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AHHOTALIUS ITIPOI'PAMMBbI

JlononHATeNbHAs oOpaszoBartenpHas nporpavma «CHEMHATUCT MO YNPABICHUIO MEPCOHATIOMN
TpeaHa3HaueHa Uil GOPMHUPOBAHHS y CiyliaTe/ell HAaBbIKOB BIaJCHUA 3aKOHOJAaTeILHOH U HOPMAaTHBHO-
METONMUECKOM 6a30f KampoBOTO JEJIONPOM3BOJACTBA M aPXHUBHOIO J€Na; OpraHu3aluH KaJpOBOTO
JEJIONMPON3BOJICTBA U JIOKYMEHTHPOBAHHUS TPY/OBBIX OTHOUICHHH, XPAaHEHAS NOKYMEHTOB IO JITHHOMY
COCTaBY; HMCIONB30BaHUs TEOPETHUECKHX 3HAHMH W METOJOB HMCCICAOBaHHS Ha NPAKTHKE; BIAACHHA
METOZIAMH IIPOBEJCHHS] aHalM3a OpraHM3alM{ M XPaHCHHA JIOKYMCHTOB B KOHKPETHOH OpraHu3aluu;
pa3spabOTKH JIOKaNbHBIX HOPMATHBHBIX aKTOB H HOPMATHBHO-METOIMHECKHE JOKYMEHTOB (ToJIOKEHHUS,
MHCTPYKIHH M Jp.) IO BEJIEHHIO KaJpOBOro JEJONPOW3BOACTBA; BIANCHHA HH(POPMALMOHHBIMH
TeXHOJOTHSIMH B 06JACTH KaZpoOBOTO JIENOIPOU3BOACTBA U aPXUBHOM JICNIE; & TAKXKE METOLAMH 3allnThl
KOH(HICHIMATEHOH ~[OKYyMEHTHOH HH(opMamuu B CIyK0aX 10KYMEHTAUHOHHOIO obecrieueHus
YIPaBJICHUS U XPaHCHUSA JOKYMEHTOB.




1. OBILASI XAPAKTEPUCTHUKA ITPOI'PAMMBbI

1.1. Hean peajH3andu NPOrpamMmel

[{enplo mporpaMMel SIBJIsIETCS obecreyenne 3¢ PEKTUBHOTO JOKYMEHTALHOHHOIO COMPOBOXKACHHUA
paGOTHI ¢ IEPCOHANOM JUISl IOCTHIKCHHSI LIeIeH OpraHu3aLii.

[IporpaMMa IOBBILICHHS KBAaNA(HKALUH «CrienManycT o yIpaBieHHIo MepcoHaniom» (aiee -
IporpamMmma) COOTBETCTBYET MPOPECCHOHATILHOMY CTaHAapTy «CrelaJIuCT 10 YIPABJIICHHIO NIEPCOHATIOM Y,
per. HoMmep 559, yTBEpXKICHHOMY IIPUKa30M MuHHCTEpCTBA TPYa M COLMATBHON 3alllMThI Poccuiickoit
deneparuu ot 6 oksi6psa 2015 1. N 6914.

1.2. [lnanupyeMble pe3yabTaTbl 00y ieHHs

B pesynsraTe OCBOCHHS JaHHOH MPOrpaMMBbI CIyMIaTelb JIOJDKEH  OBJIAACTH CIeTyIOIMMHU
TPYOBBIMU QYHKIHAMH:

1. 06pabaThiBaTh H AHATH3MPOBATH NOCTYNAOLIYIO IOKYMEHTALHIO 0 IEPCOHAIY;

2. pa3pabaTbiBaTh U OGOPMIATH IOKYMEHTAUHIO I10 NIEPCOHAITY (IepBUYHYIO, YUETHYIO, IIAHOBYIO, 110
coranbHoMy 06ecedyeH 1o, OpraHu3allHOHHY1O, PaCIOPSAUTENBHYIO);

3. OCYIIECTBIATh PErHCTPALMIO, Y4ET U TEKYIIee XpaHCHHE OpraHU3aMOHHON M PacIopsAUTEILHON

JOKYMEHTAIH 10 IEPCOHAITY;

4, BecTH JOKyMEHTALHIO IO yIETY ¥ JABHKCHHIO KaIPOB;
5. a7 MHHHCTPHpOBATh TIPOLECCH M JOKYMEHTOOOOpOT 1O ydery M ABIKCHHIO Ka/IpoB,

[pe/ICTABNIEHHIO IOKYMCHTOB TI0 [IEPCOHANY B OCYAaPCTBEHHDIC Opratibl.

Cnywaresib, OCBOMBLIMHA MPOrpamMMy, IOJDKCH:

1.2.1. 3HATH: TOPAIOK OhOPMIEHHS, BEICHHS H XPAHCHHS JTOKYMCHTOB II0 IIEPCOHATY; MOPAMOK
ydeTa JIBWKCHHS KaapoB M COCTABICHHS YCTAHOBJICHHOH OTYETHOCTH; OCHOBBI JIOKyMeHTOOOopoTa H
JOKYMEHTAIMOHHOTO 00€CTIEYEHHs; TEXHOJOTHH, METOIBl H  METOIHKH IpOBECHUs aHaM3a H
CHCTEMATH3alMH JOKYMEHTOB H HHQOpManuu; MOpAIOK pacdera CTaxd, JbroT, KOMIICHCALUH,
o(opMITeHHs TIeHCHiT paBOTHUKAM; CTPYKTYpY OpraHusallii; TpyRoBOC 3aKOHOJIATENILCTBO U MHBIE aKThI,
cozlepKaIie HOPMBI TPYAOBOIO [paBa, 3aKOHOAATE/BCTBO Poccuiickoii deaepaliu O IICPCOHATBHBIX
JAHHBIX, JOKaIbHbIC HOPMATHBHBIC aKTl OpPraHH3alldy, PEryIMpYIOMHe MOpsIoK ohopmaeHus
PACIOPSIUTENBHBIX H OPraHM3allMOHHBIX JOKYMEHTOB [0 ICPCOHATY; HOPMBI STHKH H JIETIOBOTO OOLLCHHUS;
6a30BBIc OCHOBBI HH(GOPMATHUKH; CTPYKTYPHOE IIOCTPOCHHC HH(OPMAIMOHHBIX CHCTEM U OCOOCHHOCTH
paboThl ¢ HHMH; HOPMATHBHBIC IPABOBBIE AKTBI Poccuiickoii ®enepaiiy, peryivpyroiiie Inpasa H
06S3aHHOCTH TOCYAAPCTBEHHBIX OPraHOB, NPO(ECCHOHAILHBIX COIO30B M JIpYIHX pe/ICTaBUTECIBHBIX
OpraHoB paGOTHUKOB MO IPEJIOCTABNEHHIO YICTHOH JOKYMCHTALIH;

1.2.2. yMeTh: pa3paGaThiBaTh MPOEKThI OPraHU3AIMOHHBIX M PaCTIOpATUTEIIBHAIX JIOKYMEHTOB 110
mepconany; oQOpMIATH JOKYMEHTbl B COOTBETCTBHM C TpeGOBaHUSIME  TPAXIIAHCKOTO, TPYI0BOTO
sakoHonaTeabeTBa Poccuiickoit deepauuu U JIOKaIbHBIME HOPMATHBHBIMU aKTaMH OPraHu3alii; BECTH
yUeT 1 PerMCTPAIHIO JOKYMCHTOB B MH(OPMALHMOHHBIX CHCTEMaX H Ha MATCpHalbHbIX HOCHTEJIAX;
OpraHH30BbIBATH XPAHEHHE NOKYMCHTOB B COOTBETCTBHH C TpeGOBAHUAME TpPYAOBOTO, APXHUBHOTO
sakoHONaTeTbcTBA Poccuiickoil @enepalui ¥ JIOKATbHBIMK HOPMATHBHBIMH - aKTAMH  OPraHHM3aLHiL;
AHAMM3APOBATH JOKYMEHTbI M IIEPEHOCHTh MH(OPMaLMio B 023bl JAHHBIX M OTHETHL BBIIBIATH omubKy,
HeTOYHOCTH, UCIPABICHHS M HEJOCTOBEPHYIO HH(OPMaUMIO B JOKYMEHTAX; ONPEACNATH JETUTUMHOCTL
JOKYMEeHTOB; paborarh ¢ HMHGOPMAUMOHHBIMH CHCTCMaMH H fazaMM JaHHBIX IO BEICHHIO Y4eTa,
JBIKEHAIO TIepCOHANa; COGMIO/ATh HOPMBI STHKU J€NIOBOTO OOIIEHUS; KOHTPONHPOBATH TIPHCYTCTBHC
paGoTHHKOB Ha paboueM MecTe; paspabaThiBaTh IUIaH KOPPEKTHPOBOK YCTaHOBIEHHOTO IOpsi/IKa
0(OpMIIEHHS JIOKYMEHTOB II0 MEPCOHATY H Pealn30BLIBATL [PHHATHIC H3MEHCHIA, 0hOpMJIATh YUETHBIE
JOKYMEHTBI, TPEJOCTABIAEMBIE B TOCYIApCTBCHHbBIC OpraHbl, npodecCHOHATBHBIE COKO3BI U JIPYTHC
[peCTaBHTETbHEIE OPraHBl PAGOTHHKOB; paboTaTh ¢ MH(OPMALMOHHBIMU CHCTEMAMH 1 6azamMi JTaHHBIX
[0 BEICHHIO CTATUCTHYECKOM M OTYETHOH HH(OPMAUMH [0 MEePCOHATy; aHATH3UPOBATL MpaBWia,
[POLIE/YPHI H MOPSIO0K, PEry/HPYIOIIMe NpaBa i 00A3aHHOCTH IOCYIApCTBECHHBIX OPraHoB H opraHu3alui
110 BoIpocaM oGMeHa JOKYMEHTAIMEH 110 [IePCOHAIy; BECTH JIC/IOBYIO ICPEIHCKY;

