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PaGouas mporpaMma COCTaBJIeHa Ha OCHOBE ®dI'OC BO - 6akamaBpuaTt 110 HAIIPaBJICHHIO
noaroroBku 46.03.02 JIoKyMEHTOBEICHHE U apXUBOBE/ICHUE (npuka3z Muno6puayku Poccuu oT
29.10.2020 r. Ne 1343)

PaGouass mporpaMMa paccCMOTpeHa H ono6pena Ha 3ace11amm xadenpsl
INearoruyeckoro oopa3oBaHus ¥ JIOKYMEHTOBEACHHA
08.02.2021, npoToxoi Ne 7

3asB. Ka(benpon /LC ¢ /«/@ ) C.C. BenukaHosa

PaGoyas mporpamMma 0100peHa MeTOIMYeCKOH xé
03.03.2021 r. npotokos Ne 7

IIpencenarens T.E. A6pam30H

PaGouasi mporpaMMa cocTaBJIeHa: & & 3

3aB. kadenpoit [I0u/l, Kana. MOJIKT. HAyK / L (L4 A7) C.CBenukanosa
,/

PerieH3€eHT:
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JIner akryaqm3zanuu padodeil mporpamMMsl

Pabouas mporpamma nepecMoTpeHa, 00cyxieHa u ogo0pena uist peanmsarmu B 2022 - 2023
y4eOHOM roty Ha 3aceqanuu kageapsl Ilenarormyeckoro o0Opa3oBaHus U JOKYMEHTOBEACHUS

[Iporokom or 20 1. Ne

3aB. kadenpoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, o0CcykieHa 1 ooopenHa uist peanm3armn B 2023 - 2024
yueOHOM rony Ha 3acenannu Kadeapsl Ilemaroruueckoro oOpa3oBaHus M JOKYMEHTOBEACHUS

[Iporoxom oT 20 1. Ne

3aB. kadenpoit C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, 00CykieHa u oo0pena uist peanm3armu B 2024 - 2025
yueOHOM rony Ha 3acenannu kadeaper [legarormueckoro oOpa3oBaHus M JOKYMEHTOBEICHUS

[IpoTokomor 20 . Ne

3aB. kadenpoit C.C. Benmkanosa

Pabouas mporpamma nepecMoTpeHa, 00CcykieHa u oo0pena it peanm3armu B 2025 - 2026
y4eOHOM To1y Ha 3acenanuu kadeapsl [lemarornueckoro oOpa3oBaHus U JOKYMEHTOBEICHHUS

[IpoTtokonm oT 20 1. Ne

3aB. kadenpoit C.C. BenukanoBa

Paboyas nmporpamma nepecMoTpeHa, 00CyxieHa 1 o100peHa s peanu3anuu B 2026 - 2027
y4ueOHOM roay Ha 3acenanuu kadenpel Ilegarorudeckoro oOpazoBaHus M TOKYMEHTOBEICHUS

[Ipotokom ot 20 . Ne

3aB. xadenpoit C.C. Benukanosa




1 esiu ocBOCHUSI IMCIHUIIIMHBI (MOY/JIs1)

Henstmu ocBoeHust aucuuIIMHbl (Moayisi) «KagpoBoe nenonpon3BOACTBOY SIBISIOTCSA:
M3y4YeHUE OCHOBHBIX HAIPABICHUN 3aKOHOIATEIbHOM U HOPMATUBHOM ITPAaBOBOM pErIaMEHTALIUU
paboThI ¢ AOKYMEHTaMH I10 JTHYHOMY cocTaBy B Poccuiickoit denepanyu u npasuit opopmieHus
KaJpOBBIX JOKYMEHTOB; PACCMOTPEHHE BOIIPOCOB O(GOPMIICHHS OPraHU3alMOHHO- KaJpOBOH,
pacrnopsaIuTenbHON, WH(POPMALMOHHO-CIIPABOYHON JOKYMEHTAllMM ¥ JOKYMEHTAIlUH T10
JIMYHOMY COCTaBY B TECHOM CBSI3U C U3JI0KEHUEM PEKOMEHIALIUH 10 IIepexo,1y pabOThl KaJpOBBIX
CIy’K0 OT TPaAULIMOHHBIX (POPM K COBPEMEHHOH CHCTEME YIPABJICHHUS NIEPCOHATIOM U OCHOBAMH
TPYIOBBIX OTHOLIEHWI paboTonaTtess U pabOTHUKA B COOTBETCTBUHU C TPYAOBBIM KOJEKCOM
Poccuiickoii dhenepanun.

2 MecTo TMCHMIIMHBI (MOYJIs1) B CTPYKTYpe 00pa3oBaTe/ibHOIi MPOorpaMmsbl

JNuctunnuna KanpoBoe nemompou3BOACTBO BXOJUT B 00s3aTEIBHYIO YacTh y4e€OHOTO
rIaHa 00pa3oBaTEIHLHOM MTPOTrPAMMBI.

Jnst  u3ydeHHus  TUCHUIUIMHBI ~ HEOOXoauMbl  3HaHWs  (YMEHUs,  BIAJCHUS),
chopMUpOBaHHBIC B pe3y/IbTaTe U3yUEHUS AUCITUTUTHH/ TPAKTHK:

ApxuBOBeJIEHUE

Nudopmanmonnoe oGecriedeHne ypaBieHHs

VYrpaBneHue 3JeKTPOHHBIMHU apXUBaMHU

JlokyMeHTaloHHOE 00ecTiedeHre TPYIOBbIX OTHOILIEHUH B PO

JlokyMeHTOBEeIeHHE

VYrnpaieHue nepcoHaioM

3Hanus (yMEHHs, BIAJCHUS), TTOJYICHHBIC MPU U3YUYEHUU NaHHOW MUCIUIUIMHBI OyTyT
HEO0OXO0IUMBI JJ1s1 U3YyYEeHUS] AUCIUTLITUH/TIPAKTHK:

KagpoBas nonutuka

ApXHBBI IO TUYHOMY COCTaBY

[ToaroroBka k mporeype 3aiiuThl ¥ 3alI1Ta BRITYCKHON KBaTU()UKAITMOHHON PabOTHI

[ToaroroBka k ciayue U caava rocyAapCTBEHHOTO SK3aMEHa

Koudunenmnuansnoe 1em10npon3BoAcTBO

3 KomnereHuuu ody4yamwuerocsi, opMupyembie B pe3yJibTaTe 0CBOCHUS

AUCUUIIMHBI (MOXYJISA) M IIJIAHUPYeEMbIe pe3yJbTaThl 00yUeHUus

B pesynprate ocBoeHus aucuuiuimHbl (Moayns) «KazmpoBoe enonpou3BOICTBO»
oOyuarouuiics 1okeH 001a1aTh CASAYIOIMMI KOMIETECHITUSIMHU:

Ko nanukaTtopa NHaukaTop 10CTHKEHUS KOMIIETCHITUN

OIIK-2 Crioco6eH Hax0qUTh OPTaHU3aIMOHHO-YIIPABICHUYECKHUE PEILICHUS TIPU PEILICHUH 3a/1a4 B
cdepe cBoeii npohecCHOHATBLHON IeSTEIbHOCTH;

OIlK-2.1 Omnpenenser 1eny U 3a/1a4uu yrpasjieHus B cdepe cBoel npodeccuoHanbHON
JeSITeIIbHOCTH
OIIK-2.2 Hcnonb3yeT OCHOBHBIE METOJbI U MPHUEMBI OPTaHU3AlUU, TUIAHUPOBAHUA,

MOTHBAIIMM, KOOPAWHAIIMU W KOHTPOJS TpoleccoB B cdepe cBoei
npodecCHOHATBLHON NeATEIbHOCTH

OIIK-2.3 Ymeer uneHTuduUIUpoOBaTh TPeOOBAHUS HOPMATUBHO-NIPABOBOI Cpelbl K
cBOeM npodeccoHaIbHOM 1eTeIbHOCTH U JIeSITeIbHOCTH OpraHu3aluu

OIIK-3 Cnocoben IMPUMCHATb TCOPCTHYCCKUC 3HAHHA UIA PCHICHUA IMOCTABJIICHHBLIX 3a/la4 B
o0yacTu JOKYMCHTOBCIACHUS U ApXUBOBCICHMUS

OIIK-3.1 CocraBnser, odopmiisieT U BeAET YIPABICHUECKYIO JOKYMEHTAIIHIO
pa3MYHBIX BUAOB TO MNpoUI0  JESITEeIbHOCTH OpraHu3alud B
COOTBETCTBUHU C €€ OPraHU3aIIMOHHO-IIPaBOBOM hopMoii

OIIK-3.2 3HaeT npaBOBbIe HOPMBI M IIPAaBUIIa OpraHU3aluy, CUCTEMaTH3allHH,




KOMILJICKTOBaHMSI M y4eTa JOKYMEHTAJIBHOTO U apXWBHOTO (HOHIOB
OpraHu3amuu

OIIK-3.3

PaboTaer ¢ KOpmopaTHBHON CHCTEMOW AOKYMEHTOOOOPOTa, B TOM YHCIE
3JIEKTPOHHOTO, B COOTBETCTBUH C IPAaBOBBIMU HOPMaMH PO (HecCHOHATBHON
cpeabl

OIIK-5 CnocobeH camocTOSITeIbHO paboTaTh C PasIMYHBIMH HCTOYHUKAMU HH(GOpMAIMUA |

IMPHUMCHSATH

OCHOBBI I/IHCI)OpMaIII/IOHHO -aHAJIUTHICCKOM JACATCIIbHOCTHU npu peIICHUN

npodeccuoHaIbHbIX 3a/1a4.

OIIK-5.1 Wcnonb3yer mnpueMbl aHanu3a, CUCTEMAaTH3alUM, YHU(PUKAIUU U
CTaTHUCTUYECKON 0OpabOTKM NOTOKOB HH(OpPMAaLUKU U COAEPKATEIBHO
3HAYUMBIX SMIUPUYECKUX JAHHBIX

OIIK-5.2 Beimenser u cUCTEMAaTHU3MPYET CMBICIOBBIE KOHCTPYKIIMM B TEKCTaX
HCTOYHUKOB, COCTABIISIET U PEJAKTUPYET TEKCTHI CIYKEOHBIX TJOKYMEHTOB

OIIK-5.3 Bnageer HaBbikaMu paliOHAIBLHOW MH(POPMAIMOHHO-TIOUCKOBOM pabOThI

JJI BEACHW S HAYYHBIX I/ICCHGI[OBaHI/Iﬁ




4. CTpyKTypa, 00b€éM U coep:KaHue TMCHUIIJIMHBI (MOXYJIs1)

OO0mast TpyI0eMKOCTh AMCIUILTUHBI COCTABISET / 3a4ETHBIX eAMHUIl 252 akaj. 4acoB, B TOM

YHUCIIC:

— KOHTaKTHas pabota — 33 akaj. 4acos:

— aynutopHas — 10 aka. 9acos;
— BHEAyIUTOpHAS — 23 aKaj. 9acoB
— camocTositenbHas pabota — 206,4 akaj. 4acos;

— IMOATOTOBKA K 9K3amMeHy — 12,6 akan. gaca

— IMOATOTOBKA K 3auéTy — 12,6 akax. gaca
dopma aTTecTaluy - 3a4€T, IK3aMEH

AynurtopHast I = ®Dopma
KOHTaKTHas pabota E E Bux TEKYIIETO
o I KOHTPOJI Ko
Paznen/ Tema 2, (B axan. yacax) £ £ camocrosTensHo P 3
N — ﬁ? g o M YCIEeBAEMOCTH | KOMIIETEHIIN
1ab 25 6 u u
HpakT. [ =S PaboTet IIPOMEXYTOUH
Jlexk. . = p YTOYHO
3aH. 3aH. S W aTTecTaluu
1. Pazgen 1 CocraB u BHIBI KaIpPOBBIX
nokymeHToB (7 cemectp)
Nzydenue
OCHOBHO} M Brimonnenue
1.1 Ponb KagpoBBIX JOKYMEHTOB B 01/0.1 015/0.15 JIOTIOJTHU-TEILHO Tecta K OIlK-2.1,
pellleHuH 3a1ad Mo YIpaBJICHHIO ,I/I, ' I/Il 6 |i muTeparypsl o aszeny 1. K OIlK-2.2,
[IEPCOHAIOM JTUCLIUTUTHHE, Pasiery - K-p- 1 2.3
HWTOTOBEI TECT
KOHCITEKTa
JIEKIIUH
Nzydenue
OCHOBHO} M Brinonnenue
1.2 HopmaruBHo-mMeTomuueckue JIOITOJTHUTEIBHON OIlK-2.1,
0,1/0,1 0,15/0,15 Tecra K
MaTepHuaibl, PErJIAMEHTHPYIOLIHE 1 " 6 | muteparypsl o paseny 1, k.p OIlK-2.2,
a00Ty ¢ KaJpOBLIMH JOKYMEHTaAMH HCIUTIINHE . 71 OIIK-2.3
P y P JLOKY AmcIt > | UTOTOBBIN TECT
KOHCITEKTa
JIEKIIAH
Mzy4yenne
OCHOBHOMH 1
1.3 OIIOJHUTEIHHON Brmonerne OIIK-2.1
Oprauuszannonao-pacopsiqurenss | 4 | 0,1/0,1 0,15/0,15 A Tecta K o
6 | muteparypsl o OIlK-2.2,
as TOKyMEHTAIWs, UCIoNb3yeMas B J4! u CLIHTLIIHE pasneny 1, k.p., OITK-2.3
JICSITEIbHOCTH KaJIPOBBIX CITYKO COHCIICKTa > | ITOTOBEIH TECT '
JIEKIIAH
Mzydyenne
OCHOBHOMH 1
1.4 OcHOBHBIE JOKYMEHTHI IIO - Brimonnenue OIK-2.1
JINYHOMY COCTaBY, PETYIUPYIOIIHe 0,1/0,1 0,15/0,15 A TecTa x )
N 6 | murepatypsr o OIlK-2.2,
B3aMMOOTHOIIICHUSI TIPEANPUATAN C 4! nu HCIIAILTHHE pasneny 1, x.p., OIIK-2.3
paboTHUKaMU KOHCHeKTa, UTOTOBBIN TECT '
JIEKIIAH
Wzyyenue
OCHOBHOM U
OIOJTHUTEIILHOM Brmonnenne OIIK-2.1
15 Jokymentsl mo pabore c 0,1/0,1 0,15/0,15 a Tecta o
HePCORAIOM " " 6 | muTepaTypsl o paseny 1, k.p OIIK-2.2,
P JHMCITUILINHE, .71 OIIK-2.3
HATOTOBEIN TECT
KOHCITEKTa

JIEKLIUH




0,5/0,5 0,75/0,75
Hroro 1o pa3neny 30
)4 )4
2. Pazgen 2. CocraB u odopmiieHne
JOKYMEHTOB TIpH TIpHeMe Ha pabory.
Iopsimok TOATOTOBKH TIPUKA30B IO
JUYHOMY COCTaBy ©  o(hOpMIICHHE
JINYHBIX KAPTOYCK
Beinonnenue
Nzyuenue
N MPAKTHIECKOTO
OCHOBHOM U
.| 3amanus Nel u
JIOITOJTHUTEIBHOM OIIK-2.1,
2.1 JloxyMeHTHpOBaHHE Ipolecca 0,1/0,1 0,15/0,15 BBITIOJTHCHHUE
nonbopa nepcoHalna B OpraHu3aluu n u 6 | smreparypei o TecTa K pasziell OIR-2.2,
AO0p P P It JHCHUIIINHE, pasaeiy OIIK-2.3
Ne2, x.p.,
KOHCIIEKTa N
N UTOT'OBBIN TECT,
JICKIIUi .
K.p., ATOTOBBIN
Nzyuenue Brimonnenue
OCHOBHOM M | PAKTHIECKOTO
. onoaHuTenpHOM | 3amanus Nel u | OIIK-2.1,
2.2 VYcioBus TPYIOYCTPOMCTBA B 0,1/0,1 0,15/0,15 8 A
6 | mutepatypei o | Bemonnenue | OIIK-2.2,
OpraHU3aLUI0 n nu
JWCIMIUTHHE, |[TecTa Kk pasaeny| OIIK-2.3
KOHCITEKTa Ne2, x.p.,
JISKIMI HUTOTOBBIN TECT
Nzydenue Brinonnenue
OCHOBHOM M | MPAKTHIECKOTO
i o] I1K-2.1
2.3 TpeGoBauus K KBaaH(pHKAIAH 0,1/0,1 0,15/0,15 HOMOIHHTENGHOH | 3afanma Nel u | O '
N 6 | mutepatypei o | Bemonnenue | OIIK-2.2,
couckarenen n n
JWCIMIUTHHE, [TecTa Kk pasaeny| OIIK-2.3
KOHCITEKTa Ne2, x.p.,
JIeKIUi WUTOTOBBIN TECT
Nzydenue Brinonnenue
OCHOBHOM U | IPAKTUYECKOTO
. onoJHU-TeNbHO | 3amanus Nel u | OIIK-2.1,
2.4 O6bserenne 06 orkpuitoii| , | 0,1/0,1 0,15/0,15 A A
6 | muteparypsl o| BeimonHenue | OIIK-2.2,
BaKaHCHU " n
TUCLUILTHHE, |TecTa K pazpeny| OIIK-2.3
KOHCITEKTa Ne2, k.p.,
JIEKIUI WUTOTOBBIN TECT
Nzydenue Brimonnenue
OCHOBHOM U | MPAKTUIECKOTO
ononHuTenbHoM | 3aganus Nel u | OIIK-2.1,
y 0,1/0,1 0,15/0,15 A A
2.5 ba3a naHHBIX corckarenei " " 6 | muTepaTypbl 10 | BBIIOJIHCHHE OIlK-2.2,
TUCLUILTHHE, |TecTa K pazpeny| OIIK-2.3
KOHCITEKTa Ne2, k.p.,
TIEKITUI WUTOTOBBIN TECT
Mzy4yenne Brimonnenue
OCHOBHOM U | MPAKTUIECKOTO
ononHu-TenbHO | 3amadus Nel u | OIIK-2.1,
2.6 [purnamenmue ma| |0,2/0,1 0,15/0,15 2 A
6 | nmuteparypsl o| BeimonHenue | OIIK-2.2,
cobeceoBaHKe n )4
TUCLUILTHHE, |TecTa K pazpeny| OIIK-2.3
KOHCITEKTa Ne2, k.p.,
JIEKLIUH HUTOTOBBIN TECT
Mzydyenne Brimonnenue
OCHOBHOW U | MPAKTUIECKOTO
OI10. eJIbHOM | 3a1a Nel OIlK-2.1,
2.7 VYBemomiieHne 00 OTKase B 0,15/0,15 AOTIOTTHUTCIILHOM 32 1A HUA "
6 | muteparypsl o | BeImonHenue | OIIK-2.2,
MIPEI0CTABICHNH BaKaHCHH )41
TUCLUILTHHE, |TecTa k pazaeny| OIIK-2.3
KOHCITEKTa Ne2, x.p.,

JIEKLIUH

HUTOT'OBBIN TECT




Wzyuenne

o Brinonnenue
OCHOBHOM U
2.8 Jluct cobecemoBaHmsa  C 01/0.1 015/0.15 JIOTIOJTHU-TENBHO r;g ;ﬁ;ie;:?r; OIIK-2.1,
COUCKaTeNneM Ha OTKPBITYIO R ' ' 6 |it maTepaTypsl o - OIIK-2.2,
TIO3ULIUIO 1 u JUCTIUTLITNHE, BBIHOMHCHIE OI1K-2.3
ocnexta | TECTA K paszieny
N No2
JICKIIUi
Nzyuenne Beimonnenue
OCHOBHOM M | PAKTHIECKOTO
2.9 OreHka kaHmuaaTa B Ipolecce 0,1/0,1 6 AOTIOTHI-TCIIBHO | 3a/IaHUA Nelm | OIK-2.1,
coBecenoBaHms " i iutepatypel o[ BeImonaerue | OIIK-2.2,
JWCIMIUTMHE, [TecTa K pasaeny| OIIK-2.3
KOHCITEKTa Ne2, x.p.,
JISKIIMIA HUTOTOBBIN TECT
Wroro no pazneny 0‘81110‘8 1,2/121 | 54
3. Pasmen 3. Benmenue TpyIOBBIX
KHIDKEK U JIMYHBIX e PabOTHUKOB.
JIOKyMEHTHpOBaHUE JIBIDKCHUS
MepCcoHaa. JIOKyMEHTHpOBaHHE
OLICHKH JEATENLHOCTH TIepCcoHalia
Nzydenue Brinonnenue
OCHOBHOM M | MPAKTHIECKOTO
3.1 IlpaBoBas cropoHa OOpAILCHHS 0,1/0,1 0,15/0,15 JIOTIOTHH-TCIIBHO | 3a/aHHA Ne2w | OTK-2.1,
¢ TPYJIOBBIMH KHIBKKaMH " " 6 |# mutepatypsl mo| Bemonnenue | OIIK-2.2,
TUCLUILTHHE, |TecTa K pazpeny| OIIK-2.3
KOHCITEKTa Ne3, x.p.,
JIeKIUN UTOTOBBIN TECT
Nzydenue Brinonnenue
OCHOBHOM U | IPAKTUYECKOTO
01/0.1 015/0.15 noronHu-TeabHo | 3amanus Ne2 u | OIIK-2.1,
3.2 Benenue Tpya0BbIX KHIKEK ' " ' ' " ' 6 | muteparypsl o| BeimonHenue | OIIK-2.2,
TUCLUILTHHE, |TecTa K pazpeny| OIIK-2.3
KOHCIIEKTa Ne3 k.p.,
JEKIUN UTOTOBBIN TECT
Nzydenue Brimonnenue
OCHOBHOM U | MPAKTUIECKOTO
3.3 Boimaua nyGmmkara tpynosoii| 4 |0,1/01] [ 0.15/0,15 AomoHuTenbHOl | 3anarma Ne2 w | - OIIK-2.1,
B " " 6 | nuteparypsl o | BeimonHenue | OIIK-2.2,
TUCLUILTHHE, |TecTa K pazpeny| OIIK-2.3
KOHCTIEKTa Ne3 k.p.,
JIEKIUH UTOTOBBIH TECT
Wzy4yenne Brimonnenue
OCHOBHOM U | MPAKTUIECKOTO
34 Ofopwienne meramima 8| |001[ [015/015| - [AOTOTHCTCTMHO| s 2w | OUR-2 L,
TPYIOBYIO KHIDKKY " " i mutepatypsl o| BeimonHenue | OIIK-2.2,
TUCLUILTHHE, |TecTa k pazaeny| OIIK-2.3
KOHCTIEKTa Ne3 k.p.,
JIEKLIUH HUTOTOBBIN TECT
Mzydyenne Brimonnenue
OCHOBHOM U | MPAKTUIECKOTO
3.5 Bbigaua TpyaoOBOW KHWKKH Ha 0.1/0.1 015/0.15 noronuurenbHon | 3amanaus Ne2 u | OIIK-2.1,
OCHOBAaHHH YBOJBHECHHUS pabOTHHKA ' u ' ' " ' 5 | murepatypei o | Bemomuenne | OIIK-2.2,
OpraHu3aluu JIWCIMIUTMHE, [TecTa K paszeny| OIIK-2.3
KOHCITEKTa Ne3 k.p.,

