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1. Ilepedyenb NJIAHMPYEMBIX Pe3yJbTATOB 00y4eHHs 110 AUCHHUILIMHE, COOTHECEHHBIX €
IJIAHUPYEMBIMH pPe3yJIbTaTaMH OCBOCHHS IPOrPaMMBbl

1.1. JIumcmummmaa b1.B.JIB.02.01 «MaHOBammMN B KaJIpOBOM JIETTONTPOU3BOJICTBEY
obOecrieunBaeT OBJIAZICHUC CICAYIOIMMU KOMIICTCHIIUAMM:
Ko,
Kon HaumeHnoBanue A HaumeHnoBaHue >Tamna oCBOEHUS
JTana OCBOEHUS
KOMIIETECHIVH KOMIIETEHI[HH KOMIIETCHIIMH
KOMIIETCHIIMI
K -2 CnocoOHOCTh pa3pabaThIBaTh U [1K-2.2.4 CrnocoOHOCTh MPOTHO3UPOBATH
BHEJPATH B MPAKTHIECKYIO KaJ]pOBYIO CHTYAI[HIO U BHEAPSTH
JIeSTEILHOCTh OPraHU3aIuu WHHOBAIHOHHbIE KaJPOBBIE
WHHOBAI[HOHHBIE KaJPOBBIC TEXHOIOTHH TEXHOJIOTHH
1.2. B pesynprare OCBOEHUS UCHUIUIMHBI Yy  CTYACHTOB JIOJDKHBI  OBITH
c(hopMUPOBaHBI:
Kop srana
OTD/TD A
OCBOEHHMS PesynbTaThl 00yUCHUS
(mpyn HanMMYHH poQCcTaHAAPTA)
KOMIIETEHLIMU
«CTpaTeruueckoe yIpaBJeHue IIK-2.2.4 3HAET TEOPETHUECKHE OCHOBBI HHHOBAIIMOHHOMN JEATEILHOCTH 1
[1epCOHAIIOM OpraHU3aLIAI» lee COBpEMEHHBIE KOHIIETIINH B cepe yIpaBICHHUs TIEPCOHATIOM
TTpodeccHOHANBHOrO cranzapra BoisBisier  0COOEHHOCTM ~ WHHOBAIMOHHBIX  HAIPABJICHHM
|« Crenmamct o VIPARIEHHIO a3pabOTKH, 00OCHOBAHHS M TIPHHATHS KAJPOBBIX PEIICHUH

nepconanom» (YTtepxkaeH I[Ipukazom
[MunncTepcTBa TpyZla W COIHATBHOMH
BamuTel Poccuiickoit ®denepaunu 0T
«06» okTs10ps 2015 1. Ne 691H)

Kinaccuduuupyer HWHHOBALMOHHBIE KaIpOBBIE TEXHOJIOTHH
MOTHBALMM M pa3BUTHSA MEpPCOHaNa, MOAOGOpa, PacCTaHOBKH,
OLIEHKH TepCOHalla, IUIAHUPOBAaHHUS Kapbhephl C  Y4eTOM|
cretupruKkn MpOoQecCHOHANBHON NeSITEbHOCTH B CHCTEME
rOCY/IapCTBEHHOTO M MYHHLUIIAILHOTO YIPaBICHHS




2. O6beM U MeCTO TUCHHUILIHHBI
B CTPYKTYpe 00pa30BaTeibHOI MPOrpamMmMbl

VYuebnas mucnummHa b1.B.JIB.02.01« HHOBanMM B KaapoOBOM JEIONPOU3BOJICTBEY
NPUHAIISKAT K OJIOKY BapuaTHBHAs YacTh, JUCHUIUIMHBI 1O BBIOOpPY. B cooTBercTBUUM C
y4eOHBIM TUTAaHOM, TI0 OYHOM (hopme 0OydeHHsI TUCIMIUIMHA OCBAaUBAETCI B 3 ceMecTpe, o0mas
TPYIOEMKOCTh JUCHHUILTHHBI B 3a4€THBIX equaunax cocraisieT 23E (72 yaca).

OcBoeHME JUCHUIUIMHBI ~ ONUpaeTcsi Ha MUHUMAlIbHO HEOOXOOUMBIA  00beM
TEOPETUYECKUX 3HAHWN B OOJIACTH SKOHOMHUKH, ICHUXOJIOTUH, TOCYJAapPCTBEHHOTO YIPABICHHUS,
IOPUCTIPYACHIINHU, JOKYMEHTOBEICHUS, a TaK)Ke HAa MPUOOpETEHHbIE paHee YMEHHS U HAaBBIKU B
chepe ToCyrapCTBEHHOIO M MYHUIUMNAJIBHOTO YIPABICHHS, SKOHOMHUYECKOH TEOpHH,
COLIMOJIOTHH OpraHU3alliy, YIPaBIECHUS YeJIOBEUECKUMH PECYPCAMH.

VyeOnas aucuumiuHa b1.B.JIB.02.01 «/HHOBamuu B KaapoBOM JEJIONPOU3BOJICTBEN
UCIONB3YETCSl MpU U3ydyeHHH KypcoB CoOBpeMEHHbIE TEXHOJOTHMH YIPABJICHUS Kapbepoid,
WNudopmannoHHbIE TEXHOIOTHH YIIPABICHUS MEPCOHAIOM, TaiiM-MEHEDKMEHT

[Io ouHo#t Qopme 00ydeHHS KOIMYECTBO aKaJEMHUYECKHX YacOB, BbIICICHHBIX Ha
KOHTAaKTHYIO paboTy ¢ mpemnojaBareneM (IO BUAAM YYeOHBIX 3aHATHH) — 28 uacoB, B T.4. 8
nexuui, 20 ceMUHapOB, U Ha CaMOCTOSATENNbHYIO paboTy oOydaromuxcs — 44 Jaca.

[To 3aounoii popme OOydeHHS KOJUYECTBO AKAJIEMHUYCCKUX YacOB, BBIJICICHHBIX Ha
KOHTaKTHYIO paboTy C mpernojaaBareneM (MO BUAaM y4yeOHbIX 3aHsATHI) — 12 wacos, B T.u. 4
JICKIIUH, 8 CeMUHApOB, U Ha CaMOCTOSTEIbHYIO paboTy oOydaromuxcs — 56 dacos, 4 gaca -
KOHTPOJb.

dopma IpOMEKyTOUYHON aTTECTAllMU B COOTBETCTBHHU C YIEOHBIM TJIAHOM — 3a4eT.



3.Coaep:kanue M CTPYKTYPa AUCHMIIHHBI

CrpykKry]

a TUCHUILIHHBI (MOTYJIs1)

O0beM TMCUMILUIUHBI (MOYJIs1),

qac.

HaunMeHoBaHHe TEM
U/WIH pa3aesioB

Paborta o0yuyarommxcsi mo
BH/IaM YUeOHbIX 3aHATHH

Bcero

/30, [ W30, | .,
JIOT | JIOT

dopma
TeKylIero
KOHTPOJIA
ycneBaeMoCTH,
NMPOMEKYTOYHO
H aTTecTanuu

Ounas ¢popma o0y4eHus1

JIOKYMEHTBI IO TIOHCKY,
0TOOpY ¥ HaliMy IepcoHasa

11

1 2 8

0

TpynoBoii JIOTOBOD c
pabOTHHUKOM: COIEp)KaHHWEe H
MOPSAZ0K 0(OPMIICHUSI.

12

@)

Jluanoe gemo paboTHUKA:
COZIEp)KAHUE W TIOPSIOK
odopmIIeHUsI.

13

Tpynosas KHYDKKA
paboTHHKA: coJepXaHWe |
MopsAA0K 0hOpMITCHHUS

11

IIpuka3el 1Mo mnepcoHany H
OCHOBHOM JIESATEIbHOCTH:
COIEp)KaHWE W  TOPSIOK
odopmIIeHHUS

13

JloxymeHTBI o
OTKOMaHIUPOBAHUIO 1
OTITyCKaM MepcoHana:
COICpP)KAHUE U  TIOPSIOK
opopmiienus. Ilepenucka u
CIpaBKA TI0  TEepCOoHANY:
COJICp)KaHUE U TOPSAOK
odopmIIeHUs

12

HpOMe)KYTO‘lHaSI aTTeCTanus

3auer

Bcero:

72

8 20 44

23€eT

3aou

Has ¢op

Ma 00y4eHHus

JIOKyMEHTBI TIO TIOUCKY,
0TOOpY U HaliMy mepcoHaja

11

1 1 10

Tpynosoit JIOrOBOP c
paOOTHUKOM: COIEpKaHUE U
nopsiioK 0OpMIICHHUSI.

12

Jlmanoe geno paboTHHKA:
coJiep)KaHUEe H  TOPSAOK
odopmIreHusl.

13

TpynoBas KHIDKKA
paboTHUKA: coJep)KaHue W
opsAA0K 0hopMIIEHHUS

11

10

Ipuka3pl MO mMEpPCOHATY W
OCHOBHOM JeSITeTIbHOCTH:
colepkaHue W TIOPSIOK
odopmiIeHUS

13

JloKkyMeHTBI o
OTKOMaHPOBAHHIO u
OTITyCKaM HepCcoHaa:

12

COJICp)KAHUE U TOPSJIOK




opopmienus. Ilepenmcka u
CIPaBKH 110  IEPCOHAINY:
colepKaHHe M IMOPSJIOK
odopmiIeHUS

IIpomexyTodHast arrecTanus 4 3a4er

Bcero: 712 4 8 56 23eT

CamocrostenbHas pabota (CP) mo u3ydyeHHIO JUCIHUILIMHBI OCYIIECTBISCTCS C MPUMCHEHHEM
JOT. Joctryn k IOT ocymiecTBiIseTcs KaxIbIM 00yJaroIIMMCsl CaMOCTOSTEIILHO € JII00Or0 YCTPOCTBA
Ha nopraine: https://Ims.ranepa.ru. ITaponb u JIOTHH K JUYHOMY KaOWHETY/TPOMUITIO/YIETHOMW 3amucu
NPEIOCTABISIETCS. 00YYaIOIeMYCsl ICKaHATOM.

Ipumeuanue: 4 — ¢hopmsl mekywezo xommpoas ycnesaemocmu: onpoc (O), mecmuposanue (T),
xowmpoavras paboma (KP), xonnoksuym (K), acce (3), pecpepam (P), oucnym (I]) u op.

Conep:xxaHue THCHUTLTAHBI

Tema 1. JIoKyMeHTBI IO IOUCKY, 0TOOPY M HAWiMy IepPCOHAJIA. 3asiBICHUE HA ITOUCK U
otbop mepconana. Kpanudukanmonnsie TpeOOBaHMS K COMCKaTeNt0 BakaHCUU. OObBSIBICHHE O
BakaHcuu. Pe3tome kak qokyMeHT. TpeboBanus k pe3tome. Bunbl pestome. Ankera. TpeGoBaHus
K aHkere. Jluct Gecenpl ¢ couckarteneM BakaHCHH. 3asBIIEHHE O npueme Ha padory. [IpaBuia
opopmienus 3asBieHud. [IpoTuBopeuns B moaxomax K OQOPMIICHHUIO  3asBICHUU.
ABTtobuorpadwus.

Tema 2. TpynoBoii 10roBop ¢ pa0dOTHHKOM: cCOJep:KaHHe M NMOPSAOK 0(OpMJICHUS.
JIOKyMEeHTBI, IpeAbsBIsEMbIC MIPU 3aKIFOUEHUN TPYIOBOTO J0roBOpa. JloroBop Kak JTOKYMEHT.
Bugsr noroBopos. O0mre BONpock! 3aKI0YEHUs TPYAOBOTo noroBopa. ComepikaHue TpyI0BOro
noroopa. OO0s3aTenbHbIE YCIOBHS TPYIOBOTO 10TOBOPA. JlONOJHUTENIBHBIE YCIOBUS TPYAOBOIO
noroBopa. OCOOEHHOCTH TMOATOTOBKH TPYAOBBIX JIOTOBOPOB, COJEPKAIIUX CICIHU(PUISCKUE
ycioBusi. OdopmiieHne Tpy10BOTO JOTOBOPA.

Tema 3. JluunHoe pgesio padOTHHMKA: coJep:KaHHe H TOPSAAOK odopmiieHus.
Coneprkanrie 1 opsAI0K 0hOpMIICHUSI JINYHON KapTOouku paboTHUKA. OCOOEHHOCTH COJIEP KaHUS
1 0(OpMIICHUS JTUYHOM KapTOYKU TOCYAapCTBEHHOTO ciyxaiiero. OCOOEHHOCTH COoAep KaHUs U
o(OpMIICHHS IUYHOW KapTOUYKU HAYYHOTO (Hay4YHO-TIeAaroruyeckoro) pabornuka. Conepkanue
U TIOPSA0K OOPMIICHHSI JTMYHOTO Jiena paboTHuKa. [IpaBuia XpaHeHUs JTUYHBIX JIe] U JTMYHBIX
KapTo4yeK paOOTHHUKOB.

Tema 4. TpynoBass KHM:KKa pa0OTHHKA: coAepKaHHE M NOPSAOK O0(QOPMJICHHUS.
Copneprxanue TpyaoBoil KHIKKH. [Topsiaok odopmiieHHs TpyJ0BOI KHMXKKH NPH YCTPOKCTBE Ha
paborty. IIpaBuia BeneHUs TpyJIOBbIX KHIDKEK. [Topsaok odopmiieHus cBeneHuil o npuéme Ha
pabotTy, 0 mepeBoje, O HarpaxJIeHHsX, 00 yBombHeHHH. OdopmileHHEe B TPYJOBOH KHIKKE
3ammuceil 0 COBMECTUTENLCTBE. McipaBienue 3anvcei B Tpy10BOM KHUXKKE.

Tema 5. Ilpuka3zpl N0 NEepPCOHATY U OCHOBHOHM [1eATEJIbHOCTH: COJAEpKAHHE H
nopsaok ogopmiienus. Ilpuka3z xak noxymeHT. Tumbl npukas3os. IIpukasel 10 OCHOBHOM
JESTENIbHOCTH U IO JIMYHOMY cocTaBy. O0Ire BOIpoChl MOATOTOBKH MPHKA30B MO MEPCOHATY.
OcobeHHOCTH  cojiepKaHusl M mopsaka o(GOpMIIEHUS  OTAEIbHBIX BUAOB  IPUKA30B
(pacniopskeHuil) 1O mepcoHany. YHUMUUUpPOBaHHbIE (QOPMBI  HEPBUYHOM  yuETHOM


https://lms.ranepa.ru/

nokymenrtaiuu. IIpuka3z o npueme Ha paboty. Ilpukas o mepeBoxe corpynuuka. IIpuka3 o0
YBOJIbHEHUH.

Tema 6. JlIokyMeHTBI 10 OTKOMAHIMPOBAHHMIO M OTIYCKAM IIePCOHAJIA: COJAEP/KaHUe M
nopsiiok opopmienus. Ilepenucka M CIpaBKHM N0 NEPCOHANY: COLEp:KAHHE M INOPALOK
opopmiaenusi. Ilonarue xomMaHIUpPOBKU. ['apaHTUM pabOTHMKaM MpU HAlpaBIEHUH B
KoMaHIupoBKy. CiyxeOHoe 3ananue. [Ipuka3 o HampaBieHMHM paOOTHMKA B KOMaHAHMPOBKY.
KomangupoBounoe ynocroBepenue. CojepxkaHue MU MOPSIOK OPOPMIIEHHS JOKYMEHTOB IIO
OTKOMaHIMpPOBaHHIO TmepcoHana. CoaepxaHue M TOPSAOK O(OPMIICHUS TOKYMEHTOB II0
oTmyckam nepconana. Ilonstue ornycka. Tumnsl otnyckoB. [Ipukas o nmperocTaBiIeHUN OTITYCKA.
I'padux ormyckoB. BHeceHne n3MeHeHHd B rpaduk OTHYCKOB. JJOKyMEHTHpOBaHHME OT3bIBA U3
OTITyCKa. YUeOHBIH OTITYCK.

