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Pa6ouas nporpamma cocrasiena Ha ocHoBe ®T'OC BO - GakanaBpuar 1o
HarpasJieHUIO moAroToBkH 46.03.02 JlokyMeHTOBeIeHHE 1 apXHUBOBEJCHHE (IPHKa3
Muno6paayku Poccuu ot 29.10.2020 r. Ne 1343)

INenaroruueckoro 06pa3oBaHys U JOKYMEHTOBEIEHHS
24.01.2025, mporoxon Ne 5

3aB. Kadenpoit

PaGouas nporpamma onoGperi;a METOIUYECKOR ucé uro
06.02.2025 r. npotokoa Ne 6 oS/
| Tpencenarens A JL.H. CannuKoBa
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3aB. kadenpoit [T1Ou/l, kau. nea. Hayk P C.C.Benukanosa

Penensent: /

Waqanmuxa otzena obecneuenus aesrenbHocTH, OO0 "Pocarom MertamnTex"

C.A.Beno6oponosa
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JIner akTyanusanuu padoyeil nporpaMmsl

Pabouas mporpamma nepecMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2026 - 2027
yueOHOM rojy Ha 3aceganuu kageapsl llemarorndeckoro o0pa3oBaHus U

[Iporokom ot 20 . Ne
3aB. kadenpoii C.C. Benukanona

Pabouas mporpamma nepecMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2027 - 2028
y4eOHOM rojy Ha 3aceqanuu kageapel Ilenarormueckoro oOpa3oBaHus 1

[Iporokonm ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

PaGouas mporpamma nepecmMoTpeHa, odcyxieHa u ogoopena i peanusanuu B 2028 - 2029
y4eOHOM rojy Ha 3acenanuu kadeapel Ilemarormueckoro o0Opa3oBaHus U

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecmMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2029 - 2030
y4eOHOM ro1y Ha 3acenanuu kapenpel Ilemaroruueckoro oOpa3oBaHus 1

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

PaGouas mporpamma nepecmoTpeHa, odcyxieHa u ogodpena st peanuszanuu B 2030 - 2031
yueOHOM ToJy Ha 3acefannu kagenpsl [legarornueckoro o6pa3oBanus u

[Iporokom ot 20 . Ne

3aB. xadenpoit C.C. Benukanosa




1 Lean ocBOeHMS TUCHUIIIIMHBI (MOIYJIA)

[ensimu ocBoeHUsT TUCHUIUIMHBI (Moayiis) «KaapoBoe Aemonpon3BoACTBOY
SIBJIAIOTCS: U3yYEHHE OCHOBHBIX HAINPaBJICHUN 3aKOHOAATEILHON U HOPMATUBHOW MTPABOBOM
pernameHTanuu paboThl ¢ JOKYMEHTaMH 110 JIMYHOMY cocTaBy B Poccuiickoit deneparuu u
paBmJ1 OOPMIICHHSI KaIPOBBIX IOKYMEHTOB; PACCMOTPEHHE BOIPOCOB O(OPMIICHHUS
OpraHMU3alOHHO- KaJIpOBOM, pacopsAIUTENbHOM, HH()OPMALIMOHHO-CITPABOYHON
JOKYMEHTAIlMU U TOKyMEHTAlUU 110 JMYHOMY COCTaBY B TECHOI CBSI3U C H3JI0KEHHEM
pEeKOMEHIalui 10 Mepexoay paboThl KaIPOBBIX CIYKO OT TpaIUuIIMOHHBIX (OPM K
COBPEMEHHOM CHUCTEME YIIPaBIICHUS IEPCOHAIIOM M OCHOBAMH TPYIOBBIX OTHOILLICHUI
paboTtonarens 1 pabOTHHKA B COOTBETCTBUHU C TPYAOBBIM KoJiekcoM Poccuiickoit deneparuu.

2 MecTo qucHuIIMHBI (MOYJIsI) B CTPYKTYype 00pa3oBaTe/IbHOM NPOrpaMMbl

Jucuunnuna Kagposoe 1e10npon3BoACTBO BXOAUT B 00sI3aTEIbHYIO YaCTh Y4€OHOTO
IU1aHa 00pa3oBaTeIbHOM POrpPaMMBbl.

JUis n3yyeHus JUCUUIUIMHBI HE0OXO0AUMBI 3HAaHUS (YMEHUS, BIIa/ICHUs),
c(OpMHPOBAHHBIC B PE3yJIbTATE N3YUCHUS TUCIUILTHH/ IPAKTUK:

ApxuBOBeJIEHUE

HNudopmannoHHoe obecrieueHue yrnpaBieHUs

VipaBieHue 2IeKTPOHHBIMU apXUBaMHU

JlokyMeHTalMoHHOe o0ecreyeHre TPy J0BbIX OTHOIIEHHH B PO

JlokyMeHTOBEIeHNE

YnpasieHue nepcoHanioM

3HaHus (yMEHUs, BIIAICHUs ), OJYyYEHHbIE IPU U3yYEHUH JAHHOM JTUCLUIUIMHBI
OyayT HeoOXOAUMBI JUI U3y4EHHs TUCLMITIINH/TIPAKTUK:

Kanposas nonmrtuka

ApXHBBI 110 TMYHOMY COCTaBY

[TonroroBka K mpoueaype 3aluThl U 3allUTa BBITYCKHON KBaTM(PUKATUOHHON
paboThl

IToaroToBka K ciade u caada rocyJapCTBEHHOTO K3aMeHa

KondunennuaipHoe 1€10MpOoU3BOJCTBO

3 Komnerenuun odyuarouierocsi, opmupyembie B pe3yJibTaTe 0CBOEHHUS

AUCUMIUIUHBI (MOYJIs1) M IIAHMPYeMble Pe3yJIbTaThl 00y4YeHus

B pesynbprare ocBoeHus auctuIuinHbl (Moaynsa) «KazxpoBoe 1enonpon3BoICTBOY
oOyuaroluiics 10JKeH 001a1aTh CIEAYIOIMMU KOMIETEHIIUSIMHU:

KO,[[ HHAUKATOpa I/IHI[I/IKaTOp JOCTHIKCHUA KOMIICTCHIIMHN

OIIK-2 CriocobeH HaXOqUTh OPraHU3alMOHHO-YIIPaBICHUECKHUE PELLIEHUS IPU PELLICHUN
3a/1a4 B chepe cBoel mpodecCHOoHATbHON e TENHHOCTH,

OIlK-2.1 Ornpenenser ey 1 3a1a4u yrpasieHus B cepe cBoei
PO ECCHOHATBHON e TENHHOCTH
OIlK-2.2 Hcnons3yeT OCHOBHBIC METO/IBI U IPHEMBI OPTaHU3AIINH, TUTAHUPOBAHMUS,

MOTHBAIINH, KOOPJMHAIIMKA U KOHTPOJIS MPOLIECCOB B chepe cBoei
po(heCcCHOHANLHOM e TENbHOCTH

OIIK-2.3 YmMmeeT uneHTuUIUpOBaTH TpeOOBaHNSI HOPMATUBHO-TIPABOBOI CpeIbl K
cBOeH MpoecCHOHATEHON ACSTENHHOCTH U JEATEILHOCTH OpraHN3aluN

OIIK-3 CriocobeH npuMeHSITh TEOPETUUECKIE 3HAHUS VISl PEIICHUS ITOCTAaBJIECHHBIX 3a/1a4 B
00J1aCTH JOKYMEHTOBE/ICHHS 1 apXUBOBEICHNS,

OIlK-3.1 CocraBinser, 0pOpMIISET U BEJIET YIPABICHUYECKYIO TOKYMEHTAIIUIO
Pa3JIMYHBIX BUAOB IO HpO(i)I/I.]'IIO ACATCIIBHOCTU OpraHHU3al B




COOTBETCTBHUH C €€ OpPraHU3allMOHHO-TIPaBOBOM Gopmoii

OIIK-3.2 3HaeT NMpaBOBbIE HOPMBI U MPABUJIA OPTaHU3aLMK, CUCTEMATH3ALINH,
KOMIUIEKTOBAHUSI U y4eTa IOKYMEHTAJIbHOTO U apXUBHOTO (DOHJIOB
OpraHu3aluu

OIIK-3.3 PaboTaer ¢ KOpIIOpaTUBHON CHCTEMON JOKYMEHTO0O0pOTa, B TOM YHUCIIE

AIIEKTPOHHOT0, B COOTBETCTBHH C ITPABOBHIMU HOPMaMHU
podecCHOHANBHOM Cpeibl

OIIK-5 CnocobeH caMOCTOSITEIbHO paboOTaTh € pa3IMYHBIMU HCTOYHUKAMH WH(POPMAIMU U
MPUMEHSATH OCHOBBI HH(POPMALMOHHO-aHATUTUYECKOH IEATETLHOCTH MPH PELICHUN
npoeCCHOHATBHBIX 33/1au.

OIIK-5.1

Hcnonp3yeT npuemMsl aHainu3a, CucTeMaTH3au, yHUUKaluu U
CTaTHUCTUYECKOIM 00pabOTKH MOTOKOB HH(OPMALIUU U COJEP>KATEIBHO
3HAYUMBIX SMIIUPUYECKHUX JAHHBIX

OIIK-5.2

Brienser u cucTeMaTu3upyeT CMbICIOBbIE KOHCTPYKIUH B TEKCTaX
HMCTOYHHKOB, COCTABIISIET U PEAAKTUPYET TEKCTHI CIY>KEOHBIX
JIOKYMEHTOB

OIIK-5.3

BnaﬂeeT HaBBIKaMH paHI/IOHaHBHOﬁ PIH(i)OpMaI_IHOHHO'HOHCKOBOI;'I
pa6OTI)I JJI BEACHWA HAYYHBIX I/ICCJICIIOBB,HI/II\/JI




4. CTpykTypa, 00b€M U copepkaHue JUCUUIIIMHBI (MOTYJISA)

OO6miast TpyA0€MKOCTh JAUCIUIUIMHBI COCTABIISIET 7 3a4€THBIX €IMHUIL 252 aKkaj. 4acoB, B TOM

HHUCJIIC:

— KOHTaKkTHast pabora — 33 akaj. 4acoB:
—aynurtopHas — 10 akaj. 4acos;
— BHEayAUTOpHasi — 23  akaJl. 4acoB;

— camocTosTenbHas padora — 206,4 akaJl. 4acos;
— B (popme npakTuieckoil moarotoBku — 0 akai. yac;

— MOATOTOBKA K 3K3aMeHy — 12,6 akaj. yac
— MOATOTOBKA K 3a4éty — 12,6 akan. yac
dopma aTTecTaluu - SK3aMeH, 3a4eT

AynutopHast ] o
KOHTakTHas paboTa E 5 dopma TeKyIero
S B
B aKaj. yacax o un KOHTPOJIA
Paznen/ Tema 2 (B axan ) == . P Kox
> 3 © | caMOCTOSATENbHOM |  YCIIEBaEMOCTH U
JUCIIUILIAHB = [~ . KOMIIETEHIIMH
g g paboThI TIPOMEKYTOYHOM
Tlek naf. MpaKT. 'S aTTecTaluu
3aH. 3aH. O =
1. Paszmen 1 CocraB 1 BHIIBI
KaJIpOBBIX JIOKyMEHTOB (7
cemMecTp)
N3yuenue
OCHOBHOMH 1
1.1 Ponb xampoBbIx N
JIOKYMEHTOB B pelleHHII nononHu-rensHoi | Beimonnenue Tecra OIIK-2.1,
SaZl;,‘{ 0 VI alfneﬂmo 0,1 0,15 6 JIUTEPATYPHI 110 K pazzgeny 1, k.p., OIIK-2.2,
e COHaﬂiMp JUCIUTIIINHE, HUTOTOBBINA TECT OIIK-2.3
p KOHCIIEKTa
JICKIUH
Nsyuenune
OCHOBHOM M
1.2 HopmaTuBHO- o
METOIIECKAS MATEPHATH nononHutenbHOM | Brimonnenue Tecra OIIK-2.1,
eTIIAMEHTHYIOLIHE a60T’ 0,1 0,15 6 JIUTEPATYPHI 110 K pazneny 1, k.p., OIIK-2.2,
Ic)xa;[ OBMMEI yaox MeI:{TaMIZ JIACIIATIIINHE, HUTOTOBBIN TECT OIIK-2.3
P y KOHCIIEKTa
JICKITUI
H3yuenue
1.3 Opranu3zanuoHHo- ety
acIIOPSAINTENLHAS 4 OCHOBHOH 1
EOK MIZ:HTaLII/I}I nononHuTensHOM | Beimonnenune Tecra OIIK-2.1,
HCHZMB eMaﬂ’B 0,1 0,15 6 JIUTEPATYpPHI 110 K pazzeny 1, k.p., OIIK-2.2,
)leﬂTeJ'[bI-}I/OCTI/I KADOBHIX JIACIATIIINHE, HUTOTOBBIN TECT OIIK-2.3
vk P KOHCIIEKTa
Y JICKIIUH
H3yuenue
1.4 OcHOBHBIE TOKYMEHTBI OCHZ:HOﬁ u
0 JINYHOMY COCTaBY, .
erVIpYIOmIE nononHuTenbHOW | Beimonnenune Tecra OIIK-2.1,
I; 3a31/MoIz) ?II“HOLLICHI/IH 0,1 0,15 6 JUTEPaTypPHI IO K pasgeny 1, x.p., OIIK-2.2,
————— JTUCLUTUTHHE, UTOTOBBIN TECT OIIK-2.3
KOHCITEKTa
paboTHUKaMHU o
JICKITMH
N3yuenue
1.5 JlokymeHTHI 110 paboTe ¢ OCHOBHOW 1 Brmonmenne Tecra OIK-2.1,
HépCOHaHOM 0.1 0,15 6 JTOTIOTHUTETHHON kpasaeny 1, k.p., OIIK-2.2,
HUTOTOBBIN TECT OIIK-2.3
JIUTEPATYPHI 110




JUCIHUIIIINHE,

KOHCIIEKTA
JIEKIAH
HWroro no pazaeny 0,5 0,75 30
2. Pazgen 2. CocraB u
odopMIICHHE JOKYMEHTOB NIPH
npueme Ha pabory. ITopsaok
MOJrOTOBKH IPHUKA30B IO
JMYHOMY COCTaBY M 0OpMIICHUE
JIMYHBIX KapPTOUYEK
Nzydenne Brimonnenue
OCHOBHOM K MIPAKTUYECKOTO
2.1 JlokymMeHTHpOBaHUE JIOTIOTHUTENBHON 3aganus Nel u OIIK-2.1,
npotecca nogdopa 0,1 0,15 6 JUTEPATypbl IO | BBINOJIHEHUE TECTA OIIK-2.2,
MepCOHAJIa B OpraHU3aIlH JIUCLHUIIINHE, K pazneny Ne2, k.p., OIIK-2.3
KOHCIIEKTA HWTOTOBBIN TECT,
JIEKIIMH K.p., HTOTOBBIH TECT
N3yuenue
y N Brimonnenue
OCHOBHOH 1 MPaKTUYECKOTO
2.2 YcnoBus JIOMIOJIHUTEILHON P OIIK-2.1,
o 3aganus Nel u
TPY/AOYCTPOUCTBA B 0,1 0,15 6 JUTEPATYPHI 110 OIIK-2.2,
BBITTOJIHEHHE TECTA
OpraHU3aIIHIo JTUCLUTUINHE, OIlK-2.3
K pasgemy Ne2, x.p.,
KOHCIIEKTa N
o HWTOTOBBIN TECT
JICKITHH
H3yuenne
yHeny Brinonnenue
OCHOBHOH 1 MPaKTUYECKOTO
2.3 TpeboBaHus K AAOTIOTHHTENLHOH 3}2)1/:[211{1/191 Nel u OIK-2.1,
: p . 0,1 0,15 6 JIUTEPATYpPHI 110 - OIlK-2.2,
KBaJTU(HUKAIIUH COMCKATEINCH BBITTOJTHEHNE TECTA
JUCIUTIIINHE, x paszery Ne2, k OIIK-2.3
KOHCIIEKTa p y s, Kp.,
N HWTOTOBBIN TECT
JICKIIMIH
W3yuenue
Y o BremonaeHnne
OCHOBHOM 1 MIPaKTHYECKOTO
2.4 O0bsBienne 06 ZIOTIOIHH-TEILHOM 32;@1{1491 Nel u OIIK-2.1,
) N 4 0,1 0,15 6 JUTEPATYPHI 110 g OIIK-2.2,
OTKPBITOW BaKaHCUH BBITTOJIHEHHE TECTA
JIACIIATIIINHE, x pazzeny N2, k OIIK-2.3
KOHCIIEKTa p y e, K-py
. HUTOTOBBIN TECT
JIEKIIMI
Wzyuenne
yHens Brinmonnenue
OCHOBHOW 1 MPaKTUYECKOTO
2.5 Basza ma"HBIX AAOTIOTHHATENLHOH 351 anus Nel u OIIK-2.1,
) N 0,1 0,15 6 JUTEPATYPHI 110 A g OIIK-2.2,
coucKaresein BBITTOJTHEHNE TECTA
JUCIUTIIINHE, < paseny No2. k OIIK-2.3
KOHCIIEKTa pasieiy s, K-p.,
N HWTOTOBBIN TECT
JIEKIIMH
N3yuenne
Y o BremonaeHnne
OCHOBHOM 1 MPaKTHYECKOTO
2.6 IlpurnamieHue Ha ZIOTIOJHH-TCTBHO’ 3211amm Nel n OIK-2.1,
N 0,1 0,15 6 JUTEPATYpPBI IO - OIIK-2.2,
cobecemoBanne BBITTOJTHEHHE TECTA
JUCIUIIIINHE, x pasneny Ne2, k OIIK-2.3
KOHCIIEKTa p YL P
N HTOTOBBIA TECT
JICKIIMH
N3yuenne
Yy . Brmmonnenue
OCHOBHOW 1 MPaKTUYECKOTO
2.7 YBenomiieHue 00 OTKaze JIOMOJHUTEILHON P OIIK-2.1,
3aganus Nel u
B IIPEIOCTABJICHUHI 0,15 6 JTUTEePaTypHI TIO OIIK-2.2,
BBITTOJTHEHHE TECTA
BaKaHCHU JUCIUIIINHE, OIlK-2.3
K pazneny Ne2, k.p.,
KOHCIIEKTA

JICKIIUH

HTOTOBBIA TECT




Wzyuenne

OCHOBHOI 1 BrmonaeHnne
2.8 JIuct cobecemoBanus ¢ JIOIIOJIHU-TEILHON MIPAKTUYIECKOTO OIIK-2.1,
COHCKATeJIeM Ha OTKPBITYIO 0,1 0,15 6 JIUTEPATYPHI 110 3amganus Nel u OIlK-2.2,
MTO3HIIAIO JIHUCHHILINHE, BBITTOJIHEHHE TECTA OIIK-2.3
KOHCIIEKTa K pazzeny Ne2
JICKITUI
4
H3yuenne
v . BrmonaeHnne
OCHOBHOH 1 MIPAKTUYECKOTO
OIIOJIHU-TEIHHOM OIlK-2.1
2.9 OueHka KaHau1aTa B o 3aganus Nel u !
0,1 6 JIUTEPATYPHI 110 OIlK-2.2,
npoiiecce codece0BaHuUs BBITTOJIHEHHE TECTA
JMCIUIIINHE, x pasieny Ne2, k OIIK-2.3
KOHCITEKTa p y N P
. HWTOTOBBIN TECT
JIEKITUI
HWroro no pazaeny 0,8 1,2 54
3. Paznen 3. Benenue TpynoBbIX
KHIDKEK U JIMYHBIX €T
paboTHUKOB. JIOKyMEHTHPOBaHHE
JIBIDKEHHS TICPCOHAIA.
JIOKYMEHTHPOBaHHUE OIICHKU
JIESITeIbHOCTH TIepcoHasa
Hsyuenne
v . Brimonnenue
OCHOBHOH 1 MPaKTUYECKOTO
3.1 TIpaBoBast ctopoHa JIOTIOJTHU-TEIIBHOM 3}; narms Ne2 i OIlK-2.1,
00paIeHus ¢ TPYIOBBIMU 0,1 0,15 6 JIUTEPATYPHI 110 - OIlK-2.2,
BBITTOJTHEHNE TECTA
KHIDKKaM# JUCLMILINHE, OIIK-2.3
K pasgeny Ne3, x.p.,
KOHCITEKTa N
. HWTOTOBBIN TECT
JIEKITHI
W3zyuenue
y . Brimonnenue
OCHOBHOM 1 NPaKTHYECKOTO
OIIOJIHH-TEIHHOM OIlK-2.1
3.2 Benenue TpynoBBIX A 3amanus Ne2 u '
0,1 0,15 6 JIUTEPATYPHI 110 OIIK-2.2,
KHIDKEK BBITTOJIHEHHE TECTA
JIUCLMILIINHE, x pazzery Ne3 x OIIK-2.3
KOHCIIEKTa p y o P
. HWTOTOBBIN TECT
JIEKITHI
Wzyuenue
i . BremonaeHnne
OCHOBHOH 1 MPAKTUYIECKOTO
JIOTIOTHUATEILHOM OIIK-2.1,
3.3 Brimava nyonmkara 4 3amanns No2 u
Aata 1y 0,1 0,15 6 JIUTEPATYPHI 110 A OIlK-2.2,
TPYAOBON KHIKKH BBITTOJTHEHNE TECTA
JACHHATIINHE, x pazzeny Ne3 OIIK-2.3
KOHCIIEKTa p y 85 K-pe
- HUTOTOBBIN TECT
JIEKITHI
W3yuenue
v . Brmmonnenue
OCHOBHOM 1 NPaKTHYECKOTO
OITOJTHU-TEILHOM OIIK-2.1
3.4 OdopmiieHHe BKIabIIIA A 3amanus Ne2 u '
0,1 0,15 6 JUTEPaTypPHI IO OIIK-2.2,
B TPYJOBYIO KHIKKY BBITTOJIHEHNE TECTA
JMCIUTIINHE, K pazzery Ne3 k OIIK-2.3
KOHCIIEKTa p y o b
. HWTOTOBBIN TECT
JIEKITHI
H3yuenue
OCHZ;HOﬁ u BremonaeHnne
3.5 Brrgaua TpynoBoit . OPAKTUYECKOTrO
KHIDKKH Ha OCHOBAHHUH AOTIOHHTCIIRHOH 3aganus Ne2 u OIIK-2.1,
0,1 0,15 5 JIUTEPATYPHI 110 A - OIlK-2.2,
YBOJIbHEHUS pabOTHUKA BBITTOJTHEHHE TECTA
OpraHHu3aIu FCTIHTLITHEC, K pasgeny Ne3 k.p OlK-2.3
KOHCIICKTa o

