OBPA30OBATEJIBHOE YACTHOE YYPEX/EHUE
JOMOJIHUTEJBHOT O TIPO®ECCUOHAJIBHOI'O
OBPA30OBAHUS "UEHTP OBYUYEHMUS "CIHEHUAJUCT" YHIIL IIPH
MI'TY UM. H.D. BAYMAHA
(OUY A0 «CIIEHUAJINCT»)

123242, ropos Mocksa, yiuia 3oojorudeckas, j1om 11, crpoenne 2, stax 2, nomeuenue Nel, komnara Nel2,
WUHH 7701168244, OI'PH 1127799002990
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JlonoyiHUTE/IbHASI PO ecCuoHaATIbHASA MPOrpaMMa
MOBBINIEHUS KBAJTUPUKAUA
«Kaaposasi padoTa B COBPpEMEHHOU OPraHu3anuu B
2019 r. YpoBens 2. Opranu3zanusi KaIpoBoro
AeJI0MPON3BOICTBA»



[IporpamMma pa3paboTaHa B COOTBETCTBHHM C IMpHKa3oM MHHHCTEpCTBa 00pa3oBaHUs U
Hayku Poccuiickoit @enepanun ot 1 wmrons 2013 r. N 499 "O6 yrtBepxknenun Ilopsinka
OpraHM3allil ¥ OCYIIECTBICHHUS OO0pa30BAaTEIbHOW MEATENBHOCTH IO JOMOJHUTEIbHBIM
npodeccrOHaIBHBIM MporpamMmmam".

[ToBpimenne KBamupuKaUKd CIOylIaTeNled, OCYIIECTBIEMOE B COOTBETCTBUU C
POTrpaMMOii, MPOBOAUTCS C HUCIOJB30BAaHUEM MOAYJIBHOTO MPUHIMIIA MOCTPOSHHS Yy4eOHOTro
IUIaHa C TPUMEHEHUEM pa3IM4YHBIX 00pa30BaTENbHBIX TEXHOJOTHH, B TOM YHUCIE
JTUCTAHIIMOHHBIX 00pa30BaTENbHBIX TEXHOJOTHHA M 3JIEKTPOHHOTO OOyYeHHUs B COOTBETCTBHHU C
3aKOHOJIaTEILCTBOM 00 00pa3oBaHUMU.

JlononuutenbHas — mpodeccuoHadbHas ~ NporpaMMa  TMOBBINICHHWS — KBalM(uKauuy,
pazpabotaHa oOpa3oBaTeNbHON oOpraHu3alieil B COOTBETCTBHM C 3aKOHOAATEILCTBOM
Poccuiickoit @enepannu, BKIIIOYaeT BCE MOAYJIH, YKa3aHHbIE B yYeOHOM IUIaHE.

Copep:kaHue OLIEHOYHBIX M METOJUYECKHX MaTepHalIOB OIpeneiseTcss o0pa3oBaTenbHOM
OpraHu3aleil CaMOCTOATENBHO C Y4YeTOM IIOJOXKEHHUH 3aKOHOAATENbCTBA 00 0OpazoBaHHMU
Poccuiickoit deneparum.

CrpykTypa  JONMOJHHUTEIBHOH  MpO(GECCHOHANBHOW  MPOrpaMMbl  COOTBETCTBYET
TpeOoBanusiM llopsiaka opraHuM3anyMyd U OCYIIECTBICHHS] 0Opa30BaTENbHON NEATEIbHOCTH IO
JIOTIOJTHUTEIBHBIM MPO(EeCCHOHATBHBIM MPOTrPaMMaM, YTBEPKACHHOTO MpHKa3oM MUHOOpHAYKH
Poccum ot 1 mronsa 2013 r. N 499.

O0beM JONOJHUTENBHOM TNpOo(ecCHOHANBHOM MporpaMMbl BHE 3aBHCHUMOCTH  OT
MPUMEHSEMBbIX 00pa30BaTEIbHBIX TEXHOJOTHH, OJDKEH OBITh He MeHee 16 akageMHuecKHx
yacoB. CpOKH €e OCBOCHHUS OTIPENeNIAIOTCS 00pa30BaTeIbHOW OpraHU3aIlel CaMOCTOSATENBHO.

®opMbl  00yueHHUs ciymaTtenei (o4yHas, OYHO-3a04YHas, 3a04YHasl) OINPEIEISIOTCS
00pa30BaTeNbHON OpraHU3aIe CaMOCTOATENBHO.

K ocBoeHMIO TOMOTHUTENBHBIX MPOGECCHOHATIBHBIX MPOTPaMM JIOITYCKAIOTCSL:

- U1, UMEIoIue cpeaHee npodeccuoHalbHOE U (MIIH) BhICIIEe 00pPa30BaHHUE;

- TUTIa, TTOJTyYaoIne CpeHee MpodecCuoHaIbHOE U (MJTH) BEICIIee 00pa3oBaHUE.

Jns ompeneneHus CTPYKTYpbl TOMOJHUTEIBHOW MPO(ECCHOHATBHOM MpPOrpaMMbl U
TPYJOEMKOCTH €€ OCBOCHMSI MOYKET IMPHUMEHSTHbCS CHUCTEMa 3a4eTHbIX enuHull. KosnuecTBo
3aUETHBIX EIWHUIl TO JOMOJHUTEIbHOW MpodecCHOHANbHOM MporpaMMe YCTaHABIUBAETCS
OpraHu3aIUEn.

OOpa3oBarenbHas JEATENBHOCTh CHyIIATENed MpeaycMaTpUBAET CIEAYIONIUE BHJIBI
yUeOHBIX 3aHATHH M Yy4YeOHBIX paloT: JEKIHH, NPAaKTUYECKHEe W CEMHHAPCKHE 3aHATHS,
nabopatopHble pabOThI, KPYTJble CTOJBbI, MAaCTepP-KIacchl, MACTEPCKHE, JI€JIOBBIE UTPHI, POJIEBBIC
UTPHl, TPEHUHTH, CEMHHApbl 1O OOMEHY OIBITOM, BBHIC3IHBIC 3aHATHS, KOHCYJbTAIHUH,
BBIMIOJTHEHUE AaTTECTAIIMOHHOW, IUINIOMHOW, MPOEKTHOW paboThl W Apyrue BHUIBI YYEOHBIX
3aHATUH U y4eOHBIX paboT, OTPE/IeTICHHBIC YUCOHBIM TUTAHOM.

1. eab nporpaMmbI:
[IporpamMma TOBBIICHHS KBATH(DHUKAIIMN HAIMPABJICHA Ha COBEPIICHCTBOBAHHE KOMITCTCHITUH,
HEOoOXOoauMOM 171 MpoecCHOHANBHON AESITEeNbHOCTH, W TOBBIIIEHHE NPOQPECCHOHATHHOTO
YPOBHS B PaMKaX UMEIOIICHCS KBaTH(PUKAITUH.
JIroOo¥i crienuanucT Me4TaeT MPOJBUHYTHCS MO KapbepHOU JecTHuie. J1Jis 3TOro HeoOXO0AMMO
MOCTOSTHHO TOBBIIIATH YPOBEHBb 3HAHUH, 3HATh 00 U3MEHEHUSAX B 3aKOHOAATEIhCTBE PD 1 ymerno
UX HCIIOJIb30BaTh B paboTe.

