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1. Ilepeyenb MJIAHUPYEMBIX Pe3yJIbTATOB 00y4eHH S MO JUCHUININHE, COOTHECEHHBIX €
IUIAHMPYEMbIMH Pe3yJIbTATAMM 0CBOEHUS MPOTrPaAMMBbI

1.1.  Jucumnnunaa b1.B.JIB.02.01 «ManoBamumn B KaJpOBOM JEJOTIPOU3BOJICTBEY»
o0ecreunBaeT OBJIAJICHUE CICAYIOMUMHU KOMIICTCHIIUSIMHU:
Ko
Kon HaumeHnoBanue A HaunmeHoBaHue 3Tama OCBOCHHUS
JTarna OCBOCHUS
KOMITETECHITUH KOMITETCHITUH KOMITETCHIINH
KOMITETCHITVH
K - 2 CnocoGHOCTh pa3pabaThIBaTh U I1K-2.2.4 CriocoOHOCTB IPOTHO3HPOBATh
BHEJIPATH B IPAKTUICCKYIO KaJPOBYIO CUTYAIIHIO U BHEJPSTH
JIESITETBHOCTh OpTaHU3aIluu WHHOBAI[MOHHBIC KaIPOBEIC
WHHOBAI[MOHHBIC KaJIPOBBIC TEXHOJIOTHH TEXHOJOTHH
1.2. B pesynprare OCBOGHHS JOUCHUIUIMHBI Y  CTYICHTOB JIOJDKHBI  OBITh
c(hOpMUPOBAHBI:
Kon stana
OT®/TD A
OCBOCHUS PesynbTaTel 00ydeHus
(pu HaJIMIMK IpoQCTaHIAPTA)
KOMIIETCHITVH
«CTpaTeruueckoe yIpaBJICHUEC IK-2.2.4 3HAeT TEOPETHIECKIE OCHOBBHI MHHOBAIIMOHHOMN JESITEILHOCTH U
[IEpCOHAIOM OpTraHU3aLU) CC COBPEMCHHBIC KOHICIIITUN B Cd)epe YIIpaBJCHUA IICPCOHATIOM
[IpodeccroHansHOro CTaHzapTa BrisBrissieT  OCOOCHHOCTHM  WHHOBAIlMOHHBIX  HAINPaBJICHHH
«Cremaamer 1o VIIPABIEHHIO a3paboTKkH, 000CHOBAHUS W MPUHATHS KaIPOBBIX PEeIICHUH

nepcoHaiom» (YTBepxkaeH I[lpukazom
MuHHCTEpCTBA TpyAa W COLMAJIBHOM]
BamuTel Poccuiickoit ®enepanuu  oT
«06%» oxTs0pst 2015 1. Ne 691H)

Knaccuduimpyer WHHOBAIMOHHBIE KaIpOBBIE TEXHOJIOTHH
MOTHBAIlMM ¥ Pa3BUTHI MEpCOHaNa, 1oadopa, PacCTAaHOBKH,
OILICHKH TepCOHaja, IUIAaHUPOBAHUS Kapbepbl C YUYETOM
cnennukd  MPo(PEeCCHOHANTLHOW JEATCIIFHOCTH B CHUCTEME)
rOCYAapCTBEHHOTO U MYHHUIIMIIAJILHOTO YIPaBICHUS




2. O0beM U MeCTO TUCHHUILINHBI
B CTPYKTYpe 00pa30BaTeibHOI MPOrpamMmMbl

VYueonas mucnummHa b1.B.JIB.02.01«HHOBanMM B KaapoOBOM JEIONPOU3BOJICTBEY
NPUHAUICKAT K OJIOKYy BapHaTWBHAs 4acTh, JUCIHUIUIMHBI MO BBIOOPY. B cooTBeTcTBHH C
y4eOHBIM TUTAHOM, TI0 OYHOU (popme oOydeHHs TUCHIMILUIMHA OCBAaUBaeTCS B 3 cemMecTpe, oOmas
TPYJOEMKOCTh JUCIUILTUHBI B 3a4eTHBIX enuHuIax cocrapiseT 23E (72 gaca).

OcBoeHME UCHUIUIMHBI ONUpaeTcs Ha MHUHUMAaJIbHO HEOOXOIUMBIM  00BeM
TEOPETUYECKNX 3HAHWN B OOJACTH SKOHOMHKH, TICHXOJIOTUH, TOCYJApPCTBEHHOTO YIIPaBJICHHSI,
IOPUCTIPYACHLNHY, JOKYMEHTOBE/ICHHUS, a TaK)Ke Ha MPUOOPETEHHbIE paHEe YMEHHUS U HAaBbIKU B
chepe TOCYAapCTBEHHOTO W MYHHUIIUIAIBHOTO YIPABICHUS, SKOHOMHYECKOH TEOpHH,
COLIMOJIOTHH OpraHU3alliy, YIPaBIECHUS YeIOBEUECKHMH PECypCaMH.

VYuebnas aucuumiuHa b1.B.J[B.02.01 «/HHOBammu B KaJpOBOM JEIOMPOU3BOJCTBE
UCIIONB3YETCSl TpU U3ydyeHUH KypcoB CoOBpeMEHHbIE TEXHOJOTHH YIPaBJICHUS Kapbepoi,
WnpopmanoHHbIE TEXHOJIIOTUH YIPABICHUS IEPCOHANIOM, TaiiM-MeHEeKMEHT

[Io ouHo#t Qopme 00ydeHHS KOIMYECTBO aKaJEMUYECKHX YacOB, BbBIJACIEHHBIX Ha
KOHTAaKTHYIO paboTy ¢ mpenojaBareieM (IO BUAaM Y4eOHBIX 3aHATUH) — 28 yacos, B T.4. 8
nexnuii, 20 ceMHHApOB, U HA CAMOCTOSATENIbHYIO padoTy oOy4Jaronuxcs — 44 yaca.

[To 3aounoit popme oOyueHHsS KOIWYECTBO AKAJEMHUUYECKHUX YacOB, BBIJCICHHBIX Ha
KOHTaKTHYIO paboTy C mpemnojaBaresieM (10 BHIaM Y4eOHBIX 3aHsATHI) — 12 dvacoB, B T.4. 4
JeKIHA, 8§ CeMHUHApOB, U Ha CaMOCTOSTEIbHYIO paboTy oOydaroumxcs — 56 yacoB, 4 dvaca -
KOHTPOJb.

dopma MPOMEKYTOYHON aTTECTAIMU B COOTBETCTBUH C YUSOHBIM TUTAHOM — 3a4eT.



3.Conepxanme U CTPYKTYpa AU CHHUIIIMHBI

Crpykry]

a JTUCHUILIMHBI (MOIYJISA)

HaumenoBaHue TeM
U/WIH pa3aesioB

O0beM IUCHMILUIUHBI (MOYJIs1),

qac.

Paborta o0yuarommxcsi o
BHM/IaM Y4eOHbIX 3aHATHI

Bcero

/30, [ W30, | b
JOT | NOT

®opma
TeKylIero
KOHTPOJIA
ycrneBaeMoCTH,
MPOMEKYTOYHO
i aTTecTanuu

Ounas ¢popma o0y4eHuUs1

JIOKyMEHTBI 1O OUCKY,
0TOOpY ¥ HaliMy mepcoHaa

11

1 2 8

)

TpynoBoii JIOTOBOP c
PaOOTHUKOM: COAEpPIKaHUE U
OPSIIOK O(OPMIICHUS.

12

)

JluuHoe peno paboOTHHKA:
CO/lep)KaHWE W MOPSIOK
odopmeHusl.

13

TpymoBas KHIKKA
pabOTHHMKA: COACpXKAHHE U
MOPSITOK 0OPMITCHUS

11

IIpuka3pl MO TMEpPCOHATY W
OCHOBHOM JCSITEITBHOCTH:
COZIep)KaHWE U  TIOPSIOK
odopmIIeHUS

13

JloKyMeHTBI 1o
OTKOMaHJHPOBaHHIO u
OTITyCKaM MepCoOHaNa:
coepKaHue H  MOPSAIOK
opopmiienus. Ilepenucka u
CIpaBKM TI0  TepCOHAIY:
COJlep)KaHUEe W TOPSAOK
oQopmIIeHUS

12

IIpomMesxyTouHast arTecTanus

3aueT

Bcero:

72

8 20 44

23€eT

3aou

Has ¢op

Ma 00yueHusl

JIOKyMEHTHI 10 MOUCKY,
0TOOpY Y HaliMy mepcoHaa

11

1 1 10

Tpynosoii JIOTOBODP c
PaOOTHUKOM: COAEpIKaHHUE U
MOPSITOK 0(OPMITCHHSL.

12

Jluunoe geno paboTHHKA:
COJCp)KaHUE U TOPSIOK
o(opmIIeHUSI.

13

TpynoBas KHUKKA
paboTHUKA: coaepkaHHEe U
NopsIOK 0hOpMIICHHUS

11

10

Ilpukassl 1O TEpcOHATY U
OCHOBHOM JIeATeIIbHOCTH:
colepXKaHUE U  TOPSAOK
odopmIIeHHUS

13

JloKkyMeHTBI o
OTKOMaHAUPOBAHUIO u
OTIyCKam nepcoHana:

12

COJIep)KaHUE W TIOPSIOK




opopmiienus. Ilepenucka u
CIpaBKH T0  MEPCOHATY:
COJep)KaHUE U TOPSIOK
odopmIIeHUS

IIpomexxyTouHnas arrecrauus 4 3a4er
Bcero: 72 4 8 56 23eT

CamocrositensHas padota (CP) mo u3y4eHHIo AMCHUILIMHBI OCYLIECTBISIETCS! ¢ PUMEHEHHUEM
HOT. Hdoctyn k JJOT ocymiecTBisieTcs KaKAbIM 00y4aloMIUMCs CaMOCTOATENIBHO ¢ JTF000T0 yCTpOHCTBa

Ha mopraje: https:/lms.ranepa.ru. [1apoib U JOTMH K JIMYHOMY KaOWHETY/TIpOoGUIIO/yIeTHOM 3amucu
NPEI0CTABISACTCSA 00YUAIOIIEMYCs ICKAHATOM.

Ipumeuanue: 4 — popmvl mekyweeo xoumponas ycnegaemocmu: onpoc (0), mecmuposanue (T),
koumpoavras paboma (KP), xoanoksuym (K), acce (3), pegpepam (P), oucnym (1) u op.

ConepxaHue TUCUUTLTHHBI

Tema 1. JIokyMeHTBI 110 IOUCKY, OTOOPY U HAIMY NepcoHaJa. 3asBJICHUE HA TTIOUCK U
otOop mepconana. KBanudukanroHHsle TpeOOBaHUS K COMCKATEN0 BakaHCHH. OOBSIBICHUE O
BakaHcuu. Pe3tome kak mokymeHT. TpeboBanus k pe3tome. Buasr pestome. Ankera. TpeboBanus
K aHkeTe. JIuct Gecenpl ¢ coMcKaTeneM BakaHCHU. 3asBlieHUE O mpueme Ha padory. IlpaBuna
obopmiieHust 3asBieHuid. [IpoTmBopeunss B moaxomax K OGOPMIICHUIO  3asBJICHHM.
ABTobuorpadwus.

Tema 2. TpynoBoii 10roBop ¢ PadOTHHKOM: COAEp:KaAHME U TMOPAIAOK 0(OpMIIECHHUSA.
JIOKyMEHTBI, MpeabsBIsieMble MPU 3aKJIIOUEHUN TPYIOBOTO J0roBopa. JloroBop Kak JTIOKYMEHT.
Bunbr noroBopos. O01ire BOMPOCH 3aKIIOUYEHUS TPYI0BOro goroBopa. Conepikanue Tpya0BOTO
noroBopa. OO0s3aTeNbHBIC YCIOBUS TPYIOBOTO 10TOBOpa. JlONOJHUTEIbHbIE YCIOBUS TPYAOBOTO
noroBopa. OCOOCHHOCTH MOATOTOBKH TPYJIOBBIX JOTOBOPOB, COAEPIKAIIUX CHemu(HISCKUe
ycnoBusi. OdopmiieHre TpyA0BOTO JOTOBOPA.

Tema 3. JluyHoe pgeso padOTHMKA: coldep:KaHMe M NOPAIOK O0(QOPMJICHHS.
Copepxanrie v MOPSIIOK OPOPMIICHHS TUYHON KapTOuKu paboTHHKa. OCOOCHHOCTH COMIEpKaHUS
U 0pOpMIICHHSI JIMYHON KapTOUKH TOCYAapCTBEHHOTO ciyxariero. OcoOeHHOCTH COAepXKaHUs U
odopMIICHHUS JTMYHON KapTOYKH HAYYHOTO (Hay4HO-TIeIarornyeckoro) padbornuka. Coaepxanue
U TOPSAOK 0pOpMIICHHSI JTMYHOTO Jieia paboTHuKa. [IpaBuia XpaHeHUs JTMYHBIX A€ U JTUYHBIX
KapTO4YeK PaOOTHUKOB.

Tema 4. TpyaoBas KHHM:KKA pPa0OTHUKA: coJep:KaHUEe M NMOPSAAOK odopmiieHHs.
Coneprkanue TpyJI0Boi KHIKKH. [Topsimok odopmMiieHns TpyIOBOW KHMIKKH TIPH YCTPOMCTBE Ha
paboty. IlpaBuna BeneHus: TpynoBbix KHmKeK. [lopsimok odopmieHus ceeneHuili o mpuéme Ha
paboty, o mepeBojie, O HarpaxiaeHusx, o0 yBoibHeHHH. OdopmiieHHe B TPYIOBON KHIIKKE
3alucedl O COBMECTUTEINLCTBE. VcnpaBiieHne 3anuceil B TPYJOBOM KHUKKE.

Tema 5. Ilpuka3el 10 NepcoHay M OCHOBHOHN [eATEJBHOCTH: COJEpKaHHEe H
nopsaok odopmienus. Ilpukaz kak goxkyMeHT. Tumbl npukaszoB. [Ipuka3zbpl Mo OCHOBHOM
JEeSITeIbHOCTH U 10 JIMYHOMY cocTaBy. OO1ie BOIpoCH! MOATOTOBKM MPUKA30B IO IEPCOHAITY.
OcobeHHOCTH  colepkKaHUs M MopsAaka oO(OpMIIEHUS OTAEIbHBIX BHUJOB  IIPHUKA30B
(pacriopsbkeHM) 1O  HEepcOoHaNy. YHUPHUUUPOBaHHBIE (QOPMBI MEPBUYHOM  YUETHOU



nokymenrtanuu. Ilpukaz o npueme Ha paboty. Ilpuka3 o mepeBoge coTpynuuka. Ilpukasz o6
YBOJIbHEHUHU.

Tema 6. JlIokyMeHTBI 10 OTKOMAHJAMPOBAHMIO M OTIyCKAM IEPCOHAJA: COJep:KaHHe U
nopsiiok opopmienus. Ilepenucka M CIpaBKH IO NEPCOHANY: COJEpP:KAHHE M TNOPALOK
opopmiieHusi. [loHsTHE KOMaHIUPOBKU. ['apaHTUW paOOTHUKAM TIPM HAMPaBICHUHU B
KoMaHaupoBKy. CiyxeOHoe 3ananue. Ilpuka3 o HampaBieHHMM PaOOTHUKA B KOMAaHIHPOBKY.
KomangupoBounoe ynocroBepenue. CoaepxkaHue M MOPSIOK OPOPMIICHHS AOKYMEHTOB IIO
OTKOMaHIUpOBaHMUIO mepcoHana. ConepkaHue H MOPAAOK O(GOPMIICHHS JOKYMEHTOB IIO
ormyckam nepconana. Ilonstue ornycka. Tunsl orimyckoB. [Ipuka3 o npenocTaBiIeHUN OTITYCKA.
I'padux ormyckoB. BHecenne nusmeHeHnuil B rpaguk oTmyckoB. JIOKyMEHTHPOBAaHHE OT3bIBA U3
OTITyCKa. YUeOHBIH OTITYCK.

