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

1.1. Mucummumna b1.5.26 «/lokymeHTannoHHOE o0ecredeHne yrpaBiIeHUs] IEPCOHATIOM
o0ecreyrBaeT OBJIaICHUE CIeNYIOIMMU KOMIIETEHIIUSAMH C YUETOM dTarna:

Kon HaumenoBanue Kon HaumenoBanue >Tama
Komrmieren KOMITETEHITUHT JTamna OCBOCHHUS KOMITCTECHITUU
0707 OCBOCHUS
KOMITETEHITUU
OIIK-10 CIIOCOOHOCTD peliaTh CTaHIapTHBIC OIIK-10.2 Croco6HOCTh
3aaun mpodeccuoHaIBHON (ounast aIMUHHUCTPUPOBATh
NeSITeIbHOCTH Ha OCHOBE dopma) MIPOLIECCHI
MH(POPMALMOHHON U OIIK-19.5 JIOKyMEHTO000pOTa NpHU
OoubmmorpaduuecKoil KylIbTyphl C (3aouHas peanuzanuy QyHKIHI
pUMEHEHHEM UH(POPMAIIHOHHO- dopma U | yIpaBiIeHUs
KOMMYHHUKAIIMOHHBIX TEXHOJIOTUH U C 3a0uHas C | mepCcoOHAIOM
Y4eTOM OCHOBHBIX TpeOOBaHUI MIPUMCHCHUE
nH(OPMAIMOHHON 0€30MacHOCTH M D0 JI0T)

1.2.B PE3YJIbTATC OCBOCHU S NUCHHUILINHBI Y CTYACHTOB NTOJIKHBI OBITE C(I)OpMI/IPOBaHLII

OT®/T® (npu HanMUIUH Kox sTana Pesynbrarel 00yueHus
npoderanmapral OCBOCHUS
npoecCHOHAIBHBIC ICHCTBUS) | KOMIICTCHIIMH
- OIIK-10.2 Ha YPOBHE 3HAHUM:

(ouHas (hopMa) | IEMOHCTPUPYET 3HAHUS TOPSIKA BEIACHHUS

OIIK-19.5 JOKYMEHTAIlMM 1O TEepCOoHaly; MOpsaKa

(3aounas opopmileHUsI,  BEACHHWS W XpaHCHUS

dbopma U | JOKYMEHTOB 1O MEPCOHAIY, Y4eTa JABMKEHUS

3a04YHas C |KagpoB ¥ COCTaBICHHUS YCTAHOBJIICHHOMN

NPUMEHEHUEM |OTYETHOCTH, OCHOB JIOKYMEHTOO0OOpOoTa U

20 J10T) JIOKYMEHTAI[MOHHOTO obecrieueHus;

TEXHOJIOTHH, METOZIOB u METONK

MPOBEJICHUS aHAIM3a W CUCTEMAaTU3alluN

JOKYMEHTOB W  HH(OpPMAaLlUU; TOpsAIKa

pacuera  CcTaxka, 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
11 (0) IIepCOHAIY; 3aKOHOAATEIhCTBA
Poccniickoit ®@enepanum 0 MEPCOHAIBHBIX
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
MaTCpUuaibHbIX HOCHUTCIIAX; OPraHU30BbIBATH
XpaHEeHUEe JOKYMEHTOB B COOTBETCTBHH C

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

OpraHu3aluK; aHAIM3UPOBATh JTOKYMEHTHI U
MEPEHOCUTh MHPOPMAIIHIO B 0a3bl JaHHBIX U
OTYETBI; BBUIIBIATH OLIMOKH, HETOYHOCTH,
UCIIPABJICHUS u HEJJOCTOBEPHYIO
MHOPMALIUIO B JOKYMEHTAX, OIPEICISTh
JETUTUMHOCTh JIOKYMEHTOB; paboTarh Co
CIICIMAITN3UPOBAHHBIMH WH()OPMAIIHOHHBIMU
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  KaJgpoB, MO MPEACTAaBICHUIO

TTOKYMEHTOB o HIepCOHAIY B
rOCY/apCTBCHHBIC OpraHsl, yMeeT
00pabaTbIBaTh u aHaJIU3UPOBAThH
MOCTYTAIOLIYIO JTOKYMEHTAIHIO o

repcoHainy, paspabareiBath U 0GOPMIISATH
NTOKYMEHTAIMIO 10 MNepcoHaly (TMepBUYHYIO,
YUETHYIO, IUIQHOBYIO, TIO0  COI[HAIIEHOMY]
00eCIeYeHuIo, OpraHU3aLUOHHYIO,
pacropsAMTENbHYIO), 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 IIEPCOHANy, cO0p U
MPOBEPKY JMYHBIX JIOKYMEHTOB PaOOTHHKOB;
MOATOTaBIMBaTh M O(OPMIIATH IO 3aMpPOCy
pa6OTHI/IKOB U JOJDKHOCTHBIX JIMIT KOHI/II\/’I,
BBIMMCKH U3 KaJPOBBIX TOKYMEHTOB, CIIPaBKH,
MHPOPMAIIMIO O CTaXke, JBroTax, rapaHTHSX,
KOMIICHCALUAX M  MHBIX  CBEIEHHSIX O
pa6OTHI/IKaX; JOBOJIUTH 0 CBCIICHUSA
nepcoHasna OpraHu3alMOHHBIE,
PACTIOPAANUTECIIBHBIC U KaJPOBBIC JOKYMCHTOB
OpraHu3allK; OCYILECTBIATh BEJICHHE ydeTa
abouero BpEMEHU pabOTHUKOB;




OCYIIECTBIIATh perucTpanmio, yUer,
OIIEpaTHBHOE XpPAaHEHUE JOKYMEHTOB IO
[IepCOHaY, IOATOTOBKY K CJ1au€ UX B apXHUB.

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

O0BLeM IUCHUILINHEI

Obmas Ttpynoemkocts muctumuimabl  b1.5.26  «JlokymeHTannoHHOEe —oOecredeHue
yIpaBJIeHUs] TEPCOHANIOM» cocTaBisieT 3 3au€rHele enuHuipl, 108 uacoB. KonnyectBo
aKaJeMUYECKHUX YacOB, BBIJCIICHHBIX HA KOHTAKTHYIO pa0OTy C MpernoaBaTeieM COCTaBIISIET:

- ounas opma obydeHus - 50 gacoB: nekiuu — 16 4acoB, MpakTHYECKUE 3aHATHS — 32
yaca, KOHCyJbTanuu — 2 yaca. CamocrosiTenibHas padora cocrapiser 22 daca. Kontpons — 36
4acoB;

- 3a04Hasi popma oOydeHus - 14 4acoB: JeKUU — 6 4acoB, MPAKTHYECKHUE 3aHATUS — 8
yaca, KOHcyapTanuu — 2 vaca. CamocrosTenbHas padora cocrasiser 85 yaca. Konrpons — 9
4acoB.

MecTto nucuuninnbl B crpykrype OII BO

Hucummumua b1.5.26 «JlokymMeHTanimoHHOE OO0EcTeYeHUe YIPABICHUS IIEPCOHATIOMY
peycMOTpeHa Ha 2 Kypce B 4 cemecTpe.

Hucunmumna b1.5.26 «JlokymeHTannoHHOE oOecreueHrne YIpaBiIeHHs MEPCOHATIOM)
OTHOCHUTCS K 00s13aTenibHOM uacT brioka 1. «/lucuumniunel (MOIymnn)y.

Hucummumua b1.5.26 «JlokymMeHTanmoHHOE OO0ecTeYeHre YIPABICHUS IEPCOHATIOMY
peanusyetcs nociue uzydeHus aucuuiuinasl b1.6.12 «Mudopmarukay (1 cemectp).

B copepxareinbHOM IlaHe AMCLUMILIMHA SIBJISETCS OCHOBOM juig u3ydenuss bl.b.24
«YmpaBineHueckuil yder u yder mnepcoHana» (5 cemectp); b1.b.25 «MuHdpopmanrionHbIe
TEXHOJIOTUU B YIIPABJICHUH TIEPCOHATIOM» (6 ceMecTp).

dopma IpoOMEKYTOUYHOM aTTECTAIlMH B COOTBETCTBUU C YUEOHBIM IJIAHOM — DK3aMeH B 4
ceMecTpe.

3. Conep:xkaHue U CTPYKTYPa AU CHUILTHHBI
Ounasn gpopma odyuenusa

O0beM TUCHHUILINHBI, 9ac ®opma
KonrakrHas padora TEKyLIero
00y4arommxcsi ¢ MpenogaBarejieM KOHTPOJIS
Ne HaumeHoBanue Tem 10 BU/IAM Y4YeOHBIX 3aHATHI ycneBaeMocCT
- (pa3nenoB) Bcero CpP u*,
1 JP | 13 | KCP TpoMeRyTod
HOI
aTTecTaluu
1 [TonsiTrie M BUIBI JOKyMEHTOB B cepe 8 2 5 4 o
YIpaBJIEeHUs! IEPCOHAIOM
OpraHu3anoHHO-yIIPABIEHIECKUE
2. | IOKyMeHTEI 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, coJiepKaHue, TOPSIIOK 8 2 4 2 O,T
ITOJITOTOBKH ¥ 0(OpMIICHHS
JIoKyMEHTBI o TIPEKPAILLEHUIO
5. | TPYROBBIX OTHOILICHUH: COCTaB, 8 2 4 2 o
CoZIep)KaHue, MOPSJIOK MOATOTOBKH H
o(hopMIICHUS
6. | JIokyMeHTBI 110 yu€Ty mepcoHaia 8 2 4 2 0
JoxymeHTHI, orocpenyonme
7. | OTHOLIEHHS IO OXpaHE Tpyda H IO 8 2 4 2 (¢
OpraHH3alyy paboyux MecT




O0beM AMCHUILIMHBIL, Yac ®opma
KonTakTHas pa6ora TEKYLIEero
00y4arommxcsi ¢ MpenogaBaTeeM KOHTPOJIsI
Ne HaumenoBanue Tem 10 BU/IAM Y4eOHBIX 3aHATHH ycrneBaeMocT
- (pa3nesoB) Bcero CpP u*,
| JP | M3 | KCP POV ey IOt
aTTecTalluu
OtnenbHbIE JOKYMEHTBI,
8. | omocpenyromue OTHOIIIEHUS 110 8 2 2 4 O
COLIMATIBHOMY CTPaXOBaHUIO
Cucremarnsaniis W OIEPaTUBHOE
9. | xpanenune JIOKYMCHTOB o 8 4 4 O, T, Ped
YIPABICHHUIO NIEPCOHAIOM
[TpomexyTodHas aTTecTaus 36 OK3
Bcero 108 | 16 | | 32 | 2 | 24
Ipumeuanue:
* opmul mexywezo konmpons ycnesaemocmu: onpoc (0), mecmuposanue (T), pepepam (Pegp).
** popmol npomesxcymounon ammecmayuu: Ixzamen (OK3).
3aounan popma odyuenus
O0BbeM AMCHUILVIMHBIL, Yac ®opma
KonTakTHas pa6ora TeKyLIero
00y4arommuxcsi ¢ MpenojgaBaTejieM KOHTPOJIsI
Ne HaumenoBanue Tem 10 BU/IAM Y4eOHBIX 3aHATHI ycrneBaeMocT
- (pa3nesioB) Bcero CpP u*,
a JaP | m3 | KCP PO Yot
aTTecTaluu
1 [TonsiTre M BUIBI JOKyMEHTOB B cepe 3. T
YIpaBICHUsI IEPCOHAIOM ’
Opraan3alOHHO-YTIPaBICHIECKUE 1 2 16
2. | IOKyMeHTEI B cdepe yIpaBICHUSA 3, T
MIepCOHAJIOM
3 JlOKyMEHTBI o PEKPYTHHTY 1 1 10 I3, T
repcoHaja
JloKyMeHTBI O JBUKEHUIO TIEPCOHAJIA:
4. | cocras, coJiep>KaHue, MOPSIOK 1 1 12 113, T
MIOATOTOBKH U 0OPMIICHHS
JloxymeHThI 1o MIPEKPALIECHUAIO
5. | TPYAOBBIX OTHOILICHUMN: COCTaB, 1 1 12 3. T
cofiep’KaHue, MOPSJOK TMOATOTOBKH H ’
opopMIICHHUS
6. | JIokyMeHTHI 1o yU€Ty ImepcoHaia 3, T
JIOKyMEHTBI, orocpeyIoIune
7. | OTHOWICHHSI IO OXpaHE Tpyda H IIO 3, T
OpraHu3aIy PabOIHX MECT 1 2 29
OtnenbHbIE JIOKYMEHTBI,
8. | omocpenyromue OTHOILIEHUS o 113, T
COLIMATIBHOMY CTPaXOBaHUIO
Cucremarnsaniiss 1 OIIEpaTUBHOE
9. | xpaHenue JIOKyMEHTOB o 8 1 1 6 I3, T
YIPaBJICHHUIO [IEPCOHAIOM
[TpoMexyTOoUuHasl aTTeCTalUs 9 Ok3
Bcero 108 | 6 | | 8 | 9 | 8
IIpumeuanue:

* ghopmul mexyweeo xoumpons ycnesaemocmu: onpoc (O), mecmuposanue (T), pegpepam (Pegh).
** dhopmul npomesicymounot ammecmayuu: Ixzamen (OK3).

Coaep:xanue TUCHUIIMHBI




Tema 1. IlonsitTue W BHABI JOKYMEHTOB B c(epe ynpaB/jieHUS IePCOHAJIOM
(ITpodaemHuas Jiekuusi, ceMuHap B (popMe onpoca)

[lonsiTHE MOKYMEHTOB, OMNOCPEAYIOIIMX IPOLECC YIPaBICHHUs MEPCOHAIOM M HX
Kiaccudukanus (1Mo MeIeBOW MPUHAIICKHOCTH, IO YIPABICHYCCKUM 3aJadyaM, PEIIaeMbIM C
MOMOIIbI0 COOTBETCTBYIOIIETO JOKYMEHTa, MO CPOKY XPaHEHUs MO CTENeHH 00s3aTeIbHOCTU
BEJICHUS JIOKYMEHTAIUK paboToaaTeneM  T.1.).

HopmatuBHas ocHoBa 1mpolecca JOKYMEHTUPOBAHHS  YIPABICHHUS IEPCOHAIOM
(HOpMAaTHUBHBIE TIPABOBBIC aKThI OOIIEro XapakTepa: aKThl MEXIYHApOIHOTO U (pemeparbHOro
YPOBHS; aKThl CYOBEeKTOB (efepanuu; JOKAJIbHbBIE HOPMAaTUBHBIE AaKThl, HOPMAaTHUBHO-
MCTOANYCCKAad JOKYMCHTAIUWA: HOPMATHUBBI 110 AJOKYMCHTHUPOBAHHIO, ACIOIMPOU3BOACTBY U
XPaHEHUIO0 JOKYMEHTOB, KJIaCCU(UKATOPHI TEXHUKO-3KOHOMUYECKONH MHGOpMAIMU; HOPMATUBBI
0 OpraHu3aluu pabOTHI CITYKO YIIPABJICHUS [TEPCOHATIOM).

Tema 2. OpraHu3anMmoOHHO-yNpaBJieHYeCKHe JOKYMEHTbl B c¢epe ynpaB/ieHHs
nepconasioM (Ilpobdaemuas jgekuus, ceMuHap B ¢popme onpoca)

[lonaTne oOpraHU3alMOHHO-YIPABICHUYECKOTO JOKyMEHTa B cdepe yIpaBieHUs
MEepPCOHANIOM (CpaBHEHHE C TPABOBOM KaTeropuei <«JIOKalbHBIM HOPMATHBHBIA aKT B cdepe
TpyZAa»), BUbI, IPaBOBasi OCHOBA pa3pabOTKU U NPUHATHUS.

CocraB, coaep)kaHue, TMOPAJOK TMOATOTOBKM M OQOPMIICHHS OpraHU3alluOHHO-
YIPABJICHUYECKUX JTOKYMEHTOB (IIOJIOKEHHE O TIepcoHaje (KOJUIEKTUBHBIN JIOTOBOP); MOJIO0KEHUE
00 oxpaHe TpyZAa; MpaBujia BHYTPEHHETO TPYAOBOIO PACIOPANKA; MOJKHOCTHAS MHCTPYKIIHS;
MOJIO)KEHHE O CTPYKTYPHOM MOAPA3JEICHUM, IUTATHOE paclucCaHUe, IIOJOKEHUE O
KoMMepueckoil TaitHe U T.n). CocTaB CHpaBOYHO-MH(GOPMAIMOHHBIX JOKYMEHTOB IO
YIPaBICHUIO MEPCOHAIOM (AOKJIAAHbIE 3aIIMCKU, AKThl, CIIPABKU, OOBSICHUTEIIbHBIE 3allUCKU U
np.). llopsgok moarotoBku u  OoQGOpMIIEHHS [TOKYMEHTOB Ha OCHOBE TOCYAapCTBEHHBIX
CTaHJapTOB. ba3bl JaHHBIX 110 NEPCOHANY, BBIXOJHBIE (POPMBI, UCIIOIb30BaHUE 0a3 JaHHBIX MPU
MOJITOTOBKE CIIPABOK I10 KapaM.

Tema 3. JlokyMeHTBI 10 pekpyTHHTY nepconana (Ilpodaemuas jgekuusi, ceMUHAP B
¢popme onpoca)

ITonsTHE M BUJBI JOKYMEHTOB 110 PEKPYTHHIY IIEPCOHAJA.

JIoKyMeHTBI, oopMIIsieMble Ha 3Tale MOMCKa NepcoHalla U UX O0IIas XapaKTepUCTHKA!
coJiepKaHue, MOPSIOK pa3pabOTKU W MpHUMEHEHMs (3asBKa Ha MOMCK M OTOOp IepcoHana,
KBaJIM(DUKAILIMOHHBIE TPEOOBAHUS K COUCKATEIIO BAKaHCUHU, OOBSIBICHUE O BAKAHCUU U T.J).

JlokyMeHThI, opopmMisieMble Ha 3Tarne oTOopa MepcoHana U uX oOuias XapaKTepUCTHKA!
coJiep’KaHue, MOpsI0K pa3paboTKU U MpUMEHEHUs (pe3toMe, aHKeTa, aBToororpadus u T.1.).

JlokyMeHThI, odopMmiIieMble Ha 3Tale HaiiMa repcoHaia W UX oOIIas XapaKTepHCTHKa:
coJiep)KaHue, MOPSIOK pa3pabOTKU M MPUMEHEHUS (AOKYMEHT, YIOCTOBEPSIOLIUIN JIMYHOCTH,
NHH, 1OKyMeHT, TOATBEPXKAAOIMNNA  PErHCTpaliMil0 B  CUCTEME  WHAMBHAYAJIBHOIO
(mepcoHU(PpUIIMPOBAHHOIO) YUeTa, JOKYMEHT BOMHCKOIO y4eTa, Tpy/AOBas KHU)KKA, 3asBJICHUE O
npueme Ha paboTy, TpyJIOBOH JOroBOp, MpUKa3 O Impueme Ha paboTy, corjacue Ha oOpaboTKy
NEPCOHAIbHBIX JaHHBIX U T.J.).

Tema 4. JlokyMeHTHI MO JABHKEHHIO MEPCOHAJA: COCTAB, COJEPKaAHUE, MOPSAAOK
noaroroBkn u opopmienusa (IIpodsaemuas Jekuusi, ceMuHap B ¢opMe ompoca u
TeCTUPOBAHMS)

Cocras, conepxaHue, IOPsAA0K MOJTOTOBKH U 0OPMIIEHUS

[TonsiTue u kiaccudukanus JOKYMEHTOB IO JBUYKEHUIO IIEpCcoHaa.

[Tpukassl, onocpeayoomue OTHOIIEHUS MO JABM)KEHHIO KaJIpOBOTO cocTaBa y paboTo-
JaTens: MOHATHE, COo/epkKaHHe, Ipoueaypa opopmieHus (0 mepeBoje, O MPeIoCTaBICHUH OT-
MyCcKa, O MPOBEJCHUU aTTeCTallui, 00 YBOJIBHEHUH, O KOMAHIUPOBAHUHU, O MOOIIPEHUH, O MPH -
BJICUEHUH K TUCHUIUIMHAPHON OTBETCTBEHHOCTH).



JIOKyMEHTHI K TpUKa3aM IO JBMKCHUIO MEPCOHAA: TIOHATHE, COEePIKaHue, MPoIeaypa
oopmiieHus (3asBJICHUS, MPEACTABICHUE Ha MPOBEICHHE AaTTECTAllMM B OTHOIICHWU KOH-
KPETHOTO paOOTHHKA, aTTECTAIMOHHBIN JIUCT, MPOTOKOJIBI aTTECTAIIMOHHOW KOMHCCUH, rpaduk
OTITYCKOB, aKThI (00 OTKa3€ OT MOJIIHUCH)).

OTuéTHBIE JIOKYMEHTHI O IBIKCHHHM MEPCOHANA: TOHSTHE, BUIBI, COIEP)KAaHHE, OCO-
OeHHOCTH OopMIIeHUS (CIIpaBKa O TEKYYECTH MepcoHaia, 0030p Mo Kajapam, oT4ET 00 yBOJICH-
HBIX PA0OTHHKAX).

Tema 5. JlokyMeHTBI 1O TNPEKPAIEHUI) TPYIAOBBIX OTHOUIEHWH: COCTAaB,
coJep;kaHHue, MOPAIOK NOAroroBku u opopmieHus (Ilpodiemnasi jnexkuus, ceMuHap B
¢popme onpoca)

Cocras, conepxaHue, IOPSA0K MOJTOTOBKH U OOPMIICHUS

ITonatue u kiaccupuKanus J0KyMEHTOB 110 MPEKPAILEHUIO TPYIOBBIX OTHOLIEHHUH .

