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PA3JIEJI 1. METOANYECKHUE YKA3AHMUS 110 TIOAT'OTOBKE K
HPAKTUYECKUM (CEMUHAPCKHUM) 3AHATUAM

1.1. CopepxaHue NPaKTUUECKUX (CEMHUHAPCKUX ) 3aHATHM

[TpakTHdeckue (ceMUHAPCKKE) 3aHATHS MO JUCHUILUIMHE «J{OKyMEeHTaIlmOHHOE
obOecricueHUe YIPaBICHHUS TEPCOHAIOM» IPOBOJSATCS B COOTBETCTBHHM C Y4eOHO-
TEMAaTUYECKUM IIJIAHOM M TUIAHOM MPAKTHYECKUX 3aHATHM, OTpakeHHbIX B Paboueit
IporpaMMe, YTBEPKJICHHOM Ha 3acelaHny Kadeapbl dKOHOMUKH TPY/Jla U YIPaBICHUS

nepconanom «31» aBrycra 2011r., mporokomn Nel.

Pa3z[en 1. OcHoBBI AOKYMCHTAIIMOHHOI'O obOecreueHus YIIpaBJICHUA IICPCOHA-
JIOM

Tema 1.1 OcHOBBI J1e10NIPOU3BOJICTBA B KaIPOBOIL ClTy>k0€ U TpeOOBaHUS K €T0

BEJICHUIO
1. OCHOBHBIE MOHSTHS U CTPYKTYpa KaJIpOBOT0 JACIOMPOU3BOICTBRA.
2. Knaccuduxanus kaIpoBbIX JOKYMEHTOB.
3. TpeboBanus Kk 0OPOPMIICHUIO KaAPOBON TOKYMEHTAIUU.

3aaHus 1715 CaMOCTOSITENIbHOU paboThl:

1. [ToArOTOBUTH YCTHBIN OTBET HA KOHTPOJIbHBIE BOIIPOCHI MO TEME:

1.1. JlaiiTe onpeneneHne TepMUHAM «IEIOMPOU3BOJCTBOY, «KaIPOBOE JIEI0-
MIPOU3BOJICTBOY, «JTOKYMEHTAIMOHHOE 00ECIeUeHHE YIIPABICHHS IEPCOHATIOM).

1.2. KaxkoBa cTpyKTypa KaapOoBOT0 JEIOMPON3BOCTBA?

1.3. B wuem 3akirouaercs KaJpoBO€, OpraHHU3allMOHHOE, HOPMAaTHBHO-
METOMYECKOE U TEXHUYECKOE 0OecieueHre KapoBOTo AeJIONPOU3BOICTBA?

1.4. Yro MOHMMAIOT MOJ «JIOKYMEHTOM», KAKOBO €ro 3Ha4y€HUE B yIpaBJie-
HUM 1 Kakue (QYHKIIMH BBITIOJIHACT JOKYMEHT?

1.5. Yrto moHUMAIOT MOJ «KJIACCHU(PUKALMEH TOKYMEHTOB», U KaKUe TPYMIIbI
JIOKYMEHTOB BbI 3HaeTe?

1.6. Kakue rpynnsl KaapoBbIX JOKYMEHTOB Bbl 3HaeTe? [IpuBeante npumepsl



1.7. Yro noHMMAIOT O/ FOPUAUYECKON CUIION JOKYMEHTa?

1.8. Kakumu ['OCTamu ciemyeT mojb30BaThCs IpH 0(GOPMIICHUHA OpTaHU3a-
IUOHHO-PACIIOPAIUTEIbHBIX JJOKYMEHTOB?

1.9. [TIlepeuncnute U OXapaKTepU3yHTe OCHOBHBIE PEKBU3UTHI O(QUIIUATHHBIX
JIOKYMEHTOB.

1.10. KakoBel TpeOoBaHusI K OQOpMIICHHIO pPEKBU3UTA «MECTO COCTaBJICHUS
JIOKyMEHTa»?

1.11. KakoBel TpeboBaHus K odopMieHUIO pekBu3nTa «I'pud yTBepKacHUS
JIOKyMEHTa»?

1.12. KakoBsl TpeboBanus K 0(OPMIICHHUIO peKBU3UTa «BU3bI cormacoBanus»?

Paznen 2. lokyMeHTHpOBaHUE KaIPOBOM AEATEILHOCTH
Tewma 2.1. JlokyMeHTHpOBaHUE IpUEeMa Ha paboOTy
1. JlokyMeHTBI, IpeIbsBIIAEMbIC TIPU MIPUEME Ha paboTy.
2. TpynoBoii 10ToBOpP.

3. Oopmienue npueMa Ha paboTy.

3amanus 151 CaMOCTOATEILHON paOOTHI:

1. [ToaroTOBHUTH YCTHBIM OTBET HA KOHTPOJIbHBIE BOIIPOCHI IO TEME:

1.1. Tlepeuncnute TOKYMEHTBI, HEOOXOAUMBIE JJIs IPEAbIBICHUS paboTO1a-
TEJIIO TIPU TPYAOYCTPONUCTBE Ha PabOTy U JAalTEe UX KPATKYIO XapaKTEPUCTHUKY.

1.2. Tlepeuncnure MOKYMEHTBI, OpOpMIIIEMbIe TIPH MpUEeMe Ha padoTy, H
OMUIIIUTE TOCJIEI0BATEILHOCTh UX O(POpPMIICHHS.

1.3. Kaxkue pexkBU3UTHI JOIDKHO COJEPKATH 3asBJICHUE O MprueMe Ha paboTy?

1.4. ]laifTe onpenesieHHe TPYJIOBOMY JOTOBOPY, YKAXKUTE €r0 CTPYKTYpY, IO-
PSAZIOK €T0 3aKJIIOYEHHUS U PETUCTPALIUH.

1.5. JlaifTe XapaKTEPUCTUKY CPOUHOMY TPYIOBOMY JIOTOBOPY.

1.6. HcnbrTanue npu npueMe Ha padoTy: MEPUOI, ISl KAKMX PAOOTHUKOB yC-
TaHABJIMBAETCS.

1.7. Onumute nopsinok GopMUpPOBaHUA MpUKa3a (PacropsLKEHHsI) O pueMe



paboTHHKa Ha paboTy.

1.8. KakoBo Ha3HaueHue TUYHON KapTouku paboTHHKa? [laliTe xapakrepu-
CTHKY dTOMY JIOKYMEHTY.

2. O3HaKOMJICHHE C JOKYMEHTaMHU:

2.1. Osnakomuthcs ¢ Pazgenom Il Tpynosoro Koaekca PO.

2.2. Haiitu B uH(pOpMaIMOHHO-CITPAaBOYHBIX 0a3ax, cetu Internet u o3nHako-
MUTBCS ¢ YHU(PUIIUPOBAHHBIMU (pOpMaMH JOKYMEHTOB: MPHKa3 O pueMe Ha padoTy

(NeT-1 1 NeT-1a), nuunas kaprouka padotHuKa (NeT-2).

Tema 2.3. JIokyMEHTUpPOBaHUE JBHKECHUS TIEpCOHANA
1. Odopmiterne nepeBoaa Ha APYTyrO padboTy.
2. OopmieHue oTITyCKa.
3. OdopmieHne KOMaHIUPOBOK.

4. OdopmiieHre IpeKpaIieHus: TpyA0BOro JI0TOBOpa.

3amanus 151 CaMOCTOATENLHON pabOThI:

1. [ToArOTOBUTH YCTHBIN OTBET Ha KOHTPOJIbHBIE BOIIPOCHI 110 TEME:

1.1. Yro moHMMAIOT MOJI MEPEBOJIOM Ha JIPYTy0 paboTy M KaKWUe BUIIBI TIepe-
BOJIOB BbI 3HaeTe?

1.2. OnummuTe MOCIen0BaTeILHOCTh 0OPMIICHUS TIEPEBOIa HA APYTYIO pa-
00Ty U IOKYMEHTBI, KOTOPHIMU OHO COITPOBOKIACTCS

1.3. Tlepeuncnure peKBU3UTHI IpHUKa3a (pacIopsHKeHMS) O MepeBOjIe HA ApY-
r'yI0 padory.

1.4. HazoBute MOKYMEHTHI, HEOOXOAUMBIE ISl OPOPMIICHUSI HA IPYTYIO pa-
00Ty MO HECKOJIBLKHM OCHOBAHHUSM IIEPEBO/IA.

1.5. Kakue ynudunupoBanHbie (GOpMBI JOKYMEHTOB HCIIOJIB3YIOTCS TPHU
o OpMIICHUU CITYKEOHBIX KOMaHIUPOBOK?

1.6. Kakue rpymmbl paOOTHUKOB UMEIOT OCHOBaHUE AJI1 OTKa3a OT KOMaHIu-
POBKH?

1.7. Tlepeuncnute peKBU3UTHI KOMaHIUPOBOYHOTO yI0CTOBEPEHHUS.



1.8. VYkaxwure mocienoBareabHOCTh OGOPMIICHHS €KErOJHOTO OIUIayuBae-
MOTO OTITyCKa.

1.9. Kakue Bunp! otiiycka Bl 3HaeTe, u ecThb i pa3Huila B UX 0hopmiieHun?

1.10. IlepeuncnuTe peKBU3UTHI TMpHKa3a (PaCHOPsHKEHUS) O MPETOCTABICHUU
OTITyCKa paOOTHHKY.

1.11. Onumute nopsaok opopmiIeHUs: TOKYMEHTOB MIPU  MpeKpamieHuu (pac-
TOPKEHUH) TPYAOBOTO IOTOBOpPA C paOOTHUKOM.

1.12. HazoBuTe AOKYMEHTHI, HEOoOXOoAuMBbIE M O(QOpMIICHUS YBOJIbHEHUS
(pacTopxeHusi) TPyA0BOTO JOTOBOPa MO HECKOIBKUM OCHOBAHHUSIM.