JIEKIUH

HUTOTOBBIN TECT




Nzyuenue

. Brimonnenue
OCHOBHOM 1 MPAaKTHYECKOTO
3.6 Yuer u xpaHeHue JIOTIOJIHUA-TEJILHOM P OIIK-2.1,
3aganus Ne2 u
TPY/IOBBIX KHHKEK U UX 0,1 0,15 6 JIUTEPATYpPHI 110 OIIK-2.2,
BBITTOJIHCHHE TECTA
OJIaHKOB JIUCIATIIINHE, OIIK-2.3
K pazneny Ne3 k.p.,
KOHCIIEKTA o
. HTOTOBBINA TECT
JIEKIIMH
U3zyuenne
v . Brmonaenne
OCHOBHOM 1 MPaKTHYECKOTO
3.7 ®opmupoBaHUEe JTUYHBIX ZIOTIONHH-TELHOM 3I€:,,I[aHI/I}I Ne2 u OIIK-2.1,
) PMHP 0,1 0,15 54 JUTEPATypPhI O - OIIK-2.2,
Jiel pabOTHUKOB BBITTOJTHEHHE TECTA
JIUCIUIIIINHE, K paszeny Ne3 K OIIK-2.3
KOHCIIEKTa p y . P
. HTOTOBBINA TECT
4 JIEKITMH
Nzyuenue
N Brimonnenue
OCHOBHOH 1 MPaKTUYECKOTO
3.8 YcioBus 1 nMopsiaok JIOMIOJIHUTEILHON P OIIK-2.1,
3azaHus Ne2 u
TIPEIOCTABICHHS OTITYCKOB, 0,1 0,15 4 JUTEPATYPHI 110 OIIK-2.2,
BBITTOJIHEHHE TECTA
u ux oopmieHHue JUCLIUILINHE, OIIK-2.3
K pasgery Ne3 k.p.,
KOHCIIEKTa .
o HWTOTOBBIN TECT
JICKITHH
H3yuenne
v o Brimonnenue
OCHOBHOH 1 MPaKTUYECKOTO
3.9 PacTopskeHHe TPYHAOBOTO JIOTIOJTHUTENILHOM P OIlK-2.1,
3amanusg Ne2 u
JoroBopa u opopmiieHue 0,1 0,15 4 JUTEPATYpPHI 110 OIlK-2.2,
BBITTOJTHEHNE TECTA
YBOJIbHEHUS pabOTHUKA JUCIUIINHE, OIlK-2.3
K pasgery Ne3 k.p.,
KOHCIIEKTa .
o HWTOTOBBIN TECT
JICKITMH
Hroro no pazneny 0,9 1,35 | 484
4. BHKP 7 cemectp
W3yuenune BremonaeHabIe BCe
OCHOBHOM 1 MPAKTHUCCKHUE
JIOTIOJIHU-TEJIGHOM | 3a7aHus, TECTHI K OIIK-2.1,
4.1 BreaymutopHast
4 JUTEPATYpPHI 110 pas-zenam, OIIK-2.2,
KOHTaKTHas pabora
JUCLIUIUINHE, KOHTPOJIbHAs OIIK-2.3
KOHCIIEKTa paboTa U UTOTOBBIH
JICKIUI TECT
Hroro no pazaeny
5. Pazgen 1 ApxuBbl 10KyMEHTOB
0 JINYHOMY cocTaBy (8 cemecTp)
Wzyuenne
Y . Brimonnenne
OCHOBHOW 1 MPaKTUYECKOTO
JIOTIOJTHUTEIILHOM 32 ammst Nol 1 OIlK-2.1,
5.1 O6uue nmonoKeHus 0,1 0,15 4 JUTEPATYPHI 110 A g OIIK-2.2,
BBITTOJIHEHNE TECTA
JHUCIUIIIINHE, x paszeny Nel K OIIK-2.3
KOHCIIEKTA p y el Kp.,
N HUTOTOBBIN TECT
JIEKIIMH
Wzyuenne
4 v o BremonaeHnne
OCHOBHOM 1 MPaKTHYECKOTO
5.2 Opranu3zaiys paboTsI ¢ AAOTIONHHTEILHOR 32[{3HI/I$[ Nel u OIIK-2.1,
<P P 0,1 0,15 4 JUTEPATYPHI 110 g OIIK-2.2,
KaJpOBBIMH JJOKYMEHTaAMH BBITTOJIHEHNE TECTA
JUCIUIIINHE, « pazneny Nel K OIIK-2.3
KOHCIIEKTa p y o P-
. HUTOTOBBIN TECT
JIEKIIMH
5.3 HoMeHKIaTypa e Wzydenne Bremonaenne OIIK-2.1,
CJ'I GBI KAl osyp 0,1 0,15 6 OCHOBHOM H NPaKTHYECKOTO OIIK-2.2,
Y P JIOTIOJIHU- 3amanusg Nel u OIIK-2.3




TEIBLHOU
JIUTEpPaTypsl IO

BBIIIOJIHCHUEC TECTA

JMCIUTIINHE, K pazzmeny Nel k.p.,
KOHCIIEKTa HWTOTOBBIN TECT
JIEKIIMH
H3yuenne
v . Brimonaenne
OCHOBHOH 1 MPAKTHIECKOTO
JIOTIOJIHU-TEILHOMU 3IE)IILaHI/IH Nol u OIIK-2.1,
5.4 ®opmupoBanue aen 0,1 0,15 4 JUTEPaTyphl IO . OIIK-2.2,
BBITTOJTHEHHE TECTA
JMCIUIIINHE, K paszeny Nel K OIIK-2.3
KOHCITEKTa p y L P-
. HUTOTOBBIN TECT
JIEKITHI
H3yuenue
v . Brimonaenne
OCHOBHOH 1 MPaKTHYECKOTO
5.5 O6paboTka [ o ZIOTIOIHHTEILHOR 3131;1211{14;1 Nel u OIIK-2.1,
) P 0,1 0,15 4 JTUTEPATYPHI 110 g OIIK-2.2,
JMYHOMY COCTaBY BBEITIOJTHEHHE TECTA
JUCLMILIAHE, « pasneny Nel K OIIK-2.3
KOHCITEKTa P y el Kp.,
. HWTOTOBBIN TECT
JIEKITHI
Hsyuenne
v . BrinonHenue
OCHOBHOH 1 MPaKTHYECKOTO
JIOMOJHUTEILHON 312)111aH1451 Nol i OIIK-2.1,
5.6 CocrapieHue onucei 0,1 0,15 4 JIUTEpaTyphl MO . OIIK-2.2,
BBITTOJTHEHHE TECTA
JUCLMILINHE, K paseny Nel k OIIK-2.3
KOHCITEKTa P y el Kp.,
. HWTOTOBBIN TECT
JIEKITHI
Hsyuenne
v . BrinonHenue
OCHOBHOH 1 MPAKTHIECKOTO
5.7 Cnaua men B apxXuB ZIONONHHATENLHOH 3§naHm Nel u OIIK-2.1,
) P 0,1 0,15 4 JIUTEPATYPHI 110 g OIIK-2.2,
OpraHu3aIuu BBITTOJTHEHHE TECTA
JUCLMILINHE, OIIK-2.3
K paznemy Nel k.p.,
KOHCIIEKTa .
N HWTOTOBBIN TECT
JIEKITHI
Nzyuenue
. Brimonaenne
OCHOBHOH 1 MPAKTHIECKOTO
5.8 IloaroroBska JIOTIOTHUATEILHOM P OIIK-2.1,
3aganus Nel u
JIOKYMEHTOB [0 JTUYHOMY 0,1 0,15 4 JIUTEPATYpPBI 110 OIIK-2.2,
BBITIOJTHEHHE TECTA
COCTaBY JJISI CZIa4YH B apXHB JACIHATIINHE, OIIK-2.3
K pa3geny Nel k.p.,
KOHCIIEKTa .
N HWTOTOBBII TECT
JIEKITHI
HWroro no pazaeny 0,8 1,2 34
6. Pazmen 2 Opranusarus
XpaHEeHUs JIeN CIIY)KOBbI KaJIpoB
Nzyuenue
. Brimonaenne
OCHOBHOM H
6.1 IToxroroBka KaJpOBBIX . MPAaKTHYECKOTO
IOKYMEHTOB K apXUBHOM AOTIONHH-TCILHOH 3amanus Ne2 u OIK-2.1,
Y P y 0,1 0,15 4 JUTEPaTypPHI IO g OIIK-2.2,
XpaHEeHHUI0. DKCIepPTHAs BBITIOJTHEHHE TECTA
JIUCIIUII-JIUHE, OIIK-2.3
KOMUCCHSI K pazgeny Ne2 k.p.,
KOHCIIEKTA .
. HATOTOBBIN TECT
JIEKITHI
W3zyuenne
v . Brinonnenne
OCHOBHOM 1 MPAKTHYECKOTO
JIOTIOJTHUTEIIEHOM SI;Z[aHI/ISI N2 u OIIK-2.1,
6.2 Odopmnenue aen 0,1 0,15 4 JUTEPaTyphl MO - OIIK-2.2,
BBITTOJTHEHHE TECTA
JMCIUTIINHE, K paseny Ne2 K OIIK-2.3
KOHCITEKTA p Y8 KD,
N HWTOTOBBIN TECT
JIEKITHI
6.3 Ilepenaya nen Ha 01 015 4 N3yuenue Brimonaenne OIIK-2.1,
apXUBHOE XpaHEHHUE ' ' OCHOBHOM 1 MPAKTHYECKOTO OIlK-2.2,




JIOTIOJTHUTEILHOM
JUTEpaTypsI IO

3aganus Ne2 u
BBITTOJIHEHHE TECTA

JIUCIUIIIINHE, OIIK-2.3
K pazzgeny Ne2 k.p.
KOHCIIEKTa pasieiy . P-s
N HWTOTOBBIHA TECT
JIEKIIMH
N3yuenne
v M Brmonaenne
OCHOBHOH 1 MPAKTHYECKOTO
JIOIIOJIHUTEILHOM 32;[.%11/15{ N2 1 OIIK-2.1,
6.4 CoxpaHHOCTb el 0,1 0,15 4 JUTEPATYPHI 110 - OIlK-2.2,
BBITTOJIHEHHE TECTA
JIUCIUIIIINHE, % pasneny Ne2 OIIK-2.3
KOHCIIEKTA p Y . P
N HWTOTOBBIN TECT
JIEKIAH
W3zyuenne
v M BrmonaeHnne
OCHOBHOH 1 MPAKTHYECKOTO
JIOTIOJTHUTEILHOM 32,I[aHI/I}I No2 1 OIIK-2.1,
6.5 Knaccuduxanus aen 0,1 0,15 4 JUTEPaTyphl O . OIIK-2.2,
BBITTOJTHEHNE TECTA
JUCIUTIIINHE, x pasnery Ne2 x OIIK-2.3
KOHCITIEKTA p y . P
N HWTOTOBBIN TECT
JIEKIIMH
H3yuenne
v . Brimonnenue
OCHOBHOM 1 MPaKTHYECKOTO
JIOTIOJTHUTEILHOM P OIIK-2.1,
3amanusg Ne2 u
6.6 Yuer nen 0,1 0,15 4 JUTEPaTyphl O OIIK-2.2,
BBITTOJTHEHNE TECTA
JUCIIATIIINHE, K paszeny Ne2 K OIIK-2.3
KOHCIIEKTa p y . P-
- HWTOTOBBIN TECT
JIEKIIMH
H3yuenne
v N Brimonnenue
OCHOBHOH I MPaKTUYECKOTO
JIOTIOJIHUA-TEJILHON 3}; narms Ne2 i OIIK-2.1,
6.7 CripaBOYHBIii anmapat 0,1 0,15 4 JUTEPATYPHI 110 - OIlK-2.2,
BBITTOJTHEHNE TECTA
JUCIUTIIINHE, < pasneny N2 k OIIK-2.3
KOHCITIEKTA pasieiy o P
N HWTOTOBBIN TECT
JICKIIMIH
UNzyuenune
Y M BremonaeHnne
OCHOBHOM | MPaKTHYECKOTO
6.8 YuerHas u clipaBo4YHas AOTIOJHHTEILHOI Sg,uaHI/IH Ne2 u OIIK-2.1,
) P 0,1 0,15 4 JUTEPATYPHI 110 g OIIK-2.2,
JIOKYMEHTAIHS BBITTOJIHEHHE TECTA
JIACIIATIIINHE, x paszeny Ne2 OIIK-2.3
KOHCIIEKTa p yJ8s K-p
- HATOrOBBIN TECT
JIEKIIMI
H3yuenune
Y M BremonaeHnne
OCHOBHOM | MPaKTHYECKOTO
6.9 JKypHajbl U KHUTH I10 AAOTIOTHHATENLHOH 32;[211{1/191 Ne2 u OIK-2.1,
) P 0,1 0,15 4 JUTEPATYPHI 110 g OIIK-2.2,
YUeTy KaJipoB BBITTOJTHEHHE TECTA
JIACIIATIIINHE, x paszeny Ne2 OIIK-2.3
KOHCIIEKTa p y . P
N HWTOTOBBIN TECT
JICKIIMH
U3yuenne
Yy . Brmmonnenue
OCHOBHOW 1 MPaKTUYECKOTO
6.10 OdopmiieHue aKTOB U AOTIOHHTE LHOR 3211amm No2 u OIK-2.1,
) p 0,1 0,15 4 JTUTEePaTypHI TIO g OIIK-2.2,
MO3/IPaBUTEIILHBIX TTHCEM BBITTOJTHEHHE TECTA
JHUCIUIIIINHE, x paznery Ne2 K OIIK-2.3
KOHCITEKTA p y o P
N HWTOTOBBIN TECT
JICKITHI
HWroro no pazaeny 1 1,5 40
7. BHKP 8 cemectp
Nzyuenue Brinonnenue Bcex OIIK-2.1,
7.1 BaeayauropHas o
OCHOBHOW M MPaKTHYECKUX, K.p., OIIK-2.2,
KOHTaKTHas pabora . .
JIOTOIHU-TEILHOM HUTOTOBBIN TECT OIIK-2.3




JIUTEPATYypPHI 110
JMCIU-TIJINHE,
KOHCIIEKTA
JIEKIIAH

Wroro no paszneny

8. Kontpons

8.1 IToaroToBKa K 3K3aMeHY

TToaroroBka k
JK3aMEHY,
H3yUYCHHE

JIUTEPATPBI,
TEOPETUYECKOTO
Marepuaia

DK3aMeH

OIIK-2.1,
OIIK-2.2,
OIIK-2.3

Wroro no paszneny

Hroro 3a cemectp

206,4

3K3aM€H,3a4ET

Hroro no JUCHUIIIINHE

206,4

OK3aMC€H, 3a4€T




5 O0pa3oBaTesibHbIE TEXHOJIOTHH

1. TpaguumonHsie 00pa3oBaTEIbHBIC TEXHOJIOTUN OPHEHTUPYIOTCS HA OpPraHU3aIHIo
00pa3oBaTeNBFHOrO MPOIIECCca, MPEINOIAraonlyto IpsMY0 TPAHCISIIIUIO 3HAHUH OT
IIPENOAaBaTelIs K CTYAEHTY

@opMbl yUeOHBIX 3aHATHI C UCIIOJIB30BAHUEM TPATULIUOHHBIX TEXHOIOIHI:

HudopmanimoHHast IEKIUs

CemuHnap

IIpakTHueckoe 3aHATHE, OCBSIICHHOE OCBOCHUIO KOHKPETHBIX YMEHUI U HABBIKOB
I10 IIPEIIOKEHHOMY QJITOPUTMY.

2. TexHonoruu npoOIEeMHOT0 0OyUEHHS.

@opMbl YUeOHBIX 3aHATHH C UCTIONB30BAaHUEM TEXHOJIOTHI MPOOIEMHOT0 O0YUYCHHS:

[IpoOnemHuas nexuus

Jlexuust «BBoeM» (OMHApHAST JCKITHS)

[TpakTyeckoe 3aHsATHE B POPME MPAKTUKYMA .

[TpakTuyeckoe 3aHsATHE HA OCHOBE Kelic-meTonaa. Keiichl 0a3upyloTcst Ha pealbHOM
(bakTHUEeCKOM MaTepualle I K€ MPUOIKEHBI K pealbHOM CUTYyaIuH.

3. IrpoBble TEXHOJOTHH — OpraHu3anus o0pa3oBaTeIbHOTO Ipoliecca, OCHOBaHHAsI Ha
PEKOHCTPYKLIMU MOJEJIEH IOBENECHUS B PaMKaX MIPEII0KEHHBIX CLICHAPHBIX YCIOBHH.

@DopMbl YUeOHBIX 3aHATHH € UCIIOJIb30BAHUEM UTPOBBIX TEXHOJIOIHMA:

YuebHas urpa.

JlenoBas urpa.

Ponesas urpa .

4. TeXHOJOTHH MTPOEKTHOTO O0YUYEHHUS.

OcHOBHBIE THUIIBI IPOEKTOB:

HccnenoBaTenbCKuid MPOEKT

TBOpUYECKUI MPOEKT.

WMHpopMaLnOHHBIHN TPOEKT.

5. VIHTepaKTUBHbIE TEXHOJOTHH — OpraHu3anus o0pa3oBaTebHOrO mpoliecca,
KOTOpas IpeIoJaracT akTUBHOE M HEJIMHEWMHOE B3aUMOJIEHICTBUE BCEX YUaCTHUKOB,
JOCTHKEHHE Ha 3TOW OCHOBE JIMYHOCTHO- 3HAUMMOTO JJIs1 HUX 00pa30BaTeIbHOTIO
pesynbprata. Hapsay co criennanu3supoBaHHBIMH TEXHOJIOTHSAMH TaKOrO poja MPUHIUI
MHTEPAKTUBHOCTH MTPOCIICKHUBAETCS B OOJIBIINHCTBE COBPEMEHHBIX 00pa30BaTEeNbHBIX
TeXHOJIOTUH. IHTepaKTUBHOCTH MO/Ipa3yMeBaeT CyObeKT-CyObEeKTHbIE OTHOLIEHHUS B X0/1€
o0pa3oBaTeNpHOrO IMpoliecca U, Kak CleJCTBUEe, (POPMHUPOBAHUE caMOpa3BUBarOLIeHCs
MH(POPMALIMOHHO-PECYPCHON CPEIbI.

@DopMbI YUeOHBIX 3aHATHH € UCIIOJIb30BAaHUEM CIEIMATU3UPOBAHHBIX MHTEPAKTUBHBIX
TEXHOJIOTUH:

Jlexuust «<0OpaTHOM CBSI3U» — JEKIHUSI—IPOBOKAIINS

CeMuHap-nucKyccus

6. IHpopMaimoHHO-KOMMYHHUKAIIMOHHBIE 00pa30BaTeIbHbIC TEXHOIOTUH :

Jlexuus-Bu3yanusanus — U3JI0KEHUE COAEPIKAHNS COIIPOBOXKIAETCA MIPE3CHTALIEN
(emMoHcTpaIuel yueOHbIX MaTepHUasoB, MPEACTABICHHBIX B Pa3IMYHBIX 3HAKOBBIX
cucTeMax, B T.4. WIIIIOCTPATUBHBIX, TpaUUecKHX, ayTuo- U BUJEOMATEPHAIIOB).

[TpakTuyeckoe 3aHsATHE B POpPME MPE3CHTAIHH.

Yar-3aHsTHA.

Be6-3ansarusi.

TenexkonpepeHIH.

OHuaitH-ceMuHap.



6 YueOHO-MeTOqMYECKOE 0OOecTedeHHe CAMOCTOATEIBLHOM padoThl 00y4YaroImXxcst

[TpencraBieHo B npuaoxeHuu 1.

7 OneHo4YHbIe CpeACTBA 1JIsl IPOBeAeHHUS IPOMEKYTOYHOM aTTecTaluu
[TpencraBieHbl B IPUIOKEHUU 2.

8 YueOHo-MeTOoANYecKOE U HHPOPMAIIMOHHOE 00eciedeHHe T CIUTIMHbI

a) OcHoBHas JIuTepaTrypa:

1. Benukanosa, C. C. ApXHBBI 10 JINYHOMY COCTaBY : y4eOHO-MeToAnuecKoe nocodue /
C. C. BenukanoBa ; MI'TY. - Marautoropck : MI'TY, 2018. - 1 »1eKkTpoH. ONT. AMCK
(CD-ROM). - 3arin. c TUTYIL 9KpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2069 (nata oopamenus: 24.03.2025). -
MakpooObeKT. - TekcT : 37eKTpoHHBIN. - CBeneHus nocTymHbl Takke Ha CD-ROM. -

2. ®ununa, ©.H. Kagposoe aenonpous3BoacTBo. Kak n3dexars ommodok
[DnexTponHbIi pe-cypc] : yaueoHoe nocodue / @.H. dunrna. — DnekTpoH. 1aH. — MockBa :
I'poccMenna, 2010. — 329 ¢. — Pexum gocrtymna: https://e.lanbook.com/book/8905. —
3arj. ¢ ’KpaHa.

3. Cemenuxun, B.B. KanpoBoe nenonpousBonactso / B.B. Cemenuxun. — 3-¢ u3.,
niepepad. u gorn. — Mocksa : I'poccMenua, 2017. — 594 ¢. — ISBN 978-5-4230-0540-5. —
TexcT : aneK-TpoHHBIN // DneKTpoHHO-0nbIMoTeuHas cucreMa «Jlanpy : [caiit]. — URL:
https://e.lanbook.com/book/97748 (nata obpamenus: 24.03.2025). — Pexxum goctymna: s
aB-TOPH3. MOJIb30BaTENEH. — 3aril. ¢ 3KpaHa.

— 3ar. ¢ sKpaHa.

4. Noponwmna, JI. A. OpraHu3aius ¥ TEXHOJIOTHS JOKYMEHTAIIMOHHOTO 00CCIICUYCHUS
yIpaBiie-HUs | yUeOHUK U TPAKTUKYM IS akajieMuieckoro Oakaraspuara / JI. A. JloponuHa,
B. C. UpuruxoBa. — Mocksa : U3gatensctBo FOpaiit, 2019. — 233 c. — (bakanasp.
Axanemuyecknii kypc). — ISBN 978-5-534-04568-0. — Tekcr : anextponusiii / 9bC
IOpaiit [caiit]. — URL: https://www.biblio-online.ru/bcode/433078 (nata obpareHmusi:
24.03.2025). — 3ari1. ¢ ’kpaHa.

5. Benukanosa, C. C. KagpoBoe /1e101pon3B0oJICTBO U apXUBbI JOKYMEHTOB 110 TUYHOMY
COCTaBy: NpPaKTHKyM : mpakTukyMm [ug By3oB] / C. C. Benukxanoa, W. B. Kamyba ;
Marnurtoropckuii roc. rexunueckuit yu-T um. I'. . HocoBa. - Marauroropek : MI'TY nm. I'. .
HocoBa, 2020. - 1 CD-ROM. - 3arn. ¢ tutyn. o9kpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2716 (nata oopamenus: 24.03.2025). -
MaxkpooObeKT. - TeKCT : aeKTpoHHBIH. - CBefeHus ocTymnHbl Takke Ha CD-ROM.

6.ITaBnoBckas, O. FO. IIpaBoBoe obOecrieueHne KaapoBOTo JAEIOMPOU3BOICTRA :
yaeOHoe mocobue s By3oB / O. FO. I1aBnoBckas. — Mocksa : M3natensctBo FOpaiit, 2020.
— 213 ¢. — (Bwicmiee o6pazoBanue). — ISBN 978-5-534-11565-9. — TexkcrT :
anexktpouusii // DBC FOpaiit [caiit]. — URL: http://www.biblio-online.ru/bcode/457107
(mara obpamenus: 24.03.2025).

0) JonosHuTeabHas JUTEpPaTYypa:

1.Xypasnesa, 1. B. KanpoBoe nenonpounssozctso: Haunnaem ¢ Hyns. AyAUT CBOUMHU
cunamu / U.B. XKypasnesa, M.B. XKypasnesa. - 2-e uzn. - Mocksa : HUL] UHOPA-M, 2014.
- 184 c. + ( Jom. mart. znanium.com). - (ITpocro, kpaTko, ObicTpo). ISBN 978-5-16-008986-
7. - Tekcr : anextponnbiid. - URL: https://znanium.com/catalog/product/417566 (nata
obpamienus: 24.03.2025). — Pexxum q0cTyIa: 1Mo MOAMKCKE.

