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1. IlepeyeHb NJIAHUPYEMBIX Pe3y/JIbTATOB 00y4eHHUS 10 AUCHHUILIMHE COOTHECEHHBIX C
IJIAHUPYEMbIMH pPe3yJIbTaTaMU OCBOEHHS MPOrPaMMBbl

1.1. Iucuumumna b1.6.27 «/lokymMeHTannoHHOE 00ECIeYeHrne YIpaBIeHUsI EPCOHATIOM
o0ecreynBaeT OBJIaICHUE CIeNYIOIMMHU KOMIIETEHIIUSMU C YUETOM dTarna:

MH(POPMALMOHHON U
OoubamorpaduuecKoil KylIbTyphl C
pUMEHEHHEM UH(POPMAITHOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHIA U C
Y4€TOM OCHOBHBIX TpeOOBaHUM
nH(pOpPMAITMOHHOM 0€301TaCHOCTH

Kon HaumenoBanue Kon HaumenoBanue >Tama
KOMITETEH KOMITETEHITUHT JTamna OCBOCHHUS KOMITCTECHITUU
0707 OCBOCHUS
KOMITCTECHITUU
OIIK-10 CIIOCOOHOCTD peniarh CTaHIapTHBIC OIIK-10.2 Croco6HOCTh
3aaun mpodeccuoHaIbHON aJIMUHHUCTPUPOBATH
NesITeIbHOCTH Ha OCHOBE MIPOLIECCHI

JIOKyMEHTO000pOTa IIpH
peanuzanuy QyHKIUH
YIIpaBICHUA
IIEpCOHAJIOM.

1.2. B pe3ynpTaTe 0CBOCHMSI JUCUUIUIMHBI Y CTYJEHTOB JIOJKHBI ObITh CPOPMHUPOBAHBI:

1H(OPMaMOHHOMY 00€CIIEYEHUIO
YIIPaBJICHUS NIEPCOHATIOM

OT®/T® (mpu HaMUIUH Kox srana Pesynbrarel 00yueHus
npodcrangapra/ OCBOEHHS
npodecCHOHAIBHBIC ICHCTBUS) | KOMIICTCHIIMH
NeATeILHOCTD 110 OI1K-10.2 Ha YPOBHE 3HAHUI:

JIEMOHCTPHUPOBATh 3HAHMS TOPSIAKA BEICHUS
JOKYMEHTAIlMM 1O TEepCOoHaly; MOpsaKa
odopmiteHus, BCACHUS U XpaHEHUus
JIOKYMEHTOB I10 IIEPCOHAILY, YYETA JIBUKEHUS
KaJpOB ¥ COCTAaBJEHHS YCTAHOBIICHHOM
OTYETHOCTH, OCHOB JIOKYMEHTOOOOpOoTa U
JIOKYMEHTAIMOHHOTO o0OecreueHus;
TEXHOJIOTHH, METOJIOB u METOJINK
MPOBEJICHHUS AaHAIW3a W CUCTEMaTHU3alHnu
JOKYMEHTOB ¥  HH(QOpPMAaLUU; TOpsAIKa
pacuera  CcTaxka, JbIOT, KOMIICHCAIUH,
odopmiieHus MEeHCU paboTHUKaM;
TPYAOBOTO 3aKOHOJATENHCTBA U UHBIX aKTOB,
coAepXKalluX HOPMBI TPYAOBOIO IIpaBa;
OCHOB apXMBHOIO 3aKOHOJATENIbCTBA U
HOpPMAaTHBHBIE INPABOBBIE aKThl Poccuiickoit
®denepanyu, B YaCTH BEACHUS JOKYMEHTALIMHU
no IepCOHAIY; 3aKOHOJATeIbCTBA
Poccuiickoit @enepanyu 0 NEPCOHATBHBIX
JaHHBIX; 0a30BBIX OCHOB HH(OPMATUKH,
CTPYKTYpHOE MOCTPOCHHE
MH(OPMAIMOHHBIX CHUCTEM U OCOOCHHOCTH
paboThl C HUMU

Ha YPOBHE YMEHUU:

pa3pabaTbiBaTh MPOEKTHl JAOKYMEHTOB IO
nepcoHany; OQOpMIATH  JTOKYMEHTHl B
COOTBETCTBUH c TpebOBaHUAMU
I'PaXIaHCKOI0, TPYAOBOIO 3aKOHO/IATEIbCTBA
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poccuiickoil denepanu M JIOKaJbHBIMU
HOPMATHBHBIMHU aKTaMH OpPTaHU3aINH; BECTH
YUceT n perucTpanurro JOKYMCHTOB B
UHPOPMAIMOHHBIX ~ CHCTEMax W  Ha
MaTCpUuaibHbIX HOCHUTCIIAX; OPraHU30BbIBATH
XpaHCHHE JIOKyMEHTOB B COOTBETCTBUU C

TpeOOBaHUSIMU TPYAOBOTO, apXUBHOTO
3akoHozarenbcTBa Poccuiickoit denepanuu u
JIOKAIbHBIMA HOPMAaTHUBHBIMU aKTaMu

OpraHM3alliy; aHaJIU3UPOBaTh JOKYMEHTHI U
MEPEHOCUTh MHPOPMAIIHIO B 0a3bl JaHHBIX U
OTYETHl; BBISABIATH OMIMOKH, HETOYHOCTH,
WCIIPaBJICHUS U HE/I0CTOBEPHYIO
uHGOpMAII0 B JIOKyMEHTax, OIpPEaesaTh
JETUTUMHOCTb JOKYMEHTOB; paboTarb CoO
CHeIHaIN3UPOBAHHBIMU WH(OPMAIIMOHHBIMU
cUCTeMaMH W 0a3aM¥ JaHHBIX 10 BEIACHHIO
ydera, JBUKEHUIO [IEpCOoHAaNa;
pa3pabaTbIiBaTh IU1aH KOPPEKTHPOBOK
YCTAHOBJICHHOTO  TOpsAAKa  OQOPMIICHHS
JIOKYMEHTOB T10 TIEPCOHAITY U peaIn30BbIBATh
NPUHATBIE  M3MEHEHMs;  KOHTPOJIMPOBATH
IPUCYTCTBHE PAOOTHUKOB Ha paboyeM MecTe

Ha  YPOBHE  HaBBIKOB:  OCYIIECTBIISTH
OpraHu3anuio JOKYMEHTO000pOTa 10 y4eTy U
NBIDKCHUIO  KaJgpoB, MO MPEACTAaBICHUIO

TOKYMEHTOB 1o HEPCOHAILY B
rOCyJapCTBEHHbIE OpraHbl; 0OpalaThIBaTh U
aHAJIN3UPOBaTh MOCTYMAOUIYIO

NTOKYMEHTALIHIO 110 TIEpCOHAIy, pa3padarbiBaTh
1 0OpMIISITh JTOKYMEHTALMIO 10 IMEPCOHATY
(MepBUYHYIO, Y4YEeTHYIO, IUIaHOBYIO, IIO
COIMATTLHOMY obecrieueHuto,
OpraHU3aLMOHHYIO, pacnopsAUTENbHYIO),
pPETUCTPUPOBAaTh, BECTH YUYe€T M TeKyllee
XpaHEHUEe JOKYMEHTAallMM IO IepPCOHaly;
[OATOTABINBAaTh MPOEKTHl JOKYMEHTOB IO
MpoLeaypaM YIIpaBJI€HUsl NIEPCOHATIOM, yUYETy
U JIBIKCHUIO TIePCOHANa; OCYILECTBIAThH

OpraHU3aLUI0 CHUCTEMBI JIBYDKEHUS
TTOKYMEHTOB IO MEPCOHAIy, COOp U MPOBEPKY
ITHYHBIX JIOKYMEHTOB PabOTHUKOB;

MOJrOTaBINBaTh M O(QOPMIIATH IO 3aMpoCy
pa6OTHI/IKOB N JOJDKHOCTHBIX JIMIT KOHI/II\/’I,
BBIMMCKH U3 KaJPOBBIX TJOKYMEHTOB, CIIPaBKH,
MHQPOPMAIIMIO O CTaXke, JBroTax, rapaHTHSX,
KOMIICHCALUAX M  MHBIX  CBEIEHHSIX O
pa6OTHI/IKaX; JOBOJIUTH 0 CBCIICHUA
nepcoHasna OpraHu3alMOHHBIE,
PACTIOPAANUTCIIBHBIC U KaJPOBBIC JOKYMCHTOB
OpraHu3aliK; OCYILECTBIATh BEJICHHE ydeTa
abouero BpEMEHU pabOTHHKOB;




OCYIIECTBIIATh perucTpanmio, yuer,
OIEpaTHBHOE XpPAHEHUE [JOKYMEHTOB IO
[IepCOHAY, IOATOTOBKY K C/1aue€ UX B apXHUB.

2. O0beM U MeCTO JMCUMILIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOI NporpaMMbl

O0BLeM IUCHUILINHEI

Obmas Ttpynoemkocts muctumuinabl b1.5.27  «JlokymeHTannoHHOE oOecredeHue
yIpaBieHUs] TEPCOHAIOM» cocTaBisieT 3 3au€rHele enuHuipl, 108 uacoB. KomnnuectBo
aKaJIeMMUYECKUX YacOB, BBIJICJICHHBIX HAa KOHTAKTHYIO pa0doOTy C MpernojaBaTesieM COCTaBisieT 54
yaca: JIeKIuU 27 4acoB, MpakTUyecKue 3ausaTus 27 yacoB. CamocTosTeNbHas paboTa cOCTaBIISET
36 yacoB, KOHTpPOJIMpYEMasi caMOCTOsITeIbHAsA paboTa cocTapiser 18 yacos.

MecTto nucuuninnbl B crpykrype OII BO

Jucuummuza b1.5.27 «JlokymMeHTallMOHHOE OOECIEeUeHUE YIPABICHUS IEPCOHAIOM)
MpeaycCMOTpeHa Ha 2 Kypce B 4 ceMecTpe.

Jucuummuaa b1.6.27 «JlokymMeHTallMOHHOE 00€cleYeHUEe YIPaBICHUSI MEPCOHATIOM»
OTHOCHUTCS AUCUUIUIMHAM 6a30Boi yactu broka 1. «lucuunmuael (MOZyIn)».

Hucuumimuna b1.5.27 «JlokymMeHTallMOHHOE OOecreueHUe YIpPaBJICHUS EPCOHAIOM)
peanusyetcs nociue uzydeHus aucuuiuinasl b1.6.12 «Mudopmaruka» (1 cemectp).

B copepxareinbHOM IJlaHe AMCUMILIMHA SIBISETCS OCHOBOM Juig m3ydeHuss b1.5.25
«YmpaBneHueckuid yder u yder mnepcoHana» (5 cemectp); b1.b.26 «MudpopmanrionHbIe
TEXHOJIOTUU B YIIPABJICHUH TIEPCOHATIOM» (6 ceMecTp).

dopma IpoMEKYTOUYHOM aTTECTAIlMH B COOTBETCTBUH C YUE€OHBIM IIJIAHOM — DK3aMeH B 4
ceMecTpe.
3. Conep:xkaHue ¥ CTPYKTYpPa IMCHUIIIHHBI
Ounas popma 0dyuenus

O0BbeM AMCHUILVIMHBI, Yac ®opma
KonTakTHas pa6ora TEeKyLIero
o0y4arommxcs ¢ npenojgasarejieM KOHTPOJIsI
No HanmenoBanue Tem 10 BM/JIaM Yy4eOHBIX 3aHATHH ycneBaemMocT
h (pa3nesioB) Bcero CP u*,
1 Jp | m3 | KCP TpoMesyTOH
HOI
aTTecTaluu
1 [MonsiTvie ¥ BUIBI JOKYMEHTOB B cdepe 12 3 3 5 4 o
yIpaBJICHHUSI IEPCOHATIOM
OpraHn3anMoOHHO-yTIpaBJIeHYECKIE 12
2. | JOKyMeHTBl B cdepe ynpaBlieHHs 3 3 2 4 0]
MIEPCOHATIOM
3. JloKyMEHTBI o PEKPYTUHTY 12 3 3 2 4 0
IepcoHaa
JloKyMeHTBI 0 JBUKEHUIO TIEPCOHAJIA: 12
4. | cocras, coJiepKaHue, TTOPSAIOK 3 3 2 4 O
TIOATOTOBKH M 0OPMIICHHS
5. | JIoKkyMeHTEI 110 yuéTy nepcoHana 12 3 3 2 4 O
JIOKyMEHTBI, OIocpenyrouue 12
6. | OTHOIIEHHWsT MO OXpaHE Tpyga M IO 3 3 2 4 O
OpraHHu3aly paboynx MECT
OtnenpHBIE JOKYMEHTEI, 12
7 | omocpenyroume OTHOLLIECHUS 1o 3 3 2 4 0
COLIMAILHOMY CTPaxOBAaHHUIO u
MIEHCHOHHOMY 00€eCTIeueHII0
Cucremarmzariisi ®  ONEpPaTHBHOE 12
8. | xpaHeHue JIOKYMEHTOB o 3 3 2 4 0]
YOPaBICHUIO IEPCOHAIOM
Cnyx0a ymnpaBieHHs IEPCOHAIIOM: 12
9. | moHsATHE,  CTPYKTYpa,  OCHOBHBIC 3 3 2 4 O, T, Ped
GbyHKIIHI




O0beM AMCHUILIMHBIL, Yac ®opma
KonTakTHas pa6ora TEKYLIEero
00y4arommxcs ¢ MpenogaBaTejieM KOHTPOJIsI
Ne HaumenoBanue Tem 10 BU/IAM Y4eOHBIX 3aHATHH ycneBaeMoCT
- (pa3nesoB) Bcero CpP u*,
| JP | I3 | KCP TpoMeEyTOt
HOIi
aTTecTalluu
[IpomexxyTouHas aTTecTanus 36 K3
Bcero 108 | 27 | | 27 | 18 | 36

Ilpumeuanue:
* hopmor mexyugeco konmpons ycnesaemocmu: onpoc (0), mecmuposanue (T), pechepam (Pegh)
** hopmbl npomesxxcymounou ammecmayuu: Ik3amel (OK3).

Collepmalme AUCHHUIIIMHBI

Tema 1. [lonsiTHe U BUABI JOKYMEHTOB B cepe ynpaBjieHHs MEPCOHATIOM

[loHsiTHE MOKYMEHTOB, OMNOCPEAYIOIIMX IMPOLECC VIPaBICHUS MEPCOHAIIOM U HX
Kiaccudukanus (Mo MeIeBOW MPUHAUICKHOCTH, IO YIPABICHYCCKUM 3aJjayaM, PEIIaeMbIM C
MOMOIIbIO COOTBETCTBYIOIIETO JOKYMEHTA, 1O CPOKY XPaHEHHUsS IO CTENEeHH 005S3aTeIbHOCTU
BEJICHUS IOKYMEHTAIlMU paboToaareseM 1 T.1.).

HopmatuBHas ocHoBa 1mpoliecca JOKYMEHTUPOBAHHS — YIPABICHHUS IEPCOHAIOM
(HOPMAaTHBHO-TIPABOBBIC aKThI OOINEr0 XapakTepa: aKThl MEXIYHApOJHOTO M (eaepalbHOTO
VPOBHS; aKThl CYOBEKTOB deaepanuy; JOKaJIbHbIE HOPMATHUBHBIE AaKThl, HOPMAaTHBHO-
MCTOANYCCKAad JOKYMCHTAIHWA: HOPMATHUBBI 10 AJOKYMCHTHUPOBAHHIO, ACIOIMPOU3BOACTBY U
XPaHEHUIO0 JJOKYMEHTOB, KJIaCCU(UKATOPHI TEXHUKO-3KOHOMUYECKONH MHGOpPMAIIUN; HOPMATHUBBI
M0 Opra”Hu3aluu padboThI CIIYKO yIpaBiIeHUsI IEPCOHATIOM).

Tema 2. OpraHu3aniMoOHHO-yNpaBJieHYeCKHe TOKYMEHTbl B c(epe ynpaBjieHHS
NepCOHATIOM

IlonATHE OpraHU3allMOHHO-YIPABICHYECKOrO JOKYMEHTa B c(epe YIpaBIeHHs Iep-
COHAJIOM (CpaBHEHHUE C IPABOBOW KaTeropuei «IOoKaJlbHbI HOPMAaTUBHBIN akT B chepe TpyAa»),
BU/Ibl, IPaBOBasi OCHOBA Pa3paOOTKU U MPUHATHS.

CocraB, coaepxaHue, NOPSJAOK MOATOTOBKM M O(GOPMIIEHUS OpraHU3alMOHHO-
yIpaBICHUYECKUX JTOKYMEHTOB (TOJI0KEHHE O TIepcoHale (KOJUIEKTUBHBIN JJOTOBOP); MOJIOKEHNE
00 oxpaHe TpyJa; MpaBuiIa BHYTPEHHErO TPYJOBOIO PAaCMOpsJIKa; JAOJDKHOCTHAS MHCTPYKLHUS;
IOJIOKEHHE O CTPYKTYpPHOM IOApA3[elCHUM, WITaTHOE paclucaHue, MOJOXKEHHE O
KomMMmepueckoil TaiiHe u T.1). CocTaB CcHpaBOYHO-WH(GOPMALMOHHBIX JIOKYMEHTOB IO
YIPaBICHUIO MEPCOHAIOM (JAOKJIAIHbIE 3aIIUCKU, AKThl, CIPABKH, OOBSCHUTENbHbBIE 3alUCKU U
np.). Ilopsaok mMmoAroToBKM M OQOpPMIIEHHS JIOKYMEHTOB Ha OCHOBE TI'OCYJapCTBEHHBIX
CTaHAapTOB. ba3bl JaHHBIX 10 MEPCOHANY, BHIXOJHBIE (POPMBI, UCIIONIb30BaHUE 0a3 JaHHBIX MPU
MOJArOTOBKE CIIPABOK I10 KaJpaM.

