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

1.1. Iucuumumaa b1.0.26 «/lokymenTanmonHoe oOecrieueHrue yIpaBJICHHS TIEPCOHATIOM)
o0ecrieynBaeT OBJIAICHUE CIEAYIOINMHU KOMIIETCHIIUSAMU C YUETOM dTara:

Kon HaumenoBanue Kon HaumenoBanue »rana
Komnereniuu KOMIICTCHI[HH JTana OCBOCHHUS OCBOCHUS KOMITCTCHIIUU
KOMIICTCHITNH

OIIK-3 CriocobeH paspabatsiBate n ocymectsiats | OIIK — 3.4 crocobeH OCYILIECTBIAThH
MEpPOTIPUATHS, HaIpaBIICHHEIC Ha JIOKYMEHTAI[HOHHOE
peanm3anuio CTpaTerun yIpaBIeHUS COTIPOBOXK/ICHHE
TIEPCOHAIIOM, obecrieunBaTh ux MEpPOTPHUATHH, HaIIPaBICHHBIX
JMOKYMCHTAIIIOHHOE  COIPOBOXKICHHE W Ha pealn3alio CTpaTeruu
OIICHUBATH OpraHU3aIMOHHBIE u YIpaBJICHUS IEPCOHAIOM
COIUANTbHBIC TIOCIICIICTBH

OIIK-4 CriocobeH MIPUMEHSTh copemennnie | OIIK — 4.4 crocoOeH BECTH
TEXHOJOTMH ¥  METOIbl  ONEPATHBHOTO JIOKyMEHTAIIMOHHOE
yIpaBJIeHUsI MIEPCOHAIIOM, BECTH COIPOBOK/ICHHE YIPABIICHHS
JIOKYMEHTAIIMOHHOE CONPOBOX/ICHUE U YUET MIEPCOHAIIOM

[TKo -4 Cnocoben BECTHU kagposoe | [1Ko -4.2 CIOCOOEH BECTH  KaJpoBOE
JIETIONPOU3BOJCTBO M OPraHW30BHIBATH JIETIONPOU3BOJICTBO u
apXMBHOE XPAHCHUE KAaJPOBBIX IOKYMCHTOB OpPraHW30BBIBATh  APXHBHOC
B COOTBCTCTBHH C  JCHCTBYIOIIMMU XpaHCHHE KaJpOBBIX
HOPMATHBHO-TIPABOBBIMU ~ aKTaMH, 3HATh IOKYMEHTOB B COOTBETCTBHU
OCHOBBI KaJpOBOH CTAaTUCTUKH, COCTAaBIATH c JIEHCTBYIONTIMHA
KaJpOBYIO OTYETHOCTB, O0CCIICUNUTH 3aIIUTY HOPMAaTHBHO-TIPABOBBIMHA
TIEPCOHABHBIX TaHHBIX COTPYIHIKOB aKTam#, O0eCHEeYUTh 3aIlUTy

MEePCOHATIBHBIX JTAHHBIX
COTPYIHHUKOB

1.2. B pe3ynbTaTe OCBOSHHSI JUCHUIUIMHBI Y CTYIEHTOB JOJDKHBI OBITH C(HOPMHUPOBAHBI:

OTO/TD

Kop srama
OCBOEHUSI
KOMIIETEHIIHHA

PesynbraTer oOyuenus

OIIK - 3.4

Ha  YpPOBHC 3HAHUM: ACMOHCTPUPYET 3HAHUA TIOpAAKA BCACHUA
JAOKYMCHTAIlUM 110 TEPCOHATYy; MOPAAKa Oq)OpMHCHHﬂ, BCACHUA U
XpaHCHHA JOKYMCEHTOB II0O MEpCOHANY, Y4YC€Ta [ABWKCHHA KaApOB H
COCTaBJICHUA YCTaHOBHeHHOﬁ OTYETHOCTH, OCHOB ,Z[OKyMeHTOO60pOTa u
JOKYMCHTAIIMOHHOI'O o6ecnequI/151;

Ha ypOBHE yMEHHH: pa3pabaTeiBaeT MPOEKTHI JOKYMEHTOB TI0 IEPCOHAIY;
ymeeT OGOPMIISATh JOKyMEHTBI B COOTBETCTBUM C TPEOOBaHUSIMU
rpaXkIaHCKOTO, TPYIOBOTO 3aKOHOJATENbCTBA POCCHIICKOM (emepaunu u
JIOKAJIbHBIMH HOPMATHBHBIMH aKTaMHM OpraHH3allid; BECTH YYeT H
perucTpanyio JOKYMEHTOB B HWH()OPMAIMOHHBIX CHCTEMax W Ha
MaTepHaJIbHBIX HOCHUTEISX;

Ha YpOBHE HABBIKOB: OCYIIECTBISET OPTraHU3aLHUIO JOKyMEHTOO0OpOTa 10
Y4eTy W JIBIKCHHUIO KaJIpoB, TI0 MPEICTABICHHUIO JTOKYMEHTOB II0 IIEPCOHA-
Ty B TOCyJapCTBEHHBIE OpraHbl; yMeeT 00pabaThiBaTh W aHAJIM3UPOBATH,
MOCTYNAIOUIYI0 JOKyMEHTAIMIO 110 NEePCOHANY, pa3padarsiBaTth U odopM-
UITh TOKYMEHTALUIO MO NepCOoHay (IEPBUYHYIO, YUETHYIO, INIAHOBYIO, 110
COIIMAJIbHOMY OOCCIICUeHHIO, OPTaHM3AIMOHHYIO, PACHOPSIUTEIBHYIO),
[pErHCTPUPOBaTh, BECTU yUET U TEKYIee XpaHEHHE JOKYMEHTAIUH 10 Tep-
COHAIy;

OIIK-4.4

Ha ypOBHE 3HAHUM:
JACMOHCTPUPYET 3HAHHUA TEXHOJOIWH, METOAOB W METOAUK NPOBCIACHUA
aHamM3a W CHCTEMaTH3alliil JOKYMEHTOB W WH(OPMAIUH; TOpPsIKa

pacueTa cTaxka, JbroT, KOMIeHcauil, opopMICHUS TEeHCHH pabOTHHKAM;




TPYAOBOIO 3aKOHOAATENLCTBA M HHBIX AaKTOB, COAEPXKAIIMX HOPMBI
TPYAOBOIO MpaBa,

Ha ypOBHE YMEHHUII:

YMEET OpraHHU30BHIBATh XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSIMH TPYIOBOTO, APXMBHOIO 3aKOHOJATENILCTBA Poccuiickoit
Oenepaliii ¥ JOKAJbHBIMU HOPMATUBHBIMH aKTaMU OpraHU3alluu;
AQHAITM3UPOBATh JOKYMCHTHI U MIEPEHOCUTH UH(POPMALIUIO B 0a3bl TaHHBIX
1 OTYETHI;

Ha ypOBHE HAaBBHIKOB!

TOTOBUT IIPOEKTHI JOKYMEHTOB I10 HPOLEAypaM YIPaBJICHHS IIEPCOHAIIOM,
y4eTy M IBIDKCHHIO [EPCOHANA; OCYLIECTBIATh OPraHU3aLI0 CHCTEMEI
NIBHOKCHUSI IOKYMEHTOB 110 HEPCOHAIY, cOOp M NPOBEPKY JIMYHBIX JOKY-
MEHTOB paOOTHHKOB; TIOATOTABIMBATE H O(GOPMIIATE IO 3ampocy pabOTHH-
KOB W JOJDKHOCTHBIX JIMI[ KOIMH, BBIMMCKH U3 KaJPOBBIX IOKYMEHTOB,
CIIpaBKH, l/IH(l)OpMaLII/IIO O CTaKe, JIbrorax, rapaHTudaX, KOMIICHCALUAX U
MHBIX CBEICHUSIX O paOOTHHMKAaX; JOBOAUTH 10 CBEACHHS NEpCOHaa opra-
HU3aMOHHBIC, PACTIOPAAUTCIIBHBIC U KaAPOBLIC JOKYMCHTOB OpPraHU3allu;

- ITKo -4.2 Ha YpOBHE 3HAHUI:

JCMOHCTPHPYET 3HAaHMS OCHOB AapXWMBHOIO 3aKOHOJATE]bCTBA WU
HOpMaTHUBHbBIE NpaBoBbIe akThl Poccuiickoit denepanuu, B 4acTu BeICHUS
JOKyMEHTallUW 10  IIEPCOHANy; 3aKOHOJATeJbCTBA  POCCHICKOI
denepani 0 MEPCOHANBHBIX AAHHBIX; 0a30BBIX OCHOB HMH(OPMATHKH,
CTPYKTYpHOE IOCTPOCHHE WH(POPMALMOHHBIX CHCTEM W OCOOEHHOCTH
paboTHI ¢ HUIMU

Ha YpOBHE YMEHHH:

YMEET BBISBISATh OMIMOKH, HETOYHOCTH, MCIPABICHHUS U HEAOCTOBEPHYIO
nHpoOpMaLMIO B JOKyMEHTAX, ONPENEIATh JIETUTUMHOCTh JOKYMEHTOB;
paborarbs CO clielnHalIu3UPOBAaHHBIMU WH()OPMALMOHHBIMU CUCTEMaMH M
0azaMM JaHHBIX 10 BEICHUIO YyueTa, JBW)KCHHMIO IIepCOHaa;
pa3pabarbiBaTh IUIAaH ~ KOPPEKTUPOBOK  YCTAHOBJIEHHOTO  MOpSIKa
oopMIICHUSI JIOKYMEHTOB 10 NEPCOHANy M PEajn30BbIBATH MPUHSTHIC
W3MEHEHHs; KOHTPOJIHMPOBATh INPHUCYTCTBHE paOOTHHKOB Ha padoyeM
MecTe

Ha ypOBHE HAaBBIKOB: OCYLIECTBISITh BElCHHE yuyeTa pabodyero BpeMeHH
[paOOTHHKOB; OCYIIECTBISTH PETUCTPALIUIO, YUET, ONEPaTHUBHOE XpaHECHHUE
TOKyMEHTOB TI0 IIEPCOHAITY, IIOJITOTOBKY K cljadye MX B apXHB.

2. O0beM U MeCTO JHCHHUILIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOI MporpaMMbl

O0BneM TUCIHUIIINHDI

Obmast tpynoemkocts muctmimabl  b1.0.26  «JlokymeHTanmoHHOe oOecredeHne
yIpaBJIeHUs IEPCOHAIOM» cOCTaBisieT 3 3auéTHble equHuLbl, 108 yacos.

KomnyectBo akageMWYecKHMX 4YacoB, BBIIEICHHBIX Ha KOHTaKTHYIO paboTy ¢
npernojiaBaTeseM, COCTaBlseT Mo O4HOi (opme oOyuenus - S0 yacoB: neknuu — 16 yacos,
npakTHdeckue 3aHsaTHs — 34 yacoB. CamocrosTelbHas padoTa coctaiseT 31 yacos. KoHTpoas —
27 yacos.

KonmuecTBO akameMHUecKWX 4YacoB, BBIICJICHHBIX Ha KOHTaKTHYIO paboTry ¢
npernojaBaresieM, COCTaBseT Mo 3a04HOil (popme oOyueHus - 14 gacoB: nexkuuu — 4 uyaca,
npakTrueckue 3ausaTus — 10 yacoB. CamocTosTenpHas padota cocrapisieT 85 yacoB. KoHTpoas —
9 vacos.

Mecto aucuunimnsl B ctpykrype OII BO

Hucnummaaa B1.0.26 «JlokyMeHTalMOHHOE 00€CIIeYCHHE YIPABICHUS IEPCOHATIOM)
peaycMOTpeHa Ha 2 Kypce B 4 cemecTpe.

Juctmmummaa B1.0.26  «JlokyMeHTanMOHHOE OOeCIeYeHrne YIPaBICHUS TICPCOHATIOM)
OTHOCHUTCS K 00s13aTennbHOM YacTu bioka 1. «/{ucuurmimHbl (MOITYIIH )».

Hucnunnuna peanusyercss mocie u3ydeHuss aucuuiumabsl b1.0.16 OcHOBBI Teopuu
ynpasienus (1 cemectp); 51.0.17 Benenue B mpodeccuro (1 cemectp); 51.0.18 OcHoBbI
KaJIpOBOM MOJMTUKU M KaapoBoro ranupoBanusi (2 cemectp); b1.0.14 Kymerypa peun u



nemoBoe obmenue (2 cemectp); b1.0.21 OcHoBbl ympaBieHus mnepcoHamoM (2 cemectp);
Bb2.0.01(Y) OsznakomutenbHas npaktuka (2 cemectp); b1.0.06 VYmpasnenue mnpoektamu (3
cemectp); b1.0.27 Drtuka u mncuxosiorus aenoBbix ortHomieHui (3 cemectp); b1.0.29
VYrpaiieHre YelloBe4eCKUME pecypcamu (3 cemectp).
JucnummHa peanusyercs napamienbio ¢ b1.0.10 Dxonomuka opranmzanuu (4
ceMectp).
B conepxarenpbHOM IUIaHE AUCHUIUIMHA SABJISIETCS OCHOBOM juisi u3ydenust b1.0.24
VYrpasnenueckuii ydetr u yuer nepconana (5 cemecrp); 51.0.28 CoumnanbHas ncuxonorus (6
cemectp); b1.0.25 MudopmalinoHHbIe TEXHOJIOTHH B yIIPaBICHUH IiepcoHaioM (6 cemectp).

dopma mPOMEKYTOUHOM aTTECTAIlMA B COOTBETCTBUHU C YUEOHBIM IIJIAHOM — 3K3aMeH B 4
ceMecTpe.

3. Cozep:xkaHue U CTPYKTYPA AUCHHUILTAHBI
QOunas popma 0dyuenus

OO0beM TUCHUILIMHBI, Yac
KonTakTHast paboTa
®dopma TekyIe-
00y4arouXCs ¢ MPEenoaaBaTesieM 0 BUIaM
. T'O KOHTPOJIS
Ne HauMenoBanue TeM y'{€6HI>IX 3aHATHH yCHeBaeMOCTI/I*
- (pa3meinoB) Bcero JI/20, JIP/ B0, | 113/ 30, | KCP/Kou CP oMK O‘{HOI;'I
JIOT* JOT* | JOT* | cymsra- pmecgmn
oy K
JK3aMeHy
ITonsTHe U BUIBI JOKYMEHTOB B c(epe
1 el HOKyM depe | g 1 3 2 0
yIIpaBJIeHHsl IEPCOHAIIOM
OpraHu3alnoHHO-YIIPaBICHISCKHE
2. | IOKyMeHTBl B cdepe yHpaBlIeHHUS 8 1 3 4 O
[IepCOHAJIOM
OKYMEHTBI no EKPYTHUHT
3. | Aoy PEKPYTHHIY | 1 2 4 4 0
nepcoHaa
JIOKyMEHTBI 110 ABH)KCHUIO NIEPCOHAIA:
4, | cocras, coJepIKaHue, TTOPSIAOK 10 2 4 4 O, T
HOJATOTOBKH M 0(OPMIICHUSI
JlOKyMeHTBI o HpEeKPaLICHHIO
TPYIOBBIX  OTHOIICHHIA: cocTaB
5. | P |10 2 4 4 0
COZIep)KaHue, TOPSIOK IOATOTOBKU H
opopMIICHHUS
6. | JlokyMeHTHI 1o yU€Ty ImepcoHaia 10 2 4 4 O
JlOKyMEHTBI, oIocpeayoIue
7. | OTHOLIEHHS IO OXpaHE Tpyda M IO 10 2 4 4 o
OpraHu3aIy paboYuX MECT
OtnensHeIe JOKYMEHTHI,
8. | omocpeayroriue OTHOIICHHUS 1o 8 2 4 2 O
COLIMAJIBHOMY CTPaxOBaHHUIO
Cucremaruszaniss 4 OIEpaTUBHOE
9. | xpaHeHue JIOKYMEHTOB o 7 2 4 1 O, T, Ped
YIPaBJICHUIO NEPCOHAIOM
KoHcynbTauus K 9K3aMeHy
[IpomexyToUuHas aTTecTaus 27 OK3
Bcero 108 | 16 | | 34 | | 31 27
IIpumeuanue:
* ¢popmbl Tekymiero kKoHTposs ycrneBaemoctu: ompoc (O), tectuposanue (T), pedepar
(Ped).

** (popmbl mpoMexxyTOUHOM arTecTanuu: JKk3aMeH (OK3).




3aouHas hopma oOydeHHs

O06beM TUCHUILUIHHBI, YaC dDopmMma TeKky-
KonTakTHas padora LIEro KOHTPOJIs
Ne HaumeHoBaHue TeM 00y4aloIMXCs C MPenoaBaTeieM Mo ycneBaeMocTu®,
(pa3aeJioB) Bceero BH/JIaM Y4eOHBIX 3aHATHI CP TMPOMEIKYTOU-
I JIP m KCP HOH aTTeCTa-
MU
1 ITonsiTre M BUIBI JOKYMEHTOB B cepe 3. T
" | ynpaBieHusI IepCOHATIOM ’
Opranu3anoHHO-ypPaBICHYECKIE 19 1 2 16
2. | JOKyMeHTBl B cdepe ynpaBleHHS I3, T
NIepCOHAJIOM
3 JloKyMeHTBI 1o PEKPYTHHTY 13 5 10 3, T
repcoHaja 1
JIOKYMEHTBI 110 IBUYKEHUIO IIEPCOHANA:
4. | coctas, coJiep>KaHue, TIOPSIIOK 13 1 12 113, T
TIOATOTOBKH ¥ 0OPMIICHHS
JloKyMeHTBI o MIPEKPALIEHHIO
5 | TPYAOBBIX OTHOIICHUH: COCTaB, 14 2 12 3, T
cofiepKaHue, MOPSJIOK IMOATOTOBKH H
oopMIICHHUS
6. | JIokyMeHTHI 1o yU€Ty ImepcoHaia 1 3, T
JIOKyMEHTBI, OTIOCpEIyIOIINe
7. | OTHOWICHHS TIO OXpaHE Tpyda H IO 3, T
OpraHu3aIy PabOINX MECT 32 2 29
OtnenbHBIE JOKYMEHTHI,
8. | omocpeayrorue OTHOIICHHUS 1o I3, T
COLIMAJIBHOMY CTPaxOBaHHUIO
Cucremarusaniss 4 OIEPaTUBHOE
9. | xpaHenue JIOKyMEHTOB o 8 1 1 6 I3, T
YIIPaBJICHUIO MIEPCOHAIIOM
[TpomexxyTouHas aTTecTanus 9 OK3
Bcero 108 | 4 ] | 10 | | 85 9
[Ipumeyanue:
* (opMmbl Tekymero KoHTpods ycneBaemoctr: onpoc (O), rectuposanue (T), pedepar
(Ped).

** (popmbl mpoMeKyTOUHOM arTecTanuu: JK3aMeH (OK3).

Coaep:xanue TUCHUNIMHBI

Tema 1. IlonsiTHe ¥ BHABI JOKYMEHTOB B c(pepe yNpaBJIeHHS MEPCOHATOM

[lonsiTHE NOKYMEHTOB, OMOCPEAYIOIIMX IIPOLIECC YIPABIICHUS IIEPCOHAIIOM U MX KJIACCHU-
¢dukamys (1o 1eneBoil NPUHAUIEKHOCTH, IO YIIPABIEHUYECKUM 3ajjauyaM, peIaeMbIM C IIOMOIIbIO
COOTBETCTBYIOILIETO JOKYMEHTA, 10 CPOKY XPaHEHHs MO0 CTENEHU 00s3aTeIbHOCTH BEJIEHUS J0-
KyMEHTaIH1 paboToaTesIeM U T.JI.).

HopmatuBHas ocHoBa mpolecca JOKYMEHTHUPOBAaHHUS YIPABIEHUS MEPCOHAIOM (HOpMa-
TUBHBIE IIPABOBBIE aKThl OOIIETO XapakTepa: aKThl MEXIYHAPOAHOIO U (elepaabHOro ypOBHS;
aKThl CyObEKTOB (peiepaliuy; JOKaJIbHbIE HOPMATUBHbBIE aKThl; HOPMAaTUBHO-METOAUYECKAs J10-
KYMEHTAalLlMsl: HOPMATUBBI 110 JOKYMEHTUPOBAHUIO, JEIONPOU3BOACTBY U XPAHEHHUIO JTOKYMEH-
TOB, KJAcCU(UKATOPbl TEXHUKO-IKOHOMHYECKOM MH(POpPMALMU; HOPMATUBBI II0 OpPraHU3aLNU
paboThI CITyK0 yIpaBIeHHS IEPCOHATIOM).

Tema 2. OprannzanMoHHO-yNpaBJIeHYEeCKHe JOKYMEHTHI B cepe ynpasJileHUs nep-
COHAJIOM

[ToHATHE OpraHM3alMOHHO-YIIPABIEHYECKOTO JOKYMEHTa B chepe yrnpaBiIeHuUs MepcoHa-
JoM (CpaBHEHHUE C TIPAaBOBOIl KaTeropuei «IOKajabHbI HOPMATUBHBINA akT B cdepe Tpyaa»), BU-
b1, TIPABOBasi OCHOBA Pa3pabdOTKU U MPUHATHS.




CocraB, coaepxaHue, NOPSNOK MOATOTOBKM M O(QOPMIIEHHS OpraHU3alMOHHO-
YIPaBIECHYECKUX JTOKYMEHTOB (TIOJI0KEHHE O NIEpCOHANE (KOJUIEKTUBHBIN JJOTOBOP); MOJIOKEHNE
00 oxpaHe Tpyza; MpaBUia BHYTPEHHETO TPYAOBOTO paclopsKa; JOJKHOCTHAs MHCTPYKLUS;
HOJIOKEHHE O CTPYKTYPHOM IOJPA3JE€JIEHUH, IITATHOE PACIUCAHME, IOJIOKEHUE O KOMMepUe-
cKkoil TaifHe u T.1). CocTaB CipaBOYHO-MH(POPMALMOHHBIX TOKYMEHTOB MO YIPABICHUIO NEPCO-
HAJIOM (JOKJIaIHBIE 3aITMCKH, aKThI, CIPABKH, OOBSICHUTENbHBIC 3aMUCKU U 1Ip.). [Topsaok moaro-
TOBKHU U O0()OPMIIEHHUS TOKYMEHTOB Ha OCHOBE TOCYAAPCTBEHHBIX CTaHAAPTOB. ba3bl TaHHBIX MO
NEpCOHANY, BBIXO/JHbIE (DOPMBI, HCIIOJIb30BaHUE 0a3 JTaHHBIX MPU MOJATOTOBKE CIIPABOK IO Kaj-
pam.

