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MOSICHUTEJBHAS 3AIIMCKA
Hacrosimass mporpamma mpodeccrnoHabHON — mepenoAroToBku  «CrenuamucTt 1o
ynpasieHuto nepconanom» (lanee [Iporpamma) na€r ciaymarensiM KOMIETEHIIMH, TTO3BOJISIOLINE
MOJIyYUTh  HOBYIO  KBanupukanmio. [IpenHasHaueHa Ui TMONYYCHHS]  CIyIIaTeleM,
CHUCTEMAaTH3aIlMU aKTyaJbHBIX 3HAHWKM I10 YIPABJICHHUS IEPCOHAIOM, OpPTaHW3allUd KaJIpOBOTO
JIEIONIPOU3BOJICTBA B COOTBETCTBHH C JICHCTBYIOIIUM TPYJIOBBIM 3aKOHOIATEILCTBOM Poccuiickoi
denepanuu ¥ COBPEMEHHON TEXHOJOTHEH PabOThI ¢ KaJPOBOM TOKYMEHTAIIUEH.

[IporpamMa mnpodecCHOHAIBHOW MEepernoAroToBKM «CHenuanucT 1Mo  yIpaBICHHIO
MEePCOHATIOM» pa3padoTaHa B COOTBETCTBUH C TPECOOBAHUSIMHU:

—  ®epnepanpHoro 3akona ot 29.12.2012 N 273-®3 «O6 obpazoBanuu B Poccuiickoii
denepanuny;

— IlpodeccuonansHoro crapmapra «CHEUUANIACT 1O YHPABICHUIO MEPCOHATIOM,
YTBEPKICHHOTO MpUKazoM MuHTpyaa u couuraibHo 3amutel PO ot 09.03.2022 r. Ne 109w;

— EnuHOoro  KBaJM(UKAIMOHHOTO  CIPABOYHHWKA  JOJDKHOCTEH  PYKOBOIUTENCH,
CICHUAINCTOB M Ciyxammx, paznen «KBanudukanuoHHbIE XapaKTEPUCTHUKU JIOJDKHOCTEH
pabOTHHUKOB 0O0pa30BaHMS», YTBEPKICHHOTO IMPHKAa30M MUHUCTEPCTBA 3IPABOOXPAHEHUS WU
conuanpHOro pasButus Poccuiickori @enmepammu ot 26.09.2010 r. N 761n (B mocnemnei
neiicrByromeit penaknuy ot 31.05.2011 r. ¢ U3MEHEHUSAMU U TOTIOJTHCHHUSIMH );

— Tlopsimka opraHuM3alMd M OCYHISCTBICHHS OOpa30BaTEIbHON JEATEIEHOCTH TIO
JOTIOJTHUTEIIBHBIM MPO(ECCHOHAIBHBIM MTPOTPaMMaM, YTBEPKICHHOTO MPUKa30M MHUHUCTEPCTBA
obOpazoBanust U Hayku Poccuiickoit @enmepammm ot 01.07.2013 1. Ne 499 (B mocnemHeit
neiictBytromeit pegakuuu ot 15.11.2013 r. ¢ U3MEHEHUSIMU U TOTIOJTHEHUSIMH ).

Heab  peaausanmu  nporpamMmbl:  (GopMHUpOBaHME y  ciyluaTeneil  HOBOH
npodeCCHOHATbHON ~ KOMIETEHIMH, HEOOXOJMMON Ui  BBIIOJIHEHUS  HOBOIO  BHJA
npoeCCUOHATbHON  JIEATENbHOCTH MO  o0ecredeHnto 3(PQPeKTUBHOTO (HYHKIIMOHUPOBAHUS
CHCTEMBI YIIPABIICHUS TIEPCOHAIIOM IS JOCTHIKEHHUS 1IeJIeid OpTraHu3aIiH.

Kareropus caymaresei

K ocBoenuto mnporpammsl mpoeCCHOHAIBHONW MEePernoAroTOBKH JOMYCKAIOTCS: JIWIIA,
UMEIIINe cpeaHee npodeccuoHaibHOEe W (WJIM) BbICIIee OOpa3OBaHME; JIMIIA, MOTYYarollne
cpenHee npodeccuoHanbHOE U (WIJIH) BhICIIEE 00pa30BaHHUE.

IIpoxonxutenbHOCTH 00yYeHHSA

[TpomomkUTETLHOCTh 00YyUEHHS 10 TaHHOW IporpaMMe — 256 4acoB, BKIIIOYasl BCE BUJbI
ayJAMTOPHON U BHEAYTUTOPHOH (CaMOCTOSATENbHON) YueOHON pabOThI CITyIIaTes.

@opMbl 00y4YeHHsI: OYHO-3a04YHAs C NMPUMEHEHHEM JWCTAHITMOHHBIX O00pa30BaTEIIbHBIX
TEXHOJIOTHUH.

Pe:xum 3anusiTuii: 8 4acoB B eHb. [Ipo10DKUTETFHOCTS YIEOHOTO Yaca TEOPETUUECKUX U
MPAKTUYECKHX 3aHATUI COCTABISET OJMH aKaJeMUIECKH yac (45 MUHYT).

BeigaBaembiii  gokymenT: ChymarensM, yCHemHo ocBouBmKMM IIporpammy u
MPOIIEIINM UTOTOBYIO aTTECTAIMIO, BBIAETCS TUILUIOM O MPOQEeCCHOHAIBLHON MEePernoAroTOBKe
¢ npucBoeHneM KBanuduranuu «Crernuanict no KaJIpoBoMy JeI0NPOU3BOACTBY.



XapakTepucTuKa NPO(PecCHOHATLHOM AeSITeJIbHOCTH BHIIMYCKHUKA U TPeOOBAHUS K Pe3yJIbTATAM OCBOEHHS POrpaMMbl

Bujg nesiteIbHOCTH

IIpodeccnonaibHbI
€ KOMIeTeH !

IIpakTH4ecKuii ONBIT

Heo0xoqumbie ymeHust

Heo0xonuMbIe 3HAHUA

BJ 1.
JlokyMeHTalnOHHOE
obecrieueHne
paboTHI ¢
TIEPCOHAIIOM

K 1.1. Benenue
OpraHu3alMOHHON U
pacnopsIuTeNbHON
JIOKyMEHTAIUH 110
[epcoHaAILY

O0paboTka 1 aHaIu3
MOCTYMAIOMIEH TOKYMEHTAIUU T10
MepCcoHaIy

Paspabotka u ohopmneHue
JOKYMEHTAIMH 110 IIePCOHATY
(mepBUYHOM, y4eTHOH, IIIIAHOBOIA,
10 COIMAIEHOMY O0€CTICUeHHIO,
OpraHu3alOHHOM,
PacHopsAUTENBHOM )
Perucrpamus, yuet u Tekyiiee
XpaHEHHUE OPTaHU3ALMOHHON U
pacnopAIuTENbHON TOKYMEHTAIU!
IO TIEPCOHAITY

. Pa3zpabatbiBaTh mpoeKTHI

OpraHU3aIMOHHBIX U
PacToOpAAUTENLHBIX JOKYMEHTOB 110
MepCOHAIY

. ObopMIATh TOKYMEHTHI B

COOTBETCTBHH C TPEOOBaHUSIMHU
TPaKIAHCKOTO, TPYIOBOTO
3aKOHOJATENILCTBA Poccuiickoit
®denepanyy 1 TOKATbHBIMH
HOpMaTI/IBHLIMI/I aKTaMH OpFaHI/ISaHI/II/I

. Bectu yueT u peructpanuro

JOKYMEHTOB B MH(POPMAIIOHHBIX
CHUCTEMax M Ha MaTepHaJIbHBIX
HOCHUTEJSX

. OpFaHI/BOBBIBaTI) XpaHCHHUC

JIOKYMEHTOB B COOTBETCTBHUH C
TpeOOBaHUSIMU TPYIOBOTO, APXUBHOTO
3aKOHOJaTenbCcTBa Poccuiickoi
denepanyu 1 TOKATEHBIMH
HOPMAaTUBHBIMU aKTaM¥ OpTaHHU3aIHN

. AHaJ'II/ISI/IpOBaTI: JAOKYMCHTBI U

MIePeHOCUTh HH(OpMAITHIO B 0a3bl
JAHHBIX U OTYETHI

. BBISBIIATE OIIMOKH, HETOYHOCTH,

HCIIPABIIEHUS U HEAOCTOBEPHYIO
nHPOPMALIMIO B JOKYMEHTAX,
OTIPEAETIATH JIESTUTUMHOCTD
JIOKYMEHTOB

. PaboTtats ¢ uHpOpMAITMOHHBIMH

cUcTeEMaMHt U 0a3aMu JaHHBIX 110
BEJICHUIO YUeTa, IBU>KCHUIO
TepcoHasa

1. [opsimox opopmiieHHs, BEACHUS U
XpaHEHHUs TOKYMEHTOB T10
HEepPCOHATY

2. TTopsnok yuera IBHKEHUS KaJIpOB U
COCTaBJICHHS YCTAHOBJICHHOM
OTYETHOCTH

3. OcHOBBI JOKYMEHT0000pOTa U
JOKYMEHTAIL[HOHHOTO 00eCIIeUeHNUS

4, TeXHOIOIUH, METOIBI U METOIMKH

NPOBEICHUS aHAIN3a U
CUCTEMaTH3allui JOKYMEHTOB U
HHpOpPMAITUH

5. Ilopsmok pacueTa cTaxa, JIbroT,
KOMIIEHC A, 0()OpPMIICHHUS TIEHCHH
paboOTHUKAM

6. CTpyKkTypa opranu3aiuu

7. TpynoBoe 3aKOHOIATENBCTBO U UHBIE
aKTBl, COJIEpKALIIE HOPMBI
TPYZOBOTO IpaBa

8. OCHOBBI apXUBHOTO
3aKOHO/IaTENIbCTBA 1 HOPMATUBHBIC
MIpaBOBbIe aKThI Poccuiickoi
®denepalivy, B 4aCTH BEICHUS
JIOKyMEHTAIIH TI0 TTEPCOHATTY

9. 3akoHOarensCTBO Poccuiickoit
denepanuy 0 NEPCOHAIBHBIX
JAHHBIX

10. JlokanbHbBIE HOPMATHBHBIE
AKTBl OPTaHU3AINH, PETYIUPYIOIIHE
TTOPSIITOK OPOPMITCHIS
pacIopsSAUTENLHBIX U




8. ColuroaTh HOPMbI STHKH JI€JI0BOI0O
oOIIeHns

OPTaHM3aI[MOHHBIX JIOKYMEHTOB I10
HepCOHATY

11. HopwmbI 3 THKYM 1 ASTOBOTO
oOIIIeHHSI
12. Ba3oBbie OCHOBBI

MH(POPMATUKH, CTPYKTYPHOE
MOCTPOCHUE UH(POPMAIIMOHHBIX
cHCTEeM M 0COOCHHOCTH PabOTHI ¢
HUMH

IIK 1.2. Benenue
JIOKYMEHTALUH 110
Y4ETy U IBIKCHUIO
KaJIpOB

. [lonroToBKa MpOeKTOB JOKYMEHTOB

IO TpoLEypaM yIpaBIeHHs
[IEPCOHAJIOM, YUEeTY U IBHKEHUIO
repcoHasa

. OpraHmaum{ CHUCTEMBI JBHXKCHUS

JOKYMEHTOB I10 IIEpCOHAILY

. C6op u mpoBepka JIMYHBIX

JIOKYMEHTOB paOOTHHKOB

. IlogroroBka u opopmieHue mno

3arpocy pabOTHUKOB U
JIOJKHOCTHBIX JTUI] KOITHH, BBIITMCOK
U3 KaJPOBBIX JOKYMEHTOB, CIIPaBOK,
HHPOPMAIIUH O CTaXe, JbroTax,
rapaHTHsIX, KOMIICHCAIUSIX U MHBIX
CBEJICHMI 0 pabOTHHUKAX

. Beimaua paboTHUKY KaJIpOBBIX

JIOKyMEHTOB O €ro TPyAOBOU
JEeSTeTbHOCTH

. loBeneHue A0 CBEIEHUS IepCcoHaNa

OpraHu3alMOHHBbIX,
PaCIIoOpAIUTEIIBHBIX U KaIPOBBIX
JAOKYMCHTOB OpraHu3alivn

. Benenue yuera pabodero BpeMeHu

PabOTHUKOB

. Peructpanus, yuer, onepatuBHOe

1. Pa3zpabaThiBaTh IPOEKTHI KaJPOBBIX
JOKYMEHTOB

2. OdopMIsITh KaJpOBBIC TOKYMEHTHI
B COOTBETCTBUH C TPEOOBAHUSIMHU
TPYZOBOI'O 3aKOHOATEILCTBA
Poccuiickoit ®enepanuu u
JIOKaJbHBIMA HOPMATUBHBIMU
aKTaMM OpTraHU3aliN

3. Bectu yuer u perucrpaluro
KaJpOBBIX JJOKYMEHTOB B
WHPOPMALMOHHBIX CHCTEMaxX U Ha
MaTepHaJIbHBIX HOCUTEISIX

4. OpraHu3oBBIBaTh XpaHEHUE
KaJIpOBBIX IOKYMEHTOB B
COOTBETCTBHH C TPEOOBAHUSIMHU
TPYIOBOTO, apXUBHOTO
3aKoHoJaTenbCcTBa Poccuiickoi
denepanyuy U JOKAIEHBIMU
HOPMATHUBHBIMHU aKTaMHU
OpraHu3aluu

5. AHanu3upoBaTh KaJpOBbIC
JOKYMEHTBI U TIEPEHOCHTH
nHpOpPMAIIUIO B 0a3bl JAaHHBIX U
OTYETHI

6. Paboratsb co
CHEeLUATN3UPOBAaHHBIMU
WHPOPMALMOHHBIMU CHCTEMaMHU U
0a3aMu JaHHBIX IO BEIEHHIO ydera

1. Tlopsamok odopmneHws, BeACHUS U
XpaHEHHUs JOKYMEHTOB TI0
HEepCOHATY

2. Tlopsimok ydera JBMKEHHS KaJIpoB
U COCTaBJIEHUS YCTAHOBIICHHOMN
OTYETHOCTH

3. Tlopsimok pacuera craxa, JbroT,
KOMITeHcaui, ohopMIICHHS
NeHCHi pabOTHUKAM

4. CtpyKTypa OpraHu3anuu

TpynoBoe 3aKOHOAATENBCTBO U

WHBIE aKTbl, COACPIKAIINE HOPMBI

TPYAOBOTO TpaBa

6. OcCHOBBI apXUBHOTO
3aKOHOJIATENIbCTBA U
HOPMAaTUBHBIE IPABOBBIE aKThI
Poccuiickoit @enepanuu, B 4acTu
BEJICHUS JIOKYMEHTAITUH 110
MepCoHaNTy

7. 3axoHozaTelbCTBO Poccuiickoi
denepanuy O NEPCOHAIBHBIX
JTAaHHBIX

8. TexHomoruu, METOABI U METOIUKU
MPOBENICHNSI aHATN3a U
CUCTEMaTH3alluH JIOKYMEHTOB U
UHpOpPMaLUH

9. JlokanbHble HOPMATUBHBIE AKTHI
OpraHu3alyy, PerylIupyroiume

o

4




XpaHEHHUE TOKYMEHTOB 10
MIepCOHAITY, MOATOTOBKA K CIa4e X

U JIBIDKEHHIO TIEpPCOHAa
PazpabateiBaTh TUTaH

TOPsIIOK oopMITCHIS
JIOKYMEHTOB TIO TIEPCOHATY

B apXHB KOPPEKTUPOBOK yCTAaHOBJIEHHOI'O 10. OcHOBBI TOKYMEHTO000pOTa U
nopsiika oOpMIIEHUs JOKYMEHTOB JIOKYMEHTAIIHOHHOTO 00eCTeUeHHS
I10 TIEPCOHATY M PEaTN30BbIBATh 11. HopMBl 3THKH I€TOBOTO OOIICHUS
MIPUHATBIC U3MEHEHHUS 12. ba3oBble 0CHOBHI MH(OPMATHKH,
Kontponuposats nmpucytcTue CTPYKTYpHOE TIOCTPOCHUE
paboTHHKOB Ha pabouyeM MecTe WHPOPMALIUOHHBIX CUCTEM H
Co0umro1aTh HOPMBI STHKH JISJIOBOTO 0COOCHHOCTH PabOTHI ¢ HUIMH
o0mIeHus
K-1.3. . Opranuzanus TOKyMeHTO000pOTa OdopMsTh y4eTHBIE JOKYMEHTHI, 1. TexHonoruu, METOABI U METOJUKH
AJMUHUCTPUPOBAHU 0 YYeTy U IBHKCHHUIO KaJIpoB MIpeIoCTaBIsieMbIE B MPOBEIEHHS aHATN3a U
€ TPOIIECCOB U . Opranu3zanus JOKyMEHTO000pOoTa rocyIapCTBEHHbIE OpTraHbl, CHUCTEMaTH3aluH TOKYMEHTOB U
JOKyMEHT0000poTa IO TIPEJICTABICHHUIO JIOKYMEHTOB I10 npoQecCHOHABHBIE COIO3BI U HHpOpPMAITUH
0 y4eTy U [IEPCOHANTY B TOCY/IapCTBEHHEIE Ipyrue NpeAcTaBUTENbHbIe opranbl | 2. OCHOBBI JOKYMEHTO0OOpOTa U
JBUKEHUIO KaJIpOB, OpTraHbl pabOTHUKOB JOKYMEHTAILIHOHHOTO OO€CIIeYCHNUS
MIpPEICTaBIECHUIO . [locTaHOBKa Ha y4eT OpraHu3aliy B OpraHu3oBbIBaTh XpaHEHHE 3. CrpykTypa opraHu3anuu
JOKYMEHTOB IO TOCYJapCTBEHHBIX OpraHax JOKYMEHTOB B COOTBETCTBUU C 4. HopMaTHBHBIEC IPABOBBIE aKThI
[IEPCOHAILY B . [TogroroBka 1o 3anpocy TpeOOBaHUSIMH TPYJOBOTO Poccuiickoit denepanuy,
rOCYJJapCTBEHHBIE rOCYJJapCTBEHHBIX OPTaHOB, 3aKOHO/aTeNnbcTBa Poccuiickoit peryaupyouye npasa u
OpTraHbl podecCHOHANBHBIX COI030B U ®enepanyy 1 JOKAIBHBIMU 00513aHHOCTH TOCYAaPCTBEHHBIX
JPYTUX MPEJICTABUTEIILHBIX OPraHOB HOPMAaTUBHBIMHU aKTaMHU OpraHoB, MPOQeCcCHOHATBHBIX
PabOTHUKOB OPUTHUHAIIOB, BBIITUCOK, OpraHu3alyn COI030B U JIPYTHX
KON JOKyMEHTOB PaGorarhk ¢ nHGOPMAITMOHHBIMH MPEICTABUTEIbHBIX OPIaHOB
. IlogroroBka yBe1oMJIeHUH, cucTeMaMy U 0a3zamMH JaHHBIX 110 PabOTHHUKOB IO MPEIOCTABICHHIO
OTYETHOW U CTATUCTHYECKOM BEJICHUIO yYeTa U ABMKCHHIO YYETHOH JTOKYMEHTAIUH
WHPOPMAIIUH 10 TIEPCOHAITY HepcoHaa 5. TpyzmoBoe 3aKOHOIATENBCTBO U
. Ilogroroska nadopmanuu o Paborate ¢ nHGOPMALMOHHBIMH WHBIE aKTbl, COACPIKAIINE HOPMBI
3aKJIIOUYEHUH TPYAOBOTO HITH crucTeMaMy U 0a3zamMu JaHHBIX 110 TPY/IOBOTO TIpaBa
TpaX/IaHCKO-TIPAaBOBOTO JOrOBOpa Ha BEJICHUIO CTATUCTHYECKOHN H 6. OcHOBBI apXUBHOTO
BBINIOJIHEHHE PA0OT (OKa3aHue 0TYEeTHOU MHQOPMAIUH T10 3aKOHOJATENbCTBA U
YCIIYT) C TPaKIaHHUHOM, MIepCOHAITY HOPMAaTUBHBIE PABOBBIE aKTHI
3aMeNIaBIINM JOJKHOCTH AHanmu3upoBaTh MPaBUIIA, Poccuiickoit @enepaiiuu, B 4acTu
roCyJapCTBEHHON WU MIPOLIEAYPHI ¥ TIOPSAOK, BEJICHUS JIOKYMEHTAITUH 110
MYHULHIATBHON CITy>KOBI, IEpeYeHb peryIupyIOLIHe IpaBa 1 MepCoHaNTy
KOTOPBIX YCTaHABIMBAETCS 00513aHHOCTH TOCYJapCTBEHHBIX 7. 3axkoHomatenbcTBO Poccuiickoit

HOPMAaTUBHBIMHU NIPAaBOBBIMU aKTaMHU
Poccutickoi @eaepannu

OpraHOB U OpraHU3alLUU 10
BOIIpOCaM OOMEHa JIOKyMEHTaIuei

CDGI[CpaI_II/II/I 0 MCPCOHAJIBHBIX
JaHHBIX




~No

I10 TIEPCOHATY
Bectu nenoByro nepenucky
Co0uo1aTh HOPMBI STHKH JISJIOBOTO
001IIeHMS

10.

