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Pabouyas nporpamma cocrasnena Ha ocaose ®I'OC BO - OakanaBpuar 1o
HANPaB/IEHHIO MOATOTOBKH 46.03.02 JlokymeHTOBE/IeH e 1 apXUBOBeIeHHUE (IIPHKA3
Muno6puayxu Poceun ot 29.10.2020 r. Ne 1343)

Pabouas mporpamma paccMotpena u oz06peHa Ha 3aceaHuHU Kadeaps
Ilenaroruueckoro 0GpasoBaHus u JIOKYMEHTOBEIEHHUS z R
23.01.2026, npotoxoa Ne 7

3aB. xadenpoit C.C. Bemnkanosa

I'4 /
Pa6oyast nporpamma omo6pena MeTOHquCKOMHCCHCﬁ uro
02.02.2026 r. mpoTokon Ne 6 Q /j’
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JIner akTyanusanuu padoyeil nporpaMmsl

PaGouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2027 - 2028
y4eOHOM rojy Ha 3aceqanuu kadeapsl [legarormyeckoro oOpazoBaHus U

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

Pabouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2028 - 2029
y4eOHOM rojy Ha 3acenanuu kadeapsl [legarormyeckoro oOpazoBaHus U

[Iporokonm ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

PaGouas mporpamma nepecmMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2029 - 2030
y4eOHOM rojly Ha 3acefanuu kadeapsl [lemarormueckoro ooOpasoBaHus U

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

Pabouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2030 - 2031
yueOHOM roy Ha 3acenanuu Kapenpbl [lemaroruueckoro oopa3oBaHus U

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

PaGouas mporpamma nepecmMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2031 - 2032
yueOHOM Tojy Ha 3acefannu kagenpsl [legarornueckoro o6pa3oBanus u

[Iporokom ot 20 . Ne

3aB. xadenpoit C.C. Benukanosa




1 Leau ocBOeHMS TUCHUNIIMHBI (MOIYJIA)

[ensimu ocBOeHMsI TUCHUIUIUHBI (Moayist) «KaapoBoe 1eonponu3BoICTBO»
SIBJIAIOTCS: U3yYEHHE OCHOBHBIX HAIPaBJICHUN 3aKOHOAATEILHON U HOPMATUBHOW IIPABOBOM
pernameHTanuu paboThl C TOKYMEHTaMH IO JIMYHOMY cocTaBy B Poccuiickoii @enepanuu u
npaBm1 0OPMIICHHSI KaIPOBBIX IOKYMEHTOB; PACCMOTPEHNE BOIPOCOB 0(OPMIICHHS
OpraHHU3alOHHO- KaJIpOBOM, pacopsIUTENbHOM, HH()OPMALIMOHHO-CITPABOYHON
JOKYMEHTAI[M! U TOKyMEHTAIlUU 110 JMYHOMY COCTaBY B TECHOI CBSI3U C H3JI0KEHHEM
pEKOMEH 1Al 10 Mepexo1y paboThl KaIPOBBIX CIYKO OT TPAIUIIMOHHBIX GOpPM K
COBPEMEHHOM CHCTEME YITPaBJICHUS [IEPCOHATIOM U OCHOBAMH TPYJIOBBIX OTHOIICHUI
paboTtonaTens u pabOTHHKA B COOTBETCTBUHU C TPYAOBBIM KoJiekcoM Poccuiickoit deneparuu.

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

Jucuunnuna KagpoBoe 1enonpon3BoJCTBO BXOAUT B 00sI3aTEIbHYIO YaCTh Y4€OHOTO
IU1aHa 00pa3oBaTeIbHOM POrpaMMBbl.

JUis n3yyeHus JUCUUIUIMHBI HE0OXO0AUMBI 3HAaHUS (YMEHUS, BIIa/ICHUs),
c(OpMHPOBAHHBIC B PE3yJIbTATE U3YUCHHS TUCIUILTHH/ TPAKTUK:

ApxuBOBeJIEHUE

HNudopmannoHHoe odbecrieueHre yrnpaBieHUs

VYipaBieHue 21eKTPOHHBIMU apXUBaMU

JlokyMeHTalMoHHOe o0ecnedeHre TPy J0BbIX OTHOLIEHH B PO

JlokyMeHTOBEIEHNE

YnpasieHue nepcoHanioM

3HaHus (yMEHUs, BIIAICHUs ), OJYyYEHHbIE IPU U3yYEHUH JAHHOM JTUCLUIUIMHBI
OyayT HeOOXOAUMBI JUI U3YUSHHSI JUCLUIUIMH/IPAKTUK:

Kanposas nonnrtuka

ApXHBBI IO JTMYHOMY COCTaBY

[TonroroBka K mpoueaype 3aluThl 1 3alllUTa BBITYCKHON KBATU(PUKAITMOHHON
paboThl

IToaroToBka K ciade u caada rocyJapCTBEHHOTO K3aMeHa

KondunennuanibHoe 1€710MpOoU3BOJCTBO

3 KommnereHuuu o0y4aroinerocsi, popmMupyemMmsbie B pe3yJbTaTe 0CBOCHUS

AUCHUTLUIMHBI (MOYJIsI) M IJIAHUPYEeMble Pe3yJIbTAThI 00yUeHu sl

B pesynbrare ocBoeHUs TUCIUTUTHHBI (MOAYis)  «KaapoBoe JIenonpon3BOICTBOY
oOydJarouiics 7o KeH 00aaaaTh CICIYIOIUMA KOMITETCHIHSIMU:

KO,Z[ HHAUKATOpa I/IHIII/IKaTOp JOCTHIKCHUA KOMIICTCHIINNU

OIIK-2 CriocobeH HaXxOqUTh OPraHU3alMOHHO-YIIPaBICHYECKHUE PELICHUS IPU PEeILIEHUN
3a/1a4 B chepe cBoel mpodecCHOoHATbHON eI TENHHOCTH,

OIlK-2.1 Ornpenenser ey 1 3a1a4u yrpasieHus B cepe cBoei
poeCCHOHATBHON e TENHHOCTH
OIlK-2.2 Hcnons3yeT OCHOBHBIE METO/IBI U TPHEMBI OPTaHU3AIINHY, TTITAHUPOBAHHS,

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

OIIK-2.3 YmMmeeT uneHTuuIupoBaTh TpeOOBaHHSI HOPMAaTUBHO-TIPABOBOM CpeIbl K
cBOeH poecCHOHATEHON ACITENHHOCTH U JESTENHHOCTH OPTaHU3aIuN

OIIK-3 CriocobeH mpuMeHSITh TEOPETUUECKIE 3HAHUS JIJIS1 PEeIICHUS TOCTABJIEHHBIX 3a/1a4 B
00J1acTl JOKYMEHTOBEICHUS U apXUBOBE/ICHNUS;

OIIK-3.1 CocraBinser, 0pOpMIISET U BEJIET YIPABICHUYECKYIO TOKYMEHTAIIUIO
Pa3IMYHBIX BUAOB MO MPOQHITIO ICATEIHHOCTH OpPraHU3aIuy B




COOTBETCTBHUH C €€ OpPraHU3allMOHHO-TIPaBOBOI Gopmoii

OIIK-3.2 3HaeT MpaBOBbIE HOPMBI U MPABUJIA OPTaHU3aLMH, CUCTEMATH3ALINH,
KOMIUIEKTOBAHUSI U y4eTa IOKYMEHTAJIbHOTO U apXUBHOTO ()OHJIOB
OpraHu3aluu

OIIK-3.3 PaGoraeT ¢ koprnopaTUBHOM CUCTEMON JOKYMEHTOOOOPOTA, B TOM YHCIIE

AIIEKTPOHHOT0, B COOTBETCTBHH C ITPABOBHIMU HOPMaMHU
podecCHOHANBHOM Cpeibl

OIIK-5 CnocobOeH caMOCTOSITEILHO padOTaTh € pa3IMYHBIMU HCTOYHUKAMH WH(POPMAIUU U
MPUMEHSATH OCHOBBI MH(POPMALMOHHO-aHATUTUYECKOHN IEATETLHOCTH MIPH PELICHUN
poeCCHOHATBHBIX 3a/au.

OIIK-5.1

Hcnonp3yeT npuemMsl aHanu3a, CuCTeMaTH3aul, yHUUKauu U
CTaTHUCTUYECKOM 00pabOTKH MOTOKOB HH(OPMALIUU U COAEPKATEIIBHO
3HAYUMBIX SMIIUPUYECKHUX JAHHBIX

OIIK-5.2

Brizenser u cucTeMaTu3nupyeT CMbICIOBbIE KOHCTPYKIMU B TEKCTAX
HMCTOYHHKOB, COCTABIISIET U PEAAKTUPYET TEKCTHI CIY>KEOHBIX
JIOKYMEHTOB

OIIK-5.3

BnaﬂeeT HaBBIKaMH paHHOHaHLHOﬁ HH(bOpMaHHOHHO'HOHCKOBOﬁ
pa6OTI)I JJI BEACHWA HAYYHBIX I/ICCJICIIOBB,HI/II\/JI




4. CTpyKTYypa, 00bEM U COJEpKaAHNE TUCUUIIIMHBI (MOXYJIs)

OO6mias TpyA0€MKOCTh JUCIUILUIMHBI COCTABIISIET 7 3a4€THBIX €AMHUI] 252 aKkaj. 4acoB, B TOM

HHUCJIIC:

— KOHTaKTHast pabora — 33 akaj. 4acoB:
—aynurtopHas — 10 akaj. 4acos;
— BHeayAUTOpHasi — 23  akaJl. 4acoB;

— camocTosTenbHas pabora — 206,4 akaj. 4acos;
— B (popme npakTudeckoil moaroroBku — 0 akai. yac;

— MOATOTOBKA K 3K3aMeHy — 12,6 akaj. yac
— MOJATOTOBKA K 3a4éTy — 12,6 akaj. yac
dopma aTTecTaluu - SK3aMeH, 3a4eT

AynutopHast 5 o
KOHTakTHas paboTa = = dopma TeKyIero
5 H
B aKaJl. yacax 5} Bun KOHTPOJIS
Pasnen/ Tema 2 (B axan ) E R . P Kon
> 3 © | caMOCTOATENbHOH | ycmeBaeMOCTH U
JUCIIUILIAHB = [~ o KOMIIETEHIIMH
g g paboThI TIPOMEKYTOYHOM
Tlek mal. | mpakT. Z2'S aTTeCTaluu
3aH. 3aH. O =
1. Paszmen 1 CocraB 1 BHIIBI
KaJIpOBBIX TOKYMEHTOB (7
cemMecTp)
Nzyuenue
OCHOBHOMH 1
1.1 Ponb xampoBbIx N
JIOKYMEHTOB B pelleHHII nononHu-tensHor | Beimonnenue Tecra OIIK-2.1,
SaZl;,‘{ 0 VI alfneﬂmo 0,1 0,15 6 JIUTEPATYPHI 110 K pazzgeny 1, k.p., OIlK-2.2,
e COHaﬂiMp JUCIUTIIINHE, HMTOTOBBINA TECT OIIK-2.3
P KOHCITEKTa
JICKIUH
Nsyuenune
OCHOBHOM M
1.2 HopmaTuBHO- o
METOIIECKAS MATEPHATH nononHutensHOM | Brimonnenue Tecra OIIK-2.1,
eTIIAMEHTHYIOLIHE a60T’ 0,1 0,15 6 JUTEpaTyphl MO K pasgeny 1, x.p., OIIK-2.2,
Ic)Ka;l OBMMEI yaox MeI:{TaMIZ JIACIIATIIINHE, HUTOTOBBIN TECT OIIK-2.3
P y KOHCIIEKTa
JIEKIHI
H3yuenue
1.3 OpranusarmonHo- i .
acCIIoOPSAINTENLHAS 4 OCHOBHOH 1
EOK M[;HTaLII/I}I nononHuTensHOM | Brimosmnenune 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, HUTOTOBBINA TECT OIIK-2.3
vk P KOHCIIEKTa
Y JICKIIUH
H3yuenue
1.4 OcHOBHBIE TOKYMEHTBI OCHZ:HOﬁ u
0 JINYHOMY COCTaBY, .
erVIpYIOmIE nononHuTenbHOW | Brimomnenune 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
JEKIUI
Wzyuenne
1.5 JlokymeHTEHI 110 paboTe ¢ OCHOBHOM U Brmommenne Tecra OrK-2.1,
HépCOHa{ng p 01 015 | 6 | o memsmon | KPaAeay Lxp. | ONK-22,
HUTOTOBBIN TECT OIIK-2.3
JIUTEPATYPHI 110




JUCIHUIIIINHE,

KOHCIIEKTA
JIEKIAH
Htoro mo pasneny 0,5 0,75 30
2. Pazgen 2. CocraB u
odopMIICHHE JOKYMEHTOB NIPH
npueme Ha paboty. ITopsaok
MOJrOTOBKH IPHUKA30B IO
JMYHOMY COCTaBY M 0OpMIICHUE
JIMYHBIX KapPTOUYEK
Nzydenne Brimonnenue
OCHOBHOM K HPaKTUYECKOTO
2.1 JlokymMeHTHpOBaHUE JIOTIOTHUTENBHON 3aganus Nel u OIIK-2.1,
npotecca nogdopa 0,1 0,15 6 JUTEPATypbl IO | BBINOJHEHUE TECTA OIIK-2.2,
NepcoHalla B OpraHu3aluu JUCIUIINHE, K pazneny Ne2, k.p., OIlK-2.3
KOHCIIEKTA HWTOTOBBIN TECT,
JIEKIIMH K.p., UTOTOBBIH TECT
N3yuenue
Y N Brmonaenne
OCHOBHOM 1 MIPaKTUYECKOTO
2.2 YcnoBus JIOMIOJIHUTEILHON P OIIK-2.1,
o 3aganus Nel u
TPY/AOYCTPOUCTBA B 0,1 0,15 6 JUTEPATYPHI 110 OIlK-2.2,
BBIMTOJTHEHHE TECTA
OpraHU3aIIHIo JTUCLUTUINHE, OIlK-2.3
K pasgery Ne2, k.p.,
KOHCIIEKTa N
o HUTOTOBBIM TECT
JICKITHH
W3yuenne
yHeny Brimonnenue
OCHOBHOM 1 MPaKTHYECKOTO
2.3 TpeboBaHus K AAOTIOTHHTENLHOH 3I;,I[aHI/I$I Nel n OIIK-2.1,
: p . 0,1 0,15 6 JIUTEPATYpPHI 110 - OIIK-2.2,
KBaJTU(UKALIMH COMCKATEINCH BBITTOJTHEHNE TECTA
JUCIUTIIINHE, x pazzery Ne2, k OIIK-2.3
KOHCIIEKTa p y 3o Kb
N HUTOTOBBIN TECT
JICKIIMIH
W3yuenue
Y o Bremonaenne
OCHOBHOM 1 MPaKTHYECKOTO
2.4 O0bsBienne 06 ZIOTIOIHH-TEILHO 3I;aaHm[ Nel u OIIK-2.1,
) N 4 0,1 0,15 6 JUTEPATYPHI 110 - OIIK-2.2,
OTKPBITOW BaKaHCUH BBITTOJTHEHHE TECTA
JIACIIATIIINHE, x pazzeny Ne2, OIIK-2.3
KOHCIIEKTa p y 8, K-py
N HUTOTOBBII TECT
JIEKIIMI
Wzyuenne
yHens Brimonnenue
OCHOBHOU 1 MPaKTHYECKOTO
2.5 ba3a jaHHBIX AOTIONHHTENLHOH 312 anus Nel u OIIK-2.1,
) . 0,1 0,15 6 JUTEPATYPHI 110 A - OIIK-2.2,
coMcKaresei BEIIIOJIHEHHE TECTA
JHUCIUIIIINHE, K pasneny Ne2. k OIIK-2.3
KOHCIIEKTa pasieiy s, k-p.,
N HUTOTOBBIM TECT
JIEKIIMH
N3yuenne
Y o Bremonaenne
OCHOBHOM 1 MPaKTHYECKOTO
2.6 IlpurnamieHue Ha ZIOTIOJHH-TCTBHO’ 351;1211{14;1 Nel n OIIK-2.1,
N 0,1 0,15 6 JUTEPATYpPBI IO § OIIK-2.2,
cobecemoBanne BBITTOJTHEHHE TECTA
JUCIUIIIINHE, x pazneny Ne2, k OIIK-2.3
KOHCIIEKTa p yoes P
N HUTOTOBBIM TECT
JICKIIMH
N3yuenne
Yy . Brimonnenue
OCHOBHOM 1 MPaKTUYECKOTO
2.7 YBenomiieHue 00 OTKaze JIOITOJTHUTEILHOM P OIIK-2.1,
3amanmst Nel u
B IIP€/10CTaBICHUH 0,15 6 JIUTEPATYPHI 110 OIIK-2.2,
BBITTOJTHEHHE TECTA
BaKaHCUU JIUCIIATIIINHE, OIlK-2.3
K pazgeny Ne2, x.p.,
KOHCIIEKTA

JICKIAH

UTOT'OBBIA TECT




Wzyuenne

OCHOBHOI 1 Brmonaenne
2.8 JIuct cobecemoBanus ¢ JIOIIOJIHU-TEILHON MPaKTHYECKOTO OIIK-2.1,
COHCKATeJIeM Ha OTKPBITYIO 0,1 0,15 6 JIUTEPATYPHI 110 3aganus Nel u OIlK-2.2,
MTO3HIIAIO JIHUCHHILINHE, BBITTOJTHEHHE TECTA OIlIK-2.3
KOHCIIEKTa K pazneny Ne2
JICKITUI
4
H3yuenne
v . Brmonaenne
OCHOBHOH 1 MPaKTUYECKOTO
OIIOJIHU-TEIHHOM OIlK-2.1
2.9 OueHka KaHau1aTa B 01 6 HJ’II/ITC ATVDRL 110 3aganus Nel u OIK-2 2’
npoiiecce codece0BaHuUs ! paryp BBINOJIHEHUE TECTa .
JMCIUIIINHE, x pasneny Ne2, k OIIK-2.3
KOHCIIEKTa p Yo P
. HWTOTOBBIN TECT
JIEKITUI
HWroro no pazaeny 0,8 1,2 54
3. Paznen 3. Benenue TpynoBbIX
KHIDKEK U JIMYHBIX €T
paboTHUKOB. JIOKyMEHTHPOBaHHE
JIBIDKEHHS TIEPCOHAIA.
JIOKYMEHTHPOBaHHUE OIICHKU
JIESITeIbHOCTH TIepcoHasa
Hsyuenne
yHeny Brimonnenue
OCHOBHOH 1 MPaKTUYECKOTO
3.1 TIpaBoBast ctopoHa JIOTIOJTHU-TEIIBHOM 351;:31}114;1 N2 1 OIlK-2.1,
00paIeHus ¢ TPYIOBBIMU 0,1 0,15 6 JIUTEPATYPHI 110 - OIIK-2.2,
BBITTOJTHEHNE TECTA
KHIDKKaAM# JIUCLMILIAHE, OIIK-2.3
K pasgemy Ne3, k.p.,
KOHCITEKTa N
. WTOTOBBIN TECT
JIEKITHI
W3zyuenue
y . Brimonnenue
OCHOBHOM 1 MPaKTHYECKOTO
OIIOJIHH-TEIHHOM OIlK-2.1
3.2 Benenue TpynoBBIX A 3amanus Ne2 u '
0,1 0,15 6 JIUTEPATYPHI 110 OIIK-2.2,
KHIDKEK BBITTOJTHEHHE TECTA
JIUCLMILIINHE, K paszery Ne3 k OIIK-2.3
KOHCIIEKTa p y 82 Kpe
. HWTOTOBBIN TECT
JIEKITHI
Wzyuenue
i . Bremonaenne
OCHOBHOH 1 MPAaKTUIECKOTO
JIOTIOTHUATEILHOM OIIK-2.1,
3.3 Brimava nyonmkara 4 3amanns No2 u
Hu y 0,1 0,15 6 JIUTEPATYPHI 110 A OIIK-2.2,
TPY/AOBON KHIKKH BBITTOJTHEHNE TECTA
JHMCIUIIINHE, x pasneny Ne3 OIIK-2.3
KOHCIEKTa p yoe P
. WTOTOBBIN TECT
JIEKITHI
W3yuenue
v . Brmmonnenue
OCHOBHOM 1 MPaKTHYECKOTO
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 BBITTOJTHEHNE TECTA
JMCIUTIINHE, K pazzery Ne3 k OIIK-2.3
KOHCIIEKTa p y o b
. HUTOTOBBIH TECT
JIEKITHI
H3yuenue
OCHZ;HOﬁ u Bremonaenne
3.5 Breimaga TpynoBoit P — MPaKTUYECKOTO OMK-2.1
KHM)KKY HAa OCHOBaHUU 3aganus Ne2 u N
0,1 0,15 5 JIUTEPATYPHI 110 OIIK-2.2,
YBOJIbHEHUS pabOTHUKA BBITTOJTHEHHE TECTA 23
OpraHHU3aIH AHCIHILTMEE, K pasgeny Ne3 k.p OIIK-2.
KOHCIIEKTa o

JICKITUI

HUTOTOBBIN TECT




Nzyuenue

. Brmonaenue
OCHOBHOM 1 MIPaKTUYECKOTO
3.6 Yuer u xpaHeHue JIOTIOJIHUA-TEJILHOM P OIIK-2.1,
3aganmst No2 u
TPYJOBBIX KHIDKEK U UX 0,1 0,15 6 JAUTEPATyphl O OIIK-2.2,
BBIMTOJIHEHHE TECTA
OJIaHKOB JIUCIATIIINHE, OIlIK-2.3
K pazneny Ne3 k.p.,
KOHCIIEKTA .
. HUTOTOBBIN TECT
JIEKIIMH
W3yuenne
v . Brmonaenue
OCHOBHOM 1 MIPaKTUYECKOTO
3.7 ®opmupoBaHUEe JTUYHBIX ZIOTIONHH-TELHOM BIa)maHI/I;I Ne2 u OIIK-2.1,
) PMHD 0,1 0,15 54 JAUTEPATyphl IO § OIIK-2.2,
Jiel pabOTHUKOB BBITTOJTHEHHE TECTA
JIUCIUIIIINHE, K paszeny Ne3 K OIIK-2.3
KOHCIICKTa p y o b
N HUTOTOBBIN TECT
4 JIEKITMH
N3yuenue
Yy N Brimonnenue
OCHOBHOM 1 MPaKTHYECKOTO
3.8 YcioBus 1 nMopsiaok JIOMIOJIHUTEILHON P OIIK-2.1,
3amanust No2 u
TIPEIOCTABICHHS OTITYCKOB, 0,1 0,15 4 JUTEPATYPHI 110 OIIK-2.2,
BBIMTOJTHEHHE TECTA
u ux oopmieHHue JUCLIUILINHE, OIIK-2.3
K paznery Ne3 k.p.,
KOHCIIEKTa .
o HWTOTOBBIN TECT
JICKITHH
W3yuenne
v o Brimonnenue
OCHOBHOM 1 MPaKTUYECKOTO
3.9 PacTopskeHHe TPYHAOBOTO JIOTIOJTHUTENILHOM P OIlK-2.1,
3amaamst No2 u
Jorosopa 1 opopmieHe 0,1 0,15 4 JUTEPaTyphl O OIIK-2.2,
BBITTOJTHEHNE TECTA
YBOJIbHEHUS pabOTHUKA JUCIUIINHE, OIlK-2.3
K pazgemry Ne3 k.p.,
KOHCIIEKTa .
N HUTOTOBBIM TECT
JICKIIMIH
Hroro no paszpeny 0,9 1,35 | 484
4. BHKP 7 cemectp
W3yuenune Bremonaenasie Bce
OCHOBHOM 1 MPAaKTHICCKUE
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 . Brimonnenue
OCHOBHOM 1 MPaKTUYECKOTO
JIOTIOJTHUTEIILHOM 32 amust Nol 1 OIlK-2.1,
5.1 O0mue HoNoXKEeHUS 0,1 0,15 4 JUTEPaTyphl O A § OIIK-2.2,
BBIIIOJIHEHHE TECTA
JHUCIUIIIINHE, x pazneny Nel K OIIK-2.3
KOHCIIEKTA P yoerKp,
N WTOTOBBIN TECT
JIEKIIMH
Wzyuenne
4 i M Bremonaenne
OCHOBHOM 1 MPaKTHYECKOTO
5.2 Opranu3zaiys paboTsI ¢ AAOTIONHHTEILHOR 32I(aHI/I$I Nel u OIIK-2.1,
<P P 0,1 0,15 4 JUTEPATYPHI 110 - OIIK-2.2,
KaJpOBBIMH JJOKYMEHTaAMH BBIIIOJIHEHHE TECTA
JUCIUIIINHE, x pasneny Nel K OIIK-2.3
KOHCIICKTa p yoe P
N HWTOTOBBIN TECT
TEKIUI
5.3 HoMeHK/IaTypa e N3y4enue Bremonaenne OIIK-2.1,
cﬁ GBI KA1 OByp 0,1 0,15 6 OCHOBHOMH U MPaKTHYECKOTO OIIK-2.2,
y P JTOTIOJTHH- 3amanus Nel u OIlK-2.3