Ha camocrostensHyro  paboty cryaeHtoB 1o  guciumumiHe  b1.B.JIB.02.01
«IlHHOBaIUU B KaJPOBOM JIEIOMPOU3BOJICTBE)» BHIHOCSITCS CIAEAYIOIINE TEMBI:

Ne Tema Bonpocsl, BeiHOcHMBIe HAa CPC Orunas
n/n ¢opma
1 2 3 4
T 1 JoKyMeHTBI o noucky, | IIpotuopeuns B moaxonax K oQopMIEHHUIO 0
cMa 0T60py u HaﬁMy nepcoHasna 3asiBIICHUA. ABTOOMOTpadUs.
Tpynosoit JIOTOBOP ¢ | OcobenHocTH HOATOTOBKH TPYIOBBIX (0]

Tema 2 | paGOTHMKOM: cOfiep)KaHue M | AOTOBOPOB,  COACPHKAIIMX  CrEH(pIICCKHe
TIOPSIOK ODOPMIICHHS. ycnoBus. OdopmiieHHe TpyJOBOTO JOTOBOPA.

Jluunoe  nmeno  paboTHHKA: | JOTIONHUTENBHEIE YCIIOBHS TPYIOBOTO (0]

Tema 3 | COAepKaHue u TIOPSAIOK | A0roBopa. OCOGCHHOCTH MOArOTOBKHU TPYIOBBIX
0OpMIICHHS. JOTOBOPOB,  COJCpXKAIMX  CICHU(pHICCKHE

ycnoBusi. OdopmiieHHe TPyIOBOTO JOTOBOpA.

Tema 4 | TpynoBas kHKKka paboTHuKa: | Odopmienne B TpyMOBOH KHMKKE 3amHCEH O 0]
CoJIepKaHNE u TopsiIoK | coBMecTurenbcrse. Mcempasnenne samucedl B
ohopMIIeHHS TPYJOBOIl KHIKKE.

Tema 5 | Ilpukassl mo mepconany wu | Ilpukas o npumeme ma paGory. Ilpukas o 0
OCHOBHOI JeATeNBHOCTH: | epeBosie coTpyHuKa. [Ipukas 06 yBOIbHEHHH.
COJZICpIKAaHUC nu MMOPAAO0K
odopmIteHUs

Tema 6 | JJokyMeHTHI no | JokyMeHTHpOBaHHWE OT3bIBA W3  OTIIyCKa. 0

OTKOMAaH/IMPOBAHUIO v | YUCOHBIH OTIIyCK.
OTITyCKaM nepcoHaja:
conep)KkaHue 51 MOPSIAOK
opopmirenusi. lleperucka wu
CIIPAaBKH 1o IIepCOHAay:
conep)KkaHue 51 MOPSIAOK
odopmIIeHHUS




4. MaTtepuaJbl TeKyLIero KOHTPOJIS yCeBaeMOCTH 00y4aromuxcs U (pOHI OLleHOYHBIX
CPeaCTB N0 JUCHHILINHE

4.1. ®opMbl MU MeTOAbI TEKYILIEr0 KOHTPOJISA YCHEBAEMOCTH M TIPOMEKYTOYHOM
arTecTalMu.

4.1.1. B xone peanuzanuu aucuuruinasl b1.B.JIB.02.01  «/HHOBauun B KaJpoBOM
JEJIIONPOU3BOJICTBEY) HCHOJIB3YIOTCS cieaytomue (GopMbl M METOJAbI TEKYIIEro KOHTPOJIA
yCIIEBaEMOCTH 00YJaIOLIIXCS:

Ne n/m HaunMmeHoBaHue TeM (pa3iesioB) Meronp1 Tekymero KOHTpoIs
yCIIeBAeMOCTH
Ounas popma

Tema 1 JIOKyMEHTHI 10 IOUCKY, 0TOOPY M HaliMy mepcoHaja YCTHBIH onpoc

Tema 2 TpymoBoit moroBop ¢ paOOTHUKOM: COIEp)KaHUE W VYceTHBIN onpoc
NOPsIIOK 0pOpPMIICHHSI.

Tema 3 Jluanoe neno paOoOTHHMKA: COICpXKAHHE U TOPSIOK VYcrHbIl onpoc
odopmIreHusI.

Tema 4 TpynoBass kHWKKa pabOTHHKA: COAEpPIKAHWE M TOPSIOK VYCeTHBIN onpoc
odopmIeHUs

Tema 5 [Ipuka3sl 1O TMeEepcoOHaly U OCHOBHOW JE€ATEIbHOCTH: YcTHbI onpoc
coJIepKaHue U MOPSAI0K 0OPMIICHHUS

Tema 6 JIOKyMEHTBI 110 OTKOMAaHAHPOBAaHMIO H  OTILyCKaM YcrHsrit onpoc
nepcoHaa: coJepKaHUEe M TOPAJOK O(OPMIICHHS.
Ilepenicka W crmpaBKM MO MEpPCOHATY: COAEp)KaHUE U
MOpsAA0K 0hOPMIICHHUS

4.1.2. TlpomexxyTo4yHasi aTTecTalds HPOBOAUTCA B (opMe 3adyeTa METOAOM YCTHOTO
ompoca Mo MEePeyHI0 MPUMEPHBIX BOIIPOCOB U3 1.4.3.

K cnmade 3aduera mo JMCHUIUIMHE JOMYCKAIOTCS CTYIEHTHI, MONYyYMBIIUE HE MeHbIne 60
OayutoB mpu Tekymed arrecrauuu. [Ipm MOATrOTOBKE K 3a4eTy CTYACHT BHHUMATEIIBHO
MPOCMaTpUBAET BOMPOCHI, MPEAYCMOTPEHHbIE pabodyeil mporpaMMol, M 3HAKOMHUTBHCS C
PEKOMEHIOBaHHOW OCHOBHOM JuTepaTypoil. OCHOBOW JUIsl Caud 3a4eTa CTYACHTOM SIBJISICTCS
M3YyYeHHE KOHCIIEKTOB O030pHBIX JEKIUH, MPOCIyIIaHHBIX B TE€UYEHHUE CeMecTpa, nHpopmanus,
MOJIyYeHHAs! B PE3YJIbTaTE CAaMOCTOATEILHON pa0OThI, U MPAKTHYECKUE HABBIKH, OCBOCHHBIC TIPU
BBINIOJIHEHHUH 33J]aHUI B TEUEHHE CEMECTpa.

4.2. MarepuaJibl TEKyIIero KOHTPOJISA YCIIEBAeMOCTH.

Tema 1: JIOKyMeHTBI 110 IOMCKY, 0TOOPY M HAlMYy IepCOHAJIA

BOHpOCBI AJIsL oﬁcyswlemm:
1. Jlns uero pa3pabatbiBaercs PernameHnT nojdopa nepconana?
2. KakoB nopsiiox ¢popMupoBaHus 3asBOK Ha IOJ00p TiepcoHana’?
3. Kak npaBuiibHO cocTaBUTh OOBSABICHUE O BAKAaHCUU?
4. TlpaBuna coctaBieHHs U 0HOPMIIEHUS pe3tOMe.
5. Kak npaBuibHO HamMcaTh 3asBICHUE O TIPHEME Ha padoTy?

Tema 2: TpyaoBoii 10roBop ¢ paG0THUKOM: co/Jiep:KaHHe U MOPSAI0K 0(pOopMIeHHSA
Bonpocsl ajs1 00cyKIeHus :
1. Ilepeuncnute TOKYMEHTHI, MPEIBSIBIIEMbIE TIPH YCTPOUCTBE HA padoTy.

2. B kakux cnyyasx npu npuéme Ha paboTy Tpedyercss cmpaBka 00 OTCYTCTBUU
cynuMocTu?



3. Iosicuute, mouemy TK P® 3anpeniaet 3akiat04eHUE CPOUHBIX TPYIOBBIX JOTOBOPOB?

4. OxapakTepu3yiTe 00s13aTeIbHBIE YCIOBHSI TPYAOBOTO JJOTOBOPA.

5. HazoBuTe 0CHOBaHMS 3aKIIOYEHHS] CPOUHOTO TPYI0BOTO JOTOBOPA.

6. Ompenenure MOHATUS «PEXKHM PadOYEro BPEeMEHU» M «BpeMsi OTAbIXa». Kak oHuM

perynupytorcst B TpyaoBom konekce PO?

7. OxapakTepu3yiTe JOMOIHUTEIbHBIE YCIOBHS TPYIOBOIO JOTOBOPA.
8. Kakue AOKyMEHTHI SBJISIOTCS OCHOBAaHHEM [UIsl M3JIaHUs TpUKaza paborojmarens o

npuéme Ha padoTy?

Tema 3: JIuuHas (y4eTHas)) KAPTOYKA W JIMYHOE JeJ0 PA0OTHHKA NpeANPHATHA:

coJep:xaHue M NMOpsI0K oopmiieHust
Bonpoce! A5 o06cyxneHus:

1. Ha kakue kareropuu pabOTHHKOB 3aITOJIHACTCS JIMYHAs KapTouka (dpopma T-2)?

2. Kakum paGoTHUKAM NMPUCBaWBAIOT TaOEIbHBIN HOMEP?

3. Kak BHOCSITCS MU3MEHEHUS B IMYHYIO KAPTOUKY paboTHUKA?

4. Kak ¢popMupyrOTCS TUYHBIE Aea?

5. KakoB cpok XpaHeHUs JTUYHBIX JeT?

6. OcobenHoctn (OPMHUPOBAHUS JIMYHBIX J€J TOCYJAPCTBEHHBIX W MYHHIIMIAIBHBIX

ciyxaumx?

Tema 4: TpynoBas KHH:KKa pa0OTHHKA NPeANPUATHS: COJAepKaHHMe M MOPAI0K
odopmiteHust

Bonpocs! a5 obcyxnenns:

1. Kro npuobperaer 61aHK TPYAOBON KHUKKU B OpraHu3anuu’?

2. Cpok ¥ ycIoBHs XpaHEHUS TPYIOBBIX KHUXKEK.

3. 3amucH B TPYIOBBIX KHIDKKAX.

4. 3ayeM HyXHa TPYAOBas KHIKKA.

5. O0s13aHHOCTH 1O NPaBUJIBHOMY BEJIEHUIO TPYAOBBIX KHHKEK.

Tema 5: Ilpuka3sbl (pacnmopsizKeHHsi) NO TEPCOHAJNY: COAEpP/KAHME H TOPSAOK

opopMieHu
Bonpocs! 1151 06CyKIeHHUs:

1. Jlns xakux 1esei u3qaroT MPUKas3sl M0 JMYHOMY COCTaBy?

2. dopmupoBaHMe A€ ¢ IPUKAa3aMHU IO JUYHOMY COCTaBY.

3. Cpoxku ¥ ycIoBHsI XpaHEHHS TPUKA30B MO TMYHOMY COCTaBY.

4. OdopmieHre NpuKa3oB MO JUYHOMY COCTaBY.

5. Hcnonp3zoBanue yHupuuupoBaHHBIX (opM HpU OGOPMICHUH MPUKA30B IO JUYHOMY

COCTaBy.

Tema 6: JIOKYMEHTBI 10 OTKOMAHANPOBAHUIO M OTIIyCKAM MepPCOHAJIA:
co/iep kaHue U NOpsiAoK oopmiieHUst

Bonpocs! A5 o0cyxneHns:

1.

2
3.
4.
5

OdopmiieHre KOMaHIMPOBOK.

[IpaBuiia opopmiieHHs O4YepeHbIX OTITYCKOB.

[IpaBo Ha JONOIHUTENBHBIN OTIYCK U O(POPMIICHHE TOKYMEHTOB.
Odopmienue NpoJIeHNs ¥ IEPEHECEHUs OTITyCKa.

CocraBienue u opopmiieHHe rpaduka OTIYCKOB.

1.3. OueHouHbIe cpeAcTBa A5 MPOMEKYTOYHOH aTTeCTalMMu.
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TemaTn4yeckue TeCThI
Tema 1: JIOKyMeHTBI 110 OMCKY, 0TOOPY U HAlMy IepcoHaJIa

1. IlpomomxuTe Ha3BaHUE BHJA JOKYMEHTa, OTHOCsIIErocs K cdepe orbopa M Haiima
nepcoHana (Harpumep: 3asiBKa Ha no0bop nepcoHalq)
a) JINCT
0) 0OBsiBNICHUE
B) 3asIBJICHUE
I) IPUKa3
2. Kto cocraBiser 3asBKy Ha moa0op mepcoHana:
a) PYKOBOJUTENb OPTaHU3allUN
0) pyKOBOJMTEIb MOAPA3ACICHHS
B) PYKOBOAUTEIB CIIy:K0b1 JJOY
T') TJIaBHBIN OyXranaTep
3. Kakum He 10KHO OBITH pe3toMe:
a) yHU(PHUITUPOBAHHBIM
0) TaKOHUYHBIM
B) CAMOKPUTUYHBIM
) CTPYKTYPUPOBaHHBIM
4. Kakum He ObIBaeT pe3rome:
a) KOMOMHUPOBAHHOE
0) hbyHKUIMOHAIBHOE
B) XpOHOJIOTMYECKOE
T) mpo¢heCcCHOHAITBHOE
5. Kakyro nH(opmManuio He clieyeT BKIOYATh B aHKETY MPU IpHEMe Ha padoTy:
a) ceMerHOoe MOJI0KEHHE
0) 4epThl xapakrepa
B) MaTepUaIbHOE MOJO0KEHUE
) X000u
Tema 2: Tpy/aoBoii 10roBop ¢ paGOTHUKOM: COJep:KaHHe U MOPSI0K 0()OpMIeHHS
1.Kakue nokymeHTbI He TpeOYIOTCS IIPU 3aKJIFOUEHUHU TPYI0BOTO 10roBOpa’?
a) macrnopt
0) TpyaoOBasi KHMKKa
B) cOeperarenbHasi KHIDKKA
T) JUILUIOM
2. Kakas uHpopmanus He BKIIOYAeTCs B TEKCT TPYJOBOI'0 I0r0BOpa:
a) 00 oruiare Tpyaa
0) 0 TPyZIOBOM pacHopsijike
B) O HEMaTepUAITbHOM CTUMYJIHPOBAHUHT
I) 0 mpaBax pabOTHHKA
3. Haiimute HecymecTBYOIIMI BU TPYIOBOTO JOTOBOPA:
a) CPOYHBIH
0) GeccpouHbIit
B) CBEPXCPOUHBII
I') 10 COBMECTUTENILCTBY
4. Hy»HoO 1 ycTaHaBIMBATh UCHIBITATENIbHBIN CPOK I pabOTHUKA MPH 0(OPMIIEHUH JOTOBOPA
Ha BpEMEHHYIO paboTy:
a) 1a
0) HeT
B) UHOTJIA
') Ha yCMOTpeHue paboToaarens
5. C xakoro Bo3pacra JI0IyCKaeTcsl 3aKJI04YeHUe TPYA0BOro J0roBopa’?
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a) c 13 ner
0) ¢ 16 net
B) ¢ 18 et
r) ¢ 21 roma
Tema 3: JluuHas (y4yeTHasl)) KAPTOYKA W JMYHOE /€10 PAGOTHHKA NPeINPUSITHUS:
coJep:kaHue U MOPSI0K 0(hopMIIeHHS
1.JInunas kaprouka (Popma T-2) 3anonHsercs:
a) Ha BCEX pabOTHUKOB
0) Ha aAMUHUCTPATUBHO-YIIPAaBJICHYECKHUI anmapaT
B) Ha BCEX, MPUHATHIX HA OCHOBAaHMH IIPHKa3a O MpUeMe Ha padoTy
T') Ha BCEX, C K€M 3aKII0ueH 0eCCPOUHBIN KOHTPAKT
2. Kako#i TOKyMEHT He HY)KEH IPH 3aII0JIHCHUH JIMYHOW KapTOYKH paOOTHHKA!
a) CHUJIC
0) macropt
B) UHH
') BOAUTEIHCKOE YIOCTOBEPEHUE
3. Komy B opranu3anuu npucBanBatoT TaOeIbHbII HOMED:
a) KaXJI0MYy paboTaroiemMmy
0) KaXXIOMy YBOJICHHOMY
B) Ka)/10MYy, pabOoTaroIIeMy 1o CPOYHOMY JOTOBOPY
T') KaXJI0MY, paboTaroiemMy 1mno 6€CCpoyHOMY JOTOBOPY
4. TTo xakoMmy kiaccupukaTopy Koaupyercs npodeccus B TMUHON KapTouke?
a) OKMH
6) OKIIATP
B) OKIIO
r) OKY
5. Kak BHOCUTD M3MEHEHUS B TUYHYIO KAPTOUKY pabOTHUKA?
a) 3aBECTH BTOPYIO KapTOUKyY
0) 3a4epKHYTh CTapbIE CBEJICHHSI, BHECTH HOBBIC
B) HUYETO HE MPEANPUHUMATH
') 3aMEHUTH CTaPYI0 KapTOUKy Ha HOBYIO

