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JIner akryaauszanuu padoueil mporpaMmbl

PaGouast mporpamMmma repecMoTpeHa, 00CykaeHa u 0100peHa s peanusamnuu B 2024 - 2025
yueOHOM rofy Ha 3acefnanuu Kadeapsl llemarornueckoro oopa3oBaHus U TOKyMEHTOBEACHUS

IIpotokom ot 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

PaGouast mporpamMma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanuzamnuu B 2025 - 2026
yueOHOM rofy Ha 3acenanuu kadeapsl llemarornyeckoro oopa3oBaHus U TOKyMEHTOBEACHUS

[IpoTokom o 20 r. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogoopena st peanmszanuu B 2026 - 2027
y4eOHOM roy Ha 3acenanuu Kadeapsl [lemarornyeckoro o0pa3oBaHus U JIOKyMEHTOBEICHHUSI

IIpotokom ot 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanmsanuu B 2027 - 2028
y4eOHOM roy Ha 3acenanuu kadeapsl Ilegarorndeckoro o0pa3oBaHus U JOKYMEHTOBEICHHUS

[IpoTtokom oT 20 . Ne
3aB. kadenpoii C.C. Benukanona




1 Iles1u ocBOEHUS TN CUMILTHHBI (MOYJI51)

Henstmu ocBoeHust qucHUIUIMHBL (Moayis) «KaapoBoe 1ei10mponu3BOACTBO» SIBISIOTCS:
M3Yy4YEHUE OCHOBHBIX HaIIPaBJICHUH 3aKOHOAATEILHON M HOPMAaTUBHOM IMPAaBOBOM perjiaMeHTalNI
paboThI ¢ TOKyMEHTaMH 10 JTMYHOMY cocTaBy B Poccuiickoii @eneparuu u mpaBuil opopmieHus
KaJIpOBbIX JOKYMEHTOB; PacCMOTPEHHE BOINPOCOB O(MOPMIICHUS OPraHU3allMOHHO- KaJIPOBOH,
pacropsauTeNnbHON, HH()OPMAIIMOHHO-CIIPABOYHONW JTOKYMEHTAllMd W JOKYMEHTAluH 110
JUYHOMY COCTaBy B TECHOM CBSI3U C U3JIOKEHHEM PEKOMEHJAIUil 1o mnepexoay padoThl
KaJpOBBIX CIYXO0 OT TpaIUIIMOHHBIX (POPM K COBPEMEHHOI CHCTEME YIPaBJICHUS IEPCOHATIOM U
OCHOBaMHU TPYJIOBBIX OTHOILIEHUI paboTonaTtens M pabOTHUKA B COOTBETCTBUU C TPYAOBBIM
KozekcoM Poccuiickoii heneparnum.

2 MecTo TMCHMIIMHBI (MO/1YJIsI) B CTPYKTYpe 00pa3oBaTe/bHOil IPOrpaMMbl

HucuuruinHa KagpoBoe ae10npou3BOACTBO BXOAUT B 00s3aTelbyl0 YacTb y4eOHOTO
r1aHa 00pa30BaTEbHON MPOTPAMMBI.

Js  u3ydeHWs  AMCUMIUIMHBL  HEOOXOAMMBI  3HaHMA  (YMEHHUs,  BIAJCHHS),
c(OpMHUPOBAHHBIC B PE3YIIbTATE U3YUCHHSI JUCIUTUTNH/ IPAKTUK:

[IpoekTupoBaHue yrpaBieHUYECKON JOKYMEHTAlUU OpraHu3aluu

MonenpoBaHue CUCTEM JOKYMEHTAIMU OpraHu3aluu

VY4yebHasg - NpakTUKa IO IOJYYEHUIO INEPBUYHBIX MPO(ECCHOHAIBHBIX YMEHUN U
HaBbIKOB, B TOM UHCJIE€ [EPBUYHBIX YMEHMH U HABBIKOB HAay4YHO-HCCIIEA0BATEIbCKON
JEATEIIBHOCTH

DKOHOMHKA

JIoKyMEHTaIIHOHHOE 00ecrieueHre apXUBHOTO Jeia U nH(OpMAIIMOHHOH cepbl B PD

Beenenue B npodeccuto

OcCHOBBI apXUBOBEICHUS

JIoKyMeHTaIlMOHHOE 0OecrieueHue roCcy1apCTBEHHOT0 ycTpoiicTBa B PO

OCHOBBI TOKyMEHTOBEACHUS

VYnpaBiieHue 4yel0Be4eCKUMU pecypcamu

Opranu3anus 1 TEXHOJIOTUs TOKYMEHTAMOHHOT0 00eCTIeYeH s YIIPaBICHUs

HopmatuBHas 6a3a nenoBoro nuchbma

NHupopmanioHHbIe TEXHOJIOTUH B JOKYMEHTOBEIEHUH U ApXUBHOM JIEjIe

JlenoBas nepenucka

3HaHus (YMEHUs], BIAJCHUS), TOJYYEHHbIE NPU U3YYEHUU NAHHOW TUCIUIUIMHBI OynyT
HEO0XOIUMBI JUIsl U3yUEHUS TUCIUILTNH/TIPAKTHK:

KondunennuanbHoe 1e10npon3BoCTBO

WNHupopmalinoHHbIe pecypchl KaApOBOU CITyKObI

Jlenonpon3BoACTBO KOMMEPYECKUX IPEAIPUATHN

ApXHBBI 10 TUYHOMY COCTaBY

[IpousBocTBEHHAs - MpaKTHKa MO MOJYYEHUIO MPOodeCcCHOHAIbHBIX YMEHHH U OmbITa
npodecCHOHATBLHOM AesITeIbHOCTH

IIpoekTHas neATENTBLHOCTD

OCHOBBI CEKpeTapCKOro 00CTyKUBaAHUS

Kanposas nonurrka

Nudopmanmonnoe odbecrieueHne yrmpaBieHUs

JIoKyMeHTalMoHHOE 00ecriedeHe TPYI0BbIX OTHOIIEHU B PO

JIoKyMeHTallMOHHOE obecreueHne IrpakJaHCKUX OTHOIEeH! B PO

JlokymeHTaImoHHOe 00ecTeueHrne aIMUHUCTPATUBHBIX OTHOIIEHUH B PD

ApxuBOBeIEHUE

IlepconanbHble JaHHBIE U UX TIOKYMEHTHUPOBAHHE

[IpakTHKyM IO COCTAaBICHHIO U OPOPMIICHHIO CITy’KEOHBIX TOKYMEHTOB

Jlenonpon3BoACTBO MyHUIIMIIAIBHBIX YUPEXKACHUN



FOCYI[apCTBeHHBIe, MYHUIUIIAIBHBIC 1 BEAOMCTBCHHBIC APXHWBbBI

JIOKyMEHTalMOHHOE

oOecrieyeHne YNPABICHUS HA TMPEANPHATUAX  PA3TUUHBIX

OpraHU3alMOHHO-TIPABOBBIX (OPM
JIOKyMEHTUPOBAHHE JIATEIILHOCTH HETOCYAaPCTBEHHBIX OpraHU3alui
Opranuzanus paboThl ¢ 00paleHUSAMHU TPaXKIaH
[ToaroroBka K 3amyTe ¥ 3aIIUTA BBITYCKHON KBAUTU(PHUKAMOHHON PabOTHI
[Toaroroska K caade U cjaya rocy1apCTBEHHOIO 9K3aMEHa
[Tpou3BoACTBEHHAS — IPEIUIUIOMHAS TPAKTHKA

3 Komnerenuuu ody4yarouerocsi, popMupyemMbie B pe3yabTaTe 0CBOEHUSA

AHCHHUIIIMH

bl (MOIYJIs1) U INIAHMPYeMble pe3yJbTaThbl 00y4eHus!

B pesynabraTte ocBoenus aucuuiuimHbl (Moayns) «KaapoBoe 1enmonpous3BOACTBOY
oOyyJaronuiics J0/HKeH 00J1a1aTh CISAYOIIMMH KOMITCTCHITUSIMU:

Kon unaukaropa

I/IH,I[I/IKaTOp JOCTHIXXCHUA KOMIICTCHLIN

OIIK-2 CnocobeH H

aXO0UThb OPraHU3allMOHHO-YIIPABJICHUCCKHUEC PCUICHUS ITPU PCHICHUHN 3a/1a4 B

chepe cBoer mpodhecCHOHATLHOMN IEITENLHOCTH,

OIlK-2.1 Omnpenensiet ey ¥ 3a/1a49M yIpaBiIeHUs B cepe cBoei mpodeccnoHabHON
JeSATSIbHOCTH

OIIK-2.2 Hcnonp3yeT OCHOBHBIE METOMABI U MPUEMbl OpPraHU3allH, TUIAHUPOBAHUS,
MOTHBAIIMH, KOOPJWHAIIMM W KOHTPOJS TMPOIECCOB B cdepe cBoe
1podeCcCHOHATIbHOM JISATEIbHOCTH

OIIK-2.3 Ymeer uineHTHGUIUMPOBATh TPEOOBAHUS HOPMATHBHO-IIPABOBOM CpeIbl K

cBOei poheCCHOHAIBHOMN IEITEILHOCTH U AEITEIbHOCTH OpraHu3aiun

OIIK-3 Croco0OeH MPUMEHSTh TCOPSTHUYSCKUE 3HAHWS JJI PEIICHUS IOCTABJICHHBIX 3a7ad B

o0JracTu JOKYMCHTO

BCACHUS 1 ApXHWBOBCACHUS,

OIIK-3.1 CocraBnser, opopMIsieT U BEOET YNPaBICHUECKYI JIOKYMEHTAILIHIO
pa3NUYHBIX BUAOB MO MNPOQWII0  JESITEeIbHOCTH OpraHu3aliu B
COOTBETCTBUH C €€ OPraHu3alMOHHO-IIPABOBOU OPMOit

OIIK-3.2 3HaeT NpaBOBbIE HOPMBI M MpaBWIa OPraHMU3alMH, CHCTEMaTU3allUU,
KOMIUIEKTOBaHHUS M Yyd4eTa JIOKYMEHTAJbHOIO M apXMBHOTro (HOHIOB
OpraHu3aIHH

OIIK-3.3 PaGoraer ¢ xoprnopaTuBHON CHUCTEMOW TOKYMEHTOOOOpOTa, B TOM 4YHCIIE

AJIEKTPOHHOTO, B COOTBETCTBHH C TIPABOBBIMU HOpMaMHU MPO(ECCHOHATBHOM
CpeJIbI

OIIK-5 Cnoocoben

CaMOCTOSITENIbHO paboTaTh C pa3jIMYHbIMM HWCTOYHUKAMU WHGOpMalUU U

OPUMEHATh  OCHOBBI ~ MH(OPMALMOHHO-aHAIUTUYECKOM  JEATENIbHOCTH TpPU  pEIIeHUH

npodeccrHoHaIbHBIX 3a4a4.

OIIK-5.1 Hcnonb3yer mnpueMbl aHanuza, CUCTeMaTH3aluM, YHUQUKALIUU U
CTaTUCTHUYECKOH 00pabOTKH IOTOKOB HH(POPMALUU U COJEPKATEIBHO
3HAYUMBIX SMIIMPUUECKUX JTAHHBIX

OIIK-5.2 Boeigenser M cucTeMaTU3MpYeT CMBICIOBBIE KOHCTPYKLIMM B TEKCTax
HCTOYHUKOB, COCTABIISIET U PEJAKTUPYET TEKCTHI CIIYKEOHBIX IOKYMEHTOB

OIIK-5.3 Brnaneer HaBblKaMu panMoOHaIbHOW HH()OPMAIIMOHHO-TIOMCKOBOWH paboThI

JJI1 BEACHUS HAYYHBIX I/ICCHG}IOBaHI/Iﬁ




4. CTpyKTypa, 00bEéM H coep:KkaHue TUCHUIIMHBI (MOAYJIsA)
OO0mmast TpyTI0eMKOCTh AUCIHILIUHBI COCTABISAET 7/ 3a4eTHBIX AUHHI] 252 akaj. 9acoB, B TOM

HHUCJIC:

— KOHTaKTHas pabdora — 132,05 akaj. gyacos:
—ayauTtopHas — 123 akaj. 4acos;

— paeayautopHas — 9,05 akas. yacos;

— camocTosiTeabHas paboTa — 84,25 akajl. 4acoB;

— B (popMe npakTHuecKoii moaroroBku — 0 akazn. yac;

— MOJIrOTOBKA K DK3amMeHy — 35,7 akaj. Jac

<DopMa aTTeCTaluu - 3a4€T, 9K3aMCH

AynuropHas s
o | xomraxrHas pabora E QE DopMma TEKyILETo
Paznen/ Tema % ( axan. wacax) E [~ Bun N KOHTpOJIA Kon
N — : g O | caMOCTOATENbHOM | ycTIeBacMOCTH H S —
@) 6 o g £ paboThl MIPOMEKYTOYHOM
Tlex. J;;‘H~ EaH : 5 % aTTecTaluy
1. Pazmen 1 CocraB W BHABI
KaJpoBbIX  J0KyMeHTOB (5
cemMecTp)
OIIK-2.1,
Nzyuenue OIIK-2.2,
1.1 Pons KaJIPOBBIX OCHOBHOM 1 Brmonnenne OIIK-2.3,
JOKyMEHTOB B PpEIICHUU 2 18181 3 nononHu-TenbHOH | Tecta k pazgeny 1, OIIK-3.2,
3aJa4 10  YIpPaBICHHUIO Y JUTEPaTypPHI TIO K.p., HTOTOBBIA OITK-3.3,
MIEPCOHAIOM JUCLMILIINHE, TeCT OIIK-5.1,
KOHCIIEKTA JIEKIUI OIIK-5.2,
OIIK-5.3
OIIK-2.1,
1.2 HopmarusHo- Nzyuenue OIIK-2.2,
METOINYCCKHE OCHOBHOH 1 Brimmonaenme OIIK-2.3,
MaTepHabl, 2 1515ul| 3 nononHuTensHoU | Tecta k pazneny 1, OI1K-3.2,
perIamMeHTHpPyIoIHe B JUTEPaTypPHI TIO K.p., HTOTOBBIA OITK-3.3,
pabory ¢  KaapOBBIMHU JUCIUIUINHE, TECT OIIK-5.1,
JIOKyMEHTaMH1 KOHCIIEKTA JIEKIUI OIIK-5.2,
5 OI1K-5.3
OIlIK-2.1,
13 OpraHu3aluoHHO- W3zyqenne OIIK-2.2,
pacnopsiIuTesbHas OCHOBHOI 1 Bremonaenne OIIK-2.3,
JIOKYMEHTAIHs, 2 1 265 nononHuTenbHOU | Tecta k pazneny 1, OI1K-3.2,
UCTIONb3yeMast B ! JIUTEPATypPHI IO K.p., HTOTOBBIH OIIK-3.3,
NESTEIIbHOCTH  KaJIpOBBIX JUCITUTINHE, TECcT OIIK-5.1,
ciyx0 KOHCIIEKTA JICKITUI OIIK-5.2,
OI1K-5.3
OIlIK-2.1,
1.4 OcHOBHBIE JOKYMEHTHI Nzyuenue OIIK-2.2,
[0 JUYHOMY  COCTaBY, OCHOBHOW 1 Brimonnenne OIIK-2.3,
peryaupyroiime 3 181411 3 nononHutensHor | Tecta k pasmeny 1,|  OIIK-3.2,
B3aUMOOTHOLIEHUSA T JIATEpaTyphl 110 K.p., HTOTOBBIH OIIK-3.3,
MpeaNpUITUN C JMCIUTIINHE, TECT OIIK-5.1,
paboTHHKaMH KOHCIIEKTA JICKIUI OIIK-5.2,
OIIK-5.3




OIIK-2.1,

Uzyuenue OIIK-2.2,
OCHOBHOM 1 Brimonnenue OIIK-2.3,
1.5 JTokymeHTsI 10 pabore 3 18 3 nmononHutensHor | Tecta k pasmeny 1,| OIIK-3.2,
C TIEPCOHATIOM ' JIUTEPATYPHI 10 K.p., HTOTOBBIH OIIK-3.3,
JIHUCHHILINHE, TECT OIIK-5.1,
KOHCIIEKTA JICKIUI OIIK-5.2,
OIIK-5.3
Htoro no pazueny 12 7,9/5,71 | 14,65
2. Pasgen 2. CocraB wu
oopMIIeHHE JOKYMEHTOB IpH
npuemMe Ha paboty. [lopsmok
MOJArOTOBKM  NPUKa30B IO
JTUYHOMY COCTaBy H
0 OpMIICHHE JIMYHBIX KAPTOUYEK
Brimonnenue OIIK-2.1,
Nzyuenue MIPAKTHUYECKOTO OIlK-2.2,
21 JlokymenTupoBaHKe OCHOBHOW 1 saganus Nel u OIIK-2.3,
) JIONIOJIHUTEILHOM | BEITTOJHEHHE TEeCTa OI1K-3.2,
npoiiecca nooopa 2 1,8/1,811| 3
HepCoHata B OpraHH3aLUHI JIUTEPATYPHI 110 K pazjieny N92: OI1K-3.3,
JIUCLMILINHE, K.p., UTOTOBBIN OIIK-5.1,
KOHCIIEKTA JIEKIHI TECT, K.p., OIIK-5.2,
HWTOTOBBINA TECT OIIK-5.3
Brimonnenue OIIK-2.1,
N3yuenne IPAKTHYECKOTo OIlK-2.2,
2.2 Vcemosus OCHOBHOJ 1 3aganusg Nel u OIIK-2.3,
' N JIOTIOJTHUTEIIbHOM - OI1K-3.2,
TPYAOYCTPOUCTBA B 2 1,8/1,8 | 3 S . BBINIOJHEHUE TECTa OIIK-3.3,
OpTaHMU3aIHIO0 N — K pazaerny N92: OTIK-5.1,
KOHCIIEKTA JIEKI[UH K.p., HTOTOBBIA OIIK-5.2,
reet OITK-5.3
Brimonnenue OIK-2.1,
Nzyuenue HPAKTHHUECKOTO OIIK-2.2,
2.3 TpeboBanus K OCHOBHOI M saganus Nel u OIK-2.3,
) JIOTIOJTHUTEIILHOM - OI1K-3.2,
KBaH(pUKauK 2 1/11 3 . BBINIOJTHEHHUE TECTa OIK-3.3
comcKaresnei [— K pazzeny NEZV, OIIK-5.1,
KOHCIIEKTA JIEKIUI K.p., HTOTOBBIA OIIK-5.2,
; rect OIK-5.3
Brimonnenue OIK-2.1,
Nzyuenue IpAKTHYECKOTO OI1K-2.2,
OCHOBHOW U OIIK-2.3,
2.4 OOBbsIBIECHNAE 00 JIOTIOJIHU-TEJILHOM sananmsi Nel n OI1K-3.2,
N 3 1,8/1,811 | 3 BBITTOJTHEHHE TECTA
OTKPBITOW BaKaHCHUH JIUTEPATYPHI 110 K paseny No2 OIIK-3.3,
JUCIUTLIIUHE, K.p., HTOFOBH I?; OIIK-5.1,
KOHCIIEKTA JIEKIUI e rect OIIK-5.2,
OIIK-5.3
Brinmonnenue OIK-2.1,
Vsyierne MPaKTUYECKOr 0 OIK-2.2,
OCHOBHOM 1 sanats Nel 1 OIIK-2.3,
2.5 Baza JTaHHBIX 3 1 4 JIOTIOJIHUATEILHOM BEIIOHEHME TecTa OIIK-3.2,
comckarenei JUTEepaTypsl MO x paseny Ne2 OI1K-3.3,
JUCIUILINHE, g 17; OIIK-5.1,
KOHCIIEKTa JICKIUH ’ rect OIIK-5.2,
OIIK-5.3
Brinmonnenue OIK-2.1,
I/I3yqemile MPaKTUIECKOTO OIK-2.2,
OCHOBHOM M 3 sanamms Nel OIIK-2.3,
2.6 Ilpurnamenue Ha 23 1.8/0.97 | 2,65 JIOTIOJIHU-TEIHLHOK BBITONHCHIE TeCTa OI1K-3.2,
cobecenoBanne JUTEPATypPHI TIO N2 OIIK-3.3,
JUCITUTIINHE, K pasiery s, OIIK-5.1,
KOHCIICKTA JICKIUI Kp-» Iizgiom:m OIIK-5.2,

OIIK-5.3




OIIK-2.1,

Vsyuenne BEIMOTHEIHE | yep o
. MPAKTUIECKOTO
OCHOBHOM 1 OIIK-2.3,
2.7 VYBemomienwe 00 . 3aganusg Nel u
JIOTMIOJHUTEILHON OI1K-3.2,
OTKa3e B IPEJOCTaBICHUN 0,5 1 3 BBIIIOJIHEHHE TECTA
BaKaHCHHU JIUTEPaTypEI 110 K paszey Ne2 OIIK-3.3,
JIHUCHHILINHE, < HTOFOBI’)I 17; OIIK-5.1,
KOHCIIEKTA JICKIUI P TecT OIIK-5.2,
OIIK-5.3
OIIK-2.1,
W3zydenue OIIK-2.2,
. Brmonaenne
OCHOBHOW U OIIK-2.3,
2.8 Jluct cobecenoBanus ¢ . | mnpakTHyeckoro
JIOITOJIHU-TEILHOH OIIK-3.2,
COHCKATEIEM Ha 0,6 1,7 3 3aganus Nel u
OTKPBITYIO ITO3HIHIO JTCPATYPRINIO | o o tHeRHe TecTa OIIK-3.3,
PBITYIO 1 JUCHMILINHE, < passeny Ne2 OIIK-5.1,
KOHCIIEKTA JIEKIUI pasaeiy e OIIK-5.2,
OIIK-5.3
Brmonnenne OINK-2.1,
N3yuenue DAKTHYICCKOMO OIIK-2.2,
OCHOBHOM M 31; asns Nol 1 OIIK-2.3,
2.9 Onenka kKaHgugaTra B JIOTIOJIHU-TEILHOK A - OI1K-3.2,
0,9 1,8 3 BBEITIOJIHEHHE TECTA
npoluecce codeceoBaHus JIUTEPATYPBI 110 OIIK-3.3,
K pazaery No2,
JIHACIHTIINHE, K. HTOrOBLL OIIK-5.1,
KOHCIICKTA JICKIIUI P TecT OIIK-5.2,
OIIK-5.3
Hroro no pazneny 16,3 13,7/8,31| 27,65
3. Paszgen 3. Benenue
TPYIOBBIX KHIDKEK M JIMYHBIX
nen pabOTHUKOB.
JIOKyMEHTHPOBaHUE JBHKCHHS
nepcoHaa.
JIOKyMEeHTHpOBaHUe OIIEHKH
Brinmonnenue OIIK-2.1,
Uzyuenwue 5 OIIK-2.2,
N MPaKTUIECKOTO
OCHOBHOM 1 OIIK-2.3,
3.1 TIIpaBoBas cropoHa .| 3amanums Ne2 u
JIOMIOJIHU-TEILHON OI1K-3.2,
00OpalieHus: ¢ TPYIAOBBIMHU 0,9 1,8 3 BBITIOJIHEHHE TECTa
CHVDKKAMIL JIUTEPATYPHI 110 « paseny Ne3 OIIK-3.3,
JMCIUTIINHE, < p I?Togom_ﬂ 17; OIIK-5.1,
KOHCIEKTA JICKIIUI P Tect OIIK-5.2,
OIIK-5.3
OIIK-2.1,
Nzyuenue Brimonnenue OIIK-2.2,
OCHOBHOW U MPaKTUYECKOTO OIIK-2.3,
3.2 Benenue TpyaOBBIX JIOTIOTHU-TENbHOM | 3amanus Ne2 u OI1K-3.2,
0,9 1 3
KHIDKEK JTUTEpaTypsl o | BeimosnHenue tecrta |  OTIK-3.3,
mucuuruinHe, |k pasnmeny Ne3 k.p.,| OIIK-5.1,
KOHCIICKTA JICKI[UH | HWTOrOBBII TECT OIIK-5.2,
5 OIIK-5.3
OIIK-2.1,
U3zydenue Beinonnenue OIIK-2.2,
OCHOBHOM 1 MIPAKTHYECKOTO OI1K-2.3,
3.3 Beimaua pgyOsmkara JIOTIOJTHUATEILHOM 3aganus Ne2 u OIIK-3.2,
M 0,5 1 3
TPYAOBON KHHXKKHU JUTEepPaTypsl IO | BHIIIOJHEHHE TECTa OI1K-3.3,
UCHUILINHE, K pazgerry Ne3 k.p., OIIK-5.1,
KOHCIIEKTa JICKIUH [ WTOrOBBIN TECT OIIK-5.2,
OIIK-5.3
OIIK-2.1,
Uzyuenue Brimonnenue OI1K-2.2,
OCHOBHOI1 U IIPaKTUYECKOTO OIIK-2.3,
34 Odopminenne .
JIOTIOJIHU-TEIILHOM | 3amaHust Ne2 u OIIK-3.2,
BKJIQJblllla B  TPYAOBYIO 0,9 1,8 3,3
— JUTEpaTypsl o | BeimosnHenue tecra |  OIIK-3.3,
y mucuuruinHe, |k pasmeny Ne3 k.p.,| OIIK-5.1,
KOHCIICKTA JICKI[UM | HWTOrOBBII TECT OIIK-5.2,

