 4
2.11 KonduaeHmnanbHOCTh HHPOPMAITUH U KOHPHUICHIIMATBHOCTh TOKYMEHTOB /JIek/ 2
2.12 Opranusamust paboTsl ¢ JOKYMEHTaMH, COACPKAIIMU KOH(HUACHIINAIBHEIE 2
cBenenus /Ip/

2.13 IIpodeccronanbHast 3THKa PabOTHHUKA CITYKObI JOKYMEHTAI[HOHHOTO 2
obecrnieuenus ynpasnenus /I1p/
Pazpnen 3. Paznean I1I. CamocrosiTesibHast padoTa

3.1 Ioaroroska k nekuusim /Cp/ 8

3.2 IToxaroroBka K MpaKTHYSCKUM 3aHATHIM /Cp/ 32

33 XapakTepuCcTHKa 1 Ha3HAUCHHE CIPaBOYHO-HH(DOPMAIIHOHHBIX TOKyMEeHTOB /Cp/ 6

34 OCHOBHBIE MTOHATHS dTUKHU Je0Boro oomenwus /Cp/ 6

3.5 TepMHUHONIOTHA U MOHATHSL, IPUMEHSIEMBIE B IOKYMEHTOBEICHUU 1 10

JOKYMEHTAIIMOHHOM o0ecrieueHun yrpasienus /Cp/

3.6 MexnyHaponHas nepenucka /Cp/ 8

3.7 NsroroBnenue, yueT, UCMOIL30BAHUE U XPAaHEHHE TIeYaTeH, IITAMIIOB M OJIaHKOB 8

nokyMeHTOoB /Cp/

3.8 Pabota ncnonuurens ¢ goxymertamu /Cp/ 4

3.9 JoxymenrtanbsHblit houn /Cp/ 5

Paznen 4. Paznen IV. Konrakrhas padora
4.1 3auet /KD/ 0,15

5. OHEHOYHBIE MATEPHAJIBI

OreHOYHBIC MaTEePHANIBI TSI IPOBEICHUS IIPOMEXKYTOUHOH aTTeCTaluy 00yJaloIuXCsl IPUBEACHB! B MPIUIOKEHIH K

paboueil mporpaMMe JUCHUIIIUHBL.

@DopMBI B BHIBI TEKYIIETO KOHTPOJS O AUCHUIUTHHE (MOIYIIO), BUABI 3aIaHUH, KPUTCPUH UX OLICHHBAHM,
pacmpeneneHre 0aIoB 0 BUIAM TEKYIIEro KOHTPOIIS pa3pabaThIBalOTCS MPETOAaBaTeNIeM JUCIUIUIMHEI C YIETOM €€ CIICIH(UKH U

JIOBOZATCS 10 CBEACHHS O0YJaIOMIUXCS HA TIEPBOM yueOHOM 3aHSTHH.

OHOC.

Texkymuil KOHTPOJIb YCIIEBAEMOCTH OCYILLECTBISIETCS MpernojaBaTesieM IUCLUUIUIMHBI (MOIYIsl) B paMKaX KOHTaKTHOH
paboTBI M CaMOCTOSITEBHON paboThl o0y4datormmxcst. J{nst puKcupoBaHUs pe3yabTaTOB TEKYIIETO KOHTPOJIST MOKET HCIIOTB30BATHCS

6. YAEBHO-METOJUYECKOE U HH®OPMAIIMOHHOE OBECIIEYEHUE JUCHUIIJINHBI (MOXYJISA)

6.1. PexomeHnayemas JiuTepaTypa

6.2 UndopManuoHHbIe TEXHOJIOTUH, HCI0JIb3yeMble IIPH OCYLEeCTBJICHHH 00Pa30BaTe/IbHOIO IIpoLecca o JUCHUILINHE

(Mony.a10)

6.2.1 IlepeyeHb TULEH3MOHHOIO U CBOOOIHO PACIIPOCTPAHAEMOI0 IPOrPAMMHOI0 O0ecneYeHust

6.2.2 Ilepeyenn npogeccHOHANBHBIX 023 JaHHBIX 1 UHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIHHUIIJIMHBI (MO YJIA)

7.1

VaeOHbIe ayTUTOPUH JUIsl TPOBEIICHUS 3aHATUH JIEKIIMOHHOTO THIIA, YKOMIUICKTOBAHHBIE CHIEIHAIN3MPOBAHHON MeOeNbIo
1 TEXHHYECKUMH CPEICTBAMH O0yIEHUS: MyIbTUMEIUIHHOE 000pYIOBaHNE TS IPEIOCTABIICHUS yIeOHOH HH(POpMALIIH
OOIBIIION ayTUTOPHHU H/HITH 3BYKOYCHIIMBAIOIIEe 000pyA0BaHHE (CTAI[OHAPHOE HITH IIEPEHOCHOE).
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VaeOHBIE ayTNTOPHH U TIPOBEICHNS 3aHATHH CEMHHAPCKOT0 THIIA, TPYNIIOBEIX U HHANBHUIYabHBIX KOHCYIIBTAIIHH,
TEKYILETO KOHTPOJSI U TPOMEXKYTOUHOH aTTeCTAIlH, YKOMIUIEKTOBAaHHbIE CIIEI[HATN3UPOBAHHON MEOENbI0 U
TEXHHYCCKUMH CPEICTBAMH OOYYCHUS: MyJIbTUMEIUIHOEC 000PYIOBaHUE U/UITH 3ByKOYCHIIMBAIOIIee 000pyI0BaHHE
(cTanmoHapHOE WM TIEPEHOCHOE)

7.3

INomenieHust A1 CaMOCTOSITENIEHOH PaOOTHI, OCHALLICHHBIC KOMIIBIOTCPHOH TEXHUKOH € BO3MOXKHOCTBIO TIOIKITFOUCHUS K
cetn "MHTEepHET" M 0OECTIeYeHNEM JIOCTYIA B SIEKTPOHHYIO HH(POPMAHOHHO-00Pa30BaTeIbHYIO CPEIy YHHBEPCHUTETA.

7.4

[NomenteHust ot XpaHeHHs ¥ MPOPIITAKTHIECKOTr0 0OCITy)KHBaHUS YI4eOHOTO 000pyIOBaHHS




[Ipunoxxenue
K paboueil mporpamme JUCHUTUTHHEI

OLIEHOYHBIE MATEPHUAJBI 1JI51 TPOMEKYTOYHOM ATTECTALIUN
MO JUCHUILIMHE (MOAY.IIO)

JIOKyMEHTAllMOHHOE o0ecIieueHue YIpaBJIeHUus

(HaumeHoBaHUe OUCYUNIUHBL(MOOYIIS)

Hampapnenue noaroToBKu
38.03.01 DxoHOMUKA

(K00 u HaumeHoB8aHue)

HanpasnenHocTs (mpoduiib)
DKOHOMHUKA U (hDHHAHCHI NpeAnPUATHHA (OpraHu3anmuii)

(HaumernosaHue)




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. IlosicHuTeJILHAS 3aIUCKA
HCJ'IB HpOMe)ICYTOqHOﬁ arrecragun — OILCHHMBAHUC HpOMG)KYTO‘-IHBIX U OKOHYATCJIBHBIX pe3y.]'IbTaTOB
oOy4YeHHs] TIO0 JUCUUIUIMHE, OOCECIeUMBAOIINX JOCTH)KCHHE IIAHUPYEMBIX pe3yJbTaTOB 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/lpyeMBIX B IIpouecce 0CBOCHUSA TUCIHHUIIIINHBI
KO)I 1 HAMMCHOBAHHUEC KOMIICTCHIIMHN KO,H HUHAWKATOpa JOCTUKCHUSA
KOMIICTCHIIMH

