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[Iporpamma pa3paboTaHa B COOTBETCTBHHM C MpHUKa3oM MuHucTepcTBa 00pa3oBaHUs U
Hayku Poccuiickoit ®enepanuu or 1 wmroms 2013 1. N 499 "O6 yrBepxknaenuun Ilopsaka
OpraHM3alil ¥ OCYILIECTBICHHUS] O00pa30BaTEIbHOW JEATENLHOCTH IO JOMOJHUTEIbHBIM
npodeccuOHaIBHBIM IporpaMmmam’.

[ToBpimenne KBadU(pUKALUK CHyIIaTelIeil, OCYyIIECTBISIEMOE B COOTBETCTBHH C
IPOTPaMMO#i, MPOBOAUTCS C HCIOJIB30BAHUEM MOMAYJIBHOTO NMPHUHIMIIA MOCTPOCHHS Y4eOHOTO
IJIaHA C IPUMEHEHHEM Pa3IMYHbIX 00pa30BaTeIbHbIX TEXHOJIOTHI, B TOM YHCIIE TUCTAHIIMOHHBIX
00pa30BaTeNbHBIX TEXHOJIOTUN U AJIEKTPOHHOI'O O0YyUYEHUS B COOTBETCTBUU € 3aKOHO1aTEIbCTBOM
00 00pa3oBaHUM.

JononuutenbHas  npodeccHoHanbHas — MporpaMma  IOBBIIICHUS — KBAIM(UKALUH,
pa3zpaboTana oOpa3oBaTEeNbHON OpraHu3alMeil B COOTBETCTBUU C 3aKOHOJATEIbCTBOM
Poccwuiickoit deneparuu, BKIOYACT BCE MOTYJIH, yKa3aHHBIC B YIeOHOM IIJIaHE.

CogepxaHue OLICHOYHBIX M METOJUYECKHX MAaTepUANIOB OIpenensercs o0pa3oBaTelbHOMI
OpraHM3aleil CaMOCTOATEIbHO C YUYETOM IIOJIOKEHHM 3aKoHoJaTelbcTBa 00 00pa3oBaHUU
Poccuiickoit denepaiumu.

CtpykTypa  JONOJHHUTENBHOH  MPO(GECCHOHATBHOW  MPOrpaMMbl  COOTBETCTBYET
TpeboBanusiM [lopsiaka opraHu3anMu U OCYIIECTBJICHHS 0Opa3oBaTENbHON NEATEIHLHOCTU IO
JIOTIOJTHUTEILHBIM TPO(ECCHOHATBHBIM IPOrpaMMaM, YTBEPKIEHHOTO MpUKka3oM MUHOOpHAYKH
Poccuu ot 1 urona 2013 r. N 499.

O0beM J1ONOJHUTENBHON MpodecCHOHATBHOM NIporpaMMbl BHE 3aBUCHUMOCTH  OT
MPUMEHSIEMbIX 00pa30BaTeIbHBIX TEXHOJIOTHIL, JOIDKEH ObITh HE MeHee 16 akaleMUYecKuX 4acoB.
Cpoxu ee 0CBOEHHUSI OIPEIEIISAIOTCS 00pa30BaTeIbHON OpraHu3ale CaMOCTOSTENIBHO.

@opmbl  00ydeHus1 ciymareneil (odHas, OYHO-3a04HAs, 3a04YHas) ONPEACIISIOTCS
o0pa3oBaTenbHOI OpraHu3alneil CaMOCTOSITENBHO.

K ocBO€HHIO TOMOTHUTENBHBIX MPOGECCHOHATBHBIX POTPaMM JIOIMTYCKAIOTCS:

- IM11a, UMEIOLIHEe cpeHee IpodeccnoHaIbHOe U (MIN) BhIcIIee 00pa30BaHUE;

- TU11a, TIOJIyYaroIIie cpeiHee mpodecCuoHalIbHOE U (MIJIH) BBICIIIEE 00pa30BaHUE.

Jns ompeneneHus CTPYKTYpbl AOMOJHUTEIBHOW TMpPO(ECCHOHAIbHONW TpPOrpaMMbl U
TPYJOEMKOCTH €€ OCBOCHMSI MOXKET NPHUMEHSTbCS CHCTEMa 3aueTHBIX eauHul. KommdecTBo
3aUETHBIX EAWHHUIl TO JOMOJIHUTEIhHOW Mpo(ecCHOHANBHON MporpaMMe YCTaHABIMBAETCS
OpraHu3aIUEN.

OOpa3zoBarenbHas JEATENBHOCTh CHylIaTeled NpeaycMaTpUBaeT CIEAYIOIIHE BHJIBI
y4eOHBIX 3aHATUH W y4eOHBIX pPalOT: JIEKIMH, MPaKTUYECKHME M CEMHUHApPCKUE 3aHATHUSA,
nabopaTopHble pabOThl, KPYTJIbIE CTOJIbI, MACTEP-KIIACChl, MACTEPCKUE, AETIOBBIE UTPHI, POJIEBbIE
UTPbI, TPEHUHTH, CEMHUHApPHl IO OOMEHY OIBITOM, BBIC3JHBIC 3aHITHS, KOHCYJIBTAIINU,
BBITIOJTHEHUE AaTTECTAIlHOHHOM, IUIIOMHOW, TPOEKTHOW paboThl W Apyrue BUIBl YUEOHBIX
3aHATUN U y4eOHBIX padoT, Onpe/esieHHble YUeOHBIM IIJIaHOM.