Tema 4: TpyaoBass KHHM:KKa pa0OTHHKA TIPeANPUSTHA: CoAepKaHHEe W TOPSI0K
opopMmieHus
1.Paboronarens (3a uckiaodeHueM padorozaresneil - GU3NYECKUX JIHI]) 005S3aH BECTH TPYIOBbIE
KHIOKKM Ha KaXJoro pabOTHHKa B ciydae, €clii paboTa B 3TOW OpraHM3alluu SBISETCSA JUIs
paboTHHKA OCHOBHOM, MPOPabOTABIIETO B OpraHU3aINH:

a) CBBILIE OJHOTO JTHS

0) cBBIIIE MecsIIa

B) CBBIIIE MATH THEH

r) cBbie 1 rona
2. KTo nomxkeH npuodperars 0JIaHK TPYJOBON KHIKKHU:

a) pabOTHUK

0) paboTonaTenb

B) BBIIIECTOSAIIAS] OPTaHU3AIIHS

T') 3aKOHOM HE OTIPEJIEICHO
3. Cpok XxpaHEeHHUs1 HEBOCTPEOOBAHHBIX TPYIOBBIX KHIDKEK B OPTaHU3AIMU:

a) 5 ner

0) 10 mer

B) 75 net

T') IOCTOSTHHO
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4. Hamo nu [penarh 3amuch B TPYAOBOM KHIDKKE COTPYAHHKA, pabOTaOMIEro 1o
COBMECTHUTEILCTBY?

a) 00s13aTEIILHO

0) 10 ’KeJIaHuI0 PabOTHUKA

B) TI0 *XellaHuIo paboToarens

T') 3aKOHOM HE OTIPEJICIICHO
5. Ecnu w3MeHWIMCh JaHHBIC pabOTHUKA WM B TPYAOBYIO Oblla BHECEHA HEBEpHAs 3aIuUCh,
KaJ[POBHK JIOJIKCH:

a) 3a4epPKHYTh HEBEPHYIO 3aI¥KCh, & PSJIOM HAMKUCAThH MPABUILHYIO

0) HUYEero HE NMPEANPUHUMATh

B) IPU3HATH HEBEPHYIO 3aUCh HEJICHCTBUTEIILHON U BHECTH MPABUIBHYIO 3aITHCh

Tema 5: Ilpuka3pl (pacnopsiKeHHMsi)) MO TEPCOHAJNY: COAep:KAHHE W TOPAIOK
oopMieHu

Bonpock! 1J1st 00CyKIeHHUs:
1.K xakomy By JOKYMEHTAIIUU OTHOCSITCS MTPUKA3bI:
a) OpraHu3aluOHHOMN
0) pacnopsIUTEILHOM
B) MH(POPMAILIMOHHO-CIIPAaBOYHOMN
I') HAyYHO-TEXHUUECKOMN
2. JIns Kakux 1eyied u31at0TCs MPUKa3bl 0 JIUYHOMY COCTaBY?
a) JUIsl pelIeHUs OTIePaTUBHBIX BOIPOCOB
0) 7151 pyKOBOJICTBA TEKYIIEH JEATEIEHOCTHIO OpraHU3aIliH
B) ISl PETYIUPOBAHUS TPYAOBBIX OTHOILIECHUI
T) U TOTO, YTOOBI MTOKa3aTh pabOTHUKAM, YTO O HUX JyMaeT HadallbHUK
3. MoxHo nu npu o(OpMIEHHMH I@pHUKa3za [0 JHMYHOMY COCTaBy HE MHCIIOJIb30BaTh
YHHUPUIPOBAHHYIO hopmy?
a) na
0) HeT
B) MHOT/AA
T') 3aKOHOM HE OIPEJIEIICHO
4. Cpok XxpaHeHUs MPUKA30B I10 JINYHOMY COCTaBy?
a) 5 ner
0) 10 net
B) 75 net
I') IOCTOSIHHO
5. Kakoe u3 3Tux z1en c(opMUpOBaHO MPaBUIbHO?
a) [Ipukasbl reHepabHOTO IUPEKTOPA IO OCHOBHOM J1€ATENbHOCTH U IUYHOMY COCTaBY
6) IIpukasbl reHepaibHOrO AUPEKTOPA IO MIPUEMY U IIEpEeBOTy IepCoHaa
B) [Ipuka3pl reHepaibHOro JUPEKTOpa M0 MPUEMy, YBOJbHEHUIO U KOMaHAUPOBKaM
r) [Ipukassl reHepabHOTO JUPEKTOpa 10 YBOJIBHEHHIO U OTIYCKaM

Tema 6: JJOKYMEHTBHI 10 OTKOMAHAUPOBAHUIO M OTIYCKAM IEPCOHAJIA: COAEP:KAHHE U
NopsAI0K oopMiIeHHs

1.Hano nu BeIMUCHIBATH COTPYIHUKY KOMaHAUPOBOYHOE yIOCTOBEPEHHE?

a) na

0) HeT

B) MHOT/1A

') Ha YCMOTpPEHHE PYKOBOJICTBA OPTaHU3AINH
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2. Opranu3zanys He BO3MEIAeT KOMaHIUPOBAHHOMY COTPYIHUKY:

a) oIIaTy mpoes3za

0) oruaty nMpoXUBaHUS

B) CTOUMOCTb YKPaJICHHBIX WM MOTEPSHHBIX BElIeH

I') CpeAHUi 3apabOTOK 3a BpeMsi KOMaHAUPOBKH
3. B oTHomeHHMHM KakuX KOMaHIMPOBAHHBIX COTPYAHHMKOB JECUCTBYIOT BBIIIEIIEPEUNCICHHbBIE
KOMIICHCAIIMHU U TapaHTUH?

a) Bcex

0) 0o(hOpMIIEHHBIX 110 TPYJOBOMY JIOTOBOPY
B) 0DOPMJICHHBIX 110 COBMECTHUTEIBCTBY
T') Ha YCMOTpPEHHE PYKOBOJICTBA OpPTraHU3alUH
4. Haymo nu oopMIsITh CitykeOHOE 3aJaHue Ha KOMaHJUPOBKY?

a) na
0) HeT

B) MHOT' /1A

') Ha YCMOTpPEHHUE PYKOBOJICTBA OpraHU3aINH
5. Kakumu [OKyMEHTaMd TOJITBEPAUTH BpeMs (PaKTUISCKOro IpeObIBaHUS pPaOOTHHKA B
KOMaHJIUPOBKE?

a) KOMaHUPOBOYHBIM YIOCTOBEPEHUEM

0) MprUKa30M MO0 KOMaHJIUPOBKE

B) CIIy’)KEOHBIM 3aJIaHAEM

T') IPOE3IHBIMH TOKYyMEHTaMU

IIIxana oneHNBaHUA

YcTHbIi onipoc

YpoBeHb 3HAHWH, YMEHMH W HAaBBIKOB OOYYalOIIErocs IIPpH YCTHOM OTBETE BO
BpeMsl IIPOBENEHUSl TEKYIIEro KOHTpouig ompexaensiercs Oamnamu B nuanazone 0-100 %.
Kputepusimu orieHUBaHUSI TIPY TPOBEJICHUH YCTHOTO OIPOCa SBJISETCS IEMOHCTPAIUs OCHOBHBIX
TEOPETUYECKHX TIOJOKEHUI, B paMKax OCBaMBaeMOW KOMIIETCHIINH, YMEHHE TPUMEHSTh
MOJTyYEeHHBIC 3HAHWS Ha TPAKTHKE, OBJIAQJCHHEC HABBIKAMHU aHAJIM3a W CHUCTEMaTH3aIluu
uH(pOopMaIuy B 00JaCTH yIPABICHUS Ka4€CTBOM.

[Ipu omeHMBaHUM PE3yJIBTATOB YCTHOTO OMPOCA HMCIIOIB3YeTCs clieAyromas mkaita [lpu
OIICHMBAHHUH PE3yIBTATOB YCTHOTO OMPOCA UCMONIB3YETCs CIIeAYIOIas IIKaxa OI[eHOK:

100% - 90%

VYyammiicss JeMOHCTPHPYET COBEPIICHHOE 3HAHHE OCHOBHBIX TEOPETHUYCCKUX ITOJIOKCHHUH, B
paMKax OCBamBaeMOW KOMIICTCHIMH, YMEeT NPUMEHSTh JeicTByIomee OIOIKETHOE
3aKOHOJATEIhCTBA B CBOCH MPO(deCcCHOHANBHOMN IeATEIFHOCTH, BIIaIceT HABBIKAMA aHAJI3a
JIEHCTBYIOMIEH OO KETHOM cucteMbl PO

89% - 75%

Yyamuiicss TeMOHCTPUPYET COBEPIICHHOE 3HAaHWE OONbBIIEH YAaCTH OCHOBHBIX TEOPETHUECKHUX
NIOJIOKEHUH, B paMKax OCBauBacMOM KOMIICTEHLIMHM, YyMEET NPUMEHATb JACHCTBYIOLIEE
OI0/DKETHOE 3aKOHOJATENIbCTBA B OTHACNBHBIX cdepax NmpodeccHOHaANbHON JesITeNbHOCTH,
BJIaJIC€T OCHOBHBIMH HaBbIKAMH aHAJIN3a JEHCTBYIOIIEH 010 KeTHON cucTeMbl PO

74% - 60%

Yyamuiicss JEeMOHCTPHUPYET TOCTaTOYHOE 3HAHHE OCHOBHBIX TEOPETHUYECKUX TIOJOKEHUH, B
paMKax oOCBaMBaeMOH KOMIIETEHIIMH, YyMEeT MPUMEHITh JeHCTByIee OrIKETHOE
3aKOHO/ATEIbCTBA B OTICNBHBIX cdepax MpodhecCHOHATBHON AEATSILHOCTH, YACTUIHO BIIAJCET
OCHOBHBIMH HaBBIKAMH aHAJN3a JICHCTBYIOMIEH 00 PKETHOH cucTeMbl PD

Menee 60%

Vyammiics JeMOHCTPUPYET OTCYTCTBHE 3HAHMM OCHOBHBIX TEOPETUYECKUX IIOJIOKEHUM, B
paMKax OCBaMBAaEMOH KOMIIETCHIIMM, HE YMEET IPHMEHATh [eHCTBYIOIIee OIOKETHOE
3aKOHOJIATENILCTBA B CBOEH NPO(eCCHOHATILHOM AEATEIbHOCTH, HE BJIaJieeT HaBBIKaMH aHajIn3a
JielcTByronIel O10pKeTHOH cucTeMbl PO

TecrupoBanue
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YpoBeHb 3HAHWN, YMEHMH UM HAaBBIKOB OOY4YalOLIErocs IpH YCTHOM OTBETE BO

BpeMs

MIPOBEJCHUS TEKYIIET0 KOHTPOJIS OIpeesieTcs

Oayutamu B nuanaso”e 0-100 9.

KpurepueM oneHuBaHMs IpU IHPOBEACHUU TECTUPOBAHUSA, SBIIETCS KOJIMYECTBO BEPHBIX
OTBETOB, KOTOpbIE Jal CTYIEHT Ha BOIpochl Tecra. [lpum pacuere komuuecTBa O0alioB,
MOJyYEHHBIX CTYIEHTOM I10 UTOTaM TECTUPOBAHMS, UCIIOJIb3YeTCs cleayromas popmyna:

5=2x100%.
0

rac b — xonmmuecTBO 63,JIJIOB, MOJIYYCHHBIX CTYACHTOM I10 UTOraM TCCTUPOBAHMA,
B — KonmM4yecTBO BEpHBIX OTBETOB, IAHHBIX CTYJACHTOM Ha BOIIPOCHI TECTA;
O — oO11ee KOJIMYECTBO BOIIPOCOB B TECTE.

4.3. OueHo4Hble CpeACTBA ISl IPOMEKYTOYHOM aTTecTalnu.

4.3.1. IlepevyeHb KOMIIETEHIUI ¢ YKa3aHHEM 3TanoB UX (JOpMUPOBaHUS B NpoLecce
0CBOEHMs 00pa3oBaTe/bHOM nporpamMmbl. [loka3zaTeau U KpUTEPpUH OLEHUBAHUS
KOMIIETEHIUI C y4eTOM ITana ux (popMrupoBaHHs

Kon
Kon HaunmenoBanue HaunmeHoBaHue 3Tana oCBOEHHUs
3Tana OCBOCHUS
KOMITCTEHIINT KOMITCTEHIINT KOMITCTEHITHU
KOMITETEHIINU
MK -2 CnocoOHocTh pa3pabaTbiBaTh U [1K-2.2.4
CrnocoOHOCTh MPOTHO3UPOBATH
BHEJIPATH B IPAKTHYECKYIO
KaJIpOBYIO CUTYallUIO U BHEPATH
JeATeIbHOCTh OpraHU3aluu
MHHOBALMOHHBIE KaJPOBbIE
HUHHOBAIlUOHHBIC KaJPOBbIE
TEXHOJIOTUH
TEXHOJIOTUH
JTan 0cBOEHUs! IToka3aTenb olleHMBaHUA Kpurepuii ouennBanus
KOMIIETCHIIUHU
[1K-2.2.4 3HAaE€T  TEOPETUYECKUE  OCHOBHI | — XapakTepusyeT HOBOBBE/ICHUS,
MHHOBAIIMOHHOM JEATEILHOCTH M €€ | CBsI3aHHBIE C MMOMCKOM M OTOOPOM KaJpoB, T.
COBPEMEHHBIE KOHLENIMU B chepe | e. ¢ (GOPMUPOBAHHEM  HOBOIO U

Y1ipaBJCeHUA NIEPCOHATIOM

3¢ PEKTUBHOTO KaIpOBOT0 IMOTEHIINAIIA;

— XapakTtepusyeT KaJpoBbIe HOBOBBEACHHUS
B Iporecce Tpyaa (aTrecTtanmus KaJpos,
HOBOE pacripe/iejieHHe TPYAOBBIX GYHKIUN U

NPUHATHUS KaJPOBBIX PELICHUI

MOJHOMOYMH, METOJbl IMPOABUKEHHUS U
nepeMenieHus pabOTHHKOB)
Beissiser 0COOeHHOCTH | — Xapakrepusyer HOBOBBEJICHUS,
MHHOBAI[HOHHBIX HAIpaBIICHUM | CBA3aHHBIE c MepenoroToBKOI U
pa3paboTku, 000CHOBaHUSA M | TOBBIMICHHEM KBATH()UKAIIUHN KapOB.

— KaJpOBble HOBOBBEJICHHUS B OTHOIICHHUH
OTAENBHBIX PaOOTHHUKOB, HarpuMep, padora ¢
JIMTHBIMH CHEIMAINCTAMH ¥ HOBATOPaMH

Krnaccudumupyer  MHHOBAIlMOHHBIE
KaJIpOBbIE TEXHOJIOTHH MOTHBALIMH U
pasBUTHsA  TEpPCOHana,  Moaoopa,
paccTaHOBKH, OIIGHKHM IIepCOoHaja,
TUIAHUPOBAHUSI Kapbepbl C Y4ETOM
cnennpuku poheCCHOHATBHON
JIeSITeIbHOCTH B cucreme
TOCYAapCTBEHHOTO "
MYHHUIUIAIBHOTO yIPaBICHHS

— XapakrepusyeT KaJpOoBble HOBOBBEJCHHUS,
CBsI3aHHBIE C oOecreyeHHeM (KaJpOBBIM
CONIPOBOXKACHHWEM) IEJEBBIX HAyYHBIX U
HAyYHO-TEXHUYIECKHX MporpaMM — Habop u
MOJTOTOBKA KagpoB Ml  pa3paboTku U
pean3aluy IpOrpaMMbl MIIM POEKTA.