JIEKLIUH

HUTOT'OBBIN TECT




Wzyuenne Bemonnenne
OCHOBHOM M | IPAKTHIECKOTO
3.6 Yuer m XpaHeHWE TPYIOBBIX 0,1/0,1 0,15/0,15 JAOTOTHA-TCIIBHO | 3a/IaHUA Ne2m | OIK-2.1,
CHIDRCK 1 HX GHAHKOB " " 6 |it muTepaTypsl no| Bemonuenue | OIIK-2.2,
JWCIMIUTMHE, [TecTa K pasaeny| OIIK-2.3
KOHCIIEKTa Ne3 k.p.,
JIEKIUI WTOr'OBBIN TECT
Nzyuenne Beimonnenue
OCHOBHOM M | PAKTHIECKOTO
[TOJTHH-TEIIBH Hust Ne2 u I1K-2.1
3.7 ®opMHpOBaHHE JIMYHBIX €I 0,1/0,1 0,15/0,15 sronoxt eabHO | sananm N 0 '
AGOTHIKOB " " 5,4 |ii nmuTepatypsl 0| BBINOJIHEHUE OIIK-2.2,
P JWCIMIUTMHE, [TecTa K pasaeny| OIIK-2.3
KOHCIIEKTa Ne3 k.p.,
JIEKIUI HUTOTOBBIN TECT
Nzyuenue Brimonnenue
OCHOBHOM M | MPAKTHIECKOTO
3.8 VcenoBust u TTOPSIIOK 01/01 0.15/0.15 IOMOMHUTENBHOM | 3amanus Ne2 u | OIIK-2.1,
MIPEJOCTABIECHUS. OTIIYCKOB, M HX ' " ' ' " ' 4 | mureparypsl mo | BemonHenne | OIIK-2.2,
oopmieHue JWCIUIUINHE, |TecTa K pasneny| OIIK-2.3
KOHCIIEKTa Ne3 k.p.,
JIeKIUI WUTOTOBBIN TECT
Nzyuenue Brimonnenue
OCHOBHOM M | MPAKTHIECKOTO
3.9 Pacropixenue TPYIOBOTO 01/01 0.15/0.15 IOMOMHUTENBHOM | 3amanus Ne2 u | OIIK-2.1,
JIOTOBOpa u oopmiteHme ' " ' ' " ' 4 | nutepatypel o | BbimomHeHne | OIIK-2.2,
YBOJIbHEHUSI PAa0OTHUKA JMCLUIUIMHE, |TecTa K pasneny| OIIK-2.3
KOHCITEKTa Ne3 k.p.,
JeKIMH UTOTOBBIN TECT
Wroro no pazaeny 0,9/0,9 1,35/1,35 48,4
)4 )4
4. BHKP 7 cemectp
Brinonnennsie
Nzydenue Bce
OCHOBHOH 1 MPaKTUIECKHE
OIOJIHU-TEIBHO OIlK-2.1,
4.1 BueayguTopHas KOHTaKTHAs A 3aJlaHus, TECThI
aGora 4 i uTepatypbl mo| - ¢ pas-enan OIlK-2.2,
p JIHCIUTIINHE, i OIIK-2.3
KOHTPOJIbHAs
KOHCIIEKTa aGora 1
JIEKIIUH P N
UTOTOBBIN TECT
Wroro no pazgeny
5. Paznen 1 ApxuBBI JOKYMEHTOB I10
JYHOMY coctaBy (8 cemectp)
Mzy4yenne Brimonnenue
OCHOBHOM U | MPAKTUIECKOTO
0.1/0.1 015/0.15 noronuurenbHon| 3amadaus Nel u | OIIK-2.1,
5.1 OG1ue moaoKeHUs ' " ' ' " ' 4 | nmureparypsl o | BeimonmHenue | OIIK-2.2,
TUCLUILTHHE, |TecTa K pazaeny| OIIK-2.3
KOHCTIEKTa Nel k.p.,
4 JIEKLIUH HUTOTOBBIN TECT
Mzydyenne Brimonnenue
OCHOBHOM U | MPAKTUIECKOTO
ononHuTenbHOM | 3amanus Nel u | OIIK-2.1,
52 Oprammams  paboter  c| |0,1/0,1 0,15/0,15 A A
KAZPOBBIMH JIOKYMEHTAMI 1 " 4 | nmuteparypsl o | BeimonHenue | OIIK-2.2,
TUCLUILTHHE, |TecTa k pazpeny| OIIK-2.3
KOHCTIEKTa Nel k.p.,

JIEKLIUH

HUTOT'OBBIN TECT




Wzyuenne Bemonnenne
OCHOBHOM M | IPAKTHIECKOTO
5.3 Homenknatypa men CiayxObl 0,1/0,1 0,15/0,15 JAOTOTHA-TCIIBHO | 3a/IaHUA Nelm | OIIK-2.1,
KApoB " " 6 |it muTepaTypsl no| Bemonuenue | OIIK-2.2,
JWCIMIUTMHE, [TecTa K pasaeny| OIIK-2.3
KOHCIIEKTa Nel k.p.,
JIEKIUI WTOr'OBBIN TECT
Nzyuenne Beimonnenue
OCHOBHOM M | PAKTHIECKOTO
01/0.1 015/0.15 ELOHOHHI/I-TenLHo samanusg Nel u | OIIK-2.1,
5.4 ®opmupoBaHue A€l ' " ' ' " ' 4 | murepatypsl mo| BemonHenne | OITK-2.2,
JWCIMIUTMHE, [TecTa K pasaeny| OIIK-2.3
KOHCIIEKTa Nel k.p.,
JIEKIUI HUTOTOBBIN TECT
Nzyuenue Brimonnenue
OCHOBHOM M | MPAKTHIECKOTO
5.5 OOGpaGorka el IO JINYHOMY 0,1/0,1 0,15/0,15 AononHuTeNsHOR| sanamma Nel 1 | OINK-2.1,
cocTasy " " 4 | mureparypsl mo | BemonHenne | OIIK-2.2,
JCIMIUTHHE, |[TecTa Kk pasaeny| OIIK-2.3
KOHCIIEKTa Nel k.p.,
JIeKIUI WUTOTOBBIN TECT
Nzydenue Brinonnenue
OCHOBHOM M | MPAKTHIECKOTO
0.1/0.1 015/0.15 nonoaHuTenbHoM | 3amanus Nel u | OIIK-2.1,
5.6 Cocrasienue omucei ' " ' ' " ' 4 | mureparypsl mo | BemonHenune | OIIK-2.2,
JHCIMIUTHHE, [TecTa Kk pasaeny| OIIK-2.3
KOHCIIEKTa Nel k.p.,
JeKIMH UTOTOBBIN TECT
Nzydenue Brinonnenue
OCHOBHOW U | IPAKTUUECKOTO
57 Crava sen B apxus 0,1/0.1 0,15/0.15 noronauTenbHoi | 3amanus Nel u | OIIK-2.1,
opranHsan 1 1 4 | nmureparypsl o | BeimonmHenue | OIIK-2.2,
TUCLUILTHHE, |TecTa K pazpeny| OIIK-2.3
KOHCIIEKTa Nel k.p.,
JIeKIUH UTOTOBBIN TECT
Nzydenue Brimonnenue
OCHOBHOM U | MPAKTUIECKOTO
5.8 TloaroroBka JIOKYMEHTOB II0 0.1/0.1 015/0.15 noronHurenbHon | 3amadus Nel u | OIIK-2.1,
JIMYHOMY COCTaBy JJsl CIOaud B ' " ' ' " ' 4 | nmureparypsl o | BeimonmHenue | OIIK-2.2,
apXuB TUCLUILTHHE, |TecTa K pazaeny| OIIK-2.3
KOHCIIEKTa Nel k.p.,
JIEKIUH UTOTOBBIN TECT
Wroro no pazaeny 0’81110’8 1,212 | 34
6. Pazmen 2 OpraHuszainus XpaHEHHs!
JIeJ1 CITYKObI KaJIpoB
Wzy4yenne Brimonnenue
OCHOBHOM U | MPAKTUIECKOTO
6.1 TToaroroska KaJIPOBBIX 0.1/0.1 015/0.15 noronHu-TenbHo | 3amadusa Ne2 u | OIIK-2.1,
JIOKYMEHTOB K ApPXUBHOMY ' 1 ' ' " ' 4  |ii nutepatypsl io| BeimonHenue | OIIK-2.2,
XpaHEHHI0. DKCIIePTHASE KOMUCCHUS TUCLUIT-TMHE, |TecTa K paspeny| OIIK-2.3
KOHCTIEKTa No2 k.p.,
JIEKLIUH HUTOTOBBIN TECT
Mzydyenne Brimonnenue
OCHOBHOM U | MPAKTUIECKOTO
nonoaHuTensHoM | 3amanus Ne2 u | OIIK-2.1,
6.2 Odopmnenue aexn O,1I£IO,1 0’151110‘15 4 | mureparypst mo | BemonHeHne | OITK-2.2,
JIWCIMIUTMHE, [TecTa K paszeny| OIIK-2.3
KOHCIIEKTa Ne2 k.p.,

JIEKLIUH

HUTOT'OBBIN TECT




Wzyuenne Brimonnenne
OCHOBHOM M | PAKTHIECKOTO
6.3 Tlepemaua [en Ha apXHBHOE 0,1/0,1 0,15/0,15 HomoNHATEEHON | saftamma Ne2 i OTIK-2.1,
xpameHHe " " 4 | mureparypst mo | BemonHeHne | OIIK-2.2,
JWCIHMIUTNHE, [TecTa Kk pasaeny| OIIK-2.3
KOHCIIEKTa No2 k.p.,
JIEKIUI HUTOr'OBBIN TECT
Nzyuenne Brimonnenue
OCHOBHOM M | PAKTHIECKOTO
01/0.1 015/0.15 IOMOMHUTENRHOM | 3amanus Ne2 u | OIIK-2.1,
6.4 CoxpaHHOCTB eI ' " ' ' " ' 4 | mureparypsl mo | BemonHenne | OIIK-2.2,
JWCIMIUTMHE, [TecTa Kk pasaeny| OIIK-2.3
KOHCIIEKTa No2 k.p.,
JIEKIUI HUTOTOBBIN TECT
Nzyuenue Brimonnenue
OCHOBHOM M | MPAKTHIECKOTO
01/0.1 015/0.15 IOMOMHUTENBHOM | 3amanus Ne2 u | OIIK-2.1,
6.5 Kimaccugukarms nen ' " ' ' " ' 4 | mureparypsl mo | BemonHenne | OIIK-2.2,
JCIMIUTHHE, |[TecTa Kk pasaeny| OIIK-2.3
KOHCIIEKTa Ne2 k.p.,
JIEKIUI HUTOTOBBIN TECT
N3ydenue Brinonnenue
OCHOBHOM M | MPAKTHIECKOTO
JIONOJIHATENBHOM | 3amanus Ne2 u | OIIK-2.1,
6.6 Yuer nen 0’1;10’1 0’15120’15 4 | mureparypsl mo | BemonHenne | OIIK-2.2,
JCIMIUTHHE, |[TecTa Kk pasaeny| OIIK-2.3
KOHCIIEKTa Ne2 k.p.,
JIeKIUI WUTOTOBBIN TECT
Nzydenue Brinonnenue
OCHOBHOW U | IPAKTUUECKOTO
01/0.1 015/0.15 noronHu-TeabHo | 3amanus Ne2 u | OIIK-2.1,
6.7 CrnipaBouHBIii anmapar ' " ' ' " ' 4  |ii nuteparypsl o| BeimonmHenue | OIIK-2.2,
TUCLUILTHHE, |TecTa K pazpeny| OIIK-2.3
KOHCIIEKTa Ne2 k.p.,
JIEKLIUN UTOTOBBIN TECT
Nzydenue Brinonnenue
OCHOBHOM U | MPAKTUIECKOTO
68 Vuermas u cmpapounas| |01/0,1| [0150.15 AonomHuTeIb ol | sanaii Ne2 u |- OIK-2.1,
- 1 " 4 | nmuteparypsl o | BeimonmHenue | OIIK-2.2,
TUCLUILTHHE, |TecTa K pazpeny| OIIK-2.3
KOHCIIEKTa Ne2 k.p.,
JIeKIMH UTOTOBBIN TECT
Mzy4yenne Brimonnenue
OCHOBHOM U | MPAKTUIECKOTO
6.9 XypHansl M KHUTH TI0 YYETy 0,1/0,1 0,15/0,15 HOMOIHUTENbHOH | sananm N2t | OIIK-2.1,
KapoD " " 4 | nmureparypsl o | BeimonmHenue | OIIK-2.2,
TUCLUILTHHE, |TecTa K pazaeny| OIIK-2.3
KOHCTIEKTa Ne2 k.p.,
JIEKIUH UTOTOBBIN TECT
Mzydyenne Brimonnenue
OCHOBHOM U | MPAKTUIECKOTO
610 Ofopwiemne axron u| |0L01[ [015015| , [FOnOmmMTemsOR| satammi 2w\ OTR-21,
1103/ PABHTEbHBIX THCEM 1 " nutepatypsl o | BeinonHeHue | OIMK-2.2,
TUCLUILTHHE, |TecTa k pazaeny| OIIK-2.3
KOHCTIEKTa No2 k.p.,
JIEKLIUH HUTOTOBBIN TECT
Hroro no pazpeny /11 1,5/1,51 | 40

7. BHKP 8 cemectp




Wzyuenne
OCHOBHOU U Brinonuenue
JIOIIOJIHU-TEIIFHO BCEX OIIK-2.1,
7.1 BaeayauTopHas KOHTaKTHas "
4 1 IuTepatypsl 1o | mpakrudecknx, | OIIK-2.2,
pabora N
JWCIH-TUTHHE, | K.p., uToroBenii | OITK-2.3
KOHCIICKTa TecT
JIEKIUI
Wroro no pazneny
8. KonTpons
[ToaroroBka k
K3aMeH
BN OIK-2.1,
8.1 [TonroToBKa K SK3aMEHY 4 J'II/ITan o DK3aMeH OIIK-2.2,
batpl, OTIK-2.3
TEOPETHYECKOr0
MaTepuaia

Wroro no pazneny

HUroro 3a cemectp

4/411

6/61

206,

9K3aMEH,3a4€T

Hroro no JUCHUITIINHE

4/41

6/611

206,

3a4€T, DK3aMCH




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

1. TpamunmonHsle 00pa3oBaTEeNbHBIE TEXHOJIOIMH OPUEHTHUPYIOTCS Ha OPTraHU3aLHUI0
00pa30oBaTeNbHOTO  MpoIecca, MPEANOJIATAONIYI0 MPSIMYK TPAHCISIUIO 3HAHUM  OT
IIpenoaBaTelis K CTyIEHTY

@®opMbl y4eOHBIX 3aHATHH C UCIIOJIB30BAHUEM TPAJUIIMOHHBIX TEXHOJIOT Uil

NudopmanronHas nexus

CemuHap

[IpakTueckoe 3aHsTHE, MOCBALICHHOE OCBOCHUIO KOHKPETHBIX YMEHHMHM M HABBIKOB IO
MPEI0KEHHOMY AT OPUTMY.

2. TexHnosioruu mpoOIEMHOTO O0yYCHHUS.

®opMbl y4eOHBIX 3aHATHH € UCIIOJIH30BAHUEM TEXHOJIOTUN MPOOIEMHOT0 O0yUEeHHUS:

[Tpob6nemHuast nexuus

Jlexus «BaBoeM» (OMHApHAs JEKLUs)

[IpakTrueckoe 3aHsaTHE B POpPME MPAKTUKYMA .

[IpakTuueckoe 3aHATHE Ha OCHOBE Keiic-metona. Keichl OazupyroTcs Ha peabHOM
(hakTHYECKOM MaTepuase WIH K€ MPUOIMKEHBI K pealIbHON CUTYaIUH.

3. UrpoBble TEXHOJOTHH — OpTaHU3aIis 00pa30BaTeIbHOTO MpoIlecca, OCHOBaHHAS Ha
PEKOHCTPYKIIMU MOJIeJel MOBEACHUS B paMKaXx MPe/UI0KEHHBIX CLICHAPHBIX YCIOBUH.

®opMbl yueOHBIX 3aHATHI C UCIOJIB30BAHUEM UTPOBBIX TEXHOJIOTH:

VYyebnas urpa.

[enosas urpa.

Ponesas urpa .

4. TeXHOJOTHH TPOCKTHOTO OOYICHHS.

OCHOBHBIE THIIBI IPOEKTOB:

HccnenoBaTenbCKuii MPOEKT

TBOpYECKUI MPOEKT.

NHpopManimoHHBII TPOEKT.

5. HTepakTUBHBIE TEXHOJOTUU — OpraHu3alus 00pa30BaTEIbHOIO IMpoliecca, KoTopas
MPEANOJIaracT akTUBHOE U HEJIMHEMHOE B3aUMO/IEUCTBUE BCEX YHACTHUKOB, JOCTUKEHHE HA 3TON
OCHOBE JIMYHOCTHO- 3HAUYMMOTO JJisi HUX oOpaszoBarenbHOro pesynprata. Hapsgy co
CHEUMAJTU3UPOBAHHBIMU  TEXHOJOTHSAMHM  Takoro poja  OPUHUUMI  MHTEPAKTUBHOCTH
MPOCIEKUBACTCA B OOJBIIMHCTBE  COBPEMEHHBIX  00pa3oBaTelbHBIX  TEXHOJOTHUH.
HHTepakTUBHOCTD MOpa3yMeBaeT CyObeKT-CyObEKTHbIE OTHOIICHUS B X0Jie 00pa30BaTEIbHOTO
mpolecca H, Kak ciejacTsue, GopMupoBaHUE camMopa3BHUBarolIeiics HHPOPMAIIHOHHO-PECYPCHON
Cpelpbl.

@opMbl yU4EOHBIX 3aHITHIM C MCIOJIB30BAHUEM CHEIHATU3UPOBAHHBIX WHTEPAKTHBHBIX
TEXHOJIOTUH:

Jlexiust «<0OpaTHOM CBSI3W» — IEKUUSA—TTPOBOKALIUS

CemuHap-aucKyccus

6. apopManimoHHO-KOMMYHHUKAITMOHHBIE 00pa30BaTEIbHbIC TEXHOJIOTUH !

Jlexuusi-Bu3yanu3auus — H3JI0KEHUE COJCPKAHMS CONPOBOXKAAECTCS Mpe3eHTauuen
(nemMoHcTpalmei yaeOHbIX MaTepHajIoB, MPEACTaBICHHBIX B pa3IMUHbIX 3HAKOBBIX CHCTEMaX, B
T.4. WJUTIOCTPATUBHBIX, IPaUUECKUX, ayAHO- U BUAEOMATEPHAIIOB).

[IpakTryeckoe 3ansaTue B popMe npe3eHTaluu.

Yar-3auATHs.

Be6-3ansTusi.

Tenexondepenuun.

OnnaiiH-ceMuHap.

6 YueOHO-MeTOAHYeCKOe 00eciedeHre CAMOCTOSITeIbHOI PadoThl 00yUYaroLIUXCsl
[IpencraBneno B npunoxxenuu 1.



7 OueHoYHbIE CPEACTBA IVISl IPOBEACHUS IPOMEKYTOYHOM aTTecTaluu
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOIMYecKOe H HH(OPMANIMOHHOE 00ecTiedeHre TUCIIUTITTHHBI (MOTYJIs1)

a) OcHoBHasi TUTEpaTypa:

1. BenukanoBa C. C. ApxuBbl 10 JHMYHOMY COCTaBy [DJEKTPOHHBIA pecypc]
yuebHo-meroandeckoe nmocooue / C. C. Benukanosa ; MI'TY. - Maraurtoropck : MI'TVY, 2018. - 1
AIIEK-TPOH. OTIT. TICK (CD-ROM). - Pexum JOCTyTa:
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514
334/3518.pdf&view=true. - MakpooOnekrt. - ISBN 978-5-9967-1154-3.

2. ®ummna, @.H. Kagposoe nemonponsoactBo. Kak u3dexars ommOoK [DIeKTpOHHBIN
pe-cypc] : yuebnoe mocooue / ®.H. ®dunmna. — DnexTpoH. aaH. — Mocksa : 'poccMenana, 2010.
— 329 c. — Pesxxum mocryma: https://e.lanbook.com/book/8905. — 3ar. ¢ skpana.

3. CemenuxuH, B.B. Kagposoe nmemonpousBoactso / B.B. Cemenuxun. — 3-¢ usfm.,
nepepad. u mon. — Mocksa : 'poccMemuna, 2017. — 594 ¢. — ISBN 978-5-4230-0540-5. —
Tekct : anek-TpoHHbIid // DnekTpoHHO-OMONMMOTeUHas cuctema «Jlamby» © [caiit]. — URL:

https://e.lanbook.com/book/97748 (mata oOparmienus: 26.04.2021). — Pexum noctyma: s
aB-TOPH3. ITOJIB30BATENEH. — 3arJ. ¢ d9KpaHa.

— 3ar. ¢ ’KpaHa.

4. loponuHa, JI. A. Opranuzanus ¥ TEXHOJOTUS JTOKYMEHTAllMOHHOIO oOecredeHus
yIpaBiie-HUs ;| YIeOHUK U TPAKTHKYM JUTs akajgeMudeckoro OakanaBpuara / JI. A. Jloponuna, B.
C. UputmkoBa. — MockBa : WM3marensctBo IOpaiit, 2019. — 233 c¢. — (Baxkamasp.
Axanemuyeckuii Kypc). — ISBN 978-5-534-04568-0. — Tekcr : anexrponusiit // DBC HOpaiit
[caitr]. — URL.: https://www.biblio-online.ru/bcode/433078 (nara obpamenus: 26.04.2021). —
3ari. ¢ ’KpaHa.

5.Benukanosa, C. C. KagpoBoe 1enonpon3BOACTBO U apXUBBI JOKYMEHTOB IO JIUYHOMY
coctaBy: mpakTHKyMm . mpaktukym [mis By3oB] / C. C. Bemukanosa, M. B. Kamyba ;
Maruutoropckuii roc. Texundeckuiit yH-T uM. I'. . HocoBa. - Maruuroropck : MI'TY um. I'. W.
Hocosa, 2020. - 1 CD-ROM. - 3arm. ¢ turym. 9kpama. - URL
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535
271/4126.pdf&view=true (mara ooOpamenus: 26.04.2021). - MakpooObekr. - TekcT
ANEeKTPOHHBIN. - CBeneHus octynHbl Takke Ha CD-ROM.

6.11aBnoBckas, O. 1O. [IpaBoBoe obecrieueHre KaIpoBOTO IEIOTPOU3BOJICTBA | yueOHOE
noco6ue st By30B / O. 0. ITaBnosckas. — Mocksa : M3marensctBo FOpaiit, 2020. — 213 ¢. —
(Beicizee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anexrponusiit // DBC IOpaiir
[caiir]. — URL.: http://www.biblio-online.ru/bcode/457107 (nata obpamienus: 26.04.2021).

0) JlonmoJiHUTEIbHAS JINTEPATYpA:

1.XypasneBa, 1. B. KagpoBoe nenonpoussoactBo: Haunnaem ¢ Hyns. AyauT CBOMMH
cunamu / U.B. XKypasnesa, M.B. XKypasnesa. - 2-€ uzn. - Mocksa : HUI] MTHOPA-M, 2014. - 184
c. + (Jom. mar. znanium.com). - (ITpocto, kpaTko, 66icTpo). ISBN 978-5-16-008986-7. - Tekcr :
anekTponusidi. - URL: https://znanium.com/catalog/product/417566 (mara oOparieHus:
26.04.2021). — Pesxum IOCTYIIA: TI0 TOMUCKE.

