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[TpomexkyTouHas aTTecTalus 0,35 0,35
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Pabouyto mporpamMmy cocTaBuiI(H):
Honenr, k.1.H., JL.JI. Kuda

(OoadicHocmy, yueHoe 38anue, cmenensb, Pamunus U.0.)
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X OtcytcTBYeT
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Pabouas mporpamma qUCHMILIMHEI cocTaBieHa Ha ocHoBaHun @I'OC BO u yyeOHoro miana
HamnpasieHus noarotoBku 38.03.02 MeHeKMeHT

Cpoxk aeiicTBusi pado4eil nporpaMmbl TUCUUIIMHBI 10 «30» uronst 2025 r.

COI'NTACOBAHO

PykoBogurens nenapraMeHTa npeaipuHIMaTeIbCTBa

«01» aBrycra 2019 . H.C. Kapuera
(noonucw) (U.0. Damunus)
YTBEPXJIEHO

Ha 3acemanum nenaprameHrta OakanaBpuaTa (9KOHOMHUYECKHX M YIPABIEHYECKHX IPO-
rpamm)

(mporokon 3acemanust Ne 1 ot «02» aBrycra 2019 r.)



1. leab ocBoOeHHSI TUCHUTIJIHHBI

Ilesb: 3akm04aeTcst B OBJIAJACHUN OCHOBAMHU ITPABUIIBHOIO U CBOEBPEMEHHOTO 0(OPMIICHUS
KaJpOBOM JTOKYMEHTALlMU W HaJUIeXKalled opraHu3anueil JOKyMEHTOOOOpOTa B COOTBETCTBUHU C
TPYZOBBIM 3aKOHOJATENBCTBOM U HOPMATHUBHO-IIPABOBBIMH AKTaMH JIE€JIOIIPOU3BOJICTBA.

2. Mecto aucuuniaunsl B crpykrype OIIOII BO

JIMCUMIUTMHBI U IPAKTUKH, HA OCBOCHUU KOTOPBIX Oazmpyercs maHHas aucuurinHa: [lud-
poBas KyJabTypa, YTpaBieHue JHIHON 3G (HEKTUBHOCTHIO.

JIMCUMIUTMHBI U IPAKTHKY, JUIsI KOTOPBIX OCBOCHUE JAHHOW JUCUHUILUIMHBI HEOOXOIMMO KaK
npenuiectytomnee: [InanupoBanue u ynpapieHHe opranuzanusiMu, MeHeXKMEeHT B MpearpruHIMa-
TEJIbCKOM IKOCUCTEME.

3. [InanupyemMble pe3yJbTaThl 00yUeHHs

®opmupyemble 1 KOHTpoaupyemble | Maaukaropsl | Ilnanupyemsblie pe3yjbTaThl 00y4eHHs

KOMIIETEHIIMH JOCTHKEHUA
KOMIIeTeHIU i
(ko1 1 HauMe-
HOBaHUE)
[IK-20 BiameHneM HaBBIKAMH II0- 3HaTh: CTaHIapTHBIC TPEOOBAHUS K
TOTOBKUA OpFaHI/IBaI_[I/IOHHBIX nu pacno- O(bOpMJIeHI/IIO OpFaHI/IBaI_[I/IOHHO-
PAIUTEIBHBIX JOKYMEHTOB, HEO0XO- - pactopsiIUTEILHON JOKYMEHTAITH

AUMBIX TJIS CO3aHUA HOBBIX IMPCI-

YMeThb: COCTaBIATh KaJIpOBbIE OPTaHU-
MPUHUMATEIBCKUX CTPYKTYP

3allMOHHO-PACIIOPSAAUTEIbHBIE TOKY-
MEHTBI

BiajgeTs: HaBBIKOM JJOKYMEHTHPOBAHUS
Y OpraHu3alyy J0KyMEHT0000poTa
HpeIPUHUMATEIBCKUX CTPYKTYP




4. CTpyKTypa M cofepkaHue IUCIMIIMHBI KaapoBblii J0OKYMEHT0060pOT

Opranuzanus

MCHTaIIu

Monayasb (pa3- Bux . HaumenoBanue TeM 3aHATHH HNuTrep- DopMbI TeKymero
xen) yueOHoii (yaeBmoii paboTs) Kypc Oo0bem, 4. | bawabl AKTHE, 4. KOHTPOJIfAA (HAUMEHOBaHMeE Olle-
padoTsI HOYHOI0 CPeCTBA)
Paznen 1. J1 CucreMbl JOKYMEHTAIMU U TOCyaap- 5 2 TecToBbie BOIPOCHI AJEKTPOHHOTO
Oo6mue CTBEHHbIE CTaHAapThl. Opranu3zanus yueOHuKa (30ama)
MpaBuiia paboThI ¢ JOKYMEHTaMH, COIEP KalluMU
TOKYMEHTHPO- CP1 CamocrosiTensHas pabora ¢ yueOHo- 5 26 CaMOCTOSATEIPHOE HW3Y4YEHUE Ma-
BaHUs METOAMYECKOU TUTEepaTypoil, moaro- TEepPHAJIOB AIEKTPOHHOTO yueOHUKA
TOBKa K TECTUPOBAHUIO C pa3leieHHeM Ha JIeKLUUU U C Te-
CTaMU JIJI1 CAMOKOHTPOJISL IO KaXK-
oW JIEKIMH, aHAJIU3 MOBEACHUS
o0yJaromuxcss  Opd  TOMOUIH
LRScucrembr u Experience API,
AQHAIM3 TEKYIIEW YyCIIEBaeMOCTHU
rpu nomoiuu bPC-peittunra
131 [TpaBuia cocraBieHus: 1 0OpMIICHUS S) 2 TBopueckoe 3ananue 1
OpraHU3aIMOHHO-PACTIOPAIUTENbHBIX
JIOKYMEHTOB
CP2 CamocrosiTensHas pabora ¢ yueOHo- 5 26 CamocTosiTeTbHOE N3YYCHUE MaTe-
METOAMYECKOU TUTEepaTypoil, moaro- [PUAJIOB DJIEKTPOHHOTO YUESOHHKA C
TOBKa K TECTUPOBAHUIO pa3JesieHreM Ha JIEKIIMU U C TecTa-
MH JIJI1 CAMOKOHTPOJIS IO KaXKI0H
TEKLMU, aHATIU3 MTOBEICHUS 00y4a-
roruxcs rnpu nomoiu LRScuctemsr
u Experience API, ananu3 Texymeit
yceBaemocTu ipu nomouu bPC-
[peUTHHTa
Paznen 2. 113 2 CocraB u comepxaHue KaapoBOMl T0KY- 5 2 TBopueckoe 3ananue 2




npu 1oa0Ope W OLICHKE IMepcoHalia

Monayasb (pa3- Bun . HaumeHoBaHue TeM 3aHATHI HNuTrep- Popmbi Tekyero
yueOHoii N Kypc Oo0bem, 4. | baabl KOHTPOJIAA (HAUMEHOBaHMeE OLle-
aen) (yueoHoii padoThI) aAKTHB, 4.
padoTsI HOYHOI0 CPeCTBA)
TTOKYMEHTO000- CP3 CamocrosiTensHas pabora ¢ yueOHo- 5 26 CamocTosiTeTbHOE N3YYCHUE MaTe-
poTta METONYECKON JIUTEPATypPOH, MOATO- pPHAJIOB AJIEKTPOHHOTO y4eOHUKaA C
TOBKa K TECTUPOBAHUIO pa3JesieHneM Ha JIEKIIMU U C TecTa-
MH JIJI1 CAMOKOHTPOJIS IO KaXK10M
MEKLMY, aHATIU3 MTOBEICHUS 00y4a-
roruxcs rnpu nomoiu LRScuctemsr
u Experience API, ananmu3 Texymei
yceBaemocTu ipu nomouu bPC-
[peUTHHTa
J2 OO1u1re MPUHIUIBI OPraHU3aAINH JOKY- S) 2 CaMocTosATENbHOE U3YYEHHUE MaTe-
MEHTO000pOTa Ha MPEANPUITHH [pUAJIOB JIEKTPOHHOTO yUYeOHUKA C
CP4 |CamocrostenbHas pabota ¢ yueOHO- 5 26 pa3zereHneM Ha JIEKIIMU U C TecTa-
METOANYECKON JIUTEepaTypoi, MOIAro- MU JJI1 CAMOKOHTPOJIS 110 KaXKA0N
TOBKAa K TECTUPOBAHUIO TIeKIMH, aHAJIN3 TIOBEACHUS 00yYa-
roruxcs npu nomoniu LRScucremsr
u Experience API, ananu3 texymeit
ycrieBaeMocTu npu nomoiu bPC-
[perTHHra
Cp [Mopsimox odopmiteHrs JOKYMEHTOB 5} 2 TBopueckoe 3ananue 3




Bun

DopMBbI TEKYLLET0

Monayasb (pa3- . HaumeHoBaHue TeM 3aHATHI HNuTrep-
xen) yueOHoii (yaeBmoii paboTs) Kypc Oo0bem, 4. | baabl AKTHE, 4. KOHTPOJIAA (HAUMEHOBaHMeE OLle-
padoTsI HOYHOI0 CPeCTBA)
CP5 |CamocrostenpHast paboTa ¢ ydeOHO- 5 26 CamocTrosiTeIbHOE H3YUCHHE MaTe-
METOJAMYECKON JUTepaTypoil, MOIro- PUAJIOB DJIEKTPOHHOTO YUYECOHHKA C
TOBKa K TECTUPOBAHUIO pa3JesieHneM Ha JIEKIIMU U C TecTa-
MH JIJI1 CAMOKOHTPOJIS IO KaXKI0M
MEKLMY, aHATIU3 MTOBEICHUS 00y4a-
roruxcs rnpu nomoiu LRScuctemsr
u Experience API, ananmu3 Texymei
yceBaemocTu ipu nomouu bPC-
[perTHHra
Cp [Topsimox oopmieHUs: JOKyMEHTOB 5 2 TBopueckoe 3axanue 4
NPy Pa3BUTUU U YBOJIbHEHUU IIEPCO-
CP6 CamocrosiTenpHas pabora ¢ yueOHo- 5} 29 CamocrosiTeIbHOE U3YUYECHHE MaTe-
METOUYECKON JTUTEepaTypOid, MOTO- [PUAJIOB AJIEKTPOHHOI'O Y4E€OHHKA C
TOBKa K TECTUPOBAHUIO pa3zieIeHuEeM Ha JIeKLUU U C TecTa-
MU JJ151 CAMOKOHTPOJIS IO KaXK 0N
TIEKIMH, aHAJIN3 TIOBEACHUS 00yJa-
roruxcs npu nomoniu LRScucremsr
u Experience API, ananu3 texymeit
ycrieBaeMocTH npu nomoiu bPC-
[perTHHra
ITA IIpomMexyTouHas aTTecTalus S) 0,35 OK3aMeH
Konrtpons 8,65
Hroro: 180

Cxema pacueta HTOroBoro 0ajaja
Texymuit peUTHHT (BCe 3aHATHS U TPOMEKYTOUHBIE TECTHI (€Clii ecTh)) + Pe3ynbrar nToroBoro tecra




5. O0pa3oBaTeibHbIE TEXHOJOTHHU

C nenpto GOpMUPOBAHUS KOMIIETEHLUN Y CTY/IEHTOB B Y4EOHOM IMPOLIECCE UCIIONb3YIOT-
Csl IUCTAaHIIMOHHBIE 00PAa30BATEIHHBIC TEXHOIOTHH.

6. Meronuyeckue yKa3aHUs MO0 OCBOEHUIO JUCIUILIHHBI

Bun yuebHbIx
3aHSTUN

OpFaHI/I3aL[I/I}I ACATCIIBHOCTH CTYACHTA

Jlexusa

Hanucanue koHcnekTa JeKUUNA: KpaTKo, CXEMaTHYHO, MOCIEA0BATEIHHO
(UKCUpPOBATh OCHOBHBIE MOJIOKCHHSI, BEIBOJIBI, (DOPMYIUPOBKH, 000011Ie-
HUS; TIOMEYaTh BaXXHbIE MBICIH, BBIJIEIATH KIIOUEBHIE CIIOBA, TEPMHUHBI.
[IpoBepka TEpMUHOB, MOHATHI C MOMONIBIO SHUMKIONEIUN, CIOBape,
CIPAaBOYHHKOB C BBITUCHIBAHUEM TOJKOBaHUN B TeTpanb. OO03HAYUTH
BOIIPOCHI, TEPMUHBI, MaTepHUall, KOTOPbII BBI3BIBAET TPYAHOCTH, MOMeE-
TUTh W TIONBITATbCSI HAWTH OTBET B PEKOMEHAYyeMou juteparype. Eciau
CaMOCTOSITENILHO HE YAaeTcs pa3o0parbcs B Marepuayie, HeoOXOAUMO
chopMyIHUPOBATh BOIPOC U 33/1aTh MPEMOJaBaTell0 Ha KOHCYIIbTAlUH, Ha
MPAKTUYECKOM 3aHSTUU.

