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1. IlepeyeHb NJIAHUPYEMBIX Pe3y/JIbTATOB 00y4eHHUS 10 AUCHHUILIMHE COOTHECEHHBIX C
IUIAHMPYEeMbIMH Pe3yJIbTATAMM 0CBOCHHUSI 00pPa30BaTeIbHON NMPOrpaMMbl

1.1. Mucuumumna b1.6.27 «/lokymMeHTannoHHOE 00EeCIedeHre yIpaBIeHUs TIEPCOHATIOMY
o0ecreyrBaeT OBJIaICHUE CIeNYIOIMMU KOMIIETEHIIUSAMH C YUETOM dTarna:

Kon HaumenoBanue Kon HaumenoBanue >Tama
Komrmieren KOMITETEHITUHT JTamna OCBOCHHUS KOMITCTECHITUU
0707 OCBOCHUS
KOMITETEHITUU
OIIK-10 CIIOCOOHOCTD pemiarh CTaHIapTHBIC OIIK-10.2 CnocoO6HOCTh
3a1aun mpohecCuoHAIBHON aJIMUHHUCTPUPOBATH
NeSITeIbHOCTH Ha OCHOBE MIPOLIECCHI

MH(POPMALMOHHON U
OoubmmorpaduuecKoit KyiabTyphl C
pUMEHEHHEM UH(POPMAITHOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJIOTUHA U C
Y4€TOM OCHOBHBIX TpeOOBaHUM
nH(pOpMAITMOHHOM 0€301TaCHOCTH

JIOKyMEHTO000pOTa NpHU
peanuzanuy QyHKIUH
YIIpaBICHUSA
HIepCOHAIIOM

1.2.B PE3YIbTATC OCBOCHUA JUCHHUIUIMHEBL Y CTYACHTOB JOJIKHBI OBITh C(i)OpMI/IpOBaHBIZ

OT®/T® (npu HanMUIUH Kox sTana Pesynbrarel 00yueHus
npodcrannapral OCBOEHUS
npodeccuoHaJIbHbIE IEHCTBUS) | KOMIETEHIMH
- OIIK-10.2 Ha YPOBHE 3HAHUM:

JIEMOHCTPUPYET 3HAHHS MOPSIKA BEICHUS
JOKYMEHTAIlMM MO TEepCcoHaly; MOopsaKa
odopmiteHus, BCACHUS U XpaHEHUus
JIOKYMEHTOB I10 IIEPCOHAILY, YYETA JIBUKECHUS
KaJpOB ¥ COCTAaBJEHHS YCTAHOBIICHHOM
OTYETHOCTH, OCHOB JIOKYMEHTOOOOpOoTa U
JIOKYMEHTAIMOHHOTO o0OecreueHus;
TEXHOJIOTHH, METOJIOB u METOJINK
MPOBEJICHHUS AaHaIW3a W CUCTEMAaTHU3alHiu
JOKYMEHTOB W  HH(OpPMAalUK; TOpsAIKa
pacuera  CTaxka, JbIOT, KOMIICHCAIUH,
odopmiieHus MEeHCUi paboTHUKaM;
TPYAOBOTO 3aKOHOJATENBCTBA U UHBIX AKTOB,
coAepXKalluX HOPMBI TPYAOBOIO IIpaBa;
OCHOB  apXWMBHOIO 3aKOHOJATENIbCTBA U
HOPMAaTHBHBIE INPABOBBIE aKThl Poccuiickoit
®denepanyu, B 4aCTH BEACHUS JOKYMEHTALIMHU
no IIepCOHAIY; 3aKOHOJATeIbCTBA
Poccuiickoit @enepanyu 0 MEPCOHATBHBIX
JTaHHBIX; 0a30BBIX OCHOB HH(OPMATUKH,
CTPYKTYpPHOE MOCTPOCHHE
MH(OPMAIIMOHHBIX CHUCTEM U OCOOCHHOCTH
paboTHI C HUMU

Ha YPOBHE YMEHUU:

pa3pabaTbiBaeT MPOEKThl JOKYMEHTOB IO
NIEPCOHAIY; yMeeT O0OPMIIATh TOKYMEHTHI B
COOTBETCTBUH c TpeOOBaHUAMU
I'PaXIaHCKOI0, TPYAOBOIO 3aKOHO/IATEIbCTBA




poccuiickoil  demepanui M JIOKaJbHBIMU
HOPMaTUBHBIMU aKTaMH OpPTaHMU3AIMH; BECTU
YUceT u perucTpanunro JOKYMCHTOB B
UHGOPMAIIMOHHBIX ~ CHCTEeMax U Ha
MaTCpUuaJibHbIX HOCHUTCIIAX, OPraHU30BbIBATH
XpaHEHUEe JIOKYMEHTOB B COOTBETCTBHM C

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

OpraHu3aluK; aHAIM3UPOBATh JTOKYMEHTHI U
MEPEHOCUTh MHPOPMAIIHIO B 0a3bl JaHHBIX U
OTYETBI; BBUIBIATH OLIMOKH, HETOYHOCTH,
UCIIPABJICHUS u HEZIOCTOBEPHYIO
MHOPMALIUIO B JOKYMEHTAX, OIPEICISTh
JETUTUMHOCTh JIOKYMEHTOB; paboTarh Co
CIICIMATN3UPOBAHHBIMH HH()OPMAIIMOHHBIMU
chCcTEMaMU M 0azaMu JaHHBIX IIO BCIACHUIO
ydera, JIBHDKCHUIO HepCOHaIa;
pa3pabarbiBaTh UIaH KOPPEKTHPOBOK
YCTAHOBJIICHHOTO  TOpsiAKa  O(OpPMIICHUS
JOKYMEHTOB I10 IEPCOHAITY U Peai30BbIBATH
IIPUHATLIC HU3MCHCHUA, KOHTPOJIUPOBATH
IPHCYTCTBUE PAOOTHUKOB Ha paboueM MecTe

Ha  YPOBHE  HaBBIKOB:  OCYIIECTBIISICT|
OpraHu3anuio JOKYMEHTO000pOTa 10 y4eTy U
NBIDKCHUIO  KagpoB, MO  HPEACTABICHUIO

TTOKYMEHTOB o HIepCOHAIY B
rOCyJapCTBEHHBbIE OpraHsbl; yMeeT
00pabaThIBaTh u aHaJIU3UPOBAThH
[OCTYMAOLIYI0 JTOKYMEHTAIHIO o

repcoHainy, paspabareiBath U 0GOPMIISATH
NTOKYMEHTAIMIO 10 MNepcoHaly (TMepBUYHYIO,
YUETHYIO, IUIQHOBYIO, TIO0  COI[HAIIEHOMY]
00eCIeYeHuIo, OpraHU3aIOHHYIO,
pacropsAUTENbHYI0), PETUCTPUPOBATh, BECTH
YUYCT U TCKYLICC XPAaHCHHUEC NOKYMCHTALIUU I10
[epCcoHay; HOATOTaBINBATh MPOEKTHI
JIOKYMEHTOB [0 IpoLeAypaM yIpaBJIEHUS
[IEpPCOHAJIOM, YYETY U JBM)KEHHUIO MEPCOHAINA;
OCYILIECTBIIATH OpTaHU3AIHIO CHUCTEMBI
NIBIDKEHUS JOKYMEHTOB T10 TIEpCOHaly, cOop U
MPOBEPKY JIMYHBIX JTOKYMEHTOB PaOOTHUKOB;
MOJrOTaBINBaTh M O(GOPMIIATH IO 3aMpocy
pa6OTHI/IKOB U JOJDKHOCTHBIX JIMIT KOHI/II\/’I,
BBIMMCKH U3 KaJPOBBIX TOKYMEHTOB, CIIPaBKH,
MHPOPMAIIMIO O CTaXke, JBroTax, rapaHTHSX,
KOMIICHCALUAX M  MHBIX  CBEIEHHSIX O
pabOTHHKAX; JTOBOJIUTH o CBCJICHUS]
nepcoHasna OpraHu3alMOHHBIE,
PACTIOPAANUTECIIBHBIC U KaJPOBBIC JOKYMCHTOB
OpraHu3allK; OCYILECTBIATh BEJICHHE ydeTa
abouero BpEMEHU pabOTHUKOB;




OCYIIECTBIIATh perucTpanmio, yUer,
OIIEpaTHBHOE XpPAaHEHUE JOKYMEHTOB IO
[IepCOHaY, IOATOTOBKY K CJ1auy€ UX B apXHUB.

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

O0BLeM IUCHUILINHEI

Ob6mass Ttpynoemkocts muctumuimabl b1.5.27  «JlokymMmeHTannoHHOE oOecredeHue
yIpaBJIeHUs] TEPCOHANIOM» cocTaBisieT 3 3au€rHele enuHuipl, 108 uacoB. KonnyectBo
aKaJeMUYECKHX YacoB, BBIIIEJICHHBIX HAa KOHTAaKTHYIO paboTy ¢ mpenojaBareieM cocTaBisieT 48
yacoB: JieKuuu — 16 yacoB, mpakTuueckue 3aHATHS — 32 yaca. CamocrositenpHas pabota
cocraiisieT 24 yaca. Kontpons — 36 4acos.

MecTto nucuuninnbl B crpykrype OII BO

Hucuumumua b1.5.27 «JlokymMeHTallMOHHOE OOeCleYeHne YIPAaBICHUS IEPCOHATIOMY
MpeaycMOTpeHa Ha 2 Kypce B 4 ceMecTpe.

Juctummna b1.B5.27 «JlokyMeHTallMOHHOE 00€cleYeHUe YIPaBICHUS TEPCOHATIOM»
OTHOCHUTCS K 00s13aTenibHO# yacT brioka 1. «/lucuumniunel (MOIymnm)».

Hucuumimuna b1.5.27 «JlokymeHTallMOHHOE OOecrneueHue YIpaBJIeHUs IEPCOHATIOM»
peanuzyetcs nocue udydeHus aucuuiuinabl b1.6.13 «Mudopmaruxa» (1 cemectp).

B coxpepxareinbHOM IlaHe AMCUMILIMHA SBISETCS OCHOBOM Juist u3ydeHus b1.5.28
«YmpaBneHueckuid yder u yder mnepcoHana» (5 cemectp); b1.b.26 «MudpopmanrionHbIe
TEXHOJIOTUU B YIIPABJICHUH MIEPCOHATIOM» (6 ceMecTp).

dopma IpOMEKYTOYHOM aTTecTalliil B COOTBETCTBUU C YU4EOHBIM IJIAHOM — 3aueT B 4
ceMecTpe.

3. Conep:xkaHue U CTPYKTYPa AU CHUILTHHBI
Ounas gpopma odyuenua

O0beM TUCHUILIMHBI, Yac ®opma
KonrakrHas padora TEKYLIero
00y4arommxcsi ¢ MpenojgaBarejieM KOHTPOJISI
Ne HaumeHoBanue Tem 10 BU/IAM Y4eOHBIX 3aHATHI ycrneBaeMocT
- (pa3nesoB) Bcero CpP u*,
1 JP | 13 | KCP TpoMeRyTot
HOIt
aTTecTaluu
1 [TonsiTre M BUIBI JOKYMEHTOB B cdepe 8 2 2 4 o
YIpaBJIEeHUs! IEPCOHAIOM
OpraHu3anoHHO-yIIPAaBIEHIECKUE
2. | IOKyMeHTEl B cdepe YIpaBICHUSA 8 2 4 2 O
TIepCOHAJIOM
3 JlOKyMEHTBI 1o PEKpYTHHTY 8 2 4 2 o
repcoHaja
JIOKYMEHTHI 110 JIBH)KCHHUIO TIEpCOHAA:
4. | cocras, coJiep>KaHue, TOPSIOK 8 2 4 2 O,T
MOATOTOBKH U 0OPMIICHHS
JIoKyMEHTBI o TIPEKPAILLEHUIO
5. | TPYROBBIX OTHOILICHUH: COCTaB, 8 2 4 2 o
CoZIep)KaHue, MOPSJIOK MOATOTOBKH U
ohopMIICHUS
6. | JIokyMeHTBI 110 yu€Ty mepcoHaa 8 2 4 2 0
JloxymeHTHI, orocpenyoume
7. | OTHOWIEHHS IO OXpaHE Tpyda H IO 8 2 4 2 o
OpraHu3alyy paboyux MecT
OtnenbHbIE JIOKYMEHTBI,
8. | onocpenyronue OTHOLLIECHUS 1o 8 2 2 4 O
COLIMAJIBHOMY CTPaxOBaHUIO
9 Cucremarusaniss W OIIEpaTUBHOE 8 4 4 0, T, Pedh
XpaHeHHe JIOKyMEHTOB o




O0beM AMCHUILIMHBIL, Yac ®opma
KonTakTHas pa6ora TEKYLIEero
00y4arommxcsi ¢ mpenogaBaTejieM KOHTPOJIsI
Ne HaumenoBanue Tem 10 BU/IAM Y4eOHBIX 3aHATHH ycneBaeMocT
- (pa3nesoB) Bcero CpP u*,
| JP | I3 | KCP TpoMeEyTOt
HOIi
aTTecTalluu
YIPABICHHUIO NIEPCOHAIOM
[TpomexxyTodHas aTTecTanus 36 3auer
Bcero 108 | 16 | | 32 | | 24

Ipumeuanue:
* ghopmel mekyuezo konmpons ycnesaemocmu: onpoc (0), mecmuposanue (T), pechepam (Pegp).
** popmel npomesxcymounon ammecmayuu: Ixzamer (OK3).

Collepmalme AUCHHUILIIMHBI

Tema 1. IlonsaTHe W BHIABI [OKYMEHTOB B cdepe yNpaBjeHHS IEPCOHATIOM
(ITpoGs1iemuasn gexkuusi, ceMuHap B (popMme omnpoca)

[ToHsiTHE NOKYMEHTOB, ONOCPEAYIOIIMX MPOLECC YINPABICHUA IEPCOHATIOM H UX
Kjaccudukanus (o 1eIeBOW MPUHAIJICKHOCTH, IO YIPABIECHYECKUM 3aJadyaM, PEIIaeMbIM C
MIOMOUIbI0 COOTBETCTBYIOIIETO JOKYMEHTA, 110 CPOKY XPAaHEHHUS 10 CTENEHH 005S3aTeIbHOCTU
BEJICHUS IOKYMEHTAllUU paboToaaTeneM u T.1.).

HopMmaruBHass ocHOBa mpomecca JOKYMEHTUPOBAaHHS  YIPABICHUS MEPCOHAIOM
(HOpMATHBHO-TIPAaBOBbIE aKThl OOILEr0 XapakTepa: aKkThl MEXIYHApOAHOTO U (eaepaabHOro
YPOBHA; AaKThI Cy6’beKTOB q)eI[epaHI/II/I; JIOKAJIbHBIC HOPMATHBHBIC AaKTbl; HOPMATHBHO-
METOAMYECKass JOKYMEHTAlus: HOPMAaTUBbI IO JIOKYMEHTHPOBAHUIO, JEJIONPOU3BOJACTBY U
XPaHEHHUIO JOKYMEHTOB, KJIACCH(PUKATOPHI TEXHUKO-IKOHOMUYECKOH MH(pOpMAINK; HOPMATUBEI
[0 OpraHu3aluu paboThI CIYXKO YIPaBICHUS IEPCOHATIOM).

Tema 2. OpraHu3anMOHHO-yNpaBJIeHYECKHE NOKYMEHTbI B c(epe ynpaBiieHHs
nepconasiom (Ilpodsiemnas jeknusi, ceMuHap B (popme onpoca)

[TonaTHe OpraHU3allMOHHO-YIPABIEHYECKOTO JOKYMEHTa B cdepe YIpaBlIeHHs Iep-
COHAJIOM (CpaBHEHHE C IIPABOBOM KaTeropuel «IOKaJdbHbI HOPMATUBHBIN akT B cepe Tpyaa»),
BUJIbI, IPABOBasi OCHOBA Pa3pabOTKU U MPUHATHUS.

CocraB, coaep)kaHue, MOPAJOK MOATOTOBKM U OQOpPMIIEHMS OpraHU3allMOHHO-
yIpaBJICHYECKUX JTOKYMEHTOB (TIOJI0KEHHE O TIepcoHale (KOJUIEKTUBHBIN JJOTOBOP); MOJIOKEHNE
00 oxpaHe TpyJa; MpaBUiIa BHYTPEHHETO TPYAOBOTO PaclopsKa; JOJKHOCTHAs MHCTPYKLUS;
MOJIO)KEHHE O CTPYKTYpPHOM TOAPA3JENeHUH, IITATHOE paclnucaHue, IMOJIOKEHHE O
KomMMmepueckoil TaiiHe u T.1). CocTaB CcHpaBOYHO-WH(GOPMALMOHHBIX JOKYMEHTOB IO
YIPaBICHUIO MEPCOHATIOM (IOKJIAAHbIE 3alIUCKU, aKThl, CIPAaBKHU, OOBSCHUTENbHbIE 3alMCKH U
ap.). Ilopsaok mMmoAroToBKM M OQOpPMIIEHHS JIOKYMEHTOB Ha OCHOBE TIOCYJapCTBEHHBIX
CTaHIapTOB. ba3bl JaHHBIX 10 NMEPCOHATY, BHIXOJHbIE (POPMBI, UCIIOIb30BaHUE 0a3 JaHHBIX MPU
MOJATOTOBKE CIIPABOK I10 KaJpaM.

Tema 3. JlokyMeHTBI 10 peKpyTHHIY nepconaja (Ilpodaemuas nekuusi, ceMuHap B
¢popme onpoca)

[TonsTHE M BUJBI JOKYMEHTOB 110 PEKPYTHHIY II€pCOHAJA.

JlokyMeHTBI, opopMIIsieMble Ha 3Tare MOMCKa MepcoHalla U UX OO0IIasi XapaKTepUCTHKA:
coJiepKaHue, MOPSIOK pa3pabOTKW W MpHUMEHEHMs (3asBKa Ha MOUCK M OTOOp IepcoHaia,
KBaJIM(DUKAIIMOHHBIE TPEOOBaHMS K COUCKATENI0 BAKaHCUHU, OOBSIBICHUE O BAKAHCUH U T.J).

JlokyMeHTBI, opopmisieMble Ha 3Tane oTOOopa MepcoHana U UX oOLIas XapaKTepHCTUKa:
coJiep;KaHue, MopsI0K pa3paboTKU U MpUMEHEeHHs (pe3ioMe, aHKeTa, aBToonorpadus u T.1.).

JlokyMeHThI, odopMmiIsieMble Ha dTare HaiiMa repcoHajia M UX OOIIas XapaKTepUCTHKA:
coJiep)kaHue, MOPSIOK pa3pabOTKH M MPUMEHEHUs (JOKYMEHT, YIOCTOBEPSIOMIUNA JTHYHOCTD,




WHH, cBHIETEThCTBO TOCYNApCTBEHHOTO IEHCHOHHOTO CTPAaxOBaHUS, JOKYMEHT BOMHCKOTO
yuera, TpyIoBasi KHIDKKA, 3asBJIICHUE O MpUeMe Ha paboTy, TpYAOBO# JOrOBOp, MIPUKaA3 O IpueMe
Ha paboTy, coriiacue Ha 00pabOTKy MepCOHATBHBIX JaHHBIX U T.1.).

Tema 4. JlokyMeHTHI MO JABHKEHHIO MEPCOHAJNA: COCTAB, COJEPKaHUE, MOPSIAOK
noaroroBku u ogopmiaenuss (IlpodiemHas Jexkuusi, cemuHap B ¢opme ompoca u
TeCTUPOBAHMS)

Cocras, conepxaHue, IOPSA0K MOJTOTOBKH U OOPMIICHUS

[TonsTue u kiaccudukanus JOKYMEHTOB MO JBUKEHHUIO IEPCOHAIA.

[Tpukassel, onocpeayroomue OTHOIICHUS MO JABM)KEHHIO KaJIpOBOTO COCTaBa y paboTo-
JaTens: MOHATHE, COojepxKaHue, mporeaypa opopmieHus (0 mepeBoje, 0 MPeIOCTaBICHUH OT-
IMyCKa, O MpOBCACHUHN aTTCCTAIlUHU, 06 YBOJIbHCHUHU, O KOMaHAWUPOBAHWHU, O IMOOIIPCHUHU, O IPU-
BJICUCHUHU K TUCHUIUITMHAPHON OTBETCTBEHHOCTH).

JIOKyMEHTHI K TpUKa3aM 1O JIBUKCHHIO NIEPCOHANA: MOHATHE, COJIepKaHue, polie-1ypa
opopmieHus (3asBJICHUS, MPEICTaBICHHE HA MPOBEACHHE AaTTECTAllMM B OTHOIICHUU KOH-
KpPETHOr0 pabOTHHUKA, aTTECTAllMOHHBIM JIUCT, IPOTOKOJIbI aTTECTALlMOHHON KOMUCCHH, rpaduK
OTITYCKOB, CIIy€OHOE 3aJlaHue, KOMaHAUPOBOYHOE YIOCTOBEPEHHE, aKThI (00 OTKa3e OT MOIIH -
cn)).