2.Abynanze, 1. I'. JlokyMeHTalIMOHHOE 0OecrieueHue yIpaBlieH!s IEPCOHATIOM | y4eOHHUK
u mpaktukyM st By3oB / 1. I'. Adynanse, U. b. Bemmpsbkkuna, B. M. MacnoBa. — Mocksa :
WznatensctBo FOpaiit, 2020. — 299 ¢. — (Bricmee obpa3zoBanue). — ISBN 978-5-534-00875-3.
— Texcr : AJIEKTPOHHBIN 1l 3BC FOpaiit [caiit]. — URL:
http://www.biblio-online.ru/bcode/450813 (nara oopamenus: 26.04.2021).

3.KazakeBuy, T. A. J/loxymentoBenienue. JlokyMeHTaIllMOHHBII CEPBUC | YIEOHUK U



npaktukyM st By3oB / T. A. Kazakeuu, A. U. Tkannu. — 2-e usn., ucnp. u gorn. — MockBa :
WznatensctBo FOpaiit, 2020. — 177 ¢. — (Bricmiee oopazoBanue). — ISBN 978-5-534-06273-1.
— Tekct : ANEKTPOHHBIN Il ObC FOpaiit [caiiT]. — URL:
http://www.biblio-online.ru/bcode/452701 (nara oopamenus: 26.04.2021).

B) MeroauyecKkue yKasaHus:

CamocrosiTenbHas padoTa CTyIeHTOB By3a . npakTukyMm / coctaButenu: T. I'. Heperuna,
H. P. Ypazaesa, E. M. PazymoBa, T. ®. OpexoBa ; MarHutoropckuii roc. TEXHU4€CKUI YH-T UM.
I'. . HocoBa. - Maraurtoropck : MI'TY um. I'. . Hocosa, 2019. - 1 CD-ROM. - 3arm. ¢ tuTyn.
JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true (mata ooOpamenus: 18.04.2021). - Makpooobekr. - TekcT
ANIEKTPOHHBIN. - CBeZieHns nocTynHbI Takke Ha CD-ROM

r) [Iporpammuoe o6ecneuenue u UHTepHeT-pecypceni:

https://magtu.informsystema.ru/uploader/fileUpload Benukanosa C. C. ApxuBsl 10
JMYHOMY COCTaBy [ DNIEKTPOHHBIH pecypc] : yaeOHo-MeTomuueckoe nocobue / C. C. BennkaHosa ;
MI'TYVY. - Maraurtoropck : MI'TY, 2018. - 1 snek-tpon. onr. auck (CD-ROM). - Pexxum nocryma:
https://magtu.informsystema.ru/uploader/fileUpload?

https://www.biblio-online.ru/bcode/457107  TlaBnosckas, O. 0. IIpaBoBoe
obecrieueHre KaapoBOro AEIOMPOU3BOICTBA ; yueOHoe mocooue ast By30B / O. FO. [TaBnoBckast.
— Mocksa : UzmarensctBo HOpaiit, 2020. — 213 c¢. — (Bwicmee oOpazoBanme). — ISBN
978-5-534-11565-9. — Tekct : omektponnsii // DBC IOpaiitr [caiit]. — URL:
https://www.biblio-online.ru/bcode/457107

https://www.biblio-online.ru/bcode/450813 Ao6ymaaze, JI. I'. JloKyMEHTallMOHHOE
obecrieucHre yIpaBIeHUs IEPCOHATIOM | YUeOHUK | mMpakTHKyM it By30B / [I. I'. Adynamze, U.
b. Bempsikkuna, B. M. MacnoBa. — Mocksa : UznmatensctBo Opaiir, 2020. — 299 c¢. —
(Beicizee obpazoBanue). — ISBN 978-5-534-00875-3. — Tekcr : anexrponusiit // DBC HOpaiir
[caiiT]. — URL.: https://www.biblio-online.ru/bcode/450813

IIporpamMmmHoOe o0ecnieyeHue

Haumenosanue I10O Ne norosopa CpoOK IeHCTBUS TULEH3UU
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o0yyaromuxcs UH()OPMaLMOHHO-00Pa30BaTEIBHYIO CPEly YHUBEPCUTETA

[Tomemenue i XpaHeHUS U Cremnaxku JUIs  XpaHEHUS  y4eOHO-HarJsIHBIX
pOo(UITAKTUIECKOTO nocoOuii 1 yueOHO-METOIMUYECKOM TOKYMEHTAIIH.
o0CITy>KUBaHUS y4eOHOTO

00opymoBaHUS




[Tpunoxxenue 1

6 YueOHO-MeTOqMYECKOE OOecTIeyeHHe CaMOCTOATEILHOH PadoThl 00y4aroIuXxcst

IIpuMepHas CTpyKTypa U COAEPIKaHUE PA3LEIIOB:

[To mucumnnnmue «KagpoBoe aen0nponu3BOICTBO» NIPEAYCMOTPEHA ayIUTOPHAS U BHEAYTUTOPHAS
camocCTOsITeNIbHAs paboTa 00y4aroIuXCsl.

1 cemectp
Tect k pa3zgeny Nel
Kakne 1oKyMEeHTBI OTHOCATCS K OPraHU3allMOHHO-KaIPOBOM IOKYMEHTAIUU:

Br16epute 0/1uH OTBET:

a. IITaTHOE pacluCcaHue, IPABWIA BHYTPEHHETO TPYAOBOTO PACHOPAIKA, ITOJ0KEHUE O
CTPYKTYPHOM TOJPa3ICIECHUH, T0THKHOCTHBIE HHCTP YK

b. mosokeHne 0 CTPYKTYPHOM TOApa3IeIeHHH, HHCTPYKIIUS O JCIOMPOU3BOICTBY,
JOJI’KHOCTHBIE HHCTPYKIUH, MOJI0XKEHHE O KaAPOBOM CiIyx0e

C. ycTaB

d. mTatHOE pacnucaHue, MpaBuia BHYTPEHHETO TPYAOBOTO PACIIOPS/IKA, HHCTPYKIIUS 110
JeIONIPOU3BOICTBY, TOJDKHOCTHBIE HHCTPYKIIMH

Bomnpoc 2
[IponomkuTe onpeeneHre: MTaTHOE PACIIHCAHUE — ITO

BriGepuTe o1MH OTBET:

a. HpaBOBOﬁ 4dKT OpraHMn3alunu, YCTaHaBJ'II/IBaI-OH_II/Iﬁ JOJKHOCTHOM COCTaB, (bYHKI_[I/II/I, mpaBa U
B3aMMOOTHOIIICHUA pa6OTHI/IKOB Apyr ¢ Apyrom

b. BHy’TpeHHI/Iﬁ aKT, H3I[aBaeMBIﬁ B ICJBIX perilaMCHTAallMU OPraHru3alilMOHHO-IIPABOBOI'O
ITOJIOXKCHUA pa6OTHI/IKa

C. BHEUIHUH aKT, B KOTOPOM 3aKpEIUIsIeTCs] JOHKHOCTHOM M YMCIIEHHBIN COCTAB MPEANPUATHUS
¢ ykazanueM (QoH/a 3apabOTHOM MIIATHI

d. BHYTpeHHI/Iﬁ AKT OpraHu3aliiv, B KOTOPOM 3aKPCIUIACTCA JIOJDKHOCTHOM M YMCIICHHBIH
COCTaB MPCANPUATHUA C YKA3aHUCM (I)OH)Ia 3apa60TH0171 I1J1aThI

Bomnpoc 3

Yro Takoe «IpaBujia BHYTPECHHCTO TPYIAOBOTO pacnop;uuca»?



Bribepure oa1H OTBET:

a. IPaBOBOM AKT, U3JaBAEMBbIH B LEJIAX PErVIAMEHTALIMY OPraHU3aLlHOHHO -IIPABOBOTO
MOJIOKEHHSI paOOTHUKA, €0 00S3aHHOCTEH, PaB U OTBETCTBEHHOCTH U 00ECTICYMBAIOIINI
ycnoBwust Ui ero 3¢ dekTuBHOM paboThI

b. BHyTpeHHHII aKT, (GPUKCUPYIOIIUIT ATAIIbI TPYAOBO ACATEIBHOCTH PAOOTHUKOB

C. BHEIIHMH aKT, (PUKCUPYIOIIUH 3Talbl TPYOBOM ESTEITFHOCTH paOOTHUKOB

d. JIoKabHBI HOPMATHBHBIN aKT, PErJIaMEHTUPYIONIUIA TOPSIOK IPUEMAa ¥ YBOJIbHEHHS

pabOTHUKOB, OCHOBHBIE ITpaBa, 003aHHOCTU ¥ OTBETCTBEHHOCTh CTOPOH TPYIOBOTO AOTOBOPA,
PEXHUM pabOThL, BpEMsI OTAbIXA, @ TAKKE MUHbIE BOIIPOCHI PETYIMPOBaHUS TPYJOBBIX OTHOIIEHUIN

Bompoc 4

a. MECTO CTPYKTYPHOTO IOJIpa3/IeIICHUs] B OPTraHU3AIMOHHON CHCTEME TIPEIPUSTHS, €TO
IIEJTM | 33JIa9H, TTpaBa M 00S13aHHOCTH PYKOBOJUTENICH U COTPYAHHKOB CTPYKTYPHOTO
MOIpa3/IeeHuUs

b. TpynoBbic 00s13aHHOCTH, (BYHKIHH, ITPaBa U OTBETCTBEHHOCTh PAOOTHUKOB

C. Tpy/IOBBIE€ 00sI3aHHOCTH, (DYHKITUH, TTpaBa U OTBETCTBEHHOCTh paboTOMaTENs aBa U
00513aHHOCTH PYKOBOJUTEINICH U COTPYJAHUKOB CTPYKTYPHOTO ITOAPa3/ICICHUS

d. opranu3aiuio paboThl MPEIIPHUATHS, B3aUMHbIC 0053aHHOCTH PAOOTHHUKOB H
aJIMMHUCTpAIINH, OPAJIOK IpUeMa U YBOJIbHEHUS PaOOTHUKOB, MPEJIOCTABICHHE OTITYCKOB,
KOMaHMpOBaHUE

Bomnpoc 5

Kakue 13 nepeuncineHHbpIX JOKYMEHTOB UCIIONB3YIOTCS MpH oopMileHHH TpreMa pabOTHHKA Ha
paborty:

BriGepuTe 0IMH MM HECKOJIBKO OTBETOB:
a. TPY/IOBO¥1 IOrOBOP

b. nuunas kaprouka T-2

C. IIOKJIaqHasl 3aIHCKa

d. mpukas

€. IPOTOKOJI

f. yBenomnenue



Bormpoc 6
[TpomomkuTe ONpeeeHue: pe3toMe — ITO

Bribepure o1uH OTBET:
a. COBOKYITHOCTb JOKYMEHTOB, COJIEPKaIlUX CBEICHUS 0 paboToaTesne Tpy0yCcTpoicTBe

b. moxyMeHT, coepKalnii KpaTKue CBEICHHS aBTOOHOTrpadUuecKoro xapakrepa,
3aM0JIHAEMBIN IIPU TPYIOYCTPONCTBE

C. COBOKYITHOCTh JIOKYMEHTOB, COJIEPKalIUX CBEJCHHS 0 paOOTHUKE IPU TPYAOYCTPOMCTBE

d. IOKYMEHT, OTpasKaroIHii IPOCKOY WK NPEIOKEHHUE, aJPECOBAHHOE JODKHOCTHOMY
JIUIY WIN NPEANPUATHIO

Ilpakmuueckoe 3a0anue 1
1. Ilepeunciaure OCHOBHBIE BUbI KAJPOBBIX 3a/a4.
2. Ha ckogpko Tpynm MOXHO pa3AeiuTh HOPMATHBHO-METOAMYECKYIO 0a3y,
PETyIUPYIONIYIO TOKYMEHTHPOBAHUE TPYAOBOM NEATEILHOCTH PAOOTHHUKOB?

3. Ilo xakuMm BuJaM KJIacCU(UUIUPYIOTCS JOKYMEHTHI, UCIOJb3yeMble B YIPaBJICHUU
MEepCOHAIOM?

4. Kakue TOKyMEHTBI Mbl OTHOCHM K JIOKYMEHTaM IO JJMYHOMY COCTaBy?

5. Kakue cocTaBISIIOIIAE BXOJAT B CTPYKTYPY IITATHOTO Pacrycanus?

6. B kakoii cratbe TpymoBoro konekca PD 3adukcupoBaHO MOHSATHE KOJUIEKTHBHOTO
JoroBopa?

7. Kakue JOKYMEHTHI [0 PEKPYTUHTY nepcoHana Bel 3HaeTe?

8. KakoBa mocienoBaTelbHOCTh TOKYMEHTAIMOHHOTO O(QOpMIIEHUs MpueMa Ha paboTy
COTpYyIHUKA?

9. B cronbKuX 3K3eMILTSIpax 0popMIIsIeTCs TPYA0BOH J0roBOp?

10. 3anosauTe yHHpUIUpOoBaHHYIO hopmy Ne T-2

Tect pa3zgeny No2

Bompoc 1
B xakom 1okyMeHTe OTpakeHbl CBEICHUS 00 M3MEHEHUSX, Kacaloluxcs pabOTHUKOB:

Bribepure o 1H OTBET:
a. B JIONIOJTHEHUHU K JIMYHOHN KapTOuke pabOTHHUKA
b. B JONoHEHNM K aHKeTe

C. B JIONIOJTHCHHUH K IIpUKA3y



d. B mononHeHun K aBToOMOrpadun
Bomnpoc 2
B CKOJBKHX 9K3EMIUIIPAX COCTABIACTCS TPYLOBOH IOTOBOP:
Bribepure oauH OTBET:

I

a.s
“ b3
“ o2
“da
Bompoc 3

He no3nnee ckonbkux AHEN co AHS (PaKTUYECKOTO JOMYIIEHUS K padoTe 10JKeH ObITh 0(opMIIEH
TPYZIOBOH JOTOBOD:

BriGepute ouH OTBET:

O a. 2
“ b
O C.5
“ 43
Bompoc 4

HepeBoL[ pa6OTHI/IKa Ha JPYT'yrO pa60Ty 110 NHUIINATHUBC pa6OTOI[aTeJ'IH OCYIICCTBJIAICTC HA
OCHOBAHHMU.

BriGepuTe o1MH OTBET:
a. cIy)KeOHOM 3aMmUCKH
b. mpencrarienwust
C. mpuKa3a

d. 3asgBinenus
Bomnpoc 5

Kro 3anonuser muunyio kapTouky T-2:



Bribepure oa1H OTBET:

a. COTPYAHUK OTJ€eJa KaJpoB

.
b. paboTHuK
C. HAYAJILHHUK OT/IeJIa KaJpOB
d. pyKOBOUTEIIb MO Ipa3/ICICHUS
Bormpoc 6

B ckonpkux sk3emMIusipax ohopmMIIsieTcsl aBaHCOBBIM OTYET:
Bri6epute o/1uH OTBET:

C a. 4

b. 3

c.2

a1

Bompoc 7
Kakoii ToKyMeHT Mpuiiaraercsi K aBaHCOBOMY OTYETY:

BriGepuTe o1MH OTBET:
a. KOMaHJIUPOBOYHOE YAOCTOBEPEHUE
b. mpuka3 0 KoMaHIUPOBAHHUH

C. ciyxeOHOe 3a1aHue
Bomnpoc 8
B kakux JHSIX UCUHCISAETCS MPOJOKUTEIHLHOCTE OCHOBHOTO U IOTIOJHUTENBHOTO OTITYCKOB:

BriGepure oiH OTBET:
a. pabOYMX U KaJIeHJapHbIX
b. pabounx
C. Balll OTBET

d. kaneHmapHBIX



Bormpoc 9

MI/IHI/IMaJIbHaSI HpOIIO.H)KI/ITeJIBHOCTB CKEroJHOTO OIIa4YynuBacMoro OTHyCKa B COOTBCTCTBHH C TK
P® cocrasiser:

Bribepure oauH OTBET:

C a. 40 pabounx aHEH
C .
b. 48 pabouux aHei
C .
C. 28 pabouux qHEH
.

d. 28 kaneHmapHbIX JHEH

Ilpakmuueckoe 3a0anue 2

1. B kako#t crarbe TpynoBoro kojaekca P®D roBopuTcs O TOM, YTO «TPYIOBasi KHMXKKa
YCTaHOBJIEHHOTO 00paslia SIBISIETCS OCHOBHBIM JOKYMEHTOM O TpPYAOBOH JEATEIbHOCTH U
TPYZAOBOM CTaxke pabOTHHUKa»?

2. Ilpu BeneHWM TPYAOBBIX KHIDKEK HEOOXO0auMo coOmomaTh psa TpeOoBaHuid. Urto
OTHOCHUTCSI K TaKUM TPeOOBaHUSIM?

3. Kakue cBeennii (3anuceii) BHOCST B TPYIOBYIO KHHUKKY ?

4. Odopmiienne caMoil TpyIOBOW KHIMD)KKHM B COOTBETCTBUU C 1. 8 IlpaBun BeaeHus u
XpaHEHUs] TPYIOBBIX KHIDKEK OCYLIECTBISETCS paborodareneM WIH JAPYTUM  JUIOM,
oOnajarolmuM MpaBOM BeICHHUS KaJpOBOTO JEJIONPOU3BOJICTBA B OpraHU3ally (HalpuMmep,
KaJIpOBbIH 1€JI0NPOU3BOIUTENb, TUPEKTOP MO MEPCOHATY U T.JI.) IPOUCXOIUT B KAKUX CIydasx?

5. Ha ocHOBaHMH, KakuxX JOKYMEHTOB pabOTOJaTeNlb JOJKEH BHOCHTH BCE JAHHBIE O
paboTHUKE B TPYIOBYIO KHIXKKY corjiacHO 1. 9 IIpaBui BeieHUs! M XpaHEHUs TPYIOBbIX KHUKEK?

6. B kakoii mocnesoBaTeIbHOCTH 3aIOJHSACTCS TPYIOBas KHIDKKA (aTh pa3BEpHYTHIN
OTBET)?

7. Yto Mbl Ha3bIBaeM JIyOIHKATOM TPYAOBOM KHUKKHU?
8. Korna odopmiisercs BKIAABIIT B TPYJOBYIO KHIKKY?

9. Kak ocymiectBisieTcs ydeT M XpaHEHHE TPYAOBBIX KHIDKEK U UX OJIaHKOB(IaTh
pa3BepHYTHIA OTBET)?

10. Kak hopmupyetcs tuyHOe [e50 paboTHUKA (IaTh pa3BepHYTHIN OTBET)?

11. Knaccupunupyiite AOKYMEHTBI, XapaKTE€pHU3YIOIIME [BHXEHHME KaJIpoB (IaThb
pa3BepHYTHIN 0TBET)?

12. Kak onpeznensier TpynoBoii konekc PO ciayxeGHyI0 KOMaHIUPOBKY?
13. Onumure ycnoBus U HOPSIOK MPEAOCTABICHUS OTITYCKOB, H UX 0(OpMIICHHE.

14. Kak ocy1iecTBisieTcss pacTOpKEHUE TPYAOBOTO JI0TOBOpa U 0(pOpPMIICHUE YBOJIbHEHUS
paOoTHHKa (1aTh pa3BEpHYTHIA OTBET)?

15. Kak OCYIICCTBIIACTCA JOKYMCHTUPOBAHUC OLICHKU JICATCIbHOCTH HepCOHaJ'Ia?

16. Onumure MOPpALOK NPOBCACHUS U O(I)OpMJ'IeHI/ISI aTTeCTalnu pa6OTHI/IKOB.



Tect k pasgeny Ne3

Bompoc 1

Kakoii Buz 0TIycKa MOXET OBITh NPEIOCTABICH PAOOTHUKY IO CEMEWHBIM OOCTOSATEIHCTBAM HITH
JOPYTMM yBa)KUTEJIbHBIM IIPUYUHAM:

Bribepure oauH OTBET:
a. ©XKETrOHBIM OCHOBHOM OIJIAYMBAEMBIN OTITYCK U JOTIOJHUTEIBHBIM OTIIYCK
b. otiiyck 6e3 coxpaHeHHs COAepIKaHuUs
C. €XKETroHBI OCHOBHOM OIJIAYMBAEMBIN OTITYCK

d. TOTIOTHUTENILHBIN OTITYCK
Bompoc 2
Kak ocymiecTBisieTcst BU3MpoBaHUE 3asBlI€HUS 00 YBOJIbHEHUH PaOOTHHKA!

BriGepute ouH OTBET:

a. pyKOBOJIUTEIND CITY>KOBI KaJIpOB, PYKOBOAUTENb CTPYKTYPHOTO MOIpa3iesieHusi, Oyxranrep,
PYKOBOJIUTENb OpraHU3auu

b. pykoBoaHTENb CTPYKTYPHOTO TIOAPA3/ICIICH s, PyKOBOIUTEIb CIIYXKObI KaJpoOB,
PYKOBOJIUTENb OpraHU3auu

C. pyKOBOJIUTEIb CTPYKTYPHOTO MOAPA3JICIeHUs, OyXrajirep, pyKOBOJUTEINb CIIYy>KObI KaJpOB,
PYKOBOJIUTENb OpraHU3aI[uu

d. pykoBOIHUTEND CITYKObI O€30TTACHOCTH TPEATIPUATHS
Bomnpoc 3
Kakoii ieHb cunTaercst IHEM YBOJIbHEHUS pa0OTHHKA:

Bri6epute o/1uH OTBET:
a. 5 geHb
b. mens momaun 3agBaeHUs
C. JIEHB IOJYYECHHS TPYIOBON KHUKKHU

d. mocnemuuit eHb pabOTHI



Bompoc 4

B xakoM TOKyMEHTE IPOINUCHIBAIOTCS CPOKU MPOBEACHUS aTTECTAllMHU, YCTaHABINBACTCS
nepevyeHb pabOTHUKOB, MOJUIEKAIINX aTTECTAIlMH, YTBEPKIAETCS COCTAB aTTECTAIIMOHHOM
KOMHUCCUH, TpaQUK IPOBEACHUSI aTTECTALIUU:

Bribepure oauH OTBET:
d. B IOCTAHOBJICHHUH
b. B mpukaze
C. B CITY>)KEOHOM 3amucKe

d. B mostoxeHumn
Bompoc 5
Pe3yabpTaThl aTTeCTAllMK 3aHOCSTCS B:

Br16epute 0/1uH OTBET:
a. MPOTOKOJI 3aceJaHusl aTTECTAlMOHHON KOMHCCUU
b. arTecTalnoHHyI0 KAPTOUKY
C. aTTECTAllMOHHBIN JIUCT

d. TpYIOBYIO KHIKKY
Bomnpoc 6
Kakum o0pazom ocymectBusiercs Beaenue hopm T-2 u T-4:

BriGepure oH OTBET:

a. hopma T-4 3anonHAETCS 1O JKENIAHUIO PaOOTHHKA
b. dopma T-4 Benercs BMecTo hopmbr T-2

C. popma T-4 Benercs Hapsany ¢ popmoit T-2

d. popma T-4 siBnsiercst 00s13aTeNBHOM
Bompoc 7
Kakast Haanmuch JienaeTcst Ha TpyJOBOM KHWKKE, MPHUILEAIEH B HEroAHOCTb!

