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1. Ilepedyenb NJIaHMPYEMBIX Pe3yJIbTATOB 00y4eHHUSsI 110 JUCHHUIIIMHE COOTHECEHHBIX C
IUIAHMPYEeMbIMH Pe3yJIbTATAMM 0CBOCHHUSI 00pa30BaTeIbHOM MPOrpaMMbl

1.1. Juctunnuaa b1.6.19 «/lokymMeHTanmoHHOE 0OecrieyeHHE YIpaBIeHUS EPCOHATIOM)
o0ecrieyrBaeT OBJIAZICHUE CICAYIOIMMHI KOMIIETCHIIUSIMH C YY€TOM dTara:

Kon HanmenoBanue Kon HanmenoBanue 3ramna
Komneren KOMIIETEHLIUN JTamna OCBOEHUS KOMIIETCHIIUU
UN OCBOCHUS
KOMIETCHIIUH
OIIK-10 CIOCOOHOCTBH pelaTh CTaHJapTHbIC OIIK-10.2 CnocoGHOCTh
3a71a4M Mpo(hecCHoHaNbHOM aJIMUHUCTPUPOBATH
JeATeIbHOCTH Ha OCHOBE MPOIIECChI

MH(POPMALIMOHHON U
O6ubnuorpaduyeckoil KylnbsTypsl C
pUMEHEeHHEeM UH(POPMAITHOHHO-
KOMMYHUKAIIHOHHBIX TEXHOJIOTHH U C
Y4ETOM OCHOBHBIX TPeOOBaHUI
MH(OPMALIMOHHOM 6e30M1acCHOCTH

JOKYMEHTO000pOTa MpH
peanuzanuu QyHKIUN
yIIpaBICHUS
[EPCOHAIIOM

1.2. B pe3ynbTaTe OCBOCHHUS JUCLUHUILIMHBI Y CTYAEHTOB JIOJDKHBI OBITh CHOPMUPOBAHBL:

OT®/T® (pu HanUUUK Kon srama Pesynbrarel 00ydeHus
npodcrangapra/ OCBOEHUS
npoeccoHaIbHbIE JCUCTBUS) | KOMIETCHIUH
- OIIK-10.2 Ha YpPOBHE 3HAHUU:

JEMOHCTPUPYET 3HAHHS TOPSAKA BEICHUS
JOKYMEHTAIlMK TI0 TIEPCOHANly; TOPSIKa
opopmIieHHS,  BEOEHUS W  XpaHEHUs
JIOKYMEHTOB 10 MIEPCOHAITY, y4eTa JIBHXKCHUS
KaJpOB H COCTAaBJICHHUS YCTAaHOBICHHOU
OTYETHOCTH, OCHOB JOKyMEHTOOOOpoTa H
JOKYMEHTAILIMOHHOTO oOecrieueHus;
TEXHOJIOTHH, METOJIOB u METOHK
MPOBEJCHNUS aHAIM3a W CUCTEMAaTU3allu
JOKYMEHTOB W  HWHQOpPMAIMK;, MOPsIKa
pacuera  CTaxa, JIbIOT, KOMIICHCAIUH,
odopmIIeHUS MeHCUui paboTHHKAM;
TPYIIOBOTO 3aKOHOJATENIHCTBA M UHBIX aKTOB,
COJEpKalllMX HOPMBI  TPYAOBOIO IIpaBa;
OCHOB apXHMBHOTO 3aKOHOJATENbCTBA U
HOpPMaTUBHBIE IIPaBOBbIE akThl Poccuiickoit
denepannu, B 4aCTU BEACHUS TOKYMEHTAI[UU
[0  IEpCOHAIy; 3aKOHOJIaTEeIhCTBA
Poccuiickont ®denepauuu 0 INEPCOHAIBHBIX
JAHHBIX; 0a30BBIX OCHOB HMH(OPMATUKH,
CTPYKTYpHOE IIOCTPOECHHE
MH(OPMAIMOHHBIX CUCTEM U OCOOCHHOCTHU
paboThl C HUMU

Ha YPOBHE YMEHUN:

pa3pabareIBaeT MPOEKTHl JOKYMEHTOB IIO
NepCOHANY; yMeeT 0(OPMIISATh TOKYMEHTHI B
COOTBETCTBUU C TpeOOBaHUAMHU
I'PaXJIAHCKOTO, TPYIOBOTO 3aKOHOJATENIBCTBA




poccuiickoii (demepanuu ¥ JOKaTbHBIMU
HOPMAaTUBHBIMU aKTaMU OpraHu3alnu;, BECTU
yY4eT )41 pEerucTpanunro JOKYMCHTOB B
MH(POPMALIMOHHBIX CHCTEMaxX u Ha
MaTCpHaAJIbHBIX HOCHUTCIIAX; OPraHU30BbIBATH
XpaHCHHUC OOKYMCHTOB B COOTBCTCTBUU C

TpeOOBaHUAMU TPYAOBOTO, apXUBHOTO
3akoHozarenbeTBa Poccniickoit denepannu u
JIOKaJIbHBIMU HOPMaTUBHBIMU aKTaMu

OpraHM3aluK; aHAIU3UPOBaTh JTOKYMEHTHI U
NEepEeHOCUTh MH(OpMAIHio B 6a3bl JaHHBIX U
OTYEThbl; BBIABIATH OMIMOKH, HETOYHOCTH,
UCIIPABJICHUS u HEI0CTOBEPHYIO
MHPOpPMALIMIO B JIOKYMEHTAaX, ONPEAEIAThH
JETUTUMHOCTh JIOKyMEHTOB; pPaboOTaTh CoO
CHEeLUATU3UPOBAHHBIMU HH(POPMALIMOHHBIMU
cucreMamMu M 0a3aMHU JaHHBIX 10 BEACHUIO
yuera, JBUKECHUIO IIEPCOHAIA;
pa3pabarbIBaTh IUIaH KOPPEKTUPOBOK
YCTQHOBJICHHOTO  TOpsAAKa  O(QOPMIICHHS
JOKYMEHTOB I10 IEPCOHAILY M PEAJIM30BbIBATh
NPUHATBIE  U3MEHEHMsS;  KOHTPOJIMPOBAaTh
NPUCYTCTBHE paOOTHUKOB Ha pabouem MecTe
HAa  ypOBHE  HAaBBIKOB:  OCYIIECTBISAET
OpraHu3aIuIo0 TOKYMEHTO000pOTa MO y4eTy U
NBYOKEHUIO  KaJpOB, II0 IPEICTABICHUIO

TTOKYMEHTOB 1o NepCOHATY B
roCyJapCTBEHHbIE OpraHsbl; ymeer
00pabaThIBaTh " aHAJIN3UPOBATH
10 CTYTIAIOLTYI0 JIOKYMEHTAIUIO 1o

MepcoHay, pa3palarbiBaTh U OQOPMIIATH
OKyMEHTAIMIO IO TEepCoHaNy (NIEepBUYHYIO,
YV4ETHYIO, IUIAHOBYIO, [0  COLUAIBLHOMY)|
o0ecreueHuto, OpTaHU3aLMOHHYIO,
pPacnopsIUTEIbHYIO), PErUCTPUPOBATh, BECTH
y4eT ¥ TeKyllee XpaHeHHE JTOKYMECHTAIMU O
[epCOHAITY; MOJIrOTaBJIMBATh IPOCKTBI
TOKyMEHTOB [0 MpOLEAYypaM YIPaBICHUS
[EPCOHAJIOM, YYETY M JIBM)KCHHIO MEPCOHAA;
OCYLICCTBIATh  OPraHM3alMi0  CHCTEMBb]
IBIDKCHUS JOKYMEHTOB T10 TIEpCOHaIy, cOop U
MPOBEPKY JHYHBIX JOKYMEHTOB Pa0OTHHUKOB;
MOATOTABIMBAaTh M OQOPMIIATH MO 3arpocy|
paOOTHUKOB ¥ JOJDKHOCTHBIX JIMI[ KOIIH,
BBIITMCKA M3 KaJIPOBBIX IOKYMEHTOB, CIIPaBKH,
MHQOPMALIMIO O CTaxe, JbroTax, rapaHTusx,
KOMIICHCAIIUSX W  HMHBIX  CBEICHHUSX O
paOOTHHMKaX;  JOBOAWUTH  JO  CBEICHHUs
nepcoHasa OpraHH3alMOHHEIC,
pacnopsiiuTeIbHbIC ¥ KaJpPOBBIC JOKYMEHTOB
OpraHHM3aliK; OCYIIECTBIISITh BEACHHE Y4YeTa)
abouero BpPEMEHU paOOTHUKOB;




OCYLIECTBIATh perucTpanuio, YUerT,
OIIEPATUBHOE XPAHEHUE JOKYMEHTOB II0
[IepCOHAILY, IOJIOTOBKY K Cllaye UX B apXUB.

2. O0beM M MeCTO JMCHHILIMHBI B CTPYKTYpe 00pa30BaTe/IbHOM IPOrpaMMBbl

O0beM THCHUIITTHHBI

Obmas Tpynoemkocts gucturumabl b1.b.19 «J/lokymeHTanimonHoe obecriedyeHue
yIpaBJI€HUsA MEPCOHATIOM» cocCTaBiaseT 3 3auérHele enuHuupl, 108 wyacoB. Kosmuectso
aKaJIeMHUYECKUX YacoB, BbIJICJICHHBIX HA KOHTAKTHYIO paOOoTy C MpernojaBareieM COCTaBiseT 48
4acoB: JieKUuM — 16 yacoB, mpakTHueckue 3aHsATus — 32 yaca. CamocTosTenbHass padoTa
cocrasisieT 24 yaca. Konrposs — 36 yacos.

Mecrto qucnumimasl B ctpykrype OII BO

Hucunmummaa B1.6.19 «JlokyMeHTallMOHHOE OOecleueHUe YIPaBIECHUS IEPCOHATIOMY
IIPEelyCMOTpEHA Ha 2 Kypce B 4 cemecTpe.

Jucuumummaa B1.6.19 «JlokymeHTannoHHOE oOecrieueHne YIpaBIeHHUs MEePCOHATOM»
OTHOCHTCS K 00s13aTenbHOM yactu brioka 1. «{ucuuminas! (MOIyn)».

Hucuummmaa B1.6.19 «JlokyMeHTanMOHHOE OOEcleYeHUe YIPABICHUS TEPCOHATIOMY
peanu3zyetcs nocie uzydenus aucuuiuiniel b1.6.12 «Mudopmaruka» (1 cemectp).

B copepxarenpHOM IUIaHE AMCLMILIMHA SBISETCS OCHOBOM Juist u3ydeHus b1.5.25
«YnpaBieHueckuil yder W yueT mnepcoHana» (5 cemectp); b1.b.26 «MupopmanronHbie
TEXHOJIOTHH B YIIPABICHUU EPCOHATIOM» (6 cemecTp).

dopma NpOMEKYTOUHOM aTTECTALlUU B COOTBETCTBUU C Y4€OHBIM IUIAHOM — 3K3aMeH B 4
ceMecTpe.

3. CopepxaHne U CTPYKTYPA AUCHHUILINHBI
QOunas ¢popma 0oyuenusn

O0beM TUCIHHUILINHDBI, Yac ®opma
Konrakrhas pa6ora TeKYLIEero
o0yyamommxcs ¢ penoaaBareyeM KOHTPOJIsA
Ne HaumenoBanme tem N0 BU/JIaM y4eOHbIX 3AHATHI ycneBaeMocT
h (pa3neJioB) Bcero Cp u*,
J JP | M3 | KCP TpoMEntyTot
HOIi
aTTecTalluu
1 [MonsiTre M BUIBI TOKYMEHTOB B cdepe ] 5 5 4 o
YOpaBJIEHUS IEPCOHATIOM
OpraHu3aloHHO-yIIPaBICHUE CKUE
2. | IOKyMEeHTBl B cdepe yIpaBlICHUsS 8 2 4 2 (0]
MIEPCOHAIOM
3 JloKyMeHTBI 1o PEKpYTHHT'Y ] ) 4 ) o
IepcoHaNa
JIOKyMEHTBI IO JBM>KEHHIO MEepCOoHaNa:
4. | cocras, coziepKaHue, TIOPSA0K 8 2 4 2 O,T
TIOATOTOBKU ¥ 0(hOpMIICHUSI
JloKyMeHTBI o MIPEKpaILECHUIO
5 | TPYIOBbIX OTHOIIEHUIL: COCTaB, ] 5 4 ) o
COA€pIKaHUE, MOPSAAOK IOATOTOBKH M
odopMieHUS
6. | JIokyMeHTsI 0 y4€Ty epcoHata 8 2 4 2 O
JloKyMeHTBI, ONOCpENYOIINE
7. | OTHOLIEHUS MO OXpaHe Tpyla U IO 8 2 4 2 (0]
OpraHM3aliy pabodux MeCT
OtnenbHble JIOKYMEHTBI,
8. | omocpenyromue OTHOUIEHUS o 8 2 2 4 O
COLMAIILHOMY CTPaXOBAHUIO
9. Cucremarusanyss U ONEPATUBHOE ] 4 4 0, T, Pedp
XpaHEeHue JIOKYMEHTOB o




O0beM JUCHUILINHBIL, YAC ®opma
Konrakrnas pa6ora TeKyLIero
00y4arommxcsi ¢ npenogaBarejeM KOHTP0JIf1
Ne HanmenoBanne tem 110 BHAM Y4eOHBIX 3aHATHH ycneBaeMocT
h (pa3nesnoB) Bceero Cp u*,
J JP | M3 | KCP fpOMENyTOH
HOW
arTecTanumu
YOPaBJIECHUIO NEPCOHATIOM
ITpomeskyTouHast aTTecTalust 36 Ox3
Bcero 108 | 16 | | 32 ] | 24

Ipumeuanue:
* popmubl mexyugeeo konmpoas ycneeaemocmu: onpoc (O), mecmuposanue (1), pecpepam (Pegh).
** hopmul npomescymounon ammecmayuu: Ix3amer (OK3).

Ounas popma 0d6yuenusn

O0beM JUCHUILINHBIL, YAC ®opma
Konrtakrhas pa6ora TeKyLIero
00y4arommxcsi ¢ mpenogaBarejiemM KOHTPOJISI
Ne HanmenoBanne tem 110 BHAM Y4eOHBIX 3aHATHH ycneBaeMocT
B (pa3zaeJioB) Bcero CpP u*,
J JP | M3 | KCP TIPOMEMKYTO™
HOIA
aTrTecTanuu
| [MonsiTre M BUIBI TOKyMEHTOB B cdepe o
YIpaBJIEHHsI IEPCOHATIOM
OpraHu3alMOHHO-YIIPaBICHYE CKUE
2. | IOKyMEeHTBl B cdepe yIpaBlICHUs (0]
TIepCOHAIIOM 40 4 6 30
3 JIOKyMEeHTBI o PEKpYTHHT'Y 0
TIepcoHasIa
JIOKYMEHTBHI 110 JIBIKEHHIO TIepCOHaa!
4. | cocras, coziepKaHue, TIOPSA0K O,T
TIOATOTOBKU ¥ 0(hOpMIICHUSI
JlOKyMeHTBI o TIPEKPALLICHHUIO
5 | TPYIOBBIX OTHOILICHUM: cocTas, o
cozepXKaHue, IMOPSIOK IMOATOTOBKH M
odopMieHUS
6. | JlokyMeHTsI 0 y4€Ty nepcoHana (6]
JIOKyMEHTBI, ONOCpENYOIINE
7. | oTHOWmIEHNS TO OXpaHE Tpyga H IO 59 4 6 49 (0]
OpraHM3alyy pabodux MecCT
OtnenbHbIe JIOKYMEHTHI,
8. | omocpenyromue OTHOLLICHUS mno (@)
COIMAJIbHOMY CTPaXOBaHHIO
Cucremarmzanusi ¥ OIEpaTUBHOE
9. | xpaHeHue JIOKYMEHTOB o O, T, Ped
YIPaBJICHUIO IEPCOHATIOM
ITpomexyTouHast aTTecTanus 9 Ox3
Bcero 108 | 8 | | 12 ] | 79
Ipumeuanue:

* popmuvl mexyugeeo konmposs ycneeaemocmu: onpoc (O), mecmuposanue (1), pecpepam (Pegh).
** hopmol npomescymounon ammecmayuu: Ix3amer (OK3).

Coaep:xanue TUCHUININHBI

Tema 1. IlonsitTHe W BHABI JAOKYMEHTOB B cdepe YNpaBileHHSI INEPCOHATIOM
(IIpobsemuas iekuus, ceMHHap B (popMe ONpoca)

[loHATHE NOKYMEHTOB, OIOCPENYIOLIUX IIPOLIECC YIPABICHUSA IEPCOHAIOM U HX
kinaccupukanys (Mo HeNeBO MPUHAUICKHOCTH, MO YIPABJICHYECKUM 3a/ladyaM, PELIacMbIM C
MIOMOIIbIO COOTBETCTBYIOILETO JOKYMEHTA, MO CPOKY XPaHEHHUsS IO CTENEHH 00s3aTelbHOCTH




BEICHUS JOKYMEHTAllUU pabOTONATENEM H T.JI.).

HopmaTtuBHass oOcCHOBa Iporecca JOKYMEHTHPOBAaHUS  YOpPABICHHUS IEPCOHAIOM
(HOPMAaTHUBHO-IIPABOBBIE aKTHl OOIIEro XapakTepa: aKThl MEXIyHApOIHOTO U (eaepaabHOro
YPOBHSI; aKThl CyObEKTOB (erepanyu; JOKaJbHbIE HOPMATHBHBIE AaKThl; HOPMATHBHO-
METOJUYECKas] JIOKyMEHTALUs: HOPMATUBBI 10 JOKYMEHTHPOBAHHIO, JEIONPOU3BOJCTBY H
XPaHEHUIO JIOKYMEHTOB, KJIaCCU(PUKATOPHI TEXHUKO-IKOHOMUYECKOW MH(POpPMALUN; HOPMATUBBI
110 OpraHu3aluy paboThl CIyXKO0 yIpaBICHUS IEPCOHATIOM).

Tema 2. OpraHu3alMOHHO-yNpaBJeH4YEeCKHe TOKYMEHTbI B cdepe ynpasiieHUs
nepconajom (Ilpodaemuasn Jexkuusi, ceMuHap B ¢popMe onpoca)

[Tonatue opraHU3allMOHHO-YIPABJICHYECKOIO JOKYMEHTa B cdepe YIpaBieHUs Iep-
COHAJIOM (CpaBHEHHE C MTPABOBOW KaTErOpHEN «IOKAIbHBIA HOPMAaTUBHBIN akT B cepe Tpynar),
BU/IBI, IPABOBAsi OCHOBA Pa3pabOTKU U MPUHATHSI.

CocrtaB, conepaHHe, MOPSAOK TMOJITOTOBKM M O(OPMIECHUS OpraHU3aIMOHHO-
YIpaBJIEHUECKUX TOKYMEHTOB (IOJIOKEHHE O MepcoHalle (KOJUIEKTUBHBIN JOTOBOP); MOJIOKEHNE
00 oxpaHe TpyHa; MpaBuUia BHYTPEHHETO TPYAOBOTO PACHOPSAIKA; TOKHOCTHAS MHCTPYKLUS;
MIOJIOXKEHHE O CTPYKTYPHOM IHOJpa3fciieHUuH, IITaTHOE pacluCaHue, IOJI0XKEHHE O
KomMMmepueckoil TaiiHe u T1.1). CocTaB CIpaBOYHO-WH(OPMAIMOHHBIX JOKYMEHTOB IO
YIIPABJICHUIO NEPCOHAIOM (JIOKJIaJHbIE 3allMCKU, aKThl, CIPABKHU, OOBSCHUTEIbHbBIC 3alIUCKU U
ap.). Iopsaok mnoaroToBkM u  0QGOpPMIEHHS JOKYMEHTOB Ha OCHOBE TOCYAapCTBEHHBIX
CTaHJapTOB. ba3pl JaHHBIX MO MEpPCOHANY, BBIXOJHBIE (POPMBI, UCTIOJIb30BaHKE 0a3 JAHHBIX MPH
MOATOTOBKE CIIPABOK I10 KaJpaM.

Tema 3. JlokymMeHTBI 10 peKpyTHHIY nepconaJa (IIpodsiemHas Jekuus, cCeMUHap B
¢opme onpoca)

[TonsiTue ¥ BUIBI JOKYMEHTOB 0 PEKPYTUHTY IEPCOHAA.

JlokyMeHTHI, 0OopMIIsieMBbIE Ha dTare MOMCKA MepcoHaja M UX O0Ias XapaKTepHuCTHKA!
coJiepaHue, MOPSAOK pa3padOTKM M TpUMEHEHHs (3asgBKa Ha TMOUCK M OTOOp IepcoHana,
KBaJM(HKAIMOHHBIE TPEOOBaHUS K COUCKATEIN0 BAKAHCUU, OOBSIBICHUE O BAKAHCUU U T.J).

JlokyMeHTBI, oopmiIsieMble Ha 3Tarne oTOOpa MepcoHana U UX oOIIas XapaKTepUCTHKa:
coJiepKaHue, MOPAJIOK pa3padOTKU U MPUMEHEHHs (pe3toMe, aHKeTa, aBToonorpadus u T.1.).

