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1. IEPEYEHb KOMITETEHIIUI C YKA3BAHUEM OTAIIOB NX POPMHNPOBAHI
B ITPOLIECCE OCBOEHUMA OBPA30OBATEJIbHOU ITPOI'PAMMUBI

[Iponece n3ydeHus: AUCHUILIMHBI «lOKyMEHTAIIHOHHOE 00eCTIeYeHNE YIIPaBICHHD HalpaB-
JIeH Ha (JOpMUPOBaHUE CIIETYIOMUX KOMIIETEHIIMHI:

KO[I 1 HAMMCHOBAHUCEC KOI[ U HAMMCHOBAHUC MHAUKATOPA JOCTHUKCHU A
KOMITCTEHIIMH BBITYCKHUKA KOMITCTEHITHIA
IK-2 Criocoben ocy- | [1IK-2.1 OcymecTBisier oopmiieHue JOKYMEHTOB, PETIaMEH-

IIECTBIIATh JTOKYMEHTALMOH- | TUPYIOIIUX TPYIOBbIE OTHOLIEHHSI C Pa3IUYHBIMU KaTETOPUAMHU
Hoe obecriedeHre paboTHl C | paOOTHUKOB M CHEIHAIM3HPOBAHHBIX CYOBEKTOB TPYIOBOTO
IIEPCOHAJIOM IIpaBa B COOTBETCTBUHU C 3aKOHOJATeNbCTBOM Poccuiickon de-
JeparyH.

I1K-2.2 OcymectBiasier paboTy €O COLMATU3MPOBAHHBIMU
WH(POPMALMOHHBIMHA CUCTEMaMH M HU(POBBIMU CEPBHUCAMH TI0
BEJICHUIO yUeTa U JBMKCHUIO IIEPCOHAIA.

[TK-2.3. OdopmiiseT neioByr0 MEPEemnucKy, TOKyMEHTOO000pOT,
perinaMeHTUPOBaHHbIN 3aKOoHOMaTelbcTBOM Poccuiickon de-
Jepauuu B 00JacTH TPYAOBBIX OTHOIIEHUH, ¢ paOOTHUKAMH,
BHEIIHUMH KOHTPareHTaMu U rpakJaHaMH.

Ne Kon HaumenoBanwue Oranbl JOPMHUPOBAHUS KOMITCTCHIIUH
/11 | KOMIICTCHIINN KOMITETCHITHIHA
1 [K-2 Crniocoben ocy- | 1 Dman — 3namy:
[IECTBIIATE T1K-2.1
JOKYMEHTAI[MOHHOE | - TIpaBmia OQOPMIICHUS TOKYMEHTOB, PErIaMeH-
o0ecrieueHne pa- | THPYIOIIUX TPYAOBBIE OTHOLICHHS C Pa3THYHBIMU

OOTHI C MEPCOHATIOM | KaTeropusiMd pabOTHUKOB M CHEHATM3HPOBAH-
HBIX CyOBEKTOB TPYA0OBOIO IpaBa B COOTBETCTBUU
C 3aKOHOAAaTeNbCTBOM Poccuiickoi Penepaunu

2 Oman — Ymemn:

[1K-2.2

- OCYLIECTBIISITH PabOTy CO COLMATN3UPOBAaHHBIMU
MHPOPMALIMOHHBIMA CHUCTEMaMU U IU(PPOBBIMU
CepBUCAMM IO BEACHUIO yUyeTa U JBH)KECHUIO Iep-

coHaja

3 Oman — Braoems.:

[1K-2.3

-HaBBIKAMH O(GOPMJICHHS JICIIOBOM TEPEIUCKH,
JOKYMEHT0000pOTa, perIaMeHTHPOBAHHOTO

3aKOHOJATeIbcTBOM Poccuiickoit denepanuu B
00acTH TPYMOBBIX OTHOIICHHH, C PaOOTHHKAMH,
BHCITHMMHU KOHTPAreHTaMH U rpakJaHaMK




2. [IOKA3ATEJIM U KPUTEPUU OLIEHUBAHV S KOMITETEHIIUI HA PA3JINYHBIX
OTAITAX UX POPMUPOBAHN, OIIMCAHUE IIKAJI OMEHNBAHUA

pabOTHUKOB M CIICIHATTU3UPO-
BaHHBIX CYOBEKTOB TPYIOBOTO

|
= Kputepuu onienuBanus
Ne g E HaumenoBanue KOMIIETEHIINI [IIxana
n/m| &~ 2 KOMIIETEHITHH Ha Pa3UYHbBIX dTanax OIICHUBAHHUS
é (dbopmupoBaHUs
1 [IK-2 | Cnocoben ocy- | I Oman — 3namu: «3AYTEHO»:
HIECTBIISATH IK-2.1 1) ycBOeHUE, TOUYHOE H
JIOKYMEHTalU- - mpaBwia  O(OPMIICHHUS | MOJHOE M3JIOKEHHUE
OHHOE o0ecre- | TOKyMEHTOB, pETJIaMEHTUPY- | COAep KaHUs MaTepuaa;
yeHue palboThl C | IOMKX TPYJOBbIE OTHOIICHHUS | 2) BHIIOJHEHHE 33aHUH C
MIEPCOHAIOM C pa3IMYHBIMH KaTEropusMH | HE3HAYUTEIbHBIM

KOJINYECTBOM OIIHOOK;
3) HaBBIKK COOTBETCTBYIOT

IpaBa B COOTBETCTBUM C | MUHUMAJIbHBIM
3aKOHOJATeIbCTBOM Poc- | TpeGoBaHusAM K

curickor Penepanyu (dbopmMHIpOBaHHUIO

2 Oman — Ymemu: KOMIIETEHIIUH

[1K-2.2

- OCYIIECTBIATH paboTy co «HE 3AYTEHOY:
COLIMATIM3UPOBAHHBIMU 1) HEeTOYHOE M HEMOIHOE
UH(POPMALMOHHBIMU CH- | U3JI0KEHUE COAEPIKaHUS
cTeMaMu W IU(PPOBBIMU Cep- | MaTepuaa,

BHCaMHU [0 BEJICHHIO ydYeTa U | 2) BBIIIOJHEHUE 3aJaHuil cO
JIBUKEHHIO TIEpCOHAJIa 3HAYUTENbHBIMU

3 Dman — Braoems:
IIK-2.3
HaBbIKAMU O(OpMIICHUS Jie-

OIIMOKaMu, TPHBOISIIAMHE
K UX HEBBITIOJIHEHUIO;
3) HaBBIKH HE

JIOBOM TEPENMCKH, JOKYMEHTO- | COOTBETCTBYIOT
o0opoTa,  perJiaMeHTHPOBaH- | MUHMMAIIbHBIM

HOTO 3aKOHOMATeIhCTBOM Poc- | TpeOOBaHHSIM K

CHICKOM denepaunu B | GOpMHPOBAHHUIO
00JaCTH  TPYJIOBBIX OTHOIIIE- | KOMIETEHIMM

HUH, ¢ paOOTHUKAMU, BHEIIIHU-
MU KOHTpPareHTaMH U Tpaxk-
JIAaHAMH

3. TUTIOBBIE KOHTPOJIbHBIE 3AJJAHUA WUJIN UHBIE MATEPUAJIbI, HEOBXOAMNMBIE
JUIS OLIEHKU 3HAHUN, YMEHHWM, HABBIKOB U (UJI) OIBITA JESATEJBHOCTU,
XAPAKTEPU3VYIOIINX DTAIBI ®OPMUPOBAHMS KOMIIETEHLIMII B ITPOLIECCE
OCBOEHHU S OBPA3OBATEJIbHOU ITPOI'PAMMBI

13TAIl - 3BHATH

Pa3nea 1. /lokymeHTAallHOHHOE O0ecTieYeHre YIIPABJICHHUS OPraHu3alue
Tema 1.1. UcTopusi 1 cOBpeMeHHOE COCTOSIHHE JOKYMEHTALMOHHOI0 00eceYeHus1 1 J1eJ10-
NMPOM3BOACTBA
YcTHBII onipoc 1o Bonpocam:



JICHUS.

1. UcTopust pa3BUTHS HAYYHBIX MPEACTABICHUN O JOKYMEHTAIIMOHHOM OOECIICUCHUH YIIPaB-

2. DTanbl CTaHOBJIEHUS TOCYJapCTBEHHOM CUCTEMbI JJOKyMEHTUpOBaHUs B Poccuu.
3. CymHoOCTh U COoAep)KaHUE JOKYMEHTA.

4. Buspl 10KyMEHTOB

5. Opranusanus ohUCHON ACATEITHHOCTH.

Tembl pedepaTos:

1. MecTo Aenonpou3BOACTBA B CTPYKTYpPE YIPABICHUYECKOTO TPyAa.

2. IOKyMEHTaIIMOHHOE 00ECTICUeHUH YIIPABIICHUS 32 PYOEKOM.

3. JlokyMeHTHpOBaHHE YIIPABICHYECKON JIESITEIHLHOCTH.

Tema 1.2. Cucrema 10KyMeHTAUMH B OPraHU3alMU
YcTHBI onIpoc 10 BOpocam:
1. l'ocynapcTBeHHast cucTeMa JOKyMEHTaIlmoHHOro ooecneyeHus ynpasienus (I'CAOY).
2. YupaBiieHue 10KyMEHTALUEN.
3. TOCT P 6.30-2003 «YHupumupoBaHHble CHCTEMbI JOKYMEHTAIMH. YHUDUIIMPOBAHHAS

CHCTEMa OpraHU3AIMOHHO-PACIIOPSAUTENILHON JOKyMeHTanuu. TpebGoBaHus K o(OpMIICHHIO
JIOKYMEHTOBY.

Tembl pedepaTos:

1. ®yHKIMOHAJIBHBIE ¥ OTPACIIEBbIE CUCTEMBI JJOKYMEHTALUH.

2. CrangapTu3anys yupaBieHY€CKUX JOKYMEHTOB.

3. IlpaBuiia opopMiIeHUs YIIPABIEHUYECKUX JJOKYMEHTOB.

5. O0mepoccuiickuii Kaccu(ukaTop ynpaBIeHUYECKON JOKYMEHTAIHH.

Pa3jen 2. YnpaBiieHueckasi 1 KaJpoBasi JOKYMEHTAI U
Tema 2.1. YnpasJjieHuecKasi JOKyMEeHTAIUS
YcTHBI onIpoc 10 BOpocam:
1. Opranu3aloOHHO-IIPABOBHIE IOKYMEHTHI.
2. PacniopsiiuTenbHbIE TOKYMEHTHI.
3. NadopMainoHHO-CIIPaBOYHbIE TOKYMEHTHI.
Tembl pedepaTos:
1. CityxeOHbIe THChMA.
2. PekBU3UTHI JOKYMEHTOB.
3. JlemoBo# CTUIIb YIIPABICHYECKON TOKYMEHTAIUH.

Tema 2.2. KagpoBasi 1oKyMeHTAIIMS.
YcTHBI onIpoc 10 BOpocam:
1. ®yHkMM OTIAETA KaAPOB.
2. Obs3arenbHbIe JOKYMEHTBI KaJIpOBOM CITY>KOBI.
3. JloKkyMeHTBI IO INYHOMY COCTaBY.
Tembl pedepaTos:
1. IlepBruyHbBIE JOKYMEHTBI TPYAOYCTPOMCTBA.
2. JInyHas KapTouka: opopMIICHHE, 3aTI0JTHEHUE U XpaHECHHUE.
3. TpynoBas KHXKKa: Bbliaua, ohopMIICHUE, XpaHEHUE.

Pa3znen 3. lokyMeHT0000POT B OPraHu3aunu
Tema 3.1. Opranuzanus padoThl ¢ JOKyMeHTAMH
YCcTHBIH OIIPOC MO0 BONIPOCAM:
1. Cnyxb6a JIOY.
2. IOKyMeHTOOOOPOT: CYIIHOCTb U OCHOBHBIE TOTOKHU JJOKYMEHTOB.
3. ®opmupoBaHUE JIE.



Tembl pedepaTos:

1. Onpenenenne NEHHOCTH TOKYMEHTOB.

2. IloaroroBka JIOKYMEHTOB K MOCJIEAYIOIEMY XPaHEHHUIO U UCTIOJIb30BaHUIO.
3. OGecrneyeHue COXpaHHOCTH TOKYMEHTHON MH(GOPMAIIHIH.

Tema 3.2. KomnbroTepHble TEXHOJOTMH JOKYMEHTAIIMOHHOT0 o0ecneyeHusl yrnpanJie-
HMS OpraHu3anuel

YCcTHBIH OIIPOC MO0 BONIPOCAM:

1. Komnbrorepusanusi JeJI00POU3BOACTBA HA MPEAIPUATHN KAK UCTOYHUK KOHKYPEHTHBIX
MPEUMYIIECTB OpraHU3aIUu.

2. CocTaBHBIC YaCTH KOMIIBIOTEPHOTO AEJOMPOU3BOICTBA: ABTOMATU3UPOBAaHHBIN cOOp, 00-
paboTka, XpaHeHHEe JOKYMEHTAIUH, IPeICTaBlIeHIe pa3HOO0pa3HOW HHPOpMaIUK.

3. OGnaynHbie OPUCHI.

Tembl pedepatoB:

1. ITporpamma 1C YnpaBieHue nepcoHaioM.

2. BapyOe)kHble KOMIBIOTEPHbIE TEXHOJIOTMH JOKYMEHTAIIMOHHOTO OOECIeueHusl yIpaBlie-
HHA.

3. ABTOMaTU3MpPOBAaHHBIE CUCTEMBI JOKYMEHTAIIMOHHOTO oOecreueHus ypasienus B Poc-
CHH.

4. 3apy0OexHble aBTOMaTH3UPOBAHHBIE CUCTEMbBI JJOKYMEHTAI[MOHHOTO O0eCcIeueHus yrpan-
JICHMSL.

