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1. IEJTA OCBOEHMSI 1M CLIUIIJIMHBI (MOYJIST)

1.1 |OBnamerne OCHOBaMH TIPaBUIBHOTO O(GOPMIICHHS MOKYMEHTOB M HaJJIeKalled OpraHu3anueid JTOKyMEHTO00OpoTa
cornacHo TpeboBanusm 'OCTa

2. MECTO JUCHHUIIJIMHBI (MOAYJIA) B CTPYKTYPE OBPA3OBATEJIbHOU ITPOI'PAMMBbI

Hukn (paznen) OIT: | b1.0.14

3. KOMIETEHIIMU OB VYAIOIIETOCsl, §OPMHUPYEMBIE B PE3YJIbTATE OCBOEHMSI JUCLIUIIJINHbBI
(MOYJIST)

OIIK-3 Crioco6eH pa3pabaThIBaTh U OCYIIECTBIATh MEPOIPHUITHS, HAPABICHHBIC HA PEATU3AIHIO CTPATETHH YIIPABICHHS
HEPCOHAIOM, 00ECTIeYNBaTh UX JTOKYMEHTAIlIOHHOE CONPOBOXK/ICHUE M OLICHHBATh OPIaHU3AIIMOHHBIC U COLIMAIbHBIC OCTIEACTBUS

OIIK-3.2 JlokyMeHTanMOHHO O(OPMIISICT CTPATETHIO YIIPABICHUS IEPCOHAIOM

OIIK-4 CriocobeH nprUMEeHSTh COBPEMEHHBIE TEXHOJIOTUU U METO/IbI ONIEPATUBHOTO YIIPABJICHHUS IEPCOHATIOM, BECTH
JIOKYMEHTAL[MOHHOE CONPOBOXKICHHUE U YIET

OIIK-4.1 BeneT 10KyMEHTallMOHHOE COIIPOBOXKICHHE ONIEPATUBHOIO YIIPABICHHS IEPCOHATIOM

ITK-5 CnocobeH mpoBOIUTH aIMUHHCTPUPOBAHUE MTPOIIECCOB M JOKYMEHTO00OPOTa 10 OCHOBHBIM HAIPABICHHUSAM pa0OThI C
MIEPCOHAIOM

ITK-5.2 Beibupaet cTpyKTypy ¥ 006eM JOKYMEHTOO0OpOTa TI0 OCHOBHEIM HAIIPABJICHUSM PAOOTHI C IEPCOHATIOM

B pesyabraTe ocBOCHHSI AUCHHMINIMHBI (MOLYJIs) 00y4arOLIUiiCA 10/KEH

3.1 |3uaTh:

3.1.1 | - HOpMaTHBHO-TIPAaBOBBIE aKTHI, PETYIUPYIOIINE TPYIOBBIC OTHOMICHHUS B OPTaHM3aIUK U MTO3BONIAIOMue (hopMupoBaTh
CTPATErHIo YIIPABICHUS IIEPCOHATIOM;

3.1.2 |- 3agaun ¥ QyHKIMU JOKYMEHTAIMOHHOTO 00ECIIeYEeHNsI PaOOTHI C IEPCOHAIOM; OCHOBBI KaJIPOBBIX TPOLEAYpP U
KaJpOBOro JOKyMEHTO000pOTa;

3.1.3 | - cucreMy TOKYMEHTAIIUH U €€ KIacCU(UKAIHIO; CTPYKTYPY U HEOOXOIMMBbIE JOKYMEHTHI IO OCHOBHBIM HAIPaBIICHHUSIM
paboTHI € IEPCOHANIOM

3.2 | YMeTh:

3.2.1 | - pa3pabaTbIBaTh MPOEKTHI JOKYMEHTALIMOHHOI'O COMPOBOXKCHUSI MEPOIPHUATHH, HANIPaBICHHBIX Ha Pealn3aluio
CTpaTEruM yIPaBJICHUS IIEPCOHATIOM OPIaHU3aLMH;

3.2.2 | - pa3pabatbiBaTh 1 OOPMIIATH KaJPOBBIC JOKYMEHTHI; BECTH TOKYMCHTALIMOHHOE COMPOBOXKICHUE KaIPOBOH PabOTHI;

3.2.3 | - cocTaBIATh U OPOPMIIATH OPTaHU3AUOHHO - PACTIOPSAUTENLHBIE TOKYMEHTHI U JOKYMEHTBI IO OCHOBHBIM
HaIpaBJICHHAM PabOTHI C IEPCOHATIOM

3.3 | Baragern:

3.3.1 | - HaBBIKAMU JTOKyMEHTALHOHHOTO 00ECTIeYeH s yIPaBICHUs [IEPCOHATIOM H OL[EHKU OPTaHU3aI[MOHHBIX, COLUATBHBIX
IIOCJIECTBUI OCYLIECTBIIEHUS MEPONIPUATUH, HAIIPABJIIEHHBIX HA PEAIU3ALMIO CTPATErMH YIIPABJICHHUS IIEPCOHAIIOM;

3.3.2 | - HaBBIKAMH JOKYMEHTAI[HOHHOTO O(OPMIICHHUS PE3YIIbTaTOB OIEPATHBHOTO YIPABICHHUS [IEPCOHATIOM;

3.3.3 | - HaBBIKaMU aHANIK3a ¥ y4eTa JOKYMEHTOB I10 OCHOBHBIM HAIIPaBJICHUSAM pabOTHI C IEPCOHATIOM
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4. CTPYKTYPA U COJEPKAHUE IMCLHUILINHBI (MO YJIST)

Koxn HaumeHoBaHue pa3aeioB U TeM /BUJ 3aHATHA/ Cemectp | Yacos | IIpumeuyanue
3aHATHS / Kype
Pa3nen 1. JlokyMeHTAaUMOHHOE 00ecniedeHue padoThl KaAPOBOi CJIYKObI
1.1 TocynapcTBeHHOE pEeTyTUPOBaHUE TPYAOBBIX OTHOLICHUI /JIek/ 2 2
1.2 HopmatuBHas ocHOBa mpoliecca TOKyMEHTHPOBAHHUS YIPaBICHHS 2 2
niepconainom /IIp/
1.3 CucreMa TOKYMEHTAIIMH B KaJpOBOM JIeJIONpon3BoacTBe. O0s3aTeIbHbBIC U 2 2

JIOTIOTHUTEHHBIE KaJPOBBIe TOKyMEHThI. KaJipoBBIi ayuT CBOMMH
cuitamu /J1ex/

14 O0s3aTenbHbIe KaJIpOoBbie JOKyMeHThI /T1p/ 2 2
1.5 JononHuTenpHbIe JOKYMEHTHI B paboTe KaApoBoil cayx0b! /I1p/ 2 2
1.6 JlokyMeHTHUpOBaHUE TPYAOBBIX OTHOIIEHUH /JIex/ 2 2
1.7 Pabota ¢ nmepcoHansHbIME JaHHBIMU /ITp/ 2 2
1.8 PaccMoTpeHue epcoHabHBIX JOKYMEHTOB IIPETCHCHTA Ha JOJKHOCTD: 2 2

3asiBIICHHE, aBTOOHOrpadus, XapaKTepPUCTUKA, PEKOMCHIATEIBHOE MMUCHMO,
pestoMe, corpoBoauTeNbHOE muchmo /Ip/

1.9 JlokyMeHTHpOBaHue MpreMa Ha paboTy. Tpymooii gorosop /Jlex/ 2 2




1.10

Ipuka3 o mpueme Ha padory. JlucraniuonHas pabora. OpopmieHue TPyTOBBIX
OTHOIIEHMH Tipu ynanenke /1p/

JInunast kaprouka (popma T-2). [TpaBuia opopMIICHUS pa3eioB JIHIHON
KapTOYKHU. YUYET U XpaHEHHE

JlmuHoe neno paboTHUKa. Benenue nmuynbix aen. OpopmieHne o0JI0KKA U
BHYTpEHHE! OmucH JIMYHOTO Jena. [IpaBuia BbI1auy JIMYHBIX €1 U1 paboThl.
Mp/

Tpynosas kaIKKa. OdopMIIeHHE 00JI0KKH, TUTYITEHOTO JIUCTA U
COZIEPKaTENbHOM YacTU TPYIOBOM KHUKKU.

[IpaBuia Beaenus ¢ yuetoM npukaza Muntpyna ot 19.05.2021 Ne 3201 «O
TPYAOBBIX KHIKKaX)

OnexTpoHHAs TpynoBas kHmxkka /T1p/

1.13

JloKyMeHTHpOBaHKE MTPEIOCTABICHNS OTITyCKa paboTHHKaM /JIex/

1.14

I'paux ormyckoB. Buns! otiyckos. PerynmpoBanne OTIYCKHBIX CPOKOB.
IIpuka3 o mpeaocTaBIEHHH OUYePeHOro OIIauuBaeMoro ormycka /IIp/

1.15

JlokymeHTHupoBaHue nepeBoja paboTHUKa Ha Ipyryto padoty /Jlek/

1.16

Bunst nepeBopos. IlpaBuna nepeBona Ha Apyryto padboty. [lpeacrasnenue u
IIpeUIoKeHne Ha repeBo. IIprka3s o nepeBoze pabOTHHKA HA JPYTYIO
nomxHOCTE /TIp/

1.17

JloKyMeHTHpOBaHNE YBOIBHEHNS (IPEKPAIICHAS TPYIOBBIX OTHOMICHHUI) TIO
HMHHUIATHBE pabOTHHKA U TI0 HHUIMATHBE paboronaTens /JIex/

[Ipuka3 o0 yBonbHeHHH pabOTHUKA. [ ocy1apCTBEHHBIN HA30p U KOHTPOIb
COOJTIOZICHHUS pabOTOIATENISIMU TPYIOBOrO 3aKoHOoAaTenbeTRa /TIp/

1.19

DK TPOHHBIH TOKYMEHTOOOOPOT B TPYAOBEIX OTHOLICHUSIX. OTBETCTBEHHOCTD
3a BEJICHUE U COXPAHHOCTH KaJpOBOH JOKyMeHTaruu /JIek/

1.20

Tl'ocynapcTBeHHBINH Hag30p W KOHTPOJIH COOIIOICHNS pabOTONATENIIMH TPYIOBOTO
3aKOHOJIaTeNIbCTBA. Puck-opueHTHpOoBaHHBIA Haa30p B npoBepkax ['UT:
KPUTEpUH OTHECEHUsI OpraHU3alluy K KaTteropusm pucka. Mudpacrpykrypa
KaJpoBOH Ciryk0bI. B3anmoneicTBre KaapoBoii CITyk0BI ¢ OpraHamMu
rocyaapcTBeHHOH BnacTu. 3agaun u ¢pyHkuuu GR-menemxepa /Tp/

Pazgen 2. CamocrosiTesbHast padoTa

2.1

TIOJITOTOBKA K JIEKLIVSIM /Cp/

2.2

MNOAIOTOBKA K ITPAKTUYECKHNM 3AHATUAM /Cp/

23

Homenknarypa nen. @opMupoBaHne JOKyMEHTAIBHOrO ()OHIa OpraHU3aliH.
Bunbl Homenkiatyp /Cp/

24

Kontposns ucnoiaHeHus 1okymeHToB /Cp/

2.5

dopmupoBaHue U 0QOPMIICHHUE JIe]T B TEKYIIIEM JIETOMPOM3BOICTBE.
Odopmnenune obaoxku aena /Cp/

2.6

IMepenaua nen B apxus opranuszanuu. CocraBnenue onuceit nexn /Cp/

2.7

O6paborka fen i HocieayoIero xpaneHus. [IoaroroBka aei ciryx0b! KaIpoB
K Iepenade B apxuB opranmzarun /Cp/

2.8

Iopsnox 06paboTky MOCTyHaOMUX (BXOAAMINX) JOKYMEHTOB.
[penBapuTenbHOE paccMoTpeHue T10KyMeHToB /Cp/

Pa3nen 3. KonTakTHBIE Yachl

3.1

OK3AMEH /K5/

2,35

5. OHEHOYHBIE MATEPHAJIBI

OIeHOYHBIE MaTepUaNbl [T TPOBEACHUS TPOMEKYTOYHOW aTTECTAIMU OOYJAIOIIUXCSl TPUBEICHBI B IPUIOKEHUH K
paboueii mporpaMme TUCIIUTUIAHBL.
@DopMBI B BHIBI TEKYIETO KOHTPOJS O AUCHUILTHHE (MOIYIIO), BUABI 3aaHU, KPUTEPUH UX OLICHUBAHMS,
pacrnpenesieHie 6auIoB MO BHIAM TEKYIIIET0 KOHTPOJIS pa3padaThIBAIOTCS MpEroaaBaTeeM JUCIUILUTHHBI ¢ yIeTOM €€ CIennUKU 1
JIOBOJISITCSL JIO CBEJICHHS 00YJalONIMXCsI HA TIEPBOM YICOHOM 3aHSTHH.
Texymuii KOHTPOJIb YCIIEBAEMOCTH OCYILECTBISIETCS MPErnoJaBaTeieM IUCUUILUTUHBI (MOIYIIsS), KaK MPaBHIIO, C
ucnons3oBanueM DMOC Wiu myTeM MPOBEPKH MUCbMEHHBIX padoT, MPEIyCMOTPEHHBIX pA0OYUMH MTPOrpaMMaMHU AUCITUTUIHH B
paMKax KOHTaKTHOW pabOThI U CAaMOCTOSTEIBHONW PabOThI 00yJaronmuxcs. s PUKCHPOBAHHS PE3yIbTATOB TEKYIIETO KOHTPOJIS
MOKeT ncnonb3oBaTbest DUOC.