Tema 3. JIoKyMeHTHI 110 pEKPYTHHIY IEPCOHAJIA

[lonsiTHE M BUIIBI JOKYMEHTOB 10 PEKPYTUHTY IIEpCOHAA.

JloKyMeHTBI, opopMiIsieMble Ha dTare MOUCKa MEepcoHaNa U UX o0mIast XapaKTepUCTHKA!
coJiep)kaHue, MOPANOK pa3paOOTKM W NMpUMEHEeHMs (3asBKa Ha MOMCK U OTOOp mepcoHana,
KBaJTM(HUKAIIMOHHbIE TPEOOBAHUS K COUCKATENI0 BAKaHCUU, OOBSBIIEHHE O BAKAHCUU H T.J).

JlokyMeHTBI, opopMisieMble Ha dTarne 0TO0Opa MepcoHala U UX 00LIasl XapaKTepUCTHKA!
coJiepKaHue, MOPSAIOK pa3padOTKU U MPUMEHEHHs (pe3toMe, aHKeTa, aBToonorpadus u 1.1.).

JlokyMeHThI, oopmMiisieMble Ha dTare HaiimMa MepcoHana M X oOIas XapaKTepUCTHUKA:
coJiepKaHue, MOPSAJIOK Pa3pabOTKU M NpPUMEHEHHUs (JIOKYMEHT, YJOCTOBEPSIOMIMN JINYHOCTb,
I/IHH, CBUACTCIIBCTBO T'OCYAAPCTBEHHOI'O INCHCHUOHHOI'O CTPAaXOBaHHA, AOKYMCHT BOMHCKOI'O
yueTa, Tpy/oBasi KHIKKa, 3asBJICHUE O IpUeMe Ha paboTy, TPyA0BOH JOrOBOp, MPUKa3 O MpHEMeE
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Ha paboTy, coriiacue Ha 00pabOTKy MePCOHATBHBIX JAHHBIX U T.1.).

Tema 4. JIoKyMeHTBI 110 ABHKEHHIO IIEPCOHAJIA:

Cocras, conepxaHue, IOPSA0K MOJTOTOBKH U OOPMIICHUS

[TonsaTHE U KITaCCHU(PUKAIUS TOKYMEHTOB IO JIBYKCHHIO ITEPCOHAIA.

[Tpukassl, onocpeayromue OTHOIICHUS MO JABM)KEHUIO KaJpPOBOrO COCTaBa y paboTo-
Jatens: MOHATHE, COAepkKaHue, nporenypa opopmieHus (0 mepeBojie, O MPEAOCTABICHUHN OT-
IMyCKa, O MpOBCACHUHN aTTCCTAllUHU, 06 YBOJIbHCHUHU, O KOMaHAWUPOBAHWU, O IMOOIIPCHUHU, O IPU-
BJICUCHHH K TUCIMIIMHAPHOW OTBETCTBEHHOCTH).

JIOKyMEHTHI K TpUKa3aM IO JBHKEHHIO IEPCOHANA: MOHATHE, COIepKaHue, MpoIle-1ypa
oopmiieHus (3asBJICHUS, IMPEACTABICHUE Ha IMPOBEICHHE AaTTECTAlMM B OTHOIICHWU KOH-
KPETHOTO pabOTHHKA, aTTECTAIMOHHBIN JIUCT, MPOTOKOJIBI aTTECTAIIMOHHOW KOMHCCUH, rpaduk
OTITYCKOB, CIIy’)kKeOHOE 3aJJaHKe, KOMaHJIUPOBOYHOE YIAOCTOBEPEHHE, aKThI (00 OTKa3e OT MO/ -
cH)).

OTuéTHBIE JOKYMEHTHI O IBIKCHHHM MEPCOHAJNA: TOHSTHE, BUIBI, COACpKAHUE, OCO-
OceHHOCTH OopMIICHUS (CIIPaBKa O TEKYYECTH MepCcoHaa, 0030p Mo Kajapam, oTU4ET 00 yBOJICH-
HBIX COTPYIIHUKAX).

Tema 5. JIoKyMeHTBI 110 Y4€Ty nepcoHasa

[TonsiTHE, 0COOCHHOCTH ¥ BUJIBI IOKYMEHTOB TI0 YUETY KaJIPOB.

Jluunas KapToyka Kak oOsA3aTeNbHBI JOKYMEHT IO YYeTy KaJpoB: MOHSITHE,
0c00eHHOCTH 0(OPMIICHUS, BUTIBI.

JIndHoe feno Kak HeoOs3aTeNbHBIM JOKYMEHT MO y4eTy KaapoB: MOHATHE, opOopMIICHHE
U BEICHME JIMYHBIX el (Ioche) COTpyAHUKOB. COCTaB IOKYMEHTOB JIMYHOTO JIEjIa.

Odopmienne U BeJileHHE TPYIOBBIX KHUKEK M BKJIAJIBIIIEH K HUM.

[IpaBuia peructpanuy U UHACKCUPOBAHUS KaJIPOBBIX JOKYMEHTOB.

PerucrpanmonHo-koHTponbHbIE (OPMBI  (TPAAULIMOHHBIE M aBTOMAaTU3UPOBAHHBIE).
CocTaB pexkBU3UTOB (IOJEH) AJI PErUCTPALlMU PA3IMYHBIX BHUJOB JOKYMEHTOB U MOPSAJOK HUX
3anoiaHeHus. OpraHusanysi KOHTPOJIS 3a CPOKaMH M Ka4eCTBOM HCIIOJHEHUS JOKYMEHTOB IO
YIIPABJICHUIO IEPCOHATIOM.

Tema 6. /lokyMeHTBI, omocpeaymolue OTHOLIECHHSl IO OXpaHe TpPyAa M 1O
OpPraHM3anuu pado4mx Mect

[TonsiTHe, 0COOEHHOCTH U BUJIBI IOKYMEHTOB 10 oXpaHe Tpyaa. OO0Iias xapakTepucTuka
OCHOBHBIX JIOKYMEHTOB IO OXpaHe TpyAa, pazpadaTeiBaeMbIX U 0hopMIIsieMbIX paboToAaTeIeM:
coaepxanue, cnerupuka ohopmiaeHUs (IOKYMEHTHI, OMOCPEAYIONIUEe MPOLEaypYy U pe3yiabTaT
oOydeHHus MO OXpaHe TpyAa W MPOBEACHHs MPOBEPKU 3HAHWUW M MpaBUJI OE30MACHOCTH TpyAa
(IpOTOKOI, KXypHAJIBI ydeTa MPOBEPKH 3HAHUH, YIOCTOBEPEHHE O MPOBEPKE 3HAHUHN, HOPM H
MpaBuil), HampaBlIeHHE Ha O00sS3aTelNbHbIE MEAUIMHCKHE OCMOTPBL: TMpeABapUTEIbHbIE,
NepUOANYECKHE, TCUXMATPUUYECKOE OCBMJIETEIILCTBOBAHNE; OCYIIECTBIEHUE MPEIPEHCOBBIX
ocMoTpoB. CrenuanbHas OILICHKA YCIOBHH TpyJa: MOPSIOK MPOBEACHUS, JTOKYMEHTAIbHOE
obopmienue. HecuacTHbrii cimydait Ha pabodem MecTe: TMOHATHE, MpOIEeAypa yuyeTa |
paccieoBaHus, OCOOEHHOCTU JOKyMEHTHUpoBaHWs. OOs3aTeNbHbIE MEIUIUHCKUE OCMOTPBI:
KaTeropuu pabOTHUKOB, MOJIJICKANTNX OCMOTPY, TMOPSIOK HAINPABJICHUS W TPUHITHS PEIICHUS
0 pe3yJbTaTaM OCMOTPOB.

Tema 7. OtnesibHBbIE JOKYMEHTbI, ONOCPeAYyIOLHe OTHOILIEHUS] MO COLMAIbHOMY
CTPaXOBaHHUIO

[Tonatne m BUABI JOKYMEHTAIlMH B c(epe COLMAIBHOIO CTpaxoBaHHs, odopMiisieMble
CITYKO0M yIpaBJIeHHUS IEPCOHATIOM.

Conepxxanne # 0coOeHHOCTH odopMIIeHHs paboTojaTeneM JOKyMEHTAallUd 10
COIHUAJIBHOMY CTPaxXOBaHHIO (60HBHI/I‘-IHBII71 JIMCT, 3asdBKa Ha MIPEAOCTAaBJICHHUEC IIYTCBOK Ha



CaHAaTOPHO-KYpPOPTHOE JieYe€HUE, JOKYMEHThl O MPOAODKUTEIBbHOCTH CTa)xa, B TOM 4HCIe
CHenuanbHoro u T.7.). OcyniecTBieHue mpopuiakTHaeckux mep 3a cuert cpencts @CC.

Tema 8. CucremaTu3anus U onepaTuBHOE XPaHeHHE JOKYMEHTOB MO YNPABJIEHHIO
MepPCOHAIOM

Homenknarypa npen cimyxObl ympaBiieHHs TepcoHanoM. [lopsioKk MOATOTOBKH,
coctaBieHus u opopmienus. [IlpumepHas HoMeHKIIaTypa Jel.

OmnpeneneHue CPOKOB XpaHEHUsI JOKYMEHTOB 10 YIIPABJICHUIO IIEPCOHAJIOM.

dopMupoBaHue el ¢ JOKYMEHTaMHU 110 YIPABJICHUIO IEPCOHATIOM.

OnepaTuBHOE XpaHEHUE JOKYMEHTOB II0 YIPABICHUIO TIEPCOHAIOM, JKCIEPTH3a
LEHHOCTH, MOJrOTOBKA K Iepe/iaye B BEIOMCTBEHHBIN apXuB.

Tema 9. Cayxk0a ynpaBiieHHSI NEPCOHAJIOM: TMOHSITHE, CTPYKTYpPa, OCHOBHbIE
GyHkuun

3apyOeKHBIN OIBIT OPraHU3alMi U TOKYMEHTUPOBAHUS I€ATEIbHOCTH M0 YIPABJICHHUIO
IIEPCOHAJIOM.

[IpaBoBOE peryinupoBaHHe ACSATEIBLHOCTH MO YIPABJICHHUIO MEPCOHAIIOM B CTpaHax C
Pa3BUTOM PHIHOYHON 3KOHOMMKOM.

Cnyx0bl ynpaBlieHUs MEPCOHATIOM U MEHEIKEpHl M0 KaJapaMm B 3apyOexHbIX (upmax,
IPaBOBOM CcTaTyC, 3a/1a4M, PyHKINHU, OPTaHU3aLUs JeSTSIbHOCTH.

CoBpeMeHHbIE METOABbl PAbOTHI C MEPCOHAIOM 3a PYOEKOM M BO3MOXKHOCTH HX
ucnosib3oBaHus B Poccuu.

JIOKyMEHTHpOBaHUE JESATEIBHOCTH IO YIPAaBICHUIO MEPCOHAIOM ([0 OCHOBHBIM
3a7auyaM). Buael 1oKymMeHTOB, ocobeHHOocTH ux odopmiieHus. llpakThka u pexomMeHAaLUU
3apyOeKHBIX CIEIHAINCTOB.

Cmyx0a yrpaBJeHUs TIEPCOHAIOM y paboToaresiel pa3indHbIX (OpM COOCTBEHHOCTH,
ee 3amauu, QyHkuuH, cTpykTypa. [lojoxxkeHue o cimyxx0e ympaBiieHHs NEPCOHANIOM, €ro CO-
Jep>KaHue, MOPsI0K MOArOTOBKH, 0(OpMIIEHHUE.

Menemkep 1Mo Kaapam, €ro 3ajaayd, (QyHKIOUM B OpraHu3auusax. JOJKHOCTHBIE
MHCTPYKIIUU COTPYAHUKOB CIIY>)KObl yIpaBJi€HHS IEPCOHAIOM, HUX COJAEpKaHue, MOPSA0K
HOJTOTOBKHU, O(hOpMIIEHUS.

Opranuzanusi paboThl CIyX OBl yNpaBlIEHUs] MEPCOHAIOM M JIOKYMEHTHPOBAHHE €€
JEATEIBbHOCTH.

4. MaTtepuaJjbl TeKyIero KOHTPOJISl yCIeBaeMOCTH 00y4aromuxcs U (pOH/ OlleHOUHBIX
CpeACTB MPOMEKYTOUHOM aTTEeCTANH MO TUCHHILINHE

4.1. ®opmMbl M METOABI TEKYLIETO KOHTPOJSA YCHEBAEMOCTH M IMPOMEXYTOYHOU
aTTeCTallHH.

4.1.1. B xoxe peanuzaumu auctuminsbsl: b1.b.27 «/lokymeHTanmonHoe obGecreueHue
YIpaBIEHUS] MEPCOHAJIOM» MCIOJB3YIOTCA  CIEIYIOIME METOAbl TEKYIIEro  KOHTPOJI
yCIIEBAEMOCTH O0YUaIOLIHXCSI:

Tema (paznen) MeToab! TeKyIIero
KOHTPOJIS
yCIIEBAEMOCTH
Tema 1. YnpasiieHHE IEPCOHAJIOM: MTOHATHUE, LIETb, 3a1a41 oIpoc
Tema 2. KoHuenuuu ynpasiaeHus NepcoOHAIOM onpoc
Tema 3. [Tpodeccronanu3zaliyisi ynpaBieHuUs IEPCOHAIOM oIpoc
Tema 4. VYrpaBiaeHue NepCOHATIOM KaK MEXaHU3M pealln3aluun ompoc
KaJIpOBOM MOJUTHKHU
Tema 5 Cucrema yrmpaBiieHHs IEPCOHATIOM OpraHU3aINH onpoc
Tema 6. [IpuHOMIIBI M METOJIBI YIIPABJIEHUS IEPCOHAIOM OpraHU3ALNH onpoc




Tema 7. CrpykTypa nepcoHaia opraHu3aluuu omnpoc

Tema 8. OpranuzanyoHHas CTPYKTypa CUCTEMBI YIIPaBICHHUS OIpocC, TECTUPOBAHUE,

IEPCOHAIIOM 3amuTa pedepara

4.1.2. 3auer MpoOBOAMUTCS C MPUMEHEHHEM CIICAYIOIIUX METOJOB (CPEACTB): B YCTHOU
dbopme 1o Borpocam.

4.2. MarepuaJibl TEKYIIETO KOHTPOJISI YCIIEBAEMOCTH.

[IpenonaBarens OIEHWBACT YPOBEHb MOATOTOBICHHOCTH OOYYArOMIMXCSA K 3aHATHIO T10
CIIEYIOIIHUM MOKAa3aTeIsIM:

- YCTHBIE OTBETHI Ha BOMPOCHI MPEMOAABATENS 110 TEME 3aHITHSA,

- BBICTYIUICHHE C JOKJIaJamMH,

- ydactue B 00CYXAEHUU JJOKIJIAJI0B,

- KOJIMYECTBO MPABWIBHBIX OTBETOB IPU TECTUPOBAHUH.

Kpurepuu onieHuBanus 1okinana:

- CTeNeHb YCBOCHUS MOHATUH U KaTerOpUil 1o TeMe;

- yMeHHue paboTaTh C TOKYMEHTAIbHBIMHU U JTUTEPATYPHBIMU HCTOUHUKAMH,

- TPaMOTHOCTb U3JIOKEHUSI MaTepuana;

- CaMOCTOSTEIIBHOCTh Pa0OTHI, HATMYNE COOCTBEHHOW 0OOCHOBAHHOM TIO3HIIHH.

OneHka 3HaHWM, yMEHUN, HABBIKOB IMPOBOAUTCS HA OCHOBE OaNIbHO-PEUTHHTOBOM
cuctembl 70% wu3 100% (70 OGamnoB u3 100) - Bkiax mo pesyiabTaTaM BBICTYIUIEHUS C
JOKJIaJlaMU, Y4acTus B OOCYKIEHUSX JOKJIAIOB JPYrUX OOYyYaroIIMXCs, OTBETOB Ha BOMPOCHI
OpenosiaBaTeNsi B XOJE 3aHATHSA, IO pe3yiabTaTaM IPOXOXKACHUS TECTUPOBAHMS, 3alIUTHI
pedepaTos.

Heranuzamust Oa/yioB M KPUTEPUH OIEHKH TEKYIIEr0 KOHTPOJS YCIEBAEMOCTH
yTBEpXKAAeTCs Ha 3aceAaHUH KadeIphl.

BOl'[pOCbI JJIsI MIOATOTOBKM K OIIPOCaM IO TEMaM:

Tema 1. IlonsiTHe ¥ BHABI JOKYMEHTOB B c(pepe yNpaBJIeHHs NMEPCOHATOM

1. HopmaruBHas ocHOBa mpolecca JOKYMEHTHUPOBAaHUS YIPaBICHUS MEPCOHAIOM
(HOpMaTHBHO-TIPABOBbIE aKThI OOIIETO XapaKkTepa.

2. AKTBHI MEXIyHApOJHOTO U (heaeparbHOTO YPOBHSI.

3. AKTHI cyOBEKTOB (esiepaliny; JIOKaJIbHbIe HOPMATUBHBIE aKThI.

4. HopmaTuBHO-MeTOIMYECKasi JOKYMEHTAIUsl: HOPMATHBBI 1O JOKYMEHTHPOBAHHUIO,
JIENIOTIPOU3BOJICTBY M XPAHEHUIO JIOKYMEHTOB, KIJIACCU(PUKATOPhl TEXHHUKO-3KOHOMHYECKOM
uH(pOpMalMK; HOPMATUBBI [0 OPraHU3alKK PadOTHI CIYKO YIIpaBJIEHUS [IEPCOHATIOM).