1.13. B kakumx ciydasx paboromaTenb 00s3aH MPEAYNPEaUTh PaOOTHHKA O
MPEACTOSAIEM YBOJIBHEHUH, U C TTIOMOIIBIO KAKOTO JOKYMEHTAa?

2. O3HaKOMIICHHE C TOKYMEHTaMH:

2.1. Osnakomurtscs ¢ Paznenamu 1, V, VII Tpynosoro Konekca P®.

2.2. Haiitu B undopmamoHHoO-CIIpaBOYHbIX 0a3zax, ceT Internet u o3Hako-
MUTBCS C YHU(DUIMPOBAHHBIMU (hOpMaMU JOKYMEHTOB: MpHUKa3 (pacnopsKeHUe) o
nepeBojie Ha Apyryto padoty (NeT-5 u NoT-5a), npukas (pacnopsikeHue) 0 KOMaHIH-
poBanuu padotHuka (NeT-9 u NeT-9a), komanaupoBouHoe yaoctoBepenue (NeT-10),
CiIy’keOHO€ 3aJjaHue JIJisl HApaBJICHUs] B KOMaHIMPOBKY U OTUET O €0 BBIMOJIHEHUHU
(NeT-10a), rpaduk otmyckoB (NeT-7), mpuka3 o MpeoCTaBICHUN OTIyCKa pabOTHH-
Ky (NeT-6 u NoT-6a), npuka3s (pacnopsbskeHHe) O MpeKpalieHuu TPyJ0BOTO J0roBopa

(NeT-8 u NeT-8a), Tabenb yuera padbouero Bpemenu (NeT-13).

Paznen 3. Opranuzaiust paboThl ¢ KaPOBBIMU JJOKYMEHTaMU
Tema 3.2. ®opMupoBaHHE U XPAaHEHHUE KAJPOBBIX JOKYMEHTOB
1. HoMeHnknaTypa fien kaapoBoi ciy>k0bl. CpoKku XpaHEeHUs JOKYMEHTOB.

2. [ToaroToBKa JOKyMEHTOB JIJIs TIepeaaun B apXuB

3agaHus ISl CAaMOCTOSITeIbHON paboTHhI:
1. IloAroTOBUTH YCTHBIA OTBET HA KOHTPOJbHBIE BOMPOCHI IO TEME:

1.1. Yto moHMMAIOT 1OJ HOMEHKJIATYPOU JIeN, iedb €€ (POPMUPOBAHUS?



1.2. HazoBuTe BHUIBI HOMEHKIATYp M€, Leaecoo0pa3HOCTh MX HCHOJb30Ba-

HUSL.
1.3. Kakue moKyMeHTBI BKIIOYAIOTCS B HOMEHKIIATYpY Aei?
1.4. Ha ocHOBaHMHM Y€TO YCTAHABIUBAIOTCS CPOKHU XPAHECHUS Ae?
1.5. YUTto moHMMAaIOT MOJIT CBOJHOM HOMEHKJIATYpOU /€Nl U KaKOB MOPSIOK €€
dbopmupoBaHus?

1.6. Ilepeuncnure JOKYMEHTHI, BKIIIOYAEMBIE B JIMYHOE EIIO.

1.7. YTo NOHMMAIOT MO SKCIEPTU30M LIECHHOCTH JTOKYMEHTOB U KaKOB IOPS-
JIOK €€ MPOBEICHUSI?

1.8. Kakue MOKyMEHTBI COCTaBIISIOTCS IO Pe3yabTaTaM dKCIIEPTH3bI?

1.9. HazoBute nopsaok popmMupoBaHus 1€ MIPU Mepeiaye ux B apXuB.

1.10.Kakumu TOKYMEHTaMH COMPOBOXKIAETCS Tepeaada JAesl B apXyUB OpraHu-
3anun’?

2. O3HaKOMIIEHHE C JOKYMEHTAMMU:

2.1. Haiitn B nH(OPMAIIMOHHO-CIIPABOYHBIX 0a3ax, METOAMYECKON JTUTEepa-
Type unu cetu Internet u o3nakomutbest ¢ HoMeHkaTypoil aen kaapoBoOil CiryKObl,

BBIINMUCATb CPOKH XPAHCHUA OCHOBHBIX KaJIPOBBIX JOKYMCHTOB.

bubnuorpaduyeckne NCTOYHUKY TSI TOATOTOBKH K MPAKTUUYECKUM (CEMUHAP-
CKHUM) 3aHSTHUSIM:

1. Annpeena B.W. I[Ipaktrka 1en10onpon3BOACTBA: OpraHU3alKs U BEJICHHE :
yue0.-nipakT. nocooue / B.. Auapeesa. — M.: KHOPVYC, 2006. - 268 c.

2. T'ypoBa E. UHdopmannoHHBIe TEXHOJOTHH B YIPABJICHUW MEPCOHAIOM /
Exarepuna I'ypoBa. - Kagposuk. Kaaposoe nemonpounssomactso. - 2008. - Ne 6. - C.
15-22.

3. Jlenonpoun3BoACTBO 00pasiibl, TOKYMEHTbl. Opranu3aius U TeXHOJOTUS
paboTtsl : ¢ yuetom HoBoro 'OCTa P 6.30-2003 "YHudunupoBaHHbIE CUCTEMBI J10-
KyMEHTaIMH. YHUPUIIUPOBAHHAS CHCTEMa OPraHU3aI[MOHHO-PACTIOPSIUTEILHON 0-
kyMeHTanuu. TpeboBanus k odopmiieHnto nokymenToB" / [B. B. 'anaxos u np. ; mon

pen. U. K. Kopneesa, B. A. Kyapsiea]. - M.: [Ipocnekr, 2006. - 455 c.



4, Kupcanosa, M. B. Kypc nenonpousBoacTBa 10KyMEeHTalIMOHHOE 00€ec-
nevyeHue ynpasieHus : yueb. mocodue / M. B. Kupcanosa, FO. M. AkceHoB. — 6-¢
u3 ., ucnp. u gom. — M.: UHOPA-M, 2011. - 365 c. (MOPO®)

S. Kopuees, U. K. Ynpasnenue moxymentamu / U. K. Kopnees, A. B.
[Tmenko, B. A. Mamypues. - M.: UH®PA-M, 2010. - 298 c. (YMO)

6. Kpacasun A. C. JlokyMeHTaIIMOHHOE OOCCTICUCHUE YIPABICHHUS Kaapa-
MU: TIpakTHdeckoe mocodue. — M.: Uudpa-M, 2003. — 192 c.

7.  llonomapea H.I'. CipaBo4HHMK KaJpoBHKa: PyK. MO O(QOpPM. THUITOBBIX
nok / H.I'. [Toromapesa. - M.: OMET'A-JI, 2007.

8. Poroxun M.YO. Jlenonpon3BoACTBO B KaJpOBOH CIyk0€ : y4eO.-TpaxT.
nocobue / M.YO. Poroxun. — M.: TK Benbu, U3a-Bo [Ipocnekr, 2006. - 776 c.

Q. Caiit )xypHana «CrpaBOYHHK KaJpoBHKa» http://www.pro-personal.ru

10. Coxkomnona, O. H. JlokymeHTarimoHHOE oOeclieyeHue yIrpaBieHUsI B Op-
ranuzaruu / O. H. CokonoBa, T. A. Akumoukuna. - M.: KuoPyc, 2010. - 155 c.
(YMO)

11.  Conoryo O.Il. [lenonpou3BOACTBO: COCTaBJICHHE, PEIAKTHPOBAHUE U
obpabotka nokymeHnToB / O. I1. Comnory6. - M.: Omera-JI, 2007. - 207 c.