6. YAEBHO-METOJIUYECKOE U HH®OPMAIIMOHHOE OBECIIEYEHHUE JUCHUIIJIMHBI (MO YJIA)

6.1. Pexomenayemas Jqureparypa

6.1.1. OcHoBHas JINTEpaTypa

ABTOpBI, COCTaBUTEIH 3ariaBue

W3nmarensc
TBO, TOJT

On1. anpec




ABTOpBI, COCTaBUTEIH 3arnaBue W3natensc Omn. agpec
TBO, 0L
JI1.1 | Aoynamze JI. T, JIokyMeHTaIHOHHOE 00eCTICYeHUE YITPABICHHUS TIEPCOHATIOM: Mocksa: | https://urait.ru/bcode/51
Bempsxkuna U. b., Y4eOHMK M IPAKTHKYM JUIS BY30B IOpaiir,
Macnosa B. M. 2023
JI1.2 | Cokomosa O.H., JIokyMeHTaIMOHHOE 00eCIIeYeHUE YIPABICHUS B Mocksa: | http://www.book.ru/bool
Axumoukuna T.A. OpTraHU3alMu. KnoPyc,
2020
6.1.2. JlonosiHuTEILHAS JTUTEPATypa
ABTOpBI, COCTABUTEIH 3arnaBue Wznarensc 3. agpec
TBO, TOXL
JI2.1 |lupokosa JI.B., JlokyMeHTaIoHHOE 00ecTieueHIE YIPaBICHIECKUX Mocksa: | http://www.book.ru/bool
Actadpena 1L.A. mporeccoB: YaeGHoe mocodue Pycaiinc,
2020

6.2 UndopManoHHbIE TEXHOJIOTUH, HCIOJIb3yeMble IIPH OCYIIeCTBJIeHUN 00pa30BaTeJbLHOI0 NpoLecca Mo AUCUMILJIMHE
(Mony.n10)

6.2.1 IlepeyeHb TNLIEH3MOHHOIO H CBOOOIHO PACIIPOCTPAHSEMOI0 IPOrPAMMHOI0 o0ecneyeHnst

6.2.1.1 | Microsoft Office

6.2.2 Ilepeyenn npogeccHOHANBHBIX 023 JaHHBIX 1 UHGOPMALMOHHBIX CIPABOYHBIX CHCTEM

6.2.2.1 | TocyaapcTBeHHast cucTeMa MpaBoBOi HH(MOpMAIMH - OQUIHATIBHBIN HHTEPHET-MOPTAN MPAaBOBOW HH(OPMAIUK
http://pravo.gov.ru/

6.2.2.2 | baza nanabpIx —3akoHoaarenbcTBO ctpad CHI - http://www.spinform.ru/

6.2.2.3 | UTIC «3akonoaarenbctBo Poccum» http://pravo.fso.gov.ru/ips.html

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUIIJIMHBI (MO YJISA)

7.1 | YaeOHbIe ayqUTOPHH AJISl IPOBEACHUS 3aHATHH JEKIIMOHHOTO TUIIA, YKOMIUIEKTOBAaHHbIE CIIEIIMATH3UPOBAHHON MeOebio
1 TEXHHYECKHMH CPEICTBAMU O0YUCHHS: MYJIbTUMEIMHHOE 000pYyIOBaHUe TS IPEAOCTABICHUS yaeOHON HH(DOpMALIUU
OOITBIIION ayIUTOPUH W/ 3BYKOYCHIIMBAIOIee 000pyI0BaHNE (CTAIIMOHAPHOE WITH IEPEHOCHOE).

7.2 | YaeOHbIe ayAUTOPHH IJIsl IPOBEACHHUS 3aHIATHH CEMUHAPCKOTO THITA, TPYIIOBBIX U HHANBUIYaIbHBIX KOHCYJIbTALlUH,
TEKYIIETO KOHTPOJSL U TPOMEXKYTOTHOH aTTeCTAINH, YKOMIUIEKTOBAHHbIE CIICI[HATN3NPOBAHHON MEOENBI0 1
TEXHUYECKUMU CPEJICTBaMHU 00y4IEeHUS: MyAbTUMEAUHHOE 000PYIOBaHIE W/UITK 3BYKOYCHIINBAIOIIee 000pyIoBaHUE
(cTanimoHapHOE MIIM TIEPEHOCHOE)

7.3 | ITomereHust 1sl CaMOCTOATENILHON paboThl, OCHALLIEHHBIE KOMIIBIOTEPHOM TEXHUKOI ¢ BO3MOYXHOCTBIO TIOAKIIOYEHUS K
cetr "MHTEepHET" M 0OecTIcUeHHEM JIOCTYTIA B SJICKTPOHHYIO HH(GOPMAIMOHHO-00pa30BaTEIbHYIO CPEely YHHBEPCUTETA.

7.4 | [TomerueHus At XpaHEHHs H TPOPIIIAKTUIECKOro 00CITy)KUBaHUS Y4€OHOr0 000pyIOBaHHS




[Ipunoxxenue
K pabouel mporpamme AUCIUTIINHBI

OLIEHOYHBIE MATEPHUAJBI 1JI51 TPOMEKYTOYHOM ATTECTALIUN
I[OKyMeHTaHI/IOHHOe o0ecreuenue YHnpaBJ€HUS MEPCOHAIOM
MO JUCHUILJIMHE (MOAY.IIO)

(Haumeno6aHue OUCYUNTUHBL(MOOYILA)

HamnpasieHre NoAroTOBKY / CIIENUATBHOCTD
38.03.03 YnpaBieHnue nepcoHaiom

(HaumeHnosanue)

HanpasnenHocTs (m1podhniis )/crienuani3anus
Yupap/ieHue 4ye10Be4eCKMMHU 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 aTTECTAIIUH.



1. llosicHuTEILHAS 3aIHCKA

HCJIB HpOMe)ICYTOqHOﬁ aTTeCTAllUN — OLNCHUBAHUC INPOMCIKYTOYHLIX W OKOHYATCIBHBIX PC3YJIbTATOB

oOydYeHUs] 10 IUCLHIUINHE,
00pa3zoBaTeNbHON MPOTPAMMBI.

O6CCH€‘II/IB3IOH_[I/IX JOCTHIKCHHUC

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

IINIAaHUPYEMBIX  PE3YJIBTATOB OCBOCHHA

IlepeyeHb KOMIIETEHIMI, (POPMHPYEMBIX B IIpPoOLEcce OCBOCHUS JUCIUILIMHBI

Kon n HanmeHnoBanue KOMIICTCHIIUH

Kox nannkaTopa TOCTIKEHUS
KOMIIETEHIIHH

OIIK-3: CnocoGen pa3paéaTbiBaTh U OCYIIECTBJATH MePONPHUATHS,
HanpaBJeHHbIe HA peaJM3alHI0 CTPAaTerud YNpaBJeHHs MepPCoOHAJIOM,
odecnmeyMBaTh MX JIOKYMEHTALHOHHOE CONPOBOKIEHME M OLEHHBATH
OpraHn3anMoHHbIE U COIUAJIbHBIE MOCTeICTBHS

OIIK-3.2 JloxyMEeHTannOHHO O(OpPMIIIET
CTPATETHIO YIIPABJICHHUS [IEPCOHAIOM

COMPOBOK/ICHUEC U YUET

OIIK-4: Cnoco0eH mnpuMeHSThH coBpeMeHHbIe TexHogoruu u Meroanl | OIIK-4.1 Bexer JI0KyMEHTAaIlMOHHOE
ONEePATHUBHOIO YNPAaBJIEHUs TMEPCOHAJOM, BeCTH JOKYMEHTAIMOHHOE | COTPOBOXJCHHE
YOpaBJIeHUs] IEPCOHAIOM

OIEepaTUBHOTO

IIK-5 Cnocodfen mNpoBOAUTH

IlOKyMeHTOOGOpOTa M0 OCHOBHBIM HAIIPABJICHUAM paﬁOTbI C MEPCOHAJIOM

aamuHucTpupoBanne mnpoueccoB u | IIK-5.2 BriOupaer cTpyktypy u 00beMm
JIOKyMEHTO000pOTa o OCHOBHBIM
HanpaBJIeHUsIM pabOThI ¢ HEPCOHAIOM

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

pe3yJbTaTaMHu OCBOECHHS 00pa30BaTeIbHOI NPOrpaMMBbl

KO,I[ 1 HAaUMCHOBAHUC HHAUKATOpa
JOCTHKCHHUA KOMIICTCHIINHN

PeSyJ’ILTaTBI 06y‘leHI/I$I IO JUCHHUITIMHE

OLeHOYHBIC MaTEPUAIIBI
(sx3ameHn - 2 cemectp 0¢o;
3 cemectp 0-30)

OI1K-3.2 JIOKyMeHTaIIMOHHO
0(OpPMIISET CTPATETHUIO YIPaBICHHS
MEPCOHATIOM

3HaeT: HOPMATHBHO-TIDABOBBIE AaKThl, PEryJIHPYIOIINE
TPYAOBBIE OTHOUICHHS B OpTaHU3allUd U TI03BOJIAIOLINE
(OpPMHPOBATH CTPATETHIO YIPABJICHHS IEPCOHATIOM

Tecter Ne 1-13

Ymeer: pa3zpabaTeiBaTh MPOEKTHl  JTOKYMEHTAIHOHHOTO
CONPOBOXKACHUS  MEPONpPUATHI,  HAIpPABJICHHBIX  Ha
pealu3alMio  CTPAaTETMH  YNPABIEHUSA  IIEPCOHAIIOM
Opra”u3anuu

Tecter Ne14-45

Brnaneer: HaBBIKAaMH JOKYMEHTAIIMOHHOTO oOOecreyeHHs
yOpaBJIeHUs] IEPCOHAJIOM M OLEHKH OpPraHM3aI[MOHHBIX,
COIIMAIBHBIX TOCJIC/ICTBUN OCYIIECTBIICHUSI MEPOIIPUATHH,
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2.

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

1) cobecenoBanue;

2) BoimonHenue 3aganuii B DMMOC yHuBepcuTeTa.

Tunosbie!