5. ITlonsATue u BUIBI JOKYMEHTOB B chepe YyIpaBICHUs IEPCOHATIOM.

6. VYaudumupoBanHsle (HOPMBI TOKYMEHTOB IO YIPABJICHUIO MEPCOHAJIOM: TIOHSTHE,
BUJIbI, 001I1ast XapaKTEePUCTHKA.

7. HopmaruBHast ocHOBa Ipoliecca JOKYMEHTHPOBAHUS YIIPABICHUS IEPCOHAIOM.

8. JloKyMEeHTHMpOBaHHE KaJpOBOI JEATENbHOCTH B COBETCKMU mepuoi: oomias
XapaKTepUCTHKA.

9. JokymeHTupoBaHHE MpoxoxaeHus cinyx0bl B XV-XVII Bekax.

10. JloxyMeHTHpOBaHHE MPOXOXKIEHHUS TOCyIapCTBEHHOU ciry:kObl B Poccum B XIX —
Hayasie XX BeEKa.

11. JoxymenTupoBaHue npoxoxaenus ciayxosl B X VIII Beke.

Tema 2. OpraHu3alilMOHHO-yNpPaBJIeHYeCKHE JAOKYMEHTbI B cdepe ynpabiieHHs
NepPCOHATIOM

1. Tlonoxenue o mepcoHane M KOJUIEKTUBHBINA JOrOBOp: MOHITHE, KPUTEPUHU CXOJICTBA,
CTPYKTYpa, MpOLEeaypa pa3padOTKU U YTBEPKICHHSL.
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2. JlomkHOCTHas MHCTPYKIUS: TOHSTHE, CTPYKTypa, IMpoleaypa pa3paboTKu,
YTBEPKICHHUS.

3. OpraHu3allMOHHO-YIIpaBlieHYecKass  JOKyYMEHTanmuss B  cdepe  ymopaBleHUs
MIEPCOHAIOM: BUBI, KpaTKasi XapaKTEPUCTHKA.

4. TlpaBuna BHYTPEHHEIO paclopsiika OpraHU3aluu: MOHATUE, CTPYKTYypa, Mpoleaypa
pa3paboTKHu.

5. TlonoxeHue o CTPYKTYpHOM MOJpa3felieHuu: IMOHATUE, Mpoleaypa pa3paboTKH,
YTBEPKICHHUS.

6. Cnyx0a ymnpaBjleHHS TEPCOHAIOM: CTPYKTypa, 3amadd, (yHkmuu. OoOmas
xapaktepucTrka [lomoxkeHus o cyx0e ynpaBIeHUs IEPCOHATIOM.

7. IlratHoe pacnucaHue: CTPyKTypa, MpoLeaypa pa3padoTKu, YTBEPKIECHUS, BHECCHUS
W3MEHEHUH U JONOJIHEHU M.

Tema 3. JIokyMeHTBI 10 pEKPYTHHT'Y NI€PCOHAJIA

1. JIOKyMEHTBI [0 PEeKPYTHUHTY IIepCOHAA: MOHATHE, BUbI, O0IIast XapaKTePUCTHKA.

2. JIOKyMEHTHpPOBaHHE MPOICIypPbl H3MEHCHHS TPYIOBOIO JOrOBOpA.

3. JIOKyMEHTHpPOBaHHUE MPOIIeCCca MPEKPAIICHHUS TPYIOBBIX OTHOIICHH C PAOOTHHKOM.

4. TpymoBoii 10roBOp W JIOMOJHHUTEIBHOE COIJIAIICHHE K TPYIOBOMY JIOTOBOPY:
HOHSTHE, COJICPIKAaHKE, MIPOIEIyPa 3aKITFOUCHHUS.

5. JIoKyMEeHTEHI 10 PeKpYTHHTY IepcoHana, GopMupyemble Ha dTane 0TOopa mepcoHaa.

6. JIOKYMEHTBI 10 PEKPYTUHTY IepcoHala, (GOpMHUPYEMbIC Ha Tare MOKCKa IepcoHaa.

Tema 4. JlokyMeHTbI MO IBH:KEHHIO TEPCOHAJA: COCTAB, COJAEPIKAHHE, MOPSAOK
MOATOTOBKY U 0()OPMIIEHUS

1. Tlpukasbl MO ABMKEHHIO KaIPOB: TIOHSATHE, BUJIbI, COJCPKAHNUE.

2. JlokyMEeHTHpOBaHHE MPOIIECCa MPOBEACHUS ATTECTAIIMH.

3. OrtueTHble MNOKYMEHTBHl IO [BIJKEHUIO KaJapoOB: TIOHATHE, BHJbI, CTPYKTYpa,
mpolie1ypa pa3padoTKH U yTBEPIKICHUS.

4. Vder u XpaHEHHE TPYAOBBIX KHIKEK U BKIIABIIICH K HIM.

5. JIoKyMeHTHI 1O ABMKCHUIO KAJIPOB: COCTAB, 00IIAst XapaKTePUCTHKA.

6. JlokyMeHTBHl K TMpuKa3aM MO0 JBIDKEHUIO KaJpOB: TMOHSATHE, BUMABI, OOIIas
XapaKTePUCTHUKA.

7. JlokymMeHTHpOBaHHE Mpoliecca MPeKpaIIeHNus TPYIOBBIX OTHOIIEHUH ¢ paOOTHUKOM.

8. JlokymMeHTHpOBaHHE MTPOIIecca KOMAHINPOBAHUS PAaOOTHUKOB.

9. JlokymMeHTHpOBaHHE IMpoliecca MPEAOCTaBICHHS OTIYCKOB.

Tema 5. JIokyMeHTBI 110 Y4ETy nepcoHaJia

1. 3anonHeHHe TPYIOBBIX KHUKEK: BHECEHUE CBEICHUN 00 U3MEHEHUH U MTPEKPALLIEHUN
TPYZAOBOI'O AOTOBOPA.

2. JluuHas KapTO4YKa KakK OOs3aTeNbHBIA JTOKYMEHT IO Y4YeTy KaJpOB: IOHSTHE,
pouLeaypa 3arnoaIHEHUS.

3. JIOKyMEHTHI IO yUeTy KaJpoB: MOHITHE, BUJIBI, CTPYKTYpa, Mpoleaypa ohopMIIeHHUS.

4. Vder u XpaHEHHE TPYAOBBIX KHIKEK U BKJIABIIIEH K HIM.

5. Odopmnenne u BeAeHUE TPYAOBBIX KHIDKEK UM BKJIAIBIIIEH K HUM: 0O0Imas
XapaKTEepUCTHKA.

6. 3amosHEeHWE TPYIOBBIX KHMKEK: BHECEHUE CBEJCHHHA O PaOOTHUKE, BBITOJHICMOMN
paboTe, MOOIIPEHUSX.

Tema 6. /lokyMeHTBI, omocpeaylomue OTHOLICHHSI IO OXpaHe TpyAa M 1O
OpraHu3anuu padboumx MecT

1. TlonoxeHue o ciykO6e OXpaHbl TPyJa, MHCTPYKIMHU IO OXpaHE TpyJAa: MOHSTHE,
CTPYKTYpa, poLeaypa pa3padOTKU U YTBEPHKICHUS.
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2. JlokyMeHTbl 1O OXpaHe TpyJa: IOHSATHE, BHUIBL, MpoIlenypa pa3padOTKu U
PUMEHEHHS.

3. CnenuanbHas OLIEHKA yCIOBUI TpyJa: MOHSATHE, IPABOBas OCHOBA JJIsl POBEACHUS,
0COOEHHOCTH JIOKYMEHTOO0O0pOTA.

4. MenuurMHCKHE OCMOTPBI: IPEIBAPUTENbHBIC, IEPUOAUUECKHUE.

Tema 7. OTaesbHbIEe JOKYMEHTBI, ONOCPEAYIOIIHE OTHOUIEHUSI MO COIMATBHOMY
CTPaxXOBAHHIO U MEHCHOHHOMY 00ecneYeHn 0
[Topsimok oopmieHUst TOCOOHS 10 BPEMEHHOM HETPYAOCIIOCOOHOCTH
[Topsimox oopmiteHus OTITYCKA 0 OEPEMEHHOCTH U POAaM
[Topsimok oopmiieHHs OTITyCKa 1O yXOAy 32 peOSHKOM
ITpoeenenne COVYT 3a cuet cpeacts ®CC
[TpuobGpeTrenune cpencTB MHANBUAYATBLHOM 3aTuThI 3a cueT cpeactB ®CC
ITpuobperenue ankorectepos 3a cuet cpeacts GCC.
EnmHoBpemMeHHBIEC TOCOOUSI TPU POKIEHUH PEOCHKA, CMEPTH paOOTHHKA.

NoookowhE

Tema 8. CucremaTusauus U onepaTuBHOE XpPaHEHHE JOKYMEHTOB 10 YIIPABJIEHHUIO
NepPCOHAIOM

1. Cucremarusanusi JOKYMEHTOB [0 YIPAaBJICHUIO TEPCOHANIOM, OIEPAaTUBHOE
XpaHEHHeE.

2. DkcrepTu3a IeHHOCTH TOKYMEHTAIMH, MOJr0TOBKA JIe] K Iepeaue B apXuB.

3. Perucrpanms u wHIEKCANNS TOKYMEHTAIIUH 10 YIIPABICHHUIO TIEPCOHAIOM, KOHTPOJIb
UCIIOJTHEHHUSI.

4. CnpaBouHO-HH(DOPMATUBHBIE JOKYMEHTBI TI0 YIPABJICHUIO TIEPCOHAIIOM: TMOHSITHE,
BU/IBI, OOIIIasi XapaKTEPUCTHUKA.

5. Cpoxu xpaHeHHs! JOKYMEHTOB.

6. VYHHMUYTOXXEHHUE TOKYMEHTOB C UCTEKIIUM CPOKOM XpaHEHHUSI.

Tema 9. Cayx0a ynpasjeHHs NEpCOHAJIOM: IOHSITHE, CTPYKTYpPa, OCHOBHBIE
GyHKun
Oco0eHHOCTH pa3BUTHUS KaJApOBbIX Ci1yk0 B Poccun u 3a pyoeskom.
[TpuxnaaHbie MpOrpaMMHBIE MPOYKTHI MO YIPABICHUIO KaJlpaMH.
JIOKyMEHTBI 110 3alUTe KOMMEPYECKON TalHBI.
Crnyx0a ynpaBlieHUsl IEPCOHAJIOM: CTPYKTYpa, 3a/1a4i, PYHKIIUHU.
OO11ast XapakTepUCTHKA CIYKObl yIpaBIeHUs TIEPCOHAIOM.
JI0JKHOCTHBIE MHCTPYKILIUU COTPYAHUKOB CITY>KOBI yIIpaBICHHUS.
JIOKyMEHTUPOBaHUE ACATEIBHOCTH 10 YIPABIECHUIO IEPCOHAJIOM.

Noogok~wdPE

Temsl pedeparon

1. TlonsTHe u BUJbI JOKYMEHTOB B Cepe yNpaBIeHHsI IEPCOHATIOM.

2. YauduuupoBaHHble (HOPMBI TOKYMEHTOB I10 YIPABJIECHUIO MEPCOHAIOM: MOHSTHE,
BH/IbI, OOIIIasi XapaKTePUCTUKA.

3. HopmaruBHas ocHOBa mporecca JOKyMEHTHPOBaHUS YIIPAaBICHUS IEPCOHATIOM.

4. JIokyMEeHTHpOBaHHE KaJpOBOM JEATEIbHOCTH B COBETCKMH TMepuoa: o0Imas
XapaKTepUCTHUKA.

5. JlokymeHntupoBaHue mpoxoxaeHus ciayx0sl B X V-XVII Bekax.

6. JloKkyMeHTHpOBaHHE MPOXOXKJIEHHs rocynapcTBeHHoU ciyxObl B Poccun B XIX —
Havane XX Beka.

7. JlokymeHTHpoBaHUE NpoxokaeHus ciyxObl B X VIII Beke.

8. TlomoxeHwe 0 mepcoHale U KOJUIEKTHBHBIA JOTOBOP: MOHITHE, KPUTEPUH CXOJICTBA,
CTPYKTYpa, poLeaypa pa3padOTKU U YTBEPHKICHHS.
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9. JomkHOCTHasT WHCTPYKIHWS: TIOHATHE, CTPYKTypa, mpolenypa pa3paboOTKH,
YTBEPXKICHHSL.

10. OpraHu3anMOHHO-yIIpaBICHYECKass  JOKYMEHTaluss B cdepe  YIpaBICHHS
NIEPCOHATIOM: BHJIbI, KpaTKasi XapaKTEepUCTHKA.

11. IlpaBuia BHYTPEHHETO pacropsiKa OpTaHU3aIMH: MMOHITHE, CTPYKTYpa, IMpoleaypa
pa3paboTKHu.

12. TlonoxeHne O CTPYKTYpHOM TIOZApA3JCIICHUH: TOHSATHE, TpOIeaypa pa3paboTKH,
YTBEPKICHHUS.

13. Cnoyx0a ympaBieHHUs TMEPCOHAIOM: CTPYKTypa, 3amaud, ¢GyHkouu. OOmas
xapakrepucTrka [lonoxxeHus o ciyx0e yrnpaBieHUs IIEPCOHATIOM.

14. ratHOe pacmHcaHue: CTPYKTYypa, Mpoleaypa pa3paboTKH, YTBEPIKICHHsI, BHSCCHHSI
W3MEHEHUH U JONOJIHEHUH.

15. JIokyMeHTHI IO PEKPYTUHTY IepCOHAJIA: TIOHSITHE, BUJIbI, 00IIast XapaKTePUCTHKA.

16. JloxymMeHTHpOBaHME MPOLETYPHl H3MEHEHUS TPYJOBOTO JIOTOBOPA.

17. JlokyMeHTHpOBaHHE TpOIIecca MPEKPANICHUS TPYIOBBIX OTHOIICHHH ¢ paOOTHUKOM.

18. TpymoBoii 1OTOBOp M JOMOJHUTEIBHOE COTJAIIEHHE K TPY-JAOBOMY JOTOBOPY:
MIOHSATHUE, COJICPKAHUE, IPOLIEAYPa 3aKITFOUCHUSI.

19. JIoKyMeHTHI 10 pEKPYTHHTY MepcoHana, (GopMHUpPyeMBIE Ha dTarie 0TOOpa ImepcoHarna.

20. JIokyMEeHTBI IO PEKPYTHHTY IepcoHala, GopMUpyeMbIe Ha Tare MOMCKA MEPCOHaa.

21. Ilpukasbl 10 IBUKECHUIO KaAPOB: MOHITHE, BUJIBI, COICPIKaHUE.

22. JIokyMEHTHPOBaHHUE TPOIIecca MPOBEACHHUS aTTECTAIIHH.

23. OTueTHBIE JOKYMEHTHI 110 JBW)KCHUIO KaJpOB: IMOHATHE, BHIBL, CTPYKTYpa,
nporierypa pa3padoTKH U YTBEPKICHUSI.

24. Yder u XpaHeHHE TPYJOBBIX KHKECK M BKJIAJIBIIICH K HUM.

25. JIoKyMEeHTBI 110 JIBH)KSHHIO KaJIPOB: COCTaB, 00II[asi XapaKTEPUCTHKA.

26. JlokyMeHTBl K TpUKa3aM 10 JBW)KCHUIO KaJpOB: TIOHSATHE, BHIBI, O0OMmIas
XapaKTEPUCTHKA.

27. JlokyMeHTHpOBaHKE TPOIIecca MPEKPAIICHUS TPYIOBBIX OTHOIIEHHUH ¢ pAOOTHUKOM.

28. JlokyMeHTHpOBaHUE Mpoliecca KOMaHIUPOBaHUS PAOOTHUKOB.

29. JlokyMeHTHpOBaHHE MPoIiecca MPEI0CTABICHUS OTITYCKOB.

30. ITocobue mo BpeMEHHOH HETPYIOCIOCOOHOCTH M MO OEpeMEHHOCTH U pojiaMm:
MOHSITHE, 0COOEHHOCTH O(OPMIICHHS U BBIILIATHI.

31. [lencuu: moHATHE, BHUIBI, OCOOCHHOCTH JOKYMEHTOOOOpOTa TpuU O(GOpPMICHUH
paboTonarenem.

32. Cucremaruzanusi JOKyMEHTOB IO YIPaBJIEHUIO IIEPCOHAIOM, OIEPaTHBHOE
XpaHeHHe. DKCIepTH3a IEHHOCTH TOKYMEHTAIlNH, TOATOTOBKA JIENT K TIepeade B apXuB.

