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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 CriocobeH pa3pabaThIBaTh U OCYIIECTBIATh MEPOIPHTHS, HAIPABICHHBIC HA PEAaTH3AIHIO CTPATETHH YIIPABICHHS
MIEPCOHAIIOM, 00eCIIeYNBaTh UX JOKyMEHTAIIMOHHOE COIIPOBOXKICHNE 1 OLIEHUBATh OPTaHM3ALMOHHBIE W COIMANILHBIC TIOCTICICTBH

OIIK-3.2 JIokyMEHTaUOHHO OOPMIISIET CTPATETUIO YIIPABICHHSI TEPCOHATIOM

OIIK-4 Crioco0eH MpIMEHATh COBPEMEHHBIE TEXHOJIOTHH M METOIBI ONIEPAaTHBHOTO YIIPABIICHHS IIEPCOHATIOM, BECTH
JIOKyMEHTAallHOHHOE COIPOBOKIACHUE U y4ET

OIIK-4.1 BeneT moKyMEeHTaIMOHHOE COITPOBOXKACHHUE OIEPATUBHOTO YIIPABICHUS TIEPCOHATIOM

B pe3yabTaTe 0CBOEHUSI TUCHHUILIHHBI (MOIYJIA) 00YyHAIOLIHIICH T0IKEH

3.1 |3nats:
3.1.1 | - HOpMaTHBHO-TIIPABOBBIE aKThI, PETYIUPYIOLIHE TPYAOBbIE OTHOIICHHUS B OPraHU3alUy U MO3BOJISIOINE GOPMUPOBATH
CTPATErHIO YIIPABJIECHUS IIEPCOHATIOM;
3.1.2 | - 3amaun 1 HYHKIUH JOKYMEHTAIIHOHHOr0 o0ecriedeH s paboThI ¢ TIEPCOHAIOM; OCHOBBI KaJIpPOBBIX IPOLEAYP U
KaJpOBOT0 TOKYMEHTO000pOTa
3.2 | YmeTs:
3.2.1 | - pa3pabaThIBaTh MPOCKTHI TOKYMEHTAIMOHHOT'O COMPOBOKACHHS MEPOIIPHATHI, HAIPABICHHBIX HA PEaTH3aIlHIO
CTpaTeTHH YIPABIICHHUS IEPCOHATIOM OpTaHHM3AINH;
3.2.2 | - pa3pabatsiBaTh ¥ 0QOPMIIAT KaAPOBBIE JOKYMEHTHI, BECTH IOKyMECHTAIMOHHOE COMPOBOXKICHUE KaPOBOH pabOTHI
3.3 | Bragers:
3.3.1 | - HaBBIKAMU JTOKyMEHTAI[HOHHOTO 00ECTIEYEHHsI YIPABICHUS [IEPCOHATIOM H OL[EHKU OPTaHU3AI[HOHHBIX, COLUATBHBIX
[IOCJIEICTBUI OCYLIECTBIEHUSI MEPONPUITUI, HAllPaBIEHHBIX HA PEAIM3alMIO CTPATErMH YIPABJICHUs IEPCOHAIOM;
3.3.2 | - HaBBIKaMH JJOKYMEHTAMOHHOTO O(OPMIICHHS PE3YAbTATOB ONIEPATUBHOrO YIPABIECHHUS NIEPCOHATIOM
4. CTPYKTYPA U COAEPKAHUE JUCHHUIIJINHBI (MO YJISA)
Kon HaumeHoBaHue pa3aeioB U TeM /BUJ 3aHATHA/ Cemectp | Yacos | IIpumeuanue
3aHATUS / Kype
Pazgean 1. Pazgen 1. lokymeHTOBeAeHUE
1.1 JIOKyMEHT M ero MecTo B cucteMe yrpasieHus /Jlex/ 4 2
1.2 Cucrema IOKyMEeHTalUH U ynpasneHus /IIp/ 4 2
1.3 Cnoco0s! noxymeHnTuposanus /I1p/ 4 2
1.4 Knaccudurkarms nokymentos /JIex/ 4 2
1.5 YHnuunpoBaHHEIE CHCTEMBI ToKyMeHTarwH /T1p/ 4 2
1.6 Oobmepoccuiickie KITacCH(UKATOPbl TEXHUKO-IKOHOMUYECKOH 1 COIMATBHOM 4 2
unpopmarun /TIp/
Pazgen 2. Pazgen II. JlokymeHTALMOHHOE 00ecniedeHUe YIIPaBJIeHU
(opranu3zanus 1eJ10MPOU3BOJACTBA)
2.1 JokymenTanronHoe ooecrnieuenue ynpasienus (JJ0Y). CoBpemenHoe 4 2
JIENONpOon3BOACTBO /JIex/
2.2 MecTo 1en01pON3BOICTBA B CTPYKTYPE YIPABIECHUECKOro Tpya. 4 4
OpraHu3aluoOHHO-IITaTHOE MOCTPOCHHE TOKYMEHTALMOHHOIO 00ecredeHust
ynpasnerns /T1p/
2.3 IIponecc cozmanus mokymeHTOB /JIek/ 4 2
2.4 bnanku noxkymenTtoB. O0mue TpeOOBaHHS K CO3J[AHUIO JJOKYMECHTOB. 4 2
Odopmnenne pekBU3NTOB TokyMeHTOB /I1p/
2.5 OdopmiieHne OTAENBHBIX BHAOB JOKyMeHTOB /T1p/ 4 2
2.6 Opranuzanus tokyMeHToo0opoTa /JIex/ 4 4




2.7 XapakTepucTuKa 1 Ha3HaUCHHUE OPTaHU3aI[HOHHBIX (OpraHU3aI[MOHHO- 4 4
MPaBOBBIX) JOKYMEHTOB cucTeMbl OPJ]. JlokajpHBIC HOPMATHBHBIC aKTHI
npennpustus (JIHA). TlonroroBka mpoekTa JOKyMeHTa. PeKBH3HUTHI
JOKYMEHTOB, CTPYKTypa TeKCTa U IMpaBHiIa O(OPMIICHHS, COTTIACOBAHUS U
yTBEepKIeHHs. Buabl opraHu3aliMoHHbIX ToKyMeHToB /I1p/
2.8 XapaKTeprucTHKa U Ha3HAUCHUE PacTIOpSAUTENbHBIX JOKyMeHTOB cucteMbl OP/I. 4 4
PexBH3HTHI JOKYMEHTOB, CTPYKTYpa TEKCTa M MpaBmia odpopMireHus. Brupt
pacropsauTeIbHBIX JOKyMeHTOB /T1p/
2.9 OcoOeHHOCTH PabOTHI ¢ AMEKTPOHHBIMH JOKyMeHTamu /JIex/ 4 2
2.10 Iopsanox co3naHus, TOMydeHUs, 00pabOTKH AIEKTPOHHBIX HoKyMeHTOB /I1p/ 4 4
2.11 Kor¢punernnansaocTs MHGOPMAIMN 1 KOHPHUICHITHATBHOCTE TIOKyMEeHTOB /JIek/ 4 2
2.12 Opranuzamys paboTsl C JOKYMEHTAMH, COJCPIKaIlMI KOH(HACHIINAIBHEIC 4 2
csenenus /Ip/

2.13 IIpodeccronanpHast 3THKa pabOTHUKA CITYKOBI JOKYMEHTAIIIOHHOTO 4 2
obecrieuenus ynpasnenus /T1p/
Pa3nen 3. Paznea III. CamocTosiTesibHasi padoTa

3.1 IToxaroroka k sekuusm /Cp/ 4 8

3.2 IToaroroBka Kk MpakTHYECKUM 3aHATHIM /Cp/ 4 32

33 XapakTeprucTHKa U Ha3HAYSHHE CITPABOYHO-UH(POPMAITMOHHBIX JOKYMEeHTOB /Cp/ 4 6

34 OCHOBHBIE MTOHATHS STHKH e0Boro oomienus /Cp/ 4 6

35 TepMHUHONOTHSA U TIOHATHSI, IPUMEHSIEMBbIE B IOKYMEHTOBEACHUN 1 4 10

JIOKyMEHTAITHOHHOM oOecrieueHun yrpasienus /Cp/

3.6 Mesxaynaponnas nepenucka /Cp/ 4

3.7 NsroroBnenue, yueT, UCMOIL30BAHUE U XPAaHEHHE TIeYaTeH, IITAMIIOB 1 OJIaHKOB 4

nokyMeHTOoB /Cp/

3.8 Pabota ncnonuurens ¢ goxkymertamu /Cp/ 4

3.9 JoxymenTtanbHbiid ¢poua /Cp/ 4 5

Pasnen 4. Pasnen IV. Konrakrnas paGora
4.1 3auer ¢ onenkoi /K3/ 4 0,15

5. OHEHOYHBIE MATEPHAJIBI

OneHouHble MaTepUanbl Ui MPOBEACHUS POMEKYTOYHOW aTTeCTALUU OOYYArOIIUXCsl MPUBEICHBI B MPUIOKEHUH K
paboueii mporpaMme TUCIUTUTAHBL.

®DOpMBI 1 BHIIBI TEKYIIETO KOHTPOJS TIO JUCHUILIHHE (MOIYITI0), BUIBI 3aJJaHUN, KPUTCPHUH WX OICHUBaHMUSI,
pacrpeneneHre 6ayuIoB MO BHIAM TEKYIIET0 KOHTPOIIS pa3padaThIBAIOTCS IpenogaBaTeNeM JUCIUTUTNHEI C yIETOM €€ CTIeIU(UKU ’
JIOBOZIATCS 1O CBEACHHSI O0YJYaIOLIMXCS HA TIEPBOM YUCOHOM 3aHSTHH.