Bribepute o1H OTBET:



a. TPyZIOBasi KHIDKKA MPUIILIA B HETOJHOCTb
b. BbLIaH IyOaHMKAT TPYAOBOW KHIKKA
C. BbIJIaH JyOnuKar

d. B3aMeH BbIJaH JTyOJIUKaT
Bompoc 8
[Tpu mepeBoie paboTHHKA HA APYTYIO pabOTy B HOBYIO OpraHU3AIIMIO:

Br16epute 0/1uH OTBET:
a. IMYHOE JI€JI0 HE MepeJacTCsl U BHOBb 3aBOJUTCA HA HOBOM MeCTe
b. mm4HOE Neno yHHuTONKAeTCS
C. IMYHOE JEJI0 NepeAaeTCsl Ha HOBOE MECTO PabOThI

d. nuuHOe ;eNo mepemacTes Ha HOBOE MECTO pabOTHI M TaM YHHUTOXKACTCS
Bompoc 9
Iloka HET OTBETa
Ecnu B TpynoByI0 KHHKKY BHECEHA HETIPAaBHIIbHAS 3aIUCh, KAIPOBUK JIOJDKCH:

Beibepure ouH OTBET:
a. 3aUepKHYTh HEBEPHYIO 3aIUCh, & PSIOM HAIKCATh PaBUIIbHYIO
b. 3aBecTH HOBYIO TPYIOBYIO KHIKKY
C. IPU3HATh HEBEPHYIO 3aIIMCh HEACHCTBUTENLHON U BHECTH ITPABHIIBHYIO 3aIIUCh

d. HUUero He MpeaIPUHUMATD
Bomnpoc 10

Ecnu paGoTHHUK HJET B OUepeHOM OIUIauMBaeMBblii OTIYCK, a cpa3y MOCJe HEro B y4eOHbIH
OTITYCK, MOKHO JIM 00a OTITycKa 0()OpMHUTH OJTHUM NPUKa30M?

Bribepure o1H OTBET:
a. CKOpee MOXHO, YEM HENb35

b. Aa, MOKHO, I 3TOr0 CymeCTBYCT CIICLIMaJibHasA (bopMa IIpHUKas3a



C. MOXHO TiprKa3oM 1o ¢opme NeT-15

d. "er, Hemb3s

Koumponvnas paboma

Heo6xoumo 3anonHuTh Bce yHU(DULIMPOBaHHbBIE (POPMBI B JJIEKTPOHHOM BHJIE, U BCE YTO
Bb1 OynuTe 3an00HATE, 3TO 0TMevaiiTe KypcuBoM. KoHTpospHYI0 paboTy HE00X0AUMO 0(hOPMHUTH
B HaJUIeXallleM BUJE, a UMEHHO HEoO0XOAMMO O(OPMHUTH TUTYIbHBIM JHUCT C 3arojJOBOYHOMN
4acThi0 U HAaMMEHOBAHUEM BHJIa pabOThI, MECTOM COCTABJIEHHUS M OTMETKOW O BBINOJHEHUH U
npoBepke Bameit pabGotel. Bce ynuduuupoBanHble (oOpMbI MOXKHO HaMTH MO CCBUIKE:
http://newlms.magtu.ru/mod/assign/view.php?id=299286

Hrorossiii Tect no 1 cemectpy
Bompoc 1
Kakne 10KyMeHTBI OTHOCSTCS K OpraHU3allMOHHO-KaIpOBOM TOKYMEHTALUH:

BriGepute ouH OTBET:
a. ycraB

b. moyioxeHne 0 CTPYKTYPHOM TOJAPA3JCICHUN, HHCTPYKIMS MO JETIOMPOU3BOJICTBY,

AOJDKHOCTHBIC HHCTPYKIUH, ITOJIOKCHHUE O KaHPOBOﬁ cny>1<6e

C. ITaTHOC pacnUCaHue, IpaBuia BHYTPECHHETO TPYJAOBOI'O paclopsaKa, IMOJOXKEHUE O

CTPYKTYPHOM IOAPA3ACJICHUHA, JOJZKHOCTHBIC HHCTPYKIIUUN

d. mratHoe pacniucaHue, MnpaBujia BHYTPCHHETO TPYAOBOI'O pacliopsiaka, HHCTPYKIUA

0 JIENIOTIPOU3BOICTBY, JOKHOCTHBIE HHCTPYKIIUU
Bomnpoc 2
[IponomkuTe onpeseneHue: MTaTHOE pacuCaHue — 3TO

Bribepure o1MH OTBET:

a. BHYTpCHHI/Iﬁ aKT, U31aBaeMbI B LEIIX periiaMCHTAllU OPraHU3allMOHHO-IIPABOBOI'O

ITOJIOXKCHUA paGOTHI/IKa


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

b. BHYyTpeHHMIT aKT OpraHW3aldd, B KOTOPOM 3aKPCIUIAETCS JOJDKHOCTHOW U

YHUCIICHHBIA COCTAB MPEANPUATHUS C YKazaHueM (oH/Ia 3apabOTHOM IaThI

C. MPaBOBOM aKT OpraHW3alll{, YCTAHABJIMBAIOUINNA JOJDKHOCTHON COCTaB, (YHKIUH,

MpaBa ¥ B3aUMOOTHOIICHUSI PpAOOTHUKOB JIPYT C IPyrOM

d. BHEIHUI aKT, B KOTOPOM 3aKPEIUISIETCS JODKHOCTHOW W YHCJICHHBIH COCTaB

MpEANPUITHS C yKazaHueM (poHa 3apab0oTHOM TIIaThI
Bompoc 3
Uto Takoe «IpaBuiia BHYTPEHHETO TPYAOBOIO pacrnopsiaka»?

Bri6epute 0/1uH OTBET:
a. BHYTPEHHUH aKT, GUKCUPYIOUIUI 3Tallbl TPYAOBOM JESTENbHOCTH PaOOTHUKOB

b. mokajbHBI HOPMATHUBHBIA aKT, PETJIAMCHTHPYIOIIUI MOPSJOK TpueMa u
YBOJIbHEHUS paOOTHUKOB, OCHOBHBIE TIPaBa, 00S3aHHOCTH U OTBETCTBEHHOCTh CTOPOH TPYIOBOTO
JIOTOBOpA, PEKUM pabOThl, BpEMS OT/bIXa, a TAaKXKE MHBIE BOMPOCH PETYIUPOBAHUS TPYIOBBIX

OTHOILLIEHUN
C. BHEITHUH aKT, (PUKCUPYIOMINUN ITAIbl TPYIOBOU AEATEIHHOCTH paOOTHUKOB

d. mpaBoOBO#i aKT, W3AaBACMBbIil B IENAX PETIAMCHTAIMN OPTraHU3alMOHHO-IIPABOBOTO
MOJIOKEHHUsST pabOTHHKA, €ro OOS3aHHOCTEH, MpaB M OTBETCTBEHHOCTH U OOecreyuBaroluil

ycioBus i1 ero 3P GeKTUBHON paboThI
Bompoc 4
[onosxeHre 0 CTPYKTYPHOM TOAPA3ACICHUN OTIPEIIEIISCT:

BriGepuTe o1MH OTBET:
a. TpyJIOBbIe 00A3aHHOCTH, PYHKIIMH, TIPaBa U OTBETCTBEHHOCTh pab0OTOIaTENs

b. mecto CTPYKTYPHOT'O IOAPA3ACIICHUA B OpFaHI/ISaHHOHHOﬁ CUCTCMC IPCAIIPUATHA,
€ro mejin M 3aJa4u, IpaBa U 0053aHHOCTH pYKOBOﬂHTeHCﬁ U COTPYAHUKOB CTPYKTYPHOTO

MOPA3ACIICHUS

C. OpraHU3alHrI0 pa6OTI>I NpeaAnpusiATUsl, B3aUMHBLIC 0053aHHOCTH pa6OTHI/IKOB u
AIMUHUCTpalluU, HOpSAAOK IIpHEMa U YBOJIbHCHUA pa6OTHI/IKOB, npeaoCTaBJICHUEC OTITYCKOB,

KOMaHIUPOBAHUEC

d. TpynoBbIe 003aHHOCTH, (PYHKIINY, ITPaBa H OTBETCTBEHHOCTh PAaOOTHUKOB

Bomnpoc 5



Kakue u3 mnepeunciieHHBIX JOKYMEHTOB HCIOJB3YIOTCS Tpu O(GOpMIICHHH TpHeMa

paboTHUKa Ha paboTy:

Bribepure 0J1MH UM HECKOJIBKO OTBETOB:

-
a. MPOTOKOJI

" b yBEIOMIICHHE
C. JOKJIa{HAasl 3aIMCKa
d. mnunas kaprouka T-2
e. mpuKa3s
f. TpymoBoii qorosop
Bormpoc 6
[TpomomKkuTe ONpeaencHne: pe3roMe — ITO

BriGepute ouH OTBET:

a. IOKyMEHT, OTpaXXallui MNpocb0y WIM  NOPEUIOKEHHE, aJPECOBAHHOE

JOJDKHOCTHOMY JIMITY WJTU TIPEANPUSTHIO
b. COBOKYITHOCTB JOKYMEHTOB, COJCPIKAIIMX CBEICHHS O PAOOTHHKE

C. IOKYMEHT, COJAEpKalllui KpaTKUe CBEIEHHUs aBTOOMOrpadHuecKkoro xapakrepa,

3aIOJIHAEMBIN TPU TPYAO0YCTPONCTBE
d. COBOKYIHOCTh IOKYMEHTOB, COJICPKAIIMX CBEICHHs 0 paboToaarese
Bomnpoc 7
B kakoM JI0KyMeHTE OTpakeHbI CBEACHUS 00 U3MEHEHHSIX, KACAIOIIMXCSI pAOOTHUKOB:

BriGepuTe oMH OTBET:

d. B JIONIOJJHCHUH K IIPpUKA3y

.
b. B momonHeHnn k aBToOHOrpadun
.
C. B JIOTIOJTHEHUHU K aHKETe
d. B IOTIOJTHEHUH K JIMYHOW KapTOYKe PaOOTHHKA
Bomnpoc 8

B ckonbkux 9K3CMILIIPpAaxX COCTABJISICTCSA prI[OBOﬁ A0TOBOD:



Bribepure ouH OTBET:

©oas

“ b
c.2
d. 3
Bormpoc 9

He no3nnee ckoybkux nHEH co AHS (AKTUYECKOTO JOMYIIEHHsI K paboTe JOJIKEH OBbITh
ohopMIIeH TPYJIOBOM JOTOBOP:

Br16epute 0/1uH OTBET:

O a. 3

“p2
c.1

d. 5

Bompoc 10

[lepeBon paGoTHHKA Ha APYTyI0 pabOTy IO MHULIMATUBE pabOTOAATENS OCYLIECTBIISIETCS Ha
OCHOBaHUU:

Bribepure ouH OTBET:
a. CIIy’)KeOHOM 3aIUCKH
b. mpencrasienwust
C. 3asIBJICHHS

d. mpukasa
Bomnpoc 11
Kto0 3amonuser quuHyro kaprouky T-2:
Beibepute 01H OTBET:

a. pabOTHUK

b. pykoBoauTENb TIOIPA3ICICHUS



C. HAYAJILHUK OTJIeJIa KaJpOB
d. coTpynHuk oTaena Kajapos
Bomnpoc 12

B ckonpkux sk3emiusipax 0(popMIIsieTCsl aBaHCOBBIM OTYET:

Bribepure ouH OTBET:

O a. 3

“ b4
c.2
d.1l
Bomnpoc 13
Kaxo# 1okyMeHT npumiaraercst K aBaHCOBOMY OTHYETY:
BriGepute ouH OTBET:
a. MpUKa3 0 KOMaHAUPOBAHNUN
b. KOMaHIUPOBOYHOE YIOCTOBEPCHNUE
C. ciayxeOHoe 3a1aHue

Bompoc 14

B xakxux AHAX HMCYHUCIIACTCA HPOAOIKUTCIBbHOCTE OCHOBHOI'O W AOIOJHHUTCIBHOI'O
OTITYCKOB:

BriGepuTe oMH OTBET:

.
a. paboyuX U KaJeHJapHbIX

b. kaseHgapHBIX
C. Balll OTBET

d. pabounx

Bomnpoc 15

MuHuMalbHas MPOA0HKUTENIBHOCTD €XKEr0JHOr0 OIJIa4MBaeMOTr0 OTITYCKa B COOTBETCTBUU
¢ TK P® cocrasisier:

Bribepure oJ1uH OTBET:



a. 40 paboumx gHEH
b. 48 pabouunx el
C. 28 pabounx aHEH

d. 28 kaneHmapHbIX JTHEH
Bomnpoc 16

Kako#t Bug oTmycka MOXKET OBITh Mpea0CTaBIICH

00CTOSITENECTBAM WIIH APYTUM YBAKUTEIbHBIM IPUYMHAM:

BriGepute oiuH OTBET:
a. JIOTIOJTHUTEIIBHBIN OTITYCK

b. exero/iHbIi OCHOBHOM OIUIAYMBACMBII OTITYCK

pabOTHUKY TIO

CEMEWHBIM

C. ©XKETrOJHBI OCHOBHOM OIJIAYMBAEMBII OTITYCK U JOTIOJHUTEIBHBIM OTIIYCK

d. oTIyck 6e3 COXpaHEeHHUS CO/ICPKAHUS

Bompoc 17

Kak ocymiecTBisieTcst BUBMpOBaHUE 3asBJICHUS 00 YBOJIbHEHUH PaOOTHHKA!

BriGepute ouH OTBET:

a. pyKOBOJIUTENIb CTPYKTYPHOTO TOJpa3AeieHUs,, PYKOBOAUTEIb CIYKObl KaJpoB,

PYKOBOAMTEIb OPraHu3anuu

b. pykoBoauTeb CiyKObl 0€30MACHOCTH TPEAIPUSTHS

C. pYKOBOHUTEIIb CJ'Iy>K6I>I KaZpoB, PYKOBOIAUTCIIbL CTPYKTYPHOI'O IIOAPA3ACIICHUS,

6yxraJ1Tep, PYKOBOAUTECIIb OPraHu3aluu

d. PYKOBOIUTCIIb CTPYKTYPHOI'O MOAPA3ACIICHUS, 6yxranTep, PYKOBOOUTECIIb CJ'Iy>K6bI

KaJIpoOB, pyKOBOJIUTENb OpraHU3aluu

Bomnpoc 18
Kakoii neHb cuntaercst 1HEM yBOJIbHEHUS paOOTHHKA:
Bribepure o1MH OTBET:

a. 5 geHb

b. neHp nonyueHus: TPYAOBOW KHIKKU



C. JIeHb MO/Ia4H 3asIBJICHHS
d. mocnenHmii 1eHb paboThI

Bomnpoc 19

B kakom AOKYMCHTC IIPOIUCBIBAIOTCA CPOKHU IMPOBCACHUA ATTCCTAllMKU, YCTAHABJIIMBACTCA
IEpCUYCHDb pa6OTHI/IKOB, nomIcKamux arreCraiguu, YTBCPXKIAACTCA COCTaB aTTeCTaHI/IOHHOfI

KOMHUCCUH, TpaQUK IPOBEIACHUS aTTECTALIUU:

Bri6epute o1uH OTBET:
d. B IIOCTAaHOBJICHUU
b. B mpukaze
C. B CITY>)KEOHOM 3amuCKe
d. B monoxenuun
Bomnpoc 20
Pe3ynbTathl aTTecTaniuu 3aHOCSTCS B:
BriGepute ouH OTBET:
a. aTTEeCTAIlMOHHYIO KapTOUKY
b. mpoToKoJI 3aceaaHus AaTTECTALIMOHHON KOMHCCHH
C. TPYIOBYIO KHHKKY
d. aTTecTalMOHHBIN JIUCT
Bomnpoc 21

Kakum o6pazom ocymectBisiercs Beaenue Gopm T-2 u T-4:
BriOepure o1MH OTBET:

.
a. popma T-4 3amonHseTcs MO KeJaHuo padOTHUKA

C b. dopma T-4 Benercs BMecTo hopmbr T-2

C. popma T-4 sBnsieTcs 00s3aTeNnbHOM

d. popma T-4 Benercs Hapsiny ¢ popmoit T-2

Bomnpoc 22

Kakas Hannuce ngenaercst Ha TpyAOBON KHWXKKE, IPUIIEIIIEH B HETOJHOCTb:



Bribepure ouH OTBET:
a. BbIJIaH JyOnuKar
b. BbLIaH IyOMKAT TPYIOBOM KHIKKA
C. TPyZIOBasi KHIIKKA MPHIIIA B HETOJHOCTD

d. B3aMeH BBIJaH JTyOJIUKaT
Bomnpoc 23
ITpu nepeBoie pabOTHUKA Ha JPYTYIO padOTy B HOBYIO OpPTaHH3AIIHIO:

Br16epute 0/1uH OTBET:

a. JMYHOC JICJI0 YHHUYTOXKACTCS

C b. nruHOE neno mepenaeTcs Ha HOBOE MECTO PabOThI
C. TMYHOE JIeJI0 TIepeaeTCsi Ha HOBOE MECTO Pa0OTHI M TaM YHHUTOKAETCS
d. TM4HOE J1eN10 He MepeaeTCs U BHOBb 3aBOIUTCS HA HOBOM MECTE
Bompoc 24

Ecnu B TpyA0OBYIO KHHKKY BHECEHA HETIPaBUIIbHASI 3aMIHCh, KaJPOBUK JIOJIKEH:

Bribepure o1H OTBET:
a. 3aUepKHYTh HEBEPHYIO 3aIUCh, & PSJIOM HAIKCATh MPaBUIIbHYIO
b. mpu3HaTh HEBEPHYIO 3aITUCh HEJCHCTBUTENBFHOM U BHECTH IPABHIIBHYIO 3aIIUCh
C. 3aBECTH HOBYIO TPYAOBYIO KHUXKKY

d. HUYero He mpeANPUHUMATh
Bomnpoc 25

Ecau pa6OTHI/IK niacT B oqepeﬂHoﬁ OIIaYHBAaEMBII OTIIYCK, a Cpa3y MOCJIC HCTO B y‘le6HHI>i

OTITYCK, MOKHO JIM 00a OTITycKa 0()OpMHUTH OJTHUM NPUKa30M?

Bribepure o1MH OTBET:
a. MOKHO TpHKa3oM 1o ¢opme NeT-15
b. mer, HenB3s

C. ma, MOXXHO, IJIsI 3TOT0 CYIIECCTBYET ClICUaIbHAs (bopMa IIprUKasa



d. ckopee MOKHO, YeM HEJb3s

8 cemecTp

Ilpakmuueckoe 3a0anue 1 (8cemecmp)
1. IlepeuncnuTe OCHOBHBIX TIOTOKA JOKYMEHTOB.
2. B uem 3akirouaercs nepBuyHasi 00paboTKa MOCTyNaromel KoppecnoHAeHINN?
3. Kem nmpoBoauTCs peiBapuTEIbHOE pACCMOTPEHHE TOKYMEHTOB?
4. Tepeuncaute TOPSIOK TPOXOKACHUS HCXOISIIUX JOKYMEHTOB.
5. ChopmynupyiiTe MOHATHE PETUCTpALUs JOKYMEHTa?
6. [Iponomxute dppazy «Haekcanust TOKyMEHTOB - 3TO...
7. llepeuncnure NpU3HAKKU 3aBEACHUS JIEII.
8. Onmmute mpouenypy oOpaboTKH Jesia 1o JIUYHOMY COCTaBY.
9. OnuiuTe npoueaypy COCTaBJICHUS OMUCH.

10. Kyz[a NNepEAAr0TCA acja MOCTOSIHHOIO CpOKa XpaHCHH B YCTAHOBJICHHOM IIOPAAKE W3

BCIOMCTBCHHBIX apXI/IBOB?

Tect k pazneny Nel

Bomnpoc 1

IToka HeT oTBETA

bezonacHele ycnoBus Tpyaa 370...
BriGepuTe o1MH OTBET:

a. YCJIIOBUA TpyHdad, IIPU KOTOPBIX BO3,Z[€I>'ICTBH6 Ha pa6OTHI/IKOB BpPCAHBIX U (I/IJ'II/I) OITaCHBIX
IMPOU3BOJACTBCHHBIX q)aKTOPOB HCKIIFOYCHO .]'II/I6O HC PCBLIIACT YCTAHOBJIICHHBIC HOPMATHUBLIL (CT.
209 TK P®)

b. YCJIOBUA TPyJdd, HE CBA3AHHBIC C PUCKOM JJI )KU3HU U 3A0POBBA YCIIOBUA TPyJda
C. yclioBHUs Tpyda CBSA3aHHBIC C PUCKOM JJIs JKM3HU

d. ycnoBus Tpyaa, MpH KOTOPBIX COOMIOAETCS TEXHUKA O€30MaCHOCTH
Bomnpoc 2
HenopmupoBanHbIi paboumii AEHB 3TO. ..
Bribepure o1H OTBET:

d. II0 I'paXXIaHCKO-IIPaBOBOMY JOTOBOPY



b. paGoTa B upe3BbIYalHBIX 0OCTOATEIHCTBAX

C. paboTa 3a mpeieiaMi HOPMaJIbHOW TPOJIODKUTEIILHOCTH Pad04ero BpeMEeH!
.
d. pabota B npenenax paboyero aHs
Bompoc 3

[Ipo10IKUTENBHOCTD €XeITHEBHOM pabOThI (CMEHBI) /17151 paOOTHUKOB B Bo3pacTe oT 15 o 16 ner:
Bribepure ouH OTBET:

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

d. 7 vacoB
Bormpoc 4

JlokasibHble HOPMATHUBHBIE aKThI ATO. ..
Br16epute 0/1uH OTBET:

a. JOKYMCHTBI IJIA CJ'Iy>K€6H01"O IIOJIB30BaHUA

b.