COBepIHeHCTByeMbIe KOMIICTCHIIUN

No Kommerenmusa Hanpasnenue noaroToBku

®roc 380303 YINPABJIEHVE
MEPCOHAJIOM (YPOBEHb
BbICLLEIO OBPA30BAHNA
BAKAJTABPUAT)




Ko xoMmmerennumn

npocbeccuoua.nbﬂoro craHaapra

3HaHueMm Tpynosoro kozaekca Poccuiickon Penepauuu u
WHBIX HOPMAaTUBHBIX TIPAaBOBBIX AaKTOB, COAEpPKAIINX
HOpPMBI TPYJIOBOTO IIpaBa, 3HAHWEM IMPOLEAYp NpUEMa,
YBOJIbHEHUS, TIEpeBoJa Ha  JIpyrylo  pabory U
MepeMelIeHus] NepcoHalla B COOTBETCTBUU C TpynOBBIM
kogekcoM  Poccumiickoit  ®enepaumu M BIAJCHUEM
HaBBIKAMH oopMIIeHUS CONPOBOXKAAIOLIEH
JIOKYMEHTaluH

BJIaJICHUEM HaBbIKaMM pa3pabOTKH OpraHU3allMOHHON U
(YHKIIMOHATBHO-IITATHOM  CTPYKTYpbI,  pa3paboTKu
JOKaJbHBIX ~ HOPMAaTHUBHBIX  aKTOB, KacaroIInuXCsl
opraHuzan Tpyda (IpaBuWiIa BHYTPEHHETO TPYA0BOTO
pacnopska, IMOJIOKEHHE 00 OTIyCKax, IOJOXKEHHE O
KOMaH/IUPOBKaX)

YMEHUEM BECTH  KagpoBOE  JEJIIONPOU3BOACTBO U
OpraHM30BbIBaTb apXUBHOE XpaHEHHUE KaJpOBBIX
JOKYMEHTOB B COOTBETCTBUM C  JICMCTBYIOUIUMU
HOPMAaTHUBHO-NIPAaBOBbIMM  aKTaMHM, 3HAHUEM  OCHOB
KaJIpoBOI CTaTHCTHKH, BJIaJICHUEM HaBBIKAMH
COCTaBJICHUSI KaJpOBOM OTYETHOCTH, a TAKKE HABBIKAMU
O03HAKOMJICHUS COTPYAHHKOB OpraHU3aluud C KaJgpOBOU
JIOKYMEHTalHuen u JEUCTBYIOIIUMH JIOKaJIbHBIMU
HOPMAaTUBHBIMH aKTaMH, YMEHHE OOECIeYHUTh 3alluTy

NEPCOHAIBHBIX TAHHBIX COTPYAHHUKOB

IIK-10

IK-11

IIK-13

COBepHIeHCTByeMbIe KOMIIETCHIHUH B COOTBETCTBMM C TPYIAOBbIMH (l)I/IKIII/IHMI/I

npukasom MuHtpyga PO ot «06» okTa6pa 2015 r. Ne 691H

«CneunannucT no YNpasNEeHUIO MNEePCOHANoOM», YTB.

Ne

Komnerenis Hanpasnenne moarotoBku

«Cneuuanuct no ynpasieHUo
nepcoHanom», yTB. NPUKa3oM
MuHTpyga P® ot «06» okTAGpsa 2015 .

Ne 691H

TpynoBbie QyHKIMHN (KOM)

JlokymeHTarimoHHoe o0ecreueHne paboThl ¢
MIEPCOHATIOM

A/01.5, A/02.5, A/03.5

2. IlnanupyeMblil pe3yJabTaT 00y4eHU:

[Tocne okonuanust 00ydenust Ciymarenb OyaeT 3HaTh:
Kak rpaMoTHO 0OpMIIATE OpraHU3alMOHHYIO U PaCTIOPAIUTEIbHYIO JOKYMEHTALIHIO 110

1.

(O8]

[IEPCOHAILY
Kak BecTn 1oKyMeHTaLHUIO 110 YYETY U IBUKEHUIO KaJpOB

Kak agMUHUCTPUPOBATh MIPOLECCHI U JOKYMEHTOOOOPOT 10 YUETY U IBUKEHUIO KaJJpOB
Kax opueHTHpoBaThCs B cCCTEME KapOBOI TOKYMEHTALMU U BBISIBISTh ONTUMAJIBbHBIN

COCTaB KaaApOBBIX JOKYMCHTOB

Kak rpaMoTHO 0OpMIISATH KaIpOBYIO TOKYMEHTALIMIO C YIETOM HOPMAaTUBHBIX TPEOOBAHUIA




6. Kak BHOCHTh U3MEHEHHUS B JIOKYMEHTBI 110 JINYHOMY COCTaBY

7. Kak perinaMeHTHpOBaTh TEXHOJIOTHIO pabOThI ¢ KaAPOBBIMHU JOKYMEHTAMH 3a CUET CO3aHHUs
JIOKaJIbHBIX HOPMATHUBHBIX aKTOB TI0 KaAPOBOMY JEJIONPOU3BOACTBY (WHCTPYKIIHS IO
KaJ[pOBOMY JEJIOMPOU3BOJICTBY, TabeIb (OpM JOKYMEHTOB U Jp.)

8. Kak moaroraBnuBath Ajisi pabOTHI M BECTH PETUCTPAIIMOHHBIC (YueTHbIE (OPMBI):
yHU(UIIMPOBaHHbBIE U HEYHU(PHUIIUPOBAHHBIC

9. Kak opopMIIATs TPYIOBYIO KHHKKY, IIPOIITHBATH MHOTOCTPAaHUYHBIC JOKYMEHTHI,
KypHaJIbHBIE (POPMBI

10. Kak cucremMatu3npoBaTh, XpaHUTh, TIOATOTABIMBATE JOKYMEHTHI K apXUBHOMY XPaHCHHIO

ITocae okonuanus odyuenuns Ciaymaresb OyeT yMeThb:

e OdopMIATh OPraHU3AIHMOHHYIO U PACTIOPSIIUTEIFHYIO JOKYMEHTAIUIO 110 TIEPCOHAITY

e BecTn 1oKyMEHTAIUIO IO YUYETY U IBI)KEHUIO KaJpOB

e AJMHHUCTPUPOBATH MPOIECCHI U JOKYMEHTOO00POTA M0 YUETY U IBHKCHUIO KaJpOB

o IlpencraBnsaTh JOKYMEHTHI IO MIEPCOHATY B TOCYIaPCTBEHHBIE OPTAHbI

e  OpHEHTHPOBATHCS B CHCTEME KaJ[POBOW JOKYMEHTAIIUH U BBISBIISTH ONTHMAITBHBIH
COCTaB KaJIPOBBIX IOKyMEHTOB

e OdopMIATH KaAPOBYIO JOKYMEHTAIIHIO C YYETOM HOPMATHBHBIX TPEOOBaHUIA

e BnocuTh u3MeHEHUs B JOKYMEHTHI IO TUYHOMY COCTABY

e PermameHTHpOBATH TEXHOJIOTHIO PaOOTHI C KAJPOBBIMH JOKYMEHTAMH 32 CUET CO3/IaHUS
JIOKQJIbHBIX HOPMATUBHBIX aKTOB 10 KaJpOBOMY JEIONPOU3BOACTBY (MHCTPYKIIUS TIO
KaJIpOBOMY JIEJIOTIPOU3BOJICTBY, Tabelb (hOpM JOKYMEHTOB H JIp.)

e TloaroraBnuBath Jyist pabOTHI U BECTH PErHCTPAIIMOHHBIC (yU4eTHBIC (DOPMBI):
yHU(DUIIMPOBAHHBIE U HEYHU(PUITUPOBAHHBIC

e OdopMIATh TPYJIOBYIO KHIKKY, IPOIIMBATH MHOTOCTPAHUYHBIE TOKYMEHTHI,
KypHaJIbHBIE (DOPMBI

e CucremMaTu3npoBaTh, XPAHUTH, TIOJTOTABINBATH JOKYMEHTHI K ApXHBHOMY XpPaHEHHIO.

