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Pabouas mporpamma Kypca
«KanpoBas pabota B COBpEMEHHOM OpraHU3aLuu. Y pOBEHb 2.
OpraHuzanus KaIpoBOro AEJIONPOU3BOACTBAY

J{OMOJITHUTEIbHOU MPOrPaMMbI
npodeccuoHAIBLHON NMepenoaroTOBKH

«Croenmajauct mo noadopy nepcoHaia (pexkpyrep)»

ropox Mocksa



[Iporpamma pa3paboTaHa B COOTBETCTBHHM C IMpHKa3oM MuHHcTepcTBa 00pa3oBaHUsA U
Hayku Poccuiickoit @eneparun ot 1 wmrons 2013 r. N 499 "OO6 yrBepxaenun Ilopsinka
OpraHM3alMl ¥ OCYILIECTBICHHUS O00pa30BaTEIbHOW MEATENBHOCTH MO JOMOJHUTEIbHBIM
npodecCHOHATBHBIM MporpaMmmam’.

[ToBbimenne KBadupUKALKUK Clyliatenaeidl, OCYyIIEeCTBISEMOE B COOTBETCTBHH C
IPOTPaMMOii, MPOBOAUTCS C HCIOJIB30BAHUEM MOAYIBHOTO MPUHIMIIA MOCTPOSHHS y4eOHOTrO
IUIaHa C TPUMEHEHUEM pAa3IMYHBIX O00pa30BaTENIbHBIX TEXHOJOTHUH, B TOM 4YHCIIE
JTUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJOTHHA M 3JIEKTPOHHOTO OOYYEHHUS B COOTBETCTBHHU C
3aKOHOJIaTeILCTBOM 00 00pa3oBaHUHU.

JlononHuTtenbHas  OpodeccHoHanbHas  NporpaMMa  IOBBIIICHHS — KBalM(UKaLuy,
pazpaborana oOpa3oBaTelbHOM oOpraHu3alueil B COOTBETCTBHM C 3aKOHOJATELCTBOM
Poccuiickoit @enepannu, BKIIOYAET BCE MOAYIH, YKa3aHHbIE B y4eOHOM IUTaHE.

CogepxaHue OLICHOYHBIX U METOJWYECKUX MaTepuajioB OINpeAeNnsieTcss oO0pa3oBaTelbHON
OpraHu3aleil caMOCTOATENBHO C YYETOM IOJOXEHHH 3aKoHOAaTenbcTBa 00 0Opa3oBaHUM
Poccuiickoit deneparumu.

CtpykTypa  JONOJHHUTENbHONH  MPO(GECCHOHATBHOW  MPOrpaMMBl  COOTBETCTBYET
TpeOoBanusiM Ilopsiaka opraHu3anuu M OCYILIECTBJICHHS 00pa30BaTENbHON NEATEIHLHOCTU IO
JIOTIOJTHUTEIBHBIM MPO(EeCcCHOHATBHBIM MPOrpaMMaM, YTBEPKIECHHOTO NMpHKa3oM MuHOOpHAYKH
Poccun ot 1 mrona 2013 r. N 499.

O0beM JIOMOJIHUTENBHOM TNPO(ECCHOHANBHOM MporpaMMbl BHE 3aBHCHUMOCTH  OT
NPUMEHSIEMbIX O00pa30BaTEIbHBIX TEXHOJOTHH, MOKEH ObITh HE MeHee 16 akageMHYecKHX
yacoB. CpOKH €e OCBOCHHUS ONPENENII0TC 00pa30BaTeIbHON OpraHU3aIfel CaMOCTOSTENBHO.

®opMbl  00yueHHs ciymartelned (o4yHas, OYHO-3a04YHas, 3a04YHAasl) OIMPEICISIOTCS
00pa30BaTeNbHON OpraHu3aIllue CaMOCTOATENIBHO.

K ocBoeHHIO TOMOTHUTETBHBIX MPOGECCHOHATIBHBIX MPOTPAMM JOITYCKAIOTCS:

- IUI1a, UMEIOIHe cpeHee MpodecCHOHATbHOE U (WIIN) BBICIIEE 00pa30BaHUE;

- JIMIIa, TIOJTyJaronue cpeanee npodeccuoHanbHoe U (MiIM) BhICIiee 0Opa30OBaHUE.

Jns  ompeneneHust CTPYKTYPbl JOMOJHUTENBHONH TNPOo(ecCHOHAIBHOW MPOrpaMMbl U
TPYJOEMKOCTH €€ OCBOCHMSI MOXKET MPHUMEHSTbCS CHCTeMa 3adeTHbhIX enuHull. KonnyecTBo
3aYETHBIX EAWHUI] IO JOMOJHUTEIBHONH NpPO(ecCHOHANBHOM MMporpaMMe yCTaHaBIWBACTCS
OpraHu3aIuen.

OOpa3zoBarenbHasl JEATENBHOCTh CIyHIaTelned TNpeaycMaTpUBaeT CIEAYIOIINE BHJIBI
yu4eOHBIX 3aHATUA W Yy4eOHBIX palbOT: JEKIHH, NPAKTUYECKHE U CEMHHApCKHUE 3aHSITHS,
nabopaTopHble pabOThI, KPYTJIbIE CTOJIBI, MACTEP-KIACcChl, MACTEPCKUE, ACTOBBIC UTPHI, POJIEBbIC
UTpbl, TPEHUHTH, CEMHUHAphl MO OOMEHY ONBITOM, BBIC3JAHBIE 3aHITHS, KOHCYJIbTALIUHU,
BBITIOJIHEHUE AaTTECTAL[MOHHOW, IUIUIOMHOM, MPOEKTHOW pabOThl M Jpyrue BHUABI Y4EOHBIX
3aHATUH U y4EOHBIX pabOT, ONpECIICHHBIC YUeOHBIM TUTAHOM.

eab nporpamMmbI:
[Iporpamma TOBBIIICHHUST KBaTU(HUKAIMKM HarpaBlieHa Ha COBEPIICHCTBOBAHWE KOMIIETECHIUH,
HEOOXOoauMOM JuIsi TPO(PECCHOHAIBHON JIESITEIIbBHOCTH, W TOBBIIMICHHE TPO(ECCHOHATBHOTO
YPOBHSI B paMKax MMEIOLIEICS KBaTU(UKAIIIH.
JIro0oii crienuamucT MeuTaeT MPOJBUHYTHCS 10 KaphepHOM JiecTHHIIE. {1 3TOro HEeoOXOoauMO
IMMOCTOAHHO NOBBIIATE YPOBCHDb 3HaHHﬁ, 3HATb 06 U3MCHCHHUAX B 3aKOHOOATCIbCTBE PO u YMEII0
WX MCIOJIb30BaTh B paboTe.