1.2.3. BJaaeTh NPOUEIYPAMH: OPraHU3allui CHCTEMBbI JIBUKCHUS JOKYMEHTOB IO IIEPCOHATY;
BeJCHHMsS ydeTa paGodero BpPEMEHW PaGOTHHKOB; TOATOTOBKHM MPOEKTOB JOKYMEHTOB IO MPOLCLypam
YIIpaBJIeHHs] TIEPCOHANOM; YUeTy M JABHKCHHIO NepCOHaNA; OpraHu3aiuy JOKYMEHTOO6OpOTa TI0 YUETY H
JIBIDKEHHIO KaJ[POB; OPraHM3alluK JOKYMEHTOOG0pOTa MO NpPEJCTABICHHIO JOKYMEHTOB 10 MEPCOHATY B




roCy{apCTBCHHBIC OpraHbl; MOArOTOBKH yBeI[OMHeHHﬁ, OTUETHOH H CTaTUCTUIECKOHU HH(bOpMaHI/II/I 110
IIEPCOHATY, c60pa H TPOBCPKU JIMYHBIX JOKYMCHTOB pa6OTHHKOB; perucTpanunm, yueTa, OICpaTHBHOTO
XpaHCHUSA JOKYMEHTOB II0 nepcoHany, IIOJTI'OTOBKH K cla4ye UX B apXHUB.

1.3. TpeGoBanHsl K yPOBHIO NOAr0TOBKH, NOCTYNAIOLIEr0 HA o0yueHHe: Ui JuIl C
BBICIIHM H CPEJHUM IPO(ECCHOHANBHBIM 00pa3OBaHUEM.

1.4. TpyanoeMKocTb 00yuenus: 94 gaca

1.5. ®opma obyueHHsI: oumas (BeUepHss)

2. COAEP’)KAHUE ITPOI'PAMMBI 1 OPITAHU3AIIUOHHO-
HNEJATOr'HYECKHUE YCJIOBUSI

2.1 VyeGHblii 1J1aH A0MOIHTEIbLHON 00pa30BaTe/JbHOMN IIPOrpaMMBel

Cneuuanucm no ynpasjieHuio nepcoHaiom
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3aKOHO/IaTEIbCTBO
Moayas 2.
JIOKyMEHTaLlMOHHOE 8 4 2 2 4
ofecIeYcHUE YIIPABJICHHS
Moays 3. Kagposoe
o P 34 24 8 16 10
JIETOTPOM3BOACTBO |
Moay.as 4. ConunanbsHast
o t 6 4 2 2 2
3aIuTa
MonayJs S.
1C: 3apnnara u 26 20 4 16 6
YnpaBjecHHE IEPCOHATIOM
'Mtoropas arrecTalus 2 3K3aMCH
Hroro 94 68 22 46 24




2.2. Kanengapuwbiii  yueOHbIi  rpaguk  o0y4yeHusi 1O JONOJIHUTENbHOM
npogeccHoHabHOI NPorpaMme NOBbLINIEHHS KBaJIHPHKAIMH

CHEIHAJTUCT I10 YIIPABJTEHHIO ITEPCOHA/IOM

HaumMeHOBaHHE Pa3/IesioB, AUCIHILTHH (MOIyJIEH) [epron o6ydenus
(Henenb)

Moayis 1. TpyaoBoe 3aKOHOIATEIBCTBO 1,5 nenenu
0,5 Hegenu

Moaynb 2. JIoKyMeHTalHOHHOE 0OeCIieyeH)e yIpaBICHUs

Moayis 3. KagpoBoe Hesionpor3BoICTBO 2,8 nenenu

Monyns 4. ConpabHas 3auuTa 0,75 nexenu

Moy S. 1C: 3apruiata B YHpaBieHHe [IEPCOHATIOM 2,2 Henenn
0,2 gegenu

Hrorosas atrecranus

Hroro, Heaeanb 7,95 Henenu




2.3. PaGouas nporpamMma

3AKIIIOYEHUS, H3MCHEHHUS, TPEKPALLEHUs TPYAOBOIO
JIOTOBOpA.
BrecTn u3MeHeHHs B TPYJOBOH JOTOBOP

PesyabTaThl
iy «
Ne o6yueHuns Cemecrp, pasaen / Tema. O6pa3zoBa- Tpynoem- Dopma
n/ | (yraseieaemcs pacnpedenenue oxcudaemolx Buabi yueOHOH 1eATEIbHOCTH. TeJbHBbIe KOCTh, TEeKyIero
n | pesyremamos u komnemenyuil no paoenam Kparkoe cogep:xanue TeXHOJOTHH yac KOHTPOJIA
VYeHHOU OUCYUNTUHbL)
1 2 3 4 6 4
Pagen /Tema: TpynoBoe 3aKOHOAATEJILCTBO
Jlexuuna 1: HopmaTuBHO-1IpaBOBBIE ACMEKTHI O TPY/I€ H UX
cuctema. TpyzmoBbie oTHomeHusi. CTOPOHBI TPYIOBBIX | IPE3EHTALMA 2 o1poc
OTHOIIEHH1. 3aluTa NepcOHAIbHBIX JAHHBIX paOOTHHKA.
CPC: usyuenue mamepuana nexyuu 1 1
Ilpakruveckoe 3auaTHe/cemunap 1:
3HaTh TPY/I0BOE 3aKOHOAATENBCTBO U .
3aKpericHue OCHOBHBIX MOHATHH: MPEIMET, METOI,
MHBIE aKThI, COJIEPXKALIUE HOPMBI
CHUCTEMA, HCTOYHUKY, CYOBEKTBI TPYAOBOrO Mpasa,
TPYJIOBOTO [IpaBa, 3aKOHOIATEeIHCTBO
. IIPUHIIMIIBI IIPABOBOTO PETYIMPOBAHUS COUATIBHO —
Poccuiickot @enepanuu o .
TPYAOBBIX OTHOLICHU, OCHOBHBIE IIpaBa U CBOOOIBI B
NEPCOHAIBHBIX JAHHBIX, JJOKAIbHbIE otbepe TpyIa; 2 onpoc
HOPMATHBHBIE aKThl OpraHu3aliH, pe Tpyad,
HOHATHE TEPCOHATBHBIX JAHHBIX paOOTHHMKA, WX BHIBL,
peryJIMpyIOHUE NOPII0K
00paGoTka, OTBETCTBEHHOCTh 32 HApYIUCHHUC HOPM,
o opMIICHHUS pacIIOPAAMTENbHBIX U
peryupyromux o0paboTKy H 3aIIUTy [EPCOHAILHBIX
OpraHU3aIMOHHBIX JOKYMEHTOB I10
JIAHHBIX pabOTHHKA.
epcoHaly. =
Jlexnuus 2: TpyaoBoit 10roBop, €ro odmas Mpe3eHTalus
YMmeTb 0QOpPMIATE JOKYMEHTHI B .
1 XapaKTepUCTHKA U NOPSAIOK 3aKurodeHust. CpouHbIi
COOTBETCTBHH € TPeOOBAHUAMM .
TpyRoBoit norosop. IIpHunHbI 3aKTIOYEHHS CPOHHOrO 2 o1Ipoc
IPaXIAHCKOI0, TPYI0BOTO
N TpytoBOro norosopa. IlpaBuia n3MeHEHHs TPYIOBOTO
3aKOHOJIaTeNIbCTBA PoccHiicKoi
noroBopa. MHuiMaTuBa paboTHUKA, pabOTOIaTels.
®enepanun 1 JIOKATbHBIMH I ; 5
AKTHYECKOE 3aHsiTHe/ceMuHap 2:
HOpPMATHUBHBIMHI aKTaMH OPraHU3alHuu p P
3akperuicHue MaTepHana, BKIIOYAOUIEro: MOHATHE
TPYAOBOIO JOrOBOPA, €ro BUBI, CONCPKAHUE, TOPSIOK 4 orpoc