OIIK-5.3




OIIK-2.1,

Uzyuenue Brimonnenue OIIK-2.2,
3.5 Bomaua TpymoBOit OCHOBHOI1 1 MPaKTUYECKOTO OIIK-2.3,
KHIDKKM Ha OCHOBaHUH 09 18 2 JOIOIHUATEILHOMN 3amanusg Ne2 u OI1K-3.2,
YBOJIbHEHHSI ~ pabOTHUKA ' ' JHUTepaTypsl o | BeImonHeHue Tecta | OITK-3.3,
OpraHu3alN mucuuruinHe, |k pasmeny Ne3 k.p.,| OIIK-5.1,
KOHCIICKTA JICKI[UM | WTOrOBBIA TECT OIIK-5.2,
OIIK-5.3
OIIK-2.1,
Uzyuenue Brinonnenue OIIK-2.2,
OCHOBHOM 1 MPaKTHYECKOTO OIIK-2.3,
3.6 Yuer u XxpaHeHHE N
IpYJIOBbIX KHIOKSK W UX 0.9 18 2,65 JIOIIOJIHU-TEIBLHOM | 3amanus Ne2 u OIIK-3.2,
IAHKOB nUTepatypsl o | BeimonHenue tecta | OITK-3.3,
JMCIUTIINHE, K pazzmeny Ne3 k.p.,| OIIK-5.1,
KOHCIIEKTA JIEKI[Uii| HMTOrOBBINA TECT OIIK-5.2,
OIIK-5.3
OIIK-2.1,
N3yuenue Brmonnenue OIIK-2.2,
OCHOBHOM U MIPaKTUIECKOTO OIIK-2.3,
3.7 ®dopmupoBaHue 09 16 23 JIOIOJIHU-TEIbHOHU |  3amaHus Ne2 u OIIK-3.2,
JIMYHBIX JIe]T paOOTHUKOB ' ' ' nuTeparypsl o | BeimonHenue tecra | OIIK-3.3,
mucuuruinHe, |k pasmeny Ne3 k.p.,| OIIK-5.1,
KOHCIIEKTA JICKIINI | HWTOrOBBIM TECT OIIK-5.2,
OIIK-5.3
OIIK-2.1,
N3yuenne Brmonnenue OIIK-2.2,
3.8 YcioBus u mopsAAOK OCHOBHO#1 1 MIPaKTUIECKOTO OI1K-2.3,
MIpeI0CTaBICHUS 09 18 19 JIOTOJTHUATEILHOM 3aganus Ne2 u OI1K-3.2,
OTITYCKOB, u ux ' ' ' JIUTEepaTypsl o | BeimonHenue tecrta | OIIK-3.3,
odopmienue JMcHuIUInHe, |k pasgeny Ne3 k.p.,| OIIK-5.1,
KOHCIIEKTA JIEKI[Uii| HTOrOBBINA TECT OIIK-5.2,
OI1K-5.3
OIIK-2.1,
Nzyuenue Brimonnenue OIIK-2.2,
3.9 Pacropkenue OCHOBHOI#1 1 MPaKTUYECKOTO OI1K-2.3,
TPyIOBOTO JI0OTOBOpa U 09 18 265 JIOTIOTHUATEILHOM 3amanusg Ne2 u OI1K-3.2,
0oOpMIICHHE YBOJLHECHUS ' ' ' JUTEpaTypsl o | BeimonHenue tecta | OTIK-3.3,
paboTHHKA JUcHuIunHe, |k pazgeny Ne3 k.p.,| OIIK-5.1,
KOHCIIEKTA JIEKI[UK | WTOrOBBIA TECT OIIK-5.2,
OI1K-5.3
HWroro no pazaeny 1,7 14,4 23,8
4. BHKP 5 cemectp
BrimonnenHsie Bce OIK-2.1,
Nzyuenue HpaKTHUCCKHe OIIK-2.2,
OCHOBHOW U OIIK-2.3,
4.1 Bueaynurophas JIOTIOTHH-TENbHOM | 7 oA, TECTHLK OIIK-3.2,
pasz-nenawm,
KOHTaKTHas pabora JIUTEPATypPHI IO KOHTpObHAs OIIK-3.3,
JHMCIUTIINHE, .| OIIK-5.1,
KOHCIIEKTA JICKITUI paGoTa u uTOroBEI OIIK-5.2,
reer OIK-5.3
Wroro no pazneny
Hroro 3a cemectp 36 36/141 | 66,1 3auér
5. Pazpmen 1 ApXHUBBI
JOKYMEHTOB IO  JIMYHOMY
OIIK-2.1,
Nzyuenwue Brinmonnenue OIIK-2.2,
OCHOBHOM 1 MIPAKTHYECKOTO OI1K-2.3,
RO T — 05 10,51 JIOTIOJIHUATEILHOM 3aganus Nel u OIIK-3.2,
nuTeparypsl o | BeinonHenue tecra | OITK-3.3,
JUCHUILINHE, K pazzmeny Nel k.p., OIIK-5.1,
KOHCIIEKTA JIEKI[Mii| HMTOrOBBINA TECT OIIK-5.2,

OIIK-5.3




OIIK-2.1,

Uzyuenue Brimonnenue OIIK-2.2,
5.2 Oprammsauus paboTs: OCHOBHOM 1 MPaKTUYECKOTO OIIK-2.3,
' JIOTMIOJHUTEILHON saganus Nel u OI1K-3.2,
c KaJpOBBIMH 0,5 1/0,51
JOKyMeHTaMH nuTeparypsl mo | BeimonHenue tecta | OINK-3.3,
mucuuruinHe, |k pasmeny Nel k.p.,| OIIK-5.1,
KOHCIICKTA JICKI[UM | WTOTOBBII TECT OIIK-5.2,
OIIK-5.3
OIIK-2.1,
Uzyuenue Brinonnenue OIIK-2.2,
OCHOBHOW U MPaKTHYECKOTO OIIK-2.3,
5.3 Homenknatypa pen 1 21U JOTIONIHU-TENbHOM | 3amanus Nel u OIIK-3.2,
CITY>KOBI KaJIpoB nUTepatypsl o | BeimonHenue tecta | OITK-3.3,
qucuuinge, |k pasgeny Nel k.p.,| OIIK-5.1,
KOHCIIEKTA JIEKI[Uii| HMTOrOBBINA TECT OIIK-5.2,
OIIK-5.3
OIIK-2.1,
N3yuenue Brmonnenue OIIK-2.2,
OCHOBHOM U MIPaKTUIECKOTO OIIK-2.3,
JIOTIOJIHU-TEILHOK 3aganus Nel u OI1K-3.2,
54 ®opmuposarne nen ! 2/ nuTeparypsl 1o | BeimosHenue tecta | OINK-3.3,
mucuuruinHe, |k pasmeny Nel k.p.,| OIIK-5.1,
KOHCIIEKTA JICKIINI | HWTOrOBBIM TECT OIIK-5.2,
OIIK-5.3
OIIK-2.1,
N3yuenne Brmonnenue OIIK-2.2,
OCHOBHOM 1 MIPaKTUIECKOTO OIIK-2.3,
5.5 Oo0pabotka xen mo 1 2N JIOTIOJIHUTEILHOM 3aganus Nel u OI1K-3.2,
JTUIHOMY COCTaBYy JIUTEepaTypsl o | BeimonHenue tecrta | OIIK-3.3,
mucuuruinHe, |k pasnmeny Nel k.p.,| OIIK-5.1,
KOHCIIEKTA JIEKI[Uii| HTOrOBBINA TECT OIIK-5.2,
OIIK-5.3
OIIK-2.1,
Nzyuenue Brimonnenue OIIK-2.2,
OCHOBHOW U MPaKTUYECKOTO OIIK-2.3,
5.6 CocTABICHIC OMHCEH 1 21U 1.9 JIOTIOTHUATEILHOM 3amanug Nel u OI1K-3.2,
JUTEpaTypsl o | BeimonHenue tecta | OTIK-3.3,
qucrumuHe, |k pasgeny Nel k.p.,| OIIK-5.1,
KOHCIIEKTA JIEKI[UK | WTOrOBBIA TECT OIIK-5.2,
OIIK-5.3
OIIK-2.1,
Wzyuenue Brimonnenue OIIK-2.2,
OCHOBHOW U MPAaKTUYIECKOTO OIIK-2.3,
5.7 Cpnaua nen B apxuB 1 21U JIOTIOJIHUTEILHOM saganus Nel u OI1K-3.2,
OpraHu3aluu nuTeparypsl o | BeimosHenue tecta | OINIK-3.3,
mucrumuinHe, |k pazgenmy Nel k.p.,| OIIK-5.1,
KOHCIICKTA JICKIIUI | HWTOrOBBIM TECT OIIK-5.2,
OIIK-5.3
OIIK-2.1,
Nzyuenwue Brinmonnenue OIIK-2.2,
5.8 IoaroroBka OCHOBHOM U MPaKTUIECKOTO OIIK-2.3,
JIOKYMEHTOB IO JUYHOMY 1 21U JOTIOIHUATEILHOMN 3aganus Nel u OIIK-3.2,
cocTaBy Ml clIadd B nuTepatypsl o | BeimonHenue tecta | OINK-3.3,
apxuB UCHUILINHE, K pasgeny Nel k.p., OIIK-5.1,
KOHCIIEKTA JICKIUH [ HTOrOBBIN TECT OIIK-5.2,
OIIK-5.3
Hroro no pazneny 7 14/71 19

6. Pasmen 2 Opranmzanms
XpaHEHUs JIeJI CITY:KObI KaJIpoB




OIIK-2.1,

Uzyuenue Brinonnenue OIIK-2.2,

6.1 IMoaroroBka KaapoBBIX OCHOBHOI#1 1 MPaKTHYECKOTO OIlK-2.3,

JIOKYMEHTOB K apXUBHOMY 21U JOTIONIHU-TENbHOM |  3amanus No2 u OIIK-3.2,

XpaHEHUI0.  DKCIepTHas nUTeparypsl o | BeimosnHenue tecrta | OITK-3.3,

KOMHCCHS JUCHMI-THHE, |k pasgeny Ne2 k.p.,| OIIK-5.1,

KOHCIIEKTA JIEKI[Uii| HMTOrOBBINA TECT OIIK-5.2,

OIIK-5.3

OIIK-2.1,

Uzyuenue Brimonnenue OIIK-2.2,

OCHOBHOM 1 NPaKTUYECKOTO OIIK-2.3,

JIOTMIOJHUTEILHON saganus Ne2 u OI1K-3.2,

6.2 Ogopwierne fien 311 1,05 JHUTepaTypsl o | BeImonHeHue Tecta | OITK-3.3,

mucuuruinHe, |k pasmeny Ne2 k.p.,| OIIK-5.1,

KOHCIICKTA JICKI[UM | WTOrOBBII TECT OIIK-5.2,

OIIK-5.3

OIIK-2.1,

Uzyuenwue Brimonnenue OIIK-2.2,

OCHOBHOI 1 MIPAKTHUYECKOTO OIIK-2.3,

6.3 Ilepemawa gen Ha i 19 JIOMOJHUTEILHON 3aganns Ne2 u OI1K-3.2,

apXMBHOE XpaHCHUE ' JIUTepatypsl o | BeimonHenue tecrta | OIIK-3.3,

JMCIUIIINHE, K pazzmeny Ne2 k.p.,| OIIK-5.1,

KOHCIIEKTA JIEKI[Uii| HTOrOBBINA TECT OIIK-5.2,

OIIK-5.3

OIIK-2.1,

Nzyuenne Brmonnenue OIIK-2.2,

OCHOBHOM U MIPaKTUIECKOTO OIIK-2.3,

6.4 CoxpaHHOCTB fic] 21U 19 JIOTIOTHUATEILHOM 3aganus Ne2 u OI1K-3.2,

' ' JIUTEepatypsl o | BeimonHenue tecta | OIIK-3.3,

JMCIUIIINHE, K pazmeny Ne2 k.p.,| OIIK-5.1,

KOHCIIEKTA JIEKI[Uii| WTOrOBBINA TECT OIIK-5.2,

OIIK-5.3

OIIK-2.1,

Nzyuenue Brimonnenue OIIK-2.2,

OCHOBHOW U MPAaKTUIECKOTO OIIK-2.3,

JIOTIOTHUATEILHOM 3amanusg No2 u OI1K-3.2,

6.5 Knaccudukanus nen 2/11 1.9 JAMTEPATyphl 0 | BeImoaHeHue Tecta | OIMTK-3.3,

mucuuruinHe, |k pasnmeny Ne2 k.p.,| OIIK-5.1,

KOHCIIEKTA JIEKI[UI | WTOrOBBIA TECT OIIK-5.2,

OIIK-5.3

OIIK-2.1,

Nzyuenue Brimonnenue OIIK-2.2,

OCHOBHOW U MPAKTUIECKOTO OIIK-2.3,

JIOTIOTHUATEILHOM 3amanusg Ne2 u OI1K-3.2,

6.6 Yaer xen 2/ 19 nuTeparypsl o | BeimosHenue tecta | OINK-3.3,

JMCIUTIINHE, K pazgery Ne2 k.p., OIIK-5.1,

KOHCIIEKTA JICKIIMI | HWTOrOBBIM TECT OIIK-5.2,

OIIK-5.3

OIIK-2.1,

Uzyuenue Brimonnenue OI1K-2.2,

OCHOBHOM M MPaKTUIECKOTO OIIK-2.3,

6.7 CripaBouHbIii anmapar 21U 19 JIOTIOJIHU-TEILHOK 3amanug No2 u OI1K-3.2,

' naTeparypsl mo | BeimonHenue tecta | OINK-3.3,

JIHCLHILINHE, K pazmeny Ne2 k.p.,| OIIK-5.1,

KOHCIICKTA JICKI[UH | WTOrOBBII TECT OIIK-5.2,

OIIK-5.3

OIIK-2.1,

U3zydenue Beinonnenue OIIK-2.2,

658 Vyersas u OCHOBHOI 1 MPaKTUYECKOr 0 OIIK-2.3,

) JIOTIOJTHUATEILHOM 3aganus Ne2 u OIIK-3.2,
CIIpaBOYHAS 2 1,9

nuTeparypsl o | BeinonHenue tecra | OITK-3.3,

AOKYMCHTALIHA JIUCHUILINHE, K pazmery Ne2 k.p., OIIK-5.1,

KOHCIIEKTA JIEKI[Mii| HMTOrOBBINA TECT OIIK-5.2,

OIIK-5.3




OIIK-2.1,

Uzyuenue Brimonnenue OIIK-2.2,
OCHOBHOM 1 MPaKTUYECKOTO OIIK-2.3,
6.9 XypHaybl ¥ KHUTH TIO JIOTMIOJHUTEILHON saganus Ne2 u OI1K-3.2,
1 2 1,9
y4eTy KaapoB nuTepatypsl mo | BeimonHenue tecta | OINK-3.3,
mucuuruinHe, |k pasmeny Ne2 k.p.,| OIIK-5.1,
KOHCIICKTA JICKI[UM | WTOTOBBII TECT OIIK-5.2,
OIIK-5.3
OIIK-2.1,
Uzyuenue Brimonnenue OIIK-2.2,
OCHOBHOM 1 MPaKTUYECKOTO OIIK-2.3,
6.10 OdopmiieHne aKTOB U 1 2 19 JTOTIOJTHUTEIILHOU 3amanus No2 u OI1K-3.2,
MO3/]PaBUTEIBHBIX MUCEM ' nuTeparypsl mo | BeimonHenue tecta | OINK-3.3,
mucuuruinHe, |k pasmeny Ne2 k.p.,| OIIK-5.1,
KOHCIICKTA JICKI[UM | WTOrOBBII TECT OIIK-5.2,
OIIK-5.3
HWroro mo pasueny 10 20/71 16,25
7. BHKP 6 cemectp
OIIK-2.1,
Uzyuenwue OIIK-2.2,
OCHOBHOI 1 Brimonnenue Bcex OIIK-2.3,
7.1 BueayauropHast JIOTIOJTHU-TEILHOM | TMpPaKTHYECKHX, OIlK-3.2,
KOHTaKTHas pabora JIUTEepPaTypsl IO K.p., UTOTOBBIN OI1K-3.3,
ACHH-TIINHE, TECT OIIK-5.1,
KOHCIICKTA JICKIIUI OIIK-5.2,
OIIK-5.3
Hroro no pazneny
8. Konrponp
OIIK-2.1,
TToaroroBska k OIIK-2.2,
9K3aMeHy, OIIK-2.3,
8.1 IToaroroska K H3yUYCHHE Sx3amen OI1K-3.2,
9K3aMEHY JIUTEPATPBI, OIIK-3.3,
TEOPETUIECKOTO OIIK-5.1,
MaTtepuaia OIIK-5.2,
OIIK-5.3
Wroro no pazneny
Hroro 3a cemectp 17 34/141 |18,15 9K3aMeH
Wrtoro no aucuuminHe 53 70/28U |84,25 3a4eT, SK3aMeH




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

1. TpaaunuonHsie 0O0pa30BaTEIbHBIE TEXHOJIOTHU OPUEHTHPYIOTCS Ha OpPraHU3ALMIO
00pa3oBaTeNbHOTO  MpOLlecca, MPEANONAralIlyl0 HPsIMYI0  TPaHCISALUIO 3HAHUA  OT
MIPEno1aBaTelis K CTyICHTY

@opMbl y4eOHBIX 3aHATHI C UCIIOJIB30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHI:

NudopmanmronHas nexus

CemuHap

[IpakTHueckoe 3aHSATHE, MMOCBSIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHUM M HABBIKOB I10
MPEIOKEHHOMY aIrOPUTMY.

2. TexHOIIOTUH TPOOIEMHOTO O0yUYCHHUS.

®opmbl y4eOHBIX 3aHATHUI C UCIIOIB30BAHUEM TEXHOJIOTUN MPOOIEMHOr0 O0yUYEHHUS:

[IpoGnemHuas JeKius

Jlexumst «BaBoem» (OMHApHAS JICKITHS)

[IpakTrueckoe 3anaTre B popMe MPAKTUKYMA .

[IpakTuueckoe 3aHsATHE HAa OCHOBe Keiic-meroma. Keiichl 0a3upyroTcs Ha pealbHOM
(haKTHYECKOM MaTepHuaie Uil e MPUOIMKEHBI K peaTbHOM CUTYAIIHH.

3. UrpoBble TeXHOIOTUH — OpraHu3aIus o0pa3oBaTeNLHOTO MPOIEcca, OCHOBaHHAs Ha
PEKOHCTPYKIIMU MOJIETICH MOBEICHUSI B PAMKaX MPEAJIOKEHHBIX CIICHAPHBIX YCIIOBUM.

@opmbl y4eOHBIX 3aHSATHI C UCIIOJIb30BAHUEM UTPOBBIX TEXHOJIOTH:

VYyebnas urpa.

JlemoBas urpa.

Ponesas urpa .

4. TexHOJIOTUHU MPOEKTHOT'O O0yUYECHHUSI.

OCHOBHBIE THIIBI IPOEKTOB:

UccnenoBaTenbCkuid IPOEKT

TBOpUECKMI1 TPOEKT.

WHbopManoHHbIN TPOEKT.

5. VHTepakTUBHBIE TEXHOJOTUH — OpPTaHM3aIlsa 00pa30oBaTEIHLHOTO IMpoIlecca, KoTopas
MpEeANnoaaraeT akTHBHOE U HEJIMHEMHOE B3aMMO/IECTBHE BCEX YUACTHUKOB, JOCTHKEHHUE Ha 3TON
OCHOBE JIMYHOCTHO- 3HAYUMOTO JUIsi HUX o0O0Opa3oBaTelbHOTO pe3ynbTata. Hapsny co
CHEUMATU3UPOBAHHBIMU  TEXHOJOTHUAMHM  TakOro  pojJa  NPUHIUI  HUHTEPAKTUBHOCTH
MPOCIICKUBACTCA B OOJBIIMHCTBE  COBPEMEHHBIX  OOpa3oBaTENbHBIX  TEXHOJOTHH.
HHTepakTUBHOCTh MOAPA3YyMEBAET CYOBEKT-CyOBEKTHBIE OTHOIICHHUS B X0Jie 00pa30oBaTeIbHOTO
mpoliecca , Kak clie/IcTBHe, OpMUPOBAHKE CaMOpa3BUBAIOIIEHCS HH(OPMAITMOHHO-PECYPCHOM
Cpenpbl.

®opMbI y4eOHBIX 3aHATHH C MCIOJIB30BAaHUEM CIEIUATU3UPOBAHHBIX MHTEPAKTUBHBIX
TEXHOJIOTHI:

Jlexumst «0OpaTHOM CBSI3M» — JICKIIUS—TIPOBOKAIIUS

Cemunap-auckyccus

6. adpopMaIimoHHO-KOMMYHHUKAITMOHHBIE 00pa30BaTEIIbHBIC TEXHOIOTHH

Jlexuusi-Bu3yanu3anuus — H3JI0KEHUE COJEPIKAHMS COMPOBOXKAACTCS Npe3eHTaluen
(memoHcTparuel yaeOHBIX MaTEPHAIIOB, MPEICTABICHHBIX B PA3JIMYHBIX 3HAKOBBIX CHCTEMaX, B
T.4. WIUTFOCTPATUBHBIX, TpaUuecKux, ayIuo- U BUIEOMATEPHUATIOB).

[IpakTrueckoe 3ansTre B opMe TPE3ESHTAIUH.