33. Perucrpauus u uHIEKCAlUs TOKYMEHTAIMHU 10 YIPABICHUIO IEPCOHATIOM, KOHTPOJIb
UCTIOJTHEHUSI.

34. CrnpaBo4HO-MH(POPMATUBHBIE TOKYMEHTHI MO YIPABICHHUIO MEPCOHANIOM: MOHSITHE,
BU/IbI, OOIIIasi XapaKTePUCTHKA.

35. Cnyx0a ynpaBiieHHs IEPCOHATIOM: CTPYKTYpa, 3aa4uu, (QyHKIHH.

36. OOmias XxapaKTepUCTHKA CITY)KOBI YITPaBJICHUS ITEPCOHATIOM.

37. JIomKHOCTHBIE HHCTPYKIIMH COTPYIHUKOB CITY>KOBI yIIPABICHHUS.

38. JloKyMEHTHpOBaHHE JCATEILHOCTH TI0 YIPABICHUIO MIEPCOHATIOM.

IIpuMepHBIH BAPHAHT HTOTOBOIO TECTA IO TUCHUILIMHE
1. JleiicrByrommii 'OCT no odopMiieHHI0 OPraHM3alMOHHO- PaCHOPSIAUTENbHOMN
AOKYMEHTALMHU NpeaycMaTPHBaeT MAKCUMAJIbHOE KOJIUYeCTBO PEKBU3UTOB:

A)27 B) 29 1) 31
B) 19 I) 30. E) 28
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2. Meicryromum I'OCTom no opopMiIeHHI0 OPraHN3alMOHHO- PACIIOPAAUTEIbHOM
AOKYMEHTAIIUH ABJISIETCS:

A)TOCT P 6.31 —98 B) 'OCT P 6.30 — 2002

B) 'OCT P 6.30 — 99 [ TOCT P 6.30 — 2003

3. Ilpu odopmiiennu rpuda yTBep:KICHHS CJIOBO YTBEpP:KIAal0 MMeeT CJelyHoLmii

BU/:
A) YTBepxkaro B) YTBEPXJIAIO
b) «YTBepxnaro» I') «YTBEPXIAIO».
4. JlaToii npuka3a siBJsieTcs:
A) nara ero noanucaHus B) nara ero pacceuiku
b) nara ero BcTymuieHus B cuity [Nnara ero MOJTy4eHUs CTPYKTYPHBIM
HOJPA3/EICHUEM.

5. Adopesnarypa OKVY]l pacumdpoBbiBaeTcs Kak:

A) orpacneBoii kogudukaTop yHUGUIHUPOBAHHOMN JOKYMEHTALMH

B) obmepoccuiicknii knaccupukarop yHUGHUIIMPOBAHHONW JOKYMEHTAIIUN
B) obmepoccuiickuii kiaaccudukarop ynpaBieHUECKON TOKyMEHTAIUU
I') oTpacneBoii komupuKarop ynpaBieHUYECKON TOKYMEHTAILINH.

6. Tpedoanus peiicrByromero I'OCTa no o¢gopMieHHI0O OpPraHM3alHOHHO-
PacCoOpsSIANTEbHON JOKYMEHTAIUH PACTIPOCTPAHSAIOTCS:

A) TOJIBKO Ha JOKYMEHTBI TOCYIapCTBEHHBIX YUPEKICHUN

b) Ha nokyMeHTH! opraHu3aluid, YUpeKACHUNH M NPEANPUSATUH HE3aBUCUMO OT (HOpMbI
COOCTBEHHOCTH M OPTraHU3AIMOHHO-TIPABOBOH (hOPMBI

B) Tosibko Ha KOMMepUYEeCKUe NPpeIpUsTUSL

I') Tonmpko Ha yupexAeHHs, B KOTOPBIX JEJIONPOM3BOACTBO BEAETCA Ha OCHOBE
UH(POPMAILITMOHHBIX TEXHOJOTH.

7. Nara 12 mapra 2003 rona B 1o0KymeHTe opopmisiercs:
A) 12. 03. 2003. b) 12. 1II. 2003 B) «12» mapra 2003 rona
I') 12. 03.2003 1) 12.03.2003 r.

8. DJ1IeMeHTHI MOYTOBOIO0 aJipeca YKa3bIBAalOTCS B MOC/Ie10BATEIbHOCTH:

A) cTpana, obnacTh, Kpal, pecryoiauka, HaceJIeHHbIN IMyHKT, Yaulla, HOMEp JJ0Ma, HOMEp
KBapTHpPbl, HAUMEHOBaHUE aJipecara

b) naumenoBanue anpecara, HacEJICHHBIA MYHKT, 00JacTh, Kpaid, pecryOiinka, yiuIila,
HOMED J0Ma, HOMEp KBapTUPbI, CTPaHa

B) nanmeHnoBaHue aapecara, yauia, HOMep JJoMa, HOMEpP KBapTUPBl, HACETIEHHBIA MYHKT,
o0IacTb, Kpaii, pecryonuka, cTpaHa.

9. Ecim Ha JOKyMeHTe 3aroToBjieHa NOANHCh, HAYAJbHUKA IOApPa3deJeHus, a
NOANMCHIBAET JOKYMEHT €ro 3aMecTHTe/Ib, TO IPABUJILHO OyleT:

A) noneuarars IpeuIor «3a» Mepel JOHKHOCTHIO HaualbHUKA

b) Hanmcare oT pyku mpeior «3a» nepea JOHKHOCTRIO HaualbHUKA

B) nocTaBuTh KOCyI0 UepTy nepes JOIKHOCThIO HadyallbHUKA

I') ucnpaButTh M ykaszarb: U.0., IOJDKHOCTb OTCYTCTBYIOLIETO PYKOBOAMTENS, HACTOSIILYIO
JIOJDKHOCTD U (paMUJIMIO JIMIIA, TIOAMMCABILETO JOKYMEHT.

14



BH:

TO OTBETCTBCHHOCTD 34 OPraHu3aluvio HCIIOJTHCHUA JOKYMECHTOB JICKUT:

10. Ilpu odopmiiennu rpada coriiacoBaHusi CJI0BO COIVIACOBAHO UMeeT CJIeYHoIuii

A) COI'JTACOBAHO B) «COI'JTACOBAHO»

b) CornacoBano ") COIJTACOBAHO:

11. OT™MeTKa 0 KOHTPOJIE NPOCTABJISACTC:

A) Ha Bce JOKYMEHTBI B) Ha BHYTpeHHHE TOKYMEHTHI

b) Ha ucxopsue 10KyMEHTHBI I') Ha TOKYMEHTBI IO YKa3aHUIO PYKOBOAUTEIIS.

12. Eciu B pe30si0LH PYKOBOAMTEJSI YKA3aHO HECKOJbKO (paMH/Inil pa00THHKOB,

A) Ha Bcex yKa3zaHHBIX paOOTHHKaX
b) na nocnennem mno crucky
B) Ha nepBoMm 110 cniMcky

13. PekBu3UT «3aro/10BOK K TEKCTY» — 3TO:
A) caMOCTOSITENIbHBIN, HE CBSI3aHHBIN C APYTUMU, PEKBU3UT

b) pekBU3UT, TECHO CBA3aHHBIM I'PaMMAaTUYECKU U 110 CMBICIY ¢ HAaUMEHOBaHMEM BHJA
JIOKyMEHTa
B) pexkBU3UT, TECHO CBSA3aHHBIA rPaMMaTHYE€CKH M IO CMBICIY ¢ HAaMMEHOBAaHHEM BHJA
JIOKyMEHTa, KpOMe IAChbMa

14. OT™MeTKa 0 HAJIMYHUM NPUIIOKEHUS MMeeT BUA:

A) [Ipunoxenue: npuiaraercs

b) ITPUJIOKEHMUE — 2 npunoxeHus Ha ABYX JHCTAX

B) Ilpunoxkenue: otdyer o pabore opranu3anuu Ha 2 1. B 1 3K3.

15. PexkBH3HT cOIJIACOBAHHUS HMEET BU/:

A) HagyanpHUK IOpUIMYECKOTO OT/ENa JINYHAs OAINUCH
N.0. Gamunns

HaganpHUK MIaHOBOTO OT/AC/HA JIMYIHAS ITOIHCH
N.0. damunns

b) HauanbHUK 10puanyecKoro oTaena

JIngHas nmoamuck N.0. ®amunug

Hara

HavanpHUK MIaHOBOIO OTAEHA

JInuHas moanmuch N.0. Gamunus

[ara

B) HauanbHUK 10pHIMYECKOTO OTAENa

JIngHasg nmoamnuck N.0. damunusg

HauvanpHUK I1aHOBOT'O OTAEAa

JIngHasg nmoamnuck N.0. damunusg

16. IleuaTsio 3aBepsieTcs:
A) TeKCT JOKyMeHTa
b) noxymeHnT, co3aHHbIi Ha 6JaHKe OpraHU3aIH

B) MNOAJIMHHOCTh NOAINMCHU JOJDKHOCTHOI'O JIMIA Ha JOKYMCHTAX, HNPCAYCMOTPCHHBIX
CIICIUAJIbHBIMH HOPMATUBHBIMU dKTaMHU, YIOCTOBCPAIOIINX ITpaBa JINII, (I)I/IKCI/IpyIOH_II/IX q)aKTLI.

17. OT™MeTKAa 0 3aBepeHNH KONMH IOKYMEHTA HMeeT BUA:
A) BepHo: n1uHas NOAMNKCH
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b) BEPHO:

HavanpHuk kanuenspuu

JInyHag nmoamnuck HN.0. ®ammnus

B) Bepno

HavanpHuk kanuensipuu JIMYHAS TTOJIITHCH
N.0. Gamunus

Hara

I') Konust BepHa

HavanpHuk kanuensipuu JIMYHAS TTOJIITHCH
N.O. ®amunusa [lara

18. OT™MeTKa 00 MCMOJHUTEIE UMEeT BHU/I:
A) BHeceno VBaHOBBIM

334 34 35

b) ucnionaurens: .M. Banos

34-34-35

B) ucn. BanoB 334-34-35

I') 1.. UBanoB

334 34 35

19. IlepeunciuTe JOKYMEHTHI OPraHM3alMH, OTHOCSIIMECS OPraHU3AIHOHHO-
NMPaBOBbIM

19.1 OILA:

a) He 0053aTeIbHBI K MCIIOJTHEHHUIO

0) 00s13aTeIIBHBI K UCTIOJTHCHHIO

B) 00s13aTeJIbHBI K UCIIOJIHEHUIO B 3aBUCUMOCTH OT CUTYalluu

T') 00s13aTeTbHBI K UCTIOTHCHHIO B CITydasX YKa3aHHBIX PYKOBOJIHTEIIEM

19.2 insa OIL/] 06si3aTeJIbHBI B JIIOOBIX CJOy4YasIX:
a) rpud conacoBaHUs

0) rpu¢ yTBEepKIEeHUS

B) aMOJieMa OpraHu3aIuu

I') OTMETKA O KOHTpPOJIE

19.3 OII A neiicTByIOT:

a) 6eCcCpOYHO B HEM3MEHHOM BUJIE

0) 6eccpoyHO 1O UX OTMEHBI WIIM JIO YTBEPHKACHUS HOBBIX
B) JI0 CZla4M B apXUB

I') OATBEPKIAIOTCS €KEr0IHO

20. MepeuncanTe peKBU3MTHI, HCIOJb3yeMble 15 co3nanus OII:

20.1 OIIJ MoryT yTBep:KRIaThCs (YKAKUTE JUIIHEee)

a) BBILLIECTOSIEH opranu3anuei

0) pyKkoBoAUTEJIEM JaHHOW OpraHU3aluu

B) KOJUIETHAJIBHBIM OpPraHOM (HampuMep, COBETOM TUPEKTOPOB)
') OpraHOM HCIOJIHUTEIbHON BIacTH

20.2 OIIJ mpoxoasaT mpoueaypy corjiacoBaHusi U oQopMiieHHs] PEeKBH3UTa BU3

COIVIACOBAHUA (YKAKUTE JIMIIHee):
a) ¢ 3aMeCTUTENEeM PYKOBOIUTENS OpraHU3aliu
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0) ¢ IOpUINYECKOM CITyKOO0H
B) C 3aMHTEPECOBAHHBIM IMO/IpA3ICICHUEM
T') C BBIIIECTOSIIECH OpraHu3aIuen

21. IlepeuncauTe JOKYMEHThI OPraHU3aLMU OTHOCALIHECS K PACTIOPSAUTENbHBIM

21.1 PO:

a) 00s13aTeIbHBI K UCIIOJHEHUIO B 3aBUCUMOCTH OT COJICPIKAHUS
0) He 00s13aTeIIbHBI K UCTIOTHEHUIO

B) 00s13aT€JIbHBI K UCTIOTHEHHUIO

21.2 P]I nonnuchIBaeT (yKa:KuTe JHUIIHEE):

a) PyKOBOJUTENb, UMEIOIINI IpaBo noAnucu PJl cCOOTBETCTBYIOIIETO COAEPIKAHUS

0) wucnonHuTEeNb O00S3aHHOCTEH pPYKOBOAUTENS B TEPHOA €ro OTCYTCTBHS, €CIH
HOJTHOMOYHS UCTIOJIHAIOUIETO 00s13aHHOCTH O(OPMIIEHBI COOTBETCTBYIOIIUM 00pa3oM

B) paOOTHUKOM, KOTOPBI B CHIIy OOCTOSITEILCTB BBIHYKIEH HCIHOJHATH OOSI3aHHOCTU
PYKOBOJIUTES

21.3 MoxxHO JHM HCHOJb30BATH 00U OJAHK JOKYMEHTa OpPraHu3aluM JIs
coznanus PI:

a) HeJIb3s

0) ToJIbKO OJIAHK MpHKa3a

B) MOXKHO

22. Ilepeuncaute pexkBu3utbl P, a1 KOTOpBIX mNpexycMATPHUBAKOTCS
OrpaHUYHUTEJIbHbIE OTMETKH VISl TPAHMI 30H PACIOJIOKEHUSA ITUX PEKBU3UTOB:

22.1 Naroii PII, npyHIMAaeMOro eTHHOJINYHO SIBJISIETCS:

a) Jara rnepejayy MpoeKTa JOKyMEHTa Ha MOANUCH PYKOBOIUTEIIO
0) nara noJNMCcaHus pyKOBOJUTEIEM

B) J1aTa Bo3Bpara nojxnucannoro P/I B ciayx0y JJOY

r) nara peructpauuu nognucanHoro P/l B ciyx6e JOY

22.2 Naroii PII, npuHUMAaeMOro KoJLIernajabHO, SIBJSIETCS:
a) Jara npoBeJeHus coOpaHus (coBeniaHus, KoHGEPEHIIUHN )
0) nara NpUHATHS PEILICHUs

B) J1aTa MOAMKICAHMSI POTOKOJIA TIPpeceaaTeieM cCoOpaHus

T') 1ara 0opOPMIICHHUS ITPOTOKOJIA CEKpeTapeM

22.3 IIpoekT npuka3a (pacnopsizkeHus1) COINIaCOBbIBAETCSH

a) TOJIBKO C FOPUIMYECKON CITY KO0

0) TOJIBKO C 3aMECTUTENIEM PYKOBOIUTENS

B) C 3aMHTEPECOBAHHBIMU CTPYKTYPHBIMH MOJIPa3/IEICHUIMHI

T') C 3aMHTEPECOBAHHBIMH CTPYKTYPHBIMH TIO/IPA3/ICICHUASIMH W FOPUINICCKON CITY>KOOH

23. Hanummute o01uii mopsaok opopMiieHUsi JOKYMEHTOB NPHU MpueMe Ha padoTy

23.1 JlokymMeHTBI, MpeabsiBjisieMble MPU 0(POPMIEHHN MPUEeMa HA PadoTy (YKaXHTE
JIUTITHEE)

a) macrnopr

0) TpyanoBasi KHMKKa

B) CTPax0OBOE CBHJICTEIHCTBO TOCYIAPCTBEHHOTO TICHCHOHHOTO CTPAXOBaHUS
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T') TOKYMEHTBI BOMHCKOTO y4eTa
1) TOKyMEHT 00 00pa30BaHUU
€) XapaKTepPUCTHKA C MOCJICIHEr0 MecTa paboThl

23.2 Ecau pabdoTHHK YTpPaTHJ TPYIOBYI0O KHHUKKY, OH MOKeT OOpaTUThbCS B

NUCbMEHHOM BH/IE ¢ MPOCh00i 0()OPMHUTH HOBYIO (YKKUTE JIUIITHEE)
a) K paboToaaresto 1Mo mocjieIHeMy MeCTy padoThl 32 0(hOpMIICHHEM TyOIrKaTa
0) k paboTomareIto, K KOTOPOMY MOCTYIAeT Ha paboTy
B) B TPYIOBYIO MHCIICKITUIO, KYITHB HOBBIN O1aHK B KHOcke Pocrieuarn

23.3 Kyna 3aHocsiTcsl cBe/leHHsI 0 pueMe Ha padoTy (YKaKHUTe JIUITHEE)
a) B TPYAOBYIO KHUXKKY

0) B KapTouky T-2

B) B KHUTY PETUCTPALMH TPYAOBBIX KHUKEK

) B Tabenb yuera pabovyero BpeMeH!