1. Henb nporpammsel:

B pesynbTare npoxoxaeHuss 00ydeHusl ciymareiab JOHKEH MPUOOPECTH TEOPETUYECKHE 3HAHMS
0 MOCIIETHUX TPeOOBaHUAX TPYJOBOTO 3aKOHOAATENBCTBA K PadOTe C KaAPOBBIMH IOKYMEHTaMH,
HAyYUTHCS C MPAKTUYECKOM TOYKH 3pEHHsS] TPaMOTHO OGOPMIISTH TPYIOBBIE OTHOUIEHHS OT
npuemMa J0 YBOJBHEHHS, IS HMCKIIOYEHHMS MHOTHUX OMHMOOK. 3aumuTuTh paboTomarens H
pabOTHMKAa B CIHOPHBIX M CIOXKHBIX CHUTYallUsiX, MOPSAJOK IPOBENEHUS ayAuTa KaJpOBbIX
JIOKYMEHTOB U O(OpMIIEHHE €ro pe3ylbTaToB, HAyYUTECh MPaBWIBHO JOKYMEHTHPOBATb
CUTyallu¥, CBS3aHHBIE C YTpPaTOd M IOpYEHd JOKYMEHTOB. Bbl y3HaeTe, Kakue OpraHsl
OCYILIECTBIISIIOT TOCYJapCTBEHHBI HAI30p M KOHTPOJIb 3a COOJIOJEHHWEM TPYJOBOTO
3aKOHO/ATEIbCTBA, KAKOB MOPSAJOK IPOBENEHHUS MPOBEPOK, KaKUe JOKYMEHTBI paboToaaTens
BIIpaBe MOTPeOOBATh WHCHEKTOP, MOPSAOK OOXKaJOBaHUS PEIICHWH TOCYAapCTBEHHBIX
MHCIIEKTOPOB TPy/a.



COBepHIeHCTByeMLIe KOMIICTCHIHHU

Komnerenuus

Hanpasnenue moarotoBku

®roc Bno
no HAMPABJIEHUIO
NnoaroToBKM 080400
YIMPABJIEHNE
NMEPCOHAIIOM
(KBAJTMOUNKALNA
(CTEMNEHb) "BAKAJIABP")

Ko xoMmmereHnuu

3HaHueMm TpynoBoro koaekca Poccuiickoit @enepauuu u
WHBIX HOPMATUBHBIX MPABOBBIX aKTOB, COAECPKAIIMX HOPMBI
TPYAOBOTO ITpaBa

3HaHUE NPOLEAYpbl MpPUEMA, YBOJIbBHEHUS, IE€pPeBOJa Ha
IpYTy1o paboTy U MepeMeIIeHUsI TIEpCoHala B COOTBETCTBUU
¢ TpynoBbeim kogekcom Poccuiickoit denepanniu, BIaICHUEM
HaBbIKaMU 0()OpPMIIEHUS COTTPOBOKAAIOIIEH JOKYMEHTAI[UN
3rHanne Komekca 00 aIMHHUCTPATHBHBIX TPABOHAPYIICHHSIX
Poccuiickoit @enepanuu, YToaoBHOro kojekca Poccuiickoit
@denepanii ¥ WHBIX (PenepabHBIX 3aKOHOB B YacTH
OnpeJeleHUs] OTBETCTBEHHOCTH 3a HApYLIEHUs TPYJIOBOTO
3aKOHOJIaTENIbCTBA W HWHBIX aKTOB, COJEPKAIIUX HOPMBI
TPYAOBOTO IIpaBa

BJIAJICHUEM HaBBIKAMU pa3pabOTKU OPraHU3alMOHHON U
(YHKIIMOHATBHO-IIITATHON CTPYKTYPBI

BJaJICHUEM HaBBIKAMH pa3paboTKu JIOKaJIbHBIX
HOPMAaTHUBHBIX AaKTOB, KAacalOlUXCs OpraHu3aluyd TpyJaa
(TpaBWIIa BHYTPEHHETO TPYAOBOTO PACOPSIKA, TTOJIOKEHUE
00 OTITyCKaXx, MOJIOKEHNE O KOMaHIMUPOBKAX H TIp.

3HAHUEM OCHOB pa3pa0OTKU M BHEAPEHUS KaJApOBOH U
YIIPaBJIECHYECKON JIOKYMEHTALUH, OIITUMM3AIINHU
JOKYMEHTOO0OpOTa W CXEM B3aUMOJCHCTBUS MEXKIY
MOJpa3IeICHUSIMU

BJIAJICHUEM HaBBIKAMHU O(QOPMIICHUS PE3YyIbTATOB KOHTPOJIS
3a TPYAOBOM U UCIIOJIHUTENBCKOW JUCIUILITUHON (COCTABISET
JOKYMEHTBI O MOOIIPEHHUSIX M B3BICKAHHUSIX )

3HAHHEM OCHOB pa3pabOTKW U BHEAPEHUS MPOIEIyp
pEeryJIMpOBaHuUs TPYJIOBBIX OTHOIIEHU U COMMPOBOKIAIOIIYIO
JOKYMEHTALUIO

BJIAJICHUEM  HABBIKAMHU  O3HAKOMJICHUS  COTPYIHHKOB
OpraHMu3alMH C KaIpOBOM TIOKYMEHTAUUEN U IEUCTBYIOINMMU
JIOKAJIbHBIMU HOPMATHUBHBIMU aKTaMH

YMEHHE BECTH KaJpoBOE JIETIONTPOU3BOJICTBO u
OpraHu30BbIBATH apXUBHOE XpaHEHHE KaJpOBBIX
JOKYMEHTOB B COOTBETCTBMM  C  JCHCTBYIOUIUMHU
HOPMAaTUBHO-TIPABOBBIMM  aKTaMH, 3HAHHEM  OCHOBBI
KaJpOBOM CTaTHUCTUKH, BJIAJICHUEM HABBIKAMH COCTABJICHUSA
KaJpOBOM OTYETHOCTH