CoBepiieHcTByeMble KOMIIETEHIIMHU

No Kommerenmus Hanpasnenue
MOJATOTOBKU

380303 YIIPABJIEHUE




IMEPCOHAJIOM
(KBAJIMOUKAILINA
(CTEIIEHDB) "BAKAJIABP")

Kox kommerenmu

- 3HaHMEM OCHOB pa3paboTkum W peanmzanuu koHuenwmu | [TK-1
YIIPaBICHUS [IEPCOHAIIOM, KaJPOBOi MOJUTHKH OpraHU3aluK, OCHOB
CTPaTErn4ecKoro yIpapJeHHs IEPCOHATIOM, OCHOB ()OPMUPOBAHHUS U
UCIIOJIb30BaHUSl TPYJOBOTO MOTCHIMAIa M HHTEUICKTYyaJIbHOTO
KalMTaja OpraHu3aluy, OTACIBHOr0 Pa0OTHUKA, a TaKKe OCHOB
YIPABICHUS WHTEJUICKTYyaIbHOW COOCTBEHHOCTBIO W YMCHHE
IPUMEHSTh HX Ha MPAKTHKE

- 3HaHUEM OCHOB Ka/IpOBOTO IIJIAHUPOBAHUS U KOHTposuinHra, | I1K-2
OCHOB MapKeTHHTra NepcoHala, pa3padoTKU U peaau3aluu
CTpaTeruu MpUBJICYEHUS IEPCOHATIA U YMEHUEM IPUMEHSTh UX
Ha mpaktuke (I[TK-2);

- 3HAaHWEM OCHOB pa3paboTku u BHeApeHus TpedoBanmii k | [TK-3
JOJDKHOCTSIM, KPUTEPHEB 110100pa ¥ PaCCTaHOBKHU IEPCOHANA, OCHOB
HaiiMa, pa3pabOTKU U BHEAPCHUS IIPOTPaMM U MPOIeAyp moadopa u
orOopa TmepcoHaia, BIAJACHHEM METOJAMH JCJIOBOH  OIICHKHU
THiepcoHaIa py HaiiMe U yMEHHUE IPUMEHSTh HX Ha MPAKTHKE

CoBepuieHCTBYyeMble  KOMIIETEHIIMHM B COOTBETCTBHM €  TPYAOBBIMH  (pUKIUSAMH
NnpoecCHOHAIBLHOrO cTraHaapra «CHnenuaaucT MO YNPABJEHHIO IEPCOHAIOM», YTB.
npukazom Muntpyna P® ot «06» oxrsiops 2015 r. Ne 6911

Ne KoMmnereniusa Hanpasnenne noarotoBku

«CneumajJucT no ynpaBjieHUIO
MEePCOHATIOM», YTB. IPHUKA30M
Muntpyaa P® ot «06» oxktsaops 2015
r. Ne 691u

TpynoBsie GyHakImm (KON)

1 Opranmsanysa u 1nposeaeHue Meponpuatuii 1o | JI/01.6
Pa3BUTUI0O W TIOCTPOCHHIO TpodecCHOHATBLHON
Kapbephl epcoHaa

IInanupyeMblii pe3yabTaTr 00y4eHHUs:

[Tocne okonuanus o0ydenus Ciymarenb OyneT 3HaTh:

1. Kak rpaMoTHO 0(OpMIIATS OPraHU3ALMOHHYIO M PacTIOPAIUTEIbHYIO JOKYMEHTAIHUIO 110
HEepCOHATY

2. Kak BecTu JOKYMEHTAIMIO 110 YYETy U JBUKECHHIO KaJpOB

Kak agMuHUCTpUpPOBaTh MPOLECCHl U JOKYMEHTOOOOPOT M0 YUETY U ABHKEHHIO KaIpOB

4. Kax opHeHTHUpPOBAThCA B CUCTEME KaJIpOBOM JOKYMEHTALIMU U BBISIBIIATH ONTUMAJIbHBIN

COCTaB KaJIpOBBIX JTOKYMEHTOB

Kak rpaMoTHO 0OpMIIATH KaIpOBYIO TOKYMEHTALIMIO C Y4€TOM HOPMATUBHBIX TPEOOBaHMIA

Kak BHOCUTh U3MEHEHUS B JOKYMEHTBHI 110 JINYHOMY COCTaBY

7. Kak perinaMeHTHpOBATh TEXHOJOTHIO pabOTHI C KaJPOBBIMU JIOKYMEHTAMH 33 CUET CO3JaHHS
JIOKaJIbHBIX HOPMATUBHBIX aKTOB IO KaJpPOBOMY J€JIONPOU3BOICTBY (MHCTPYKIIHS 11O
KaJ[pOBOMY JIeJIONPOU3BOACTBY, Tabenab (popM JOKYMEHTOB U Ap.)

8. Kak moaroraBnuBaTh A1 pabOTHI M BECTH pEeTUCTpaIlMOHHBIC (ydeTHbIE (OPMBI):
yHU(DUIUPOBAHHBIE U HEYHU(PHUIIMPOBAHHBIE

(8]
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9. Kaxk ohopmMiIsaTh TPYIOBYIO KHHXKKY, TPOIINBATh MHOTOCTPAHHYHBIE JOKYMEHTHI,
XKypHaJIbHbIE (POPMBI
10. Kak cucreMaTH3upOBaTh, XpPaHUTh, IIOATOTABINBATE TOKYMEHTHI K apXUBHOMY XPaHEHHIO

IHocsie okonuyanus o0yuenusi Caymaresb OyJaeT yMeTh:

e OdopMIIATH OPraHU3AIMOHHYIO M PACTIOPATUTEIHHYIO JOKYMEHTAIIHUIO 110 IIePCOHATY

o Becru JOKyMEHTALUIO 110 YYETY U IBUKCHUIO KaJIpOB

e AJMHHHUCTPUPOBATH MPOIECCHI U JOKYMEHTOO00POTA IO YUETY U IBUKCHUIO KaJpOB

o IIpencraBiATh TOKYMEHTSHI 10 IIEPCOHAILY B TOCYAAapPCTBEHHBIE OPTaHbI

e OpHEHTHPOBATHCS B CHCTEME KaIPOBOW JOKYMEHTAIIUH U BBISBIISTH ONTHMATBHBIH
COCTaB KaJApPOBbIX TOKYMCHTOB

e OdopMIATh KaAPOBYIO JOKYMEHTAIIMIO C YYETOM HOPMAaTUBHBIX TPEOOBaHUI

L] BHocuths n3MeHeHus B AOKYMCHTEI 110 IMYHOMY COCTAaBYy

e PernmameHTHPOBATH TEXHOJIOTHIO PAOOTHI C KQJPOBBIMH JOKYMEHTAMH 32 CUET CO3/IaHUs
JIOKAJIbHBIX HOPMATHBHLIX aKTOB IO KaAPOBOMY ACIIOIIPOU3BOACTBY (I/IHCprKHI/IH 1o
KaJIpOBOMY JIE€JIOTPOU3BOJICTBY, Tabeb (hOpM JOKYMEHTOB H JIp.)

e TloaroraBnuBath Jyist pabOTHI U BECTH PErHCTPAIIMOHHBIE (yUeTHBIE (DOPMBI):
YHU(UIIMPOBAHHBIE U HEYHU(PUITUPOBAHHBIC

e OdopMIATh TPYAOBYIO KHUXKKY, IPOIIUBATH MHOTOCTPAHUYHbBIE TOKYMEHTHI,
JKypHaJIbHbIE ()OPMBI

° CHCTeMaTI/ISI/IpOBaTB, XpPaHUTh, MOATOTABJIMBATHL JOKYMCHTBI K ApXUBHOMY XPAaHCHUIO.

1. Y4yeOHLIN n1aH:

Kareropus crnymateneil: crnenuajucTsl MO YIPaBICHUIO IMEPCOHAIOM, CHEIHAIMCTHI 10
KaJpOBOMY JI€JIONPOU3BOCTBY, CIIEHUAINUCTBI 110 JOKYMEHTAMOHHOMY OOECIEUCHHIO PabOThI
C TEpPCOHAIOM, CHEeNMAIMCT MO KajpaM, MHCHEKTOp IO KaJapaM, 3KOHOMHCT IO TpYAy,
CHELMATNCTBl KaJIpOBBIX CIYyXO0 M YUpEXKIEHUH 3aHATOCTH, MEHEIXep IO IepcoHaly,
CHELHAINCT 0 MOoA0O0pY MepcoHana, pabOTHUKU KaApoBOHM chepbl, a TakKe PYKOBOIUTEIU U
CHELMAINCThl OpraHM3alMi, KTO 3aHUMAeTcs BONPOCAMHU JOKYMEHTHUPOBAaHHUS TPYIOBBIX
OTHOLLIECHUH.

TpeboBaHus K IpeIBapUTEIBHON MOATOTOBKE:!