4.3.2 TunoBbie OLICHOYHBIE CPEACTBA
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Bomnpockhl kK 3aUeTy

JIOKyMEHTBI 110 TOUCKY, OTOOpY M HaliMy NepCOHaA.
Pesrome kak nokymeHT. TpeGoBanus K pe3rome. Buspl pesrome.
Ankera. TpeOoBaHusI K aHKETE.

Jluct Gecenpl ¢ COMCKATENIEM BAKAHCHH.

arOdOE

3asBnenne o npueme Ha pabory. [IpaBuna odopmienus 3asBienuid. [IpotuBopeuns B
MOJX0aX K 0(pOpMIICHHIO 3asIBIICHUH.

TpynoBoii 10roBop ¢ pabOTHUKOM: COJIEPKAHKE U TIOPSIOK O(OPMIICHUSI.
Buet norosopoB. OdopmiieHre TpyaoBoro J0roBopa.

TpynoBast KHIWKKa Kak ToKyMeHT. CojepikaHue TpyaoBod KHKKH. OdopMiieHue TpyaoBoi
KHIDKKH.

0o N

9. Jlenonpou3BoacTBO MO TPYIOBBIM KHIKKAM: TIOy4EHHUE, yIeT, XPaHEHHE, Bbllaua pabOTHUKY
IPU YBOJIbHEHHH.

10./Tuunas (ydeTHast) kapTouka M IMYHOE Jel0 paboTHuKa npeanpusTus. CopepikaHue U
HOPAIOK OPOPMIICHHS TMYHON KapTOUKU PaOOTHHUKA.

11. Ocobennoctu conepxanus 1 0GOPMIECHHS JTUIHON KAPTOUKH FOCYIAPCTBEHHOTO CITyKAIIEro.
OcobeHHOCTH cojiepkaHust W O(QOPMIICHHS JIMIHOM KapTOYKH HAYYHOro (HAy4IHO-
TIEIarOrMYECKOro) paboTHHKA.

12.Conepsxanue u nopsnok ohopMIEHHs IMYHOTO Jiea pabOTHHKA.
13. Ipuka3s kak noxymeHT. Bubl npukasos. [IpaBriia paboThI ¢ IIPHKa3aMHy.

14.0cobennoctu  comepkanus M nopsaaka O(QOPMICHHS OTIACIBHBIX BHIOB  IIPHKA30B
(pacropsiKEeHHI ) TIO TIEpCOHAITY.

15.Texnonornu wm3nanms npukaszoB. Ilporeaypbl OTMEHBI M aHHY/JIMPOBaHHsS IPUKA30B.
XpaHeHue MPUKA30B.

16. Coneprxanne u nopsgok oopmiIeHHs JOKYMEHTOB MO OTKOMAHAMPOBAHMIO IIEPCOHAINA.
TexHoNorus MoJAroTOBKM KOMaHUPOBOYHBIX JOKYMEHTOB.

17.Conepxanme n mopsmok opoOpMICHHS JOKYMEHTOB IO OTITYCKaM IepcoHana. Ipauk
OTIycKoB. 3asBrenue o0 ormycke. [Ipukas 06 oTmycke.

18. Conepranue 1 mopsIok ohopMIIEHHS ITHCEM T10 TIEPCOHATY.

19. Conepsxanue u nopsnok ohopMIEHHS CITyKeOHO-IET0BBIX 3aIMCOK MO HEPCOHAIY.
20.CrnipaBku 1o mepcoHaity: coaep/KaHue U MOpsIoK 0(GOpPMIIEHHSL.

21.TexHONOrMYM perucTpaluy JOKyMEHTOB, KOHTPOJIS MCTIOJHEHHUS JOKYMEHTOB.
22.TlocTpoeHne HOMEHKIATYPhI JIEN.

23.ApxuBHOE XpaHEHHE JOKYMEHTOB

24 . S13b1K ¥ cTUIB TOKYMEHTOB. PelakTMpOBaHHE JTOKYMEHTOB.

25.Vuuduxanys, GpopManu3anys, CTaHAapTH3ALKS JOKYMEHTA.

26. Pa6ota ¢ KoH(pUIEHIHATLHON HHpOpMAIHEH

Ixana oueHnBaHUA

HpI/I OLICHUBAHUU PC3YJIbTATOB O6y‘~ICHI/I$I HCIOJIB3YCTCA CIICAYIoIIas 1IKajia OLICHOK!

100% - 90% Oransl ¢dbopmupoBaHus KOMIIETEHIIVH, IIPEyCMOTPEHHbIE
(0TIHMYHO) o0pa3oBaTenbHOI IporpamMmoii, copMHpOBaHbl Ha BBICOKOM YpPOBHE.

CBoOo/HOE BJQJICHWE MATEPUAIOM, BBISBICHHE MEXKIPEAMETHBIX
CBsI3€il. YBEpEHHOE BJIAJICHUE MOHITUHHBIM anmnapaToM JUCLHUIUIMHBIL.
IIpakTnueckue HaBBIKU pohecCHOHATBLHOM JIeSITeILHOCTHU
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chopmupoBansl  Ha  BbICOKOM  ypoBHe.  CmocoOHOCTP K
CaMOCTOATCIIbHOMY HCCTAHAAPTHOMY PCUICHUIO IMMPAKTUUCCKHUX 3a/1a4d

89% - 75%
(xopor10)

Oransl KOMIIETCHIINH, MIPEAYCMOTPEHHBIE oOpa3oBaTenbHOU
IIPOrpaMMoii, c(OopMHPOBAHEI JOCTaTOYHO. HeranbHoe
BOCIIpOU3BeJeHHE Yy4yeOHOro Mmarepuana. lIlpakTuuyeckue HaBBIKU
npodeccuOHaTBLHON JESATEIbHOCTH B 3HAQ4YUTEIBHON Mepe
chopmupoBanbl. [IpHCyTCTBYIOT HABBIKM CAMOCTOSATEJIBHOTO pPEIIEHUs
MPAKTUYCCKUX 3ada4 C OTACIIbHBIMU 3JICMCHTAMU TBOPYCCTBA.

74% - 60%

(YZIOBJIETBOPUTEIIHHO)

Oransl KOMIIETCHIINH, MIPEAYCMOTPEHHBIE o0Opa3oBaTenbHOU
nporpamMMmoil, copMupoBaHbl Ha MUHUMaJIbHOM ypoBHe. Hamuuue
MUHHMAJIBHO JIOITYCTHUMOTO YPOBHS B YCBOCHHMH y4yeOHOro MaTepuaa,
B T.4. B CaMOCTOATEIbHOM pCIIEHUU IPAKTUYECKUX  3a1ad.
IIpakTHueckue  HaBBIKU npoeCCUOHATTBHON  AEATENbHOCTH
c(hOopMHPOBAHbI HE B MOJIHOM Mepe.

MCHECC

60%

(HEey1OBJIETBOPUTEINIBLHO)

Oransl KOMIIETCHIINH, MIPEAYCMOTPEHHBIE o0pa3oBaTenbHOU
nporpamMmoii, He cpopmupoBanbl. HenoctaTouHslit ypoBeHb YCBOEHUS
NOHATUIHOTO ammapata W Haluuue (QparMeHTapHBIX 3HAHUH 110
qucuumuinHe.  OTCYTCTBHE MMHHMMAJIBHO JIOIYCTUMOIO YPOBHS B
CaMOCTOATCIIbHOM PCIICHWM IIPAKTUYCCKUX 3aaad. HpaKTI/I‘-IeCKI/Ie
HaBBIKM NPO(PECCHOHATBHON NesITeIbHOCTH HEe CHOPMHPOBAHBI.

4.4, MeTonnuecKue MaTepuasbl

IIponienypa oneHMBaHUS 3HAHWUM, YMEHUH, HaBBIKOB M (MJIM) OIbITa JAEATEIBHOCTH,
XapaKTEPU3YIOMUX ATarbl (HOPMUPOBAHHS KOMIETEHINI, OCYIIECTBIISIOTCS B COOTBETCTBHHU C
[TonoxeHueM 0 TEKyIeM KOHTPOJIE YCIEBAEMOCTH M MPOMEXYTOUHON aTTECTalluU CTYJCHTOB B
OI'bOY BO PAHXul'C u PernamenToM o OayuibHO-pEWTHHIOBOM cucteme B Bosrorpanckom
UHCTUTYTE ynpasieHus - punuane PAHXul'C.
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5. MeToanuyecKue YKazaHusd 1J1s1 oﬁy'{ammnxca 110 OCBOCHHMI0 JUCHUITJIMHbI

[Ipy moAroToBke K YCTHOMY OIPOCY PEKOMEHIYETCS MPUACPKHUBATHCS CIEAYIOLINX
ATANoOB: M3YyY€HHE OCHOBHOM W JIOMOJHUTEIBHON JUTEpaTyphl MO IUCHUILUIMHE, COCTaBJICHUE
KpPaTKUX KOHCIIEKTOB, TPYIIIMPOBKA B OTAENbHBII 0J0K BOIIPOCOB BHI3BABLINX 3aTPyTHEHHE.

PexomeHnaanum no NJIaHUPOBAHUIO U OPTAHU3ALMU BpeMEeHHU, HE00X0IUMOI0 Ha U3yYeHHe
AMCHMILINHBI

CprRTypa BPEMEHU, H606X0)1HM01"0 Ha U3YyYCHUE NUCHUITJIUHDbI

dopma n3ydeHus TUCIUTUINHBI Bpewms, 3arpaunBaeMoe Ha HU3ydeHHE
IUCHHUAIUIHHEL, %
N3y4enue aurepaTyphl, peKOMEH/I0BAHHOH B 40
y4eOHOU mporpamme
Pemenne 3ama4, NpakTHYECKUX YIPAKHEHUN U 40
CUTYallMOHHBIX TPUMEPOB
W3ydeHue TeM, BBIHOCUMBIX Ha 20
CaMOCTOSITEIIbHOE PACCMOTPEHNE
Htoro 100

PexoMeHIanum mo MOAr0OTOBKE K MPAKTHYECKOMY (CEMHHAPCKOMY) 3aHATHIO

[IpakTuueckoe (CeMHHApCKOE) 3aHATHE - OJHA W3 OCHOBHBIX (OPM OpraHuU3aIUH
y4eOHOro Tmpolecca, MPeACTaBisiomas Cco00l KOJJICKTUBHOE OOCYXIIEHHE CTyJIEeHTaMu
TEOPETUYECKHUX U MPAKTHYECKUX BOMPOCOB, PEIICHHE MPAKTUYECKUX 3a/1ad MO PyKOBOJICTBOM
npenogasaressi. OCHOBHOW LIEJIbIO MPAKTUYECKOTO (CEMUHAPCKOT0) 3aHATHS SIBJISIETCS IPOBEPKA
[IyOMHBI TOHMMAaHUS CTYJIEHTOM H3y4aeMOU TeMbl, y4eOHOro MaTepuaga U yMEHUS U3JI0KHUTh
€ro CoJep)KaHue SCHbIM W YETKUM S3bIKOM, Pa3BUTHUE CAMOCTOSITEIbHOTO MBIIUICHUS U
TBOPYECKON aKTUBHOCTM y cCTyaeHTa. Ha mnpakTHueckux (CEeMHHApPCKUX) 3aHATHAX
IperoiaraeTcsd paccMaTpuBaTh HauOoJiee Ba)KHBIE, CYIIECTBEHHBIE, CII0)KHBIE BOIPOCHI
KOTOpbIE, HanboJiee TPYIHO YCBAUBAIOTCS CTyAEHTaMH. [Ipr 3TOM rOTOBUTHCS K PAKTUYECKOMY
(ceMHHapcKOMy) 3aHSITHIO BCerja HYXHO 3apaHee. [loaroroBka K MNPakTHYECKOMY
(ceMHMHApCKOMY) 3aHATHUIO BKJIIOUAET B ce0s Cleyromiee:

- 00s13aTeNnbHOE O3HAKOMIIEHHE C IUIAHOM 3aHATHUS, B KOTOPOM COJAEPXKAaTCsi OCHOBHbBIE
BOIIPOCHI, BEIHOCUMBIE Ha 00CYXICHHE;

- W3Yy4YeHHE KOHCIEKTOB JIEKLHH, COOTBETCTBYIOLIUX pa3AesioB Y4eOHUKA, y4eOHOro
nocoOusi, coiepKaHusl pEKOMEHI0BaHHBIX HOPMATUBHBIX IPABOBBIX aKTOB;

- paboTa ¢ OCHOBHBIMH T€PMUHAMH (PEKOMEHIYETCSI UX BbIYUUTb);

- W3y4YyeHUE JOIOJIHUTEIBHOM JMTEpaTypsl IO TEME 3aHATUA, JAejas MpU 3TOM
HEO0OXOMMBIE BBIITUCKHU, KOTOPBIE MIOHATO0SITCS TIPU 0OCYKJIEHUN HA CEMUHAPE;

- (popmynupoBaHHE CBOEr0 MHEHHs MO KaXJIOMYy BOIIPOCY M apryMEHTHPOBAHHOE €ro
000CHOBaHUE;

- 3alKMCh BO3HUKIIMX BO BPEMS CaMOCTOSATENBHOM paboThl ¢ yuyeOHMKaMU U Hay4HOM
JUTEpaTyphl BOIPOCOB, YTOOBI 3aT€M Ha CEMUHAPE MOJIYYUTh HA HUX OTBETHI;

- oOpaleHre 3a KOHCYJIbTallMel K IpenojaBaTesio.

[IpakTnueckne (ceMMHAapCKu€) 3aHATHS  BKJIIOYAlOT B ce0f U CHEHUAIBHO
HOJTrOTOBJICHHBIE pedepaTsl, BHICTYIUIEHUS! MO KaKOW-THOO CIO0XKHOM MM 0c000 aKTyalbHOU
npobiieMe, perienue 3anad. Ha mpakTudeckoM (CeMHUHAPCKOM) 3aHSITUH CTYJEHT MPOSIBIISIET CBOE
3HaHUE TMpeIMeTa, KOPPEKTUPYET HH(pOpMAaIMI0, MOJIYYEHHYIO B TMpolecce JEKIUOHHBIX U
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BHEAYAUTOPHBIX 3aHATUH, OPMHUPYET ONpeeIeHHBIN 00pa3 B rila3ax Mpero aBaTelis, MoTyqaeT
HAaBBIKM YCTHOM pEYM U KYJIbTYPhI IUCKYCCHH, HABBIKM IIPAKTUYECKOTO PEIICHUS 3aa4.

PeKOMeHI[aIII/IH M0 H3YYCHHUI0O METOAHYECCKHUX MAaTCPHUAIOB

Meroanueckue Marepuanbl [0 JUCHUILNIMHE IIO3BOJIAKOT CTYIEHTY ONTUMAaJIbHBIM
00pa3oM OpraHu30BaTh MPOLIECC U3YUCHUS] TAHHOW TUCHUILTUHBL. MeToauueckue MaTepuabl 1o
JUCIUIUIMHE TPU3BaHbBl IIOMOYb CTYIEHTY MOHATH CHeUU(HUKY H3ydyaeMoro marepuana, a B
KOHEYHOM HUTOr€ — MAaKCMMAJIbHO IIOJIHO M KA4E€CTBEHHO €ro OCBOWUTh. B mepByro ouepenp
CTYJIEHT JIOJDKEH OCO3HaTh NMpEAHA3HAYEHUE METOJUYECKHUX MATEpUaAJIOB: CTPYKTYpy, LEIH U
3amayn. JJis 3TOro0 OH 3HAKOMUTCS C MpeamOyIoi, OTJaBICHHEM METOJUYECKHX MaTepHANIOB,
roBOpsA HMHA4e, OCYLIECTBISET IEPBHMYHOE 3HAKOMCTBO C HUM. B paszene, MNOCBSILIEHHOM
METOJMYECKUM PEKOMEHIALUUSIM 10 H3YYEHUIO JUCUUILIMHBI, HIPUBOLATCSA COBETHI IO
IUTAHUPOBAHUIO U OPTaHU3AIMH HEOOXOAUMOTO Ul U3yYEHUS AUCLIUILIUHBI BpEMEHH, OIMCaHue
MOCJIEIOBATEIbHOCTH  ACHCTBUH  CTyAeHTa  («CUEHAapud  H3y4YeHUsS  JUCHUIUTHHBDY),
pPEKOMEHIalluu M0 paboTe ¢ JUTepaTypol, COBETHI M0 MOJATOTOBKE K dK3aMEHY M pa3bsiCHEHUs
M0 MOBOJY pabOTHl C TECTOBOW CHUCTEMOM Kypca M HaJl JOMAIIHUMH 3ajaHusMu. B nemom
JaHHbIE METOJWYECKUE PEKOMEHJAIMU CIOCOOHBI OOJIErYuTh HW3YYCHHE CTYACHTaMHU
JUCLUIUIMHBI M TIOMOYb YCIEUIHO cJaTh OJK3aMeH. B paszgene, coxaepxkaiemM ydeOHO-
METOJAMYECKUE MaTepualbl JUCUUILIMHBI, COACPKAHNE MPAKTUUYECKUX 3aHATUM MO TUCLUUILIMHE,
CJIOBapb OCHOBHBIX TEPMHUHOB JUCUHUILIAHBI.