1) Ha "H(GOPMAITMOHHBIA CTEH/I OpraHU3alliy B BUJIC MTPUKa3a

23.4 Ilpu npueme Ha padoTy padOTHHMK J0JKeH pacnucarbesl (YKaXuTe JIMIIHEE)

a) B TPYZAOBOM JIOTOBOpPE

0) B mpukaze

B) B XapaKTEPUCTHUKE

r) B KapTouke 1o ¢popme T-2

23.5 TpynoBasi KHM:KKa 10cJIe pHeMa HAa padoTy XPaHUTbCA:
a) y paboTHUKa

0) y pyKOBOAMTEIS MOJpA3/ICTICHHsI, Ky/l1a IPUHAT pabOTHUK

B) B KaJIpOBOIi CiTy)0e

) y ceKpeTapsi IMpeKTopa

23.6 Ecau paGoTHHK NMPUHMMAaeTcs Ha pPadoTy BIepBble, TO TPYIOBYI0 KHHKKY

N0JIKeH 0(popMHUTD:
a) paboromaresnb 3a CBOM CUET

0) paboromarenb, B ciydae NpHOOpeTeHHs ONaHKa TPYIOBOH KHIXKKM pPaOOTHUKOM

CaMOCTOSITEJIBHO
B) paboTonaresb, MOIYYUB ¢ paOOTHHKA IIaTy 3a OJaHK TPYAOBOM KHUKKHU

24. Tlepeuncanrte, ¢ KAKHMH JIOKAJbHBIMH HOPMATHBHBIMM aKTaMHM PadOTHHMK
JAOJKEH IO POCHUCh O3HAKOMHUTBLCS IPHM MNOCTYILUIEHUM Ha padory Ao odopmieHus

TPYAOBOI0 10TOBOpA:

Hepelmc.lmTe AOKYMEHTDBI OPraHu3aluv OTHOCAIIMECS K PaCopsaaAnTEIbHbBIM

24.1 P:

a) 00s13aTeIbHBI K UCIIOTHEHUIO B 3aBUCUMOCTH OT COJICPIKAHUS
0) He 00s13aTeIIbHBI K UCTIOTHEHUIO

B) 00s13aTENbHBI K UCTIOJTHEHUIO

24.2 P]I nonnuchIBaeT (YKaXXHUTE JHIIHEE):

a) pyKOBOAMTEIb, UMEIOIIHH MpaBo noanucu PJ] cooTBeTCTBYIOMIETO Coep KaHus

6) HCIIOJHUTENb 00S3aHHOCTEH PYKOBOOUTECIA B HOCpUOLA C€T0 OTCYTCTBUA, CCIIU

TTOJTHOMOYHS UCTIOJTHSIOIETO 00s3aHHOCTH 0()OPMIIEHBI COOTBETCTBYIOIIUM 00pa3oM

B) pa6OTHI/IKOM, KOTOpBIﬁ B CHUIIY 00CTOSITCILCTB BBIHYXXJICH HCIIOJIHATH 00s13aHHOCTHU

PYKOBOJIUTES
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24.3 MoxHO JH HCHOJb30BATH 00U OJAHK JOKYMEHTa OpPraHuU3aluM JJIs
co3panus PI:

a) HeJIb3s

0) TOJIBKO OJIaHK MpHKa3a

B) MOXKHO

24.4 Tlepeuuc/JiNTe PEKBU3UTHI, BKJIOYaeMble B OJaHK PacHopsiIUTETbHOIO
JAOKYMEHTA OpPraHu3anuu:

25. Ilepeunciamnte pexBu3uTbl PI, a1 KoOTOpBIX NpeaycCMAaTPUBAIOTCA
OrpaHMYMTEIbHbIe OTMETKH /1JIsl TPAHUIl 30H PACIOJIOKEHUS ITUX PEKBU3UTOB:

25.1 Jlatoii P/I, npuHUMAaeMOro eIHHOJMYHO SBJISETCS:

a) Jara rnepeayy IpoeKkTa JOKyMEHTa Ha MOJIUCH PYKOBOIUTEIIO
0) nara MOJAIMUCAHMS PYKOBOJIUTEIIEM

B) jara Bo3Bpara noanucanHoro P/] B ciyxoy JJOY

r) nara peructpauuu nognucantoro P/I B ciyxoe 10OY

25.2 Jlatoii PII, npuHUMaeMoOro KoJLU1eruiajabHO, SIBJISIETCS:
a) J1ata mpoBeIeHUs cOOpaHus (CoBelaHus, KOH(GEPEHITNH )
0) jmaTa NPUHATHS PELICHUS

B) JlaTa MOJIMCaHUs IPOTOKOJIA MPpeJICceaTeieM CoOOpaHus

r) Aata oOopMIICHHSI IPOTOKOJIA CEKPETapeM

25.3 TIpoekT nmpuka3a (pacnopsizkeHusi) COIJIacoBbIBaeTcs

a) TOJIBKO C IOPUAMYECKON CITYKO00i

0) TOJIBKO C 3aMECTUTENIEM PYKOBOIUTENS

B) C 3aMHTEPECOBAHHBIMU CTPYKTYPHBIMH MOJIPA3IEIECHUSIMU

I') C 3aMHTEPECOBAHHBIMU CTPYKTYPHBIMHU MOJPA3AEICHUSIMH U IOPUINUECKOM ciryx 00i

26. Hanummre o01umii mopsiiok ogopmiieHus JOKYMEHTOB NMPH NMpueMe HA padoTy

26.1 JlokyMeHTBI, IpeaAbsiBIAsieMble IPH 0()OPMJIEHUH MPUEMA HA PadoTy (YKaKuTe
JINIIIHEE)

a) macropr

0) TpynoBast KHM)KKa

B) CTPaxoBO€ CBUETEIHCTBO TOCYIaPCTBEHHOTO TICHCHOHHOTO CTPAaXOBAHUS

I') JOKYMEHTBI BOUHCKOI'O yueTa

1) TOKyMEHT 00 00pa3oBaHUH

€) XapaKTepUCTHKA C MTOCIIEJHEro MecTa paboThl

26.2 Ecam pabdOTHMK YTPaTWJ TPYIOBYK) KHHIKKY, OH MOXKeT OOpaTuTbC B
NMUCbMEHHOM BH/I€e ¢ POch00ii 0(pOPMHUTH HOBYIO (YKQKUTE JIUIIIHEE)

a) K paboToAaTeto 1Mo MoCIeTHEMY MECTy paboThI 3a ohopmiIeHHeM TyOIuKaTa

0) kK paboTozaTento, K KOTOPOMY IOCTYIaeT Ha paboTy

B) B TPYIOBYIO HHCIIEKITUIO, KYITHB HOBBIH OTaHK B kKnocke Pocrieyarn

26.3 Kyna 3aHocsATCSI CBeJIeHNsl 0 MpreMe Ha PadoTy (YKaKUTE JIUITHEES)
a) B TPYIOBYIO KHUXKKY

0) B kapTouky T-2

B) B KHUTY PETHCTPAIIMU TPYIOBBIX KHIKEK

r) B Tabenp yuera pabodyero BpeMeHu

19



1) Ha “TH(GOPMAITMOHHBIN CTEH]T OpraHU3aIliy B BUJIE TIPUKa3a

26.4 Tlpu npueme Ha padoTy paGOTHUK J0JI:KEH PAcHCcaThbes (YKOKHUTE JIUITHEE)
a) B TPYIOBOM JIOTOBOpE

0) B mpuKase

B) B XapaKTEPUCTUKE

) B KapTouke 1o ¢popme T-2

26.5 TpynoBasi KHHKKA 1OCJIe MpHeMa Ha PadoTy XPaHUThCSI:
a) y paboTHUKA

0) y pyKOBOAMTEIIS TOJpa3/IeIICH s, Ky/l1a IPUHAT paOOTHUK

B) B KaIpOBOM CITy)0e

T) y CEeKpeTapsi TUupeKTopa

26.6 Ecau padoTHMK NpUHMMAaeTcsi HA padoTy BHepBble, TO TPYIOBYH) KHUKKY

AO0JIZKeH 0(popMUTH:

a) paboromareib 3a CBOM CYET
0) paboromarens, B ciydae NpHOOpeTeHHs ONaHKa TPYJOBOH KHIKKH PaOOTHUKOM

CaMOCTOATCIBHO

B) paboToaaressp, MOIy4YuB ¢ pabOTHHKA IJIaTy 3a OJaHK TPYAOBOM KHMKKHU

27. HepeqncnnTe, ¢ KaKMMH JIOKAJIbHBIMM HOPMATHUBHBIMH aKTaMM paﬁoTHmc

JAOJKEH MO POCHHUCH O3HAKOMHUTHLCSI NPH MOCTYILIEHHM Ha padory a0 odopmiieHus:
TPY0BOI0 10T0BOpa:

Jena;

27.1 B neJio noMemaoT:

a) IPOEKTHI JJOKyMEHTOB;

0) UCTIOJTHEHHBIE TOKYMEHTBI;

B) MCIIOJTHEHHBIE JJOKYMEHTBI C IOMETKON 00 MCIIOHUTENE U HaIIUChio «B 1eno»

27.2 B neJio rpynnupyoTcsi A0KyYMeHTbI:

a) pa3HbIX JIET;

0) OTHOTO KaJeHAapHOTO TO/1a;

B) B XpPOHOJIOTMUYECKOM MOPSJIKE;

I') HOPSIIOK PAacONI0KEHHsI He UMEET 3HAYCHUS;

1) CPOK XpaHEHHUSI HE UMEET 3HAUCHHS,

€) OTAEIBbHO NOCTOSHHOTO U BPEMEHHOTO XpaHEHUsl.

27.3 B 1e10 00beIUHSAIOTCS JOKYMEHTBI:

a) 1O pa3HbIM BOIIPOCAM;

0) TOJBKO MO OTHOMY BOIIPOCY;

B) C OTPaHUYCHHBIM JIOCTYIIOM M 03 OTpaHHYEHUS JIOCTYIIA;

I) C OTPAaHUYEHHBIM JOCTYNIOM M 0e3 OrpaHWYeHHs J0CTyna (HOpPMUPYIOTCS B pa3HbIC

27.4 IOKyMeHTBI 10 JUYHOMY COCTaBY (OPMHUPYIOTCS:
a) 1o Jiate npuema Ha pabory;

0) Mo roxy mpuema Ha pabory;

B) 110 anaBUTy pamMUINi paOOTHUKOB.

27.5 J1eJ10 He A0JIZKHO MPEeBBIATD:
a) 100 muctos;
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0) 250 nucTos;
B) 350 nucToB;
r) 500 mucTOB.

27.6 J1es10 He T0JZKHO MPEBBINIATH TOJIIIMHBI:
a) 2 cm;

0) 2,5 cMm;

B) 3,5 cm;

r) 4 cm.

1) Scm.

27.7 Cpok XxpaHeHHs JeJ1a onpe/essieTcs:

a) IPUKa30M PYKOBOIUTEIIS;

B) DKCIIEPTHOM KOMUCCHUEH;

I') COIVIACHO IOCYIapCTBEHHOMY WJIM OTPACIEBOMY IEPEUHIO THIIOBBIX JOKYMEHTOB.

28. HanumuTte 001Ul mopsiiok oQopMieHHs JTOKYMEHTOB NPH YBOJIbHEHHHU IO
HHUIUATHBE PA0OTHUKA:

28.1 KakuM T10KYMEHTOM J0JI:KeH PAGOTHHK MpeIynpeauTh padoronaresisi 0 CBOeM
JKeJIAHUHU YBOJIUTHCS:

a) renedoHorpaMMon

0) ITOKJIaHOU 3aIMMCKON

T') 3asBJICHUEM

28.2 3a cKOJIbKO AHEH 0 MNpeanojaraeMoro yBOJbHEHHSI PA0OTHHMK JIOJIKeH
npeaynpeanuTh padoToaaTe sl 0 CBOEM KeJaHNHU:

a) 3a MecHIl

0) 3a JIBe HeNEU

T') 32 TpU HEJENIU

28.3 HanuummTe 0o0mmii nmopsiiok ogopmieHUsi TOKYMEHTOB NPH YBOJbHEHHH IO
HHMLHATHBe pabdoToaaress:

28.4 Kakoii 1OKyMeHT J0JI:KeH NpeICcTaBUTh padoToaresib B PO COI03HbIN OpPraH,
KOIJla Heo0XoIMMO MO0 3aKOHOAATEJbCTBY YYHMTHIBATH MHEHHE 3TOro mpodoprana npu
YBOJIbHCHUH Pa0OTHHKA:

a) TOKJIAJTHYIO 3aMHUCKY

0) MUCHEMO

B) aKT

I) IpUKa3

28.5 Kakum nokyMeHTOM padoTonaresb H0/KEeH NMpeayNnpeiuTh PadoTHHKA O ero
YBOJIbHEHUH 10 IPHYMHE COKPALEHHUSs IITATA:

a) TOKJIaHOM 3aIMMCKOM

0) muCchbMOM

B) aKTOM

T') pacropsbKeHueM

28.6 Bo Bcex JM cJay4yasix JOJKHO BBIIUIAYHBATHCS BBIXOAHOE MOCO0HE MpPH

pPacTOp:KeHUH TPYIAOBOr0 J0roBOpa M0 MHUIUATHBE PadoTOAATES:
a) BO BCceX 0€3 MCKITFOUEHUS
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0) MpU COKpAIICHNH YMCIACHHOCTH WM IITaTa
B) IIpU CTUXHUITHOM O€JICTBUU WJIH KaTtacTpode
') Heu30paHKe Ha TOJDKHOCTh

28.7 YTo siBJIsSIeTCHA OCHOBAHUEM J1JIsi BHECEHHUSI B yUeTHbIe IOKYMEHThbl Pa00THHKA
cBe/leHH i 00 YBOJIbHEHUH:

a) 3asBJICHUE

0) npukas

T') JOKJIa{Has 3alucKa

1) aKT

4.3. OueHouHbIE CPECTBA ISl MPOMEKYTOUHOM aTTeCTallUu.

4.3.1. TlepeueHb KOMIIETEHIIMA C yKa3aHHEM 3TarnoB UX (OPMHUPOBAHUS B IIpoIEcCe
OCBOCHHS 00pa3oBaTeIbHON MporpamMmbl. [lokazarenu U KpUTEpUH OIICHUBAHUS KOMIIETCHIIHIA C
Y4ETOM dTarna ux GopMHUpOBaHUs

Kon HaumenoBanue Kon HaumenoBanue 3tana
KOMIETECHITUH KOMIIETCHIIUT ATana OCBOCHHS | OCBOCHHUS KOMIICTCHIUH
KOMIETEHINH
OIIK-10 CTIOCOOHOCTH peliaTh OIIK-10.2 CrniocoOHOCTB
CTaHJapTHBIE 3a/1a41 aJIMUHUCTPUPOBATH
npodecCHOHATEHON MIPOIIECCHI
JeSITeIbHOCTH HAa OCHOBE JIOKYMEHT0000pOoTa IpU
MH(POPMALTMOHHON U peanu3anuu QyHKIUN
O6ubmorpaduyecKon KylnbTypsbl yIpaBIeHUS
C IPUMEHEHUEM MIEPCOHAJIOM.
nH(pOpMaIMOHHO-
KOMMYHUKAIIHOHHBIX
TEXHOJIOTHH U C yueToM
OCHOBHBIX TpeOOBaHUI
MH(POPMALIMOHHON
0e30nacHOCTH
Otan 0CBOEHHUS IToka3arens Kpurepnii onieHuBanus
KOMIETEHIIUH OLICHUBAHUS

OIIK-10.2 — ctoco6HOCTH [Tpumensier HOpMBI | [TpriMeHeHbl

aJIMUHUCTPUPOBATh TPYAOBOTO, apXMBHOT'O | COOTBETCTBYIOIINE HOPMBI

TIPOIIECCHI 3aKOHOJIaTEIhCTBA TPYAOBOTO, APXHUBHOTO

Poccuiickoii ®enepauuun u
JIOKaJIbHBIMU HOPMaTHUBHBIMU
aKkTaMHl  OpraHu3allud K
KOHKPETHBIM 3agadam
YIPaBIEHUS IEPCOHATIOM.

JIOKYMEHT0000pOoTa IpU
peanu3anuu QyHKIUN
yIIpaBJIEHUs IEPCOHAIOM

3aKOHOJATEIbCTBA
Poccniickont @enepannu n
JIOKAJIbHbIE HOPMaTUBHbBIE
AKThI OpraHu3anuu K
KOHKPETHBIM 3a/1a4aM
YIIpaBJICHUS! IEPCOHAJIOM.

4.3.2 TunoBbl€ OLIEHOYHBIE CPENICTBA

Bonpocel Kk 3k3amMeny:
1. TlonsTHe OpraHM3alMOHHO-YNPABIEHUECKOTO JOKYMeHTa B cdepe yIpaBlieHus
NEpCOHAIOM, BUJIbI, IPABOBAsi OCHOBA Pa3padOTKU U MPUHSATHUS.
2. Tlomarme wH(POPMAITMOHHO-CIIPABOYHOTO JOKYMEHTa B
[IEPCOHAJIOM, BUJIBL.

chepe ympaBieHUs
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3. CocraB JOKYMEHTOB II0 JIMYHOMY COCTaBy, WX Kiaccudukamus, odopmicHue
JUYHOTO JieNia pabOTHUKA

4. JlokymeHTbl, odopmisieMble Ha JTale I[OUCKa I[epcoHana W HUX oOmas
XapaKTEPUCTHKA: COJIePKaHKe, TIOPSIOK pa3pabOTKH U IPUMEHEHUSI.

5. JlokymeHTsl, odopmisieMble Ha JTame oOTOOpa TIepcoHalla ©W WX oOmas
XapaKTEPUCTHKA: COJIepKaHKe, TTOPSIOK pa3pabOTKH U IPUMEHEHUSI.

6. IlonsTue u Kiaccupukalys JOKYMEHTOB MO ABUKEHUIO ITEPCOHAA.

7. Tlpukaspl, omocpeayrollde OTHOIIEHHUS 10 MABMKEHHIO KaJpOBOrO COCTaBa y
paboTonaTelns: MOHATHE, COIepKaHue, Mpoleaypa 0popMICHHUS.

8. JluuHast KapTOYKa Kak o0O0s3aTelbHBI JOKYMEHT IO Y4YeTy KaJpoB: TIOHSTHE,
0COOEHHOCTH O(OPMJIICHUS, BUJIBI.

9. JluuHoe nenmo Kak HeoOsA3aTeNbHBIH JOKYMEHT 10 YyYeTy KaJpoB: IIOHATHE,
o(opMIIeHHE U BECHUE JUYHBIX A€l (I0Che) COTPYIHUKOB. COCTaB TOKYMEHTOB JIMYHOTO JIeja.