OTuéTHBIE JTOKYMEHTHl O JABM)KCHHMM IE€PCOHAJA: MOHSITHE, BHJIbI, COACpP)KAHUE, OCO-
OcHHOCTH OopMIIeHUS (CIIpPaBKa O TEKYYECTH MepcoHaa, 0030p Mo Kajapam, oT4ET 00 yBOJICH-
HBIX COTPYIHUKAX).

Tema 5. JlokyMeHTBI 1O TPEKPANIEHUI) TPYAOBBIX OTHOUIEHWH: COCTaB,
coJep;kaHHue, MOPAIOK NOAroroBkH u opopmienus (IIpodiaemHasi jdekuusi, ceMMHAp B
(¢popme onpoca)

Cocras, conepxaHue, IOPSA0K MOJITOTOBKH U OOPMIICHUS

[Tonsatue u kiaccupuKanus J0KyMEHTOB 110 IPEKPAIIEHUI0 TPYIOBbIX OTHOLIECHUH.

[Ipukasbl, Onocpenyroniie OTHOLIEHUS MO MPEKPALIEHUI0 TPYAOBBIX OTHOIIEHUH C
HEpCOHAJIOM y paboToaTeNs: OHATHE, Co/lepKaHue, poueaypa ohopmieHus (00 yBOIbHEHUU
N0 WHUIMATHBE pabOTHMKA, IO WHHUIMATUBE paboTodarens, IO OOCTOSTEIbCTBAM,
HE3aBUCSIIMM OT BOJIH CTOPOH).

JIOKyMEHTbI K TMpHKa3aM [0 TMPEeKpalleHUI0 TPYJAOBBIX OTHOILIEHUN: TMOHSTHE,
coJiepaHue, npoueaypa opopmieHus (3asBIIEHUs, COTJIAIIEHUS] CTOPOH, CIy>KEOHbIE 3alUCKH,
OOBSICHUTEJBHBIC 3alMHCKH, aKThl (00 OTKa3e OT MOANUCH, O HApPYIICHHSX pPaOOTHUKOB)),
JUYHBIE KapTOUKH T2, TpyAOBble KHUKKHU.

Tema 6. JlokymenTsI o yuéTy nepconaja (Ilpodnemuas nekuus, cemuHap B popme
onpoca)

ITonsaTHe, 0COOGEHHOCTU U BU/IbI JOKYMEHTOB IO YY€Ty KaJpOB.

JlnuHas KapToyka Kak oOs3aTeNbHBIM JOKYMEHT IO YYeTy KaJpoB: IOHSTHE,
0c00eHHOCTH 0(OPMIICHUS, BUIIBI.

JInuHoe feno kak HeoOs3aTeNbHBIM JOKYMEHT MO y4eTy KaJapoB: MOHSITHE, opOopMIIeHHE
U BeJleHHe JTMYHBIX JIeJ (JIoche) cOTpyIHUKOB. COCTaB JOKYMEHTOB JIMYHOTO JIEJIa.

Odopmienne U BeJJleHHE TPYIOBBIX KHUKEK M BKJIAJIbIIIEH K HUM.

[IpaBuiia perucTpanuy U MHAEKCUPOBAHUS KaJpPOBBIX JTOKYMEHTOB.

PerucrpanimoHHo-KOHTpoONIbHBIE (OPMBI  (TPaAULIMOHHBIE M aBTOMAaTU3UPOBAHHBIE).
CocraB pexkBU3UTOB (IOJEH) AJI1 PErMCTPALMU PA3IUYHBIX BUJOB JOKYMEHTOB U HOPSAIOK HX
3anonHeHus. OpraHuzanys KOHTPOJIS 32 CPOKaMHM M KaueCTBOM HCIOJHEHHS JOKYMEHTOB IO
YIPaBIEHUIO IEPCOHAIIOM.

Tema 7. JlokymeHTBI, Omocpeayouide OTHOUIEHHWsI IO OXpaHe TPyAa W IO
opranuzauuu padounx mect (Ilpodaemuas ekuus, ceMuHap B ¢popme onpoca)



[TonsiTre, 0cOOEHHOCTH U BUABI TIOKYMEHTOB MO oxpaHe Tpynaa. OOmias xapakTepucTHKa
OCHOBHBIX JOKYMEHTOB IO OXpaHe TPyAa, pa3padaTbIBaeMbIX U 0pOPMIIIEMBIX paboToaTeNeM:
colepkanue, crneurnduka ohpopmieHHs (JOKYMEHTHI, OMOCPEAYIOIINEe MPOLEAYpY U Pe3ysbTaT
0o0ydeHHUsl 10 OXpaHe TpyAa U NPOBEACHMs MPOBEPKU 3HAHUN M IpaBUJI OE30MACHOCTH TpyZAa
(MpOTOKOI, KXypHAJIBl y4yeTa MPOBEPKH 3HAHUHM, YIOCTOBEPEHHE O MPOBEPKE 3HAHUM, HOPM H
IIpaBWI), HalNpaBiICHUE Ha O00s3aTeNbHbIE MEAULHUHCKHE OCMOTPBL: IMPEABAPUTEIbHBIE,
NepPUOANYECKHE, TCUXUATPUUECKOE OCBUJICTEIILCTBOBAHUE; OCYIIECTBICHUE MPEIPEerCOBBIX
ocMoTpoB. CrenuanbHas OLIEHKAa YCIOBMM Tpyna: IMOPSIOK IPOBENEHUS, JOKYMEHTAJIbHOE
opopmienue. HecuacTHwlii ciay4yail Ha paboueM MecTe: NOHATHE, NpOIEAypa ydera U
paccienoBaHusi, OCOOGHHOCTH JOKyMEHTHpoBaHusA. OOs3aTeNbHBIE METUIIMHCKHE OCMOTPBIL:
KaTeropuu pabOTHHUKOB, MOJUJIEKAIINX OCMOTPY, MOPSAIOK HAIMpPaBJICHUS U MPUHATHS PEIleHUs
10 pe3yJbTaTaM OCMOTPOB.

Tema 8. OTaenbHbIe JOKYMEHTbI, ONOCPEAYIOIHE OTHOILIEHHS MO CONUATLHOMY
crpaxoBanuio (Ilpodaemuas Jekuusi, ceMuHap B ¢popme onpoca)

[loHaTHE W BUABI JOKYMEHTAIlMH B c(epe COLUATBHOTO CTPaxOBaHHSA, OPOpMIIsiEMbIe
ciyk00i1 ynpaBlieHUs IEPCOHAIOM.

Copepxanrie M OCOOCHHOCTH odopMJICHHS paboTojaresneM JOKYMEHTAIUd II0
COLIMATILHOMY CTpaxOBaHUIO (OONBPHUYHBIN JIHCT, 3asBKa Ha MPEIOCTAaBIEHUE IYTEBOK Ha
CaHaTOPHO-KYpPOPTHOE JIEUYEHUE, JOKYMEHThl O HPOAOKUTEIBHOCTH CTaXa, B TOM 4HCIE
CHenuanbHoro u 1.7.). OcymiecTBienue npopunakTuaeckux mep 3a cuet cpencts @CC.

Tema 9. CucremaTu3auus M onepaTuBHOE XpaHeHHUEe JOKYMEHTOB 0 YIIPaBJIEeHUIO
nepconajiom (Cemunap B (popMe onpoca, TeCTHPOBaHUSI, 3alIIMTHI pedepara)

Homenknatrypa nen cnyxObl ympaBieHus mnepcoHanoMm. [lopsiok mTOAroTOBKH,
cocraBieHus u opopmienus. [IpamepHas HOMEHKIATypa Je.

Omnpenenenre CPOKOB XpaHEHUS JOKYMEHTOB MO YIPABICHUIO IEPCOHATIOM.

dopmupoBaHue J1eN ¢ JOKYMEHTaMH I10 YITPABJICHUIO TTEPCOHAIOM.

OnepaTuBHOE XpaHEHUE JIOKYMEHTOB IO YIPABICHHUIO IEPCOHAJIOM, 3KCIEpTU3a
[IEHHOCTH, MOATOTOBKA K Iepeaade B BEAOMCTBEHHBIN apXUB.

4. MaTtepuaJjbl TeKyIero KOHTPOJISl yCIIeBaeMOCTH 00y4aromuxcs U (pOH/ OlleHOUHBIX
CpeACTB MPOMEKYTOUYHOM aTTEeCTAUMHU 1O JUCHUNINHE

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

4.1.1. B xome peanuzauuu auctuminsbel: b1.b.27 «/lokymeHTanmonHoe obGecreueHue
YIpaBJICHUS] NEPCOHAJIOM» MCIOJB3YIOTCA  CIEIYIOIME METOAbl TEKYILEro KOHTPOJI
yCIIEBAEMOCTH O0YUaIOIIMXCSL:

Tema (paznen) MeToab! TeKyIIero
KOHTPOJISt
YCIIEBAEMOCTH
Tema 1. [lonsiTie W BHUIBI JOKYMEHTOB B cdepe ympaBieHUs oIpoc
IIEPCOHAJIOM
Tema 2. OpraHu3alMOHHO-YIIpaBIeHYEeCKHEe JOKYMEHTh B  cdepe oIpoc
YIPaBJICHHS IEPCOHATIOM
Tema 3. JIOKYMEHTBI 110 PEKPYTUHT'Y IIEPCOHAJIA OIIpoc
Tewma 4. JIOKyMEHTBI 10 ABWKEHHIO MEpPCOHAJIAa: COCTaB, COAEPKAHUE, | OIMPOC, TECTUPOBAHUE

TMOPpAIOK IMOATOTOBKH U Oq)OpMJ'IeHI/IH

Tema 5 JIOKyMEHTBI 110 MPEKPALLEHUIO TPYAOBBIX OTHOIIECHHI: COCTaB, OIIpocC

COACPIKAHUC, TOPAOOK MMOATOTOBKH 1 O(I)OpMJICHI/IH
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Tema 6. JIOKyMEHTBI 110 YYETY IIepCOoHaIA ompoc

Tema 7. JIOKyMEHTBI, OMOCPENYIOIINE OTHOILIECHUS 1O OXpaHe Tpylaa U Ompoc
110 OpraHu3alui paboynx MecT

Tema 8. OtnenbHbIE JOKYMEHTBI, ONOCPEIYIOLUIME OTHOLIEHUS IO onpoc
COLIMAJIbHOMY CTPaxOBaHHIO

Tema 9. Cucremarusanusi 1 ONEPATUBHOE XpaHEHUE IJOKYMEHTOB IO | OIpPOC, TECTUPOBAHUE,
YIIPaBJIECHUIO IEPCOHATIOM 3ammTa pedepara

4.1.2. 3auer mMpoOBOAMTCS C MPUMEHEHHEM CICIYIOIUX METOJOB (CPEACTB): B yCTHOM
dbopme o Bompocam U 3aJaHUSIM.

4.2. Marepuaibl TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH.

[IpemonaBarenb OIEHUBACT YPOBEHb MOATOTOBICHHOCTH OOYYAIOIIMXCS K 3aHSATHIO IO
CIIEYIOIIUM MOKa3aTeIsIM:

- YCTHBIC OTBETHI Ha BOMPOCHI MPETOAaBaTeNsl 0 TEME 3aHSATHUS,

- BBICTYIUICHHE T10 BOIIPOCAM K OIIPOCaM,

- 3amuTa pedepara,

- KOJIMYECTBO MPABUIIbHBIX OTBETOB IPU TECTUPOBAHUH,

- IOATOTOBKA pedepara.

Kputepuu onieHnBaHus OTBETA:

- CTENIEHb YCBOCHUS MOHATUN U KaTErOpHUil IO TEME;

- yMeHHue paboTaTh ¢ JOKYMEHTAIBHBIMU U JINTEPATyPHBIMU HCTOYHUKAMHU;

- TPAaMOTHOCTb U3JI0KEHHS Marepuaa;

- CAMOCTOSTEILHOCTD PabOThI, HAIMYHE COOCTBEHHOW 00OCHOBAHHOM MTO3UIIHH.

KpI/ITepl/II/I OLICHMWBAaHMA BBIIIOJIHCHUSA TCCTA:
- IPpaBUJILHOCTb OTBCTOB HA BOIIPOCHI TCCTA.

Kpurepuu onenuBanus pedepara:

- IOJIHOTA PaCKPBITUS TEMBI;

- HaJIM4Me apryMEHTUPOBAHHOM aBTOPCKOM MO3ULUHY;
- yMeHHe paboTarh ¢ ICTOUHUKAMU U JINTEPaTypoi;

- IPaBUIIBHOCTH O(opMIIeHUs pedepara.

Onenka 3HaHWI, yMEHWH, HABBHIKOB MPOBOIUTCS HAa OCHOBE OaIbHO-PEUTHHIOBOM
cucreMbl 70% u3 100% (70 6amnos u3 100) - Bkiaa mo pesyiabraraMm MOCEMIAeMOCTH 3aHATHH,
AKTUBHOCTH Ha 3aHATHUSAX, OTBETOB Ha BOMPOCHI MPEMOAaBaTeNsl B XO/A€ 3aHATHS, M0 pe3yabTaraM
MIPOXOKICHUS TECTUPOBAHMUSI, 3aIIUTHI pedeparos.

Jetanuzanuss 06amioB M KPUTEPUH OLEHKH TEKYIIET0 KOHTPOJS yCIIeBaeMOCTH
yTBEp)KIaeTcs Ha 3aceJaHiH Kadeaphl.

TumnoBblie OLlEeHOYHbIE MaTepHuaJjJbl
BOHpOCLI JJIsl MOATOTOBKM K OIIPOCaM IO TEMaM:

Tema 1. IlonsiTHE ¥ BHABI JOKYMEHTOB B c(pepe ynpaBJieHHs MEPCOHATOM

1. HopmaruBHas ocHOBa mpoliecca JOKYMEHTHPOBAHHUS YIPABIECHUS MEPCOHATIOM
(HOpMaTHBHO-TIPABOBBIE aKThI OOIIETO XapaKTepa.

2. AKTBHI MEXIYHApOJHOTO U (heaepabHOTO YPOBHSI.

3. AKTHI cyOBEKTOB (eiepalnu; JIOKaIbHbIe HOPMATUBHBIE aKTHI.

4. HopmaTtuBHO-MeTOIMYeCKasi JOKYMEHTAIMsl: HOPMATHBBI MO JOKYMEHTHPOBAHHUIO,
JIENIOTIPOU3BOJICTBY M XPAHEHHIO JIOKYMEHTOB, KIACCU(PHUKATOPHI TEXHUKO-I3KOHOMHYECKOM




11

nH(OpMaIK; HOPMATHUBEI 0 OpTraHU3AIMH PaOOTHI CIYXKO yIpaBICHUS IEPCOHATIOM).

5. TlonArtue u BUIBI JOKYMEHTOB B cepe yIpaBICHHS IEPCOHATIOM.

6. VYuuduuupoBaHusle (GOpMBI TOKYMEHTOB IO YIPABJICHUIO MEPCOHAIOM: IMOHSITHE,
BUJIBI, O0IIIasi XapaKTEPUCTHUKA.

7. HopmaruBHasi OCHOBa Ipoliecca JOKYMEHTHPOBAHUS YIIPABJICHUS IEPCOHAIOM.

8. JIOKyMEHTHMpOBaHHE KaJpPOBOH JEATEIHHOCTH B COBETCKMU mepuoa: oomas
XapaKTepUCTHUKA.

9. JlokyMeHTupOBaHHE MPOX0KAeHHS CIy:K0bl B XV-XVII Bekax.

10. JIokyMeHTHpOBaHHE MPOXOXKIACHHUS TOoCydapCcTBEHHOUM ciyxObl B Poccuu B XIX —
Hayasie XX BeKa.

11. JToxkymeHTHpOBaHue mpoxoxacHus ciryx0nl B X VIII Beke.

Tema 2. OpraHu3zalMOHHO-yNpaBJeH4YeCKHEe JTOKYMEHTbl B cdepe ynpaBjieHHUs
1epCcoHATIOM

1. Tlonoxenue o mepcoHasne M KOJUIEKTUBHBINA JOTOBOP: MOHATHE, KPUTEPUH CXOJICTBA,
CTPYKTYpa, poreaypa pa3padOTKU U YTBEPIKICHHSL.

2. JlomkHOCTHas MHCTPYKIUS: TMOHSATHE, CTPYKTypa, IMpoleaypa pa3paboTku,
YTBEPKICHHSL.

3. OpraHu3allMOHHO-YIpaBJeHYEeCKass  JIOKyMeHTauus B  cdepe  ynpaBlIeHUs
NIEPCOHAIIOM: BHJIbI, KpaTKasi XapaKTEPUCTHKA.

4. TlpaBuna BHYTPEHHETO pacropsiika OpraHU3alMU: MOHSATUE, CTPYKTYpa, Mpoleaypa
pa3paboTKHu.

5. TlonoxeHue O CTPYKTYpHOM MOJpa3felieHuu: IMOHATHE, Mpoleaypa pa3paboTKH,
YTBEPXKICHHSL.

6. Cnyx0a ynpaBiaeHHs IE€pPCOHANIOM: CTPYKTypa, 3aaaud, QyHkuuu. OOmas
xapakrepucTrka [lonoxxeHus o ciyx0e yrnpaBieHUs IIEPCOHAIOM.

7. IllTtatHOe pacmnucaHue: CTPYKTypa, IpoLeaypa pa3padoTKu, YTBEPKIECHUS, BHECCHUS
WU3MEHEHUH U JONOIHEHUH.

Tema 3. JloKyMeHTBI 110 PEKPYTHHTY IepcoHAaJIa

1. JIoKyMeHTHI [0 peKpYTUHTY MepCOHaNa: MOHSATUE, BUJIbI, 00Ias XapaKTepPUCTHKA.

2. JloxyMeHTHpOBaHHE MPOLETYPHI U3MEHEHHUS TPYIAOBOTO JOTOBOPA.

3. JloxymeHTHpOBaHME Mpoliecca MPeKpaIIeHNus TPYIOBBIX OTHOIIEHUH ¢ paOOTHHKOM.

4. TpynoBoil IOTOBOp W JOMOJHHUTEIHHOE COTJAIICHHEe K TPYJOBOMY JOTOBOPY:
MOHSITHE, COJIEpKaHuUE, MPOLIeTypa 3aKITIOUSHUS.

5. JIOKyMEHTBI IO pEKPYTHHTY MepcoHaia, (GopMUpyeMbIe Ha dTarne oTOopa rnepcoHaia.

6. JloKyMeHTHI MO peKpYTHHTY MepcoHana, GopMupyeMble Ha dTale MOMCKa MepcoHana.

Tema 4. JIoKyMeHTHI MO JABHKEHHIO MEPCOHAJIA: COCTAB, COAep:KaAHUE, NMOPSIA0K
MOATOTOBKH ¥ 0 opMJIeHUSI

1. TlIpukassl o IBUKEHHUIO KAJAPOB: TIOHATHE, BUJIBI, COEPIKAHNUE.

2. JlokyMeHTHpOBaHHE MPOIlecca MPOBEJACHUS ATTECTAIIHH.

3. OrtueTHBle MOKYMEHTHI IO JBIJKEHUIO KaJapoB: TIOHATHE, BHIBI, CTPYKTYpa,
mpoIrieypa pa3padoTKH U yTBEPKICHUS.

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

5. JIoKyMEHTHI 10 ABM)KCHUIO KaJIPOB: COCTAB, 00IAast XapaKTePUCTHKA.

6. JlokyMeHTHl K TMpuKa3aM IO JBIDKEHUIO KaJpOB: TMOHATHE, BUABI, OOIIas
XapaKTePUCTHUKA.

7. JlokyMeHTHpOBaHHE Mpollecca KOMaHIUPOBAHUS PAOOTHHKOB.

8. JlokyMeHTHpOBaHHE MpoIecca MPeI0CTaBICHHSI OTITYCKOB.

Tema 5. JlokyMeHTHI 10 TpPeKpPAlleHHI0 TPYAOBBIX OTHOILIEHHWI: COCTaB,
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cojJep:KaHue, MOPSII0K MOATOTOBKH M 0opMJIeHus

1. JIoKyMeHTHI, OMOCPEAYIOIINe MPEKPAIIeHUEe TPYIOBBIX OTHOIIICHHI: TIOHATHE, BUIBI,

CoJIep)KaHue.