OIIK-3: CnocobdeH aHAIM3HPOBATh U COJEPKATEIbHO 00bsIcHATH mpupoxy | OIK-3.2 Ananusupyer BO B3aUMOCBSI3H
IKOHOMHYECKHUX NMPOLECcCOB HA MHKPO- M MAKPOYPOBHE 9KOHOMHYECKHE SBJICHUS, MPOLECCH U
HHCTUTYTBl Ha MHKpPO- U MaKpOYypOBHE,
BEISIBIISICT TIPOOIEeMBI (uHAHCOBO-
KOHOMHYECKOTO Xapakrepa "
obecrieunBaeT HX JIOKYMEHTaIMOHHOE
COIPOBOXKICHHE

Pe3yabTaThl 00yUyeHUs 10 TUCHUILINHE, COOTHECEHHBIE C MJIAHUPYEMbIMHU
pe3yJbTaTaMH 0CBOeHHs 00pa30BaTeIbHOI NPOrpaMMbl

Kon u HauMeHoBaHWe MHAWKATOpa | PesynmbraThl 00yueHHUs MO JUCHMILINHE O1eHOYHbIE MaTEepHAIbI
JIOCTHIKEHUSI KOMITETCHIMN

OIlIK-3.2 Ananusupyet BO | 3HaeT: HOPMAaTHMBHO-NIPABOBBIE aKThl, peryiupytomue | Tectsr Ne 1-26
B3aUMOCBSI3H HKOHOMHUYECKHE | TPYAOBBIE OTHOIICHHS B OpPraHU3allid M TO3BOJISIONIME

SIBJICHUSI, IPOLIECCHI U MHCTUTYTHI Ha | ()OPMHUPOBATH CTPATETUIO YIPABJICHHUS IEPCOHAIOM
MHUKDPO- M MakpOYpPOBHE, BBIABIAET | YMmeer: pa3pabarbiBaTh NPOEKTHl JoKyMeHTaruoHHoro | Tectsr Ne27-60

pobIIeMbI (MHAHCOBO- | CONMPOBOKIEHHUA  MEPONIPUATHIA,  HANpaBIECHHBIX  Ha
SKOHOMHYECKOTO  XapakTepa M | peaju3al{io  CTpPATerdd  YOPABICHUS  [EPCOHAIOM

obecrieunBaeT UX | OpraHu3aiuu

JIOKyMEHTaI[MOHHOE Brameer: HaBBIKAMH JOKYMEHTAIIMOHHOTO oOecneueHus | 3amanus Nel-10
COIPOBOXKICHUE yIPaBICHUS] TEPCOHAJIOM U OLEHKH OpPraHU3allMOHHbIX,

COIMAIBHBIX TOCJIEICTBUI OCYIIECTBICHUSI MEPOIPUATHI,
HANpPAaBICHHBIX HA PpEaM3alUI0 CTPATErWd YIPaBICHUS
[IEPCOHATIOM

[TpomexyTouHast aTTecTanusl (3a4eT ¢ OLEHKOI) MPOBOJUTCS B OJJHOM M3 CIIEAYIOMIUX (HOopM:
1) coOecenoBanue;

2) BoimonHenue 3aganuii B IMMOC yHuBepcuTeTa.

2. Tunosbie! KOHTPOJILHBIE 321aAHUS WM WHbIE MATEPHAJIBI IS OLEHKH 3HAHMH, yMEHH I, HABBLIKOB

U (MJIH) ONBITA AeATETbHOCTH, XapAKTEPHU3YIOIIHUX YPOBEHb CGOPMHUPOBAHHOCTH KOMIIETEHIIM

2.1 TunoBbie BONPOCHI (TeCTOBbIE 3aJaHUs) UIS1 OLCHKH KOTHUTHBHOIO 00pPa30BaTeJILHOIO Pe3y/1bTaTa
[IpoBepsieMblit 00pa30BaTENbHBIN pPe3yNbTaT:

Koza u HanMeHoBaHME NHIMKATOPA JOCTHXKEHHUS OOpa3oBaTeNbHbINA Pe3yIbTaT
KOMIETEHIIUU
OIIK-3.2: AHaau3upyeT BO  B3aMMOCBSI3HM | 3HaeT: HOPMAaTUBHO-IIPABOBbIE aKTBhI,
IKOHOMHMYECKHe  SIBJIeHHSl,  TPOLeCcChI U | perynupymoiine TPYJOBBIE OTHOIIECHHUS B
HHCTHTYTbl HAa MHKPO- W MAaKpOYpPOBHe,

1 IpuBoasiTCA TUIOBBIE BONPOCH U 3aAaHust. OLEeHOUHBIE CPEACTBa, MPeJHA3HAUCHHbIE I IPOBEACHUS aTTECTAIIMOHHOIO MEPONPHUATHUS, XpaHATCA Ha Kadeape B
JIOCTATOYHOM JUTS IIPOBECHHS OLCHOYHBIX HPOIIEAYpP KOJIHMIECTBE BApuaHTOB. OLICHOUYHBIE CPEACTBA IOUIeKAT aKTyaIH3alliy ¢ YYETOM Pa3BUTHS HAyKH, 00pa3oBaHHs,
KyJbTYPBI, JKOHOMHKH, TEXHUKH, TEXHOJIOTUH B CONUANBHON chepbl. OTBETCTBEHHOCTD 32 HEPACIPOCTPAHEHHUE COAEP KAHUS OLICHOUHBIX CPEACTB CPEAU 00yJalOmuXCs
YHHBEPCHTETa HECYT 3aBeIyIONIHil kadenpoli U IpernogaBaTelb — pa3padoTUNK OLEHOYHBIX CPECTB.



BBISIBJISIET npoodyemMbl ¢punancoBo-
IKOHOMHYECKOI0 XapaKkTepa M o0ecne4uBaeT UX
JOKYMEHTAIHOHHOE CONIPOBOK/ICHHE

OpraHu3ani ¥  TO3BOJISIOIME  (OPMHUPOBATH
CTPATETHIO YIIPABICHUSA IIEPCOHAIIOM

1. Kem npuHuMaeTcs pelieHue 0 BpeMeHHOM TiepeBojie paboTHHKa?

a) PykoBonurenem opranuzauuu
0) PaboTHrKOM

B) Ilo coruamenunio cTopoH, 3aK/j04YaeMoMy B MUCbMEeHHOH hopme

2. Kak ucuuncnsercs MpOAOJIDKUTCIIBHOCTD €KECTOAHOI'O OINIaYMBacMOIo OTHYCKa?

a) B kajleHIapHBIX JHAX
0) B pabounx mHsx

B) B 3aBHCcHMOCTH OT OTpaOOTaHHOTO BPEMEHH

3. Korna y paboTHHKa HacCTynaeT MpaBo Ha UCIOJb30BaHUE OTITyCKa 3a NEPBBIN Toj padoThI?
a) [To ucreuennn Tpex MecsIEeB €ro HeNMPEePhIBHON pabOTHl B TaHHOK OpraHU3aun

0) Ilo ucTeyeHuM MECTH MecCsilleB €ro HeMmpepbIBHOI padoThI B TAHHOM OPraHN3aluu

B) Ilo ncreyennn oMHHAALIATA MECSLIEB €TI0 HETPEPHIBHOM paObOThI B JTaHHOW OpraHU3aluu

4. Korma mpenocTaBIisieTest €KEeT0THbIN OIIaunBaeMbIi OTIYCK PaOOTHUKY-COBMECTUTEIIO?

a) Korma yno6no padoronarento

0) OnHOBpPEMEHHO C OTIYCKOM 110 OCHOBHO# padoTte

B) Koraa et pabotsl

5. Kak YUUTBIBAIOTCA Hepa6que IMpa3JHUYHbIC JHH, IIPUXOAAIIHNCCA Ha IICPHO CIKCTOIHOTO

OCHOBHOTO OILITAYMBACMOI'O OTHYCKa?