HOPMAaTUBHBIE aKThl, COJIEpAKAIlIe HOPMBI TPYAOBOTO MpaBa, IpUHUMAaeMble paboToAaTeNeM

I

C. JOKYMEHTHI TOJIBKO IJIsI COTPYAHHUKOB OTACIAa KagpOB

d. JOKyMEeHTBI 15 HE CITy:KEOHOTO TOJIh30BaHUs
Bompoc 5
3asiBJICHHE O MPUEMe Ha paboTy ClIeyeT aJpecoBarh. ..
BriGepute ouH OTBET:

a. pyKOBOJIUTEIIO OpraHu3aluu
b. HavanbHUKY OT/esa KaJAPOB U PYKOBOJUTEIIO MO IPA3/ICTICHUS
C. COOCTBEHHUKY IPEIIPUATHS

d. B oTaen kaapos
Bomnpoc 6
3anperaeTcsi HalpaByIATh B CIIyKEOHbIE KOMaHIHPOBKH:
Bribepure 01H OTBET:

a. JKEHIIIMH, UMEIOUINX JeTel B BO3pacTe JI0 5 et 0e3 ux cornacus, 6epeMeHHbBIX >KEHIIHH
b. paboTHHKOB B Bo3pacte 10 19 et
C. pabOTHUKOB B Bo3pacte 10 17 et

d. pabOTHHKOB IIEHCHOHHOTO BO3pacTa
Bomnpoc 7
TpynoBoit 10roBop ¢ paOOTHUKOM BCTYHAET B CUILY ...
Bribepure o 1H OTBET:
a. cpasy 1mocie NoMICaHus ero pabOTHUKOM
b. ¢ naThl, yKa3aHHOU B TPYIOBOM JOTOBOPE
.
C.
¢ MOMeHTa (paKTHYECKOTO JOIycKa K paboTe ¢ BeoMa WK TI0 IOPYYEHHUI0 paboToaTess

d. Cpa3y ocCJiC moAnucaHus €ro pa60THI/IKOB



Bompoc 8
HcnpiTarenbHbld CPOK MOKET OBITH YCTAHOBJICH:!
Bribepure oauH OTBET:
-
a. IO COTJIAIICHUIO CTOPOH
b. mo ycmotpenuto paboromares
C. He OoJiee IBYX MECSIIEB

d. He Gosee Tpex MecsIeB
Bompoc 9
TpynoBast KHMYKKa BBIJAETCS] pAOOTHHUKY HA PYKU:
Br16epute 0/1uH OTBET:

a. ToCIIe paCTOPKEHHS TPYIOBOTO JOTOBOpA
b. mocne 3akiroueHHs TPYJIOBOTO AOTOBOPA
C. IO €r0 MMCbEMEHHOMY O TOM 3aIpocy B JIF000€ BpeMs

d. 10 3aKITFOUSHHUS TPYJOBOTO JIOTOBOPA
Bormpoc 10
JIoOKyMeHT, (PUKCUPYIOIIMI COTJIAllIEeHHe CTOPOH OO0 YCTAaHOBJIEHUU TPYAOBBIX OTHOLIEHUH WU
PEryaupyOINMA X, Ha3bIBAETCA ...
Br16epute 0/1uH OTBET:

a. TPYJIOBBIM JIOTOBOPOM
b. TpyI0BBIM KOJIEKCOM
C. TPYIOBOM KHUKKOM M JOJKHOCTHOW UHCTPYKIIMEH

d. mprKa30M 1o JTUYHOMY COCTaBY
Bompoc 11
[Tpuka3bl O JIMYHOMY COCTaBY XPAHSTCH ...
BriOepure ouH OTBET:

a. BMECTe C APYrUMU KaJpOBbIMH IOKyMEHTaMHU
b. rpynmnupyoTCs B OTACIBHOE JETI0
C. B INYHOM JIeJie COTPYIHHKA

d. Ha pyKax y COTpyAHHUKA
Bomnpoc 12
PaGouyee mecto — 370!
BriOepure o1MH OTBET:

d. MECTO €ro NOCTOSIHHOTO MECTOHAXO0KACHHUS Ha pa60Te
b. MECTO, I'AC pa6OTOI[aTeJ'IB BCEraa MOXXCT 3aCTaTh pa6OTHI/IKa
C. MeCTO, rae pa6OTHI/IK JO0JDKCH HaXOOUTHCA B CBA3H C €I'0 pa60qel71 q)YHKI_II/ICI\/’I

d. TeppUTOpPUSI IPEANPUSITHS, C KOTOPBIM paOOTHHK 3aKITIOUUIT TPYIOBO JOTOBOP
Bomnpoc 13
Konuu 1okyMeHTOB, KOTOpBIE paboToaTenb 00s3aH BbIIaTh paOOTHUKY IO €ro
Bribepute 01H OTBET:

d. CIIpaBKy O HAJIMYMHM JIbI'OT

b. NMUCbMCHHOMY 3as1BJICHUIO



C. cIipaBKy 00 yruiaTe mpo(coro3HBIX B3HOCOB

d. kom0 mpuKasa o npreMe Ha padboTy

Ilpakmuueckoe 3a0anue 2 (8 cemecmp)

1. OnummTe mpoIecc MOArOTOBKH KaAPOBBIX JJOKYMEHTOB K apXUBHOMY XPaHEHHUIO.
2. [Ipomomxute ppasy «Ixcnepmuas komuccus. ..
3. Omnumute poriecce ohopMIICHHUS Jiena.
4. Onumure npouecc nepeaayu e Ha apXuBHOE XpaHEHHUE.
5. 3anoJiHATE TaOIHILY
Otk Kon
JIOHEHUsI oT YCTAHOBJIEHHOT 0|
JlokyMeHT
peikma byxkBennbii[{ugposoii
[IpoaomKUTENHHOCTh PabOTHl B JTHEBHOE ) )
BpeMs
[Ipuka3
PYKOBOIUTENS
[IponomxuTenbHOCTh PabOTBl B HOYHOE
OpraHu3aIun ? ?
BpeMsi
[PUBJICYCHUU
pabote
[Ipukas
PYKOBOIUTES
PaboTa B BBIXOIHBIC M MPA3AHUKH OpraHu3aIuu ? ?
[PUBJICYCHUU
pabote
[Ipuka3
PYKOBOIUTENS
CeepxypouHas paboTta OpraHu3anun ? ?
MPUBJICUCHUN
pabote
[Ipo1oMmKUTENBHOCTh PabOTHl  BaXTOBBIM
? ? ?
METOI0M
[Ipuka3 2 "
CnyxebHass KOMaHTUPOBKA : :
HATPaBJICHUN




KOMaHIHPOBKY  C
IO AT CHIO
paboTHHKA,
0(dopMIIEHHOE
KOMaHIPOBOYHOE

yIOCTOBEPEHUE,

cIyxeOHOoe 3a7aHue

U OT4ET O €ro
BBITIOJTHEHUH
[Ipuka3 0
HaIpaBJICHUN HA
[oBbITIeHNE KBATM(PHUKAIINN C OTPHIBOM OT|KYPCHI  TIOBBIIIICHHS
paboThI KBaTMU(UKALIMM ~ C
MO/IMHCHIO
paboOTHHKA
[Ipukas 0
HaIPaBJICHUU Ha
[ToBbiieHne kBaMUKaMKU C OTPHIBOM OTKYPCHl MTOBBIIIECHHUS]
paboThI B Ipyroif MECTHOCTH KBaTM(UKALIUM ~ C
MO/IMKCHIO
pabOTHHKA

[Ipuka3 00 oTIycke

Exeromuelii OCHOBHOW  OITAYMBAaEMbBI
C MO AIUCKHIO
OTILYCK
pabOTHHKA
[Tpuka3 06 oTmycke
E>xerognsiin JOMIOJIHUTEIbHBIN
C MO AIUCKHIO
OIUIAYMBAEMBINA OTIYCK
paboTHHKA

VY4ebHbII  OTIyCK € COXpaHEHUEeM

3apIIAThI

[Ipuka3 06 otmycke
C HOJIIHCHIO

paboTHUKA

COKpaH_[eHHaH MpOAOJDKUTCIIBHOCTD

pabouero BPEMEHU JUTSt pabOTHHKOB,

06yqa10m1/1xcs{ 0e3 OTpbIBa OT HPOU3BOJACTBA (]

TpynoBoit 1OroBop,
B KOTOPOM

[MPOINKNCAHBL




YaCTUYHBIM COXPAHCHUCM 3apPIlIaThL

yCIIOBUSL  paboyero
BPEMCHH, TPHUKA3 O
HaIlTpaBJICHUU HA|

00ydueHue

VYueOHplii  oTmyck  0e3  COXpaHEHus

3apIuIaThl

[Tpuka3 00 oTmycke
C MO JIITUCHIO

[paboTHUKA

OTiyck o 6epeMEeHHOCTH U POJIaM B CBSI3H|

C YCBIHOBJIEHHEM HOBOPOKJICHHOTO peOeHKa

boLHUYHBIN JTUCT

OTnyck 1Mo yXxonay 3a peOeHKOM [0

JTOCTHIKCHUS TPEXJICTHETO BO3pacTa

[Tpuka3 00 oTmycke
C MO JIMTUCHIQ

paboOTHHKA

OTnyck 63 COXpaHEHUs 3apIUIaThl C pa3peIIeHHs]

[Ipuka3 06 oTmycke

C TIO/IITHCHIO
paboTomaTens

pabOTHHKA

[Ipuka3 06 oTmycke
Otmyck  0e3  COXpaHEHHs  3apIuiaThl  IIPH

C TIOJIITHCHIO
YCIIOBHSX, MTPETYCMOTPEHHBIX 3aKOHOM

pabOTHHKA

[Ipuka3 00 oTIycke

E>KeroHbIil  OTOJTHUTENBHBIA ~ OTIYCK  0e3

C MO AIUCKHIO
COXpaHEHUs 3apIUIaThl

pabOTHHKA
Bpemennas HETPYI0CTIOCOOHOCTD (kpome

OBLITOBBIX TpaBM, OTITYCKa I10 YXO4Yy 3a 0OJIBHBIMU

1 110 KapaHTHHY)

boJEHUYHEBIN JINCT

BpemeHHass HETpyAOCHOCOOHOCTh B CBSI3U C
OBITOBOM TPaBMOIA, IO yXOy 3a OOJIBHBIMH U TIO

KapaHTUHY

CripaBkH
METUITTHCKUX

YUpexKACHUN

COKpaH_[eHHaH IpOaAOJDKUTCIIbHOCTD pa60qer0

BPCMCHU

TpynoBoil J0roBop
C
COOTBETCTBYIOIINMY]

YCIIOBUSAMMU, IIPUKA3




PYKOBOIUTEIIS

OpraHu3aium

BpeMsi BBIHYXKACHHOIO IIporyjla B  Cllydae
[IpU3HAHUSA YBOJIBHEHMS, IEpEBOJA Ha JPYTYHO
paboTy WM OTCTPAHEHHUS OT pabOT HE3aKOHHBIMY|

C BOCCTaHOBJICHHEM Ha IpeKHEH padoTe

Pemenue cyza,

KOMUCCUU 110
TPYAOBBIM  CIIOpaM
WIM  IpeanucaHue
rOCyJapCTBEHHOTO

WHCIIEKTOpA (¢

TPYAY,

[PYKOBOAUTEIIS

IIpUKa3
OpraHu3anuu 0
BOCCTAHOBJICHUN HQ

padote

HeBbixoq Ha paboTy BO BpeMs BBINOJIHEHUS

TOCYJapCTBCHHBIX U1 O6H.[€CTB€HHBIX

00s13aHHOCTEN

[Ipuka3
PYKOBOIUTEIIS

OpraHu3aIun

[Iporyibl

J{oKaHbBIC
3aMUCKU
PYKOBOJUTENEH
[10/Ipa3/IeJICHUH,
0OBSICHUTEIIHHBIC
3aMKUCKU
COTPYJTHHKOB,
MPUKA3bI
BBHIHECCHHUH
TUCIUTIMHAPHOTO
B3BICKAHUS,

AKThI|

KOMUCCHUU U [p.

HpOI[OJ'DKI/ITCJ'ILHO CTb pa6OTBI B PEKUMC

HCIIOJIHOTO pa60qer0 BPECMCHU IO HHHUIIMATHUBC

pabGoTonarens

Y Ci10BUSL TPYIOBOIO
IOrOBOpa, IpPHUKAa3b]
1o OCHOBHOH|

ICATCIIBHOCTH

BrIxoHbIC U Tpa3IHUYHBIC THU




I[OHOJIHI/ITGJIBHBIC BBIXOJHBIC JHU

(ormaunBaeMsble)

[Ipuka3 0
[1PEIOCTABICHUN
TOTIOJIHUTEIIbHBIX

BBIXOIHBIX JTHENU

I[OHOJIHI/ITGJII)HI)IG BBIXOJHBIC JHU|

(orIaunBaeMsble)

3abacToBKaA

Pemenne 0
[IPOBEICHUU
3a0aCTOBKHU,
[IPUHATOE

HpeJICTaB UTCIbHBIM
OpraHoM

PaOOTHHUKOB

HesiBkM 1O HEBBISICHEHHBIM MpUYHHAM  (JI0

BBISICHCHHS OOCTOSITEITHCTB)

OTCYTCTBYIOT
TOKYMEHTHI,
00BACHSIOLINE
MPUIHHBI
OTCYTCTBHS
COTPY/IHHKA HA|

pabote

Bpemst mpocTos 1o BUHE padboToaaTens

BpeMH IIpOCTOA IO IMMPUYKMHAM, HC 3aBUCAIINM OT)

paboToaTenst ¥ pabOTHUKA

3asBiIcHHUE
pabOTHHKA O HAYaJIe

[IPOCTOA

Bpewmst mpocTost o BUHe pabOTHUKA

AKT O TOM, YTO
pabOTHUK
COBEPIINIT
HEIpaBOMEpHbBIE
eCTBUS, KOTOPBIE
MpPUBEIN K
[IPOCTOIO,

00BACHUTENbHAS




3amrcka paboTHUKA
[Tpuxa3 00
OtcTpaneHue OT pabOThl (HEHOMYIICHHE K
OTCTPAHCHUU 0T ? ?
paboTe) ¢ orutaTon
[paboThI
OtcTpaneHue OT pabOThl (HEIOMYIICHHE K ) ) )
paboTe) 6e3 oTuIaThI
3asiBIeHNE
[paboTHUKA 0
Bpemsi mprOCTaHOBKH pPaOOTHI TPHU  3aJePKKEIPUOCTAHOBKE ) )
3apabO0THOI MIaThl paboThl B CBSI3U C|
3a1epKKON
3apIuIaThl
6. 3amoytHATE TaOIHITY
Cpox
Ha3BaHnmue ;xypHaja
XpaHeHHs
DKypHaibl (KHUTH) preMa, repemMeInieHus (epeBoia), yBOJIbHEHU paOOTHUKOB ?
DKypHanel  (KHWTH) y4era KOMAaHIUPOBOK W  BBIJAYM  KOMaHJIMPOBOYHBIX|
S et
VIOCTOBEPEHUI
DKypHaibl (KHUTH) y4eTa OTITyCKOB ?
DKypHasbl (KHUTH) ydeTa JHYHBIX Je]l, TIHYHBIX KapTOUeK, TPYIAOBBIX JOTOBOPOB ?
?

Kuura yde€Ta IBUKCHUA TPYAOBbIX KHUXKCK U BKJIaJIpIIIEeH K HUM

DKypHans! (KHUTH) BBIAAYM CIIPABOK O 3apabOTHOM Iu1ate, cTaxe, MecTe paboTh

Tect k pasneay Ne2

Bomnpoc 1




CBepxypouHast paboTa — 3T0:
BriGepute 0/IuH OTBET:
F’

a.
pabota, mpousBoxuMas pabOTHMKOM 1O HWHHUIMATHBE paboTojareis 3a IpeaeiaMu
YCTaHOBJICHHOM MPO/I0JDKUTEIIBHOCTH pab0overo BPEeMEHH, eKEAHEBHON paObOThI (CMEHBI), a TAKKE
paboTa cBEepX HOPMAIBHOTO YHUCIIAa pab0YnX YacoB 32 YUETHBIN TIEPHOT

b. pabora 1o coryameHuo CTOPOH

C. IOTIOJTHUTENbHAs padoTa MO COTJIAIIEHHI0 CTOPOH
.
d. pabora 1Mo BBIXOHBIM U B HOYHOE BpEMSI
Bompoc 2
[TpaBo Ha ouepeHOM OTIYCK y paOOTHUKA BO3ZHUKAET:
Br16epute 0/1uH OTBET:

a. TI0 UCTEUYEHNH 6 MECSIIEB
b. o ucreuennu 2 mecsien
C. cpa3y MocIe 3aKII0YEHUS TPYI0BOTO IOTOBOpa

d. o ucteuennu 1 roja ¢ MOMEHTA 3aKJIFOUCHHUS TPYAOBOTO JIOTOBOPA
Bompoc 3
TpynoBoii apéutpax 3T0...
Bri6epute o/luH OTBET:

a. IOCTOSIHHO JICHCTBYIOIIHMK CyIeOHBIM OPTraH M0 pacCCMOTPEHHUIO TPYIOBBIX CIIOPOB
b. KOMuUCCHS 110 TPYIOBBIM CIIOpamM
C. BPEMEHHO JIEHCTBYIOLIUI OpraH Mo pacCMOTPEHHUIO KOJIJIEKTUBHOTO TPYAOBOTO CIIOpa

d. KosternanbHasi KOMHUCCHS
Bompoc 4
JInuHOE /€110 3aBOIUTCH ...
Bribepure ouH OTBET:

d. Ha KaXXxaoro pa6OTHI/IKa
b. Ha pYKOBOHHTeHCﬁ M OTBETCTBEHHBIX MCIIOJHUTEICH
C. Ha Ka>XJI0Ir0 BTOpOTO pa6OTHI/IKa

d. HapymuTesel TPYA0BOW AUCIMIUIMHBI KIIMEHTOB (PUPMBI
Bompoc 5
CTpyKTypa KaJpoBOi TOKYMEHTAIIMH BKIIOYAET B CEOs:
BriOepute o1MH OTBET:

d. TIpUKa3kl 110 INYHOMY COCTaBY
b. IIPpHUKAa3kI 11O a,[[MI/IHI/ICTpaTI/IBHO'XOSHﬁCTBeHHOﬁ ACATCIBbHOCTH
C. TICPEIIHCKY C BBILLIECTOSIIEH OpFaHI/I3aHHeI>'I

d. mpuKa3ssl 0 OCHOBHO#1 eATEIBHOCTH
Bomnpoc 6
PabGota B HOUHOE Bpemst — 3TO padora:
BriGepure oiiH OTBET:

a. ¢ 23 yacoB 110 5 4yacos
.
b. ¢ 22 yacos 1o 6 yacos



C. ¢ 20 yacoB 70 4 JacoB
C d. ¢ 21 gaca 70 5 yacos
Bomnpoc 7
[TepeBoja pabOTHHKA HA IOCTOSIHHYIO PA0OTY B APYTyI0 OpraHU3aInio JIU00 B APYTYI0 MECTHOCTh
BMECTE C OpraHu3aleii J0MyCcKaeTCs:
Bribepure oauH OTBET:

a. TOJIBKO C MUCBMEHHOTO COTJiacusi paOOTHUKA
b. ¢ cornmacus npogcor3HOro Oprana
C. C coTJIacus YICHOB CEMbH Pa0OTHHKA

d. ¢ cormacus Bcex 4ieHOB MPO(COIO3HOM OpraHU3aIuH
Bormpoc 8
JIOKYMEHT, YCTaHABJIMBAIOIIUN MOPAJIOK 00pabOTKH NMEPCOHATIbHBIX JaHHBIX, HA3bIBAETCH:
Br16epute 0/1uH OTBET:

a. [TonoxeHunem o 3amuTe NepCOHANbHBIX JAHHBIX
b. mepeunem KOHPUICHIIMATHHON HHPOPMAIIH
C. [TonoxxenueM o epcoHase

d. TpyIOBBIM IOTOBOPOM
Bompoc 9
[Toka HeT oTBeTa
UtoObl moONy4YHWTh 3apabOTHYIO IIAaTy 3a 3a00JICBIIEr0 Cympyra/cynpyry HeEoOXoauMo
MIPEIOCTABUTH ...
BriGepute ouH OTBET:

a. CBUJIETEIHCTBO O Opake
b. moBepeHHOCTH M ACoOpPT
C. 3asBJICHHE M MACIIOPT CYIpyra

d. pacriucka
Bomnpoc 10
PaGoTHuk, Ha KOTOpOro oOQoOpMIISETCS JIMYHOE [eJI0, IPEACTABISIET COOCTBEHHOPYIHO
3aM0JHEHHYIO:
BeiGepute 011H OTBET:

a. BBINIMCKY M3 MPUKa3a O pUeMe Ha paboTy
b. aHKeTy WM JTUYHBIH JTUCTOK 10 YYETY KapOB
c. buorpaduto

d. mpocb0y o mpuemMe Ha paboTy
Bomnpoc 11
VcnblTaTenbHBIN CPOK MU ITpUEME Ha pabOTy HE YCTaHABJIMBAETCS:
Bribepure o 1H OTBET:

a. OEpEeMEHHBIM JKEHIITUHAM
b. uaBanMmam
C. PYKOBOJIUTEIISIM

d. munam momnoxe 16 et
Bomnpoc 12



AtTtectanus pabOTHHKA 3TO. ..
Bribepure oauH OTBET:

a. OIICHKA JIeITeIBHOCTH PA0OTHHKA 32 OTUYETHBIN MEPUO.
b. BbLsIBIICHHE HanOoJIee KBATH(DPUIIMPOBAHHBIX PAOOTHUKOB JIJISI TOOIPEHHSI
C. OIIeHKa MPo(heCCHOHATBFHBIX Ka4eCTB PaOOTHUKA

d. onpexnenenue kpanuduKauu paboTHUKA
Bomnpoc 13
JlomryckaeTcst oQOpMIICHHE PACHIOPSIIUTENBHBIX JOKYMEHTOB IO JMYHOMY COCTaBy HE IIO
yHH(pUIIIPOBAaHHOH opme pu
Br16epute 0/1uH OTBET:

d. Ipea0CTaBJICHNH OTIIyCKa

b. pactopskeHnu TPYIOBOrO JOTOBOpA

M

C. U3MEHEHUH OMorpapuuecKux JTaHHBIX

M

d. 3akrouennn TPYAOBOT'O JOroBopa € UCIbITATCIIbHBIM CPOKOM

Konmponsnas paboma (8 cemecmp)

Heob6xomumo BbIOpaTh TpaBUIBHBIE OTBETHI, a TOociie OOOCHOBATh BBHIOOP MOATBEPIAUB
KoMMeHTapusiMu. KoHTposibHYy0 paboTy Heo0xo1umMo 0OpMUTh B HaJUIekKAIleM BUE, @ UMEHHO
He00X0uMO O(OPMUTH THUTYJIBHBIN JIUCT C 3aroJIOBOYHOM YacThbl0 M HAaWMMEHOBAaHHEM BHJA
paboTHI, MECTOM COCTABJICHUSI U OTMETKOM O BBITIOJTHEHUH U TIpOBepKe Bareit paGoThl.

Kenaro ynaum.

1.0cHoBHBIEe TpeOoBaHusA K OQOPMJIEHMIO KAAPOBOl [JOKYMEHTAUMM B OpPraHU3alUu
NpeabsiBJIEHbI:

1) TpynoBbiM kogeKcoM PD

2) YcraBoM OpraHu3aiiu

3) ICaA0Y

4) HCTpyKIIHMEH 110 KaJPOBOMY JCJIONPOU3BOJICTBY

2. HopmatuBHBIH aKT, 00s3bIBAIOIIMH PpadoToaaTesisi AOKYMEHTHPOBATH TPYIAOBYIO
JAesiTeJIbHOCTH PA0OTHMKA...

1) Pacnopsixenue IIpaButenbctBa PO ot 23.04.1992 Ne781-P «O xpaHeHUH JOKYMEHTOB IO
JTUYHOMY COCTaBY»

2) TpynoBoii kogekc PD

3) [locranoBnenue [IpaButenscrBa PO ot 16.04.2003 No225 «O TpyHOBBIX KHHKKAX)

4) IlocranoBiaenue Muntpyna P® ot 10.10.2003 Ne69 «OO0 yTBepXkAE€HHUM HHCTPYKIHMU IO
3ar0JIHEHUIO TPYIOBBIX KHUXKEK

3.JIpaBoBoii AaKT, MNEPEYHMCAAOIMIA BHABI [JOKYMEHTOB, MPeIOCTABJISEMbIX IPH
3aKJIIOYeHUH TPYI0BOI0 10roBopa...