PexoMeH1auuM M0 CAMOCTOATEIbHOI padoTe CTY1€HTOB

HeorbeMiembiM 371€MEHTOM Y4eOHOrO mpoliecca SBISETCS CaMOCTOSITENbHas paboTa
cryneHta. Ilpu camocrosTenbHONM paboTe [OCTUraeTcsi KOHKPETHOE YCBOEHHE Y4YeOHOro
MaTepuaina, pPa3BUBAIOTCS TEOPETUYECKUE CIOCOOHOCTH, CTOJb BaXKHBIE HJISI COBPEMEHHOMN
MOJTOTOBKH CITEUATUCTOB. DOpMBI caMOCTOSITETbHONH PAa0OTHI CTYIEHTOB IO JAWCIHUILINHE:
HaIMCaHHe KOHCIEKTOB, MOATOTOBKAa OTBETOB K BOIIPOCaM, HAalMcaHUE pedeparoB, pelieHUe
3a/1a4, UccieloBaTeNIbcKasi padoTa, BHIITIOJIHEHNE KOHTPOJIBHOM paObOTHI.

3amaHust Ui CaMOCTOSTENbHOM paboThl BKIIIOYAIOT B ce0sl KOMILIEKC aHATUTHUYECKHUX
3aJJaHWil BBIMTOJIHEHHE, KOTOPBIX, MPEINOoJaracT TIIATENbHOC W3yYeHHe HAyYHOW W y4eOHOU
JIUTEepaTyphl, TEPUOAMYECKHX HW3JaHUN, a TakKe 3aKOHOJATeNbHBIX W HOPMATHUBHBIX
JOKYMEHTOB TMpeaiaraeMbix B 11.6.4 «YueOHas nmTeparypa M pecypchl HH(DOPMAIMOHHO-
TEJIEKOMMYHUKAI[UOHHOU CeTH "NuTepuer”, y4eOHO-METOJUUECKOe obecrieyeHue
CaMOCTOSITEIbHOW PabOThl OOYyYaIONMIUXCS MO0 TUCHUIUIMHE». 3aJaHusl TPEIOCTaBISIOTCS Ha
IPOBEPKY B I€YaTHOM BHUJIE.

PexoMenganuu nmo padore ¢ aureparypoit

ITpu m3yueHun Kypca y4yeOHOM IUCHUIUIMHBI 0cOO0O€ BHHMaHHE CleayeT OOpaTHTh Ha
PEKOMEHYEMYIO OCHOBHYIO U JOIOJIHUTENBHYIO JIUTEPATYPY.

BaXHBIM 37I€MEHTOM IMOATOTOBKHU K CEMHUHApY SIBJISETCS TIyOOKOe U3ydyeHHe OCHOBHON U
JIOTIOTHUTEIBHON JIUTEpaTyphl, PEKOMEHOBAHHOM IO TeME 3aHATHS, a TAK)KE IEPBOUCTOYHUKOB.
ITpu 3TOM NOJIE3HO TPOUYUTAHHYIO JINTEPATYPY 3aKOHCIIEKTUPOBaTh. KOHCIIEKT JOKEH OTBEYATh
TpeM TpeOOBaHUAM: OBITh COAEpKATeIbHBIM, [0 BO3MOKHOCTH KpaTKMM M IPaBUIBHO

0(OPMIICHHBIM.
CoaepikaTebHBIM €ro CIeIyeT CUUTATh B TOM CIIy4ae, €CJIM OH IepeiacT BCe OCHOBHBIC
MBICIH ABTOPOB B IIEIOCTHOM BuJE. M3JI0XKHTh TEKCT KpaTKO — 3TO 3HAYUT MepeaaTh

coJlep’kaHuEe KHWUTH, CTaThbU B 3HAYUTENbHOM Mepe cBouMHu cioBamu. Ilpu stom cnemyet
NpUIEPKUBATHCSA MpPaBUIa - 3alMCHIBATH MBICIL aBTOpa pabOTHI JIMIIL MOCIE TOro, KaKk OHa
XOpoIlIo MOHSTA. B TakoM ciydae mocTaBieHHas 1iefib OyAeT AocTUrHyTa. LluTupoBars aBTOpOB
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M3ydaeMbIX paboT (C 00s3aTeNbHON CCHUIKOM HA MCTOYHHK) CIEIYET B TeX CIyYasx, €CITH HaJ0
3aMUChIBaTh OYEHb BAKHOE ONPE/IEIICHNE WIH MOJIOKEHNE, 0000IIat0IINiA BHIBO/I.

Baxxno u BHentHee oopMIIeHHE KOHCIIEKTa. B ero Havasie Hajo ykazaTth TEMy CEMUHapa,
JaTy HaIMCaHUsl, Ha3BaHUsI TUTEPATyPHBIX UCTOYHUKOB, KOTOPbIE OyIyT 3aKOHCIIEKTUPOBAHBI.
['mybOoxkasi camocTosiTeNbHasE padoTa HaJl HUMH 00ECIICYHT YCIICITHOE YCBOCHHUE N3Y9aeMOit
JUCIUTUIAHBI.

OmHuM U3  BAXHEWMIMX CPEICTB CEPhE3HOrO0  OBJAJACHUS TEOpUEH  SIBIACTCA
KOHCHeKmupoeanue nepeoucmo4HuKos.

Jliis cocTaBiieHUs] KOHCIIEKTA PEKOMEHIyeTCsl CHayaJla IIPOYUTaTh paboTy LIETUKOM, YTOOBI
VSICHUTB €€ 00IIHi cMbICI U coaeprkanue. [Ipu 5ToM MOKHO c/ieniaTh IOMETKH O €€ CTPYKTYype, 00
OCHOBHBIX TOJIOKEHUSIX, BBIBOJAX, HAJI0 CTapaThCsi OTJIMYaTh B TEKCT€ OCHOBHOE OT
BTOPOCTEINEHHOT0, BHIBOJIBI OT apI'yMEHTOB U JI0Ka3aTeNbCTB. ECM ecTh HeMOHATHBIE CII0Ba, HAJI0
B DHIIMKJIOTIEIUYECKOM CJIOBape HANTH, UTO 3TO CIOBO 0003HAYaeT. 3aKOHYMB uTeHHe (maparpada,
[JIaBbl, CTaThU) HAAO 3a/JaTh cebe BOMpOCHl Takoro pona: B uem rmaBHas mbicnb?  KakoBbl
OCHOBHBIE 3BEHbsl JIOKa3aTrenbcTBa ee? Uro BhITekaeT U3 yTBepxkaAeHuil aBropa? Kak 3To
COIJIACyeTCs ¢ TeM, UTO YK€ 3HAeTe O MPOUYUTAHHOM M3 IPYTUX UCTOUYHUKOB?

ScHOCTP ¥ OTYETIIMBOCTH BOCIHPHUSATHUS TEKCTAa 3aBUCUT  OT MHOTOT0:  OT
COCpPEIOTOYEHHOCTU CTY/AEHTa, OT TEXHUKH YTEHHUS, OT HACTOWYMBOCTU, OT SPKOCTU
BOOOPaKEHUS, OT TEXHUKU (PUKCUPOBAHUS TPOYNTAHHOTO, HAKOHEII, OT IPYAHUIIHHA — OOIICH | B
KOHKPETHO paccMaTpuBaeMoi mpodiieme.

Pe3ynbrarom nepBoHAYaIbHOTO YTEHHS JOJIKEH OBITh IPOCTON MIAH meKcma u uemKoe
npeocmaenienue 0 HeACHBIX Mecmax, OTMEUYEHHbIX B KHure. [locie mnpeaBapuTENbHOTO
03HAKOMJIEHHUS, [IPU TIOBTOPHOM YTEHUHU CIEAYET 6blOEIUNb OCHOGHbBIE MOBICIU A6MOPA U UX
pa3BUTHE B MPOU3BEACHUU, OOPATUTh BHUMAaHHE HA OOOCHOBAHHE OTIEIbHBIX MOJOKEHUH, Ha
METOJBI W (OPMBI JIOKA3aTeNbCTBA, HamOoliee spKUe TpuMepbl. B xome 3Toil paboTh
OKOHYATEJIbHO OTOMpaeTcss MaTepuan JUisl 3alUCH U OMNpEAeNsieTcsl €€ BUI: M/IaH, Me3UCHl,
KOHCneKm.

[Inan 3T0 KpaTKuii, TOCIEIOBATENbHBIN NEpeYeHb OCHOBHBIX MBICIECH aBTOpa. 3aIuch
MPOYMTAHHOTO B BHJIE TE3UCOB — 3HAYMT BBISIBUTH M 3alMCaTh OMOPHBIE MBICIIH TeKcTa. PazHuia
MEXy IJIAHOM W TE3UCaMH 3aKJII0YaeTCs B CIEAYIOIIEM: B IUIaHE MBICIh Ha3bIBaeTCs (CTaBb
BCEr/ia BOMpPOC: O YEM TOBOPHUTCS?), B Te3nucax — (popmynupyercss — (UTO UMEHHO 00 3TOM
roBopHuTcs?). 3amuch OIMOPHBIX MBICTAEH TeKCcTa BakKHA, HO TONHOTO TMPEACTaBIEHUS O
MPOYMTAHHOM Ha OCHOBAaHWHU MOJOOHOM 3amMMCH HE COCTaBUIIb. BaXKHO OCMBICINTH, KaK aBTOP
JIOKA3bIBAaeT CBOIO MBICHIb, KaK YOEXJaeT B HCTUHHOCTH CBOMX BBIBOJOB. Tak BO3HHKAeT
koHcriekT. dopma 3amucu, Kak Mbl YK€ OTMETHIIM, YCJIOXHSETCS B 3aBUCHUMOCTH OT IieJied
paboThI: TJIaH — 0 YeM?; Te3UChl — 0 4eM? YTO UMEHHO?; KOHCIEKT — 0 4eM? 4TO HIMEHHO? Kak?

KoHcmiekT 3TO KpaTkoe TOCienoBaTeIbHOE H3JIOKEHUE cojaepkanus. OCHOBY €ro
COCTaBJISIET IUIAH, TE3UChl M BBIMUCKU. HemocTaTku KOHCIEKTHUPOBAHUS: MHOTOCIIOBHUE,
[UTAPOBAHUE HE OCHOBHBIX, & CBS3YIOIIMX MBICIEH, CTPEMJICHUE COXPAHUTh CTUIUCTUUYECKYIO
CBSI3aHHOCTh TEKCTa B yIIepO ero JIoruueckoi crpoiHocTH. [IpuctynaTh K KOHCIEKTHPOBAHHUIO
HEOOXOIMMO TOTJa, KOT/Aa CJIOXKHJINCh HaBBIKM COCTABJICHHUS 3allUCH B BHUJE Pa3BEPHYTOTO
MoJIpOOHOTO IJIaHa.

dopma 3anucu TpPU KOHCMEKTHUPOBAHUM TpeOyeT 0coO0ro BHUMAHUS: BAXKHO, YTOOBI
COOCTBEHHBIC YTBEPKICHUS, Pa3MBIIUICHUS HAJ MPOYUTAHHBIM, YETKO OTACISUINCH MPHU 3aIUCH.
Pa3ymHee BBIHOCHTH CBOW NMOMETKH Ha IIMPOKWE TOJISA, 3alMCHIBATh HA HUX JIOTIOJTHUTEIIbHBIC
CIIPaBOYHBIE JJAHHBIC, TOMOTAIOIINE YCBOCHUIO TEKCTA (AaTa COOBITHS, YIIOMSHYTOTO aBTOpaMH;
CBEJICHHUS O JIMIIC, Ha3BaHHOM B KHUTE; TOYHOE COjepKaHue TepMuHa). Ecin KOHCTeKTupyeTcs
TEKCT BHYIIUTEIHHOTO 00beMa, HE0OXOJUMO YKa3bIBaTh CTPAHUIIBI KHUTH, KOTOPHIE OXBATHIBAET
Ta WM MHAs 9acTh KOHCTIEKTA.

s ynoGcTBa TMONIB30BaHMUS CBOMMH 3aMUCSAMHU BaXKHO O3arjaBUTh KpPYIHBIE YacTH
KOHCIIEKTa, TOIYEepKUBasi 3azcon06ku. Creayer TOMHUTh O HA3HAUYCHWHM KPACHOW CTPOKH,
CTPEMHUTHCS K YeTKOH Tpaduke 3amuceil - ycTymamu, KOJOHKamMH. V3maraTh TJaBHBIE MBICIH
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aBTOpa M HX CHCTEMYy apryMEHTOB - HEOOXOJWMO TPEUMYIIECTBEHHO CBOWMH CJIOBAaMHU,
nepepadarbiBas TakKUM 00pa3oM HH(POPMAIMIO,— TaK MPOXOJHUT YSCHEHHE €€ CYTH. MBICIb,
(pa3bl, MOHATHIE B KOHTEKCTE, MOTYT pHoOpecTH OoJiee MpocTpaHHOE U3JI0KeHHe B 3amucu. Ho
TEKCT OpUTHMHAJIa CBEpPTHIBACTCSA, U CTYACHT, OTpabaThiBas JIOTMYECKOE MBIIUICHUE, YYUTHCA
BBIJICTISITh TJIABHOE M 0000INaTh OJHOTHUITHBIC CYXACHHs, omHOpoaHble (akTel. Kpome Toro,
JieNas 3aMucy CBOMMHU CIIOBaMH, 0000111asi, CTYACHT YYUTCS MUCbMEHHON peyH.

3HaHue 00IIel CTpaTeruy YTEHUs, TEXHUKH COCTABJICHUE TUIAaHA U TE3MCOB OMPEEIISIET U
TEXHOJIOTHIO KOHCTIEKTUPOBAHUS

e BuumartenbHO 4YUTaTh TEKCT, MOMYTHO OTMEYasi HEMOHSATHbIE MeCTa, HE3HAKOMbIC
TEPMUHBI U TIOHATUS. Boitnucame na nona 3HaueHrue OTMEUCHHBIX TTOHSITHIA.

e [Ipu mepBOM YTCHHH TEKCTa HEOOXOJUMO COCTaBUTh €r0 HPOCHION NlaH,
MOCJIEA0BATEIbHBIN IEPEUCHb OCHOBHBIX MBICJIEN aBTOpA.

e [Ipu NOBTOPHOM YTEHUM TEKCTAa BBIICIATH CUCHIEMY O0O0OKA3AmMenbCme OCHOBHBIX
MOJIO’KEHUH pabOoThHI aBTOPA.

e 3aKJIIOUYMTENBHBIA dSTam paboTBl C TEKCTOM COCTOUT B OCMBICIIGHUH paHee
OTMEUEHHBIX MECT M UX KPAaTKOM MOCIEA0BATEIbHOMN 3aMHCH.

e [Ipy KOHCHEKTUPOBAHWU HYXHO CTPEMHUTHCS GbIPA3UML MbICIb ABMIOPA CEOUMU
coeamu, 3To IOMOraet 0oJjee rTy0OKOMY YCBOCHHIO TEKCTa.

e B pamkax paOoTbl HaJ NEPBOMCTOYHUKOM BaXXEH YMEIbI omoop wuumam.
Heo6xoauMo yuuThIBaTh, HACKOJIBKO SPKO, OPUTMHAIIBHO, CKATO M3JI0kKEeHa MbICb. L{lutupoBath
HEOOXOIUMO T€ CYXJCHHs, Ha KOTOPbIE BIOCIEACTBUM BO3MOXKHA CChUIKA KaK HA aBTOPUTETHOE
W3JI0KEHUE MHEHUS, BEIBOA 110 TOMY WUJIM HHOMY BOIIPOCY.