a) Bxknrogarorcs B uucio KaJICHAApPHBIX JHEeH OTITyCKa
6) B uuciao KaJIcHIapHbIX JHeH OTIMYCKA HE BRIIIOYAI0TCH

B) [To ycMOTpeHuUI0 pyKOBOJAUTENS OpraHU3aluu

6. Korga yrBeprkaaercs rpaguk OTIYCKOB Ha oYepeaHoi roa?

a) 1 nexabpst

0) 3a ABe HexeJIM 10 HACTYIJICHHS] HOBOT'0 KAJICHAAPHOI0 Io/ia

B) B nepsbiii pabounii JeHb HOBOTO roja

7. B Kakux ciaydasx eeroJHbli OMjaunBaeMblil OTITYCK J0JKEH OBITh MPOJUIEH?
a) B ciiyuae BpeMeHHOI HETPYA0CTIOCOOHOCTH PA0OTHHKA

0) B cniyuae nHs poxkaeHus

B) B ciyuae oTcyrcTBUs OUIIETOB HA CaMOJIET WK TI0€3]

8. Ilpu kakoM yCIIOBUU I0ITyCKaeTcs OT3bIB paOOTHUKA U3 OTIycKa?

a) [lo nannmaruse pabotomarens
0) [lo nHMIIMaTHBE HaYaIbHUKA OTIENA

B) T0JIbKO ¢ MMCBMEHHOIO corJiacusi pa0OTHUKA

9. Kakoli MakcHMasbHBIN CPOK UCIIBITAHUS YCTAHABIMBAETCS NP 3aKJIIOUEHUH TPYJOBOrO TIOTOBOPa
JUIS pPYKOBOAMTENEH OpraHn3aluil U TJIaBHBIX OyXraiarepo?

a) 3 MmecsIl
0) 6 mecsineB
B) 9 MecsiIeB

10. KakoB MakcuMaIbHBIN CPOK HCIIBITAHUA TTPU 3aKIIFOYCHHUU TPYAOBOI'O0 I0roBOpa HAa CPOK OT 2 A0 6

MecseB?




a) 2 HexeJn
0) 1 mecsn
B) 2 Mecsa

11. YcranaBnuBaeTcs JM HCIBITAHKUE JUIsI pAOOTHUKOB, MMPUTIIAIIICHHBIX HA pa0OTy B MOPSIKE
nepesojaa?

a) Ja

0) Her

B) TOJIBKO MO XKETaHUIO PYKOBOJIUTES

12. JIns kakoi kaTeropuu pabOTHUKOB 3aMPEIEHO YCTaHABIUBAThH UCTIBITAHUE MPU TIpUEMe Ha
pabory?

a) s jmu, He nocturmux 18 jer

0) s man, nocturmux 40 et

B) st nuu, gocturmmux 50 ner

13. B xakoii (hoopMe COCTaBISAETCS TPYIOBOU TIOTOBOP?
a) B yctHo#t

0) [o pemieHno pyKOBOIUTENS

B) B nucbMeHHOM

14. TIpu cmene haMuINKM COTPYAHUKA HA TUTYIBHOM JIUCTE TPYJOBON KHIKKHA HEOOXOIUMO:
a) HammucaTh psioM HOBYIO (haMIUTHIO, B3SIB TIPEIKHIOIO B CKOOKHU

0) Crapas paMuins 3a4epKUBaeTCsl OTHOM YepPTOi M BIMCbIBaeTCsl HOBas (pamMuiius

B) [IpexHioro hammimio 3aMa3aTh KOPPEKTOPOM

r) Bnucars HOBYIO (pamMuiuio macToi pyroro mBeTa

15. B TpynoBoii KHMXKKe MOTYT ObITh 3anucH o (cT. 66 TK PO):
a) Harpaxnenusix

6) BriroBopax

B) Hapymenunsax

r) HarpaxneHusx, BBIrOBOpax, HapyIEeHHUsIX

16. Ilpu 3akIr04eHHH TPYAOBOTO JIOTOBOPA JIUIIO, OCTYIAOIIee Ha PadoTy, MPEIbsBISIET
paboTtonaremnto (cT. 65):

a) CHWIC

6) MTHH

B) CBUIIETENBCTBO O Opake

r) CBUIETETHCTBO O POXKICHNU peOeHKa

17. Kakoii cpok cuuTaeTcss MAaKCUMalbHBIM JIJIs1 UCTIBITAHUS TIpH ITpuéMe Ha padoty (ctT. 70):
a) 1l ron

0) 6 MmecsinieB

B) 3 Mecsina

r) Her orpannyenuii

18. 3 utons (BTOPHUK) COTPYAHMK NMporyisil. Kakum THEM ero yBoJIUTh 3a MPOTyYIl, €CIIU MHUCbMEHHbIE

O0OBSCHEHHS OH MPEAOCTABIII 4 HIOJIs?
a) 2 urons
0) 3 urons
B) 4 U104
r) [Ipu Hanmuunu 0ObsICHEHUH YBOJIbHEHHE HE PAaBOMEPHO




19. IIpaBomMepHO 1M yBOJIbHEHUE COTPYIHHUKA 3a UCIIOIb30BaHKE «B KOHTaKkTe» B TeueHue padbouero
THS ¢ pabovero KOMITbIoTepa

a) Her

6) IIpaBoMepHO 7151 COTPYTHUKOB, B UbU JOJDKHOCTHBIE O0SI3aHHOCTH HE BXOJIUT paboTa B COICETAX
(paboTa 1o MoMUCKy NepcoHalla, TApreTUHIY, pa3MelleHue KOHTeHTa B rpyIie padoroaaresns U T.1.)

B) IIpaBomepHo, eciin B IIBTP nponucan 3anper Ha mosib30BaHue couceTssiMu Ha padorte

r) IIpaBoMepHO, paOOTHUK HE TOJKEH «CUAETh» B COLICETSAX Ha paboTe

20. Eciiu coTpyiHUK HE yKa3all B 3asBJICHUU 00 YBOJIBHEHHH 110 COOCTBEHHOMY JKEJIaHUIO JaTy
MpeKpalleHus TPYAOBbIX OTHOLICHUH, TO pabOTOAaTeNb:

a) MoxeT yBOJIMTb COTPYAHUKA, KOT/Aa eMy OyZeT HailieHa 3aMeHa

0) JloKeH yBOIMTh COTPYIHUKA B TEUCHUE TPEX THEH

B) JloyKeH yBOJIMTB COTPYIHUKA 10 UCTEUEHHs IBYX HEJEJb II0CiIe 0Jauu 3asiBICHUs

r) He moxeT yBoJIMTH pa00THHKA /10 HCTEYeHHUsI ABYX He/lelb 10cJIe MOAa4H 3asiBJICHUS