29TAII -YMETH

Peuwienue npaxmuueckux cumyauuil:

Pa3nen 1. /lokymeHTallHOHHOE 00ecTieYeHUe YITPABJIEHHS OPpraHu3aluei
Tema 1.1. UcTopusi M cOBpeMeHHOE COCTOSIHUE JOKYMEHTAIIMOHHOT0 o0ecneYyeHusl U J1eJ10-
NMPOU3BOJCTBA

3apanue 1.1.1.y. [loaroroBerech K JUCKyCcCUU B rpymie «Pois 1 MecTo 1e10npon3BOICTBA
B CTPYKTYp€ yIPaBICHUYCCKON AESITETLHOCTI.

Keiic: TlepBas no3unus: «Jlemonpou3BoICTBO MPECTABIsAET CO00M «HEOOXOAUMOE 3JI0M.
Bropas no3unus: «JlemonpousBoacTBo — kak popManin30BaHHAs OCHOBA YIIPABJICHUS OpPTaHU3aIlN-
el mpencTaBisgeT co0oi pakTop KOHKYPEHTOCTIOCOOHOCTH MpeAnpusTuss». OO0CHYHTE CBOM BHIOOD
Y TIPUTOTOBBTE APTYMEHTHI K €€ OTCTAauBaHUIO B XOJI€ IUCKYCCHUH.

3aganue 1.1.2.y. OOocHyiiTe aJIrOPUTM JOKYMEHTAI[MOHHOTO OOECICYCHHS MPUHSATHIX
pelIeHni OpraHu3alMOHHO-YIPAaBIEHYECKOW U SKOHOMUYECKON ACSITENbHOCTH.

Keitic: qupextop OOO «3apsi» B.A. IletpoB o1 pacriopsbkeHue O IUIAHUPOBAHWMHM Ha CIEy-
rorii 20017 rox. HeoOxoaumo paspaboTtars aaropuTM JOKYMEHTAIIMOHHOTO OOCCICYCHHE MPUHS-
TOTO PEIICHUS OPTaHU3AIMOHHO-YITPaBICHYECKOI.

Tema 1.2. Cucrema J0KyMeHTALIMH B OPraHU3aALMHU
3apanme 1.2.1.y. PazpaboraiiTe opraHu3aiimoHHy0 U GyHKIIMOHATBHO-INTATHYIO CTPYKTY-
py.
Keiic: Heo0xoammo 000OCHOBAaTh M3MEHEHHE IITATHOW YHMCICHHOCTH OTAeNa MpoAaK Ha
2016 rox B cBsi3U ¢ (haKTUUECKUM yBeTHueHHeM o0bema npoaax B 2015 roxy Ha 45%.
Ta6mmma 1. dysknumonanpHo-mTatHas cTpykrypa OO0 «3aps»

HanmeHnoBaHue CTpyKTypHOTO MOJI- [lItaTHas
HaunmenoBanue noipKHOCTH
pazzeneHus YUCJIEHHOCTh
AJIMUHUCTpaLHUS Hupekrop 1
AJIMUHHCTpaLIUs 3aMecTuTeNb TUPEKTOpa 1




byxranrepus ['nmaBHBIH OyxTanTep 1
byxranrepus byxrantep 3
IOpunnuecknii otaen Opuct 1
Kannensipust Cekpertapb 1
Otnen npoaax Menemxep no npojaxam 4
Otnen cHaOXeHUS MeHexep 1o 3aKyny 2
Otpnen kaapoB HNHcnekTop oTena KajipoB 1
Texanmueckuil OTACI Havansank TeXHUYEeCKOro oraeia 1
TexXHUYeCKun OTAEIN Onepatop [I19BM 2
OO6CTy»KUBAOIIHMI IIEpCOHAT YO6opiuk ciy>keOHBIX ITOMEIEHUN 2
byxrantepus byxranrep 2
Bcero: 22

3ananuel.2.2.y. OdopMuTe TPOTOKONT TPOBEJCHHS COBemaHUS Ha Temy «l3MeHeHue
byHKIIMOHaTBHO-ITaTHOM cTpYKTYpBl OO0 «3aps otaen npoxax» Ha 2016 rog.

Keiic: Tlpencenarens copemanusi — pupektop OOO «3aps» B.A. Ilerpos, cekperapb —
HauvanbHUK oTAena kajapoB OO0 «3aps B.I1. Baneesa. Jlata coBemanus 23.12.16.

Paspnen 2. YnpapiieHueckasi 1 KaJApoBasi JOKYMEeHTAIUs
Tema 2.1. YnpaBieH4eckasi JOKyMeHTaLUs

3aganue 2.1.1.y. CocraBbTe npuka3 00 n3MeHeHnu rpaduka padbotsl otaena Menemxkmenta OO0
«3aps» B npepaziHYHble JHU B rieprof ¢ 15.12.2016 mo 30.12.2016 B cBsA3M ¢ IPOU3BOACTBEHHON He-
00X0IUMOCTBIO.

Keiic: upexrop OOO «3aps» B.A. [lerpoB nan ykasaHue o MOATOTOBKE MPOEKTa MpHUKa3a
00 mMeHeHnn rpaduka padbots! otnena menemxkmenta OO0 «3aps» B penpazAHIYHbIE THU B IEPHO]T C
15.12.2016 mo 30.12.2012 B CBsI3M ¢ TIPOU3BOJICTBEHHON HEOOXOAMMOCTHIO B (hHiIHalie, pacoIOKeH-
HOM B I'. Muacc. Yka3arb, 4TO omiaTa Tpyaa OT/eja MEHEKMEHTa B MPEeANpa3THUYHbIE THU OyIeT
MIPOM3BOJIUTHCS COTIIACHO ITATHOMY PACIIMCAHUIO M COTIACHO (PAKTUYECKH OTPAaOOTaHHOMY BpeMe-
Hu. HavanpHuky otnena meHemkmenta C.C. MiBaHOBY yka3aTh Ha HEOOXOAMMOCTh OpraHM3aIiK padoThI
OT/J1eJ1a MEHEIDKMEHTA B IIPEIIPa3HUYHBIE JTHU.

Pazpnen 3. lokyMeHTO00OPOT B OpraHu3anuu
Tema 3.1. Opranusanus padoTbl ¢ JOKyMEHTAMHA

3apanmne 3.1.1.y. 3anoIHUTE )XypHAT PETUCTPALIMHA BXOISIINX U UCXOJAIINX TOKYMEHTOB.

Kertic: Tupexrop OOO «3aps» B.A. IletpoB 1an ykazaHue 0 MOATOTOBKE MPOEKTa MpPHKa3a
00 m3meHeHnn rpaduka padotsl otnena meHemkMenTa OO0 «3apsp» (T. YensiOMHCK) B peATpa3AHIIHbIC
JHA B riepuof ¢ 15.12.2016 mo 30.12.2012 B cBsA3M ¢ MPOU3BOICTBEHHOM HEOOXOAMMOCTBIO B (prinare,
pacmosoxeHHOM B T. Muacc. HeoOxomumMo B IpUBEICHHBIX HIDKE (DOPMax OTPA3HUTh MPUKA3, HCXO-
JSIIMA B JKypHaje PEerUCTPalliy MCXOJSAIINX JOKYMEHTOB TOJIOBHOM MPEINPHUITHH U B JKypHale
¢dunHrana perucTpaiy BXOASIUX JOKYMEHTOB

W3 BXOoasIIero JOKyMeHTa B MPOIIECCe PErucTpalii B PETUCTPALMOHHYIO ()OPMY BBITTUCHI-
BAIOTCS, KaK MPaBUIIO, CJICIYIONINE CBEICHUS:

* JlaTa MOJIY4YCHHUS;

* PETHCTPAIIMOHHBI HOMED, TIPUCBANBACMEBIN IOKYMEHTY YUPEIKICHUEM IOJTydaTesIeM;

* 1aTa IOKyMEHTa;

* PETHCTPAIMOHHBIA HOMEP JOKYMEHTA, PUCBOCHHBIN eMy YUPEKICHHEM aBTOPOM;

* aBTOp (KOPPECHOH/IEHT), T.€. YeH 3TO TOKYMEHT;

* 3aT0JIOBOK (O YeM JOKYMEHT);

* PE3OITIOIIHS;

* CPOK UCTIOJTHEHUS;

* UCTIOJTHUTENh (KTO ¢ HUM paboTaer);



* X0/ UCTIONTHEeHUS ((PUKCUPYIOTCS BCE MEpelaun JOKYMEHTAa U KaK UCIIOJIHEH);

* No nena (Kyza JOKyMEHT MIOMEIIEH MOCIIe UCTIOJTHEHUS ).

[Ipu peructpanuu OTIAECTBHBIX BUAOB JOKYMEHTOB, HampuMep, BHYTPEHHUX, OOpallieHHi
TpaXJIaH W HMCXOMISIIMX JTOKYMEHTOB, CBEIICHHS, BIUCHIBAEMBIC B PErHCTPAIIMOHHBIE (DOPMBI,
YaCTUYHO U3MEHSIOTCA U AonoiHsATca. Hanpumep, npu perucrpauuu oOpaieHuil rpaxaaH 3amnu-
CBIBAETE UX aJIpec.

OpraHH3au1/1;1 UMECT HpaBO, quTLIBaﬂ CBOHO CHCI_II/I(bI/IKy, JOITOJIHATH CBCIACHUSA O peFI/ICTpI/I-
pyeMoM BXoJiAleM JokymeHTe. Hanpumep, 4acTo yUYUThIBA€TCS KOJMYECTBO JIMCTOB, HAJTUYUE TIPH-
JIO’KEHUU U T.J.

®DopMBI perucTpaliid MOTYT OBITh TPEX BHOB: )KypHajbHas, KAPTOYHAS U aBTOMATHU3HPO-
BaHHAas dJIEKTPOHHAS.

JKypHanbHas cucTeMa perucTpaluy HyKHa TOrJa, KOrja y4eT JIOKYMEHTOB BBICTYHAaeT Ha
MEPBOE MECTO, MIPEIOTBPAIIIACT MPETCH3UU CO CTOPOHBI TPaXK/1aH, KOH(IUKTHBIE cuTyaruu. Hampu-
Mep, IPU BbIJa4ye TOKYMEHTOB 00 00pa30BaHUHU, TPYIOBBIX KHIKEK, ITPOITYCKOB. DTO, KaK MPaBHIIO,
JIOKYMEHTBI, PETUCTPALIMOHHBIN HHAEKC KOTOPBIX COCTOUT U3 IMOPSAIKOBOTO HOMEpA.

[Tpumepnas dhopma )KypHajia PETUCTPAITUU BXOIAITUX TOKYMEHTOB

Nupnexc (Ne) Hara mno- Koppe- KpaTtkoe co- Pe3omronus Otmetka 00
JOKyMEHTa CTYIUICHUSI | CIIOHJICHT, Jla- JepKaHue WA KOMY UCTIOTHEHUH
Ta U UHJCKC HaIpaBJIACTCA
no- JOKyMEHT
CTYIIMBLICTO
JOKyMEHTa

[Tpumepnas dhopma KypHajia peTUCTPAIIUU UCXOSIINX JOKYMEHTOB

Nunexc (Ne) Hata Anpecat Kpartkoe co- | HUcnonuurens | [Ipumeuyanue
JIOKYMEHTa JepKaHue

Pa3nes 2. YnpaBiaenueckasi 1 KagpoBasi JOKYMEHTALMA
Tema 2.1. YnpasieH4eckasi JOKyMeHTAUMS

3apnanme 2.1.1.B. M3naiite ykazanue o noarotoske rpaguka ormyckoB Ha 2012 r. 8 OO0 «3a-
psi» Ha 2017 r. OO11ecTBO ¢ OrpaHUYEHHON OTBETCTBEHHOCTBIO «3apsi».

Keiic: Tupextop OO0 «3aps» B.A. [lerpoB gaeT ykazaHue pyKOBOIUTENSIM CTPYKTYPHBIX MO~
pas3zeneHuil MpeiCcTaBUTh B OT/AEN KaJpOB CIUCKH COTPYJHHMKOB C yKa3aHUEM MpEeAIosiaraeMoro
cpoka ouepeanoro otmycka B 2017 r. Cpok npenocrasnenus cnuckoB — 10.12.2016 r. Otaeny kanu-
poB OOO «3aps» HauanbHUK B.I1. Baneesa. I'maBHusbiii Oyxranrep OOO «3aps» W.U. Copokuna.
Kommepueckuii nupexrop OOO «3aps» B.A. OpsnoB. OTBETCTBEHHBIM Ha3HAY€H HAYAJIbHUK OTJE-
Ja KaJIpoB, KOTOPOMY HEOOXOMMO COCTaBUTh CBOJHBIN rpaduk oTmyckoB padoTHHKOB OO0 «3aps
Ha 2017 r. ¥ TpenoCTaBUTh €T0 Ha yTBEepXkjaeHWE B aupekiuio. Cpok MmpemocTaBiieHus Tpaduka
20.12.2016 1.

Tema 2.2. KagpoBasi 1oKyMeHTAIMS

3aganue 2.2.1.B. [IpoBenure oTOOp KaHAMmATa JJs mprema Ha padoty. [enoBas urpa «Ilep-
BUYHBIE JOKYMEHTHI TPYIOYCTPOICTBAY.

JlenoBasi urpa OTHOCUTCA K BUAY OPTaHU3alMOHHO-/IEATEIbHOCTHBIX UT'P W MpEIHA3HAUCHA IS
dbopMupoBaHusa NMPoQPecCHOHANTBHON KOMIETEHIIMU M0 «OCHOBAM pa3pa0OTKU W BHEAPEHUS Kal-
POBOI W yIpaBICHYECKOW MOKYMEHTAIIMH, ONTHMHU3AIMKA JOKYMEHTOO0OpOTa M CXeM (PYHKIHO-
HAJIBHBIX B3aMMOCBS3€H MEXAy MOJpa3AeNeHUs MU, OCHOB Pa3paOOTKU U BHEAPEHHUS MPOIEAYp
pEeryJaupoBaHus TPYJOBBIX OTHOIIEHUN U COMPOBOXKIAIOIICH TOKYMEHTALIUI.