12. TpyxanoBuu JI.B. CipaBOYHUK 1O KaIpOBOMY JEJIONPOU3BOJICTBY: 00pa3-
bl 1 HopMBI JIOK. ¢ KoOMMeHT. Ha ocHoBe HOBOM penakmuu TpymnoBoro Komekca PO
(c 6 okt. 2006r.) / JI.B. Tpyxanosuu, JI.JI. lllyp. - M.: Jleno u Cepsuc, 2007. - 606 c.

13.  SuxoBuu III.A.  Jlemonmpou3BOJICTBO B KaJApOBOM CiIyxOe: ydel. Imo
cnequanbHoct 062100 "Vnpasnenue nepconanmom" / L. A. SnkoBuu. - M.:
FOHUTUH, 2006. - 160 c.

14. Tpynosoii konekc PD. @enepanbhbiil 3akoH 0T 30.12.2001 Nel197-D3 (¢
W3MCHCHUSAMU U JIOTTOJTHCHHSIMH ).

15. TOCT 6.10.4-84. YaudunupoBanHbsle cucTeMbl JokyMmeHTamnuu. [Ipuma-
HUE IOPUIMYECKON CHIJIBI JJOKYMEHTAM Ha MAIlIMHHOM HOCHUTENIE W MaIIHHOTPaMME,

CO3JJaBacMbIM CpE€aACTBAMUA BBIYHUCIIMTEILHON TeXHUKHU. OCHOBHBIC TTOJIOKCHHUS.


http://www.pro-personal.ru/
http://www.pbu.ru/termika/dou/docs/gost6104.html
http://www.pbu.ru/termika/dou/docs/gost6104.html
http://www.pbu.ru/termika/dou/docs/gost6104.html

16. TOCTP 6.30-2003. YHudummpoBaHHbIE CUCTEMbI JOKyMEHTAITUU. Y HU-
dbunpoBaHHas CHUCTeMa OPTraHU3AI[MOHHO-PACTIOPAIUTEIHFHON JOKyMEHTauu. Tpe-

OoBaHMs K OPOPMIICHUIO TOKYMEHTOB.

1.2. VHCTpYyMEHTBI OLIEHKHU PE3YyIbTaTUBHOCTHU IOJATOTOBKHU CTYJEHTOB

I{enp TeKywIero KOHTPOJIS - ONPEACIICHUE CTEIIEHN YCBOCHHS CTYyIEHTAMM I10-
HATHUM, KATETOPUN U TEPMUHOB JAHHOW TUCLUIUIMHBI, YMEHUS CTYJAECHTOB IIPUMEHSATH
IIOJIyYCHHBIC 3HAHMS IS PEIICHNS] KOHKPETHBIX IPAKTUYECKUX 3a1a4.

3amaHus IS OLIGHKU PE3yJIbTaTUBHOCTH MOATOTOBKU CTYAEHTOB IMOJIHOCTBHIO
COOTBETCTBYIOT COJIEP)KAHUIO MPAKTUYECKUX (CEMUHAPCKHX) 3aHITHUH, YKa3aHHBIX B
JJAHHOM METOJUYECKOM PYKOBOJICTBE.

dopMaMH TEKYIIEro KOHTPOJIS MO JUCHUIUIMHE «JlOKyMEHTAallMOHHOE o0ecre-

YCHHC YIIPABJICHUA IICPCOHAIIOM)» ABJIAIOTCA:

° YCTHBIN OIPOC;
o TECTUPOBAHMUE;
o MMCBMEHHAsI CaMOCTOsITEbHAs padoTa.

VYCTHBI ONpPOC MPOBOAUTCS HEMOCPEACTBEHHO Ha MPaKTUYECKOM (CeMUHap-
CKOM) 3aHSITUH, YYacCTBYIOT BCE€ CTYIEHThI. TeCTUpOBaHHME MPOBOJIWUTCA HA 3aHATHUU
WHIUBUYAIBHO JJIS KaXI0T0 CTYACHTA C MOCIEAYIOIIUM IPYIIIOBBIM 00CYKICHUEM.
[TucemenHast camocTosATenbHasi paboTa BBINOJHAETCA CTYJEHTAMH CaMOCTOSTEIbHO
BO BpEMS MPOBEICHUS MPAKTUYECKOTrO (CEMUHAPCKOT0) 3aHATUS U MPEICTaBISETCS
MPENO/IaBATEIIO 110 €r0 OKOHYAHHH.

[lo pesynbraraM mnpoBeAeHUS Kaxa0H (OpPMbI TEKYIIEr0 KOHTPOJS Mpeay-
cmoTpeHa auddepeHiupoBanHas oleHka. [lomyyeHHas OlleHKa YYUTBHIBACTCS TMPU
OCYILIECTBJICHUH MPOMEKYTOYHON aTTecTalluu Mo ydyeOHoM muciumimHe «/lokymen-

TallMOHHOE O0ECIIeYeHHE YIIPaBICHUS IEPCOHATIOM).
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PA3JIEJI 2. METOANYECKHUE PEKOMEHJIAIIUUA 11O U3YYEHUIO
JAUCHUIIJIINHBI

CamocrosiTenbHas paboTa CTYIEHTOB, 0Oy4aronIuxcsi Ha 3a04HOU (opme 1o
HampasieHuio 080400 «YmpaBineHue mepcoHaIoM», Mpodib «YpaBlIeHUE MepCo-
HaJIOM OpraHu3aIuu» Ha 0asze cpeaHero MmojaHoro (001ero) (5 JIeT) U cpeHero Mnpo-
dbeccroHalbHOTO 00pa3oBaHus (4 roja) OrpaHUYeHa TaKUM 00s3aTEIbHBIM BHIOM
paboOThl KaK MOJATOTOBKA K MPAKTUYECKUM 3aHATHSIM, COTVIACHO PabounM ydeOHBIM
mianaMm u Paboueit mporpamme (cMm. Pazaen 1.).

CrynenTsl 3a04Hol (hopmbl, oOydarommecs o Hanpasiernio 080400 «Ympas-
JICHUE TIEPCOHAIOM», MPOGUIh «YTIpaBICHHE MEPCOHATIOM OpraHW3aluu» Ha 0ase
cpeaHero npodeccuoHabHOr0 0opazoBanus (3,5 rona) cormacHo Pabounm yueOHBIM
m1aHaMm ¥ PaGoueii mporpaMMBbl TOJDKHBI CAMOCTOSTEILHO OCBOUTH COJIEPKAHUE TPEX

pa3aeiioB yu4eOHON AUCITUTIIINHEI.

2.1. Temsl, noAJIe)KAIAE CAMOCTOATENIBHOMY HU3YYEHHUIO CTYAEHTAMHU
Paznen 1. OCHOBBI JOKYMEHTAIIMOHHOTO 00ECTICUeHUs YITPaBICHUS MIEPCOHA-
JIOM
Tema 1.1. OcHOBBI IeTOTIPOU3BOCTBA B KaIPOBOM ciTy:k0e U TpeOOBaHUS K
€r0 BEJICHUIO
[Ipu camocTOsITETLHOM M3YYEHUU JAHHOW TEMBI CTYACHTY CIEAYeT 0OpaTUTh
BHUMAaHHE Ha TO, YTO JOKYMEHTAIIMOHHOE OOECTeUCHUE YIPaBIEHUS MEPCOHATIOM
npeanojaraer paboTy ¢ MHOXECTBOM JOKYMEHTOB, KOTOpPbIE KJIAaCCU(DULIMPYETCS MO
psanay npusHakoB. CTyACHT MOJDKEH YMETh MOJAPa3IeisaTh JOKYMEHTHI Ha TPYIIBI B
3aBUCUMOCTH OT UX MPOUCXOKIACHHS, FOPUINIECKON 3HAUUMOCTH, HA3HAYEHUS U TIP.
JIoKyMEeHTaIlMOHHOE O0ecrieYeHre YIPABJICHUS IEPCOHATIOM OCYILECTBIIAETCS
Ha OCHOBAaHUHU COOTBETCTBYIOIIEH HOPMATUBHO-METOIMUECKON 0a3bl, KOTOpas B mep-
BYIO OY€pe/lb, PETYJIUPYET MpaBuiia 0opOpMIICHUS U TIpaBuiia paboThl C JOKYMEHTAMH.
B sr1oit cBsa3u 1menecooOpazHo oOpaTuTh 0c000€ BHMMaHHWE HA COOTBETCTBYIOIIHE
I'OCTpl, ITocTanoBnenus, deaepanbHbie 3aKOHBI U T. .

HepequB OCHOBHBIX BOIIPOCOB IIO TEMC IIPEACTABJICH B COACPKAHHUU IIPAKTH-
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YeCKUX (CEMUHAPCKUX) 3aHATUI MO COOTBETCTBYIOMIEH TeMe (cM. Paznen 1.).