Koncnekruposath 11eecoodpa3Ho He Ha OTACTBHOM JIUCTE, a B OOIIEH TeTpaau Ha OJTHOU
crpanutie jmcra. OOOpOTHAs CTOpPOHA JIUCTA MOXKET OBITh HCIOJIb30BaHA ISl JTOTIOJTHEHHM,
HEOOXOAMMOCTh KOTOPBIX BBIICHUTCS B JAajbHelmeMm. [Ipy KOHCHEKTHpPOBAHUU JIUTEPATYPhI
CJIETyeT OCTAaBUTh IIMPOKUE TOJISI, YTOOBI 3amucaTh HAa HUX IUIaH KoHcrekTa. [lonst MoryT ObITh
WCITOJIb30BaHbI TAKXKE JUIS 3aIMCHU CBOMX 3aMEUYaHHiA, TOMOIHEHHH, BorpocoB. [Ipu BeiCcTyIIIeHUN
HAa CEMHHApe CTYIEHT MOXET IO0Jb30BaThCsl CBOUM KOHCIIEKTOM I  IIUTUPOBAHUS
MEPBOMCTOUHNKA. Bce yuacTHHKH 3aHATHS BHUMATEIBHO CIYIIAIOT BHICTYIUICHHUS TOBapHUIIEH IO
rpynmne, OTMEYAIOT CIOPHBIE WIM OMIMOOYHBIE TIOJOXKEHUSI B HHUX, BHOCAT TOMPABKH,
MIPEJCTABIISIOT CBOM PEIIeHUS 1 000CHOBaHUS 00CYXTaeMBIX MPOOIIEM.

B xon1e cemMunapa, Korja npernojaBaTeiab 3aHsITHS OJABOIUT UTOTH, CTYACHTHI C YIETOM
pPEKOMEHIalMii TpenoiaBaTeNsi U BBICTYIUIEHUN COKYPCHUKOB, JOMOJHSIOT WM HCIPABISIOT
CBOM KOHCIIEKTHI.
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6. YueOHas muTepaTtypa U pecypcbl HHGOPMAIHOHHO-TEJIeKOMMYHUKANMOHHOM ceTH
"UHTepHeT", yueOHO-MeTOAHYECKOE 00eceueHrne CaMOCTOSITeIbHOM padoThI
o0y4aromuxcs 1Mo JMCHUIIIHHE

6.1. OcHoBHas quTepaTypa
1. SuxoBuu III.A. Jlemonpous3BOACTBO B KaapoOBOW ciyk0e [DIeKTpoHHBIN pecypc]:
yuebnuk. FOHUTU-IAHA 2015
2. Kyzuenos M.H. lenonpoun3BoacTBO [DIEKTPOHHBIN pecypc]: yueOHO-CIpaBOYHOE
nocooue JlamkoB u K 2014

6.2. lonotHMTEIBLHAS JIUTEPATYPA
1. Jlanwnuna E.M. VIHHOBallMOHHBIM MEHEHKMEHT B  YIPaBICHUU TIEPCOHATIOM
[Onexrponnsiii pecypc] yueOnuk [amkoB u K 2017
2. T'ycarauxona /I.E., 3axapkuna O.U., llutoBa M.A.— Kanposas ciyx0a
npeanpusaTus. Jlemonpou3BoACTBO, JTOKYMEHTOOOOPOT M HOpMaruBHas 0asza [DJIeKTpOHHBIN
pecypce]: yaeoHnoe nocobue Kopropamus «/{umonby 2012

6.3. HopmaTuBHBIE NIPABOBbIE JOKYMEHTHI
1. Koucrutyuus Poccuiickoit ®enepanuu (nmpuHATa BCEHAPOAHBIM TOJIOCOBAHUEM
12.12.1993) (¢ yuerom momnpaBok, BHeceHHbIX 3akoHamu P® o nmonpaBkax k Koncrutymuu PO
ot 30.12.2008 Ne 6-®K3, ot 30.12.2008 Ne 7-®K3, ot 05.02.2014 Ne 2-®K3, ot 21.07.2014 Ne
11-®K3) // Cobpanue 3akononarensctBa PD. 2014, Ne 31, ct. 4398.
2. ®enepanpHblii 3ak0oH «O ToCyIapCcTBEHHOHM TIpaxkaaHckou ciyx0e Poccuiickoit
®eneparumny ot 27 utoinst 2004 1. Ne 79-D3.

6.4. YueOHO-MeTOAUYECKOE o0ecriedeHre CAMOCTOATEILHOI padoThI

1.Ka6amor C.}O., Achangusposa W.I'. Jlenonpon3BOACTBO U apXHUBHOE JIENO B ONpPEACICHUSX H
TepMHUHAX [DNEeKTPOHHEIN pecypc]:: yueb.mocobme / Kabamor C.}O. — M.: ®nmara, 2012.
http://e.lanbook.com/view/book/20181/pagel/. — 3aru. ¢ skpaHa.
2.Kysuenor W.H. [lenonpousBoactBo [DieKTpOHHBIH pecypc]: ydeOHO-CrpaBOYHOE TMocooue/
Kysumenop U.H.— Onekrpon.tekctoBbie nanHble.— M.: JlamkoB un K, 2014— 460 c.—
http://www.iprbookshop.ru/586
3 Kynses H.H., Ypanos 1.H., ®abpuunoB A.I'.JlokymenToBenenue: yuaebuuk / Kynses H.H. — M.:
Jloroc, 2011. http://www.iprbookshop.ru/9082.— 3BC «IPRbooks».

ek-lit.agava.ru/books.htm - bubnroreka s3koHOMHYECKOIT U 1EIOBOM TUTEpaTyphl. UHTATbHS.

6.5. UnTepHeT-pecypchbl

1. OduumanbHbeiii calit MuHHcTepcTBa Tpyla M COLMalIbHOM 3amuThl Poccuiickoii
Ddeneparuu — http://rosmintrud.ru
WWW.Nnir.ru / — Poccuiickasi HanmoHanbHasi OMOIHOTEKA
WWW.NNS.ru / — HarimoHnasnbHas 3eKTpoHHas OHOIHOTeKa
WWW.ISi.ru / — Poccuiickas rocyaapcTBeHHast OMOnInoTeka
www.busineslearning.ru / — Cuctema IUCTaHIIMOHHOTO OM3HEC 00pa30BaHUs
http://www.consultant.ru/ — KorcynberanT miroc
http://www.garant.ru/ — I'apauT
WWW.isras.rssi.ru (opunmanbHbII CalT KypHaJa «Counonoruueckue
HCCJICIOBAHUS»)

9. www.mintrud.ru (caiitr MuHHCTEpCTBa TpyJda U COLMATIBHOTO pa3BuTHs Poccuiickoit
denepanyn)

10. www.AUP.ru (AAMUHUCTPAaTUBHO-YPABICHYECKH OpTa)

11. www.ilo.ru (opunmaneHblit caitT MexIyHapOIHON OpraHu3aliy TPYaa)

12. http://www.hrm.ru (cietimanmsupoBanubiii caidt 11t HR- MmeHemxepoB)

NG WN
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http://www.iprbookshop.ru/586
http://rosmintrud.ru/
http://www.nnir.ru/
http://www.nns.ru/
http://www.rsi.ru/
http://www.busineslearning.ru/
http://www.consultant.ru/
http://www.garant.ru/
http://www.isras.rssi.ru/
http://www.mintrud.ru/
http://www.aup.ru/
http://www.ilo.ru/
http://www.hrm.ru/

13. http://www.jod-today.ru (caiit razersr «Pabota as Bacy)

14. http://www.personal-mix.ru  (Hay4HO-IPaKTHUYCCKUI JKypHAI 10  YIPaBICHHIO
nepconaniom «Ilepconan MUKCy)

15. http://www.kadrovik.ru (smextporHast Bepcus xkypHaia « ClpaBOYHHK KaJIPOBHKA)

16. www.top-personal.ru (a;iekTpoHHast Bepcusi )KypHaia «Y IpaBIeHHE IEPCOHATIOM))

17. www.uptp.ru (caiit mexayHapoaHoro >xypHaia «IIpoOGieMbl Teopuu W TPAKTHUKH
YIPaBICHUS»)

18. www.chelt.ru (caiit sxxypHana «HeloBeK U TPYI»)

6.6. Uuble HCTOYHHUKH

He ucnonvsyromes
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http://www.jod-today.ru/
http://www.personal-mix.ru/
http://www.kadrovik.ru/
http://www.top-personal.ru/
http://www.uptp.ru/
http://www.chelt.ru/

7. MaTtepuaibHO-TeXHN4YeCKas 0a3a, HH(POpMALMOHHBbIE TEXHOJIOTHH, IPOTPAMMHOE
o0ecrieyeHue M1 UHGOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

MatepuanbHO-TEXHUUYECKOE 0OecrieueHre TUCIUIUIUHBI BKIIOYaeT B ce0s:

- JIEKIIMOHHBIC ayJUTOPUH, 00OPYAOBAaHHBIE BUACONPOCKIIMOHHBIM 000PYIOBaHUEM JUIS
Mpe3eHTAlN, CPEICTBAMU 3BYKOBOCIIPOU3BEICHH S, SKPAHOM;

- TIOMEILEHHS ISl TPOBEICHUSI CEMMHAPCKHX U MPAKTUYECKUX 3aHATHI, 000pyIOBaHHBIE
y4eOHOI MeOeIbIo.

JlucuuiuiiHa —TMOAJEpKaHa COOTBETCTBYIOUIMMH  JIMIEH3WOHHBIMH  HPOTPaMMHBIMU
npoaykramu: Microsoft Windows 7 Prof, Microsoft Office 2010, Kaspersky 8.2, CIIC I'apanr,
CIIC KoHcynbTaHT.

[IporpamMMHBbIe cpencTBa obecreyeHus: y4eOHOTO Mpoliecca BKIIOYAIOT:

- IporpaMmBbl Tipe3eHTaonnoi rpaguku (MS PowerPoint — 1yist moAroTOBKYM ClAiiI0B U
Ipe3eHTalHi);

- rekcToBbie penakTopsl (MS WORD), MS ECXEL — asist Tabnuit, 1uarpamm.

By3 obecrnieunBaer kaxxaoro oOydaromierocss pabounM MECTOM B KOMITBIOTEPHOM KJlacce
B COOTBETCTBHH C 00HEMOM M3Y4aeMBbIX ITUCIHUILINH, 00ECIIEYMBAET BBIXO/] B C€Th MIHTEpHET.

[Tomemienust Ui caMOCTOATENbHOW pabOThl 0OYYAIOMIMXCS BKIIOYAIOT CIEIYIOIIYIO
OCHAIIIEHHOCTh:  CTOJIBI ~ AyJUTOPHBIC, CTYNbs, JIOCKH ayJUTOPHBIC, KOMIIBIOTEPHI C
MOJIKJIFOUEHUEM K JIOKAJIbHOW CETH MHCTUTYTA (BKJIIOYasi IPaBOBbIE CUCTEMbI) U IHTepHeT.

Jnsi  w3ydeHuss  y4eOHOW  TUCHMIUIMHBI — HMCIIOJNB3YIOTCS — aBTOMATH3HpPOBAHHAsS
OubnuoreyHass wMHOpPMALIMOHHAS CHCTEMa U DJIEKTPOHHbIE OUOIMOTEYHBIE CHCTEMBI:
«YuuBepcuterckas ~ Ombmmoreka ~ ONLINE»,  «DOnekrpoHHO-OMOnMHMOTEYHast  cucTema
uznatensctBa  JIAHb», «OnektpoHHO-OMONMMoTeyHast cucrema wu3garenscTBa  «HOpaifty,
«OnekTpoHHo-OnbaMoTeunass cuctema I[PRbooks», «Hayunas snextpoHHas OuOnmoTeka
eLIBRARY» u np.
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ITpunoxxenue 1.

®oHbI OLIECHOYHBIX CPEACTB
NMPOMEKYTOYHOM aTTecTalluu
no yucuuniaude b1.B.J1B.02.01  «MHHOBanuu B KaApOBOM /1eJI0IIPOM3BO/ICTBE)

Bomnpocsl k 3auety
JIOKyMEHTBI 110 TOUCKY, OTOOpY M HaliMy NepCoHaa.
Pestome kak nokyment. TpeboBanus k pestome. Bumpl pesrome.
Amnkera. TpeOoBaHHUS K aHKETE.
Jluct Gecenipl ¢ COMCKATENIEM BAKAHCHH.

3asgBnenue o mpueme Ha paboty. I[lpaBunma odopmienust 3asBinenuil. [IpoTuBopeuns B
MoJX0/1aX K 0(hOpMIICHHIO 3asIBIICHUH.

SARE A

TpynoBoii 10roBop ¢ pabOTHUKOM: COZIEpPKaHKE U TOPSAOK 0OPMIICHHUSL.
Buier norosopos. Oopmiienne Tpy10BOro A0roBopa.

TpynoBast kHIKKa Kak TokyMeHT. CopepkaHue TpyaoBor KHKKH. OdopMieHue TpyaoBoit
KHIDKKH.

0 N o

9. Jlenonpou3BoaCTBO 110 TPYAOBBIM KHUKKAM: MOJTydeHHUE, yUeT, XpaHEHHe, Bbljada pabOTHHKY
IIPY YBOJIbHEHUH.

10.JInunas (ydeTHas) kapToyka M JIMYHOE JAENO PabOTHHMKA NpemnpusThs. ComepikaHue H
TIOPSIOK O(OPMIICHUS JIMYHON KapTOUKH PaOOTHHKA.

11. Ocobennoctu conepskanus 1 0opOpMIICHHS JIMYHOM KAPTOUKU IOCYapCTBEHHOIO CITyKAIIETO.
OcobeHHOCTH cojiepkaHusl W O(QOPMIICHWS JIMIHOM KapTOYKH HAYYHOro (HAy4IHO-
TIEIarOrMYeCcKoro) paboTHHKA.

12.Conepsxanue u nopsnok ohopMIEHHs IMYHOTO Jiea pabOTHHKA.
13.pukas kax noxymeHT. Busl npykasos. IIpaBriia paboThl ¢ IPUKA3aMH.

14.0cobennocTy  conepkanus U nopsaaka o(OpWIEHHS OTHEIbHBIX BHIOB IIPUKA30B
(pacnopspKeHuit ) o MepcoHaIy.

15.Texnonoruu w3manust npukaszoB. IIpoueaypbl OTMEHBI M AHHYJIMPOBaHHS IIPHKA30B.
XpaHeHue MPUKa30B.

16.Conepxanve u mopsmok opOpMIEHHS JOKYMEHTOB 110 OTKOMAHIMPOBAHMIO MEPCOHANA.
TexHonorus NOAroTOBKM KOMaHUPOBOYHBIX JOKYMEHTOB.

17.Conepxanve u mopsamok opopmiieHHs IOKYMEHTOB IO OTITycKaM mepcoHana. Ipaduk
OTITYCKOB. 3asiBiieHue 00 otiycke. [Ipukas 00 otmycke.

18. Coneprxanue u ops0k 0hOPMIEHHS THCEM TIO TIEPCOHATY.

19. Conepsxanme u nopsAnok ohopMIIEHHS CITyKEOHO-IETOBBIX 3aIIMCOK 10 EPCOHAIY.
20.Cripasku 1o epcoHany: CoepKaHue U MOpsI0K OhOPMIICHHSL.

21.TexHONOTMH PEruCTpaluK JOKyMEHTOB, KOHTPOJIS MCIIOIHEHHUS JOKYMEHTOB.
22.TlocTpoeHne HOMEHKIATYPHI JIEN.

23.ApxuBHOE XpaHEHHE JOKYMEHTOB

24 . SI3bIK ¥ CTUIIB TOKYMEHTOB. PelakTHpOBaHKE JOKYMEHTOB.

25.Vuuduxanus, popMann3anys, CTaHIapTH3aK JOKYMEHTA.

