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@DoH/T OLEHOYHBIX CPEJCTB MO JUCLUMIUIMHE «YTpaBICHHE MEPCOHAIOM)» COCTaBJICH B
coorBeTcTBUU ¢ TpeboBanussMu PI'OC BO mno HampaBieHuto moarotoBku 46.03.02
«JlokyMeHTOBeIeHHE U apXHUBOBEICHUE.

ABtop(b1)-coctaButens(u): H.C. MantypoBa, 101IeHT Kadeapbl UCTOPUHU, My3€OJIOTHH
U IOKyMEHTOBEJICHUS, KaHANWAAT NelarOrHYeCKUX HayK.

@DOHJ OLICHOYHBIX CPENCTB IO NUCLUIUIMHE « YTpaBlICHHE IIEPCOHAIOM» KaK COCTaBHas
yacte OIIOIl Ha 3acemanuu coBeTta Qaxyibrera JIOKYMEHTAIbHBIX KOMMYHHUKAIUH M TY-
pU3Ma PEKOMEHIOBAaH K PacCMOTPEHHUIO JKCIIEPTHOW KOMHcCcHEeH, npoTokoa Ne 6 ot
22.03.2022.

Okcneptu3za nmposeaeHa 22.04.2022, akt Ne 2022/J10V.

@DOHJ| OLICHOYHBIX CPEJCTB 10 AUCLUUIUIMHE Kak cocTaBHas yacTb OIIOII yrBepxaena
Ha 3aceJJaHuM Y4YEeHOro coBeTa MHCTUTYTa MpoTokoya Ne 6 ot 30.05.2022.

Cpok netictBusi pabodeil mporpaMmbl TUCHUILIMHBI IPOJUICH Ha 3acelaHud Y YeHOTO
COBETA MHCTUTYTA:

YuyeOHblii rox Ne npoToK0J1a, 1aTA YTBEPKIAEHUSI
2023/24 npotokoi Ne 8 ot 29.05.2023

2024/25 nipotokos Ne 11 ot 27.05.2024

2025/26 npotokoi Ne 8 ot 26.05.2025

2026/27 npotokos Ne 10 ot 25.05.2026




1. COCTABHBIE YACTHU ®OH/IA OIIEHOYHBIX CPEJACTB I10 AUCITUII/ITHE

®donn oneHouHBIX cpeacTs (nanee — ®OC) mpencTaBiieH:

— ®OC B cocraBe paboueil mporpaMMbl AUCHUILTUHB;

— KOMIUIEKTOM aTTEeCTAIMOHHBIX MeAarorndecKuX H3MEPUTEIbHBIX MaTEPHAJIOB;

—MaTepuaiamMu, HeoOXOTUMBIMU IS OIICHKU YMEHUW M BJIAJeHUH (IPaKTUKO-OPHUEH-
THPOBAHHBIC 3a/IaHUS, UCTIOJIL3yEMbIC B TICPHUO/I IIPOBEICHHUS IPOMEKYTOUHOM aTTECTALIMH).

2. ®OC B COCTABE PABOYEM ITIPOI'PAMMBI JUCLHUIIJINHBI
@®OC B coorBerctBuu c llonoxenuem «O mopsiake pa3paOOTKM U yTBEPKICHUH
OCHOBHBIX MPO(eCCHOHATBHBIX 00pa30BaTEIbHBIX NPOrpaMM — MporpaMM OakaiaBpHaTa,
CHELUAINTETa U MaruCTPaTyphl» (YTB. YUeHBIM coBETOM, IpoTokoia Ne 7 0122.04.2019, npu-
ka3 83-m ot 24.04.2019) BxoauT B cocTaB pabouel nmporpaMMbl AUCIUIUTHHBI (pa3aen Ne 6) u
BKJIFOYAET CJICYIOUINE MYHKTHI U MOAITYHKTHI:
6. ®OH/I OLIEHOYHBIX CPEACTB /ISl IPOBeeHHsI MPOMEKYTOUHOM aTTecTaluu 00y-
YAKIIMUXCA M0 TUCHUILINHE.
6.1. IlepeueHb KOMIETEHIIMI C yKa3aHHEM ATamoB MX (HOPMHUPOBAHHS B Ipoliecce
OCBOEHHUs 00pa3oBaTenbHON porpaMmel. Tabnuua 6, 7.
6.2. Onucanue noka3areyieil 1 KpUTEpUEB OIEHUBAHUS KOMIIETEHIIUM HA pa3IMYHBIX
sTamax ux (OPMHUPOBAHMS, OTTMCAHHE IITKAT OI[CHUBAHUSI.
6.2.1. Iloxazamenu u xpumepuu oyeHUBAHUs KOMNEMEHYU HA PA3TUYHbIX IManax
ux ghopmuposarus Tabmuer 8, 9
6.2.2.Onucanue wxai OyeHUBaAHUsL.
6.2.2.1. Onucanue mKaibl OIICHUBAHKS OTBETA Ha 3K3aMeHe (3auere) (MATHOaIh-
Has cuctema). Tabmumal(.
6.2.2.2. Onucanue mKaisl oneHuBanusa Taomuna 11.
6.3. TunoBble KOHTPOJIbHBIE 3a/IaHUS WM UHBIE MaTepuaibl, HEOOXOAUMbIE I OLEH-
KW 3HaAHWHA, YMEHHUI U BIIAJICHUH, XapaKTepU3yIOIUX ATaIbl (HOPMUPOBAHUS KOMIIETCHIIMNA B
IIPOLIECCE OCBOEHUS 00pa30BaTEIbHON IPOrPAMMBI.
6.3.1. Mamepuansi 0151 noocomosxu k skzamerny. Tabmuna 12, 13.
6.3.2. Tembl u MemoouuecKkue yKa3aHus no no02omoske pegepamos, scce u meopye-
CKUX 3a0anUil N0 OUCYUNTIUHE.
6.3.3. Memoouueckue ykazanus no 8blNOJIHEHUIO KYPCOBOU pabombi.
6.3.4. Tunosvie 3a0anus Ons NPoGeOeHUs MeKyuwe20 KOHMPOIA QOPpMUPOBAHUS]
KOMnemeHyuu.
6.3.4.1. IInanbl cCEeMMHAapCKUX 3aHATHH.
6.3.4.2. 3aganus Al OPAKTUYECKUX 3aHSATUMN.
6.3.4.3. Tembl u 3aJaHUS] JIsI METTKOTPYTIITOBBIX/ UHIUBUAYaTbHBIX 3aHATHIA.
6.3.4.4. TunoBbIe TEMBI U 33J]aHUSI KOHTPOJBHBIX pabOT (KOHTPOJIBHOTO YPOKA).
6.3.4.5. TectoBble 3a1aHUs.
6.4. Meroauueckue Marepualibl, ONPENeAIoIUe MPOLEAypbl OICHWBAHUSA 3HAHUM,
YMEHUH UBIIAJICHUH, XapaKTePU3YIOMIUX Tarbl (OPMUPOBAHUS KOMIIETECHIIUH.

3. KOMIUIEKT ATTECTAITHOHHEFIX IEJATOTMYECKUX U3MEPHUTEJIBLHBIX
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MATEPHUAJIOB

Cneyugpurkayus AITUM
Iems AITUM OreHka y4eOHBIX JOCTHKESHUHN
Oynkius AITUM Kontposb, nuarunocTuka

Bun koHTpOIA

Texyumii KOHTPOIh 3HAHUM OOy4arommxcs. Bo3MoxHO mpuMeHe-
HHE B PaMKax INPOMEXYTOYHOU aTTECTAllMU U MPOBEPKU OCTATOY-
HBIX 3HAHUU

Mogaens AITUM

YpoBHeBasi Mo/ieJIb [IPEJCTaBICHA B TPEX B3aUMOCBS3aHHBIX OJI0-
Kax 3aJaHui:

— Bnok 1. 3ananus Ha ypoBHe «3HATB» B (OpMe «BBIOOpP OIHOTO,
ABYX U 60J1ee IMMPaBUJIBHBIX OTBETOB M3 MPEAJIOKCHHBIX> BBIABIIAIOT
B OCHOBHOM 3HAHHEBbIH KOMIIOHEHT 110 JUCLUILIMHE U OLICHUBAIOT -
cs1 10 OMHAPHOM MIKaJie «IIPaBUIbHO-HEIPaBUIEHO;

— brnok 2. 3aganus Ha YpoOBHe «3HATh» H «yMeTb» B (hopMme
«YCTaHOBJICHHE COOTBETCTBHS (IIOCIEOBATEILHOCTH)», B KOTOPBIX
HET SIBHOTO yKa3aHUSl Ha CIOCOO BBIMOJIHEHHMS, UISI UX PELICHUS
o0y4JaroLuiicss CaMOCTOSITEIbHO BBIOMPAET OAMH U3 H3YyYEHHBIX
croco0oB. 3aaHusl TaHHOTO OJIOKA MO3BOJISIIOT OLICHUTH HE TOJIBKO
3HAHUS MO0 JUCLMWIUIMHE, HO M YMEHHUS IOJNb30BaTbCs UMM IPU
PELICHUN CTAaHAAPTHBIX, TUIIOBBIX 3a/1a4.