2. JlokyMeHTHpOBaHHME TIpoIlecca TPEKpaIeHUs TPYAOBBIX OTHOIICHUN: OOIIHe
[TOJI0KEHUS.

3. JlokymeHTHpOBaHHE MpoIecca MPEKPAIIEHUs TPYAOBBIX OTHOIICHUH 10 HHUIIMATHUBE
pabOTHHKA.

4. JloxyMeHTHpOBaHHE MpoIlecca MPEKPaIleHUs TPYIOBBIX OTHOIIICHUI 110 MHUIIMATHBE
paboTonaTes.

5. JlokymeHTHpOBaHHME Tpollecca MPEKpAIlICHUs TPYIOBBIX  OTHOIICHHUH  TIO
00CTOSITEILCTBAM, HE3aBUCSIIIMM OT BOJIM CTOPOH.

Tema 6. JloKyMeHTBI 110 YUETY MepcoHajIa

1. 3amonHeHHE TPYIOBBIX KHIDKEK: BHECEHHUE CBEIEHUI 00 M3MEHEHUH U IPEKpaIleHUH
TPYAOBOTO JOrOBOpA.

2. JluyHast KapTO4YKa Kak OOs3aTeNbHBIA JTOKYMEHT IO Y4YeTy KaJpOB: IOHSTHE,
npolielypa 3arnoJHeHusl.

3. JIOKyMEHTHI [0 y4eTy KaJpoB: MOHITHE, BUJIBI, CTPYKTYpa, Mpoleaypa ohopMieHuUs.

4. VYder u XpaHEHHE TPYIOBBIX KHIKEK M BKJIAJbIIICH K HUM.

5. OdopmieHre u BeACHHE TPYAOBBIX KHIKEK W BKIAAbIIIEM K HUM: oOmas
XapaKTepUCTHKA.

6. 3amosHeHHME TPYIOBBIX KHIDKEK: BHECEHHE CBEJCHHMI O PaOOTHHUKE, BBIIOIHIEMOM
pabote, MOOLIPEHUSX.

Tema 7. JIokyMeHTBI, ONOCpeAylOlllMe OTHOLIEHWUS MO OXpaHe TpPyAa H IO
OpraHu3anuu paéo4yux MecT

1. TlomoxxeHue o ciyxOe OXpaHbl TpyJa, MHCTPYKIUHU IO OXpaHE TpyAa: IOHSTHE,
CTPYKTYpa, Ipolieiypa pa3paboTKH U YTBEPKACHUSL.

2. JIoOKyMeHThl TO OXpaHe TpyJa: IOHATHE, BHUJbI, MpoLeAaypa pa3paboTKu WU
MMPUMCHCHUA.

3. CrneumanpHas OILIEHKa yCJIOBUHM TpyAa: MOHATHE, IPaBOBas OCHOBA JJIsl IPOBEACHNS,
0COOEHHOCTH JIOKYMEHTO000pOTA.

4. MeauuUMHCKUE OCMOTPBI: MTPeIBapUTENIbHbIE, TEPUOIHUUECKHE.

Tema 8. OTnesibHBIE JOKYMEHTbI, ONOCPeIyIOLHe OTHOLIEHUS] MO COLMAJIbHOMY
CTPaXOBAHUIO
[Topsinok oopmieHus nocoOust Mo BpeMEHHON HETPYAOCIIOCOOHOCTH
[Topsinox oopmiieHus oTIIycKa o 6epeMeHHOCTH U poAaM
[Topsinok oopmieHus: OTIyCKa IO YXOy 32 peOeHKOM
[Tpoenenne COVYT 3a cuet cpencts ®CC
[TproOperenue cpeCTB MHAUBUYaIbHOM 3aIuThI 3a cueT cpeacts PCC
[Tpuobperenue ankorectepoB 3a cuet cpeacts OCC.
EnnnoBpemMeHHbIe MOcOOUs IPU POXKICHUN peOeHKa, CMEPTH pabOTHHUKA.

NoookrwbdPE

Tema 9. CucremaTusanus ¥ onepaTHBHOE XpPaHEHHE JOKYMEHTOB 10 YIIPABJICHHIO
MepPCOHAJIOM

1. Cucremaruzanusi JOKYMEHTOB TIO YIPaBIEHUIO TMEPCOHAIOM, OIEPaTUBHOE
XpaHEHHeE.

2. DKcrepTu3a LEeHHOCTH JOKYMEHTAIMH, TOJr0TOBKA JeJ K Iepeiaue B apXHB.

3. Permcrpanus n mHIEKCAIMs TOKYMEHTAIIUHU 10 YIIPABJICHUIO MTEPCOHATIOM, KOHTPOJIb
UCIIOJIHCHUSL.

4. CrnpaBoyHO-UH(OPMATHUBHBIE JOKYMEHTHI MO YIPABJICHUIO NEPCOHAIOM: MOHSITHE,



13

BU/JIbL, OOIIasi XapaKTePUCTUKA.
5. Cpoxku xpaHeHHs! JOKYMEHTOB.
6. VYHHMUYTOXXEHHUE TOKYMEHTOB C UCTEKIIUM CPOKOM XpaHEHHUSI.

Temsbl pedeparon

1. IllratHoe pacmucaHue: CTPYKTypa, IpoLeaypa pa3padOTKU, YTBEPKIACHHS, BHECCHHUS
W3MEHEHUH U JONOJIHEHUH.

2. JIoKyMEHTHI 0 PEeKPYTHHTY IepCOHAa: MOHATUE, BU/IbI, 0011asi XapaKTePUCTHKA.

3. JloKkyMeHTHpOBaHHE MPOIETypbl U3MEHEHUS TPYIOBOTO JOTOBOpA.

4. JlokyMeHTHpOBaHHeE Mpoliecca MPeKpalieHus TPYIOBbIX OTHOILIEHUI ¢ paOOTHUKOM.

5. TpynoBoil JOroBOp U JOIMOJHHUTENIBHOE COTJIAIIEHWE K TPYJOBOMY JOTOBOPY:
MOHSTHE, COJIEP>KaHuUE, POLIeTypa 3aKIIOUCHUS.

6. JIOKyMEeHTHI IO PEKpYTHHTY IiepcoHana, opMHpyeMbIe Ha Tare oToopa rnepcoHaia.

7. JloKyMeHTHI [10 peKpyTUHTY NepcoHana, opMUpyeMble Ha 3Tarle IOUCKA MepcoHarna.

8. Ilpukasbl Mo NBMKECHUIO KaAPOB: MOHITHE, BUJIBI, COCPIKAaHUE.

9. JlokyMeHTHpOBaHUE Mpolecca MPOBEICHUS aTTeCTaLlUU.

10. OtyeTHbIE MAOKYMEHTHI 110 JBW)KCHUIO KaJpOB: TMOHATHE, BHIBI, CTPYKTYpa,
npoueaypa pa3paboTKu U yTBEPHKICHUSI.

11. Yyer u XxpaHeHUE TPYAOBBIX KHIDKEK U BKJIAIBIIICH K HUM.

12. JTokyMeHTBI IO JBUKEHHIO KaJpOB: COCTaB, OOIIasi XapaKTepUCTUKA.

13. JIokyMeHTBI K TpUKa3aM [0 JBW)KCHUIO KaJpoB: TOHSATHE, BHIBI, 0OmIas
XapaKTepUCTHUKA.

14. JlokymMeHTHpOBaHUE MpoOLiecca NPEKPALECHHUS TPYIOBbIX OTHOIIEHUN C pAOOTHUKOM.

15. JlokymeHTHpOBaHHE Mpoliecca KOMaHAUPOBAHMS paOOTHUKOB.

16. JIokymMeHTHpOBaHHE MPOIecca MPEAOCTABICHUS OTILYCKOB.

17. Tlocobue mo BpEeMEHHOW HETPYIOCHOCOOHOCTH W MO OEPEMEHHOCTH M poJaM:
MOHSITHE, 0COOEHHOCTH O(OPMIICHHS U BBIILIATHI.

18. Ilencun: moHATHE, BUIBI, OCOOEHHOCTH JOKYMEHTO0OOpOoTa mpu odOopMIECHUU
paboTonarenem.

19. Cucremaruzanusi JOKYMEHTOB IO YIPaBJIEHUIO TEPCOHAIOM, OIEPaTUBHOE
XpaHeHHe. DKCIepTH3a IEHHOCTH TOKyMEHTAIlNH, TOATOTOBKA JIEJT K Mepeade B apXuB.

20. Perucrpanus u MHAEKCAIMs JOKYMEHTAIUU [0 YIPABICHUIO IEPCOHAIOM, KOHTPOJIb
UCTIOJTHEHUSI.

21. CnpaBo4HO-UH(OpPMATUBHBIE JTOKYMEHTHI MO YIPABICHHUIO MEPCOHAJIOM: IOHSTHE,
BU/IbI, OOIIIasi XapaKTePUCTHKA.

22. Cnyx0a yrpaBieHHs IEPCOHATIOM: CTPYKTYPa, 3a1a4H, QyHKIHH.

23. OOmias XapaKTepUCTHKA CITY)KOBI YITPaBJICHUS ITEPCOHATIOM.

24. JI0JKHOCTHBIE MHCTPYKIIUU COTPYTHUKOB CITYObI yIpaBJIeHUs.

25. JIOKyMEHTHpPOBAaHHE JCATEILHOCTH TI0 YIPABICHUIO MIEPCOHATIOM.

Bonpocs! 1151 camocTosITeIbHON padoThI:
[ToHsiTHE U BUABI TOKYMEHTOB B chepe YIpaBIeHUs IEPCOHATIOM.
2. YHudummpoBaHHbIE (OPMBI JOKYMEHTOB TI0 YIIPABJICHUIO MTEPCOHATIOM: MTOHATHE,
BUJIBI, 001I1ast XapaKTEPUCTHKA.
HopmartuBHas ocHOBa nponecca JOKYMEHTUPOBAHUS YIIPABIECHUS IIEPCOHAIOM.
4. JIoKkyMEHTHpOBaHHME KaJIpOBOW JEATENbHOCTH B COBETCKUN Mepuoja: oobmias
XapaKTEPUCTHKA.
JlokyMeHTupoBaHHe MPoXoxkaeHus ciyx0bl B XV-XVII Bekax.
6. JloxkyMeHTHpOBaHWE MPOXOXKICHHS TOCYAapCTBEHHOM ciy)0bl B Poccnn B XIX —
Hayasie XX Beka.
7. JlokymeHTHpOBaHMe rpoxoxkaeHus ciayxObl B X VIII Beke.

=

.

o
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8. TlomokeHne O TEpCOHaNe M KOJUICKTHBHBIM JOTOBOp: TMOHSITHE, KPUTECPHH
CXOJCTBa, CTPYKTYpa, IpOoIleaypa pa3paboTKH U YTBEPKICHUS.

9. JlomKHOCTHasE WHCTPYKLHUS: TIOHSTHE, CTPYKTypa, Mpoleaypa pa3paboTKH,
YTBEPKICHHSI.

10. Opranu3anoHHO-yIIpaBlIeHUYECKass  JIOKyMEHTanus B  cdepe  yrmpaBieHUs
MEPCOHAIIOM: BUIbI, KpaTKasi XapaKTePUCTUKA.

11.TlpaBuia BHYTPEHHErO pAacHoOpsiKa OpraHW3aluu: TOHSATHE, CTPYKTYpa,
mpoueaypa pa3paboTKy.

12. TTosnosxxeHUe 0 CTPYKTYPHOM TOJpa3IelICHUH: TIOHATHE, MpoLeaypa pa3paboTKH,
YTBEPKICHHSI.

13. Cniy:x6a ympaBlieHHsI TIEPCOHAIOM: CTPYKTypa, 3amauu, Qyskiuu. OOmas
xapakrepuctuka [lonoxxeHus o ciyx0e yrnpaBieHUs IIEPCOHAIOM.

HpI/IMepHLIe TECTOBLIC 3a/IaHUA VIl TEKYHIECI0 KOHTPOJIsA 06y‘1310HII/IXCH

Tema Ne 4 JIokyMeHTBI 10 IBHKEHHIO IEPCOHAJIA: COCTAB, CO/lepP KaHHe, OPSIA0K
MOATOTOBKH M 0(popMJIeHUA

1. IIpuem Ha padoty
1.1. Hanummure 00U NOPAIOK OQOPMJIEHHS] TOKYMEHTOB MNpH IpHeMe Ha
pabory

1.2. JlokymMeHTBbl, npexbsiBisieMble MNpH O0QOpPMJIEHHM TpueMa Ha padory
(YkakuTe JIMIIHEE)

a) macmopT

0) TpynoBast KHIKKa

B) CTPaxoBO€ CBUJETEIBCTBO FOCYAaPCTBEHHOIO IEHCUOHHOIO CTPAaXOBAHUSA

') JOKYMEHTBI BOMHCKOT'O y4€eTa

1) JOKyMEHT 00 00pa30BaHUU

€) XapaKTepUCTHKA € MOCJIeIHEro MecTa padoThl

7K) CBH/ICTEJIbCTBA 0 POXKICHUHU pedeHKa

1.3. Ecau padoTHHK YTpPaTHJ TPYAOBYK) KHMKKY, OH MOXeT OOpaTUThCS B
NMCbMEHHOM BH/Ie ¢ POocb00i 0popMHUTH AyOJIMKAT (YKaKUTe JIMIIHee)

a) K paboToaTeto Mo MocaeHeEMY MecTy paboThl 3a oopMIICHHEM AyOIrKara

0) k padoTroaareiio, K KOTOPOMY NOCTyIaeT Ha padoTy

B) B TPYI10BYI0 HHCIIEKINI0, KYIIUB HOBBIi 0/1aHK B knocke Pocrieuarn

1.4. Kypna 3aHocsiTCSl CBeJleHHs 0 IpUeMe Ha padoTy (YKasKuTe JIMLIHee)
a) B TPYIOBYIO KHUKKY

0) B kapTOouKy T-2

B) B KHUT'Y y4eTa ABH:KEeHUS] TPYAOBbIX KHUKEK M BKJIAbIIIEH K HUM

r) B Tades1b yuyeTra pabo4yero BpeMeHu

A) HAa HH(OPMAILMOHHBIH CTEH/ OPraHM3aLMH B BH/e NIPUKA3a

1.5. Tlpu npueme Ha padoTy padOTHUK J0/KEH pacnucarbes (YKaKuTe JIMIIHee)
a) B TPYAOBOM J10r0BOpe

0) B mpuKase o0 npuemMe Ha padoTy

B) B XapaKTEPUCTHKE

r) B KapTouke no ¢opme T-2

1.6. TpynoBasi KHMKKA MOCJIe MpUeMa HA padoTy XPaHUTCS:
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a) y paboTHHKa

0) y pyKOBOAMTEIS MOAPA3/IeNCHHsI, Ky/l1a IPUHAT paOOTHUK
B) B KQJIpOBO# CiIy:x0e

I') y CeKpeTapsi IUpeKTopa

1.7. Ecau pa0oTHUK NPUHHUMAETCS HA PadoTy BIepPBbIe, TO TPYIOBYI0 KHUKKY
JA0JIzKeH 0(popMUTD:
a) padoroaareJib 3a CBOil cyer
0) paboromarenb, B cilydae NpHOOpPETeHHs OJIaHKa TPYAOBOM KHIIKKH PaOOTHHUKOM
CaMOCTOSITEIIEHO
B) paboToaaresnb, MOJIYYHB C paOOTHHUKA IUIATy 3a OJJaHK TPYAOBOW KHMKKH
OTka3 B mpueme Ha padoTy

1.8. Kakme wu3 0TKa30B B 3aKJIIYEHHMH TPYIOBOr0 0roBOpa SIBJSIKOTCS
He3aKOHHBIMH:

a) B CBSI3U € OTCYTCTBHEM PErHCTPAIMM MO0 MECTY MPeObIBAHUA;

0) B CBSI3U C HU3KOW KBaTM(PUKAIIUCH;

B) B CBSI3M C HApYILIEHHEM TPeOOBaHHi MOCTAHOBKHN HA BOMHCKUI YUeT;

T') B CBSI3U C OTCYTCTBUEM COOTBETCTBYIOIUX 3HAHUI U OIBITa PAOOTHI.

1.9. He saBasiercs 00s13aTeJIbHBIM NIPU IpUeMe HA padoTy:
a) HanMcaHue padOTHUKOM 3asiBJICHHUS O IpUeMe Ha padoTy;
0) 3aKJII0YeHHEe TPYIOBOTO JJOTOBOPA;

B) M3/IaHUE MTpHUKa3a (pacopsLKEHHs ) O IpueMe Ha padoTy;

r) oopMIIeHHE TPYIOBON KHUKKU;

1) opopmileHHE JIMYHOTO J1eia.

1.10. Ilpu npueme Ha padoTy UCTILITAHHE MOTYT YCTAHOBHUTD:

a) 6epeMEeHHOM KEeHIUHE;

0) “KeHIMHE, UMEIOIell TpeXxJieTHero pedeHKa;

B) OIMHOKOMY OTILy TOI0BAJIOTr0 peOeHKa;

r) BOCEeMHaATHIIETHel JeBylIKe;

1) paOOTHMKY, NPUIVIAIIEHHOMY B TOpSJKE IepeBoja OT Jpyroro paboronareis Mo
COIIACOBAHUIO MEXAY pabOTONATENSIMHU.

2. TIlepeBoa, n3MeHeHHE TPYIA0BOI0 A0r0BOPa

2.1. Cornacue paGoTHHKA He TpedyeTcsl B cly4dae:

a) MepeBoia Ha IPYTyI0 TOCTOSIHHYIO paboTy y TOTO ke paboToaares;

0) mepeMelneHNs;

B) BPEMEHHOTO ITEPEBOJIa B COOTBETCTBUU C MEAMIIMHCKUM 3aKITIOYCHUEM;

r) BpPEeMEHHOr0 IMepeBOJa N0 HWHHUIHATHBE padoToaaTreisi B HCKIKYHTEILHBIX
cJIy4asix, npeaycMoTpeHHbIX yactamu 2 u 3 ct. 72.2 TK P®D;

1) mepeBojia Ha paboTy B IPYT'yI0 MECTHOCTb BMECTE C paboToaTeIeM.

2.2.  OmnpenesnTe COBOKYNHOCTH 00513aTeJbHBIX YCJI0BUIl, IPH HATUYHHM KOTOPBIX
yCJIOBHE 0 BpeMeHHOM XapaKTepe IepeBoAa YTPauuBaeT CWJIY H IepeBOJ
CYUTAETCS MOCTOSTHHBIM:

a) CPOK NepeBo/ia UCTEK;

0) npe:kHsAsA padoTa padOTHHKY He NMPEA0CTaBJICHA;

B) paboTomareib JKenaeT, 4ToObl PaOOTHHK MPOIOJDKAd paboTaTh MO HOBOMY MECTY

paboThI;

r) pa0OTHUK He TpedyeT NMpeaocTaBJIeHHs MPe:KHeH padoThl;
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1) pabOTHHK TIPOAOKAET pabOTaTh HA TOM MECTE pabOTHI, Kyla OH ObLIT IEPEBEICH.

2.3. H3MeHeHHs B TeXHHKE W TEXHOJOTHHU NMPOU3BOACTBA OCYIIECTBISIOTCS:

a) paboToaaresieM 1o CBOEMY YCMOTPEHHIO;

0) paboTomareneM Mo COrIaCOBAaHUIO C OPraHOM IIEPBUYHOM MPO(COI3HON OpraHU3alIiH;

B) pa0oronarejieM ¢ Y4YeTOM MHEHHSl OpraHa mepBUYHOH NPO(COI03HOI
OpraHu3anmuu;

r) paboronarenem ¢ pazperieHust [ UT.