2.Abynamze, JI. I'. JlokymeHTanmoHHOE 00ecreueHne ypaBIeHUs IIEPCOHATIOM :



y4eOHUK U mpakTukyMm ais By3oB / JI. I'. AGynanze, U. b. Beimpsokkuna, B. M. MacnoBa. —
Mockga : U3narensctBo FOpaiit, 2020. — 299 c. — (Bricmiee o6pa3oBanue). — ISBN 978-5
-534-00875-3. — Texkcr : anexrponusiit / DBC FOpaiit [caitr]. — URL.: http://www.biblio-
online.ru/bcode/450813 (nara obparenus: 24.03.2025).

3.KazakeBuuy, T. A. JlokymeHTOBeZeHUE. JJOKYMEHTAIMOHHBIN CEPBUC : YICOHHK U
npakTukyM Juist By30B / T. A. KazakeBuy, A. U. Tkanuu. — 2-e u31., ucop. v J0M. —
Mockga : M3narensctBo FOpaiit, 2020. — 177 ¢. — (Bricmiee o6pa3oBanue). — ISBN 978-5
-534-06273-1. — Texkcr : anextponusiit / DBC FOpaiit [caiit]. — URL.: http://www.biblio-
online.ru/bcode/452701 (nara obpamienus: 24.03.2025).

B) MeToanueckue yKazaHusi:

CamocTtosTenbHas paboTa CTyIeHTOB By3a : npakTukyM / coctaputenu: T. I'. Hepetuna,
H. P. Ypazaesa, E. M. PazymoBa, T. ®. OpexoBa ; MarHUTOrOpCKuil TOC. TEXHUYECKUNA YH-T UM.
I'. K. Hocoma. - Maraurtoropck : MI'TY um. I'. K. Hocosa, 2019. - 1 CD-ROM. - 3arx. ¢ tutyn.
skpana. - URL: https://host.megaprolib.net/MP0109/Download/MObject/2391  (mara
oOpamenusi: 24.03.2025). - MakpooObeKT. - TekcT : 371eKTpoHHBIN. - CBEeHHS JOCTYIHBI TAKXKe
Ha CD-ROM.

r) [Iporpammuoe odecneuenue u UnTepHer-pecypceni:

https://www.biblio-online.ru/bcode/457107 ITaBnosckas, O. 0. IIpaBoBoe
obecriedueHre KaapoBOTro JICTIONPOU3BOICTBA : yueObHoe mocodue 1 By30B / O. HO.
[TaBnoBckas. — Mocksa : U3natensctBo FOpaiit, 2020. — 213 ¢. — (Bsiciiee
obpaszoBanue). — ISBN 978-5-534-11565-9. — Texkcr : anexkrponnstii / DbC KOpaiit [caiit].
— URL: https://www.biblio-online.ru/bcode/457107

https://www.biblio-online.ru/bcode/450813 A6ymnanze, JI. I'. JloKyMeHTaIHOHHOE
obecrnieueHre yrpaBIeHHsI IEPCOHATIOM : y4eOHHK U MpakTukyM s By3os / [I. I'. AOynanse,
. b. Beimpsixkuna, B. M. MacnoBa. — Mocksa : M3natensctBo FOpaiit, 2020. — 299 ¢. —
(Bricmiee oopaszoBanue). — ISBN 978-5-534-00875-3. — Texkct : anexTponHslii / DbC
FOpaiit [caiit]. — URL: https://www.biblio-online.ru/bcode/450813

IIporpammHuoe o0ecnieuenune

HanmenoBanue .
10 Ne norosopa Cpok neiicTBus IMIEH3UH
7Zip cB00OoaHO pactpocTpansemoe [10 O6eccpouHo
FAR Manager cB00OO0aHO pactpocTtpansemoe [10 6eccpouHo
bpaysep Yandex |[cBoGogHo pacnpoctpansemoe 1O 6eccpodHo

Hpocbeccnonanbm,le 0a3bl JAHHbIX U I/IH(l)OpMaIIHOHHl)Ie CIIPaBOYHLIC CUCTEMbI

HasBanwme kypca CchlIKa

HNudopmannonHas cucrema - HopMaTuBHbIE PaBOBBIE
aKTbl, OpraHU3alMOHHO-PACIOPSIUTEIbHbIE
JIOKYMEHTBI, HOPMaTUBHBIE U METOJUYECKHE
JIOKYMEHTBI U ITOATOTOBJIEHHBIE IPOEKTHI JOKYMEHTOB
no Texuuueckoit 3aunmre nHpopmanuu PCTIK Poccun

https://fstec.ru/tekhnicheskaya
-zashchita-
informatsii/dokumenty-tzi?
ysclid=lujknksfy724757053




Nudopmanmonnas cucreMa - baHk TaHHBIX yrpo3
6e3onacHocTy nHGopmaru PCTIK Poccun

https://bdu.fstec.ru/?
ysclid=lujkqy7cnw630508962

DnekTpoHHbIe pecypcbl oubmmoreku MI'TY um. I'.1.

https://host.megaprolib.net/M

Hocoga P0109/Web

Hanmonansnas nHGOpMamoHHO-aHATUTHYECKAsT URL:

cucrema — Poccuiickuii nniexc HaygHoro nutupoBanus | https://elibrary.ru/project_risc.
(PMHII) asp

DJekTpoHHas 0a3a nepuoIuuecKux u3nanuii East View
Information Services, OOO «MIBUC»

https://dlib.eastview.com/

9 MaTepuajabHO-TeXHHYECKOE o0ecnedeHue TUCUUIIMHBI (MOTYJIs)

Y4eOHble ayaIUTOpPUH  JUIS
HPOBE/ICHHS JMCTAHIIMOHHBIX

3aHATHH JICKIIMOHHOI'O THUIIA

Crosnl KOMIBIOTEPHBIH, CTOJ NHCbMEHHBIN, CTYJ
Oo(UCHBIH, JIOoKyMeHT-kamepa  Epson, HCTOYHUK
oecnepeboitnoro nutanuss POWERCOMIMD-1500AP ,
Kamepa KOMIIBIOTEP
nepcoHanbHbIi (TUO), mpoekTop ViewSonicPJD7526W,
Calisto-620  Plantronics,

chUCTeMa aKyCTHYECKas

BBICOKOI'O paspCuICHuA,

HAaCTOJIbHBIN
LogiteachC920,

CTEpeorapHUTypa (MuxpodoH c
IIYMOIIOJIaBJICHHEM), dKpaHHacTeHHbIDigis Optimal-C
MW DSOC-11032*2

cuKeppoH
BeO-Kamepa
HACTOJIbHAS,

Y4eOHble ayAuTOpUM IS
MPOBEACHUS MPAKTUYECKHUX
3aHATHH, IPYIIOBBIX i

VHIUBUYAIbHBIX  KOHCYJbTAIUH,
TEKYIIETrO
MPOMEKYTOUYHOM aTTECTAMHU

KOHTPOJIA u

CTOn KOMIBIOTEPHBIH, CTOJ MUCBMEHHBIH, CTYI
oducHblif,  TOKymeHT-kamepa  Epson,  mcTOYHHMK
6ecniepeboitnoro mutanuss POWERCOMIMD-1500AP ,
Kamepa
nepcoHanbHbIi (TUNO), npoekTop ViewSonicPJID7526W,

BBICOKOT'O paspeuicHu, KOMIIBIOTEP

ciiukepdpon  HactonpHbI  Calisto-620  Plantronics,
BeO-kamepa LogiteachC920, cucrema axycTudeckas
HaCTOJIbHAS, CTepeorapHUTYpa (MukpodoH c

LIYMOIIOJIaBI€HHEM), 3KpaHHacTeHHbIDigis Optimal-C
MW DSOC-11032*2

IToMemmeHnust oIt caMOCTOATEILHOM
paboThl 00YJArOIITUXCS

[lepconanbuble koMmbloTepsl ¢ makeToM MS Office,
BBIXOIOM B VIHTEpHET W C JOCTYIOM B 3JIEKTPOHHYIO
WH(POPMAITMOHHO-00Pa30BATENBHYIO CPEly YHUBEPCUTETA

[Tomemienne [  XpaHeHUd U
NpOpUIAKTUIECKOTO
00CITy’)KUBaHUS yueOHOTO

obopynoBaHus

Cremtaxu  UiA

nocoOuit 1 yueOHO-METOIUUECKOM TOKYMEHTAIUH.

XpaHEHHUS  y4eOHO-HArJIsIHBIX




ITpunoxxenue 1

6 YueOHO-MeTOoaAuMYEecKOoe o0ecIeueHue CaMOCTOATEJIbHOH PpadoThI
0O0yUaroImXxca

[IpuMepHasi CTPYKTypa U Co/iep:KaHue pas3zesioB:

ITo mucuurumae «KaxpoBoe 1e10Ipon3BOACTBOY» MPELyCMOTPEHA ayIUTOPHAs U BHEAYAUTOPHAs
caMOCTOsTeNIbHas paboTa 00y4JaroLIUXCs.

1 cemectp
Tect k pazneny Nel
Kakne AOKYMCHTBI OTHOCATCSA K OpF&HH?»B,IIHOHHO-KﬁIIpOBOfI AOKYMCHTAIlUU:

Bri6epute oquH OTBET:

a. IITaTHOE PacIMCaHUE, [IPaBUJIa BHYTPEHHETO TPYLOBOTO PACIOPSAAKA, IOJIOKEHUE O
CTPYKTYPHOM NOAPA3AEICHUH, TOTKHOCTHBIE HHCTPYKIIMHU

b. monoxeHue o CTPYKTYPHOM MOAPA3IeICHUH, HHCTPYKIIUS 110 ACIONPOU3BOICTBY,
JIOJDKHOCTHBIE MHCTPYKIIUH, TIOJIOKEHHUE O KaJPOBOH CIIyx0e

C. yctaB

d. mrTaTHOE pacmnucaHue, IpaBuiia BHYTPEHHETO TPYJAOBOTO PACIOPSIKA, HHCTPYKIIHS IO
JIEIONPOU3BOJICTBY, TOJKHOCTHBIE HHCTPYKIIUU

Bomnpoc 2
[IpomoimkuTe onpeneNieHne: MTaTHOe PaCIIHCaHUue — TO

Bri6epute ouH OTBET:

a. IPaBOBOM aKT OpraHU3ally, YCTAaHABIMBAIONIUI TOHDKHOCTHOM cocTaB, PyHKIUH, TpaBa U
B3aMMOOTHOIIEHHSI pAOOTHUKOB JIPYT C IPYTOM

b. BHyTpEeHHHMIi aKT, U31aBaCMBbIii B IIEJISIX PErIaMEHTAIIMU OPTraHU3aI[HOHHO-TIPABOBOTO
MOJIOKEHUS pabOTHHKA

C. BHEIIHUH aKT, B KOTOPOM 3aKPETUISIETCS TOJDKHOCTHON M YMCIIEHHBIN COCTaB MPEATPUITHS
¢ ykazaHueMm (oH/a 3apabOTHOM MIIATHI

d. BHYTpeHHUiT aKT OpraHu3aIiK, B KOTOPOM 3aKPEILISIETCS TOKHOCTHOM U YHCIIEHHBIH
COCTaB MPEANpPUATHS ¢ yKa3aHueM (HoHaa 3apabOTHOM MIaThl

Bomnpoc 3

UYto Takoe «paBuiia BHYTPEHHETO TPYAOBOIO paclopsiakan?



Bribepure ouH OTBET:

a. MpaBOBOM aKT, U3aBAE€MBbIH B LIEJISIX PEVIAMEHTALMU OPTaHU3allMOHHO-IIPAaBOBOIO
HOJIOXKEHUS PaOOTHUKA, €ro 00s13aHHOCTE|, IIPaB U OTBETCTBEHHOCTH U 00€CIIeYHBAOLINH
ycnoBus 1151 ero 3¢ (HEeKTUBHON PabOTHI

b. BHyTpeHHHMIT aKT, (GPUKCUPYIOIIUE ATAIbI TPYJOBOM ACATEILHOCTH PAOOTHUKOB

C. BHEIIHUH aKT, (PUKCUPYIOIINI 3Talbl TPYIOBOH IEATEILHOCTH paOOTHUKOB

d. TOKaJIbHBIM HOPMATHBHBIN aKT, PErIIAMEHTUPYIOLIHIA TOPSIOK IPUEMa M YBOJIbHEHHUS

pabOTHUKOB, OCHOBHBIE TIpaBa, 00A3aHHOCTU M OTBETCTBEHHOCTh CTOPOH TPYJOBOTO I0OTOBOPA,
pexXUM pabOTHI, BpeMs OT/AbIXA, @ TAKKE UHBIE BOIIPOCHI PErYIUPOBAHUS TPYIOBBIX OTHOIIEHUN

Bormpoc 4

a. MECTO CTPYKTYPHOTO MOJIPA3/ICIICHUs] B OPraHU3AIMOHHOMN CUCTEME TIPEANPUSITHS, €0
IeJIH 1 33]1a9, TIpaBa U 00S3aHHOCTH PYKOBOJIUTEIICH U COTPYAHUKOB CTPYKTYPHOTO
MOpa3ICIICHUS

b. TPYHAOBLIC O6$[321HHOCTI/I, q)YHKI_II/II/I, IIpaBa U OTBETCTBECHHOCTb pa6OTHI/IKOB

C. TPyZIOBBIE 0053aHHOCTH, (DYHKIIMH, TIPaBa K OTBETCTBEHHOCTh pab0TOATENIs aBa U
00513aHHOCTH PYKOBOJIUTEINCH U COTPYAHUKOB CTPYKTYPHOTO MOAPa3/ICICHUS

d. opranusaruio paboThI MPEANPHUITHS, B3AUMHbBIC 003aHHOCTH PAOOTHUKOB U

aJIMMHHCTpPAINH, TOPAIOK IIpUeMa U YBOJIbHEHUSI paOOTHHUKOB, ITPEIOCTABIIEHUE OTITYCKOB,
KOMaHJIUpOBaHUe

Bompoc 5

Kakue 13 nepedncieHHbIX TOKYMEHTOB UCTIOTIB3YIOTCS TpU 0pOPMIICHUN TTpreMa pabOTHHUKA Ha
pabory:

BribepuTe 0/1MH WK HECKOJIBKO OTBETOB:
a. TPYJIOBOM TOTOBOP

b. nuunas kaprouka T-2

C. IOKJTaJIHAs 3aITHCKa

d. mpuka3

€. IPOTOKOJI

f. yBenomenue



Bompoc 6
[IpoaomKUTe ONpeeIeHUE: PE3FOMEe — 3TO

BeiOepure oauH OTBET:
a. COBOKYITHOCTb JIOKYMEHTOB, COJIEPKaINX CBEIACHMS O paboToAarese Tpya0yCTPOHCTBE

b. mokymeHT, copepikaluii KpaTkue CBeJCHUS aBTOOHOrpaduIeckoro xapakrepa,
3aIoJIHSIEMbIN MPU TPYAOYCTPOUCTBE

C. COBOKYITHOCTb IOKYMEHTOB, COJIEPKaINX CBEIACHHS O paOOTHUKE MPH TPYJ0YCTPOHCTBE

d. TOKyMEHT, OTpaXKaroIHii TPOChOY MM MPEUIOKEHHE, aAPECOBAHHOE TOKHOCTHOMY
JUILY WIN NPEAIPUITHIO

Ilpakmuueckoe 3a0anue 1

1. Ilepeuncinre OCHOBHBIE BU/IbI KaIPOBbIX 3a/1a4.

2. Ha ckombko TIpynm MOXHO pPa3feluTh HOPMAaTHUBHO-METOJIMYECKYI0 0azy,
PerylupyoIyI0 JOKYMEHTUPOBAHUE TPYIOBOM 1€ATEIbHOCTH paOOTHUKOB?

3. Ilo xakuM BHJAM KJIACCU(PULUPYIOTCS JOKYMEHTBI, UCHOJb3yeMble B YIPaBICHUU
epCcoHaIOM?

4. Kakue JOKyMEHTbl Mbl OTHOCUM K JJOKYMEHTaM I10 JITYHOMY COCTaBYy?

5. Kakue cocraBinsmomuye BXOIAT B CTPYKTYPY IITATHOTO paclucaHus?

6. B kaxoii cratee TpymoBoro koaekca PD 3adukcupoBaHO MOHATHE KOJJIEKTUBHOIO
noroBopa?

7. Kakre ROKyMEHTBI IO PEKPYTUHTY IiepcoHana Bel 3Haere?

8. KakoBa mnocienoBaTeIbHOCTh JOKYMEHTAIMOHHOTO O(opMileHusl mpuema Ha paldoTy
COTpyAHUKA?

9. B ckonbkux sx3eMIuigpax opopmisieTcs: TpyJA0BOM 10ToBOp?

10. 3anonnuTe yHuuuupoBanuyto gopmy Ne T-2

Tect pa3znesy Ne2

Bompoc 1
B xaxom JAOKYMCEHTEC OTpa’KC€HbI CBECACHUA 00 U3MCHCHUAX, KaCalOIIUXCs pa6OTHI/IKOBZ

Bribepure ouH OTBET:
a. B JIOMOJTHEHUH K JINYHOM KapTouKke pabOTHHUKA
b. B JONONHEHNN K aHKETe
C. B JIONIOJTHEHUH K TPUKa3y

d. B JOMIOJTHEHNH K aBTOOMOTrpaduu



Bomnpoc 2
B CKOJIBKHX 9K3EMIUIIPaX COCTABIISETCS TPYIOBOU JIOTOBOD:

Bri6epute oquH OTBET:

“ as
“ b3
© c.2
“da
Bormpoc 3

He mo3anee ckonbKHX JTHEH co THS (HaKTUIEeCKOTro JOMYyIEHHs K paboTe JOIKEeH OBITh 0pOpMIIeH
TPYZAOBOH JAOrOBODP:

Bri6epute oquH OTBET:

“ a2
“ b
© c.5
“ds
Bomnpoc 4

[TepeBos paboTHHKA Ha APYryro paboTy MO MHUIMATUBE PaObOTOIATENs OCYIECTBIIAETCS Ha
OCHOBaHHUU:

Bri6epute ouH OTBET:
a. CIIy’)K€OHOMU 3aITUCKH
b. mpencraBnenus
C. MpuKaza

d. 3aaBiaeHus
Bonpoc 5
Kro 3amonuseT auunyro KapTouky T-2:

Bribepute oauH OTBET:



d. COTPYJAHHUK OTJECJIa KaIpOB
b. paboTHHK
C. Ha4aJIbHUK OTJEJIa KaJIpoB

d. pykoBOMTEIb TIOAPA3ICIICHHS
Bormpoc 6
B ckonbkux 3K3eMInisipax oopMIIIeTCsl aBaHCOBBIM OTYET:
Bribepure ouH OTBET:

© a. 4

“ b3

o2

“ a1

Bompoc 7
Kako# 1OKyMeHT npuiaraercs K aBaHCOBOMY OTYETY:

BeiGepute ouH OTBET:
a. KOMaHIUPOBOYHOE Y OCTOBEPEHNE
b. mpuka3z o KoOMaHIMPOBAHUH

C. cimyeOHOe 3aJaHne
Bomnpoc 8
B xakux JHSX MCUUCISIETCS MTPOIODKUTEIBHOCTE OCHOBHOTO H JIOTIOIHUTEIBHOTO OTITYCKOB:

Bribepure ouH OTBET:
a. pabo4MXx U KaJeHIapHbIX
b. pabounx
C. BaIll OTBET

d. xaneHgapHBIX

Bonpoc 9



MuHuManbHas TPOAOTIKUTEILHOCTD €KETOHOTO OIJIAYMBAEMOr0 OTIYCKa B COOTBETCTBHUU ¢ TK
P® cocrasnger:

Bri6epute oauH OTBET:

© a. 40 pabounx qHEH
i’_‘ o
b. 48 pabouux auei
i’_‘ o
C. 28 pabounx qHEH
-~

d. 28 xanennapHbIX JTHEH

Ilpakmuueckoe 3a0anue 2

1. B kakoil cratbe TpynoBoro konaekca P®D roBoputcs o TOM, YTO «TPyAOBasi KHUXKKa
YCTaHOBJICHHOTO oOpa3iia SBJISETCS OCHOBHBIM JOKYMEHTOM O TPYAOBOW JIE€ATEIBHOCTH U
TPYJOBOM CTa)ke PaOOTHHKA»?

2. Ilpu BemeHUW TPYIOBBIX KHMKEK HEOOXOIMMO coOIoAaTh psan TpedoBaHmil. UTo
OTHOCUTCSI K TakUM TpeOOBaHUAM?

3. Kakue cBenenuii (3amuceil) BHOCAT B TPYIOBYIO KHUXKKY ?

4. OdopmiieHne camMoil TPYJAOBOM KHMXKH B COOTBeTCTBUH ¢ 1. 8 IlpaBui BeneHus u
XpaHEHUs TPYIOBBIX KHIKEK OCYLIECTBISIETCS paboToAaTeraeM WIM JAPYTUM  JIUIIOM,
o0lajjaloIliuM TMpPaBOM BEICHUS KaJpOBOIrO JAEJIONPOU3BOJACTBA B OpraHM3aluu (Hampumep,
KaJIpOBBI J1€J0MPOU3BOIUTEND, AUPEKTOP 10 MEPCOHATY U T.JI.) IPOUCXOIUT B KAKUX CIIydasx?

5. Ha ocHOBaHMHU, KaKuX JOKYMEHTOB pabOTOJATENb OJDKEH BHOCHTH BCE JAaHHBIE O
paboTHHKE B TPYJOBYIO KHIKKY corjiacHo 1. 9 [IpaBuit BeneHus 1 XpaHEHUs! TPYAOBBIX KHIKEK?

6. B kakoii mocienoBaTeNbHOCTH 3aloyIHAETCS TPYAOBas KHUXKKA (J1aThb pa3BEpPHYTHIN
oTBeT)?

7. UTO MBI Ha3bIBaEM yOIMKATOM TPYAOBOM KHUKKHU?
8. Korna odopmiisieTcst BKIAAbIII B TPYJOBYIO KHIKKY?

9. Kak ocymectBisieTcs y4eT U XpaHEHHE TPYJIOBBIX KHIDKEK M UX OJaHKOB(IaThb
pa3BepHYTHII OTBET)?

10. Kak popmupyercs auuHoe €10 paboTHHKA (IaTh pa3BepHYThIA OTBET)?

11. Knaccupuuupyiite TOKYMEHTBI, XapaKTepU3yIOIIHUE JBI)KEHHE KaApoB (IaThb
pa3BEepHYTHI OTBET)?

12. Kak onpenensier TpynoBoi kogekc PO ciyxeOHyI0 KOMaHAHUPOBKY?
13. OnuumuTe ycinoBus U NOPSAAOK NMPEAOCTaBICHUS OTIIYCKOB, M UX O(pOopMIIEHHE.

14. Kak ocymiecTBisieTcs: pacTOp>KeHUE TPYAOBOTO JOTOBOPa U 0()OpMIIEHUE YBOJIbHEHHS
paboTHHKA (1aTh pa3BEPHYTHIN OTBET)?

15. Kak ocymiecTBisieTcss JOKYMEHTUPOBAHUE OLIEHKH JEATEIIBHOCTH IepcoHana?
16. OnumuTe NOpsiA0K MpoBeAeHHs U 0QOPMIICHHSI aTTeCTallii paOOTHUKOB.

Tect k pazmeay Ne3



Bompoc 1

Kakoii Bua oTmycka MOKeT ObITh IPEOCTaBlIeH paOOTHHUKY 110 CEMEHHBIM 00CTOSITEIHCTBAM HITH
JPYTHM YBa)KMTEIbHBIM IIPUYHHAM:

Bribepute oauH OTBET:
a. €KErOJIHbIII OCHOBHOM OIJIAYMBAEMBII OTITYCK U JOIIOJHUTEIbHBIN OTITYCK
b. oTmyck 6e3 coxpaHeHus CoepIKaHus
C. €©KEro/IHbIi OCHOBHOM OIJIAYMBAEMBIil OTITYCK

d. TOTOTHHUTEILHBIN OTITYCK
Bormpoc 2
Kak ocyiecTBiisieTcsi BU3UpOBaHHE 3asBJICHUS 00 YBOJBbHCHUH PAOOTHHUKA!