[Ipukaspl, ONOCPENYIOIIME OTHOLIEHUS IO MPEKPALIEHUIO TPYAOBBIX OTHOLIEHUH C
IEPCOHAJIOM y paboToaTess: IOHATHE, COlep KaHue, poueaypa ohopmieHus (00 yBOIbHEHUN
0 UWHUIMATUBEe pa0OTHHMKA, N0 UWHUIMATHBE paboToaarens, IO OOCTOSATEIbCTBAM,
HE3aBUCSIIUM OT BOJIH CTOPOH).

JIOKyMEHTbI K IIpUKa3aM [0 TMPEeKpalleHUI0 TPYJOBBIX OTHOILIEHUN: IOHSTHE,
coJiepaHue, npoueaypa opopmiieHus (3asBlIe€HUs, COTIAIEHUs] CTOPOH, CIY>KE€OHbIE 3alUCKH,
OOBSICHUTEJBHBIC 3alHCKH, aKThl (00 OTKa3e OT MOANUCH, O HAPYIICHHAX PaOOTHUKOB)),
JUYHbIE KapTOUKH T2, TpyAOBble KHUKKHU.

Tema 6. lokymenTsl o y4éty nepconasa (Ilpodaemnas jekuus, ceMunap B ¢gopme
onpoca)

[TonsiTHE, OCOOCHHOCTHU ¥ BHJIBI JOKYMEHTOB I10 YUETY KaJpOB.

JlndHas kapTouyka pabOTHHKA KaK 00s3aTeNbHBIA JOKYMEHT 10 y4eTy KaJpOB: MOHSTHE,
0COOEHHOCTH OOPMIICHUS, BUIBI.

JIlndHoe 1eNio Kak HeoOs3aTeNbHBIM JOKYMEHT 10 y4eTy KaJapoB: MOHATHE, 0POopMIICHHE
U BEJICHHE JIMYHBIX TN (I0chbe) cOTpyaHUKOB. COCTaB JOKYMEHTOB JIMYHOTO JIEJIa.

OdopmieHre U BeJIeHUE TPYIOBBIX KHUKECK M BKJIAJIBIIICH K HUM.

[IpaBuia perucTpalvy U HHASKCUPOBAHMSI KaJPOBBIX TOKYMEHTOB.

PeructpaiinoHHO-KOHTPOJIbHEIE  (OPMBI  (TPAJUIIMOHHBIE W ABTOMATH3HPOBAHHBIC).
CoctaB pexkBU3UTOB (TIOJIEH) AN PETUCTPALMU PA3IUYHBIX BHJIOB JIOKYMEHTOB M MOPSAIOK HX
3anoHeHuss. OpraHu3anusi KOHTPOJIS 32 CPOKaAMH M Ka4eCTBOM HCIOJHEHUS JOKYMEHTOB TIO
YIPaBIECHUIO IEPCOHATIOM.

Tema 7. JlokymMeHTBI, oOmocpeayoude OTHOLIEHMS 10 OXpaHe TpPyAa M IO
opranuszauuu padounx mect (Ilpodsemuas jekuusi, ceMunap B ¢popme onpoca)

ITonsaTHe, 0cOOEHHOCTH U BHJIBI JOKYMEHTOB IO OXpaHe Tpynaa. O0Imas xapakTepucTHKa
OCHOBHBIX JIOKYMEHTOB IO OXpaHe TpyAa, pa3padaTeiBaeéMbIX U 0hOpMIIIEMBIX pabOTOAATEIEM:
coJepxanue, crnenuduka oQpopmiIeHHs (IOKyMEHTHI, ONOCPEIYIOUINe NPOLEeaypy U pe3yabTar
o0ydeHus 1o OXpaHe TpyAa W MPOBEACHMS NMPOBEPKU 3HAHUN M IMpaBUJl OE30MACHOCTH TpyAa
(TPOTOKOJ, YpHaJbl yyeTa MPOBEPKH 3HAHUMN, YAOCTOBEPEHHE O MPOBEpKE 3HAHUN, HOPM U
HpaBI/IJ'I), HaIlpaBJICHUEC Ha o0s3aTeNbHbIE MCIUIIUHCKUE OCMOTPBI: MNPECABAPUTCIBHEBIC,
NEPUOANYECKHE, IICUXMATPUUYECKOE OCBMJIETEIILCTBOBAHUE; OCYIIECTBIEHUE NPEAPEHCOBBIX
ocMoTpoB. CrenuanbHas OLIGHKAa YCIOBHHM TpyJa: MOPAIOK MPOBENCHUS, JOKYMEHTAJIbHOE
odopmnenne. HecuacTHblii ciaydail Ha TPOM3BOJCTBE MECTE: MOHATHE, Mpolenypa ydera u
paccieioBaHUs, OCOOEHHOCTH JOKyMeHTHpoBaHMs. OOs3aTeNbHble MEIUIUHCKAE OCMOTPBI:
KaTeropuu pabOTHUKOB, MOJJICKALINX OCMOTPY, MOPSIIOK HANpPAaBICHUS U MPUHATHS PELICHUS
0 pe3yJibTaTaM OCMOTPOB.

Tema 8. OTaesbHbIEe JOKYMEHTBI, ONOCPEAYIOIIHE OTHOUIEHUSI MO COUMATBLHOMY
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crpaxoBanuio (Ilpobdaemuas Jekuusi, ceMuHap B (popme onpoca)

[TonsTHe W BUIBI JOKYMEHTAMH B c(epe COLUAIBLHOTO CTPaxoBaHUs, 0GOpMIISEMbIe
city00i1 ynpaBiieHUsI IEPCOHAIIOM.

Copepxxanrie M OCOOCHHOCTH odopMieHHS paboTojaresneM JOKYMEHTAIUU I10
COLIMATILHOMY CTpaxoBaHUIO (OOJBHUYHBIN JHCT, 3asBKa Ha NPEJOCTaBIIEHUWE IYTEBOK Ha
CaHATOPHO-KYPOPTHOE JICYCHHUE, JOKYMEHThI O MPOJOKUTEIIBHOCTH CTaXKa, B TOM YHCIE
crienuanbHoro U T.1.). OcymiecTBiaenue npodrraktudeckux mep 3a cuet cpeacts @CC.

Tema 9. CucrtemaTu3anus M onepaTuBHOE XpaHeHHEe JOKYMEHTOB 110 YIIPABJIEHHIO
nepconasiom (Cemunap B (popme onpoca, TeCTHPOBAHHS, 3aIIIMTHI pedepaTa)

Homenknatrypa nen cnyxObl ynpasieHus mnepcoHanoMm. [lopsimok moArotoBkw,
cocraBieHus u opopmienus. [IpumepHas HOMEHKIATypa Je.

Omnpenenenre CPOKOB XpaHEHUs JTOKYMEHTOB 110 YIPABICHUIO TIEPCOHATIOM.

dopMupoBaHuE A€l ¢ JOKYMEHTaMHU 110 YIPABIECHUIO IEPCOHATIOM.

OnepaTuBHOE XpaHEHUE JOKYMEHTOB II0 YIPABICHUIO TEPCOHAIOM, OJKCIEpTHU3a
LIEHHOCTH, MOJIFOTOBKA K Mepejaue B apXUB OpraHU3allUH.

4. MaTtepuaJjbl TeKyIero KOHTPOJISl yCIeBaeMOCTH 00y4aromuxcs U (poH/ 0lleHOUHBIX
CpeACTB MPOMEKYTOUYHOM ATTECTAUMHU MO JUCHUIIMHE

4.1. ®opmMbl M METOAbl TEKYLIET0 KOHTPOIS YCHEBAEMOCTH M MPOMEXKYTOYHOU
aTTeCTaIlUU.

4.1.1. B xoge peanuzamuu aucuuiiuHbl: b1.b.27 «JlokymeHTannonHoe obecrieueHue
VOPABJICHHUS TEPCOHAJIOM)»  HUCIOJIB3YIOTCS  CJIEAYIONIME METOAbl  TEKYIIEro KOHTPOJIS
YCIIEBAEMOCTH O0YYArOIINXCS:

Ounas popma oOyueHUS

Tema (pa3zaen) MeToabl TeKyIIero
KOHTPOJIS
yCIIEBAEMOCTHU

Tema 1. [lonsiTue W BUABI JOKYMEHTOB B cdepe yrpaBieHUs OIpoc
IIEPCOHAJIOM

Tema 2. Opranu3aiiioHHO-YIIPaBICHUYECKHE JTOKYMEHThI B  cdepe onpoc
YIIPaBJIEHUsI IEPCOHATIOM

Tema 3. JIOKyMEHTBI 10 pEKPYTUHI'Y IIEPCOHAJIA onpoc

Tema 4. JIOKYMEHTBI O ABM)KEHUIO NEPCOHANA: COCTaB, CONEP)KAaHUE, | OIPOC, TECTUPOBAHUE
MOPSAIOK TOATOTOBKU U O(hOPMIICHHSI

Tema 5 JIOKyMEHTBI 110 NPEKPALEHUIO0 TPYAOBBIX OTHOIIECHMI: COCTaB, OIIpoC
cofiepKaHue, NOPsI0K MOATOTOBKU U 0(OpMIICHHSI

Tema 6. JIOKyMEHTBI 10 YUETY ITepCOHaIA onpoc

Tema 7. JIOKYMEHTBI, OIOCPENYIOLINE OTHOLICHUS IO OXpaHe TpyAa U onpoc
110 OpraHu3aluu paboynx MecT

Tema 8. OtnenbHblE JOKYMEHTBI, OIOCPENYIOIIME OTHOUIEHMS I10 onpoc
COLIMAJIbHOMY CTPAaXOBaHUIO

Tema 9. Cucremarusanyss ¥ ONEPATUBHOE XpPaHEHHME JOKYMEHTOB IO | ONPOC, TECTUPOBAHHUE,
YOPaBJICHUIO TEPCOHAIIOM 3amuTa pedepara

3aounHas hopma 00ydeHus

Tema (pa3nen) Mertoasl Teky1ero
KOHTPOJIS
YCIEBAEMOCTH
Tewma 1. ‘HOH&ITI/IC U BHJB JOKYMEHTOB B cdepe ymnpaBieHUs Brimonnenue
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IIEPCOHAJIOM IIPAKTUYECKHUX
Tema 2. OpraHu3annoOHHO-YIPABIEHUYECKHE JOKYMEHTHI B  cdepe | 3a1aHuii, TECTUPOBaHHE
YIIPABJIEHHUS IIEPCOHATIOM 3HAHUU
Tewma 3. JIOKyMEHTBI 110 PEKPYTUHTY MEPCOHAIIA
Tema 4. JIOKyMEHTBI 110 JIBUJKEHHIO IIEPCOHAJA: COCTaB, COAECPIKAHMUE,
HOPSA0K NOATOTOBKU U 0(hOpMIICHUS
Tema 5 JIOKyMEHTBI 110 IIPEKPALLEHUIO TPYAOBBIX OTHOIICHMI: COCTaB,
Cofiep’KaHue, NOPsI0K OATOTOBKU U 0(OpMIICHHSI
Tema 6. JIOKyMEHTBI 110 YUETY NepCcoHaIA
Tema 7. JIOKyMEHTBI, OIIOCPENYIOLME OTHOLICHUS 10 OXpaHe TpyAa U
110 OpraHu3aluy paboynx MecT
Tema 8. OtnenbHblE JOKYMEHTBI, OIOCPEAYIOIIME OTHOUIEHMS 10
COLIMAJIbHOMY CTPaxXOBaHHIO
Tema 9. Cucremarusanusi 1 ONEPAaTUBHOE XPAHEHHUE JOKYMEHTOB II0

YIPaBICHUIO IEPCOHATIOM

4.1.2. DK3aMeH MPOBOJUTCS ¢ MPUMEHEHHEM CIISIYIOIINX METOAOB (CPEICTB): B YCTHOM

dbopme Mo Bompocam U 3aJaHUSIM.

4.2. Marepuansl TeKyIIero KOHTPOJIS YCIEBAEMOCTH.
[IpenonaBarenb OIEHUBAET YPOBEHb IMOATOTOBICHHOCTH OOYYAIOIMIUXCS K 3aHATHIO T10

CJICAYIOIIUM ITOKA3aTCIISIM:

- YCTHBIC OTBCTHI HA BOIIPOCHI NPCIIOAABATCIIA 110 TEMC 3aHATUA,
- BBICTYIUICHHE 110 BOIIPOCAM K OIPOCaM,

- 3amuTa pedepara,

- KOJIMYECTBO MPABHIBHBIX OTBETOB IPU TECTUPOBAHNUH,

- IOJITOTOBKA pedepara.

Kputepuu onieHnBaHus OTBETA:

- CTENIEHb YCBOCHMS MIOHATUI U KaTETOPUHN 110 TEME;

- yMeHHe paboTarh ¢ JOKYMEHTAJIbHBIMU U JIUTEPATYPHBIMU HCTOUHUKAMU;

- TPAaMOTHOCTb U3JIOKEHHS Marepuaa;

- CaMOCTOSITEIBHOCTh Pa0OThI, HATMYNE COOCTBEHHOM 000CHOBAaHHON MO3UIIMH.

KpI/ITepI/II/I OLICHMWBAHUA BBIIIOJIHCHUSA TECTA:
- IPpaBUJILHOCTb OTBECTOB HA BOIIPOCHI TCCTA.

Kpurepuu ouenuBanus pedepara:

- IOJIHOTA PaCKPBITUS TEMBI;

- HaJIM4Me apryMEHTUPOBAaHHOMN aBTOPCKOM NMO3ULINN;
- yMeHHe paboTarh ¢ ICTOUHUKAMU U JINTEPaTypoi;

- IPaBUIIBHOCTH O(opMIIeHUs pedepara.

OI.ICHKE[ 3HaHI/II71, yMCHHﬁ, HaBBIKOB IMPOBOJAUTCA Ha OCHOBC 6aHHBHO-pCﬁTHHFOBOﬁ

cucteMbl 70% u3 100% (70 6amnos u3 100) - BkiIag mo pe3ysabraraM MOCEMIAeMOCTH 3aHATHH,
AKTUBHOCTH HA 3aHATHUSAX, OTBETOB Ha BOMPOCHI MPEMOAABATENSI B XO/A€ 3aHATHS, MO pe3ylabTaraM
MIPOXOXKICHUS TECTUPOBAHMUSI, 3AIIUTHI pedeparoB.

I[eTaJ'II/BaI_[I/IH 0a/uioB U KPpUTCPUHU OLCHKU TCKYHICIO KOHTPOJA YCII€CBACMOCTHU

yTBEp)KJIaeTcs Ha 3aceJaHuU Ka(eaphl.

A JIMI ¢ HAapyLIeHWsIMM 3peHusi: B YCTHOH ¢dopme mnu B (opme 3IEKTPOHHOIO

JOKYMCHTa C YBCINMYCHHBIM HIpI/ICbTOM C HCITIOJIBb30BaAHUEM CIICHHUAIU3UPOBAHHOI'O




12

MIPOTrPaMMHOTO 00ECIICUCHUSI.

AJIsl JIMI ¢ HAPYUIEHHSIMH CJIyXa: B TedaTHoud (opme wiam B (GopMe 3IEKTPOHHOTO
JIOKYMEHTA.

Al M ¢ HAPYWIEHWSIMH OMOPHO-IBHUTaTe/IbHOTO amnmapara: B YCTHOW (opme Win
nedaTHor ¢opme win B opMe 3JIEKTPOHHOTO TOKYMEHTA.

[Tpu mpoBeNeHNN TEKYIEro KOHTPOJIS YCIIEBAEMOCTH OOyUYaIONIUXCS WHBAIHMIOB U JIUI] C
OTpaHUYEHHBIMU BO3MOKHOCTSIMHU 3/I0pPOBbsl IPEAYCMATPUBACTCS HUCIOIB30BAHUE TEXHUYECKUX
CPEICTB, HEOOXOAUMBIX UM B CBSI3M C MX WHIWBHYyaTbHBIMH OCOOCHHOCTSIMH. DTH CPEICTBA
MoryT OwiTh mnpemoctaBieHbl CUY — dumman PAHXul'C wumm MOryT HCIONB30BaThCs
COOCTBEHHBIE TEXHUYECKHUE CPE/ICTBA.

[Tpu HEOOXOAMMOCTH MHBAJIKUAM U JIULIAM C OTPAaHHUYEHHBIMH BO3MOKHOCTSIMU 37I0POBBS
MPEIOCTABIACTCS JOMOIHUTEIBHOE BpeMs JUIsi TMOJITOTOBKM OTBETA WJIM Ha BBINOJHEHUE
3aJaHUN.

TunoBble OlleHOYHbIE MATEPUAJIBI
Bomnpoch 1)1 IOATOTOBKH K OIIPOCAM IO TeMaM:

Tema 1. IlonsiTue U BUABI JOKYMEHTOB B cepe yIpaBJeHUs NEPCOHAIOM

1. HopmaruBHas ocHOBa mpolecca JOKYMEHTUPOBAaHHUS YIPaBICHUS MEPCOHAIOM
(HOpMaTHBHBIE NTPABOBbIE AKThI OOIIETO XapaKTepa.

2. AKTBI MEXIYHAPOIHOTO U (eACPATHHOTO YPOBHSI.

3. AKTHI cyOBEKTOB (eiepaliny; JIOKaJIbHbIe HOPMATUBHBIE aKThI.

4. HopmaTuBHO-MeTOIMYECKasi JOKYMEHTAIUsl: HOPMATHBBI 1O JOKYMEHTHUPOBAHUIO,
JIENIONIPOU3BOJICTBY M XPAHEHHIO JIOKYMEHTOB, KJIACCU(PUKATOPHl TEXHUKO-3KOHOMHUYECKOM
uH(pOpMaLM1; HOPMATUBBI [0 OPraHU3alKK PadOTHI CIYKO yIIpaBJIEHUs [IEPCOHATIOM).

5. IlonsATue u BUIBI JOKYMEHTOB B chepe yIpaBICHUS IEPCOHATIOM.

6. VYauduuupoBanuHsie (HOPMBI TOKYMEHTOB II0 YIPABJICHUIO MEPCOHAIIOM: TOHSTHE,
BUJIbI, 001I1as XapaKTEePUCTHKA.

7. HopmaruBHast ocHOBa Ipoliecca JOKYMEHTHPOBAHUS YIIPABJICHUS [IEPCOHAIIOM.

8. JloKyMEeHTHMpOBaHHE KaJpOBOIl JEATENbHOCTH B COBETCKMU mepuoi: oouias
XapaKTEePUCTHUKA.

9. JlokymMeHTupoBaHHE MPOoXoxaeHUs cinyxk0bl B XV-XVII Bekax.

10. JlokxyMeHTHpOBaHHE MPOXOXKIEHHUS ToCyIapcTBeHHOU ciry:k0bl B Poccuu B XIX —
Hayasie XX BEKa.

11. JoxymenTupoBanue npoxoxzaeHus ciayxosl B X VIII Beke.

Tema 2. Opranu3auMoOHHO-YNpaBJieHYeCKHE JTOKYMEHThI B c(epe ynpaBieHHsA
NepCcoHATIOM

1. TlonoxeHne 0O mepcoHasie ¥ KOJUIEKTUBHBIN JIOTOBOP: MOHSITHE, KPUTEPUH CXOJICTBA,
CTPYKTYpa, MpoLeaypa pa3padOTKU U YTBEPIKICHHS.

2. JlowkHOCTHasT WHCTPYKIHWS: TIOHATHE, CTPYKTypa, mpolenypa pa3paboTKH,
YTBEPXKICHHUSL.

3. OpraHu3aliMOHHO-YIpaBJeHUYECKass  JOKyMEHTanmus B  cdepe  ymnpaBIICHUS
NIEPCOHAIOM: BHUJIbI, KpaTKasi XapaKTepUCTHKA.

4. TlpaBuia BHYTPEHHETO pacropsiKa OpraHW3allu: MOHSATHE, CTPYKTYpa, MpoIeaypa
pa3paboTKu.

5. TlomoxxeHne O CTPYKTYpHOM MOJpA3EICHUN: MOHATHE, Hpoueaypa pa3paboTKy,
YTBEPXKICHHUS.

6. Cnyx0a ynpaBieHHsS TI€PCOHATIOM: CTPYKTypa, 3amaud, QyHKkouu. OOmmas
xapakrepucTrka [lonoxxeHus o ciyx0e yrnpaBiieHUs IEPCOHAIOM.

7. 1lrtaTHOE pacmucaHue: CTPYKTYpa, IpoIeaypa pa3paboTKH, YTBEP KICHISI, BHSCECHHSI
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U3MEHEHUH 1 JOIOJIHEHUH.

Tema 3. JIOKyMeHTBI 110 PeKPYTHHIY MEePCOHAJIA

1. JIoKyMeHTHI IO PEKPYTUHTY IEpCOHAJIA: TIOHATHE, BUbI, 00IIas XapaKTepUCTHKA.

2. JlokymMeHTHpOBaHHE MPOLEAYPhl U3BMEHEHHUS TPYAOBOTO J0rOBOPA.

3.  JloKkyMeHTupOBaHHE Ipoliecca MPEKPALICHNUS TPYAOBBIX OTHOIIEHUH ¢ PaOOTHUKOM.

4. TpynoBoil 1OroBOp U JOMOJHUTEIHHOE COTJAIllEHHEe K TPYJOBOMY JOrOBOPY:
MOHSITUE, COJIEP KAHUE, MPOIEAYpa 3aKIFOUCHHUS.