3. YueOHunli mian:

Kareropust caymarteneil: crneuuMasucThl MO YNPABICHUIO NEPCOHAIOM, CHEUUATUCTBI 110
KaJ[pOBOMY JCIIOTPON3BOCTBY, CIICIUAIKMCTHI MO JOKYMECHTAIIMOHHOMY O0OECIeYCHHIO PabOThI
C TMEpPCOHAJIOM, CIEUUATUCT MO KaJapaM, HHCIEKTOp IO KaJapaM, SKOHOMHUCT IO TpYyAdy,
CIICLMATIUCTBl KAJPOBBIX CIYXKO W YUYPEKICHUM 3aHITOCTH, MEHEIKEp MO TEepCOoHamy,
CHEIHMANIMCT MO MOoAOOpY MepcoHana, pabOTHUKU KaapoBOil ceprl, a Takke pyKOBOAUTEIH U
CIELMATUCTBl OpPraHu3aluid, KTO 3aHMMAETCS BOMNPOCAMHU JIOKYMEHTHPOBAHHS TPYIOBBIX
OTHOIIICHUH.

TpeboBaHus K NpeBapUTEIbHOI OATOTOBKE:

1. VYcnemHoe okonuanue Kypca KampoBast pabora B coBpemeHnHo# opranuzaiuu 2018r.
VYposens 1. Ilpouenypsl odopmieHuss TpyIOBBIX OTHOIICHWM WM SKBUBAJICHTHAsS
MOATOTOBKA.

Cpok o0yueHnus: 16 akaieMHUYECKUX YaCOB, YaChl CAMOCTOSITENIbHBIE — 8 aK.4

dopma oO0ydeHUs: OYHAs, OYHO-3a04Has, 3aouyHas. [lo »kemanuto cimymarens (opma
00y4eHHs MOKET ObITh U3MEHEHA /WK AOTMOJIHEHA.

PexxnM 3aHATHI: THEBHOM, BEYEPHU, IPYIIIIBI BBIXOAHOTO JIHS.

No O6my | Becero | Aymutopubeie | CPC
/1 HaumenoBanue monyiei as akKaj.d | 4acbl
IO MPOrpaMMe Tpya | ac.) Jlexy | Ilpa
OEMK ui KTUY




OCTb €CKHU
X
3aHd
THI
1 Monayns 1. CoBpeMeHHas cucTeMa BeACHUS 6 4 ) )
KaJpOBOM TOKYMEHTALIMU
) Monyinb 2. Pabota ¢ 10KaabHBIMU HOPMaTUBHBIMU 6 4 ) )
aKTaMu
3 Mopyns 3. OcoOEHHOCTH BEACHUS Pa3HBIX BUIOB 6 4 ) )
JTOKYMEHTOB I10 JINYHOMY COCTaBYy
4 Monaynb 4. AAIMUHUCTPUPOBAHUE TTPOIIECCOB U 6 4 25 15
JOKYMEHTO000pOTa 10 YUETY U JABHKCHHIO KapOB ’ ’
Hror: 24 16 8.5 7.5
Hrorosas arrecrarus TECTUPOBAHUE

Hns  Bcex BUIOB  ayJUTOPHBIX  3aHATHM  aKaJIEeMUYECKMH  Yac  yCTaHaBJIMBAETCS
IPOAOKUTEIBHOCTEIO 45 MUHYT.

4. Kanennapusblii yueOnblii rpagux

Kanennapusiii yueOHbIi rpaduk popMHUpyeTcsi MPH OCYIIECTBICHUH 00y4EHUS B TEUCHHUE
Bcero kajneHgapHoro rozaa. ITo mepe Habopa rpymn ciymiatesneil o mporpaMmme COCTaBIISETCS
KaJCHJapHBIA rpaduK, YIUTHIBAIOIIUN OOBEMBI JIEKIUH, MPAKTUKH, CAMOIIOJTOTOBKH, BBIC3/IbI
Ha OOBEKTHI.

Henens 1 ) 3 4 5 6 7 Hroro

00yueHus 4acoB
TH BT cp qT T co BC

1 HEenems 4 4 4 4UA - - - 16

CPC 2 2 2 2 8

Hroro: 24

[Ipumeuanue: A — UtoroBas arrecranus (TECTUPOBAHHE)

5. Pa0oune nporpaMmMbl y4eOHBIX NPeIMeTOB
Moayas 1. CoBpeMeHHasi cHCTeMa BeAeHUsI KaAPOBOii JOKYMEHTAINH
o IIpaBoBBIC acCMEKThI TOKYMEHTUPOBAHUS PAOOTHI C IEPCOHAIOM OpPTraHU3aluN
e OCHOBBI IOKYMEHTOOOOPOTAa U JOKYMEHTAITMOHHOTO 00CCTICUCHHS

o Tlopsnok pa3paboTku, opopMIIeHHs, BEACHUS U XpaHEHHsI JOKYMEHTOB 110 IIEPCOHAIY:
(GYHKIMY KaAPOBBIX JOKYMEHTOB, JOKYMEHTOIIOTOKH, (hopMa TOKYMEHTOB
(yHUOHUIMPOBAaHHBIX (HOPM MEPBUYHOM yUETHON TOKYMEHTAIMU TI0 YYEeTy TpyJia U ero
OILJIaThl), COACPHKAHHUE KaIPOBBIX TOKYMEHTOB, PEKBU3UTHI, IPUAIOLINE TOKYMEHTY
IOPUINYECKYIO CHITY

e OcoOeHHOCTH Be[CHHUs HIIEKTPOHHOTO IOKYMEHTO000pOoTa

Yuyeonwuit npoexm:
Oman 1. Paspabomka nowiacoeo2o arcopumma pabomol ¢ KaOpoO8biMU OOKYMEeHmMAamu
Oman 2. PazOenenue 00KyMeHmM0O8 N0 NOMOKAM

Oman 3. Pazoenenue na 6uovi no hopmam 0OKyMeHmos




Oman 4. Paspabomka nowiazo8020 ancopumma padoomvl ¢ YHUDUYUPOBAHHBIMU DopmMamu
NepeuYHOL y4emHol OOKYMEeHmMayuy no yuemy mpyoa u e2o oniamol

Oman. 5. Paboma c pexsuzumamu, npudarowumu O0oxymenmy topuoudeckyro cuny (IOCT P
7.0.97-2016)

Hmozoewtii onpoc no meme

Moayas 2. PaGoTa ¢ JIOKaJbHBIMH HOPMATHBHBIMH AKTAMH
e Bunpl 1oKanbHBIX HOPMAaTUBHBIX aKTOB: 00sI3aTEIbHBIC, C YUETOM CIIEHUPUKI

o JIHA opranu3zaiuu, peryJupyromnue nopsaok opopmMiIeHHs pacopsIuTeIbHbIX U
OpraHU3aI[MOHHBIX JOKYMEHTOB I10 MIEpCOHAIy: Tabesib (GopM KaJIpOBbIX JOKYMEHTOB,

rpaduK JOKyMEHT0000pOTa, aIbOOM (hOPM KaJIpOBBIX TOKYMEHTOB
e Tlopsamok pa3paboTKu, coriacoBaHus, yTBepKaeHus, mpumeHenus JIHA
o Baecenune usmenenuii B JJHA
o JloBeneHue 10 cBeAeHUs nepcoHana coaepxanus JIHA

e OTBETCTBEHHOCTH 3a HapylIeHUe npasui padotsl ¢ JIHA
Yuebnuuii npoexm:

Oman 6. Cocmasnenue nepeuns ooszamenvHulx JIHA

Oman 7. Paspabomka nowacoeozo arcopumma pabomwl ¢ JIHA opeanuzayuu

Oman 8. Paspabomxka cooepacanus llpasun enympenne2o mpyooeo2o pacnopsoka
Oman 9. Pazpabomka codepxcanus JIHA o 3auyume nepcoHanbHbix OAGHHbIX pabOMHUKOB
Oman 10. Pazpabomka cooepowcanus JIHA o cucmeme onramol mpyoa

Oman 11. Paboma ¢ KOINeKMUSHLIM 002080POM

Oman 12. Paspabomxa u 6HeceHue uUsMeHeHUll 6 WMamHoe pacnucamue (paboma c
VHUupuyuposauro popmoti T-3 u cocmasienue npoekmos NpuKa30es)

Oman 13. Pazpabomka npoexma zpaghuxa omnyckog (ynuguyupoeannas gpopma T1-7)

Oman 14. Cocmagnenue uncmpykyuu no Kaopo8omy Oelonpou3800Cmey ¢ NPULOHNCEHUsMU
(mabenv opm Kaoposwvix OOKYMEHMO8, 2paghur OOKYMeHmoobopoma, airbbom hopm Kaoposwvix
00KyMeHmos)

Oman 15. Oghopmaenue paxma oznaxomnenus pabomuuxos ¢ JIHA

Hmozoewtii onpoc no meme
Mopnyas 3. Oco0eHHOCTH BeleHHsl PA3HBIX BHI0B JOKYMEHTOB 110 JINYHOMY COCTaBY
e OO6paboTka 1 aHaU3 TOKYMEHTAIUU TI0 TIEpCOHAIY.

o [IpoBepka TUYHBIX JOKYMEHTOB paOOTHHUKOB U OTpEAEIeHUE MOAAEIOK (OIaHKI
JIOKYMEHTOB, 3aMeHa (oTorpaduii, moaaenka OTTUCKOB MevaTeil U mpod.): MacnopT,

TPY/AOBasi KHUXKKA, TOKYMEHTHI 00 00pa30BaHUU U Jp.

e OdopmiieHre JOTOBOPHBIX TOKYMEHTOB: BUIbI, (opMa, CTPYKTYpa, MpaBuia
odopmIIeHUs

e Pa3paboTka MpoeKTOB OPraHU3aLMOHHBIX U PACTIOPSAUTEIBHBIX TOKyMEHTOB IO
nepcoHaly (MpUKa30B, PACTIOPSKEHUH U JAp.): BUIBL, hopMa, CTPYKTypa, OCOOCHHOCTH
o(opMmIIeHHUs, JOBEICHUE 10 CBEICHUS TIEpCcOHAIa



e OO0OpaboTka 1 y4eT nHPOPMaIMOHHO-CIIPABOYHBIX JOKYMEHTOB: BUIBI, (hopma,
CTPYKTypa

e Pabora ¢ y4eTHBIMH JJOKyMEHTaMH 10 O(hOPMIICHHUIO TPYIOBBIX OTHOIICHH: TpaduKu
CMEHHOCTH, Tabelb y4eTa pabodyero BpeMeH! paOOTHUKOB (YHU(PHUIIMPOBAHHBIE (DOPMBI
T-12 u T-13), nuunas kapTouka padoTHuka (yHUPHUIIEpOoBaHHBIE popmbl T-2, T-2 I'C
(MC), T-4), nuunoe neno paboTHHKA

o BHeceHre U3MEHEHHI B TOKYMEHTHI 110 THYHOMY COCTaBY
Yuebuwiii npoexm:

Oman 16. Paspabomka knaccughuxayuu 0OKyMeHmMos8 no NepCoOHANY
Oman 17. [Iposepka nooaunHoCmu IudHbIX OOKYMEHmMOo8 (nacnopma, mpyo0o80ou KHUNCKU U Op.)
Oman. 18. Ogpopmnenue mpyooeozo docosopa ¢ pabomuukom

Oman. 19. Ogopmnenue npukaza o npueme pabomuuxkos Ha pabomy (yHuguyuposanuas opma
T-1a)

Oman. 20. 3anonanenue 0youkama mpyoos8ou KHUNCKU pabOMHUKA
Oman 21. Oghopmnenue nuunou kapmouku pabomuuxa (yuuguyuposannas gopma T-2 I'C (MC)

Oman 22. Odgopmnenue npuxkaza o nepesode pabOMHUKO8 HA Opyaylo  pabomy
(vrughuyuposannasn gpopma T-5a)

Oman 23. Ogopmnenue npuxasa o npedocmasieHuu omnycKka pabomuukam (VHuguyuposauras
¢opma T-6a)

Oman 24. Ogopmnenue mabens yuema pabouezo spemenu (yruguyuposanuas ¢opma T-12)

Oman 25. OgopmieHue npuxasza o npekpauwjeruu mpyoogoco 002080pa ¢ PaOOMHUKAMU
(vrughuyuposannasn gpopma T-8a)

Oman 26. Paspabomka nowazoozo ancopumma 6HeCeHUsi UMEHEHUU YCI08Ull mpyo08020
002080pa 6 OOKYMEHMbL NO TUYHOMY COCIABY

Oman. 27. Pazpabomka nowiazo6020 aneopumma 6HeceHus U3MeHeHUll NepCcoHAIbHbIX OAHHbIX
PpabomHuKa 6 0OKyMeHmbl no TUYHOMY COCMABY

Hmozoewtii onpoc no meme

Moayab 4. ATMUHUCTPHPOBAHHE NIPOLECCOB M JOKYMEHTO000POTA MO Y4eTy U JABUKECHHIO
Ka/IpoB

e Cucremaruzanus U oOpraHu3anus TEKYILIEro XpaHeHHsI KaJpOBOH JOKYMEHTAIIH:
oopmiIeHre HOMEHKIATYphl A€l KaJApoBOil CIykKObl, CPOKU XpaHEHUS TOKYMEHTOB.
OpraHM3aly BEICHUS U XPaHEHUsI TPYIOBBIX KHUKEK paOOTHUKOB, OpOPMIICHHE
MHOIOCTPAaHUYHBIX JOKYMEHTOB, KOMIJIEKTOBAaHUE JOKYMEHTOB B J€jia

o Peructpanus, y4eT u TeKylllee XpaHEHUE OPraHU3allMOHHON U paclopsAUTEIBHON
JIOKYMEHTAIUH 110 IePCOHAITy: PETUCTpallMOHHbIe/ydeTHbIE ()OPMBI (KHUTH U XKYPHAJIBI)—
[1C Ha OyMa)KHBIX HOCHUTEIISX, YUET U PETHCTPALUs JOKYyMEHTOB B MH(POPMAIIMOHHBIX
CUCTEMAaxX

e Opranms3anus JOKyMEHTOOOOPOTa: MO MOJIrOTOBKE YBEIOMIICHHH, OTYCTHONW U
CTaTUCTHUYECKOW MH(POPMALIUU 110 IEPCOHAITY, IO IPEACTABICHUIO JOKYMEHTOB 110
3ampocy rocyJapCTBEHHBIX OPraHOB M APYTUMX OpraHU3alnii, MO MOJrOTOBKE,
o(opMIIEHHIO U BbIZ]aue KOMUH, BHITMCOK U3 KaJPOBbIX JOKYMEHTOB, CIIPABOK O
TPYJOBOH AESITEILHOCTH M0 3apocy paOOTHUKOB



e ApXUB: IOHSATHE, BUIbl, OCHOBHBIC 33J1a4l B COOTBETCTBUU C TPEOOBAHUSIMH TPYAOBOTO
Y apXUBHOI'0 3aKOHOAATENBCTBA PP, MOAroTOBKA JOKYMEHTOB K II€pelaue B ApXUB,
YHUYTOXKEHHUE JOKYMEHTOB

e OTBETCTBEHHOCTH 3a HapylIeHUE TpeOOBaHUH AEHCTBYIONIETO 3aKoHOoAaTenbCTBa PO mo
00€CTIeUeHHIO COXPAHHOCTH JOKYMEHTOB I10 JINYHOMY COCTaBy

