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IMMOSICHUTEJIbHAS 3AIIMCKA
Hacrosimass mnporpamma mpodeccrnoHalbHON — mepenoAroToBku  «CrenuamucT 1o
ynpasieHuto nepconagom» (lanee IIporpamma) 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 3aKOHOAATEILCTBOM 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
denepauuny;

— Ilpodeccuonanpuoro crapmapra «CHENUANIMCT 1O YHPABICHUIO MEPCOHATIOM,
YTBEPKICHHOTO MpUKazoM MunTpyaa u courasibHon 3amuthl 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
neicrByromeit peqakiuy ot 31.05.2011 r. ¢ U3MEHEHUSMU U TOTIOJTHCHHUSIMH );

— [Ilopsnka opraHu3anuy M OCYLIECTBICHHS O0Opa30BaTEIbHOW JEATEIFHOCTH 1O
JOMOJTHUTEIBHBIM NMPO(EeCCHOHAIBHBIM ITPOrpaMMaM, YTBEPHKIEHHOTO MPUKa30M MHUHHCTEpCTBA
obOpazoBanuss u Hayku Poccuiickoit ®enmepammm ot 01.07.2013 1. Ne 499 (B mocnemHeit
neiicteyromeil pepakuuu ot 15.11.2013 r. ¢ u3MEHEHUSIMU U TOTIOJIHEHUSIMH).

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,
UMEIIHe cpenHee npodeccuoHaNnbHOEe W (MJIM) BBICIIEe OOpa30BaHME; JIMIIA, TMOJTYYaroIlIne
cpenHee npodeccuoHaNbHOE U (WK ) BhICIIEE 00pa30BaHHUE.

IIpoxonxute bHOCTH 00yYeHU

[TpomomKUTETLHOCTh 00YyUEHHS 10 TaHHOW IporpaMMe — 256 4acoB, BKIIIOYast BCE BUJIBI
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
MIPaKTUYECKUX 3aHATUI COCTABIISET OJMH aKaJeMUUECKHUM yac (45 MUHYT).

BoinaBaemblii  goxkymeHT: CiymarensM, YCHEIIHO OCBOMBIIMM [Iporpammy wu
npomeamunuM UTOTOBYHO aTTCCTAllUI0, BBIAACTCA JUILJIOM O HpO(bGCCHOHaHBHOﬁ nepenoAroToBKe
¢ npucBoeHneM kKBanuduranuu «Creruanict no KaJIpoBoMy JIeI0NPOU3BOACTBY.



XapakTepucTUKa Npo(ecCHOHAIbHOI 1eITeJIbHOCTH BBINNYCKHUKA U TPEOOBAHUSA K Pe3y/JibTaTaM 0CBOEHHSI IPOTrPaMMbl

Bujg nesiteIbHOCTH

IIpodeccnonanbHbI
€ KOMIIeTeHIIN U

IIpakTHYecKuii onbIT

Heo0xonumble ymeHus1

Heo0xonuMbIe 3HAHUA

BJ 1.
JlokyMeHTalnOHHOE
obecrieueHue
paboTHI ¢
TIEPCOHAIIOM

IIK 1.1. Benenue
OpraHU3allMOHHON U
pacrnopsaIuTeNbHON
JIOKYMEHTAIUH 110
MEPCOHAITY

O0paboTka 1 aHaIu3
MOCTYMAIOMIEH TOKYMEHTAIUU 110
MepCcoHaIy

Paspabotka u ohopmneHue
JOKYMEHTAIMH 110 IIePCOHATy
(mepBUYHOM, y4eTHOH, IIJIAHOBO,
10 COIMAIEHOMY O0€CTICUeHHIO,
OpraHu3alOHHOM,
PacHoOpsAUTENBHOM )
Perucrpamus, yuer u Tekyiiee
XpaHEHHUE OPTaHU3ALMOHHON U
pacnopAIuTENbHON TOKYMEHTAIU!
IO TIEPCOHAITY

. Pa3zpabateiBaTh MpOEKTHI

OpraHU3aIMOHHBIX U
PacopAAUTELHBIX JOKYMEHTOB 110
HepCoHATY

. OdopMIIATH TOKYMEHTHI B

COOTBETCTBHH C TPEOOBAHUSIMHU
TPaXKJAaHCKOTO, TPYAOBOTO
3aKOHOIATeNILCTBA Poccuiickoit
denepanyin ¥ JIOKATHHBIMU
HOpMaTI/IBHI)IMI/I aKTaMHu OpI‘aHI/I3a]_[I/II/I

. Bectu yder u perucrpanuio

JOKYMEHTOB B HH(OPMAIIIOHHBIX
CHUCTEMax M Ha MaTepHaIbHBIX
HOCHTEJISIX

. OpFaHI/I3OBLIBaTL XpaHCHHUC

JIOKyMEHTOB B COOTBETCTBHUHU C
TpeOOBaHUSIMH TPYJOBOTO, APXUBHOTO
3aKoHoIaTenbcTBa Poccuiickoi
Denepanyiv 1 JIOKATHHBIMU
HOPMAaTHUBHBIMHU aKTaMH OPTaHU3AIAN

. AHaJ'II/I3I/IpOBaTL JAOKYMCHTHI U

NEPEHOCUTHh HHPOPMALHIO B 0236l
JAHHBIX U OTYETHI

. BBISBIATE OIIMOKH, HETOYHOCTH,

WCIIPABJIEHUS U HEAOCTOBEPHYIO
MH(POPMALHUIO B JOKYMEHTAX,
OTIPEEIATh JIESTHTUMHOCTD
JIOKyMEHTOB

. Pabotath ¢ nHpOpMaIMOHHBEIMU

cucTeMamu U 0a3zaMH JaHHBIX 10
BEJICHHUIO yUeTa, TBHKCHUIO
nepcoHaa

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

2. TTopsnok yueta IBHKEHUS KaJIpOB U
COCTaBJICHHSI YCTAHOBJICHHOM
OTYETHOCTH

3. OcHOBBI JOKYMEHT0000pOTa U
JOKYMEHTAI[MOHHOTO 00eCIIeYeHUS

4, TeXHOIOIUH, METOIBI I METOIMKH

NPOBEACHUS aHAIN3a U
CUCTEMaTH3allui JOKYMEHTOB U
HHPOPMAITUH

5. Ilopsimok pacuera ctaxa, Jbror,
KOMIIeHCaIui, 0(hOpMIICHHS TIEHCU I
paboTHHUKaM

6. CTpyKkTypa opranu3aiuu

7. TpynoBoe 3aKOHOIATENBCTBO U UHBIE
aKTBl, COJIEPKALIIE HOPMBI
TPYJOBOTO IpaBa

8. OCHOBBI apXHUBHOTO
3aKOHO/IaTEJIbCTBA M1 HOPMATUBHBIC
MpaBOBbIe aKkThl Poccuiickon
®denepalivy, B 4aCTH BEICHUS
JIOKyMEHTAIUH IO TTEPCOHAITY

9. 3akoHOarenscTBO Poccuiickoit
depepanny 0 NEPCOHAIBHBIX
TAHHBIX

10. JlokanbHbBIE HOPMATHBHBIE
aKTBl OPTaHU3AINH, PETYIUPYIOIIHE
TIOPSIITOK OPOPMIICHIS
pacIOpSAUTENHLHBIX U




8. CobJtrogaTh HOPMBI STHKH JICJIOBOTO
oOmeHus

OPTaHM3aI[MOHHBIX JTOKYMEHTOB I10
HepCOHATY

11. HopwmbI 3 THKY 1 A€T0BOTO
o0TIIeHHSI
12. Ba3oBbie OCHOBBI

MH(POPMATUKH, CTPYKTYPHOE
MOCTPOCHUE UH(POPMAIIMOHHBIX
CcHCTEM M 0COOCHHOCTH pabOTHI ¢
HUMH

IIK 1.2. Benenue
JIOKYMEHTALIUU 110
YYETy U IBUKCHUIO
KaJIpOB

. [lonroToBKa MPOEKTOB JOKYMEHTOB

IO MpOLEypaM yIpaBiIeHHs
[IEPCOHAIIOM, YUETY U IBUKEHUIO
repcoHaa

. OpraHmaum{ CHUCTEMBI JBHXKCHHUS

JOKYMEHTOB I10 IIEpCOHAILY

. C6op u mpoBepka JIMYHBIX

JIOKYMEHTOB paOOTHHKOB

. IlogroroBka u opopmieHue mno

3arpocy pabOTHUKOB U
JIOIKHOCTHBIX JTHI] KOITHH, BBITMCOK
U3 KaJPOBBIX JOKYMEHTOB, CIIPABOK,
HHPOPMAIIUH O CTaXKE, JbroTax,
rapaHTHsIX, KOMIICHCAIUSIX U HHBIX
CBEJICHMI 0 pabOTHHUKAX

. Beimaua pabOTHUKY KaJIpOBBIX

JIOKyMEHTOB O €ro TPyAOBOU
JEeSTeTbHOCTH

. loBeneHue A0 CBEIAEHUS IepCcoHaNa

OpraHu3alMOHHBbIX,
PaCIIoOpAAUTEIIbHBIX U KaIPOBBIX
JAOKYMCHTOB OpraHu3aliin

. Benenue yuera pabodero BpeMeHu

PabOTHUKOB

. Peructpanus, y4er, onepatuBHOe

1. Pa3pabaThiBaTh MPOEKTHI KaIPOBBIX
JIOKYMEHTOB

2. OdopmiaTs KaIpoBble TOKYMEHTHI
B COOTBETCTBHH C TPEOOBAHUSIMU
TPYAOBOI'O 3aKOHOAATENBCTBA
Poccuiickoit ®denepanyu u
JIOKaJbHBIMH HOPMAaTHBHBIMH
aKTaMH OpraHU3aLUH

3. Becru yuer u perucrparuto
KaJIpOBBIX JOKYMECHTOB B
MH(POPMALIMOHHBIX CHCTEMaX M Ha
MaTepHaAIbHBIX HOCUTEIISIX

4. OpraHu3oBBIBaTh XpaHEHHUE
KaJpOBBIX JOKYMEHTOB B
COOTBETCTBHHU C TPEOOBAHUSIMU
TPY/ZOBOTO, apXUBHOTO
3aKkoHoJarenbcTBa Poccuiickoi
Denepaniv U JTOKAITBHBIMU
HOPMAaTHUBHBIMH aKTaMU
OpraHu3aIyu

5. AHanu3upoBaTh KaJpoBbIE
JIOKYMEHTHI U IEPEHOCHUTD
WHPOpMAITUIO B 0336l JAHHBIX U
OTYETHI

6. PaGorats co
CHeNHaNIN3UPOBAaHHBIMU
WHPOPMALUOHHBIMH CHCTEMaMHU U
0a3aMu JaHHBIX 110 BEICHUIO y4eTa

1. Tlopsamok odopmieHws, BeACHUS U
XpaHEHHUs! JOKYMEHTOB TI0
HEepCOHATY

2. Tlopsinok ydera JBMKEHHS KaJIpoB
U COCTaBJIEHUS YCTAaHOBJICHHOMN
OTYETHOCTH

3. Tlopsimok pacuera craxa, JbroT,
KOMITeHcalui, ohopMIICHHS
NeHCcHui pabOTHUKAM

4. CrpyKTypa OpraHu3alnuu

TpynoBoe 3aKOHOIATENBCTBO U

WHBIE aKTbl, COACPIKAIINE HOPMBI

TPYAOBOIO TIpaBa

6. OcCHOBBI apXHUBHOTO
3aKOHOJIATENIbCTBA U
HOPMAaTUBHBIE PABOBbIE aKThI
Poccuiickoit @enepanuu, B 4acTu
BEJICHUS JIOKyMEHTAITUH 110
MepCoHaNTy