KOHTPOJIBHBIC 3aJaHUSI HJIM MHBIC MaTEePHAJIbI JId OCHKHA 3HaHPlﬁ, yMeHHﬁ, HaBbIKOB

U (MJIM) ONBITA eATETbHOCTH, XapaKTEePU3YIOIINX YPOBEeHb C(hOPMUPOBAHHOCTH KOMIIETEHIM i
2.1 TunoBbie BONPOCHI (TECTOBBIE 3aJaHNs1) VIS OLIEHKH KOTHUTHBHOIO 00pa30BaTeILHOIO pe3yJibTaTa
[TpoBepsiembIii 0O0pa3oBaTeIbHBIN PE3yJIbTaT:

KO[[ W HAUMCHOBAHUC MHAUKATOpPA JOCTUIKCHUSA

OOpa3oBaTeNbHBINA PE3yIbTAT

KOMIIETCHIIUH

OIIK-3.2: JIOKYMEeHTallHOHHO opopmusier | 3Haer: HOPMAaTUBHO-IIPABOBbLIE aKTBl,
CTPaTeruio yInpapJeHHUs MEePCOHATIOM peryupyomue TPYZOBBIE OTHOLICHHUS B
OpraHu3alii ¥  TO3BOJIAOmUE  (OPMHUPOBATH

CTPAaTCrui0 YIpaBJCHUA IIEPCOHATIOM

1. Kem nmpuHHMaeTcst pereHne 0 BpEMEHHOM IepeBo/ie pabOTHUKA?

a) PykoBoauTeieM OpraHu3aiuu
0) PaGotHUKOM

B) Ilo corsiamenunio cTopoH, 3aK/j04YaeMoOMy B MUCbMEHHOH ¢opme

2. Kak ucuncnsgercs MNPOOOJIKUTCIIbHOCTD CXKEIOJHOI0O OIIa4YNBacMOIo OTHYCKa?

a) B kaseHaapHBIX JHAX
0) B pabouux gHsIX

B) B 3aBUCcHMOCTH OT OTpaOOTaHHOTO BpEMEHU

3. Korga y paboTHHKa HacTyImaeT MpaBo Ha MCIOJIB30BAHKE OTIYCKa 32 MEPBBINA To1 paboThI?
a) [1o ucteueHnM Tpex MeCAIEB €ro HEMPEPHIBHON padOTHI B IaHHOM OpraHu3aluu

0) Ilo ucreyeHun miecTH MecsiieB €ro HelpepbIBHOM padoThI B IaHHON OpPraHU3alMu

B) [lo vcTeueHnn OAMHHAALATH MECSIIEB €r0 HETPEPhIBHOM paboThl B TaHHOM OpraHu3anuu

4, Korna MpEeaAOCTABIISACTCA €XKErOqHBIN OINIaYMBaE€MBbIN OTITYCK pa6OTHI/IKY'COBMeCTI/ITeHIO?

a) Korna yno6Ho paboronarento

0) OnHOBpPEMEHHO C OTIYCKOM 110 OCHOBHOM padote

B) Korna Her pa®oTsl

5. Kak YUUTBIBAIOTCA Hepa60tme IpasaAHUYHBIC THU, IPUXOAAIIHUEC Ha IEPHUOI €KECTOJHOTO

OCHOBHOTO OILITAYMBACMOI'O OTHYCKa?

a) BxirouaroTcest B UMCIIO KaleHIapHbIX THEH OTIycKa
0) B unc/10 KaJIeHIAPHBIX JHEH OTIYCKA He BKIKYaI0TCs

B) [lo ycMoTpeHHo pyKoBOIUTENSI OpraHU3aluu

6. Korna yrBepraaercst rpaduk OTIYCKOB Ha OYEPEeTHON TO/1?

a) 1 nexabps

0) 3a ABe HemeIM 10 HACTYIJIEHMS] HOBOI'0 KAJICEHAPHOI0 roja

B) B nepBbiii pabounii JeHb HOBOTO roja

7. B kakux ciaydasx €XKeTrOIHBIN OMIaYrMBAEMBbIN OTITYCK JOJDKEH OBITh MPOJJICH?
a) B ciiyuae BpeMeHHOM HETPYAOCNOCOOHOCTH Pa0OTHHKA

1 IpuBoasiTCA TUIOBBIE BONPOCH U 3aAaHust. OLEeHOUHBIE CPEACTBa, MPeJHA3HAUCHHbIE I IPOBEACHUS aTTECTAIIMOHHOTO MEPONPHUATHS, XpaHITca Ha Kadenpe B
JIOCTATOYHOM JUTSI IIPOBECHHS OLCHOYHBIX IPOIIEAYpP KOJIHMIEeCTBe BapuaHTOB. OIICHOUYHBIE CPEACTBA IOUIeKAT aKTyaIH3alliy ¢ YYeTOM Pa3BUTHs HAyKH, 00pa30BaHMs,
KyJbTYPBI, JKOHOMHKH, TEXHUKH, TEXHOJIOTUH 1 CONUANBHON cepbl. OTBETCTBEHHOCTH 32 HEPACIPOCTPAHEHUE COACPKAHUS OLICHOUHBIX CPEICTB CPEAU 00YUAIOIIIXCS
YHHBEPCHTETa HECyT 3aBeIyIONIHil Kadenpoli U mpernoaBaTelb — pa3paboTUUK OLCHOYHBIX CPECTB.




6) B ciyuae qHs poxxaeHus
B) B cirydae oTcyTcTBUSI OMIIETOB HAa CaMOJIET WJTH TTOE3]T

8. IIpu KakOM YCIIOBUH JOITYCKaeTCsl OT3bIB PAOOTHUKA U3 OTITyCKa?
a) [To nannmaruse paboroxarens

0) [1o nHUIIMATHBE HAaYaJIbHUKA OT/AENA

B) ToJIbKO ¢ MUCEMEHHOTO COTJIAcCHs PA0OTHHKA

9. Kakoit MakcUMaJIbHBIA CPOK UCIIBITAHUS YCTAHABIIUBACTCS MPU 3aKIIOUECHUU TPYJOBOTO J10TOBOpa
JUI PYKOBOAMTENEH OpraHu3aluil ¥ TiIaBHbIX OyXrajirepoB?

a) 3 mecH1l

0) 6 mecsineB

B) 9 mecsieB

10. KakoB MakcHMaIbHBIA CPOK UCIIBITAHUS MIPH 3aKIFOUYEHUU TPYAOBOTO JIOTOBOPA HA CPOK OT 2 110 6
MecsLeB?

a) 2 HexeJu

0) 1 mecs

B) 2 MecsIa

11. YcranaBnuBaeTcst U UCTIbITAHUE JIJIs1 pAOOTHUKOB, MPUTIIAIIICHHBIX HAa pa0OTy B MOPSAKE
nepesoza?

a) Jla

0) Her

B) TOJIBKO 110 JKETaHUI0 PYKOBOIUTEIIS

12. JIns xakoil kaTeropur paOOTHHUKOB 3aMpelIeH0 YCTaHABINBATh UCIIBITAHHUE [IPH IIPUEME Ha
paboty?

a) [lns i, He nocrurmmux 18 jger

0) dnst nui, nocturmux 40 et

B) Jlst mut, qocturmmx 50 et

13. B kakoii ¢popme cocTaBisieTcst Tpy10BOM 10roBop?
a) B yctHo#t

6) Ilo perieHuto pyKoBOIUTENS

B) B nucbMeHHOM

OIIK-4.1 Bener AOKYMEHTAIMOHHOe | 3HaeT: 33/7aud U QYHKIMH TOKYMEHTAIMOHHOTO

CONMPOBOJK/AeHUE ONEPATHBHOr0  YNpaBJieHUsi | obecrneyeHus paboThl ¢ IEPCOHATIOM; OCHOBBI

NepCcoHAIOM KaJIPOBBIX MPOIEAYP U KAAPOBOTO
JIOKYMEHT0000poTa

1. Ilpu cMeHe pamMuINK COTPYIHHUKA HA TUTYJIBHOM JIUCTE TPYAOBOM KHUKKH HEOOXOMMO:
a) HamucaTh psaaom HOBYIO paMIIINIO, B35IB IPEKHIOIO B CKOOKHU

0) Crapas ¢pamuius 3a4epKUBaeTCs OJHOH YepToil M BNIMCHIBAaeTCsl HOBasi (haMuins
B) [IpexHioro pamunuio 3aMazatb KOPPEKTOPOM

r) Brimcats HOBYIO (paMHITHIO TACTON APYroro IBEeTa

2. B TpynoBo#i KHMXKKe MOTYT ObITH 3anucu o (cT. 66 TK PD):
a) Harpaxnenusix

6) BeiroBopax

B) Hapymienunsax

r) HarpaxeHusx, BRIrOBOpax, HapyIIeHHsIX




3. Ilpm 3aKiIF04EHUH TPYAOBOTO JOTOBOPA JIUIO, IOCTYIAIOIIEe Ha padoTy, MPEIbIBISICT
pabortonarento (cT. 65):

a) CHWIC

0) UHH

B) CBUIETEIBCTBO O Opake

r) CBUIETEIHCTBO O POKICHUH peOCHKA

4. Kakoil cpok cuuTaeTcss MAaKCUMAaJIbHBIM JIJIs1 UCTIBITAHUS TIPH IpuéMe Ha padoty (cT. 70):
a) 1 rox

0) 6 MmecsinieB

B) 3 MecsIa

r) Het orpannyenuii

5. 3 utonst (BTOPHUK) COTPYIHUK nporyisii. Kakum 1HEM ero yBOJIUTH 3a MPOTYII, €U MUChMEHHbIE

OOBSICHEHUS OH NpeIoCTaBUII 4 U0 ?
a) 2 urons
0) 3 urons
B) 4 U101
r) [Ipn Hanmuuuu 0OBsICHEHUH YBOJIbHEHNE HE IPABOMEPHO

6. [IpaBoMepHO JI1 YBOJIbBHEHHE COTPY/IHUKA 32 UCIIOJIb30BaHuEe «B KOHTakTe» B TeueHue pabovyero

IHS ¢ pabovero KOMIbIoTepa
a) Her

6) HpaBOMepHO AJi1 COTPYAHUKOB, B YbH JOJDKHOCTHBIC 0053aHHOCTH HE BXOOUT pa60Ta B COLCCTAX

(pabora 1o MoKMCKy NepcoHaia, TapreTUHry, pa3MelleHne KOHTEHTa B rpyIine padoroaarens U T.1.)
B) [IlpaBomepHo, eciiu B [IBTP nponucan 3anper Ha moJib30BaHue COLICETSIMM Ha padore
r) [IpaBoMepHO, paOOTHHK HE IOJKEH «CHUAETH» B COIICETSIX Ha paboTe

7. Ecnu cOTpyIHMK HE yKa3all B 3asBJIEHUHU 00 YBOJIBHEHUU 110 COOCTBEHHOMY JKEJIaHUIO JaTy
IIPEKpaIleHus TPYIOBbIX OTHOLICHUH, TO pabOTOaTeNb:

a) MoxeT yBOJIUTb COTPYAHMKA, KOT/1a eMy Oy/ieT HaliieHa 3aMeHa

6) JlomkeH yBOJIMTh COTPYIHUKA B TEUCHHUE TPEX THEH

B) JloJ’KeH yBOJIMTH COTPYIHUKA 1O UCTEUEHUS IBYX HEZEb MOCTE Moauu 3asiBICHUS

r) He moxeT yBoJIMTH pa00THHKA /10 HCTEYEHHUsI ABYX HeAedb MOCJIe MOAAYH 3asiBJICHUS