JlokyMeHTHI, oopMmiIsieMble Ha 3Tale HaiiMa mepcoHajia W MX oO0Ias XapaKTepUCTHKA:
coJiepKaHue, MOPSAAOK Pa3pabOTKH M MPUMEHEHHUS (JIOKYMEHT, YIOCTOBEPSIOMIMNA JINYHOCTb,
NHH, cBuaerenbCTBO roCyJapCTBEHHOIO IIEHCHOHHOIO CTpPaxOBaHMs, JOKYMEHT BOWHCKOI'O
ydeTa, TpyloBasi KHI)KKA, 3asBJICHHE O ITpUeMe Ha padoTy, TPYAOBOl IOrOBOp, IPUKA3 O IIpUEMe
Ha paboTy, cornacue Ha 00pabOTKy MepCOHANbHBIX TAaHHBIX U T.1I.).

Tema 4. JlokyMeHTBI IO ABH/KEHHMI0 NEPCOHAJIA: COCTAB, COAEPKAHHE, MOPSAIOK
noaroroBkn U opopmienus (IlpoGaemnasi Jexkuusi, ceMuHap B ¢opme ompoca u
TeCTUPOBAHMA)

Cocras, conepxaHnue, HOPSA0K MOATOTOBKU U 0(OPMIICHUS

[Tonatue u knaccupuKaIUs JOKyMEHTOB 10 ABM)KCHHIO ITEPCOHAA.

[Tpukassl, onocpenyroine OTHOLICHHS MO JBIKEHUIO KaJpOBOTO cOocCTaBa y paboTo-
Jatess: TOHATHE, CoJepKaHue, mpouenypa opopmieHus (0 mepeBoae, O MPeIOCTaBICHUU OT-
MyCKa, O MPOBEICHUH aTTECTAIH, 00 YBOJbHEHHH, O KOMAaHAWPOBAHUH, O MOOIIPEHHUH, O MPH-
BJICUCHUH K JUCIUILTUHAPHON OTBETCTBEHHOCTH).

JIOKyMEHTBI K IIpUKa3aM I10 JABUKEHUIO IIEpCOHANA: IIOHATHE, COAEPKAHUE, ITPOLE-Aypa
odopmiieHus (3asBJICHUA, IMPEACTABICHUE Ha IPOBEIEHHE AaTTEeCTAllMM B OTHOLICHHHM KOH-
KPETHOTO pa0OTHUKA, aTTECTAMOHHBIN JUCT, TPOTOKOJIBI aTTECTALMOHHONH KOMUCCHH, I'paduk
OTITyCKOB, CIIy>)keOHO€ 3aJjaHie, KOMaHIMPOBOYHOE YI0CTOBEPEHUE, aKThl (00 OTKa3e OT MOAMHU-
cn)).

OTtuéTHBIC JOKYMCHTBI O ABMIXKCHUH IICPCOHAJIA: IMOHATUC, BUBI, COACPIKAHUC, OCO-



6enHOCTH O(opMIIeHUS (CIpaBKa O TEKy4eCTH IepcoHasna, 0030p 1o Kajapam, oT4éT 00 yBOJIECH-
HBIX COTPYIHUKAX).

Tema S. JIOKyMeHTBI 10 NPEKPALIEHHI0 TPYAOBBIX OTHOLICHMI: COCTaB,
cojiep:kaHue, MOPSAA0K NMOAroToBKH M odopmieHusi (IlpodiemHas jekuusi, ceMHHap B
¢popme onpoca)

Cocras, conepxaHnue, HOPSAO0K MOATOTOBKU U 0(OPMIICHUS

[TonsTre M KIacCUpUKAIMS TOKYMEHTOB 10 MPEKPAIEHUIO TPYJOBbIX OTHOLICHUH.

[Tpukassl, Omocpeayrone OTHOLICHHS MO MPEKPAIICHUI0 TPYAOBBIX OTHOLIECHUH ¢
MepPCOHAJIOM Yy paboToaTens: MOHATHE, CoOAepKaHue, polenypa opopmieHus (00 yBOJIbHEHUN
0 UWHUIMATUBEe pabOTHUKA, [0 WHUIMATUBE paboTomarens, IO OOCTOSITEIbLCTBAM,
HE3aBUCSIIHUM OT BOJIA CTOPOH).

JIOKyMEHTBl K TpHUKa3aM TI0 TMPEKPALICHUIO TPYIOBBIX OTHOIICHUN: TMOHSTHE,
coJiepKaHue, rnpoueaypa opopmiieHus (3asBiIeHUS, COTIAICHUS] CTOPOH, CIIyKEOHbIe 3aIllUCKHU,
OOBSICHUTENbHBIE 3alMCKH, aKThl (00 OTKa3e OT MOMAINUCH, O HApYIICHUAX pPaOOTHUKOB)),
JUYHBIE KapTOUKu T2, TpyIOBBIE KHUKKH.

Tema 6. lokymeHTBI 0 yuéTy nepconana (Ilpodiemuas jgekunusi, ceMunap B gopme
omnpoca)

[TonsiTue, 0COOEHHOCTH M BUJIBI JOKYMEHTOB IO YUETY KaJpOB.

Jluynast KapTouka Kak oOOs3aTeNbHBIA JOKYMEHT IO YyYeTy KaJpoB: IOHATHE,
0Cc00eHHOCTH 0(OPMIICHUS, BUIBI.

JlnuHoe 1en0 Kak HeoOs3aTeIbHBIN TOKYMEHT MO y4YeTy KaJpoB: MOHATHE, OOpPMIICHHE
Y BEJIEHUE JTMYHBIX J1eT (A0Che) COTpyAHUKOB. COCTaB JOKYMEHTOB JIMYHOTO JEa.

Odopmitenue 1 BeieHUE TPYAOBBIX KHIM)KEK U BKJIabIIICH K HUM.

[TpaBumna perucTpayiv ¥ HHACKCUPOBAHUS KaJPOBBIX JOKYMEHTOB.

PerucrpanimoHHO-KOHTpPOJIbHBIE  ()OpMBI  (TPAAMLMOHHBIE M aBTOMAaTHU3WPOBAHHBIC).
CocTaB peKkBU3UTOB (IOJIEH) [UIsI PETUCTPALIMU PA3IUYHBIX BUJOB JIOKYMEHTOB UM MOPAIOK HUX
3anonHeHus. OpraHu3anus KOHTPOJIS 3a CPOKAMH M KayeCTBOM HCIIOJIHEHUS JOKYMEHTOB IIO
YIIPaBJIEHUIO IIEPCOHAIIOM.

Tema 7. JlokymMeHTBI, Omocpeaymouide OTHOIIECHWSI MO OXpaHe TpPyAa U IO
opranmn3anuu padounx mect (IIpodaemuas jgexkuus, ceMunap B ¢gopme onpoca)

[Tonsatue, 0cOOEHHOCTH U BBl JOKYMEHTOB IO oxpaHe Tpynaa. OOmas xapakTepucTHKa
OCHOBHBIX JIOKyMEHTOB IO OXpaHe TPyAa, pa3padaTbIBaeMbIX U 0(OpMIIIEMBIX paboTOAaTENIeM:
conepkanue, cnenuduka odopmieHus (JOKYMEHTBI, OMOCPEAYIONUE MPOIEAYPY U Pe3yabTaT
oOy4eHHsl TI0 OXpaHe TPyAa U NPOBEACHUS NMPOBEPKU 3HAHUKA M IpPaBUI OE30MAaCHOCTH Tpyla
(IpoTOKO, KypHaJlbl yyeTa MPOBEPKHU 3HAHUM, yIOCTOBEPEHHE O MPOBEpPKE 3HAHHUM, HOPM U
HpaBI/IJI), HaIpaBJICHUC Ha 0651321TCJ]LHBI€ MCIUIUHCKUC OCMOTpPBI: IIPCABAPUTCIIBHEIC,
MEePUOANYECKHE, TICUXUATPUUYECKOE OCBUJICTEIbCTBOBAHUE; OCYILECTBICHUE MPEIPEeCOBBIX
ocMoTpoB. CrenuanbpHas OLIEHKa YCIOBHM TpyJa: MOPSIOK IPOBENEHUS, JOKYMEHTAIBHOE
opopmienne. HecuacTHwlii cnmydaii Ha pabodyem MecTe: TMOHSATHE, MpOLEAypa Yydera u
paccieoBaHus, OCOOEHHOCTH JOKyMeHTHUpoBaHusA. OOs3aTeNbHbIE MEIUIIUMHCKAE OCMOTPHI:
KaTeropuu pabOTHUKOB, MOJIEKANUX OCMOTPY, MOPSIOK HAMpPaBICHUS W MPUHATHS PEIICHUS
0 pe3yabTaTaM OCMOTPOB.

Tema 8. OTaenabHble JOKYMEHTBI, OMOCpPeIyIOIHE OTHOIIEHHS MO COLHAILHOMY
crpaxoBanuio (IIpoGaemuas Jexkuus, ceMuHap B (popme onpoca)

[Tonsatue u BUABI JOKYMEHTAIlMU B cepe COLMATBHOTO CTpaxoBaHUs, odopmiisieMble
CIIy’k0011 yrpaBlieHHUS IEPCOHAIIOM.

Cogepxanrie U ocoOeHHOCcTH odopMieHUs paboTomaTenieM JOKyMEHTAlUH TI0
COLIMAIILHOMY CTpaxoBaHMIO (OOJILHMYHBIA JIMCT, 3asBKa Ha MPEIOCTABICHHE ITyTEBOK Ha



10

CaHATOPHO-KYpPOPTHOE JIEYEHUE, NOKYMEHTBI O IPOJOJDKUTEIBHOCTH CTaXka, B TOM 4YHCIE
CIeUUAIBHOTO U T.1.). OcymecTBieHne npoduiakruyeckux mMep 3a cuer cpeacts @CC.

Tema 9. CucremaTu3anus M onepaTuBHOE XPaHEHHEe JOKYMEHTOB 10 YIIPABJICHHUIO
nepconayioM (Cemunap B popme onpoca, TeCTHPOBaHMS, 3alIUTHI pedeparta)

Homenknatypa nen cinyxObl ynpaBiieHHs mepcoHanoM. Ilopsgok mOAroTOBKH,
coctaBieHusa U opopmieHus. [IpumepHast HOMEHKIATypa Je.

Omnpenenenne CpOKOB XpaHEHUS JOKYMEHTOB IO YIIPaBJIEHHUIO IEPCOHAIIOM.

dopMHUpOBaHUE /1€ C JOKYMEHTAMHU 10 YIPABJICHHUIO IIEPCOHATIOM.

OnepaTuBHOE XpaHEHUE JOKYMEHTOB [0 YIPABJIECHUIO IEPCOHAJIOM, JKCIEpTH3a
LIEHHOCTH, MOJrOTOBKA K NIEpEIayue B BEIOMCTBEHHBIN apXUB.

4. MaTepuaJibl TEKyLIer0 KOHTPOJISI YCIIeBAeMOCTH 00y4aommxcs U GOHI OLeHOYHbIX
CPeACTB MPOMEKYTOYHOM aTTeCTAMHU MO JUCHHUIJINHE

4.1. ®opMbl U METOIBl TEKYHUIETO KOHTPOJII YCIHEBAEMOCTH U IPOMEKYTOUHOU
aTTEeCTallUH.

4.1.1. B xone peamuzanuu aucuumiuHbl: b1.5.19 «J/lokymeHTanmonnoe obecrnieueHue
YIpaBICHHUS [EPCOHAJIOM» HCIOJB3YIOTCS  CIENYIOIIME METOAbl TEKYIIEro KOHTPOJIA
YCIIEBAEMOCTH 00y4aroIUXCs:

Tema (paznmen) Meroapl TeKy1ero
KOHTPOJIA
yCIIEBAEMOCTHU

Tema 1. [Tonatne W BUABI JOKYMEHTOB B cdepe yhnpaBleHUS 0IIpoc
[IEPCOHAJIOM

Tema 2. OpraHu3alOHHO-YIIpaBICHUYECKUE JIOKYMEHTHI B  cdepe ompoc
YIPABJICHUs] IEPCOHATIOM

Tema 3. JIOKYMEHTBHI 110 pEKPYTHHTY IIEPCOHAIIA OIIpoc

Tema 4. JIOKyMEHTHI 110 JBHXKCHHUIO IIEPCOHAjA: COCTaB, COAEpKaHUE, | OIpOC, TECTUPOBAHUE
NOPSJIOK MOJTOTOBKH U 0(hopMIiIeHus

Tema 5 JIOKyMEHTBI 110 IPEKPALLEHUIO TPYAOBBIX OTHOILLIECHHI: COCTaB, OIpocC
coJiep KaHue, MOPSAAOK NOATOTOBKH U 0opMIIeHUS

Tema 6. JIOKyMEHTHI 110 Yy4€Ty nIepcoHalIa OIIpocC

Tema 7. JIOKYMEHTBI, ONIOCPENYIOIIHE OTHOUIEHHUS 0 OXpAaHE Tpyda U OIIpOoC
110 OPraHM3alu pabounux MECT

Tema 8. OtnenbHbIE JOKYMEHTBI, OIOCPENYIOIIME OTHOLIEHUS 10 OIIpoc
COLIMAJIBHOMY CTPAaXOBaHUIO

Tema 9. Cucremaruszanuss M ONEPATUBHOE XpPaHEHHME JOKYMEHTOB IO | OIPOC, TECTUPOBAHUE,
YIPABJICHUIO IEPCOHAIOM 3ammra pedepara

4.1.2. DK3aMeH MPOBOJUTCS ¢ MPUMEHEHUEM CIIEAYIOIIUX METOJIOB (CPEICTB): B YCTHOM
dbopMe 1o BompocaM U 3aJaHHSIM.

4.2. Marepuabl TEKYLLEro KOHTPOJIS YCIIEBAEMOCTH.

[IpenoaBarenb OIEHUBAET YPOBEHb HOITOTOBICHHOCTH OOYYAIOUIMXCS K 3aHATHUIO IO
CIICAYIOIIUM TIOKa3aTeIsM:

- YCTHBIE OTBETHI Ha BOIPOCHI PENOaBaTeNs 10 TEME 3aHATHS,

- BBICTYIIJICHHE 10 BOTIPOCAM K OTIPOCaM,

- 3amUTa pedepara,

- KOJIMYECTBO MPABWIBHBIX OTBETOB IIPU TECTUPOBAHHH,

- IOJITOTOBKA pedepara.
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Kputepuu orieHHBaHUS OTBETA:

- CTEIICHb YCBOCHMS IIOHATUM U KaTETOPUH I10 TEME;

- yMeHHe paboTarh ¢ JOKYMEHTAILHBIMHU U TUTEPATYPHBIMU HCTOUHHUKAMU

- TPAaMOTHOCTb M3JIOKEHUS MaTepHaa;

- CAMOCTOSTETLHOCTH PA0OTHI, HAIMYNE COOCTBEHHON 000CHOBAHHOW MO3UIINH.

KpI/ITepI/II/I OLICHUBAHUA BBITIOJIHCHHUA TCCTA:
- HPaBHUJIIbHOCTb OTBCTOB HA BOIIPOCHI TCCTA.

Kpurepun oniennBanus pedepara:

- IIOJIHOTA PACKPBITHUS TEMBI;

- HAJIMYKE apryMEHTUPOBAHHOW aBTOPCKOM MO3ULIUY;
- yMeHHe paboTaTh C UICTOUHUKAMH U JINTEPATYPOii;

- IPaBUIILHOCTH OopmiieHus pedepara.

OneHka 3HaHWH, YMEHUH, HaBBIKOB IPOBOJUTCS HA OCHOBE OalIbHO-PEHTHHIOBOM
cucrembl 70% u3 100% (70 6amnos u3 100) - BKiIag Mo pesydabraTaM MOCEIIaeMOCTH 3aHATHH,
aKTUBHOCTH Ha 3aHATHAX, OTBETOB Ha BOIPOCHI MIPETOaBaTelIsl B XO€ 3aHATHUS, IO pe3ylbTaTtaMm
MPOXOXKJICHHUS TECTUPOBAHUS, 3aIUTHI pedhepaToB.

Jeranuzanus OaiyioB M KPUTEPUM OLIEHKM TEKYIIEro KOHTPOJS YCHEeBAEMOCTH
yTIBEp)KJaeTcs Ha 3aceJaHuU Kagenpbl.

TumoBblie OLIEHOYHbIE MaTepHuaJabl
BOl'lpOCbI IJIS MOATOTOBKH K OIIpOCaM I10 TeMaM:

Tema 1. IlonsiTHEe ¥ BUABI JOKYMEHTOB B c(pepe ynpaBJIeHHs MEPCOHATOM

1. HopmaTtuBHas ocHOBa Ipolecca JOKYMEHTHUPOBAHHUS YIPABIECHUS MEPCOHAIOM
(HOpMaTUBHO-TIPABOBBIE AKTHI OOILEro Xapakrepa.

2. AKTBI MEXIYHApPOIHOTO U (heZepaibHOTO YPOBHS.

3.  AkTHI CyOBEKTOB (heiepaluy; JOKAIbHbIE HOPMATUBHBIC aKTHI.

4. HopmaTuBHO-MeTOAMYECKasT AOKYMEHTALMs: HOPMATHBBI MO JOKYMEHTHPOBAHUIO,
JIETIOTIPOU3BO/ICTBY M XPAHEHHUIO JIOKYMEHTOB, KIACCU(PHUKATOPHI TEXHUKO-IKOHOMHUYECKOM
nH(pOpMAaIMK; HOPMATUBBI [0 OPTaHU3ALUHU PAOOTHI CITYXKO yIpaBJIEHUS TIEPCOHAIOM).

5. TlonsiTue u BUIBI JOKYMEHTOB B c(hepe yIpaBIeHHs IEPCOHATIOM.

6. VYuauduuupoBaHHbsle (GOpPMBI JOKYMEHTOB IO YIPABJICHUIO MEPCOHAJIOM: IMOHSITHE,
BHU/IBI, 00II1as1 XapaKTePUCTHUKA.

7. HopmaruBHast 0ocHOBa Ipolecca J0KyMEHTUPOBAHUS YIIPABJICHUS IEPCOHATIOM.

8. JloKyMeHTHpOBaHHE KaJpOBOH HEATENLHOCTH B COBETCKHMI NEpUOA: 0Ommas
XapaKTepUCTHKA.

9. JlokyMeHTHpOBaHHE MPOXOKaeHHs ciIy>k0bl B X V-XVII Bekax.

10. JIokyMEeHTHpOBaHHUE MPOXOXKACHUS rocynapcTBeHHON ciyx0b1 B Poccun B XIX —
Hayasie XX Beka.

11. JoxymeHnTupoBaHue npoxoxaeHus ciayxos B X VIII Beke.

Tema 2. OpraHm3anuoHHO-yNpaBJeHYeCKHe JOKYMEHTHI B c(epe ynpabiieHHs
NepCOHAIOM

1. TlonokeHue o nepcoHane U KOJJIEKTUBHBIN JOTOBOP: MOHATHE, KPUTEPUU CXOJCTBA,
CTPYKTYypa, MpoLeaypa pa3paboTKU U YTBEPIKICHHUS.

2. JlomxHOCTHAsi HWHCTPYKUMS: TIOHATHE, CTPYKTypa, IMpoleaypa pa3paboTKu,
YTBEPXKACHHUS.

3. Opra#u3alMOHHO-yNpaBJeHYECKas  JOKyYMEHTauuss B cdepe  ynpaBICHUS
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NIEPCOHAJIOM: BUJIbI, KpaTKasi XapaKTepUCTHKA.

4. IlpaBuna BHYTPEHHErO pacHopsKa OpraHU3allliu: MOHATHE, CTPYKTYypa, MpoLeaypa
pa3paboTKH.

5. TlonmoxxeHne O CTPYKTypHOM HOJpPa3AC/ICHUH: IMOHATHE, MpOIenypa pa3paboTKH,
YTBEPKJCHHUSI.

6. CnyxOa ympaBieHUS TE€pPCOHAIIOM: CTPYKTypa, 3afaud, ¢yHKoun. Oomas
xapakTepuctuka [lonoxxenus o ciyx0e ynpaBiaeHHs IEPCOHATIOM.

7. IlratHOE pacmucaHue: CTPYKTypa, Ipolenypa pa3paboTKH, YTBEp)KIACHHSI, BHECEHUS
U3MEHEHUH U JONOJIHEHUN.

Tema 3. JlokyMeHTBI 10 pEKPYTHHIY NIEPCOHAJIA

1. JIOKyMEHTBHI [0 pEKPYTHHTY IIEpCOHANA: IOHATHE, BUJBI, 00IIasi XapaKTEePUCTHKA.

2. JloKkyMeHTHpOBaHUE MPOLEIypbl U3MEHEHUS TPYAOBOIO JOTOBOPA.

3.  JIoKyMeHTUpOBaHHE Ipoliecca MpeKpameHus TPYA0BbIX OTHOIICHUH ¢ paOOTHUKOM.

4. TpynoBoil JOroBOp M JAOMOJIHUTEIBHOE COIJIALIEHHE K TPYJOBOMY JIOTOBOPY:
MIOHATHE, COJIEPKAHUE, IIPOLEAYpa 3aKIFOUCHHUS.