7. 3axoHozaTelbCTBO Poccuiickoit
denepanuy O NEPCOHAIBHBIX
JTAaHHBIX

8. TexHomoruu, METOABI U METOIUKU
MPOBENICHHSI aHAITN3a U
CUCTEMaTH3alluH JIOKYMEHTOB U
UHpOpPMaLUH

9. JlokanbHble HOPMATUBHBIE AKTHI
OpraHu3aliy, PerylIupyroiume

o

4




XpaHEHHUE TOKYMEHTOB 10
[IepCOHAITy, TIOATOTOBKA K C/Ia4e UX

W JIBIDKEHHIO TIEPCOHANA
Pa3zpabarsiBaTh TU1aH

opsIIoK oopMITeHHS
JIOKYMEHTOB TIO TIEPCOHATY

B apXuB KOPPEKTHPOBOK yCTaHOBJIEHHOT'O 10. OcHOBBI TOKYMEHTO000pOTa U
nopsizka ohopMIIEHUS] TOKYMEHTOB JIOKYMEHTAIIHOHHOTO 00eCIeUeHHS
IO NEPCOHANY U PeaIn30BbIBATh 11. HopMBl 3THKH I€TOBOTO OOIICHUS
HPUHATHIE U3MEHEHUS 12. ba3oBbie OCHOBHI MH()OPMATHKH,
KonTponuposats npucyrcraue CTPYKTYypHOE ITOCTPOEHUE
paboTHUKOB Ha paboueM MecTe WHPOPMALIUOHHBIX CUCTEM H
Co0mr01aTh HOPMBI 3THUKH JIEJIOBOTO 0COOEHHOCTH PabOThl C HUMH
oO0LIeHns
IK-1.3. . Opranuzanust TOKyMeHTO000pOTa OdopMIIATh yYETHBIC TOKYMEHTBI, 1. TexHonoruu, METOABI K METOJUKH
AIMUHUCTPUPOBAHU I10 YYeTy U IBWKEHUIO KaJpOB MPEIOCTABIISIEMBIE B MIPOBEIEHHS aHAIN3a U
€ TIPOIIECCOB U . Opranu3zanus JOKyMEHTO000pOoTa rocy/lapCTBEHHBIE OpTaHbl, CHUCTeMaTHU3allui JOKYMEHTOB U
JIOKyMEHT0000pOTa IO TIPEJICTABICHHUIO JIOKYMEHTOB I10 po(heCCHOHAIBHBIE COIO3BI U nH(bOpMaIuu
IO y4eTy H MIEPCOHATY B TOCY/IapCTBEHHBIE JIpyrue npeacTaBUTeIbHbIe opraibl | 2. OCHOBBI JOKYMEHTOOOOpOTa U
JBUKEHHIO KaJIPOB, OpraHbl pabOTHUKOB JOKYMEHTAILIHOHHOTO OOecreyeHus
MIPEJICTaBICHUIO . [locraHoBKa Ha y4eT OpraHu3aIiy B Opranu3oBBIBaTh XpaHEHHE 3. CrpykTypa OpraHu3alyu
JOKYMEHTOB I10 rOCy/IapCTBEHHBIX OpraHax JIOKYMEHTOB B COOTBETCTBHH C 4. HopMaTHBHBIEC IPABOBBIE aKThI
IIEPCOHAILY B . [loaroroBka 1o 3anpocy TpeOOBaHUSAMHE TPYIOBOTO Poccuiickoit denepanyu,
roCy/IapCTBEHHbIE rOCy/IapCTBEHHBIX OPTaHOB, 3aKoHojarenbecTBa Poccuiickoit peryaupyouye npasa 1
OpraHsbl podecCHOHANBHBIX COI030B U ®denepanyii U JOKATLHBIMU 00513aHHOCTH TOCYAaPCTBEHHBIX
JPYTUX MPEJICTABUTEIILHBIX OPTaHOB HOPMAaTUBHBIMHU aKTaMHU OpraHoB, MPOQeCcCHOHATBHBIX
PabOTHUKOB OPUTHHAJIOB, BBIMHCOK, OpraHu3aluu COI030B | JIPYTHX
KON JOKyMEHTOB PaboTath ¢ HHPOPMALTUOHHBIMH MPEICTAaBUTEIbHBIX OPIaHOB
. IlogroroBka yBe1oMJIeHUH, cucreMamMu U 0a3aMH JaHHBIX T10 PabOTHHUKOB IO MPEIOCTABICHUIO
OTYETHOM U CTAaTUCTUYECKOU BEJCHUIO y4YeTa U ABHKCHHIO Y4ETHOM TOKYMEHTAIlu!
WHPOPMAIIUH TI0 TIEPCOHATY HepcoHaa 5. TpyzmoBoe 3aKOHOIATENBCTBO U
. IlogroroBka nadopmanuu o PaboTathk ¢ HHPOPMALMOHHBIMH VHBIE aKThI, COJIEPKAIINE HOPMBI
3aKJIIOUYEHUH TPYAOBOTO HITH cucreMamu 1 0a3aMH JaHHBIX T10 TPYAOBOTO IpaBa
IpaXIaHCKO-TIPAaBOBOTO JOTOBOpa Ha BEJICHHUIO CTATUCTHYECKON U 6. OcHOBBI apXUBHOTO
BBINIOJIHEHHE Pa0OT (OKa3aHue OTYETHOW WH(OPMAITUH TI0 3aKOHO/IAaTENIbCTBA U
YCIIYT) C TPaKIaHUHOM, MepcoHary HOpPMaTHBHBIE NTPABOBBIE AKTHI
3aMENIaBIINM JOJDKHOCTH AHamu3upoOBaTh IIPABUIIA, Poccuiickoit @enepanuu, B 4acTu
roCcyIapCTBEHHOM MIIN MPOLEAYPHI ¥ TOPSIOK, BEJICHUSI IOKyMEHTAINH 110
MYHULMIATBHON CITy>KOBI, IEpeYeHb peryJIupyroIue npasa u MepcoHary
KOTOPBIX YCTaHABIMBACTCS 00513aHHOCTH TOCYJIapCTBEHHBIX 7. 3axkoHomatenbcTBO Poccuiickoit

HOPMAaTUBHBIMHU NIPABOBBIMU aKTaMHU
Poccutickoi @eaepannu

OpTraHOB U OpraHU3alvu 110
BOIIpOCaM oOmeHa I[OKYMCHTaL[PIeﬁ

CDGI[CpaI_II/II/I 0 MCPCOHAJIBHBIX
JaHHBIX




~No

10 TIEPCOHATY
Becrtu nenoByro nepenucky
Co0uro1aTh HOPMBI 3TUKHU JCIOBOTO
00I1IeHHS

10.

JlokanbpHbIE HOPMATHBHBIE AKTHI
OpraHu3aIVH, PEryIUPYIOIINe
MOPSIZIOK BEACHUS JOKYMCHTAIIUU
MO YYETY U JBMXKCHUIO TepCoHama
HopMmbl 3THKH JIeTOBOTO OOIICHHUS
BazoBbie OCHOBBI MH(POPMATHKH,
MOCTPOCHUST MH()OPMAITUOHHBIX
CHCTEM M OCOOEHHOCTH PabOTHI ¢
HUMH




YUYEBHBIN ILIAH

npodeccuoHaILHON NMepenoaAroToBKu «CrenuaaucT no ynpaBJeHHI0 ePCOHATIOM»

N n/n

HaunmeHnoBaHue TUCHUTLIHHBI
(Mony.teii)

Bcero
4acoB,
yac

B Tom uuncie, akan.

qac

AynuTopHBIE
3aHATHSA, aKa/l. 4ac

ayIuTOpPH
BIX

cam.
padoThI
NpHMeHe
HUEeM
AOT*

JeKIHH NpakKT.

3aHATHUSA

DopMblI
KOHTPOJIst

Teopernyeckuii MoayJib

1.1

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

16

16

1.2

OcHOBBI ~ JOKyMEHTOOOOpOTa U
JOKYMEHTAIMOHHOTO 00€CIeYeHHU .
OcHoBbI apXUBHOI'O
3aKOHOJIaTEIbCTBA.

30

10

20

13

Benenue KaJIpOBOTO
JIEJIONIPON3BOJICTBA B 000COOIEHHBIX
MIOJIPA3/ICIICHUSX.

40

40

14

[Topsanok npuéma Ha paboTy
IepcoHaa.

30

10

20

1.5

Pabota ¢ TpyZJ0BBIMH KHUXKKaAMH U
BOMHCKHUH YYET.

40

10

30

1.6

OdopmreHue exxeroJHOro OTITYCKa.
JIndHOe 1e50 rocyJapCTBEHHOTO
MYHUIUIIAIEHOTO CITYXAIero

1.7

[Topsiiox 1 0opMIICHHE OTITYCKOB
pasnu4Horo Buza. Jlucrok
BPEMEHHOW HETPYT0CTIOCOOHOCTH.
MartepuanbHasi OTBETCTBEHHOCTh
paboOTHUKOB

10

1.8

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

28

28

1.9

[IpemupoBanne pabOTHUKOB.
ITopsanox pacTopKEHHS TPYIOBOIO
JIOTOBOpA M0 UHUIIMATUBE
paboTomaTens.

10

10

1.10

OdopmiieHust mpexkpaiieHus
TPYIOBOTO 10roBopa. BHyTpeHHM
ayJuT.

10

10

1.11

IIpomexyTouHas arrectanus (1Mo
MOJYJISIM TEOPeTHYeCKOro
o0yueHust)

JIK3aMeH

KanpoBoe nenonpoun3BoicTBO B
nporpamme «1C:3YII»

30

30

30

HTorosas arrecTanus

IK3aMeH

HToro

256

72

184

16 56




KAJIEHJIAPHBIA YUEBHBIN I'PA®UK YYEBHOI'O ITIPOIIECCA

JIOTIOJTHUTEILHOU PO eCCHOHATBHON MPOTrpamMMbl ITpodeccrnoHabHO epenoaroToBku « CrieluaiicT 1Mo yIpaBIeHUIO TEPCOHATIOM

Kanennapuslii yueOHbli rpaduk — yacTh 00pa3oBaTeIbHON MPOTrPaMMBI, OMPEAETIAIONIas MPOAOKUTEILHOCTE O0yUeHHS,
MOCIIEI0BATEIBHOCTh 00ydeHUs (00pa30BaTENbHON MOATOTOBKH), TEKYIIIETO KOHTPOJIS, POMEKYTOYHOMN aTTECTAIINH, HTOTOBOM aTTECTAIINH

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

112 (3|45 |12|3|4|5|1|2|3]|4|5|1]2|3|4]|F°5
Paznen, tema

1. HopmaTtuBHO-1IpaBoBast 6a3a M OCHOBBI
3aKOHOJIATEIBCTBA B 00JIaCTH YIIPABICHHS 8 8
HEPCOHAJIOM.

2. OCHOBBI IOKYMEHTOO00pOTa U 8 8| 816
JOKYMEHTAI[MOHHOTO oOecriedeHusi. OCHOBBI
apXMBHOTO 3aKOHO/IATEIILCTBA

3. Benenue kaapoBoro Jel0npou3BOICTBA B 218 8| 8] 8 6
000CO0JICHHBIX MOJIPA3/IECTCHUSX.

4. ITopspok npuéma Ha paboTy nepcoHanta 2 18| 8|84

5. Pabota ¢ TpyAOBBIMU KHUKKAMH U 4 18,8 |8|8]4
BOUHCKHH YYET.

6. OopmiteHHe eXKEerogHOTO OTITYCKA. 4
JIndHOoE neno rocyAapcTBEHHOTO
MYHHMIMIIAIIBHOTO CITYXKAIIEero

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

1123|4512 3|4|5|1|2]|3|4|5|1|2|3|4]|5

7. Iopsinok 1 opopMIIeHHE OTITYCKOB
pa3IM4YHOro BHAA. JIMCTOK BpEMEHHOM 8 2
HEeTpyaocnocobHocTu. MarepuanbHast
OTBETCTBEHHOCTh PAOOTHHKOB




8. Ilopsiiox ycTaHoBIIEHHS paOOTHI IS
pa3HbIX KaTeropuii pabOTHUKOB. Pexxum
paboTsl. COBMECTHUTEINb WM COBMEILECHHE.

5-aa HepenA

6-aa HepenA

7-aA HepgenA

8-adA Hep,

enA

2

3

4

2

3

4

9. IlpemupoBanue paboTHUKOB. [Topsiok
PacTOp)KeHHUs TPYAOBOTO JOTOBOPA 110
WHUITUATHBE paOOTOaATEIS.

10. Odopmienus mpekpaiieHus: TPyI0BOro
JI0roBOpa. BHyTpeHHUl aynT.

HpOMe)KYTO‘IHaH aTTcCcTanusd

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

Hrorosas arrecramus

Hrtoro

256




TEMATHUYECKHUE IIJIAHBI 1 ITPOI'PAMMBI

YueOHo - TeMaTHYECKHH IJIaH JAUCHUIIIMHBI
«HOpMaTI/IBHO-HpaBOBaH 0a3a M OCHOBBI 3aK0OHOdAaTE/IBCTBA B o0JacTu YupaBJi€eHUs

MepPCoOHAIOM)
Ne B ToMm umcie, akaj. AyauTopHbie DopMblI
n/n yac 3aHATHSA, AKA/A. YaC| KOHTPOJIS
HaumeHoBaHMe TUCHUANIMHBI Beero ayauTop caM. JIEKIMH | NPaKT.
(Monyeit) Hacos, HBIX paboTsl 3aHATH
yac npuMeHeH a
HeM
aOT*

1. | TpynoBble 3akOHOIATENHCTBA U

HOpPMAaTHUBHBIE TIPaBOBBIC  AKThI 4 4

Poccniickoit denepanny, B

00J1aCTH YIIPABJICHHS IIEPCOHAIIOM.
2. | Pa3pabotka, YTBEPKICHHUE,

BBEJCHHE B JICHCTBHE JIOKAJIBHBIX 4 4

aKTOB NPEAPUATHS.

KosnmekTuBHbBIM 10r0BOP
3. | OcHOBBI MUTPAILIIOHHOTO

3aKOHOaTEILCTBA Poccutickoit

®enepannu, B 4YaCTH MPUBIICUCHUS 4 4

U TPYAOYCTPOMCTBA UHOCTPAHHBIX

rpaXkJaH U JIull 0e3 TpakIaHCTBa
4. | 3aKOH O 3alIUTe MEPCOHAIBHBIX 4 4

JIAaHHBIX

Hroro 16 16

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

1.1. TpynoBbie 3aKOHOAATEJbCTBA M HOPMATHBHbIC NpPaBoOBble aKTbl Poccuiickoit
Denepanum, B 00J1aCTH YIIPABJIEHUS MEPCOHAIOM.

3aKOHOJATENbHOE PEryJUpOBaHUE TPYIAOBBIX OTHOIIECHHUH.
CUCTEMBI YIIPaBJICHUS IEPCOHATIOM.

1.2. Pa3paborka, yTBep:KIeHHUE,
npeanpusaTus. Ko/uiekTuBHbIi 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 MUIPALIHOHHOIO 3aKOHOAaTeabcTBa Poccuiickoit dexepauuu, B 4acTu
NPHUBJICYCHHS U TPYAOYCTPOHCTBA HHOCTPAHHBIX I'PAXKIAH H JIML 0€3 rpazkIaHcTBa

Tpyn mHOCTpaHHBIX IpaxkaaH. MuUrpauroHHoe 3akoHoAaTenbcTBO P®. Ha uro B mepByro
oyepesb HEOOXOIMMO OOpaTHTh BHUMAHUE MPH IpUeMe Ha paboTy MHOCTPAHHOTO TPaXKAaHUHA.
OcoOeHHOCTH TPYAOYCTPOICTBA AJIi MHOCTPAHHOTO TpakJaHWMHA WM JHla 0e3 rpa’kJaHCcTBa
C BUJIOM Ha JKUTEJIbCTBO.

1.4. 3aKoH 0 3alIUTe MEePCOHATbHBIX JAHHBIX

[lepconanbHbIe JaHHBIE PAOOTHUKA, UX 00pPa0OTKA U 3aIUTA.