1) YcraB opranuzanuu

2) [IpaBuia BHYTpEHHETO TPYAOBOTO PACIOPsIKa OpraHU3aIuN

3) IlonoxeHue o nmepcoHane opraHu3auu

4) TpynoBoii kojiekc PD

4. Heo0xoamMocTh 0()opMJIeHHE JTUYHBIX J1eJl pA00OTHUKOB perjiaMeHTHPOBaHA:

1) OKY ]

2) OCHOBHBIMH TIPaBUJIaMU PAOOTHI APXUBOB OpraHU3aIuit

3) [IpaBuiamMu BHYTPEHHETO TPYAOBOTO pacHopsiaKa



4) IlepeuHeM THUIMOBBIX YIPABIEHYECKHX JOKYMEHTOB, OOpa3ylOUIMXCS B JCATEIbHOCTH
OpraHu3aluii, ¢ yka3aHUEM CPOKOB XpaHEHHUS

5. TpyAoBble IEHCHH YCTAHABJINBAKOTCH M BHIIVIAYMBAIOTCS B COOTBETCTBHM..

1) @3 «O rocynapcTBeHHOM IEHCUOHHOM obecnieueHnn B POy

2) @3 «O TpynoBeIX NEHCUSIX B POy

3) @3 «O BerepaHax»

4) @3 «O06 00s3aTeTHHOM IEHCHOHHOM CTpaxoBaHUU B PD»

6. Ilopsinox oopmieHHsl, BeleHUs] U XPAHEHHs] TPYJOBBIX KHMKEK, BKJIaJbllIell B HHUX,
Ay0JMKAaTOB TPYA0BBIX KHHKEK perjaMeHTHPOBaH...

1) TpynoBbim Kosnekcom PO

2) YronoBHbIM KoJeKCOM PD

3) IMocranosnenune IIpaButensctBa PD ot 16.04.2003 Ne225 «O TpymoOBBIX KHHKKAX»,
[TocranoBnenne Muntpyna P® ot 10.10.2003 Ne69 «OO yTBEpKIECHUM HHCTPYKLHUHU IO
3aM0JHEHUIO TPYJIOBBIX KHIKEK

4) NHcTpyKmen o KaJipoBOMY J€JIONPOU3BOJICTBY OpraHU3aluu

7. JIOKyMeHTbI, IpeAbsiBJisieMble IIPU pHeMe Ha padoTy:

1) TpynoBast KHUXKKa, JOKYMEHT, YIOCTOBEPSIOLIUI JTNYHOCTh

2) TpymoBasi KHMXKKA, JOKYMEHT, YJAOCTOBEPSIOIINIA JTHYHOCTh, JOKYMEHTHI BOMHCKOTO Y4eTa,
JOKYMEHT 00 00pa30BaHWHU, CTPaxOBO€ CBUJETEILCTBO TOCYJAPCTBEHHOTO MEHCHOHHOTO
CTpaxoBaHUS

3) TpydoBas KHWXKKa, JOKYMEHT, yaocToBepsromuii auanocts, MHH, cmpaBky o cocrosiHumn
310pOBbSA

4) TpyaoBasi KHMXKKa, TAaCMOPT, JOKYMEHThl BOMHCKOTO Y4eTa, XapaKTepuCcTUKa

8. IIpu opopMiIeHUN TPYAOBBIX NMPaBOOTHOIICHUI 00513aTeJIbHBIM
AOKYMEHTOM,PETIaMEeHTUPYIOLIUM 0053aTeIbCTBA CTOPOH, SIBIISIETCS .

1) 3asiBIIeHHE O TIpUEME Ha paboTy

2) KOJJIEKTUBHBIN IOTOBOP

3) TpyZIoBOE COTJIAIICHHE

4) TpyaOBO# OrOBOP

9. CTpyKTypa KaJpoBoii JOKYMEHTAIUHN BKJIIOYAET B celsi:

1) mpuKasbl MO0 OCHOBHOM JESTEILHOCTH

2) npuKasbl M0 aIMUHUCTPATUBHO-X03SIICTBEHHO J1eATEIBHOCTH

3) mepenucKy ¢ BBIMIECTOSAIICH OpraHu3anuen

4) npukasbl 10 JUYHOMY COCTaBY

10. doxkymMeHT, YCTAHABJMBAKIIMHA TOPSAJAOK O0O0pPA0OTKH TMEPCOHAJBHBIX JAHHBIX,
Ha3bIBaeTcs

1) TpyZ1OBBIM IOTOBOPOM

2) nepeyHeM KOH(PHUACHIIMAIbHON HH(pOpMaIun

3) [onokeHneM o 3aluTe NePCOHANBHBIX TaHHBIX

4) IonoxeHueM o nepcoHasne

11. PaGoTHHK, HA KOTOPOTr0 OpopMIIseTCH JMYHOE [1eJI0, IPEeACTABISAECT COOCTBEHHOPYYHO
3aI0JIHEHHY IO

1) mpocs0y o npueme Ha paboTy

2) BBINUCKY U3 MIpHKa3a O pueMe Ha paboTy

3) 6uorpaduro

4) aHKeTY WJIM JIMYHBINA JIMCTOK 10 YYEeTy KaJpoB

12. lomyckaercsi opopmiieHHEe PACIIOPSAAUTEIbHBIX JOKYMEHTOB 110 IHYHOMY COCTABY He 110
yHH(puIUpoBaHHOH (popMe npu

1) wm3meHeHHn OMOTpadUIECKUX TAaHHBIX

2) 3aKIII0YEHHH TPYJOBOTO JOTOBOPA C UCHIBITATEIBHBIM CPOKOM

3) pacTOpKEHUH TPYJOBOTO JJOTOBOPA

4) mpemsocCTaBIEHUH OTITyCKa



13. Bu3bl, KaKUX J0JKHOCTHBIX JIHI, BKJIOYaeT B cedsi peKBH3UT «CorjiacoBaHo» npu
3aKJIIOYEeHUH TPY/I0BOI0 I0roBOpa Npu npueme Ha padory?

1) pykoBOoaUTENS CTPYKTYPHOTO MOAPA3IEIECHNUS, IOPUCTA, CIEUAINCTOB OTAEIA KaJpOB
2) BU3 HE HY)KHO

3) pyKOBOAMTEIIS CTPYKTYPHOTO MOAPA3ACICHUS

4) ropucra

14.Kakue 10OKyMEHTbI, perJIaMeHTHPYIOT YIIpaBJieHHe ePCOHATIOM OpraHu3auuu?
1) npuKasbl 10 JIUYHOMY COCTaBY

2) TpyAOBbI€ KHUXKKU COTPYJHUKOB

3) AuuHBIE JeN1a COTPYJHUKOB

4) opraHu3aliOHHO- MPABOBHIE JOKYMEHTHI OpTraHu3aIiu

15. Kakoii 10KyMeHT, perjiaMeHTHPYeT NMOPSAAOK OPraHU3aluM U NPOBeJAeHUs] aTTeCTAlUH
nepconasna?

1) [lonoxxenue o nepcoxase

2) Ilonoxenue 06 aTTecTaliuy NepcoHana

3) rpaduk nMpoBeACHUS aTTECTAIlUN

4)YcraB npeanpusIThs

16. YueTHBIM KAAPOBBIM I0OKYMEHTOM SIBJISICTCH. ..

1) muceMo-nipuTIIanieHne Ha paboTy K APyroMmy paboTo1aTeto

2) u3BelIeHKE C MPOChOO IBUTHCS ISl 03HAKOMIIEHHSI C TPUKA30M

3) TUYHOE JIEN0 COTPYAHUKA

4) npeacraBieHUE O MOOLIPEHUH

17. Ck0/1bKO BpeMeHH N0/KHbI XPAHUTHCS JIHYHbIE [1eJ1a PYKOBOAUTEJIel OpraHu3anuu?
1) mocTostHHO

2) 50 ner

3) 75ner

4) onpenensieT KaapOBbIi pabOTHUK

18. KTo npuHuMaeT pemeHnne 0 BbieJeHUH KAAPOBbIX JIOKYMEHTOB K YHUYTOKEHUIO?
1) HauaITBHUK OT/EIIAa KaJIPOB

2) TUPEKTOp MO HMepCOoHATY

3) pyKOBOAMUTEH OpraHu3alun

4) skcriepTHast KOMUCCHUS

19. K10 noanucsiBaeT BHYyTPEHHIOK ONUCH IOKYMEHTOB JieJia?

1) cocTtaBuTEH

2) pabOTHHK CITYKOBI JOKYMEHTAIIMOHHOTO O0eCIIeYeHUs

3) MHCIIEKTOp OT/ENa KapOB

4) apXUBUCT

20. Boi0epuTe HCTMHHOE YTBEP:KIEeHUE:

1) nena mpUKa30B MO JIUYHOMY COCTaBY MOAJIEKAT MOJTHOMY O(POPMIICHUIO

2) nena MpUKa3oB MO JUYHOMY COCTaBY MOJUIEkKAT YACTUYHOMY O(DOPMIICHUIO

3) dena MpUKA30B MO JMYHOMY COCTaBY MOJUIEKaT O(GOPMIIEHHIO B 3aBHCHUMOCTH OT CpOKa
XpaHEHHS

4) nena NMpUKa30B 10 JUYHOMY COCTaBY He MOJIEKAT 0(hOPMIIEHUIO

21. ITocTosiHHOE XpaHeHHE KAPOBBIX IOKYMEHTOB /I0JI’KHO OCYIECTBJIATbCH:

1) npu NOCTOSIHHOM €CTECTBEHHOM OCBEIICHUHN

2) B TEMHOTE

3) B CyXOM BO3JlyXe IIPH NMOCTOSTHHOM BEHTUIIALIUU

4) 0coObIX TpeOOBaHMIA HET

22. IIpoBepka HAJIMYHUSL W COCTOSTHUS JOKYMEHTOB OCYILECTBJISIETCS:

1) He pexe ueM OJMH pa3 B ISATH JIET

2) eXeroaHo

3) 1o Mepe HEOOXOAUMOCTH

4) mo *KenaHuIo apXUBHOTO PabOTHUKA



23. Bbl rotoBuTe K mepeaave B apXuB jejia MPUKA30B MO JUYHOMY cocTaBy. B xoje
00padoTKu y3HaeTe, uyTO Bam gajiexkuii npeamecTBeHHUK He Pa3/ieis B IeJIONPOU3BOICTBE
NPUKAa3bl M0 JUYHOMY COCTABY J0JIIOBPEMEHHOr0 M KPATKOCPOYHOI0 CPOKOB XpaHEHMHS.
Bce nema chopmupoBanbl 0e3 yuyera UINTEJBLHOCTH XPaHeHHs JOKYMeHTOB. Bamm
AeHCTBUA:

1) mepedopmupyro gena B COOTBETCTBHH CO CPOKAMHU XPaHCHHS, COCTABIIIO HOBBIC BHYTPEHHUE
OTIVICH

2) mepedopMHUpPYIO JIeila B COOTBETCTBHUHU CO CPOKAMH XPAHCHUS, NMEPCHYMEPYIO MPHUKA3BI 10
MOPSIIIKY, CICJIAI0 IIOMETKH B PETUCTPANIMOHHOM XKYPHAJIE, COCTABIIIO HOBBIC BHYTPCHHHE OTIHCH
3) Oyny obpabaTeiBaTh Jiea B TOM BUE, KaK OHU CPOPMHUPOBAHBI

4) He Oyay HUYETO JeNaTh ¢ yxKe chOpMUPOBAHHBIMHE JCTIaMU, a Mmocieayomee GopMupoBanue
Jest Oyy BECTH B COOTBETCTBUH C TPEOOBAHUSMHU 110 CPOKAM XPaHEHUS

Hmozoevtit mecm no Kypcy "Kaopoesoe denonpouze00cmeo u apxuevt 00OKYMEHM 08 no
auunomy cocmagy' (2 cemecmp)

Bompoc 1
HenopmupoBanHsslii pabounii 1eHsb 3710. ..
Br16epute 0/1uH OTBET:

a. 1Mo TPaXKTaHCKO-TIPABOBOMY JIOTOBOPY

b. paboTa B upe3BBIYAlHBEIX 0OCTOSITEIHCTBAX

C. paboTa 3a mpeaenaMu HOPMATLHON MPOIOJDKUTEILHOCTH pab0overo BpeMeH!
.
d. pabora B mpenenax pabouero aHs
Bomnpoc 2

JlokajapHbIE HOPMATHUBHBIE aKThI 3TO. ..
BriGepuTe o1MH OTBET:

d. JOKYMCHTBI JJId CJ'Iy>KC6HOFO IIOJIB30BaHMHA

b.

HOPMATUBHBIC aKThBI, COACPIKAIINE HOPMBI TPYAOBOI'O IIpaBa, IPUHUMACMBIC pa60Toz[aTeneM

I

C. JOKYMEHTBI TOJIBKO JJIsI COTPYJAHHUKOB OTACIA KaapOB

d. TOKYMEHTBI JJIsl HE CIY)KEOHOTO MOJIb30BaHHUS
Bomnpoc 3
JIOKyMEHT, (PUKCHUPYIOIIMK COTJIAIIEHUE CTOPOH 00 YCTAaHOBJICHHWU TPYAOBBIX OTHONICHUH W
PETYIUPYIOMIUN UX, Ha3bIBACTC ...
Bri6epute o1uH OTBET:

a. TPYAOBBIM KOJIEKCOM
b. Tpya0BOI KHMKKOW M JOJDKHOCTHON MHCTPYKIHEH
C. TPYZAOBBIM IOTOBOPOM

d. mpuKa3oMm 1o JIMYHOMY COCTaBY
Bormpoc 4
3amnpemniaeTcs HapaBIsATh B CIy)KeOHbIE KOMaHIUPOBKU:
BriOepute o1H OTBET:

d. )KXCHIIMH, UMCIOIINX JIeTel B BO3pacTe 10 5 et 6e3 ux corjacus, 6epeMeHHLIX KCHIIMH



b. paboTHHKOB B Bo3pacTe 10 19 ser

C. paOOTHHUKOB IIEHCHOHHOTO BO3pacTa
.
d. pabGoTHuKOB B Bo3pacte 110 17 jer
Bomnpoc 5
CaepxypouHast paboTa — 3TO:

Bribepure oauH OTBET:
a. paboTa MO COTJIAILICHUIO CTOPOH

b. paboTa 10 BBIXOJHBIM U B HOUHOE BPEMsI
~

C.
pabora, mnpousBoguMas paOOTHUKOM 10 HWHUIMATHBE paloTojarens 3a MpeaesiaMu
YCTaHOBJICHHOM MPOIOJDKUTEIIEHOCTH pab0Uuero BpeMeHH, €KETHEBHON pabOThHI (CMEHBI), a TAKXKE

paboTa cBEpX HOPMAJIBHOI'O YHCia pabo4nX 4acoB 3@ YUETHBINA NEPUOJT

d. momosHUTENBHAS PabOTAa MO COTJIAIICHUIO CTOPOH
Bormpoc 6
UTtoObl moNy4nTh 3apalOTHYIO IIIAaTy 3a 3a00JIEBIIET0 Cympyra/cympyry HeoOXoJauMo
MPEOCTaBUTb ...
Br16epute 0/1uH OTBET:

a. pacrmcka
b. cBumeTensCcTBO O Opake
C. 3asBJIEHHE U MACIIOPT CYIpyra

d. moBEpEeHHOCTH M MACIOPT
Bomnpoc 7
[TepeBo paboTHHKA HA TTOCTOSIHHYIO PabOTY B APYTYIO OPraHU3aUIO JIUOO B IPYT'yI0 MECTHOCTh
BMECTE C OpraHu3aIHe JOMyCKaeTCs:
Bribepure ouH OTBET:

a. TOJIBKO ¢ MUCBMEHHOTO corjacusi paboTHHKA
b. ¢ cornmacus npohcor3HOro oprana
C. C corJjlacusi YICHOB CEMbU pabOTHHKA

d. ¢ cormacus Bcex 4ieHOB MPO(COIO3HOM OpraHU3aIuH
Bomnpoc 8
[Tpuka3bl O JIMYHOMY COCTaBY XPAHSTCA ...
BriOepute ouH OTBET:

a. Ha pyKax y COTpyAHHUKa
b. BMecTe ¢ IpyruMu KaJpoBBIMH JTOKYMEHTAMH
C. TPYIIIUPYIOTCS B OTAEIBHOE AEIIO0

d. B TMYHOM Jiesie COTPYAHUKA
Bomnpoc 9
JInmuHo€e Ae10 3aBOJUTCA ...
BriGepute 0JIuH OTBET:

a. Ha pyKOBOJUTENIEH U OTBETCTBEHHBIX UCIIOJHUTENIEN
b. Ha Ka)xgOrO0 BTOPOro paboTHUKA

C. Ha Ka)K10To pa60THm<a



d. HapymuTesnel TpyA0BOW AUCIMIUIMHBI KIMEHTOB (PUPMBI
Bomnpoc 10
PaGoTHuk, Ha KOTOporo odopmisercd JMYHOE JeNI0, IIPEICTABISIET COOCTBEHHOPYYHO
3aI0JIHEHHYIO:
Bribepure oauH OTBET:

a. BBINKCKY U3 MPHKa3a 0 IpueMe Ha paboTy
b. mpockOy 0 mpreme Ha paboTy
C. aHKETY WJIH JINYHBIN JIUCTOK MO YUETY KaJI[pOB

d. 6uorpaduro
Bompoc 11
CrpykTypa KaipoBOW JOKYMEHTAIIMH BKJIIOYAET B CEOs:
Br16epute o/1uH OTBET:

a. TIPUKa3bl [0 AAMUHUCTPATUBHO-XO3SIMCTBEHHOM 1€ TEIBHOCTH
b. mpukasbl M0 OCHOBHOM JAEATETHHOCTH
C. IIPUKAa3bl M0 JIMYHOMY COCTaBY

d. mepenucKy ¢ BBIMIECTOSIICH OpraHu3aIuei
Bomnpoc 12
Kommu nokymeHnToB, kKoTopbie paboToaaTens 00s3aH BBIAATh pAOOTHHUKY 1O €r0
BriGepute ouH OTBET:

a. MMCHMEHHOMY 3asIBJICHUIO
b. cipaBky 00 yrutate mpoQCcor3HBIX B3HOCOB
C. KOTHIO TPHKa3a O IpueMe Ha paboTy

d. cripaBKy O HaJIMYHH JILIOT
Bomnpoc 13
[TpoAOmKUTENBHOCTD €KETHEBHOM paOOTHI (CMEHBI) JIJIs1 paOOTHUKOB B Bo3pacTe oT 15 mo 16 nert:
Bri6epute 0/1uH OTBET:

C a. 4 yaca

C b. 7 vacos
C. 5 yacoB
d. 6 yacos

Bompoc 14

TpynoBoii apéutpax 3T0...
Bri6epute 01uH OTBET:

a. MOCTOSTHHO JIEMCTBYIOIIUI Cy/1€0HBIN OpraH 1o pacCMOTPEHHIO TPYAOBBIX CIIOPOB
b. komucCHs IO TPYAOBBIM CrIOpaM
C. BPEMEHHO JICHCTBYIOIMI OpraH M0 paCCMOTPEHHIO KOJIJIEKTUBHOTO TPYAOBOTO CIIOpa

d. KomrernanpHass KOMHCCHS
Bomnpoc 15
HcnblTaTenbHBINA CPOK MOKET OBITh YCTAaHOBJIEH:
Bribepute o1H OTBET:

a. He OoJiee IByX MecCsIIeB



b. mo ycmotpenuto pabotoaaresst
C. IO COTJIAILICHUIO CTOPOH

d. He Gosiee Tpex MecsIeB
Bormpoc 16
be3omacHbie ycinoBus Tpyna 3To. ..
Bribepure oauH OTBET:

a. yCJIOBHS Tpyda, HE CBs3aHHBIC C pUCKOM I KHM3HHU U 3J0POBbs YCIOBHS TPpyJa

b. ycoBust Tpyna, mpu KOTOPBIX BO3JCHCTBHE HAa PAOOTHUKOB BPEAHBIX W (WIJIM) OMACHBIX
MIPOU3BO/ICTBEHHBIX (PAKTOPOB MCKIIFOUEHO JIMO0 HE MPEBHINIAET YCTAHOBJICHHBIE HOPMATHUBHI (CT.
209 TK P®)

C. YCIOBHS TPY/a, IPH KOTOPBIX COOTIOIAETCSl TEXHUKA O€301MacCHOCTH

d. ycroBus Tpy/a CBSI3aHHBIC C PUCKOM JIJIS )KU3HH
Bompoc 17
JIOKyMEHT, YCTaHaBJIMBAIOIIUH MOPSIIOK 00pabOTKN MEPCOHANBHBIX IaHHBIX, HA3bIBACTCS:
Br16epute 0/1uH OTBET:
F’

I

a. [Tosoxenuem o 3ammTe MepCcoOHaNbHBIX TAHHBIX
b. TTonoxennem o mepcoHae
C. TPYAOBBIM JJOTOBOPOM

d. mepeunem xKoH(DUACHIIHAIEHOW HHGOPMALIUT
Bompoc 18
TpynoBoit 1oroBop ¢ paOOTHHKOM BCTYMAET B CHITY ...
BriGepute ouH OTBET:

a. c 1aThl, yKa3aHHOU B TPYIOBOM JIOIOBOPE
b. cpasy mocine moanucanus ero pabOTHUKOB
.
C.
¢ MOMEHTa (paKTUUECKOTo JIOMycKa K paboTe ¢ BeJoMa WJiIH 10 MOPYYCHHUIO paboToAaTes

d. cpa3y mociie moaAnKcaHust ero paboTHUKOM
Bomnpoc 19
TpynoBasi KHHYKKa BBIJACTCSl pAOOTHHUKY HA PYKU:
BriOepute ouH OTBET:

d. TIOCJI€ 3aKJIYCHUS TPYyJAOBOTO JOroBopa
b. A0 3aKIH0YCHUA TPYAOBOI'O JOTOBOPaA
C. TI0 €ro NMCbMEHHOMY O TOM 3aIIpoCy B mo0oe BpeMA

d. mocJe pacTop)KeHust TPYA0BOTO I0TOBOpa
Bomnpoc 20
JlommyckaeTcst o(QOpMIIEHHE PpPacHOPSAUTENbHBIX JOKYMEHTOB IO JIMYHOMY COCTaBy HE IO
YHU(DUIUPOBAHHOHN Gopme npu
Bribepure o1H OTBET:

d. IIpeIOCTaBJICHHUH OTIIYCKa
b. 3akmrouenun TPYyAOBOTO JOTOBOpA C UCIIBITATCIIbBHBIM CPOKOM

C. paCTOp>KEHUH TPYAOBOTO JOrOBOPa



d. m3MeHeHnn OMOTrpaprUUECKUX JaHHBIX
Bomnpoc 21
PaGota B HOUHOE BpeMs — 3TO pabora:
Bribepure oauH OTBET:

O a. ¢ 21 gaca 10 5 yacos
C b. ¢ 22 gacoB 1o 6 wacos
C C. ¢ 20 gacosB 110 4 yacos
.