3. ITlpexkpaiieHue TPyI0BOro 10roBOpPa
3.1. Hanumute o01Mii MOPSAAOK 0(POPMJIEHUSI TOKYMEHTOB NMPH YBOJbHEHHH IO
HHUIHATHBE PA0OTHUKA:

3.2. KakuM 10KyMeHTOM /0/I:KeH Pa0OTHUK MpeIynpeauTh padoToaaresis 0 CBOeM
JKeJIAHUM YBOJIMTHCS:

a) tenedoHorpaMMon

0) ITOKJIaTHON 3aIMMCKON

I) 3asiBJIEHHEM

3.3.  3a ckoJbKO [Heil 10 MPeaNnoJaraemMoro yBOJIbHEHHUSI PAGOTHHK [0JIKEH
npeaynpeauTs padéoToaaTelisi 0 CBOEM KeJAHUU YBOJIUTHCSH:

a) 3a MecHIl

0) 3a ABe Heae Il

I') 32 TpU HEJENU

3.4. Hanummre o01uii mopsigok opopmiieHHsA TOKYMEHTOB NMPH YBOJbHEHHH MO
HHMIHATHBe padoTonarens:

3.5.  Kakoii J0KyMeHT [0/KeH IpeIcTaBUTh paldorogaresib B HNPO(COIO3HBII
opraH, KoOria Heo0XOAMMO COIVIACHO [elCTBYIOLIEr0o 3aKOHOAATE/bCTBA
3aKOHOJATeJIbCTBY YYUTHIBATH MHEHHE 3TOro npogopraHa npu yBOJbHEHUH
paboTHHMKA:

a) JOKJIaIHYIO 3aMUCKy

0) mucLMO

B) aKT

) IpUKa3

3.6. KakuMm 10KymMeHTOM padoToaaTe]b J0J:KeH MPelyNnpeauTh PadOTHUKA O €ro
YBOJIbHEHUH MO MPUYMHE COKPAIIEHUS IITATA:

a) TOKJIQTHOM 3aIUCKOM

0) yBegoMIeHHEM

B) aKTOM

T') pacrmopsbKeHueM

3.7. B kakux cayyasax [I0JKHO BBIIUIAYMBATHCS BbIXOAHOE I0COOHMe MIpH
PACTOpsKeHUH TPYA0BOI0 10T0BOPA N0 HHUIMATUBE padoToaareJis:

a). IMKBUAALNHU OPTraHU3alNu

0). COKpaleHUs1 YUCJIEHHOCTH WM IITATA PA00THMKOB OPraHU3aLMHU

B). HECOOTBETCTBHUS PAOOTHHKA 3aHUMAeMOI TOJDKHOCTH

r). mporyna

7). pa3smIalleHMs OXpaHAEMON 3aKOHOM TailHbI

€). MPUHATUS HEOOOCHOBAHHOTO PEIIEHUSI PYKOBOJIUTEIEM OpraHU3aluu



17

3.8. Kaxkmue u3 nepeuncaieHHbIX HHKe YTBEeP:KAeHUI SIBJISIOTCH BEPHbIMH:

a) M3MEHEHHUE II0JBEJOMCTBEHHOCTH OpIaHU3allMM HE SBIAETCS OCHOBaHMEM JUIs
pacTop>KeHUs! TPYIOBBIX JOTOBOPOB € €€ pabOTHUKAMU;

0) M3MeHeHHe IOJBEIOMCTBEHHOCTH OPraHW3AalUM SIBJSIETCSI OCHOBAHMEM ISl
pacTop:keHHs1 TPYAOBBIX J0TOBOPOB € e¢ paloOTHUKAMM;

B) pa3/elieHue OpraHu3allui SBJSIETCS OCHOBAaHMEM JUISI PACTOPKEHHsS TPYIOBBIX
JIOTOBOPOB € €€ pabOTHUKAMU;

I) pa3jiesieHHe OPraHUu3alMuH He sIBJISIeTCS OCHOBAHUEM /IS PACTOP’KeHHs TPYI0BbIX
J0TOBOPOB ¢ €€ pa00THUKAMU;

A) NpHM HM3MEHEHUH TO/IBeJIOMCTBEHHOCTH OPraHU3allMl OCHOBaHHMeM LI
NpeKpalleHus TPYJI0BOI0 J0roBopa siBJIseTCs 0TKAa3 pa00THUKA OT NPOJ0JIKeHHs padoThl.

3.9. Kakmue HM3 mepevyucJeHHbIX HUKe JeHCTBUIl He SIBJIAIOTCH 0053aTeIbHBIMH
NP YBOJIbHEHUHU PAGOTHHKA:

a) nmoamucaHue OOXOJHOI0 JIMCTKA PAOOTHUKOM B Pa3iHYHBIX CTPYKTYPHBIX
Nno/ipa3ieJieHusiX OpraHu3aumu;

0) u3gaHue npukasa (pacopsLKEHUs ) O MPEKPaIleHUH TPYI0BOTO JOTOBOPA;

B) Bbla4a pa00THHKY KONMHU NMPHKA3a O NpeKpalleHUuu TPYIA0BOro A0rosopa oOes
€ro nNpochbobI;

1) 3aTI0JTHEHHE COOTBETCTBYIOIIETO pa3jiena JInIHOM KapTouku (popma Ne T-2);

€) BHECEHHUE 3a1icu 00 YBOJIBHEHUH B TPYJOBYIO KHUXKKY.

3.10. OcnoBanuem s odopmieHHs TPHUKA3a 0 MNPEeKPalIeHUH TPYIOBOIro
JA0TOBOPA MO COIIALIEHUI0 CTOPOH SIBJISIETCS:

a) 3asBJICHHE PAOOTHHKA;

0) coryiameHue CTOPOH, 0(popMJIeHHOE B TMCbMEHHOI (opme;

B) YCTHAsl IOTOBOPEHHOCTh MEXIY CTOPOHAMHU TPYJIOBOTO JOTOBOPA.

3.11. Kakue A0OKyMeHTbI TpPeOylOTCS IPH PpelleHHH BONpoca 00 YBOJIbHEHHUH
paGoTHHKA B MOpPsIAKe NepeBoJa K ApyroMy padoroaareJsiio:

a) MUCBMO - IPHUIJIALICHHEe HOBOrO padoToaares;

0) MUCbMEHHOE 3asBJIeHHE pAaOOTHUKA 00 YBOJBHEHHU MO COOCTBEHHOMY >KEIAaHMIO,
HE3aBUCHMO OT TOT0, KOMY IHMCbMO-TIPUIJIALIeHHEe ObLUIO apecOBaHo;

B) NHCbMEHHOe corjiacue pa0OTHHKAa Ha YBOJIbHeHHMe B MOpsiAKe IepeBoAa K
Apyromy paéoroaareJio (ecJi NMCbMO-NIPUIJIAIICHHE aJPecCOBaHO PadoToAaTeNI0);

r) NMCbMEHHOe 3asiBjieHMe PAa0OTHHKa 00 YBOJIbLHEHHHM B MOpPs/IKe INepeBoAa K
Apyromy paéoroaaresio (ecy NMCbMO — NPHUIJIALICHHE A/IPECOBAHO Pa0OTHHKY);

1) MUCbMEHHOE€ MOTHBUPOBAHHOE MHEHHE BRIOOPHOTO OpraHa MepBUYHON MPOQCOI03HON
OpraHu3aly, JeHCTBYIOLIETO B JAHHOM OpraHu3aluu.

3.12. Yo sAABJIsIETCS] OCHOBAHMEM /IS BHECEHHS B YUeTHbIE JOKYMEHThI pa00THUKA
cBe/leHHil 00 YBOJIbHEHUM:
a) 3as1BJICHUE
0) npuKa3 o0 npeKpalieHuu TPYA0BOIo J0roBopa
I') JOKJIaJHAas 3al1CKa
1) aKT
T
Tema Ne 9 Cucremaruszanus u onepaTuBHOe XpaHeHHUe IOKYMEHTOB 110
YIPABJICHHUIO EPCOHATIOM
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4.1 B neji0 mOMeIAI0T:

a) MPOEKTHI JOKYMECHTOB;

0) MCIIOJITHEHHbIE JOKYMEHTHI;

B) UCIIOJTHCHHBIE IOKYMEHTHI C IOMETKOM 00 MCITOJIHUTEIIE U HAAIUChIo «B nemo»

4.2 B nejio rpynnmupyoTCcsa J0KYMEHThI:

a) pa3HbIX JIET;

0) OTHOT0 KAJIEHIAPHOIO Iroaa;

B) B XPOHOJIOTHYECKOM MOPSI/IKE;

T') IOPAJIOK PACIIOIOKEHHS HE UMEEeT 3HAUCHUS;

1) CPOK XpaHEHUS HE UMEET 3HAUYCHHUS;

€) 0T/1eJIbHO MOCTOSIHHOTO M BPEMEHHOI'0 XpPaHeHH .

4.3 B ne10 00beTMHSIIOTCH TOKYMEHTBI:

a) 1O pa3HbIM BOIIPOCAM;

0) TOJIbKO 110 OTHOMY BOIIPOCY;

B) C OTPaHUYEHHBIM JIOCTYIIOM U 0€3 OrpaHUYEHUs 10CTYIIa;

I) C OrpPAaHUYEHHBIM JIOCTYIIOM M 0€3 OrpaHHyYeHHs AOCTyna (OpMHUPYIOTCS B pa3HbIe
Jena;

4.4 JIoKyMeHTBI 110 JJMYHOMY COCTaBY (DOPMUPYIOTCSH:
a) 1o jare npuemMa Ha padory;

0) o rogy mpuemMa Ha padoTy;

B) 10 andaBuTy haMuiInii paboTHHKOB.

4.5 Jles10 He T0JIKHO TPEeBBINIATD:
a) 100 muctos;

0) 250 1uCTOB;

B) 350 nucTOB;

r) 500 nucToB.

4.6 Jlesio He I0JIZKHO NMPEBBIIATH TOJTIIHHBI:
a) 2 cMm;

0) 2,5 cMm;

B) 3,5 cm;

r) 4 cMm.

1) ScwM.

Haiinure ommoOKu, fomymeHHbie NpH GOpMYyJIHPOBAHMH CJICAYIOLINX 3ar0JI0BKOB JeJia:
[Tpuka3el ¥ pacriopsKEHUs! AUPEKTOPA 1O JTUYHOMY COCTaBY.

OTueTt o0 paboTe oT/Jena KaJIpoB.

Marepmuaiibl o arrectauiu paOOTHUKOB.

NEPENNCKA C By3aMH 110 IPOU3BOJICTBEHHON ITPAKTUKE CTYIEHTOB.
[Tpuka3el 0 NpeAocTaBICHNN Y4€OHBIX OTITYCKOB (TIOATMHHUKN).

AKTBI HAa YHUUTOXEHHE JOKYMEHTOB C UCTEKIIMMH CPOKAMH XPAHEHUS.
JlokiiagHbie U city>keOHbIE 3aITUCKU IO KaJIPOBBIM BOIIPOCAM.

[TpoTokosbl 06 arTecTanuy pabOTHUKOB.

OO0bscHeHus: paOOTHUKOB 1O (hakTaM HapylIEeHUs TPYAOBON AUCHIUIIINHBIL.
0.  IIpuka3sl Mo KOMaHIUPOBAHHUIO PAOOTHUKOB.

1. T'onoBoii 1 KBapTaJbHBIE TUTAHBI PAaOOTHI OT/AENa KaapoB Ha 2017 1.

RBOooo~NoORwNE
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12. JlokyMeHTBI 0 paboTe ¢ MOJIOABIMH CIICIIHATTUCTAMH.

OTBeTbI

1. B oanHo neno nomenieHsl pacopsIuTeIbHbIE TOKYMEHThI Pa3HBIX BUIOB.

2. He yka3an oT4eTHBIN NIEpUOI.

3. HeBepno yka3zan Buj jena: «Marepua;» BMECTO <«JIOKYMEHTh». B koHile
3aroJoBKa He JaHbl B CKOOKaX OCHOBHBIC Pa3HOBUIHOCTH JOKYMEHTOB, COJEPKAIIIMXCS B JIEIe.

4. Bwmecto npemiora «o» ommbO0uHO yIOTPEOIeH MPEIIor «II0Y.

5. VYkazaHue Ha MOAJMHHOCTD JOKYMEHTOB SIBJISIETCS JIMIITHUM B 3ar0JIOBKE JIeJa.

6. HeBepHo yka3zaHO HaMMEHOBAHHE aKTa, UMEIONIETO YHHPHUIIMPOBAHHYIO (HOPMY.

7. W3nuniHe BHIHOCUTH B 3arOJIOBOK CJIOBO «JOKJIQTHBIE», T. K. 3TOT BUJ 3aIHCOK
BXOJIUT B TIOHSATHE «CITyKeOHAs 3aIHCKay.

8. Ha3Banbl oTpakeHHbIE B TPOTOKOJE BOMPOCHl BMECTO HAUMEHOBaHUS
KOJUIETHAIBHOTO OpTaHa, paboTa KOTOPOTO MPOTOKOJINPOBAJIACH.

9. B 3aronoBke oTcyTCcTByeT HAMMEHOBAaHUE BHJIA Jiea (Ha3BaHUE BXOSIIUX B HETO
JIOKYMEHTOB) — OOBSICHUTEIHHBIC 3AITUCKHU.

10. HeBepHo yka3aHO HaWMEHOBaHHE TMpPHUKa3a, HMEIOLIEro YHU(DUIMPOBAHHYIO
dbopmy.

11. B oaHO A€o nmoMenieHbl TOKyMEHTHI ¢ Pa3HbIM CPOKOM XPAaHEHHUSI.

12. B koHIIe 3arojioBKa HE JaHbI B CKOOKaX OCHOBHBIC Pa3HOBUIHOCTH JOKYMEHTOB,

COACPKAIIUXCA B ACIIC.

3agaHue 2.
B neso ObLIM MOAIIMTHI TepevHcIeHHbIe HHKe JOKYMEHTbI IO JIMYHOMY COCTaBY.
Omnpeaesanre, NpaBWIBHO 14 CGOPMHUPOBAHO [1€JI0?
[Tpuxa3 o nmepeBoze Ha APYryr0 padoTy.
IIpuka3 00 u3MEHEHUH (haMUITHH.
IIpuka3 0 MpenoCTaBICHUH €KErOAHOIO OIUIAYMBAEMOT0 OTITYCKA.
ITpuka3 o mpeKkpaleHuu TpyIoBOro JOroBopa.
[Tpuka3 o koMaHIUPOBAaHUH pabOTHUKA B Hpezenax Pd.
[Tpuka3 o npueme Ha padoTy.
IIpuka3 o moompeHun.
[Ipuka3 0 HaJIOKEHNUHU B3bICKaHUSI.
[Tpukas o nexypcrse.
0.  Ilpuka3 o mpeaocTaBIeHUHN yUeOHOTO OTITyCKa.

BOoo~Nooa~WONE

OTBeThI
Jleno copMuUpOBaHO HEBEPHO, T.K. BKITIOYAST MPUKA3hl, HMEIOIINE Pa3HbIe CPOKH XpaHEeHHUs. B
cooTBeTCTBUU ¢ OCHOBHBIMH TpaBUIIaMH Pa0OThl ApXMBOB OpPTraHU3alUN B OIHO JAETO JTOJKHBI
(dbopMUpPOBATHCSI TOKYMEHTHI C OJMHAKOBBIMH CPOKaMHU XpaHCHHs. B TpuBeIeHHOM TpHMepe
Ha3BaHHBIE MPUKA3bI TOJKHBI OBITH CHOPMUPOBAHBI B JIBA PA3IUNYHBIX JIeNa:

Jena co cpokom xpanenus 75 (50) et qOMKHBI BKITIOYATh:
1. [Ipukas o mepeBoze Ha APYTYyIO padoTy.

2. Ilpukas 00 u3MEHEHUH (PaMUITHH.

4. IIpuka3 0 mpeKpalleHuu TPYI0BOrO I0rOBOPA.

6. [Ipuka3 o mpueme Ha paboTy.

7. Ilpykas o MOOUIPEHNH.

Jeno co cpokoM XpaHEeHUs 5 JeT JOJKHO BKIIOYATh:
3. Ilpuka3 o mperoCTaBIEHNN €KETOAHOI0 OIJIaYMBAEMOI0 OTITyCKa.
5. Ilpuka3 o koMaHAMpPOBaHUM pabOTHHKA B npeaenax PO.
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8. [Ipuka3 0 HaJIO)KEHUHU B3bICKAHUSI.
9. [Ipukas o nexypcTBe.
10. ITpukas o mpemocTaBieHUH Y4eOHOTO OTITYCKa.

3amanue 3.
Ckoabko Jea cieayer cpopMHpPOBATh U3 NMePeYHCICHHBIX HHKe NMPHKA30B MO JUYHOMY
cocraBy?

BapHaHr |

1) MPUKa3 O MEPEBOJIC Ha APYTYIO paboTy;

2) IPUKa3 O MOOUIPEHHH;

3) MPUKAa3 O MPEIOCTaBICHUH OTITycKa 0e3 coXpaHeHHsI 3apabOTHOM MIaThl.
BapHaHr 2

1) MPHUKa3 O MPUMEHEHUU JUCIMUILTMHAPHOTO B3bICKAHMUS;

2) NPUKa3 O MPEJOCTABICHUH €KETOAHOTO OIIAYMBAEMOTO OTITYCKa;
3) IIPUKa3 O HapaBJIECHUH paOOTHUKA B KOMaHIUPOBKY.

BapHaHrT 3

1) MpHKa3 o MpreMe Ha padoTy;

2) IIpHUKa3 O MPEIOCTaBIECHUN y4eOHOIO OTITYCKa;

3) npuKa3 00 M3MEeHeHHH (pamMminy pabOTHHKA.

OTBeTbI

Bapuanr 1 - onHo.

BapuanTt 2 — ofHo. (eciu AnuTenbHas KOMaHAMPOBKA - J1Ba Jejia)

BapuanT 3 — nBa.

IIpu ¢dopmupoBaHuu A€ C NpUKa3aMH [0 JIMYHOMY COCTaBy CJEQyeT YYMTHIBaTh CPOKHU
XPaHEHUs IPUKA30B.

3ananue 4.
C kakoii NepHOIMYHOCTBHIO COCTABJISIETCH HOMEHKJIATYPA e AJIsl KaPOBOii CIy:K0bI KaK
COCTABHAS YaCTh HOMEHKJIATYPHI AJIsl OpraHu3anuu?

1) OJIVH pa3 B IIATh JICT;

2) B COOTBETCTBHH C MIPUKA30M PYKOBOAMTEISI OPraHU3aIINH;

3) 10 COIVIACOBAHMIO C apXMBHBIM YUPEIKICHUEM;

4) OJTUH pa3 B TPH roja;

5) B COOTBETCTBHM CO CpPOKOM, YCTaHOBJICHHbIM B  VHCTPYKIIMH IO
JICTTOTIPOU3BOJICTRY,

6) €XKETOIHO;

7) B COOTBETCTBHH C PEIICHUEM YKCIIEPTHON KOMUCCHH OPTaHU3aIUH.

OTBeThI

6) exxerofHo (cM. OCHOBHBIE ITpaBUiIa pabOThI ApXUBOB OpPraHU3alUi).

3aganue 5

IIpuka3bl M0 JMYHOMY cocTaBy (OPMHMPOBAIUCHL C HAPYLIEHHMEM OJHOI0 M3 OCHOBHBIX
TpeOoOBaHMH K NOpAAKY (opMupoBaHus [Jeji: B OAHO [eJI0 NMOMEIIATHCH MNPHKA3bI €
Pa3HbIMH CPOKaMM XpaHeHHusi. B nanbHeiimem Takue geja Obliau nepegopmMupoBaHbl B
COOTBETCTBMU CO CPOKAMM XPAaHEHHUS NPHKA30B, T.e. pa3leJeHbl Ha Jela €O CPOKaAMH
XpaHeHus: 75 jier u S Jier. 10 MpUBeN0 K nMpodesaM B HyMepauuu NPHKA30B BO BHOBb
copmupoBaHHBIX aAenax. Ime ciaeayer orpa3suThs Hajau4ue Npode 0B B HyMepaluH
NpUKa3oB?

a). B cnenuanbHON MOSCHUTENBHOMN 3aITUCKE K JIETY.

0). B cnermmanpHOM NTHCTE-3aBepUTENIE JIETa.
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B). B crmenmanpHOM HaamMCH, KOTOpas JeJacTcss Ha 0OpaTHOM CTOPOHE MOCIIETHETO
JINCTa Aci1a.

r). B cnemuansHO HammucH, KOTOpas JeiaeTcs Ha BHYTPEHHEH CTOPOHE OOJIOKKH
Jena.

n). CriennasbHOTrO OTPAXEHUS TaKOW HH(POPMaIlUK HE TpeOyeTCsl.

OtBernI
Hannune nmpo6enoB B HyMepaIuy NPHUKa30B JOHKHO OBITh OTPAXKEHO B CIICIIHATBHOM JIOKYMEHTE
— JMcTe-3aBepuTeNe Jena, B YHU(UIMPOBAHHOW QopMe KOTOpOro umeercs Tadbauna
«Oco0eHHOCTH (PU3HUECKOTO COCTOSIHUS U (POPMUPOBAHUS JIEI».

3ananue 6

Onpeneqnre, NPaBWJILHO JHU YKAa3aHbl CPOKH XpPaHeHHMs CJEAYIOIIUX JOKYMEHTOB,
€03/1aBaeMbIX KaJPOBOii CJ1yK00¥i:

a). TpymoBoii 10TOBOpP — OCTOSIHHO.

0). [Ipuka3 o mpenoCcTaBICHUN OTITyCKa 0€3 COXpaHCHHsI 3apa0OTHOM IJIaThl — 5 JIET.