5. JloKyMeHTHI O peKpyTHHTY IepcoHana, popMupyemble Ha 3Tane oTdopa nepcoHana.

6. JIOoKyMEHTHI M0 PeKPYTHHTY IepcoHamna, GopMupyeMble Ha dTAIe MOMCKA MEPCOHAIA.

Tema 4. /IoKyMeHTBI IO JABH/KEHHMIO IEPCOHAJIA: COCTAB, COAepKaHUe, NMOPSAAOK
MOJATOTOBKYU U 0()OpMIIEHU S

1. Ilpukassl O JBUKEHUIO KAJAPOB: OHATHE, BUABI, COACPKAHUE.

2. JIoKkyMeHTUpOBaHHE IIpoliecca MPOBEICHHSI aTTECTALUH.

3. OrtueTHBle JOKYMEHTHI MO JBIKCHHMIO KaJpOB: TIOHSATHE, BHJIBI, CTPYKTYpa,
npolenypa pa3padOTKU U YTBEpPXKICHUSL.

4. Vuder u XpaHEHHUE TPYAOBBIX KHI)KEK U BKJIAJBIIIECH K HUM.

5. JIOKyMEeHTHI 10 JBMXKEHHUIO KaJpOB: COCTaB, 00Iask XapaKTepUCTUKA.

6. JloKyMeHTBI K TpUKa3aM [0 JIBWKCHHIO KaJIpoB: TMOHATHE, BHIBL, 0OIIas
XapaKTepUCTHKA.

7. JlokymMeHTHpOBaHME IIpoLiecca KOMAHIMPOBAHUS PAaOOTHUKOB.

8. JlokyMeHTupOBaHHE IIpoliecca MPea0CTaBICHHSI OTITYCKOB.

Tema 5. JlokyMeHTHI 1O NpPeKPAIIEHHI0 TPYAOBBIX OTHOIIEHW: COCTaB,
cojJep:KaHue, MOPSIIOK MOArOTOBKH U oopmiieHus

1. JIOKyMEeHTBI, OTIOCPEAYIONINE MPEKPALICHUE TPYAOBbIX OTHOIICHHIA: TIOHSATHE, BUIBI,

coJiepKaHue.

2. JIOKyMEHTHUpOBaHHE TMpolecca MPEKPAlICHUs TPYIOBbIX OTHOIICHUI: 0O0IIue
TIOJIOKCHUS.

3. JloxymeHTHpOBaHHE Mpoliecca MPEeKpamleHus: TPYAOBBIX OTHOIIEHUH TT0 MHUIIUATHUBE
paboTHHKA.

4. JloxkyMeHTHpOBaHHE Mpollecca MPeKpalieHus TPYIOBbIX OTHOIIICHUN 110 MHUIIHATHBE
paboronaTents.

5. JlokymeHTHpOBaHHME TIpollecca MpEeKpalleHus TPYIAOBBIX  OTHOIIEHHUH  TIO
00CTOSITENTLCTBAM, HE3aBUCSIIIM OT BOJIU CTOPOH.

Tema 6. JIoKyMeHTBI 10 Y4ETY MepcoHaJIa

1. 3anonmHeHHME TPYAOBBIX KHUKEK: BHECEHUE CBEACHUI 00 U3MEHEHUH U MTPEKPALCHUN
TPYZIOBOTO JOTOBOPA.

2. Jluynas xapTouka pabOOTHHMKA Kak OOs3aTeNbHBIA JOKYMEHT MO Y4YeTy KaJpOB:
MOHATHE, MPOLIEAYpa 3aAMOJIHEHUA.

3. JIoKyMeHTHI O y4eTy KaJIpoB: MOHSATHUE, BUJIbI, CTPYKTYpa, MpoIieaypa opOpMICHHUS.

4. Vder u XpaHEHHE TPYAOBBIX KHIKEK U BKJIAJBIIIECH K HUM.

5. OdopmieHre u BeACHHE TPYAOBBIX KHIDKEK W BKIAABIIIEH K HHUM: oOmas
XapaKTEePUCTHUKA.

6. 3amomHeHUE TPYIOBBIX KHUKEK: BHECEHHE CBEICHUU O pabOTHHUKE, BBITOIHIEMOM
paboTe, MOOIIPEHUSIX.

Tema 7. JlokymMeHTBI, Omocpeaylollde OTHOUIEHHsI O OXpaHe TpPyla W MO
OpPraHM3anuu pado4nx MecT
1. Tlomoxkenue o cmyx0e oXpaHbl TPy/Aa, WHCTPYKIMK IO OXpaHE TpyJa: MOHATHE,
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CTPYKTYpa, Mpoleypa pa3padOTKu U YTBEPKIACHUS.

2. JIoKkyMeHTHI 1O OXpaHe TpyJa: TMOHATHE, BHIBI, TPOIEAypa pPa3pabOTKu U
MIPUMEHEHUS.

3. CnenuanbHas OIIEHKA YCIOBUH Tpy/a: MOHSATHE, IPABOBAast OCHOBA JIJIsl MPOBEICHUS,
0COOEHHOCTH JTOKYMEHTO000poTAa.

4. OOs3aTenbHbIe METULIUHCKUE OCMOTPBIL: MPEBAPUTEIBHBIC, IEPUOIUUECKHE.

Tema 8. OTaenbHble TOKYMEHTBI, OMOCpPEIYIOIHEe OTHOIICHHS MO COIHAILHOMY
CTPaxXOBaHUIO
[Mopsinok oopmieHns nocoOus Mo BpeMEHHON HETPYAOCIIOCOOHOCTH
[Topsimox oopmiieHus oTIIycKa o 6epeMeHHOCTH U poAaM
[MTopsimox oopmiteHuUs OTITYCKA MO YXOy 32 peOCHKOM
ITIposenenne COVYT 3a cuer cpencts PCC
[TproOperenue cpeacTB MHAMBUYyaIbHOU 3alUThI 3a c4eT cpencts PCC
[Tpuobperenue ankorecTepos 3a cuet cpeacts CC.
EnnHOBpeMeHHBIE TOCOOUS TP POKICHUHN peOCHKA, CMEPTH pabOTHUKA.

NookrwnpE

Tema 9. CucreMaTu3aums 4 oNepaTuBHOE XPaHeHHe JOKYMEHTOB MO YIIPABJIEHUIO
NMepPCOHATIOM

1. Cucremaruszanus JOKYMEHTOB 10 YIIPaBJIEHUIO TIEPCOHAJIOM, OIEPATUBHOE
XpaHEHUe.

2. DkcrepT3a IEHHOCTH TOKYMEHTAIMH, TIOJrOTOBKA JIeJ K TIepeiaue B apXuB.

3. Perucrpauus u uHIEKCalKA TOKYMEHTAIMU 0 YIIPABJICHUIO IEPCOHATIOM, KOHTPOIb
WCITOJTHCHHSI.

4. CropaBouHO-UH(OPMATHUBHBIE JOKYMEHTHI MO YIPABJICHUIO MEPCOHAIOM: IOHSTHE,
BU/IBI, 00t XapaKTEPUCTUKA.

5. Cpoku XxpaHeHUs: JOKYMEHTOB.

6. YHHUYTOXEHUE TOKYMEHTOB C UCTEKIIIMM CPOKOM XpaHCHHUS.

Temsl pedeparon

1. IllratHoe pacnucaHue: CTPYKTypa, IpoLeaypa pa3padOTKH, YTBEPKIACHMs, BHECECHUSI
W3MEHEHUH U JONOJIHEHU .

2. JIOKyMEHTHI IT0 PEKPYTHHTY TIepCOHaNa: IOHATHE, BUIBI, 00IIast XapaKTepHCTHKA.

3. JlokyMeHTUpOBaHHE MPOILeypbl U3MEHEHUS TPYIOBOIO JOIOBOpA.

4. JloxyMeHTHpOBaHHE Mpoliecca MPEeKpaIeHHs TPYIOBbIX OTHOILIEHUI C paOOTHUKOM.

5. TpynoBoil AOroBOp M JOMOJHUTENBHOE COIJIALIEHHE K TPYIOBOMY JIOTOBOPY:
MOHSTHE, COJIEpKaHuE, POLIETypa 3aKIIOUEHUS.

6. JloKyMeHTHI 10 PEKpYTHUHIY IlepcoHana, popMHUpyeMble Ha Tare oToopa rnepcoHaa.

7. JloKyMEeHTHI 110 peKpyTUHTY NIepcoHana, (GopMUpyeMbIe Ha 3Talle OUCKa MepcoHara.

8. Ilpukasbl Mo ABMKEHUIO KaJIPOB: MOHSATHUE, BUJIBI, COIEPIKaHHUE.

9. JloxyMeHTHpOBaHHE TPOIIecca MPOBEIACHUS aTTECTAIIHH.

10. OTueTHble JOOKYMEHTHI MO JBW)KCHHUIO KaJApOB: TIOHATHE, BUIBI, CTPYKTYpa,
mporeaypa pa3paboTKH U yTBEPKICHUS.

11. Vder u xpaHeHHE TPYAOBBIX KHIKEK U BKJIATBIIIEH K HIM.

12. JlokyMeHTBI IO JTBUKCHHIO KaJPOB: COCTaB, O0MIast XapaKTePUCTHKA.

13. JlokymMeHTBl K TpUKa3aM I[0 JBIKEHUIO KaJpoB: TIOHATHE, BHUABI, 0oOIIas
XapaKTepUCTHUKA.

14. JloxyMeHTHpOBaHUE MpoLecca MPEKpaIleHUs] TPYJOBbIX OTHOLIECHUN C paOOTHUKOM.

15. JlokymeHTHpOBaHUE Mpoliecca KOMaHAUPOBaHHS paOOTHUKOB.

16. JIokymeHTHpOBaHHE MpoIiecca NPEA0CTaBICHUS OTITYCKOB.
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17. [Tocobue 1O BPEMEHHON HETPYAOCIOCOOHOCTH W TIO OEPEeMEHHOCTH U POJaM:
MOHATHE, 0COOEHHOCTH O(OPMIICHUS U BBIIIATHI.

18. [lencun: moHsATHE, BHIBI, OCOOCHHOCTH JOKYMEHTOOOOpOTa MpH OQPOpMIICHUU
paboronarenem.

19. Cucremaruzanmusi JTOKYMEHTOB TI0 YIPaBICHHIO IEPCOHAIIOM, OIEPATUBHOE
XpaHeHHe. DKCIepTH3a EHHOCTH TOKyMEHTAIlNH, TOATOTOBKA JIeJT K Iepeaaye B apXuB.

20. Permcrpanus u MHAEKCAIMS JOKYMEHTAIIMHU 0 YIPABJICHUIO IEPCOHAIOM, KOHTPOJIb
UCTIOJTHEHUSI.

21. CnpaBo4HO-WH(OPMATHUBHBIC JTOKYMEHTHI MO YIPABICHHIO MEPCOHAJIOM: IOHSITHE,
BU/IBI, OOIIIasi XapaKTePUCTHKA.

22. Cnyx0a ynpaBieHHs TIEPCOHATIOM: CTPYKTYpa, 3a/1a4u, (yHKIIHH.

23. OOmias XapaKTepUCTHKA CITY>KOBI yIIPaBJICHUS [TEPCOHATIOM.

24. JI0JDKHOCTHBIC MHCTPYKIIUU COTPYTHUKOB CITYXKOBI YIIpaBJICHUSI.

25. JIOKyMEHTHpPOBAHHUE JCATEILHOCTH TI0 YIPABICHUIO IEPCOHATIOM.

Bonpocs! 111 caMoCTOATEILHOMH PadoThI:

[TonsTHE U BUABI TOKYMEHTOB B cpepe YIpaBiICHUs IIEPCOHATIOM.

2. YuudummpoBaHHbIe (OPMBI JOKYMEHTOB 10 YIIPABJICHUIO MIEPCOHATIOM: MTOHATHE,

BUJIbI, 0011asi XapaKTEPUCTHKA.

HopmaTtuBHas ocHOBa nporecca JOKYMEHTUPOBAHUS YIIPABIICHUS IIEPCOHAIOM.

4. JIoOKyMEHTHpOBaHME KaJpOBOM JEATEIILHOCTH B COBETCKUH IepHoA: oOmas

XapaKTEPUCTHUKA.

JlokymMeHTupoBaHKe IpoxoxaeHus cinyx0bl B XV-XVII Bekax.

6. JloxymMeHTHpOBaHUE MPOXOXKICHHUS TOCYAapCTBEHHOM ciy)0bl B Poccun B XIX —

Hayayie XX Beka.

JlokymenTrpoBaHue npoxoxaeHus ciyxosl B X VIII Beke.

8. TlonoxeHue o mepcoHare M KOJJIEKTHBHBI JOroBOp: MOHATHE, KPUTEPHH
CXOJICTBA, CTPYKTYpa, IpoIieIypa pa3paboTKH U YTBEPKICHUSI.

9. JlomKHOCTHas MHCTPYKLUA: TIOHSATHE, CTPYKTypa, IpolLeaypa pa3paboTki,
YTBEPXKICHHUS.

10. Opranu3anuoHHO-yIIpaBlieHUYeCKass  JIOKyMEHTalus B  cdepe  yHpaBiIeHUS
IIEPCOHAJIOM: BHJIBI, KPaTKasl XapaKTEPUCTUKA.

11.TIpaBuna BHYTPEHHEro pacHopsiika OpraHM3allMU: IOHATHE, CTPYKTYpa,
nporieaypa pa3paboTKu.

12. TTonoxxeHue o CTPYKTYpPHOM MOJpa3JelieHUH: MOHATHE, MpoLeaypa pa3paboTKH,
YTBEPXKICHHUS.

13. Cniyxx6a ynpaBieHHs TEpCOHAIOM: CTPYKTypa, 3amaud, QyHkiouu. OOmas
xapakrepucTuka [lonoxxeHus o ciyx0e ynpaBiaeHUs IEPCOHATIOM.

=

.

o

~

HpuMeprle TECTOBLIC 3aIaHUA IJIA TCKYHIECI0 KOHTPOJIsA oﬁyqalonmxm

Tema Ne 4 JlokyMeHTBI 10 IBHKEHHIO IEPCOHAJIA: COCTAB, COlepP KaHMe, MOPSIA0K
MOArOTOBKH U 0pOpMJICHUS

1. IIpuem Ha paGoty
1.1. Hanummre o0mmii nopsigok odgopmieHHs JAOKYMEHTOB IpH MNpHeMe HA
padory

1.2. JlokymeHTbl, npexbsiBJIsieMble MNpH OQOPMJIEHHM TpuemMa Ha padoTy
(YkaskuTe JIMILIHEE)

a) macropr

0) TpynoBasi KHMXKKa
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B) JOKYMEHT, NOATBEPXKIAIOMIMIA PpErucTpamyio B CHCTEME WHJIUBUIYaIbHOTO
(mepcoHN(pHUIMPOBAHHOTO) yueTa

') JOKYMEHTBI BOMHCKOT'O y4eTa

1) IOKyMEHT 00 00pa30BaHUH

€) XapaKTepUCTUKA C MOCJIeIHero MecTa padoTsbl

7K) CBH/IETEJbCTBA 0 POXKICHNHU pedeHKa

1.3. Ecau paGoTHHMK YyTpPaTWj TPYIOBYH) KHHUKKY, OH MOXKeT OOpPaTHUThCS B
NUCbMEHHOM BHJIe ¢ POCch00il 0(popMUTH TyOIMKAT (YKAKUTeE JIMIITHEE)

a) K paboTOAATeNIO IO OCIEAHEMY MECTY padoThI 3a opopmiieHUuEM nyOnuKara

0) Kk padoTogaresi0, K KOTOPOMY MOCTyaeT Ha padory

B) B TPYAOBYI0 MHCIEKI[HIO, KYIIMB HOBBIii 0y1aHK B kKuocke Pocnieuaru

1.4. Kypna 3aHocsITCS CBeJleHHs O MpUeMe Ha padoTy (YKaKuTe JuIlIHee)
a) B TPYAOBYIO KHIDKKY

0) B IMYHYIO KapTOUKy paboTHHKa T-2

B) B KHUTY y4eTa ABH:KeHHS TPYIOBbIX KHUKEK H BKJIAJbIIIell K HUM

r) B TabeJib yyeTa pado4yero BpeMeH!

1) Ha HH(OPMAIMOHHBIN CTEH/1 OPraHN3alMH B BH/Ie MPUKa3a

1.5. TIlpu npueme Ha padoTy padOTHHUK J10JKeH pacnucaTbes (YKaKUTe JINIIHee)
a) B TPYI10OBOM J10r0BOpe

0) B mpuKa3e 0 npuemMe Ha padorty

B) B XapaKTEPUCTUKE

r) B JIHYHOH KapTouke padoTHUKA mo ¢opme T-2

1.6. TpynoBasi KHM:KKA MocJIe IPUeMa HA padoTy XpaHUTCS:
a) y paboTHHKa

0) Y pyKOBOAMTEIISI TOJpa3/ICIICH s, Kyl1a IPUHAT paOOTHUK

B) B KaJIpOBOii ci1yxoe

T) y cekperapsi AUpeKTopa

1.7.  Ecau paGoTHHK NPUHMMAaeTcs Ha padoTy BHepBble, TO TPYIOBYI0 KHHKKY
A0J1KeH 0(popMHUTH:
a) padoroaareJib 3a CBOi c4er
0) paboromarenb, B ciiydae NpUOOpETeHHs OJIaHKa TPYAOBOM KHIKKH DPaOOTHUKOM
CaMOCTOSITENIBHO
B) paboToaaressb, MOIy4YuB ¢ padOTHHKA IJIaTy 3a OJaHK TPYAOBOM KHMKKHU
OrTka3 B nmpueme Ha paboTy

1.8. Kakme wu3 0TKa30B B 3aKJIOYEHMH TPYIOBOr0 J0roBopa SIBJSIIOTCHA
HEe3aKOHHBIMM:

a) B CBSI3U € OTCYTCTBHEM PErHCTPALMH 10 MECTY IPeObIBAHUA;

0) B CBSI3M C HU3KOH KBanupUKaI1e;

B) B CBSI3M C HApyLIeHHeM TPeOOBaHMii MIOCTAHOBKM HA BOMHCKHUH yYeT;

T') B CBS3M C OTCYTCTBHEM COOTBETCTBYIOIIMX 3HAHUHN U ONbITAa PaOOTHI.

1.9. He saBasieTcsi 06s13aTeJbHBIM NIPH MPpHEMe HA PadoTy:
a) HanucaHue PAa0OTHUKOM 3asiBJICHUS O IpueMe Ha padoTy;
0) 3aKITI0YEHHUE TPYIOBOTO IOTOBOPA;

B) U3JIaHKE TIpHKa3a (pacropsHKeHHsI) O IpueMe Ha padoTy;

) oopMIIeHHE TPYAOBON KHUKKU;
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1) opopmileHHE JIMYHOTO J1esia.

1.10. IIpu npueMe Ha paGoOTy MCNIBLITAHHE MOTYT YCTAHOBUTD:

a) OepeMEeHHOM JKEHIIUHE;

0) JKeHIIIUHEe, MMeIeil TpexJieTHero pedeHkKa;

B) OJMHOKOMY OTITy T'O/I0BaJIOro peOeHKa;

I) BOCEMHAAaTUJIeTHEl JeBylIKe;

1) paOOTHHKY, MPUINIAICHHOMY B TIOPSAKE IEpeBoAa OT Apyroro paboromarelns IO
COIIACOBAHUIO MEXKAY pabOTONATENSIMU.

2. IlepeBoj, u3MeHeHHE TPYAOBOIr0 J0T0BOPA

2.1. Cornacue paboTHHKA He TpedyeTcs B ciIy4yae:

a) mepeBojia Ha APYTyIo MOCTOSIHHYIO paboTy y TOro ke paboToaarens;

0) mepeMeleHns;

B) BPEMEHHOTI'0 TMIEpEBO/Ia B COOTBETCTBUH C MEAUIIMHCKUM 3aKIIOUECHUEM;

I) BPEMEHHOI0 IlepeBOJa N0 HWHHMIHMATHBe padorogareisi B HCKIIYHTEIbHBIX
cJIyqasix, NpexycMOTpeHHbIX YacTsiMu 2 u 3 ¢T. 72.2 TK P®;

1) IepeBojia Ha paboTy B IPYTYIO MECTHOCTh BMECTE C paboTOIaTeIIeM.

2.2. OmnpenesnTe COBOKYNHOCTH 00513aTeJbHBIX YCJIOBHA, NP HAJIMYUH KOTOPbBIX
yCJIOBHE 0 BpEeMeHHOM XapaKTepe IMepeBoAa YTPauuBaeT CWJIY U IepeBOJ
CUMTAETCSH MOCTOSTHHBIM:

a) CPOK NepeBo/ia HCTEK;

0) npe:kHsAsA padoTa pabOTHUKY He NMPeA0CTaBJICHA;

B) paboTomarenpb jkeiaer, yToObl pabOTHUK MPOAODKAN paboTarh MO HOBOMY MECTY

paboThI;

r) pa0OTHUK He TpedyeT NpeaoCcTaBJIeHHUs MPe:KHeH padoThl;

1) pabOTHHK TPOIOJDKAET paboTaThk Ha TOM MeCTe paboThI, Kyla OH ObLT IIEpeBE/ICH.

2.3. H3MeHeHHs B TeXHHKe U TEXHOJOIMU NMPOU3BOACTBA OCYLIECTBISIOTCS:

a) paboToaaresieM 10 CBOEMY YCMOTPEHHUIO;

0) paboTozaTesieM 1Mo COTIaCOBAaHUIO C OPTaHOM MEPBUYHOM MPO(COI03HON OpraHu3aIny;

B) palorozareseM C Y4YeTOM MHEHHSl OpPraHa nepBUYHOH nNpodcCcoro3HOoM
OpraHu3anuu;

r) pabortoznarenem c¢ paspemenus [ UT.