Ha camocrosrensHyto pabGory crymeHtoB mno juctmmmae  b1.B.JIB.02.01
«/IHHOBaLMU B KaJIpOBOM J€JIONPOU3BOJICTBE)» BBIHOCATCS CIIEIYIOIUE TEMBI:

117?1 Tema Bonpocsl, BbiHOcuMbIe Ha CPC ((;::;2
1 2 3 4
T JlokyMeHTBI o noucky, | IlpoTuBopeuns B moaxojax K o(OpMIICHHIO 0]
ema | 0TOOpPY M HaliMy IepcoHana 3asBJIeHUH. ABTOOHOTpadusL.
TpynoBoii JIOTOBOD ¢ | Ocobennoctn MOJTOTOBKH TPYAOBBIX 0]

Tema 2 | paGOTHMKOM: COfep)aHHMe U | AOTOBOPOB,  COJACPXKAMX  CreLU(HYecKUe
TIOPAIOK O(OPMIICHHSL. ycnosusi. OdopmieHue TpyJOBOro JJOroBopa.

Jluunoe  meno  paborHuka: | JOHmONHHUTENIBHBIE yCIIOBHSA TPYIOBOTO (0]

Tema 3 | COMepxkanme u HOPSANOK | AOTOBOPA. OCc00EHHOCTH TIOJITOTOBKH TPYAOBBIX
odopMIeHHS. JIOTOBOPOB,  COACPXKAIIMX  CIICIHU(pHIESCKHE

ycioBus. OdopMIeHe TPYIOBOTO JIOTOBOPA.

Tema 4 | TpynoBas kHukka paboTHuka: | OdopmiueHne B TpynoBOH KHIKKE 3aIMCEH 0O 0]
CoZIepIKaHue u HOPSIOK | COBMECTUTEIILCTBE. Hcnpasnenue 3ammceit B
ohopMICHHs TPYJOBOI KHIDKKE.

Tema 5 | Ilpukaser 1o mepconany u | Ilpukas o npumeme mHa pabory. Ilpukas o 0]
OCHOBHOM JeATeBHOCTH: | EpeBoe COTpyHuKa. [IpuKas 00 yBOIbHEHHH.
coaepKaHue u HOPAAOK
o opmIIeHHUS

Tema 6 | JlokymMeHTHI no | JoxkymeHTHpOoBaHWE OT3bIBA W3  OTIIyCKa. 0]

OTKOMaHIUPOBAHUIO v | YeOHbIH OTIyCK.
OTILyCKaM IepcoHana:
cozep)kaHue 51 IIOPSIAOK
opopmitenus. Ilepenucka u
CIIpaBKU o IepCoHAamy:
cozep)kaHue 51 MIOPSIAOK
odopmIIeHUS




4. MaTtepuaJjbl TeKyLIero KOHTPOJIsl ycneBaeMocTH 00y4yaromuxcsi 4 GoH OLeHOYHBIX
CpelacTB N0 JUCHHILIHHE

4.1. ®opMbl U MeTOAbI TEKYLIEr0 KOHTPOJISA YCHEeBAEMOCTH M MPOMEKYTOYHOM
aTTecTalMu.

4.1.1. B xone peanuzanuu aucuuruiasl b1.B./IB.02.01  «HHOBauuu B KaJgpoBOM
JIETIOTIPOM3BOJICTBE» HCIOJIB3YIOTCS clieytone (GOpMbl M METOJbI TEKYIIEro KOHTPOJIS
yCIIEBaEMOCTH 00YJaIOIIUXCS:

Ne n/m HaumeHnoBaHue TeM (pa3iesioB) MeTonn1 Texymero KORTpoIs
YCneBaeMoCTH
QOunas ¢popma

Tema 1 JIoKyMeHTBI IO TIOHCKY, OTOOPY M HaltMy nepcoHasa VcTHsI onpoc

Tema 2 TpymoBoit mOroBOp ¢ pabOTHHKOM: COACp)KaHHE U YcrHBIH onpoc
MOPSAZ0K O(OPMIICHUSI.

Tema 3 Jluanoe neno paOoTHHMKA: COJCpXKAHWE H  TOPSIOK Verblit onpoc
odopmIIeHUsI.

Tema 4 TpymoBass KHIWKKa paOOTHUKA: COIEPKAaHWE W TOPSIOK YeTHBIi ompoc
o opmIIeHUS

Tema 5 IIpuka3pl 1Mo mepcoHany M OCHOBHOH JESTEIbHOCTH: VYernslit onpoc
coJlepyKaHue U MOPSAAOK 0OpMIICHHUS

Tema 6 JIOKyMEeHThl 10 OTKOMAaHJUPOBAaHHUIO M  OTIyCKaMm VYT onpoc
MepcoHana: CONIEp’)KaHUE U TOPAIOK OGOPMIICHUS.
Ilepenucka u cmpaBKM MO MEPCOHANY: COACPKAaHUE U
TTOPSITOK 0OPMIICHUS

4.1.2. IlpomexxyTouHasi arrecTanus MPOBOAUTCA B (GOpME 3adeTa METOJIOM YCTHOTO
OIpoca Mo MEPEYHIO IPUMEPHBIX BOIIPOCOB U3 11.4.3.

K cnmage 3adyera 1no IMCHUIUIMHE JOIYCKAIOTCSA CTYAEHTHI, NOJy4YHMBIINE HE MeHblie 60
O0autoB mpu Tekymied arrecranuu. [Ipy MOAroToBKke K 3a4eTy CTYASHT BHHUMATEIbHO
IIPOCMATPUBAET BOMPOCHI, MPEAYCMOTPEHHbIE pabouell mNporpaMMoN, U 3HAKOMHUTbCA C
PEKOMEH/I0BAaHHOM OCHOBHOM suTeparypodi. OCHOBOHM 11l cllayM 3a4eTa CTYACHTOM SBIISETCS
U3y4eHHE KOHCIEKTOB OO30PHBIX JIEKIHH, MPOCIYyIIaHHbIX B TEYEHHUE CEMECTpa, MH(pOpMaIys,
NOJIydEeHHAs! B pe3yJbTaTe CaMOCTOATENbHON pabOThl, M MPAKTUYECKUE HABBIKH, OCBOCHHBIE MTPH
BBITNIOJTHCHUH 3a/1aHUM B TEUEHUE CEMECTpA.

4.2. MaTtepuaJjbl TeKylIero KOHTPOJIAA yCIIeBA€MOCTH.

Tema 1: /lokyMeHTBI 110 OMCKY, OTOOPY M HaliMy IepcoHaJja

Bonpocs! pjs1 o0cyKneHus:

st gero paspabateiBaetcst PerimamenT nondopa nepconana?
KakoB nopsiiok ¢popmupoBanus 3asBOK Ha Mo100p nepconana?
Kax mpaBuiabHO COCTaBUTh OOBSBICHHE O BAKAHCHH?

[TpaBuiia coctaBneHus: 1 0HOpMIICHUS pe3toMe.

Kak npaBunpHO HamucaTh 3asBICHUE O TIpueMe Ha padboTy?

SNk W=

Tema 2: TpyaoBoii 10roBop ¢ pa0OTHHKOM: COJepPKaHHe M MOPAIO0K 0()OPMIICHHSA
Bonpocs! ajst o0cyKneHus:

1. Ilepeuncnure TOKyMEHTHI, IPEABSABIsIEMbIE IPU YCTPOHCTBE Ha paboTy.
2. B kakux caydasx npu npuéme Ha pabory TpeOyercs cmpaBka 00 OTCYTCTBUHU
cyaumocTu?



3. Ilosicuute, nouemy TK P® 3anmpeniaet 3akiat04eHUE CPOUHBIX TPYIOBBIX JOTOBOPOB?
4. OxapakTepu3yiite 00s13aTeNIbHbIC YCIOBUS TPYAOBOTO JIOTOBOPA.

5. Ha3oBuTe 0OCHOBaHMS 3aKJIFOYEHUS CPOYHOTO TPYAOBOI'O 1OrOBOpAa.

6. Ormpenenure MOHATUS «PEXKUM PabOYEro BPEMEHU» U «BpeMsi OTAbIXa». Kak oHu

perynupytorcs B TpynoBom kogekce PO?

7. OxapakTepu3ynTe JOMOJHUTENBHBIE YCIOBHS TPYIOBOTO 1I0rOBOPA.
8. Kakue AOKyMEHTBI SBJISIOTCS OCHOBAaHUEM [UIsl WM3/laHUs TpUKa3a paboromarens o

npuéme Ha padoTy?

Tema 3: JIuunasa (y4eTHas)) KAPTOYKa W JIMYHOE JeJ0 PA0OTHHKA NpeANPHATHA:

co/iep:KaHue U MOPsI0K 0opmIIeHHsI
Bonpocs! 17151 00CyKIeHUs:

1. Ha xakue xareropuu paOOTHHUKOB 3aIlOTHIETCS JIMUHas KapTouka (dhopma T-2)?

2. Kaxum paboTHHKaM IMpUCBaMBAIOT TaOeIbHBII HOMEP?

3. Kak BHOCSTCS UBMEHEHUS B JTUYHYIO KapTOUKy paboTHUKA?

4. Kax ¢popmupyroTcst Tn4HbIe fena?

5. KakoB cpok XpaHeHus TUYHBIX 1ei?

6. OcobeHHOCTH (HOPMHUPOBAHUSA JIMYHBIX €Nl TOCYIapCTBEHHBIX M MYHHUIUMAIbHBIX

CIyKammx?

Tema 4: TpynoBasg KHM:KKa PpPa0OTHMKA TpPeINpPHUATHS: CO/ep:KaHUEe U TOPSAOK
opopMiIeHuA

Bonpocs! pjst o0cyKneHus:

1.

Ko nprobperaer 61aHK TPYAOBOM KHIKKU B OpraHU3aIuu?

2. Cpok ¥ ycnoBUsI XpaHEHUS TPYAOBBIX KHUKEK.
3. 3amucu B TPYAOBBIX KHMKKAX.
4. 3adem Hy)XHa TPyJOBasi KHUXKKA.
5. OO0s3aHHOCTH 10 MPaBWILHOMY BEICHHIO TPYIOBBIX KHUKEK.
Tema 5: Ilpuxka3spl (pacnopsikeHHsi) IO NEPCOHANY: COJep:KaHUe W TMOPSIAOK
opopMiIeHUsA

Bonpocs! pjst o0cyKneHus:

1.

Nk WD

JIist KakuXx Lened u31atT MpUKa3bl M0 JUYHOMY COCTaBY?

dopmMupoBaHUe JeI C IPUKA3aMH 110 JUYHOMY COCTaBY.

CpokH U YCIIOBHSI XpaHEHHsI IPUKA30B 10 JTUYHOMY COCTaBY.

OdopmiieHre MpuKa3oB MO JUYHOMY COCTaBY.

Hcnonb3oBanne yHUGHUIMPOBAHHBIX (OpM NpH OGOPMIIEHUH TMPHUKA30B IO JINYHOMY
COCTaBY.

Tema 6: JIOKyMeHTBI 110 OTKOMAHAUPOBAHHUIO H OTIIYCKAaM IIEPCOHAJIA:
coJep:KkaHue U MOPAA0K 0(pOPMJICHUA

Bonpocs! pjst o0cyKneHus:

DA

Odopmierre KOMaHIUPOBOK.

[TpaBuia opopmiIeHHS OYEPETHBIX OTITYCKOB.

[IpaBo Ha TONOTHHUTENBHBIA OTITYCK U 0POPMIICHHE JOKYMEHTOB.
Odopmienue NpoJICHHsI U IEPEHECEHUs OTITYCKa.

Cocranenue u opopmiieHre rpaguka OTIyCKOB.

1.3. OueHo4yHbI€e CpeCTBA IJIA POMEKYTOUYHOM aTTeCTAllUU.
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TemaTn4yeckue TecThl
Tema 1: JIOKyMeHTBI 110 MOMCKY, 0TOOPY M HaliMy IepcoHaJIa

1. TlpomomxuTe Ha3BaHHME BHJA JOKYMEHTa, OTHOCSIIETOcs K cdepe orOopa W Haiima
nepcoHana (HarpuMep: 3asiBKa Ha no0Oop nepcoHana)
a) JINCT
0) 0OBsABICHUE
B) 3asIBJICHUE
T) IpUKa3
2. Ko cocraBnsier 3asiBKy Ha 110100p MepcoHaa:
a) pyKOBOJUTEIb OpraHu3aluu
0) pyKOBOAMTEIb MMOAPA3ACICHH
B) pYKOBOIUTEINB CIyKObI JJOY
T') TJIaBHBIN OyXranTep
3. Kakum He TOJDKHO OBITH pe3loMe:
a) yHU(DUITUPOBAHHBIM
0) TaKOHWUYHBIM
B) CAMOKPUTHUYHBIM
I') CTPYKTYPUPOBaHHBIM
4. Kakum He ObIBaeT pe3rome:
a) KOMOMHUPOBAaHHOE
0) pyHKIIMOHATBHOE
B) XPOHOJIOTMYECKOE
T) nmpodecCHOHATBHOE
5. Kakyro nnopmaiuio He clieayeT BKI0YaTh B aHKETY MpU IPHEeMe Ha padoTy:
a) CeMEIHOE MOJI0KCHHE
0) 4epThl XapakTepa
B) MaTEPHAIBHOE MOJIOKEHNE
r) x000H1
Tema 2: TpynoBoii 10roBop ¢ pa0OTHHKOM: COAepP:KaHHe U MOPSAI0K 0()OpMIIeHUS
1.Kakue 1oKyMeHTHI He TpeOyIOTCS IPU 3aKIIOYCHUHU TPYIOBOTO TOTOBOpa?
a) macmopT
0) TpyI0oBas KHUXKKA
B) cOeperareibHas KHIKKA
T') IUILIOM
2. Kakas ungopmaius He BKIIOYAETCsl B TEKCT TPYI0BOrO TOTOBOpa:!
a) 00 orare Tpyna
0) 0 TPYZOBOM pacIopsiiKe
B) O HEMaTepUaIbHOM CTUMYIUPOBAHUU
') 0 IpaBax pabOTHHUKA
3. Haiinute HecylecTBYONIMI BU TPYAOBOIO JOTOBOpa:
a) CpOYHBIN
0) 6eccpouHbIii
B) CBEPXCPOYHBIN
I') 10 COBMECTUTENILCTBY
4. Hy>xHO 111 yCTaHaBIUBATh UCIBITATENIbHBIN CPOK AJIsl paOOTHHKA MPH 0(OPMIICHUH JI0TOBOpa
Ha BPEMEHHYIO paboTy:
a) na
0) HeT
B) HHOT/Ia
I') Ha ycMOTpeHue padoToaaTens
5. C kakoro Bo3pacrta JONMyCKaeTcs 3aKJII0YeHUEe TPYA0BOro Aorosopa’?
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a) c 13 ner
0) ¢ 16 net
B) ¢ 18 ner
r) ¢ 21 roma
Tema 3: JIuunasa (y4eTHasl)) KAPTOYKA W JIMYHOE JeJ0 PA0OTHHKA NpeANPHATHA:
coJep:kaHHe U MOPSI0K 0(popMiIeHHs
1.JInunas kaprouka (Popma T-2) 3anonHseTcs:
a) Ha BCEX paOOTHUKOB
0) Ha aAMUHUCTPATUBHO-YIIPAaBICHYECKHI anmapaT
B) Ha BCEX, MPUHATHIX HA OCHOBaHUHM MPHUKa3a O MpuemMe Ha paboTy
I') Ha BCEX, C KEM 3aKJII0UeH OE€CCPOUYHBIN KOHTPAKT
2. Kako#i TOKyMEHT He HyXEH IIPH 3aMOJTHCHUH JIMYHON KapTOUYKH paOOTHHKA!
a) CHUJIC
0) macropt
B) UHH
T') BOAUTEIHCKOE YIOCTOBEPEHUE
3. KoMy B opranusanuu NpucBanBaioT TabeIbHbBII HOMEp:
a) KaxJa0My paboTaromeMy
0) KaXXJI0OMy YBOJICHHOMY
B) K&KJIOMY, pab0Ta0IIeMy IO CPOYHOMY JOTOBOPY
I) KaXXJI0MYy, paboTaroniemMy 1mo 6eccpouHOMY JIOTOBOPY
4. Ilo kakomy KnaccupUKaTOPy KOAUPYETCS Tpodeccus B TMIHON KapTOUKe?
a) OKMH
6) OKIIATP
B) OKIIO
r) OKY /]
5. Kak BHOCUTb U3MEHEHHS B TMUHYIO KAPTOUKY pabOTHUKA?
a) 3aBECTHU BTOPYIO KapTOUKY
0) 3a4epKHYTh CTapble CBEJICHHs, BHECTH HOBBIE
B) HUYETO HE MPeJIPUHUMATh
I') 3aMEHHUTD CTapylo KapTOUKYy Ha HOBYIO