IIpaxkTrueckue
3aHATUSA

PaboTa ¢ KOHCIIEKTOM JIEKIIUH, TOArOTOBKA OTBETOB K KOHTPOJBHBIM BO-
mpocaM, MPOCMOTP PEKOMEHIYEeMOW JHMTeparypbl, paboTa ¢ TEKCTOM
(YkazaThb TeKC U3 UCTOYHUKA U Ap.). [IpocoymmBanue ayauo — U BUae03a-
IIACEH I10 3aJaHHOH TeME, pelIeHue, Kelc-3a1a4 1 Jp.

IToaroroBka
K 9K3aMEHY

[Ipy moAroToBke K 3K3aMeHY HEOOXOAMMO OpPUEHTHUPOBATHCS Ha KOH-
CHEKTHI JIEKIIUH, PEKOMEHAYEMYIO JIMTEPATYPY U JIP.

7. OuneHOYHBIE CPEACTBA

7.1. IIaciopT OLIEHOYHBIX CPEACTB

Kype Koa koHTpO/IMpYyeMoOii KOMIIeTeH MU HanmenoBanue
(UJIM ee 4acTH) OLIEHOYHOI0 CpeACTBA
IIK-20 BiameHueM HaBLIKAMH IIOAIO- TBopueckue 3ananus 1- 4
TOBKH OpPraHM3allMOHHBIX U pacnopsaau- | TectupoBaHue
S) TEJBHBIX JTOKYMEHTOB, HEOOX0IUMBIX U1 | Bompocs! k ax3ameny NeNe 1- 60
CO3JIaHMsI HOBBIX MPEIIPUHUMATEIbCKUX
CTPYKTYP

7.2. TunoBble 3aJaHUd UJIN UHBIC MaTepUaJIbl, HCOﬁXOIlI/IMbIe AJI TEeKylmero KoH-

TpoJIs

7.2.1. TecroBble 3a1aHUI

3amanue Nel

Oukcarus Ha Oymare WM Ha IPYTrUX HOCUTENSX [0 YCTAaHOBICHHBIM MTPABUJIaM yIIpaBIeHYE-
CKMX JIeHICTBUI1, HA3bIBAETC:




BriGepute oauH U3 4 BapuaHTOB OTBETA:

1) DopMHUpOBaHUEM JIEIT
2) JlokymeHTHpOBaHUEM
3) Opranu3zanueit paboThl C TOKYMEHTaMH
4) JloxkymeHT0000pOTOM

3aganne No2

3aduxcupoBaHHas Ha MaTepHAILHOM HOCUTENE HH(popMaIHs, 0pOpMIICHHAS TOJKHBIM 00pa3oM
¥ UMEIOIIAs OPHINYECKYIO CHITY, IPEACTABISAET COOOM:

Bri6epute onuH 3 4 BapuaHTOB OTBETA:

1) JlokymeHT

2) dopmMysp TOKyMEHTa
3) brnank noxymeHnTa

4) Konuro noxymenTa

3ananue Ne3
JIoKyMeHTaIlMOHHOE 00eCTIeueHIE YIIPABICHHUS BKIIIOUAET B CEOsI:

BBI6€pI/IT€ HECKOJIBKO H3 4 BApUAHTOB OTBCTA:

1) JlokymeHTHpOBaHUE
2) Opranu3anuto padoTsl ¢ JOKYMEHTaMH
3) dopmupoBaHue e
4) Howmenknarypy nen

3amanne Ned

CBOHCTBO TOKyMEHTa OBITh TTOJIMTHHBIM JI0KA3aTeIILCTBOM (DAKTOB, NEHCTBUI, COOBITHIA, HA3bI-
BaeTCs:

Bri6epute onuH 3 4 BapuaHTOB OTBETA:

1) KOpuanyeckoit cunoit 1oKymMeHTa
2) [onmuceio ToKyMeHTa
3) CBHUIETEIECTBOM
4) [IpaBomounem
3ananue Ne5

CBOICTBO O(DUIMAIBHOTO TJOKYMEHTA, COOOIIaeMOe MY JACHCTBYIONTUM 3aKOHOIaTeIILCTBOM,
KOMHGTGHHHGﬁ HN31aBIICTO €10 opraHa nu yCTaHOBHGHHBIM HOpHI[KOM cro O(bOpMJIeHI/IH, Ha3bIBA-
IOT:

Bri6epute onuH 3 4 BapuaHTOB OTBETA:

1) [Toamucero mOKymMeHTa

2) FOpuandeckoii CHITOi TOKyMEHTa
3) [IpaBomounem

4) CBHUIETEIIECTBOM

3amanue Neb
BriOepure pekBU3UTHI JOKYMEHTA, OTHOCSIINUXCS K FOPUANYECKH 3HAUMMBbIM:
Bri6epuTe HECKOJIBKO U3 4 BapUaHTOB OTBETA!
1) IMoxamnuce
2) IMoxamnuce



Jara noxymeHnTa
3) HanmenoBanue Buja 10KyMeHTa
4) Buza
3amganue Ne7

Komrieke B3auMOyBs3aHHBIX JOKYMEHTOB, CO3JJaHHBIX 10 €ANHBIM ITPABMIIAM, COACPIKAIINX
uH(pOpMaINIo, HEOOXOIUMYIO JJIsl YIPABICHUS B ONIpe/IeIeHHONW 001aCTH, HOCUT Ha3BaHHUE:

BriGepute oauH 13 4 BapuaHTOB OTBETA:

1) YHuGUIMpoBaHHBIE CUCTEMBI JOKYMEHTAITUN
2) Opra"u3anuoHHO-PACTIOPSIUTEIIbHBIC JOKYMEHTHI
3) HopmatuBHO-IpaBOBBIC aKThI
4) JlokymMmeHTO000pOT
3aganue Ne§

BBI6epI/ITe PCKBU3BUTHI JOKYMCHTA, OTHOCAIINUXCA K OPUIANYCCKU 3HAUYUMbIM:

BriOepuTe HECKOIBKO U3 4 BAPUAHTOB OTBETA:

1) [Teuars

2) ['pud yrBepxkACHUS TOKYMEHTA

3) PeructpaiimoHHbIii HOMEp JOKYMEHTA
4) Tekct

3agaane Ne9

HopMaTuBHBII TOKyMEHT, PETIaMEHTUPYIOIUI OpraHU3al|Io, IpaBuia, IPUEMbI U IPOLIECCH
CO3/1aHUS JOKYMEHTOB, MOPSII0OK PadOThl C HUIMHU B KOHKPETHOM YUPEKJIECHUU C YUETOM YCIOBHIA
U crienu(UKU ero JesITeIbHOCTH, Ha3bIBAIOT:

BriGepute oauH U3 4 BapuaHTOB OTBETA:

1) JIOIKHOCTHOW MHCTPYKLIMEH
2) HNHucTpykuuen o JOKyMEHTUPOBAHUIO YIIPABICHYECKOU AEATEIbHOCTH
3) [IpaBunaMu BHYTpEHHET O TPYAOBOIO paclopsika
4) CranmapTom
3amganue NelO

JIBe nnm 6osiee MOMUCe CTaBUTCS O] JOKYMEHTOM, €CJIH:

Bri6epute onuH 3 4 BapuaHTOB OTBETA:

1) Ha Besikmii ciyyaid, - Oyaer, KoMy OTBe4aTh
2) Tax Hajo Aenath Beeraa
3) 3a coaepkaHue TOKYMEHTa OTBETCTBEHHBI HECKOJIBKO JIUIT
4) Huxkorna He craButcs
3amanme Nell

VcranoBute MMOCJICA0OBATCIIBHOCTh BHYTPECHHECTO COITIACOBAHM ITPOCKTA JOKYMCHTA:
Ykaxure IMOPAOOK CICOAOBAHHA BCEX 6 BApUAHTOB OTBCTA:

C OTpacieBbIMH, (PYHKIIMOHAIBHBIMH, TEPPUTOPUATHHBIMU TOPA3ACIECHUSIMH, CO-

1) BEIIATeILHBIMU OpraHaMH M MPH HEOOXOAUMOCTH ¢ OOIIIECTBEHHBIMU OPTaHU3AIH-
SIMUA
2) C pabOTHHUKAaMH, OTBETCTBEHHBIMHU 3a pelieHrne (PyHKIMOHAIBHBIX BOIIPOCOB

3) ¢ (MHAHCOBBIM MOPA3ACTICHIUEM WU TTIAaBHBIM OyXTanTepoM



4)
5)

6)

C IOPUAMYECKON CITY>KO0H
CO c1yx00i TOKYMEHTAIlIMOHHOIO 00eCICUeHUs

C 3aM. pYKOBOJUTEJIS OpraHU3alliy 10 BOIPOcaM, OTPaXEHHBIM B IPOEKTE AOKY-
MEHTa

3amaune Nel2

YcranoBute MOCJICAOBATCIIBHOCTh BHCIIHCTO COITIACOBaHUA JOKYMCHTA!

1)
2)
3)
4)

5)

6)

Vkaxure IMOpAAOK CIICOAOBAHHUA BCEX 6 BapUaHTOB OTBCTA:
C IMOAYMHCHHBIMU OpTraHU3alusIMU

C opranmu3anysaMu, 3aHUMAIOIIMHUCS UCCIICIOBAHUSIMH B TOW 00JIaCTH, K KOTOPOM
MMeEET OTHOILICHUE COACpKaHUE TOKYMEHTA

C opranuzanusmMu, 3aHUMAIOIIUMUCS UCCIICAOBAaHUAMHE B TOH 00JIaCTH, K KOTOPOM
MMeEET OTHOLLEHUE COAECPKAHNE JOKYMEHTA

C 0011eCTBEHHBIMHU OPTaHU3AMSIMHU — TP HEOOXOIUMOCTH

C opranamu, OCyIIECTBIISIOIUMH rOCYJapCTBEHHBII KOHTPOJIb B OIIpeaeIIeHHON 00-
JaCTH

C BBIIIECTOSIIMMHU OpraHaMH , KOT1a 3aKOHOJATENbCTBOM IIPEyCMATPUBAETCS BO3-
MO>KHOCTb COBEpLICHUS YIPABICHYECKUX JEHCTBUN TOJIBKO C pa3pelleHus ITUX Op-
raHoB

3amanue Nel3

CoBMecTHBIE JOKYMCHTBI HCCKOJIBKUX OpFaHI/ISaHI/Iﬁ oAU CHIBAOT

1)
2)
3)
4)

Bri6epute oauH 13 4 BApuaHTOB OTBETA!
PYKOBOJIMTENH U UX 3aMECTUTEIN OT BCEX OPTaHU3ALUI
PYKOBOJIMTENH BCEX OPraHU3ALUI
PYKOBOJUTENN U OyXTaiTephl BCEX OpraHu3aiui
JIOCTaTOYHO MOJIMCH OJHOTO U3 PYKOBOJIUTENEH

3amanue Nel4

[Toanuck u pykoBoaUTENS, U OyXraiarepa CTaBUTCS Ha JOKYMEHTaxX:

1)
2)
3)
4)

BriOepuTe HECKOIBKO U3 4 BApUAaHTOB OTBETA:
JICHE)KHOT0, MaTEPUAIBHOTO M KPEIUTHOTO XapakTepa
Crnyxammx OCHOBaHUEM JJIs IPUEMA U BBIJIAUM JIEHET
st mprema U BblJa4v MaTEPUAIIBHBIX LICHHOCTEH
B mo6om cirygae

3aganue Nel5

CoBMecTHBIE JOKYMCHTEI HCCKOJIBKUX OpFaHI/ISaHI/Iﬁ oAU CHIBAOT

1)
2)
3)
4)

Bri6epute onuH 3 4 BapuaHTOB OTBETA:
PYKOBOJUTEII U UX 3aMECTUTEIIA OT BCEX OPTraHM3aIHHA
PYKOBOJUTEIIN BCEX OpPraHU3aIni
PYKOBOJIUTENN M OyXTalTephbl BCEX OpraHu3aiui
JOO0CTATOYHO IMOAIMMCHU OJHOI'O U3 pyKOBOI[HTGJIGfI