8. YueOHBlii OTITyCK MPEIOCTaBISIETCS HA OCHOBAHMU:
a) CnpaBKH-BbI30Ba

0) 3a4€THON KHUXKHU

B) Beinucku u3 yuebnoi segomoctu BY3a

r) AKaJieMU4ecKOH CIIpaBKU

9. Ecnu coTpyaHuK UAET B OTIMYCK HE TIO rpauKy OTITYCKOB:

a) ['paduk OTITYyCKOB HYKHO TIepeIenaTh

0) B rpade 6 3amTpuxoBaTh AaThl ITAHUPYEMOT'O OTITYCKa U BMECTO HUX HAIMMCATh HOBBIE
B) B rpade 6 3auepkHyTh 1aThl IUIAHUPYEMOTO OTITYCKA U PSAIOM HAIMCATh HOBBIC

r) Buectu narel pakTuyeckoro ornycka B rpady 7

10. Yro nenath, eciy B IMYHOM KapTOUYKE 3aKOHUYMIIOCH MECTO JIJIsl BHECEHHS HH(pOpMaIu 00
OTITYCKE COTPYAHHUKA!

a) bosnpiie He BHOCUTD B JIMYHYIO KapTOUKY 3alHCH 00 OTIyCKe

0) 3amazarh IITPUXOM MJIHM 3aKJIEUTh HMEIONIYIOCS HHPOPMAIMIO U CBEpXY HAIMCaTh HOBYIO




B) 3aBECTU BTOPYIO JINUYHYIO KapTOUKY
r) OpopMuUThH 10NO0JHEHUE K JIUYHOH KAPTOUKe

11. Ecnu coTpyaHUK B3suT OTITYCK co 2 Mast 2023 roja Ha 2 HeJelnu, TO KOT/1a €My BBIXOJUTh Ha
paboty?

a) 16 mas

0) 17 man

B) 20 Mas

r) 24 mas

12. Yro nenath, ecnu OGepeMeHHasi COTPYIHUIIA TPEeIbsIBIIIA pad0TOAATENI0 OOJFHIUYHBINA HE cpasy,
KakK I10JIy4HJia ero, a no3aHee?

a) OdopMIIATE OTIYCK 33 JHIM YHCIIOM, a TOCOOWE BBHIIUIAYMBATH B TIOJTHOM 00bEME THEM, KOTa
COTpPYZHHULA IPUHECTA OOIBHUYHBIH

0) OdopmisiTe otiryck Ha 140 gHEN CErOAHSIIHUM YHCIIOM U BHITUIAYMBATH TTOCOOHE C TOTO MOMEHTA,
KaK COTpYJHMIIA IpuHeca OOJbHUYHBINA U Halucasa 3asBleHHe

B) OTnyck npenoctaButh Ha 140 nHel 3aBTpaiiHuM ynciaoM. [Tocobue BHIIIATUT € TOTO MOMEHTA,
KaK COTpYAHMIIA IPUHECIIAa OOJIbHUYHBIN U 3asBJICHUE

r) OopMuTh OTIYCK € 3aBTPALIIHEr0 JHA 110 1aTy OKOHYAHHSA, YKA3aHHYIO B 00JILHUYHOM.
ITocoOue BHIMIIATUTH He NMOJHOCTHIO, 2 ¢ MOMEHTA 0GopMJICHHUS U /10 1aThl, YKa3aHHON B
00JIbHUYHOM

13. Britajpli K TpyAOBOM KHUKKE MPUKPEILIAETCS
a) C momo1pio cremiepa

0) BiunBaercs HUTKaAMHU

B) [IpuknenBaercs

r) BknangeiBaercs B cepeiuHy 0e3 MpUKpeErieHUs

IMMK-5.2 BsbiOupaer CcTPYKTYpY #u  00beM | 3HaeT: CUCTEMY JIOKyMEHTaUU u ee

AOKYMEHT0000poTa no OCHOBHBIM | KJacCU(UKALMIO; CTPYKTYpY U  HEoOXOAMMBIE

HaNpaBJIeHUsIM padoThI ¢ IEPCOHATIOM JIOKYMEHTBI 110 OCHOBHBIM HAIPaBJIEHUSIM PabOTHI C
IEPCOHAJIOM

1. B kakoMm ciy4yae JOMyCKaeTcs 3aMeHa eXEroJHOI0 OIJJauMBAEMOro OTIyCKa JIEHEXHOU
KOMITeHCAINei?

a) Korna saToro xo4yetr paboTHHK

0) Korga yacte oTnmycka npespimaer 28 KaJleHIAPHBIX JHel

B) Korna pykoBoauTenb He OTIYCKaeT B OTIYCK B CBSI3U C MPOU3BOJACTBEHHON HEOOXOAUMOCTHIO

2. KoMy 3anperniena 3aMeHa OTIycKa J€HEKHON KOMIEeHcauen?
a) [lencuonepam

0) PaGoTHukam B Bo3pacre 10 18 ser

B) JKeHnuHam

3. Ecnu paboTHMK mojai 3asBiieHHe 00 YBOJBHEHUU 110 COOCTBEHHOMY KeNlaHHio 3a 14 nHel, korjga
HAYMHAETCS TeUCHHE YKa3aHHOTO CpoKa?

a) Ha caenyrommii AeHb mnocjie mnojaydyeHusi padoromarejeM 3asiBJieHHs Pa0OTHHUKA 00
YBOJIbHEHUH

6) B nenp nogaum 3asBiieHus: paboTHUKA 00 YBOJIbHEHUH

B) Ilo sxemaHuro pyKOBOIUTEISI

4. Korga paOOTHHK HE HIMEET IpaBa 0TO3BaTh CBOE 3asiBICHUE 00 YBOJIBHEHUN?
a) Korna nacrtamnBaer xeHa




0) Korna Ha ero mecTo B nucbMeHHOI (popMe npurJiamnied Apyroift paboTHHUK, KOTOPOMY He MOKeT
ObITh 0TKA3aHO B 3aKJIIOYEHUH TPYAOBOI0 10T0BOpPa
B) Korna nacrauBaer paboronarens

5. Korna paboromarens HE UMEET IMpaBa IO CBOCH WHUIIMATHBE PAaCTOPTHYTH TPYIAOBOH JOTOBOD (3a
UCKITIOYEHHEM CiIydasi JIMKBUAALUN OpraHu3aum)?

a) [Ipu HeyAOBIIETBOPUTEIHLHOM PE3yIbTATE UCTIBITAHUS

6) Ecniu paboTHHK HE COOTBETCTBYET 3aHUMAEMOM JJOKHOCTH WITU BBINOJIHAEMOI paboTe BCIIEICTBUE
HE/IOCTaTOYHON KBaTH(PUKALINH, TOATBEPKACHHONW PE3yIbTaTaMH aTTECTAIlH

B) Eciiu pa0oTHUK — 0AMHOKASI MaTh, BOCIIUTHIBAKOIASI pedeHKa B Bo3pacte 10 14 et

6. UTo CIIy’)KUT OCHOBAHUEM JIJ1s BHECEHUSI 3aMMUCEN B TPYAOBYIO KHUKKY?
a) 3asBieHHE PaOOTHUKA

0) YcTHOE yKa3aHHe PyKOBOAUTEIIS

B) [Ipuka3 (pacnopsizkenue)

7. KTo He 10JIKEeH paclUChIBaThCS HA TUTYJIBHOM JIUCTE TPYIOBOM KHYKKH?
a) PykoBoauTesns npeanpusaTus

0) PaboTHuk

B) CoTpynHUK, OTBEYAIOIINHI 32 BEJICHUE TPYAOBbIX KHIDKEK

8. Kakas ocobast oTMETKa JOJDKHA CTOATH Ha TUTYJIBHOM JIMCTE AyOJIHKaTa TPYIOBOW KHUKKH?
a) [lyoumkar

6) IToBTOp

B) Kormst

9. I'papuk OTIYCKOB MOJITUCHIBACT:
OTBeT: pyKOBOJUTEND KaIPOBOM CIIyKOBI

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

Kon n HauMeHOBaHWE MHIMKATOPA JOCTUKEHHUS OO0pazoBaTeNbHBINA PE3yIbTaT
KOMIIETEHIIUH
OIIK-3.2:  JlokymMeHTauMoHHO  odopmisieT | YmeeT: pa3pabatbiBaTh IIPOEKTHI
CTPAaTeruio0 ynpasJieHUs MepCcCoOHATOM JOKYMEHTAIIMOHHOTO COTPOBOXKICHHUSI MEPOIIPUSATHIA,
HalpaBJICHHbIX ~ HAa  pealM3aluil0  CTpaTeruu
yTIpaBJIEHUs! IEPCOHAJIOM OpraHU3aLUuU

14. IIpoomKUTENbHOCTh CE30HHBIX PabOT B TEUEHHUE I0/1a IO 001eMY ITPaBUILy HE MOXKET
IIPEBBILIATD ... Y KAKUTE MEPUOJL B MeCALAX
OtBert: 6 Mecs1eB

15. TpynoBas kHuXkKa AJis mpenoctapieHus B [lencrnonHuslil Gona BeigaeTcs pabOTHUKY HA PYKHU O
€ro MUChbMEHHON MPOChOE B CPOK ...
OtBert: He o31HEE 3 pabounx JHEH

16. [Ipu cokpatennn padoTofaTeIeM YUCICHHOCTH PAa0OOTHIUKOB ITPEHMYIIIECTBEHHOE TTPaBO Ha
ocTaBlieHHE Ha paboTe JOHKHO MPEIOCTABIATHCS PabOTHUKAM C 00Jiee BHICOKON MPOU3BOAUTEIFHOCTHIO

Tpylau...
Otgert: kBanuduKanuen




17. Ilpu 3axi104€HUH TPYIOBOTO JOrOBOpA Ha CPOK OT 2 10 6 MECSLIEB UCIIBITAHUE HE MOXKET
IIPEBBIILATD ... YKaXKHUTE IEPUO]] B MecsAIax
Ortser: 2 Mecsna

18. 3a xakol cpok pabOTHHK, 3aKJIFOYMBILUI TPYAOBOM JOrOBOP Ha CPOK JO JABYX MECSIIEB, MOXKET
JOCPOYHO PacTOPTHYTH €r0 10 COOCTBEHHOMY JKEJIaHHI0, IpeaynpeauB 00 3ToM padoTtoxaTens?
OTBerT: 3a TPpU OAHA 1O YBOJIbHCHHA

19. Koro B COOTBETCTBUHU € 3aKOHO/AATEILCTBOM HENb35 YBOJIUTH 3a HEOAHOKPATHOE HapYyIIEHHE
TPYIOBBIX 00sI3aHHOCTEH?
OtBet: OepeMeHHYI0 pabOTHHUILY

20. Kakuie n1Ba JOKyMEHTA MPEABSBISET pad0TOAATETI0 HHCIICKTOP TPY/Ia IIPH BBIE3THOM TPOBEpKe?
YKaXuTe TOKYyMEHTHI Yepes ;
[TpaBWIIbHBIE OTBETHI: CIYKEOHOE YIOCTOBEPCHHE; PACTIOPSHKEHHE O MPOBEICHUHU TIPOBEPKU

21. Ilpu Bo3BpalieHUH U3 KOMaHIUPOBKH PaOOTHUK JAOKEH IPEJICTABUTD ...
OTBeT: aBaHCOBBII OTYET

22. Jlns xoro u3 paboroaaresueil 00s13aTeIbHO HAIMYKME JOKYMEHTA O MopsAIKke 00paboTKu
NEePCOHAIBHBIX JIaHHBIX ?
OtBerT: 1 Bcex

23. MoxeT i OBITh OTCTPaHEH OT PabOTHI COTPYIHUK U3-32 HEMTPOXOKIACHUS 00SI3aTCIIEHOTO
MEJUIIMHCKOTO OCMOTpa?
OtBeT: 11a

24. Koro He00X0AMMO YBEIOMUTH O IpUeMe Ha paboTy «O€3BU30BOT0» HHOCTPAHHOTO pabOTHHUKA?
OtBet: MBI

25. Ecnu paGOTHUK MoAan 3asBIEHHE Ha OTIYCK BHE Tpadrka OTIYCKOB, TO MOXKET JI paboToaTelNb
eMy OTKa3aTh?
OrtBeT: na

26. Ecnu paGOTHHUK MOAAN 3asBIICHUE HA YBOJIbHEHUE, TO 10 KAKOTO MOMEHTA OH MOXKET €ro
0OTO3Barh?
OTBeT: 10 OKOHYaHUS MOCIETHETO paboyero AHs

27. B TeyeHue Kakoro cpoka pabOTHHK JIOJIKEH ObITh 03HAKOMJIEH C TIPUKA30M O BBIHECEHUHU
JUCHUILIMHAPHOTO B3bICKAHUsA?
OTBerT: B TeueHHe Tpex pabouux JHen

28. B teuenue ... pabouux JHEN ¢ 1aThl Hayasia paboThl paOOTHHK JTOJIKEH OBITh 03HAKOMJICH I0JT
POCTIHCH ¢ IPUKA30M O TIpHeMe Ha paboTy
Ortsert: Tpex

29. lomkeH Jn paOOTHUK MUCATh 3asBJIICHHE HAa YBOJIBHEHUE COOCTBEHHOPYYHO?
OrTBer: HET, pa6OTHI/IK MOXXET 3ad4ABJICHUEC HaIl€4aTaThb, I''TaBHOC, 4TOOLI €r0 IIOAIINCH OblI1a
COOCTBEHHOPYYHOM

30. B xakux ciydasx mpeocTaBiIeHIe rapaHTUi U KOMIIEHCAIIUH paOOTHUKAM, COBMEIIAIOLITUM
paboTy C moJydeHreM 00pa30BaHusl, SBISIETCS] IPABOMEPHBIM ?