TEIBLHOU
JIUTEpPaTypsl IO

BBIIIOJIHCHHUEC TECTa

JIACIUILINHE, K pazneny Nel k.p.,
KOHCIIEKTa HWTOTOBBIN TECT
JIEKIIMH
H3yuenne
yeny Brinmonnenune
OCHOBHOH 1 MPAKTHIECKOTO
JIOTIOJIHU-TEILHOMU SIEJII[aHI/IH Nol OIIK-2.1,
5.4 ®opmupoBaHue el 0,1 0,15 4 JUTEPaTyphl IO - OIIK-2.2,
BEITIOJITHEHHE TECTA
JMCIUIIINHE, k paszeny Nel k OIIK-2.3
KOHCIIEKTa p y el Kp.
. HUTOTOBBIN TECT
JIEKITHI
H3yuenue
yaerH Brimonnenne
OCHOBHOH 1 MPAKTHYECKOTO
5.5 O6paboTka [ o ZIOTIOIHHTEILHOR 351;1211{1/1}1 Nel u OIIK-2.1,
) P 0,1 0,15 4 JTUTEPATYPHI 110 g OIIK-2.2,
JMYHOMY COCTaBY BBITIOJIHEHHE TE€CTA
JUCLMILIAHE, « paseny Nel K OIIK-2.3
KOHCIIEKTa p y ool Kp.,
. HWTOTOBBIN TECT
JIEKITHI
Hsyuenne
v . Brinonnenue
OCHOBHOH 1 MPAKTHYECKOTO
JIOMOJHUTEILHON 3§naﬂm Nol OIIK-2.1,
5.6 CocrapieHue onucei 0,1 0,15 4 JIUTEpaTyphl IO . OIIK-2.2,
BBITTOJTHEHHE TECTA
JUCLMILINHE, « pasneny Nel k OIIK-2.3
KOHCIIEKTa p y ool Kp.,
. HWTOTOBBIN TECT
JIEKITHI
Hsyuenne
v . Brinonnenue
OCHOBHOH 1 MPAKTHIECKOTO
5.7 Cnaua men B apxXuB ZIONONHATENLHOH 3I2)1,HaHI/I$I 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 pazgemy Nel k.p.,
KOHCIIEKTa .
. HWTOTOBBIN TECT
JIEKITHI
Nzyuenue
. BrimmonaeHne
OCHOBHOH 1 MPAKTHIECKOTO
5.8 IloaroroBska JIOTIOTHUATEILHOM P OIIK-2.1,
3amanusd Nel u
JIOKYMEHTOB [0 JTUYHOMY 0,1 0,15 4 JIUTEPATYpPBI 110 OIIK-2.2,
BBITIOJIHEHHE TECTA
COCTaBY JJISI CZIa4YH B apXHB JACIHATIINHE, OIIK-2.3
K pa3geny Nel k.p.,
KOHCIIEKTa .
. HUTOTOBBIN TECT
JIEKITHI
HWroro no pazaeny 0,8 1,2 34
6. Pazmen 2 Opranmsanmst
XpaHECHUs JIeN CITY:KOBI KaJipoB
H3yuenue
YACHT Beimonnenne
OCHOBHOM U
6.1 TToAroTOBKa KaJIpOBBIX . MPAaKTHIECKOTO
IOKYMEHTOB K apXUBHOM AOTIONHH-TCILHOH 3amanusg Ne2 u OIK-2.1,
Y P y 0,1 0,15 4 JUTEPaTypPHI IO g OIIK-2.2,
XpaHEeHHUI0. DKCIepPTHAs BBITIOJITHEHHE TECTA
JIUCIIUII-JIUHE, OIIK-2.3
KOMUCCHSI K pa3geny Ne2 k.p.,
KOHCIIEKTA .
. HWTOTOBBIN TECT
JIEKITHI
W3zyuenne
v . Brinonnenne
OCHOBHOM 1 MPAKTHYECKOTO
JIOTIOJTHUTEIIEHOM szzxaﬂnﬂ Ne2 u OIIK-2.1,
6.2 Odopmnenue aen 0,1 0,15 4 JUTEPaTyphl MO - OIIK-2.2,
BBINTOJTHEHHE TECTA
JMCIUTIINHE, K pazaeny Ne2 OIIK-2.3
KOHCIIEKTa p Y oo Kb,
. HWTOTOBBIN TECT
TIEKIUI
6.3 Tlepenaua nen Ha 01 015 4 Uzyuenue Brinonnenue OIIK-2.1,
apXMBHOE XpaHCHUE ' ' OCHOBHOI1 1 MPAaKTUIECKOTO OIlK-2.2,




JIOTIOJTHUTEILHOM
JUTEpaTypsI IO

3aganus Ne2 u
BBITTOJTHEHHE TECTA

JIUCIUIIIINHE, OIIK-2.3
K pazgeny Ne2 k.p.
KOHCIIEKTa pasieiy . P-»
. HUTOTOBBIN TECT
JIEKIIMH
N3yuenne
yHeHn Brinmonnenue
OCHOBHOH 1 MPaKTHYECKOTO
JIOIIOJIHUTEILHOM 3Ia)1aaHns{ N2 1 OIIK-2.1,
6.4 CoxpaHHOCTb el 0,1 0,15 4 JUTEPATYPHI 110 B OIIK-2.2,
BBITTOJTHEHHE TECTA
JIUCIUIIIINHE, x paznery Ne2 k OIIK-2.3
KOHCIICKTa p y o P
N HWTOTOBBIN TECT
JEKIUI
W3zyuenne
yHeHn Brinmonnenue
OCHOBHOH 1 MPaKTHYECKOTO
JIOTIOJTHUTEILHOM 3lz)waHm No2 11 OIIK-2.1,
6.5 Knaccuduxanus aen 0,1 0,15 4 JUTEPaTyphl O § OIIK-2.2,
BBITTOJTHEHNE TECTA
JUCIUTIIINHE, x paznery Ne2 k OIIK-2.3
KOHCIIEKTa p y e Kp.,
N HUTOTOBBII TECT
JIEKIIMH
H3yuenne
yHeHn Brmonmnenue
OCHOBHOM 1 MPaKTHYECKOTO
JIOTIOJTHUTEILHOM 32z(aH1/1;1 No2 11 OIIK-2.1,
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 yJ8s K-pe
N HUTOTOBBII TECT
JIEKIIMH
H3yuenne
yHeny Brimonnenue
OCHOBHOM 1 MPaKTUYECKOTO
JIOIOJIHU-TEILHON 3I;ﬂaHl/I$I No2 1 OIIK-2.1,
6.7 CripaBOYHBIi anmapat 0,1 0,15 4 JUTEPATYPHI 110 - OIlK-2.2,
BBITTOJTHEHNE TECTA
JUCIUTIIINHE, < pasneny N2 k OIIK-2.3
KOHCIIEKTa pasely s Kb,
N HWTOTOBBIN TECT
JICKIIMIH
W3yuenne
Y o Bremonaenne
OCHOBHOM | MPaKTHYECKOTO
6.8 YuerHas u clipaBo4YHas AOTIOJHHTEILHOI 32;(aH1/151 Ne2 u OIIK-2.1,
) p 0,1 0,15 4 JUTEPATYPHI 110 - OIlK-2.2,
JIOKYMEHTAIHS BBITTOJTHEHHE TECTA
JIACIIATIIINHE, K paszeny Ne2 K OIIK-2.3
KOHCIIEKTa p y . P-
N HUTOTOBBII TECT
JIEKIIMI
W3yuenue
Y o Bremonaenne
OCHOBHOM | MPaKTHYECKOTO
6.9 JKypHajabl ¥ KHUTH I10 AAOTIOTHHATENLHOH SIa).JIaHI/IH Ne2 n OIIK-2.1,
) yp 0,1 0,15 4 JAUTEPATYPHI IO § OIIK-2.2,
YUETY KaJipoB BBITTOJTHEHHE TECTA
JUCIUIIINHE, x pasneny Ne2 OIIK-2.3
KOHCIIEKTa p y o P-
N HUTOTOBBIM TECT
JICKIIMH
N3yuenne
Yy . Brimonnenue
OCHOBHOM 1 MPaKTUYECKOTO
6.10 OdopmiieHue aKTOB U AOTIOHHTE LHOR 3Ia)ulamm Ne2 u OIK-2.1,
) p 0,1 0,15 4 JUTEPATYpPBI IO § OIIK-2.2,
MO3/IPaBUTEIILHBIX TTHCEM BBITTOJTHEHHE TECTA
JHUCIUIIIINHE, x pazery Ne2 k OIIK-2.3
KOHCIIEKTa p yJ8s Kpe
N HUTOTOBBIM TECT
JICKITHI
HWroro no pazaeny 1 1,5 40
7. BHKP 8 cemectp
Wzyyenue Brmmonnenue Beex OIIK-2.1,
7.1 BueaynuropHas .
OCHOBHOI1 1 MPAaKTUYECKHUX, K.p., OIlK-2.2,
KOHTaKTHas paboTta . .
JIOITOJTHA-TEILHOM HWTOTOBBIN TECT OIlK-2.3




JIUTEPATYypPHI 110
JMCIU-TIJINHE,
KOHCIIEKTA
JIEKIIAH

Wroro no paszneny

8. Kontpons

8.1 ITonroToBKa 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

9K3aMEH,3a4ET

Hroro no JUCHUIIIINHE

206,4

OK3aMC€H, 3a4€T




5 O0pa3oBaTesibHbIE TEXHOJIOTHH

1. TpaguumonHsie 00pa3oBaTENbHBIC TEXHOJIOTUH OPUEHTUPYIOTCS HA OpPraHU3aIHIO
00pa3oBaTeNBFHOrO MPOIIECCa, MPEINOIaraolylo IpsMY0 TPAHCISIUIO 3HAHUH OT
IIPENOAABATEII K CTYAEHTY

@®opMbl yUeOHBIX 3aHATHI C NCIOJIB30BAHUEM TPAJULIMOHHBIX TEXHOJIOTUM:

HudopmanimoHHast IEKIUs

CemuHnap

[TpakTHueckoe 3aHsATHE, TIOCBALIEHHOE OCBOEHUIO KOHKPETHBIX YMEHHUI U HaBBIKOB
I10 IIPEIIOKEHHOMY QJITOPUTMY.

2. TexHonoruu npoOIEeMHOT0 0OyUEHHS.

@opMbI YUeOHBIX 3aHATHH C UCTIOIB30BAaHMUEM TEXHOJIOTHI MTPOOIEMHOT0 O0YUEHUS:

[IpoOnemHuas nexuus

Jlexuust «BBoeM» (OMHApHAsT JCKITHS)

[IpakTyeckoe 3aHsTrE B POpPME IPAKTUKYMA .

[TpakTryeckoe 3aHsATHE HA OCHOBE Kelic-meToaa. Keiichl 0a3upyroTcst Ha pealbHOM
(bakTHUEeCKOM MaTepualle I K€ MPUOIIVKEHBI K pealbHOM CUTYyaluH.

3. IrpoBble TEXHOJIOTHH — OpraHu3anus o0pa3oBaTeIbHOrO Mpoliecca, OCHOBaHHAsI Ha
PEKOHCTPYKLIMU MOJEJIEH IOBENECHUS B PaMKaX MIPEIJI0KEHHBIX CLICHAPHBIX YCIOBUH.

@DopMbl YUeOHBIX 3aHATHH € UCIIOJIb30BAHUEM UTPOBBIX TEXHOJIOIHMA:

YuebHas urpa.

JlenoBas urpa.

Ponesas urpa .

4. TeXHOJOTHH MTPOEKTHOI0 00YUYEHHUSI.

OcHOBHBIE THUIIBI IPOEKTOB:

HccnenoBaTenbCKuil IPOEKT

TBOpUYECKUN IIPOEKT.

WMHpopMalnOHHBIHN MTPOEKT.

5. VIHTepaKTUBHbIE TEXHOJOTHH — OpraHu3anus o0pa3oBaTeIbHOrO mpoliecca,
KOTOpas IPEeIoJaracT akTUBHOE U HEJTMHEWHOE B3aUMOJICHCTBUE BCEX YUACTHUKOB,
JOCTHKEHHE Ha 3TOW OCHOBE JTMYHOCTHO- 3HAUMMOTO JJIsi HUX 00pa30BaTeIbHOI0
pesynbprata. Hapsaay co criennanu3upoBaHHBIMH TEXHOJIOTHSIMH TaKOrO PoJa MPUHIUI
MHTEPAKTUBHOCTH MTPOCIICKUBAETCS B OOJIBIIMHCTBE COBPEMEHHBIX 00pa30BaTeIbHbIX
TeXHOJIOTUH. IHTepaKTUBHOCTH MO/Ipa3yMeBaeT CyOBbeKT-CyObEeKTHbIE OTHOLICHHUS B X0/1€
o0pa3oBaTeNpHOIO Ipoliecca U, Kak ClIeJCTBHe, (JOPMHUPOBAHNE caMOpa3BUBaroLIecs
MH(POPMAIMOHHO-PECYPCHOM Cpe/Ibl.

@DopMbI YUeOHBIX 3aHATHH C UCIIOJIb30BAaHUEM CIEMATU3UPOBAHHBIX MHTEPAKTUBHBIX
TEXHOJIOTUH:

Jlexuust «0OpaTHOM CBSI3U» — JEKIHUS—TIPOBOKAIINS

CeMuHap-nuckyccus

6. lHpopMarmoHHO-KOMMYHHUKAIIMOHHBIE 00pa30BaTeIbHbIE TEXHOIOTUY :

Jlexuus-Bu3yanu3anus — U3JI0KEHUE COAEPKAHUSI COIIPOBOXKIAETCS IPE3EHTAUEN
(emMoHcTpanuel yueOHbIX MaTepHasoB, MPEACTABICHHBIX B Pa3IMYHBIX 3HAKOBBIX
cucTeMax, B T.4. WIIIOCTPATUBHBIX, IpaUIecKux, ayIuo- 1 BUJEOMATEPHAIIOB).

[TpakTHyeckoe 3aHsATHE B POpPME IPE3CHTAIHH.

Yar-3ansaTus.

Be6-3ansarus.

TenexkonpepeHIH.

OHutaitH-ceMuHap.



6 Y4eOHO-MeTOqMYECKOE 0OOecTIedeHHe CAMOCTOATEILHOM padoThl 00y4YarommXxcst

[TpencraBieHo B npuioxeHuu 1.

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

8 YueOHo-MeTOoANYeCKOE U HHPOPMAIIMOHHOE 00eciedeHHe TN CIUTLIMHBI

a) OcHoBHas JIMTepaTypa:

1. Benmukanosa C. C. ApXUBBI 10 JUYHOMY COCTaBY [ DJIEKTPOHHBIN pecypc] : yaeOHO-
Meroandeckoe nmocooue / C. C. Benmukanora ; MI'TY. - Maraurtoropck : MI'TVY, 2018. - 1
anek-TpoH. ont. guck (CD-ROM). - Pexxum poctyma:
https://magtu.informsystema.ru/uploader/fileUpload?
name=3518.pdf&show=dcatalogues/1/1514334/3518.pdf&view=true. - MakpooOBEKT. -
ISBN 978-5-9967-1154-3.

2. ®ununa, ®.H. Kagposoe nenomnpoussoactBo. Kak n3zdexars ommodok
[DnexkTpoHHBI pe-cypc] : yuebHoe nocodue / @.H. Ounnuna. — D1eKTpoH. 1aH. — Mocksa :
I'poccMenna, 2010. — 329 ¢. — Pexwum gocrtymna: https://e.lanbook.com/book/8905. —
3arj. ¢ ’KpaHa.

3. Cemenuxun, B.B. Kagposoe nenonpounsBoactso / B.B. Cemennxun. — 3-¢ u3.,
nepepad. u gon. — Mocksa : ' poccMenua, 2017. — 594 c. — ISBN 978-5-4230-0540-5. —
TexcT : aneKk-TpoHHBIN // DneKTpoHHO-0nbInoTeuHas cucrema «Jlanpy : [caiit]. — URL:
https://e.lanbook.com/book/97748 (nata obpamenus: 24.02.2026). — Pexum goctymna: st
aB-TOPH3. MOJIb30BaTENEH. — 3aril. ¢ 3KpaHa.

— 3ar. ¢ sKpaHa.

4. loponuna, JI. A. Opranuzanus ¥ TEXHOJIOTHSI JOKYMEHTAIIHOHHOTO 00CCIICYCHHS
yIpaBie-HUs | YIeOHUK U TPAKTUKYM ISl akajeMudeckoro OakanaBpuara / JI. A. Jloponuna,
B. C. UpuruxoBa. — Mocksa : U3gatensctBo FOpaiit, 2019. — 233 c. — (bakanasp.
Axanemuyecknii Kypc). — ISBN 978-5-534-04568-0. — Texcr : anextponHsIi / DBC
[Opaiit [caiit]. — URL: https://www.biblio-online.ru/bcode/433078 (nata obparieHwus:
24.02.2026). — 3aru. ¢ sKpaHa.

5.Benukanosa, C. C. KagpoBoe Aen1onpon3BoACTBO U apXHUBBI JOKYMEHTOB 10
JUYHOMY COCTaBY: IPAKTUKYM : IpakTukyM 11t By3oB] / C. C. Benukanosa, 1. B. Kamy6a ;
Marnurtoropckuii roc. rTexuuueckuid yH-T uM. I'. M. HocoBa. - Marauroropck : MI'TY um. I
. Hocoga, 2020. - 1 CD-ROM. - 3ar. ¢ Tutyin. skpana. - URL :
https://magtu.informsystema.ru/uploader/fileUpload?
name=4126.pdf&show=dcatalogues/1/1535271/4126.pdf&view=true (nata obpareHus:
24.02.2026). - MakpooOBeKT. - TekcT : aneKTpoHHbIN. - CBeleHHs 0CTYMHBI Takke Ha CD-
ROM.

6.ITaBnoBckas, O. FO. IIpaBoBoe obecrieueHne KaapoBOTo JAEIOMPON3BOJICTBA :
yaebnoe mocodue jyist By30B / O. FO. [1aBmoBckas. — Mocksa : U3gatensctBo IOpaiit, 2020.
— 213 ¢. — (Bwicmiee obpazoBanme). — ISBN 978-5-534-11565-9. — Texkcr :
anexktpounsii // DBC FOpaiit [caiit]. — URL: http://www.biblio-online.ru/bcode/457107
(maTa oopamienus: 24.02.2026)

0) /lomoJiHUTe IbHASA JIUTEpaTypa:

1.Kypasnesa, 1. B. KangpoBoe nenonpon3BoctBo: HaunHaem ¢ Hynsi. AyaAuT CBOUMH
cwramu / U.B. XKXypasieBa, M.B. XXypasiesa. - 2-e u3z. - Mocksa : HUI] MHOPA-M, 2014.
- 184 ¢. + ( lom. mar. znanium.com). - (ITpocto, kpatko, 6sicTpo). ISBN 978-5-16-008986-
7. - Tekcr : anextponHbIit. - URL: https://znanium.com/catalog/product/417566 (nata
obpamienusi: 24.02.2026). — Pexxum nocTyma: 1mo mommucKe.

2.Abynanze, /1. I'.  JlokyMeHTaIlMOHHOE 00ecTieYeHre YIPaBICHUS IEPCOHATIOM :
y4eOHUK U mpakTuKyMm aist By3oB / JI. I'. AGynanze, Y. b. Bempsokkuna, B. M. MacnoBa. —



Mockga : M3narensctBo FOpaiit, 2020. — 299 c. — (Bricmiee o6pa3oBanue). — ISBN 978-5
-534-00875-3. — Tekcr : anekrponnslii / ObC FOpaiit [caiit]. — URL: http://www.biblio-
online.ru/bcode/450813 (nara obparenus: 24.02.2026).

3.KazakeBuu, T. A. JlokymeHTOBezeHUE. JJOKyMEHTAIIMOHHBIA CEPBUC : YICOHHK U
npakTukyM Juist By30B / T. A. KazakeBuy, A. U. Tkanuu. — 2-e u3 1., ucnp. u 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 obparienus: 24.02.2026).