26. Pa6ora ¢ koH(HIeHIMATEHON HH(OpMaIHeit

Tema 1: /lokyMeHTBI 110 IOMCKY, OTOOPY M HaliMy IepcoHaJIa

Bonpocs! nos1 obcyxneHns:
6. Jlnst gero paspabareiBaeTcs PermamenT moadopa nepconana?
7. KakoB nopsiox ¢opMHpOBaHus 3asBOK Ha OJ00p nepcoHana’?
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8. Kak mpaBuIbHO COCTaBUTH OOBSIBICHUE O BAKAHCUU?
9. IlpaBuna cocraBieHus U 0HOPMIICHHS pe3IOMeE.
10. Kak nmpaBUiIbHO HaMMCaTh 3asBJICHHE O pUeMe Ha paboTy?

Tema 2: TpyaoBoii 10roBop ¢ pal0THUKOM: COJep:KaHUE U MOPSIA0K 0()OpMJIEHUSA
Bonpocs! ns1 o0cyxnenns:
1. [lepeuncnure JOKYMEHTBI, IPEIBSIBISEMbBIC TIPH YCTPOUCTBE HA padoTy.

2. B kakux ciydasx mnpu npuéme Ha pabory TpeOyercs cmpaBka 00 OTCYTCTBUHU
cynumoctu?

3. Ilosicuure, mouemy TK P® 3anpeniaet 3akiat04€HUE CPOUHBIX TPYIOBBIX JOTOBOPOB?

4. Oxapaktepu3syiiTe 00s13aTeNIbHbIE YCIOBUS TPYAOBOTO 10r0OBOPA.

5. Ha3zoBuTe OCHOBaHMSI 3aKIIOYEHUSI CPOYHOTO TPYAOBOIO JOTOBOPA.

6. Onpenenure MOHATUS «PEKUM pabOUero BpeMEHH» M «BpeMs OTiabixa». Kak oHu
perynupytorcs B TpynoBom kogekce PO?

7. OxapakTepu3yiTe JONOJIHUTEIbHBIE YCIOBHSI TPYIOBOIO JOTOBOPA.

8. Kakue HOKyMEHTBI SIBJISIOTCS OCHOBAaHUEM [UIsl M3JlaHUs MpUKa3a padboTojaarens o
npuéme Ha pabory?

Tema 3: JIuuHasi (y4eTHasi) KAPpTOYKA M JIMYHOE /1e10 Pa0OTHMKA NpeANpUsATHS:
cojiep:KaHMe U MOPSIOK 0OpMJIeHHA
Bonpocsl 1151 06CyKIeHUs:

7. Ha xakue kareropuu pabOTHUKOB 3aIIOJHSICTCS JTMYHas kKapTouka (popma T-2)?

8. Kakum paboTHHKaM MpUCBaMBaIOT TaOEIbHBIN HOMEP?

9. Kak BHOCSTCS U3MEHEHHUS B JINYHYIO KApPTOUKy paboTHHKA?

10. Kak ¢opMupyrorcs tuuHbie fena’?

11. KaxoB cpok XpaHEHMsI IUUHbIX JeJ1?

12. Ocobennoctu (popMHUpPOBaHUS JIUYHBIX JI€1 TOCYAAPCTBEHHBIX M MYHHUIIMHAIbHBIX

CITyXammx?

Tema 4: TpynoBasg KHHMAKKA Ppa00OTHHUKA NPeINPHUATHS: COAep:KaHUEe W NOPSAOK
opopMieHu

Bonpoce! st 00cyx1eHus :
6. Kto npuoGperaer 6y1aHK TPYIOBOI KHIKKH B OpraHU3aiiu?
7. Cpok M ycIIOBUSI XpaHEHUS TPYIOBBIX KHUKEK.
8. 3amucu B TPyJIOBBIX KHHXKKAX.
9. 3aueM HyXHA TPyHOBask KHIKKA.
10. O6s3aHHOCTH 110 MPABUJILHOMY BEJCHUIO TPYIOBBIX KHIKEK.

Tema 5: Ilpuka3sl (pacrnopsikeHusl) MO TePCOHATY: COJAepKaHHe H TOPAIOK
opopMmieHus
Bonpoce! st 00cyx1eHus1:
6. Jlns kakux 1enei u3garoT NpUKa3bl MO JUYHOMY COCTaBy?
7. ®opMupoBaHHE A€ ¢ MPUKA3aMHU 110 TUIYHOMY COCTaBY.
8. Cpoxu u ycnoBHs XpaHEHHS MTPUKA30B MO JIUYHOMY COCTaBY.
9. Odopmienne NpruKa3oB 10 JIXIHOMY COCTaBY.
10. Ucnonp3oBanue yHUGUIUPOBAHHBIX (OpM MpU O(GOPMIIEHUH NPUKA30B MO JUYHOMY
COCTaBYy.

Tema 6: JIOKyMEHTBI 110 OTKOMAHAUPOBAHHUIO H OTIIyCKAM IePCOHAIA:
coJeprKaHue M NMOPSAA0K 0(pOopMJICHUA
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Bomnpocs! 17151 06CyKIeHUs:
6. OdopmieHre KOMaHIUPOBOK.
7. TlpaBuna opopmiieHUs OYEPETHBIX OTITYCKOB.
8. IIpaBo Ha JONOJIHUTEIBHBIA OTIYCK U OPOPMIICHHE JOKYMEHTOB.
9. OdopmieHne NpoAJICHNS U IEPEHECCHNUS OTITYCKa.
10. CocraBnenue u oopmienue rpaduka OTIrycKoB.

1.4. OueHouHbIe CPeCTBA IS IPOMEKYTOUHOI aTTEeCTALMH.
TemaTn4yeckue TeCThI
Tema 1: /lokyMeHTBI 110 IOMCKY, OTOOPY M HAliMy mepcoHaJja

2. Ilpomomkute Ha3BaHWE BHJAA JOKYMEHTa, OTHOCsSIIerocs K cdepe orbopa u Haiima
nepcoHaa (HarpuMep: 3asiBKa Ha no0bop nepcoHaa)
a) JIUCT
0) oOBsBICHUE
B) 3asBJICHUE
T') MpUKa3
2. Ko cocramisier 3as8BKy Ha I0J00p NepcoHaia:
a) PYKOBOJUTEIb OpPraHU3aIuu
0) pyKOBOJMTEIb MOAPA3ACIICHUS
B) pYKOBOAUTEIb ClIyk0bl JJOY
T') TTIaBHBIN OyXranTep
3. Kakum He T0KHO OBITH pe3roMe:
a) YHU(DUITUPOBAHHBIM
0) TaKOHUYHBIM
B) CAMOKPUTUYHbBIM
T') CTPYKTYPHPOBaHHBIM
4. KakuM He ObIBacT pe3romMe:
a) KOMOMHUPOBAaHHOE
0) pyHKIIMOHATBHOE
B) XPOHOJIOTHUYECKOE
r) npodeccruoHalIbHOE
5. Kakyro nH(popmalmio He cieyeT BKIYaTh B aHKETY IIPU IIpUeMe Ha paboTy:
a) CeMEITHOE TOJI0KEHHE
0) uepThl Xapakrepa
B) MaTepUaIbHOE MOJI0KEHUE
) X000
Tema 2: Tpy/aoBoii 10roBop ¢ padOTHMKOM: COJepPKAHNE U MOPSAOK 0(OpMJIeHHS
1.Kakue 1oKyMeHTHI He TPeOYIOTCS MPH 3aKII0UEHUH TPYIOBOTO 10roBopa?
a) Macmnopr
0) Tpy10Bas KHUXKKA
B) cOeperaTenbHasi KHIDKKA
T) JUILUIOM
2. Kakas uH(popmalus He BKIIOYAETCs B TEKCT TPYJOBOT'0O I0TOBOpA:
a) 00 ortare Tpyaa
0) 0 TPyZIOBOM pacHopsijike
B) 0 HEMaTepUAITbHOM CTUMYJIHPOBAHUHT
r) 0 mpaBax pabOTHHKA
3. HaiiguTe HecylmecTBYOIMA BU TPYJOBOTO TOTOBOPA:
a) CPOYHBIN
0) GeccpouHbIit
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B) CBEPXCPOYHBIN
T') 10 COBMECTUTEIBCTBY
4. HyHO 1 ycTaHaBIMBATh UCHIBITATENIbHBIN CPOK I paOOTHUKA MTPU 0(OPMIIEHUH TOTOBOPA
Ha BPEMEHHYIO paboTy:
a) 1a
0) HeT
B) MHOT' /1A
') Ha YCMOTPEHHE paboToaaTEINs
5. C kakoro Bo3pacTa JI0IyCKaeTCs 3aKJIFOUEHUE TPYI0BOr0 10roBopa’?
a) ¢ 13 mer
0) ¢ 16 ner
B) ¢ 18 ner
r) ¢ 21 rona
Tema 3: JIuuHas (y4eTHasi)) KaApTOYKA M JIMYHOE [1eJ10 PA0OTHUKA NpeAnpUSTHSA:
coJep;KkaHHe U MOPS10K 0(pOpMIICHHSA
1.JInunas kaprouka (Lopma T-2) 3anmonHseTcs:
a) Ha BceX pabOTHUKOB
0) Ha aIMUHUCTPATUBHO-YIIPABICHYECKUN anmapar
B) Ha BCEX, IPUHATHIX HA OCHOBaHMH IIPHKa3a O pUeMe Ha padoTy
T') Ha BCEX, C K€M 3aKJIoueH 0ecCPOYHBIA KOHTPAKT
2. Kakoii TOKyMEHT He HY>KEH IIPH 3alI0JHEHUH JIMYHON KapTOUYKU pabOTHUKA:
a) CHUJIC
0) macriopt
B) UHH
T') BOJIUTEIBCKOE yIOCTOBEPCHUE
3. Komy B opranu3zainuu nprucBanBaloT TabeIbHbIH HOMED:
a) KaxJa0My padoTaromemMy
0) K&KIOMY YBOJICHHOMY
B) KaXJIOMY, pab0Ta0IIeMy 110 CPOYHOMY JOTOBOPY
T') K&KI0MY, paboTaroliemMy o 6€CCpouHOMY JOTOBOPY
4. Tlo xakoMy Ki1accupukaropy Koaupyercs npodeccus B IMUHON KapTOouke?
a) OKMH
6) OKIIATP
B) OKIIO
r) OKY /]
5. Kak BHOCUTB U3MEHEHHs B JUUHYIO KapTOUKY pabOTHHUKA?
a) 3aBECTH BTOPYIO KapTOUKY
0) 3a4epKHYTh CTapble CBEJICHHsI, BHECTH HOBBIE
B) HUYETO HE TPEANPHHAMATH
I') 3aMEHHUTD CTapyI0 KapTOUKYy Ha HOBYIO

Tema 4: TpyaoBas KHM:KKa pa0OTHHKA TNPeANPUSTHA: CoOAep:KaHHEe W TOPSAI0K
opopMmieHus
1.PaGotonarens (3a uckiaodeHueM padotomaresneil - Gu3NYECKuX JHI]) 005S3aH BECTH TPYIOBbIE
KHIKKH Ha KaXJoro paOOTHUKA B ciydae, eclii paboTa B 3TOW OpraHM3alUM SBISIETCS IS
pabOTHHKA OCHOBHOM, TPOPAOO0TABIIIETO B OPraHU3AIINH:

a) CBBIIIE OJHOTO JTHS

0) cBBIIIIE MecsIIa

B) CBBIILIE TISITH JHEH

r) cBbIe 1 rona
2. KTo nomxkeH npuodperars OJIaHK TPYJOBOM KHIKKHU:
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a) pabOTHUK

0) paboTonaTenb

B) BBIIIECTOAIIAS] OPTraHU3ALUS

T') 3aKOHOM HE OTIPEJICIICHO
3. Cpok xpaHEeHHUs1 HEBOCTPEOOBAHHBIX TPYIOBBIX KHIDKEK B OPTaHU3AIMH:

a) 5 ner

0) 10 mer

B) 75 net

T') IOCTOSTHHO
4.Hago nu penath 3amuch B TPYJOBOM KHWXKKE COTpYIOHHMKA, paboTaromero 1o
COBMECTUTEIBCTBY?

a) 00s13aTeNIbHO

0) 1o >xenaHuto pabOTHUKA

B) I10 JKEJIAHUIO paboTOIATEIS

') 3aKOHOM HE OIPEJIEICHO
5. Ecnmu u3MeHWIMCh JTaHHbIE paOOTHHKA WM B TPYJOBYIO ObLIa BHECEHA HEBEPHAs 3aIlvCh,
KaJPOBHK JIOJIKCH:

a) 3a4epKHYTh HEBEPHYIO 3aIUCh, & PSIOM HAIMCATh MPABHILHYIO

0) HIYETO HE NPEANPUHIMATH

B) MPU3HATh HEBEPHYIO 3aIUCh HEJICHCTBUTEIBHOM U BHECTH MPABUIIbHYIO 3aIUCh

Tema 5: Ilpuka3bl (pacnopsizkeHusi) NO TEPCOHANY: CcOJAep:KaHHe H TOPIAOK
opopMiIeHU

Bonpocel st 00cy:x1eHus :
1.K xakomy BUIy JOKYMEHTAIIUU OTHOCSITCS MIPUKA3bI:
a) OpraHU3alMOHHOMN
0) pacnopsIUTEILHOMN
B) HH(OPMAITMOHHO-CIIPABOYHON
I') HAy4HO-T€XHUYECKOH
2. JIns kakux 1eyied u31at0TCs MPUKa3bl 0 JUYHOMY COCTaBY?
a) JUIsl peIIeHNUs ONePaTUBHBIX BOIIPOCOB
0) 17151 pyKOBOJICTBA TEKYIIEH ACATEIHHOCTHIO OpraHU3aINH
B) JUISl pETyJIUPOBaHUS TPYIOBBIX OTHOIIEHUH
T) Ul TOTO, YTOOBI IT0Ka3aTh pa0OTHUKAM, YTO O HUX AYMAaeT HayaJIbHUK
3. MoxHo M mnpu oQOpMIIEHHMM TIpHKa3a IO JHMYHOMY COCTaBy HE MCIIOJIb30BaTh
yHUGUIIIPOBAHHYIO popmy?
a) na
0) HeT
B) HHOT/Ia
T') 3aKOHOM HE OTIPEJIEIICHO
4. Cpok XpaHeHUs PUKA30B I10 JINYHOMY COCTaBy?
a) 5 ner
0) 10 mer
B) 75 net
T') IOCTOSTHHO
5. Kakoe u3 atux nen chopMupOBaHO MPABUIBHO?
a) [Tpuka3sl reHepanbHOr0 TUPEKTOPA M0 OCHOBHOM JESTEILHOCTH U INYHOMY COCTaBY
0) [Ipuka3bpl reHepaIbHOrO JUPEKTOpPA M0 IPUEMy U MEPEBOY NEpCcoHaa
B) IIpuka3el reHepanbHOro JUPEKTOPA 110 IPUEMY, YBOJIBHEHUIO U KOMaHINPOBKaM
r) [IprKasbl reHepasbHOro TUPEKTOpa MO YBOJIBHEHHUIO U OTIYCKaM
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Tema 6: /JIOKyMEHTBI N0 OTKOMAHAHMPOBAHHIO M OTIYCKAM IIEPCOHAJIA: COAEPKAHUE U
NOpsAI0K oopMiIeHHs

1.Hano i1 BRIIUCKHIBATH COTPYAHUKY KOMaHAUPOBOYHOE yIOCTOBEPEHUE?

a) na
0) HeT
B) HHOT 1A
') HA YCMOTPEHHE PYKOBOJICTBA OPTaHU3AIUI
2. Opranu3zainys He BO3MEIAeT KOMaHIUPOBAHHOMY COTPYIHUKY:

a) oIuIaTy mnpoesjaa

0) oruiaty MpoXUBaHUS

B) CTOUMOCTb YKPaJICHHBIX WJIH MOTEPSHHBIX BElIeH

I') CpeAHUI 3apabOTOK 32 BpeMsi KOMaHAUPOBKH
3. B oTHomeHuH Kakux KOMaHAMPOBAHHBIX COTPYAHHKOB JACHCTBYIOT BBIIIEIIEPEUNCICHHbBIE
KOMIICHCAIIMHU U TapaHTHH?