5. JIOKyMEHTHI IO PEeKPYTUHTY IepcoHana, GopMHpyeMbIe Ha 3Tare 0Toopa nepcoHana.

6. JIOKyMEHTHI IO PEKPYTUHTY IepcoHaa, GopMHUpyeMbIe Ha dTare MOKCKa IepcoHaa.

Tema 4. JlokyMeHTBI IO ABH/KEHHMIO NEPCOHAJIA: COCTAB, COJAEPKAHHE, MOPSAIOK
NOATOTOBKH M 0)OpPMJIeHHA

1. Tlpukassl 0 IBUKEHUIO KaJpOB: IIOHITHE, BUBI, COJEP/KAHUE.

2. JlokyMeHTHpOBaHHE Mpolecca NPOBEACHUS aTTECTALNH.

3. OrtueTHble JOKYMEHTHl MO J[BWKEHHUIO KaJIpoB: IIOHATHE, BHJBL, CTPYKTYpa,
nporenypa pa3paboTKH U YTBEPKACHUSI.

4. VYuer M XpaHEHUE TPYAOBbIX KHWKEK U BKJIAJBIIIEH K HUM.

5. JIOKyMEHTHI IO JBM)KEHHUIO KaIPOB: COCTaB, 00IAs XapaKTEPUCTHKA.

6. JIOKyMEHTHl K TIpUKa3aM [0 JBIKCHHMIO KaJIpoB: TMOHATHE, BUIBL, 0OIIas
XapaKTEepUCTHKA.

7.  JIOKyMEHTHpOBaHHE Ipoliecca KOMaHAUPOBAHUS pAOOTHHUKOB.

8. JlokyMeHTHpOBaHHE IpoLECCca IPEAOCTABICHUSI OTIIYCKOB.

Tema S. JIoOKyMeHTBI 10 NPEKPALIEHHI0 TPYAOBBIX OTHOLICHMIi: COCTAaB,
coJep:kaHue, NOPAAOK MOATOTOBKH U 0()OPMJICHUHA

1. JlokyMeHTBI, OIOCPENYIOIINE MPEKPALIECHUE TPYIOBbIX OTHOLIEHUI: TOHITHE, BUIBI,

COJZIEPIKaHUE.

2. JloKyMeHTHpOBaHHE Tpoliecca NpPEeKpalleHHs TPYIOBBIX OTHOIICHUI: oOmue
ITOJIOYKEHUS.

3. JloxyMeHTHpOBaHME Mpolecca MPEKPAILEHUS TPYAOBbIX OTHOLIEHUI 110 NHULMATUBE
paboTHHKA.

4. JloxyMeHTHpOBaHUE MpoLEcca MPEKPAIIEHUs TPYAOBbIX OTHOIIEHUH 110 MHUIIUATHBE
paboTonarers.

5. JIOKyMEHTHpOBaHME IIpolecca IPEKpalleHUss TPYAOBBIX  OTHOILICHUH IO
00CTOSATEILCTBAM, HE3aBUCSILIUM OT BOJIH CTOPOH.

Tema 6. [lokymMeHTBI 10 y4€éTy HepcoHaIa

1. 3amonHeHue TPYAOBBIX KHUKEK: BHECEHUE CBEJCHUN 00 M3MEHEHUH U MPEKPALICHUU
TPYAOBOIO I0T0BOpA.

2. JluyHas KapToyka Kak oOOs3aTENbHBIM JIOKYMEHT II0 Y4YeTy KaJpoB: IIOHSTHE,
IIPOLIEAYPA 3aII0JIHCHUS.

3. JIOKyMEHTHI 10 YYEeTy KaJpOB: MOHIATHE, BUJIbI, CTPYKTYpa, poLeaypa oQpopMICHHS.

4. VYuer u XpaHEHUE TPYAOBbIX KHWKEK U BKJIAJBILIEH K HUM.
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5. OdopmieHne u BeAEGHUE TPYHOBBIX KHIDKEK M BKIAABIIEH K HUM: o0Imas
XapaKTEePUCTUKA.

6. 3amoyiHEHHE TPYAOBBIX KHIKEK: BHECEHHE CBEJICHHMHA O pabOTHHKE, BBIOIHIEMOMN
paboTe, MOOLIPEHUSX.

Tema 7. JlokyMeHTBbI, OMOCpeAyIOIlHMe OTHOLIEHWSI IO OXpaHe TPyAa H 1O
OpraHu3anum padoumx Mect

1. Tlomoxenwe o ciyxOe OXpaHbl TpyAa, MHCTPYKIMHU IO OXpaHE TpyJa: MOHSITHE,
CTPYKTYpa, IpoLeaypa pa3pabOoTKH U YTBEPKICHHSL.

2. JIOKyMEHTBI IO OXpaHe Tpylda: TIOHSATHE, BHIBL, MpoIEaypa pa3padOTKU U
MIPpUMCHCHUA.

3. CnenuanbHas OLIEHKA yCIOBUH TpyZa: MOHATUE, IPABOBAsi OCHOBA AJIS IPOBEACHUS,
0COOEHHOCTH TOKYMEHTOO00pOTa.

4. MenuuuHCKUE OCMOTPBI: IPEBAPUTEIbHBIE, IEPUOIUUECKHUE.

Tema 8. OTnejibHBbIE TOKYMEHTBHI, ONOCPeIyIOLe OTHOUIEHUS] MO COUHAJIBLHOMY
CTPAXOBAHHUIO
1. Tlopsnox opopmiieHUs TOCOOUS MO BPEMEHHON HETPYA0CIOCOOHOCTH
[Topsinok opopmiieHHs OTITYCKa [0 OEPEMEHHOCTH U poJiaM
[Topsinok opopMIIeHHS OTITYCKA IO YXOy 32 peOEHKOM
IIpoBenenne COVYT 3a cuet cpencts ®CC
[Tprobperenue cpeacTB MHANBUAYATbHON 3alIUTHI 3a cueT cpeactB DCC
[Tpuobperenue ankorectepos 3a cuet cpeacts PCC.
EnnnoBpemMeHHbIe TOCOOUS IPU POXKICHUN peOeHKa, CMEpTH pabOTHHKA.

Nk wbd

Tema 9. CucremaTu3anus M onepaTuBHOE XPaHEHHE JTOKYMEHTOB M0 YNPABJIEHUI)
MepCcoOHAIOM

1. Cucremaruzamusi JOKYMEHTOB TI0 VIPAaBICHHUIO [EPCOHATIOM, OIEPaTUBHOE
XpaHECHHE.

2. DkcnepTu3a MeHHOCTH TOKYMEHTAI[MH, TOJrOTOBKA JIeN K mepeaue B apXuB.

3. Perucrtpanms u uHIEKCAIMS JOKYMEHTAIIMH 10 YIIPABJICHUIO TIEPCOHAIIOM, KOHTPOIh
HCIIOJIHCHUS.

4. CnpaBouHO-UH(DOPMATHUBHBIE JOKYMEHTHI 1O YIPABICHUIO TEPCOHAIOM: TMOHSITHE,
BHU/IBI, 00II1ast XapaKTePUCTHKA.

5. Cpoxu XpaHeHHs] JOKYMEHTOB.

6. YHUYTOXEHUE TOKYMEHTOB C UCTEKIIIUM CPOKOM XpaHCHHSI.

Temsl pepeparon

1. IrtaTtHOE pacmucaHue: CTPYKTypa, mpolenypa pa3paboTKH, YTBEp K ICHHsI, BHECEHUS
U3MEHEHUH U JONOIHEHUN.

2.  JIOKyMEHTHI [10 pEKpPYTHHTY IIEpCOHaNa: MOHATHE, BUJbI, 00Iasi XapaKTePUCTHKA.

3. JloxyMeHTHpOBaHME POLEAYPBl U3BMEHEHUSI TPYAOBOIO AOIOBOPA.

4. JIoKyMEHTHpOBaHUE MpoLecca MPEeKpaIleHus TPYAOBbIX OTHOIICHUN ¢ paOOTHUKOM.

5. TpynoBoil AOroBOp M JOIOJHUTEIBHOE COIJIALIEHUWE K TPYAOBOMY JOTOBOpY:
IIOHATHE, COEPKAHUE, IIPOLEAYpa 3aKIFOUCHHUS.

6. JIOKyMEHTHI 10 PEKPYTUHTY IepcoHana, GopMHpyeMble Ha 3Tare 0Toopa nepcoHana.

7.  JIOKyMEHTHI IO PEKPYTHHTY NIepcoHalna, popMupyeMble Ha 3Tare Moucka nepcoHania.

8. Ilpuka3el 0 IBUIKEHUIO KapOB: IOHATHE, BUJIbI, COJIEPIKAHNUE.

9. JloKyMEHTHpPOBaHHUE MPOLECCa IPOBEIECHUS aTTECTALlUU.

10. OTueTHBIE MOKYMEHTHI IO JBHKCHHIO KaJpOB: IIOHATHE, BHIbI, CTPYKTYpa,
nporeypa pa3paboTKU U YTBEPKACHUS.
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11. Yuer n xpaneHue TPyJOBBIX KHUKEK U BKJIABIIIENH K HUM.

12. JIokyMEeHTBI IO ABMXKEHHIO KaJIpOB: COCTaB, 0011as XapaKTepUCTHKA.

13. JlokyMeHTBl K MpHKa3aM IO JBWXKCHHIO KaJpOB: TMOHATHE, BUABL, O00Ias
XapaKTEepUCTUKA.

14. JlokymMeHTHpOBaHHE MPOLIeCcca MPEKPALICHUS TPYIOBBIX OTHOIIECHHH ¢ paOOTHHKOM.

15. JlokyMeHTHpOBaHKE IPOLIeCcCa KOMAaHAMPOBAHUS pAOOTHHKOB.

16. JlIokyMEHTHpOBaHUE NPOLIECCA ITPENOCTABICHHS OTIIYCKOB.

17. IlocoOue 1m0 BpPEMEHHOH HETPYNOCIOCOOHOCTH M IO OEPeMEHHOCTH U poJaM:
MOHATHE, 0COOCHHOCTH O()OPMIICHHUS U BBITIATHI.

18. Ilencuu: moHATHE, BUIBI, OCOOEHHOCTH JOKYMEHTOOOOpOTa MpH O(opMIIeHUU
paboTonatenem.

19. Cucremaruzanuss JOKYMEHTOB IO YIPaBICHHUIO [E€PCOHAIOM, OIEpaTUBHOE
XpaHeHHEe. DKCIEpTHU3a LICHHOCTH JOKYMEHTAIH, IOAr0TOBKA /1N K IEpejaue B apXuB.

20. Perucrpanus u MHAEKCALKs JOKYMEHTALNH 110 YIIPABICHHUIO IEPCOHAIOM, KOHTPOJIb
WCIIOJIHEHUSI.

21. CnpaBo4yHO-UH(OPMATUBHBIE JTOKYMEHTBI IO YIPABICHHUIO MEPCOHAJIOM: MOHSTHE,
BUJIbI, 001I1as1 XapaKTEPUCTHKA.

22. Cnyx0a yrpaBlieHUS IEPCOHAIOM: CTPYKTYpa, 3a1auu, PyHKIHH.

23. OO0mas XxapaKTepUCTHUKA CIIYKOBbI yIIPABICHUS IEPCOHATIOM.

24. J10MXKHOCTHBIE MHCTPYKLIMU COTPYIHUKOB CIIY>KObI YIPaBICHHUS.

25. JIoKyMEHTUPOBAaHUE ACSITEILHOCTH 10 YIPABICHHUIO IEPCOHAIIOM.

Bonpocs! 1i1s1 camocTosiTe IbHOM PadoThI:

1. TloHsTHE U BUABI JOKYMEHTOB B Chepe yrpaBlIeHUs IEPCOHATIOM.

2. YuudunupoBaHHble (GOPMBI JOKYMEHTOB IO YIIPABJICHUIO IEPCOHATIOM: MTOHSTHE,
BUJIbI, 001I1ast XapaKTePUCTHKA.

3. HopmaTuBHas ocHOBa Ipolecca JOKYMEHTUPOBAHUS YIIPaBJICHUSI IEPCOHATIOM.

4. JlokyMEHTHpOBaHHE KaJpOBOM J[EATENBHOCTH B COBETCKMH IepHoAa: oOmas

XapaKTEPUCTHUKA.

JlokymeHTupoBaHue npoxoxaeHus ciayx0sl B XV-XVII Bekax.

6. JlokyMeHTHpOBaHUE MPOXOKACHUS TOCyIapCcTBeHHOU ¢y 0bl B Poccun B XIX —
Hayasie XX Beka.

7. JoxkymeHTupoBaHue mpoxoxaeHus cayx0sl B X VIII Beke.

8. IlonokeHue O mepcOHaNE M KOJUIEKTUBHBIM JOrOBOp: MOHATHE, KPUTEPUU
CXOJICTBA, CTPYKTYpa, Mpoleaypa pa3paboTKU U YTBEPKICHUS.

9. JlomKHOCTHasT MHCTPYKLUS: TIOHSATHE, CTpPYKTypa, Ipoleaypa pa3paboTKH,
YTBEPXKACHHUS.

10. Opranu3aluoHHO-yIIpaBJIeHUECKass  JIOKyMEHTalus B  cdepe  ynpaBieHUs
IIEPCOHAJIOM: BUJIbI, KpaTKasi XapaKTEPUCTHUKA.

11.IIpaBusia BHYTpEHHEro pacnopsika OpraHu3aluu: IOHSATHE, CTPYKTYpa,
npolreypa pa3padoTKu.

12. ITonoxeHne o CTPYKTYpHOM MOJpa3JesIeHHH: MOHATHE, Mpolieaypa pa3paboTKH,
YTBEPXKACHHUS.

13. Cnyx0a ympaBlieHHsI TIEPCOHAIOM: CTPYKTypa, 3amaud, ¢yHKuu. OOmas
xapakTtepuctuka [losoxxenus o ciayx0e ynpaBiaeHHs IEPCOHATIOM.

9]

IIpumepHbIe TecTOBbIE 3aaHUs VI TEKYLEro KOHTPOJs 00y4YalommXxcs

Tema Ne 4 JIokyMeHTBI 10 IBHKEHUIO MEPCOHAJIA: COCTAB, COEPKAHUE, TOPSI0K
MOATrOTOBKHU U 0()OpMJIeHU S

1. Ilpuem nHa pabGoty
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1.1. Hanmumure o0mmi NOPsiAOK 0(OpMIIEHHS JAOKYMEHTOB INpH IIpHeMe Ha
padory

1.2. JloxymMeHTBbl, mnpexbsiBisieMble NpH oQopMJIeHHM MNpHeMa Ha padory
(YkaxmuTe JINLIHee)

a) macmopr

0) TpynoBasi KHIXKa

B) CTPAax0BOE CBUJIETENBCTBO TOCYIaPCTBEHHOI'O IIEHCUOHHOTO CTPAXOBaHUS

') JOKYMEHThl BOMHCKOTO y4yeTa

1) JOKyMEHT 00 00pa30BaHUH

€) XapaKTepUCTHKA C MOCJeIHEer0 MecTa padoThbl

7K) CBH/IETeJIbCTBA 0 POXKICHUN pedeHKa

1.3. Ecam pa0oTHMK yTpaTWj TPYIOBYI0 KHHKKY, OH MOXKeT OOpaTuThCsi B
NUCbMEHHOM BHJIe ¢ IPocb00ii 0(popMHUTH AyOJIMKAT (YKaKUTe JIHIIHee)

a) K paboToIaTeINo Mo MoCyieHEMY MECTY paboThI 3a 0(hopMIIEHHEM JTyOIHKaTa

0) k padoroaareio, K KOTOPOMY NOCTyINaeT HA padoTy

B) B TPYI0BYI0 HHCIICKIIHIO, KYIINB HOBBIH 0/1aHK B KHOCKe Pocnieyaru

1.4. Kyna 3aHocsiTCSl cBeleHHsI 0 MpUeMe Ha padoTy (YKasKuTe JHIIHee)
a) B TPYAOBYIO KHUXKKY

0) B kapTouky T-2

B) B KHUI'Yy y4eTa IBH/KCHHs TPYAOBbIX KHH/KEK M BKJIAJbIIIEH K HUM

r) B Ta0eJb y4yeTa padouero BpeMeHH

A) Ha MHGOPMALIMOHHBIH CTEH/] OPraHU3AIMM B BU/e PHKA3a

1.5. IIpu npuemMe Ha paGoTy padOTHHK JOJIZKEH pacucaThbes (YKaxKUTe JHUIITHEee)
a) B TPYAOBOM JI0r0BOpe

0) B mpukase o npueMe Ha padbory

B) B XapaKTepUCTUKE

r) B KapTouke nmo ¢gopme T-2

1.6. TpynoBasi KHH/KKA NOCJIe IpHeMa HA padoTy XpaHUTCH:
a) y paboTHHUKa

0) y pyKOBOJMTEJS MOJIpa3esieHHs, Ky/la IPUHAT paOOTHUK

B) B Ka/JIpOBOii cay:koe

I') y CeKpeTaps JUpeKTopa

1.7.  Ecam paGoTHMK npHHHMaeTcs Ha padoTy BHepBbIe, TO TPYIOBYI0 KHHMKKY
N0JIKeH 0(pOPMHUTH:
a) padoroaare,b 3a CBOil cueT
0) pabotomarenb, B cilydae HpHOOpeTeHUs ONaHKa TPYIOBOW KHIDKKH PaOOTHHUKOM
CaMOCTOSTENILHO
B) paboToAaTeNb, MOJYyYUB ¢ PAOOTHHUKA IJIATy 3a ONaHK TPYAOBOM KHMKKU
OTka3 B npueme Ha paboty

1.8. Kakme wu3 0TKa30B B 3aK/JIIYEHHMH TPYAOBOrO JI0roBOpa SIBJIAKTCS
HE3aKOHHBIMH:

a) B CBSI3U C OTCYTCTBHEM PErHCTPAIllUM MO MeCTy NpedbIBaHMS;

0) B CBSI3M C HU3KOM KBaJIU(DUKAIIMCH;

B) B CBfI3M C HApylLIeHHeM TPeO0OBaHUIl MOCTAHOBKY HA BOUHCKHMI y4eT;

T') B CBSI3U C OTCYTCTBHUEM COOTBETCTBYIOIIMX 3HAHUN U OMBITA PAOOTHI.
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1.9. He siBasiercs o0s3aTeIbHBIM NIPH NIPHeMe HA padoTy:
a) HanucaHne Pa0OTHUKOM 3asiBJICHUS O MPUeMe Ha padoTy;
0) 3aKJIIOYeHHE TPYAOBOTO JIOTOBOPA;

B) U3/1aHKE MpHKa3a (pacnopspKeHUs ) o pueMe Ha padory;

r) oopMIICHHE TPYIOBON KHUKKH;

a) opopMJIeHHE JIMYHOT O JIeJia.

1.10. IIpu npuemMe Ha paGoTy HCHIBITAHHE MOT'YT YCTAHOBUTD:

a) OepeMEeHHOM KEeHIINHE;

0) 'KeHIIMHe, NMeIoLIell TpexJIeTHero pedeHKa;

B) OZIMHOKOMY OTILY FOZI0BAJIOTO peOeHKa;

r) BOCEMHAUATHIICTHEH IeByLIKe;

1) pabOTHHKY, MPUITAIICHHOMY B TOpsSAKE MepeBoAa OT Apyroro pabotojarens IO
COITIACOBaHMIO MEXy pabOTOaTeNIIMU.

2. IlepeBon, u3MeHeHHE TPYA0BOIO JOTOBOPA

2.1. Comiacue padoTHHKA He TpeldyeTcsi B ciydae:

a) mepeBo/ia Ha APYTYIO MOCTOSIHHYIO paboTy y TOTO ke paboTonarers;

0) nepeMeneHns;

B) BPEMEHHOTI'0 NE€PEBO/Ia B COOTBETCTBUU C MEAMLIMHCKUM 3aKITIOYEHUEM

Ir) BPEMEHHOI0 IepeBOJa 10 HWHHIOMATHBe padoromareisi B HMCKJIIOYHTEJIbHBIX
cJIy4asix, HpelyCMOTpeHHbIX YyacTaMu 2 u 3 cT. 72.2 TK P®;

) IepeBo/ia Ha paboTy B IPYTyI0 MECTHOCTb BMECTE C paboToAaTeNneM.

2.2. Omnpeaenure COBOKYNHOCTH 00513aTEJIbHBIX YCJIOBHI, NPH HATHYNH KOTOPBIX
yCJIOBHE 0 BpPEeMEHHOM XapaKTepe MepeBoAa YTpauyHBaeT CWIYy U MepeBOJ
CUMTAETCS MOCTOSTHHBIM:

a) CPOK ImepeBoJa HCTEK;

0) npe:xxHsasa padora padOTHUKY He NPeA0CTaBJICHA;

B) paboTtomarenb jkemaeT, yToObl paOOTHUK MPOAOJKal paboTarh MO HOBOMY MECTY

paboThI;

r) padOoTHUK He TpeldyeT NMpPeAoCTABJICHUS NPeKHel padoThl;

1) pabOTHUK TIPOI0JDKAeT paboTaTh Ha TOM MecCTe paboThl, Kyla OH ObLI IepeBe/IeH.