Texymui KOHTPOJIb YCIIEBAEMOCTH OCYIIECTBISICTCS MpernoaaBaTeieM IUCIUIUTAHBI (MOJYI), KaK MPaBHUIIO, C
ucnonszoBanuemM DM OC uiy myTeM MpOBEpKH MUCbMEHHBIX padoT, MPEeTyCMOTPEHHBIX pab0YUMHK MPOrpaMMaMHt JUCITUTLTHH B
paMKax KOHTaKTHOW pabOThI U CaMOCTOSTEIBHOM PaboTHI o0ydaromuxcs. st GUKCUPOBaHUS PE3yAbTaTOB TEKYIIETO KOHTPOIIS
MOeT ncnoas3oBaThess DMOC.

6. YAEBHO-METOJUYECKOE U HTH®OPMAIIMOHHOE OBECIIEYEHUE JUCHHUIIJIMHBI (MOAYJISA)

6.1. PexomeHayemas JuTepaTypa

6.1.1. OcHoBHas UTEpPAaTypa

ABTOpBI, COCTABUTENU 3arnaBue W3natensc On. aapec
TBO, O
JI1.1 | Abynamse JI.T., JIoKyMeHTaIIMOHHOE 00ECIICYCHUE YIIPABICHUS MIEPCOHATIOM: Mocksa: | https://urait.ru/bcode/51
Bompsoxkuna U. b., Y4eOHUK ¥ IPAKTHKYM JUIS BY30B IOpaiir,
Macnosa B. M. 2023

6.1.2. JlonosiHuTE/ILHAS JTUTEPATYypa

ABTOpLI, COCTaBUTCIIN 3armaBue Wznarensc Ol aapec
TBO, 'O




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 PH OCYIIeCTBJIEHHU 00pa30BaTEILHOIO Mpolecca Mo TUCHUILINHE

(Mony.a10)

6.2.1 IlepevyeHnb JINIIEH3HOHHOTO H CBOOOIHO PACTIPOCTPAHSIEMOT0 IPOrPaAaMMHOI0 00ecTieYeHu st

6.2.2 Ilepeyenn npodeccHOHATBHBIX 023 JaHHBIX 1 MH(POPMAIHOHHBIX CIPABOYHBIX CHCTEM

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




[Ipunoxxenue
K pabouel mporpamme AUCIUTIINHBI

OLIEHOYHBIE MATEPHAJIBI JIVISI TPOMEKYTOUYHOM ATTECTALIUA
MO JUCHUTUIMHE (MOJY.JIIO)

JIOKyMEHTALMOHHOE o0ecneYyeHue ynpaBJaeHus

(HaumeHoBaHUEe OUCYUNIUHBL(MOOYIIS)

HamnpaBnenue noiroToBku / CeaibHOCTh
38.03.03 YnpaBJ/ieHue nepcoHajaiom

(HaumeHnosanue)

HanpasnenHocTs (m1podhiis )/crienuann3anys
Ynpas/ieHue 4ye10Be4eCKMMU pecypcaMu

(HaumeHosamue)



Coneprxanue
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 aTTECTAIUH.



1. IlosicHuTeJILHAS 3aIUCKA
HCJ'IB HpOMe)ICYTOqHOﬁ arrecragunu — OLCHUBAHUC HpOMe)KYTO‘-IHI:IX 1 OKOHYATCJIIBHBIX pe3y.]'H>TaTOB
oOy4YeHHs] TIO0 JUCUUIUIMHE, OOCECIeUMBAOIINX JOCTH)KCHHE IIAHUPYEMBIX pe3yJbTaTOB OCBOCHHS
00pa3zoBaTeNbHON IPOTPAMMBI.

@OpMBI IIPOMEKYTOUYHOHN aTTECTALIUU:
Ounasn gopma — 3auem c oyenxoi, 4 cemecmp;

IlepeyeHb KOMIIETEHIMI, (POPMHPYEMBIX B IIpPoOLEcce OCBOCHUS JUCIUILIMHBI
Ko 1 HauMeHOBaHNE KOMIIETEHIIUNA Kon nnnukaropa qocTuxxeHHs
KOMIICTCHIITNH

OIIK-3: CnocoGen pa3padaTbiBaTh M OCyllecTBJIATHh Meponpusatus, | OIK-3.2 JlokymeHTaImMOHHO OQOopMIIsIeT
HampaBJIeHHbIe Ha peaju3aldi0 CTPaTerud YHPaBJEeHHs TMEPCOHAJIOM, | CTPATETHIO YIIPABICHUS IIEPCOHATIOM
o0ecmeyuBaTh HX JAOKYMEHTAIMOHHOE CONPOBOXKIEHHE M OLEHHBATH
OpPraHu3alMoOHHbIE U COLUAJIbHBIE NMOCJEICTBUS

OIIK-4: CnocoGeH mnpuMeHSThH COBpeMeHHbIe TexHogoruu u Meroanl | OIIK-4.1: Bemer A0KyMEHTAaIlMOHHOE
ONEePATHUBHOIO YNPAaBJIEHUS TMEPCOHAJOM, BeCTH JOKYMEHTAIMOHHOE | COTPOBOXJCHHE ONePaTUBHOTO
CONPOBOKIAEHUE U YUET yYOpaBJIeHUS] IEPCOHAIOM

Pe3yabTaThl 00y4eHHs 10 JUCHMIIJIMHE, COOTHECEHHBbIE C IVIAHMPYEMbIMH
pe3y/1bTaTaMH 0CBOCHHs 00Pa30BaTeJbHON NPOrpaMMBbI

Kon m HammeHoBaHme WHAMKaTopa | PesymbraTsl 0OydeHHS MO QUCIUIUINHE OmueHOYHBIE MaTePHATIBI
JIOCTHXCHUSI KOMITETCHINN

OIIK-3.2 JloOKyMeHTAaIlOHHO | 3HAeT: HOPMATHBHO-TIPABOBEIC aKThl, perymupytomue | Tectsr Ne 1-26
oopMIISIET CTpPAaTETHIO YNPABICHUS | TPYLOBbIE OTHOIICHHWS B OPraHM3alUM W ITO3BOJIAIOLINE

MIEPCOHAIIOM (OpMHPOBATH CTPATETHIO YIPABJICHHS IEPCOHATIOM

Ymeer: paspabaTeiBaTh MPOEKTHl TOKYMeHTaHOHHOTO | TecThl Ne36-67
CONPOBOXKACHHUS ~ MEPONPHATHH,  HANpaBICHHBIX  Ha
peanu3anuio  CTpPAaTeTMH  YOPaBICHHUSA  IIEPCOHAIOM
OpraHM3aIu

BraseeT: HaBBIKAMH JIOKYMCHTAI[MOHHOTrO obOecneueHus | 3amanus Nel-10
yIpaBJCHUs] NEPCOHAJIOM U OLEHKH OpraHU3alMOHHbIX,
COLIMAJIbHBIX IOCJIEICTBUN OCYIIECTBIECHUS MEPONPUATUH,
HalpaBJIeHHBIX HA peajM3al{i0 CTPAaTerud YIpaBiICHUs

EePCOHAIOM
OIIK-4.1: Bener 3Haer: 3amayd W (QYHKOMH  JOKyMeHTanuoHHOro | Tecter Ne27-35
JIOKyMEHTAaI[IOHHOE obecriedyeHnst pabOTHI C TIEPCOHAIOM; OCHOBBI KaJpOBBIX
COIIPOBOJXKIICHUE OTIEPATHBHOTO TIPOLEAYP M Ka/IPOBOTO JIOKYMEHTO000poTa
YIPAaBJIEHUS IEPCOHAIOM Ymeer:  pa3pabateiBaTh W oQopMIITH  KaapoBbie | TecTbl Ne68-75

JOKYMEHTBI, BECTH JIOKYMEHTAIIMOHHOE COMPOBOXKICHUE
KaJpOBO# pabOoThI

Brameer: HaBBIKAMH JOKYMEHTAIMOHHOTO odopmieHus | 3amanus Nell-17
PE3yJIbTATOB ONEPATHBHOTO YIPABICHHUS IEPCOHAIIOM

[TpomexyTouHas arTecTanus (3a4eT ¢ OLEHKOI) MPOBOJUTCS B OJJHOM M3 CIIEAYIOMINX (HOpM:
1) cobecenoBanue;

2) BoimonHenue 3aganuii B DMMOC yHuBepcuTeTa.

2. Tunosbie! KOHTPOJIbHBIE 321AHHUS MJIH HHbIE MATEPHAJIBI IS OLEHKH 3HAHUIA, yMEHU i, HABLIKOB

1 (WJIM) ONBITA JeSITeTbHOCTH, XapAKTePU3YIOIIUX YPOBeHb C()OPMHUPOBAHHOCTH KOMIIETEHIM I

2.1 TunoBbie BONPOCHI (TECTOBBIE 3aaHK ) IJIsl OLIEHKH KOTHUTHBHOI0 00pa30BaTeILHOIO pe3yJbTara
IIpoBepsieMslii 00pa30BaTeNbHBINA PE3YNIbTAT:

1 IpuBoasiTCA TUIOBBIE BONPOCH U 3aAaHust. OLEeHOUHBIE CPEACTBa, MpeJHA3HAUCHHbIE I IPOBEACHUS aTTECTAIHOHHOTO MEPONPHATHS, XpaHATcs Ha Kadenpe B
JIOCTATOYHOM JUTS IIPOBECHHS OLCHOYHBIX IPOIEAYpP KOJIMIEeCTBE BApUaHTOB. OIEHOYHBIE CPEACTBA IOUICKAT aKTyaIH3alluy ¢ YYETOM Pa3BUTHs HAyKU, 00pa30BaHMsI,
KyJbTYPBI, JKOHOMHKH, TEXHUKH, TEXHOJIOTUH 1 CONUANBHOM cepbl. OTBETCTBEHHOCTH 32 HEPAaCIPOCTPAHEHUE COACPKAHUS OLICHOUHBIX CPEICTB CPEAU 00YUAIOIIHXCS
YHHBEPCHTETa HECyT 3aBeIyIONIHil Kadenpoli U mpernoaBaTelb — pa3paboTUUK OLCHOYHBIX CPECTB.