1. YcnemHoe oxoHuanue Kypca Kampopas pabora B coBpemeHHO# opranm3aruu 2018r.
VYposenb 1. ITlpouenypsl opopMIIeHHS TPYIOBBIX OTHOIIECHWUH WM IKBUBAJCHTHAS
MOJIMOTOBKA.

Cpok oOyueHusi: 24 akaJeMHYECKHUX 9acoB, B T4. 16 — aynutopHbie, CPC (uacsl
CaMOCTOSITEIIbHBIC) — § aK.4

®dopma oOyueHHUs: O4YHAs, OYHO-3a04yHas, 3aouHas. [lo >xemanwro ciymarens ¢opma
00y4eHUsT MOKET ObITh U3MEHEHA /WM JIOTIOJIHEHA.

Pexxum 3aHsATHI: THEBHOM, BEYEPHUIL, TPYIIIBI BEIXOHOTO JAHS.

Ne O6mas | Bcero | Ayauropusr | CPC | TA

/o TpyZlO€ | aKaa.4 | € 4achl

MKOCTb | ac.) Jlex | Ilpa

HaumenoBanue Mmoayneit IAHA | KTUY

0 MPOTpaMme eCKH
X

3aHs

THH




Monyns 1. CoBpeMeHHas CUCTEMA BEIEHUS 6 4 ) ) 2 yer.
o o1pocC
KaJIpOBOI TOKYMEHTALUU P
Monyns 2. PaboTa ¢ 1oKaabHBIMU 6 4 ) ) 2 Ver.
HOPMATHBHBIMU aKTaMH OHpoc
Mopynb 3. OcoOeHHOCTH BEACHUS Pa3HbIX 6 4 ) ) 2 Ver.
BUJIOB JOKYMEHTOB I10 INYHOMY COCTaBY orpoc
Monaynb 4. AIMUHUCTPUPOBAHUE TTPOIIECCOB 6 2 Yer.
U IOKYMEHTO00O0pOTa MO YYETy U JBHKESHHIO 4 25 | 1,5 orpoc
KaJIpOB
Uror: 24 16 8,5 75 8
[TpomexxyTouHas arTectamus TECTUPOBAHUE
Jns  Bcex  BUIOB  ayOUTOPHBIX  3aHATHUH  aKaJIEMUYECKUHW  4ac  yCTaHaBJIMBAETCS
MPOAOJKATEIIBHOCTBIO 45 MUHYT.
2. Kanennapubiii yueOHblil rpadpuk

Kanennapusiii yaeOHbII Tpaduk GOpMHUPYETCS MPHU OCYIIESCTBICHUHA 00YUYEHUSI B TCUCHHE
BCEro KayleHaapHoro roxaa. [lo mepe Habopa rpymnm ciymaTeneld Mo MporpaMMe COCTaBIISETCS
KaJCHIApHBIA TpaduK, yYUTHIBAIOMINN OOBEMBI JICKIIUH, MPAKTUKHA, CAMOIIOATOTOBKH, BBIC3]IbI
HAa OOBEKTHIL.

Henens 1 ) 3 4 5 6 7 Hroro

oOydeHus 9acoB
TH BT cp qT T co BC

1 Henmens 4 4 4 4A - - - 16

CPC 2 2 2 2 8

Uroro: 24

[Ipumeuanne: A — Utorosas arrecranus (TECTUPOBAHUE)

3. PaGouune nporpaMmbl y4eOHbIX NPEAMETOB
Monayas 1. CoBpeMeHHasi cucTeMa Be/IeHUsI KaJpPOBOii JOKYMeHTAIlUH
o IIpaBoBBIC acmeKTHI JOKYMEHTHPOBAHUS PaOOTHI C MIEPCOHAIOM OpPTaHU3aIuU
e OCHOBBI JOKyMEHTOO0OPOTa U JOKYMEHTAIMOHHOTO 00eCTICUeHUsI

o Tlopsmok pa3paboTku, opopMIICHUS, BEACHUS U XPaHEHHS TOKYMEHTOB TI0 TIEPCOHAIY:
(GYHKIMU KaAPOBBIX JJOKYMEHTOB, JOKYMEHTOIIOTOKH, (hopMa TOKYMEHTOB
(yHuduimpoBaHHbIX (OPM MEPBUYHON YUETHON JOKYMEHTAIMH 10 YUETY TPYy/Ja U €ro
OILIaThl), COAECPKAHUE KaJPOBBIX TIOKYMEHTOB, PEKBU3UTHI, IPUIAOLINE TOKYMEHTY
IOPUINYECKYIO CHITY

e OcoOeHHOCTH BEACHHUS HIIEKTPOHHOTO IOKyMEHTO000pOoTa

Yueonwuit npoexm:

Oman 1. Paspabomka nowiazo8020 aneopumma pabomsi ¢ Ka0posblMu 0OKyMeHmamu
Oman 2. Pasoenenue 00KyMeHmMO8 no NOMOKAM

Oman 3. Pasoenenue Ha 8udbl no hopmam OOKYMeHmMOs8

Oman 4. Pazpabomka nowiaz06020 aneopumma pabomul ¢ YHUDUYUPOBAHHBIMU Gopmamu
NepPBUUHOU Y4emHOU OOKYMeHmayuy no yuemy mpyoda u e2o oniamal




Oman. 5. Paboma c pexsuzumamu, npudarowumu O0oxymenmy topuoudeckyro cuny (I'OCT P
7.0.97-2016)

Onpoc no meme

Monayasb 2. PadoTa ¢ JIOKaJIbHBIMA HOPMATHUBHBIMUA aKTAMM
o Buzpl T0KanbHBIX HOPMAaTUBHBIX aKTOB: 00s3aTEIbHBIC, C YIETOM CHEIUPUKI

o JIHA opranuzanuu, peryaupyromye mopsaok opopMiaeHUsT pacopsIuTeIbHbIX U
OpraHU3aIMOHHBIX JOKYMEHTOB 110 TIepCOHAIy: Tabeab (OpM KaapOBBIX TOKYMEHTOB,

rpaduk T0KyMEHTO000pOTa, aTb0OM (HOPM KaIpOBBIX JOKYMEHTOB
o Tlopsmok pa3paboTku, coriacoBaHus, yTBepxaeHus, npumenenus JIHA
o Brecenue n3menennii B JIHA
o JloBeneHue 10 cBeneHMs nepcoHana coaepxkanus JIHA

e OTBeTCTBEHHOCTH 3a HapylIeHUE mpaBmiI padotel ¢ JIHA
Yuebuwiii npoexm:

Oman 6. Cocmasnenue nepeyns ooszamenvrolx JIHA

Oman 7. Pazpabomka nowazoeoeo arcopumma pabomwi ¢ JIHA opeanuzayuu

Oman 8. Paspabomka cooepowcanus Ilpasun Hympenne2o mpyoo8020 pacnopsoxa
Oman 9. Paspabomxka codepacanus JIHA o 3auume nepconanbHulx 0aHHbIX pabOMHUKOS8
Oman 10. Pazpabomka codepacanus JIHA o cucmeme oniamol mpyoa

Oman 11. Paboma ¢ Ko11eKMUBHbIM 002080POM

Oman 12. Pazpabomxa u 6HeceHue USMEHEHUl 6 WmamHoe pacnucanue (paboma c
YHUpuyuposanuoi popmoii T-3 u cocmasnenue npoekmos npuxKazos)

Oman 13. Pazpabomka npoexma epaghuxa omnyckos (yhugpuyuposanuas gopma 1-7)

Oman 14. Cocmagnenue uncmpykyuu no Kaopo8oMmy Oelonpou3800Cma)y ¢ HPULOHNCEHUIMU
(mabenv popm Kaoposwvix OOKYMEeHmMOo8, 2pagpux OOKyMeHmoobopoma, aiboom opm Kaoposvlx
0OKyMeHmos)