Yar-3ansaTHS.

Be6-3ansTusi.

TenexondepeHUN.

OnnaitH-ceMuHap.

6 YueOHO-MeTOUYeCKOe 00eclieueHHe CaMOCTOSITeIbHOM padoThI 00ydyaommxcst
IIpencrasneno B npuioxenuu 1.



7 OneHOYHBIE CPeACTBA AJIsl IPOBeICHHS POMEKYTOYHOM aTTeCTALMI
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAHYecKOe M MHPOPMAIMOHHOE 00ecnedyeHue JUCITUIITIMHBI (MOYJIs1)

a) OcHoBHas TUTEpaTYypa:

1. BenukanoBa C. C. ApXHBBI 110 JIMYHOMY COCTaBYy [DIIEKTPOHHBIN pecypc]| : yueOHO-
meroanueckoe mocodue / C. C. Benukanosa ; MI'TVY. - Marautoropek : MI'TY, 2018. - 1 ssek-
TPOH. OIIT. JICK (CD-ROM). - Pexum JIOCTyIa:
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514
334/3518.pdf&view=true. - Makpooobekt. - ISBN 978-5-9967-1154-3.

2. ®ununa, @.H. Kagpooe nenonpousBoactBo. Kak nzbexars ommoOoK [DIeKTpOHHBIN
pe-cypc] : yuebnoe nmocodue / ®.H. Oununa. — DiaekTpoH. naH. — Mocksa : ['poccMenna, 2010.
— 329 ¢. — Pexwum nocryma: https://e.lanbook.com/book/8905. — 3art. ¢ skpana.

3. CemenuxuH, B.B. Kaaposoe nemomnpoussoactso / B.B. Cemenuxun. — 3-¢ u3f.,
nepepad. u mon. — Mocksa : I'poccMenua, 2017. — 594 c. — ISBN 978-5-4230-0540-5. —
Tekcr : anmek-TpoHHBIA // DinekTpoHHO-OMOAMOTEYHas cuctema «Jlamb» @ [caiit]. — URL:

https://e.lanbook.com/book/97748 (nata obpamenus: 24.04.2023). — PexxuMm gocTyna: Juist aB-
TOPU3. OJIb30BaTENEH. — 3ari. ¢ 3KpaHa.

4. Noponuna, JI. A. Opranuzanuss U TEXHOJOTHS JOKYMEHTAIMOHHOTO OOECTICUCHHS
yIpasiie-HUsl | y4eOHHUK U IPAKTUKYM JUTs akagemuueckoro Oakanaspuara / JI. A. JloponuHa, B.
C. HputmkoBa. — MockBa : HM3marensctBo IOpaiir, 2019. — 233 c. — (bakanasp.
Axanemuueckuii Kypc). — ISBN 978-5-534-04568-0. — Tekcr : anekrponnsiii // DBC FOpaiit
[caiiT]. — URL: https://www.biblio-online.ru/bcode/433078 (nara oOpamenus: 24.04.2023). —
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9 MaTepuaJIbHO-TEXHHYeCKOe 00ecredeHrue TUCIUIIHHBI (MOTYJIs1)

YueOHbIC ayAUTOPHUH TUIst CTOJ KOMIIBIOTEPHBIM, CTOJI THUCbMEHHBIN,
MPOBEJCHUS JTUCTAHIIMOHHBIX 3aHATHH | cTyn  OQHCHBIM, JIOKyMeHT-kamepa  Epson,
JIEKIITMOHHOT'O THIIA HCTOYHUK oecniepe0oitHOTO UATAHUI




POWERCOMIMD-1500AP
paspelieHusi, KOMIbIOTEP NEPCOHAIBHBIN (TUIO),
npoekrop  ViewSonicPJD7526W,  crnukepdon
HactronbHbi Calisto-620 Plantronics, Be6-kamepa
LogiteachC920, aKycTHYecKast
HACTOJIbHAs, CTepeorapHurypa (MHKpopoOH ¢
IIIyMOIIOJJaBJIEHUEM), sKpaHHacTeHHbIIDIgis

Optimal-C MW DSOC-11032*2

KaMCpa BBICOKOI'O

CHCTEMA

YueOHbIe ayJAUTOPUHU JUIst
NPOBEJCHUSI  MPAKTUYECKUX  3aHSITHH,
IPYIIIOBBIX u WHJIMBUTyaTbHBIX

KOHCYJIbTAlIUM, TEKYIIErO0 KOHTPOJIS U
IIPOMEKYTOUYHOM aTTeCTaluu

CTon KOMIBIOTEPHBIM, CTOJ MHUCbMEHHBIMH,
Epson,
MUTAHUS

cTyn  O(pUCHBIH, JOKyMEHT-Kamepa

HCTOYHUK OecriepeboitHOrO
POWERCOMIMD-1500AP
paspelieHns, KOMIBIOTEP MEPCOHANBHBIN (THIIG),
npoektop  ViewSonicPJD7526W,  coukepdon
nacronsHblii Calisto-620 Plantronics, Be6-kamepa

KaMC€pa BBICOKOI'O

LogiteachC920, cucremMa aKyCTHUYeCKast
HACTOJIbHAsI, CcTepeorapHuTypa (MHKPOGOH ¢
IIYMOIIOJABIICHUEM), dKpaHHacTeHHBINDIQIS

Optimal-C MW DSOC-11032*2

ITomenienus s CaMOCTOSTEIILHON

paboThl 0OyUaromuxcs

[lepcoHanbHble KOMIILIOTEPHI € IAKETOM
MS Office, BoixooM B MIHTEpHET 1 C OCTYIIOM B
SIICKTPOHHYIO HH(POPMAIMOHHO-00pa30BaTeIbHYIO

Cpeny yHUBEpCUTETa

I[Tomemnienue TS

pOoQUIAKTUIECKOTO

XpaHEHUs u
00CITyKHUBaHUS
yueOHOro 000pyAOBAHUS

Cremmaxn IUIA y4eOHo-

HarJSIIHBIX  TIOCOOMH W y4eOHO-METOINYECKOU

XpaHeHUs

JIOKYMEHTAIUH.

[Tpunoxxenue 1

6 YueOHO-MeTOAMYECKOE 0OOecTiedeHHe CAMOCTOATEILHOM padoThl 00y4Yarommxcst

ITpumepHas CTpyKTypa U cCoAepKaHUE Pa3eIioB:

ITo guciuminHe ((KaI[pOBOC ACJIOIIPOU3BOACTBO» MPEAYCMOTPCHA ayAUTOPHAA U
BHCAYAUTOpPHAsA CaMOCTOATCIIbHAA pa60Ta o6yqa101u1/1x051.

1 cemectp

Tecrt Kk pazgeny Nel

Kaxwue AOKYMCHTBI OTHOCATCS K OpFaHHSaHHOHHO-Ka}IPOBOﬁ JOKYMCHTAIUN:

Bribepure ouH OTBET:

a. IITaTHOE pPaclMCaHue, IPaBUJIa BHYTPEHHETO TPYI0BOTO PaclopsAIKa, IOJ0KEHUE O

CTPYKTYPHOM TOAPa3/IeICHUH, JOTKHOCTHBIE HHCTPYKIIUU




b. mosoxeHue 0 CTPYKTYPHOM MOIPA3Ie/ICHUH, HHCTPYKIIHS 0 JCTOMPOU3BOJICTBY,
JOJKHOCTHBIE MHCTPYKIIUH, TTOJIOKEHHE O KaJIpOBOM CIIy:KOe

C. ycTaB

d. mTaTtHOe pacnucanue, IpaBuia BHYTPEHHETO TPYAOBOTO PACIOPSIKA, MHCTPYKIIHS IO
JIeJIONPOU3BOICTBY, JOPKHOCTHBIE HHCTPYKLIUU

Bompoc 2
[TpomomxuTe onpeneneHue: MTaTHOE PACIIMCaHUe — ITO

Bri6epute oguH OTBET:

a. MPaBOBOM aKT OPraHU3aIUH, YCTAHABIMBAIOIINN JOKHOCTHON cOCTaB, GyHKIINH, ITpaBa
Y B3aUMOOTHOIIEHUSI PaOOTHUKOB JIPYT C IPYTOM

b. BHyTpEeHHMIi aKT, N31aBACMBbIii B IIEJISIX PErIAMEHTAIIMU OPraHU3al[HOHHO-TIPABOBOTO
HOJIOKEHUS PabOTHUKA

C. BHEIIHUM aKT, B KOTOPOM 3aKPEIUISETCS TOKHOCTHOM Y YMCIIEHHBIN COCTaB
HOpeanpusaTHs ¢ ykazanueM (GoH1a 3apaboTHOM MIaThl

d. BHYTpEHHUIT aKT OpraHU3aIii, B KOTOPOM 3aKPEILIAETCS TOHKHOCTHON U YHCIICHHBIH
COCTaB MPEANPHUATHS ¢ YKazaHUuEeM (HOHIa 3apabO0THOM TUIaThI

Bomnpoc 3
YTo Takoe «paBuiIa BHYTPEHHETO TPYAOBOTO pacropsiaka»?

Bri6epute ouH OTBET:

a. IPaBOBOM aKT, M3/1aBa€MbIi B LIEJSIX PErJIAMEHTAIIMN OpTaHU3allMOHHO-TIPABOBOTO
MOJIOXKEeHUs PabOTHUKA, €r0 00s3aHHOCTEH, IPaB U OTBETCTBEHHOCTH U 00€CIIeUHBAIOLITHHA
ycaoBUA 1151 ero 3¢ (HEeKTUBHON PabOTHI

b. BHyTpeHHHMIi aKT, GUKCUPYIOIIUI STaIbl TPYI0BOH AEATSIBHOCTH PAOOTHUKOB
C. BHEIIHUH aKT, PUKCUPYIOLINI 3Tanbl TPYAOBOH AESITEIbHOCTH PAOOTHUKOB
d. ToKaIbHBI HOPMATHBHBIN aKT, PETIIAMEHTUPYIOLIMHA TOPSIOK IPUEMa M YBOJILHEHHUS

pabOTHUKOB, OCHOBHBIE MPaBa, 00S3aHHOCTH U OTBETCTBEHHOCTH CTOPOH TPYI0BOTO JIOTOBOPA,
peXUM pabOThI, BpeMs OT/AbIXA, @ TAK)KE WHbIE BOIIPOCHI PETYINPOBAHMS TPYJOBBIX OTHOILIEHUH

Bomnpoc 4



a. MECTO CTPYKTYPHOTI'O MOJIpa3JiesieHUsl B OPraHU3aI[MOHHOM cucTeMe NPeanpUsThs, ero
LeNIU M 33]1a4H, TIpaBa U 0053aHHOCTH PYKOBOJUTENEH U COTPYAHUKOB CTPYKTYPHOTO
noJipa3iesieHus

b. TpynoBbie 0053aHHOCTH, PYHKIINH, IPaBa U OTBETCTBEHHOCTh PAOOTHHKOB

C. TPyZIOBBIE 0053aHHOCTH, (DYHKIIMH, TIPAaBa K OTBETCTBEHHOCTh paboTONaTeNs aBa U
00513aHHOCTH PYKOBOJUTENIEH U COTPYAHUKOB CTPYKTYPHOI'O MOApa3/iesieHus

d. opranu3zauo paboThl MPEANPHUITHS, B3AUMHbBIC 0053aHHOCTH PAOOTHHKOB H
aJIMHHHCTPAIIUH, TOPSIOK TIPUeMa U YBOJIbHEHUsI PaOOTHHKOB, MTPEIOCTABICHUE OTITYCKOB,
KOMaHIUPOBaHUE

Bompoc 5

Kakue n3 nepeyrciaeHHbIX JOKYMEHTOB HCIOIB3YIOTCS IPU 0(OPMIICHUH TpUeMa pabOTHHKA Ha
paborty:

BBI6epI/ITe OJHMH HNJIN HCCKOJIBKO OTBCTOB!:

a. TPyJOBOM JOTOBOP

" b, mramas KapTrouka T-2
-

C. JIOKJIaJIHas 3aITHCKa
"o, pHKa3
-

€. IPOTOKOJI

f. yBenomnenue
Bompoc 6

HpOIIOJDKI/ITC OIMPEACIICHUC: PE3IOME — 3TO

Bribepure ouH OTBET:
a. COBOKYITHOCTb JJOKYMEHTOB, COJIEp>KaIllUX CBEJCHHUS O paboToaTene TpyA0yCTPOHCTBE

b. mokymeHT, comeprkaiuii KpaTkue CBEJCHUS aBTOOHOTpaduIeckoro xapakrepa,
3aMOJIHSAEMBIN IPU TPYIOYCTPONCTBE

C. COBOKYITHOCTb JIOKYMEHTOB, COJIEPKaINX CBEACHHS O paOOTHUKE MPH TPYI0YCTPONCTBE

d. TOKYMEHT, OTpaXkarolIHii IPOCKOY WK TPEII0KEHHE, aJPECOBAHHOE JODKHOCTHOMY
JMILY WM TIPEIPUATHIO



Ilpaxmuueckoe 3a0anue 1
1. [lepeunciute OCHOBHBIE BUABI KAJIPOBBIX 3a/1a4.

2. Ha ckombko Tpynm MOXHO pa3feluTh HOPMATHMBHO-METOJIWYECKYyl0 0asy,
PETYIUPYIONIYIO TOKYMEHTUPOBAHUE TPYAOBOU E€ATETLHOCTH pAOOTHUKOB?

3. I[lo xakuMm BuAaM KJIACCU(UIMPYIOTCS JOKYMEHTHI, MCHOJb3YeMbIe B YIPaBJICHHU
epCOHAIOM?

4. Kakue TOKYMEHTHI Mbl OTHOCHM K JOKYMEHTaM I10 JINYHOMY COCTaBYy?
5. Kakue cocraBismomuye BXOIAT B CTPYKTYPY LITATHOTO paclucaHus?

6. B kakoii cratee TpymoBoro koaekca P® 3apukcupoBaHO MOHATHE KOJUICKTHBHOTO
JoroBopa?

7. Kakue DOKYMEHTHI [0 PEKPYTUHTY nepcoHaia Bel 3HaeTe?

8. KakoBa mocienoBaTeIbHOCTh JOKYMEHTAIMOHHOTO O(OpMIICHUS MpuemMa Ha padoTy
COTpyAHUKA?

9. B ckonbkux sx3eMIuigpax opopmisieTcs: TpyA0BOM 10TOBOP?
10. 3anonuute yHudunupoBanuyw gopmy Ne T-2

Tect paszgesry Ne2

Bompoc 1

B xakoMm HAOKYMCHTC OTPAXCHbI CBECACHU 00 HU3MCHCHUAX, KaCalOIIIUXCA pa6OTHI/IKOBZ

BriOepute ofMH OTBET:
a. B JIONIOJHEHUH K JINYHOM KapTOUYKe pabOTHHKA
b. B nononxenuu x aHkere
C. B JIONIOJHEHHUH K TIPUKa3y

d. B JOTIOJTHEHNH K aBTOOMOTrpaduu
Bomnpoc 2
B ckonbKHX 3K3eMIUISIpax COCTaBISIETCA TPYAOBOM AOTOBOP:

Bribepure ouH OTBET:

C a.b
“ b3
“ e
“d

Bompoc 3



He mo3nHee ckoabkux gHEH CO THS (PAKTUYECKOTO JAOIMYIIEHUS K padoTe TOJKEH OBITh
0 OpMIICH TPYAOBOH JIOTOBOD:

Bri6epute oquH OTBET:

a2
“ b1
“ s
“ a3
Bompoc 4

HepeBozL pa6OTHI/IKa Ha Jpyryro pa60Ty 110 THUIIMaTHUBC pa6OTOI[aTCJ'I$I OCYHICCTBJISICTCA Ha
OCHOBAHHH:

BriGepute ouH OTBET:
a. CIIy’)KCOHOMU 3aITUCKH
b. npencraBienus
C. mpHKasa

d. 3asBieHuUs
Bompoc 5
KTo 3amonuser muyayo Kaprouky T-2:

BriGepute oauH OTBeT:
a. COTPYIHHK OT/ela KaJJpoB
b. paboTHHK
C. HAYAJTLHHK OTJIeJIa KaJPOB

d. pykoBoauTENb MTOAPA3ICTICHUS
Bomnpoc 6
B ckonpkux sx3eMIusipax ohopMIIseTcs: aBAaHCOBBIN OTYET:
Bri6epute oguH OTBET:

“ o



b. 3
C c.2
“d
Bomnpoc 7

Kako# JOKyMeHT Ipuiaraercs K aBaHCOBOMY OTYETY:

BriOepuTe oauH OTBET:
a. KOMaHINPOBOYHOE YIOCTOBEPEHHE
b. mpuka3 0 KOMaHAUPOBAHUU

C. ciy>)xeOHOe 3a/1aHne
Bormpoc 8
B xakux JHSX MCUUCISIETCS MPOJODKUTEIIEHOCTE OCHOBHOTO U JIONIOJHUTEIBHOTO OTITYCKOB:

Bribepute 0MH OTBET:
a. paboYHX U KaJeHAapHBIX
b. pabounx
C. Ball OTBET

d. kaneHIapHbIX
Bomnpoc 9

MuHrManbHast NPOAOIKUTEIBHOCTD €KEr0JHOTO OTIAYMBAEMOr0 OTITYCKa B COOTBETCTBUU C
TK P® cocrasnser:

Bribepute oauH oTBeT:

a. 40 pabouux aHeil
b. 48 pabouux nneit
C. 28 pabouux aHel

i'" o
d. 28 kanmeHmapHbIX AHEH



Ilpakmuueckoe 3a0anue 2

1. B kakoii crarbe TpynoBoro kojekca P® roBopuTcsi 0 TOM, UTO «TPyJ0Basg KHUXKKa
YCTaHOBJICHHOTO 00pasiia SBISETCS OCHOBHBIM JIOKYMEHTOM O TPYAOBOH JAEATEILHOCTH U
TPYZOBOM CTa)ke pabOTHHKA»?

2. Ilpu BemeHUW TPYIOBBIX KHMKEK HEOOXOIMMO coOIoAaTh pan TpedoBanmii. Uto
OTHOCUTCS] K TaKUM TpeOOBaHUAM?

3. Kakue cBenenuii (3anuceil) BHOCST B TPYAOBYIO KHUKKY ?

4. OdopmiieHre caMoil TpyJOBOW KHI)KKH B COOTBETCTBHM C 1. 8 [IpaBwmi BemeHus u
XpaHEHUs TPYAOBBIX KHHUKEK OCYIIECTBIISIETCS padoTojaTeieM WU  JIPYTUM  JIMIIOM,
o0JyafaomuM MpaBOM BeIEHUS KaJpOBOTO JEJONPOU3BOJACTBA B OpraHU3alluu (Hampumep,
KaJIPOBBIN JIETIONPOU3BOIUTEND, JUPEKTOP MO MEPCOHATY U T.JI.) IPOUCXOJIUT B KAKUX CIIydasix?

5. Ha ocHOBaHMHU, KaKuX JOKYMEHTOB pabOTOJATENb OJKEH BHOCHTH BCE JAaHHBIE O
paboTHHKE B TPYIAOBYIO KHIKKY corjacHo 1. 9 I[lpaBui BeneHHMs U XpaHEHHUS TPYAOBBIX
KHIKEK?

6. B xakoil mocnenoBaTeabHOCTH 3alojiHIeTC TPyJIoBas KHWXKKA (JaThb pa3BEPHYTHIN
OTBET)?

7. Yto MBI Ha3bIBaeM AyOJTUKATOM TPYJOBON KHUKKH?
8. Korna odopmisieTcss BKIAABIII B TPYJOBYIO KHIKKY?

9. Kak ocymiectBisercs ydyeT M XpaHEHHE TPYAOBBIX KHIKEK U UX OJIaHKOB(IaTh
pa3BepHYTHIH OTBET)?

10. Kak hopmupyercst tuuHOE €10 padOTHUKA (1aTh pa3BepHYTHIA OTBET)?

11. Knaccupunupyidte ITOKYMEHTBI, XapaKTepHU3YIOLIMe JBHXXEHHE KaJpoB (IaTb
pa3BepHYTHII OTBET)?

12. Kak onpeznensier TpynoBoit konekc PO ciayxeGHyt0 KOMaHTUPOBKY?
13. OnuuuTe ycnoBus U NOPSAAOK NMPEAOCTaBICHUS OTIIYCKOB, U UX O(pOpMIIEHHE.

14. Kak ocy1iecTBisieTcs: pacTOp>KeHUE TPYAOBOTO JOTOBOpa U 0(OPMIIEHUE YBOJIbHEHUS
paboTHUKa (J1aTh pa3BEepHYTHINA OTBET)?

15. Kak ocymiecTBisieTcsi JOKYMEHTHPOBAaHUE OLIEHKHU JESITEIbHOCTH IepcoHana?
16. OnuimuTe NOpsAIOK MPOBEAECHUS U 0OPMIIEHHS aTTeCTallui paOOTHUKOB.

Tect k pasneny Ne3

Bomnpoc 1

Kakoii BuJ oTiycka MOXeT OBbITh ITPeIOCTaBlIeH PA0OTHUKY IO CEMEHHBIM 00CTOSTEIbCTBAM
WJIN IPYTUM YBaKUTEIbHBIM IIPUYNHAM:

Bribepute oauH OTBeET:
a. €KETOAHBI OCHOBHOM OIUIAYMBAEMBIN OTITYCK U JIOIIOJHUTENBHBIN OTIYCK
b. oTmyck 6e3 coxpaHeHus collepKaHus

C. €KErOJIHbII OCHOBHOM OIJIaYMBAEMBIN OTITYCK



d. TOTIOTHUTENBEHBIN OTITYCK
Bomnpoc 2
Kak ocymiecTBisieTcsi BA3UPOBAHUE 3asBICHUSI 00 YBOJIBHEHUH PaOOTHHKA:

Bri6epute oquH OTBET:

a. pPyKOBOJUTEIb CIIYKOBI KaJAPOB, PyKOBOJUTEIb CTPYKTYPHOTO MOpa3ICICHHUS,
Oyxrairep, pyKOBOJIUTENIb OpraHU3aluu

b. pykoBOAMTENb CTPYKTYPHOTO MOAPA3Ie/ICH S, PYKOBOIUTEIb CIYXKOBI KaJpOB,
PYKOBOAMTEIb OPraHU3aIUN

C. pyKOBOJUTEINb CTPYKTYPHOTO MOpa3ieieH s, OyXranTep, pyKOBOAUTEb CIIYKOBI
KaJpOB, PYKOBOJIUTENb OPraHU3alu1

d. pyKoBOIHTEIb CITY)KOBI 0€30MaCHOCTH MPEANPUATHS
Bompoc 3
Kakoli 1eHb cuutaercst THEM YBOJIbHEHUS paOOTHHKA!

Bribepure OMH OTBET:
a. 5 neHb
b. neup nomaun 3aaBieHUs
C. JIEHb MOJIyYEHHUS TPYAOBON KHIKKH

d. mocnemHuii 1eHb pabOTHI
Bompoc 4

B xakoM JOKyMEHTE IIPOIUCHIBAIOTCS CPOKH IIPOBEIECHU aTTECTAllUU, YCTAHABIMBAETCS
nepevyeHb pabOTHUKOB, OJUICKALINX aTTeCTAllUU, YTBEP)KIAeTCs COCTaB aTTECTallMOHHOM
KOMUCCHH, TpaUK MPOBEACHUS aTTECTALINU:

Bri6epuTe 01uH OTBET:
d. B IOCTaHOBJICHUH
b. B mpukaze
C. B CIIy’KEOHOM 3aIUCKe

d. B mostoxxeHun



Bormpoc 5
Pe3ynbTathl arTecTaliui 3aHOCSTCS B!