Kon u HauMeHOBaHWE MHIMKATOPA JOCTHUKEHUS OO0pa3zoBaTeNbHBINA PE3yIbTAT

KOMITETCHIIUH
OIIK-3.2: JloKyMeHTaIlHOHHO opopmusier | 3Haer: HOPMaTHUBHO-TIPABOBbIE aKThlI,
CTPATeruio ynpasjeHus MepcoOHATIOM peryaupyroime TPY10BbIE OTHOILIEHUS B

CTPATETHUIO YIIPaBJICHUS IEPCOHATIOM

OpraHu3annuu n IIO3BOJJIAIOIIUC (bOpMHpOBaTB

[IpumepHbIe 3a1aHus:

1. Kem npuHHMaeTcs peiieHrne 0 BpeMEHHOM TiepeBojie paboTHUKA?

a) PykoBonurenem opranuzanuu

0) PaboTHHKOM

B) Ilo coryianeHuI0 CTOPOH, 3aKJII0YaeMOMY B MCbMEeHHOI opme

2. Kak ucuuncnsercst npoJ0JLKUTENbHOCTb €KEroOAHOI0 OIUIaYMBAEMOro OTIIycKa?
a) B kajeHqapHbIX THAX

0) B pabouux gHsIX

B) B 3aBUCcHMOCTH OT OTpaOOTaHHOTO BPEMEHU

3. Korna y paboTHHKa HacTymaeT MpaBo Ha UCIOJIL30BaHUE OTITyCKa 3a MEePBEIi 1o paboTsl?
a) [1o ucteueHnn Tpex MecsIEB €ro HeMPepbIBHON pabOThI B IAaHHOW OpraHu3aluu

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

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

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

0) OTHOBpPEMEHHO C OTIIYCKOM 110 OCHOBHOM padote

B) Korna Her pabotsr

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

OCHOBHOTO OIINITAYMBACMOI'O OTHYCKa?

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

6. Korna yreepxnaercs rpaduk OTIYCKOB Ha OYepETHON roj?

a) 1 nexabps

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

7. B Kakux ciaydasx eeroJHbli OMjIauuBaeMblil OTIYCK J0JIKEH OBITh MPOJUIEH?
a) B ciiyuyae BpeMeHHOIi HeTPY/10CIOCOOHOCTH PAa0OTHHKA

0) B cniyuae nHs poxxaeHus

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

8. Ilpu kakoM yCIIOBUU I0ITyCKaeTcs OT3bIB pabOTHHKA U3 OTIyCcKa?
a) [To nannmaruse paboroaarens

0) [lo nHUIIMaTHBE HaYaIbHUKA OTIENA

B) T0JIbKO ¢ MMCBMEHHOIO corJiacusi pa0OTHUKA

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

JUIS PYKOBOAMTENEH OpraHn3aluii U TJIaBHbIX OyXraiaTepoB?

a) 3 MecsIl
0) 6 mecsileB




B) 9 MecsiIeB

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

a) 2 HeesH

0) 1 mecsn

B) 2 MecsIa

11. YcranaBnuBaeTcs M UCTIBITAHUE JIJIs1 pa0OTHUKOB, IPUTIIAIICHHBIX HA Pa0OTy B TIOPSIKE
nepesojaa?

a) Ja

0) Her

B) TOJIBKO MO XKETaHUIO PYKOBOJIUTEIS

12. JIns xakoi kaTeropuu pabOTHUKOB 3aMPEIEHO YCTaHABIUBAThH UCTIBITAHUE MPU TIpUEME Ha
paboty?

a) /lns auu, He gocTurmmux 18 jer

0) s nui, nocturmmx 40 net

B) Jlyist munt, gocturmmx 50 et

13. B xakoii ¢popme cocTaBisieTcst TpyI0BOU JOTOBOP?
a) B yctHo#t

0) Io pemieHno pyKoBOIUTENS

B) B nucbMeHHOM

14. TIpu cmene haMuINM COTPYAHUKA HA TUTYIBHOM JIUCTE TPYJOBON KHMKKHA HEOOXOUMO:
a) HammucaTh psioM HOBYIO (haMIITHIO, B35IB TIPEIKHIOKO B CKOOKH

0) Crapas paMuins 3a4epKUBaeTCsl OTHOM YepPTOi M BNMCbIBaeTCsl HOBas (pamMuius

B) [IpexHioto pamunuio 3aMazatb KOPPEKTOPOM

r) Bncars HOBYIO (pamMuITHIO ACTON APYTOTO IBETA

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

6) BriroBopax

B) Hapymenunsix

r) HarpaxaeHnusx, BRIrOBOpax, HapyImIeHHUsIX

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

a) CHWIC

6) MTHH

B) CBHIIETENBCTBO O Opake

r) CBUIETETHCTBO O POXKICHUHU peOeHKa

17. Kakoii cpok cuuTaeTcss MAaKCUMalIbHBIM JJIS1 HCTIBITaHUS NpH NpuémMe Ha padoty (cT. 70):
a) 1l ron

0) 6 MmecsinieB

B) 3 Mecsina

r) Her orpannyenuii

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




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

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

THS ¢ pabovero KOMITbIOTepa
a) Her

0) [IpaBoMepHO I COTPYTHUKOB, B YbH JOJKHOCTHBIC 00S13aHHOCTH HE BXOJUT PaboTa B COICETSIX

(paboTa 1o MoOMCKy NepcoHalla, TApreTUHIY, pa3MelleHue KOHTeHTa B rpyIie padoroaareins U T.1.)
B) IIpaBomepHo, eciin B IIBTP nponucan 3anper Ha mosib30BaHue couceTssMu Ha padorte
r) IIpaBoMepHO, paOOTHUK HE TOJIKEH «CUAETb» B COLICETSX Ha paboTe

20. Ecnu coTpyIHUK HE yKa3al B 3asBJIICHUHA 00 YBOJBLHEHUHU 110 COOCTBEHHOMY JKEJIAHUIO ATy
MPEKPAIEHUS TPYIOBBIX OTHOIICHUH, TO pabOTOAATEb:

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

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

B) JloJKeH yBOJIUTH COTPYAHUKA IO UCTEUCHUS JIBYX HEEIb MOCIIE MOJa4H 3asBICHUS

r) He MoxeT yBOJIMTH PA0OTHHKA /10 HCTEYeHHUsI ABYX He/le/b MOocJie MoAa4u 3asiBJIeHU s

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

0) 3au€THO KHIKKH

B) Beinucku u3 yueOHoit Benomoctu BY3a

r) AKaJieMU4eCKOH CIIpaBKU

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

a) ['paduk OTIyCKOB HYXHO TIepe/IeiaTh

6) B rpade 6 3amTpuxoBaTh JaThl INIAHUPYEMOTO OTITYCKAa U BMECTO HUX HAIMCATh HOBbIE
B) B rpade 6 3auepkHyTh JaThl IUITAHUPYEMOT'O OTITYCKa M PSJIOM HaIllMCaTh HOBHIE

r) Buectu narel pakTuyeckoro ornycka B rpady 7

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

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

0) 3ama3aTh IITPUXOM WUJIU 3aKJIEUTh UMEIOIIYIOCS HHPOPMAIUIO U CBEPXY HAIlUCaTh HOBYIO

B) 3aBECTH BTOPYIO JUUYHYIO KAPTOUKY

r) OpopMuTh 10N0JTHEHHE K JIUYHOH KAPTOUKeE

24. Ecnu COTpYAHHK B3sUT OTITYCK co 2 Mast 2023 roja Ha 2 HEJIeH, TO KOT/Ia eMY BBIXOJUTH 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 no3aHee?
a) OdopMIIATE OTIYCK 33 JTHUM YHCIIOM, a TOCOOWE BBHIIUIAYMBAThH B TIOJTHOM 00bEME THEM, KOT1a
COTpYAHHIIA TIPUHECIIa OOTbHUYHBII

6) OdopmisaTs otiyck Ha 140 gHEN CEroAHSIIHUM YHCIIOM U BHITUIAYMBAThH TOCOOHE C TOTO MOMEHTA,

KaK COTPYAHHIIA IPUHECAa OOJLHUYHBIN M HaMKcala 3asiBJICHUE




B) OTyck nmpenoctaBuTh Ha 140 nHel 3aBTpamHuM yrciaoM. [Tocobue BBITIATUTE C TOTO MOMEHTA,
KaK COTpYAHHMIIA TPHUHEca OOJIbHUYHBIN U 3asBIICHUE

r) OGopMUTH OTIYCK C 3aBTPAIIHEro JHS [0 ATy OKOHYAHMS, YKA3aHHYIO B 00JIbHUYHOM.
ITocoOme BHIJIATUTH He NMOJHOCTbIO, 2 C MOMEHTA 0(POPMJIEHUS U 10 1aThl, YKA3aHHOI B
00JIbHUYHOM

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

0) BumBaercst HUTKaMu

B) [IpuknenBaercs

r) BknagpiBaercs B cepeinny 6€3 NpUKpPEIICHUs

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

CONPOBOJK/IeHUE ONIEPATUBHOIO YIIPaBJIeHUSA obecrnieueHus paboThI C IEPCOHATIOM; OCHOBBI

MepPCOHATIOM KaJIPOBBIX MPOLIEAYP U KAAPOBOTO
JIOKYMEHT0000poTa

[IpumepHbIe 3anaHus:

27. B xakoMm ciy4yae JONYyCKaeTcs 3aMeHa €KEroJHOro0 OIUIaYMBAaeMOro OTIYCKa JEHEXHOMH
KOMIIEHCaIeun?

a) Korma aToro xo4yetr paboTHHK

0) Koraa yactph oTnycka npesbimaet 28 KajJeHIaAPHBIX JHeMH

B) Korza pykoBoauTesnb He OTIYCKaeT B OTILYCK B CBSI3U C IPOM3BOICTBEHHON HEOOXOAMMOCTbIO