B). Kuura y4yera nBHKECHHS TPYIOBBIX KHIDKCK M BKJIajbImei B HuX — 75 (50) net.

r). Jlnunas kaprouka paborauka (popma T-2) — 50 jer.

n). [Ipuka3 o npemMmupoBaHUN paOOTHUKOB — 5 JIET.

e). I'paduk ormyckoB — 5 JeT.

OTBeThI
B coorBerctBuu ¢ IlepeyHeM THUIOBBIX YIPaBICHYECKUX JOKYMEHTOB, OOpa3yrOIIMXCS B
JESATEIbHOCTH OpraHu3allid C YKa3aHUEM CPOKOB XPAaHEHUS, Ha3BaHHbIE JOKYMEHTHI,
CO3/1aBaeMble KaJ[pOBOH CITY>KOOU, UMEIOT CIEAYIOLIUE CPOKU XPAaHEHHUS:
1. Tpynosoii moroop — 75 iet. (50 net, ecnu geno chopmuporano nocie 2003 roma)
2.IIpuka3 o nmpegocTaBiIeHUH OTIIyCKa 0€3 cCoXpaHEeHHs 3apabOTHOM MmiIaTel — 75 JeT.
3. Knura ydera qBMKEHUS TPYAOBBIX KHUKEK M BKJIAJbIIIEH B HUX — 75 JIeT.
4. JInynas kaprouyka pabotHuka (popma T-2) — 75 net. (50 net, ecnu nemmo choOpMHUPOBAHO TTOCITE
2003 rona)
5. Ilpuka3 o npeMupoBaHUU PaOOTHUKOB — 75 JIeT.
6. I'paduk ornyckoB — 1 roz.

3ananue 7
N3 opranmsanum yBOJIWJICSH PAa0OTHHK, ¢ KOTOPBIM NPH MNOCTYIUICHHH Ha padory ObLI
3aKJ/II04€eH I0TOBOP 0 MOJIHOI MaTepHaJbHON oTBeTCTBeHHOCTH. BA cooTrBeTcTBUM ¢ 1. 189
ITepeyHst THNOBBIX YNPaBJICHYECKHMX [JOKYMEHTOB, OOpasylIMXCsi B JAeATEJbLHOCTH
OpPraHu3anyiy, ¢ yYKa3aHHeM CPOKOB XPaHEHUSl TAKOil /J0roBop /[I0JKeH XPAHHUTbCA B
OpraHu3anuu S JI. ocje yBOJbHEHHS MaTepHaIbHO OTBETCTBEHHOr0 Jinna. C KaKkoro JHs
cjielyeT OTCYUTHIBATH CPOK XPAHEHHS ITOT0 JOKYMEHTA:

a). Co 1Hs yBoJIbHEHHS paOOTHUKA.

0). Co crnenyromiero AHs MOCJIE YBOJIbHECHHS.

OTBeTBI
O0a yka3aHHBIX BapHaHTa OTBETa HeBepHBL. B cooTBeTcTBUU ¢ OCHOBHBIMH TpaBUIaMU PabOTHI
apXHMBOB OPTaHU3AIMKA CPOK XPAHEHHS UCIIOJHEHHOTO WJIM TIPEKPATUBIIETO IEHCTBHE JOKYMEHTA
OTCUUTBIBAETCS ¢ | SIHBaps CIEAYIOIIETr0 KaJleHAapHOro roja.

Onpeneanre, kakasi IpouUeaypPa, BbINOJHAEMAs PH 0(popMIIeHHH [1eJl KaAPOBOii C1y:K00H
nepez cAayeil UX B apXMB, OTCYTCTBYET B IPUBEACHHOM IepevyHe:

a). Ilepenner nena.

0). Hymeparmus nuctoB nena.
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B). CocTaBieHne BHYTpEHHEH OMMCH JTOKYMEHTOB JIeJia.
r). BHecenne yrouHeHn B PeKBU3UTHI OOJIOKKH JIENa.

OTBeThI
B mpuBescHHOM IepeyHEe OTCYTCTBYET MpOICIypa COCTABJICHHS JINCTA — 3aBEPUTENIS Jela U
COCTAaBJIEHUE OIUCH JIEI.

4.3. OueHouYHbIE CPEJICTBA JUIsl IPOMEKYTOUHOM aTTECTAIUU.

4.3.1. TlepeueHb KOMIICTCHIIMH C YKa3aHHUEM OTaloB WX (OPMUPOBAHHS B IPOIECCE
OCBOCHHS 00pa3oBaTeIbHON MporpamMmbl. [lokazarenu U KpUTEPUH OIICHUBAHUS KOMIIETCHIIHIA C
Y4ETOM dTarna ux GopMHUpOBaHUS

Kon HaumenoBanue Kon HaumenoBanue >Tama
KOMITETEHITUHT KOMITETEHITUHT 9Tana OCBOCHHUS | OCBOCHHUS KOMIIETCHIUH
KOMITETEHIIHI
OIIK-10 CIOCOOHOCTh penarh OIIK-10.2 CrniocoOHOCTB
CTaHJapTHbIE 3a0a49H aJIMUHHUCTPUPOBATh
npodecCHOHATEHON MIPOIIECCHI
JeSITEeIbHOCTH Ha OCHOBE JIOKyMEHTO000pOTa MpHU
MH(POPMALTMOHHON U peanu3anuu QyHKIUN
O6ubmorpaduyeckont KylnbTyphbl yIpaBIeHUS
C IPUMEHEHUEM MIEPCOHAJIOM.
nH(pOpMaIMOHHO-
KOMMYHUKAITUOHHBIX
TEXHOJIOTHH U C YIETOM
OCHOBHBIX TpeOOBaHUI
nH(pOpMAITMOHHON
0e301acHOCTH
Otan 0CBOEHHUS IToka3arens Kpurepnii onieHuBanus
KOMITETEHIIUU OIICHUBaHUS
OIIK-10.2 — cocobHOCTH [Ipumensier HOpMBI | JleMOHCTpUpyeT TOUHOE
aJIMIUHUCTPUPOBATH TPYIOBOTO, aApPXWUBHOTO | TOHMMAaHUE
HPOIIECCHI 3aKOHOJaTeIbCTBA COOTBETCTBYIOIIUX HOPM
JTIOKYMEHTO000pOoTa NMpu Poccuiickoit ®denepanuu ¥ | TpyIOBOTrO, apXUBHOTO
peanmzanuu QyHKIHA JIOKQJIbHBIMU HOPMATHBHBIMU | 3aKOHOJIATEIILCTBA
yIpaBJIeHHs IEPCOHATIOM akTaMd  opraHuzanuud K | Poccuiickoit denepanuu u
KOHKPETHBIM 3a/1a4aM | JIOKaJbHBIX HOPMATUBHBIX
yIpaBIeHUS EPCOHATIOM. aKTOB OpraHU3allluu K
KOHKPETHBIM 3a/1a9aM
yIpaBJICHHS IEPCOHATIOM.

4.3.2 TunoBsie OLIECHOYHBIE CPEACTBA

Bomnpocsl Kk 3xk3amMeHny:

1. TlonsTHe OpraHM3alMOHHO-YIPABICHUECKOTO JOKYMEHTa B cdepe yInpaBlieHUs
MIEPCOHAJIOM, BUJIBI, TPABOBAsi OCHOBA Pa3pabOTKH U MPUHSATHS.

2. Tlonstne wWHGOPMAIMOHHO-CIIPABOYHOTO JOKyYMEHTa B cdepe  yhnpaBieHHS
MIEPCOHAJIOM, BUJIBI.

3. CoctaB JOKYMEHTOB MO JMYHOMY COCTaBy, HX Kiaccupukamus, ohopmiecHUE
JUYHOTO Jiesia paboTHUKA

4. JlokymeHTHI, odopmisieMble Ha OJTale T[OWCKa TMepcoHalma W WX oOImias
XapaKTePUCTHUKA: COJIEp>KaHUE, MOPSIIOK Pa3pabOTKH U MPUMEHEHHUS.
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5. Jlokymentsl, odopmiseMble Ha 2JTane oTOopa TepcoHaja W HMX o0mas
XapaKTEPUCTHKA: COZIEpKaHKe, TIOPSIOK pa3pabOTKH U PUMEHEHUSI.

6. Ilonarue u knaccudukanus JOKyMEHTOB IO JBM)KEHUIO IIEPCOHAIA.

7. Tlpukaspl, omocpeayrollde OTHOIIEHHUS 10 MABIKEHHIO KaJpOBOrO COCTaBa Y
paboTtopareisi: HOHATHE, COAEPKAHUE, ITpoLeaypa O(OpMIIEHHUS.

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

9. JluuHoe nenmo Kak HeoOsA3aTeNbHBIH JOKYMEHT 10 YyYeTy KaJpoB: IIOHATHE,
oopmiieHHE U BeJIeHHE JIUYHBIX Jel (I0chbe) cOTpyIHUKOB. COCTaB JOKYMEHTOB JIMYHOTO JeIa.

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

11. IToHsATHE U BUIBI TOKYMEHTALUU B cepe COLUATbHOIO CTpaXxoBaHUs, OPOpMIIsieMbIe
CITY»00i yrpaBiIeHHUs! IEPCOHATIOM.

12. Homenkiatypa Jein: MopsaoK HMOJArOTOBKM, COCTABICHUs, 0(OPMIICHUS, IpUMEpHas
HOMEHKJIaTypa JIe.

13. Cpoku xpaHeHHUs1 JOKYMEHTOB I10 YIIPaBJICHUIO IIEPCOHAIIOM.

14. TIpaBoBOE peryIMpOBaHUE ACATEIBHOCTU MO YIPABJICHUIO MEPCOHATIOM B CTpaHax C
Pa3BUTON PHIHOYHON YKOHOMHUKOM.

15. CiyxOBbI yrpaBieHus! IEPCOHATIOM M MEHEIDKEPHI 10 KaJipaM B 3apyOEIKHBIX (UpMaXx,
IIPaBOBOM CTaTyc, 3a1a4M, QyHKIMH, OpraHU3alus A TeIbHOCTH.

16. CoBpemeHHBIE METOABI PabOTHI C MEPCOHATIOM 3a PyOeKOM M BO3MOXHOCTH HX
ucnosnb3oBaHus B Poccuu.

17. lokyMeHTUpOBaHUE MAEATEIbHOCTH IO YIPABICHUIO NEPCOHAIOM (II0 OCHOBHBIM
3ajauyaM). Bunabl 10KymMeHTOB, ocoOeHHOocTH uX odopmieHus. [IpakThka W peKOMEHIAlUU
3apyOeKHBIX CIICIIHATTUCTOB.

18. 3agaumn u pyHKIMU Ci1y>KObI IEpCOHAA.

19. IIpaBoBBIE OCHOBHI IOKYyMEHTHPOBAHUS ACATEIBHOCTHU CITY>KOBI IIepcoHaa.

20. KagpoBas ciayx0a Kak HAaKONUTEIb JOKYMEHTHPOBAHHBIX EPCOHAIBHBIX TaHHBIX.

21. 3amTa NepCcOHANBHBIX JaHHBIX paOOTHHKA: 0053aHHOCTH paboToAaTEs

22. IlonoxeHue o 3aluTe NepCOHAIBHBIX TaHHBIX

23. TpeboBaHus K 0()OPMIICHHUIO COTJIACHS Ha 00pabOTKy MEPCOHATBHBIX JAHHBIX.

24. TIpaBuna cocTaBieHUs U YTBEpKIeHUs OJaHKOB U (pOPM JOKYMEHTOB.

25. O0mwmii coctaB U BUIBI KaJPOBOW JOKYMEHTAIIHH.

26. JIokanbHble HOPMAaTHBHbIE TOKYMEHTHI, PErIaMEHTUPYIOIIUE IeATEIHOCTh CITY>KObI
HepcoHala.

27. Opranu3alnoHHbIE JOKYMEHTbI, 0COOEHHOCTH U MOPSAA0K UX 0POPMIICHHUS.

28. PacniopsinuTenbHbIe JOKYMEHTBI KaapOBOW CIYXObl, OCOOEHHOCTH W TIOPSIIOK HX
opopmnenus (yHuduuupoBaHHBIE (OPMBI, TEKCTOBbIE (OPMBI, MOPAIOK PErHCTpPalud U
XpaHEHus).

29. UnpopMallMOHHO-CIIPABOYHbIE  JIOKYMEHTBhI, ~OCOOCHHOCTM W  TOPAJOK  HX
odopmIteHHUs.

30. TpyznoBas KHIKKA: BEJICHHUE, XpaHEHHE, BblJaua IPU YBOJbHEHHH.

31. Tpynosoii noroBop: pazpaboTka OiaHka, cojaepkaHue, ohopMIIeHHE TP MTPHEMe Ha
paboTy, B cilyuae U3MEHEHUS YCIIOBHH

32. [Ipomiecc  AOKYMEHTHUPOBAHHsSI ydeTa MW OTYETHOCTH IO KajpaMm: CTajaus
(dbopMHpOBaHUs YUETHBIX MAaCCHBOB, CTa/lusi OOHOBJICHUS, BHECEHUSI U3MEHEHUI U OMOTHEHUH,
CTaJusl COCTABIICHHUS OTYETHOCTH, BBIZIAYH CIIPABOYHOM MH(OPMAIIHH.

33. CocTaB TOKyMEHTOB, HEOOXOAMMBIX JJISl PELICHUs BONpoca O MpHeMe Ha padoTy.
KoHTpoh T0CTOBEPHOCTH MEPCOHATBHBIX TOKYMEHTOB.

34. TexHooruueckas 1ernoyvka mpuemMa rpaxjaaH Ha padory.

35. TexHOMOTHYECKasT TETIOYKA JTOKYMEHTHPOBAHUS TEpeBO/a PaOOTHUKA Ha JIPYTYIO
paborty.

36. JlokyMeHTHpOBaHHE MPOIEAYPHI MOOMIPEHHS PAOOTHUKA.
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37. JlokyMeHTUpOBaHHE MPOLEAYPHl MPUMEHEHUS AUCHMUILIMHAPHOTO B3bICKAHUS MPH
COBEpIICHUH PAOOTHUK.

38. JlokyMeHTHpOBaHKE MPOLIEYPHI IPEIOCTABICHUS PA3IMYHOTO BH/Ia OTITYCKOB.

39. JlokyMeHTHpOBaHHE MPOLEAYpPhl HAIPABJICHUS paOOTHUKA B KOMaHIUPOBKY.

40. Texnomornyeckasi 1EMNOYKa JIOKYMEHTUPOBAHHSI NPOLEAYPbl YBOJBHEHHUS IO
WHUIMATHBE paOOTHUKA.

41. Texnomornyeckasi 1EMNOYKAa JIOKYMEHTHPOBAHHUS MPOLEAYPbl YBOJBHEHHUS IO
WHUIMATHBE pab0TOMaTENs.

42. Texnomornyeckasi IENOYKa JIOKYMEHTUPOBAHMSI NPOLEAYPbl YBOJBHEHHUS IO
00CTOSTENILCTBAM, HE3ABUCSIIUM OT BOJH CTOPOH.

43. Tlopsaok odopmileHHs KaJpPOBBIX €Nl COrJIACHO HOMEHKIIAType Jell, UX TeKyllee U
apXUBHOE XPaHEHHUE.

44, Odopmienue aen A1 Mepeavyu B apXuB OpraHU3aIuu.

45, JlomKkHOCTHAST HMHCTPYKIMS: TOHATHE, CTPYKTypa, mpolenypa pa3paboTKH,
YTBEPKACHHUS.

46. KonseKTUBHBIA ~ IOTOBOp: TOHATHE, CTPYKTypa, Tpoleaypa pa3paboTKu U
YTBEPKACHHUS.

47. IlpaBuiia BHYTPEHHETO paCIOpsIKa OpPraHU3alUU: TOHATHE, CTPYKTYpa, MPOLeaypa
pa3paboTKH.

48. TlonmoxxeHNe O CTPYKTYPHOM IIO/PA3ACICHUU: TOHATHE, Mpolenypa pa3paboTKH,
YTBEPKACHHUS.

49, llltaTHOE pacnucaHue: CTPYKTYpa, MpoLeaypa pa3paboTKH, YTBEPKICHNUS, BHECCHUS
U3MEHEHUN U JOMOJIHEHUH.

50. [TocoOue MmO BPEMEHHON HETPYAOCIOCOOHOCTH W IO OEpPEeMEHHOCTH W POJaM:
MOHSTHE, 0COOCHHOCTH O(OPMIICHHS U BBITLIATHI.

51. TexHomornueckasi IIETIOYKAa JOKYMEHTHPOBAHUS TIPOLEAYPHl NPEIBAPUTEIHHOTO
MEAMIIMHCKOTO OCMOTpA.

52. TexHomornueckasi MEeMOYKa JOKYMEHTUPOBAHHS NPOIEIYPHl  IEPHOIHMYECKOTO
MEIUIUHCKOTO OCMOTpA.

53. TexHomornuecKas mernoyka JOKyMEHTHPOBAHUS TPOIETYPHl CTAKUPOBKHU TI0 OXpaHe
Tpyna.

54. TexHomornueckasi  I[EMOYKAa  JIOKYMEHTHPOBAHUS  TPOLEAYPHl  TPOBEICHHS
CrelMaNIbHOM OIIEHKH YCIOBUH Tpy/a.

55. O0masi ~ XapakTepUCTHKAa  OCHOBHBIX  JIOKYMEHTOB TI0  OXpaHe  Tpyna,
pa3pabaTbiBaeMbIX 1 0(OpMIIIEeMBbIX paboTOAATENIEM.

56. HecuacTHpii ciydaii Ha paboyeM MecTe: TMOHATHE, TMpoleAypa yd4yera u
paccienoBaHus, OCOOCHHOCTH JOKYMEHTUPOBAHHUSL.

IIpuMepsI 3a1aHNI HA 3a4eT

3ananue 1. OhopmuTe akT 006 OTCYTCTBUH BOJUTENS Ha pabodeM MecTe.

00O «bauk», MepuanoB PM. paboTaer B TpaHCIOPTHOM OT/IeNe, 3aHUMAET JIOJKHOCTb
Bonutend. PaGounit nenp HaumnHaercs B 8.00, ceituac 15.30, opopmute ¢akT OTCYTCTBHS Ha
paboyem MmecTe.

3aganue 2. PaccumraiiTe CTpaxoBOil CTak paOOTHHMKAa B LENSIX OIJIaThl BPEMEHHOU
HETPYAOCTIOCOOHOCTH.

CornacHo TpynoBOi KHM)KKU paOOTHUK padoTal:

10.03.2013-07.07.2015 - OOmiecTBO ¢ OTpaHMYECHHOW OTBETCTBEHHOCTHIO «BITHK»

09.08.2015-01.04.2016 - O6mIecTBO ¢ OTpaHUYEHHON OTBETCTBEHHOCTHIO «Masik»

05.04.2016-31.03.2017 — cnyx0a B apMHUU COTIIACHO BOCHHOTO OMIIeTa
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12.05.2017-31.10.2018 - O6miecTBO ¢ OrpaHUYEHHON OTBETCTBEHHOCTHIO «Masik»»

3ananme 3. Kelichl 1151 MEHEKEPA MO MEPCOHATY

Cosnars rpaduk ormyckoB Ha 2018 rog.

1 — renepanbHbIi qUpekTOp. OTIYCK OOBIYHBIN M 32 HCHOPMHUPOBAHHOCTH 5 JTHEH.

2 — mnaBHbIA Oyxranrep. OOBIYHBIA OTIYCK, 33J0JDKEHHOCTh 3a MpeAbLAyInui rox 15
nHell. (paOOTHHMK He OTrYIsUl STH JIHU, W IUIaHMpYeT HCIoib3oBaTh B Oynymem. Korma -
HEU3BECTHO)

3. Dnektpuk. OOBIYHBIN OTIYCK U 32 BPEAHOCTD.

4. Menemxkep 1o nepconairy. OOBIYHBIN OTITYCK. (MaTh pebeHka 5 JieT)

5. CekpeTapb — OOBIYHBIN OTIYCK (COTPYIHHK B JIeKpeTe 10 HosOopst 2018).

3ananue 4.

Cnecapp Hexmonos C.M. paboraer B OOO «bnuk». Ero pexum Tpyna: 5-IHeBHas
paboyas Henels, ¢ IByMsl BBIXOJHBIMH JHSAMHU B Cy0OOTYy M BockpeceHbe. Pabouee Bpems ¢ 9.00
1o 18.00 ¢ mepepriBoM i1t oT/AbIXa M muTaHus 1 9ac. B omHoM u3 mompasneneHuit B cyoooTy
IPOM30LIeNl HPOpPbIB TPYO M HEOOXOAMMO YyCTpaHUTh aBapuo. OdopmuTe HEOOXOIUMbIE
JIOKYMEHTBI 1711 pabOoTHI B Cy0OOOTY ciecaps.