3amanne Nel6

YcraHoBiieHHe eAMHOO0pa3nsl COCTaBa U OPM YIPABICHYECKHUX JTOKYMEHTOB, (PUKCUPYIOIIUX
OCYIIECTBIICHHE OJHOTHITHBIX YIPABICHYECKUX (QYHKIHH, - 3TO



BriGepute oauH U3 4 BapuaHTOB OTBETA:

1) CranpapTuzanus JOKyMEHTOB
2) YHudukamnus 10KyMEHTOB
3) JIoKkyMEHTHpOBaHUE YIIPABICHUYECKON IEATEIIbHOCTH
4) JlokymMmeHTO0000pOT
3amganue Nel7

dopma I0pUINIECKOT0 3aKpEIUICHUS POBEACHHON YHH(DHUKAIIMY U YPOBHS €€ 0053aTeIbHOCTH —
3TO:

Bri6epute onuH 3 4 BapuaHTOB OTBETA:

1) CrangapTuzanus 10KyMEHTOB

2) YHudukamnus 10KyMEHTOB

3) JlokyMeHTOo000pOT

4) JIoKyMEHTUPOBaHUE YIIPABICHUYECKON AEATEIIbHOCTH
3amanue Nel8

K 0CHOBHBIM MpUHIMIIAM YHU(PHUKAIIMHA JOKYMEHTOB OTHOCST
BriOepuTe HECKOIBKO U3 4 BApUAaHTOB OTBETA:

[Toctpoenue dhopmynsapa-oOpasna sl OpraHu3alMOHHO-PACTIOPSANTEIbHBIX

1) JIOKYMEHTOB

2) Ennnoobpa3zue opopmiieHUs TOKYMEHTOB B Mpeieaax OJJHONH CUCTEMBI
3) Obs3arenbHOE BU3UPOBAHUE JOKYMEHTOB PYKOBOJIUTENEM OpraHU3alun
4) O0s3arenbHOE YTBEPAKICHUE TOKYMEHTOB PYKOBOJUTEIEM OpraHU3aluu

3amganue Ne20
[Tpomecc co3manms KaapoBbIX JOKYMEHTOB, 00CCIICUNBAIONINX PEIICHNE KPOBBIX 33J1a4 — 3TO:

Bri6epute onuH 3 4 BapuaHTOB OTBETA:

1) JIoOKyMeHTHpOBaHHE YIPABJICHUS KaJApaMH

2) JIoKyMeHTaIlMOHHOE 00eCTIeYeHNE YIPABICHHS
3) KanpoBblit MEHEIIKMEHT

4) KanpoBoe obecrieuenne cCTeMbl yIpaBIeHUS

3amanne Ne2 1

[Tporecc 06pabOTKH KaaPOBBIX JOKYMEHTOB, 00€CIICUNBAIONITUX PEIIEHNE KaIPOBBIX 3a/1ad,
Ha3bIBAIOT:

BriGepute oauH 13 4 BapuaHTOB OTBETA:

1) Opranuzanus paboThI ¢ KaJPOBOil TOKyMEHTaLuel
2) JIoKyMeHTHpOBaHUE yIPABICHHS KaJpaMu
3) JlokymMeHTaImoHHOE 00eCTIeYeHUE YITPaBICHUS
4) KanpoBblii MEHEKMECHT
3amganue Ne22

BaxxupiMu 3a1a4amMul TOKyMEHTUPOBAHUSI YIPABIECHUS KaIpaMHU SBIISIOTCS:
BriOeprTe HECKOIBKO U3 5 BApUAHTOB OTBETA:
1) 3aKiIr0ueHre TPYAOBOTO J0rOBOpa U 0POpMIICHHE TpreMa Ha paboTy
2) OdopmiieHne nepeBojia Ha Ipyryro padboTy

3) OdopmieHne TUCIUTUTMHAPHBIX B3BICKAHUHT



4) Cranpaptuzanus TpyAOBbIX IPOLIECCOB
5) Odopmiienne noompeHust pabOTHUKOB
3amanue Ne23
BaxxHpIMM 3a/1auaMu TOKyMEHTHPOBAHHUS YIIPABJICHUS KaJipaMHU SIBIISIFOTCSL:

BBI6€pI/IT€ HECKOJIBKO H3 4 BApUAHTOB OTBCTA:

1) Odopmienue ciryxkeOHBIX KOMaHIUPOBOK
2) OdopmieHne yuera uCroiib30BaHus pabovero BpeMeH!
3) JIoKyMeHTHpPOBaHUE CTPOUTEIHLCTBA HOBOT'O KOPITyca JJIsl KaJIpOBOM pabOThI
4) [Ipexpamienue TpyI0BOro 10TOBOpa
3ananue No24

Opranm3anys padoTHI C KaIpOBOH JOKYMEHTAIIUEH COCTOUT W3 Oleparui

BBI6€pI/IT€ HECKOJIBKO H3 4 BApUAHTOB OTBCTA:

1) VYuer kagpoB, CO3JJaHUE U BEACHUE CIIPABOYHOIO amapara

2) Benenue TpynoBbIX KHHKEK PaOOTHUKOB

3) DOopMHUPOBAHUE U BEICHUE JIUYHBIX JEJI COTPYIHUKOB

4) Benenue neperoBopoB ¢ COUCKATENSIMU BAKAHTHBIX MECT
3amanue No25

Opranuzanus paboThI C KaAPOBOW JOKYMEHTAIIUEH COCTOUT U3 Omeparuit

BBI6€pI/IT€ HECKOJIBKO H3 4 BApUAHTOB OTBCTA:

1) [Topsimok mepenayu aem KaJpoBOM CIIyKObI

2) [ToaroToBka nen ciy>xObI KapoB K Tiepeaaye el B apXuB

3) XpaHeHue Jen KaApOoBO# CITYKObI B apXUBE OpraHU3aIiu

4) [IpoBenenue cobecenoBanus ¢ pabOTHUKAMU KaIpOBOM CITy>KOBI
3ananue No26

B coctaB HOpMaTUBHO-METOAMYECKON 0a3bl, peryIupyoIel TOKyMEHTHPOBaHNE TPYI0BOH Jie-
ATEIBHOCTH PAOOTHUKOB, BXOJAT

BBI6€pI/IT€ HECKOJIBKO H3 4 BApUAHTOB OTBCTA:

1) @3 «O rocynapcTBEHHON TaliHE
2) ®denepanbHble HOPMATUBHBIE aKThI, KACAIOIINUECs TPYJOBOTO MpaBa pabOTHUKOB
3) @3 «O06 nnpopmaryu, THPOPMATU3ALUH, 3ATUTE HHPOPMALIUN
4) @3 «O6 obpazoBanmu B PD»
3ananue Ne27

B cocTaB HOpMaTHBHO-METOMYECKOU 0a3bl, PETyIHPYIONIEH JOKYMEHTUPOBAHKE TPYIOBOH Jie-
ATCIIBbHOCTU pa6OTHI/IKOB, BXOOAT

BriOeprTe HECKOIBKO U3 4 BAPUAHTOB OTBETA:

1) Konexc P® 06 aqMUHHUCTPAaTUBHBIX TPABOHAPYLICHUIX
2) TpynoBoii konekc PO
3) I'paxknanckwmii kojiexe PO
4) Mopckoii koaexc PO
3amanue Ne28

K HOpMaTHBHO-METOAMYECKUM JOKYMEHTAM I10 TPYAY, AEIONPOU3BOJICTBY IO KaJApaM, KJIaCCH-
¢bukany U crangapTaMm KaJpoBOl JOKYMEHTAIMH, apXUBHOMY /1€y, OTHOCSATCS



1)

2)

3)
4)

5)

BriOeprTe HECKOIBKO M3 5 BApUAHTOB OTBETA:

KBanudukaoHHbIi CIPaBOYHUK JODKHOCTEH PyKOBOAUTEINEH, CIICIIHATTUCTOB U
CITy>Kalux

HNHcTpyKIus 110 BEASHUIO TPYAOBbIX KHUKEK HA NIPEAIPUATHAX, B YUPEIKICHUAX U
OpraHu3alusIX

CranmapThl peanpUsITUS
DTUYECKUI KOJEKC MPEANPUATHS

TunoBele npaBuIa BHYTPEHHETO TPYJOBOT0O pacnopsiika A pabouuX U CIIyKaIlUX
IPEANPUATHN, YIPEKACHUN U OpraHUu3alun

3amanue Ne29

K HOpMaTHBHO-METOAMYECKUM JOKYMEHTAM I10 TPYAY, AEIONPOU3BOJICTBY IO KaJpaM, KJIaCCH-
¢duKamy U crangapTaM KaJpoBOl JOKYMEHTAIMH, apXUBHOMY JI€TY, OTHOCSATCS

1)
2)
3)
4)

BriOeprTe HECKOIBKO U3 4 BApUAHTOB OTBETA:

TumoBast HHCTPYKIUS 110 JICIONPOU3BOJICTBY B (peiepaIbHBIX OpraHax UCHOJ-
HUTEJILHOM BIIACTH

OcHOBHBIE TIpaBUIIa Pa0OTHI APXUBOB OpraHU3ALUI
locynapcTBeHHast cucteMa JOKYMEHTAIIHOHHOTO 00ECTICUeHUS YITPABICHUS
PaCHOp}II[I/ITeJIBHBIe I[OKyMeHTBI 110 J'II/I‘-IHOMy COCTaBy

3amanue Ne30

K moxanpHBIM HOPMAaTUBHBIM aKTaM pa6OTOI[aTeJ'IH OTHOCAT

1)
2)
3)

4)

5)

BriOepuTe HECKOIBKO U3 5 BApUAaHTOB OTBETA:
[lITaTHOE pacniucanue
[TonoxxeHnue o mepcoHane
I'paduku CMEHHOCTH M OTITYCKOB

IIepedeHp TUNIOBBIX YIPABICHUYECKUX JOKYMEHTOB OpraHU3alyil, C yKa3aHueM
CPOKOB MX XpaHEHUs

[IpaBuna BHYTPEHHETO TPYIOBOTO PACIIOPSIAKA
3amanme Ne3 1

Kakue 1oKkyMeHTBI OTHOCATCSI K HOPMAaTUBHBIM?

1)
2)
3)
4)

BriGepute oauH 13 4 BApuaHTOB OTBETA!
Nudopmupyromue o npeacrosiemM hakre
Hcexopsmuye T0KyMEHTBI
JIOKyMEHTBI, yCTaHABIUBAIOIIUE KaKUe-TH00 HOPMBI U TpaBuia
Bxoadime 10KyMeHTbI
3amanue Ne32

OOBsICHUTE CMBICIT CTAaHJAPTH3AIIUN JJOKYMEHTOB

1)
2)
3)
4)

BriOepuTe o1H 13 4 BApUAHTOB OTBETA:
Pazpabotka GpopmynspoB — 00pa3oB BceX BUAOB JOKYMEHTOB
BhbisiBIeHHE OCHOBHBIX PEKBU3UTOB JIOKYMEHTOB
Pa3paboTtka TpadapeTHBIX U TUIIOBBIX TEKCTOB
Bce nepeuncnennoe

3amanue Ne33



OOBsicHUTE Ha3HAUCHHE PACTIOPSAAUTEIBHBIX JOKYMEHTOB

1)
2)
3)
4)

BriGepute oauH 13 4 BapuaHTOB OTBETA:
JIOKYMEHTBI, UCXOSIINE OT PYKOBOAUTENS (PUPMBI
JIOKyMEHTBI, pEryIUPYIOIIHE IPOLECC YIPABICHUS PEAIPUATUS
JIoKkyMeHTBI, copeprKaniue HOpMbI U IIPaBUIIa
JIOKyMEHTBI, OTpAKAIOIIKNE CTPYKTYPY IPEANPUITHS
3ananue Ne34

HazoBure nuHbIi TOKYMEHT

1)
2)
3)
4)

BriGepute oauH 13 4 BapuaHTOB OTBETA:
Tpynosoii 1orosop
OObsicHUTEIbHAS 3aITHCKa
Pacnopsixenue
OTtyeT o mpoieIaHHOM paboTe
3agaaue Ne35

Uro Ha3bpIBaeTCs yNpaBIE€HYECKUM TOKYMEHTOM?