Tema 3. JIOKyMeHTBI 110 PeKPYTHHIY MEePCOHAJIA

[TonsiTHe ¥ BUJBI JOKYMEHTOB 110 PEKPYTHHIY [I€pCOHAA.

JlokyMeHThI, opopMIiIsieMble Ha 3Tare MOMCKa MepcoHana U UX oOIIas XapakTepUCTUKA:
coJiepKaHue, MOPSIOK pa3paboTKu U MpUMEHEeHHMs (3asBKa Ha TMOUCK M OTOOp MepcoHaia, KBa-
nudUKalMOHHBIE TPeOOBAHUS K COMCKATENIO BAKaHCUH, OOBSIBICHNE O BAKAHCHUU U T.JT).

JlokyMeHTBI, opopmMiIsieMble Ha 3Tarne oTOopa MepcoHaNia U UX oOuast XapaKTepUCTHKA!
coJiepKaHue, MOPsA0K pa3paboTKU U MpUMEHEHUs (pe3toMe, aHKeTa, aBToonorpadus u T.1.).

JlokyMeHTBI, odopMIIsieMbIe Ha dTare HaiiMa repcoHalia M WX oOIIas XapaKTepHCTHKA!
coJlep’KaHue, MOPSAOK Pa3pabOTKU M MPUMEHEHUS (IOKYMEHT, YIOCTOBEPSIOUIUN JIMYHOCTH,
WHH, noxymeHT, MOATBEPKAAIOIIUN PETUCTPALIMIO B CUCTEME MHAMBHUIYAIBHOTO (MEpCOHUPU-
LMPOBAaHHOT'0) y4yeTa, JOKYMEHT BOMHCKOI'O Y4eTa, TPYAOBas KHU)KKaA, 3asBJICHUE O MpUEME Ha
paboty, TpyJI0BOU JOTOBOp, MPUKA3 O MpueMe Ha paboTy, coriacue Ha oOpabOTKy MepCOHATb-
HBIX JAHHBIX U T.].).

Tema 4. [IokyMeHTBI 10 JBHKEHHIO IEPCOHAJIA: COCTAB, CO/IEP:KAHUE, IOPSAI0K MO/I-
TrOTOBKH U opopmiaeHus (

CocraB, conepaHue, OPSI0K MOJTOTOBKH M OOPMIICHUS

[TonsATHe 1 KITaCCHUPHUKAIS TOKYMEHTOB IO JIBHKCHHIO MTEPCOHAIA.

[Tpukasel, onocpeayrIue OTHOIICHUS MO JBMXKEHHIO KaJIpOBOTO COCTaBa y paboTo-
Jatens: MOHATHE, COJepXKaHue, mporeaypa opopmiieHus (0 mepeBoje, O MPeAOCTaBICHUHU OT-
MyCKa, O MPOBEJCHUU aTTeCTallui, 00 YBOJIbHEHUH, O KOMAHIUPOBAHUHU, O MOOIIPEHUH, O MPH-
BJICUCHHH K TUCIHUIIMHAPHOW OTBETCTBEHHOCTH).

JIOKyMEHTHI K MpHUKa3aM 0 JBUKEHUIO MEepPCcoHalla: MOHATHE, COlepKaHue, IMpolenypa
odopmiieHus (3asBJICHUSA, MPEICTABICHWE Ha IPOBEJCHHE aTTECTAllMH B OTHOIICHWH KOH-
KPETHOTO pabOTHMKA, aTTECTAMOHHBIN JIUCT, IPOTOKOJIbI aTTECTALIMOHHOW KOMHCCUH, rpaduk
OTITYCKOB, aKThI (00 OTKa3€ OT MOJIUCH)).

OTuéTHBIE TOKYMEHTBHl O JBWXXCHMM INEpCOHANa: MOHATHE, BHUJBI, COJEp)KaHHE, 0CO-
O6eHHOCTH 0hopMIICHHS (CIIpaBKa O TEKy4eCTH MEPCOHaIa, 0030p MO Kaapam, OTU4éT 00 YBOJIECH-
HBIX paOOTHHKAX).

Tema S. JIoKyMeHTBI 10 NPEKPALUEHUIO TPYAOBBIX OTHOLIEHMI. COCTAB, COAEPIKa-
HHUe, MOPSA0K MOATOTOBKHU U 0opMJIeHHSs

Cocras, coaepxaHue, HOPAA0K MOATOTOBKU M 0(OpMIIEHUS

[TonsaTHe n KITaccupUKaIUs TOKYMEHTOB 10 TIPEKPAIIEHUIO TPYIOBBIX OTHOIIICHUH .

[Ipukaspl, ONMOCPEAYIOUIME OTHOIIEHUS IO MNPEKPAIICHUIO TPYAOBBIX OTHOLICHUH C
MIEPCOHAJIOM Yy paboToaaTes: MOHATHE, CoAepKaHue, mpouenypa opopmiieHus (00 yBOJIbHEHUN
M0 WHHUIMATHBE pa0OTHHWKA, 10 WHHIMATHBE pabdoTodarenisa, IO OOCTOSTEIbCTBAM,
HE3aBHUCAIIMM OT BOJH CTOPOH).

JIOKyMEeHTBl K TpHUKa3aM [0 MPEKpalleHUI0O TPYAOBBIX OTHOIIEHUH: TMOHSTHE,
coJiepKaHue, mporeaypa opopMIIeHHUs (3asiBIICHUS, COTIIAIICHUSI CTOPOH, CITY)KEOHBIE 3aliCKH,
OOBSCHUTENBHBIC 3alUCKH, aKThl (00 OTKa3e OT MOANUCH, O HAPYIICHHAX pPaOOTHHUKOB)),
JUYHBIE KapTOUKH T2, Tpy1OBBIE KHMKKH.



Tema 6. JloKyMeHTHI 110 Y4ETYy nepcoHaJIa

[TonsTHE, OCOOCHHOCTH ¥ BH/IBI JOKYMEHTOB IO YUETY KaJpOB.

JInuHast kKapTo4yKka pabOTHHKA KaK 00s3aTENbHBIA JOKYMEHT 10 y4eTy KaJIpoB: HOHATHE,
0COOEHHOCTH O(POPMIICHUS, BUIBI.

JInuHoe neno Kak HeoOs3aTeNbHbIN JOKYMEHT 10 YYeTy KaJIpoB: MOHATHE, OhopMIIeHHE
U BeJICHHUE JIMYHBIX JIeI (I0che) cOTpyMHUKOB. COCTaB JOKYMEHTOB JIMYHOTO JIEJIa.

OdopmiieHre u BeieHUE TPYAOBBIX KHIDKEK U BKJIABIIICH K HUM.

[IpaBuna perucrpaiyy U HHASKCUPOBAHUS KaJPOBBIX TOKYMEHTOB.

PerucrpanimoHHO-KOHTPOIBHBIE (OPMBI (TPaTUIMOHHBIE W aBTOMaTH3UpoBaHHbIE). Co-
CTaB PEKBHU3HTOB (TOJICH) TSI PETUCTPAIIUN PA3IMYHBIX BUIOB JOKYMEHTOB M TOPSJIOK UX 3a-
nonHeHus. OpraHu3anusi KOHTPOJS 32 CPOKAMHM M KayeCTBOM HCIOJHEHHUS IOKYMEHTOB II0
YIIPaABJICHUIO TIEPCOHAIIOM.

Tema 7. JlokyMeHTBI, omocpeaylinye OTHOILIEHHUSI MO OXpPaHe TPyAa U 10
OpraHu3anuu padounx MecT

[TonsiTre, 0cCOOEHHOCTH W BUABI IOKYMEHTOB MO oxpaHe Tpynaa. OOmias xapakTepucTHKa
OCHOBHBIX JIOKYMEHTOB TI0 OXpaHe Tpyzda, pazpadaTeiBacMbIX U 0hOpMIIIEMBIX paboTOAATEIEM:
conepkanue, crneurnduxka ohpopMieHus (JOKYMEHTHI, OMOCPEAYIOIIUE MPOLEAYPY U Pe3ylbTaT
o0ydeHHus 1o OXpaHe TpyAa W MPOBEACHMs NMPOBEPKU 3HAHUN M IMpaBUJl OE30MACHOCTH TpyAa
(MpOTOKOI, XKypHAJIBI ydeTa MPOBEPKH 3HAHUM, YJOCTOBEPEHHE O MPOBEPKE 3HAHUN, HOPM U
HpaBI/IJI), HaIlpaBJICHUC HA o0s13aTeNIbHbBIE MCIUIIMHCKUEC OCMOTPBI: IPEABAPUTCIbHBIC, IICPUOA -
YyecKue, MCUXMATPUUYECKOE OCBUIETEIbCTBOBAHUE; OCYILECTBICHHE MPEIPECOBBIX OCMOTPOB.
CriennanpHasi OIEHKA YCJIOBUH TpyJa: MOPSAOK MPOBEACHUS, JOKYMEHTAIbHOE O(hOpMIICHHE.
HecuacTHblif cnyyail Ha MpOM3BOACTBE MECTE: MOHITHE, MPOLEAypa y4eTa U paccieOBaHUs,
O0COOEHHOCTH JOKyMEHTUpOBaHHs. O0s3aTeNbHbIE MEAUIIMHCKHE OCMOTPBI: KaTeropuu padoT-
HUKOB, MOJICKAIIUX OCMOTPY, MOPSIOK HANpPaBICHUS W MPHUHATHS PEIICHUs MO pe3ylibTaraM
OCMOTPOB.

Tema 8. OTaenbHbIe TOKYMEHTBI, OMOCpPENYIOIIHE OTHOIIEHHS MO CONUATBHOMY
CTPaxoBaHUIO

[lonsiTe M BUIBI JOKYMEHTALUU B c(epe COLUaIbHOTO CTpaxoBaHHUA, ohopMIsieMble
ciyx00i1 ynpaBlieHUsI IEPCOHAIIOM.

Conepxanne 1 0coOeHHOCTH 0GOPMIICHHS pad0TOIaTeIeM JOKYMEHTAIIMH TI0 COIUalIb-
HOMY CTpaxoBaHHIO (OONBHUYHBINA JIMCT, 3asiBKa HA MPEJOCTaBICHUE MYTEBOK HA CaHATOPHO-
KYpPOPTHOC JICUCHUC, NOKYMCHTBI O IMPOAOJIKUTCIIBHOCTU CTa)Ka, B TOM YHMCJIC CIICHHUAJIBHOIO 1
T.1.). OcymiecTBnenue npoduiakTuueckux mep 3a cuet cpencts OCC.

Tema 9. CucremaTusanus M onepaTHBHOE XPaHEHHE JOKYMEHTOB 0 YIIPABJICHHIO
NEePCOHAJIOM

Homenknatrypa nen cinyxObl ymnpaBiaeHHs nepcoHasoM. Ilopsaok MOATOTOBKH,
coctaBieHus U opopmienus. [lpumepHas HoMeHKIIaTypa Jel.

OmnpeneneHne CpOKOB XpaHEHUSI JOKYMEHTOB 110 YIIPABJICHHUIO IEPCOHAIIOM.

dopMupoBaHue el ¢ JOKYMEHTaMHU 110 YIPABICHHUIO IEPCOHATIOM.

OnepaTuBHOE XpaHEHUE JOKYMEHTOB II0 YIPABIECHUIO IEPCOHAIOM, OJKCIEpTU3a
LIEHHOCTH, MOATOTOBKA K Iepeaayue B apXUB OpraHU3aliHy.

4. MaTepuajbl TEKYIEro KOHTPOJISl ycrieBaeMocTH 00y4yaromuxcs 1 GoH/I OLeHOYHbIX
Cpe/ICTB MPOMEKYTOUYHOM ATTeCTALMY MO JUCHUIITIHHE
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4.1. ®opMbl W METOALI TEKYIIETO KOHTPOJIA YCIEBAEMOCTH U IPOMEKYTOUHOM
aTTECTALUU.

4.1.1. B xonme peammzanuu aucuumuinebl: b1.0.26 «JlokyMeHTalmMOHHOE oOecIredeHue
VIPaBICHUS IEPCOHAJIOM» HCIHONB3YIOTCS  CIEAYIONIME METOAbl TEKYIIEro KOHTPOJIS
yCIIEBAEMOCTH 00YJarOIIMXCS:

Tema (paznen) MeTo/bl TEKYIIEro
KOHTPOJIS
yCIIEBAEMOCTHU

Tema 1. [lonatne W BHUABI JOKYMEHTOB B cdepe yHpaBiIeHUs ompoc
IIEPCOHAJIOM

Tema 2. OpraHu3anvoOHHO-YIIpaBI€HYECKHE JOKYMEHTH B  cdepe oIpoc
YIPAaBICHUS IIEPCOHAIOM

Tewma 3. JIOKyMEHTBI 110 pEKPYTUHIY IIEpCOHAJIA ompoc

Tema 4. JIOKyMEHTBI 110 JABMXKCHHUIO IIEPCOHANA: COCTaB, COAEPIKAHME, | OIPOC, TECTUPOBAHUE
MOPSAOK NOATOTOBKH U 0(hOpMIICHUS

Tema 5 JIOKYMEHTBI 110 TPEKPALLEHUIO TPYAOBBIX OTHOIIEHHUH: COCTaB, OIIpocC
coziepKaHue, OPsI0K OATOTOBKH U 0(OpMIICHHUSI

Tema 6. JIOKyMEHTBHI 110 y4€Ty nepcoHaIa onpoc

Tema 7. JIOKYMEHTBI, OIIOCPEAYIOIUE OTHOLICHHS IO OXpaHe Tpyha U OIIpoC
110 OpraHu3aluu padoyux MecT

Tema 8. OtnenbHble JOKYMEHTBI, OINOCPELYIOIIME OTHOLICHMS I10 OIIpocC
COLIMAJIbHOMY CTPaxOBaHUIO

Tema 9. Cucremarnsanyss 1 ONEPATUBHOE XPAaHEHHE ITOKYMEHTOB IO | OIPOC, TECTUPOBAHHUE,
YOPaBJICHUIO IEPCOHAIIOM 3amuTa pedepara

3aounas hopma o0ydeHUS

Tema (pa3zaen) MeToabl TeKyIIero
KOHTPOJIS
yCIIEBAEMOCTHU
Tema 1. [lonsiTve w BUIBI JOKYMEHTOB B cdepe ympaBieHUs Beinonnenune
[IEPCOHAJIOM IIPAKTUYECKUX
Tema 2. OpraHu3alvOHHO-yIPaBIEHUYECKHEe JOKYMEHTHl B  cdepe | 3alaHuii, TECTUPOBAaHHE
YIPaBJICHHS IEPCOHATIOM 3HAaHUU
Tema 3. JIOKYMEHTBI 110 PEKPYTUHI'Y IIEPCOHAJIA
Tema 4. JIOKyMEHTBI IO JIBUJKEHHIO IEPCOHANa: COCTAB, COAECPIKAHUE,
MOPSA0K NOATOTOBKH U 0(hOpMIICHUS
Tema 5 JIOKyMEHTBI 110 NPEKPALEHUIO0 TPYAOBBIX OTHOIIECHMI: COCTaB,
cofiepKaHue, NOPsI0K MOATOTOBKU U 0(OpMIICHHSI
Tema 6. JIOKyMEHTBI 110 YUETY NepCcoHAIA
Tema 7. JIOKyMEHTBI, OIIOCPENYIOLIME OTHOLICHHUS 10 OXpaHe TpyAa U
110 OpraHu3aluu paboynx MecT
Tema 8. OtnenbHblEe JOKYMEHTBI, OIOCPENYIOIIME OTHOLIEHMS 110
COLIMAJIbHOMY CTPAXOBaHUIO
Tema 9. Cucremarnsanuss 1 ONEPATUBHOE XpaHEHUE JOKYMEHTOB IO
YIPABJICHHUIO IEPCOHAIIOM

4.1.2. Dx3aMeH TPOBOJUTCS C MPUMEHEHHEM CIEAYIOIINX METOJOB (CPEICTB): B YCTHOM
dbopMe 1o BOIpocaM U 3aJaHUsIM.

4.2. Marepuaibl TEKYIIETO KOHTPOJIS YCTIEBAEMOCTH.
[IpenonaBarens OIEHUBAET YPOBEHBb MOJTOTOBICHHOCTH OOYYAIOMIMXCS K 3aHATHIO IO
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CIIETYOIIMM TIOKA3aTeIsIM:
- YCTHBIC OTBETHI HA BOIIPOCHI IMPCIIOAABaTECIIA 11O TCMC 3aHATUA,
- BBICTYIUICHHE 110 BOIIPOCAM K OIPOCaM,
- 3amuTa pedepara,
- KOJIMYECTBO TPABHILHBIX OTBETOB MIPU TECTHPOBAHHUH,
- IOITOTOBKA pedepara.

Kpurepun onieHnBaHust OTBeTA:

- CTENIEHb YCBOCHHUSI IOHATHI U KaTeropui 1o TEME;

- yMEeHHE paboTarh ¢ JOKYMEHTAJIbHBIMHU U JIUTEPATYPHBIMU UCTOUHHUKAMH;

- TPaMOTHOCTb U3JI0KEHHS Marepuaa;

- CAMOCTOATENBHOCTD PabOoThI, HANUYHE COOCTBEHHOW 000CHOBAaHHOM MO3UIUH.

KpI/ITepI/II/I OLICHMWBAaHUA BBIIIOJIHCHUA TECTA:
- IPpaBUJIbHOCTb OTBCTOB HA BOIIPOCHI TCCTA.

Kpurepuu ouenuBanus pedepara:

- [IOJIHOTA PAaCKPBITUS TEMBIL;

- HaJIM4YMe apryMeHTUPOBAaHHON aBTOPCKON MO3ULINY;
- yMeHHe paboTaTh ¢ UCTOYHUKAMHU U JIUTEPATypOil;

- IPaBUIILHOCTH OhopMileHus pedeparta.

OrleHka 3HAHWN, YMCHHH, HaBBIKOB MPOBOTUTCA HA OCHOBE OaJJIbHO-PEUTHHIOBOM
cuctemsl 70% u3 100% (70 6ammo u3 100) - BKIag mo pe3yibTaraM MOCEIaeMOCTH 3aHSATHH,
AKTMBHOCTH Ha 3aHATHSX, OTBETOB Ha BOMPOCHI MPEIOIaBaTe sl B XO/I€ 3aHATHS, 10 Pe3y/IbTaram
MIPOXOXKICHHS TECTUPOBAHUS, 3alTUTHI pedepaTos.

Jetanu3amuss Oa/ulOB M KPUTEPUH OIEHKH TEKYIIEr0 KOHTPOJSA YCIIEBAEMOCTH
YTBEPXKIACTCS Ha 3aceaHiK Kaeaphl.

TumnoBblie OLleHOYHbIE MarTrepuaJbl
BOl'[pOCbI IJIS MOATOTOBKHM K OIIpoCaM 1o TeMaM:

Tema 1. IloHsAiTHE ¥ BU/ABI JOKYMEHTOB B c(hepe ynpasJieHHsl 1ePCOHATIOM

1. HopmaruBHas ocHOBa mpolecca JOKYMEHTHUPOBAaHUS YIPaBICHUS MEPCOHAIOM
(HOpMaTHBHO-TIPABOBBIE AKTHI OOIIETO XapaKTepa.

2. AKTBHI MEXIyHapOJHOTO H (heepaibHOTO YPOBHSI.

3. AKTHI cyOBEKTOB (esiepalui; JOKaIbHbIe HOPMATHBHBIEC AKTHI.

4. HopmaTuBHO-MeTOMYECKass JOKYMEHTAIUsl: HOPMAaTUBbI MO JTOKYMEHTHPOBAHHUIO,
JIENIOTIPOU3BOJICTBY U XPAaHEHHMIO JOKYMEHTOB, KJIacCU(UKATOPBI TEXHUKO-3KOHOMUYECKOH HH-
dbopManuu; HOpMaTUBBI [0 OPraHU3aLUU PAOOTHI CIIYKO YIIpaBICHUSI IEPCOHATIOM).

5. IlonsATue u BUIBI JOKYMEHTOB B c(epe yIpaBieHHs IEPCOHATIOM.

6. VYaudumupoBanHbsle (HOPMBI JTOKYMEHTOB IO YIPABJICHUIO TEPCOHAIIOM: TOHSTHE,
BUJIbI, 001I1as XapaKTEePUCTHKA.

7. HopmaruBHast ocHOBa npoliecca JOKYMEHTHUPOBAHUS YIIPaBICHUSI IEPCOHATIOM.

8. JlokyMeHTHpOBaHHE KaJpPOBOH JEATEIbHOCTH B COBETCKUI MEPUOJI: 001Iast XapaKTe-
pHCTHKA.

9. JokymeHTupoBaHue npoxoxaeHus ciayx0osl B XV-XVII Bekax.

10. JIokyMeHTHpOBaHHE MPOXOXKIACHHUS TOCydapcTBEHHOUN ciyxO0bl B Poccunm B XIX —
Hauyane XX Beka.

11. JoxymeHTupoBaHue mpoxoxaeHus ciayxxosl B XVIII Beke.

Tema 2. OpraHu3auHOHHO-YNpPaBJieHYeCKHEe JOKYMEHTHI B cdepe ynpaBjieHHs
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NepPCOHAIOM

1. Tlonoxenue o MepcoHaNe U KOJUICKTUBHBINA JOTOBOP: MOHATHE, KPUTEPUU CXOJICTBA,
CTPYKTYpa, IpoIeypa pa3padOTKH U YTBEPKICHUSI.