Oman 15. Oghopmnenue paxma oznaxomnenuss pabomuuxos ¢ JIHA

Onpoc no meme
Moayas 3. Oco0eHHOCTH BeJleHHsI PA3HBIX BHI0B TOKYMEHTOB M0 JIHYHOMY COCTABY
e (OO0OpaboTka ¥ aHATN3 JOKYMEHTAIMH TI0 TIEPCOHAITY.

o IIpoBepka TMYHBIX JOKYMEHTOB paOOTHHKOB U OIpEeNICHHE MOIAETIOK (OIaHK!
JIOKYMEHTOB, 3aMeHa (poTorpaduii, moaaenKa OTTUCKOB MIEYaTeH U MPOH. ): TTACIOPT,

TPY/AOBasi KHIKKA, TOKYMEHTBI 00 00pa30BaHHUU U JIp.

e OdopmiieHue TOTOBOPHBIX JOKYMEHTOB: BUJBI, (OpPMa, CTPYKTYpa, IpaBHuiia
odopmIIeHUS

o PazpaboTka MpOeKTOB OPraHU3ALMOHHBIX U PACTIOPAAUTEIBHBIX JOKYMEHTOB I10
nepcoHaiy (MpUKa30B, PACTIOPSHKEHUH U Ap.): BUIBI, PopMa, CTPYKTypa, OCOOCHHOCTH
odopMmIIeHHUS, JOBEICHUE 10 CBEICHUS TIEpCOHAIIA

e (OO0OpaboTka u yueT nH(POPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB: BUIbI, (hopMa,
CTPYKTypa



e Pabora ¢ y4eTHBIMU JOKyMEHTaMH 10 O(POPMIICHUIO TPYIOBBIX OTHOIICHH: TpaduKu
CMEHHOCTH, Tabelb y4yeTa pabodyero BpeMeH! paOOTHUKOB (YHU(PHUIIMPOBAHHBIE ()OPMBI
T-12 u T-13), nuunas kapTouka pabotauka (yaudunuposanusie popmer T-2, T-2 I'C
(MC), T-4), nmanoe neno paboTHHKA

o BHeceHue U3MEHEHHI B TOKYMEHTHI 110 THYHOMY COCTaBY
Yuebuwiii npoexm:

Oman 16. Paspabomka xnaccughukayuu 0OKyMeHmMo8 o NePCoOHANY
Oman 17. [Iposepka nooaunnocmu 1uuHbiX 0OKYMEeHmMo8 (nacnopma, mpyoo8ou KHUNCKU U Op.)
Oman. 18. Ogopmaenue mpyooeoco 002080pa ¢ pabomHUKOM

Oman. 19. Ogopmnenue npuxaza o npueme pabomuukos Ha pabomy (yHuguyuposanuas gopma
T-1a)

Oman. 20. 3anoanenue 0yorukama mpyoo8ou KHUNCKU pabOMHUKA
Oman 21. Ogopmnenue ruunoti kapmouxu pabomuuxa (yHuguyuposanuasn gpopma T-2 I'C (MC)

Oman 22. Odgopmnenue npuxkaza o nepesooe pabOmMHUKO8 Ha Opyeyl  pabomy
(vuuuyuposanunas gopma T-5a)

Oman 23. Oghopmnenue npuxasa o npedocmasieHuy OmnycKka pabomuukam (VHupuyuposauras
¢opma T-6a)

Oman 24. Oghopmaenue mabens yuema pabouezo epemenu (Vhuguyuposantnas gpopma T-12)

Oman 25. Ogopmnenue npukaza o npekpawenuu mpyoosoco 002060pd ¢ PAbOMHUKAMU
(vrughuyuposannasn gpopma T-8a)

Oman 26. Paspabomka nowiazo6020 ancopumma GHeCeHUs UBMEHEHULl YCo8Ull mpyoo8020
002080pa 8 OOKYMEHMbL NO TUYHOMY COCMABY

Oman. 27. Pazpabomka nowiazo8020 aneopumma 6HeCceHUs U3MeHeHUll NepCoOHAbHbIX OaHHbIX
PAbomHUKa 8 OOKYMEeHmMbl HO TUYHOMY COCMABY

Onpoc no meme

Monayab 4. ATMMHUCTPHUPOBaHHE NPOLECCOB M JOKYMEHTO000POTA MO YYeTy U IBUKEHH IO
Ka/poB

o Cucremarnzanys U OpraHu3anus TEKYyIIEro XpaHEeHHs KaJpOBOW JOKYMEHTALUU:
o opMIIEHHE HOMEHKJIATYPHI JIEJT KaJIPOBOU CITYKOBI, CDOKU XpaHEHHsI TOKYyMEHTOB.
OpraHMU3aIH BEICHUS U XpaHEHHs TPYJOBBIX KHUKEK paOOTHUKOB, O(OpMIICHHE
MHOTOCTPaHUYHBIX JOKYMEHTOB, KOMIUIEKTOBAaHUE JIOKYMEHTOB B JieJia

e Perucrparus, ydet u Tekyliee XpaHeHHE OpraHu3allMOHHON U pacTOPAIUTEIIbHOMN
JOKYMEHTAIUH 110 TIEPCOHAITY: PETUCTpallMOHHbIE/ydeTHbIE ()OPMBI (KHUTH U KYPHAIIbI)—
[1C Ha 6yMaXHBIX HOCUTENSAX, YUET U PETUCTpalusi JOKYMEHTOB B MH(POPMAIIMOHHBIX
cucreMax

e OpraHmzanus JOKyMEHTOO0OpOTA: MO MOJATOTOBKE YBEIOMJICHUH, OTYETHON 1
CTaTUCTHYECKONW MH(POPMALIUU 10 TIEPCOHAIY, IO MPEICTABICHHUIO JOKYMEHTOB IO
3aMmpocy rocyJapCTBEHHBIX OPTAHOB U JPYTHUX OPTaHU3aIUi, TIO TIOJTOTOBKE,
o(opMIIeHHIO 1 BbIaU€ KOMUH, BBITUCOK U3 KAJAPOBHIX JJOKYMEHTOB, CIIPABOK O
TPYIOBOM ACSITEIHHOCTH IO 3aMPOCy PAOOTHUKOB

e ApXWB: IOHATHE, BUbI, OCHOBHBIE 337]a41 B COOTBETCTBUU C TPEOOBAHUSIMHU TPYAOBOTO
Y apXHUBHOTO 3aKOHOAATeNIbcTBA PD, MOAroTOBKA TOKYMEHTOB K Mepeade B apXuB,
YHUUTOXKEHUE TOKYMEHTOB



e OTBETCTBEHHOCTH 3a HapylICHUE TPeOOBAaHU JEHCTBYIOMIET0 3aKOHOAaTeNbcTBa PO mo
00€CTIeYeHNIO COXPAHHOCTH JIOKYMEHTOB IO JJUYHOMY COCTaBY

Yueonwuit npoexm:
Oman 28. Cocmasnenue HOMEHKIamMypwl 0ell KAOPOBOU CLYHCObL

Oman 29. Cocmagnenue nepeuns OOKYMeHMO8 0Jisl OP2AHU3AYUU 8e0eHUS U XPAHEHUs MPYOO6biX
KHUMCEK pAOOMHUKO8

Oman 30. Cocmasnenue nepeuns xHCypHaio8/KHU2 pecucmpayuu O0OKyMeHmos

Onpoc no meme

4. Oprann3anuoHHO-NeIArOrnYecKue yCa0BUus

CobOmoienne TpeOOBaHWN K KAAPOBBIM YCIOBHSM pEATH3ANHA  JOMOJHUATEIHHON
npodecCuoHaNbHOM MPOrpaMMBI:

a) TPEmoAaBaTeNbCKU COCTaB 00pa30BaTEIbHONW OpraHU3alMU, OOCCIICUUBAIOIIUI
00pa3oBaTenbHBIA TIpoIecC, 00JIalaeT BBICIIMM OOpa30BaHMEM M CTXKEM MPENOJaBaHUS I10
U3ydaeMoil TemaThke He MeHee | roga W (WiM) TmpakTUYecKod paboThl B 00JACTSX 3HAHMIA,
MPEelyCMOTPEHHBIX MOAYJISIMU NIPOTPaMMBbI, HE MeHee 3 (Tpex) JIeT;

0) oOpaszoBarenbHOW oOpraHW3aluedl HapAay C TPAAWIHOHHBIMA  JIEKIIMOHHO-
CEMUHAPCKUMM  3aHATHSMH  IPUMEHSIOTCS  COBpPEMEHHble  3(P(EKTUBHBIE  METOIUKHU
MpernoAaBaHus ¢ MPUMEHEHUEM HWHTEPAKTHUBHBIX (opM 0OydUeHUs, ayAHOBHU3YyaTbHBIX CPEJICTB,
MH(OPMaLMOHHO-TEIEKOMM YHUKAI[MOHHBIX PECYPCOB U HATJISAHBIX Y4€OHBIX TOCOOUIA.