3aganue 5. Ogopmure nmpuka3s o npuemMe Ha padoTy

Wene A.Il. mpunumaercs B OOIIECTBO C OTpaHUYEHHOI OTBETCTBEHHOCTHIO «bIuK» B
OTJel 10 padoTe ¢ KJIMEHTAaMHU Ha JOJDKHOCTh MEHekepa Mo pabdore ¢ (GU3MUECKUMHU JIMLIAMU
15.10.2018. C pabGoTHHUKOM 3aKIIOYaeTCs CPOYHBIA TpPymnoBoil moroBop Ha 1 rox. PaGorHuky
YCTaHABJIMBAETCS UCIBbITAHUE MPOJOJDKUTEIBLHOCTHIO 2 Mecsia, okiaa 23 000 pyo.

3aganune 6. Odopmute 3amuch 0 mpueme Ha pabOTy B TPYHAOBOM KHMKKE COTJIACHO
HpHKa3a.

Yuuduuuposannas popma Ne T- 1
VYTBepkaeHa noctanoBieHreM I'ockomcrara
Poccun ot 05.01.2004 Nel

Kon
dopma o OKY /] 0301001
000 «Pomarika» 10 OKIIO 9874657
HaWMEHOBaHHE OpTraHU3aluN
Howmep
Jlara
JOKYMECHTa
IIPHKA3 123 01.10.2016
(pacnopsizkeHue)
0 npueMe palOTHUKA Ha padoTy
Hara
IIpunsaTs Ha padoTty c 01.10.2016
1o -

TabenbHbIIT HOMEp

CunopoBy Onbry BnagumuposHy 164
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(amunus, UMsi, OTYECTBO

B DuHaHCOBO-PKOHOMUYECKUU OTAEH

HaMMCHOBAHHUE CTPYKTYPHOI'O IIOAPAa3ACICHUS

3KOHOMUCT

HauMEHOBaHUe MPodeccHn (TODKHOCTH), paspsi, Kiace (KaTeropus) KBaau(pUKaLu

OCHOBHOE MECTO paboThI

YCIOBHS pueMa Ha paboTy, XapakTep paboTh

¢ oK1a10M (Tapu(HOM CTaBKOK) 45000 py6 - xom
nudpamu
HanbaBkoii _- pyo - KoII
C UCTIBITATEIILHBIM CPOKOM TPpH MECAla MECSIIEB
OcHoBaHnue:

TpynoBoii gorosop (kourpakt) ot «01» OKTSI6p5[ 2016 roma Ne 198

PyKOBO}Jl/ITe.]IL OpraHu3anvu FeHepaHLHBIﬁ
Jupekrop Heanos B.l.ABanoB
JOJDKHOCTD MOATIHCH pacuidpoBKa MOAIHCH
C npuka3oM (PacnopsizkeHueM) 03HAKOMJIEH Cudopoea «01» okmsa6ps 2016 rona

MOJIHUCH PadOTHUKA

3ananme 7. Keiic 1u1s KaHAMIATOB HA JOJDKHOCTh «/{MpEKTOp MO epcoHamy»

Kommnanus 6onee 6 et Ha pbiHke. OO11ee Koja-Bo coTpynHUKoB 150 uen + ¢unmainsl B 4
ctpaHax EBpombl. CymiecTByloT 3 OCHOBHBIX HampapieHHs aesTesnbHocTd (toprosis THII,
IIPOU3BOCTBO CTPOUTENBHBIX MaTepHalioB, CTPOUTEIBCTBO)

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

— opraHuzoBath noabop mnepcoHana (80 BakaHcwii B rox, ceiiyac B pabore 48
BaKaHCUM),

— HajnaauTh paldoTy MO OpraHU3aldy M IMPOBEACHHUIO PEryIsSpHBIX MEPONPUATHH I10
OLIEHKE M aTTeCTalllM NepcoHaa (paHee He IPOBOAMIINCH);

— OLIEHUTH CYLIECTBYIOIIME B KOMIIAHUM CUCTEMbl MOTHBAIUU, U IIPU HEOOXOJUMOCTH,
PEKOMEH/IOBaTh HM3MEHEHUs (IPUMEHsSEMble B HACTOSILEE BPEMs CXEMbl HE YIOBIETBOPSIOT
COTPY/IHUKOB M HE COOTBETCTBYIOT II€JIIM KOMITaHUN );

— OpraHu3oBaTh NpPOLECC TMOCTOSHHOTO OOy4eHHs U TIOBBIIEHUS KBaJU(pUKaLUU
COTPYIHUKOB KOMIIaHMH, COOTBETCTBYIOLIETO LIEISAM KOMIIAHUH.

VYkaxure, kakas nHbopmanus Bam moHago0UTCs TOTOTHUTEIBHO.

VKaxuTe, Kakhe pecypchl (OpraHuW3alMOHHBIE, MaTepualbHble, HUHQOPMAIMOHHBIE,
YyeJIoBeUeCKHe, BpEMEHHbBIE) BaM MOTPEOYIOTCS AJI BHIIOTHEHHSI TAHHBIX 33/1a4.

W3noxure cBoe BHJIEHHE MOCIEI0BATEIILHOCTU U COJEpXKaHUS ACUCTBUIM, HEOOXOAMMBIX
JUTSL BBITIOJTHEHUS IAHHBIX 337a4, YKaKUTE MOCIIE0BATEIbHOCTh, OIIEHUTE CPOKHU BBIITOJHEHUS U
COCTaBETe IU1aH Bamux aelcTBUH.

3aganue 8. CocraBpre M 0()OpPMUTE MPUKA3HI TIO TUIHOMY COCTABY

3aBenyromiasi otaenoM muceMm razetsl «l'yoepuus» ComoBa AHHa MBanoBHa 15 mas
TEKYILlero rofa oOparuiach K TIaBHOMY pelakTopy YBapoBy A.H. ¢ mpock0o#i nmpenocTaBuTh e
OTIyCK 0€3 COXpaHeHHs 3apaboTHOI mIaTel ¢ 16 mo 18 Mast o ceMelHbIM 00CTOSITEIbCTBAM.
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[TpoekT mpukaza 06 ormycke ObUT 0()OPMIIEH HavyaIbHUKOM OT/eNa KaapoB EpMakoBbIM
W.H. 15 mas, B TOT e AeHb NOJIUCAH IJIaBHBIM PEJAKTOPOM.

[IIxana oneHuBaHUs.

OneHka 3HaHWH, YMEHHN, HABBIKOB IIPOBOJUTCS HAa OCHOBE OaIbHO-PEUTHHTOBOM
cuctembl: 30% u3 100% (uwnum 30 6amioB u3 100) - BKi1ag B UTOrOBYIO OLIEHKY I10 pe3ysbTaTaM
IPOMEKYTOUHON aTTEeCTalUH.

[Ipu ouenuBaHMM OTBETa OOYdAIOUIETOCA B XO/€ MPOMEXKYTOYHOW aTTECTALlMU MOXKHO
ONUPATHCS HA CIEAYIOUINE KPUTEPUH:

bauer Kpurepuit onenku

26-30 |OOyuarommiicss TOKa3bIBaeT BBICOKMH  YpOBEHb KOMIETEHTHOCTH, 3HAHHS
IpOrpaMMHOI0 Marepuana, Yy4eOHOH, MepHOAMYECKOH H  MOHOIrpaduuecKoi
JUTEPaTyphl, 3aKOHONATENbCTBA M TPAKTUKM €ro NPHUMEHEHHS, PACKPBIBAECT HE
TOJIbKO OCHOBHBIE IOHATHS, HO M AHAIM3UPYET UX C TOYKH 3PEHUS Pa3IUYHBIX
aBTOpoB. O0yyaromuiics MOKa3blBa€T HE TOJIBKO BBICOKUN YPOBEHb TEOPETUUYECKUX
3HAHUM, HO M BUAUT MEXIUCLUIUIMHApHbIE cBs3U. IIpodeccuonanbHo, rpaMoTHO,
MIOCJIEIOBATEIBHO, XOPOIINM SI3BIKOM YETKO M3JIaraeT MaTepuall, apryMEeHTHPOBAHHO
dopMynupyeT BBIBOJBI. 3HAeT B paMKax TpeOOBaHMN K HANpPaBICHUIO M HPOQHUIIIO
MOJATOTOBKH 3aKOHOJATEIbHO-HOPMAaTHUBHYIO M IpakTHUYeCKylo 0a3y. Ha Bompockr
OTBEYAET KPATKO, APTYMEHTUPOBAHO, YBEPEHHO, 10 CYIIECTBY.
16-25 OOyvaromuiicss IOKa3bIBa€T JIOCTATOYHBI YPOBEHb KOMIIETEHTHOCTH, 3HAHMS
MaTepHaIoB 3aHATUH, y4eOHOW U METOJMUYECKOW JIUTepaTyphl, 3aKOHOJATEIbCTBA U
NPaKTUKHA €r0 MPUMEHEHHs. YBEPEHHO M NMPO(EeCcCHOHATBHO, TPAMOTHBIM S3BIKOM,
SCHO, YETKO M NOHSATHO M3JIaraeT COCTOSIHME M CyTh BOIpoOca. 3HAET HOPMAaTHBHO-
3aKOHOJATENPHYI0 M  TPAaKTHYeCKyl0 0a3y, HO TIpU OTBETE€ JIOIMYCKaeT
HECYILECTBEHHbIE MOrpemHocTu. O0yyaronuiics MoKa3blBaeT JOCTATOUHbIH YPOBEHb
npodeCCHOHATIBHBIX 3HAHHUM, CBOOOJHO ONEPUPYET MOHATHUSAMH, METOJaMHU OICHKH
OPUHATHS pelleHHH, HMeeT IMpeJCTaBleHHe: O MEeXIUCIMUITIMHAPHBIX CBA3AX,
YBSI3BIBACT 3HAHMSA, TOJYyYEHHBIC NPH W3YYCHUH PA3IUYHBIX AUCHUIUINH, YMEeT
aHaAJTM3UPOBaTh MPAKTUYECKUE CUTYallMH, HO JIOMYCKAeT HEKOTOphIE MOTIPEIIHOCTH.
OTBeT MOCTPOEH JIOTHYHO, MaTepHall M3JIaraeTCsl XOPOIIUM SI3BIKOM, MPHBIICKACTCS
UH(POPMATUBHBIA M WJUIIOCTPUPOBAHHBIA MaTepuall, HO TNpPH OTBETE JOIMYCKaeT
HEKOTOPbIe MOTPENIHOCTH. BOIIPOCH HE BBI3BIBAIOT CYNIECTBEHHBIX 3aTPYTHECHHN.
6-15 OOyuaromuiics MOKa3bIBae€T JOCTAaTOYHBbIE 3HAHUS MaTepUANIOB 3aHATHHA, HO IpH
OTBETE OTCYTCTBYET JOJDKHAS CBSI3b MEXKIy aHAIH30M, apryMEHTalueil ¥ BBIBOIaMHU.
Ha nocraBiieHHBbIE WiI€HAaMM KOMHUCCHHM BOIPOCHI OTBEYAET HEYBEPEHHO, JIOITYCKaeT
norpermHocTd. OOydJaromuiicss BIIaJeeT MPAKTUYECKMMH HaBBIKAMH, IPHBIICKACT
WITIOCTPAaTUBHBIM MaTepuaj, HO 4YYyBCTBYeT ce0si HEYBEPEeHHO NpU aHalu3e
MEXIUCIUATUTMHAPHBIX CBsi3ell. B oTBeTe He Bcerga MNPHCYTCTBYET JIOTHKA,
apryMeHTBhI TPHUBIIEKAIOTCS HEJOCTaTO4YHO Beckue. Ha mocTaBieHHbIE BONPOCHI
3aTPYIHSETCS C OTBETAMH, TOKA3bIBAET HEJJOCTATOYHO ITYOOKHE 3HAHUSI.
0-5 OOyuaromuiics moKa3plBaeT cia0ble 3HAHUS MaTepUajoB 3aHATHH, y4eOHOI
JUTEPaTyphl, 3aKOHONATENILCTBA M TPAKTUKHA €r0 NMPUMEHEHHS, HU3KUA YpPOBEHBb
KOMIIETEHTHOCTH, HEYBEpEHHOE H3J0KeHue Bompoca. OOydarouuiics moka3blBaeT
Ca0blii  ypOBeHb TPO(ECCHOHANBHBIX 3HAaHWH, 3aTPyAHACTCS TP AaHAJH3e
NpaKTUYeCKUX cuTyauuid. He MokeT mpuBecTH NMpUMEphl U3 peajbHON MPaKTHKH.
HeyBepeHHO W JIOTHYECKH HETOCIEOBAaTeNIFHO M3JaraeT Martepuan. HempaBuiibHO
OTBEYAET Ha BOIPOCHI MJIU 3aTPYJHSIETCS C OTBETOM.

[Ixana nepeBosa U3 MHOTOOAIILEHON CHCTEMBI B TPAJAUIIMOHHYIO:
— oOydJaromeMmycsi  BBICTAaBISIETCS ~ OIIGHKA  «HEYJOBIETBOPUTEIHHO»  €CIH
obOyuaromuiicss Habpan menee 50 6aioB,
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—  OIICHKA «YIOBJICTBOPUTEIBHO» BBICTABISIETCA IPH YCIOBHH, €CIH OOy4Yaromuics
Habpan ot 50 1o 65 Gamos;

—  OIICHKA «XOPOUIO» BBICTABIISICTCS MPHU YCIOBUH, €CIIU O0ydarouuiics Habpaix oT 66
o 75 6annos;

—  OLICHKAa «OTIIMYHOY» BBICTABIACTCS MIPU YCIOBHH, €CcaH oOydaromuiics HaOpax ot 76
10 100 6amnos;

— 100 GamoB BBICTABISETCS IPU YCIOBUM BBIINOJIHEHUS BCEX TPEOOBAaHUM, a TaKXKe
npu 00S3aTeIbHOM IPOSIBICHUH TBOPYECKOrO OTHOWICHUS K MPEAMETY, YMEHHHM HaXOAUTh
OpUTHHAJIbHBIC, HE COZEp)KalIHecs B y4yeOHHUKAaX OTBETHI, YMEHMM paboTaTh C MCTOUYHUKAMH,
KOTOpPBIE COAEpIKarcsl JOTMOJHHUTEIBHONW JHTEparype K Kypcy, YMEHHHM COCAMHATH 3HAHUS,
MOJTY4YEHHBIC B IAHHOM KypCe CO 3HAHUSMU JIPYTUX TUCIUIUIHH.

4.4. Meronuueckue MaTepuasl

CryneHT nomyckaeTcss K SK3aMeHY IO JIUCUUIUIMHE B CIy4yae BBIMOJIHEHHUS UM BCEX
3a1aHUI U MEPOIIPUATUH, IIPEyCMOTPEHHBIX IPOTPaMMOM AUCLUILIMHBL.

DK3aMeH CTaBUTCS CTYACHTY IO pPe3ylIbTaTaM BBIMOJIHEHHBIX Pa0OT B TEUEHHUE CEMECTpa,
IIpU YCJIOBHMM, YTO OLIEHKHM CTYIAEHTa 3a paboTy B TEUYEHUE ceMecTpa (II0 BCEM pe3yabTaraM
TEKYILero KOHTPOJIsl 3HAHUN) COCTaBIAOT HEe MeHee ueM Ha 70 % «ormmuuno» u 30 % «xoporoy,
IPOITYCKH 3aHATUI OTCYTCTBYIOT.

DK3aMeH MPOBOAUTCS B PopMe MyOITHMUHOTO BHICTYIUICHHSL.

BricTymienne — 310 oduiuanbHoe cooOlIeHNe, MOCBSILIEHHOE TEME BoIIpoca B OuieTe,
KOTOPOE COEP>KUT OMHCAHKUE BOIPOCA M pacKphIThE ero cyTH. CTpyKTypa OTBETA BKIIIOYAECT:

1. BBenenue:

— YKa3bIBaeTCsl BOMPOC, U3JIaraeTcsl MocjaeI0BaTeIbHOCTh OTBETA,

2. OCHOBHOE€ coziepKaHue:

— o0o3HauaeTcsi mMpoOJIEMHOE T0JIe U BBOAATCS OCHOBHBIE TEPMHHBI BBICTYIUICHHUS, a

TaK)K€ TEMATUUECKUE pa3Jieibl COACPKAHUS OTBETA;

— HAMEYalTCs METO/bl peIIeHUs NPEACTABICHHOW B BBICTYIUICHMM MpPOOJIEMBbI U

IpeIoaraeéMble pe3yinbTaThl.

3. 3aKiIroYeHME:

— MPUBOJATCS OCHOBHBIE PE3YNIBTAThl U CY)KJIEHUS aBTOpa MO MOBOAY MYTEH BO3MOXKHOIO

pelIeHUsT PAacCMOTPEHHOM MpoOJeMbl, KOTOpble MOTYT OBITh O(QOPMIIEHBI B BHJE

PEKOMEH TN .

BeicTynieHne A0MKHO OBITh MOCTPOEHO B COOTBETCTBUU C pEIIaMEHTOM: He Oosee

MATU—CEMH MUHYT.

OOyuaromuiicss TaKke TOTOBUT pemieHue keiica. OOyuarommuicss 3HAKOMHUTCS C
MmarepuasioM keica. OcMmbicnuBaeT cuTyanuio. PaccmarpuBaeT ajbT€pHATUBBI  pELLIEHUS
npo0JIeMbl U HaXOIUT €€ BEpHOEe WM ONTHMasibHOE perieHue. OOydarouuiics 3aluiaeT cBoe
pemenue. IlpemonaBarenb OLEHUBAET KaueCTBO BBIMOJHEHUS 3a/aHUs 10 KPUTEPUSIM:
JIMarHOCTUKU TpoOJieMbl, KadecTBa MNpENIOKEHUI M peKOMEHJIalui 10 peleHHuIo Keiica,
KauecTBa U3JIOKEHUS MaTepuara.

5. MeToauyeckue yKazaHus sl 00y4aOUIUXCSl IO OCBOEHHIO JUCIIHIJIMHBI

VYCTHBIN onpoc SBISETCS OJHUM M3 OCHOBHBIX CHOCOOOB NMPOBEPKU YCBOCHMS 3HAHUH
oOyyatomumucs. Pa3BepHyTbIiI OTBET CTyIeHTa [JOJKEH NpEICTaBIsATh COOOH CBS3HOE,
JIOTMYECKU MOCIEI0BATEIbHOE COOOIIEHUE Ha ONPEACTICHHYIO TeMY, IOKa3bIBaTh €ro yMEHHE
NPUMEHSTh ONpEJENIeHUs, MpaBUja B KOHKPETHBIX ciydasix. OCHOBHBIE KpPUTEPUM OLICHKU
YCTHOTO OTBETa: MPaBHIBHOCTh OTBETA MO COAEP)KAHUIO; TMOJHOTA U IIyOMHA OTBETa; JIOTMKa
U3JIOKEHHS MaTepuaia (YUUThIBAeTCsl YMEHUE CTPOUTH LIEJIOCTHBIH, MOCe10BaTeIbHbINA pacckas,
IPaMOTHO TI0JIb30BaThCsl CHENMATIbHON TEPMHHOJIOTHEH); HCIIOIb30BAHUE JOMOIHUTEIBHOTO
marepuaia.

[IpakTudeckue 3aaHusi ABISIOTCA HEOOXOAMM 3BEHOM JJISl OLIEHKM YMEHUH M HABBIKOB
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obOyuaromuxcs. OCHOBHBIE KPHUTEPUHM OIICHKH TMPAKTUYECKOTO 3amaHus (Keica): KadyecTBO
MPEIOKEHU U PEKOMEHIAIMI TI0 PEIIeHUI0 MPOOJIeMbl (BBIXOY U3 CHTYAIlMH), OMMMCAHHON B
NPaKTUYEeCKOM 3ajaHuu (Keice), KaueCTBO OOOCHOBaHUS aHalW3a MpOOJIeM M IOCIEACTBUIN
BHEAPEHUsT CPOPMYIUPOBAHHBIX MPEUIOKEHUH M PEKOMEHIAIUI 10 PEIICHUI0 TPOOIeMbI
(BBIXOY U3 CUTYAIlMH), OIMCAHHOM B IMPAKTHUUECKOM 3aJaHuu (Kekce).

MeTtoanueckne yKa3aHus 0 CAMOCTOATEILHOM MOATOTOBKE K 3aHATHAM
JIEKIINOHHOTO, IPAKTHYECKOI0 (CEMHMHAPCKOI0) THIIA:

[ToaroToBka K 3aHATUSM JIOJKHA HOCUTH CHUCTEMAaTUYECKUU XapakTep. DTO IMO3BOJIUT
oOyyJaromniemMycsi B IOJIHOM 00beMe BBINIOJIHUTL Bce TpeOoBaHwus mpernoaaBatenss. OOyJaronmmcst
pPEKOMEHAYeTCsl H3ydaTb KaK OCHOBHYIO, TaK W JOMOJHUTEIBHYIO JIUTEPaTypy, a TaKkKe
3HAKOMHUTbCSI ¢ VIHTepHET-UCTOUYHHMKaMHU (CIUCOK TpHUBEIEH B pabouyell mporpaMme 1o
JTUCITUTIIINHE).