Tema 4: TpyaoBasi KHH:KKa Pa0OTHHUKA TMPEINPUSITHSI: COAePKAHUE U TMOPSAI0K
oopMiIeHu
1.PaboTonarens (3a UCKIIOUeHUEM paboTonaTeneil - pu3nuecKux JmI) o0s3aH BECTH TPYAOBBIC
KHIDKKM Ha KaXJa0ro paOOTHHKA B ciyyae, eclid paboTa B 3TOH opraHu3aiu SBJISETCsS A
paboTHHKA OCHOBHOM, MPOPAOOTABIIErO B OPraHU3aAINH:

a) CBBIIIIE OJTHOTO JTHS

0) CBBIIIIE MecsIIa

B) CBBIIIIC MATH JHEH

r) cBbImIe 1 roga
2. Kto momken nmpuobperaTh OJIaHK TPYAOBOM KHUKKHU:

a) pabOTHHUK

0) paboTonarens

B) BBILLIECTOAIIAS OPTaHU3AIIHS

') 3aKOHOM HE OTIPEJIEICHO
3. Cpok xpaHeHHs] HEBOCTPEOOBAHHBIX TPYJOBBIX KHUKEK B OPTaHU3ALIUN:

a) 5 ner

0) 10 mer

B) 75 ner

T') IOCTOSTHHO
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4.Hamo nm pgenath 3amuch B TPYAOBOM KHIDKKE COTpPYOHHUKA, paboTaromero Io
COBMECTHUTEICTBY?

a) 00s3aTeIIbHO

0) 10 ’keJTaHuio PabOTHUKA

B) 110 JKEJIaHUIO paboTOaTENsSA

T') 3aKOHOM HE OTIPE/IETICHO
5. Ecnu w3MeHWIMCh aHHBIe pabOTHUKA WM B TPYAOBYIO ObLla BHECEHA HEBEpHAas 3aIluCh,
KaJIpOBUK JIOJIKEH:

a) 3aUepPKHYTh HEBEPHYIO 3aIHCh, a PSIIOM HAMKUCATh MIPABUIILHYIO

0) HMUYETOo HE MPEANPUHIMATh

B) IPU3HATh HEBEPHYIO 3aIUCh HEJICHCTBUTEIBHON H BHECTH IIPABIIILHYIO 3aMTUCh

Tema 5: Ilpuka3dpl (pacnopsiKeHHs])) MO TEPCOHAJNY: COAepP:KAHME W TOPAIOK
opopMiIeHUA

Bonpocs! pjst o0cyKneHus:
1.K xakomy BuJy JOKYMEHTAIlUU OTHOCSITCS PUKA3bI:
a) OpraHu3alMuOHHOMN
0) paciopsIUTETLHON
B) MH(OPMAITMOHHO-CIIPAaBOYHON
') HAYYHO-TEXHUYECKON
2. JIns kakux 1eyiei u31at0Tcs MPUKa3bl MO JINYHOMY COCTaBy?
a) JUIsl pellIeHrs ONIepaTUBHBIX BOIIPOCOB
0) i1 pyKOBOJICTBA TEKYIIECH NESTEILHOCTHIO OpTaHU3aIHH
B) JJIsl PETYJIUPOBAHUS TPYAOBBIX OTHOLLIEHUIN
T') U1l TOTO, YTOOBI TTOKa3aTh paOOTHUKAM, YTO O HUX JyMaeT Ha4aJIbHUK
3. Moxno nu mnpu oOG(OpPMIEHHUH TMpHKa3a IO JHUYHOMY COCTaBy HE HCIOIb30BATh
yHUGUIIPOBaHHYIO (popmy?
a) na
0) HeT
B) MHOTJIA
T') 3aKOHOM HE OTIPEIEIICHO
4. Cpok XpaHeHus IPUKA30B 110 JIMYHOMY COCTaBy?
a) 5 ner
0) 10 mer
B) 75 net
T') IOCTOSTHHO
5. Kakoe u3 atux nen chopMupOBaHO MPaBUILHO?
a) [Ipukaspl TeHepaIbHOTO TUPEKTOPA IO OCHOBHOM JIEATEIHHOCTH U IMYHOMY COCTaBY
0) [Ipuka3bl reHepasbHOrO JUPEKTOPA IO IPUEMY U IEPEBOTY IepcoHaia
B) [Ipuka3sl reHepaIbHOTO TUPEKTOpA 10 IPUEMY, YBOJLHEHUIO U KOMaHIUPOBKAM
r) [Iprkasbl reHepanbHOr0 IUPEKTOPa MO YBOJIBHEHUIO U OTITyCKaM

Tema 6: /lokyMeHTbI MO OTKOMAHAMPOBAHUIO H OTIYCKAM IEePCOHAJIA: COAepKaHUE H
nopsiAok opopmiieHust

1.Hago v BBIMUCHIBATh COTPYAHUKY KOMaHIUPOBOYHOE YI0CTOBEPEHUE?

a) na

0) HeT

B) MHOTJIA

') Ha YCMOTPEHHE PYKOBOJCTBA OPraHU3AINH
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2. Opranu3zanys He BO3MEIAaeT KOMaHIMPOBAHHOMY COTPYIHUKY:

a) orIaTy mpoesza

0) oruaty MpoXXUBaHUS

B) CTOMMOCTb YKPaJI€HHBIX WJIN IOTEPSHHBIX BeLIeH

I') CpeaHUi 3apaboTOK 32 BpeMsi KOMaHAUPOBKH
3. B oTHOmEHUM KakuxX KOMaHAMPOBAaHHBIX COTPYIHUKOB JEHCTBYIOT BBILICIIEPEUNCIICHHBIE
KOMIICHCALIMU U TapaHTUuu?

a) Bcex

0) 0o(hOpMIIEHHBIX 110 TPYJOBOMY JI0TOBOPY
B) 0()OPMJICHHBIX TI0O COBMECTUTEIHCTBY
I') Ha YCMOTpEHHE PYKOBOJICTBA OPTaHU3aLUU
4. Hamo mu opopmitsiTh ciryxeOHOe 3aaHie Ha KOMaHIUPOBKY?

a) 1a
0) HeT

B) MHOTJIA

') Ha YCMOTpPEHUE PyKOBOICTBA OpraHU3aluu
5. Kakumu JOKyMEHTaMu TOATBEPAUTH BpeMs (akTHyeckoro mpeObIBaHUs paOOTHUKA B
KOMaHJIUPOBKE?

a) KOMaHIUPOBOYHBIM YIOCTOBEPEHUEM

0) MpuKa3oM MO0 KOMaHIUPOBKE

B) CIIy’)KEOHBIM 3a/IaHUEM

T') IPOE3IHBIMH TOKYMEHTaMU

MIxaJja oneHUBaAHUA

YcTHblii onpoc

VYpoBeHb 3HAHWN, YMEHHH W HaBBIKOB OOYYaroIIErocss NpU YCTHOM OTBETE BO
BpeMsl [POBEJEHUSl TEKYIIero KOHTpouis ompexaensercss Oamnamu B nuanazoHe 0-100 %.
Kpurepusimu onieHMBaHus IpU IPOBEIEHUHN YCTHOTO OIIPOCA SIBJISETCS IEMOHCTPALUS OCHOBHBIX
TEOPETHUYECKUX IMOJOKEHUH, B pPAaMKax OCBAMBAEMOM KOMIETEHIMH, YMEHHE IPUMEHSATH
MOJIy4YeHHBbIE 3HAHMS Ha TMPAKTUKE, OBJAJCHUE HaBbIKAMHU aHalu3a W CHUCTEMAaTH3alUU
nH(popMaIuu B 00J1aCTH yIPABJICHHUS KAYECTBOM.

IIpu ouleHMBaHMK PE3yJIBTATOB YCTHOI'O ONpOCa MCHOJIb3YeTCs cieayromas mkana [Tpu
OIICHUBAHHUH PE3YJIbTATOB YCTHOTO OMPOCA UCIOJIB3YETCS CIENYIOIAs NIKaJla OLICHOK:

100% - 90%

VYyamuiics AEMOHCTPUPYET COBEPILIEHHOE 3HAHWE OCHOBHBIX TEOPETHYECKHUX IIOJIOKEHUH, B
paMKax OCBaWBaeMOW KOMIICTEHIIMH, YMEEeT TPUMEHATh JeHCTBYyIOIee OIOKETHOE
3aKOHOJATEIhCTBA B CBOCH MPO(eCcCHOHATBFHON IeATEIFHOCTH, BaeeT HaBBIKAMHU aHaJH3a
JieiicTByOIIEeH Or0KeTHOU crcteMbl PO

89% - 75%

VYyanmiicss JEMOHCTPUPYET COBEPIICHHOE 3HAHWE OOJBIICH YaCTH OCHOBHBIX TEOPETHUCCKUX
MOJIOKEHUH, B paMKax OCBaMBaeMOl KOMIIETEHIMH, YMEET NPUMEHATb JAeHCTBYIOLIee
OIOJKETHOE 3aKOHOJATEIhCTBA B OTHCIBHBIX cepax NpPOPECCHOHANBHOW JeSTEeIBHOCTH,
BJIAJICCT OCHOBHBIMU HABBIKAMH aHAJIU3a ICHCTBYIONICH OrOKeTHOU crcTeMbl PO

74% - 60%

VYyamuiicss AEMOHCTPUPYET OOCTaTOYHOE 3HAHHUE OCHOBHBIX TEOPETHMUYECKUX TIOJIOKEHUH, B
pamMKax OCBaMBaeMOW KOMIICTCHLIMM, YMEET NPUMCHATh JCHCTBYIOIECE  OIOMKETHOE
3aKOHOJATEIbCTBA B OTICIBHBIX cepax MpoPecCHOHATBHON ACATCIFHOCTH, YACTUYHO BIIAJICET
OCHOBHBIMH HaBBIKAMHY aHAJIH3a JCUCTBYIONICH OI0KETHOHN crcTeMbl PO

menee 60%

VYyamuiicss AeMOHCTpUPYET OTCYTCTBHE 3HAHHM OCHOBHBIX TEOPETHUYECKHX IIOJIOKEHUH, B
pamMKax OCBaMBaeMOW KOMIICTCHIINHM, HE YMEeT TPHUMEHATh JeHCTByOIIee OI0HKEeTHOE
3aKOHOATENLCTBA B CBOCH MPO(ecCHOHALHOM NIEATEIPHOCTH, HE BIa/IeeT HaBbIKaMH aHAIN3a
JIeHCTBYIONIEH OI0/PKeTHOM crucTeMbl PO

TecrupoBanue
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VYpoBeHb 3HAHWN, YMEHHH W HaBBIKOB OOYYaroIIErocss NpU YCTHOM OTBETE BO

BpeMsi

MPOBEJCHUS TEKYIIEr0 KOHTPOJIS OMpelesiercs

oaiutamu B auamnasone 0-100 %.

Kpurepuem oneHuBaHus Ipu NPOBEACHUM TECTUPOBAHUSA, SBISETCS KOJIMYECTBO BEPHBIX
OTBETOB, KOTOpBIE Jal CTYJEHT Ha Bompockl Tecta. llpm pacdere konmdecTBa Oamos,
MOJYYEHHBIX CTYIEHTOM IO UTOr'aM TeCTUPOBAHHUSI, UCTIOIB3YyeTCs Cieayomas popmyIa:

B

b =—x100%,
0

rac b — xonuuecTBO 6aJIJIOB, MOJIYUYCHHBIX CTYACHTOM IO UTOTaM TECCTUPOBAHUS,
B — xonmuecTBO BEpPHBIX OTBETOB, TAaHHBIX CTYJCHTOM Ha BOIIPOCHI TECTA;
O — of11ee KOINYECTBO BOIIPOCOB B TECTE.

4.3. OneHo4HbIe CPeACTBA 1S IPOMEKYTOYHOM aTTecTaluH.

4.3.1. IlepeyeHb KOMIIETEHIUI C YKa3aHHEM 3TanoB UX (GopMUPOBaHMSA B Npolecce
ocBOeHHs1 00pa3oBaTeibHOI nporpamMmbl. Iloka3aTenn U KpuTEepHUH OLEHUBAHUS
KOMIIETEHIHI ¢ y4€TOM 3Tana ux (popMHUPOBAHUA

Kon
Kon HaunmenoBanue HaunmenoBaHnue 3Tana 0CBOCHUS
9TaIa OCBOCHUS
KOMIIETEHIINH KOMIIETEHIINH KOMIIETEHIINH
KOMITCTEHIINT
IK - 2 CriocoOHOCTE pa3padaThiBaTh U I1K-2.2.4

ACATCIBbHOCTL OpraHu3alumn

BHCAPATH B IPAKTUYCCKYIO

WHHOBAIIMOHHBIC KaIPOBLIC
TCXHOJIOTHUN

CriocoOHOCTB IPOTHO3UPOBATh
KaJpOBYIO CUTyallUIO U BHEAPATH
WHHOBALMOHHBIE Ka/IPOBBIE
TEXHOJIOTHH

JTan ocBOCHUA

IToxa3aTenn olleHUBAHUA

Kpurepnii ouennBanus

KOMIICTCHIIMH
[K-2.2.4 3HaeT  TeopeTHYecKHe OCHOBBI | — XapakTepu3yeT HOBOBBEJICHUS,
VMHHOBALIMOHHON JEATENBHOCTH M €€ | CBA3aHHBIC C MOMCKOM W OTGOPOM KajpoB, T.
COBpEMEHHBIE KOHLENUMU B cdepe [ e. ¢ (GOPMUPOBAHHEM  HOBOIO U

YIpaBICHUS IEPCOHATIOM

3¢ pekTHBHOTO KaIpOBOTO MOTEHITHAIA;

XapakTepu3yeT KaIpoBbIC HOBOBBEICHHS
B Iporecce Tpyna (arTecTtamus Kaapos,
HOBOE paCIpe/ieICHUEe TPYAOBBIX (QYHKIUI U

MPUHATHS KaJpOBBIX PEIICHUH

MMOJTHOMOYUH, METOABI TPOJBIDKCHHUS U
nepeMerieHus pabOTHUKOB)
BrusBisier 0CO0eHHOCTH | — Xapakrepusyer HOBOBBCJICHUS,
MHHOBAITOHHBIX HaNpaBICHUN | CBS3aHHLIE c [IEpPEeNoArOTOBKOM u
pa3paboTkH, 000CHOBaHHS 1 | MOBBINICHUEM KBATH(PUKAIIUN KaJIPOB.

KaJpOBbIe HOBOBBEJCHHS B OTHOLICHUH
OTHIETHHBIX paOOTHUKOB, HAITpUMeEp, paboTa ¢
QJIMTHBIMU CHELUATUCTAMH i HOBATOPaMH

Kiaccudumupyer MHHOBallMOHHBIE
KaJ{pOBBIe TEXHOJIOIMH MOTHBAILUU H
pa3BuTHS  HepcoHaia,  Imoadopa,
paccTaHOBKM, OLCHKHM IiepcoHala,
IUIAaHWPOBAHUSI Kaphepbl C Y4ETOM
crenudukn npodeccHoHaNbHON
JeTeIIbHOCTH B cucTeMe
rOCyIapCTBEHHOT'O U
MYHHIMIAJIGHOTO yIPaBJICHUS

XapaxTepusyeTr KaJpoBbie HOBOBBEICHUS,
cBs3aHHBIE ¢ oOecreueHreM (KaapOBBIM
COMPOBOXKJCHHUEM) IICICBBIX HAYYHBIX U
HAYYHO-TEXHUYCCKHX MpOorpaMm — Habop u
MOJrOTOBKA KagpoB JJs pa3paboTKu U
peanu3ayy mporpaMMbl HIH MPOCKTA.
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4.3.2 TunoBble OLIECHOYHbIE CPEICTBA

Bonopockel k 3a4ety

JIOKyMEHTHI 10 TTOHUCKY, OTOOpY U HaliMy MepcoHala.
Pestome kak noxyment. TpeGoBanus K pesrome. Bupl pesrome.
Amnkera. TpeOoBaHUS K aHKETE.