B) MeToauuyecKue yKa3aHus:

CamocrosTenbHas paboTa CTyIEHTOB By3a : IpakTUKyM / coctaButenu: T. I
Heperuna, H. P. Ypa3aeBa, E. M. PasymoBa, T. ®@. OpexoBa ; Marautoropckuii roc.
texHuueckuil yH-T uM. I'. . HocoBa. - Marauroropck : MI'TY um. I'. U. Hocosa, 2019. - 1
CD-ROM. - 3arn. ¢ tutyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?
name=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true (nata obpareHus:

24.02.2026). - MakpooOBeKT. - TekcT : aeKTpoHHbIN. - CBeieHHs 10CTYMHBI Takke Ha CD-
ROM

r) lIporpammHuoe obecnneuenue u UHTepHeT-pecypcebl:

https://magtu.informsystema.ru/uploader/fileUpload Benukanosa C. C. ApXuBbI 110
JTUYHOMY COCTaBY [DNEKTPOHHBIN pecypc] : yuebHo-metoanueckoe nocodue / C. C.
Benukanosa ; MI'TY. - Maruautoropck : MI'TY, 2018. - 1 anek-tpos. ont. auck (CD-ROM).
- Pexxum moctyna: https://magtu.informsystema.ru/uploader/fileUpload?

https://www.biblio-online.ru/bcode/457107 I1asnorckas, O. FO. IlpaBoBoe
obecrniedyeHre KaapoBOro AeJI0Npou3BOACTBA : yuebHoe nocodue s By30B / O. HO.
ITaBnoBckas. — Mocksa : U3narensctso FOpaiit, 2020. — 213 ¢. — (Bsicmiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Texkcr : anexktponnslii / DbC KOpaiit [caiit].
— URL.: https://www.biblio-online.ru/bcode/457107

https://www.biblio-online.ru/bcode/450813 Aoymanze, [I. I'. JlokyMeHTaIllMOHHOE
obecrieueHre yrpaBJICHHs TIEPCOHATIOM : YIeOHHMK U IpakTUkyM i By3oB / JI. I'. AOymnange,
. b. Bemmpsixkuna, B. M. MacnoBa. — Mocksa : U3narensctso FOpaiit, 2020. — 299 ¢. —
(Bricmree oopazoBanme). — ISBN 978-5-534-00875-3. — Texkct : anexkrponnsiii // 9bC
IOpaiir [caiiT]. — URL: https://www.biblio-online.ru/bcode/450813

IIporpammHoe odecnevenue

Haumenosanue .
1o Ne noroopa Cpoxk neicTBUS TUIICH3UH
7Zip cB00OOHO pactpocTpansemoe [10 06eccpouHo
FAR Manager cB00OOIHO pactpocTpansemoe [10 O6eccpouHO
Bbpaysep Yandex |cBoOoaHo pacmpoctpansiemoe [10 0eccpovHO

IIpodeccnonanbublie 6a3bl JAHHBIX 1 HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

HasBanwne kypca CchlIKa

DjekTpoHHas 0a3a mepruoIuUecKuX u3manuii East View

Information Services, OO0 «MMIBUC» https://dlib.eastview.com/

HanmonansHas HHGOpMaMOHHO-aHATUTHYECKAST URL:
cucrema — Poccuiickuii nuiekc HaydHoro nutupoBanust | https://elibrary.ru/project_risc.
(PUHIT) asp

OnexTpoHHbIe pecypcsl oubnmoreku MI'TY um. I'.1. https://host.megaprolib.net/M
Hocosa P0109/Web




Nudopmanmonnas cucreMa - baHk TaHHBIX yrpo3
6e3onacHocTu nHGopmaru @CTIK Poccun

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

WNudopmannonnas cucrema - HopMaTuBHbIe PaBOBBIE
aKTbl, OPraHU3aLMOHHO-PACIIOPSAAUTEIbHBIC
JIOKYMEHTbI, HOPMaTUBHBIE U METOUYECKHE
JIOKYMEHTBI U ITOATOTOBJIEHHBIE IPOEKTHI JOKYMEHTOB
1o Texuuueckoit 3amure nHpopmanun PCTIK Poccun

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

9 MaTtepuajJibHO-TEXHHYECKOe o0ecreyeHne TUCUUIINHBI (MOLYJIs1)

Y4eOHBIC ayIUTOPUH IS

IIPpOBCACHUA JUCTAaHIITMOHHBIX

3aHATHH JICKIIMOHHOI'O THUIIa.M

CTOJ KOMIBIOTEPHBIN, CTOJ MHUCHBMEHHBIM, CTYJ
O0(HUCHBIN, JOKYMEHT-Kamepa Epson, HMCTOYHUK
oecnepeboitnoro mutanuss POWERCOMIMD-1500AP ,
Kamepa BBICOKOTO paspenieHusl, KOMITBIOTEP
MepCOHaIbHBIN (TUIO), mpoekTop ViewSonicPJD7526W,
Calisto-620  Plantronics,

CHUCTEMa aKyCTHuYecKas
(MuxpodoH c

HAaCTOJIbHBIN
LogiteachC920,

CTepeorapHUTypa
HIyMOTOiaBieHueM), sKpanHactenHbiiDIgis Optimal-C
MW DSOC-11032*2

cuKeppoH
BeO-Kamepa
HACTOJIbHAS,

VYyebHble ayauTOpPUH IS

MIPOBEICHUS MPAKTUYECKUX
3aHATHIA, TPYIITOBBIX u
VHIUBUIYAIbHBIX KOHCYJIbTAIUH,
TEKYIIETO KOHTPOJIA u
MIPOMEKYTOUHOMU aTTECTaLNH.
entp JACTAHIIMOHHBIX

O6paBOBaTeJ'IBHBIX TEXHOJIOTUI

CTON KOMIBIOTEPHBIH, CTOJ MUCBMEHHBIH, CTYI
oucHelid,  mOKymMeHT-kamepa  Epson, UCTOYHUK
oecriepedoiinoro mutanust POWERCOMIMD-1500AP
Kamepa BBICOKOTO paspenieHus, KOMITBIOTEP
nepcoHaNbHbBIN (THIO), mpoekTop ViewSonicPJD7526W,
ciukepoH Calisto-620  Plantronics,
BeO-Kamepa cucTeMa aKycTH4ecKas
(MukpodoH C

HAaCTOJIbHBIN
LogiteachC920,
HACTOJIbHA, cTepeorapHUTypa
[IyMOTIO/IaBIeHueM), dKpaHHacteHHbiiDIgis Optimal-C
MW DSOC-11032*2

IToMemenust oIt caMOCTOSATENbLHOMN
paboThl 00YJArOIITUXCS

[MepconanbHbie KOMIBIOTEPHI ¢ akeToM MS Office,
BBIXOIOM B VIHTEpHET W C JOCTYIOM B 3JIEKTPOHHYIO
“H(POPMAITMOHHO-00Pa30BaATENHHYIO CPEly YHUBEPCUTETA

[Tomemenne st  XpaHeHHs U
npOpUIAKTUIECKOTO
00CITy’)KUBaHUS yueOHOTO
obopynoBaHus

Crennaxu JJIA XpaHCHUA y‘-IC6H0 -HariaaaHbIX

nocoOuit 1 yueOHO-METOIUNUECKON TOKYMEHTAIUH.

[Tpunoxenue 1




6 YueOHO-MeToaAuYEecKOoe o0ecIeueHue CaMOCTOATEJIbHOH PpadoThI
o0yuaromuxcs

[TpuMmepHas CTPyKTypa U coZieprKaHue pas/iesioB:

Mo mucuurumae «KaapoBoe nenonpon3BoACTBOY» MPEAYCMOTPEHA ayIMTOPHAS  BHEAYIUTOPHASI
caMmocCTosTeNbHas paboTa 00ydJaroIIMXCs.

1 cemectp
Tect k pazmeny Nel
Kakue 1oOKyMEeHTBI OTHOCATCSA K OpraHU3allMOHHO-KaJpOBOIl IOKYyMEHTALlUU:

Bribepure ouH OTBET:

d. IITaTHOC pacMCaHue, IpaBujia BHYTPCHHETO TPYAOBOI'O pacnopsiaka, IOJIOKEHHUE O
CTPYKTYPHOM IOAPA3ACIICHUHN, TOJDKHOCTHBIC MHCTPYKITUN

b. monoxeHue o CTPYKTYpHOM TOpa3ACICHUH, HHCTPYKIIHS 10 JCIONPOU3BOICTBY,
JOJIKHOCTHBIE MHCTPYKLIUH, TIOJIOKEHUE O KaJpOBOM CcIyx)0e

C. ycTaB

—
I1

d. mratHoe paciiucCaHue, IpaBujia BHYyTPECHHETO TPYAOBOT'O pacCIlOpsAiKa, HHCTPYKIUS 11O
ACJIOIPOU3BOJACTBY, JOJDKHOCTHBIC HHCTPYKIIUA

Bomnpoc 2
[IponomkuTe onpeaeseHue: MTaTHOE PACIIHCAHUE — 3TO

BeiGepute oauH OTBET:

.
a. MPaBOBOM aKT OpraHU3aluy, YCTAHABINBAIOINN JOPKHOCTHON COCTaB, (DYHKIMH, paBa U
B3aMMOOTHOIIEHUS! pAOOTHUKOB JPYT C JPYroM
- ~ ~
b. BHYTpeHHHMI aKT, H3aBacMblil B IIENISX PErJaMeHTAIUH OPraHU3alMOHHO-TTPABOBOTO
MOJIOKEHUS pabOTHHKA
[ ~ ~ v
C. BHEIIHUH aKT, B KOTOPOM 3aKpEIUIIETCs JODKHOCTHON M YHNCIIEHHBIN COCTaB NPEAIPUATHS
¢ ykazanueM (GoH/1a 3apabOTHOM TIIaThI
[ ~ ~ (i
d. BHYTpeHHUIT aKT OpraHu3aliy, B KOTOPOM 3aKPEIUISIETCS JOJKHOCTHON M YHACIICHHBIH
COCTaB MPEANpPUATHS C YKazaHueM (oHa 3apaboTHON TIIAThI

Bompoc 3
YTo Takoe «IpaBujia BHYTPEHHETO TPYAOBOTO pacropsiaka»?

Bribepure ouH OTBET:



—

a. IPaBOBOM aKT, N3/]aBaEMBbIil B IEIISIX PEriaMeHTaI[i OPTaHU3aMOHHO-TIPABOBOTO
MOJIOKEHUS PaOOTHUKA, €r0 0053aHHOCTEH, IPaB M OTBETCTBEHHOCTH U 00ECTICYMBAIOLIHI
ycnoBus 1151 ero 3¢ (HEeKTUBHON PabOTHI

b. BHYTpeHHUIT aKT, PUKCUPYIOIIHI STAbl TPYIAOBOM ASATEILHOCTH PAOOTHUKOB
C. BHEIIHUH aKT, PUKCUPYIOLINI 3Tabl TPYAOBOM AESITEIbHOCTH PAOOTHUKOB

d. ToKanbHBI HOPMATHBHBIN aKT, PErJIaMEHTUPYIOIIUHA TOPSIOK IPUEMa ¥ YBOJIbHEHHUS
pabOTHUKOB, OCHOBHBIE MPaBa, 00S3aHHOCTH U OTBETCTBEHHOCTH CTOPOH TPYIOBOTO IOTOBOPA,
pexXUM pabOTHI, BpeMs OT/AbIXA, @ TAKXKE UHBIE BOIIPOCHI PErYIUPOBAHUS TPYIOBBIX OTHOIIEHUN

Bompoc 4

-

a. MECTO CTPYKTYPHOTO [TO/Ipa3/IeJIEHNs B OpraHU3a[MOHHOMN CUCTEME IPEIIPUSITHS, €TO LEJIN
Y 33/1a4M, IIpaBa U 00A3aHHOCTU PYKOBOAUTENIEH U COTPYJHUKOB CTPYKTYPHOT'O MO/Ipa3AeIeHUs

b. TpynoBbie 00s13aHHOCTH, PYHKIINH, ITPaBa U OTBETCTBEHHOCTh PaOOTHHKOB

—

C. TpyiOBbIE 0053aHHOCTH, (DYHKIIMH, IIPaBa U OTBETCTBEHHOCTh paboToaTelIs aBa U
00513aHHOCTH PYKOBOJUTENIEH U COTPYAHUKOB CTPYKTYPHOI'O ITO/Ipa3/iesIeHUs

d. opranu3aiuo paboThl MPEANPUATHS, B3aUMHBIC 0053aHHOCTH PAOOTHUKOB U
aJIMMHHCTpPALNH, TOPAIOK IIpUeMa U YBOJIbHEHUSI paOOTHHUKOB, ITPEIOCTABIIEHUE OTITYCKOB,
KOMaHIUPOBaHUE

Bompoc 5

Kakue 13 nepedncieHHbIX TOKYMEHTOB UCTIOIB3YIOTCS TPy 0POPMIICHUN TTpreMa pabOTHHUKA Ha
pabory:

BBI6epI/ITe OJHH HUJIN HCCKOJIBKO OTBCTOB!:

T a TPYAOBOI JOTOBOP

" b. mmunas KapTtouka T-2

e JIOKJIaHas 3amrucKa

) TpYKa3

e IIPOTOKOJI

Ot yBEJIOMJICHHE
Bompoc 6
[IpomomkuTe onpeneneHue: pe3oMe — 3To

Bribepure ouH OTBET:



—

a. COBOKYITHOCTb JOKYMEHTOB, CO/IEPKAIlIUX CBEJCHUS O paboToaaTene TpyA0yCTPONHCTBE
[ v

b. noxymeHT, comepxkarunii KpaTkue CBeJCHUs aBTOOHOrpadHueckoro xapakrepa,
3aI0JIHAEMBIN [IPU TPYAOYCTPONCTBE

—

C. COBOKYITHOCTb JOKYMEHTOB, CO/ICPKAIINX CBEJCHUS O paOOTHUKE IPU TPYJOYCTPOHCTBE

d. TOKyMeHT, OTpaskaroLIUii IPOCKOY WIIH MPEIOKEHHE, aJPECOBAHHOE JODKHOCTHOMY JIHILY
WIH IPEANPUATHIO

Ilpakmuueckoe 3a0anue 1

1. Ilepeuncnure OCHOBHBIE BUBI KaJIPOBBIX 3a7a4.

2. Ha ckombko TIpynm MOXHO pa3feiuTh HOPMAaTHMBHO-METOJIMYECKYI0 0asy,
PEryIHpYOILYI0 TOKYMEHTUPOBAHUE TPYAOBOH AeATEIbHOCTH PAaOOTHUKOB?

3. Ilo kakuM BuAaM KJIACCU(PUUUPYIOTCS JOKYMEHTBI, HCIOJb3YEMbIE B YIPaBICHUU
nepcoHagom?

4. Kakue JOKYMEHTbl Mbl OTHOCUM K JJOKYMEHTaM 110 JUYHOMY COCTaBy?

5. Kakue cocrapistomuye BXOAIT B CTPYKTYpPY LITATHOTO paclucaHus?

6. B kakoii cratbe TpynoBoro koaekca P® 3aduxcupoBaHO MOHATHE KOJUIEKTUBHOI'O
Jloropopa?

7. Kakue n0OKyMEHTBI IO PEKPYTUHTY nepcoHasna Bel 3Haere?

8. KakoBa mociieoBaTebHOCTh JOKYMEHTALMOHHOTO0 O(pOpMIICHHs MpuemMa Ha pabdoTy
COTpyaHUKa?

9. B ckoabKuX 3K3eMIUIsIpax oopmisieTcss TpyI0BOi 10roBop?

10. 3anonmanTe yHHpUIIpOoBaHHYIO opmy Ne T-2

Tect pa3znesy Ne2

Bompoc 1
B xaxom AOKYMCEHTEC OTPa’KCHbI CBEACHU A 00 HU3MCHCHUAX, KaCalOIIIUXCA pa6OTHI/IKOBI

Bribepute oauH oTBET:

a. B JIOMOJHCHHUH K JIMYHON KapTOUYKe paOOTHHKA
b. B mononHeHnu x aHkere

C. B JIOTIOJTHCHUHU K TIPUKA3y

d. B TomonHEeHU# K aBTOOMOTpaduu
Bompoc 2
B ckoabKuX 3K3EMILIApax COCTABIAECTCS TPYIOBOM 1I0TOBOP:

Bribepure ouH OTBET:



“as

“ b3
“c2
“d
Bompoc 3

He no3aHee ckombKuX AHEH cO THS (haKTHYECKOTO TOMYIIEHUS K paboTe T0DKEeH ObITh 0(opMIIeH
TPYIOBOM JOTOBOP:

Bri6epute oquH OTBET:

—

Coa2
“ b1
“ ¢
“d.3
Bomnpoc 4

HepeBozL pa6OTHI/IKa Ha Jpyryro pa60Ty 110 HHUIIUATHUBEC pa6OTOI[aTeJ'I$I OCYHICCTBJIACTCA HA
OCHOBAHHH:

BeiGepute oauH OTBET:

I:‘—_

a. cIy>keOHOM 3aMuCKH
b. mpeacrasnenus
C. mpuKasa

d. 3astBeHus
Bonpoc 5
Kro 3anonuser nuunyto kapTouky T-2:
Bribepute oauH oTBeT:

—~

d. COTpYAHUK OTAe/Ia KaIpoB

—

b. paboTHHK
C. HAYAJILHHK OTJIEJIa KaJPOB

d. pykoBoauTE b TOAPA3ACICHUS



Bormpoc 6
B ckonbkux 3K3eMInisipax oopMIIIeTCsl aBaHCOBBII OTYET:

Bribepure ouH OTBET:

‘a4
“ b3
o2
©d1
Bompoc 7

Kako# 1OKyMeHT npuiaraercs K aBaHCOBOMY OTYETY:

Bribepute 0MH OTBET:
a. KOMaHIMPOBOYHOE YIOCTOBEPEHHUE
b. nmpuka3 o KoMaHAMPOBaHUU

C. cimy)keOHOe 3aJaHue
Bompoc 8
B xakux JHSX UCUUCISETCS MPOJODKUTEIEHOCTE OCHOBHOTO U JIONIOJTHUTEIBHOTO OTITYCKOB:

BeiOepuTe OfMH OTBET:

a. pabovnX U KaJeHIapHBIX
b. pabounx

C. BaIll OTBET

d. kaneHIapHbIX
Bonpoc 9

MunumabHasi IPOJOIKUTENBHOCTD €KEr0IHOI0 OTUIAYMBAEMOT0 OTITYCKa B cOOTBETCTBUU ¢ TK
P® cocrasnger:

Bribepure ouH OTBET:

—~

a. 40 pabouux nHei

—

b. 48 pabouunx nHei

C. 28 pabounx mHEH



d. 28 kaneHgapHbIX JHEH

Ilpakmuueckoe 3a0anue 2

1. B kakoil cratbe TpynoBoro kojexkca P roBopurcs o TOM, YTO «TpYyJoBas KHHMKKA
YCTQHOBJICHHOTO 00paslia SBJSIETCS OCHOBHBIM JIOKYMEHTOM O TPYAOBOM JESITEIbHOCTH U
TPYZOBOM CTa)ke paboTHHUKa»?

2. Ilpu BemeHWM TPYAOBBIX KHIDKEK HEOOXOAMMO coOmofaTh psija TpeboBaHmit. UTo
OTHOCHUTCSI K TaKUM TpeOOBaHUSAM?

3. Kakue cBenenuii (3amuceii) BHOCST B TPYAOBYIO KHUXKKY ?

4. Odopmiienne camMoil TpyIOBOM KHIDKKH B COOTBETCTBUM ¢ M. 8 [lpaBun BeneHus u
XpaHEHUsT TPYIOBBIX KHIDKEK OCYIIECTBISIETCS paboTojareieM WM JAPYTUM  JIHIIOM,
o0jajaoM IpaBOM BEJIEHUS KaJpOBOTO JIEJIONPOMU3BOJACTBA B OpraHU3aluu (Hampumep,
KaJIpOBBIil J1€JI0MPOU3BOIUTEND, JUPEKTOP IO MEPCOHATY U T.JI.) IPOUCXOTUT B KAKUX CIydasx?

5. Ha ocHOBaHMM, KakuX JAOKYMEHTOB pa0bOTOJaTedb JOJKEH BHOCHUTH BCE JAHHBIE O
paboTHHUKE B TPYIOBYIO KHUXKKY corjacHo 1. 9 [IpaBui BeieHUsI U XpaHEHUS TPYAOBBIX KHIDKEK?

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

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

9. Kak ocymiectBisiercs yd4eT M XpaHEHHME TpPYAOBbIX KHWKEK W MX OJIaHKOB(AATh
pa3BepHYTHIA OTBET)?

10. Kak dhopmupyeTcst TuuHOe €510 padOTHUKA (JaTh pa3BEPHYTHIA OTBET)?

11. Knaccupunupyiite TOKyMEHTBHI, XapaKTepH3yIOIIHWe [BIKEHHE KaApoB (IaTh
pa3BepHYTHIA OTBET)?

12. Kak onpenensier TpynoBoii konekc PO ciiyxebHyr0 KOMaHANPOBKY?
13. OnuiiuTe ycnoBus U NOPSAOK MPEAOCTaBICHUS OTITYCKOB, M UX opopMIleHHE.

14. Kaxk ocymiecTBisieTcss pacTOpKEHHE TPYIOBOTO JOrOBOpa U 0(OpMIICHNE YBOJIbHEHHS
paboTHUKA (J1aTh pa3BEepHYTHINA OTBET)?

15. Kak ocymiecTBisieTcsi JOKYMEHTHPOBAaHUE OLIEHKH JESTEIIbHOCTH IepcoHana?
16. OnuimuTe NOpsA0K MPOBEACHUS U 0(OPMIIEHHS aTTecTallui paOOTHUKOB.

Tect k pasneay Ne3

Bomnpoc 1

Kakoii Bug oTiycka MO>KeT ObITh IIPeI0CTaBIeH paOOTHUKY 110 CEMEMHBIM 00CTOATEILCTBAM UITU
JPYTUM YBaXKUTEJIbHBIM IPUYUHAM:

Bribepute oauH OTBeT:

—

a. ©XKETOHBIM OCHOBHOM OIJIAYMBAEMBIN OTITYCK U JOIOJHUTEIbHBIN OTITYCK

b. otnyck 6e3 coxpaHeHus copepikaHus



-

C. €XKETrOIHBIN OCHOBHOM OIJIAYMBAEMBIM OTITYCK

d. IOTIOTHUTENBHBIN OTITYCK
Bormpoc 2
Kak ocymiecTBisieTcsi BA3UPOBAHUE 3asBICHUSI 00 YBOJIBHEHUH PaOOTHHKA:

Bribepure ouH OTBET:

-

a. pyKOBOJUTEIb CITYKObI KaJpOB, PYKOBOJIUTENb CTPYKTYPHOTO TIOJIpa3AeiieHus1, Oyxrairep,
PYKOBOAMTENH OPraHU3aINH

ffir

b. pykoBoaHTENb CTPYKTYPHOTO MMOIpa3AeICHUs, PyKOBOJUTEIb CITY)KOBI KaJpOB,
PYKOBOJHUTEIb OpraHu3aluu

'

C. pyKOBOJUTEIb CTPYKTYPHOTO TOJIpa3AesieHus1, Oyxraurep, pyKOBOAUTEb CIIyKObI KapoB,
PYKOBOAMTEIb OPraHU3aIUN

d. pykoBoauTes b Ci1yKObI OE30MACHOCTH MPEIPUATHS
Bompoc 3
Kakoli 1ens cuutaetcst THEM YBOJIbHEHUS paOOTHHKA!