Jlexums 3: Jlucuunnuza tpyzna. Pabouee Bpems. OTmyck. | mpe3eHTaluUA
MarepuasnbHas  OTBETCTBEHHOCTh ~ CTOPOH  TPYIOBOIO
JIOTOBOPA.
IMpaxTuueckoe 3aHaTHe/ cemuHap  3: 3akpeiUieHHE
NPaBOBOTO MOHATHs pabodero BpeMEHH, METOJI0B 1 BHUIIOB
€ro MpaBOBOTO PETYJIMPOBAHMs; HOHATHS MATCPUATBHOH )
OTBETCTBEHHOCTH pAabOTHUKOB, YCJIOBHA €€ HACTYIJICHUA, !
BUAbl MaTepUalibHOM OTBETCTBEHHOCTH, BO3MEHICHHE
| yuiepba paboTHUKY M paboTOATEIIIO.
CPC: usyuenue mamepuana nexyuu 2,3
Pasznen /Tema: JIokyMeHTauMoHHOe obecreveHne ynpaBIeHUs
3HATh OCHOBBI JOKYMEHTO000pOTa U Jleknust 1: OcHOBHBIE TpeOOBaHMS K COCTABJICHUIO H O — S
JIOKYMEHTAHOHHOTO 00ECII€YEHHS, 0(hOpMIIEHHIO JIOKYMEHTOB. p p
TEXHOJIOTHH, METOZIBL M METOITHKH CPC: usyuenue mamepuana rexyuu 1
NPOBEACHHS aHAJIN3a U
CUCTEMATHU3ALUM JOKYMEHTOB 1 MpakTnueckoe saustue 1: IlpaBuna odopmieHus
) UHGOPMALIUH. OCHOBHBIX BHJIOB OPraHU3aLUOHHO-PACTIOPSIAUTENBHBIX
YMETh BECTH Y4eT U PETHCTPAIHIO nokymentoB. CucTeMa OpraHU3allMOHHOHW JOKYMEHTAlUH: 3aMoJTHEHHE
JIOKYMCHTOB B HH(OPMAIIHOHHBIX BUILl  OpPraHW3alMOHHBIX  JIOKYMCHTOB. Cucrema 0J1aHKOB
cucTeMax ¥ Ha MaTepUABHBIX pacnopsAUTEeNbHON JIOKYMEHTAIIUH: BU/JIBI
HOCHUTEJISAX. pacIOPSAMTENbHBIX JIOKYMCHTORB.
Branets npoueaypoi opranu3aliH IpakTudeckoe 3ansiTue 2: Opranusanus
JIOKYMEHTO00O0pOTA 110 YYETy U noKyMeHToo60poTa. OnepaTHBHOE XpaHEHUE JOKYMEHTOB.
JIBH)KEHUIO KaIpOB DIEKTPOHHBIN JOKYMEHTO000POT
Paznen /rema: Kagposoe 1€/101pou3BoACTBO
Jexuusa 1. HopmaTtuBHO-METOAUYECKHE TOKYMEHTBI
paboTonarens MO OpPraHH3alld¥ M BEIACHUIO KaapOBOTO
nenonpoussoacTea.  OOwMe  MPpaBOYCTAHABJIHMBAIOLIUC
sakousl P®. TocynapcTBeHHble CTaHHApTHl B Clepe | Mpe3eHTauus ornpoc
paboThI c JIOKYMEHTaMH. OO61IepoCCUicKHe
KJIaCCHPUKATOPHI TEXHUKO-IKOHOMUYECKOH U COLHANbHON
uHpoOpMALIHH.
3 | 3uarb nopsanok odpopmienus, sefenus | CPC: usyvenue mamepuana nexyuu 1




M XpaHeHHsT  JOKYMEHTOB  TIO
1IepcoHAIy, MOPANOK ydeTa IBUKECHHS
KaJpoB 7} COCTaBJICHHS
yCTAaHOBJIEHHOM OTYETHOCTH,
CTPYKTYpPY OpraHM3allud, TpYyJIOBOE
3aKOHOJATENBCTBO M HMHBIE  AKTHI,
collepKale  HOPMBI  TPYJIOBOTO
npaBa, OCHOBEI, 3aKOHOJATEIBCTBO
Poccuiickoi ®enepanuu 0
IEPCOHATIbHBIX JaHHBIX, JIOKAJIbHbIC
HOPMATHBHBIC AaKThl ~OpraHU3aluy,
peryJupyromue TIOPSIIOK
odopmyieHHsT PACMOPSAAUTEIBHBIX |
OpraHW3aUHOHHBIX JAOKYMEHTOB IO
IEePCOHANY, HOPMBI DTHKH H JEJIOBOrO
oOlIeHus, HOPMAaTUBHBIE IIPABOBBIC
aKThl Poccuiickoi denepauuu,
PETYJIMPYIOLINE TIPaBa M 003aHHOCTH
rOCyJIapCTBEHHbIX OpraHoB,
11po(heCCHOHANBHBIX COXO30B U APYTUX
peaCTaBUTEIbHBIX OpraHoOB
pabOTHHKOB IO  NPEIOCTABJICHUIO
Y4ETHOHN JOKYMCHTAIUH.

VMers  pa3pabareiBaTh  IPOEKTHI
OpraHH3alMOHHBIX "
pacmopsaUTeNbHbIX JOKYMEHTOB IO
nepcoHaity, oQopMiIATh JOKYMEHTHI B
COOTBETCTBUM  C  TpeOOBaHHIMH

rpaX1aHCKOr O, TPYZOBOI'O
3aKOHOIATEIBCTBA Poccuiickoii
Qenepanuu U JTOKAIbHBIMHA

HOPMATHBHBIMH aKTaMH OPraHH3aINY,
BECTH yueT " PEerucTpaLuio
JOKYMEHTOB B MHGOPMAIMOHHBIX
CUCTEMax W HA  MaTepHalbHBIX

IIpakTuuyeckoe 3ansTue 1: JIOKanbHbBIE HOPMATHBHBIC
akThl pabortomarens: lllTatHoe pacmucanue (M3MCHCHHE
[ITATHOrO  pPAclMCaHusi, IPUKa3bl HO  OCHOBHOH
AesTeNbHOCTH).  YHubuuupoBanHas ¢opma Ne  T-3.
[IpaBuna BHYTPEHHETO TPYJIOBOTO pacnopsika.
KostextupHblii  forosop. [lonoxenue o pabore ¢
MepCOHANLHBIMU JIAHHBIME PabOTHHKOB. [lonoxeHue o0
omnare Tpyga W HPEMHMPOBAaHUH  COTPY/JHHKOB.
JlomxrocTHble HHCTPYKIHHU. [losioKeHue o nepcoHale.

[pakTudeckoe 3ausTue 2: [Ipuem Ha pabory: [lonsrue
TpynoBoro jgoroBopa. CTOpPOHBI TPYAOBOIO JIOroBOpA.
Conepxanue TpyjaoBoro porosopa. Cpok TpyIoBOro
jorosopa. BcTyruieHHe TPYAOBOTO JOrOBOpa B CHILY.
BospacT, ¢ KOTOPOro AOMyCKAeTCs 3aKIIFOYSHHE TPYI0BOTO
JOoroBopa. lapaHTU¥ @pH  3aKIIOYEHHH  TPYIOBOTO
J0roBopa. JIOKyMEHTBI, IPEAbABIIEMbIC NPH 3aKITIOYCHUN
Tpynosoro mporoopa. ®opma TpyZOBOro JI0rosopa.
Ucnbitanue 1npu  nOpueme Ha  pabory.  IIpukas
(pacropsbkeHue) O TpHeMe paboTHMKa Ha  paboTy.
Vuudunuposanusie ¢opmpr Ne T-1, T-la. Ilpukas o
BCTYIUIEHMY B JOJDKHOCTh. BblIa4a KoM HOKYMEHTOB,
CBSI3aHHBIX ¢ paGoToii. VICHBITAHUS IPU [IpUEMe Ha paboTy.