2. JlomkHOCTHAs WHCTPYKIUS: MOHSATHE, CTPYKTypa, Mpoieaypa pa3paboTKu, yTBEp-
HKJICHUSI.

3. OpraHu3aliMOHHO-YIIpaBIIEHYCCKas OKyMEHTalus B cdepe ympaBlieHUs TEpCOHA-
JIOM: BUJIbI, KpaTKasi XapaKTePUCTHKA.

4. TlpaBuia BHYTPEHHETO paclopsiika OPraHU3AIMH: TIOHATHE, CTPYKTYypa, MPOoIeaypa
pa3paboTKH.

5. TlonoxeHne o CTPYKTYPHOM TMOJAPA3JCIICHUU: TIOHATHE, MPOIEaypa pa3padOTKH,
YTBEPIKICHHSL.

6. Cmyx0a ynpaBieHUs IMEPCOHATIOM: CTPYKTYpa, 3aaauu, GyHKIuu. O0Imas xapakTe-
pucrtuka [lonoxeHus o ciryx0e yrpaBiIeHUs IEPCOHATIOM.

7. IllTtatHOe pacmucaHue: CTPYKTYpa, Mpoleaypa pa3paboTKu, yTBEPKICHUs, BHECEHUS
W3MEHEHUH Y NOIOJHEHUH.

Tema 3. JIoKyMeHTBI 10 PeKPYTHHTY MepPCcoOHAJIAa

1. JloxyMeHTHI [10 peKpYTUHIY [I€pCOHaa: MOHATUE, BUJIbI, 00Iasi XapaKTEepUCTHKA.

2. JloxymMeHTHpOBaHHE MPOLIETYPhl USMEHEHUS TPYAOBOIO JOTOBOPA.

3. JlokyMeHTHpOBaHHE IpoIecca MPeKPameHHs TPYAOBBIX OTHOIICHUHN C paOOTHUKOM.

4. TpynoBoil 1OroBop M JOMOJHUTEIHLHOE COTJAIICHHE K TPYAOBOMY JOTOBOPY: MOHS-
THE, COJIepKaHUE, IPOLEAYpa 3aAKITOYECHU.

5. JloKyMeHTHI O peKpyTHHTY MepcoHalna, popMupyembie Ha 3Tare 0T0opa nepcoHaia.

6. JIOKyMEHTHI O PEeKPYTHHTY TepcoHana, popMUpyeMbIe Ha 3TaIle MOMCKa IIePCOHAa.

Tema 4. lIokyMeHTBI 10 IBHKEHHIO MIEPCOHAJIA: COCTAB, CO/IePKaHuUe, OPSAAOK IO/]-
TOTOBKHM U 0(pOPMJICHUA

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

2. JIoKyMEeHTUpOBaHHE IIpoliecca MPOBEICHHs aTTeCTAlUH.

3. OtdeTHBIE JOKYMEHTHI MO JBIKCHHIO KAJPOB: MOHSATHE, BHIBI, CTPYKTYypa, MpoIe-
nypa pa3pabOoTKU U YTBEPKICHHUS.

4. Vder u XpaHEHUE TPYAOBBIX KHIKEK U BKJIAJBILICH K HUM.

5. JIOKyMEeHTHI 10 JBM)KEHHUIO KaJpOB: COCTaB, 00Iasi XapaKTepUCTUKA.

6. JIOKyMEHTHI K MpHUKa3aM IO ABMKESHHUIO KaJpOB: MOHATHE, BUIBI, O0IIast XapaKTepH-
CTHKaA.

7. JlokxymMeHTHpOBaHME ITpoliecca KOMaHINPOBAHUS pAOOTHUKOB.

8. JlokyMeHTupOBaHHE IIpolecca NPea0CTaBICHHS OTITYCKOB.

Tema 5. JIokyMeHTBI N0 NpPeKPALIEHUI0 TPYAOBLIX OTHOLIECHMIi: COCTaB, COdEPHKa-
HHE, IOPSAOK MOATrOTOBKH U o0opmiieHHs

1. JIoKyMeHTHI, OTIOCPEAYIOLINE MPEKPALICHUE TPYAOBBIX OTHOILECHHI: TIOHATHE, BUIIBI,

COJZIep/KaHue.

2. JloKkyMeHTHpOBaHHE Ipoliecca MPEeKpalieHus TPYJIOBbIX OTHOIIEHUI: o0mue moio-
JKECHMUSI.

3. JloKyMEeHTHpOBaHHE MpOLecca MPEKPAIICHUs TPYAOBbIX OTHOLICHUI IO HHUIIMATUBE
paboTHHKA.

4. JIoKyMEHTHpOBaHHE Mpoliecca MPEKPALICHUs TPYAOBbIX OTHOIICHUN 110 MHUIIUATHBE
paboTonaTens.

5. JloKkyMeHTHpOBaHHE Mpolecca MPEKPAIIEHUs TPYAOBBIX OTHOLIEHUH IO 00CTOSATEINb-
CTBaM, HE3aBUCAIIIUM OT BOJIKM CTOPOH.

Tema 6. JIokyMeHTBI 0 Y4ETY MepcoHaIa
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1. 3amomHeHHE TPYIOBBIX KHIDKEK: BHECECHHE CBEICHUI 00 M3MEHEHUH U MTPEKpaIICHUH
TPYZOBOTO JOTOBOpA.

2. JluyHasi KapTOYKa Kak 00sA3aTeNbHBIA IOKYMEHT TI0 YYeTy KaJpOB: MOHATHUE, TIPOIIC-
JIypa 3aroJHEHHUS.

3. JIOKyMEHTHI 10 yYeTy KaJpOB: MIOHSITHE, BUbI, CTPYKTYpa, TPoIeypa OQpOpMICHHS.

4. Vu4er u XpaHEHHE TPYAOBBIX KHWKEK U BKJIAJBILIEH K HUM.

5. OdopmieHue u BeJIcHHE TPYIOBBIX KHIDKEK W BKIAJBIIICH K HUM: O0INasi XapakTe-
pucTHKa.

6. 3amosiHeHHE TPYAOBBIX KHIDKEK: BHECCHHE CBEIICHHH O paOOTHHKE, BBITOIHSIEMOMN
pabote, MOOIIPEHUSIX.

Tema 7. JlokyMeHTBI, OMOCPeAyIOIlMe OTHOLIEHUSI MO OXpaHe TPyAa H IO
OpraHmM3aunuu pado4ux MecT

1. Tlomoxenwe o cimykOe OXpaHbl Tpylda, MHCTPYKIMH IO OXpaHEe TPyJa: IMOHSITHE,
CTPYKTYpa, IpoIieaypa pa3paboTKH U YTBEPIKICHUS.

2. JIoKyMeHTHI 10 OXpaHe Tpyja: MOHATHE, BUJBI, MPoLeaypa pa3paboTKu U MpUMEHe-
HHSL.

3. CnenuaiibHas OIICHKA YCIIOBUH TpyJa: MOHSATHE, TPABOBAsi OCHOBA JJIS TIPOBEACHHSI,
0COOCHHOCTH IOKYMEHTO000pOTA.

4. MenuuuHCKHE OCMOTPBI: IPEIBAPUTEIbHBIC, IEPHOMICCKHUE.

Tema 8. OTtaesibHBIE JOKYMEHTBHI, ONOCPeIyIOLHE OTHOLIEHUS] 1O CONHAIBLHOMY
CTPAXOBAHMIO
[Mopsimok oopmierns mocodus o BpeMEHHON HETPYAOCIOCOOHOCTH
[Topsinok oopmieHus oTycka no 6epeMeHHOCTH U poJiamM
[Mopsimox oopmIIeHHUs OTITYCKa IO YXOIY 332 peOSHKOM
IIposenenne COVYT 3a cuer cpencts PCC
[IpnoGperenune cpeacTB MHANBUIYATIbHOM 3a1nThI 3a cueT cpeacts CC
[TpuoOperenue ankorectepos 3a cuet cpeacts PCC.
EnunoBpemMeHHble TOCOOUS MTPHU POKICHUHN peOeHKa, CMEPTH pabOTHHKA.

NoookrwnpE

Tema 9. CucremaTu3aums ¥ onepaTHBHOE XpPaHEHHE JOKYMEHTOB 110 YIIPaBJICHHIO
NepPCOHAIOM

1. Cucremarusanusi TOKyMEHTOB IO YIPABJIEHUIO IEPCOHAJIOM, OIEPAaTUBHOE XpaHE-
HUE.

2. DKcrepTr3a HEHHOCTH JOKYMEHTAIMH, TOJrOTOBKA JeT K Iepeiadye B apXHB.

3. Perucrpanus u uHAeKcanus JOKyMEHTAIMU 110 YIIPABICHUIO TIEPCOHAIIOM, KOHTPOJIb
MCIIOJTHEHHUSI.

4. CnpaBoyHO-MH(POPMATUBHBIE JOKYMEHTBHI IO YHPABICHUIO MEPCOHAIOM: IOHATHE,
BH/IbI, O0IIIasi XapaKTePUCTUKA.

5. Cpoku XpaHEHHs JOKYMEHTOB.

6. VYHHUYTOXEHHE JOKYMEHTOB C UCTEKIIUM CPOKOM XPaHEHHUSI.

Temsl pedeparon

1. IraTHOe pacmucaHue: CTPYKTypa, MpoIeaypa pa3padOTKH, YTBEPKICHUSI, BHECEHUS
W3MEHEHMI U IOMOJHCHUH.

2. JIOKyMEHTHI 10 peKPYTHUHTY IepCOHaNA: TIOHITHE, BU/IbI, 00IIash XapaKTEPUCTHKA.

3. JloxymeHTHpOBaHME MPOLETYPhl U3MEHEHUS TPYIAOBOTO JOTOBOPA.

4. JlokyMEeHTHpPOBaHHE MPOoIlecca MPEKPAIICHHUS TPYIOBBIX OTHOMICHUN ¢ paOOTHUKOM.

5. TpynoBoii JOTOBOp U JOTOTHUTEIHHOE COTJIANIEHUE K TPYIAOBOMY JOTOBOPY: MOHSI-
THE, COJIEpKaHUE, MPOLEIypa 3aKIIOUCHHUS.
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6. JIOKyMEHTHI 110 peKPYTHHTY MepcoHana, popMupyembie Ha dTane oToopa nmepcoHania.
7. JIOKyMEHTHI IO PEKpYTHHTY MepcoHana, popMupyeMble Ha 3Tare MoucKa MepcoHaa.
8. Ilpukasbl Mo ABMKEHUIO KaIPOB: MOHSATHUE, BUJIBI, COIEPIKAHUE.

9. JlokyMeHTHpOBaHHUE MpOIIecca MPOBEACHUS aTTECTAIHH.

10. OT4eTHbIE JOKYMEHTHI 110 JIBUKEHHUIO KaJPOB: MOHITHE, BUBI, CTPYKTYpa, MPOLIETY-
pa pa3paboTKU U yTBEPKACHUSI.

11. Vder u XpaHeHHEe TPYJAOBBIX KHMKEK M BKJIAJIbIIICH K HUM.

12. JIokyMeHTBHI 110 IBHKEHHIO KaJpOB: COCTaB, O0IIast XapaKTePUCTHKA.

13. JlokyMeHTBI K IpHKa3aM MO ABMKCHHUIO KaJpPOB: MOHATUE, BUbI, 0011as XapaKTepH-
CTHKA.

14. JTokymMeHTHpOBaHUE MpoIiecca MPEeKpaIeHUs! TPYAOBbIX OTHOUICHUH ¢ paOOTHUKOM.

15. JlokymMeHTHpOBaHUE MPOIiecca KOMAaHANPOBAHUS paOOTHUKOB.

16. JlokymeHTHpOBaHHE TTpOLIecca MPEIOCTABICHHUS OTITYCKOB.

17. Tlocobue Mo BpeMEHHOH HETPYIOCIIOCOOHOCTH U 1O OEPEeMEHHOCTH M POJiaM: TIOHS-
THE, 0CO0EHHOCTH 0(OPMIICHUS U BBITUIATHL.

18. TleHcun: MOHSATHE, BUIBI, OCOOCHHOCTH JOKYMEHTO0O0pOoTa mpu odopmiieHuu pado-
TOJIaTeJIeM.

19. Cucremaruzamusi JOKyMEHTOB IO YIPABJICHUIO NMEPCOHAIOM, ONEpAaTHBHOE XpaHe-
Hue. DKCIepTHU3a LIEHHOCTH TOKYMEHTAIMH, MOJAr0TOBKA JIe] K Iepeayue B apXuB.

20. Perucrpanus u mHAEKCAIUS JOKYMEHTAIMH 10 YIIPABICHHUIO TIEPCOHAIIOM, KOHTPOJIb
UCTIOTHEHHUSI.

21. CrnpaBo4HO-HH(POPMATUBHEIC TOKYMEHTBHI IO YIIPABICHHUIO TICPCOHAJIOM: IMOHSITHE,
BU/IbI, OOIIIasi XapaKTePUCTHKA.

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

23. OOmias xapakTepUCTHKA CIY>KOBbI yIIPABICHUS IEPCOHATIOM.

24. JIoMmKHOCTHBIC HHCTPYKIIMH COTPYTHHKOB CITY>KOBI YIIPABICHHUS.

25. JlokyMeHTHUpOBaHUE ACSITEILHOCTH 10 YIPABICHUIO IEPCOHATIOM.

Bonpocsl 11st caMOCTOATEILHOM padoThI:

1. TlonsTue u BUJBI TOKYMEHTOB B cepe yIpaBiIeHUS IIEPCOHATIOM.

2. VYHuduuupoBaHHble (HOPMBI TOKYMEHTOB IO YHPABJICHUIO MEPCOHAIOM: TOHSTHE,
BH/IbI, OOIIIasi XapaKTePUCTUKA.

3. HopmaruHas ocHOBa Iporecca JOKYMEHTUPOBAHMsI YIIPaBJIECHUS TIEPCOHAIOM.

4. JIoKyMEHTHpOBaHHUE KaJpOBOH NEATEIHLHOCTH B COBETCKUMN MEPHO/: O0IIas XapaKTe-
pHCTHKA.

5. JloxymentupoBanue npoxoxaeHus ciayxosl B XV—XVI| Bekax.

6. JloKyMEeHTHpOBaHHE MPOXOXKJIEHHUs rocynapcTBeHHon ciyx0sl B Poccun B XIX —
Hayane XX Beka.

7. JlokymeHTHpoBaHue npoxoxkaeHus ciyxOsl B XVIII Beke.

8. TlomoxeHme 0 mepcoHalle M KOJUICKTHBHBIN JOTOBOP: MOHITHE, KPUTEPUH CXOJCTBA,
CTPYKTYpa, poLueaypa pa3paboTKU U YTBEPKICHUS.

9. JloikHOCTHAs WHCTPYKIUS: MOHSATHE, CTPYKTypa, MpoIeaypa pa3paboTKh, yTBEp-
KJICHUS.

10. OpraHu3annOHHO-yTIpaBICHYECKas JOKyMEHTAaus B chepe ympaBiIeHHs TepCoHa-
JIOM: BUJIbI, KpaTKasi XapaKTepUCTHKA.

11. IlpaBuna BHYTpEHHEro paclopsKa OpraHU3alUM: MOHATHE, CTPYKTYpa, Ipolerypa
pa3paboTKu.

12. TlomoxkeHHE O CTPYKTYpHOM TOJpa3JCICHUU: TOHATHE, Tpoleaypa pa3paboTKH,
YTBEPXKICHHSL.

13. Cuyx0a ympaBieHHUs TIEPCOHANIOM: CTPYKTYpa, 3aaa4yu, GyHkuu. OOmas xapakre-
puctuka [lonoxenus o ciyx0e ynpaBieHUs IEPCOHATIOM.
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IIpumepHbIe TecTOBbIE 32aHUsI AJISl TEKYLIEr0 KOHTPOJIS 00y4YalommXxcst

Tema Ne 4 JlIokyMeHTBI 110 IBUKEHUIO NIEPCOHAJIA: COCTAB, COMEP:KaHUEe, MOPATOK
MOATOTOBKH U 0(hOpMJIeHUS

1. IIpuem Ha padory
1.1. Hanumurte o0mmid mopsimok o¢dopMJeHHsI JTOKYMEHTOB IpH NpHeMe Ha
padory

1.2. JlokymeHTBI, HpeabsiBisieMble Mpu o(opMJIeHHN mpHeMa Ha padoTy
(YkaxuTe JIMIIHee)

a) macrnopr

0) TpymoBasi KHHXKKa

B) CTPax0BO€ CBUJIETEIHCTBO T'OCY/IAPCTBEHHOI'O IEHCUOHHOTO CTPAXOBaHUs

') JOKYMEHTBI BOMHCKOTO y4eTa

1) IOKyMEHT 00 00pa30BaHUH

€) XapaKTepUCTUKA C MOCJIeIHero MecTa padoTsbl

7K) CBH/IETEJbCTBA 0 POXKICHNH pedeHKa

1.3. Ecau padoTHHK YTPaTHJ TPYAOBYK) KHHMKKY, OH MOKeT OOpaTUThCS B
NMUCbMEHHOM BH/I€ ¢ IPOCL00ii 0()OPMUTH TYOIUKAT (YKAKUTE JIHIIHEe)

a) K paboTOoaTeIIO 110 TIOCIEAHEMY MECTY paboTHI 3a opopmiieHuEM TyOnrKara

0) k padoroaareiro, K KOTOPOMY NOCTyIaeT Ha padoTy

B) B TPYI0BYI0 HHCIIEKIIMI0, KYIMB HOBBbIN 0/1aHK B KHOcke Pocneuarn

14. Kyna 3aHocATcs CBeleHUsI O IpreMe Ha padoTy (yKaKuTe JIMIIHee)
a) B TPYZIOBYIO KHIKKY

0) B kapTouky T-2

B) B KHUT'Y y4eTa JABU:KeHHUS TPYAOBbIX KHUKEK M BKJIAJbIIIEH K HUM

r) B Tabdesb yueTa pabo4yero BpeMeHu

1) HAa NH(POPMAIMOHHBIH CTEH/I OPTAaHM3ALMH B BHe IPUKAa3a

1.5. Ilpu npueme Ha paGoTy padOTHHMK I0/I’KEH pacnucaTbes (YKaKuTe JUIIHee)
a) B TPYI10BOM J10r0OBOpe

0) B mpukase o0 npueMe Ha padorty

B) B XapaKTEpUCTUKE

r) B KapTouke no ¢popme T-2

1.6. TpynaoBasi KHMAKKA NOCJe IPHeMa Ha padoTy XpaHUTCS:
a) y paboTHUKa

0) y pyKOBOAMTEIS OApA3/IeNeHHs], Kyla IPUHAT paOOTHUK

B) B Ka/JIpOBOii ci1yxoe

I') y CeKpeTapsi JupeKTopa

1.7. Ecau paGoTHHK NPpUHMMAaeTcsl Ha padoTy BIepBble, TO TPYIOBYI0 KHHKKY
A0JKeH 0(popMUTH:

a) padoroaareJib 3a CBOi c4er

0) paboromarenb, B ciydae NpHOOpPETeHHs OJIaHKa TPYAOBOM KHIKKH PaOOTHHUKOM
CaMOCTOSITENIbHO

B) paboToaaressb, MOIy4YuB ¢ paOOTHHKA IJIaTy 3a OJaHK TPYAOBOM KHUXKHU

OrTka3 B npueme Ha paboTy
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18. Kakme u3 0TKa30B B 3aKJIOYEHHH TPYIOBOr0 JOroBOpa SIBJISIOTCS
HE3aKOHHBIMM:

a) B CBSI3U € OTCYTCTBHEM PerucTpPaluM M0 MecTy NpeObIBaAHUA;

0) B CBSI3W C HU3KOH KBaTH(PUKAIICIH,

B) B CBSI3U C HApYlIeHHMEeM TPeOOBAHU OCTAHOBKH HA BOMHCKHMI y4eT;

T') B CBSI3M C OTCYTCTBHEM COOTBETCTBYIOIINUX 3HAHUHN M ONBITA PAOOTEHI.

1.9. He saBasieTcs 00s13aTeJILHBIM NIPU PpUeMe HA padoTy:
a) HanMcaHue pa00OTHUKOM 3asiBJICHHS O IpUeMe Ha padoTy;
0) 3aKJIIOUEHHE TPYAOBOTO JOTOBOPA;

B) U3JIaHUE TTPUKa3a (pacropsuKeHHsI) 0 IpueMe Ha padoTy;

r) opopmiteHrE TPYIOBOM KHIKKH;

1) opopmileHHE JIMYHOTO J1eJia.

1.10. TIIpu nmpueMe Ha paGoOTy MCNIBLITAHHE MOTYT YCTAHOBUTD:

a) OepeMEeHHO JKEHIIIUHE;

0) JKeHIIIuHEe, MMelolell TpexJieTHero pedeHKa;

B) OJIMHOKOMY OTILY TOJIOBAJIOTO peOeHKa;

I) BOCeMHaAllaTUJIETHell IeByllIKe;

1) paOOTHHKY, MPUIIIAIIEHHOMY B TIOpPSIKE IEpeBOAa OT JpYyroro padoTomarelss o
COTJIACOBAHUIO MEXKAY PabOTONATENSMHU.