JlokabHbIE HOPMATHBHBIE AKTHI
OpraHu3aIVH, PEryIUPYIOIINe
MOPSIZIOK BEACHUS JIOKYMCHTAIIUU
MO YYETY U JIBMXKCHHIO TepCoHAama
HopMmbl 3THKH JIeTOBOTO OOIIEHUS
BazoBbie OCHOBBI MH(POPMATHKH,
MOCTPOCHUS MH()OPMAITUOHHBIX
CHCTEM M OCOOECHHOCTH PabOTHI ¢
HUMH




YUYEBHBIN ILIAH

npodeccuoHaILHON NMepenoaAroToBKu «CrenuaaucT no ynpaBJeHHI0 ePCOHATIOM»

N n/n

HaunmeHnoBaHue TUCHUTLIHHBI
(Mony.eii)

Bcero
4acoB,
qac

B Tom 4ucie, akan.

qac

AynuTOopHBIE
3aHATHSA, aKa/l. 4ac

ayIuTOpPH

bIX

cam.
padoThI
NpHMeHe
HUEeM
AOT*

JEeKINH NpakKT.

3aHATHUSA

DopMblI
KOHTPOJIst

Teopernyeckuii MoayJib

1.1

HopmartuBHo-paBoBasi  0aza  u
OCHOBBI 3aKOHOJATEIbCTBA B
00JIaCTH yIpaBJICHUS TIEPCOHAIOM.

16

16

1.2

OcHOBBI ~ TOKyMeHTOOOOpOTa U
JTOKYMEHTAI[IOHHOTO 00eCIICUeHHS.
OcHoBbI apXUBHOI'O
3aKOHO/IaTEIIbCTBA.

30

10

20

13

Benenue KaJIpOBOTO
JIEJIONIPON3BOJICTBA B 000COOIEHHBIX
MIOJIPA3/ICIICHUSX.

40

40

14

[Topsanok mpuéma Ha paboTy
IepcoHaa.

30

10

20

1.5

Pabota ¢ TpyZOBbIMH KHUKKAMH U
BOMHCKHUH YYET.

40

10

30

1.6

OdopmieHue exxeroJHOro OTITyCKa.
JInuHOE 1e510 rocyJapCTBEHHOTO
MYHUIIMIIATIBHOTO CITYXAaIero

1.7

[Topsiiox 1 0opMIICHHE OTITYCKOB
pasnuaHoro Buza. Jlucrok
BPEMEHHON HETPYI0CTIOCOOHOCTH.
MartepuanbHasi OTBETCTBEHHOCTh
paboOTHUKOB

10

1.8

[Topsanox yctaHOBIIEHUST paOOTHI IS
Pa3HbIX KaTeropuii pabOTHUKOB.
Pexum pabotel. CoBMECTUTEIND WIH
COBMEIIICHUE.

28

28

1.9

[IpemupoBaHue pabOTHUKOB.
ITopsanox pacTopKEHHs TPYJOBOIO
JI0TOBOpA [0 UHUIIMATUBE
paboTonaTes.

10

10

1.10

OdopmiieHus mpexkpaiieHus
TPYIOBOTO 10roBopa. BHyTpeHHMit
ayJuT.

10

10

1.11

IIpomexyTouHas arrecTauus (1Mo
MOJYJISIM TEOPeTHYeCKOro
o0yueHust)

IK3aMeH

KanpoBoe nenonponsBoJacTBO B
nporpamme «1C:3YII»

30

30

30

HTorosas arrecTanus

IK3aMeH

HToro

256

72

184

16 56




KAJIEHIAPHBIA YUEBHBIN I'PA®UK YUYEBHOI'O ITIPOIIECCA

JIOTIOJTHUTEIHLHOU PO eCCHOHATBHON MPOrpamMmbl ITpodeccroHaTbHOM epenoAroToBKu « CIIeUaIKCT M0 yIPaBICHUIO TEPCOHATIOM)

Kanennapusrii yueOHblIi rpaduk — yacTh 00pa3oBaTeIbHON MPOTrPaMMBI, OMPEAETAIONIas MPOAOKUTEILHOCTE 00yUeHHS,
MOCIIE0BATEIBHOCTh 00ydeHusl (00pa30BaTENLHON MOITOTOBKH), TEKYIIETO KOHTPOJIS, POMEXYTOYHOMN aTTECTAllUN, HTOTOBOH aTTeCTalluN

JleHp Henenu 1-aa Hepens 2-adA Hepens 3-adA HepenA 4-aa Hepens

112 (3|45 |1|2|3|4|5|1|2|3]|4|5|1]2|3|4]|F+5
Paznen, Tema

1. HopmaTtuBHO-TIpaBoBast 6a3a M OCHOBBI
3aKOHOJIATEIHCTBA B 00JaCTH YIPABICHHS 8 8
HEPCOHAJIOM.

2. OCHOBBI IOKYMEHTOO00pOTa U 8 8] 8|6
JOKYMEHTAI[MOHHOTO oOecriedeHus. OCHOBBI
ApXMBHOTO 3aKOHOIATEIILCTBA

3. Benenue kaapoBoro Jel0NpoU3BOICTBA B 2 8| 8| 8] 8 6
000CO0JICHHBIX MOJIPA3/IECTCHUSX.

4. ITopsnok npuéma Ha paboTy nepcoHasna 2 18] 8|84

5. Pabota ¢ TpyAOBBIMU KHUXKKAMH U 4 1 8,8|8|8]4
BOUHCKHUH YYET.

6. OcopmiteHHE €XKEroAHOTO OTITYCKA. 4
JIn4HoE neno rocyapcTBEHHOTO
MYHHMIMIIAIIBHOTO CITYXKAIIEero

5-aa HepenA 6-ada HepenA 7-aa HepenA 8-adA HepenA

112 3|4 |5|1}23|4|5|1|2|3|4|5|1|2|3|4]|5

7. Iopsiniok 1 opopmIIeHHE OTITYCKOB
pa3IM4YHOro BHAA. JIMCTOK BpEMEHHOM 8 2
HEeTpyaocnocobHocTu. MarepuanbHast
OTBETCTBEHHOCTh PAOOTHHKOB




8. Ilopsinox ycTanoBiieHUs pabOThI IS
pa3HbIX KaTeropuii pabOTHUKOB. Pexxum
paboTsl. COBMECTHUTEINb WM COBMEILECHHE.

5-aa HepenA

6-aa HepenA

7-aA HepenA

8-adA Hep,

ena

2

3

4

2

3

4

9. [IpemupoBanue padboruukos. [Topsaox
pacTOp:KeHUs TPYAOBOTO JOTOBOpPA 1O
WHUITUATHBE paOOTOaATEIS.

10. Odopmienus mpekpaiieHus: TPyI0BOro
J0roBopa. BHyTpeHHuUl aynT.

HpOMe)KYTO‘IHaH aTTcCcTanusd

11. KagpoBoe aeonpou3BoACTBO B
nporpamme «1C:3YII»

Htorosas arrecranus

Hrtoro

256




TEMATHUYECKHUE IIJIAHBI 1 ITPOI'PAMMBI

Yu4eOHo - TEeMaTHYECKHH IJIaH AUCHUIIIMHbI
«HOpMaTI/IBHO-HpaBOBaH 0a3a M OCHOBBI 3aK0OHOdAaTE/IBCTBA B o0JacTu YupaBJi€eHUs

MepPCoOHAIOM)
Ne B ToMm umcie, akaj. AyauTopHbie DopMblI
n/n yac 3aHATHSA, AKAI. 4aC| KOHTPOJIA
HaumeHoBaHMe TUCHUANINHBI Beero ayauTop caM. JIEKIMH | NPaKT.
(Monyeii) Hacos, HBIX padoTsl 3aHATH
yac npuMeHeH a
HeM
JOT*

1. | TpynoBele 3akOHOAATENBCTBA U

HOPMAaTHUBHBIE IIPABOBBIC  AKTHI 4 4

Pocculickoit ®denepanny, B

o0J1acTy ynpaBieHUS IEPCOHATIOM.
2. | Pazpabotka, YTBEpKICHUE,

BBEJCHHE B JICHCTBHE JIOKAIBHBIX 4 4

aKTOB MPEANPUATHUA.

KosutekTuBHBIN 10TOBOP
3. | OcHOBBI MUTPALIMOHHOTO

3aKOHOJIaTEILCTBA Poccuiickoi

®denepanyu, B YaCTU MPUBJICUCHUS 4 4

U TPYJOYCTPOMCTBA MHOCTPAHHBIX

TpaKJaH 1 JINI 0€3 rpakIaHCTBa
4. | 3akoH O 3amMTe NEPCOHAIBHBIX 4 4

JTAaHHBIX

Hroro 16 16

ConepxaHue THCHHILINHBI
«HopMaTuBHO-TIpaBoBasi 6a3a M OCHOBBI 3AKOHOIATEJLCTBA B 00J1aCTH YIIPaBJIeHUS
MepPCOHATIOM»

1.1. TpynoBbie 3aKOHOAATEJLCTBA M HOPMATHBHbIC INpPaBOBble aKTbl Poccuiickoit
®egepanun, B 00/1aCTH YIIPABJIEHHUS EPCOHAIOM.

3aKOHOJATENbHOE PEryJUpOBaHUE TPYIOBBIX OTHOIIECHHUH.
CUCTEMBI YIIPABJIECHUS IIEPCOHAIOM.

1.2. Pa3paGoTrka, yTBep:KIeHHUe,
npeanpusaTis. Ko/sieKTuBHBIN 10roBop

HopmartuBHble nokymeHThl opraHuzauuu. Kriaccuduxamus KaapoBOM JOKYMEHTAIUH.
PazpaboTka ©  yTBepXAEHHE JIOKAJbHBIX HOPMATHUBHBIX AaKTOB  OPraHU3aIOHHOTO,
OpPraHMU3aIOHHO — PACIOPSIUTENBHOIO U SKOHOMHUYECKOTO Xapakrepa. [lopsiiok pazpaboTku
JIOKQJIbHBIX aKTOB. KOJIJIEKTUBHBII 10rOBOP.

1.3. OCHOBBI MHUIPALIMOHHOIO 3aKOHOAaTeabCTBA Poccuiickoilt denepaunu, B 4acTu
NPUBJICYECHUS U TPYAOYCTPOICTBA MHOCTPAHHBIX IPAKIAH U JIMI 0e3 rPaskIaHCTBa

Tpyn mHOCTpaHHBIX rpaxkaaH. MurpanuonHoe 3akoHogatenbcTBo PO. Ha uro B mepByro
ouepesb HEOOXO0IMMO OOpaTHTh BHUMAHUE MPH IpUeMe Ha paboTy MHOCTPAHHOTO TPpaXkAaHUHA.
Oco0eHHOCTH TPYAOYCTPOMCTBA AJIi MHOCTPAHHOTO TpakJaHWMHA WM JHlla 0e3 rpa’kJaHCcTBa
C BUJIOM Ha JKUTEIILCTBO.

1.4. 3aKoH 0 3aIIUTe MEePCOHATbHBIX JAHHBIX

[lepconanbHble JaHHBIE PAOOTHUKA, UX 00pPa0OTKa U 3allUTa.

[IpaBoBoe obecrieueHue

BBeJdeHHEe B JelicTBHE JIOKAJbHLIX aKTOB




Y4eOHo - TeMATH4YeCKHUIl TVIaH U CUUILTUHBI
«OCHOBBI JOKYMEHT0000POTA M IOKYMEHTALMOHHOI0 o0ecnevyeHnsi. OCHOBbI ApXUBHOI'0
3aKOHO/AATeJIbCTBA)

n/n

HauMeHoBaHMe IMCHUIIJIMHBI
(Mony.ieii)

Bcero
9acoB,
qac

B Tom uucie, akaj.

qgac

AyauTopHbie

DopMbl

3aHATHUSA, aKald. YaC| KOHTPOJIA

ayIuTop
HBIX

caM.
padoThI
NpUMeHeH
nem
J0T*

JIEKIIMH | TPAKT.
3aHATH

A

Beimmonnenue  tpeGoBaHMid 1O
OpraHu3aIuH odopmieHuUs,
XpaHeHus, KOMIUICKTOBAHUS,
ydeTa " WCIIOJIb30BAHUS
JOKYMEHTOB B COOTBETCTBUHU C
TpeOOBaHUAMU ApPXUBHOTO
3aKoHoOmarenscTBa  Poccuiickon
denepanyii 1 MYHUITUTATLHBIMU
JIOKQJIBHBIMU TPABOBBIMH aKTaMU
OpraHu3aIi HE3aBUCHMO OT MX
($hopM COOCTBEHHOCTH

Heo0xonumsbrit MepeUCHb
00s13aTeNbHBIX JOKYMEHTOB JUIS
BCEX BUJIOB OPraHU3aLUN

HeoOxonuMble KHUTH U KypHAIIbI
B  opranuzauuu. Cpoku u
XpaHeHUs

Bemonnenne  TpeboBaHHS K
3aIuTe uHpopMauu Ha
Pa3IMYHbIX CTAIUSAX €€ CO3JaHus U
XpaHEHUSI. Kareropun
MH(pOpPMaIUH 110 YPOBHSM JI0CTyIa
Kk Heu. IlepeueHbp cBeneHui,
COCTaBJISIOUINX FOCYAAPCTBEHHYIO
TalHy, U OPAJOK 3aCEKpEeUMBaHU
3TOM MHpOpMaIH

bazoBble OCHOBBI MH(GOpPMATUKH,
CTPYKTYpHOE IIOCTPOCHUE
MH(OPMALIMOHHBIX CUCTEM U
0COOEHHOCTH pabOThl ¢ HUMU

HTroro

30

10

20

Conep:xaHue TUCHHILINHBI
«OCHOBBI JOKYMEHT0000POTA ¥ IOKYMEHTAUMOHHOT0 o0ecneyeHusi. OCHOBBI
ApPXMBHOI'0 3aKOHOATEIbCTBA»

2.1. BblnosHeHue TpeOOBaHU
KOMILICKTOBAHMS, y4eTa U MCI0Jb30BAHUS JOKYMEHTOB B COOTBETCTBHH € TPeOOBAHUSIMU
apXMBHOI0 3aK0oHOAaTebCcTBA Poccniickoi @enepanuy 1 MyHHIMIIAIbHBIMH JIOKAJIbHBIMHA
NPaBOBBIMH AKTAMH OPraHU3alMU HE3aBUCUMO OT UX GopM cOOCTBEHHOCTH.

M0 OpraHu3aIuH

oopMmiIeHUH,

XpaHeHMusl,

11




[IpaBuna opranu3anuu XpaHeHus, KOMIUIEKTOBAHMS, YUE€Ta U UCIIOJIb30BaHUs JOKYMEHTOB.

2.2. HeoOxoauMplii mnepeyeHb 00s13aTeJbLHBIX JOKYMEHTOB [IJI1 BCeX BHIOB
OpPraHM3anuu

Perucrpanuonnslie 1OKyMeHTBl opraHu3anuu. KaapoBele TOKyMEHTHI opranuszauuu. ['ne
XpaHUTh JOKYMEHTBI Opranu3anuu. OTBETCTBEHHOCTD 332 COXPaHHOCTh IOKYyMEHTOB OpraHU3aluu

2.3. Heo0xoqumMble KHUTH U ’KyPHAJIbI B opranu3annu. Cpoku U XpaHeHus!

Kuurm u XKypnansl ydera kaapoBod JokyMeHTanuu. CpoKM XpaHEHHs JOKYMEHTOB
opranuzanuu. Kak XxpaHuTh JOKYMEHTHI B KaJIpOBOM ci1yx0e.

2.4. Ba3oBble OCHOBbI HH()OPMATHKH, CTPYKTYPHOE NMOCTPOeHHEe HMH(POPMALHOHHBIX
CHCTeM U 0C00eHHOCTH PadoThbl ¢ HUMH

CrpykTypa U kiaccuukanus UHPOPMALMOHHBIX cucTeM. lIpomecchl, mporekaromme B
MH(OPMALIMOHHBIX CHCTEMax. JTambl pa3BUTHUA UH(DOPMALMOHHBIX cucTeM. MHopMalroHHbIe
CHCTEMBI IO YPOBHSM ympaBiieHHs. OcOOeHHOCTH paboThl ¢ ”HPOPMALMOHHBIMUA CHCTEMaMH.

IIpakTnyeckne 3aHaTHA. 3anosHeHue: KHUIM ydyera [BMIKEHHUS TPYAOBBIX KHMKEK

Y BKJIQJBIIIEH B HUX W IMPUXOAHO-pAcXoJHAasi KHHTra 10 y4eTy OJIaHKOB TPYJOBOH KHIDKKU
M BKJIaJpbIIa B HEC, }KypHana O3HAKOMIJICHUS C JIOKAJIbHBIMHW HOPMATHBHBIMU aKTaMHU. CO3I[aHI/I€
U 3anojHeHne 0a3 maHHbIX B Tabnuie Excel. ®@opmat tabmuir.