[IpaBoBoe obecrieueHue

BBCACHUEC B lleﬁCTBHe JJOKQAJIbHBIX AaKTOB




Y4eOHo - TeMATH4YeCKHUIl TVIaH U CUUILTUHBI
«OCHOBBI JOKYMEHT0000POTA M IOKYMEHTALMOHHOI0 oOecnedeHusi. OCHOBBI APXMBHOI0
3aKOHO/AATeJIbCTBA)

n/n

HaumeHnoBaHue TUCHUTLIHHBI
(MonyJieit)

Bcero
9acoB,
qac

B Tom uucie, akaj.

qac

AyauTopHbie DopMblI
3aHATHS, AKaJ. 4YaC| KOHTPOJIS

ayIuTop
HBIX

cam.
padoThI
npuMeHeH
nem
A0T*

JIEKIINH | TPAKT.
3aHATH

A

Boinonnenue  TpeboBaHMil 1O
OpraHu3aluu odopmiieHus,
XpaHEHUS, KOMIUICKTOBAHHS,
yuera u MCIOJIb30BaHUS
JIOKYMEHTOB B COOTBETCTBHUHU C
TpeOOBaHUSIMU aApXUBHOTO
3aKoHOAarenbcTBa  Poccuiickon
Qenepallii 1 MYHUIUTAIBHBIMU
JIOKQJIHBIMHU TPABOBBIMUA aKTaMHU
OpraHU3aIi HE3aBUCHUMO OT UX
¢$hopM cCOOCTBEHHOCTH

HeoOxonuMmeiii TEpPEYEHb
00s13aTebHBIX JIOKYMEHTOB IS
BCEX BUJOB OpraHU3aluHN

Heo6xonnMble KHUTH U KYPHAJIbI
B opranm3aumu. Cpoku u
XpaHEHUs

Boimonnenne  TpeboBaHHA K
3aIuTe UHpOpMaLUu Ha
Pa3IUYHBIX CTA/IUSAX €€ CO3/IaHus U
XPaHEHUH. Kareropun
MH(bOpMAaIMH [0 YPOBHSAM J10CTyNa
Kk Hei. IlepedueHr cBeneHui,
COCTaBJISIOLIUX I'OCYAAPCTBEHHYIO
TaliHy, U NOPSAJOK 3aCEKPEUNBAHUS
3TOH HHpOpMaIH

ba3oBbie OCHOBBI MHGPOPMATHKH,
CTPYKTypHOE MOCTPOCHUE
WHPOPMAIMOHHBIX CHCTEM H
0COOEHHOCTH pabOThl ¢ HUMU

HToro

30

10

20

Conep:xaHue TUCHHILINHBI
«OCHOBBI JOKYMEHT0000POTA 1 IOKYMEHTAUMOHHOT0 o0ecniedeHnsi. OCHOBBI
ApPXMBHOI'0 3aKOHOATEIbCTBA»

2.1. BblnoaHeHue TpeOOBaHU
KOMILIEKTOBAHUS, y4eTa U UCHOJIb30BAHUS IOKYMEHTOB B COOTBETCTBUHU C TPeOOBAHUSIMH
apXUBHOIO0 3aKOHOAaTebcTBA Poccuiickoii @egepanium 1 MyHHIUNAJIbLHBIMHA JIOKAJIbHBIMHU
NMPAaBOBBIMHU AKTAMM OPraHHU3aUMU HE3aBUCUMO OT UX (GOpPM COOCTBEHHOCTH.

M0 OpraHU3aIUH

opopMmiIeHUS,

XpaHeHMu,

11




[IpaBuna opranu3zanuu XpaHeHus, KOMILUIEKTOBAHMS, YUE€Ta U UCIIOJIb30BaHUs JOKYMEHTOB.

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

Perucrpanuonnbsle H1OKyMeHTBl opraHu3anuu. KajgpoBble HOKyMEHTHI opraHu3auuu. 1ie
XpaHUTh JOKYMEHTBI Opranu3anuu. OTBETCTBEHHOCTD 332 COXPaHHOCTh IOKYyMEHTOB OpraHU3aluu

2.3. Heo0xoqumMble KHUTH U KyPHAJIbI B opranu3annu. Cpoku U XpaHeHust

Kuurm u JKypHansl ydera kaapoBod JokyMeHTanuu. CpoKu XpaHEHHs JOKYMEHTOB
opranuzanuu. Kak XxpaHUTh JOKYMEHTHI B KaJIpOBOM ciyx0e.

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 pa3BUTHUS MHPOPMAIIMOHHBIX cucTeM. MHpopMaloHHble
CHCTEMBI IO YPOBHSM ympaBiieHHs. OcOOeHHOCTH paboThl ¢ ”HPOPMALMOHHBIMUA CHCTEMaMH.

IIpakTnuyeckune 3aHaTHA. 3anosHeHue: KHUTM ydyeTa JBHKEHHUS TPYAOBBIX KHIKEK

u BKJIaZII)IIHGf/'I B HUX WU IIPUXOAHO-pACXOdHAasA KHHUIa II0 YUCTY OJIAaHKOB pr&OBOfI KHHNXKHN
M BKJIaJpbIIa B HEEC, }KypHana O3HAKOMIJICHUS C JIOKAJIbHBIMHW HOPMATHBHBIMU aKTaMH. C03ILaHI/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, KA. 4aC | KOHTPOJIS
HanmeHnoBaHue THCHUTLIHHBI Beero ayaurTop caM. JICKIMH | HPAKT.
(Moayneif) 1acos, HBIX padoThI 3aHSATH
yac npuMeHeH s
ueMm
A0T*
1. | OOmast XapakTepUCTHKA  CIyXKObI
KajgpoB. Pomb u MecTo Ciry:KOBI 12 12
KaJpOB B CHCTEME YIPaBIICHHUS
YUPEKACHUSI
2. O06s3aTenbHbIe JIOKaJIbHBIE
HOPMAaTUBHO-TIPaBOBBIE AKThI 4 4
OpraHu3alyu
3. | PernamenTtanusi  paboTBl  CIyXOBI
KaJpoB u JOKYMEHTHPOBaHUS 6 6
TPYAOBBIX OTHOLICHUH paboTonaTens
¢ pabOTHUKAMU
4. | Tlopsmox odopmiieHus, BeleHUS W
XpaHEeHUs TOKYMEHTAIMH, CBSI3aHHON
C MIOKMCKOM, ITPHUBJICYECHUEM,I0Z00POM 6 6
1 0TOOpOM TepcoHasia Ha
BaKaHTHBIE TOJDKHOCTH
5. | Hopsmox ¢dopmupoBanus, BeJIeHHS
0aHka  JT@aHHBIX O  TIEpPCOHAJIe 12 12
OpraHu3alMy U MPEAOCTaBICHUE
OTYETHOCTH
Hroro 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 YIpaBJIeHHS MEPCOHAIOM B OpPraHU3allUd U ee
B3aUMO/JICIICTBUE CO CTPYKTYPHBIMU OIPA3AECIICHUSMHU.

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

[IpaBoBble BONpPOCHI JIOKYMEHTUpPOBaHMS KaapoBoW ciyxObl. Cucrema KaapoBoOi
JNOKyMEeHTauuu. JOKyMEHTHpOBaHHUE MpPOLENyp, MPEALIECTBYIOIINX 3aKIOYEHUIO TPYI0BOTO
noropopa. JlOKyMEHTHpOBaHHE TPYAOBBIX OTHOIICHWM. Buabl TOKYMEHTOB M IpaBWiIa HX
odopmiienus. CucremaTu3aius, XpaHeHHE U YHUUYTOXKEHUE KaJAPOBOM JOKYMEHTAIHH.

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

Cucrema HaiiMa u oTOOpa mepcoHana opranuzanuu. lIpenmyiecTBa M HEAOCTaTKU
BHYTPEHHUX U BHEIIHUX MCTOYHMKOB IIpUBJICUEHMs NlepcoHana. [IpuHIunb 1 Kputepuu oTdopa
nepconana. [lopsiiok odhopmieHus, BeAeHUS U XpaHEHHs JOKYMEHTAIINH, CBSI3aHHOM C TOMCKOM
nepcoHaina. JIokajabHbIe aKThl OpraHU3al|K, PETYIUPYIOLINE OPSI0K OOECTIEUeHUsI IEPCOHAIOM

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

dopmupoBanue 0a3 JaHHBIX O TEpCOHANE OpraHu3anuu. AHanu3 OaHKa JaHHBIX.
TexHonornuu, MeTOoJIbl M METOAMKM NPOBEIACHHS aHalnM3a, CHUCTEMAaTH3alUuH JOKYMEHTOB H
uHpopMauu
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Y4eOHo - TeMATH4YeCKHUIl TIaH U CUMILTUHBI
«Ilopsimok npuéma Ha padoTy NMepPCoOHAIA)

Ne DopMblI
B Tom uncie, akag. AyauTopHbIe
n/n KOHTPOJI
yac 3aHATHS, AKaJ1. Yac
Bcero i
HaumeHoBaHue Imucummmu,l aacos, | AYAMTOP cam. NeKIuu | MpaKT.
(monyeii) uac HBIX padoTbI 3AHATH
npuMeHeH a
neMm
A0T*
1. | Ilpuem Ha paboty (ycTaHOBJICHHE 6 2 4 1 1
TPYZOBBIX IPAaBOOTHOILCHUA).
2. | llopsimox 3axitoyeHus JOrOBOPOB 6 2 4 1 1
(KOHTpAKTOB).
3. | IlpaBuma BHYTpEHHEro TpPYyIOBOTO
pacropsaka. JomxHOCTHBIE 6 2 4 1 1
HMHCTPYKLUH pabOTHUKOB
npeanpustus. LlltaTHoe pacnncanue
4. | Metozapt 00paboTkn nH(pOpPMALINH C
IPUMEHEHUEM COBPEMEHHBIX
TEXHUYECKUX CPEJICTB, 6 2 4 1 1
KOMMYHUKAIUH U CBsI3U,
BBIYHMCJIMTEILHON TEXHUKU
5. | HopMbI 3TUKH /IETOBOTO OOIICHHUSI.
IlepenoBoit OTEYECTBEHHBIN u 6 2 4 1 1
3apyOeKHBII  ONBIT B 00JacTH
YIIPaBICHUS IEPCOHAIOM
Hroro 30 10 20 5 5

ConepxaHue THCHHILINHBI
«Ilopsinox mpuéma Ha padoTy nmepcoHaJa»

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

[Tomarosast npouenypa odpopmieHus npruema Ha padoty. TpynoBoii norosop. JJoKyMeHTbI
HE00XO0/AMMBIE TIpU NpHeMe Ha paboTy. McnbpITaTebHbINA CPOK.

4.2. llopsiiok 3aKJII0YeHUsI JOTOBOPOB (KOHTPAKTOB).

YHuduumupoBaHHble CUCTEMBI JOKYMEHTAH. TpeboBaHus K 0(OPMIICHHUIO IOKYMEHTOB.

4.3. TllpaBuiia BHYTPeHHEro TPYAOBOro pacnopsiika. J{0JKHOCTHbIe MHCTPYKLHH
padoTHukoB npeanpusTus. llITatHoe pacnucanmne.

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

4.4. Metoabl 00padoTKi HHPOPMALMH C MPUMEHEHUEM COBPeMEHHBIX TeXHHMYEeCKHX
cpelcTB, KOMMYHUKAIMI U CBSI3H, BHIYUCIAUTEIbHOH TeXHUKH

CoBpemeHHbIe crniocoObl 00paboTku uHpopmanuu. [IpuMeHeHHe aBTOMAaTH3MPOBAHHBIE
cucreM ynpasieHus. [Ipobiaembl, cBI3aHHbBIE ¢ KOMIIBIOTEPHBIMH CITIOCOOaMU 00pabOTKH TaHHBIX
Y MX OTJINYHE OT HEaBTOMAaTHU3NPOBaHHBIX. OCHOBHBIE 33/1a4H, PEIIAEMbIEC TIPHA ITOM.

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

OTHKaA JACJIOBOI'O 06H.I€HI/I$II HeO6XOIII/IMBIC HAaBBbIKH JIs1 COBPCMCHHOT' O YCJIOBCKA. OCHOBHEBIE
IMPUHIUIBL 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
HaumeHnoBanmne Imucummmn,l aacop, | AYIHTOP cam. JNeKINA | MpaKT.
(monyeii) uac HBIX padoTsI 3AHATH
npuMeHeH a
Hem
AO0T*
1. | IlpaBuma BemeHWsI ©  XpaHEHUS
TPYAOBBIX KHIDKEK W BKIAABIIIEH K
HUM, M3rOTOBJICHHE OJIAHKOB 18 4 14 2 2
TPYIAOBON KHW)KKH M OOECIIeUeHHS
uMH padoToaaresnen
2. | dybnukar TpYAOBOI KHWKKU. 4 2 5 1 1
Brinaya TpyaoBON KHHKKH
3. | Ocobennoctu nepexoaa Ha
AJIEKTPOHHBIE  TPYIOBBIE KHWKKH. 8 2 6 1 1
Benenue Tpy10BOi KHUXKKU B
AIIEKTPOHHOM (hopmate
4. | OdopmieHne y4EeTHBIX JTOKYMEHTOB,
MMOCTAaHOBKA W CHATHUS BOMHCKOTO 10 2 8 1 1
ydera
Hroro 40 10 30 5 5

Conepxanue THCHHUILINHBI
«PaboTa ¢ Tpy10BbIMH KHHKKAMU M BOMHCKHI Y4€T»

5.1. IlpaBuna BedeHMs] M XpaHEHUS] TPYAOBBIX KHHKEK M BKJAAbIIIEl K HHUM,
U3roToBJIeHHEe 0JIAaHKOB TPYI0BOil KHMKKH M o0ecniedeHUsi UMH padoToaaTeJieil.
TpynoBas xkHnxkka. [IpaBuiia BeieHNs 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 nydmukata Tpyn0Boi KHIKKH. [1opsIoK BbIIaun TPYIOBON KHUKKH.
5.3. Oco0eHHOCTH Nepexo/ia Ha 3JIeKTPOHHbIe TPYAOBble KHU:KKHM. Benenune TpyaoBoii
KHHMKKH B 3JIEKTPOHHOM (popmare.
DneKTpoHHas TPyJ0Basi KHMKKa (IIPEeI0OCTaBIIEHUE CBEJIEHUIN O TPYIOBOW AESITEILHOCTU B
9JIeKTpOHHOM BHje). CpokHM mepexoia Ha 3JIEKTPOHHYIO TPYIOBYIO KHUXKKY. OcoOEHHOCTH
Iepexojla Ha DJJIEKTPOHHBIE TPYJAOBBIE KHUKKH.
HOPMAaTUBHBIE aKThl, KOJUIEKTUBHBIE U TPYAOBBIE JOrOBOpHI. BeneHue TpynoBONM KHHUKKHU B
anextporHoM popmare. Hoserit otuer C3B-T/I B [IOP: xTo cnaer, obpasern hopmbl
5.4. OopmiieHne yuyeTHbIX JOKYMEHTOB, IOCTAHOBKA U CHATHSI BOMHCKOIO y4eTa.
ITocTaHOBKA HA BOMHCKHUI y4eT (CHATHE C BOMHCKOTO y4eTa) OTAENbHBIX KaTeropuit

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

IIpakTHyeckne 3aHATHS.