2.3. H3MeHeHMA B TeXHMKE W TEXHOJIOTHH NPOU3BOACTBA OCYIICCTBIISIOTCH:

a) paboTojaresieM 1o CBOEMY YCMOTPEHHIO;

0) paboTozaTeneM Mo COrIaCOBAHUIO C OPraHOM IEPBUYHOI MPO(COO3HON OpraHu3aluy;

B) paldorozareseM ¢ Y4eTOM MHEHHS OpPraHa MepBHYHOH NPOGCO3HOM
OpraHu3anmu;

r) pabotoaarenem c pazpemenus ['UT.

3. IlpekpaiueHue Tpya0BOIro 10roBopa
3.1. Hanumure o0mmii MOpsiAOK O0popMiIeHHS JOKYMEHTOB IIPH YBOJbLHEHHH IO
HHUIMATHBE PAa0OTHUKA:

3.2. KakuM J0KYMEHTOM J0JI5KeH pa0OTHHK NMpeaynpeaIuTh padoronareis 0 CBOeM
JKeJIAHUM YBOJIHUTHCSH:

a) TenehoHOrpaMMOit

0) ITOKJIQTHOW 3aIMCKON

r) 3asiBJIeHHEM
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3.3. 3a ckoJbKO [Heill 10 NPeanoaaraeMoro yBOJbHEHHSI PAOOTHHMK [0JIKEeH
npeaynpeIuTh padoToaTesisi 0 CBOEM KeJAHUH YBOJIUTHCSH:

a) 3a MecHll

0) 3a 1Be HeleIu

I') 3a TPU HEJENN

3.4. Hanummure o0mumii MOPsiA0K 0pOpMIICHUSI JOKYMEHTOB IPH YBOJIbHEHHHU 110
HHUIHATHBE padoToxareis:

3.5. Kakoii AOKYMEHT [0JIKeH IpeACTaBUTh paldorogarejb B NPOQCOIO3HBIN
OopraH, Korga Heo0XOAMMO COIVIACHO /elCTBYIOLICr0 3aKOHOAATE/bCTBA
3aKOHOJATEJbCTBY YYUTBLIBATH MHEHHME 3TOro mnpodopraHa npu yBOJbHEHUH
padoTHHKA:

a) JTOKJIQ/IHYIO 3aIllUCKy

0) mUCHMO

B) aKT

r) NpuKa3

3.6. KakuMm 10KyMeHTOM padoTogare/ib J0JKeH NpegynpeIuTh padoTHHKA O ero
YBOJILHCHHH 110 NIPUYHHE COKPALCHHUS ITATA:

a) TOKJIaTHOM 3aIuCKoi

0) yBegoMaeHHEM

B) aKTOM

I') pacropsiKeHueM

3.7. B Kakux ciay4asix JO/UKHO BbIIUIAYHMBATHCS BBIXOJHOE I0CO0HMe NIpH
PACTOP’KEeHUH TPYAOBOI0 J0roBopa 1o HHMIHMATHBe padoronareJis:

a). IUKBUAALNH OPraHU3ALUH

0). COKpaleHusl YMCACHHOCTH WM IITaTa PA00THHKOB OPraHu3anuu

B). HECOOTBETCTBUS PaOOTHHKA 3aHUMAEMOH JT0JKHOCTH

r). mporynaa

). pa3mialleHus OXpaHsIeMOl 3aKOHOM TalHbI

€). MPUHATUSA HEOOOCHOBAHHOTO PEIICHUsI PYKOBOAUTENIEM OpraHU3aliu

3.8. Kakmue u3 nepe4ucJIeHHbIX HUKe YTBePKICHU I SIBJISIIOTCS BEPHBIMU:

a) WM3MEHEHUE IIOJBEJOMCTBEHHOCTH OpraHU3allMM HE SBIAETCS OCHOBaHHWEM JUIs
pacTopKEeHUs TPYIOBBIX JOTOBOPOB C €€ pabOTHUKAMU;

0) HM3MeHeHHMe INOJABEAOMCTBCHHOCTH OPraHU3allMH SIBJSACTCS OCHOBAHMEM ISl
pacTop:keHHus TPYAOBbIX J0TOBOPOB ¢ ¢¢ pa0OTHUKAMU;

B) pa3jeieHUEe OpraHu3allud SBJSIETCS OCHOBAaHMEM JUISI PAaCTOPXKEHUs! TPYIOBBIX
JIOTOBOPOB ¢ €€ pabOTHUKAMU;

) pa3iesieHUe OPraHU3alMH He SIBJISIETCS OCHOBAHHEM /ISl PACTOPKeHHsI TPYA0BBIX
JIOTOBOPOB C €é pa0OTHUKAMM;

A) MNpH HU3MEHEHMHM MOJABEJOMCTBEHHOCTH OPraHM3allMd OCHOBAHUEM JUIA
NpeKpalleHUusi TPYAOBOI0 J0r0BOPA sIBJISIETCS 0TKAa3 pa0OTHUKA OT NPOI0JIKEeHUsI PadOThI.

3.9. Kakne u3 nepeumcJieHHbIX HUKe JAeHCTBUII He SIBJISIOTCH 00513aTeJIbHBIMU
NpH YBOJbHEHHH PA0OTHHKA:
a) noAnMcaHue OOXOJHOI0 JIMCTKAa PAa0OTHHUKOM B Pa3jMYHBIX CTPYKTYPHBIX
nojpasjejieHusIX OPraHu3alum;
0) nznanue npukasa (pacnopsHKeHUs) O MPEKpalleHuH TPYI0BOTO I0TOBOPA;
B) BblJa4a Pa00OTHUKY KONHMHU NMPHKA3a 0 NPeKpPAllleHUH TPYAOBOro J0rosopa oe3
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€ro nNpocnobI;
1) 3aM0JTHEHHE COOTBETCTBYIOIIETO pa3jesia JIMYHOU KapTouku (popma Ne T-2);
€) BHECEHHE 3aIucH 00 YBOJIbHEHUH B TPYIOBYIO KHUXKKY.

3.10. OcHoBanuem a1 o0QOpPMJICHHUSI NPHKa3a O IMPeKpalleHUH TPYI0BOro
JA0TOBOPA MO COIVIAIIEHUIO CTOPOH SBJISETCS:

a) 3asBJICHHE PAOOTHUKA;

0) coryiameHue CTOpPoH, 0popMJIeHHOEe B INCbMEHHOI (popme;

B) YCTHasl IOTOBOPEHHOCTh MEXIYy CTOPOHAMH TPYIOBOTO JIOTOBOPA.

3.11. Kakme J0KyMeHTBHI TpeOyIOTCA NPH PpelIeHMH Bompoca 00 YBOJIbHEHMH
pa0dOTHHUKA B MOPsIAKE NMePeBo/a K APYyromy padoroaareJiio:

a) NMCbMO - PHUIJIALIEHHEe HOBOI0 padoToaareJis;

0) mUCbMEHHOE 3asBiIeHHE PaOOTHHUKA OO0 YBOJILHEHHM IO COOCTBEHHOMY >KEJIaHUIO,
HE3aBUCHMO OT TOTO, KOMY IMHUCbMO-TIpUTJIallIeHHe ObLIO aJJpecOBaHO;

B) NHMCBMEHHOE corjiacue pa0OTHHKAa Ha YBOJbHEHHE B INOpPSAAKe IepeBoAa K
ApPyromy padoroaaresio (€cju MMCbMO-NPUIJIALLICHHE AIPeCOBAaHO PadoToAaTe/N10);

r) NHCbMEHHOe 3asiBJieHHe pa0oTHHKa 00 YBOJIbBHEHMH B NOpsiAKe NMepeBoJa K
ApPyromy padoroaarteio (€Cjy MMCbMO — NPHUIJIALICHHE aAIPeCOBAHO PAa0OTHHKY);

1) MMCbMEHHOE MOTHBHPOBAHHOE MHEHHE BHIOOPHOTO OpraHa NepBUYHOIN PO COI03HOM
OpraHu3aluy, JeHCTBYIOIIErO B JaHHON OpraHU3alyH.

3.12. Yro siBAsIETCSI OCHOBAHMEM /I/ISl BHECCHHSI B y4eTHbIE JOKYMEHTBI pa0OTHHKA
cBefeHNii 00 yBOJIbHCHUH:
a) 3asBJICHHE
0) npuKa3 0 NpeKpaleHnu TPYA0BOIo 10roBOpa
I') JOKJIaJHas 3alucKa
1) aKT
T
Tema Ne 9 Cucremarn3anusi 1 OnepaTHBHOE XpaHEHUE JOKYMEHTOB 110
YIPABJICHHUIO IEPCOHAJIOM

4.1 B neji0 moMeniaoT:

a) MPOEKTHI IOKYMEHTOB;

0) MCNOJIHEHHbIE TOKYMEHTbI;

B) UCTMIOJTHEHHBIE IOKYMEHTHI C IOMETKOM 00 MCTIONHUTENE U HAAMUChIO «B 1emo»

4.2 B nesio rpynnupyoTcs J0KYyMEHThI:

a) pa3HbIX JIET;

0) OTHOI'0 KAJICHIAPHOTI0 I0/1a;

B) B XPOHOJIOTHYECKOM MOPsSIAKeE;

I') HOPSI0K PACHOJI0XKEHHS HE UIMEET 3HAYCHMUS;

1) CPOK XpaHEHHUsI HE UMEET 3HAYEHUS;

€) OT/JeJIbHO MOCTOSIHHOTO U BPEMEHHOI'0 XpaAHEeHMSI.

4.3 B nes10 00beIMHAIOTCS TOKYMEHTBI:

a) TI0 pa3HBIM BOIIPOCaM;

0) TOJILKO 110 O/THOMY BOIIPOCY;

B) C O'PaHUYCHHBIM JIOCTYIIOM U 0€3 OTpaHUYEHHS JOCTYIA;

I) C OrpaHUYCHHBIM JOCTYIIOM U 0€3 OTrpaHHuYeHHUs JOCTyna (POPMHUPYIOTCS B pa3HbIC
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Jena;

4.4 JlokyMeHTBI 110 JIMYHOMY cocTaBy (opMHPYIOTCSH:
a) 1o Jare npuemMa Ha padory;

0) mo roxy npuema Ha paboTy;

B) 10 anpaBuTy GpaMuiInii pabOTHUKOB.

4.5 Jles10 He JOJIZKHO NPEeBbIIATD:
a) 100 nucros;

0) 250 JucTOB;

B) 350 nucToB;

r) 500 nucroB.

4.6 /les10 He 10JIZKHO NPEBBLIATH TOJIIMHbI:
a) 2 cm;

0) 2,5 cMm;

B) 3,5 cMm;

r) 4 cMm.

1) Scm.

Haiinure ommdKku, nonyunieHHbie Npu (OPpMYJTHPOBAHUH CJIEAYIOLIHNX 3ar0JI0BKOB /ieJa:
1. IIpuka3el ¥ paciopsKEHUsT JUPEKTOPA IO IMYHOMY COCTaBY.
2 Otuet o paboTe oTaena Kaapos.
3 Marepuassl o aTTecTaluyu pabOTHUKOB.
4 MIEPENNCKA C By3aMH I10 IPOU3BOACTBEHHOM MTPAKTUKE CTYACHTOB.
5. [Tpukasbl 0 IpeaoCTaBIEHUH Y4EOHBIX OTIYCKOB (TIOATMHHUKH).
6 AKTBI HAa YHUUTOKEHUE TIOKYMEHTOB C UCTEKIIMMHU CPOKAMU XPaHECHHUS.
7 JloknasHble U ciryeOHbIe 3aIMCKU M0 KaJJpOBBIM BOIIPOCAM.
8 [TpoTokobl 06 arTecTaly pabOTHUKOB.

9. OO0bscHeHus paOOTHUKOB MO (haKTaM HAPYIICHUS TPYAOBOU TUCIHUILTHHBL.

10. [Tpuka3el M0 KOMaHAMPOBAHHUIO PAOOTHUKOB.

11. I'onoBoit 1 kBapTanbHBIE TUTAHBI PaOOTHI OTAENA KaJapoB Ha 2017 1.

12. JIoKyMeHTBI 0 paboTe C MOJIOABIMH CTIEUATHCTAMH.

OTBeThI

1. B oaHO 1eno nomenieHsl pacnopsauTeIbHbIE JOKYMEHThI pa3HbIX BUOB.

2. He yka3an oTueTHbIN 11epro.

3. HeBepHo yka3aH BuJ Jena: «Marepua;» BMECTO «IOKYMEHThbD». B KoHIe
3arojoBKa HE JJaHbl B CKOOKaX OCHOBHBIC PA3HOBHUIHOCTH JOKYMEHTOB, COJIEPIKAIIUXCS B ACTIE.

4, Bmecto npeanora «o» ommbo4Ho ynoTpeOieH Mpeior «Iox.

5. VYkazaHue Ha MOJAJIMHHOCTh JOKYMEHTOB SIBJIIETCSI TUIITHUM B 3arojIOBKE JI€JIa.

6. HeBepHo ykazaHo HaMEHOBAHUE aKTa, UMEIOUIETO YHU(PHUIIMPOBAHHYIO (OpPMY.

7. M3nuiiHe BBIHOCHUTEL B 3aroJIOBOK CIIOBO «HOKIAIHBIC», T. K. 3TOT BHJ 3allMCOK
BXOJIMT B MIOHSTHE «CITyKeOHas 3alrCKay.

8. HaszBanbsl oTpakeHHbIE B MPOTOKOJE BOMPOCH BMECTO HAUMEHOBaHMS
KOJIJICTHAJILHOTO OpraHa, paboTa KOTOPOTO MPOTOKOJIMPOBAIACH.

9. B 3arosmoBke OTCYTCTByeT HAaMMEHOBaHME BHU/Ia Jieja (Ha3BaHUE BXOJSIIUX B HETO
JIOKYMEHTOB) — 00BSCHUTENbHBIEC 3AIHCKU.

10. HeBepHO yKka3aHO HaWMEHOBaHWE IIPUKa3a, HUMEIONIETO YHUDHUIIMPOBAHHYIO
dopwmy.

11. B OJHO J€JI0 MOMCHICHBI JOKYMCHTBI C Ppa3HBIM CPOKOM XPaHCHUA.



20

12. B koHIle 3aroiioBka He JaHbl B CKOOKaX OCHOBHBIC PAa3HOBHIHOCTH JOKYMEHTOB,
coJiepKalluxcs B Jee.

3ananue 2.
B neno ObliM moamMTBLI NepevYHCJICeHHbIe HHMKe [JOKYMEHTbI IO JHYHOMY COCTaBY.
Onpeneanre, NpaBHIbLHO JIU ¢()OPMHUPOBAHO 1€JI0?

1. [Tpuka3s o mepeBoze Ha Apyryro padoTy.

2. [Tpuka3 06 u3MeHeHU! haMHUIUH.

3. [Tpukas o npenocTaBIeHUN €XKEroJHOIO OIIaYNBAEMOI0 OTITYCKA.
4. [Tpuka3 o mpekpaiieHuy TPYyI0BOro 10roBopa.

3. [Tpuka3 o KoMaHMpOBaHUU pabOTHHKA B mpenenax PO.

6. [Tpuka3 o npueme Ha paboTy.

7. IIpuka3 o noopeHun.

8. [Tpukas o HaJOKEHUU B3bICKAHUSL.

9. ITpuka3 o nexypcrse.

10.  IIpuka3 o nperocTaBIeHUN Y4€OHOTO OTITYCKa.

OtBeTnI

I[CJ'IO C(I)OpMPIpOBaHO HCBCPHO, T.K. BKIIIOUACT MPHUKA3bI, UMCIOIINUC PA3HbIC CPOKHU XPAHCHUS. B
cooTBeTCTBUU ¢ OCHOBHBIMHU mpaBUjIaMun pa60TBI ApXUBOB Opr aHU3aLUK{ B OJHO JIENIO JOJIKHBI
(bOpMHpOBaTBCH JAOKYMCHTBI C OAWHAKOBBIMHU CPOKaMU XpaHCHHUA. B MNPUBCACHHOM IIPpHUMEPC
HAa3BAHHBIC NIPUKA3bI JOJI?KHBI OBITH C(I)OpMI/IpOBaHBI B ZIBA pa3JIMYHBIX JIcJIa:

Jena co cpokom xpanenus 75 (50) neT H0KHBI BKIIOYATh:
1. ITpuka3 o nmepeBoje Ha APYryIo paboTy.

2. IIpuxa3 06 u3MeHeHU! paMHUIUH.

4. Ilpuka3s o npexpalieHuu TpyLoBOIo 10roBopa.

6. Ilpukas o mpueme Ha paboTy.

7. IIpukas o MooIpEHUN.

Jleno co cpokoM XpaHEHUs S JIET JOJDKHO BKIIIOYATH:

3. Ilpuka3 o mperoCTaBICHUN €XKETOAHOTO OIJIaYMBAEMOI0 OTITyCKaA.
5. Ilpukas o koMaHAMPOBaHUM pabOTHHUKA B npenenax PO.

8. ITpuka3 0 HalIOKEHUU B3bICKAHUS.

9. Ilpukas o nexypcrBe.

10. IIpuka3 o npenocTaBieHHH y4eOHOTO OTIYCKa.

3agaHue 3.
CkoibKo Jes ciaenyeTr copMHPOBATH M3 MePeYHCICHHBIX HHUMKe MPHUKA30B MO JUYHOMY
cocraBy?

BapHaHT |

1) MPUKa3 O MepeBoJie Ha APYTryI0 paboTy;

2) MPHUKA3 O MOOILIPEHUH;

3) MPHKa3 O MPEIOCTaBICHUU OTITycKa 0e3 COXpaHEeHUs 3apa0OTHOM IJIaThI.

BapHUaHT 2

1) MPHUKa3 O MPUMEHEHUH TUCIUIUIMHAPHOTO B3bICKAHUS;

2) MPUKA3 O MPEJIOCTABICHUN €XKETOJHOTO OIIaYMBAEMOr0 OTITYCKa;

3) MPHUKa3 O HaIPaBJIEHUU paOOTHUKA B KOMaHIHPOBKY.

BapHaHT 3

1) MpUKa3 0 MprueMe Ha padoTy;

2) MPUKa3 O MPEIOCTaBICHUN Y4eOHOTO OTITYCKa;

3) npuKa3 00 U3MEeHEHHH paMUIMU PaOOTHHUKA.
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OTBeThI
Bapuant 1 - ozmHo.
BapuanT 2 — oaHo. (ecnu muTensHas KOMaHAUPOBKA - JIBA JIENa)
Bapuanr 3 — nBa.
[Ipu ¢dopmMupoBaHuu 1en ¢ NpUKa3aMU [0 JHYHOMY COCTaBYy CIEQYeT YYUTHIBATH CPOKHU
XpaHEHUS IPUKA30B.

3aganue 4.
C kakoil NepruoOJIMYHOCTHI0 COCTABJISAETCH HOMEHKJIATYpa e JJIA KaAPOBOi CJIyKObl Kak
COCTABHASl YaCTh HOMEHKJIATYPHI JJIsl OpraHu3anuu?

1) OJIMH pa3 B ATh JIET;

2) B COOTBETCTBUU C MPUKA30M PyKOBOJUTEINS OpTraHU3AIIH;

3) 0 COTJIACOBAHUIO C APXUBHBIM YUPEKICHHUEM;

4) OJIMH pa3 B TPH rofa;

5) B COOTBETCTBUM CO CpPOKOM, VYCTaHOBIEHHbIM B  UWHCTpyKUHMH TIO
JIeTOTIPOU3BO/ICTBY;

6) €XKETOJTHO;

7) B COOTBETCTBUU C PEIICHUEM IKCIIEPTHOM KOMUCCHU OPTaHU3AIIHH.

OTBeThI

6) exxeroHo (cM. OcHOBHBIE MpaBuUJia pabOTHl APXUBOB OpPraHU3aLNiN).

3ananue 5
IIpukassl Mo JUYHOMY cOCTaBy (GOPMHPOBAIUCHL ¢ HAPYLIEHHEM OJHOI0 M3 OCHOBHBIX
TpeOOBaHNH K NOPAAKY (opMHpOBaHHMS Je]: B OJHO [eJI0 NOMEIIAJTHCH INPHKa3bl ¢
Pa3HBIMH CPOKaMH XpaHeHHsl. B nanbHeiimem Takue aejsa Obuinm nepe)opMHpPOBaHbI B
COOTBETCTBMM CO CPOKAMM XpaHEHHs NPHKA30B, T.e. pa3/ieieHbl Ha Jejla CO CPOKaMH
XpaHeHusi 75 jer M S JieT. JTO NPHBEJO K NMpodejiaM B HyMepaluM NPHKa30B BO BHOBb
chopmMupoBaHHBIX fAenax. Ime ciaexyer orpasuTh Hajau4ue Npoldej OB B HyMepanHuu
NPHUKA30B?
a). B cnenmanbHON MOSCHUTENBHOM 3aIUCKE K JIETY.
0). B crenmansHOM JHCTe-3aBepUTENE Jena.
B). B cnenuanbHON Haamucu, KOTOpas JenaeTcss Ha oOpaTHOW CTOPOHE MOCIEIHEro
JUCTA JIena.
r). B crnenuansHOl HagmMcH, KOTOpas JENAeTcsi Ha BHYTPEHHEH CTOPOHE OOJOXKKH
nena.
1). CnenuaabHOro OTpa)KeHUs Takol HHpOpMaLuu He TpedyeTcsl.