Keric: Hauanpnuk otaena xagpoB OOO «3aps» B.II. Baneea. Menemxep otnena KaapoB —




cTyneHT (dakTuyeckue naHHeie). Kanaumar Ha JOJDKHOCTH — CTYyNEHT. BakaHTHasi JOKHOCTh —
CHUCTEMHBI MEHeIKep (opraHu3alnMoOHHO-O(HUCHOE oOopymoBaHue). TpeOoBaHHMS K KaHIUIATY:
MITATHBIA COTPYAHUK, TPOodUiIbHOEe 00pa3oBaHHE, KEIATEICH OMBIT Pa0OThI, OONIMTEIHLHOCTD,
CTPECCOYCTOMYMBOCTh, 00Y4a€MOCTh, CAMOCTOSATEIBHOCTh, KOMIIETCHTHOCTb.

Oomee Bpemst Ha urpy 4 Jaca.

Ne Oran urpsl Copepxanue sTana
1 Lenb (mpobsema) | ChopMupoBaTh alroputMoM OGOPMIICHHS Pe3yJIbTaTOB U 3alMTHI
pedepara.
2 Ponu 1. Menemxep oTaena KaapoB (CTYIEHT).
2. HauanpHuk oTAena kaapoB (CTYIICHT).
3. Kanauaar Ha TOJDKHOCTH(CTY/ICHT).
4. Xropu (mpenojiaBarenb, OCTAJIbHbIE CTYICHTHI, IPUIJIALICHHbIE).
ITonroroBka k ur- | 1. Kanauaar Ha J0JKHOCTH BIIEPBBIE TOTOBUT JTOKYMEHTHI JJIS TEp-
pe BUYHOT'0 0TOOpA.
2. HavanbHMK oTAena KaJpoB HHCTPYKTUPYET MEHEKepa OTena
KaJIpOB U IIPOBEPSIET €ro padoTy.
3. MeHemxep oT1ena KaapoB BIIEPBbIE TOTOBUTCA K IPUEMY Yy KaH]IU-
JlaTa Ha JOJDKHOCTh MEPBUYHBIX IOKYMEHTOB TPYAOYCTPOMCTBA.
3 Xox urpst 1. IlpenogaBarens 0OBABISAET MOPSIOK 3AIIUTHI.
2. ChopmupoBaHHble Ipynnbl (KaHAUAAT Ha JOJDKHOCTb, MEHEIKEp
oTJerna KaJpoB, HAYAJIBHUK OT/eNa KaJpoB pabOTalOT B COOTBETCTBUHU
CO CBOEH pOJIBIO:
KaHJIUAAT Ha JOJDKHOCTh IPECTABIISIET CBOM JOKYMEHTHI Ul Iep-
BUYHOTO OTOODA;
MEHeJDKep OTJesia KaJIpoB BIIEpPBbIE NMPUHUMAET Yy KaHIUAaTa Ha
JOJI’KHOCTH MEPBUYHBIE JOKYMEHTBI TPYJIOYCTPOICTBA U KOHTPOJIUPY-
€T UX HAJINYHE U MPaBUILHOCTH O()OPMIICHUS;
HaYaJIbHUK OTJeNIa KaJpOB MpoBepseT paboTy MeHemKepa OTaena
KaJpOB.
3. JKtopu o1ileHMBaET X0/ U Pe3yJIbTaThl UTPHI.
4. IlpenogaBaTesb MOABOAUT UTOTU UTPHL.
4 Oxus1aemblit 1.ChopupoBaHHOCTH MOCIIEAOBATEILHOCTH aJITOPUTMa MOATOTOBKU U

(e) pesynbTat (bI)

o(opmIIeHHS IEPBUYHBIX JOKYMEHTOB TPYAOYCTPOHCTBA.

2. Bocniutanue OTBETCTBEHHOCTH, PEILIUTEIbHOCTH, HCIIOJIHUTEIBHO-
CTH.

3. Pa3BuTHe ynpaBaeHY€CKOr0 KPUTHUYECKOIO MBIIIUICHHS .

3 OTAII - BJIAJETD

Bonpocsl k 3a4eTy N0 AUCHUILINHE

«JlokymMeHTaLIMOHHOE 00eceyeHue YIpaBJIeHUs»
1. Ponb 1OKyMeHTa U JKM3HU YelIOBeKa U 00IIecTBa B chepe yrmpaBlieHusI.
2. IOKyMEHT, OCHOBHBIC TIOHSATHUS, CIIOCOOBI JIOKYMEHTHPOBAHHUSI.
3. Mudopmarnus u TOKyMEHT.
4. YHu(puKaus 1 CTaHIapTU3aIMs KaK OCHOBHBIE HaIlPaBJICHUE COBEPIIICHCTBOBAHUS IOKYMEH -
ToB. 'OCThr1 Ha YC/I. CucTeMbl TOKYMEHTUPOBAHUSI.
5. Xapakrepucrtuka, coctas u coaepxkanue [[OCTos.
6. CocTaB peKBU3UTOB, MTpaBuiia UX 0(hOpMIICHHE.
7. Busibl O1aHKOB, UX XapaKTEPUCTHKA.
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8. [IpaBuina odopmieHne, U3roTOBICHUS, YU€Ta, UCIIOIB30BAaHHUS M XPAaHEHUS! OJIAaHKOB OpPTraHU -
3aluH.

9. XapaKkTepuCTHKa U COCTaB OPTaHU3ALIMOHHBIX I0KYMEHTOB.

10. XapakTepycTuKa 1 COCTaB CIPAaBOYHO-UH(POPMALMOHHBIX IOKYMEHTOB.

11. [IpaBuna opopmiieHUs KOTHI.

12. IIpaBuia BbIJa4M KON TOKYMEHTOB.

13. Jlenonpou3BOACTBO (JOKYMEHTALIMOHHOE OOecrieueHre ynpaBiIeHne) Kak (QyHKIUU YIIpaB-
JIEHUs, COBPEMEHHbIE TPEOOBaHMSI K €0 OpraHU3alHH.

14. Cnyx0a JOKYMEHTAIMOHHOTO 00ecIeYeHHsl YIpaBieHus: QyHKIIUH, CTPYKTYpa, JOKHOCT-
HOH COCTaB.

15. O0mue NpUHIMIBI OPTaHU3AMH JOKYMEHTO00OpoTa. OCHOBHBIE ATaIlbl TEXHOJOTHH pa-
0OTBI C JOKYMEHTaMHU.

16. [lepBonauanbHas 00pabOTKa JOKYMEHTOB B YUPEKACHUH.

17. TexHOIOTUSI pACCMOTPEHMSI JOKYMEHTOB B YUPEXKICHUH.

18. Peructpanus JOKyMEHTOB Kak IpOLIECC CO3/1aHUs OaHKa JaHHBIX O JIOKyMEHTAaX OpraHu3a-
LIUH, €€ OCHOBHBIE ()OPMBI.

19. UndpopmanimoHHO-CTIpaBOYHAsE padoTa 10 TOKYMEHTaM yUpeKICHUsI.

20. KoHTpoJib 32 UCTIOJHEHUEM JOKYMEHTOB.

21. Opranu3zanus OTIPaBKU JOKYMEHTOB.

22. OcHoBHbIE TpeOOBAHUS K OPTaHU3ALMH XPAaHEHUS UCIIOJIHEHHBIX JJOKYMEHTOB.

23. Buzbl HOMEHKIATYpHI Aed. [lopsnok cocTaBieHust, 0pOpMIICHHS, YTBEPKICHHUS U IPHMEHE-
HUSI KOHKPETHOM HOMEHKJIATy bl JEJI.

24. Dxkcnepru3a LEHHOCTHU JIOKYMEHTOB. OJTanbl M IOPAJOK €€ IPOBEIACHUS. OKCIEpPTHBIE
KOMHCCHUH.

25. Cpoku XpaHEeHHsI JOKYMEHTOB. [lepeuHu TOKyMEHTOB C yKa3aHUEM CPOKOB XPAHEHHUS U UX
BUJIBI.

26. IIpaBuia NOArOTOBKY JIEN K C/1aY€ B BEJIOMCTBEHHBIN apXUB.

27. ApXuBHOE XpaHEHUE JOKYMEHTOB. BUibl apX1BOB.

28. CocTtaB HOPMATHBHBIX JOKYMEHTOB, PETJIAMEHTHUPYIOUIMX COCTaBJICHHE U O(OpMIICHHE
JIOKYMEHTOB B YUPEXXKJICHUHU, UX XapaKTEPUCTHUKA.

29. JlenoBast KOPPECIIOHAECHLIUS B COBPEMEHHBIX YCIOBUSIX.

30. Knaccudukarius 1e10BbIX MHCEM.

31. CtpykTypa, peKBU3UTHI U TEKCT JI€JI0BOI'O MUChMA.

32. SI3bIK ¥ CTUJIb AEJOBOM KOPPECTIOHACHIIUH.

33. CiykeOHBII pe4eBON ITHKET B JIETIOBOM ITHCHME.

34. MexayHapoHO€E AEJI0BOE MTUCHMO.

TecT 1JI1 CAMOKOHTPOJISA (IPUMEPHbIE BONIPOCHI HTOTOBOI'0 TECTUPOBAHMS)

1. Kakoii n3 nepe4ncjieHHbIX JOKYMEHTOB OTHOCUTCS K HH(GOPMANMOHHO-CIIPABOYHOM
AOKYMEHTAIlUM:

a) MPOTOKOJI;

0) LTaTHOE pacIUCaHHUE;

B) yCTaB;

2. IokyMeHT, yCTAHABJIMBAKOIINH CTPYKTYPY, IUTATHBIN COCTAB M IUTATHYI0 YMCJIEH-
HOCTb OPraHM3AaLMH C €ee YCTABOM:

a) TIOJIOKCHUE;

0) MTaTHOE PACIHUCAHHKE;

B) YKa3aHHE.

3. ®opMa BHYTPEeHHeH [1eJ10BOM NMepenucKu MeKAy MoaApasiejeHUusiMi OpraHu3anuu
WIN 10JKHOCTHBIMU JIMIAMHU, HEe HAXOAALIMMHUCS B PSAMOM NOAYUHEHUH:
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a) JOKJIaHas 3aIrCcKa;

0) cnyxeOHad 3anucka;

B) BHYTPEHHSIS 3aIIMCKA.

4. Kak Ha3bIBaeTcsi COBOKYINHOCTH JIOKYMEHTOB, COJAEePKAUX HanboJee MOJHbIE CBe-
JAeHHs 0 Ppa0OTHHUKE U ero TPYA0BOI 1eTeJIbHOCTH:

a) JTUYHOE JIeJ0;

0) Tpy10BOM AOTOBOP;

B) JIMYHAs KapTO4YKa paOOTHHUKA.

5. PeKBU3UT, YKA3bIBAIOIUMHA HA HOPMATHBHBIN WM NPABOBOH XapaKTep cOAep:KaHUA
JAOKyMeHTa:

a) ajpecar;

0) rpud yTBepkKACHUS TOKYMEHTA;

B) TEKCT JJOKyMEHTA.

6. IlpaBoBOii aKT, M3AaBaeMblil €JIMHOJUYHO PYKOBOJAUTEIEM OPraHM3alMU M €ro
3aMeCTUTEJISIMM:

a) ycTaB;

0) I0JI0’KEHNUE;

B) pacropsKeHue.

7. CucTeMAaTU3MPOBAHHBII MepeYeHb HAMMEHOBAHMIi /ieJl, 3aBOIMMBIX B OPraHH3aIUH,
€ YKa3aHMeM CPOKOB MX XpPaHeHHs, HA3bIBAIOT — 3TO:

a) apXus;

0) HOMEHKJIATypa Jel;

B) JIOKYMEHTOOOOPOT.

8. IlucbMeHHOE YNOJIHOMOYHE, BbIaBaeMoOe OJHUM JIMLOM JAPYromMy /Jisi peAcTaBU-
TeJILCTBA NMPHU Pa3pelieHuN onpe/ieIeHHbIX BONMPOCOB Nepe/] TPeTbUMU JTHI[AMH — 3TO:

a) IOBEPEHHOCTb;

0) 3aBepuUTEIbHAS HAMKCH;

B) HaKJIaHAsI.

9. Cxarasi kpaTkas uHopmamnus o cede, COCTABIIEHHAS JINYHO NPEeTEHIEHTOM Ha Ba-
KAHTHOE MeCTO — 3TO0:

a) pe3roMme;

0) 3asBIIEHUE;

B) QHKETA,

10. lokyMeHT, O0BSACHAINMHA BbILIECTOSAIIEMY, HENMOCPEACTBEHHOMY PYKOBOJIUTEJIIO
NPUYUHBI HEBBINOJIHEHHS KAKOI0-J1100 MOPYy4YeHHs u T.I. — ITO:

a) ciryxeOHas 3aIncKa;

0) 0OBsCHUTENIbHAS 3aIKCKA;

B) nH(MOpMAIMOHHAS 3aITHCKa.

11. [IpuBeneHHe TOKYMEHTOB K €IHHO00OPA3HI0 1O (hOopMe U COAEPKAHUIO HAZHIBAETCS:

a) TOKyMEHTallMOHHOE 00eCIIeYeHHUE;

0) vyHuUKaIU;

B) JIOKYMEHTHpPOBaHHE.

12. Jlata Ha IOKYMeHT€ MPOCTABJISIETCH CJIeTYIOIUM 00pa3oMm:

a) 05.02.2002;

0) 16.3.2002;

B) 24.04.02;

13. IIpoToko. coOpaHus NOANUCHIBAIOT:

a) mpejiceqiaTellb U CeKPeTaph;

0) nmpeacenarels;

B) CEKpeTaph.

14. N3 nepe4ncjieHHBIX IOKYMEHTOB PACHOPAIUTEILHBIM He SIBJISIETCS:
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a) MOJIOKEHUE;

0) ykazaHue;

B) IIPUKa3 M0 OCHOBHOM JIEATEILHOCTH.