Buecenne wu3MeHEeHUNW B JIOKAJIbHBIE

3anonHeHUe TPYAOBOM KHI)KKM UM BKJIabllla K HEH.
Odopmienne nydankara Tpy10Boi KHIKKUA. DOPMBI JOKYMEHTOB BOMHCKOT'O YUeTa.
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Y4eOHO - TeMaTH4YeCKHUil IVIAH JMCUUILTHHBI
«OdopmiieHue exerogHOro oTmycka. JInunoe aes10 rocy1apcTBeHHOro
MYHHIHMNAJIBHOIO CJIYKAIIero»

Ne B ToMm umcie, akaj. AynuTopHbie DopMblI
n/n qac 3aHATHS, aKa]1. YaC| KOHTPOJIS
HaumeHoBaHMe TUCHUANINHBI Beero ayauTop caM. JIEKIMH | NPaKT.
(mMoxyneii) Hacos, HBIX paboTeI 3aHSATH
qac npuMeHeH a
nem
A0T*
1. | Odbopmnenue €XKEroIHOTO 2 2
OTITyCKa
2. | JIuyHOE 1EN0 TOCYIapCTBEHHOTO 2 2
MYHUIUIIAJILHOTO CITYKAIIero.
HToro 4 4
Conep:xaHue TUCHHILINHBI
«OdopmiieHue e:keroaHoro oTmycka. JInutoe aejio rocy1apcTBeHHOT0
MYHHUIIUNIAJIBHOTO CJIYKAIIEro)
6.1 OdopmiieHne e:kerogHOro OTIMyCKa
Odopmienne exeroHOTo0 OTIycKa: MoIIaroBas Npoueaypa.
6.2. JIuuHOe 1eJ10 rocyJapCTBEHHOT0 MYHHIMIAJIBHOI0 CJIY KAIIero.
[Topsiake BegeHUS TUYHOTO JiejIa MyHHUITUTIATBHOTO CTYKAIEro. MOPSIKE BeCHUS JIMYHOTO
Jieia MYHUIIUITAIBHOTO CITY’KaIIEero.
Y4eOHO - TEeMaTHUYECKHM I MJIAH IUCHUATIIAHBI
«ITopsinok u oopMieHNe OTIYCKOB Pa3JIMYHOro Buaa. JIncroxk BpeMeHHOi
HETPYAOCHOCO0HOCTH. MaTepua/ibHAsA OTBETCTBEHHOCTh PA00OTHUKOB)
Ne B Tom 4ncie, aka. AyauTOpHBIE ®opmbI
n/n yac 3aHATHSA, aKaJ. YaC| KOHTPOJIS
HanMeHnoBaHue IMCHUILIHHEI Beero aynuTop cam. JIEKIIMM | TPaKT.
(Moayneif) 1acos, HBIX paGoTsI 3aHATH
qac npuMeHeH a
Hem
A0T*
1. | CocraBnenue rpaduka OTIYCKOB,
0COOEHHOCTH
MPOJIOJKUTENIHOCTH €KETOJTHOTO 4 2 2 1 1
U JIOTIOJTHUTEIIPHOTO OTIYyCKa JJIst
OT/IENIbHBIX KaTerOpHil.
2. | IlpenocraBieHue €XXErOHOr0 2 1 1 1
OIUIAYMBAEMOr0 OTIyCKa.
3. | llpaBuna 3amoiHEeHWs]  JIMCTKa 2 1 1 1
HETPYIOCTIOCOOHOCTH
4. | MarepuanbHasi OTBETCTBEHHOCTH 2 2
paboOTHUKOB
10 4 6 2 2
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Conep:xaHue TUCHHILINHBI
«Ilopsimok u opopMiIeHHE OTIIYCKOB Pa3jJIM4YHOro Buaa. JIncrok BpeMeHHOM
HETPYA0CHocoOOHOCTH. MaTepuaibHAsi OTBETCTBEHHOCTh PA0OTHUKOBY»

6.1. CocTaBieHne rpaguka OTIyCKOB, 0COOEHHOCTH NMPOI0IKUTEIHLHOCTH €3Ker0IHOr0
1 IONIOJTHUTEJIBHOT0 OTIYCKA VISl OTACJIBHBIX KATeropui

CocraBnenue rpapuka OTHYCKOB. OCOOEHHOCTH MPOJOKUTEIBHOCTH €XKErOAHOTO U
JIONOJTHUTEIBHOTO OTIyCKa Ul OTAEIbHBIX KaTeropuil. JIbroTHele KaTeropuu pabOOTHHKOB,
KOTOpPBIE UMEIOT MPaBO OpaTh OTIIYCK B JII000E BpeMsl.

6.2. IIpenocTaB/ieHHE €Ker0JHOr0 ONJIAYMBAEMOI0 OTIYCKA.

[lonsiTe M BHUIBI €XKETOAHBIX OIUIAUMBAEMBIX OTIYCKOB lIpenocraBieHue €xerogHoro
OIIAYMBAEMOT0 OTIIYCKa B CPOKH, IPElyCMOTPEHHBIE IPaKOM OTIIYCKOB. BHECeHUE n3MEeHEeHU s
B rpaduk oTmyckoB. Buapl oTHyckoB U 0coOE€HHOCTH O(OPMIIECHHS: OTIYCK 0€3 COXpaHEHUs
3apa0OTHOM I1aThl, y4eOHBIH OTIYCK U T.II.

6.3. [IpaBuJia 3anmo/IHEeHHU S JIUCTKA HETPY/I0CIOCOOHOCTH

[Mopsimox oopmiteHust TUCTKa HETpyococooHocT. Hapymienust B opopmiieHHH JIMCTKA
HETPYI0CITOCOOHOCTH. DINEKTPOHHBIE OOTEHUYHBIC JIUCTHI.

6.4. MaTepuaJibHasi OTBETCTBEHHOCTh PA0OOTHHKOB

MarepuanbHasi OTBETCTBEHHOCTh pa0OTHHMKa Iniepen pabotomareneM. OrpaHuyeHHas
MaTepuaigbHas OTBETCTBEHHOCTh [lonHasi MarepualibHas OTBETCTBEHHOCTh. KoiliekTUBHas
MaTepHualibHasi OTBETCTBEHHOCTb.

Ipakrnyeckue 3ansitus. CocraBienue rpaduka otmyckoB. OdopmieHue aHuCTKa
HETPYI0CIOCOOHOCTH.
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Y4eOHO - TeMaTH4YeCKHUil IVIAH JMCUUILTHHBI
«Ilopsinok ycTaHoBJIeHUsSI pa00ThI VISl Pa3HBIX KaTeropuii padoTHUKOB. Pe:kum
padorbl. CoBMeCTHTEIb HJIN COBMeEIIEHHE.»

Ne B Tom uncie, akaj. AynuTopHbie DopMblI
n/n yac 3aHATHS, aKA/l. Yac| KOHTPOJS
HanMeHOBaHUEe TUCHUILTHHBI Beero ayauTop caMm. JICKIMH | HPAKT.
(Moxy.teii) 1acos, HbIX padoTnbl 3aAHATH
yac npuMeHeH a
neMm
AO0T*
1. | Opranuzanus Tpyna, peKuM Tpyna 4 4
OT/IBIXaA, pamoHaIbpHOe
o0opy/noBaHHE MeECT, CaHUTAapHBIC
HopMmbl. OTiaTa Tpy/ia ¥ MOTHBAIIUS
2. | Yopasienue YeIIOBEYeCKUMHU 4 4
pecypcamu.
3. | UccnenoBanus COLIMANBHO- 4 4
TICUXOJIOTHYECKOTO KIIUMara,
YperyIrpOBaHUS KOH()JIMKTOB,
BBISIBJICHHSI IPUYUH KOH(JIUKTOB
4. | HopmupoBanuss  Tpyna,  OICHKH 8 8
pe3epBoB M arrectanuu. lIpaBuna,
HOPMBI OXpaHbl U O€30MaCHBIX
YCIOBHH TpyJa
5. | CtpykTypa nepcoHana u yCiIOBHUs 2 2
HaiMa. TekyuecTb KaJpoB, IPOryJIbl
6. | UHocTpanHble paOOTHHMKH, TpaBUIIa 4 4
npreMa ¥ YBOJBHEHHS PabOTHHKOB,
OTBETCTBEHHOCTH paboToarens,
TOPSIIOK OPOPMIICHHUS KBOT
7. Bunaer comectutenscrBa. OCHOBHBIE 2 2
OTIIUYHSA COBMECTHUTEIILCTBA u
COBMEIIIEHUS
Hroro 28 28

Conep:xaHue TUCHUIIMHBI
«ITopsinok ycTaHoBJIeHHs PadOThI AJI51 Pa3HBIX KaTeropuii paboTHNKOB. Pe:xxum
padorbl. CoBMecTHTEIb UM COBMELIEHH . »

8.1. Opranuzauus Tpyaa, pe:kuM TPyIa U OTAbIXA, PALIMOHAJILHOE 000PY10BaAHHE MECT,
caHUTapHbIe HOpMBI. OnJIaTa TPyaa 1 MOTHBAIHA.
Opranuzanus TpyJna Ha NPEANPUATHU: NPUHIUNB U (GopMbl opraHuzauuu. Pexum Tpyaa u
otabixa. Opranmzanust pabounx mect. Opranuzanus TpyZAOBOro Ipolecca. YCIoBHS TpyAa U
oraeixa. Omuiata TpyJa ¥ MOTHUBALIUA.

8.2. YnpaBiieHHe YeJIOBeHeCKMMH PecypcamMu.

PaccmaTtpuBanne paOOTHHKOB Kak aKTMBa WM YelloBeueckoro kamurtai. [ImaHupoBaHus
COLIMAJIbHOTO Pa3BUTHS KOJJIEKTUBA U PA3BUTHUS TBOPUECKOIO MEpCoHama

8.3. HcciaenoBaHusi CONUATBHO-NCUXOJOTHYECKOT0 KJIUMATA, YpPeryJupoBaHHsA
KOH()IMKTOB, BbISIBJICHUS] IPUYMH KOH(PJIUKTOB
[Icuxomoruyecknii KIMMar B KOJUIEKTHBE M KaK MM yOpaBisATb. PakToOpbl ONPEAEISIOIINE
COLIMATbHO-TICUXOJIOTHYECKUN KITUMAT opranu3anui. KoH)IUKT: MpUunHbl, UICTOYHUKU U CTaUU
pasButus. Tumbl KOHPIUKTOB. KOHDIUKTEI 1 TyTH UX MPEOIOJICHUSI.

8.4. HopmupoBaHusi Tpylda, OLEHKU pe3epBoB U arrectauuu. [IpaBuia, HOpMBI
OXpaHbI M 0€30NMACHBIX YCJI0BHI Tpyaa
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Hopmuposanue tpyna Ha npennpustuu. Coaep:kanue 1 3aja4yl HOpMUPOBAHUS TPY/a.
Nzydenune 3arpar pabouero Bpemenu. OxpaHa Tpy/Ja Ha MPEIIPUSTUH.
8.5. CTpykTypa nepconajia u ycjoBusi Haiima. TekydecTh KaJpoB, MPOryJabl
Crpykrypa nepcoHana opranu3anud. [ TaBHas MpUYMHA TEKY4eCTH MEPCOHANA — ONIHOKH
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
WNuoctpanHbie paOOTHUKU: OCHOBHBIC MTPABWIIA TIPHEMa HA Pa0OTy M YBOJIbHCHHUS. 3aKITIOUCHHE
TPYAOBOIO JOTOBOPa C MHOCTPAHIIEM: OCOOEHHOCTU. AJIMUHUCTPATUBHASI OTBETCTBEHHOCTh
3a HapyIIeHHEe MUTPAIMOHHOTO 3aKOHOaTeIbcTBA. KBOTAa HA TpHeM MHOCTpaHHBIX TpaXaaH.
8.7. Buanbl coBMecTHTENHCTBA. OCHOBHBIE OTJIMYHSI COBMECTUTEIHCTBA U COBMEIIEHHS
Bunsl coBmectutenbcrBa. JlonoaHuTenbHas paboTa: 4eM OTJIMYAETCs COBMEIICHUE OT
COBMECTHUTENILCTBA U KaK MPAaBUIBLHO UX 0()OPMUTH C TOUKH 3PEHHUSI TPYIOBOTO 3aKOHOAATEIHCTRA.