Cnucok BOMPOCOB /JIsi CAMOCTOSITEIbHON MOJTOTOBKU K OMPOCaM IO TeMaM MPHUBE/ICH B
pabodeii mporpaMme 1Mo JUCHUTIINHE B 1. 4.2.

MeTtoanueckue yKa3aHus 1o NoAroToBKe K onpocy:

[loaroroBka oOyuarommxcs K OMNPOCY NpEnojaraeT H3ydyeHHEe B COOTBETCTBHUHU
TEMaTUKOM JUCIUILTUHBI OCHOBHOM/ JOMOIHUTENBHON TUTEPATyphl, HOPMAaTUBHBIX JOKYMEHTOB,
MHTEPHET-PECYPCOB.

MeToauvecKue peKOMEeHIAlMHU 110 MOAT0TOBKE K TECTUPOBAHMIO:

[Ipy moAroToBKE K TECTUPOBAHUIO CIEAYET YUYUTHIBATh, YTO TECT MPOBEPSET HE TOJIBKO
3HAaHHWE TIOHATHUW, KaTerOpWUH, COOBITHH, SBICHUH, yMEHHS BBIICIATH, AHAIM3UPOBATH U
0000maTes Hauboyiee CYIIECTBEHHBbIE CBSI3U, NPU3HAKKM M TMPUHIUIBl PAa3HBIX SBICHUNA U
nporieccoB. [loaToMy mpu MOArOoTOBKE K TECTy HE CIEAyeT MPOCTO 3ay4HMBaTh, HEOOXOJIMMO
MNOHITHh JIOTUKY U3JI0)KEHHOTO MaTepuana. JTOMY HEMajo CIOCOOCTBYET COCTaBIICHUE
pa3BEepHYTOTO IUIaHA, TAONUIl, CXEeM. BOJbIIyI0 MOMOIb OKa3bIBAIOT HHTEPHET-TPEHAXKEPHI,
MO3BOJIAIONINE, BO-TIEPBBIX, 3aKPEMHUTh 3HAHUS, BO-BTOPBIX, MPHUOOPECTH COOTBETCTBYIOIINE
TICUXOJOTHYECKNE HABBIKA CAMOPETYIISIIUA U CAMOKOHTPOJISA.

TectupoBanre UMEET pPsIA OCOOCHHOCTEH, 3HAHHME KOTOPBHIX IOMOTAET YCIEUTHO
BBIIIOJHUTh TECT. MOXKHO JaTh CIEAYIOIINE METOIMYECKHE PEKOMEHIAIMU: CIEAYEeT
BHUMATENIbHO H3YyYUTh CTPYKTYPY Te€CTa, OLIEHUTh O0BEM BpPEMEHH, BBIACISEMOr0 Ha JAHHBIN
TECT, YBHJIETh, KAaKOTO THIIA 3aJaHUsl B HEM COJEPKATCA; OTBEYaTh HA TE€ BOIPOCHI, B
MIPAaBWIBHOCTU PELIEHUS KOTOPHIX HET COMHEHHUH, IIOKAa HE OCTAaHABJIMBAsCh HA TEX, KOTOPHIE
MOTYT BBI3BaTh JOJITHE Pa3lyMbs; OU€Hb BAXKHO BCEra BHUMATEIBHO YATATh 3aIaHUS 10 KOHIIA,
HE MBITAACh NOHATH YCIOBHUS «I10 IIEPBBIM CIIOBaAM».

HMHcTpyKuus N0 BbINOJHEHUIO TECTOBOIO 3aJaHUS

TectupoBanue mnpenacTaBisieT CcoOOM  BBINOJHEHHWE TECTOBOIO 3aJaHus  (TecTa),
cocrosuiero u3 20 BONpoCOB U BapUaHTOB OTBETOB Ha HUX. BoIpockl mpeaycMaTpuBarOT OJUH
NIpaBUJIBHBIN BapuWaHT oTBeTa. Bpems mnpoxoxkaenus tecta 40 muHyT. HampotmB Kaxkmoro
BOMpOCa OOYYaIOUIMIiCA CTaBUT OTMETKY (HAmpuMep, «TalouKy» WIH «KpEecTUk»). Jlms
MIPOXOXKACHUS TecTa 00yyarouuiics nomkeH HaOpath He 6osee 30 OamtoB. MakcumalbHbIN Oat
coctaiisieT 40 6armtoB. 3a KaX/Iplii IPaBUIbHBIM OTBET MpUCBauBaeTcs aBa (2) Oamna.

Ecnn oOyuwaromuiicss He 3HaeT NMPaBHJIBHOIO OTBETA HAa BONPOC TECTa, OH MOXET €ro
IPOMYCTUTh, HO B 3TOM Cilyyae OyJIeT 3aCUMTaH HEBEpHBIN OTBET.

MeToauyeckne peKOMeHIAUMH 110 HANTHCAHUIO pedepara:

Pedepar sBnsercs camMoCTOATENHLHON MpakTUUECKOW paboToii oOydaromuxcs. OH
IIPU3BaH ONPEIEIUTh CTENEHb OCBOEHUS CTYIEHTOM 3HAHMH M HaBBIKOB, IOJYYEHHBIX UM B
nmponecce N3ydCHuda JUCIHUILINHBI.
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Texcr paboThl AOMKEeH OBITH HamucaH B HaydHOM ctuiie. OdopmiIeHHE TEKCTa TaKKe
JIOJDKHO OBITH BBIMTOJHEHO TrpaMoTHO. CremyeT m30eraTh MyCThIX HMPOCTPAHCTB U, TeM Ooiee,
cTpanull. Ha Bce Tabnuibl, pUCYHKH U AHArpaMMBbl I€JIAI0TCS CCHUIKU B TEKCTE.

PabGora BemonHsiercss B gopmare A4. Ilpudr — TimesNewRoman. OcHOBHOH TeKCT
pabotel Habupaercs 14-m mpudTom uyepe3 1,5 uHTepBasna, BbIpAaBHUBAHHE I10 IIHUPHHE,
MeXOyKBEHHbII uHTepBan «OObIuYHBINY», KpacHas cTpoka 1,25 cM. ABTOMarudecku
paccraBisitoTcst nepeHockl. [lomns: Bepxuee 2,0 cm, HmkHee 2,0 cM, jeBoe 3 cM, mpaBoe 1 cwm.
[TpomexxyTkn Mexay ab3amaMud OTCYTCTBYIOT. BBeneHue, TJaBbl, 3aKIIOYEHHE, CIHCOK
JUTEepaTypbl U NPUIIOKEHUST GOPMATUPYIOTCS KaK 3aroJIOBKH MEPBOTO YPOBHS M HAYMHAIOTCS
KaKJIbII ¢ HOBOM cTpaHulpl. [loapasaeins! riaB ¢ HOBOM CTPAaHMIIBI HE HAYMHAIOTCA.

CHOCKM JAenaroTcss BHU3Y CTpaHUIlbl. TaOnuibl M PUCYHKH HYMEPYIOTCS OTIENbHO.
Howmep BrutouaeT HoMep I1aBbl 1 HOMEP PUCYHKa/TaOJIUIIBI B JAHHOW TJIaBe.

Crpanunpbl paboThl JOJKHBI OBITH NMPOHYMEpoBaHbl. Hymepanusi HauMHaeTcss co
CTpPaHHIIBI C OTJIABJICHUEM, Ha KOTOPO# CTaBHUTCA IUdpa «2» u ganee — no nopsaxky. OkoHyanue
HyMepaluy NpPUXOJUTCS Ha TOCIEAHUN JIUCT CIHCKa JUTeparypbl. HoMmep craBUTCS BHU3Y
CTpaHuLBbl cripaBa. Ha crpaHuniax ¢ npusaoKeHUsIMM HOMEpa HE CTaBATCS, U B OIJIABJIEHUE OHU
HE BBIHOCATCS. B ornmaBneHnn ykasplBaeTcsl TOJIbKO HOMEp MEPBOTO JIMCTA MEPBOTO MPUITIOKEHUS.
O0beM pedepara 7-15 crp.

6. YueOHas tuTepaTypa U pecypchbl HHPOPMAIHOHHO-TEJIeKOMMYHUKANIMOHHOM ceTH
"HHTepHeT", BKIKYaAA NepevYeHb Y1eOHO-MeTOANYeCKOro odecneyeHus 1Jis
CaMOCTOSITe/IbHOI PadoThl 00y4aIOIMXCH MO JUCUUIIHHE

6.1. OcHoBHas JqUTepaTypa

1. Kysuenos, U. H. JlokymeHTanmoHHOE OO€CI€UECHUE YIPABICHUS IEPCOHAIOM :
yueOHUK M TMPaKTUKyM [Uisi npukiagHoro OakamaBpuara / WM. H. KysnemoB. — M.
WznatenscrBo Opaiit, 2017. — 520 c. — (Cepus : bakanasp. IIpuxmnannoit kypc). — ISBN
978-5-9916-4000-8. — Pexum moctyma : www.biblio-online.ru/book/BDE14AC8-BFC6-4C18-
BBDF-ADOGE453A417.

2. Mascypos, P. E. HacronpHast KHUTra TupeKkTopa 1o mepcoHaiy : MnpakT. nocodue / P.
E. MancypoB. — 2-¢ u3., niep. u jgon. — M. : U3natensctBo FOpaiit, 2018. — 384 ¢. — (Cepust
[Ipodeccronanbhas NPaKTHKa). — ISBN 978-5-534-08165-7. https://biblio-
online.ru/book/D057E333-CC4E-4790-A253-7120F3BF5959/nastolnaya-kniga-direktora-po-
personalu

3. Cemenuxun B.B. KanpoBoe nenompousBojactBo. 3-¢ u3a., mepepad. u gom. M.:
I'poccMenna, POCBYX, 2017. 594 c.

4. 2.1S0 9001:2015 A complete guide to Quality Management Systems.- CRC Press,
2017. - 442 p.

6.2. lonoTHUTeIbLHAS JJATEPATypa

1. Koxanoa E. CocraBisieM MHCTPYKIHMIO IO KaJIpOBOMY JAEJIONpPOU3BOJACTBY //
Kanpogas cinyx6a u ynpasnenue nepconanom npennpusitus. 2016. N 5. C. 42 - 47.

2. Jlapuna C. Yem rpo3sr ommOKH B KaapoBoM JenomnpousBojctse? // Kaapopas
cinyx0a u ynpasienue nepconanom npeanpustus. 2016. N 2. C. 68 - 75.

3. Cenaroposa H. CocraBisieM OMKHOCTHYIO HHCTPYKIIMIO CHeLHaINCTa Mo Kajapam //
Kanposas cinyx06a u ynpasienue nepconanom npeanpusatus. 2018. N 7. C. 32 - 41.

4. CrnpaBOYHHMK KaJpOBMKa: IMOJH. MpakT. pyk. / mox pen. A.B. Illamaesa. 10-e u3n.,
nepepad. u gomn. M.: I'poccMenna, POCBY X, 2016. 737 c.

5. VYmnpaBieHue 4enoBeUECKUMH pecypcaMu: YUeOHHK Ui OakanaBpoB. — 2-€ U3J., Mep.
u jgon. / U.A. Makcumues; otB. pea. H.A. TopemoB. — M.: IOpaiit, 2016. — 525 c. —


http://www.biblio-online.ru/book/BDE14AC8-BFC6-4C18-BBDF-AD06E453A417
http://www.biblio-online.ru/book/BDE14AC8-BFC6-4C18-BBDF-AD06E453A417
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DnexTpoHHbIii pecypce: http://www.biblio-online.ru/thematic/?43&id=urait.content. 7CFEE7E7-
CI9DA-4083-9921-AF159C208A8C&type=c_pub

6.3. YueOHO-MeTOANYECKOE O0ecTIedeHHe CAMOCTOATEIbLHOH padoThl

1. Opnosa E. Illnmapranka no ohoOpMICHHIO HEKOTOPHIX KaJpOBBIX JTOKYMEHTOB //
Hanorossiit BecTHUK - KoHcynbranuu. Pazbsacaenus. Muenus. 2018. N 8. C. 28 - 44,

2. Opnosckuit  FO.I1., HyprtaumnoBa A.®., YukanoBa JI.LA. HacronpHas kHura
KaJ[poBHKa: topuanueckue acrekTsl / otB. pen. FO.I1. Opnosckuit. 3-¢ uza. M.: KOHTPAKT,
2018.372 c.

3. ®eoxrtucro U.A. Bce 0 OOTBHUYHBIX M AETCKUX IMOCOOUSX: TIOJH. TIPAKT. PYK. / O]
pen. H.A. DneneBoii. 4-e uza., nepepad. u gomn. M.: 'poccMenna, POCBYX, 2017. 315 c.

6.4. HopmaTuBHBIE NPABOBbIE JOKYMEHTHI (B XPOHOJIOTHYECKOM MOPSIIKe)

1. Koncrutynus Poccuiickoit @enepauuu (¢ rumHoM Poccun). — M.: Ilpocnekrt, 2015. —
32c.

2. Tpymosoii xoxekc Poccmiickoit ®@eneparuu ot 30.12.2001 Ne 197-D3 (mocnenHss
penaxuus).

3. llpukaz MunoGpnayku Poccun ot 14 nmexabpst 2015 . Ne 1461 «OO6 yTBepkIeHUH
(benepasbHOro TOCYJapCTBEHHOIO O0pa30BaTENbHOTO CTaHAApPTa BBICIIEr0 OOpa30BaHMs IO
HarpasieHuto noaroroBku 38.03.03 Ynpasnenue nepcoHaioM (YpoBeHb OakagaBpuara)y.

4. OOpa3oBareibHbI CTaHAAPT AKaJeMHH IO HampaBieHHIO mnoArotoBku 38.03.03
VYrpaneHue nepcoHaioM, yrBepxaeHHbIN npukazoM Pexropa PAHXul'C ot 19 aBrycra 2016 1.
Ne 01-4603.

5. Ilpuxkas MunTtpyna Poccun oT 06.10.2015 N 691u
«O06 yrBepkaeHHH npodeccuoHalbHOro cTaHjgapra «ChneuuanucT 1O  YIpaBJICHUIO
nepcoHanom» (3apeructpupoBaHo B Muntocte Poccun 19.10.2015 N 39362).

6. Ilpukaz Muntpyga Poccum ot 09.10.2015 N 7170 «OO6 yTBepkIeHUU
npodeccuoHanbHOoro crafgapra «Crnenmanuct 1o monbopy mepcoHana  (pekpyTep)»
(3apeructpuponano B Muntocte Poccun 09.11.2015 N 39628).

7. O6 wunbpopmanyu, UHPOPMAIMOHHBIX TEXHOJIOTHSX M O 3aluTe HHGOPMAIIHH.
®enepanbHblii 3akoH oT 27.07.2006 N 149-®3 (mpunst '] ®C PD 08.07.2006).

8. OO0 akmmonepHbIX oOmecTBax. PenmepanbHbIi 3ak0H oT 26.12.1995 N 208-03
(mpunst I'Z] ®C PO 24.11.1995).

9. O6 oOmecTtBax C OrpaHHYEHHOH OTBETCTBEHHOCTHIO. DemepanbHBI 3aKOH OT
26.12.1995 N 208-®3 (mpunst '] ®C PD 14.01.1998).

10. O mepconaneHbIx AaHHBIX. Denepanbubnii 3akoH oT 27.07.2006 N 152-®3 (nmpuHsT
I'1 ®C PD 08.07.2006).

11. O xommepueckoii Taiine. denepanbHblid 3akoH OoT 29.07.2004 N 98-®3 (mpunst ']
OC PD 09.07.2004).

12. O Gyxranrepckom yuere. DeaepanbHbiii 3akoH oT 06.12.2011 N 402-03

13. O6 apxusHOoM nene B Poccuiickoii @enepanuu. Oenepanbubiii 3akoH ot 22.10.2004
N 125-®3 (mpunst I'I @C PO 01.10.2004).

14. O TpynoBeIX KHMXKKax. (BMecTe ¢ "lIpaBunamMu BeAeHUS U XpaHEHUS TPYIOBBIX
KHIKEK, M3TOTOBJIEHUSI OJaHKOB TPYAOBOM KHIDKKM W oOecrneueHuss UMU paboroparerneit')
ITocranoBnenue IIpaBurensctBa PO ot 16.04.2003 N 225.

15. O6 yrBepxnenun [lonoxenus 06 0COOEHHOCTAX 00pPaOOTKU MEPCOHANBHBIX JIaHHBIX,
OCYILECTBIIsIEMO O€3 HCIIONIb30BaHMs CPEeCTB aBToMaTu3anuu. [locranosnenue [IpaBurenscTBa
P® ot 15.09.2008 N 687.

16. O nepeuHe cBeneHHH, KOTOpble HE MOTYT COCTABISATH KOMMEPYECKYIO TaWHY.
[Tocranosnenue [IpaButensctea PCOCP ot 05.12.1991 N 35.

17. OG6 yrBepxaeHnr MHCTpYKIMU MO 3alIOJTHEHUIO TPYJOBBIX KHIDKEK. [locTaHoBIEeHNE
Muntpyna PO ot 10.10.2003 N 69 (3apeructpupoBano B Muntocte PO 11.11.2003 N 5219).


http://www.biblio-online.ru/thematic/?43&id=urait.content.7CFEE7E7-C9DA-4083-9921-AF159C208A8C&type=c_pub
http://www.biblio-online.ru/thematic/?43&id=urait.content.7CFEE7E7-C9DA-4083-9921-AF159C208A8C&type=c_pub
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18. O6 yrBepxkaennn IlonoxeHuss O TOPSIAKE W CPOKaX XpPaHEHHUS] JTOKYMEHTOB
akuuoHepHblx  obmectB. [locranonenne @KIBb P® or 16.07.2003 N 03-33/mc
(3apeructpupoBano B Munrocte PO 21.08.2003 N 4994).

19. O6 yTBepxneHNN YHU(DUIIUPOBAHHBIX (OPM MEPBUYHON YUETHON JOKYMEHTALUH IO
y4eTy TpyJaa u ero omiarsl. [locranosnenue ['ockomcrara PO ot 05.01.2004 N 1.

20. IlepeueHb THUIIOBBIX YIPABICHYECKUX ApPXUBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B
IpoLecce JIeATEIbHOCTH TOCYIApPCTBEHHBIX OPraHOB, OPraHOB MECTHOTI'O CaMOYMIpaBIICHUS U
OpraHM3anuii, ¢ ykazanueM cpokoB xpaHeHus. [Ipuka3s Munkynstypsl Poccun ot 25.08.2010 N
558

21. O mpuHATUM U BBEACHUHU B JEHCTBHE TOCYIapCTBEHHOro craniapra Poccuiickoii
Oenepannn" (BMecte ¢ "YHUDUIMPOBAHHONW CHCTEMOM JIOKyMEHTallMd. YHHUGUIIUPOBAHHAS
cUCTeMa OpraHU3allMOHHO-PACTIOPSIUTENIHON JOKyMEHTaluu. TpeboBaHus K O(OPMIICHHUIO
nokymeHToB. ['OCT P 6.30-2003"). I[ToctanoBnenue I"'occtangapra P® ot 03.03.2003 N 65-cr.

22. OcuoBuble [lpaBuna paboTbl apxuBoB opraHuzanuii. Ono00peHsl pereHuemM
Komnerun Pocapxusa ot 06.02.2002.

23. OK IIATP. O6mepoccuiickuii KiaccupuKaTop mpodeccuii padbounx, TOIKHOCTEH
ciayxamux U TapuHbix paspsnoB. [locranosnenue [N'occranmapra PO ot 26.12.1994 N 367
(mara BBepenus 01.01.1996).

24. OKCO. Obmepoccuiickuii kKi1acCU(pUKaTOp CHEIHATIBHOCTE M0 00pa3oBaHUI0. YTB.
[Toctanosnennem ['occrangapra PO ot 30.09.2003 N 276-ct. (nara Beeaenus 01.01.2004).

25. OKMH. Oo6mepoccuiickuii kinaccudukatop wuHGOpMaNUM O HACENEHUU. YTB.
[TocranoBnenunem I'occtannapra PO ot 31.07.1995 N 412. (nara BBenenus 01.07.1996).

26. OKATO. Oowmepoccuiickuii  ki1accupukatop OOBEKTOB  aAMHHHCTPATHBHO-
TeppuTopuanbHoro AeneHus. Y1B. [locranoBinenuem I'occrannapra P® ot 31.07.1995 N 413.