[1K-22

I1K-23

[1K-25

I1K-29

I1K-30

[1K-31

[1K-32

I1K-33

I1K-35




‘ 3HaHWEe TpeOoBaHWs W  BiaaeHWeM HaBbikamu 10 | [1IK-36

00€CTIeYEeHHUIO 3AIUTHI IEPCOHATBHBIX TAHHBIX COTPYAHUKOB
CoBepuieHCTBYeMble KOMIIETEHIMHM B COOTBETCTBHHM € TPYAOBBIMH  (PUKUIHSIMH
npoecCHOHAIBLHOr0 craHAaapra «CHemHAIUCT 10 YNPABJEHHI0 MEPCOHAJIOM», YTB.
npukazoM Munrpyna P® ot «06» oxktsaops 2015 r. Ne 6911

Komnerennus Hanpasiienne noaroroBku
MPO®ECCHOHAIBHbLIN CTAHOAPT
«Cneuuanuet no ynpaBneHuio

nepcoHanomy, yTB. npukasom MuHtpyna P®
oT «06» okTabpsa 2015 r. Ne 691H

TpynoBeie hyHKINH (KOXT)
1 | JdokymenrammonHoe obecreuenue pabortel ¢ | A/01.5, A/02.5, A/03.5
IEPCOHAIOM

Ilnanupyemblii pe3yJabTaT 00y4eHHs:

[Tocne oxkonyanus oOyuenust Ciymarens OyJaeT 3HATh:

1. Kak rpaMoTHO 0OPMIISTh OPTaHU3ALNOHHYIO U PACTIOPSAUTENBHYIO JOKYMEHTALIUIO TI0

nepCcoHaILy

Kak BecTH JOKYMEHTAIMIO TI0 YYETy U JBMKEHHUIO KaJIpOB

Kak amMuHUCTpUPOBATh MPOLIECCH U JOKYMEHTOOOOPOT MO YUeTy U ABMKEHUIO KaJIpOB

Kak rpamMoTHO pa3pabaTeiBaTh U BECTH IITATHOE PACIIMCAHHE

Kak ocymecTBisTh npuem Ha paboTy (B TOM 4KcCIie BHYTPEHHUX U BHEIIHUX

COBMECTHUTENEH), 0POPMIIATH JOTIOIHUTENBHYIO Pab0Ty (COBMEIIEHHUE, paclIuPEHHE 30H

00CITy’)KUBaHUs, UCIIOJHEHNE 00513aHHOCTEH OTCYTCTBYIOLIET0 pabOTHHKA)

6. Kak Bectn yuer kaspoB

Kak mpoBoauTh nporeaypy aTTecTaly nepcoHaina

8. Kak opopmisaTe pazHbie BUIBI OTITYCKOB U CITY>K€OHBIE KOMAaHINPOBKHA PAOOTHUKOB
OpraHu3aIu

9. Kaxk odopmitsTh IepeBoI Ha IPYTyro paboTy U IiepeMerieHne paboTHIKOB

10. Kak ocy1iecTBIIsATh YBOJIbHEHHE PAOOTHUKOB 110 pa3HBIM OCHOBAHUSIM

11. Kak opraHn3oBBIBaTh BEICHUE U XPAaHEHUE TPYJOBBIX KHMKEK M BKIIQJIBIIICH B HUX

12. Kak opraHn3oBBIBaTh TEKYIIEE XPAaHEHUE KaIPOBOM TOKYMEHTAIIUU

13. Kak opueHTHpOBaTHCs B CUCTEME KaAPOBOI TOKYMEHTALIUU U BBISBIIATH ONTUMAIbHBIN
COCTaB KaJIPOBBIX JIOKYMEHTOB

14. Kak rpaMOTHO 0pOpMIIATH KaJpOBYIO JOKYMEHTAIUIO C YU€TOM HOPMATUBHBIX TpeOOBaHUN

15. Kak BHOCHTH H3MEHEHUS B TOKYMEHTEHI 110 INYHOMY COCTaBY

16. Kak persiaMeHTHpPOBaTh TEXHOJIOTHIO PA0OTHI C KJPOBBIMH JJOKYMEHTAMH 3a CUET CO3/1aHUs
JIOKaJIbHBIX HOPMATHUBHBIX aKTOB TI0 KaJAPOBOMY JEIONPOU3BOACTBY (MHCTPYKIIUS IO
KaJpOBOMY JIEJIONIPOU3BOACTBY, Tabeiab (pOopM JOKYMEHTOB U Jp.)

17. Kak moaroraBnuBaTh it pabOThI M BECTH PETUCTPAIIMOHHBIC (YUeTHBIE (OPMBI):
YHU(DUIIUPOBAHHbBIE U HEYHU(PUIIMPOBAHHBIE

18. Kak opopMIIsTh TPYAOBYIO KHIDKKY, IPOIINBATH MHOTOCTPAHUYHBIE TOKYMEHTEI,
KypHAJIbHBIE (POPMBI

19. Kak cucreMaTH3UpOBaTh, XPaHUT, MOATOTABIMBATE JOKYMEHTHI K apXHBHOMY XPaHEHHUIO

20. CaMOCTOSITETLHO MPOBOJUTH BHYTPEHHUH ayIUT KaJPOBbIX JOKYMEHTOB

agblrwn

~

21. I'paMoTHO 0OPMIISITE PE3yIbTAThI aAyAUTa
22. JIOKyMEHTUPOBATh CUTYAIUH, CBA3aHHBIE C MOPYEH WIN YTPaTON KaJIpOBON TOKyMEHTAIUN
23. VicnipaBisTh OIUMOKH, AOMYIIEHHBIE IIPU TOKYMEHTUPOBAHUN TPYIOBBIX OTHOILECHHUH