Paznen 2. [JokyMEeHTHpOBaHUE KAIPOBOM AEATEIbHOCTH
Tema 2.1. JlokyMeHTUpOBaHUE ITpueMa Ha paboTy

CamocTosTenbHO M3yyasi JaHHYI0 TeMY, CTYJIEHTY M3Ha4daJbHO ClIeyeT 00pa-
TUTHCA K CXEMe, MOCJIeI0BATEILHOCTH MpUeMa Ha paboTy B OpraHU3alUI0 U MOPsIKa
o opMIICHUST COOTBETCTBYIOIIHUX JOKYMEHTOB.

Ocoboe BHMMaHUE cieayeT OOpaTUTh HA MEpedYeHb JTIOKYMEHTOB, odopmiise-
MBIX TIpH TIpUeMe Ha paboTy U BBIAEITUTH UX OCOOEHHOCTH: YHU(DHUIIUPOBAHHBIE (HOP-
MBI, PEKBU3UTHI JJOKYMEHTOB, JOKYMEHTHI-OCHOBaHUSI, TPEOOBAHUS K O3HAKOMJICHUIO
U T.[.

O3nakomiieHue ¢ OubIMorpaduueCKUMU HCTOYHUKAMU, B KOTOPBIX MPUBEICHBI
oOpas3libl 3aM0JHEHUS BCEX JOKYMEHTOB, OOPMIISIEMBbIX TIPH MIpHeMe Ha padoTy, IMo-
MOYKET JIy4YIlIeMy OCBOCHHE MAaTEPUAIIOB TEMBI. TaKKe CIEAYyET 03HAKOMUTHCS € Tpy-
JOBBIM KoJiekcoM P® B yactu TpyaoBbiX oTHOIIeHUH (['1aBa 2), Tpy10BOTO J0TOBOpa
(I'maBsr 10-14).

[IepeyeHb OCHOBHBIX BOIIPOCOB IO TEME MPEACTABJIEH B COJACPKAHUU MPAKTHU-

YECKUX (CEMUHAPCKUX) 3aHATHI MO0 COOTBETCTBYIOIIEH Teme (cM. Pazmen 1.).

Tema 2.3. JIokyMEHTUpPOBaHUE JBUKEHUS TIEpCOHANA

B Xxozme caMOCTOSTENBHOIO OCBOEHUSI COACPKAHUS JAHHOW TEMBI CTYJIEHTOM
JOJKHBI OBITh CUCTEMATH3UPOBAHBI MPEACTABICHUS O TOM, KaKOBa IMOCJIEI0BATEb-
HOCTh JJOKYMEHTHUPOBAHMS MEpPEBOAA Ha APYTylo paboTy, OTIYCKa, CIyKEOHBIX KO-
MaHJIMPOBOK M MPEKPALIEHHs TPYAOBOro noroopa. Cienyer onpeaeianuTb NepedeHb
HEOOXOJIMMBIX JOKYMEHTOB, TPeOOBaHUS K MX O(POPMIICHHIO, CPOKaM, MOPSAJKY 03-
HaKOMJIEHUSI paOOTHUKOB, CPOKAM XpaHEHUS U T.J.

B a10i cBsI3u HEOOXOIUMO O3HAKOMUTHCS C OMOIMOTpadUIECKUMH UCTOYHU-
KaMH, B KOTOPBIX MPUBEJECHBI 00pa3iibl 3aM0JIHEHHS BCEX JTOKYMEHTOB, CBSI3aHHBIX C
JBUKCHHEM IMEPCOHANA, a Takxke ¢ TpynoBeiM kKoaekcomM PP B yactu uM3MEHEHUs

TPYyAOBOTO JIoroBopa (TyaBa 12), nmpekpaiiieHus: TpyJaoBoro aorosopa (riasa 13), ot1-
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nycka (tmaBa 19), cimykeOHBIX KOMaHIUPOBOK (T1aBa 24).
[lepeueHb OCHOBHBIX BOIIPOCOB IO TEME MPEJCTABJICH B COJACPKAHUU MPAKTHU-

YeCKHUX (CeMHHAPCKUX ) 3aHATUH 10 COOTBETCTBYIoMIEH Teme (cM. Pazgen 1.).

Paznen 3. Opranusanus paboThl ¢ KaJpOBBIMHU TOKYMEHTAMU
Tema 3.2. dopmupoBanue U XpaHEeHHE KaAPOBBIX IOKYMEHTOB

[Ipu u3ydeHnn TaHHOW TEMBI CTyJEHTaM CleAyeT 0OpaTuTh BHUMAHHUE Ha CO-
CTaB JOKYMEHTOB JIMYHBIX JieJl pAOOTHUKOB U MOPSIIOK UX BEJICHUS.

Oco0oe BHUMaHUE CTOUT YAEIUTh HOMEHKJIAType Je] KaapoBOMl CIIyx Obl, 00-
pazer KOTOpoil MOYKHO HalTh B OuOIMorpapuyeckux UcTouyHUKax. O3HaKOMIIEHUE C
HOMEHKJIATypOil JieJ TMO3BOJMUT CTYJEHTAaM CHCTEMATU3HpPOBaTh 3HAHUS B 4YacTH
TpyHI ¥ BUAOB JOKYMEHTOB KaJapoBO#l CiTy:kObl. Takyke HE0OXOIUMO OCTAaHOBHUTHCSA
Ha CPOKaX XpaHEHUs1 OCHOBHBIX KaJPOBbIX JOKYMEHTOB.

[lepeueHb OCHOBHBIX BOIIPOCOB IO T€ME MPEACTABIEH B COACPKAHUU MPAKTHU-

YeCKUX (CEeMUHAPCKUX ) 3aHATUN MO COOTBETCTBYIOMNICH TeMe (cM. Paznen 1.).

2.2. OCHOBHbBIE TIOHSTHS M ONpeneNeHUsl, HEOOXOJIUMBIE CTYAEHTY JUIsl YCBOEHUS
TEM, IOJJIEKAIIUX CAMOCTOITEIIbHOMY U3YYEHUIO
Tema 1.1. OcHOBBI IeTOTIPOU3BOCTBA B KaIPOBOM ciTy:k0e U TpeOOBaHUS K
€ro BEJACHUIO

1o pe3ynbTaraM caMOCTOSITEIBHOTO U3yUEHUSI TEMBI CTYJIEHTOM JIOJKHBI OBITH
CUCTEMATU3UPOBAHBI U 3aKPEIUICHBl 3HAHUS CIEAYIONIUX OCHOBHBIX IOHATHU U OI-
peIeIeHUN:

JIoKyMeHTaIlMOHHOe oOecrieueHue yrpasieHus nepconaioM. Kagposoe nemno-
npou3BoACTBO. JlokymeHT. YHupUIUMpoBaHHas cuctema aokyMeHtauuu. Knaccudu-
Kalus JOKyMeHTOB. OpraHu3allMOHHO-paclopsauTedbHble TOKyMeHThl. MHpopma-
LIHOHHO-CIIPAaBOYHbIE NOKYMEHTHI. [lepcoHaNbHbIE JOKYMEHTBI. YYETHBIE TOKYMEH-
Thl. JIOKyMeHTalus o JuyHOMY coctaBy. HopmaTuBHO-MeTonuueckas 6a3za Kaapo-

BOT'O J€JI0Npon3BoAcTBa. IOpuanueckas cuina JoKyMeHTa. PEKBU3NUT JOKyMEHTA.
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Tewma 2.1. JlokyMeHTHpOBaHUE TIpEEMa Ha padOTy
ITo pe3yapTaTam caMOCTOSITEILHOTO U3YUYEHUSI TEMbI CTYAECHTOM JOJKHBI OBITh
CUCTEMATU3UPOBAHBI U 3aKPEIUICHBI 3HAHUS CIEAYIONIUX OCHOBHBIX MOHATHI U OI-
peIeICHUM:
Pestome. ABToOuorpadus. XapakrepucTuka. 3asBieHUEe paOOTHHKA O MIPUEME.
TpynoBoii noroBop. CpouHblii TpyaoBou aoroBop. TpynoBas kHmxkka. [Ipukas mo
auyHOMY cocTaBy. [Ipuka3 (pacnopsikeHue) o npume padbOTHUKA Ha pa0doTy. Jlnunas

KapTO4Ka.