OTBeT: mpu NOJYyYeHUH pabOTHUKaMHU 00pa30BaHUs COOTBETCTBYIOIIETO YPOBHS BIIEPBbIC

31. Pa3mepsl mocoOmii o BpeMEHHOM HETPYJOCIIOCOOHOCTH YCTAaHABITUBAIOTCS:
OrtBer: enepanbHBIMU 3aKOHAMH

32. Cormacno Hopmam TpymoBoro konekca Poccuiickoit @enepanun 3apaboTHas m1aTa
IIPEJICTaBIISIET COOOM:
OTBeT: Bo3HArpaxkJIeHUE 3a TPyl

33. Omnara oTIrycKa IPOM3BOAMTCS HE MO3/IHEE YeM 3a ... THS JI0 €ro Hadaa
Otsert: Tpu

34. HopmainbHasi IpOJ0HKUTEIFHOCTh Pab0odero BpeMEHH He MOKET IPEBBIIATH ... YaCOB B HEJICIIO.
Otset: 40

35. Kakue Tpu opraHu3aiimoHHbie popmbl Aenonpon3BoacTBa Bl 3Haete?
Otsert: llenTpanuzoBanHasi, 1eIEHTPATM30BaHHAS, CMEIIIaHHAS

32. Ilpu oTCYTCTBHH JOKHOCTHOTO JIUI[A B MOMEHT MOJIMUCAHUS TIOKYMEHTa, - MOXHO JIH
MIPOCTABJIATH KOCYIO UEPTY WJIH MPEJIOT “3a” Tepe]l yKa3aHUuEeM ero TOJKHOCTH (4TOOBI MOT IOITHCATh
Jpyroii uenosek)?

OTtBeT: HET

36. Kak 3amecTUTENh, NCHIOTHSIOMUI 00sI3aHHOCTH PYKOBOAMTEIS MOIIMTUCHIBAET JOKYMEHTHI B
OTCYTCTBUH PYKOBOAMTEIIS?
Otger: U.0.pykoBoauTENs

37. 1 yOOCTOBEPEHHUS ... IOAJIUHHOCTH JOKYMEHTA IIPOCTABIISIIOT OTTUCK IIEYaTH.
OTBeT: NOUIMHHOCTH

38. HyxHO 11 MUCbMO, TOATOTOBIEHHOE Ha OJaHKe, YAOCTOBEPATH MEeYaThio?
OTBeT: HET

39. HaGop pekBU3UTOB OPUIMATBEHOTO MUCHbMEHHOTO IOKYMEHTA, PACTIONOKEHHBIX B OIIPEIEICHHON
M0CJIeI0BATENbHOCTH — 3TO ...
OtBeT: popMyIsip TOKyMEHTa

40. CxoibKO BapraHTOB OJJAHKOB YCTAHOBJICHO B 3aBUCUMOCTH OT CII0C00a pacIiooKeHUs
PEKBU3UTOB?
Otser: 2

41. Kakue Tpu BH1a OJJaHKOB YCTAHOBJICHBI JIJIsl OPraHU3alliY, €€ CTPYKTYPHOIO MOIpa3iesieHus: U
JOJKHOCTHOTO Juna?
OtBet: 00w O1aHK; OJaHK MUChMa; OJIAaHK KOHKPETHOTO BUJA JOKYMEHTA

42. MOXHO 11 Ha IOKYMEHTaX MPUBOJUTH COKPAILICHHOE HAMMEHOBAHUE OpPraHU3aluu, €CJIU OHO
3aKpEIUICHO B YUPEIUTEIbHBIX JOKYMEHTaX OpraHu3anuu’?
OtBeT: ma

43. Kakue cBeieHUs IPUBOJST B CIIPAaBOYHBIX JAHHBIX 00 OpraHu3anuu?
OTBeT: MOYTOBBI aapec, HoMep TenedoHa U APyrue CBEACHUS 0 YCMOTPEHUIO OpraHn3alul




44. Otpacab aesTeTbHOCTH, 00eCeYnBaroIIas JOKyMEHTHPOBAHNUE M OPTraHU3aLUI0 PabOTHI C
o(umaNIbHBIMU JOKYMEHTaMH — 3TO ...
OTBeT: 1eJ0MpPOU3BOICTBO

45. YkaxxuTe npaBUIbHBIA BapHaHT 0(hOPMIICHHUS TIOYTOBOTO ajipeca B "CrpaBOYHBIX JaHHBIX 00
opranuzanuu-aBTope". OAO "[Tumot" 212109, 1. YassaHOBCK, yiu. 3osorapesckas, 3, od. 112.
Otgetr: OAO "ITunot" 212109, r. YabsiHOBCK, yiu. 3omorapesckas, 3, opuc 112

OIIK-3.2: JlOKyMEeHTAallMOHHO opopmisier | Biaaneer: HaBBbIKAMU JIOKYMEHTAllHOHHOT'O
CTPaTeruio yInpaBJeHHUs MEePCOHATIOM o0ecrieyeHuss yNpaBJIeHHUsS IEPCOHAIOM U OLIEHKH
OPraHU3alMOHHBIX,  COLMUAJIBHBIX  IIOCIIEICTBHU
OCYILIECTBIICHUSI MEpONPHUATUIN, HANPABICHHBIX Ha
pealli3alMIo CTPATETUU YIIPABJICHUS IIEPCOHATIOM

3amanue 46. Korna qoOKyMEHT TOTOBUTCS B OTBET Ha KaKOKW-TO 3aMpocC, WIIA MOATOTABINBAEMOe
MHUCHMO SIBJISIETCSI OTBETOM Ha JAPYroe MUChbMO UCIONB3YeTCs ... “CchlIKa Ha peruCcTpalliOHHBIN HOMEp U
JaTy JOKymMeHTa ?

OTBeT: peKBU3UT

3amanue 47. B Tex cimydasix, €ciu 3aTpyIHEHO ONPECICHIE MECTa COCTABIICHUSI WJIA U3/IaHUS
JOKyMeHTa 1o pekBuszutaM "HanmenoBanue opranuszanuu” win "CrpaBodHble JaHHbIE 00 opraHu3anuu'
odopmitsiercs ... "MecTo cOCTaBIICHUS WIH U3IaHUs JOKyMeHTa"?

OTBeT: PEKBU3UT

3ananue 48. «YTBEPXKXIAI Hupextop 3A0 "[Tunot" Ioanuces A.B. Iletpos 23.09.2023» Kakoii
PEKBU3UT 0(OPMIISIETCS] TAKUM 00pa3oM B JOKYMEHTE, KOI/1a YTBEPKACHUE TPOUCXOTUT JTOJIKHOCTHBIM
Jurom?

OtBeT: rpud yTBEepKIEHUS

3ananue 49. «YTBEPXIEHBI pemenunem Cosera qupexkropos ot 12.01.2023 Ne2)y Kakoit pekBU3UT
oopmisieTcss TakMM 00pa3oM B TIOKyMeHTe, ecin “TIpaBuiia BHyTpeHHEro TpYyJ0BOro pacrnopsaka”
yTBepxkaatoTcs pereHneM CoBera JUPEKTOPOB.

OtBert: rpud yTBEpkKAeHUA

3ananue 50. B kakoM MecTe TOKyMeHTa pacroiaratoT rpud yTrBepkKaeHus ToKyMeHTa?
OtBeT: B npaBoM BepxHEM yrity

OIIK-4.1: Bener JOKYMEHTallMOHHOe | YMeeT: pa3paOaTeiBaTh U OQOPMIISITH KaJpOBBIE
CONPOBOJKACHUE  ONEPATHBHOIO  YNPaBJICHUS | JOKYMEHTHI, BECTHU JOKYMEHTAllMOHHOE
NEePCOHAJIOM COIIPOBOKICHUE KaIPOBOI pabOThI

14. B tokyMeHTallMOHHOM 00€ecrieYeHUH MPEANPUATHS MOKHO BBIIEIUTh TPU TPYIIIBI JOKYMEHTOB:
OTBeT: nocTymnawIue; OTIpaBisieMble; BHYTPEHHUE JOKYMEHTbI

15. M3 noctynaronmx JOKYMEHTOB PYKOBOJUTEIO OPraHU3allMU IEPENAOTCS HA pACCMOTPEHUE:!
a) BCE€ JOKYMEHTBI

0) BCe pErUCTpUPYEMBIEC TOKYMEHTHI

B) HanOoJiee BaXXHbIE U CPOYHBIE, TPEOYIOINE IPUHSATUS PELICHUs HAa YPOBHE PYKOBOJUTEIS

16. Perucrpanust ToKyMeHTa IPEIoIaraeT 3aluch JaHHBIX O JIOKYMEHTE B KypHaJle yCTaHOBJICHHON
(GOpMBI U IPUCBOCHUE EMY ....
OTBeT: perucTpaliuOHHOrO HOMepa




17. Cniucok 3aroj0BKOB (HAaMMEHOBAHM) A€, 3aBOJAUMBIX Ha MPEANPUATHH, C YKa3aHHUEM CPOKOB UX
XpaHEHUs — 3TO ...
OTBeT: HOMEHKJIAaTypa J1el

18. Homenkiiatypa J1ei1 COCTaBIISCTCS B ... IK3EMIUISIpax
Otser: 3

19. JIokyMeHTBI BHYTPH JI€JIa Yalle BCEro pacroiaratoTcs B ... XPOHOJIOTHUECKOM
M0CJIeI0BATEIbHOCTH
OTtBet: 0OpaTHOH

20. Kakum 3aK0HOIATEIbHBIM JOKYMEHTOM PETYIUPYIOTCS TPYAOBBIC TPABOOTHOIIECHHUS
pabortonarens u pabOTHHKA?
OtBet: Tpyn0OBBIM KOJEKCOM

21. lmeet 11 paBoO pyKOBOJMTENb 110JIy4aTh JAHHbIE O MOJUTHYECKUX, PETUTHO3HBIX U HHBIX
yOeXIeHUSIX U YaCTHOM KU3HU paboTHHUKA?
OtBerT: HeT

22. TpeOyeTcs a1 MpH 3aKIFOUECHUN TPYOBOTO JOTOBOpa cOeperaTebHas KHUKKA?
OtBerT: HeT

23. TlpenbsBIisieTcs: I P MpUeMe Ha paboTy 110 COBMECTUTEIIbCTBY TPYIOBask KHIKKA?
OTBeT: HET

24. C xakoro Bo3pacTta JOMyCKaeTcs 3aKII0YEHUE TPYAOBOTO J1I0roBopa?
OtBerT: ¢ 16 ner

25. Pa3pemiaercst mpu yBOJbHEHUHU paOOTHUKA MO €0 HHUIIUATHBE O(DOPMIISITH PACTOPKEHHE
TPYZIOBOTO JJOTOBOPA B MEPUO BPEMEHHOM HETPYAOCITOCOOHOCTH?
Otsert: na