24. Bectr KaipoOBYIO JOKYMEHTAIIUIO OPTaHU3AIUHU B TIOJITHOM COOTBETCTBUU C TPEOOBAHUSIMHU
JeHcTBYIOLIEro 3akoHoaarenscrsa Poccniickoit denepanuu

25. OdopMIIATE OPraHU3ALMOHHYIO U PACIIOPSIUTENbHYIO JOKYMEHTALHIO 110 [IEPCOHAITY

26. BecTn 1OKYMEHTALMIO TIO YYETY M JBMYKEHUIO KaJpOB

27. AAIMUHUCTPUPOBATh MIPOLIECCH U JOKYMEHTO000POTA IO YUETY M JBUKEHUIO KaJpOB

28. [IpencraBisaTh JOKYMEHTHI 110 TIEPCOHATTY B TOCYJapCTBEHHbIE OPTaHbI

29. OpUeHTHPOBATHCS B HOPMAaTUBHBIX ITPABOBBIX aKTaX, PErIIaMEHTHPYIOLIUX BOIPOCHI HaA30pa
¥ KOHTPOJIA 32 COOJIIOJICHUEM TPYI0BOTO 3aKOHOAATEIbCTBA

ITocse okonuanus o0yuenus Ciaymaresb OyaeT yMeThb:

e OdopMiATh OPraHU3aLOHHYIO U PacoOpAIUTEIbHYIO JOKYMEHTALHIO 110 IEPCOHATY

e Bectu 1oKyMeHTaLUIO 110 YUYETY U JBUKEHHUIO KaJpOB

e AJMMHUCTPUPOBATH IIPOLECCHI U JOKYMEHTOOOOPOT 110 YUETy U ABUKEHHIO KaJpOB

o IlpeacTaBisiTh JOKYMEHTHI IO IEPCOHATY B TOCYIaPCTBEHHbBIE OPTraHbI

o PazpabaTbiBaTh ¥ BECTH LITATHOE PACHUCAHUE

e I'paMOTHO OCYIIECTBIIATH IPUEM Ha PaOOTY (B TOM UMCIIE BHYTPEHHUX U BHELITHUX
COBMECTHTEJNEH), 0pOPMIIATh TOMOJIHUTENBHYIO PaboTy (COBMEIIEHUE, paclIUpPEHUE 30H
00cCIyXUBaHUS, UCTIOJIHEHUE 003aHHOCTEN OTCYTCTBYIOIIETO paOOTHUKA)

e Bectu yuer xanpos

o IIpoBoauTh nponeaypy arrectaluyu nepcoHana

e OdopmiAThk pa3Hble BUJbI OTIYCKOB U CIIY>KEOHbIE KOMaHAUPOBKH PaOOTHUKOB
OpraHu3aluu

e OdopmiAaTe nepeBo]l Ha APYTryto padoTy U nepemeleHne paboTHUKOB

e Ocy1iecTBIsATh YBOJIbHEHHE PAOOTHUKOB IO Pa3HBIM OCHOBAaHUSAM

e OpraHu30BbIBaTh BEJCHNUE U XpPaHEHHE TPYIOBBIX KHIKEK M BKJIAJbIIIEH B HUX

e OpraHu3oBbIBaTh TEKYIEE XPAaHEHHE KaIpOBON JOKYMEHTALIUH.

e OpHEeHTHPOBATHCS B CUCTEME KaIPOBOM TOKYMEHTALMH U BBISBIISITH ONTUMAJIBHBIN
COCTaB KaJIpOBBIX JOKYMEHTOB

e O¢opMIATh KaAPOBYIO TOKYMEHTAIMIO C Y4ETOM HOPMAaTHUBHBIX TPEOOBaHUI

e BnocuTh u3MeHeHus B JOKYMEHTHI IO JUYHOMY COCTaBY

o PernmameHTHpOBaTH TEXHOJIOTHIO PAOOTHI C KaJIPOBBIMU JOKYMEHTAMH 3a CUET CO3/IaHUs
JIOKQJIbHBIX HOPMATUBHBIX aKTOB 110 KaJJpOBOMY JI€JIONPOU3BOJACTBY (MHCTPYKIUS IO
KaJpOBOMY JIeJIONPOU3BOACTBY, Tabeib (GopM JOKYMEHTOB U Jp.)

e [loaroraBnuBaTe 11t pabOTHI U BECTH PETUCTPAIIMOHHBIC (yUeTHbIE (POPMBI):
YHU(DUIUPOBAHHbBIE U HEYHU(PUIIUPOBAHHBIE

e OdopMIATh TPYAOBYIO KHHKKY, IPOIIMBATH MHOTOCTPAHUYHBIE TOKYMEHTHI,
KypHaJbHbIE (HOPMBI

o CucremMaTu3upoBaTh, XPaHUTh, IOJATOTABINBATH JOKYMEHTHI K apXUBHOMY XPaHEHHIO

e AJMMHUCTPUPOBATH MPOLECCH U JOKYMEHTO000POTA MO YUETY U JBHKEHUIO KaJpOB

e IlpeacTaBnsiTh JOKYMEHTHI IO MEPCOHATY B TOCYIaPCTBEHHBIE OPTraHbI

e 3ammuaTh CBOU IIpaBa B XOJ€ ITPOBEIEHUS POBEPOK

e (OO0xasioBaTh pelIeHHs TOCYAapCTBEHHBIX HHCIIEKTOPOB TPyaa

JlaHHBII Kypc COOTBETCTBYET TPeOOBaHUAM MPoeccHOHANTbHOIO0 cTanaapTa «CrenuaimcT mno
YIIpaBJIEHUIO TIEPCOHAIIOM», YTB. TpukazoM Muntpyzaa PO ot «06» oktsa0pst 2015 r. Ne 691H.