3aMoJHeHUE

yHHGULIMPOBA

HHBIX popM Ne
T-1,T-1a

IIpakTuueckoe  3aHsaTHe  3:  JIOKYMCHTUDOBAHHME
JBIDKCHHS TepcoHana Ha ocHoBe Tpebopanuil TpymoBoro
Kojekca: bmaHku M QopMmbl KagpOBBIX JIOKYMEHTOB.
[TonHOMOYMS 10 M3NAHHIO JOKYMEHTOB, ICICTHPOBAaHUE
nonHomounit. IlpaBmia mnoanucaHus HOKYMEHTOB IIpH
JeNerMpoBaHid  mosHoMouud.  TpymoBoit  jorosop.
Ilpuka3el  paborojaresis 1O  JHUYHOMY  COCTaBy,
OCOOEGHHOCTH HX TeKCTOB. JIOKYMEHTHI-OCHOBAaHUS IS
U34aHUS [PUKA30B MO IJHYHOMY COCTaBy: 3asBJICHHA
pabOTHHUKOB, JOKJIAIHBIE M OOBACHUTENBHBIC 3AMUCKH,
aKTBl, IPOTOKONbI, MEIULIMUHCKHE JOKYMEHTHI H [p.
O3HakoMJleHHe pabOTHHUKOB C NpPHKa3aMd MO JIMYHOMY
coctaBy. JIOKYMCHTHPOBAHHME CUTyalWii IpH  OTKa3e

3aMOJTHEHHE
ONTaHKOB




HOCHUTEISX, OpraHu30BbIBATH
XpaHeHue JIOKYMEHTOB B
COOTBETCTBHH c TpeOOBaHUSIMU
TPYZAOBOTO, apXUBHOTO
3aKOHOJATENBCTBA Poccuiickoit
denepanvin U JTIOKaJIbHBIMHU
HOPMAaTHUBHBIMH aKTaMH OpraHU3aluu,
aHaIM3UPOBATh JIOKYMEHTBI u

nepeHocuTh uHboOpMauMio B 0a3bl
JAHHBIX M OTYETHI, BEIABIATH OMIUOKH,
HETOYHOCTH, HUCIIPaBJICHUS %4
HEJIOCTOBEpHYI0  UHpopMauuio B
JOKYMEHTaX, pa3pabarbiBaTh IIJIaH
KOPPEKTHUPOBOK YCT@HOBJIEHHOTO
nopsaka oQopMIeHUs] JOKYMEHTOB 110
NePCOHATY U pealn30BhIBATh
MIPUHSTHIE HU3MCHEHUS, BECTH
JIEJIOBYIO IIEPETHCKY.

Branets mpoueaypaMu: MOATOTOBKH
MPOEKTOB JIOKYMECHTOB no
npoleypam yIIpaBJICHUS
MepCOHATIOM, Yy4YeTy M JBI)KCHHUIO
nepcoHana, OpraHU3allUd CHUCTEMBbI
JBHKEHUS JIOKYMEHTOB 1o
NEPCOHANY, BeJeHUd ydera pabodero
BpEeMEHU paDOTHUKOB, Yy4eTy H
JIBUXKCHUIO TEpCcOHANa, OpraHU3alUU
JOKYMEHTOOOOpoTa MO y4eTy H
JBHKEHUIO  KaJpoB,  HOJATOTOBKH
YBEJOMJIEHHUH, OTYETHOH U
cTaTHCTHYeckod  HHboOpMalUU IO
nepcoHany, c¢bopa U  TNPOBEPKH
JHYHBIX JOKYMEHTOB pabOTHHUKOB,
pEerUCTpallii, Yydera, OINEpPaTUBHOIO
XpaHeHHUs JOKYMEHTOB IO MEpPCOHAy,

paboTHHKA OT O3HAKOMJICHHS C IpHKa3oM. TpeboBaHus K
0QOpPMIICHHUIO U BEJCHUIO TPYAOBBIX KHHI)KEK. BKilaJbIll B
TPYJOBYIO KHUXKY. JlyOnukar TpyaoBod KHWKKH. JIngyHas
kapTouka. Tabens yyera pabouero Bpemenu. JInunoe geino.

IIpaxkru4yeckoe 3auatue 4: [lepeBon Ha apyryro paborty:
V3meHeHne  ycnmoBuit  TpyOOBOro  JOroBopa Mo
COTJIACOBAaHUIO CTOPOH W MO WHHUIMATHBE padoTojarels.
IlepeBox Ha apyrytro paboTy. BpemeHHBId nepeBon Ha
Ipyryto pabdory. [lepeBon paboTHuka Ha Apyryio paboTy B
COOTBETCTBUH c MEIULIUHCKUM 3aKTIOYECHUEM.
JIOKYMEHTBI-OCHOBAHHUS JUIsL nepeBoja. [Ipuka3s
(pacniopsikeHue) o TmiepeBoAe pAOOTHUKA Ha JApYryio
pabory. YHubuumpoauusie ¢opmel Ne T-5 No T-5a.
BpeMeHHbI nIepeBoI.

3a0JIHEHUE
OJ1aHKOB

IIpakTnueckoe 3anHsitue S: IlpenocraBieHue oOTIycKa
paboTHuKy: IlopAmoKk  NpenoCTaBIEHHsT  €XKErOJHBIX
OIJIAYMBAEMBIX OTIYCKOB. OYepeqHOCTh MPeNXOCTABJICHUS
€XETOTHBIX OIUIaYMBAEMBIX OTIYCKOB. ['paduk OTHmycKOB.
VYuudumupoBannas ¢opma Ne T-7. llpomnenue wiu
MepEeHECeHNe  €XEroJHOro  OIUIAYMBAacMOro  OTIIyCKa.
Paznenenue exerogHoro oTmycka Ha 4acTH. OT3bIB U3
orimycka. OTiyck 0e3 coXpaHeHHWs 3apa0OTHOH ILTATHI
Veenomnenue o0 otmycke. lIpukas (pacnopsbkeHHe) O
IIPEIOCTABIICHHU OTIYCKA paOOTHUKY. YHUDUIIMPOBAHHBIE
dopmpt  Ne T-6, Ne T-6a. 3amucka-pacueT o
MPEIOCTABJICHHH OTIIYCKa paOOTHHUKY. YHHU(UIMPOBaHHAs
dopma Ne T-60. I'padgux oTnyckoB. OdopmiieHHE TIPUKa3a
06 otmycke. HoBble mpaBuna odopmiieHus G0NbHUUHBIX
JIUCTOB.

3al0JIHEHUE
OJTaHKOB

IIpakru4eckoe 3ausaTue 6: Komannupopanue paboTHHKA:
CiyxeOHOE 3aJaHue JUIs HAIPABJICHUS] B KOMAHIUPOBKY U
OTYET O €ro BBHINOJIHEHUH. YHuduImpoBanHas ¢opma Ne
T-10a. Ilpuxaz (pacmopsbkeHue€) O  HalpaBlICHUH
pabOTHHKA B KOMaHAMPOBKY. YHUGHUIIMpOBaHHbIE (POPMBI
No T-9, Ne T-9a. KoMaHIUpOBOYHOE YIOCTOBEPCHHE.

3aroJIHEHUE
O1aHKOB




MOATOTOBKA K C1a4Y€ UX B ApXHUB.

Vuudpuumposansas ¢opma Ne T-10. JKypuaiusr yuera.
OdopmieHue TpuKa3a O HANpPaBIEHMH B KOMaHIHUPOBKY,
KOMaHHPOBOYHOE YJOCTOBEPEHHUE, CIIyKeOHOe 3aMaHue.

IpakTuyeckoe 3ausaTHe 7: PacTop)keHUE (IIPEKPAILCHHUE)
TPYI0BOrO JioroBopa: PacTopxeHue TpyaoBOro JOroBopa
o OOImMM OCHOBaHWSM, 10 WHHUIMATHBE paboromaren,
MpeKpalleHie CPOYHOro TPyIoBoro gorosopa. OcHoBaHuS
IpEKpailleHuss  TPYXOBOro  Aoropopa.  JIOKyMEHTBI-
OCHOBaHMs Ul yBOJIbHeHus. [Ipuka3 (pacmopsKeHHeE) O
NpeKpalieHud (PacTOpPKEHUH) TPYJAOBOro JOroBopa ¢
paboTHHKOB (YBONbHEHHH). Y HUULUpOBaHHBIE POpMBbI Ne
T-8, Ne T-8a. 3ammcka-pacueT I@pH MpPEeKpallCeHUU
(pacTOpXEHHH) TPYAOBOrO JOroBOpa C PpabOTHHUKOM
(yBonpHeHuu) Ne T-61. Beinada TpyIoBOH KHHDKKH TIPH
YBOJbHCHHUH.

3aI0JIHEHUC
0JIaHKOB

IpakTuueckoe 3ausatTHe 8: Iloompenune M B3bICKaHUE
paboTHUKA. ®opmbl HNOOILPEHUS pabOTHHKOB.
EnuHoBpemMeHHOE HOOIIPEHHE. JlokyMeHTaIbHOe
opopmiieHre. Buapl B3bICKAaHUM - JTOKYMEHTAIBHOEC
odopmieHue.

Ipakruueckoe 3anstue 9: IlpaBuna obopmienust u
3aTOJIHEHMs, TpeOOBaHHs K XPAaHEHHUIO U BbAa4e TPYIOBOH
KHIOKKH. OQHIHATBHBIE JOKYMCHTBHL

Jlexnusa 2: Yyer (peructpanus) KaJpOBbIX JOKYMCHTOB!
XypHansl s perucTpalMy MpHKa3oB. Pacmpexpencnue
KaJPOBBIX JOKYMEHTOB: 10 CTENEHH 00A3aTENBHOCTH, IO
LeJ€BOH  MPHHA/UISOKHOCTH, 1O  (QYHKUHMOHATILHOMY
Ha3HA4YCHMIO.