Bri6epute oquH OTBET:
a. IPOTOKOJI 3aCE/IaHUs aTTECTALIMOHHON KOMUCCUU
b. arTecTalinOHHYIO KAPTOUYKY
C. aTTeCTAllMOHHLIN JIMCT

d. TPYIOBYIO KHIKKY
Bormpoc 6
Kakum o6pa3zom ocymectBnsiercs Beaenue hopm T-2 u T-4:

Bri6epute ouH OTBET:
a. (hopma T-4 3anonHseTcs 1O KeTaHUI0 pabOTHUKA
b. popma T-4 Benercs Bmecto dopmbl T-2
C. hopma T-4 Benercs Hapsaay ¢ popmoii T-2

d. bopma T-4 sBsieTcst 00s13aTeIBHON
Bompoc 7
Kakas Hagnuch aenaercst Ha TpyAOBOM KHHMXKKE, TPUIIEAIIEH B HETOJJHOCTD:

Bri6epute ouH OTBET:
a. TpyJ0Basi KHM)KKA MPUIILJIA B HETOJAHOCTh
b. BbIIaH qyOnHMKaT TPYAOBOW KHIKKU
C. BbIJIaH 1y0OMKar

d. B3aMeH BbIIaH QyOIHKAT
Bompoc 8
[Tpu nepeBoie paboTHHKA Ha IPYTYIO pabOTy B HOBYIO OpTaHU3AIIHIO:

Bribepure ouH OTBET:

d. JMYHOE EJI0 HE NEPeaacTCsAa U BHOBb 3aBOJAMTCSI HA HOBOM MECTEC



r
b. muunoe ACJI0O YHUYTOXKACTCA

C. JIMYHOE €0 IIepeaacTCsa Ha HOBOE MECTO pa6OTBI

d. mnyHOE 11eNo MmepegacTes Ha HOBOE MECTO PabOThI M TaM YHHYTOXKAETCS
Bormpoc 9
IToka HeT oTBETa
Ecnu B Tpya0BY10 KHMKKY BHECEHA HEMTPaBUIIbHAS 3alIMCh, KAJIPOBUK JOJIKEH:

Bri6epute oquH OTBET:
a. 324epKHYTh HEBEPHYIO 3aIIMCh, & PSJAOM HAIUCATh IPABUIIbHYIO
b. 3aBecTH HOBYIO TPYJIOBYIO KHHKKY

C. MpHU3HATh HCBCPHYIO 3alIMCh HGHCﬁCTBHTGHLHOﬁ M BHCCTU MPABUJIBHYIO 3aIIMCh

-~
d. HMYero He MpeNPUHIUMATD

Bormpoc 10

Ecnu paGoTHUK HET B OUepeIHOM OIIaunBaeMblii OTITYCK, a cpa3y MOCje HEro B y4eOHbIi
OTITYCK, MOKHO JI1 00a OTIycKa 0(hOPMUTH OJHUM MPUKA30M?

Bribepute oauH OTBET:
a. CKOopee MOKHO, YeM HeNb3s
b. ma, MOXHO, JJIs1 TOTO CYIIECTBYET clieluanbHas Gopma mprukasa
C. MOXKHO TipuKa3zoM 1o ¢opme NeT-15

d. Her, HeMB3A

Koumponvnasa paboma

Heo6xoaumo 3amonHuTh Bce yHU(DUIIUPOBaHHbIE (JOPMBI B 3JIEKTPOHHOM BHUJE, U BCE
yTto BBl OymauTe 3amonHsATh, 3TO OTMe4aiTe KypcuBoM. KOHTpoipHYIO paboTy HE0OX0IUMO
opopMUTH B HaJIeXKalleM BHAE, a HMMEHHO HEOOXOOMMO OQOPMHTH TUTYIBHBIM JHCT C
3arojIOBOYHOM 4YacThbl0 M HAUMEHOBAaHUEM BHUAA PabOThI, MECTOM COCTaBJICHHUS M OTMETKOU O
BBINOJIHEHUH U TpoBepke Bameil pabotel. Bee ynudunupoBanusie (GopMbl MOXHO HAWTH T10
cepuike: http://newlms.magtu.ru/mod/assign/view.php?id=299286



http://newlms.magtu.ru/mod/assign/view.php?id=299286

HTrorosslii Tect 1o 1 cemecTpy
Bompoc 1
Kakune 1oKyMeHTBI OTHOCATCS K OpraHU3allMOHHO-KAaIPOBOM JTOKYMEHTALUHU:

Bri6epute oguH OTBET:
a. ycraB

b. monokeHue O CTPYKTYpHOM MOJPa3ICICHUH, HHCTPYKIIHUS MO JCIONPOU3BOICTBY,

AOJDKHOCTHBIC MHCTPYKIUH, ITOJIOKCHUEC O KaﬂpOBOﬁ CJIy>K6C

C. IITaTHOC pacIMCaHue, MpaBujia BHYTPECHHETO TPYJAOBOTO pacnopsaaKa, IOJ0XKECHUE O

CTPYKTYPHOM IOAPA3ACIICHUHN, JOJZKHOCTHBIC HHCTPYKIIUN

d. mraTHoe paciiuCaHue, MpaBujia BHYTPCHHETO TPyAOBOI'O pacCIloOpsAKa, HHCTPYKIUA

IO JISIIONTPOU3BOJICTBY, JODKHOCTHBIC MHCTPYKITHH
Bormpoc 2
[TpomomkuTe onpenenenue: MTaTHOE PACIIMCaHue — ITO

BeiOepute oauH OTBET:

a. BHYTpeHHI/Iﬁ aKT, W3J1aBac€MbIii B HEIIX perilaMCHTallun  OpraHu3alflMOHHO-

IIPABOBOI'0O MOJIOKEHUSI pAOOTHHUKA

b. BHyTpeHHHMI aKT OpraHM3alud, B KOTOPOM 3aKpEIUIIETCS JODKHOCTHOW |

YUCJICHHBIM COCTaB MPEANPUITHS C YKazaHueM (PoH/1a 3apab0THOM IJIAThI

C. MPaBOBOW aKT OpPTraHM3aIli{, YCTAHABIMBAIOUIUN JTOJKHOCTHOW COCTaB, (YyHKIIWH,

IpaBa U B3aUMOOTHOIIICHUS pa60THI/IKOB Apyr C Apyrom

d. BHEIIHMIT dKT, B KOTOPOM 3aKpCIIACTCA JIOJDKHOCTHOM M YMCJICHHBIM COCTaB

MPEANPUITHS ¢ YKazaHueM (HoHIa 3apad0THOM TIIaThI
Bomnpoc 3
Yto Takoe «IpaBuiia BHYTPEHHETO TPYAOBOIO pacTOpsiiKa»?

Bribepure ouH OTBET:

a. BHYTPEHHUH aKT, QUKCUPYIOIINN ATAIBI TPYIOBOU ACATEIBHOCTH PAOOTHHKOB



b. mokambHBI HOPMATHBHBIA aKT, PETJIAMEHTHPYIONIHUH MOPSAAOK MpHEMa |
YBOJIbHCHUA pa60THI/IKOB, OCHOBHBIC ITpaBa, O6H33HHOCTI/I N OTBCTCTBCHHOCTL CTOPOH TPYAOBOI'O
JIOTOBOPA, PEeXHUM pabOTHI, BpeMsl OT/bIXa, a TAK)KE WHBIE BOMPOCHI PEryJIUPOBAHUS TPYIOBBIX

OTHOILEHUN
C. BHEIIHUH aKT, (PUKCUPYIOMINHI 3Tabl TPYIOBOM AEATEILHOCTH paOOTHUKOB

d. HpaBOBOﬁ aKT, I/IS,HaBaeMHﬁ B OCIIX periaMCHTalluHu OpPraHu3alliOHHO-IIPABOBOI'O
ITOJIOKCHU A pa6OTHI/IKa, €ro 06ﬂ3aHHOCTeﬁ, InpaB M OTBETCTBECHHOCTH H O6€CH€‘IHB3IOHlHI>'I

ycioBHs 11 ero () PeKTUBHOM pabOTHI
Bompoc 4
[TonoxeHne o CTPYKTYPHOM IOJIpa3/ICICHUN ONPEICIIseT:

Bri6epute ouH OTBET:
a. TpyIOBbIE 00513aHHOCTH, (DYHKIIMH, TIPaBa H OTBETCTBEHHOCTh PadoTOMaTENs

b. MecTo CTPYKTYpHOTrO HOAPA3[eICHUs] B OPraHU3AlMOHHOW CUCTEME MPEIIPHUSITHUS,
€ro Leau W 3aJayd, IpaBa M OOA3aHHOCTU PYKOBOAMTENEH U COTPYAHHKOB CTPYKTYPHOI'O

HOJIpa3/IeIeHUsI

C. opra"u3anuio pabOThl TMPEANPHUSNTHS, B3aUMHBIE OOS3aHHOCTH PAOOTHUKOB U
aIMUHUCTpAIIMH, TOPSJAOK MpHUeMa M YBOJbHEHUS PaOOTHUKOB, MPEIOCTaBICHUE OTITYCKOB,

KOMaHIUPOBAHUE

d. TpyoBbie 00513aHHOCTH, (PYHKIINH, TPaBa U OTBETCTBEHHOCTh PAOOTHHKOB
Bompoc 5

Kakne u3 mnepeyucieHHbIX JOKYMEHTOB HCHOJB3YIOTCA NpuU OG(OPMIIEHHMH TpHeMa
paboTHHKa Ha paldoTy:
BriGepuTe oaMH MM HECKOIBKO OTBETOB:

-
a. IPOTOKOJI

"
. YBCI[OMJ'ICHI/IC

C. JOoKJIagHas 3aruckKa

" d. mramas KapTtouka T-2
b e npUKa3
=

f. TpynoBoii goroBop

Bompoc 6



[IponomxkuTe onpeneneHue: pe3roMe — TO

Bri6epute ouH OTBET:

a. TOKyMEHT,  OTpaXKalolluii  npocb0y  WIM  OpejIokKEHHe,  aJpPECOBAHHOE
JOJKHOCTHOMY JIMLLY MJIU TIPEIIPUSITHIO

b. COBOKYITHOCTh JOKYMEHTOB, COJICPIKAIINX CBEICHHS O PAOOTHHUKE

C. IOKYMEHT, COJEp>Kallhii KpaTKue CBEIACHHsI aBTOOHOrpadUUecKOro XapakTepa,
3aIoJIHSIEMbIN MPU TPYAOYCTPOUCTBE

d. COBOKYITHOCTb JOKYMCHTOB, COACPKalllUX CBCACHUSA O pa60T0)IaTCJIC

Bormpoc 7

B kakom AOKYMCHTC OTPa’XCHbI CBECACHU A 00 U3MCHCHHAX, KaCaroInuXxcs pa6OTHI/IKOBZ

Br16epute oquH OTBET:
a. B JIONIOJIHEHUH K MTPUKA3y
b. B momosHenuu k aBroduorpadun
C. B JIOTIOJIHCHHUM K aHKETE

d.s JIOTIOJTHEHUH K JIMYHOM KapTO4YKe pa6OTHI/IKa

Bomnpoc 8

B cKoIbKHX 3K3eMIUISIpax COCTaBISIETCS TPYAOBON JOTOBOP:

BeiOepute oauH OTBET:

~

a.5

“ b

“ o2

“ a3
Bompoc 9

He mo3nHee ckonbkux mHEH co MHA (AKTUYECKOTO JOMYIICHUS K paboTe JOKEH OBITh
0 OpMIIEH TPYAOBOH JTOTOBOD:
Bri6epute oguH OTBET:

C a. 3



b.2

“ e

“ 45
Bomnpoc 10

[TepeBon paboTHHKA Ha JIPYryi0 pabOTy MO MHUIMATUBE pabOTOJATElNs OCYIIECTBISETCS
Ha OCHOBaHUMU:

Bribepure oauH OTBET:
a. CIIy’)KCOHOM 3aITUCKH
b. npexncrasnenus
C. 3asBJICHUSA
d. mpukasa
Bompoc 11
Kro 3anonuser nuunyro kapTouky T-2:
Boi6epuTe ouH OTBET:
a. pabOTHUK
b. pykoBoauTenh MOApa3ICICHUS
C. HaYaJIbHUK OTJIeNa KaJpoB
d. coTpyaHUK OT/Ea KaJpOB
Bomnpoc 12

B ckonbkux sk3emiusipax oopMiIsieTcsl aBaHCOBBIIM OTYET:

Bribepure ofuH OTBET:

© a. 3
“ b4
O c.2
“ 41

Bomnpoc 13



Kaxoif TokyMeHT npuiaraercsi K aBAaHCOBOMY OTYETY:

Bri6epute ouH OTBET:
a. MpUKa3 0 KOMaHIUPOBAHUH
b. KOMaHAMPOBOYHOE yIOCTOBEPEHHE

C. CJ'Iy>KC6HOC 3aJaHHucC

Bompoc 14

B kakmx JHAX HCUHUCIACTCA HNPOAOJDKHUTCIBHOCTE OCHOBHOI'O MW JOIIOJIHUTEIIBHOI'O

OTITYCKOB!:

Bri6epute ouH OTBET:
a. pabouYnX M KaJeHIAPHBIX
b. kanmengapHBIX
C. BaIll OTBET

d. pabounx
Bompoc 15

MunumansHas MPpOAOJIKUTCIIBHOCTD CXKCTOJHOTO

coorBeTrcTBUU ¢ TK P® cocrasnser:

Boi6epuTe ouH OTBET:

a. 40 pabounx qHEH

C b. 48 pabouux aHei
i’_‘ o
C. 28 pabounx gHE
- o
d. 28 kaneHmapHbIX THEH
Bomnpoc 16

Kakoit Bua oTmycka MOXKET OBITh MPEAOCTaBIICH

00CTOSITENHCTBAM WM APYTUM YBaKUTEIbHBIM IPUYUHAM:

Bri6epuTe ouH OTBET:
a. IOMOJIHUTENbHBIN OTITYCK

b. exxeroHbIi OCHOBHOM OITAYMBAEMBIH OTITYCK

OIJIa4ynuBacMoro

paboOTHUKY TIO

OTITYCKa B

CEMENHBIM



C. ©KEroJIHbIi OCHOBHOM OIIAYMBAEMBIN OTIYCK U JIOTIOJHUTEIbHBIA OTITYCK

d. orniyck 6e3 coxpaHEeHHUs COACPIKAHUS
Bompoc 17
Kaxk ocyriiecTBisieTcs BA3UPOBAHUE 3asBICHUS 00 YBOJIbHEHHH PAOOTHUKA!

Bribepure oauH OTBET:

a. pYKOBOJUTENIb CTPYKTYPHOTO TOJpPA3JEICHUsl, PYKOBOJUTEIh CIYXKObI KaJpoB,
PYKOBOJMTEIb OpraHu3aluu

b. pykoBoauTEINb CITY:KOBI 0€30MACHOCTH TIPEAIPUSITHS

C. pyKOBOJIMUTEIb CJ'Iy>K6LI KaJIpOB, PYKOBOJUTCIIbL CTPYKTYPHOI'O IIOAPA3ACICHUS],

Oyxrairep, pyKOBOJIUTENb OpraHU3aluu

d. pyKOBOJMTENIb CTPYKTYPHOTO TOJApA3/CICHHs], OyXranrep, pyKOBOJIUTENb CIYKObI
KaJIpOB, PYKOBOJUTENh OPTaHU3ALIUN

Bompoc 18
Kakoli n1eHb cuutaercs JTHEM YBOJIbHEHUS paOOTHHKA!

Bribepute oauH OTBET:
a. 5 IeHb
b. neHp monydeHus TPYA0BOH KHIKKH
C. IGHb MOJIa4H 3asBJICHUS

d. mocneaHMii 1eHb PabOTHI
Bonpoc 19

B xakom JOKYMCHTC ITPOIMHMCBIBAOTCA CPOKH IMPOBEACHUA aTTCCTAllMU, YCTAHABJIMBACTCA
MEPCUCHDb pa6OTHI/IKOB, nomIC)Kalux arreCrauu, YTBEPXKOAACTCAd COCTaB aTTeCTaHHOHHOfI

KOMUCCHH, TpaUK MPOBEACHUS aTTECTALINU:

Bribepure ouH OTBET:
a. B TIOCTaHOBJICHUH
b. B mpukaze
C. B CIIyKCOHOM 3aIUCKe

d. B mosoxxeHuu



Bomnpoc 20
Pe3ynbpTaThl aTTECTAIIMU 3aHOCSTCS B!

BriGepuTe 01uH OTBET:
d. aTTCCTAllMOHHYIO KapTOYKY
b. mpoToko 3aceaHus aTTECTAlMOHHON KOMUCCUU
C. TPYyAOBYIO KHMIKKY

d. aTTecTanMOHHBII JTHCT
Bomnpoc 21
Kakum o6pa3zom ocymectBisiercs Beaenue popm T-2 u T-4:

Bri6epute ouH OTBET:
a. popma T-4 3amonHsIeTCS 1O JKETAHUIO PAa0OTHUKA
b. popma T-4 Benercs BMecto dopmbl T-2
C. hopma T-4 sBisiercs o0s3aTeIbHON
d. popma T-4 Benercs Hapsiny ¢ popmoit T-2
Bomnpoc 22

Kaxkas HaAIIuCh ACJIAaCTCA Ha pr,I[OBOﬁ KHHIXKC, npmue/:[meﬁ B HCTOOHOCTD.

Bri6epuTe ouH OTBET:
a. BbLAAH TyOnIMKaT
b. BbImaH qyOaMKaT TPYJAOBOW KHIKKH
C. TpyZOBasi KHM)KKA IPUIIA B HETOAHOCTh

d. B3aMeH BbIIaH TyOIHKaT
Bomnpoc 23
Ipu mepeBoe pabOTHHUKA Ha APYTYIO pabOTy B HOBYIO OpTaHH3ANHIO:
Bribepure o1H OTBET:

d. JINYHOC JICJI0 YHUYTOXKACTCA

b. muuHOE nemo mepeaaeTcss Ha HOBOE MECTO PabOThI



C. IMYHOE JEJI0 MepeaaeTcsi Ha HOBOE MECTO PadOTHI M TaM YHUUTOXKAETCS
~
d. TM4YHOE /1eJ10 He IepeaacTCcsl U BHOBb 3aBOANUTCS Ha HOBOM MECTE
Bomnpoc 24

Ecimu B TPYAOBYIO KHM)KKY BHECCHA HEIIPABUJIbHAA 3aIlIMCh, KAAPOBUK JOJIXKCH!:

Bribepure oauH OTBET:
a. 3a4epKHYTb HEBEPHYIO 3aIHCh, a PSIIOM HAIIKCATh MPABUIIbHYIO
b. mpu3HaTH HEBEPHYIO 3aMUCh HEJICHCTBUTEIBHOM U BHECTH TIPABIIIBHYIO 3aITUCh

C. 3aBECTU HOBYIO TPYJIOBYIO KHUXKKY
-
d. HMYero He MpeNPUHIUMATD

Bormpoc 25

Ecnu paGoTHHK HIET B OUYepeHON OIIauuBaeMBblil OTITYCK, a Cpa3y MOCie HEero B y4eOHbIN

OTIYCK, MOKHO JI 00a OTITyCKa 0()OPMHUTH OJTHUM MTPUKA3ZOM?

BriGepure oauH OTBeT:
a. MO’KHO mpuKa3oM 1o gopme NeT-15
b. Her, HENB3s
C. J1a, MOXHO, JUIsl 3TOTO CYIIECTBYET CrelnanbHas popma mpHukasza

d. CKOpPCC MOXKHO, UYEM HCJIb35

8 cemecTp

Ilpakmuueckoe 3a0anue 1 (8cemecmp)
1. Ilepeuncnnre OCHOBHBIX IOTOKA JOKYMEHTOB.
2. B yem 3akmtouaercs nepBuuHas 00paboTKa MOCTyNaroIel KOppecnoHIeHIIUU?
3. KeM npoBoauTCs MPEIBAPUTEIBHOE PACCMOTPEHUE JOKYMEHTOB?
4. Ilepeuncanre NOPsIOK MPOXOKAECHUS UCXOAIMUX JOKYMEHTOB.

5. CopmynupyiiTe MOHATHE PETUCTPALIHS TOKyMEHTa?



6. [Iponomxkure ¢pa3y «MHaekcamnus TOKyMEHTOB - 3TO. ..

7. llepeuncnure NpyU3HAKU 3aBEIACHUS JIEI.

8. OnmimuTe mporeaypy oOpaboTKH Jiena 1Mo JHYHOMY COCTaBY.
9. Onumute npoueaypy COCTaBICHHS OMUCH.

10. Kyna nepenatorcs ie1a MOCTOSHHOTO CPOKa XPAaHEHUS! B YCTAHOBJIEHHOM IOPSIKE U3

BCAOMCTBCHHBIX apXI/IBOB?