OTBeThI
Hannare npo6esioB B HyMepaIliu MPUKa30B JODKHO OBITh OTPAXKEHO B CIIEIHATLHOM JIOKYMEHTE
— JmcTe-3aBepuTeNie JeNa, B yHU(DUIMPOBAHHOW (opMe KOTOpOro HMeeTcs Talnuia
«Ocob6eHHOCTH (PU3UYECKOTO COCTOSTHUS U (DOPMHUPOBAHUS JIEI».

3ananue 6

Omnpenesnre, NPaBWJIBHO JIM YKAa3aHbl CPOKH XPAaHEHHUS CJEIYHIIUX [JOKYMEHTOB,
CO31aBaeMbIX KA/JIPOBOM CJ1y:K00ii:

a). TpymoBoii TOTOBOP — MOCTOSIHHO.

6). Ilpuka3 o mpenocTaBiIeHUU OTITycKa 0e3 COXpaHEeHUs 3apaOO0THOM IJIaThl — 5 JIeT.

B). KHura yuera nqBukeHHs TPYIOBBIX KHUXKEK U BKIabIIel B HUX — 75 (50) ner.

r). JInunas kaprouka padotHuka (popma T-2) — 50 ner.

n). [Ipukas o mpeMupoBaHuu pabOTHUKOB — 5 JIET.
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e). I'paduk oTmyckoB — 5 mer.

OtBeTnI
B coorBerctBun ¢ IlepeyHeM THMOBBIX YIPAaBIEHYECKUX TOKYMEHTOB, OOpa3ylolIuxcs B
NESITEIbHOCTH OpraHu3allid C YKa3aHMEM CPOKOB XpAHEHWs, Ha3BaHHbIE JIOKYMEHTHI,
co3/1aBaeMble KaJpOBOH CITyK00M, UMEIOT CIIEAYIOIINE CPOKU XPAHEHHUS:
1. Tpynosoii moroBop — 75 nert. (50 net, ecnu aeno chopmuponano nocie 2003 roaa)
2.IIpuka3 o mpesoCcTaBICHUM OTIYCKa 0e3 COXpaHeHHs 3apaboTHOM IaThl — 75 JieT.
3. Knaura ydera qBUKEHMS TPYIOBBIX KHUKEK U BKJIAJbIIIENH B HUX — 75 JIET.
4. Jlnunas xaprouka padoruuka (dpopma T-2) — 75 ner. (50 ner, ecnu aeno chopMUpoBaHO MOCIIE
2003 roma)
5. Ilpukas o mpeMupoBaHUU PaOOTHUKOB — 75 JIeT.
6. I'padux ormyckoB — 1 roz.

3aganue 7
N3 opranmsanum yBOJWJICH PAa0OTHHK, ¢ KOTOPBIM INPH NOCTYIUICHHH Ha padory ObLI
3aKJIIOYEH J0r0BOP O MOJTHOM MaTepraabHON OTBeTCTBeHHOCTH. BA coorBercTBHuH ¢ 1. 189
ITepeyHsi THMOBBLIX YNPABJEHYECKHX [IOKYMEHTOB, O0O0pa3ylmmxcsi B JAeATEJIbHOCTH
OpPraHM3anyy, ¢ yYKa3aHHeM CPOKOB XPaHEHUsl TAKOH /JOroBop I0JKeH XPaHUTHCH B
OpraHu3anyu S JI. nocje yBOJbHEHUS MATePHATbHO OTBETCTBEHHOro Juna. C Kakoro JHs
ciaeqyeT OTCYUTHIBATH CPOK XPAHEHHS ITOT0 JOKYMEHTA:

a). Co aHs yBOoJIbHEHUS paOOTHHUKA.

0). Co crenyroLero JHs Mocjie yBOJIbHEHHS.

OTBeThI
O0a yka3aHHBIX BapHaHTa OTBeTa HeBepHBI. B cooTBeTcTBUU ¢ OCHOBHBIMH MpaBUIaMU PabOTHI
ApXUBOB OPraHHU3AIMI CPOK XpaHEHHS UCTIOTHEHHOTO I MPEKPATUBIIETO JEHCTBUE TOKyMEHTA
OTCUUTBIBAETCS ¢ 1 SHBaps CIEeAYIOMIETo KaJeHIapHOTro roja.

Onpenesanre, Kakasi Ipoueaypa, BbINOAHsIeMasi IPH 0GOPMJICHHH /eI KaApOBOH CJIy:K00H
nepej caa4veil UX B apXuB, OTCYTCTBYET B IIPHBEICHHOM IepeYHe:

a). Ilepenner nena.

0). Hymepanuus aucros nena.

B). CocraBneHue BHYyTpEeHHEH OnKMcH JOKYMEHTOB Jefa.

r). BHeceHne yrouHeHH B peKBU3UTHI OOIOXKKH Jea.

OTBeThI
B mpuBeneHHOM TepeuHe OTCYTCTBYET MpOILeAypa COCTABICHHS JIUCTa — 3aBEPHUTENS Jeia U
COCTABIIEHUE OIIKUCH JIE.

4.3. OnieHOYHBIE CPEACTBA AJIs TPOMEKYTOUHOM aTTeCTAlUU.

4.3.1. IlepedyeHp KOMIIETEHIIMH C yKa3aHHEM O3TaloB HUX (OPMUPOBAHUSA B MpoIlecce
OCBOCHHs 00pazoBarenbHOM mporpaMmel. [lokazarenn u KpUTepuu OICHUBAHHS KOMIIETEHIUI ¢
y4eToM dTana ux GopMUpOBaHUS

Kon HanmeHnoBanue Kon HaunmenoBanue srana
KOMIIETCHIIUH KOMIIETCHIIUH JTana OCBOCHHS | OCBOCHUS KOMIIETEHIINU
KOMIIETCHIIUH

OIIK-10 CIOCOOHOCTh pentaTh OIIK-10.2 Cnoco6HocTh
CTaHJApTHHIC 3a/1a41 aJIMUHUCTPUPOBATH
npodeccHoHaNbHON MPOLIECCHI
JeATeIbHOCTH Ha OCHOBE JOKYMEHTO000pOTa MpH
MH(OPMALIMOHHOM U peanuzanuy QyHKIUH
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o6ubnmuorpaduyeckoil KylnbTypsl yIIpaBIEHUS
C IPUMEHEHUEM HEPCOHAJIOM.
MH(POPMALIUOHHO-

KOMMYHUKAIIHOHHBIX

TEXHOJIOTUH U C y4ETOM
OCHOBHBIX TpeOOBaHUI

MH(POPMALIMOHHOM
0€30MacHOCTH
Oran 0CBOEHHUS Iloka3arens Kpurepuii onieHuBaHus
KOMIIETEHIIUU OLICHUBAHHUS
OIIK-10.2 — cnocoGHOCTH IIpumensier HOPMBI | [IeMOHCTpUPYET TOYHOE
aMUHHUCTPUPOBATDH TPYZAOBOTO, apXMBHOTO | IOHUMaHUE
IIPOLIECCHI 3aKOHOAATEIbCTBA COOTBETCTBYIOLINX HOPM
JTOKYMEHTO000pOTa MpH Poccniickoit ®enepauuu U | TPyAOBOTO, APXUBHOTO
peanuzanuy QyHKIUN JIOKaJIbHBIMU HOPMAaTUBHBIMHU | 3aKOHOIATEJIbCTBA
yIIpaBJIEHUs IEPCOHATIOM aktamMu  opraHm3zamuu K | Poccuiickoit denepanuu u
KOHKPETHBIM 3aJa4aM | JIOKaJIbHbIX HOPMaTUBHBIX
yIIpaBJICHUSI IEPCOHATIOM. aKTOB OpPraHU3allMU K
KOHKPETHBIM 3a/1auaM
YIPaBJICHMSI IEPCOHAIIOM.

4.3.2 TunoBbl€ OLIECHOYHBIE CPEACTBA

Bomnpocsl k 3k3aMeHy:

1. TlonsTne oOpraHu3alMOHHO-YIPABICHYECKOTO JOKYMEHTa B cdepe YIpaBieHUs
MIEPCOHAIIOM, BHJIbI, TPABOBasi OCHOBA Pa3pabOTKH U MPUHATHSL.

2. Tlonstne wWHPOPMAIIMOHHO-CIIPABOYHOTO JIOKYMEHTa B cdepe  yIpaBlIeHHS
MIEPCOHATIOM, BHJIBI.

3. CoctaB JOKyMEHTOB IO JIMYHOMY COCTaBY, HX Kiaccudukanus, ogopmieHue
JMYHOTO JieNia pabOTHHUKA

4. JlokymeHTHI, odopMIsieMble Ha JTale T[OWCKAa TMepcoHama MW uX oOmas
XapaKTePUCTUKA: COJIEPKaHKE, TIOPSIOK pa3pabOTKHU U MPUMEHEHUSI.

5. JlokymeHTtsl, odopmisieMble Ha JTane oTOopa TepcoHalla W WX  oOmias
XapaKTepUCTUKA: COJIEPKaHKE, TIOPSIOK pa3pabOTKU U IMPUMEHEHUSI.

6. Ilonsrue u knaccuuKanus JTOKyMEHTOB I10 JBIKEHHIO IIEpCcoHaa.

7. Ilpukasbl, oOmoOCpeaylOllMe OTHOIIEHHS IO JBI)KEHUIO KaJpoOBOrO COCTaBa y
paboToaarens: MOHATHE, COJIEPKAHKE, TIPoLeypa 0(OPMIICHUSL.

8. JIuyHasg KapTOuyka Kak o0Os3aTelbHbIM JOKYMEHT IO YYeTy KaJpoB: IOHSTHE,
0Cc00EeHHOCTH 0(OPMIICHUS, BUIBI.

9. JluyHoe €0 Kak HeoOs3aTeNbHBIA JOKYMEHT 10 YYeTy KaJpoB: IOHATHE,
odopmieHHE U BeICHUE JIMYHBIX A€ (10Cchbe) COTpYAHUKOB. COoCTaB JOKYMEHTOB JIMYHOTO Jeja.

10. OpopmieHue 1 BeileHHE TPYIAOBBIX KHUKEK U BKJIAIbIIIEH K HUM.

11. [lonsiTre ¥ BUABI JOKYMEHTAIMH B cepe COLUANBHOTO CTPaxoBaHus, O(popmisieMbie
CIIy>kO0H ynpaBJIeHUs EPCOHATIOM.

12. Homenknatypa zen: mopsoK MOJATOTOBKH, COCTaBJICHUS, OQOPMIICHHS, TPUMEpHast
HOMEHKJIaTypa Je.

13. Cpoxu XpaHeHHs] JOKYMEHTOB 10 YIPABJICHUIO EPCOHATIOM.

14. [IpaBoBo€ peryiupoBaHUE JIEATEIbHOCTH MO YIPABICHHUIO MEPCOHAIOM B CTPaHax C
Pa3BUTOMN PBIHOYHON SKOHOMUKOM.

15. CiiyxObl ynpaBieHHs IEPCOHATIOM U MEHEDKEPHI 110 KajpaM B 3apyOeKHbIX (pupMax,
IIPaBOBOM cTaTyc, 3a7auu, PyHKIMH, OpraHu3alus JesTeIbHOCTH.
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16. CoBpemMeHHBIE METOJBI pabOThI C MEPCOHATIOM 3a PYOEKOM M BO3MOXKHOCTH HX
UCIIO0Ib30BaHus B Poccum.

17. IoOKyMEHTUpOBaHUE JEATEIBHOCTH IO YIPABICHHUIO IMEPCOHAIOM (TI0 OCHOBHBIM
3ajayaM). Buabl TOKyMEHTOB, ocoOeHHOCTH uX odopmieHus. [lpakTuka u pekoMeHIaruu
3apyOeKHBIX CIEIHATUCTOB.

18. 3amaun u pyHKIUM CIyKOBI IEpcoHaa.

19. [IpaBoBbIe OCHOBBI JOKYMEHTHUPOBAHUS JESTEIBHOCTH CIIYXKObI IIEpCOHAaIa.

20. KagpoBas ciryx0a Kak HaKOIMTENb JOKYMEHTUPOBAHHBIX IEPCOHANIBHBIX JAHHBIX.

21. 3amuTa nepcoHaIbHBIX JAHHBIX pAa0OTHHUKA: 0053aHHOCTH PabOTONATENs

22. Tlono>keHue o 3aluTe MePCOHATBHBIX JAHHBIX

23. TpeOGoBaHusl K 0POPMIICHHIO COTIIacUsl Ha 00pabOTKY MEePCOHABHBIX TAHHBIX.

24. TIpaBuiia cOCTaBJICHHS U YTBEPKACHUS OJAaHKOB U (OPM JTOKYMEHTOB.

25. O0muit cocTaB U BUABI KIPOBOM JOKYMEHTAIHH.

26. JlokanbHble HOPMAaTUBHBIE JOKYMEHTHI, PErJIAMEHTUPYIOIINE AEATEIILHOCTD CITY>KObI
nepcoHaa.

27. Opranu3aluoHHbIe JOKYMEHTBI, 0COOEHHOCTH U MOPSIIOK X 0(OpMIICHUSI.

28. PacniopsiauTenbHble TOKYMEHTBI KaJpOBOH CIIyXObl, OCOOCHHOCTH W MOPSA0K HUX
opopmiuenus (yHuduuupoBaHHBIE (POPMBI, TEKCTOBBIE (POPMBI, MOPAIOK pPETUCTpAlMU U
XpaHEHUs).

29. UH(hopMallMOHHO-CIIPaBOYHbIE  JOKYMEHTBI, ~OCOOEHHOCTM ¥  HOPSAOK  HX
opopmIIEeHHSL.

30. TpynoBasi KHIKKA: BeICHUE, XpaHEHHE, BblJ1aua MPU YBOJbHEHHH.

31. TpynoBoii goroBop: pazpaboTka OyaHKa, cojepkaHue, 0ohopMIIeHHE NP MpUEMe Ha
paborty, B cilyuyae U3MEHEHUS YCIOBUI

32. IIpouecc AOKYMEHTHMpOBaHHMS y4deTa M OTYETHOCTM MO KajJpam: CTaaus
(bopMUpOBaHMS YUETHBIX MAacCCUBOB, CTa/IUs OOHOBJIEHUS, BHECEHHUS U3MEHEHUH U JIONOJIHEHUH,
CTaJusl COCTABJICHUS OTUETHOCTH, BbIJIaUM CIPAaBOYHON MH(POPMALIUH.

33. CocTaB TOKyMEHTOB, HEOOXOIMMBIX JJsl PELIEHUs BOMpoca O MpHEeMe Ha padoTy.
KoHTposb 10CTOBEpHOCTH NMEPCOHATIBHBIX JOKYMEHTOB.

34. TexHoJOTHMYeCKas 1eTI0OUKa ITpUeMa rpaxaaH Ha padoTy.

35. TexHonornyeckass Iernovyka JOKyMEHTHPOBAHUS NepeBoAa pabOTHUKA Ha JPYTYIO
paborty.

36. JlIoKyMEHTUpPOBaHKE MPOLEypbl NOOIPEHUsI PAOOTHHKA.

37. JJIOKyMEHTUPOBAaHUE NPOLEAYPbl MPUMEHEHHs AUCLUILUIMHAPHOIO B3BICKAHUS MpU
COBEpILEHUH PAOOTHUK.

38. JloKyMeHTUpOBaHHUE POLEypbl IPEAOCTABIECHUS Pa3InYHOI0 BU/IA OTIIYCKOB.

39. lokyMEeHTUpOBaHHUE MPOLIeyphl HAIlpaBIeHUs paOOTHUKA B KOMaHAUPOBKY.

40. TexHonornyeckass LENOYKa JOKYMEHTHPOBAHMs IPOLEAYpPhl YBOJBHEHMS IO
MHUIMATHBE paOOTHHKA.

41. TexHonornyeckass ILeNOYKa JOKYMEHTHPOBAHMs MPOLEAYpPhl YBOJBHEHMS IO
MHHUIIMAaTUBE paboToAATENs.

42. TexHonornyeckas ILEeNOYKa JOKYMEHTHPOBAHMs MPOLEAYpPhl YBOJBHEHMS IO
00CTOSATENLCTBAM, HE3aBUCSILUM OT BOJIHM CTOPOH.

43. Tlopsinok odopmieHHs KaJIpoBbIX JEN COIVIACHO HOMEHKJIAType JieNl, UX TEeKyllee U
apXMBHOE XpaHEHHUE.

44. Odopmiuenue aen JUisl IepeJjadd B apXyuB OpraHu3aluy.

45. JIomKHOCTHAass ~MHCTPYKLUS: IIOHATHE, CTPYKTypa, Mpoleaypa pa3paboTKy,
YTBEPKACHHUS.

46. KomieKTUBHBIA ~ JOTOBOp: MOHATHE, CTPYKTypa, Ipoueaypa pa3paboTKu U
YTBEPKACHHUS.

47. IlpaBuiia BHYTPEHHEIO PACHOpPsAKA OpraHU3alMM: MOHATHE, CTPYKTYpa, MpoLexypa
pa3paboTKH.
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48. TlonoxkeHue O CTPYKTYpHOM TMOApa3feleHUN: MOHATHE, IMpoleaypa pa3paboTKH,
YTBEPKIACHHUS.

49. llltaTHOE pacmucaHue: CTPYKTYpa, Mpoueaypa pa3paboTKH, yTBEPKACHUS, BHECEHHS
U3MEHEHUH U JONOJIHEHUN.

50. ITocobue 1O BPEMEHHON HETPYIOCIOCOOHOCTH W MO OEpPeMEHHOCTH U POJaM:
MOHATHE, 0COOEHHOCTH O()OPMIICHHUS U BBIIJIATHI.

51. Texnonoruyeckass LENOYKAa JOKYMEHTHUPOBAHMS MPOLEAYpPhl MPEABAPUTEIBHOTO
MEJULUHCKOI0 OCMOTpA.

52. TexHonoruyeckass LENOYKa JOKYMEHTHUPOBAHUS IPOLEAYPbl IEPHOIUYECKOTO
MEJIULMHCKOTO0 OCMOTpA.

53. TexHonoruyeckas Lenovka JOKyMEHTUPOBAHMSI NIPOLIELYPbl CTAKUPOBKHU II0 OXPAHE
TpyZa.

54. Texnonoruyeckass  LENOYKa  JOKYMEHTUPOBaHMS  NPOLEAYpbl  NPOBEACHUS
CIE[MaJIbHOM OLIEHKH yCIIOBUH Tpy[a.

55.00mas  XapakTepuCTHKa  OCHOBHBIX  JIOKyMEHTOB II0O  OXpaHe  Tpy.aa,
paspabaTbiBaeMbIX 1 0(OpMIIIEMBIX paboToaaTeNIEM.

56. HecuacTHblii ciayuaii Ha paOoueM MecTe: TOHATHE, TpoLEAypa y4deTa u
paccienoBaHus, 0COOEHHOCTH JOKYMEHTUPOBAHMUSL.

IIpumepsl 3a1aHU HA DK3aMeH

3ananme 1. OpopmuTte akT 06 OTCYTCTBUU BOAUTEINS HA paboueM MecTe.

00O «bnuk», Mepuanos P.M. paboraeT B TpaHCIIOPTHOM OT/EJI€, 3aHUMAET JOKHOCTh
Boxutens. PaGounii nenp Haumnaercs B 8.00, ceifuac 15.30, opopmure (akt OTCYTCTBUS Ha
pabouem MmecTe.

3aganue 2. PaccumraiiTe cTpaxoBOil cTak pabOTHHMKA B LEJISX OIJIATHl BPEMEHHOM
HETPYAOCIOCOOHOCTH.

CornacHo TpyIOBOM KHUKKU paOOTHUK paboTa:

10.03.2013-07.07.2015 - OO611ecTBO ¢ OrpaHUUEHHOM OTBETCTBEHHOCTHIO «bIHK»

09.08.2015-01.04.2016 - O611ecTBO C OrpaHUYEHHOI OTBETCTBEHHOCTHIO «Masik»

05.04.2016-31.03.2017 — ciryx0a B apMHM COTIIACHO BOEHHOIO Omiiera

12.05.2017-31.10.2018 - O6111ecTBO C OTPAaHUYEHHOI OTBETCTBEHHOCTHIO «Masik»

3apanme 3. Keiicbl 111 MeHeKepa 10 MEPCOHATY
Co3natb rpaduk ormyckoB Ha 2018 roa.

1 — renepanbHblii qUpekTop. OTMYCK OOBIYHBIN 1 32 HCHOPMHPOBAHHOCTD 5 THEH.