Tema 2.3. JIokyMEHTUpPOBaHUE JBHKECHUS TIEpCOHANA

[To pe3ynbTaTaM caMOCTOSITEIBHOTO U3yUYEHHUS TEMbI CTYICHTOM JIOJIKHBI ObITh
CHUCTEMATU3UPOBAHBI M 3aKPEIJICHbI 3HAHUS CIEAYIONIUX OCHOBHBIX MOHATHI U OTI-
peaeIeHNM:

[lepeBon Ha npyryto paboTy. Bpemenusiii nepeBoa. IlocTosHHBIN mepeBO/I.
JIomOTHUTENBHOE COTJAIlIEHHE K TPYJOBOMY JOrOBOpY. 3asBI€HUE paOOTHHUKA Ha
nepeBof. I[Ipencrasienue (yBegomieHnue) paboroaarens o nepesoge. Ilpukasz (pac-
MOpPsKEHUE) O TIEpeBoie pabOTHUKA Ha PYTy0 padoTy. CinyxeOHasi KOMaHIUPOBKa.
KomannupoBounoe ynocroBepenue. CinyxeOHoe 3aaHie Ha KOMaHIupoBKy. [Ipukas
(pacriopspkeHre) O HampaBlieHUHW paOOTHUKA B KOMaHIUpoBKY. OTmyck. OCHOBHOMU
€XKEroJIHbIA OTHYCK. JlOMOMHUTENbHBINA OIIaunBaeMblid OTHYCK. ['paduk OTIYCKOB.
[Ipuka3 (pacropspkeHre) O MPEeIOCTaBICHUU OTIyCKa paOOTHHUKY. YBOJIBHEHHE I10
WHUIIMATUBE paOOTHHKA. YBOJbHEHHE MO MHULIMATUBE paboTtomaresns. [Ipuka3 (pac-

MOPSKEHUE) O MPEKpaIIeHUU TPYA0BOTO I0TOBOPA.

Tema 3.2. ®opMUpOBaHHE U XPAHEHHUE KAJPOBBIX JOKYMEHTOB
[To pe3ynbTaraM caMOCTOSITEIBHOTO U3YUYEHHUS TEMBI CTYIEHTOM JOJIKHBI OBITH
CUCTEMATU3UPOBAHbI U 3aKPEIUIEHBI 3HAHUS CIEIYIOUIMX OCHOBHBIX MOHSATUH W OI-
peacneHui:
JInunoe neno. Benenue nuyHbIX Aen. XpaHEHUE JMYHBIX JAEN. DKCIEPTHU3a

LIEHHOCTHU NOKYMEHTOB. llepexonsiee nemno. Homenkiarypa nen. Tunosas, npumep-
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Has, UHAUBHlyalbHass HOMEHKiarypa nen. GopmupoBanue nei. [lena mocTosHHOro

xpaHenus. [lena BpemeHHoro xpanenus. Onuce gen. Cpok XpaHeHHUs JOKYMEHTOB.

2.3. Marepuaisl Jj1s1 CaMOTIPOBEPKU 3HAHUM

1. TecToBnIC 3alaHusg 1 CaMOCTOATCIIBHOI'O KOHTPOJIA YPOBHA ITOATOTOBKH

CTyACHTaMH BOIIPOCOB TCMEI «OCHOBBI ACIOIIPON3BOJACTBA B K&I[pOBOﬁ CJIY)K6€ u

TpC6OBaHI/IH K €TI0 BCACHHUIO»

1.1.
a)
b)
c)
d)
1.2.

ITo CTaausIM IMOATOTOBKH JOKYMCHTBI PA3JACIIAI0OT!
YCPHOBHKH, ITPOCKTHI U ITIOATTMHHUKN
BHYTPCHHHUC W BHCIIHHC

BXOOAIINEC U UCXOOAIINC

PYKOIINCHBIC 1 MAITMHOIIMCHBIC

PexBHU3UT MOKyMeEHTa, COAepKallui yKa3aHue PYKOBOJIMTEIS O Xa-

PAKTEPC U CPOKaAX HCIIOJTHCHHUA JOKYMCHTA - 3TO:

a)
b)
c)
d)
1.3.

BH3a
JaTta
PE30ITFOITHS
ajpecar

C momoIpio, KakuX JOKYMEHTOB pa3pemiarorca B chepe yrpasiie-

HUSI BOSHUKAIOIINE MTPOOJIEMbI U BOIIPOCHI?

a)
b)
c)
d)
14.
a)
b)
c)
d)
1.5.
a)

pacTopsIIUTETEHBIX
HOpPMAaTHUBHBIX

OyXraiaTepckux

KaJpOBBIX

[To cnoco0y duxcarum nHGOPMAITUN TOKYMEHTHI TIOJIpa3IeisaioT Ha:
PYKOIIMCHBIE, MAIITMHOMTUCHBIC U DJIEKTPOHHBIC

YEPHOBUKU, POEKTHI U MOITUHHUKI

BXOJISIIIINE, UCXOISALINE U BHYTPECHHHE

OpPUTHHAJIBI ¥ KOTTUU

JlaToit mpoToKoJia 3aceanus OyeT SABASATHCS:

aTa MoAIIMCaHus
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b)  nmara 3acemanus

C)  [&ara perucTparuu

d)  ngara yrBepikaeHHs

1.6. PexBU3UT AOKyMEHTa, BKJIIOYAIOIMNNA HAUMEHOBAaHUE MOJTydaTes
JOKYMEHTa ¥ B HEOOXOIMMBIX CIydasX MOYTOBBIN aapec:

a)  meyarthb

b)  anmpecar

C) MIOIITUCH

1.7. O06s3atenbHbIN HHPOPMAITMOHHBIN I€MEHT OPUIIMATBHOTO JOKYMEH-
Ta - 3TO:

a)  crmpaBOYHBIC JaHHBIC 00 OpPraHU3AIUH

b)  meuars

C)  pCEKBH3HT

d)  OnaHk HOKyMeHTa

1.8. PexBU3HT, BKIIOYAIONINN MOYTOBBIA ajgpec, HoOMep TeaedoHa U IpyTHE
CBEJICHUS 110 YCMOTPEHUIO OpPraHU3aIliH, Ha3bIBACTCS:

a) ajpecar

b)  HawWMeHOBaHWE OpraHU3AIIUH

C) CIIPaBOYHBIC JaHHBIC

d) MECTO COCTaBIICHHS

1.9. Kakum ob6pazom cieayeT oG(OpMHUTh HAUMEHOBAaHWE TOHKHOCTU B
pexBusute «llonmucek» Ha TOKyMeHTE, 0(OPMIICHHOM Ha OJIaHKE OpraHu3alIiu?

a)  Jupexrop 3A0 «Kackan»

b)  dupextop

c)  Jupexrop 3A0 «Mup» U.1. Cugopon

d)  Jdupexrop U.M. Cugopos

1.10. CgoiicTBO OdUIIMATBHOTO JOKYMEHTa, COOOIlaeMoe eMy IeHCTBYIO-
MM  3aKOHOJATEIbCTBOM, KOMIICTCHIIMEH U3aBIIETO €ro OpraHa M yCTaHOBJICH-
HBIM TTOPSAKOM 0(hOpMIIEHUS] — 3TO:

a) rpud yTBepKACHUS
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b) BH3a COIIACOBAHUS

C) IOpUIUYCCKast CHJIa

d)  orruck neyaTu

1.11. Otpacnp medaTenbHOCTH, oOecreunBaromas T0KyMEHTUPOBAHUE U Op-
raHu3amuio padoThl ¢ OQUIHATHHBIMU JOKYMEHTAMH - 3TO:

a) JIETIOTIPOU3BOJICTBO

b)  nmoxymeHTHpOBaHUE

C) JIOKyMEHTOBEJICHHE

d)  apxuBupoBaHue

1.12. Kakum oOpa3om cieayer ohOpMUTH PEKBHU3UT «MecTo cocraBie-
HUS» HA JOKyMeHTaxX KaauHUHTpaJaCKOTO CYyJJOCTPOUTEIBLHOrO 3aBoAa?

a) KanuHuHrpaacknii CyA0CTpOUTENBHBIN 3aBOJ

b)  Kamuaunarpan

c) r. Kamununrpan

d)  He HYXHO OTpaxartb

1.13. OO6s3arenbHbli HHPOPMAITMOHHBIN JIEMEHT JOKYMEHTA, IPUCYIIUI TO-
MY WJIA HHOMY TOKYMEHTY

a)  PEKBU3HT

b) [IOIIIACH

C) neyaTh

1.14. PekBU3WT, COCTOSIIMA W3 HAJAMUCH HA JOKYMEHTE, CICJIaHHOU JTOJKHO-
CTHBIM JIUIIOM | COJEPIKAIEH TPUHATOE UM PEIICHHUES

a)  pEKOMEHJIAIUs

b)  pesomrorus

C)  pacropspKeHue

1.15. HaumenoBanue ¢unuana, TEPPUTOPUATLHOTO OTICICHHS, MPEICTaBU-
TEJIhCTBA, CTPYKTYPHOTO TOIpa3/IeICHNs YKa3bIBAlOT B TOM CIIydae, €ClIM OHU SIBJIS-
IOTCSI aBTOPaMU JIOKYMEHTOB U PacIoJiararoT:

a) HUKE HAMMEHOBAHUS OpraHU3AINH

b)  BbIlle HAMMEHOBaHUS OpPraHU3AIMH
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1.16.

1.17.

2.