21. Y4ueOHBIN OTITYCK MPEAOCTABISICTCS Ha OCHOBAHUU:
a) CnpaBKH-BbBI30Ba

0) 3au€THO KHIKKH

B) Beinucku u3 yuebnoi segomoctu BY3a

r) AKaJIeMUYEeCKON CITpaBKU

22. Ecnu cOTpyAHHK UAET B OTIIYCK HE MO TpaduKy OTIYCKOB:

a) ['paduk OTIIyCKOB HYXHO TIepe/IeNiaTh

0) B rpade 6 3amrpuxoBaTh AaThl IJIAHUPYEMOT'O OTITYCKa U BMECTO HUX HAIMCaTh HOBBIE
B) B rpade 6 3auepkHyTh qaThl MJIaHUPYEMOTO OTITYCKA U PSAIOM HANKCATh HOBBIE

r) Buectu narel pakTuyeckoro ornycka B rpady 7

23. Yto nenaTh, €CiM B JIMYHOM KapTOUYKe 3aKOHYMIIOCHh MECTO ISl BHECEHUS MH(pOpMaLuu 00
OTITyCKE COTPYAHHKA:

a) bosnplie He BHOCUTD B JIMYHYIO KapTOUKY 3alIMCH 00 OTITyCKe

0) 3ama3aTh IITPUXOM WUJIH 3aKJIEUTh UMEIOILYIOCS HHPOPMAIUIO U CBEPXY HAalUCaTh HOBYIO

B) 3aBECTH BTOPYIO JUUHYIO KAPTOUKY

r) OpopMuTh 10N0JIHEHUE K JIUYHOH KAPTOUKe

24. Ecny COTpYAHHK B3sUT OTITYCK co 2 Mast 2023 rojia Ha 2 HEJIeH, TO KOT/Ia eMYy BBIXOJIUTh Ha
paboty?

a) 16 mas

0) 17 man

B) 20 mas

r) 24 Mas

25. Yrto nenaTh, eciiv OepeMeHHasi COTpyJHHIIA IpeabsiBuia paboToaaTeno O0IbHUYHBIN He cpa3y,
KakK MOJIy4HJIa €ro, a no3axee?

a) OdopMIIATE OTIYCK 33JHUM YHCIIOM, a TOCOOUE BBHIIUIAYMBATH B TIOJHOM 00bEME THEM, KOTa
COTpYAHHIIA TIPUHECTIA OOTLHUYHBII

6) OpopmisaTh oTyck Ha 140 qHEH CeroHAIIHUM YHCIOM U BHIIIJIAYUBATh OCOOKE C TOTO MOMEHTA,
KaK COTpYAHMIIA TpUHeca OONbHUYHBIN 1 HamKcasa 3asBiIeHe

B) Otmyck npenoctaBuTh Ha 140 aHelt 3aBTpaniHuM uncioM. [TocoOue BHIIUIATUTH ¢ TOTO MOMEHTA,
KaK COTPYAHMIIA TPUHEca OOJIbHUYHBIN U 3asBJICHUE




r) OGopMUTH OTIIYCK C 3aBTPANIHEro JAHS M0 ATy OKOHYAHHS, YKA3aHHYI0 B 00JIbHHUYHOM.
ITocoOme BHIJIATUTH He NMOJHOCTbIO, 2 C MOMEHTA 0(pOPMJIEHUS U 10 1aThl, YKA3aHHOI B
00JIbHUYHOM

26. BrutagpIl K Tpy1OBOW KHUKKE IPHUKPETUISIETCS
a) C nmomotipko creriepa

0) BumBaercst HUTKaMu

B) [IpuknenBaercs

r) BknagpiBaercs B cepeinny 6€3 NPUKPEIICHUS

2.2 TunoBble 3a1aHUS VISl OLEHKH NMPOAYKTHBHOI0 00pa30BaTeIbHOIO0 pe3yJibTaTa

Kox n HanMeHOBaHUE WHAMKATOPA JOCTHIKCHHS OO0pa3oBaTeNbHBINA PE3YJIbTAT
KOMIIECTCHITHH

OIIK-3.2: AuHanu3upyeT BO B3aHMOCBSI3H | YMeeT: pa3pabatbIiBaTh MIPOCKTHI
IKOHOMHYECKHE  fIBJE€HHS, MPOIECChl M | JOKYMEHTAIIMOHHOTO COMPOBOXKICHUS MEPOIIPHUSITHIHA,
HHCTUTYTHI HAa MHKPO- H MAaKpPOYPOBHE, | HAPAaBJICHHBIX  HA  peallu3alliil0  CTpPATerHH
BBIfIBJISIET NMpoodJIeMbI (puHaHCOBO- | yIIPaBICHUS IEPCOHATIOM OpraHU3aIluU
IKOHOMHYECKOT0 XapaKTepa U ofecreuynBaeT uX
AOKYMEHTAIMOHHOE CONPOBOKIEHUE

28. [Tpo10KUTETLHOCTh CE30HHBIX Pa00T B TEYCHHUE TO/IA TI0 00IIEMY ITPaBUIy HE MOXKET
MIPEBBIIATH ... YKaKUTE MEPUOJI B MeCsIIax
OTtBeT: 6 MecsLIEB

29. TpynoBas KHWXKKa 1S ipegocTaBieHus B [leHcnonnsiit o BeaeTess pabOTHUKY Ha PYKH I10
€ro MIUChbMEHHOH TIPOCKOE B CPOK ...
OtBert: He no3aHee 3 pabounx AHEH

30. [Ipu cokparienuu padboToAaTeNeM YUCIEHHOCTH paOOTHUKOB IPEUMYIIIECTBEHHOE MPAaBO Ha
OCTaBJIEHUE Ha pabOTe JOJKHO MPENOCTABIAThCA PAOOTHUKAM C 00J1ee BBICOKOW TPOU3BOIUTENILHOCTBIO
TpyJa u ...

Otger: kBanuuKanuen

31. Tlpu 3aKJIF0OUYEHUH TPYTOBOTO JJOTOBOPA HA CPOK OT 2 10 6 MECSIIEB UCITBITAHUE HE MOXKET
MPEBBIIATH ... YKaKUTE NEPUOJI B MecsIax
OtgerT: 2 Mecsina

32. 3a kaKko# CpoK pabOTHHK, 3aKIFOYHBIIUI TPYAOBOM JOTOBOP HA CPOK IO JIBYX MECSIIEB, MOXKET
JOCPOYHO PacTOPrHYTh €ro 0 COOCTBEHHOMY JKE€JIaHUIO, MpeaAynpennuB o0 3ToM padoToaaress?
OtBer: 3a TpU JHA 0 YBOJIBHEHUS

33. Koro B COOTBETCTBHH C 3aKOHOAATEILCTBOM HEIb351 YBOJIHUTH 332 HEOJHOKPATHOE HAPYIICHNE
TPYAOBBIX 00sI3aHHOCTEN?
OTBeT: OepeMeHHYI0 paOOTHHILY

34. Kakure aBa IOKYMEHTA MPEIBABISET paO0TOIATEIIF0 HHCIIEKTOP TPY/a IPH BhIC3THON MPOBEpKe?
YKaxure TOKYMEHTHI 4epes ;

[IpaBuiibHBIE OTBETHI: CIYXKEOHOE YJOCTOBEPEHUE; PACTIOPSHKEHHE O MPOBEICHUN TPOBEPKU

35. [Ipu Bo3BpameHn: N3 KOMaHIUPOBKH paOOTHHUK OJDKEH MPEICTABUTH ...
OTBeT: aBaHCOBBIN OTYET




36. Jliis xoro u3 paboroaareneii 00s3aTeIbHO HATMYUE JOKYMEHTA O TIOpsIKE 00paboTKH
MEPCOHAIIbHBIX TAHHBIX ?
OTBeT: U BCEX

37. Moset 1 ObITh OTCTPAHEH OT PabOThI COTPYIHUK H3-32 HEIIPOXOXKIACHHS 0053aTEIBHOTO
MEJUIIUHCKOTO OCMOTpa?
OtBeT: na

38. Koro He00X0MMO YBEIOMUTH O MpUEME Ha padoTy «0e3BU30BOI0» HHOCTPAHHOTO paOOTHHUKA?
Otser: MB/{

39. Ecnin paboTHHK 1Mo/ai 3asBJICHHE HA OTIYCK BHE rpaduKa OTIIYCKOB, TO MOXKET JI pabOTOIaTeNh
€My OTKa3aTh?
Ortsert: na

40. Ecriu paGOTHHUK MOAJ 3asBJICHUE HA YBOJbHEHUE, TO 10 KAKOT'O MOMEHTA OH MOJKET €Tr0
0TO3Barhb?
OTBeT: 10 OKOHYAHHUS ITOCJICTHETO paboydero JTHS