2 — mnaBHbI Oyxrantep. OOBIUHBIN OTIYCK, 330KEHHOCTh 3a MpEeAbLAYyIIUid rox 15
nHel. (paOOTHHMK HE OTryasul 3TH [THU, W IUIAHHPYeT HCIoNib3oBath B Oymymem. Korma -
HEH3BECTHO)

3. Dnektpuk. OOBIYHBIN OTIMYCK U 32 BPEAHOCTb.

4. Menemxep no nepconany. OObIYHBIN OTITyCK. (MaTh peOeHKa 5 JeT)

5. Cekperapb — OOBIUHBIN OTIYCK (COTPYIHHK B JeKpeTe A0 Hos0ps 2018).

3ananue 4.

Cnecapr HexmonoB C.M. paboraer B OOO «bmuk». Ero pexum Tpyna: S-nHeBHas
pabouast Hezens, C AByMSI BBIXOJHBIMHU JTHSAMH B cy0OOTYy M BocKpeceHbe. Pabouee Bpems ¢ 9.00
1o 18.00 ¢ mepepriBoM A oTAbIXxa U nutanus 1 yac. B ogHOM M3 moxpasneneHuit B cyoooTy
MPOU30IIENl MPOPbIB TPy0 M HEOOXOAMMO YCTpaHUTh aBapuio. Odopmute HE0OXOAMMBIE
JOKYMEHTHI JJ1s1 paboThl B CyO0OTY ciecapsl.
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3ananme 5. OopmuTe mpukas o npueme Ha padboTy

Wenes A.Il. npunumaerca B OOIIECTBO ¢ OTPaHUYEHHONW OTBETCTBEHHOCTHIO «bimk» B
OTZAeN MO paboTe C KIMEHTaMU Ha JOJDKHOCTh MEHEeKepa Mo padore ¢ (U3NYECKHUMHU JIHIIAMHU
15.10.2018. C pabOOTHUKOM 3aKJIIOYAETCsl CPOUHBIA TpyHoBOi goroBop Ha 1 roa. PaGoTHUKY
YCTaHABJIMBACTCS UCIIBITAHUE MPOJOJKUTEIBHOCTHIO 2 Mecsna, okian 23 000 py6.

3aganme 6. Odopmute 3amuch 0 mpueme Ha paboTy B TPYAOBOM KHHMXKKE COTIIACHO
IIpHUKas3a.

Yuudunuposannas popma Ne T- 1
VY1Bepx/eHa MocTaHOBIIEHHEM [ ockoMcTaTa
Poccun o1 05.01.2004 Nel

Kon
®dopma mo OKY ] 0301001
00O «Pomarikay 110 OKTIO 9874657
HaNMCHOBAHHUE OpraHu3aluu
Homep
Jlata
JIOKyMEHTa
ITPUKA3 123 01.10.2016
(pacnopstzkeHue)
0 npueMe padoTHHKA Ha padoTy
laTa
IIpunsaTs Ha padorty c 01.10.2016
o -
TabenbHbIil HOMEP
164
Cunoposy Onbry BnagumupoBuy
bamuust, UMsi, OTIECTBO
B DUHAHCOBO-?KOHOMHUYECCKUM OTIEI
HaNMMEHOBAHUE CTPYKTYPHOT' O TOAPA3ACICHUS
OKOHOMUCT
HaMMEHOBaHHeE Mpodeccuul (0JDKHOCTH), pa3psil, Kiiace (KaTeropus) KBaau GuKanuu
OCHOBHOE MECTO pabOThI
YCIIOBYS IIpHEMa Ha paboTy, XxapakTep paboTs
¢ oksagoM (TapudHOM CTaBKOA) 45000 py6 - xom
udpamu
Hanbagkoii - pyd - Kom
C UCIBITATEILHBIM CPOKOM Tpu MECsla MECHLIEB
OcHoBanue:

Tpynosoii norosop (koutpaxrt) ot «01» OKT}I6p$I 2016 roma Ne 198
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PykoBoauTe b oprannzanuu FeHepaJII)HBII\/,I
Jupexrop Heanoes B./l.BanoB
JOJDKHOCTh IIOAIIHUCH paCHII/I(prBKa IIOAITHCH
C npuka3oM (PacmopsizkeHHeM) 03HAKOMJIEH Cudoposa «01» okms6ps 2016 rona

TOAITHUCH pa60THI/IKa

3aganue 7. Kelic 1711 KaHOUIaTOB HA JOJDKHOCTD «J{MPEKTOp IO NEPCOHATY»

Komnanus 6onee 6 net Ha pbiake. OOmiee Koy-Bo coTpyaHukoB 150 ven + ¢unuans: B 4
ctpanax EBpomnbl. CymecTByloT 3 OCHOBHBIX HampaBieHus nestenbHoctd (toprosis THII,
MPOM3BOJICTBO CTPOUTENIBHBIX MaTepHAIIOB, CTPOUTEIHCTBO)

ITepen co3naBaemoii ciry:x00ii mepcoHaa Ha TEKYIIMIA TOJ CTaBATCS CIEIYIONIUE 3a/1a4u:

— opranuzoBath noabop mnepcoHana (80 BakaHcwii B roj, ceifuac B pabore 48
BaKaHCUH),

— HaJAJUTh paboTy MO OpPraHM3aLMU U MPOBEACHUIO PErYISPHBIX MEPONPHUATHH IO
OIICHKE M aTTeCTally NepcoHaa (paHee He MPOBOAMIINCH);

— OIICHUTH CYIIECTBYIOIIME B KOMIIAHUU CUCTEMbl MOTHUBAIMH, M MIPH HEOOXOIMMOCTH,
PEKOMEH/IOBaTh M3MEHEHUs (IPUMEHsSEMble B HACTOSILEE BpPEMsI CXEMbl HE YIOBIETBOPSIOT
COTPYIHUKOB M HE COOTBETCTBYIOT LIEJISIM KOMITIAHWN );

— OpraHu30BaTh MPOLECC MOCTOSTHHOTO OOy4YeHHMsI W TOBBILICHHS KBaIU(UKAIIH
COTPYIHUKOB KOMIIaHUH, COOTBETCTBYIOLIETO LIEJISIM KOMITAHUU.

VYkaxure, kakas nHpopmaius Bam moHago0UTCs JOMOTHUTENBHO.

VkaxuTe, Kakue pecypchl (OpraHM3allMOHHbBIE, MaTepHajbHble, HH(OPMAIMOHHbIE,
4eJI0BEYECKHE, BPEMEHHbBIE) BaM MOTPeOYIOTCS AJIs BHIOJHEHUS JAHHBIX 3a/1a4.

W3noxure cBoe BUAECHUE MOCIIEN0BATEIBHOCTH U COAEPIKAaHUS JIeMCTBUM, HEOOXOAMMBIX
JUIS BBIIIOJIHEHMSI JAHHBIX 3aJa4, YKaKUTE MOCIIEN0BATEIbHOCT, OLIEHUTE CPOKU BBIIIOJIHEHUS U
COCTaBbTE IJ1aH Bamux aeicTBUM.

3ananme 8. CocraBbTe M 0OpMHUTE MPHUKA3BI 10 TUIHOMY COCTaBY

3aBenyromas otaesnoMm nucem rasetsl «l'yoepuus» ComoBa Anna lBanoBHa 15 mas
TEKYIIEro roja o0paTuiach K IIaBHOMY peaakTopy YBapoBy A.H. ¢ mpocs00ii mpeaocTaBuTh eif
OTITyCK 0e3 coxpaHeHHs 3apaboTHOM miatel ¢ 16 mo 18 Mas Mo ceMeiHbIM 00CTOSTENbCTBAM.

[TpoekT mpukaza o0 oTmycke ObuT OopMIIeH HadaIbHUKOM OTJieNa KaJpoB EpmakoBbIM
N.H. 15 Mas, B TOT k€ ACHb MOANNCAH IJIABHBIM PEAAKTOPOM.

[IIkana olleHUBaHUSL.

OneHka 3HaHWM, yMEHUH, HaBBIKOB IPOBOJUTCS Ha OCHOBE OaNIbHO-PEUTHHIOBOM
cucremsbl: 30% u3 100% (umu 30 6ammoB u3 100) - BKIa1 B HTOTOBYIO OLIEHKY 110 pe3yjbTaTamM
IIPOMEXYTOYHOM aTTeCTallUH.

IIpu oueHuBaHMM OTBETa OOY4YAIOUIErOCs B XOJA€ MPOMEXYTOYHON aTTECTallMd MOXKHO
ONMPATHCS HA CIEAYIOIINE KPUTEPHH:

bane Kputepuii onieHku

26-30 OOyuaromuiicsi TOKa3bIBaeT BBICOKUH  YpOBEHb  KOMIIETEHTHOCTH, 3HAHUA
IPOTPaMMHOTO MaTepuayia, y4eOHOW, TMepHOAWYECKOH M  MOHOrpaduuecKoit
JUTEPATYphl, 3aKOHOJATENLCTBA M MPAKTUKUA €ro MPUMEHEHHS, PACKpHIBAET HE
TOJIBKO OCHOBHBIE IOHATHS, HO M aHAJIU3UPYET HUX C TOYKU 3PEHUS Pa3IMYHBIX
aBTOpOB. OOyuaroNMiics MOKA3bIBAE€T HE TOJBKO BBHICOKHH YPOBEHb TEOPETHUECKUX
3HAaHUH, HO ¥ BUAMT MEXIUCIHUIUTMHApHbIE CBs3U. IIpodeccnoHanbHO, TpaMOTHO,
IIOCJIEJOBATEIBHO, XOPOILLIUM SI3bIKOM YETKO M3JIaracT MaTepuall, apryMEHTUPOBAHHO
¢dbopmynupyeT BBIBOJBL. 3HAeT B paMKax TpeOOBaHMU K HAMpPABICHUIO M MPOQHUIIIO
MOJIFOTOBKH 3aKOHOJATEeIbHO-HOPMAaTUBHYIO M IpakTH4YecKyro 0a3y. Ha Bompochl
OTBEYAET KPATKO, apT'YMEHTUPOBAHO, YBEPEHHO, 10 CYLIECTBY.
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16-25 OOyuaromuiicss TMOKa3bIBaeT JOCTaTOYHBIH YpPOBEHb KOMIIETEHTHOCTH, 3HAHUS
MaTepHaloB 3aHATUN, y4eOHOM M METOIUYECKOH JUTepaTyphl, 3aKOHOATEIbCTBA U
NPAaKTUKA €ro MPUMEHEHHs. YBEPEHHO M MpOo(ecCHOHANBHO, TPAMOTHBIM S3BIKOM,
SICHO, YETKO U IMOHATHO M3J1araeT COCTOSIHUE M CYThb BONpoOca. 3HA€T HOPMAaTHBHO-
3aKOHOJATEIbHYI0O W  TpaKTHYECKyl0 0a3y, HO TMpU OTBETE€ JOIYCKaeT
HECYIIECTBEHHbIE NOrpeiIHOCTH. OOyUaromMiicsl MOKa3bIBaET JOCTATOUYHBIA YPOBEHb
npo¢eCCHOHANBHBIX 3HAHUIM, CBOOOTHO ONEPUPYET MOHATUSAMH, METOJaMHU OIICHKH
NPUHATHS PELICHUH, HMMEET IMPEACTaBICHUE: O MEXIUCUUIUIMHAPHBIX CBS34X,
YBSI3bIBAE€T 3HAHUS, MOJIYYEHHBIE IPU H3YYEHUU PA3NIUYHBIX JUCLUIUIMH, YMEET
aHAJIM3UPOBATh MPAKTUUYECKHE CUTYAIlMU, HO JIOIYCKAET HEKOTOPBIE MOTPEIIHOCTH.
OTBeT MOCTPOEH JIOTMYHO, MAaTepUall U3JIaracTcsi XOPOLIUM S3bIKOM, IIPUBIIEKAETCA
MH(GOPMATUBHBIM M WJUIIOCTPUPOBAHHBIA MaTephall, HO TNpPH OTBETE JAOIYCKaeT
HEKOTOpBIE MOrPeIHOCTH. BOopOCkl HE BBI3BIBAIOT CYIIECTBEHHBIX 3aTPYJHEHHH.
6-15 OOyuaromuiicss MOKa3blBaeT JOCTATOYHBIC 3HAHUS MATEPHAJIOB 3aHATUH, HO IPH
OTBETE OTCYTCTBYET JIOJKHAS CBA3b MEXJY aHAJIM30M, apryMEHTalUel U BHIBOJAAMH.
Ha nocraBneHHblE WieHaMU KOMHCCUHM BOIIPOCHI OTBEYAET HEYBEPEHHO, JOIYCKAET
norpemHocTd. OOydaromuiics BilaZieeT MPAKTUYECKUMU HaBbIKAMH, IMPHUBIIEKAET
WITIOCTPAaTUBHBI MaTepual, HO YyBCTBYET ce0si HEYBEPEHHO IMIpU aHaJIM3e
MEXAMCLUIUIMHAPHBIX CBA3€il. B oTBeTe He Bcerga MNPUCYTCTBYET JIOTHKA,
apryMeHThl IPUBJIEKAIOTCS HEIOCTAaTOYHO Beckue. Ha mocTaBieHHbIE BOIPOCHI
3aTpyAHSAETCS C OTBETAMH, MTOKAa3bIBAET HEJJOCTATOUYHO IIyOOKHE 3HAHUS.

0-5 OOyuarommiicss TOKa3bplBaeT cia0ble 3HAHUS MaTepUajoB 3aHATHH, y4eOHOU
JUTEPATyphl, 3aKOHOJATEIBCTBA M IPAKTHUKU €r0 NPUMEHEHMS, HU3KUH YpPOBEHBb
KOMIIETEHTHOCTH, HEYBEpEHHOE H3J0KeHHe Bompoca. OOyuaromuicss MOKa3bIBaeT
ciabblii  ypoBeHb TNPO(PECCHOHANBHBIX 3HAHWW, 3aTpyJHSAETCSs TIpU aHAIU3E
[IpaKTUYECKUX cuTyauui. He mMokeT mpuBecTH NpHUMEpPHI U3 PEAIBHON IMPAKTHUKU.
HeyBepeHHO M J1OrMuYecKM HENOCIEA0BaTENbHO U3jaraeT Marepuan. HempaBuibHO
OTBEYAET HA BOIIPOCHI MJIU 3aTPYAHSAETCS C OTBETOM.

[Ikana nepeBoaa U3 MHOTOOAIILHOW CHCTEMBI B TPAAUIIMOHHYIO:

— oOywaromemycsi ~ BBICTABISIETCS ~ OIIGHKA  «HEYJOBIETBOPUTEIBHO»  €CIH
oOyuaroruiics HaOpan menee 50 Oanos,

—  OIICHKA «YJOBJICTBOPHUTEIBHO» BBICTABISECTCA IMpPU YCIOBHM, €CIM OOy4arolIuiics
Habpain ot 50 1o 65 6annos;

—  OIICHKA «XOPOILIO» BBICTABIIIETCS IPU YCIOBUH, €clii oOydarouuiics Habpan ot 66
10 75 Gamos;

—  OIICHKA «OTJIMYHO» BBICTABIIIETCS MPH YCIOBHH, €ciid oOydarouuiics Habpan ot 76
1o 100 G6amnos;

— 100 GannoB BHICTABISETCS MPU YCIOBUM BBINOJHEHHUS BCeX TpeOOBaHUi, a Takxke
npu 0053aTEIIbHOM MPOSBICHHH TBOPYECKOTO OTHOIIEHHUS K IpEeIMETy, YMEHHUU HaXOJUTh
OpUTMHAJIbHBIE, HE coJepXKaliuecs B y4eOHHMKaxX OTBETHI, YMEHHMU paboTaTh C MUCTOYHUKAMH,
KOTOpBIE COJEpIKATCS JOMOJHUTEIbHOM JIUTeparype K Kypcy, YMEHMHU COEAMHATh 3HAHUS,
MOJTy4eHHBIE B JAHHOM KypCe CO 3HaHUSMU JAPYTUX JUCLHUIUIMH.

4.4. Metoauueckue MaTepuasl

CTyneHT nomyckaeTcsi K 9K3aMEHY IO JUCLUIUIMHE B Clyyae BBINIOJHEHUS MM BCEX
3aJaHUN U MEPONPUATHUH, TPETYCMOTPEHHBIX IPOTPAMMON JUCHUIUINHBIL.

DK3aMeH CTaBUTCS CTYACHTY 110 pe3ylbTaTaM BBIIIOJIHEHHBIX pabOT B TEUEHUE CEMecTpa,
IpU YCIOBHH, YTO OLIGHKHM CTYyIEHTa 3a paboTy B TeueHHE ceMecTpa ([0 BCeM pe3ylbTaTram
TEKYIIEro KOHTPOJIs 3HAHUI) COCTaBIISAIOT He MeHee yeM Ha 70 % «ornuyno» u 30 % «xopoiioy,
MPOIYCKHU 3aHATHH OTCYTCTBYIOT.

DK3aMeH NPOBOAUTCS B (popMe MyOIUYHOTO BHICTYIUICHUSI.
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BricTymuienue — 310 odumansHoe coo0IIeHHe, TTOCBSIIEHHOE TeME BOIIpoca B Ouiere,
KOTOpPOE COACPKHUT OMUCAHKUE BOMPOCA U pacKphIThe ero cytu. CTpyKTypa OTBETa BKIIIOYAET:

1. BBenenue:

— YKa3bIBaeTCsl BOMPOC, MU3J1araeTcs MOoCIeI0BaTeIbHOCTh OTBETA;

2. OCHOBHOE CcOJepKaHUE:

— o0Oo3HauaeTcss MPOOJIEMHOE TMOJIe U BBOJISTCS OCHOBHBIE TEPMHUHBI BBICTYIUICHUS, a

TaKKe TEeMaTUYECKUE Pa3iesbl COACPKAHHS OTBETA;

— HAMEYalTCS METOJbl pEIIECHUS MPEJCTABICHHON B BBICTYIUICHUHM MNPOOIEMBI U

MpeInoIaraeMble pe3ybTaThl.

3. 3akiroucHue:

— MPUBOJISTCS OCHOBHBIE PE3YNBTAThl M CY)KIEHHUS aBTOpa MO MOBOIY MyTel BO3MOYKHOTO

pelIeHrsT PAacCMOTPEHHOW mMpoOIeMbl, KOTOphle MOTYT OBITh O(OpMIIEHBI B BHIE

PEKOMEHIALU .

BricTyruienue M0MKHO OBITh TOCTPOCHO B COOTBETCTBUU C PErNIaMEHTOM: He Oolee

MATH—CEMU MHUHYT.

OOyuaronuiicss Takke TOTOBUT pelieHHe Kkeiica. OOyuaromuiicss 3HaKOMUTCS C
MatepuanioM kerica. OcMbICIMBaeT cuTyaluio. PaccMarpuBaeT ajabTepHATHUBBI PEIICHUS
mpoOieMbl M HAXOJUT €€ BEpPHOE WM ONTUMabHOE pemieHue. OOydyaronuiics 3aiuiaeT cBoe
pemenue. IlpemogaBarenb OIEHUBAET KaueCTBO BBHIMIOJHEHUS 3a/aHUS 1O KPUTEPUSIM:
JMArHOCTUKU TPOOJIEMBbI, KauecTBa MPEIJIOKCHHH M PpPEeKOMEHJAIMi M0 peHIeHHI0 Keiica,
KauecTBa U3JI0KEHUS MaTepuarna.

5. MeTtoauyeckue ykazaHus AJisl 00y4al0UXCs 10 OCBOEHUIO THCIIUILTHHBI

YCTHBIN ompoc SBISETCSl OAHUM M3 OCHOBHBIX CIOCOOOB MPOBEPKU YCBOCHHWS 3HAHMIA
oOyvaromumucs. Pa3BepHyThII OTBET CTyAeHTa [OJDKEH MPeICTaBIsTh Cco00il CBA3HOE,
JIOTUYECKHU TOCIE0BaTeIbHOE COOOIICHHE Ha OMPENEIICHHYI0 TEeMY, MOKa3bIBaTh €0 YMEHHe
MPUMEHITh OMpEeeNieH!s, MpaBWiia B KOHKPETHBIX chydasix. OCHOBHBIE KPUTEPHH OICHKU
YCTHOTO OTBETA: MPAaBHJIBHOCTh OTBETA MO COJCPKAHHIO; MOJTHOTA M TITyOMHA OTBETA; JIOTUKA
U3NIOKEHUS Marepraia (YIUThIBAeTCS yMEHUE CTPOUTH 1IeJI0 CTHBIN, TOCIIEA0BATENbHBIN paccKkas,
IPaMOTHO TIOJIb30BAaThCsl CHEIHMATIBHON TEPMHHOJIOTHEH); HCIIOJIB30BAHUE JOMOJHUTEIBHOTO
MaTepHaa.

[TpakTudeckue 3aaHus SBISIOTCS HEOOXOJMM 3BEHOM ISl OIICHKH YMEHUI U HaBBIKOB
oOyvaromuxcs. OCHOBHBIE KPUTEPUU OIIGHKH TNPAKTUYECKOTO 3alaHus (Keklca): KauecTBO
MPEIJIOKCHUI U PEKOMEHJIAIMI 10 PEIICHUI0 TPo0ieMbl (BBIXOIY U3 CUTYAIlMH), OMUCAHHOH B
NPaKTUYECKOM 3alaHuK (Kelce), KauecTBO OOOCHOBAHMsS aHAJIM3a MPOOJIEeM M TIOCICICTBHIMA
BHE/IPCHUST CPOPMYJIMPOBAHHBIX MPEIJIOKECHUA W PEKOMEHIAIMA T0 PEIICHHIO MPOOIeMBbI
(BBIXO/Ly M3 CUTYAIlMH), OTIMCAHHOM B MPAKTUYECKOM 3aJaHHH (KeHce).