3. IlpekpaimieHune TPya10BOro 10roBopa
3.1. Hanummre o01Uii MOpsiAOK 0popMJIeHHs TOKYMEHTOB NMPH YBOJbHEHHH MO
HHULMATHBE PAa00THHKA:

3.2. KakuM 10KyMeHTOM [0/:KeH pa00THUK NpeaynpeauTh padoToaareiisi 0 CBOeM
KeJTAHUM YBOJIUTHCS:

a) TeneoHOrpaMMoit

0) MTOKJIaHON 3aIMMCKON

r) 3asiBJIeHUEM

3.3.  3a cKoJbKO [Heil /0 NpeaNnojaraeMoro yBOJbHEHHS] PAOOTHUK 10JKEeH
npeaynpeauTh padoToAaTe s 0 CBOEM KeJAHUHN YBOJIUTHCH:

a) 3a MecAll

0) 3a ABe Heae

T') 32 TPU HEJENIN
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3.4. Hanumure o01Mii MOPSAAOK 0(POPMJIEHUSI TOKYMEHTOB NMPH YBOJbLHEHHH 1O
HHUIHATHBE PadoToaaTe is:

3.5, Kakoii J0KyMeHT [0/:KeH HpeIcTaBUTh padorogaresib B HNPO(COIO3HBII
opraH, KoOrga HeoOXOAMMO COIVIACHO [JeHCTBYIOIIEr0 3aKOHOAATEJIbCTBA
3aKOHOJATEeJIbCTBY YYUTBHIBATH MHEHHE 3TOro npogopraHa npu yBOJbHEHUH
padoTHUKA:

a) JOKJIAJIHYIO 3aIIUCKY

0) MUCbMO

B) aKT

r) NIpUKa3

3.6. KakuMm 10KyMeHTOM padoToaaresib J0JKeH NMpelynpeanuTh paGoTHHUKA O ero
YBOJIbHEHUH MO MPUYMHE COKPAIIIEHUS IITATA:

a) TOKJIQTHOM 3aITMCKOM

0) yBe1oMIeHHEM

B) aKTOM

I') pacropsbKeHUEM

3.7. B kakux ciaydasix J0JKHO BBIILUIAYHBATHCS BBIXOJAHOE TMOCO0OHEe TPH
PacTop:KeHUM TPYIOBOr0 A0r0BOpPa 10 MHUIMATHBE padoToxares:

a). JMKBHAAIIUM OPTaHU3ALNU

0). coKpamieHus YMCJEeHHOCTH WM ITATA PA00THUKOB OPraHU3aluu

B). HECOOTBETCTBUS PaOOTHUKA 3aHUMAEMOM JOHKHOCTH

). mporyna

). pasmialieHus: OXpaHsieMOoil 3aKOHOM TalHbI

€). MPUHATUS HEOOOCHOBAHHOTO PEIICHUSI PYKOBOJIUTEIEM OpraHU3aluu

3.8. Kakmue u3 nepeuncieHHbIX HHKe YTBeP:KIeHHUI SIBJISIOTCS BEPHbIMH:

a) HN3MCHCHHUC IIOABCAOMCTBCHHOCTH OpraHu3aliu HE ABIACTCA OCHOBAHHUEM JIA
pacTop>KeHusl TPYIOBBIX JOIOBOPOB € €€ paOOTHUKAMU;

0) HM3MeHeHHe TIOJBeIOMCTBEHHOCTH OPraHU3allMu SIBJISIETCS OCHOBaHHEM JUIA
PacTOpPKeHHs TPYAOBBIX JOrOBOPOB C ¢¢ padOTHHKAMM;

B) pa3JelieHue OpraHu3allid SIBISIETCS OCHOBaHUEM Ul PACTOPKEHHUS TPYAOBBIX
JIOTOBOPOB ¢ €€ paOOTHUKAMU;

) pazaejieHle OPraHM3alMu He SIBJIsIeTC OCHOBAHUEM ISl PACTOP:KeHUs] TPYA0BBIX
JOTOBOPOB ¢ ¢€ pa0OTHUKAMU;

A) NPH M3MEHEHHWH TOJABEJIOMCTBEHHOCTH OPraHU3allid OCHOBAHUEM JUIA
NpeKpalleHus TPYJA0BOI0 J0roBopa siBJIAETCS 0TKAa3 pa00THHKA OT NMPOJOJKeHUs PadoThl.

3.9. Kakue u3 nmepedymncieHHbIX HUe JeHCTBUH He SIBJISIOTCA 00M3aTe/IbHBIMH
NP YBOJIbHEHHHU PA0OTHHKA:

a) moAmucaHue OOXOJHOr0 JHCTKAa Pa0OTHMKOM B Pa3JIMYHBIX CTPYKTYPHBIX
nojapasjejieHusIX OpraHu3alum;

0) u3aHue npuKasa (pacropsHKeHHs ) O IPEeKpalleH!uH TPYI0BOrO J0r0BOpa;

B) BblJaya pa0OTHHKY KONHMHU NPHKA3a 0 NMpeKpalleHuu TPYA0BOro J0rosopa 0e3
€ro nNpocbobI;

1) 3aTI0JTHEHHE COOTBETCTBYIOIIETO pa3iena JINIHOM KapTouku (popma Ne T-2);

€) BHECEHHE 3aITUCH 00 YBOJILHEHUH B TPYIOBYIO KHUXKKY.

3.10. OcnoBanuem s odopmieHHs TMNPUKA3a 0 MNPeKpalleHuH TPYI0BOIro
JI0TOBOPA MO COIJIAIIEHHIO CTOPOH SIBJISIETCS:
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a) 3asBJICHHE PAOOTHHKA;
0) coruaneHue CTOpoH, opopMJIeHHOE B NMCbMEHHOI (popme;
B) yCTHast JOTOBOPEHHOCTh MEXKAY CTOPOHAMH TPYILOBOTO IOTOBOPA.

3.11. Kakue A0OKYMeHTHI TpeOylOTCS NPH pelieHHHd BONpoca 00 YBOJIbHEHUM
padoTHUKA B MOPsSAKe NMePeBOIa K IPYromy padoroaaresiio:

a) NUCbMO - IPHUIJIallleHHe HOBOro padoToaares;

0) mUChbMEHHOE 3asiBICHHE PAOOTHHUKA OO0 YBOJBHCHHMH IO COOCTBEHHOMY >KEIIAHHMIO,
HE3aBUCHMO OT TOTO, KOMY IMHCbMO-TIPUIJIALIEHHE ObLIO apecOBaHo;

B) NUCbMEHHOe corjiacue pa0OTHHKAa Ha YBOJIbHeHHMe B MOpsiAKe INepeBoAa K
Apyromy paéoroaareJro (ecii NMCbMO-TIPUIJIAlIEeHHE a[pecOBaHO padoToAaTeN10);

I) NMCbMEHHOe 3asiBjieHHMe Pa0OTHHUKA 00 YBOJIbHEHHMHM B INOPsiAKe IepeBoAa K
Apyromy paéoroaareJro (eci NUCbMO — NPHUIJIALIEHHE A/IPeCOBAHO Pa0OTHHKY);

1) TUCbMEHHOE MOTUBHUPOBAHHOE MHEHHE BHIOOPHOTO OpraHa MepBUYHOI MPpodCcor03HON
OpraHu3aluy, AEUCTBYIOUIETO B JAHHON OpraHu3alyy.

3.12. UYrto AiBAsIeTCSI OCHOBAHHEM /IJISI BHECEHHSI B YUeTHbI€ TJOKYMEHThI PAa0O0THUKA
cBe/leHHil 00 YBOJIbHEHUH:
a) 3asBJICHUE
0) MpUKa3 0 NPpeKpalleHu TPYA0OBOI0 J0roBopa
T) TOKJIaHAas 3arucka
1) aKT
T
Tema Ne 9 Cucremaruszanusi ¥ onepaTuBHOE XPaHeHHE IOKYMEHTOB 110
YIPaBJIEHHUIO EPCOHATIOM

4.1 B nej0 noMemaloT:

a) MPOEKTHI JOKYMEHTOB;

0) MCIIOJITHEHHbIE JOKYMEHTHI;

B) CTIOJTHEHHBIE IOKYMEHTHI C TOMETKOM 00 UCIIONHUTENE U HAAMUChI0 «B aemo»

4.2 B nes1o rpynnupyIoTcst 10KyMeHTbI:

a) pa3HbIX JIET;

0) OIHOT0 KaJIEHIapPHOIO0 ro/1a;

B) B XpPOHOJIOTHYECKOM MOPSIAKe;

I') HOPSIIOK PAaCHOI0KEHHs He UMEET 3HAYCHUS;

1) CPOK XpaHEHUSI HE UMEET 3HAYCHHS;

€) OT/eJbHO MOCTOSIHHOTO U BPEMEHHOI'0 XpaHeHMsl.

4.3 B nes10 00beANHAIOTCS IOKYMEHTBI:

a) 1O pa3HbIM BOIIPOCAM;

0) TOJILKO 10 OTHOMY BOIIPOCY;

B) C OTPaHUYEHHBIM JIOCTYIIOM U 0€3 OrpaHUYEeHUs T0CTYIa;

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

4.4 JIoKyMeHTbI 10 JJMYHOMY COCTaBY (DOPMHUPYIOTCS:
a) 1o Jare nmpuemMa Ha padory;

0) Mo roxy mpuema Ha pabory;

B) 110 anaBUTy pamMHUINi paOOTHUKOB.
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4.5 Jles10 He 10JI7KHO NPEeBbIATh:
a) 100 mucTos;

0) 250 1uCTOB;

B) 350 nHCTOB;

r) 500 mucTos.

4.6 JleJio He I0JIZKHO NMPEBBIMIATH TOJTIIHHBI:
a) 2 cm;

0) 2,5 cMm;

B) 3,5 cm;

r) 4 cMm.

1) ScM.

Haiinure ommoKku, fonmymeHHble Npu GOpMYyJIHPOBAHNH CJIEIYIOIIHMX 3ar0JI0BKOB /ieJa:

1. [Tpuka3sl ¥ pacopspKEHUs] AUPEKTOPA 110 TUYHOMY COCTaBY.

2. Otuet o0 paboTe oTaena Kaapos.

3. Marepwuaiisl o arrectaiiud pabOTHUKOB.

4. HepenucKa ¢ By3aMH 110 MPOU3BOACTBEHHOM MPAKTHKE CTYACHTOB.

5. [Tpuka3sl 0 IpeaoCcTaBICHUN YU€OHBIX OTITYCKOB (TIOIJIMHHUKH).

6. AKTBI Ha YHHUTO)KEHHUE IOKYMEHTOB C UCTEKITUMH CPOKAMH XPaHEHHS.

7. JloxitagHbie U clly>KeOHbIE 3aTUCKU IO KaIPOBBIM BOIIPOCAM.

8. [TpoTokosbl 00 arTecTanuy pabOTHUKOB.

9. OO0bsacHenus paOOTHUKOB MO (haKTaM HapyIIEHUS TPYAOBON AUCHIUIIIHHBL.

10.  Ilpukasbl MO KOMaHAMPOBAHUIO PAOOTHHUKOB.

11.  TonoBoii u KBapTalnbHBIC IJIAHBI PA0OTHI OTENa KaipoB Ha 2017 .

12.  JloxyMeHTHI 0 paboTe ¢ MOJOABIMU CIIEIHATHCTAMH.

OTtBeTnI

1. B oaHO €710 momeneHs! pacnopsIuTeNbHbIE TOKYMEHThI pa3HbIX BUJIOB.

2. He yxa3zan oT4eTHbIil nepuo/.

3. HeBepHo ykazaH BMJ Jena: «MaTepuan» BMECTO «IOKyMEHTb». B KoHIe
3aroJIoBKa HE JaHbI B CKOOKaX OCHOBHBIE Pa3HOBHIHOCTH JIOKyMEHTOB, COJIEPKAIUXCS B JIEIIE.

4. BwMmecTo npeasniora «o» ommO04YHO yoTpebIeH MPeuIor «I10y.

5. VYkazaHue Ha TOAJIMHHOCTH JOKYMEHTOB SIBJISIETCS JIMIITHUM B 3aTOJIOBKE JIENIa.

6. HeBepHo yka3aHO HaMMEHOBAaHUE aKTa, UMEIOLIETO YHUDHUIIMPOBAHHYIO (hopMy.

7. W3nuimrHe BEIHOCUTH B 3arOJIOBOK CJIOBO «IOKJIQJHBIE», T. K. 3TOT BHJ] 3allUCOK
BXOJIUT B MTOHATHE «CITyKeOHas 3alHMCKay.

8. Ha3Banbel OTpaXeHHbIE B TPOTOKOJIE BONPOCH BMECTO HAMMEHOBaHUS
KOJJIETHaJIbHOTO OpraHa, paboTa KOTOPOro MPOTOKOIMPOBAIIACH.

9. B 3aronoBke oTCYTCTByeT HAMMEHOBAaHUE BUA Jiea (Ha3BaHUE BXOISIINX B HETO

JIOKYMEHTOB) — OOBSICHUTENIbHBIE 3aITHCKH.

10. HeBepHO yKa3aHO HaWMEHOBAHHE IPUKa3a, WMEIOMIETO YHU(DHIIMPOBAHHYIO
dbopmy.

11. B omHO neno momenieHsl JOKYMEHTHI C Pa3HBIM CPOKOM XPaHEHHS.

12. B koHIIe 3arojioBKa He JaHbI B CKOOKaX OCHOBHBIE PAa3HOBUIHOCTU JOKYMEHTOB,
coJiepKalluXcs B JIeNe.

3ananue 2.
B nesio ObLIM MOAIIMTHI TepeYHCIeHHbIe HUKEe JOKYMEHTbI MO JIMYHOMY COCTABY.
Onpenennre, NPaBUIBHO JI ¢()OPMHUPOBAHO J1€J10?
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[Tpuxa3 o mepeBoze Ha APYTYIO paboTYy.

[Tpuka3 00 u3MEHEeHUU (PaMUITHH.

[Tpuka3 o mpenoCTaBIEHUN €KETOAHOT0 OIJIaYMBAEMOr0 OTITyCKa.
[Tpuka3 o mpekpalieHuu TpPyI0BOro J0roBopa.

[Ipuka3 o komaHaUpOBaHUHU PabOTHUKA B npeaenax PO.

[Ipuka3 o mpueme Ha padoOTYy.

[Tpuka3 o mooLPEeHUN.

[Tpuka3 0 HaJOKEHUU B3bICKAHUS.

[Tpuka3 o nexxypcrae.

0.  Ilpuka3 o mpegocTaBIeHUHN Y4€OHOTO OTITYCKA.

ROoo~NoGa~LNE

OTBeTBI
Jleno copMUpPOBaHO HEBEPHO, T.K. BKJIIOUACT MPUKA3bl, HUMEIOIINE Pa3Hble CPOKH XpaHeHHUs. B
cooTBeTCTBUM ¢ OCHOBHBIMHU TIPaBHJIAMHU PAOOTHI ApXUBOB OPTaHU3AIMN B OIHO JEJIO JIOJIKHBI
(bopMUpPOBATHCS JTOKYMEHTBHI C OJMHAKOBBIMH CPOKaMHU XpaHCHHs. B TpHBEeICHHOM mpuMepe
HA3BaHHBIC MPUKA3bI TOJKHBI OBITH CHOPMUPOBAHBI B JIBA PA3IUNIHBIX JIeNa:

Hena co cpokom xparenus 75 (50) e 10/KHBI BKITIOYATh:
1. [Tpuka3 o mepeBoje Ha APYTYIO padoTy.

2. Ilpukas 00 n3MEHEHNUH (PaMUITHH.

4. IIpukas o mpekpamieHuy TpyaoBOro 10roBopa.

6. IIpuka3z o mpueme Ha padoTYy.

7. 1Iprka3 o HOONIPEHUH.

Jeno co cpokoM xpaHeHust 5 JIET JOJKHO BKJIKOYATh:

3. IIpuka3 o mpeoCcTaBIEHUU €XKErOAHOIO OIJIaYMBAEMOI0 OTITyCKA.
5. IIpuka3 o komMmaHAMpOBaHUU pabOTHHKA B npenenax Po.

8. [Ipuka3 o HaJOKEHUU B3BICKAHHUSI.

9. Ilpukas o nexypcrBe.

10. [Ipuka3 o mpenocTaBaeHUH y4eOHOTO OTITYCKA.

3amanue 3.
Ckoubko aes ciaeayer copMHUPOBATH M3 NeEPEYHCICHHBIX HUKe MPHUKA30B MO JIHYHOMY
cocraBy?

BapuaHT |

1) MIPHUKa3 O MEePEBOJIC Ha JPYTYIO paboTy;

2) IPUKa3 O MOOUIPEHHH;

3) NpUKa3 O MPEJOCTaBICHNH OTITyCKa 0e3 COXpaHEeHUs 3apadOTHOM TIIaTHI.
BAapUAHT 2

1) NpUKa3 O MPUMEHEHUH JUCIUTUIMHAPHOTO B3BICKAHUS;

2) IPUKa3 O MPEJOCTABICHUH €KETOAHOTO OIIAYUBAEMOT0 OTITYCKa;
3) NPUKa3 O HalpaBJICHUU paOOTHUKA B KOMaHUPOBKY.

BapUaHT 3

1) NpUKa3 O MpreMe Ha padoTy;

2) IpUKa3 O MPeJOCTaBICHNU YUeOHOT0 OTITYCKa,

3) npuka3 o0 u3MeHeHN paMUIuu pabOTHHUKA.

OTtBeTHI

Bapuant 1 - oxgHo.

Bapuant 2 — oniHO. (ecnu JyUTeTbHas KOMaHIMPOBKa - JIBa Jeia)

Bapmuant 3 — nBa.

[Ipu dopmupoBanum Aen1 ¢ NpHKa3aMH 1O JIMYHOMY COCTaBy CIEIYEeT Y4YWUTHIBATh CPOKH
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XPaHEHUs IPUKA30B.

Samanue 4.
C xakoil NeprMoAUYHOCTHIO COCTABJIAETCH HOMEHKJIATYpa e AJsl KaApPoBoil CIyxkObl KaK
COCTABHAsl YaCTh HOMEHKJIATYPHI JIs1 OpraHu3amumn?

1) OJIMH pa3 B IIATh JIET;

2) B COOTBETCTBHH C ITPUKA30M PyKOBOJHUTEIS OPraHU3aLnH;

3) 10 COTVIACOBAHUIO C APXHBHBIM YUPEIKICHHEM;

4) OZIMH pa3 B TPH T0AA;

5) B COOTBETCTBUM CO CpPOKOM, YCTaHOBICHHbIM B HHCTpyKIMH 1O
JIeTIONPOU3BOJICTBY;

6) €KETOIHO;

7) B COOTBETCTBHH C PEIICHHEM 3KCIEPTHOW KOMUCCHU OpTaHU3aIiH.

OTBeTbI

6) exxeromHo (cM. OCHOBHBIE paBUiIa pabOThI APXHUBOB OPTAHU3AIIHIA).

3ananue 5
IIpuka3pl Mo JMYHOMY cocTaBy (GOPMHMPOBAJIUCHL C HAPYUIEHHMEM OJXHOI0 M3 OCHOBHBIX
TpeOOBaHNH K NOPAAKY (opMupoBaHus [el: B OJHO /eJI0 NOMeEIIAJHCh NPHKa3bl C
Pa3HbBIMH CPOKaMH XpaHeHHusi. B nanbHeiimem Takue geja Obliau nepegopmMupoBaHbl B
COOTBETCTBMH CO CPOKaAaMH XpaHeHHMs INPHKa30B, T.e. pa3lejeHbl Ha Jeja CO CPOKAMH
XpaHeHusi 75 jier u S Jjer. 10 NMpuBeso0 K nMpodesaM B HymMepaluu NPUKA30B BO BHOBb
copmupoBanHbix jgenax. [e cieayer oTrpa3suTh HajJduuMe MNPo0eJOB B HyMepauuu
NMPUKA30B?
a). B cnermanbHOM MOSICHUTETHLHOM 3aIIUCKE K JICTTY.
0). B cnenmanbHOM NMcTe-3aBepUTENIE JIETa.
B). B cnenmanbHO# Haamwcu, KOTopasi AejaeTcsl Ha OOpaTHOW CTOPOHE IOCIIETHETO
JMcTa Aena.
r). B cnenuanbHON HaamucH, KOTOpas JAENAeTCsl HA BHYTPEHHEH CTOPOHE OOJIOKKU
Jena.
n). CnennanbHOro OTpaXeHUs Tako nHpopMauu He TpedyeTcs.

OTtBeThl
Hannune npo6enoB B HyMepaliu MpUKa30B JOJKHO ObITh OTPAXKEHO B CHELUAIbHOM JOKYMEHTE
— JIMCTe-3aBepuTeNe Jena, B YHU(UUIHUPOBAHHOM (opme KOTOporo wumeercs Tabnuma
«Oco0eHHOCTH (PU3MUECKOTO COCTOSIHUS U (POPMUPOBAHUS JIEI».

3ananue 6

Onpenenure, NPaBWILHO JIM YKa3aHbl CPOKHM XpaHeHHMsl CJEAYIOUIMX [T0KYMEHTOB,
€031aBaeMbIX KaJIPOBOH CJIyk00Hi:

a). TpymoBoii T0TOBOP — MOCTOSIHHO.

6). Ilpuka3 o mpefocTaBIeHUH OTITycKa 0e3 COXpaHEeHUs 3apabOTHOM MIaTkl — 5 JIeT.