d. ¢ 23 yacoB 510 5 yacoB

Bomnpoc 22

3asiBIieHUE O MpUeMe Ha paboTy CIEIYET aIpecoBaTh. ..
Br16epute o/1uH OTBET:

a. HAYaJIBHUKY OTJeJa KaJpOB U PYKOBOAUTEIIO TT0Ipa3 IeICHHs
b. B oTen xampon
C. COOCTBEHHHKY MPEIIPUATHS

d. pykoBoauTE IO OpraHU3anum
Bomnpoc 23
[IpaBo Ha ouepeHOM OTHYCK y paOOTHUKA BO3HUKAET:
Br16epute 0/1uH OTBET:

a. cpa3sy MmocJie 3aKIFYCHHS TPYAOBOTO JOTOBOpa
b. mo ucreuenun 2 mecAes
C. 110 UCTEUEHUU 6 MECSIIEB

d. o ucteueHnu 1 roja ¢ MOMEHTA 3aKJIFOUCHHUS TPYAOBOTO JIOTOBOPA
Bompoc 24
AtTtecranus pabOTHHKA 3TO. ..
Bribepure ouH OTBET:

a. orpenieneHne KBanupukauy paboTHIKa
b. orieHKa AeATETLHOCTH PaOOTHHKA 33 OTUYETHBIH EPHOJ
C. olleHKa MPOo(ecCHOHATBFHBIX KaueCcTB pabOTHHKA

d. BBIsABIICHHE HanOOJIee KBATU(PHUITUPOBAHHBIX PAOOTHUKOB /IS TIOOIIPEHUS
Bomnpoc 25
HcnpiTaTenbHBIN CPOK MPH MTPUEME Ha pabOTy HE YCTaHABJIMBACTCS:
BriOepute ouH OTBET:

a. OepeMEHHBIM JKEHIIIMHAM
b. pykoBomuTensim
C. MHBAJIHIAM

d. muuam Momoxe 16 ner
Bomnpoc 26
PabGouee mecTo — 3T0:
BriGepute o/1uH OTBET:

d. MeCTO, rae pa6OTHI/IK JO0JDKCH HaXOAUTHCA B CBA3H C €I'0 pa60qel”4 (bYHKHHCﬁ

b. MECTO, I'AC pa6OTOI[aTeJ'H: BCEraa MOXXCT 3aCTaTh pa60TH1/n<a



C. TEPPUTOPUS IPEANPHUATHS, C KOTOPHIM paOOTHHK 3aKJIIOYHII TPYJOBOM JI0TOBOP

d. MeCTO €ro MoCTOSTHHOTO MCCTOHAxXOXIACHUA Ha pa60Te

[Tpunoxxenue 2

7 OueHOYHbIE CPEACTBA /ISl IPOBEAeHHsI POMEKYTOUHOI aTTecTAllUN
a) [linanupyemble pe3y/bTaThl 00yUeHUs] U OLIEHOYHbIE CPeICTBA VIS POBeIeHUs
NMPOMEKYTOUYHOI aTTeCTAIUM:

Kon WNunukarop
JOCTHXKECHUSA OneHouHbIE CpeAcTBa
UHIMKATOpa
KOMITETEHITUHI
OIIK-2 CniocobeH HaxOUTh OPraHN3aIMOHHO-YITPABICHYECKHE PEIICHHUS TIPU PEIICHUH 3a/1a9 B
ctepe croelt mpodecCHOHATTBHON eI TENHbHOCTH

OIlK-2.1

Omnpexenser nenu
¥ 3a/1a4H
yIIpaBJICHUS B
ctepe cBoeit
poeCCUOHAIIBH
O JIeITeIbHOCTH

Bonpoce! km3auery:

1. CocTaB 1 BUJbI KaIpOBBIX TOKYMEHTOB.

2. PeWHXXUPHUHT U PEKPYTUHT MEPCOHANIA.

3. Poip KampoBBIX [IOKYMEHTOB B pEIICHUM 3a1ad [0
YIPABJIICHUIO TIEPCOHATIOM.

4, HopmatuBHO-MeTOTMYECKHE MaTepHabl,
periiaMeHTupyolme padboTy ¢ KaApOBBIMU JOKYMEHTAMH.

5. OpraHuzalimoHHO-pacnops AU TeIbHAS JIOKYMEHTAIUA,
UCITIOJIb3yeMasl B JCATEIHHOCTH KaJAPOBBIX CIYKO.

6. OCHOBHBIE JIOKYMEHTHI I10 JIAYHOMY COCTaBY, PETyIUPYIOIIHE
B3aMMOOTHOIIIEHUS TIPEANPUITHI C paOOTHHUKAMHU.

7. CoctaB u opopmiICHHE TOKYMEHTOB IIPU NpUEME Ha padoTy.
8. Ilpouenypa TOKYMEHTAIMOHHOTO O(GOPMIICHUS MPU TpHUEMe
Ha paboTy.

9. CocTaBiicHHE aHKETHI M aBTOOHMOTpaduu.

10. 3aknroueHue TpyA0BOro I0roBopa.

11. JlokyMeHTHpOBaHHE BUKEHHS ITEPCOHAA.

12. Knaccuduxkanus JIOKYMEHTOB, XapaKkTepPU3yIOLIUX
JBIKCHHUE KaJIPOB.

13. IlepeBoa paboTHUKA Ha IPYTYIO paboTy.

14. JloxymeHTanus o 0(pOPMIICHHIO
KOMAaHJIUPOBOK.

15. VYcnoBuss M TNOpANOK NPENAOCTABIECHUA OTIYCKOB U HUX
odopMmIiIeHHE.

16. PacropxeHue TpyaoBOoro JoroBopa Hu odopMIeHHE
YBOJIbHEHUS pPaOOTHHKA.

17. JOKyMEHTUPOBAHKE OLIEHKH JI€ATEIbHOCTH NIEPCOHAA.

18. O6mue noustus. Ilopsaok mpoBeneHus U 0GOpPMIICHUS
aTTecTaluu pabOTHHUKOB.

CITy’KeOHBIX

OIIK-2.2

Hcnonb3yer
OCHOBHBIE

Pemute TecToBBIE 3a0aHM:
HpOI{OJ’I)KI/ITe ONPCHACIICHUC: PE3IOME — 3TO




METOJIbI U
IPUEMBI
OpraHu3aIuH,
TUTAHUPOBAHMUS,
MOTHBAIIHH,
KOOPJIMHAIINH U
KOHTPOJIS
IIPOIIECCOB B
ctepe cBoeit
npo¢eCCUOHAIIbH
OH JeATEIbHOCTH

-
a.

JOKYMEHT, COJACPIKAIUil KPaTKUE CBEACHUSI

aBTOOMOrpaMUECcKOTo XapaKTepa, 3armoTHIeMbli TPU

TPYAOYCTPOMCTBE

“ b

COBOKYITHOCTH JIOKYMEHTOB, COJICPKAIIUX CBEICHUS O
paboTHUKE IIpU TPYAOYCTPOICTBE
-

C.
COBOKYITHOCTH JIOKyMEHTOB, COJICPKAIIUX CBEIICHUS O
paboToaaTene TpyI0yCTPOHCTBE
)
JOKYMEHT, OTPaKarOIIUH TPOCHOY WIIN TIPEUIOKCHHE,
aJpeCOBaHHOE JOJDKHOCTHOMY JIMIY WU NIPEAIPUATHUIO
Kakne u3 NEPCUHUCIICHHBIX TOKYMCHTOB HCIIOJIB3YIOTCA IIPU
odopmiieHnH npuemMa paboTHHKA Ha padboTy:
Bri6epuTe 0/1MH MM HECKOJIBKO OTBETOB:

" a

augHas KapTouka T-2
b

MIPOTOKOI

c

IOKJIaJHAast 3alucKa
-
d.

IIpUKa3

e

TPYAOBOM JOTOBOP
Lot

YBeﬂOMHeHHe
[Tos10K€eHre O CTPYKTYPHOM MOAPA3AEIEHUH OIPEIEIISET:
BriGepure 01H OTBET:
o

a.
OpraHI/ISaHI/HO pa60TbI HpeI[HpI/I}ITI/I}I, B3aUMHBIC 065[3aHHOCTI/I
pa6OTHI/IKOB Hu a,[[MI/IHI/ICTpaHI/IH, HOPHHOK HpHeMa u YBOHBHCHI/IH
pa6OTHI/IKOB, HpeHOCTaBHCHI/Ie OTHYCKOB, KOMaHI[HpOBaHI/Ie
“ b
MECCTO CTPYKTypHOrO HO,[[pa?.I[eHeHI/IH B OpraHH?»aL[HOHHOﬁ
CHUCTCMC HpeL[HpI/IHTI/ISI, €ro Icjiu 1 3agaydu, HpaBa nu
O6ﬂ3aHHOCTI/I pYI(OBO,HHTeHeﬁ u COpr,HHI/IKOB CTPYKTypHOFO
O Ipa3 IeIeHus

r
C.

TPYAOBELIC O6H3aHHOCTI/I, (I)yHKI_[I/II/I, ImpaBa U OTBECTCTBCHHOCTb
pa6OTOJIaTCJ'ISI aBa ¥ 00s3aHHOCTH pyKOBOI[PITCJ'ICﬁ u
COTPYAHUKOB CTPYKTYPHOTI'O IMOAPA3ACIICHUA
.

d.

TPYAOBBIE 00S3aHHOCTH, (PYHKIUH, TIPaBa U OTBETCTBEHHOCTh
paboOTHUKOB




UTto Takoe «IpaBuiia BHyTPEHHETO TPYJOBOIO pacrnopsaka»?
Bribepure ouH OTBET:
~

a.
BHEIIHUH aKT, QUKCUPYIOLIUI 3Tarbl TPYAOBOH NESITEIHLHOCTH
pabOTHUKOB
“ b
JIOKaJIbHBIM HOPMATUBHBIN aKT, PETJIAMEHTUPYIOIIHUN OPSI0K
IpUEMa U YBOJIbHEHUS paOOTHUKOB, OCHOBHBIE IIPaBa,
0053aHHOCTU ¥ OTBETCTBEHHOCTh CTOPOH TPYIOBOI'O JOIOBOpa,
peXUM paboThl, BpEMS OTAbIXA, & TAKKE UHBIE BOIIPOCHI
perynupoBaHus TPYJIOBBIX OTHOILIEHUN
o

C.
MPABOBOM aKT, U3JaBAEMBII B LEISAX PErJIaMEHTAlUN
OpraHU3alMOHHO-TIPABOBOTO MOJI0KEHHS paOOTHHUKA, €T0
00s13aHHOCTEH, TIPaB M OTBETCTBEHHOCTH U 00€CTICUNBAIOITUI
yCIoBUs 1S €ro 3PPEeKTUBHOM pabOThI
“
BHYTPEHHHH aKT, PUKCUPYIOIINIA STabl TPYI0BOI
JESITETLHOCTH paOOTHUKOB
[IpopomxuTe onpenesneHye: MTaTHOE PACIIMCAHUE — 3TO
Bri6epute oiuH OTBET:
F’

d.
MIPABOBOM aKT OpraHU3alluy, YCTAaHABIUBAOIINN JOJKHOCTHOM
cocTas, (PYHKIIMH, [TPaBa U B3aUMOOTHOIIEHUS pAOOTHUKOB Jpyr
C Ipyrom
“ b

BHEIIIHUH aKT, B KOTOPOM 3aKPEIUISETCS JOJDKHOCTHOM U
YHCJICHHBIM COCTaB NMPEINPUATHS ¢ YKazaHueM (oHma
3apabOTHO¥ IJIaThI
C

C.
BHYTPEHHUI aKT, U3]]aBaeMbIii B IIEJIAX PErIaMeHTAIIUU
OPraHU3aIMOHHO-TIPABOBOTO MOJIOKEHHS PAOOTHUKA
“
BHYTPEHHUI aKT OpraHU3alliy, B KOTOPOM 3aKpPEIUISIeTCS
JOJDKHOCTHOM Y YMCIICHHBIN COCTAB MPEIIPHUSATHS C YKa3aHUEM
dbonma 3apaboTHO TUIATHI
Kakue 10KyMEHTBI OTHOCSITCSI K OpraHU3aIllHOHHO-KaIPOBOM
JOKYMEHTAIUU:
Bri6epute oiMH OTBET:

r
a.

IITaTHOE pacHKCaHue, IpaBUiIa BHYTPEHHET O TPYJOBOrO
pacropska, IoJI0KeHHE O CTPYKTYPHOM IOIpa3AeiIcHIH,
JOJIKHOCTHBIE HHCTPYKLIUU

oy
yCTaB
A

C.

IMOJIOKCHHUEC O CTPYKTYPHOM IMOAPA3ACICHUN, MHCTPYKIUA 110
ACIOMIPOU3BOJACTBY, JOJDKHOCTHBIC HHCTPYKIHWH, IMOJIOKCHUC O




KaJpOBOH CITyx)0e
“ 4

LITaTHOE PACIMCaHUE, IIpaBUila BHYyTPEHHETO TPYI0BOTIO
pacropsiika, UHCTPYKLHUS 110 AEJIOIPOU3BOICTBY, JOJKHOCTHBIE
MHCTPYKIIUU

OIIK-2.3

Ymeer
uAeHTUGUIIpOBa
Th TpeOOBaHUS
HOPMaTUBHO-TIpa
BOBOW CpeJibl K
cBOEH
npo¢eCCHOHAIIbH
O JIeATeNbHOCTH
U JIeSITeIbHOCTH
OpraHu3aluu

PaccraBbTe nepeunciieHHble HOPMATUBHO-TIPABOBBIEAKTHI 10
IOPUIMYECKOM cuile, HAYMHas C CaMoT0 IJIaBHOTO 110
3HAYUMOCTH:

a) Tpynosoii konekc Poccuiickoit denepanuu;

6) Konctutymus Poccuiickoit denepanuu;

B) [locranosnenune 'ockomcrara P® ot 05 ssaBapst 2004 r. Ne 1;
r) @enepanbHblii 3akoH 0T27.07.2006 Ne 149-03 «O06
uH(popMaluu, HTHPOPMAILIMOHHBIX TEXHOJOTHUAX U O 3aIUTE
uHGbOpMaLIUN».

HckmounTe U3 KaTeropuaabHOrO psja JUIIHUNA JOKYMEHT U

ob6ocHyiite Bam Be160p:
1) mpuka3, penieHue, MOCTaHOBJICHNE, JOJDKHOCTHAS

pacrnopsiKeHue;
2)pelieHue, NprKas, pacopsiKeHue, akT, IOCTaHOBJICHUE;
3)mraTHOE pacnucanue, Muchbmo, (akc, TeneponorpamMmma,
00BSICHUTENLHAS 3aIIACKa;

4)ankera, 3asBJICHUE, aBTOOMOTpadus, THYHAS KapTOUKa,
JOKJIaIHas 3aIucKa.

Tlopsooxk sedenuss mpyoosou KHUNCKU onpedensiemcs (08a
NPABUILHBIX OMEEMa):

a) Koncturynueii PO;

0) TpynoBbiM KoneKCOM PD;

B) ®enepanbHbIiM 3aK0HOM OT 27.07.2006 Ne 149-03«006
uH(popMaluu, HTHPOPMAITMOHHBIX TEXHOJIOTHUSIX U O 3alIUTe
nHopMaIuny;

r) [IpaBunamu BeleHUS U XpaHEHUS TPYAOBBIX KHIKEK,
U3TOTOBJICHUS

OJIaHKOB TPYAOBON KHMKKHU M 00EeCTICYeHUS] UMH
paboTonatenel, yreepxxaeHHbIMU [locTanoBIeHHEM
[IpaButensctBa P® ot 16.04.2003

Ne 225;

n) Pacnopsokennem IIpaButensctBa PO ot 23.04.1992

Ne 781-P«O xpaneHur JOKYMEHTOB 10 JTUYHOMY COCTaBY»;
e) MHcTpyKumei mo 3anoJHeHUIO TPYIOBBIX KHUXKEK,
yrBepxkaeHHou [loctanoBnennem Muntpyzna Poccun ot
10.10.2003 Ne 69.

OIIK-3: Cnoco0Oen HNPUMCHATDb TCOPCTUYCCKUEC 3HAHUA NJI pCIICHUS ITOCTABJICHHBIX 3a/1a4 B
o0OacTu JOKYMCHTOBCACHUS U apXUBOBCACHU S

OIIK-3.1

CocraBiser,
odopmIIsIeT U
BEJICT
yIPaBJICHYCCKYIO
JOKYMEHTAIUIO
pa3IMYHbBIX

Teopernueckue BOIPOCHI:

1. CocraB ¥ BUbI KaIPOBBIX JOKYMEHTOB.

2. PeliHupHHT NepcoHaa.

3. Ponp KagpoBBIX [JOKYMEHTOB B pEIIEHHH 3ajad 1o
YIPABJICHUIO IIEPCOHAIIOM.

4. HopmaTtuBHO-MeTO 1MUeCKHe MaTepHuabl,




BU/JIOB 110
npouITIo
JESITEIbHOCTH
OpraHu3anuy B
COOTBETCTBUU C
ee
OpraHu3alMOHHO
-IIPaBOBOM
(hopmoit

periaaMeHTupymomye padboTy ¢ KaJpOBbIMU JOKYMEHTAMH.

5. OpraHu3aiuoOHHO-paCIOPAUTEIbHAS  JIOKyMEHTAIIUA,
UCTIOJIb3yeMas B JESITeIbHOCTH KaJpOBBIX CIYXKO.

6. OCHOBHBIE TOKYMEHTBI 10 JINYHOMY COCTaBY, PETYIUPYIOIINE
B3aMMOOTHOIICHUS MPEANIPUATHIN C pabOTHUKAMH.

7. CocraB u opopMIICHHE JOKYMEHTOB IIpH NMPUEME Ha padoTy.
8. Ilponienypa JOKyMEHTAIMOHHOTO O(OpMIIEHHUS IIPU IpUEME
Ha paboTy.

9. CocraBieHue aHKEThl U aBTOOHOrpaduu.

10. 3akitoueHue TpyJ10BOTO JOTOBOPA.

11. JloxymeHTHpOBaHUE JBKEHUS IIEpCOHAIA.
Knaccudukanus [TOKyMEHTOB, XapaKTEpPHU3YIOMIUX JBUKECHHE
KaJIpOB.

12. IlepeBon pabOTHUKA HA APYTYIO paboTy.

13. JlokymenTtauust 1o OQOpPMIIEHHMIO  CIIY’KEOHBIX
KOMaHIUPOBOK.

14. VYcnoBuss M TMOPSIOK TNPEAOCTaBICHHUSI OTIYCKOB U HX
ohopmIIeHHE.

15. Pacropxenue TpynoBoro JoroBopa u odopMIeHHE
YBOJIbHEHUS paOOTHHKA.

16. JIoOKyMEHTHPOBAaHHE OLIEHKH JIEATEILHOCTH NIEPCOHAIA.

17. O6mue noustus. [lopsnox mnpoBeneHus u OQPOpPMIICHUS
aTTecTauuu pabOTHHUKOB.

18. XapakTepucTUKH, PEKOMEHIAMU MU PEKOMEHIATEIbHbIC
UChMa.

19. Tloompenus 1 HaJIOKEHUS TUCUUILUTMHAPHBIX B3bICKAHUH.
20. Pa3perenue TpyJa0BbIX CIIOPOB.

21. Tlopsimok MOATOTOBKH MPHKA30B IO JUYHOMY COCTaBY W
opopMIIEHHE TUYHBIX KapTOUYEK

22. O0mme moIXo/Ibl K U3JaHUIO MPUKA30B.

23. Ocobennoctu 0popMIIeHUS] TPUKA30B 10 JIUYHOMY COCTaBY.
24. OdopmieHue JIMUYHBIX KapTOYCK.

25. Bepaenue TpyaOBBIX KHIKEK M JIMUYHBIX €] pAOOTHUKOB
26. TpynoBble KHW)KKH U MPAaBUJIa UX BEJICHHUS.

27. ®opMHpPOBAHUE JTUYHBIX JIe] PAOOTHUKOB.

28. Opraunusaius paboThl C JOKyMEHTaMU

29. JlTokyMeHTOO0OPOT.

30. HomeHnkiatypa nien: 3aaa4u, popma 1 coeprkaHue.

31. ®opmupoBaHue aei.

32. Opranuzanus XpaHeHUs JIe]1 CIyKObl KaApoB
33. TloaroroBka KaJgpOBbIX JOKYMEHTOB
XpaHEHHUIO.

34. DkcniepTHask KOMHUCCHS.

35. Odopmienue nen.

36. [lepenaua nen Ha apXUBHOE XpaHEHUE

K apXuBHOMY

OIIK-3.2

3HaeT NpaBoOBbIE
HOPMBI ¥ ITpaBUIIa
OpraHu3anuy,
CUCTEMaTU3aluH,
KOMILIEKTOBAHUS
U yyera
JOKYMEHTAJIBHOT

Ilpumepnvie npakmuueckue 3a0anus 01 IK3AMeHa:
3anonnume ynugpuyupoeanunyio gpopmy NeT-13




0 ¥ apXUBHOTI'O
¢dbonm0B
OpraHu3aluu

OIIK-3.3

PaGoraer ¢
KOPIOPAaTUBHOU
CHUCTEMOU
JOKYMEHTO000pO
Ta, B TOM YHCJIC
3JIEKTPOHHOTO, B
COOTBETCTBUHU C
IIPaBOBBIMU
HOpMaMu
npoeCCUOHAIIBH
Ol cpenbl

Pewmnre TecroBoe 3ananue:

1.OcHoBHBIE ~ TpeOoBaHMs K  O(OPMIICHHIO  KaapOBOMU
JOKYMEHTAllMi B OpraHU3alluy NPebsIBICHBI:

1) TpynoBeiM kosekcoM PO

2) YcraBom oprainusaiuu

3) ICAOY

4) UnCcTpyKLIKEi 10 KaAPOBOMY JEIONPOU3BOJICTBY

2. HopmaruBHeli axkT, oOs3pBaromuii  paboromaresns
JIOKYMEHTUPOBAThH TPYAOBYIO A€ATEIbHOCTh PaOOTHHKA. ..

1) Pacnopsixenue IlpaButensctBa PO ot 23.04.1992 Ne781-P
«O XpaHEHUU JOKYMEHTOB I10 JINYHOMY COCTaBY»

2) TpynoBoii konekc P®

3) Ilocranosnenue [IpaBurensctBa PO ot 16.04.2003 Ne225 «O
TPYAOBBIX KHIKKaX»

4) TIlocranoBnenne Muntpyna P® ot 10.10.2003 Ne69 «O06
YTBEPKACHUU HHCTPYKIUU 10 3alI0JIHEHUIO TPYIOBBIX KHUXKEK»
3.IIpaBoBOI  aKkT, MEPEUUCITAIONMNA BUIbI  JTOKYMEHTOB,
MIPEIOCTABIISIEMBIX NPH 3aKIOYEHUH TPYAOBOIO JOTOBOPA. ..