— brnok 3. 3agaHus Ha ypoBHe «3HATb», KYMETb», «BJAJETh»
mpeacTaBieHbl B (opMe Keic-3alaHus, COJEpKaHUE KOTOPOTO
MIPEIoIaraeT UCIoIb30BaHUe KOMIUIEKCA YMEHUN U HaBBIKOB, IS
TOro 4T00BI 00YHAIOLIMICS MO CAMOCTOSTENILHO CKOHCTPYHUPOBATh
CHoco0 pelieHus, KOMOMHUPYSI M3BECTHBIE €My CIOCOOBI U TpH-
BJIeKass MEXIUCLUUITUHApHbIe 3HaHus. Keilic-3aganue mpencrasis-
eT coboil ydeOHOe 3ajaHue, COCTOSINee W3 OMHCAHWS pPearbHOMN
CUTYaIlMl M COBOKYITHOCTH C(hOPMYJIHPOBAHHBIX K HEH BOMPOCOB.
Brimonnenne oOyvarommmMcest keic-3aanuii TpeOyeT pemeHus mo-
CTaBJICHHOW NPOOJIEMBb! (CUTYaLlMK) B LIEJIOM U NPOSIBICHUS YMEHHUS
aHAJIM3UPOBATh KOHKPETHYIO HMH(OPMAINIo, MPOCIEKUBATh TpPHU-
YUHHO-CJICACTBCHHBIC CBs3U, BBIACIATH KIHOUCBBIC HpO6J’ICMI:I u
METOABI UX PELICHUSI.

— brok 4. 3ananus Ha ypoBHe «3HATH», «YMETb», «BJIaJeTh»
peaCTaBJICHbBL B q)opMe OTKPBITBIX BOIPOCOB, IMPEAIIOIaAraromimnux
KpATKHii cBOOOHBIN OTBeT.

KonnuecTBO TECTOBBIX 3aJaHUN

He xaxxayro KOMITETEHITNIO JOKHO OBITh pa3paboTtaHo 40 3aaHUH,
BT. 4.

Bbaok 1 — 10 TecTOBBIX 3aaHUI;

Biok 2 — 10 TecTOBBIX 3aIaHUM;

biok 3 — 4 kelica

biiok 4 — 16 OTKPBITBIX BOIPOCOB

Bpewms rectupoBanus (MUH) 90 mMuH.

[Inanupyemsie pesynbtatsl | I1K-2; [1K-4

OCBOCHUS

Ilepeuenr moxkymentoB, wuc- | ®I'OC BO mo nampaBnenuio moarotoBku 46.03.02 «Jokymen-

IMOJIb3YEMBIX IIpU IIJIAHUPOBA-
HUH COACPIKAHUS TCCTA

TOBEJICHUE U apXUBOBEJICHHUEY, paboyuast mporpaMma JUCHUIITHEL

PazpaboTanku

H.C. ManrypoBa, gomneHT Kadeapsl HCTOPUH, MY3€0JIOTUH U
JOKYMCHTOBCACHHMA, KAaHAWJAAT NCAArorutd4C€CKruxX HaykK

DKcrnepTr3a TeCTOBBIX 3a/IlaHui

[TpoBenena B pamkax o6rieit sxcneptusbl OIOI




Bbauk 3a0anuii c omeemamu

IIK-2. Cnioco0eH coBepHIeHCTBOBATH JOKYMEHTAIIMOHHBbIE MPOLECCHl B YNPABJIEHNUH B
COOTBETCTBHM ¢ TPeOOBAHUSIMM HOPMATHBHO-NPABOBOr0 peryjupoBaHusi B cdepe
HHPOPMALIMHU U JOKYMEHTAIlUH

Kon 3a-
TAHUA

3ananue

Ku1rou npaBusibHOroO
0TBETA

Baok 1

Bbi0epuTe npaBuIbHBINH 0TBET(bI)

1.1

Kakoli JOKyMEHT yCTaHaBJIMBACT €UHBIC TPEOOBAHUS K
0(OPMIICHHIO OpPraHU3aAMOHHO-PACTOPATUTEBHBIX
JIOKyMEHTOB B PD?

a) ®enepanbHblii 3akoH "O06 naGopmanum..."

6) 'OCT P 7.0.97-2016

B) TpynoBoii kogekc PO

r) YcraB opranusanuu

6)

1.2

Uro siBIISIETCS OCHOBAHUEM TSI M3JITaHUS TIPUKa3a 1o
OCHOBHOMH JIESITEILHOCTH ?

a) CimyxeOHas 3armucka

0) YcTHOE pacropsKeHUe pyKOBOIUTENS

B) PenreHne koyiernaapsHOro opraHa Wil He0OX0IMMOCTh
pellieHus ynpaBiIeHUYeCKOH 3a1aun

r) XKenanue coTpyIHUKa

1.3

Kakoli pekBU3UT HE BXOAUT B (hopMyJIsip pHKa3a 1o
OCHOBHOMH J1€ITEIbHOCTHU?

a) HaumeHnoBaHue opranuzanuu

0) 3aroyIoBOK K TEKCTY

B) Anpecat

r) Ilognucek pykoBoauTes

1.4

Jly1st yero Ha MOKYMEHTaX, y0CTOBEPSIONIUX MpaBa u (ak-
ThI XO3SIICTBEHHOM ESITEIBHOCTH, TIPOCTABIISIOT OTTUCK
reyatu?

a) Jlnst 3aBepeHus OJTMHHOCTH MOITUCH JOJIKHOCTHOTO
Jana

0) st 31Tl TOKyMEHTA OT HECAHKITMOHUPOBAHHOTO
KOIUPOBAHUS




Kon 3a-
TAHUA

3ananue

Ku1rou npaBusibHOro
0TBETA

B) Jlnst oGecnieuenust GUHAHCOBOTO KOHTPOJIS
r) Jlns moaTBeprkaeHus (hakTa OrIaThl

L.5

Kakoii JOKyMEeHT SIBJISIeTCSI OCHOBHBIM, perilaMeHTHPY-
IOLUM OPTraHU3alMI0 U BEJIEHUE JI€I0IPOU3BOJICTBA B
KOHKPETHOM OpraHu3aiuun’?

a) denepanbHbI 3aKOH

6) TOCT

B) MHCTpyKIUS 110 1€TONPOU3BOJICTBY

r) llltaTHOE pacnucanue

1.6

JIoKyMeHTO000pOT B yUPEKICHUU peaTn3yeTcs B BUJE
CJIETyFOIINX TIOTOKOB (BBIOCPUTE HECKOJIHKO BAPHAHTOR):
a) Bxomsmue

0) CiyxeOHbIC

B) Ucxonsmue

r) BuyTpennue

1) ApXUBHBIC

a), B), T)

1.7

Ha xaxoM Bujie mUCbMa 3aIIOJHAETCSA PEKBU3UT «CChUIKA
Ha HOMEp U JaTy AOKyMEHTa»?

a) [Tucemo-3ampoc

0) MapanTuitHOE MUCHMO

B) CoIpoBOAUTENBEHOE THCHMO

r) [lucemo-oTBeT

1.8

TpeboBanust K 0POPMIIEHUIO TOKYMEHTOB B OpraHU3aIN
YCTAHABJIMBAIOTCS HA OCHOBE:!