Y4yeoHo - TeMaTu4YecKuil MJIAH JUCHUIIINHBI
«BeneHune KaJPOBOro /1eJI0NMPOU3BOACTBA B 000CO0JIEHHBIX MOAPa3IeTeHHIX)

Ne B Tom uncie, akaj. AyautopHbie Dopmbl
n/n yac 3aHATHS, aKA/. 4aC | KOHTPOJIS
HaumeHoBaHue THCHUTLIMHBI Beero ayaurTop caM. JICKIHMH | HPAKT.
(Moay.reid) 1acos, HBIX padoTbI 3aHSATH
yac npuMeHeH a1
nem
A0T*
1. | OOmias XapakTepUCTHKA  CIIYKOBbI
KagpoB. Pomb ®m MecTo CiryKObI 12 12
KaJpOB B CHCTEME YIPaBJICHUS
YUPEKICHUS
2. | Obs3arenbHbIC JIOKaJbHbIE
HOPMaTHBHO-TIPaBOBEIE AKThI 4 4
OpraHu3alyu
3. | PermamenTtanmst  paboThl  CIyXKOBI
KaJpoB u JIOKYMEHTUPOBaHUS 6 6
TPYJOBBIX OTHOIICHUIT paboTonaresns
¢ pabOTHUKaAMHU
4. | Mopsmox odopmileHNs, BeACHUS U
XpaHeHHs TIOKYMEHTAIlH, CBSI3aHHON
c MIOHCKOM, MPUBJICYCHUEM, 6 6
mo0opoM U OTOOPOM TEpCOHAjIa Ha
BaKaHTHbIE JOJHKHOCTU
5. | [lopsmox ¢dopmupoBaHus, BeJCHUS
OaHka  JaHHBIX O  TIEpPCOHAJe 12 12
OpTaHU3ally U Npea0oCTaBICHUE
OTYETHOCTH
HToro 40 40
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Conepxanue THCHUILINHBI
«Benenune kaapoBOro 1eJ0NPOU3BOJACTBA B 000C00J€HHBIX MOAPa3aeIeHUX)»

3.1. O0mas xapakTepucTHKAa CIY:KObI KajaApoB. Pojib U MecTo CJIy:KObI KaJApOB B
CHCTeMe YIIPaBJICHUS YUPeKIeHUsA

Ponb u MecTo kaspoBoOi CiTykObI B CHCTEME YIpPaBIICHUSI OpraHU3alMH. XapaKTEepUCTUKA
BaOXHEUIINX (YHKIUN KaApOBOH CITy>KObI opranu3zaiuu. O01ue Bopockl OpraHnu3alui CIyxKObl
ynpaBieHus nepcoHagoM. CTpyKTypa ciayxObl YIpaBieHHs [IEPCOHAJIOM B OpraHM3allud U ee
B3aUMO/ICHCTBUE CO CTPYKTYPHBIMU MOAPA3ACIICHUSIMHU.

3.2. O6s3aTeIbHBIE JTOKAJIbHbIE HOPMATHBHO-TIPABOBbIE AKTHI OPraHU3ANNHU

JlokanbpHbIe akThl B cUCTEME yIIpaBiieHus nepcoHaioM. Kak npasuiibHO coctaButTh JIHA.

3.3. Pernamentanusi paGoThbl CJAYKObI KaApPOB H JOKYMEHTHPOBAHHS TPYIOBBIX
OTHOLIEHUM I padoToaare/isi ¢ pa0OTHUKAMU

[IpaBoBbIe BOIPOCHl JTOKYMEHTHPOBAHUS KaApoBOH ciyxObl. CHcrema KaapoBOH
JNOKyMeHTauuu. JOKyMEHTHpOBaHHE NpPOLENyp, NPEALIECTBYIOIINUX 3aKIOYEHUIO TPYJIOBOTO
noropopa. JlOKyMEHTHpOBaHHE TPYAOBBIX OTHOLICHWH. Buabl TOKYMEHTOB M IIpaBWiIa HX
odopmiienus. CucremaTu3aius, XpaHeHHE U YHUUYTOKEHUE KaJAPOBOM JOKYMEHTAIHH.

3.4. Ilopsinok odopmiieHusi, BeJeHHUs] U XpPaHeHHs JOKYMEHTALMH, CBSI3AHHOW ¢
MOMCKOM, NPUBJIEYeHHEM, II0A00POM H 0TOOPOM NePCOHAJIA HA BAKAHTHBIE J0JIKHOCTH.

Cucrema HaiiMa u o0TOOpa mepcoHana opranuzauuu. lIpenmyiiecTBa M HEAOCTaTKU
BHYTPEHHUX W BHEITHUX UCTOUYHHUKOB MPUBJICUCHUS nepcoHana. [IpuHIunel u kputepun ordéopa
nepconana. [lopsiiok odhopmieHus, BeAeHUS U XpaHEHHs JOKYMEHTAIINH, CBSI3aHHOM C TOMCKOM
nepcoHaina. JIokajabHbIE aKThl OpraHU3al|K, PETYIUPYIOLINE TOPSI0OK O0ECTIeUeHUsI IEPCOHAIOM

3.5. llopsinok popmupoBaHusi, BeJeHHsl 0AHKA JAHHBIX O MEPCOHAJIE OPTaHU3AIUH H
NpeaocTaBIeHue OTYeTHOCTH.

@dopmupoBanue 0a3 JaHHBIX O TNEpCcOHANEe OpraHu3anuu. AHanu3 OaHKa JaHHBIX.
TexHomoruu, METOAbl M METOAMKU TMPOBEACHUS aHaln3a, CUCTEMATH3allMH JOKYMEHTOB M
nHpopmanuu
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Y4eOHo - TeMATH4YeCKHUIl TIaH U CUMILTUHBI
«Ilopsimok npuéma Ha padoTy NMepPCoOHAIA)

Ne DopMblI
B Tom uncie, akagn. AyauTopHbIe
n/n KOHTPOJI
yac 3aHATHS, AKaJ. Yac
Bcero i
HanmenoBanue )Ilflucunmmnm aacos, | AYMTOD Cam. NeKIuu | MpaKT.
(monyneir) uac HBIX paboTbI 3AHATH
npuMeHeH a
uem
A0T*
1. | IIpwem Ha paboTy (ycCTaHOBIECHHE 6 2 4 1 1
TPYJOBBIX TTPABOOTHOIIICHUH).
2. | [opsmok 3akiOYEeHUS  JOTOBOPOB 6 2 4 1 1
(KOHTpaKTOB).
3. | [lpaBuna BHYTpPEHHETO TPYIOBOTO
pacropsiaka. JomKHOCTHBIE 6 2 4 1 1
WHCTPYKITUU pabOTHHUKOB
npennpusitus. lltaTHOE pacimcanue
4. | Metoapl 00paboTKN HH(DOPMAITHH C
MIPUMEHEHUEM COBpPEMEHHBIX
TEXHUYECKUX CPEJICTB, 6 2 4 1 1
KOMMYHUKaUl 51 CBsI3H,
BBIYUCIUTEIHHON TEXHUKH
5. | HopMbI 3THKH JI€JIOBOTO OOIICHHS.
ITepenoBoii OTEUECTBEHHBIN u 6 2 4 1 1
3apyOeXHBIH  ONBIT B  00JacTH
yTnpaBiieHHS IEPCOHATIOM
HTtoro 30 10 20 5 5

ConepxaHue THCHHILINHBI
«Ilopsinox mpuéma Ha padoTy nmepcoHaJa»

4.1. Ilpnem Ha padoTy (ycTaHOBJIEHHE TPY/AOBbIX IPABOOTHOLIEHHI).

[Tomarosast mpouenypa odpopmieHus nmpueMa Ha padoty. TpynoBoii 1orosop. JJoKyMeHTbI
HE00XO0/AMMBIE TIpU NpHeMe Ha paboTy. McnbpITaTebHbINA CPOK.

4.2. llopsiiok 3aKJII0YeHUsI JOTOBOPOB (KOHTPAKTOB).

VYHupuuupoBaHHble cUCTEMBI JOKYMEHTau. TpeboBaHus K 0(pOPMIICHHUIO TOKYMEHTOB.

4.3. TlpaBuia BHYTPeHHEro TPYAOBOro pacnopsiika. J{0JKHOCTHbIe MHCTPYKLHH
padoTHukos npeanpusaTus. lllTatHoe pacnucanmne.

[TpaBuia BHyTpeHHEro TpynoBoro pacropsaka. CocTaBieHHe MPaBUI U UX 0OpPMIICHHE.
JIOMKHOCTHBIE MHCTPYKIIMHU paOoTHUKOB. [lITaTHOE pacnucanue.

4.4. Metoabl 00padoTKu MHPOPMALMH C IPUMEHEHHEM COBPeMEHHbIX TeXHHMYEeCKHX
CpeCcTB, KOMMYHUKAIMI U CBAI3H, BBIYUCIUTEIbHOH TeXHUKH

CoBpemeHHbIe crniocoObl 00paboTku uHpopmanuu. [IpuMeHeHHe aBTOMAaTH3MPOBAHHBIE
cucreM ynpasieHus. [Ipobiaembl, cBI3aHHbBIE ¢ KOMIBIOTEPHBIMH CIIOCOOaMU 00pabOTKH JaHHBIX
Y MX OTJINYHE OT HEaBTOMaTH3UPOBaHHBIX. OCHOBHBIE 33/1a4H, PEIIAEMbIEC TP ITOM.

4.5. Hopmbl 3THKH J1ej10BOro obuienusi. [lepenoBoii oTeyecTBEHHBI U 3apy0eKHbIii
OIBIT B 00/1aCTH yIIPABJICHUS NEPCOHAIOM

OTHKa JeT0BOT0 OOIIEHHs: HEOOXOAMMbIE HABBIKH JJIsi COBPEMEHHOT0 yesioBeka. OCHOBHBIE
MPUHIUIB AesoBoro obmenus. [Iporece obmeHus.
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Y4eOHo - TeMATH4YeCKHUIl TIaH U CUMILTUHBI
«PaboTa ¢ Tpy10BbIMH KHHKKAMU W BOMHCKHMI YUET»

Ne DopMblI
B Tom 4uciie, akan. AynuTopHbBIE
n/n KOHTPOJI
yac 3aHATHS, AKA/. Yac
Bcero i
HaumenoBanmue )mucunmmm)l aacop, | AYAHTOP cam. JNeKINHN | MpaKT.
(mony.ieii) uac HBIX pa6oTsI 3AHATH
NpUMeHeH a
neMm
A0T*
1. | IlpaBuma BeneHWss ©  XpaHEHUS
TPYIOBBIX KHIDKEK W BKJIAIBIIIECH K
HHM, U3TOTOBJICHHE OJIaHKOB 18 4 14 2 2
TPYOOBONH KHWKKH W OOecTedeHUs
uMH paboTonaTenei
2. | dybnukar TPYJOBOM KHIDKKH. 4 2 2 1 1
Brinaya TpyA0BON KHHKKH
3. | Ocobennoctu nepexoja Ha
JNIEKTPOHHBIE TPYAOBBIE KHWXKKH. 8 2 6 1 1
Benenue Tpy0BOM KHUXKU B
ANEKTPOHHOM (popmare
4. | OdopmieHrEe yYETHBIX ITOKYMEHTOB,
MIOCTAaHOBKA W CHSTHSI BOMHCKOTO 10 2 8 1 1
yueTa
Hroro 40 10 30 5 5

Coaepixanue 1M COUHUIIIMHBI
«PaboTa ¢ Tpy10BbIMH KHH:KKAMHU H BOMHCKHUH y4€T»

5.1. IlpaBuna BedeHMs] M XpaHEHUS] TPYAOBBIX KHHKEK M BKJAAbIIIEl K HHUM,
U3roToBJIeHHEe 0JIAaHKOB TPYI0BOil KHMKKH M o0ecniedeHUsi UMH padoToaaTeJieil.
TpynoBas xkHuxkka. [IpaBuiia BeieHNUs U XpaHEHUS TPYIOBBIX KHM)KEK M BKJIAJBIIIEH K HUM.
Benenue TpynoBbIX KHMKEK MHIWMBUIYaldbHBIM MpeanpuHumareseM. OCOOEHHOCTH TpPYAOBBIX

KHWXKXCK HHOCTPAHHBIX IT'OCYAApCTB.

5.2. ly6smkat TpyaoBoii KHUKKH. BbI1aua TPy/10Boi KHUKKH
Odopmnenue nydnukara TpynoBoM KHIKKH. [1opsI0K BbIIauM TPYIOBOM KHUKKH.
5.3. Oco0eHHOCTH Nepexo/ia HA 3JIeKTPOHHbIe TPYAOBble KHH:KKHM. Benenune TpyaoBoii
KHHMKKHU B 2JIEKTPOHHOM (opmare.
DJNeKTpOHHas TPYAOBask KHIDKKA (IIPEIOCTaBICHUE CBEACHUN O TPYAOBOH JAEATEIBHOCTH B
9JIeKTpOHHOM BHje). CpokM mepexoja Ha 3JIEKTPOHHYIO TPYIOBYIO KHIKKY. OCOOEHHOCTH
nepexofa Ha JJIEKTPOHHBIE TPYAOBbIE KHUKKH.
HOpPMATHBHBIE aKThl, KOJUIEKTHBHbIE M TPYJOBBIE JOTOBOpHL. BeneHue TpynoBOWH KHHMKKU B
anextporHoM popmare. Hoserit otuer C3B-T/I B [IOP: xTo cnaer, obpasern hopmbl
5.4. OdopmieHue y4eTHbIX JOKYMEHTOB, IOCTAHOBKA M CHATHS BOMHCKOI0 y4yeTa.
ITocTaHOBKA HA BOMHCKHUI y4eT (CHATHE C BOMHCKOTO y4eTa) OTAENbHBIX KaTeropuit

rpaxxJiaH P® u BHEeceHHe H3MEHEHMUII B JOKYMCHTBI BOMHCKOI'O y4e€Ta.

IlpakTHyeckne 3aHATHA.

Buecenne wu3MeHEeHUNW B JIOKAJIbHBIE

3amonHEeHHE TPYJOBOM KHIDKKM W BKJIaJbllIa K HEH.
Odopmienne nydankara Tpy10Boi KHIKKUA. DOpMBI TOKYMEHTOB BOMHCKOT'O yUeTa.
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Y4eOHO - TeMaTH4YeCKHUil IVIAH JMCUUILTHHBI
«OdopmiieHue exerogHOro oTmycka. JInunoe aes10 rocy1apcTBeHHOro
MYHHIHMNAJIBHOIO CJIY/KAIIero»

Ne B ToMm umcie, akaj. AyauTopHbie DopMblI
n/o qac 3aHATHUA, aKad. YaC| KOHTPOJIA
HaumeHoBaHMe TUCHUANINHBI Beero ayauTop caM. JIEKIMH | NPaKT.
(Mony.reit) Hacos, HBIX paboTeI 3aHSATH
yac NPUMEHEeH a
HeM
JOT*
1. | Odopmiienue €XKETr0IHOTO 2 5
OTIyCKa
2. | JIny"oe neno rocyaapCcTBEHHOTO 2 5
MYHHIIHITAIEHOTO CITYXKAIIIETO.
Hroro 4 4
Conep:xaHue TUCHHILINHBI
«OdopmiieHue e:keroaHoro oTmycka. JInutoe aejio rocy1apcTBeHHOT0
MYHHIHNAJTBHOTO CJIYKAIIEr0»
6.1 OdopmiieHne e:kerogHOro OTIMyCKa
Odopmienne exeroHOTo0 OTIycKa: MoIIaroBas Npoueaypa.
6.2. JIuuHOe 1eJ10 rocyJapCTBEHHOT0 MYHHIMIAJIBHOI0 CJIY KAIIero.
[Topsiike BeACHUS JIMYHOTO JielIa MyHHUITMITATEHOTO CITYKAIIETO. TTOPSIKE BEACHUS JIMYHOTO
Jieia MyHULIUITAIBHOTO CITY’KaIEro.
Y4eOHO - TeMATHYECKHH IJIAH AUCIHAILIHHBI
«ITopsinok u opopmiieHre OTIYCKOB Pa3JINYHOr0 Buaa. JIMCTOK BpeMeHH 0l
HeTPYA0Ccnoco0HOCTH. MaTepHuaibHAsI OTBETCTBEHHOCTH PA0OOTHUKOB)»
Ne B Tom uncie, akan. AyIuTOpHBIE DopMbl
n/n qac 3aHATHUSA, aKad. YaC| KOHTPOJA
HanmeHoBanue TMCHMILINHEI Beero aynuTop caMm. JIEKIIMM | TPaKT.
(Moay.reid) 1acos, HBIX paboThI 3aHSATH
yac NPUMEHeH s
HEeM
JO0T*
1. | CocraBnenue rpaduka OTIYCKOB,
0COOCHHOCTH
MPOJIOIIKUTENEHOCTH €KETOAHOTO 4 2 2 1 1
W JIONOJHUTEILHOTO OTITyCKa JIIs
OTJICTbHBIX KATETOPUH.
2. | IlpenocraBicHue €XKEroqHOro 2 1 1 1
OTLIAYMBAEMOT0 OTITyCKA.
3. | I[lpaBuna 3amoSHEHHS  JIMCTKA 2 1 1 1
HETPYI0CTIOCOOHOCTH
4. | MarepuajibHass OTBETCTBEHHOCTH 2 )
paboOTHUKOB
10 4 6 2 2

16




Conep:xaHue TUCHHILINHBI
«Ilopsimok u opopMiIeHHE OTIIYCKOB Pa3JIMYHOr0 BUAA. JINcTOK BpeMeHHOI
HETPYA0COCOOHOCTH. MaTeprajibHAsl OTBETCTBEHHOCTh PA0OTHHKOB)

6.1. CocTaBieHne rpaguka OTIyCKOB, 0COOEHHOCTH NMPOI0IKUTEIHLHOCTH €3Ker0IHOr0
1 IONOJTHUTEIBHOT0 OTIYCKA /IS OT/AJIbHBIX KATeropui

CocraBnenue rpapuka OTHYCKOB. OCOOEHHOCTH MPOJOKUTEIBHOCTH €XKErOAHOTO U
JOTIOJTHUTEIIBHOTO OTITYCKa Ui OTACIbHBIX KaTeropuil. JIbroTHbIe KaTteropuu paOOTHHKOB,
KOTOPBIE UMEIOT MPaBoO OpaTh OTIIYCK B JII000E Bpemsl.

6.2. IIpenocTaB/ieHHE €Ker0JHOr0 ONJIAYMBAEMOI0 OTIYCKA.

[lonaTne M BUABI €KETOAHBIX OIIAYMBAEMbIX OTIYCKOB IlpemocTaBiieHue €XerogHoro
OITAYMBAEMOT0 OTITYCKa B CPOKH, IIPEyCMOTPEHHBIC IPaKOM OTITYCKOB. BHEceHne n3MeHEeHHS
B rpaduK OTIYCKOB. BUIBI OTIYCKOB M 0COOEHHOCTH O(OPMIICHHUS: OTIYCK 0€3 COXpaHEHHS
3apabOTHOM TUIAThI, Y4EOHBIH OTITYCK H T.II.

6.3. IIpaBuJia 3anM0/THEH NS JTUCTKA HETPYI0CIOCOOHOCTH

[Mopsimox oopmiteHUst TUCTKA HETpyIococooHocT. Hapymienus: B opopMIiIeHHH JIHCTKA
HETPYI0CITOCOOHOCTH. DINEKTPOHHBIE OOTEHUYHBIC JIUCTHI.

6.4. MaTepuaJibHasi OTBETCTBEHHOCTh PA0OOTHHKOB

MartepuanbpHasi OTBETCTBEHHOCTh palOoTHHMKA miepen paboromareneMm. OrpaHuueHHas
MaTepualibHas OTBETCTBEHHOCTh [lonHasi MarepuanbHas OTBETCTBEHHOCTb. KoJIeKTHBHAs
MaTepUalibHasl OTBETCTBEHHOCTb.

Ipakrnyeckue 3ansitus. CocraBienue rpaduka otmyckoB. OdopmieHue aHuCTKa
HETPYI0CIIOCOOHOCTH.
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Y4eOHO - TeMaTH4YeCKHUil IVIAH JMCUUILTHHBI
«Ilopsinok ycTaHoBJIeHUsI pa00ThI VISl Pa3HBIX KaTeropuii padoTHUKOB. Pe:kum
padoTbl. CoBMeCTHTEIb HJIN COBMENIEHH .