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

Ne B Tom uucie, akan. AynuTopHbIe Dopmbl
n/n yac 3aHATHS, AKA/. 4aC | KOHTPOJIS
HanMeHOBaHHEe THCIUTLTHHBI Beero ayauTop caMm. JIEKIINK | NMPAKT.
(Moayneii) 1acos, HBIX padoTsI 3aHSATH
yac npuMeHeH q
neMm
AO0T*
1. | Cucrembr, MeTompl W (HOPMEI
MATEpHATLHOTO 1 HEMATEPHAIbHOrO 4 4
CTHMYJTUPOBAHUS TPYJOBOH
JIeSITEIbHOCTH TIEPCOHAA.
2. | IpekpaieHue TpymOBOTO JOTOBOPA
Mo 00CTOATENhCTBAM, HE 3aBUCSIINM
OT BoJaM cTOpoH. JImkBupauus ) 5
MPEANPHUATHS. Cokparienve
YUCIIEHHOCTH WIIX ITaTa paOOTHUKOB
OpraHH3aIin
3. | 3meHenune ycioBUil  TPYAOBOTO
JIOTOBOPA o WHUIATHUBE 2 2
paboTonarers.
4. | BpemeHnHwslld TepeBOJ Ha APYTyIO 9 5
paboTty 0e3 coriacus pabOTHHKA.
Hroro 10 10
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Conep:xaHue TUCHHILINHBI
IIpemupoBanue padoTHUKOB. [lopsinok pacTop:keHusi TPYA0BOI0 J0r0BOPAa 10
HHULMATHBE padoToaareis.

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

MartepuanbHOe CTUMYJIMPOBaHUE NepcoHana. OCHOBHbBIE IPUHLIMIIBI OPraHU3AUK OILIAThI
TpyZa B YCJIOBHUSIX PBIHOYHOW 3KOHOMHMKU. DOPMBI M CUCTEMBI OIUIATHI Tpyna. MarepuanbHbie
HE/IeHE)KHbIE CTUMYJIBI. HemarepuanbHOe CTUMYIMpOBaHue nepconana. [lotpedHocTr yenoBeka
U XapaKTepUCTHKAa MOTHBAIIMM, pPa3BUBAIOIIECKHCS Ha HMX OCHOBE. MeToabl MOpaIbHOTO
CTUMYJIMPOBAHUS IepcoHana. MeToibl OpraHM3allMOHHOTIO CTUMYJIMPOBaHUS IIEPCOHAA.

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 MPUYUHAM, HE CBSI3aHHBIM C MHUITUATHBOU
pabotHuka winu paboromartens. JIMKBUmanusi MpennpuaThs. YBOIbHEHHE COTPYIHUKOB IpU
JTUKBHUJIALUU TIPEANIPUATHS: MOPAIOK JeHCTBUM. ['apaHTunM M KOMIEHcaluu pabOTHUKAM IPHU
TUKBUAAIMU opranu3anuu. COKpalleHne YMCICHHOCTH WM IITaTa pabOTHUKOB OpraHMU3aLUU:
npouenypa.

9.3 U3meHeHHUeE YCI0BHIi TPYA0OBOI0 10r0BOPa N0 MHUIMATHBE padoToAaTe IS,

V3MeHeHne YCIIOBHI TpPyIOBOrO JOTOBOpa IO HWHHUIMATHBE paboromatens. [lopsmox
nevictBuid. Bunel nmepeBoioB. [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

Bpemennsrii nepeBoa Ha Apyryio padoty. Ilopsmok neiictBuii npu nepeBone padOTHUKA.
OcoOeHHOCTH TIepeBOJia OTIENbHBIX KaTeropuii paboTHUKOB. [lepeBon MO MEIUIIMHCKUM
MOKAa3aHUsM: [OIIAaroBas Mnpoueaypa.
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Y4eOHo - TeMaTH4YeCKHUil JIaH JUCHUILITNHBI
«OdopMiieHus npekpalieHus TPYA0BOro 10ropopa. BHyTpeHHuii ayaur.»

Ne B Tom uncie, akaj. AynuTopHbBIE Dopmbl
n/n yac 3aHATHS, AKA/I. 4aC | KOHTPOJIS
HanmeHoBaHWe AMCUHILTHHBI Beero [ aynurop cam. JeKIUM | MpaKT.
(Moxy.teii) 1acoB, HbIX padoTnbI 3aAHATH
yac NpUMeHeH a
neMm
A0T*
1. | AunynupoBaHue TPYZLOBOTO
nmoroBopa. OdopmieHne mepeBoga 1
YBOJIbHEHHS pabOTHUKOB B
COOTBETCTBHHU c TPYAOBBIM 4 4
3aKOHOJATENbCTBOM, IOJIOKCHUSIMH,
MHCTPYKUMSIMH U IPUKA3aMHU
PYKOBOJUTEISI IPEATIPUATHUS
2. | 3meHeHue  yclOBUH  TPYAOBOTO
JOrOBOpa 110 MHUIMATUBE PA0OTHHKA.
[TporpaMMbl TOATOTOBKH K BBIXOIY B 2 2
OTCTaBKy pabOTHUKOB W IPOILECCHI
BBITIATHI TOCOOUH paOOTHUKAM
3. | Ipukas Ha YBOJIbHEHHE,
KOMITEHCAIHs 32 HEUCIONIb3YEeMBbIit 2 2
OTITyCK. BIX01HBIE TOCOOHS
4. | Opranu3zauusi IpOBEICHUS ayAuTa U
KOHTPOJIITMHTA B yIpaBIeHUN 2 2
MIEPCOHAIOM
Hroro 10 10

Conepxanue TUCHUNIMHBI
«OdopMmiieHus npekpalieHus TPYA0BOro A0roBopa. BHyrpeHHuii ayaur.»

10.1 AnnynaupoBaHue TPYAoBOro aoropopa. OdopmiieHue nepeBoaa M YBOJIbHEHHS
PaGOTHUKOB B COOTBETCTBHM € TPYAOBBIM 3aKOHOJATEJIHLCTBOM, TMOJIOKEHUSIMH,
HHCTPYKIUSIMU U NPUKA3AMH PYKOBOAUTEIS MPeANPUATHS

AHHYyIUpOBaHUE TPYAOBOIO JOTOBOpA: KOIJIa pa3pelieHo U kak opopMuth. O0s3aTeNbHbIe
YCTIOBHS aHHYTUPOBaHUs U npaBuia opopmienus. [Topsinok nepeBoja v yBoIbHEHUS paOOTHUKA.
OcHoBaHMsI AJi1 YBOJIbHEHUS pPa0OOTHHKA. YBOJbHEHHE BO BPEMsI HCIBITATEIbHOI'O CpOKa.
VYBoJbHEHNE MO COOCTBEHHOMY KE€JIaHUI0. YBOJIbHEHHE MO COTJIAIIEHUI0 CTOPOH. YBOJbHEHUE
B CBSI3W C OKOHYaHMEM CpOKa TPYJIOBOrO JOrOBOpa. YBOJbHEHHE B CBSI3U C HApYyLIEHUEM
TPYAOBBIX 00s13aHHOCTEH. YBOJIBHEHHUE ITTUTETFHO OTCYTCTBYIOIIETO pabOTHUKA.

10.2 U3meHeHHe yCJI0BHMI TPYI0BOIO 10roBOPa 0 MHUIMATHBE PAa00THHKA.

N3menenne ycnoBui TpymoOBOTO JOTOBOpa MO WHUIMATHBE paboTHHKa. [Iporpammbr
MOATOTOBKH K BBIXOAY B OTCTaBKY paOOTHHKOB U MPOIIECCHI BHITUIATHI MOCOOUH pabOTHUKAM

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

[Tpuka3 Ha yBonmpHeHue. Obpazell mpukasza. KoMreHcarus 3a HEUCIOIb3yeMbIi OTITYCK.
Pacuer BeITUTaT P YBONTBHEHWHU. BBIXOTHBIE TOCOOMS.

10.4 Opranu3zauusi NpoBeJAeHHsl aAyAUTA U KOHTPOJJIMHIA B yIIPABJEHUH MEPCOHATIOM

OcCHOBBI TPOBECHUS ayIUTa U KOHTPOJUIMHTA repcoHana. Obias cxema ayauTa nepcoHaia
B opranu3anuu. OCHOBHBIC HAIPaBJICHUS ayAWTa MepcoHana. Pollb KOHTPOJUIMHTA B CHCTEME
yIpaBieHUs! IEPCOHAIOM OpPTaHU3AlIHH.
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Y4eOHo - TeMATH4eCKHUIl MJIAH AU CHUTITHHBI
Kaaposoe nesionpoussoacrtso B nporpamme 1C:3VII

Ne B Tom uncie, akaj. AynuTopHbBIE Dopmbl
n/n qac 3aHATHS, aKA/1. YaC | KOHTPOJIS
HauMenoBanue JUCHHUILIMHBI Beero ayauTop cam. JIEKIHH | NPaKT.
(Moxyeii) Hacos, HBIX padoTnbI 3aHATH
yac npUMeHeH -
Hem
AOT*
e IR 9
Hroro 30 30 30

Conepxanue THCHUILINHBI
Kanposoe gesonpounssoacrso B nporpamme 1C:3VII

IIpakTnyeckue 3aHsATHUS. 3HAKOMCTBO C KOH(urypamueil «3aprata U yIpaBieHHE
IIEPCOHAIIOM». HavanpHoe ~ 3amonHeHue  MH(OpPMALMOHHON 0a3bl. CrnpaBo4HUK
«Ilogpaznenenusi». CnpaBounuk «JlomkHoctu». IlltatHOoe pacnmucanue. CrocoObl cO3maHUs
HOBOTO coTpyaauka. OdopmieHue mpruemMa Ha paboTy Ha KaKI0ro coTpyaHuka. [IpueM Ha paboty
cruckoM. OcoOOEHHOCTH JIOKYMEHTOB IO IpuemMaM Ha paboty. Pabota co cmuckoM COTPYIHUKOB.
Hacrpoiika crivcka Jini, OTBETCTBEHHBIX 3a IMOJINUCH JOKyMEHTOB. KapTouka pusznueckoro Jimia
U KapToyka coTpyAaHuka. Jluunble naHHble coTpynHUKOB. KaapoBble oTueThl. JIOKyMEHTBI
«Kanposeiii nepeBoa» u «Kanposbiii nepeBoj cnuckom». JlokymeHT «llepemenienne B apyroe
noapasnenenue». JlokymeHnt «M3menenue rpaduka paboTel crmuckom». CoBMelleHue
TOJDKHOCTEN M ero oTMeHa. OCHOBaHUS JJIS PacTOPXKEHUs TPYIAOBBIX OTHOIeHWH. M3nmaHue
MPUKA30B O PACTOPKEHUHU U MPEKPAILIEHUH TPYIOBBIX TO0TOBOPOB B porpamme 1C.
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TPEBOBAHUSA K OPTAHU3AIIMOHHO - IEJAT'OT'HYECKHUM YCJIOBUAM
PEAJIMBALIMU ITPOI'PAMMBI

OpraHu3alnOHHO-TIEAArOrMYECKUE YCIOBUS peanu3auun padoueil yueOHON mporpamMmsl
00eCTeYnBaOT: pealnn3annio padodell mporpaMmbsl B TOJHOM 00beMe, COOTBETCTBHUE KayecTBa
MOJIrOTOBKM O0YYaIOIUXCsl YCTAHOBJIEHHBIM TPEOOBAHUSAM, COOTBETCTBUE IIPUMEHSAEMBIX (OpM,
CpeACTB, METOJOB OOy4YEHHMS M BOCIHTAHHUS BO3PACTHBIM, MCUXO(U3UYECKHM OCOOCHHOCTSIM,
CKJIOHHOCTSIM, CIOCOOHOCTSIM, HHTEpecaM U MOTPEOHOCTSIM 00yUaroIIuXCsl.

KBamudukamonusie TpeOOBaHMSA, NPEABABISEMbIE K IEJarori4eckuM padOTHUKAM
VYuyebHoro 1ieHTpa, onpeneistorces O3 «O6 obpazoBanuu B PO» 1 MHBIMM HOPMAaTUBHBIMH aKTaMHU
(kBTN ()MKAMOHHBIMU CIIPAaBOYHUKAMH W/ UM PO ECCUOHATBHBIMHU CTaHAAPTAMH).

KBanmudukannonnsie TpeOOBaHUS, MpeabsBisieMble K TobkHOCTH «[IpemomaBaTtensy:

BbIclIeE NMPO(ECcCHOHAIbBHOE 00pa3oBaHKE U CTaXK pabOThl B 00pa3oBaTEIbHOM
yUpexAeHUH He MeHee 1 rofa, Mpyu HAJTMYMH OCIEBY30BCKOTO MPO(EeCCHOHAILHOTO 00pa30BaHHUs
(aciupanTypa, OpAMHATYpA, AABIOHKTYpa) WJIM YYEHOW CTENMEeHH KaHauaaTta Hayk — 0e3
IpeabsiBICHUs TPeOOBaHUMN K CTa)Ky paOOThI.

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

s oOydeHus ciymaTenei mo mporpaMMamM JOTIOTHATENEHOTO MPo(ecCHoHaIbHOrO 00pa3oBaHuUs
AHO JI10 «YueOHo -kanpoBblii ieHTp [lepcnexktruBa-Cumdeponoss» pacmonaraet COGCTBEHHBIMA
nomemnienusiMu (Cumdepomnoss, yi Jlporerapckas 1a).

[Ipu peanuzanuy mporpaMM HCIONIB3YyeTCs ydeOHasl ayJuTopus, KOTopas o0opyJoBaHa
HEOO0XOAMMBIMU TEXHUYECKUMH CPEACTBaMU 00yUEHUs.

Kpome Ttoro, cmymarenu B mpouecce O00ydeHHMs OOECHeunBarOTCd HEOOXOAUMOMN
HOPMAaTHBHO-CIIPABOYHOM U yueOHO-METOJIMYECKOH  auTeparypodd, HH(OPMAIMOHHBIMU
MaTepuaIamH.

3aHATUS OYHON YacTH OCYILECTBIIAIOTCA B mpenenax padoyero aus ¢ 08.00 go 18.00 yac.
C yderoMm mnoxenaHui oOyuarommxcsi, oOeneHHbIH mepeppiB ¢ 12.15 ngo 13.00, mmeercs
BO3MOKHOCTh NMUTAHMs B MyHKTaX OOIIECTBEHHOI'O MHUTAHUS, PACIIONIOKEHHBIX B 30HE LIaroBOM
JOCTYITHOCTH.