a) YcraBa opraHu3aiuu

0) IIpukaza 1o AeI0npPOU3BOJICTBY

B) ['ocynapcreennbix ctannaptos ('OCToB)

r) KosekTuBHOTO 10TOBOpA

1.9

Kakue 13 nepeuncieHHbIX JOKyMEHTOB OTHOCSITCS K pac-
MOPSIIUTEIBHBIM ?

a) YcTaB, NOJIOXKEHNE

0) AKT, TOKJIaHas 3aMmucKa

B) IIpukas, pacnopsokenue

r) [lucemo, Tenerpamma

1.10

OcHoBHBIE TpeOOBaHUS K 0POPMIICHUIO KaJIPOBOM
JOKYMCHTAIIUU B OpraHru3aliu NpCaAbABIIAIOTCA:

a) TpynoBsiM kosiekcom PO

0) YcraBoM opranuzanuu

B) ['ocynapcTBeHHOM CHUCTEMON JOKYMEHTAI[MOHHOTO




Kon 3a-

Ku1rou npaBusibHOro

3aganue
JaHusd 0TBETA
obecnieuenus ynpapnerus (I'CAOY)
r) MHCTpYyKIHEH Mo KaApoBOMY JI€JIONPON3BOICTBY
YcranoBure coorBercrBue. Kaxaomy 3j1ieMeHTy J1€BOro
CTOJI0112 COOTBETCTBYET TOJBLKO OUH 3JIEMEHT IPaBoro.
B 2 YuruTe, 4TO OAMH U3 3JIeMEHTOB NPABOT0 CTOJI0LA JHUIIHMIA.
JI0K OTBeT K 3a1aHUAM 3aNHIIATE B BUAE cOYeTaHUusi DUQp U
O0yKB, co0/110Aas1 IOC/Ie0BATEIbHOCTH J1€BOT0 CT0JI01a, Oe3
npooesioB U 3HaK0B npenuHanus. Hanpumep, 1A263B
VY cTaHOBUTE COOTBETCTBUE MEXKIY BUJAOM JIOKYMEHTA U
€ro XapaKTEPUCTUKOM:
1. TTpuxaz A. HopMmaTuBHBIM aKT, ycTaHaH
JIMBAIOIINN CTaTyC, CTPYKTYPY
1 QYHKIMH OpTaHU3aLlUuN HIIH
ee MoJpasaesicHus
2. Pactiopsuxenue b. IIpaBoBoii akT, U3gaBaeMblii
21 PYKOBOJIUTENIEM /IS PEMICHHS | | popa A
OMEPaTHUBHBIX BOIIPOCOB.
3. Ilonoxenue B. [IpaBoBoil aKkT, U3AaBaEMbIi
JUTSL pEUICHUS] OCHOBHBIX M OTIet
paTHBHBIX 33J1a4, C 00sI3aTeIb-
HBIMH NIPEANHCAHHUSIMU.
I'. JoxkymeHT, coaepxKaliuii
nepeyeHb BOMPOCOB I 00-
CY)KIECHHUS.
YcTaHOBUTE COOTBETCTBUE MEXKIY ATAlOM JOKYMEHTO000-
0Ta ¥ €r0 COACPKAHUEM:
1. [Ipuem u mepBU4HasT 00pa- A. CornacoBaHue poeKTa
0oTka JIOKYMEHTAa C 3aMHTEPECOBaH-
HBIMH JIMLAMH.
2. PaccmoTpenue u BU3MpoBa- b. IIpoBepka npaBMIILHOCTH
2.2 HHE JIOCTaBKH U PETUCTPAIIHS 1b2A3B
JIOKYMEHTA.
3. Ucnonuenue B. IIpunstue pemenus u
COBEpILCHUE ACHUCTBUI HO
JIOKYMEHTY.
I'. OtmpaBka ToKyMeHTa ajipe-
cary
VY cTaHOBUTE COOTBETCTBUE MEXKAY PEKBU3UTOM JIOKYMEH-
Ta ¥ €r0 00sI13aTEIIbHBIM COACPKAHUEM
1. 3aroj0BOK K TEKCTY A. HanMeHoBaHue opraHusa-
2.3 [[MH, KOTOPOM HAIPaBIISIETCS 162A3B

JIOKYMEHT

2. Anpecat

b. Kpatkoe conepxanue
JOKYMEHTa




Kon 3a-

Ku1rou npaBusibHOro

JaHUA 3ananue OTBETAa
3. Iloamnucs B. ®amunusa 1 uHUAITHAIIEBL
JIOJKHOCTHOTO JINLA, YIOCTOB4
PSIIOIIETO JOKYMEHT.
I'. JaTa u peructpauOHHbIN
HOMeEp
VYcTaHOBUTE COOTBETCTBUE MEXKTY BUJOM JIOKYMEHTA U
€ro NpeHa3HaYCHUEM:
1. JloknamHas 3amycKa A. JIOKyMEHT, NOSICHSIOLIUI
MPUYUHBI KaKOTO-TN00 CO-
ObITHsI MK (pakTa
2. O0bsicHUTENBHAS 3aITUCKa b. Undopmannonno-cnpaBoy-
HBIA JOKYMEHT IS PEeIIEeHUS
24 BOTIPOCOB MEX]Ty CTPYKTYp- 1B2A3E
HBIMH NIOJIPa3IeTICHUIMU
3. Ciy>xeOHas 3anucka B. loxymeHnt, uapopmupy-
0NN pYKOBOJUTEIIS O
CJIOKUBILEHNCS CUTYALMH U CO-
JieprKaIyi OpeIoKeHus
I'. JokymeHT, ycTaHaB-
JUBAIOIINNA TTPaBHUIIa BHYTPEH-
HEro pactopsiika
Y CcTaHOBUTE COOTBETCTBUE MEKY JOKYMEHTOM U €0
(GyHKIMEH B CHCTEME YIIPaBJIEHUs IEPCOHAIIOM:
1. llItatHOE pacnucaHue A. 3akpemiser TpyaoByIO
(GhyHKIIHIO, TIpaBa M 00sS3aHHO-
CTH COTPYIHHKA Ha pabodeM
MECTe
25 2. IlpaBuna BHyTPEHHETO TPY- b. YcranaBnuBaet CTpykTypy 1E2B3A
JIOBOTO pacropsiaKa YUCIIEHHOCTH TIEpCOHAla opra-
HU3aLUU
3. JloIKHOCTHAS MHCTPYKLUSA B. Pernamentupyer pexum pa-
OOTBI ¥ OT/BIXA, TUCITUTLTAHY
Tpyaa
I'. ®ukcupyeT ycioBHs OIIATHI
Tpyaa
Pacnosiokure ciaenyroniue coobITHS (IBJIEHHS, TPoLecChHl U
T.1.) B IPaBUJIbHOI MocjaegoBaTebHOCTH. OTBeT K 3a1aHM-
sIM 3allHIINATE B BUJe coueTaHus Hudp, KOTOPLIMHA 0003HA-
YeHbI COObITHS (ABJIEHUS, IPOLECCHI U T.I.) B MPaBUJIbHOMI
MOCJe/I0BaTeIbHOCTH, 0e3 NMP0o6eJIOB 1 3HAKOB MPeNUHAHNS.
Hanpumep, 3421
Pacnonoxure 3tansl co31aHUs JOKYMEHTa B MTPABUIIBHOMN
2.6 OCJIEN0BATEILHOCTH: 3124

1. CornacoBaHue (BU3HpPOBAHUE)




Kon 3a-

Ku1rou npaBusibHOro

3aganue
AaHus 0TBeTa

2. llognucanue
3. CocTaBiieHHE TTPOEKTa
4. Peructpanus
Pacnonoxxure 3Tansl JOKyMEHTOO00pOTa PU MOCTYILIE-
HUU BXOJSIIEro MUChMa!