10. Odopmiienne u BeieHUE TPYAOBBIX KHIDKEK U BKJIAIBIIICH K HUM.

11. O6mass ~ xapakTepuCTHKa  OCHOBHBIX  JIOKYMEHTOB [0  OXpaHe  Tpyaa,
pa3pabarbiBaeMBbIX ¥ 0(OPMIISIEMBIX pa0OTOIATEIICM.

12. HecuactHblii cnyyaiik Ha paboueM MecTe: TOHATHE, NpOIeAypa ydera u
paccienoBanus, 0COOEHHOCTH JTOKYMEHTHPOBAHUSI.

13. [TonsiTHE ¥ BUABI AOKYMEHTAIMH B cepe COIHAILHOTO CTPAXOBAHUS U IIEHCUOHHOTO
obecrieuenus, ohopmisieMble CITyk00i yrpaBIeHUs TIEPCOHAIIOM.

14. Homenkiarypa Aen: MOPsAOK MOJATOTOBKU, COCTaBJICHUS, O(OpMIIeHUs, IpUMEpHas
HOMEHKJIaTypa JIe.

15. Cpoku xpaHeHHs TOKYMEHTOB IO YIPaBICHUIO IEPCOHAIOM.

16. IIpaBoBOE peryaMpoBaHUE ACATEIBHOCTU MO YIPABICHUIO NIEPCOHATIOM B CTpaHax C
Pa3BUTON PHIHOYHON YKOHOMHUKOM.

17. CnyxObI yrpaBieHus! IEPCOHATIOM M MEHEDKEPHI 10 KaJipaM B 3apyOEIKHBIX (UpMaXx,
MIPaBOBOM CTATyC, 3a/1a4M, PYHKINUU, OPraHU3aIUS JeSTEIbHOCTH.

18. CoBpemeHHBIE METOJBI PabOTBHI C MEPCOHATIOM 3a PyOEKOM M BO3MOKHOCTH HX
Ucrosib30BaHus B Poccun.

19. JlokyMeHTHpOBaHNUE MAEATEIHHOCTH IO YIPABICHUIO TEPCOHAIOM (IO OCHOBHBIM
3agadam). Buabl TOKyMEHTOB, ocoOeHHOCTH MX odopmieHus. IlpakTuka M pekoMeHIAu
3apyOeKHBIX CIIEIIUATHCTOB.

20. 3amaun ¥ QyHKIUH CayKObI IEpCcOHATIA.

21. TIpaBoBBIE OCHOBBI IOKYyMEHTHPOBAHUS ACIATEIBHOCTH CITY>KOBI IIepCcoHaa.

22. KagpoBas ciayx0a Kak HaKOMUTEINb JOKYMEHTHPOBAHHBIX EPCOHAIBHBIX TaHHBIX.

23. 3ammTa nepcoOHATBHBIX JTAaHHBIX pAOOTHUKA.

24. Cuctema KaJIpOBOM JTOKYMEHTAIIUH.

25. IIpaBuma coctaBieHUs U yTBEpXKIEHHUS OJTaHKOB U (pOpPM JOKYMEHTOB.

26. OO0mIMii cocTaB ¥ BUBI KQJAPOBOW JOKYMEHTAIUH.

27. JlokanbpHbIE HOPMATHBHBIE TOKYMEHTHI, PETIIAMEHTUPYIOIINE JIEeATEIHOCTD CITY>KOBI
nepcoHaa.

28. OpraHu3aoOHHbIE TOKYMEHTHI, 0COOCHHOCTH | MOPSIOK UX OPOPMIICHHS.

29. PacniopsinuTenbHble JOKYMEHTBI KaJIpOBOW CIyXObl, OCOOEHHOCTH U TOPSJIOK HX
opopmienus (yHuuUUpOBaHHbIE (OPMBI, TEKCTOBbIE (HOPMBI, MOPAJOK pEerucTpanuv u
XpaHEHUs).

30. UadopMaiioHHO-CTIpaBOYHBIE  JOKYMEHTHI, OCOOCHHOCTH H  TIOPSIOK WX
oopmieHus.

31. TpynoBast KHIKKA: BEJICHHE, XpaHEHHE, BbIJaua IPU YBOJIbHEHHH.

32. TpynoBoii norosop: pazpaboTka OyaHKa, cojiepxkaHue, opopMieHre MpH nprueMe Ha
paboTy, B Ciiydae H3MEHEHHUsI YCIOBHUI
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33. [Ipouecc AOKYMEHTHUPOBaHMsS ydyeTa M OTYETHOCTM IO KajpaMm: CTaaus
(bopMHpOBaHHUS YUETHBIX MAaCCUBOB, CTa/lusi OOHOBIICHUS, BHECCHUSI U3MEHEHUH U JTOMOJHEHUH,
CTaJUsl COCTABJICHUs OTUYETHOCTH, BbIJJAUU CIIPAaBOYHOHN MH(OpMAIUH.

34. CocTaB TOKyMEHTOB, HEOOXOAMMBIX JJISi PEUICHUS BOMpOca O MpHEeMe Ha padoTy.
KoHTpoJb 10CTOBEPHOCTH NMEPCOHANIBHBIX TOKYMEHTOB.

35. TexHomornyeckas mernovka npruemMa rpaxias Ha padboTy.

36. TexHoyoruueckasi Lenovka JOKyMEHTHPOBAHUs IEpeBoja PabOTHUKA Ha JPYryro
pabory.

37. JIoKkyMEeHTHpOBaHHE MTPOLEAYPhI OOIIPEHUS PAOOTHHUKA.

38. JlokyMeHTHpOBaHUE NPOLEAYPHl MPUMEHEHHs AUCHUILUTMHAPHOTO B3BICKAHUS TpPU
COBEpPILLIECHUH PAOOTHUK.

39. JlokyMeHTHpOBaHHE MPOLEAYPHI TPEJOCTABICHUS PA3IMYHOTO BUAA OTITYCKOB.

40. JlokyMeHTHpOBaHME MTPOLEAYphl HAPaBIEHUs paOOTHUKA B KOMaHAUPOBKY.

41, TexHoIOTHYECKasi IEMOYKa JIOKYMEHTHPOBAHUS MPOIEIyphl YBOJBHEHUS IO
MHHUIMATHBE paObOTHHUKA.

42. TexHOIIOTHYECKAsT [EMOYKA JIOKYMEHTHPOBAHUS MPOIEIyphl YBOJBHEHUS TIO
MHHUIMATHBE paboToAaTeNs.

43. Tlopsinok oopMIICHHST KaapOBBIX A€ COTJIACHO HOMEHKIIAType /e, X TEKyIIee H
apXUBHOE XpaHEHHE.

44. Odopmienue aen 1Jid epeiadd B apXUB OpraHu3aluu.

45, JlomKkHOCTHAsT MHCTPYKLMS: TOHATHE, CTPYKTypa, mpouenypa pa3paboTKH,
YTBEPXKICHHSL.

46. Ciryx6a ynpaBiieHUs IEPCOHATIOM: CTPYKTYpa, 3a7a4uu, QyHKIUH.

47. TlomoxeHne O MepcoHalle ¥ KOJUIEKTUBHBIN JOTOBOP: MOHATHE, KPUTEPUU CXOJICTBA,
CTPYKTYpa, poLeaypa pa3pabOTKU U YTBEPIKICHHUS.

48. IIpaBuia BHYTPEHHETO paCIOpsIKa OpPraHU3alMU: MOHATHE, CTPYKTYpa, MPOLeaypa
pa3paboTKH.

49. TlomokeHNEe O CTPYKTYPHOM IIO/IPA3/eieHUU: TOHATHE, MpoIenypa pa3paboTKH,
YTBEPXKICHHUS.

50. lllTaTHOE pacmucaHue: CTPYKTypa, mpoIerypa pa3padOTKy, YTBEPKICHHS, BHECEHUS
U3MEHEHUH U JONOIHEHUMN.

51. IlocoOue mTO BpPEMEHHOW HETPYAOCHOCOOHOCTH M IO OEpPEeMEHHOCTH U pojaMm:
HOHATHE, 0COOEHHOCTH O(OPMIIEHUS U BBIIIATHI.

52. [lencun: mOHSATHE, BHIBI, OCOOCHHOCTH OKYMEHTOOOOpOTa IpH O(QOPMIICHHH
paboTtonarenem.

IIpuMepsl NPAKTHYECKHUX 32JaHUH HA DK3aMeH

3aganue 1. Odopmute cinyxeOHbIE MUChMa C YITIOBBIM PACIIONIOKEHHUEM PEKBU3UTOB
cornacHo ['OCTy.

TocynapctBenHoe yupexxaeHue KpacHomapckoro kpasi HaydHO-METOJWYECKHH LIEHTP
JoBYy30BCcKoro TpodeccuonanpHoro obpazoBanust (HML] TIO) 350002 r. Kpacuoaap, yiu.
MamkoBckast, 146 Tten. (861) 255-46-82, Tten./pakc 259-62-68 nmcnpo@yandex.ru
http://www.nmcnpo.kubannet.ru MTHH 2310065883  29.03.2010 _ Ne  123/02-01__ ;
Hupexropy OY HIIO K.K. Jlebenesy. Jlns qanbHENIIEro MCIONb30BaHUS B pabOTe HAMpaBIISAIO
Bam pesynbprarel TECTHPOBaHMS, MTPOBOJUMOTO B PaMKaxX MIKOJIbI HAYMHAIOIIETO PYKOBOIUTEIIS
Ha 50 mucrax, Jupexrop HMI AI10 JI.JI. MonuuHcKasl.

3ananme 2. Oopmure ciyxxebnbie 3anucku cornacHo 'OCTy

Hupexkropy 3A0 «Hckpa» OctpoBkomy D.A. oT HauanbHUKa 6a3bl oTabixa 3A0 «ckpay
Kab6aukoBa E.C. Ciny:xebHas 3anucka. 1 anpens 2009 rosl MHOIO ObLT IPOBEIAECH OCMOTP KHIIBIX
noMenieHui 6a3pl oT/IbIXa Hamel Gupmbl. B pesynprare mpoBEpKH YCTAHOBJIEHO YTO BCE YKUIIbIE
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KOpIIyca B YJIOBJIETBOPUTEIBHOM cOCTOSIHMM. OnHako B kopmyce Ne 1 HeoOXOQuMO BCTaBHUTH
cTekia, kopryc Ne 2 cinenyer mobenuTs, a B kopnyce Ne 3 Hafo nogorsars asepu. Ha ocHoBaHuH
BBILIEH3JI0KEHHOT'O MPOLTY BBIJICJIUTh AEHEXKHbIE CPEJCTBA B pazmepe 25 (BaALaTh MATh) ThICSIY

pybneii nnst mpoBeneHusi pemoHTa. HawanmpHuk 6asel otapixa 3AO «Mckpa» Kabaukos E.C.
02.04.2009

3apanue 3. Odopmure npotokosl cormacHo [OCTy

00O «Ipuop». ITpotokon obmiero codbpanus akuonepos 17.01.2005 Ne 1. Kpacuomap
IIpencenarens CutHukoB A.B. Cekperapp UrnareeBa H.II. mpucyrcrBoBanu akuuonepst OO0
«IIpuop» - 146 axkuuoHepoB, BiaAcwIIMe B COBOKyNMHOCTH 90% akuui, AamOmMX IIpaBo
ydacTBoBaTh B rosnocoBanmu. IloBectka mus: 1. O0 yBenmmueHun ycraBHoro karmurtaia OOO
«[Ipuop». Cnymanu: C mnpemioxkeHHeM 00 YBEIWYEHHM YCTaBHOro kamutana OOmiectsa
nokiaaauuk — npesuaeHT Oomecrsa @unaroB B.H. [TocTaHoBMIN: yBEIMUNTD YCTAaBHOW KalMTAIl
obmecta Ha 1 000 000 (ommH MmLTHOH) pyoneit. [onocoBanu «3a» — 145 ronocoB, «IpoTUBY —
0 romocos, «Boznepxkanuck» — 1 ronoc. [Ipencenarens. Cekperaps. B gemo Ne 36/7. 17.01.2005.
Casenbena [.I.

3ananue 4. Keiicol 1u1st MEHeKepa 1o MepcoHany

Ilepen Bamu CTOMT 3aJada: HAMTH HOBOTO COTPYAHHMKA, KOTOPBIA OyleT BBINOJHATH
¢yHkuuu, cxonHble ¢ Bammmu, B apyrom ropoge. Onumwure Bamm nedictBus. (kirou:
OJTHO3HAYHO MPABHIJILHOTO OTBeTa HEeT. OLIEHWBAETCS YMEHUE COTPYIAHHKA PACHpPEIeNaTh 3aa4u
[0 MPHOpPUTETaM, OOIIast JIOTUYHOCTb W3JIOKEHMs, CKJIOHHOCTh K BHEIIHEW, BHYTpEHHEH
pedepeHnnn, ymenue oparb Ha ceOs OTBETCTBEHHOCTH).

3ananme 5. Keiic [u1s KaHAMIATOB HA JOJDKHOCTh «/{MpEKTOp MO epcoHaty»

Komnanwus 6onee 6 ner Ha peiake. OOmiee Koi-Bo coTpyaHukoB 150 ven + ¢unmans B 4
crpaHax EBpombl. CymiecTByloT 3 OCHOBHBIX HarpapieHHs aesTesnbHocTd (toprosis THII,
IIPOU3BO/ICTBO CTPOUTENBHBIX MarepraioB, CTPOUTENBCTBO)

Ilepen co3naBaemoii ciyx00if mepcoHana Ha TEKYIIMNA IO CTaBATCS CIENYIOIIUE 3a/1a4u:

— opraHuzoBath noabop mnepcoHana (80 BakaHcuii B ron, ceiiyac B pabore 48
BaKaHCUH),

— HajnaauTh paldoTy MO OpraHU3aldy M IMPOBEACHUIO PErYISpHBIX MEPONPUATHH IO
OIICHKE U aTTeCTalluu NIepcoHala (paHee He MIPOBOUIIKCH);

— OLEHUTH CYLIECTBYIOIIME B KOMIAHUU CHUCTEMbl MOTHBALIMM, U MPU HEOOXOAUMOCTH,
PEKOMEH/IOBaTh HM3MEHEHUs (IPUMEHsSEMble B HACTOSILEE BPEMs CXEMbl HE YIOBIETBOPSIOT
COTPY/IHUKOB U HE COOTBETCTBYIOT II€JIIM KOMITaHUN );

— OpraHu3oBaTh NPOLECC TOCTOSHHOTO OOyYeHHs U TOBBIIIEHUS KBaIU(pUKALIUU
COTPYIHUKOB KOMIIaHMH, COOTBETCTBYIOLIETO LIEISAM KOMIIAHUH.

VYkaxute, kakas nHpopmaius Bam nonaioOuTces JOMOIHUTENBHO.

VKaxuTe, Kakue pecypcbl (OpraHuM3alMOHHBIE, MaTepualibHble, HHQOPMAIOHHBIE,
YyeJlIoBeUeCKHe, BpEMEHHBIE) BaM MOTPEOYIOTCS [JIs1 BHIIOJTHEHHS! TaHHBIX 3a7a4.

W3noxure cBoe BHIEHHUE MOCIENIOBATEIILHOCTH U COJEpKaHUS JIeWCTBUM, HEOOXOAUMBIX
JUTSL BBITIOJTHEHUS IAHHBIX 33/a4, YKa)KUTE MOCIIE0BATEIbHOCTh, OIIEHUTE CPOKHU BBIITOJHEHUS U
CcOCTaBbTe IU1aH Bamux aelcTBUH.

3aganue 6.

®abyna. Kommanuss «M...» 3aHHMaeTcCs pa3pabOTKaMu MPOTPAMMHOTO OOECTICUCHHS.
3apruiata nepcoHana HalpsIMyl0 3aBUCHUT OT KOJIMYECTBA BBINOJIHEHHBIX 3aKa3oB. B mociennee
BpeMsi B OpraHM3alld HaOMIOAANCs POCT 3aKa30B, M COTPYIHUKAM MPUXOAUIOCH MHOTO
paborarb. [Imutpuii B. — Begymuii pa3paboTunk. Tak MOIydnIIOCh, 4TO B CaMblii pa3rap paboTh
OH cJOMal HOTy M Mecsll Obul Ha OONBHUYHOM, HO paboTan yaaleHHO u3 joma. llostomy
PYKOBOJIUTENb OIUIATHII €My He OOJbHUYHBIN, a BBIMOJIHEHHBIE MPOEKTHI (TO €CTh COTPYIHUK
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MOJTYYHMJT TIOJHYIO 3apIliaTy co BceMu OoHnycamu). Ho ynaneHHo He ObIJI0 BO3MOXKHOCTH PEIINTh
HEKOTOpbIe BONPOCHL, U JIMUTpuii BbIliesn Ha paboTy B BHIXOAHOM MO CBOEH WHHUIIMATHBE, YTOOBI
Jl0J1earh TO, YTO HE YCIEN, HO 3a YTO YK€ ITOJIyYHJI OILIary.

Uepes kakoe-TO BpeMsl pyKOBOAUTEIb MOMPOCUI JIMUTPHUSL BBINTH B BBIXOJAHOM JI€HB, TAK
KaK CPOYHO HYKHO ObUIO 3aKOHUUTH MpoeKT. OH cornacwica. Ho crycrsa Bpems JMutpuii cran
TpeboBarh 1Ba OTryja 3a pabdoOTy B BHIXOJHBIC. PyKOBOAMTENs OTKa3all, OOBSCHSS, YTO €MY
MOJIOKEH TOJNbKO onuH. [Iponsonien KOHPIUKT, KOTOPBII IpUBEN K TOMY, 4yTo JIMuTpuii Hanucan
3asiBiieHre 00 yBONbHEHHMH. HauanpbHHK OOpaTWics 3a MOMOIINBI0 K TUPEKTOPY MO MEpCOHATY
KOnuu K., utoObl 0Ha OMoOIIIa eMy yperyiaupoBarb KOH(PIUKT U OObSICHUTH JMUTPHIO, YTO eMy
JIEMCTBUTEIILHO MOJIOKEH OJIUH OTTYJI.