B). Kuura y4yera nBHKeHHs TPYIOBBIX KHIDKEK M BKJIajbImei B HuX — 75 (50) net.

r). Jlnunas kaprouka paborHuka (popma T-2) — 50 mer.

n). [Ipuka3 o npemupoBaHUM pabOTHUKOB — 5 JIET.

e). I'padux oTmyckoB — 5 Jer.

OTBeThI
B coorBercTBuu ¢ IlepeyHeM THIIOBBIX YIPaBICHYECKUX JOKYMEHTOB, OOpa3yIONIMXCS B
NESTENIbHOCTH OpraHu3allid ¢ yKa3aHHWeM CpPOKOB XpaHEHWsS, Ha3BaHHBIE JOKYMEHTHI,
CO3/1aBaeMbIe KaJIPOBOH CITY>KOOU, UMEIOT CIICAYIONTUE CPOKH XPaHCHHS:
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1. Tpynogoii moroBop — 75 net. (50 net, ecnu neno chopmuponano mocie 2003 roaa)

2.Ilpuka3 o mpenocTaBIeHUH OTIyCKa 06e3 coOXpaHeHHs 3apab0THOM TIaThl — 75 JIeT.

3. Kuura yyera ABMKEHHS TPYIOBBIX KHUYKEK M BKIIAJIBIIIEH B HUX — 75 JIET.

4. Jlnunas kapTouka padotHuka (popma T-2) — 75 ner. (50 sert, ecnu aeno cHopMUPOBAHO TTOCIIE
2003 roma)

5. Ilpuka3 o mpeMupoBaHUU PAOOTHHUKOB — 75 JIeT.

6. I'paduk ormyckoB — 1 rog.

3amanue 7
N3 opranuzanum yBOJIWICA PA0OTHHUK, ¢ KOTOPLIM MNPH MNOCTYIUIEHUM Ha padoTy ObLI
3aKJII0YEH JI0TOBOP O MOJHOW MaTepuajibLHON oTBeTCTBeHHOCTH. BA cooTBercTBHM ¢ 1. 189
IlepeuyHss THNOBBIX YNPABJIEHYECKUX [OKYMEHTOB, O0pa3ylOIIUXCA B AeATeJIbHOCTH
OpPraHu3alnii, ¢ yKa3aHHeM CPOKOB XPaHEHUs] TAKOil /J0roBop /[0JKeH XPAHHUTbCA B
OpPraHM3alyu 5 J1. mocjie YBOJbHEHHSI MATEPUAIBLHO OTBETCTBEHHOr0 Juna. C Kakoro JQHs
cjielyeT OTCYHUTHIBATH CPOK XPAHEHHS ITOT0 TOKYMEHTAa:

a). Co mHS yBOJIbHEHUS pabOTHHKA.

6). Co cnenyrormiero JHs MOCIE YBOJIbHEHUS.

OtBernl
O06a yka3aHHBIX BapHaHTa OTBeTa HeBepHbI. B cooTBeTcTBUU ¢ OCHOBHBIMU IpaBUJIaMU PabOThHI
apXMBOB OPraHU3aLUIl CPOK XPaHEHHsI HCIIOJIHEHHOTO WM IPEKPaTUBIIEro 1eHCTBHE JOKYMEHTA
OTCUMTBHIBAETCS C | sTHBaps CJEIYIOIIEro KajJeH1apHoro roja.

Onpeneanre, kakasi Ipoueaypa, BbINOJIHAeMAs PH 0(popMIIeHHH J1eJ1 KaJAPOBOii C1y:K00MH
nepej caaveii X B apXuB, OTCYTCTBYeT B IPUBEAEHHOM IepevHe:

a). Ilepemnner nena.

6). Hymepanus nucroB nena.

B). CocrapieHue BHYTPEHHEN ONTUCH IOKYMEHTOB Jiena.

r). Buecenue yrouneHuii B peKBU3UTHI OOJIOKKH JIeNa.

OTBeThI
B mnpuBeneHHOM IepeyHe OTCYTCTBYET MPOIEAypa COCTABJICHHS JINCTA — 3aBEPHUTENS Jelia U
COCTAaBJICHUE OIMCH JIETL.

4.3. OueHouUHbIE CpeCTBA AJI IPOMEKYTOUHOM aTTeCTaluu.

4.3.1. TlepeueHb KOMITETEHIIMH C yKa3aHHEM JTallOB WX (OPMHUPOBAHHS B IpoIlecce
ocBOeHMs 00pa3oBareabHOM Mporpammsbl. [lokazarenu u KpuTepun OLEHUBAaHUS KOMIETEHIUH ¢
YYETOM 3Tana ux GopMHUpPOBaAHUS

Kon HaumenoBanue Kon HaumenoBanue 3tana
KOMIIETCHIIUH KOMIIETCHIIUT ATana OCBOCHHS | OCBOCHHS KOMIIETCHITUH
KOMIETEHINH

OIIK-10 CTIOCOOHOCTH penIarh OIIK-10.2 CriocoOHOCTB
CTaHJapTHBIE 3a/1a41 (ounas popma) | aIMUHHCTPUPOBATH
npodeccrnoHaIbHON OIIK-19.5 MIPOIIECCHI
JeITeTbHOCTH HAa OCHOBE (3aouHas (opma | TOKyMEHTOOOOPOTa MPH
MH(OPMAITMOHHOH U W 3a04Has C | peanus3anuu QyHKUIUN
6ubnuorpaduyeckoil KyJabTypsl | IpUMEHEHHEM yIpaBJIeHUS
C IpUMEHEHUEM 20 JI0T) MIEPCOHAJIOM.
MH(POPMALIMOHHO-
KOMMYHUKAIIHOHHBIX
TEXHOJIOTUH U C y4ETOM
OCHOBHBIX TpeOOBaHUI
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MH(POPMALTMOHHON
0€30MacHOCTH
DTan 0CBOCHUS [Toka3zarens Kputepuii onenuBanus
KOMIIETEHIIUU OIICHUBAHUS
OIIK-10.2 (ounas popma) [Ipumenser HOpPMBI | JleMOHCTpUpYyeT TOUHOE
OIIK-19.5 (3aounas ¢popma U | TpyAOBOTO, ApXMBHOIO | IOHUMAaHUE
3a04Has ¢ npuMeHeHueM D0 | 3aKOHOAATEIbCTBA COOTBETCTBYIOLIUX HOPM

JOT)- crioco6HOCTH
aJIMUHUCTPUPOBATH
IPOIIECCHI
JIOKyMEHTO000pOTa NpU
peanmu3anuu QyHKIUN
yIIpaBJICHUS IEPCOHATIOM

Poccuiickoit ®enepauuu  u
JIOKaJIbHBIMU HOPMATUBHBIMU
aKTaMM  OpraHM3allud K
KOHKPETHBIM 3aJa4am
YIPaBJICHUS TIEPCOHATIOM.

TPYIOBOTO, ApXHUBHOTO
3aKOHOJIaTeIILCTBA
Poccuiickoit @enepanuu u
JIOKaJIbHBIX HOPMATUBHBIX
aKTOB OpraHU3aIUH K
KOHKPETHBIM 3aJ1auaM

YIIpaBJICHHUA IIEPCOHATIOM.

4.3.2 TunoBbi€ OLICHOYHbIE CPEICTBA

OueHouyHble CpPeICTBA MPOMEKYTOUYHON ATTECTAUMHU MPEIOCTABISETCS B JOCTYITHOU
dbopme

Al JIMI[ ¢ HAPYHIEHUSIMU 3peHusi: B YCTHOH ¢dopMe Wi B (popMe IIEKTPOHHOTO
JOKyMEHTa C  YBEJIMYEHHBIM MIPUPTOM C  HCIOJIB30BAHHEM  CIIEHUATH3UPOBAHHOTO
MPOrPaMMHOTO 00€CIICUCHUS

AJSl JIMI] ¢ HAPYUIEHUsIMU cjyXa: B me4yatHoil ¢opme wiu B ¢Gopme 3IEKTPOHHOTO
JIOKYMEHTA.

AJISl JIML ¢ HAPYLIEHUSIMH ONOPHO-IBHUIaTEJBLHOI0 anmapara: B yCTHOU (opme wuiu
neqatHoi hopme uiH B (hopMe AEKTPOHHOTO JTOKYMEHTA.

Bonpocs! k 3k3aMeny:

1. TloHsATHe OpraHMU3alMOHHO-YIIPABIEHYECKOTO JOKyMEHTa B cdepe yrpaBiIeHUs
NIEPCOHAJIIOM, BHJIBI, TIPABOBAsi OCHOBA Pa3padOTKU M MPUHSTHUSI.

2. Tlonartue uH(POPMAIIMOHHO-CIIPABOYHOIO JOKYMEHTa B
MIEPCOHAJIOM, BUJIBI.

3. CocTaB JOKYMEHTOB IO JIMYHOMY COCTaBy, HX KiIacCUpHUKaAIMs, OpopMIIeHHE
JUYHOTO JieNia pabOTHUKA

4. JlokymeHTbl, o¢dopMisieMble Ha OJTale I[OUCKa MepcoHaa
XapaKTepUCTHKA: CO/IepKaHKe, OPsIIOK pa3pabOTKHU U PUMEHEHUS.

5. JloxymeHThl, odopmiasemMple Ha JTane ordopa IepcoHala
XapaKTepUCTHKA: CO/IepKaHKe, OPsIOK pa3pabOTKHU U IPUMEHEHUSI.

6. Ilonarue u knaccuuKanus JTOKyMEHTOB O JBM)KEHHUIO TIEPCOHAIA.

7. Tlpukasbl, omocpeayrollde OTHOIIEHUS IO JABMKEHHIO KaJpOBOrO cocCTaBa Y
paboTtoaTens: MOHATHE, COAEPKaHKe, poIieaypa opopMIIeHUsI.

8. JluuHast kapTouka paOOTHHKAa KaK oOO0s3aTeNbHBIA JOKYMEHT IO Y4YeTy KaJlpOB:
MOHSTHE, 0COOEHHOCTH O(DOPMIICHUS, BUIBI.

9. JluyHoe neno Kak HeoOsA3aTeNbHBIH JOKYMEHT 10 Yy4eTy KaJpoB: IIOHATHE,
o(opMIIeHHE U BEICHHE JIHYHBIX A€l (I0Che) COTPYIHUKOB. COCTaB TOKYMEHTOB JIMYHOTO JIejIa.

10. Odopmiienne u BeieHUE TPYAOBBIX KHI)KEK U BKJIAIBIIIECH K HUM.

11. [TonsiTHE M BUABI JOKYMEHTAIUU B chepe COLMATBLHOTO CTPaXxOBaHUs, 0opMiIsieMble
CIIy’KOOH yIpaBIeHHsI IEPCOHATIOM.

12. HomeHkatypa Jeil: MOpsSI0K MOJATOTOBKH, COCTABICHHS, 0(OPMIICHUS, IpUMEpHAas
HOMEHKJIaTypa Je.

13. Cpoku XpaHEeHHUsT JOKYMEHTOB IO YIIPABJICHUIO TIEPCOHATIOM.

chepe  ympaBieHHS
A HuxX oOmas

u ux obmas
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14. [IpaBoBoe perynupoBaHHe IEATEIbHOCTH MO YIPABIECHUIO MEPCOHATIOM B CTpaHax ¢
Pa3BUTOU PEIHOYHON S3KOHOMMKOM.

15. Cayx0b1 yripaBiaeHUs IEPCOHAIIOM U MEHEDKEPHI 110 KaJipaM B 3apyOeKHBIX (prpmax,
IPaBOBOM CTaTyc, 3aa4M, QYHKIMH, OpPTaHU3aMs JeSITEIbHOCTH.

16. CoBpemeHHbIe METO/ABI PabOTHl C MEPCOHANIOM 3a PyOEkKOM M BO3MOXKHOCTH MX
ucnoJib3oBanus B Poccun.

17. lokyMeHTUpOBaHUE JAEATEIbHOCTA IO YIPABICHUIO NEPCOHATIOM (II0 OCHOBHBIM
3agadam). Buabl JOKYMEHTOB, OCOOCHHOCTHM HMX odopmieHHs. llpakTuka M peKoMeHIaIuH
3apyOeKHBIX CIIELHUATHCTOB.

18. 3agaum u pyHKIMH CITy>KOBI IEpCOHAA.

19. [IpaBoBBIE OCHOBBI JOKYMEHTUPOBAHHUSI IEATEIBHOCTH CIYKObI IIepCcOoHAIa.

20. KagpoBas ciyx0a Kak HAKOMUTENb JOKYMEHTUPOBAHHBIX TIEPCOHALHBIX JAHHBIX.

21. 3amuTa nepcoHAIbHBIX JIAaHHBIX pAa0OTHHUKA: 00513aHHOCTH PaboTOAATEIIS

22. TlonoxeHue o 3aluTe MePCOHATBHBIX JTaHHBIX

23. TpeboBanus kK opopMIICHHUIO cOTJIacusi Ha 00paOOTKY MEPCOHATBHBIX JaHHBIX.

24. TIpaBuia cocTaBICHUS U YTBEPKIEHUS OJaHKOB U (pOPM JOKYMEHTOB.

25. OO0uIMii cocTaB ¥ BHJIbI KaJIPOBOW JOKYMEHTAIUH.

26. JIokanbHBIE HOPMATHBHBIC JOKYMEHTBI, PETJIaMEHTHPYIOIIHNE JEATEIBHOCTh CITYKOBI
nepcoHana.

27. OpraHu3aIoHHbIC JOKYMEHTBI, 0OCOOCHHOCTH U MOPSIOK UX 0)OPMIICHHS.

28. PacniopsinurenbHble JOKYMEHTBI KaJpOBOW CIY>KOBI, OCOOCHHOCTH W TOPSAIOK HX
opopmiieHust (YHUGDUIUPOBAHHBIE (OPMBI, TEKCTOBBIC (OPMBI, TOPSAIOK PETUCTPAMHA U
XpaHEeHUs).

29. UadopMarioHHO-CIIPAaBOYHBIC  JOKYMEHTBI, OCOOCHHOCTH W  TOPSJIOK X
odopMITCHHUS.

30. TpymoBasi KHMXKKa: BeJICHHUE, XpaHEHUE, BbIJ]ada IIPH YBOJbHECHUH.

31. TpynoBoii noroBop: pa3paboTka OnaHka, coaep)kaHue, opopmiieHHe Mpu NpueMe Ha
pabory, B ciiyyae U3BMEHEHUS YCIOBUI

32. Ilponiecc  TOKYMEHTHUPOBAHMS ydeTa M OTYETHOCTH MO KajpaM: CTaaus
(GbOpMUPOBAHUS YUETHBIX MACCUBOB, CTaMsI OOHOBJICHHSI, BHECCHHS U3MCHCHUW M JIOTIOJIHCHUH,
CTa/us COCTABIIEHUSI OTYETHOCTH, BBIJJAUM CIIPABOYHON MHGOPMAIUH.

33. CocTaB TOKyMEHTOB, HEOOXOAMMBIX ISl PEUICHHs BOMpPOCa O MpuemMe Ha padory.
KoHTposb TOCTOBEPHOCTH MEPCOHATBHBIX TOKYMEHTOB.

34. TexHomorndeckas mermovka mprueMa rpax/iad Ha padoTy.

35. TexHomornyeckasi IeNnoyka JOKYMEHTHPOBAHMS IMepeBoja pabOTHUKA Ha JPYTYIO
pabory.

36. JlokyMeHTHpOBaHHE MPOLIETYPHI MOOLIPEHUS PAOOTHHKA.

37. JlokyMeHTHpPOBAHKE TPOIEAYPHl MPUMEHEHUS IUCIUILUTMHAPHOTO B3BICKAHUS TIPH
COBEpILIEHUH PAOOTHUK.

38. JlokyMeHTHpOBaHHE MPOIEAYPHI TPEIOCTABICHUS PAa3IMYHOTO BUAA OTITYCKOB.

39. JlokyMeHTHpOBaHHE MPOLIETypPhl HAMTPaBIIEHUs PAOOTHUKA B KOMAaHIUPOBKY.

40. TexHomorn4yeckasi IEMOYKA JIOKYMCHTHPOBAHUS TPOIUEAYPHl YBOJIBHEHHUS 10
WHUIMATHBE paOOTHUKA.

41. TexHomornyeckass IENMOYKAa JIOKYMEHTHPOBAHHS TPOIEAYPHl  YBOJBHEHHUS IIO
WHUIMATHBE pabOTONATENs.

42. TexHomorndeckass IeNMOYKAa JIOKYMEHTHPOBAHHS TPOIEAYPHl  YBOJBHEHHUS IIO
00CTOSITENECTBAM, HE3aBUCSIIIM OT BOJIM CTOPOH.

43. Tlopsimok oopMIIeHHST KaJpOBBIX JEJ COTJIACHO HOMEHKIIATYpe JIeN, UX TEeKyllee U
aApXUBHOE XpaHECHHUE.

44. Odopmienue aen 1Jid epeiad B apXuB OpraHu3aluu.

45. JIo)DKHOCTHAsE ~ WHCTPYKLMS: TOHSTHE, CTPYKTypa, TMpoleaypa pa3paboTkH,
YTBEPKICHHS.
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46. KoeKTUBHBIA  JIOTOBOP: TOHATHE, CTPYKTypa, Tpoleaypa pa3paboTku U
YTBEPKICHHUS.

47. IlpaBuna BHYTPEHHErO PACIOps/IKa OpraHMU3alMK: MOHITHE, CTPYKTYypa, Mpoueaypa
pa3paboTKHu.

48. IlonoxkeHue O CTPYKTYPHOM IMOAPA3JICNCHUU: MOHATHE, Mpoleaypa pa3paboTKH,
YTBEPKICHHUS.

49. lllTaTHOe pacnucaHue: CTPYKTypa, Mpoleaypa pa3paboTKu, YTBEpKACHUS, BHECCHUS
W3MEHEHUH U JONOJIHEHUH.

50. [Tocobue 1O BpPEMEHHOW HETPYIOCHOCOOHOCTH M 10 OEpPEeMEHHOCTH U pojaM:
MOHATHE, 0COOEHHOCTH O(OPMIICHUS U BBIIIATHI.

51. Texnomornyeckasi 1LeMOYKa JOKYMEHTUPOBAHMSI MPOLEAYpPhl  00S3aTENLHOTO
IpeBapUTENLHOTO MEIUITTHCKOTO OCMOTpA.

52. Texnomornyeckasi 1eMoYka JOKYMEHTUPOBAHMSI MPOLEAYpPhl  00S3aTENbHOTO
NEPUOINIECKOTO MEAUIIMHCKOTO OCMOTpA.

53. TexHonmornyeckas 1€MOYKa JTOKYMEHTUPOBAHUSI MPOLIETYPHl CTAXXKUPOBKH MO OXpaHE
Tpyaa.

54. Texnomornyeckass  IeMoOYKa  JOKYMEHTHPOBAHUS  NIPOLEAYpbl  MPOBEICHUS
CIICLIMATIbHOM OLIEHKH YCIIOBUH TPy/a.

55. O0mas  XxapakTepHCTHKa  OCHOBHBIX  JIOKYMEHTOB IO  OXpaHe  Tpyla,
paspabarbIiBaeMbIX ¥ 0(OPMIISIEMBIX padOTOIATEIICM.

56. HecuacTtHplii ciydaii Ha TOpOM3BOJCTBE: TOHATHE, MpoIeaypa yueTa H
paccienoBanus, 0COOEHHOCTH JOKYMEHTHPOBAHUSI.

Ipumepsbl 3a1aHuii HA IK3aMeH

3aganue 1. Ogopmure akT 00 OTCYTCTBHH BOAUTENS Ha paboueM MecTe.

00O «bnuky», MepniaioB P.M. paboTaeT B TpaHCIIOPTHOM OTJIEJIE, 3aHUMACT JOJDKHOCTh
Bonutend. Pabounit nenp nHaumnaercs B 8.00, ceituac 15.30, odopmute ¢akt OTCyTCTBUS Ha
pabouem mecre.

3aganme 2. Paccumraiite cTpaxoBoil cTak paOOTHHMKAa B LENSIX OIJIaThl BPEMEHHOMU
HETPYI0CIIOCOOHOCTH.

CornacHo TpynoBOM KHIXKKH paOOTHUK padoTalt:

10.03.2013-07.07.2015 - OOGmiecTBO ¢ OTPaHUYEHHOM OTBETCTBEHHOCTHIO «BIHK»

09.08.2015-01.04.2016 - OOmIecTBO C OTPaHUIECHHOW OTBETCTBEHHOCTBIO «Masik»

05.04.2016-31.03.2017 — coyx0a B apMUHU COITIACHO BOGHHOTO OmiieTa

12.05.2017-31.10.2018 - O0mecTBO ¢ OTpaHMYECHHOW OTBETCTBEHHOCTHIO «Masik»

3ananue 3. Keiicol 1u1st MEHeKepa 1Mo MepcoHany

Cosnarsb rpaduk ormyckoB Ha 2018 rog.

1 — renepanbHbiil AUpekTOp. OTIYCK OOBIUHBIN U 32 HEHOPMUPOBAHHOCTD 5 THEH.