Ne B Tom uncie, akan. AyauTopHbie DopMblI
n/n yac 3aHSATHS, aKA/l. 4ac | KOHTPOJIsI
HanMeHOBaHUe TUCHUILINHBI Beero ayauTop cam. JICKUHMH | HPAKT.
(Moxy.reii) 1acos, HbIX paGoTsl 3aAHATH
Jac npuMeHeH -
uem
J0T*
1. | Opranuzanus TpyJa, peKuM Tpyla u 4 4
OT/IbIXA, panroHaILHOE
0o0OpyZiOBaHWE MECT, CaHUTapHbIC
HopMbI. OruiaTta Tpyia 1 MOTHUBAIIHS
2. | Ynopasnenue 9eJI0BEUCCKIMHU 4 4
pecypcamu.
3. | UccnenoBanus COLIMAJILHO- 4 4
MICUXOJIOTHYECKOTO KIIMMaTa,
YperyJIupOBaHHUs KOH(IMKTOB,
BBISIBJICHUS IPUYMH KOH(IUKTOB
4. | HopmupoBaHust ~ Tpyna,  OLEHKH 8 8
pe3epBoB M arrectanuu. lIpaBuina,
HOPMBI OXpaHbl M OE30MaCHBIX
yCJIOBHM Tpylia
5. | CTpykTypa mepcoHana U yClIoBUs 2 2
HariMa. TekydecTb KaJIpoB, IPOryJIbl
6. | UHocTpanHble pabOTHUKH, TpaBUIa 4 4
MpreMa W YBOJbHEHUS PabOTHUKOB,
OTBETCTBEHHOCTh PabOTOATENS,
MOPSIOK OPOPMIICHUS KBOT
7. Buasl coBmecturensctBa. OCHOBHBIE 2 2
OTJIHYHSI COBMECTHTEIILCTBA u
COBMEIIICHUS
Hroro 28 28

Conep:xaHue TUCHUIIMHBI
«ITopsinok ycTaHOBJIeHHs padOThI AJI51 Pa3HBIX KaTeropuii paboTHNKOB. Peskum
padotbl. CoBMecTHTEIb I COBMELIIEHUE.»

8.1. Opranu3auus TpyAa, pe;uM TPyda U OTAbIXA, PAlIHOHAJIbHOE 000PY/A0BaHUE MeCT,
caHuTapHbie HOPpMBIL. OmuIaTa Tpyaa 1 MOTHBaLHs.
Opranuzanus Tpyla Ha NPEANPUATHU: NPUHIUNBI U (GOpMbl OpraHuzauuu. Pexum Tpyna u
otabixa. Opranmzanus pabounx mect. OpraHuzanust TpyZOBOro Ipolecca. YCIoBHS TpyAa U
oraeixa. Omiata TpyJia ¥ MOTHUBALIUS.

8.2. YnpaBiieHHe YeJIOBeHeCKMMH PecypcamMu.

PaccmarpuBanne paGOTHMKOB Kak aKTHBa WM YeJoBedeckoro kanurtai. [lmanupoBaHus
COLIMAJIbHOTO Pa3BUTHS KOJJIEKTUBA U PA3BUTHUS TBOPUECKOIO MEpCoHama

8.3. HccienoBaHusi COUMAJBLHO-NICMXO0J0THYECKOr0 KJIMMATa, YyperyJiupoBaHus
KOH()IMKTOB, BbISIBJICHUS] IPUYMH KOH(PJIUKTOB
Ilcuxonornyecknii KauMaT B KOJUIEKTUBE M KAaK UM YHpaBisiTh. DakTOphl ONpEAeIsAIolune
COLIMATBbHO-TICUXOJIOTHYECKUN KITUMAT opranu3anui. KoHQIUKT: mpyUunHbl, HICTOYHUKU U CTaIUU
pa3BuTHs. Turnbsl KOHGIUKTOB. KOHDIUKTHI ¥ MyTH UX IPEOIOJICHHS.

8.4. HopmupoBaHusi Tpy/Aa, OUEHKH pe3epBoB M arTecranuu. IlpaBuia, HopmbI
OXpaHbI M 0€30NACHBIX YCJI0BHI Tpyaa
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Hopmuposanue Tpyna Ha npeanpusatuu. Coaep:kaHue U 3aja4d HOPMUPOBAHUS TpyZa.
W3zyuenue 3atpat pabodero BpeMeHu. OxpaHa TpyAa Ha IPEANPUATHH.

8.5. CTpykrypa nepconaJjia u ycjoBusi Haiima. TekydecTh KaJpoB, MPOry.Jabl
CrpykTypa nepcoHana opraHu3anud. [ TaBHas MpUYUHA TEKYYECTH MEPCOHANIa — ONIMOKH
Haiima. TpynHocTH ajanTanuu, Kak MpUYMHA TEKy4decTH IepcoHana. HeynoBieTBopUTeNbHBIE
ycnoBust Tpyna. Pazsurue nepconana. Koaddumment texyuectu kaapoB. UTo cuuTaTh Mporysiam.
YBoJIbHEHHE 32 TIPOTYJIBI.
8.6. HNHocTpaHHble pa0OTHHKH, NMPaBHJIA NpPHEMAa H YBOJbHEHUs] PaOGOTHHKOB,
OTBETCTBEHHOCTHb padoToaareJisi, NOPsiI0K 0()OpMIIeHUSI KBOT
WHocTpanHbie paOOTHUKHM: OCHOBHBIE IIPaBUJIa IpUeMa Ha padoTy U yBOJIBHEHUS. 3aKIIOUCHUE
TPYAOBOI'O JOTOBOPA C MHOCTPAHIIEM: OCOOEHHOCTH. AJIMUHUCTPATUBHASI OTBETCTBEHHOCTh
3a HAPYHICHUC MUT'PAIIMOHHOTO 3aKOHOAATC/ILCTBA. KBoTa Ha IIPpHUEM NHOCTPAHHBIX I'paKaaH.
8.7. Buabl coBMecTHTENHCTBA. OCHOBHBIE OTJIMYHSI COBMECTUTEIHCTBA U COBMEIIEHHS
Buner copmecturenscTa. JlonomHUTENNbHAS padoTa: YeM OTINYAETCS COBMEIIEHUE OT
COBMECTHUTEINIbCTBA U KaK IMPAaBUIBLHO MX 0()OPMUTH C TOUKH 3PEHHUSI TPYIOBOTO 3aKOHOAATEILCTRA.

Y4eOHO - TeMaTHYeCKHIl IJIaH TUCHHILIHHBI
IIpemupoBanue pad6oTHukoB. [lopsanok pacTop:keHnst TPYA0BOTO IOrOBOPA MO
HHUIHATHBE PadoTOoAaTe IS,

Ne B Tom uncie, akan. AynuTopHbIe Dopmbl
n/n yac 3aHATHS, AKA/. 4aC | KOHTPOJIS
HauMeHoOBaHUe THCHUILIMHBI Beero ayaurop cam. JEKIUHA | PaKT.
(Mony.Jeii) 1acos, HBIX padoTsI 3aHSATH
yac npuMeHeH dq
uem
A0T*
1. | Cuctembr, MeToAbl M (QOPMBEI
MaTepUANLHOTO 1 HEMATEPHAILHOIO 4 4
CTHUMYJHPOBAHUS TPYIOBOM
JIeSITEIIbHOCTH MTEPCOHAA.
2. | Ipekpaienne TpPymOBOrO JOrOBOpPa
0 0OCTOSITENbCTBAM, HE 3aBUCSLINM
OT BOJIM CTOpoH. JIukBuaanus ) 9
HNPEATIPUSTHS. CoxkparieHme
YHCICHHOCTH WJIM LITaTa paOOTHUKOB
OpraHu3alnn
3. | M3meHeHune yciIOBHl  TpPyHOBOTO
JIOTOBOpa o WHUINATHBE 2 2
pabotonaTens.
4. | BpeMeHHBII TepeBON HaA JPYTYIO 2 2
paboTty 0e3 corjiacusi pabOTHHKA.
Hroro 10 10
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Conep:xaHue TUCHHILINHBI
IIpemupoBanue padoTHUKOB. [lopsigok pacTop:keHUus1 TPYA0BOI0 10roBOpa Mo
HHULHATHBE padoToaareJis.

9.1. Cucrembl, ™MeToAbI Hu (OPMBI MATEPHAIBHOTO H HeMATePUAIBLHOIO
CTUMYJIMPOBAHMS TPYA0BOIi 1eATEJIHbHOCTH MEPCOHAJIA.

MartepuanbHOe CTUMYJIMPOBaHUE NepcoHana. OCHOBHbBIE IPUHLIMIIBI OPraHU3AUK OILIAThI
TpyZa B YCJIOBHUSX PBIHOYHOW 3KOHOMHKH. DOpPMBI M CHCTEMBI OIUIAThl TpyAa. MarepuanbHble
HeJeHe)KHble cTUMYIbl. HeMaTepuanbHoe cTuMmynupoBanue nepcosana. [lorpedbHoctu uenoBeka
U XapaKTepUCTHKAa MOTHBALlMM, pPa3BUBAIOIIEKHCS Ha HMX OCHOBE. MeToabl MOpaibHOTO
CTUMYJIMPOBAHUS IepcoHana. MeToibl OpraHM3allMOHHOI0 CTUMYJIMPOBAaHUS I1EpCOHAA.

9.2 IIpexpaleHue TPY/0BOr0 10roBOPa Mo 00CTOATEILCTBAM, He 3aBUCAILIUM OT BOJIM
cTopoH. JlukBuaauus npeanpusatTusa. CokpanleHue YUCJICEHHOCTH WIH IITATa pAa00THUKOB
OpPraHu3anuu

TpynoBoii 10roBop MOKET OBITH PACTOPTHYT MO MPUYKUHAM, HE CBSI3aHHBIM C HHUIIUATHBOU
pabotHuka wnu paboroxmartens. JIMKBumauus mpennpuaTus. YBOJIbHEHHE COTPYIHUKOB MpU
JUKBUJIALUUU TIPEANPHUATHS: MOPAIOK JeicTBUi. ['apaHTuuM M KOMIEHcaluuu pabOTHUKAM IPU
TUKBUAAUMU opranu3anuu. COKpalleHne YMCICHHOCTH WM IITaTa pabOTHUKOB OpraHH3alHu:
npouenypa.

9.3 U3meHeHHUeE YCI0BHIi TPYA0OBOI0 10r0BOPa N0 MHUIMATHBE padoToAaTe IS,

V3MeHeHne YCIIOBHI TpPyIOBOrO JOTOBOpa IO HWHHUIMATHBE paboromatens. [lopsmox
nevictBuid. Bunpl nepeBosioB. [lepeBos Ha paboTy B APYTryt0 MECTHOCTh BMECTE ¢ paboTomaresnem.

9.4. BpemenHblii mepeBoJ Ha ApPYryio padoty 0e3 coriacus padornuka. IlepeBon
Pa0oTHUKA HA APYIYI0 pa0oTy B COOTBETCTBHHU € MEAULNHCKUM 3aK/JII0YeHHEM

Bpemennsliii nepeBon Ha apyryro padory. Ilopsgok nelicTBuil npu nepeBojae pabOTHUKA.
OcoOeHHOCTH TepeBOJia OTIENbHBIX KaTeropuii paboTHukoB. IlepeBon MO MeIUIMHCKUM
MIOKa3aHUsM: [IOILIAaroBas Mnpoueaypa.
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Y4eOHo - TeMaTH4YeCKHUil JIaH JUCHUILITNHBI
«OdopMiieHus npekpalieHus TPYA0BOro 10ropopa. BHyTpeHHuii ayaur.»

Ne B ToM uncie, akan. AynuTopHBIE ®opmbl
n/n yac 3aHATHS, AKA/. 4aC | KOHTPOJIS
HanMeHoBaHHWe TMCUMILTMHBI Beero [ aynurop cam. JeKIuM | MpaKT.
(Moxyreii) 1acoB, HbIX paGoTsl 3aAHATH
yac IpUMeHeH -
uem
A0T*
1. | AHHynupoBaHHe TPYAOBOTO
morosopa. Odopmierne mepeBoga U
YBOJIbHEHHUSI pabOTHUKOB B
COOTBETCTBUH c TPYIOBBIM 4 4
3aKOHOJATEJILCTBOM, IOJIOXKEHUSIMH,
WHCTPYKLUSIMH U IIPUKA3aMU
PYKOBOJIUTEIISI IPEANPHSTHS
2. HN3Menenue  ycioBUil  TPYIOBOIO
JOrOBOpa 10 MHULIUATHBE PaOOTHHKA.
[IporpamMMbl TOATOTOBKH K BBIXOIY B 2 2
OTCTaBKy pabOTHUKOB U MPOIECCHI
BBIIJIATHI TOCOOUI pabOTHIKAM
3. | [lpukas Ha YBOJIbHEHHE,
KOMIIEHCAIMsl 3a HEHUCIOIb3yeMbIi 2 2
OTIyCK. BrIx0oaHbIE TOCOOHS
4. | Opranuzauusi NPOBEACHUS ayAWuTa U
KOHTPOJITMHTA B YIpaBIeHUU 2 2
[IEPCOHAIOM
Hroro 10 10

Copep:xxanue JHCHUIIMHBI
«OdopMmiieHus npekpalieHus TPYA0BOro A0roBopa. BHyrpeHHuii ayaur.»

10.1 AnnynupoBaHue TPyA0BOro norosopa. OdopmMmieHue mepeBoaa U yBOJIbHEHHS
PaGOTHHKOB B COOTBETCTBMM € TPYIOBBIM 3aKOHOJATEJIbCTBOM, I0JIOKEHUSIMM,
HHCTPYKIUSAMH M MPUKA3aMU PYKOBOIMTEIS MPeINpUATUs

AHHYyIUpOBaHKE TPYAOBOIO JOTOBOpA: KOI'Jla pa3peiieHo 1 kak opopMuth. O0s13aTesIbHbIE
yCJIOBUS aHHYJIMPOBaHUS U npaBuia opopmienus. [Topsaok nepeBosia 1 yBoJIbHEHUS paOOTHHKA.
OcHoBaHMSI AJi1 YBOJIbHEHUS pPaOOTHHKA. YBOJbHEHHE BO BPEMsI HCIBITATEIbHOI'O CpOKA.
VYBOJIbHEHHE 110 COOCTBEHHOMY JKEJIaHHI0. YBOJbHEHHUE 110 COIJIAIIEHUIO CTOPOH. YBOJIbHEHHE
B CBSI3W C OKOHYaHHEM CpOKa TPYJOBOrO JOrOBOpa. YBOJBHEHHE B CBSI3U C HapyLIEHUEM
TPYZIOBBIX 00s13aHHOCTEH. YBOJIbHEHHE UTUTENIBHO OTCYTCTBYIOLIET0 pabOTHHKA.

10.2 U3meHeHHe yCJI0BHMI TPYA0BOIO 10roBOPa 10 MHUIMATHBE Pa00THHKA.

W3meHeHne ycnoBuil TpynoBOro JOroBOpa MO HMHMIMATUBE paboTHUKA. [Iporpammsl
MOJITOTOBKH K BBIXOJIy B OTCTaBKY paOOTHHMKOB U ITPOLIECCHI BBIMIATHI TOCOOUI paboTHUKaM

10.3 [Ipuka3 Ha yBoJIbHEHHE, KOMIIEHCAMSA 32 HEUCNOJIb3yeMblii 0TnycK. BbixoaHblie
nocooust

[Tpuka3 Ha yBonbHeHue. OOpasen mpukaza. KoMmmeHcanus 3a HEHCIIOIb3yEeMbI OTITYCK.
Pacuer BbItutatT npu yBosnbHeHUH. BbIxoaHble mocoOusl.

10.4 Opranu3anus npoBeIeHUs ayINTA H KOHTPOJIJIMHIA B YIPABJIEHUHU NEPCOHAIOM

OcCHOBBI TPOBEJCHUS ayIUTa U KOHTPOJUIMHTa repcoHana. Obmas cxema ayauTa nepcoHasia
B opranuzanui. OCHOBHbIE HANpaBJICHUs ayJuTa NepcoHana. Poilb KOHTPOIIMHTA B CHCTEME
yIpaBieHUs IEPCOHAIOM OpPTaHU3allHH.
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Y4eOHo - TeMATH4eCKHUIl MJIAH AU CHUTITHHBI
Kaaposoe nesionpoussoacrtso B nporpamme 1C:3VII

Ne B ToM uncie, akan. AynuTopHBIE ®opmbl
n/n qac 3aHATHS, aKA/1. YaC | KOHTPOJISI
HanMeHnoBaHue AMCHHUILIHHBI Beero ayauTop cam. JIEKIHH | NPaKT.
(Mony.ei) Hacos, HBIX paGoTsl 3aHATH
yac NpUMeHeH -
nem
A0T*
e IR 30
Hroro 30 30 30

Conepxanue THCHUILINHBI
Kanposoe nesionpoussoactso B nporpamme 1C:3VI1I

IIpakTnyeckue 3aHsATHUS. 3HAKOMCTBO C KOH(urypamueil «3aprata U yIpaBieHHE
IIEPCOHAIIOM». HavanpHoe ~ 3amonHeHue  MH(OpPMALMOHHON 0a3bl. CrnpaBo4HUK
«Ilogpaznenenusi». CnpaBounuk «JlomkHoctu». IlltatHOoe pacnmucanue. CriocoObl cO3maHMs
HOBOTO coTpyaauka. OdopmieHue mpruema Ha paboTy Ha KaKI0ro coTpyaHauka. [IlpueM Ha padorty
cruckoM. OcoOOEHHOCTH JIOKYMEHTOB IO IpuemMaM Ha paboty. Pabota co cmuckoM COTPYIHUKOB.
Hacrpoiika criucka juil, OTBETCTBEHHBIX 3a TIOIUCH TOKyMeHTOB. KapTouka dpusudeckoro iuma
U KapToyka coTpyAaHuka. Jluunble naHHble coTpynHUKOB. KaapoBble oTueThl. JIOKyMEHTBI
«Kanposeiii nepeBoa» u «Kanposbiii nepeBoj cnuckom». JlokymeHT «llepemenienne B apyroe
noapasaenenue». JlokymeHnt «M3menenue rpaduka paboTel crnuckom». CoBMmelleHue
TOJDKHOCTEN u ero oTmeHa. OCHOBaHUS Ui PacTOPKEHUsSI TPYAOBBIX OTHOIIeHUM. M3nanue
MIPUKA30B O PACTOPKEHUHU U IIPEKPAILEHUH TPYIOBBIX T0TOBOPOB B mporpamme 1C.
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TPEBOBAHUSA K OPTAHU3AIIMOHHO - IEJAT'OT'HYECKHUM YCJIOBUAM
PEAJIMBALIMU ITPOI'PAMMBI

OpraHu3alnOHHO-TIEAArOTMYECKUE YCIOBUS peanu3aluu padoueil yueOHON mporpaMmbl
00eCTeYnBaOT: pealnn3annio padodell mporpaMmbsl B TOJHOM 00beMe, COOTBETCTBHUE KayecTBa
MOJIrOTOBKM O0YYaIOIUXCsl YCTAHOBJIEHHBIM TPEOOBAHUSAM, COOTBETCTBUE IIPUMEHSAEMBIX (OpM,
CpeACTB, METOJOB OOYYCHHsSI M BOCIUTAHHS BO3PACTHBIM, MCUXO(U3MYECKHM OCOOCHHOCTSIM,
CKJIOHHOCTSIM, CIOCOOHOCTSIM, HHTEpecaM U MOTPEOHOCTSIM 00yUaroIIuXCsl.