27. KBanuukanyoHHbI CHPAaBOYHUK JOJHKHOCTEH PYKOBOAMTENEH, CHEIHATUCTOB U
apyrux ciayxamux. YTB. [loctanoBnenuem Muntpyna PO ot 21.08.1998 N 37.

28. O6 yTtBepxkaeHMN MexoTpaciieBbIX YKPYITHEHHBIX HOPMATHUBOB BPEMEHH Ha PabOThHI
10 KOMITJIEKTOBaHUIO U yueTy kaapoB. [loctanoBnenue Muntpyna CCCP ot 14.11.1991 N 78.

29. 0 TunoBoll MHCTPYKUMH 10 JIEJIONPOU3BOACTBY B (heAepalibHBIX OpraHax
WCTIOJTHUTEJIBHOW BJIACTH.

6.5. UHTepHeT-pecypchl, CIPABOYHBIE 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/

©CoNoR~wWNE

6.6. UHbI€ HCTOYHUKH
1. Abymamze, [. I.JlokymMeHTanmnoOHHOE OOECIeUeHHEe VIPABICHHUS MEPCOHAIOM :
y4eOHMK W TPaKTUKYM JJs akajaemuueckoro OakamaBpuara / J[. I. Abynamze, U. b.
Bemmpsoxkkuna, B. M. Macnosa. — M. : WMzparensctBo [Opaiit, 2016. — 299 c.
http://www.biblio-online.ru/thematic/?44&id=urait.content.4B180AEE-8B42-4392-9D7A-
772015302875&type=c_pub

7. MaTepunajibHO-TeXHHYecKasi 6a3a, HH(POPMALMOHHBIE TEXHOJIOTMH, IPOTPAMMHOE


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.html
http://www.eos.ru/eos_products/eos_kadry/
http://www.rusarchives.ru/
http://www.biblio-online.ru/thematic/?44&id=urait.content.4B180AEE-8B42-4392-9D7A-772015302875&type=c_pub
http://www.biblio-online.ru/thematic/?44&id=urait.content.4B180AEE-8B42-4392-9D7A-772015302875&type=c_pub
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o0ecrieyeHue M UHGOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

Jlnis mpoBeneHHs 3aHATUH 1O JUCHUIUIMHE HEOOXOAMMO CIIEAYIOIIee MaTepUalbHO-
TEXHUYECKOE oOecrieueHue: y4eOHbIC ayJAMTOPUH IS TPOBEICHHS 3aHATUH JICKIIMOHHOTO U
CEMHHAPCKOTO THIA, TPYIIOBBIX M HMHIAWBHIyaJIbHBIX KOHCYJIBTAIIUH, TEKYIIETO KOHTPOJS MU
IPOMEXYTOYHOM aTTeCcTalluu, MOMEIICHHUS JIJISl CAMOCTOSITEIIbHON paOOTHI.

[Iporpammuoe obecnieuenue: Microsoft Windows 10 LTSB 1607, Microsoft Office
Professional 2016.

WNudopmanmonnsie crpaBounble cuctembl: Hayunas OubOmmorexka PAHXul'C. URL:
http://lib.ranepa.ru/; Hayunas AIIEKTPOHHAS oubmmoTeka eLibrary.ru. URL:
http://elibrary.ru/defaultx.asp; Haumonanbhas snekrponnas OuoOimorexka. URL: www.nns.ru;
Poccuiickast rocymapcrBennas OubOmmoreka. URL: www.rsl.ru; Poccuiickas HanmoHajabHas
oubmmoreka. URL: www.nnirru;  Dnektponnas — Oubmuoreka — Grebennikon.  URL:
http://grebennikon.ru/; DnekrponHo-6mbmuoTeunas cuctema M3marenbctBa «Jlams». URL:
http://e.lanbook.com; Dnexrponno-Gubmuoreunas cucrema FOPAUT. URL: http://www.biblio-
online.ru/


http://lib.ranepa.ru/
http://elibrary.ru/defaultx.asp
http://www.nns.ru/
http://www.rsl.ru/
http://www.nnir.ru/
http://grebennikon.ru/
http://e.lanbook.com/
http://www.biblio-online.ru/
http://www.biblio-online.ru/
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Hpuiioxkenne 2.
CrnoBapb TEepMHUHOB

ATTecTanusi mepcoHajga — 1) METOJ OICHKH MEpCOHANa OPraHU3allMH; PYKOBOIUTEIb
NEPUOUYECKA OLEHUBACT A(PPEKTUBHOCTh BBINOJHEHHS JOJHKHOCTHBIX OOS3aHHOCTEH C
IIOMOIIIbIO CTAHAAPTHBIX KPUTEPUEB; 2) KaJPOBbIE MEPOIIPUATHS, IPU3BAHHBIE OLIEHUTh YPOBEHD
TpyJa, KaueCcTB U IMOTEHIMAala JUYHOCTH TPeOOBAaHUSAM BBIMOIHSAEMOM paboThl; 3) mpoueaypa
ompesnesieHus] KBadH(PHUKALWU, YPOBHS 3HAHUM, MPAKTHYECKUX HABBIKOB, JEJIOBBIX KauecTB
paboOTHHKA W YCTAaHOBJIEHHUS CTENEHU UX COOTBETCTBHS 3aHMMaeMOU AomkHOCTH. Llenp A.m. —
noBbIeHNe 3()(HEKTUBHOCTH HCIOJIB30BAaHHUS KaIpOBOrO MOTEHIMAla OpraHu3aliH; IO ee
pe3yapTaraM NPUHUMAETCS PEIIEHNE O COXPAHEHUH WJIM U3MEHEHUU aTTECTYEMOMY JOJIKHOCTHU
WIM CUCTEMBI MOTHUBALIUU €T0 TPYZa, HEOOXOAMMOCTH JOIOJHUTEIBHOM MOATOTOBKH U JIP.

BricBoOOKIeHHE TepcoHAa (COKpallleHHe 4YHMCJIa 3aHATBbIX) — YBOJIBHEHHE WIIU
OTCTpaHEHHE OT PabOThl HA JUITMTEIBHBIC CPOK OJHOTO WM OOJBIIOrO YHcia PaOOTHHUKOB TIO
INpUYMHA 5SKOHOMHUYECKOTO, CTPYKTYPHOTO WM TEXHOJIOTMYECKOrO0 Xapakrepa C LElbIo
YMEHBIICHUS ~ KOJIMYEeCTBa  3aHATBHIX, JHOO  W3MEHEHHs WX  npodeccuoHaIbHO-
KBaJM(UKALMOHHOTO COCTaBa. B.I. HEMOCPEICTBEHHO 3aTparuBaeT JOTOBOpPHI 00 WX HaiiMe,
BKJIIOYAsl pa3pblB WM MPHOCTAHOBKY TAaKUX JOTOBOPOB (KOHTPAKTOB). B.m. — 3TO KomIuiekc
MEPONPHUIATHIA 10 COONIOACHHUIO MPABOBBIX HOPM U  OPTraHU3ALMOHHO-TICUXOJIOTUYECKOU
HNOJIEPKKE CO CTOPOHBI AJIMUHUCTPALUU IPU YBOJIBHEHUU COTPYIHUKOB. B.m. craHoBuTcs
BeChbMa 3HAYMMOM (YHKIIMEH KaJpOBOil CIIyKOBbI.

l'apanTuu conuaabHble — MarepUajbHbIE U JAYXOBHBIE CpPE/ICTBA, FOPUIAMUYECKUE AKTHI,
00eCrneynBaoIIUe pealn3aluio IpaB YeloBeKa B COBPEMEHHOM OOIIECTBe, OTAeIbHOM cTpane. K
[c. oTHOCATCS TpaBa dYeJOBEKa Ha XHU3Hb, JIMYHYIO O€301acHOCTh, HA COOCTBEHHOCTh U €€
3alIMIIEHHOCTh 3aKOHOM, Ha CBOOOIOMBICIHE, CBOOOAY coBecTd u JAp. B  obOcraHoBke
(GopMHUpOBaHUS PHIHOYHBIX OTHOIIEHWI I.c. mpereprneBarOT HM3MEHEHUS B HaIpPaBICHUU
00OCHOBaHMSI COLIMATBHO TapaHTHPOBAHHOTO MHHHMMYyMa JJIsl BCEX KaTeropuil HaceJeHHUs,
000CHOBaHMSI JIbIOT U IMIPEUMYILECTB OT/IEIbHBIM IPYIINaM Ipa’kaaH CTPaHbI U JIp.

JIOKyMeHT - MaTepHajbHBbIH HOCUTENb ¢ 3a(UKCHPOBAHHOM Ha HeM B Jr000i (opme
uH(popMaluell B BHAE TEKCTa, 3BYKO3aIUCH, M300pakeHHd U (MJIM) MX COYETaHHUS, KOTOPBII
UMEET PEKBU3UTHI, MMO3BOJISAIONIME €r0 UACHTU(UIUPOBaTh, U MpeIHA3HAuYEH Uil MepeJadyn BO
BPEMEHHU U B IIPOCTPAHCTBE B LENSIX OOLIECTBEHHOI'O NCIIOJIB30BaHUS U XPAHEHHUSI.

JIOKyMeHT0000pOT - IBUXEHHE JOKYMEHTOB B OpraHM3allMyd C MOMEHTA UX CO3JAHHUS
WM TTOJIYYEHUS J0 3aBEPLISHMSI UCTIOIHEHUS WIH OTIIPABKH.

KagpoBoe miianmpoBaHue B OpraHM3aliMi — COCTaBHAs 4acTb CUCTEMBI YIPABICHMUS
IIEPCOHAJIOM, IPEAIOJIararoniasl OTCIEKUBAHUE U3MEHEHUN B €€ CTPYKTYpE, a TaKKe DJIEMEHT
paboThl C MEPCOHAJIOM, IIeJIb KOTOPOH — 00ECHEeUYUTh Mpe0CTaBIeHNE JTIOIM pabounux MecT B
HYXHBII MOMEHT BpEMEHHM U B HEOOXOJMMOM KOJIMYECTBE U B COOTBETCTBHM C HUX
CHOCOOHOCTSIMH, CKIIOHHOCTSIMU M TpeOOBaHUSMH IPOU3BO/ICTBA.

Kanposslii pe3epB — rpynmbl paOOTHUKOB, MTOTEHIIMAIBHO CIIOCOOHBIX K PYKOBOJISIIEH
JeSITeIbHOCTH, OTBEYAIOIIUX TPEeOOBAaHUAM, MPENbSIBIIEMBIM JIODKHOCTHIO TOTO WJIM HMHOTO
paHra, MoABEpriuxcs oT00py U MPOILIEANINX CUCTEMATHYECKYIO 1IeJIEBYI0 KBaJTU(UKAIMOHHYIO
MIOJTOTOBKY.

KBasudukauusa - ypoBeHb 3HAHUN, YMEHUH, HABBIKOB W  KOMIIETEHIIWH,
XapaKTepU3YIOLIHMI MOArOTOBJIEHHOCTh K BBITIOJTHEHUIO OIIPEAEIEHHOTO BUJA
poeCCHOHAIBHON JEATENHHOCTH

KBaindukanuonHass XxapakTepuCTMKA — KpaTKOE M3J0KEHWE OCHOBHBIX 3a/ad,
HABBIKOB, YMEHHUMU, MpaB U OO0S3aHHOCTEH, MPENbABISEMBIX K Pa3IUYHBIM CHEIHAIBLHOCTIM B
OpraHH3aIiHy.

KBanupukanumoHHbId pa3psaa — NOKa3arelb CTENEHH CIOXHOCTH BBINOIHIEMON
paboTel M YpoBHS KBanmudukauuu pabouyee c¢ yderom K.p. ocymiecTBisercs omjara Tpyaa,
no00p U pacCTaHOBKa KaJpoOB Ha MPOU3BOJICTBE.
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KondumukrHass cutyamusi — 1) ycioBue BO3HUKHOBEHHS KOH(IMKTA; 3aKIIOYaeTCs B
IPOTUBOPEUMBBIX MO3HUIHUAX CTOPOH MO KAKOMY-JTHOO MOBOAY, CTPEMIICHHE K TPOTHBOMOIOKHBIM
LeJIIM, UCIIOJIb30BAaHUE PAa3IMYHbIX CPEJCTB A UX JIOCTUXKEHHUS, HECOBIIAJICHUE HHTEPECOB,
xemanuid U T. A. [na nepepacranus K.c. B KOHGIMKT, HEOOXOOMMO BHEIIHEE BO3ICHCTBUE,
TOJMYOK WM HWHUMICHT; 2) BBICIIAs CTagusl pPa3BUTHS COLMAIBHOIO KOH(IIMKTA, Hayaso
OTKPBITOTO IIPOTUBOCTOSIHUS €T0 CTOPOH

Kpurtepuii oumeHKH nepcoHajla — Mepa OLIEHKH; OTBEYAeT Ha BOIPOC: HACKOJIBKO
(akTHUECKOE COCTOSHUE 1O JAHHOMY KPUTEPUIO COOTBETCTBYET TPEOOBAHMSM JOKHOCTH WU
pabodero mecra.

O0mast npogeccHoHATbHASI MOATOTOBKA — MOJyYeHNUE 3HAHUH, TPUOOPETEHHE YMEHUS
Y HAaBBIKOB, YBEJIMYMBAIOLIUX OOIINI YEIOBEUECKUN KaluTall.

OT10op mepconHana — uacHTU(UKAIMS TPEeOOBAaHWHU, NMPEABABISIEMbIX OpraHU3alued K
KauecTBaM YeJIOBEKa; CUCTEMA .MEPOIIPUATUH, oOecnieunBaromas (opMUpPOBaHUE TAKOTO COCTaBa
nepcoHaa, KOJIMYECTBCHHBIC M KAYECTBEHHBIE XapaKTEPUCTHKH KOTOPOTO OTBEYaJIN OBl LIEISIM U
3ajja4yaM OpraHu3alMy; MPOLECC, MOCPEICTBOM KOTOPOro MpEeANpUsTHE BBIOMpPAET U3 CIHCKA
NPETEHIEHTOB OJHOT0, HAWIYyYIIMM OOpa30oM COOTBETCTBYIOIIETO BaKaHTHOMY MecTy. llpum
0TOOpE YeJI0BEK MOJBICKUBACTCS 110]] TPEOOBaHUS JOIKHOCTH.

Ounenka mepcoHaja — IPOIEAYpa, OCYIIECTBIsIEMasl U ONPEACTICHUsS COOTBETCTBUS
pabOTHUKA BAKAHTHOMY MJIM 3aHUMAaeMOMY pabouemMy MeCTY (JOKHOCTH), BKIIFOYALT:

1) omeHKy moOTeHIWana paboTHHKA, (MpodeccHoHaabHbIC 3HAHUA W YMCHHS,
IIPOM3BOJICTBEHHBIN OIIBIT, JIEJIOBbIE, HDABCTBEHHBIE U NCUXOJIOIMYECKUE KayecTBa, 3A0POBbs U
paboTocrocoOHOCTH, YPOBHS O0IIEH KYIBTYpHI);

2) OLEHKY MHAMBHIYaJIbHOTO BKJaJa — MO3BOJSET YCTAHOBUTH KaueCTBO, CIIOKHOCTh U
PE3yNBTaTUBHOCTD TPY/Aa KOHKPETHOTO paOOTHUKA M €r0 COOTBETCTBHE 3aHUMAEMOMY MECTY;

3) arrtecranuio TmepcoHAlla — YYUTHIBACT IMOTCHIMAN ¥ HHAWBHIYalbHBIH BKIA]
paboOTHHKA B KOHEUHBIH pE3yIIbTar.

IlepenoaroroBka — nojy4eHue JOMOJIHUTENBHBIX 3HAHUNH U YMEHUH, HEOOXOAUMOCTH B
KOTOPBIX BO3HUKAE€T B CBSA3M C W3MEHEHHSMH B IIPOM3BOACTBEHHOM TIpOIIECCE, COIHAIBLHON
cdepe WM U3MeHeHueM (pyHKIMN yupexIeH!H, opranu3anui.

IMocoOue - neHexHass TOMOIb, OKa3blBaeMasi TOCYIApCTBOM JIMIIAM, HAaXOISIIUMCS B
TSDKEJIOM YKOHOMUYECKOM TMOJIOKEHUH, HapuMep, mocodue mno 6e3padoruiie.

IToTpedHOoCTL B 00y4eHMH — Da3pblB MEXJIYy YpPOBHEM KBaJU(pUKAUU U 3HAHUMH,
HEOOXOIMMBIX Ul BBIOJHEHHUS MJAHHOW pPabOThl M TEMH, KOTOPBIMH pealbHO o0O0nazaer
BBITIOJIHAIOMIHI €€ paOOTHUK.

IIpuka3 - akT pyKOBOAUTEINS OpraHa roCyJapCTBEHHOIO YIPaBIEHHsI, FOCYJapCTBEHHOTO
YUPEKACHUSI, KOMMEPUYECKOW OpraHW3alliy, COJEpKAIlui o0s3aTeNnbHble ISl paOOTHHKOB
YCTQHOBKH.

IIpousBoauTesb JOKYMEHTOB - [OPUIAMYECKOE JIMIIO  HE3aBUCUMO OT  €ro
OpraHU3alMOHHO-NIPaBOBOH (OopMbl U (QOPMBI COOCTBEHHOCTH WM (DU3MUECKOE JIHILIO,
OCYIIECTBIISIIONIEE TPEANPUHIMATENBCKYIO JIEATENFHOCTE 0e3 00pa30BaHUs FOPUANYECKOTO
JMIA, OCYIIECTBIAIONIME MOJrOTOBKY, NyONMKalnuio (BBIIYCK) W pacchbuIKy (mepeaauy,
JIOCTaBKY) 00s3aTEIHHOTO IK3EMILISPA.

IIpodeccuonanbHasi MOArOTOBKAa — oOpraHu3anus oOydeHHs HpoQecCHOHATBHBIX
KaJ[poB 4epe3 pa3inuHble (POpMbI MOTYdeHHs MPOPEeCCHOHATBHOIO 00pa30BaHUsl.

IIpodeccuonanbHoe o0yueHue — MPOIECC Pa3BUTH Y COTPYIHUKOB CHEIM(PHUECKUX
po¢eCCHOHATFHBIX HaBBIKOB TIOCPEICTBOM CIEIIHATBLHBIX METOIOB OOyUEHHE.

CrpaxoBoii ciy4ail - cBeplIMBILIEecs] COOBITHE, C HACTYIJICHMEM KOTOPOTO BO3HHUKAET
0053aHHOCTh CTPaxOBIMKA, a B OTACITBHBIX CIydasX, YCTaHOBJIEHHBIX (eaeparbHbIMU
3aKOHAMH, - TakXe M CTpaxoBaTeleld OCYIIECTBIATh oOecreueHue 1o 00sg3aTeIbHOMY
COLIMAIEHOMY CTPaXxOBaHUIO.

CTpaxoBoii cTaxK - CyMMapHas MpPOJOJKUTENILHOCTh BPEMEHHM YIUIAThl CTPaXOBBIX
B3HOCOB.
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TpynoBasi KHHKKA - OCHOBHOM JOKYMEHT O TPYIOBOU IESITEILHOCTHA U TPYAOBOM CTaxKe
paboTHHKA.

YupasiieHue NMepcoHATIOM — CHCTEMa OPraHU3alUOHHBIX, COLUAIbHO-3KOHOMHYECKHX,
TICUXOJIOTUYECKUX, HPABCTBEHHBIX W TPABOBBIX OTHOIICHUU, oOecrieunBaronnx 3p¢GEeKTUBHYIO
peaiM3alio BO3MOXKHOCTEH YeJIoBeKa Kak B HMHTEpecax camMoro paboTHHKA, Tak U B
OpraHMU3al1H B LIEJIOM.

YesioBeueckne pecypcbl — TEPMUH, XapaKTepU3yHOUIMA C  KaueCTBEHHOM,
COJICPXKATEITLHOW CTOPOHBI KaJIpOBBI COCTaB WMIU BECh MNEPCOHAT NpeANpUiTHS ((PUPMBI,
YUpEXKJIEHUS, OpraHHu3alu), pabouyio CUIy WM TPYAOBBIE PECYPChl OTpPACIH, TEPPUTOPHUU
pErnoHa, CTpaHbl B LIEJIOM.

IItaTHoe pacnucaHue - YTBEPXKICHHBIM, MPHUHSITHIA IEpeYeHb UYMCICHHOIO COCTaBa
pabOTHUKOB TMPEANPUITHS, VYUPEXKACHHS C YKa3aHHEM MX KOJMYECTBA, JIOJHKHOCTEH,
JOJIKHOCTHBIX OKJIaJIOB, 0COOCHHOCTEH OIIaThI.