1) YcraB opranuzanuu

2) [IpaBuiia BHyTpEHHETO TPYIOBOTO pacHopsIKa OpraHu3aliu
3) Ilonoxxenue o mepcoHase OpraHu3alum

4) TpymoBoii kojaekc PO

4. HeobxomumocTh 0O(OpPMIICHHE JUYHBIX el PaOOTHHKOB
periaMeHTHUpOBaHa:

1) OKY [

2) OCHOBHBIMH MPAaBUIIAMHU PAOOTHI APXUBOB OPraHU3AINI

3) [IpaBuiamMu BHYTPEHHETO TPYIOBOTO PacCHopsIKa

4) IlepeuHeM  THUIOBBIX YIPABICHUYECKUX JOKYMEHTOB,
oOpa3yromuxcsi B ACATEIbHOCTH OpraHu3alliif, ¢ yKa3aHHEM
CPOKOB XpaHEHUs

5. TpynoBble MEHCUU YCTAaHABIUBAIOTCA WM BBIIIAUYMBAIOTCA B
COOTBETCTBUH..

1) @3 «O rocyaapcTBEeHHOM IIEHCUOHHOM oOecrieueHuu B POy
2) @3 «O TpynoBbIX MeHCcUIx B POy

3) @3 «O BeTepanax»

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

6. Tlopsmox odopmieHus, BEACHUS U XPAHEHUS TPYIOBBIX
KHIDKEK, BKIQAbIIIEH B HHUX, JAyOJIHKaTOB  TPYIOBBIX
KHWKEK PpErJIaMEHTUPOBAH. ..

1) TpynoBeim Konexkcom PO

2) YronoBHBIM KojieKcOM PD

3) Iocranosienue [pasurenscrea PO ot 16.04.2003 Ne225 «O
TPYLOBBIX KHMKKax», IlocraHoBienue Muntpyna PO or
10.10.2003 Ne69 «OO6 yTBepKAECHUU HMHCTPYKIHMHU IO
3aI0JHEHUIO TPYIOBBIX KHIDKEK»

4)  HWHcTpykumedlh 1o KagpoBOMY  JEJIONPOU3BOJICTBY
OpraHu3aluu

7. JloKkyMeHTHI, IpeabsBIsieMbIe IIPH ITpHEeMe Ha PadoTy:

1) TpynoBasi KHM)KKA, JOKYMEHT, YAOCTOBEPSIOIINI JIUUYHOCTD
2) TpylloBasi KHIKKA, JOKYMEHT, YJOCTOBEPSIONIMN JTHYHOCTB,




JOKYMEHTbl BOMHCKOIO Y4€Ta, JOKyMEHT 00 00pa3oBaHuM,
CTPaxOBO€ CBUJETEIBCTBO TI'OCYAAPCTBEHHOIO IE€HCHOHHOIO
CTpaxOBaHHUS

3) TpynoBasi KHM)KKA, IOKYMEHT, YIOCTOBEPSIOLIUI JTUYHOCTD,
WNHH, cipaBky 0 COCTOSIHUM 30POBbS

4) TpynoBasi KHMKKA, NACHOPT, TOKYMEHTbl BOMHCKOTO y4eTa,
XapaKTepUCTUKa

8. Ilpm  odopmieHHH  TPYHOBBIX  HPABOOTHONICHUH
00s3aTeNbHbIM JOKYMEHTOM, PErJIaMEHTHPYIOIIUM
0053aTeNbCTBA CTOPOH, SIBJISETCS !

1) 3asBieHME O IpueMe Ha paboTy

2) KOJJIEKTUBHBIN 10TOBOP

3) TpyI0BOE CoTalieHue

4) TpymOBO# JOTOBOP

9. CTpyKkTypa KaJapoBOi TOKyMEHTAIIMH BKIIIOUAET B CeOs:

1) mpuKasbl 1O OCHOBHOM JIESTEIbHOCTH

2) MIPUKA3bI o aMUHUCTPATUBHO-XO3SIMCTBEHHOMN
NEeSITEIbHOCTH

3) mepenucKy ¢ BHIIECTOSAIICH OpraHu3aueit

4) npukasbl M0 JUYHOMY COCTaBY

10. JlokyMeHT, YCTaHaBIHMBAIOIIUH TOPSIOK 0OpabOTKH
MepPCOHAIBHBIX TAaHHBIX, HA3bIBAETCS

1) TpyZOBBIM IOTOBOPOM

2) nmepeyHeM KOH(pHUACHIIMATILHON HHMOPMAITUN

3) IlonoxxeHnem o 3amuTe MePCOHATBHBIX TaHHBIX

4) Tlomos>keHreM O TepcoHalIe

OIIK-5: Cnocoben caMOoCTOATENbHO PadOTaTh C Pa3TUYHBIMU UCTOYHUKAMH UH(DOpMALIUK U
MIPUMEHSTH OCHOBBI HH(POPMAITMOHHO-aHAIMTUYECKON JESITETbHOCTU MIPU PEILIEHUU
poeccHOHANIBHBIX 3aa4

OIIK-5.1:

Hcnonb3yer
IpUEeMbl aHAIU3a,
CUCTEeMAaTHU3aIIHH,
yHU(DUKAITTT U
CTaTHUCTUYECKOI
00paboTKn
MOTOKOB
uHopMaIuu u
coJiepKaTeabHO
3HAYUMBIX
IMIUPHUUECKUX
TTAHHBIX

Ipumepuvie npakmuyeckue 3a0anus Oisi IK3AMEHA:
1.3anonnumo ynuguyuposannyio popmy NeT-6

2. Hatioume owubku, oonywennvle 8 asmoduozpagpusx,
ucnpasome ux.

Teker 1

ABTtob6uorpadus CsetiioBoit Mapunsl IBaHOBHBI

S poaunace B )xuBonucHOM roposie Ha Hese —
B Cankt-IlerepOypre.Moii oren, CBetsioB MBan AnekceeBud,
paboTHHK OaHka. [To3nakommiics ¢ Mmoelt mamoit Mpunoit
[lerpoBHOIt Ha KOHIIEpTE B (prmapmonuu B 1975 rony, B 1977
roJly OHM MOKEHWINCh, a YEPE3 ABa roJa poawiace 1. B tpu roga
y MEeHsl OOHAPYKUIIU MY3bIKaJIbHBIN CITyX, a IOTOMY POJUTENH
OTJIAJIM MEHS B MY3bIKAJIbHYIO LIKOJIy Ha CKpUIIKY. B 00BIUHYIO
IIKOJIy s MOIIJIa KaK BCe, B CEMb JIET, 3aKOHYMJIA €€, ITpaB/a, 0e3
MEZAH, HO C XOPOIIMMH OLICHKaMH. DTO TIOMOTJIO MHE
HOCTYIUTH B NE€AroOrH4eCKUi MHCTUTYT Ha (aKyIbTeT
MHOCTPAHHBIX SI3bIKOB, KOTOPBIN 51 3akoHumiIa 82001 rony.
Ceituac s npenozaro (GpaHIly3CKHI B cpelHel mIKoe ¢
35

S3BIKOBBIM YKIIOHOM, MHC 5TO OYCHb HPABUTCA. BOO6U.IC 100110




paborath ¢ neTbMu. JKUBY s ¢ manoit 1 MaMoii B JIeHMHCKOM

paiione Ha ynuie ['epuena, nom 3, kBaptupa 35.

Texkcr 2

Astobuorpacdus Tronennna Amna JleHncoBHa

15 nexaOps 1975 rona B r. MypmaHcke

1982-1993 rr. — cpennsis mkona Ne 158 r. Mypmancka
1981-1989 rr. — xynoxxecTBeHHas mkona Ne 5 r. Mypmay
1994-1999 rr. — MI'TIN, cienuaibHOCTh — YYUTEIh PYCC

VINTCPATYPhI

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

VINTCPATYPhI

3aMyKeM, UMEIO IBOUX JIETEN

yi. Hupoxkas, 1. 93, kB. 128

OIIK-5.2:

Brigensger n
CHUCTEMaTU3UPYET
CMBICJIOBBIC
KOHCTPYKIIMH B
TEKCTaX
HCTOYHHUKOB,
COCTaBJISAET U
peIaKkTUpyeT
TEKCTBI
CITY’)K€OHBIX
JIOKYMEHTOB

Pemure TecToBOE 3amanueE:

11. PaGoTHuk, Ha KOTOpOro OGOPMIISIETCS JUYHOE JIETO,
IPEJCTaBIsIeT COOCTBEHHOPYYHO 3aMOJHEHHYIO

1) mpocrOy 0 mpueme Ha paboTy

2) BBINMHCKY W3 TIPHUKa3a 0 IpreMe Ha paboTy

3) 6uorpaduro

4) aHKeTy WU JIMYHBIN JTUCTOK IO YYETy KaJIpoOB

12. lomyckaetcst opopmiieHue pacnopsAUTENbHBIX JOKYMEHTOB
[0 TMYHOMY COCTaBY He 10 YHU(UIUPOBAHHOHN dopMme npu

1) usmeHeHHH OHOrpadUIECKUX JAaHHBIX

2) 3aKIIOYEHUH TPYIOBOTO JOTOBOpPAa C HCIBITATEIbHBIM
CPOKOM

3) pacTop)KeHUH TPYAOBOTO JOrOBOPA

4) mpeaoCTaBICHUH OTITyCKa

13. Busbl, Kakux JOHKHOCTHBIX JIUI, BKJIIOYaeT B cels
pekBU3UT «CoracoBaHO» TMPH 3aKIIOYEHUU TPYIOBOTO
JIOTOBOpA MpU IIpueMe Ha padboTy?

1) pykoBoauTEeNs CTPYKTYpPHOTO TOJpa3ieiicHUs, IOpHUCTA,
CMELMAINCTOB OT/IeNa KaJpoB

2) BU3 HE HYKHO

3) PYKOBOAMTENS CTPYKTYPHOTO MOAPA3AEIICHUS

4) ropucra

14 Kakue  HOOKYMEHTBI,  DPEINIAMEHTUPYIOT  YIIpaBJICHHE
[ePCOHAJIOM OpraHu3auu?

1) mpuKaskl 1O JIUYHOMY COCTaBY

2) TpyJOBbI€ KHIKKU COTPYIHUKOB

3) AM4HBIE JIeNa COTPYIHUKOB

4) opraHu3alMOHHO- TIPABOBBIE TIOKYMEHTHI OpraHU3aluu

15. Kakoit ToKyMeHT, periaMeHTUPYeT MOPAJ0K OpraHnu3aluu U
NPOBE/ICHUS aTTECTALMU MepcoHasa?




1) Ilonoxxenue o nepcoHasue

2) Ionoxenue 06 aTTecTanuy nepcoHaia

3) rpaduk nmpoBeeHUs aTTeCTAlUU

4)YcraB npeanpusaTUs

16. Y4eTHBIM KaJIpOBBIM JOKYMEHTOM SIBJISETCH. . .

1) muceMo-mipUTIIaNIeHre Ha padoTy K IPYyroMy paboToaaTeIro
2) UW3BEIIEHUE C MPOChOOW SBUTHCA MAJI O3HAKOMIIEHUS C
PUKa30M

3) nu4YHOE JIEI0 COTPYAHUKA

4) nmpencTaBieHUE O TIOOIIPEHUH

17. CKoOJBKO BpEeMEHH JMJOJDKHBI XPAaHUTHCS JIMYHBIC JIeia
PYKOBOJIUTENEH OpraHu3aIiuu?

1) moCTOSIHHO

2) 50 ner

3) 75ner

4) onpenenser KaapoBblil paOOTHUK

18. Kro mnpuHHMMaer pelieHue O BBIICIEHUH KaJpOBbIX
JOKYMEHTOB K YHUYTOXXCHUIO?

1) HauampHUK OTJIENa KaJIpOB

2) IUPEKTOP IO MEepCOoHATY

3) pyKOBOAMTEIb OPTaHU3AIUN

4) sKcniepTHAsT KOMUCCHUS

19. KTo noanuceIiBaeT BHYTPEHHIOK OMUCH TOKYMEHTOB Jieia’?
1) cocTtaBuTENH

2) pabOTHHK CITY>KOBI JOKYMEHTAITHOHHOTO 00CCTICUCHHS

3) MHCTIEKTOP OT/IeNa KaJpoB

4) apXUBHUCT

20. BriOepuTe HCTHHHOE YTBEP)KICHHE:

1) mena mpHKa3zoB MO JIMYHOMY COCTaBY MOJUIEKAT MOJTHOMY
0(hOPMIICHUIO

2) pena mMpHUKa3oB IO JMYHOMY COCTaBY MOJUIEKAT YACTHUHOMY
0(hOPMIICHUIO

3) Aena npuKa3oB MO JUYHOMY COCTaBY MOJIEKAT O(POPMIICHUIO
B 3aBHCHMOCTH OT CpOKa XpaHEHHUs

4) [nena mNpHKa30B MO JIMYHOMY COCTaBy HeE MOJJIekKaT
0(hOpPMIICHHUIO

21. TlocrosiHHOE XpaHEHHE KaJpOBBIX JOKYMEHTOB JOJIKHO
OCYILIECTBISTHCS:

1) mpu MOCTOSIHHOM €CTeCTBEHHOM OCBEIICHUU

2) B TEMHOTE

3) B CyXOM BO3/yX€ IPH MOCTOSHHOMN BEHTUIISIIUN

4) ocoObIX TpeOOBaHMIi HET

22. IlpoBepka Hamuuusg W  COCTOSHHUS  JIOKyMEHTOB
OCYILIECTBIISETCS:

1) He pexke ueM OAMH pa3 B IATh JIET

2) eKeroiHo

3) 1o Mepe HEOOXOIUMOCTH

4) mo xenaHUIO ApXUBHOTO PAOOTHUKA

23. Bl roroBuTe K Imepenadye B apXuB Jeja NPUKA30B IO
JUYHOMY cocTaBy. B xone oOpaboTku y3Haere, uro Barmu
JaNeKuil TpeIeCTBeHHUK HE pas3fesisul B JIEJIONPOU3BOJICTBE
OpUKa3bl 1O JIMYHOMY COCTaBy JIOJITOBPEMEHHOTO U
KpPaTKOCPOYHOIO0 CPOKOB XpaHeHMs. Bce nenma cdopmupoBanbl




0e3 ydera [UIMTEIBLHOCTH XPAaHEHUS JOKYMEHTOB. Barm
JICUCTBUSA:

1) mepedopmupyro aenaa B COOTBETCTBUH CO CPOKAMU XpaHCHHSI,
COCTaBIII0 HOBBIC BHYTPEHHUE OIUCHU

2) nepedopMUpPYIO AeTia B COOTBETCTBUU CO CPOKAMU XPaHEHHUS,
MEPEHYMEPYIO TIPUKA3bl IO TOPANKY, CHENA0 IIOMETKH B
PETHCTPAIIMOHHOM JKypHaJle, COCTaBJII0 HOBBIC BHYTPCHHHE
OTIUCH

3) Oymy oOpabaTpiBaTh Jieila B TOM BHJAC, KaK OHH
chopMHPOBaHBI

4) "He Oymy HUYETO JIeNaTh C yKe C(POPMUPOBAHHBIMU JI€TIaMU, a
nocienyroiiee GopMupoBanue jiei 0y1y BECTU B COOTBETCTBHH
C TpeOOBAHUSIMH IT0 CPOKAM XPAHCHUS

OIIK-5.3

Bnaneer
HaBBIKAMU
palroHaIbHON
MH(POPMAITHOHHO
-IIOMCKOBOH
paboThl It
BEJCHMUS
Hay4YHBIX
HCCIIEIOBAaHNN

Onpedenume 6ud 0OKyMeHma, onupascs Ha ciedyioujue
¢pazmenmer mexcma.
Teker 1
Oo6pazosanne: 1989-1994rr. — MOCKOBCKHIA TOCYJapCTBEHHBIH
TeJJArOTHYECKUH MHCTUTYT C IPHUCBOCHUEM KBATU(PHKAITTN
MpEenoaBaTeN sl HEMEIKOTO S3bIKa.
1977-1987rr. — cnenuanu3upoBaHHas mkoya Ne23 ¢
yTIyOJIEHHBIM W3YYeHUEM WHOCTPAHHBIX S3BIKOB.
Tekcr 2

B momenT aBapum Ha ckitazie Ne 2 s Opiia Ha obere,
M03TOMY HE MOTJIa PEeIOTBPATUTh BO3TOPaHUE KaOels.
Teker 3

[Tpoury okazaTh MHE MaTepUaIbHYIO TIOMOIIb B CBSI3U C
TSKEJBIM MaTepUaIbHBIM MOJOXKEHUEM.
Teker 4
O0bsaBUTH 3kOHOMHUCTY AJtekceeBoit O. U. 3ameuanue.
Teker 5
[enb: couckanue AOHKHOCTH ceKpeTapsa-pedepeHTa.
Teker 6

JoBoxy no Baiero cBeneHusi, 4To BO BBEPEHHON MHE
1abopaTopun 0Kazaaoch HEUCIPABHBIM 000pyI0BaHHE 110
ANKWIOEH30ITY.
Tekct 7
[Ipencenarens: K. E. Kaiiropoackuit Cekperaps: U. T.
TumodeeBa
[IpucyrcTBoBanu: 17 yenoBek (CIMUCOK MPHIIaraeTcs)

0) Ilopsinok nmpoBeneHnsi MPOMEKYTOYHOH ATTECTALMH, TOKA3aTeIH M KPUTEPUH

OLICHUBAHUA:

IIpuMepHasi CTPYKTYpa U cofiep:kaHue MyHKTA:

HpOMe)Ky’TO‘-IHaSI arTeCTanys 1Mo JUCIHUIIIINHC «Kaz[pmsoe ACIOIIPOU3BOACTBO» BKIIIOYACT

TCOPCTUYCCKHUEC BOIIPOCHI, ITO3BOJIAIOINEC OLICHUTL YPOBCHL YCBOCHUS OGy‘IaIOIJ_II/IMI/IC}I 3HaHHI>i, n
MPAaKTUYCCKUC 3alaHU A, BBIABJISIOINE CTCIICHD C(I)OpMI/IpOBaHHOCTI/I yMCHHf/'I u BHaIlCHHﬁ,
IIPpOBOAUTCH B (I)OpMC 3a4€Ta 1 OK3aMcCHa.

OK3aMeH 110 JaHHOW JUCHUILINHE IpOBOAUTCH B YCTHOﬁ (bopMe 10 3K3aMCHAIIMOHHBIM 6I/IJ'IeTaM,
KaXObIN U3 KOTOPBIX BKIIFOYACT 2 TCOPCTUUCCKUX BOIIPOCA U OJHO ITPAKTUUCCKOC 3aJaHHC.




Iloxa3zarenu n KPpUTEPHUHA OLICHUBAHUA 3a4Y€Ta:

— JUTSI TIOJTYYEHHUS OLICHKH «3aymeHo» TI0 JUCUUTUIMHE 00YJalOIHMics JOKEH BIIaJIeTh
KaTerOpUaJIbHBIM aIlllapaToOM, YMETh €ro UCI0JIb30BaTh B COOTBETCTBYIOLIEM KOHTEKCTE; YMETh
IIPOKOMMEHTHPOBATh ONPEIEICHUE, IOSACHUTD, IPUBECTU IIPUMEPBL, WIUTFOCTPUPYIOLIUE
OTAeIbHbIE NTOoNoKeHNsA. CTyIeHT I0JKEH U3J1araTb HHPOPMAIHIO JOTUYIHO, TIOCIIEI0BATENBHO,
apryMEHTUPYsd U KOMMEHTHUPYS IIOJI0OKEHUS, UCII0JIb30BaTh PACCYKIAIOIINM CTHIIb, BEICKAa3bIBaTh
CBOIO TIO3UIMIO, POPMYIMPOBAThH BBIBO/IbI B KOHIIE BOIIPOCOB.

— OLICHKA «He 3a4meH0» BBbICTABIISIETCS, €CJIN CTYACHT BJIAJICET JIMIIb OTACIbHBIMU TOHATHAMY,
HO HE yMEET UX 00BSACHUTDH, IPUMEHUTH B COOTBETCTBYIOIIEM KOHTEKCTE, TPOUILIIOCTPUPOBATH
npuMmepaMu. YacTuuHo u3naraet nHGOpPMaIINIO, HE MOXKET MPUBECTH IPUMEPBI,
ITOATBEPIKIAIOIIHE BBIBOJIbI, HE ONIMPAETCS HA MEXIUCIMIUIMHAPHBIE 3HaHu. He moxer
IIPUMEHHUTH ITOJTYy4EHHBIE 3HAHUS HA ITPAKTHKE.

Iloxa3zarenu u KPUTECPHUHU OLICHUBAHUA IK3aMEHA:

— Ha OLIEHKY «OTJMYHO» (5 0aoB) — 00yJaromuiics 1eMOHCTPUPYET BHICOKUN YPOBEHb
C(OPMHPOBAHHOCTU KOMIIETEHIIUM, BCECTOPOHHEE, CUCTEMaTHUECKOE U TIIyOOKOE 3HaHUE
y4eOHOro mMarepuaia, CBOOOIHO BBIIOJIHAET MPAKTUYECKHUE 3aJaHNs, CBOOOJHO ONIEPUPYET
3HaHUSMH, YMEHUSIMH, IPUMEHSET UX B CUTYaLUsAX TOBBIIICHHOMN CI0KHOCTH.

— Ha OIICHKY «Xopouioy» (4 6amra) — oOydarmuiicss AEMOHCTPUPYET CPEAHUI YPOBEHB
c(OPMHUPOBAHHOCTH KOMITETEHIIMI: OCHOBHBIE 3HAHUS, YMEHUSI OCBOCHBI, HO JIOMTYyCKAIOTCS
HE3HAYUTENIbHbIC ONIMOKH, HETOYHOCTH, 3aTPyTHCHUS TIPU aHATUTUICCKUX OTIePAIHX, IEPEHOCe
3HaHUH U yMEHHUI Ha HOBbIC, HECTAH/IaPTHHIC CUTYAIIHH.

— Ha OLIEHKY «yJA0BJIETBOPUTEIbHO» (3 Oaia) — o0ydaroniuiicss 1eMOHCTPUPYET MOPOTOBBIN
ypOBeHb C(hOPMUPOBAHHOCTH KOMIIETEHIIUI: B X0/1€ KOHTPOJIbHBIX MEPOIIPHUATHI JOMYCKAIOTCS
OLLIMOKY, MPOSIBIISIETCS OTCYTCTBUE OT/ENIbHBIX 3HAaHUH, YMEHUI, HABBIKOB, 00yJarOIIUNCs
UCIBITHIBACT 3HAUUTEIbHBIC 3aTPYAHECHUS [IPU ONIEPUPOBAHUH 3HAHUSIMU U YMEHUSAMHU MIPH UX
MIepeHOCce Ha HOBBIE CUTYaIUH.

— Ha OLIEHKY «HEeY/I0BJIeTBOPUTEJLHO» (2 6amia) — 00ydaromuics JeMOHCTPUPYET 3HAHUS HE
6omee 20% TeopeTUUeCcKOro MaTepuana, JOMycKaeT CyleCTBEHHbIEC OIIMOKH, HE MOKET MOKa3aTh
MHTEJUIEKTYaJIbHbIE HABBIKU PEIICHUS IPOCTHIX 3a/1a4.

— Ha OLIEHKY «Hey/10BJ1eTBOpUTebHO» (1 0ann) — oOyJaromuiicss He MOXKeT IOKa3aTh 3HAaHUS Ha
YPOBHE BOCIPOU3BEICHUSI U 00bSICHEHUS HH(OpMAILIUY, HE MOXKET MOKa3aTh UHTEIUIEKTyaIbHbIE
HaBBIKM PELIeHHs MPOCTHIX 3a7a4.
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