41. B TedyeHune Kakoro cpoka paboTHHUK JOKEH ObITh O3HAKOMIIEH C IPUKA30M O BBIHECEHUH
JTUCHUTITMHAPHOTO B3BICKAHUS?
OTBeT: B TeueHue Tpex pabounx AHen

42. B Teuenue ... pabouux JHEH C JaThl HaYajaa paboThl paOOTHUK JOHKEH OBITh 03HAKOMJIECH TTO/T
POCIIHCH C TIPUKA30M O TIprueMe Ha paboTy
OtBer: Tpex

43. JlomkeH 1 paOOTHHK MHCATh 3asiBICHHUE HA YBOJIbHEHHE COOCTBEHHOPYYHO?
OTtBeT: HET, pabOTHUK MOKET 3asiBJICHUE HAIe4yaTarh, rIIaBHOE, YTOOBI €ro MOANMKUCH OblTa
COOCTBEHHOPYYHOMH

44. B xakux ciydyasx MpeaocTaBlIeHUe rapaHTHH 1 KOMIIEHCAlui paOOTHUKAM, COBMEIIAIOLIIM
paboTy ¢ noayyeHrueM 00pa30BaHuUs, BISETCS MPABOMEPHBIM?
OTBeT: mpu NOJy4eHUH pabOTHUKaMHU 00pa30BaHUs COOTBETCTBYIOIIETO YPOBHS BIIEPBbIC

45. PazMepsl OCOOHIt 110 BpeMEHHOM HETPYJA0CIIOCOOHOCTH YCTaHABINBAIOTCS:
OtBet: (penepanbHBIMU 3aKOHAMHU

46. Cornacao HopMaM TpymoBoro kojiekca Poccuiickoit @eneparuu 3apaboTHas rmiaTa
MPEJCTABISET COOO:
OTBeT: BO3HarpaxaeHue 3a Tpyx

47. OmnaTa oTITycKa MPOU3BOIUTCS HE TTO3/IHEE YeM 3a ... JHS J0 €ro HaJdaja
Ortsert: Tpu

48. HopmainbHas IpO0IKUTENLHOCTh pabovero BpeMeH! He MOXKET MPEBBIIIATH ... YACOB B HEJEIIO.
Otser: 40

49. Kakuie Tpu opraHu3alioHHbIe (OPMBI JICIIONPOU3BOICTBA BoI 3HAaeTE?
Ortgert: llenTpanu3oBanHas, AEIEHTPAIN30BAHHAS, CMEIIIaHHAS




50. IIpu oTcyTCTBHH JOMKHOCTHOTO JIUI[A B MOMEHT TOJITUCAHUS IOKYMEHTA, - MOXHO JIH
MIPOCTABJIATH KOCYIO UEPTY WIIH MPEAJIOT “3a” mepe]] yKa3aHHeM ero JOHKHOCTH (4TOObI MOT MOAMKUCATh

JIpYroi yenoBek)?
OTBeT: HET

51. Kak 3aMCECTHUTCIIb, PICHO.]'IH?IIOH_II/Iﬁ 0053aHHOCTHU PYKOBOJUTCIIA ITOAIMNCBIBACT JTOKYMCHTLI B

OTCYTCTBUU PYKOBOAUTEIISA?
Otset: U.0.pykoBOoAUTENS

52. HJ’IH YAOCTOBCPECHUS ... HIOAJIMHHOCTHU JOKYMCHTA IIPOCTABJISIIOT OTTUCK II€YATH.

OTBeT: MOUIMHHOCTH

53. Hy>kHO 1 MUCHMO, IOATOTOBIICHHOE HA OJIAaHKE, YIOCTOBEPATH MEeYaThio?

OTBeT: HET

54, Ha60p PCKBU3HUTOB O(1)I/II_[I/IaJ'ILHOl"O NMHUCbMCHHOI'O JOKYMCHTA, PACIIOJIOKCHHBIX B onpeneneHHoﬁ

HOCJIEA0BATEIBHOCTH — 3TO ...
OtBert: hopmMyJIsIp JOKYyMEHTA

55. CKOJIbKO BapMaHTOB OJIAaHKOB YCTAHOBJICHO B 3aBUCHMOCTH OT CIIOC00a PaCIOIOKEHUS

PEKBU3UTOB?
Otser: 2

56. Kakwue Tpu Bua OJ1aHKOB YCTAHOBIICHBI JIJIsl OPTaHU3AIINH, €€ CTPYKTYPHOTO MOIPA3/IeICHUs 1

MOJDKHOCTHOrO Jura’?

OtBer: o0mmii 6;1aHK; OJaHK MUChbMA; OJIAHK KOHKPETHOTO BUAA JOKYMEHTA

57. MOHO 1 Ha TOKYMEHTax MPUBOIUTH COKpPAIIEHHOE HAMMEHOBAHUE OPTaHU3alUH, €CJTH OHO
3aKPEIUIEHO B YUPEIUTEIbHBIX JOKYMEHTaX OpraHu3anuu’?

OtBeT: 11a

58. Kakwue cBeieHust MPUBOIAT B CIIPABOYHBIX JIAHHBIX 00 OpraHu3anum?
OTBeT: MOYTOBBIH aapec, HoMep TenedoHa U Apyrue CBEACHU 0 YCMOTPEHHUIO OpraHu3aluu

59. OTpaCJ'IL ACATCIIBHOCTH, O6CCH€‘II/IBaIOH_[aH JAOKYMCHTHUPOBAHUC U OPTraHU3aIUIO pa6OTH C

opUIMATBEHBIMU JOKYMEHTaMH — 3TO ...
OTBeT: AeI0IpOU3BOACTBO

60. Ykaxxute mpaBUIIbHBIA BapuaHT 0(hOpMIIEHUS MMOYTOBOTO ajipeca B "CrpaBOYHBIX JaHHBIX 00
opranuzanuu-asrope". OAO "I[Tunot" 212109, 1. YabsHOBCK, yi. 300orapesckas, 3, od. 112.
OtBet: OAO "TTunot" 212109, . YabsHOBCK, yi. 3omorapeBckasi, 3, opuc 112

OIIK-3.2: AHagu3upyeT BO  B3aHMOCBSI3H
IKOHOMHUYECKUE AABJICHUA, MpPpOouECChI n
HHCTUTYTHI HAa MHKPO- ¥  MaKpOYpPOBHe,
BbIAIBJIAET npoodJieMbl ¢punancoso-

IKOHOMMYIECKOI'0O xapakTepa u o0ecneuynBaeT MX
JOKYMCHTAIUMOHHOC COIMMPOBOKACHUE

Baapeer: HaBBIKAMU JIOKYMEHTAllMOHHOTO
obecrieueHrsT yIpaBJICHUS TIEPCOHATIOM U OICHKH
OpraHU3allMOHHBIX,  COLHUAJIBHBIX  MOCIEICTBUMA
OCYIIIECTBJICHUSI MEPOTPUSTHI, HAMpaBIEHHBIX Ha
peann3alnio CTPATETUN YIPABIECHUS IEPCOHATIOM

3aHaHI/I€ 1. Kor)]a AOKYMEHT I'OTOBUTCA B OTBET HA KaKOM-TO 3a1pocC, Wir NOoATrOTaBJIMBACMO€ ITUCbMO

SABJICTCSA OTBETOM Ha APYroe MUCbMO UCIIOJIB3YCTCA .

JOKyMeHTa?
OTBeT: peKBU3UT

.. “CcpUIKa Ha pErUCTPallMOHHBIM HOMED U 1aTy




3ananue 2. B Tex ciyyasx, eciu 3aTpyJHEHO ONpeAeTIeHUE MECTa COCTABICHUS UIH U3IaHUs
JIOKyMeHTa 1o pekBu3uTaM "HammenoBanue opranuzamun’ win "CripaBouHble JaHHbIe 00 opraHu3anum”
odopmiisiercs ... "MecTo cocTaBlIeHUs WK U3IaHUs TOKyMeHTa'?

