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KaJPOBOI0 JeJIONPOU3BOACTBAY

KosmuecTBo
Homep HazBanue TeMbI Onucanue TeMbl
qacoB
[paBoBbIe HOPMBIL: O0s3aTENBHBIC H HeoOsBaTensHble JIHA.
[pencraBuTenbHBIE OpraHbl PAOOTHUKOB IPEATIPUATHS IIPaBa U
00513aHHOCTH PabOTO/IATEISL.
1 JIokanbeHble 5 Bomnpockr npumenenns JIHA v BHeceHUs UI3MEHEHUH B HUX.
HOPMATUBHBIE aKThI Osnakomiienue cotpyaankos ¢ JIHA.
IlepconanbHble JaHHBIE: KAKUE JOKYMEHTHI COTPYIHHKOB BCE e MOYKHO
XPaHUTD B OTJIENE KaJPOB.
Topsymok paspaboTky ¥ BBeaeHus B aciicTere JIHA.
IpaBoBble HOpMBL. Busibl T0oroBopoB (110 OCHOBHOM padoTe, 1o
COBMECTUTENBCTBY, YUEHUUECKUH, CPOUHBIN, OECCPOUHBIIA).
DopMbl 10roBOpOB, HE ABJLAIOLMECS TPYAOBBIM 10roBopoM. Kaxue
JIOTOBOPBI MOTYT OBITH IIPU3HAHbI TPYIOBBIMH M B KAKOM CITydae.
OcHOBHBIE TOJIOXKEHHS TPYLOBOIo AoroBopa. O0s3aTenbHble 1
2 ToHKOCTH COCTaBIICHNS 5 JIONIOJTHUTENbHBIE yeaoBus T/1.
TPYZOBOIO JIOTOBOpa N
V3MeHeHue cylecTBEHHBIX YCIOBUI TPyAOBOTo oroopa. Kto moxer
noanuceiBath T/ TJ ¢ nupexropom.
KT Ha mukpornpeanpusitusix. Pazdop o0s3aTenbHOM (opMbI 10roBopa.
Townck onmoboK B TpyIOBBIX joroBopax. Uro 3a porosop B nporpamme 1C
3VYTIL. 8.3 1 MOKHO JIU €10 UCTIONB30BATh.
JIMCTaHIIMOHHbIE COTPYAHUKN U HAJIOMHUKH, COTPYAHHIKY, HallpaBJisieMbIe
Ha paboTy IT0 JIOTOBOPY MPEIOCTaBIICHHUS TIePCOHATIA.
Crenudwka TpyIoBbIX Cotpynauky B Bo3pacte /10 18 neT, >KeHIIFHEL, JIUIIa C CEMEHHBIMA
OTHOIICHHH C 00S3aHHOCTSIMH.
3 HEKOTOPBIMU 4 CoTpyIHUKY COBMECTUTEITH 1 3aKTIOYMBIIIE IOTOBOP Ha CPOK MeHee 2
KaTCropusamMmn MECSILIEB.
paboTHHKOB Ce3onnble paboure ¥ COTPYITHHUKH, paOOTAIOIIE BAXTOBBIM METO/IOM.
CoTpyHUKU — MHOCTPAHIIBL.
[pakTrKym: pazdop IOPUINIECKON PaKTHKH.
[NpaBoBble HOPMBL. YBOJIBHEHHUE 110 HHULIMATHBE PA0OTOATENS.
YBOJIBHEHHE 110 COMIAIEHUIO CTOPOH. [Topsnok pacTopyKeHHs CPOIHOTO
PaBora ¢ GepemeHHbMI TH. Aunymuposanue Tl OTITycK ¢ OCIIEAYOIM YBOJIBHEHHUEM.
1 JHIaMi ¢ Komrmencaru npu yBoJIbHEHHH. 3aMeHa OTITycKa JEHBIaMH JI0
4 CeMEHHBIMI 5 OTBHCHILSL
00S3aHHOCTSIMH 1 ¥B
[ — Bepemennsle. Kak odopmitsate, kakue rapaHTuy MOryT TpeboBath. OTImyck
GONbHUYHBIX IO YXOAy 38 peOSHKOM U MePEPhIBbI IS KOPMIICHHSL.
Pacuer craxa. bonsHruHbIe. Kak mpoBepuTh MOJJIMHHOCTH U 3aII0THUT.
Kak npoBomuts yBonmsHeHmst B 1C 3VIT 8.3.
Iposepxu I'UT. HoBsle npaBuna.
[NonnenbHbIE TOKyMEHTHI.
5 AHTHKPU3HCHBIE TEMBI 4 Kaxk ncnone30Bath KpusKc B MHTEpECaX KOMITAHUH.
2020 roma Ton msiTh OIMOOK MPENIIECTBEHHNKA KOTOPBIE HAZIO UCTIPABUTB.
Hose1it iman IIpaButenscta Ha 2020-2021 rox.
Paz6op tpedoBanuit PocnorpebHaa30pa K KOMIIAHHUSM.
Cronp3smii rpadwik.
Pexxumbl paboThl 1 {IH6KHH rpaguk. .
6 CBSBAHHEIC C HIMM 5 €HOPMUPOBAHHBIH PEXKUM.
0COGEHHOCTH CaepxypouHast paboTa 1 paboTa B BBIXOJHBIC U MPA3THHUKH.
PaGota B HOUHOE BpeMsL.
[paxkruka B mporpamme 1C 3YII 8.3.
IpaBoBbIe HOPMBI, OLIPEAETISIOLIE TOPSIOK U CPOKU XpaHEHHS
ApxuBHOE JIOKyMEHTOB KaJ[pOBOU CITY’KOBL.
7 XpaHEeHHE/YHHUTOXKEHUE 4 INoaroroBka TOKyMEHTOB K clia4e B apXuB.
JOKYMEHTOB Cnoco0Obl yHUYTOXKEHUS IOKyMEHTOB, B KOTOPBIX €CTh NIEPCOHATIbHbIE

JaHHBIC.




Hpyrue Bonpocsl,
KOTOpbIE MPUXOIUTCS

OtyerHOCTH B rocoprasbl. 3apruiara. CyMMIPOBaHHBIHN ydeT pabodero

8 PELETE CIIENHAIACTAM BpeMeHH. Yueba u pabota. Bounckuil yuer. Ilouck coTpyaHUKOB.
IO Ka/ipaM (OT4ETHOCTh OTYETHOCTH B TOCOPTaHBI, Y4eT pabouero BPeMeHH.
B TOCOpTaHbl; pacueT
3apabOTHOI TIATHI)
[IpaBoBsie HOpMBL. KTO 1 32 4TO OTBEYAET: FOPUIUUECKOE JIHUIIO,
TeHEPAIbHBIA TUPEKTOP, TIaBHBIH O €p, MHCIIEKTOP 110 aAM.
OTBETCTBEHHOCTD P JHPCKTOD, YXTQUTED, P 10 Ka/Ip
aboTONATENs 3 Uro sBIsieTCs HapyILEHHEM, 1 KaK €r0 MOTYT 3a(MKCHPOBATh.
P OTBETCTBEHHOCTH B LM (pax: cuntaeM mrpadol.
9 HapyLEHUS BEICHUS N
KAIPOBOA Opumueckas npakruka: 0030p 1 pasdop HanOoIee TUITUYHBIX CUTYALH.
JIOKyMEHTALHH Pemenust u Iocranosnenus KC u BC, koTopble HY)KHO yUUTHIBAaTh B
pabore.
[pyrue Temsl, B IpodcranmapTor.
10 KOTOPBIX HYKHO OumobKy B TPYIOBOH, KOTOPBIE CACNAIOT €€ HeNCHCTBUTEIBHOM.
pasOoMpaThCA KaIPOBHKY CoBMelreHNE U COBMECTHTEIHCTBO.
11 Hrorosas arrectanms Hrorosas arrecranusi.
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[FIPUTE R ——

1. OBIIAS XAPAKTEPUCTUKA AT

[Iporpamma oAroToBICHa Ha OCHOBE:
- ®enepanshoro 3akoHa ot 29 nexabps 2012 roga Ne 273-®@3 «O6 obpaszosanuu B Poc-

cuiickoit Meneparumy;
- Tpebosanuii [Ipukasa Muno6puayku Poceun ot 01.07.2013 roga Ne 499 «O6 yrBepie-
Huy [lopsiaka opranu3aliy 1 OCyIIeCTBICHHS 00pa30BaTENbHOM eI TeNBHOCTH 110 A0~
HUTEIBHBLIM PO(ECCHOHATLHBIM ITPOTrPaMMaM»;
- METOIHYCCKHUX PEKOMEHIalui-pasbsicHeHniH MunoOpuayku Poccuu o paspabortke 10-
TIOJIHUTENBHBIX MTPO(ECCHOHANILHBIX POrpaMM Ha OCHOBE IPO(EeCCHOHANBHBIX CTaHIap-
ToB 0T 22 anpesnst 2015 roma Ne BK-1030/06.

Peanusanus nporpammer JIT1I1 Haripasiena Ha MOIyYeHHe HOBOH KOMIIETEHIHH, HE0O-

XOJUMOM 11 PpO)eCCHOHATBHON eI TeTEHOCTH.
1.1. Heas JAIITI

Cdopmuposats y 00yJarOIXCst 3HAHNS, YMEHHS U HABBIKM, HEOOXOHMBIE B IpodeccH-
OHATBHOH J€ATENLHOCTH - 0Oecnieyenne 3 GeKTHBHOTO GYHKIHOHUPOBAHHUS CHCTEMBI

YOPaBIeHUs! [IEPCOHATIOM IS JIOCTHIKEHHS 1IeJIe OopraHus3amun.