2. IlepeBon, n3MeHeHHe TPYI0BOI0 I0r0BOpPa

2.1. Cornacue paboTHHUKA He TPedyeTcs B ciayyae:

a) mepeBojia Ha APYTyIo MOCTOSIHHYIO paboTy y Toro xe paboToaarens;

0) mepeMeleHns;

B) BPEMEHHOT'0 TIEpeBO/Ia B COOTBETCTBUH C MEAUIIMHCKUM 3aKIIOUECHUEM;

r) BPEMEHHOr0 IepeBOJa IO HWHUIUATHBE PpadoTOAaTe]s]l B HCKJIIYUTEIbHBIX
cJIy4asix, NpeAycMOoTpeHHbIX YacTsaMu 2 U 3 cT. 72.2 TK P®;

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

2.2. OnpeneanTte COBOKYMHOCTb 00513aTeJIbHBIX YCJIOBHii, MPH HAJTHYUH KOTOPBIX
yCJIOBHE O BpPEMEHHOM XapakTepe IMepeBoa YTPAauHMBaeT CHJIy W TepPeBO CUYMTAETCs
MOCTOSIHHBIM:

a) CPOK IepeBo/a HCTEK;

0) npexxHsAsA padoTra padOTHHUKY He NPeI0CTaBJIeHA;

B) paboTomarenpb jkeiaer, yToObl PabOTHUK MPOJODKAN paboTarh MO HOBOMY MECTY
paboTHI;

r) padOTHUK He TpeldyeT NMpPeAoCTABJICHUS NPe:KHel padoTh;

1) pabOTHHK TTPOAOIKAECT padOTaTh HA TOM MECTE padOTHI, KyAa OH ObLIT IEPEBEICH.

2.3. H3meHeHMs B TEXHHKEe H T€XHOJOTHH MPOU3BOICTBA OCYIIECTBIAIOTCS:

a) paboToaaresieM 10 CBOEMY YCMOTPEHHUIO;

0) paboTomaTenemM 1Mo COTIIACOBAHUIO C OPTaHOM MEPBUYHOMN MPO(COI03HON OPraHN3alINH;

B) palorozaresieM ¢ Y4YeTOM MHEHHSI OpPraHa nepBUYHOH nNpodcCcoro3Ho
OpraHu3anmu;

r) paboroxarenem ¢ paspemenus [ UT.

3. IIpexpauienne TPy10BOro 10roBopa
3.1. Hanummre o01IUIi MOPSAOK 0popMJIEHHS TOKYMEHTOB NMPH YBOJbHEHHH MO
HHHUIHATHBE PA0OTHUKA:
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3.2.  KakuM 10KYMEHTOM J10JI:keH PA0OTHUK MpeayNnpeauTh padoToaaTeis 0 CBOeM
JKeJIAHUM YBOJHUTHCS:

a) TenedoHorpaMMon

0) TOKJIaHOM 3aIMCKON

I) 3asiBJIEHHEM

3.3.  3a ckoJbKO JHeH /0 NPeanojgaraeMoro yBOJbHEHHs]I PAOOTHHUK JIO0JIKEH
npeaynpeauTs padoroaaresisi 0 CBOEM KeJTAHUU YBOJIUTHCSH:

a) 3a MeCHIII

0) 3a 1Be Heldeu

T) 3a TP HEJETH

3.4. Hanumure o01Mii MOPsAOK 0(P)OPMJIEHHUSI TOKYMEHTOB NMPH YBOJIbHEHHH IO
HHUIHATHBE PadoToaarTeis:

3.5. Kakoii J0KyMeHT [0/:KeH NpeIcTaBUTh padorogaresib B HNPO(COIO3HBII
Opras, Koraa Heo0X0AUMO COIVIACHO JeCTBYIOLIEr0 3aKOHOAATE/IBLCTBA 3aKOHOAATEIbCTBY
YUYUTBHIBATh MHEHHE 3TOro nNpogoprana npy yBoJbHeHUU PA0OTHHKA:

a) JOKJIa/IHYIO 3alUCKy

0) mucLMo

B) aKT

I) IpUKa3

3.6. KakuM 10KymMeHTOM padoToaaTe]b J0JKeH MPelyNnpeauTh PadOTHUKA 0 €ro
YBOJIbHEHUH 10 IPHYNHE COKPALEHHUSI IITATA:

a) TOKJIQHOM 3aIUCKOM

0) yBe1oMJIeHHEM

B) aKTOM

T') pacnopspKeHUEM

3.7. B kakux ciay4dasx [J0/KHO BBIILUIAYUBATHCS BBIXOJHOE TI0OCO0He TP
PaCTOpP:KEHUH TPYAOBOr0 J0roBOpa MO MHUIUATHBE PadoTOAATENS:

a). JIMKBUAALMU OPTraHU3alNH

0). COKpAalleHUs YUCJTEHHOCTH WM IITATA PA00OTHHKOB OPraHU3alMHU
B). HECOOTBETCTBUS PAOOTHHUKA 3aHMMAEeMOU TOMKHOCTH

r). MporyIia

). pasmialieHus: OXpaHseMOl 3aKOHOM TalHbI

e). HNPUHSITHSL HEOOOCHOBAHHOT'O PELIEHMS pYKOBOAUTENIEM OpTraHu3aluu

3.8. Kakmue u3 nepeqyuncjJeHHbIX HUKe YTBEPKICHU SBJISIIOTCS BEPHBIMU:

a) U3MEHEHHE MOABEAOMCTBEHHOCTH OpPraHU3allMU HE SBJSETCS OCHOBAaHUEM ISl pac-
TOP>KEHUSI TPYIOBBIX JIOTOBOPOB C €€ paOOTHUKAMU;

0) u3MeHeHHe MOABeIOMCTBEHHOCTH OPraHU3aluM SIBJSIETCS OCHOBAHMEM VI pac-
TOPKeHHUS TPYAOBBIX J0r0OBOPOB ¢ €€ padOTHUKAMM;

B) pa3/ielieHUe OpraHu3alUM SIBISIETCS OCHOBAHHEM JUIsl PACTOPKEHUSI TPYAOBBIX JOTO-
BOPOB C €€ paOOTHUKAMU;

) pa3je/jieHue OPraHnu3aluy He sIBJISIeTCH OCHOBAHUEM /LISl PACTOPKeHHUs TPYAOBbIX
JI0TOBOPOB ¢ €€ padOTHUKAMM;

A) NPU U3MEHEHUM MOJABEeJIOMCTBEHHOCTH OPraHM3alM OCHOBAHUEM /ISl NpeKpa-
IeHHsI TPY0BOIO I0r0BOPA SIBJISIETCHA 0TKA3 PA00THUKA OT MPOJI0JKEHUsI padoThlI.

3.9. Kakne HM3 mepevyucJeHHbIX HHKe JEHCTBHII He SIBJISIOTCH 00s3aTeJbHBIMU
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NpH YBOJIbHEHUH PA0OTHHKA:

a) moanucaHue 00XOQHOrO JHCTKA Pa0OTHMKOM B Pa3IMYHbIX CTPYKTYPHBIX NOA-
pa3/eieHUAX OPraHu3alMu;

0) U31aHue MpuKasa (pacropsHKEHH) O IPEKpaIeHHH TPYIOBOTO J0TOBOPa,

B) BbIIa4a PA0OTHUKY KONUM NMPHUKA3a 0 NMpPeKpalleHMH TPYIAOBOro J0ropopa 0e3
€ro nNpocbobI;

1) 3aI0JIHEHUE COOTBETCTBYIOIIETO pa3/iena JIHYHOU KapTodukH (popma Ne T-2);

€) BHECEHHE 3allicu 00 YBOJIbHEHUH B TPYJOBYIO KHIXKKY.

3.10. OcnoBanuem s odopmieHHs] MNPUKa3a O IMPeKpPalleHuHn TPYI0BOro
J0TOBOPA MO COIVIALIEHHIO CTOPOH SIBJISIETCS:

a) 3asiBJICHUE PAaOOTHHKA,

0) coryianieHue CTOPOH, O(popMJIeHHOE B MUCbMEHHOH (popMme;

B) YCTHasi IOTOBOPEHHOCTh MEXIY CTOPOHAMHU TPYJIOBOTO JOTOBOPA.

3.11. Kakue AOKYMeHTHI TpeOylOTCS NPH pelIeHHH BONpoca 00 YBOJIbHEHUH
Pa0dOTHHKA B MOPS/AKE NepeBoa K Apyromy padoroaareJro:

a) NUCbMO - IPUIJIAlIIEeHHe HOBOTO padoToaaTeisi;

0) mucbMeHHOe 3asBieHHE pPaOOTHUKA 00 YBOJBHEHHUU IO COOCTBEHHOMY >KEIaHHUIO,
HE3aBHCHUMO OT TOr'0, KOMY ITUCHMO-TIPUTIIAIICHHE OBLIO aJIPECOBAHO;

B) NMCbMEHHOE corjiacue palOTHHKA HA YBOJbHEHHEe B MOPS/IKe MepeBoAa K Apyro-
My paGoToaaTeJiio (ec/ii MUCbMO-TIPUTJIALIEHHE aJPecCOBAHO Pad0oTOAATEII0);

I) NHCbMEHHOe 3asiBJIeHHe PAa00THUKA 00 YBOJbLHEHHH B MOPSAIKe NepeBoaa K APYy-
romy padoroaareio (ecJu NUCbMO — NPUIJIALIEHHE aJPeCOBAHO PA0OTHHUKY);

1) TUCbMEHHOE MOTHBHUPOBAHHOE MHEHHE BHIOOPHOTO OpraHa MepBUYHON Mpodcoro3HON
OpraHu3alny, AEHCTBYIOUIETO B JAHHON OpraHU3alyH.

3.12. Yrto fAiBJIsIETCS1 OCHOBAHMEM /ISl BHECEHHS B YUeTHbIE JOKYMEHThI paG0THUKA
cBe/leHUi 00 YBOJIbHEHUM:

a) 3as1BJICHUE

0) npuKa3s 0 NpeKpaleHny TPYI0BOIo 10r0BOpa

I') JOKJIaJHAas 3aIuCKa

1) aKT

Tema Ne 9 Cucremarusanusi 1 ONepaTHBHOE XPaHeHHE JOKYMEHTOB 110 YIIPABJICHUIO
NEePCOHAJIOM

41 B peno nomemarr:

a) MPOEKTHI JOKYMEHTOB;

0) HCIIOJIHEHHBbIE IOKYMEHTbI;

B) UCIIOJTHEHHBIE IOKYMEHThI C TOMETKOM 00 MCIIOTHUTEIIE U HaIUChIo «B aemo»

4.2 B aeno rpynnupyoTcs 10KyMeHTbI:

a) pa3HBbIX JIET;

0) OIHOT0 KAJICHAAPHOIO Iroaa;

B) B XPOHOJIOTHYECKOM MOPS/IKe;

T') IOPAJIOK PACIIOIOKEHHS HE UMEET 3HAUEHUSs;

1) CPOK XpaHEHUsI HE UMEET 3HAYCHMUS],

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

4.3 B neno o0beqUHSIOTCS T0KYMEHTbI:
a) 10 Pa3HBIM BOIPOCaM;
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0) TOJILKO 1O OJIHOMY BOIIPOCY;

B) C OTPaHUYCHHBIM JIOCTYIIOM U 0€3 OTpaHUYEHUS TOCTYIIa;

I) C OrpaHUYEHHBIM JOCTYNIOM M 0e3 OorpaHHYeHHs J0CTyna (GOpMUPYIOTCS B pa3HbIC
Jiena;

4.4  JIOKyMEHTbI MO JJHYHOMY COCTaBY (GOPMHUPYIOTCSI:
a) Mo Jare npuemMa Ha padory;

0) 1o roy mpuema Ha paboTy;

B) 1o asipaBuTy pamMuIHii paGOTHHKOB.

4.5 JleJ10 He T0/I7KHO NMPEeBbIATH:
a) 100 muctos;

0) 250 nucToB;

B) 350 nucros;

r) 500 mucToB.

4.6 JleJ10 He T0JI’KHO NMPEeBbIATH TOJIIHHbI:
a) 2 cMm;

0) 2,5 cMm;

B) 3,5 cm;

r)4 cm.

1) ScM.

Hajigute ommlku, qonymeHHble Npu (GOpPMYJHPOBAHMM CJIEIYIOIIHMX 3aroJI0BKOB
aena:
. Ilpukasbl ¥ pacnopsKeHUs IUPEKTOpa 10 JINYHOMY COCTaBY.
. Otuer o pabote oTaena Kaapos.
. Marepuansl 1o arrectauu pabOTHHUKOB.
. IEPETNHCKa C By3aMH 110 POU3BOICTBEHHON MTPAKTUKE CTY/IEHTOB.
. Ilpukasbl 0 mpeoCcTaBIeHUH y4eOHBIX OTITYCKOB (TTOJUTMHHUKY).
. AKTbI Ha YHUYTOXEHHE JJOKYMEHTOB C UCTEKIIIMMH CPOKAMU XPAHEHUSI.
. JloknagHble U CiTy)KeOHbIE 3alMCKU 10 KaJPOBBIM BOIPOCAM.
. [Ipotokomel 00 arrectanuu pabOTHUKOB.
. OOBsicHeHus1 paOOTHUKOB 110 (paKTaM HapyIIEHUs TPYIOBON AUCHUIUINHBIL.
10. Ilpuka3sl M0 KOMaHIUPOBAHUIO PAOOTHUKOB.
11. T'onoBoii 1 KBapTajbHbBIE MJIaHBI paOOTHI OT/IENa KaapoB Ha 2017 .
12. JlokyMeHTBI 0 paboTe C MOJOABIMU CHEMATUCTAMHU.

O 001N DN B~ WK =

OTBeTBI

1. B ogHO 11€10 nomenieHsl pacnopsIUTENbHbIE JOKYMEHThI Pa3HbIX BUJIOB.

2. He yka3aH OTYETHBIN NIEPUOL.

3. HeBepHo yka3aH BUJ Jiea: «MaTepuai» BMECTO «IOKYMEHThI». B KOHIIe 3arojoBka He
JIaHBI B CKOOKaX OCHOBHBIE PA3HOBHIHOCTH JOKYMEHTOB, COIEPIKAIIMXCS B JIEIIE.

4. BmecTo mpeiora «o» OImmrbouHO YIOTPEOIeH MPEAIIOT «I10Y.

5. Yka3zaHue Ha NOMJIMHHOCTh JOKYMEHTOB SIBJISIETCS JIMIIIHUM B 3ar0JIOBKE Jiefa.

6. HeBepHo yka3zaHO HaMMEHOBAaHHE aKTa, UMEIOIIETO YHU(DHUIIMPOBAHHYIO (hOpMY.

7. VI3nuimHe BRIHOCUTH B 3ar0JIOBOK CIIOBO <((IOKJIAJHEIC», T. K. 9TOT BHUJI 3aIIHCOK BXOJHUT
B TIOHSITHE «CITY)KEOHAS 3aIH1CKay.

8. Ha3BaHbl oTpakeHHBIC B TPOTOKOJIE BOIIPOCHI BMECTO HAMMEHOBAHUS KOJIJIETHAIBHOTO
oprana, paboTa KOTOPOTro MPOTOKOIHPOBAIACE.

9. B 3aromoBke OTCYTCTBYeT HaMMEHOBAHHE BHAA Jena (Ha3BaHUE BXOMAINIMX B HETO
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JIOKYMEHTOB) — OOBSICHUTEIHHBIC 3aITUCKH.
10. HeBepHO yka3aHO HAMMEHOBaHUE TPUKa3a, UMEIONIET0 YHUDHUITUPOBAHHYIO opMmy.
11. B ofHO Z1€110 TOMENIeHBI IOKYMEHTHI C Pa3HBIM CPOKOM XPaHEHHUSI.
12. B koHIle 3aroiioBka He JaHbl B CKOOKAaX OCHOBHBIC Pa3HOBUIHOCTH JOKYMEHTOB,
COZIepIKaIluXCs B JIeTIe.

3aganue 2.
B nesio 0bLIM MOAIIMTHI NMePeYHCICHHbIE HUKE JOKYMEHTHI M0 JUYHOMY COCTAaBY.
Onpenennre, NpaBUJIbHO JH ¢HOPMUPOBAHO 1107
1. [Ipuka3 o mepeBojic Ha APYTYIO padoTy.
2. Ilpuka3 06 n3mMeHeHUU haMUITUH.
3. IIpuka3 o MpeoCTaBIEHUN €KETOAHOIO OIJIaYMBAEMOI0 OTITyCKa.
4. [Ipuka3z o nmpekpaiieHuu Tpya0BOro I0roBopa.
5. Ilpukas o koMaHAMPOBaHUH PabOTHUKA B mpeaenax PO.
6. [Ipuka3 o mpueme Ha paboTYy.
7. Ilpukas o NOOIIPEHNUHN.
8. Ilpuka3 o HaNOKEHUU B3BbICKAHUSI.
9. [Ipukas o nexypcTBe.
10. TIpukas o npegocTapIeHUN Y4eOHOTO OTITYCKA.

OTBeThI

Jleno chopMupoBaHO HEBEpPHO, T.K. BKIIOYACT TPUKA3bl, MMCIOIINE pa3HbIC CPOKU
xpaHeHus. B coorBercTBur ¢ OCHOBHBIMM IpaBHJIaMH PaOOThI apXMBOB OpraHU3aIldi B OJHO
JIEJIO JIOJDKHBI (DOPMHUPOBATHCS JJOKYMEHTHI C OJIMHAKOBBIMU CPOKaMHU XpaHEHUs. B mpuBeneHHOM
IpUMepe Ha3BaHHBIC MTPHUKA3bI JOKHBI OBITH CPOPMHPOBAHBI B J[Ba PA3IUYHBIX JIENIa:

Jlena co cpokom xpanenust 75 (50) neT TOKHBI BKITFOYATh:
1. IIpukas o nmepeBoje Ha IPYyryro padoTy.

2. Ilpuka3 06 u3mMeHeHUU haMUITUH.

4. Ilpuka3z o npekpalieHuy TpyaoBOro J10roBopa.

6. [Ipuka3 o nmpueme Ha padoOTY.

7. Ilpukas o MOOIIPEHNHN.

Jeno co cpokoM XpaHEHUs S5 JET AOJKHO BKJIKOYATh:

3. IIpuka3 o Npe1oCTaBIEHUN €XKETOAHOIO OIJIaYMBAEMOr0 OTITyCKa.
5. IIpuka3 o koMaHIUpPOBAaHUU pabOTHUKA B nipesenax Pd.

8. IIpuka3 o0 HaJOXKEHNHU B3bICKAHUS.

9. [Ipukas o nexypcTBe.

10. IIpuka3 o npenocTaBIeHUH y4eOHOTO OTIYCKA.

3ananue 3.

Ckosbko Jes ciaeayer c(opMHpPOBATHL M3 IepPevYHCICHHbIX HUKe TNPUKA30B 10
JIMYHOMY COCTaBY?

BapHuaHT |

1) npukas o nepeBoje Ha APYTyI0 paboTy;

2) mpuKa3 o MOOIIPEHUH;

3) npuka3 o MpeoCTaBICHUH OTIIyCKa O3 COXpaHEeHUs 3apabOTHOM MJIaThl.

BapUaHT 2

1) npuka3 o NpUMEHEHUH AUCHUIUIMHAPHOTO B3bICKAHUS;

2) mpuKa3 o MPeI0CTaBICHUN €KETOAHOI0 OIJIaYMBaeMOro OTIYCKa;

3) npuka3 o HanpaBlieHUH paOOTHUKA B KOMaHIUPOBKY.

BapHUaHT 3
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1) mpuka3 o nmpueme Ha padoTy;
2) mpuKa3 o MPEeIOCTaBICHUH y4eOHOTO OTITYCKa;
3) nmpuka3 00 u3MEHEHUH (paMUIUU PaOOTHHUKA.

OTBeTbI

Bapmuanr 1 - ogHo.

BapuanTt 2 — ofHo. (ecnu AnuTenbHasi KOMaHAMPOBKA - J1Ba JIEJ1a)

Bapuant 3 — nBa.

ITpu opmupoBaHuU €1 ¢ IPUKA3aMU 10 JIMYHOMY COCTaBYy CIIEIYET YUUTHIBaTh CPOKHU
XpaHEHUs IPUKA30B.

3ananue 4.

C kakoii NepUOAMYHOCTHIO COCTABJISAETCS HOMEHKJATYypa JeJ sl KaJApoBOH
CJIYK0bI KaK COCTABHAS YACTh HOMEHKJIATYPbI VISl OPraHu3auuu?

1) omuH pa3 B MATH JIET;

2) B COOTBETCTBUU C NPUKA30M PYKOBOJUTEIS OpraHU3aL1y;

3) 1O COTNIACOBAHMIO C APXUBHBIM YUPEKICHHEM;

4) onuH pa3 B TpH roja;

5) B COOTBETCTBHH CO CPOKOM, YCTAHOBIEHHBIM B HCTPYKIIMU TIO J€IOMPON3BOJICTBY;

6) €XKEro/IHO;

7) B COOTBETCTBHUH C PEIICHUEM IKCIIEPTHON KOMUCCUU OPTraHU3alINH.

OTBeTBI
6) exeronHo (cm. OCHOBHBIE MpaBUiia pabOTHI APXUBOB OPTaHU3ALINN ).

3ananue 5

Ilpuka3pr mo Jm4yHOMY cocraBy (OpMHPOBANINCH € HApyLICHHMEM OJHOIO W3
OCHOBHBIX Tpe0OBaHUH K NOpPSAKY (OPMHPOBAHUS Je: B OJHO /€10 IOMelaJNCh
NpPHKa3bl € Ppa3sHbIMM CPOKaMH XpaHeHusi. B jaabpHeiimiem Takue Jejga ObliIH
nepegopmMupoBaHbl B COOTBETCTBHU CO CPOKAMHU XpPaHEHHMs NPHUKA30B, T.e. pa3iejeHbl Ha
JAeaa €O CPOKaMH XpaHeHusi 75 JjierT W S JieT. JTO NPHBEJO K mpodenamM B HyMepanuu
NPHKAa30B BO BHOBb chopMupOBaHHBIX JAesax. Iie cienyer orpa3uTs Hajiu4ume npodesos B
HyMepanuu NPUKa3oB?

a). B cnennanbHOM MOSCHUTEIBHOM 3aIIUCKE K JIETY.

0). B cnienmanbHOM sMcTE-3aBEpUTENE JENA.