Cucrematuzanus u obecricueHue COXpPaHHOCTH
JIOKYMEHTOB.

orpoc

CPC: uzyuenue mamepuana nexyuu 2

Jlexumsi 3: ApXuB KaJpoBOH JOKYMCHTAIMHU: TPeOOBAHUS
1 npoueaypsl: [lepedeHb THUMOBBIX YIIPABIECHYECKHX
JOKYMEHTOB, 3aKOHOJATEIbCTBO 00 AapXMBHOM JIEle,
IKCIIEPTH3A IEHHOCTH JIOKYMEHTOB.

orpoc




| CPC: usyyenue mamepuana nexyuu 3

Jleknusn 4: Benenue BouHCKOro yuera: OCHOBHBIE LETH U

ompoc
3a1a4yd BOMHCKOro yvera. OpraHusanus BOMHCKOTO y4era,
0053aHHOCTH paboTONATENIA.
CPC: usyuenue mamepuana nexyuu 4
Paspgen /tema: CoumajibHasi 3alMTA
3HaTh HopMaThBHbie mpaBoBbie akThl | Jlekmus 1: CoumanbHas noJduTHKa W €€ NPaBOBOE onpoc
Poccuiickoit ®epepanuu, | odecrnieyeHue. ConHaIbHOE CTPAXOBaHHE.
peryiupyoiiue npasa H 00g3aHHocTH | [IpakTHyeckoe 3ansitue 1: MeauuuHckoe CTpaxoBaHHUE:
rocy1apCTBEHHbBIX opraHos, | Bujei momouu. IIpaBa rpaxaad B 06J1aCTH OXpaHbl 310POBBI.
npo)ecCHOHANBHBIX COI030B U JpYrux | JlekapcTBeHHas nomolub. CaHATOPHO-KYPOPTHOE JICUEHHE.
MpeaCcTaBUTENIBLHBIX opranos | [TencuonHoe crpaxoBanue: [lencun no crapoctu. [lencuu 3a

pabOTHHUKOB [0  IPEIOCTABICHHIO
YUETHOH JOKYMCHTALIMH.

YMmerb paborath c
UHQOPMAaMOHHBIMM ~ CHCTEMAMH U
6azaMH  JaHHBIX MO  BEJICHHIO
CTaTUCTHYECKOMN 31 OTYETHOH
nHGOpPMALNH mno [EpPCOHAITY,
aHAJTM3UPOBATH IIPABHIIA, MPOLETYPHI
U TMOPSIOK, pEryIupylollde MpaBa H
0053aHHOCTH rocyJapCTBEHHBIX
OpraHoB M OpraHM3alMH 110 BOIpOcaM
oOMeHa JNOKyMeEHTanuei no
[IepCoHay, BECTH JEJIOBYIO
MEePEIHCKY.

Bnagets npouenypoit opranusaliui
JIOKYMEHTO00O0pOTA 110 MPEACTABICHUIO
JIOKYMEHTOB 110 IEPCOHAILY B
rocyJapCTBEHHBIE OPraHbl.

BuICTYTY JieT. [lencun mo mHBanuanoctH. Ilencuu mo ciyvaro
NOTePH KOpMIJIbLA

CPC: usyuenue mamepuana rexyuu 1

Pazned /tema: 1C: 3apniiata m YnpasJjeHHe IePCOHAIOM

3HaTh HOpAAOK 0GOPMIIEHHS, BEACHHUS
H  XpaHEHHS  JOKYMEHTOB IO
[IepPCOHANY, MOPSIIOK y4YeTa JABUKCHUS

Jleknust 1: 3HakOMCTBO € BO3MOKHOCTAMH ITPOI'PAMMBI,
perIaMeHTHUPOBAHHBIN M yIPABJICHYECKHH yUeT KaJpoB, UX
B3aMMOCBSA3b.




KaJapoB U COCTaBJICHUS
YCTaHOBJICHHON OTYETHOCTH, 0a3oBbIe
OCHOBBI MH(POPMATHUKH, CTPYKTYpHOE
[IOCTPOEHUE uH(pOpPMaLOHHBIX
CHCTEM U OCOOEHHOCTH paboThl C
HYMM, HOPMATHBHBIE IPABOBBIE AKTHI
Poccutickoit @enepaiun.

VMETh BECTH y4YeT H PETHCTpalUIo

JOKyMEHTOB B  HMH(OPMaLMOHHBIX
CUCTeMax W HA  MaTepHalbHBIX
HOCHUTEJAX, aHATU3UPOBATH
JOKYMEHTBI 1%} MEePEHOCUTh
uHpopManmio B 0a3bl JaHHBIX U
OTHYETHI, paboTath c
UHQOPMALMOHHEIMH ~ CHCTEMAMu U
0a3aMM JAHHBIX IO BEICHHUIO Y4YETa,
JBIDKEHMIO IepcoHaNa, OQOPMIATH
y4YETHBIE JIOKYMEHTHI,
IpeJOCTaBIISIEMBIC B
rOCyIapCTBEHHBIE OpraHsbl,
npoheCCHOHATBHBIE COO3BI M IpYIUe
IpeACcTaBUTEIIbHbBIE OpraHbl
pabOTHHUKOB, paboTaTh c
MHGOPMAILIMOHHBIMH ~ CUCTEMAaMH U
O0azaMp  JAHHBIX 10  BEJICHHUIO
CTAaTHCTUYECKOU U OTYETHOMN

uHQOpMalMK MO IEPCOHATY, BECTH
JICTIOBYIO MTEPEIIUCKY.

BIAfETh IMpOLEAYpaMHU: IO YYETy H
IBMKECHHUIO TIEpCOHAala, OpraHM3alvH
CHUCTEMBI IBHXKEHHUS JOKYMEHTOB IO

nepcoHany, cbopa M IPOBEPKH
JUYHBIX JOKYMCHTOB PabOOTHHKOB,
PETUCTpaliM, Y4Ye€Ta, OIEPATHBHOIO

XpaHeHus JOKYMEHTOB I10 MIEpCOHAy,

IMpakTuyeckoe 3ansaTue 1: Hagyansnoe 3anmosinenne
undopmannonnoii 6asel. Kinaccudukatopsr. OCHOBHBIC
cBegeHus 06 opranu3auvd. ' paguku paboTel.

[Ipakrudeckoe 3ansTue 2: Kaagposplil y4eT opraHusanum.
[ItaTHoe pacnucaHue opraHu3anui. OTYETEI 110 IITaATHOMY
pacniucanuto. CBeieHus 0 pabOTHHKAX OpraHu3aluy.
du3ryecKHue IUIAa, OCHOBHBIE CBECHHS 0 GU3MYECKHUX
JTHLAX.

pakTudeckoe 3anaTUHE 3: [IOKYMEHTHI y4eTa KaApOB.
Tpynoeoit morosop. Ilpuem Ha paboty. Kagposoe
nepemeuierye. YBoibHEHHE U3 OpraHu3amuu. OTiycka.
Komanauposxu. OtcyTcTBUe Ha padore. Bo3spart Ha paboTty
OpraHu3aiiu. 3alJaHUPOBAHHbIE KaApOBhIE IIEPECTAHOBKH.
Otuetsl. BoMHCKHIT ydeT pabOTHUKOB opraHu3anuu. Pacuer
3apruiaThl B opranusanus. [lopsaok pacuera sapriarhbl B
opranusanyu. Beoa nmepBoHayaibHOM HHGOPMALIKH.
Exemecaunas pabota ¢ nporpammoii. Hactpoiika BunoB
pacuera.

Ipakrugecxoe 3auaTHe 4: JlOKyMeHTbI yueTa KaJpoB.
BBo MepBUYHBIX JOKYMEHTOB. Y4eT OTpadOTaHHOIO
BpeMenu. Omrara o cpeHeMy 3apaboTky. OTmycka.
BonpHnunbie aucTel. HeBbixoa. Omnsara pabOTsI B IIPa3IHUKH.
Omnara CBEpXypPOYHBIX 4acoB. PerucTpaliys npocToes B
oprauusanuu. Pacuer 3apmiarel. CAenbHbIA HApALT.
Hauucnenue 3apmiartel. PazoBble Hauucnenus. Pazopeie
ynepxanus. Hauuciienue TMBUAECHI0OB OpraHU3alky.
[Tepepacuet 3aprutatsl. PeynbraTsl pacyeTa 3apIuiaThl.
Brinnara 3aprartsl. ETMHOBpeMEHHBIE IIOCOOUS 33 CYET
®CC. Pacuer npu yBosibHenun. CTropHupoBaHue. OTYETEHI 110
3apabOTHOM IUIaTe.

IIpakTHueckoe 3auarue S: Mcuncnenne HADJL
OTYETHOCTH BO BHEOIODKETHBIE POHIIBL
[MepconrUIMPOBaHHBIH ydeT paOOTHUKOB OpraHHM3alHH.
PernameHTHpoBaHHas OTYETHOCTD




NOJATrOTOBKH K CAa4Y€ HX B apXUB.