2. Y4eOHBIi IUI1aH:

Kareropus ciymareneil: CHeNMaTIUCTBl IO YIPABJICHUIO IEPCOHAJIOM, CIHELUUAIUCTBI IO
KaJpOBOMY JIENONPOU3BOACTBY, CIEHUATHUCTHI MO JOKYMEHTAIMOHHOMY 00eCHedyeHHI0 padoThl
C IIEpCOHAJIOM, CIELUAIMCT M0 KajgpaM, HHCIEKTOp IO KaapaM, 3KOHOMHUCT IO TpYAY,
CHEIMANIMCTHI KaAPOBBIX CIYXKO U yUpeKIECHUI 3aHATOCTH, MEHEDKEP T10 [IEPCOHATY, CIEIIHAINCT



o mo00py mepcoHana, pabOTHUKHA KaapoBOW cephl, a TaKKe PYKOBOIUTEIN M CHEITUATHCTHI
OpraHu3anui, KT0 3aHUMAETCsl BOIIPOCAMU JTOKYMEHTUPOBAHUS TPYAOBBIX OTHOLLICHUHN.

TpeOoBanus K MpeaBapUTEIbHON TTOATOTOBKE:
1. He tpebyercs.

Cpoxk 00yueHus: 72 akaJeMUIECKUX Jaca.

®opma oOyueHUs: OdYHAs, OYHO-3a04yHas, 3aouHas. [lo >xemamwro ciymarens Qopma
00y4eHHs MOKET ObITh U3MEHEHA U/UITU I0NIOJTHEHA.

Pexxum 3aHsATHI: THEBHOM, BEYEPHMUI, IPYIIIBI BBIXOJHOT'O JIHS.

Ne O06mas B toMm gucne
n/m 5 TPYAOCMKOCTR Jlexumit | [Ipakt | CPC
HanmenoBanue monynen (axaz. yacoB) -
10 IPOrpaMMme X
3aHATU
.
Monyns 1. 3anaun, GyHKINHU, CTPYKTYpa 2
1 KaJpoBoi ciyx0bl. [lonsaTue TpynoBoro 4 3 1
3aKOHOAATEIbCTBA
2 | Moxyins 2. Opopmiienne npuema Ha 4 3 1 1
paboty. Yuer kajipoB
Mopnyinb 3. 3amura NepCoOHaIbHBIX JaHHBIX 1
3 | paborHuka. JIokyMeHTBI paboTonaTens, 2 1 1
yCTaHaBJIMBAIOIIKE TOPSA0K 00paboTKU
NEPCOHAIBHBIX JIaHHBIX pa0OTHHUKA.
Monyns 4. IIpaBuia BHyTpEHHETO 1
4 Tpynosoro pacnopsiaka (IIBTP). 6 4 2
ATtTecranys pabOTHUKOB OpraHu3aluu
Monayns 5. IIpaBuna npeaocTaBieHus 2
5 pa3HbIX BUIOB oTIycKoB. [Iponenypa 4 3 1
oopmIiIeHHs C1yKeOHON KOMaHIMPOBKHU
1
6 Monyns 6. [lepeBoa Ha apyryto paboTy, 2 1 1
nepeMelieHne
Monyis 7. [Ipekpaiienue (pacTop>KeHHE) 2
7 TPYZOBOI0 JOrOBOpa ¢ pabOTHUKOM 6 5 1
(YBOJIbHEHHE)
Monyns 8. [IpaBuiia paboTbl ¢ TPYIOBBIMU 2
8 | knmxxamu. Opranu3zanus TeKyIero 4 3 1
XPaHEHUs KaJJpOBOH TOKyMEHTallUU
9 | Moayns 9. CoBpemMeHHast CHCTEMa BEJIEHUS 4 2 2 2
KaJIpOBOM TOKYMEHTallUH
10 | Monyis 10. PaGora ¢ ToKaIbHBIMH 4 2 2 2
HOPMAaTHUBHBIMH aKTaMHU
11 | Moayus 11. Oco0eHHOCTH BEICHHS Pa3HBIX 4 3 1 2
BUJIOB IOKYMEHTOB 110 JUYHOMY COCTaBY




Monyns 12. PernamenTariust paboTsl ¢

12 | KaOpoBBIMHU JOKYMEHTAMH, CUCTEMAaTH3aL1s
U OpraHu3anys TeKYIIero XpaHeHUs
KaIpOBOH JOKYMEHTAIHH

Monyns 13. AyauTt KagpoBbIX TOKyMEHTOB:
13 | nowsTHE, IOPS/IOK IOATOTOBKH,
npoBeeHUS B 0OPMIICHHSI PE3yIbTATOB

Monyns 14. IIpoBepka TIOKYMEHTOB,

14 | CBA3aHHBIX ¢ O(OPMIICHHEM IIPUEMA Ha
paboTy 1 poBepKa MPABUIHLHOCTH BEIACHUS
Y XPaHEHUS TPYJIOBBIX KHUKEK

Monynbsl5. IIpoBepka 10KyMEHTOB,

15 | CBA3AHHBIX C ABMXKEHUEM KaJIpOB U
npeKpalieHueM/ pacTOP)KEHUEM TPYIOBOTO
JIOTOBOpA

Mopnyns 16. IloaroroBka JOKyMEHTOB Ha
16 | apxuBHOE XpaHeHue. OTBETCTBEHHOCTb 3
HapylIeHue TpeOOBaHUI 110 0OeCTIeUeHUIO
COXPAaHHOCTH KaJPOBOM IOKYMEHTAUHI

Monyne 17. Opransl rocy1apCTBEHHOTO
17 HaJ30pa U KOHTPOJIS 33 COOJI0IEHUEM
TPYJOBOT0 3aKOHO/IATEJIHCTBA

Mogyns 18. [Topsiiok MHCTIEKTUPOBAHUS
18 pabotonareneil. Pemenus no pesynbratam
IIPOBEPKU U MOPSA0K 00KaJIOBaHUs

Hror: 72 43 29 32

Hrorosas arrecTamus TECTUPOBAHUC

Jns  Bcex  BUIOOB  ayOUTOPHBIX  3aHATHUH  AKaJIEMUYECKMHW  4ac  yCTaHABJIMBAETCS
MPOJIOJKUTENBHOCTBIO 45 MUHYT.