B). B cnenmanbHOM HaAmMcH, KOTOpasi JAeIaeTcsi Ha oOpaTHOW CTOPOHE TMOCIIEIHETO
JUCTA JAena.

r). B cnenuanbHON HaamUCH, KOTOpas JENAeTcsl HA BHYTPEHHEH CTOPOHE OOJIOKKH
Jena.

). CrenuanpbHOTO OTPaKEHUS TaKoW HH(OPMAIHK HE TpeOyeTCsl.

OTtBeThI

Hannyue nmpo6enoB B HyMepaluu NPUKa30B JOIKHO OBITh OTPaXXEHO B CIIELUATBHOM
JOKYMEHTE — JIUCTe-3aBepHUTeNie JieTa, B YHU(PUIIMPOBAaHHON (hopMe KOTOPOro MMeeTcs: Tadnuia
«Oco0eHHOCTH (PU3HUECKOTO COCTOSIHUS U (POPMUPOBAHUS IEI».

3aganue 6

Onpenenure, NPaBUIbHO JH YKa3aHbl CPOKH XPAHEHHMsS CJEAYIOIIHMX JOKYMEHTOB,
€03/1aBaeMbIX KaJPOBOii CJIyKO00¥:

a). TpynoBo# JOTOBOP — MOCTOSTHHO.

0). [Ipuka3 o mpenocTaBaeHUH OTIyCKa 0€3 CoXpaHeHHs 3apabOTHOM TIaThl — 5 JIeT.

B). Knura yuera qBukeHHs TPYIOBBIX KHUXKEK U BKJIabImed B HUX — 75 (50) net.
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r). JInunast kaprouka padotauka (popma T-2) — 50 ner.
). [Tpuka3 o mpeMupoBaHUN PAOOTHUKOB — 5 JIET.

e). I'paduk oTyckoB — 5 JeT.

OTBeTbI

B cootBercTBuM ¢ [lepeyHeM THIIOBBIX YIPaBIEHYECKHX JTIOKYMEHTOB, 00Pa3yIOIIUXCs B
NESTENIbHOCTH OpraHu3allid C yKa3aHHeM CpPOKOB XpPaHEHHUS, Ha3BaHHbIE JOKYMEHTHI,
CO3/1aBaeMble KaJpOBOH CITyKO0, UMEIOT CIIEAYIOUINE CPOKU XPAHECHUS:

1. TpymoBoii morosop — 75 xet. (50 ner, eciu aeno chopmuposano nocie 2003 roaa)

2.Ilpuka3 o mpenocTaBIeHUH OTITyCKa 0e3 COXpaHeHHs 3apab0THOM TuIaThl — 75 JeT.

3. Kuura y4yera ABUKEHUS TPYAOBBIX KHUKEK U BKJIQJIbIIICH B HUX — 75 JIEeT.

4. Jluynas xaptouka pabotHuka (popma T-2) — 75 mer. (50 mer, ecnm maeno
chopmupoBano nocie 2003 roma)

5. Ilpukas o mpeMupoBaHUU PAOOTHUKOB — 75 JIET.

6. I'paduk ormyckoB — 1 rog.

3agaHue 7

N3 opranmsanum yBoJMiIcA Pa0OTHHMK, ¢ KOTOPbIM NPH MOCTYIJIGHMH Ha padorty
OBbLJI 32aKJII0UYEH I0OTOBOP O MOJHON MaTepHAJIbHON 0TBETCTBEHHOCTH. BA cooTBeTcTBHH C 1.
189 IlepeyHss THNMOBBLIX yNpPaBJIeHYECKHUX JOKYMEHTOB, O00pa3ylOIIUXCs B 1esiTeIbHOCTH
OpPraHM3aly, ¢ YKa3aHHeM CPOKOB XpPaHeHHUs] TAaKOil /10roBop /0/I’KeH XPaHUThCH B
OpraHu3anuu S Ji. nocje yBoJbHEHHs] MaTepPHAIbHO OTBETCTBEHHOro juna. C Kakoro JIHs
cjeayeT OTCYUTBHIBATH CPOK XPAHEHHS 3TOr0 JOKyMEeHTAa:

a). Co nHst yBOJIbHEHMS paOOTHHKA.
0). Co crenyroiero 1Hs MOCJe yBOJIbHEHHS.
OTBeTbI

O0a yka3zaHHBIX BapHaHTa OTBETa HeBepHbI. B coorBeTcTBUM ¢ OCHOBHBIMU NpaBUIIAMU
paboThl apXMBOB OpPraHM3ALUN CPOK XPaHEHHs HWCIOJIHEHHOIO WM MPEKpaTHBILEro JeicTBue
JIOKYMEHTa OTCUUTBIBACTCA € 1 STHBaps CJIEAYIOIIEro KaJIeHAapHOro roza.

Onpenenunre, Kakasi npoueaypa, BbINOJHsAeMasi NpH oGopMIIeHUHN [eJl KAaJApPOoBoOil
cJ1y:x00i1 mepex cAavel MX B apXHB, OTCYTCTBYET B IPUBEACHHOM IIepevHe:

a). [leperuter nena.

0). Hywmepanus nuctoB nena.

B). CocraBiieHre BHYTPEHHEH OMUCH JJOKYMEHTOB JIea.
r). Buecenne yrouHeHU B PeKBU3UTHI OOJI0KKH JeNa.
OTBeThI

B npuBeneHHOM niepedHe OTCYTCTBYET IPOLIEypa COCTABICHUS JIMCTa — 3aBEPUTENS J1ei1a
Y COCTAaBJICHUE OIUCH JEII.

4.3. OueHouHbIe CpeACTBa ISl IPOMEKYTOUHON aTTeCTalHH.

4.3.1. TlepeueHb KOMITETEHIIMI C yKa3aHWEM 3TaloB WX (OPMHUPOBAHUS B IPOIECCE
ocBoeHHs1 00pa3oBareabHO nporpammbl. [lokasarenu u KpUTEpHH OLEHUBAHUS KOMIIETCHIIUHN C
y4€TOM 3Tana ux GopMUpPOBAHUS

Kon HaunmeHnoBanme Kon HammMmenoBanme 3Tamna
Kommereniu KOMITETEHITUHT JTana OCBOCHHUS KOMITETEHIIUU
u OCBOCHHS
KOMITETEHITUU
OI1K-3 CriocobeH pa3pabarsIBaTh u | OINK-34 CIOCOOCH OCYIIECTBIISATH
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OCYIIIECTBIIATh MEPOTIPHSITHSI, JIOKYMEHTAI[HOHHOE
HalpaBJICHHBIE HA  peaM3aluIo COIIPOBOXKICHUE
CTpaTETUH YIPABICHUS TIEPCOHATIOM, MEPOTPHSITHIA,
obecrieynBarh ux HaIpaBJICHHBIX Ha
JIOKYMEHTAIIHOHHOE COTIPOBOXKICHHE peaM3anio  CTPaTeruu
U OICHWBATh OpPraHU3AlMOHHBIC W yIpaBJICHUS
COIMAITLHBIC MTOCIICIICTBUS MIEPCOHAIOM

OIIK-4 Cnoco6en npumensath coBpemerHnsie | OIIK — 4.4 CITOCOOCH BECTH
TEXHOJIOTHH u METOIBI JIOKYMEHTAI[HOHHOE
OTIePaTUBHOTO yIpaBJICHUS COIIPOBOK/ICHUE
MIEPCOHAIIOM, BECTHU yIpaBICHUS
JOKYMEHTAIIHOHHOE CONPOBOXKIICHHE MIEPCOHAIIOM
U y4eT

[1Ko -4 Cnoocoben BECTHU kanpooe | [1Ko -4.2 crioco0eH BECTHU
JIEIONIPOU3BOICTBO u KaJpoBOE
OpraHU30BBIBATH apXHBHOE JICITOTIPOU3BOJICTBO u
XpaHEeHUE KaJpPOBBIX IOKYMEHTOB B OpPTaHU30BHIBATH
COOTBETCTBHUHM C  JICHCTBYIOIIMMHU apXHBHOE XpaHCHHE
HOPMAaTUBHO-TIPABOBBIMH  aKTaMH, KaJPOBBIX JOKYMECHTOB B
3HATh OCHOBBI KaJ]pOBO CTaTUCTHKH, COOTBETCTBUU C
COCTaBIIATh KaJpPOBYIO OTUYETHOCTH, JEHCTBYIOIIMH
00ECTeUnTh 3alUTy TEPCOHATBHBIX HOPMAaTHBHO-TIPABOBBIMH
TAHHBIX COTPYIHHKOB aKTamH, o0ecreunTh

3alUTy TEPCOHATBHBIX
JTAHHBIX COTPYIHUKOB

4.3.2 TunoBbIe OIICHOYHEIC CPEICTBA

Bomnpocsl Kk 3k3ameHy:

1. TlonsTue OpraHu3allMOHHO-YIPABICHYECKOTO AOKYMEHTa B cdepe yrnpaBieHHs Iep-
COHAJIOM, BUJIBI, IPABOBasi OCHOBA Pa3padOTKU U MPUHSITHS.

2. llonsTne nH(pOPMAIMOHHO-CIIPABOYHOI'O JOKYMEHTa B cepe ynpaBieHUs MEpPCOHA-
JIOM, BHJIBL.

3. CocraB JOKYMEHTOB I10 JINYHOMY COCTaBY, UX Kjaccuukauus, opopmiIeHHE JTUIHO-
ro jJiesia paboTHHUKA

4. JloxyMeHThl, odopMiIieMble Ha 3Talle MOMCKa MepCcoHana, U UX oO0Ilas XapaKTepH-
CTHKA: COJIepKaHKe, TIOPSIIOK pa3pabOTKH U IPUMEHEHHUSI.

5. JlokymeHTbl, odopmisieMble Ha 3Tane 0TOOpa MepcoHala, U MX O0Ilas XapakTepu-
CTHKA: COJIepKaHKe, IOPSIIOK pa3pabOTKH U IPUMEHEHUSI.

6. IlonsTHe n K1accupuKays JOKYMEHTOB 1O ABHKEHHIO ITEPCOHATIA.

7. Tlpuka3sbl, orOCpeaAyIOINe OTHOUICHHUS TI0 IBHKEHUIO KaJIpOBOTO COCTaBa y paboOTo-
JaTess: MOHATHE, CO/IepIKaHue, mpolierypa ohopMIICHUS.

8. JluuHas kapTOdYKa KaK 00s3aTeIbHBIN JIOKYMEHT 10 YYeTy KaJIpoB: MOHATHE, OCOOCH-
HOCTH 0()OPMIICHUS, BUJIBL.

9. JludHoe aeno Kak HeoOsA3aTeIbHBIA IOKYMEHT 10 YYeTy KaJapoB: MOHATHE, OPopMITe-
HUE U BeJIEHUE JIMYHBIX JIeN (10Che) COTPyAHUKOB. COCTaB JOKyMEHTOB JIMYHOT'O JIea.

10. Odopmienne U BeleHHE TPYAOBBIX KHIDKEK U BKJIAJIBIIICH K HUM.

11. ITonsiTve ¥ BUIBI JOKYMEHTAIIMH B chepe COLUAIBHOTO CTPaxoBaHus, opopmisieMble
CITY»KOOM yrpaBJIeHHUS TIEPCOHATIOM.

12. Homenkiiatypa Aein: MOPSAAOK MOATOTOBKH, COCTaBJICHHUsS, O(OPMIICHH, TpUMepHas
HOMEHKJIaTypa JIe.

13. Cpoku XxpaHeHUs TOKyMEHTOB MO YIPABIECHUIO IIEPCOHAIIOM.
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14. TIpaBoBoe peryaupoBaHUE JESATENHOCTH MO YIPABICHUIO MEPCOHAIOM B CTpaHax C
Pa3BUTON PHIHOYHON YKOHOMMKOM.

15. CiyxObl ynpaBieHHs IEPCOHATIOM U MEHEDKEPHI 110 KaJipaM B 3apyOSKHBIX (prpMax,
MIPABOBOM CTATyC, 3a/1a4¥, PYHKIIMH, OPTaHU3AIHS IeATEITHHOCTH.

16. CoBpemMeHHbIE METOJII PabOTHI C MEPCOHAIOM 3a pyOekKOM M BO3MOKHOCTH MX HC-
nosjas3oBaHus B Poccun.

17. JlokyMeHTHpOBaHUE AEATEIHLHOCTU MO YIPABIECHHUIO MEPCOHATIOM (IO OCHOBHBIM 3a-
nadam). Bumgel mokymeHTOB, ocobeHHOCTH MX odopMieHHs. [IpakThka U peKOMEHIAIUN 3apy-
OEKHBIX CIEIUAINCTOB.

18. 3amaun 1 pyHKIMHU CITYy>KOBI TIEpCOHAA.

19. IIpaBoBbIE OCHOBBI JOKYMEHTUPOBAHUS JEATEIBHOCTH CIYXKObI IIepcoHaa.

20. KanmpoBas cy»0a Kak HAaKOTHUTENb JOKYMEHTHPOBAHHBIX TIEPCOHABHBIX JAHHBIX.

21. 3amuTa nepcoHaIbHBIX JaHHBIX PaOOTHHKA: 00S3aHHOCTH pabOTOATENS

22. TlonoxkeHue 0 3aIuTe IePCOHATBLHBIX JAHHBIX

23. TpeboBanus k 0HOPMIICHHIO COTIIACUS Ha 00padOTKY MEePCOHANBHBIX JaHHBIX.

24. TlpaBuia coCTaBJICHUS M YTBEPXKICHHS OJIaHKOB M (DOPM JTOKYMEHTOB.

25. O6wmuii cocTaB v BUIBI KaJIPOBOM TOKYMEHTALIHH.

26. JlokabHBIE HOPMATHBHBIE JOKYMEHTBI, PETIAMCHTUPYIONINE JCSITCILHOCTD CITYKOBI
nepcoHana.

27. Opranu3ainroHHbIC JOKYMEHTBI, 0COOCHHOCTH H MOPSIOK UX 0)OPMIICHHSL.

28. PacniopsauTenbHble JOKYMEHTBl KaJIpOBOW CIY>KOBI, OCOOCHHOCTH W TOPSJIOK HUX
odopmiienus (yHU(DUIUPOBAHHBIE (POPMBI, TEKCTOBBIE (POPMBI, TIOPSAOK PETUCTPALMH U XPaHE-
HUSA).

29. NndopMannoHHO-CIIPAaBOYHBIC JTOKYMEHTBI, OCOOCHHOCTH W TIOPSAOK UX OdopMIe-
HUSL.

30. TpynoBas KHMKKA: BeJICHUE, XpaHCHHE, BbIIada MPU YBOJIHHCHHH.

31. TpynoBoii noroBop: pa3zpaboTka Oi1aHKa, coaepxaHue, ohopMICHHE MIPHU MPHUEMe Ha
paboty, B ciiyyae U3BMEHEHUS YCIOBUM

32. Ilpouiecc TOKYMEHTUPOBAHUS y4eTa M OTYETHOCTH MO Kaapam: cTtagusi (opMupoBa-
HUS YYCTHBIX MACCHBOB, CTaJIusi OOHOBJICHUS, BHCCCHHUSI U3MECHECHUN W JOMOJIHCHUH, CTaIHs CO-
CTaBJICHUS OTUYETHOCTH, BBIJIAYH CIIPABOYHOU MH(DOPMALIUH.

33. CocTaB JOKYMEHTOB, HEOOXOIUMBIX JUIsI pEIIEHHs BOIpPOCa O MpHEeMe Ha padoTy.
KoHTposb T0CTOBEPHOCTH MEPCOHATBHBIX JOKYMEHTOB.

34. TexHONOTHYECKAS [IEMIOYKA ITPUEMa IPAXKIAH Ha padoTy.

35. TexHonornueckas mernovyka JOKyMEHTUPOBaHUs MepeBoia pabOTHUKA HA IPYTYIO pa-
oory.

36. JlokyMeHTHpOBaHUE MPOIEAYPHI MOOIMIPEHHUS paOOTHHKA.

37. IokyMEeHTUPOBaHUE MPOIETypbl NMPUMEHECHUS JUCIHUILIMHAPHOTO B3BICKAHHS TIPH
COBEpILIECHUH PAOOTHUK.

38. JlokyMeHTHUpOBaHUE TPOIEAYPHI MPEIOCTABICHUS Pa3IMIHOIO BH/A OTITYCKOB.

39. JlokyMeHTHpOBaHUE TMPOIEAYPHI HAMPaBICHU paOOTHHUKA B KOMaHIUPOBKY.

40. TexHoNOrMYeCKas MEMOYKa JTIOKYMEHTUPOBAHHSI MPOLECYPHI YBOJIBHEHUS 10 WHUIIH-
aTUBE pabOTHHUKA.

41. TexHoJOrHYECKas IIEMTOYKA JIOKYMEHTHPOBAHHS MPOIECYPHI YBOJbHEHUS IO WHUIIH-
aTuBe paboTomaTens.

42. TexHojoruueckas enoyka JOKYMEHTHPOBAHUS MPOLETYphl YBOJIbLHEHHS MO 00CTOS-
TEIHCTBAM, HE3aBHUCSIIUM OT BOJIM CTOPOH.

43. Tlopsimok odopmIIeHUST KaAPOBBIX JIE COTJIACHO HOMEHKJIAType Jell, X TeKyllee U
aApXUBHOE XpaHECHHUE.

44. OdopmiieHue aen A nepeadr B apXuB OpraHu3alim.

45. JTomxHOCTHAsT WMHCTPYKIUS: TOHSITHE, CTPYKTypa, Tpoleaypa pa3paboTKu, yTBep-
HKIICHHSL.
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46. KommeKTUBHBIN JIOTOBOP: TOHSTHE, CTPYKTYypa, MpoIeaypa pa3paboTKi U yTBEPKIES-

HUA.

47. [lpaBuia BHYTPEHHETO pacIopsiiKa OPraHU3allMU: MOHITHE, CTPYKTYpa, MPOLeaypa
pa3paboTKHu.

48. [TonoxeHne O CTPYKTYPHOM IOJPA3/ICJICHUU: TIOHATHE, Mpoleaypa pa3paboTKH,
YTBEPKICHHUS.

49. llltatHoe pacmucaHue: CTPYKTypa, Mpoleaypa pa3padoTKH, YTBEPKICHUS, BHECEHUS
W3MEHEHUH U JOTIOJIHEHUH.

50. ITocobue Mo BpeMEHHOW HETPYIOCIOCOOHOCTH U 10 OEPEMEHHOCTH M POJaM: MOHS-
THE, 0COOEHHOCTH 0()OPMIICHUS H BBHITLIATHI.

51. TexHonoruueckas LeNoYKa JOKYMEHTHPOBAHUS MPOLETypPhl MPEABAPUTEIHLHOTO Me-
JUIIMHCKOTO OCMOTpA.

52. TexHonoruyeckas 1enoyka JOKyMEHTUPOBAHUS MPOLEAYPhl MEPUOINUECKOTO MEIH-
IIUHCKOT'O OCMOTpA.

53. TexHonoruueckas 1enoyka JOKYMEHTUPOBAHUS MPOLEAYPhl CTAXKUPOBKU IO OXpaHe
Tpyaa.

54. TexHonornueckas 1ernovyka JOKYMEHTHUPOBAHUS MPOLETYphl MPOBEACHUS CIIelHab-
HOM OLEHKH YCIIOBUH TpyJa.

55. O6mas xapakTepuCTHKa OCHOBHBIX JIOKYMEHTOB MO OXpaHe TpyaAa, pa3dpabaTsiBae-
MBIX B OOPMIISIEMBIX PabOTOIATENEM.

56. HecuacTHslii citydaii Ha pabodeM MecTe: MOHSATHUE, MPOLeAypa yueTa u paccieoBa-
HUS1, 0COOCHHOCTH JIOKyMEHTHPOBAHHUS.

IIpumepsl 3a1aHNH HA IK3aMeH

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

00O «bnuky», MepniasioB P.M. paboTaet B TpaHCIIOPTHOM OT/IETIC, 3aHUMAET JOKHOCTh
Boutend. Pabounit nenp Haumnaercs B 8.00, ceituac 15.30, odopmute ¢akt oTCyTCTBHS Ha
pabouem mecre.

3aganme 2. Paccumraiite cTpaxoBoil cTa)k paOOTHHMKAa B LENSX OIUIaThl BPEeMEHHOMU
HETPY/I0CIIOCOOHOCTH.

CornacHo TpynoBoi KHIKKE, paOOTHUK paboTa:

10.03.2013-07.07.2015 - OO6111ecTBO ¢ OTpaHUUEHHOM OTBETCTBEHHOCTHIO «BIHK»

09.08.2015-01.04.2016 - OOmIecTBO € OTPaHUIEHHOW OTBETCTBEHHOCTHIO «Masik»

05.04.2016-31.03.2017 — cnyx0a B apMUU COITIACHO BOGHHOTO OuiieTa

12.05.2017-31.10.2018 - O0miecTBO ¢ OTpaHMYECHHOW OTBETCTBEHHOCTHIO «Masik»

3ananue 3. Keiicol 1151 MEHemKepa 1Mo MepcoHary

Cosnars rpaduk ornyckoB Ha 2018 rox.

1 — renepanbHbiil AupekTop. OTIYCK OOBIYHBIN U 38 HEHOPMUPOBAHHOCTH O JHEH.

2 — maBHbIi Oyxrantep. OOBIUHBIN OTIYCK, 33JOKEHHOCTh 3a MPeAbIAyIIuil rox 15
nHed. (paOOTHHK HE OTTYSUI ATH JHHW, W IUIAHUPYeT HCIojib3oBarh B Oymymem. Korma -
HEU3BECTHO)

3. OnekTpuk. OOBIYHBIN OTITYCK U 332 BPSTHOCTD.

4. Menemxkep 1o nepconany. OOBIYHBIN OTIYCK. (MaTh peOEHKa S JIeT)

5. Cekperapb — OOBIYHBIN OTITYCK (COTPYAHHK B JAeKpere 10 Hossopst 2018).

3ananue 4.
Crnecapr HexmonoB C.U. paboraer B OOO «bmuk». Ero pexum Tpyaa: 5-aHeBHas
paboyvasi Heslensl, ¢ ABYMS BBIXOJHBIMU JHIMHU B CyOOOTY M BockpeceHbe. Pabouee Bpems ¢ 9.00
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1o 18.00 ¢ mepepriBoM aJia OTAbIXa W MUTaHus 1 dac. B omHoMm u3 monmpasaeneHuit B cyo0oTy
MPOU30IIENT TPOPBIB TPYO M HEOOXOAMMO YCTpaHUTh aBapuio. OdopmMuTe HEOOXOAMMBIE
JIOKYMEHTBI JUTIsl paboThl B CyO0OTY ciecaps.