1.2. Ilnanupyemsble pe3yabTaThl 00y4eHHs

[Inanupyemsie pe3ynsratel 00yuenus no JIIIT:
- OCBOEHHE MPO(eCCHOHATBHBIX KOMIIETEHIIMH B [POIECCe H3ydeH s IEPEUHCIIEHHBIX TEM
B y4eOHOM ILj1aHe;
- YCTIELIHOE OCBOEHHE ITPOTPAMMEI ITOBBIICHHS KBATH(DHKALIHH;
- YCTIEIIHOE IIPOXO0K/ICHHE HTONOBOH arTecTanuy (3a4er).

OGyuarormumces, yCrenHo NpOMeaiM 00yYeH e, BLIMOTHUBIIAM TEKYIIHE KOH-
TPOJNBHEIC 3aJlaHusl ¥ BBIAEPKABLUIMM [PEAYCMOTPEHHOE YYeOHEBIM IIIaHOM 3a4€T, BbIIa-
eTcsl yzocToBepeHne o mnopbienun keamupukauu no JII1 «Kagposas paGota B opra-

Hu3anuu. YposeHb 2. OcoOEHHOCTH KaJIpOBOTO JIETIONPOH3BOICTBAY.

1.3. Hononnureasnbie Xxapakrepucruxku JTIIT
XapakTepucTHKK KBaTH(GHKAILMH ONpe/ielieHb B ipukaze Muntpyna Poccun ot «06» ok-
Ts10pst 2015 1. Ne 6911 «O6 yTBepskaeHUE IPOodEeCCHOHATBEHOTO cTan apTa «CreruanmucTt
110 YIIPABICHHUIO [TEPCOHAIOM).

Bux npodeccnonansHOM IeSTEILHOCTH:

- Ynpasnenue nepconanom opranusaiuu (Kom 07.003).

Buj 5KOHOMUYECKO# 1eATeTEHOCTH

- learensHocTh 110 mo60py nepconasa npovas (78.30).



il dcadbisia

Tpynossie pynkinn:

- AJIMHHHCTPHPOBAHHKE NPOLECCOB U AOKYMEHT0000pOTa 00eCIeueHns IepCoHa-
noMm (B/03.6)
1.4. Iepedens npodeccHOHATLHBIX KOMIIETEHIHI B paMKax HMelomeiics KBaaudu-
KalHH, Ka4YecTBeHHOe H3MeHEeHHEe KOTOPBIX 0CYIIEeCTBJISIeTCS B Pe3yJabTaTe 00y4eHust

[lonyuaemble KomMmeTeHIuu GasupyroTes Ha ocHosanuu [Ipukas MunucTepeTBa
oOpasoBanus u Hayku P® ot 12 asrycra 2020 r. Ne 955 «O6 yreepkaenuu denepaib-
HOT'0 TOCYJIapCTBEHHOT0 00pa30BaTeILHOIO CTAHAAPTA BEICIIEro 0Opa3oBaHus — Oaka-
JlaBpHat 1o Hampasieuuio noarorosku 38.03.03 Yupasnenne nepcoHamom».
[Tepeuens KOMITETEHLIMIA:
OIIK-1. Crioco6eH mpUMeHs T 3HaHHUS (Ha IPOMEKYTOUHOM YPOBHE) SKOHOMHYECKOI,
OpraHH3aLMOHHOHN, YIPABIEHYECKOH, COIIMOIOTHYECKOH U NCUXOJIOTHYECKON TEOPUi,
POCCHICKOTO 3aKOHO/IATEILCTBA B YACTU PabOTHI C TIEPCOHATIOM TIPH PelIeH H mpodec-

CHOHAaJIbHBIX 3a1a4

1.5. CooTBeTcTBHE BHAOB H€ATEILHOCTH npogeccHoHATLHBIM KOMIETeHIHAM 1 HX
COCTABJISIIOIIMX

IIpodeccuo-
HaJTbHbIE IIpaxTHYecKuil ONbIT YmeHnus 3Hanus

KOMIIETCHITHH

AJIMHHUCTPUPOBAHHUE IIPOIECCOB H JIOKYMEHTO000pOTa 00eCIIeYeH s HEPCOHATIOM

(B/03.6)

AHanu3 mpoIeccos ObecneunBary | TpymoBoe 3akoHO1a-
IOKyMeHTo0bopoTa, JIOKYMEHTalu- | TENbCTBO M UHBIE
JIOKaJIbHBIX JIOKYMEH- | OHHOE COIpO- aKThl, COJIepIKallue
TOB TIO BOIpPOCaM BOJKJ/IGHHE BEI- HOPMBI TPY/I0BOTO
obecrieuenus IIepco- | Xo/Ja KaHIKUAaTa | Ipasa
HaJIOM Ha paborty 4 1e-

peMenieHus OCHOBEI apXHBHOTO

nepcoHana 3aKOHOJIaTeNIbCTBA

HOPMAaTUBHEIE MTPABO-
OIIK-1 BEIE aKThl Poccuiickoit

@enepanuuu, B 4acTH
BeJIeHUs] JOKyMEHTa-
IAH TI0 IIePCOHATY

OCHOBBI HAJIOT'OBOTO
3aKOHOaTeNbCTBA
Poccuiickoit @enepa-
105071




By v

3aK0HOATEIBCTBO

Poccuiickoit @enepa-
ITAH O MEPCOHATBHBIX

JaHHBIX

2. YYEBHBIN IIJIAH JTIIT

2.1. Kareropus caymareneit JITIT

Mwmeromascs kpanmudukanns (TpeGosanus K ciaymaresnsm) — Kk ocsoeruto JII1 go-

MyCKaIOTCs JIMIA, MMEIOLIKE cpe/iHee Npo(ecCuoHaIbHOE U (MIIH) BhICIIEEe 00pa30BaHuUE;

JM1a, MOJIy4aronne cpejiHee npodeccHoHaTbHOE U (MiK) BEICIIEE 00pa3OBaHME.

2.2. Obmas TpyA0EMKOCTE MPOrpaMMBbl, AyIHTOPHASI H CAMOCTOATEAbHAsI paboTa

OOmas TpynoemMKocTh nporpamMMsl 46 4acoB, W3 Hux 38 4acoB ayMTOPHON pa-

00T, 6 YACOB CAMOCTOATEIEHOM paboThl i 2 Yaca HTOrOBOM aTTeCTaLUH.

2.3. ®opma obyuenus

®opma obyuenus mo JIIIII - oynas ¢ npUMEHEHHEM JMCTAHIMOHHBLIX 0Opa3oBa-

TeJIbHBIX TEXHOJIOTHIHA.

2.4, YueOHblii niian

JIIIT «Kanposast pabota B opranusaiu. Y poseHb 2. OcoGeHHOCTH Ka{poOBOTO Jie-

JIOIIPOU3BO/ICTBAY PEANM3YETCS OTHUM MOIYJIEM.

B tom uncne

Camo -
Ne Haumenosauue ®opma | Bceero, [TpakTu- cros. | TOBaA
n/n TEMBI, MOJLYJIS Kontponsi| wuac Jlexnuu | ygeckue arre-
TelbHas
3aHATHS cTa-
pabora
LHsI
| JloxanpHBIE HOPMATHBHBIE YCTHBIH 5 5 ? |
" |aKThl OIpoc
~ |ToHKOCTH CoCTaBIIeHUs TPY10-| YCTHBIH 5 ) 3
"~ |BOro jorosopa OIpoC
Crneuuduka TpyI0BBIX OTHO- .
2 ¥ YCTHBIHI
3. |HICHHH C HEKOTOPEIMH KaTero- | ° - 2 2 - -
pUSMH padOTHUKOB P
Pabota ¢ 6GepemeHHBIMY 1 JTH-
4, |mamHc CeMeHHbIMH 00S[3aHHO- | YCTHBIN 5 1 3 |
" |cTaME H 3anonHenue OOMBHAY-|  ONpOC
HBIX
CTHBIH
5. |AnTukpusucusie Temsr 2020. Y 4 2 2 - -
orpoc
6 Pexxnmbl paboThl U CBA3aHHBIE | YCTHBIH 5 5 7 1
" |Cc HHMHU OCOOEHHOCTH orpoc -