OO0yueHue nMpoBOAUTCS:

1. B dopme neknuoHHBIX 3aHATAA B 00OpPYJOBAaHHOM Y4eOHOM KJacce C
HCIOJIb30BAHNEM COOTBETCTBYIOIIEH YUeOHO — MaTepualibHOM 6a3bl (TeopeTnyeckoe 00yueHue);

2. B dopme neknoHHbIX 3aHATUH — BEOMHAPOB C UCIOJIb30BaHNEM HH(POPMALIMOHHO
— TEJIEKOMMYHUKAIIMOHHOM ceTH MHTepHeT;

3. B ¢opme mpakTryeckux 3aHATHH B CHIEIMATIBHO 000PYAOBAaHHOM KJIacce.

4. B dopme camocTosATenbHOM pabOThl MyTEM H3yU€HUSI TEOPETHUECKOro y4eOHO —

METOJIMYECKOT0 MaTepHala o mporpaMMe B AUCTaHIIMOHHOM TopTane «[Ipomerein .
[Tpu peanuzanuu TpOrpaMMbl IPUMEHSIFOTCS CIEAYIONINE METOIBI O0YUCHHUS:

CrnoBecHbIC:

JIEKLIUS,

00BsACHEHHE,

Oecena,

JUCKYCCHS.
Harnanarle:

WJUTFOCTpAIHS,

JEMOHCTpAIHS BUACO(DHIBMOB.
IIpakTuueckue:

YIPaKHEHHUS,

MPAKTUYECKHE 3aHATHUA.

.._0\.)..!\)....!4

23



Beibop MeTon0B 00ydeHust ompenensercs NpenojaBaTeieM Ul KaKJOro 3aHATUS B
COOTBETCTBUH C COCTAaBOM M YPOBHEM IOJATOTOBIIEHHOCTH CIIyIIATEJNEeH, CTENEHBIO CI0XHOCTU
M3y4aeMoro Marepuasia, HJIMYMEM 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, INpeIbsBIAEMBIM K
00pa3oBaTEeNbHBIM OPTraHU3ALIUSIM.

MarepunajbHO-TEXHUYECKH e YCJI0BHA peanu3anuu Padoyeil yueOHoil mporpaMmsl

TexHu4yeckune cpeacrea Oﬁy‘IEHI/Iﬂ

KommnbroTep ¢ COOTBETCTBYIOIINM ITPOrPaMMHBIM 00€CTIEYEHUEM LITYK 1
MynbTHME TUAHBII IPOEKTOP HITYK 1
OkpaH MTYK 1
MarHuTHo-MapKepHas 10CKa LITYK 1
JucrannnonHbid Kype «Crienuanuct 1o ynpaBIeHUIO ITePCOHaIoM KOMIIJIEKT 1
(Cucrema nucranmonHoro ooydenus «lIpomereii»)

[Iporpamma «1C: 3YII» 8.3 KOMIUIEKT 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 OMPEJENICHHBIM KypcaM, MpeaMeTaM, MOIYJISAM WIH K€ JUCLUILINHAM, TO TaKue Pe3yJIbTaThl
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 TeopeTHYECKUX 3HAHUN OCYHIECTBIAETCA B y4eOHOM KJlacce Ha TEPPUTOPUU
Yuebnoro nearpa AHO JII1O «YueOnsriii ientp IlepcnexktuBay.

Kpurepun oneHk# 3K3aMeHa MPOMEKYTOYHOI0 ATTECTAIIUH

3a KaxJ10e MPaBUIBHO PEIICHHOE TeCTOBOE 3ajaHue mpucBamBaercs mo 1 Gammy. OOmias
CyMMa 0aJlJIOB, KOTOpasi MOXET OBITH ITOJIYYC€HA 32 TECT, COOTBETCTBYET KOJHMUYECTBY TECTOBBIX
3alaHUM.

Or1ieHrBaeMBbIii IIOKa3aTelb OrneHka
Y 10BIETBOPUTENBHO Xoporo OTnu4HO
IIporieHT HaOpaHHBIX OAIOB U3 55 -69% 70 -84% 85 % u Oonee
100% BO3MOKHBIX
KonnuecTBO TECTOBBIX Ot 30-37 Or 38-45 Ot 46 u 6onee
saganuii: 40

Kpurepun orieHKH KBaTM(UKAIMOHHOTO YK3aMeHa

OueHkoil «OTJMYHO» OLIEHUBACTCA OTBET, €CIM OOy4aroIUics CBOOOJHO, C TIIyOOKHUM
3HAaHWEM MaTepualia, MpaBWJIbHO, MOCIEAOBATEIbHO M IOJHO BBIOEPET TAKTHKY JIEHCTBUH, U
OTBETUT Ha JIONOJHUTENIbHBIE BOIPOCHI.

OneHka «X0OpomIo» BBICTABISAECTCSA, €CIM OOYYaroLIUiicss JOCTAaTOYHO YOETUTENIbHO, C
HECYIIECTBEHHBIMH OLIMOKAMHU B TEOPETUYECKOH MOJArOTOBKE M JIOCTATOYHO OCBOEHHBIMHU
YMEHHSMH, 110 CYIIECTBY NPaBUIBHO OTBETHII HAa BONPOC C JAOMOJHUTEIBHBIMA KOMMEHTapHUIMU
re/1arora Win J0MyCTUI HeOOIbIINe MOTPEIIHOCTH B OTBETE UM JeHCTBUU.

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

JIOCTaTOYHO YBEPEHHO, C CYIIECTBEHHBIMHM OIIMOKAaMH BBIMOJIHWI, KAaK TEOPETHUYECKYIO
4YacTh, TaK W MPAKTHYECKYIO, IMPOJEMOHCTPHUPOBAB CJIa00 OCBOEHHBIE YMEHHs. TOJBKO C
IIOMOUIBI0 HABOJSLIMX BOIPOCOB IpPENOJaBaTels, HE YBEPEHHO OTBEYaJ Ha JIONOJHUTEIIBHO
3aJIaHHBIE BOIIPOCHI.

OneHka «Hey/I0BJIETBOPUTEJbHO» BBICTABIIAETCSA, €CIM OOYyYaIOUIUIiCS UMEET OYeHb
ciaboe MpecTaBIeHUE O MPEAMETE U HEJJOCTaTOYHO, UM BOOOIIE 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
OTBEYAJI Ha JONOJHHUTEIBHO 3aJaHHbIE €My BOINpOCHL. [Ipu oleHKe «HEYyIOBIETBOPHUTEIBHO»
o0yyaromemMycsi IpeoCTaBIIIeTCs] BO3MOKHOCTh IIepec/iaTh 3K3aMeH OJIMH pas.
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IHEPEYEHb HOPMATHUBHO - TEXHUYECKUX TOKYMEHTOB "
YUEBHO - METOJUYECKOM JUTEPATYPBI

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 konieke 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 BHECEHUM M3MEHEHHUI B OTAENbHBIE 3aKOHOAATEIbHBIE AKThI
Poccuiickoit ®exmepanuui M0 BOMPOCY KBOTUPOBAHHSI PabO4YMX MeECT Jisi WHBAIHIOB)» OT
23.02.2013 N 11-®3 (pen. ot 12.12.2023).

8. ®enepanbHblii 3aKk0H «O MUTPALlMOHHOM YYeT€ MHOCTPAHHBIX TpakgaH U juil 0e3
rpaxaancTsa 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 3aK0H «O mpodecCHOHATBHBIX CO03aX, UX IpaBaX M TapaHTHAX
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. [TocranoBnenne IlpaBurensctBa P ot 01.09.2012 N 875 «O0 yrBepkaeHUn
[Tonoxenuss o (eaepalbHOM TOCYIAPCTBEHHOM HAA30pe 32 COOJIOJCHHEM TPYAOBOTO
3aKOHOJATEIbCTBA M MHBIX HOPMATHUBHBIX IPABOBBIX AKTOB, COJEpXAIUX HOPMBI TPYJIOBOTO
paBay.

15. [MocranoBnenne Muntpyna Poccun ot 10.10.2003 N 69 (pen. ot 31.10.2016)
«O0 yTBepkIeHUU VHCTPYKIMM IO 3alOJHEHHIO TPYJIOBBIX KHIDKEK» (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 TpynoBbIX KHWXKax» (BMecte ¢ «lIpaBuimamu BemeHWS M XpaHEHHS TPYAOBBIX 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 6911 «OO6 yTBepxaeHUU
poeCCHOHATBFHOTO cTaHAapTa «CIEIHATUCT TI0 YIIPABJICHUIO TTEPCOHATIOM)

19. [Tpukaz Muntpyna Poccum ot 06.05.2015 N 276 «OO0 yTBEpKICHHH
npogeccuoHaIbHOro cranaapTa «CIenualucT M0 OPraHU3alMOHHOMY M JIOKYMEHTAllMOHHOMY
00ECIIEYCHNIO YIIPABIICHUS OpTraHU3aIei»

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 Boiuiat/non ped. I'.10. KacesHoBo# (4-€ u3a., nepepab. u jorm.). — M.: ABAK,
2015. -352c.

22. Kanposoe nenomnpounsBoctBo. Kak mpaBmiibHO U OBICTPO 0DOPMUTH BayKHEHIITHE
JTOKYMEHTHI 110 TIepcoHaly. — 2-¢ u3., nepepad. u gomn. — M.: U3garensctBo «Aunbda-Ilpecey,
2017. — 264 c.

23. Hacronbnas knura kagaposuka /moa pen. I'.1O. Kacesnosoit (10-e uza., nepepad. u
nom.). — M.: ABAK, 2017. — 544 c.
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24, Odopmisiem kaznpoBbie 10KyMeHTH/ B.Mutpodanosa, M. ®unatosa (HoBoe 5-¢
m3n.). - CII6.: TTutep, 2017. - 400 ¢

25. [lpuem wu  yBOoNbHEHWE pPAOOTHUKOB C  y4ETOM  BCEX  H3MCHEHHM
3akonomarensctBa/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 MOATOTOBKU K MPO(ECCHOHAILHOW AEATEIBHOCTH MEHEKEPOB MPOU3BOJCTBEHHON
cdepsl / B ¢6.: OOpazoBaHre B COBPEMEHHOM MHPE: POJIb BY30B B COLMATHHO-IKOHOMHYECKOM
pa3BUTHH PETMOHA: COOPHHK HAYYHBIX TPYAOB MEXKIYyHAPOJIHON HAYYHO-METOIUYCCKOM
koHdpepenrmu / Ot.pea. T.W. Pynuesa. 2014. C. 231-234.

30. l'opumienuna M.B., @upcosa E.lIO. Jlucranumonnoe oOydeHue ¢ TOYKH 3pEHUS
cucteMHoro nojxozaa // Bectauk CaMapcKoro rocy1apcTBEHHOTO TEXHUYECKOTO YHHUBEPCUTETA.
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. Ynpasnenue nepconanom (s cro) / H.B. ®énoposa, O.10.
MunuenkoBa. - M.: KuoPyc, 2017. - 64 c.
33. 73. KubGanoB, A.S. VYmpaBnenue mnepcoHaiom B Poccum: teopus.: Ku.2:

Mownorpadus / A.5l. Kubanos, b.M. I'enkun, U.B. JlaBpertbesa u ap. - M.: Uudpa-M, 2018. - 64
C.

34. Kubanos, A.fl. YmpaBneHue nepcoHalioM OpraHu3alldu: CTpaTerus.: YdeOHoe
nocobue / A.51. Kubanos, 1.B. [lypakosa. - M.: Uudpa-M, 2018. - 224 c.

35. VYnpasneHue nepconaiom opranusamuu: Y4ueonuk / Ilox pen. Kubanosa A. 51,
bartkaesa 1.A., Bopoxeiikun U.E. u nap. - M.: Un¢pa-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,I[ OIICHOYHBIX CPCACTB I10 IIPOorpaMmMe COCTOUT U3 ABYX JacTew.

1. OueHoYHBIE CpelICTBA IMPOMEKYTOUHOM aTTECTAalluu, MPEACTaBICHHBIE TECTOBBIMHU
3aaHUSMU.
2. O1ieHOYHBIC CPE/ICTBA JIJIsl UTOTOBOTO dK3aMEHA: B BHJIC 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 MenepanbHoro 3akona ot 06.12.2011 Ne 402-P3)?

- BEJIMYMHA HATypaJbHOTO W (WJIHM) IEHEKHOTO M3MEpeHHUs (pakTra XO3sSHCTBEHHOW >KU3HU C
yKa3aHUEM EIMHHULl U3MEPEHUS

- MECTO TIeUaTH

- comeprkanue (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(UIMPOBAHHBIE CHCTEMBl TOKYMEHTAIWU. YHU(PUIMPOBAHHASL
cucTeMa OpraHU3allMOHHO-PACHIOPSIUTENILHOW JOKyMEHTaluu. TpeboBaHus K O(POPMIICHHIO
JTOKYMEHTOB)

Bonpoc 3. KTo pazpaéarsiBaer Ilosio:xeHue 06 otaesne kagpoB?

- 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?

- JIOKYMEHTBI, yCTaHaBJIMBAIOLIME HaJIM4Yue, BO3ZHUKHOBEHHE, NpPaB CYOBEKTOB TPYHOBBIX
MIPaBOOTHOIIEHUH ((PU3MUECKUX JIHII, FOPUAMUECKUX JIHII, TyOIMYHO-TIPABOBBIX 00pa30oBaHMil) Ha
JIBUKMMOE UMYIIECTBO

- JOKYMEHTBI, YCTAaHaBIMBAIOIIME HAJIWYUE, BO3HUKHOBEHHE, IPEKpAllECHUE, IEPEXO[,
orpanudeHue (OOpeMEeHEHHE) MpaB CYOBEKTOB TPAKIAHCKUX MPABOOTHOMICHUN ((DU3HIECKUX
T, FOPUINYECKUX JIUI, ITyOJIUYHO-TIPABOBBIX 00pa30BaHMil) Ha HEIBUYKUMOE UMYIIIECTBO

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

- JOKYMEHTBI, YyCTAHaBJIUBAIOLIUME HaJlW4Yhe, BO3HMKHOBEHME, IpEKpallleHue, Iepexo,
orpaHuueHue (oOpeMeHeHue) IMpaB CyOBEKTOB TPaKIAHCKUX IPABOOTHOIICHHH ((PpU3MUECKUX
JIUL, FOPUINYECKUX JIUL, TyOJIMYHO-TIPAaBOBBIX 00pa30BaHuil) Ha yIIpaBJiIeHHE aKTUBAMHU
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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 IMPHUKA30M
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 HuxenepednciaeHHoro HE oTHocuTesi K yuypeauTeJbHbIM JOKYMEHTaAM
IOpUANYEeCKUX Jui?