1)
2)
3)
4)

BriGepute oauH 13 4 BapuaHTOB OTBETA:

JIOKyMEHT, cozep:KaHHe KOTOpPOro PETyIupyeT MpOLEcC YIpaBIEHUs HMPOU3-
BOJICTBOM

JlokyMeHT, 00s13aTeIbHBIN JJIs1 UCTIOTHEHUS

JupeKxTruBa pyKOBOAUTEIIS IPEAIIPUATUS

JlokyMeHT, coaepKalluii OnpeiesIeHHbIE MPaBUIa
3amanue Ne36

OOmBscHUTE Ha3HAUEHHE WH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB

1)
2)

3)
4)

Bri6epute onuH 3 4 BapuaHTOB OTBETA:
JIOKyMEHTBI, OTpaKaloIIKe KaKylo-Tu00 nHPpOopMaIuio

JIOKYMEHTBI, HEeCyIllie CIPaBOYHYI0 MH(POPMAIUIO U CIyXaT OCHOBaHUEM st
COCTaBJICHUS PACTIOPSAUTENBHBIX JOKYMEHTOB

JIOKyMEeHTBI, IyOIupyroIre B cxkaToil popMe pacnopsAuTeNbHbIE JOKYMEHTHI
JInyHble TOKYMEHTBI COTPYIHUKOB
3amganue Ne37

Uto Takoe UHAMBUYATIbHBIA JOKYMEHT?

1)
2)
3)
4)

Bribepute onun u3 4 BapuaHTOB OTBETA:
JIoKyMeHT, OTpakaroluii MHIUBUIYAIBHBIA XapakTep HHhOpMAaIiu
JAYHOE ACIO
JInuHBIA TOKYMEHT
JIOKyMEHT, NOATBEPKAAIOIIMHI JUYHOCTH BIIaAEIbLA
3amanue No38

[TpaBuna opopmnenus OPJ] ocHOBaHBI Ha CIEAYIONINX TPEOOBAHUIX

1)
2)

Bri6epute onuH 3 4 BapuaHTOB OTBETA:
3akoHa 00 nH(popMaTU3auy, HHPOPMATHU3AIUHY U 3alUTe HHHOPMAITUN
rcaoy



3) I'OCT P 7.0.97-2016 HarnmonaneHslii ctangapt PO
4) Obmepoccuiickoro kinaccudukaropa ynpaBieHUYeCKONW JOKYMEHTAIH
3amganue Ne39
. K pacriopsantensHbIM JOKyMEHTaM OTHOCSTCS

Bri6epute onuH 3 4 BapuaHTOB OTBETA:

1) pernieHue

2) aKT

3) JIOTOBOP

4) JOJDKHOCTHAsI UHCTPYKLIUSA

3amanue No4(
Komy nomuunsiercs ciyx6a JI0Y B opranuzarnuun?

Bri6epute onuH 3 4 BapuaHTOB OTBETA:

1) PYKOBOAMTEIIO OPraHU3aIUH

2) CEKPETapIO PYKOBOIAMTEIS OpTaHH3AI[IH

3) TJIABHOMY OyXTalTepy

4) cinyx6a JIOY HUKOMY HE MTOTYUHSACTCS
3ananue No4 1

[IpaBoBO¥i aKT, ONpeneNsIomuil MOPSI0K 00pa3oBaHMs, MpaBa, 00S3aHHOCTH M OPraHU3aIHIO
pabotsl ciryx06s1 IOY — 3T0:

BriGepute oauH U3 4 BapuaHTOB OTBETA:

1) UHCTPYKIIHUS 1O JETONPOU3BOICTBY

2) noJioxkeHue o ciayxoe 10Y

3) JIOJDKHOCTHAS! MHCTPYKITHS paboTHHKOB JJOY
4) PYKOBOJICTBO IO JIEJIONPOU3BOJICTBY

3amganue Ne42

OCHOBHOH JOKYMEHT, YCTaHABIUBAIOIIUN €IUHBIA MOPSAIOK JOKYMEHTHPOBAHHS M BHIOPAHHYIO
TEXHOJIOTHUIO pa6OTI>I C JOKYMCHTaMU B OpraHu3allvuu — 3TO:

BriGepute oauH U3 4 BapuaHTOB OTBETA:

1) WHCTPYKITUS TIO JIEIONIPOU3BOJICTBY
2) noJiokeHue o ciayxoe 10Y
3) JIOJDKHOCTHASI MHCTPYKITUU paboTHrkoB JJOY
4) PYKOBOJICTBO TIO JICJIOTIPOU3BOICTBY
3amgaaue Ne43

JIOKYMEHT, periIaMeHTHPYIOIIUNA OpraHu3aluOHHO-TIPABOBOE TMOJIOKEHNE paOOTHUKA B CIIyxk0e
JOY —aTo:

Bri6epute onuH 3 4 BapuaHTOB OTBETA:

1) UHCTPYKLHUS IO AETIONPOU3BOICTBY

2) noJiokeHue o ciayxoe 10Y

3) JIOJDKHOCTHAS! MHCTPYKIHS paboTHHKOB JJOY

4) PYKOBOJICTBO IO JIEJIOTIPOU3BOICTBY
3ananue Ne44

KakoBa onrtuManbHas YHCICHHOCTH ACJIOMPONU3BOACTBCHHBIX pa6OTHI/IKOB IO OTHOIICHHIO K



061ueMy qucity pa6OTaIOH_II/IX Ha TPOMBINUJICHHOM MPCANPUATHU COINIACHO PCKOMCHAAIUAM
HUU tpyna?

Bri6epute onuH 3 4 BapuaHTOB OTBETA:

1) 12....15%
2) 8....12%
3) 2......8%
4) 0,5 %

3agaaue Ned45

Bri6epute onun u3 0 BapuaHTOB OTBETA:
Hert vu ogHoro BapuanTa orsera!
3aganue No46

JIOKyMEHTBI, COZIep Kalllie CBEACHUS 0 paOOTHUKAX MPEIIPUATHS U ACITEIbHOCTH KaJpOBOH
CITyOBbI, HA3BIBAFOTCS

BBI6€pI/IT€ HECKOJIBKO H3 4 BApUAHTOB OTBCTA:

1) PacniopsauTenbHbIe TOKYMEHTHI

2) JIOKyMEHTBI 110 JIMYHOMY COCTaBY

3) KanpoBast nokymeHTanus

4) OpranuzanvoHHbIE JOKYMEHTBI
3ananue No47

JIOKYMEHTBI, IPUMEHSEMbIE B YIIPABICHUN IEPCOHAIOM, KIACCUDULIIUPYIOTCS MO0 BUAAM:

BBI6€pI/IT€ HECKOJIBKO H3 4 BApUAHTOB OTBCTA:

1) OpraHu3alMOHHO-KalpoBasi TOKyMEHTAlHs

2) OpraHu3aloOHHO-pacopsIUTeIbHAs JOKYMEHTALUS

3) JlokyMeHTanus 1o JMYHOMY COCTaBy

4) CripaBo4HO-UH(OPMAITMOHHAS TOKYMEHTALUs
3aganue Ne48

Bunamu noxyMeHTanuu, IpUMEHSIEMOU B CUCTEME YIIPaBJICHUS [IEPCOHAIOM OpraHU3aluil U
IMPEIIPUATHH, SABIISIOTCSA

BBI6€pI/IT€ HECKOJIBKO H3 4 BApUAHTOB OTBCTA:

1) OpranuzanvoHHO-PACTIOPAIUTENbHASL JOKYMEHTALUs

2) OpranuzanoHHO-KaIpoBasl JOKYMEHTALUs

3) JlokyMeHTanus 1o JMYHOMY COCTaBy

4) CripaBo4HO-MH(OPMAITMOHHAS TOKYMEHTALUs
3amganue Ne49

K oprann3zaniioHHO-KapOBOMl JOKYMEHTAIIMU OTHOCST

BriOepuTe HECKOIBKO U3 5 BApUAaHTOB OTBETA:

1) [TostoxeHust O CTPYKTYPHBIX ITOIpa3AeICHHSIX
2) [IpaBuiia BHYTPEHHETO TPYIOBOTO PACHIOPSIIKA
3) JI0TKHOCTHBIE HHCTPYKLIUU

4) WucTpykuuu o opranuzauu padot

5) HIrTatHoe pacniucanue



3aganue NeS50
K oprannzaninoHHO-pacnopsIuTEIbHON TOKYMEHTALUN OTHOCST

Bbl6CpH’l‘C HECKOIbKO n3 4 BAPHUAHTOB OTBCTA:

1) MUChbMa, TeJIeTPaMMBbI

2) NIPUKAa3bl, TOCTAHOBIICHHS

3) MIPOTOKOJIBI 1 OOBSICHUTEIbHBIC 3aIHCKU
4) npaBuiia U HHCTPYKLUHU

KpaTlcoe OMUCAHUEC H PEIVIAMEHT BbINMOJTHCHUSA

1.CtyaeHT 00s13aH MPONTH MPOMEKYTOUHOE i UTOTOBOE TECTUPOBaHUE B cucteme PocaucranTa
2. ITo utoram Ttecra hopmMupyercs oreHKa

Kpurepun oneHku:
OLIGHI/IBaIOTC}I ABTOMATUYCCKU B CUCTCMC TCCTUPOBAHUA POCI[I/ICTaHTa.

7.2.2. lIpakTHYecKHe 3a1aHUS
Teopueckoe 3axanmue 1

3aganue 1. CocTraBbTe Ha OTACIHLHOM JIUCTE COOCTBEHHOE PE3OME.

3apanue 2. Onpenenure TAI OpraHU3AINH, ISl KOTOPOU OYIET MOa0MPaThCs MEPCOHAI, €€ Op-

TaHU3alMOHHO-TIPABOBYIO (POpPMY. DTO MOKET OBITH J1H00asi KOMITAaHUS, Mara3uH, IPOU3BOJICTBO.
Omnpenensercs BaKaHCHS Ha MPEANPHUATHH, HAa KOTOPYIO OyAeT BECTUCH MOA00p paboTHHU-

ka. JKenarenbHO BBIOMpATh T€ JOJDKHOCTH, HAa KOTOpPBIE BBl MOKETE NMPETEHJI0BATh yXke ceifiuac

y)Ke ceiiuac uiu B OyrKaiieM Oymyriem.

[Ipennpusrue:

JlOMKHOCTB:

3ananue 3 Paspaboraiite mpodeCCHOHAIIBHYIO MOJIENh paOOTHUKA ISl BRIOPAHHOM TOJDKHOCTH
no npeangaraeMoit cxeme. OnpenenuTh BAXKHOCTh, 3HAUUMOCTH (BECOBOM KOA((DUIIMEHT) Xapak-
TEPUCTUK C TOYKH 3PEHHUS yCIEUIHOCTU paboTHMKA. [laliTe OleHKy KakJIoMy MOKa3zaTelro Mo
CTOOATEHOM crucTeMe (B CyMMe JTOJDKHO mosryduThes 100 6amioB).
[IpodeccuonanpHas Moaens pabOTHHKA MpUBeIeHA B Ta0uIEe 1.
[Ipu cocraBnennn npodeccHoHANBHON MOJEN MOXKHO HMCIIOJIb30BaTh MPUBEACHHBIA HUXE TPH-
MEpPHBIN CHHCOK XapaKTepUCTHK paOOTHHKA, OMONHSS €ro crneuuuyHbiMA TPeOOBaHUSAMHU K
KOHKPETHOM, BHIOPAaHHOM BaMU JOJKHOCTH.
[IpuMepHBIi CIUCOK XapaKTEPUCTUK ISl COCTaBJICHUS MPOdeCcCHOHATBLHON MOJEIN pa-
0O0THUKA
Kaopoevie oannvie:
- 10J1 (MYX., )K€H., HE UMEET 3HAUCHUS);
- BO3pacT;
- ceMeHHOE TI0JIOKECHHE;
- BHEITHOCTD (KpacuBasi, MPUATHAS, HOPMaJIbHas );
Tabmuma 1
JIOIDKHOCTB:

Ioxa3zarenn OcCHOBHBIEC XapaKTEePUCTHKHU Becosoii
k03¢ PpunueHT

1. KagpoBble 1aHHEIE




2. OnbIT paboTHI

3.IIpodeccroHanbHBIC 3HAHUS

4 IlpodeccroHanbHbIC YMCHHS

5. YpoBeHb UHTEIJICKTa

6. JInuHOCTHBIE KauecTBa

7. 3n0poBbe

8. YpoBeHb KBAIU(UKAITUH

9. Xo06u

10.Bremnme ycnoBus

11.Opranuszanus Tpyaa

12. Omnara Tpyaa

13. CounanpHbie Ojiara

14.CounanpHble rapaHTHH

Hroro: 100

Onvim:

- cTaxk paboThI (IO BpEMEHH, T10 CIEIUATBLHOCTH, TI0 3aHUMAEMBIM JIOJKHOCTSIM);
Ilpogpeccuonanvuvie 3nanusn 6 oonacmu:

- YOpaBlIeHUs, MAPKETUHTA, TICUXOJIOTHH, MpaBa, Au3ailHa, HHOCTPAHHOTO S3bIKA, TEXHUYECKUE
3HAHUA U TIp.;

Ilpogpeccuonanvnvie ymenua ¢ ooracmu:

- paboTHI C JIOJbMHU, MAIIMHONUCH, BEICHUS JTUYHBIX €], TeIeQOHHBIX MEPEeroBOPOB, COCTaB-
JICHUS] pacIHCAHUN, peKJIaMbl, MAPKETUHIOBBIX HCCIICIOBAaHUH, MOJIL30BaHUs O(PUCHON TEeXHHU-
KOH, IPUTOTOBJIEHUS CTPOUTENILHOTO PacTBOPA, KIaJIKH U T.J.