26. 3anucu B TPYJOBOM KHUYKKE IONYCKAETCS AENATH ... U ... PYUYKOil.
OTBeT: MapUKOBOM; T'eJIeBOM

27. Ilo 3anpocam rpaxaaH U OpraHu3aliil apXuB BbIIAET ... U ....
OTBeT: apXUBHBIE CIIPABKU; aPXUBHBIE KON

28. Kakue yHuduimpoBaHHbie (OpMbI TOHATO0STCS BaM 7151 0hopMIIeHUSI KOMaHAUPOBKU?
Otset: T-9; T-10a

29. Kakast yaugumpoBanHbie hopma MoHa100a1cs BaM AJi 0pOpMIIEHUS OTIycKa?
OtBer: T-6a; T-6

30. JIns kakux KaApOBBIX IPUKA30B HE CYIIECTBYET 3aKOHOJATEIBHO 3aKPETNIEHHBIX
YHU(PUIUPOBAHHBIX (HopM?
OTBeT: 0 COBMEIIEHNH AOJKHOCTEN; O HAJIO)KEHNUU AUCLUIIIMHAPHOTO B3bICKAHUS

31. COoBOKYITHOCTh B3aUMOCBSI3aHHBIX MPOLIEAYP, 00ECTIEUNBAIONINX ABHKEHHE JOKYMEHTOB B
YUPCKACHUHN C MOMCHTA UX CO3AaHW UJIU MMOCTYIIJICHUA U 10 3aBECPIICHUA UCITIOJTHCHUSA WJIH OTIIPABKU —
370 ...
OTBeT: JOKYMEHTO000POT




32. DneMeHThl JOKYMEHTa Ha3bIBAIOTCH ...
OTBeT: pekBU3UTaAMHU

33. BepHo 511 yTBEp:K/IeHHE: HAUMEHOBAHUE BU/IA IOKYMEHTA MPOCTABIISIETCS HA BCEX JIOKYMEHTax?
OTBeET: HEBEPHO

34. OtMeTKa, IpocTaBisieMasl B JIEBOM HMJKHEM YIUIy KaXKI0M CTpaHUIIbl JOKYMEHTa U COEpKaILas
HanMEHOBaHue (aiina, JaTy U Jpyrue MOMCKOBBIC JaHHbBIE, yCTAaHABIMBACMbBIE B OPTraHU3ALUN — 3TO ...
OTBeT: uACHTUDUKATOP IEKTPOHHON KOMUU

35. Kakoii cpok XpaHsTCs IPUKa3bl 10 OCHOBHOM JEATEIBHOCTH?
OTBeT: MOCTOSTHHO

36. PacniopsikeHure — MpaBOBOM aKT, U3/1aBa€MbIi JIJIs1 pa3pelleHus ...
OTBerT: onepaTuBHBIX BOIIPOCOB

37. JIokyMeHT, IPUHUMAEMBbIH KOJUIETHAIIbHBIM OPTaHOM B LIEJISIX pa3pelIeHus IPOU3BOICTBEHHBIX
3a1a4, BOIIPOCOB — 3TO ...
OtBerT: peuieHue

38. lokyMeHT, QUKCHPYIOIMUI X011 00CYKICHHUS BOIPOCOB ¥ MIPHHATHUS PEIICHUI HAa COOpaHMSIX,
COBEIL[AHUSAX, 3aCETAHUAX — ITO ...
OTBeT: MPOTOKOJI

39. Bce npukassl 10 JUYHOMY COCTaBY OOBSABISIOTCS paOOTHHUKY:
OTBeT: moJ pacnucKy

40. ITpuka3sl M0 INYHOMY COCTaBY XPaHATCA B TEYCHHUE ... JIET.
Otset: 75

41. PaGOTHUK BIIpaBEe UMETH ... TPYAOBYIO KHUKKY
Ortger: 1

42. Ha paboTHHKA, IOCTYMAIOIIETO HAa pabOTy BIEPBbBIE, TPYI0BAs KHUKKA 3allOJIHIAETCS B TEUCHUE
... C MOMEHTA MOCTYIIJICHUS
OTBeT: HENEU

43. T'maBHBIM pa3/IeIoM JTUYHOM KapTOUKH siBIIsieTcs paszzen ... «[IpueémM Ha paboTy U nepeBo/ibl Ha

IPYTYI0 paboTy»
Otger: 3

44. MoseT 11 agpecaT B MMChbME BBIMJISIETh ClelylomuM oopa3zom: ['aBam paifoHHBIX
aaMuHHCTpanuit Brnagumupcekoit obinactu?
Otsert: Jla

45. «DamMunno, MHUIIMATBI UCTIOTHHUTENEH, coiepkanne mopy4eHus (mpu HeoOX0IMMOCTH ), CPOK
HCIIOJIHCHUSA, ITOAIIUCHE U JaTy» Kakoii anemeHT AOKYMEHTA COACPIKHUT OTU )IaHHI)Ie?
OTBeT: pe3omtonus




OIIK-4.1: Bener AOKyMeHTauuoHHoe | Biaaneer: HaBBIKAMH JIOKYMEHTAllHOHHOTO

CONMpPOBOJK/AeHUE  ONEPATHUBHOIO  yIpaBJieHUs | 0pOpPMIICHUS pe3yabTaToB OTIepaTUBHOTO
NMEePCOHATIOM YIPABJICHHS] IEPCOHATIOM

3amanue 46. SBnsercs a1 mpodcor3 CTOPOHOM TPYIOBOTO JOTOBOPA?

OtBeT: HET

3amanue 47. Yka3biBatoTcs B Tpy10BoM jgoroBope @.1.O. poauteneit paboTHuka?
OTtBeT: HeT

3aganue 48. CymecTByIOT JIU B TPYIOBOM JIOTOBOPE YaCTHBIE YCIOBUs?
OtBert: HET

3ananue 49. Korna paOOoTHUK IOJIKEH MPHUCTYNUTH K paboOTe, €CIM B TPYAOBOM JIOTOBOPE 1O KAKHM-
1100 IpUYMHAM HE OIpeesIeH IeHb Hayana padboThl?
OTBeT: Ha CAeAYIOMNMA JIEHb

3ananue 50. CymecTBYyOT JIM IPEPBIBUCTHIE TPYAOBBIE JOIOBOPHI 10 CPOKY UX ACHCTBUA?
Ortsert: HeT

IIK-5.2 BpiOupaer CTPYKTYpY Hu  00beM | YMeeT: COCTAaBIATh U OQOPMIISATH OPraHU3aMOHHO -
JOKYMEHT0000POTA 110 OCHOBHBIM HANPABJIEHUSIM | PACIIOPSIUTEIbHBIE JIOKYMEHTH W JOKYMEHTHI IO
padoThI ¢ EPCOHAIOM OCHOBHBIM HaIIPaBJICHUAM PabOThI C EPCOHATIOM

10. CkonbKo pa3 B rojl MOKHO BHOCUTh U3MEHEHHUS B LITATHOE paclucaHue?
OtBeT: OrpaHUYEHUs HE YCTAHOBJICHBI

11. CorpynHuiia moMeHsuta (GaMUIMI0 B CBA3M C BCTyIUIeHMEM B Opak. HyXHO nH 3auepKHYTh
MIPEKHIOK (PaMIITHIO OJTHOHM YepTOH, a PSAAOM HAIKMCATh HOBYIO HAa TUTYJIHLHOM JIUCTE TPYIOBOU KHIKKH?
OTBeT: a

12. Cornamenue pa6OTOI[aTeJ'I$I n pa6OTHI/IKOB, KOTOPOC YCTAHABJIMBACT NOIOJHUTCIBHBIC I'apaHTUU
AJi1 COTPYAHUKOB U UX OTBCTHBIC 00s13aTeNIbCTBA IT0 OTHOIICHUIO K pa60T0)1aTen10, Ha3bIBACTCA:
OTBeT: KOJICKTHUBHBIN AOTOBOP

13. MoxHO 1M HarpajuTh COTPYJHUKA JICHEKHOM MNpEeMHEH, eclu He3aq0JIr0 10 3TOr0 Ha HEro
HAJIOKUJTU JUCITUTUTMHAPHOE B3bICKaHUE?
OTBET: MOKHO

14. Kakoro paboTHHKa HENb3s1 YBOJIUTH B CBSA3M C YTpaTol goBepusi?
Ortger: Oyxranrepa

15. TlepeBoa Kk IpyroMy paboTOAaTENI0 OTPAKAETCs B TPYAOBOIM KHUKKE paOOTHHKA:
OTBet: IBYMs 3aIUCSIMU — 00 YBOJIBHEHUH C MIPEXKHEH paboThl U O IprUeMe Ha HOBYIO

16. Cunraercs nu IporyJIOM OTCYTCTBUC pa6OTHI/IKa Ha paGoqu MecTe 0e3 YBAXKUTCJIbHBIX IIPUYUH B
TCUYCHHEC BCCTO pa60qero JHS UJIX CMCHBI
OTBeT: cunuTacTcs

17. VYcnoue tpymoBoro pgoroBopa «O Hepas3IJallEHUH OXPAaHAEMOW 3aKOHOM  TailHBI
(rocymapCTBEHHOM, CITyKE€OHOM, KOMMEPUYECKOW U WHOM )» SBIISETCS OCHOBHBIM WJIH JIOTTOJTHUTEITLHBIM ?
OTBeT: 10NOJHUTEIbHBIM




IIK-5.2 BpiOupaer cTpykTYpy #u 00beM | Brageer: HaBblkaMu aHanM3a U yyeTa JOKYMEHTOB
AOKYMEHT0000pO0TAa 110 OCHOBHBIM HANIPABJIEHUSAM | [0 OCHOBHBIM HAaIlpaBJIEHUSIM pabOThI ¢ IEPCOHATIOM
padoThI € NEPCOHAIOM

3ananue 1. IIpu pacTop:kxeHNN TPyLOBOIO I0TOBOPA B CBA3M C COKPALLEHUEM YUCICHHOCTH HIIU
mrata pabOTHUKOB OPTaHU3AIMH YBOJIBHAEMOMY paOOTHHUKY BBIIUIAYMBAETCS BBIXOIHOE TOCOOHUE B
pasMmepe CpeIHero MeCIYHOro 3apaboTKa, a TAKXKe 32 HUM COXPAHAETCs CPeITHUM MeCsIuHbIN 3apaboToOK Ha
[IEpHUOJ] TPYIOYCTPOICTBA, HO HE CBBIIIE JBYX MECSLEB CO JHS YBOJIBHEHUS (C 3a4E€TOM BBIXOJIHOTO
noco6ust). TpyoBBIM 10TOBOPOM HIIM KOJUIEKTHBHBIM JOIOBOPOM MOTYT yCTaHABIUBATHCS MOBBIIIEHHBIE
pa3Mepsl BBIXOIHBIX nocoomii. Oprannzanueit 30 anpens pacTOprHYT TPYAOBO JOrOBOp C paOOTHUKOM B
CBSI3U C COKpAILIEHUEM YUCIEHHOCTH pa00THUKOB. CpeHuil MecauHbIN 3apab0TOK pabOTHUKA /71 Lienen
BBITUIATHI BEIXOHOTO 1TocoOust coctaBuia 100 000 py6. KoeKTUBHBIM TOTOBOPOM MPEAYCMOTPEHO, YTO
IIPU YBOJIbHEHUH PaOOTHUKOB B CBSI3U C COKpAILIEHUEM YHCIECHHOCTH PAOOTHUKOB COXPAHAEMBIN CpeAHUN
3apab0TOK pabOTHUKOB Ha MEPHOJ UX TPYAOYCTPOICTBA BhIIIaunBaercs ¢ Koddduuuenrom 1,5. Uepes
noJmecsLa nocie yBosbHeHus (16 Mast) paOOTHHUK 3aKIFOUNIT TPYLOBOH JOrOBOP C HOBBIM pab0OTOJATEIEM.
Kakas o011as cyMMa BBIXOHOTO TIOCOOHS ¥ COXPaHSIEMOT0 CPETHET0 MECAYHOT0 3apaboTKa 0JIKHA OBITH
BbIIJIaueHa pa0OTHUKY B pacCMaTpUBaeMoOl CUTyaluu?