KBamudukamonusie TpeOOBaHMSA, NPEABABISEMbIE K IEJarori4eckuM padOTHUKAM
VYuyebHoro 1ieHTpa, onpeneistorces O3 «O6 odpazoBanuu B PO» 1 MHBIMM HOPMAaTUBHBIMH aKTaMHU
(kBTN ()MKAMOHHBIMU CIIPAaBOYHUKAMH W/ UITH IPOPECCUOHATIBHBIMU CTaHAAPTAMHU).

KBanmudukannonnsie TpeOOBaHUS, MpeabsBisieMble K TobkHOCTH «[IpemomaBaTtensy:

BbIclIeE NMPO(ECcCHOHAIbBHOE 00pa3oBaHKE U CTaXK pabOThl B 00pa3oBaTEIbHOM
yupexIeHIH He MeHee 1 rojia, Mpyu HaJTMYuH OCIEBY30BCKOTO MPO(GECCHOHATLHOT0 00pa3oBaHus
(acmiupanTypa, OpAMHATYpPA, AABIOHKTYypa) WIM Y4YEHOW CTENEeHH KaHauaaTta Hayk — 0e3
IpeabsiBICHUs TPeOOBaHUMN K CTaKy paOOTHI.

[IpogomKUTENPHOCTh yU4€OHOIO 4Yaca TEOPETUUYECKUX M IPAKTUYECKUX 3aHATUH
cocraBiuser 1 akagemuueckuit vac (45 wmuHyT). IIpOAOIKHTENLHOCTh y4eOHOro wyaca
MPAKTUYECKOr0 00y4YeHHUs Ha MPOM3BOJCTBE COCTABIsIET 1 acTpoHoMUuYeckuil yac (60 MUHYT) B
COOTBETCTBHUH C TPYJIOBBIM 3aKOHOAATENbCTBOM PD.

Jnst oOydeHHs ciymareied 1Mo MporpaMMaM JOMOJHHUTEIBHOTO MPOQPecCHOHATHHOTO
obopazoBanusst AHO JIIIO «YuebOnsiii nentp IlepcnexktuBa» pacmonaraeT coOCTBEHHBIMHU
nomenienusmu (Yensounck, mp. [Tobeasr, 160).

IIpu peanuzanuu mporpaMM HCIoJib3yeTcs ydeOHas ayquTopus, KoTopas o0opyJoBaHa
HEOO0XOAUMBIMU TEXHUUECKUMH CPEACTBaMHU 00yUeHUsI.

Kpome ToOro, caymarenu B mpouecce 00ydeHus oOecrneuuBaroTcs HeoO0XO0AUMOit
HOPMATHUBHO-CIIPABOYHOM W y4eOHO-METOIUYECKOH  JuTeparypodd, HH()OPMAIMOHHBIMU
MaTepualaMH.

3aHATHS OYHOM YacTH OCYHIECTBISIIOTCS B mpeaenax padodero aus ¢ 08.00 o 18.00 ygac.
C yueroM mnoxenaHui oOyuarommxcsi, obeneHHblt mepepbiB ¢ 12.15 no 13.00, umeercs
BO3MOXXHOCTh MIUTAHUS B MMyHKTaX OOILIECTBEHHOI'O MUTAHMS, PACHOJIO0KEHHBIX B 30HE 1IaroBOM
JOCTYITHOCTH.

OO0y4eHue npoBOJUTCS:

1. B ¢opme neknMoOHHBIX 3aHATHH B O00OPYAOBAaHHOM Y4eOHOM Kjacce C
HCIOJIb30BAHUEM COOTBETCTBYIOIIEH YUeOHO — MaTepualibHOM 6a3bl (TeopeTnyeckoe o0yueHue);

2. B dopMme 1eKIIMOHHBIX 3aHATHIH — BEOMHAPOB € UCIOIb30BaHUEM HH()OPMALIOHHO
— TEJIEKOMMYHUKAIIMOHHOM ceTu MHTepHeT;

3. B ¢opme npakTrueckux 3aHATHH B clieUanibHO 000pYI0BAaHHOM KJlacce.

4. B ¢dopme camocTosiTenbHON paboThl MyTeM H3y4eHHsI TEOPETHUECKOTO yU4eOHO —
METOJIMYECKOT0 MaTepHasa o mporpaMMe B IUCTaHIIMOHHOM nopTaiie «IIpomerein» .

[Tpu peanuzanuu nporpaMMbl IPUMEHSIIOTCS CIEAYIONINE METOAbI O0yUEHHUS:

CioBecHsl€:
JeKIHs,
00BsICHEHHE,
Oecena,
JUCKYCCHS.
Harnsannasie:
WJLTIOCTpAIus,
JeMOHCTpAalXs BUI€0(PHUIHLMOB.
IIpakTHueckue:
yIpaKHEHUS,
MPAKTUYECKHE 3aHATHSL.

..'()O..!\)..O.!—‘
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Beibop MeTon0B 00ydeHust ompenensercs NpenojaBaTeieM Ul KaKJOro 3aHATUS B
COOTBETCTBUH C COCTAaBOM M YPOBHEM IOJATOTOBIICHHOCTH CIIyIIATENeH, CTENEHBIO CIOXKHOCTH
M3y4aeMoro Marepuasia, HUIMYMEM U COCTOSTHUEM TEXHUYECKUX CPEICTB.

HNHpopMalnoOHHO-METOJUYECKUE YCIIOBHS peanu3auy Paboudelt mporpaMmbl BKIFOYAIOT:

¢ Pabouyto nporpammy;

e YueOHBIN IIaH;

e KanienmapHusbIii yueOHbIHM rpaduk;

e Meroanyeckre MaTepraibl U pa3padoTKH;

e Pacniicanue 3anatuii

MarepuanbHO-TEXHHUECKUE YCIOBUS peanu3anuu Pabodeid y4eOHOH mporpaMMel
COOTBETCTBYIOT  TpeOOBaHMSAM K  ydyeOHO-MaTepualbHOW  0a3e, MpenbsBIAEMBIM K
00pa3oBaTEeNbHBIM OPTraHU3ALIUSIM.

MarepunajJbHO-TeXHHYECKHe YCJI0BHS peanusanuu Padoyeil yueOHoi mporpaMmMsl

TexHuyeckune cpeacrea Oﬁy‘IEHI/Iﬂ

KommnbroTep ¢ COOTBETCTBYIOIINM ITPOrPaMMHBIM 00ECTIEYEHUEM LITYK 1
MynbTHME TUAHBII IPOEKTOP HITYK 1
OkpaH MTYK 1
MarHuTHO-MapKepHas J0CKa LITYK 1
JucranunonHsiid Kype «Crienuanuct o ynpaBiIeHUIO ITepCoHaIoM» KOMILJIEKT 1
(Cuctrema gucranmonHoro ooydenus «lIpomereii»)

[Iporpamma «1C: 3YII» 8.3 KOMIDIEKT 1
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®OPMbI ATTECTAIIUU

Peanuzamusi mnporpamMmbl  CONMPOBOXAAETCS MPOBEICHHE JBYX BHUIOB aTTECTALIUU:
MPOMEKYTOUHOU U UTOTOBOM.

[IpomexyTouHass arrecTanusi MPOBOAUTCS JJsi YCTAHOBJCHHSI YPOBHS JOCTHKCHHS
pE3yNIbTaTOB OCBOEHHUS TEOPETHYECKOTo Kypca Mo yueOHOMy IuiaHy. Ecnu mocpenctBom
MIPOBEJICHUS] TIPOMEKYTOYHOU aTTeCTallud (OPMUPYIOTCS HEYIOBICTBOPUTEIHHBIC PE3YIIbTATHI
[0 OMPEJEJICHHBIM KypcaM, MpeaMeTaM, MOIYJISAM WIH K€ AUCHUIIMHAM, TO TaKue Pe3yJbTaThl
MIPU3HAIOTCS aKaIEeMUUECKOM 3a10JKEHHOCTBIO.

[IpomexyTouHas aTTecTanus MPOBOJUTCS B BHJIE IK3aMEHA C HCIIOIb30BAaHUEM TECTOBBIX
3aJaHUM.

HroroBas atrecranus mnpeactaBisieT coboil GopMy OLIEHKH CTEHEHH M YPOBHS OCBOCHUS
oOyuaroluMucs 00pa3oBaTeIbHONU IPOrPAMMBI.

[IpoBepka TeopeTUYECKUX 3HAHUN OCYIIECTBIAECTCA B yueOHOM KJlacce Ha TEPPUTOPUU
VYueonoro nearpa AHO JITIO «YueOnsiii nentp [lepcrektrBay.

Kpurepun oneHk# 3K3aMeHa IPOMEKYTOYHOI0 ATTECTAIIUH

3a Kax/10e NpaBWIBLHO PEHICHHOE TECTOBOE 3aJaHue IpucBauBaercs mno 1 Oamry. Obmas
CyMMa 0aJIJIOB, KOTOpasi MOXKET OBITH ITOJIYYE€HA 32 TECT, COOTBETCTBYET KOJIMUYECTBY TECTOBBIX
3alaHUM.

Or1ieHrBaeMBbIii IIOKa3aTelb Ornenka
Y 10BIETBOPUTENBHO Xoporo OTnuuHO
IporieHT HaOpaHHBIX OANIOB U3 55 -69% 70 -84% 85 % u Gonee
100% BO3MOKHBIX
KonnuecTBO TECTOBBIX Ot 30-37 Or 38-45 Ot 46 u 6onee
sagauuii: 40

Kputepuu onienku kBanupuKalruoHHOTO SK3aMeHa

OueHKoll «OTJIMYHO» OIICHUBAETCS OTBET, €cliu O0Oydaromuics CBOOOIHO, ¢ TIIyOOKUM
3HaHUEM MaTepuaia, MPaBHIBHO, MOCJIEIOBATEIHHO W TMOJHO BHIOEPET TAKTUKY NCHCTBHIMA, U
OTBETUT Ha JIONOJHUTENIbHBIE BOIPOCHI.

OneHka «XOpolIo» BBHICTABISAETCSA, €CIU O0YYaroIUiics TOCTaTOYHO YOEIUTENbHO, C
HECYIIECTBEHHBIMH OLIMOKAMHU B TEOPETUYECKOH MOJArOTOBKE M JIOCTATOYHO OCBOEHHBIMHU
YMEHUSIMHU, IO CYIIECTBY MPABWIBHO OTBETHJI HA BOIIPOC C JOMOJHUTEIBHBIMU KOMMEHTAPUSIMU
re/1arora Win J0MyCTUI HeOOIbIINe MOTPEIIHOCTH B OTBETE UM JeHCTBUU.

OneHka «y/10BJ1eTBOPUTEIbHO)» BBICTaBIISETCS, €CIIM 00yJaroLiics He

JIOCTaTOYHO YBEPEHHO, C CYIIECTBEHHBIMHM OIIMOKAaMH BBIMOJIHWII, KAaK TEOPETHUYECKYIO
4acTh, TaK W MPAaKTHYECKYIO, IMPOJEMOHCTPHPOBAB CJIa00 OCBOEHHBbIE YMEHHs. TOJBKO C
IIOMOLIBI0 HABOJSLIMX BOIPOCOB IpPENOAAaBaTelsd, HE YBEPEHHO OTBEYaJ Ha JIONOJHUTEIIBHO
3aJJaHHBIE BOIIPOCHI.

OneHka «Hey/10BJIETBOPUTEJbHO» BBICTABIIAETCSA, €CIM OOYJaIOUIUIICS UMEET OYeHb
ciaboe mpecTaBiIeHUE O MPEAMETE U HEJOCTaTOUHO, UJIM BOOOIIIE HE OCBOMII BOIIPOC, HE CMOT B
MOJIHOM Mepe NpPOAEMOHCTPUPOBATh YMEHUS U IMPAKTUUYECKHE HABBIKHU, JOMYCTHB CEPbE3HBIE
omnOKu. JlomycTun cyliecTBeHHbIE OIIMOKM B OTBETE€ Ha OOJBIIMHCTBO BONPOCOB, HEBEPHO
OTBevall Ha JOMOJHUTEIBHO 3aJaHHbIE €My BOIpOchl. Ilpu oOlieHKe «HEeyIOBIETBOPUTEIHLHO
o0yyaromemMycsi IpeoCTaBIIIeTCs] BO3MOKHOCTh IIepec/iaTh 3K3aMeH OJIMH pas.
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IHEPEYEHb HOPMATHUBHO - TEXHUYECKUX TOKYMEHTOB "
YYEBHO - METOJAMYECKOM JIUTEPATYPBI

HopMaTuBHBIE NIPaBOBbIE AKTHI

1. Koncturyuus Poccuiickoit denepariu npuHATa BCEHAPOIHBIM rosiocoBanuem 12.12.1993

2. I'paxxnanckmii kopekce Poccuiickoit @eneparmu (acts Bropast) ot 26.01.1996 Ne 14-D3

3. I'paxxnanckwmii kopekce Poccuiickoit @eneparmu (dacts nepsasi) ot 30.11.1994 Ne 51-D3

4. Kogexc Poccuiickoit ®enepanmi 00 aJIMHUHHCTPATUBHBIX MPABOHAPYIICHHSIX OT
30.12.2001 Ne 195-@3 (pex. ot 08.08.2024)

5. Hamorogsrii koneke Poccutickoit denepanuu (dacts Bropas) ot 5.08.2000 roga N 117-D3

6. Tpynosoii konekc Poccuiickoii @enepanuu ot 30.12.2001 N 197-D3

7. ®enepanbHblii 3ak0H «O BHECEHUU M3MEHEHHWI B OT/AENbHBIC 3aKOHOJATENbHBIE aKThI
Poccuiickoit ®exmepanuui M0 BOMPOCY KBOTUPOBAHHSI PabO4YMX MeECT Jisi WHBAIHIOB)» OT
23.02.2013 N 11-®3 (pen. ot 12.12.2023).

8. ®enepanbublii 3aKk0H «O MUTPALlMOHHOM YYeT€ MHOCTPAHHBIX TpakgaH U juil 0e3
rpaxkaancTsa B Poccutickoit @enepamum» ot 18.07.2006 N 109-03

9. ®epnepanbHbIii 3akoH «O MUHMMAaILHOM pa3Mepe omiatel Tpyaa» oT 19.06.2000 N 82-D3

10. ®DenepanbHblil 3ak0H «O TIepcoHaNBHBIX TaHHBIX» oT 27.07.2006 N 152-03

11. ®enepanbHblii 3aKkOH «O MPaBOBOM TOJIOKEHUU HWHOCTPAHHBIX Tpa)x<JaH B
Poccuiickoit @eneparum» ot 25.07.2002 N 115-03

12. ®denepanbHbiii 3aKk0H «O MpodecCHOHANBHBIX CO03aX, WX IpaBaX M TapaHTHUSAX
nesrensHocTi» o1 12.01.1996 N 10-D3

13. ®epnepanbublii 3ak0H «O TpynoBbeIX neHcusix B Poccuiickoit ®enepauuu» ot

17.12.2001 N 173-®3

14. [TocranoBnenue IlpaBurensctBa P® ot 01.09.2012 N 875 «O0 yrBepkaeHuu
[lonoxenuss o (¢eaepalbHOM TOCYIAPCTBEHHOM HAA30pe 3a COOJIOJCHHEM TpPYAOBOTO
3aKOHOJATENIbCTBA M MHBIX HOPMATHUBHBIX IPABOBBIX AKTOB, COJEpXKAIUX HOPMBI TPYJIOBOIO
paBay.

15. [TocranoBnenne Muntpyna Poccun ot 10.10.2003 N 69 (pen. or 31.10.2016)
«O0 yTBepkIeHUU VHCTPYKIMM IO 3alOJHEHHIO TPYIOBBIX KHIKEK» (3aperucTpupoBaHO B
Munrocte Poccum 11.11.2003 N 5219)

16. [Mocranosnenue IpaBurenscrtea PO ot 16.04.2003 N 225 (pen. ot 25.03.2013)
«O TpynoBeIX KHWXKax» (BMecte ¢ «lIpaBuimamu BemeHUS M XpaHEHHS TPYIOBBIX KHIDKEK,
M3TOTOBIICHUS OJIAHKOB TPY/I0BOM KHIKKU M 0OecIieueHust UMU paboTonaTeneii»)

17. [Tucemo Poctpyma ot 31.10.2007 N 4414-6 «Odopmienue Ha paboTy y
WHWBUYATBHOTO TPEATPHHUMATEIIS

18. [Tpuka3 Muntpyna Poccum ot 06.10.2015 N 691n «OO6 yTBepxaeHUH
poeCCHOHATBFHOTO cTaHAapTa «CIEUATUCT TI0 YIIPABJICHUIO TTIEPCOHATIOM)

19. [Tpuka3 Muntpyna Poccum ot 06.05.2015 N 276 «OO0 yTBepKICHHH
npodeccuoHaIbHOro cranaapTa «CHenualucT M0 OPraHU3alMOHHOMY M JIOKYMEHTAllMOHHOMY
00ECIIEYCHNIO YIPaBJICHUS OpTraHU3aIueii»

Hayunas Jureparypa

20. JlokymeHTanimonHoe  oOecrieyeHue  ympaBieHus.  JlokymMeHTooOOpoT U
nenonpousBojactso/moxa pen. M.H. Kysnenosa.- M.: FOpaiit, 2017. — 450 c.

21. WNHocTpanHble TpaxaaHe: HOBBIE IpaBuia odopMmieHHs Ha paboTy u

Hanoroo0ioxenue Boiruiat/mon ped. I'.10. KacesHoBO# (4-€ u3a., nepepab. u jom.). — M.: ABAK,
2015. - 352 c.

22. Kanposoe nemonponsBonactBo. Kak mpaBmiibHO 1 ObICTPO 0OPMUTH BaKHEUIIIHE
JOKYMEHTHI 110 TepcoHaly. — 2-€ u3., nepepad. u pomn. — M.: U3garensctBo «Aunbda-Ilpecey,
2017. - 264 c.

23. Hacronbnas knura kagposuka /noa pen. I'.1O. Kacbsnosoit (10-e uza., nepepad. u
nom.). — M.: ABAK, 2017. — 544 c.
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24, Odopmisiem kagpoBsle Ao0KyMeHThl/! B.MutpodanoBa, M. ®unaroBa (HOBoe 5-
e u3n.). - CII6.: [Tutep, 2017. - 400 ¢

25. [I[pueMm w©  yBOJIbHEHHWE pAOOTHHKOB C  Y4E€TOM BCE€X  HW3MCHEHUH
3akonogarensctBa/l".}0. Kacestrosa (16-e usn., mepepad u gom.). — M.: ABAK, 2016. — 200 c.

26. Poroxun M.IO. Tunnugele OMIKUOKU KaJIpOBOTO

JIEIOIIPOU3BOICTBA. — M.: 000

27. «[Ipocmekt»; 2016. — 190 «c., pexum gocryma  http://www.litres-
ru/pages/biblio_book/? art=21568548.