MeTtoanyeckne yKa3aHus 10 CAMOCTOSITEIbLHOM MOATOTOBKE K 3aHATHSIM
JIEKIMOHHOT0, MPAKTHYECKOT0 (CEMUHAPCKOI0) THIIA:

[ToaroToBka K 3aHATUSM JIOJDKHA HOCUTH CHUCTEMATUYECKUU Xapakrep. DTO IMO3BOJIHT
oOyyaroriemMycsi B MOJTHOM 00beMe BBIMIOJIHUTH Bce TpeboBaHUs mpenofasarens. O0ydaronmmcs
pPEKOMEHAYEeTCsl Hu3ydaThb KaK OCHOBHYIO, TaK M JIOMOJHHUTENBHYIO JIUTEpaTypy, a TaKxke
3HAKOMHUTHCS C VIHTepHeT-UCTOUHMKAMU (CHUCOK TpUBEAEH B pabodeld MporpaMMme 1o
JACITUTIIIAHE).

Crucok BOMPOCOB ISl CAMOCTOSITENILHOM MOATOTOBKH K OMPOCaM IO TeMaM MPHUBENEH B
paboueii mporpamMme Mo TUCHUILIHHE B 1. 4.2.

MeTonuueckne yKa3aHus Mo MOATOTOBKE K ONMPOCY:

[TogrotoBka oOydarommxcss K ONPOCY NpEANoiaracT W3y4eHHE B COOTBETCTBUU
TEMaTUKOW TUCIUTLIMHBI OCHOBHOW/ JIOTIOTHUTEIBHON JIMTEPATYPhl, HOPMATUBHBIX JJOKYMECHTOB,
UHTEPHET-PECYPCOB.
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MeTonnuyeckue peKOMEHIANUM 10 MOATOTOBKE K TECTHPOBAHUIO:

[Ipu moAroToBKe K TECTUPOBAHUIO CIIEAYET YUUTHIBATh, YTO TECT MPOBEPSET HE TOJIBKO
3HAHHWE TIOHATUW, KAaTerOpuid, COOBITUH, SIBICHWI, yMEHHUs BBIACIATh, AHATU3UPOBATH U
0000mare Hauboyee CyIIEeCTBEHHbIC CBA3M, NPU3HAKA M MPUHLUUIBI Pa3HbIX SBICHUN U
nporiieccoB. [loaTomMy mpu MOATOTOBKE K TECTy HE CIEAYeT MPOCTO 3ay4HMBaTh, HEOOXOIAMMO
MOHATH JIOTMKY W3JI0)KEHHOTO MaTepuana. JTOMY HEMajo CIOCOOCTBYET COCTaBJICHUE
pa3BepHYTOTO IJIaHa, TaOiuIl, cXeM. BOJbIIyl0 MOMOIIb OKa3bIBAIOT WHTEPHET-TPEHAXKEPHI,
MO3BOJISIFOIINE, BO-TIEPBBIX, 3aKPENUTh 3HAHHS, BO-BTOPBIX, MPUOOPECTH COOTBETCTBYIOIIHE
MICUXOJIOTMYECKUE HABBIKA CAMOPETYIISILIUM U CAMOKOHTPOJISL.

TectupoBaHue WMEET pPSAA OCOOCHHOCTEHW, 3HAHUWE KOTOPHIX TIOMOTaeT YCHEIIHO
BBITIOJIHUTH TECT. MOXKHO JaTh CHEAYIIIUEe METOJAUYECKHE PEKOMEHAAMHU: CJIEAYET
BHUMATEIbHO U3YYUTH CTPYKTYPY TE€CTa, OIEHUTh 00BEM BPEMEHHU, BBIACISIEMOrO Ha JaHHBIN
TECT, YBHUJIETb, KAKOTO THUIA 3aJaHUs B HEM COJEpXkaTcs; OTBe€YaThb HAa TE€ BOIPOCHI, B
MPaBUIBHOCTH PEILICHUS KOTOPBIX HET COMHEHMI, MOKa HE OCTAHABIIMBAsCh HA T€X, KOTOPbHIE
MOTYT BBI3BaTh JIOJITUE Pa3ayMbsl; OUEHb BaXXHO BCET/la BHUMATEIbHO YNTATh 3a/1aHUs 10 KOHIIA,
HE MBITAsICh MOHATh YCIOBUS «IIO MEPBBIM CIOBaAMY.

HNHcTpyKuus M0 BHINOJTHEHUIO TECTOBOTO 3aJaHUsI

TectupoBaHue TMpeacTaBIsSET COOOW BBIMIONHEHHWE TECTOBOIO 3ajgaHus (TecTa),
cocrosiiero u3 20 BOMpocoB U BapHAHTOB OTBETOB Ha HUX. BOMpOCH mperycMaTpuBaOT OJUH
MpaBWIbHBIN BapuaHT OTBeTa. Bpems mpoxoxkaenus tecta 40 muHyT. HampoTuB Kaxxaoro
BONpoca OOyYaromMiics CTAaBUT OTMETKY (HalpuMep, «TallouKy» WU «KpecTHK»). s
MPOXOXKACHUS TeCcTa 00yJaronuiics 1oKeH HaOpath He 6onee 30 6amnoB. MakcumanbHbIH Oamt
cocrtaBisieT 40 6amioB. 3a KaKAbI MPaBUILHBIN OTBET MPUCBanBaeTCs JBa (2) Oamna.

Ecnu oOyuaromuiics He 3HaeT MPAaBHIBHOTO OTBETa HAa BOMPOC TECTa, OH MOXKET €ro
MPOMYCTUTh, HO B 3TOM Cy4ae OyJeT 3aCUUTaH HEBEPHBIN OTBET.

MeToauyeckne peKOMEHIALMHU 110 HAITUCAaHUIO pedepaTa:

Pedepar sBusercs caMoCTOSITENbHOM mMpakTU4YecKo paboToit oOywaronuxcsa. OH
MPHU3BaH OMpPEAEIUTh CTENEeHb OCBOCHHUS CTYACHTOM 3HAHHI M HABBIKOB, MOJIYUEHHBIX UM B
npolLecce U3y4eHus AUCUUTIITHHBI.

Texkct paboTHl AODKEH OBITH HamucaH B HaydHOM ctujie. OdopmileHne TeKCTa TaKxke
JOJIKHO OBITH BBIMOJHEHO TpaMoTHO. CremyeT m30erath MycTHIX MPOCTPAHCTB M, TeM OoJee,
cTpanull. Ha Bce TaGnuiibl, pUCYHKU U AMArpaMMbl JENAIOTCS CCHUIKU B TEKCTE.

Pabora Bemonnsercs B ¢opmare A4. lpudpt — TimesNewRoman. OcHOBHO# TekcT
paboTel HaOupaercs 14-m mpudTom uepe3 1,5 uWHTepBana, BHIPAaBHHBAHHE [0 IIHPHUHE,
MeXOyKBEeHHBIN HMHTepBan «OOBIYHBIN», KpacHas cTpoka 1,25 cM. ABTOMaTHYeCKH
paccrapisitorcst nepeHockl. [lons: Bepxuee 2,0 cm, HmwkHee 2,0 cM, jgeBoe 3 cM, mpaBoe 1 cwm.
[TpomexyTku Mexay ab3alaMu OTCYTCTBYIOT. BBelneHue, TJIaBbl, 3aK/IFOUYEHHUE, CIIUCOK
JUTEpPaTypbl U MPUIOKEHUs (HOPMATUPYIOTCS KaK 3aroJIOBKH MEPBOTO YPOBHS U HAYMHAIOTCS
KaXKIbIH ¢ HOBOM cTpaHuIsl. [logpa3aens! ri1aB ¢ HOBOW CTPaHUIIBI HE HAYMHAIOTCA.

CHockM JenaroTcss BHM3Y CTpaHUIlbl. TaOmuIbl W PUCYHKH HYMEPYIOTCS OTAEIBHO.
Howmep BkITOuaeT HOMep I1aBbl U HOMEP PUCYHKa/TaONHIIbI B JAHHOM TiaBe.

Crtpanuipl pabOThl JTOJDKHBI OBITH MPOHYMEpoBaHb. Hymeparusi HaumHaeTcs co
CTpaHUIIbI C OTJIaBIIEHUEM, Ha KOTOPOU cTaBUTCA Iudpa «2» u aanee — no nopaaky. OkoH4yaHue
HyMepaluy MPHUXOJUTCS Ha TOCIEAHMM JMCT CIHcKa Juteparypbl. Homep craBuTCsS BHHU3Y
CTpaHUIlbI cripaBa. Ha cTpaHuiax ¢ npuiaokeHUsIMH HOMepa He CTaBATCS, U B OIJIaBJIEHUE OHU
HE BBIHOCSITCS. B oriaBneHun ykaspiBaeTcsl TOJILKO HOMEpP MEePBOTO JIUCTA MEPBOTO MPUIIOKEHUSI.
O6nem pedepara 7-15 cTp.
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6. YueOnast muteparypa u pecypcbl HHGpOPMAIHOHHO-TEIeKOMMYHUKALIMOHHOM CeTH
"UHTepHeT", BKJIIOYAs NepeYyeHb Y4eOHO-MeTOAHYeCKOro odecnevyeHust As
CaMOCTOSITEIbHOM Pa0oThI 00y4aroIUXC M0 JTUCHUIINHE

6.1. OcHoBHas JUTEpaTypa

1. Ky3nenos, M. H. [lokymeHTanmoHHoe oOecmedeHue YIpaBJICHUS IEPCOHAIOM :
y4eOHUK M TMPaKTHUKYM i npukiagHoro OakamaBpuara / M. H. Ky3memoB. — M. :
WznarensctBo IOpaiit, 2017. — 520 c. — (Cepus : bakanasp. Ilpuknannoii xkypc). — ISBN
978-5-9916-4000-8. — Pexum noctymna : www.biblio-online.ru/book/BDE14AC8-BFC6-4C18-
BBDF-ADO6E453A417.

2. Mancypos, P. E. HactonbHas kHHra AUpEeKTOpa MO MEPCOHANy : MpakT. mocodue / P.
E. MancypoB. — 2-e u3n., nep. u aon. — M. : U3natensctBo KOpaiit, 2018. — 384 ¢. — (Cepus

[Tpodeccuonanphas NPaKTUKA). — 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. KampoBoe apenompousBojactBo. 3-¢ u3id., mepepad. u mom. M.:
I'poccMemna, POCBYX, 2017. 594 c.

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

6.2. lonotHUTEILHAS JIUTEPaTypa

1. KoxanoBa E. CocraBiseM HHCTPYKLHIO IO KaJpOBOMY JIEJIONPOU3BOJACTBY //
Kanposas ciayx6a u ynpasienue nepconayiom npeanpustus. 2016. N 5. C. 42 - 47.

2. Jlapuna C. Yem rpo3saT ommOKd B KaapoBoM jeinomnpousBojctBe? // Kaaposas
ciyx6a u ynpasieHue nepconanom npeanpustus. 2016. N 2. C. 68 - 75.

3. CenatopoBa H. CocraBisieM J0KHOCTHYIO HHCTPYKLMIO CIIELUATUCTA 1O Kaapam //
Kanpogas cinyx6a u ynpasnenue nepconaiom npeanpusatus. 2018. N 7. C. 32 - 41.

4. CrpaBOYHHUK KaJpOBMKA: IOJH. MpakT. pyK. / mox ped. A.B. Illanaesa. 10-e u3m.,
nepepabd. u gon. M.: I'poccMenuna, POCBVYX, 2016. 737 c.

5. VYmnpaBieHue yelOBEUECKUMH pecypcaMu: yueOHHK i OakanaBpoB. — 2-€ U3J., Iep.
u jgon. / M.A. Makcumues; otB. pea. H.A. TopemoB. — M.: IOpaiit, 2016. — 525 c. —
OnexkTpoHHBI pecypc: http://www.biblio-online.ru/thematic/?43 &id=urait.content. 7CFEE7E7-
C9DA-4083-9921-AF159C208A8C&type=c_pub

6.3. YueOHO-MeTOANYECKOE O0ecTIeYeHHe CAMOCTOATEIbLHOM padoThI

1. Oprnosa E. Hlnapranka mo oQOpPMICHHIO HEKOTOPBIX KAAPOBBIX JAOKYMEHTOB //
Hanorossiii BecTHuk - Koncynbranuu. Pa3bsicaenus. Muenus. 2018. N 8. C. 28 - 44.

2. Opnosckuii IO.II., Hypraunoa A.®., Yukanosa JI.LA. HactonpHas kHHra
KaJapoBUKa: ropuaunueckue acnektsl / oTB. pea. FO.IL. Opnosckuii. 3-e u3a. M.: KOHTPAKT,
2018. 372 c.

3. ®eoktucroB U.A. Bce 0 OONTBHUYHBIX M AETCKUX MOCOOUSX: TOJH. MIPAKT. PYK. / O]
pen. H.A. DaeneBoii. 4-e uzn., nepepad. u gom. M.: I'poccMenua, POCBYX, 2017. 315 c.

6.4. HopmaTuBHBIE NPABOBbIE JOKYMEHTHI (B XPOHOJIOTHYECKOM MOPSIAKe)

1. Koncruryuusa Poccuiickoii deneparuu (c rumaom Poccun). — M.: Ilpocnekr, 2015. —
32c.

2. TpynmoBoii kogekc Poccuiickoit @enepamnu ot 30.12.2001 Ne 197-®3 (mocnenusis
pemakims).

3. IIpuxa3z Munobpuayku Poccuu ot 14 mexabpst 2015 . No 1461 «O06 yrBepxkaeHuu
denepalbHOTO TOCYIapCTBEHHOTO OOpPa30BATENBHOTO CTaHAApPTa BBICIIETO OOpa30BaHUS IO
HanpasieHuo noarorosku 38.03.03 YopasneHue nepconanoM (ypoBeHb OakallaBpuaTa)y.
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4. OOpazoBarenbHBIN cTaHAAPT AKageMun MO HampaBieHuto noaroroBku 38.03.03
VYnpasneHue nepcoHanaoM, yreepxacHHbIN npukasoM Pekropa PAHXul'C ot 19 asrycra 2016 1.
Ne 01-4603.

5. Ilpuxa3 MunTtpyna Poccun oT 06.10.2015 N 691n
«O6 yrBepxkaeHun mnpodeccuoHambHOrO crangapra «CroeuumanucT 1O YIpaBJICHUIO
nepconangom» (3apeructpupoano B Muntocte Poccuu 19.10.2015 N 39362).

6. Ilpukaz Muntpyna Poccum ot 09.10.2015 N 7170 «OO0 yTBepKICHUH
npogeccuoHanbHOrO0  cranfapra «Crneuumanuct 1o moxdbopy mepcoHana  (pekpyrep)»
(3apeructpuposano B Muntocte Poccun 09.11.2015 N 39628).

7. O06 wunHpopManuu, HHPOPMAIMOHHBIX TEXHOJOTHSIX M O 3aluTe WHGOOpMAIHH.
®denepanbHblii 3ak0H 0T 27.07.2006 N 149-D3 (mpunsit ['J] @C PO 08.07.2006).

8. O6 akuumoHepHbIx ooOmecTBax. dDenepanbHblii 3akoH oT 26.12.1995 N 208-P3
(mpunst I'J] ®C PO 24.11.1995).

9. O06 oOmecTtBax € OrpaHMYEHHOHM OTBETCTBEHHOCThIO. DenepanbHbIl 3aKOH OT
26.12.1995 N 208-®3 (npunsr '/l ®C PO 14.01.1998).

10. O nepcoHanbHbIX JaHHBIX. DenepanbHblii 3akoH oT 27.07.2006 N 152-D3 (mpuHAT
I'1 ®C P® 08.07.2006).

11. O xommepueckoii TaiiHe. Penepanbublil 3aKoH 0T 29.07.2004 N 98-D3 (nmpunst I'/]
OC PD 09.07.2004).

12. O 6yxrantepckom yuere. enepanbubiii 3akoH oT 06.12.2011 N 402-D3

13. O6 apxuBHOM aene B Poccuiickoit @enepaunu. denepanbhplii 3akoH oT 22.10.2004
N 125-®3 (mpunst 'l @C PD 01.10.2004).

14. O tpynoBbix kHMXKaxX. (BMecre ¢ "IIpaBuimamu BeleHHS U XpaHEHUS TPYIOBBIX
KHUXKEK, M3rOTOBJICHUs OJAaHKOB TPYAOBOM KHWXKKM M oOecriedyeHus MMHU paboTomareneit")
ITocranosnenue [IpaButensctea PO ot 16.04.2003 N 225.

15. O6 yrBepxnenuu IlonoxxeHnns 00 0COOEHHOCTAX 00pabOTKH MEPCOHATBHBIX JaHHBIX,
OCYILECTBIIsIEMON 0e3 HCI0JIb30BaHMsI CpeICTB aBToMaTtu3anuu. IloctanoBnenue I[IpaBurenscTBa
P® o1 15.09.2008 N 687.

16. O mepeuHe cBeoeHUWIl, KOTOpble HE MOTYT COCTaBJIATH KOMMEPUYECKYIO TaiHY.
[Toctanosnenue IIpasurenscrsa PCOCP ot 05.12.1991 N 35.

17. O6 yrBepx)aeHuu MHCTPYKIUU MO 3aNOJHEHUIO TPYAOBBIX KHIDKEK. [locTaHoBieHne
Muntpyna PO ot 10.10.2003 N 69 (3apeructpupoBano B Muntocte PO 11.11.2003 N 5219).

18. O6 yrBepxknenuu IlomokeHus o0 TOpSAKE U CpOKax XpaHEHUS TOKYMEHTOB
aknuoHepHbIX oOmectB. IlocranoBnenne @OKIIb P® ot 16.07.2003 N 03-33/mc
(3apeructpupoBano B Muntocte PO 21.08.2003 N 4994).

19. O6 yrBepkaeHHH YHUPHUIHMPOBAHHBIX (POPM MEPBUUHON YUETHOU JOKYMEHTAIMH I10
yuery Tpyaa u ero omarsl. [locranoBnenne ['ockomcrara PO ot 05.01.2004 N 1.

20. [lepeueHb TUNOBBIX YIPABICHUYECKUX APXUBHBIX JOKYMEHTOB, 0Opa3yromuxcs B
MpOIECCe JIEATEIbHOCTH TOCYJAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYMPAaBICHUS U
OpraHu3aiui, ¢ ykazanuem cpokoB xpaHeHus. [Ipukaz MunkynsTypbl Poccuu ot 25.08.2010 N
558

21. O npuHATUM W BBEICHUM B JIEUCTBHE TOCYIapCTBEHHOro craHaapra Poccuiickoii
Oenepannn" (BMecte ¢ "YHUPHIIMPOBAHHOW CHCTEMOUW TOKYMEHTAIUU. YHUQPUIIMPOBAHHAS
CHUCTeMa OpPraHU3allMOHHO-PACIIOPSIUTENBHON AOKyMeHTauuu. TpebGoBaHus K O(OPMIECHHUIO
nokymeHToB. [OCT P 6.30-2003"). IToctanoBnenue I'occtangapra P® ot 03.03.2003 N 65-cT.

22. OcHoBHble [IpaBmima paboThl apxuBOB opraHuzanuii. Om0OpeHBl peleHHEeM
Komnerun Pocapxusa ot 06.02.2002.

23. OK IIATP. O6mepoccuiickuii kimaccudukarop mpodeccuii pabodmx, JOIKHOCTEH
cnyxamux u TapudHeix paspsanoB. [loctanonenune ['occranmapra PO ot 26.12.1994 N 367
(mara BBenenus 01.01.1996).

24. OKCO. Obmepoccuiickuii KiIacCupUKaTOp CIENUATLHOCTEH 0 00pa30BaHUI0. YTB.
[ToctanoBnenuem I'occrangapra PO ot 30.09.2003 N 276-ct. (mara Beeaenus 01.01.2004).
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25. OKMH. OoOmepoccuiickuii kinaccupukatop HHPOPMAIMM O HACENCHHHU. YTB.
[TocranoBnenuem ['occrangapra PO ot 31.07.1995 N 412. (nata BBenenus 01.07.1996).

26. OKATO. OoOmepoccuiickuii  kimaccupukaTtop OOBEKTOB  aJIMHUHHCTPATHUBHO-
TeppuTopuanbHoro aenenus. Y1B. [loctanoBnenuem I'occrannapra PO ot 31.07.1995 N 413.

27. KBanu(uKauuOHHBII CHPaBOYHUK JOJDKHOCTEH pPYKOBOIUTENCH, CIEIUATUCTOB U
apyrux ciayxamux. Y1B. [loctanoBienuem Muntpyna PO ot 21.08.1998 N 37.