7. |ApXHUBHOE XpaHCHHE U YHU- YCTHBIH 4 5 5
YTOXKECHHE JOKYMEHTOB orpoc -
8. |pyrue BOIpockl, KOTOpPhIE
NPUXOJMUTCS PemaTh clieiua- po—
JHCTaM Io Kaapam (oT4er- GG 3 2 2 -
HOCTB B T'OCOPIaHEL, pacyer 3a-
paboTHO# MIaTh)
9. |OrBerctBeHHOCTH paboToa- "
YCTHBIi
TeIlsl 33 HApYLICHHs Be/ICHUS onpio 3 1 1 -
KaJ[pOBOH JOKYMEHTAI[HH
10. |[lpyrue Tembl, B KOTOPBIX et
HYKHO pa30uparbcesi Kampo- - 4 - 3 -
BUKY
11. |MTorosas arrecramus Sauer 2 - - 2
HUTOTI'O 46 16 22 2
3. KAJIEHIAPHbIU YYEBHBIU I'PA®UK
Ne HaunmeHoBanue
n/n Templ
1. |JlokajbHBIC HOPMATHBHBIE AKThI
) TonkocTu cocraBnenus Tpya0BOro
JIOroBOpa
Crenupuka TpyA0BEIX OTHOLIEHMN
3. | C HEKOTOPHIMH KaTeTOPUSMH
pabOTHHKOB
Pabota ¢ OepemeHHBIMU 1 HIIAME
4. | c ceMmeiliHbIME 00S3aHHOCTSAMH H
3an0JHeHHe OOIbHUYHBIX
5. | Anruxpusucasie temsl 2020.
6 Pesxumel paboThl U CBSI3aHHBIE ¢
" | HUIMH OCOOCHHOCTH
7 APpXHBHOE XpaHEHHE H YHUUTOKE-
HHE JTOKYMEHTOB
Jlpyrue BOIpockl, KOTOPbIE PHXO0-
g |AWTCS pemaTh ClenuanucTam mno
" |kazgpaM (OTYETHOCTH B FOCOPTaHbI;
pacyeT 3apaboTHOH MJIaThl)
OtsercTBeHHOCTH paGoTomaress 3a
9. | HapymIeHHUs BeJleHHMs KaIpoBOii J10-
KYMEHTAluH
10 Jlpyrue TeMbl, B KOTOPBIX HYKHO
" | pa30uparecst KaapoBHKY
11. | MroroBas arrecranus

Munnmanbhblii cpok ocBoenus JI1I1 — 6 gueii.




i s scadbislain

4. PABOYAS ITPOT'PAMMA AT

4.1. Pabouas nporpamma moay.as «Kaaposas paGora B oprauuzanuu. Y poseusb 2.
OcolennocTH KaAPOBOro A€/ 10NPOU3BOACTBAY.

4.1.1. ChopmuposaTs y 0OyJarOIIMXCsl 3HAHUSI, YMEHHS W HABLIKH, HEOOXOMMEBIE B T1PO-
(peccuonanbhoii gesTenpHOCTH - obecneueHue 3PPEKTUBHOTO (YHKIIMOHHPOBAHUS CH-
CTeMEI YTIPaBJICHHS IIEPCOHAIIOM JIJIsl IOCTHIKEHHUS 1eJIel OpraHnu3ainy.

4.1.2. 3anauu u3yveHus: MOIYJIsL:

O3HaKOMHTE CITymaTesnei:

- C 0OCOOCHHOCTSAMM BEACHHS PasHBIX BUIOB JOKYMEHTOB I10 JINYHOMY COCTABY.

- C 3a7a4aMu, KOTOpble paboToAaTe/lb HE MMEET MpaBa BKIIOYUTH B JOJDKHOCTHYIO MH-
CTPYKIIHIO;

- C [IOCIICTHUMH H3MEHEHUSIMHU B padoTe KaPOBHKOB;

OtpaboTaTh MOJyHYEHHBIE CITyIIaTEIsIMM HaBbkK B iporpamme 1 C 3VII. 8.3.

Hayunts 5)pekTrBHO MCIOIIB30BATE HHCTPYMEHTHI i METOAWKH PerjiaMeHTaluy paboThl

C KalpOBbLIMH JOKYMEHTaMH, CHCTEMaTU3HPOBATE H OpPraHH30BLIBATE TEKYIIEE XpaHCHUEC

KaJIpOBO# JOKYMEHTAIIHH.

4.1.3. Ilnanupyemsble pe3ynbTaThl O0ydeHuUs
[Ipouece u3yuenust paszena HarpasieH Ha GOPMHUPOBAHHE CIELYIONMX KOMIIETeHI[UH

DopMBbI B METO/IBI

- ba3zosric OCHOBBI HHYOPMATHKH, CTPYKTYPHOE I10-
CTpoeHHe HH(OPMAIMOHHBIX CHCTEM M 0CODEHHO-
CTH pabOThl ¢ HUMH

Ymers:

- OdopMIIsITh TOKYMEHTHI 110 BOIIpocam obecriede-
HHS KaJPOBBIMH pecypcaMu, He0OXOAHMEIE [UIs
IPE/IOCTABJICHMS B TOCY1apPCTBEHHBIC OPTaHEbL, I1pO-
(heccuoOHANBHBIE COIO3BI U JPYTHE MPEICTABUTEIb-
HbIE OpraHbl pabOTHUKOB

Kox xomrre- 00yueHnus, crnocoob-
[lepeyens nnanupyeMbIX pe3ynbTaTOB 00yUEHHS
TEHIIUH cTBYyrOIHME (popMuU-
110 MOJLYJTIO
POBAHHUIO U pa3BU-
THHO KOMIIETEHITUH
3HaTh: QopmMbl  00yueHHS:
- JIoxkanpHbIe HOpMATUBHBIE aKTHI OpraHu3aluy, pe- | OpoHTaNbHAS.
TyJUPYIOIIHE MOPSIOK ONIEHKH U aTTecTanyy nep- | Meroasl o0ydeHus:
coHana Jlexmms;
- Ilopsanox 3akimouenus 10TOBOPOB (KOHTPAKTOB) [TpakTuueckue 3ans-
- TexHonoruu, MeTO/Ibl ¥ METOAUKH TPOBEACHUS THS
aHaIu3a ¥ CUCTEMATH3aIMH JIOKYMEHTOB B HH(DOP-
Marnuua
- HopMBI 3THKH /1€710BOT0 00IIeHNs
OTIK-1 p & 3
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- AHaIM3UPOBAThH JOKYMEHTHI ¥ IEPEHOCHTH WH-
dopmanmio B HHGOPMALIMOHHEIE CHCTEMBI U 0a3bI
JIAHHBIX O KaHaugaTax

- Pabortats ¢ nHopManMOHHEIMEU cHCTEMAaMH U Ga-
3aMHM JIaHHBIX 110 BOIIpocaMm obecreueHus mepcoHa-
7I0M, BE/ICHHIO TIOMCKA H yueTa KaHIUJIaToB Ha Ba-
KaHTHbBIE JI0JDKHOCTH (Ipodeccru, CreuaIbHOCTH)
- lIpon3BoanTE NpeBapUTeIbHbIE 3aKyIIOYHBIE
HPOLEYPBL H OQOPMIISITE COIYTCTBYIOLLYIO JHOKY-
MEHTAIHIO TI0 3aKITFOUCHUIO JI0TOBOPOB

- Oprann3oBbIBaTb ¥ IPOBOANTH KOHKYPCHIL,
0OpPMIIST U aHANU3UPOBATh KOHKYPCHYIO TOKY-
MECHTAITUIO

- Bectu penoByio nepenucky

- CobmoaTe HOPMEI 3THKH JIETOBOT0 OOIIEHHS
Baaners:

- HaBblkamu amanm3a NpOIECCOB JOKYMEHTO000-
pOTa, TOKAIBHBIX JIOKYMEHTOB 10 BOIIpOcam obecrie-
YEHUS! [IEPCOHATIOM

4.1.4 Copnepxanue Kypca

Tema 1. JlokaibHbIe HOPpMATHBHbIE AKTHI (5 Yacos).

Jlexiua (2 gaca). IlpaBoBrle HOpMBL: OOs3aTenbHBIE M HeoOs3arensHbie JIHA.
[IpencraBuTenbHble Opranbl pabOTHUKOB IPEAIPHUSITHS: [IpaBa U 00s3aHHOCTH paboTo -
Tenst. Bonpoce! npumenenus JIHA u BHecenus nsmenenuit B Hux. O3HaKOMIIEHHE COTPYI-
HuKOB ¢ JIHA. Tlepconanbhble faHHBIE: KaKHe JOKYMEHTBI COTPY/IHUKOB BCE K€ MOKHO
XPaHUTh B OT/JENE KaJIPOB.

[Tpaktuyeckue 3ausrtus (2 yaca) ITopsnok pa3paGoTKu W BBeleHHs B JeHCTBUE

JIHA.

Camocrostensnas pabora (1 wac). [IpopaGoTka MaTepuaia I0MOJIHUTENLHON JTH-
TepaTyphbl 1O TeMe.

JluakTugeckue
Dopmel
€AMHHLIbI, BBIHE- Y4aebHo-MeTo1U-
Haumenopanue caMocCTOs- dopma
CEHHBIE Ha caMo- B yeckoe obecrieye-
TEMbI TEJIbHOM pa- KOHTPOJIA
CTOSITENIHOE U3Y- HUE
60THI
YyeHue
JlokabHbIE Bonpocsr npume- | [TpopaGotka I'opnenxo, O. A. | ycTHBIH
HopmaTtuBHbie | HeHus JIHA wu | monojxuTens- Vrpasienue mep- | OpPoOC
u3Me- i -
AKTHI BHECEHMS m3Me- | HOM mTepary- | ...\ §4e5=
HCHHH B HUX poH
HHUK Ju1st By30B / O.
A. T'opnenxo, JI.
B. Epoxun, T. IL
Moskaepa. — 2-¢




W3/1., HCTIP. U JIOIL.
— Mocksa : 13-
JIaTeIbCTBO

FOpaiit, 2020. —
249 ¢. — (Bsbic-
mee  oOpaszosa-

Hue), — ISBN
978-5-534-00547-
9. — Teker

9JIEKTPOHHBIH  //
2BC IOpaiit
[caitr]. — URL:
https://urait.ru/be
ode/452413

Tema 2. TonkoeTH cocTaBlieHHs TPYA0BOr0 J0roBopa (5 4acos).