Tect k paznemy Nel

Bompoc 1

IToka HeT oTBeTa

be3omnachbie ycnoBus Tpyaa 3To. ..
Bri6epute oquH OTBET:

a. yCIIOBHS TPyJa, NPU KOTOPBIX BO3JACHUCTBUE HA PaOOTHUKOB BPEIHBIX U (MIIM) OMACHBIX
MIPOU3BOJICTBEHHBIX (DAKTOPOB HCKIIOYEHO JTHMOO HE IMPEBBIMIACT YCTAHOBICHHBIC HOPMATHBBI
(ct. 209 TK P®D)

b. yCJIoBusA Tpyda, HC CBA3aHHBIC C PUCKOM JJIS1 2JKU3HU U 300POBBA YCIIOBUA TPpyda
C. ycoBuA Tpyda CBsI3aHHBIC C PUCKOM ISl JKM3HH

d. ycnoBus Tpyaa, mpu KOTOPBIX COOJIIOIACTCS TEXHUKA 0€30ITaCHOCTH
Bomnpoc 2
HenopmupoBanHblii pabouuii 1eHb 3TO. ..
BeiGepute oauH OTBET:

a. 110 TPakJaHCKO-IIPaBOBOMY JOTOBOPY
b. paboTta B upe3BbIUAHBIX 0OCTOATEIBCTBAX

C. paboTa 3a npejesiaMyu HOpMaJIbHON POAOIKUTEIBHOCTH pabOyero BpeMeH!

d. paboTa B mpezenax pabodero qHs
Bomnpoc 3
[TponomKUTENLHOCTD €XKEAHEBHOW pabOThl (CMEHBI) Al paOOTHUKOB B Bo3pacTe oT 15 g0 16
JeT:
Bribepute oauH oTBeT:

a. 5 yacos
b. 6 vacos
C. 4 yaca

d. 7 yacoB
Bormpoc 4
JlokanbHbIE HOPMATHUBHBIE AKTHI ATO. ..
Bri6epute oguH OTBET:

d. JIOKYMCHTBHI JUId CJ'I}’)KC6HOF0 IIOJIb30BaHUA

“



HOPMAaTHBHBIE aKThl, COIEPIKaIIMe HOPMBI TPYJOBOTO MpaBa, IpUHUMaeMble paboToaTeieM
C. IOKYMEHTBHI TOJIBKO JUIsl COTPYIHHUKOB OTJIEJIa KaJpOB

d. TOKyMEHTBI JIs1 HE CITY>KEOHOT'O MOJIb30BaHUS
Bompoc 5
3asBieHHE O IpUeMe Ha PadoOTy CIEIyeT alpecoBaTh. ..
BriGepute ouH OTBET:

a. pYKOBOJUTEIIO OpraHU3aluu
b. HadaNBbHUKY OT/IeNa KaJIpOB U PYKOBOJIUTEIIO MOJIpa3AeICHUS
C. COOCTBEHHUKY MPEANIPUATHUS

d. B oTzen kaxpoB
Bormpoc 6
3ampenaercs: HarpaBJsATh B CIyKeOHble KOMaHIUPOBKU:
Bri6epute ouH OTBET:

a. CHIIIH, UMEIOIUX JIETEeH B BO3pacTe /10 5 JieT 6e3 ux cornacusi, 0epeMeHHBIX KEHIIH
b. paboTHKKOB B Bo3pacte 10 19 et
C. pabOTHUKOB B Bo3pacte 10 17 ner

d. paOOTHUKOB TIEHCHOHHOTO BO3pacTa
Bompoc 7
TpynoBoit 10roBop ¢ pabOTHUKOM BCTYIAeT B CUILY ...
Br16epute ouH OTBET:

a. cpa3y 1ocJe MoJANKUCaHus €ro pabOTHUKOM

b. ¢ matel, yka3aHHOI B TPyI0BOM JIOTOBOPE
P
C.
C MOMEHTa (PaKTHYECKOro JOoIycKa K paboTe ¢ BeloMa WX 110 IOPYYEHUI0 paboToaTeNns

d. cpa3y mocie moanucaHus ero pabOTHUKOB
Bompoc 8
HcnbITaTenbHbIM CPOK MOXKET OBITh YCTAHOBIIEH:
Bri6epute ouH OTBET:

a. IO COTJIAIICHHIO CTOPOH
b. mo yemorpenuro paboroaarens
C. He OoJiee IBYX MECSIIEB

d. He GoJsiee Tpex MecsIeB
Bompoc 9
TpynoBast KHHXKKA BbITaeTCsl paOOTHUKY Ha PYKH:
Bribepute oauH oTBeT:

a. TIOCJIe PacTOPXKEHHSI TPYI0BOTO JOTOBOPA
b. moce 3akirOUeHUs TPYAOBOTO JOTOBOPA
C. 110 €ro MMUCbMEHHOMY O TOM 3aIlpoCy B JIF000E BpeMst

d. 1o 3aKirOUEHUS TPYIOBOTO JOrOBOpa
Bomnpoc 10
JIOKyMeHT, (PHKCUPYIOIIUI COTJIAICHHe CTOPOH OO0 YCTAaHOBJICHUH TPYJIOBBIX OTHOIICHUH W
PEryIUpPYIOIINNA UX, HA3bIBACTCA ...
Bri6epute oquH OTBET:



a. TPY/IOBBIM JJOTOBOPOM
b. Tpyn0BBIM KOZEKCOM

C. TPYJIOBOM KHUKKOM M TOJIKHOCTHOM UHCTPYKIUEH

TN

d. mpuKa3om 1o JUYHOMY COCTaBY
Bompoc 11
[Tpukasbl MO JIMYHOMY COCTABY XPAHSTCA ...
BriGepute oauH OTBET:

a. BMECTe C IpyTUMU KaJPOBBIMU JOKYMEHTAMU
b. rpynmupyroTCst B OTAEIBHOE JEII0
C. B JINYHOM JIeJie COTPYIHUKA

d. Ha pykax y cOTpy/AHHKa
Bompoc 12
Pabouee mecto — 3T0:
Br16epute ouH OTBET:

a. MECTO €ro MOCTOSHHOTO MECTOHAXOXKICHUS Ha paboTe
~
b. mecTo, rie paboTonarens Bceraa MOKeT 3acTaTh pabOTHHKA
C. MECTO, I7ie paOOTHUK JOJDKEH HAXOAUTHCS B CBSA3H € ero paboueil GpyHKIuei

d. TeppuTOpUSI HPEIIPHUSITHS, C KOTOPBIM PAOOTHHK 3aKJIIOYMI TPYAOBOI J0rOBOP
Bomnpoc 13
Konuu nokymMeHTOB, KOTOpbIe paboToAaTeNb 00513aH BbIJATh PAOOTHUKY IO €ro
Bri6epute ouH OTBET:

a. CIpaBKy O HAIMYHH JIbTOT

b. nuceMeHHOMY 3asBICHHIO

P
C. cupaBKy 00 ymuiaTe mpo(cor03HBIX B3HOCOB
P
d. KOmHIO MpHKa3sa o mpueMe Ha padboTy
Ilpakmuueckoe 3a0anue 2 (8 cemecmp)
1. OnwumuTe mporece NOArOTOBKH KaJpOBBIX JOKYMEHTOB K apXUBHOMY XPaHEHUIO.
2. [Tponomxure dhpazy «Ixkcnepmuas KOMUCCUA. . .
3. Onummre nporecc ohopMIeHHS ena.
4. OnwumuTe mporece nepeaadn ael Ha apXUBHOE XpaHEHHE.
5. 3anonHuTe TAOIUILY
OTK/I0HEeHUA or YCTAHOBJIEHHOI'O Kox
JdoxymeHT
peKRIMa BykBennbiilludposoii
[TponomkUTENHLHOCTh PabOThl B JTHEBHOE
— ? ?
BpeMs
? ?
[IponomwkutensHOCT paboTel B HOuHOE[IpHKa3




BpeMs

[PYKOBOAMTEIIA
OpraHu3anyuu 0
[IPUBJICYCHUU K

padote

Pabora B BbIXOAHBIE U NIPA3JHUKU

[Tpuka3
[PYKOBOJHUTENS
OpraHu3aIu 0
[PUBIICYCHUN K|

padote

CaepxypouHas pabora

IIpukas
[PYKOBOAMTEIA
OpraHu3auu 0
[IPUBJICUCHU U K|

pabote

[TponomKuTenbHOCTh pabOThl  BaXTOBBIM

CJ'Iy>Ke6HaSI KOMaHJAUPOBKa

?
METOIOM
[Tpukas 0
HaIlpaBICHUU B

KOMaHJIUPOBKY  C
IO CBHIO
[paboTHUKA,

o opMIIEHHOE
KOMaHJIHUPOBOYHOE
[YIIOCTOBEpEHHUE,
CITyeOHOe 3a7aHue

11 OTYET O €ro

IToBeITIIEHME KBaJ'H/I(i)I/IKaHI/II/I C OTPBIBOM OT

paboTHI

BBIITOJIHCHUHU
[Ipukas 0
HaIpaBJICHUN HA

KYPCHI TIOBBITIICHHS
KBaJTA(DUKAITH C
1O JITACHIO

[pabOTHHKA




IloBpImICHHE KBaJ'II/I(l)I/IKaHI/II/I C OTPBIBOM OT

paboThI B APYroil MECTHOCTH

[Ipukas 0
HaIIPaBJICHUN Ha)|
KYpPChl TTOBBIIICHHS
KBaTH(UKALTII C
[10/IITHCHIO
paboTHUKA

[Ipuka3 06 ormycke

Exxeromupiii OCHOBHOW  OILIAYMBAE€MBbIN
C MOJIITHUCHIO
OTITYCK
[pabOTHHKA
[Ipuka3 06 oTmycke
E>xeronnbiit IOIOJHUATEIHLHBIN
C MHOIMUCEHIO
OIUIAYMBAEMBINA OTIYCK
[paboTHHKA

[Ipuka3 00 oTmycke

oOyJaronuxcsi 0e3 OTpbIBa OT MPOU3BOICTBA C

IaACTUYHBIM COXPAHCHUCM 3apIljiaThbl

Y4eOHBIE  OTIYyCK C  COXpaHCHHEM
C MOJNUCHIO
3apIuiaThbl
[paboTHHKA
TpynoBoii 10roBOD,
B KOTOpOM|
CoxkpamieHHas IPOAOKATEIBHOCTH,
[IPONMCaHBI
pabouero BpEMEHU JUISL pabOTHHUKOB,
lycioBust  pabodero

BPEMEHH, IPHUKA3 O
HaIpaBJICHUN HA

oOyueHue

YueOHbIE  OTIyck  0€3  coXpaHeHus

3apIIaThbL

[Tpuka3 06 oTmycke
C MOJIHCHIO

[pabOTHHKA

OTtnyck 1o OepeMeHHOCTH H pojaM B

CBsA3HU C YCBIHOBJICHUEM HOBOPOXACHHOI'O

pedeHka

bonbHUYHBII TUCT

Otnyck 1Mo yXxoay 3a peOeHKOM [0

MTOCTHIKCHUS TPEXJICTHETIO BO3pacTa

[Ipuka3 06 ormycke
C MIOJITUCHIO

[paboTHUKA




[Tpuka3 06 oTmycke

Otmyck  0e3  coxpaHeHHs  3apIulaThl ¢

C MIOJITUCHIO
pa3perieHus: paboroaarens

[pabOTHHKA

[Ipuka3 06 ormycke
Otmyck  0e3  COXpaHeHHs 3apIuiaThl  IMPH

C TIOJITUCHIO
YCIIOBHSX, IPEIyCMOTPEHHBIX 3aKOHOM

[pabOTHHKA

E>KeroaHblii  IOMONMHUTENBHBIA ~ OTIYCK  0e3

COXPAaHCHUS 3apIlIaThbL

[Ipukaz 06 ormycke
C MOIHUCHIO

[paboTHHKA

BpemeHnHass ~ HETpPyI0CHOCOOHOCTb (xpome

OBITOBBIX TpaBM, OTIyCKa IO 34

yxomy

0OJLHBIMU U TIO KAPAHTHHY)

BOJILHUYHBINA JTUCT

BpemeHHass HETPYAOCHOCOOHOCTh B CBSI3U C
OBITOBOI TPaBMOIA, 10 yX01y 3a OOJIBHBIMH U 110

KApaHTHHY

CnpaBku
METUITUTHCKIX

YIpEKACHUN

CokpalileHHass MPOJOKUTEIBHOCTh pabouero

TpynoBoii 10roBop,
C

COOTBCTCTBYIOIIMMU|

BPEMEHU YCIIOBUSIMHU, TIPUKa3
[PYKOBOIHUTENS
OpTaHU3aIIN
Pemenue cyna,
KOMHUCCUH 1o
TPYJIOBBIM  CIIOpPaM
BpeMsi BBIHY)XIEHHOTO TIpOryjda B CIy4YaeUiIud MpearyucaHue]
MpU3HAHKS YBOJBHEHMsI, MEPEBOJia Ha JPYTYIOFOCYIapCTBEHHOTO
paboTy  wWiIM  OTCTpaHeHHS  OT  pPabOTHHCIEKTOpa 1o
HE3aKOHHBIMH C BOCCTAHOBJICHHEM Ha MPEKHEUTPYIY, MIPHUKa3
pabote [PYKOBOJIUTENS
OpTraHU3aIIN 0

BOCCTAHOBJICHHUHN Ha|

pabote




HeBpixoq Ha paboTy BO BpeMs BBINOJIHEHHS]

rOCYAapCTBCHHBIX nIn OGH_IGCTBCHHBIX

00s13aHHOCTEN

[Ipukas
[PYKOBOAMTEIIS

OpraHHu3aluu

[IporyJbl

JloxiiaiHbIe
BaruCKU
[PYKOBOJIUTENICH
[10Ipa3/IeJICHHH,
00BSICHUTEIILHBIC
BaruCKU
COTPYAHHUKOB,
MPUKA3bI
BBHIHECEHU U

T CLUTIITMHAPHOTO
B3bICKaHUS,

AKThI|

KOMMCCHH H JIp.

[IponOmKUTENPHOCTh  paboOTBl B pEXHUME

HCIIOJTHOT'O pa60qer0 BPECMCHHU 110 MHHUIIMATUBC

'Y ciioBHSL TPyIOBOTO

ToroBOpa, MpUKa3bl

o OCHOBHOM
paboToaaresns

TeITeIbHOCTH
BbIxoaHbIe U Pa3THUYHBIE THU —

[Ipukas 0
J{omoTHUTEILHEBIC BBIXOJIHBIE THU[PEIOCTaBICHUH
(orIayrBaeMebIe) TOIMOJTHUTEIbHBIX

BEIXOJHBIX JHEH
JlomOHUTEIbHBIE BBIXOIHEIE IHH

)

(orutaunBaeMele)

Pemenne 0

[TPOBEICHUHN

3a0aCTOBKHU
3abacToBKa >

MIPUHSITOE

MpeACTaBUTEILHBIM

OpraHoM




[PabOTHUKOB

HesBkn 110 HEBBIICHEHHBIM IIpuiruHaMm (,I[O

BBISICHCHUSI OOCTOSITEIIBCTB)

OTCYTCTBYIOT
ITOKYMEHTHI,
0O0BSCHSIOIINE
[IPUYMHBI
OTCYTCTBHS
COTpY/IHHKA HA|

pabote

Bpems npocTos 1o BUHE paboTonaTens

Bpemst npocTos 10 IpUYMHAM, HE 3aBUCALLUM OT|

paboToaarens u pabOTHHUKA

3asiBieHUE
[pabOTHHKA O Hayaye

IIPOCTOA

Bpewms mpocTost mo BUHE pabOTHHKA

IAKT 0 TOM, 4YTO
[paboOTHUK
COBCPIIIFLT
HEIpaBOMEpHBIC
ECTBUS, KOTOpBIE
MpPUBENN K|
MPOCTOIO,
00BSACHUTENbHAS

Bamucka paboTHHKA

OtcTpaHeHue OT paboThl (HEIOMYIIEHHE K

paboTe) ¢ omnaTon

[Tpukas 00
OTCTpaHEHUH oT|
paboThI

OtcTpaHeHue oOT paboThl (HENOMyIIEHHE K

3apa0oTHOI MIaTh

?
paboTte) 6e3 ormnaTsl
3asBieHue
[pabOTHHKA 0
Bpemsi MPUOCTaHOBKHA PabOTHI TIPH  3aJICPIKKE[IPUOCTAHOBKE

paboThl B CBSI3U C
3a7EPIKKON

3apIuiaThl




6. 3anoJHUTE TAOJIHITY

Cpok
Ha3Banue xypHana
XpaHeHus!
DKypHaisl (KHUTH) IpreMa, epeMenieHus (epeBoja), yBoJIbHEHHs paOOTHUKOB ?

DKypHanbsl  (KHUTM) ydeTa KOMaHAMPOBOK M BblJa4d  KOMaHAMPOBOYHBIX

. 5 ner
Y IOCTOBEPEHUI
DKypHainbl (KHUTH) yyeTa OTIIyCKOB ?
DKypHainbl (KHUTH) ydeTa JUYHBIX JEJ1, JUYHBIX KapTO4€eK, TPYJOBBIX IOTOBOPOB ?
KHura yuera IBM>KEHUS TPYIOBBIX KHUKEK U BKJIAJIbIIEH K HUM ?

DKypHanbl (KHUTH) BbIIaYH CIIPABOK O 3apabOTHOM I1aTe, CTaxke, MecTe paboThl

Tect k pasneny Ne2

Bompoc 1
CaepxypouHast paboTa — 3T0:
Bri6epute ouH OTBET:
~
a.

pabora, mnpouszBoguMas pPAOOTHMKOM IO WHULMATUBE paboTojaTens 3a Mpeleaamu
YCTaHOBJICHHOW TMPOJODKUTENBHOCTH pabodyero BpeMEHH, €XEeIHEBHON paboThl (CMEHBI), a

Tak)ke paboTa CBEpX HOPMAIBHOIO YKCIIa pabOYUX YacOB 3a YUETHBIHN Mepuo

b. pabota 1o corianieHuo0 CTOPoH
C. JIOTIOJTHUTENNbHAs padoTa IO COTIAIICHUI0 CTOPOH

d. paboTa 1Mo BBIXOHBIM U B HOYHOE BpeMsi
Bompoc 2
[TpaBo Ha oyepeaHOI OTIYCK Yy paOOTHHKA BO3ZHUKALT:
Bribepute oauH OTBET:

f'
a. II0 UCTEUEHNU 6 MECSIIEB

o
b. mo nucreuennm 2 mecsaieB

C. Cpa3y MOocJIe 3aKII0YEHUS TPYIOBOTO TOTOBOPA

-
d. mo ucreyenuu 1 roga c MOMEHTa 3aKJIIOYCHUS TPYAOBOTO JOTOBOPA

Bormpoc 3



TpynoBoit apoutpax 37o0...
Bri6epute oguH OTBET:

a. MOCTOSIHHO JIEUCTBYIOIIMI Cy/1e0OHBIN OpTraH 10 pACCMOTPEHUIO TPYAOBBIX CIIOPOB
P
b. KomEcCCHs IO TPYIOBBIM CIIOpam
C. BpPEMEHHO JICHCTBYIOIIUNA OpraH [0 pACCMOTPEHUIO KOJUIEKTUBHOTO TPYIOBOTO CIIOpPa

d. koyuternaibHas KOMUCCHS
Bormpoc 4
JImyHO€ A0 3aBOOUTCH ...
BriOepuTe ouH OTBET:

a. Ha KaXJ10ro paboTHUKA
b. Ha pykOBOAMTENCH M OTBETCTBEHHBIX UCIIOJIHUTEINCH
C. Ha Ka)KJ0ro BTOPOro paboTHHKA

d. HapymuTenel TpyA0BON AUCIUIUIMHBI KIMEHTOB (PUPMBI
Bompoc 5
CrpyKTypa KaJIJpoBOM JOKYMEHTAIIUU BKJIIOYAET B CeOs:
Br16epute ouH OTBET:

a. MPUKa3bl 110 INYHOMY COCTaBYy

- o o
b. mpuKasbl 0 aIMUHUCTPATUBHO-XO3SHCTBEHHOM JCATCIBHOCTH
C. IEPENKCKY C BBIIIECTOSIIEN OpraHu3alnuen

d. mpuKa3bl 10 OCHOBHO ACSATEILHOCTH
Bormpoc 6
PaboTa B HOUHOE BpeMs — 3TO paboTa:
Bri6epute ouH OTBET:

~
a. ¢ 23 4yacoB 110 5 yacos
~
b. ¢ 22 yacos 10 6 yacos
f_.

€. ¢ 20 yacoB 10 4 yacos

© d.c21 vaca 70 5 9acoB

Bompoc 7

[lepeBon paboTHHKA Ha NOCTOSHHYIO paboOTy B JpYryl0 OpraHu3aldio Jub0 B JPYryro
MECTHOCTb BMECTE C OpraHu3almeil J10MyCcKaeTcs:

Bribepute oauH oTBeT:

a. TOJILKO C IMCbMEHHOI'O corylacus pabOTHUKA
-~

b. ¢ cornmacus nmpodcorozHoro oprana

C. C COryIacHsl YWICHOB CEMbH paOOTHUKA

d. ¢ cornmacus Bcex 4ieHOB MPO(COIO3HOM OpraHU3aLUuH
Bompoc 8
JIOKyMeHT, yCTaHaBIMBAIOIIUI MOPAIOK 00pabOTKH MEPCOHATBHBIX JAHHBIX, HA3bIBACTCS:
Bribepute oauH OTBeET:

a. [TonmoxxeHnem o 3aIuTe MePCOHAIBHBIX JAHHBIX

b. mepeunem koHbUAEHITHATEHON HHPOPMAITHT

7

C. [Tonoxxenuem o nepconaie

7

d. Tpy10BBIM TOTOBOPOM



Bompoc 9

IToka HeT oTBeTa

Uto0Bpl MONMy4YHuTh 3apabOTHYIO IIaTy 3a 3a0OJIEBIIEr0 CYNPYyra/Cynpyry HEOOXOIHMMO
IPEJOCTABHTb ...

Bribepure oauH OTBET:

a. CBUJCTEIIbCTBO O Opake
b. mToBEepeHHOCTH U MacIopT
C. 3asBJICHHE U MACIOPT CyNpyra

d. pacnucka
Bomnpoc 10
PaGoTHHK, Ha KOTOPOrOo O(GOPMIIAETCS JIMYHOE J€EJI0, IPEACTaBIsAET COOCTBEHHOPYIHO
3aI0JIHCHHYIO:
BriGepuTe 01MH OTBET:

a. BBIITUCKY M3 MTPHUKa3a O IpUeMe Ha paboTy
b. aHKeTy WM JTMYHBIH JIMCTOK 110 YYETY KaIpOoB
C. buorpaduro

d. mpock0y o mpueme Ha paboTy
Bompoc 11
HcnbITaTenbHbli CpOK U IprUeMe Ha paboTy He yCTaHaBIMBAETCS:
Bri6epute oguH OTBET:

a. OEpEeMEHHBIM >KCHIITMHAM
b. naBanugam
C. PYKOBOOUTECIISIM

d. muuam Monoxe 16 et
Bomnpoc 12
ATtTecTanus paboTHUKA 1TO...
Bri6epute ouH OTBET:

a. OLIEHKa JESITeIbHOCTH PA0OTHHKA 32 OTYETHBIH MEPUOJT
b. BbIsIBICHHE Hanboee KBATU(DUIIMPOBAHHBIX PAOOTHUKOB JIJISI TOOIIPEHHSI
C. OIIEHKa IpOo(eCCHOHATIBHBIX KaYeCTB PAOOTHUKA

d. onpenenenue kBanupuKanuu paboTHHKA
Bomnpoc 13
Jomyckaercss oQopMIIeHHE pacTOPSIUTENFHBIX JOKYMEHTOB TI0 JIMYHOMY COCTaBy HE TI0
yHU(DUIMPOBAaHHOH GopmMe Tpu
Bribepute oauH OTBeET:

d. IpEeIOCTABJIICHNUM OTIIYCKa

b. pacTopkeHHUH TPYIOBOTO IOTOBOpA

®’

C. U3MEHEHHH OMorpaduUecKrx JaHHBIX

7

d. 3akmroueHun TPYAOBOI'O JOTOBOpa € UCTIBITATCIIbHBIM CPOKOM



Koumponsnaa paboma (8 cemecmp)

HeoOxonumo BbIOpaTh mNpaBUIbHBIE OTBETHI, a IOcie OOOCHOBaTh BBHIOOP MOATBEPIUB
KoMMeHTapussMu. KOHTpoipHYI0 paboTy HeoOXxoauMo OQOpMHUTH B HaUICKAIIeM BHUIC, a
UMEHHO HE0O0XO0AUMO O(GOPMUTH TUTYJIBHBIA JIUCT C 3aroJIOBOYHOM YACThIO U HAUMEHOBAaHUEM
BUJIa pa0OThI, MECTOM COCTABIICHHUSI U OTMETKOH O BBHIMIOJHCHUH U TIPOBEpKe Barmeit paboThr.

Kenaro ynaum.