28. O6 yTBepkaeHUU MexXoTpaciaeBblX YKPYIHEHHBIX HOPMAaTUBOB BPEMEHH Ha pabOThI
110 KOMIUIEKTOBaHUIO U yueTy kaapoB. IlocranoBnenne Muntpyna CCCP ot 14.11.1991 N 78.

29.0 TunoBoil HWHCTPYKLUMH IO JEJIONPOM3BOJACTBY B (pelepaibHBIX OpraHax
UCTIOJIHUTEJILHOW BIACTH.

6.5. UnTepHeT-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/al 10/44299.html
10 http://www.eos.ru/eos_products/eos_kadry/
11. http://www.rusarchives.ru/

00N U AW

6.6. Unble HCTOYHMKH
1. Aoynamze, JI. T.JokymeHTanmmoHHOE oOOECHEUeHHE YIPaBICHUS MEPCOHATIOM
V4eOHMK W TPAKTHKYM JJs akaaemuueckoro OakamaBpmara / JI. I. AoOymamze, U. Bb.
Bempsokkuna, B. M. Macnosa. — M. : MUzparensctBo [Opaiit, 2016. — 299 c.
http://www.biblio-online.ru/thematic/?44 &id=urait.content. 4AB180AEE-8B42-4392-9D7A-
772015302875&type=c_pub

7. MaTepuaabHO-TeXHHYecKasi 0a3a, HTHPOPMALMOHHbIE TEXHOJIOTHH, IPOrPaMMHOe
o0ecneyeHue U HHGOPMANMOHHBIE CTIPABOYHBIE CHCTEMBbI

Jlis mpoBeneHust 3aHATUH 1O AMCUUIUIMHE HEOOXOAMMO CIIeNylollee MaTepuallbHO-
TEeXHHUYECKoe obecrieueHue: ydeOHbIe ayJUTOPUH A MPOBENEHHs 3aHATUN JIEKIMOHHOTO H
CEMHMHAPCKOTO THIA, TPYNIOBBIX M HMHIUBHIYaJIbHBIX KOHCYIBTALMN, TEKYLIETr0 KOHTPOJIS U
MIPOMEKYTOYHOHN aTTECTAlUH, IOMELICHUS AJISl CaMO CTOSITEIbHON pabOThI.

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

WNudopmanmonnsie crnpaBouHble cuctembl: Hayunas Oubmmorexka PAHXul'C. URL:
http://lib.ranepa.ru/; Hayunas ANIEKTPOHHAA 6ubnuoreka eLibrary.ru. URL:
http://elibrary.ru/defaultx.asp; HamuonanbHas snextponHas Oubnuoreka. URL: www.nns.ru;
Poccuiickas rocymapctBennas OubOnmoreka. URL: www.rslru; Poccuiickas HanmoHanmbHas
oubmmorexka. URL: www.nnirru; OnektponHas  Oubanoteka  Grebennikon.  URL:
http://grebennikon.ru/; DnexTpoHHO-OMOIMOTeYHass cucremMa M3parensctBa «Jlanb». URL:
http://e.lanbook.com; DnexTporHO-6uGmHOTeuHas cucrema FOPAWT. URL: http://www.biblio-
online.ru/
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IIpuaosxkenne 1. Ilpumep odopmiieHnst THTYILHOTO JIMCTA pedpepara

denepanpHOE TOCYAAPCTBEHHOE OIOKETHOE 00pa30BaTEIbHOE YUPEIKICHHUE
BBICIIIETO0 00pa30BaHUs

POCCHMCKASI AKAJTEMHUS HAPOJJHOI'O XO351ICTBA "
T'OCYJAPCTBEHHOM CJIYXBbI
ITPU MPE3UJEHTE POCCUIICKOM ®EJEPALINA

NHCTHTYT rocyiapcTBEHHOM CyK0bI M yNIPABJIEHHUSA
Kadenpa ynpasiienus nepconajiom

Hanpaenenue: Ynpasnenue nepconanrom
Ilpogunsv: Ynpasnenue nepconanom opeanuzayuu u 20Cy0apcmeerHHol CiyHcovl

PED®EPAT

no aucuuiinge: JlokymeHTanuoHHoe odecrnedyeHue ynpaBJjieHUs MepcoHATIoM
Ha TeMy «JloKyMeHTHpOBaHHe NPoleAyPbl H3MEHEHHUS TPY10BOI0 I0T0BOPa»

ABTOp padoTHI:

CryneHt 2 Kypca, 04HO# (HOpMBI
oOyuenus, rpynnsl Ob18-18
NBanoB HBan lleTpoBuu
Ilonmce

PykoBoauTesib padoThI:

Onenka

IHoamuce

« » 2018 r.

MockBa 2018
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IIpnaoxenue 2.
CioBapb TepMHUHOB

ATTecTanus mepcoHana — 1) METOJ OLEHKHU IEepcOoHala OpraHU3alMH; PYKOBOJUTEIb
NEPUOJUYECKH OICHMBACT 3(P(PEKTUBHOCTD BBHIMOJIHEHUS JOJDKHOCTHBIX OOS3aHHOCTEH ¢
MIOMOIIBIO CTAHAAPTHBIX KPUTEPHEB; 2) KaAPOBBIE MEPONPUATHS, IPU3BAHHBIC OLIEHUTH YPOBECHb
Tpyda, KaueCcTB M MOTEHIMAaja JTUYHOCTH TPeOOBAaHUSAM BBIOMHAEMON paboThl; 3) mpouemypa
onpeneneHus] KBaTM(UKAIMK, YpPOBHS 3HAaHUM, MPAKTUYECKHMX HABBIKOB, JEJIOBBIX KaueCTB
pabOTHHKA W YCTAHOBJIEHHUS CTENEHH MX COOTBETCTBUS 3aHMMaeMoOW JoiukHocTH. Llenp A.m. —
noBbIIeHne 3(P(EKTUBHOCTH HCHONB30BAaHHUS KaJIpOBOTO IMOTEHIMAla OpraHu3aliM; IO ee
pe3ynbprataM NPUHUMACTCS PeIICHHE O COXPAHEHUHU WM MU3MEHEHHMH aTTEeCTYeMOMY JIOJKHOCTH
WJIA CUCTEMBI MOTUBAIIMH €0 TPYAa, HEOOXO0IMMOCTH JIOTIOHUTENILHON TIOJTOTOBKU U JIp.

BbicBOOOKIeHHEe TepcoHATa (COKpalleHHe 4YHCJIAa 3aHATBIX) — YBOJBHEHHE WIIU
OTCTpaHeHHe OT pabOThl HAa JJIUTEIbHBIC CPOK OIHOTO WM OOJIBIIOrO 4Yuciia pabOTHHKOB IO
NPUYMHA HKOHOMHYECKOTO, CTPYKTYPHOTO WJIM TEXHOJIOIMYECKOTO Xapakrepa ¢ IeJbIo
YMEHBIIEHUS ~ KOJIMYEeCTBa  3aHATBHIX, JHOO  W3MEHEHHs  UX  Npo(decCHOHAIbHO-
KBaJM(UKALMOHHOTO COCTaBa. B.II. HEMOCPEACTBEHHO 3aTparMBaceT JOrOBOPHI 00 WX Haiime,
BKJIIOYasi pa3pblB WM MPHOCTAHOBKY TaKHUX JOTOBOPOB (KOHTPAKTOB). B.M. — 3TO KOMILIEKC
MEpONpUATUIl MO COONIONEHUIO TPABOBBIX HOPM U  OPraHU3al[MOHHO-IICHXOJIOTUYECKOM
MOJUIEP’KKE CO CTOPOHBI aJIMUHHMCTPALIMU TIPH YBOJBHEHMM COTPYIHUKOB. B.m. craHoBHTCS
BeChMa 3HAYMMOH (PyHKIIMEH KaIpOBOM CITy>KOBI.

l'apanTum conuanbHble — MaTepualibHBIC M JYXOBHBIE CPEACTBA, IOPUINYECKUE AKTHI,
o0ecCIeunBaroIMe pealn3alio IpaB YelioBeKa B COBPEMEHHOM OO0IIecTBe, OTAeNbHON cTpaHe. K
I'c. oTHOCATCS TpaBa YeloOBEKa Ha XM3Hb, JMYHYIO O€30MacCHOCTh, HA COOCTBEHHOCTh U €€
3aIIMIIEHHOCTh 3aKOHOM, Ha CBOOOIOMBICIHE, CBOOOAYy coBecTH M JAp. B obOcraHoBKe
(dbopMUpOBaHUS PHIHOYHBIX OTHOIIEHMH [.C. TpeTepmeBalOT HW3MEHEHMS] B HaNpaBICHUU
00OCHOBaHMSI COIMAJIBHO TapPAaHTHUPOBAHHOTO MHHUMYMa JUIsl BCEX KaTeropHil HaceleHHs,
000CHOBAHMSI JIBI'OT ¥ MIPEUMYILECTB OTJCIBHBIM TPYIIIIaM I'paXK1aH CTPaHbI U JIp.

JIOKYMEHT - MaTepHalbHBbIi HOCUTENb C 3a(UKCHPOBAHHOW Ha HEM B JI000H (opme
uHbopManyeld B BHUIE TEKCTa, 3BYKO3AIHUCH, M300pakeHUs M (MJIM) UX COYETAaHUs, KOTOPBIHA
MMEET PEKBU3HTHI, MO3BOJIAIOUINE €r0 MACHTH(PHUIMPOBATh, M MpPEIHA3HAYCH NI Nepeaadd BO
BPEMEHU U B IPOCTPAHCTBE B IIENAX OOIIECTBEHHOIO MCIIOJIB30BAHMS U XPAHEHHUS.

JIOKYMEHT0000pOT - IBMKEHUE TOKYMEHTOB B OPraHM3aLMM C MOMEHTA MX CO3aHHUs
WJIM TIOJTYYEHUS 10 3aBEPILICHUS UCTIOTHEHHS UM OTIIPABKHU.

KaapoBoe njiaHupoBaHHe B OPraHU3alMM — COCTaBHAs 4acTh CHCTEMBl YIpPaBJICHUS
MIEPCOHAJIOM, IMPEIOararomas OTCIe)KUBaHNEe W3MEHEHUH B €€ CTPYKTYpe, a TakkKe DIEeMEHT
paboThI C MEPCOHAIOM, LIEJIb KOTOPOH — 00ECIEeYUTh MPEeJOCTABICHUE JIOIIM pabodynX MecT B
HYKHBII MOMEHT BpPEMEHHM M B HEOOXOJMMOM KOJHYECTBE M B COOTBETCTBUM C UX
CIOCOOHOCTAMH, CKIIOHHOCTAMHU M TPEOOBAHUSMU IIPOU3BOICTBA.

Kanposrblii pe3epB — rpymnmbsl paOOTHUKOB, MOTEHIIHAIBHO CIIOCOOHBIX K PYKOBOSIICH
JESATEIbHOCTH, OTBEUYAIOIIUX TPEeOOBAHUAM, MPEIBSIBISAEMBIM JIOJDKHOCTBIO TOTO WJIM WHOTO
paHra, MoJBEprIIuXcsi OTOOPY M MPOLIEAIINX CUCTEMATHUYECKYIO IIEJIEBYI0 KBAIU(DUKAITMOHHYIO
MOJITOTOBKY.

KBanudukanusi - ypoBeHb 3HaHMH, YMEHHH, HABBIKOB M  KOMIIETEHIIUH,
XapaKTepU3YIOIUNA  MOJArOTOBICHHOCTD K  BBINIOJHEHHUIO  ONPEACICHHOTO BUJIA
npodecCuoOHABHON NeSATENbHOCTH

KpainpukanmoHHasi XapaKTepuMCTHKAa — KpaTKoe U3JI0KEHHE OCHOBHBIX 3a7ad,
HAaBBIKOB, YMEHHUH, MpaB M OOSI3aHHOCTEH, MPEABABISEMBIX K Pa3IMYHBIM CIIEHUATBHOCTSIM B
OpraHu3aLuH.

KpanudukanmoHHblii pa3ps — I0Ka3aTellb CTENEHM CIOKHOCTU BBIIOJIHAEMON
pa®oTel M ypoBHs KBanudukamuu padouee ¢ yderom K.p. ocymiecTBisieTcst omiara Tpyaa,
1noa00p ¥ pacCTaHOBKA KaJpOB HA MPOM3BO/ICTBE.
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KondaukrHas cutyaumusa — 1) ycioBue BO3HHKHOBEHHUS KOH(IMKTA; 3aKIIOYACTCS B
MPOTHBOPEUYMBBIX MO3UIUAX CTOPOH MO KAKOMY-JIHOO MOBOY, CTPEMJICHHE K TPOTHBOMOI0KHBIM
LEJISIM, MCIOJIb30BaHUE PA3IMYHBIX CPEICTB A UX JOCTHXKEHHS, HECOBMAJICHHE HHTEPECOB,
xemanud u T. A. [ns mepepacranus K.c. B KOHQIUKT, HEOOXOIMMO BHEIIHEE BO3JCHCTBUE,
TOMYOK WJIM WHIMJEHT;, 2) BBICIIAs CTaausl pa3BUTHS COLMAIBHOTO KOH(IUKTA, HAYalo
OTKPBITOTO MPOTUBOCTOSIHUS €T0 CTOPOH

Kpurtepnii oneHku mnepcoHana — Mepa OIICHKM; OTBEYaeT HAa BOIPOC: HACKOJIBKO
(akTHYeCKoe COCTOSIHUE TI0 JAHHOMY KPUTEPHIO COOTBETCTBYET TPEOOBAHUSAM IOJDKHOCTH MU
pabouero mecra.

O0mas npogeccnoHalbHas NMOATOTOBKA — MOJIyYCHHE 3HAHUMN, IPUOOpEeTeHNEe YMEHUs
Y HAaBBIKOB, YBEJIMYMBAIOIIUX OOIINNA YeTIOBEUECKUN KaluTal.

OT10op mepcoHajsa — uaeHTU(UKALMS TPeOOBAHUU, MPEABABISIEMBIX OpraHU3aluel K
KauecTBaM 4eJIOBEKa; CUCTEMa .MEpOIIPHUATUH, oOecrieunBaionias (GoOpMUpOBaHUE TAKOTO COCTABA
NepCoHaja, KOJIMYECTBEHHbIEC U KAYeCTBEHHBIE XapaKTEePUCTUKU KOTOPOTO OTBeYalu Obl LENsIM U
3ajja4aM OpraHU3alliK; MpOoIecC, MOCPEACTBOM KOTOPOTO MPEANPUATHE BHIOMpAET M3 CIHCKa
NPETEHIEHTOB OJHOTr0, HAWJIy4YIIUM O0O0pa3oM COOTBETCTBYIOILEIO BakaHTHOMY Mecty. llpum
0TOOpE YETIOBEK MOIBICKUBACTCS MO TPEOOBAHMS JOJKHOCTH.

Ounenka mepcoHana — Mpoleaypa, OCYIIECTBIseMas JUIsl ONpPEAeIeHUS COOTBETCTBHUS
pabOTHHKA BAKAHTHOMY WJIM 3aHUMaeMoMy pabouemy MecTy (IOJDKHOCTH), BKIIFOYALT:

1) oumenky mnoreHnuana paboTHUKA, (mpodeccHOHaNbHBIE 3HAHUS U yYMEHHUS,
MIPOM3BOJICTBEHHBIN OTIBIT, /I€JIOBbIC, HPABCTBEHHBIC M IICUXOJOTMUECKUE KAuyeCTBa, 3I0POBbs U
paboTocrocoOHOCTH, YPOBHS 00IIEH KYIBTYpHI);

2) OlLEHKY MHIUBUAYaJIbHOTO BKJIaZa — MO3BOJIAET YCTAHOBUTH KauyeCTBO, CIOKHOCTD U
Pe3yNbTaTUBHOCTD TPYyZa KOHKPETHOTO PAaOOTHUKA U €r0 COOTBETCTBUE 3aHUMAEMOMY MECTY;

3) arrecranuio NepcOHAJAa — YYUTHIBACT MOTEHIMANl W WHAWBUIYAJIbHBIA BKJIA]
paOOTHUKA B KOHEUHBIH pe3yIbTar.

IlepenoaroroBka — rojy4eHue JOMOJTHUTENBHBIX 3HAHUNA M YMEHUH, HEOOXOIUMOCTH B
KOTOPBIX BO3HMKACT B CBS3M C HW3MEHEHHMSIMU B IMPOU3BOJCTBEHHOM IIpOIlECcCE, COLUATBHOM
cdepe WM u3MeHeHueM (PYHKIMN yUpekIeHHH, OpraHn3aIuii.

ITocoOue - neHe)xHas MOMOIb, OKa3blBaeMas TOCYJapCTBOM JIMIAM, HaXOISIIUMCS B
TSDKEJIOM SKOHOMUYECKOM IOJIOKEHUHU, HAaIlpUMeEp, Mocodue mo 6e3padoTulie.

IHoTpedHOCT, B 00y4YeHMH — pa3pblB MEXIy YypOBHEM KBaIU(UKAIMK M 3HAHUH,
HEOOXOIUMBIX JUIS BBIMOJHEHHUS ITaHHOW pabOTBl M TEMH, KOTOPBIMU pealbHO 00Jagaet
BBITIONTHSIOIINI ee pabOTHHK.

IIpuka3 - aKT pyKOBOAUTEINS OpraHa rOCyJapCTBEHHOTO YIPABICHUS, TOCYIapCTBEHHOTO
YUPEXICHUS, KOMMEPUYECKOM OpraHM3aluu, COAepKallui oOs3aTeNbHble i PaOOTHUKOB
YCTAHOBKH.

IIpousBoanTeSb JOKYMEHTOB - IOPUIMYECKOE JIMIIO HE3aBUCUMO OT  €ro
OpraHu3alMOHHO-IPaBOBOKH (OopMBI U (GOpPMBI COOCTBEHHOCTH WM (hU3MUYECKOE JIUIIO,
OCYIIECTBIISIONIEE NPEANPUHUMATEIBCKYIO JeATeNbHOCTh 0e3 00pa3oBaHUs HOPUAUYECKOTO
JMILA, OCYIIECTBIISIIOIIME TOATOTOBKY, MyONMKauuio (BBIIYCK) M PacChUIKY (mepemauy,
JIOCTaBKY) 0053aTEIbHOTO SK3EMILIISpA.

IIpodeccnonanbHasi MOAroTOBKAa — oOpraHuzanus oOydeHus MNpodecCroHATBHBIX
KaJpOB yepe3 pa3inyHble (POPMBI MOTydeHUs TPO(PEecCHOHATHLHOTO 00pa30BaHHU.

IIpodeccnonanbHoe 00yvyeHHe — MPOIECC PA3BUTHUSA Yy COTPYIHHKOB CHElM(PUIECKUX
po(heCCHOHAIBHBIX HABBIKOB IIOCPEICTBOM CIIEIIUATIBHBIX METOZ0B O0yUeHHE.

CrpaxoBoii ciy4aii - cBeplMBIIEeCs] COOBITHE, C HACTYIUIGHHEM KOTOPOI'O BO3HUKAET
00s3aHHOCTh CTPaxOBLIMKAa, a B OTACIbHBIX CIIyyassX, YCTaHOBJICHHBIX (perepasbHbIMU
3aKOHaMH, - TaKXe M CTpaxoBaTeJel OCYIIECTBIATh oOecrneyeHue Mo 00s3aTeIbHOMY
COLIMAIBHOMY CTPaXxOBaHUIO.

CrpaxoBoii cTaxk - CyMMapHas NpPOJODKUTEIBHOCTh BPEMEHHM YIUIAThl CTPaXxOBBIX
B3HOCOB.
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TpyaoBasi KHHKKA - OCHOBHOM JOKYMEHT O TPYAOBOM AEATEIILHOCTU U TPYJOBOM CTaXe
paboTHHKA.

YnpasiieHne NepcoHAJOM — CHCTEMa OPraHU3ALMOHHBIX, COLMAIbHO-3KOHOMUYECKUX,
NICUXOJIOTMYECKUX, HPABCTBEHHBIX M MPABOBBIX OTHOLICHHH, oOecreunBaromux 3(pGEeKTHBHYIO
peanu3alio BO3MOXKHOCTEH 4YelloBeKa Kak B HMHTEpecax caMoro paOOTHUKA, Tak M B
OpraHU3aluy B LEIOM.

YenoBeyeckue pecypcbl — TEPMHUH, XapakTepU3YIOIUKW C  KaueCTBEHHOI,
COZIep KaTeNIbHOW CTOPOHBI KaApOBBIM COCTaB WJIM BECh MEPCOHAN MNpexnpustus ((upmbl,
YUPEXKIEHHsI, OpraHu3aliu), padodyi0 CUIy WIH TPYIOBBIE PECYpChl OTPACiId, TEPPUTOPHH
pPEruoHa, CTpaHsbl B LIEJIOM.

IlITaTHOe pacnucaHue - YTBEP)KICHHBIM, INPUHATBHIM [IEPEYEHb YUCICHHOIO COCTaBa
paOOTHHUKOB MPEANPHUATHSA, YUPSKICHHS C YKa3aHHEM WX KOJHUYECTBa, JIOJHKHOCTEH,
JOJKHOCTHBIX OKJIAJI0B, 0COOCHHOCTEH OIUIATHI.