27 1. ITpuem u peructpanus 1243

' 2. PaccMoTpeHne pyKOBOAUTEIEM

3. McnonHeHue 1 OTIpaBKa OTBETA
4. Ilepenaua B nojpaseiacHue Ha UCTIOTHEHHE
Pacrnionosxurte coOpITHA TTpH paboOTe ¢ MPUKA30M MO JTHY-
HOMY COCTaBy:
1. [TonroroBKa mpoekTa mpukasza

2.8 2. O3HaKOMJIEHUE COTPYAHUKA C TPUKA30M I0]] TOJIIHCH 1432
3. U3nanue u peructpanus mpukasa
4. CornacoBaHue ¢ IOPUCTOM U PYKOBOJUTENIEM MOJIpa3/ie-
JICHUS
Pacrnionoskure 3tamnsl npouenypbl 0ohopMIeHHUS THIHOTO
Jies1a COTPYIHUKA:
1. 3amonHeHne TMYHOTO JTUCTKA 0 yUeTy KaJpoB

2.9 2. 3nanue npukasa o npueMe Ha paboTty 4312
3. 3akiroueHue TPyA0BOTO 10TOBOpa
4. IlpencraBneHne HEOOXOAUMBIX JOKYMEHTOB (I1acHopT,
TPYIOBasi KHIKKA U T.J1.)
Pacnonoxxure 3tansl paboThl C JTOKYMEHTOM B apXUBE
OpraHu3aIu:
1. ITpoBepka HaJIIMUYUA U COCTOSHUSA A€l

2.10 2. YHUUYTOKEHHUE TOKYMEHTOB C UCTEKIIUM CPOKOM XpaHe- 4132
HUS
3. CocraBieHue onucei Aesl HOCTOSTHHOIO XpaHEHUs
4. Ilepenaua ien B apXuB OpraHu3aluu
Keiic-3a0anusa npeononazaiom padomy ¢ npeonoHceHHbIM

baok 3 mexcmom. Ilocne ezo npoumenun Heo0x00umMo omeemumno

Ha nOCMAe/iICHHble 60NPOCHL UIU 6bINOJIHUMb 3a0anusn
B opranuzanuio nocTymnui 3ampoc oT rocy1apcTBEHHOTO OcCHOBHBIM
oprasHa o NpeA0CTaBICHUH CBEEHUI O EPCOHATBHBIX 3aKOHOAATEIbHBIM aK-

31 JAHHBIX COTPYAHUKOB. KakuM TOKyMEHTOM CleyeT pyKo- ToM siBiiseTcs: Pe-

BOJICTBOBATKLCS TPH MPEIOCTABICHUN MHPOPMAIIUH U Ka-
KHM JIOKyMEHTOM 0(popMHUTh nepenady faHHbIX? HazoBu-
T€ OCHOBHOM 3aKOHOJATENIbHBIN aKT U BHYTPEHHUN

JIepajbHbIN 3aKOH OT
27.07.2006 Ne 152-03
«O mepcoHaIbHBIX
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Kon 3a-
TAHUA

3ananue

Ku1rou npaBusibHOro
0TBETA

JIOKYMEHT, PErJIaMEHTUPYIOLIHUE 3Ty MPOLELypY.

JIaHHbIX». [lepenauy
JAHHBIX CIeAyeT
0(pOPMUTH MHUCEMOM-
OTBETOM M 3a(h)UKCUPO-
BaTh (PaKT mepegavu

B )KypHaJie yueTa 3a-
MPOCOB U MPEI0CTaB-
JICHUSI IEPCOHATIBHBIX
TAHHBIX

3.2

CoTpyIHHK OTAEJa KapOB TOTOBUT IIPHKa3 00 yBOJIbHE-
HUM COTPYIHHUKA MO0 COOCTBEHHOMY >kenaHuto. lepe-
YUCIIUTE 00513aTeNIbHbIE PEKBU3UTHI, KOTOPbIE JOJKHBI
OBITH B ATOM IIPHKa3e, U OCHOBAHUE JIJIsl €T0 U3AHUS.

OcHoBaHue: TUUHOE
3asIBJICHUE COTPY/IHU-
ka. O0s3aTeNIbHBIC PEK-
BU3UTHI: HANMECHOBA-
HUE OpPTaHU3alNU, BU
JIOKyMeHTa (TpuKas),
JaTta ¥ HOMep, 3arojio-
BOK K TEKCTY, TEKCT (C
(bopMyIIMPOBKOM TIPH-
YHHBI YBOJIBHEHUS 110
TK P®), noanuck py-
KOBOJIUTEJISI, BU3a
COTJIACOBAHUS, OTMET-
Ka 00 03HAKOMJICHUH

3.3

VIpaBisoOmMKd JUPEKTOP MOPYUaET HAYAIBHUKY OTAENa
KaJ[poB pa3paboTaTh HOBYIO JOJPKHOCTHYIO HHCTPYKIIHIO
JUIsL MEHEDKepa 1o padoTte ¢ kaueHTaMu. Onumure no-
CJIEZIOBATENILHOCTh ICHCTBUI NpU pa3paboTKe U BBEACHUU
B JICVICTBHE HOBOW JIOJKHOCTHON MHCTPYKIIUU.

1. Pa3zpaboTka npoekTa
uHCcTpyKuuu. 2. Corna-
COBaHUE C IOPUCTOM U
PYKOBOJUTENEM TO/I-
pasznenenus. 3. YTBep-
KJIEHUE UHCTPYKIHH
pyKoBojuTeneMm. 4.
O3HakoMJIeHHE
COTPYAHHUKA, IPUHUMA-
€MOTr0 Ha ATY JIOJIXK-
HOCTb, C UHCTPYKLIEH
MoJ1 MOANUCH (JIN0O
BHECEHHE U3MEHEHU I
JUISL IEUCTBYIOLIUX
COTPYAHUKOB C UX
coryiacusi)

34

IIpu npoBepKe IeATEIBHOCTH OT/Iea KapPOB BBISBICHO,
YTO TPYZOBbIE KHMXKHU XPAHATCS B HE3allMpaeMoM IIKady,
a JIMYHBIE JIeJ1a BeyTCs ¢ HapyumeHusaMu. Kakue Hopma-
TUBHBIE JOKYMEHTHI PErVIAMEHTUPYIOT OPSAAO0K BEIECHUS

ITopsinok BeneHus Tpy-
JIOBBIX KHIKEK
persiameHTHpYIOT Ilo-

11




Kopn 3a- Kurou npaBusibHOT0
3aganue
AaHUS 0TBeTA
craHosieHue IIpasu-
tenbcTBa PO Ne 225 n
[TocranoBnenne MuH-
tpyaa P® Ne 695 nmuu-
HBIX J1e)1 — TpynoBoi
koziekc P® u Ilepe-
YeHb TUIOBBIX yNpPaB-
JIEHYECKUX JIOKYMEH-
TOB (C yKa3aHUEM CpO-
TPYIOBBIX KHUKEK U JIUYHBIX JI€]1, U KAKHE MEPBI CIeyeT KOB XpaHEHHUs).
NPEANPUHSTH 7151 yCTPAHEHUSI HAPYILIEHUI?. Mepsl: opranu3oBarthb
ceiid s XxpaHeHus
TPYIOBBIX KHUKEK,
MIPUBECTH JIMYHBIE JEIIa
B COOTBETCTBUE C
YCTaHOBJICHHBIMU
TpeOOBaHUSAMHU, ITPOBE-
CTH UHCTPYKTAX C
COTpYHUKAaMHU OTHENa
KaJIpoB
Bbaok 4
Kakoii jokyMeHT ompenenseT npodeccuoHaibHbIe 00s- TlomkHoCTHS
4.1 3aHHOCTH, [IpaBa U OTBETCTBEHHOCTh paOOTHHKA IIPH BbI- HHCTPY KIS
MOJIHEHUH pabOThI COTTIACHO 3aHUMAaeMO TOJKHOCTH? Py
JononHuTtensHOE
Kakum noxymenTom oopmitsieTcs: corjaacue CTOPOH 00
4.2 o COTJIALIEHUE K TPY-
W3MEHEHUH YCJIOBUM TPyJ0BOIrO JOroBopa?
JIOBOMY JIOTOBOPY
B kakom nokymeHTe GUKCUPYeTCsl CTPYKTYpa, IITaTHBINA
4.3 COCTaB U YMCIIEHHOCTh OPraHU3allH B COOTBETCTBUU C €€ [lItaTHOE pacnucanue
ycTaBom?
o B nocnennuit ness pa-
B kaxoii 1eH» BHOCUTCS 3alTUCh 00 YBOJIBHEHHUHU B TPY-
4.4 00THI (1IeHb yBOJIbHE-
JIOBYIO KHIMKKY paOOTHHKA?
HUS)
KakuM BHYTpeHHUM JOKYMEHTOM YCTaHABIUBAETCS
[IpaBuna BHyTpEHHETO
4.5 peXUM pabOThI, TOPSIIOK MPETOCTABICHHS OTITYCKOB
TPYZOBOI'O pacropsiika
MepBI MOOIIPEHUS U B3bICKAHUsA?
46 UTto sBNsI€TCS NMCHbMEHHBIM OCHOBAHUEM JIJISl M3/1aHUS TpynoBoii 10roBop,

npuKasa o rnprueme Ha padoty?