OTBeT: peKBU3UT

3ananue 3. «YTBEPX/IAIO Hupekrop 3A0 "IMunotr" [oanuce A.B. ITerpos 23.09.2023» Kakoii
PEKBU3UT 0(OpMIISIETCS TAKMM 00pa30M B JOKYMEHTE, KOT/Ia YTBEPKACHHUE MTPOUCXOUT TOJKHOCTHBIM
nuuom?

OtgerT: rpud yTBEepKICHUS

3amanue 4. «YTBEPXX/IEHBI pemennem Copeta nupektopoB ot 12.01.2023 Ne2y Kakoit pekBU3UT
oopmisiercst TakuM 00pa3oM B TIOKyMeHTe, eciu “TIpaBuiia BHyTpEHHETO TPYAOBOTO pacropsaka”
yTIBepkaatoTcs pemieHueM CoBeTa AUPEKTOPOB.

OtBeT: rpud yTBEepKIEHUS

3amanue 5. B kakoM MecTe JOKyMEHTa pacroiaraioT rpud yTBepKIeHus ToKyMeHTa?
OtBet: B npaBoM BepxHEM yrity

3ananue 6. SIBnsiercs nmu npodcor3 CTOPOHON TPYAOBOTO 10roBOpa’?
OTBeT: HET

3amanue 7. YkazpiBatoTcs B TpynoBoM goroBope @.1.0. poaureneit paboTHuka?
OtBerT: HeT

3ananue 8. CyliecTBYIOT JIM B TPYIOBOM JOTOBOPE YACTHBIE YCIOBUs?
OTBerT: HET

3ananue 9. Korna paboTHUK JOJKEH MPUCTYNUTh K paboTe, €clii B TPYIOBOM JOTOBOPE MO KaKUM-
1100 MpUYUHAM HE ONpeesieH JeHb Hadaina paboThl?
OTBeT: Ha CIEAYIOMNIA JIEHb

3ananue 10. CymecTByIOT JIU HPEPBIBUCTHIE TPYAOBBIE T0TOBOPHI 110 CPOKY UX AEHCTBUS?
Ortsert: HeT

2.3. IlepeyeHb BONPOCOB /JIsl NOATOTOBKH 00y4AKOIIUXCH K MPOMEKYTOUYHOMH aTTeCTAMH

1. OcHOBHbIE TIOHATHS W TEPMUHOJIOTHUS JOKYMEHTAIlMOHHOTO OOECIeYeHMs] YIpaBJICHUS.
HopmartuBHO-MeTo1Mueckoe o0ecneyeHre JOKYMEHTAMOHHOTO 00eCTIeYeHUs YITPABICHHUS.

2. Knaccudukanuust TOKyMEHTOB M JOKYMEHTHOM UH(pOpMaIIiH.

3. YHudukanus v cTaHgapTU3aLMs JOKYMEHTOB, YHU(DUIHMPOBAHHBIE CHUCTEMBI, MEXIYHApPOIHAS
CTaHJapTHU3aLMs YIIpaBlieHYecKol JokyMeHTauu. dopmatel Oymaru.

4. HamumoHnanbHasi CTaHJapTH3alMsl YIPABICHYECKON IOKyMEHTAlMM. YHH(UIMpOBaHHAs CHUCTeMa
OpPraHU3alMOHHO-PACTIOPAAUTENBHON JOKyMeHTauuu. (Cxema pacHoJIOKEHUs PEKBU3UTOB, IPAaBHIIA HX
oopmieHus.

5. bnaHkM JOKYMEHTOB, BHUJABI OJIAaHKOB, COCTaB PEKBU3UTOB M BAapUAHTBhl HX PACHOJIOKEHUS.
Oco0eHHOCTH U3rOTOBJICHUS U HCIIOJIb30BaHMs FepOOBBIX OJaHKOB.

6. JloxymMeHTMpOBaHME OpPraHU3AlMOHHOW JEATEIbHOCTH. XapaKTEPUCTHKAa OPraHU3alMOHHBIX
JOKYMEHTOB U 0COOEHHOCTH UX 0(OPMIICHUS.

7. JIOKyMEHTHpPOBAaHHE paCHOPSAUTEIBHON JEATEIbHOCTH. XapaKTepUCTUKA PACIOPAIUTEIBHBIX
JOKYMEHTOB U OCOOEHHOCTH UX 0(OPMIICHUS.




8. XapakTtepucTuka pa3HOBHUIHOCTEH JIEIOBBIX NHCEM, TpaBuiaa ux odopmieHus. OcoOEHHOCTH
MEPENUCKU ¢ MHOCTPAHHBIMH KOPPECTIOHICHTaMH.

9. Xapakrepuctuka M OCOOCHHOCTH O(OPMIIEHHS CHPAaBOYHO-UH(OPMALMOHHBIX JOKYMEHTOB,
odopmiIsieMbIX Ha 00IIeM OJIaHKe.

10. Konuu 10KyMeHTOB, NpaBuiia UX 0(hOpMIIEHUS, U3TOTOBJICHUS, 3aBEPEHUS U MOPSIOK BbIIAYH.

11. Cnyxb6a noxymeHnranuonHoro obGecnedenusi ynpasinenus (CHOY), crpyktypa u ¢yHKUIUU.
[Tonoxenune o CIOY, opranuzanus ¥ yCJIOBHS TpyAa €€ paOOTHHKOB.

12. Tlonstue npoKymMeHTOOOOpOTa, ero cocraB, 00beM. (OCHOBHBIE MPHUHIUIBI OpraHU3alHUU
JOKYMEHTO000POTa, aHAJIU3 CTPYKTYPbI U METO/bI COKPALIEHUs JOKYMEHTOO00pOTa.

13. TIpuem u 00paboTka BXOIAMUX JOKYMEHTOB. [lopsnok odopmiieHus pexkBusznurta «Pezomonus.
OmnpezeneHne UCIOIHUTENS JOKYMEHTa B COOTBETCTBUU C pe3ononueil pykoBozcTsa. CriocoObl 10CTaBKU
JTOKYMEHTOB B CTPYKTYPHBIE TIOAPA3/ICICHHS.

14. Perucrpauus AOKYMEHTOB, €€ 3agaud M Lenu. KaTeropuu JOKYMEHTOB, MOAJEXKAIIUX U HE
nojuiexamux —perucrpanud. CHCTEMbl pETUCTpallH, MpPUMEHSEMbIe B OpraHU3alusax; (aKTOpBI,
OIpeIeIIAOIIE UX BBIOOD.

15. Topsanok MpOXOXKIECHUSI UCXOAAIINX M BHYTPEHHHUX JOKYMEHTOB B IIPOILIECCE WX IMOATOTOBKH.
WuauBuyanbHble U TUIOBBIE CPOKM UcmonHeHus. ITopsnok cormacoBaHus NpoeKTa JOKYMEHTa C JOJIK-
HOCTHBIMH JIUI[AMH, CTPYKTYPHBIMH TIOAPA3CICHUSIMUA, OOIIECTBEHHBIMUA M CTOPOHHUMH OPTaHU3aLUsIMU.

16. OpraHuzanust KOHTPOJIA HCHOJHEHUS IOKYMEHTOB B YCIOBUSX TPaJMLMOHHOW 00pabOTKH
JOKYMEHTOB. TeXHOJIOTHs MPOBEJACHUS KOHTPOJIBHBIX onepannid. [Iopsamok CHATHS JOKYMEHTa C KOHTPOJIS.