Cobmtonenne TpeOOBaHM K MaTepHaIbHO-TEXHHMYECKOMY M Y4eOHO-METOIUYECKOMY
00€eCIIeueHUIO TOTIOTHUTEIbHON PO ECCHOHAIBHON TTPOTPaMMBI:

a) oOpa3oBaTellbHas OpraHMU3allHsl pacrojaraeT HeoOXOAUMON MaTepHaTbHO-TEXHHYECKON
0a30H, BKJIIOYasi COBpEMEHHbBIC ayUTOPUH, OMOINOTEKY, Ay TMOBHU3YyaIbHbIE CPE/ICTBA 00yUCHUS,
MYyJIBTUMEANHHYIO anmnaparypy, OprTeXHHUKY, KOMUPOBAIbHBIC ammapaTel. MarepuanbHas 0a3a
COOTBETCTBYET CAaHMTAPHBIM M TEXHUUYECKUM HOpPMaM U MpaBujaM U 0OecreunBaeT MpoBeIeHNE
BCEX BHUJOB MPAKTUYECKOW M JMCHUIIMHAPHOW MOITOTOBKHU CIIyIIATeNeH, MPeayCMOTPEHHBIX
y4eOHBIM TIJIAHOM peaTu3yeMOi TOMOJHUTEIBHON PO ECCHOHAIBHON TTPOTPaAMMBI.

0) B ciay4yae NMPUMEHEHHUS AJIEKTPOHHOTO OOYUYCHHsI, TUCTAHIIMOHHBIX O0pa30BaTEIbHBIX
TEXHOJIOTHI KaXIbI OOydYaromIMiiCsi B TEUEHHWE BCEro Iepuoaa oOydeHuss obOecreuynBaeTCs
WHAVBUAYAIIbHBIM ~ HEOTPAaHUYEHHBIM  JOCTYMIOM K  JJEKTPOHHOW  HMH(OPMAIMOHHO-
o0Opa3oBaTenbHON cpele, colepkalieil Bce JJIeKTPOHHBIE 00pa3oBaTelbHBIE PECYPCHI,
MIEPEYUCIICHHBIC B MOAYJISX OMOTHATEIHHON MPo(dhecCHOHAEHOM MPOTrpaMMBl.

S. @opMBbI aTTECTAIUM M OLICHOYHbIE MATEPHAJIbI

OOpaszoBarenbHas OpraHM3alldsg HECeT OTBETCTBEHHOCTb 3a KadecTBO IOATOTOBKHU
clymaTeneil M peamu3aluio JIOMOJHUTENbHON MPO(ecCHOHAIBHOW MPOrpaMMbl B IOJHOM
00BbEME B COOTBETCTBHHU € Y4EOHBIM IIAHOM.

OrneHka KauecTBa OCBOCHHMSI CIIYLLATENISIMUA POrpaMMbl Kypca BKIIIOUAET TEKYIUN KOHTPOJIb
YCIIEBAEMOCTH M POMEKYTOYHYIO aTTECTALMIO.

Texymas arrecrauusi mpoBoauTcss B (opme, mpeaycmoTpeHHoi JIHA «Ilonoxenue o
MPOBEJICHUM TIPOMEXKYTOYHOM aTTeCTallMy Ciylmareaed M OCYIIECTBICHHH TEKYIIEro KOHTPOJA HX
ycreBaemMocTi» 1.3.3. M ompenensiercs mnpenopgaBaTesnieM Kypca. K IMpPOMeXyTOUHOH aTTecTanuu
JOIIYCKAOTCA CIIYIIATENIH, BBIIOJIHUBIINAE BCE BUJIbI TEKYILEH aTTECTAllMH, IPEyCMOTPEHHBIC B
HACTOALLIEH mporpaMMme.

Crnymarenu, yclelHO OCBOMBIIME IPOrpaMMy Kypca M IPOILIEAIIAE IMPOMEXKYTOYHYIO
aTTECTAINIO, MTOJIyYaloT YOCTOBEPEHHE O MOBBIIICHUH KBATU(UKALIUH, a TAKXKE JTOIYCKAIOTCS K



OCBOCHHMIO CIEAYIOIIETO Kypca, BXOJANIETO B COCTaB AUIUIOMHON miporpammbr  (JIITIT
TIOJTOTOBKH).

CnymatensM, He TMPOIIEAIIMM IPOMEXKYTOUHON aTrTecTallud WM TMOJY4YMBIIMM Ha
MPOMEKYTOUHOM aTTEeCTAllUU HEYJOBJIETBOPUTEIbHBIE PE3YJIbTAThI, @ TAKXKE JTUI[AM, OCBOMBIIUM
4acTh Kypca W (WJIM) OTYMCIICHHBIE W3 OOpa30BaTEIIbHOM OpraHW3aIliH, BBIJACTCS CIpaBKa 00
o0OydeHHH WM O TMepuoje OOy4deHHs MO OOpa3lly, CaMOCTOSTEIHHO YCTAaHABIMBAECMOMY
00pa3zoBaTenbHON OpraHu3aIuei.

K wurorosoit arrecrauuu no I nepenoAroToBku MOMYCKAIOTCS TOJBKO T€ CIYLIATENH,
KOTOpBIE CAATH NMPOMEKYTOUHYIO aTTECTALIMIO M0 BCeM KypcaM (BKJIIOYasi JaHHBIN), BXOASIIUM
B auIioMHYyto porpammy (AIIIT nepenoaroToBku).

[TpomexxyTouHas aTTecTalusi MPOBOIUTCS 1O (OpMe BBIMOTHEHUS 3a/1aHUS B COOTBETCTBHUH C
y4eOHBIM TUIAaHOM. Pe3ynbTaThl MPOMEKYTOYHON aTTECTAIlMH 3aHOCSTCS B COOTBETCTBYIOIIHE
TOKyMEHThI. Pe3ynpTarel mpomexyrouHoil arrectanuu ciymatened JIIII BwicTaBisitoTcs 110
IBYX OanbHOW MIKale («3a4TEHO0»/ «HE 3aUTEHO»). «3a4TE€HO)» BBICTABISETCS, €CIIM CIyIIATelb
HaOupaeT He MeHee 70% 6anmioB (MpaBUIBHBIX OTBETOB W/MJIM BBHIIIOJHEHHBIX 3aaHUMN).

Texkymas arrectanms:
Ompocsl o Temam (Moaynu 1-12)

HpOMe)KyTO‘lHaﬂ aTTeCTalud: TECTUPOBAHHUE.