Yueonwuit npoexm:
Oman 28. CocmasneHue HOMEHKIamypbl 0el KaOPOB8OU CLyHCObl

Oman 29. Cocmasnenue nepeuns 0OKYMeHmMo8 OJisl OP2AHU3AYUU BeOeHUST U XPAHEHUsL MPYOOBbIX
KHUJICEK PAOOMHUKO8

Oman 30. Cocmasnenue nepeuns HcypHanioe/Knue pecucmpayuu OOKyMeHmos

Hmozoewtii onpoc no meme

6. OpraHu3anMoHHO-NeJArornyecKue ycaoBHs

CoOmroneHne TpeOOBaHWUH K KAJPOBBIM YCJIOBHSIM peaIM3aIllid  JOTOTHUTEIBHON
npodeCCUOHATBLHON MPOTPAMMBI:

a) TIPEnoJaBaTEIbCKUN COCTaB 00pa30oBaTEIbHOW OpraHu3aIii, OO0CCICYHBAIOIINN
o0pa3oBaTeNbHBIA Tpolecc, 00JaaeT BHICIIMM OOpa30BaHMEM M CTaXEM IMpENoJaBaHUs IO
HM3y4daeMoil TeMaThke He MeHee | rojga m (WJIM) MpaKTHYEeCKOW paboThl B 00MacCTSIX 3HAHHM,
IIPEyCMOTPEHHBIX MOAYJISIMU IIPOTPAMMBI, HE MeHee 3 (Tpex) JIeT;

0) oOpa3oBaTenbHON  OpraHu3alMell HapsAay C  TPAAUIMOHHBIMH  JICKITMOHHO-
CEMUHAPCKUMH  3aHATHUSAMHU  TPUMEHSIOTCS  COBpeMEHHbIE  A(P(EKTUBHBIE  METOIUKU
IpenoAaBaHusl ¢ MPUMEHEHHEM WHTEPaKTUBHBIX (OpM OOyueHus, ayAHOBU3YaJbHBIX CPENCTB,
WH(POPMAIMOHHO-TEIEKOMMYHHUKAIIMOHHBIX PECYPCOB U HATJISITHBIX YYeOHBIX TTOCOOUH.

CoOmronenne TpeOOBaHWI K MaTEepPHATBHO-TEXHUYECKOMY U YYCOHO-METOAMYECKOMY
00ecrneYeHnI0 TOMOTHUTEIbHON MPodhecCHOHATBHOM MPOTrPaMMBbI:

a) oOpa3oBaTesbHAs OpTaHU3allMs pacrojiaraeT HeOOXOAUMON MaTepruaIbHO-TEXHUYECKON
0a30ii, BKJIOUasi COBPEMEHHBIE ayAUTOPUU, OMOINOTEKY, ayJMOBU3YyalIbHbIE CPEICTBA O0YUCHHUS,
MYJBTHMEINIHYIO anmapaTypy, OPITeXHUKY, KOIMPOBaJIbHBIE anmapaTsl. MaTepuanbHas 0aza
COOTBETCTBYET CAaHUTAPHBIM U TEXHHUUYECKUM HOpMaM U MpaBUjaM U 0OecrieunBaeT MpOBEACHUE
BCEX BHJOB IMPAKTHYECKOW M JUCHUTUIMHAPHOM IOATOTOBKH CIIyIIATeNeH, MpexyCcMOTPEHHBIX
y4eOHBIM IJIAHOM PEau3yeMOi JOMOIHUTETbHON TPO(heCCUOHATBLHOM MPOrPaMMBI.

0) B ciay4yae NMPUMEHEHHs SJIEKTPOHHOTO OOYYCHHS, JUCTAHIIMOHHBIX OOpa30BaTEIbHBIX
TEXHOJOTHHM KaXIbl OOyyarouuiicss B TeueHHWE BCEero mnepuoaa oOydeHus oOecreurBaeTcs
WHIMBUAYATbHBIM  HEOTPAaHWYEHHBIM  JIOCTYIIOM K  3JEKTPOHHOW  WH(OPMAIMOHHO-
o0Opa3oBaTeNnbHON cpele, conepkalleil Bce dJIEKTPOHHBIE 00pa3oBaTelbHBIE PECYPCHI,
NIePEYHCICHHBIC B MOIYJISIX JOTIOJTHUTEIBHON MPOPECCHOHATLHON TPOTPAMMBI.

7. DopMBbI aTTECTALMU M OLICHOYHbIE MAaTePUAJIbI

OOpa3oBarenbHasl OpraHu3aldsg HECeT OTBETCTBEHHOCTh 3a KAaueCTBO MOATOTOBKHU
Cymiateneii W peaau3alyio JIOMOJHUTEIBHON MPOPECCHOHAIBHON MPOTrpaMMbl B ITOJTHOM
00BeMe B COOTBETCTBHH C yU€OHBIM ITLIAHOM.

OneHka KadyecTBa OCBOCHHS  JIOTIOJHUTEIBHON  MPOGECcCHOHATBHOM  MPOrpamMMBbI
CIylIaTenaeil BKI0YaeT TEKYLUH KOHTPOJIb YCIIEBAEMOCTH U UTOTOBYIO aTTECTALUIO.

Pesynbrater utorosoit arrecranuu ciaymarenei 11 B coorBeTcTBUU ¢ hOopMOiT HTOTOBOIM
aTTecTallid, YCTAaHOBICHHOW YYEOHBIM IIJIAHOM, BBICTaBJISIOTCS IO JBYX OanbHON IKaie
(«3a4TE€HO\HE3aYTECHOY).



CrymrarensiM, yCIeIHO OCBOUBIINAM JIOTIOTHUTEIBHYIO MPO(ECCHOHATBHYIO MPOTPaMMy H
mpomeannM UTOrOBYHO aTTCCTALUI0, BBIIACTCA YIOCTOBCPCHUC O MOBBIIIICHUN KBaJII/I(bI/IKaL[I/II/I.

CriymiarensiM, He TMPOUICIIIMM HTOTOBOW aTTECTAIlMM WJIM TOJyYWBIIMM HA HWTOTOBOU
aTTeCTalu HCYOOBJICTBOPUTCIBHBIC PE3YyJIbTAThl, a TaAKXE JHUIaM, OCBOMBUIMM YacCTb
JOTIOTHUTEIHLHON TPO(EeCCHOHATBFHON MPOrpaMMBbl M (MJIM) OTYHUCIEHHBIM U3 00pa3oBaTeIbHOMN
OpraHM3alliy, BBIIACTCA CHOpaBKa 00 OOYy4YeHWH WM O TMepuoje OOydeHHUs Mo oO0pasiy,
CaMOCTOSITENIFHO yCTaHABIMBAEMOMY 00pa30BaTEIbHOI OpraHu3anuei.

HToroBast aTrectalys NpoBOAUTCS MO (OpME TECTUPOBAHHUS B COOTBETCTBUU C yUEOHBIM
TUTaHOM. Pe3ynbTaThl HTOTOBOM aTTECTAIIMK 3aHOCSTCS B COOTBETCTBYIOIIUE JOKYMEHTHI.