2 — maBHbI Oyxranrep. OOBIYHBIM OTIYCK, 33J0JDKEHHOCTh 3a MpeabLtynmil rog 15
nHed. (paOOTHHK HE OTTYISUT ATH JHHM, W TUIAHUPYET HCIOJh30BaTh B Oymaymem. Korma -
HEU3BECTHO)

3. OnexTpuk. OOBIUHBIN OTITYCK U 32 BPEIHOCTbD.

4. Menemxep o nepconany. OObI4HBIN OTHYCK. (MaTh pedeHka S5 jer)

5. Cekperapb — OOBIUHBIN OTITYCK (COTPYIHUK B JeKpeTe 10 HosiOps 2018).

3ananmue 4.
Crnecapr HexmonoB C.U. paboraer B OOO «bnuk». Ero pexum Tpyaa: 5-maHeBHas
pabouast Hefens, ¢ AByMs BBIXOAHBIMHU JTHSIMHU B cy0OOTY U BockpeceHbe. Pabouee Bpems ¢ 9.00



27

1o 18.00 ¢ mepepriBoM aJis OTAbIXa W nuTaHus 1 yac. B omHOM W3 mompaszenenuii B cyo0oTy
IPOM30IIeNT TPOPHIB TPYO0 M HEOOXOAWMO YCTpaHHTh aBaputo. OdopmuTe HEOOXOTUMBIE
JIOKYMEHTBI JUIsl paboThI B CyO0OTY ciiecaps.

3apanue 5. OdopMure puKas o mpuemMe Ha padoTy

Wenes A.Il. npunumaercs B OOIIECTBO C OrpaHMYEHHON OTBETCTBEHHOCTHIO «BIHK» B
oTIelN 1Mo padoTe ¢ KJIMEHTAaMU Ha JOJDKHOCTh MEHekepa Mo pabdore ¢ GU3MUECKUMH JIMIAMU
15.10.2018. C pa®OTHHKOM 3aKIJIFOYAETCsl CPOYHBIA TPYAOBOM moroBop Ha 1 roa. PaGoTHHKY
YCTaHABJIMBACTCS UCIIBITAHUE MTPOJOJKUTENHHOCTRIO 2 Mecsna, okian 23 000 pyo.

3apanue 6. Odopmure 3amuch O NMpUEMe Ha pabOTy B TPYIOBOH KHIKKE COTJIACHO
MpuKasa.

Yuundunuposannas gopma Ne T- 1
YTBepikeHa nocraHoBienreM ['ockomerara
Poccuu ot 05.01.2004 Nel

Kon
dopma mo OKY 0301001
000 «Pomarka» 1o GKTIO 9874657
HAaMMEHOBaHUE OpraHyu3aluu
Howmep
Jara
JIOKyMEHTa
NTPUKA3 123 01.10.2016
(pacnopsizkeHue)
0 nmpueMe pa0lOTHUKA Ha padoTy
Hara
I[Ipunsars, Ha padoty c 01.10.2016
o -
TabenbHbIN HOMED
164
CunopoBy Onbry BrnanumupoBhy
(amunus, UMs1, OTYECTBO
B DdrHaHCOBO-PKOHOMUYECKUI OTAEIT

HAMMEHOBAaHHE CTPYKTYPHOTO MOAPA3ICICHUs

OKOHOMHUCT

HanMeHOBaHHe Mpodeccny (TOMKHOCTH), pa3psjl, Kiiace (KaTeropus) KBaTnpuKamui

OCHOBHOE MECTO pabOThI

YCIOBHs IpHeMa Ha paboTy, XapakTep paboTsl

C OKJIaJIoM (Tapu(pHOM CTaBKOH) 45000 pydo - koI
nudpamu
Han6aBkoii - pyo - KoIn
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C UCTBITATEILHBIM CPOKOM TPpHU MECAla MeECSIIEB

OcHoBanue:

Tpymnogoii orosop (kouTpaxt) ot «O01x» 0KT516pSI 2016 roma Ne 198

PykoBoauTe/b OPraHu3anuu [eHepanbHbIi
Jlupextop Heanos B.l.WiBanoB
JOJKHOCTB IOAINCH pacmlz[ti)pom(a IIOOITUCH
C npuka3oMm (pacrnopsizkeHueM) 03HAKOMJIeH Cudoposa «01» okms6ps 2016 rona

oA Ch pa60THPIKa

3aganume /. Kelic 11 KaHIU1aTOB HA JOKHOCTD «J{MpEKTOp 1O IepcoHaIy»

Komnanus 6onee 6 et Ha peiHke. OO1Iee Koa-Bo coTpyaHukoB 150 uen + dumane B 4
crpanax EBpomnbl. CyiiecTByloT 3 OCHOBHBIX HampaBieHHs JesrenbHocTd (toprosist THII,
MIPOU3BOICTBO CTPOUTENBHBIX MaTepHalioB, CTPOUTENHCTBO)

[Tepen co3maBaeMoii cmy»00H TIepcoHaIa Ha TEKYIIMI O] CTaBATCS CICIYIOINE 3a/1a9u:

— opraHu3oBark mombop mnepcoHana (80 BakaHcWME B TOm, cediwac B pabore 48
BaKaHCHI),

— HajmaJuTh paboTy MO OpraHU3alMU M IMPOBEACHHUIO PETrYISPHBIX MEPONPUATHH IO
OLICHKE U aTTecTalluu NepcoHaa (paHee He MPOBOAMIINCE);

— OIICHUTH CYMISCTBYIOIINE B KOMIIAHUU CHCTEMbl MOTHBAIIMH, U IPU HEOOXOIUMOCTH,
PEKOMEH/I0BaTh M3MEHEHUsl (IIPUMEHsieMble B HACTOSIIEe BPEMsS CXEMbl HE YAOBJIETBOPSIOT
COTPY/IHUKOB U HE COOTBETCTBYIOT 1I€JIIM KOMIIaHUN );

— OpraHu30BaTh IPOLECC IOCTOSSHHOTO OOYyYeHUS W TOBBINICHUS KBAIM(DUKAIIH
COTPYIHUKOB KOMIIaHUH, COOTBETCTBYIOLIETO LIEISIM KOMIIAHUH.

VYkaxuTte, kakas napopmaius Bam nonanoOutces JOMOIHUTENBHO.

VKaxuTe, KakHe pecypchl (OpraHuW3alMOHHBIC, MaTepUalbHbIC, WH(POPMAIOHHBIE,
YeN0BeYeCKHe, BpEMEHHbBIE) BaM MOTPEOYIOTCS AJIs BHIIOTHEHHS! TAHHBIX 3a/1a4.

N3noxuTe cBOe BUIEHHUE MOCIEI0BATEIbHOCTU U COAEPKAHUS JEHCTBUIN, HEOOXOIUMBIX
JUTS BBITIOJTHEHUS IAHHBIX 33/a4, YKaKUTE MOCIIEJ0BATEIbHOCTh, OLIEHUTE CPOKHU BBIIIOJHEHUS U
cocTaBbTe IU1aH Bamux nelfcTBui.

3ananme 8. CocraBbre M 0POPMHUTE MPHUKA3BI IO TUYHOMY COCTABY

3aBenytomast otaenoM mnuceM rasersl «l'yoepHusi» ComoBa AnHa lBaHoBHa 15 Mmas
TEKyLIero roga ooparuiack K MaBHOMY peaakTtopy YBapoBy A.H. ¢ mpocb0oil npenocTaBuTh ei
OTIyCK 0€3 COXpaHeHHs 3apaboTHOI IaTel ¢ 16 o 18 Mas Mo ceMelHbIM 00CTOSTENHCTBAM.

ITpoekT npukaza 00 ormycke ObUT 0OpMIIEH HaYaJIbHUKOM OTJieNa KaapoB EpmakoBbIM
N.H. 15 mas, B TOT %€ A€Hb MOANUCAH [NIABHBIM PEIAKTOPOM.

IIxaJjia oneHUBaAHUA
OneHka 3HaHMHA, yMEHUH, HaBBIKOB IPOBOJUTCS Ha OCHOBE OalsIbHO-PEUTHHIOBOU
cuctemsl: 30% u3 100% (unu 30 6amioB u3 100) - BKJIaJg B UTOTOBYIO OLEHKY 10 pe3ysbTaTaM
IPOMEKYTOUHON aTTEeCTaIHH.
[Ipu omeHmBaHMM OTBeTa OOYYAIOMIETOCS B XOJ€ MPOMEKYTOUYHOW aTTECTAllMHd MOXKHO
ONUPATHCS Ha CIEAYIOUINE KPUTEPHUH:
bansl Kputepuii onieHKn
5 OOyJaromuiicss  TIOKa3bIBAeT BBICOKMH  YpPOBEHb KOMIICTEHTHOCTH, 3HAHHS
(85-100) |mporpaMmHOTrO Marepuana, Y4eOHOW, NEPUOAMYECKOH H MOHOTpaduvecKon
OTJIMYHO | TUTEPATYPHI, 3aKOHONATENIBCTBA M TIPAKTUKH €ro NPHUMEHEHHs, PACKphIBaCT HE
TOJIKO OCHOBHBIE IMOHATHS, HO M aHAIM3HPYET UX C TOYKH 3PEHUS PA3TUUHBIX
aBTOopoB. OOyyaromuiics NOKa3bIBa€T HE TOJIHKO BBICOKUH YPOBEHb TEOPETUYECKUX
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3HaHUH, HO W BUIMT MEXIUCIMIUIMHAPHBIE CBs3U. IIpodeccnonanbHO, TPpaMOTHO,
HIOCJICIOBATEIBHO, XOPOIIMM S36IKOM YETKO M3JIaraeT MaTepuall, apryMEHTHPOBAHHO
¢dopMynupyeT BBHIBOJBL. 3HAET B paMKax TpeOOBaHMU K HANPABICHUIO M MPOQPHUITIO
HOATOTOBKH 3aKOHOJIATEIbHO-HOPMATHBHYIO W TIpPakTH4ecKyto 0azy. Ha Bompocs
OTBEYACT KPATKO, apIYMEHTHPOBAHO, YBEPEHHO, IO CYIIECTBY.

4
(64-84)
XOpOIIO

OOyuarouuiics IOKa3bIBa€T JOCTATOYHBIH YPOBEHb KOMIIETEHTHOCTH, 3HAHMS
MaTepuasoB 3aHATUH, yYEOHONM U METOJIMYECKOW JINTEPATYPHI, 3aKOHOIATEIbCTBA U
IPAaKTUKUA €ro NMpUMEHEHHs. YBEpPEeHHO M NMpOo(ecCHOHAIBHO, TPAMOTHBIM SI3BIKOM,
SCHO, YETKO M IOHSATHO M3JaraeT COCTOSHUE U CYTh BOINPOCA. 3HAET HOPMATHBHO-
3aKOHOJATEIbHY0 M  IpaKkTHYeCKyr0 0a3dy, HO I1pU OTBETE€ JIOMYCKaeT
HECYIIECTBEHHbIE MOrpemHOCTH. OOyJaronIHiics MOKa3bIBAET JOCTATOUYHBIH YPOBEHb
npoeCCHOHATIBHBIX 3HAHUM, CBOOOJHO ONEpUPYET HMOHATUSAMH, METOJaMHU OLCHKH
IPUHATUSA PEUICHUH, HUMEET IIPEICTABICHHE: O MEKIUCLUILIMHAPHBIX CBA3SX,
YBSI3BIBAET 3HAHUS, IOIYYECHHBIC DU M3YYEHUU PA3JIMYHBIX IUCLUIUINH, YMEET
AQHAJIM3UPOBATh IPAKTUYECKUE CUTYALMM, HO IOIYCKAeT HEKOTOPBIE MOIPEIIHOCTH.
OTBeT NOCTPOEH JIOTMYHO, MATE€pHAl U3J1aracTcsi XOPOIIUM SI3BIKOM, IPHUBIIEKACTCA
UHPOPMATHUBHBIA W WJUTIOCTPUPOBAHHBIA MaTephall, HO TPH OTBETE JOIYCKaeT
HEKOTOpBIE NOIPEIIHOCTH. BONpOCH! HE BRI3BIBAIOT CYIIECTBEHHBIX 3aTPyIHEHUI.

3
(51-64)
YIIOBIIET
BOpUTET
BHO

OOyyaromuiicss MoOKa3bIBa€T JOCTATOYHbIE 3HAHWSA MATEPUAIOB 3aHATHHA, HO IpU
OTBETE OTCYTCTBYET JOJDKHAS CBSA3b MEX/Y aHAJIM30M, apryMEHTAIel U BBIBOJIAMH.
Ha mocraBieHHbIe YieHaMH KOMHCCHU BOTIPOCHI OTBEYAET HEYBEPEHHO, JAOMYCKAeT
norpemHocTd. OOydaroluiics BilafeeT NPAKTUYECKMMU HaBbIKAMM, IPHUBIICKAET
WITIOCTPATHBHBIM Marepuaj, HO 4YyBCTBYEeT ce0si HEYBEPEHHO NpHU aHAJIN3e
MEKIMCIMIUIMHAPHBIX CBsi3eil. B oTBere He Bcerma NPUCYTCTBYET JIOTHKA,
apryMEHTHI TPHUBIIEKAIOTCS HEJOCTAaTOYHO Beckue. Ha MmocTaBieHHBIE BOMPOCHI
3aTPYIHSETCS C OTBETaMH, IOKa3bIBAET HEAOCTATOYHO TITyOOKHE 3HAHUSL.

2
(0-50)
Heynos
JIETBOpHU
TEIBHO

OOyuaromuiicss Mokas3bplBaeT cialOble 3HAHUS MAaTepUaAlOB 3aHATHH, y4eOHOM
JUTEPATyphl, 3aKOHOJATEJICTBA M IPAKTUKU €ro NPUMEHEHUs, HU3KUM ypOBEHb
KOMIIETEHTHOCTH, HEYBEPEHHOE H3J10kKeHue Bompoca. OOydaromuiics NOKa3bIBaeT
ciabblii  ypOBeHb MNPO(ECCHOHANbHBIX 3HAaHUM, 3aTpyAHAETCS MpU  aHaJIU3e
IIpaKTUYECKNX cuTyauuid. He MoxeT mpuBecTH NpHUMEpbl U3 pEaJbHON IPaKTHUKH.
HeyBepeHHO M JIOTMUECKH HENOCIEA0BATENbHO M3JIaraeT Marepuan. HempaBuibHO
OTBEYAET HAa BOIPOCHI UJIU 3aTPYAHSETCS C OTBETOM.
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[Txana nepeBosia 13 MHOTOOAIIEHON CHCTEMBI B TPAJAUIIMOHHYIO:
— oOyyaromemycs BBICTaBJISAETCSA OLICHKa «HEYIIOBJIETBOPUTEIILHOY eciu
oOyuaromuiics HaOpan meHee 50 6amios,

—  OIICHKAa «YIOBJICTBOPHUTEIHLHO» BBICTABIACTCS INPU YCIOBUH, CCIIH OOyYarOIIUHCs
Habpai ot 50 1o 65 6aoB;

—  OIICHKa «XOPOIII0» BBICTABJISACTCS NPH YCIOBUHU, €CIM OOydaronuiics HaOpayi oT 66
o 75 6anios;

—  OIICHKAa «OTJIMYHOY» BBICTABJISCTCS MPHU YCIOBUH, €ClIM oOydaroruiicss HaOpai ot 76
1o 100 6amnos;

— 100 GamyoB BBICTABISIETCS NPU YCIOBUHU BBINOJHEHHUS BCEX TPeOOBAaHUH, a TaKxke
npu 00s3aTeIbHOM TPOSIBICHUHM TBOPYECKOTO OTHOLICHHS K MPEAMETY, YMEHUU HaXOIUTh
OpUTHHAJIbHBIE, HE CoAepXalluecs B yueOHUKaX OTBEThI, YMEHUHU paboTaTh C MCTOUHUKAMH,
KOTOpbIE COAepXkarcs JAOMONHUTENIbHON JuTeparype K Kypcy, YMEHUU COEIUHATH 3HAHUS,
MOJy4YeHHbIE B JAHHOM KYpCe CO 3HAHUSAMHU JPYTUX JAUCHUTUIHH.

4.4. Metonnyeckue MaTepuaJbl

CryaeHT AomycKaeTcss K 9K3aMEHY IO AUCIUIUIMHE B CIydae BBINOJIHEHUS UM BCEX
3aJJaHUi U MEPOIIPUATHI, IPEyCMOTPEHHBIX TPOrPAMMO TUCIUTUIUHEIL.

DK3aMeH CTaBUTCS CTYACHTY IO Pe3yJIbTaTaM BBIMOJHEHHBIX Pa0OT B TEYCHHUE CEMECTPa,
IpU yCJIOBHMM, YTO OLIEHKHM CTyACHTa 3a paboTy B TeueHue cemectpa (IO BCeM pe3ylbTaram
TEKYIIEro KOHTPOJIS 3HAHMI ) COCTaBIAIOT HEe MeHee ueM Ha 70 % «otiaunuro» u 30 % «xopoiioy,
MPOIYCKH 3aHSATUI OTCYTCTBYIOT.

DK3aMeH MPOBOAUTCS B POpME IMyOITHIHOTO BBICTYIUICHHSI.

BricTymienue — 310 oduimanbHoe cooOlIeHue, MOCBAIIEHHOE TeMe BOIpoca B Ouiere,
KOTOPOE COIEPKUT ONMMCAHUE BOMPOCA U PacKphITHE ero cyTH. CTPYKTypa OTBETA BKIIIOYACT:

1. BBenenue:

— YKa3bIBAETCS BOIMPOC, U3JIaraeTcs MOCJIeIOBAaTeIbHOCTh OTBETA;

2. OCHOBHOE€ coliep KaHHe:

— o0o3HauaeTcs MpoOOJIEMHOE TI0JIE M BBOJASTCS OCHOBHBIE TEPMUHBI BBICTYIUICHHUS, a

TaK)Ke TeMaTHYECKUE pa3JieNbl COACPKAHMS OTBETA;

— HAMEUalTCs METONIbl pPEIICHUS TMPEACTaBICHHOM B BBICTYIUICHHH MpPOOIeMBbI |

MpeanoiaraeMble pe3ynbTaThl.

3. 3akiroueHue:

— MPUBOAATCS OCHOBHBIE PE3YJBTaThl U CYXIEHHUS aBTOpa MO MOBOJAY MyTE BO3ZMOXHOTO

pelieHns pacCMOTPEHHOW MpoOIeMbl, KOTOpble MOTYT OBbITb OQOpPMIIEHBI B BHJE

PEKOMEHTaLIHi.

Brictyruienre A0mKHO OBITH MOCTPOEHO B COOTBETCTBUU C pEIVIaMEHTOM: He Oolee

MSATU—CEMH MUHYT.

OOyuvaronuiicss Tak)Ke TOTOBUT pemieHue keidca. OOydarommuiicss 3HAKOMHUTCS C
MarepuasioM keiica. OCMBICTMBAeT CHUTyalMio. PaccMarpuBaeT anbTEpPHATUBHI PELICHUS
mpoOIeMbl M HAXOAUT €€ BEPHOE WIIM ONTHMabHOE pemnieHrne. OO0ydaromuiics 3aiuaeT CBOe
pemenue. IlpermonaBarens OIEHMBAET KA4eCTBO BBIMONHEHUS 3aJaHUS 10 KPHUTEPUSIM:
JTUArHOCTUKHA TPOOJIEMBbI, KadecTBa TMPEMIOKECHUM M PEKOMEHJAIMK IO PEHICHUI0 Keiica,
KauecTBa U3JIOKEHUS MaTepHaa.

[Iponienypa mpoBeAeHHST TPOMEKYTOYHOW  arTecTald IS OOydYaroImXxcs C
OTPAaHHYEHHBIMH BO3MOXXHOCTSIMU 3/I0POBbS M OOYy4alOIINXCS MHBAIUIOB YCTAHABIMBACTCS C
y4€TOM HWHIUBUAYAIbHBIX TCHUXOPU3NUECKUX ocoOeHHocTed. [IpomexyTouHasi arrecrarus
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MOXET TPOBOAUTHCS B HECKOJIBKO 3TaTlOB.

[Mopsimok mpoBeeH s POLEAYPHI OLIEHUBAHUS TPEAOCTABIACTCS B IOCTYITHOM opme

UL JIMIl C HAPYIICHUSIMH 3pEHUs: B YCTHOH QopMe win B (opMe 3IIEKTPOHHOTO
JOKYMEHTA C UCIIOJIb30BaHUEM CHEIMATM3UPOBAHHOTO IPOTPAMMHOTO 00ECTIEYECHUS

JUIL JIAI] C HapymIEeHMsIMH Cllyxa: B Ie4aTHOH (opme mim B (popMe 3IEKTPOHHOTO
JOKYMEHTA.

IUIsL JIUI] C HApYyIIECHHSIMH OIOPHO-IABHIaTeJIbHOTO armmapara: B YCTHOH (opme wim B
neyatHou hopme, Win B GopMe IEKTPOHHOTO TOKYMEHTA.

OOyyaromumcsi WHBAIHIAM W OOyYaroIIUMCSI C OrPaHUYCHHBIMH BO3MOXKHOCTSIMH
300POBbSI TPU HEOOXOJMMOCTH IO JHMYHOMY YCTHOMY WJIM NHCHbMEHHOMY 3asBJICHHIO
NPEIOCTABIISICTCS TOTIOJIHUTEILHOE BPEMs JIJIsl TTOJATOTOBKM OTBETa WJIM BBINIOJHCHUS 3aIaHUS
(ue Oonee yem Ha 30 MUH.).

OTBeThl Ha BOMPOCHI W BBINIOJHEHHBIC 3a7aHUsl OOydYalolIMecs MPEIOCTABISIOT B
JIOCTyIHOU (hopMme:

JUIL JIUI] C HapyIIeHWsMH 3pPCHUsS: B YCTHOW (opMe WM B THCbMEHHOH (opme ¢
IOMOIIBI0  aCCHUCTEHTa, B  (opMe  SJIEKTPOHHOTO  JIOKYMEHTa C  HCIIOJIb30BaHHEM
CHEIHATH3UPOBAHHOTO TIPOTPAMMHOT0O 00ECIICUCHUS

JUTSL JIAL C HApYIICHUSIMU CIIyXa: B 3JIEKTPOHHOM BHUJI€ WM B IMCBMEHHOHN (opMme.