28. Komy 3ampeliieHa 3aMeHa OTITycKa JIEHEe)KHONW KOMIeH caluen?
a) [lencuonepam

0) PaboTHukam B Bo3pacrte 10 18 et

B) XKenumnam

29. Ecniu pabOTHHK TIO1AT 3asBJICHHE 00 YBOJIBHCHHH 110 COOCTBEHHOMY JKeJIaHUIO 3a 14 nHel, korja
HAuyMHaeTCs TeUeHHe yKa3aHHOIo cpoka?

a) Ha caenyrommuii aeHb mocje mnojydeHusi padoTogaresneM 3asiBJieHMsl PadOTHHKA 00
YBOJIbHEHUH

0) B nens nogauu 3asBieHus pabOTHUKA 00 YBOJIbHEHUU

B) [0 >xenanuio pyKoBOAUTENS

30. Korzia paGoTHHMK HE UMEET MpaBa 0TO3BaTh CBOE 3asiBJICHUE 00 YBOJIbHEHUN?

a) Korna nacranBaer »xeHa

0) Korna Ha ero MmecTo B nucbMeHHOM (popMe NPHUTJIALIEH APYToii padOTHHK, KOTOPOMY HE MOKeT
OBbITh 0TKA32aHO B 3aKJII0YEHUHU TPYAOBOI0 J0T0BOPa

B) Korpia HactauBaer paboronaresns

31. Korpa paboTonarens He UMEET MpaBa M0 CBOEW MHUIIMATUBE PACTOPTHYTH TPYAOBOM 10T0OBOp (3a
UCKJTIOYEHHEM ciTyyasi JIMKBUAALMUA OpraHu3aum)?

a) [Ipu HEyAOBIETBOPUTENBHOM PE3YJIbTATE UCIIBITAHUS

6) Eciiu paGoTHHK HE COOTBETCTBYET 3aHUMAEMOM JOHKHOCTH WJTU BBINOJIHAEMOM paboTe BCIIECTBUE
HE/I0CTaTOYHON KBaTM(PUKALINH, TOATBEPKACHHON pe3yIbTaTaMH aTTeCTallH

B) Eciiu pa0O0THUK — 0AMHOKAs MaTh, BOCIIUTHIBAKOIIAs pedeHKa B Bo3pacre 10 14 et

32. Yo cIy’)KUT OCHOBAHUEM ]ISl BHECEHHS 3aITUCEH B TPYIOBYIO KHUKKY?
a) 3asBiIeHHE PaOOTHUKA

0) YcTHOE yKa3zaHUE pyKOBOJUTEINS

B) [Ipuka3s (pacnopsiskeHue)




33. KT0 He 10mKeH pacuchiBaThCsl HA TUTYJIHHOM JIUCTE TPYIOBON KHUKKH?

a) PykoBoauTeJib npeanpusiTust
0) PaboTHuk

B) COTpyIHUK, OTBEUAOIINM 32 BEJCHUE TPYAOBBIX KHIKEK

34. Kakast ocobast OTMETKa JI0JDKHA CTOSATH Ha TUTYJILHOM JIMCTE 1yOiIHMKaTa TPyIOBON KHMKKH?

a) lyosmkar
6) IToBTOp
B) Kommst

35. I'paduk OTITYCKOB MOITMCHIBALT:
OTBeT: pyKOBOJIUTEND KaIPOBOM CITYKOBI

2.2 TunoBble 3aJaHUA I OLEHKH NMPOJXYKTHBHOI0 00pa30BaTeIbHOIO pe3y/ibTaTra

KOI[ W HAMMCHOBAHUC MHAHUKATOpa JOCTHIKCHUS
KOMIICTCHIIMU

OO0pazoBaTenbHbIN pe3yibTaT

OIIK-3.2: /lokymMeHTAIIHOHHO 0()opMJIsieT
CTpaTeruio ynpapJjeHHus epCcOHATIOM

YmMmeer: pazpabaTbiBaTh POEKTHI
JIOKYMEHTAIlMOHHOT'O COITPOBOXACHUS MEPOIIPUATHIH,
HaIPaBJICHHBIX HA PEAIN3ALUI0 CTPATETUU
yIpaBJIeHUs] IEPCOHATIOM OpraHU3aluu

[IpumepHbIe 3a1aHus:

36. IIpoa0KUTENBHOCTS CE30HHBIX PadOT B TEUCHHE T0j1a 110 00IIeMy PaBUIy HE MOXKET

MPEBBIIIATH ... YKKUTE IEPUOJI B MECsIaxX
OtBeT: 6 Mecs1EB

37. TpynoBasi KHIKKa 1715 peocTaBineHns B [leHcnonnbIil GoHT BeITaeTcs paOOTHUKY Ha PYKH T10

€ro MMUCbMEHHON MPOCHOE B CPOK ...
OtBert: He no3HEe 3 pabounx JHEH

38. Ilpu coxpamennn padboTosaTeIeM YUCICHHOCTH paOOTHIKOB IPENMYIIECTBEHHOE ITPAaBO Ha
OCTaBJIEHUE Ha paboOTe TOJHKHO MPEIOCTABIAThCA PAOOTHUKAM ¢ 00siee BBICOKOW MPOU3BOIUTENBHOCTHIO

Tpynau...
Otgert: kBanuduKanuen

39. HpI/I 3aKIIFOYCHUU TPYAOBOI'O A10Ir0OBOPA HA CPOK OT 2 A0 6 MCECALICB UCIIBITAHUC HC MOXKCT

MPEBBIIATH ... YKOKUTE TIEPHUOJT B MECATAX
OTBeT: 2 Mecsaa

40. 3a kakoii cpok pabOTHUK, 3aKITFOYUBIIHI TPYJOBON JOTOBOP HA CPOK JIO IBYX MECSIIEB, MOXKET
JIOCPOYHO PaCTOPTHYTH €T0 MO COOCTBEHHOMY KETaHUI0, IPEAYIPEAUB 00 TOM padoToaaTes?

OrtBer: 3a TPpU OAHA OO YBOJIbHCHHS

41. Koro B COOTBETCTBHH C 3aKOHOAATCIBCTBOM HCJIL3 YBOJIMUTDH 3d HCOOAHOKPATHOC HAPYHICHUC

TPYJOBBIX 00sI3aHHOCTEH?
OtBet: 6epeMeHHYI0 pabOTHHUILY

42. Kakue JABa NOKYMCHTA MPCAbABIIACT paGOTO,Z[aTCJIIO HUHCIICKTOp TpyAa Ipu BBIC3JHOM HpOBCpKC?

Vxkaxunre JOKYMEHTBI 4€pes ,

HpaBI/IHBHBIe OTBCTHI: CJ'Iy)KCGHOG YAOCTOBCPCHUC,; PACIIOPSPKCHUEC O IMPOBCACHUHN ITPOBECPKU




43. I1pu BO3BpallleHUN U3 KOMAaHAUPOBKH paOOTHUK TOJDKEH MPEACTABUTD ...
OTBeT: aBaHCOBBIN OTYET

44. ]lna koro u3 pabotoaareneit 00s13aTeNbHO HATMYKE TOKYMEHTA O MOpsAIKe 00paboTKu
NEePCOHATIBHBIX JIaHHBIX ?
OtBerT: 1 Bcex

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

46. Koro HE0OX0AMMO YBEIOMHTH O TIpUeMe Ha paboTy «O0E€3BU30BOT0» HHOCTPAHHOTO paboTHUKA?
OtBer: MB/]

47. Ecnu paOOTHUK MO 3asiBJIEHUE HA OTIYCK BHE TpaduKa OTIIyCKOB, TO MOXET JIU paboTo1aTeNb
eMy OTKa3aThb?
Ortsert: na

48. Ecniu paOOTHHUK MOAN 3asBJICHUE HA YBOJbHEHUE, TO JI0 KAKOT'O MOMEHTA OH MOJKET €Tro
0TO3BaTh?
OTBeT: 10 OKOHYAHUS MTOCJIETHETO paboyuero THS

49. B TedyeHune Kakoro cpoka pabOTHHK JTOJIKEH OBITh 03HAKOMJICH C TIPUKA30M O BHIHECEHUHU
JUCLUIUIMHAPHOTO B3bICKAHUS?
OTBeT: B TeueHue Tpex pabouux AHen

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

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

52. B Kakux cirydasx npefocTaBlIeHHE TapaHTUH M KOMIIEHCAMH paOOTHUKAaM, COBMEIIAOIINM
paboTy ¢ moay4deHueM o0pazoBaHMsl, SIBISETCS IPAaBOMEPHbBIM?
OTBeT: npu nosiy4eHUu pabOTHUKAMHU 00pa30BaHUSI COOTBETCTBYIOIETO YPOBHS BIEPBbIE

53. Pa3mepsl mocoOmii 1Mo BpeMEHHOM HETPYJOCITOCOOHOCTH YCTAaHABITMBAIOTCS:
OTBeT: penepalbHBIMU 3aKOHAMH

46. Cornacuo HopMam TpynoBoro konekca Poccuiickoit @deneparuu 3apaboTHas maaTa
MIpeICTaBiIsIeT COOO0M:
OTBeT: BO3HArpaxiaeHue 3a Tpy

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

55. HopmasnbHasi mpoJ0KUTENbHOCTh pabd0odyero BpeMeH! He MOXKET IIPEBBILIATD ... YACOB B HEZEIIO.

Otset: 40




56. Kakue Tpu opranu3zaiioHHbIe (OPMBI 1eI0Npon3BoACTBa Bbl 3HaeTe?
OtBet: LlenTpanu3oBaHHas, AEIEHTPAIN30BaHHAS, CMEIIaHHAS

57. Ilpu oTCcyTCTBUM JOJIKHOCTHOTO JIMI[A B MOMEHT HOJIMTUCAHUS IOKYMEHTA, - MOXKHO JIH
MPOCTABIIATH KOCYIO UEPTY WJIH MPEAJIOT “3a” Tepe]] yKa3aHUuEeM ero TOJDKHOCTH (4TOOBI MOT MOITICATh
JIPYTOH 4enoBeK)?