Otgset: 100000

3ananue 2. Menemxep otrnena mapketuHra OOO «Koncynstant» TokapeB M. W. 28 ceHTa0ps
TEKYILEro roja ono3jan Ha paboTy MMOYTH Ha LEJNbli yac (45 MUH), 0 4eM eMy ObLIO C/IEIaHO 3aMevyaHue
mupexTopoM YctuHoBoi M. I1. 1 mpenoxkeHo 0ObACHUTD MPUYHHBI IPOCTYIIKA B MUCEMEHHOH (opMme.
Kakne 1okyMeHTbl HE00X0AUMO OPOPMUTH?

3amanue 3. Kypoep 3A0 «®apma» C. C. CoMOB perynspHO OmasJbiBal Ha padoTy, 4YeM Hapymiai
TPYJIOBYI0 AMCUMIUIMHY. 3aBenymomas kanuemspued Illymununa WM. B. HeogHokpaTHO nenana emy
3ameuanus (B ycTHOH hopme), a 12 uroHs TeKyIero roja Obliia BIHYKAEHA OOpPATUTHCS C JAHHBIM BOIIPOCOM
K reHepasibHoMy nupektopy CemnoBy A. B. ¢ goknagHON 3aMMCKOM, B KOTOPOW MPOCHUIIA TPUHSITH MEPHI
mucuurnuHapHoro xapakrepa k C. C. ComoBy.

Kakue noxkymeHThsI HE00X01UMO OPOPMUTE?

3ananue 4. BeimyckHuna ¢akynbrera yrnpanieHuss Poccuiickoro rocy1JapcTBEHHOIO TyMaHUTApHOTO
yHuBepcuteta JlenucoBa TaTbsiHa MuxaitnoBHa 20 uiois TeKyLIero roja MOCTynujia Ha padoTy B
Poccuiickoe areHTCTBO MeKIyHapoJHOTO coTpyaHn4ecTBa U pa3sutus (PAMCuP) Benynmm cnernuanucrom
VYnopasieHus aenamu. ATEHTCTBO SIBJIETCS IOCyAapCTBEHHOW opranuzauued npu [IpasutensctBe PO u
OCYILIECTBISICT HAOOp CIyXallUX TOJBKO IO J0roBopy. JloroBop mojimucaH OT MMEHHM areHTCTBa €ro
npeacenareneM loxuasiM A. H. IIpoekT mpukasa 1o JuyHOMY COCTaBy IOJATOTOBJIEH MHCIEKTOPOM IO
kagpam ConosbeBoi M. I'. 20 uronst U B TOT k€ AECHb 3aBU3MPOBAH HAYAJILHUKOM YIIPAaBJIEHHs KaJIpoOB
ApO6y3oBeiM I1. H. u ynpasmstonum nenamu MuxeessiM B. U. [lpuka3 nmoanucan 21 urons U 00bsBICH
JIeHUCOBOM MO POCIIUCH.

Kakue noxkymeHThI HE00X01UMO OPOPMUTH?

3ananue 5. OxoHomuct BacunbeBa Exarepuna HukomaeBHa 1 ceHTsOps Tekyluero rojaa mojania
3agBieHre B OO0 «Jlyu» ¢ mpocs00il MpUHATH ee Ha pabdoTy CHEHaTUCcTOM (MHAHCOBOTO OT/AENa Ha
HenoJHbelM paGounit nenb. MHcnektop mo kaapam CwmupuoBa M. C. oObsicHuia, yto ¢upma UMEET
BO3MOKHOCTh NMPHUHATH Ha paboTy 3KOHOMHUCTA, HO Ha OCHOBE CPOYHOTO TPYAOBOrO JoroBopa. TpynoBoii
JOTOBOP OBLT 3aKJIIOYEH 5 CEHTAOPS ¥ MOJMUCAH OT UMEHU (UPMBI T€HEPATbHBIM JUPEKTOPOM MUPOHOBBIM
JI. C. B TOT *e neHb ObUI M3JaH MpPUKa3 MO JUYHOMY COCTaBy, 3aBu3nMpoBaHHBIN CmupHoBoit U. C. u
topuckoHcyinbToM XMmenesbiM U. O. [puka3 6b11 00bsiBeH Bacunbesoii E. H. mox pocrniuck 6 ceHTA0pS.

Kakne 1oKkyMeHTBI HE00X0AUMO OPOPMUTH?

3ananue 6. 3aBemyromas otaenom mucem razerhl «l'yoepuus» ComoBa AnHa MBanoBHa 15 mas
TEKYIIETro Tojia 00paTuiiach K rIaBHOMY penakTopy YBapoBy A. H. ¢ mpock00ii mpeaocTaBuTh €1 OTITYCK 0€3




coxpaHeHHs 3apa0oTHOM miatel ¢ 16 mo 18 mas mo cemeitHbIM oOcTosiTenbcTBaM. [IpoekT mpukasza 00
oTImycke OblT 0hOpMIICH HaYaTbHUKOM oTnena kaapoB EpmakoBeim U. H. 15 mast, 3aBu3upoBaH U B TOT Ke
JI€Hb MOJNKCAH IVIABHBIM PEAAKTOPOM.

Kakue noxymeHTs HEOOX0AUMO OPOPMUTH?

3amanue 7. Benymiero crienuanucra otaena Mmapketunra Toprosoit pupmel OO0 «Benta» CoboseBy
Banentuny VBaHOBHY nepeBeld Ha OCBOOOAMBILNYIOCS JOJDKHOCTh HAYaJIbHUKA OT/ENA Ha MOCTOSHHYIO
paboty ¢ 15 HOsIOps TeKyIero roa.

3assnenue o mepeBoae CoOoneBa B. WM. mammcana 10 HOSOps u 3aBU3HpOBAIa Y KOMMEPYECKOTO
IUpPEeKTOpa B TOT ke JeHb. 10 HOsOps ObLIO Takke cocTaBieHO mpexacraBieHue No 4, moanucaHHoe
KOMMEPUECKUM JUPEKTOpOM. IIpoekT mpukasa o mepeBojie IMOATOTOBIEH HHCIEKTOPOM IO MEPCOHAILY
Kupunnoroii b. H. 11 Hos0ps, 3aBu3npoBaH IOpUCKOHCYITOM bapmubbiM A. U. 12 HOsSIOps 1 criycTs I€Hb
ObUI OJIUCAH TeHepaIbHBIM aupekTopoM ¢upMmel [posxoxuasM E. K. 14 Hos6ps CoboneBa B. U. Obina
O3HaKOMJIEHA C MPUKA30M.

Kakue noxymMeHTBl HEOOX0MMO OPOPMUTH?

2.3. IlepeyeHb BONPOCOB Il MOATOTOBKH O0y4AIOMIMXCH K MPOMEKYTOYHOMH aTTeCTAluU

1.Ha3oBuTE OCHOBHBIE 3Tallbl Pa3BUTHS OTEYECTBEHHOT'O JEIOMPOU3BOCTBA U KPATKO OXAPAKTEPU3YNUTE
uXx.

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

3.HazoBuTe OCHOBHBIE 3aKOHOJAATEIbHBIE AKThI, ONPEACIUBLINE OPraHU3ALUIO JEIONPOU3BOJICTBA B
yupexaeHusx XVIII B. JlaiiTe XxapakTepucTUKy OpraHu3alid MUHUCTEPCKOTO AEJI0NPOU3BO/ICTBA.

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

6.Yro rakoe HOT?

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

8.Ha3zoBuTe HOpPMATHBHO-METOAMYECKHE JOKYMEHTBI, perjaMeHTHpoBaBiiMe Jlenonpon3BOACTBO B
COBETCKUM Mepuo.

9.Ilepeuncnure OCHOBHbIE HANpPAaBJIEHUS 3aKOHOAATEIHLHOW perijaMeHTaluu pabdoThl C TOKYMEHTaMHU B
1990 ronst B PO®. 16

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

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

12.Kakue Be1oMCTBa MPUHUMAIIN YYaCTHE B CO3JaHUH HOPMATHBHO-METOUYECKON Oa3bl COBPEMEHHOTO
JeNOoNPOU3BOICTBA?

13.KakuMu HOpPMATUBHO-METOJIUYECKHUMH JOKYMEHTAMH PETIaMEHTUPYETCS JEATETbHOCTh CITY>KOBI
JOKYMEHTAI[MOHHOTO O0eCTIeUeHus! yIpaBieHUs?

14.Kakuie HOpMaTUBHBIE TOKYMEHTHI UCIIOJIB3YIOTCS JJI pacueTa YUCICHHOCTH JEONPOU3BOACTBEHHOMN
CITy>KObI?

15.Kakoii BuJ HOpMAaTUBHBIX JOKYMEHTOB YCTaHABIMBAET CPOKHU XpaHEHUs?

16.B kakux HOpPMAaTHBHBIX JOKYMEHTaX 3aKpEeIJIEHbl COCTaB, IOCIEIOBAaTEIbHOCTh M METOAMKA
BBITIOJTHEHUS 0053aTeNbHBIX JIETIONPOU3BOCTBEHHBIX ONeparuii?

17.Kanposas ciyx0a npeanpusTis U MOPSI0K OPraHu3aluu €€ paboThI.

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

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

20.HopmaTuBbI UHCIEHHOCTH M OPraHU3aLUs TPY/1a COTPYAHUKOB OT/ENA KaJpOB.

21.HopMmaTuBBI BpeMeHHU Ha 0(OpMIICHHE TOKYMEHTOB IPH MIPHEME U YBOJIbHEHUN PAO0YHX U CIYXKAIIHX,
BBIITOJIHSIEMBIE COTPYJHUKAMH OTJENa KaJpOB.

22 . HopMaTuBBI BpeMeHH Ha 0(OPMJICHHE U YYET TPYAOBBIX KHUKEK, TOKYMEHTOB 0 YYETY JBUKECHUS
KaJIpOB ¥ Ha COCTABJICHUE CTATUCTUYECKON OTYETHOCTH IO YUETY JUYHOTO COCTaBA.




23.HopMaTuBBl BpEeMEHHM Ha COCTABIIEHUE CIIPaBOK, y4acTHE B pa3pabOTKe IUIAHOB M APYTrue€ BHJbI
paboThI.

24 HopMaTHBBI BpeMEHHU Ha paboThl 10 TabeIbHOMY y4YeTy U Ha paboThl B O6r0po mpomyckos. [Ipoune
paboTHL.

25.CocTaB KaJjpoBOM JOKYMEHTAIIUH.

26.I1paBuia opopMIICHHS YIIPABICHYSCKUX JOKYMEHTOB. COCTaB PEKBU3HT B JJOKyMeHTaX. TpeboBaHus
K 0()OpMJICHUIO PEKBU3UTOB IOKYMEHTOB.

27.TpeboBanus K OlaHKaM JOKYMEHTOB U O(QOPMIICHHIO JOKYMEHTOB. TpeOoBaHUs K M3TOTOBICHHIO,
y4eTy, UCIHOJIb30BaHUIO M PAaHEHUIO OJIAaHKOB ¢ BocmpousBeneHueMm ['ocynapcrBenHoro repba P®, repbos
cyobekToB PD.

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

29.lltaTHOE pacnucaHue Moapa3aeacHus (OpraHu3aum).

30./lomKHOCTHBIE MHCTPYKLIUU PAaOOTHHUKOB.

31.TpynoBoii 10roBop.

32.JIBmwxkenue kaapoB. [lopsgok opopMiIeHHs TOKYMEHTOB IPY IpHEMe Ha padoTy.