Bribepute oauH OTBET:

a. 5 neHb

b. nens nonauu 3asgBiIeHU

C. ICHb MOJYYECHUS TPYAOBOM KHIKKH

d. mocnenHuii 1eHs pabOTHI
Bomnpoc 4

B kakom JAOKYMCHTC IMPOIMUCBIBAOTCA CPOKU MMPOBCACHUA aTTCCTALIlMHU, YCTAHABJIIMBACTCA
MEpCUCHDb pa6OTHI/IKOB, MOJIC)KAIUX aTTCCTALlUU, YTBCPKIAACTCA COCTAB aTTeCTallMOHHOMI
KOMUCCHHU, Fpa(bI/IK MMPOBCACHHUA aTTCCTALIUN:

Bribepure ouH OTBET:

a. B TOCTAaHOBJICHUU

b. B npukaze

C. B CITIy’KeOHOM 3arucKke

d. B monoxxennn



Bormpoc 5
P€3yJ'IBTaTLI arTecTaluu 3aHOCATCA B:

Bribepure ouH OTBET:

a. IPOTOKOJ 3acelaHNs aTTECTAllMOHHOW KOMUCCUU
b. aTTecrannoHHYIO KapTOUKY

C. aTTECTAI[HOHHBIH JIUCT

d. TPyZIOBYIO KHHXKKY
Bompoc 6
Kakum o6pa3zom ocymiectBisiercs Beaenue Gopm T-2 u T-4:

Bri6epute oquH OTBET:

~

a. popma T-4 3anoyiHsIETCs IO KETaHUIO0 paOOTHUKA

b. popma T-4 Benercs Bmecto popmsbr T-2

—~

C. popma T-4 Benercs Hapsany ¢ popmoii T-2
d. popma T-4 siBnsiercst 00sI3aTeNbHOM
Bompoc 7

Kaxkas HaAIuCh ACJIACTCA Ha pr,I[OBOﬁ KHHIXKC, Hpnmeﬂmeﬁ B HCTOOHOCTb.

Bribepute oauH OTBET:

a. Tpy/I0Basi KHMKKA MPUIILIA B HETOAHOCTh
b. BeImaH AyOMUKAT TPYA0BOI KHIKKA

C. BBIJIaH qTyOIuKaT

d. B3amMeH BbIIaH TyOIUKAT

Bomnpoc 8

[1pu nepeBoe pabOTHHUKA Ha APYT'YIO pabOTy B HOBYIO OpTraHHU3aIIHUIO:
BriGepute o1H OTBET:

d. JJMYHOC JICJI0 HE NEepEaacTCs 1 BHOBb 3aBOJMTCS HA HOBOM MECTE

-~

b. muunoe ACJIO YHUYTOKACTCA



—

C. JIMYHOC JICJI0 IIEpEaacTCsd HA HOBOEC MECTO paGOTBI

d. muuHOeE neNo nmepenacTcs Ha HOBOE MECTO paObOThl M TaM YHHUTOXKACTCS
Bompoc 9
IToxa HeT oTBEeTa
Ecnu B TpyI0BYIO KHMXKKY BHECEHA HETIPABUIIbHAS 3aMCh, KAJIPOBUK JIOJKEH:

Bribepure oauH OTBET:

a. 3a4epKHYTh HEBEPHYIO 3aIKCh, & PSIOM HANUCATh MPAaBUIbHYIO

b. 3aBecTH HOBYIO TPYIOBYIO KHIKKY

C. IpU3HATh HEBEPHYIO 3aITUCh HEJICHCTBUTEIBHON M BHECTH NPABUIIBHYIO 3aIHCh

d. HUYero He MpeaNPHUHUMATD
Bomnpoc 10

Eciu paOOTHHK HIET B OYEPETHON OIUIaYMBAEMbIN OTITYCK, a Cpa3y IOCJIE HErO B yUeOHbIN
OTILYCK, MOYKHO JI 00a oTIycka 0()OpMHUTh OJIHUM IpUKa3oM?

Bri6epute ouH OTBET:

a. CKOpee MOKHO, YeM HEIb34

b. ma, MoXHO, 7151 ATOTO CyIIECTBYET crielnuanbHas (hopma mpuKasa
C. MOKHO ITpuKa3oM 1o ¢popme NeT-15

d. Het, HENMB3

Koumponwvnasa paboma

Heo6xoanMo 3anomHUTh Bce YHU(PHUIMPOBaHHBIE (POPMBI B 2JIEKTPOHHOM BHJIE, U BCE YTO
Bb1 OyniuTe 3anoiaHsATh, 7TO 0TMedaiiTe KypcuBoM. KOHTpoIbHYI0 paboTy HE06X0AUMO 0(hOPMUTH
B HaJUIeXallleM BHJE, a UMEHHO HEOOXOIUMO O(OPMHUTH THUTYJIBHBIA JIUCT C 3aroJIOBOYHOMN
4acThl0 U HAaMMEHOBAaHUEM BHJIa pabOThI, MECTOM COCTABJIEHUS M OTMETKOW O BBIIIOJIHEHUH U
npoBepke Bameii paGotel. Bce yHudunupoanHble (GOpMBI MOXXHO HAWTH IO CCBUIKE:
http://newlms.magtu.ru/mod/assign/view.php?id=299286



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

Hrorosslii Tect 1o 1 cemecTpy

Bompoc 1

Kakune 1oKyMeHTBI OTHOCSTCS K OpraHU3alMOHHO-KaIPOBOM JTOKYMEHTALINHN:

Br16epute oquH OTBET:

'

a. ycTaB

'

b. momoxeHne O CTPYKTYPHOM IMOAPA3JCICHUN, UHCTPYKIUS IO JEIONPOU3BOCTBY,
JOJKHOCTHBIE MHCTPYKIIUH, TTOJIOKEHHE O KaJIpOBOM CIIy:KOe

E«,

C. MITaTHOC pacHuCaHue, IIpaBujla BHYTPECHHETO TPYAOBOI0 pacnopsaka, IMOJI0XKECHHUE O
CTPYKTYPHOM IOAPA3ACICHUHN, NOJDKHOCTHBIC HHCTPYKIIUA

¢

d. mratHoe paciiuCaHue, IpaBujla BHYTPECHHETO TPYAOBOI'O pacClopAKa, HHCTPYKIUSA
1o ACJIOIIPOU3BOACTBY, NOJDKHOCTHBIC HHCTPYKIUA

Bomnpoc 2

HpOI[OJ'DKI/ITe OIIpCACIICHUC. TATHOC PACIIUCAHHUEC — OTO

Bri6epute ouH OTBET:

'

a. BHyTpeHHI/Iﬁ aKT, 1/13)1aBaeM1)1171 B OCJIAX PErilaMCHTAlUH OPraHU3allMOHHO-IIPABOBOIO
ITOJIOKCHUA pa6OTHI/IKa

(

b. BHYTpCHHI/Iﬁ AKT OpraHru3alun, B KOTOPOM 3aKPCIIACTCA JOJDKHOCTHOM 1 YMCIIEHHBIN
COCTaB MNPCANPUATHUA C YKA3aAHUEM (I)OH,I[a 38.p8.6OTHOI>'I IJ1aThI

—

C. MPaBOBOM aKT OpPraHW3alli{, YCTaHABIMBAIOUINI JOKHOCTHOM cocTaB, (DYHKIIWH,
MpaBa ¥ B3aMMOOTHOIIEHUSI PAaOOTHUKOB JIPYT C IPYTOM

'

d. BHEHIHUI aKT, B KOTOPOM 3aKpEeIUIAETCS JOJDKHOCTHOW W YHUCICHHBIA COCTaB

npeanpusaATus ¢ YyKa3aHuem q)OHﬂa 3apa60TH0171 IJ1aThI

Bompoc 3

Yto Takoe «HpaBujia BHYTPCHHETO TPYAOBOTO pacnopﬂzuca»?

Bribepute oauH OTBET:

'

a. BHYTPEHHUH aKT, GUKCHUPYIOLIUH 3Tallbl TPYIOBOU JESATEIbHOCTH PaOOTHUKOB

b. nokanbHBI HOPMATUBHBIH aKT, PETIIAMEHTUP YOI TTOPSIOK MPUeMa U YBOJIbHEHUS
paOOTHUKOB, OCHOBHBIE ITpaBa, 005S3aHHOCTH M OTBETCTBEHHOCTh CTOPOH TPYJOBOTO JIOTOBOPA,
pekuM paboThl, BpEeMsI OT/IbIXA, a TAK)KE UHBIE BOIIPOCH! PErYJIMPOBAHUS TPYAOBBIX OTHOIICHUN

'

C. BHEIIHUH aKT, GUKCUPYIOIINHI 3TAbl TPYIOBOM AEATEIHOCTH paOOTHUKOB



'

d. mpaBOBO# aKT, M37aBaeMblii B IIEIAX PETIAMCHTAIMH OPraHW3alHOHHO-IIPABOBOTO
MOJIOXKEHUsT PabOTHUKA, €ro OO0S3aHHOCTEW, MpaB M OTBETCTBEHHOCTH M OOCCIICUMBAIONTUIN

ycioBHs s ero () PeKTUBHOM pabOTHI
Bompoc 4
[TonoxeHne o0 CTPYKTYPHOM IOJIpa3/ICICHUN ONPEIeIIseT:

Bribepure oauH OTBET:

r

a. TPyAOBBIE 0053aHHOCTH, (DYHKIIMH, TIpaBa M OTBETCTBEHHOCTh paboToAaTeNs

'

b. MecTo CTpYKTYpHOTO Mojapa3/e/icHss B OPraHU3aIl[MOHHOW CHCTEME MPEIIPHUSITHS,
€ro Leau W 3aJayd, npaBa U OOA3aHHOCTU PYKOBOAMTEIEH U COTPYAHUKOB CTPYKTYpPHOTO

HOJIpa3/IeeHUsI

~

C. opraHuzanuio padoThl MNPEANPUATUS, B3aUMHbIE OO0S3aHHOCTH PAOOTHHUKOB U
aJIMAHUCTpAIMH, MOPSAOK NpPHEMa M YBOJBHEHHsS DPaOOTHHKOB, IPEIOCTABICHUE OTITYCKOB,

KOMaHIUPOBAaHUEC

-

d. TpynoBbie 00513aHHOCTH, PYHKIIMH, IPaBa K OTBETCTBEHHOCTh PA0OTHUKOB

Bompoc 5

Kakne u3 mnepeyucieHHbIX JOKYMEHTOB HCHOJB3YIOTCA NpuU OG(OPMIIEHHMH TpHeMa
paboTHHKa Ha paldoTy:

Br16epuTe 01uH MM HECKOJIBKO OTBETOB:

T a IIPOTOKOJI

b, YBEJIOMIICHHE

- C. JOKJIagHas 3aIrucKa

" d. mmunas KapTtouka T-2

Y npuKa3

Ot TPYAOBOI JOTrOBOP
Bomnpoc 6
[IpomoimkuTe onpeneNeHne: pe3oMe — 3TO

Bribepure o1H OTBET:

'

a. TOKYMEHT, OTpa)Xaroluil poch0y WK NMpeIokKeHNe, aAPECOBAHHOE T0JKHOCTHOMY
Ty WIN OPEAIPUITHIO

—~

b. coBOKyIMHOCTH TOKYMEHTOB, COJICPIKAIINX CBEICHHS O PAOOTHUKE



C. IOKyMEHT, COJep Kallluii KpaTKue CBEJIEHUs aBTOOMOrpaduueckoro xapaxrepa,
3aIoJIHSIEMbIH MPU TPYAOYCTPOUCTBE

—~

d. COBOKYMHOCTh TOKYMEHTOB, COJICPKAIIMX CBEACHUS O paboTomaresie
Bompoc 7

B kakom AOKYMCHTC OTPa’XCHbI CBECACHU A 00 U3MCHCHHAX, KaCarOInXcCs pa6OTHI/IKOBI

Bri6epute ouH OTBET:

'

a. B JIONIOJIHEHUHU K IIPUKa3y

b. B nononHennu k aBroduorpadun

C. B JIONIOJITHEHUH K aHKETE

d. B IOMOITHEHUH K JIMYHOU KapTOUKe pabOTHUKA
Bompoc 8

B cxonpkux OK3CMILIsIpax COCTABIIACTCA pr,I[OBOfI JA0roBop:

Bri6epute ouH OTBET:

“ a5
“ b1
©c2
© d.3
Bompoc 9

He mo3mHee CKONBKHUX JTHEH CO JHSA (PaKTHUECKOrO JOMYIICHUS K padoTe MOJHKEeH ObITh
oopmIteH TpyIOBOi JOrOBOP:

Bribepute oauH OTBET:
‘a3
" b2
el
" d.5

Bompoc 10

[TepeBon paboTHHKA HA APYTYIO pabOTy MO UHULIMATUBE padOTOAATENS OCYIIECTBISIETCS Ha
OCHOBaHUHU:



Bribepure ouH OTBET:

a. cIy)KeOHOM 3aMnCKH

b. npencrasnenus

C. 3asABJICHUS

d. mpukasa

Bompoc 11
Kro 3amonusier nuunyto kapTouky T-2:
BeiGepute oauH OTBET:

a. pabOTHHK

b. pykoBoauTens moapasaeneHus

C. HAaYaJBHHK OT/Iea KapOB

d. coTpyaHHK OT/IeNa KaJpoB

Bormpoc 12
B ckonbkux s3x3eMIusipax ohopmIIsieTcsl aBaHCOBBIN OTYET:
BeiGepute oauH OTBET:

‘a3

" b4

‘2

“odl

Bompoc 13
Kakoii tokyMeHT nmpuiaraercs K aBaHCOBOMY OTYETY:
Bribepute oauH OTBET:

a. IpuKa3 0 KOMaHJIUPOBAHUM

b. KOMaHAMPOBOYHOE yIOCTOBEPEHHE

C. ciry)keOHOe 3a/1aHne

Bompoc 14

B kakux AHSX uUCUMCISETCS MPOJOJDKUTENIBHOCTh OCHOBHOTO M JIOTIOJHHUTEIHHOTO
OTITYCKOB:



Bri6epuTe ouH OTBET:

~

a. paboYMX U KaJeHAapHbIX
b. kanennapHpIx

C. BaIll OTBET

d. pabounx

Bompoc 15

MI/IHI/IMaHBHaSI HpOHOH)KI/ITGHBHOCTB CIKCIOJHOT' O OIJIa4YynBacMoOro OTHyCKa B COOTBCTCTBUU
¢ TK P® cocrasnger:

Br16epute oquH OTBET:
a. 40 pabounx qHeH
b. 48 pabouunx nHei
C. 28 pabounx mHEH
d. 28 kameHmapHBIX JHEH

Bormpoc 16

Kakoii Bux oTnmycka MoeT ObITh IpeNoCTaBlieH pabOTHUKY 110 CEMEWHBIM

00CTOSITENBCTBAM WM APYTUM YBaKUTEIbHBIM IPUYMHAM:
BeiGepute oauH OTBET:
a. IOIIOJIHUTEIIBHBIN OTITYCK
b. exxeroHbIN OCHOBHOM OIIIAYMBACMBIN OTITYCK
C. €XKETOAHBI OCHOBHOM OIJIAYMBAEMBIN OTITYCK M JIOIIOJIHUTEIBHBIN OTITYCK
d. oTmyck 6e3 coxpaHeHHUs COIePKAHUS

Bomnpoc 17

Kak OCYHICCTBIIACTCA BUSUPOBAHUC 3asABJICHUSA 00 YBOJIbHCHUU pa6OTHI/IKaI

Bribepute oauH OTBET:

'

a. pyKOBOJUTENb CTPYKTYpHOTO TMOAPA3JIENCHNs, PYKOBOJIUTENb CIYXObl KaJpoB,
PYKOBOJUTEINb OpraHu3aluu

“ b PYKOBOIMTENb CIIY>KObI 0€30MaCHOCTH TIPEIIPUITUS
C. pYKOBOJUTENb CIYKObl KaJpoB, PYKOBOAHMTEIb CTPYKTYPHOTO IOJPA3/ICICHUS,

Oyxranrep, pyKOBOJIUTENb OpraHU3alluu



d. pyKOBOJMTENIb CTPYKTYPHOTO MOMAPA3JCICHUs, OyXranTep, PyKOBOIUTENb CITYKObI
KaJIpOB, PYKOBOJIUTEb OPraHu3aluu

Bomnpoc 18
Kaxkoii neHp cauraercs THEM YBOJIbHEHUS paOOTHHKA:
Bribepure oauH OTBET:

a. 5 neHn

b. neHp mosyueHUs TPyJOBON KHUKKU

C. ICHb ITOJIa41 3asIBJICHUS

d. mocnenumii 1eHb pabOTHI

Bomnpoc 19

B kxakom JOKYMCHTC IIPOIIMCBIBAOTCA CPOKHU IMPOBCACHHUA aTTCCTAINH, YCTAHABINBACTCA

MNEPCUCHb pa6OTHI/IKOB, nouICI)KAUX aTreCTallu, YTBEPIKAACTCA COCTAB aTTCCTaHHOHHOﬁ
KOMHCCHH, l"pa(bI/IK MMPOBCACHUA aTTCCTALIMU:

Bri6epute ouH OTBET:
d. B TOCTAaHOBJICHUH
b. B mpukaze
C. B CIIy>kKeOHOMH 3armucke
d. B mostoxeHun
Bomnpoc 20
Pe3synbTarsl arTectanuu 3aHOCSTCA B:
Bribepure ouH OTBET:
. aTTeCTAIlMOHHYIO KapTOUYKY
b. mpoToko 3aceaaHus aTTECTALIMOHHON KOMUCCHH
C. TPYJIOBYIO KHUXKKY
d. aTTecTanMOHHBIH JHCT
Bomnpoc 21
Kakum o6pazom ocymectBisiercs Beaenue ¢hopm T-2 u T-4:

Bribepure ouH OTBET:



a. popma T-4 3amoyHsIETCS 1O KEJTaHUIO0 paOOTHHUKA

b. popma T-4 Benercst BMecto hopmbr T-2

C. popma T-4 sBrsiercs 00s3aTENBHOM

d. dopma T-4 Benercs Hapsay ¢ hopmoii T-2

Bomnpoc 22
Kakas Hannuce genaetcst Ha TpyAOBOM KHUXKKE, IPUIIEIICH B HETOJHOCTb:
Bribepure ouH OTBET:

a. BbIJIaH 1yOIuKaT

b. BbimaH AyOIMKAT TPYAOBON KHIKKH

C. TpyI0Basi KHUKKA MPUIILIA B HETOAHOCTh

d. B3aMeH BbIaH AyOJUKAT

Bomnpoc 23
[Tpu nepeBoie pabOTHHKA Ha APYTYIO pabOTy B HOBYIO OpraHU3aIUIO:

Boi6epuTe ouH OTBET:

'

a. TMYHOE JEJI0 YHHUUYTOXKAeTCs
b. rmaHOE neno mepenaeTcs Ha HOBOE MECTO PaOOTHI
C. IMYHOE JIEJI0 IIepeaeTCsl Ha HOBOE MECTO PA0OThI M TaM YHUUTOXKAETCS
d. myHOE /1eN0 He IepeaaeTcsi M BHOBb 3aBOJIMTCS Ha HOBOM MeECTe
Bomnpoc 24
Ecnu B Tpy0BYIO KHIDKKY BHECEHA HENPABUIIbHAS 3aITUCh, KAIPOBUK JIOJDKCH:
Bribepure o1H OTBET:
a. 3aYepPKHYTh HEBEPHYIO 3aIUCh, a PSIOM HAIUCATh MPABUIBHYIO
b. npu3HaTh HEBEPHYIO 3aMUCh HEACHCTBUTEIBLHON U BHECTH TIPABHIIBHYIO 3aMUCh
C. 3aBECTH HOBYIO TPYAOBYIO KHUKKY
d. HMYero He MpeANPUHIMATD
Bomnpoc 25

Ecnu paGoTHUK UIET B O4epEIHOM OTUIaYMBaeMbIid OTIYCK, a Cpa3y MOCJE HEro B y4eOHBIN

OTIYCK, MOYKHO JI 00a OTITyCKa 0()OPMHUTH OJTHUM MTPUKA30M?



Bribepure ouH OTBET:

a. MOHO TipuKa3oM 1o ¢popme NeT-15

b. mer, Henp3s

C. 1a, MOXKHO, JIJIsl 3TOTO CYNIECTBYET CIelHaibHas (hopMa MprKas3a

d. ckopee MOKHO, YeM HEJb3s

8 cemecTp

Ilpakmuueckoe 3a0anue 1 (8cemecmp)
1. [lepeuncnure OCHOBHBIX IOTOKA JOKYMEHTOB.
2. B yem 3akitouaercs nepBuuHas 00paboTKa NOCTynaroIel KOppeCcoHIeHIUU?
3. KeM mpoBoauTcs rpeaBapuTeIbHOE pACCMOTPEHUE IOKYMEHTOB?
4. Tlepednciaute MOPSIOK IPOXOKIACHUS UCXOISAIINX TOKYMEHTOB.
5. CopmynupyiiTe MOHATHE PETUCTPALIHS TOKyMeHTa?
6. [Iponomxkute Pppazy «MHaekcamust JOKyMEHTOB - 3TO. ..
7. llepeuncnute NpU3HAKU 3aBEIACHHUS JIE.
8. OnumuTe mpoueaypy oopaboTKH Jieyia o JUYHOMY COCTaBYy.
9. Onummte Npoueaypy COCTaBICHHS OIMKUCH.

10. Kyzna nepenarorcst 1eia MOCTOSIHHOTO CPOKA XPaHEHUsI B YCTAHOBJIEHHOM IOpPSIKE U3

BEAOMCTBEHHBIX apXI/IBOB?

Tect k paznery Nel

Bomnpoc 1

IToka HeT oTBETa

be3omnachbie ycnoBus Tpyaa 3To. ..
Bri6epuTe 01uH OTBET:

—

a. yCIoBHS TpPYyJa, MPHU KOTOPHIX BO3/AEHCTBUE Ha PaOOTHHUKOB BPEAHBIX M (MJIM) OMACHBIX

MIPOU3BOJICTBEHHBIX (PAKTOPOB UCKIIIOUEHO JMO0 HE MPEBBIIIAECT YCTAHOBICHHbIE HOPMATUBBHI (CT.
209 TK P®)

—

b. ycnoBus Tpyza, He CBsI3aHHBIE C PUCKOM JIJIS JKM3HH U 3I0POBbS YCIOBUS TPy



C. YCJIOBHUS TPYZa CBSI3aHHBIE C PUCKOM JJIs JKU3HU

d. ycioBus Tpya, mpu KOTOPBIX COOTIOIAETCS TEXHUKA 0€30I1aCHOCTH
Bormpoc 2
HenopmupoBanHslii paboumii JeHb 3TO. ..
BeiGepute oauH OTBET:

—

a. 1O TPakIaHCKO-TIPAaBOBOMY JOT'OBOPY

—~

b. paGora B upe3BBIYaliHBIX OOCTOSTEIBCTBAX

—~

C. paboTa 3a mpeaeaaMyu HOPMAITBHON MPOIOJKUTEIBHOCTH Pab0oYero BpeMeH!

d. pabora B mpeaenax padbodero aHs
Bompoc 3
[TpoaOmKUTETEHOCTD €XKETHEBHOM Pa0OTHI (CMEHBI) i1l paAOOTHUKOB B Bo3pacTte ot 15 o 16 ner:
BriGepute ouH OTBET:

—
|1

a. 5 yacoB

b. 6 yacos
C. 4 4gaca

d. 7 yacos
Bormpoc 4
JlokajbHbIC HOPMATHBHBIC aKThI 3TO. ..
BriGepute ofuH OTBET:

—

d. JOKYMCHTBI ]I CJIy>K€6HOFO I10JIb30BaHUA
—

" b,

HOPMAaTUBHBIE aKThI, COJIEpPIKAIME HOPMBI TPYAOBOTO MIpaBa, MPUHUMAaeMbIe paboToIaTeneM
C. TIOKYMEHTHI TOJBKO JIJIsl COTPYAHUKOB OT/AENa KaapoB
d. TOKYMEHTBI JIs HEe CITY>KEOHOTO TOTb30BaHUs

Bompoc 5

3asBIeHUE O MpUeMe Ha paboTy CIEIYeT aIpecoBaTh...