OtBeT: HET

58. Kak 3amecTuTeNh, HCIOTHSIOMUI 00SI3aHHOCTH PYKOBOAMUTEIS MOIMTUCHIBAET JOKYMEHTHI B
OTCYTCTBUH PYKOBOAMTEIS?
Otger: U.0.pykoBoauTeNst

59. [l51 yIOCTOBEPEHHUS ... OATUHHOCTH JOKYMEHTA POCTABIISIOT OTTUCK MIEUATH.
OTBeT: NOUIMHHOCTH

60. Hy>xHO 11 TUCHMO, TTOATOTOBIICHHOE HA OJIAHKE, YIOCTOBEPATH MeYaThi0?
OTBeT: HET

61. HaGop pekBU3UTOB OPUIIMATBEHOTO MUCHEMEHHOTO IOKYMEHTA, PACTIONOKEHHBIX B OIPEIEICHHOM
[IOCJIE0BATENBHOCTH — ITO ...
OtBeT: popMyIsip TOKyMEHTa

62. CKOJIbKO BapHaHTOB OJIAHKOB YCTaHOBJIEHO B 3aBUCUMOCTH OT CII0C00a pacloI0kKEeHUs
PEKBU3UTOB?
Ortser: 2

63. Kakuie Tpu Bu1a 6J1JaHKOB YCTAHOBJICHBI JIJISl OPTraHHU3AINH, €€ CTPYKTYPHOTO MOJIPA3ICIICHUS 1
JIOJDKHOCTHOTO JInIa?
OtBeT: o0mmii 6;1aHK; OJaHK MUChMa; OJTaHK KOHKPETHOTO BUA TOKYMEHTa

64. MoXHO 11 Ha JOKYMEHTaX MPUBOJUTH COKpPAIIEHHOE HANMEHOBAHUE OPraHU3alluHU, €CITU OHO
3aKpPEIICHO B YUPEIUTEIBHBIX JOKYMEHTaX OpraHu3aiun’?
OtBeT: 1a

65. Kakue cBeieHust MPUBOJAT B CIIPABOYHBIX JIaHHBIX 00 OpraHu3anuu?
OTBeT: MOYTOBBIN azipec, Homep TesedoHa U Ipyrue CBEJECHUS M0 YCMOTPEHUIO OpraHu3aluu

66. OTpacipb IesITeIbHOCTH, 00ECTICYHBAIOIIAS IOKYMEHTHPOBAHNE M OPTaHU3ALUI0 PAOOTHI C
opUIHATBEHBIMA JOKYMEHTAMH — 3TO ...
OTBeT: 1eJ0MPOU3BOICTBO

67. YkakuTe paBWIbHBIA BapuaHT 0(hOpMIICHUS TIOYTOBOTO ajpeca B "CIpaBOYHBIX JaHHBIX 00
opraamzanuu-asrope". OAO "[Tunot" 212109, 1. YabsHOBCK, yi. 30morapeBckas, 3, od. 112.
OtBet: OAO "ITunot" 212109, r. YabssHOBCK, yi. 3oiorapeBckasi, 3, opuc 112

OIIK-4.1: Bener n0KyMEHTAIlMOHHOE YmMeer: pazpabatbiBaTh 1 0QOPMIISATH KaJpOBbIE
COIIPOBOXAECHHUE ONIEPATUBHOIO YIIPABICHUS JOKYMEHTBI, BECTH JOKYMEHTALIMOHHOE
[EPCOHATIOM COIIPOBOKIECHUE KaJPpOBOI pabOThI




IIpumepHbIe 3anaHu:
68. CkobKO pa3 B roJy MO)KHO BHOCUTh U3MEHEHHUs B IITATHOE pacnucaHue?
OTBeT: OrpaHUYEHHs HE YCTAHOBJIEHBI

69. Corpynuuna nomeHsia (GpaMuwinio B CBS3M C BCTyIUIGHHEM B Opak. HyXHO 1U 3a4epKHYTh
IPESKHIO (haMUITHIO OJIHOW YepPTOii, a PAAOM HaIKCATh HOBYIO Ha THTYJIBHOM JIHCTE TPYAOBOI KHIKKU?
Ortser: na

70. Cornamenue paboronatens U pabOTHUKOB, KOTOPOE YCTAHABIMBACT JOMOJHUTEIbHBIC TapaHTHH
ISl COTPYIHUKOB M UX OTBETHBIC 00513aTEIbCTBA 110 OTHOUICHHIO K pab0TOIATEII0, HA3bIBACTCS:
OTBeT: KOJIJIEKTUBHBIN TOTOBOP

71. MoXHO ]I HarpajuTh COTPYJHHMKA JECHEXKHOW IpPEMHUEH, €CIU HE3aJ0JIr0 O ATOr0 Ha HEro
HAJIOKWIIN AUCHUILUIMHAPHOE B3bICKaHHE?
OTBeT: MOXKHO

72. Kakoro paOOTHHKA HEJb3s1 YBOJIKUTH B CBSI3U C YTPATOU TOBEpUs?
OtBer: Oyxranrepa

73. IlepeBon k Apyromy paboOTOAATENIO OTPAXKAETCS B TPYAOBOW KHUKKE paOOTHHKA:
OTBeT: ABYMs 3alUCAMU — 00 YBOJIBHEHUH C MPEXKHEH pabOThI U 0 MpHEeMe Ha HOBYIO

74. Cunrtaercs Ju MPOTyJIOM OTCYTCTBHE pabOTHUKA Ha paboueM MecTe 0e3 YBaKUTENIbHBIX IPUYHH B
TEYEHUE BCEro paboyero THS UM CMEHBI
OtBer: cunurtaercs

75. VYcaoBue TpyaoBoro jgoroBopa «O HepasIJalleHUH OXpPaHSAEMOW 3aKOHOM  TalHBI
(rocynapCTBEHHOM, CITyKEOHOH, KOMMEPYECKOW U MHOM)» SBIISICTCS OCHOBHBIM WJIH JIOTIOJTHUTEIHLHBIM?
OTBeT: 1ONOJHUTEIbHBIM

OIIK-3.2: JloKkyMeHTallHOHHO opopmJsier | Baaneer: HaBBIKAMH JIOKYMEHTAIMOHHOTO
CTPaTeruio ynpapJjieHHsl epCcOHATIOM obecrieueHrs yIMpaBiICHHUs] MEPCOHAIOM M OIIEHKHU
OpraHru3allMOHHBIX, COUAJIBHBIX HOCJ'ICI[CTBI/II\/'I
OCYIIIECTBIICHUSI MEpONPUATUH, HAMPaABICHHBIX Ha
peaIM3alHI0 CTPATETUH YIIPABJICHUS TEPCOHATIOM

ITpumepHbIe 3ajaHN:

3amanue 1. Korga JOKyMEHT TOTOBHUTCS B OTBET Ha KAKOW-TO 3aIllPOC, WM TIOJrOTaBIMBAEMOE MTUCHMO
SBJISIETCS OTBETOM Ha JIpYroe MUChMO UCTOIb3yeTcs ... “Cchlika Ha perucTpallMOHHbIN HOMEp U JAaTy
JOKyMeHTa?

OTBeT: peKBU3UT

3ananue 2. B Tex ciaydasx, eCiiy 3aTpyJHEHO ONPEIEIIEHUE MECTAa COCTABIICHUS WM U3/1aHUs
JOKyMeHTa 1o pekBuzutaM "HanmenoBanue oprann3zanuu’ uinn "CrpaBodHble TaHHbIE 00 opraHu3anuu'
odopmisiercs ... "MecTo cOCTaBlIeHUs WIH U3/IaHUs JOKyMeHTa"?

OTBeT: pEKBU3HT

3amanue 3. «YTBEPX/IAIO Iupexktop 3A0 "[Munot" [Moamuce A.B. ITerpor 23.09.2023» Kaxkoit
PEKBU3UT O0OPMIISIETCS TAKMM 00pa3oM B JOKYMEHTE, KOT/Ia YTBEPKACHHUE MTPOUCXOTUT TOJKHOCTHBIM
JIUALIOM?

OtgeT: rpud yTBEepKIACHUS




3ananue 4. «YTBEPXX/IEHbBI pemiennem Cosera nupektopos ot 12.01.2023 Ne2y Kakoi pekBU3UT
odopmIIsieTcss TaKMM 00pa3oM B TOKyMeHTe, eciii “[IpaBuiia BHyTpeHHETO TPYI0BOTO pacmopsaka”
yTBepkaatoTcs penieHneM CoBeTa AUPEKTOPOB.

OtgeT: rpud yTBEepKIeHUS

3ananue 5. B kakoM MecTe TOKyMEHTa pacrojiarator rpud yrBepxaeHus JoOKyMeHTa?
OtBet: B npaBoM BepxHEM yrity

3ananue 6. SIBnsercs i mpodcoro3 CTOPOHOM TPYAOBOTrO AOrOBOpa?
OTtBeT: HeT

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

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

3amanue 9. Korjga paGoTHUK JOHKEH MPUCTYIHUTh K paboTe, eclid B TPYIOBOM JOTOBOPE MO KaKHM-
00 IpUYMHAM HE OTIPECIICH JICHb Havajia padoThI?

OTBeT: Ha cneAyOIN IeHb

3ananue 10. CyecTByIOT JIM IPEPHIBUCTHIE TPYAOBBIE JOTOBOPHI IO CPOKY UX JIEUCTBUS?