Ypoeenv unmennexma:

- BBICOKHM, CpEIHUHN, HU3KUH, OBICTPO CXBATHIBAET CYTh;

JIuunocmmuule kauecmea:

- I0OpPOXKENATEIBHOCTh, OT3BIBUNBOCTh, BHUMATEIHHOCTD, MOPSIOYHOCTD, TPUHIIUIIUATHHOCTS,
CKPOMHOCTb, BOCIIUTAHHOCTh, MMYHKTYaJIbHOCTb, WCIOJHUTENBHOCTh, MPEANPUUMUUBOCTD, TPY-
JoJIt00ue, OPraHu30BaHHOCTh, HACTOWYMBOCTD U TIP.

300posve:

- 3JI0pPOB, IPAKTHYECKHU 3]I0OPOB;

- HaJIM4Ke Kakoro-mm0o XpoHUYecKoro 3a00JIeBaHNUS;

Yposenv keanugpuxayuu:

- oOpa3oBaHue (HEMOIHOE CpeHee, CpeaHee odlee, cpeiHee CreaabHOe, BBICIIEE);

- CIIEUABHOCTH (MEHEKEp, ePEeBOIYUK, OTICIOYHHUK, KAMEHIIIMK U IIp.);

- TOBBINICHNE KBATU(HUKAIMY (KypChl MOBBIMICHUS, [IIKOJIA MEHEIKEPOB, CTPOUTEIHHBINA MOJH-
rod TTIK u mip.);

Xooou:

- CIIOPT, UCKYCCTBO, IOMOBOJICTBO, OXOTa U Mp.;

Buewnue ycnosus:

- O1M30CTh MPOKUBAHUS OT MecTa pabOoThl, HATMYKME aBTOMOOUIISL M BOJUTENLCKHUX MpPaB, HAJIU-
Yyhe MalleHBKHUX JETEH, MPOKUBAHUE BMECTE C POAUTEISIMH, BO3MOKHOCTh BbI€3/la B KOMaHIH-
POBKH U TIp.;

Opzanuzayus mpyoa:

- IUTUTEIHHOCTh pabouero JHs, CMEHHBIN XapakTep paOboThI;

- o0opynoBanue pabouero mecra, Halu4ue paboOYero CTrosa, KOMIBIOTEpPa, TenedoHa, Apyroi
OpPITEXHUKHU, CIIY>KEOHBIH TPaHCIIOPT;

Onaama mpyoa:




- TOJDKHOCTHOM OKJIaJI, KBapTalibHAs TIPEMHUS, IPOLIEHT OT MPHOBLIH, OTIaTa KOMaHIUPOBOYHBIX
pacxodgoB, oIiata MPECACTABUTCIBCKHUX PACXOJ0B, KOMIICHCAIUA 3a HCIHOJB30BAHUC JIMYHOI'O
TPAHCIIOPTA B CITY>KEOHBIX HENSX U T.1I.

Couuanvuvle donaza:

- MaTepuabHas MOMOIIb Ha MPHOOPETEHHE MMyTEBOK HA BPEMs OT/IbIXa, KOMIICHCAIIHS PacX0/I0B
Ha THUTaHUe, orulata (UPMEHHON ONEXKIIbl, KpeAUT (PUPMBI, OIUIaTa ACTCKUX YUPEXKIEHHH, Mo-
JApKH KO JTHIO POXKICHHS U TIPA3JHUKAM.

CouyuanvHsle capanmuu:

- ©KETOJIHBIN OTIYCK (KOJIWYECTBO JTHEH);

- orjiatra 60J'IBHI/I‘-IHBIX JINCTOB,

- CTpaxOBaHHUE,

- JOIIOJIHUTC/IIbHAA IICHCHUA,

TBopueckoe 3a1anue 2 «Jl0oKyMeHTHpPOBaHUE NIPUEMA MEPCOHAIAY

3ananme 1. B cBoeii kOMaH/ie TOJTOTOBbTE PEKJIAMHOE OOBSIBIICHHE O BakaHCHH. B 00baBIeHNN
OJDKHO OBITEH HE Oosee 30 ciioB.

PexnamHoe 0OBsIBICHHE TOJDKHO COZIEPXKATh CIAEAYIOIIYIO 0053aTeIbHYI0 HH(POPMAIIHIO:
Ha3BaHUE OpraHU3allM{, BaKaHTHAs JIOJKHOCTb, TPEOOBAHUS K JIOJDKHOCTH, YCJIOBHS OIUIATHI
TpyZJa, KOOPIAUHATHI IPEITPHUITHSL.

OOBbsBIIEHUE KENATENBHO CJeNIaTh OPUTHHAIBHBIM, MPUBIEKAIONUM BHUMaHUE KaHIUa-
TOB.

TekcT 0ObsABICHHUS:

3amanme 2. [loaroToBbTEeCh K COOCCEIOBAHUIO.

A. CocraBbTe 1IaH codecenoBanus (He meHee 15 Bompocos). bombIas mooBruHA BOTIPO-
COB JIOJI’KHA OTHOCUTBHCSI K KATETOPUHM OTKPBITHIX, TO €CTh TAKUX, KOTOPBIE MPENO0JIaraloT pas-
BEPHYTHIE OTBETHI.
[Ipumepbl TUIOBBIX BOMPOCOB, KOTOPHIE MOYKHO HCIIOIB30BaTh IPU COOECEIOBAHIH, TIPUBEICHBI
HIKEe. MOXXHO BOCIOJIB30BaThCS TUIIOBBIMH BOIPOCAMHU WJIM MPUAYyMaTh BOMPOCHI CaAMOCTOS-
TEIHHO, UCXOMAS U3 TPeOOBAHMI K KOHKPETHOH IOJDKHOCTA U OCOOCHHOCTEH OpraHu3aiuu, IJis
KOTOPBIX TIOJIOUPAETCS] COTPYIHHK.

BJIAHK
cobeceroBaHMs ¢ KaHIUAATOM Ha JOJDKHOCTh
dUO
JlaTa
No Bormpoc OtBer
1
2
3
4
5
6
7
8
9

Tabnuna 2 - TunoBsie BOMPOCH! Il COOECETOBAaHUS MIPH MPUEME Ha paboTy

Bomnpoc YTo MOXKHO y3HATh

1 Pacckaxkute 0 Bariei mocienHei pabore [TonyunTh niepBoe BrieyatieHue o kanauaare. OnpenesuTh Jab-




HEHNIIUN X011 coOeceq0BaHus

2 Yro BaM GouiblIIe BCEro HPaBUTCS (HPaBU-
JIOCh) B Ballel pabore

YT1o4HUTH chepy npodecCHOHANBEHBIX HHTEPECOB. BBISCHUTH CHIIb-
HBIC CTOPOHBI KaHTU1aTa

3 Yro BaM MEHBIIIC BCErO HPABUTCS (HPaBH-
JIOCh) B Balliel pabore

BrrisicHuTh ciadbie CTOPOHBI KaHAUJAaTa

4 Kak BbI OJTy4riIn paboTy B PEXHEH opra-
HU3AIUU

OHpe[leJ'H/ITI) CTCIICHb MHUIIMATUBHOCTH KaHAWAaTa, €ro roroBHOCTb
K MIOUCKY HCHCIIOJIb30BAHHBIX PE3CPBOB

5 Kaxkumu Obutn Banu paboune 00sS3aHHOCTH
B nocneaHen opranusanuu? Bee mu Bac
ycTpauBano?

VYTOo4YHUTE chepy KOMIETCHIUH KaHAUAATa, €r0 OTHOLICHHH K MO~
py4eHHOI1 paboTe

6 KakoBbI Ballii OCHOBHBIE ycnexu B pa60Te

OHpeL[eJ'H/ITL OPUCHTHUPOBAHHOCTb KaHAWAATa HA JOCTUIKCHUSA. BEI-
SICHUTHb, B KaKUX o0y1acTsIX oH ,I[O6I/IJ'IC5[ HaWJIy9InuX pe3yJIbTaTOB

7 Bvlnu M y Bac B paboTe KaKUe-TO ONTHOKH,
pa3o4apoBaHusl, 4TO-TO, YTO HE MOJTY4aIoCh
HE OYCHb YIaYHO

BBI}ICHI/ITB, TOTOB JIM KAHAWJAT IPUHUMATh Ha ce0st OTBETCTBCH-
HOCTB 3a CBOM HEYyIa4Yn

8 Kakoii mporpecc ObUT JOCTUTHYT BaMU 3a
BpeMsi pabOThI B MOCIEAHEH OpraHu3aliu

OrnpenenuTb CmocOOHOCTh YeJIOBEKA K POCTY H PA3BUTHIO

9 YUTO BBI MOJIYYHIIH OT paOOTHI B BaIIeH IMo-
ClieHe OpraHu3auu

BbIsSICHUTB, CIOCOOCH JTH YEJI0BEK LIEHUTh HOBOE, CKIIOHHOCTD K T0-
3UTHBHOMY MbIIIJICHHUIO, CIIOCOOHOCTh HAXOAUTH MOJIOKUTEIBHOE B
000U CUTYyaInu

10 Onuinre cedst B 00LIKX CIIOBAX

BrrsicHUTH MpCACTABJICHNUC YCJIOBCKA O CaMOM cebe

11 Yxaxure, ueM Bbl IPEBOCXOJUTE APYTHUX
Jroaei

OHpe[leJ'H/ITL, HACKOJIbKO KaHAUAAT YBEPCH B CBOUX CHOCO6HOCTHX,
3HAHUAX, HABBIKAX, KBaHI/I(i)I/IKaIII/II/I

12 Kakue y Bac Henoctatku? Kakue xauectsa
BaM CJIeJlyeT Pa3BUBATh B MIEPBYIO OUepeb

YCTaHOBI/ITL, HACKOJIbKO pCAJIMCTUYIHO KaHAUAAT OLICHUBACT cebs. B
YCM COCTOST €ro OCHOBHBIC PE3CPBLI

13 Kakue kauecTBa BaM HpaBWJIUCH B BallleM
HENOCPEACTBEHHOM PYKOBOJICTBE

BI)IHCHI/ITL, KaK KaHAUAaT OTHOCUJICA K CBOEMY PYKOBOAUTEIIIO, I'0O-
TOBHOCTb K COTPYAHHUYCCTBY C PYKOBOJAUTECIICM, KaKUC Ka4€CTBa
PYKOBOAUTEISA UMCHOT JJIA HET'O 3HAYCHUC

14 Yro, mo BaiieMy MHEHHIO, BHECIIO OCHOB-
HOM BKJIaJl B BalllK NPO(hecCHOHATIbHBIE yCIIe-
XM K HACTOSIILIEMY MOMEHTY

YTo4HUTH OMOrpaduuecKue JaHHbIC, MONYYUTh JOMOJHUTCIBHBIC
CBEJICHUS OTHOCUTEIHHO MPO(ECCHOHAIBHBIX KAYECTB U TOTCHIINA-
J1a pabOTHHKA

15 KakoBb! Baiiu A0JTOCPOYHBIC LIETH U 3a-
Iadn

OnpenenuTs TOTOBHOCTH YeJI0BEKa K 00YUCHHUIO M Pa3BUTHIO,
CKJIOHHOCTH IIJIAHWPOBATh CBOE Oyaymiee