Jlexuus (2 gaca). IIpaBoBsie HOpMbL. Buisr 10roBopos (110 0cHOBHOI paGoTe, 1o
COBMECTHTE/ILCTBY, YUCHUIECKHM, CPOUHBIN, OeccpouHblif). DopMbI JOrOBOPOB, HE SIBIIS-
FOIIMECs TPYAOBBIM A0roBopoM. Kakue 10roBopsl MOTYT OBITh IPU3HAHBI TPYIOBHIMH U B
KakoM ciyuae. OCHOBHBIE IIOJIOKEHHUS TPYI0BOTO J10roBopa. O6s3aTebHbIe W IOTONIHH-
TenbHbIie yenoBus T/I. M3menenue cyIecTBEHHBIX YCIOBHIT TPY10BOro gorosopa. Kro
moskeT noanucesate T/, TJI ¢ nupextopom. KJIIT Ha MUKpOIIpEIIPUATHSIX.

[IpakTyeckue 3ansTus (3 yaca) Pasbupaem obs3atensuyro Gopmy 10roBopa.
HMiem ommOku B Tpy10BEIX loroBopax. Uro 3a gorosop B nporpamme 1C 3VII. 8.3 u

MOKHO JIH €r0 HCIIOJIB30BaTh.

Tema 3. Cneunpuxa TPyA0BBIX OTHOMICHHI ¢ HEKOTOPBIMH KATeropHsiMH pa6oTHH-
KoB (4 gaca).

Jlexuus (2 uaca). JlMCTaHIMOHHBIE COTPYAHWKHM M HAJOMHUKH, COTPYIHHKH,
Hanpas/sieMbIe Ha paboTy 1o A0TOBOpPY HpenocTaBieHus nepconana; CoTpyaHUKH B BO3-
pacte /10 18 JieT, KeHIMMHEL, JTAIa ¢ ceMeHHbIME 00s3aHHOCTIMI; COTPYTHUKH COBMECTH-
TEJIM U 3aKTIOYUBIIHE JIOTOBOP Ha CPoK MeHee 2 MecsineB; Ce30HHbIe pabouue | COTPY/I-
HUKH, paboTaromue BaXToBbIM MeTO10M; COTPYIHHKHA — HHOCTPAHILBL;

[IpaxkTuyeckas pabora (2 gaca). [IpakTukym: pasGop OpUARUECKON MPAKTHKH.

Tema 4. PaGoTa ¢ GepeMeHHBIMH U JIHIAMH ¢ CeMeiiHbIMH 00S13aHHOCTSIMH H 3a110.1-

HeHHe 00 LHHYHBIX (5 yacos).
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Jlexuus (1 gac). IlpaBoBbie HOpMEL. YBOJIBHEHHE 110 HHHI[HATHBE padoTOmATEIISI.

YBOJIbHEHHE T10 COITIAMIEHUIO CTOPOH. [Topsiok pactopskenus cpounoro TJ[. AHRyIHpO-

Banue [/ Otmyck ¢ nocnenyromuM yBosibHeHHeM. KoMnerncaruy npu yBoJsHEHHH. 3a-

MEHa OTIIYCKa JCHbIaMH 10 YBOJILHEHHS.

bepemennble. Kak opopmisTe, Kakue rapantun MoryT TpeboBars; OTIYCK 110

yXoy 3a peOeHKOM M IepeprIBbI /1 KopMienus; Pacder craxka. Bonbauunblie. Kak mnpo-

BEPHUTH NOJIIMHHOCTH H 3allOJIHUTh.

[IpakTuueckue 3ausitus (3 yaca). Kak nposoauts ysonsnenus B 1C 3VIT 8.3.

Camoctosarensnas pabora (1 uac). IIpopaboTka MaTepuaia AOMOIHUTENBLHOM TH-

TEPaTyphbl 1O TEME.

aMH ¢ cemeii-
HBIMH 00sI3aH-
HOCTSIMH H 3a-
TOJTHEeHH e

00, IbHHYHBIX

TI. AanynupoBa-
Hue TJI. Ornyck ¢
[OCJIE TYIOIITHM
YBOJIbHEHHEM.
Komnencanuu
[P YBOJIbHEHHUH.

HO# jHTEeparty-
poit

coHaloM : yueh-
HUK JUIsS BY30B /
O. A. Topnenko,
. B. Epoxun, T.
I1. MosxaeBa. —
2-e u3]., ucmp. "
non. — Mockga :
W3natenscTBo

[Opaiit, 2020. —
249 ¢. — (Bwic-
oOpa3oBa-
ISBN

niee
HHE). —
978-5-534-
00547-9.
Texer : a1eKkTpoH-
9bC
[OpaiiT [caiiT]. —
URL:
https://urait.ru/bc

ode/452413

Helii [/

Jlunakruueckue
Dopmsl
€TUHUIBI, BBIHE- YuebHo-MeToaH-
Haumenopanue _ camocCTOos- ~ ®opma
CEHHBIE Ha caMo- % 4yecKoe olecrneye-
TEMBI TENbLHOH pa- KOHTPOJIS
CTOSATENLHOE H3Y- HHE
0oTHI
YeHHe
Pabora ¢ Gepe- | [lopsinox pacrop- | IIpopaborka I'opnenko, O. A. | ycTHBI#H
MEHHBIMH H JIH- | JKCHUSL CPOYHOTO | IOTONHHTENb- | Vypapsenue mep- | ONPOC

Tema 5. Aurnkpuzucabie Tembi 2020 r. (4 yaca).
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Jlexuus (2 gaca). [Iposepku 'MT. Hosble npasuna; [lognenbubie [OKYMEHTBI;

Kax ncrnonb3oBars KPH3HC B HHTCPECAX KOMITAHHH, Ton nate ommboK NpeacCTBEHHH KA

KOTOpBIE Ha0 Hcnpasuth; HoBelit mian [Ipasutenscra na 2020-2021 ro.

ITpakTHyeckue 3austus (2 yaca). PasGop tpeGosanuii PociotpeGHanzopa K KoM-

TaHHIM;

Tema 6. Pesxumbl paGoThl H CBSI3aHHBIE ¢ HUMH 0c00eHHOCTH (5 4acoB).

Jlexuus (2 waca). Cxonp3samui rpadux; ['mOkuii rpaduk; HenHopmupoBanHslii pe-

xuM; CBepxypounas paboTa u paboTa B BEIXOIHBIE U ITpa3iHuku; Pabora B HOuHOE

BpeMs.

ITpaktiueckue 3anstus (2 yaca). [Ipaktuka B nporpamme 1C 3VIT 8.3.

CamocrosTensnas padora (1 wac). IlpopaGoTka mMaTtepuana A0NOIHUTEILHOM TH-

TepaTyphl 10 TEME.

By3oB / O. A. I'op-
nenko, JI. B. Epoxun,
T. II. Mosxaera. — 2-
€ U3J1., HCIIp. | JIOIL. —
MockBa : Wznarens-
ctBO lOpaiit, 2020. —
249 c¢. — (Beicmee
obOpazoBanue).
ISBN 978-5-534-
00547-9. — Texer

snekTpoHHbIH // DBC

IOpaiit  [caiiT]. —
URL:
https://urait.ru/bcode/
452413

JnakTudeckue
QopMmbl
€IUHUIIBI, BBIHE-
Haumenoranue CaMoCTOsI- Y4eOHO-MeTOHYe- ®opma
CEHHBIE Ha caMo- i
TEMBI TEIBHOM pa- CKoe o0ecriedeHne KOHTPOJIS
CTOSATELHOE U3Y-
00TBI
YEHUE
Pe:xxmbr  pa- | CeepxypouHas ITpopabotka ['opnenko, O. A. | ycTHBI#I
HbI BBIXOJIHBIE i -
€ ¢ HHMH bi " HOI:I NUTEPATY- | Lo - YIeGHHK 115t
0co0eHHOCTH [Ipa3HUKH. poii

Tema 7. ApxuBHOe XpaHeHHe/yHHUTOKEHHE JOKYMEHTOB (4 yaca).

Jlexuus (2 gvaca). [IpaBoBble HOPMBI, ONPEIETISIONINE TOPSIIOK U CPOKH XPaHEHHs!

JOKYMEHTOB Ka/ipoBoii ciyx0b1; Hosrie cpoku ¢ 2020 roaa. [loarotoBka J0KyMEHTOB K

12
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Ca4c B apXxHB, Crioco0bl YHHYTOKCHHS JOKYMEHTOB, B KOTOPBIX €CTh IIEPCOHAIIEHEBIE

JaHHBIEC.

[IpakTryeckue 3anaTus (2 gaca). [loaroToBka JOKYMEHTOR K CAaye B apXHB;

Tema 8. /Ipyrue Bonpocel, KOTOpble NPHXOAUTCS] PEMIATH CHENHAINCTAM [0 KaJpaM

(0T4eTHOCTH B rocoOpraHbl; pacdeT 3apadoTHOMH mIaTel) (5 yacos).

Jlexuns (2 yaca). OtueTHOCTB B rocopraubl. 3apruiata. CyMMUPOBaHHBIH ydeT pa-

Oodyero Bpemenn. Yueba u pabora. Boutckuii yuer. [ToMcK cOTpyIHHUKOB.

Ilpakraueckue 3anstus (2 yaca). [ToaroToBKa OTYETHOCTH B TOCOPTAHEL, yUeT pa-

Hodero BpeMeHu.