Bri6epute ouH OTBET:

a. PYKOBOJHUTEIb CTYKObI KaJpOB, PYKOBOJUTEIh CTPYKTYPHOTO MOIpa3AeiaeHus, Oyxrairep,
PYKOBOAMTENH OPraHU3aINH

b. pykoBOIHTENH CTPYKTYPHOTO MOPA3/IeNICHUs], PyKOBOANUTENb CITY)KOBI KaJIpoB,
PYKOBOIMTEIb OPraHU3aLNH

C. PYKOBOJUTEIb CTPYKTYPHOT'O MOApa3eseHus, OyXranTtep, pyKoOBOJIUTENb CIyKObI KaJIpoOB,
PYKOBOJUTEIb OpraHU3aluu

d. pyKoBOIHTEIb CITY)KOBI 0€30MAaCHOCTH TPEINPUATHS
Bompoc 3
Kaxkoii g1eHb cautaercsi THEM YBOJIbHEHUS paOOTHHKA:

Bribepute oauH OTBET:
a. 5 neHp
b. nens momaun 3asgBIEHUS
C. JISHb TIOJYYCHUS TPYTOBON KHIKKHU

d. mocnenHuit 1eHb PabOTHI

Bonpoc 4



B kakom JOKyMEHTE MpONKUCHIBAIOTCS CPOKU MPOBEICHUS aTTECTALIMU, YCTAHABINBACTCSA
NepeveHb pabOTHUKOB, TIOIJICKAIIUX aTTECTAIIMH, YTBEPKIACTCS COCTAB aTTECTAIIMOHHON
KOMUCCHH, TpaHK MPOBEACHUS ATTECTAIINH:

Bribepure ouH OTBET:
a. B TIOCTaHOBJICHUH
b. B mpukaze
C. B CIIy’KEOHOM 3aIUCKe

d. B mosioxxeHuun
Bompoc 5
Pe3yabTaThl aTTECTAIMK 3aHOCSTCS B:

Bri6epute oquH OTBET:
a. MPOTOKOJI 3aCEIaHMS aTTECTAIIMOHHONW KOMUCCHH
b. aTTecTanMOHHYIO KAPTOYKY
C. aTTECTALIMOHHBIN JIUCT

d. TpyIOBYIO KHHXKKY
Bormpoc 6
Kakum o6pa3om ocymiectsisercs Beaenue opm T-2 u T-4:

BeiGepute ouH OTBET:
a. popma T-4 3anosHIETCS MO KEITAHUIO PabOTHUKA
b. bopma T-4 Benetcst BMecto hopmbr T-2
c. opma T-4 Benercs Hapsaay ¢ popmoii T-2

d. popma T-4 siBnsiercst 00s3aTeNbHON
Bompoc 7
Kakas Haamuce JienaeTcst Ha TPYJOBOM KHIIKKE, IPHUILEANIeH B HErOIHOCTh!

Bribepute oauH OTBET:

a. TPyAOBas KHWXXKaA MpUIIa B HETOAHOCTD



b. BbIIaH qyOnaHMKaT TPYAOBOW KHIKKA
C. BbIJIaH 1y0imKar

d. B3amMeH BbIIaH JyOJIHKAT
Bompoc 8
[1pu nepeBoie pabOTHHKA HA JPYT'YIO paOOTy B HOBYIO OpraHU3AIHIO:

Bri6epute oquH OTBET:
a. JINYHOE JIeJI0 HE MEepPEeacTCsl 1 BHOBb 3aBOJIMTCS HA HOBOM MECTe
b. nrYHOE €710 YHUYTOXKAETCSI
C. JIMYHOE JIeJIO MEePeIaeTCss Ha HOBOE MECTO PaObOThI

~
d. TM4YHOE /1810 TIepeaaeTcss Ha HOBOE MECTO padOTHI U TaM YHUUYTOXKACTCS

Bompoc 9
Iloka HeT oTBeTa
Ecnu B TpyA0BYIO KHUKKY BHECEHA HETIPABUIIbHAS 3AIIMCh, KAJIPOBUK JIOJKEH:

BeiGepute ouH OTBET:
a. 3a4epKHYTh HEBEPHYIO 3aIINCh, & PSJOM HAIMCATh IIPABUIIBHYIO
b. 3aBecTH HOBYIO TPYIOBYIO KHUXKKY
C. IPU3HATh HEBEPHYIO 3aIMCh HENECHCTBUTEIBHON U BHECTH IPABUIIBHYIO 3aIIUCh

d. HUUero He MpeANPUHIMATh
Bomnpoc 10

Ecnu paboTHHK HIET B OYEPETHON OTUIaYMBAEMbIN OTITYCK, a cpa3y MOCJe HEro B yueOHbIN
OTITYCK, MOKHO JI1 00a OTIyCKa 0(hOPMUTH OJHUM MPUKA30M?

Bribepute oauH OTBET:
a. CKOp€e MOXKHO, YE€M HCIb3
b. ma, MOXHO, JJIs1 TOTO CYHIECTBYET clielnanbHas Gopma nmpukasa

C. MOXKHO TipHuKa3zoM 1o ¢opme NeT-15



d. Her, HEIB3S

Koumponvnas paboma

Heo0xoanMo 3amoiHuTh Bee yHUGHUINPOBAHHBIE (DOPMBI B JIEKTPOHHOM BHJE, U BCE UTO
Bb1 OyauTe 3an0MHATE, 3TO OTMeuaiiTe KypcuBoM. KoHTposibHYI0 paboTy He00Xx01umMo 0hopMUThH
B Ha/UIeKalleM BHUJE, & UMEHHO HEOOXOAuMO O(OPMHUTH TUTYIBHBIH JHCT C 3arojOBOYHOM
YacThl0 U HaMMEHOBAaHUEM BHJa pabOTHI, MECTOM COCTABJICHHS M OTMETKOW O BBIIIOJHEHUH U
npoBepke Bameit pabGotel. Bce yHuduuumpoBanubsle (OpPMBI MOXHO HAHTH 10 CCBUIKE:
http://newlms.magtu.ru/mod/assign/view.php?id=299286

HTrorosslii Tect 1o 1 cemectpy
Bompoc 1
Kakne 1oKyMeHTBI OTHOCSTCS K OpraHU3allMOHHO-KAaIPOBOM JTOKYMEHTALlUHN:

Bribepute oguH OTBET:
a. ycTaB

b. monoxkenne o CTPYKTypHOM TOJpPA3/ICICHUH, HHCTPYKIIHUS O JEIONPOU3BOICTBY,

JIOJPKHOCTHBIE MHCTPYKLIUY, ITOJIOKEHHE O KaJIpOBOH CIIyKOe

C. IITaTHOE pacIiMCaHue, MpaBUJia BHYTPECHHETO TPYJAOBOTO pacopsaaKa, IOJ0XKECHUE O

CTPYKTYPHOM IOAPA3ACIICHUHN, TOJDKHOCTHBIC HHCTPYKIIUU

d. mratHoe pacnucaHue, MpaBHiIa BHYTPEHHEr0 TPYAOBOTO PACIOPsIKA, HHCTPYKIHS

TI0 JICJIOTIPOU3BOJICTBY, JOJDKHOCTHBIE HHCTPYKIIUH
Bompoc 2
[IponomkuTe onpeaeseHue: MTaTHOE PACIHCAHHE — 3TO

Bribepute oauH OTBET:

a. BHYTpeHHI/Iﬁ aKT, W3/1aBa€MBIN B IIEIIAX periraMCHTallu OPraHUu3alfMOHHO-IIPABOBOT'O

ITOJIOKCHHUA pa6OTHI/IKa

b. BHYTpCHHI/Iﬁ AKT OpraHu3aly, B KOTOPOM 3aKpPCIIIACTCA JOJDKHOCTHOM U

YHCJICHHBIM COCTaB NMPEANPUATHUS C yKazaHHeM (oHJIa 3apaOOTHOM IIaThl


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

C. MPaBOBOW aKT OpTraHM3aIli{, YCTAHABIMBAIOUIUN JOJKHOCTHOW COCTaB, (YHKIIHUH,

IpaBa U B3aMMOOTHOLICHUSI pAOOTHUKOB APYT C IPYroM

d. BHEIIHUI aKT, B KOTOPOM 3aKpEeIUIIeTCs JOJDKHOCTHOW M YHCJICHHBIH COCTaB

PEIpUATHs ¢ yKazaHueM (oH/1a 3apaboTHOM TIaThI
Bompoc 3
Urto Takoe «mpaBuiia BHYyTPEHHETO TPYJOBOTO PACTIOPSAKA»?

Bribepute oguH oTBeT:
a. BHYTPEHHUH aKT, GUKCUPYIOIIUHN 3TAIBI TPYIOBOU JEATEIHEHOCTH PAOOTHUKOB

b. nokanbHBIE HOPMATHBHBIA aKT, PETVIAMCHTHPYIOIIUN TOPSIOK TNpHeMa |
YBOJIbHEHUS PAOOTHUKOB, OCHOBHBIE I1PaBa, 0053aHHOCTH U OTBETCTBEHHOCTh CTOPOH TPYAOBOTO
JIOTOBOpa, peXUM padOThl, BpEMSI OT/bIXa, a TAK)KE MHBIE BOMPOCHI PETYIUPOBAHUS TPYIOBBIX

OTHOILIEHUH
C. BHEIIHUH aKT, PUKCUPYIOUINI 3Tanbl TPYAOBOM ASSITENTLHOCTH PAOOTHUKOB

d. HpaBOBOﬁ aKT, I/I3,Z[8.B8.6MBII71 B HCJIX PETIIaMCHTALlMK OPraHHU3allHOHHO-IIPABOBOI'O
ITOJIOKCHU A pa6OTHI/IKa, €ro 06H33HHOCTCﬁ, npaB WM OTBCTCTBCHHOCTH H O6eCHeqHBaIOIHHﬁ

ycnoBus AJist ero 3QpGeKTUBHON paboThI
Bompoc 4
[TonokeHre o0 CTPYKTYPHOM MOAPA3ACTICHUH OMPEIEIISIeT:

Bri6epute ouH OTBET:
a. Tpy/10BbIE 00513aHHOCTH, (DYHKIIMH, TIPaBa U OTBETCTBEHHOCTh paboToaaTes

b. MecTo CTPYKTYpHOTO TOApa3/eieHus] B OPraHU3aIlMOHHON CHUCTEME MPEIIPUSITHS,
€ro Leau W 3aJayd, npaBa M OOA3aHHOCTH PYKOBOAMTEIEH U COTPYAHHUKOB CTPYKTYpPHOTO

HOJIpa3IeIeHUsI

C. OpraHu3anuo padboThl TPEANPUSITHS, B3aUMHBIE OOS3aHHOCTH PAOOTHHKOB U
aIMUHUCTpAIMH, TOPSJAOK TMpHeMa W YBOJbHEHUS PAOOTHUKOB, MPEIOCTaBIEHHWE OTITYCKOB,

KOMaHIWPOBAaHHUEC

d. TpyznoBbIe 0053aHHOCTH, (PYHKIINH, ITPaBa H OTBETCTBEHHOCTh paOOTHUKOB
Bompoc 5

Kakue wu3 NEPCUUCIICHHBIX JOKYMCHTOB HWCIHOJIB3YIOTCA [IIPU O(I)OpMJ'ICHI/II/I npruemMma

paboTHHKa Ha paboTy:

BBI6CpI/IT€ OJHH HJIN HECKOJIBKO OTBETOB!



a. IPOTOKOJ
b. yBemomienue
C. JIOKJIaTHAsl 3aIMCKa
d. muunas kaprouka T-2
€. mpuKa3
f. TpynoBoii morosop
Bormpoc 6
[IpoaomKuTe ONpeieICHUE: PE3FOME — 3TO

Br16epute oquH OTBET:

a. TOKyMEHT, OTpakaloolui Mnpocb0y WIM  OPEJIOKEHHE, aJpPECOBAHHOE

JIOJDKHOCTHOMY JIMILY WIIW MPEATIPUSITHIO
b. COBOKYIHOCTD JJOKYMEHTOB, CO/ICPIKAIINX CBEACHHS O paOOTHHUKE

C. IOKYMCHT, conep;xamﬂﬁ KpaTKUu€ CBCIACHHA aBTO6I/IOFpa(1)I/I‘ICCKOl"O XapakTepa,

3aIoJHSEMbIN MPU TPYAOYCTPOUCTBE

d. COBOKYIHOCTh TOKYMEHTOB, COJICPKAIIMX CBEICHHS O paboToAaTele
Bompoc 7
B xakom AOKYMCHTEC OTpPa’XCHbI CBECACHUA 00 HU3MCHCHUAX, KaCalOIIIUXCsA pa60THI/IKOB:

Bribepute oguH OTBET:
a. B JIOTIOJTHCHHH K IPUKA3Y
b. B nononueHnu k aBrobuorpadun
C. B IOTIOJTHEHUH K aHKETe

d. B IOTIOJTHEHHMH K JINYHOW KapTOYKe PaOOTHHKA
Bompoc 8
B CKOJIBKHX 3K3EMILISIPaX COCTABISCTCS TPYIOBOW JIOTOBOP:

Bribepute oauH OTBET:

© a.5

“ b1



o2

“ 43

Bormpoc 9

He mo3anee ckoibkux aHEH co AHA (aKTHUECKOro JOMYIICHUS K paboTe JOJKEeH ObITh
0 OpMIICH TPYAOBOH JOTOBOD:

Bri6epute oquH OTBET:

c a. 3
“ b2
© c.1
“ ds
Bompoc 10

HepeBozL pa6OTHI/IKa Ha JPYI'yrO pa60Ty 110 HHUIINAaTHUBEC pa60TonaTen$1 OCYHICCTBJIACTCA HA
OCHOBAHHMU:

Bri6epute ouH OTBET:
a. CIIy>kKeOHOM 3aIHiCKH
b. npencraBienus
C. 3asBJICHUS
d. mpukasza
Bompoc 11
Kro 3anonuser auunyro kaptouky T-2:
Bri6epute ouH OTBET:
a. pabOTHUK
b. pykoBoauTeNs MOApa3aAeIeHUs

C. HAYaJbHUK OTJeNa KaJpOB

d. coTpynHuK oTaENIa KaapOB

Bomnpoc 12

B ckonbkux sk3emiusipax oopMisieTcsl aBaHCOBBIIM OTYET:



Bribepure o1H OTBET:

© a. 3

“ b4

o2

“oa

Bormpoc 13

Kako# n1okyMeHT npuiaraercst K aBaHCOBOMY OTYETY:

Br16epute oquH OTBET:
a. MpUKa3 0 KOMaHIUPOBAHUH
b. KOMaHIMPOBOYHOE YIOCTOBEPEHHUE

C. CJ'IY)KC6HOG 3aJaHuc

Bompoc 14

B kakux [gHSIX HCUHCISETCS OpOAOJDKUTCIIBHOCTE OCHOBHOI'O MW JOIOJIHHUTCIBbHOI'O
OTIIYCKOB!:

Br16epute ouH OTBET:
a. pabouyuXx U KaJeHAapHbIX
b. kaneHaapHbIX
C. Balll OTBET

d. pabounx

Bompoc 15

MuHuMalbHas NPOAOIKUTENIBHOCTD €KET0HOT0 OTIAYMBAEMOT0 OTIYCKA B COOTBETCTBUU
¢ TK P® cocraBiser:

Bribepute oauH OTBET:

C a. 40 pabounx gHE

C b. 48 pabouux el

o C. 28 pabounx qHEH

. o
d. 28 kaneHmapHbIX THEH



Bomnpoc 16

Kakoii Bua ormycka MoOXeT ObITh MPEAOCTaBI€H pabOTHUKY IO CEMEHHBIM

00CTOATENLCTBAM MU APYIruM YBAXXUTCJIIbHBIM IIPpUYXWHAM:

Bribepure ouH OTBET:
a. IOTIOJTHUTEIbHBIA OTITYCK
b. exeroHbIi OCHOBHOM OIIAYUBAEMBIN OTITYCK
C. €KErOJIHbIII OCHOBHOM OIJIAYMBAEMBII OTITYCK U JOIOJHUTEIbHBIN OTIIYCK

d. oTmyck 0e3 coOXpaHeHHs COJICPIKAHUS
Bompoc 17
Kak ocyiecTBisiercs BU3UpOBaHUE 3asBJIECHUS 00 YBOJIbHEHUN PaOOTHHKA!

Br16epute oquH OTBET:

a. pyKOBOJUTENIb CTPYKTYPHOI'O TMOJPA3AEICHUS, PYKOBOJIUTENb CIIYKObl KaJIpoB,
PYKOBOAMTEIb OPTaHU3AIUN

b. PYKOBOAUTCIIb CJ'Iy>K6LI 0€e301acHOCTH MMpCAIPpUATHUA

C. PYKOBOJUTENb CIYXObl KaJIpoB, PYKOBOIMTEIb CTPYKTYPHOTO IOApa3eieHHUs,
Oyxranrep, pyKOBOAUTENb OpraHU3aIluH

d. pykoBoAMTEb CTPYKTYPHOTO MOJApa3AeiCHUs, OyxXraarep, PyKOBOIUTEIb CIYKObI
KaJIpOB, PYKOBOJUTENh OPTraHU3alUN

Bomnpoc 18
Kaxoit n1enp cuntaercs JHEM YBOJbHEHHS paOOTHHUKA:
Bribepute oauH OTBET:

~
a. 5 neHp

b. neHpb nonyueHus TPYAOBOU KHIKKU
C. IeHb I10JJa41 3asBJICHUs

d. mocnemHuii 1eHb pabOTHI

Bompoc 19



B kakom JOKYMCHTC IIPOIIMCBIBAOTCA CPOKHU IMPOBCACHHUA aTTCCTAllMU, YCTAHABJIMBACTCA
MNEpCUCHb pa6OTHI/IKOB, noIC)Kamux arreCraliu, YTBCPIKAACTCA COCTaB aTTeCTaHHOHHOﬁ

KOMHCCHUH, TPpauK MIPOBEICHUS aTTECTALIUU:

Bribepute oguH oTBET:
d. B IIOCTaHOBJICHUH
b. B npukaze
C. B CIIy)KEOHOM 3amucKe

d. B mosioxxeHuun
Bomnpoc 20
Pe3ynbTaThl aTTeCTAIlMU 3aHOCSTCS B:

Bri6epute ouH OTBET:
a. aTTECTAlIMOHHYIO KapTOUKY
b. mpoToko 3aceaHns aTTECTAlIMOHHON KOMUCCUH
C. TPYyAOBYIO KHMIKKY

d. aTTecTalMOHHbIH JTUCT
Bomnpoc 21
Kakum o6pa3om ocymiectsisercs Beaenue opm T-2 u T-4:

Bri6epute ouH OTBET:
a. (hopma T-4 3anonHseTCs MO KeJTaHUIO pabOTHUKA
b. bopma T-4 Benetcst BMecto popmbr T-2
C. popma T-4 sBisieTcst 00s13aTETBHOM
d. popma T-4 Benercs Hapsiny ¢ popmoit T-2
Bomnpoc 22

Kakas Hagnuch aenaercst Ha TPyI0BOM KHHKKE, TPUIIEANIENH B HETOJJTHOCTD:

Bribepure o1H OTBET:
a. BbLIAH TyOiIuKaT

b. BeIIaH AyOIUKAT TPYJAOBOI KHIKKA



C. TpyZ0OBasi KHMKKA IPHUILJIA B HETOJHOCTH

d. B3aMeH BbIIaH JyOJIHKAT
Bompoc 23
[Tpu nepeBose pabOTHHKA HA APYTYIO pabOTy B HOBYIO OpPTraHU3AIHIO:
BeiGepute oauH 0oTBET:
d. IMYHOC J€JI0 YHUYTOKACTCA
b. nru4HOE neno mepemaeTcsi Ha HOBOE MECTO PadOTHI
C. JIMYHOE JIeJI0 TIepe1aeTCsl Ha HOBOE MECTO pabOThl M TaM YHUUTOXKAETCs

j"-'
d. muunoe ACJI0O HC IEPCAacTCA 1 BHOBb 3aBOAWUTCSA HAa HOBOM MCCTC

Bomnpoc 24
Ecnu B TpynoByI0 KHMKKY BHECEHA HENPaBHIIbHAS 3aIMCh, KaJPOBHK JOJDKCH:

Bribepure ouH OTBET:
a. 3a4epPKHYTh HEBEPHYIO 3aIlUCh, @ PSIOM HAIUCATh MPABUIBHYIO
b. mpu3HaTH HEBEPHYIO 3aMUCh HEJACHCTBUTEIBHON U BHECTH TIPABIIIBHYIO 3aIUCh
C. 3aBECTH HOBYIO TPYAOBYIO KHUKKY

d. HUUero He MpeANPUHIMATH
Bomnpoc 25

Eciu pa6OTHI/IK HUICT B oqepenHoﬁ OILTaYKBaeMBbIi OTITYCK, a Cpa3y IIOCJIC HCTO B y‘Ie6HLII>i

OTITYCK, MOKHO JI1 00a OTIycKa 0(hOPMUTH OJHUM MPUKA30M?

Bri6epute ouH OTBET:
a. MOKHO TIpuKa3oM 1o gopme NeT-15
b. Her, HenB3s
C. J1a, MOXHO, JUTsl TOTO CYIIECTBYET CIeNnanbHas popMma ImpHuKasza

d. CKOpPCC MOXKHO, UEM HCIIb35

8 cemecTp



Ilpakmuueckoe 3a0anue 1 (8cemecmp)
1. [lepeuncnure OCHOBHBIX IOTOKA JOKYMEHTOB.
2. B gem 3akirodaeTcs nepBuyHast 00paboTKa MocTymnarouiei KoppecroH1eHIN?
3. KeM nmpoBoauTcs rpeaBapuTesIbHOE pACCMOTPEHUE IOKYMEHTOB?
4. llepedncianTe MOPSIOK IPOXOKIACHUS UCXOSAIINX TOKYMEHTOB.
5. ChopmynupyiTe TOHATHE PETUCTpaIUs JOKyMEeHTa?
6. [Iponomxkure dpa3y «MHaekcamus TOKyMEHTOB - 3TO. ..
7. llepeuncnure NpU3HAKU 3aBEIACHHUS JIE.
8. OnumuTe npoueaypy oOpaboTKH Jieia o JUYHOMY COCTaBY.
9. Onumute Npoueaypy COCTABICHHS OMHUCH.

10. Kyna nepenatotrcs iena MOCTOSIHHOIO CPOKA XPaHEHUSI B YCTAaHOBJIIEHHOM MOPSAKE U3

BEAOMCTBCHHBIX apXI/IBOB?