1.0cHoBHbIe TpeOoBaHMA K O(GOPMJICHHIO KAJAPOBOW JOKYMEHTAIlMM B OPraHHU3alUH
npeAbsBJICHBI:

1) TpynoBbeiM KoiekcOM PO

2) YcraBoM Opranu3anuu

3) 'CaoyY

4) UHcTpyKkuuel no KaJipoBoMy JA€JI0IPOU3BOICTBY

2. HopmaTuBHBIH akT, 00sA3bIBalOIIMii padoroaaresss [JAOKYMEHTHPOBATH TPYIOBYIO
AesiTeJIbHOCTH PAa0OTHHKA...

1) Pacnopsixenue [IpaBurensctBa P® ot 23.04.1992 Ne781-P «O xpaHeHUM JOKYMEHTOB IO
JMYHOMY COCTaBY»

2) TpynoBoii konekc PD

3) Ilocranosnenue IlpaBurensctBa PO ot 16.04.2003 No225 «O TpynOBbIX KHHKKAX)

4) TlocranoBnenue Muntpyna P® ot 10.10.2003 Ne69 «O06 yTBEep>KIE€HWHM WHCTPYKIUU TIO
3aIl0JTHEHUIO TPYIOBBIX KHHKEK»

3.JlpaBoBoii aKT, NePeYHCJAIMIA BHAbI [JOKYMEHTOB, MpPeI0CTABJISEMbIX MPH
3aKJIYEHHH TPY/0BOI0 10r0BOPA...

1) YcraB opranuzanuu

2) IlpaBuiia BHyTpPEHHETO TPYAOBOTO pacrnopsKa OpraHu3auu

3) [lonoxenue o mepcoHane Opranu3aluu

4) TpynoBoii kogekc PD

4. Heo0xonmMocTh 0(popMIIeHHE JIMYHBIX e/l pPA0OTHHKOB perjaMeHTHPOBAHA:

1) OKY ]|

2) OcHOBHBIMU IIPaBUJIAMU padOTHI APXUBOB OpraHU3aLUI

3) IIpaBuiaMu BHYTpEHHETO TPYIOBOTO pacHopsiika

4) IlepeyHeM THUIOBBIX YIPaBIEHYECKUX JOKYMEHTOB, OOpa3zyIOLIUXCS B JESATEIbHOCTH
OpraHM3aluil, ¢ yKa3aHuEM CPOKOB XpaHEHUS

5. TpyaoBble NEHCHH YCTAHABJINBAIOTCH M BHIIUIAYMBAIOTCS B COOTBETCTBHM..

1) @3 «O rocynapcTBeHHOM NEHCUOHHOM obecrieueHuH B POy

2) @3 «O TpyaoBBIX NeHCUIX B POy

3) @3 «O BerepaHax»

4) ®3 «O06 06s13aTEILHOM IEHCUOHHOM cTpaxoBaHuu B PDy»

6. Ilopsigok odopmiieHHs, BeJeHUs] 1 XPaHEHHs TPYAOBBIX KHHKEK, BKJIAJAbIIICH B HHX,
Ay0JMKATOB TPYAOBBIX KHUKEK PerjaMeHTHPOBAaH...

1) TpynoBeim Kogexcom PD

2) YronoBHbIM KofiekcoM PO

3) [ocranosnenune IlpaButensctBa PO ot 16.04.2003 Ne225 «O TpymOBBIX KHHXKKAX»,
[TocranoBnenne Muntpyna P® ot 10.10.2003 Ne69 «OO6 yTBEpKIEHUM HWHCTPYKIUHU IO
3aI0JIHEHHIO TPYIOBBIX KHUKEK»

4) HCTpyKIHEH Mo KaApOBOMY JIEIONPOU3BOJICTBY OpraHU3AINHI

7. JIoKyMeHTBbI, IpeAbsBjAsieMble IPH NpHUeMe Ha padoTy:

1) TpynoBas KHUXKKA, JOKYMEHT, YAOCTOBEPSIIOILUIN JINYHOCTh

2) TpyzoBasi KHW)KKA, JIOKYMEHT, YJOCTOBEPSIOIINIA JTHYHOCTh, JTOKYMEHTHI BOWHCKOTO Y4YeTa,
JOKYMEHT 00 00pa30BaHUH, CTPAXOBOE CBHUICTEIBCTBO TOCYAAPCTBEHHOTO IEHCHOHHOIO
CTpaxOBaHMUs



3) TpynoBas KHM)XKa, JOKYMEHT, yaoctoBepsitounii auuHoctb, UHH, cnpaBky o cocrosHumn
3J1I0POBbSI

4) TpynoBasi KHM)KKa, IaCIIOPT, TOKYMEHTHI BOUHCKOI'O yY€Ta, XapaKTepUCTHKA

8. Ipu opopMmiIeHUN TPYAOBBIX NMPaBOOTHOIIEHU 00513aTeJIbHBIM
JAOKYMEHTOM,pPErIaMEHTHPYIOIIUM 0053aTeIbCTBAa CTOPOH, SBIISETCS :

1) 3asBIEHUE O MpUeMe Ha paboTy

2) KOJUIEKTUBHBIN JOTOBOP

3) TpyaoBOE corameHue

4) TpyIOBOM 1IOTOBOP

9. CTpyKTypa KaJpoBoil JOKYMEHTAMM BKJIIOYAET B cels:

1) npuka3bl 10 OCHOBHOM J€SATENIBHOCTH

2) npuKasbl 10 AIMUHUCTPATUBHO-X03AHCTBEHHOM JEATEIbHOCTH

3) mepenucky C BBIIECTOAIIEH OpraHu3aleit

4) npuKassl M0 JIMYHOMY COCTABY

10. [lokymMeHT, YCTAHABJIMBAKIIUH NOPAJOK 00padOTKH MeEepPCOHAJBHBIX [AHHBIX,
Ha3bIBaeTCs

1) TpyZOBBIM 10TOBOPOM

2) nepeyHeM KoH(MUICHIIMATIbLHON HH(OpMAIun

3) IlonoxeHueM o 3aluTe NEPCOHATbHBIX TaHHBIX

4) ITonoxeHueM o nepcoHaie

11. PaboTHHK, Ha KOTOPOT0 OdopmJisieTcsl JUYHOE 1eJ10, PeACTABJsIeT COOCTBEHHOPYYHO
3a110JTHEHHYI0

1) mpocrOy o nmpueme Ha paboTy

2) BBIIIUCKY U3 IIpHUKa3a o0 pueMe Ha paboTy

3) 6uorpaduro

4) aHKeTY WM JIMYHBIHA JIUCTOK 110 Y4eTy KaJpoB

12. Tonyckaercs oopmiieHre pacnopsAAMTEJbHBIX JOKYMEHTOB 110 JHYHOMY COCTABY He
10 YHU(pHUMPOBAHHOM (popMe NpHU

1) u3MeHeHHH OMOrpapUUECKUX JTaHHBIX

2) 3aKIHYCHUH TPYAOBOTO JOTOBOPA C UCTIBITATEILHBIM CPOKOM

3) pacTop)KeHUH TPYAOBOTO IOTOBOpa

4) TpenoCTaBICHUU OTITyCKa

13. Bu3bl, KaKMX JO/LKHOCTHBIX JIML, BKJIKYaeT B cedsi pekBU3UT «CoriiacoBano» mnpu
3aKJIIOYECHHH TPYA0BOI0 J0roBOpa Npu npueMe Ha padory?

1) pykoBoaUTENsI CTPYKTYPHOIO MO/Ipa3/IesIeHNs], FOPUCTa, CIELIMATUCTOB OT/ie]a KaipoB

2) BU3 HE HY)KHO

3) pyKOBOJUTENS CTPYKTYPHOTO TIOIpa3IeTICHUs

4) ropucra

14.Kakue 10KYMEHTBhI, perJIaMeHTHPYIOT YIIPaBJIeHHE NTEPCOHAJIOM OPraHu3auum?

1) npuKasbl 10 JINYHOMY COCTaBY

2) TpyIOBBIE KHIKKHA COTPYIHUKOB

3) 1nuHbBIE Aena COTPYIHUKOB

4) opraHu3alMOHHO- PAaBOBbIE JOKYMEHThI OpraHu3aluu

15. Kakoii 10KyMeHT, perJiaMeHTHPYeT NMOPSJA0K OPraHu3aliy U NPOBeIeHUsl aTTecTaluu
nepconaJa?

1) [Tonoxxenue o nepcoHase

2) [Tonoxxenue o0 aTTecTallvy epcoHaa

3) rpaduk poBeEeHUS aTTeCTaIlIN

4)YcraB npeanpusITHs

16. Y4eTHBIM KaJpOBBIM JOKYMEHTOM SIBJISIETCH. ..

1) muceMo-TipuTIIaleHye Ha paboTy K IpyroMmy paboTo1aTesto

2) u3BeIIEHUE C MPOCHOOU IBUTHCS JIJISI O3HAKOMIICHUS C IPUKA30M

3) AMYHOE JEI0 COTPYAHUKA



4) npeacTaBieHUE O MOOIIPEHUH

17. CkoJ1bKO BpeMeHHU J0/KHbI XPAHUTHCH JTHYHBIE [1eJ1a PYKOBOAMTE el OpraHu3auuu?

1) mocTostHHO

2) 50 net

3) 75ner

4) onpeensaeT KaJapoBblii paOOTHUK

18. KTo npuHuMaer pemnieHue 0 Bbl1eJI€HUN KAAPOBBIX JOKYMEHTOB K YHUUYTOXKEHUIO?

1) HauaIbHUK OT/IENa KaJIpOB

2) IUPEKTOP MO MEPCOHATY

3) pyKOBOUTENb OPraHU3aALUN

4) sKcniepTHasi KOMUCCHUS

19. K10 noanucsiBaeT BHYyTPEHHIOK) OITUCH IOKYMEHTOB JeJia?

1) cocraBuTenb

2) paOOTHHK CITYKOBbI JOKYMEHTAITMOHHOTO O0eCrIeYeHUs

3) MHCIIEKTOp OT/Iea KaJapoB

4) apXUBHUCT

20. BoiOepuTe HCTHHHOE YTBEP:KIeHHE:

1) nena npuKa3oB MO JIMYHOMY COCTaBY MOAJIEKAT MTOJHOMY O(POPMIICHUIO

2) nena MpUKa3oB M0 JIMYHOMY COCTaBY MOJIEKAT YACTUUHOMY O(DOPMIICHHUIO

3) nmena MpUKa30B IO JUYHOMY COCTaBY IMOJUIeKAT O(GOPMIIEHHIO B 3aBHCHUMOCTH OT CpOKa
XpaHCHUs

4) nena mpUKa30B MO JUYHOMY COCTaBY HeE MOAJIEkKAT 0(OPMIICHUIO

21. IlocTosiHHOE XpaHEeHHE KAIPOBBIX IOKYMEHTOB J10JIKHO OCYIEeCTBJISATHCS:

1) mpu MOCTOSIHHOM €CTECTBEHHOM OCBEIIEHUHU

2) B TEMHOTE

3) B CyXOM BO3yXe MPU MOCTOSHHOW BEHTUJISIIUI

4) 0coOBIX TpeOOBaHUI HET

22. IIpoBepka HAJIMYUS H COCTOSIHUA JOKYMEHTOB OCYILIECTBJISIETCS:

1) He pexxe ueM OJIMH pa3 B MATh JIET

2) eXeroIHo

3) mo mepe HeOOXOAUMOCTH

4) 1o >KeJTaHHUI0 ApXUBHOTO PaOOTHHKA

23. Bbl roroBuTe K mnepeaadye B apXuB jAeja NMPUKA30B MO JUYHOMY cocTtaBy. B xone
o0padoTkum y3Haere, 4YTO0 Bam [ajekuii nNpealIeCTBEHHMK He pasjejstl B
JeJI0NPOU3BOACTBE NMPHUKA3bl N0 JUYHOMY COCTaBY J0JITOBPEMEHHOI0 M KPaTKOCPOYHOIO
cpokoB xpaHeHus. Bce pnesa cdopmupoBanbl 0e3 yuyera UIMTEJBLHOCTH XPaHEHHS
AOKYMEHTOB. Baum aeiicrBus:

1) nepedopmupyro nena B COOTBETCTBHM CO CPOKAMHU XPaHEHHsI, COCTABII0 HOBbIE BHYTPEHHUE
OTIHCH

2) nmepedopMUpPYIO Jlena B COOTBETCTBHUHM CO CPOKAMH XPaHEHHsI, MEPEHYMEPYIO MPHUKA3bl MO
MOPSIZIKY, CAETA0 TIOMETKH B PETUCTPAIIMOHHOM >KypHaJIe, COCTaBIII0 HOBbIE BHYTPEHHHE OMUCH
3) Oyny oOpabaThIBaTh Jiesia B TOM BHJIE, KaKk OHU c(hOpMUPOBAHBI

4) He Oyay HUYETO JenaTh C yKe c(popMUpPOBAaHHBIMHU JIeJIaMH, a rocieayoiee GopMUpPOBaHHE
nen Oyay BECTH B COOTBETCTBUU C TPEOOBAHUSMU 10 CPOKAM XPaHEHUS

Hmozoswtit mecm no kypcy "Kaoposoe denonpousze00cmeo u apxuesl 00KyMeHn o8 no
auynomy cocmagy' (2 cemecmp)

Bompoc 1
HenopmupoBanubiii pabouuii 1eHB 3TO...
Bribepure ouH OTBET:



a. 10 TPakJaHCKO-TIPaBOBOMY JI0TOBOPY
b. paboTa B upe3BBIYaHBIX OOCTOSITEIBCTBAX

C. paboTa 3a npezesiaMyu HOpMaIbHON POAOIKUTEIBHOCTH pab0Yero BpeMeHu

d. pabora B mpeaenax pabodero aHs
Bomnpoc 2
JlokanbHBIC HOPMATHBHBIE aKTHI ATO. ..
Bribepure ouH OTBET:

d. JOKYMCHTBI I CJIy)KC6HOI‘O IIOJIb30BaHUA

b.

HOPMAaTUBHBIE aKThl, COIEPIKAIINe HOPMBI TPYZOBOTO MpaBa, IpUHUMaeMble padoTonaTenemMm

I

C. JOKYMCHTHI TOJIBKO JUIsI COTPYAHHUKOB OTAECIa KagpOB

d. TOKYMEHTBI JIJIsl HE CITY’)KEOHOTO TI0JIb30BaHHUS
Bompoc 3
JIokyMeHT, (pUKCHUPYIOUIMI COIJIalleHue CTOPOH 00 YCTaHOBJIEHHWU TPYJOBBIX OTHOLICHUH WU
PEryJIupYIOIIUI X, Ha3bIBACTCH ...
BeiGepute oauH OTBET:

a. TPYJIOBBIM KOJEKCOM
b. TpymOoBO#l KHUKKOH U JTOKHOCTHON MHCTPYKITHEH

C. TPYJOBBIM JIOTOBOPOM
~
d. mpuKa3om 1o JTUYHOMY COCTaBY
Bomnpoc 4
3amnperiaercs HaIpaBIATh B CIyKeOHbIE KOMaHIUPOBKH:

BeiGepute oauH OTBET:

a. EHIIMH, UMEIOIUX JieTel B Bo3pacTe /10 5 JieT 0e3 ux coryacusi, 0epeMeHHbIX KEeHIIUH
b. paboTHuKOB B Bo3pacte a0 19 ner
C. paOOTHUKOB IEHCHOHHOTO BO3pacTa

d. paboTHHKOB B Bo3pacte 10 17 et
Bompoc 5
CaepxypouHas paboTta — 3T0:
Bribepute oauH oTBeT:

a. pa60Ta 110 COTJIAIICHUIO CTOPOH

b. paboTa 1m0 BBHIXOJHBIM U B HOUHOE BPEMs
~

C.
pabora, mpou3BoaMMas paOOTHUKOM TI0 HWHUIMATHBE paboTojaTeNns 3a TmpeneaamMu
YCTaHOBJICHHOW TMPOJOJDKUTEIBHOCTH pabodyero BpEeMEHH, €KEAHEBHOW paboThl (CMEHBI), a
TaKk)ke paboTa CBepX HOPMAJIBLHOTO YHCIIa pabOYUX YacOB 32 YUCTHBINA MEPUOT

d. monosHKUTENBHAS paboTa MO COTJIAMICHHIO CTOPOH
Bomnpoc 6
UtoObl mONYYHTH 3apalOTHYIO IIIaTy 3a 3a00JIEBIIETO CYNpyra/Cympyry HeoO0XO0IuMo
MPEIOCTABUTH ...
Bri6epute oquH OTBET:

a. pacrmcka



b. cBHaETETBCTBO O Opake
C. 3asIBJICHKE U MACIIOPT CYIPyra

d. TOBEpEeHHOCTh U MACIOPT
Bompoc 7

[lepeBon paboOTHHWKA Ha TIOCTOSHHYIO pabOTy B JpYryl0 OpraHU3alUI0 JHOO0

MECTHOCTh BMECTE C OpTraHM3aLUel JTOITyCKaeTCs:
Bribepure oauH OTBET:

a. TOJIBKO C TUCbMEHHOTO COTJIacusi pabOTHUKA
~
b. ¢ cornacus npogcor3HOro Oprana

C. C corjiacus WICHOB CEMbHU pa6OTHI/IKa

d. ¢ cornacus BcexX WICHOB MPO(COK3HON OpraHH3aliu
Bompoc 8
[Tprkassl MO JIMYHOMY COCTaBY XPaHSTCA ...
Bri6epute ouH OTBET:

d. Ha pyKax y COTpyaHHKaA
b. BMecTe ¢ IpyruME KaJpOBBIMU JTOKYMEHTaMH
C. rpynmupyroTcs B OTACIBLHOE JICTI0

d. B TMYHOM JIelie COTPYAHUKA
Bompoc 9
JImuHO€ [0 3aBOAUTCH ...
Bribepute oauH OTBET:

a. Ha PyKOBOJMTEJIEN U OTBETCTBEHHBIX UCIIOJIHUTENEH
P
b. Ha KaX0r0 BTOPOro pabOTHHKA
C. Ha KaXXJI0ro pabOTHHUKA

d. HapymuTenel TpyA0BON IUCIUIUIMHBI KIIMEHTOB (PUPMBI
Bomnpoc 10

B JIpyryio

PabGotHuk, Ha koToporo o¢opMIE€TCS JUYHOE [JEN0, IPEJCTaBIsAET COOCTBEHHOPYYHO

3al0JIHEHHYIO!
Bri6epute ouH OTBET:

a. BBIMHCKY M3 MPHUKa3a O IpueMe Ha padboTy
b. mpocs0y 0 mpueme Ha padboTy
C. QHKETY WJIU JINYHBIH JIMCTOK MO Y4eTy KaJpoB

d. ouorpaduro
Bonpoc 11
CrtpyKTypa KaipoBOi JOKYMEHTAIIMH BKIIOYAET B CEOS:
Bribepure ouH OTBET:

d. IIpUKa3bI 110 aI[MI/IHI/ICTpaTI/IBHO-X03HﬁCTBCHHOﬁ ACATCIIbHOCTHU
b. IIPHUKA3ELI 11O OCHOBHOM JIeSITeIbHOCTU
C. MpHKa3bl 10 IMYHOMY COCTaBY

d. mepenucKy ¢ BBIMIECTOSAIIEH OpraHUu3aIUuei
Bomnpoc 12
Kormu moxymMeHTOB, KOTOpBIE paboTOAaTENh 0053aH BBIJIATh PAOOTHHUKY I10 €TI0



Bribepure ouH OTBET:
a MUCbMEHHOMY 3asIBJICHUIO
b. cipaBky 00 yruiaTe npodcor3HbIX B3HOCOB
C. KOTIHUIO MPUKa3a o npuemMe Ha paboTy

d. cripaBKy 0 HaJIUYHHU JIBIOT
Bomnpoc 13
[Tpom0KUTETEHOCTD €KETHEBHOW paOOThI (CMEHBI) Jisi paOOTHUKOB B Bo3pacTe OoT 15 mo 16
JeT:
Bribepute oauH oTBeET:

C a. 4 yaca

C b. 7 vacos
C. 5 4acoB
d. 6 gacos

Bompoc 14

TpynoBoit apoutpax 37o0...
Br16epute ouH OTBET:

a. IIOCTOSTHHO JICHCTBYIOIIHIA Cy/IeOHBIN OPTaH MO PACCMOTPEHUIO TPYAOBBIX CIIOPOB
-~
b. KoMucCHsI 11O TPYAOBBIM CIIOPaM
C. BPEMEHHO JIEHCTBYIOIIMM OPTaH 110 PACCMOTPEHUIO KOJUIEKTUBHOT'O TPYAOBOIO CIIopa

d. KoJuternanbHasi KOMHUCCHUS
Bompoc 15
HcnbITaTenbHbIM CPOK MOXKET OBITh YCTAHOBIICH:
Bri6epute ouH OTBET:

f_.
a. He OoJiee IBYX MECSIIEB
-~
b. mo yemorpenuro paboroaarens
~

C. O COrIalmeHUu0 CTOPOH

d. He OoJee Tpex MecsIeB
Bomnpoc 16
be3omnacuble ycinoBus Tpyaa 3To...
BeiGepute oauH OTBET:

d. YCJIOBHA TpyJa, HEC CBSA3AHHBIC C pUCKOM JJI JKU3HHU U 310pOBbs YCIIOBUS Tpyda

b. ycioBus Tpyna, mpu KOTOPBIX BO3JCHCTBHE HAa PAOOTHUKOB BPEIHBIX M (MJIM) OMACHBIX
IMPON3BOJACTBCHHBIX (baKTOpOB HUCKIIFOYEHO JIHOO HeE MMPEBBINIACT YCTAHOBJIICHHBIC HOPMATHBBI
(ct. 209 TK P®D)

C. ycioBus Tpyaa, IIpU KOTOPBIX CO6J'IIOI[3.CTC${ TEXHHKA 0€30IMaCHOCTHU

d. ycroBus Tpy/ia CBSI3aHHBIC C PUCKOM JIJIS )KU3HH
Bonpoc 17
JIOKyMEeHT, YCTaHaBJIMBAIOIINH MTOPSIOK 00pabOTKH MEPCOHATBHBIX JaHHBIX, HA3bIBACTCS:
Bribepure ouH OTBET:

a. [TonoxxeHneM O 3aIuTe MePCOHATBHBIX TAHHBIX
r-
b. [Tonoxenuem o nepconane

C. TPYJOBBIM JJOTOBOPOM



d. mepeunem KoH(DUACHINATBHOM HHPOPMAITHH
Bomnpoc 18
TpynoBoit 10roBop ¢ paOOTHUKOM BCTYIAET B CHILY ...
Bribepure ouH OTBET:

a. ¢ JaTbl, yKa3aHHOU B TPYIOBOM JIOTOBOPE

b. cpasy mocie noanucanus ero pabOTHUKOB
r-
C.
¢ MOMeHTa (paKTHUECKOT0 JIOMycKa K paboTe ¢ BeloMa WK 0 IOPYYEHUI0 paboToaaTems

d. cpasy mocie nmoanucaHus ero padOTHUKOM
Bormpoc 19
TpynoBas KHIKKA BbIAAeTCS PaOOTHUKY Ha PYKHU:
BriGepute ofuH OTBET:

a. IocJe 3aKJIF0YEHMS TPYIOBOIO JOrOBOpa
b. o 3aKirOYCHHUS TPYAOBOTO IOrOBOpA
C. IO €ro MUCEMEHHOMY O TOM 3aIpoCy B JIF000€ BpeMs

d. mocie pacTopKeHHs TPYAOBOTO I0r0BOpa
Bomnpoc 20
Honyckaercss odopMmileHHE PacHOPSIUTEIbHBIX JOKYMEHTOB IO JIMYHOMY COCTaBy HE IIO
yHU(DUIMPOBAHHOHN GopmMe Tpu
BriGepure oauH OTBeT:

a. MPEeIOCTaBICHUH OTITYCKa
b. 3akm0YeHHH TPYIOBOTO OTOBOPA C UCTIBITATEIBHBIM CPOKOM
C. paCTOP>KEHUU TPYAOBOTO J1I0rOBOpPa

d. m3mMeHeHUn OUOrpaPUIECKUX JaHHBIX
Bomnpoc 21
Pabota B HOUHOE Bpemsi — 3TO paboTa:
BeiGepute oauH OTBET:

f_

a. ¢ 21 gaca go 5 4yacos
~

b. ¢ 22 gacos 10 6 yacos
~

C. ¢ 20 gacoB 110 4 yacos
P

d. ¢ 23 yacoB 10 5 "acoB
Bompoc 22
3asBIeHME O IpUEME Ha paboTy CleyeT apecoBarth. ..
Bribepute oauH oTBeT:

a. HaYaJIbHUKY OT/eNa KaJJpOB M PYKOBOAUTEIIO MOAPA3ICICHUS
b. B oTaen kaapos
C. COOCTBEHHUKY MPEATIPHUSTHS

d. pyKoBOJHTEINIO OpraHU3aluH
Bompoc 23
[TpaBo Ha oyepeaHOI OTIYCK Yy paOOTHHKA BO3HUKALT:
Bri6epute oguH OTBET:

a. cpasy MocJIe 3aKIIYEHUs TPYIOBOTO TOTOBOPA



b. mo ucreuenun 2 mecsaues
C. IO UCTEYEHUHU 6 MeCSIIEBR

d. mo ucreyenun 1 rosa ¢ MOMEHTA 3aKITIOYECHHSI TPYJOBOTO JOrOBOpa
Bormpoc 24
ATtTecranys pabOTHHKA 3TO. ..
BriGepure oauH OTBeT:

a. ompeneneHre Kpanupukanuu paboTHUKA
b. omeHka nesTeIbHOCTH PAOOTHHUKA 33 OTUETHBIN TTIEPHO.T
C. o1leHKa Ipo(eCCHOHATIbHBIX KauecTB pabOTHHKA

d. BbIsIBIICHHE HanOoJIee KBATHU(PUIIMPOBAHHBIX PAOOTHUKOB IS IIOOIIPEHUS
Bompoc 25
HcnpITaTenbHbIN CPOK MPU IpUeMe Ha paboTy HEe YCTaHABIMBACTCS:
BeiGepute oauH OTBET:

a. OepeMEHHBIM JKCHIIIMHAM
b. pykoBoauTensim
C. HHBAJIMIaM

d. muiam mouoske 16 net
Bompoc 26
PaGouee mecto — 3T0:
Br16epute ouH OTBET:

a. MecTo, r7ie paOOTHHK J0JKEH HaXOAUThCA B CBA3M C €ro padoueit pyHKIuei

b. Mecto, rie paboToaTeNb BCeria MOKET 3acTaTh paOOTHUKA

.