CamocrosarensHas padota (1 uac). [IpopaGoTka Marepuana JONONHATEIBHON JIU-

TepaTypbl 10 TEME.

nmo Kajapam (or-
YeTHOCTH B roc-
opraHbl; pac-
gyer  3apadort-
HOIi naTeI)

(kypc nexkuui) /
J. M. Hnxkuesa.
— Cumdepormnons

YHuBepcurer
SKOHOMHKH 1%}
yIIpaBJICHUs,
2016.—268c.—
ISBN 2227-8397.
— Texer : amex-
TPOHHBIH // Dnek-
TPOHHO-0UOTHO-
TEYHas CHUCTEMa
[PR BOOKS
[caiiT]. — URL:
http://www.iprbo
okshop.ru/73272.
html.

JlumakTHYecKue
Dopmbl
€IUHHUIILI, BEIHE- VYyebHo-MeTOIH-
HammenoBanue camMocTos- dopma
CeHHBIE HA CaMo- N yeckoe odecrieye-
TEMBI TeNbHO#t pa- KOHTPOJISI
CTOATEIbHOE U3Y- HHE
00ThI
yeHHe
Hdpyrue Bo- | 3apnnara. Cywm- | [Ipopabotka Wmxuesa, J[. M. | ycTHBIH
Npochl, KOTO- | MUPOBaHHEIH JIONONHATENB- | Yipapienue mep- | OPOC
b - ador i -
pbie npuxo- | yyer  pabodero H01:1 MATEPATY= | oo o yaeb-
JUTCH pemaTh | BpEMEHH. poit 5
e
crenuaIncTam HD RRSONC
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Tema 9. OTBeTcTBeHHOCTH patoToNaTe/ s 32 HAPYIIEHHH BeJleHUsI KaJApPOBOii JOKYy-

meHTauuH (3 yaca).

Jlexnus (1 gac). [IpaBoBbie HopMBl. KTO 1 32 9TO OTBEUaeT: FOPHANYCCKOE JIULLO,

reHepabHBIN TUPEKTOP, THaBHbI OyxXrantep, HHCHEKTOP Mo Kaapam; YTo sBuseTcs

HapylIeHHeM, U Kak ero MoryT 3adukcupoBath; OTBETCTBEHHOCTE B Hu(pax: CUUTaeM

mrrpadsl;

[TpakTuueckue 3anstus (1yac). FOpumuueckas npaktuka: 0030p u pazdop Haubo-

Jiee THIMHUYHBIX CI/ITyal[I/If:I.

Pemenus u [loctanosnenns KC u BC, koTtopelie Hy)KHO YHUTBHIBaThL B paboTe.

Camocrosrensnas padota (1 gac). [lpopaboTka maTeprana AOTONHATENBHOH JH-

TepaTyphl TI0 TEME.

JgarTrejif 3a
HApyILIeHHH Be-
JAeHUs  KaJapo-
BOIl 1OKyMeH-
TAA

HOI mnuTeparty-
poit

ciyxbe nepconana /
E. A. HoBukos. — Ca-
patoB : Aii [Tu Dp Me-
mma, 2007. — 293 c.
— ISBN 2227-8397.
— TekeT : 3meKTpoH-
HBIA // DnekTpoHHO-
oubmoTeyHas cH-
crema IPR BOOKS :
[caiiT]. URL:
http://www.iprbooksh
op.ru/1532.html

JlnnakTudaeckue
®opmbl
€/IMHUIIbI, BbIHE-
Haumenopanue CaMOoCTOsI- YuebHo-MeTo1uYe- ®opma
CeHHbIE Ha caMo- u -
TEMBbI TeNbHOH pa- cKoe obecrnieueHue KOHTPOJIS
CTOATETBHOE U3Y-
D0THI
UeHHE
OrBercTBEH- [IpaBoBeie HOpME! | [IpopaboTka Hosukos, E. A. Jlesno- | ycTHBIA
HOCTh paborto- JIOTIOTHUTENB- | pOH3BOACTBO g | ompoc

Tewma 10. [ipyrue Tembl, B KOTOPBIX HY’KHO pa3dupaTbesi KaApOBHKY (4 1aca).

[IpakTuueckue 3ansTus (3 yaca). [Ipoderangaprsl. OmmuOKH B TPYAOBOM, KOTO-

PbIC CACTAr0T €€ HeaelcTeuTeNbHOH. CoBMEleHHE H COBMECTHTENBCTRO.

14
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CamocrostensHas pabota (1 ugac). [IpopaboTka MaTepuana AONOTHUTEIBHOMN TH-

TepaTyphl 110 TeME.

JlnnakTHueckue

BHKY

HUK 1 BY30B /
0. A. T'opienko,
J. B. Epoxun, T.
II. MoxaeBa. —
2-e u3Md., UcHp. "
nom. — Mockaa :
W3marenscTBO

Opaiit, 2020. —
249 c¢. — (Bsic-
mee  oOpasosa-

ISBN

HHE).
978-5-534-
00547-9.
Texer : anexTpoH-
3BC
[Opaiit [caiiT]. —
URL:
https://urait.ru/be
ode/452413
Hosuxos, E. A.
JlenonpousBoma-

vt  //

CTBO B ciyx0e
nepconana / E. A.
HoeukoB. — Ca-
patoB : Ait [1u Dp
Memna, 2007. —
293 ¢. — ISBN
2227-8397.
Texcer : onexTpoH-

geii  // Dnek-
TPOHHO-OMOIHO-

TEYHas CHCTEeMa

DopMmbl
€/IMHHIILL, BLIHE- YyebHO-MeTOTH-
Haumenopanue caMocTos- dopma
CEHHBIE Ha CaMo- 2 yeckoe obecrieye-
TEMBI TeNbHON pa- KOHTPOIIS
CTOSATEITBHOE U3Y- HHE
00THI
YeHue
Apyrue Ttemsl, | [Ipodcranpaprer. | [Ipopabotka l'opnenxo, O. A. | ycTHbIH
B KoTOpbIX | COBMEIIEHHE U | JOMOJIHUTEIb- Ynpagnenue mep- | OPoc
HYEKHO a30H- | COBMECTHUTEb- HOH JmaTepary-
Y P - PATY" | conanom : yueo-
paTbesi Kajgpo- | CTBO. poi
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I[PR BOOKS
[caiiT]. — URL:
http://www.iprbo
okshop.ru/1532.h
tml

4.1.5. Oueno4Hoe CPEACTBO /11l TEKYIIEro KOHTPOJISL (IIPUMEPHbBIE BOLPOCHI JUIsl YCTHOTO

ompoca):
Tema 1.
L Ob6s3atenbubide u Heobs3arenbHble JIHA;
2, Iopsnok paspabotku u BBenenus B aeiicteue JIHA:

(%]

Bonpocsl npumenenust JIHA u BHeceHUS U3MEHEHUH B HUX;

4. Kakue nepconalnbHble JaHHbIe COTPYAHUKOB MOYKHO XPaHHTh B OTHENe KAIpoB, a
KaKHe HeT;

3. [IpaBa u 00si3anHOCTH paboTOmATENS.

Tema 2

L Bunpr norosopos;

2. TJ1 ¢ nupexropom;

3. KTIT Ha MUKpOTIpEANPHSTHSX

4. Kaxwue 10roBope! MOryT GBITE PU3HAHBI TPYIOBBIME U B KAKOM CIIy4ae;

S. Kakne dopmbl norosopos He spisiores TI;

6. Pas36op ocnoBHO#t hopmbl oroBopa;

7 Ommbku B ToroBope;

8. Yro 3a norosopos B (hopme 1C 3VII 8.3. 1 MOKHO 1M €r0 UCIIOIB30BAT.

Tema 3.

1. OcobeHHOCTH IPAaBOBOTO PeryIMpPOBaHUs PHEMa Ha paboTy pasHBIX KaTeropwii
pabOTHKOB;

2. HeobxoaumocTs cobmio/1eHns BO3PACTHBIX OTpaHHYEHHH TIPH TIPHEME Ha paboTy;
3. [Hopsinox npuema Ha padoTy.

Tema 4.

16



| [Topsinox pacropixenus: cpounoro T/I;

2 Annynupopanue T/I;

(%]

KoMmniencaunu npu yBoJIbHEHHH;

4, 3amMeHa OTIycKa JeHbraMH 10 YBOJBHEHUS.

Tema 5.

1. Topsnok oopmneHns 60IBHUYHOTO THCTa GEPEMEHHBIM 1 KAKHE rapaHTHH MOTYT
TpedoBaTh.

2 Pacuer craska 6GepemMeHHbBIM;

4 Kax npoBepHuTh NOJIMHHOCTH GOJILHAYHOTO JIUCTA.

Tema 6.

1. [TonnenbHbie TOKYMEHTHI;

2

Kak ucnonszosarh KPH3HC B HHTEpECcax KOMIIaHHUH,

[F8)

Ton 1Tk 0MmUGOK MpeIeCTBeHHNKA KOTOPHIE HYIKHO HCIIPABHTD.

Tema 7.

1: OcobGennocTn paboOTh ¢ pa3HBIMH TpaHKAME U PEKHMAMHY;

2. Pabouee Bpems U Bpemst OTAbIXA:

3 IIpos1o/KUTEIbHOCTD TOMOIHATETEHO OITAYHBAEMBIX OTITYCKOB TIPH HEHOPMHUPO-

BaHHOM rpaduke.

Tema 8.