Tect k paznery Nel

Bompoc 1

IToka HeT oTBeTa

be3omnacHele ycioBus Tpya 3710. ..
Bri6epute ouH OTBET:

a. yCIOBUA TpyJa, IPU KOTOPBIX BO3AECUCTBUE Ha PAaOOTHUKOB BPEIHBIX U (MJIM) OMACHBIX

HpOI/I3BO)ICTB€HHI>IX q)aKTOpOB HNCKIIFOUCHO J'II/I6O HC HpeBBIHIaeT YCTaHOBJ'ICHHBIe HOpMaTI/IBI)I (CT.
209 TK P®)

b. ycrnoBus Tpyaa, He CBSI3aHHBIE C PUCKOM JIJISI )KM3HU U 3I0POBbS YCIOBHUS TPYAa
C. YCIIOBUS TPY/Ia CBSA3AHHBIEC C PUCKOM JJISI )KU3HHU

d. ycnoBus Tpyaa, mpu KOTOPBIX COOJIOIAETCS TEXHUKA 0€30IaCHOCTH
Bomnpoc 2
HenopmupoBanHbIif paboumnii 1eHb 3TO. ..
Bribepure ouH OTBET:

a. IO TPaXKJaHCKO-IIPAaBOBOMY JIOTOBOPY
b. paboTa B upe3BbIUAHBIX 0OCTOATEIHCTBAX

C. paboTa 3a npezesiaMu HOpMalbHON IPOAOKUTEIHLHOCTH paboyero BpeMeH!

d. pabora B mpenenax padbouero AHs
Bompoc 3
[TpoomKUTEIHLHOCTD €XKEAHEBHOM paboThl (CMEHBI) /U1 paOOTHUKOB B Bo3pacte oT 15 1o 16 ner:
Bri6epute oguH OTBET:



7

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

d. 7 vacos
Bormpoc 4

JlokanbHble HOPMATUBHBIE aKThI 3TO. ..
Bri6epute oquH OTBET:

d. JOKYMCHTBHI JUIA CJ'Iy>KC6HOFO I1O0JIB30BaHUA

b.

HOPMATUBHBIC aKTbI, COACPKAITUC HOPMBI TPYAOBOTI'O IIpaBd, IPUHUMACMBIC pa60Toz[aTeneM

I

C. IOKYMECHTBHI TOJIBKO UL COTPYAHHUKOB OTAEJIa KaaApOB

d. TOKyMEHTBI JUIsl HE CIy>)KEOHOTO MOJIb30BaHUS
Bompoc 5
3asBIeHME O IIpUeMe Ha paboTy CIeqyeT aJlpecoBaTh. ..
Br16epute ouH OTBET:

d. PYKOBOJMTEIIIO OpraHru3aluu
b. Ha4YaJIbHUKY OTAC/Ia KaJI[pOB U PYKOBOJUTCIITO ITOAPA3ACIICHUA
C. CO6CTB€HHI/IKy MMpCANPUATHUA

d. B oTzen kaxpoB
Bormpoc 6
3anperaeTcsi HanpaBJIsATh B CITY)KEOHbIC KOMaHTUPOBKH:
BriGepure oauH OTBeT:

a. JKEHIIIMH, UMEIONINX JeTel B Bo3pacTe 70 5 neT 6e3 Ux coryiacus, 0epeMeHHBIX JKeHIHH
b. paboTHHKOB B Bo3pacTte 10 19 net
C. pabOTHUKOB B Bo3pacte 10 17 ner

d. paOOTHUKOB IEHCHOHHOTO BO3pacTa
Bompoc 7
TpynoBoii 10roBop ¢ paOOTHUKOM BCTYIAET B CUILY ...
BeiGepute oauH OTBET:
a. cpa3y mocJie NOAMNUCaHUsS €ero PaOOTHUKOM
b. ¢ naThl, ykazaHHOW B TPYZIOBOM JIOTOBOPE
-~
C.
C MOMeHTa (aKTHUECKOTro JOIMycKa K paboTe ¢ BeJloMa WK TI0 HOPYYEHUI0 paboToaaTems

d. cpa3y mocie noANucaHus ero pabOTHHKOB
Bomnpoc 8
HcnpiTaTenbHBINA CPOK MOKET OBITh YCTAHOBIIEH:
Bribepure o1H OTBET:

a. 10 COTTIAIICHUIO CTOPOH
b. mo yemoTrpenuto paboroaaresns
C. He OoJiee IBYX MECSIIEB

d. He Gosiee Tpex MecsIeB
Bonpoc 9



TpynoBast KHMXKKa BbITaeTCsl paOOTHUKY HA PYKH:
Bribepure ouH OTBET:

d. II0CJIE PACTOPKEHUA TPYAOBOI'O 1OIr0OBOpa
b. mocie 3akmrouenus TPpyaoBOIro A0roBopa
C. I10 €ro NMCbMEHHOMY O TOM 3aIIpoCy B JIr000€ BpCM:I

d. 1o 3aKiIrOUeHHs TPYAOBOTO JIOTOBOPA
Bormpoc 10
JlokyMeHT, (pUKCHUPYIOUIMI COTJIAlIeHHEe CTOPOH 00 YCTAaHOBJICHHWU TPYJOBBIX OTHOUICHUH WU
PETYIUPYIOIIUI NX, HA3bIBACTCH ...
Bribepure ouH OTBET:

a. TPY/I0BBIM JJOTOBOPOM
b. Tpya0BBIM KOZEKCOM
C. TPYJIOBOM KHMXKKOHM M TOMKHOCTHOM MHCTPYKLIUEH

d. mpUKa30M I10 JINYHOMY COCTaBY
Bompoc 11
[Tprkassl MO JINYHOMY COCTAaBY XPAHSTCA ...
Bri6epute ouH OTBET:

d. BMECTE C ApYTUMHM KaJPOBBIMH JOKYMCHTAMH
b. IpYHNIIMPYROTCA B OTACJIBHOC ICJI0
C. B JMYHOM JICJIC COTPYJAHHUKA

d. Ha pyKax y cOTpy/AHHKa
Bompoc 12
PaGouee mecto — 3T0:
Bribepute oauH OTBET:

a. MECTO ero MOCTOSIHHOTO MECTOHaXO0XKJIeHHUs Ha padoTe
~
b. Mecto, re paboToaTeNnpb BCeria MOKET 3acTaTh pabOTHUKA
C. MeCTO, I7ie paOOTHHK J0JKEH HaXOAUTHCS B CBA3M C €ro padoueil pyHKIuei

d. TeppuTOpHS IPEANPHUSITHUS, C KOTOPBIM PAOOTHUK 3aKJIFOUUIT TPYAOBOM JIOTOBOP
Bomnpoc 13
Konmn nokymMeHTOB, KOTOpEIe paboToaaTeNb 0053aH BBIIATh PAOOTHUKY IO €ro
BeiGepute ouH OTBET:

a. CIpaBKy O HAIMYHH JIbTOT

b. muceMeHHOMY 3asBICHHIO

®

C. cripaBKy 00 yruiate mpo(cor3HbIX B3HOCOB

7

d. xonuro I[IprKasa o rMpueMe Ha pa60Ty

Ilpakmuueckoe 3a0anue 2 (8 cemecmp)

Ornummre IMpoNHeCC MOATOTOBKU KAAPOBBIX JOKYMEHTOB K apXUBHOMY XPaHCHUIO.
[Tponomxure dhpazy «Ixkcnepmuas KOMUCCUA. ..

Ornumute mporece ohopMIICHHS JieTa.

Onummre nponecc nepcaavuun A1 Ha apXUBHOC XpPaHCHUC.

NS



5. 3anogHuTe TAOIHITY

OTKJI0HEHUS oT YCTAHOBJICHHOI'O

pexnMa

JdoxymeHT

Kon

byKBeHHBIN

[udposoii

HpOI[OJ'DKI/ITeJ'IBHOCTB pa6OTBI B JHCEBHOC

BpeMs

[TpomoIKUTETBLHOCTh PAabOTHl B HOYHOE

BpeMsI

[Ipukas
PYKOBOAUTEA
OpraHu3aLuu
[IPUBJICYCHUN

pabote

Pabora B BbIXOAHBIE U PA3JHUKU

IIpukas
[PYKOBOJIUTEIS
OpraHu3auu
[IPUBJICUCHUN

pabote

CsepxypouHas pabora

IIpukas
[PYKOBOAMTEIIS
OpraHu3auu
[PUBJICYCHU U

pabote

HpOI[OJ'DKI/ITeJ'IBHOCTB pa6OTLI BaXTOBBIM

METOI0M

CnyxebHast KOMaHIUPOBKa

[Tpukas

HaIllIpaBJICHUU

MOJITHCHIO
[paboTHHUKa,

o opMIIEHHOE

11 OTYET O

KOMaHJIUPOBKY

[yIOCTOBEPEHHE,

[KOMaHIUPOBOYHOC

ciy>)keOHOe 3a/1aHNe

€ro




BBITIOJTHEHU U

[Tpuka3 0
HaIpaBJICHUU HA|
[ToBbImieHne KBaMU(UKALUU C OTPHIBOM OT|KYPCHI TTOBBILICHHUS
paboThI KBaTUpUKAIIMA ~ C
[10/IITUCHIO
[pabOTHHKA
[Tpuka3 0
HaIpaBJICHUU HA|
[ToBbimeHne KBamu(pUKAUU C OTPHIBOM OT|KYPCHI  ITOBBILICHHUS
paboThI B IPYroil MECTHOCTH KBaTM(PHUKAIUKA ~ C
[OJIITUCHIO
[paboTHUKA

[Ipuka3 00 oTmycke

Exeronueiii OCHOBHOH  OIIaYMBaE€MBbIi
C HOIMUCEHIO
OTITYCK
[paboTHHKA
[Ipuka3 06 ormycke
Exxeronunrit JOIOJIHUTEILHBIN
C MOINCHIO
OIUIAYMBAEMBINA OTIIYCK
[paboTHUKA

[Ipuka3 06 ormycke

06y‘-IElIOH.II/IXC$I 0e3 OTpbIBa OT IIPOU3BOJACTBA (|

HIaCTUYHBIM COXPAHCHUCM 3apIlIaThl

Y4eOHBIE  OTHYCK C  COXpaHEHHEM
C MIOJIIHACHIO
3apIuiaThl
paboTHUKA
TpynoBoi 10roBOD,
B KOTOpOM|
CoxkparieHHas MIPOJOJKUTEIBbHOCTD
[TPOIKCaHBI
pabouero BpEMEHHU TUTST pPabOTHHKOB,
yciaoBus — pabouero

BpEMEHM, TPUKA3 O
HaIpaBJIeHUN HA|

00ydeHue

VY4eOHblii  oTmyck  0e3  coXpaHEHHUs

3apIuIaThl

[Ipuka3 06 ormycke
C TIOJITUCHIO

[paboTHUKA




OTtnyck 1o 0epeMeHHOCTH U POJaM B CBSI3U

C YCBIHOBJICHUEM HOBOPOXICHHOI'O pe6eHKa

BOoJILHUYHEIN JTUCT

Otnyck mo yxony 3a peOeHKOM J10

MTOCTHIKCHUS TPEXJICTHETO BO3pacTa

[Ipukaz 06 ormycke
C MOITHUCHIO

paboTHUKA

OTnyck 03 coxpaHeHUs 3apIuiaThl C pa3pelieHUs]

[Ipuka3 06 ormycke

C MTO/IMTHUCHIO
paboTonaTes

[pabOTHHKA

[Tpuka3 00 oTIycKe
Otnyck 0e3 coxpaHeHHs 3apiuiiaThl  IpH

C MOJITUCHIO
YCIIOBHSX, IPEIyCMOTPEHHBIX 32aKOHOM

[paboTHHKA

[Ipuka3 00 oTmycke

OBITOBBIX TPaBM, OTITYCKa I10 YXOAY 3a O0JIbHBIMU

1 110 KApaHTHUHY)

E>xeroqHpIii  JOMONHUTENBHBI  OTIIyCK — 0e3

C TIO/IITHCHIO
COXpaHEHHS 3apILIATHI

[paboTHHKA
BpemeHnHass ~ HETpPyI0CHOCOOHOCTb (xpome

BOJILHUYHBINA JTUCT

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

KApaHTHHY

CripaBkH
MeTUITTHCKUX

YIpEKACHUN

CokpallleHHass MPOJOKUTEIHHOCTh pabouero

TpynoBoi 10roBop,
C

COOTBCTCTBYIOIIMMU|

BpEMEHU [YCJIOBUSIMU, IIPUKA3
[PYKOBOJIUTEIS
OpraHu3auu
Pemenue cyna,
Bpemsi  BBIHYXACHHOIO MPOTryla B CIHYHAC (\ o o
[PU3HAHMS YBONBHEHNS, NEPEBOJA Ha APYIYOh,unopiiv  criopam
paboTy MK OTCTPaHEHHs OT PabOT HE3aKOHHBIMHY, .- npeTHcanye
C BOCCTAaHOBJICHHEM Ha MpexHel padore rOCY1apCTBEHHOTO
MHCIIEKTOpa 10




TPy, MpUKa3
[PYKOBOJHUTENS
OpraHu3aIu 0

BOCCTAaHOBJICHHHN Ha

padote

HeBbixon Ha paboTy BO BpeMsl BBINOJTHEHUS

roCyaapCTBCHHBIX Ui O6HI€CTB€HHBIX

00s13aHHOCTEN

[Tpuka3
[PYKOBOIHUTES

OpraHu3aIu

[ Iporyiib

JloxnagHbIe
BaruCKU
[PYKOBOJIUTENEH
[oIpa3/IeICHUM,
00BSICHUTEIIbHBIE
BaruCKU
COTPYAHHUKOB,
MPUKA3bI
BBIHECEHU U
ITUCIUATITUHAPHOTO
B3BICKAHUS,

AKThI|

KOMHCCHUH U [Ip.

HpOI[OJ'DKI/ITeJ'IBHOCTL pa60TBI B PCKUMCE

HCIIOJTHOT'O pa6oqer0 BPEMCHHU 110 MHHUIIUATUBC

Y ciioBHsSL TPyAOBOTO

I0r0BOpa, MpPUKa3bl

110 OCHOBHOU
paboTomaTens

e TeIIbHOCTH
BeIxoHBIC U TIPA3THUYHBIC JTHH —

[Ipukas 0
JlommoTHATE b HBIC BBIXOJHBIC JTHU[ITPEIOCTABICHUH
(oTuTaYNBaEMBIC) ITOTIOTHUTEITLHBIX

BBIXOIHBIX THEH
JlommoTHUTE TbHBIC BBIXOJTHBIC JTHY|

?

(oruTauMBaeMebIe)
3abacToBKa

Pemenue




[TPOBEICHUHT
3a0aCTOBKH,
[IPUHSITOE
[pPEICTaBUTETHHBIM
OpraHoM

[PaOOTHHKOB

HessBKM 10 HEBBISCHCHHBIM InpuirvHam (I[O

BBISICHCHUS OOCTOSITEIIbCTB)

OTCYTCTBYIOT
TOKYMEHTHI,
00BSCHSIOIINE
[IPUYMHBI
OTCYTCTBHS
COTPY/IHHKA HA|

pabote

Bpewms npocTos 1o BUHE paboTo1aTeNs

Bpemst npocTos 110 IpUYMHAM, HE 3aBUCALLUM OT|

paboTonaTesns U pabOTHUKA

3asBiIeHHE
[pabOTHHKA O Hayaye

[IPOCTOS

Bpems npocTos 1o BUHE pabOTHUKA

AKT O TOM, HTO
[pabOTHUK
COBEPLIMII
HEIpaBOMEpHbIE
NEHCTBHSI, KOTOPBIE
[IPUBEIIN K|
[IPOCTOIO,
00BSICHUTENbHAS

Bamucka pabOTHHKA

OtcTpaneHue OT paboThl (HEIOMyIIEHHE K

paboTe) ¢ omnaTon

[Tpukas 00
OTCTPAHEHUH oT
paboThI

OtcTpaneHue OT paboThl (HEIOMyIIEHHE K

paboTte) 6e3 ormnaTsl

Bpemsi nmpuocTaHOBKM pabOThl MpH 3aJepiKKe

3asBIIcHNE




3apa0OTHOM TJIATHI [pabOTHHKA 0
MPUOCTAHOBKE

paboThl B CBSI3U C

3a7EPIKKON
3apruiaThl
6. 3anoJHUTE TAOJIHITY
Cpox
Ha3zBanmue xypHaja
XpaHeHus!
DKypHanbl (kHUTH) IpUeMa, epeMelieHus (IepeBojia), yBoJIbHEHUS paOOTHUKOB ?

}KypHaJ'IBI (KHI/IFI/I) ydacTa KOMaHIUPOBOK nu BblAa41 KOMaHIUPOBOYHBIX|

. 5 ner
YI0OCTOBEpEHU
DKypHanbl (KHUTH) ydeTa OTIyCKOB ?
DKypHanb! (KHUTM) ydeTa JMYHBIX JIeJ1, IMYHBIX KapTOueK, TPYJOBbIX JOIOBOPOB ?
KHura yuera qBMKEHUS TPYIAOBBIX KHMKEK W BKJIAIBIIICH K HUM ?

DKypHanbl (KHUTH) BbIIa4M CIIPaBOK O 3apabOTHOM Iu1aTe, CTaxke, MecTe paboThl

Tect Kk pazmeny Ne2

Bompoc 1
CaepxypouHast paboTa — 3TO:
Bribepute oauH OTBET:

f'
a.

pabora, mnpousBoguMas pabOTHUKOM IO HWHHUIMATHUBE paboTojarens 3a MpeaeraaMu
YCTaHOBJIEHHOM MPOJI0JKUTEILHOCTH Pab0oUero BpeMeHH, exXeTHEBHOM paboThl (CMEHBI), a TAKKe
paboTa cBepX HOPMAJILHOTO YKcia pabouuX 4acoB 3a YUETHBIN MepHO]

b. pabota 1o coriamneHuo0 CTOPOH
C. JIOTIOJTHUTENIbHAs paboTa M0 COTIAIICHUI0 CTOPOH

d. paboTa 1o BBIXOTHBIM U B HOYHOE BpeMs
Bompoc 2
[IpaBo Ha oYepeHOMN OTITYCK Y paOOTHHKA BO3HUKAET:



Bri6epute oquH OTBET:

a. 110 UCTEUYEHNH 6 MECSIIEB
~
b. 1o ucreuennu 2 mecsuen
C. cpasy IocJie 3aKJII0UeHUs TPYI0BOTO JOrOBOpa

d. mo ucteyenuu 1 roja c MOMEHTa 3aKJIFOYCHHUS TPYAOBOTO IOrOBOPA
Bompoc 3
TpynoBoit apOuTpax 3To0...
Bribepure ouH OTBET:

a. MOCTOSIHHO JICHCTBYIOIIMI CyAeOHBII OpraH 1o pacCMOTPEHHIO TPYAOBBIX CIIOPOB
-
b. komMuccust 0 TPYAOBBIM CIIOPaM
C. BPEMEHHO JEHCTBYIOIINI OpraH [0 PACCMOTPEHUIO KOJJIEKTUBHOTO TPYLOBOTO CIIOpa

d. KoJuternanbHasi KOMUCCHUS
Bompoc 4
JInuHOE €710 3aBOUTCH ...
Br16epute ouH OTBET:

d. Ha KaxXa0ro pa6OTHI/IKa
b. Ha pYKOBO,Z[I/ITCHeﬁ U1 OTBETCTBEHHBIX MCHOJHUTEICH
C. Ha KaXX10ro BTOPOro pa6OTHI/IKa

d. HapymmTesel TpyIOBOH AUCIUILUIMHBI KJIMEHTOB (DUPMBI
Bompoc 5
CtpyKTypa KaJipoBOH JOKYMEHTAIIUHU BKIIIOYACT B ceOs:
BriGepute ofuH OTBET:

a. IPUKAa3bl 110 JIMYHOMY COCTaBY

. o o
b. mpukasbl M0 aIMHUHUCTPATHBHO-XO03HCTBEHHOM JEITEIBHOCTH
C. IEPENMUCKY C BBIIIECTOSIIEH OpraHu3anuen

d. mpuKa3bl M0 OCHOBHOM JICATEILHOCTH
Bomnpoc 6
Pabota B HOUHOE Bpemsi — 3TO paboTa:
BeiGepute ouH OTBET:

f"

a. ¢ 23 4yacoB 110 5 yacos
~

b. ¢ 22 gacos 10 6 yacos
~

€. ¢ 20 gacoB 10 4 yacoB
f_.

d. ¢ 21 gaca g0 5 yacoB
Bormpoc 7
[TepeBon pabOTHHKA HA TIOCTOSHHYIO Pa0OTy B APYTyIO OPraHU3AIUIO JINOO B IPYTYI0 MECTHOCTh
BMECTE C OpraHM3aIueil J0myCKaeTCs:
BriOepure o1H OTBET:

a. TOJIbKO C TUCBMEHHOTO corjiacusi pabOTHUKA
-~

b. ¢ cornacus npo¢cor3HOro OpraHa

C. C COIJIaCHsl YWICHOB CEMbH Pa0OTHHKA

d. ¢ cornacusi BceX WICHOB MPO(CO03HON OpraHH3aIiH
Bomnpoc 8



JIOKyMeHT, yCTaHaBIMBAIOIINHA NOPSIOK 00pabOTKH MEPCOHATBHBIX TaHHbBIX, HA3bIBACTCS:
Bribepure ouH OTBET:
© a. IlonosxeHneM o 3amuTe MepCOHATBHBIX JTaHHBIX

b. nepeunem KoHUACHINATBHONW HHPOPMALIUH

c. Ilonoxxennem o nepconaie

d. Tpy10BBIM JIOTOBOPOM
Bompoc 9
IToka Het oTBETa
UtoObl mONYYHTH 3apabOTHYIO IIIaTy 3a 3a00JICBIIETO CYNpyra/cynpyry HEoO0X0IuMO
MPEIOCTABUTH ...
BriGepute ofuH OTBET:

a. CBUIICTEIBCTBO O Opake
b. mOBEepEeHHOCTH U MacopT
C. 3asIBJICHUE M MACTIOPT CyIpyra

d. pacriucka
Bormpoc 10
PabGotHuk, Ha KOTOpOoro o¢opMIeTCS JUYHOE [ell0, MPEICTABISAET COOCTBEHHOPYYHO
3aI10JIHEHHYIO:
Bri6epute ouH OTBET:

a. BBIITUCKY M3 MPHUKa3a O IpUeMe Ha paboTy
b. aHKeTY WM JTMYHBIH JIMCTOK 110 YYETY KapOoB
C. buorpaduro

d. mpoce0y o mpreme Ha paboTy
Bomnpoc 11
HcnpiTaTenbHbIN CPOK NIPU MIPHEME Ha pabOTy HE yCTaHABINBAETCS:
BeiGepute ouH OTBET:
a. OepeMEeHHBIM KEeHIHaM
-~
b. naBanugam
C. PYKOBOOUTECIISIM

d. muiam mooske 16 net
Bomnpoc 12
ATtTecTanus pabOTHUKA 3TO. ..
BriGepure oauH OTBeT:

a. OIIEHKa JAESITeTbHOCTH PA0OTHHKA 33 OTYETHBIN MEPUOJT
b. BbIsIBIICHHE HanOoJee KBATU(DUIIMPOBAHHBIX PAOOTHUKOB JIJIsI TOOIIPEHHSI
C. OIIEHKa PO ECCHOHATIBHBIX KauyecTB paOOTHUKA

d. onpenenenue kBanupuKanuu paboTHIKA
Bompoc 13
Jomnyckaercs: opopMiIeHHE pacloOpsIUTENbHBIX JOKYMEHTOB IO JIMYHOMY COCTaBy HE I10
YHUPUIIMPOBAHHOU (hopme pu
Bribepure ouH OTBET:

d. Ipea0CTABJICHUM OTITyCKa

b. pacTopkeHHH TPYIOBOTO TOrOBOpa



C. I3MEHECHHNH OnoTpadUuecKuX JTaHHbBIX

d. 3akmrouenuun TPYAOBOI'O I0roBopa C HCIbITATCIIbBHBIM CPOKOM

Konmponsnas paboma (8 cemecmp)

HeobxonmuMo BbIOpaTh NpaBHIBHBIE OTBETHI, a IOCIE€ OOOCHOBaTh BHIOOP TOITBEPIUB
koMMeHTapusaMu. KoHTponbHy0 paboTy Heo0xo1uMo 0OpMUTh B HAJIJIEKAIEM BUJIE, @ UMEHHO
HE00X0UMO O(GOPMUTH THUTYIBHBIM JUCT C 3aroJIOBOYHOW YacThbi0 M HAUMEHOBAHHEM BHJA
paboThl, MECTOM COCTaBJICHHUS M OTMETKOM O BBIIIOJIHEHUH U NpoBepke Bareit paboThl.