OtBerT: HeT
OIIK-4.1: Bener 10KyMeHTallUOHHOE Baaneer: HaBbIKaMH JOKYMEHTAaLMOHHOTO
CONPOBOKACHUE ONIEPATHBHOIO YIIPABJICHHA oopmieHHs pe3yIbTaTOB ONEPATUBHOTO
NEePCOHAJIOM YIPABJICHHS] IEPCOHATIOM

IIpumepHbIe 3ajaHus:

3ananue 11. IIpu pacTopKeHUH TPYJOBOIO JOTOBOPA B CBSI3U C COKpAIIEHUEM YHCIEHHOCTH WM
mrata pabOTHUKOB OPraHU3alMK YBOJIBHAEMOMY paOOTHHUKY BBIIUIAYMBAETCS BBIXOJIHOE TOCOOUE B
pa3Mepe CpeIHEr0 MeCSYHOro 3apaboTKa, a TAK)XKE 3a HUM COXPaHsEeTCs CPeIHUN MECSUHbII 3apaboTOK Ha
NEepUoJI TPYAO0YCTPONUCTBA, HO HE CBBIIIE ABYX MECSIIEB CO JTHS YBOJBHEHHS (C 3a4€TOM BBIXOJAHOTO
noco6us). TpyA0BbIM 10TOBOPOM HJIM KOJJIEKTUBHBIM JIOTOBOPOM MOT'YT YCTaHABIMBAThCS MOBBIIICHHbBIE
pa3Mepsl BBIXOJIHBIX nmocobuii. Opranuzanueit 30 anpesns pacTOprHyT TPYAOBOH JOrOBOp ¢ paOOTHHUKOM B
CBSI3M C COKpPAILIEHUEM YUCIEHHOCTH paOOTHUKOB. CpelTHUI MECSUHbII 3apaboToK pabOTHMKA JUIs Lieeit
BBITUIATHI BEIXOHOTO 1TocoOust coctaBui 100 000 py6. KonaeKTUBHBIM TOTOBOPOM MPEAYCMOTPEHO, YTO
IIPU YBOJIbHEHUHU PaOOTHUKOB B CBSI3U C COKpAILlEHUEM YHUCIEHHOCTH pabOTHUKOB COXpaHsIEMbIH CpeTHUI
3apab0TOK paOOTHUKOB Ha MEPHOJ UX TPYAOYCTPOICTBA BhIMIaunBaercs ¢ ko3dduuuenrom 1,5. Uepes
noyiMecsina nocie yBosbHeHud (16 mast) paOOTHHK 3aKJIFOUMIT TPYAOBOM 10rOBOpP ¢ HOBBIM paboToOAaTENEM.
Kakas o011ast cymMMa BBIXOZHOT'O IIOCOOMS U COXPAHSIEMOI0 CPEeIHEr0 MECAYHOI0 3apaboTKa 10JIKHA ObITH
BbIIUIaYeHa pabOTHUKY B pacCMaTpUBAaeMOil cUTyauu?

Otset: 100000

3amanune 12. Menemkep otaena mapketuHra OOO «Koncynbrant» Tokapes M. U. 28 ceHtsOps
TEKYIIEro rojia orno3jaan Ha paboTy MOYTH Ha Ieliblil yac (45 MuH), 0 4eM emMy ObLIO CAENaHO 3aMeyaHue
aupexTopoM YctuHoBoi M. I1. u npenoxkeHo 0ObACHUTh TPUYMHBI IPOCTYIKA B MUCbMEHHOH GopMme.
Kakue noxymeHTsI HE00X01UMO 0POPMUTH?

3amaane 13. Kyprep 3A0 «®apmay C. C. CoMOB peryysipHO oma3asBal Ha paboTy, YeM Hapymial
TPYIOBYIO AUCHUIUIMHY. 3aBeayromas kanuemspueit lllymununa WM. B. HeogHOKpaTHO Jenana emy
3amedanusi (B ycTHOM hopme), a 12 HroHS TEKyIIero rojia ObuIa BEIHYXEHA 00paTUTHCSI C TAHHBIM BOITPOCOM




K reHepasibHoMy nupektopy CenoBy A. B. ¢ goknaaHOW 3amMCcKO#, B KOTOPOW MpOCHUIIa HMPUHSITH MEPhI
nucuuruimHapHoro xapakrepa k C. C. ComoBy.
Kakue noxymMeHTBl HEOOXOAUMO OPOPMUTH?

3ananue 14. Beimyckauna ¢akyapTeTa yrpasieHus: Poccuiickoro rocyjapcTBEHHOIO TYMaHUTapHOTO
yHuBepcutera JlenncoBa TarbsHa MuxaitioBHa 20 IO TEKYIIEro roja MOCTynwia Ha paboTy B
Poccuiickoe areHTCTBO MEXIyHAPOIHOTO coTpyaHuuecTBa u pazsutus (PAMCuP) Benymum crieniuanucrom
VYnpapneHusa nenamu. ATEHTCTBO SIBJISETCS TOCYAapCTBEHHOW opranuzanuei npu IlpaButensctBe PO u
OCYIIECTBISICT HA0Op CIYyXAallUX TOJBKO IO J0roBopy. JloroBop mMOAmKMCaH OT MMEHHM areHTCTBA €ro
npenceaarenem Llloxunsim A. H. TIpoekT mpukasza mo JUYHOMY COCTaBY MOATOTOBJIEH MHCIEKTOPOM IO
kagpam ConoBbeBoi W. I'. 20 urois U B TOT K€ JE€Hb 3aBU3MPOBAH HAYAJIbHUKOM YIIPaBJIEHUs KaJIpoOB
ApOy3oBeiM I1. H. u ynpasmstonium nenamu MuxeeBsiM B. U. [lpuka3 moanucan 21 urwoss U oObsBICH
JIeHuCcoBOM MO POCIIUCH.

Kakue nokymeHTs HEOOX0AUMO OPOPMUTH?

3aganue 15. Dxonomuct BacuibeBa Exatepuna HukomaeBHa 1 ceHTAOps Tekylero rojaa mojana
3asBieHne B OO0 «JIyu» ¢ npocb0oil NpUHATH €€ Ha pabdoTy CHEeUMATUCTOM (PUHAHCOBOTO OTAENIA Ha
HenoJiHbl pabGounii neHb. MuHcnektop mo kaapam CmuphoBa WM. C. o0bscHuIa, 4TO (puUpMa HMEET
BO3MOKHOCTb NPHUHATH Ha paboTy 3KOHOMMCTA, HO Ha OCHOBE CPOYHOI'O TPYJOBOTO JloroBopa. TpynoBoit
JOTOBOP OBUT 3aKJII0OUEH 5 CeHTSOPS U MOANKUCAH OT UMEHH (PUPMBI TeHEPATIBHBIM TUPEKTOPOM MUPOHOBBIM
JI. C. B 1OT )¢ AeHb ObLT M3[aH MpHUKA3 MO JHUYHOMY COCTaBy, 3aBu3upoBaHHbIl CmupHoBoii U. C. u
topuckoHcynbToM XMmeneBsiM U. O. Ipukas 6b11 00bsiBieH Bacunbesoit E. H. noa pocriuck 6 ceHTAOpS.

Kakue 1okyMeHTbl HE00X0AUMO 0POPMUTH?

3amanue 16. 3aBenyromas otnenoM nuceMm razetol «['yOepuus» ComoBa Anna MBaHoBHa 15 mas
TEKYILEro rojia 00paTuiiack K rIaBHOMY peakTopy YBapoBy A. H. ¢ mpock00ii mpeocTaBuTh €if OTIyCcK 0e3
COXpaHeHHUs 3apaboTHON miuaTel ¢ 16 mo 18 mas mo cemeiiHbiM obcTosiTenbeTBaM. [IpoekT mpukasza 06
oTIycke Obl1 0pOpMIIEH HayaIbHUKOM OTAena KajapoB EpmakoBeim WM. H. 15 mas, 3aBU3UpOBaH U B TOT ke
JI€Hb MOAMKCaH IJaBHBIM PEIaKTOPOM.

Kakue nokymeHThI HE00X01UMO OPOPMUTH?

3ananue 17. Benymero cnenuanucra otaena mapkerunra toprosoit pupmsr OOO «Benta» CoboneBy
Banentuny VBaHOBHY nepeBesin Ha OCBOOOAMBILNYIOCS JOJDKHOCTh HAYaJbHUKA OT/IENa Ha MOCTOSHHYIO
paboty ¢ 15 HOsIOps TeKyIero roja.

3agsnenue o nepeoae Cobonera B. WM. nanmcana 10 HOsO0ps 1 3aBU3MpOBana y KOMMEPYECKOIO
JUPEKTOpa B TOT ke JeHb. 10 HOAOps OBLIO Takke cocTaBieHO MpejacraBieHue Ne 4, moanucaHHoe
KOMMEpYECKUM JaupeKkTopoM. IIpoekT mpukasa o nepeBoje MOArOTOBIEH HHCIEKTOPOM IO HEepCOHAILy
Kupunnosoii b. H. 11 Hos0ps, 3aBu3npoBaH 10puckoHCyabToM bapmunbiv A. WM. 12 HOAOps U criycTs A€Hb
ObUI MOJIMUCAH TeHepalbHbIM aupekTopoM ¢upMel [poxoxuabM E. K. 14 Hos6ps Cobosea B. 1. Obina
O3HAKOMJIEHA C ITPUKA30M.

Kakne 10KkyMeHTbl HE00X0AUMO OPOPMUTH?

2.3. IlepeyeHb BONPOCOB /LISl MOATOTOBKHU 00Y4YaIOIIUXCHA K MPOMEKYTOYHOI aTTecTalNu

1. OcHOBHbIE TIOHSATHUS U TEPMUHOJIOTUS JOKYMEHTAIIMOHHOTO OO€cleYeHHsl yIpaBiIeHUS.
HopmartuBHO-MeTo1Mueckoe o0ecneyeHre JOKYMEHTAIMOHHOTO 00eCTIeYeHUs YITPABICHHUS.

2. Knaccudukanuust TOKyMEHTOB M IOKYMEHTHON UH(QOPMAITIH.

3. YHudukanus v CTaHgapTU3aLMs JOKYMEHTOB, YHU(DHUIMPOBAHHBIE CHUCTEMbI, MEXIyHAapOaHAs
CTaHJapTHU3aLMs YIIpaBlieHYecKol JokyMeHTauu. dopmatel Oymaru.