CPC: 6600 OaHHbIX 6 NPOZPAMMY 4
UTOI'O
OO61as TpyI0eMKOCTD 94
AyauTopHas Harpys3ka 68
B TOM 4YHCJIE: CPC 24
HToroBas arrecTanus 2 HK3aMeH




2.4. OueHoYHbIE CPEACTBA AJI5l HTOrOBOr0 KOHTPOJISI yCIIeBaeMOCTH H yuyeOHo-
MeToauYeckoe odecnevyeHnue

2.4.1. IlepedyeHb KOHTPOJbHBIX BONPOCOB /ISl NpPOMe:KyTOYHOH aTTeCcTalHuH

Ne
ki Pa3aen / TeMa, KOHTPOJIbHBbIE BONPOCHI
1 2
Panen /Tema;: TpyaoBoe 3aKoHOaTEIbCTBO

BriGepuTe HOMepP NPABUJILHOI0 BAPHAHTA 0TBCTA
1. TpynoBoii 10roBop C4UTAETCS 3AKTI0CHHBIM

A. ¢ MOMEHTA €ro Mo/IMHCAHHUS, a €CJIH TPY/A0BOH A0r0BOp He 3aK/II0YICH B nucsMeHHOI popme,
TO ¢ MOMeHTa (PAKTHIECKOro MPHCTYIIEHH PabOTHHKA K paGoTe ¢ BeIoMa HJIM 110 I0PY1€HHIO

paboToaaresst
B. Ha ycMoTpeHue paboToaaress
B. ¢ MOMEHTa ITOJIYyYeHUS] MOTHBUPOBAHHOIO MHEHUA BBIOOPHOTO TIPEICTaBATEIbHOIO OpraHa

2. TpynoBbie A0roBOPbI MOTYT 3aK/II0MATHCA

A. Ha HeomnpeJeJeHHBIH CPOK, HA onpeeaeHHbII CPOK HE Go.iee 5 JieT, ecJi HHOH CPOK He
yeranosjaeH Tpy1oBbIM KOEKCOM HIH HHBIMH ¢eaepaabHBIMH 3AKOHAMH
B. OTHOCHTEIBLHO CPOKOB 3AKIIOYECHHUS TPYyAOBOTO IOrOBOpa B 3aKOHOATEILCTBE HOPMOIIOJIOKCHHS

OTCYTCTBYIOT
3. Boigaua paGoTHHKY KOIIHH JOKYMEHTOB, CBA3AHHBIX € padoToi

A. 110 MHCHLMEHHOMY 3asiBJIeHHI0 paoTHHKA padoTonaTelb 006513aH He Mo3aHee TPpeX pabounx
[Heid ¢o JHst I0JAYH YTOro 3asiB/IeHHs BbIAATE PAOOTHHKY, & IPH yBOIBLHCHHM paGoTHHUKA — B

JeHb YBOJILHEHHUS
B. 110 NHCHMEHHOMY 3asBJICHAIO paboTHHKA paboTONATENb 06s13aH He TI03IHeE MATH paboukX JTHEeH co

JTHSI IOJa4M 9TOTO 3asBICHHS BBLIATh PaOOTHUKY, & IPH yBOJIBHCHHH pabOoTHHKA — HE TIO3/(HEe, YeM Ha
cTIeIyIolHMit IeHb I0C/IE YBOIBHEHUS

B. 0 MHCbMEHHOMY 3asBJICHHMIO paboTHHKaA paboTojareb 06s13aH He MO3HEE AECATH pabouuX JHEeH
O JHS TTO@4H 3TOTO 3asBJICHUS BBUIATh pAOOTHHKY, a IPH YBOJIBHCHUH paGOTHHKA — B TEYCHUE TPEX

pabodmX JHEH MOCie yBOIbHEHUS
4. Orka3 paGoToaaTeiem B IipueMe Ha paboTy paboTHHKA

A. MOXeT OBITh CBSI3aH ¢ MECCTOM XHUTEJILCTBA UJIM BO3pacTOM pa60THI/IKa
B. MoxeT OBITh CBA3aH C UMYIICCTBEHHBIM, CoITMaJIbHBIM WJIH JODKHOCTHBIM TTOJIOXKCHUEM pa60THm<a

B. Mo3keT OBITh CBSA3aH ¢ 1€JI0BBIMH KauyecTBaAaMHU paﬁoTHuKa

5. PaGoTHuky, NpHIJalieHHOMY B nucbMeHHol ¢opMe B TMOpsiAKe mepeBola OT ApYyroro
paboroaarens

A. TpyHIOyCTPOHCTBO HE rapanTHPYyETCs

B. Tpy10yCTPOHCTBO TapaHTUPYCTCs B TEUECHNE HEACIH CO HHA YBOJIBHEHHS € TIPSIKHET0 MeCTa paboThI
B. Tpya0ycTpOiicTBO rapaHTUPYCTCs B TCHEHHE 0HOT0 MECSILA €O HHA YBOJIbHEHHS ¢ MPEKHEr0
MecTa padoThl




6. Ecm paboTHuk ¢aKTHYeCKH NpHCTYnWi K pafore ¢ BeaoMa WJIH 10 HOPYHEHHIO
paoTogaTesisi, a MHCbMEHHbIA /1I0r0BOpP HE 3aKJIOYCH, TO paboroaarens 06s3aH opopMHTH
TPY/0BOii 10rOBOP B MHCHMEHHOM (opMe He Mo3/IHee

A. 3 pabouux anei
B. 5 pabounx aue
B. 7 pabouux aHei

7. Ipukas o npueme pabornuka Ha paldory oOBABJIsETCH paGoTHuKy paborTogarejieM NOA
NOANHCH

A. B CEMHIHEBHBIA CPOK
b. B mATHAHEBHBIH CPOK
B. B TpexaHeBHbIi CPOK

8. Ecau paﬁOTHHK B nepuo HCNbITAHUS NpUAeT K BLIBOAY, 4YTO0 NPEATOKECHHAA €My pa60Ta HE
SABJISIETCHA HOIIXOIlﬂHleﬁ JJI1 HEro, TO OH HMCECT INPaBo

A. npeaynpeaus 06 3Tom paboToxares B nucbMeHHoii ¢popme 3a TPH IHsI, PACTOPTrHYTH
TPY/A0BOIi IOTOBOP M0 COGCTBEHHOMY JKEJAHHIO

B. He BBIATH Ha paboTy

B. 06b4BUTH 3a0aCTOBKY

9. CpoK MCOBITAHHS HE MOKET NPEBLINATH

A. Tex MecsileB, 4 [AJIf pPyKOBOMTe Ieil 0praHu3auuii, puinanos , NpeACTaBUTEILCTE
060c00IeHHbIX CTPYKTYPHBIX TIOAPa3de/IeHuil, IIABHBIX OyXraaTepos U ux 3aMeCcTUTeJIeH —
11ECTH MECSIEB, 4 IIPH 3aKJII0YeHHH TPYI0BOro 10roBOpa Ha CPOK OT ABYX 10 MICCTH MECSLIEB —
He DoJiee NBYX Heleb

b. ojtHOrO oA

B. na ycMoTpeHue paboToarelis

10. O6 m3MeHeHHSIX OMpEIETeHHbIX CTOPOHAMH YCJIOBHIi TPYI0BOr0 A0roBopa I0 NpHIHHAM,
CBSI3AHHBIM ¢ H3MEHCHHEM OpPraHH3alHOHHBIX VI TEXHOJOIHYCCKHX ycnoBui Tpyaa
pa6oTogaTesb 06s3aH MPeIYNPEAUTH PAOOTHUKA He MO3/IHee eM

A. 3a ABa Mecsina
B. 3a oquH MecsIg
B. 3a 1Be Heaeau

11. TIpu cMene coOCTBCHHHMKA HUMYIIECTBA OpraHM3alnH HOBBIH COOCTBEHHHK MMeEET NpaBo
pacTOPruyTh TPYA0BOii L0TOBOP € PYKOBOIMTEIEM OPTaHH3ALMH, €r0 3aMECTHTE/IeM 1 [TABHBIM

fyxrairepom

A. He 1103/[Hee TPEX MECsileB €O [Hsl BOSHUKHOBEHHS Y HEro Mpaga co0CTBEHHOCTH
B. He no3aHEE ABYX MECALEB CO JHS BOSHUKHOBEHHS Y HETO 1paBa COOCTBEHHOCTH

B. He 1103/1Hee OHOTO MeCSIla CO JIHS BOSHUKHOBEHHS Y HETO NpaBa COGCTBEHHOCTH

12. He fonyckaercst yBoJiblenne paboTHHKA N0 MHUIHATHBE paboTonaTe s

A. B mepuoa 60/1e3HH padOTHHKA HJIK B MIEPHO OTHYCKA padoTHHKA
B. B IepHOJ OTCYTCTBHS pabOTHHKA Ha paboTe 1o HEYBaKUTEJLHON IPUYHHE

13. luem yBoJIbHEHHSI pA0OOTHHKA CUMTACTCA




A. ICHb [OJIy4CHUS TPYJAOBOH KHIKKH

B. IeHb MOJIyueHUs pacueTa o 3apmiaTe

B. mocieanmii QeHb paboThl paloTHHKA, 3a HCKIIOYEHHEM CJyHaes, Koraa pPadoOTHHK
dakTHdeckH He padoTall, HO 32 HUM COXPAHSIIOCh MCCTO pabdoTnl

14. TpynoBasi KHH:KKA Be1eTCSl HA KAKA0T0 padoTHHKA

A. BceMu paboToAaTENsIMU

B. BceMu paGOTONATENSMH, 33 HCKJIIOYEHHEM paboToaaTes — ¢pu3ngecKoro juna

B. BcemHn paGoTogaTeqsiMH, 32 HCKJIIOYEHHCM pa6oTtopaTenss — ¢M3HYECKOro Jmma, He
SIBJISIIOLIET0CS MHAHMBHAYAIbHBIM NpelNpHHuMaTe/ieM

15. Tlpn npexpameHHH TPYAOBOro 10roBopa B CBA3H € COKpallleHNeM HJIH YHCIeHHOCTHIO
paboTnukoB paboTogarenb 0053aH B nuchbMeHHoil (opme TMpeaynpeauTbh pabdoTHUKA 0
npeacToseM YBOJIbHEHHH He I03/IHee HeM 32

A. Mecsll
b. n1Ba Mecaa

B. Tpu mecsna

BepHoe BBINOJHEHHE HE MCHEES 85% TecTOBOrO 3aJlaHus.