YcaoBus npoxoxaeHus
Bpemsi(mun): 20
KoanuecTBo Bonpocos: 20
Ipoxoaunoii 6amn(Ilb): 12
I1b cpennuii ypoBenb: 15
IIb 3xcnepr: 18

Bomnpoc 1/50
JIoKyMeHT — 3To 3apIKCUpOBaHHAsI HA HOCUTEIIE
BriOepuTe 01uH O0TBET:
e Cucrema KagpoBOi JOKyMEHTAIUU
e OTBETCTBEHHOCTH 3a COOJIIO/IEHUE TIPABUIT BEACHUS KaJIPOBOTO JAEIONPON3BOACTBA
e HMudopmarnus ¢ peKBU3UTAMHU, TTO3BOJISIOMIUMU €€ UICHTUPHUIPOBATH
Bomnpoc 2/50
[IepBblil MM €IMHCTBEHHBIN 3K3EMILIAP JOKYMEHTA
BriOepuTe 01UH O0TBET:
e IlogmuHHUK

e JlyOmmxkar
e Komus
Bomnpoc 3/50

Kakoii U3 BUAOB JOKYMEHTOB COAEPKUT PEUYEBYI0 MH(pOpPMAIHNIO, 3a(pUKCHPOBAHHYIO JTHOOBIM
THTIOM TTMChMa WJTK JTF000M CUCTEMOM 3BYKO3aIUCH
Bbi0epuTe o1MH OTBeET:

e [InCbMEHHBIN JOKYMEHT

e AyaunoBu3yaiabHI TOKYMEHT

e TekcToBOM JOKYMEHT
Bonpoc 4/50
K kakomy Buay TOKyMEHTOIIOTOKOB OTHOCUTCS OOJIBIIMHCTBO KaJIPOBBIX TIOKYMEHTOB
Bbi0epuTe o1MH OTBeET:

e Bxopasmas noxymeHTaus

e Hcxondmas 1oKyMeHTaLUs



e BuyTrpenHss 1oKymMeHTaLUs
Bomnpoc 5/50
Kakune u3 nepedncieHHBIX MPHUKA30B HE HUMEIOT YHU(DULIHUPOBAHHBIX (OPM, YTBEPKIECHHBIX
[Tocranosnennem I'ockomcrata P® ot 05.01.2004 Nel "O6 yTBepkaeHMM YHHU(PUIUPOBAHHBIX
¢dbopM MEepBUYHON yUETHON JOKYMEHTAIMH 110 YYETYy TPYy/Ja U €ro oruiaTh"”
Bbi0epuTe HECKOIBKO OTBETOB:
e [lpuxka3 (pacnopspkeHHe) O TIOOIIPEHUH PaOOTHUKA
o [IIpuka3 (pacnopsikeHre) 0 IPUMEHEHUH TUCIMIDTMHAPHOTO B3BICKAHUS K PAOOTHHUKY
o Ilpuka3 (pacnopspkenne) 06 OTCTpaHEHUH PabOTHUKA OT PabOTHI
Bomnpoc 6/50
Kakoii moamuceio [okeH OBbITh TMOJMHCAH 3JEKTPOHHBIA JOKYMEHT, 4YTOOBI OH OBITh
PaBHO3HAYHBIM JIOKYMEHTY Ha OyMa)XHOM HOCHTENE, IOAMUCAHHOMY COOCTBEHHOPYYHOM
MOJIIMHUCHIO U 3aBEPEHHOMY M€UYaThIO:
Bbi0epuTe onMH OTBeET:
e IIpocToii 31eKTpOHHON MOANUCHIO
e  YCUJICHHOU dJIEKTPOHHOU MOIIIUCHIO
e HexBammduupoBaHHOM JEKTPOHHOM MOIUCHIO
Bomnpoc 7/50
B kakux rocymapcTBEHHBIX CTaHIapTaX H3J0KEHbl TEPMHUHBI, ONpPEIENCHUs, TpeOOBaHUSA K
0(OPMIICHHIO TOKYMEHTAIIUN
Bri0epuTe HECKOJIBKO OTBETOB:
e T'OCT P 6.30-2003 Yauduuuposannas cucrema OPJ]
e T'OCT P 7.0.8-2013 CHUBUJI. Jlenonmpous3BOACTBO W apXHWBHOE [€JI0. TepMHHBI U
olpeeneHus
e TOCT P HCO/MBK 17799-2005 HWnadopmanuonHas TexHojorus. IIpakTudeckue
IpaBuJiIa yrpasiieHUs] HHOOPMAIIMOHHON 6€3011aCHOCTHIO.
Bomnpoc 8/50
Kakwue snemenTsl BXOIAT B pekBU3UT "['pud yTBepxaeHus 1oKkymeHTa"
Bri0epuTe HECKOJIBKO OTBETOB:
e MecTo cocTaBineHuss JOKyMEHTa
e Cnoa VYTBEPXIAIO, VYTBEPXJEH, VYTBEPX/JIEHA, VYTBEPXIEHbI wmu

YTBEPXIEHO
o Jlara yTBEpXKACHUS JTOKYMEHTA
Bomnpoc 9/50

Pexsusut «Iloanuce) cOCTaBIAIOT
Bbi0epuTe HECKOIBKO OTBETOB:

e JInyHas noamuce

o Pacmm¢poBka noxmucu

e Jlara
Bonpoc 10/50
Kaxkoii medarbio 10MMycKaeTcs 3aBepATh KOMHUIO TOKYMEHTa
Bbi0epuTe onMH OTBeET:

e Tomnbko 'epOoBoOIt IEYATHIO

e TonbKO Mevarbro OpraHu3atuu

e [leuarsto, onpenensieMoi Mo yCMOTPEHUIO OpTraHU3aliu
Bonpoc 11/50
CrangaptHbIMH GopMaTaMy OJIaHKOB JOKYMEHTOB SIBIISIFOTCS
Bbi0epuTe HECKOIBKO OTBETOB:

e A3(297 x 420 mm)

e A4(210x 297 Mmm)

e A5(148 x 210 mm).
Bonpoc 12/50



Kaxoit BapuanT 6manka gokymenta He npeaxycMmorper ['OCT P 6.30-2003 "YHuduimpoBaHHbIC
CUCTEMBl JOKYMEHTalluu. YHU(UIMPOBAHHAS CHCTEMa OPraHU3alMOHHO-PACTIOPSIUTETHHON
noKyMeHTauu. TpeboBaHust K 0pOpMIIEHUIO TOKYMEHTOB"
Bbi0epuTe onnH OTBeET:
e YrnoBoit
o IIponosbHbIit
e JlmaronanmpHBIN
Bonpoc 13/50
YTBepkaeHHas popMa TPyIOBOTO IOTOBOpa 00s3aTeNnbHa Al IPUMEHEHUS
Bbi0epuTe onnH OTBeET:
e Bcemu paboronarensimu
e TocymapcTBEeHHBIMU U MYHUIIUTIATHLHBIMUA OPTaHU3AIUSIMU
e  MuxkponpeanpusTUsIMu
Bonpoc 14/50
Vka3pIBalOTCs 7 B ITaTHOM pacnucanun (yHudumupoBanHas ¢opma T-3) damunmm
paboTHHUKOB?
Bri0epuTe 0quH O0TBET:
e Jla, yka3sIBaroTcs
e Her, He yka3biBaroTcs
e YKa3bIBarOTCS TOJIHKO (PaMHIINU PYKOBOIUTENSI OPraHU3ALMU U TIIaBHOTO OyXTanTepa
Bomnpoc 15/50
Kakoe onpenenenre OTHOCUTCS K «3JIEKTPOHHOMY JJOKYMEHTOO00POTY»?
BriOepuTe 01UH O0TBET:
e JIOKYMEHTOOOOPOT C HCIOJIb30BAaHHEM aBTOMATH3MPOBAHHOM MH(POPMALMOHHOM
CUCTEMBI.
e JIOKyMEHTOOOOPOT 0€3 UCMOIb30BaHUS AaBTOMATU3MPOBAHHOW HWH(POPMALMOHHOMN
CUCTEMBI
e JIOKyMEHTOOOOPOT C UCIOIBb30BAHUEM KOMIIbIOTEpHOU TiporpamMmel 1C.
Bomnpoc 16/50
B xakoM MecTe nucTa mpoCTaBisiIOT HOMepa CTpaHUI?
BriOepuTe 01uH O0TBET:
e Howmepa cTpaHull mpoCTaBIAIOT NOCEPEIUHE HUKHETO OIS JIUCTA.
o Howmepa cTpanuil mpocTaBisioT NOocepeIMHE BEPXHEro MoJIs JIMCTa
e Howmepa cTpanull NpoCTaBIISIOT CIIpaBa Ha BEPXHEM I10JI€ JINCTA
o Howmepa cTpanuil mpocTaBisiOT cripaBa Ha HIKHEM TIOJIE JIMCTA
Bonpoc 17/50
[TepconanbHbIe JaHHBIE PAOOTHHUKA XPAHATCS Y paboTomarens
Bbi0epuTe o1MH OTBeET:
e B 10mxHOCTHON HHCTPYKIUU
o B IIpaBunax BHyTpEHHEr0 TPYAOBOIO pacnopsika
e B nuyHOM KapTOUKe pabOTHHKA
Bonpoc 18/50
Ha kakux cTpaHuiiax HoMep He MPOCTaBISIETCS ?
Bbi0epuTe o1MH OTBeET:
e Ha nepgoit
e Ha nocnegneit
o Ha nepBoii u nocneanein
Bonpoc 19/50
Kaxkue rpadpl UMEIOTCSI B HOMEHKIIATYpE JIe1 OpraHu3aiun?
Bbi0epuTe HECKOIBKO OTBETOB:
e MWunekc nema
e 3aroioBk# nen (TOMOB, YacTei)