C. TEpPUTOPUS MIPEANPUITHS, C KOTOPHIM PAOOTHUK 3aKIIOUYHII TPYAOBOI 10TOBOP

7

d. MecTo ero moCcTOSHHOro MCECTOHAXOXACHUA Ha pa60Te

ITpunoxxenune 2

7 OneHOYHBIE CPEACTBA LISl IPOBEICHUS NIPOMEKYTOYHOM ATTeCTALUN
a) Ilnannpyembie pe3yabTaThl 00y4eHUsI M OLICHOYHBIE CPEACTBA [IJIsl IPOBEACHHSA
MPOMEKYTOYHOM aTTECTALMHU:

Kox WNupukarop

JOCTHKECHUS OneHouHble CpeCcTBa
WHIUKATOpa

KOMIICTCHIIN

OIIK-2 CniocobeH HaxOuTh OPTaHU3AlMOHHO-YIIPABICHUYECKHUE PEIICHHUS IPH PEIICHUH 3a1a4 B
chepe cBoeit mpodeccHoHATBHON A TENHHOCTH

Omnpenensier Bonpocs! km3auery:
OITK-2.1 LEIU U 337a41 1. CoctaB 1 BUABI KAIPOBBIX JOKYMEHTOB.
yIpaBICHUS B 2. PeliHUPUHT U PEKPYTUHT IIEPCOHAA.
chepe cBoeit 3. Ponp KaapoBbIX JOKYMEHTOB B pEHNICHHM 3a7ad [0




po¢eCCHOHAIIBH
OM JIeATEIbHOCTH

YIIPaBJICHUIO TIEPCOHAIIOM.

4. HopmaTtuBHo-MeToanueckue MaTepuaisbl,
periaMeHTUpyrolye padoTy ¢ KapOoBbIMU JIOKYMEHTaMH.

5. Opranu3alvOHHO-PACIIOPAIUTENbHAS ~ JTOKyMEHTalus,
UCIIOJIb3yeMasi B IESTEIbHOCTH KaJIPOBBIX CIIYXkO.

6. OcCHOBHBIE  JIOKYMEHTBl [0  JIMYHOMY  COCTaBy,
peryaupyroue B3aMMOOTHOUIEHHUS IPEaIpUATHH c
paboOTHUKAMU.

7. CoctaB u odopMIIeHHE JOKYMEHTOB MpU MpuéMe Ha paboTy.
8. IIpouenypa JOKYMEHTAITMOHHOTO OGOPMIICHHS TIPU MPUEME
Ha paboTy.

9. CocraBiieHue aHKETHI U aBTOOHOTpa(HH.

10. 3akiroueHue TpyaoBOIoO JI0roBOpa.

11. JlokymeHTHpOBaHME JIBUKEHUS IIEPCOHATIA.

12. Knaccudukamms JIOKYMEHTOB, XapaKTEPU3YIOLIUX
JIBIDKEHUE KaJIPOB.

13. IlepeBoa paboTHUKA Ha IPYTyIO paboTy.

14.  JloxymeHTamuss 10  OQOPMIICHHIO  CIy>KEOHBIX

KOMaHUPOBOK.

15. YcnoBus M HOPSIOK IPEIOCTaBIEHUS OTIYCKOB M MX
odopmiieHHE.

16. PacropkeHue TpynoOBOTO J0roBopa U odopmieHHe
YBOJIBHEHUS paOOTHHKA.

17. JlokyMEeHTUPOBAaHUE OLIEHKH JICSTEIBHOCTH MIEpCOHAIA.

18. O6mme moustus. [lopsaok mpoBeneHuss U o(opMIICHHUS
aTTecTaly pPabOTHUKOB.

OIIK-2.2

Hcnonbp3yer
OCHOBHBIE
METO/JIBI U
MTPHEMBI
OpTraHHU3aINH,
TJIaHUPOBAHMS,
MOTHBAIIHH,
KOOPIMHAIINH U
KOHTPOJIS
MIPOLIECCOB B
cdepe cBoeit
npoQeCCHOHAIIBH
Ol JIeATENbHOCTH

Pervite TeCTOBBIE 3a1aHUS:
IIponoikuTe onpeneneHue: pe3roMe — 3TO

e
a.

JIOKYMEHT, COJIEpIKAIINi KpaTKUe CBEICHUS
aBTOOMOTpaUUECKOro XapaKTepa, 3amoJIHIEMbIA PU
TPYAOYCTPOMCTBE
P

b.

COBOKYITHOCTb JOKYMEHTOB, COAEpPKAILUX CBEIEHUS O
pabOTHHUKE IpU TPYAOYCTPONUCTBE

'
C.

COBOKYITHOCTh JOKyMEHTOB, COACPKAIINUX CBEICHUS O
paboTozaaTene Tpya0yCTPOHCTBE
o~

d.

JIOKYMEHT, OTPaKaIOIIUH MPOChOY WK TIPEIOKEHHE,
aJIlpeCOBAHHOE JOJDKHOCTHOMY JIMIY WA IIPEAIPUITHIO
Kakue 13 mepedncieHHbIX TOKYMEHTOB UCTIOIb3YIOTCS TIpU
odopmiieHnH rpueMa paboTHHKA Ha paboTy:

Bri6epute ouH UM HECKOIBKO OTBETOB:

" a

augHas kapToyka T-2
b

MIPOTOKOJT

.




JOKJIaJHast 3allMCKa
-
d.

MpHUKa3

e

TPYZOBOM JOTOBOP
ot

yBEJIOMIICHHE
[TonoxeHue o CTPYKTYPHOM IO/Ipa3AeICHNUN ONpEaeIisieT:
BriGepure oguH oTBeT:

e
a.

OpraHu3aluio paboThl NPEANPHUATHS, B3AUMHbBIE 00SI3aHHOCTH
pabOTHUKOB U aIMUHUCTPALIUH, IOPSI0K IPUEMA U
YBOJIbHEHUS! paOOTHUKOB, IPEAOCTABICHHE OTITYCKOB,
KOMAaHJIUPOBaHUE
P

b.

MECTO CTPYKTYPHOT'O TIOJJPa3/IeJICHUs] B OpraHU3alMOHHOM
CUCTCMC NIPCAIIPUATHUA, €TO LUCIIN U 3ala4u, IIpaBa U
00513aHHOCTH PYKOBOJUTEINICH U COTPYAHUKOB CTPYKTYPHOTO
HOpa3/ieeHusI

e
C.

TPYAOBBIC 00513aHHOCTH, (DYHKIIMHU, TIPAaBA U OTBETCTBEHHOCTD
paboTtonareiis aBa U 0053aHHOCTH PYKOBOJAUTEINEH U
COTPYAHHUKOB CTPYKTYpPHOTI'O ITOAPA3/IEIICHHUS
.

d.

TPYAOBBIE 00513aHHOCTH, (DYHKIIMHU, IIPaBa U OTBETCTBEHHOCTD
PabOTHUKOB

Yro Takoe «paBuia BHYTPEHHETO TPYAOBOIO pacnopsiakan?
Br1bepute oauH OTBeET:

e
a.

BHEIIHUH aKT, GUKCUPYIOIIUI 3Talbl TPYJOBOH 1A TENbHOCTH
pabOTHHUKOB

“ b

JIOKaJIbHBII HOPMATUBHBIN aKT, PETJIAMEHTUPYIOIINHI OPSI0K
npremMa U yBOJIbHEHUS! paOOTHUKOB, OCHOBHBIE IIPaBa,
00513aHHOCTH U OTBETCTBEHHOCTb CTOPOH TPYAOBOT'O JOTOBOPA,
peKuM paboThl, BpeMsl OT/IbIXA, a TAK)KE UHBIE BOIIPOCHI

pPEryJIMPOBAHUS TPYAOBBIX OTHOIIEHU

e
C.

IIPAaBOBOM aKT, U3AaBacMbIi B LIEJIAX PErVIaMEHTAUN
OpraHU3aIMOHHO-TIPABOBOTO MOJIOKEHHS paOOTHUKA, €T0
00s13aHHOCTEH, TPaB U OTBETCTBEHHOCTH U 00ECTIEUYNBAIOIINI
ycloBus AJis ero 3p¢GeKTUBHON paboThI
~

d.

BHYTPEHHUH aKT, PUKCUPYIOMIMIA STabl TPYA0BOI
NeSITeTbHOCTH PaOOTHUKOB

[TpomomxkuTte onpeneneHue: MTaTHOE paclucaHue — 3TO
BriOepute OfMH OTBET:




~
a.
IIPAaBOBOM aKT OpraHU3aly, YCTaHABINUBAOIIUHI JOKHOCTHON
cocTaB, (yHKIMH, IpaBa ¥ B3aMMOOTHOILIEHUS PAOOTHUKOB
ApYT € ApYrom
“ b
BHEUIHUH aKT, B KOTOPOM 3aKpEILIAETCS TOJKHOCTHON U
YHCJICHHBIN COCTaB MPEANPHUATHUS C YKazaHUueM (HoHIa
3apabOTHOM IUIaThI
-
C.
BHYTPCHHUH aKT, U3/1aBACMBIN B LIEIAX pPerjaMeHTalun
OpraHU3alMOHHO-IIPABOBOIO MOJIOKEHHS paOOTHUKA
“d

BHYTPEHHUH aKT OpraHu3aliy, B KOTOPOM 3aKpeIlIsieTcs
JIOJIKHOCTHOM 1 YMCIIEHHBIN COCTaB MPEIIPUITHS C YKa3aHUEM
¢donaa 3apabOTHON TUIATHI

Kakne 1oKyMeHTBI OTHOCATCA K OpraHU3allMOHHO-KaIPOBOM
JIOKYMEHTALUHU:

Br1bepute oauH OTBET:

e
a.

HITaTHOE pacHUCaHKe, PaBHiia BHYTPEHHETO TPYI0BOTO
pacnopsiika, MoJI0KEeHHE O CTPYKTYPHOM HOJIpa3/ielIEHUH,
JOJIKHOCTHBIE HHCTPYKLIUU

“
yCTaB
e

C.

MIOJIOKEHHUE O CTPYKTYPHOM IOJIPa3/IeICHNH, HHCTPYKIIHS O
JIeNIOTIPOU3BO/ICTBY, JOJKHOCTHBIE HHCTPYKLIMH, ITOJIOKEHHUE O
KaJIpOBOH ciyx0e
~

d.

IITaTHOE paclyCcaHue, MpaBuia BHYTPEHHETO TPYI0BOTO
pacnopsika, HHCTPYKLIHA IO I€JI0IPOU3BOJICTBY,
JIOJIKHOCTHBIE HHCTPYKLIUN

OIIK-2.3

Vmeer
uaeHTuGuIrpoBa
Tb TPeOOBaHUS
HOPMAaTHBHO-
IIPaBOBOM CpPEJIbI
K CBOEM
npodecCuOoHANIbH
O AeATeIbHOCTH
U JIeITEeIIbHOCTH
OpraHu3aIu

PaccraBpTe nepeuncieHHbIe HOPMAaTUBHO-TIPABOBBIEAKTHI 110
IOPUANYECKON CHUJIE, HAUMHAs C CaMOr0 IJIaBHOTO I10
3HAYUMOCTH:

a) Tpynosoii konekc Poccuiickoit denepanuu;

6) Koncturymus Poccuiickoit @enepannu;

B) [Tocranosnenue I'ockomcrara P® ot 05 ssaBaps 2004 r. Ne 1;
r) @enepanbublii 3akoH 0127.07.2006 Ne 149-03 «O06
uHpopManuu, UHHOPMAIIMOHHBIX TEXHOJOTHIX U O 3alllUTe
uH(pOpMaLIUN».

HckmrounTe U3 KaTeEropuanbHOIO Psiia JIUIIHUN TOKYMEHT U

obocHyiiTe Bam BeiOop:
1) mpukas, perieHne, MOCTaHOBIICHHE, TOJKHOCTHAS

pacropsiKeHue;
2)pelieHue, NpuKas, pacopsKeHHE, akT, IOCTaHOBJICHUE;




3)mTaTHOE pacnucaHue, MUCcbMo, hakc, TenedoHorpamma,
00BSICHUTEIIbHAS 3aII1CKa;

4)ankera, 3asBiieHUE, aBTOOMOrpadus, TUUHAS KAPTOUKa,
JOKJIA/IHAs 3aIUCKa.

Tlopsioox sedenuss mpyoosoi KHUNCKU onpedeisiemcs (08a
NPABUILHBIX OMEEema):

a) Koncturynueit PO;

0) TpynoBbiM Koaekcom PD;

B) ®enepanbHbM 3ak0HOM OT 27.07.2006 Ne 149-D3«06
uH(popMannu, HHPOPMAIIMOHHBIX TEXHOJIOTUSIX H O 3aAIIUTE
nHpopManuny;

r) [IpaBuamMu BeieHUSI M XpaHSHUS TPYAOBBIX KHIKEK,
U3TOTOBJICHUS

OJIAaHKOB TPYIOBOM KHMKKU M 00CCTICUCHUS HMH
pabotonatenei, yrBepkaeHHbIMH [locTaHOBIEHHEM
[TpaButensctBa PO ot 16.04.2003

Ne 225;

n) Pacnopsixenuem [paBurenscra PO ot 23.04.1992 Ne 781-
P«O xpaHeHHH JOKYMEHTOB IO JTUYHOMY COCTaBY»;

e) UncTpykuuei mo 3anoqHeHUIO TPYJOBBIX KHUKEK,
yrBepxkaeHHou [loctanoBnennem Muntpyzna Poccun ot
10.10.2003 Ne 69.

OIIK-3: CriocoOeH NpuMeHsITh Te

OPCTUYCCKUEC 3HAHUA NI PCIICHWA IMOCTABJICHHLIX 3a/1a4 B

obnactu JOKYMCHTOBCACHHA N apXHUBOBCIACHUA

OIlK-3.1

Cocrasiser,
odopmIIsieT u
BEJIET
YIPaBJICHUECKYIO
JIOKYMEHTAITU IO
Pa3TUYHBIX
BUJIOB IO
poQuITIO
JIeATETbHOCTH
OpraHu3aIu B
COOTBETCTBUU C
ee
OpraHU3aIMOHHO
-PaBOBOU
dopmoit

Teopernueckue BOIPOCHI:

1. CocTaB 1 BUBI KaAPOBBIX JOKYMEHTOB.

2. PeliHyupuHT niepcoHana.

3. Ponp KagpoBBIX JOKYMEHTOB B pEIIEHUWU 331ad IO
YIPABIECHUIO IEPCOHAIOM.

4. HopmartuBHO-MeTO1MUECKHE MaTepHalbl,
periraMeHTHpYoe padoTy ¢ KaIpOBBIMU TIOKYMEHTAMH.

5. OpraHu3alMOHHO-PACHIOPSANTENbHAS  JIOKyMEHTalUs,
UCTIONIb3yeMast B IEATEIIbHOCTH KaIPOBBIX CITYkKO.

6. OcHOBHBIE  JOKYMEHTHl IO  JUYHOMY  COCTaBy,
perynupyromue B3aMMOOTHOIICHHS MPEIIPUATHHA C
pabOTHUKaMHU.

7. CocraB 1 0opMIICHHE TOKYMEHTOB IIPH MpruéMe Ha paboTy.
8. Ilpouenypa HOKYMEHTAILIMOHHOTO O(GOPMIICHHS MPU IpHUeMe
Ha paboTy.

9. CocraBiieHue aHKEThl U aBTOOHOTpaduH.

10. 3akiroueHue TpyAa0BOTO IOrOBOpA.

11. JlokyMeHTUpOBaHUE JIBUKEHUS MepcoHana.
Knaccudukanus TOKyMEHTOB, XapaKTEPU3YIOIIMX JBUKECHHE
KaJIpOB.

12. TlepeBoa paboTHHKA Ha APYTYIO padoTy.

13. JokyMmeHTamusi 1m0  O(QOPMIICHHIO  CIIY>KEOHBIX
KOMaHIMPOBOK.

14. VYcnoBusa M NOPSIOK MNPEAOCTABIEHHUS OTIYCKOB M HX
odopmIIeHHE.

15. PacropxeHue TpyaOBOrO JOroBopa U OQOpMIICHHE
YBOJIbHEHUST pabOOTHUKA.

16. JIokyMEHTUPOBAHUE OLICHKU JIEATEIIbHOCTH TIEpCOHAA.




17. O6mue nonsTtus. [lopsgok mpoBeneHuss U 0HOPMIICHHS
aTTecTaluy paOOTHUKOB.

18. XapakTepucTUKH, PEKOMEHIAIMU U PEKOMEHIATEIbHbIC
MMChbMa.

19. IToourpenus 1 HaJIOKEHUS JUCHUIUTMHAPHBIX B3bICKAHUM.
20. Pa3penieHue Tpyn0BbIX CIIOPOB.

21. Tlopsaok MOATOTOBKM MPHUKA30B MO JUYHOMY COCTaBy U
0 OpMIICHHE THYHBIX KaPTOUYCK

22. O0mue moIX0 bl K U3IaHUIO TIPUKA30B.

23. OcoOeHHOCTH OGOPMIICHHSI TPUKA30B 0 JMYHOMY COCTABY.
24. OdopmiieHHE TUYHBIX KapTOYECK.

25. Benenue TpynoOBbIX KHIDKEK U JIMYHBIX €T paOOTHUKOB

26. TpynoBble KHMKKH U MIPABUJIA UX BEJICHHUS.

27. ®opMHUpPOBAHUE JTUYHBIX JIeJT PAOOTHUKOB.

28. Opranusanus paboThl ¢ JOKyMEHTaMU

29. JIokyMeHTOO0OPOT.

30. Homenknatypa nen: 3aaa4uu, popma U coep:kaHue.

31. ®opmMupoBaHUE JEI.

32. Opranusanus XpaHeHUs JeJ1 CIIyKObl KaapoB

33. TloaroroBka KaJpoOBbIX JOKYMEHTOB K apXUBHOMY
XpaHEHHUIO.
34. DkcnepTHast KOMUCCHSL.
35. OdopmiieHue aer.
36. Ilepenaua nen Ha apXUBHOE XpaHEHHE

3HaeT MpaBoOBbIE

HOPMBI U

npaBuia

OpraHHU3aINH,

crcrevaatin, | A e s o e

OIIK-3.2 KOMIUIEKTOBAHHUS

U yuera

JIOKYMEHTaTbHOT

0 M apXUBHOTO

dboHI0B

OpraHu3aIuu
Pemnre TecToBoe 3agaHue:
1.OcHoBHBIE ~ TpeboBaHHMA K  OGOPMIICHHIO  KaJpOBOM
JOKYMEHTAIlMU B OPTaHU3AIUU PEIbSIBICHBIL:

Paboraer ¢ 1) TpynoBbiM kosiekcom PO

KOpHOpaTuBHOU | 2) YcTaBOM OpraHu3anun

CHUCTEMOM 3) rcaoy

TOKyMeHT000opo | 4) MHCTpyKIHe 10 KaApOBOMY JEIOMPOU3BOICTBY

Ta, B TOM YHCJIIE 2.  HopmartuBHBIA  aKT, OOsI3bIBAIOMIMNA  paboOTOIATENS

OIIK-3.3 DIIEKTPOHHOTO, B | TOKYMEHTHUPOBATh TPYAOBYIO ACSITEILHOCTh PaOOTHHKA. . .

COOTBETCTBUHU C
NPaBOBBIMHU
HOpMaMu
npodeccuoHanbH
o1l cpeabl

1) Pacnopsukenue IlpaBurensctBa PO ot 23.04.1992 Ne781-P
«O XpaHEHUHU JOKYMEHTOB I10 JIUYHOMY COCTABY»

2) TpynoBoii konekc PD

3) IloctanoBnenue IlpaButensctBa PO ot 16.04.2003 Ne225
«O TpyIOBBIX KHUKKAX)»

4) IlocranoBienue Muntpyna P® ot 10.10.2003 Ne69 «O06
YIBEP)KJCHUM MHCTPYKIMM IO 3allOJHEHHIO  TPYIOBBIX
KHUKEK»




3.IIpaBoBOM  aKT, MEPEUUCTAIONIMNA BHUABI  JTOKYMEHTOB,
IIPEIOCTABIIIEMBIX IIPH 3aKIFOUEHUN TPYAOBOTO 10I0OBODA. ..