2.4.2. Vuebno-MeToAnYecKOe H HHPOpMaLHOHHOE obecneyeHne NporpamMMbl

Bubiuorpaduieckoe onucaHne.

OcnoBHasi JJHTEpPATYpa

Bubnuotexa xypH. "Kamposoe aeino"; NeNe —2017; NoNel-9 - 2018

2. Bubnuorexa xypH. "CrpaBodHuK Kajnposuka'; NeNe — 2017; NeNel-9 - 2018

3. Bce 0 KOMaHAWPOBKax: OQOPMIICHHE, OTUYETHOCTD, YHCT satpar./ M.: Pepakuus «Poccuiickoit
razersi», 2017, Bpi. 15. — 176 c.

4. ViameHsieM TpPY[OBOil JOroBOp: Npasa, 00i13aHHOCTH, opopmiienrie / M.: Pepakuus «Poccuiickoi
rasersi», 2017. Bem, 5. — 176 c.

5. Mauyssckas, E. E. [IpaBo conManbHOro odecreyeHus: Vuepuuk syt CI1O / E. E. Mauyibckas. - 3-
e u3JL., epepad. ¥ 101 - M.: FOpaiir, 2017. - 441 c.

6. OuHancoBas IOIJEPKKA CEMbU: MaTePUHCKUH kamutaL/ M.: Pemnaximsg «Poccuilckod ra3eThly,
2017. Bpm. 1. — 143 c.

7. Mutpodanosa B. ®unarosa M. OpopmiseM KaapOBBIC JOKYMCHTBI. S-e u3n., mepepad. H JIOI. -

. Tlurep, 2017. - 400 c.

8. TpynoBasi A€SATENLHOCTD: TAPAHTHH U KOMIICHCAIUH. / M.: Penaxuust «Poccuiickoii razetsi», 2016.
Bem. 8. — 170 c.

9. OopmrieHHe TPYAOBBIX OTHOWICHHH: 0Opasibl JOKyMCHTOB, KOMMEHTAPHH 1 pasbsicHenus. / M.:

Penaxius «Poccuiickoii razetpi», 2016. Boim. 1. — 175 c.

10. Opnosckuii, 0. I1. 502 axkTyanbHBIX BOIpoOca IO Tpynosomy kojekcy Poccuiickoit denepanun:

KOMMEHTApHUU U pa3bACHCHMS @ NPaKT. noco6ue/ 10. T. Opnosckuii, A. ®@. Hyptnusosa, JI. A.
Upkanosa; oTB. pejt. FO. IT. OpnoBckuit. - 4-¢ U3f., nepepab. u non. - M.: [Opaiit, 2010. - 564 c.

| 11. Tpynoso# koxeke PP




JlomoJiHUTEIbHAS JIUTEPATYpA
1. Basapos T.IO. Ilcuxonorust ynpaBJCHHs II€PCOHATIOM. Teopuss M MpaKTUKa: Y4EOHHK JUIA
6akanaspos, M.: Usnarenscto «IOpaiity», 2014.-381 c.

2. Macnosa B. M. Ympasienue mepcoHaloM: y4eOHHK Uil By3O0B / B. M. Macnosa . - 2-¢ u3l.,
nepepab. u gon. M.: YOpaiit , 2016 . - 492 c.
3. KaapoBoe 1enonpou3Bo/cTBo, yaeGuuk — Kypek: P®OU., 2016 — 143 c.

Tporpammuoe obecrieienne 1 Hurepuer-pecypcet
1. KoncynwsrantlLitoc (cripaBoyHasi mpaBoBast cUCTEMA).

2. lapanT (cipaBOYHas IPaBoBas CHCTEMA).

3. http://www.hr-portal.ru

4. http://www.pro-personal.ru

5. KaapoBoe JIe/I0NpOU3BOACTBO [DNEKTPOHHBIH pecype ]: yae6noe mocobue O.H. Jlemynmna;
Bosnrorpanckuii ¢pwman ®I'BOY BIIO «Poccntickas akaneMust HAPOIHOTO X03sHicTBa U
rocyaapeTBenHoit ciny»x6b1 npu Ipesunente PO ». — Boirorpas: U3 narensctBo Boirorpaiackoro

dumana P50V BIIO PAHXuI'C , 2014.

2.4.3. MaTepua/jibHO-TeXHHYECKOE oGecneeHHe NPOrpaMMbl

NoeNe Hymepauus
Ilepeyennb ocHOBHOro 060py/10BaHHS
n/n pa3aeaoB/TeM
1 2 3
L L Ipoexrop NEC LT265 (1 wr.) 1,2,3,4,5
2. Kommnbiotep KM Pro CORE 2 Duo (1 mT.) 1,2,3,4,5
KoMnproTepHBIH  Kiacc, 12  MawWH, HOOJAKJIOYEHHBIX K
3 2,3,5
nHdopManuoHHbIM pecypcam Bol'V u UuTepHeT.

2.4.4. Kaaposble ycjioBHst o0ecniedeHHe NIPOrpaMMbl
3aHsTHS NPOBOIAT IPENOAABaTEeM YHUBEPCUTETA, 8 TAKKE MPUTTALICHHBIC

NpaKTHKH, paboTalolne B cdhepe yrpaBleHHs IEPCOHATIOM.

3.0LIEHKA KAYECTBA OCBOEHMHSsI NIPOT'PAMMBbI

3.1. @opmbI aTTECTALUHA

Hrorosas arrectanus | O utor = 0,12:0 npom.art + 0,880 urtor 3k3. DK3aMeH (TeCT)
Kputepnu OIEHKH HTOTOBOIO 9K3aMeHa:

16-18 npaBHJIBHBIX OTBETOB — «OTJIMIHON,
12-15 npaBHJIBHBIX OTBETOB — «XOPOLION;

8-11 MpaBUIIBHBIX OTBETOB -
«yJIOBJICTBOPHUTENILHO Y,

1-7 MIPaBUIIBHBIX OTBETOB -
«HEYIOBJIETBOPUTEILHOY

3.2. OueHouHble MaTepHAJIbI
TECT
JJIsl NPOBEACHHS UTOrOBOM aTTEeCcTAMH IO nporpamme «CHCHHRIIPICT I10 yIIpaBJe¢HHI0

NepPCcoHATIOM»

(06BeIMTE MPABAJIbHBINA OTBET (OTBETHI))




1. JIoKyMeHT - 3TO:

A) 3aUKCHPOBAHHAS HA MATEPUATHLHOM HOCHTE/E HHQOPMALUs ¢ PEKBU3HTAMH, II03BOJISIOIMMH €€
UaeHTUGULHPOBATb.

B) Hocutens nH(OpMAaLHH, HCTIOIB3yeMOH B [IE/IAX PErYIMPOBAHHA COLUANBHBIX OTHOIIIEHHH.

B) Unpopmanus, 3apUKCHPOBAHAAA JTO0BIM CIIOCO00M HA J1060M HOCHTEIE.

2. IOpuanyeckas cHila NOKYMEHTa — 3T0:

A) Oco6eHHOCTH BHEIIHEro 0GOpMIICHHS JIOKYMCHTA.

B) CBuieTeNBCTBO HANHYIHUS B JIOKYMCHTE MOJI0KEHUH HOPMATUBHOIO XapaKkTepa.

B) CpoiicTBO 0QUIHMATHHOTO JOKYMEHTA, coobliaeMoe eMy JeHCTBYIOIIMM 3aKOHOAATEILCTBOM,
KOMIIETEHIMEN H3AaBIIEro €ro OpraHa i yCTaHOBJICHHBIM IT0PSIKOM ohopMIIEHHS.

3. [HoaJIMHHUK JOKYMEHTA — 3TO:
A) TlepBBIii WK AMHCTBEHHBIH IK3EMILIAP JOKYMCHTA.
B) Dx3eMIUIsIp 1OKYMEHTa, ¢ KOTOPOTO CHATA KOIHAL.