JIuct Gecenpl ¢ COMCKATENIeM BaKaHCHH.

SNk w =

3asBnenue o mpueme Ha paboty. IIpaBunma odopmienus 3asBrnenuil. [IporuBopeuns B
HOAXO0/1aX K 0(hOPMIIEHHIO 3asBICHHI.

TpynoBoit 10oroBop ¢ pabOTHUKOM: COZIEP>KaHHE U TOPSIIOK O(hOPMIICHUSI.
Bunps! norosopos. OgopmiieHne TpyaoBoro A0roBopa.

TpynoBast kKHIKKa Kak TokyMeHT. CopaepkaHue TpyaoBor KHIKKH. OdopMiieHne Tpy10BOi
KHIDKKH.

oA

9. JlenonponsBoaCTBO MO TPYIOBBIM KHIKKAM: TIOJyUEHHE, yUET, XPaHEHHE, BblIaua pabOTHUKY
IIPY YBOJIbHEHHH.

10.JInynas (yderHast) KapTouKa W JIMYHOE J€N0 paboTHMKAa mpeanpustus. CopepikaHue U
TOPSIZIOK OPOPMIICHUS TMYHON KapTOUKU paOOTHHKA.

11.Ocobenroctr comeprxkanust u 0hOPMIIEHHS IMIHON KAPTOUKU FOCYIAPCTBEHHOIO CIIY KAIIIETO.
OcobeHHOoCTH cozepaHusl W O(QOpPMIICHHS JIMYHOM KapTOYKH HAYYHOrO (HAY4HO-
TMIeTarOrMYeCcKoro) paboTHHKA.

12.Coneprxanne u nopsmok oGopMIEHHS IMYHOTO JeNa PAOOTHHUKA.
13. Ipukas xax noxyment. Buapl npukasos. [TpaBuia paGoThI ¢ IPUKa3aMH.

14.0co6ennoctn  comepxkanuss M mopsaka OQOPMIEHHS OTAEIBHBIX BUIOB IPUKA30B
(pacropsiKeHUI ) TIO TIEpCOHAITY.

15.Texnonorun wm3nanus mpukasos. I[Ipouemypbl OTMEHBI W aHHYJIMPOBAHUS IIPHKA30B.
XpaHeHHe MPUKA30B.

16.Conepsxanrie u nopsamok OpOpPMIEHHS TOKYMEHTOB II0 OTKOMAHIMPOBAHUIO IIEPCOHAJIA.
TexHoOrMs NOArOTOBKM KOMaHUPOBOYHBIX JOKYMEHTOB.

17.Conepxanvie u mopsiiok odopMIIeHHsT JOKYMEHTOB II0 OTIYCKaM mepcoHana. I paduk
OTIycKoB. 3asBrenue o0 ormycke. [Ipukas 06 oTmycke.

18. Conepxanne n nopsok oGoOpMIICHHS ITHCEM IO TIEPCOHATY.

19. Conepsxanue 1 nopsmok oGopMIICHHS CITY’KEOHO-IENOBBIX 3aHUCOK II0 HEPCOHAIY.
20.CripaBky 1o nepcoHaty: CoepKaHue U MOPSAIOK OPOPMIIEHHSL.

21.TexHonoruu perucTpanuu J0OKyMEHTOB, KOHTPOJIS HCIIONHEHHUS JOKYMEHTOB.
22.TlocTpoeHre HOMEHKIIATYPHI JIEI.

23.ApXuBHOE XpaHEHHUE TOKyMEHTOB

24 SI3bIK ¥ CTUIIL TOKYMEHTOB. PeIakTupoBanue T0KyMEHTOB.

25.Yundukanus, popmManuzanys, CTaHIaPTU3ANKUS JOKYMEHTA.

26. Pa6ora ¢ KoHpHAEHINATBHOM HHOpMaLKEit

MIxaJja oneHUBaAHUA

[Ipu onleHMBaHUM Pe3yIHTATOB OOYUEHUS MCIIOIB3YETCs CIEAYIOIIAs MIKala OLEHOK:

100% - 90%
(oTIMYHO)

Oransl dbopmupoBaHus KOMIIETEHIIHH, IIPEyCMOTPEHHbIE
o0pa3oBaTenbHOIl porpaMmoii, copMUpOBaHbEl Ha BBICOKOM YpPOBHE.
CBoOolHOE BIIAJCHHE MAaTEpUAIOM, BBIABICHHE MEXIPEAMETHBIX
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CBsI3eil. YBEpEHHOE BJIaJICHUE MOHITUHHBIM anmnapaToM TUCIUIIINHBIL.

[IpakTrueckue HAaBBIKU npodeccuoHaIbLHON JEeATEeIIbHOCTU

chopmupoBansl  Ha  BbICOKOM  ypoBHe.  CmocoOHOCTP K

CaMOCTOSITEIbHOMY HECTaHIaPTHOMY PEIICHHIO PAKTUYECKUX 3a/1a4
89% - 75% Oransl KOMIIETEHIINH, IPELyCMOTPEHHBIE o0Opa3oBaTenbHON
(xopo11o) IIPOrpamMMOoW, c(OpMHPOBAHEI JIOCTaTOYHO. HeranbHOE

BOCIIpOM3BECHHE Yy4yeOHOro marepuana. IIpakTuyeckue HaBBIKU
npoeCCHOHATBPHON ~ JESITeIbHOCTH B 3HAUMTENBHOM  Mepe
chopmupoBansbl. [IpUCyTCTBYIOT HABBIKM CaMOCTOSTEIBHOIO pPEIEeHUs
IIPaKTUYECKMX 3a/1a4 C OTJEIbHBIMU 3JIEMEHTAMH TBOPYECTBA.

74% - 60%
(YAOBIETBOPUTEIBHO)

Oranbl  KOMIIETEHIMH, IIPEyCMOTPEHHBIE o0pa3oBaTenbHON
nporpaMMoi, copMUpoBaHbBl Ha MUHUMaJIbHOM ypoBHe. Hammuune
MHUHHMMAJIbHO JIOIIYCTHUMOI'O YPOBHSI B YCBOGHMM y4yeOHOro MaTepuaa,
B T.4. B CaMOCTOATEIbHOM pEIIEHUWM TNPAKTUYECKUX  3ajad.
[IpakTHueckne  HaBBIKK poeCCHOHAIBHON  ACSATEIHHOCTH
c(OopMHPOBAHbI HE B IMOJHOI Mepe.

MeHee 60%
(HEy1OBJIETBOPUTEIILHO)

Oranbl  KOMIIETEHIMH, IIPEyCMOTPEHHBIE o0pa3oBaTenbHON
nporpamMmoii, He cpopmupoBanbl. HenoctaTouHblit ypoBeHb YCBOCHUS
NOHATUIHOIO ammapara M Halu4yue (QparMeHTapHbIX 3HAHUH IO
muciumuinHe.  OTCyTCTBHE MHHMMAJIBHO JIOINYCTHMOIO YPOBHS B
CaMOCTOSITEJIbBHOM pEHICHUM TPaKTHYeCKHuX 3anad. IIpaktudeckue
HABBIKU MPOPECCHOHATBHON NEATEeIHbHOCTH HE CHOPMHUPOBAHEI.

4.4. MeToanyeckne MaTepuaJbl

[Ipouenypa oneHuBaHUS 3HAHUM, YMEHHI, HAaBBIKOB M (WJIM) OIbITa JEATEIBHOCTH,
XapaKTepU3YIOMIMX ATanbl (OPMUPOBAHUS KOMIETEHIIMM, OCYIIECTBISIOTCS B COOTBETCTBUH C
ITonoxxeHreM 0 TEKyIIEM KOHTPOJIE YCIIEBAEMOCTU U IIPOMEKYTOUYHOM aTTECTALMU CTYACHTOB B
®OI'bOY BO PAHXuI'C u Pernamentom o OamuibHO-pEHTHHTOBOM cucTteMe B Bosrorpaackom

UHCTUTYTE YIIPaBICHUS -

¢umane PAHXul'C.
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5. MeToauyeckne yKazaHus 1 00y4AOUIUXCS 10 OCBOEHHIO TUCIHUIIMHBI

[Ipy moAroToBKe K YCTHOMY ONpPOCY PEKOMEHIYETCS MPUACPKHUBATHCS CIEAYIOLIUX
ATANOB: M3Yy4YE€HHE OCHOBHOM W JIOMOJHUTENBHON JUTEpaTyphbl MO IUCLUUIUIMHE, COCTaBIICHUE
KpPaTKUX KOHCIIEKTOB, TPYIIIUPOBKA B OTAENbHBII 0J0K BOIIPOCOB BHI3BABLINX 3aTPyJTHEHHE.

PexomeHaanuy Mo NJIAHUPOBAHMIO U OPTraHU3ALMU BpeMeHH, He00X0IMMOr0 Ha U3yYeHue
AUCHUTLTUHBI

CTpykTypa BpeMeHHU, He00X0AUMOr0 Ha N3y4YeHHe U CHUILTHHBI

dopma U3ydeHHs TUCHUTITHHBI Bpewms, 3aTpaunBaeMoe Ha U3y4eHue
JMCIUIUIMHEL, %
N3ydenune nurepaTypbl, pPEKOMEHIOBAHHOW B 40
y4eOHOil mporpamme
Pemienue 3amad, npakTUYECKUX YIPAXKHEHUH U 40
CUTYAIIMOHHBIX TPUMEPOB
N3ydenune teM, BBIHOCUMBIX Ha 20
CaMOCTOSITEJIbHOE PACCMOTPEHUE
Hroro 100

PexomMeHganum 1o moaAroToBKe K NPaKTH4eCKOMY (CEMHHAPCKOMY) 3aHATHIO

[IpakTrueckoe (CEeMHHApCKOE) 3aHATHE - OJHA W3 OCHOBHBIX (OpM OpraHu3aIuu
yudeOHOro TmpoIriecca, MPEACTaBIsiomas Cco00il KOJJIEKTUBHOE OOCYKICHHE CTYACHTaMU
TEOPETUYECKUX U MPAKTHUYECKHX BOIMPOCOB, PEHICHHE MPAKTUYECKUX 3a/]ay O] PYKOBOACTBOM
npenoaasaresss. OCHOBHOMN LIETBIO MPAKTUYECKOTO (CEMUHAPCKOT0) 3aHATHS SBISETCS IPOBEPKA
[IyOMHBI TOHMMAaHHUS CTYJIEHTOM HM3y4aeMoOM TeMbl, y4eOHOro MaTepuana U yMEHUS U3JI0KHUTh
€ro CoJepKaHue SCHBIM U YETKUM S3BIKOM, Pa3BUTHE CAMOCTOSTEILHOTO MBIIUICHUS U
TBOPUYECKOH aKTMBHOCTM Yy cTyaeHTa. Ha mpakThueckux (CEeMUHApCKUX) 3aHATHIX
MperoiaraeTcss paccMaTpuBaTh HawbOoyiee BaKHBIC, CYIIECTBEHHBIE, CIIO)KHBIE BOMPOCHI
KOTOpBIE, HauboJjee TPyAHO YCBaUBAIOTCS CTyAeHTaMU. [Ipyu 3TOM TOTOBUTHCS K MPAKTHUECKOMY
(ceMHHapCKOMY) 3aHSITHIO BCerJa HYXHO 3apaHee. [loAroTtoBka K MPaKTUYECKOMY
(ceMHHAPCKOMY) 3aHATHIO BKJIIOUAET B Ce0s ClIeyrolIee:

- o0s3aTenbHOE O3HAKOMIICHHE C TUTAHOM 3aHATHS, B KOTOPOM COJIEpPKATCsI OCHOBHBIC
BONPOCHI, BBIHOCUMbBIE Ha 00CYKICHHE;

- W3YYCHHE KOHCIEKTOB JIEKIIUHA, COOTBETCTBYIOIIUX pa3elioB y4eOHHKa, y4yeOHOTO
nocoOusi, coiepKaHusI PEKOMEH/I0BaHHBIX HOPMATHUBHBIX MPABOBBIX aKTOB;

- paboTa ¢ OCHOBHBIMH TepPMUHAMH (PEKOMEHIYETCSI X BBIYUHTB);

- W3yuyeHHue JOIOJIHUTEIbHOW JUTEepaTyphl IO TEME 3aHATUSA, Jenas Ipu STOM
HEOOXOUMBIC BHIMICKHU, KOTOPHIE MIOHAIO00STCS PU 00CYKICHUH Ha CEMUHAPE;

- (opmynupoBaHUE CBOEr0 MHEHHS MO Ka)KJOMY BOMNPOCY U apryMEHTHPOBAHHOE €ro
000CHOBaHUE;

- 3alUCh BO3ZHUKIIHUX BO BpPEMsl CaMOCTOSITENIbHON paboThl ¢ yueOHUKaMU M HAyYHOH
JUTEPATyphl BOIPOCOB, YTOOBI 3aT€M Ha CEMHHAPE TIOTYYUTh HA HUX OTBETHI,

- oOparieHue 3a KOHCYJIbTaluel K MpernoiaBareiio.

[IpakTuueckne (CeMHHApPCKHUE) 3aHATHUS BKIIOYAIOT B ce0S W CIENHAIBHO
MOJTOTOBJIEHHbIE pedepaThl, BHICTYIUICHHUS] MO KaKOH-THOO CIOXKHOW MM 0CO00 aKTyalbHOMN
npobiieMe, pereHne 3a1a4. Ha mpakTuaeckoM (CEeMHHAPCKOM) 3aHSATHH CTYICHT IPOSBIISET CBOE
3HaHHWE NpeaMeTa, KOPPEeKTHpyeT HH(GOpMalMio, MOJYYEHHYIO B MpoIlecce JEKIUOHHBIX U
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BHEAYAUTOPHBIX 3aHATHH, GOPMHUPYET OINpeaesIeHHBI 00pa3 B IJla3ax MpernoaaBares, NoayJdaer
HAaBBIKM YCTHOM pe4U U KyJIbTYpbl IUCKYCCUH, HABBIKM TPAKTUYECKOIO PEIICHUS 3a]1a4.

PCKOMeH[laIH/II/I M0 U3YYCHHUI0 METOAUYECCKUX MAaTEPHAJIOB

Mertoauyeckue Marepuanbl IO JUCUUIUIMHE IO3BOJISIIOT CTYACHTY ONTHMAJIbHBIM
00pa3oM OpraHu30BaTh MPOIECC U3YUEHHs TaHHON AUCIUILTUHBI. MeToNUeCKue MaTeprabl o
JTUCLUIUIMHE TPU3BAaHbl IOMOYb CTYAEHTY IMOHATh ClEeUU(UKY H3ydaeMoro MaTepuaia, a B
KOHEYHOM HUTOI€ — MAaKCHUMaJbHO IIOJHO M KAaueCTBEHHO €ro OCBOWUTb. B mepByro odepens
CTYIEHT JOJDKEH OCO3HaTh IpPEJHA3HAYCHHE METOAMYECKHX MaTEPUAJIOB: CTPYKTYpy, LEIU U
3agaun. [lyig 3TOro OH 3HAKOMHTCS C MpeaMOyIloi, OryIaBIeHHEM METOJIUYECKUX MaTepHalloB,
rOBOpsl MHade, OCYIIECTBIISIET NEPBUYHOE 3HAKOMCTBO C HHMM. B pasnene, NOCBALICHHOM
METOAMYECKUM PEKOMEHAAUMAM [0 U3YYCHUIO JUCLUIUIMHBL, IPUBOIATCS COBETHI 110
IUTAHUPOBAHUIO M OPraHU3alii HE0OXOAUMOrO JUIsl U3Y4eHUs JUCLUIUIMHBI BpDEMEHHU, ONUCaHHE
NOCIIE0OBATENbHOCTH  JEWCTBUHM  CTyJeHTa  («CLIEHapuil  M3ydeHUs  JAMCLUIUIMHBIY),
peKoMeHAanuu 1o padoTe ¢ JIUTEpaTypoi, COBETHI 10 MOATOTOBKE K SK3aMEHY U Pa3bsCHEHUS
M0 MOBOAY pabOThI C TECTOBOHM CHCTEMOW Kypca W HaJ JOMAITHUMHU 3afaHusiMH. B 1enom
JAHHbIE ~METOJUYECKHE PEKOMEHJAIMM CIIOCOOHBI OOJIErYUTh M3Y4YEHHE CTYAECHTaMH
JUCUMIUIMHBL M TOMOYb YCHEIIHO CcJaTh SK3aMeH. B  pasgene, coaepkamieM ydeOHO-
METOJUYECKUE MAaTEPHUaIIbl JUCIMILIMHEL, COAEPKAaHUE NMPAKTUYECKUX 3aHATUH 110 NUCLHUIUIMHE,
CJI0Bapb OCHOBHBIX TEPMUHOB JUCLUIIIIMHBL.