VYkaxkute npaBUILHOCTH O(POPMIICHHS TaThl HA MPOTOKOJIC 3aCEIaHMUS
14 urons 2011 rona

14.06.11

14.06.2011

14.6.2011

JlaToit akta OyAeT SBIATHCS:

JaTa coOBITHS

JlaTa yTBEPKIACHUS

JlaTa peruCcTpaluuu

JaTa BUBUPOBAHUA

TecToBbIC 3aJlaHus 11 CaMOCTOATCIIBHOIO KOHTPOJIA YPOBHA IOATOTOB-

KN CTYACHTaAMH BOIIPOCOB TCMbI «HOKYMGHTHPOB&HHG IIpucMa Ha pa60Ty»

2.1.

I[OKYMGHT HH(bOpMaI_[HOHHOFO THUIIA, OCJICBAA YCTAHOBKA KOTOPOI'O OIIH-

caTh KM3HCHHBIN IIyTb COCTAaBUTCIIA TCKCTA, 3TO:

a)
b)
c)
2.2.

3asIBIICHUE
aBTooHorpadus
pe3roMe

JlokymMeHT nH()OPMAITMOHHOTO XapaKTepa, liejieBasi yCTaHOBKa KOTOPOTO

U3JIOKUTH CBEJCHUS 00 00pa30BaHUU U TPYJIOBOU JEATEIHHOCTH, ITO:

a)
b)
c)
2.3.

XapaKTEPUCTHKA
TPYJ0Basi KHIKKA
pe3tome

OCHOBHOW JOKYMEHT O TPYJOBOH JAESATEILHOCTU U TPYJOBOM CTa)Ke pa-

OOTHHKA, 3TO:

a)
b)
c)
2.4.

IIpUKa3
LITATHOE PACIIMCAHUE
TPYyZIOBasi KHIXKKa

COBOKYITHOCTh JOKYMEHTOB, COJAEpIKaIIUX HanOoJiee MOJHBIE CBEACHUS

0 paOOTHUKE U €ro TPyA0BOU AEATENBHOCTH, ITO:

18



JUYHOE JIEJI0

JUYHAS KapTouKa

TPYAOBasi KHIDKKA

ydeTHasi KapTo4Ka

K 00s13aTeIbHBIM YCIOBUSM TPYIOBOTO JOTOBOPA OTHOCSTCS:
MeCTO paboTHI (CTPYKTYPHOE TOIpa3iclieHUue PEAPUSTHS)
JOJKHOCTh

CPOK WCIIBITaHUS

pa3mep 3apadOTHOM ILJIATHI

00s13aHHOCTHh PA0OTHUKA OTPabOTaTh Mocie 00ydyeHHe (OIIa4eHHOro pa-

60TOII&TCJICM) HC MCHCC YCTAHOBJICHHOT'O JOI'OBOPOM CpPOKa

f)
9)
2.6.
a)
b)
c)
2.7.

TYy?

2.8.

00 yCJIOBUSX JOMOJIHUTEIBHOIO CTPaXOBaHUs pa0OOTHHUKA

JaTa Hayasa paboThl

B KakoM KOJIM4eCTBE 3K3EMIUIIPOB 3aKJIFOYAETCS TPYAOBOM JOTOBOP:
OJIMH

1Ba

TpH

Uro sBiIsieTcsl OCHOBaHHMEM MpHKa3a (pacnopsbKeHUs) 0 mprueme Ha pado-

pe3roMe KaHIuaaTa
3asiBJICHUE pabOTHHUKA
TPYAOBasi KHIKKA
TPYZIOBOU TIOTOBOP
PE30JIIOLIHS PYKOBOJIUTES

B TeueHune kakoro BpeMEHM HEOOXOIUMO OOBSBUTH PAOOTHUKY IO

pacnucKy MpHKa3 0 IpreMe Ha padboTy?

a)
b)
c)
2.9.

B HEJICJIbHBIA CPOK
B 3-ZTHEBHBIN CPOK
HET OTPaHUYCHUU

Ha xaxux paGoTHUKOB OQOPMIISIOTCS TMYHBIE KAPTOUKHU?
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3.

Ha BCeX pabOTHUKOB MPEANPUATHS
Ha PYKOBOJUTEJIEN U MAaTEpUAIIbHO-OTBETCTBEHHBIX JIUII

Ha pa6OTHI/IKOB, Ha KOTOPBIX BECAYTCA TPYAOBBIC KHHIKKHU

TecToBbIe 3aJaHuA OJI1 CaMOCTOATCIIBHOI'O KOHTPOJIA YPOBHA ITOATOTOB-

KN CTYACHTAMH BOIIPOCOB TCMbI «I[OKYMCHTI/IPOBB,HHG ABHIKCHU IICPCOHAJIA»

3.1.

Yto sBIISIETCS OCHOBaHUEM IpUKa3a (pacrlopsbKeHHs) O MEPEeBOJE pa-

OOTHHKA Ha JIPYTyIo padoTy?

a)
b)
c)
d)
3.2

3asBlICHUE pabOTHUKA

IPEJCTaBICHNE, TIOJIUCAHHOE PYKOBOIUTEIEM
JOTIOJIHUTENBHOE COTJIALIEHUE K TPYJAOBOMY JOTOBOPY
WHULIMATUBA PaOOTHUKA

B Teuenne kakoro BpCMCHHA H€O6XOIII/IMO 00BSABUTH pa6OTHI/IKy I1oAq

pacnucKy mpukas (pacrnopsbkeHHe) 0 epeBo/ie Ha APYTyIo padboTry?

a)
b)
c)
3.3.

B HEJEIbHBIA CPOK
B 3-JTHEBHBIN CPOK
HET OTPpaHUYCHUHN

KaxoBa ynuduiupoanHas ¢popma rnpukasza (pacropspKeHus) 0 IepeBoie

pabOTHUKOB Ha JIPYTyro paboTy?

a)
b)
c)
3.4.

T-3
T-5
T-5a

[Toe3nka paboTHUKA MO PACIOPSHKCHUIO pabOTOMATENsl HAa ONpeeIieH-

HBIM CPOK JUTSI BBITIOJIHEHHUS CITYKEOHOTO TTOPYYCHHSI BHE MECTa MOCTOSTHHOW pabOThI

9TO:

a)
b)
c)
3.5.
a)

BPEMEHHBIN NEPEBOT

cirykeOHasi KOMaHAUPOBKa

BaXTOBBIM METOJ pabOThI

ITo xapakrepy BBIIEISAIOT BUIBI OTITYCKOB:

OCHOBHOM €KErOJHbIN, JONOJHUTEIbHbBIN, 1I€JIEBLIC JONOJHUTEIbHBIC
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b)
3.6.

OIlIa4YuMBaCMBbIC, HCOIIIIAYMBACMBIC, HaCTUYHO OIINIa4YMBAaCMbIC

Jns  mpoxokaeHus y4eOHOW cecCcHMM KakoW BHUJA OTIYCKa BBI

UMeeTe MpaBo MOTpebdOBaTh OT PYKOBOACTBA?

a)
b)
c)
d)
3.7.

OYepEeTHOU

JOTIOJTHATEJIHHBIN OTJIaunBaeMBbIi
0e3 coxpaHeHHs 3apabOTHOM TTaThI
0e3 comepxKaHus

Bol moctynunu Ha padoty 8 ¢eBpans 2010 roma ¢ uCHBITaTEIb-

HbIM cpokoMm 3 mecsina. Korga BmepBele BaM MOTYT NPEIOCTABUTh OYEPEIHOMU

OTITYCK?
a)
b)
c)
d)
3.8.

8 ssuBapsa 2011 roxa
8 aBrycra 2010 rona
8 Hos0ps 2010 roxa
8 despans 2011 rona

3asBieHUE, HA KaKOW BUJ OTIyCKa BaM TpeOyeTcss opopMuUTh, eciu

BBl COOMpPAETECh BHIXOJUTh 3aMyXK (KEHUTHCS)?

a)
b)
c)
d)
3.9.