- o011ee NoaoKeHue 00 opraHu3alsaX JaHHOTO BUAA

- ycTaB

- YYPEAUTEIBHBIN JOTOBOP

- TPaXAaHCKO-TIPABOBOM JOTOBOP

Bonpoc 7. Kakoii 10KyMeHT siBJIfieTCSI OCHOBOW YCTAHOBJICHMSI B OPraHM3allMM €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 Muntpyna Poccun ot 9 ¢eBpang 2004 r. Ne 9 "OO0 yrBepxkaenun [opsaka
npuMeHeHuss EaMHOTO KBaM(UKALMOHHOTO CHPAaBOYHMKA JIOJDKHOCTEH pYKOBOAMTENEH,
CHEIHAIMCTOB U CayXamux"

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
Pa0OTHMKOB B OPraHM3anMu?

- C 3aKpeIUIeHUs IIPaBa JOCTYINa KOHKPETHBIX COTPYAHUKOB K IIEPCOHATIBHBIM JaHHBIM

- C U3/1aHUA MOJIOKEHUs (MHOTO JOKAJIbHOTO HOPMATUBHOIO aKTa) O 3allUTe MEePCOHAIbHBIX
JAHHBIX

- C OpraHMu3aluy IPOrpaMMHOM 3aIMUTHI IEPCOHAIBHBIX JaHHBIX

- C IOJy4eHHUs 0053aTeNIbCTBA O HEPa3IJIAIEHUU

Bonpoc 10. MoskeT i1 COTPYAHHMK, 10 BUHE KOTOPOro ObLIO AONMYIIEHO HAPYILIEHHE HOPM,
peryJupyromux o0padoTKy H 3alUMTY NEPCOHAJBHBIX [JaHHBIX Pa0OTHUKOB, ObITh
NpHUBJIeYEeH K MATEPHAILHOI 0TBETCTBEHHOCTH?

- HET, TOJBKO K aIMUHUCTPATHBHOMN

- 14, MOXKET

- HET, TOJIbKO K AUCIHUIUIMHAPHON

- HET, TOJIbKO K a/IMUHUCTPATUBHOMN U TUCLIUIUIMHAPHON
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Bonpoc 11. Kakue cucreMbl JOKYMEHTOB J0JIKHO BKJIIOYATh KaApPOBoe 1eJ10IIPONU3BOACTBO?

- YHU(DULIUPOBAHHYIO CUCTEMY OyXIaaTepcKON JOKYMEHTAlMM U YHU(PHUIIMPOBAHHYIO CUCTEMY
MEPBUYHON YUYETHOW 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 NE€PBHUYHONW YYETHOH NOKyMEHTaluu (Ipymniy AOKYMEHTALUH IO
y4eTy TpyZa U €ro OIuiaThl)

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

- K IEPCOHAJIBHOM IOKYMEHTALMH

- K H”HQOPMAIMOHHO-CIIPABOYHOUN HH(OpMAITUN

- K OpraHu3alMOHHO-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 JOKYMEHTOB B /ejJa B COOTBETCTBHH C
HOMEHKJIATYPO 1eJ1 3T0?

- 00paboTKa MepCcoOHANBHBIX JAHHBIX

- apX¥B OpraHu3aluu

- ¢popMupOBaHUE JIeNT

- BpeMEHHasI OITUCh eI

Bonpoc 15. Yro noHmMaercss Nojx JOKAJbHBIMH HOPMATHBHBIMH AKTAMH B TEOpPHUHM
TPYAOBOIo npasa?

- TpUHMMaeMble padoTOAaTeNeM aKTbl, KOTOpBbIE COJEp)KaT MPUMEHSEMble CaHKIIHUH,
paccuMTaHHble Ha HEOJHOKpPaTHOE INPUMEHEHHE KO BCeM pabOTHHKAM 3a MCKIIOYEHHEM
PYKOBOJISIIIINX TOJKHOCTEN

- cocTaBiseMble paboTonaTeNeM JOrOBOPBI, KOTOpPHIE COJAEp:KAaT MpaBHJIa IMOBEIEHUS,
paccUMTaHHbIE HA HEOJHOKPATHOE IPUMEHEHUE K HEONPENIEIEHHOMY KPYTY JIUI]

- I[pUHHMaeMmble pabOTO/MATENIeM aKThl, KOTOpbIE COAEp)KaT TMpaBHia MOBEICHHUS,
paccYMTaHHbIE HA HEOAHOKPATHOE IPUMEHEHUE K HEOIIPEAEIEHHOMY KPYTY JIUL]

- npuHumaemsble IIpaBurenscTBOM P® akThl, KOTOpBIE COAEPKAT NpaBUia IOBEJIEHUS,
paccYMTaHHbIE HA HEOJHOKPATHOE IPUMEHEHUE K HEONPEIEIEHHOMY KPYTY JIUI]

Bonpoc 16. HazoBuTe TpH coCcTaBJIAIONINE 3apadOTHON MIATHI?

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

- BO3HArpakJIeHue 3a TPy, KOMIIEHCAIIMOHHBIEC BBITUIAThI, CTUMYIHPYIOIINE BHITLIATHI

- BO3HArpaxkJieHue 3a TPy, IEHCHOHHOE 00ecTeueHne, CTUMYTUPYIOLINE BBITIIATHI

- BOBHArpaxZicHuUcC 3a Tpya, KOMIICHCAIMOHHBIC BBIIUIATHI, apCHAHAA I1JIaTa
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Bonpoc 17. B kakom ciaydae padoronareb MO:KeT PAaCTOPrHYTh TPYAOBOM J0roBop ¢
PadOTHUKOM 110 CBOeii HHMUUATUBE?

- HETIOCPEICTBEHHBIN PYKOBOIUTEh PAOOTHUKA ITOIAJ JOKJIATHYIO 3aIMCKY O HECOOTBETCTBHH
pabOTHUKA 3aHUMAEeMOM JTOJIKHOCTH

- JIOJDKHOCTh PaOOTHHKA TIOINAaeT MOJ| COKpPAICHHE 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 CBeJIeHUS O JUCHUIIHHAPHBIX
B3BLICKAHHAX?

- BHOCUTCS TOJIBKO JUCHUIUIMHAPHOE B3bICKAHUE B BUJIE YBOJIbHEHUS

- BHOCATCS

- He BHOCSITCS

- Ha yCMOTpeHue paboToaaTens

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

- popma Ne T-2 saBisiercst 00s13aTeIbHON K TPUMEHEHUIO TOJBKO JIJIS YUETa JIHII, 3aMEIIAr0IIHX
roCyJapCTBeHHbIC (MYHUIIUITATIBHBIE) TOIHKHOCTU TOCYIapCTBEHHON CITYKOBI

- ¢popma Ne T-2 sBisiercst o6s3arensHOM K mpumerennto ¢ 01.01.2013

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

- opmoii Ne T-2 nenw3s nonb3oBathes ¢ 01.01.2013

Bonpoc 20. CymmapHasi IpoA0/LKMTEIBLHOCTD TPYA0BOI M HHOH 001IECTBEHHO I0JIE3HOM
AesITeIbHOCTH, BbIICJICHHAs] M3 00LIero craxa Jii0o Io COAep:KaHuIo, JH0O0 10 YCI0BHAM
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
NPUMEHHUTH K padOoTHHUKY?

- 3aMeYaHue, BBIFOBOP, YBOJIbHEHUE

- 3aMeYaHue, IPUroBOp, yBOJIbHEHHE

- BBITOBOP, YBOJIbHEHUE, ITpad
3aMeyaHue, BHITOBOP, IPUHYIUTENbHbBIE PAOOTHI

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

- 1a, 00s13aH, Ha CPOK 110 4 MecsIIIeB

- 1a, 00s13aH Ha CPOK JI0 2 MECAIICB
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Bomnpoc 23. Uto u3 HM:KenepeuncaeHHOr0 HeJib3sl OTHECTH K aIMUHHCTPATHBHBIM
HapylLIeHUsIM B cepe TPyA0BOro 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
COOJII0ICHHIO, TIOBJIEKIIIEE IO HEOCTOPOXKHOCTH MPHUUYMHEHHE TSHKKOTO Bpea 3/10pPOBBIO YeTIOBEKa

Bonpoc 24. Yto U3 HU:KeNepeYnCcJIeHHOT0 HeJIb3sl CYUTATH ylep:KaHueM U3 3apadoTHOI
miarbi?
NPUHYAUTEIbHBIN BHIYET U3 3apab0THOM MJIaThl CyMMBI JIJIS IIOTAIlIeHUs] KpeInuTa
3a HeOTpaOOTaHHbIE THU OTIYCKa B CIy4ae YBOJIbHEHUS PaOOTHUKA
BO3MEIIEHHE HEOTPAOOTAHHOTO aBaHCa
- BO3BpaT CyMM, U3JIMIIHE BBIIIJIAYCHHBIX pa6OTHI/IKy BCJICACTBUEC CUCTHBIX OIIIHOOK

Bonpoc 25. B kakoM pa3Mepe HeceT MaTepHAJIbHYI0 OTBETCTBEHHOCTH Iepe
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 NMpUCTYNuJ Kk padore 14.01.2014, a 1ucT HeTPYAOCHIOCOOHOCTH NMPEIOCTABUII
ToJbko 14.07.20147

- HET, He 0053aH, TaK KaK CO JTHSI OKOHYaHUs OOJILHUYHOTO UCTEKIIO OoJiee ABYX HENEb

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

- 5a, o0s3aH, HO TOJIBKO €CIHM PAaOOTHHK IPEIOCTABUT CHPAaBKY M3 MEAYUYPEKICHHS O
JIEeWCTBUTENFHOCTH OOJEHUYHOTO

- 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 TPYAOBON QyHKIMH

- CpenctBa, crmocoObl M YCJIOBUS, C TIOMOIIBIO KOTOPBIX OOECIEUMBACTCS OCYIIECTBICHUE
MIPEOCTaBIEHHBIX Pa0OTHUKAM MpaB B 00J1aCTH COLUAIBHO-TPYIOBBIX OTHOIIECHH

- JleHexHbIE BBITUIATHI, YCTAHOBJICHHBIE B LIEJISIX BO3MEIIEHUSI paOOTHUKAM 3aTPaT, CBSI3aHHbBIX
C HCIOJHEHHWEM MMM TPYIOBBIX WM HMHBIX OOS3aHHOCTEH, MNPEIYCMOTPEHHBIX TpyroBBIM
kojekcoM Poccuiickoit denepanuu 1 IpyruMy 3aKOHAMH

Bomnpoc 28. UTo Takoe COBMECTUTEIBCTBO?

- ®opMa OCyHIECTBICHUS TPYJAOBOTO MPOLIecca BHE TEPPUTOPUU OPTaHU3ALUN

- BemmonHenue paboT, KOTOphIE B CHIIYy KIUMAaTHYECKMX W HWHBIX TPHPOAHBIX YCIOBUH
BBITIOJTHSIIOTCS B T€UEHUE ONPEEIICHHOTO TIEpHO/Ia

- Brmonanenne paOOTHHKOM JPYrol pErysipHONW OIUIaYMBaeMON pabOThl HAa YCIOBHUAX
TPYAOBOTO JJOTOBOPa B CBOOOTHOE OT OCHOBHOM pa0OThI BpeMs

- Ocobast popma ocymiecTBIEHUSI TPYAOBOTO MPOIIECCa BHE MECTA MIOCTOSTHHOTO MPOKUBAHUS
pabOTHUKOB, KOTJa HE MOXKET OBITh 00ECIEYeHO eXEAHEBHOE WX BO3BpallleHHE K MECTy
MTOCTOSIHHOTO MPO>KUBAHUS
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Bonpoc 29. Kem MokeT ObITH HCIIOJIB30BaH OTIYCK MO YXO1Yy 32 pebeHKkom?

- Tonpko MaTepbio peOeHKa

- Marepbto, oTiioM pebeHka, 0a0yIIKoOH, Ae0M, IPYTHMM POJCTBEHHHUKOM WJIM 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

Bomnpoc 31. B cTax padoTsl, 1al0muii MPaBo HA e;KeroAHbIi OCHOBHON OIJIaYnBaeMblii
OTILYCK, BKJIIOYAETCS:

- BpeMsl OTCYTCTBUS paOOTHHKA Ha paboTe 06e3 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 6omee 1 roma

- Ha cpok e Gonee 5 net

- Ha o601 cpok 6e3 orpaHuyeHui

- Ha cpok ne 6omnee 3 net

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
3aKOHO/IATEIbCTBOM W WHBIMH 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
MpeIoCTaBIsieMble paOOTHUKY JHHU OTAbIXA

- BpeMsl OTITYCKOB IO YXOIy 3a PEeOCHKOM N0 JTOCTHDKCHHS WM YCTAHOBJIEHHOTO 3aKOHOM
BO3pacTa

- BpeMs BBIHYXKJECHHOTO TPOTyJia MPYU HE3aKOHHOM YBOJIbHEHUH WJIM OTCTPAHEHHH OT pabOoThI
Y TIOCTIEAYIONIEM BOCCTAHOBJICHUH Ha MPEXHEH paboTe

- TIEpUOJ OTCTPAHEHHUS OT pabOTH paOOTHUKA, HE TIPOIICNIETO 00S3aTeIbHBIA 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 cpeqHero 3apaboTka

- B aToM ciiyuae mocoOue He BBITUTAYUBACTCSI

- B pa3mepe nByxHeIeNbHOTO CpeiHero 3apaboTka
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Bomnpoc 35. B kakue cpoku paGoTHHK /0J:KeH ObITh M3BellleH MO POCHUCH 0 BpeMeHH
Hayaja ormycka?