14. PykoBoauTe b 10JI2K€EH PACCMOTPETh JOKYMEHT U HAJIOKUTh HA HEr0 Pe30JI0UHI0:

a) B TeYEHHE 5 HEN NOCIe MOCTYIIICHUS;

0) B TeUeHHE HEAENH MOCTe MOCTYIICHHUS;

B) B JICHb [TOCTYIUICHHUS

15. Kakoii U3 nepe4ucjaeHHbIX JOKYMEHTOB MOIJIeKUT YTBEPKACHUIO:

a) MPOTOKOJI;

0) mpuKa3 0 OCHOBHOM JICSITEIIBHOCTH;

B) IITATHOE PacCIUCAHUE.

16. BHyTpeHHee coriiacoBaHue MPOEeKTOB JOKYMEHTOB Ha3bIBAETCH:

a) IOKyMEHTHPOBAHMUE;

0) yTBEepXKICHHE;

B) BU3UPOBAHHUE.

17. CoryiacoBaHue JOKyMEHTA NIPOBOAUTCS:

a) TIOCJIE €To MONUCAHUS;

0) 110 eT0 YTBEPK/ICHNUS,

B) JIO €ro0 MOANUCAHUSL.

18. I'OCToM, KOTOpBIH YyCTAHABJIUBAET MOPSA0K 0POPMJIEHHUS U PACIIOJIOKEHHSI pPeK-
BU3HUTOB /IJIS OPraHU3aIHOHHO-PACTOPSINTEIBHBIX TOKYMEHTOB, SIBJISIETCS

a) 'OCT P-1,5-92;

0) 'OCT 16487 — 83;

B) 'OCT P 6.30 — 2003.

19. B in4HoeE /1€/10 COTPYITHUKA He MOAINBAIOT:

a) KOIUH JJOKYMEHTOB 00 00pa30BaHUH;

0) JIMYHBIN JUCTOK 10 YUETY KaJpOB;

B) BBINKCKY U3 IPHUKA3a O MPEJIOCTABICHUN OTIIYCKA.

20. ®opmyJasip AOKYMeHTA — 3TO:

a) COBOKYMHOCTb 3JIEMEHTOB, PACIIONIOKEHHBIX B IOKYMEHTE;

0) COBOKYITHOCTh PEKBH3UTOB, OMPECIEHHBIM 00Pa30M PACIOIOKECHHBIX B JOKYMEHTE;

B) BCSAKUI OT/IEIBHBIN TOKYMEHT.

21. JlokyMeHTALIMOHHOE O0eclevYeHue YIPaBJIeHUs — ITO:

a) COBOKYIMHOCTb MPOIIECCOB IO CO3JIaHUI0 U 00pabOTKe BCEX IOKYMEHTOB, CO3/1aBAEMbIX B

YUPEIKJICHUH;
0) HaJIM4Ke ompeesIeHHBIX HOPM U TpeOOBaHUI K COCTAaBICHUIO U OPOPMIICHUIO JOKYMEH-

Ta;

B) COBOKYITHOCTh PaOOT IO IMOJy4YeHHI0, 00pabOTKe, XpaHECHUIO M BbIJaue MOTPEOUTEIIO
uH(POPMAIIMU U IOKYMEHTOB KaK €€ HOCHTEJICH.

22. Cnocod mpeaBapuTeJbHOI0 PACCMOTPEHUS U OLEHKH NMPOEKTA JOKYMEHTa peaJsiu-
3yercs B popme:

a) rpuda corsacoBaHus;

0) OTMETKH O KOHTPOJIE;

B) OTMETKHU 00 MCIIOJTHUTEIE.

23. JlokyMeHTbI ()OPMHUPYIOTCS B /IejIa B COOTBETCTBHH C:

a) MepevyHeM JOKYMEHTAIbHBIX MAaTEPHUAJIOB C YKa3aHUEM CPOKOB XpaHEHHUS;

0) HOMEHKJIATYPOW JIe] OpraHU3alluu;

B) MHCTPYKIMEH 110 IEJIONPOU3BOJICTBY TaHHOM OpraHU3aI1H.

24. JlaToii mpoTOKOJIA ABJISIETCS 1aTa:

a) TIOJIMTMCaHNS,

0) U3rOTOBJICHUS;
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B) 3ace€aHNs KOJUIETHAJIbHOTO OpraHa.

25. /IoKkyMeHT, COCTaBJIEHHbIH KOMHUCCHEH, B KOTOPOM MEPEYUCHASIOTCH YCTAHOBJIEH-
Hble (haKThI — ITO:

a) aKT;

0) IPOTOKOII;

B) IITaTHOE paclHCaHue.

26. TexcT 10KJIAIHOM 32aNIUCKHU 10JIZKEH COCTOATh:

a) U3 JIBYX 4acTei;

0) U3 OJIHOM HacTu;

B) U3 TPEX YacTe.

27. 3aduxkcupoBaHHasi HA MaTepPHAJIbLHOM HOcCHTeJle MH(OPMAIUA C PEKBU3UTAMM, 110
KOTOPBIM €€ MOKHO MIeHTUQUIUPOBATh, HeCeT HA3BaAHME:

a) OJaHK:

0) TOKYMEHT;

B) popMa JOKyMeHTa.

28. Opranu3auMoOHHO-NPABOBOM JOKYMEHT, YCTAHABJIUBAIOMIUN il PA0OTHUKA KOH-
KpeTHbIe TPYI0BbIe 00513aHHOCTH::

a) TpyAOBOH JOTOBOP (KOHTPAKT);

0) JOHKHOCTHAS HHCTPYKIIHSL,

B) TPY/AOBbIE OTHOIICHHUS.

29. EnMHCTBeHHBIN 3K3eMILISIP JOKYMEHTa, 0()OPMJICHHbIH W NMOANMCAHHBIA C 4ep-
HOBHKA B COOTBETCTBUH C YCTAHOBJICHHBIMHU TPEOOBAHUAMMU:

a) KOmusi;

0) myOnukar;

B) IOJUIMHHUK.

30. OrnpaBJisieMasi KOPPeCHOHAECHIHS — ITO:

a) BHYTPEHHUE JOKYMEHTHI;

0) ucxonsmue J0KYMEHTBI;

B) BXOJSIIINUE TJOKYMEHTHI;

31. le1onpou3BOACTBO — 3TO:

a) cucTeMa XpaHeHUsI JOKyMEHTOB;

0) cocTaBieHHE JOKYMEHTOB;

B) JIeATEIHHOCTh, 0OECIIeYNBAIONIasl TOKYMEHTUPOBAHNE M OPTaHU3AINI0 pa0oThl ¢ oduim-
AJIbHBIMU TOKYMEHTaMHU.

32. K kakoMy JOKYMEHTY OTHOCUTCSH CJIEAYIOIIAasi XapaKTepHuCTHKA «SBJISIETC OCHOB-
HbIM HOPMATHBHO-METOJAMYECKUM JOKYMEHTOM, ONpPeIe/ S I0IHUM H YCTAHABJIMBAIOIIUM €/IH-
HbIH NOPSIAIOK COCTABJICHHS, 0(popMJIeHHS JOKYMEHTOB M Pa00ThI C HUMH B OPraHHU3aluN»?

a) MHCTPYKIIMS 10 JIETIONPOU3BOJICTBY;

0) HOMEHKJIaTypa Jell;

B) perjaMeHT paboThI.

33. Yrto 00bIYHO JaeTcs B NPHIIOKEHUAX K HHCTPYKIMH IO 1eJIONPOU3BOACTBY?

a) 00pasiibl IOKYMEHTOB, (DOPMBI JIOKYMEHTOB, Pa3JINYHbIC COUCKU WM NEPEYHHU;

0) oOpasipl moAnucel pyKoBogUTENCH, (OPMYISIPBI JOKYMEHTOB;

B) CIHCKH JIOJKHOCTHBIX JIHII, UMEIOUIUX MPABO MOJAMUCH JOKYMEHTOB.

34. Kakoii 'OCT persnamMeHTHpyeT npasuiia padmMelieHust 1 oGpopmiieHUs] peKBU3HTOB
OPraHU3aUMOHHO-PACIIOPAAUTEIbHBIX JOKYMEHTOB?

a) 'OCT 6.37-98;

6) 'OCT P 6.30-2003;

B) ET'C Z10V.

35. Ha xkakue nokyMenTsl pacnpocrpansiercss 'OCT P 6.30-2003?
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a) Ha OopraHu3alMOHHO-pacnopsauTenbuble fokyMeHThl (OP/1), oTHOC e K YHUDUIH-
poBanHo cucteme OP/I;

0) Ha BCE JIOKYMEHTHI, COIIPOBOXKAAIOUIUE JEATEIbHOCTD JII000M OpraHu3aluu, YUpeKICHUSs
WM TIPEANPHUATHS;

B) Ha yNPaBJIEHYECKHE U SKOHOMUYECKHE IOKYMEHTHI.

36. Kakue Tpu Buaa 0JIAHKOB YCTAHOBJIEHBI JJISI OPraHU3alUU, €¢ CTPYKTYPHOI0 MO/~
pa3aejieHus1 ¥ J10JKHOCTHOIO JIAIa?

a) o0mmit 6JaHK, OJaHK MUCbMa, OJaHK KOHKPETHOT'O BUJIA IOKYMEHTA,

0) 6naHK BHYTPEHHH, BHEIIHUHN U 17151 (PaKcoB;

B) OJIaHK JJIs PacTIOPSIAUTENbHBIX JOKYMEHTOB, JIJIsl IIMCEM U JJIS CIIPABOK.

37. Korjaa Ha J0KyMeHTaX MPUBOAAT COKPAIleHHOe HAUMEHOBaHHEe OpraHnu3anumn’?

a) KOTrJia OHO 3aKPEIJICHO B YUPEAUTEIbHbBIX IOKYMEHTAX OPraHU3alllu;

0) Koraa JOKyMEHT OOJBIION, B HEOOX0AUMO COKOHOMHTH MECTO Ha T0JI€ JOKYMEHTA;

B) KOTJja MPUKa30M PYKOBOAMTENS pPa3pelIeHO €ro UCIOIb30BaHHE.

38. Kakue cBe/ieHUsI IPUBOJST B CIIPABOYHBIX JAHHBIX 00 OpraHu3amnuu?

a) dopMa cOOCTBEHHOCTH, Ha3BaHUE JODKHOCTH U aMUIIUS PyKOBOJUTEINS, HAUMEHOBaHHE
BBIIIECTOSIIECH OpraHu3aliy;

0) MOYTOBBIN afpec, HOMep TenedoHa U APYTUe CBEJACHUS [0 YCMOTPEHUIO OpraHu3anun4

B) aJpecC 3JIECKTPOHHOM MOYTHI.

39. PerucTpauMOHHbI HOMEP JOKYMEHTA - 3TO... (BbIOepUTe NPABWJIbHbII BAPpUAHT
NMPOAOJIKEHUS ONPeieIeHNs ).

a) yciaoBHoe 1ndpoBoe (MHOTIa OYKBEHHO-IIMGBPOBOE) 0003HAUYCHHE, TPOCTABIIEMOE IPH
pPErUCTpaluu;

0) MOPSAIKOBBIM HOMEP JOKYMEHTA B OPraHU3alMU-OTIIPABUTEIIE;

B) NOPSJIKOBBIM HOMEP IOKYMEHTA B OpraHU3aluu-TI0JyqaTere.

40. B kakoM MecTe JOKYMEHTA pacnojaralT rpud yrBep:kiaeHus: J0KyMeHTa?

a) B JIEBOM BEPXHEM YIIIy;

0) 10 IIEHTPY BEPXHETO TOJIS;

B) B [IPAaBOM BEPXHEM YIIIY.

41. I'me yka3bIBalOTCS HHULUAJBI IPH AIPECOBAHUM TOKYMEHTA J0JKHOCTHOMY JIUILY ?

a) nepen haMuInei;

0) mocie GpamMuIIu.

42. Yto BKJIOYAET B ce0s1 Pe30JIIOIUs, HANIMCAHHASL HA JJOKYMEHTEe COOTBETCTBYIOIMM
JOJIKHOCTHBIM JIULIOM ?

a) dbaMIINIo, MHUIMAJILl UCHOJIHUTENEH, coepKaHrue mopyueHus (mpu HeoOXOAMMOCTH),
CPOK MCHOJTHEHUS, MOANKCH U JAATY;

0) MHMLMANIBI UCTIOJHUTENEH, (HaMUINIO, COoIep)KaHNe MOpy4YeHus (MpH HEOOXOAUMOCTH),
CPOK MCIIOJTHEHHUSI, MOANUCH U JATY;

B) aMWIHIO, MHUITUAIIBI HCTIOJTHUTENCH, COJIepIKaHne TIOPYUSHUSI.

(pu1 HEOOXOAMMOCTH ), CPOK UCIIOJIHEHHUS, TTOITUCH

43. YTo n0/1K€eH BKIYATH PEKBU3UT «3aro10BOK K TEKCTY»?

a) KpaTKoe coJiep>KaHue JIOKYMEHTa;

0) aHHOTaLUIO;

B) KpaTKoe Ha3BaHME JOKYMEHTA.

44. Yto BK/IIOUYAET B ce0sl BU3a COIJIACOBAHMS IOKYyMeHTa?

a) TOANUCh W JOJHKHOCTh BHM3UPYIOUIETO JOKYMEHT, pacmudbpoBKY MOANNCH M JAaTy
[OINMCAHUS;

0) MOAMKUCH U IOJDKHOCTh BU3HPYIOIIETO TOKYMEHT, €ro HoMep Tele(oHa;

B) NOJANKCH BU3UPYIOUIETO JOKYMEHT U JIaTy MOJIUCAHUS.

45. llepeunciure 3jieMeHTbl pekBu3nTa «[loanmucnby.
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a) JOHKHOCTh JIWIA, TOJIIMUCABIIET0 JOKYMEHT; PYKONWCHAs TOAMNKCH; pacmudpoBKa
NOANKCH (MHALKAIIBI, haMuIus);

0) pyKOIMCHAs TIOJIMUCH JIUIIA, TIOIMUCABIIETO TIOKYMEHT; paciu(poBKa MOIMUCH (MHUIIAA-
761, hamutms);

B) PYKOTIHCHASI ITOAIKCH JIUIIA, TIOITUCABIIETO IOKYMEHT.