Bribepute oauH OTBET:

—

a. pyKOBOJUTEIIIO OpraHu3aluu
b. HayaIBHUKY OTJENA KAJPOB U PYKOBOAUTEIIO MOAPA3ICICHUSI
C. COOCTBEHHHUKY MPEANPUATUS

d. B oTzen xaapon

Bomnpoc 6

3amnperiaercs HaIpPaBIATh B CIIy)KeOHble KOMaHIUPOBKHU:
Bribepure ouH OTBET:

—

d. JKCHIIIMH, UMCIOIINX JIeTel B BO3pPacTe 10 5 met Oe3 ux corjiacusd, 6epeMeHHLIX JKCHIIIMH

—

b. paboTHHKOB B Bo3pacTe 10 19 et

—~

C. paOOTHUKOB B Bo3pacte 110 17 et

I'fi

d. paOOTHHUKOB IEHCHOHHOT'O BO3pacTa

Bormpoc 7

TpynoBoit 10oroBop ¢ pabOTHUKOM BCTYIAET B CUILY ...
Bribepute oauH OTBET:

-

a. cpasy 1ocJe MOIIMICaHus er0 pabOTHUKOM

b. ¢ nathl, ykazaHHOI B TPYIOBOM JIOTOBOPE

r{«,

C.
¢ MOMeHTa (aKTHUECKOT0 JIOMyCKa K padoTe ¢ BeIoMa WM 10 MTOPYYSHHUIO paboToaaTess



—

d. cpa3y nocie noAnucaHus ero paboTHUKOB
Bormpoc 8
HcnipITaTenbHbI CPOK MOXKET OBITh YCTAaHOBIICH:
BeiOepure oquH OTBET:

—

a. 10 COIIANICHUIO CTOPOH
b. mo ycmorpenuto paboromarens
C. He OoJiee IBYX MECSIIEB

d. He Gosee Tpex MecsIeB
Bormpoc 9
TpynoBast KHHXKKa BbIIAETCS paOOTHUKY Ha PYKH:
BeiOepute o1H OTBET:

—

a. IocJjie pacTOPKEHUs TPYIOBOTO 10r0OBOpa
b. mocne 3akroueHus TPYAOBOTO JOrOBOpa
C. IO €r0 MMUCbMEHHOMY O TOM 3aIpocy B JII000€ BpeMs

d. 10 3aKIII0YEHHMS TPYIOBOTO JIOTOBOPA
Bomnpoc 10
JlokyMeHT, (pUKCHUPYIOUIMI COIJIalleHue CTOPOH 00 YCTaHOBJIEHHWU TPYJOBBIX OTHOLICHUH U
PEryJIupyIOIMUM UX, Ha3bIBACTCH ...
BeiGepute oauH OTBET:

—

a. TPYJIOBBIM JJOTOBOPOM
b. TpymoBbIM KOIEKCOM
C. TPYIOBOM KHIKKOU M TIOJDKHOCTHOM MHCTPYKLIUEH

d. mpuKa3oM 1Mo JTHYHOMY COCTaBY
Bomnpoc 11

[TpuKa3sl O JINYHOMY COCTABY XPAHSITCA ...
BriGepure oauH OTBeT:

—

a. BMECTe ¢ IPYTMMH KaJpOBBIMH JOKYMEHTAMH
b. rpynmupyroTest B 0TAeIBHOE €10
C. B IMYHOM JIeJIe COTPYJHHUKA

d. Ha pykax y cOTpy/JHHUKa
Bomnpoc 12
Pabouee mecto — 310!
Bribepute oauH OTBET:

r

a. MECTO €T0 IMOCTOSTHHOTO MECTOHAXO0XACHUS Ha paboTe
b. mecto, re paboTomarenp Beeria MOXKET 3aCTaTh PaOOTHUKA
C. MECTO, T/Ie paOOTHHK JOJKEH HAXOUTHCS B CBSI3U C €ro paboueit GyHKIHueH

d. TeppuTOpus IPEANPHUATHUS, C KOTOPBIM PA0OTHUK 3aKITFOYHI TPYAOBOI TOTOBOP
Bompoc 13
Konuu 10kymMeHTOB, KOTOpbIe paboToaaTeNb 00513aH BhIATh PAOOTHUKY IO €ro
Bribepute oauH OTBeET:
a. CIIpaBKy O HAJIMYHHU JIBTOT
b. mucEMeHHOMY 3asIBJICHUIO
C. cpaBKy 00 yruiate npo(cor3HBIX B3HOCOB

d. xomuto npuKasa o npueMe Ha padboty



Ilpakmuueckoe 3a0anue 2 (8 cemecmp)

1. Onummre npouecc MoAroTOBKU KaJApOBBIX JOKYMEHTOB K apXUBHOMY XPaHEHHUIO.
2. [Tponomxwute hpasy «Ixcnepmuas KOMUCCUA. . .
3. Onumute porece ohopMIICHHS Jiea.
4. OnumMre npouecc nepeaayu el Ha apXUBHOE XpaHEHHUE.
5. 3anogHUTe TaOJIHITY
OTki10HeHus! oT YCTAHOBJIEHHOTO Kox
JdoxymMeHT
peKRIMA bykBennbliil{lndposoii
[TpooKUTETHLHOCTh PabOThl B JTHEBHOE
- ? ?
BpeMs
IIpukas
[PYKOBOIUTENS
[TponomxuTensHOCTh pabOThl B HOYHOE
OpraHu3aIu ? ?
BpeMsi
[PUBJICUCHUH
pabote
[Ipukas
[PYKOBOIHUTENS
PaboTa B BBIXO/AHBIE U MTPA3AHUKU OpraHu3aIu ? ?
MPUBJICUCHUU
pabote
[Ipukas
[PYKOBOIUTEIIS
CaepxypouHas paboTa OpraHu3aLuu ? ?
[IPUBJICUCHUU
pabote
[IpoomKUTENHHOCT, Pa0OTHl  BaXTOBBIM|
? 2 ?
METOIOM
[Ipuka3
HaIIPaBJICHUN
KOMaHIHPOBK
Cny>xeOHast KOMaHINPOBKA JIMPOBKY ? ?
[OIMUCHIO
[pabOTHHKA,
o opMIIeHHOE




KOMaHIUPOBOYHOE
YIIOCTOBEpEHHUE,

Ci1yeOHoe 3aJaHue
154 OTUECT 0 €ro|

BbIITOJTHCHHUH

[ToBbIimieHne KBaMM(pUKALIUU C OTPHIBOM OT|

[Tpuka3 0
HaIpaBJICHUU HA|

KYpCBbl IIOBBILICHUS

paboThI KBaTUpUKAIIMA ~ C
1O/ ChHIO
paboTHUKA
IIpukas 0

IToBeITIIEHME KBaJII/I(i)I/IKaIII/II/I C OTPBIBOM OT

paboTHI B APYrOoi MECTHOCTH

HarpaBJICHUH  HA
KYpCBhl TIOBBIIICHHS
KBaTH(PHUKAIUKA ~ C
MOATNUCHIO

paboTHUKA

Exeromdplii OCHOBHOM  OIIAUMBAaE€MBIN

[Tpuka3 06 oTmycke

C MOAIHUCHIO
OTIYCK

[paboTHHKA

[Ipuka3 06 oTmycke

Exeronnsriit JIOTTOJTHUTEBHBIN

C TTOITUCHIO
OIUIAYMBAEMBINA OTIIYCK

[paboTHUKA

Y4eOHBIE  OTIYCK C  COXpaHEHHEM

[Ipuka3 06 ormycke

C MOJIHCHIO
3apIuiaThbl
paboTHHKA
TpynoBoil m0roBop,
CoxkparieHHas IPOIOIKUTENbHOCThY, KOTOPOM
pabouero BpEMEHU s Pa60THHK0B,Hp0HH(;aHH

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

HACTUYHBIM COXPAHCHUCM 3apIlIaThbl

YCIIOBHSI  pabouero
BpEMEHH, TPUKA3 O

HAIIpaBJICHUU Ha|




00ydyeHue

Y4eOuplli  OTHycK  0€3  coxpaHEHUs

3apPIIaThbL

[Ipukaz 06 ormycke
C MIOJINUCHIO

paboTHUKA

OTtnyck o 0epeMeHHOCTH U POJiaM B CBSI3U

C YCBIHOBJIEHHEM HOBOPOXKAEHHOTO peOeHKa

BOJILHUYHBINA JTUCT

Otnyck mo yxomy 3a peOeHKOM JI0

MTOCTHIKCHUS TPEXJICTHETO BO3pacTa

[Ipuka3 06 ormycke
C MOJIUCHIO

paboTHUKA

OTnyck 6e3 coxpaHeHUs 3apIUIaThl ¢ pa3perieHus

[Ipuka3 06 ormycke

C ITOJITHCHIO
paboTonaTens

paboTHUKA

[Tpuka3 00 oTmycke
Otnyck 0e3 coxpaHeHHs 3apiuiaThl  IPH

C ITOJIITHCHIO
YCIIOBUSIX, PETYCMOTPEHHBIX 3aKOHOM

[paboTHHKA

[Ipuka3 06 ormycke

EKerogHblii  AOMOMHUTENBHBIA — OTIYCK — 0€3)

C TTOITUCHIO
COXpaHEHHUs 3apIlIaThl

[paboTHUKA
BpemeHnHass ~ HETpPyI0CHOCOOHOCTb (xpome

OBITOBBIX TPaBM, OTITYCKa 10 YXOy 32 OOJIbHBIMU

1 110 KAPaHTHHY)

bOJILHUYHBINA JTUCT

BpemeHHass HETPYAOCHOCOOHOCTh B CBSI3U C
OBITOBOW TpaBMOM, O yX0ay 3a OOJIBHBIMU U 1O

KApaHTHHY

CripaBkH
METAITTHCKIX

YIpEKICHUN

CoxpameHHaﬂ MMPOAOJIZKUTCIIBHOCTD pa6oqero

BPCMCHU

TpynoBoil J10roBop,
C
COOTBETCTBYIOILUMHY
YCIIOBUSIMU, IIpUKa3
[PYKOBOIUTEIS

OpraHu3aIu




Bpemst BBIHY)KIACHHOTO TIporyja B clydae
MPU3HAHUS YBOJIBHEHUS, MEPEeBOJa Ha APYryIo
paboTy WM OTCTPAHEHHUS OT pabOT HE3aKOHHBIMY|

C BOCCTAHOBJICHHEM Ha IPEeKHEH padoTe

Perrenue cyna,

KOMUCCHH 10|
TPYIOBBIM  CIIOpaM
UM [PENIIUCAHUE
rOCYAapCTBEHHOTO

MHCIICKTOPA 110

TPYAY,

[PYKOBOAMTEIIA

npuKa3
OpTraHU3aALIH 0
BOCCTAHOBJICHUH HA|

pabote

HeBbixoq Ha paOoTy BO BpeMsl BBINOJIHEHUS

rOCydapCTBCHHBIX NI O6HIGCTBCHHBIX

00s13aHHOCTENR

[Ipuka3
PYKOBOOUTEIA

OpraHu3aIu

[Iporyiib

JoknaHbIe
BaruCKU
[PYKOBOAMUTEIIECH
[10Ipa3/IeJICHHI,
00BSACHUTEIIbHBIE
BaruCKU
COTPYIHUKOB,
MpUKa3bl
BHIHECEHUU

T CHUTIITMHAPHOTO
B3bICKAHUS,

AKThI|

KOMUCCHH U JIp.

[IponomKUTENPHOCTh  paboOThl B pEXHUME

HCIIOJTHOT'O pa6oqero BPEMCHH 110 HMHHUIIMATUBCE

'YcnoBus TpyaoBOro

ToroBOpa, MpUKa3bl

1o OCHOBHOM
paboTomaTens

e TeNbHOCTH
BbIXOHBIC U TPa3THUYHBIC THA —
/lononHuTenbHbIE BBIXO/IHbIE AHAN T pkcas o
(orIaynBaeMebIe)

MMPECA0CTAaBJICHUA




JTOITOJTHUTCIIBHBIX

BLIXOOHBIX JTHEH

I[OHOJ'IHI/ITCJIBHBIC BBIXOJHBIC JHH]

(or1aunBaeMsIe)

3abacToBKa

Pemenne
IPOBEACHUN
3a0aCTOBKH,
MIPUHSATOC
MPEICTaBUTEIIBHBIM
OpraHom

[PaOOTHUKOB

HesBk 110 HEBBIICHEHHBIM IIpuiYruHaMm (,I[O

BBISICHEHHS 00CTOSITEIHCTB)

OTCYTCTBYIOT
TOKYMEHTHI,
0OBACHSIOIINE
[IPUYHHBI
OTCYTCTBHS
COTpYTHUKA

HQ

pabote

BpeMH MMpOCTOA 110 BUHC pa6OTOI[aTCJ'ISI

BpeMH IMpOCTOA 11O MTpUYNHAM, HE 3aBUCAIINM OT]

paboTonaresns U paboTHUKA

3asBIIcHUE
paboTHUKA O Hayase

[IPOCTOS

Bpemst mpocTos 1Mo BUHE pabOTHUKA

AKT O TOM, 4YTO
[paOOTHHK
COBEPIIIHIT
HerpaBOMEpHbBIS
ECTBUS, KOTOpBIE
[TPUBEITA K|
[MPOCTOIO,
00BACHUTENHHAS

3aliiucCKa pa6OTHI/IKa

OtcTtpaHeHue oT paboThl (HEIOMYIIEHHUE K|

[Tpuka3 00




paboTe) ¢ ormIaToi OTCTPAaHCHUH oTj
[paboThI
OtcTpaneHue OT paboOThl (HEIOMyIIEHHE K
? ? ?
paboTte) 6e3 ormaTsl
3asBiaeHue
[paboTHUKA 0
Bpemst mpuOCTaHOBKH pPa0OTHI MPH  33JePKKEPHOCTAHOBKE
? ?
3apabOTHOI IIaThI paboThl B CBSI3U C
BagePIKKOM
3apIuiaThl
6. 3anonHHUTE TAOIUILY
Cpox
Ha3Baumue :xypHasa
XpaHeHus
DKypHansl (KkHUTH) IpreMa, nepeMelieHus (IepeBojia), yBOJIbHEHUS paOOTHUKOB ?
DKypHansl  (KHWTH) y4yeTa KOMAHIMPOBOK U  BBIAAYM  KOMaHIMPOBOYHBIX
5 ner
yI0CTOBEpEHU I
DKypHainbl (KHUTH) yyeTa OTIyCKOB ?
DKypHans! (KHUTH) ydeTa JTUYHBIX JIeJ, JINYHBIX KapTOUeK, TPYJOBHIX JOTOBOPOB ?
?

Knaura yuc€Ta ABUKCHUA TPYAOBBIX KHUXKCK U BKJIaJIbIIICH K HUM

DKypHaiel (KHUTH) BBIAAYH CIIPABOK O 3apabOTHOM Iu1aTe, CTaxe, MecTe paboThl

Tect k pasneay Ne2

Bomnpoc 1
Ceepxypounast paboTa — 3T0:
Bri6epute oguH OTBET:

T‘«,

a.




pabora, mpouw3BoAMMAas pPaOOTHUKOM [0 HWHUIMATHBE paboTomarenss 3a TpeaeliaMu
YCTaHOBJICHHOM TIPOIOJDKUTEIHFHOCTH Pab0Yero BpeMEeHH, €KeTHEBHOW PabOThI (CMEHBI), a TAKKE
paboTa cBepX HOPMAJILHOTO YHcia pabounX 4acoB 3a YUETHBINA EPUOT

b. pabGora o cornameHu0 CTOPOH

C. IOTIOJTHUTEIbHAsE padoTa 10 COTJIAIICHUIO CTOPOH

d. paboTa 1Mo BBIXOJHBIM U B HOUHOE BpEMsI
Bomnpoc 2
[IpaBo Ha OYepeIHOI OTITYCK Y paOOTHHKA BO3SHUKALT:
Bribepure ouH OTBET:

a. TI0 UCTEUYEHNH 6 MECSIIEB
b. mo ucreuenun 2 mecAanes

C. Cpa3y IOCJIC 3aK/I0YECHU TPYAOBOIO J1OIrOBOpa

{

d. mo ucreueHuu 1 roja ¢ MOMEHTA 3aKJIFOUCHHUS TPYAOBOTO JIOTOBOPA
Bormpoc 3

TpynoBoii apouTpax 37o0...

BriGepure oauH OTBeT:

E‘—_

a. IOCTOSIHHO JIeHCTBYIOIIMN CyAeOHBIN OpraH 1o pacCMOTPEHHIO TPYAOBBIX CIIOPOB
b. koMuCccHst IO TPYIOBBIM CIIOpPaM
C. BPEMEHHO JICHCTBYIOIUNA OpraH 110 pacCCMOTPEHUIO KOJUIEKTUBHOI'O TPYAOBOTO Ciopa

d. komernanbpHas KOMUCCHS
Bormpoc 4
JImuHO€ [0 3aBOAUTCH ...
Bribepute oauH OTBET:

a. Ha KaXJ0ro pabOTHUKA
b. Ha pykoBoHTENEH M OTBETCTBEHHBIX UCIIOHUTENEH
C. Ha Ka)KJJ0T0 BTOPOro pabOTHHKA

d. HapymuTesel TpyI0BOW TUCHUITIMHBI KITMEHTOB (DUPMBI
Bompoc 5

CrpyKTypa KaJIpoBOH JOKYMEHTAIIUHU BKJIIOYAET B CeOs:
Bri6epute ouH OTBET:

—

a. IPUKAa3bl 110 JINYHOMY COCTaBY
b. mpukasbl M0 aIMUHUCTPATHBHO-X035HCTBEHHOM ACATSILHOCTH
C. IIEPENNCKY C BBIIECTOALICH OpraHu3anuen

d. mpuKa3bl 10 OCHOBHOM AEATEILHOCTH
Bompoc 6
Pabora B HOUHOE BpeMsi — 3TO paboTa:
Bribepute oauH oTBeT:

I:‘—_

a. ¢ 23 yacoB 10 5 yacos

—~

b. ¢ 22 yacoB 10 6 4yacos

—~

C. ¢ 20 yacoB 10 4 yacos

rf,

d. ¢ 21 gaca o 5 yacos

Bompoc 7

[TepeBoa paboTHHKA HA TIOCTOSIHHYIO Pa0OTy B APYTYIO OPTaHU3AILUIO JINOO B IPYTYI0 MECTHOCTh
BMECTE C OpraHu3alueil J0myCcKaeTcs:

Bri6epute oguH OTBET:

—

d. TOJIBKO C IMCBMEHHOI'O COrJiacusl pa6OTHI/IKa



b. ¢ cornmacus npodcoro3noro oprana
C. C corJiacHsi WICHOB CEMbH Pa0OTHHKA

d. ¢ cormacus Bcex 4ieHOB MPO(COIO3HOM OpraHU3auH
Bormpoc 8
JIOKyMEHT, YCTaHABJIMBAIOIIHNHA MOPSIOK 00pabOTKU MEPCOHATBHBIX JTAHHBIX, HA3bIBACTCS:
BriGepute ouH OTBET:

I:‘—_

a. [TonoxxeHreM 0 3amuTe NePCOHATBHBIX TaHHBIX
b. nepeunem KoHpUICHINATBLHOI HHPOPMAIH
C. [lonoxxenueM o nepcoHasne

d. Tpy0BBIM OTOBOPOM

Bormpoc 9

IToka Het oTBeTa

Uto0Bsl mMmonMy4nuTh 3apabOTHYIO IDIaTy 3a 3a00JIEBHIETO CYNPYra/Cymnpyry HEoO0XOIuMO
NPEJIOCTABHTD ...

Br16epute ouH OTBET:

—

a. CBHJICTEIIBCTBO O Opake
b. noBepeHHOCTD U MacopT
C. 3asIBJICHUE U MACIOPT CyIpyra

d. pacomcka

Bomnpoc 10

PaGoTHHK, Ha KOTOPOro OQGOPMIIAETCS JIMYHOE JEJI0, IPEACTABIAET COOCTBEHHOPYYIHO
3aI0JIHCHHYIO:

BriOepuTe 0AMH OTBET:

a. BBIMICKY U3 TIPUKa3a O pueMe Ha paboTy

—~

b. aHKeTy MM TUYHBINA JTUCTOK MO YYETY KaJpPOB

—~

C. buorpaduto

d. mpock0y 0 mpuemMe Ha paboTy
Bompoc 11
HcnbITaTenbHbIM CpOK MpU pueMe Ha paboTy He yCTaHaBJIMBAETCS:
Bri6epute ouH OTBET:

a. 6epeMEeHHBIM KEHIIIMHAM
b. naBaTMIamM
C. PYKOBOJUTEIISIM

d. muiam monoske 16 et
Bompoc 12
ATtTecranys pabOTHHKA 3TO. ..
Bribepute oauH oTBeT:

'

d. OLICHKA JACATEIIbHOCTU pa60TH1/u<a 3a OTYETHBIM nepuon
b. BEIsIBIIEHUE HanboIIEe KBaHI/I(i)I/IL[I/IpOBaHHBIX paGOTHI/IKOB IJIg TIOOIIPCHUA
C. OLICHKA HpO(I)CCCI/IOHaJIBHBIX Ka4dcCTB pa6OTHI/IKa

d. onpenenenue kBanupuKanuyu paboTHUKA

Bomnpoc 13

JHomyckaercsi odopMIIeHHE pPacHOPSIUTEIbHBIX JOKYMEHTOB IO JIMYHOMY COCTaBy HE IIO
yHU(DUIIPOBAaHHOHN GopmMe Tpu

Bri6epute oguH OTBET:

—

a. Mpe0CTaBICHUU OTITYCKa



b. pacTop>xeHUU TPYIOBOTO JOroBopa
C. U3MEHEHNH OHorpapUuecKuX JaHHBIX

d. 3akmrouenun TPYAOBOI'O JOroBOopa € UCHBITATCIbHBIM CPOKOM

Konmponsnas paboma (8 cemecmp)

Heo6xonumMo BbIOpaTh MpaBWIIBHBIE OTBETHl, a IOCIE€ OOOCHOBaTh BBIOOP MOATBEPIMB
KoMMeHTapusiMu. KoHTponbHYI0 paboTy HE00X011MMO 0(OPMUTH B HAJIEKAIIEM BUJIE, @ UMEHHO
HE00X0UMO O(GOPMUTH TUTYJIBHBIM JHCT C 3aroJOBOYHOM YacThl0 M HAaUMEHOBaHMEM BHJA
paboThl, MECTOM COCTaBJIEHHUS M OTMETKOW O BBIIIOJIHEHUU U NTpoBepke Baieil paboTshl.

Kenaro ygauu.