PexomeHnaanmuu 1o caMocTosiTeIbHOI padoTe CTY/ICHTOB

HeotrbemiembIM 371€MEHTOM Y4eOHOIO mpoliecca SBISETCS CaMOCTOsITeNbHAas paboTta
cryaenta. Ilpu camocrosTensHOH paboTe JOoCTUraeTcss KOHKPETHOE YCBOCHHE Y4YeOHOTro
MaTepuaia, pa3BUBAIOTCS TEOPETUYECKUE CIOCOOHOCTH, CTOJb Ba)KHBIE MAJIi COBPEMEHHOM
HOJATOTOBKU CIleIUanucToB. DOpMBI CaMOCTOSTETLHONH pabOThl CTYIEHTOB IO JAUCIHILIHHE:
HalMcaHhe KOHCIEKTOB, MOJArOTOBKAa OTBETOB K BOINpOCAaM, HamucaHue pedeparoB, pelieHue
3ajad, uccieaoBarenbekas padoTa, BHIIIOTHEHUE KOHTPOJIbHOM paboThI.

3amaHus IS CaMOCTOSITENIbHOM pabOThl BKJIIOYAIOT B ce0sl KOMIUIEKC aHAIUTUYECKUX
3a/laHuil BBIMOJTHEHHUE, KOTOPBIX, MPEAINOIaracT THIATENhbHOE W3YYCHHE HAyJYHOW U ydeOHOU
JUTEPATyphl, TEPUOAUYECKUX W3JIAHMM, a TakKe 3aKOHOAATENIbHBIX W HOPMAaTUBHBIX
JOKYMEHTOB TMpeajaraeMeix B 1.6.4 «YueOHas nuTeparypa M pecypchl HH(DOpPMAIMOHHO-
TEJIEKOMMYHUKAIIMOHHOU ceTu "UnaTepner”, y4e0HO-METOTUUECKOE obecrieueHne
CaMOCTOSITENIbHOW paboOThl OOYYaIOUIMXCS IO AUCLUUIUIMHEY. 3alaHus MPeJOCTaBIAIOTCA Ha
IIPOBEPKY B IIEYaTHOM BHJIE.

Pexomenganum no padore ¢ Jureparypoit

[Ipn m3ydeHun Kypca y4eOHON AMCIMIUIMHBI 0CO00€ BHUMAHHE CIIEyeT OOpaTHTh Ha
PEKOMEHAYEMYIO OCHOBHYIO U JOIIOJHUTEABHYIO TUTEPATYPY.

BaxHBIM 37IEMEHTOM IMTOATOTOBKH K CEMHHAPY SIBISIETCS TITyOOKOE M3y4eHHEe OCHOBHOW U
I[OHOHHHTGHBHOﬁ JINTCPATYPBHI, peKOMeHHOBaHHOﬁ IO TEMC 3aHATUS, a TAKIKC ICPBOUCTOYHUKOB.
[Tpu 5TOM 1MOJIE3HO MPOUYUTAHHYIO JTUTEPATYPY 3aKOHCIIEKTHPOBaTh. KOHCIEKT TOIKEH 0TBEYaTh
TpEM Tpe6OBaHI/I}IM: 6BITB COACPIKATCIIbHBIM, II0 BO3MOXHOCTHU KPATKHUM W MPABUIIBHO
0(OpMJIICHHBIM.

COI[ep)KaTeHBHBIM €ro CJICAYyCT CYUTATh B TOM CJIy4dae€, €CJIM OH NepeaacT BCC OCHOBHELIC
MBICIH aBTOPOB B IIEJIOCTHOM BHJE. V3IOXKHUTh TEKCT KpaTKO — 93TO 3HAYUT TMepenarTb
COACPIKaHUEC KHUTH, CTATbU B 3HAYUTEIILHOU MEpC CBOUMHU CJIOBAMMU. HpI/I 9TOM CJIEAyCT
NPUICPKUBATHCS TIPABHJIA - 3alMCHIBATH MBICTH aBTOpa pabOTHI JIMINL TMOCJIE TOTO, KaK OHa
XOpouIo MoHsTa. B TakoM ciy4ae moctaBieHHas 1enb OyaeT gocTurHyra. LlutupoBars aBTopoB

19



U3y4aeMbIX padoT (¢ 00s3aTeNbHON CCHUIKOM Ha MCTOYHHUK) CIEIyeT B TeX CIIydasiX, €CIIU HaJo
3allMCBIBATh OYEHb BAXKHOE ONPENIEIEHNE UITH TTO0JIOKEHHE, 0000IIAOINi BEIBO/.

BaxHo u BHemHee ohopMiieHne KOHCIIEKTa. B ero Hayane Hago yka3aTh TEMY CEMHHApa,
JlaTy HaIllUCaHUs, Ha3BaHUS JIUTEPATYPHBIX HCTOYHUKOB, KOTOpPbIE OYAYT 3aKOHCIEKTUPOBAHBI.
I'myGokast camocTosATeNnbHas paboTa HaJl HUMU 00ECIIEUUT YCIEIIHOE YCBOCHUE U3ydaeMOoi
JUCLUTUIMHBL

OpHMM W3 BaXHEMIIUX CPEICTB CEPbE3HOIO OBJAACHMS TEOpUel  sBIETCA
KOHCneKmuposeanue nepeoucmoyHuKos.

JInst cocTaBiieHHs KOHCIIEKTa PEKOMEHIyeTCsl CHavyaja MpounTarh paboTy LEIUKOM, YTOOBI
YACHUTH ee 00U CMBICT U cofepkanue. [Ipu 3ToM MOXKHO clienaTb IOMETKH O €€ CTPYKTYpe, 00
OCHOBHBIX TIIOJIOKEHUSIX, BBIBOJAX, HAAO CTaparbCsi OTIMYaTh B TEKCTE OCHOBHOE OT
BTOPOCTEIIEHHOT0, BBIBOJbI OT apryMEHTOB U JJOKa3aTeJIbCTB. ECiM €CTh HEMOHATHBIE CIIOBA, HAJI0
B SHIUKJIONEMYECKOM CII0Bape HAlTH, YTO 3TO CIOBO 0003HAUaeT. 3aKOHYMB YTeHHe (maparpada,
IJIaBbl, CTaThbU) HAJO 3a4aTh ce0e BOMPOCHI TAKOro poaa: B uem rnaBHas Mbiciab?  KakoBel
OCHOBHbBIE 3BEHbsl JOKa3zarenbcTBa ee? UYUTo BbITekaeT U3 yTBepxkaeHud asropa? Kak 3t0
COIJIaCYETCsl C TEM, UTO YK€ 3HAETE O IPOUYUTAHHOM U3 JPYIrHMX UCTOYHUKOB?

SlcHOCTP M OTYETIMBOCTH BOCHPHUATHS TEKCTa 3aBUCUT  OT MHOIOro: OT
COCPEJOTOUYEHHOCTH CTYJIEHTa, OT TEXHUKH UTEHHs, OT HACTOWYMBOCTH, OT SPKOCTH
BOOOpaXeHUs!, OT TEXHUKU (PUKCHPOBAHUS MPOUYUTAHHOTO, HAKOHEII, OT 3PYAULINU — OOIIeH U B
KOHKPETHO paccMaTpuBaeMoi npodieme.

Pe3ynpTaTomM nepBOHAYaIbHOTO YTEHUS JOJDKEH OBITh MPOCTON MIAH mMeKcma u yemroe
npeocmasnienue 0 HEACHbIX Mecmax, OTMEUYeHHbIX B KkHure. Ilocne mnpenBapurenbHOro
03HAKOMJIEHHUS, [P IIOBTOPHOM YTEHHMH CIEAYET 6bl0EIUNb OCHOGHbIE MOBIC/IU A6MOpPA U UX
pa3BUTHE B NPOU3BEICHUM, OOpaTUTh BHUMaHUE HAa OOOCHOBaHHE OTAEIbHBIX MOJO0XKEHUH, Ha
MeTonbl W (OpMBI JOKa3aTenbcTBA, Haubonee spkue NpuMepbl. B xoxe 3Toil paboThI
OKOHYATeIbHO OTOMpAeTcss MaTepuan Uil 3alluCh WM ONpeAesseTcs €€ BUJ: MJdH, Me3uchl,
KOHCheKm.

[Iman 3TO KpaTKuid, MOCIEIOBATENbHBIN MMEPEUYCHb OCHOBHBIX MBICIEH aBTOpa. 3alllCh
IPOYNTAHHOTO B BUJIE TE3MCOB — 3HAUUT BBIABUTH U 3alIUCATh ONOPHBIE MBICIN TeKCTa. Pa3Huia
MEXIy IUIAHOM M Te3UCaMM 3aKJII0YaeTCsl B CIEAYIOLIEM: B IUIaHE MBIC]Ib Ha3bIBaeTcs (CTaBb
BCErJa BOMPOC: O 4YeM TOBOpUTCS?), B Te3ucax — (GopMyiaupyercs — (4T0 UMEHHO 00 3TOM
roBoputcsa?). 3amuch OIMOPHBIX MBICICH TEKCTa BakKHA, HO TIOJIHOTO TMPEACTABICHHUS O
IPOYNTAHHOM HAa OCHOBAaHHMHM IOJ00HOM 3almucu HE COCTaBHUIIb. BaXHO OCMBICIHUTH, KaK aBTOP
JIOKa3bIBA€T CBOK MBbICIIb, KaK YyOEKIaeT B MCTUHHOCTH CBOMX BBIBOJOB. Tak BO3HHMKAeT
KoHCcnekT. dopmMa 3amucu, Kak Mbl YK€ OTMETHIIH, YCIOXHSETCS B 3aBUCUMOCTH OT Iiesed
paboTHI: TIJIaH — O YeM?; TE3UChl — 0 4eM? YTO UMEHHO?; KOHCIIEKT — O YeM? 4TO UMEHHO? Kak?

KoHcnekT 3T0 KpaTkoe IOCIel0BaTENbHOE H3JIOKEHHE coaepxkaHus. OCHOBY e€ro
COCTaBJIA€T IUIaH, TE3UChl M BBINUCKM. HenocTaTku KOHCIEKTUPOBAHMS: MHOIOCIIOBHE,
LIUTUPOBAHUE HE OCHOBHBIX, a CBA3YIOLIUX MBICIEH, CTPEMIIEHHE COXPAHUTH CTHIIMCTHYECKYIO
CBSI3aHHOCTH TEKCTa B yIIEpO €ro JIOTHYeCKoi cTpoiHOoCTH. [IprucTynaTh K KOHCIIEKTHPOBAHHUIO
HEOOXOMMO TOTJa, KOTJAa CIIOKWJIMCh HABBIKM COCTABJICHMS 3allUCH B BUJE Pa3BEPHYTOTO
MOAPOOHOTO IJIaHA.

®opma 3anmucH MpHU KOHCIIEKTUPOBAHMH TpeOyeT 0coO0Oro BHUMAHHMA: BAXXKHO, YTOOBI
COOCTBEHHBIE YTBEP)KICHUS, Pa3MbILIUICHHS HAJ IPOYUTAHHBIM, YETKO OTAEISUIUCH IIPU 3aMUCH.
PazymHee BBIHOCHUTH CBOM TIOMETKM HAa LIMPOKHE IOJIS, 3aMChIBATh HA HUX JOMOJHHUTEIbHbIE
CIPAaBOYHBIC JJAaHHBIE, [IOMOTAIOINE YCBOSHHUIO TEKCTA (aTa COOBITHSI, YIOMSHYTOTO aBTOPAMHU;
CBEICHMS O JIMLIE, HA3BaHHOM B KHUI€; TOUHOE COJEp)KaHHUE TepMUHA). Eciau KoHcneKTupyercs
TEKCT BHYIIUTEJIBHOTO 00beMa, He0OOXOAMMO YKa3bIBaTh CTPAHUILIBI KHUTH, KOTOPBIE OXBAThIBAET
Ta WM MHAs 9aCTh KOHCIEKTA.

Jns ynoOcTBa MOJNb30BAHUS CBOMMH 3allMCAMHU Ba)KHO O3arjiaBUTh KPYIHBIC YacTH
KOHCIIEKTa, IOAYEpKUBas 3a2on06ku. CleqyeT NOMHUTh O Ha3HAUEHUU KpPACHOM CTPOKH,
CTPEMHTbCA K 4YETKOW rpaduke 3amucedl - ycTynamu, KOJIOHKaMH. M3naraTh riiaBHblE MBICIH
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aBTOpa M WX CHCTEMY apryMEHTOB - HEOOXOIHWMO TMPEUMYIIECTBEHHO CBOWMH CJIOBAaMH,
nepepadaTbiBas TakuM 00pa3oM HHGOPMAIHIO,— TaK MPOXOAHWT YSCHEHHE €€ CyTH. MBICIb,
(bpasbl, MOHATHIE B KOHTEKCTE, MOTYT IproOpecTu 6osiee mpocTpaHHOe U3JI0KeHHe B 3amucu. Ho
TEKCT OpUTHMHAJIa CBEPTHIBAE€TCA, U CTYACHT, OTpabaTbIBasi JIOTMYECKOE MBIIUICHUE, YYUTHCS
BBIJICTISITh TJIABHOE M 0000INaTh OJHOTUITHBIC CYXACHHs, onHOpoaHble (akTel. Kpome Toro,
Jieniast 3alucy CBOMMHU clloBaMH, 0000111asi, CTYACHT YUYUTCS TUCbMEHHON peyH.

3HaHue 00Iel CTpaTeruy YTeHHUs, TEXHUKH COCTaBJIICHHE IJIaHA M TE3UCOB OIMPENesIeT ’
TEXHOJIOTHIO KOHCTIEKTUPOBAHUS

e BHUMAaTeNbHO YHUTATh TEKCT, MOIMYTHO OTMEYas HEMOHSATHBIE MECTa, HE3HAKOMbBIC
TEPMUHBI U TIOHATUS. Botnucame na noaa 3HaueHne OTMEUCHHBIX TTOHSATHI.

e [lpu mepBOM UYTEHHMH TEKCTa HEOOXOIUMO COCTAaBUTh €r0 HPOCHION NIaH,
MOCIIeI0BATEIbHBIN TIEPeYeHh OCHOBHBIX MBICIICH aBTOpA.

e [Ipu NOBTOPHOM YTEHHWU TEKCTa BBIAETATH CUCHEMY O0O0KA3AMENbCME OCHOBHBIX
MOJIOXKEHUH paboThI aBTOpA.

e 3aKIIIOYMTENBHBIA dTam paboThl € TEKCTOM COCTOMT B OCMBICICHHH paHee
OTMEUYEHHBIX MECT M UX KPaTKOW MOCIIEI0OBATEIBHOM 3aUCH.

e [Ipu KOHCHEKTUPOBAHUU HYKHO CTPEMHUTHCS GbIPA3UML MbICAL AGMOPA CEOUMU
cnoeamu, HTO TIOMOTaeT 0oJiee TIYyOOKOMY YCBOEHHUIO TEKCTa.

e B pamkax paboThl HaJ TMEPBOMCTOYHUKOM BaXXEH YMEJBIH omobop uumam.
Heo06xo1uMo y4uThIBaTh, HACKOIBKO SIPKO, OPUTHHAIBHO, CKAaTO M3JI0XKeHa MBICHb. L{luTnpoBarth
HEOOXOUMO Te CYXJCHHsI, Ha KOTOpbIEe BIOCJIEICTBUN BO3MOXKHA CChUIKA KaK HA aBTOPUTETHOE
U3JI0’)KEHUE MHEHHSI, BEIBOJIA TIO TOMY WJIM HUHOMY BOTIPOCY.