46. /o1 yero Ha TOKyMEHTAX MPOCTABJIAIOT OTTHCK Me4yaTu?

a) 3aBepeHuUs MOUIMHHOCTH MOANKUCH JIOKHOCTHOTO JIUIIA;

0) MOATBEPKIEHUS JOCTOBEPHOCTH TEKCTA IOKYMEHTA;

B) 00OeCTIeUeHUs TApaHTHH UCIIOJIHEHUS JIOKYMEHTA.

47. Kro noanucsiBaeT U AaTupyeT peKBU3UT «OTMeTKAa 00 MCIOJHEHUHU JOKYMEHTA U
HATIPABJIEHUH €Tr0 B JIeJ10»?

a) PYKOBOJUTEIIb OpraHU3aIlHH;

0) pykoBoauTens ciryx0st JIOVY;

B) Mcnonnurens, paboTaBuInii ¢ JOKyMEHTOM, UM PyKOBOJIUTENb €0 CTPYKTYPHOTO MO/ -
pa3aesieHusl.

48. IlpeTeH3us — 310:

a) MUChbMO, COJIEpIKaIIee PEITI0KEHHUE 110 KOPPEKIUHU ACATEIHHOCTH;

0) MUCHbMO, OTIPABJIEHHOE BUHOBHOW CTOPOHE B ClIy4ae HEBLINOJHEHHS €10 3aKJIFOUEHHBIX
paHee IOTOBOPOB M 00sI3aTEIILCTB;

B) MUCHMO, OTIPABICHHOE BUHOBHOM CTOpPOHE CoJieprKalliee MPeAsIoKeHHE M0 KOPPEKIIUU ee
JIeATETbHOCTH.

49. lokymeHTHpPOBAHME — ITO:

a) CUCTEMaTU3UPOBAHHBIN ITepeUYeHbh HANMEHOBAHUH JIe]T, 3aBOJIMMBIX B OpTraHU3aIiH, C yKa-
3aHHEM CPOKOB X XPAaHEHUS;

0) cucTeMaTH3UpOBaHHAS 3aMUCh HHPOPMAITUN Ha OYMa)KHOM HOCHUTEIIE;

B) 3a0UCh MH(POPMAIIMH HA PA3IMYHBIX HOCUTENSIX O YCTAHOBICHHBIM IPAaBUJIAM.

50. TpynoBasi KHH:KKa — 3TO:

a) IOKyMEHT, IOJITBEPKIAIOUINI TPYIOBOM CTaX;

0) JOKYMEHT, MOATBEPKIAIOIINI TPYAOBYIO IEITEILHOCTD,

B) JIOKYMEHT, MTOITBEPKIAIOLIUI TPYIOBYIO 3aHSATOCTb.

51. CoBOKYNHOCTB NPOLECCOB MO CO3JAHUIO M 00padoTKe BCeX JOKYMEHTOB, CO3/1aBa-
€MbIX B YUpeKJAeHUH — ITO:

a) IOKYMEHTAIIMOHHOE 00eCIeYeHNe YIPABICHHUS;

0) TOKyMEHTOO0OPOT;

B) YIIpaBJICHHUE JOKYMEHTaMH.

52. lllTaTHoe pacniMcanue — ITO:

a) IOKYMEHT, TOATBEPKIAIOIINNA TPYIOBYIO JEATEILHOCTh KOJIJICKTHUBA;

0) TOKYMEHT, YCTaHABIUBAIOIINNA CTPYKTYPY, INTATHBIA COCTaB U IITATHYIO YUCICHHOCTD

OpraHU3aIMH C €€ YCTABOM;

B) MOJIOKEHHUE O TIepCOHAJIE.

53. YcrasB - 370:

a) MPaBOBOM aKT, W3/1aBA€MbIil €IMHOJIMYHO PYKOBOJAUTENIEM OPraHU3alMK U €r0 3aMECTUTE-

JSIMU;

0) COBOKYITHOCTb IOKyMEHTOB, COJIEpKAIIUX MOJTHbIE CBEACHUS O pAOOTHUKE;

B) JIOKYMEHT, ITOATBEP K IAIOIIUI TPYIOBYIO 3aHSATOCTb.

54. Ucxoasimue J0KYMEHTBI — 3TO:

a) apXus;

0) moyyaeMasi KOppeCIOH ICHIIHS;

B) OTIMpaBJigseMasi KOPPECIOHACHITHSI.

55. lokymeHT — 3TO:
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a) 3aMKCHUpOBaHHAs HAa MaTepUAIBLHOM HOcHTesne WHGOpMAIMs ¢ PEKBU3UTAMH, 1O KOTO-

DBIM €€ MOYKHO UICHTHU(QHUIIMPOBATh;

0) 3adukcupoBaHHas Ha OyMa)KHOM HOCUTeNle HHPOPMAIUS C PEKBU3UTAMH, IO KOTOPHIM €€

MO>KHO MJICHTU(DUIIUPOBATH JOKYMEHT;

B) 3a()MKCUPOBAHHAS HA HJIEKTPOHHOM HOCUTeNe MHPOPMAIUS C PEeKBU3UTAMH, 110 KOTOPHIM

€e MOXHO UAeHTU(PUIIUPOBATh (POopMa TOKYMEHTA.

56. lokyMeHT0000pPOT BK/IIOYAET CJIeAy0IHe NOTOKH J0OKYMEHTOB:

a) MoJIy4aeMble TIOKyMEHTHI, BHEIIHUE JOKYMEHTBI, HCXOAAIIUE TOKYMEHTHI;

0) moxy4yaeMble JOKYMEHTbI, UCXOJSIIUE JOKYMEHTHI, OTIPABIIsIEMbIE JOKYMEHTHI.

B) MOJyYaeMble JOKYMEHTbI, BHYTPEHHHUE JIOKYMEHTHI, UCXOJISIINE TOKYMEHTBI.

57. ®akTnyeckas uHpopManus AJOKyYMeHTa, GUKcHPYyKOIas (PaKTbl, pelIeHHus, Jes-
TeJIbHOCTDH — 3TO:

a) JaHHBIC;

0) KOHTEHT;

B) KOHTEKCT.

58. IIpaBoBoii akT, onpeaesilOUIUi MOPSAOK AeSITEJIbHOCTH — 3TO:

a) perjiamMeHT;

0) cTanaapr;

B) YKa3aHUsl.

59. ®ukcanusa pakra co3XaHUSA WIH NOCTYIJIEHUS JOKYMEHTOB IyTeM MPOCTABJICHUSA
AAThl U PErNCTPALMOHHOIO HHIEKCA — ITO:

a) perucrpalus JOKyMEHTOB;

0) cranmapTU3alus JTOKYMEHTOB;

B) YUETHasl 3alKCh.

60. Yaudukauus — 31o:

a) MpUBEJCHNE TOKYMEHTOB K €IMHO00pa3uio 1o Gopme U cojiep:kaHuio;

0) cocTaBiieHUE TIOKYMEHTOB;

B) paHXUPOBAHUE IOKYMEHTOB.

61. CucreMaTH3MPOBAHHBIN NepeYyeHb HAMMEHOBAHMUII /iesl, 3aBOJAMMBIX B OpPraHu3a-
MM, C YKa3aHHEM CPOKOB HX XpPaHEHUs — 3TO:

a) TOKYMEHTO000POT;

0) 1eJI0MPOU3BOJICTBO;

B) JJOKYMEHTHPOBAHUE.

62. HomenkJiatypa jaej — 3T0:

a) apXus;

0) cucTeMaTH3MpPOBAHHBIA MEepeYeHb HAMMEHOBAHUW Jied, 3aBOAMMBIX B OpPraHM3AIMH, C
YKa3aHHUEM CPOKOB UX XPaHEHUS;

B) CHCT€MAaTU3UPOBaHHasl 3anKch HH(OpMaMKU HA OyMa)KHOM HOCUTEJE.

63. JlokyMeHT, MOATBEePKAAIINI TPYIOBYIO 1eSITeJIbHOCTb — ITO:

a) pe3roMme;

0) pekoMeH1alus;

B) Tpy/IOBas KHIXKKA.

64. JInunoe nemno — 370:

a) COBOKYIHOCTb JIOKYMEHTOB, COJIEPKalINX MOJHBIE CBE/ICHUS O PAOOTHHUKE U €r0 TPY-

JOBOM JI€ATEIBbHOCTH:

0) kpaTkas uHpopManus o cede, COCTaBlIEHHAs JIMYHO MPETEHICHTOM Ha BAKaHTHOE MECTO;

B) JIOKYMEHT, [TOATBEPKIAIOLIUI TPYIOBYIO A€ATEIbHOCTD JIMUHAS KAPTOUKA pabOTHHUKA.

65. 1o/2KHOCTHASI HHCTPYKIMSA — 3TO:

a) TOKYMEHT, YCTaHaBIMBAIOIIUH JIIsi pAOOTHUKOB PacoOpsIOK paboThI;

0) TOKYMEHT, YCTaHABJIMBAIOIINIA JUIs pAOOTHUKA KOHKPETHBIE TPYJIOBbIE 00SI3aHHOCTH;

B) JIOKYMEHT, yCTaHABIMBAIOIIUH /s paOOTHUKA pa3Mep 3apadoTka.
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66. AKT —3T0:

a) TIOKyMEHT, YCTaHABJIMBAIOUINI pacropsa0K paboThl;

0) MPOTOKOJI;

B) JIOKYMEHT, COCTABJICHHBI KOMUCCHUEH, [/I€ EPEUUCIISIIOTCS YCTAaHOBJICHHBIE (DaKThI.

67. PekBU3NTAMH TOKYMEHTA AABJISIIOTCS:

a) MOAMNKCH, JaTa, IeYaTh;

0) moAnuck, 1ara, mpudT;

B) pa3mep, J1arta, neyaTh.

68. YnpaB/ieHne 10KyMeHTAMH — 3TO:

a) co3[aHKe U UCIOJIb30BaHUE JTOKYMEHTOB;

0) co3/laHue, COXpaHEHUE U UCIIOJIb30BAHUE JOKYMEHTOB;

B) COXpaHEHHUE U UCII0JIb30BAHUE JOKYMEHTOB.

69. HopMaTuBHBII JOKYMEHT, COAEP KA KOMILIEKC HOPM, MPaBWJI, TPeOOBaAHUH K
00beKTY CTAHAAPTU3AUM — ITO:

a) yKa3aHus;

0) MEeTOTNKa;

B) CTaHIAPT.

70. /IBuKeHMe JTOKYMEHTOB B OPraHU3ALUM OT CO3AHUSA 10 UCIIOJTHEHHUS — ITO:

a) yrpaBJieHHuEe JOKyMEHTaMu;

0) oOecrnieueHre TOKYMECHTAMH;

B) JIOKYMEHTOO0OOPOT.

71. IlpaBoBoii aKkT, H31aBaeMblii eAMHOJNYHLIMHA PYKOBOAUTEJISIMH — 3TO:

a) MpuKas;

0) pacropspKeHHE,

B) YKa3aHUs.

72. IlucbM0, B KOTOPOM J1aeTCHd XAPaKTEePUCTHKA KOHKPETHOrO0 4eJioBeKa s
ycTpoiicTBa Ha padoTy — 3TO:

a) MICbMO-TpeOOBaHUE;

0) pEKOMEHIATEIHHOE ITUCHEMO;,

B) COIIPOBOAUTENHHOE MTUCHMO.

73. KpaTkoe cofep:kaHue J0KYMEeHTA — 3TO:

a) BBEJICHUE;

0) siurpad;

B) 3ar0J0BOK K TEKCTY.

74. Pe3iome — 310:

a) KpaTkasi uH(popMalus 0 YeI0BeKe, COCTaBIIEHHAs! PYKOBOIUTEIIEM;

0) kpaTkas nHbopMaIs 0 cede, COCTaBIICHHAs JIMYHO MPETCHICHTOM Ha BAKAHTHOE MECTO;

B) KpaTkasi HHQOpMaIHs O CBOCH KU3HU.

75. JdeATeJIbHOCTDH, 00ecneYnBAOIIAs JOKYMEHTHPOBAHHE W OPraHM3aunMI0 padoThl ¢
opuIHATBHBIMHM JOKYMEHTAMH — 3TO:

a) cucTeMa XpaHEeHUsI JOKyMEHTOB;

0) cocTaBiieHHE JOKYMEHTOB;

B) JCJIONPOU3BOACTBO.

4. METOANMYECKHNE MATEPHAJIBIL, OIIPEAEJIAIOUINE ITPOLIEAYPBI OLUEHMBAHUW A
3HAHUI, YMEHUIM, HABBIKOB U (MJIN) OITbITA JESATEJILHOCTH,
XAPAKTEPU3YIOIINX 3TAIBI ®OPMUPOBAHM I KOMITETEHI[UI B ITPOIIECCE
OCBOEHUMA
OBPA3OBATEJIbHOU I[TPOI'PAMMEBI
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1 9TAIl - 3HATH
YcTHBI 0TBET
Kpumepuu oyenxu ycmuvix omeemos cmyoeHmos.