3. Kanennapubiii yueOHbIH rpadpux

Kanennapusiii yueOHbIil rpaduk GpopMupyeTcs Mpu OCYIIECTBICHUN O0yUEHUSI B TEUCHHE
BCEro KaJieHaapHoro rojaa. [To mepe Habopa rpynn ciaymaTeliel 1Mo MmporpaMMme COCTaBIISETCS
KaJIeHAapHbIN Tpad UK, yYUTHIBAIOIINN 00BEMBI JICKITHH, TPAKTHKHU, CAMOTIOATOTOBKH, BBIE3/IBI HA
00BEKTHI.

Henens 1 5 3 4 5 6 v Hroro
oOydeHus 9JacoB
TH BT cp qT T co BC

1 Hepens 8 8 8 8 8 - - 40
2 Henens 8 8 8 SUA - 32
CPC 4 8 8 8 4 32
Hroro: 72132
[Ipumeuanue: A — Utorosas arrecranus (TECTUPOBAHKE)




4, PaGouyue nporpaMmmbl y4eOHbIX NPEAMETOB

Mopnyas 1. 3agauu, pyHKuuu, CTpyKTYpa KaapoBoii ciay:k0bl. [lIonsiTHE TPyIOBOTO
3aKOHOJATe/IbCTBA

e 3amauu, QyHKIUH, CTPYKTYPa KaJpOBOU CITY>KOBI
e JIOKYMEHTBI, perilaMeHTUPYIOLIHME AEATEIbHOCTh KaJJpOBON CIIyKObI
e TpynoBoe 3aKOHOAATEIBCTBO U UHBIE AKThI, COJIEPKALLUE HOPMBI TPYA0BOTO IIpaBa

e YHuduuupoBanubie GopMbl MEPBUUYHON YUETHON JOKYMEHTALUU 10 YUETY TPYy/ia U €ro
OTLIATHI

o IlltaTtHOE pacnucaHue - HOPSAAOK pa3pabOTKH, COTTIACOBAHMUS, YTBEPKICHHS
o IIpakTukym

Moayas 2. Odopmiienne npuemMa Ha padoTy. Y4eT KaapoB
e Drtanbl opopmiieHUs IpreMa Ha paboTy

o TpynoBoii 1OroBOp: MOHATHE, COACPIKAHUE, CPOK, FAPAHTHUH MIPU 3aKIFOUCHUH,
UCTIBITAHNE TIPU TIPHEME Ha paboTy

o IIpuka3 o npueme Ha paboTy: OCHOBaHUE, MOPATOK OPOPMIICHHS

e OcoOeHHOCTH PabOTHI IO COBMECTHTEIBCTBY, O(OPMIICHHE JOMTOTHUTEIHHON paboThI
e VYuder Ka/poB: NOPAAOK 0POpMIICHUS TUYHON KapTOUKU pabOTHHUKA

o IIpakTuKyM

Moayas 3. 3ammTa nepcoHaIbHBIX JaHHBIX Pa00THUKA. [lokyMeHTHI padoToaares,
YCTAaHABJIUBAKOLIME MOPSIA0K 00PA0OTKH MEPCOHATBbHBIX TaHHBIX PA00THUKA.

o [TloHATHE nMepcOHANBHBIX JaHHBIX PA0OTHUKA, 00LIME TpeOOBaHUS PU 00paboTKe
NIEPCOHAIBHBIX JaHHBIX PA0OTHUKA U TaPaHTHH WX 3aLUTHI

o Ilonoxenue o 3anUTe NEPCOHANBHBIX JaHHBIX PA0OTHUKA — MOPSA0K Pa3paboTKH,
COTJIaCOBAHUs, YTBEPKIACHUS

e OTBETCTBEHHOCThH 3a HApYIIEHUE HOPM, PETYIUPYIOIIUX 00pabOTKY U 3aIUTY
NEPCOHAIbHBIX JJaHHBIX paOOTHUKA

o Benenue BOMHCKOIO y4eTa B OpraHu3auu
o IIpakTukym

Mopnyas 4. [IpaBnia BHyTpeHHero Tpyaosoro pacnopsinka (IIBTP). Arrecranus
Pa0OTHMKOB OPraHU3alUH

o IIpaBuina BHyTpeHHETr0 TPYIOBOI'O pacHoOpsIKa: MOPSAIOK pa3pabOTKH, COTIaCOBaHMUA,
YTBEPKACHUS

o Tlonsarue pabouero BpeMeHH (HOpMasIbHAs U COKpAIllEHHAas! TPOJOIKUTEIEHOCTh
pabouero BpeMeHH, CBepXypouHasi paboTa, HCHOPMHPOBaHHBINA pabounii A€Hb U Tp.)

o CwMmeHHBIH Tpaduk pabOThI, CyMMUPOBAHHBIN ydeT pabodyero BpeMeH!

e Bpewms otnpixa (mepepbiB Ui OTAbIXA U TUTAHUS, MEXKITYCMEHHBIA OT/IBIX; BBIXO/HbIE U
Hepabouue Npa3THUYHBIE JTHN)

e Odopmiienre noomipeHusi pabOTHUKOB

o IIpaBuna npuMeHEHUS TUCUMIUIMHAPHBIX B3bICKAHUN



ATrectanus paGOTHHKOB OpraHW3aIMN: IIEIIH, BUJIBI, TOPSAI0K 0(OPMIICHHUS TIPOLETyPHI
aTTecTaluy pabOTHUKOB