3asBJICHUC pa6OTHI/IKa
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Kon 3a-

Ku1rou npaBusibHOro

3aganue
IaHUA OTBeTAa
KakxnM nmpaBoBBIM aKTOM PErJIAMEHTHPYETCS ITOPSIOK 3a Hocranosserne M-
i HOJ‘IHGHI/IE TPYIOBBIX KHI/DI:(eK‘? Y b Tpyna P® ot
Py ' 10.10.2003 Ne 69
Kaxk Ha3piBaeTcs cucreMaTU3MpOBaHHBIN IIEPEYEHb
4.8 JIOKYMEHTOB, COJICP KAIlMI CBEJICHHS O COCTaBe, COAECpKa- Onuck nen
HUU 1 00beMe JIell, CIaBaeMbIX B apXuB?
Kakum 1oxkyMeHTOM MoaTBEpKIaacTCs (PaKT MPOBEICHUS
49 XO03UCTBEHHOM OTEpaIiiy WK COOBITHS, COCTABICHHBIN AKT
KOMHUcCcHENR?
Kaxoit mOKyMeHT SBJISIETCSI OCHOBHBIM JJOKYMEHTOM, YO-
4.10 CTOBEPSIOLIUM TPYAOBYIO AECSITETLHOCTD U CTaXX PaOOTHHU- TpynoBas KHIKKa

Ka?

IIK-4. CnocoGeH opraHu30BaTh M OCYHIECTBJIATH JOKYMEHTHPOBAHUE 1eSITeJIbHOCTH

OpraHu3anuu
Kon 3a- Kurou npaBusibHOIO 0T-
3aganue
AaHMA BeTa
Baoxk 1 Bbi0epuTe npaBuIbHBINH 0TBET(bI)

1.1

Uto siBiIsieTCS TJIABHBIM HOPMATHBHBIM aKTOM, PETYIIHPY-
IOLUM TPY/I0OBbI€ OTHOLICHHS U JJOKYMEHTUPOBAHUE JIesI-
TEIBHOCTH 110 YTPABJICHHUIO TIEPCOHATIOM?

a) 'paxxmanckuii kogexc PO

6) TpynoBoii konexc PO

B) Kozekc 06 amMUHUCTPAaTUBHBIX MPAaBOHAPYIICHUIX

r) @enepanbublii 3akoH "O6 nHpopmanun"

6)

1.2

Kakue 10OKyMeHTBI 10JIKEH NPEAbSIBUTh IPAKIAHUH ITPU
npueMe Ha paboty (B ob1ieM ciydae)?

a) [Tacriopt 1 BOUTENBCKOE yIOCTOBEPEHHE

6) TpynoByto kHnkKy, nacropt, CHUJIC, mnokymMeHTbI
BOMHCKOTO Y4€Ta, TOKYMEHT 00 00pa3oBaHUH

B) PexoMeHnnaiuu ¢ npouuioro Mecra paboThl U pe3tome
r) ToIbKO TPYIOBYIO KHMKKY U IACIIOPT

6)

1.3

Kakoli JOKyMEHT B OpraHu3aliy SBJISETCS OCHOBHBIM,
peryaupyromumM o0paboTKy U 3aIUTy NepCOHATbHBIX
JAHHBIX COTPYAHUKOB?

13




Kon 3a-
TAHUA

3ananue

Kurou npaBusibHOIO 0T-
BeTa

a) KosiekTuBHBIM 10roBOp

0) lomKHOCTHAS MHCTPYKIIUS COTPYAHUKA

B) [lonosxeHue o 3anmuTe NepcoHaIbHBIX TaHHBIX
r) [Ipukas o npueme Ha paboTy

1.4

Kakas 3armuch B TpyI0BOI KHUKKE 3aBEPSAETCS MEYATHIO
OopraHu3aiuun?

a) 3anmmch 0 mpreMe Ha padoTy

0) 3amuck o meperoie

B) 3anuch 00 yBOJIBHCHUH

r) Bce nepeunciennble 3anucu

1.5

B xakoM 0KyMeHTe OTpaskaeTcs peleHne padboToaTems
0 MOOIIPEHUN WM HAJIOKEHUN AUCHUILIMHAPHOTO B3bIC-
KaHUA Ha paOoTHUKA?

a) B cimyxe6Hol 3amucke

0) B mpukase no 1M4HOMY COCTaBY

B) B noxnagnoit 3anucke

r) B 00BsicHUTENTEHON 3amHCKe

6)

1.6

YeMy OIKHA TOYHO COOTBETCTBOBATH (DOPMYITUPOBKA
NPUYHMHBI YBOJIBHEHUS B TPYIOBOM KHIKKE?

a) JXKenaHuio pyKOBOJUTENS OPraHU3ALUH

6) KonnexktuBHOMY JOTOBOPY

B) ®opmynuposkam Tpynosoro koaekca PO

r) ®opMyupoBKe U3 3asBJICHUS paOOTHHUKA

1.7

B ckonbKuX 3K3eMIUIsIpax COCTaBISAECTCS U MOANUCHIBACT-
Csl TPYZIOBO# 10rOBOp?

a) B ogqHoM sx3emmisipe

0) B nByx sKx3emruisipax

B) B Tpex sx3eMiuisipax

r) B 3aBUCHMOCTH OT pemieHust CTOPOH

6)

Baok 2

YcranoBure coorBeTcTBUE. KaxaoMy 3;1eMeHTy JieBOro
CT0JIOIA COOTBETCTBYET TOJILKO OJIMH 3JIEMEHT MPaBoOro.
YuTuTe, 4TO OIMH U3 3JIEMEHTOB MPABOr0 CTOJI0LA JIUII-
Huil. OTBeT K 3aJaHUAM 3alIMIINTE B BUJe coueTanus uudp
H OYKB, C00JII0/1asl MOCJIEA0BATEIbHOCTH JIEBOT0 CTOI011a,
0e3 mpoOes10B M 3HaKOB npenuHanusa. Hanpumep, 1A263B

2.1

YcTaHoBHUTE COOTBETCTBUE MEKIY (DyHKLMEHN yIIpaBiIeHUs
[IEPCOHAJIOM U JOKYMEHTOM, B KOTOPOM OHa 3aKpeIieHa:
1. OT60p mepconana A. Ilnan o0y4yeHns u pa3Bu-
THS IEPCOHANA

2. ObyueHnue nepcoHana b. JInyHOE €70 COTpYAHMKA

152A3B
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Kon 3a-
TAHUA

3ananue

Kurou npaBusibHOIO 0T-
BeTa

(pe3tome, aHKeTa)

B. INonoxenue 06 aTrecra-
IIUU TIepCoHaNa

I'. IITaTHOE pacniucaHue

3. Onenka nepcoHana

2.2

YcraHoBUTE COOTBETCTBUE MEXKIY BUAOM MPHKa3a IO
JIAYHOMY COCTABY M €T0 COJICP)KAHUEM:

1. [Tpuem Ha paboTy A. Ilpexpatienue TpyI0BOTO
JIOTOBOpA MO WHUIIUATHBE
paboTHHKa WK paboToaaTe-
TSt

b. M3meHeHue CylecTBeH-
HBIX YCIIOBUH TPYAOBOTO
JIOTOBOpa

B. Odopmienue exeromaHo-
TO WU Ipyroro Buaa OTIycC-
Ka

I'. 3akmroueHue TPyA0BOTO
JIOTOBOpA M HayaJio padoTh

2. YBoJIbHEHHE

3. OTyck

1T2A3B

23

Y CTaHOBUTE COOTBETCTBUE MEKY KaJAPOBBIM TIOKYMEH-
TOM U CPOKOM €ro XpaHeHus (B oO1eM ciryyae):

1. TpyioBBIE TOTOBOPHI U A. 5 ner

KOHTPAKThI

2. JInuHble KapTOUYKH YBO-
JICHHBIX paOOTHUKOB

3. [Ipukassl 0 mpegocTaBie-
HHUH OTIIyCKOB

b. 75 ner

B. ITocTosuno

I'. 50 ner

1B2B3A

Pacnono:xure ciaenywuue coobITUsl (SIBJIEHUS, POLECCHI U
T.IL.) B IPaBWIbHOM NocJenoBaTeIbHOCTH. OTBET K 3a1aHU-
SIM 3aNMIIUTE B BUAE COYETAHMSA U (PP, KOTOPLIMU 0003HA-

YeHbI COOBITHS (SIBJICHNS, IPOLECCH] U T.I1.) B IPABUJILHOM

N0CJIeA0BaTeIbHOCTH, 0e3 NP0o0esIOB H 3HAKOB NPeNUHAHUS.
Hanpumep, 3421

2.6

Pacmionoxwure 3Tansl JOKyMEHTHPOBAHUS TPYIAOBBIX OT-
HOUICHUH TP TpreMe Ha padoTy:

1. 3nanue npukasa o mpueme Ha paboTy

2. O3nakomiuenue ¢ [IpaBunaMu BHyTpEHHETO TPYAOBOTO
pacnopsaka

3. 3akiroueHue TPyI0BOTO JOTOBOpa

4. BHeceHMe 3alKCH B TPYIOBYIO KHIKKY

3214

2.7

Pacrnionosxure 3Tansl npoucaypsl YBOJIbHCHUS 11O MHUIIUA-
TUBC COTPYAHUKA:

1324
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Kon 3a-
TAHUA

3ananue

Kurou npaBusibHOIO 0T-
BeTa

1. Ilogaua 3asiBiieHUs 00 yBOJIHHEHUHU

2. Odpopmienne 00X0HOTO JUCTA (TIPU HEOOXOAUMOCTH)
3. M3panue npuka3a 00 yBOJbHEHUN

4. IIpon3BeieHNEe OKOHYATEIHBHOTO pacyeTa 1 Bblaya
TPYOBOM KHUKKHU

2.8

Pacnionoxxure nefictBus npu opopMIeHUN KOMaHIHPOB-
KH:

1. U3nanue npukasa o HalpaBJIe€HUU B KOMAHIUPOBKY

2. CocTaBieHHE U YTBEPXKICHUE CIIy)KEOHOTO 3aJaHUS
3. ABaHCOBBII OTYET 110 UTOI'aM KOMaHIUPOBKH

4. Bp11aua KOMaHIMPOBOYHOI'O y0CTOBEPEHUS

2143

2.9

Pacnonoxkure 3Tansl MpoBEICHHSI aATTECTAI[MH TIEPCOHAA:
1. [TpoBenenue cobece0BaHUS U OLEHKH JIEATETbHOCTH
COTPYHUKA

2. Pa3pabotka rpaduka u [lonoxxenus 06 aTrecranuu

3. [logBeneHre UTOTOB U M3/IaHUE MTPHKAa3a 10 pe3yJIbTa-
TaM aTTeCTallun

4. O3HaKOMIICHHE COTPYIHHUKOB C Tpa(UKOM U KPUTEPH-
SAMU

2413

2.10

Pacnonoxxure 3Tansl npoueypsl IepeBoia COTPy IHIKA
Ha IPYTYIO TOJKHOCTD:

1. BHecenue 3anucu B TpyIOBYIO KHUKKY

2. 3axkiroueHue JOMOIHUTENBHOTO COTIAIIEHUS K TPY-
JIOBOMY JI0TOBOPY

3. U3nanue npukasa o mepeBoe

4. 3agBiieHHE COTPYIHUKA (WM TIPEAJIOKEHHE pabOTO-
JIaTes)

4231

Baok 3

Keiic-3a0anusa npeononazaiom padomy ¢ npeonoHceHHbIM
mekcmom. ITocne ezo npoumenusn HeodxX00uUM0o omeemums
HA NOCMAGNIEHHbIE 6ONPOCDHL UL GLINOTHUMD 3A0AHUS

3.1

B opranmzanuto npuHUMAIOT Ha paboOTy HOBOTO COTPY/I-
Huka. Kakue kaapoBble TOKYMEHTBI 003aTEIbHO JOJIKHBI
ObITh 0()OPMIICHBI B JICHB €T0 BbIXOJa Ha paboTy?

1. TpynoBou

JIOTOBOD (B 2 3K-
3emIusipax). 2. [pukas
0 mpueme Ha paboty. 3.
3anosHeHHbIN JIMYHbBIN
JUCTOK IO YYeTy Kaj-
poB (aHKeTa). 4. 3aMuCh
B TPYIOBOM KHHXK-

ke (TIpu ee HAJIUYUK).
5. OdopmmsieTcst -
HOE JIeJI0
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Kon 3a-
TAHUA

3ananue

Kurou npaBusibHOIO 0T-

BE€Ta

3.2

CoTpyJHUK IPUHEC CIIPABKY O BPEMEHHOM HETPY10-
criocobHOoCcTH (OonpHUYHBIHN NTCT). Kakue neficTBus u
KaJIpOBbIE IOKyMEHTHI HEOOXOAUMBI /17151 0pOpMIIEHUS

sToro (hakra?

1. CoTpyanux

MTUIIET 3asBJIEHHE O
BBIILIATE IIOCOOMS. 2.
Ha ocHOBanmu 1HCTKa
HETPYAOCTIOCOOHOCTH U
3as1BJICHUS U3/1A€T-

Csl IPUKa3 O Ha3HaYe-
HHH ITOCOOHS I10
BPEMEHHOMN HETPYHO-
crnocodnoctH. 3. B
tabene ydera pabouero
BPEMEHH MPOCTABIISACT-
csl OTMETKA 0 0O0JIE3HU

(«b»)

33

B otnene kaapoB noTepsiiiachk Tpy10Bast KHUXKKA COTPY/I-
HUKa. UTO MOIDKEH MPEeANPUHATh padoTOaaTeNh B 3TOU
CUTyalluu B COOTBETCTBUU C TPYIAOBBIM

SaKOHO,I[aTCJ'IBCTBOM?

Paboromarens 00s13aH
BBIIaTh AyOJIUKAT TPY-
JIOBOM KHMXKKH. B my0-
JINKAT BHOCSTCS CBeEJIe-
HUs 00 00111EM U He-
MPEPHIBHOM CTaXKe pa-
OOTHI 10 IOCTYILICHUS
B JJAHHYIO OpraHM3a-
LIMIO, a TAKXKe 3aIIMCH O
pabote B 3TOi1 OpraHu-
3anuu. [Iponenypa
pernamentupyercs Ilo-
cranoBjeHueM IIpaBu-
TenbcTBa PO Ne 225

34

["'eHepaiibHBII TUpeKTOp TpedyeT U3MEHUTh rpagukK pa-
OOTHI BCeX COTPYIHUKOB OTnena mpoaax. Kakue kaapo-
BbI€ MPOLIETYPhl U JOKYMEHTBI HEOOXOIMMBI JIsI 3aKOH-
HOT'O U3MEHEHUS pexrMa paboThI?