— MPaBHJIBHOCTH OTBETA IO COJCPKAHUIO 3a7aHus (YUYUTHIBACTCS KOJMUYECTBO M XapakTep
OIIMOOK MPH OTBETE);

— TOJIHOTA M TIyOMHA OTBETa (YYHMTHIBACTCS KOJMYECTBO YCBOCHHBIX (DaKTOB, TIOHSATHH U
T.IL);

— CO3HATEILHOCTh OTBETA (YUMTHIBACTCS TOHUMAHUE H3JIaraeMOro MaTepuaa);

— JIOTMKAa W3JIOKCHHUS Marepualia (YYHTHIBAETCS YMEHHUE CTPOWTH IEIOCTHBINA, TOCIENO0-
BaTENIbHBIN pPaccKa3, IPaMOTHO IOJIb30BAThCSI CIIEIIHATLHON TEPMHHOIIOTUEH );

— paMOHAIBHOCTh UCTOJIB30BAHHBIX MPUEMOB U CIIOCOOOB pPEIICHHS MOCTaBICHHON yueOl-
HOW 3amauyd (YYUTHIBACTCSI YMEHHE HCIIOJIBb30BaTh Hambosiee MporpeccuBHbie W 3(PQEKTHBHBIC
CTHIOCOOBI TIOCTHKEHUS TIeJIN );

— CBOEBPEMEHHOCTh ¥ 3()(HEKTUBHOCTH MCIIOJIb30BAHMSI HATJISAHBIX TOCOOUH M TEXHUYECKUX
CPEJICTB MPH OTBETE (YUUTHIBAETCS IPAMOTHO H C MOJIb30M MPUMEHATH HATJISIHBIA MaTepUall U Je-
MOHCTPAIIMOHHBIN OIBIT TIPU YCTHOM OTBETE);

— MCIIOJIb30BaHKE JOTOJIHUTEIBHOTO MaTepuaa (00s3aTenbHOe YCIOBHE);

— palMOHAIBHOCTh HCIOJb30BAHUS BPEMEHH, OTBEJCHHOI'O Ha 3ajJaHue (CTPOroe BBI-
JIep>KUBaHUE JIMMHUTA BPEMEHH M OalaHC YacTel BBICTYIUICHUS C YUYETOM MHIUBUAYATbHBIX OCOOCH -
HOCTEH CTYJICHTOB).

Kpumepuu oyenku ycmuoix omeemos cmyoenmos

OueHka [TpaBUIBHOCTH (OMIMOOYHOCTH) BHITIOJTHEHUS 3a1aHUS
«OTJIIMYHO» IIOJIHO U apTyMEHTHPOBAHO OTBEYAET 110 COAEP/KAHUIO 3aJaHUS;
oOHapy>KUBaeT MOHUMaHKNE MaTepuaia, 000CHOBBIBAET CBOU CYXKJIe-
HUA,

MIPUMEHSET 3HAHUS Ha MPaKTUKE, UJUTIOCTPUPYET OTBET IpUMEpaMH
HE TOJBKO IO MPEI0KEHHOHN TUTEpaType;

u3JIaraeT MaTepual ocjie0BaTebHO U IPABUIIBHO.

«XOPpOILO» IIOJIHO U apTyMEHTUPOBAHO OTBEYAET 110 COAEPKAHUIO 3aJaHUS;
oOHapyKUBaeT MOHUMAaHUE MaTeprasia, 000CHOBBIBAET CBOU CYK/E-
HUS,

MIPUMEHSET 3HAHUS Ha MPAKTUKE, WJUIIOCTPUPYET OTBET IpUMEpPaMH
HE TOJIBKO I10 IPEUI0KEHHOH JINTEPATYPE;

u3JlaraeT MaTepuai Mocjiel0BaTeNIbHO U MPaBUIbHO, HO JIOMYCKaeT
1-2 omuOKH, KOTOPbIE UCHPABIISIET CaM.

«YyIOBIIETBOPUTENIBHO» | OOHAPYKUBAECT 3HAHUE U MOHUMAaHHE OCHOBHBIX IMOJIOKEHUH 10 CO-
JepKaHUs 3aJaHUS;

u3JIaraeT MaTepHal HeMmoJHO U JI0NyCKaeT HETOYHOCTH B ONpe/esie-
HUY TIOHATUH WK (OPMYIUPOBKE TPABUT;

HE JIOCTaTOYHO ITyOOKO M JJ0Ka3aTeJIbHO 0OOOCHOBATh CBOM CYyXKJIe-
HUS WUIIOCTPUPYET OTBET MPUMEPAMM TOJIBKO IO MPEJIOKEHHOMN
JTUTEepaType;

u3jaraeT MaTepuall Herocje10BaTeIbHO U JomycKaeT 3-4 OmuoOKH.
«HEYOBJIETBOPUTENIbHO» | JOMYCKAET CYIIECTBEHHBIE OUTMOKH B (JOPMYITUPOBKE ONpeAeTeHUI
Y TIPaBUJI, UCKa)KAIOIIE UX CMBICI;

u3NaraeT MatepHuall HerocleJOBaTeIbHO, HEYBEPEHHO U HE 1O CYy-
LIECTBY 3aJaHUS;

JIOMYCKaeT CYUIECTBEHHbIE OLIMOKH, HE IMO3BOJIIOIINE PACKPHITh
CMBICI 3a/laHHs U SBJSIIOIIMECS CEPbE3HBIM MPEMSTCTBUEM K
YCHEIIHOMY OBJIAJICHUIO CJIEIYIOIIUM MaTEePUaJIOM.
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Bbinojienne 3ajanus Ha pedepaTUBHOE H3J10KeHHE MAaTepUAJIa M0 TeMe IMCHHIIMHbI

[MoaroroBka pedeparos:

Hanucanue pedepara siBnsieTcss 0053aTeIbHBIM JIEMEHTOM CaMOCTOSATEIbHON padOThI CTY-
JICHTOB B paMKaX OCBOCHHMS AUCLUUIUINHBI «/loKyMeHTalmoHHOE 00eCTIeYeHUE YIIPaBICHH.

Pedepar — 3T0 MUCHMEHHBIN TEKCT, 3HAYUTEIBHBIA MO 00BEMY, MPEACTABISIONIMA COOOM
nyOaMdHOe pa3BEéPHYTOE, TITyOOKOE M3IIOKEHUE OMPENEIEHHON TeMbl. JTO CaMOCTOSITEIbHAS WC-
cieoBarenbckas paboTa, B KOTOPOUM aBTOP PACKPHIBAET CYTh MCCIEAyeMOi MpoOiaeMbl; TPUBOIUT
pa3uYHbIe TOYKU 3pPEHUs, a TaKKe COOCTBEHHBIC B3I He Hee. CozmepikaHue JOKIana JOJKHO
OBITh JIOTUYHBIM; U3JIO’KEHUE MaTepuaia HOCUT MPOOJIIEMHO-TEMAaTHYECKHIT XapaKTep.

Lens Hanucanus pedepara:

® [IPOJIEMOHCTPUPOBATH HEOOXOMMBIE KOMITETCHITUH TIO JUCIUILTHHE.

® [IPOJIEMOHCTPHUPOBATH OOIINK ypOBEHb BJIaJICHUSI OCHOBAMHU HCCIIEIOBATEIBCKOM JIeATeNbHO-
CTH, YCTHOTO ¥ MMCbMEHHOTO OOIIEHUS;

® [IPOJIEMOHCTPUPOBATH CPOPMHUPOBAHHOCTD ONEPALUil MBILIUICHUS.

Dranbl TOATOTOBKHU pedepara:

1. Onpenenenue ey U COCTaBleHHUE MiaHa pedepara.

2. IToxgGop HE0OXOAMMOTO MaTepraia coepkaHus pedepara.

4. KomnosunmonHoe oopmienue pedepara.

5. IloaroroBka T€3UCOB BBICTYILJICHUS.

6. «PO3BITPHIII OKJIaAa», T.e. MPOU3HECEHUE JOKIIaa C COOTBETCTBYIOIIEH WHTOHALIUEH, MU-
MHKOH, JKECTaMH.

Crpykrypa pedepara:

1. KitroueBsie ciioBa.

1. AnHOTanms cogepxanus (2-3 npeaIoKeHHs).

2. Bgepnenue (He Oonee 2 crpanuir). Bo BBegeHun HeoOX0auMO 00OOCHOBATh AKTYaJbHOCTh
TEMBI, OUEPTUTh 00JIACTh HccleAoBaHUs (0OOBEKT U MPEMET), OCHOBHBIE 1IN U 3a/1a4H HCCIea0Ba-
HUS, CHOPMYITHPOBATH TUIIOTE3Y, METOJOJIOTHYECKYIO U METOJNYECKYIO OCHOBY.

3. OcHOBHas 4acTh COCTOUT U3 2-3 pa3zenoB. B HUX pacKphIBaeTcs CyTh HCCIIEIyeMOi Mpo-
0JIeMbl, TIPOBOJIUTCSI 0030p JIUTEPATYpHhI, Ta€TCS XapaKTEPUCTHUKA CTENIEHU pa3pabOTaHHOCTHU MPO-
OneMbl M aBTOpPCKasl aHAIUTHUYECKas OIEHKAa OCHOBHBIX TEOPETHUECKHUX IOAXOJIOB M aBTOPCKas
ujies K e peleHuro.

4. 3akmouenue (1-2 crpanunbl). B 3akitoueHUM KpaTKO H3/IAraloTCsi BBIBOJBI, a Takke
nperoiaraeMple HayqHbIe pe3yJIbTaThl U TPOTHO3BI.

5. bubnuorpaduyeckuii cimcok (ot 5 10 10 HCTOYHUKOB) B andaBUTHOM NOpsike. B nanHbII
CIIHCOK PEKOMEHJIyeTCsl BKIIFOUATh padOThl OTEYECTBEHHBIX M 3apyOESKHBIX aBTOPOB, B TOM YHCIIE
CTaThbH, OMyOJIMKOBAHHBIE B HAYYHBIX KypHAJIaX B TEUCHUE MOCIETHUX 3-X JIET.

6. Ilpunoxenue (mpu HEOOXOIUMOCTH).

Pedepar momkeH conmpoBOXKIATHCS MYIbTUMEAUHHON Mpe3eHTalMel HATJSIIHO AEMOHCTPUPY-
IoIlIel BU3yalbHBIE (ayauo, BUACO, rpadiueCKUe) MaTepralbl, OCBOCHHBIE B XOJE CaMOCTOSTEIb-
HOM paboTHI.

Tpebosanus k ogpopmnenuro pepepama.

e TeKCT Ha (hopmare A4, ¢ OJJHON CTOPOHBI JIUCTA;

e mpudt Times New Roman,;

e kerib mpudTta 14;

® MEXCTpPOYHOE paccrosiHue 1,5;

® TI0JISI: CBEPXY 2 CM, CHHU3Y - 2 CM, CJieBa - 3 cM, ciipaBa 1,5 cm;

e pedepat nomkeH ObITH MpeACTaBICH B COPOLIIOPOBAHHOM BUJIE;

e ¢opmMmar ab3arma TeKcTa AOKEH OBITh BRIPOBHEH IO LIUPUHE» MOJOXKEHHS Ha CTPAHHUIIE.
AOG3amHBINA OTCTYII MMEPBOM CTPOKH Ka)KA0ro abd3ara J0KeH ObITh paBeH 1,25 cMm;

e HOMEp CTpaHUIIbI IPOCTaBIsIeTCs apabckuMK udpaMu B IEHTPE BEpXHEH 4acTu jucTa 6e3
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TOYKH, HauuHas1 ¢ BBeAeHUA (3 crpanuua). Ha turynsHoMm nucre u Ha ConepikaHUM CTpaHULIA HE

CTaBUTCA,

® *TUTYJbHBIHN JUCT 0OPMIISETCS B COOTBETCTBUHU ¢ 00pa3LioM odopmieHus pedepara, Kyp-
coBOM pabOTHI, BBITYCKHOM KBaNMU(PUKAIIMOHHOMN padboThl, mpuHATHIM B HOYBO MU {uC

Kpumepuu oyenusanusa pabomwl peghepama

OrueHka

[TpaBUIBHOCTH (OIIMOOYHOCTH) BHITIOJTHEHHS 3a/IaHUS

«3a4YTCHO»

Coneprxanue pedepara COOTBETCTBYET TEME;

HpaBI/IJ'H:HOG HCIOJIb30BaHUA UCTOYHUKOB JIMTCPATYPHI;

CootBercTBue odopmiieHHs pedepara CTaHIAPTOM;

3HaHUe yyaluMmcsl U3J0KEHHOro B pedepaTe marepuaia (Ui OTBeTa Ha
YCTHBIE BOIIPOCHI);

YMeHue TpaMOTHO M apryMEHTHPOBAHO M3JIOKUTH CyTh MPOOJIEMbI B TEK-
CT€ U YCTHO;

Tes3ucel n MPECAIIOJIOXKCHUSA apryMCHTUPOBAHLI, CACIIaHbI BBIBOAbLI U YMO3a-
KITIOYCHUS;

B TekcTe oTpakeHO yMEHHE aHATN3UPOBATh (DAKTHUECKHIA MaTepHall U UC-
TOPUYECKUE U KYJIBTYpHBIC (aKThI.

«HEC 3a4TCHO»

Tema pedepara packpbITa HEOCTATOYHO TOTHO;

OtcyTcTBYeT OMOIMOrpaduIECKUid CIUCOK;

Te3ucsl U MPEIONIOKEHUS HE apTyMEHTUPOBAHBI, HE CICNIaHbl BHIBOABI U
YMO3aKJIFOUYCHUS;

B tekcre oTcyTCTBYET (haKTOJIOTHYECKUI aHAN3;

OTBeTHI Ha YCTHBIC BOMPOCHI HE OTPAKAIOT YMEHHUE TPAMOTHO U apTyMEH-
THUPOBAHO M3JIOKUTH CYTh pedepara.

Co3nanne npe3eHTALMII HA 32JaHHYI0 TeMYy

Obwue mpebo6anus K npe3eHmayuu.

[Ipesentanms He 1OKHA OBITH MeHBINE 10 CiTaifoB.

[lepBoiii craiiy — TUTYJIBHBIN JTUCT, HA KOTOPOM 0053aTE€IbHO JOJKHBI OBITH MPEICTaBICHBI:
TeMa; paMuiIus, UMs, aBTOpa, HOMep yueOHO! IpyMIIb;

Bropoii cnaiin — conmepikanue, re MpeICTaBICHbBI OCHOBHBIE BOIPOCHI, Pa300paHHBIE B XOJ€
n3ydeHus TeMbl. JKenarenbHo, 4TOOBI U3 COACPIKAHUS 1O THIEPCCHUIKE MOYKHO TIEPEHTH Ha HEOOXO-
JMMYIO CTpaHUIly U BEPHYThCS BHOBb Ha COJEPIKAHUE.