1.0cHoBHbIe TpeOoBaHMA K O(GOPMJICHHI0O KAJPOBOH JOKYMEHTAllUM B OPraHU3alUH
NpeAbsBJICHbI:

1) TpynoBbiM kosiekcom PO

2) YcraBoM opraHu3anuu

3) I'Caoy

4) UHcTpyKuuel o KapoBOMy JI€I0IPOU3BOJCTBY

2. HopmaTuBHBII aKT, 00s13bIBaOIIUil padoronarensi JOKYMEHTHPOBATH TPYAOBYIO
NeATeIbHOCTh PA0OTHHKA. ..

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

2) TpynoBoii konekc PD

3) Ilocranosnenue IpaBurensctBa PO ot 16.04.2003 Ne225 «O TpynoBbIX KHHKKAX»

4) IloctanoBnenue Muntpyna P® or 10.10.2003 Ne69 «OO yTBep)KIEHHH HHCTPYKIHUH IO
3aM0JIHEHUIO TPYIOBBIX KHUKEK»

3.JIpaBoBoii aKT, NEPEYHCHAIMHA BHABI [JOKYMEHTOB, NPEIOCTABJISECMBIX MPH
3aKJII04eHUH TPYI0BOIO 10roBopa...

1) YcraB opranuzanuu

2) [IpaBuiia BHYTPEHHETO TPYIOBOI0 paclopsiKa OpraHu3alu

3) ITonoxxeHue o nepcoHasie OpraHu3anuu

4) TpynoBoii koaekc PD

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, OO0pa3yloImuxcsi B JeSTEIbHOCTH
OpraHu3aIyii, ¢ yka3aHueM CPOKOB XpaHEHHUS

5. TpynaoBbIe IEHCHH YCTAHABJINBAIOTCH M BBIIUIAYMBAIOTCS B COOTBETCTBHH..

1) @3 «O rocyaapcTBEeHHOM NEHCHOHHOM olecrieueHur B POy

2) @3 «O Tpya0BBIX NIEHCUAX B PDy

3) @3 «O BerepaHax»

4) @3 «O06 006s3aTeIBHOM IEHCHOHHOM CTpaxoBaHUU B PD»

6. Iopsinok odopmieHusi, BeleHUs1 U XpPaHEHUs] TPYAOBbIX KHHMKEK, BKJAJAbIIIeH B HHX,
Ay0JHMKAaTOB TPYAOBBIX KHHKEK PerjJaMeHTHPOBAaH...

1) Tpynoseim Konexcom PO

2) YronoBHBIM KojieKcOM PD

3) ITocranosnenue IIpaBurensctBa P® ot 16.04.2003 Ne225 «O TpymoBBIX KHHKKaX»,
[TocranoBnenne Muntpyga P® ot 10.10.2003 Ne69 «OO6 yTBEepKICHMHM MHCTPYKIHMH I10
3aIIOJTHEHUIO TPYIOBBIX KHHKEK»

4) UHcTpyKuuel 1o KaIpoBOMY JIEI0IPOU3BOJICTBY OpraHU3alun



7. JlokyMeHTBI, IpeAbsiBJsieMble IPH NIpHeMe HA padoTy:

1) TpymoBasi KHIKKA, TOKYMEHT, YAOCTOBEPSIOIINI TMYHOCTD

2) TpyioBasi KHWXXKKA, JIOKYMEHT, YJOCTOBEPSIOIINIA JTHYHOCTh, JIOKYMEHTBI BOMHCKOIO Y4YeTa,
JOKYMEHT 00 00pa30BaHUU, CTPAXOBOE CBUJETEIHCTBO TOCYIAPCTBEHHOIO IEHCHOHHOIO
CTpaxOBaHMUs

3) TpynoBas KHWXKKa, JOKYMEHT, yaocToBepstomuii auaHocts, MHH, cmnpaBky o cocrosHuun
3/10pOBbSI

4) TpynoBasi KHIXKKa, AcTOPT, JOKYMEHThI BOMHCKOTO Y4€eTa, XapaKTepUCTHUKa

8. IIpn oopMmiIeHUH TPYAOBBIX NPaBOOTHOIIEHU 00s13aTeIbHBIM
JAOKYMEHTOM,PErIaMEHTUPYIOIINM 00s13aTEJIbCTBA CTOPOH, SIBIISICTCS

1) 3asBreHUE O IpHEMe Ha paboTy

2) KOJUICKTUBHBINA JIOTOBOP

3) TpyZIOBOE COIJIAIICHHE

4) TpyIOBO# TOTOBOP

9. CTpyKTYypa KaJApoBOii JOKYMEHTAIUM BKJIOYaET B ce0s:

1) mpuKa3bl 10 OCHOBHOM JESTEIbHOCTH

2) mpuKa3bl 10 aIMMHUCTPATUBHO-XO03SIMCTBEHHOM J1€ATEIbHOCTH

3) mepenucky ¢ BBIIIECTOSAIICH opraHu3anuei

4) npuKasbl O JUYHOMY COCTaBY

10. [lokymMeHT, YCTAHABJIMBAKIIMH NOPAIOK 00padOTKH MEePCOHAJBHBIX [AHHBIX,
Ha3bIBaeTCs

1) TpyZOBBIM 10TOBOPOM

2) nepeyHeM KOoH(MUICHIIMATIbLHON HHOpMAIUn

3) IlonoxxeHueM o 3aluTe NePCOHAIbHBIX TaHHBIX

4) [TonoxxeHuem o nepcoHane

11. PaGoTHUK, HA KOTOpPOro odgopmJisieTcsl JUYHOE /1eJ10, IPEACTAB/IsAeT COOCTBEHHOPYYHO
3aI0JHEHHYIO

1) mpocrOy o mpueme Ha paboTy

2) BBIIIUCKY U3 MIpHKa3a o pueMe Ha paboTy

3) 6uorpaduro

4) aHKeTY WU JIMYHBIHA JUCTOK 10 YUeTy KaJpoB

12. lonyckaercsi oopmiieHHEe PaciOpsiAMTEIbHBIX JOKYMEHTOB 10 JIMYHOMY COCTABY He 110
yHH(puuupoBanuoi ¢popme npu

1) u3MeHeHHHU OHOTrpaUUIECKUX JaHHBIX

2) 3aKJIIOYEHHU TPYIOBOTO JOTOBOPA C UCIIBITATEIHLHBIM CPOKOM

3) pacTtopKeHUH TPYIOBOTO JOrOBOPa

4) mpeaoCTaBICHUH OTITyCKa

13. Bu3bl, KakKMX JOJLKHOCTHBIX JIML, BKJIOYaeT B cedsi pekBu3uT «CoriacoBaHo» npu
3aKJIIOYECHHH TPYA0BOI0 J0roBOpa NpU NpueMe Ha padory?

1) pykoBoAUTENSI CTPYKTYPHOIO MO/Ipa3/IesieHus], FOPUCTa, CIEIIMATUCTOB OT/iea KapoB

2) BU3 HE HY)KHO

3) pyKOBOJUTENS CTPYKTYPHOT'O MOIpa3iesieHus

4) ropucra

14.Kakue 10KYMEHTBI, perJIaMeHTHPYIOT YIIPaBJIeHHe NIEPCOHAJIOM OPraHU3anMu?

1) npuKasbl 1O JIMYHOMY COCTaBY

2) TpyIOBBIE KHIDKKHA COTPYIHUKOB

3) 1nuHbBIE Aena COTPYIHUKOB

4) opraHu3alMOHHO- PAaBOBbIE JOKYMEHThI OpraHu3aluu

15. Kakoii 10KyMeHT, perjJaMeHTHPYeT MOPS/I0K OPraHU3alii U NPOBeeHUs aTTeCTaluu
nepconaJa?

1) [Tonoxxenue o nepcoHasie

2) [Tonoxxenue 006 arTecTaluy MepcoHama

3) rpaduk MpoBeIeHUS aTTECTAIIUN

4)VYcTaB npeanpusTs



16. Y4eTHBIM KagpOBBIM JOKYMEHTOM SIBJISIETCH. ..

1) mucbMo-TIpUTIalieHue Ha paboTy K IpyroMy paboToaTento

2) u3BeIIEHUE C TPOCHOOU SIBUTHCS JIJIsI O3HAKOMIICHHSI C TIPUKA30M

3) 1M4yHOE JeNI0 COTPYAHHKA

4) npeacTaBieHUE O MOOIIPEHUH

17. Cko01bKO BpeMeHHU A0/KHBI XPAHUTBLCH JIHYHBIE [1eJ1a PYKOBOAMTE el Opranu3auuu?

1) mocTostHHO

2) 50 net

3) 75ner

4) ompeensaeT KaJApoBbIii paOOTHUK

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

1) HauaIbHUK OT/IENa KaJIpOB

2) IUPEKTOP MO MEPCOHATY

3) pyKOBOUTENb OPraHU3aALUN

4) sKcniepTHasi KOMUCCHUS

19. K10 nognuceiBaeT BHYTPEHHIOI0 ONMCH JOKYMEHTOB J1esia?

1) cocraBuTeh

2) paOOTHHK CITY>KOBI JOKYMEHTAIMOHHOTO O0eCieueHus

3) MHCHIEKTOp OT/elNa KaapoB

4) apXuBHCT

20. BoiOepuTe HCTHHHOE YTBEPKACHHUE:

1) nena mpuKa30B MO JIMYHOMY COCTaBY MOJUIEKAT MOTHOMY O(POPMIICHHIO

2) gena MpUKa30B MO JIMYHOMY COCTaBY MOAJIEKAT YACTHUHOMY O(POPMIICHHUIO

3) nena MPUKA30B MO JUYHOMY COCTaBY MOJUIEKAT OPOPMIICHHIO B 3aBUCHMOCTH OT CpPOKa
XpaHeHUs

4) nena MpUKa30B IO JTUYHOMY COCTaBY HE TOJIEKAT 0hOpMIICHUIO

21. ITocTosiHHOE XpaHEeHUE KAAPOBBIX JOKYMEHTOB /I0JKHO OCYIIeCTBJISTHCS:

1) mpH MOCTOSTHHOM €CTECTBEHHOM OCBEIICHUN

2) B TeMHOTE

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

4) 0ocoOBIX TpeOOBaHUIA HET

22. IlpoBepka HAJUYHUSI W COCTOSIHUSI IOKYMEHTOB OCYIEeCTBJISAETCS:

1) He peke yeM OAMH pa3 B MATh JIET

2) eXKeroJiHO

3) mo Mepe HEOOXOIUMOCTH

4) 1o JxeJIaHMuI0 ApXUBHOIO pabOTHHKA

23. Bbl roroBuTe K mepeaaye B apXuB /ejia NPUKA30B MO JUYHOMY cocTaBy. B xone
00padoTKHu y3Haere, yT0 Bam najiexnii npemecTBeHHUK He Pa3aessi B 1eJ0NPOU3BOICTBE
NPUKA3bI M0 JUYHOMY COCTABY J0JIOBPEMEHHOr0 M KPATKOCPOYHOI0 CPOKOB XpaHEHHS.
Bce nena copmmupoBanbl 0e3 ydeTra JJIUTEJIbLHOCTH XpPaHeHUsl JOKYMEHTOB. Bamu
AEeHCTBUA:

1) nepeopmupyro Jiesa B COOTBETCTBHH CO CPOKAMHU XPaHCHHsI, COCTABIIIO HOBBIC BHYTPEHHUE
OTIHCH

2) mepedopMUPYIO Jiea B COOTBETCTBHH CO CPOKAMH XPaHCHHS, IMEPECHYMEPYIO MPHUKA3hI 10
MOPSIKY, CENa0 MOMETKU B PETUCTPAIIMOHHOM JKypHAJle, COCTABIIIO HOBBIE BHYTPEHHUE OTHCH
3) 6yny oOpabatsiBaTh Jieja B TOM BHE, Kak OHU C(HOPMHUPOBAHBI

4) He Oyay HUYETO JenaTh ¢ yKe chopMUpOBAHHBIMHU JENIaMU, a Mocieayriiee GopMUpPOBaHUE
Jie)t Oy Iy BECTH B COOTBETCTBUU C TPEOOBAHUSAMU TI0 CPOKAM XPAHCHUS

Hmozoswtit mecm no Kypcy "Kaopoeoe 0enonpouzso00cmeo u apxuevt 00KyMeHmM 08 no
auunomy cocmaegy' (2 cemecmp)



Bormpoc 1
HenopmupoBanHuslii paboumii JeHb 3TO. ..
BeiOepure oquH OTBET:

—

a. 1o TPaXKIaHCKO-TIPaBOBOMY JIOTOBOPY
C .
b. paGoTa B upe3BbIUANHBIX 00CTOSTEIHCTBAX

rf,

C. paboTa 3a npeaesIaMyu HOpMaabHOW IPOJOKUTEIBLHOCTH paboUero BpeMeH!

d. pabora B mpeaenax padbodero aHs
Bompoc 2
JlokasibHbIE HOPMATHUBHBIE AKTHI ATO. ..
BriGepute ouH OTBET:

—

d. JOKYMCHTBI ]I CJIy>K€6HOFO I10JIb30BaHUA
—

C b

HOPMATUBHBIC aKThI, COACPIKAIINC HOPMbBI TPYIOBOT'O IIpaBa, IPUHUMACMBIC pa6OTOI[aTCJ'ICM
—

C. IOKYMCHTBI TOJIBKO JJIsl COTPYAHUKOB OTAECJIa KagpoB

d. TOKyMEHTBI JUIs HE CIy>KEOHOT'O MOJIb30BaHUS
Bompoc 3
JIokyMeHT, (pUKCHUPYIOUIMI COIJIalleHue CTOPOH 00 YCTaHOBJIEHHWU TPYJOBBIX OTHOLICHUH WU
PEryJIupyIOIMUM UX, Ha3bIBACTCH ...
BeiGepute oauH OTBET:

—

a. TPyOBBIM KOZEKCOM
b. TpynoBO# KHMKKOHM M JTOJKHOCTHON MHCTPYKIUCH
C. TPYAOBBIM JJOTOBOPOM

d. mprUKa3oM 10 JIMYHOMY COCTaBY

Bompoc 4

3ampenaercsi HalpaBJsATh B CIyKeOHble KOMaHIUPOBKU:
Bri6epute ouH OTBET:

a. )KeHIIUH, UMEIOIIHNX JIETeH B BO3pacTe /10 5 JieT 03 UX corjacusi, 0epeMEeHHbBIX JKCHIIUH

—~

b. paboTHuKOB B Bo3pacte 10 19 et

—

C. pa6OTHI/IKOB MNEHCUOHHOTI'O BO3pacTa

d. paboTHHKOB B Bo3pacte 10 17 net
Bompoc 5
CaepxypouHast paboTa — 3TO:
Bribepute oauH OTBET:

a. pa60Ta 110 COITIAIICHHUIO CTOPOH

b. pa60Ta 110 BBIXOAHBIM U B HOYHOC BpCMH

—
|1

C.

pabora, mnpousBoguMas pabOTHUKOM IO HWHHUIMATHUBE paboTojarenss 3a MpeaeraaMu
YCTaHOBJIEHHOM MPOJIOJKUTENILHOCTH pabouero BpeMeHH, exXeIHEBHOI paboThI (CMEHBI), a TAKKe
paboTa cBepX HOpPMAJILHOTO YKcia pabouuX 4acoB 3a YUETHBIN MepHO]

—

d. momomHKUTENEHAS PadOTa MO COTJIAICHUIO CTOPOH
Bompoc 6
UroObl MONYy4uTh 3apal0OTHYIO IUIaTy 3a 3a0OJEBIIET0 CYMPYyra/Cynpyry HEOO0XOAuMO
PEOCTABHTD ...
Bribepure ouH OTBET:

—

a. pacrucka



b. cBumeTenscTBO 0 Opake
C. 3asIBJICHHUE U MMACIIOPT CyNpyra

d. moBepeHHOCTH U MACHIOPT
Bormpoc 7
[TepeBo pabOTHHKA HA TIOCTOSIHHYIO Pa0OTY B JPYTyIO0 OPraHU3aLUIo0 KOO0 B IPYTyI0 MECTHOCTb
BMECTE C OpraHu3aIen 10mycKaeTCs:
Bribepure oauH OTBET:

a. TOJIBKO C TUCBMEHHOTO corjacusi paboTHUKA
b. ¢ cornmacus npodcoro3noro oprana
C. ¢ corjacusi YIEHOB CEMbU pabOTHUKA

d. ¢ cornacus Bcex wieHOB MPO(COIO3HOM OpraHU3auH
Bormpoc 8
[TpuKa3bl MO JIMYHOMY COCTaBY XPAHSITCH ...
BeiGepute ofuH OTBET:

—

a. Ha pyKax y COTpYAHHKaA
b. BMecTe ¢ ApyrumMu KaJpoBbIMU TOKYMEHTAMU

C. IPYNIUPYIOTCS B OTJIEIBHOE JICIT0
" d. B IMYHOM JI€NIE COTPYIHHKA
Bormpoc 9
JInuHoe neno 3aBoguTes ...

Bri6epute oquH OTBET:
s

a. Ha PYKOBOJAMTENICH U OTBETCTBEHHBIX UCIIOJIHUTENICH
b. Ha kaxxOr0 BTOpPOro paboTHHKA
C. Ha KaXJ0ro pabOTHUKA

d. HapymuTesel TPy I0BOW TUCIUITIMHBI KITMEHTOB (DHUPMBI
Bomnpoc 10
PaboTtHuk, Ha KOTOporo odopmisieTcs IJUYHOE [IeNI0, TPEICTaBISAEeT COOCTBEHHOPYYHO
3aII0JIHEHHYIO:
BriGepure oauH OTBeT:

—

a. BBIMMCKY M3 MPUKa3a 0 IpueMe Ha paboTy
b. mpocs0y o mpueme Ha padoTy
C. aHKETY WJIM JIMYHBIH JIMCTOK TI0 YYeTy KaJIpoB

d. 6uorpaduro
Bonpoc 11
CtpyKTypa KaipoBOi JOKYMEHTAIIMH BKIIOYAET B CEOs:
Bribepure ouH OTBET:

'

a. IpUKa3bl 10 AAMUHUCTPATUBHO-XO03SIMCTBEHHOMN JEATEIbHOCTH
b. mpukasbI M0 OCHOBHOM JEATEILHOCTH
C. IpUKa3bl M0 JJUYHOMY COCTaBYy

d. mepenucKy ¢ BBIIECTOSIICH OpraHU3aIlUueH

Bompoc 12

Konuu n1oKkyMeHTOB, KOTOpBIE paboToAaTe b 0053aH BbIIaTh PAOOTHHUKY IO €T0
Bri6epute oquH OTBET:

a. MMCbMECHHOMY 3asIBJICHUIO
b. cipaBky 00 yrare mpo¢COO3HBIX B3HOCOB

C. KOIHUIO NMPHUKa3a 0 IpuemMe Ha paboTy



—

d. cripaBKy O HAJIUYHHU JIBTOT
Bompoc 13
[TponOmKUTETLHOCTD €KETHEBHOM PA0OTHI (CMEHBI) JIsl paOOTHUKOB B Bo3pacte ot 15 no 16 ner:
BriGepute ofuH OTBET:

E‘—_

a. 4 gaca

b. 7 wacos
C. 5 yacos

d. 6 vacoB
Bormpoc 14
TpynoBoii apoutpax 3to0...
BeiGepute ouH OTBET:

E‘—_

a. MOCTOSIHHO JICUCTBYIONIH Cy/1e0HBII OpraH 10 paCCMOTPEHUIO TPYAOBBIX CIIOPOB
b. komuccus 10 TPYIOBBIM CIIOpamM
C. BPEMEHHO JICHCTBYIOIIUNA OpraH 110 paCCMOTPEHUIO KOJUIEKTUBHOT'O TPYI0BOTO CIIOpPa

d. KoyternanbHasi KOMUCCHS
Bompoc 15
VcnbITaTenbHbIi CPOK MOXKET OBITh YCTAHOBJICH:
Bri6epute ouH OTBET:

r{«,

a. He OoJiee IByX MECSIICB
b. mo yemorpenuto paboronarerns
C. TIO COTJIAIICHUIO CTOPOH

d. He Gosee Tpex MecsLeB
Bompoc 16
be3omnacHele ycioBus Tpya 371o0. ..
Bri6epute oguH OTBET:

—
a. ycIoBHs TpyJa, HE CBA3aHHBIC C pUCKOM I ’KU3HU U 3010POBbs YCIIOBUA Tpyda
—

b. ycnoBust Tpyna, mpu KOTOPBIX BO3ZCHCTBHE HAa PaOOTHHKOB BPEIHBIX M (MIJIM) OMACHBIX

HpOI/I3BO)ICTBeHHI)IX q)aKTOpOB HNCKIHOYCHO J'II/I6O HC HpCBI)IIHaeT YCTaHOBJ'ICHHble HOpMaTI/IBI)I (CT.
209 TK P®)

C. ycnoBus Tpyaa, IIpU KOTOPBIX CO6J'IIOI[aeTC$[ TEXHHMKA 0€30IMaCHOCTHU
—

d. ycioBusl Tpy/ia CBSI3aHHBIE C PUCKOM ISl KU3HH
Bomnpoc 17
JIOKyMeHT, YCTaHaBIMBAIOIINH MTOPSIOK 00pabOTKH MEPCOHATBHBIX JAHHBIX, HA3bIBACTCS:
Bribepure ouH OTBET:

—~

a. [TomosxeHreM 0 3alUTe EPCOHATBHBIX JaHHBIX
b. [TosoxxeHuem o nepcoHase
C. TPYIOBBIM JIOTOBOPOM

d. mepeunem KoHGUACHIMATLHONH HHPOPMAITUH
Bomnpoc 18
TpynoBoii 10roBop ¢ paOOTHUKOM BCTYTAET B CUILY ...
Bribepure ouH OTBET:

—

a. C 1aThl, yKa3aHHOM B TPYIOBOM JIOTOBOpE

b. cpasy mocie noanucanus ero pabOTHUKOB

r‘«,

C.
¢ MOMeHTa (aKTHUECKOTro JOMycKa K paboTe ¢ BeloMa WK TI0 IOPYYEHUI0 paboToaaTems

—

d. cpa3y mociie moanucaHus €ro pabOTHUKOM



Bomnpoc 19
TpynoBast KHMXKKa BbITaeTCsl paOOTHUKY HA PYKH:
Bribepure oauH OTBET:

a. OCJIe 3aKJIIOYCHUS TPYIOBOTO JIOTOBOpa
b. o 3akirOUeHMS TPYAOBOTO TOTOBOpa
C. IO €ro MMCBMEHHOMY O TOM 3aIpocCy B JIF000€ BpeMst

d. mociie pacTopKeHHs TPYJAOBOTO JOTOBOpa
Bormpoc 20
Jomyckaercss oQOpMIICHHE PpacIOPSIUTENbHBIX JOKYMEHTOB IO JIMYHOMY COCTaBy HE IO
YHUGUIIMPOBAHHOHK (opMe MpHr
Bribepure ouH OTBET:

—

d. IpCaOCTABIICHNM OTIIYCKa
b. 3axiroYeHUH TPYI0BOTO AOTOBOPA C UCTIBITATEILHBIM CPOKOM
C. paCTOP>KCHUHU TPYIOBOTO JOIroBOpa

d. u3smMeHeHnn OMorpapUIECKUX TaHHBIX
Bomnpoc 21

PaboTa B HOUHOE Bpems — 3T0 pabdoTa:
Bri6epute ouH OTBET:

rf,

a. ¢ 21 gaca 1o 5 gacos

b. ¢ 22 yacoB 70 6 yacos

—

C. ¢ 20 gacosB 10 4 yacos

E‘—_

d. ¢ 23 yacoB 10 5 yacos

Bomnpoc 22

3asBIeHUE 0 MpUeMe Ha paboTy CIEIyeT aIpecoBaTh...
Bribepute oauH OTBET:

—~

a. HAYaJILHHUKY OT/IeNIa KaIpOB U PYKOBOAUTEIIIO MTOAPA3ICIICHUS
b. B oTmen kaapos

C. COOCTBEHHUKY MPENIPUATHS

{

d. pyKkoBOAMTE IO OpraHU3aIuu

Bomnpoc 23

[TpaBo Ha ouepeqHON OTIYCK Y paOOTHUKA BO3HUKAET:
BeiGepute oauH OTBET:

—

a. cpasy TocIIe 3aKIYCHUS TPYI0BOTO IOTOBOpa
b. mo ucreuenuu 2 mecaues

C. II0 UCTECUEHNH 6 MECSIIEB
" d. no ucreyennu 1 roga ¢ MOMEHTa 3aKIIFOUEHHUS TPYAOBOIO JOrOBOPA
Bompoc 24

AtTecTanus pabOTHUKA 1TO. ..