16 C kakuMH JIIOIbMHU BaM MPUATHO (HETPH-
SITHO) UMETh JeTI0 Ha paboTe WU TOIePIKH-
BaTh JICJIOBbIE OTHOLICHHUSI

Onpez[enmb JCJIOBBIC ICHHOCTH, YCTAHOBKH B ICJIOBOM O6H.[€HI/II/I

17 Ecnu ObI BBl HaYaJIM BCE C Hadayia, Kak ObI
W3MEHHJIN CBOIO JKU3Hb M Kaphepy

BBIHCHI/ITB, YTO YCIIOBCKA HC YCTpaWmBacT B ceGe, KakKue OCiIu ABJIs-
FOTCSI JUII HErO HauboJjee IPUBJICKATCIIbHBIMHU

18 TToueMy BbI ocTaBuiIM (cobupaerech ocTa-
BUTb) Ballle OCJIETHEE MECTO PaOOTHI

OHQHI/ITB BCCOMOCTD IPUBOANMBIX apTryYMCHTOB, BBIICHUTH OTHOIIIC-
HHC YCJIOBCKA K pa60Te, K KOJLJICraM 110 pa60Te, K PYKOBOJACTBY

19 3a nOoCJICAHUE IIATH JICT, YTO M3 BalllUX
O)KI/I,HaHI/Iﬁ cOBLIOCH

BuISICHUTE CIIOCOOHOCTH KaHauzaara qJ0CTUratb HaMCUYCHHBIX ueneifl.
BI)IHCHI/ITI), KaKHe 3HAYUMBIE€ COOBLITHS MPOU3O0IIN B €TI0 KMU3HU 3a
TOCJICAHUC I'ObI

20 Kak BbI ymaere, 4To OBl CKa3aja O Bac Ball
NOCHAEeIHUH PYKOBOJUTENb

BI)IHCHI/ITL, HCT JI1 KOH(i)J'H/IKTa C INPECKHUM PYKOBOACTBOM. Onpe,ue-
JIMTb CAMOOLICHKY KaHAuaaTa

21 Bbuto 1 B Baei paboTe 4To-TO, YTO BBI
CUMTAIM TPYIOHBIM aist ceds? Kak Bl ¢ aTUM
CIIPABILUTICh

BI)IHCHI/ITL, YTO BBI3bIBACT 3aTPYAHCHUA Y KaHAWAATa U KaK OH IOJ-
XOOUT K pCIICHUIO l'IpO6J'I€M

22 Uro BBl CYHMTAETE CBOMMHU OCHOBHBIMH
JIOCTIKEHUSAMH 32 BpeMsl yaeObl B By3e (KoJI-
JIeJKE)

BEIICHUTS, ¢ 4eM y 4eJIoBeKa aCCOIMUPYIOTCSI OCHOBHBIE YCIIEXH

23 B xakoil HOJDKHOCTH BBl BUAUTE ceOs de-
pe3 S5 ner

OrnpeneneHre KapbepHBIX IUIAHOB KaHIHUIATA, €ro YPOBHS MPHUTA3A-
HHUH B CAMOOIICHKH

3ananue 3. [IpoBenenue codbecenoBanusl.
[IpoBectu cobecenoBanme ¢ COTPYAHUKAMH CTPYKTYPHOTO MOpa3IeICHHs, B KOTOPOM BBl pado-

TacTe.

PGSYJIBTaTBI HaGHIO,Z[eHI/I}I BHOCHUTCA B ITIPOTOKOJI.




I[TPOTOKOJI
HaOJIOICHUsT 3a MMOBeIeHUEeM KaHHU1aTa Ha BAKAHTHYIO TOJDKHOCTD (MHTEPBbIOEpa)
CobecenoBanue Ne
Kangunat (uaTEpBBIOED)

IToxazaTtenu XapakTepucTuka

Kak nepxurtcs Ha cobecetoBaHUN yBEpEH

CIIOKOEH

B3BOJIHOBaH
pasapaxeH
3aWHTEPECOBAH
Oe3pasnnucH

JIpyrue 0COOCHHOCTH:

HesepOanbHbie peakiiuu mosa:

KECThI:
MHUMHKA!
KOHTaKT rJia3:
WHTOHAIIMS:

ConeprxaHue OTBETOB (BOIIPOCORB) JIOTUIHOE U3JI0KEHUE

HE JIOTUYHOE

KpaTKoe

MIPOCTPAHHOE

4EeTKOC

3aIyTaHHOE
BBI3BIBAIOIICE JOBEPHE
BBI3bIBAIOIICE HEJIOBEPHUE

Hcnons3oBanne IIPUEMOB AKTUBHOT'O CITYINAHUA

[Tpouenypa cobecenoBaHusi MOKET IPOXOIUTH ABaKIBL. [loce ee 3aBepiieHus, KoMaHaa
aHaJIM3UpyeT OJaHK OTBETOB KaHIHMATOB, ITPOTOKOJIBI HAOIIOJCHUN U JaeT 3aKII0UYEHUE O CTe-
MEHU NPUTOJHOCTH KaHAUaTa JJIsl 3aHATHSI BAKAHTHOM JTOJKHOCTH.

Brisox:

4. Oxunaemslii (e) pesyabrat (bI) [Iprkas o mpoBeneHnn codece10BaHus, pe3tOMe, aHKETHI,
IIPOTOKOJI COBEIIAHMUs, TPYAOBO TOTOBOP, MPUKa3 O MpreMe, TndHas kaprouka (T-2)

TBopueckoe 3ananue 3,4 «/lokymMeHTHpPOBaHMEe OPraHU3ANMOHHOM 1eATETbHOCTH
NpeINPUHIMATEIBCKUX CTPYKTYP>»

Ienv:

- YMEHHUE COCTABIATh OpPraHU3alMOHHBIEC JOKYMEHTBI 10 JIMYHOMY COCTaBY
- HaBBbIK KOHCTPYHUPOBAHUs1, TBOPYECTBA;

Teopemuueckue ceedenus:

K nmoxymeHTaM, periiaMeHTUPYIOLIUM YIIpaBJICHUE IEPCOHANIOM, OTHOCSTCS OpraHu3a-
IUOHHBIC HOOKYMCHTLBI: CTPYKTYpa U HITaTHAsA YUCIICHHOCTD, IITATHOC PACTIMCAHUC, ITPpABUJIA
BHYTPEHHETO TPYAOBOTO PaCHOpsIKa, TIOJ0KEHUS O CTPYKTYPHBIX MOJpa3fAefieHus X, MOJI0XkKe-
HUE O IepCcOoHale, TOHKHOCTHbIE MHCTPYKIINHU, TPa(UKH OTITYCKOB U JIp.

Ha ocHoBanuu ycraBa opranusanuu (B KOTOpOM, TOMHUMO OCHOBHBIX IIPAaBUJI, PETYIHPY-
IOIIMX €€ ACATEIbHOCTb, ObITh ONPEIEIICHBI IIPaBe U 00S3aHHOCTH YUPEIUTENCH U APYTrHe MOoJIo-
JKEHUS O TIEpCOHaJe), pa3padaThiBaeTCs ee (YKa3bIBAIOTCS CTPYKTYPHBIC MOAPA3ACIICHUS ) U
OMpCACIIICTCA MITaTHAsd YUCIICHHOCTD (,Z[OJ'DKHOCTI/I, KOJINYCCTBO GI[I/IHI/II_I).

B nokymenre «lllmamnoe pacnucanue» 3aKperuisitOTCS JOJKHOCTHOM, YHCICHHBIN
COCTaB OpraHu3aluu, yKa3bIBarOTCA CBCACHUA O JOJDKHOCTHBIX OKJIaJax, Hal[6aBKaX U MECAYHOM




¢done 3apabOTHOM MMJIaThl OpraHU3alMy B L[EJI0OM, HITATHOE PACIHCAHUE YTBEPKIAETCSI PYKOBO-
TUTENIEM OpTaHU3aIlNU.

Ha ocnoBanuu Tpynooro Koaexca PO TpynoBoil pacnopsiiok B OpraHu3aiuy Oonpese-
nsiercst «llpasunamu enympennezo pacnopaoka». B Hacrosiee BpeMsi Kaxaas KOHKpETHas op-
TaHU3aIMs ¢ YIETOM CHEU(PHUKN TeaTeTbHOCTH, (GOPMBI COOCTBEHHOCTH, HA KOTOPOH OHA OCHO-
BaHa, OPraHU3aI[MOHHO-TIPABOBOM ()OPMBI, YHUCICHHOCTH PAOOTHUKOB, HAJTMUHUS HIIK OTCYTCTBUS
CTPYKTYPHBIX HOJIpa3fiesieHui BIpaBe yTBEP:KIaTh CBOM IMpaBmiia. B To ke Bpems CyIIeCTBYIOT
oTpesieieHHbIE HOPMBI, KOTOpPhIE OpPTaHM3aIlys HE BIPaBE M3MEHUTH: TapaHTUU PAOOTHUKAM,
MPOJOKUTEILHOCTh pab04yero BpeMEeH!, Mephl TUCIUIUIMHAPHOTO B3bICKaHUS U Apyrue. Takum
o0pa3oM, opraHu3anys He MOXKET yXY/IIaTh YCIOBUS PaOOTHUKOB IO CPAaBHEHMIO C 3aKOHO[a-
TenbCcTBOM PO.

[IpaBuia BHYTPEHHETO pacmopsika COCTaBISCT aJIMUHUCTPALUS OpraHuU3auu (B YaCTHOCTH,
9TOI pabOTON MOXKET 3aHMMAaThCsl KaapoBas ciy)k0a), BABUPYET IOPUCT; ITH MpaBmiia 00Cyxaa-
IOTCSl Ha 001IeM coOpannu (KOH(pepeHIINN) paOOTHIUKOB U YTBEP)KIAIOTCSI PyKOBOAUTEIIEM Opra-
HU3ALUY.

B mpaBuiax BHyTpEHHETO TPYIOBOTO PACTIOPSIKA YKA3bIBAIOTCS CIICAYIOIINE PA3aCIIbl:

- o0111e€e TTOJI0KEHUE;

- IOPSJIOK TIpUeMa, TIePEeBOa U YBOJIbHEHUS CITYKaIUX;

- OCHOBHBIE 00513aHHOCTH aJIMUHUCTPAIUH;

- pabouee BpeMsl U €ro UCIOIb30BAHUE;

- IOOLIPEHHUS 3a yCIeXu B paboTe;

- OTBETCTBEHHOCTH 32 HAPYIICHUS TPYAOBON JUCIUTIINHBL;

- BHYTPUOOBEKTHBIN PEXKIM;

- opranuzanus padboThl.

CoBpeMeHHbIE KOMMEPUECKHE CTPYKTYPhI pa3pabaThIBalOT B KAUECTBE OPraHU3aIllMOHHO-
ro gokymenta «llonoxcenue 0 nepconane», B KOTOPOM, IIOMHUMO OOIIHUX BOIPOCOB Pa3BUTHS
TPYJOBOTO KOJIJIEKTHBA, MOTYT pacCMaTpUBATHCS M Ba)KHBIE BOMPOCHI: MOBBIIICHUS KBaU(rKa-
[[UU TIEPCOHAJIA, YIaCTHs MIEPCOHANA B MPUOBLIAX, MPaBUiIa JIEJIOBOTO OOIICHHUS IEpCOHaNa U Jp.

Opranu3zaiuu, coCTOsIINE U3 HECKOJIbKUX CTPYKTYPHBIX HOJpa3feleHul, 00s3aHbl pa3-
pabotare «llonoicenue 0 cmpyKmypHom noopazoeneHuuy, B KOTOpOM OIpeeNeHbl 3a1auu,
¢byHKIIMY, TpaBa U 00513aHHOCTU MOApa3AeeHus. TeKCT MonoxKeHus: 00 oTaese KaApoB TOJIKEH
coJiepKaTh CIEAYIOUINE OCHOBHBIC Pa3/IeIibl:

- o01IME TTOJIOKEHH;

- OCHOBHBIE 33/1a4W;

- CTPYKTypa U PyHKITUY;

- B3aMMOOTHOIIIEHUS C IPYTUMH MOAPA3SICHUSIMHA OpTraHU3aIiy;

- MpaBa U 00sI3aHHOCTH;

- OTBETCTBEHHOCTb.

[TonoskxeHrne O CTPYKTYpPHOM IMOAPA3/IEICHUM TOCJIE COIVIACOBAaHUS C IOPUCTOM, C APYTUMHU
JOJKHOCTHBIMHU JIMIIAMH YTBEPKAACTCS PYKOBOAUTENIEM OPTaHU3AIIHH.