- He mo3aHee yem 3a Mecs1l 10 Havyasia OTHycKa

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

- He no3gHee uem 3a 1Be HEAEIH /10 Hadaja OTIIyCKa

- He no3gHee uem 3a HeJeI0 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

- Exeromgneiii  JONMOMHUTENBHBIA  OIUIAYMBACMBIM  OTIYCK  JJii  pabOTHUKOB  C
HEHOPMHUPOBAHHBIM Pa00OYUM JHEM 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

- IlpenocraBnsieTcss oTmyck U3 pacueTa 3 pabodmx AHA 3a Mecsl paboThl 6e3 coXpaHEHHs
3apaboOTHOM MIaThl

- [IpenocraBisioTcs OrIayuBaeMble OTIYCKAa M3 pacueTa 2 pabouyux JHS 3a KaXIbIil MecsI]
paboThl

Bonpoc 38. IloBTOpHOe mpenocTaB/ieHHe PeCNOHAEHTAMHM CYObeKTaM O(pHUHAILHOIO
CTATHCTHYECKOI0 Yy4YeTa HeJOCTOBEPHBIX NePBHYHBIX CTATHCTHYECKHMX JAHHBIX BJIeYeT
HaJI0KeHHEe HA I0PUANYECKHX JIMI AAMUHUCTPATUBHOIO IITpada:

- ot 50 000 1o 100 000 py6ueit

- ot 30 000 1o 50 000 pybneit

- ot 100 000 mo 150 000 py6Gumeit

- ot 10 000 o 20 000 pyGureit

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 MOApa3AeJIeHNUI OpraHu3aliyi Hauaio, OKOHYaHUE WK 001ast MPOJAOKUTENEHOCTh
pabouero Hs (CMEHBI) ONPEACIISIETCS 0 COTJIAIEHUI0 CTOPOH

- OcoOblil pexuM paboThl, B COOTBETCTBUU C KOTOPHIM OT/AEIbHbIE PAaOOTHHUKH MOTYT IO
pacropsDKeHHI0  paboTojaTtenss TpH  HEOOXOJUMOCTH — DIHM30AMYECKH  MPUBIEKAThCI K
BBIMIOJIHEHUIO CBOMX TPYJOBBIX (YHKUMH 3a TpelenaMH YCTAaHOBICHHOM [UId HHX
MIPOIOIDKUTETFHOCTH Pab0yero BpeMEeH!

- Pesxum paboThl, B COOTBETCTBUU C KOTOPBIM NPEyCMOTpPEHA 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?

- Metox cormacus

- Meton no6poskenarenbHOCTH

- MGTO,Z[ TICUXOJIOTHYCCKOT'O IO IaXKUBaHU A

- MGTO,Z[ B3aUMHOI'O JOIIOJTHCHUA
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Bomnpoc 41. Uro u3 nepeunciaennoro HE moayiexur neierupoBaHuio nog4YMHEHHbIM ?
- 3a/1auu BBICOKOM CTENEHU PUCKa

- [logroroBurensHas pabota

- 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

Bomnpoc 43. B yem 3akiIi04aeTcs nepuenTUBHAS CTOPOHA YNPABJIEHYECKOT0 00IeHust?
- O6meH uHpopmanuei

- OOMeH JeiicTBUsMU B IIpoliecce OOIEHHs

- Bocnipustue apyr apyra B mporecce oOeHus

- CoBMecTHas 1€ATEIBbHOCTD

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 IIAHUPOBAHUA SIBJIsAETCS MPOOJIEeMHO-
OPHEHTHPOBAHHBIM, 10JITOCPOYHBIM (HA NEPHOJ OT TPeX A0 AecATH JjeT)?

- Texnnueckoe rIaHUpOBaHKE

- Ctparernueckoe miIaHupOBaHUE

- 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
IOIEPKKH, MHOTO YIIpaBJICHUS

- PykoBoauTens MpUHMMAET pellIeHUs 3a MoaunHeHHoro. [loackaspiBaeT Te€ MM UHBIE
BapHaHThl PELICHU 3a1a4l. MHOTO MOAJAEPKKH, MHOTO YIIPABICHUS

- PykoBoauTens cTaBUT 11€b, 0003HAUACT KOHEUHBIN pe3ynbTaT. [lenerupyer crnocobd
JOCTHIXXCHHUA IEJIH, OTBETCTBEHHOCTDH M ITOJTHOMOYHMSA

Bonpoc 47. Uto Takoe TakTHYeCKOe IUIAHMPOBaHue?

- IIpo6reMHO-0pUEHTHPOBAHHOM, TOJTOCPOYHOM IIJIAHUPOBAHUH (Ha EPUOA OT TPEX 10
JIECSITH JIET)

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

- CpenHeopueHTHPOBAHHBIN MEPEHOC KAJAPOBBIX CTPATETHl Ha KOHKPETHBIE MPOOIIEMbI
yIpaBJIeHUS TIEPCOHATIOM (CPOKOM OT OJTHOTO T'0J1a IO TPEX JIEeT)

- KpatkocpouHoe mianupoBanue (CpoKoOM J0 OJTHOTO T'0J1a)

35



Bonpoc 48. Ykaxute maccuBHBI MeTOA 00y4YeHHMsI NepCcOHAJa BHe padouyero Mecra,
KOTOPBIN HCIOJIB3yeTcs JJIsl H3JI0KeHHS] TeOPeTHYeCKHX M MeTOJMYeCKHX 3HaHWH,
NPAaKTHYECKOI'0 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 nepevyncaeHHOr0 MOKHO /1eJIeTHPOBATh MOAYMHEHHBIM /1A
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 cruib mnoBeleHHsi B KOH(JIMKTe HampaBJjieH Ha cOXpaHeHUe M
BOCCTAHOBJIEHHE OJIATONPUSITHBIX OTHOUIEHUH C ONMOHEHTOM MyTeM CIJIA’KHUBAHUSA
Pa3HOIJIACHI 32 c4eT COOCTBEHHBIX HHTEPECOB?

- YeTymuuBoCTh (MpUCOco0IeHue)

- Komnpomucc

- CoTpyiHU4ECTBO

- [IpoTuBOOOPCTBO (KOHKYPEHIIMS)

Bonpoc 52. KakoBa 1e/b ajibTepHATHBHBIX BONIPOCOB?

- [Monyunts y coOeceqHrKa corjiacue 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.isieT co00ii ynpaB/ieHHe NOCPeICTBOM JeJerHpoOBaHuA?

- Takas TexHWKa PYKOBOJACTBA, IIpH KOTOpOI71 KOMIICTEHIIUU U OTBETCTBEHHOCTH ITOJIHOCTBIO
nepeaaroTCa COTpyaAHUKaM, CAaMOCTOATCIbHO NPUHUMAIOIIM PEHICHUA U OCYIICCTBIIAOIINM UX

- Ocobasi TexHUKa PYKOBOJCTBA, MPU KOTOPOW KOMIETEHIMH MEPeNaloTCs COTPYIHUKAM,
CaMOCTOATENIBHO INPUHHUMAIOIIMM DPEIICHUS U OCYILIECTBIISIOIUM HX, a OTBETCTBEHHOCTb 34
IMPUHATBIC PCHICHUSA JIC)KUT TOJIBKO Ha PYKOBOJIUTEIIC

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

- Oco0as TeXHMKa PYKOBOJICTBA, IPU KOTOPOIl KOMIETEHIIUN U OTBETCTBEHHOCTH MEPEJAt0TCs,
HAaCKOJIBKO 3TO BO3MOXHO, COTpYAHHUKaM, CaMOCTOATCIbHO IPUHHUMAIOOIUM PCIHICHUA U
OCYULIECTBIISIOIIHUM UX
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Bonpoc 54. YUem xapakTepu3y0Tcsi MOTMBALMOHHBbIE L€ ATTECTALIMH NepcoHa a?

- UadopmupoBanre pabOTHUKOB 00 OTHOCHTEIIFHOM YPOBHE MX KBUTM(PUKAIIMH, KaueCTBa U
pe3yNIbTaToB TpyAa

- [Ipuobperenne pabOTHUKOM HOBOTO OIBITA

- ndpopmupoBanrne 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
pecypcamm».

2. DTarbl pa3BUTHSA yIIPABICHUS TEPCOHATIOM.

3. CoBpeMeHHBIH MOAXO0] K YIIPABICHUIO TIEPCOHAIOM.

4. OcHOBHbIE MOAXO/bI K YIPABJICHUIO YEJIOBEYECKUMH PecypcaMu (KJIacCUYECKH,
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-aIMHUHHUCTPATUBHbIE,
HSKOHOMHUECKHUE, COLIMATIbHO-TICUXO0JIOTNYECKHE).

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. TpynoBoii kogekc PP — oCHOBHBIE OJIOKEHHUS.

12. CommanbHOE TAPTHEPCTBO: B3aUMO/ICHCTBUE PO COI030B, paboToaaTelNeii 1 OpraHoB
BJIACTH B 00JIACTH TPYJOBBIX OTHOILIEHUH.

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. CymHOCTB, IeNH ¥ 33]]a91 KaIpOBOTO IJIAHUPOBAHHUSL.

21. Drambl KapoOBOTO TITAHUPOBAHHSL.

22. CymHOCTh W TPUHIMIIEI MapKeTHHTa nepcoHana. WHbopmannonHas (QyHKIHsS
MapKeTHHIa epcoHaIa.

23. HccnemoBaHue BHEIIHEH M BHYTPEHHEH Cpeabl OpraHU3aIlMH MPH OCYIIECTBICHUU
MapKeTHHIa IEPCOHAIA.

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
nepcoHaa

28. Texnonoruu oTOOpa MepcoHasa

29. TIpoduib/Moaens TOKHOCTH

30. UnTepBbio-cobecenoBanne: 0COOEHHOCTH TEXHOJIOTUH MTPOBEACHUS

31. IIpoekTuBHAast METOAMKA MTPOBEACHUS MHTEPBbIO-COOECEIOBAHNUS

32. AmHanu3 pa3IMYHBIX THUIIOB METarporpamM (Tur pedepeHIuy, OpUCHTAINS Ha
MpoIiecc/Ha pe3yIbTaT, CKIOHHOCTh K MTPOIIETypaM/BO3MOKHOCTH )
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33. OcHOBHBIE IpaBUJIa COCTABJICHUS PE3IOMe

34. OcHOBHBIC IPUYHMHBI OTKa3a B IpUeMe Ha paboTy

35. Bunpl aganranuu nepcoHasia

36. DTambl aanrtaiyy nepcoHana

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

38. [InanupoBaHue Kapbephl

39. OcHOBHBIC MOJIeNH ITTAHUPOBaHUs Kapbepbl: « Tpamruiina» u «JlecTHUIIa»

40. OCHOBHBIEC MOJICIU IJIAHUPOBAHUS Kapbepbl: «3Mes» u «llepemyThe»

41. OOyueHue nepcoHaina

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

43. Koy4wHT KaK TeXHOJOTHs 00ydeHHUs epcoHaIa.

44, OueHka nepcoHana

45. Ouenka nepconana: meroguka MBO

46. Ouenka nepconana: meroauka KPI

47. OueHka repcoHaja: TEXHOJIOTHUS MPOBEACHUs «Acceccment centre

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. AyTIUICWCMEHT KaK TEXHOJIOTHS YBOJbHEHHUS IIepCcoHalIa

54. PaznuuHble BUAbI MOTHBALIMY ITEpCOHATIA

55. Cucrembl CTUMYIUPOBAHUS IIEPCOHANA

56. Kanposslii pe3epB Kak HHCTPYMEHT MOTHBALIUU

57. CtpyKkTypa J10X0JI0B [IepCOHAa B KOMITAaHUU

58. Omara Tpyna nepcoHana. Busr 3apab0THOM M1aThl 1 MOTUBAIHS paOOTHI TEPCOHATIA.
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(INKTaMHU.

64. Mertoapl yripaBiIeHHUS KOHPIUKTAMA M CTpeccaMu B KOJUIeKTUBe. Kimaccudukarus
CTPECCOPOB U MX MOCIEACTBUNA, METObI HEUTPAIU3ALUU CTPECCOB.

65. Opranuw3anMoHHas KyJbTypa Kak OCHOBa KaJapOBOH  TOJUTHKH. THIIBI
OpPraHMU3aLMOHHBIX KYJBTYp U COOTBETCTBYIOIINE UM KaJPOBBIE TOJIUTUKH

66. Hawubosee pacnpocTpaHEeHHBIE CUCTEMBI OIIAThI OCHOBHBIX M BCIIOMOT'aTEIbHBIX
npou3BoicTBeHHbIE pabounx, UTP u AVII

67. AyrmelicMeHT u ayrctad(QUHT — COBPEMEHHBIE KaJPOBBIE TEXHOJIOTUT

68. XapakTepucTHKa CEBEpPO-aMEpUKAHCKOW MOJEIM  YIpPaBICHHUS IEPCOHAIOM
OpraHMu3aLu

69. XapakTepucTHKa 3amaJHO-€BPONEHCKON MOJENM  YHpPaBICHHUS IEPCOHAIOM
OpraHu3aLu

70. XapakTepuCTHKa I0’KHO-a3UAaTCKOW MOJEIH YIPaBJICHUS IEPCOHAIOM OpTaHU3aIIH

38


https://pandia.ru/text/category/sostavlenie_rezyume/
https://pandia.ru/text/category/zarabotnaya_plata/
https://pandia.ru/text/category/oplata_truda/
https://pandia.ru/text/category/oplata_truda/
https://pandia.ru/text/category/trudovoe_zakonodatelmzstvo/
https://pandia.ru/text/category/trudovoe_zakonodatelmzstvo/
https://pandia.ru/text/category/koll/
https://pandia.ru/text/category/vspomogatelmznoe_proizvodstvo/
https://pandia.ru/text/category/vspomogatelmznoe_proizvodstvo/
https://pandia.ru/text/category/autstaffing/

		2024-10-17T14:26:00+0300
	АНО ДПО "УЧЕБНО-КАДРОВЫЙ ЦЕНТР ПЕРСПЕКТИВА-СИМФЕРОПОЛЬ"