KoHncnexktupoBats 11emecoo0pa3Ho He Ha OTAETBLHOM JIMCTE, a B 00IIeH TeTpaau Ha OJTHOM
cTpanuie ymcta. OOOpPOTHAsE CTOpPOHA JIMCTa MOXKET OBITh HWCIOJB30BaHA NJISl JIOTIOJHEHHIHA,
HEOOXO/MMOCTh KOTOPBIX BBIICHUTCS B JAajbHedmeMm. [Ipy KOHCHEKTHpPOBAHUU JIUTEPATyphI
CIIEyeT OCTaBUTh IIUPOKUE MO, YTOOBI 3alucaTh HA HUX TUIaH KOHcrekTa. [lons Moryt ObITh
UCIIOJIb30BaHbl TAKXKE YIS 3alMCH CBOMX 3aMEUYaHHii, TOMOJIHEHHH, BorpocoB. [Ipu BeiCcTyIIIeHHN
HA CEMHUHApEe CTYIEHT MOXET IMOJIb30BaThCsl CBOMM KOHCIIEKTOM JUISI  ITUTHPOBAHUS
NEPBOMCTOYHUKA. Bce yuacTHUKM 3aHATHS BHUMATEIBHO CIYHIAIOT BBHICTYIUIEHHUS TOBapuUIIEH IO
TpyIIie, OTMEYAIOT CIOPHbIE WM OIIMOOYHBIC TIOJNIOKEHUS B HUX, BHOCST TIOINPABKH,
MIPEJICTABIISIFOT CBOM PEIICHUS U 000CHOBaHUS 00CYKIAEMBIX TIPOOIIEM.

B koHIIe ceMuHapa, KOr/a Mperno/iaBaTeNb 3aHATUS TTOJIBOJAUT UTOTH, CTYJAEHTHI C y4ETOM
peKOMEHJAlUN TpernoaaBareiss U BBICTYIUIGHHH COKYPCHHKOB, JOMOJHSIOT WU HCIPABISIIOT
CBOM KOHCIICKTHI.
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6. YueOHas muTepaTtypa u pecypcbl HHGOPMAIMOHHO-TEJIeKOMMYHUKALMOHHOM CeTH
"UHTepHeT'", yueOHO-MeTOAHYECKOE 00eceueHne caMOCTOSATEIbHOI padoThI
o0y4Jaromuxcs Mo JMCHUIIHHE

6.1. OcHoBHasi TUTEpaTypa

1. Abynaosze, /I. I JIOKyMEHTAIIMOHHOE OOECTICUCHHE YIPABICHUS TEPCOHATIOM :
yueOHUK U mpakTuKyMm ais By3oB / JI. I'. Abymanze, U. b. Bemmpsokkuna, B. M. MacnoBa. — 3-e
u3a., mepepab. m gom. — Mocksa : MznmarensctBo FOpaiit, 2023. — 374 c.— (Bwicuiee

obpaszoBanue). — ISBN 978-5-534-16669-9. — Tekct : snekrpoHHblid // OOpazoBaTenbHas
matdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/531461

2. M HHOBaIIMOHHAS MOJIUTHKA : yueOHoe mocooue s By3oB / K. H. Hasun [u ap.] ;
nox penakmmert K. H. Haszuna, /1. Y. Kokypuna, C. W. ArabekoBa. — Mocksa : U3marenbcTBo
Opaiit, 2023. — 232 ¢. — (Bwsicmee obpazoBanue). — ISBN 978-5-534-10445-5. — Tekcr :
AJIEKTPOHHBINA /l O6pazoBaTenpHas maTdopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/517470 .

6.2. lonoTHUTEIbHAS JIUTEpaTypa

1. Konvuuxuna, T. b. [enoBbie KOMMYHUKAIIHH, JIOKYMEHTOO0OPOT u
JEIONPOU3BOACTBO : yuyebHoe mocobue st By30B/ T. b. Kombimkuna, U. B. lllyctuna. — 3-e
u3n., wucnp. w jgom. — Mocksa: MsmarensctBo IOpaiit, 2023. — 145c.— (Bwicmee

obpazoBanue). — ISBN 978-5-534-14216-7. — Tekct : snexkrpoHHbld // OOpazoBaTenbHas
matdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/513409

2. Anexceesa, M. . AHanu3 WHHOBAIIMOHHOW JEATEIBHOCTH : YYEOHUK W
npakTukym i By3oB/ M. b. Anekceesa, II. I1. Berpenko. — 2-e u3z., mepepab. u gom. —
Mocksa : HU3narenscTBo FOpaiit, 2023. — 337 ¢. — (Bricmiee oOpa3oBanue). — ISBN 978-5-
534-14499-4. — Texkcr : anektpoHHsd // OOpa3oBarenbHas miaTdopma IOpaiit [cait]. —

URL: https://urait.ru/bcode/511527

6.3. HopmaTuBHbIE NIPABOBbIE JOKYMEHTHI
1. Koncturynus Poccuiickoit deneparuu
2. ®@enepanbHplii 3ak0H «O TOCYIapCTBEHHOW TpaKIaHCKOW cCiyxOe Poccuiickoi
®enepanyn» ot 27 uronsg 2004 r. Ne 79-03.

6.4. YueOHO-MeTOAUYECKOE 00ecredeHne CAMOCTOATE/ILHOI PadoThI
1. Baxmueynosea, JI. b. Metoauka npodeccnoHabHOTO 00ydeHus : yaeOHoe mocoOue Jyist

By3oB / JI. b. Baxturynosa, II. ®. KanamuukoB. — 3-e¢ u3n., mepepad. um nom. — Mocksa :
WznparensctBo KOpaiit, 2023. — 194 c. — (Bricmiee o6pazoBanme). — ISBN 978-5-534-10591-
9. — Tekcr : oanekrpoHHsld // OOpa3zoBatenbHast 1iarpopma IOpaiit [caift]. —

URL: https://urait.ru/bcode/517840
2. Ilyeaues, B. Il. YupaBieHue EPCOHATIOM OPTaHHU3alUU: MMPAKTHKYM : ydeOHOE rmocoodue

s By3oB/ B.II. IlyraueB. — 2-e u3a., ucnp. u pom. — Mocksa : M3marensctBo IOpaiit,
2023. — 280 c.— (Bricmee o6pazoBanue). — ISBN 978-5-534-08906-6. — Tekcr
AJICKTPOHHBINA /l O6pazoBaTenpHas maTdopma Opaiit [caiiT]. —

URL: https://urait.ru/bcode/516032

6.5. UuTepHeT-pecypchbl
1. OdunmanbHbli calT MMHUCTEPCTBA TpyAa M COLHUAIbHOW 3ammThl Poccuiickoit
®denepanuu — http://rosmintrud.ru
2. www.nnir.ru / — Poccuiickast HallnoHaJIbHAasE OMOIHOTEKA
3. www.nns.ru / — HanimonanbHast 37eKTpoHHast OnbImoTeka
4. www.rsi.ru / — Poccuiickast rocynapcTBeHHasi OnbianoTexka
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5. www.busineslearning.ru / — Cucrema JUCTaHIIMOHHOTO OM3HEC 00Pa30BaHUS

6. http://www.consultant.ru/ — KoncynsraaT mitoc

7. http://www.garant.ru/ — ['apanT

8. wWww.isras.rssi.ru (ourmanbHBIHA cauT KypHaja «Coruomornueckne
UCCIIEI0BAHUS»)

9. www.mintrud.ru (caiit MuHHCTEpCTBa TpyAa ¥ COMHAIBHOTO pa3BUTUA Poccuiickoit
®depnepannn)

10. www.AUP.ru (AIMHUHUCTPAaTUBHO-YIIPABICHUYCCKUI TTOPTA)

11. www.ilo.ru (opunmanbHelii caift MexxayHapoIHOM OpraHu3alu TpyAa)

12. http://www.hrm.ru (cnennanusupoBanHbii caiT ;i1 HR- Mmenemkepon)

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

14. http://www.personal-mix.ru (Hay49HO-TIPAKTHYECKHH IKypHaJT TIO YIPABICHUIO
nepconanioM «Ilepconan MUKCy)

15. http://www.kadrovik.ru (anexTponHas Bepcus xypHana «CrpaBOYHUK KaIpPOBHUKA)

16. www.top-personal.ru (351eKTpOHHAas Bepcus KypHaia «YIpaBlIeHHE IEPCOHATIOM)

17. www.uptp.ru (cadiT MexayHapomgHoro xypHaia «[IpoOsemMbl TeOpUH W TMPAKTHKH
YIPABICHUS»)

18. www.chelt.ru (caiiT )xypHana «HemoBek u Tpy»)

6.6. UHbIEe HCTOYHHUKH

He ucnonvsyromes
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7. MaTepuanbHO-TeXHH4YecKasi 6a3a, HHPOPMALMOHHbIE TEXHOJIOTMH, IPOrPaMMHOe
o0ecneyenue M UHGOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

MatepuanbHO-TEXHUYECKOE 0OecTieyeHre TUCIUIUIMHBI BKIIOYaeT B ceosl:

- JIEKIIMOHHBIE ayTUTOPUU, 000PYIOBAHHBIE BUICOMPOCKIIMOHHBIM 000pYIOBAHUEM IS
Ipe3eHTAlNi, CPEICTBAMU 3BYKOBOCTIPOU3BEICHHU S, SKPAHOM;

- TIOMEILEHHS TSl TPOBEACHUSI CEMHUHAPCKUX U MPAKTHUYECKUX 3aHATUH, 000pYyAOBaHHBIE
y4eOHOI MeOeIbIo.

JlucuumiuHa TOJAepKaHa COOTBETCTBYIONIMMH  JIMIIEH3UOHHBIMA  TIPOTPaMMHBIMH
nponyktamu: Microsoft Windows 7 Prof, Microsoft Office 2010, Kaspersky 8.2, CIIC I'apanr,
CIIC KoHCynbTaHT.

[IporpamMMHBbIe cpeacTBa obecrieueHs: y4eOHOTO MpoIecca BKIIOYAIOT:

- IporpaMMBbl Iipe3eHTarmoHHoi rpadguku (MS PowerPoint — st HoAroToBKM ClaiiioB U
MpE3eHTAaINN );

- TekcToBbIie penakTopsl (MS WORD), MS ECXEL — st Tabnuir, guarpamm.

By3 obecneunBaeT Kaxa0oro o0ydarmerocs paboyuM MECTOM B KOMITBIOTEPHOM KJlacce
B COOTBETCTBHH C 00HEMOM M3Y4aeMBbIX JTUCIHILUINH, 00ECIIEYMBAET BBIXO/ B C€Th MIHTEpHET.

[TomemieHust Ui caMOCTOATEIbHOW pabOThl 00YYAIOIIMXCS BKIIOYAIOT CIIEIYIOIIYIO
OCHAIIIEHHOCTh:  CTOJIBI ~ AyJUTOPHBIC, CTYNbs, JIOCKH ayJUTOPHbIE, KOMIIBIOTEPH C
MOJIKJIFOUEHUEM K JIOKAJIbHOW CETH MHCTUTYTA (BKJIIOYas MPAaBOBbIE CUCTEMBI) U VIHTEpHET.

Jns  w3ydeHus  y4eOHOM  MUCHUIUIMHBI ~ UCHONB3YIOTCS  aBTOMAaTHU3MPOBAHHAS
OouOimoTeyHass WHGOpPMAIIMOHHAS CHUCTEMAa U DJICKTPOHHBIE OMOJMOTEYHBIC CHCTEMBI:
«YHuBepcuterckag ~ Oubmmoreka  ONLINE»,  «OnekrpoHHO-OMONMMOTEYHast  cucTeMa
m3narensctBa  JIAHb», «OnektponHo-OnbOnuoreunas cucreMa wu3narenbcTtBa  «HOpaitTy,
«OnexkTpoHHO-Onbmmoreunass cucrema IPRbooks», «Hayunas onexktpoHHas Oubimoreka
eLIBRARY» u np.
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[Ipunoxenue 1.

®oHabI OLICHOYHBIX CPEACTB
MPOMEKYTOYHOM aTTeCTAlMHU
no yucuumiaude b1.B./1B.02.01  «MHHOBanuu B KaJApOBOM /1€J10IIPOM3BO/ICTBE

Bomnpocsl k 3auety
JIOKyMEHTBI 10 TTOUCKY, OTOOpY U HaliMy MepcoHala.
Pestome kak nokymeHT. TpeboBanus k petome. Buipl pesrome.
Amnkera. TpeOoBaHUS K aHKETE.
Jluct Geceipl ¢ COMCKATENIeM BAKAHCHH.

SNk W=

3asBnenue o mpueme Ha paboty. IIpaBunma odopmienus 3asBrnenuil. [IporuBopeuns B
HOX0/1aX K 0(hOPMIICHHIO 3as1BIICHUH.

TpymoBoit 1OTOBOp ¢ paOOTHUKOM: COJIEPIKAHKE U TIOPSIIOK O(hOPMIICHUSI.
Buiet norosopos. OopmiteHne Tpy10Boro J0roBopa.

TpynoBast KHMKKa Kak ToKyMeHT. ConepskaHue TpyaoBoi KHKKU. OdopMiieHne Tpya0BOi
KHIKKH.

% = o

9. JlenonponsBoaCTBO MO TPYIOBBIM KHIKKAM: TIOJyUEHHE, yIET, XPaHEHHE, BblIaua pabOTHUKY
IIPY YBOJIbHEHUH.

10.JTuunas (ydeTHas) kaprouka ¥ JM4HOE fAei0 paboTHuKa npeanpustus. ComepikaHue U
TIOPSIOK OPOPMITCHHUS TIMYHOM KapTOUKU PAaOOTHHUKA.

11.Ocobennoctn coneprxanus 1 0GOPMIIEHHUS IMYHOM KAPTOYKH TOCYAAPCTBEHHOTO CITY/KAILIETO.
OcobeHHOCTH cozepaHusl W OQOpPMIICHHS JIMYHOM KapTOYKH HAYYHOrO (HAY4HO-
TMIeTarOTMYECKOro) paboTHHKA.

12.Conepxanue u nopsmok oGopMIeHHS IMYHOTO JeN1a PAOOTHHUKA.
13.TIpukas kax gokyment. Bump ipukasos. [Tpasuia paboThl ¢ PUKa3amy.

14.0co6ennoctn  comepkanuss M mopsaka OQOPMIEHHS OTAEIBHBIX BUIOB IPUKA30B
(pacriopsKEeHHU ) TIO TIEpCOHAITY.

15.Texnonornn wm3nanus npukasos. IIpolenypbl OTMEHBI W aHHYJIMPOBAHHUS IIPHKA30B.
XpaHeHHe MPUKa30B.

16.Conepsxanrie u nopsamok OpOPMIEHHS JTOKYMEHTOB II0 OTKOMAHIMPOBAHUIO IIEPCOHAJIA.
TexHonorus MOJArOTOBKM KOMaHIMPOBOYHBIX IOKYMEHTOB.

17.Conepxanre u mopsmok oQopMIIEHHS JOKyMEHTOB II0 OTIYCKaM mepcoHana. Ipadmk
oTIyckoB. 3asBrenue 00 ormycke. [Ipukas 06 oTmycke.

18. Conepxanne n nopsok oGopMIICHHS ITHCEM IO TIEPCOHATY.

19. Coneprxanue u nopsmok oGopMIIeHHs CITykeOHO-IENOBBIX 3AMUCOK TI0 MEPCOHAIY.
20.CripaBky 1o nepcoHaty: CoepKaHue U MOPSAIOK OPOPMIIEHHSL.

21.TexHomoruu perucTpanyy JOKyMEHTOB, KOHTPOJIS HCIIOHEHHS JOKYMEHTOB.
22 .TlocTpoeHre HOMEHKIIATYPEI €.

23.ApXxuBHOE XpaHEHHUE TOKYMEHTOB

24 SI3bIK ¥ CTUIIB IOKYMEHTOB. PelakTHpOBaHHE TOKYMEHTOB.

25.Yundukanus, popmManuzanys, CTaHIaAPTU3ANUS JOKYMEHTA.