JUIL JIMI] C HapYyIICHHSMH OIOPHO-IABHIaTeJIbHOTO armmapara: B YCTHOW (opme uiu B
NUCbMEHHOW ¢opMe WM B (opMe SIEKTPOHHOTO JOKYMEHTa (BO3MOXKHO C IIOMOIIBIO
ACCHCTEHTA).

[Ipu mpoBeseHWM TPOLEAYPHI OICHUBAHUS PE3YJAbTATOB OOYYEHHUS JOMYCKACTCS
UCIIOJIb30BAaHUE JTUCTAHIIMOHHBIX 00Pa30BaTelIbHBIX TEXHOJOTHM, aJalTHPOBAHHBIX IS
00yJarOIINXCsl HHBAIHJIOB U OOYYAIOUIMXCS ¢ OTPaHUYEHHBIMU BO3MOYKHOCTSIMH 3/I0POBBSI.

[Tpu mpoBeneHUM MPOLEAYPHl OLICHUBAHUS PE3Y/IBTATOB OOYUYCHUs MHBAJIHMIIOB W JIUI[ C
OTPaHUYECHHBIMH BO3MO)KHOCTSIMU 3JI0OPOBbBSI TPEIYyCMAaTPUBACTCS HCIIOIB30BAHNE TEXHUYECKHUX
CpE/CTB, HEOOXOMUMBIX UM B CBSI3M C UX WHIMBUIYAILHBIMA OCOOCHHOCTSMHU. DTHU CpPEICTBa
MOTYT OBITh TPEAOCTABICHBI O0pPAa30BATEIBbHBIM YUPEKACHUEM WM MOTYT HCIIOIB30BATHCS
COOCTBEHHBIC TEXHHUECKUE CPEIICTRA.

5. Meroguyeckue yKasaHusi AJ1s1 00y4ar0uXcs M0 OCBOCHUIO THCHUIINHBI

VYCTHBIN onpoc SBISETCS OIHUM W3 OCHOBHBIX CIOCOOOB NMPOBEPKH YCBOEHUS 3HAHUUN
oOyuaronumucs. Pa3BepHyThIf OTBET CTyneHTa JOJDKEH NPEACTaBIATh Co00il CBs3HOE,
JIOTMYECKU MOCIEI0BATEIIBHOE COOOIIEHUE HA ONPEACICHHYIO TEMY, IIOKa3bIBaTh €r0 YMEHHE
IPUMEHATH ONPENEIICHUS, NpPaBUJa B KOHKPETHBIX cilydasix. OCHOBHBIE KPHUTEPHUM OLEHKU
YCTHOTO OTBETa: MPABWIBHOCTh OTBETA IO COAEP>KAHUIO; TOJHOTA U INIyOMHA OTBETA; JIOTMKA
U3JI0KEHUS MaTepuasia (YUUThIBAeTCsl YMEHHUE CTPOUTD LIEIOCTHBIH, MOCIe10BaTeNIbHBINA paccKas,
rPaMOTHO TI0JIb30BAThCSl CIELUATbHON TEPMHUHOJIOIHEN); HCIONb30BAHNUE JIOTOIHUTEIHLHOTO
Marepuaia.

[IpakTrueckue 3agaHus SBISIOTCS HEOOXOIUM 3BEHOM JUIsl OLIEHKHM YMEHUW M HaBBIKOB
oOyuaronuxcsi. OCHOBHblE KpUTEpUM OLIEHKM IPAaKTUYECKOro 3afaHus (Keica): KayecTBO
NPEJIOKEHUH U PEeKOMEHIalluil 10 PEIIeHUI0 MPoOIeMbl (BBIXOIY M3 CUTyal[H), OMMCAaHHON B
NPaKTUYECKOM 3aJaHuM (Kelice), KaueCTBO OOOCHOBAaHHUS aHalu3a MpoOJeM U IOCIeACTBUI
BHEAPEHUsI CQPOPMYIMPOBAHHBIX NPEUIOKEHUNH W PEKOMEHJAIMi MO pPEeleHUI0 MpoOIeMbl
(BBIXOY M3 CUTYAIMH ), OTUCAHHOM B IPAKTUYECKOM 33JaHUU (Keice).

MeToauyeckue yKa3aHHus M0 CAMOCTOSITEJIbHOM NMOATOTOBKE K 3aHATHAM
JIEKIIHOHHOT'0, IPAKTHYECKOI0 (CEMHMHAPCKOI0) THIIA:

ITogroroBka K 3aHATHUSAM JOJDKHA HOCHTh CHCTEMAaTHUECKUH XapakTep. DTO MO3BOJIUT
oOyyaroniemMycsi B IOJIHOM 00beMe BBINOJIHUTH Bce TpeOoBaHUs mpenoaasarens. OOyyaromumcs
pPEKOMEHIyeTCcsd H3ydaTb KaK OCHOBHYIO, TaK U JONOJHUTENBHYIO JIUTEparypy, a TaKkKke
3HAaKOMHUTBbCA ¢ VIHTepHeT-uCTOUHMKaMH (CHHCOK TMpHBEIACH B pabodeil mporpamme 10
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TUCITUATIIINHE).
Cnucok BOMPOCOB AJIsi CAMOCTOSITEIbHON MOJATOTOBKU K OMPOCaM IO TeMaM MPUBEJICH B
paboyeii mporpaMme 1Mo JUCHUTIINHE B 1. 4.2.

MeToauueckne yKka3aHus Mo MOAroTOBKe K ONMPOCY:

[TogroroBka oOy4YaroOmMXCs K OMNPOCY MpEAroiaraeT H3y4eHHe B COOTBETCTBUU
TEMaTUKON JUCIUTUIMHBI OCHOBHO/ JOMOJHUTEIBHOM JINTEPATyphbl, HOPMAaTUBHBIX JOKYMEHTOB,
UHTEPHET-PECYPCOB.

MeToauvecKue peKOMEeHIAlMHU 10 MOAT0TOBKE K TECTUPOBAHMIO:

[Ipu moAroToBKE K TECTUPOBAHUIO CIIEAYET YYUTHIBATH, YTO TECT MPOBEPSET HE TOJIBKO
3HAaHHWE TIOHATUW, KaTerOpWi, COOBITHH, SBICHUIN, yMEHUS BBIICIATH, AHAIM3UPOBATH U
0000maTh HamboJee CYIIECTBEHHBIC CBS3W, NMPU3HAKW W TPHUHIUIBI Pa3HBIX SBICHUUA U
nporeccoB. [loaToMy Mmpu MOATOTOBKE K TECTY HE CIEAYeT MPOCTO 3aydyruBaTh, HEOOXOIUMO
MOHATh JIOTMKY W3J0KEHHOTO MaTepuaja. OJTOMY HEMallo CIOCOOCTBYET COCTaBJIECHUE
pa3BepHYTOro IUIaHA, TAONHIl, CXeM. BOJBIIyI0 MOMOIIL OKa3bIBAIOT HHTEPHET-TPECHAXKEPHI,
MO3BOJIAIONINE, BO-TIEPBBIX, 3aKPEMHUTh 3HAHUS, BO-BTOPBIX, MPHOOPECTH COOTBETCTBYIOIINE
MICUXOJOTHYECKNE HABBIKA CAMOPETYJISIIUA U CAMOKOHTPOJIS.

TectupoBanue uMeEET psIA OCOOCHHOCTEH, 3HAHHME KOTOPBHIX IOMOTAeT YCIEUIHO
BBIIIOJIHUTh TECT. MOXHO JaTh CIEAYIOIIUE METOJAMYECKHE PEKOMEHIAUUU: CIEAYET
BHUMATEJIBbHO H3YyYUTh CTPYKTYPY Te€CTa, OLIEHUTh 00BEM BpPEMEHH, BBIACISEMOr0 Ha JAAHHBIN
TECT, YBHJIETh, KAKOTO THIIA 3aJaHUS B HEM COJEpKaTCsA; OTBEYaTh HA TE€ BOIPOCHI, B
MPaBWIHHOCTU PEIICHUS KOTOPHIX HET COMHEHHUH, MOKa HE OCTaHABIMBAsChb HA TEX, KOTOPBIE
MOTYT BbI3BaTh JOJITHE Pa3lyMbs; OYEHb BAXKHO BCErJa BHUMATEIBHO YATATh 3aIaHUS 10 KOHIIA,
HE BITAsICh NOHATH YCIOBUS «I10 IEPBBIM CIIOBAM.

HNHcTpyKknus 10 BBINOJHEHHIO TECTOBOTO 3aJaHHS

TectupoBanue mnpenacTaBisieT coOOM  BBIIOJHEHHUE TECTOBOIO 3aJaHus  (TecTa),
cocrosero u3 20 BOMpOCOB U BAPHAHTOB OTBETOB HA HUX. BOIPOCHI MpeaycMaTpuBarOT OJUH
NpaBWIBHBIM BapuaHT oTBeTa. Bpems mpoxoxaenus tecta 40 muHyt. HampotuB kakmoro
BOMpOca OOY4YaroUIMiics CTaBUT OTMETKY (HampuMmep, «TalouyKy» WIH «KpPEecTHK»). Jlis
MPOXOXKACHHUS TecTa OOyJaromuiicss nojbkeH HaOpaTh He MeHee 30 OamwtoB. MakcHManbHBIN
6asm1 cocrasisgeT 40 6aytoB. 3a KaXkIpli MPaBUIIbHBIN OTBET MpUCBanBaeTcs /Ba (2) 6aia.

Ecnmu oOywaromuiicsi He 3HaeT MPaBHJIBHOTO OTBETAa HA BOMPOC TECTa, OH MOXKET €ro
IPOMYCTUTh, HO B 3TOM Cilydae Oy/eT 3aCUUTaH HEBEPHBINA OTBET.

MeTtonnyeckne peKOMEeHIalMHU 10 MOATOTOBKE NMMCbMEHHBIX Pa00T pPacmosI0KeHbl Ha
caire HHCTnTyTal

6. YueOHas1 1uTepaTypa u pecypcbl HHPOPMALMOHHO-TeIeKOMMYHUKALIMOHHOM CeTH
"UHTepHeT", BK/II0OYas NepeyeHb y4eO0HO-MeTOAHYeCKOro odecrevyeHus AJs
CaMOCTOSITEIbHOM Pa0d0oThI 00y4aroIUXCs M0 JMCIUIIIHHE

6.1. OcHoBHas TUTeEpaTypa
1. Abymnanze, . I'. JlokyMeHTallMOHHOE OOecleYeHne YIpPaBJICHUS MEPCOHAIIOM :
yueOHUK M mpakTukyM it By3oB / JI. I'. AGynanze, . b. Beimpspkkuna, B. M. MacnoBa. —
Mockaa : FOpaiirt, 2019. — 299 c¢. — (Bsiciee o6pazoBanue). — ISBN 978-5-534-00875-3. —
URL: http://www.biblio-online.ru/bcode/450813 (mata oOpamenus: 13.11.2019). — Pexum
JIOCTYTA: 3JEKTPOH.-6u0I1. cuctema «fOpaifiTy, Tpedyercs aBTOpHU3aIMsL.

L https://siu.ranepa.ru/about/kafedry/UP/2021_met_rek.zip
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2. AnmucyntanoBa, J. JI. IlepcniekTBHbIE HampaBJICHHS Pa3BUTHS SIECKTPOHHOTO
nenornpousBozctea / D. JI. AnucynranoBa, U. T. A6aykanuposa / Annes nayku. — 2017, — T. 3,
Ne 16. — C. 676-681. — URL.: https://www.elibrary.ru/item.asp?id=32371257 (mara oOpaiicHus:
13.11.2019). — PexxuM goctyma: Hay4.-3JIeKTpoH. 0-ka «eLibrary.ru», TpeOyeTcst aBTopu3aiiusi.

3. bynar, P. E. [lokymeHTanmoHHOE€ OOECIEYCHHE YIIPABICHUS IEPCOHAIOM :
yuebHOe mocobue / P. E. Bymatr. — MockBa : UHOPA-M, 2019. — 234 c. — (Bsicmiee
obOpasoBaHue: bakamnaBpwuar). — ISBN 978-5-16-010318-1. — URL:

https://new.znanium.com/catalog/product/1007087 (nara obOpamenus: 13.11.2019). — Pexum
JIOCTYTIA: AJIEKTPOH.-0M0II. cucTeMa «Znanium.comy, TpeOyeTcsi aBTOpU3aIlusl.

4. CkopukoBa, K. A. CoBepuieHCTBOBaHME KaJpOBOIO M JOKYMEHTALHOHHOI'O
obecrieueHUsT CUCTEMBbI yIpaBieHUs nepcoHanom B opranm3anuu / K. A. Ckopuxoma, H. b.
®areeBa, JI. H. IlerpoBa // Mononexp u Hayka. — 2019. — Ne 4. — C. 102-107. — URL:
https://www.elibrary.ru/item.asp?id=41166889 (mara o6pamenus: 13.11.2019). — Pexum
JOCTYyTA: Hay4.-3JIEKTPOH. 0-Ka «eLibrary.ru», TpedyeTcst aBTopu3amusi.

6.2. JlonoTHUTEIbHAS JTUTEpPATypa

1. JlokyMeHTalMoHHOe O0ECIIEYCHUE YIPaBICHUS MEPCOHAIIOM @ MPAKTHKYM JIJIs
CTYACHTOB BceX (opMm oO0ydeHuss mo HamparieHuto noarotoBku 38.03.03 - VYmpasienue
nepcoHanom / cocraButenb B. B. MowuceeB ; Poccuiickas akajeMusi HApOJHOTO XO3SHCTBA U
rocynapctBeHHO# cinykOb1 1ipu [Ipesunente Poccuiickoit denepanuu, CUOUPCKUNA HHCTUTYT
ynpasnenus. — HoBocubupck : M3a-so CubAI'C, 2019. — 153 c. — ISBN 978-5-8036-0921-6. —
To xe anexTpoH. Bepcus Ha caiite URL: https://siu.ranepa.ru/ (nata oopamenus: 13.11.2020). —
Pexum pocrtyna: b-ka osnektpon. m3a. Cub. uH-ta ynp. — ¢un. PAHXul'C, tpebyercs
ABTOPH3ALIHSL.

2. Ka6amos, C. [O. [enonpous3BoACTBO M apXWBHOE [€JI0 B TEPMHUHAX U
onpexaeneHusx : yaeonoe nmocodue / C. F0. Kabamos, . I'. AchanausipoBa. — 3-e u3m., crep. —
MockBa : ®JIMHTA, 2018. — 294 c¢. — ISBN 978-5-9765-0784-5. — URL:
https://e.lanbook.com/book/109554 (mara oOpamenus: 13.11.2020). — Pexum pmoctyma:
AJIEKTPOH.-0nOI1. cuctema «JlaHby, TpeOyeTcs: aBTOpU3aiusl.

3. Kysnenona, 1. B. JlokymeHTalimoHHOE OOECIIEYCHUE YIPABIICHUS TIEPCOHATIOM :
yuebHoe nocobue 1 6akanaspos / U. B. Kysnenosa, I'. A. XauarpsH. — 2-e u3a. — Mocksa :
HamkoB u K, At I[Tu Op Memma, 2019. — 220 c. — ISBN 978-5-394-03124-3. — URL:
http://www.iprbookshop.ru/83142.html (mara oOpamenus: 13.11.2020). — Pexum pocryna:
a51eKTpoH.-0101. cucrtema «IPRbooks», TpeOyercst apTropusarius.

4. Mancypos, P. E. HactonbHas kHHMra JupekTopa Mo HepcoHaly : MPaKTHYeCKOe
noco6ue / P. E. MancypoB. — 2-e u3j., nmepepad. u gon. — Mocksa : FOpaiit, 2020. — 384 c.
— (IIpodeccuonanpuas mpakrtuka). — ISBN 978-5-534-08165-7. — URL: http://biblio-
online.ru/bcode/450024 (nara obpamienus: 13.11.2020). — Pexxum mocTyma: 37aeKTpOH.-OuOI.
cucrema «tOpaiity», TpedyeTcs aBTOpHU3alHs.

S, Momucees, B. B. JlokymeHTaliOHHOe OO€CHEYEeHHWE  YIpPaBIECHUS C
UCTOJIb30BAHUEM CHCTEMBl 3JEKTPOHHOIO JOKyMeHTooOopoTa (Ha mnpumepe Cubupckoi
aKaJIeMMH TOCYJApCTBEHHOM CIyXObl) : ydeO.-MeTroj TmocoOue Il  COTPYIHUKOB,

npernoaaBaTesell, CTyJeHTOB BceX (opM 00ydeHHUs U Ciryluareield mporpaMM npod. nepernoaroT.
u noBbImeHus kBanudukanuu / B. B. Moucees, B. I'. Hano6un; Poc. akan. Hap. Xx03-Ba u roc.
ciyx0sb1 ipu [Ipe3unente PO, Cud. un-t ynp. — HoBocubupck : M3n-so CubAI'C, 2012. — 149
c. + 1 sanexrpon. ont. auck (CD-ROM). — ISBN 978-5-8036-0485-2.

6. CemenuxuH, B. B. Kagposoe aenonpoussoactso / B. B. Cemenuxun. — 3-e u3j.,
nepepad. u mon. — Mocksa : I'poccMenua, 2017. — 594 ¢. — ISBN 978-5-4230-0540-5. —
URL: https://e.lanbook.com/book/97748 (mara obOpamenus: 13.11.2020). — Pexum moctyma:
AJIEKTPOH.-0M0JI. cuctemMa «JIaHby, TpeOyeTcst aBTOpHU3aIus.

7. XBoctenko, T. M. CoBpeMeHHbIE CPEeICTBa aBTOMATH3alUHU JOKYMEHTAHOHHOTO
obecrieuenust ympasieHusi nepconamom / T. M. Xsocrenko, JI. JI. Tlpokomenko, T. B.


https://www.elibrary.ru/item.asp?id=32371257
https://new.znanium.com/catalog/product/1007087
https://www.elibrary.ru/item.asp?id=41166889
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I'pumanoBa // BectHuk oOpa3oBatenbHOro KoHcopuuymMa CpemHepyCCKUW YHUBEPCHUTET.
Wudopmannonnsie Ttexnosmoruu. — 2016 — Ne 2 (8). — C. 50-54. - URL:
https://www.elibrary.ru/item.asp?id=29113931 (mara oOpamenus: 13.11.2020). — Pexum
JOCTYyTA: Hay4.-3JIEKTPOH. 0-Ka «eLibrary.ru», TpedyeTcst aBTopu3amusi.

6.3. YueOHO-MeTOAMYECKOE 00ecTiedeHHe CAMOCTOATEIbLHOH PadoThl

1. Opnosa E. Illnmapranka no ohoOpMICHHIO HEKOTOPHIX KaJpPOBBIX JTOKYMEHTOB //
Hanorosslii BecTHuK - KoHcynbranuu. Pazbsacaenus. Muenus. 2018. N 8. C. 28 - 44,

2. Opnosckuit  FO.I1., HyprtauaoBa A.®., UYukanoBa JI.A. HacrompHas KHuTa
KaJpoBHKa: topuanueckue acrekTsl / otB. pen. FO.I1. Opnosckuii. 3-¢ u3a. M.: KOHTPAKT,
2018.372 c.

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

6.4. HopmaTuBHbBIE NPABOBbIE JOKYMEHTBI
3akoHoaaresbHble aKkThl Poccniickoii @enepauuu

1. Koncrurynus Poccuiickoit @enepanuu : npuHaTa BceHap. rojocopanuem 12 gex. 1993 r.
(c yueToM MornpaBoK, BHECEHHbBIX 3aKoHamu Poc. denepanuu o nonpaskax k Koncrutyiuu Poc.
®eneparun ot 30 nek. 2008 r. Ne 6-DK3, ot 30 mek. 2008 r. Ne 7-OK3, ot 5 deBp. 2014 1. Ne 2-
®K3, ot 21 mrons 2014 r. Ne 11-OK3) // PT'. — 1993. — 25 nek.

2. 'paxxnanckmii koxekc Poccuiickoit ®@eneparuu. Yacts 1 : denep. 3akon ot 30 HOsO.
1994 r. No 51-®3 // Cobp. 3akoHonarenscTBa Poc. denepanun. — 1994, — Ne 32, — Cr. 3301.

3. 'paxxnanckuii komekce Poccuiickoit @epepanmu. Yacte 2 : dexnep. 3akoH OT 26 SHB.
1996 r. Ne 14-@3 // Tam xxe. — 1996. — Ne 5. — Cr. 410.

4. I'paxmanckuii kogekc Poccuiickoit @enepanuu. Yacte 3 : denep. 3akoH oT 26 HOsIO.
2001 r. Ne 146-®3 // Tam xe. — 2001. — Ne 49. — Cr. 4552.

5. Kogekc Poccwuiickoit denepanuu 00 aJMHHHCTPATHBHBIX IPABOHAPYIICHUSX : Qeaep.
3akoH oT 30 gek. 2001 r. Ne 195-®3 // Tam xe. — 2002. — Ne 1 (u. 1). — Cr. 1.

6. TpynoBoit konekce Poccutickoit enepanuu : dpenep. 3akon ot 30 mek. 2001 r. Ne 197-D3
(c u3m. u gom.) // Tam xxe. — 2002. — Ne 1 (u. 1). — Cr. 3.

7.0 TocynapctBennom repoe Poccuiickoit ®denepainuu : ¢eaep. KOHCTUTYI. 3aKOH OT
25 nek. 2000 r. Ne 2-®K3 // Tam xe. — 2000. — Ne 52 (4. 1). — Cr. 5021.