JlomkHOCTHAs MHCTPYKLHMS - TOKYMEHT, PErJIaMeHTUPYIOLIUI MPaBOBOE MOJIOKEHNE paOOTHHKA
B OpTaHHU3AIUH.

B nomKHOCTHOM MHCTPYKIIUM ONPEAETSIOTCS 3a/1a4M, YCTAaHABIMBAIOTCS (QYHKIINH, TpaBa U 00s-
3aHHOCTHU pPabOOTHHKA COTJIACHO 3aHUMAaeMOi TOKHOCTH.



@Dopma ookymenma «CmpyKkmypa u WimamHuas YucjieHHOCHb OP2AHU3AUUUY

HaumeHnoBanue opranuzanuu

CTPYKTYPA H LLITATHAA
YUHCIIEHHOCTbH
00.00.2020 Ne

MecTto n3nanus
Anmnapara ynpaBiaeHHUs

VTBEPXIAKO
HauMeHoBaHue NOIKHOCTHU

PacmmpoBka nmoxnucu
00.00.2020

HanmeHnoBaHue CTpYKTYpPHBIX TOAPA3ACICHUN

[ItaTHas 4YMUCIEHHOCTD

HaumenoBanue JOJDKHOCTH noOnUCh

Bussl cornacosanus

N.0. ®amunus

Dopma ooxymenma «llpasuna enympennezo mpyooeozo pacnopaoka»

HaumeHoBaHue opranuzanuu

IIPABHIIA

00.00.2020 No

Mecto uznanus

GHYmMPpeHHe20 mpy006020 pacnopaoKa
CTpykTypa TekcTa

OO011re MOJ0KEHUS

[Topsimok mpuema, epeBoAa U YBOJIBHEHHUS CITYKaIX
OCHOBHBIE 0053aHHOCTH CITYXKaIlUX

OCHOBHBIE 0053aHHOCTH aIMUHHUCTPAITIH

PaGouee BpeMs U €ro UCIOIb30BaHUE

IToompenus 3a ycexu B pabore

B3bickanus 3a HapyIIeHUE TPYJOBOH TUCITUTUIAHBL
BHYTpHoOBEKTHBIN PEKAM

Bussl
COI'TACOBAHO

HaumeHoBaHue qoKkymMeHTa
00.00.2020 No

YTBEPXIAIO

HaumeHoBaHue 1OIKHOCTH
Pacmmudposka noanucu
00.00.2020




Dopma ookymenma «llImamnoe pacnucanue

HawnmeHnoBanme opraHn3anuu YTBEPXJIAIO
HITAT B KOJIMYECTBE eJIMHUII
C MECSIYHBIM (DOHIOM
3apabOTHOM TIaThI pyOuneit
HanmeHoBaHME TOMKHOCTH
HITATHOE PACITHCAHHE Pacmmdporka noanucu
00.00.2020
00.00.2020 Ne

Mecto n3manus

Ar[napaTa OpraHv3anvun Ha roa

Kong n nammeno- Ko u nanme- | Konu- JlomKHOCT- HanxOaBku Mecsiunbiii | [Ipume-
BaHUE CTPYKTYp- HO-BaHHUE YeCTBO HBIC mepco- npo- ¢donnm 3a- JaHKe
HOTO TIofipasniene- | JODKHOCTH IITATHBIX OKJIAJbI HaJbHBIE qne paboT-HOH
HUS €JINHUIL IJIAThI

1 2 3 4 5 6 7 8
HaunmenoBaHnue TOMKHOCTH NOONUCH N.0.®amunus

Bussl cornacosanus

3ananmne: CocTaBHUTh JiBa JOKYMEHTA, OTpaXxkaromue paboTy ¢ kaapaMmu Baieit opraHu3zaimu.

Kputepuu oneHKH 111 Ka:KI0T0 32 IaHUS

MaxkcuManbHO€E KOJINYECTBO 0aiioB — 4

4 Gayiia BBICTABIISICTCS, €CITU CTYJICHT MPABUJIBLHO PEIIMII 3aJaHKe, clieial 000CHOBAaHHBIN
Y apTyMEHTHUPOBAHHBIN BBIBOJIBI

3 Oayta BBICTABIISAETCS, €CIU CTYJICHT MPABUILHO PEIIWJ 3aJaHKe, HO BBIBOJ| CIICJIAH IO-
BEPXHOCTHO.

2 Oajuta BBICTABJIICTCS, €CIIM CTYACHT MPaBUIIBHO PEIIW 3aJaHue, HO 0e3 apryMeHTHPO-
BaHHBIX BEIBOIIOB

1 OayuT BBICTABIISIETCS, €CIIM €CTh OMIMOKU B PEIICHUU 3aJlaHus 0e3 apryMEHTHPOBAHHBIX
BBIBOJIOB

0 GayTOB BBICTABJISACTCS, €CIIM CTYACHT HE BBITOJHUII 33 JaHHE

7.3.0ueHOYHbIe CPeACTBA IJIA MPOMEKYTOUHOI ATTEeCTAlMM MO UTOraM OCBOEHUS
AUCHUTLTHHBI

7.3.1. Bonnpochl K POMEKYTOYHOM aTTecTalluu

Kypc 5

Ne Bonpocsi

[ToHsATHE TOKYMEHTA U ero KiaccuuKaus.

1
2. CucTeMbl TOKYMEHTALIMH, IPUMEHsIEMbIE B KaJIpOBOil ciyx0e.
3 OCHOBHBIE TOKYMEHTHI, PETIAMEHTUPYIOIINE YIPaBICHUE NEPCOHATIOM: IPABUIIA BHYT-




PEHHEro TPYJI0BOT'O pacnopsiika

4. OcCHOBHBIE TOKYMEHTHI, PErJaMeHTUPYIOIINE YIIpaBiIeHUE IEPCOHAIOM: IITATHOE paciu-
caHue

5. OcCHOBHBIE TOKYMEHTBI, pErJIaMEHTUPYIOLIUE YIIPABIEHNE IEPCOHAIOM: TI0JKHOCTHBIE
MHCTPYKIIUU.

6. OcHOBHbIE TOKYMEHTBI, periiaMEHTUPYIOLINE YIIPaBIeHUE IEPCOHAIOM: TPYIOBBIE JOT0-
BOPBI (KOHTPAKTHI).

7. [TpaBuna opopMieHNs TOKYMEHTOB: COCTaB PEKBU3UTOB, TpeOOBaHUS K X 0(OPMIICHHUIO.

8. [TpaBuna opopmieHHsI JOKYMEHTOB: TpeOOBaHMS K OJIaHKaM JIOKyMEHTOB U MX oopmiie-
HUIO.

9. ITopsimok oopmieHUsT JOKYMEHTOB MPHU NTpueMe Ha paboTy;

10. | opspok opopmieHHs JOKYMEHTOB IIPH MEPEBOJIE;

11. | Pactop:xeHue TpyJa0BOro 10roBopa (KOHTPAKTA);

12. | Ilopsaok mOArOTOBKM MPUKA30B MO JIUYHOMY COCTaBY;

13. | Ilopsmok oopmiieHNs TOKYMEHTOB MPH KOMaHNPOBAHUH,

14. | llopspok opopmiIeHHs JOKYMEHTOB NPH 00BSBICHUN OONIIPEHUSI.

15. | llopsaok opopmiieHHsI JOKYMEHTOB NPH 00BbSBICHUN B3bICKAHMUS.

16. | OcHOBHBIE NpaBUjIa BeICHUS TPYAOBBIX KHIKEK.

17. Benenue 1M4uHBIX A€

18. | Opranuzamnus JOKyMEHTO0OOpOTA.

19. | Cucremarusanus JOKYMEHTOB

20. XpaHeHre KaJIpOBOM TOKYMEHTAIIUH.

21. | JIokyMeHTHpOBaHHUE MPOLIECCOB MOJATOTOBKU K HaiiMy rmepcoHasia

22. | JlokyMeHTHpOBaHHUE MPOLECCOB HaliMa MepcoHaa

23. | JlokyMeHTHpOBaHHE MTPOIIECCOB aaNTallui PAOOTHUKOB

24. | JIokyMeHTHpOBaHHUE MPOLECCOB 00yUeHUs paOOTHUKOB

25. | JIokyMeHTHpOBaHUE MPOIIECCOB TPOXOKACHUSI UCIIBITATEILHOTO CPOKa

26. | JlIokyMeHTHpOBaHHUE MPOLECCOB 00yUeHUs PAOOTHUKOB

27. | JlokyMEeHTHpOBaHUE MTPOIIECCOB MPHUBJICYEHUSI 00YJAIONIEro MepcoHaa

28. | JlokyMeHTHpOBaHUE MPOIIECCOB YIIPABICHUS Kapbepoil COTPYIHUKOB

29. | Pabora mo 3amuTe nepcoHaIbHBIX JaHHBIX

30. | Homenknatypa gen

31. | [IpaBuiua 3amomHeHus TuyHO# kaptouku (T-2)

32. | JIoKyMEeHTHpOBaHHE MPOIIECCOB MPH YBOJIHHEHUHN IO HHUITHATUBE PAOOTHUKOB

33. | JIokyMeHTHpOBaHHUE MPOLIECCOB MIPU YBOJIBHEHUH 110 MHUIIMATHBE PabOTOIATENs

34. | lokyMeHTHpPOBaHHE IPOIECCOB YBOJbHEHHUS MO HE 3aBUCSAIIUM OT CTOPOH MPUYUHAM

35. | OcHOBHBIE JOKYMEHTHI, PETJIAMEHTUPYIOLIUE YIIPaBICHUE IEPCOHATIOM: TIOJIOKEHHUE O
KaJpOBOH Ciryk0e

36. | OcHOBHBIE JOKYMEHTBI, PETJIIAMEHTHPYIOLIUE YIIPaBICHUE IEPCOHATIOM: TIOJIOKEHHUE O
nepcoHae

37. | OcHOBHBIE TOKYMEHTHI, pETIAMEHTUPYIOIINE YIIPABICHUE TIEPCOHATIOM: TIOJIOKEHHE 00
aTTecTalluu

38. | OcHOBHBIE JOKYMEHTHI, PETJIIAMEHTHPYIOLIUE YIIPaBICHUE IEPCOHATIOM: TIOJIOKEHUE O
IPEMUPOBAHUH

39. | OcHOBHBIE TOKYMEHTHI, pETIAMEHTUPYIOIINE YIIPABICHUE TIEPCOHATIOM: TIOJIOKEHHE 00
orare Tpyaa

40. | OcHOBHBIE JOKYMEHTBI, pErJaMeHTUPYIOIINE YIIPaBICHHE IEPCOHATIOM: MOJIOXKEHUE O
HalMe IepcoHaIa

41. | PernameHThl paOOTHI C IOKYMEHTaMH, COACPKAUTMIMH KOMMEPYECKYIO TaHY

42. | XapakTepucTHKa aBTOMAaTU3UPOBAHHBIX CUCTEM JOKyMeHTHpoBaHus JIOY

43. | ConeprxaHue rocyJJapCTBEHHON CUCTEMBI IOKYMEHTAIIMOHHOTO 00ecIIeYeHus] YIPaBICHHS




44. | TlpaBuia TOKyMEHTHPOBAHMS MPOIIECCOB aIaNTAIMH PAOOTHUKOB

45. | [lpaBuna TOKyMEHTHPOBAHMSI MPOIECCOB OOYUYCHUSI PAOOTHUKOB

46. | IlpaBuia MOKyMEHTHPOBAHMSI MPOIIECCOB MPOXOXKICHUS UCTBITATEIHHOTO CPOKA

47. | IlpaBuna TOKYMEHTHPOBAHHMsI MPOIECCOB OOYUYCHUSI PAaOOTHHUKOB

48. | IlpaBuia JOKYMEHTHPOBAHHsI IPOLIECCOB MPUBJICYCHUS 00yYarOIIEro MepcoHaa

49. | IlpaBuia TOKyMEHTUPOBAHMSI IPOLIECCOB YIIPABJICHUSI KAPbepOoil COTPYTHUKOB

50. Pabota no 3ammre nepcoHAIbHBIX JAHHBIX

51. Howmenkiarypa nen

52. | IlpaBuia 3anoaHeHus THIHOM KapTouku (T-2)

53. | JIokyMeHTHpOBaHHUE MPOLIECCOB IPU YBOJILHEHUH 110 HHUIIMATHBE pAOOTHUKOB

54. | JlIokyMEeHTHpOBaHHE MPOIIECCOB MPU YBOJIHHEHUHU IO MHUITMATHBE paboTomaTess