Bribepute oauH OTBeET:
—

a. onpeJeneHne Kpanudukanuu paboTHUKA
b. orienka nesTeIbHOCTH PabOTHHUKA 33 OTUETHBIN TIEPHOJT
C. OIIeHKa Mpo(eCCHOHANBHBIX KauecTB pabOTHUKA

d. BeIsIBIICHHE HanOoIee KBATM(PHUIIUPOBAHHBIX PAOOTHUKOB IS TIOOIIPEHUS
Bompoc 25
HcnpITaTenbHbIN CPOK MPU IprUeMe Ha paboTy He yCTaHABIMBACTCS:
Bri6epute oguH OTBET:



a. 6epeMEHHBIM KEHIITMHAM
b. pykoBoauTensm
C. HHBAJIMAAM

d. muam momoxke 16 et
Bompoc 26

Pabouee MecTo — 3T0:
Bribepure ouH OTBET:

-

a. MEeCTO, rie pabOTHUK JOJDKEH HAaXOAUTHCS B CBS3H € €ro paboueil GpyHKIuei

b. Mecto, re paboTonarens Bceraa MoKeT 3acTaTh paOOTHHKA

C. TEPPUTOPUS MIPEANIPUATHS, C KOTOPHIM PAOOTHHK 3aKJIFOUMIT TPYJOBOH JOTOBOP

d. MecTO ero MOCTOSHHOIO MCECTOHAXOXACHUA HAa pa60Te

[Ipunoxenue 2

7 OueHO4YHbIE CPEICTBA ISl IPOBEeHUsI POMEKYTOYHON aTTecTallun
a) [lnanupyembie pe3yabTaThl 00y4eHUs] H OLIEHOYHbIE CPeACTBA /IJIsl IPOBeAeHHUS

l'[pOMe)KyTO‘lHOﬁ aTreCranmum:

Kox WNupaukarop
JOCTHIKCHUS
WHIUKATOpa
KOMIICTCHIIN

OneHouHsle cpencTBa

OIIK-2 CniocoOeH HaxoUTh OpraHU3alMOHHO-YIIPaBIEHYECKHUE PEICHUs TPU PEIIeHUH 3a/1a4 B

chepe cBoeit mpodeccrnoHaTbHON

JACATCIIBHOCTH

Ornpenensiet uean
U 3371291
yIpaBIeHUS B
cthepe cBoeit
npodeccuoHanbH
Ol IeATeTbHOCTH

OIlK-2.1

Bormpocsl km3ayery:

1. CocTaB 1 BUIbI KQAPOBBIX JOKYMEHTOB.

2. PeliHXUPHHT U PEKPYTUHT IIEPCOHAA.

3. Ponp KagpoBBIX JOKYMEHTOB B pEIIEHUWH 3aJ1ad [0
YIIPABJIICHUIO IIEPCOHAIIOM.

4. HopmaTtuBHO-MeTOIMUECKHE MaTepuasl,
periaMeHTHpyrole padoTy ¢ KaJpOBbIMU TOKYMEHTaMH.
5. Oprann3anroOHHO-PacOPSIUTENbHAS JIOKyMEHTaus,

UCTOJIb3yeMasi B IESITEIbHOCTH KaJIpOBBIX CIIYXkO.

6. OCHOBHBIE JOKYMEHTHI [10 TUYHOMY COCTaBY, PETyJIHNPYIOIINe
B3aMMOOTHOIICHUS MPEANPUITUI C paOOTHUKAMHU.

7. CoctaB 1 odopMIIeHHE JOKYMEHTOB MpU MpuéMe Ha paboTy.
8. Ilponenypa HOKYMEHTAILIMOHHOTO O(GOPMIICHHS MPU IpUeMe
Ha paboTy.

9. CocraBiieHue aHKEThl U aBTOOHOTpaduH.

10. 3akiroueHue TpyAa0BOTO IOrOBOpA.

11. JlokymeHTHpOBaHKE JBUKEHHS IEPCOHAIA.

12. Krnaccudukamusi ~ AOKYMEHTOB,  XapaKTEpU3YIOIIMX
JBUKEHHE KaJIPOB.

13. TlepeBox paboTHHKA Ha APYTYIO padoTy.

14.  JloxymeHTtauuss 1o  OQOPMIICHHIO  CIY>KEOHBIX

KOMaHINWPOBOK.




15. VYcnoBusa M NOpPSIOK NPEAOCTaBIEHHUS OTIYCKOB U HX
odopmIIeHHE.

16. PacropxeHue TpyaoOBOro J0roBopa u odopmieHue
YBOJIbHEHUS paOOTHHKA.

17. JlokyMeHTHpOBaHME OLIEHKHU AESITEIbHOCTH NIEPCOHAIA.

18. O6mue mnonsaTus. [lopsgok mpoBeneHus M 0HOPMIICHHS
aTTecTaluy pabOTHUKOB.

OIlK-2.2

Hcnonszyer
OCHOBHBIE
METOJIbI U
MIPUEMBI
OpraHHU3aINH,
TIJIaHUPOBAHMS,
MOTHBAIIHH,
KOOPIMHAIINH U
KOHTPOJIS
IIPOLIECCOB B
cthepe cBoeit
poQeCCHOHAIIBH
O IeATENbHOCTH

Pemvite TecTOBEIE 3a1aHUA:
[Iponoikute onpeneneHue: pe3romMe — 3To

I:;—_

d.

JIOKYMEHT, COJIEpKaIllui KPaTKue CBEJICHUS
aBTOOHOTpaduIecKoro xapakrepa, 3arnoJHsIEeMbIi IPH
TPYAOYCTPOMCTBE

~
© b,

COBOKYITHOCTH JIOKYMEHTOB, COJICPKAIINX CBEICHHS O
paboTHUKE IPU TPYAOYCTPOICTBE

I:;—_

C.
COBOKYITHOCTH JIOKYMEHTOB, COJICPKAIINX CBEICHHS O
paboTonaTene TpyA0yCTpOCTBeE

Cod.

JIOKYMEHT, OTPXKAIOIIUH MPOCHOY WK TPEIIOKCHHE,
aJlpeCOBaHHOE JOJDKHOCTHOMY JIMILY HMIIH IIPEAIIPUATHIO
Kakue u3 nepeunciieHHbIX TOKYMEHTOB HCIIOJIb3YIOTCS MIPH
odopmileHnH rpueMa paboTHHKA Ha paboTy:

Bri6epute ouH UM HECKOIBKO OTBETOB:

I a.

nugHas kapToyka T-2
" b

MMPOTOKOJ
B C.

JOKJIaJgHas 3aIllMCKa
Td

IIPUKa3
- €.

TPYZIOBOM JOTOBOP
Tt

YBEIOMIIEHHE
[TonoxxeHre o CTPYKTYpPHOM MOJPA3AETICHUH ONPEIEIIsIeT:
BeiGepure ouH OTBET:

—

a.
OpraHu3aIio paboThl MPEANPHUATHS, B3AUMHBIE 0053aHHOCTH
pabOTHUKOB M aAMHUHHUCTPAIINH, TIOPSAOK ITPHEMa U YBOJIbHEHUS
PabOTHHUKOB, PEIOCTABICHUE OTITYCKOB, KOMaHIUPOBAHNE

—
© b

MECTO CTPYKTYPHOTO MOJpa3/AeeHNs B OPraHU3allMOHHON
CHUCTEME MIPEANPUSTHS, €T0 LIeJIU U 3a/1a4u, IpaBa u
00513aHHOCTH PYKOBOJUTENEH U COTPYIHUKOB CTPYKTYPHOTO
No/pa3iesieHUs

C




TPYAOBBIE 00513aHHOCTH, (DYHKIIMHU, IPAaBA U OTBETCTBEHHOCTD
paboToaaTesns aBa U 005S3aHHOCTH PYKOBOJIUTEINEH U
COTPYAHHUKOB CTPYKTYPHOTO IIOAPA3AEIICHUS

-

©od.

TPYJOBBIE 00S3aHHOCTH, (DYHKIIUH, TIPaBa U OTBETCTBEHHOCTH
PabOTHHUKOB

Uro Takoe «paBuiia BHYTPEHHETO TPYIOBOTO PACTIOPSIAKa»?
BriGepute ofuH OTBET:

r‘;—_

a.
BHEIIHUH aKT, GPUKCUPYIOIIUI 3TaIbl TPYJOBOH 1A TENbHOCTH
PabOTHHUKOB

—
" b
JIOKaJIbHbI HOPMATUBHBIN aKT, PETIIAMEHTUPYIOLIUHI IIOPAI0K
npreMa U yBOJbHEHHS paOOTHUKOB, OCHOBHBIE MIPaBa,
00513aHHOCTU M OTBETCTBEHHOCTh CTOPOH TPYA0BOI'0O J10I0OBOPA,
pexxuM paboThI, BpeMs OT/AbIXA, @ TAKKE UHBIE BOIIPOCHI
PEryJIUpOBaHUS TPYAOBBIX OTHOLICHUN

C.
MPAaBOBOM aKT, U3JaBAEMBIN B LEISAX PErIAMEHTALIUU
OpPraHU3aIMOHHO-TIPABOBOTO MOJOXKEHHS paOOTHUKA, €T0
00s13aHHOCTEH, MPaB M OTBETCTBEHHOCTH M 00CCIICUNBAIOIIUH
ycloBus AJis ero 3¢pGeKTUBHON paboThI

-
Cod.

BHYTPEHHUH aKT, PUKCUPYIOIINIA 3Talbl TPYA0BOI
JeSITeIbHOCTH PAOOTHUKOB

IIponomkuTe ONpeeNIeHnE: ITaTHOE PACIIMCAHNE — OTO
BeiGepute oauH OTBET:

—
I«

[

a.
[IPaBOBOI aKT OpraHU3alvy, YCTaHABIUBAIOIINMI JOJKHOCTHON
COCTaB, PYHKIINH, IIPaBa U B3aUMOOTHOLIEHHS pAOOTHUKOB JPYT

C IpyroM

" b

BHEIITHUU aKT, B KOTOPOM 3aKpCIIIACTCA I[OJ'DKHOCTHOﬁ n
YHCIIEHHBINA COCTaB MPEANPUATHS ¢ yKazaHueM (oH/Ia
3apabOTHOM IJIATHI

r
- C.

BHYTpCHHI/Iﬁ aKT, U37JaBaEMbIH B IEIIAX periiamMmeHTauuunu
OpTraHU3allMOHHO-IIPABOBOTO IMOJIOXKCHUA pa60THm<a

Cod.

BHYTPEHHUH aKT OPTaHU3AIHH, B KOTOPOM 3aKPEIUIAETCS
JOJKHOCTHOM 1 YHCIIEHHBIA COCTaB MPEANPHUATHS C YKa3aHUEM
¢dbonma 3apaboTHOM TUTATHI

Kakue TOKyMEeHTBI OTHOCATCS K OpraHU3allMOHHO-KapOBOI
JIOKYMEHTALUU:

Bribepute oquH OTBET:

r‘;—_

a.

HITaTHOE pacHyucaHue, MPpaBuiia BHYyTPEHHETO TPY10BOTO
pacnopsika, oJI0KEHHE 0 CTPYKTYPHOM IOJIpa3eiiCHUH,
JOJKHOCTHBIE NHCTPYKLIAN

“ .




yCTaB
C.
II0JIO’KEHUE O CTPYKTYPHOM MOJPAa3A€ICHUH, UHCTPYKLUS 11O

JIeTIONIPOU3BOACTBY, TOKHOCTHBIE MHCTPYKIMH, ITOJIOKEHHUE O
KaJIpOBOH Cilyx0e

-

Cod.

HITaTHOE pacHuCcaHue, MPaBuiia BHYTPEHHETO TPYI0BOTO
pacrnopsiika, HHCTPYKIHUS T10 JIETIONPOU3BOICTBY, JOHKHOCTHbBIC
UHCTPYKIIUU

[

OIIK-2.3

YMmeer
UIeHTU(HUIIMPOBA
Thb TpeOOBaHUS
HOPMAaTUBHO-TIpa
BOBOM CpeJibl K
CBOCH
podeCCHOHAIIBH
OH IeATSIbHOCTH
U IeITEIbHOCTH
OpTraHu3aIuu

PaccraBbTe nepeunciaeHHble HOPMATUBHO-TIPABOBBICAKTHI 110
FOPUINYECKOM CUJIE, HAYMHAs ¢ CAMOT0 TJIABHOIO 110
3HAYUMOCTH:

a) Tpynosoii kogekc Poccuiickoit denepannu;

0) Koncturynusa Poccuiickoit deneparuu;

B) [locranosnenue I'ockomcrara PO ot 05 ssuBapst 2004 r. Ne 1;
r) ®enepanbheblii 3akoH 0127.07.2006 Ne 149-@3 «O06
uH(popMaluu, HTHPOPMAIIMOHHBIX TEXHOJIOTUAX U O 3aIIUTe
uH(pOpMaLIUN».

HckirounTe U3 KaTeropuagbHOTO Psiia JIMIIHUN JOKYMEHT U

obocHyiiTe Bam BeiOOD:
1) npuka3s, peuieHue, OCTaHOBJIEHUE, JOKHOCTHAS

pacropsiKeHue;
2)peuieHue, NpUKa3, pacliopsukeHUe, akT, TIOCTaHOBIICHHE;
3)mratHoe pacucaHue, TUchbMo, (akc, TenedoHorpaMma,
00BSICHUTENIbHAS 3aIHMCKa;

4)ankera, 3asBlIeHUE, aBTOOMOrpadus, TUUHAs KAPTOUKa,
JIOKJIAJIHas 3aIiCKa.

Topsoox sedenusi mpy0osol KHUNCKU onpeodeisiemcs (08a
NPASUbHBIX OMEEma):

a) Koncruryuueii PO;

6) TpynoBbim kosiekcom PO;

B) @enepanbHbiM 3ak0HOM OT 27.07.2006 Ne 149-P3«006
uHpopMannu, UHHOPMALIMOHHBIX TEXHOJOTHIX U O 3alllUTe
uH(pOpMaLUN»;

r) [IpaBunamu BeieHUs M XpaHEHHsI TPYAOBBIX KHIKEK,
M3TOTOBIICHHS

OJTAaHKOB TPYIOBOW KHM)KKH U 00€CTI€YeHUsI MU
pabotomareneii, yrBepkieHHbIME [locTaHOBIEHIEM
ITpaButensctBa PO ot 16.04.2003

Ne 225;

n) Pacniopsixenuem IlpasurensctBa PO ot 23.04.1992

Ne 781-P«O xpaHneHNH JOKYMEHTOB I10 JTHYHOMY COCTaBY»;
e) MHcTpykiuneit o 3anoMHeHUI0 TPYAOBbIX KHHKEK,
yrBepxkeHHon [loctanoBnennem MunTtpyzna Poccun ot
10.10.2003 Ne 69.

OIIK-3: CriocobeH mMpuMeHATh TEOPETUUECKUE 3HAHUA ISl PELICHUS TIOCTABICHHBIX 33a4 B
00J1aCTH TOKYMEHTOBEICHHUSI M ADXUBOBEICHHSI

OIIK-3.1

CocraBiser,
odopmIIseT U

Teopernueckue BOIPOCHI:
1. CocTaB 1 BUJbI KaIpOBBIX JOKYMEHTOB.




BeZIEeT
YIIPaBJICHYECKYIO
JIOKYMEHTAITU IO
pa3IMYHbIX
BUJIOB I10
poQuITI0
JESITEIIbHOCTH
OpraHu3aluu B
COOTBETCTBHUHU C
ee
OpTraHU3aI[OHHO
-IIpaBOBOM
dopmoit

2. PeliHupuHT nIepcoHaa.
3. Ponp KampoBbIX [IOKYMEHTOB B pELICHHH 3a7ad [0
YIPABJICHUIO IEPCOHATIOM.

4. HopmartuBHo-mMeToanueckue MaTepuaibl,
perIaMeHTHPYOIINEe PadoTy C KaJAPOBBIMU JOKYMEHTAMHU.
5. Opranu3alvoOHHO-PACIIOPSIUTEIbHAS JOKYMEHTAIHS,

UCTIOJIb3yeMasi B ISSITEILHOCTH KaJIPOBBIX CIIYXkO.

6. OCHOBHBIE JOKYMEHTHI [10 TUYHOMY COCTaBY, PETYJIUPYIOIINe
B3aMMOOTHOIICHUS MPEANIPUATUI C paOOTHUKAMHU.

7. CoctaB u opopmiieHHE JOKYMEHTOB MpH NMpuéMe Ha padoTy.
8. IIpouenypa JOKYMEHTAITMOHHOTO OGOPMIICHHS TIPU MPUEME
Ha paboTy.

9. CocraBiieHne aHKETHI U aBTOOHOTpa(uH.

10. 3akyroueHue Tpya0BOTO JOTOBOPA.

11. JlokymeHnTupoBanue JIBUKCHUS IIEPCOHAIA.
Knaccudukanus ITOKyMEHTOB, XapaKTEPU3YIOIIMX JBUKCHHE
KaJIpOB.

12. TlepeBoa paboTHUKA Ha IPYTyIO paboTy.

13.  JoxymenTtauus 1o  0pOPMIICHHUIO
KOMaHJAHPOBOK.

14. YcnoBus M MNOPSIOK TNPEAOCTABICHUSI OTIIYCKOB M UX
odopMIIeHHE.

15. PacropxeHune TpyaoBOro JoroBopa u odopmieHue
YBOJIbHEHUS Pa0OOTHHKA.

16. JlokymMeHTHpOBaHME OLIEHKH JIE€ATEIbHOCTH IIEPCOHAIA.

17. O6mue noustus. I[lopsamox mposeneHus u odopmiieHus
aTTecTaluu pabOTHHUKOB.

18. XapakTepuCTHKH, PEKOMEHJAIMM M pPEKOMEHJaTelbHbIe
MUCHMA.

19. oompenust 1 HaOKEHUsT JUCUUTUIMHAPHBIX B3bICKAHUH.
20. Pa3pemieHne Tpy10BbIX CIIOPOB.

21. TlopsnoK MOATOTOBKM MPHUKA30B IO JUYHOMY COCTaBY U
odopMIIeHHE TUYHBIX KapTOUEK

22. O61ue moaxoAbl K U3JaHUI0 IPUKA30B.

23. OcobenHoctu opopmIIeHUs TPUKA30B IO JUYHOMY COCTaBY.
24. OdopmieHHE TUUYHBIX KapTOUEK.

25. Benenue TpyOBBIX KHIKEK U JIMYHBIX /1€ paOOTHUKOB
26. TpynoBbie KHUKKH U TIpaBUJIa UX BEICHMUS.

27. ®opMHpOBaHKE JINYHBIX 17 paOOTHUKOB.

28. Opranu3anus padoThl C TOKYMEHTAMH

29. JIokyMeHTOOOO0POT.

30. Homenknatypa nen: 3ajaquu, popma u coepikanue.

31. ®opmupoBanue aell.

32. Opranuzanus XpaHeHus Je CIIyKObI KaapoB
33. TloaroroBka KaJgpOBBIX JOKYMEHTOB K
XpaHEHHIO.

34. DkcniepTHast KOMUCCHSI.

35. Odbopmiienne ned.

36. Ilepenaua ien Ha apXUBHOE XpaHEHHE

CITYKEOHBIX

aApXUBHOMY

OIIK-3.2

3HaeT NpaBOBbIE
HOPMBI U [TpaBUJIa
OpraHu3aIui,
CUCTeMaTH3allHH,

Ilpumepnsvie npakmuueckue 3a0anus 015 IK3IAMEHA:
3anonnume ynuguyuposannyro gpopmy NeT-13




KOMIIJICKTOBAHH
U ydera
I[OKYMGHTaJH)HOF
0 U apXMBHOI'O
dboH10B
OpraHu3aIiu

OIIK-3.3

PabGoTaert ¢
KOPIOPaTUBHOU
CUCTEMOU
JIOKYMEHTO000pO
Ta, B TOM YHCJIIC
AJIEKTPOHHOTO, B
COOTBETCTBHUH C
MIPaBOBBIMHU
HOpMaMHu
poQeCCHOHAIIBH
OH cpeJibl

Pemnre TecToBoe 3anaHue:

1.OcHoBHBIE  TpeOoBaHMs K  O(QOPMIICHHUIO  KaJpOBOM
JIOKYMEHTAllUM B OpraHU3alluy NPEbsIBICHBIL:

1) TpynoBbeiM KojieKCOM PD

2) YcTaBoM opraHu3aluu

3) 'CAO0Y

4) ncTpyKuueit no KaapoBOMy JI€JIONPOU3BOJICTBY

2.  HopmaruBHbIA  aKT, OOs3bIBAIOIIMNA  pabOTOIATENS
JOKYMEHTHPOBATh TPYAOBYIO JIESTEILHOCTh pAOOTHHKA. . .

1) Pacnopsokenue IlpaBurensctBa PD ot 23.04.1992 Ne781-P
«O XpaHEHUU JTOKYMEHTOB 110 JUYHOMY COCTAaBY»

2) TpynoBoii konekc PD

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

4) IlocranoBiaenne Muntpyna P® ot 10.10.2003 Ne69 «O6
YTBEPKACHUHU WHCTPYKIUU 110 3aMOJTHEHUIO TPYIOBBIX KHUKEK)
3.IlpaBoBOii  aKT, MNEPEUUCIAIOMIUNA BUABl  JIOKYMEHTOB,
MIPEIOCTABIIIEMBIX MTPH 3aKIFOUEHUU TPYAOBOTO I0rOBODA. ..