e Kox cTpykTypHOro noapasnencHus
Bonpoc 20/50
Kak gacTo paspemeHo BHOCUTh U3MEHEHHS B IITATHOE PACIIACAHUE
Bbi0epuTe onnH OTBeET:
e OpnuH pa3 B rofg
e Ilo ycMoTpenuto paboTtonarens
e DBHocuTh U3MEHEHUS B LITATHOE PACIIMCAHKUE HE JOIYyCKACTCs
Bonpoc 21/50
Kaxkue 3amucu BHOCSTCS B TMYHYIO KaPTOUKY PaOOTHHKA U3 TPYAOBON KHUKKH?
Bbi0epuTe HECKOIBKO OTBETOB:
e O mepeBojie Ha IPYT'yIO MOCTOSIHHYIO paboTy
e OO0 yBOJBHEHUHU paOOTHHUKA
e O IpUMEHEHMH JUCLMILUIMHAPHOIO B3BICKAHUS B BUJE BBITOBOPA
Bonpoc 22/50
B kakyro KHUT'Y BHOCHUTCS 3allUCh O MOJYYEHUU TPYIOBOM KHMXKKH IPH IpHeMe paOOTHHKA Ha
pabory?
Bri0epuTe 0quH O0TBET:
e B npuxoaHO-pacxogHyI0 KHUTY IO y4eTy OJaHKOB TPYIOBBIX KHIDKEK M BKJIAJBIIIA B HEE
e B kHury yyera IBHKEHUS TPYyIOBBIX KHIKEK U BKIIAJABIIIEH B HUX
e B kHury perucrpanuu npuemMa pabOTHUKOB Ha paboOTy
Bomnpoc 23/50
VYupexneHne WM CTPYKTYpHOE IOAPA3JEICHHE OPraHU3allid, OCYIIECTBISIOLIUE XPAaHEHUE,
KOMIUIEKTOBAHHE, YYET U UCIIOJIB30BAHUE APXUBHBIX JOKYMEHTOB
Bbi0epuTe onMH OTBeET:
e Ortnen kaapoB
o Cekperapuar
e ApxuB
Bonpoc 24/50
YTo BXOJIUT B MOHATUE «IIOJTHOTO O()OPMIICHUS AET»?
Bbi0epuTe HECKOIBKO OTBETOB:
o [TlopmmBka uim nepervier aena
o Hywmepanus nucroB nena
o CocraBieHHE IUCTA-3aBEPUTEISA
Bonpoc 25/50
B xakoMm Bo3pacte macnopt rpaxknannaa Poccuiickoit deneparuy moaiexxutT oOMeHy
Bbi0epuTe HECKOIBKO OTBETOB:

e 20 mer
e 40 ner
e 45 ner
Bonpoc 26/50

Kak gacTo ocymecTBisercs: 3KkcrepTu3a LeHHOCTH JOKYMEHTOB?
Bbi0epuTe onMH OTBeET:

o Exemecs4HO

o ExekBapTanbHO

e Exeromno
Bonpoc 27/50
Ha ocHOBaHMM Kakoro JOKyMEHTa BHOCHUTCS 3allCh B TPYAOBYIO KHMXKKY O IIpuemMe pabOTHHKa
Ha paboTty
BriOepuTe 01UH O0TBET:

o 3asBneHus pabOTHHUKA

e JInuHOM KapTOUYKH pabOTHUKA

o [Ilpukasa o nmpueme Ha paboty



Bomnpoc 28/50
3anuch 0 MOJTYYEHUH TPYJOBOM KHIKKU IPU MpueMe pabOoTHUKA Ha paboTy BHOCHTCS
BriOepuTe 01UH OTBET:
e B npuxoaHO-pacxogHyI0 KHUTY IO y4eTy OJaHKOB TPYIOBOW KHUKKH U BKJIQJIbIIIA B HEE
e B kHury ydera ABM)KEHMsI TPYAOBBIX KHIDKEK U BKJIA/bIIIEH B HUX
e B o0e xkuurn
Bomnpoc 29/50
Kaxoil cpok XpaHeHMsI UMEIOT JTOKYMEHTHI 110 JUYHOMY COCTaBy, CO3/aHHble HaunHas ¢ 2003
roxa?
Bbi0epuTe onnH OTBeET:

e 75 mer

e 50 mer

e IlocTosHHO
Bomnpoc 30/50

I'ne nomenaroT COkpanieHHOe HAMMEHOBAHUE OpPTraHU3aIu?
Bbi0epuTe o1MH OTBeET:
e CokparieHHOE HAMMEHOBaHUE (B CKOOKAX) MOMEIIAIOT BBIIIE TTOJIHOTO WUJTU 32 HUM
o CokpalieHHOe HauMEHOBaHUe (B CKOOKaxX ) MOMEMIAIOT BBIIIE IMOJTHOTO WIIH Mepe]l HUM
e CokparmieHHOE HAaMMEHOBaHUE (B CKOOKAX) MOMEIIAIOT HIDKE IMOJTHOTO FIIA 32 HUM
Bonpoc 31/50
Kaxk TpebyeTcst opopMiIaTh 1aTy 10KyMeHTa?
Bbi0epuTe HECKOIBKO OTBETOB:
e Apabckumu HU(ppaMu B IOCIEA0BATEIBHOCTH: I€Hb MECsAIa, MECSLL, TOJ
e Apabckumu mudpaMu B MOCIEAOBATEIHHOCTH: TO, MECSII, IEHb MecsIa
e Pumckumu nudpamu B mocieaoBaTeIbHOCTU: AEHb MECALa, MECSI], TOJT
Bonpoc 32/50
st yaeta pabodero BpeMeH! MPUMEHSIOTCST YHU(UITUPOBAHHBIE (POPMBI
Bbi0epuTe HECKOIBKO OTBETOB:

e T-12

e T-13

e T-13a
Bomnpoc 33/50

Kakme cocraBisionye BKJIO4aeT B ce0s  pe3oJiolMs, HamUCaHHash Ha JIOKyMEHTE
COOTBETCTBYIOIIUM JO>KHOCTHBIM JIUIIOM?
Bri0epuTe HECKOJIBKO OTBETOB:

o  daMuiIMY, UHUIIHAIBI UCTIOJTHUTETCH

e ConepxkaHue NOpy4YEHUst

e Cpox ucrnonHenus

e [lloanuce u gaty
Bomnpoc 34/50
CpoK XpaHeHUs IOKYMEHTOB I10 JJMYHOMY COCTaBy, co3aHHbIX 10 2003 roga
Bbi0epuTe onMH OTBeET:

o IlocrossHHO

e 75 1erT
e 50 et
Bomnpoc 35/50

K 1oroBopHbBIM JOKyMEHTaM OTHOCHUTCS
Bbi0epuTe o1MH OTBeET:
e Ilpuka3 o mpueme Ha paboTy
o CornameHue K TpyZ0BOMY JOIOBOPY
e JloknamHas 3ammcka
Bomnpoc 36/50