8. O rocynapcTBeHHOM rpakaaHckon ciyxk0e Poccuiickoit @enepanuu : deaep. 3akoH ot 27
uton. 2004 r. Ne 79-@3 // Tam xe. — 2004. — Ne 31. — Cr. 3215.

9. O rocynapctBeHHOH TaitHe : 3akoH Poc. @eneparuu ot 21 uronst 1993 r. Ne 5485-1 // Tam
xe. — 1997. — Ne 41. — Cr. 4673.

10. O mynununansHo#t cinyx6e B Poccuiickoit @enepannu : denep. 3akoH oT 2 mapta 2007
r. No 25-®@3 // Tam xe. — 2007. — Ne 10. — Cr. 1152.

11. O nmepcoHanbHBIX AaHHBIX : (eaep. 3akoH oT 27 utoist 2006 r. Ne 152-D3 // Tam xe. —
2006. — No 31 (u. 1). — Cr. 3451.

12. O TexHHUECKOM peryaupoBaHuy : enep. 3akoH oT 27 aek. 2002 r. Ne 184-D3 // Tam xe.
—2002. — Ne 52 (u. 1). — Cr. 5140.

13. O6 apxuBHOM Jnene B Poccuiickoit @enepanu : deaep. 3akoH oT 22 okT. 2004 1. Ne 125-
@3 // Cobp. 3akoHoxarenbcTBa Poc. denepaunn. — 2004, — Ne 43. — Cr. 4169.

14. O6 undopmanyu, HHGOPMAITMOHHBIX TEXHOJOTUAX U O 3auuTe MHbopMauu : denep.
3akoH OoT 27 utons 2006 r. Ne 149-@3 // PI". — 2006. — 29 wurons.

15. O6 snekTpoHHOW moamucy : denmep. 3akoH ot 6 amp. 2011 1. Ne 63-d3 // Cobp.
3akoHogarenscTBa Poc. @eneparmn. — 2011. — Ne 15. — Cr. 2036.

Ykassl llpesuaenra Poccuiickoit @enepanun
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1. O KoHKypce Ha 3aMEIICHUWE BAaKaHTHOW JOJDKHOCTH TOCYIApCTBEHHOW TPaKIAHCKOU
ciyx0b1 Poccuiickoit @eneparun : yka3 [Ipesunenta Poccuiickoit deneparmu ot 1 dep. 2005r.
Ne 112 // Poc. raz. — 2005. — 3 desp.

2. O upumepHOil (opme CIyKeOHOrO KOHTPaKTa O TMPOXOXKICHUU TOCYIAPCTBEHHOM
rpakaaHckoi ciyxObl Poccuiickoit deneparuu U 3aMelIeHUN JTOJDKHOCTH TOCYIapCTBEHHON
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Oeneparun : yka3 [Ipesunenta Poccuiickoit @eneparuu ot 1 desp. 2005r. Ne 110. — Poc. ras.
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or 9 mas 2017 1. Ne203. — Pexum pocryna: http://www.pravo.gov.ru (mara oOparieHus:
10.05.2017).

4. O6 yrBepxkaeHuu IlepedHsi cBeAcHWH, OTHECEHHBIX K TOCYJAapCTBEHHOW TalHe : yKa3
[Ipesunenra Poc. @enepaunu ot 30 HOs6. 1995 1. Ne 1203 // CoOp. 3akoHOmarenscTBa Poc.
Oeneparun. — 1995, — Ne 49. — Cr. 4775 (pen. ykaza IIpesunenta Poc. @enepanuu ot 24
sHB. 1998 1. Ne 61) // Tam xe. — 1998. — Ne 5. — Cr. 561.
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2005. — No 30 (u. 2). — Cr. 3165.
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Jnst mpoBeneHUsl 3aHATHH TIO0 JAWCIUIUIMHE HEOOXOAWMO Clenylollee MaTephalbHO-
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http://elibrary.ru/defaultx.asp; Hamwmonanphas snekrponnas OuoOimmorexka. URL: www.nns.ru;
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nakeT MS Office

Microsoft Windows

caiT dunmana

CHO IIpomereit

KOPIIOpaTUBHbBIC Oa3bl TAaHHBIX

ISpring Free Cam8.

Jliist 00y9aronuXxcsi ¢ HapYIICHUSIMA 3PEHHUSL:

NVDA (Non Visual Desktop Access) - cBoOomHas, ¢ OTKPBITBIM HCXOTHBIM KOJOM
nporpamma aiasi MS Windows, kotopast MO3BOJISET HE3PSYUM WM JIFOASAM C OCJIa0JICHHBIM
3peHreM paboTaTh Ha KOMIIbIOTEpE O€3 MPUMEHEHHs 3PCHHUs, BBIBOAS BCIO HEOOXOIUMYIO
UH(OPMAIIHIO ¢ TIOMOIIBIO PEUH;

DkpaHHas Jyla — MporpaMmma SKpaHHOTO YBEIUUCHUS;

DKpaHHBIH TUKTOP (HA aHIII.S3) — IPOrpaMMa CHHTE3a PeUH;

Jlist 00y4aronuxcst ¢ HapyIICHUSAMH CITyXa:

Speech logger— nporpamma mepeBoaa pedyr B TEKCT.
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IIpunoxenne 1
CJioBapb TepMHHOB

ATTecTanusi mepcoHaja — 1) METOI OLCHKM I[epCOHaja OPraHW3allid; PYKOBOIHUTEIb
NEPUOJMYECKU OICHMBAeT 3()(EKTUBHOCTH BBIMOJHEHHUS JIOMKHOCTHBIX OOSI3aHHOCTEH ¢
IIOMOIIbIO CTAaHJIAPTHBIX KPUTEPUEB; 2) KaJPOBbIE MEPONPHUATHSL, IPU3BAHHbIE OLIECHUTh YPOBEHb
TpyAa, KaueCcTB M TOTEHIMAJa JUYHOCTU TPEOOBAaHUSAM BBINOJIHIEMOW paboThl; 3) mporuenypa
onpeJiesieHus] KBaJdu(UKALMU, YPOBHS 3HAHUM, NPAKTMYECKUX HABBIKOB, JEJIOBBIX KauecTB
pabOTHUKA U YCTAaHOBJIEHHUS CTENEHU UX COOTBETCTBMS 3aHMMaeMoW AoKHOCTH. Llenp A.m. —
noBbIIIeHNE 3(P(PEKTUBHOCTU HCIOJIB30BaHMUs KaJIpOBOIO MOTEHIMajla OpraHu3aluu; Io ee
pe3ysbTaTtaM MPUHUMACTCS PEUICHHE O COXPAHEHUH WM U3MEHEHUHU aTTeCTyeMOMY JOJKHOCTHU
WIN CUCTEMbl MOTUBALIMU €T0 TPYyAa, HEOOXOAUMOCTH JOMOJIHUTEIBHOMN TOTOTOBKU U JP.

BbicBoOOKIeHHEe NepcoHaa (COKpallleHHe YHCJIAa 3aHATBIX) — YBOJIBHEHHUE WIIU
OTCTpaHeHHe OT paboThl HA AJUTEIbHBIE CPOK OIHOIO WJIM OOJNBLIOrO 4uciaa pabOTHUKOB IO
IPUYMHA 3KOHOMHUYECKOTO, CTPYKTYPHOIO WM TEXHOJIOIMYECKOTO Xapakrepa C LEJbI0
YMEHBIIEHUSI  KOJIMYeCTBa  3aHATBHIX, JMOO  H3MEHEHMs  HUX  npodeccuoHaIbHO-
KBaJM(UKAIMOHHOTO COCTaBa. B.M. HEMOCPEJCTBEHHO 3aTparMBaceT JOTOBOPHI 00 WX Haiime,
BKJIIOYasi pa3pblB WM MPUOCTAHOBKY TAKHUX JIOTOBOPOB (KOHTPAkToB). B.m. — 3TO KOMIIekc
MEpONPHUATHIA 1O COONIONEHUIO MPAaBOBBIX HOPM M OPraHU3aIMOHHO-TICHXOJIOTHYECKON
HOJJIEP’KKE CO CTOPOHBI AJMHHHUCTPALUMU IPU YBOJBHEHMM COTPYAHUKOB. B.m. craHoBHTCA
BeChMa 3HAYMMOU (PyHKIMEH KaJpOBOM CITYKOBI.

I'apanTuM connajibHbIe — MaTepHaJbHbIE U JTYXOBHBIE CPEJICTBA, OPUAMYECKHE AKTHI,
00€eCIIeUnBAOIIIE PEATHU3AINIO MTPAaB YEIIOBEKa B COBPEMEHHOM OO0IIecTBe, OTAeNbHON cTpane. K
['c. oTHOCATCS NpaBa 4YejoOBeKa Ha XHM3Hb, JIMYHYHO O€30MacHOCTb, HA COOCTBEHHOCTb U €€
3alMILEHHOCTh 3aKOHOM, Ha CBOOOmOMBbICINE, CBOOOQYy coBecTd U JAp. B oOcraHoBke
(GopMUpOBaHUS PBIHOYHBIX OTHOIIEHMH I.c. mpereprneBaroT H3MEHEHHWs B HAlpaBJICHUU
00OCHOBaHMS COIMAJIbHO TapaHTHPOBAHHOTO MHHUMYMa JUIS BCEX KATE€rOpHil HAaCelIeHHS,
000CHOBaHMS JIBIOT U IIPEUMYIIECTB OTJEIbHBIM I'PYIIIIaM I'PaXK/IaH CTPaHbI U Jp.

JIOKYMEHT - MaTepHajbHBIH HOCUTENb ¢ 3a(UKCHpPOBAaHHOW Ha HeM B 000 (opme
uHpopManyeil B BUJE TEKCTa, 3BYKO3alMCH, U300pakeHHs] M (MIM) UX COYETaHHs, KOTOPBIH
UMEET PEKBU3UTHI, MMO3BOJISIONINE €0 MACHTU()UIIMPOBATh, W MPEIHA3HAYEH IS Tepeayd BO
BpPEMEHU U B IPOCTPAHCTBE B LIEJSX OOIIECTBEHHOI'O MCIIOJIb30BaHMS U XPaHEHUSI.

JIoKyMeHT0000pOT - IBUXKEHHE JOKYMEHTOB B OpraHM3allid C MOMEHTa UX CO3JaHHs
WIN TIOJTYYEHUs /10 3aBepLICHUs] UCTIOIHEHUS UIH OTIIPaBKH.

KagpoBoe niianmpoBaHue B OpraHu3aliid — COCTaBHAas 4acTh CHUCTEMBl YIPaBICHUS
HEPCOHAJIOM, MPENoiaranas oTCISKUBAaHINE U3MEHEHUH B €€ CTPYKTYpe, a TakKe SJIEMEHT
paboThl C MEPCOHANIOM, LI€JIb KOTOPOM — 00ecreyuTh MpeaoCTaBlIeHUe JIOIIM padouux MECT B
HYXKHBII MOMEHT BpEMEHM M B HEOOXOJUMOM KOJIMYECTBE M B COOTBETCTBHM C HX
CIIOCOOHOCTSAMH, CKJIOHHOCTSIMU U TPEOOBaHUSMU MPOU3BOJICTBA.

KanpoBblii pe3sepB — rpymnibl pabOTHUKOB, MOTEHIIMAIBHO CIIOCOOHBIX K PYKOBOJSIIEH
NeSITeTTbHOCTH, OTBEUAIOMIUX TPEOOBAaHUAM, TPENBSIBISIEMBIM TOJDKHOCTBIO TOTO WIJIM HMHOTO
paHra, noABEeprimnxcst 0T00py M MPOILIEIIINX CUCTEMATHYECKYIO LENEBYI0 KBAJIU(UKAIIMOHHYIO
MIOATOTOBKY.

KBasmpukanusa - ypoBeHb 3HaHUM, yMEHHWI, HaBBIKOB U  KOMIIETEHIIMH,
XapaKTepU3YIOIINN MIOJITOTOBJICHHOCTH K BBITIOJTHEHHUIO OTIpEeIeNIEHHOTO BHJA
npodeccuoHaIbHOMN e TeTbHOCTH

KBainpukanmonHasi XapakTepucTHKAa — Kparkoe H3JI0KEHHE OCHOBHBIX 3ajad,
HaBBIKOB, YMEHUH, MpaB U 00A3aHHOCTEH, MPENBABIAEMBIX K PA3JIMYHBIM CIEIHAIBHOCTAM B
OpraHu3aIiHy.

KpainpukanmoHHbI pa3ps — I[OKa3areslb CTENEHH CJIOKHOCTU BBIIOJIHIEMOI
paboTel U ypoBHS KBanmuukamuu pabdouee ¢ yderom K.p. ocymecTBisiercs ormiata Tpyaa,
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1oA00p M pacCTaHOBKA KaJpOB HA MPOU3BOACTBE.

KongaukrHas curyanusi — 1) ycroBue BO3ZHMKHOBCHHsS KOH(DJIMKTA; 3aKIIIOYacTCs B
IPOTUBOPEUUBBIX NO3ULHUAX CTOPOH IO KAKOMY-JIHOO MTOBOAY, CTPEMIIEHHE K IPOTUBOIIOI0KHBIM
LIEJISIM, MCIIOJIb30BAHUE PA3JIMYHBIX CPEACTB JJIS UX JOCTHUXKEHMS, HECOBIIAJIEHUE HMHTEPECOB,
xemaHui u T. 4. [na nepepacranus K.c. B kOHQUIMKT, HEOOXOOMMO BHEIIHEE BO3/AEHCTBHE,
TOJMYOK WM WHIMIACHT; 2) BBICIIAs CTAagusl Pa3BUTHS COLMAIBHOTO KOH(IMKTA, HA4Yaso
OTKPBITOI'O IIPOTUBOCTOSHUS €T0 CTOPOH

Kpurepuii oneHknm nepcoHajsa — Mepa OLIEHKHM; OTBEYAaeT Ha BOIIPOC: HACKOJIBKO
(akTHUECKOe COCTOSHUE IO JAHHOMY KPUTEPUIO COOTBETCTBYET TPEOOBAHMSM JOKHOCTU WU
paboyero mecra.

Oo6mas npodgeccuoHa bHasH MOATOTOBKA — MOJIyYCHHE 3HAHHH, TPHOOPETCHUE YMEHUS
Y HaBBIKOB, YBEJIMUMBAOIIUX OOIIMHI YE€JIOBEYECKUM KaluTal.

OT10op mepcoHasa — uieHTU(UKALMSA TPeOOBAaHUM, NPEAbABISAEMbIX OpraHu3aluen K
KauecTBaM YeJIOBEKa; CUCTEMa .MEPOIIPHUATUH, oOecrieunBaromas (opMHUPOBAHHUE TAKOTO COCTaBa
IepCOHasa, KOJIMYECTBCHHbIC M KAUECTBEHHbIE XapaKTEPUCTHKU KOTOPOIrO OTBeYaJI Obl LIENISIM U
3a/7lauaM OpraHu3alMK; IPOLECC, MOCPEICTBOM KOTOPOro IPEANpPUATHE BBIOMPAET U3 CIIHCKA
IPETEHIEHTOB OJHOI0, HAWIy4dlIMM OOpa3oM COOTBETCTBYIOILEIO BakaHTHOMY Mmecty. Ilpu
0TOOpE YETOBEK MOBICKUBACTCS MOJ] TPEOOBAHUS JOIDKHOCTH.

Ounenka mepcoHajna — IpoLENypa, OCYIIECTBIseMas Uil ONpEAETIeHUs COOTBETCTBUS
pabOTHUKA BAKAHTHOMY WJIM 3aHUMaeMOMYy paboueMy MeCTy ([OJKHOCTH ), BKJIFOUAET:

1) omenky mnoTeHIMana pabOTHUKA, (MpPOodecCHOHAIbHbIC 3HAHUS U YMCHHUS,
IIPOM3BOACTBEHHBII OIIBIT, J1€JI0BbIE, HPABCTBEHHbIE U IICUXOJIOTMYECKHE KauyecTBa, 370POBbS U
paboTOCIOCOOHOCTH, YPOBHS O0IIEH KYIbTYpPHI);

2) OILIGHKY MHAMBUAYAJIbHOTO BKJIA/Ia — MO3BOJICT YCTAHOBHUTH KaueCTBO, CIIOKHOCTh U
PE3yJIbTaTUBHOCTh TPYZla KOHKPETHOTO paOOTHHUKA U €r0 COOTBETCTBUE 3aHUMAEMOMY MECTY;

3) arrecTanuio MEpCOHAJa — YYHUTHIBACT TMOTCHIMAT WM HHIAMBUAYAJIbHBIA BKIJIA]
pabOTHUKA B KOHEUHBIH pe3yIbTar.

IlepenoaroroBka — nojay4eHue JOMOIHUTEIbHBIX 3HAHUN U YMEHHM, HEOOXOIUMOCTh B
KOTOPBIX BO3HUKAe€T B CBA3M C M3MEHEHUSMHU B IPOM3BOACTBEHHOM IpOIECCE, COLHAIbHON
cdepe wim u3MeHeHueM (pyHKIMNA ydpexKIeHUH, OpraHu3anni.

ITocoOme - neHexHas MOMOIB, OKa3blBacMas IOCYNapCTBOM JIMLAM, HaXOIALIMMCS B
TSHKETIOM 9KOHOMHYECKOM T0JI0KEHHUH, HAllpUMeEp, Iocodue mo 6e3padoTuiie.

IMorpe6HOCTL B 00yYeHMM — Da3pblB MEXAYy YPOBHEM KBIM(UKAMK WU 3HaHU,
HEOOXOJMMBIX ISl BBIIOJIHEHUS JAHHOM paboThl U TEMH, KOTOPBIMH peajlbHO o00jagaer
BBINOJIHAIOUINN ee paOOTHUK.

IIpuxka3s - akT pyKoBOJUTENS OpraHa rocyAapCTBEHHOTO YIPABIIEHUS, TOCYIaPCTBEHHOTO
YUPEXKACHUS, KOMMEPUECKOW OpraHM3aluy, COJAepKalluii oO0s3aTeNbHble A paOOTHUKOB
YCTaHOBKH.

IIpon3BoanTe b  AOKYMEHTOB - IOPHAMYECKOE JIMIIO  HE3aBUCUMO OT  €ro
OpraHM3al[MOHHO-TIPaBOBOM (QopmMbl U (HOpPMBI COOCTBEHHOCTH WM (PU3UYECKOE JIHIIO,
OCYILECTBIISIOLIEE NPEANPUHUMATENBCKYIO JEATEIbHOCTE 0€3 00pa3oBaHUs HOPUIUUECKOTO
JUIa, OCYIIECTBISIOIIME TMOATOTOBKY, NyOJMKaMio (BBIIYCK) W pacchUIKy (mepenavy,
JIOCTaBKY) 0053aTEIbHOTO AK3EMILISApA.

IIpodeccuonanbHass MNOAroTOBKAa — oOpraHu3anus oOydeHUs MpoQeCcCHOHATbHBIX
KaJIpOB 4Yepe3 pa3nyHble (JOpMbl MOTY4YEHUs MPo(ecCHoHaTILHOr0 00pa30BaHuUs.

IIpodeccuonaibHoe 00yyeHHe — TPOILIECC PA3BUTUSI Y COTPYAHUKOB CIEIH(PUISCKUX
npogecCHOHATBHBIX HAaBBIKOB MOCPEICTBOM CHEIMATIBHBIX METOA0B OOyUEHHE.

CrtpaxoBoii cayuyaii - cBepIIuBIIeecs COOBITHE, C HACTYIJICHUEM KOTOPOTO BO3HHUKAET
0053aHHOCTh CTPAaxOBIIMKA, a B OTAENbHBIX CIIyyasiX, YCTAHOBJIEHHBIX (eaepasbHBIMU
3aKOHaMH, - TaKK€ M CTpaxoBareled OCYyIIEeCTBIATh oOOecledeHrne Io 00sS3aTeIbHOMY
COLIMAJILHOMY CTPaXOBaHUIO.
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CTpaxoBoii cTaxk - cyMmMMmapHas MPOJOJIKUTEILHOCTh BPEMEHHU YIUIAThl CTPaxXxOBBIX
B3HOCOB.

TpynoBasi KHMKKA - OCHOBHOU JJOKYMEHT O TPYJOBOM AESITENbHOCTU U TPYAOBOM CTaxKe
paboTHHUKA.

YupasiieHue NMepcoHAIOM — CHCTEMa OPraHU3alMOHHBIX, COLUAIbHO-3KOHOMHYECKHX,
MICUXOJIOTUYECKUX, HPABCTBEHHBIX W TPABOBBIX OTHOIICHUH, 00ecrednBarOmuX 3PPEKTUBHYIO
peaiM3alio BO3MOXKHOCTEH UeJoBeKa Kak B HHTEpecax camMoro paboTHHKa, Tak U B
OpraHMU3al1H B LIEJIOM.

YesioBeueckne pecypcbl — TEPMUH, XapaKTepU3yHOUIMA C  KauyeCTBEHHOM,
COJICPXKATETTLHOW CTOPOHBI KaJpOBBI COCTaB WM BeCh NEpcOHAT NpeAnpusatus ((Gpupmsl,
YUpEXKJIEHUS, OpraHHu3aliu), pabouyio CUIIy WM TPYAOBBIE PECYPCHI OTPACIH, TEPPUTOPHUU
pPErvuoHa, CTpaHbl B 1IEJIOM.

IItaTHoe pacnucaHue - YTBEPXKICHHBIM, MPHUHITHINA IEpeYeHb UYMCICHHOIO COCTaBa
paOOTHUKOB TMPEANPUATHS, YUPEKACHUS C YKa3aHHUEM UX KOJMYECTBa, JOJHKHOCTEH,
JOJI’KHOCTHBIX OKJIaJIOB, 0COOCHHOCTEH OIIaThI.
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