Kenaro ynaum.

1.0cHoBHBIEe TpeOoBaHUsA K OQOPMJIEHMIO KAJAPOBOW JOKYMEHTAIMM B OPraHU3alUu
npeabsiBIeHbI:

1) TpynoBbiM kosiekcom PO

2) YcraBoM opraHu3anuu

3) ICaAoy

4) UHcTpyKuuel o KajpoBOMy JIE€I0IPOU3BOJCTBY

2. HopmaTuBHBIi aKT, 00S3bIBAOIIMH padoTogaresisi JOKYMEHTHPOBATH TPYAOBYIO
NeATeIbHOCTh PA0OTHHKA. ..

1) Pacnopsixenue [IpaBurensctBa PD ot 23.04.1992 Ne781-P «O xpaHeHuH JOKYMEHTOB IO
JUYHOMY COCTaBY»

2) TpynoBoii konekc PD

3) Ilocranosnenue IlpaBurensctBa PO ot 16.04.2003 No225 «O TpynoBbIX KHHKKAX»

4) IlocranoBinenne Muntpyaa P® ot 10.10.2003 Ne69 «OO0 yTBepkACHUM WHCTPYKIUHU IO
3aI0JIHEHUIO TPYIOBBIX KHUKEK»

3.JIpaBoBoii aKT, MNEPEYHCIAIMHA BHABI [JOKYMEHTOB, MPEIOCTABJISECMBIX MPH
3aKJII04YeHUH TPYI0BOIO 10roBopa...

1) YcraB opranuzanuu

2) [IpaBuiia BHYTPEHHETO TPYA0BOTO paclopsIKa OpraHu3auu

3) ITonoxxeHue o nepcoHase OpraHu3anuu

4) TpynoBoii kogekc PO

4. Heo0xonmMocTh 0(popMIIeHHE JIMYHBIX €] PA0OTHHKOB PErjJiaMeHTHPOBAHA:

1) OKY

2) OCHOBHBIMU NIpaBWJIaMH pabOTHI APXUBOB OpraHU3alUn

3) IlpaBunamMu BHYTPEHHETO TPYIOBOTO paclopsiaKa

4) IlepeuHeM THUMOBBIX YIPABICHYECKHX JIOKYMEHTOB, OOpa3ylolMXcs B JESATEIbHOCTH
OpraHu3aluii, ¢ yka3aHueM CPOKOB XpaHEHUs

5. TpynaoBble IEHCHH YCTAHABJINBAIOTCH M BBIIVIAYMBAIOTCS B COOTBETCTBHH..

1) @3 «O rocyaapcTBEHHOM IIEHCUOHHOM o0ecrieueHuu B POy

2) @3 «O TpynoBBIX NEHCUAX B PDy

3) @3 «O BerepaHax»

4) @3 «O06 006s3aTeTLHOM EHCUOHHOM CTpaxoBaHuH B POy

6. Iopsinok odopmieHusi, BeleHUs1 U XpPaHEHHUs] TPYAOBbIX KHHMKeK, BKJAJbIIIEeH B HHX,
Ay0JHMKATOB TPYAOBBIX KHHKEK PerjJaMeHTHPOBAaH...

1) Tpynoseim Konexcom PO

2) YroaoBHBIM KojieKcOM PD

3) [Mocranosnenune IlpaButenbctBa PD o1 16.04.2003 Ne225 «O TpYyIOBBIX KHIKKAX»,
[TocranoBnenne Muntpyna P® ot 10.10.2003 Ne69 «OO6 yTBEp>KICHUM HWHCTPYKIUU IO
3aIOJIHEHUIO TPYAOBBIX KHIDKEK

4) NHcTpyKuMe 1o KapoBOMY JIEIONPOU3BOJICTBY OpraHu3alun

7. JlokyMeHTBI, IpeAbsBJsieMble IPH NIpHeMe HA padoTy:



1) TpynoBas KHMXKKA, JOKYMEHT, YAOCTOBEPSAIOIINN JTHUYHOCTD

2) TpyZoBasi KHW)XKKA, JTOKYMEHT, YJOCTOBEPSIONIMIA JHYHOCTh, TOKYMEHTHl BOMHCKOTO Y4eTa,
JOKYMEHT 00 00pa30BaHHUU, CTPAXOBOE CBUJIETEILCTBO TOCYIAPCTBEHHOTO TEHCHOHHOIO
CTpaxOBaHMUs

3) TpyaoBas KHWXKKa, JOKYMEHT, ynocToBepsitomuid ymuHocts, MHH, crpaBky o cocTossHuun
3/10pOBbSI

4) TpynoBasi KHIXKKa, TACTIOPT, JOKYMEHThI BOMHCKOTO Y4eTa, XapaKTepUCTHUKa

8. IIpn oopMmiIeHUH TPYAOBBIX NPaBOOTHOIIEHUIT 00s13aTeIbHBIM
JAOKYMEHTOM,PErlIaMEHTUPYIOIIUM 00s13aTEIbCTBA CTOPOH, SIBIISICTCS:

1) 3asBreHUE O IprEeMe Ha paboTy

2) KOJIJICKTUBHBINA JIOTOBOP

3) TpyZI0BOE COIJIAIlIEHHE

4) TpyIOBO# TOTOBOP

9. CTpyKTYypa KaJgpoBoOii JOKYMEHTAIlNH BKJIKOYaeT B ceds:

1) mpuka3bl 10 OCHOBHOM JESTEIbHOCTH

2) mpuKa3bl 10 aIMMHUCTPATUBHO-XO03SIMICTBEHHOM J1€ATEIbHOCTH

3) mepenucky ¢ BBIIIECTOSIICH opraHu3anuei

4) npuKasbl M0 JUYHOMY COCTaBY

10. [lokymMeHT, YCTAHABJIMBAKIIUH NOPAIOK 00padOTKH NeEepPCOHAJBHBIX [AHHBIX,
Ha3bIBaeTCs

1) TpyOBBIM 10TOBOPOM

2) nepeyHeM KOoH(MUICHIIMATIbHON HHOpMAaIun

3) IlonoxeHueM o 3aluTe NePCOHAIbHBIX JTaHHBIX

4) [TonoxxeHuem o nepcoHasne

11. PaGoTHUK, HA KOTOpPOro odopmJisieTcsl JUYHOE J1eJ10, IPEACTAB/ISAET COOCTBEHHOPYYHO
3aM0JIHEHHYI0

1) mpocrOy o nmpueme Ha paboTy

2) BBIMKCKY U3 MPUKa3a 0 MpueMe Ha paboTy

3) 6uorpaduro

4) aHKeTY WU JIMYHBIHA JUCTOK 10 Y4eTy KaJpoB

12. lonyckaercsi opopmiieHHEe PAaCIIOPSIAUTEIbHBIX JOKYMEHTOB 10 JIMYHOMY COCTABY He 10
yHH(puuupoBanuoi ¢popme npu

1) u3MeHeHHU OHOTrpadUIECKUX JaHHBIX

2) 3aKJIIOYEHHU TPYIOBOTO JIOTOBOPA C UCIIBITATEIBHBIM CPOKOM

3) pacTopKeHUH TPYIOBOTO JOrOBOPA

4) mpemaoCTaBICHUH OTIyCKa

13. Bu3bl, KakKMX JO/LKHOCTHBIX JIML, BKJIOYaeT B cedsi pekBU3UT «CoriacopaHo» npu
3aKJIIOYECHHH TPYA0BOI0 J0roBOpa Npu npueMe Ha padory?

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

2) BU3 HE HYKHO

3) pyKOBOIUTENSI CTPYKTYPHOTO TIO/Ipa3ieTIeHUs

4) ropucra

14.Kakue 10KYMEHTBI, perJIaMeHTHPYIOT YIIPaBJIeHHE NIEPCOHAJIOM OPraHU3anMu?

1) npuKasbl 1O JINYHOMY COCTaBY

2) TpyIOBBIE KHIDKKHA COTPYIHUKOB

3) nuuHbBIE A€Na COTPYIHUKOB

4) opraHn3alMOHHO- MPAaBOBbIE JOKYMEHThI OpraHU3aluu

15. Kakoii 10KyMeHT, perjiaMeHTHPYeT NOPSAOK OPraHU3alii U NPOBEJACHUS aTTeCTALUH
nepconaJa?

1) [Tonoxenue o nepcoHase

2) [Tonoxxenue o0 aTTecTallvy epcoHaa

3) rpaduk MpoBeIeHUS aTTeCTAIluN

4)YcraB npeanpusITHs

16. Y4eTHBIM KagpOBBIM JOKYMEHTOM SIBJISIETCH. ..



1) mucpMo-TIpUTIalieHue Ha paboTy K IPyroMy paboToIaTeto

2) u3BeIIEHUE C MIPOCHOOU IBUTHCS JIJIsI O3HAKOMIICHHSI C TIPHUKA30M

3) 1Uu4yHOE JeNI0 COTPYAHHKA

4) npeacTaBieHUE O MOOIIPEHUH

17. Cko01bKO BpeMeHHU A0/KHBI XPAHUTBLCA JTUYHBIE [1eJ1a PYKOBOAMTE el Opranu3auuu?

1) mocTostHHO

2) 50 net

3) 75net

4) omnpeenseT KaapoBbIii pabOTHUK

18. KTo npuHnMaeT pelnieHne o BblJIeJIECHUH KAPOBbIX IOKYMEHTOB K YHUUYTOKEHUIO?

1) Ha"yaTbHUK OT/IENa KaJIpOB

2) IUPEKTOP MO MEePCOHATY

3) pyKoBOUTENb OPraHU3alUN

4) skcniepTHasi KOMUCCHUS

19. K10 noanucsiBaeT BHYyTPEHHIOK ONUCH IOKYMEHTOB J1eJia?

1) cocraBuTeH

2) paOOTHHK CITY>KOBI JOKYMEHTAIMOHHOTO O0eCTieueHust

3) MHCHIEKTOp OT/elNa KaJpoB

4) apXuBHCT

20. Bbi0epuTe HCTUHHOE YTBEP KIEHUE:

1) nena MpUKa30B 1O JIMYHOMY COCTaBY IOJICKAT ITOJTHOMY O(OPMIICHHIO

2) nena MpUKa30B MO JIMYHOMY COCTaBY MOJIEKAT YACTHIHOMY O(DOPMIICHHUIO

3) nmena MPUKA30B IO JUYHOMY COCTaBY TOJUICKAT O(DOPMIICHUIO B 3aBHCHMOCTH OT CpOKa
XpaHeHUs

4) nena MPUKA30B 0 JTUYHOMY COCTaBY HE MOJICKAT 0()OPMIICHUIO

21. ITocTosiHHOE XpaHEeHHE KAAPOBBIX JOKYMEHTOB /I0/KHO OCYIIeCTBJISTHCS:

1) npu MOCTOSSHHOM €CTECTBEHHOM OCBEILIEHUHU

2) B TEMHOTE

3) B cyXOM BO3/1yX€ MPHU MOCTOSTHHOW BEHTHIISIIIIN

4) ocoOBIX TpeOOBaHMIA HET

22. IIpoBepka HAJUYHUSI W COCTOSIHUSI IOKYMEHTOB OCYIEeCTBJISAETCS:

1) He pexe yeM OJUH pa3 B MATh JET

2) eXKeroJiHO

3) mo Mepe HEOOXOIUMOCTH

4) 1o JxeJaHuI0 apXUBHOIO pabOTHUKA

23. Bbl roroBuTe K Imepeaaye B apXuB Jeja NPUKAa30B MO JUYHOMY cocTaBy. B xonme
00padoTKH y3HaeTe, uyTO Bam najiexuii npeamecTBeHHUK He Pa3/ieisi B 1eJ10NPOU3BOACTBE
NPHUKA3bI N0 JUYHOMY COCTABY /JA0JIOBPEMEHHOr0 M KPATKOCPOYHOI0 CPOKOB XpaHEHHS.
Bce nena chopmupoBaHbl 0e3 yuyera IJIMTEILHOCTH XpPaHEeHHs JOKYMEHTOB. Bamm
AEeHCTBUA:

1) nepedopmupyro e7a B COOTBETCTBHH CO CPOKAMHU XPaHCHHsI, COCTABIIIO HOBBIC BHYTPEHHHUE
OTIHCH

2) mepedopMUPYIO Jiea B COOTBETCTBHH CO CPOKAMH XPaHCHHS, IMEPECHYMEPYIO MPHUKA3BI 110
MOPSIIKY, CAENal0 MOMETKU B PETUCTPALIMOHHOM KYPHAJIE, COCTABIIIO HOBBIE BHYTPEHHHE OMHCH
3) 6yny oOpabatpiBaTh /ie7a B TOM BUE, KaKk OHU C(HOPMHUPOBAHBI

4) He Oyay HUYETO JenaTh ¢ yKe chopMUpOBAHHBIMHU JETIaMU, a Mocieayroiiee GopMHUpPOBaHUE
Jie)t Oy Ty BECTH B COOTBETCTBUH C TPEOOBAHUSIMH 110 CPOKAM XPAHCHHS

Hmozoewvtit mecm no kypcy "Kaopoesoe denonpou3e00cmeo u apxugvt 00OKYMeHmMo8 no
auynomy cocmagy' (2 cemecmp)



Bompoc 1
HenopmupoBanHbIi paboyuii JeHB 3TO...
Bribepure o= OTBET:

a. 10 TPakJaHCKO-TIPAaBOBOMY JIOTOBOPY
b. pabota B upe3BBIYaHBIX OOCTOSITEIBCTBAX

C. paboTa 3a npejesiaMyu HOpMaIbHON MPOAOIKUTEIBHOCTH pab0Yero BpeMeH!

d. pabora B mmpeaenax pabodero IHs
Bomnpoc 2
JlokanbHBIC HOPMATHBHBIC aKTHI ATO. ..
Bribepure ouH OTBET:

a. AOKYMCHTBI IJIA CJIy)KC6HOF0 IIOJIb30BaHUA

b.

HOpPMAaTHUBHBIE aKThl, COEpKAILE HOPMBI TPYAOBOIO IIpaBa, IPUHUMAaeMbIe padoToAaTENEM

o~

C. JOKYMCHTHI TOJIBKO JUII COTPYIHHUKOB OTACIa KagpOB

d. TOKYMEHTBI JIJIsl HE CITY’)KEOHOTO TI0JIb30BaHHUS
Bompoc 3
JloKyMeHT, (pUKCHPYIOUIMI COTJIAIIEHHE CTOPOH 00 YCTAaHOBJICHHWW TPYJOBBIX OTHOUICHUH WU
PEryIupyroIuil UX, Ha3bIBAETCH ...
Bri6epute ouH OTBET:

a. TPYJOBBIM KOJEKCOM
b. TpymOoBO#l KHUKKOH M JTOKHOCTHON MHCTPYKITUEH
C. TPY/IOBBIM JJOTOBOPOM

d. mpuKa3om 1Mo JTUYHOMY COCTaBY
Bomnpoc 4
3amnperiaercss HaIpaBJATh B CIIyKeOHbIE KOMaHIUPOBKH:
BriGepute ofuH OTBET:

a. JKEHIIIMH, UMEIOIINX JIeTei B BO3pacTe 10 5 JeT 6e3 uxX coriacus, OepeMeHHBIX )KEHIIUH
b. paboTHHKOB B Bo3pacTte 10 19 net
C. paOOTHUKOB IEHCHOHHOTO BO3pacTa

d. paboTHHKOB B Bo3pacte 10 17 et
Bompoc 5
CaepxypouHas paboTta — 3T0:
Bri6epuTe ouH OTBET:

a. pa60Ta 110 COIJIAIICHUIO CTOPOH

b. paboTa 1m0 BEIXOJHBIM U B HOUHOE BPEMs
r-

C.
pabora, mpousBoaMMas paOOTHUKOM TI0 HWHUIMATHBE paboTojaTens 3a TmpeaeraMu
YCTaHOBJICHHOM MPOJIOJKUTEIILHOCTH Pab0Uuero BpeMeH , eXKeTHEBHOM paboThl (CMEHBI), a TAKKE

paboTa cBepX HOPMAJIBHOIO YKcia padounX 4acoB 3a YUETHBIH NEpUOJ

d. monoyHUTENBHAS paboTa IO COTJIAICHUIO CTOPOH
Bomnpoc 6



UtoObl mONYYHTH 3apabOTHYIO IIIaTy 3a 3a00JIEBIIETO CYNpPYra/cympyry HEoO0X0IuMo
MPEIOCTABUTH ...
BriGepute ouH OTBET:

a. pacmucka
b. cBuaETETHCTBO O Opake
C. 3asIBJICHKE U MACIIOPT CyIpyra

d. TOBEpEHHOCTh U MACIOPT
Bompoc 7
[TepeBon pabOTHHKA Ha TIOCTOSTHHYIO PadOTy B APYT'yI0 OPTaHU3AIUIO JINOO B IPYTYIO MECTHOCTh
BMECTE C OpraHU3aIMei TOMyCKaeTCs:
BriGepute ofuH OTBET:

a. TOJILKO C TUCBMEHHOTO Corlacusi padOTHUKA
-~
b. ¢ cornacus npogcor3HOro Oprana

C. ¢ coryiacus WICHOB CEMbHU pa6OTHI/IKa

d. ¢ cornacus Bcex 4ieHOB MPO(COIO3HOM OpraHU3alum
Bormpoc 8
[Tpuka3bl MO JIMYHOMY COCTaBY XPAHSITCH ...
BeiGepute ouH OTBET:

d. Ha pyKax y COTpyaHHKaA
b. BMecTe ¢ pyriuMu KaJpoBbIMU JOKYMEHTaMHU
C. TpyHIHUpPYyIOTCS B OTACIBHOC CJIO

d. B IMYHOM JieIe COTPYAHUKA
Bompoc 9
JInuHoe neno 3aBoguTCs ...
Bri6epute ouH OTBET:

a. Ha pyKOBOJUTEJEH U OTBETCTBEHHBIX UCIIOJHUTENEH
r-
b. Ha KaX10r0 BTOPOro paboOTHHKA
C. Ha KaXXJI0ro pabOTHHUKA

d. HapymmTeNneil TpyJOBON TUCHHUIUINHBI KITMEHTOB (PHPMBI
Bomnpoc 10
PaboTtHuk, Ha KOTOporo odopmisieTcss JUYHOE [IeNI0, TIPENCTaBIsIET COOCTBEHHOPYYHO
3aII0JIHEHHYIO:
BriGepure oauH OTBeT:

a. BBIMMKMCKY M3 MPHKa3a O IpueMe Ha paboTy
b. mpockOy 0 pueme Ha paboTy
C. aHKETY WJIM JINYHBIH JIMCTOK 10 YUeTy KaJpOB

d. ouorpaduro
Bonpoc 11
CrpyKTypa KaJpoBOi JOKYMEHTAIlMH BKJIIOYAeT B ceOs:
Bribepute oauH OTBET:

a. MpHUKa3bl O aJIMI/IHI/ICTpaTI/IBHO-X03${f/’ICTBeHHOI\/’I JCATCIIBHOCTH

b. IIPHUKA3ELI 11O OCHOBHOM JIeSIT€IbHOCTU



C. MPUKa3bl O JUYHOMY COCTaBY

d. mepenucky ¢ BBILIECTOSAIICH OpraHu3amueit
Bomnpoc 12
Komuu 1okymeHTOB, KOTOpbIe paboTOAaTENh 0053aH BBLAATH pAOOTHHUKY 110 €r0
Bribepure ouH OTBET:

f’_
a. MUCbMEHHOMY 3asIBJICHUIO
r-
b. cipaBky 00 yruiate npodcor3HbIX B3HOCOB
P
C. KOIIHIO MPHUKa3a o nmpueme Ha paboTy
~

d. cipaBKy 0 HaJTMYUH JIBTOT
Bormpoc 13
[Tpom0KUTETHLHOCTD €KEAHEBHOM PabOThI (CMEHBI) /Ui paOOTHUKOB B Bo3pacte oT 15 mo 16 ner:
BriGepure oguH OTBeT:
-~

a. 4 yaca
O b. 7 gacos

C. 5 yacos

d. 6 yacos
Bormpoc 14

TpynoBoii apouTpax 37o0...
BriOepuTe 0AKH OTBET:

a. IOCTOSIHHO JIEHCTBYIOIINI CyAeOHBIN OpraH 1o pacCMOTPEHHIO TPYAOBBIX CIIOPOB
-
b. KomHEcCCHs IO TPYIOBBIM CIIOpaM

C. BpEMEHHO JEMCTBYIOINI OpPraH 110 paCCMOTPEHHIO KOJUIEKTUBHOTO TPYI0BOIO CIIOpa

d. koJuTernanbHas KOMUCCHUS
Bompoc 15
HcnbITaTenbHbIM CPOK MOXKET OBITh YCTAHOBIIEH:
Bri6epute ouH OTBET:

a. He OoJiee IBYX MECSIIEB
b. mo ycmorpenuto paboroaarens
C. 10 COTJIALIICHUIO CTOPOH

d. He Oosee Tpex MecsIeB
Bompoc 16
be3omnacHele ycioBus Tpya 3710. ..
Bribepute oauH OTBET:

a. yCIoBHA Tpyda, HC CBSA3aHHBIC C pPUCKOM IS ’KU3HU U 30POBBs YCIOBUS TPyda

b. ycioBus Tpyna, mpu KOTOPBIX BO3JCHCTBHE HAa PAOOTHUKOB BPEIHBIX U (MIIH) ONMACHBIX
MIPOU3BOJICTBEHHBIX (DAKTOPOB UCKIIIOUEHO JIMOO HE MPEBHIIACT YCTAHOBICHHBIE HOPMATHUBHI (CT.
209 TK P®)

C. ycioBus Tpyaa, IIpU KOTOPBIX CO6JIIO,Z[3.CTC}I TEXHHKA 0€30IMaCHOCTH

d. ycroBus Tpy/ia CBSI3aHHBIC C PHCKOM JIJIS JKU3HH
Bonpoc 17
JIOKyMEeHT, YCTaHaBIMBAIOIINH MTOPSI0K 00pabOTKH MEPCOHATBHBIX JAHHBIX, HA3BIBACTCS:
Bribepure ouH OTBET:



7

a. Ilonoxxenuem o 3a10UTEC MEPCOHATIBHBIX JaHHBIX

7

b. [TonoxeHnueM o epcoHae

7

C. TPYJIOBBIM JOTOBOPOM

d. mepeyHeM KOHHICHINATLHON HHPOPMAITTH
Bormpoc 18
TpynoBoii 10oroBop ¢ pabOTHUKOM BCTYIAET B CUILY ...
BriGepure oguH OTBeT:

a. ¢ IaThl, yKa3aHHOW B TPYAOBOM JIOTOBOpE

b. cpasy mocie noanucanus ero pabOTHUKOB
~
C.
¢ MOMeHTa (aKTUYECKOro JIOMyCcKa K paboTe ¢ BeloMa UITU 10 MOpYyYEHUIo padoToarens

d. cpa3y nocie noamnucaHus ero paboTHUKOM
Bomnpoc 19
TpynoBast KHMYKKa BbIJaeTCsl paOOTHUKY Ha PYKH:
Br16epute ouH OTBET:

d. IIOCJI€ 3aKJIFOYCHUS TPyAOBOTO JOTrOBOpa
I
b. A0 3aKIIFOYCHHUA TPYAOBOT'O OTOBOpa
C. IO €ro NUCbMEHHOMY O TOM 3aIpoCy B Jr000€ BpCM:

d. mocine pacTop)KeHus: TPYAOBOIO JIOTOBOPa
Bormpoc 20
Jomyckaercsi oQOpMIICHHE PpacCTIOPSIIUTEIbHBIX JOKYMEHTOB IO JIMYHOMY COCTaBy HE II0
YHUPUIIMPOBAHHOU (hopme mpu
Bri6epute ouH OTBET:

d. IpE€IOCTABJIICHUM OTIIyCKa
b. 3aKirOYeHHH TPYIOBOTO AOTOBOPA C UCTIBITATEIHBIM CPOKOM
C. pacTOp>KECHHUH TPYAOBOI0 JOTOBOpa

d. u3MeHeHHH OHOTpadUISCKUX TaHHBIX
Bomnpoc 21
PaboTa B HOUHOE BpeMs — 3TO paboTa:
Bri6epute ouH OTBET:

P

a. ¢ 21 yaca 1o 5 yacos
r-

b. ¢ 22 4acoB 50 6 yacos
r-

€. ¢ 20 yacoB 10 4 yacoB
~

d. ¢ 23 4acos 1o 5 yacos

Bomnpoc 22

3asBiIcHHE O ITpHEME Ha pabOTy CIIeAyeT apecoBarh. ..
BriOepure o1H OTBET:

a. HAYaJIbHHUKY OT/IeJa KaJpOB U PYKOBOJAUTEIIIO MOIPA3ICTICHHUS
b. B oTaen kaapos
C. COOCTBEHHUKY MPETPUITHS

d. pykoBoaMTENIO OpraHU3aun
Bomnpoc 23



[IpaBo Ha ouepenHON OTMYCK Yy pabOTHHKA BO3HUKACT:
Bribepure ouH OTBET:

d. Cpa3y MoCJe 3aKJIYCHUS TPyAOBOIrO 10roBOpa
I
b. mo ucreuennn 2 MCCALICB
C. IO UCTECYCHUH 6 MecCAICB

d. mo ucreyenuu 1 roja c MOMEHTa 3aKJIFOYCHUS TPYAOBOTO JIOTOBOpA
Bormpoc 24
ATtTecranus pabOTHHKA 3TO. ..
BriGepure oguH OTBeT:

a. ompeneneHre kpanupukanuu paboTHUKA

. o
b. omeHka nesTeIbHOCTH PAOOTHHUKA 33 OTYETHBIN TIEPHOJT
C. OIIEHKA PO(ECCUOHATIBHBIX Ka4eCTB Pa0OTHUKA

d. BbIsIBIICHHE HanOoJIee KBATH(PUIIMPOBAHHBIX PAOOTHUKOB JIJIs IIOOIIPESHUS
Bompoc 25
HcnpITaTenbHbIN CPOK MIPU IpUeMe Ha paboTy HEe YCTaHABIMBACTCS:
BeiGepure oquH OTBET:

a. OEpEeMEHHBIM >KCHIITMHAM
b. pykoBoauTensm
C. HHBAJIMIaM

d. nuuam momoxe 16 ner
Bomnpoc 26
Pabouyee MecTo — 3T0:
Bri6epute ouH OTBET:

a. MecTo, r7ie paOOTHHK J0JKEH HaXOAUTHCS B CBA3M C €ro padoueil pyHKIuei

b. MECTO, TAC pa6OTOI[aTCJ'IB BCCrJa MOXCT 3aCTaTb pa6OTHI/IKa

7

C. TEPPUTOPUS NPEANPHUATHS, C KOTOPBIM paOOTHHK 3aKJIIOUMII TPYIOBOH J10TOBOP

7

d. MecTo ero moCcTOSHHOro MCECTOHAXOXIACHUA Ha pa60Te

ITpunoxxenne 2

7 OneHOYHbIE CPEACTBA LISl IPOBEICHUS NIPOMEKYTOYHOM ATTeCTALUN
a) [lnannpyembie pe3yabTaThl 00y4eHHUs] U OLlEHOUYHbIE CPEACTBA ISl POBeAeHHs
NPOMEKYTOYHOM aTTeCTALMH:

Kox WNupukarop

JOCTHKECHUS OneHouHsble CpeacTBa
WHIUKATOpa

KOMIICTCHIIN

OIIK-2 CniocobeH HaxOuTh OPTaHU3AlMOHHO-YIIPABICHUECKHE PEIICHHUS IPH PEIICHUH 337124 B
chepe cBoeit mpodecCHoHATBHON e TETbHOCTH




OIlK-2.1

Omnpenenser nenu
U 3371241
yIpaBiIeHUS B
ctepe cBoeit
po¢eCCHOHAIIBH
Ol IeATEIbHOCTH

Bonpocsl km3auery:

1. CocTaB 1 BUBI KQAPOBBIX JOKYMEHTOB.

2. PeHHXXUPHUHT U PEKPYTHUHT MEPCOHAJIA.

3. Ponp KagpoBBIX JOKYMEHTOB B pEIIEHUM 331ad IO
YIPaBIECHUIO IEPCOHAIOM.

4. HopmartuBHo-MeToanueckue MaTepUabl,
peraaMeHTupyolre padboTy ¢ KaJApOBbIMU JOKYMEHTaMHU.
3. Opranu3anroHHO-PACIOPSIUTENbHAS JIOKYMEHTAIU,

UCIOJIb3yeMasi B IESITEIbHOCTH KaJIPOBBIX CIIYXkO.

6. OCHOBHBIE JOKYMEHTBI 110 JUYHOMY COCTaBY, PETyJINPYOIINE
B3aMMOOTHOULIEHUS NPEANPUITUI ¢ pa0OTHUKAMHU.

7. CocraB u odopmIIeHHE JOKYMEHTOB IPH NMpUEME Ha padoTy.
8. Ilpouenypa HOKyMEHTALIMOHHOIO OQOPMIICHHS NIPU IpUeMe
Ha padoTy.

9. CocraBiieHue aHKEThl U aBTOOHOTpaduH.

10. 3axnroueHue TpyA0BOrO I0rOBOpAa.

11. lokyMeHTUpOBaHHE JBM)KEHUS IIepCOHAIA.

12. Knaccudukanmuss  AOKYMEHTOB,  XapaKTEpU3YIOLIMX
JIBHDKEHUE KaJIpOB.

13. IlepeBoa paboTHHKA Ha APYTYIO padoTy.

14. JlokymeHnTanus no 0(hOPMIICHUIO
KOMaHAHPOBOK.

15. YcnoBus M THOPSIOK IPEIOCTaBIECHUS OTIYCKOB M HX
odopmiieHHE.

16. PacropxeHue TpyaoBOro JoroBopa u odopmieHue
YBOJIbHEHUSI pA0OTHHKA.

17. IoKkyMEeHTUpOBaHHUE OLICHKH JeSITeIbHOCTH IEPCOHAA.

18. O6mme moustus. [lopsnok mposeneHust U odopMieHHUs
aTTecTalluyd paOOTHUKOB.

CITy)KeOHBIX

OIIK-2.2

Hcnonbe3yer
OCHOBHBIE
METOJIbI U
MTPHEMBI
OpraHH3aInH,
TJIaHUPOBAHMS,
MOTHBAIIUH,
KOOPIMHAIINH U
KOHTPOJIA
IIPOLIECCOB B
cthepe cBoeit
npodeccuoHanbH
Ol IesATeTbHOCTH

Pemmre TecToBbIC 3a1aHMS:
[TpomomKuTe ONpeeCHUE: PE3FOMe — ITO

'
a.

JIOKYMEHT, COJIEpKAILUI KPATKUE CBEICHUS
aBTOOMOTpaduIecKoro xapakrepa, 3arnoJHIEMbINA TPH
TPYAOYCTPOMCTBE

—

COBOKYITHOCTb JIOKYMEHTOB, COJIEpXKAILUUX CBEICHHUS O
paboTHUKE IPU TPYAOYCTPOMCTBE

e
C.

COBOKYITHOCTh TOKYMEHTOB, COZEPKAIIUX CBEACHUS O
paboTozaaTeie Tpya0yCTpOHCTBE

"

JOKYMEHT, OTPaXKAIOIINH MPOCHOY WM TPEIIOKEHHE,
a/IpeCOBAHHOE JIOJDKHOCTHOMY JIMILY WM NMPEIIPUATHIO
Kakwne u3 mepeunciieHHbIX JOKYMEHTOB HCITOJIB3YIOTCS TIPH
odopmieHnn npuema pabOTHUKA Ha padoTy:

BriGepute oauH MM HECKOIBKO OTBETOB:

" a

auyHas kaptouka T-2
o




MIPOTOKOJT

"o

JOKJIaZHasA 3allMCKa
r
d.

npuKa3

e

TPYJIOBOH JOTOBOP
Lf

yBEJIOMJICHHE
[TonoxeHne o CTPYKTYPHOM IO/IPa3AeICHUN ONPEaeIisieT:
BriGepure oauH oTBeT:

e
a.

OpTraHMU3aINI0 PA0OTHI MPEANPUATHS, B3AUMHBIC 00513aHHOCTH
pabOTHUKOB U AAMHUHHUCTPALINH, TTOPSAIOK ITpHEeMa U YBOJIbHEHUS
PabOTHUKOB, MPEIOCTaBICHUE OTITYCKOB, KOMaHIUPOBAHUE
.

b.

MECTO CTPYKTYPHOI'O IIOJpa3/IesIeH!s] B OpraHU3aluOHHOM
CUCTEME IPEANPUATHS, €T0 LI U 3a/1a4H, [IpaBa U
00513aHHOCTU PYKOBOJUTENIEN U COTPYJHUKOB CTPYKTYPHOTO
HOJpa3/IesIeHUs

e
C.

TPYAOBBIEC 0053aHHOCTH, (DYHKIIMH, TIPaBa H OTBETCTBEHHOCTH
paboTtonaresis aBa U 0053aHHOCTH PYKOBOJAUTENIEH U
COTPYAHUKOB CTPYKTYPHOTI'O ITOAPA3/ICICHHUS
.

d.

TPYAOBBIE 00513aHHOCTH, (DYHKIIMH, TIPaBa U OTBETCTBEHHOCTb
PabOTHUKOB
Yro Takoe «paBuia BHYTPEHHETO TPYAOBOIO pacrnopsiakan?
Br16epute oauH OTBeET:
-

a.
BHEUTHUH aKT, (GPUKCUPYIOIINNA Tanbl TPYIOBOU 1€ TEIBHOCTH
pabOTHHUKOB
“ b
JIOKaJIbHBII HOPMaTUBHBIN aKT, PETJIAMEHTUP YOI OPSAI0K
npruemMa U yBOJIbHEHUS! paOOTHUKOB, OCHOBHBIE TIPaBa,
00513aHHOCTH U OTBETCTBEHHOCTb CTOPOH TPYAOBOI'O I0TOBOPA,
peXuM paboThl, BpeMsI OT/IbIXA, a TAK)KE UHBIE BOIIPOCHI
PEryJIMPOBAHMS TPYAOBBIX OTHOIIEHUN

e
C.

MPaBOBOM aKT, U3JaBAEMBIN B LIEAX PErIaMEHTALIMN
OpPTraHU3aIMOHHO-TIPABOBOTO MOJIOKEHHS pAOOTHUKA, €T0
00s13aHHOCTEH, TIPaB M OTBETCTBEHHOCTH U 00ECTICUNBAIOITUI
ycnoBus 1Uist ero 3¢ (HeKTUBHON paboThI
I

d.

BHYTPEHHUH aKT, PUKCUPYIOMIMIA STabl TPYA0BOI
NeSITeIbHOCTH PaOOTHUKOB

[IponomkuTe ONpeeNIeHne: ITaTHOE PACIIMCAHNE — ITO
BeiOepute OfMH OTBET:




'
a.

IIPAaBOBOM aKT OpraHU3alvy, YCTaHABIUBAIOIIMN JTOJZKHOCTHON
cocTaB, (YHKIIMH, [TPaBa U B3aHMOOTHOIIEHUS pA0OTHUKOB JPYyT

C IpyroM

“

BHEIIHUH aKT, B KOTOPOM 3aKpEILIAETCS NOJKHOCTHON U
YHCJICHHBIN COCTaB MPEANPHUATHUS C YKazaHUueM (HoHIa
3apabOTHOM IUIaThI

'
C.

BHYTPEHHHUH aKT, U3/1aBaEMbIH B LIEJISIX PEraMEHTALIUU
OpraHU3aIMOHHO-TIPABOBOTO MOJIOKEHUST paOOTHUKA

o

BHYTPEHHUH aKT OpraHu3aliy, B KOTOPOM 3aKpeIlIsieTCs
JIOJIKHOCTHOM M YMCIIEHHBINA COCTaB MPEANPUATHS C YKa3aHUEM
¢dbonaa 3apabOTHON TUTaTHI

Kakne 1oKyMeHTBhl OTHOCATCA K OpraHU3allMOHHO-KaIpOBOM
JIOKYMEHTALUHU:

Br1bepute oauH OTBET:

'
a.

HITaTHOE pacHiCaHKe, IPaBUiia BHYTPEHHETO TPYI0BOTO
pacnopsiika, oJI0KeHHEe 0 CTPYKTYPHOM IOJIpa3/iesieHuH,
JOJIKHOCTHBIE HHCTPYKLIUU

“

ycTaB

'
C.

MIOJIOKEHHE O CTPYKTYPHOM IOJIPa3/IeICHNH, HHCTPYKIIHS 10
JIeNIOTIPOU3BO/ICTBY, JOPKHOCTHBIE HHCTPYKLIUH, MTOJIOKEHHE O
KaJIpOBOH ciy:x0e

o

LITATHOE paclUCaHue, IPaBuila BHYTPEHHETO TPYI0BOTO
pacnopsiika, MHCTPYKLHUS 10 AETONPOU3BOACTBY, TOJKHOCTHBIE
MHCTPYKLIUU

OIIK-2.3

YMmeer
uaeHTU(GUIrpOBa
Th TpEOOBaHUS
HOPMAaTUBHO-TIpa
BOBOM Cpelbl K
CBOEH
npodeccuoHanbH
Ol IesATeTbHOCTH
U 1eITeITbHOCTH
OpTaHU3aIuU

PaccraBbpTe nepeuncieHHblE HOPMAaTUBHO-TIPABOBBIEAKTHI 110
IOPUANYECKON CHUJIE, HAUMHAs C CaMOr'0 IJIaBHOTO I10
3HAYUMOCTH:

a) TpynoBoii konekc Poccuiickoit denepanuu;

6) Koncturynus Poccuiickoit @enepanuu;

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

HckmrounTe U3 KaTeEropuanbHOIO Psijia IUIIHUN TOKYMEHT U

obocHyiiTe Bam BeiOop:
1) nmpukas, penieHue, MOCTaHOBJICHHE, JIOJDKHOCTHAS

pacropsiKeHue;
2)pelieHue, MpuKas, paclopsi’KeHHe, akT, TOCTAHOBIICHUE;
3)mTaTHOE pacnucanue, MUCbMo, hakc, TenedoHorpaMmma,




00BICHUTENLHAS 3aIIHCKA;

4)aHkeTa, 3asBJICHUE, aBTOOMOTpadsi, THIHAS KAPTOUKA,
JTOKJIaJTHAsl 3aIlUCKa.

Tlopsook eedenust mpyoosoll KHUICKU onpeodensemcs (08d
NPABUILHBIX OMEEMa):

a) Koncruryuueii PO;

0) TpynoBbiM Kogekcom PD;

B) @enepanbHbiM 3aKkoHOM OT 27.07.2006 Ne 149-P3«06
uH(popMaluu, HHPOPMAIIMOHHBIX TEXHOJIOTUAX U O 3aIIUTe
uHpOpMALIUN;

r) [IpaBuiiamMu BeZieHUS ¥ XpaHEHUS TPYAOBBIX KHUKEK,
U3TOTOBIICHUS

OJIaHKOB TPYIOBOM KHIKKHU M 00eCTIeYeHUs] UMU
pabotonareneii, yreepkaeHHbIME [locTanoBIEHHEM
[IpaButensctBa PO ot 16.04.2003

Ne 225;

1) Pacnopsokennem [IpaButensctBa PO ot 23.04.1992

Ne 781-P«O xpaneHN# JOKYMEHTOB I10 IMYHOMY COCTaBY»;
e) UncTpykiuuei mo 3amoiHeHUI0 TPYJOBBIX KHIKEK,
yrBepxkaeHHou [loctanoBnennem Muntpyzna Poccun ot
10.10.2003 Ne 69.

OIIK-3: CiocobeH IMPUMCHATDb TCOPCTUUCCKUC 3HAHUA NJIA PCIICHUS ITOCTABJICHHBIX 3a/1a4 B
obnactu JOKYMCHTOBCACHUS U ApXHUBOBCACHU A

OIIK-3.1

Cocrasiser,
obopmIIeT u
BEJIET
YIPaBJICHUECKYIO
JIOKYMEHTAITU IO
Pa3TUYHBIX
BUJIOB 110
poQuITIo
JEeSITENIbHOCTH
OpraHu3aIyu B
COOTBETCTBUU C
ee
OpraHU3aIMOHHO
-IpaBOBOU
dopmoit

Teoperuueckue BOIPOCHL:

1. CocTaB 1 BUIbI KQAPOBBIX JOKYMEHTOB.

2. PeliH)KUpUHT nIepcoHana.

3. Ponp KagpoBBIX JOKYMEHTOB B pEIIEHUU 3a1ad IO
YIPaBIEHUIO IEPCOHAIIOM.

4. HopmatuBHO-MeTOIMUECKHE MaTepHaIsbl,
periaMeHTHpyrolye padoTy ¢ KapOoBbIMU TOKYMEHTaMH.
3. Opranu3alvoHHO-PACIIOPS IUTENbHAS JOKyMEHTaLus,

UCMOJIb3yeMasi B ICSTEIbHOCTH KaJIPOBBIX CITYXkKO.

6. OCHOBHBIE JJOKYMEHTHI 110 JINYHOMY COCTaBY, PETYIHPYIOIINE
B3aMMOOTHOUICHUS PEANPHUITUI ¢ paOOTHUKAaMHU.

7. CoctaB u opopmiieHHE JOKYMEHTOB MpH NMpuéMe Ha padoTy.
8. Ilpouenypa NOKyMEHTAIIMOHHOTO OQOPMIIEHHS NPU IpUeMe
Ha paboTy.

9. CocraBieHue aHKEThl U aBTOOHOTrpaduH.

10. 3axnroueHue TpyA0BOTO I0TOBOpA.

11. JlokyMeHTHUpOBaHUE JIBUKEHUS nepcoHaa.
Knaccudukanus ITOKyMEHTOB, XapaKTEPU3YIOIIMX JBUKCHHE
KaJIpOB.

12. TlepeBoa pabOTHHKA Ha APYTYIO padoTy.

13.  JokymeHTamusi 10  O(QOPMIICHHIO  CIIY)KEOHBIX
KOMaHIMPOBOK.

14. VYcnoBus M TOPSIOK MPEIOCTaBICHUS OTIYCKOB M HX
odopmIteHHE.

15. PacropxeHue TpyaoOBOro J0roBopa U odopmieHue
YBOJIbHEHUS paOOTHHKA.

16. JlokyMeHTHpOBaHKE OLIEHKH AEATEIbHOCTH IIEPCOHANIA.

17. O6mue noustus. [lopsanox mnpoBeneHus u odopmiieHus
aTTecTalluy pabOOTHUKOB.

18. XapakTepuCTUKH, PEKOMEHAAIMU W PEKOMEHAATEIbHbIE




MUChMa.

19. IootpeHus: U HANOKEHUS TUCHUTITUHAPHBIX B3bICKAHUM.
20. Pa3pelienue TpyJa0BbIX CIIOPOB.

21. Tlopsimok MOATOTOBKM MPHUKA30B 1O JIUYHOMY COCTaBY U
o(opMIIEHHE JTUYHBIX KapTOYeK

22. Ob1ue moaxoabl K U3JaHUI0 IPUKA30B.

23. Ocobennoctu opopmiIeHUs TPUKA30B IO JUYHOMY COCTaBY.
24. OopmieHne TNYHBIX KapTOUeK.

25. Benenue TpyJaoBBIX KHUKEK U JIMYHBIX JIe]1 paOOTHUKOB
26. TpynoBble KHUKKH U MTPaBUJIa UX BEICHMUSL.

27. ®opMHpPOBAHUE JTUYHBIX JIe]T PAOOTHUKOB.

28. Opranusaius paboThl ¢ JOKyMEHTaMHU

29. IokyMEeHTO000POT.

30. Homenknarypa nen: 3amxa4uu, popma u coepkanue.

31. ®opmupoBaHue ACI.

32. Opranusanus XpaHeHUs JeJ1 CIIyKObl KaapoB

33. IloaroroBka KagpOBBIX JOKYMEHTOB K apXUBHOMY
XpaHEHHUIO.
34. DkcnepTHast KOMUCCHSL.
35. Odopmiienue aer.
36. Ilepenava nen Ha apXUBHOE XpaHECHUE
3HaeT MpaBoOBbIC
HOPMBI 1 TTpaBujIa
OpraHU3alNH,
CUCTEMATU3AlNHN, | ITpumepnsie npakmuueckue 3a0anus 0 IK3aMeHa:
KOMIUICKTOBAHUS | 3anonnums ynuguyuposanunyio gpopmy NeT-13
OIIK-3.2
U yuera
JIOKYMEHTAIbHOT
0 M apXUBHOTO
dboHI0B
OpraHu3aIn
Pemnre TecToBoe 3agaHue:
1.OcHoBHBIE ~ TpeboBaHHMA K  OGOPMIICHHIO  KaJpOBOM
JIOKYMEHTAllud B OpraHU3alllH NPeIbsBICHBI:
1) TpynoBbiM kosiekcomM PO
2) YcTaBoM opraHu3aluu
Paboraer ¢ . 431; IEISIJCITOp;/KuHeﬁ 10 KaJpOBOMY JIEJIONPOU3BOACTBY
KOPIOPAaTUBHOU - M
CHCTEMOi 2.  HopmaruBHBIM  aKT, OOS3bIBAIOIINNA ; paboTtonaTens
JIOKYMEHTHUPOBATh TPYAOBYIO JIEATEIILHOCTh paOOTHHUKA. . .
FIOKYMEHTO000PO | ) PyacnopﬂI:KeHHe I_II)gaBI/IT};JILCTBa Pd or 2%.04. 1992 No781-P
Ta, B TOM YHCJIE
OIIK-3.3 SICKTPOHHOTO, B «O XpaHEHUHU JOKYMEHTOB MO JUYHOMY COCTABY»

COOTBETCTBUHU C
MIPaBOBBIMU
HOpMaMu
npodecCHOHANIbH
Ol cpeabl

2) TpynoBoii konekc PD

3) lloctanosnenue [IpaButenscrBa PO ot 16.04.2003 No225 «O
TPYJOBBIX KHUKKAX)

4) IlocranoBiaenne Muntpyna P® ot 10.10.2003 Ne69 «O06
YTBEPKACHUHM HHCTPYKLUH 110 3aMOJHEHUIO TPYIOBBIX KHHKEK)
3.IlpaBoBOli  aKT, MEPEUUCISIIOIIMA  BHUIBl  JOKYMEHTOB,
MIPEIOCTABIIAEMBIX IIPH 3aKIIOYEHHUU TPYAOBOTO 10r0OBODA. ..