3apanue 5. OdopMute puKas o mpuemMe Ha padoTy

WBnes A.Il. npunumaercss B OOIIECTBO C OrpaHUYEHHONW OTBETCTBEHHOCTHIO «BIHK» B
oTIeN 1Mo padoTe ¢ KJIMEHTAaMU Ha JOJDKHOCTh MEHekepa Mo pabdore ¢ GU3MUECKUMH JUIAMU
15.10.2018. C paOOTHHKOM 3aKIIFOYAETCs] CPOYHBIA TPyHOBOW noroBop Ha 1 roxm. PaGoTHHKyY
YCTaHABJIMBACTCS UCTIBITAHUE MTPOIOJDKUTEILHOCTRIO 2 Mecsna, okiaaa 23 000 pyo.

3aganue 6. Odopmure 3amuch 0 mpueMe Ha pabOTy B TPYAOBOM KHHMXKKE COTIIACHO
MIpUKa3y.

Yuudunuposannas gopma Ne T- 1
YTBepkIeHa nocraHoBieHueM ['ockomerara

Poccun ot 05.01.2004 Nel
Kon
dopma o OKY [T 0301001
000 «Pomaikay 1o OKIIO 9874657
HAaNMEHOBaHUE OpraHU3aluu
Howmep
Jara
JIOKyMEHTa
NTPUKA3 123 01.10.2016
(pacnopsizkeHue)
0 mpueMe padlOTHUKA Ha padoTy
JlaTa
I[IpunsaTs, Ha padoTy c 01.10.2016
o -

TabenbHbIN HOMED

164

CunopoBy Onbry BiaanumupoBHy

(amunus, UMs1, OTYECTBO

B DrHAHCOBO-D)KOHOMUYECKUN OTAEN

HAMMEHOBAaHHE CTPYKTYPHOTO MOApa3AeneHust

SKOHOMMUCT

HanMEHOBaHHe MPO(ECcCHH (TODKHOCTH), pa3psifl, Kiace (KaTeroprs) KBaTH(HKAILNI

OCHOBHOE MECTO pabOThI

yCIOBHS IpreMa Ha paboTy, Xapakrep paboTsl

¢ okyaioM (TapudHOI CTaBKOM) 45000 py6 - Kom
udpamu
Han6agkoii - pyo - KOII
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C UCTIBITATEILHBIM CPOKOM TPpHU MECAla MeEcCsIIEB

OcHoBanue:

Tpynogoii sorosop (kouTpaxt) ot «O1x» 0KT516p}I 2016 roxa Ne 198

PykoBoauTe/Ib OPraHu3anuu [eHepanbHLIA
Jlupextop Heanos B.l.iBanoB
JOJKHOCTB IOAINCH paCH_H/Iq)pOBKa IOOIINCHu
C npuka3zoM (pacnopsizkeHueM) 03HAKOMJIEH Cudoposa «01» okms6ps 2016 rona

oAU Ch pa60THPIKa

3aganme /. Kelic 11 KaHIUAAaTOB HA JOKHOCTD «J{MPEKTOp MO MEPCOHATY»

Komnanus 6onee 6 jet Ha peiake. Obmee kon-Bo corpynaukoB 150 yven. + dbunmans: B 4
ctpanax EBpombl. CymiecTByroT 3 OCHOBHBIX HampaBleHHUsS nesTelbHOCTH (Topromis THII,
MIPOU3BOICTBO CTPOUTENBHBIX MaTepHalioB, CTPOUTENHCTBO)

[Tepen co3maBaemMoii cmy)00¥ TIepcoHalIa Ha TEKYIIHI ToJ] CTaBIATCS CICIYIOIHNE 3a/1a9H:

— opranu3oBarh moaoop nepconana (80 BakaHcuii B roj, ceifuac B pabore 48 BakaH-
cuil),

— HajmaauTh paboTy IO OpraHu3aluy U TMPOBEICHUIO PETYISIPHBIX MEPONPUATHN IO
OIICHKE U aTTeCTalluu NIepcoHasa (paHee He MPOBOIUIIUCH);

— OLICHUTH CYIICCTBYIOIINE B KOMIIAHUHM CHUCTEMbl MOTHBAIIMU, U TIPU HEOOXOAMMOCTH,
PEKOMEH/I0BaTh M3MEHEHUs (MPUMEHsIeMbIe B HACTOSIIEE BPEeMs CXEMbl HE YIOBIETBOPSIOT CO-
TPYIHHKOB U HE COOTBETCTBYIOT LIEJISIM KOMITIAHUH);

— Opra’u3oBaTh MPOIECC MOCTOSHHOTO OOYYEHUs M IOBBIIICHUS KBalU(UKAIIUU CO-
TPYIHUKOB KOMIIAHWH, COOTBETCTBYIOIIETO EISIM KOMITaHUH.

VYkaxuTte, kakas napopmanrs Bam moHanodbuTcs q0MOTHUTEIHHO.

VYkaxuTe, Kakue pecypchl (OpraHHM3alMoOHHBIC, MaTepuajibHble, WH(OPMAIMOHHEIE,
YeNoBeYeCKHe, BpEMEHHbBIE) BaM MOTPEOYIOTCS AJIs BBITIOJHEHUSI TAaHHBIX 3a/1a4.

N3noxute cBoe BUACHHUE TOCIEIOBATEILHOCTA U CONEPIKAHUS JACHCTBUN, HEOOXOMMMBIX
JUUISl BBITIOJTHEHUS TAHHBIX 33J1a4, YKKUTE MOCIIEI0BATEIIbHOCTD, OIICHUTE CPOKH BBHITIOJTHEHUS U
COCTaBbTe IU1aH Bamux neicTBUi.

3aganue 8. CocraBbre U 0hopMUTE TPUKA3BI 110 TUIYHOMY COCTaBY

3aBenyromias otaenoM mucem razetel «['yoepuus» ComoBa AnHa lBanoBHa 15 mas
TEKYILlero rofa oOparuiach K TIaBHOMY penakTopy YBapoBy A.H. ¢ mpock0oii mpeaocTaBuTh eif
OTITYCK 0€3 coxpaHeHHs 3apadoTHOH miatel ¢ 16 1mo 18 mast o ceMeiHBIM 00CTOSTEIIbCTBAM.

[Ipoekt mpukasza o6 oTmycke ObUT 0hOpMIIEH HaYyalbHUKOM OTAeNna KaapoB EpmakoBbM
N.H. 15 mas, B TOT ke AeHb MOJNMCAH IJIABHBIM PEIaKTOPOM.

[IIxana oneHuBaHUs.

OueHka 3HaHWH, YMEHUH, HaBBHIKOB MPOBOIUTCS Ha OCHOBE OaNIbHO-PEHTHHIOBOW CH-
crembl: 30% u3 100% (wmm 30 GammoB u3 100) - Bkiax B UTOrOBYIO OICHKY IO pe3yJibTaram
IIPOMEXYTOUYHOU ATTECTALIUH.

[Tpu oreHMBaHMU OTBETa OOYYAMOLIETOCS B XOJE MPOMEKYTOUHON aTTECTAIlMd MOXKHO
OIUPAThCS Ha CIEAYIONINE KPUTEPUU:

bainbt Kputepuii onieHK1
26-30 OOy4Jaronuiics TOKa3bIBaeT BBICOKUH YPOBEHb KOMITIETEHTHOCTH, 3HAHUS POTPaAMM-
HOTO Marepuasa, yaeOHOH, NepHOANIECKOH U MOHOTpapHUIECKOI TINTepaTyphl, 3aK0-
HOJIATENILCTBA U TIPAKTHKH €ro MPUMEHEHHUS, PACKPBIBACT HE TOJBKO OCHOBHBIC IT0-
HATHS, HO M aHAJM3UPYET MX C TOYKU 3PEHUs Pa3IM4HBIX aBTOpoB. OOydaroumiics
MOKa3bIBAET HE TOJILKO BHICOKHH YPOBEHb TEOPETUYCCKUX 3HAHUM, HO M BHIUT MEXK-
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TUCHUIUTMHApHBIE CcBs3u. [IpodeccroHanbHO, TPAMOTHO, MOCIEA0BATEIbHO, XOPO-
IIMM S13BIKOM YETKO M3JIaraeT MaTepuai, apryMEHTUPOBAaHHO (GOPMYIHUPYET BbIBOABI.
3HaeT B paMKax TpeOOBaHMI K HANpaBJICHUIO M MPOQUIIO MOATOTOBKH 3aKOHOJA-
TEJIbHO-HOPMAaTHUBHYIO M NpakTHUYecKyto 6a3y. Ha Bompocsl oTBeyaer kpaTko, apry-
MEHTHPOBAHO, YBEPEHHO, 110 CYIIECTBY.

16-25 OO0yyaromuiicss TOKa3bIBa€T JOCTATOYHBIN YPOBEHb KOMIIETCHTHOCTH, 3HAHUS MaTe-
pHUaNoB 3aHATHH, Y4eOHON U METOJUYECKON JTUTEPATYphl, 3aKOHOJATEIbCTBA U MIPaK-
TUKU €ro NMPUMEHEHHs. YBEPEHHO U MPO(eCcCHOHANBHO, TPAMOTHBIM S3bIKOM, SICHO,
YeTKO M TOHATHO H3JIaraeT COCTOSHUE W CYTh BONpOCa. 3HAeT HOPMATHUBHO-
3aKOHOJATEJIbHYIO M MPAKTHUECKyl0 0a3y, HO MPHU OTBETE JOIYCKAeT HECYIeCTBEH-
Hble morpemHoctTy. O0yJaronuiicss MoKa3pIBaeT TOCTATOYHBIN YPOBEHb Mpodeccro-
HAJIbHBIX 3HAHUN, CBOOOJAHO ONEPUPYET MOHATUSAMH, METOJAMU OLIEHKHU HPUHATHS
peIIeHH, UMeeT MPEICTaBICHNUE: 0 MEKIUCIUIUTMHAPHBIX CBS35X, YBS3bIBACT 3HA-
HUS, MOJyYEHHbIE NPH W3YYEHUM Pa3IMYHBIX JUCLHUIUIMH, YMEET aHaJu3UpOBaTh
NPaKTUYECKHE CUTYalluH, HO JIOITYCKAeT HEKOTOphIe MOrpemHocTu. OTBET MOCTPOCH
JIOTMYHO, MaTe€pHajl M3J1araeTcsi XOpOIIUM SI3bIKOM, IMPUBJIEKAETCS MHMOPMATUBHBIN
¥ WUTIOCTPUPOBAaHHBIN MaTepuall, HO MPHU OTBETE AOMYCKAET HEKOTOPbIE MOTPEIIHO-
cTi. Bonpockl He BBI3BIBAIOT CYIIECTBEHHBIX 3aTPYyIHEHHH.

6-15 OOyyaromuiics MOKa3bIBa€T JOCTATOYHbIE 3HAHUSI MAaTEpPUANIOB 3aHSATHI, HO MPH OT-
BETE€ OTCYTCTBYET NOJDKHAS CBSA3b MEXIY aHAIM30M, apryMEHTallMed M BBIBOJAMH.
Ha mocraBieHnHbIe YieHaMH KOMHCCHU BOTIPOCHI OTBEYAET HEYBEPEHHO, JHOMYCKAET
norpemHocTd. O0yJaromuiics: BaaseeT NPakKTUIECKUMU HAaBbIKaMH, IPUBJIEKAET WJI-
JFOCTPATHBHBIN MaTepHai, HO YyBCTBYET ce0sl HEYBEPEHHO MPH aHATN3€ MEXKTUCIIH-
IUIMHApHBIX CBA3el. B oTBeTe He Bcerja MpUCYTCTBYET JIOTHUKA, apTyMEHTHI IIPHUBIIE-
KalOTCSl HEJJOCTATOYHO Beckue. Ha mocraBieHHbIe BOMPOCHI 3aTPYAHSAETCS C OTBETA-
MM, [TOKa3bIBAET HEJOCTATOYHO INTYOOKHE 3HAHHUS.

0-5 OOyJaromuiicst TOKa3bIBaeT cnadble 3HAHUS MATePUAJIOB 3aHATUN, YIeOHOU JHuTepa-
TypBbl, 3aKOHOJATEIbCTBA M NPAKTUKU €r0 NPUMEHEHUS, HU3KUH YpOBEHb KOMIIE-
TEHTHOCTH, HEYBEPEHHOE U3JI0KEeHHE Borpoca. OO0yJaromuiicsi MOKa3bIBaeT CIa0bIi
yYpOBEHb MPO(HECCHOHAIBHBIX 3HAHUM, 3aTPYAHSACTCS IPU aHATIU3€ MPAKTUUYECKUX CH-
Tyauui. He MoxeT nmpuBecTH mpuMeEphl U3 peanbHO npakTtuku. HeyBepeHHO U 50-
THYECKH HEMOCIE0BaTEeIbHO U3jaraeT Marepuan. HempaBuiIbHO OTBeyaeT Ha BO-
IIPOCHI WJTH 3aTPYTHSIETCS C OTBETOM.

[IIkana nepeBoia U3 MHOTOOAUTEHON CHCTEMBI B TPAJIUIIHOHHYIO:

— oO0ydJaromeMycsi BBICTABIISICTCS OICHKA «HEYIOBIECTBOPUTEIBHO» €CIIM 00yJarONTHii-
cst Habpan meHee 50 6amioB,

— OLIGHKa «YIOBJIETBOPHUTEIHHO» BBICTABIACTCA IMPU YCIOBUHU, €CIH OOyYaromuics
Habpai ot 50 1o 65 6aoB;

—  OIIEHKa «XOPOII0» BBICTABIISIETCS MPU YCJIOBHH, €CIM 0OydJaromuiics Habpayi oT 66
110 75 6amnos;

—  OLIEHKa «OTJIMYHOY» BBICTABISETCS MPU YCIOBUH, €ClU oOydaromuiics Habpan ot 76
10 100 6amnos;

— 100 GanyoB BBICTABISIETCS MPU YCIOBUHU BBIMOJHEHHUS BCEX TPEOOBAaHWH, a TaKke
P 00S3aTEITLHOM MPOSIBIICHUU TBOPYECKOTO OTHOIICHHUS K MPEIMETY, YMEHUU HAXOIUTh OpPH-
TUHAJIBHBIE, HE CcONeprKaluecs B y4eOHUKAaX OTBEThI, YMEHHH pa0oTaTh C UCTOUHUKAMU, KOTO-
pBIe CoMepIKaTCs JOMOJHUTEIBHON JIUTeparype K Kypcy, YMEHUU COCIUHATH 3HAHUS, MOJTYUCH-
HBIC B JAHHOM KypC€ CO 3HAHUSMHU JPYTUX TUCIUTLINH.

4.4. Meronuueckue MaTepuabl
CryneHT noryckaercsi K 9K3aMeHy O TUCIHHIUIMHE B CIIydae BBITOJHEHHS WM BCEX
3aJJaHUi U MEPOIIPUATUH, TPETyCMOTPEHHBIX IPOrPAMMON JUCIUTIIUHBL.
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DK3aMeH CTaBUTCS CTYIACHTY IO pe3yJIbTaraM BBITIOJHEHHBIX Pa0OT B TEUCHUE CEMECTPa,
IpU YCIOBHMHM, YTO OLIEHKM CTyIEHTa 3a paboTy B TEUCHHE ceMecTpa (10 BCeM pe3yibTaraM
TEKYIIEro KOHTPOJIS 3HAHHUK ) COCTaBISIOT He MeHee yeM Ha 70 % «orimuano» u 30 % «xoportoy,
MPOITYCKH 3aHSATUH OTCYTCTBYIOT.

DK3aMeH MPOBOAUTCS B POpME MyOIHYHOTO BBICTYILUICHUSI.

Brictynnenue — 310 opuImanbsHOe coOOIIeHNe, TTOCBAIIEHHOE TeMe BOIIpoca B OHIeTe,
KOTOPOE COICPKUT OMMCAHUE BOIIPOCA M PacKpbIThe ero cyTH. CTPYKTypa OTBETa BKIIFOYACT:

1. Beeneunue:

— YKa3bIBa€TCs BOIIPOC, M3JIaraeTcsl MOCIIe0BaTeIbHOCTh OTBETA,

2. OCHOBHOE COJIepKaHUE:

— o0o3HayaeTcsi MPOOIEMHOE TIOJIe M BBOISTCS OCHOBHBIC TEPMHHBI BBICTYIUICHHS, a
TaK)Ke TEMaTHUYECKHUE Pa3/IeNibl COJePKaHUS OTBETA,

— HAMEYAIOTCS METONIbl PEIICHUS TPEACTAaBICHHONM B BBICTYIUICHHH TPOOJIEMBI |
IpeAroiaraeMble pe3yabTaThl.

3. 3axiroueHue:

— MPUBOJATCS OCHOBHBIC PE3YIBTATHI M CYXJICHUS aBTOPA TIO IMOBOIY MyTel BO3MOXXHOTO
pELICHHS PACCMOTPEHHOM MPOOJIEMBI, KOTOPhIE MOT'YT ObITh O)OPMIICHBI B BUJIE PEKOMCH/TAIIHIA.

BricTynnenne 10mKHO OBITh TOCTPOCHO B COOTBETCTBHUHU C PETNIAMEHTOM: HE 0oJiee MmaTu—
CEMH MUHYT.

OOyuaromuiicss Takke TOTOBHT pemieHue keica. OOydJaromuics 3HAKOMHUTCS C
MarepuaioM Kkeiica. OCMBICIMBaET CHTyalluio. PaccMaTpuBaeT —adbTePHATHBBI PEIICHHS
npo0JIeMbl ¥ HaXOIUT €€ BEpHOE WM ONTUMaibHOE pemieHne. OOyJaromuiics 3auaeT cBoe
pemienne. IlpenogaBarens OLIGHUBACT KaueCTBO BBIMOJHEHUS 3a/JaHUSl 110  KPUTCPHSIM:
JTUAarHOCTUKKA TIPOOJIEMBI, KadecTBa TPEAJIOKEHUH M PEKOMEHJAlMi 10 pelIeHHI0 Kekca,
KaueCTBa U3JIOKCHUSI MaTepuaa.

5. MeToauyeckue ykazaHusi UIsi 00y4aommXxcs N0 OCBOCHUIO AU CHHMILIUHBI

VYCTHBIN ONpOC ABISETCS OTHUM M3 OCHOBHBIX CIHOCOOOB MPOBEPKH YCBOCHHS 3HAHHUN
oOyuarouumucs. Pa3BepHyThIi OTBET CTyleHTa JOJDKEH NPEACTaBIATh COOOH CBS3HOE,
JOTUYECKU MOCJIE0BAaTeIbHOE COOOIIEHHE HAa ONPEAETICHHYI0 TEMY, MOKa3bIBaTh €0 yMEHHE
OPUMEHATh ONpE/AEICHUs, NMpaBWiia B KOHKPETHBIX ciaydasx. OCHOBHbIE KpPUTEPUH OIICHKH
YCTHOTO OTBETa: HPABHJIBHOCTh OTBETA IO COACP)KAHUIO; MOJHOTA M NIyOMHA OTBETA; JIOTHKA
U3JI0KEHUS MaTepuaiia (YUUThIBaeTCSl YMEHHE CTPOUTD LIEIOCTHBIHM, TOC/Ie10BaTeNNbHbIN pacckas,
IPaMOTHO TIOJIb30BAThCSl CHENHMAIbHONH TEPMHUHOJIOTHEH); HCIIONB30BAHNAE OMOIHUTEIHHOTO
marepuaa.

[IpakTudeckue 3aaHus SBISIOTCS HEOOXOIMM 3BEHOM JUIsS OICHKH YMEHHH M HAaBBIKOB
oOyuarouuxcsi. OCHOBHbIE KPUTEpUU OLIEHKM NPAaKTUYECKOro 3ajaHus (Keiica): KauecTBO
NPEIVIOKEHUH U PEKOMEHJIAIMIA TT0 PEIISHUIO TPOOJIeMBbl (BBIXOY M3 CHUTYallH), ONHUCAHHOH B
IPAaKTUYECKOM 3aJaHuM (Kelice), KauecTBO OOOCHOBAaHHMS aHalIM3a MpoOJeM U MOCIEICTBHM
BHE/IPEHHUS CQOPMYIHPOBAHHBIX MPEIVIOKCHUH W PEKOMEHIAIMHA I10 PEIICHHIO TPOOIeMBbI
(BBIXOZY M3 CUTYaIllH ), OIMCAHHOM B IIPAKTUYECKOM 3aJjaHuU (Keiice).

MeTtoanueckue yKa3aHus M0 CaMOCTOSATEIHLHON MOATOTOBKE K 3aHATHAM
JIEKIIHOHHOT0, IPAKTHYECKOI0 (CEMMHAPCKOI0) THIIA:

[ToaroToBKa K 3aHATHSM JOJDKHA HOCUTH CHUCTEMATHUYECKHMH XapakTep. DTO MO3BOJIHUT
oOyJaromeMycs B TIOJTHOM 00beMe BBITIOJHUTE BCe TpeOoBaHus npenoaasaresiss. OO0yqarommmcs
pPEKOMEHAyeTCsl M3ydaTh KaK OCHOBHYIO, TaK M JIONOJHHUTENBHYIO JIUTEPATypy, a TaKkxke
3HaKOMHUTbcA C lHTepHeT-ucTouHMKaMu (CHOMCOK NpHUBEJEH B pabouell mporpamMme IO
JTUCITUATIIINHE).