26. Pa6ota ¢ koH(uIeHIMaTbHON nHGOpManuei

Tema 1: JIOKyMeHTBI 110 OMCKY, 0TOOPY M HaliMy IepcoHaJIa

Bomnpocs! st 06cy:KAeHHS:
6. s gero paszpabatsiBaeTcs Pernmament nogdopa nepconana’?
7. KakoB nopsaok GopMupoBaHus 3assBOK Ha 10100p nepcoHana’?
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8. Kak npaBUIbHO COCTaBUTH OOBSIBIICHHE O BaKAHCUH?
9. TlpaBuna cocraByieHus 1 opopMIICHUS PE3IOME.
10. Kak npaBuiibHO HamucaTh 3asBJICHUE O IpUeMe Ha paboTy?

Tema 2: TpynoBoii 10roBop ¢ pabOTHUKOM: COJepPKaHHe M MOPAIOK 0(pOPMIICHHSA
Bonpocsl pjs1 o0cyKneHus:

1. Ilepeuncnure TOKyMEHTHI, IPEABSABIsIEMbIE IPU YCTPOHCTBE Ha paboTy.

2. B kakux caydasx npu npuéme Ha pabory TpeOyercs cmpaBka 00 OTCYTCTBUHU
cyauMocTu?

3. Ilosicaute, nouemy TK P® 3anmpeniaer 3akat04eHUE CPOUHBIX TPYIOBBIX JOTOBOPOB?

4. OxapaktepusylTe 00s13aTeIbHbBIE YCIOBHUS TPYJIOBOTO JOTOBOPA.

5. HazoBuTe ocHOBaHUS 3aKIIOYEHHUS CPOUHOTO TPYIOBOTO JOTOBOPA.

6. Onpenenure MOHATUS «PEXKUM pabodero BpeMEeHH» M «Bpems oTabixa». Kak oHu
perynupyotcs B TpynoBoM kogekce PO?

7. OxapakTepu3yiTe JONOIHUTEIbHBIE YCIOBHS TPYI0BOTO JOTOBOPA.

8. Kakue HDOKyMEHTHI SBISIIOTCS OCHOBAaHMEM Ul W3JAaHUs NpHUKa3za padboTomarens o
npuéme Ha paboTy?

Tema 3: JIuyHas (y4eTHasi)) KAPpTOYKA M JIMYHOE /(€10 PA0OTHUKA NpeANnpPUSTHSA:
coJepixaHue U NMOPsI0K opopmiieHus
Bonpocs! pjs1 o0cyKneHus:

7. Ha xakue kareropuu paOOTHUKOB 3aroJHsAETCs JUuHas kapTouka (popma T-2)?

8. Kakum paGoTHUKaM MPUCBaUBAIOT TaOEIbHBIA HOMED?

9. Kak BHOCATCS U3MEHEHHS B TMYHYIO KapTOUKY paOOTHUKA?

10. Kak dhopmupyroTcs mudHbIe aena?

11. KakoB cpok XpaHEHUs JIUYHBIX €717

12. OcobeHHOCTH (OPMUPOBAHUS JMYHBIX €N TOCYIApCTBEHHBIX W MYHULHUIMAIbHBIX

CIyX)amx?

Tema 4: TpynoBasg KHUHKKA Pa0OTHUKA NPeINPUSTHA: COJAepP:KAHHE H TNOPSA0K
opopMmiIeHUsA

Bormnpochl 17151 00CY:KIeH s
6. Kto nmpuobperaet O6J1aHK TPpyAOBON KHUKKHA B OpTaHU3aIuN?
7. CpoK ¥ YCIOBUS XpaHEHUs TPYAOBBIX KHIKEK.
8. 3amucu B TPYIOBBIX KHUKKAX.
9. 3aueMm Hy)Ha Tpy/l0Basi KHUXKKA.
10. OGs3aHHOCTH MO MPABUIILHOMY BEICHHIO TPYJIOBBIX KHIKEK.

Tema 5: Ilpuka3pl (pacnopsikeHHsl)) MO TEPCOHAJNY: COAepP:KAHME W TOPAIOK
opopMiIeHu
Bomnpocs! 17151 06cyKIeHHs:
6. Jlua kakux 1enei u3AaoT MPUKasbl 0 JUYHOMY COCTaBy?
7. DopMHpPOBAaHKE JI€]1 C IPUKA3aMHU 110 TUYHOMY COCTaBY.
8. CpoxH U yCIIOBHSI XpaHEHHUs NPUKA30B 10 INYHOMY COCTaBY.
9. OdopmieHue MprUKa3oB MO JIUYHOMY COCTaBY.

10. Ucnionp3oBanre yHU(PUIIUPOBAHHBIX (GopM Npu OGOPMICHUH MPUKA30B IO JTUIYHOMY
COCTaBy.

Tema 6: JIOKyMeHTBI 110 OTKOMAHAUPOBAHUIO H OTIIYCKAaM IIEPCOHAJIA:
coJep:KaHue U MOPAA0K 0(pOPMJICHUA
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Bomnpochl 17151 00CY:KIeH s
6. OdopMieHre KOMaHIUPOBOK.
7. IlpaBuna opopMiieHUs OYEPETHBIX OTITYCKOB.
8. TlpaBo Ha IOMOJHUTENBHBIN OTIYCK U O()OPMIIEHUE IOKYMEHTOB.
9. OdopmieHne IpoIeHUs U IEPESHECEHUS OTITyCKa.
10. CocraBnenue u opopmieHre rpapuKa OTIIYCKOB.

1.4. OueHOYHBIE CPECTBA /Il IPOMEKYTOYHOM ATTeCTALMH.
TemaTnueckue TeCThI
Tema 1: /lokyMeHTBI 110 OMCKY, OTOOPY M HaliMy IepcoHaJja

2. TlponmomxuTe Ha3BaHWE BHMJA JOKYMEHTa, OTHOCSIIErocss K cdepe orOopa u Haiima
nepcoHasa (Hampumep: 3asBKa Ha no0Oop nepcoHana)
a) JIUCT
0) oOBsIBICHUE
B) 3asIBJICHUE
T') MPUKa3
2. Kto cocraBiser 3asBKy Ha MoA00p mepcoHana:
a) pyKOBOJUTEIb OpraHu3aI[ul
0) pyKOBOAMTENb MOPA3/ICICHUS
B) PYKOBOJUTENH CIIy)O0b1 [JOY
I') TTIaBHBIN OyXranTep
3. Kakum He 1OKHO OBITH pe3roMe:
a) YHU(UIUPOBAHHBIM
0) TaKOHUYHBIM
B) CAMOKPUTUYHBIM
') CTPYKTYPUPOBaHHBIM
4. KakuM He ObIBaeT pe3rome:
a) KOMOMHUPOBAHHOE
0) byHKIMOHATBEHOE
B) XpPOHOJIOTHYECKOE
r) npodeccnoHaIbHOe
5. Kakyto nndopmannio He cieayeT BKIOYATh B aHKETY MpU pHeMe Ha paboTy:
a) ceMeitHOe MOJI0KEHHE
0) uepThl XapaKTepa
B) MaTepUaJIbHOE TOJI0KEHUE
r) X000m
Tema 2: TpyaoBoii 10roBop ¢ pabOTHHKOM: COJepKaHHe H MOPAIO0K 0()OPMIICHHSA
1.Kakue mokyMeHTHI He TPeOYIOTCS TIPH 3aKJIFOYSHUH TPYAOBOTO TOTOBOpa?
a) nacnopr
0) TpyIoBas KHMKKa
B) cOeperarenbHasi KHUKKA
T) IUIJIOM
2. Kakas undopmaius He BKIIOYAeTCsl B TEKCT TPYI0BOTO JOTOBOpa!
a) 00 omare Tpyna
0) 0 TPYZOBOM pacIopsiiKe
B) O HEMaTepUaIbHOM CTUMYIUPOBAHUU
') 0 IpaBax pabOTHHUKA
3. HaiinuTte HecylecTBYONINI BU TPYAOBOIO JOTOBOpA:
a) CpOYHBIN
0) 6eccpouHBIii
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B) CBEPXCPOYHBIN
T') 10 COBMECTUTEIBCTBY
4. Hy)XHO JTi yCTaHABIUBATh UCTIBITATENIbHBIN CPOK JJIsi paOOTHUKA MPHU 0(HOPMIICHUH JI0TOBOPa
Ha BpEMEHHYIO paboTy:
a) 1a
0) HeT
B) MHOTJIA
') Ha YCMOTpPEHHE paboTOoaaTENs
5. C xakoro Bo3pacra JIOIyCKaeTcs 3aKII0YeHNe TPYJ0BOTO 1oropopa?
a) c 13 mer
0) ¢ 16 ner
B) ¢ 18 ner
r)c 21 roma
Tema 3: JIuyHas (y4eTHasi)) KaAPpTOYKA M JIMYHOE €10 PA0OTHUKA NpeANnpPUSTHSA:
coJepixaHue H NMOPsI0K oopmiieHus
1.JInunas kaprouka (Dopma T-2) 3amonnsieTcs:
a) Ha BceX pabOTHHUKOB
0) Ha aIMUHUCTPATUBHO-YIIPABICHYECKHH amnmapar
B) Ha BCEX, MPUHATHIX HA OCHOBAHHH MPUKa3a O MpueMe Ha paboTy
') Ha BCEX, C KeM 3aKJII0UeH OECCPOYHBIA KOHTPAKT
2. Kakoii TOKyMeHT He HYXEH MU 3aN0JTHEHUH JTUYHON KapTOYKH paOOTHUKA:
a) CHUJIC
0) macropt
B) UHH
I') BOJUTEIBCKOE YI0CTOBEPEHUE
3. KoMy B opranuzaiuu nprucBauBarOT TaOEIbHBIN HOMED:
a) Kax10My paboTaromeMy
0) KaXJIOMYy YBOJIEHHOMY
B) Ka)XXJJIOMY, pabOTaIoIeMy 110 CPOYHOMY JOTOBOPY
T') KaXJI0MY, paboTaroIieMy 1mo 6€CCpouyHOMY TOTOBOPY
4. ITo xakoMy kiaccupukaTopy Koaupyercs npodeccus B IMIYHON KapTOouke?
a) OKIH
6) OKIIATP
B) OKIIO
r) OKY
5. Kak BHOCHTP W3MEHEHUS B TUYHYIO KaPTOUKy paboTHUKA?
a) 3aBECTH BTOPYIO KapTOUKY
0) 3a4epKHYTbH CTaphie CBEACHUS, BHECTH HOBBIE
B) HUYETO HE MPEIIPUHUMATH
') 3AMEHUTD CTapyI0 KapTOUYKY Ha HOBYIO

Tema 4: TpyaoBasi KHUKKa pPa0OTHUKA TNPeINPUSTHS: coAep:KaHUe W TOPSAI0K
opopMiIeHu
1.PaboTonarens (3a UCKITIOUeHUEM paboTonaTeneil - pu3nuecKux Jmi) o0sS3aH BECTH TPYAOBBIE
KHIDKKM Ha KaXJ0oro paOOTHHKA B ciyyae, eclid paboTa B 3TOM opraHu3aluu SBJISETCS AN
pabOTHUKA OCHOBHOM, MPOPa0OTABIIErO B OPraHU3aAINH:

a) CBBIIIIE OJTHOTO JTHS

0) CBBIIIIE MecsIIa

B) CBBIIIIC MATH JHEH

r) cBeImIe 1 roga
2. Kto mommken nmpuobpeTraTs OJIaHK TPYAOBOM KHUKKHU:

28



a) pabOTHUK

0) paboTonaTenb

B) BBIIIECTOSIIAS] OPTaHU3AIIHS

T') 3aKOHOM HE OTIPE/IEIICHO
3. Cpok xpaHeHHsI HEBOCTPEOOBAHHBIX TPYJIOBBIX KHUKEK B OPTaHU3AIINHN:

a) 5 ner

0) 10 mer

B) 75 net

T') IOCTOSTHHO
4 Hano sm fdenmath 3amuch B TPYNOBOM KHWIXKKE COTPYAHHMKA, pabOTaroOMIero 1o
COBMECTUTENBCTBY?

a) 00s13aTeNbHO

0) 1o keIaHuIo pabOTHUKA

B) T10 JKEJIAaHUIO pabOTOIATENs

I') 3aKOHOM HE OTIPEJIEICHO
5. Ecnu usmeHwnuch naHHble pabOTHUKA WM B TPYAOBYIO Oblla BHECEHAa HEBEpHas 3aIlucCh,
KaJ[POBHK JIOJDKEH:

a) 3aUepKHYTh HEBEPHYIO 3aMHCh, a PSIIOM HAMKMCaTh MPABUIbHYIO

0) HUYero He MPeINPUHIMATD

B) IIpU3HATh HEBEPHYIO 3aMUCh HEJIEHCTBUTEIBHON U BHECTH IPABWIIBHYIO 3aITUCh

Tema 5: Ilpuxka3spl (pacnopsikeHHsi) MO NEPCOHANY: COJep:KaHUe W TNOPSAOK
opopMiIeHUs

Bomnpocsl 17151 00CY:KIeH s
1.K xakomy Buy JOKYMEHTAIlUU OTHOCSITCS PUKA3bI:
a) OpraHu3alOHHOMN
0) pacopsIUTETLHON
B) MH(OPMAITMOHHO-CIIPAaBOYHON
') HAYYHO-TEXHUYECKON
2. JIns Kakux 1eyied u31arTcs IPUKa3bl MO JINYHOMY COCTaBy?
a) JUIsl pellieHrs ONIepaTUBHBIX BOIIPOCOB
0) 17151 pyKOBOJICTBA TEKYIIEH AEATEIbHOCTBIO OpPraHU3aLUuU
B) JJIsl PETYJIUPOBAHUS TPYAOBBIX OTHOILIEHUI
T) U TOTO, YTOOBI MTOKa3aTh PaOOTHUKAM, YTO O HUX JyMaeT HayallbHUK
3. MoxHo au npu o(OpMIEHHH TMpHKa3a IO JHYHOMY COCTaBy HE HCIOJIb30BaTh
yHUDUIUPOBAHHYIO popMy?
a) na
0) HeT
B) HHOT 1A
') 3aKOHOM HE OTIPEIEICHO
4. Cpok XpaHeHUs MPUKA30B M0 JIMYHOMY COCTaBy?
a) 5 ner
0) 10 mer
B) 75 ner
T') IOCTOSTHHO
5. Kakoe u3 3Tux z1en copMUpOBaHO MPABUILHO?
a) [Ipukasbl reHepaibHOTO IUPEKTOPA IO OCHOBHOM JI€ATEILHOCTH U INYHOMY COCTaBY
0) IIpukasbl reHepaIbHOTO JUPEKTOpA 110 MIPHEMY U NIEPEBOLY MTEpCOHATA
B) IIpuka3bl reHepaIbHOrO JUPEKTOpPA M0 MPUEMY, YBOJbHEHUIO U KOMaHIUPOBKaM
r) [Iprkasbel reHepanTbHOTO TUPEKTOPA O YBOJIHHEHUIO U OTITyCKaM
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Tema 6: /JIoKyMEHTBI N0 OTKOMAHAHMPOBAHHIO M OTIYCKAM IIEPCOHAJIA: COAEPkKAHUE H
NopsAI0K oopMiIeHHUA

1.Hago v BRIMUCHIBATh COTPYAHUKY KOMaHIUPOBOYHOE YI0CTOBEPEHUE?

a) na
0) HeT
B) HHOT/Ia
I') Ha YCMOTPEHHUE PYKOBOJCTBA OPraHU3alNU
2. OpraHu3zaius He BO3MEIaeT KOMaHIUPOBAHHOMY COTPYIHUKY:

a) orIaTy mpoesza

0) oruaty nMpoXUBaHUS

B) CTOUMOCTb YKPaJICHHBIX WJIH MMOTEPSHHBIX BEIeH

I') CpeaHUi 3apaboTOK 3a BpeMsi KOMaHAUPOBKH
3. B oTHomeHHH KaKuX KOMaHAWPOBAHHBIX COTPYAHHMKOB JACHCTBYIOT BBIIIETIEPEUNCICHHbBIE
KOMIICHCAIIMU U TapaHTUuu?