B crpykType mnpe3eHTanuu HEOOXOAMMO HCIONb30BaTh: IpadUUYecKyl0 UM aHUMAIMOHHYIO
uHGOPMAIIUIO: BUJICO U ayIM0 PparMeHThI, TAOIHIIbI, TUATPAMMBI U T.1I.

[Tocnennumii cnaiing JEMOHCTPUPYET CIHUCOK CCHUIOK HA MCTOJb3yeMble MH(GOPMAIIMOHHBIE pe-

CYpCBI.

Kpumepuu oyenusanus npesenmayuti

[TapameTpsl O1leHUBaHKS PE3EHTAIIUN BricraBiisiemas onenka (6amn) ot 1 1o 3

CBsi3b IpE3eHTALINU C TeMOU pedepara.

CopepxaHue Mpe3eHTaINK BHIOPAaHHON TeMe

3axoueHue Ipe3eHTaluu (BbIBObI)

I'padpuueckas nHGopmaus (WLTIOCTPALUH,
rpaduku, TabJIULbI, TUarpamMmbl U T.J1

AnuMannonssle 3¢ GeKTh (BUIEO U ayAH0
(dbparMeHThl, AMHAMUYHAs HHporpaduka u

Uroro 6aiuios:
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Ha xaxapiii mpeacTaBiIeHHBINA apaMeTp 3aloIHsIeTCs Ta0INLA OLEHUBAHUS, TJ€ 10 KaKIOMY U3
KpUTEpUEB IpUCBauBarOTCs Oaibl OT 1 10 3, 4YTO COOTBETCTBYET ONpPE/EIEHHBIM YPOBHSIM pa3BU-
TUSI KOMOETEHTHOCTH: 1 6ayul — 3T0 HU3KUI ypOBEeHb; 2 Oajula — 3TO CpeHUN YpOBeHb; 3 Oayia —
BBICOKHH ypoBeHb. OnpesiesieHle ypOBHS KOMIETEHTHOCTH:

KonnuecTBo HabpaHHBIX OaJIIOB 3a YpoBHHU Onenka
IIPEICTaBICHHYIO IPE3EHTALINIO
oT 12 no 15 Bricokuii ypoBEHb OTJIMYHO
or 8 o 11 Cpennuii ypoBeHb XOPOILLIO
oT 5 110 8 Huskuii ypoBeHb YIOBJIETBOPUTEIBLHO
J0 5 - HeynosierBopuresibHO

YpoBenb c(hopMHPOBAHHOCTH KOMIIETeHIUIi Ha 1 ITane—3HATH
Heyooenemeopumenvusiii (IIpeonopozosuiii)
noyiHoTa U TiryounHa 3uanui 00-29%;
Yooenemeopumenwnutii (Ilopozosuiii)
MOJTHOTA U TiTyOnHa 3HaHu# 30-59%;
Xopowwuii (Cpeonuii)
MOJTHOTA U TITyOnHa 3HaHu# 60-79%;
Omauunsiii (Boicokuii)
MOJTHOTA W TITyOnHa 3HaHu# 6osee 80%;

2 9TAIl - YMETb

IIpu yyacTuu B AMCKYCCHH HEOOXOIMMO 3aMETHUTh, YTO 3TO MPAKTUYECKOE YMEHHE SIBIISIET-
Csl 4aCThIO KOMIIETEHLIUU «CIIOCOOHOCTh OCYIIECTBIATH AEJI0BOE OOIIeHUe (IyOJUUHbIEe BHICTYILIE-
HUS, TIEPEroBOPHI...) U MPEACTaBISET COOOM — CHOCOOHOCTh NMPUBOAUTH APTYMEHTBHI U KOHTP-
apryMeHThl IIpU OTCTaWBaHMU CBOeW mo3uuMM. llpm nuarHocTuke pe3yiabTaTOB HMCHOJB3YETCS
onucareabHasl IKaja OLlEHUBaHUS.

1. AprymeHTanus cBoeil Mo3uIiy B MyOJINYHOM BBICTYIUICHUU:

JUIsL apryMEeHTallMl COOCTBEHHOTO MHEHMsI, HEJJOCTaTOYHO TOJIBKO BBIPA3UTh COIJIACHE MU
HECOIJIACHE C aBTOPOM;

UCIIOJIB3YHTE CIEAYIOIINE KOHCTPYKIMHU: «5] cornaceH/He coriaceH ¢ aBTOpoM, IOTOMY UTO
...» WIH «s COTJIaceH / He COTJIaceH C aBTOPOM U CUUTaro (IIojararo, [yMaro), 4To...»;

no10Mpast apryMeHThl, YUYUTBIBalTEe, YTO Bbl APIYMEHTHPYETE HE aBTOPCKYIO TOUKY 3pEHUS,
a cBoe coryacue (Hecorjacue) ¢ ero MHeHuem4

coOCTBEHHasi MO3MLMS JoJkHa ObITh 4eTko odopmieHa. [IposepsTe, chopmynupoBaH u
BaMH TE3UC, BBIPAXKAIOIIUI Bally TOUKY 3peHHus. J[oKa3bIBalOT JIM Ballld apryMEHThI COPMYIHPO-
BaHHBIN Te3uc? (Te3uc cTaHOBUTCS apryMEHTOM, €CJIM OH MOATBEpKIaeT Balry rnosuuuio). Ilocne
IIPUBEIEHHOTO NIPUMEPA HY>KHO ClIeTaTh BHIBOJ.

AprymMeHTamMH CUYUTAIOTCS:

1. @akTh! (MpecTaBleHbl B HAYYHOH JInTepaType, NepUOIUIECKUX U3IaHUIX MO JUCLIUIUIN -
HE).

2. BoIBO/IBI HAYKH (TEOPUH, TUTIOTE3bI, 3aKOHBI U T. 11.).

3. Craructuka.

4. CcpUIKH Ha 3KcrepTa (MHEHHE YyUYeHOTro, OOIECTBEHHOT0 JeATENs U T. I1.; IIUTaTa U3 aBTo-
PUTETHOTO UCTOYHHMKA; MHEHHUE CIEMATIUCTA, JOJKHOCTHBIX JIUI KOT/1a peub UAET O BOIpocax, Ha-
XOASIIUXCS B cpepe UX KOMIETEHIIUH; 00LIIECTBEHHOE MHEHUE).
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Kpumepuu oyenusanus ocywecmeanenus 0e108020 obujeHus 8 npoyecce nyoaudHo20 blCmynjieHus
B (hopMe nucKyccuu
OueHka [TpaBHIBHOCTH (OMIKMOOYHOCTD) BHIMOJTHEHUS 3a/IaHUS

«OTIU4HO» JleMoHCTpHpyeTCs MOJIHOE YCBOEHHE y4eOHOro MaTepuasna; MposiB-
JSIOTCS YMEHHUs aHaiu3a, 0000IIEeHUs, KPUTUIECKOTO MBIIILICHHUS,
MyOJIMYHON pedH, apryMEHTAIMH, BEJICHHS TUCKYCCHH U TTOJIEMHKH,
KPUTHYECKOTO BOCTIPUATHS HHPOPMAIUH;
MaTepual M3J10KE€H I'PaMOTHO, B OIPEJEICHHONW JIOTHYECKON IOCIIe-
JIOBaTEIbHOCTH, TOYHO UCIIOJIb3YETCS] TEPMUHOJIOT U, IOKa3aHO YMe-
HUE WUIIOCTPUPOBATh TEOPETUUYECKUE TOJIOKEHUSI KOHKPETHBIMU
MpuMepamMu, NMPUMEHssI UX B HOBOW CUTyalluu; BBICKa3bIBaTh CBOIO
TOYKY 3PCHHUS;
MIPOJIEMOHCTPUPOBAHO YCBOCHUE PAHEE U3YUEHHBIX COMYTCTBYIOIINX
BOIIPOCOB;
MOTYT OBITh JOMYIIEHBI OJHA — JBE HETOYHOCTU IMPHU OCBEIICHUU
BTOPOCTETICHHBIX BOTIPOCOB.
«Xopomio» OTBeT yI0BIETBOPSIET B OCHOBHOM TPEeOOBAHMSIM HA OIICHKY «OTIHY-
HO», HO TPU 3TOM MMEET OJWH M3 HEJOCTAaTKOB: B YCBOCHHH yueo-
HOTO MaTepuaja JOMYyIIeHb HeOOMbIINe MPOoOeNbl, HE UCKA3HBIINE
coJlep’KaHHE OTBETA; JOMYLIEHbl OJIMH — JIBa Hejxoudera B (hopmupo-
BaHWW HABBIKOB MyONUYHON pedH, apryMEHTAIlUU, BEACHUS TUCKYC-
CHU Y TIOJIEMHUKH, KPUTHIECKOTO BOCIIPHUATHUS HHDOPMAITHH.
«Y nosnerBoputenbHo» | CopepxaHue MaTepHalia PaCKpPbhITO HEMOJIHO UM HEMOCIE0BATENb-
HO, HO MOKa3aHOo 00llee MOHUMAaHKUEe BOIIPOca U MPOJAEMOHCTPHUPOBA-
Hbl YMEHHUSI, TOCTATOYHBIE JIJIsl JaJIbHEHUILIEr0 YCBOGHUS MaTepuaa;
MMEJNCh 3aTPYIHEHUS WU JOMYILIEHbI OIIMOKU B OIMpeneiIeHUH Io-
HSATUN, UCTIOJIb30BAHUU TEPMHUHOJIOTUH, UCIIPABIEHHBIE MOCJE YTOU-
HSIOILIUX BOIIPOCOB;
MIPU HETIOJIHOM 3HAaHUHM TEOPETHUYECKOr0 MaTrepuasa BbISIBICHA HEJO-
cTaTo4yHasi cQOPMHUPOBAHHOCTh YMEHHI U HABBIKOB, IEMOHCTPUPYET-
Csl HECITOCOOHOCTh MPUMEHEHUS 3HAHUI B HOBOM CHTYaIIUU.
«HeynosnerBoputenbHo» | Conepikanue yueOHOro MaTepuraia He PacKpbITO;
00Hapy»XEHO HETOHUMaHKe OoNbIel WM HanboJiee BaXKHOU YacTu
y4eOHOro MaTepHana;
JIOTTYIICHBI OIUOKK B OMPEICIICHUU MOHSITHHA, TPU HUCIIOJIb30BAHUU
TEPMHUHOJIOTHH, KOTOPbIE HE HCIPABICHBI MOCIE HECKOJIbKHX YTOU-
HSIIOIIMX BOIIPOCOB;
He chopMHUpOBaHBI YMEHUS U HABBIKM MyOJIMYHOM peuyu, apryMeHTa-
WU, BEJEHUSI JUCKYCCHUU U TOJIEMUKH, KPUTHUECKOTO BOCIPHUSITHUS
nHGbOpMallMU ¥ MBIIICHUSI.

[Ipu BbINOJIHEHNH 3aJaHUH (PelleHHe NPAKTHYECKNX CUTYalui) U UX OLICHKE CJeayeT yuH-
TBIBATh CJICAYIOIINE MO3UIINH:

1. [Tonnota popmMupoBaHUs YMEHUS B COOTBETCTBHE C KOMIETCHIIUEH.

2. 'mybuna ¢hopMUpOBaHHS YMEHHS B COOTBETCTBHE C KOMIICTCHIIUCH.

3. @opma npeacTaBieHuss © 000CHOBAHHOCTD PEIlIeHUs 3aJaHus (PelIeHus] TPAKTHUECKON CUTY -
arum).

Kpumepuu oyenusanus pewenus 3adanuii (peuieHue npakmuidecKux cumyayuii)

OneHka | [TpaBUIBHOCTH (OMIMOOYHOCTH) BHITIOHEHUS 3a1aHUS |
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«OTINYHO

Pa3paboTka 1 BHeIpeHMsI KaApOBOM U yIPaBJIEHYECKON TOKyMEHTa-
MU, ONTHUMH3AIUN JTOKyMEHTOO0OpOTa U cXeM (YHKIIMOHAIBHBIX
B3aMMOCBSI3€ MEXIy NOJpa3JelieHUsIMH, OCHOB pa3pabOTKH u
BHEJIPEHUs] MPOLEAYp pEeryJupoBaHUsl TPYAOBBIX OTHOLUEHUU H
COIIPOBOXAAIOIIEH JOKYMEHTAllMM BBIMOJIHEHO C IOKa3aTENIIMMU:
MOJIHOTA U TiyOuHa ymenuit 6onee 80%.

Haiinennoe noxymeHTallmOHHOE OOECIeYeHUE U OLIEHKA €ro BIIHS-
HUS Ha OpPraHU3AlMOHHO-YINPABIEHYECKOE PEIICHUE IO YyIpaBie-
HUIO NIEPCOHAJIOM HE OOOCHOBAHO U BBINOJIHEHO C MOKA3aTENsIMU:
MOJIHOTA U TIyOuHa ymeHui 6osee 80%.

«XOopo1Io»

Pa3paboTka u BHeIpeHUsI KaApOBOM U yIPaBIEHYECKOW TOKyMEHTa-
LIUH, ONTUMM3ALHUN JTOKYMEHTO000pOTa M cXeM (YHKLIHOHAJIBHBIX
B3aUMOCBSI3€H MEXIy HOApa3AeNeHUsIMHA, OCHOB pa3pabOTKH U
BHEJPEHUs MpPOLENYp PETryJIMpOBaHUs TPYAOBBIX OTHOLIEHUH U
COIIPOBOKAAIOMIEH TOKYMEHTALUU BBINOJHEHO C I0Ka3aTeNsAMU:
MOJIHOTA U TiyOuHa ymenuit 60-79%.