95. | [IpaBuiia 3amonHeHNss HOMEHKJIATYPHI JIEN

56. | OcHOBHBIC MPUHIMIIBI 0)OPMIICHUS HOMEHKIIATYPHI e

57. | Anroputm oopmieHUST JOKYMEHTOB MPHU MprueMe Ha paboTy;

58. | Anroputm odopMiIeHHUsI TOKYMEHTOB ITPU NEpeBOie pabOTHHKA BHYTPH OpraHU3allly,
59. | PacropskeHue Tpy10BOTO JOTr0BOpa (KOHTPAKTa) B COOTBETCTBUU ¢ TpynoBeiM Komekcow,
60. | AIropuTM MOATOTOBKH MPHKA30B M0 JUYHOMY COCTABY

7.3.2. Kputepun u HOPpMbI OLEHKH

B cjydac yCTHOﬁ CIa4u 3K3aMCHA, OTMCTKA BBICTABJIACTCA B PC3YJIbTATC BLICITYIIMBAHUA

OTBCTA, 3alaBaHN HABOAAIIHNX, YTOYHAIOIHUX BOIIPOCOB U B COOTBETCTBUU C KPUTCPUAMHU OLICH-

KH

Kypc

®opma npose-
AeHUs
MPOMEKYTOYHOM
arTecTallu

Kpurepun u HOpMbI OLIEHKH

OK3aMCH

«OTIIMYHO»
85-100

BBICTABJISIETCS, €CIIU CTYJEHT JEMOH-
CTpUpYET ITyOOKOe H MOJIHOE OBJIA-
JIEHUE COJIepKaHUEM MaTepuaa, B
KOTOPOM CTYJIEHT JIETKO OPUEHTUPY-
€TCs1, BJIaJICHUE MOHATUITHBIM arma-
paToM, yMEHHUE CBSA3bIBATh TEOPUIO C
MIPaKTUKOM, perarh NpakKTHYEeCKue
3aJauu, BHICKA3bIBaTh U 0OOCHOBBI-
BaTh CBOHU CYKJIE€HMS, TPAMOTHOE,
JIOTUYHOE U3JI0KEHUE OTBETA

«XOpOILIOY
70-84

BBICTABJISICTCS CTY/ICHTY, €CJIH OH
OCBOMJI Y4eOHBII MaTepuall, BiIaaeeT
HOHSATUHHBIM anapaToM, OpUCHTHU-
pyeTcsl B U3y4EHHOM MaTepHalie 0Co-
3HAHHO MTPUMEHSIET 3HAHUSI JIS pe-
IICHUS TPAKTUYCCKUX 33]1au TPaMoT-
HO M3J1araeT OTBET, HO COJICPIKAHUE U
¢dbopMa 0TBEeTa UMEIOT OTEIbHBIE
HETOYHOCTH

«yJIOBJICTBOPUTEIHHO
55-69

BBICTaBJISICTCS, €CIIU CTYIEHT OCBOMII
MaTepual, BlIaJeeT NOHITUIHBIM all-
11apaToOM, OPUEHTUPYETCS B U3YUYCH-




Kypc

dopma npose-
AeHHsA
NPOMEKYTOYHOM
aTTecTaluu

Kpurtepnu u HOpMbI OLlEHKH

HOM MaTepualie IPUMEHSET 3HaHUs
JUISL pEIIeHUs TPaKTUUECKHX 3a/ad,
U3JIaraeT OTBET, HO COJIEpKaHUE U
¢dbopMa oTBETa UMEIOT HETOYHOCTH

«HEYIOBJIETBOPUTEIILHO

0-54

BBICTABJISICTCS, €CITH CTYJICHT UMEET
pa3po3HEHHbBIE, 0eCCUCTEMHBIC 3HA-
HUS, HE BBIACIISET TJIABHOE U BTOPO-
CTETIEHHOE, JIOIYCKAaeT OIMOKH B
OTIpENICIICHUH TTOHITHI, HCKaXKAeT UX
CMBICTI, OECIIOPSIIOYHO H3JIaraeT Ma-
TepUal




8. YueOHOo-MeTOoaMUYeCcKOe M HHPOPMALMOHHOE 0O0ecneyeHHe U CUNILTHHBI

8.1. O6s13aTesbHas IUTEPATypPa

Tun (yueOHuK, yueOHOE

Ne nocooue, y4eOHO- I'on KounyecTBO B HayuHoi Oudanorexe /
ABTOPBI, COCTABUTEIH 3arnaBue (3arojioBoK)
n/n MeTOauUYecKoe mocooune, | U3TaHUSA HaumenoBanue 9bC
NMPAKTUKYM, IP.)
1 JlokyMeHTalmoOHHOE yuae0. mocobue 2019 9BC «ZNANIUM.COM» URL:
P. E. Bynar obecrieyeHre yrpaBacHUsI https://znanium.com/catalog/document?id=3
NIEPCOHATIOM 55024
2 N.B. XKypasnesa, KanpoBuky — Bce o nipu- MpaKkTUYECKOoe mocodure 2020 «ZNANIUM.COM» URL:
M.B. XKypasnesa Ka3ax, KaJIpOBBIX U HE https://znanium.com/catalog/document?id=3
KaJIPOBBIX 44624
3 . H. Ky3nemnos Jlenonpoun3BoicTBO y4eOHO-CITPaBOYHOE 2020 «ZNANIUM.COM» URL:
nocodue https://znanium.com/catalog/document?id=3
58533
8.2. lonosiHMTE/ILHAS JIUTEPATYPa
Tun (yueOHuK, yueOHOE
Ne nocooue, y4eOHoO- I'ox u3- KounyecTBO B HayuHoi OudanoTexe /
ABTOPBI, COCTABUTEIH 3arnaBue (3aroji0BoK)
n/n MeTOoauUYecKoe Imocooue, JTaHUA HaumenoBanue 9bC
NMPAKTUKYM, IP.)
4 Crenanosa E.H. CucremMa 3J1€eKTPOHHOIO yuebHoe rmocobue 2018 3BC «ZNANIUM.COM» Pexum goctyna:
JIOKyMeHTOo0OopoTa (00- http://www.iprbookshop.ru/73341.html
JJAYHOE pPEIICHUE)
5 byxankos M. U. VYnpasneHue nepcoHa- yue0. mocobue 2019 «ZNANIUM.COM»

JIOM : Pa3BUTHE TPYAOBOIO
MIOTEHIMana



https://znanium.com/catalog/document?id=355024
https://znanium.com/catalog/document?id=355024
https://znanium.com/catalog/document?id=344624
https://znanium.com/catalog/document?id=344624
https://znanium.com/catalog/document?id=358533
https://znanium.com/catalog/document?id=358533

8.3. Ilepedensb npogeccuoHAIBHBIX 023 JaHHBIX U HHPOPMALMOHHBIX CIIPABOYHBIX
CHCTEM

- Kagporoe coo0riectBo 1 myosmkanuu - Pesxum poctyna: http://hr-portal.ru

- Caiit HarmoHnaapHOTO CO103a KaApoBHKOB - Pexkum poctyma: http://www.kadrovik.ru

- Kagposoe neno. [IpakTuueckuii sxypHai o KaapoBoi pabote - Pexxum nocrymna:
http://www.kdelo.ru

- MUHHCTEPCTBO SKOHOMUYECKOTO pa3BuTus PO [DnexTponnsiit pecypc]| -Pexxum nocrymna:
http://economy.gov.ru/minec/main

- MUHHCTEPCTBO TPYAa, 3aHATOCTH U MUTPALIMOHHON nonuTuku Camapckoit oosacTtu [ Dek-
TpOHHBIN pecypce] - Pexxum moctyna: http://trud.samregion.ru/home/slugba.aspx

- MuHuCTEPCTBO Tpy/la U cOLManbHOM 3auuThl PO [DnexkTpoHHsbI pecypc] - Pexum nocryna:
http://www.rosmintrud.ru/

- MuHUCTEPCTBO 3KOHOMUYECKOT0 pa3BUTHs U Toprosiu Poccuiickoit @enepannu [ IaeKTpoH-
HBIN pecypc] - Pexxum goctyna: Www.economy.gov.ru

8.4. IlepeueHb MpOrpaMMHOro odecrnevyeHust

Ne Haumenopamme [O PexBU3HUTHI norms?pa
n/n (naTa, HOMep, CPOK AeMCTBUA)
1 | Windows Jlorosop Ne 690 ot 19.05.2015r., cpok aeiicTBHs - 6ECCPOUHO
2 | Office Standart Jlorosop Ne 690 ot 19.05.2015r., cpok neiicTBus - GECCPOUHO;
Jlorosop Ne 727 ot 20.07.2016r., cpok AEHCTBUS - OECCPOTHO

8.5. Onncanne MaTepHaIbHO-TEXHUYECKOH 0a3bl, HEOOXOAUMOI I OCylIeCTBJIe-
HHs 00Pa30BaATEIbHOI0 NPOLECcCa 0 AUCHUIIMHE

Ne HaumeHnoBaHue 000py10BaHHBIX Ilepeuenn
n/n YueOHbIX KAOUHETOB, JJa0opaTOpuii, OCHOBHOI'0 000pPY10BaAHMS
MACTEPCKUX U JAP. 00beKTOB /Il NPOBeIeHH s
NPAKTHYECKUX U JIA0OPATOPHBIX 3aHATHH,
MOMelleHU J1JI51 CAMOCTOSATeILHOIH padoThI
o0yyaromuxcs (HoMep ayIUTOPHH)

1. Aynuropust Be0-KOH(EpEHIIHIA. VYuebnast | CTon mnpenoaaBaTesbCKU,
ayIUTOPHUS TUTst NIPOBEICHUS 3aHSATUH | SKpaH TEJIEBU3NOHHBIH,
JEKIIMOHHOTO THMA. YdYeOHas ayAauTopus ULl | poyTep, CTOWKa L
NPOBEICHUS  3aHATUH  CEMHMHApCKOrO  THWIIA. | TEIEeBHU30pa,  Beb-Kamepa,
YueOHast ayTUTOPHS TSt KypCOBOTO | TpaHCIIapaHT-TIEPETSIKKA,
MPOCKTUPOBAHUS (BBITTOJIHEHHS KYPCOBBIX padoT). | UpMa, HayIIHUKH,

YyeOHast ayquTOpus JUIsl TPOBECHUS TPYIIIOBBIX | KOMIIBIOTED C BBIXOJOM B
U  WHIUBUAYAJbHBIX KOHCyJbTanMi YdeOHas | UHTepHET.

ayIUTOPHUS ISl TIPOBEICHMS 3aHSATHH TEKYIIETO
KOHTPOJIS U TPOMEKYTOUHOM aTTectanuu. (2-705

2. AynuTtopus BeO-KOH(DepeHIIHA. VYuebnas | Dxpan TEJICBU3UOHHBIN,
ayIuTOpHUs 1S [IPOBEACHUS 3aHATUM | IIUPMBI, IIPOKEKTOP HA
JICKOUOHHOI'O THIIA. y‘IGGHa}I ayauTopud IJid | IOTaTHUBC. CTOJI

IPOBEJCHUS  3aHATHI  CEMUHApCKOro  THUIMA. | MPEno/iaBaTelbCKuM,
VYyeOHnas ayuTopus TUTSE KYPCOBOTO | CTYJIbs



http://hr-portal.ru/
http://www.kadrovik.ru/
http://www.kdelo.ru/
http://economy.gov.ru/minec/main
http://trud.samregion.ru/home/slugba.aspx
http://www.rosmintrud.ru/
http://www.economy.gov.ru/

IPOCKTHPOBAHUS (BBIOJHEHHUS KYPCOBBIX PadoOT).
VYueOHast ayauTopus JUIsl IPOBEIEHHS TPYIOBBIX
U WHIUBUAYAJbHBIX KOHCYJbTAaMK Y4eOHas
ayIuTOpus Ul NPOBENEHUS 3aHSATUH TEKYILEro
KOHTPOJIS U MpoMexyTouyHoil arrecranuu (YJIK-
807).

IpenoaaBaTelbCKUe,
TpancnapaHT-IIepeTsaKKA,
CHCTEMHBIH OJIOK.

[lomemenne 111  CaMOCTOATENBHOM — palbOTHI
cryaentos (I'-401)

Cromnbl Y4EHUUYECKHUE,
cTynbsi yueHnueckue, 1K c
BBIXOJIOM B ceTb VIHTepHeT
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