W3MeHeHus B JOKYMEHTHI [0 INYHOMY COCTaBYy BHOCSITCS B cllydae
Bbi0epuTe o1MH OTBeET:
e U3menenus hamMuivuu, UMEHHU, OTYECTBA PAOOTHHKA
o (CMEHBI PyKOBOAMTENS OpraHu3aluu
e N3MeHeHus yciaoBUN TPYIOBOTO JOTOBOpPA
Bomnpoc 37/50
K nndopmannoHHO-cripaBOYHBIM JOKYMEHTAM OTHOCSTCS
Bbi0epuTe HECKOIBKO OTBETOB:
e CnpaBku
e JloknamHbIe 3alIMCKU
e Pacnopsoxenus
Bomnpoc 38/50
Henocratomniue cBenieHust o paboTHUKE B TPYAOBOI 10rOBOpP BHOCSTCS
Bbi0epuTe onnH OTBeET:
o Ilpunoxenuem K TpyJJOBOMY JI0TOBOPY
e HenocpencTBeHHO B TEKCT TPYAOBOTO 10I0OBOPA
e OTaenbHBIM COTUIAIEHHEM CTOPOH, 3aKII0YaeMbIM B MUCbMEHHOH opme
Bomnpoc 39/50
3asiBiieHHEe paOOTHHKA - 3TO JOKYMEHT
Bbi0epuTe o1MH OTBeET:
o Copnepxamuii mperioxkeHne 0 Ha3HAYeHHH, MEPEMEIIEHUN WU TMOOLIPEHUU JINYHOTO
cocraBa
o TloaTBepxpaaromuii ycTaHOBICHHbIE (AKThl U COOBITUS
o Copepsxamuii npocb0y WM IPEUIOKEHUs pabOTHUKA
Bomnpoc 40/50
[IpucBoeHNME NOKYMEHTY PETMCTPAallMOHHOIO HOMEpa M 3alliCh B YCTAHOBJIEHHOM IOPSJIKE
CBEJICHUI O JOKYMEHTE - 3TO
Bbi0epuTe o1MH OTBeET:
e Co3gaHue T10KyMEeHTa
e VYTBEpXKICHHUE TOKYMEHTA
e Perucrparmusa nokymeHTa
Bonpoc 41/50
Jlnynas kapTouka pabOTHUKA
Bbi0epuTe o1MH OTBeET:
e Benercs Ha kKax10T0 paOOTHHUKA
e MoXeT BECTHCH 110 KeJaHUI0 pabOTHHUKA
e Mosker BecTUCh IO YCMOTPEHHIO paboToaaTens
Bonpoc 42/50
Bce nmuctel B Knure ydera ABM)KEHUS TPYAOBBIX KHIDXKEK M BKJIAJIBIIIEH B HUX JOJKHBI ObIThH
Bbi0epuTe HECKOIBKO OTBETOB:
e IIponymepoBanbl
o IIpomnypoBaHbI
e  CKperuieHsbl CTeIIepOM
Bomnpoc 43/50
CChUIKM Ha COOTBETCTBYIOIIME JOKYMEHTHI Ha BHYTPEHHEH CTOpOHE OOJOXKKH TPYIOBOH
KHUKKH 00 U3MEHEHUH (paMuiIny, UMEHHU, OTYECTBE WIIU J1aTe POKACHUS PaOOTHUKA 3aBEPSIOTCS
MOJMUCKHI0 paboTOIATENS WM CIIEHUATBHO YIIOJIHOMOUYEHHOTO UM JIUIa U
Bbi0epuTe o1MH OTBeET:
e Tonbko MmevyaTbio OpraHu3aluu
e ToJBKO MevaThIo KaAPOBOH CIIYXKObI
e [levarpto opranu3aIuyu WIK MeYaThIO KaJIpPOBOU CITYKOBI
Bonpoc 44/50



TpeboBanus kK HOPMUPOBAHMIO ACIT IPEAYCMATPUBAIOT
Bbi0epuTe HECKOIBKO OTBETOB:

e JIOKyMEHTBI HOCTOSTHHOTO ¥ BPEMEHHOI'O CPOKOB XpaHEHHsI TPYNIIUPYIOTCS B OT/AEIbHBIE

zena

e B nene - 10KyMeHTBI OHOTO KaJI€HIAPHOIO IoJa 0 OHOMY 3K3EMILIIPY
e Ilpukassl IO OCHOBHOM €ATENBHOCTU IPYNIIUPYIOTCS BMECTE C NPUKA3aMM 10 JTUUYHOMY

COCTaBYy
Bonpoc 45/50

PacnonoxxeHne 10KyMEHTOB BHYTpPH Jejia JOJDKHO OBbITh
Bbi0epuTe HECKOIBKO OTBETOB:

B xpoHonoruueckoi mociea0BaTeIbHOCTH
[o andasury
XaoTH4IHO

Bomnpoc 46/50
Hymeparus 1ucToB Aena Npou3BOAUTCS
Bbi0epuTe o1MH OTBeET:

ApabGckumu nudpamMu B NMPaBOM BEPXHEM YTy JUCTa MPOCTHIM KapaHJAIloM WU

HyMEpaTopoM

PuMckumu 1mudpamMu B IpaBOM BEpXHEM YINIy JUCTa HPOCTHIM KapaHIAIIOM HIIU

HyMEpaTopoM

ApabOckumu nu@paMd B MPaBOM HUKHEM YTy JIMCTa MPOCTHIM KapaHAALIOM WU

HyMEpaTopoM

Bomnpoc 47/50
Jleno noyKHO coaepKarTh
BriOepuTe 01UH O0TBET:

He 0omnee 250 nucros
He 6omee 350 nucros
He 6onee 450 nucros

Bomnpoc 48/50
B apxuB cnaroTcst TOKYMEHTBI CO CPOKOM XpaHEHUS
Bri0epuTe HECKOJIBKO OTBETOB:

Jo 10 ner
Csoite 10 ner
[TocTosTHHBIM CPOKOM XpaHEHUS

Bomnpoc 49/50
Homenkunarypa nen cocraBinsieTcst
BriOepuTe 01UH O0TBET:

Ha onun xaneHnapHblii roa
Ha Bpems cyliecTBOBaHUS OpraHU3aLMH
Ha cpoxk, ycranaBiuBaeMblil pyKOBOJUTEIEM OPraHU3aLUN

Bomnpoc 50/50

ApXHB COBMECTHO C PYKOBOJUTEJIEM OPraHU3aLUN HECET OTBETCTBEHHOCTD 32

Bri0epuTe HECKOJIBKO OTBETOB:

Hecobmonenne yciaoBuii odecriedeHns: COXpaHHOCTH JJOKYMEHTOB
VYTpary 1 HECAaHKIIMOHHPOBAHHOE YHUUTOXKCHUE IOKYMEHTOB

Hapymenne mnpaBuin HCHONB30BaHUSA JOKYMEHTOB UM JOCTYIAa IIOJIb30BaTeled K

JOKYMEHTaM, YCTaHOBJICHHBIX 3aKOHOAATCIbCTBOM
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