Criucok BOTIPOCOB ISl CAMOCTOSATENBHOM MOJTOTOBKH K OIPOCaM 10 TeMaM IPHUBE/ICH B
paboueit mporpamme Mo AUCHUILTHHE B 11. 4.2.
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MeToauueckne yka3anus Mo MoAroToBKe K onpocy:

[TonroroBka oOydaromMXcs K OMPOCY TMpEAnojiaraeT MU3ydeHHE B COOTBETCTBHH
TEMAaTHUKON JUCIUTUIMHBI OCHOBHOM/ JIOTIOJHUTEIBHOHN JTUTEPaTyphl, HOPMAaTHBHBIX JIOKYMECHTOB,
UHTEPHET-PECYPCOB.

MeToauyecKkue peKOMEHIAlMHU 0 MOATOTOBKE K TECTUPOBAHUIO:

[Ipu moAroToBKE K TECTUPOBAHUIO CIEAYET YUUTHIBATh, YTO TE€CT MPOBEPSET HE TOJIHKO
3HAHWE TOHSTHN, KaTETOpHid, COOBITUM, SIBJICHUN, YMEHUS BBIICISITH, aHAIU3UPOBATH M 0000-
maTh HanboJiee CYIIECTBCHHBIC CBS3M, MPU3HAKA M MPUHITUIIBI PAa3HBIX SIBICHUH W MPOIECCOB.
[TosToMy TIpH MOATOTOBKE K TECTY HE CIEAYET MPOCTO 3ay4HBaTh, HEOOXOAUMO MOHSTH JIOTHUKY
W3JIOKEHHOTO MaTepuaia. ITOMY HEMalo CIIOCOOCTBYET COCTABJIICHHE Pa3BEpHYTOro IUIaHA,
Tabnui, cxeMm. bBobplryio MOMOIb OKa3bIBAIOT HHTEPHET-TPEHAXKEPhI, MO3BOJISIONINE, BO-
MEePBBIX, 3aKPEMUTh 3HAHUS, BO-BTOPHIX, MPHOOPECTH COOTBETCTBYIOIIHME TICHXOJOTHYECKUE
HAaBBIKHA CAMOPETYJISIUUA U CAMOKOHTPOJIS.

TecTtupoBanue uMeeT psiJ 0OCOOEHHOCTEH, 3HAHUE KOTOPBHIX MOMOTAET YCIICIIHO BBITIOJ-
HUATHh TECT. MOXHO JaTh CHEAYIOUIME METOJIUYECKHE PEKOMEHIALMM: CIEAYET BHHUMATEIbHO
U3YYUTh CTPYKTYPY TECTa, OLEHUTh 00BEM BPEMEHH, BBIACISAEMOr0 Ha JAHHBIN TECT, YBUAETb,
KakKkoro THUIIA 3aJaHus B HEM COJIEPXKATCS; OTBEYATh HA T€ BOINPOCHI, B MPABUILHOCTU PELICHUS
KOTOPBIX HET COMHEHHM, I0KA HE OCTAHABIIMBASICh HA TEX, KOTOPbIE MOTYT BbI3BaTh JIOJITUE pa3-
JIyMbsI; OYEHb BaXKHO BCET/1a BHUMATEIbHO YATATh 3aJaHUA 10 KOHIIA, HE MBITasICh OHATH yCJIO-
BHUSI «I10 TIEPBBIM CIIOBaAM.

HMHcTpyKuus M0 BbINOJTHEHHIO TECTOBOIO 32/IaHUSA

TectupoBanue npezacrasiseT coO0il BEINOJIHEHUE TECTOBOIO 3a/1aHus (TECTa), COCTOSIIIE-
ro u3 20 BONpocoB M BapHaHTOB OTBETOB Ha HUX. Bompocsl npenycMaTpuBarOT OJUH MPABUJIIb-
HBIM BapuaHT oTBeTa. BpeMs npoxoxnenus tecta 40 munyT. HanmpoTus kaxaoro Borpoca o0y-
YAOLUICS CTaBUT OTMETKY (HallpUMeEp, «TaJIOuKy» MM «KPEeCTUK»). s MpOXOKIEHUs TecTa
oOyuaromuiicst 1owkeH HaOpaTh He Oonee 30 6amioB. MakcumanbHsbiid 6amn coctasisieT 40 Oan-
J70B. 3a KaX/Iblil IPaBUJIBHBINA OTBET MPUCBanBaeTcs 1Ba (2) 6aia.

Ecnu oOyuaromuiics He 3HaeT NPaBUIBHOTO OTBETA HA BOIIPOC TECTA, OH MOXKET €To Mpo-
MYCTUTb, HO B 3TOM ciy4ae OyAeT 3acuuTaH HEBEPHBIH OTBET.

MeToauyeckne peKOMEHIaUMU 110 HANTMCAHUIO pedepaTa:

Pedepar sBnsercs camocTosTeNbHON MpakTUyecKoil paboroil obyuaromuxcs. OH npu-
3BaH ONPEETUTh CTEIIEHb OCBOCHUS CTYJCHTOM 3HAHUM M HABBIKOB, IOJIyY€HHBIX UM B IpolLec-
C€ M3YYCHUS TUCIUTUTUHBI.

Texct paboTel JODKEH ObITH HamucaH B HaydHoM ctuie. OdopmileHHe TeKcTa Takke
JIOJIKHO OBITH BBIMOJHEHO IpaMoTHO. Crenyer m30erarh MyCTBIX MPOCTPAHCTB M, TeM Oolee,
ctpanui. Ha Bce TaGnuLbl, pUCYHKH U JMArpaMMBbl I€TIAI0TCS CCHUIKH B TEKCTE.

Pabota Bemmonnsiercs B popmare A4. Llpudpt — TimesNewRoman. OcHOBHO# TeKCT pa-
60Tbl Habupaercs 14-m mpudrom uepe3 1,5 unreppana, BbIpaBHUBAHUE IO LIMPUHE, MEXKOYK-
BeHHBIN MHTEpBaN «OOBIYHBIIN», KpacHas cTpoka 1,25 cM. ABTOMaTHYeCKH PAacCTaBIISIOTCS Tie-
penocsl. lomns: Bepxnee 2,0 cM, HkHee 2,0 oM, neBoe 3 cM, npaBoe 1 cM. [IpoMexyTku Mexy
ab3amamM OTCYTCTBYIOT. BBeeHue, IiaBbl, 3aKII0YEHHUE, CIHCOK JUTEPAaTyphl U MPHUIIOKEHUS
(dopMaTUpYIOTCsl KaK 3aroJIOBKU MEPBOIO YPOBHS M HAUMHAIOTCS KaXKJbli ¢ HOBOW CTPAHUIIBL
[Toxpaznensl TJ1aB ¢ HOBOM CTPAHUIIBI HE HAUYMHAKOTCSI.

CHOCKM J1enaroTcsi BHU3Y CTpaHUIBL. TaOnauibl M pUCYHKH HyMepyIoTcs oTaensHo. Ho-
Mep BKJIKOYaeT HOMED IJ1aBbl 1 HOMEP PUCYHKa/TaOIMIIbI B JaHHOM IJ1aBe.

Crpanuisl paboThl AOJKHBI OBITH TPOHYMepoBaHbl. Hymepanus HaunHaeTcs co cTpa-
HUIIBI C OTJIaBJIEHUEM, HA KOTOPOM cTaBUTCS 1udpa «2» u aanee — no nopsaky. OkoHuaHue Hy-
Mepalyy NPUXOJUTCS Ha MOCIEIHUHN JIUCT CIUCKa JuTepaTrypsl. HoMep cTaBUTCS BHU3Y CTpaHU-
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16l cripaBa. Ha cTpaHuIax ¢ mMpujioKeHUsIMHA HOMepa He CTaBATCS, U B OTJIABJICHUE OHH HE BbI-
HOCSTCS. B ornaBieHnn yKa3bIBaeTCs TOIBKO HOMED MEPBOTO JTUCTA MEPBOTO MPUITOKESHHUS.
O06nem pedepara 7-15 cTp.

6. YueOHas quTepaTypa u pecypcbl HH(POPMALNMOHHO-TEJIeKOMMYHUKAIIHOHHOW CeTH
"UHTepHeT", BKJII0OYas NlepeYeHb y4eOHO-MeTOAHYeCKOro odecnevyeHust AJs
CaMOCTOSITEJIbHOMH PadoThl 00Yy4aIOIIUXCHA MO JUCHUILIHHE

6.1. OcHoBHas JIUTEpaTypa

1. Kysuenos, M. H. JlokyMeHTanlMOHHOE OOCCIICYCHHE YIPABICHUS TEPCOHATIOM !
y4eOHUK M MPAaKTUKYM JJisl npukiagHoro Oakanaspuara / M. H. Ky3nenoB. — M. : U3natenn-
ctBo Opaiit, 2019. — 520 c. — (Cepus : bakanasp. Ilpuxknagnoir kypc). Pexxum moctyma :
https://www-biblio-online-ru.ezproxy.ranepa.ru:2443/bcode/426321

2. Mamncypos, P. E. HacronbHast KHura 1upekTopa Mo nepcoHainy : MpakTUYecKoe Moco-
oue / P. E. MancypoB. — 2-¢ u3n., nepepa0. u gon. — M. : U3natensctBo KOpaiit, 2019. — 384
c. — (Cepus : Ilpodeccuonanbhas npakTtuka). - Pexxum nmocryma : https://www-biblio-online-
ru.ezproxy.ranepa.ru:2443/bcode/432037

3. IlaBnorckas, O. FO. [IpaBoBoe oOecnieueHne KaJpoBOTroO JEIOMPOU3BOICTBA : y4eO-
Hoe nocooue ais By30B / O. 0. ITaBnosckas. — M. : U3aarensctBo FOpaiit, 2019. — 213 ¢. —
(Cepuss : Beicmee o60pazoBanue). — Pexum mocryma : https://www-biblio-online-
ru.ezproxy.ranepa.ru:2443/bcode/445662

4. 1SO 9001:2015 A complete guide to Quality Management Systems.- CRC Press,
2017. 442 p.

6.2. lonotHUTeILHAS JIUTEpPaTypa

1. KoHcynpTHpOBaHNE U KOYYHHT TIEpPCOHANIA B OPTaHU3AIUH : YICOHUK U TPAKTHKYM
1uis1 OakanaBpuara U Maructparypsl / H. B. AuronoBa [u ap.] ; mox pea. H. B. Autonosoii, H. JI.
WBanooii. — M. : U3narensctBo KOpaiit, 2019. — 370 ¢. — (Cepus : bakaiaBp 1 Maructp.
Axkanemudeckuit kypc). Pexxum goctyma : https://www-biblio-online-
ru.ezproxy.ranepa.ru:2443/bcode/436457

2. Kosxkanosa E. CocrasisieM HHCTPYKIIMIO TIO KaJpoBOMY jesionpou3Boactsy // Kaapo-
Basi ciyk0a u ynpasienue nepconanom npeanpustus. 2016. N 5. C. 42 - 47.

3. CenatopoBa H. CocraisieM TOKHOCTHYIO HHCTPYKIIHIO CIIEI[HAIKCTa 1O Kaapam //
Kanposas cimyx0a u ynpasienne nepconanom npeanpusitas. 2018. N 7. C. 32 - 41.

4. CrpaBOYHUK KaJIpOBHKA: MOJH. MPaKT. pyk. / mox pen. A.B. Illanaesa. 10-e u3., me-
pepab. u gom. M.: I'poccMenna, POCBY X, 2016. 737 c.

5. Cemenuxun B.B. KagpoBoe nemomnpousBoacTtBo. 3-¢ u3l., nepepad. u jgom. M.:
I'poccMemuna, POCBYX, 2017. 594 c.

6.3. YueOHO-MeTOAUYECKOE 0OfecTiedeHHe CAMOCTOSITe/IbHOM padoThI

1. Opmosa E. llInapranka no opopMiIeHHIO HEKOTOPBIX KapOBbIX JoKyMeHToB // Haio-
roBblif BecTHHK - Korcynbrammun. Pazpsicaenus. Muenns. 2018. N 8. C. 28 - 44.

2. Opnosckuii FO.I1., Hypraunosa A.®., Yukanosa JI.A. HactonbpHas KHUra KaJpOBH-
Ka: ropuauueckue acnektsl / otB. pea. FO.I1. Opnosckuit. 3-e¢ m3n. M.: KOHTPAKT, 2018. 372
c.

3. ®cokructoB M.A. Bce 0 OONIBHUYHBIX U JCTCKUX MOCOOMAX: TOJH. MPAKT. PyK. / MO
pen. H.A. DneneBoii. 4-e uzn., nepepad. u gom. M.: I'poccMenua, POCBY X, 2017. 315 c.

6.4. HopMaTuBHbIE IPaBOBBIE TOKYMEHTHI (B XPOHOJIOTMYECKOM MOPSI/IKe)
1. Koncrurtymus Poccuiickoit denepannu (c rumHoM Poccun). — M.: [IpocnekT, 2015. —
32c.


https://www-biblio-online-ru.ezproxy.ranepa.ru:2443/bcode/426321
https://www-biblio-online-ru.ezproxy.ranepa.ru:2443/bcode/432037
https://www-biblio-online-ru.ezproxy.ranepa.ru:2443/bcode/432037
https://www-biblio-online-ru.ezproxy.ranepa.ru:2443/bcode/445662
https://www-biblio-online-ru.ezproxy.ranepa.ru:2443/bcode/445662
https://www-biblio-online-ru.ezproxy.ranepa.ru:2443/bcode/436457
https://www-biblio-online-ru.ezproxy.ranepa.ru:2443/bcode/436457
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2. Tpynosoii koneke Poccuiickoit @eneparuu ot 30.12.2001 Ne 197-D3 (nmocnenusis pe-
JTAKITHS).

3. Tlpuxa3z MunobOpHayku Poccum ot 14 nexabps 2015 r. Ne 1461 «O6 yTBepkacHUU
denepanbHOTO TOCYIApCTBEHHOTO O0OPa30BATEIBHOTO CTaHIApTa BBICHIETO OOPa30BaHUSA TIO
HarpasieHuto nmoaroroBku 38.03.03 Ynparnenue nepcoHanoM (ypoBeHb OakajiaBpuara)y.

4. OOpa3zoBareNbHBIN CTaHAAPT AKageMuu mo HampaBieHuio moaroroBku 38.03.03
VYrpasieHue nepcoHanoM, yrBepxkacHHbIN npukazoM Pexkropa PAHXul'C ot 19 aBrycra 2016 1.
Ne 01-4603.

5. Tlpuxa3z Muntpyna Poccun ot 06.10.2015 N 6911 «O06 yrBepxkaeHun npodeccuo-
HaJbHOTO cTaHjapra «CHenualnucT MO YIPaBIECHUIO NEpcoHaNIoM» (3aperucTpupoBaHo B Mu-
arocte Poccnn 19.10.2015 N 39362).

6. IIpukaz Muntpyna Poccum ot 09.10.2015 N 7171 «O06 yrBepx)aeHun npodeccuo-
HaJIbHOTO cTaHAapTa «Crenuanuct mo noAadbopy nepcoHana (pekpyrep)» (3aperucTpupoBaHO B
Mumntocre Poccnn 09.11.2015 N 39628).

7. OO0 undopmaruu, HHPOPMAITMOHHBIX TEXHOJOTHUIX U O 3ammTte nHpopmaruu. Dene-
panbHbIit 3akoH o1 27.07.2006 N 149-®3 (npunsr ['J] ©C P 08.07.2006).

8. 006 akmuonepHsix obmectBax. denepanbHbiid 3akoH 0T 26.12.1995 N 208-D3 (mpu-
uat [']] ®C PD 24.11.1995).

9. O6 oOmiecTBax ¢ OrpaHUYEHHOW OTBETCTBEHHOCTHIO. DenepanbHbI 3aKOH OT
26.12.1995 N 208-®3 (npunsr ['J] ©C PO 14.01.1998).

10. O nepconanbHbIX AaHHBIX. Denepanbhblii 3akoH oT 27.07.2006 N 152-®3 (nmpunsT
'1 ©C Pd 08.07.2006).

11. O xommepueckoii Taitne. denepanbubiii 3akoH oT 29.07.2004 N 98-03 (nmpunsr ']
@®C P 09.07.2004).

12. O 6yxranrepckom ydere. denepanbhblii 3akoH ot 06.12.2011 N 402-D3

13. O6 apxuBHOM nene B Poccuiickoit ®enepanuu. denepanbHbiii 3akoH ot 22.10.2004
N 125-®3 (npunst I'J] @C Pd 01.10.2004).

14. O tpynoBbix KHMXKKax. (BMecTe ¢ "lIpaBuiamu BeleHUsI U XpaHEHUS TPYIOBbIX KHHU-
JKEK, U3TOTOBJICHHS OJIAHKOB TPYAOBOM KHIDKKM M oOecrieueHus: umMu pabotonateneit”) [locra-
Hosyienue [IpasurenscTBa PO ot 16.04.2003 N 225.

15. O6 yrBepxknenuu Ilonoxxenust 06 0co6eHHOCTAX 00pabOTKU NMEPCOHANBHBIX JaHHBIX,
OCYIIECTBIISIEMON 0O€3 MCIIOJIb30BaHMs CPelICTB aBToMarn3anuu. [loctanoBnenue [IpaBurenscTa
P® ot 15.09.2008 N 687.

16. O nepeuHe cBefeHUH, KOTOPhIE HE MOTYT COCTaBIIATH KOMMepYecKylo TaiHy. [Tocra-
Hosnenue [IpaBurensctBa PCOCP ot 05.12.1991 N 35.

17. O6 yrBepxnaenun MHCTpyKIMM 10 3aM0JHEHHUIO TPYJAOBBIX KHMKEK. [locTaHoBIEeHNE
Muntpyna P® ot 10.10.2003 N 69 (3aperucrpuposano B Munrocre P® 11.11.2003 N 5219).

18. O6 yrBepxkneHnu IlomoxeHns O MOpSAIKE W CPOKAX XpaHEHHs JOKYMEHTOB aKI[HO-
HepHbIX obuiecTB. [locranosnenne ®KIBb PO ot 16.07.2003 N 03-33/nc (3apeructpupoBaHo B
Mumntocte P® 21.08.2003 N 4994).

19. O6 yTBepxneHNN YHUDUIUPOBAHHBIX ()OPM MEPBUYHON YUETHON JTOKYMEHTAlUU 110
yueTy TpyJaa u ero oruiatel. [locranoBnenue ['ockomcrata P® ot 05.01.2004 N 1.

20. IlepeueHp THUIOBBIX YNPABICHYECKHX AapXHMBHBIX JIOKYMEHTOB, OOpa3yroluxcs B
nporiecce JesITeIbHOCTH TOCYIaPCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO CAMOYITPABIICHHS U Op-
raHu3alui, ¢ yKazaHueMm CpokoB xXpaHeHus. IIpukaz MunkynsTypsl Poccun ot 25.08.2010 N
558

21. O npuHATHM U BBEJICHUH B JACHCTBUE TOCYAapCTBEHHOro ctaHaapta Poccuiickoit de-
neparuu” (BMecte ¢ "YHUGUIUPOBAHHON CHCTEMOW JOKYMEHTAIMK. Y HU(DUIIMPOBAHHAS CHUCTE-
Ma OpraHHU3allMOHHO-PACTIOPAIUTEIBHON JOoKyMeHTauuu. TpeGoBaHus K O()OPMICHUIO IOKY-
mentoB. ['OCT P 6.30-2003"). [Tocranosnenue I'occrangapra PO ot 03.03.2003 N 65-cr.

22. OcHoBuble [IpaBuna paboTel apxuBoB opranuzanuid. Onobpens! pemenuem Kose-
run Pocapxusa ot 06.02.2002.
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23. OK IIATP. O6mepoccuiickuii kimaccudukarop mnpodeccuii padouux, TODKHOCTEH
ciykamux 1 Tapudubix paspsaos. [loctanoBnenue ['occrannapra PO ot 26.12.1994 N 367 (na-
ta BBeaenus 01.01.1996).

24. OKCO. Obmepoccuiickuii KI1acCU(PUKATOp CHEIUAIBHOCTEH M0 00pa30BaHUI0. YTB.
[Tocranosnenunem [N'occranmapra P® ot 30.09.2003 N 276-cr. (nara BBeaenus 01.01.2004).

25. OKHMH. O6mepoccuiickuii knaccuduraTop uHGopMaruu o Haceiaennn. Y1B. [locTa-
HosieHreM I'occranmapra PO ot 31.07.1995 N 412. (nara BBeaenus 01.07.1996).

26. OKATO. OOmepoccuifickuii  K1acCUPUKATOP OOBEKTOB  aIMHUHHCTPATUBHO-
TeppuTopuaibHoro aenenus. YTB. [loctanoBinenuem I'occrangapra PO ot 31.07.1995 N 413.

27. KBanu(puKaMOHHBIA CIPaBOYHHUK JOJDKHOCTEH PYKOBOAMTENEH, CIEIHATUCTOB U
npyrux ciyxamux. YTB. [locranoBnennem Muntpyna P® ot 21.08.1998 N 37.

28. O0 yTBep>KACHUU MeXOTpacieBbIX YKPYITHEHHBIX HOPMAaTHBOB BPEMEHHU Ha pabOTHI
110 KOMIUICKTOBAHUIO M y4eTy kaapoB. [Tocranosnenrne Muntpyna CCCP ot 14.11.1991 N 78.