YcnoBusa nNpoxoxXxaeHus
Bpemsa(Mmun): 20

KonuuectBo Bonpocos: 20
MpoxopaHoit 6ann(NbB): 12

NB cpeaHnit ypoBeHb: 15

Nb skcneprT: 18

Bonpoc 1/50
[JOKYMeHT - 3TO 3acdmkcmpoBaHHasl Ha HocuTene
Bbibepute oanH oTBeT:
e CucTeMa KagpoBOWN AOKYMEHTaUUM
e OTBEeTCTBEHHOCTb 3a cobnoaeHne NpaBu BeAeHMs KaapoBoro Aenonpom3BoacTsa
e VHdopMaums c pekBuanTamMmun, No3BOMSOWNMU ee nAeHTUDULNPOBaTb
Bonpoc 2/50
MepBbI UM €eANHCTBEHHbIN 3K3EeMMISP AOKYMEHTa
Bbibepute oauH OTBeET:
e [lOANVHHKK
e [lybnukat
e Konusa
Bonpoc 3/50
Kakoin n3 BMAOB AOKYMEHTOB COAEPXUT peuyeByro MHGopMaunto, 3adUKCUPOBAHHYO NO6bIM
TUNOM NMCbMa MM NboON CUCTEMON 3BYKO3anucu
Bbibepute oaNH OTBeET:
e [TNCbMEHHbIN AOKYMEHT
e AyaunoBmayanbHN LOKYMEHT
e TeKCTOBOW AOKYMEHT
Bonpoc 4/50
K KakoMy Buay AOKYMEHTOMOTOKOB OTHOCUTCS 60/bLUMHCTBO KaAapOBbIX AOKYMEHTOB
Bbi6bepute oauH OTBET:
e Bxoasawas aooKyMeHTauums
e lcxopauwas AOKyMeHTaums
e BHYTpeHHAA AOKYMeHTauus
Bonpoc 5/50
Kakue M3 nepeyuncrieHHbIX MPUKa30oB HE MMEKT YHUMDUMUMPOBAHHbIX (GOPM, YTBEPXAEHHbIX
MocTtaHoBneHnem rockomcrtata PO ot 05.01.2004 N°1 "O6 yTBEpPXAEHUN YHUDULMPOBAHHbIX
¢opM NEpBMYHON YUYETHOMN AOKYMEHTALMUWN MO y4YeTy Tpyda n ero onnatbl”
Bbibepute HECKOJIbKO OTBETOB:
e [lpukas (pacnopsi>keHne) o noouwpeHnn paboTHUKa
e [lpukas (pacnopsikeHne) o NPpUMEHEHNN ANCUNMIIMHAPHOIO B3bICKAHUSA K paboTHUKY
e [puka3s (pacnopsixeHune) o6 oTcTpaHeHun paboTHMKa OT paboThl
Bonpoc 6/50
Kakoli nognucbto AosmkeH OblTb NOAMNMCAH 3/1EKTPOHHbIA  AOKYMEHT, 4Tobbl OH 6biTb
pPaBHO3HAYHbIM AOKYMEHTY Ha O6yMaXHOM HocuTesne, noAMMCAaHHOMY COBCTBEHHOPYYHOM
noAMnMMCbo N 3aBEPEHHOMY MeYyaTblo:
Bbibepute oanH oTBeT:
e [IpOoCTON 2NEKTPOHHOM NOAMUCHIO



e  YCUNEHHOW 3/1eKTPOHHOW NOAMUCHI0
e HekBanudnunpoBaHHOM 31EKTPOHHON NMOAMNMUCHIO
Bonpoc 7/50
B Kakux rocynapCTBeHHbIX CTaHAapTax W3M0XeHbl TEPMUHbI, onpeaeneHuns, TpeboBaHusa K
0(OpPMNEHMIO AOKYMEHTALNN
Bbi6bepute HECKOJIbKO OTBETOB:
e TOCTP 6.30-2003 YHudunumnposaHHas cucrtema OP
e [OCT P 7.0.8-2013 CuvBMA. [Oenonpou3BOACTBO W apxXMBHOe Aefio. TepMuHbl U
onpeaeneHus
e TOCT P WNCO/M2K 17799-2005 WHpopMauuoHHas TexHosorus. I[lpaktnyeckue
npasuna ynpasneHns nHbopMaLmnMoHHON 6e30nacHOCTbIO.
Bonpoc 8/50
Kakne aneMeHTbl BXOAAT B pEKBU3UT "pnd yTBEpPXAEHUS OOKYMEHTa"
Bbibepute HECKOJIbKO OTBETOB:
e MecCTO cocTaBneHnsa AOKYMeHTa
e Cnosa YTBEPXJAIO, YTBEPXXAEH, YTBEPXXAEHA, YTBEPXXAEHbI nnn YTBEPXXAEHO
e [laTa yTBEpPXAEHUS AOKYMEHTa
Bonpoc 9/50
PekBun3nT «lflognucb» COCTaBnAOT
Bbi6bepute HECKOJIbKO OTBETOB:
e JlnyHag noanucob
e Pacwudposka nognucm
e [aTa
Bonpoc 10/50
Kakol neyaTblo AOoNyCKaeTcs 3aBepsAaTb KOMUIKO AOKYMEHTa
Bbi6epute oAMH OTBET:
e Tonbko NepboBoi nevaTblo
e ToONbKO Me4vaTbio OpraHusaunm
e [leuaTtblo, onpeaensiemMor NO YCMOTPEHUIO OpraHM3aumm
Bonpoc 11/50
CraHaapTHbIMK popMaTaMm 61aHKOB JOKYMEHTOB SABASIOTCS
Bbibepute HECKOJ/IbKO OTBETOB:
e A3 (297 x 420 MMm)
e A4 (210 x 297 MM)
e A5 (148 x 210 MM).
Bonpoc 12/50
Kakon BapuaHT ©6naHka JAOKyMeHTa He npeaycMotpeH [OCT P 6.30-2003
"YHUbUUMPOBaHHbIE CUCTEMbI AOKYMEHTaunun. YHnduumMpoBaHHas cucteMa opraHn3aunoHHO-
pacnopsaunTenbHON goKyMeHTaunn. TpeboBaHmsa K 0pOpPMAEHUIO LOKYMEHTOB"
Bbi6epute oAMH OTBET:
e Yrnosom
e [poAonbHbIN
e [lnaroHanbHbIl
Bonpoc 13/50
YTBepxaeHHas ¢opma TpyAOBOro AoroBopa obasaTtenbHa AN NPUMEHEHUS
Bbi6bepute oauH OTBET:
e Bcemu pabotopatensamu
e [0OCYnapCTBEHHbIMW U MYHUUMNANbHBIMW OpraHu3aumnsamMm
e MukponpeanpmaTuamm
Bonpoc 14/50
YKasblBalOTCA NM B WTATHOM pacnucaHmmn (yHuduuympoBaHHas dopma T-3) damununm
paboTHMKOB?
Bbi6bepute oauH OTBET:
e [la, yka3biBatloTcH
e HeT, He yka3biBaloTCA
e YKa3sblBalOTCA TONbKO haMnnmm pykoBoaMTENS OpraHu3aumm u rnasHoro 6yxrantepa
Bonpoc 15/50
Kakoe onpepeneHne OTHOCUTCS K «3/IEKTPOHHOMY AOKYMEHTOO60pOoTY»?
Bbi6bepute ogMH OTBET:



e [lokyMeHTOO60OpPOT C MCMONb30BaHMEM aBTOMAaTU3NMPOBAHHOW WHMOOPMALMOHHOMN
CUCTEMBI.
e [lokyMeHTOO6OpOT 6€3 u1CNo/b30BaHMA aBTOMaTU3MPOBAHHON MHEMOPMALMOHHOWM
CUCTEMBI
e [1oKyMeHTO060pOT C UCMOSIb30BAHMEM KOMIMbIOTEPHOM NporpaMmsbl 1C.
Bonpoc 16/50
B KakoM MecTe n1McTa NpoCcTaBAsiOT HOMepa CTpaHuL?
Bbibepute oaMH OTBET:
e HomMmepa cTpaHuy NpoCTaBAST NocepeanHe HMXHero noas nucra.
e HoMepa cTpaHuy NpoCTaBASOT NocepeavHe BEPXHEro Noas Ancra
e HomMmepa cTpaHuMy NpoCTaBASOT CNpaBa Ha BepxHeM nosie nncra
e Homepa cTpaHuMy NpoCTaBASKOT CNpaBa Ha HMXHEM Mone nucra
Bonpoc 17/50
MNMepcoHanbHble AaHHble paboTHMKa XpaHAaTCca y paboTtoaaTtens
Bbibepute oaMH OTBeET:
e B AO/MKHOCTHOM MHCTPYKUNMK
e B lNpaBunax BHyTpeHHero Tpy4oBOro pacnopsaka
e B nnyHom kKapTouke paboTHMKaA
Bonpoc 18/50
Ha Kakux CTpaHuuax HOMep He npocTrasnseTca?
Bbi6bepute oauH OTBET:
e Ha nepsow
e Ha nocnegHen
e Ha nepson v nocnegHemn
Bonpoc 19/50
Kakue rpadbl UMeTCS B HOMEHKaType Aesl OpraHM3aunm?
Bbibepute HECKOJIbKO OTBETOB:
e WHpekc pgena
e 3aronosku aen (TOMOB, YacTen)
e Kopa CTpyKTypHOro nogpasaeneHus
Bonpoc 20/50
Kak 4yacTo paspelleHo BHOCUTb U3MEHEHUS B LUTAaTHOE pacnucaHune
Bbibepute oauH OTBeET:
e OpauH pas B rog
e [lo ycMoTpeHuto pabotogartens
e BHOCUTb M3MEHEHUS B LUTAaTHOE pacrnucaHMe He AoNnyCcKaeTcs
Bonpoc 21/50
Kakue 3anmcu BHOCATCS B IMYHYIO KApTOUKy paboTHMKA N3 TPYAOBOM KHUXKKN?
Bbibepute HECKOJIbKO OTBETOB:
e O nepesBoje Ha ApPYrylo NOCTOSIHHYO paboTy
e 06 yBONbHEHUN paboTHMKA
e O npuUMeHEeHUN ANCUUNANHAPHOIO B3bICKAHWS B BUAE BbIrOBOPaA
Bonpoc 22/50
B KaKyl KHUIy BHOCUTCSI 3aMMCb O MONYYEHUN TPYAOBOM KHMXKW Npu npueme paboTHUKA Ha
paboTy?
Bbi6bepute oauH OTBET:
e B npuxoaHo-pacxogHyK KHUMY Mo ydeTy 6/1aHKOB TPYAOBbIX KHMXEK W BKabilla B
Hee
e B KHUry y4yeTa ABMXXEHUS TPYAOBbIX KHUXEK U BKAAAbILLEN B HUX
e B kHury perucrtpauum npmema pabotHnkoB Ha paboTy
Bonpoc 23/50
YupexaeHne nnm CTpyKTypHOe noapasfeneHne opraHmsauum, OCyLuecTBAsoWwmMe XpaHeHue,
KOMMIEKTOBAHME, YUYET U UCMONb30BaHME apXUBHbIX JOKYMEHTOB
Bbibepute oaNH OTBeET:
e OTnen kagpos
e CekpeTapwuar
e Apxus
Bonpoc 24/50
YTO BXOAUT B NOHSATME «MOJSIHOrO odopMaeHnsa aen»?



Bbi6epuTe HECKOJIbKO OTBETOB:
e [loawwnBka wnun nepennet gena
e HyMepaumsa nuctos gena
o CocTaBneHune nucTa-3aBepuTens
Bonpoc 25/50

B kakoM BO3pacTe nacnopT rpaxaaHuHa Poccuinckon ®eagepaumm nognexmt obmeHy

Bbl6epuTe HECKOJIbKO OTBETOB:

e 20 net
e 40 net
e 45 net

Bonpoc 26/50
Kak 4acTo ocylecTBaseTcs aKcnepTmsa LEHHOCTU AOKYMEHTOB?
Bbibepute oanH oTBeT:
e BExemeca4yHo
e BExekBapTanbHO
e BExerogHo
Bonpoc 27/50

Ha OCHOBaHMM KakKoro nAOKyMeHTa BHOCUTCS 3anucb B TPYAOBYH KHWXKY O TMpueme

paboTHMKa Ha paboTy
Bbibepute oanH oTBeT:
e 3asgasneHunsa paboTHMKa
e JIN4YHOM KapTO4kn paboTHMKaA
e [lpukasa o npueme Ha paboTy
Bonpoc 28/50

3anncb 0 NOAYYEHUU TPYAOBOMN KHMXKK Npu npuneMe paboTHMKa Ha paboTy BHOCUTCS

Bbi6epuTe oAUH OTBET:

e B npuxoOHO-pacxoAHyl KHUIY MO y4eTy 6/1aHKOB TPYZIOBOW KHUXKM M BKAadbllla B

Hee
e B KHUIY yuyeTa ABUXEHUS TPYAOBbIX KHUXEK U BKNAAbIWENA B HUX
e B ob6e kHUrH

Bonpoc 29/50

Kakon Ccpok XpaHeHUs MMeT AOKYMEHTbl N0 JIMYHOMY COCTaBy, COo34aHHble HaymHasa ¢ 2003

roga?
Bbi6bepute ogMH OTBET:
e 75 net
e 50 net
e [lOCTOSIHHO
Bonpoc 30/50
oe noMellaloT CoKpalleHHoe HanMeHoBaHWe opraHm3aunmn?
Bbibepute oauH OTBET:

e CoKpalleHHOe HanMeHoBaHue (B ckobkax) noMeLlaroT Bbile MOSIHOMO UK 3@ HUM
e CokpalleHHoe HanMmeHoBaHMe (B ckobkax) noMeLlaroT Bblle MOSIHOMO UK nepes HUM
e CokpalleHHOe HauMeHoBaHMe (B ckobkax) MoMeLlatoT HUXe MOSHOIMo UM 3a HUM

Bonpoc 31/50

Kak TpebyeTtcsa opopMnsaTb gaTy AOKyMeHTa?

Bbi6epute HECKOJIbKO OTBETOB:
[ Apa6CKMMM Ll,l/ld.)paMM B nocneanoBaTenbHOCTU:. AEHb MeCALla, Mecsal, roa
o Apa6CKVIMVI Ll,MCbpaMVI B nocneanoBaTeNbHOCTU: roa, Mecsu, A€Hb Mecsdua
. PumMcknmmn Ll,VICI)paMVI B nocneanoBaTesibHOCTU: AEHb MeCsdua, Mecsal, roa

Bonpoc 32/50

Onsa ydyeta paboyero BpeMeHu NpuMeHsTCs YHUbUUnMpoBaHHblie hopMbl

Bbi6bepute HECKOJIbKO OTBETOB:

e T-12
e T-13
e T-13a

Bonpoc 33/50

Kakue cocTaBnswolme BK/IOYaeT B cebs pe3onouusi, HanucaHHas Ha
COOTBETCTBYIOLLMM AO/HKHOCTHBIM JINLIOM?