HaiinenHoe DOKyMEHTAI[MIOHHOE OOECIIeYeHNE W OIEHKA €ro BIIHS-
HUS HAa OPraHU3alMOHHO-YIIPABJIEHYECKOE DPEIIEHUE I10 YIIpaBile-
HUIO [IEPCOHAIOM HEe OOOCHOBAHO U BBINOJHEHO C MOKA3aTEeJIAMU:
MOJIHOTA U TiyOuHa ymenuit 60-79%.

Jlomy1ieHbl He3HAUUTEIbHbIE OIIMOKH, HE MPUBOASILINE K HEBBIIOJ -
HEHUIO 3aJaHusl.

«Y IOBIETBOPUTEIBLHO

Pa3paboTka u BHeIpeHUsI KaApOBOM U yIPaBIEHYECKON TOKyMEHTa-
IIUM, ONTUMM3ALUU JTOKYMEHTO000pOTa M cXeM (YHKIHOHAJIBHBIX
B3aMMOCBSI3€H MEXIy IOApa3JeIeHUsIMH, OCHOB pa3pabOTKu u
BHEJPEHUs MpPOLENYp PEryJIMpOBaHUS TPYAOBBIX OTHOLIEHUN U
COIIPOBOKAAIOMIEH JTOKYMEHTALlUU BBIIOJHEHO C I0Ka3aTeNIsAMU:
noJjHoTa U rimyouna ymenuit 30-59%.

HaiinenHoe nokyMeHTalMOHHOE OOECIeueHHe U OLIEHKA €ro BIIUs-
HUS HAa OpPraHU3alMOHHO-YIIPABJIEHYECKOE DPEILIEHUE I10 YIIpaBile-
HUIO [I€PCOHAJIOM HE OOOCHOBAHO U BBINOJHEHO C MOKA3aTeJIAMU:
noJjHoTa U rimyouna ymenuit 30-59%.

Jlony1ieHsl omMOKH, TO3BOJISIONINE BBIIOJIHUTD 33JJaHUE.

«Hey,ZLOBJ'IeTBopI/ITCJ'IBHO»

Pa3paboTka u BHeIpeHHsI KaAPOBOUM U YIPABIEHYECKOM TOKyMEHTa-
Oy, ONTUMH3AIINU )IOKYMGHTOO60pOTa U CXEM (i)YHKIII/IOHaJ'IBHBIX
B3aMIMOCBSI3€H MEXIYy TMOJpa3AciieHUsIMU, OCHOB pa3paboTKu U
BHEJIPEHUSI NPOLEAYp PpEeryJMpOBaHUsl TPYAOBBIX OTHOLIEHHUHA U
COTPOBOXAMOIIEH JOKYMEHTAIIUU BBIMOTHEHO C TOKA3aTENSIMHU:
MOJTHOTA U TITyOnHa yMeHuit MeHee 29%.

HaiinenHoe qOKyMEHTAIlMOHHOE OOECIeUYeHHe U OIEHKA ero BIIHS-
HUS Ha OpPTaHM3AalMOHHO-YIPABJICHYECKOE pEIIeHHE IO YIpaBe-
HUIO TIEPCOHAIOM HEe OOOCHOBAaHO U BBHIMOJIHEHO C MOKA3aTEISIMU:
MOJTHOTA U TITyOnHa yMeHnit MmeHee 29%.

JlomyIieHbl CyIIeCTBEHHBIC OIMMUOKHU, HE TIO3BOJISIONINE BHITIOTHUTH
3aJlaHue.

HenoBasi urpa

Kpumepuu oyenusanus 0enogou uepoi

Oruenka

[IpaBuIbHOCTD (OITMOOYHOCTH) BBIMIOJIHEHUS 3a0aHUS

«OTanyHO»

[ToaroroBKa MEPBUYHBIX JIOKYMEHTOB TPYAOYCTPOMCTBA B MOJIHOM
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o0beMe U ¢ yueToM TpeOOBaHUI HOPMATHBHO-IIPABOBOM 0a3bl OpraHu-
3aIMd IOKYMEHTAIIMOHHOTO OOEeCIeUeHUs yNPABICHHUSI U JEIOMPOU3-
BOJICTBA.

JleMOHCTpanusi caMOCTOATEIbHOCTH, OTBETCTBEHHOCTH, HWCIIOJHHU-
TETbHOCTH, KOMIIETEHTHOCTH U OOOCHOBAHHOCTU TMPEJIOKEHUN s
MIPUHSATHS PEIICHHS B TIpoliecce padoThI.

DakTUUECKUI YPOBEHb MOATOTOBKU MEPBHUYHBIX JIOKYMEHTOB TpPY-
noycrpoiictBa 6osee 80% 1 TO3BOISIET OCYIIECTBUTH MPUEM KaHIH 1A -
Ta Ha padoTy.

«Xopomo»

[loaroroBka NMEpBUYHBIX AOKYMEHTOB TPYAOYCTPOMCTBA B IOJHOM
o0bEeMe U ¢ yueToM TpeOOBaHUI HOPMATHBHO-IIPABOBOM 0a3bl OpraHm-
3alMU JOKYMEHTALMOHHOTO OOECIeYeHUs YIPaBICHHUs U JIEIONPOU3-
BOJCTBA.

JleMOHCTpanus CcaMOCTOSITEIBHOCTH, OTBETCTBEHHOCTH, HMCIIOJIHM-
TEIbHOCTH, KOMIIETEHTHOCTH M OOOCHOBAaHHOCTU MPEUIOKEHUH IJis
MIPUHATHS peIlIeHHs B IIpoLiecce paboThlI.

@DakTUYECKUI ypOBEHb MOJATOTOBKU NMEPBUYHBIX JOKYMEHTOB TpY-
noyctpoiictsa coctasisieT 60-79%

JlomyieHpl He3HAUYNTENbHbIE OIIUOKH, HE TPUBOISIINE K HEBBIIOJI-
HEHUIO 3a/laHus IO3BOJISIIOT OCYLIECTBUTH NPUEM KaHIMAATa Ha pa-
00Ty.

((YI[OBJ'ICTBOpI/ITeJ'ILHO»

[loaroroBka nepBUYHBIX JOKYMEHTOB TPYAOYCTPOMCTBA B IIOJIHOM
o0bEME U B OCHOBHOM C yY€TOM TpeOOBaHHUN HOPMATHBHO-IIPABOBOM
0a3bl OpraHu3alK JTOKYMEHTAIlMOHHOTO OOECIeYeHUsl yIpaBICHUs U
JeJI0TIPOU3BO/ICTBA.

JleMoHCTpanus caMOCTOSITEIBHOCTH, OTBETCTBEHHOCTH, HMCIIOJIHH-
TEJIbHOCTH, KOMIIETEHTHOCTH M YacCTHYHOM OOOCHOBAaHHOCTH Hpen-
JIOXKEHUH JJIsl IPUHATHUS PELIeHUs B polecce paboThl.

@DaKTUYECKUI ypOBEHb MOJATOTOBKU MEPBUYHBIX JOKYMEHTOB TpY-
noyctpoiicra coctasiser 30-59%.

Jlomny1ieHbl 3HaYUTeNbHbIE OUIMOKY, HE PUBOASIINE K HEBBIIOIHE-
HUIO 33JjaHMsl, IIOCJE HCIPABJICHUS KOTOPBIX MOXKHO OCYIIECTBUTH
MIpUEM KaHJIMaTa Ha padoTy.

((HeyI[OBJ'ICTBOpI/ITCJ'ILH
o»

[ToaroToBKa MEPBUYHBIX TOKYMEHTOB TPYJIOYCTPOWCTBA HE B MOJ-
HOM 00bEME M C HapylIEHUSMU TpeOOBaHUI HOPMATHUBHO-IIPaBOBOU
0a3pl OpraHu3alvy JOKYMEHTAlIMOHHOTO OOeCTeueHUs yIpaBIeHUS U
JeTOTIPON3BO/ICTBA.

JleMOHCTpanust HE MOJIHON CaMOCTOSTEIHHOCTH, OTBETCTBEHHOCTH,
HUCIIOJTHUTCIBbHOCTH, KOMIICTCHTHOCTH M HC 000CHOBaHHOCTH npena-
TIOKEHUH 711 MPUHSATHUS PELIeHUs B Tpoliecce paboThl.

dakTnuecknuit YPOBEHb MOATOTOBKH MNEPBHYHBIX JOKYMCHTOB TPY-

JIOYCTpOMCTBa cocTaBisieT MeHee 29%.
HOHYHIGHBI 3HAYUTCJIIBbHBIC OH_II/I6KI/I, MPUBOJAAINNE K HEBBIIIOJIHCHHUIO
3amanus. Mcnpasienue ommOoK TpeOyeT 3HAYUTEeNLHOTO BpeMEeHH 0e3
YCTpaHCHUA, KOTOPBIX HEJIb3d OCYHICCTBUTH IMPUECM KaHAHWJAaTa Ha pa-
0oTy.

YpoBeHb C(hOPMUPOBAHHOCTH KOMIIETEHIIMI Ha 2 3Tale — yMeTh
Heyoosnemeopumenvnuwiii (Ilpeonopozcosuiii)
NoJHOTa U TyOonHa ymenuit 00-29%;
Yoosenemsopumenvnuiii (Ilopozoswiii)
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nosiHoTa U TIyOuHa ymenuit 30-59%;
Xopowuii (Cpeonuti)

MOJTHOTA U TIyOuHa ymeHui 60-79%;
Omauynwiii (Boicoxuii)

MOJTHOTA U TIyOnHa ymenuit 6onee 80%;

3 OTAII - BJIAJETD

Kpurepun oueHuBanus 3HAHUI Ha 3a4eTe

3auer mo JAUCHHUIIINHE «I[OKyMeHTaIII/IOHHO(‘, odecneyeHue YHpaBJICHUSI»

Kpurepuu oneHuBaHus 3HAaHUHN Ha 3a4eTe
OneHka BBICTABIIAETCS METOAOM PEUTHHIA HA TPEX 3Tarax

[TapameTtpsr Otam 00yueHus
OIICHKU 1 oTam — 3HaTh 2 3Tal — YMETh 3 oran — Biagets
Koaddurment 1,0 1,5 2,0
dopMyria OlIEHUBAHMS dTara Orn *1,0 Orn *1,5 Or *2,0
®opMyna OlleHUBAHUS TIO JHC- On (muci)= On *1,0+ On *1,5+ On *2.,0
LUIIJIUHE 3,5
«3AUTEHOY:

1) ycBoeHuUe, TOUHOE U MOJIHOE U3JI0KEHUE COACP KaHUS MaTepUaa;
2) BBINOJIHEHHE 33JJaHU C He3HAUUTEJIbHBIM KOJIMYECTBOM OILIMOOK;
3) HaBBIKM COOTBETCTBYIOT MUHUMAJIbHBIM TPEOOBAaHUSAM K (POPMHUPOBAHUIO KOMIIETEHLIUN

«HE 3AUTEHO»:

1) HETOYHOE U HEeTOIHOE U3JI0KEHUE COACPKAHMS MaTepHraa;

2) BBITIOJTHEHHE 3a/IaHUH CO 3HAYUTEIILHBIMH OIIMOKAMH, IPUBOISIIMMHA K UX HEBBITIOJHEHUIO;
3) HaBBIKU HE COOTBETCTBYIOT MUHHMAILHBIM TPEOOBAaHUSAM K (DOPMUPOBAHUIO KOMIIETEHIUI

TecT 1J151 CAMOKOHTPOJIs1 (IPUMePHbIE BONPOCHI HTOTOBOr0 TECTUPOBAHMSA)
Kpumepuu oyenusanus mecma
[TonHas Bepcusi TECTOBBIX BOIIPOCOB COJAEPIKUTCS B AIEKTPOHHO-MH(POPMAIIMOHHOM cHcTeMe
By3a. CTyICHTBI MPOXOIAT TECTUPOBAHHWE B KOMIBIOTEpHOM Kiacce. OIlleHKa YCIEITHOCTH
MPOXOXKACHUS TECTa OTHpeensiercs ciaeayromei cetkoi: ot 0% 10 29% — «HEyI0BIETBOPUTEH-
HO», OT 30% 1o 59% — «ynoBiaerBopuTeNbHO»; 60% — 79 % — «xopomio»; 80% -100% — «oTmmu-
HOY.

YpoBeHb c(hOpMHPOBAHHOCTH KoMIeTeHIM Ha 3 3Tane — Baagers

Heyooesnemeopumenwvusiii (Ilpeonopozosuiii)

YPOBEHB BBITIOJHEHHUS aJTOPUTMA U CAMOKOHTPOJISI HE MO3BOJISIET MPOJYKTUBHO CaMOCTOSI-
TEJIbHO, YJOBJIETBOPUTEIBHO BBIMOIHATh AEATENBHOCTD 10 peiieHuto 3a1a4 Ha 00-29%.

Yoosenemsopumenvnuiii (Ilopocosuiii, MunumavbHbllL)

YPOBEHb BBINIOJIHEHUS AJITOPUTMA U CAMOKOHTPOJIS MTO3BOJISIET MPOJAYKTUBHO CAMOCTOATENb-
HO, yJIOBJIETBOPUTEIBHO BBIIIOJIHATH AESITEILHOCTD IO pemieHuto 3a1ad 30-59%.

Xopowuii (Cpeonuii)

YPOBEHB BBHITIOJIHEHUS AJITOPUTMA M CAMOKOHTPOJIS TTO3BOJISIET MPOAYKTHBHO CAMOCTOSATEIh-
HO, XOPOUIO BBIMOJHATH ACSITEIBHOCTD 110 pelieHuto 3a1au 60-79%.
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YPOBEHb CAMOKOHTPOJISI TIO3BOJIIET CAMOCTOSTEIBHO, MPOMYKTUBHO BBITIONHSTEH JIEATENb-
HOCTb.

Omauunsiii (Bvicoxuii)

YPOBEHB BBITIOJTHEHUS AJITOPUTMA U CAMOKOHTPOJISI IIO3BOJISIET TPOIYKTHBHO CAMOCTOSITEIh-
HO, OTJIMYHO BBITIOJIHATH JIEATEILHOCTh IO perieHuto 3aaa4 6omuee 80%.
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