IIpakTukym

Monyas S. IIpaBuiia npeaocTaB/jeHUus1 pasHbIX BUAOB oTIyCKOB. IIpouneaypa ogopmiaenus
CJIY:KeOHO KOMAHIMPOBKH

EsxeroniHbie oruiagMBaeMbIe OTITYCKa: TOPSIOK MPEAOCTaBICHHS, O)OPMIICHHE
['paduk OTHYCKOB: MOPAIOK pa3pabOTKH, COTIACOBAHNUS, YTBEPKICHUS

Buibl OTIIYCKOB: €KETOMHBIN JOMOJTHUTEIIBHBIN OTUIAYNBAEMBIN, OTITYCK 0€3 COXPaHECHUS
3apa0OTHOM IJIaThI, YI€OHBIN OTITYCK, OTIYCK 10 OEPEMEHHOCTH M pOjiaM, OTITYCK IO
yX01y 3a peOSHKOM

CrnyxebOHast KOMaHIUPOBKA: MOHATHUE, MpoLieypa opopMIIeHUsT HATIPAaBICHUS
PabOTHUKOB B CIIy’)KEOHYI0 KOMaHUPOBKY

IpakTukym

Monyas 6. [lepeBoa Ha Apyryio padoTy, nepeMelieHne

[TonsTHE IEpeBOAA HA IPYTYIO paboTy

Bunst nepeBosia Ha Apyryro paboTy: BPEMEHHBIH/TIOCTOSHHBIHN ITepEeBO, IEPEBO HA
Jpyryto paboTy y TOro ke paboTojaress, nepeBo Ha paboTy B IPYT'yr0 MECTHOCTh
BMecTe ¢ paboTozaTeneM, IepeBol Ha APYTylo paboTy K ApyromMy paboTOAATEINIo

JloKyMeHTHpOBaHUE MPOLETYPHI TEpeBoIa
[Tepemenienue: ocHOBaHHE, OGOPMIICHHE

IIpakTukym

Monayas 7. [Ipexpaienue (pacTop:keHue) TPYA0BOro J0roBopa ¢ padoTHUKOM
(yBo/IbLHEHHME)

[TonsiTust npekpailieHus (pacTop>KEHUsI) TPYAOBOIO JOIOBOPA U YBOJIbHEHHE paOOTHUKA

OcHoBaHMs U1 IpeKpalleHus (pacTOp>KeHus) TPYAOBOTO JJOrOBOpa C pabOTHUKOM
(YyBOJIbHEHUS)

OO61re ocHOBaHUS IPEKpaIeHHs TPYI0BOTO JOTOBOpa
PactopskeHue Tpya0BOro 10roBopa o MHUIIMATHBE paOOTHUKA
PacTop:keHue TpyJ0BOTroO JOTOBOpa M0 MHUIIHMATHBE paboToaaTens

[TpexpaieHre Tpy10BOro JOroBopa no o0CToSITeILCTBAM, HE 3aBUCSIIIUM OT BOJIA
CTOpOH

[Topsimok oopmeHus: IpeKpalieHus TPyA0BOrO TI0TOBOpa

IIpakTukym

Monayas 8. IIpaBuiia padoTsl ¢ TPYA0OBBIMH KHUKKAMH. OpraHusanus TeKyero
XpPaHEeHHUs KaJApoBOil JOKYMEHTALNHU

TpebGoBaHMsI HOPMATUBHBIX NMPABOBBIX AKTOB K MOPSIIKY BEJACHUS U XPAHEHUS TPYAOBbIX
KHIKEK

TpynoBas kHMKKa: 0(hOpMIIEHHE TUTYJIBHOTO JINCTAa, BHECEHUE 3aIlucell O IpUeMe,
IIEPEBOJIE, YBOJIbHEHUU

Odopmnenne ny0iarKkaTa TpyI0BOM KHIKKH U BKJIAJIbINIA B TPYIOBYIO KHHKKY

Benenue Knuru ydera aABM>KEHMSI TPYJOBBIX KHMD)KEK M BKJIAJIbIILIEH B HUX



e OpraHusanus TEKyNero XpaHeH!s KaIpOBOU JOKYMEHTALMH
o IIpakTuxkym.

Monayasb 9. 3agaun, yHKUIMH, CTPYKTYPa KaAPoBO# ciayx0bl. [lonsiTHEe TPya10BOTO
3aKOHOATEbCTBA

o IIpaBoBBIE acIEKThl JOKYMEHTUPOBAHMSI paOOTHI C IEPCOHAIOM OpPTraHU3aLUU

o  @DyHKIUU KAIPOBBIX JOKYMEHTOB, JOKYMEHTOIIOTOKH

o ®opwma, comepkanue, TpeOoBaHUs K OPOPMIICHUIO U TIOPSIIKY BEACHHS KaIPOBBIX
JIOKYMEHTOB

e OO6uue npasuiia paboThI ¢ KaJPOBBIMU IOKYMEHTaMHU

e PexBusutsl, npuaammue 10KyMEHTY IOPUIAYECKYIO CHITY

e Hcnonb3oBanue yHU(PUIHMPOBAHHBIX (POPM NEPBUYHON yUETHON JOKYMEHTALUU IO
y4eTy TpyJia 1 €ro OIuIaThl