3aganue. [lomorute HOnum K. HailTM BBIXOA W3 CIOXUBILEHCA cuTyauud. To ecTh
IPEIOKUTE CBOE PEIICHUE Kelica, OTBETUB Ha CIEAYIOIINE BOIIPOCHI:

— B yem ommbka pyKoBOAMTENS U B ueM He TipaB JAMuTpmii?

— Kak IOnuu 0OBSCHUTH COTPYIHUKY, 9YTO €My TIOJOXEH OIWH OTrYyll, U He
J€EMOTUBUPOBAThH MPU ITOM?

— Kak opranuzoBars padoTy, 4TOObI TAKMX CUTYalMi HE MPOUCXOIUI0?

3apanue 7. Odopmure mpukas cornacHo ['OCTy

JenaprameHT oOpazoBaHus M Hayku KpacHomapckoro kpast npodeccuoHaabHbIN JTHLIeH
No 24 Tlpukas ot 25 aBrycra 2009 roma Ne 69 r.Kpacunomap OO oriare B rpynmnax JOTOBOPHOM
HOATOTOBKM B CBA3M ¢ BbINOJIHEHHWEM Y4YeOHBIX IUIAHOB M IporpaMM M caadei
KBaJM(HKAMOHHBIX JK3aMEHOB B Tpynmax goroBopHoil momroroBku [TPMKA3BIBAIO: 3a
y4acTHe B OpraHM3allud U NPOBEJCHMM 3aHATUM orutatuth: [IBopHuxoB H.II. 3a mpoBenenue
3aHATUH TEOPETUUYECKOI0 U MPOU3BOJICTBEHHOIO0 00yUY€HHUsl B IpyMmax JOTOBOPHOM IOATOTOBKU
no mpodeccun «IMEKTPOra3ocBapIIvK» cornacHo TapudHoil craBku 5035 pybreit. Xpombix
A.H. 3a mpoBeneHue 3aHATHI O MpeIMETy «MaTeMaThKa» B Ipylnax MHOATOTOBUTENIbHBIX
KypcoB coracHo TapudHoil ctaBku 5 035 pyOneil. 3a akTUBHOE y4yacTHE B KOMILIEKTOBAaHUU
Ipynn U OpraHu3alliy MPOBEIEHUS YPOKOB TEOPETUYECKOIO M MPOU3BOJICTBEHHOTO OOyuYeHUs
IPOM3BECTH JIOIUIaTy cieayromuM corpynnaukam: Osceiiko E.C. — 3 250 py6neit Uymak N.I. — 3
800 pyoneit JIBopaukoB H.I1. — 465 pyoneit [pyneit B.1. — 27 750 pyoneit Bamenko E.E. — 3
000 py6neit. Xpomeix A.H. — 3 090 pyOneii. byxranrepuu npou3BECTH OIUIaTy COIIACHO
npukasy. upexrop E.A. MycaeBa

3ananue 8. CoctaBsTe M 0POPMUTE MPHUKA3HI IO TUIYHOMY COCTaBY

3aBenyromast otaenoM muceM razeTsl «lyoepHusi» ComoBa AnHHa lBanoBHa 15 Mas
TEKYIIEro rojia 00paTuiachk K IMaBHOMY peaaktopy YBapoBy A.H. ¢ mpock00ii mpenocTaBuTh e
OTITyCK 0€3 coxpaHeHHs 3apaboTHOI miarkl ¢ 16 1o 18 mMas Mo ceMeHbIM 00CTOSTENIbCTBAM.

[TpoekT mpukaza 06 ormycke ObT 0hOPMIIEH HavyaIbHUKOM OTJeNa KaapoB EpMakoBbIM
W.H. 15 Mas, 3aBU3UPOBaH U B TOT ke JICHb MOAMKUCAH TIIABHBIM PEJAKTOPOM.

[IIkana olleHuBaHMUSL.

OneHka 3HaHWM, yMEHUN, HABBIKOB IPOBOJUTCS HAa OCHOBE OaJIIbHO-PEHTHHIOBOM
cucreMmsl: 30% u3 100% (umu 30 6annos u3 100) - BKiIag B UTOTOBYIO OLIEHKY IO pe3yJbTaTaM
MIPOMEXYTOUYHOU ATTECTAIIUH.

[Ipu oueHuBaHMM OTBeTa OOYydaIOLIETOCsd B XO/€ MPOMEXYTOYHOW aTTECTAllMd MOXKHO
ONMPATHCS Ha CIEAYIOIINE KPUTEPHH:

bamsl Kputepuii onieHKH

26-30 |OOyuarommiicss TIOKa3bIBaeT BBICOKMH  YpOBEHb KOMIICTEHTHOCTH, 3HAHHS
OpOrpaMMHOTO0  Marepuaia, Y4eOHOH, MepUOAWYECKOH U  MOHOrpadUUecKoi
JUTEpaTyphl, 3aKOHOJATENIbCTBA M NPAKTUKU €ro INPUMEHEHHs, DPACKpbIBAaeT HE
TOJIBKO OCHOBHBIE IOHATHSA, HO M AHAIU3HUPYET UX C TOYKU 3PEHUS PA3IUYHBIX
aBTopoB. OOyyaromuiics MOKa3bIBa€T HE TOJBKO BBICOKUH YPOBEHb TEOPETUUYECKUX
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3HaHUHM, HO W BUIMT MEXIUCIHMIUIMHApHBIE CBs3U. IIpodeccnonanbHO, TpaMoOTHO,
[I0CJIEI0BATENBHO, XOPOILIMM SI3IKOM YETKO U3JaraeT MaTepuall, apryMEeHTHPOBAHHO
dopMynupyeT BBHIBOABL. 3HAE€T B paMKax TpeOOBaHMU K HANPABICHUIO M MPOQPHUITIO
HOJArOTOBKM 3aKOHOJATEIbHO-HOPMATUBHYIO M IpakTHueckyro 6a3y. Ha Bompockl
OTBEYAET KPATKO, APTYMEHTUPOBAHO, YBEPEHHO, IO CYIIECTBY.

16-25 OOyJarmuiicss TOKa3blBa€T JOCTATOYHBIM YPOBEHb KOMIIETCHTHOCTH, 3HAHHS
MaTepuasoB 3aHATUH, yYEOHONM U METOJIMYECKOU JINTEPATYPHI, 3aKOHOIATENbCTBA U
IPAaKTUKUA €ro NMpPUMEHEHHs. YBEpEeHHO M NpOo(ecCHOHAIBHO, T'PAMOTHBIM SI3BIKOM,
SICHO, YETKO M TIOHSATHO M3JIaraeT COCTOSIHME M CYTh BONIpOca. 3HAET HOPMAaTHBHO-
3aKOHOJATEIbHYI0 M  INpakTHYeCKyr0 0a3y, HO IpU OTBETE€ JIOIYCKaeT
HECYIIECTBEHHbIE MOrpemHOCTH. OOyUaronIHiics MOKa3bIBAET JOCTATOUYHBIH YPOBEHb
npoeCCHOHATIBHBIX 3HAHUM, CBOOOJHO ONEpUPYET HMOHATUSAMH, METOJAMHU OLCHKH
OPUHATHS PEIICHHW, HMEeT IMpeJICTaBIeHHe: O MEXIUCIHUILIMHAPHBIX CBS3AX,
YBSI3bIBAET 3HAHMS, MOJIYyYEHHBbIE NPU H3YYEHUH pPa3IUYHBIX AUCLUUIUIMH, yMEeT
AQHAJTM3UPOBATh MPAKTUYECKUE CHUTYallMd, HO JIOMYCKAeT HEKOTOPHIC IMOTPEIIHOCTH.
OTBeT MOCTPOEH JIOTUYHO, MaTepuall U3JIaraeTcsi XOPOIIUM SI3bIKOM, MPHUBIIEKACTCS
UHPOPMATUBHBIA W WJUTIOCTPUPOBAHHBIA MaTephall, HO TPH OTBETE JOIYCKaeT
HEKOTOpbIe NOTPENIHOCTH. Bompockl HEe BBI3BIBAIOT CYLIECTBEHHBIX 3aTPyIHECHHH.
6-15 OOyyaromuiicss MoKa3bIBae€T JIOCTATOYHbIE 3HAHUSA MATEPUAIOB 3aHATHHA, HO IpU
OTBETE OTCYTCTBYET JOJIKHAS CBSI3b MEXJly aHAIM30M, apryMeHTalueil ¥ BbIBOIaMHU.
Ha mocraBieHHbIe YieHaMH KOMHCCHU BOTIPOCHI OTBEYAET HEYBEPEHHO, JAOMYCKAET
norpemHocTd. OOydarouuiics BiafeeT NPAKTUYECKMMU HaBbIKAMM, IPHUBIIEKAET
WITIOCTPATHBHBIM Marepuaj, HO 4YyBCTBYEeT ce0si HEYBEPEHHO NpHU aHAJIN3e
MEXIUCUMIUIMHAPHBIX CBsize. B oTBeTe He Bcerja MNpHUCYTCTBYET JIOTHKA,
apryMEHTHI TPHUBIIEKAIOTCS HEJOCTAaTOYHO Beckue. Ha MocTaBieHHbIE BOMPOCHI
3aTPYIHSAETCS C OTBETaMH, NOKa3bIBaET HEJJOCTATOUHO IN1yOOKHE 3HAHUS.

0-5 OOyuaromuiicss Mokas3plBaeT ciaOble 3HAHUS MAaTepUaANOB 3aHATHH, Yy4eOHOM
JUTEpATyphl, 3aKOHOJATENbCTBA M NPAKTUKU €ro MPUMEHEHHs, HU3KUH ypOBEHb
KOMITIETEHTHOCTH, HEYBEpEHHOE H3JI0KEeHHe Bompoca. OOydaromuiics MmoKa3bIBaeT
ciabblii  ypOBeHb MNPO(ECCHOHANbHBIX 3HAaHUM, 3aTpyAHAETCS TpU aHaJIU3e
IIpaKTUYECKNX cuTyauuid. He MoxeT mpuBecTH NpHUMEpbl U3 pEaJbHON IPAKTHUKH.
HeyBepeHHO M JIOTMUECKM HETOCIeA0BaTeNIbHO M3jaraer Marepuan. HempaBuiibHO
OTBEYAET Ha BOIPOCHI MJTH 3aTPYHSIETCS C OTBETOM.

[IIkana mepeBoia U3 MHOTOOAUIBEHON CHCTEMBI B TPAJIUIIHOHHYO:

— o0yy4aromeMycsi BRICTABIIAETCS OLIEHKA « HE 3a4eT» €CJIM o0ydJaromuiics Habpan MeHee
50 Gamnos,

— OIIEHKAa «3aueT» BBICTABIAETCS MPU YCIOBHUH, €clid oOydaromwuiics Habpan ot 50 1o
100 6amnos..

100 GannoB BBICTaBISIETCS MPHU YCIOBUH BBIMIONHEHUSI BCeX TpeOOBaHMIA, a TakkKe MpHU
00s13aTeTLHOM  TIPOSIBJICHHMM TBOPYECKOI'O OTHOIICHHUS K MPEAMETY, YMEHHUU HaxOJIUTh
OpUTHHAIILHBIE, HE COJep)Kaluecss B Y4eOHUKAaX OTBETHI, yMEHHUU pabOTaTh C MCTOYHHKAMH,
KOTOpBIC COJIEPIKATCS JOMOJHHUTEIBLHOW JHUTEepaType K KypCy, YMEHUHU COCIUHSATH 3HAHUS,
MOJTy4YeHHBIC B JAHHOM Kypce CO 3HAHHUSIMH JIPYTUX JUCIHUILTHH.

4.4. Meronuueckue MaTepuasl

VYCTHBIN onpoc SBISETCS OIHUM W3 OCHOBHBIX CIOCOOOB NMPOBEPKH YCBOEHUS 3HAHUMN
oOyuarouumucsa. Pa3BepHyThIf OTBET CTyleHTa JOJDKEH TPEACTaBIATh Co00il CBs3HOE,
JIOTUYECKU MOCIIEI0BATEIIBHOE COOOIIEHUE Ha ONPEAEIECHHYI0 TeMY, IOKa3blBaTb €ro yMEHHE
IPUMEHATh ONPENEIICHUS, NpPaBUia B KOHKPETHBIX cilydasix. OCHOBHBIE KPUTEPHM OLICHKHU
YCTHOIO OTBETA: MPABWIBHOCTh OTBETA IO COAEP>KAHUIO; TOJHOTA U IIIyOMHA OTBETA; JIOTMKa
U3JI0KEHUS MaTepualia (YUUThIBAeTCsl YMEHHUE CTPOUTD LEIOCTHBIH, OCIIeI0BaTeNIbHbIN pacckas,
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IPaMOTHO I10JIb30BaThCsl CHELMAIbHON TEPMHHOJIOTHEH); MCIIOIb30BAHUE JONOIHUTEIBHOIO
marepuaa.

5. MeToauueckue YKa3aHus AJsd oﬁyqammnxcﬂ 0 OCBOCHHIO JTUCHMUIIIMHBI

Memoouueckue ykazanus no camocmosmenbHou N0020Mo8Ke K 3aHAMUAM JIeKYUOHHO2O,
NPAKMUYECKo20 (CeMUHAPCKO20) muna.:

[ToaroToBKa K 3aHSATHSM JIOJDKHA HOCUTH CHUCTEMATUYECKHUN XapakTep. DTO TMO3BOJHT
00y4JaroIemMycsi B TIOJIHOM 00BbeME BBIITOJIHUTH BCe TpeOOBaHMs MpenoaaBatesis. OOyJarommmcs
pPEKOMEHAyeTCsl M3ydaTh KaK OCHOBHYIO, TaK W JOMOJHHUTEIBHYIO IUTEparypy, a Takxke
3HAaKOMUTbCS ¢ VIHTepHEeT-UCTOUHMKaMH (CHHCOK MpHBEIACH B paboyeil mporpamme 1o
JTUCLHUILINHE).

Crucok BOMPOCOB ISl CAMOCTOSITEIIFHOM TIOATOTOBKU K OIPOCaM MO TeMaM TPUBENICH B
paboyeil mporpaMme 1Mo JUCHUILINHE.

Memoouueckue ykazanus no no02omoske K Onpocy.

[ToarotoBka oOyyarommxcs K OMNPOCY MpeanojiaraeT MU3yueHHE B COOTBETCTBHUH
TEMATUKOHN JUCIUILTMHBI OCHOBHOW/ JOTIOJIHUTEIBHON JTUTEPATYPhl, HOPMATHUBHBIX JOKYMEHTOB,
MHTEPHET-PECYpPCOB.

OOyuaromuicst TOTOBUT TOKJIa B (hOpME YCTHOTO COOOIICHHUS 110 TEME JUCIIUILTAHBL.

[IpennaraeTcs cnemyromas CTpyKTypa JI0KIaa:

1. Beenenue:

— YKa3bIBaeTCs T€Ma U LIeJb JOKIaa;

— o003HauvaeTcs nMpobdIeMHOE T0JIe, TEMATUYECKUE pa3/eibl JOKIaaa.

2. OCHOBHOE€ cOJIepKaHUE JIOKJIAIA:

— TIOCJIEIOBATEILHO PACKPBIBAIOTCS TEMATHUECKUE Pa3eiibl JOKIIA .

3. 3aKJIro4ueHue:

— MIPUBOSTCSI OCHOBHBIE PE3YyJIbTAThl M CYXKJIEHHUS aBTOpa MO MOBOAY MyTEil BOZMOXXHOTO
pelIeHus: PAaCCMOTPEHHOM MPOOIEMbI, KOTOPBIE MOTYT OBITH O(POPMIIEHBI B BUJIE PEKOMEHIAIIHIA.

Memoouueckue pekomerdayuu no NOO20MosKe K mecmupOB8aAHUI0:

[Tpu MOATOTOBKE K TECTUPOBAHMIO CIIEIYET YYUTHIBAThH, YTO TECT MPOBEPSIET HE TOIBKO
3HaHUE TOHATHUH, KaTeropHil, COOBITMH, SBICHWH, YMEHHUS BBLIEIATh, AHAIU3UPOBATH U
0000maTe HauOosiee CYIIECTBEHHbIE CBSI3M, NPU3HAKM M TPUHIUIBl Pa3HBIX SBICHUH U
nporeccoB. [loaToMy Mmpu MOATOTOBKE K TECTy HE CIEAyeT MPOCTO 3ay4yHMBaTh, HEOOXOIUMO
NOHSATHh JIOTUKY U3JI0)KEHHOTO0 Marepuaja. JTOMY HEMajo CHOCOOCTBYET COCTaBJIEHUE
pasBepHYTOro IUIaHa, TAONHUL, cXeM. BonblIyro MOMOIIb OKa3bIBAOT MHTEPHET-TPEHAXKEPHI,
MIO3BOJISIOIINE, BO-TIEPBBIX, 3aKPEMHUTh 3HAHHS, BO-BTOPBIX, MPUOOPECTH COOTBETCTBYIOIINE
MICUXOJIOTUYECKUE HABBIKU CAMOPETYJISLIUU U CAMOKOHTPOJIS.