4. HammoHanbHasi CTaHAAPTH3aLMs YIPABIECHYECKONW MOKyMEHTAIMU. YHU(UIIMPOBaHHAS CHUCTEMa
OpPraHMU3alMOHHO-PACIOPSAUTENLHON AOKyMeHTauuu. Cxema pacloyIoKEHHMsI PEKBU3UTOB, IpaBWiIa MX
oopMIIeHHUS.

5. brmaHku JOKyMEHTOB, BUIbl OJIAaHKOB, COCTaB PEKBU3UTOB M BapHUaHThl HMX PACIIOIOKEHMS.
Oco6eHHOCTH U3rOTOBJIEHUS U UCII0JIb30BaHMsI FepOOBBIX OJaHKOB.

6. JIOKyMEHTHMpOBaHUE OpraHM3ALMIOHHOM JEATENIbHOCTH. XapaKTEPUCTUKA OPraHU3alMOHHBIX
JOKYMEHTOB U 0COOEHHOCTH UX 0(OpMIICHUS.

7. JIOKyMEHTHPOBAHHUE PACHOPSAUTEIBLHOW JEATENbHOCTH. XapaKTEPUCTHKA PACIOPSIUTENbHBIX
JOKYMEHTOB U 0COOEHHOCTH UX 0(OpMIICHUS.

8. XapakTepucTuKa pa3HOBHIHOCTEH IEJIOBBIX MuceM, npaBwia ux odopmienus. OcobeHHOCTH
MEPENUCKU ¢ UHOCTPAHHBIMU KOPPECIIOHAEHTaMH.

9. XapakTepucTka M OCOOCHHOCTH O(OPMIICHHS CHPaBOYHO-WH(OPMAIMOHHBIX JOKYMEHTOB,
odopMIIIeMBIX Ha 00I1IeM OJIaHKe.

10. Konuu 10KyMEeHTOB, MpaBuiia UX 0(hOpMIICHUS, U3TOTOBJICHUS, 3aBEPEHUS U TIOPSIIOK BBIAAYH.

11. Cnyx6a moxymentanuonHoro obOecreuenus ynpasinerus (CHOYVY), crpykrypa u (QyHKIuUH.
[Tonoxenne o CJOY, opranusanus U yciaoBHs TpyJia €€ pabOOTHUKOB.

12. Tlonarue nokymeHTOOOOpOTa, €ro cocrtaB, 00beM. OCHOBHbIE NPHUHLUIBI OpraHU3aLHUU
JOKYMEHTO000pOTa, aHAJIU3 CTPYKTYPhI U METO/Ibl COKPAIEHUS TOKYyMEHTOO00pOTa.

13. IIpueM u 06paboTka BXoAsIMX AOKyMEeHTOB. [lopsaok opopmieHust pekBuzuta «Pe3omonus».
OmnpeneneHre UCTIONHUTENS JOKYMEHTa B COOTBETCTBUU C pe3onmonneii pykoBoactBa. CrocoObl JOCTaBKU
JIOKYMEHTOB B CTPYKTYpHbIE MOApa3/IeICHHS.

14. Perucrpauusi TOKyMEHTOB, €€ 3ajaud U Lenu. Kareropum HOKyMEHTOB, NOJUICKAIIMX U HE
nojuiexamux —perucrpauud. CHCTeMbl perucTpanuy, HOPUMEHSeMble B OpraHu3alnusax; (GaKTopsbl,
OIIpeEIAIONINE UX BBIOOD.

15. Tlopsmok NPOXOXKICHUS UCXOJAIIMX U BHYTPEHHUX JOKYMEHTOB B IIPOLIECCE MX HMOJATOTOBKH.
WuauBuayanbHble U TUIIOBBIE CPOKU HcnojiHeHus. [lopsaok corjzacoBaHus MPOEKTa JOKYMEHTa C JOJIK-
HOCTHBIMHU JIMI[AMH, CTPYKTYPHBIMU MOAPa3eICHUSIMU, OOIECTBEHHBIMU M CTOPOHHUMU OpraHU3alusMU.

16. Opranuzanusi KOHTPOJSI HCIOJHEHHS TOKYMEHTOB B YCIOBHSAX TPAIUIIMOHHON 0O0pabOTKH
JOKYMEHTOB. TEXHOJIOrHs MPOBEACHUS KOHTPOJIbHBIX onepaunid. [Topsnok cHATHA JOKyMEHTa ¢ KOHTPOJIS.

17. Ponb u 3HaueHUEe HOMEHKJIATYpHI nei1. [lopsiaok ee coctaBienus, opopMIICHUS U COTIIACOBAHUSI.

18. ®opmupoBaHUe U ONIEPATUBHOE XPAHEHUE JIETL.

19. IloaroroBka JOKYMEHTOB K Iepeade B apXUB OpraHU3aliH.

20. Opranusanus paboTbl ¢ JOKYMEHTaMH, COJEPKAIIUMH KOH(UASHIINATBHYI0 HHPOPMALIUIO.

21. Opranu3anus paboThl C MUCbMEHHBIMU U YCTHBIMH OOpallIeHUsIMU TPaKIaH.

22. Tlopsnok BeJieHHs JeJ0NPOU3BOICTBA IIPH NpHeMe Ha paboTy COTPYTHUKOB.

23. ®opmupoBaHUe JUYHOTO jena paboTHUKa. CocTaB JOKYMEHTOB JINYHOTO JieJla U UX 0(hopMIIEHHE.

24. Tlopsnok BeAeHHUs JEJIONPOM3BOJCTBA IPH MEPEBOJE COTPYIHUKA Ha JApPYryoo padorty,
MIPEIOCTABIIEHNH OTITYCKA, OOIIPEHUH U YBOJbHEHUH.

25. Tlopsiok BeIeHUs TPYLOBBIX KHIDKEK, BKJIaAbIIeH K HUM U qyonukaToB. [IpaBuia onepaTuBHOTo
XpaHEHUs JIMYHBIX J1e] paboTHUKOB. [1oroTOBKA JIMYHBIX /I€] K TIepejaue B BEJOMCTBEHHBIN apXUB.

26. Opranu3zanus paboThl ¢ AJIEKTPOHHBIMU IOKYMEHTAMH.

27. OcHoBHBIE 3amaud, (QYHKIHHA, T[paBa, OTBETCTBEHHOCTh CIYXKOBI JOKYMEHTAI[HOHHOTO
obecrieyeHus yrpasieHus. THIOBbIE CTPYKTYPbI CIyXKObl TOKYMEHTALIMOHHOTO 00eCieueH sl yIpaBiIeHusI.

28. IlpyHIMNbl crucTeMaTH3alMy JTOKYMEHTOB BHYTpH Jena. [loHsATre m opraHu3anus 5KCIEpTU3bI
LEHHOCTH JJOKYMEHTOB. OpraHusaius padoTbl SKCIEPTHONW KOMUCCHUH.

29. Ilepenaya e Ha rocyAapCTBEHHOE XpaHEHHE, eNHbIE TPeOOBaHUs K OOPMIIEHUIO I XPaHEHUIO
JIOKYMEHTOB.

30. Ponb cekperaps B opranuzanud WHGOOPMAIMOHHOTO W JIOKYMEHTAIIMOHHOTO OOECTICYCHHS
yrpaBiieHus. MecTo cekpeTapsi-pedepeHTa B CTPYKTYpe yIpaBleHus, TpeOOBaHUS K CeKpeTapro-pedepenry.

31. Ilonatue o craHaapTuU3auuu. MeXIyHapOoJaHbIe CTaHAAPThl B 00JaCTH JOKYMEHTHPOBAHUS
YIIPaBJIEHYECKOHN EATEIbHOCTH.



32. Homenknatrypa naesl OpraHu3anu, TMOEpefaroleld W He TNepefarole IOKyMEHThl Ha
rocynapcTBeHHoe XxpaHeHue. CocTaBieHHE 3aroyIoBKOB Aeil. OnpeneneHue CpoOKOB XpaHEHUS J1E.

33.Cnyx06a nokymeHTanmonHoro ooecneuenus ynpasiaeHus (CAOY). Opranuzanus v yclIoBUs Tpya
pabotaukoB C/IOYVY.

34. CtpyKkTypa U 00beM JOKYMEHTOO00pOTa, MyTH €ro PallMOHAIU3AIIUH.

35. OpraHmzanmsi TEpPBUYHON 0OpaOOTKH BXOIAMIMX JOKYMEHTOB. OOpaboTka W HUCIOJTHEHHE
BXOJIALINX JJOKYMEHTOB.

36.IToctpoenne uHpopmanmoHHo-mouckoBbix cucreM (MIIC) mo moxkymentam. OpraHu3anus
perucTpal JOKYMEHTOB TPAIUIMOHHBIM crocoOoMm. OpraHuzalus perucTpanuy JOKyMEHTOB Ha
KOMIIBIOTEPE.

37. O6paboTKa UCXOAAMUX TOKYMEHTOB. [loaroToBKa JOKYMEHTOB K OTIPABKE.

38. MapuipyTHO-TEXHOJOTHYECKUE CXEMBI U OIIEPOrPaMMBbl IBUKEHUS JOKYMEHTOB.

39.1lonatue o craHAapTU3alUMd. MeXIyHapOaHBIE CTaHAAPTHI B OOJACTH JTOKYMEHTUPOBAHHUS
YIIPaBJICHYECKOM IEATEIBHOCTH.

40.YHuduupoBaHHasi CHUCTEMa OpraHU3aIMOHHO-pacnopsaauTeabHoil nokymeHntanuu (YCOP/).
CocTaB 1 XapaKTepUCTHKA TOKYMEHTOB, Bxosauux B cocraB Y COP/I.

41. KoHTpoJIb UCTIOTHEHHUS IOKYMEHTOB.

42. CocTaB peKBU3UTOB, UCIOJB3YEMBIX MPU OPOPMIIEHUU JOKYMEHTOB.

43. Opranuzanus KOHTPOJS HUCHOJHEHHS JOKYMEHTOB TPAJAMIMOHHBIM criocoOoM. OpraHuzamus
KOHTPOJISI UCTIOJIHEHUS JOKYMEHTOB € ITIOMOUIbIO0 KOMIIBIOTEPA.