OYepeIHOU

0e3 coxpaHeHUs 3apabOTHOM TIIaTHI
BHEOUYEPEIHOU

JTONOJHUTEILHBIN OIJTIaYNBaE€MBIH

PaGoTHuK MOKEeH OBITh M3BEIICH O]l POCIUCH O BPEMEHU Haudaja OT-

ITyCKa HEC IMMO3JHEC, UCM:

a)
b)

c)

3a ABC HEACIN A0 €TI0 Hadalia
3a HCACIIO JO €0 Hadalia

He TpeOyeTcs u3BellleHne paboTHUKA

3.10. K kako#i rpynme OTHOCST OTITYCK TI0 OEPEMEHHOCTH U POJaM, M0 YXOIy

3a peOCHKOM, YUeOHBII?

a)
b)

c)

OCHOBHBIC €KCI'OJHBIC
JOITIOJIHUTCIBHBIC OIINIa4YMBACMBIC

OEICBBIC JOIIOIHUTCIBHBIC
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3.11. Kakoii TepMuH ynotpebisieTcsi B mpHuKase (pacnopsiKeHuH) sl 0003Ha-
YeHHs] TPEKpaIIeHHUs TPYIOBBIX OTHOIICHUU MO MHHUIIMATUBE OJHOW M3 CTOPOH, MO
COTJIAIIIEHUIO CTOPOH U B CBSI3U C HEYOBICTBOPUTEIBHBIM PE3yIhTaTOM HCIIBITAHHUIA?

a)  MpeKpamieHHue TPYIO0BOTO JOTOBOpa

b)  pacropkeHue TPYIOBOIO JOrOBOpa

C)  yBOJbHCHHE PabOTHHKA

3.12. Paboronarens B 1eNAX ydyeTa (PaKTUUECKH OTPAOOTAHHOTO Ka)IbIM pa-
OOTHHUKOM BpEMEHHU 00s13aH BECTHU:

a)  rpaduK CMEHHOCTH

b)  rpaduk oTmyckos

C) Tabesb yyeTa pabouero BpeMeHH

3.13. BykBeHHBIM KOJOM «J0» B Tabeje ydeTa pabodero BpeMeHH 00o3Ha4a-
IOT:

a)  pabora B JHEBHOE BpeMsi

b)  cayxeOHas KOMaHAUPOBKA

C)  ormyck 0e3 coxpaHeHus 3apab0THOM TIATHI

d)  BBIXOAHBIC THU U HEPAOOUHE MPA3THUYHBIC THU

e) JIEHb OTIBIXA

4, TecToBble 3aJaHus A1 CAMOCTOSTEIBHOIO KOHTPOJISI YPOBHS TOATOTOB-
KM CTYJEHTaMH BOIPOCOB TeMbl «DOPMHUPOBAHUEC U XPAHCHHE KaIPOBBIX ITOKYMEH-
TOB»

4.1. COBOKYITHOCTh JOKYMECHTOB, B3aMMOCBS3aHHBIX 10 MPU3HAKAM IIPO-
UCXO0KICHUS, HAa3HAUYECHUS, BUA, CHEPhl AeATEIbHOCTH, €INHBIX TPCOOBAHUM K UX
0hOpPMIICHUIO — 3TO:

a)  memo

b) JTOKYMEHT

C) JICJIONIPOU3BOJICTBO

d)  cucrema TOKyMeHTaIUU
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4.2,

CI/ICTeMaTI/IBI/IpOBaHHIJﬁ IICpCUHCHDb HauMEHOBaHUM A€, 3aBOIHNMBIX

B OpraHu3alliy, ¢ yKa3aHUEM CPOKOB UX XpaHEHHS, 0)OPMIICHHBII B yCTaHOB-

JICHHOM IIOPAAKE - 3TO:

a)
b)
c)
d)
4.3.

OITKUCh ACI

dKT IIpucMa-1cpcaain
HOMCHKJIaTypa ACJI
CBOJKa

CI/ICTCMaTI/ISHpOBaHHblﬁ KOMIIJICKC TOKYMCHTOB, cozlepxcamnﬁ CBCACHUA

0 paOOTHHUKE U €ro TPYAOBOU AEATEIbHOCTH 3TO:

a)
b)
c)
4.4,
a)
b)
c)
d)
e)
Tpyaa
4.5.
a)
b)
c)
d)
e)
f)
4.6.

HOMEHKJIATypa e

JIMYHOE JI€JI0

OIMCBH JEN

Ha xakux paGOTHHUKOB 3aBOJUTCS JIMYHOE JIEJIO:
Ha BceX paOOTHHUKOB MPEATPUATHUS

Ha PYKOBOJSIIMN COCTAB MPEIPUATHS

Ha CITyKaIlUX PEeANpPUATHS

Ha MaTEepUAIbHO-OTBETCTBEHHBIX PAOOTHHUKOB

Ha PabOTHUKOB, PabOTAIOIMIUX C BPEAHBIMH M OIMACHBIMHU YCIOBUSIMH

Cpoxk xpaHeHUsI JIMYHBIX J1eJ1 pAOOTHUKOB:
1 roxn

3 roma

15 mer

50 mer

75 et

MOCTOSIHHOTO XPaHECHUS

Korna cineayeT yHUUTOXHUTH TOKYMEHT, cOCTaBiIeHHBIN 30 nexadbps

2002 roga ¥ UMEIOUIMM CPOK XpaHeHus 3 roaa?

a)
b)

30 nmexabps 2005 roxa
1 suBaps 2006 roma
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C) 30 mas 2006 rona

d) 1 suBaps 2005 rona

4.7. Yro BKIIOYAET MOATOTOBKA JOKYMEHTOB K C/Iauc B apXHB:

a)  TPOBEICHHE SKCIEPTU3bI IICHHOCTH JIOKYMEHTOB, 0(OpPMIICHHE JCII, CO-
CTaBJICHUE OIKCEH /e, mepeaady el B apXUB

b)  npoBeaeHHME PKCIEPTHU3BI LIEHHOCTH JOKYMEHTOB, OIpEJCICHHE CPOKOB
XpaHeHus jael1, ohopMIICHHUE JIeJ, COCTABIICHUE OITMCEH JIe, mepeIady el B apXuB

C)  IPOBEACHHE JKCIEPTH3bI LIEHHOCTH JOKYMEHTOB, COCTABJICHHE OIHMCEH
TSI, TIepeavy JIe B apXuB

48. Ha AOKYMCHTAxX, MMCIOIIUX TOJIbKO IIPAKTHYCCKOC 3HAYCHHC, CTABHUTCIA

OTMCTKA.
a) DIIK
b) DI
c) JIMH

4.9. Ha noxkymeHTax, MMEIOIIUX HAyYHO-UCTOPHUYECKOE 3HAUYECHHUE W Tpe-

6YIOHII/IX IMPOBCACHHUC SKCIICPTU3bI HCHHOCTH JOKYMCHTOB, CTABUTCA OTMCTKA!

a) DIIK
b) DIl
c) JMH
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PA3JIEJ 3. METOAUYECKHUE YKA3AHUA IO NOATI'OTOBKE K
MNPOMEXYTOUYHOH ATTECTALIUA

[IpomexxyTouHasi aTTecTanusi CTYJIEHTOB 3a04HOM (OpMbl OOy4YeHHUs MO Ha-
npasiennto 080400 «YmpaBieHue nepcoHaniom», npopuib «YpaBieHHe MepcoHa-
JIOM OpTaHU3aIuu» OCYIIECTBIIICTCS B BUAEC NU(PHEpEeHIIMPOBAHHOIO 3a4€eTa.

JInst cTyneHTOB 3a04HOM (popMbl 0OyUeHHUsT Ha 6a3e CpeIHero MmojHoro (ooIie-
ro) (5 nmet) u cpegHero mpodeccuoHaTbHOTO 00pa3oBanus (4 To1a) MOMOJIHUTEIHLHO
MPEeIyCMOTPEHA UTOrOBasi KOHTpOJbHas pabdora. MeTtogudeckue yka3zaHUs 1O BbI-
MOJTHEHUIO UTOTOBOM KOHTPOJILHOM pabOTHI MpeICTaBICHBI B 4acTu 2 MeToau4ecko-
T'0 PYKOBOJICTBA.

3.1. Cnucok BOpocoB JiIsl MOATOTOBKH K AUPPEpEHLHPOBAHHOMY 3aUeTy

1. JlokyMeHT: noHsiTuE, PYHKUUHU, KIIACCU(PUKALUS.

2. Kapposas noxkymeHTanus, €€ Ha3Ha4eHHUE U COCTaB JOKYMEHTOB.

3. Cucrema OpraHu3allMOHHO-PACIIOPSIUTENBHON TOKYMEHTALUU: COCTaB U
Ha3HAYCHHUE JOKYMEHTOB.

4. HopMaTHUBHO-IIPaBOBOE PEryJIMpOBaHUE PAOOTHI C KaJpPOBBIMU JIOKyMEH-
TaMH.

5. HopmaTtuBHO-METOIMYECKOE PEryIupOBaHue pabOThl KaIPOBBIX CIIYXKO.

6. OO6mmue TpedboBaHus K 0(POPMIICHUIO KAJAPOBOM TOKYMEHTAIIUH.

7. CocTaB U XapaKTepUCTUKA 0053aTeIbHBIX PEKBU3UTOB O0IIEro OaHKa J0-
KyMEHTa MpeAnpuaTus, O1aHKa it miceM, OJ1aHKa KOHKPETHOTO BUJA JOKYMEHTA.

8. KonnekTuBHBIN AOTOBOP: HA3HAYEHHE, CTPYKTYypa U TpeboBaHus K 0hopM-
JICHUIO.

9. IlpaBuna BHYTPEHHErO TPYAOBOTO PACIOpsAIKa: Ha3HAUEHUE, CTPYKTypa U
TpeboBaHUs K 0OPMIICHUIO IOKYMEHTA.

10. [Tonoxenne o mepcoHane: Ha3HauYeHHE, CTPYKTypa U TpeOOBaHUS K
0 OPMIICHUIO TOKYMEHTA.