33. [lopsinok y4yeTa KagpoB.

34.Tlopsaok ohopMIICHHS TOKYMEHTOB TIPH MTEPEBO/IE.

35.PacTopikeHue TpyA0BOTO J0roBOpa.

36.11opsa0K MOArOTOBKH NMPOEKTOB IIPUKA30B 10 JUYHOMY COCTaBY.

37.01eHKa 1eATeIbHOCTH paboyuX KaJIpoB.

38.Benenue TpynoBoi KHIDKKU. OOIIKE MTOTOKEHUS.

39.3anonHeHne CBEeICHUM 0 paOOTHUKE.

40.3anonHeHue cBeeHUH 0 paboTe. 3ar0JIHEHNE CBEICHUN O HarpaKACHUH.

41.3anonHeHue cBeEHUI 00 YBOJIIbHEHUH (PacTOPKEHUH TPYAOBOTO JOTOBOPA).

42.BHeceHue N3MEHEHUH U UCIIPaBJICHUH B TPYAOBYIO KHUKKY. [lyOnukaT Tpy10BOM KHUKKH,

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

44.Y4er n XpaHEeHHE TPYJOBBIX KHIKEK.

45.0TBETCTBEHHOCTb 3a COOJIIOJIEHHE TMOpPAIKAa BEJCHMUS TPYIOBBIX KHMXKEK. M3roToBieHue OaHKOB
TPYIOBOM KHIKKHU U o0ecriedeHue uMu paboToaarenei.

46. dopmupoBaHHe JOKYMEHTOB KaJIpoBOi ci1y:k0bl. DopMupoBaHue U BeleHUE JTUUHBIX JIEI.

47. CocTaBlieHHE€ HOMEHKJIATYPBI JEI.

48. XpaHeHue J1el1 KaJpoBOH CITyKOBbI.

3. Meroan4eckue MaTepHaJibl, ONpeaesiioue NPoueaypy 1 KpUTePHH OLlCHUBAHUS
c(popMUPOBAHHOCTH KOMIIETEHIWI NPH NPOBeIeHUH POMEKYTOYHOM aTTecTaluu

Kputepun (popMupoBaHusi O1leHOK M0 0TBETAM HA BONMPOCHI, BLINMOJHEHHIO TECTOBBIX 3a]aHUM

- OIIEHKA «OTJIHYHO)» BBICTABIIACTCS 00YyJarOIIEMYCsl, €CITU KOJIMYECTBO MPABUIHHBIX OTBETOB Ha
Bonpocsl coctapiseT 100 — 90% ot obmiero o6b€Ma 3aJaHHBIX BOIIPOCOB;

- OLICHKA «XOPOIII0» BHICTABISIETCS 00yUaIOIEMYCs, €CIIU KOTUYECTBO MPABUIHHBIX OTBETOB Ha
BOTPOCHI — 89 — 76% oT 001Iero 00bEéMa 3aJaHHBIX BOTIPOCOB;

- OIICHKA «y10BJIETBOPUTEIbHO)» BBICTABIISIETCS 00YJAIOIIEeMYCsl, €CITH KOTUYECTBO MPaBUIHHBIX
OTBETOB Ha TECTOBBIE BOMPOCHI —/5—60 % 0T 001Ier0o 00BEMA 3aJaHHBIX BOIPOCOB;

- OIICHKa «HEY/JO0BJIETBOPHUTEJIBHO» BBICTABISACTCS OOYyYalOIIEMycCs, €CIH KOJIHYECTBO
MpaBUJIBLHBIX 0TBETOB — MeHee 60% oT 0011ero 00bEMa 3a1aHHBIX BOTIPOCOB.

Kpurepun popmupoBaHus OLIEHOK 110 pPe3y/IbTATAM BbINOJIHECHUS 3a1aHUI
«OTIANYHO/32a4TEHO» — CTaBUTCA 32 pabOoTY, BBIITOJIHEHHYIO ITOJIHOCTBIO 06€3 OIMOOK U HEJ0YETOB.
«XO0po110/3a4TeH0» — CTaBUTCS 3a padOTYy, BHITOJHEHHYIO IMOJHOCThIO, HO IPHU HAJIMYUU B HEHl He

Oostee o1HOM HErpy0Ooil OIMOKK M OTHOTO HEZ0UETa, He 00JIee TPEeX HEIOUETOB.
«Y10BJIETBOPUTEJBHO/32a4TEHO» — CTaBUTCS 3a paboTy, eciu OO0y4arouuiicss MpaBHIbHO



BBITIOJTHIII HE MeHee 2/3 Bceid paOoThI WITH AOITYCTHII He 00Jiee 0THOM rpy0oii OMOKY 1 ABYX HEIOYETOB,
He 6osiee 0/1HOM TpyOOit M OHOM HErpyOOoit omMOKH, HEe O0Jiee TpeX HerpyObIX OIIMOOK, OJJHOM HEerpyooi
OIIMOKH U JIBYX HEJIOUETOB.

«HeynoBJj1IeTBOPUTEILHO/HE 324TEHO» — CTABUTCS 3a pabOTy, €CJIM YUCIO OMIHOOK U HEJA0YETOB
NPEBBICHIIO HOPMY ISl OLIEHKU «YIIOBJIETBOPUTEIILHO» HJIM TPABWIIBHO BBITIOJHEHO MeHee 2/3 Bcei
paboTHI.

Buowl owuboxk:

- epybvle owmubOKU: He3HAHUe OCHOBHBIX NOHAMUL, NPABUL, HOPM, He3HAHUe NPUeMos peuleHus
3a0au; owuOKY, NOKA3bI8AIOWUE HENPABUILHOE NOHUMAHUE YCII08USL NPEONONCEHHO20 3A0AHUSL.

- HeepyOble OWUOKU: HEMOUYHOCIU OPMYTUPOBOK, OnpedenieHUll, HePayUOHAIbHbIL 8b100p X00a
pewieHus.

- Hedouemvl: HepayuoHdalbHble NPUeMbvl GbINOJIHEHUS 3A0aHUS, OMOeNbHble NOZPeWHOCMU 6
Gdopmynuposxe 6b160008, HeOPeICHOE BbINOIHEHUE 3A0AHUSL.

Kpurepun ¢popmMupoBanusi OLEHOK M0 IK3aMeEHY

«Omauunoy (5 6Oannog) — OOYHAIOUIMIICS JEMOHCTPUPYET 3HAHUE BCEX pa3/elioB H3ydaeMoi
TUCIUIUIMHBL: coJiep:kaHue Oa30BbIX MOHATUH M (yHIAMEHTAIbHBIX MpPOOJIeM; yMEHHE H3/IaraTh
IPOTPaMMHBII MaTepHuall ¢ IEMOHCTpalUeil KOHKPETHBIX MpuMepoB. CBOOOIHOE BllaIcHUE MAaTEPUAIOM
JOJKHO ~XapaKTepU30BaThCA JIOTUYECKOW SICHOCTBIO M YETKHUM BHUJCHHEM NyTed MNpPUMEHEHHUS
MOJTyYCHHBIX 3HAHUH B IPAKTUIECKOH JeSITeIbHOCTH, YMEHHEM CBS3aTh MaTepHal C JPYTUMHU OTPACIIIMU
3HAHUS.

«Xopowoy (4 6anna) — oOydarouuics JIEMOHCTPUPYET 3HAHUS BCEX pa3/IeNiOB H3ydaeMoi
JTUCIUILIMHBL: COJep>KaHue 0a30BBIX MOHATUN U PYHIAMEHTATBHBIX MPOOJIeM; Mpruodpes He0OX0AUMBbIe
YMEHUSI U HAaBBIKH, OCBOMJI BOIIPOCHI MPAKTHYECKOTO MPUMEHEHHS MOMYyYCHHBIX 3HAHUM, HE JOIMYCTHI
(bakTUYeCKUX OIMIMOOK MPHU OTBETE, IOCTATOYHO MOCIEIOBATENLHO U JIOTUYHO M3J1aracT TEOPETHUECKHIA
MaTepHal, J0MyCKas JIMIIb He3HAUYNTEIIbHbIC HAPYIIEHUS MTOCIIeI0BATEILHOCTH U3JI0KEHUS U HEKOTOPBIE
HETOYHOCTU. TakuM 00pa3oM JaHHAs OlLEHKA BBICTABIISETCS 3a MPABUIBHBIN, HO HEOCTATOYHO MOJIHBIH
OTBET.

«Yooenemeopumenvnoy (3 6anna) — oOydaromUiicss IEMOHCTPUPYET 3HAHHWE OCHOBHBIX pa3/eiioB
IPOrpaMMbl U3y4aeMOTro Kypca: ero 0a30BbIX MOHATUHN U QpyHAaMEHTaJIbHBIX MpobieM. OIHaKO 3HaHUE
OCHOBHBIX MpoOJeM Kypca HE TMOJAKPEIUIIOTCS KOHKPETHBIMH MPAKTUYECKMMHU IpUMEpaMHu, He
MIOJTHOCTBIO PACKPBITA CYITHOCTH BOIIPOCOB, OTBET HEJAOCTATOYHO JIOTMYCH U HE BCET/Ia MOCIIEI0BATEIICH,
JIOIYLIEHbI OIIMOKU ¥ HETOYHOCTH.

«Heyoosenemsopumenvnoy» (0 6annog) — BBHICTABISETCS B TOM cliydae, Korja oOydaroniuiics
JEMOHCTPHUPYET (hparMeHTapHbIE 3HAHMS OCHOBHBIX Pa3JeNIOB MPOTpaMMbl M3y4aeMOro Kypca: €ro
0a30BbIX MOHATUN U (QyHAAMEHTAIBHBIX TPOOIEM. Y dK3aMEeHYyeMOro cjiabo BhIpakeHa CIIOCOOHOCTh K
CaMOCTOSITEJIbHOMY aHAJUTHUYECKOMY MBIIIICHUIO, UMEIOTCS 3aTPYAHEHUS B M3JIOKEHUM MaTepuana,
OTCYTCTBYIOT HEOOXOIUMBIE YMEHUS M HABBIKH, JIOMYIIEHBI IPyObIe OIMOKN U HE3HAHUE TEPMUHOJIOTHH,
OTKa3 OTBEYaTh Ha JIONOJHHUTEIbHBIE BONPOCHI, 3HAHWE KOTOPHIX HEOOXOJUMO IS TOIYy4eHUs
MOJIOKUTEIBHON OLIEHKH.

Kpurepun (popmMupoBaHusi olieHOK 1O BbINOJHEHHMIO TECTOBBIX 3aJaHUI K 3a4eTy/IK3aMeHy

- OIICHKA «OTJMYHO/32aYTEHO0» BBICTABISAETCS OOYyYarOIIeMycs, €CIM KOJIHYECTBO MPABHIBHBIX
oTBeTOB Ha Bompockl coctapisaeT 100 — 90% ot obmero o0bEMa 3a1aHHBIX BOTIPOCOB;

- OIIEHKAa «XOPOIL0/32aYTEeH0» BBICTABISICTCA OOYJArOMIEeMYCs, €CIM KOJIUYECTBO IMPABHIBHBIX
OTBETOB Ha BOMPOCH — 89 — 76% oT 001Iero 00bEMa 3aJaHHBIX BOIIPOCOB;

- OIICHKa «y10BJIETBOPUTEIbHO/3aUTEHO» BBICTABISETCS OOYYAIOIMIEMYCs, €CIH KOJIHYECTBO
MPaBUJILHBIX OTBETOB Ha TECTOBBIC BOMPOCH —/5—60 % oT 00111eT0 00BEMa 3aTaHHBIX BOIIPOCOB;

- OIICHKAa «HEY/OBJIETBOPUTEJIbHO/ HE3a4YTEHO0» BBICTABISIETCS OOyYaroImeMycs, eciu
KOJIMYECTBO MPaBUIbHBIX OTBETOB — MeHee 60% oT o611ero 0obEMa 3aJJaHHBIX BOIIPOCOB.