17. Ponib 1 3HaueHre HOMEHKIaTypsl Aei. [lopsanok ee cocraBineHust, 0pOPMIICHHS U COTJIaCOBAHMSL.

18. ®opmupoBaHe U ONIEPATUBHOE XPAHEHUE JIE.

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

20. Opranu3anus pabOTHI C TOKyMEHTaMH, COJEPKAIMMH KOH(DHICHITUATEHYIO HH(POPMAITHIO.

21. Opranusanus paboTbl ¢ TUCbMEHHBIMU M YCTHBIMU OOpAILICHUMU TPAXK/IaH.

22. Tlopsinok BeeHHs AeTONPOU3BOICTBA TIPH MPHEMe Ha paboTy COTPYTHUKOB.

23. ®opMHupoBaHUE JIMYHOTO Jea paboTHUKA. COCTaB TOKYMEHTOB JIMYHOIO Jiea U UX 0(hOpMIIEHHE.

24. Tlopsnok BeneHus MAENONPOM3BOACTBA IPH IEPEBOJE COTPYIHUKA Ha JpYyryi padorty,
MPEJOCTaBIEHUH OTITYCKa, TOOIIPEHUH U YBOJIbHEHUH.

25. Ilopsnok BeeHusl TPYAOBBIX KHMKEK, BKIIAJbIIIEH K HUM U 1yonukaToB. [IpaBuia onepaTuBHOTO
XpaHEeHHUs JIMYHBIX Jies1 paboTHUKOB. [10AroToBKa JINYHBIX €] K Nepejjadye B BeIOMCTBEHHBIN apXMB.

26. Opranu3zanus paboThl C 31EKTPOHHBIMU JJOKYMEHTaMHU.

27. OcHOBHBIE 3a1aud, (YHKIOUM, TpaBa, OTBETCTBEHHOCTb CIYKOBbl JOKYMEHTALlMOHHOTO
oOecriedeHus yrpaBieHus. THIIOBbIE CTPYKTYPHI CIIYKObI TOKYMEHTAIIMOHHOTO 00ECTIeUeHHsI YIIpaBICHUSI.

28. IlpuHIUOBI cUCTEMAaTU3alluN JOKYMEHTOB BHYTpH jAeia. IIoHsATHEe M opraHu3anusi SKCIEpTU3bI
[EHHOCTH JOKYMEHTOB. OpraHu3anus paboThl SKCIIEPTHONH KOMUCCHH.

29. Ilepenaya en Ha rOCyIapCTBEHHOE XpaHEHHe, elHble TPeOOBaHUs K O(OPMIICHHUIO M XPAHEHHIO
JIOKYMEHTOB.

30. Ponp cekperaps B oOpraHuM3alvid HMHQPOPMALMOHHOTO M JIOKYMEHTAIlMOHHOTO oOecledYeHus
ynpasneHusi. Mecto cekperapsi-pedepeHTa B CTpYKType yIpaBieHUsl, TpeOOBaHUS K CEKPETAPIO-PEPEPEHTY.

31. Honstue o crangapTH3alMu. MeXAyHapoJHbIe CTaHIAPTHl B OOJACTH JOKYMEHTHUPOBAHHS
YIPaBJIEHYECKOU 1€ATEIBHOCTH.

32. HomeHkinaTypa Jei OpraHu3aliy, MepeAalleil U He Mepejarolieil JOKYMEHThl Ha
rocynapcTBeHHoe XxpaHeHue. CocraBieHHe 3aroyioBKoB Aeil. OnpezeneHue CpOKOB XpaHEHUS J1e.

33.Cnyx6a nokymeHTanmonHoro ooecnedenus ynpasienus (COY). Opranuzaius u ycloBus Tpyaa
pabotaukoB CJIOVY.

34. CtpykTypa u 00beM TOKYMEHTOO00pOTa, MIyTH €r0 PallMOHATH3AIIIH.

35. Opranuzamusi TEpPBUYHOM OOpaOOTKH BXOIANIUX TOKyMEHTOB. OOpaboTKa W HCIOTHEHUE
BXOJISIIIUX JOKYMEHTOB.

36.IToctpoenne wuHpOp™MarmonHo-mouckoBeix cucteM (MIIC) mo mokymentam. OpraHu3amus
perucTpanyy JOKyMEHTOB TPAaJUIMOHHBIM crocoOoM. OpraHu3anus perucTpaiyu JTOKYMEHTOB Ha
KOMIIBIOTEPE.



37. O6paboTka UCXOASIMUX JOKYMEHTOB. [IoAroTOBKa TOKYMEHTOB K OTIIPABKE.

38. MapuipyTHO-TEXHOJOTHYECKUE CXEMBI U OIIEPOrPaMMBbI IBHKEHUS JOKYMEHTOB.

39.1lonatue o craHAapTU3alUMUd. MeXIyHapOaHBIE CTaHAAPTHI B OOJACTH JTOKYMEHTUPOBAHHS
YIIPaBJICHYECKOU EATEIBHOCTH.

40.YHuduupoBaHHasi CHUCTEMa OpraHU3aIMOHHO-pacnopsaauTeabHoil nokymeHtanuu (YCOP/).
CocTaB 1 XapakTepUCTHKA JTOKYMEHTOB, BXxo 11X B cocraB Y COP/I.

41. KoHTpoJIb UCTIOTHEHUS IOKYMEHTOB.

42. CocTaB pEeKBU3UTOB, UCTIOIB3YEMBIX MTPH OPOPMIICHHH JOKYMEHTOB.

43. Opranuzanus KOHTPOJS HCHOJHEHHS JOKYMEHTOB TPAJAMIMOHHBIM criocoOoM. OpraHuzanus
KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB C ITIOMOILIBIO0 KOMIIBIOTEPA.

44. Homenkinarypa aein. CocraBiieHue 3arojoBKoB fei. OnpeaeneHne CpoKoB XpaHeHUs Je.

45. CocraBnienue u opopMiIeHne HOMEHKJIATYPBI 1€ CTPYKTYPHOTO TOAPA3IeICHHS.

46.Homenknatypa Jei OpraHv3ald Iepelarned W He Nepefarolel JOKYMEHThl Ha
roCy/1lapCTBEHHOE XpaHEHHUE.

47 Ilonsitie o G6MaHKaXx JOKYMEHTOB. Buapl OGIaHKOB, MCIONBb3yeMbIX B OpraHU3allii, Ha3HAYCHHE
Ka)KJI0ro BUJIA.

48. ®opMHUpOBAHUE U ONIEPATUBHOE XPaHEHUE JeIl.

49.00mast xapaKTepUCTUKa M COCTAB TPYIIIb OPraHU3AIMOHHBIX JOKYMEHTOB. COCTaB PEKBU3UTOB
OpraHMU3aIMOHHBIX JOKYMEHTOB.

50. IloaroroBka pAen MOCTOSIHHOTO 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. CBO/IHAS OMUCH JIe] MOCTOSHHOTO XPaHEeHHUS.

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

53.00m1as XapakTepUCTUKA U COCTAB PACTIOPSIUTEIbHBIX IOKYMEHTOB.

54.0Opranuzanuss pabOTbl C JOKYMEHTAMH, COJEPXKALIUMH KOH(PUACHUUAIbHYIO HH(OPMALHUIO.
[TpoBepka HaNUYUS U COCTOSIHUSI TOKYMEHTOB H JIe]1, COJIePKalIX KOH(DUISHITMATBHYIO HHPOPMAIIHIO.

55.0pranmzanus paboThl ¢ OOpalleHUsMH TpakJaH. BBITIOJHEHHE OmNepanuii 1Mo perucTpanuu u
KOHTPOJTIO HCTIOJIHEHHsI 0OpallleHU rpakJjaH Ha KOMITbIOTEpE.