a) Bcex

0) 0o(hOpMIIEHHBIX 110 TPYJOBOMY JIOTOBOPY

B) 0()OPMJICHHBIX TI0O COBMECTUTEIHCTBY

I') Ha YCMOTpEHHE PYKOBOJICTBA OPTaHU3aLUU
4. Hamo mu opopminsiTh ciryxkeOHOe 3a1aHie Ha KOMaHIUPOBKY?

a) 1a

0) HeT

B) MHOTJIA

') Ha YCMOTpEHUE PYKOBOICTBA OpraHU3alluu
5. Kakumu JOKyMEHTaMu TOATBEPAUTH BpeMs (akTuyeckoro mpeObIBaHUs paOOTHUKA B
KOMaHJIUPOBKE?

a) KOMaHIUPOBOYHBIM YIOCTOBEPEHUEM

0) MpuKa3oM MO0 KOMaHIMPOBKE

B) CIIy>)KEOHBIM 3a/IaHUEM

T') IPOE3IHBIMH TOKYMEHTaMU

Ouemca TEMATHYECCKHUX TECTOB

KoJsin4yecTBO NpaBUWIBHBIX 0TBETOB IIpoueHTHI
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CPE3OBBIE TECTbI
1-b1i1 cpe3 (MpoBOAMTCS MO HCTeYeHHEe S5 YUeOHBIX HeleJIb)

1. Tpebyer 1M COBPEMEHHOE POCCHUUCKOE 3aKOHOJATEIbCTBO 00s3aTEILHOTO HAIUCAHUS
3asIBJICHUS O TIpueMe Ha paboTy:

a) 1a

0) HeT

B) MHOTJIa

T') B 0OCOOBIX CITydasx
2. Kakoii JokyMeHT paboToaarens He BIIpaBe TPEOOBATh OT COMCKATENsI BAKAHCHUH:
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a) aBToOnorpadus
0) Komus JOKyMEHTa 00 00pa3oBaHUU
B) BBINKCKA U3 0aHKA O COCTOSIHUU CYETa
r) ¢potorpadus
3. o kakoi MpUYMHE HE MOXKET OBITh PACTOPTHYT TPYAOBOU JOTOBOP?
a) COOCTBEHHOE KeJIaHhe pabOTHUKA
0) GAaHKPOTCTBO OpraHU3AlUN
B) cOOCTBEHHOE XKelaHue paboTomarens
I') COKpalIeHue TaToB
4. KakoB MakCHUMaJIbHbIA CPOK CPOYHOTO TPYAOBOrO JOTroBOpa?
a) 1 rox
0) 3 roma
B) 5 neT
r) 10 mer
5. Jlns Kakux opraHu3alyii He 00s3aTeNbHO BeICHUE JIMYHBIX JIET:
a) MyHHUIIUTAIbHBIX
0) rocyapcTBeHHBIX cyObekTa PD
B) HETOCYJapPCTBEHHBIX
r) denepaabHbIX
6. Kak hopmupyercs nuanoe neno?
a) B XpOHOJIOTMUECKOM TOPSIAKE
0) B HOMUHAJILHOM TIOPSIJIKE
B) B [IPOU3BOJIHLHOM MOPSIKE
7. 3a 0TKa3 3aBOJUTH TPYIOBYIO KHMUKKY pabOTHHUKaM paboTOAATEIIO —
a) HUYero He OyneT
0) rpo3uT mrpad
B) TPO3UT apecT
T') BBIHECYT TIOOIIPEHHE 32 YKOHOMUIO OJJaHKOB
8. Ecnmu xaapoBuK ommOCs MPU 3aMOJHEHWW TUTYABHOTO JIMCTA TPYAOBOM KHIIKKH, €Tro
IEUCTBUA:
a) 3aUepPKHYTh HEBEPHYIO 3aIHCh, & PSIIOM HAIMKUCATh MPABUIILHYIO
0) crircarh OJJaHK KaK MCITOPYCHHBIN U 3aITOJTHUTH HOBBIN
B) HUYETO HE MPEIIPUHUMASL, TPOAOKUTD 3aMOHITh TPYJAOBYIO KHIKKY
9. Hago 51 3aBepsITh IPUKa3bl [T€YaThIO OPraHU3aIuu’?
a) 1a
0) HeT
B) MHOTJIA
') Ha YCMOTpEHUE PYKOBOICTBA OpraHU3alu1
10. Kakue TpeGoBaHMs 3aKOHOATENILCTBA HAIO0 YUYUTHIBATH MIPH JKETAaHUH PAOOTHHUKA Pa3/IeIUTh
CBOM €KErOJHbIN OIIaYMBAEMbI OTITYCK HA YacTh?
a) 4aCTH JIOJIKHBI OBITH PABHBIMU
0) ogHa YyacTh He MeHbIe 14 nHel
B) MOKHO JISJIUTH Ha JTIFOOBIE YaCTH
T') HeNb35 ACNUTh OTIYCK

2-ii cpe3 (mpoBOAUTCS MO UcTeyeHne 14 yueOHbIX HelelIb)
1. KakoB onTUMaIIbHEII 00beM pe3toMe U aBTOOHOrpaduu:
a) 1-2 nucra
0) MOJICTPaHUIIBI
B) 3-4 nucra
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T') 4eM OOJIbIIIe, TEM JIyYIle
2. KakoB MUHUMAJIbHBIA CPOK CPOYHOTO TPYAOBOTO JOTOBOpa?
a) HE OTPaHUYEH
0) 1 mecsn
B) 1 ron
r) 15 nHei
3. Cpok XpaHEeHHsI TUYHBIX JIEJI TOCCITYKAIIUX B KQAPOBOU CIIy)0€ 70 Iepeiadn B apXHB:
a) 1 rox
0) 3 rona
B) 10 net
r) 5 ner
4. Kak Ha3bIBaeTCs JOKYMEHT, YUYUTHIBAIOIINN BCE TOKYMEHTHI, TOMEIIEHHBIE B JINYHOE J1ETI0?7
a) JTUCT-3aBEPUTEID
0) mpuMeuyaHue
B) OTJIaBJICHUE
') BHYTPEHHSS OMUCH
5. Cpok XpaHEeHHsI TUYHBIX JIe]l B ApXHUBE OpTaHU3aIIH:
a) 5 ner
0) 75 nmer
B) ITOCTOSIHHO
r) 10 et
6. 3aueM Hy»KHa TPyAOBas KHUKKa?
a) JUIsl TOTO, YTOOBI paOOTHUK MTOMHHIL, TJI€ OH padoTan
0) 111 HAYKMCIICHUSI TICHCUH
B) JIJISl TOCYIaPCTBEHHON CTATHCTUKH
T) Ul BHYTPEHHETO yueTa OpraHu3aliu

7. Hamo v 1o 3aKOHOJATeNbCTBY 3HAKOMUTH MO POCTIUCH PaOOTHHKA C IPUKA30M O TUYHOMY
cocTaBy?

a) na

0) HeT

B) TOJIBKO C MPUKa3aMU, UMEIOIIUMH YHU(DHUITUPOBAHHYIO GOpMY

I') TOJIBKO C TIPUKa3aMH, UMEIOIUMHU YHUDUIIMPOBAHHYIO (POPMY U O JUCIUTLTHHAPHOM
B3BICKAHUU
8. JlaToii nmpukasa siBigeTcs Jara...

a) COTJIACOBAHMS;

0) MoAIUCaHUS;

B) YTBEP)KICHHUSI;

I') BU3UPOBaHUS.

9. Kakue TpeboBaHus 3aKOHOAATEILCTBA HAJIO YYUTHIBATh MPH KEJAaHUU paOOTHUKA Pa3IeiIUTh
CBOM €KErOJHbIN OTIaYMBAEMbI OTITYCK HA YacTu?
a) 4aCTH JIOJIKHBI OBITH PABHBIMU
0) ogHa YyacTh He MeHbIe 14 qHel
B) MOKHO JISIUTH Ha JTIFOOBIE YaCTH
T') HeNb35 ACNUTh OTIYCK
10. CoTpynHUK, YCTPOUBIIHUICS Ha pabOTy B TEKYIIEM IO/, [TOJy4aeT MPaBo Ha OTITYCK:
a) uepes roj
0) He paHee, yeM uepe3 6 MecsIIeB
B) uepe3 1,5 roxa
') Ha yCMOTpPEHHE PYKOBOJICTBA OpTaHU3aIluU
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Ouenka cpe30BbIX TECTOB

KoJsin4yecTBO NpaBWIBHBIX 0TBETOB IIpoueHTHBI
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UTOI'OBbIN TECT
b1.B./IB.2.1. «AHHOBAaINH B KAIPOBOM /eJIONPOU3BOICTBE)»
1. 1. IIpomomkure Ha3BaHHWE BUIA JOKYMEHTa, OTHOCAIIErocs K cdepe orOopa u Haiima
nepcoHana (HarpuMep: 3asiBKa Ha no0Oop nepcoHana)
a) JINCT
0) 0OBsABICHUE
B) 3asIBJICHUE
T) IpUKa3
2. KTo cocraBnsieT 3asiBKy Ha 110100p MepcoHaa:
a) pyKOBOJUTEIb OpraHU3aluu
0) pyKOBOJMTEIb MMOAPA3ACICHH
B) PYKOBOIUTEINB CIyKO0bI JJOY
T') TJIaBHBIN OyXranTep
3. Kakum He TOJDKHO OBITH pe3toMe:
a) yHU(HUITUPOBAHHBIM
0) TaKOHHUYHBIM
B) CAMOKPUTHYHBIM
') CTPYKTYPUPOBaHHBIM
4. Bxirovaercs 1M BpeMs IPEIOCTaBIEHHBIX PA0OTHUKY OTITYCKOB 0€3 COXpaHEHUSs 3apILIaThl
(3a cBOI cYEeT) B TPYLOBOM cTax?
a) na
0) HeT
B) €CJIM OTITYCK HE IMpeBblal 14 qHel B TeueHue OJIHOTO rojia
') Ha YCMOTpPEHUE PYKOBOICTBA OpraHU3aluu
5. Ilo xakoif mpuYMHEe HeJb3sl MPOTUTH UIIH MIEPEHECTH OTITYCK pabOTHUKY 0e3 ero coriacus?
a) €CTh OOJTbHUYHBIN
0) BBIMANIK TIPa3IHUYHBIC JTHH
B) HE BBIIJIATUIIN OTITYCKHBIE
I') pyKOBOJCTBO HACTauBaeT
6. Hamo nu coctaBisaTh rpaduk OTImycKoB?
a) na
0) HeT
B) MHOT' 1A
') Ha YCMOTpEHUE PYKOBOICTBA OpraHU3alluu
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7. KakoB onTuManbHBIH 00beM pe3toMe U aBToduorpaduu:
a) 1-2 nucra
0) MOJICTPaHUIIBI
B) 3-4 nucra
T') 4eM OOJIbIIIE, TEM JIyYIle
8. Cpok XpaHEHHS JIMYHBIX JIe] TOCCITYXAIIMX B KaAPOBOH CITYXKO€ /10 Iepe/1aun B apXHB:
a) 1 rox
0) 3 roma
B) 10 ner
r) 5 ner
9. Cpok XpaHEHUs JIMYHBIX JIE] B apXUBE OpraHU3aluu:
a) 5 ner
0) 75 nmer
B) ITOCTOSIHHO
r) 10 et

10. ®opmupoBaHue 11 HAUMHAETCS:
a) rmocJie OKOHYaHUS JIeJIONPOU3BOICTBEHHOTO T0/1a;
0) moce yTBepKICHUs HOMEHKJIATYpHI €7l pyKOBOACTBOM;
B) C HaJaJa roja;
') HE UMEET 3HAUYCHHUSI.

11. B xakoM cilydae He OCTaBJISIIOT HAa XpPaHEHUE KOIIUU JOKYMEHTOB:

a) TOKYMEHT SIBJISIETCS] YHUKAJIbHBIM

0) Ha KOITUKM UMEIOTCSI IOMETHI, OTpaXkarolire padoTy HaJl JOKYMEHTOM

B) IOKYMEHT SIBJISIETCSI KOTIEH MpHKa3a 1Mo OCHOBHOM JESATEIHHOCTH, HAIIPABICHHOM B
OTJIENbI AJIS1 CBEACHHUS

I') KOIUs JAOMOJIHSAET COJepKaHUE MEPBOT0 IK3EMIUISIpa

12. TTpukassl 1o nepeBo1y pabOTHUKA HA JPYTYIO JOJIKHOCTH XPAHSITCS:
a) MOCTOSTHHO
0) 75 nmer
B) 5 neT
r) 1 rog

13. B nene HymepyroTcs:

a) BCe JIUCTHI 0€3 UCKITIOUEHUST;

0) BCE JTUCTHI, KPOME JIUCTA 3aBEPUTEILHON HAITUCH;

B) BCE JIUCTHI, KPOME YUCTBHIX;

T') BCE JIUCTHI, KPOME YUCTHIX, JINCTA BHYTPEHHEH OMUCH U JIMCTA 3aBepUTEIbHON
HA/IMHCH.

14. Ha o6noxke ena He yKa3bIBaeTCs:
a) HaIMEHOBAHME CTPYKTYPHOTO MO/Ipa3/ieIeHNs OpraHu3aliiy;
0) MOUIMHHOCTH IOKYMEHTOB JIeTIa;
B) JIeJIONPOU3BOJICTBEHHBIM HHAEKC JeNa;
I') Ha3BaHHWE OpraHU3aluu.

15. B kako# mociie10BaTeIbHOCTH Bbl pacnonoxuTe cieayronme ae1a B OMUCH €T 110 JUYHOMY
COCTaBYy:

aKThl HECYACTHBIX CITy4aeB, CIUCKH JINYHOTO COCTaBa, JIUIIEBBIE CUYETA 10 3apIljiaTe, MPUKA3bI MO
JUYHOMY cocTaBy, JnuyHble Aena? (IlocraButh HOMEpa HaJ Ha3BaHUSAMH BHI0B JOKYMEHTOB)
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16. Kakue JOKyMEHTBI He OTHOCSTCA K JOKYMEHTaM 1O JINYHOMY COCTaBy?

a) aBToOHorpadus
0) XxapakTepucCTUKa
B) MEMYaphl

T) pe3roMe

17. Kakue BUIbI TIOKYMEHTOB MOKHO c(hOPMUPOBATH B OJTHO JEJIO:

a) MPUKa3bl O MOOUIPEHUAX U O B3BICKAHUAX

0) TUYHBIC KAPTOYKU PAOOTAIOIINX U YBOJEHHBIX

B) JIMIECBLIC CUCTA AIMUHUCTPATUBHO-YIIPABJIICHUCCKOTO aIlliapaTta 1 COTpYJIHUKOB
T') MpUKa3bl 00 YBOJbHEHUH M KOMaHIUPOBKaX

18. Ha kakue xaTeropuu Jei 00s3aTeIbHO COCTABIISIETCS BHYTPEHHSIS OTIHCH:

a) TWYHBIC J1eTa

0) mepemnucka

B) JIMIIEBBIC CUETa I10 3apIuiaTe
I') IPUKA3bI 110 JINYHOMY COCTaBYy

19. Ha xakue kaTeropuu JieJl He COCTaBJISIFOTCS OMUCH:

20. Hayio nu o 3aKOHOAATEIbCTBY 3HAKOMUTD IOJI POCIUCH PAOOTHHKA C MIPUKA30M 110 JTUUYHOMY

a) MMOCTOSIHHOT'O XPaHEHMUsI
0) 110 JIMYHOMY COCTaBY
B) 10-11eTHETO CpOKa XpaHEHUs

cocTaBy?

a) na
0) HeT
B) TOJIBKO C MPUKa3aMU, UMEIOIIUMH YHU(DHUITUPOBAHHYIO GOpMY

I') TOJBKO C MPUKA3aMU, UMEIOIIUMHU YHU(PHUIIMPOBAHHYIO (HOPMY U O AUCHUIUINHAPHOM

B3bICKAHHNH

OTBeTHI HA BONPOCHI TecTa: 2-0; 3-B;4-B;5-r; 6-a; 7-a; 8-B;9-0; 10-B; 11-a,0; 12-6; 13-r; 14- 6; 16-B;

17- B; 18-a; 19-B; 20-a.

OneHKa HTOTOBOI0 TECTA

KosnnyecTBo NpaBHIbHBIX OTBETOB IIpoueHTHI
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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25

5

4 20
3 15
2 10
1 5
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