11. CtpykTypa W IITaTHAs YUCIEHHOCTb, IITATHOE pACIMCAaHUE: HA3HAYCHHUE,

MOPSIJIOK MOATOTOBKU U TpeOOBaHUS K OPOPMIICHHUIO JJOKYMEHTOB.
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12. [lonoxeHune O CTPYKTYpPHOM MOJpa3/eIeHUU: Ha3HauYeHUe, CTPYKTypa J10-
KyMEHTa U TpeOOBaHUsI K OPOPMIIEHUIO.

13. Jlo;KHOCTHAsST MHCTPYKIMS: Ha3HAYEHUE, CTPYKTypa M TpeOOBaHUS K
0(OPMIICHUIO TOKYMEHTA.

14. Tlopsinok pa3paOOTKU, BBEICHUS B JEHCTBUE U U3MEHEHUS OpraHu3aIioH-
HBIX JJOKyMEHTOB.

15. JlokymeHTHpOBaHUE puémMa Ha padoTy.

16. TpynoBoi 10roBOp: coJepKaHKe, MOPSA0K OPOopMIIEHHUSI, OCHOBaHUS pac-
TOPKCHHS.

17. JlokyMeHTHpOBaHUE MaTEPUAIIBHON OTBETCTBEHHOCTH paOOTHUKOB.

18. 3amuTa nepcoHaIbHBIX JAaHHBIX PAOOTHUKOB.

19. Iopsinox odopmiieHUsT TOKYMEHTOB NP MEpeBojax paOOTHUKOB Ha JpPY-
r'yio pabory.

20. JlokyMeHTHUpOBaHNE YBOJbHEHUS pAOOTHUKOB.

21. Tlopsimok oopMiIeHHS OTIYCKOB PaOOTHHKOB.

22. Tlopsiok odopmileHHs KOMaHIUPOBAHUS PAOOTHUKOB.

23. Tlopsimok odopMiIeHHS Mep MOOIIPEHHS] pAOOTHUKOB.

24. Tlopsinox odopmIleHUs MEp AUCIUIUIMHAPHOTO B3bICKAHUSI.

25. JIokyMEeHTUpOBaHUE yUueTa UCIIOJIb30BaHUS Pab0Yero BpeMEHHU.

26. TTopsiiok JOKYyMEHTAIbHOTO O(OPMIICHHSI U3MEHEHUS YCJIOBHM U OIUIATHI
Tpy/Ja, aHKETHO-OMOTpauIecKuX JTaHHbIX PAOOTHUKOB.

27. Ilpukassl MO0 TUYHOMY COCTaBY: Ha3HaueHUE, BUIBI, TpeOOBaHUS K 0OpPM-
JICHHIO.

28. JIuuHoe 3asiBIeHre paOOTHUKA O TIpuEMe Ha paboTy, MepeBojie Ha JAPYTYIO
paboTy, YBOJbHEHUU: TPEOOBAHUS K OPOPMIICHUIO.

29. OopmiteHHE TPOTOKOJIOB COBEIIAHHM, 3acefaHuii, coOpaHmii. Beimucku
U3 MIPOTOKOJIOB.

30. OdopmiieHrEe aKTOB, OKJIAIHBIX, OOBSICHUTEIbHBIX U CIIYKEOHBIX 3aru-

COK.
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31. Odbopmienre TOKyMEHTOB Ha 3Tare MOATOTOBKH K aTTecTaluu PabOTHU-
KOB.

32. OdopmiieHre TOKYMEHTOB Ha dTanax MPOBEJACHUS U 3aBEPILICHUS aTTecTa-
ITUU PaOOTHUKOB.

33. JlokymeHTalibHOE OGOpMIIEHUE TPUCBOCHUS KBAIU(PUKAIMOHHBIX pa3ps-
JIOB paOOTHHKAM.

34. IToaroToBKa XapaKTEPUCTUKH (OT3hIBA) HA paOOTHHUKA.

35. JIokyMeHTHpOBaHUE MTEPCOHAILHOTO yuéTa pabOTHUKOB.

36. ®opMupoBaHUE U BEJACHUE JIMYHBIX Je]1 pAOOTHUKOB.

37. Iopsiaok ohopMIICHHS TUYHOTO JINCTKA MO YUETY KaJpoB (aHKETHI), aBTO-
ouorpadumu.

38. TpynoBast KHWKKa: HA3HAYCHHE, CTPYKTYpa, MPaBUiia BEJICHUS.

39. Benenue BkiabIIe B TPYAOBYIO KHWXKY, TyOJUKATOB TPYJOBBIX KHU-
KEK.

40. Ydet u XpaHeHHE TPYIOBBIX KHIKEK.

41. JIokyMeHTOOOOPOT B KaJIPOBOM CIIykKOe€.

42. Tlopsinok paboTHI ¢ BXOIAUIMMH KaJpOBBIMH JOKYMEHTaMH: CIIOCOOBI TO-
Jy4yeHusl, mepBUYHasi 00paboTKa, perucTpaius NoCTyIUICHUs, paclpeieaeHle T0Ky-
MEHTOB.

43. Tlopsimok paboOThI ¢ UCXOASAIIUMHU KaPOBBIMHU TOKYMEHTAMH.

44, HanpaBnenus 1 GopMbl KOHTPOJIS UCTIOTHEHUS KaJPOBBIX JIOKYMEHTOB.

45. ABTOMaTU3UPOBAHHOE paboyee MECTO CIIEHUATUCTA KaIPOBOM CITYKOBI.

46. HomeHkiatypa aen KaapoBOW CIIy>KObI: €€ Ha3HaueHHWe W TPeOOBaHUSI IO
0(OPMIICHHIO.

47. Cpoku XpaHEHHs KaJpOBbIX TOKYMEHTOB.

48. ®opmupoBaHUe e KaAPOBOIl CITYKOBI.

49. TlopsAnoK TEKYIIETo XpaHEHUs JIe B CTPYKTYPHBIX MOAPA3ICICHUAX Mpe-
TIPUATHS.

50. [ToaroToBKa JOKYMEHTOB KaJIpPOBOM CIYKOBI K apXUBHOMY XPaHEHHUIO.

27



3.2.  OOuue mookeHus mpoBeaeHus nudQepeHmpoBaHHOTO 3a4eTa

JuddepeHnrpoBaHHbIil 3a4eT MPOBOIUTCS B yCTHOU (hopme. [IpeaBapurensHO
CTYAEHT I0JIy4yaeT OUJIET U TOTOBUT OTBET MO COAEPKAHUIO BXOAIIUX B €0 CTPYK-
Typy JBYX TEOPETUUYECKHX BOMPOCOB.

[Ipu mOArOTOBKE OTBETOB CTYAEHTOM JOJDKHBI OBITh CUCTEMAaTU3UPOBAHbI 3HA-
HUS, TIOJIyYE€HHBIE B XOJI€ CAMOCTOSATEIBHOIO U3yUEHUs OTAEIIbHBIX Pa3/IeJiOB U TEM,
Ha TMPAKTUICCKUX (CEMHUHAPCKUX ) 3aHITHIX, B IPOIIECCE padOTHI C JINTEPATypOi.

B conepxaHuu oTBeTa Ha BONPOCHI OWJIETA CIENyET NMPUIEPKUBATHCSA IOHS-
TUWHOTO ammaparta, onpeaeneHHoro Paboyeit nmporpaMmoi yueOHONW TUCIUILIMHBI U
COJIEp>KaHUEM JIEKIIMOHHOTO MaTepHaa.

OTBeT nOKEH ObITh Pa3BEPHYTHIM, HO MPHU 3TOM JIAKOHUYHBIM, JIOTHYHO BBI-
cTpoeHHbIM. [IpuBeTCTBYeTCsi OOpallieHHe BHUMaHWE Ha TPAKTUYECKUE CUTYAIlHH,
IPUBEICHUE IPUMEPOB.

OtBeT oueHuBaercs nud@epeHIupoOBaHHO, B 3aBUCUMOCTH OT YPOBHS Ipei-
CTAaBJICHHBIX CTYJCHTOM 3HAaHHM, CTETICHH €r0 KOMIIETEHTHOCTH B MPEAMETHON 00-
JacTh y4eOHOM TUCHMIUIMHBI «/[OKyMEeHTallMOHHOE oOecrieueHue yrpaBieHUs Iep-
COHAJIOMY.

Onenka 1o pesynbrataM cliad AU GepeHIpOBaHHOTO 3a4€eTa SIBISIETCS UTO-
rOBOH IO AUCLMIUIMHE U MPOCTABISAETCS B NPUIIOKEHUE K AUIIOMY (BBIIUCKE U3 3a-

YETHOW KHUXKKH).
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