56. Opranuzanus paboTsl ¢ JOKYMEHTaMH 110 JIMYHOMY cocTaBy. OdopmiieHne nprueMa Ha paboTy.

57. OdopmieHue mnepeBoja Ha ApPYyrylo paboTy (BKIOYas 3aloiHEHUE TPYJOBOM KHUXKKH U
dhopmupoBanue TUYHOTO aena). OpopmileHne KOMaHIUPOBAHHUS U TIPEAOCTABIICHUS OTITYCKOB.

58. Odopmiienne noomperust paboTHUKOB. OhopMmileHHE HATOKEHUS AUCHUIUIMHAPHBIX B3bICKAHUI.

59. Odopmiienre yBoiabHEHHUS ¢ paboThl. OdopMIICHHE IMYHBIX J1e] pa0OTHUKOB MPHU UX TOJTOTOBKE
K Iepeiaye B BEJIOMCTBEHHBIN apXUB.

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

61.0Opranuszaius paboThl ¢ dIEKTPOHHBIMU JOKyMeHTaMu. HopMaTHBHBIE TOKYMEHTHI MO padoTe C
ANEKTPOHHBIMU JTOKYMEHTAMH.

3. Meroanyeckue MaTepuaJibl, ONpee/siiolue npoueiypy 1 KpUTepU OLleHUBAHUSA
copMHPOBAHHOCTH KOMIIETEHIM NIPH NIPOBEACHUHU NPOMEKYTOYHOM aTTeCTALlUH

Kputepun ¢popmMupoBaHusi 0O1leHOK [0 0TBETAM HAa BOMPOCHI, BHINOJIHEHHIO TECTOBBIX
3aJaHui

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

- OLIEHKA «XOPOII0» BBICTABISETCS 00ydaromEeMycsl, €CITU KOJIHYECTBO MPABHIBHBIX OTBETOB Ha
BONPOCHI — 89 — 76% oT 0011ero 00bEMa 33 JaHHBIX BOIIPOCOB;

- OIICHKA «y10BJIETBOPUTEIbHO)» BBICTABISETCS 00y4arOIeMycs, €CITH KOJUYECTBO MPaBUIbHBIX
OTBETOB Ha TECTOBBIE BOMPOCHI —/5—60 % 0T 001Iero 00BEMa 3aJaHHBIX BOIPOCOB;

- OIICHKa «HEY/JAOBJIETBOPUTEIbHO» BBHICTABISETCS OOy4alOlIEMyCs, €CId KOJUYECTBO
MpaBUJIBLHBIX OTBETOB — MeHee 60% oT 0011ero o0bEMa 3a/1aHHBIX BOTIPOCOB.



Kputepuu ¢popMupoBaHusi OlleHOK MO Pe3yJbTATAM BbINOJHEHHUS 3aJaHUI
«OTIANYHO/32a4TEHOY» — CTAaBUTCS 32 pabOTY, BHIIMOJIHEHHYIO IMOJIHOCTHIO 0€3 OIIHOOK M HEIOYETOB.
«Xopo110/3a4TeH0» — CTAaBUTCS 32 PadOTY, BHITOJHEHHYIO MOJTHOCTBIO, HO TIPH HAJIMYWU B HEHl HE

OoJiee 0THOM HErpyOOi OITMOKY M OJTHOTO HeJo4ueTa, He 0oJiee TPeX HEJ0UETOB.

«Y10BJIETBOPUTEJIBHO/3a4TEHO» — CTaBUTCS 3a padoTy, eclii OOyYaroluiicsl MPaBHIBHO
BBINOJIHWIT HE MeHee 2/3 Beelt padoThI HITH JOITYCTHIT He 0oJiee OHOM Ipy0oii OIIMOKHY U IBYX HEIOYETOB,
He Oostee 0/1HOM Tpy0Oi 1 OHOM HETpyOOit OmMOKH, HE O0Jiee TpeX HerpyObIX OIMOOK, OJHOM HErpyooit
OIIMOKH U JIBYX HEJIOYETOB.

«HeynoBjieTBOpHUTEILHO/HE 3aUTEH0» — CTABUTCSA 32 PabOTy, €CIIM YKCIIO OMUOOK U HEJOUETOB
NPEBBICHIIO HOPMY ISl OLIEHKU «YIIOBJIETBOPUTEIHLHO» WJIHM INPABHIBLHO BBHIMOJIHEHO MeHee 2/3 Bcel
paboTHI.

Buowl owuboxk:

- epybvle owmuOKU: He3HAHUe OCHOBHBIX NOHAMUL, NPABUL, HOPM, He3HAHUe NPUeMos peuleHus
3a0au; owuOKU, NOKA3bI6AIOWUE HENPABUIbHOE NOHUMAHUE YCIL08USL NPEONONCEHHO20 3A0AHUSL.

- Heepybble OWUOKU: HeMOYHOCMU (OPMYTUPOBOK, OnpedesieHull, HepayuUoHAIbHbIL 8b100p X00a
peuienus.

- Hedouemvl: HepayuoHAIbHble NPUeMbl BbINOJIHEHUS 3A0aHUS, OMOeNbHble NOZPeWHOCIU 6
Gdopmynuposke 6b160008, HeOPeICHOE BbINONHEHUE 3A0AHUSL.

Kputepuu ¢popmMupoBaHusi OlleHOK MO pe3y/JbTATAM OTBETA HA 3a4eTe ¢ OlleHKOMH

- OIICHKA «OTJIMYHOY» BBICTABIISIETCS 00yYaromeMycsi, eCiii KOJIUYECTBO MPABMWIHHBIX OTBETOB Ha
Borpockl coctaBisieT 100 — 90% ot obmiero o0bEMa 3aJaHHBIX BOIIPOCOB;

- OIIEHKA «XOPOIIO0» BBICTABISAETCS O0YYaIOIIEMYCs, €CIM KOJWYECTBO MPABUIBHBIX OTBETOB Ha
Bompockl — 89 — 76% ot obmiero o0bEMa 3aJaHHBIX BOIIPOCOB;

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

- OLICHKAa «HEYJIOBJIETBOPUTEILHO» BBICTABIISICTCS O0YJAIOIIEMYCsI, €CJIU KOJIMYECTBO MPABUIBHBIX
oTBeTOB — MeHee 60% oT 00111ero 00bEMa 3a/1aHHBIX BOMPOCOB.

Kpurtepuu ¢popMupoOBaHNs OLIEHOK MO BHINMOJHEHUIO TECTOBBIX 3a/JaHUI K 32a4YeTy € OLEHKOM

- OLIEHKa «OTJIMYHO/32YTEeHO» BBICTABISIETCS OOY4YaroOLIeMYyCsl, €ClIM KOJMUYECTBO NMPaBHIBHBIX
0TBeTOB Ha Borpockl cocTaniseT 100 —90% ot ob1miero o0béma 3aJaHHBIX BOIIPOCOB;

- OIICHKa «XO0POLIO/32aYTEeHO0» BBICTABIIAETCS O0YYarolEeMyCsl, €CIIM KOJIMYECTBO NMPaBHIBHBIX
OTBETOB Ha BOIPOCH — 89 — 76% oT 001Iero oobEéMa 3a1aHHBIX BOIIPOCOB;

- OLIEHKa «YyAOBJIETBOPUTEJHHO/32YTEHO» BBHICTABISIETCS OOydYalOLIeMYyCs, €CIIU KOJIMYECTBO
MPaBUJILHBIX OTBETOB HAa TECTOBBIEC BOMPOCH —/5—60 % OT 00111eT0 00BEMA 3aTaHHBIX BOIIPOCOB;

- OLIEHKa «HEYJIOBJIETBOPUTEIbHO/ He3a4YTEHO» BBICTABIAETCS OOydaroUleMycs, €cliu
KOJIMUECTBO MPaBUIIbHBIX OTBETOB — MeHee 60% oT o611ero oo6bEMa 3aJJaHHBIX BOIIPOCOB.
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