28. TpynoBbie KHIKKH: ipumepsl Beex 3amuceit/I™.10. Kacesarosa (13-e u3n., nepepad u
nom.). — M.: - ABAK, 2016. — 112 c.

29. I'opwienuna M.B., Cyxunun B.II., @upcosa E.}O. [Ipumenenue nenoBbIx Urp B

mporecce MOATOTOBKM K MPO(ECCHOHAIBHOW JEATEIIbHOCTH MEHEKEPOB MPOU3BOIACTBEHHON
cdepsl / B ¢6.: OOpazoBanre B COBPEMEHHOM MHUPE: POJIb BY30B B COIMATBHO-IKOHOMHYECKOM
pa3sBUTHH pETHOHA: COOPHHK HAYYHBIX TPYAOB MEXKIyHAPOJAHOH HAYYHO-METOIUYECKOM
koHdpepenimu / Ot.pea. T.W. Pynuesa. 2014. C. 231-234.

30. I'opmennna M.B., ®upcosa E.IO. [ucranimonHoe oOy4eHHE C TOYKH 3PCHUS
cucreMHoro noaxona // Becthuk CamMapckoro rocyIapCTBEHHOTO TEXHUYECKOTO YHUBEPCHTETA.
Cepus: Ilcuxonoro-nemparornyeckue Hayku. 2011. Ne 2. C. 23-26. 2

31. [Motemkun, B.K. Ynpasnenue nepconanom / B.K. [Toremkus. - CII6.: [Tutep, 2019.
-32c.

32. 72. ®énoposa, H.B. Ympasnenue nepconanom (s cno) / H.B. ®&noposa, O.1O.
MunuenkoBa. - M.: KuoPyc, 2017. - 64 c.

33. 73. KubGanoB, A.S. VYmpaBnenue mnepcoHaiom B Poccum: teopus.: Ku.2:
Momnorpadus / A.f1. Ku6anos, b.M. I'enkun, 1.B. JlaBpenthea u ip. - M.: Uudpa-M, 2018. - 64
C.

34. Kubanos, A.5l. YnpaBienue mnepcoHaJoM OpraHU3alMH: CTpaTerus.. YdeOHoe
nocobue / A.51. Kubanos, U.B. Jlypakosa. - M.: Uudpa-M, 2018. - 224 c.

35. VYnpasneHue nepconaiom opranusanuu: Yueouuk / Ilox pen. Knubanosa A4,
barkaesa U.A., Bopoxeiikun U.E. u np. - M.: Uudpa-M, 2018. - 64 c.

36. JementbeBa, A.I'. Ynpasnenue nepconanom: YueOuuk / A.I'. [lementoeBa, M.I.
Coxonoga. - M.: Maructp, 2018. - 352 c.

37. I'mankuii, A.A. 1C 3aprutata u ynpasinenue nepcoraigoM 8.3. 100 ypokoB amns

paunHaromux / A.A. T'magkuii. - M.: Dkemo, 2015. - 272 c.
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OIIEHOYHBIE CPEJACTBA

@DoH/T OIICHOYHBIX CPEJICTB MO MPOrpaMMe COCTOUT U3 JIBYX YaCTEH.

1. OueHoYHBIE CpelICTBA IMPOMEKYTOUHOM aTTECTAalluu, MPEACTaBICHHBIE TECTOBBIMHU
3aaHUSMU.
2. O1ieHOYHBIC CPEICTBA JIJIsl UTOTOBOTO dK3aMEHA: B BUJIC 9K3aMEHAI[MOHHBIX OUJIETOB IS

IIPOBEPKU 3HAHUM.

OIIeHO‘lHLIe cpeacrea aJis HpOMe)l(yTO‘lHOﬁ arrecTanmMu 1Mo uToraM OCBOCHUA
TEOPETHYCCKUX NUCHHUILIUH

Bonpoc 1. Uro HE BXoauT B 4HCJI0 00513aTeIbHbIX PEKBU3HTOB MEPBHYHOIO Y4ETHOIO
AOKYMEHTAa (B cOOTBETCTBHH c0 cT. 9 MegepanbHoro 3akona ot 06.12.2011 Ne 402-P3)?

- BEJIMYMHA HATYpaJbHOTO M (WJIHM) JCHEKHOTO M3MEpeHHus (pakra XO03sSHCTBEHHOW >KU3HU C
yKa3aHHeM eIMHUI U3MEPEHUS

- MECTO TeYaTH

- coneprkanue (pakTa X03sUCTBEHHOM KU3HU

- JlaTa COCTaBJICHUS JOKYMEHTa

Bonpoc 2. KakuM HOpMATHBHBIM IPABOBHIM AKTOM YCTAHOBJIEH NMOPSI0K Pa3padoTKu
JIOKQJILHBIX HOPMATHBHBIX AKTOB?

- HUKaKUM, pab0TOAaTeH ONPEACIISAIOT €r0 CaMOCTOSITEIEHO

- ®enepanbubiM 3aKk0HOM OT 12.01.1996 Ne 7-03 «O HeKOMMEpUECKUX OPraHU3aLUIX

- TpynoBsiM KozieKcOM PD

- TOCT P 6.30-2003. «YHu(UIHPOBAHHBIE CHCTEMBl JTOKyMEHTAIHUU. YHU(PHUIMPOBAHHASL
CUCTeMa OpPraHU3alMOHHO-PACTIOPSIUTEIBHON JOKyMeHTauu. TpeOoBaHUS K OQOPMIICHUIO
JTOKYMEHTOBY

Bonpoc 3. KTo pa3paéaresiBaer Ilosioxkenune 06 oTaesie Kaapon?

- 110001 pabOTHUK, KOTOPOMY MTOPYUEHO TAHHOE 3aJ/IaHue

- HaYaJIbHUK OTJeJia KaJpOB COBMECTHO C COTPYAHHKAMU IOPUAUYECKOTO OTAeNa U
JIeJIONPOU3BOUTENIEM

- PYKOBOJUTEIH OPTaHU3aIuU

- COTPYIHUKH IOPUIUIECKOTO OTIENa

Bonpoc 4. Yto Takoe NpaBoycTaHABJIUBAIOIIHE J0OKYMEHTbI?

- JIOKYMEHTHI, yCTaHaBJIMBAIOLIME HaJIM4Yue€, BO3ZHUKHOBEHHE, NpPaB CYOBEKTOB TPYAOBBIX
MPaBOOTHOIIEHUH ((pU3MUECKUX JIHII, FOPUAMUECKUX JIUIL, TyOIMYHO-TIPAaBOBBIX 00pa3oBaHMil) Ha
JBUKHUMOE UMYIIECTBO

- JOKYMEHTBI, YCTAaHaBIMBAIOIIME HAJIWYUE, BO3HUKHOBEHHE, IPEKpAllEHUE, IEPEXO[,
orpanuyeHue (oOpeMeHEeHHUe) MpaB CYOBEKTOB T'PAKIAHCKUX MPABOOTHOIIEHUN ((DU3UUECKUX
JIU1L, FOPUINYECKUX JIUI, TyOIUYHO-TIPABOBBIX 00pa30BaHMil) Ha HEIBYKUMOE UMYIIIECTBO

- JOKYMEHTBI, YCTAHaBIMBAIOLIUE HAIW4YME, BO3HUKHOBEHME, IPEKpALICHHUE, IEPEXOJ,
orpanudeHue (OOpeMEHEHHE) MpaB CYOBEKTOB TPAKIAHCKHX MPABOOTHOIICHUH ((PU3HMUECKUX
JUIL, FOPUINYECKUX JIUII, TyOJINYHO-TIPABOBBIX 00pa30BaHUil) Ha ABMYKUMOE UMYIIIECTBO

- JOKYMEHTBI, YyCTAHaBJIUBAIOLIUME HaJlW4Yhe, BO3HMKHOBEHME, IpEKpallleHue, Iepexo,
orpaHuueHue (oOpeMeHeHue) IMpaB CyOBEKTOB TPaKIAHCKUX IPABOOTHOIICHHH ((PpU3MUECKUX
JIUL, FOPUINYECKUX JIML, TyOJIMYHO-TTPAaBOBBIX 00pa30BaHuil) Ha yIIpaBJiIeHHE aKTUBaAMHU
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Bomnpoc 5. Kak yrBep:kaanTcsi caMOCTOATENbHO pa3padoTaHHbIe (POPMBI NEPBUYHBIX
Y4eTHBIX JOKYMEHTOB 110 Y4eTy TPY/Ja U ero OnJjarTbi?

- B cOCTaBe ajgbOOMa KaJpOBBIX JOKYMEHTOB, KOTOPBII BBOJUTCS B J€MCTBUE IMPUKA30M
PYKOBOUTES

- B COCTaBe YHM(PULHUPOBAHHOIO alb0OMa KaJpOBBIX JOKYMEHTOB, KOTOPBI BBOJAUTCS B
NeicTBUE JIOKAJIbHBIM HOPMATUBHBIM aKTOM

- B COCTaBe OyXrajTepckoil y4yeTHOH NOJIMTUKU, KOTOpask BBOAUTCS B JICHCTBHE JIOKAIbHBIM
HOPMaTHUBHBIM aKTOM

- B cocTaBe OyXIajaTepcKOW yuyeTHOM MOJMTUKH, KOTOpas BBOJIUTCS B ACHCTBHE IPUKA30M
PYKOBOIUTES

Bonpoc 6. Uto u3 HuxenepeunciaieHHoro HE oTHocuTesi K yuypeauTeJbHbIM JOKYMEHTaAM
IOpUANYEeCKUX Jui?

- o011ee NoJ0KeHue 00 opranu3alusax JaHHOTO BUAa

- yCTaB

- YYPEAUTEIBHBINA JOTOBOP

- TPaXAaHCKO-TIPABOBOM JOTOBOP

Bonpoc 7. Kakoii 10KyMeHT sIBJISieTCSI OCHOBOW YCTAHOBJICHMSI B OPraHM3allUM €IMHOI0
nopsiika oopmiieHHs JOKYMEHTOB KaJpPOBOH CJIyxKO0bI?

- TpynoBoii kozekc PO

- IlocranoBnenue IlpaBurennsctBa Poccuiickoit @enepamun ot 16.04.2003 1. Ne 225 "O
TPYIOBBIX KHUKKAX"

- ®epepanpHbii 3ak0H 0T 29.07.2004 Ne 98-D3 "O kommepueckoii TaiiHe"

- [locranoBnenne Muntpyaa Poccun ot 9 deBpans 2004 r. Ne 9 "O6 yrBepxaenuu Ilopsinka
npuMeHeHuss EaMHOTO KBaIM(UKALMOHHOIO CHPAaBOYHUKA JIOJDKHOCTEH pyKOBOAMTENEH,
CIEIHAIMCTOB U CIyXamux"

Bonpoc 8. Kak onpenesisiercsi CTPYKTYpa HOMEHKJIATYPHI /ieJl B Opranu3anum?

- 32 OCHOBY O€peTcsl IUTaTHOE PACIUCaHUE OpraHu3aluu

- CTPYKTypa OIpPEIENsIeTcs PyKOBOAUTEIEM OPraHU3aluN JINYHO

- CTpPYyKTypa ompenensiercs B cooTBeTcTBuM ¢ DenepanbHbiM 3akoHOM "O0 nHpOpManuu,
MH(GOPMAIIMOHHBIX TEXHOJIOTHUAX U O 3aluTe HHPopMaruu'"

- 32 OCHOBY OepeTcsi Y CcTaB OpraHu3aiuu

Bonpoc 9. C 4ero HauMHaeTCsl OPraHU3aLMsA CUCTEMbI 3aIUTHI MEPCOHAIbHBIX JTaHHBIX
Pa0GOTHUKOB B OpraHu3anumn’?

- C 3aKpeIUIEHUs NIpaBa JOCTyIla KOHKPETHBIX COTPYAHUKOB K IIEPCOHAIBHBIM JaHHBIM

- C WU3/1aHUA NOJIOKEHUs (MHOIO JOKAJIbHOTO HOPMATUBHOIO aKTa) O 3alUTE MEPCOHAIbHBIX
JTAHHBIX

- C OpraHM3aI|y MPOrpaMMHOM 3aIIUThI IEPCOHATBHBIX JaHHBIX

- C IOJIy4eHHUs1 0053aTeNIbCTBA O HEPA3IJIAIEHUU

Bonpoc 10. MoskeT i1 COTPYAHHMK, 10 BUHE KOTOPOro ObLIO AONMYIIEHO HAPYILIEHHE HOPM,
peryJupyromux o0padoTKy H 3alUMTY NEPCOHAJBHBIX [JaHHBIX Pa0OTHUKOB, ObITh
NpHBJIeYeH K MaTePHAJILHONH OTBETCTBEHHOCTH?

- HCT, TOJIBKO K a)IMHHHCTpaTHBHOﬁ

- 12, MOXET

- HCT, TOJIBKO K )II/ICIII/IHJ'II/IHapHOI\/’I

- HET, TOJIBKO K a/IMUHUCTPAaTUBHON U JUCLHUIIMHAPHOU
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Bonpoc 11. Kakue cucreMbl JOKYMEHTOB J0JIKHO BKJIIOYATh KaApPOBoe 1eJ10IIPONU3BOACTBO?

- YHU(DULIUPOBAHHYIO CUCTEMY OyXIaaTepCKOW JOKYMEHTAlMM U YHU(PHUIIMPOBAHHYIO CUCTEMY
MEPBUYHON YUYETHOU TOKYMEHTALIMHU

- YHU(UUUPOBAHHYIO  CHCTEMY  HMH(POPMALMOHHO-CIPABOYHOM  JOKyMEHTalUM U
YHU(DUITUPOBAHHYIO CUCTEMY IIEPBUYHON YUETHOM TOKYMEHTALUU

- YHU(QUIUPOBAHHYIO CUCTEMY OPIaHU3ALMOHHO-PACIIOPAAUTENBHON JOKYMEHTAluH |
YHU(UIUPOBAHHYIO CUCTEMY YUETHOM JOKYMEHTALUH 110 JUCHUILTIMHAPHBIM B3bICKAaHUSAM

- YHU(QUIUPOBAHHYI0 CUCTEMY OPIraHU3ALMOHHO-PACIIOPAAUTENBHON JOKYMEHTAluH |
YHU(UIUPOBAHHYIO CUCTEMY MEPBUYHOM YyUETHOH NOKyMEHTauuu (Ipyniy AOKYMEHTalUH IO
y4eTy TpyZa U €ro OIuiaThl)

Bonpoc 12. K kakoii rpynmne KaJpoBoi JOKYMEHTAIMHA OTHOCSTCS JTOLKHOCTHbBIE
HHCTPYKIMH M IITAaTHOE pacnucanue?

- K IEPCOHAIIBHON IOKYMEHTALIMHU

- K “H(OPMAIIMOHHO-CIIPAaBOYHOHN HH(pOpMaIUU

- K OpraHu3allMOHHO-TIPABOBOM JOKYMEHTAUU

- K JIOTOBOPHOM TOKYMEHTallUH

Bonpoc 13. Urto BKiI0O4aeT B ce0s1 peKBU3UT «ClIpaBoYHbIE JaHHbIE 00 OpraHu3anum» ?
NOYTOBBIN ajpec, HOMep TesedoHa, HOMepa (PaKCcoOB, CHETOB B 0aHKe, aJpec JIeKTPOHHOI
MOYTHI U JP.

- HAaMEHOBaHUE OpraHU3aIuu

- TIOPSAJIKOBBIA HOMEP TOKYMEHTAa BMECTE C MHJIEKCOM 10 HOMEHKJIaType el

- BUJIbl 5KOHOMUYECKOH AesTenbHOCTU B cooTBeTcTBUU ¢ OKBO/]

Bonpoc 14. I'pynnupoBKa HCHOJHEHHBIX JTOKYMEHTOB B JieJla B COOTBETCTBHH C
HOMEHKJIATYPO# 1eJ1 3T0?

- 00paboTKa MePCOHATBHBIX JTaHHBIX

- apXUB OpraHU3alUu

- opmupoBaHue eI

- BpEMEHHasI OITUChH JIeIT

Bonpoc 15. Yro moHmMaercss NoJx JOKAJbHBIMH HOPMATHBHBIMH AKTAaMH B TEOpPHUHM
TPYAOBOIo npasa?

- TpUHMMaeMble padoTOJaTeNeM aKThl, KOTOpbIE COJEpXKaT MpPUMEHSEMble CaHKIIHH,
paccuMTaHHble Ha HEOJHOKpPaTHOE INPUMEHEHHE KO BCeM pabOTHHKAM 3a MCKIIOYEHHEM
PYKOBOJSIINX AOJKHOCTEH

- cocTaBlIsleMble pabOTOJATENEM JOTOBOPBI, KOTOpBIE COJAEPKAT IIpaBHUIA IOBEICHMS,
paccYMTaHHbIE HA HEOJHOKPATHOE IPUMEHEHUE K HEONIPEIAECIEHHOMY KPYTY JIMI]

- I[pUHHMaeMmble paboTO/MATEeNleM aKThl, KOTOpblE COAEp)KaT TMpaBHja MOBEICHHUS,
paccYMTaHHbIE HA HEOAHOKPATHOE IPUMEHEHUE K HEOIIPEAEIEHHOMY KPYT'Y JIUI]

- npuHumaemsle IIpaBurensctBoM P@® akThl, KOTOpBIE COAEpP/KAT IpaBUia IOBEJICHUS,
paccYMTaHHbIE HA HEOJHOKPATHOE IPUMEHEHUE K HEONPEIEIEHHOMY KPYTY JIUI]

Bonpoc 16. HazoBuTe TpH coCcTaBJIAIONINE 3apadOTHON MIATHI?

- BO3HArpaxJeHHE 3a UHTEIUICKTYaIbHYIH0 COOCTBEHHOCTh, KOMIICHCAIMOHHBIE BHITUIATHI,
CTUMYJIUPYIOIIUE BBITIATHI

- BOBHArpaxJacHue 3a Tpya, KOMIICHCAIITMOHHBIC BBITIJIAThI, CTUMYJIUPYIOIIHUE BBITIJIATEI

- BO3HarpakJIeHue 3a TPy, IEHCHOHHOE oOecreueHrne, CTUMYIUPYIOITNE BHITIATHI

- BO3HArpaXkJIieHue 3a Tpy/l, KOMIIEHCAIIMOHHBIE BBIILIAThI, ApEHAHAs MJ1aTa
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Bonpoc 17. B kakom ciaydae padoronareb MO:KeT PAaCTOPrHYTh TPYAOBOM J0roBop ¢
PadOTHUKOM 110 CBOeii HHMUUATUBE?

- HETIOCPEICTBEHHBIN PYKOBOIUTEh pA0OOTHUKA ITOAAJ JOKJIATHYIO 3aITMCKY O HECOOTBETCTBHH
pabOTHUKA 3aHUMAEeMOM JTOJIKHOCTH

- JIOJDKHOCTh PaOOTHHKA TIOINAaeT MOJ] COKpAICHHE ITaTa, HO Pa0OTHHK COTJIACEH 3aHATh
BAaKaHTHYIO HIYKECTOSIIYIO JOKHOCTh

- pabotHuk ymen Ha 06en B 12.00 u mo 18.00 He mosiBUIiICS Ha paboueM MecTe, Ha CIIe YOI
JICHb pa0OTHHUK OTKA3aJICs JIaTh KaKHe-T1M00 OOBSICHEHHUS TPOU30IICAIIEMY

- pabOTHHK 01103/1aJ1 Ha PabOTy Ha IoJT9aca u3-3a MOJIOMKH aBTO0Yca, paHee paOOTHUK HUKOTIa
HE Oma3/bIBaJl, JUCIMILIHHAPHBIX B3BICKAHUN HE HMEJT

Bonpoc 18. BHocsiTCs JiM B TPYI0BYI0 KHHIKKY CBeIeHUS O JUCHUIIHHAPHBIX
B3BLICKAHHAX?