44. Homenkiatypa nen. CoctaBneHue 3aroioBKoB Jen. Onpenenenue CpoKOB XpaHeHus Jedl.

45. Cocrasiienue u opopMIeHHE HOMEHKIATYPHI A€ CTPYKTYPHOTO TOpa3 ICIICHUsI.

46.Homenkmatypa Jen oOpraHu3aluu INepefaronieil M He Nepefarolieil JTOKyMEeHThl Ha
rocy/1lapCTBEHHOE XpaHEHHE.

47 Ilonsite o G6IaHKax JOKYMEHTOB. Buapl OGIaHKOB, MCIONBb3yeMbIX B OpraHU3allii, Ha3HAYCHHE
Ka)KJI0ro BUJA.

48. ®opMHUpOBAHUE U ONIEPATUBHOE XPAHEHUE JICII.

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

50. IloaroroBka pAen MOCTOSIHHOTO W JUIMTENBHOIO CPOKOB XpaHEHUS K IepeJadye B apXuB
OpraHH3aIliH.

51. Odpopmienue onucH iea CTPYKTYPHOTO MOApa3IeIeHUs Ha JieJla TOCTOSTHHOTO CPOKa XpaHEeHUsI U
OIIHMCH JEJI IO JTUYHOMY cocTaBy. CBOJHAs ONUCH JIEN TOCTOSHHOTO XPaHEHMUSL.

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

53.00m1as XapakTepUCTUKA U COCTAB PACTIOPSIIUTEIBHBIX TOKYMEHTOB.

54.0Opranuzanuss pabOThl C JOKYMEHTAMH, COJEPXKALIUMH KOH(PHUACHUUAIbHYI0 HH(OPMALHUIO.
ITpoBepka HAIMYMS U COCTOSIHUS IOKYMEHTOB U JIeJI, COAEPKAIMX KOH(PUICHIINANbHYIO HH(OPMAIIHIO.

55.0pranu3zanust paboThl ¢ OOpallleHUSAMH Tpak/IaH. BBHITIOJIHEHHE Omepamuii Mo perucTpanuud u
KOHTPOJTIO MCTIOJIHEHHsI 0OpallleHNi TpakJjaH Ha KOMITbIOTEpE.

56. Opranusanus paboThl ¢ JOKYMEHTaMH 10 JIMYHOMY cocTaBy. OdopmiieHne npueMa Ha paboTy.

57. OdopmieHue mnepeBoja Ha JApPYyrylo paboTy (BKIOYas 3aloiHEHUE TPYJOBOM KHHUXKKH U
dbopmupoBanue TUYHOTO aeina). OdopMileHne KOMaHIUPOBAHUS U MPEAOCTABICHUS OTITYCKOB.

58. Odopmnenue noouipenust paboTHUKOB. OopMiieHre HATOKEHNUS JUCHUIUIMHAPHBIX B3bICKAHUI.

59. Odopmiienne yBoabHEHHUS ¢ padoThl. OdopMIICHHE IUYHBIX J1e] paOOTHUKOB IMPH WX TOJITOTOBKE
K [Iepeiaye B BEIOMCTBEHHBIN apXHUB.

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

61.0Opranu3zamnus paboThl ¢ NEKTPOHHBIMU JJIOKYMeHTaMu. HopMaTHBHBIE JOKYMEHTHI 1O paboTe ¢
ANEKTPOHHBIMHU JOKYMEHTAMH.

3. MeTtoauyeckue MaTepHaJIbl, ONpeae/siolue Npoue1ypy 1 KpUTepUU OLeHUBAHUS
copMHPOBAHHOCTH KOMIIETEHIMH NIPH NIPOBEACHUHU NPOMEKYTOYHOM aTTeCTALUH



Kputepuu popMupoBaHus OlleHOK MO0 0TBETAM HA BONPOCHI, BHINOJTHEHHIO TECTOBBIX
3aJJaHui

- OLICHKA «OTJMYHO» BBICTABISIETCS 00ydaromeMycs, el KOJIMYECTBO IMPaBHIBHBIX OTBETOB Ha
Borpockl cocranisteT 100 — 90% ot obmiero o6béMa 3a1aHHBIX BOIIPOCOB;

- OIICHKA «XOPOII0» BBICTABISACTCS 00YJAIOMIEMYCs, €CIIH KOJINYECTBO IPABIIBHBIX OTBETOB Ha
Bompockl — 89 — 76% ot ob1iero oo0bEéMa 3a1aHHBIX BOIIPOCOB;

- OIICHKA «yAOBJIETBOPUTEIbHO» BBICTABIISICTCS 00YUYAIOIIEMYCs, €CIIM KOJIMYECTBO NMPABUIIBHBIX
OTBETOB Ha TECTOBBIE BONPOCH —7/5—60 % oT 061iero oobEMa 3a1aHHBIX BOIIPOCOB;

- OICHKA «HEYAOBJIETBOPUTEJbHO» BBICTABISCTCS OOy4alOmEeMycs, €CIIM KOJMYECTBO
NpaBUIBHBIX 0TBETOB — MeHee 60% oT o01iero o0bEMa 3aJaHHBIX BOIIPOCOB.

Kpurtepuu ¢popMupoBaHus OLIEHOK N0 pPe3yJIbTATAM BbINOJHEHUS 3aJaHU I
«OTJHYHO/324TEHO0» — CTAaBUTCS 32 pabOTy, BBINOJIHEHHYIO TIOJIHOCTHIO 0€3 OIIMOOK M HEA0YETOB.
«XO0po10/3a4TeH0» — CTABUTCA 32 PadOTY, BBIITOJHEHHYIO MIOJIHOCTHIO, HO TIPY HAJIMYUU B HEH HE

OoJiee 0THOM HErpyOOi OITMOKK M OJTHOTO HeJo4ueTa, He 0ojiee TPeX HEJ0UETOB.

«Y10BJIETBOPHUTEIbHO/3aUTEHO» — CTaBUTCS 3a paboTy, eciau OOy4aroIIWiCs TpPaBUIBHO
BBITIOJTHUJI HE MeHee 2/3 Bceid paboThI MITH IOITYCTHII He OoJiee OAHOM rpy0oii OIIMOKH U IBYX HEZ0YETOB,
He Oostee 0/1HOM TPy0O# 1 OHOM HETPYOOi OIMOKH, HE O0Jiee TpeX HerpyObIX OIIMOOK, OJJHON HErpyooi
OLIMOKY U IBYX HEIOYETOB.

«HeynoBJj1IeTBOPUTEILHO/HE 32a4TEHO» — CTABUTCS 32 pabOTy, €CIIM YUCIIO OMHMOOK U HEAOYETOB
NPEBBICHIIO HOPMY JUISl OLEHKH «yIOBJICTBOPUTEIHHO» HIIM NPABWIBHO BBHIITOJHEHO MeHee 2/3 Bceid
paboThL.

Buowl owuboxk:

- epybvie owuUbKU: He3HaHUe OCHOBHbIX NOHAMULU, NPAGU, HOPM, HEe3HAHUEe NPUEeMO8 DeuleHusl
3a0ay, owubOKU, NOKA3bI8AOWIe HeNPABUTbHOE NOHUMAHUE YCII08US NPEONONCEHHO20 3A0AHUSL.

- He2pybble OwWUOKU: HEMOYHOCMU (OPMYIUPOBOK, Onpedeienull; HepayUoOHAIbHbII 8bIO0P X00a
peuleHus.

- HeooYemvl: HepaAYUOHANbHblE NPUEMbl BbINOJIHEHUA 3A0aHUS, OMOelbHble NOZPEUHOCU 8
dopmynuposke 86160008, HeOpelCHOe 8bINOIHEHUE 3A0AHUSL.

Kputepun popmMupoBanusi O1eHOK 10 pe3yJbTaTaM O0TBeTA Ha 3a4eTe ¢ OLeHKOM

- OLICHKA «OTJIMYHO» BBICTABIJIAETCS O0y4aroIEeMycCs, €CJIM KOJIMYECTBO MPABUIBHBIX OTBETOB Ha
Borpockl cocranisgeT 100 — 90% ot ob1iero oo6bE€Ma 3a1aHHBIX BOIIPOCOB;

- OILIGHKAa «XOpOILI0» BBICTABISAETCS 00YyYaroIlIeMycs, €Cll KOJIMYECTBO MPABHIBHBIX OTBETOB Ha
Bompockl — 89 — 76% ot ob1iero oobEMa 3a1aHHBIX BOIIPOCOB;

- OIIEHKAa «YyJOBJIETBOPUTEIHHO)» BBICTABIISIETCS 00ydYalOIIEMyCsl, €CJIM KOJIWYECTBO MPaBUIIBHBIX
OTBETOB Ha TeCTOBbIE BONPOCH —/5—60 % oT o611ero oo6bEMa 3a1aHHBIX BOIIPOCOB;

- OLIEHKA «HEYJOBJIETBOPUTEIHHO» BBICTABIISIETCS] 00yUaIOIeMYCsl, €CJIM KOJIMYECTBO MPaBUIbHBIX
oTBeTOB — MeHee 60% oT o011ero 00bEMa 3aJaHHBIX BOIIPOCOB.

Kpurtepuu ¢ppopMupoBaHNs OLEHOK N0 BHINOJHEHUIO 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 0611ero oobEMa 3a1aHHBIX BOIIPOCOB;

- OLIEHKa «yJAOBJICTBOPUTEJIBLHO/32YTEHO0» BBICTABIISIETCS OOY4YarOUIEMYCs, €CIU KOJIMYECTBO
NPaBUIBHBIX OTBETOB HAa T€CTOBbIE BOMPOCHI —/5—60 % oT o61ero oobéMa 3a1aHHBIX BOIIPOCOB;

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