Bbi6epuTe HECKOJIbKO OTBETOB:

JIOKYMEHTe



e  damMuUAUN, MHMLMANbI UCTIONTHUTENEN
o CopaepxaHune nopy4veHus
e CpOK UCNOSIHEHMSA
e [lognuce n paty
Bonpoc 34/50
CpoOK XpaHeHUs AOKYMEHTOB MO JIMYHOMY COCTaBy, co3aaHHbIX Ao 2003 roaa
Bbi6bepute oauH OTBET:
e [lOoCTOSIHHO
e 75 net
e 50 net
Bonpoc 35/50
K AOroBOpHbIM AOKYMEHTAM OTHOCUTCS
Bbibepute oanH oTBeT:
e [lpukas o npueme Ha paboTy
e CornaweHune K Tpya0BOMY AOroBopy
e [loknagHasa 3anucka
Bonpoc 36/50
N3MeHeHWs B AOKYMEHTbI MO JIMYHOMY COCTaBYy BHOCATCS B Ciiy4vae
Bbibepute oaMH OTBET:
e V3MeHeHus pamMmnmu, MMeHu, otyecTtBa paboTHMKaA
e CMeHbl pykoBOAMTENS OpraHu3aumnm
e I3MeHeHns ycnoBu TpPyAOBOro Aorosopa
Bonpoc 37/50
K nHdopMaumMoHHO-CNPaBOYHbIM AOKYMEHTaM OTHOCSTCS
Bbibepute HECKOJIbKO OTBETOB:
e CnpaBku
e [loknagHble 3anmMcKu
e PacnopsxeHuns
Bonpoc 38/50
HenocTtatowme ceeneHus o paboTHMKeE B TPyAOBOW AOrOBOP BHOCATCS
Bbi6bepute oguH OTBET:
e [lpuioxeHneMm K TpyaOBOMY AOrOBOpPY
e HenocpeacTBeHHO B TEKCT TPYAOBOro Aorosopa
e OTaenbHbIM cornalleHneM CTOpPOH, 3aK/Ilo4aeMbIiM B MUCbMEHHOM dopMe
Bonpoc 39/50
3asasneHue paboTHMKaA - 3TO AOKYMEHT
Bbibepute oaMH OTBET:
e Copepxawun npeasioxXeHme 0 HasHa4YeHMn, nepeMeLlleHn AN NOOLPEHNN TMYHOIo
cocTaBa
e [loaTBepXAalLWmnii yCTaHOBAEHHbIE DaKTbl MM COBbITUS
e Copaepxawmih npocbby nnu npeasoxeHusa paboTHuka
Bonpoc 40/50
MpuceoeHne AOKYMEHTY perncrpaunmoHHOro HomMepa W 3anucb B YCTAHOB/IEHHOM Mopsake
CBeAEHWUI O OKYMEHTE - 3TO
Bbi6bepute ogMH OTBET:
e Co3paHne AoKyMeHTa
e YTBEpXAEHME OOKYMEHTA
e Permncrpaums gOKyMeHTa
Bonpoc 41/50
JlnyHas kapTouka paboTHuMKaA
Bbibepute oaMH OTBeET:
e Bepgetcs Ha kaxaoro paboTHuKa
e MoxeT BeCTUCb Mo XenaHuw paboTHUKaA
e MoxeT BeCTucb No ycMoTpeHuto paboTtogatens
Bonpoc 42/50
Bce nuctbl B KHUre yyeTta ABMXEHUS TPYAOBbIX KHUXEK U BKaAablWen B HUX AO/KHbI 6bITb
Bbi6bepute HECKOJIbKO OTBETOB:
e [lpoHYMepoBaHbl
e [lpoLHYpOBaHbI



e CkpenneHbl cTensepom
Bonpoc 43/50
CCbIIKW Ha COOTBETCTBYIOLWME AOKYMEHTbl Ha BHYTPEHHEW CTOpoHe O06/10XXKW TpyLOBOWM
KHUXKWN 006 M3MeHeHMn haMuamn, WUMEHW, OoT4YecTBE WM p[aTe poXAeHus paboTHMKa
3aBepsATCs NoAnuckio paboTtoaaTens unm cneumanbHO YNOAHOMOYEHHOMRO UM Nuua u
Bbi6bepute oanH oTBeT:
e TONbKO NeYaTbio OpraHMsaumm
e ToONbKO NevyaTbio KaapoBoi Cnyxbbl
e [leyaTblo OpraHusauum Uauv NeyaTbio KagpoBOW CiyXx6bl
Bonpoc 44/50
TpeboBaHusa K HopMMpOBaHUIO Aen NpenycMaTpmBatoT
Bbi6epuTe HECKOJIbKO OTBETOB:
e [lOKyMeHTbl TMOCTOSIHHOFO W BPEMEHHOr0 CPOKOB XPaHEHUs TpynnupyloTcs B
oTAesnbHble gena
e B pene - AOKYMeHTbl OAHOrO KasieHAapHOro roga no 0AHOMY 3K3eMNAsapy
e [lpukasbl MO OCHOBHOW AEATENbHOCTM TpPYyNNUMPYIOTCS BMecTe C npuKasamMu Mo
JINYHOMY COCTaBy
Bonpoc 45/50
PacnonoxeHune 4OKYMEHTOB BHYTPU Aena A0/MKHO 6biTb
Bbi6bepute HECKOJIbKO OTBETOB:
e B XpoHOMOrM4yeckon nocneaoBaTelbHOCTH
e T[lo andasuty
e XaoTU4HO
Bonpoc 46/50
HyMmepaunsa nucTtoB aena nponsBoaUTCS
Bbi6epute oAMH OTBET:
e Apabckumu umdpamMu B MpaBOM BEPXHEM Yriay NucTta NpoCTbiM KapaHAaloM Wan

HyMepaTopoM

e PuMcCkuMM umdpamm B NpaBoOM BEpPXHEM YrJy SMCTa MNPOCTbIM KapaHAawoM Wu
HyMepaTopoM

e ApabckvMu umndpamum B MPaBOM HWXHEM Yriay MCTa MPOCTbIM KapaHAALwoM UK
HyMepaTopoM

Bonpoc 47/50
[eno ao/mKHO coaepXkaTb
Bbi6bepute oauH OTBET:
e He 6onee 250 nucrtos
e He 6onee 350 nucros
e He 6onee 450 nucros
Bonpoc 48/50
B apxuB caalTcs AOKYMEHTbl CO CPOKOM XpaHeHus
Bbi6bepute HECKOJIbKO OTBETOB:
e [lo 10 net
e Csbiwe 10 net
e [1OCTOSSHHBIM CPOKOM XpaHeHUs
Bonpoc 49/50
HomeHknaTypa fnen cocraBnsercs
Bbi6epute OA4MH OTBET:
e Ha oauH KaneHaapHbIl roa
e Ha BpeMsa cywlecTBOBaHMS OpraHu3auum
e Ha cpok, ycTaHaB/AMBaeMbIli pyKOBOAMTENEM OpraHM3aunm
Bonpoc 50/50
ApXMB COBMECTHO C pyKOBOAMTENEM OpraHu3aumMm HeceT OTBETCTBEHHOCTb 3a
Bbi6epuTe HECKOJ/IbKO OTBETOB:
e HecobnioaeHue ycnosuii obecnedeHnss COXpaHHOCTU AOKYMEHTOB
e YTpaTy U HECAaHKLMOHMPOBAHHOE YHUYTOXEHMNE AOKYMEHTOB
e HapyweHue npaBua WCMOJb30BAaHMUS [OKYMEHTOB M [OCTyna mnofb3oBaTenen K
OOKYMEHTaM, YCTaHOBJ/IEHHbIX 3aKOHOAATENbCTBOM
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