1) YcraB opranuzanuu

2) [IpaBuiia BHYTpEHHETO TPYAOBOTO paCHopsIKa OpraHU3auu
3) ITonoxxeHue o nepcoHasne OpraHu3anuu

4) TpynoBoii kojekc PD




4. HeoOxomumocTh 0O(OPMIICHHE JIMYHBIX €1 pPaOOTHUKOB
peraamMeHTHpOBaHa:

1) OKY

2) OCHOBHBIMU TIpaBWJIaMH pabOTHI APXUBOB OpraHU3AIUN

3) [lpaBunamu BHYTPEHHETO TPYIOBOTO paclopsiaKa

4) IlepeuHeM  THIIOBBIX YIPABICHUECKUX JOKYMEHTOB,
o0Opa3yromuxcss B ACSITEIbHOCTH OpraHu3alui, ¢ yKa3aHHEeM
CPOKOB XpaHEHUs

5. TpynoBble MEHCUM YCTaHABIMBAIOTCS W BBIILIAYMBAIOTCS B
COOTBETCTBHH..

1) @3 «O rocynapcTBEHHOM IEHCHOHHOM oOecrniedeHru B PDy»
2) @3 «O Tpya0BBIX NEHCUSIX B PD»

3) @3 «O BerepaHax»

4) @3 «O0 00s13aTEIILHOM IEHCUOHHOM CTpaxoBaHuU B PDy»

6. Ilopsimox odopmieHus, BeACHHUS M XpaHEHHs TPYIOBBIX
KHIWKEK, BKJIAJblIEl B HHUX, JAYOJUMKATOB TPYAOBBIX
KHW)KEK PEerIaMeHTHUPOBAH. ..

1) TpynoBbim Konexcom PO

2) YroyioBHBIM KojekcoM PD

3) IMocranornenue [IpaBurenpcrBa PO ot 16.04.2003 Ne225 «O
TPYAOBBIX KHWXKax», llocrtaHosmenne Muntpyna P®D ot
10.10.2003  Ne69 «OO6  yTBepkKIEHUM HMHCTPYKIHH IO
3aM0JHEHUIO TPYIOBBIX KHUKEK»

4)  HWHCTpyKumMed 1m0  KaapoBOMY  JEJIONPOU3BOJCTBY
OopraHu3alu

7. JloKyMEeHTBI, IpebsBIsEMbIE IPU IIPUEME HA PaloOTYy:

1) TpynoBas KHMXKKA, JOKYMEHT, YAOCTOBEPSIOIINN TUYHOCTD
2) Tpy/iOBasi KHIKKA, JOKYMEHT, YIOCTOBEPSIOUINIA JTUYHOCTD,
JIOKYMEHTbl BOMHCKOI'O YydeTa, JOKYMEHT 00 oOpa3oBaHUH,
CTPaxoBO€ CBUJETEIbCTBO TIOCYAApPCTBEHHOTO MEHCHOHHOTO
CTpaxOBaHMUs

3) TpynoBasi KHUXKa, JOKYMEHT, yJIOCTOBEPSIOUINI JTUYHOCTb,
WNHH, cripaBky 0 COCTOSIHUM 340pOBbs

4) TpynoBasi KHMYKKA, ACIOPT, JTOKYMEHTHl BOMHCKOIO y4eTa,
XapaKTepUCTUKA

8. Ilpm  odopmieHuH  TPYHOBBIX  MPABOOTHOLICHUH
00s3aTeNbHBIM JOKYMEHTOM, perjJaMeHTHPYIOIIUM
00s13aTeNIbCTBA CTOPOH, SIBIISIETCS:

1) 3asiBneHue o npueMe Ha paboTy

2) KOJUIEKTUBHBIN JOrOBOp

3) TpyZI0OBOE COTJIAINICHHE

4) TpysOBOH TIOTOBOP

9. CTpyKTypa KaJpoBOH JOKYMEHTAIIUU BKIIFOYAET B CEOs:

1) npuKa3bl 1O OCHOBHOM JEATEIBHOCTH

2) IIpUKa3bl o aIMUHUCTPATUBHO-XO35IIICTBEHHON
JESTEIBHOCTH

3) mepenucKy ¢ BBIMIECTOAIIEH OpraHu3aIueit

4) npukasbl 110 TMYHOMY COCTaBY

10. JIoKyMeHT, YCTaHaBIMBAIOIIMNA TMOPSAOK 00pabOTKH
NEPCOHAIBHBIX JaHHBIX, HA3bIBAETCS

1) TpyZOBBIM J10TOBOPOM

2) nepedHeM KOH(MUIEHINAIBHON HHpOpMaUU

3) [TonoxxenneM o 3anUTe MEPCOHATBHBIX TAHHBIX

4) TlonoxkeHunem o nepcoHaie




OIIK-5: CriocobeH caMoCTOSTENbHO PadOTaTh ¢ Pa3TMYHBIMUA UCTOYHUKAMHU UH(OPMAIH U
IPUMEHATH OCHOBBI HH(POPMAIIHOHHO-aHATUTUYECKOH AEATEIbHOCTH PH PELICHUH
po(heCcCHOHANBHBIX 3a7a4

IIpumepnvie npaxmuueckue 3a0anus OJisl IK3AMEHA:
1.3anonanume ynuguyuposanuyro gopmy NeT-6
2. Hatioume owubru, oonywenuoie 8 asmodbuozpadusix,
y
Ucnpasbme ux.
Teker 1
Astobuorpadus CernoBoit Mapunsl FIBaHOBHBI
S1 ponunace B xKUBONMCHOM ropoje Ha Hese —
B Cankrt-IlerepOypre.Moii oten, CBetnioB MiBan AnekceeBud,
paboTHHK O6anka. [To3nakommiics ¢ Moeit mamoit MpuHoii
[TerpoBHoii Ha KOHLIEpTE B rutapmonnu B 1975 roxy, B 1977
roJly OHU MO>KEHUJIUCh, a Yepe3 JIBa rojia poausach 5. B Tpu rona
y MEHSI OOHAPYXHIIM MY3bIKQIBHBIHA CIIyX, a TOTOMY POIUTEIN
OTJAJIM MEHS B MY3BIKAIBHYIO IITKOJTY HA CKPUIIKY. B 00bIuHYIO
IIKOJTY 5 MOIIJIa KaK BCe, B CEMb JIET, 3aKOHYMIIA ee, MpaB/a, 0e3
MeAaii, HO C XOPOIIMMHU OIIEHKaMHU. DTO IOMOIJIO MHE
Hcnonbsyer IOCTYIHUTH B NEArOTMYECKUi HHCTUTYT Ha (paKyIbTeT
NpUEMBI aHATN3a, .
MHOCTPAHHBIX S3bIKOB, KOTOPBIH 51 3akoHums1a B2001 roxy.
CUCTeMaTU3allHH, Ceit . .
yHHGHUKAIHH U : 5ep1qac s IpernoJaro GpaHIly3CKUI B CPEIHEH IIKOJIE C
CTaTHCTUYECKOM
OIIK5.1: 06paboTKu S3BIKOBBIM YKIIOHOM, MHE 3TO OU€Hb HpaBUTCA. BooO1ie 1106110
o TIOTOKOB pabotath ¢ netbMu. JKuBY 4 ¢ nanoit u mamoit B JIeHMHCKOM
MHGOPMAMN M | aione wa yiume Tepriena, 10oM 3, KBapTHpa 35.
CoJIepKaTeIbHO
3HAYUMBIX Tekcr 2
AMIUPUUYECKUX
P ABrobuorpacgus TronennHa Anna JleHncoBHa
JTAHHBIX
15 nexabpst 1975 roxa B r. Mypmancke
1982-1993 rr. — cpennss mkona Ne 158 r. Mypmancka
1981-1989 rr. — xynoxectBenHas mkona Ne 5 r. Mypmar
1994-1999 rr. — MI'TIU, cnenuanbHOCTh — YYUTENb PYCC]
T TEepaTyphI
2001 — macrt. Bpemst — MypM. cp. mk. Ne 3, yauTenb pycck|
ITUTEpaTyphI
3aMyskeM, UMEIO IBOUX JeTel
yn. [lupoxkas, a. 93, kB. 128
Brigenser u Pemmte TecTOBOE 3amaHueE:
OIIK-5.2: cucrematuzupyer | 11. PaGoTHuk, Ha KOTOporo odopmisercss JIHYHOE JIeJo,
CMBICJIOBBIE MpEeJICTaBIsIeT COOCTBEHHOPYYHO 3alOJHEHHYIO




KOHCTPYKIIUU B
TEKCTax
UCTOYHHUKOB,
COCTaBIISIET
pelaKTUpyeT
TEKCTBI
CITYEOHBIX
JIOKyMEHTOB

1) mpocrOy o mpueme Ha paboTy

2) BHIMIMCKY U3 MPHUKa3a 0 IpueMe Ha padboTy

3) 6uorpaduro

4) aHKeTy WU JIMYHBIN JUCTOK 110 YUETy KaJIpoB

12. Tommyckaetcst ohopmiieHHEe pacopsSAUTENbHBIX JOKYMEHTOB
110 JTMYHOMY COCTaBy HeE 10 YHU(PHUIIMPOBAHHOU (opMe MpH

1) usmeHeHuHU OHOrpadUIECKUX TaHHBIX

2) 3aKJIOYCHUHM TPYJIOBOTO JIOTOBOPA C HCIIBITATEIBHBIM
CPOKOM

3) pacTop>KEHHH TPYIOBOTO JOrOBOPa

4) TpenocTaBlICHUU OTITyCKa

13. Busbel, Kakux [JOJDKHOCTHBIX JIMI[, BKIIIOYaeT B cecOs
pekBU3UT «CorjacoBaHo» TpHU 3aKIIOUYEHUU TPYIOBOTO
JIOTOBOpA TP IpreMe Ha padboTy?

1) pykoBomuTeNsl CTPYKTYpPHOTO TOJpa3/AeicHUsl, IOpPUCTa,
CIEIMAJIMCTOB OT/AENAa KaJApoB

2) BU3 HE HY)KHO

3) pyKOBOJUTENSI CTPYKTYPHOTO TIOIpa3IeTICHUs

4) ropucra

14 Kakue  MOKyMEHTBI,  PErJIAMEHTUPYIOT  YIPaBJICHHUE
MEPCOHAIIOM OpTraHU3aIu?

1) npuKasbl [0 JIMYHOMY COCTaBY

2) TpyAOBbIE KHUKKHU COTPYIHUKOB

3) nuuHbIE AeNa COTPYJHUKOB

4) opranu3alMOHHO- MMPABOBbIE JOKYMEHThI OpraHU3aluu

15. Kakoil 1OKyMeHT, perjlaMeHTUPYET MOPSI0K OpraHU3aluy U
MIPOBEJICHUS aTTECTAI[MH MepcoHana?

1) ITonoxeHue o nepcoHane

2) IlonoxeHue 06 aTTecTaly MepcoHaIa

3) rpaduk IpoBeACHUS aTTECTAIIN

4)¥YcraB nmpeanpusTIs

16. YueTHBIM KaJpOBbIM TIOKYMEHTOM SIBJISIETCH. ..

1) nucbMo-TIpUIIIalieHre Ha paboTy K ApyromMy paboToaaTeto
2) wu3BelIEHUE C NPOChOON SBUTHCSA MJS O3HAKOMJIEHHS C
PUKa30M

3) nu4HOE JeN0 COTPYAHMKA

4) nmpeacTaBiIeHUE O MOOIIPEHUN

17. CkomnbKO BpeMEHM [OJDKHBI XpPaHUThCA JIMYHBIE [ela
PYKOBOAMTENEH OpraHn3anun’?

1) mocTosiHHO

2) 50 net

3) 75net

4) onpeaenseT KaApoBbIil paOOTHUK

18. Kro mnpuHMMaeT pelieHne O BBIJICIEHUH KaJpPOBbIX
JIOKYMEHTOB K YHUYTO)XXCHUIO?

1) HayanbHUK OTAEIA KaJIpOB

2) IUPEKTOP IO MEePCOHATY

3) pyKOBOJIUTENH OpraHU3AIII

4) sKcriepTHasT KOMUCCHUS

19. KTo nmoanuceIBaeT BHYTPEHHIOK ONUCH JOKYMEHTOB Jena?
1) cocraBuTEND

2) pabOTHHK CITyXObl JOKYMEHTALIMOHHOTO 00eCTIeUeHHS

3) MHCIIEKTOp OT/Iea KaapoB

4) apxuBHCT




20. Bp1ibepuTe HCTUHHOE YTBEPKICHUE:

1) nena mpuka3oB MO JMYHOMY COCTaBY IMOJUIEKAT IOJHOMY
0hOpMIICHHUIO

2) nena npUKa3oB 110 JMYHOMY COCTaBY IOJUIEKAT YACTUUHOMY
0hOpMIICHHUIO

3) nena NpUKa3oB MO JUYHOMY COCTaBY MOAJIEKAT 0(OPMIICHUIO
B 3aBHCHMOCTH OT CpOKa XpaHEHUS

4) nenma TWPUKA30B 1O JIMYHOMY COCTaBy HE IMOJJIEkKaT
0hOpPMIICHHUIO

21. IlocTossHHOE XpaHEHHE KaJpOBBIX JOKYMEHTOB JIOJIKHO
OCYIIECTBISATHCA:

1) mpu NOCTOSIHHOM €CTECTBEHHOM OCBEILIEHUU

2) B TEMHOTE

3) B CyXOM BO3/1yX€ MPHU MOCTOSIHHON BEHTUIISIIIUU

4) 0coObIX TpeOOBaHUI HET

22. llpoBepka Hamu4yusi U  COCTOSHHS  JOKYMEHTOB
OCYIIIECTBISIETCS:

1) He pexe yeM OJuH pa3 B MSTh JIET

2) eXKeroJIHO

3) 1o Mepe HEOOXOUMOCTH

4) 110 >KeJaHUI0 ApXUBHOIO PabOTHHUKA

23. Bbl roTOBUTE K TIEpegavye B apxXuB Jejla IMPUKA30B IO
JUYHOMY cocTaBy. B xome o0pabGoTku y3HaeTe, 4yto Baru
JAJIEKUI TPEIIeCTBEHHUK HE pa3/eisul B JEJONpPOU3BOJICTBE
OpPUKa3bl 1O JMYHOMY COCTaBy JOJTOBPEMEHHOTO H
KpaTKOCPOYHOT'O CPOKOB XpaHeHus. Bce nena chopmupoBaHbl
0e3 yuera UIMTENBHOCTH XpaHEHHUs JIOKYMEHTOB. Bamu
JIEUCTBUSL:

1) nepedopmupyto fena B COOTBETCTBUU CO CPOKAMH XPaHEHHUS,
COCTaBIII0 HOBbIE BHYTPEHHUE OIUCU

2) nepedopMupyIO eTa B COOTBETCTBHH CO CPOKAMU XpaHEHHS,
NEePEeHyMEPYI0 MpHUKa3bl IO TMOPSJIKY, CIElal0 IOMETKH B
PETUCTPAIIMOHHOM J>KypHajie, COCTaBII0 HOBbIE BHYTPEHHHE
OTMHCH

3) Oymy o0OpaGarbiBaTh Jela B TOM BHJE, KakK OHH
c(hopMUPOBaHbI

4) He Oyay HUYEro JieaTh C y)Ke cpOpMUPOBAHHBIMHU JIEJIaMH, a
nocienyoluee GopMUpoBaHUE Jen Oyay BECTH B COOTBETCTBUU
¢ TpeOOBAHUSIMHU 10 CPOKAM XpaHEHUS

OIIK-5.3

Bnaneer
HaBBIKAMH
pPalMOHAIBHOMN
MH(OPMALIOHHO
-IIOMCKOBO#1
paboThI st
BEJICHUS
HaY4YHBIX
HUCCIEe0BaHuN

Onpeoenume 610 0OKyMeHma, ONUpasacy Ha ciedyrujue
ppacmenmol mexcma.
Teker 1
O6pazoBanne: 1989-1994rr. — MOCKOBCKHIA TOCYJapCTBEHHBIH
NeJarorHYeCKUii MHCTUTYT C PUCBOSHHEM KBaJTU(HKALIUH
MPEIoIaBaTelsl HEMEITKOTO S3BIKA.
1977-1987rr. — cnienmanu3upoBanHas mkosa Ne23 ¢
YIITYOJICHHBIM H3YY€HHEM HHOCTPAHHBIX SI3BIKOB.
Teker 2

B MomenT aBapuu Ha ckiiaze Ne 2 s Obl1a Ha o0ene,
MIO3TOMY HE MOTJIa NPeI0TBPAaTUTh BO3rOpaHue Kades.
Texkcr 3

[Tpomry oxa3zaTh MHE MaTepHAIHHYIO TIOMOIIH B CBSI3H C
TSDKEJIBIM MaTePUAIbHBIM MOJIOKCHUEM.




Teker 4
OO0bsiBUTH 3koHOMUCTY AnekceeBoit O. 1. 3ameuanue.
Teker 5
L{enb: couckanue JODKHOCTH CeKpeTaps-pedepeHTa.
Teker 6

JoBoxy 1o Bamero cBeneHus, 4To BO BBEPEHHOW MHE
1abopaTopun 0Kazaaoch HEUCIPABHBIM 000PYI0BAHUE 11O
ANKUIOCH30TYy.
Teker 7
[Tpencenarens: K. E. Kaitropoackuii Cexperaps: 1. T.
TumodeeBa
[IpucyrcrBoBanu: 17 yenoBek (CIUCOK MPUIIATaeTCs)

6) HOpﬂ)IOK MMpoBEACHUA HpOMe)l(yTO‘lHOﬁ aTTeCTallui, IOKa3aTe/JIn U KPUTEPUH
OIlCHUBaAHUA:

[TpuMmepHas CTPYKTypa U COZiepKAHUE MyHKTa:

IIpomesxyrounas arrecranus no gucuurmHe «Kaaposoe aesonpon3BoACTBOY» BKIIKOYAET
TEOPETUYECKHE BOIIPOCHI, TO3BOJISIFOIINE OLIEHUTh YPOBEHb YCBOSHHS 00yUYaIOUIMMUCS 3HAHU, U
NPaKTUYECKHE 3aaHNs, BBIBISIIOIINE CTENICHh C(HOPMUPOBAHHOCTH YMEHUH U BIIaJICHHIA,
IPOBOJUTCS B (hOopMe 3aueTa U HK3aMeHa.

DK3aMeH 10 JaHHOW AMCUUILUIMHE TPOBOAUTCS B YCTHOM (hopMe 10 3K3aMEHAITMOHHBIM OUJIeTaM,
KQKIBIH U3 KOTOPBIX BKIIIOYAET 2 TEOPETUYECKUX BOIIPOCA U OAHO IPAKTUYECKOE 3a1aHHUE.

IMoka3aTeu ¥ KPUTEPUH OIIEHUBAHUSI 3a4eTAa:

— JUTS TTOJTYYCHUS OIIEHKH «3AYMeHO» TI0 IUCITUTUTUHE 00yJaIoIIUNCs I0JDKEH BIAIeTh
KaTerOpHAJIbHBIM aIllIapaTOM, YMETh €ro UCII0JIb30BaTh B COOTBETCTBYIOIEM KOHTEKCTE; YMETh
IIPOKOMMEHTUPOBATH OINPEACIICHHE, TOSICHUTD, IPUBECTU ITPUMEPBI, HIUTFOCTPUPYIOLIUE
oTJieNbHbIE T0J0KeHUsA. CTYIeHT T0JKEH U31araTb HHPOPMAIIUIO JIOTHYHO, TOCIEA0BATEIbHO,
apryMeHTHPYs U KOMMEHTHPYsI [TOJIOKEHH S, UCIIOJIB30BaTh PACCYKAAIOUINI CTUIIb, BBICKA3bIBATh
CBOIO TIO3UIINIO, (POPMYIMPOBATH BBIBO/bI B KOHIIE BOIIPOCOB.

— OILICHKA «He 3a4meno0y BBICTABIISIETCS, €CIIA CTYJEHT BJIaJICET JIUIIb OTACIbHBIMU TOHITHIMH,
HO HE yMeeT UX OOBSICHUTh, IPUMEHUTH B COOTBETCTBYIOIEM KOHTEKCTE, MPOMILIFOCTPUPOBATh
npuMepamu. YacTHUHO M3araeT nH(GOpMaIHio, He MOXKET IPUBECTU IPUMEPHI,
MIOTBEP K TAIOLIUE BBIBOBI, HE OIIMPAETCS HAa MEKAMCUMILIMHAPHbIE 3HaHus1. He Moxxer
MPUMEHUTD MOJIyYEHHBIE 3HAHUSI Ha IPAKTHKE.

IToxa3zatenu u KPUHTEPHUHA OLICHUBAHUSA IK3aMEHaA:

— Ha OLIEHKY «OTJMYHO» (5 0aioB) — 00yyarouuiicss 1eMOHCTPUPYET BHICOKUN YPOBEHD
c(OPMHPOBAHHOCTU KOMIIETEHIIUI, BCECTOPOHHEE, CUCTEMaTHUECKOE U IITyOOKO€E 3HAHUE
y4eOHOro MaTepuaa, CBOOOJHO BBIIOIHSAET MPAKTUYECKHE 3aJaHHsI, CBOOOHO ONEepUpyeT
3HAHUSAMHU, YMEHUSIMHU, IPUMEHSET UX B CUTYalUAX MOBBIIIEHHON CII0KHOCTH.

— Ha OLIEHKY «X0opo1o» (4 6anna) — o0yyaronuiicst 1eMOHCTPUPYET CPEAHUN YPOBEHD
c(OPMHPOBAHHOCTH KOMITETECHIIMNA: OCHOBHbIE 3HaHUS, YMEHHUSI OCBOCHBI, HO JIOMYCKAIOTCS




HC3HAYHUTCIIBHBIC OH_II/I6KI/I, HETOYHOCTH, 3aTPYAHCHUS MPHU aHATTUTUYCCKUX OICpalusiaX, IIEPECHOCE
3HAHUH U yMeHI/Iﬁ Ha HOBBIC, HCCTAHAAPTHBIC CUTYyalluU.

— Ha OLIEHKY «Y/JA0BJIETBOPUTEJILHO» (3 Oaiia) — 00yJarouuiicss JeMOHCTPUPYET OPOTOBBIH
ypOBEHb C(HOPMHUPOBAHHOCTU KOMIIETCHIIMI: B X0/1€ KOHTPOJIbHBIX MEPONPUATHI JOIMYCKAIOTCS
OLIMOKH, IPOSIBIIAETCS OTCYTCTBUE OT/AEIbHBIX 3HaHUH, yMEHUI, HaBBIKOB, 00y4aroLiics
UCIIBITHIBACT 3HAYUTEIIbHbIE 3aTPYAHEHUS IPU ONEPUPOBAHUM 3HAHUSAMU U YMEHHUSAMU IPU UX
IIEPEHOCE HAa HOBBIE CUTYALUH.

— Ha OLICHKY «HeY/10BJIeTBOPUTEIbHO» (2 6aia) — 00ydaromuics AeMOHCTPUPYET 3HaHUS HE
6onee 20% TeopeTHuecKoro MaTepuaa, JOIMyCcKaeT CylleCTBEHHbIE OIIMOKH, HE MOXKET MOKa3aTh
WHTEJUICKTYaJIbHbIE HABBIKU PEIICHUS TPOCTHIX 3a/1a4.

— Ha OLICHKY «Hey10BJIeTBOPUTeIbHO» (1 6ain) — oOyuaromuiics He MOKET MOKa3aTh 3HAHUS Ha
YPOBHE BOCTIPOU3BEACHHS U 00BACHEHUSI HHPOPMAIH, HE MOKET MOKa3aTh HHTEJUICKTYalIbHbIE
HABBIKU PEUICHHS MPOCTHIX 3a/1a4.