1. YBenoMuts coTpya-
HUKOB 00 U3MEHEHUH
CYIIECTBEHHBIX
YCJIOBHH Tpyaa
(pexxuma paboThI) HE
MeHee ueM 3a 2 Mecslia,|
2. I[lonyuuts ot
COTPYJIHUKOB COTJIacHe
Ha U3MEHEHUS
(moamnuch Ha yBEIOM-
nenun). 3. Buectu
u3MmeHenus B [IpaBuia
BHYTPEHHETO TPY-
JIOBOTO pacmopsiaka. 4.
3aKITI0YUTh C KaXKIbIM
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Kon 3a-

Kurou npaBusibHOIO 0T-

3aganue
AaHMA BeTa
COTPYIHUKOM JI0IIOJI-
HUTEIBHOE CcorJale-
HUE K TPYI0BOMY
JIOTOBOPY 00 M3MEHe-
HUH pexuMa paboThl
baox 4
OKYMEHT, IOJATBEPKIAI0OLINI TPYIOBYIO JI€ATENbHOCTh
4.1 Hloky » TOATBEPAAIOIHHI TPYAOBYIO 1 ’ TpynoBast KHMKKa
CTaX M KBATM(DHUKAIINIO paOOTHHKA.
JIoKyMeHT, KOTOpBIH paOOTHUK 3aMOIHSIET P MOCTYILIE- .
o . JIn4HbIA TUCTOK 1O
4.2 HUH Ha pabOTy M KOTOPBIN SBJISIETCS OCHOBOM IS JTHY-
y4eTy KaJpoB (aHKeTa)
HOTO Jiefa.
4.3 3anucka-pacyer Ipu
JIoKyMeHT, cofiepaliuii CBEIEHHsI O TOJUIeKAIINX IpeKpaleHnu (pac-
BBIIUIATE CYMMax U IIPOU3BEACHHBIX yAEP)KaHUAX IPU TOPKEHUH ) TPYJOBOIO
YBOJIbHEHUH. JIoroBopa ¢ paboTHH-
KoM (¢opma T-61)
JlokanbpHBI HOPMATUBHBIN aKT, PETJIAMEHTUPYIOLIUM Ipa-
JloIbKHOCTHAS
4.4 Ba, 0053aHHOCTH U OTBETCTBEHHOCTh paOOTHUKA HAa KOH-
UHCTPYKLIHUS
KpPETHOM pabouyeM MecTe.
IIpukas o nepesoze
JlokyMeHT, KOTOphIM 0popMIIsieTCs IepeBol pabOTHHKA
4.5 - paboOTHHKA HA APYTYIO
Ha JIPyTyI0 paboTy B TOH K€ OpraHU3alHH.
paboty
N N [Tonoxxenue o nmpoBee-
BHyTpeHHUI JOKYMEHT, yCTaHABJIMBAIOIINN OPALOK
HUM KOHKypca Ha 3aMme-
4.6 MIPOBEICHUS KOHKYPCHOTO 0TOOpa Ha 3aMEIICHUE BaKaHT-
. IIICHUE BaKaHTHBIX
HBIX JIOJDKHOCTEH. .
JOJDKHOCTEH
OKYMEHT, B KOTOPOM (PUKCHUPYIOTCSI BCE N3MEHEHUS
4.7 Hoxy ’ pom ¢ py JIngnoe neno

OouorpauIecKuX U UHBIX TaHHBIX paOOTHHUKA.

4. MATEPHAJIbI, HEOBXO/UMBIE /IJIs1 OLEHKHA YMEHWI U BJIAJTEHUNM (IIPAKTUKO-
OPHUEHTHUPOBAHHBIE 3AJAHUA, UCIIOJIB3YEMBIE B TIEPHO/ ITPOBEJIEHU

MMPOMEKYTOYHOM ATTECTAIIMM)
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3apanne 1. B OO0 «Anbda-CepBuc» OTKpbIBaeTCs HOBBINM ¢unuan B r. Exarepun-
Oypre. Iltanupyemsrii o0bem yciuyr — 500 KIMEHTOB B MeCSIl. YCTaHOBJICHBI CIICTYIOIINE
HOPMBI Harpy3KH:
- 1 mMenemxep o pabore ¢ KIMEHTaMU MOXET 00ciayxuBath He Oosiee 100 KIMEHTOB B
MecsIIL;
- 1 cmenumanuct 1Mo TOKyMEHTAIIMOHHOMY oOecriedueHuto oopadarsiBaeT 10 200 BXOIs-
HIUX/UCXOSIINX JOKYMEHTOB B Mecsll (Tpu TuianupyeMoM notoke 600 10KyMEHTOB);
- 1 Oyxrantep moxeT Bectr ydeT He Oonee 300 omeparuii B mecsin (turanupyercs 900
omeparyii);
- Taxxe TpeOyroTCs: pyKOBOAUTENb (hriHaja, aAIMUHUCTPATOP, yOOpIIuIa.
3aganue:
1. PaccuunTaiite HEOOXOIMMYIO IITATHYIO YUCICHHOCTh COTPYJHHKOB (hrimaina 1o
KaKIO0U JOKHOCTH.
2. CocraBbTe ITaTHOE pacnucanue ¢puinana B popMe TaONUIbI, YKa3aB: HAUMEHO-
BaHUE JIOJDKHOCTEH, KOJIMYECTBO IITATHBIX €IUHUL], OKJIaa (MpuAyMaiTe caMOCTOATENbHO) U
uTOroBbIi (houn orutatel Tpyaa (POT) B mecs.
3. OOocHyiiTe, Mo4YeMy MpU pacyeTe YUCICHHOCTU YYUTHIBAIOTCS HOPMbI HArpy3KH,
a He TIPOCTO YKeJIaHUE PYKOBOIUTEIIS.

3apanme 2. B OOO «bera-UnBect» 15 auBapst npunHsuin Ha padoty MBanoBy E.II. Ha
JOJKHOCTH (huHAHCOBOTO aHanuTuka. [Ipu oopmienun ObuIH MOMYIIEHBI CIEAYIONINE Hapy -
LICHUS:
- TPyIOBOI TOTOBOp HE MOIMKUCAH JI0 CUX MOp (paboTaeTr yCTHO);
- 3asBJIEHHE O IpUEME Ha padOTy HE HAIIUCAHO;
- mpuka3 o npueme uznan 20 sHBaps ¢ 1aToi Havasa paboTel 15 sHBaps;
- 3aIUCh B TPY/IOBYIO KHUKKY HE BHECEHA;
- paboTHUK He o3HakoMieH ¢ [IpaBuiaamMu BHYTpEHHEro TPYJIOBOTO pacropsiika u
JI0JPKHOCTHOM MHCTPYKIIMEH 11O TIOIIUCH.
3aganue:
1. Ilepeuncnure Bce HapylIEHHs TPYAOBOTO 3aKOHOJATENbCTBA, JOIYIICHHBIE B
JTAHHOW CUTYalluu.
2. CocraBbTe IUIaH MEPONPUATUIN 110 YCTPAHEHUIO HAPYIIEHUH B XPOHOJIOTHYECKOM
MOPsIKE.
3. TloaroToBbTe TEKCT YBEIOMIICHHS COTPYTHHKY O HEOOXOIMMOCTH SIBKH JUIS
odopMIIeHUS TOKYMEHTOB (B TIPOU3BOJIBHOU (hopme).
4. Vkaxure, Kakue IOCJIEACTBUS MOTYT BO3HUKHYTb Ul OpraHM3allMM B Cllydae
MIPOBEPKH TPYI0BOM UHCTIEKIIUEH.

3ananue 3. B otnene npogax komnanuu OO0 «I'amma-Tpeitn» cioxuiiach Hampsi-
keHHas cuTyauus. JlBa Bemgymmx MeHemkepa (IletpoB m CupopoB) cucteMaTudecku
KOH(JIMKTYIOT M3-3a KIMEHTCKOM 0a3bl. [letpoB oOBuHseT CuopoBa B «IepeMaHUBAHUI
ero kiaueHToB, CuIopoB yTBepxkaaer, 4yTo [leTpoB HeKadueCTBEHHO 00pabaThIBaeT 3asBKH, U
OH BBIHYXKJICH «I00MBaTh» CAENKHU. PyKkoBonuTeNnb OT/eNa U3/1aji MpUKa3 O pasjiesne KIUeHT-
cKoil 0a3bl, HO IleTpoB OTKa3aJics €ro BBIOJIHATH, 3aBUB, UTO 3TO yLIeMJIsIET ero npasa. Cu-
JIOPOB Hamucal JOKIaJHYyI0 3anucky Ha [letpoBa ¢ mpockO0l MPUMEHUTH JUCIHHUILIMHAPHOE
B3BICKAHHUE.