- BHOCHUTCS TOJIbKO JUCIUIUIMHAPHOE B3bICKAHUE B BUJIC YBOJIBHCHUS

- BHOCATCS

- He BHOCSITCS

- Ha yCMOTpeHue paboToaaTens

Bomnpoc 19. Mo:keT 14 NPUMEHATHCA U SIBJISIETCS JIM 00513aTe/IbHOI YHUDUIMPOBaHHAsA
¢opma 1nuHOii KapTOUKu padoTHuka Ne T-2?

- popma Ne T-2 sBisiercst 00s13aTeIbHON K TPUMEHEHHUIO TOJBKO JIJIS YUETa JIHII, 3aMEIIar0IIHX
roCyJapCTBeHHbIC (MYHUIIUITATIBHBIE) TOIHKHOCTU TOCYIapCTBEHHON CITYKOBI

- ¢popma Ne T-2 siBisiercst o6s3arensHOM kK pumerennto ¢ 01.01.2013

- (hopmoii Ne T-2 MOKHO TONTB30BATHCS, HO OHA HE SBISETCS 0053aTENBbHON K TPUMEHEHHUIO C
01.01.2013

- ¢opmoii Ne T-2 nenb3s nonb3oBatbes ¢ 01.01.2013

Bonpoc 20. CymmapHasi Ipo0J/ZKMTEIbHOCTh TPYA0OBOI M HHOM 0011eCTBEHHO MOJIe3HOM
AesITeJIbHOCTH, BblleJICHHAs U3 00LIero craxa Jindo 1mo copep:KaHuio, JJUO0 10 yCJIOBUIM
TPyAa, 3107

- YCIIOBHBIN TPYIOBOM CTaX

- CTPaxOBOM CTa)K MPH ONPEIEICHNUHN pa3Mepa NocoOus 10 BpEeMEHHOM HeTpy10CIIOCOOHOCTH

- HEIIPEPBIBHBIN TPYAOBOU CTaX

- CIelUaIbHbIA TPYIOBOHN CTAXK

Bonpoc 21. Kakue BuIbl IHCHMIVIMHAPHBIX B3BICKAHUN padoTogaTelb MOMKET
NPHUMEHUTH K pa0OTHHUKY?

- 3aMeYaHue, BBIFOBOP, YBOJbHEHUE

- 3aMeYaHue, IPUroBOp, yBOJIbHEHHE

- BBITOBOP, YBOJIbHEHUE, HITpad

- 3aMeYaHue, BBIFOBOP, IPUHYAUTEIbHbIE Pa0OTHI

Bompoc 22. O6si3an Ju paGoTrojaresib COXPAHHUTH 32 PAGOTHHKOM T0JLKHOCTH, €CJIH
Pa0OTHHK, HYKIAIOLIUIICS B COOTBETCTBMHU ¢ MEJUIMHCKHM 3aKJII0YeHHEM BO BpeMEHHOM
nepesoje HA IPYryo padoTy, 0TKa3bIiBaeTcs OT nepesoga?

- HeT, He 00s13aH

- 1a, 00513aH, HO TOJILKO €Clii y paboToarTenst OTCYTCTBYET Apyras padboTa

- a, 00s13aH, Ha CPOK 710 4 MecAIIeB

- 1a, 00513aH Ha CPOK JI0 2 MECSIICB
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Bomnpoc 23. Uto u3 HM:KenepeuncaeHHOr0 HeJib3sl OTHECTH K aIMUHHCTPATHBHBIM
HapylLIeHUsAM B cepe TPyIA0BOro 3aKOHOAATENbCTBA?

- YCTaHOBJIEHUE pab0TOAaTEIeM HOBBIX BUI0B AUCHUIIMHAPHON OTBETCTBEHHOCTH

- HCBbIJAa4a COTPYAHNKAM PACUCTHLIX JIMCTKOB NPOU3BCACHHBIX JCHCKHBIX HaYUCICHUN

- OTCYTCTBUC IITATHOI'O paClinCaHuAd

- HapylIeHrue TPeOOBaHMI OXpaHbI TPYAA JUIIOM, HA KOTOPOE BO3JI0KEHBI 00S3aHHOCTH TI0 UX
COOJIIOICHHIO, TIOBJIEKIIIEE IO HEOCTOPOXKHOCTH MPHUYMHEHHE TSHKKOTO Bpea 3/10pPOBBIO YeTOBEKa

Bonpoc 24. Yto U3 HU:KeNepeYnCcJIeHHOT0 HeJIb3sl CYUTATH ylep:KaHueM U3 3apadoTHOI
miarbi?
NPUHYAUTEIbHBIN BHIYET U3 3apab0THOMN MJIaThl CyMMBI JIJIS IIOTAIlIEHUsI KpeInuTa
3a HeOTpaOOTaHHbIE THU OTIYCKa B CIy4ae YBOJIbHEHUS PaOOTHUKA
BO3MEIIEHHE HEOTPAOOTAHHOTO aBaHCa
- BO3BpaT CyMM, U3JIMIIHEC BBIIIJIAYCHHBIX pa60THI/IKy BCJICACTBUEC CUCTHBIX OH_II/I60K

Bonpoc 25. B kakoM pa3Mepe HeceT MAaTepHAJIbHYI0 OTBETCTBEHHOCTH Iepes
paboTronareseM pPaGOTHHUK, ¢ KOTOPHIM He 3aKJIOYeH J0TrOBOP O MOJHOI MaTepualbHOM
OTBETCTBEHHOCTH?

- B IIpejieliaX CBOETO MECSIIHOTO 3apaboTKa
B pazMepe /5 MpOIEHTOB OT MPUUYMHEHHOTO MPSIMOTO yiiepoa padoToaTento
B IIpeJiesiax CBOEro 3apaboTKa 3a KaJeHIapHbBIN T
B pa3mepe 50 MpoLeHTOB OT MPUYMHEHHOTO MPAMOTo yiiepba padboTtoaarento

Bonpoc 26. O6s13an 11 padoTogaresb OIVIATUTH OOJBLHUYHBIA PA0OTHMKA, KOTOPBIH
nocJje 00J1e3HU NMPUCTYNHJI K padote 14.01.2014, a 1ucT HEeTPYAOCIIOCOOHOCTH NMPEIOCTABUII
ToJbKO 14.07.20147

- HET, He 0053aH, TaK KaK CO JHSI OKOHYaHUs OOJILHUYHOTO UCTEKIIO OoJiee ABYX HE/Ielb

- I1a, 00s13aH, TaK KaK cO JHS OKOHYAHHS OOJILHUYHOTO HE UCTEKIO 6 MecAIeB

- 5a, o0s3aH, HO TOJIBKO €CIM PAaOOTHHK IPEIOCTABUT CHPAaBKY M3 MEAYUYPEKICHHS O
EMCTBUTEILHOCTH OOJILHUYHOTO

- HET, He 0053aH, TaK KaK cO JTHSI OKOHYaHHS OOJBEHUYHOTO HCTEKIIO Ooliee Mecsia

Bonpoc 27. Uro Takoe rapantun?

- OCHOBHBIE HaIpaBlIEeHUs] TOCYJapCTBEHHOW MOJUTHKH B c(epe TPYHAOBBIX OTHOIIEHHH U
MHBIX HEMOCPEJCTBEHHO CBSI3aHHBIX C HUMHU OTHOILIEHHH

- VYcnoBus cornameHus: MexJy pabOTHMKOM M pa0oTojareseM O JIMYHOM BBIMOJTHEHUHU
pabOTHUKOM 3a IJIaTy TPYA0BON PYHKIMH

- CpenctBa, crmocoObl M YCJIOBUS, C TIOMOIIBIO KOTOPBIX OOECIEUMBAETCSI OCYILIECTBICHUE
IIPEOCTaBIEHHBIX pa0OTHUKAM MpaB B 00JaCTH COLUAIBHO-TPYIOBBIX OTHOIIEHUI

- JleHexHbI€ BBITUIATHI, YCTAHOBJICHHBIE B LIEJISIX BO3MEIIEHUS paOOTHUKAM 3aTpPaT, CBSI3aHHbBIX
C HCIOJHEHHWEM MMM TPYIOBBIX WM HMHBIX OOS3aHHOCTEH, HPEIYCMOTPEHHBIX TpynoBBIM
kojekcoM Poccuiickoit denepanuu 1 IpyruMy 3aKOHAMHU

Bomnpoc 28. UTo Takoe COBMECTUTEIBCTBO?

- @opMa OCyLIECTBICHUS TPYAOBOIO IIPOLECCa BHE TEPPUTOPUU OPraHU3ALUU

- BrimonHeHue paboT, KOTOpble B CHUJY KIMMATHYECKUX M HHBIX MPUPOJHBIX YCIOBUMN
BBIITOJIHSIIOTCS B TEYEHUE OINPEIEICHHOTO IEPHOa

- BoimonHenune paOOTHUKOM Jpyroil peryisipHON ormjiaynBaeMoi pabOThl Ha YCIOBHSX
TPYZOBOIO JIOTOBOpPA B CBOOOIHOE OT OCHOBHOM paboThI BpeMst

- Ocobas ¢opma ocyliecTBIeHHs TPYAOBOrO Mpoliecca BHE MECTA MOCTOSTHHOTO MPOKUBAHMS
paOOTHUKOB, KOTJa HE MOXET OBITh OOECleYeHO €KEAHEBHOE MX BO3BpAIICHHE K MECTY
ITOCTOSTHHOTO TIPOKUBAHMS
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Bonpoc 29. Kem MokeT ObITH HCIIOJIB30BaH OTIYCK MO YXO1Yy 32 pebeHKkom?

- Tonpko MaTepbio peOeHKa

- Marepbto, oTiioM pebeHka, 0a0yIIKOH, Ae0OM, IPYTMM POJCTBEHHHUKOM WJIHM OIEKYHOM,
(haKTHYECKU OCYLIECTBISIONIMM YXO/ 32 peOCHKOM

- Tonpko MaTepbio MM 6a0yIIKOI pedbeHka

- Tonbko MaTeppro UK OTLOM peOeHKa

Bonpoc 30. Korja npou3BoguTcs o1jiaTa BpeMeHu oTmycka?

- He mo3nuee, yem uepes 3 mHs mociie OKOHYaHUS OTITYCKa

- He no3nnee, yem uepes 3 aHs mociie €ero Havyaa

- C mepBoii 3apaboTHOM MIIATOH, MOTy4aeMOil paOOTHUKOM ITOCJIE OKOHYAHHSI OTIyCKa
- He mo3nuee, yem 3a 3 iHs 10 €ro Hayvana

Bonpoc 31. B cTax padoTsl, 1al0uii MPaBo HA e;KerogHbIil OCHOBHON OIJIaunBaeMblii
OTILYCK, BKJIIOYAETCH:

- BpeMsi OTCYTCTBUS pabOTHHKA Ha paboTe 6e3 yBaKUTEIbHBIX IPHYUH

- BpeMs OTIIYCKOB IO YXOIy 3a peOCHKOM /0 AOCTHUKEHHS MM YCTaHOBIEHHOTO 3aKOHOM
BO3pacTa

- BpeMs MpeAOCTaBIsIEMBIX MO MPOCkOe pabOTHHKA OTIIYCKOB 0€3 coxpaHeHUus 3apa0oTHOI
IJIaThl, HE TIpeBblIaoniee 14 kaneHaapHbIX AHEH B TeueHue paboyero roja

- BpeMs OTCYTCTBHsI pabOTHUKA HA pabOTe BCIEACTBUE €T0 3aKOHHOTO OTCTPAHEHUS

Bonpoc 32. Ha kakoii CpoOK CTOPOHbI HMMEWT MPaBo MNpPOAJeBaTH [elicTBHE
KOJIJIEKTUBHOI'O 10r0BOpa?

- Ha cpok ne 6oiee 1 roma

- Ha cpok He Goiee 5 net

- Ha mo060ii cpok 6e3 orpanndeHunit

- Ha cpoxk e 6onee 3 et

Bonpoc 33. B craxk padoThl, Ja0LIUil PAaBO HA €KErOHbIH OCHOBHOI OIJIA4YMBaeMbIil
OTIIYCK, He BKJIKOYAeTCsl:

- Bpemsi, Korja paboTHUK (haKTHUeCKHU He padoTal, HO 32 HUM B COOTBETCTBUU C TPYIOBBIM
3aKOHOJIATEIbCTBOM W WHBIMHU HOPMATHBHBIMHU IPABOBBIMU aKTAMH, COAEPKAUIUMU HOPMBI
TPYIOBOTO TIPaBa, KOJJIEKTUBHBIM JOTOBOPOM, COTJIAIICHHUSIMH, JIOKAJIbHBIMH HOPMATHBHBIMU
aKTaMH, TPYAOBBIM JOTOBOPOM COXPaHSJIOCh MECTO PadOThl (AOKHOCTH), B TOM YHUCIE BpEeMS
€XKETOHOT0 OIJIAYMBAEMOTO OTITYCKa, Hepabouue npa3gHUYHbIC JHH, BHIXOJIHBIE IHU U JAPYTHE
MpelocTaBIsieMble paOOTHUKY JHHU OTAbIXA

- BpeMsl OTIYCKOB IO YXOJIy 3a PEOCHKOM JI0 JOCTH)KCHHS UM YCTAHOBJIEHHOTO 3aKOHOM
BO3pacTa

- BpeMs BBIHYXKJECHHOTO MPOTyJia MPYU HE3aKOHHOM YBOJIbHEHUU WJIM OTCTPAHEHHH OT paboThI
Y TIOCTIEAYIONIEM BOCCTAHOBJICHUH Ha MpeXHeH padoTe

- TIEpUOJ OTCTPAHEHHUS OT pabOTHl pabOTHUKA, HE TIPOIIEIIET0 00sS3aTeIbHBIA METUIIMHCKUN
OCMOTD HE 10 CBOEH BUHE

Bonpoc 34. Kakoe BbIX0JHOe M0oco0He BBIIVIAYMBAETCH NPH NPEKPAIIeHUH TPYAOBOIO
JA0TOBOpa ¢ PadOTHUKOM, 3aHATHIM Ha CE30HHBIX padoTax, B CBS3M C JMKBHIALMEH
opraHu3anuu?

- B pa3mepe mecsuHOTO CcpenHero 3apaboTka

- B pa3mepe nByxmecsiuHOro cpegHero 3apaboTka

- B aToM ciryuae nocobue He BhIIUTAYMBAETCS

- B pa3mepe nByxHeeNbHOTO CpeiHero 3apaboTKa
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Bomnpoc 35. B kakue cpoku paGoTHHK J0J:KeH ObITh M3BellleH MO POCHUCH 0 BpeMeHH
Hayaja ormycka?

- He mo3aHee yem 3a Mecs1l 0 Havyajia OTIycKa

- He mo3nuee yem 3a 3 1HA 10 Havasia OTITyCcKa

- He no3gHee yem 3a 1Be HEIEIM /10 Hadaja OTIIyCKa

- He no3gHee uem 3a HeJeIo 10 Hayalla OTIIycKa

Bonpoc 36. Kakasgs MuHMMajibHasi MPOAOJKUTEIbHOCTD €5KeroJHOr0 J0NMOJHUTEIbHOT0
OIIAYMBAEMOI0 OTIYCKA YCTAHOBJIEHA JJisi PA0OTHMKOB ¢ HEHOPMHUPOBAHHBIM PadoYUM
aHeM?

- He MeHee Tpex KaJIeHJapHbIX JHER

- He MeHee naTu KaJIeHIapHbIX JHEN

- He MeHee cemu kaneHAapHBIX JHEH

- ExeromgHelii  JOMONHUTENBHBIA  OIJIAYMBAEMBIM  OTIYCK s PaOOTHHKOB  C
HEHOPMHUPOBAHHBIM PA0OYUM JTHEM HE MPEIOCTaBIAETCS

Bomnpoc 37. B kakoM mopsiike NpegocTaBJsieTcsl OTIYCK Pa0OTHUKAMH, 3aHATHIM Ha
Ce30HHBIX padorax?

- OTmyck He peAoCTaBIsIeTCs

- [IpenocTaBmsitoTCs orIaurMBaeMble OTIycKa U3 pacyeta 1 pabouuii 1eHb 3a MecsI] paboThl

- IlpenocraBnsiercss oTmyck U3 pacueTa 3 pabodmx AHA 3a Mecsl paboTsel 6e3 coXpaHEHHs
3apaboOTHOM MIaThl

- [IpenocraBisioTcs OIIayuBaeMble OTIYCKa M3 pacuera 2 pabouyux JHS 3a KaXIbIil MecsI]
paboThl

Bonpoc 38. IloBTOpHOe mpenocTaBjieHHE PeCHOHIEHTAMHM Cy0beKTaM O(QUIIHAIBLHOIO
CTATHCTHYECKOr0 Y4YeTa HeJO0CTOBEPHBIX NEPBHYHBIX CTATHCTHYECKHUX [JAHHBIX BJeYeT
HAJIO’KEHHE HA OPUINYECKHX JUL AAMUHUCTPATUBHOIO ITpada:

- ot 50 000 1o 100 000 py6ueii

- ot 30 000 1o 50 000 pybneit

- ot 100 000 mo 150 000 pybneit

- ot 10 000 o 20 000 pybneit

Bonpoc 39. Uto Takoe HeHOPMUPOBaHHbIH padounii 1eHb?

- dopma opranuzanuu Tpyza, npeaycMaTpuBatomas padoty B 2, 3 Ui 4 cMeHbl

- @opma opraHuzanuu TpyAa, NP KOTOPOH I OTAEIbHBIX PAOOTHUKOB MM KOJJIEKTHBA
CTPYKTYPHBIX MOJpa3eJeHni OpraHu3aliy Hauaio, OKOHYaHUE WK 001ast TPOJI0KUTEIEHOCTh
pabouero Hs (CMEHBI) ONPEACIISIETCS O COTJIAIEHUIO CTOPOH

- OcoOblil pexuM paboTbl, B COOTBETCTBUU C KOTOPHIM OT/AEIbHBIE PAOOTHUKH MOTYT IO
pacropspDKeHHI0  paboTojaTtenss TpH  HEOOXOJUMOCTH — DIHM30AMYECKH  TPUBIEKAThCI K
BBIMOJIHEHUIO CBOMX TPYJOBBIX (YHKUMH 3a TpelenaMd yCTAaHOBJICHHOM [UId HHX
MIPOIOIDKUTEITLHOCTH Pab0oyero BpeMEeH!

- Pesxum paboThl, B COOTBETCTBUU C KOTOPBIM IPEyCMOTpPEHA 6-THEBHASI C OTHUM BBIXOHBIM
JHEM, paboyas HeJlleNs ¢ MPeA0CTaBICHUEM BBIXOHBIX JHEH MO CKOJIB3SIIEMY rpaduKy

Bonpoc 40. Kakoii conuajJibHO-NICUX0JOTHYECKUI MeTO/ MpeanoJaraer onopy Ha TaKkme
CIOCOOHOCTH MapTHepa, KAKMMH He pacnojiaraeM Mbl camMu?

- Meron cornacus

- Meton no6poskenarenbHOCTH

- MeTtoa ncuX0JI0rMuecKoro noraaxuBaHus

- Mertoa B3aMMHOTO JOMOJIHEHUS
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Bomnpoc 41. Uro u3 nepeunciaennoro HE moayiexur neierupoBaHuio nog4YMHEHHbIM ?
- 3a/1auu BBICOKOM CTENEHU PUCKa

- [ToaroroButenpHas pabora

- Pyrunnas pabora

- YacTHbIe BOIIPOCHI

Bonpoc 42. Kakasi aBTOMaTH3MPOBaHHAs1 MH(POPMALMOHHAS TEXHOJIOTHS NpeAnoJaraer
HeorpaHUYeHHbIe BO3MOKHOCTH JielicTBUSA ¢ HHGOPMAaLlMOHHBIMU pecypcamMu’?