a) Bcex

0) 0o(hOpMIICHHBIX 110 TPYJIOBOMY JIOTOBOPY

B) 0pOPMIIEHHBIX IO COBMECTHTEILCTBY

T') Ha YCMOTpEHHE PYKOBOJICTBA OpTaHU3aluN
4. Hago nu ohopmMisTh city:ke0HOE 3a/laHue Ha KOMaHIUPOBKY?

a) na

0) HeT

B) MHOT /A

') HA YCMOTpPEHHUE PYKOBOJICTBA OpraHU3AINH
5. Kakumu [OKyMEHTaMd TOJITBEPAUTH BpeMs (PaKTUIECKOro IpeObIBaHUS pPaOOTHHKA B
KOMaHJIUPOBKE?

a) KOMaHIUPOBOYHBIM YAOCTOBEPEHUEM

0) MpUKa30M 10 KOMaHIUPOBKE

B) CIIy’)KCOHBIM 3a/IaHUEM

T') IPOE3IHBIMH IOKYMEHTaMU

OneHka TeMaTHYECKHX TECTOB

Kon4ecTBO NpaBHIbHBIX OTBETOB IIpoueHTHI

100

80

60

40

RINW &~ O1

20

CPE3OBBIE TECTbI
1-p1ii cpe3 (MpoBOAMTCA MO MCTeUeHHE 5 YUeOHBIX He/leJb)

1. TpeGyer 1M COBpEMEHHOE pPOCCHHCKOE 3aKOHOJATEIbCTBO OOS3aTEIBHOIO HAMMCAHUSA
3asIBJICHUS O prueMe Ha paboTy:

a) na

0) HEeT

B) MHOT]IA

I') B 0COOBIX CIy4asix
2. Kakoii tokyMeHT paboToaaTesb He BIIpaBe TPeOOBATh OT COMCKATENsl BaKaHCHUU:
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a) aBToonorpadus
0) Komus JOKyMEHTa 00 00pa3oBaHUU
B) BBINKCKA U3 0AHKA O COCTOSIHUU CYETa
r) ¢pororpadus
3. o kakoi MpUYHHE HE MOXKET OBITH PACTOPTHYT TPYAOBOU JOTOBOP?
a) COOCTBEHHOE KeJIaHHe pabOTHUKA
6) 6aHKPOTCTBO OpTraHU3AINH
B) COOCTBEHHOE KeJaHue padboTomarens
') COKpallleHUE IITaTOB
4. KakoB MakCHUMaJIbHbI CPOK CPOYHOTO TPYI0BOTO AOroBopa?
a) 1 rox
0) 3 rona
B) 5 neT
r) 10 ner
5. JIns Kakux opraHu3alyii He 00s3aTeNbHO BEICHUE INYHBIX JIE:
a) MyHHUIIUTAIbHBIX
0) rocylapcTBeHHBIX cyObekTa PD
B) HErOCYJJapCTBEHHBIX
r) henepaabHbIX
6. Kak ¢popmupyercst nuunoe neno?
a) B XpOHOJIOTMYECKOM TOPSIIKE
0) B HOMUHAJILHOM TIOPSIJIKE
B) B IIPOU3BOJILHOM MOPSIIKE
7. 3a 0TKa3 3aBOJUTH TPYIOBYIO KHIDKKY paOOTHHKAM pabOTONATEN0 —
a) HUYero He Oyner
0) rpo3uT mrpad
B) TPO3UT apecT
T') BBIHECYT MOOIIPEHHUE 32 SIKOHOMUIO OJIaHKOB
8. Ecnum xaapoBuk ommOCsS TpH 3aMOJHEHUH TUTYJIHHOTO JIMCTAa TPYIOBOM KHHUXKKHU, €r0
NEeNCTBUL:
a) 3a4epKHYTh HEBEPHYIO 3aIMCh, a PSIJIOM HAIKUCATh MPABWILHYIO
0) criucath OJaHK KaK UCIIOPYCHHBIN U 3aTIOJTHUTH HOBBIA
B) HUYETO HE MPEIPUHUMAS, TIPOJIOKUATE 3aITOJHATH TPYAOBYIO KHUKKY
9. Hamo nu 3aBepsATh MpHKa3bl IeYaThl0 OPraHU3aIuu?
a) na
0) HeT
B) MHOT/AA
') Ha YCMOTpPEHHE PYKOBOJICTBA OpraHU3AINH
10. Kakue TpeboBaHMs 3aKOHOJATENIbCTBA HAA0 YUYUTHIBATD MIPH JKETAHUU PAOOTHHUKA Pa3/I€IUTh
CBOM €XKEerOJHBIA OIJIauMBAEMBbI OTITYCK HA YacTH?
a) 4aCTH JOJIKHBI ObITh PaBHBIMU
0) ogHa YacTh He MeHbIe 14 nHel
B) MOKHO JIEIUThH Ha JIFOObIE YaCTH
T') HeJb35 ACTUTh OTIYCK

2-ii cpe3 (MpoBOAUTCS MO McTedeHUe 14 yueOHBIX Helelb)
1. KakoB onTuMabsHBIN 00BEM pe3toMe U aBToOnorpadumn:
a) 1-2 nucra
0) MmoJICTpaHUILIBI
B) 3-4 nucrta
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T') 4eM OOJIbIIIe, TeM JIy4Ile
2. KakoB MUHUMAJIbHBIM CPOK CPOYHOTO TPYAOBOTO JOTOBOpa?
a) HE OrPaHUYCH
0) 1 mecsn
B) 1 ron
r) 15 nuei
3. Cpok XpaHEeHHSI TUYHBIX JIe]I TOCCITYKAIIUX B KJPOBOU CITyk0e 70 Iiepeaun B apXUB:
a) 1 rox
0) 3 rona
B) 10 net
r) 5 ner
4. Kak Ha3pIBaeTCs JOKYMEHT, yYUTHIBAIOIINN BCE JOKYMEHTHI, TOMEUICHHBIE B JIMYHOE J1E107
a) JTUCT-3aBEPUTEIb
0) nmpuMeuyaHue
B) OTJIaBJICHUE
') BHYTPEHHSS ONKChH
5. Cpok XpaHCHHMSI TUYHBIX JIE)I B ApPXUBE OpraHU3aI1H:
a) 5 ner
0) 75 ner
B) ITIOCTOSIHHO
r) 10 ner
6. 3auem HyXHa TpyOBask KHUKKa?
a) JUTsl TOTO, YTOOBI paOOTHUK MTOMHHII, TJI€ OH paboTas
0) /Ui HaYKMCIIEHUS! TICHCUH
B) JUIS TOCYIAPCTBCHHON CTATHCTUKH
T') Ul BHYTPEHHETO y4eTa OpraHu3aliu

7. Hago M 1o 3aKOHOJATENbCTBY 3HAKOMUTH MO/ POCHHMCH PAOOTHUKA C IIPUKA30M IO JINYHOMY
cocTaBy?

a) na

0) HeT

B) TOJIBKO C ITPHKa3aMM, UMEIOLUMH YHU(DUIIUPOBAHHYIO (popMy

I') TOJIBKO C MPUKa3aMH, UMEIOIUMHU YHU(ULUPOBAHHYIO (OPMY U O TUCHUIUIMHAPHOM
B3bICKaHUU
8. Jlatoli mpukasa sBIs€TCS JaTa...

a) COIJIaCOBaHUS;

0) moAnmucaHus;

B) YTBEPXK/ICHUS;

I') BUSUPOBAHUS.

9. Kakue TpeboBaHMs 3aKOHOIATENIHCTBA HA/I0 YUUTHIBATD MPH KEJIAHUHM PAOOTHUKA Pa3/IeIUTh
CBOM €XKETrOJHBIA OIJIauMBAEMBbI OTITYCK HA YacTH?
a) 4aCTH JOJIKHBI ObITh PaBHBIMU
0) ogHa YacTh He MeHbIIe 14 nHel
B) MOKHO JIEJIUThH Ha JIFOObIE YaCTH
T') HENb3s ACJIUTh OTIYCK
10. CoTpyaHuK, YCTPOUBIIHICS Ha pabOTy B TEKYIEM TOJTY, MMOJTy4aeT MPaBo Ha OTITYCK:
a) yepes roj
0) He paHee, yeM uepe3 6 MecsIeB
B) uepes 1,5 rona
') Ha YCMOTPEHHE PYKOBOJICTBA OPTaHU3AIIUN
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Ouenka cpe30BbIX TECTOB

KoJyin4yecTBO NpaBWIbHBIX O0TBETOB IIponeHTnl
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UTOI'OBbIN TECT
b1.B./IB.2.1. «iHHOBaLMH B KAIPOBOM /1€JIONPOU3BOACTBE»
1. 1. IIpomomxute Ha3BaHHE BUAA JIOKYMEHTa, OTHOcCsHIerocs K chepe orbopa u Haiima
nepcoHaa (Harpumep: 3asiBKa Ha no0bop nepcoHalq)
a) JINCT
0) oObsIBNIECHUE
B) 3asIBJICHUE
T) IpUKa3
2. Kto cocraBiser 3asBKy Ha moa0o0p mepcoHana:
a) pYKOBOJUTENb OPTaHU3aIUN
0) pyKOBOAMTENH MOpA3ACTCHUS
B) pyKoBouTeNb cayk0b1 IOY
I') TTIaBHBIN OyXranTep
3. Kakum He 10KHO OBITH pe3roMe:
a) YHU(ULIUPOBAHHBIM
0) TaKOHUYHBIM
B) CAMOKPUTUYHBIM
) CTPYKTYpPUPOBaHHBIM
4. Brurowyaercs 11 BpeMsi IPeI0OCTaBIEHHBIX PA0OTHHUKY OTITYCKOB 0€3 COXpaHEHUS 3apIlIaThl
(3a cBO¥I cUeT) B TPYIOBOM CTax?
a) na
0) HeT
B) €CJIM OTITYCK HE MpeBbliai 14 qHeil B TeueHue OJHOoro roja
') HA YCMOTpPEHHE PYKOBOJICTBA OPraHU3AINH
5. 1o kaxoiif mpuYKHE HeNb3s MPOAJIUTH WM EPEHECTH OTIYCK pabOTHUKY 0€3 ero corjacus?
a) €CTh OOJTbHUYHBIN
0) BBITIATN TIPA3JHUIHBIC THU
B) HE BBITJIATHIIN OTITYCKHBIC
') pYKOBOJICTBO HACTauBaeT
6. Hamo nu coctaBnsate rpaduk OTIYCKOB?
a) na
0) HeT
B) MHOT/1A
') Ha YCMOTpPEHHE PYKOBOJICTBA OpTaHU3AIUI
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7. KakoB onTUMaibHbII 00beM pe3toMe U aBToOHOrpaduu:
a) 1-2 nucra
0) IoJICTpaHULIBI
B) 3-4 nucra
') 4eM OoJiblIe, TeM JTy4Ile
8. CpoK XpaHEHUs JIMYHBIX JIe]1 FOCCIIY’KaIlUX B KaJIpOBOM Cily>k0e 10 mepeaayu B apXuB:
a) 1 rox
0) 3 rona
B) 10 ner
r) 5 ner
9. Cpok XxpaHEeHMsI IMYHBIX J€JI B ApPXHUBE OpraHU3aI1u:
a) 5 ner
0) 75 nmer
B) ITOCTOSIHHO
r) 10 et

10. ®opmupoBaHue 1€ HAUMHAETCS:
a) mocje OKOHYaHUs JAEJIONPOU3BOACTBEHHOIO I0/1a;
0) moce yTBepKACHUS HOMEHKIIATYPHI €T pyKOBOACTBOM;
B) C HaJaJia roja;
') HE UMEET 3HaUCHUSI.

11. B xakoM ciiydyae He OCTaBJISIIOT Ha XpPaHEHUE KOIIUU JOKYMEHTOB:

a) JIOKyMEHT SIBJISICTCS YHUKAIBHBIM

0) Ha KOITUHM UMEIOTCSI IOMETBI, OTpaXKaroIre padoTy Ha/l JOKYMEHTOM

B) JOKYMEHT SIBJISIETCS] KOIIEH IpUKa3a [0 OCHOBHOM JICATEILHOCTH, HAIIPABJICHHOW B
OTJEIIBI JJIsl CBEICHUS

I') KOIUS TOMOJHSET COJIepKaHue MepBOro 3K3eMIUIIpa

12. Tlpukassl 1o nepeBoly paboTHUKA Ha IPYTYIO TOJKHOCTD XPaHSATCS:
a) TIOCTOSTHHO
0) 75 ner
B) 5 net
r) 1 rox

13. B nene nymepyrores:

a) BCE JINCTHI 0€3 UCKITIOUCHNUS,

0) BCe JMCThI, KpOME JIUCTA 3aBEPUTEIBHOIN HAAMNCH;

B) BCE JIUCTBI, KPOME YHCTHIX;

I') BCE JIUCThI, KPOME YUCTHIX, JTUCTAa BHYTPEHHEW ONUCH U JIMCTA 3aBepUTENbHON
Ha/IITUCH.

14. Ha o0nosKe /ie7ia He YKa3bIBaeTCs:
a) HAMMEHOBaHKE CTPYKTYPHOTO TOJIpa3ielieH!s] OpraHu3allHH;
0) MOUTMHHOCTD TOKYMEHTOB JIEJIa;
B) JIETIOTIPOU3BOICTBEHHBIN UHJEKC AeTa;
I') Ha3BaHHE OpraHU3alUH.

15. B xakoii ocie0BaTeIbHOCTH BBl pacnonoxkure ciieAyronue Aea B OMUCH A€ 10 JTUYHOMY
COCTaBY:

aKThl HECYACTHBIX CIIy4aeB, CIIUCKU JJMYHOIO COCTaBa, JIMLEBBIE CUETA 10 3apIUIaTe, IPUKA3bI 10
JUYHOMY cocTaBy, TnyHble aena? (IlocraButh HOMepa Haj Ha3BaHUSIMH BHI0B JOKYMEHTOB)
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16. Kakue JOKyMEHTBI He OTHOCATCA K JOKYMEHTAM 10 JINYHOMY COCTaBy?
a) aBToOHorpadus
0) XapaKTepUCTHKA
B) MEMYaphl
T) pe3roMe

17. Kakue BUbpl JOKYMEHTOB MOKHO C()OPMHUPOBATH B OJTHO JEJIO:
a) IPUKa3bl O TOOIIPEHUSIX U O B3BICKAHUAX
0) TUYHBIC KAPTOYKU PAaOOTAIOIINX U YBOJEHHBIX
B) JIUIIEBBIE CYETA QJIMUHUCTPATHUBHO-YIIPABICHYECKOTO aNlapara u COTPyIHUKOB
I') IpUKa3bl 00 YBOJIBbHEHUU ¥ KOMaHIUPOBKAX
18. Ha xakue kareropuu aen 00s13aTeIbHO COCTABIISAETCS BHYTPEHHSS OIUCH:!
a) JINYHBIC JIea
0) mepernucka
B) JIMLIEBBIE CUETA IO 3apIuiaTe
I') IPUKA3bI 110 JINYHOMY COCTaBy
19. Ha xakue kaTeropuu fiejl He COCTaBIISIOTCS OIUCH:
a) MOCTOSIHHOT'O XpaHEeHUs
0) 0 TUYHOMY COCTaBY
B) 10-11eTHEr0 CpOKa XpaHEHUS
20. Hazgo sin 1o 3aKOHOAATENbCTBY 3HAKOMUTD I10]1 POCIIUCh PA0OTHHKA C IPUKA30M I10 JINYHOMY
cocTaBy?
a) na
0) HeT
B) TOJIBKO C ITPUKa3aMH, UMEIOIUMH YHU(PULUPOBAHHYIO (GOPMY
T') TOJBKO C MPUKA3aMH, UMEIOIIUMHU YHU(PHUIIMPOBAHHYIO (HOPMY U O JUCHUTUIMHAPHOM
B3bICKaHUU

OTBeTHI HA BONPOCHI TecTa: 2-0; 3-B;4-B;5-; 6-a; 7-a; 8-8B;9-0; 10-B; 11-a,0; 12-0; 13-1; 14- 0; 16-B;
17- B; 18-a; 19-B; 20-a.

O1neHka UTOroBOIo TecTa

KosinyecTBO NpaBuJibHbIX 0TBETOB IIpouenTsl
20 100
19 95
18 90
17 85
16 80
15 75
14 70
13 65
12 60
11 55
10 50
9 45
8 40
7 35
6 30
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