TectupoBanme wuMeeT pAI OCOOCHHOCTEH, 3HAaHME KOTOPBIX TIOMOTAeT YCIIEUITHO
BBIMOJIHUTh TECT. MOXHO JaTh CIEAYIOIIMe METOJWYECKHE pPEKOMEHJAIMH: CIeayeT
BHUMATEIHHO M3YYHUTh CTPYKTYpPY TE€CTa, OICHUTh 00BbEM BPEMEHH, BBIACISEMOTO Ha JaHHBIN
TECT, YBUJAETh, KAKOrO THIIA 33aJaHMS B HEM COJIepXKaTcs; OTBEYaTh Ha T€ BOIPOCH, B
NPaBUWIBHOCTH PEUICHUs KOTOPHIX HET COMHEHHH, ITOKa HE OCTAHABIIMBAsCh Ha TE€X, KOTOPHIE
MOTYT BBI3BaTh JIOJTUE Pa3IyMbs; OU€Hb BaKHO BCEIJla BHUMATEIBHO YUTATh 3aJaHUs JIO KOHIIA,
HE TBITAsICh TIOHATH YCIIOBHS IO TIEPBBIM CIIOBAMY.

Memoouueckue pexomenoayuu no Hanucaunuio pegpepama:

Pedepar sBisercss camMOCTOSATENBHOW MpakTHYeCKOM paboroil oOyuarommxcs. OH
IpU3BaH OMNpPEJEIUTh CTETEHb OCBOEHUS CTYIEHTOM 3HAHMW M HAaBBIKOB, MOJYyYEHHBIX UM B
IIPOLIECCE U3YUYEHUS TUCLUIUIMHBI.
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Texcr paboThl AoMKEeH OBITH HamucaH B HaydHOM ctuiie. OdopmIIeHHE TEKCTa TaKkKe
JIOJDKHO OBITH BBIMIOJHEHO IpaMoTHO. Crenyer m30eraTh MyCTHIX MPOCTPAHCTB M, TeM OoJee,
cTpanull. Ha Bce Tabnubl, pUCYHKH U AHArpaMMBbl I€TIAI0TCS CCHUIKU B TEKCTE.

PabGora Bemonnsiercss B gopmare A4. Ilpudr — TimesNewRoman. OcHOBHOH TEeKCT
pabotel Habupaercs 14-m mpudTom uyepe3 1,5 uHTepBasia, BbIpAaBHUBAHHME [0 IIHUPHHE,
MEKOYKBeHHBIM uHTepBanl «OOBIYHBIIN», KpacHas cTpoka 1,25 cMm. ABTOMaTHYECKH
paccrapisitorcst nepeHockl. [lomns: Bepxuee 2,0 cm, HimkHee 2,0 cM, jeBoe 3 cM, mpaBoe 1 cm.
[TpomexxyTkn Mexay ab3amaMud OTCYTCTBYIOT. BBeneHue, TJaBbl, 3aKIIOYEHHE, CIHCOK
JUTEpaTypbl U NPUIIOKEeHUsT (GOPMATUPYIOTCS KaK 3aroJIOBKM MEPBOTO YPOBHS UM HAUYMHAIOTCS
KaKJIbII ¢ HOBOM cTpaHulpl. [loapas3aeisl riaB ¢ HOBOM CTPAaHMIIbI HE HAYUHAKOTCS.

CHOCKM JAenaroTcss BHU3Y CTpaHUIlbl. TaOnuIbl M PUCYHKH HYMEPYIOTCS OTIENbHO.
Howmep BrutouaeT HoMep I1aBbl 1 HOMEpP PUCYHKA/Ta0JIUIIBI B JAHHOW TJIaBe.

Crpanunpbl paboThl JOJKHBI OBITH MpPOHYMEpoBaHbl. Hymepanusi HauMHaeTcss co
CTpPaHMIIBI C OTJIABJICHUEM, Ha KOTOPOU CcTaBUTCA Ludpa «2» u nanee — no nopsaxky. OxkoHyanue
HyMepaluy NpPUXOJUTCS Ha MOCIEAHUN JIUCT CIHCKa JUTeparypbl. HoMmep craBUTCS BHU3Y
CTpaHuLbI cripaBa. Ha cTpaHuiiax ¢ nNpuiaoXeHUsIMM HOMEPA HE CTaBSITCS, U B OIJIABJICHUE OHU
HE BBIHOCSTCS. B ornaBneHnn ykas3plBaeTcsi TOIBKO HOMEP MEPBOTO JIUCTA IEPBOTO MPUITOKEHUSI.
O0bem pedepara 7-15 crp.

6. YueOHas 1uTepaTypa u pecypcbl HHPOPMALMOHHO-TeIeKOMMYHUKALIMOHHOM CeTH
"UHTepHeT", BK/IIOYas NepeYeHb y4eOHO-MeTOAMYecKOro odecrnevyeHust AJs
CaMOCTOSITE/IbHOI Pa00ThI 00y4aIOIMXCH M0 JMCUHUILIHHE

6.1. OcHoBHas TUTepaTypa
1. Ky3nemoBa W.B. JlokyMeHTallMOHHOE OOECICUYCHUE YIIPABICHHUS MEPCOHAIOM:
yuebHoe mocooue. — M.: JlamkoB u K, A [Tu Dp Menua, 2014. —220 c. — DneKTpoHHBIN pecypc:
http://www.iprbookshop.ru/15713

6.2. JlonotHUTeIbHASI JIUTEpaTypa

1. Beperexuna C.B. DnekTpoHHBIH JOKYMEHTOOOOPOT B KaJpOBOM JIEJIONPOU3BOJICTBE
// Yupasnenue nepconanom. — 2015. — T. 4. — Ne. 6. — C. 78-82.

2. Bunorpanosa E.A., lllanoBanosa JI./l. JlokymMmeHTHpOBaHHE CITy>KEOHBIX OTHOIICHUH
B opraHax BHyTpeHHUX fen // JlemonpousBoactso. — 2015. — Ne. 3. — C. 62-67.

3. Cassikun A.B. KanpoBoe nenonpousBOJCTBO Ha OCHOBaHMM TpPyIOBOIO KOJAEKca
Poccuiickoit denepanuu: Mmeroandeckoe nmocooue. — M.: Dx3zamen, 2009. — 352 c.

4. IllyamoBa H.H. OcHOBBI KaapoBOro JeNONPOU3BOACTBA U SI3BIK CIYXeOHOTO
nokymeHnTa: npeseHtanmonHsie matepuansl /| PAT'C npu [lpesunente PO (PAI'C), Kadenpa
roCyJapCTBEHHOM c1yxObl U KagpoBoit noinutuku. — M.: U3n-so PAT'C, 2011. — 375 c.

5. Choochote K., Chochiang K. Electronic Human Resource Management (e-HRM) of
Hotel Business in Phuket // International journal of advanced computer science and applications.
—2015. - T.6.— Ne. 4. — C. 73-78.

6.3. YueOHO-MeTOAMYECKOE 00ecIIeYeHHe CAaMOCTOATEIbHOI padoThI
1. Bunorpanosa E.A., [llanosanosa JI.J[. JlokyMeHTHpOBaHHE CITY>KEOHBIX OTHOLICHUN
B opraHax BHyTpeHHHX el // Jlemonpou3soactso. — 2015. — Ne, 3. — C. 62-67.
2. CaspikuH A.B. KaapoBoe 1enonpou3BOJACTBO Ha OCHOBaHUM TpymoBOro Kojekca
Poccutickoit ®enepamnuu: metoauueckoe mocodue. — M.: Dk3amen, 2009. — 352 c.

6.4. HopMaTHBHBIE TPABOBBIE TOKYMEHTHI (B XPOHOJIOTHYECKOM MOPSI/IKe)

1. Tpynosoii kogekc Poccuiickoit deneparnn. @enepanbhbiii 3akon ot 30.12.2001 N
197 (mpunst I'] ®C PO 21.12.2001).
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2. O6 wunHbpopmanmu, WHPOPMAIMOHHBIX TEXHOJOTHSAX M O 3almTe WHOOPMAIIUH.
®epnepanbublit 3akoH OT 27.07.2006 N 149-®D3 (npunst I'J] ®C PO 08.07.2006).

3. O06 akmmoHepHbIX oOmecTBax. demepaibHBId 3aKOH OT 26.12.1995 N 208-D3
(npunst 'l ®C PO 24.11.1995).

4, OO0 oOmecTBax ¢ OrpaHUYCHHOW OTBETCTBEHHOCTHIO. dDenepaibHbI 3aKOH OT
26.12.1995 N 208-®3 (mpunsr '/l ®C PO 14.01.1998).

5. O mepcoHanbHBIX AaHHBIX. DenepanbHbid 3akoH OT 27.07.2006 N 152-D3 (npuHST
I'JT ©C PD 08.07.2006).

6. O xommepueckoii TaitHe. Denepanbupiii 3aK0H oT 29.07.2004 N 98-D3 (npunst ']
OC P 09.07.2004).

7. O oyxranxrepckom yuete. Denepanbhsiii 3akoH oT 06.12.2011 N 402-D3

8. 006 apxuBHOM Jene B Poccuiickoit ®enepanuu. @enepanbHblii 3akoH ot 22.10.2004
N 125-®3 (mpunst ['J @C PD 01.10.2004).

9. O tpynoBbix kHWXKaX. (Bmecte ¢ "llpaBuinamMu BeleHHS W XpaHEHUS TPYIOBBIX
KHIDKEK, M3TOTOBJICHUSI OJAHKOB TPYAOBOM KHIDKKM W oOecreueHuss UMU paboropaareseir')
[Toctanosnenue IIpaButensctBa PO ot 16.04.2003 N 225.

10. O6 yrBepxnenuu [lonoxenus 06 0COOEHHOCTAX 00PAOOTKU MEPCOHANBHBIX TaHHBIX,
OCYIIIECTBIIsIEMOI 0€3 hcIob30BaHusl cpeAcTB aBToMaTu3anuu. [loctanosnenue [lpaBurenscTBa
P® ot 15.09.2008 N 687.

11. O nepeuHe cBeneHMWIl, KOTOpble HE MOTYT COCTaBISATH KOMMEPUECKYIO TailHYy.
[Toctanosnenue IIpasurenscrBa PCOCP ot 05.12.1991 N 35.

12. O6 yrBepxkneHnr MHCTpYKIUU 1O 3aMIOJTHEHHUIO TPYIOBBIX KHIDKEK. [locTaHoBIIEHNE
Muntpyna PO ot 10.10.2003 N 69 (3apeructpupoBano B Muntocte PO 11.11.2003 N 5219).

13. O6 yrBepxknenuu llonokeHuss O TOPSAKE M CPOKaX XpaHEHHS JIOKYMEHTOB
aknuoHepHbix ooOmectB. [locranoBnenne @OKIIb P® ot 16.07.2003 N 03-33/mc
(BapeructpupoBano B Muntocte PO 21.08.2003 N 4994).

14. O6 yrBepxaeHun yHUPUIMPOBAHHBIX (HOPM MEPBUUHOIN yUETHOW JOKYMEHTAIUH T10
yueTy TpyJaa u ero oruiatel. [locranoBnenue ['ockomcrata PO ot 05.01.2004 N 1.

15. IlepeueHb THUIMOBBIX YINPABIEHYECKUX APXUBHBIX JIOKYMEHTOB, OOpa3yIOIIMXCS B
IpOLEcCe JIEATENbHOCTH TOCYIAapPCTBEHHBIX OPraHOB, OpPraHOB MECTHOTO CaMOYNpaBIEHUS U
OpraHM3aluii, ¢ ykazanueM cpokoB xpaHeHus. lIpukas Munkynstypsl Poccun ot 25.08.2010 N
558

16. O nmpuHATHM W BBEACHUM B JeHcTBUE TrocylapcTBEHHOro craHiapTa Poccuiickoif
O®enepanun” (BMecte ¢ "YHUPUIMPOBAHHONW CHCTEMOM JOKYMEHTAlMH. YHU(PHUIMPOBAHHASL
cucTeMa OpraHU3allMOHHO-PACHOPSIUTENIHON JOKyMeHTaluu. TpeOoBaHHs K O(OpPMIIEHHUIO
nokymeHToB. 'OCT P 6.30-2003"). [Toctanosnenue I'occtangapra P® ot 03.03.2003 N 65-cT.

17. OcnoBuble IlpaBuna paboTel apxuBOB opraHuzanuid. On00peHbl peleHueM
Komnnerun Pocapxusa ot 06.02.2002.

18. OK IATP. OOGmepoccuiickuii kiaaccupukatop npodeccuit padoumx, JOIKHOCTEH
ciayxamux ¥ TapuHbix paspsnoB. Ilocranosnenue ['occranmapra PO or 26.12.1994 N 367
(mara BBemerus 01.01.1996).

19. OKCO. O6mepoccuiickuii kiaccuGukaTop CrienraIbHOCTEH 0 00pa30BaHUI0. YTB.
[Toctanosnenunem 'occrangapra P® ot 30.09.2003 N 276-ct. (nara BBeaenus 01.01.2004).

20. OKMH. Oomepoccuiickuii kinaccudukaTtop wuHOOpPMAIMA O HACCICHUU. YTB.
[Toctanosnenunem 'occtangapra PO ot 31.07.1995 N 412. (nara BBenenus 01.07.1996).

21. OKATO. OOmepoccHiickuii  KIacCU(PUKATOp OOBEKTOB  aJMHHUCTPATHBHO-
TeppuTopuanbHoro AeneHus. Y1B. [locranosnenuem I'occtannapra PO ot 31.07.1995 N 413.

22. KBann(puKanuoOHHBIA CIIPAaBOYHUK JOJDKHOCTEH PYKOBOAWTENEH, CHEIHAINCTOB M
apyrux ciyxamux. YTB. [loctanoBnennem Muntpyna PO ot 21.08.1998 N 37.

23. O0 yTBepKAeHNU MeXKOTpacieBbIX YKPYITHEHHBIX HOPMATHBOB BPEMEHH Ha PaOOTHI
110 KOMILJIEKTOBaHUIO U yueTy kaapoB. [loctanoBnenne Muntpyna CCCP ot 14.11.1991 N 78.
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24. O TunoBoi HWHCTPYKIMHM TI0 JEJIONPOM3BOACTBY B (eaepalibHBIX oOpraHax
HUCIOJIHUTEIBHOM BIIACTH.

6.5. UHTepHET-pecypchl, CHIPAaBOYHBbIE CHCTEMbI
http://www.kadrovik-praktik.ru/
http://www.help-hr.ru/
http://www.hr-portal.ru/pages/poloj/ikdp.php
http://www.delo-press.ru/magazines/staff/sections/181/
http://www.kribel.ru/kadric/015.html
http://www.bizneshaus.ru/delo.html
http://www.kadri.com.ua/arb/27-vnesenie-izmenenij-v-kadrovye-dokumenty.html
http://www.profiz.ru/kr/7_2008/obyazat_kadrov_dokumenty
http://www.audit-it.ru/articles/personnel/a110/44299.htmi
10 http://www.eos.ru/eos_products/eos_kadry/
11. http://www.rusarchives.ru/

CoNoOR~WNE

6.6. UHbIE HCTOYHUKH
1. Abynamze, [. I.JlokymeHTanuoHHOe oOOecCHeueHHue YIpaBiICHHUs MEPCOHAIOM :
y4eOHMK W TIPaKTHKYM JUIs akajeMmudeckoro OakamaBpuara / JI. I. AOymamze, U. b.
Boeimpsioxkkuna, B. M. MacmoBa. — M. : WM3parensctBo HOpaiit, 2016. — 299 c.
http://www.biblio-online.ru/thematic/?44&id=urait.content.4B180AEE-8B42-4392-9D7A-
772015302875&type=c_pub

7. MaTepHa/IbHO-TeXHUYeCKasi 06a3a, HH(POPMALHOHHbIE TEXHOJIOTHH, IPOTPAMMHOE
obecnieyeHue U HHPOPMANHOHHBIE CIIPABOYHbIE CHCTEMBbI

Jlns mpoBeleHHs 3aHATHN 10 TUCHUIUIMHE HEOOXOAMMO CIIeAyIollee MaTepHaabHO-
TEXHUYECKOe obecrieyeHne: ydeOHbIe ayTUTOPHU JUIS MPOBEACHUS 3aHATHU JICKIIMOHHOTO |
CEMUHAPCKOTO THIIA, TPYIIOBBIX W HMHAWBUAYAIbHBIX KOHCYIBTAI[MH, TEKYIIETO KOHTPOJS H
IPOMEXYTOYHON aTTECTAIINH, TOMEIIEHHSI JJIsl CAMOCTOSITEIbHON PabOTHI.

[Tporpammuoe obecreuenue: Microsoft Windows 10 LTSB 1607, Microsoft Office
Professional 2016.

WNudopmarmonnsle crpaBouHble cuctembl: Hayunas OubOmamorexka PAHXuI'C. URL:
http://lib.ranepa.ru/; Hayunas AIIEKTPOHHAS oubmmoTeKa eLibrary.ru. URL:
http://elibrary.ru/defaultx.asp; Hamwmonanphas snektponHas Oubmmorexka. URL: www.nns.ru;
Poccuiickas rocymapcrBennas OuoOmuoreka. URL: www.rsl.ru; Poccuiickas HanpoHaabHas
oubmmoreka. URL:  www.nnir.ru;  DnekrponHas  Oubnmorteka  Grebennikon.  URL:
http://grebennikon.ru/; DnexkrponHo-6ubmuoTeunass cuctema M3zmarenbctBa «Jlams». URL:
http://e.lanbook.com; DnextponHo-GuGmmoreunas cuctema FOPAWT. URL: http://www.biblio-
online.ru/
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