1. Criocobe! yHMUTOKEHHS TOKYMEHTOB;

2, HoBble cpoku XpaHEeHHUs! TOKYMEHTOB KaJ[POBO# CITyKObI;

3 IIpaBOBEIe HOPMBIL, OTPEIEISIONINE MOPSIOK XPAHEHHS JOKYMEHTOB KaJApOoBOit
CITYKOBL.

Tema 9.

I Bounckuii yuer;

2. [Toncku coTpyHUKOB;

a

Vueba u padora;

4. 3apaboTtHas maTa.

Tema 10.
17



1. Uto ABIAETCS HAPYIIEHHEM, H KaK €ro MOTYT 3a()HKCHPOBATh;

2. Ko 1 3a 4TO OTBEYACT: FOPUAMYECKOE JIUIIO, TeHEPaTbHbIH IUPEKTOP, IIaBHBIi
OyxranTep, HHCIEKTOP MO KaJpaM.

3. Oumbku B TPyJOBOIi, KOTOPBIE CHEAIOT €€ HEeIeHCTBUTENBHOM.

4, PEBHHH& MCKY COBMEIICHHEM H COBMECTHTEIILCTRBOM.

5. YCJIOBUS PEAJIM3AIIAU JAIITT

5.1. Opranu3anunonnsie ycaous peaansamun JITTT

Haumenora-
Haumenosanue o00opy/10BaH#us, IPOrPaAMMHOTO
HUE ayauTo- | Bua 3anstus
obecnieueHust
pun
Kommetotep- | Jlekiuu [TepconanbHble KOMIBIOTEPHI C JOCTYIIOM K CETH
HBIW Kj1ace VIHTepHET, MyIbTHMEAHHHBIN HPOEKTOp, SKpaH,

JIOCKa, Mapkep, J1azepHas ykaska, [10 1C 3VI1.8.3.
Kowmmbtotep- | Ilpaktuueckue | IlepconasibHble KOMITBIOTEDBI € JOCTYIIOM K CETH
HBIH Ki1acc 3QHATHSA WnTepHer, MyJIbTUMEIMIHBIN NPOEKTOp, 3KpaH,
Jl0cKa, Mapkep, JiazepHas ykaska, 110 1C 3VII.8.3.
Kommbrorep- | Utorosas art- | Ilepconanbubie KOMIBIOTEPH ¢ OCTYIIOM K CETH
HBIH KJTacc TeCTaIus VaTepHeT, MyIbTUMEIMMHBIA MPOEKTOp, 9KpaH,
J0CcKa, MapKep, JlasepHas ykaska, [10 1C 3YI1.8.3.

5.2. lleparornveckue yciaosus peannsanun T

Peanmsanus nporpammer oGecnieunBaercs NpenogaBaTeibckuM COCTABOM, YIOBIETBOPSI-
IOIIMM CJIEYIOIIAM YCIOBUSIM:

- HaJIiYMe BBICIIEr0 MPO(ECcCHOHAILHOTO 00pa3soBaHusi, COOTBETCTBYIOIIEE TPOPHIIIO
IPOrpaMMBbl, U3 YMCIIA ITATHBIX [TPENOAaBaTeNIeH, UM MPUBICYEHHBIX HA YCIOBUSX MO-
4acoBOM omiaThl TpPyna:

- 3HAYMTCIbHBIH OIBIT TPAKTHYECKOM IeATEILHOCTH B COOTBETCTBYIOMIEH cdepe u3 uncia

IITATHBIX MPENOIaBaTENICH MIIH IIPUBJICYEHHBIX Ha YCIOBHSIX M0YACOBOM OILIATHI TPY/Ia

5.3. YuebHo-meToauueckoe obecnegenne JITIT

OcHoBHas muTeparypa:

I. Mantyposa, H. C. Kaxposoe genonpousBoacTso : yuebHoe mocobue Juist CTyaeH-
TOB, 00y4aroimxes 1o cnenuansHocTd 032001 JloKyMEHTOBEIEHNE H IOKYMEH-
TaHoHHOe obecrieuenue ynpasnenns / H. C. ManTtyposa. — Yensounck : Yemns-
OMHCKMI rocyJapcTBEHHBIH HHCTHTYT KyJIbTYphl, 2013. — 100 ¢. — ISBN 2227-
8397. — Texcert : anexTpoHHEI // DieKTpoHHO-0UGMoTeuHas cuctema [IPR

BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/56420.html
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2. VmpasiieHue TlepcoHANOM : ydeGHOE T0coOHe JIJisi CTYIEHTOB BY30B, 00ydaro-
IMXCS O CHENHATBHOCTAM «MeHeDKMEHT OpraHu3aumn» U «Y IpaBjieHue mep-
conanom» / IL 3. llnenzep, B. B. Jlykamesu4, B. JI. Mocrosa [u ap.] ; nox pe-
nakuuei I1. O. [Mlnenaep. — Mockea : OHUTU-JTAHA, 2012. — 319 ¢. —
ISBN 5-238-00909-7. — Texkcrt : 31eKTpoHHbIH // DNeKTPOHHO-6HOIMOTe HAs CH-
crema IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/8597.html.

HoronuuTenbHas mTeparypa:

1. T'opnenko, O. A. Vnpasnenue nepconanom : yueduuk ams By3os / O. A. Toprerko,

A. B. Epoxun. T. IT. MosxkaeBa. — 2-e u3j1., ucnp. U gom. — Mocksa : M3gareis-
creo [Opaiit, 2020. — 249 c. — (Beiciuee o6paszopanne). — ISBN 978-5-534-
00547-9. — Teker : osmexrpounsii // DBC [Opaiit [caiit]. — URL:

https://urait.ru/bcode/452413.

88

Wmwxuesa, JI. M. Ypasnenue nepcosaioM : yaeGHoe nocodue (Kype Jexiguii) /
. M. Umwxuesa. — Cumdeponons : YHHBEPCHTET 5KOHOMHUKH H YIPaBJICHHUS,
2016. — 268 c. — ISBN 2227-8397. — TeKcT : 21eKTPOHHBIH // DIeKTPOHHO-
oubnuoreunas cucrema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/73272 .html.

3. Hosukos, E. A. Jlenonpon3sozcteo B ciuyx6e nepconana / E. A. HoBukos. —
Caparos : At [Tu Op Menua, 2007. — 293 ¢. — ISBN 2227-8397. — Texer :
MEKTPOHHBIHA // DnekTponHo-6ubmoteunas cucrema IPR BOOKS : [caiit]. —

URL: http://www.iprbookshop.ru/1532.html

5.4. MeToau4ecKue peKoMeH auu

JIIII mocTpoeHa o TeMaTHYeCKOMY IPHHITHITY, KA /Ibli pa3/ies IpeICTaBIseT Co-
OOM TOruYecKy 3aBepIICHHBIN MaTepHal.

IIpenoasanue mporpaMMe! OCHOBaHO HA JIMYHOCTHO-OPUEHTHPOBAHHOMN TEXHOIIO-
ruH 00pa3oBaHusl, COYeTaromel 1Ba PaBHONPABHEIX acleKTa 3TOr0 mpolecca: 00yUeHne u
ydeHue. JIMYHOCTHO-OpPUEHTHPOBAHHBIHN [10/1X0/1 pa3BHBAETCS MIPH YUaCTHH CIIyIIATeleH B
aKTUBHOH paboTe Ha MPaKTHYECKHX 3aHATHAX. JIHYHOCTHO-OPHEHTHPOBAHHBIH MOIXOJ
HAIPABJICH, B NIEPBYIO OYEPE/lb, HA Pa3sBUTHE HHIMBHIYaIbHBIX CIOCOOHOCTEH 0OyYaro-
IMXCs, CO3J]aHUEe YCIOBHH TS Pa3BUTHS TBOPYECKOH aKTHBHOCTH CIyIIaTess H paspa-
0OTKe MHHOBAITMOHHBIX HACH, & TAK)KE HA Pa3BUTHE CAMOCTOSTEIBHOCTH MBIILICHHS 1pH

PCLICHHH }“IeGHbIX 3anaq pasHbIMH CI'IOC06EIMI/I, HaXOKICHHE pallHOHAIBHOI'O BapuaHTa
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peLICHNs, CPAaBHCHHS U OLIEHKH HECKOI/IbKHX BApPUAHTOB MX PEHICHUS M T.I. DTO Croco6-
CTBYET (JOPMUPOBAHUIO IPHEMOB YMCTBEHHOM JIESTEIBHOCTH 110 BOCHPHATHIO HOBOH HH-
(popmaruy, ee 3aTIOMMHAHUIO M OCO3HAHMIO, CO3IAHMIO 00PA30B ISl CIOXKHBIX TIOHSTHH 1
IIPOLECCOB, NPHOOPETEHNIO HABLIKOB TIOUCKA PElleHHi B YCIOBHIX HEONIPEIEIEHHOCTH.

IIpakTuveckye 3aHATHS TIPOBOJIATCS U IPUOOPETEHUS HABLIKOB PEIIEHMUS TIPaK-
THYECKMX 3a/[a4 B IMPEMETHOMN 0OmacTi Monysi. 3ajaHus, BBIIONHIEMbIE HA TIPAKTHYE-
CKHX 3aHATHAX, BBITOIHAKOTCSA C HCIOJIB30BAHHEM aKTUBHBIX U UMHTEPAKTHBHBIX METOIOB
o0yueHus.