3aganue:

1. Tpemnoxxurte anropuT™ ACHCTBHA PyKOBOIAHUTENS MO YPETYIUPOBAHUIO KOHDIMK-
Ta (HE MeHee S5 1aroB).
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2. JlaliTe MHCHMEHHYIO KOHCYJBTAIMIO PYKOBOJIUTENIO: MOXHO JH MPUMEHHUTH K
[leTpoBy AMCIUILUIMHAPHOE B3BICKAHWE 332 OTKa3 BBIOJHATH Mpuka3? Eciau na, To Ha Kakom
OCHOBAHUU H C COOJIOZICHUEM KaKOW MpoIe1yphl?

3. [Ilpemtoxxure BapHaHT W3MEHEHHS CHCTEMbl MOTHBAllMU WA OPraHHU3alld pa-
0O0TBI, YTOOBI IPEOTBPATUTH MOJO0HBIC KOH(MIUKTHI B Oy TyIIEM.

3apnanmne 4. B xomnanun OOO «Jlenbra-KoHcanTuHr) mpoBOAUTCS €XKErojHas at-
TecTalys nepconana. Menempkep no pazButuio 6uzHeca CMUPHOB A.A. MOTYYWII CEIyIOIIHE
OLICHKHU:

- IIpodeccuonanpubie 3HaHUSA — 4 U3 5;

- HaBbIku neperosopos — 5 u3 5;

- YMeHue paboTaTh ¢ OTYETHOCTHIO — 3 M3 5;
- HaBbiku ynpaBneHus rnpoektaMu — 3 u3 5;
- Jlunepckue kayectBa — 4 u3 5.

[Ipu 3TOM ero HemnocpeacTBEHHBIM PYKOBOJIUTEIb OTMETUI B OT3bIBE, YTO CMHUpPHOB
4acTO CPBIBAET CPOKU CIAYM OTYETOB, HO OTIIMYHO BEJAET MEPErOBOPHI C KPYIHBIMHU KIHEH-
tamu. Cam CMHPHOB B aHKETE CAMOOIICHKH yKa3ajl, 9YTO XOTeJl Obl pa3BUBATHCS B HAIPABIIC -
HUU YIIPABJICHUS TPOEKTAMHU.

3amanue:

1. TIlo wroram arrectanuu coctaBbTe Mg CMupHOBa A.A. MHIWBUAYAIbHBIN IJIaH
pasButus (UI1P) Ha 6 mecsieB (B Bue TaOIUIBI ¢ KOJIOHKAMU: HATIPABIICHUE PA3BUTHS, KOH-
KpPETHBIE MEPONPUSITHS, CPOKU, OKUTAAEMBIN pe3yiIbTar).

2. Tlpemnoxwure GhopMy OOpaTHOU CBSI3M AJIsS OTJIANICHUS PE3YJIBTATOB ATTECTAIMH
CMHpHOBY (Kak cKa3aTh eMy O CJIa0bIX CTOPOHAX, YTOOBI HE IEMOTHUBUPOBATH).

3. Kakue metoasl 00ydueHus: (He MeHee 3-X) Bbl MOKETe PEKOMEHI0BATh JIJIsl yCTpa-
HEHUS BBISBICHHBIX IPOOETOB?

3apanue 5. B OO0 «3OncwioH-TexHo» y4acTUIUCh CIydau OMO3/IaHUi COTPYIHUKOB
Ha paboTy, a TaKkkKe HEO(PHIMATBHOTO HCIIOJIb30BAaHHU pab0vYero BPEMEHH B JIMUHBIX ENAX
(BBIXOJl B COILICETH, JIUTENbHBIE MEpPeKyphl U T.I.). PykoBoacTBO pemmso paspaboraTh U
BHEJPUTH HOBBIM JIOKAJbHBIA HOPMATUBHBIN aKkT — [lonokeHue o NUCUUILIMHE TpyJa U Ipa-
BUJIAX BHYTPEHHEI0 TPYAOBOIO pacropsijika (B 4acTH, Kacarolleics: pexkuma pabouero Bpeme-
HU).
3aganue:
1. Paspabotaiite pa3zaen npoekra [lonoxkenus, KOTOPBIN periaMeHTUpPYyeT:
- BpeMsl HayaJla ¥ OKOHYaHHs paboyero IHs,
- mepepsIBbI (00€IeHHBIC U TOTIOJIHUTEIBHBIE),
- TOpSAOK (UKCAIMU BPEMEHHU MPUXOJa U yXoJa (3JIEKTpOHHAs MPOIMYyCKHAs CH-
cTema),
- JIOIyCTHUMbIE MePEePhIBbI HA JIMYHBIEC HYKIbI (BpeMsI U KOJIHUYECTBO),
- OTBETCTBEHHOCTb 3a HapyIlIEHHE peKuMa pabouero BpeMeHH.
2. VYkaxwure, ¢ KaKUMU IPO(COIO3HBIM OpPraHoM (IIpH €ro HajJIW4YWu) U B KaKOM I10-
psizIKe JOJDKHO OBITH coriacoBaHo aanHoe Ilonoxenue.
3. Onummre NOpPAIOK O3HAKOMIIEHHMSI COTPYIHHMKOB C HOBBIM [lonmoxenwem u
IIPOLEAYPY BHECEHMsI U3MEHEHUI B TPYAOBBIE JOIOBOPHI, €CIM OHU MPOTHBOPEYAT HOBOMY
JIOKYMEHTY.
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JINCT USMEHEHHI B ®OC 110 JUCLHUILJIUHE

B ®OC no AUCHUIUIMHEC BHECCHBI CJICAYIOMIUC N3MCHCHUSA:

PexkBU3UTHI Homep
Y4ueOubiii MPOTOKOJ1A pasnaeaa, N .
Coaepixanue U3MeHeHMH U 10TOJIHeHMIt
roj Y4eHoro cose- | moapasne-
Ta Ja

2023/24 npotokos Ne 8 be3 n3menenuit

o1 29.05.2023
2024/25 mpoToKOa  Ne JlopaboTka TeCTOBBIX 3aIaHHi

11 oT

27.05.2024
2025/26 npotokoa Ne 8 JlopaboTka TeCTOBBIX 3aJlaHUI

ot 26.05.2025
2026/27 npoToKoa  Ne JlopaboTka TECTOBBIX 3a/IaHUI

10 oT
25.05.2026
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	ПК-2. Способен совершенствовать документационные процессы в управлении в соответствии с требованиями нормативно-правового регулирования в сфере информации и документации
	ПК-4. Способен организовать и осуществлять документирование деятельности организации
	Задание 1. В ООО «Альфа-Сервис» открывается новый филиал в г. Екатеринбурге. Планируемый объем услуг – 500 клиентов в месяц. Установлены следующие нормы нагрузки:
	Задание 2. В ООО «Бета-Инвест» 15 января приняли на работу Иванову Е.П. на должность финансового аналитика. При оформлении были допущены следующие нарушения:
	Задание 3. В отделе продаж компании ООО «Гамма-Трейд» сложилась напряженная ситуация. Два ведущих менеджера (Петров и Сидоров) систематически конфликтуют из-за клиентской базы. Петров обвиняет Сидорова в «переманивании» его клиентов, Сидоров утверждает, что Петров некачественно обрабатывает заявки, и он вынужден «добивать» сделки. Руководитель отдела издал приказ о разделе клиентской базы, но Петров отказался его выполнять, заявив, что это ущемляет его права. Сидоров написал докладную записку на Петрова с просьбой применить дисциплинарное взыскание.
	Задание 4. В компании ООО «Дельта-Консалтинг» проводится ежегодная аттестация персонала. Менеджер по развитию бизнеса Смирнов А.А. получил следующие оценки:
	Задание 5. В ООО «Эпсилон-Техно» участились случаи опозданий сотрудников на работу, а также неофициального использования рабочего времени в личных целях (выход в соцсети, длительные перекуры и т.п.). Руководство решило разработать и внедрить новый локальный нормативный акт – Положение о дисциплине труда и правилах внутреннего трудового распорядка (в части, касающейся режима рабочего времени).
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