1) YcraB opranuzanuu

2) [IpaBuiia BHYTpEHHETO TPYIOBOTO PACHOPsAIKa OpraHU3aINH
3) [lonoxenue o nmepcoHane OpraHu3aIuu

4) TpynoBoii kogekc PD

4. HeoOxomumocTh 0OGOpMIIEHHE JUYHBIX €1 PaOOTHHUKOB
pernaMeHTHpOBaHa:

1) OKY

2) OCHOBHBIMU TIPaBUJIAMU PaOOTHI APXUBOB OpraHU3aIUi

3) IlpaBunamMu BHYTPEHHETO TPYIOBOTO paclopsiaKa

4) [IlepeuHeM  THUINOBBIX YHPABICHYECKHX JIOKYMEHTOB,
oOpa3yromuxcsi B AESITEIbHOCTH OpraHu3alui, ¢ yKa3aHHEM
CPOKOB XpaHEHUs

5. TpynoBble MEHCUU YCTAaHABIMBAIOTCA WM BBHIJIAYMBAIOTCS B
COOTBETCTBHH..

1) @3 «O rocyaapcTBEHHOM IIEHCHOHHOM o0ecrieueHnuu B POy

2) @3 «O TpynoBBIX EHCUSX B PDy

3) @3 «O BerepaHax»

4) @3 «O06 06s13aTeTLHOM IEHCUOHHOM CTpaxoBaHUH B PD»

6. Ilopsinox odopmieHus, BEACHUS M XPaHEHUS TPYIOBBIX
KHIDKEK, BKJIAJbIIei B  HHUX, MAYyOJIUKAaTOB TPYAOBBIX
KHIKEK pEerjiaMeHTUPOBaH. ..

1) TpynoBeim Kogexcom PD

2) YronoBHBIM KofiekcoM PO

3) [Tocranosnenue [paBurenscTBa PO ot 16.04.2003 Ne225 «O
TPYAOBBIX KHWXKax», IloctanoBnenne MunTpyna P®D ot
10.10.2003  Ne69 «OO yTBEpKIACHHUM HMHCTPYKUMH IO
3aIOJIHEHUIO TPYAOBBIX KHIDKEK)

4)  HWHcTpyKumed 1o  KaIpoBOMY  JEJIONPOU3BOJCTBY
OpraHu3aIuu

7. JIOKYMEHTBI, IPEIbSBIIEMbIC TIPH TIPUEME Ha padboTy:




1) TpynoBas KHMKKA, JOKYMEHT, YA0CTOBEPSIOLINI JIUYHOCTh
2) TpyaoBasi KHWXKKA, JOKYMEHT, YIOCTOBEPSIOUIMN JMYHOCTB,
JOKYMEHTbl BOMHCKOTO Yy4eTa, JOKYMEHT 00 o0Opa3oBaHUM,
CTPaXxOBOE CBUJETEILCTBO T'OCYJApCTBEHHOTO IE€HCHOHHOIO
CTpaxOBaHMUsI

3) TpynoBasi KHM)KKA, JOKYMEHT, YIOCTOBEPSIOLINI JINYHOCTb,
WNHH, cripaBky 0 COCTOSHUM 310pOBbs

4) TpynoBasi KHHW)KKa, IACIOPT, JTOKYMEHTbl BOMHCKOTO y4yeTa,

XapaKTEePUCTHKA
8. Ilpm  odopmieHMM  TPYAOBBIX  MPABOOTHOIICHHMA
00s3aTeNbHBIM JIOKYMEHTOM, PErIaMEHTUPYIOIIUM

0053aTeNbCTBA CTOPOH, SIBJISIETCS

1) 3asBreHUE O IpHEMe Ha paboTy

2) KOJIJISKTUBHBINA JTOTOBOP

3) TpyZI0BOE COTJIAIICHHE

4) TpyIOBOI TOTOBOP

9. CtpykTypa KaipoBOi JOKYMEHTAIIUU BKIIOYACT B CeOs:

1) mpuKa3bl MO0 OCHOBHOM JESTENbHOCTH

2) IIPUKA3BI 1o aAMUHUCTPATUBHO-X035I1ICTBEHHON
JESITEIIbHOCTH

3) mepenucKy ¢ BBIMIECTOAIIEH OpraHu3aIueit

4) npuKasbl O JUYHOMY COCTaBY

10. JlokymMeHT, yCTaHaBIWBAIOIIMK TOPSIOK
MEePCOHAIBHBIX JTAHHBIX, HA3bIBACTCS

1) TpyAOBBIM J10TOBOPOM

2) nepeyHeM KoH(MUICHIIMATIbHON HHOpMaIun

3) [NonoxxenneM o 3anuTe NEPCOHATBHBIX TAHHBIX
4) [MonoxeHueM o nepcoHane

o0paboTku

OIIK-5: CriocobeH caMOCTOSATENbHO Pad0TaTh C pa3TUYHBIMU UCTOYHUKAMHU UH(DOpPMAIINH U
IMPUMEHSTh OCHOBBI HH(POPMAIIMOHHO-AHATUTHUECKOH 1€ATEIbHOCTU IIPU PELLICHUU
mpoecCHOHANBHBIX 3a7a4

OIIK-5.1:

Hcnonbp3yer
MpUEMBI aHATU3a,
CUCTEMATH3AalMH,
YHU(PUKALUU U
CTaTUCTUYECKON
00paboTKu
IIOTOKOB
uH(pOopMaluu U
COJIEpKaTENbHO
3HAYUMBIX
AMIUPUUYECKUX
JAHHBIX

IIpumepnsvie npakmuyeckue 3a0anus OJis IK3AMEHA:
1.3anonnumse ynuguyuposannyio gpopmy NeT-6

2. Haiioume owubku, donyujernnole 6 agmooduospaghusix,
ucnpasbme Uux.

Teker 1

ABtobuorpagus CersioBoit Mapuns! FIBaHOBHBI

51 ponunach B )KMBOIIMCHOM Tropojie Ha Hese —
B Cankr-IlerepOypre.Moii oren, CBetiioB MBan AnekceeBud,
paboTHuk 6anka. [TozHakomuiics ¢ moeit Mamoil MpuHoii
[TeTpoBHoOI1 Ha KOHLEPTE B punapmonuu B 1975 rony, B 1977
roJly OHH ITOXKEHWINCH, & YEPE3 ABa roa poAuiack 1. B Tpu roga
y MEHsI 0OHApY>KUJIN MY3bIKaJIbHBIN CIIyX, @ TOTOMY POAUTETN
OTJaJIi MEHS B MY3bIKAJIIbHYIO IIKOJIY HA CKpUIIKY. B 00bIuHYIO
IIKOJY s MOIIUIAa KaK BCE, B CEMb JIET, 3aKOHYMJIA €€, ITpaBJia, 0e3
MeJai, HO C XOPOIIMMHU OIIEeHKaMH. DTO IOMOIJIO MHE
MOCTYIUTH B NEAarorHuecKuii HHCTUTYT Ha (aKyabTeT
WHOCTPAHHBIX S3BIKOB, KOTOPKIH 5 3akoHunia B2001 roxy.

Ceituac s mpenogaro GpaHITy3CKHI B CpeIHEN IITKOJIE C
35




S3BIKOBBIM YKIIOHOM, MHE 3TO OU€Hb HpaBuUTCcA. BooOmie 11061110
pabotath ¢ neThMU. JKUBY 5 ¢ manoi u Mmamoii B JIeHHHCKOM

paiione Ha ynune ['epuena, 1om 3, kBaptupa 35.
Teker 2

Atobuorpadus Tronennna Ama JleHucoBHa

15 nexabps 1975 rona B r. MypmaHcke

1982-1993 rr. — cpennsis mkoaa Ne 158 r. MypmaHncka
1981-1989 rr. — xynoxectBenHas mkosa Ne 5 r. Mypmar
1994-1999 rr. — MI'TIN, cnenuansHOCTh — YYUTEIb PYCC]

IuTEpaTyphl

2001 — HacT. BpeMsi — MypM. cp. mk. Ne 3, yuuTenb pycck

ImUTepaTyphl

3amy>keM, UMEIO IBOUX JETei

yin. llupoxkas, a. 93, k8. 128

OIIK-5.2:

Brinenser u
CHCTEMaTU3UPYET
CMBICJIOBEIE
KOHCTPYKITUHU B
TEKCTax
HCTOYHHUKOB,
COCTaBJISIET U
peIaKTUpyeT
TEKCTHI
CITYeOHBIX
JIOKYMEHTOB

Pemnre TecToBoe 3anaHue:

11. PaboTHuk, Ha KoTOporo odopmisieTcss JIUYHOE e,
MPEJICTaBISIET COOCTBEHHOPYYHO 3alOJHEHHYIO

1) npock0y o mpueme Ha paboTy

2) BBIIKMCKY U3 MpUKa3a 0 MpueMe Ha paboTy

3) Ouorpacguto

4) aHKeTy WM JIMYHBIA JUCTOK 0 YUYETy KaJpoB

12. onyckaeTcst opopMIIeHHE PACIOPSAUTENIBHBIX JOKYMEHTOB
10 TMYHOMY COCTaBY He M0 YHU(UIIMPOBAHHOM (opMe npu

1) u3meHeHUU OHOrpapUUECKUX TaHHBIX

2) 3aKIIOYEHUH TPYJIOBOTO JIOTOBOpAa C HCIBITATEILHBIM
CPOKOM

3) pacTop)KEHHH TPYJIOBOTO JOrOBOpa

4) mpenocTaBlICHUU OTITyCKa

13. Bwu3Bl, Kakux JOJDKHOCTHBIX JIMIl, BKJIIOYAeT B ceOs
pexkBu3uT «CoriacoBaHo» TPU  3aKJIIOUEHUH TPYJOBOIO
JIOTOBOpA MpH MpuemMe Ha padboTy?

1) pykoBomuTeNsl CTPYKTYpPHOIO MOApa3/IeiIcHUs, HOPUCTa,
CIEINAJIMCTOB OT/AeNa KaJApoB

2) BU3 HE HYXHO

3) pyKOBOUTENS CTPYKTYPHOI'O MOIpa3iesieHus

4) ropucra

14.Kakue  JOKYMEHTBI,  pPETrJaMEHTUPYIOT  YIpaBICHUE
NIEPCOHAJIOM OpTraHU3alu?

1) npuKa3sbl MO JIMYHOMY COCTaBY

2) TpyAOBbIE KHUXKKHU COTPYIHUKOB

3) nIu4HbIE Aena COTPYIHUKOB

4) opraHu3allMOHHO- IPABOBBIE JOKYMEHThI OpraHU3aluu

15. Kakoii TOKyMEHT, perJIaMeHTHPYET MOPSI0K OPraHu3aIuu U




MIPOBEJICHUS aTTECTAI[UH epcoHana?

1) [Tonoxenue o mepcoHase

2) [lonoxxenue 06 arrecTany nepcoHana

3) rpaduk MpoBeACHUS aTTECTAIHI

4)YcraB npeanpusaTis

16. YueTHbIM KaJpOBBIM JOKYMEHTOM SIBJISIETCS. . .

1) muceMo-nipUriameHyue Ha padboTy K IpyromMy paboToaaTesro
2) wu3BelIEHUE C MIPOChOON SBUTHCSA MJSI O3HAKOMJICHHS C
MIPUKA30M

3) 1UYHOE JeNI0 COTPYAHUKA

4) npeacTaBieHUE O MOOUIPEHUH

17. CkoIbKO BPEMEHHU JIOJDKHBI XPAaHUTHCS JIMYHBIE Jela
PYKOBOAMTENEH Opranu3anun’?

1) moCTOSTHHO

2) 50 net

3) 75ner

4) onpenensieT KaApOBBIi pabOTHHUK

18. Kro mnpuHuMMaeT peuieHHe O BbLICICHUH KaJIpOBBIX
JIOKyMEHTOB K YHUYTOXXCHHIO?

1) HauabHUK OTIENa KaJIpOB

2) AUPEKTOP 110 MEPCOHATY

3) pyKOBOAUTENb OPraHU3alUN

4) sKcniepTHasi KOMUCCHUS

19. KTo noanuceiBaeT BHYTPEHHIOK OMKUCh IOKYMEHTOB Jena?
1) cocraBuTeh

2) paOOTHHK CITY>KOBI JOKYMEHTAIMOHHOTO O0eCIieueHus

3) MHCIIEKTOp OT/IeIa KaapoB

4) apxuBHUCT

20. Beibepute HCTUHHOE YTBEPKICHUE:

1) mena mpuKa3oB MO JTUYHOMY COCTaBY MOAJIEKAT MOIHOMY
0hopMIIEHUIO

2) nena MpUKa30B M0 JUYHOMY COCTaBY MOJIEKAT YACTHUHOMY
0hopMIIEHUIO

3) nena mMpUKa3oB MO JIUYHOMY COCTaBY MOJIeKAT O(hOPMIICHUIO
B 3aBUCHMOCTH OT CPOKa XPaHCHHS

4) nenma TPHUKA30B 10 JIMYHOMY COCTaBy HE TOJIekKaT
o(opmIIeHHIO

21. IlocTossHHOE XpaHEHHE KaJpOBBIX JOKYMEHTOB JIOJIKHO
OCYLIECTBISATHCA:

1) mpu MOCTOSTHHOM €CTECTBEHHOM OCBEIICHUH

2) B TEMHOTE

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

4) 0coOBIX TpeOOBaHMIA HET

22. IlpoBepka Hamuyug U  COCTOSAHHUS  JOKYMEHTOB
OCYILIECTBIISETCS:

1) He pexke ueM OJIMH pa3 B MATh JIET

2) eXKeroJiHO

3) 1o Mepe HEOOXOTUMOCTH

4) 10 >KeJTaHUI0 apXUBHOTO PabOTHHKA

23. Bel roroBUTE K Mepenade B apXWB Jela NPUKA30B 110
JUYHOMY cocTaBy. B xone oOpaboTku y3HaeTe, uyTo Bam
JAJIEKU TpeaIIeCTBEHHUK HE pa3leisul B JEONpPOU3BOACTBE
OpPUKa3bl 1O JUYHOMY COCTaBy JOJTOBPEMEHHOTO H
KpPaTKOCPOYHOT'O CPOKOB XpaHeHus. Bce nenma copmupoBaHsbl




0e3 yuera JIMTENBHOCTH XpaHEHUs JOKYMEHTOB. Baim
NECUCTBUA:

1) nepedopmupyto fena B COOTBETCTBUU CO CPOKAMH XPaHEHHUS,
COCTABJIIO HOBBIC BHYTPEHHHE OIICH

2) nepedopMHpPYIO JieNia B COOTBETCTBUU CO CPOKAMH XPaHEHHUS,
HEepeHyMEepYI0 TPHUKa3bl MO MOPSAKY, CHETal0 TOMETKH B
PETUCTPAIIMOHHOM JKypHaJle, COCTABIIO0 HOBBIE BHYTPEHHHE
OINCH

3) Oymy oOpabaTpiBaTh Jiena B TOM BHJE, KaK OHHU
c(hopMUPOBaHBI

4) ne Oyny HUYETO AENaTh ¢ yxe chOpMUPOBAHHBIMHU JICJIaMH, a
nociexayrouee GopMupoBanue e Oyay BECTH B COOTBETCTBHH
¢ TpeOOBaHUSAMU TI0 CPOKAM XPaHEHHS

OIIK-5.3

Bmaneer
HaBBIKAMH
palMOHAIIBHON
UH(POPMALIMOHHO
-TIOMCKOBOM
paboThl s
BEICHUS
HAy4HBIX
HCCIICTOBaHUM

Onpedenume 6ud 0OKyMeHma, onupasicy Ha ciedyroujue
Gpazmenmor mexcma.
Teker 1
O6pazoanue: 1989-1994rr. — MOCKOBCKHUI TOCYIapCTBEHHBIN
MEeIarornyecKiii MHCTUTYT C MPUCBOSHUEM KBATH(PUKAIIA
IpenoaaBaTesss HEMEIKOTO SI3bIKa.
1977-1987rr. — cnienmanu3upoBanHas mkoia Ne23 ¢
yrayOJIeHHBIM U3y4Y€HUEM HHOCTPAHHBIX S3BIKOB.
Tekcr 2

B MomenT aBapuu Ha ckiiaze Ne 2 s Oblia Ha obene,
MOSTOMY HE MOTJIa MPEIOTBPATHTh BO3rOpaHue KaOes.
Teker 3

[Tpomry oka3zaTh MHE MaTepHAIHHYIO TIOMOIIb B CBSI3H C
TSDKEJIBIM MaT€PUAIbHBIM TTOJI0KEHUEM.
Tekcr 4
OO6BsaBUTH 3k0HOMHUCTY AlekceeBoit O. U. 3ameuanue.
Teker 5
Llenb: conckanue JOHKHOCTU ceKpeTaps-pedepeHTa.
Teker 6

JloBoxxy 1o Barero cBeseHusi, 4To BO BBEpEHHOI MHE
1abopaTopun 0Ka3ajJoCch HEMCIPABHBIM 000PYI0BAHUE 110
ANKUIOCH30Ty.
Teker 7
ITpencenarens: K. E. Kaitroponckuii Cexperaps: 1. T.
TumodeeBa
[TpucyrcTBoBanm: 17 yenoBek (CIMCOK MpUIaraercs)

0) Ilopsnok npoBeaeHUS MPOMEKYTOUYHOM ATTECTAIUN, IOKA3ATE]IN U KPUTEPHH

OICHUBAHUA:

[IpuMmepHas CTPYKTypa U cofiep>KaHue IyHKTa:

HpOMG)KyTOqHaSI arrecranus 1o JUCIHUIIIINHE «Ka}IPOBOC ACIOMMPOU3BOJACTBO» BKIIFOYACT

TEOPETUYECKHE BOIIPOCHI, MO3BOJISIFOIINE OLIEHUTh YPOBEHb YCBOEHUS 00yUYaIOUIUMUCS 3HAHU, U

MPAKTUYECKHE 3a/IaHUs, BBIABISIONINE CTETIEHb C(OOPMUPOBAHHOCTH YMEHUH U BIIaJICHU,

POBOIUTCS B (hOpME 3aueTa U IK3aMEHa.

DK3aMeH MO JaHHOW NUCIMIUIMHE TPOBOIUTCS B YCTHOM (hOpMeE 0 IK3aMEHAITMOHHBIM OUJIeTaMm,
KaKJIbIN M3 KOTOPBIX BKIIOUAET 2 TEOPETHUECKUX BOMPOCA M OJTHO MPAKTUIECKOE 3aaHuE.




IMoka3aTeu U KPUTEPUH OIIEHUBAHUS 3a4eTAa:

— JUIS TIOJTYYCHHS OLICHKH «3A4IMeHO» TI0 JUCIUILUTHHE O0yJaIOIIUICS TOJKEH BIIa€Th
KaTCropruaJIbHbIM aIlrapaToM, YMETh €10 UCII0JIB30BaTb B COOTBETCTBYIOIIEM KOHTCKCTE, YMCTh
IIPOKOMMCHTHUPOBATH OIIPEACICHUEC, IIOACHUTD, IIPUBECTU ITPUMEPHI, HITFOCTPUPYIOIINEC
OTACJIIBHBIC ITOJIOXKCHUS. CTy,Z[eHT JOJKCH u3jaratrb I/IHq)OpMaI_II/II-O JJOIT'M4YHO, IMTOCJICA0BATCIBHO,
APTYMCHTUPYSA U KOMMEHTHUPYS ITOJIOXKCHUA, HCITI0JIb30BATh paccymz[a}onmﬁ CTHJIb, BBICKA3bIBATh
CBOIO MO3UIIHIO, (POPMYITHUPOBATH BBIBOBI B KOHIIE BOIIPOCOB.

— OLEHKA «He 3a4meno0y BbICTABIIACTCS, €CIIU CTYIEHT BJIAJECET JIMILIb OTACIbHBIMU TOHATUAMH,
HO HE yMeeT UX OOBSICHUTh, IPUMEHUTH B COOTBETCTBYIOIIEM KOHTEKCTE, IPOMUTIOCTPHPOBATH
npuMepamu. YacTHUHO M3naraet nHPOpPMAaIHIo, He MOXKET MIPUBECTU PUMEPHI,
IIOATBEPKIAIOIINE BBIBOJIBI, HE OIIMPACTCS HA MEKIMCLUIIIMHAPHBIEC 3HaHusA. He moxer
IIPUMEHUTH TOJTy4CHHBIEC 3HAHUS HA IIPAKTUKE.

IToka3zarenn u KPUTCPHUHA OLICHUBAHUA JK3aMEHA:

— Ha OLIEHKY «OTJIMYHO» (5 6aju10B) — 00y4aroLuiics JeMOHCTPUPYET BBICOKUI YPOBEHb
c(OPMHPOBAHHOCTU KOMIIETEHIIUI, BCECTOPOHHEE, CUCTEMAaTHYECKOE U IIIyOOKOE 3HaHUE
y4eOHOro MaTepuaia, CBOOOHO BBIIOJHSAET IPAKTUYECKHE 3aJaHNsl, CBOOOAHO ONEpUpyeT
3HaHUSIMM, YMEHUSMU, IPUMEHSET UX B CUTYaLUAX HOBBILIEHHON CII0KHOCTH.

— Ha OLIEHKY «Xopoio» (4 6aina) — o0yyaronuiicss 1IeMOHCTPUPYET CPEAHUIM YPOBEHB
c(hOpMHUPOBAHHOCTH KOMITETEHIIMI: OCHOBHBIEC 3HAHUS, YMEHHUSI OCBOCHBI, HO JIOMYCKAIOTCS
HE3HAYUTEIIbHBIC OINOKH, HETOYHOCTH, 3aTPYAHCHHS ITPH aHAJTMTHYECKUX OTIEPaIUsX, TEPEHOCE
3HAHWI U YMEHU Ha HOBBIC, HECTAH/IAPTHBIC CHUTYaIUH.

— Ha OLIEHKY «yA0BJeTBOPUTEIbHO» (3 Oania) — 00yJyarouuiicss 1eMOHCTPUPYET MOPOrOBbIN
YpOBEHb CHOPMHUPOBAHHOCTH KOMITETEHIIUM: B XOI€ KOHTPOJIBHBIX MEPOTIPUATHIA TOTTYCKAIOTCS
OIIMOKH, MPOSIBISIETCS OTCYTCTBUE OTAEIbHBIX 3HaHUMN, YMEHUI, HABBIKOB, O0yJarOLIHiics
HCIBITBIBACT 3HAYUTCIBHBIC 3aTPYAHCHUSA IPHU ONICPUPOBAHUHN 3HAHUAMU U YMCHHUAMU IIPU UX
IepEeHOCe Ha HOBbIE CUTYAIUH.

— Ha OIICHKY «HeYI0BJIeTBOPUTEIbHO» (2 6aia) — o0yJaromuiicss IeMOHCTPUPYET 3HAHUS HE
6onee 20% TeopeTuueckoro MaTepuasa, JOMyCcKaeT CyllleCTBEHHbIE OINOKH, HE MOXKET ITOKa3aTh
WHTEJUICKTYaJIbHbIE HABBIKU PEIICHUS TPOCTHIX 3a/1a4.

— Ha OILICHKY «HEeY/0BJIeTBOPUTEIbHO» (1 6arn) — oOydJaromuiicss He MOXET TOKa3aTh 3HAHUS Ha
YPOBHE BOCIIPOU3BEICHUS M 00BsICHEHUS HHPOPMAIIUU, HE MOXKET IMOKa3aTh WHTEIICKTyaTbHbIE
HAaBBIKM PEUIEHUS MTPOCTHIX 3a7ad.