29. O TumnoBo# MHCTPYKUUH 1O AEIONPOU3BOJICTBY B (peepanbHBIX OpraHax HMCHOIHH-
TEJIbHOM BJIACTH.

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

CoNoOA~WNE

6.6. UHble HCTOYHUKH
1. AGymamze, . I. JokyMeHTamMOHHOE oOOecTeueHrue YNpaBIeHUS IEPCOHAIOM :
yu4eOHMK W TIPAaKTHKYM JUIsl akajemudeckoro OakamaBpuara / JI. I. AOymamse, U. b.
Bempsokknaa, B. M. Macmosa. — M. : MspmarensctBo IOpaiit, 2016. — 299 c.
http://www.biblio-online.ru/thematic/?44&id=urait.content.4B180AEE-8B42-4392-9D7A-
772015302875&type=c_pub

7. MaTepuajbHoO-TeXHHYecKasi 6a3a, HH(PpOPpMALMOHHBIE TEXHOJIOTHH, TPOrPaAMMHOE
o0ecnieyeHne 1 HHGOPMALIMOHHbIE CIIPABOYHbIE CHCTEMBbI

VYyeOHast aynuTopusi JUisl IPOBEACHUS YUEOHbIX 3aHATUH (3aHATUH JEKIUOHHOIO THIMA),
OCHallleHHasT  O00OpYyIOBaHHEM UM  TEXHUYECKUMH CpPEACTBaMH  OOYyYEHHUS:  KOMIUIEKT
CIeIUATM3UPOBAHHON yueOHON MeOenu (CTONBI M Kpeciia — paboune Mecta oOydaromuxcs U
npernojasaresisi); 10CKa ayluTOpHas; SKpaH; MEepPCOHAJIbHBIA KOMIBIOTEp; 3BYKOBas CUCTEMA;
npoeKkTop; BeO-kamepa. Breixog B VHTEpHET W AOCTYH B DIEKTPOHHYIO HH(POPMAIMOHHO-
00pa3oBaTeIbHYyIO Cpelly OpraHu3aluy.

VYuebHas aynuTopus JUlsl NPOBENCHUS Y4E€OHBIX 3aHATUN (3aHATUH CEMHHAPCKOIO THIIA,
TPYIIOBBIX W WHIUBHIYaJIbHBIX KOHCYJABTAIlMH, TEKYIIEro KOHTPOJS U TNPOMEXKYTOUHOU
arTecTalliu), OCHALIEHHAsi 00OpYIOBaHUEM M TEXHUYECKHUMH CPEACTBAMU OOYyUEHUS: KOMILIEKT
CHeLHaIN3UPOBAHHON yueOHO MeOenu (CTONbl U CTYAbs — pabouue MecTa OOydyaroluxcs U
Ipenojasareiis); J0CKa ayluTOpHAas; IEPCOHAIBHBIM KOMIBIOTEP; TEJIEBH30D; BeO-Kamepa.
Boixog B HHTEepHET M AOCTYH B DICKTPOHHYIO HH(POPMAIMOHHO-0Opa30BaTEIbHYIO Cpeny
OpraHH3aIiHy.

KomnbroTepHblit Ki1ace, yueOHast ayTuTOpus I IPOBEIEHUS YUeOHBIX 3aHATUH (3aHATUI


http://www.kadrovik-praktik.ru/
http://www.help-hr.ru/
http://www.hr-portal.ru/pages/poloj/ikdp.php
http://www.delo-press.ru/magazines/staff/sections/181/
http://www.kribel.ru/kadric/015.html
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CEMHHAPCKOTO THIA, TPYIIOBBIX M HWHIWBHIYaJbHBIX KOHCYIBTAIUH, TEKYIIEr0 KOHTPOJIS U
POMEXYTOUYHOM arTecTalnu), OCHAIIeHHAas OOOpYIOBAaHHMEM W TEXHHYECKHMMHU CpEICTBAMHU
00y4eHUs: KOMIUIEKT CICIMATM3UPOBAHHON yueOHOI MeOenu (CTOJBI U CTYNbs - pabouue mecra
00y4arOLINXCs U MPEToaBarelisi), J0CKa ayTUTOPHast; IepCOHAIbHbBIE KOMITBIOTEPBI MOHOOIOKH;
POEKTOP; BeO-Kamepa; SKpaH. Breixon B IHTEpHET U TOCTYN B JIEKTPOHHYIO MHPOPMAITHOHHO-
00pa3oBaTelbHYI0 Cpely OpraHM3alud, B TOM 4YHCIEe C pabouyux MeCT OOydaromuxcs.
[IporpammHoe  oOecredeHue: orepanMoHHas cuctemMa Microsoft Windows; makeTsr
muneH3noHHbx nporpamm: MS Office, MS Teams, CIIC Koncynsrantllntoc, nuieH3nOHHOE
AHTHBHPYCHOE MIPOTrPaMMHOE 00ECIICUCHHUE.

[Tomemenne it caMOCTOSATENbHON  paboTel  oOydaromuxcs (MHpopmammoHHo-
PECYPCHBI IIEHTP) OCHANICHHOE KOMIUIEKTOM CHEIMATU3UPOBAHHON y4yeOHOW MeOenw,
KOMITBIOTEPHONW TEXHUKOW C BO3MOXKHOCTBIO IMOJKIIOUEHHS K ceTu VHTepHeT M obecrieueHo
JOCTYIIOM B 3JICKTPOHHYIO HH(POPMAIIHOHHO-00Pa30BaTEIbHYIO CPEely OpraHU3allnu.

[Tporpammuoe obecneuenune: OC Microsoft Windows, Ilaker Microsoft Office (Word,
Excel, PowerPoint), Microsoft Teams, HICH3MOHHOE AaHTHBHUPYCHOEC IPOrPAMMHOE
oOecrieueHue.
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Ipunoxenue 1. [Ipumep odopmieHust TUTYJIbHOIO JucTa pedepara
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IIpunoxenue 2.
CrnoBapb TEepMHUHOB

ATTecTanmsi mepcoHasa — 1) METOJ OLICHKU IEPCOHAIa OpPraHU3aluK; PYKOBOIUTEIb
NEPUOANYECKHA OLEeHUBAaeT A(PGEKTUBHOCTh BBIMIOTHEHUS JODKHOCTHBIX O0s3aHHOCTEH ¢
TIOMOIIIBIO CTAHJAPTHBIX KPUTEPHEB; 2) KaJAPOBbIC MEPOIIPHUSATHSI, IPU3BAHHBIC OIICHUTH YPOBEHb
Tpy/la, KauecTB W MOTEHIMAaja JIMYHOCTH TPEOOBAHHSIM BBIMOIHAEMON paboThl; 3) mpoleaypa
omnpesnesieHus] KBaJdM(PHUKALWU, YpPOBHS 3HAHUHM, NMPAKTHUECKUX HABBIKOB, IEJOBBIX KavyeCTB
paboOTHHKA W YCTAaHOBJICHHUS CTENEHU MX COOTBETCTBHS 3aHMMaeMoil noymkHoctu. Llens A.m. —
noBbIeHNne 3()(HEKTUBHOCTH HCMONBb30BAaHMs KaJpOBOTO IMOTEHIMANa OpTaHU3alllH; 10 ee
pe3yabpTaraM NPUHUMAETCS PELICHUE O COXPAHEHUH WM U3MEHEHHH aTTECTyeMOMY JOKHOCTH
WM CUCTEMBI MOTHUBALIUU €T0 TPYZa, HEOOXOAUMOCTH JAOMOJHUTEIBHOMN MOATOTOBKY U JIp.

BbicBoOOKIeHHEe mNepcoHAia (COKpallleHHe YHCIa 3aHATBIX) — YBOJIBHEHHE WU
OTCTpaHEHHE OT PabOThI HA JUIUTEIHHBIC CPOK OJHOTO WJIM OOJBIIOrO YHcia paOOTHUKOB TIO
INpUYMHA 3KOHOMHUYECKOTO, CTPYKTYPHOTO WM TEXHOJIOTMYECKOr0 Xapakrepa C LEIbIo
YMEHBIICHUS  KOJIMYECTBa  3aHATBIX, JHOO0  M3MEHEHHs  HMX  NpodeccuoHaIbHO-
KBaJM(UKALMOHHOTO COCTaBa. B.M. HEMOCPeICTBEHHO 3aTparuBaeT JOTOBOpPHI 00 WX HaiiMe,
BKJIIOYAsl pa3pblB WM IMPUOCTAHOBKY TAaKUX JOrOBOPOB (KOHTPAKTOB). B.m. — 3TO KoMmIuiekc
MEPONPUIATHIA 1O COONIOACHHUIO MPABOBBIX HOPM U  OPraHU3AIMOHHO-TICUXOJIOTUYECKOU
MOJIEPKKE CO CTOPOHBI AAMUHUCTPALMU IIPU YBOJBHEHMHM COTPYIHHUKOB. B.I. cTaHOBUTCA
BeCbMa 3HAYMMOU (yHKIMEH KaJpOBOM CITyXKObI.

I'apanTnu coumMajJbHble — MAarepUAIBHBIE U JYXOBHBIE CPEACTBA, FOPUINYECKUE AKTHI,
00eCrneynBaoIIUe pealn3altio IpaB YeloBeKa B COBPEMEHHOM OO0IIecTBe, OTAeIbHON cTpane. K
['c. oTHOCATCS mpaBa 4YeNOBEKa Ha JKU3Hb, JIMYHYIO O€30MaCHOCTh, HA COOCTBEHHOCTb U €€
3alMIIEHHOCTh 3aKOHOM, Ha CBOOOIOMBICITHE, CBOOOAY coBecTH U JAp. B oOcraHoBke
(GopMHpOBaHUSI PHIHOYHBIX OTHOIIEHWI I.c. mperepreBalOT M3MEHEHUS B HaIpaBICHUU
00OCHOBaHMSI COLIMATBHO TapaHTHPOBAHHOTO MHHHMMYMa JJs BCEX KaTerOpHil HaCeleHHS,
000CHOBAHHMS JIBIOT U MPEUMYIIECTB OTJCIBHBIM IPYIIaM TPaXkKaaH CTPaHBI U Jp.

JIOKyMeHT - MaTepHalbHbI HOCUTENb C 3aUKCUPOBAHHON Ha HEM B J1t000i hopme HH-
¢dopMmarueit B Bue TEKCTa, 3BYKO3aIlUCH, N300paxeHus U (WIM) UX COUYETaHUs, KOTOPBIM UMeeT
PEKBU3UTHI, TO3BOJISIONINE €0 UACHTU(UIIMPOBATh, M MPEAHA3HAYEH JJIs Iepeaayl BO BpEMEHU
U B IIPOCTPAHCTBE B 1I€JIAX OOIIECTBEHHOTO MCIOIb30BaHUS U XPaHEHUSI.

JIOKyMeHT0000pOT - IBUXEHHE JOKYMEHTOB B OpraHM3allMyd C MOMEHTA UX CO3JAHHUS
WJIU TIOJIYYEHHUS 10 3aBEPIIEHUS UCIIOJTHEHUS UM OTIIPABKH.

KagpoBoe miianmpoBaHue B OpPraHM3allid — COCTaBHAas 4acTb CHUCTEMBl YIPaBICHUS
IIEPCOHAJIOM, IPEAINOJIAraroniasl OTCIEKUBAHUE W3MEHEHUN B €€ CTPYKTYpE, a TaKKe DIIEMEHT
paboThl C MEPCOHANIOM, 1eJIb KOTOPOH — 00eCeYnTh MPeJ0CTaBICHUE JIOSIM pabounux MecT B
HYXHBII MOMEHT BpEeMEHM U B HEOOXOJUMOM KOJIMYECTBE U B COOTBETCTBUU C HX
CHOCOOHOCTSMH, CKIIOHHOCTSMU U TpeOOBaHUSAMU MPOU3BOACTBA.

Kanposslii pe3epB — rpynibsl paOOTHUKOB, TOTEHIIMAIBHO CIIOCOOHBIX K PYKOBOISIIEH
NeSITeIbHOCTH, OTBEYAIOIIUX TPEOOBAHUAM, MPEIbSIBIAEMBIM JOJDKHOCTHIO TOIO WJIM HHOTO
paHra, noJABEpPriIuxcsi OTOOPY M MPOILEAIINX CUCTEMaTUYECKYIO LEJNEBYI0 KBaJIU(UKALMOHHYIO
MIOATOTOBKY.

Kpaindukauus - ypoBeHb 3HaHUIN, YMEHUN, HABBIKOB U KOMIIETCHIIMH, XapaKTEPU3YIO-
MUK TOArOTOBJICHHOCTh K BBIMOJIHEHUIO OMPEIEIEHHOIO BUAA MPOPECCHOHATBLHON EATEIbHO-
CTH

KBanudukanmonHass XapaKTepHMCTHKa — KpaTKoe H3JI0KEHHE OCHOBHBIX 3aj1ad,
HABBIKOB, YMEHHUM, MpaB U OOS3aHHOCTEH, MPEABABISEMBIX K Pa3IUYHBIM CHEIHAIBHOCTSIM B
OpraHH3alIiHy.

KBanupukauumoHHbId paspsijg — TNOKa3arellb CTEINEHH CIOXHOCTH BBINOJHIEMON
paboTel M ypoBHS KBanmudukamuu pabouee c yderom K.p. ocymiecTmisercs omnara Tpyna,
no00p U pacCTaHOBKA KaJpOB Ha MPOU3BOJICTBE.



37

KondumukrHass curyanusi — 1) ycioBHe BO3HHUKHOBEHUS KOHQIIMKTA; 3aKITIOYACTCS B
IPOTUBOPEYMBBIX MO3HUIHUAX CTOPOH MO KAKOMY-JTHOO IMOBOAY, CTPEMIICHHE K TPOTHBOIOI0KHBIM
LIEJIIM, UCIIOJIb30BaHUE PAa3IMYHBIX CPEICTB AJISA UX JOCTHXKEHHS, HECOBINAJEHHUE HWHTEPECOB,
xemanuii U T. A. [lna nmepepactanus K.c. B KOHQIUKT, HEOOXOAMMO BHEIIHEE BO3ICHCTBUE,
TOJYOK WJIM WHIOWACHT; 2) BBICHIAS CTaAUs Pa3BUTHS COLMAIBHOTO KOH(IIUKTA, HA4aio
OTKPBITOTrO MPOTUBOCTOSIHUS €I0 CTOPOH

Kpurtepuii oumeHkH mnepcoHaja — Mepa OLIEHKH; OTBEYAaeT Ha BOINPOC: HACKOJIBKO
(akTHUECKOe COCTOSHUE TI0 JAHHOMY KPUTEPUIO COOTBETCTBYET TPEOOBAHMSIM JTOJDKHOCTU WU
paboyero mecra.

O0wmas npogeccuoHaJbLHAsA MOATOTOBKA — MOIyYeHHE 3HAHUN, TPUOOPETEHUE YMEHHS
Y HAaBBIKOB, YBEJIMYMBAIOIUX OOIIMHA 4eI0BEUECKUN KaluTall.

OT160op nmepconajsa — uaeHTU(UKAIUSA TPEOOBAHUH, MPEIBSIBISAEMBIX OpraHU3aMend K
KauecTBaM YeJIOBEKa; CUCTEMa .MEPOIIPUTUH, obecrieunBatomias (GopMUPOBaHHUE TAKOTO COCTaBa
HepcoHaja, KOJIMYECTBEHHBIC U KaUECTBEHHbIE XapaKTEPUCTUKU KOTOPOTO OTBEUAIH ObI LIETISIM U
3ajja4yaM OpraHu3aly; MpOLEcC, MOCPEACTBOM KOTOPOro MpEeANpUsTHE BHIOMPAET U3 CIMCKa
IPETEHJEHTOB OJHOTO, HaWJIy4IlIMM OOpa3oM COOTBETCTBYIOLIETO BakaHTHOMY Mecty. [lpu
0TOOpE YeTIOBEK MOJBICKUBACTCS 110]] TPEOOBaHUS JOIKHOCTH.

Onenka mepcoHaja — Ipouexypa, OCyHIECTBIsEMas JUIsl ONPENEICHHUs] COOTBETCTBUS
pabOTHHKA BAKAHTHOMY WJIM 3aHUMAaeMOMY pabouemMy MecCTy (JOKHOCTH), BKIIFOYAET:

1) oueHky moreHnuana paboTHHKA, (TIPodheCcCHOHATbHBIC 3HAHUS U YMEHHS, IPOU3BOJI-
CTBEHHBIH OIIBIT, JI€JIOBbIE, HPABCTBEHHBIC U IICHUXOJOTHYECKHUE KayecTBa, 3/10pOBbs U paboTO-
CIIOCOOHOCTH, YPOBHS OOIIEH KYJIbTYpBHI);

2) OLEHKY MHAWBHIYaJIbHOTO BKJaJa — HO3BOJISET YCTAHOBUTH KaueCTBO, CIIOKHOCTD U
Pe3yABTaTUBHOCTH TPY/a KOHKPETHOTO paOOTHUKA U €r0 COOTBETCTBUE 3aHUMAEMOMY MECTY;

3) arTecranuio MepcoHasa — yYHTHIBACT MOTCHIMAT U WHIMBHAYaIbHBII BKJIa] padoT-
HUKa B KOHEYHBIH Pe3yIIbTaT.

IlepenoaroroBka — nojy4eHue JOMOJIHUTENIBHBIX 3HAHUNH U YMEHUH, HEOOXOAUMOCTH B
KOTOPbIX BO3HUKAET B CBA3M C M3MEHEHUSIMH B IIPOM3BOACTBEHHOM IPOIECCE, COLUAIbHON
cdepe wim U3MeHeHueM (PyHKIMN yupexaeHuil, opranu3anui.

ITocobOue - neHexxHas MOMOIIb, OKa3blBa€Masi TOCYAapCTBOM JIMIIAM, HAXOIALIUMCS B TS~
KeJIOM HKOHOMHUYECKOM IOJIOKEHHUH, HallpuMep, mocodue 1no oe3padoTuie.

ITorpedHOoCTL B 00yYyeHMH — Da3pblB MEXAY YypOBHEM KBadu(UKALUU W 3HAHUH,
HEOOXOIUMBIX JUI BBINOJHEHHUS JaHHOM pabOThl M TEMH, KOTOPHIMH pealbHO o0O0nazaer
BBITIOJIHAIOIINH €€ paOOTHHUK.

IIpuka3 - akT pyKOBOAUTEINS OpraHa rOCyJapCTBEHHOI'O YIPABICHUS, TOCYJapCTBEHHOTO
YUpEXKJIEHUS, KOMMEPUECKON OpraHu3aluu, CoAep Kaluil 00s13aTeNbHble Ui paOOTHUKOB ycTa-
HOBKH.

IIpoun3BoanTe b JOKYMEHTOB - IOPHIUYECKOE JIUIIO HE3aBUCHUMO OT €r0 OpraHu3alloH-
HO-TIPaBOBOH (hOpMBbI U (POPMBI COOCTBEHHOCTH WM (PU3MUYECKOE JIULI0, OCYILIECTBIIAIOLIEE MPe-
NPUHUMATEIBCKYIO JIEATEIbHOCTh 0€3 00pa30BaHMs IOPUIMYECKOIO JIMIA, OCYIIECTBISIOLINE
HOJTrOTOBKY, IMyOJIMKaIMIO (BBITYCK) U PacChUIKY (Iepeady, JOCTaBKy) 00s3aTeNbHOTO 3K3eM-
ispa.

IIpodeccuonanbHasi MOAroOTOBKAa — OpraHu3anus oOydeHHMs NpoQecCHOHATBHBIX
KaJ[poB uepe3 pa3inuHble POpMbI MOTYdEHHs MPOPECCHOHAILHOTO 00pa30BaHMsl.

IIpodeccuonanbHoe o0yuyeHHe — TPOLECC PA3BUTHS Y COTPYIHUKOB CHEIHM(PHUECKUX
Ipo¢eCCHOHAIBHBIX HaBBIKOB IIOCPEICTBOM CIIEI[MAIBHBIX METOA0B OOyYEHHE.

CtpaxoBoii ciy4ail - cBeplIMBIIEeCs] COOBITHE, C HACTYIJICHUEM KOTOPOTO BO3HHUKAET
00513aHHOCTh CTPaxXOBIIMKA, @ B OTJCIBHBIX CIy4yasX, yCTAaHOBJIEHHBIX (hefepalbHbIMU 3aKOHA-
MU, - TaK)K€ M CTPaxoBaTeliel OCYLIECTBIATh OOecreueHue Mo 00s3aTeIbHOMY COLMAIbHOMY
CTPaxOBaHHUIO.

CTpaxoBoii cTax - cyMMapHast POJOJDKUTEIBHOCTh BPEMEHH YIUTaThl CTPAXOBBIX B3HO-
COB.
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TpynoBasi KHHKKA - OCHOBHOM JJOKYMEHT O TPYIOBOU E€SITEILHOCTH U TPYAOBOM CTaxKe
pabOTHHUKA.

YnpasieHue nepcoHAJIOM — CHCTEMa OPraHU3aLHUOHHBIX, COLMATBEHO-3KOHOMHYECKHX,
NICUXOJIOTUYECKMX, HPABCTBEHHBIX W TPABOBBIX OTHOLICHHUH, 0OecreunBaromux 3((GEeKTHBHYIO
peanu3aluio BO3MOXHOCTEH UeloBeKa Kak B HHTepecax camMoro paOOTHHMKAa, Tak U B
OpraHHU3al1H B LIEJIOM.

YesioBeueckue pecypcbl — TEpPMHUH, XapakKTepU3YIOUIMH C  KadyeCTBEHHOH,
COJICPXKATEITLHOW CTOPOHBI KaJIpOBBI COCTaB WM BECh MMEPCOHAT NPEANpHUSTHS ((PUPMBI,
YUpEXKJIEHUS, OpraHu3aliK), pabouyro CUIy WU TPYIOBBIE PECYPChl OTPACIH, TEPPUTOPHUU
pEeruoHa, CTpaHbl B IIEJIOM.

IITaTHoe pacnucaHue - YTBEPKACHHBIN, TIPUHATHIN NEepeyeHb YUCIEHHOTO COCTaBa pa-
OOTHHKOB npeanpuiaTus, yYpCxICHHA C YKa3aHUEM UX KOJIMYCCTBA, I[OJI)I(HOCTeﬁ, JOJIZKHOCTHBIX
OKJIaJI0B, 0COOGHHOCTEN OTIATHI.
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