1) YcraB opranuzainuu

2) IIpaBuiia BHYTPEHHETO TPYA0BOT0 paclopsiIka OpraHu3auu
3) Ilonosxenue o nmepcoHaie OpraHu3auu

4) TpynoBoii kojekc PD

4. HeoOxomumocTh 0OGOpPMIICHHE JIMYHBIX €T PaOOTHHKOB
periaaMeHTHpOBaHa:

1) OKY

2) OCHOBHBIMU TIpaBWJIaMH pabOTHI APXUBOB OpraHU3aAIUN

3) IlpaBunamMu BHYTPEHHETO TPYIOBOTO paclopsiaKa

4) IlepeuHeM  THIIOBBIX YINPABICHUECKUX JOKYMEHTOB,
o0Opa3yromuxcsi B ACSITEIbHOCTH OpraHu3allui, ¢ yKa3aHHEeM
CPOKOB XpaHEHUs

5. TpynoBble MEHCUU YCTaHABIUBAIOTCS U BBIIJIAUYMBAIOTCS B
COOTBETCTBHH..

1) @3 «O rocyaapcTBEeHHOM MMEHCUOHHOM oOecrnieueHur B POy
2) @3 «O TpyaoBBIX NEHCUSIX B POy

3) @3 «O Berepanax»

4) @3 «O06 06s13aTEIILHOM IEHCUOHHOM CTpaxoBaHuu B PDy»

6. Ilopsmox odopmiieHHs, BEJCHHS W XPAaHEHUS TPYHAOBBIX
KHIDKEK, BKJIAJIbIIICH B HHUX, MyOJHMKATOB TPYIOBBIX KHIKEK
pErIaMeHTHPOBAH. ..

1) Tpynoseim Kogexcom PD

2) YronoBHbIM KofieKkcoM PO

3) IMocranosnenue IlpaButensctBa PO ot 16.04.2003 Ne225
«O TpynoBbeIX KHWXKax», [locranoBnenne Muntpyna P® or
10.10.2003  Ne69 «OO yTBEp)KACHUM HMHCTPYKLUHUH IO
3aI0JIHEHUIO TPYAOBBIX KHIDKEK

4) HWHctpyknued 1o KagpoBOMY  JIEJOINPOU3BOJACTBY
OpraHu3aluu

7. JIoKyMEHTBbI, IpebsBIIsiEMbIe IPU pUEMe Ha paboTy:

1) TpynoBas KHMXKKa, JOKYMEHT, YA0CTOBEPSIOLINN JIUYHOCTh
2) TpyJoBas KHUXKKA, JOKYMEHT, YIOCTOBEPSIOUINN JTUYHOCTb,
JIOKYMEHTbl BOMHCKOTO Y4eTa, JOKyMEHT 00 00pa3oBaHuW,
CTPaxOBO€ CBUJIETEIBCTBO T'OCYJAapPCTBEHHOTO IEHCHOHHOTO
CTpaxOBaHMUs

3) TpynoBasi KHM)KKA, TOKYMEHT, YIOCTOBEPSIOUINI JIMYHOCTb,
WNHH, cripaBKy 0 COCTOSSHUM 310pOBBS

4) TpynoBasi KHWXXKA, 1acIOpPT, JOKYMEHThl BOMHCKOIO y4eTa,
XapaKTepUCTHKA

8. Ilpm  odopmieHuH  TPYHOBBIX  MPABOOTHOIICHUH
00s3aTeNbHBIM JOKYMEHTOM, perjiaMeHTHPYIOIINM
00s13aTeNIbCTBA CTOPOH, SIBIISETCS:

1) 3asBneHue o nmpueMe Ha paboTy

2) KOJIJIEKTUBHBINA TOTOBOP

3) TpyZI0BOE COTJIAIICHHE

4) TpysOBOH TOTOBOP

9. CTpyKTypa KaapoBOH JOKYMEHTAIIMU BKIIIOYAET B CEOs:

1) mpuKasbl 10 OCHOBHOM AEATENbHOCTH

2) MPUKa3bl o aIMAHUCTPATUBHO-X035IICTBEHHOMN
JESTEIIbHOCTH

3) mepenucKy C BBIMIECTOAIICH OpraHu3aIueit




4) npuKasbl O JUYHOMY COCTaBY

10. JloKyMeHT, YyCTaHaBIMBAIOIIMA IOPSIOK
MEePCOHAIBHBIX JTaHHBIX, HA3bIBACTCS

1) TpyROBBIM 10TOBOPOM

2) nepeyHeM KOH(MUICHIIMATLHON HHOpMAIun
3) IlonoxeHueM o 3alUTe NEPCOHAIBHBIX JaHHBIX
4) Tlonmo>keHHEM O TIepcoHaIe

00paboTku

OIIK-5: CriocobeH caMoCTOSATENbHO Pad0TaTh C Pa3IUnYHBIMU UCTOYHUKAMHU UH(DOPMALIUK U
IPUMEHATH OCHOBBI HH(POPMALMOHHO-AHATUTUIECKOH IEATETLHOCTH MIPH PELICHUN

HpO(i)eCCI/IOHaJ'IBHBIX 3aJa4

OIIK-5.1:

Ucnone3yer
MpUEMbI aHATTN3a,
CUCTEMAaTH3AIIHH,
YHUPUKAIIN U
CTaTUCTUYECKOU
00paboTKu
MTOTOKOB
uHpopmanuu u
COJIepIKATEITHHO
3HAYUMBIX
IMIUPHIECKUX
TAHHBIX

Ipumepnvie npakxmuueckue 3a0anusl OJisl IK3AMEHA:
1.3anonnums yruguyuposannyio popmy NeT-6

2. Haiioume owubku, donyujernHule 6 agmooduospagusix,
ucnpagvme ux.

Teker 1

ABtobuorpadus CsetnoBoit Mapunsl lIBaHOBHBI

S ponunacek B sxuBonucHoM ropoje Ha HeBe — B CaHKT-
[TeTepOypre.Moii oter;, CBetsioB MiBan AnekceeBud, paOOTHHUK
0anka. [loznakomuics ¢ moeit Mamoit Mpunoii [lerpoBHoii Ha
KoHIepTe B hunmapmonuu B 1975 roxny, B 1977 roxy oHun
IIO’KEHUJIMCh, a Yepe3 ABa roja poauiack 5. B Tpu roga y MmeHs
00HapyXWIN MYy3bIKaJIbHBIHN CITyX, a IOTOMY POJUTENH OTAAIN
MEHsI B MY3BIKJIbHYIO IIKOJIY Ha CKPHUIIKY. B 00bI4HYIO 1IKOITY
s TIOLIIA KaK BCe, B CEMb JIET, 3aKOHUYMIIA ee, IIpaB/a, 0e3
MeZaii, HO C XOPOIIMMHU OIIEeHKaMHU. DTO IOMOIJIO MHE
HOCTYIUTH B E€AArorHuecKuii HHCTUTYT Ha (aKyabTeT
MHOCTPAHHBIX SI3BIKOB, KOTOPHIN 5 3akoHumia B2001 roxy.
Ceituac s npenoaaro GpaHIly3CKUM B CpeIHEHN TIKOJIE C
35
A3BIKOBBIM YKJIOHOM, MHE 3TO O4€Hb HpaBuTCs. BoooOie
o010 paboTaTh ¢ 1eThMu. JKUBY s € marnoil 1 MaMoil B

Jlennnckom paiione Ha ynuue ['epuena, nom 3, kBaptupa 35.

Texkcr 2

Aptobuorpadus Tronennna Asta JleHrcoBHa

15 nexabps 1975 rona B r. Mypmancke

1982-1993 rr. — cpemnss mkona Ne 158 r. Mypmancka
1981-1989 rr. — xynoxectBenHas mkona Ne 5 r. Mypmar
1994-1999 rr. — MI'TIN, cnenuansHOCTh — YYUTENb PYCC]

I TEepaTyphl

2001 — Hact. BpeMs — MypM. cp. k. Ne 3, yauTeNb pyccK

ITUTepaTyphl

3amy’keM, UMEIO IBOUX JeTel




[IpoxxuBaHue

ys1. lupoxkas, 1. 93, k8. 128

OIIK-5.2:

Brigenser u
CHUCTEMaTU3UPYET
CMBICJIOBBIE
KOHCTPYKLIUHU B
TEKCTax
UCTOYHHUKOB,
COCTaBJISIET U
pelaKTUpyer
TEKCTBI
CITy)KeOHBIX
JIOKYMEHTOB

Pemmte TecToBOE 3a1aH1eE:

11. PaboTHuk, Ha KOTOpOro O(OPMIISETCS JIMYHOE IO,
MPEJICTaBIsIeT COOCTBEHHOPYUHO 3aMOJTHEHHYIO

1) mpocw0y o mpueme Ha paboTy

2) BBIIKCKY U3 MPUKa3a 0 MpueMe Ha paboTy

3) 6uorpaduro

4) aHKeTy WU JIMYHBIN JUCTOK MO YUeTy KaJipoB

12. Homnyckaercs oopmienue pacnopsAUTEIbHBIX
JOKYMEHTOB MO JIMYHOMY COCTaBy HE IO YHU(HUIMPOBAHHOM
dopme mipu

1) usMeHeHun OMOrpapMUECKUX JAHHBIX

2) 3aKJIOYCHUH TPYJIOBOTO JIOTOBOpAa C HCIBITATEILHBIM
CPOKOM

3) pacTOpKEHUU TPYIOBOTO JOrOBOpA

4) mpeaoCTaBICHUH OTITyCKa

13. Bwu3bl, Kakux JOJDKHOCTHBIX JIMI, BKJIIOYAeT B ceOs
pexkBU3UT «CorjacoBaHo» TPU 3aKIIOYEHUH TPYIOBOTO
JIOTOBOpA MpH MpuemMe Ha padoTy?

1) pykoBomuTeNnst CTPYKTYpPHOTO TMOJpa3/ieieHus, IOPUCTa,
CIEIMAJICTOB OTAENAa KaJApoB

2) BU3 HE HY)KHO

3) pyKOBOJUTENSI CTPYKTYPHOTO TOIpa3IeJICHuUs

4) ropucra

14 Kakue  MOKYMEHTBI,  PErJIAaMEHTHPYIOT  YIPaBJICHHUE
NIEPCOHAJIOM OpTraHU3aLH?

1) mpuKa3sbl MO JIMYHOMY COCTaBY

2) Tpy10BbI€ KHMKKH COTPYIHUKOB

3) nuuHbBIE Aena COTPYJHUKOB

4) opraHu3alMOHHO- PABOBbBIE JOKYMEHTHI OpraHu3aluu

15. Kakoil JOKyMEHT, perJaMeHTUPYeT NOPSAI0K OpraHU3aluu
Y TIPOBECHMSI aTTECTAllK ITepcoHana’?

1) [TonoxeHue o nepcoHanie

2) ITonoxenue 06 aTTecTaly MepcoHaa

3) rpaduk IpoBeACHUS aTTECTAIII

4)YcraB npeanpusaTHs

16. Y4ueTHBIM KaJIpOBBIM JOKYMEHTOM SIBJISIETCSL. . .

1) nucbMo-TIpUIIIalieHne Ha padoTy K ApyromMy paboToaaTento
2) wu3BeLIEHUE C NPOCHOON SBUTHCSA M O3HAKOMJICHHS C
IIPUKA30M

3) IMYHOE JeN0 COTPYAHUKA

4) npeacTaBieHUE O MOOUIPEHUH

17. CkompKO BpeMEHH JOJKHBI XPAHWUTBCS JIMYHBIE Jena
PYKOBOAMTENEN OpraHu3anun’?

1) nocTtosiHHO

2) 50 net

3) 75ner

4) onpenensieT KaAPOBBII paOOTHHUK

18. KTo mnpuHUMaeT pemieHue O BbIACICHUH KaJpOBBIX
JIOKyMEHTOB K YHUYTOXECHHIO?

1) HavaTBbHUK OT/IEJIa KaJIPOB




2) IUPEKTOP MO MEPCOHATY

3) pyKOBOJUTEIb OpraHU3aIuu

4) skcrniepTHas KOMHCCUS

19. KTo noanuceIBaeT BHYTPEHHIOIO OIUCH JOKYMEHTOB Jieia?
1) cocTaBuTeIH

2) pabOTHHK CITyObl TOKYMEHTAIIMOHHOTO 00ECTICUYCHHS

3) UHCIIEKTOp OTAENA KaIpOB

4) apxuBHCT

20. Be1bepuTe HCTUHHOE YTBEPKICHUE:

1) nena mpuKa3oB MO JIMYHOMY COCTAaBY MOJIEKAT MOJTHOMY
0hOpMIICHHUIO

2) nmena MpHUKa3oB IO JUYHOMY COCTaBY MOAJICKAT YACTUYHOMY
0hOpMIICHHUIO

3) onema TmNpuKa3oB MO JMYHOMY COCTaBy  IOJUIEKaT
0(OpPMIICHHIO B 3aBUCUMOCTH OT CPOKA XpaHEHUs

4) nenma TPUKA30B 10 JIMYHOMY COCTaBy HE IOJIEkKAT
0(hOPMIICHHUIO

21. IlocTossHHOE XpaHEHHE KaJpOBBIX JOKYMEHTOB JIOJIKHO
OCYIIIECTBIISATHCA:

1) npu MOCTOSSHHOM €CTECTBEHHOM OCBELLCHUU

2) B TEMHOTE

3) B cyXoM BO3/lyX€ IIPU NOCTOSIHHOM BEHTHIISALIMH

4) 0coObIX TpeOOBaHUI HET

22. IlpoBepka Hanuuus U COCTOSHHUS  JIOKyMEHTOB
OCYIIIECTBIISETCS:

1) He peke yeM OMH Pa3 B IIATh JIET

2) eXeroiHo

3) 1mo Mepe HEOOXOAUMOCTH

4) 1o ’xeJaHHuI0 apXUBHOIO pabOTHHUKA

23. Bbl roroBure K Iepenadye B apXuB Jieda NPUKA30B I10
JUYHOMY cocTaBy. B xonme o0paboTku y3Haete, 4ro Bam
JaleKuil MPEeIIeCTBeHHUK HE pas3/iesisul B JIENONPOU3BOJICTBE
NpUKa3bl 10 JIMYHOMY COCTaBy JIOJITOBPEMEHHOTO U
KpPaTKOCPOYHOTO CPOKOB XpaHeHHs. Bce nena copmupoBaHbl
0e3 ydera IUTENTPHOCTH XpaHEHUS JIOKYMEHTOB. Bamm
JEUCTBHUS:

1) mnepedpopmupyro Jena B COOTBETCTBUM CO CpOKaMu
XpaHEHHUs1, COCTABIIIO HOBbIE BHYTPEHHUE OMUCH

2) mnepegopMHUpPYIO Jena B COOTBETCTBUM CO CpOKaMu
XpaHeHHus, TEPeHyMEpYylo TNpUKa3bl 10 MOPSAAKY, CIeNaro
MIOMETKH B PETUCTPAIMOHHOM J>KypHalle, COCTABIIO HOBBIC
BHYTPEHHHUE OIUCH

3) Oymy oOpabGarpiBaTh Jena B TOM BHAE, Kak OHH
c(hopMUPOBaHBI

4) He Oyay HUYEro JieaTh ¢ yke chOpMUPOBAaHHBIMU JETIaMH, a
nocienyoluee GopMUpoBaHUE JieN OyIy BECTH B COOTBETCTBUU
¢ TpeOOBaHUSAMU TI0 CPOKAM XPaHEHHS
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Onpeoenume 610 0OKyMeHmMa, ONUPAscy Ha cledyrujue
@pacmenmol mexcma.

Teker 1

O6pazoBanue: 1989-1994rr. — MoCKOBCKHIT TOCY1apCTBEHHBIN
NEeIarOrMYSCKU HHCTUTYT C MPUCBOCHUEM KBaTH(UKAIIMH




paboThI AJist MIPENOIaBaTelisi HEMEIKOTO s3bIKa.

BEJICHHS 1977-1987rr. — cneuunanu3upoBanHas mkona Ne23 ¢
HayqHBIX yTIIyOJICHHBIM U3YYEHUEM HHOCTPAHHBIX S3BIKOB.

N Tekcr 2
HCCIIeIOBAaHU I

B moMeHT aBapuu Ha ckitane Ne 2 s 6pu1a Ha obene,
MO3TOMY HE MOTJIa TPEIOTBPATUTH BO3rOopaHue Kabes.
Teker 3

[Ipomry oka3zaTh MHE MaTepUATBLHYIO TOMOILb B CBSI3H C
TSKEJIBIM MaT€pPUAIbHBIM MOJI0KEHUEM.

Tekcr 4

O0BsBUTH 3kKOHOMHUCTY AnekceeBoit O. WM. 3ameuanue.
Tekct 5

Lenb: couckanue AOJKHOCTU CeKpeTapsa-pedepeHTa.
Tekcr 6

JoBoxy no Bamero cBegenusi, 4To BO BBEpEHHOI MHE
n1abopaToOpUn 0Ka3aI0Ch HEUCTIPABHBIM 000PYI0BAHUE 10
ANKUIOCH30My.

Tekct 7

[Tpencenarens: K. E. Kaitropoackuit Cexperaps: 1. T.
TumodeeBa

[IpucyrcrBoBanu: 17 yenoBek (CIUCOK MPUIIAraeTcs)

6) HOpﬂ)IOK NMpoBEACHUA l'lpOMe)KyTO‘-IHOﬁ aTTeCTalluM, IOKa3aTe¢/JIn U KPUTECPUH
OICHUBAHUA:

IIpuMepHasi CTPYKTYpa M colepKaHue MyHKTA:

[TpomexyTouHas aTTectanus 1o qucuuiuiee «KaapoBoe Aemonpon3BoACTBO» BKIFOYAET
TEOPETUYECKHE BOMPOCHI, MO3BOJISIOIINE OLEHUTh YPOBEHb YCBOCHHUS 00yJarOIMMUCS 3HAHUH, U
NPaKTUYECKHE 3alaHus, BBIBISIOIINE CTENEHb C(OOPMUPOBAHHOCTH YMEHUI U BIaJICHUH,
IPOBOJIUTCS B (hOpME 3a4eTa U IK3aMEHa.

DK3aMeH Mo JaHHOM JUCIUILINHE IIpOBOAUTCH B yCTHOﬁ (I)opMe 10 3K3aMCHAIIMOHHBIM 6I/IHeTaM,
Ka)KI[BII\/'I M3 KOTOPBIX BKJIHOYACT 2 TCOPECTUYCCKUX BOIIPOCA U OAHO IMPAKTHYCCKOC 3aIaHUC.

IToka3zarenu u KPUTECPHUH OICHUBAHUA 3a4e€Ta:

— JUIs1 TIOJTYYEHHSI OLICHKH «3aumeH0 10 JUCIUIUINHE 00YJaroLuiics JOKEH BIIaJeTh
KaTerOpHaJIbHBIM allllapaTOM, YMETh €ro UCI0JIb30BaTh B COOTBETCTBYIOLEM KOHTEKCTE; YMETh
IIPOKOMMEHTUPOBATH ONPEAECIICHUE, ITOSICHUTD, IPUBECTU IIPUMEPBI, UILUTFOCTPUPYIOLIUE
OTJeNbHbIe N0J0kKeHUsA. CTYACHT 0JDKEeH u3jaraTb HH(GOPMAIHIO JOTMYHO, MTOCIIEA0BATENBHO,
apryMEHTHPYsI © KOMMEHTHUPYS MTOJIOKEHNUS, NCIIOJIb30BATh PACCYKIAIOIINNA CTHIb,
BBICKA3bIBaTh CBOIO MO3UIINIO, (POPMYIHPOBATH BHIBO/IBI B KOHIIE BOIIPOCOB.

— OLICHKA «He 3a4meH0Y BBICTABISETCA, €CIIU CTYIECHT BIACET JIUIIb OTACIbHBIMU IIOHATUAMU,
HO HE YMEET UX OOBACHUTD, IPUMEHUTh B COOTBETCTBYIOIIEM KOHTEKCTE, IPOUIUIIOCTPUPOBATH
npuMmepamu. YacTuyHo n3naraet uHGOpMaIuio, He MOXKET MIPUBECTH MPUMEPHI,
MTOATBEPIKIAIOIINE BBIBOJIBI, HE OITUPAETCS HA MEKIMCIUILIMHAPHBIE 3HaHusA. He MoxeT
[IPUMEHUTH [TOJIYYEHHBIE 3HAHUS Ha IIPAKTUKE.




IloxazaTtenu u KPHUTECPHUHA OLICHUBAHHUSA IK3aMEHA:

— Ha OLEHKY «OTJMYHO» (5 0aIoB) — 00y4yarouuiics: 1eMOHCTPUPYET BHICOKUN YPOBEHb
c(hOpMHUPOBAHHOCTH KOMIIETEHIIUH, BCECTOPOHHEE, CUCTEMATHUECKOE U ITyOOKOe 3HaHHE
y4eOHOT0 MaTepuala, CBOOOJHO BBIIOTHSAET MPAKTUYECKHUE 3aaHUs, CBOOOIHO ONEpUpPYET
3HAHUSIMU, YMEHUSIMU, TPUMEHSET UX B CUTYalUSIX MOBBIIIICHHOW CIIOKHOCTH.

— Ha OIICHKY «X0po1o» (4 6amia) — o0yJaroIuiics JEMOHCTPUPYET CPEAHUN YPOBEHD
c(hOpPMUPOBAHHOCTH KOMITETEHITUI: OCHOBHBIC 3HAHUS, YMEHUSI OCBOCHBI, HO JIOMYCKAIOTCS
HE3HAYUTEIbHBIC OMUOKN, HETOYHOCTH, 3aTPYIHCHUS [IPH aHAJTUTHYECKUX ONEPAIIUSX,
NepPeHOCe 3HAaHUI U YMECHHI Ha HOBBIE, HECTAHIAPTHBIC CUTYAIIUU.

— Ha OLIEHKY «Y/J0BJIETBOPUTEJILHO» (3 Oaia) — 00yJarouuiicss JeMOHCTPUPYET OPOTOBBIN
YPOBEHBb C(HOPMHUPOBAHHOCTH KOMITETEHIIUN: B X0J1€ KOHTPOJIBHBIX MEPOIIPHUITUIN TOITYCKAIOTCS
OIIMOKH, IPOSIBIIIETCS] OTCYTCTBUE OTACIBHBIX 3HAHUH, YMEHUH, HABBIKOB, 00YJarOIIUICS
UCIBITHIBACT 3HAUUTENbHbIE 3aTPYAHEHUS [IPU ONIEPUPOBAHUM 3HAHUSAMU U YMEHUSMU IIPU UX
[IEpPEeHOCEe Ha HOBbIE CUTYAIUH.

— Ha OIICHKY «HeYyI0BJIeTBOPUTEIbHO» (2 6aiia) — o0ydaroIuiicss JeMOHCTPUPYET 3HAHUS HE
6osee 20% TEOPETUUECKOTO MaTepHalia, JOIMYCKAeT CYyIIECTBEHHbIE OMMOKHN, HE MOXKET
MOKAa3aTh UHTEIUICKTya IbHbIe HABBIKU PELICHHs MPOCTHIX 3a/1a4.

— Ha OIICHKY «HeYyI0BJIeTBOPUTEJIbHO» (1 0at) — 00yJaroniuiicss He MOKET MOKa3aTh 3HAHUS
Ha YPOBHE BOCIIPOU3BEICHUS U 00BsICHCHHS HH(DOPMAIIUH, HE MOXKET ITOKa3aTh
MHTEJUIEKTYaJIbHbIE HABBIKU PEIIEHUS IPOCTHIX 3a/1a4.