4. Homenkaatypa aeji — 3T0:

A) Ilanky ¢ JOKyMEHTaMU

B) [Tnan mo paboTe ¢ AOKyMEHTaMH

B) CHcTeMaTH3MpPOBaHHBIH TEPEUeHb 3ar0JIOBKOB /eI € YKa3aHHEM CPOKOB HX XpaHEHHUS,
o(opMIIEHHBIH B yCTAHOBJICHHOM TOPSI/IKE.

5. Kakoe yTBep:KaeHUE ABJISETCH NPaBUIBHBIM?

A) B kaxoit opraHu3aluy J0JDKHa OBITh CBOJIHAs HOMCHKIIATYpa 1¢/1 1 HOMEHKJIATYPHI JIe]T
CTPYKTYPHBIX IIOJPa3IeICHHH.

B) B xax/0ii OpraHi3alyy 10/0KHA ObITh CBO/IHAS HOMCHKIATYpa ACI.

B) B kax/10i OpraHM3alHH J0JDKHBI ObITh TOJBKO HOMEHKIIATYPbI IC] CTPYKTYPHBIX M0J{pa3IeIeHul.

6. KT0 yTBepsKIaeT HOMEHKIATYPY A€/l OPraHU3aIlHH, OIHCH TIOKYMEHTOB U AKTbI 0 BbIEJICHUH
JIOKYMEHTOB K YHHYTOXKEHHIO?

A) DKciiepTHast KOMHCCHSI OpraHH3aluH.

B) PykoBoauTens OpraHu3aluy.

B) ApxuB, IPHHAMAIOLIMA TOKYMECHTEI JJAaHHOM OpraHu3alllii Ha XpaHCHHC.

7. B KaKoe /1eJI0 OMeIAeTCsl BHYTPEHHSIS ONHCH?
A) Jluuroe zeno.

B) IIpuka3bl opranu3aluy 1o JIMYHOMY COCTaBy.

B) Ilepemnucka ¢ opraHamMmH BJIACTH U YIPABJICHUA.

8. CKOJBKO pa3 B Io MO’KHO BHOCHTb H3MEHEHHs B LITATHOC pacnucanune?
A) Opum.

B) OrpanndeHust Ha 3TOT CYET 3aKOHOAATEILCTBOM HE yCTAHOBJICHBL.

B) He Gonee Tpex pas.

") U3MeHSTH ero B TEYCHUE roJia Hellb34.

9. Ilpu 3aKA104€HHH TPYAOBOIrO I0rOBOPA IPAKIAHHH, MocTYnAalomuii Ha paboTy, He 10/DKEH
NpeabABIATH padoToAATENIO:

A) CBHJETENBCTBO O POXKACHAH peOCHKaA.

b) [Tacnopr.

B) CTpaxoBoe CBHETENBCTBO FOCYIAPCTBEHHOTO NCHCHOHHOTO CTPAXOBAHHL.

') TpynoBYIO KHHXKY.

J1) BoenHglit Ouner

E) JlokyMenT 06 06pa3oBaHuy, KBaTH(QUKAIMH, HATHHIUH CIeHHAIbHBIX 3HAaHUH.




) UnentrduKarmoHHBIH HOMEp HAIOTOILIATC/IbIIHKA.

10. I'paduk 0OTIYCKOB MOAMHCHIBACT:

A) PykoBoauTeb OpraHU3aluy.

B) PykoBouTenb KaapoBOi CIIyXOBL.

B) HayanpHUK IOPUAKNYECKOTO OTACIA.

I") PyxoBonuTelb KaxpoBo# Ciry0bl 4 pyKOBOJUTEIH [OJIpa3IeIICHHH;
J1) PaGoTHUK KapoBOii CIryKOBI.

11. PaGoToaaTennb He 06sI3aH MPOLIEBATE €XKErOHbII OMIAYMBAEMbIH OTIYCK, €CJIH BO BpeMs
0TIYCKa Pa0OTHHK:

A) 3abonen u exan B OOJBHULLE.

B) Bs11 HanpasiieH Ha BOGHHBIE COOPBL.

B) PaGoTan B KauecTBe WieHa H30MpaTenbHOH KOMUCCHH.

') VxaxuBai 3a 3a60JI€BIIUM 4ICHOM CEMbH.

J1) YuacTBOBal B Cy/ie B Ka4eCTBE IPHCSKHOTO 3ace/iaTeiisl.

E) 3aGosnen u sieqnicst aMOy1aTOpHO.

12. Kakoii py4Koii He/1b3sl 0/Ib30BATHCSl IPH 3aMOIHEHHH JTHCTA HETPY/A0CIMOCOOHOCTH:
A) 'enueBoit

b) lllapukoBoi

B) Kanumsprot

13. Corpyanuua momensyia pamMuiInIo B CBSI3H ¢ BCTYIUICHHEM B opak. Kak H3MeHHTDH
daMuIMI0 Ha THTYJILHOM JHCTE TPYAOBOH KHIKKH?

A) ®aMuIKo HCIPABIATH HE HAJO.

B) Belath cOTpy/HHIIE BKIAABILI K TPYAOBOM KHUKKE M BIIUCATh Ty[la HOBYIO bamunmo.
B) 3aruTpux0BaTh NPEXKHIOK (PaMHIIKIO KOPPEKTHPYIOMIEH KUAKOCTBIO H HAIMCATh HOBYIO.
I') BasTh npexHio0 GaMuIMIO B CKOOKH, @ pAIOM HalUCaTh HOBYIO.

J1) PsiioMm ¢ npexxHel pamuiedt HanmucaTh HOBYIO B ckoOKax.

E) 3ayepkHyTb MPEXHIOK HaMUIIUIO OJHON 4epTOH, a pAIOM HAIHCATh HOBYIO.

14. Kak cieayer NPHKPENATh BKJIALBILI K TPYA0BOH KHUKKe?
A) IlpuKknenTs.

b) Buuuth HUTKaMH.

B) IIpyKOIOTE CTEMICPOM.

') BrnoxuTs B ceperHy KHHXKH 0€3 NIPUKPEILICHHUS.

J1) MOKHO MCIIONB30BATH JIOOO! U3 EPEUHCIIEHHBIX CIIOCOOOB.

15. Eciu B TPYXOBYI0 KHIDKKY ObLTa BHeCeHa HeNMPABUJIbHASA 3aMUCh, CICHHAIHCT 110 Kaapam
JOJIKEH:

A) 3a4epKHYTh HEBEPHYIO 3alIUCh, @ PSIOM HANUCATh IIPABUITBHYIO.

b) Hudero He npeanpuHHMaTh.

B) [Ipu3HaTh HEBEPHYIO 3aNUCh HEACHCTBUTENBHON U BHECTH NPABUIIBHYIO 3aIIUCE.

16. Ilpu npexpaiieHHH TPYAOBOrO J0roBopa padoToaaTe/ih 0053aH BLIIATh Pa00THUKY
TPYAOBYIO KHHIKKY B:

A) JleHb HocTyIuieHHs paGOTHHKA Ha HOBYIO paboTy

b) TeuyeHue Henenu 10CJIE YBOJBHEHUS

B) Teuenue 3-x aHel 10C€ YBOJIbHEHUS

[') B neHb yBOJIBLHEHHS




17. TocyaapcTBeHHAsi CHCTEMA yueTa M aHAJIN32 HMEIOUIUXCS B CTPaHE MPU3LIBHBIX H
MOOHIM3ALHOHHBIX JIIOJACKHX PECypPCOB Ha3bIBAETCSI:

A) MoOunu3auloHHas NOAroTOBKa.

b) Bounckuii y4erT;

B) O6opona;

') BoeHHOE MOJIOXKEHHUE.

18. Ha 0CHOBAHHH KAKOI0 32KOHA YCTAHABJIMBAETCA NPOACLKHTENLHOCTD HAXOKICHN
rpasiaH Ha BOHHCKOM y4ere?

A) ®enepanbroro 3akona «O BOMHCKOH 00A3aHHOCTH ¥ BOEHHOH CITyk)Oe».

B) ®enepansHoro 3akona «O6 obopone».

B) ®enepanbroro 3akoHa « O MOOHIM3aLHOHHOH [IOArOTOBKE 1 MoGmn3auuH B Poccuiickoi
denepanun».

') denepanbHOrO KOHCTHTYIIHOHHOTO 3aKOHA «O BOEHHOM I10JIOKEHHN .

KJIIOY x TECTY
1Sl TIPOBE/IEHUsI HTOTOBOMH ATTECTALMM 110 MPOrpamMme «CrienMAJTUCT MO YNPaBJIeHHIO
[epCoOHATIOM»
Ne Bompoca [TpaBunbHbIN BapHAHT Ne Bompoca [TpaBunbHBIA BapUAHT
OTBETa OTBETA
1 A 10 b
2 B 11 r B
3 A 12 b
4 B 13 E
5 A 14 b
6 b 15 B
7 A 16 I
8 b 17 b
9 A, X 18 A

Jupexrop MPLIIK

7
/ PR
T.A. KopmanoBckas