CamocrosTensHas paboTa ciymarenei npeHasHaYeHa a1st TpopaboTKH JOMOTHH-
TEIBHOHN TUTEepaTyphl. Pe3ynbTaTsl MpakTHYECKUX 3aJaHuii ciylaTeneii yauThIBAIOTCS HA
HTOTOBOI aTTecTalllHu.

Ilpu u3ydyenun Kypca IpejtyCMOTPEHbI ClleyIOIie METObl OPraHH3aHH | 0CY-
IIECTBIICHHS Y4eOHO-I03HABATEIbHOM JEATEIBHOCTH:

- 00BSICHUTENBHO-UIUTIOCTPATHBHBIA METO/T;

- PETMPOIYKTUBHBIH METO/;

- JaCTUYHO-TIOUCKOBBIA METO/I.

6. ®OPMbI UTOI'OBOM ATTECTALIMM JIIII

Wrorosas arrectaius mpoBoauTes B Gopme 3aueta. 3a4eT IPOBOANTCS B IPHCYTCTBHH
npernojiaBarens. Pe3yIbTaToM 3aUeTa CIIy KUT YCIEIIHOE IPOXO0XKACHHE TECTUPOBAHMUSL, CO-
crosiero u3 10 Bonpocos.

[lo pesyasTaTamMm WTOroBO#i arTecTanuu CHIylIaTeNiO BHICTABISETCS OLCHKA
«3AYTEHO/HE 3AUTEHO»:

Onenka «3AYTEHO» BBICTaBIsIETCS CITyINATENTO, KOTOPBIHA:

- IPAaBUIIEHO OTBETHII HE MEHee YeM Ha 75% BONpocoB TecTa;
- IPOJIEMOHCTPHPOBAJ HEOOXOMMBIE CHCTEMATU3UPOBAHHBIC 3HAHUS | JIOCTATOUHYIO CTe-
[IE€HB BIIaJICHUS ITPUHIMIIAME [IPEJIMETHOH 00J1acTH MporpamMMbl, MOHUMAHHE HX 0COOEH-
HOCTEH M B3aUMOCBS3b MEXKY HUMH B T€UEHHE BCEro cpoka obydenns mo JIII1.

Onenka «HE BAUTEHO» crassitest ciryniarento, KOTOPbIii:
- OTBETHJI IPaBHJIBHO MeHee yeM Ha 75% BONpoCcoB TecTa;
- UMEET KpaiiHe ciiabble TEOPETHYECKHe W NPAaKTHYECKHE 3HAHMs, OOHAPYKHBACT HECIO-

cOOHOCTE K MOCTPOCHUIO CAMOCTOATEIBHBIX 3aKITFOUYEeHUH,
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7. OHEHOYHBIE MATEPUAJIBI U'TOITOBOM ATTECTALIUA

7.1. IlacnopT KOMILTIEKTA OLEHOYHBIX CPE/ICTB

[IpenmeTs! onenuBanus

O0BeKTHI OIlEHHBA-
HUS

Ilokazarenu OLleHKH

OIIK-1. CriocobeH npuMeHsITh 3HAHHS
(Ha TPOMEKYTOUYHOM YPOBHE) 9KOHO-
MHYCCKOM, OpPraHi3aioOHHOMN, yIpas-
JIEHYECKOH, COLIMOIOTHYECKOM H TICH-
XOJIOTHYECKOH TEOpHii, pOCCHIMCKOro
3aKOHOJIaTeJILCTBA B YaCTH paboThl ¢
MIEPCOHATIOM IIPH perteHun nmpodeccu-
OHAJIBHBIX 3aJ1a4

3HaTh:

JlokasibHEIE HOpMAaTHBHBIE aKThI Opra-
HU3ALHH, PErYIHPYIOLIUE TOPSI0K
OLIEHKH M aTTeCTallHH IepcoHalia
[Topsiiox 3axmrogenus 10roBOpPoB
(KOHTpaKTOB)

Texnomoruu, METOIBI ¥ METOTUKH
IPOBEJICHUS aHaIU3a W CHCTEMATH3a-
[HH JOKYMEHTOB U HH(OpPMAIIHU
Hopmel aTHKH 1€T0BOTO 00IIEeHH s
bazoBbie 0CHOBBI HH(DOPMATHKH,
CTPYKTYPHOE IIOCTPOSHUE UH(pOpMa-
IHOHHBIX CHCTEM H 0COOEHHOCTH pa-
O0THI ¢ HUMH

TectoBoe 3amanue

KommgecTBo npa-
BUJILHEIX OTBETOB

7.2. KoMIJIEKT OLIEHOYHBIX CPEICTB.

7.2.1. Tembl 715 HOATOTOBKH K 3a4eTy:

1. IlpaBuia BesieHus U XpaHEHUs TPYIOBBIX KHIKEK.

2. OdopmiieHnE TPYIOBBIX OTHOIICHHIA.

(78]

["apanTuu u KoMIeHCayy.

| N

PEMCIHICHHUA 0 YHUUYTOXKCHHS.

@opma ¥ cofepsKaHue TPYAOBOTO JOrOBOPA.
OGsi3aTenbHBIE YCIOBHS TPYI0BOTO JIOrOBOPA
OumGKu mpu pacTOpIKEHHH TPYAOBOTO J0TOBOPA.

OTnuyre COBMECTHTENBLCTRA OT COBMCIIICHHSA

9. OdopmieHne npuema U yBOIbHEHUS! PaOOTHHKOB.

10. Odopmnenne OTIYCKOB ¥ GOJBLHHYHBIX.

11. Tlonosxenue o 3ammre NepcOHATEHBIX JAHHBIX.

7.2.2. IIprMepHbIe TECTHI s POBEICHUS 3a4eTa;

Opl"ﬁHHZ%&U,PIH XpaHCeHHs! JOKYMEHTOB M0 I[IepcoHaiy, NOpAIOK | MpaBujIa UX Ie-
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1. lokymeHT — 570 3auKCHPOBAHHAS HA HOCUTENE (BBIOEPHTE OIUH OTBET):
e Cucrema KaapoBO# TOKYMEHTAHA
*  OTBeTCTBEHHOCTH 32 COOMIONCHNUE IIPABHII BEJEHUS KaIPOBOro e/IOIPOH3BOICTRA

» Mndopmanys ¢ pekBU3MTAMHE, T103BOJISIONMMH e HASHTH(DHIEPOBATE

2. Tlepeprii nim eHHCTBEHHBIH YK3EMIUIAP ZOKYMEHTA (BBIOEPHTE OZMH OTBET):
s [logminuuk
o Jly6mukar

o Komnus

3. Kaxoii noanucero 10/mKeH ObITh MOAMHUCAH dTeKTPOHHBII JIOKYMEHT, YTOObI OH OBITH
PAaBHO3HAYHBIM JIOKYMEHTY Ha OyMa)KHOM HOCHTEJIE, NOIHCAHHOMY COOCTBEHHOPYHHOI
HOMMHCEHIO M 3aBEPEHHOMY I€4YaThIO (BbIOEPUTE OMH OTBET):

e IIpocToii 3neKTPOHHOMN TOANHUCHIO

e  YCHUIIEHHOH 2/IEKTPOHHON IOIIHCHIO

o HexpamnuuupoBaHHO#! 31EKTPOHHOMN MO ITHCHIO

4. B KaKux rocy/1apcTBeHHEIX CTAHAAPTAX H3/0KEHBI TEPMUHEI, ONPEENeHH, TpeboBa-
HHsA K OQOPMIICHHIO JIOKYMCHTALIMH (BBIOEPUTE OJIMH OTBET):
e T'OCT P 6.30-2003 Vuuduumposannas cucrema OPJ]
e T'OCT P 7.0.8-2013 CMIBH/I. JlenonpoussoacTBo U apxHBHOE EII0. Tepmunst n
OIIpEIeIICHHS]
e T'OCT P UICO/MDK 17799-2005 Undopmarmonnas texnonorns. Ilpakruueckue

[paBuIia yrpasieHus HHGOpMAHOHHON 6€3011aCHOCTHIO.

5. VrBepx/iennas hopma TpyI0BOro 0rosopa obsa3aTenbHa sl IPUMEHEHHS! (BeIOEpHTE
OJIUH OTBET):

e Bcemu paboronatensmu

e TocynapcTBEHHBIMH U MyHHIHIIAILHBIMH OPraHHU3aHsIMH

e MukponpeanpusTusIMu

6. Kaxoe onpenenenye 0THOCHTCS K «3JIEKTPOHHOMY JIOKYMEHTO000poTY»? (BBIOECpHTE

OIMH OTBET):
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e JIokyMeHTOOGOPOT ¢ HMCIONB30BAHHEM aBTOMATH3UPOBAHHONW HH(OPMAIMOHHOM

CHUCTEMBI.

o JlokymMeHTOOGOPOT G€3 HCIOIB30BaHMs ABTOMATU3MPOBAHHON HH(OPMAITHOHHOM

CHCTEMBI

e JIoKyMEHTOOGOPOT C HCTIOIB30BAHUEM KOMIILIOTEPHOH mporpammer 1C.