- CereBast aBTOMAaTU3UPOBAaHHAS WH(POPMALIMOHHASI TEXHOIOT U

- [lakeTHas aBTOMaTH3MpOBaHHAS HHPOPMAIIMOHHAS TEXHOIOTUS

- TpaguumoHHas aBTOMAaTH3UPOBAaHHAS HH(POPMAIIOHHASI TEXHOJIOTHS

- JluanoroBas aBTOMaTH3UPOBaHHAs HH()OPMALMOHHAS TEXHOJIOTHSI

Bonpoc 43. B yeMm 3akiiiouaercsi nepuenTUBHAsI CTOPOHA YIIPABJIEHYECKOr0 001eHusi?
- O6men nHpopmanuein

- OOMeH IeMCTBUSAMH B TIPOIIECCE OOIICHUS

- Bocnpusitue npyr apyra B npoiiecce o0IeHus

- CoBMecTHas JeATEIbHOCTh

Bonpoc 44. Kakue Bonpochl Ha3bIBAIOTCHA 3aKPHITHIMH ?

- Borpockl, KOTOpEIE TOMOTAOT YTOYHUTH COOOIICHHYIO COOSCETHUKOM HH(POPMAITUIO
- Bompocsl, npemnonararonime TOIbKO OTBETHI «1a» WIH «HET»

- [IpsiMble BOIIPOCHI OTHOCUTEIIBHO MPOOJIEMBI COOCCETHUKA

- Bompockl, HAYMHAIOIIHECS CO CIIOB «UTOY, «THIE», KKOTZIa», KKTOY, KIIOUEMY»

Bonpoc 45. Kakoii ypoBeHb KaJApoBOIo IIAHUPOBAHHUA sIBJsAETCS MPOOJIEeMHO-
OPHEHTHPOBAHHBIM, 10JITOCPOYHBIM (HA EPHOJ OT TPeX A0 AecATH JjeT)?

- Texuuueckoe mIaHUPOBAHUE

- CTpaTeruueckoe IiaHUpOBaHKE

- TakTueckoe nIaHUpoBaHUE

- OnepaTuBHOE MJIAHUPOBAHUE

Bonpoc 46. Kak M0kHO 0XapaKTepH30BaTh NMOAACP/KMBAIOIIMI CTH/Ib YIIPABJICHUSA?

- PykoBoauTenp He NPUHUMAET PELICHMs 3a MOJYMHEHHOTO. 3aJaeT BOIpockl. MHOro
MOAJEPIKKH, MAJIO YIIPABJICHUS

- PYKOBOI[I/ITCJ'IB OCYHECTBJIACT MOIIAaroBOC MHCTPYKTUPOBAHUC MMOAYUHCHHOTO. Mano
IIOIIEPKKH, MHOTO YIIpaBJICHUS

- PykoBoguTens mpuHMMAET pelleHUs 3a nmoaunHeHHoro. IloxckaspiBaeT Te MM UHbBIE
BapHaHThI PELICHU 3a1a4l. MHOTO NMOAJAEPKKH, MHOTO YIIPABICHUS

- PykoBoauTens cTaBUT Leb, 0003HaUAET KOHEUHBIN pe3ynbTaT. [lenerupyet cnocobd
JOCTHIKCHU LICJIN, OTBETCTBEHHOCTH U ITOJTHOMOYM A

Bonpoc 47. Uto Takoe TakTHYeCKOe IUIAHMPOBaHue?

- IIpo6reMHO-0pUEHTHPOBAHHOM, TOJTOCPOYHOM IIJIAHUPOBAHUH (HAa EPUOA OT TPEX 110
JIECSITH JIET)

- [InanupoBanue, OpUEHTHPOBAHHOE Ha JIOCTH)KEHUE OTIENIbHBIX ONEPaTUBHBIX LiEeH

- CpenHeopueHTHPOBAHHBIN MEPEHOC KAJAPOBBIX CTPATETHl Ha KOHKPETHBIE MPOOIIEMbI
yIpaBJiIeHUS IEPCOHATIOM (CPOKOM OT OJTHOTO T0J1a IO TPEX JIEeT)

- KpaTkocpouHoe mianupoBanue (CpoKOM J0 OJTHOTO T'0J1a)
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Bonpoc 48. Ykaxute maccuBHBI MeTOA 00y4YeHHMsI NepCcOHAJa BHe padouyero Mecra,
KOTOPBIN HCIOJIB3yeTcs JJIsl H3JI0KeHHS] TeOPeTHYeCKHX M MeTOJMYeCKHX 3HaHWH,
NPAKTHYECKOI0 ONbITA

- JlenoBbie UTPBI

- Kondepenmun

- CemuHapsbl

- UreHune nexuun

Bonpoc 49. Kakoii 3aKk0oH NCHXOJOTHH YNPABJIeHHsI YTBEPKIAeT, YTO pa3Hble JIOIH B
pa3Hoe BpeMsl MOI'YT MI0-Pa3HOMY pearupoBaTh Ha OIMHAKOBbIE Bo3/AelicTBUS?

- 3aKOH UCKa)XeHUs HH(OpMaluu

- 3aKkoH HCAJACKBATHOCTU B3aMHOI'0O BOCIIpHUATUSA

- 3aKOH HEoIpeAeTeHHOCTH OTKIINKA

- 3aKOH KOMIIEHCAllUU

Bonpoc 50. UTo u3 nepe4yncjeHHOr0 MOKHO /1eJIeTHPOBATh MOJYHMHEHHBIM /IS
CaMOCTOSITEJIbHOIO peleHusi?

- AKTyaJlbHbIE€ CPOUHBIE JIeJ1a, HE OCTABJIAIOLINE BPEMEHHU AJIs1 00bSACHEHUS U IPOBEPKHU

- 3agaun 0coO0i BaXKHOCTH

- KonTpois pe3ynpraToB

- CpouHble, HO HE BayKHBIE Aeia

Bomnpoc 51. Kakoii cTujb moBeleHHsl B KOH()IMKTe HANMPaBJIeH HA COXpPaHEHHE H
BOCCTAHOBJIEHHE OJIATOMPHUSATHBIX OTHOIIEHWI ¢ ONMOHEHTOM MYyTeM CIJIA’KMBAHUS
pa3Horjacuii 3a cyeT cOOCTBEHHbIX HHTEPECOB?

- YeTynmuuBOCTh (IPUCTIOCOOICHHE)

- Komnpomucc

- CoTpyiHUYECTBO

- [IpoTrBOoOOPCTBO (KOHKYPEHILIKS)

Bonpoc 52. KakoBa 1e/b ajibTepHATHBHBIX BONIPOCOB?

- [Monyunts y coOeceHrKa coryiacue Uil U3MEHUTD X0]1 Oece/Ibl

- Pa3zobOpathcs Oonee rimy0oKo B BEICKa3aHHOM coOeceJHUKOM mpolieme

- [Tonyuenue kak MOkHO GoJiee MoJIHOM HHPOPMALIUU

- Ilonsenenue codeceAHNKa K pEeIIEHHUIO, TM00 Cy)kKeHHEe NH(OPMALIMOHHOTO ToJIsl Oece bl

Bonpoc 53. Uto npeacrap.isier co60ii ynpap/jieHHe OCPeICTBOM JeJeripoOBaHusA?

- Takas TexHWKaA PYKOBOACTBA, IIpH KOTOpOﬁ KOMIIECTCHIIUU U OTBETCTBEHHOCTH ITOJIHOCTBIO
nepeaaroTCd COTpyaHuKaM, CaMOCTOATCIbHO NPUHUMAIOIIUM PCIICHUS U OCYIICCTBIIAOIINM UX

- Ocobasi TexHUKa PYKOBOJCTBA, MPU KOTOPOW KOMIETEHIMM MEPENaloTCs COTPYIHUKAM,
CaMOCTOATENIBHO INPUHHUMAIOIIMM DPEIICHUS U OCYILECTBISIOIUM HX, a OTBETCTBEHHOCTb 34
MPHUHATBEIC pCHICHUS JIC)KUT TOJIBKO HAa PYKOBOJIUTEIIC

- Takas TeXHHMKa PyKOBOJCTBA, IIPY KOTOPON KOMIIETEHIIUM U OTBETCTBEHHOCTbH IOJIHOCTBIO
JIeXKaT Ha pyKOBOAMTEIIE, CAMOCTOSTENIBHO IPUHUMAIOILEM PELICHUS U OCYIIECTBIISIOIEM UX

- Oco0as TeXHMKa PYKOBOJICTBA, IPU KOTOPOIl KOMIETEHIIMN U OTBETCTBEHHOCTH MEPEJAt0TCs,
HAaCKOJIBKO 3TO BO3MOXHO, COTpYAHHUKaM, CaMOCTOATCIbHO IPUHHUMAIOOIUM PCIHICHUA U
OCYULIECTBIISIOIIHUM UX
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Bomnpoc 54. YUem xapakTepu3y0Tcsi MOTMBALMOHHBbIE LIeJIU ATTECTAINH NepcoHa a?

- UadopmupoBanre pabOTHUKOB 00 OTHOCHTEIIFHOM YPOBHE MX KBAIM(UKAIIMH, Ka4eCTBa U
pe3yNbTaToB Tpyaa

- [Ipuobperenne pabOTHUKOM HOBOTO OIBITA

- ndpopmupoBaHrne 0 KaueCTBEHHOM COCTaBe IMEpPCOHANa OpPraHU3alllM, CTEIIEHU 3arpy3Ku
pabOTHUKOB U UCIIOJIB30BAHUU UX IO CHEIHATBLHOCTH

- Bo3narpaxenue 01aroapHoCTbIO, 3apIUIaToil, HOBBIIIEHUEM B IOJKHOCTH PAOOTHUKOB

BOl'[pOCLI AJISl IIPOBEACHU S HTOIrOBOM aTTeCTAllUU:

1. CymHocth KOHUENIMI «YTpaBiaeHUE NEPCOHAIOM» U «YTIpaBICHHE YEJIOBEUECKUMHU
pecypcamu».

2. DTarbl pa3BUTHSA yIIPABICHUS IEPCOHATIOM.

3. CoBpeMeHHBIH MMOAX0/] K YIIPABICHUIO TIEPCOHAIOM.

4. OcHOBHbIE MOAXO/bI K YIPABJICHUIO YEJIOBEYECKUMH PeCypcaMu (KJIacCUUYECKHM,
T'YMaHUCTHYECKHH).

5. IloHdATre U TUIIBI KaAPOBOH MOJIUTUKHU (KIACCUYECKUHN, TYMAHUCTUYECKUI).

6. 3aBUCHMMOCTb KaJpOBOW MOJIUTUKHU OT 3Tala >KU3HEHHOI'O IIUKJIa OpraHU3aluu.

7. Mertoabl  ympaBiieHMs — NEpCOHAJIOM  (OpraHM3allMOHHO-aIMUHHUCTPATUBHbIE,
HKOHOMHYECKHUE, COLIMATbHO-TICUX 00T NYECKHE).

8. PBIHOK Tpy/Ja M ero XapakTepUCTUKHU. 3aHATOCTh HaceaeHUs, GopMbl O€3pabOTHIIBI U UX
XapaKTEpUCTHKA.

9. BHyTpeHHME PBIHKU TPYZA U 3aHATOCTb IEPCOHAIA OPraHU3aIUH.

10. HopmatuBHO-IIpaBOBOE perysinpoBaHue cepbl ypaBIeHUs IEPCOHATIOM

11. Tpynosoii kosekc PD — ocHOBHBIE TOIOKEHUS.

12. ComumanbHOE TAPTHEPCTBO: B3aUMOJICHCTBUE PO COI030B, paboToaaTelNeii 1 OpraHoB
BJIACTHU B 00JIaCTH TPYIOBBIX OTHOIICHUH.

13. OcHoBHBIE BU/IBI Ka/IPOBOI TOKYMEHTALUU

14. TpynoBoii noroBop: coaep:kanue, npaBuia opopmieHus

15. TlonoxeHue o CTPYKTYpHOM MOApa3eNIeHUH: COepkKaHue, TpaBuia opopMIeHUS

16. JlomKHOCTHAS HHCTPYKIHUS: COAEpIKaHUe, IpaBuiIa 0hopMIIeHHUS

17. JIu4Hoe neno coTpyAHMKA: COJepKaHKe, TpaBUiia OPOPMIICHHS

18. 3amaum u GyHKIUHU CITYXKOBI 110 YIPABICHUIO TIEPCOHATIOM

19. Xapaktep M HEOOXOIUMOCTh B3aUMOJCHCTBUS MEHEIKEPOB IO YIIPABICHUIO
MIEPCOHAJIOM U JIMHEHHBIX MEHEKEPOB

20. CymurHocTs, IeNd ¥ 33JIa9H KaIpOBOTO TUTAHUPOBAHMSL.

21. Drambl KaIpoOBOTO IIIAHUPOBAHHSL.

22. CymHOCTh M TPUHIMIIBI MapKeTHHTa nepcoHana. MHbopmannonHas (QyHKIHsS
MapKeTHHIa epcoHaIa.

23. HccnemoBaHue BHEIIHEH W BHYTPEHHEH Cpeabl OpraHU3aIllMH TPH OCYIIECTBICHUU
MapKeTHHIa IEPCOHAJIA.

24. OmnpeneneHue Ka4YeCTBEHHON M KOJIMYECTBEHHOHN MOTPEOHOCTH B ITEpCOHAIIE

25. MeroauKa orpe/esieHus] KOJIMYECTBEHHOM NOTPEOHOCTH B IIEpCOHaIIe

26. BHyTpeHHUE U BHEITHHE UCTOYHHUKH MIPUBJICUCHHSI IEpCOHAA

27. CpaBHUTENbHBIA aHAIM3 BHYTPEHHHX ¥ BHENIHUX MCTOYHUKOB NMPUBJICUCHHS
nepcoHana

28. TexHomoruu oTOOpa MepcoHaa

29. Ilpodwiis/Monenb JOKHOCTH

30. UnTepBbio-cobeceoBanne: 0COOEHHOCTH TEXHOJIOTUH MTPOBEACHHUS

31. IIpoexTuBHAast METOAMKA TPOBEACHUS HHTEPBbIO-COOECEIOBAHNUS

32. Awnanu3 pa3NMYHBIX THIIOB METANpOrpaMM (THIT peepeHIINN, OPHECHTAINS Ha
MPOLIECC/HA Pe3yNbTaT, CKIIOHHOCTh K MPOIe1ypaM/BO3MOKHOCTH)
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33. OcHOBHBIE IpaBUJIa COCTABJICHUS PE3IOMe

34. OcHOBHBIC IPUYHMHBI OTKa3a B IpUEME Ha paboTy

35. Bunpl amanranuu nepcoHasa

36. DTambl aanrtaiyy nepcoHana

37. OmnpaBaaHHOCTb CO3/IaHUS CIIY>KOBI aAaNTAIlMK MIEPCOHAIA KaK CTPYKTYPHOTO
MOJIPa3IeJIEHUs CITYKOBI 0 YIPABICHUIO MTEPCOHATIOM

38. [InanupoBaHue Kapbephl

39. OcHOBHBIE MOJIENN IUTAHUPOBAHUS Kapbepbl: « Tpammue» u «JlecTHuma

40. OcHOBHBIE MO/IENH ITIAHUPOBAHUS Kapbepsl: «3Mmesi» u «llepemyTbe»

41. OOyueHue nepcoHaina

42. Meroasl 00yueHHs iepcoHana Ha pabouem mMecTe 1 BHE pabodero mecra. Poib
KaJpOBOM CIIy>KOBI B OpraHu3aniy o0y4eHHs MepcoHaa.

43. Koy4wHT KaK TeXHOJOTHs 00ydeHHUs epcoHaIa.

44, OueHka nepcoHana

45. Ouenka nepconana: meroauka MBO

46. Ouenka nepconana: meroauka KPI

47. OueHka nepcoHalia: TEXHOJIOTHUS MTPOBEICHHS «Acceccment centrex

48. Orenka nepconana mero o 3600/5400

49. bamibHO-(paKTOPHBIM METO OIICHKH ITIepCOHAJIA

50. ATtrecranus nepconasa

51. OcHOBHBIEC pPe3yNbTaThl MPOBEICHUS ATTECTALMH MEPCOHANA JJIsi COTPYIHUKOB H IS
KOMITaHUHU

52. BeicBOOOXIeHHE TIepcoHana. Bunbl yBoIbHEHHUH.

53. AyTmielcMeHT KaK TeXHOJIOTHUS YBOJIbHEHHS IIEpCOHANA

54. Pa3znuyHble BUbI MOTHBAIMY TTIEPCOHANA

55. Cucrembl CTUMYIUPOBAHUS MIEpCOHAIA

56. KanpoBslii pe3epB Kak HHCTPYMEHT MOTHBALIUU

57. CtpykTypa J0X0/0B IIepcoHaa B KOMIAaHUU

58. Omnara Tpyna nepcoHaina. Busr 3apab0THOM M1aThl 1 MOTUBAIHS paOOTHI IEPCOHATIA.
lNocynapcTBeHHOE peryaupoBaHue OIUIATHI TPY/a, TapU(PHBIE CETKU.

59. HemarepuanbHOE CTUMYJIHPOBAHUE TPy

60. Buabl opraHu3aniioHHBIX KOH(OIUKTOB

61. Crpareruu ynpaJieHHs OPTaHU3AIMOHHBIMU KOH(PIUKTAMHU.

62. [IpaBusna  opraHum3zauMyM  OpOBeAEHUS  3a0acTOBKM  COIVIACHO TPYJIOBOMY
3aKOHOJATEJIbCTBY.

63. Poab 1 BO3MOKHOCTH CITY’KOBI 11O YIIPABJICHUIO IEPCOHATIOM B YIIPABICHUA
KOH(IINKTaMHU.

64. Mertoapl yripaBieHHUS KOHPIUKTAMA M CTpeccaMu B KOJUIeKTUBE. Kimaccudukarus
CTPECCOPOB U MX MOCIEACTBUNA, METObI HEUTPAIN3ALUU CTPECCOB.

65. Opranu3anMoHHass KyJabTypa Kak OCHOBa KaJapOBOH  TOJUTHKH. THIIBI
OpPraHMU3aLMOHHBIX KYJIBTYp U COOTBETCTBYIOIINE UM KaJPOBBIE TOJIUTUKH

66. Hawubonee pacnpocTpaHEeHHbIE CUCTEMBI OIIAThl OCHOBHBIX M BCIIOMOI'aTEIbHbIX
npou3BoicTBeHHbIE pabounx, UTP u AVII

67. AyrmelicMeHT u ayrctad(QUHT — COBPEMEHHBIE KaJPOBBIE TEXHOJIOTUT

68. XapakTepucTHkKa CEBEpPO-aMEPUKAHCKOW MOJEIM  YIPaBICHHUS IEPCOHAIOM
OpraHMu3aLu

69. XapakTepucTHKa 3amaJHO-€BPONEHCKON MOJENM  YHpPaBICHHUS IEPCOHAIOM
OpraHMu3aLu

70. XapakTepuCTHKA F0’KHO-a3UaTCKOW MOJEIH YIPaBJICHHUs IEPCOHAIOM OpTaHU3aIH
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