7. B Kakom MecTe JIMCTa HPOCTABISIIOT HOMePa CTpaHuL? (BEIOEPHTE OUH OTBET):
L Homepa CTpaHHII [IPOCTABIAIOT [NOCEPCIHHE HUKHETO ITOJIA JIMCTA.
» Homepa cTpanuil npocTaBisioT HocepeanHe BEPXHETrO IO JINCTA
e Howmepa cTpasuIl IPOCTABISIIOT ClipaBa Ha BEPXHEM TIOJE JIHCTa

L4 Homepa CTpaHHLl IpOCTAaBJIAIOT CIIpaBa Ha HHIKHEM I10JIE JINCTA

8. Ilepconanbrble 1anHEIe paboTHHKA XpaHsaTes y paboTonaTesns (BbIOepuTe ONHH OTBET):

e B nomxHoCTHO#N HHCTPYKIMH

e B llpaBunax BHyTpeHHEr0 TPYA0BOTO pacropsaka

e B nuuHO# KapTouke paboTHHKA

9. Ha kakux cTpanunax HoMep He npocrasisiercs? (BbioepuTe ouH OTBET):

» Ha nepgoit
e Ha nocnenneii

o Ha nepsoii u nocneanei

10. Kakwue 3anucu BHOCSATCS B IHYHYIO KAPTOUKY PabOTHHKA U3 TPYOBOH KHWKKH? (BBI-

Oepute ofMH OTBET):

e O mepesojie Ha JAPYTYIO MOCTOSHHYIO PAbOTY

¢ OO0 yBonepHeHuHU pabOTHUKA

e O NpHMEHCHHH NUCLHUIIITHHAPHOTO B3LICKAHUS B BHJIE BBII'OBOpPa

11. B kaKyto KHUT'Y BHOCHTCS 3alIHCh O [OJIy4eHUH TPYI0BOH KHIDKKH [IPH npueme pa-

OoTHHKa Ha paboTy? (BEIOEPHTE OJIMH OTBET):

e B rnpuxoano-pacxoHyro KHHTY 110 y4eTy 61aHKOB TPYAOBBIX KHHKEK M BKIAIBIIA

B HEEC

e B KuHury ydera IBHKCHHSI TPYIOBBIX KHHJKEK M BKIAbIIEH B HUX

* B kuury perucrpaiun npuema paGoTHHKOB Ha paboTy
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12. Vupexnienue nim cTpykTypHoe nojipasaeneHne OpraHu3aiim, OCYILIECTBIIAIOIINE
XPaHCHHE, KOMILICKTOBAHKE, Y4ET H HCIOJIb30BAHIE APXHBHBIX JIOKYMEHTOB (BEIOCpHTE
OJIHH OTBET):

e Otzen kaapos

o Cekperapuar

o Apxur

13.YT0 BXOIMT B MIOHSATHE «IIOJHOT'O oopmienus nem»? (BLIOEpUTE OUH OTBET):
e Ilommmuska wim neperuier mena
e Hymepauwus mucto nena

e CocraBneHue uCTa-3aBepUTEISI

14. Kak vacTo ocymiecTBisieTes SKCnepTH3a HeHHOCTH JTOKYMEHTOB? (BBIOEpHTE OJUH OT-
BET):

» Exemecsano

o ExexBapranbno

e Eskxeromuo

15. Ha ocHOBaHHM KaKoro JOKYMEHTA BHOCHTCS 3aIACh B TPYHAOBYIO KHHIKKY O IpHEMe
paboTHuKa Ha paboTy (BLIOEpHUTE OHH OTBET):

o 3asBieHus paboTHUKA

e Jluunoit kapTouku paGoTHHKA

 Ilpukasa o npueme Ha pabory

16. 3anuch 0 moydeHnr TPy IOBOIH KHHKKH NpH Ipreme paboTHHKA HAa pabOTy BHOCHTCS
(BBIOEpHTE O/THH OTBET):
* B npuxoano-pacxosHyio KHETY 110 y4eTy 6IaHKOB TPYLOBOH KHUKKH H BKJIa/[bI111a
B Hee
* B KHHIY yyeTa IBHIKEHHUS TPYIOBBIX KHUKEK U BKIAIbIIICH B HUX

e B obe xauru

17. Kako# cpox XpaHeHHs] HMEIOT JOKYMEHTBI 0 JIMYHOMY COCTaBY, CO3/[aHHbIC HAYUHAS
¢ 2003 rona? (Beibepyte OIMH OTBET):
o 75 ner

o 50 mer
24



e [locTtogrHo

18. I'ie momermaroT cokparneHHoe HanMeHOBaHHe OpraHu3aun? (BBIOEPHTE OIHH OT-
BET):
o Cokpaimennoe HanMeHOBaHuE (B CKOOKAX) MOMEIIAIOT BBIIIE TOTHOTO WK 32 HUM
» CoxpamenHoe HanMeHoBaHKe (B CKOOKAX) MOMEINAIOT BbILlE TIOTHOTO WK Mepest
HUM

o CoxpalesHoe HauMeHOBaHKE (B CKOOKAX) MOMEIIAIOT HUKE TOTHOTO WITH 32 HEM

19. Kak tpebyercst opopmisits gaty 1okymenTa? (BEIGEPHTE OIHH OTBET):
o ApaOckumu HE(pPaMH B I0CTEIOBATENLHOCTH: JIEHb MECSIA, MECSILL, TOJI
e ApabckuMy u(pamMu B II0CIEI0BATENLHOCTH: IO/, MECSIL, IEHb MecsIa

e  PumMckuMu L[P](bpaMH B ITOCJIEIOBATEIIBHOCTH: IEHb MecsdIla, MECHILL, TOJl

20. Jlnst ygera paGodero BpeMeHH IIPUMEHSIOTCS YHU(DHIHPOBAHHEIE (hOPMBI (BRIOCpUTE

OJIMH OTBET):

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

21. Cpok XpaHeHus JIOKyMEHTOB I10 JHYHOMY COCTaBy, co3/lanubIX 10 2003 roja (BbiGe-
pHTE OOUH OTBET):

o TIlocTosiHHO

e 75 mer

e 50 mer

22. K 10roBOpHBIM JIOKyMEHTaM OTHOCHTCS! (BLIGEPHTE OIMH OTBET):
e Ilpukas o npueme Ha paGoty
o Cornamenue K TpyJ0BOMY JIOTOBOPY

o JloknamHas 3anucka

23. 3meHeHus B IOKYMEHTHI IO JIHYHOMY COCTABY BHOCATCS B Clyuae (BBIGEPUTE OUH
OTBET):

o Msmenenus damuimm, HMEHH, 0TYECTBA PabOTHHKA

o  CMeHBI pyKOBOJUTES OPraHu3aIiui

25



B

e V3meHeHus ycioBuit TPYI0BOTO JIOIOBOpa

24. K nadopMannoOHHO-CIIPABOYHBIM JOKYMEHTAM OTHOCSTCS (BHIOSPUTE OJIHH OTBET):
o CrnpaBku
e JIoKnajHEBIE 3aIHUCKH

o Pacnopsixenus

25. Henocraroriue cBejieHus 0 paDOTHUKE B TPYJIOBOM JIOTOBOP BHOCSTCS (BBIOEpUTE
OIMH OTBET):

o [IpunoxeHnueMm K TpyJA0BOMY J0IOBOPY

o HemocpencTBeHHO B TEKCT TPY/I0OBOTO J0r0BOpa

e OraenbHBIM COrNIalICHHEM CTOPOH, 3aKJII04YaEeMbIM B ITHCbMEHHOMN (I)opme

26. 3asBneHne pabOTHHKA - 3TO AOKYMEHT (BBIOEPUTE OIMH OTBET):
o Conepxauuit npeaoKeH|e 0 Ha3HAUSHHHU, IePEeMEICHIH UK TTOOLIPEHUHN JIHY-
HOI'O COCTaBa
o [loarBepinatomuii ycraHoBIeHHbIE (GaKThl WM COOBITHS

o Cozaepxanyii mpocs0y UITH NpeAnoKeHHus pabOTHHKA

27. IlpucBOEHHE MOKYMEHTY PETHCTPAIMOHHOIO HOMEpa U 3aIIHCh B YCTaHOBIEHHOM IT0-
pSKe CBEACHUH O JIOKYMEHTE — 3TO (BBIOCPUTE OJIUH OTBET):

o Co3nganue JOKyMeHTa

o YTBepKIeHHE JOKYMEHTa

» Perucrpanus nokymeHra

28. JInunas kaprouka paboTHHKA (BLIOEPUTE OJIHH OTBET):
e Benercs Ha Kaxa0ro paboTHUKa
e  MoKeT BECTHCH 110 KeNlaHN0 paboTHHKA

e Moxer BecTHCH IO YCMOTPCHHIO paSOTOL[&Te.HSI

29. Bee muctsl B Kuure yyera ABHIKEHHS TPY/IOBBIX KHIKEK M BKJIQBIIICH B HUX
JIOTDKHEI OBITH (BBIOEpHUTE OIUH OTBET):

* IlponymepoBaHsl

o [lpoiHypoBanbl

o  CKperuieHs! CTeniepoM
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30. CcbUTKH Ha COOTBETCTBYIOIIHE JOKYMEHTHI Ha BHYTPEHHEH CTOpoHE 00JI0KKH TPy /10-
BOH KHMIKKH 00 M3MEHEHUH (paMUIIMH, HMEHH, OTUYECTBE HIIH JlaTe POXKAEHHs paboTHHKA
3aBEPSALOTCS MOAIMUCHIO paboTOATENS WITH CHEITHATBEHO YIIOJTHOMOYEHHOTO UM JTHIA U
(BBIOEpHTE OIMH OTBET):

o Tonbko neuaTsio OpraHu3aim

e ToaBKO MeyaThio KaJpoBOi CIIyKOBI

e [leyarbio opraHu3anuy UK MEYATHIO KaJIPOBOM CIVIKOBI
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