e OcoOeHHOCTH BeICHUS SJIEKTPOHHOT'O IOKYyMEHTO000pOoTa

o IIpakTukym

Monayas 10. OdopmiieHue npueMa Ha padoTy. YueT KaJpoB

e Bubl IokaIbHBIX HOPMATHBHBIX AKTOB: 00sI3aTEIILHEIC, C YUYETOM CHEIUPUKH

o JlokambHble HOPMATUBHBIE AKTHI 110 KaJPOBOMY JIE€JIONIPOU3BOJICTBY

e Tlopsimok pa3pabOTKH, COTTIAaCOBAHMUS, YTBEPKIACHUS, TPUMECHECHHUS JTOKATbHBIX
HOPMAaTHUBHBIX AKTOB

o BneceHnne nu3aMeHeHHU B JIOKaJIbHbIE HOPMATUBHBIE aKThI

e ®opMbI 0O3HAKOMJIEHUSI PAOOTHUKOB C JIOKAJTbHBIMH HOPMAaTUBHBIMU aKTaMHU

e  OTBETCTBEHHOCTb 34 HapymIeHHE IpaBUJl pa60TI>I C JIOKaQJIbHBIMHX HOPMATHBHBIMU aKTaMHU

o IIpakTukym

Mopayas 11. 3ammTa nepcoHaNbHBIX JaHHBIX pa00THHKA. BeieHHe BOMHCKOIO yyeTa B
OpraHu3anuu

e Bupasl kagpoBbIX TOKYMEHTOB

e OnpezaeneHue NOIMHHOCTH JIUYHBIX JOKYMEHTOB (IIaCIIOPT, TPYI0Bask KHUXKKA U JIp.)
e AJIMUHUCTPUPOBAHME MPOLIECCOB U JOKYMEHTOOOOPOTa MO YUETy U JBUKEHHIO KaJpOB

e JIOroBOpHBIE TIOKYMEHTHI: BUbI, (hopMa, CTPYKTYypa, IpaBuia oGpopMIeHHS

o Ilpukassl u pacnopskeHHs: BUABI, popMa, CTPYKTYpa, 0COOEHHOCTH 0(hOpMIICHUS
o HMudopmannoHHO-CIIpaBOYHbIE JOKYMEHTBI: BUJIbI, OpPMa, CTPYKTYpa

e YyeTHbIE JOKYMEHTHI IO OOPMIIEHHUIO TPYIOBBIX OTHOIIEHUI

o BHeceHMe U3MEHEHUH B JOKYMEHTHI [10 TUYHOMY COCTABY

o IIpakTukym

Mopnyas 12. IlpaBuia BHyTpeHHero TpyaoBoro pacnopsaka (IIBTP). Arrecranmus
Pa0OTHMKOB OPraHU3aALMHU

e Cucremaruzanys U OpraHu3alis TEKYIIero XpaHeH!s KaJpoBOH JOKYMEHTAI[MH
e OdopmieHue HOMEHKIIATYPBbI JIe]1 KaJpOBOM CITY>KObI

e Peructpannonusie/yueTHsie GOpMbI (KHUTU U SKYpHAJIbI)

e Od¢opmieHne MHOTOCTPaHUYHBIX JOKYMEHTOB

e ApXUB: IOHATHE, BU/IbI, OCHOBHBIE 3a/1a41 U OTBETCTBEHHOCTh



o HopmaruBHBIE TPaBOBBIC aKTHI, PETIAMEHTHPYIOIINE OPTraHU3AIHII0 PaOOTHI C
APXUBHBIMH JIOKYMEHTaMHU, 00ECTICYeHNE COXPAHHOCTH apXHUBHBIX TJOKYMEHTOB
KaJIPOBOM CITY>KOBI

e TloaroToBka JOKYMEHTOB K Iepe/iade B apXHUB

e OTBETCTBEHHOCTH 32 HapyIlIeHUE TPEOOBAHUH JCHCTBYIONIETO 3aKOHOIATEIILCTBA T10
00€CTIeYeHNIO COXPAHHOCTH JIOKYMEHTOB 0 JIMYHOMY COCTaBYy

o IIpakTuxkym

Moayab 13. AyauT KaJpoBbIX JOKYMEHTOB: IOHATHE, IOPSIAOK IOATOTOBKH, IPOBECHUS 1
o(opMJIEHUS Pe3yIbTATOB

e 3akoHonatenscTBO PO B cdepe Tpyna 06 0043aTeIbHOCTH JOKYMEHTHPOBAHUS pabOThI C
nepcoHasioM. OTBETCTBEHHOCTb 3@ OTCYTCTBUE KaPOBbIX JOKYMEHTOB,
IIPElyCMOTPEHHBIX 3aKOHOAATENbCTBOM PD

e [IlonsATHe ayauTa KaJpoBbIX TOKYMEHTOB, CUCTEMA KaJpOBOMl TIOKyMEHTaLUU

e IloaroroBka u NopsiOK NPOBEACHNS BHYTPEHHETO ayINTa KaJPOBbIX JOKYMEHTOB!
IIPOBEPKA COOTBETCTBUS (JOPMBI M COJIEPKAHUS KaJPOBON JOKYMEHTAIIMH HOPMATHBHBIM
TpeOOBaHUAM

e OdopmiieHne pe3yabTaTOB IIPOBEIECHUS BHYTPEHHETO ayAUTa KaJIPOBbIX JTOKYMEHTOB.
Tunuynble oMNOKY, CBA3aHHBIE C 0OPMIIEHUEM, YUETOM, XpaHEHHEM KaJpOBbBIX
JIOKYMEHTOB

o IIpuBenenue kaapoBOi JOKyMEHTALIUU B COOTBETCTBHHM C TPEOOBAaHUSIMU
3aKOHO/ATEIbCTBA, JOKYMEHTUPOBAHUE CUTYALlUH, CBS3aHHBIX C YTPAaTOH, IOpYEi
JIOKyMEHTOB

o JlokanbHble HOpMAaTUBHBIE aKThI: IPOBEPKA COOTBETCTBUS (POPMBI U COAECPIKAHUS
TpeOoBaHUAM 3aKOHOAaTeNbCTBA PD

o IlpakTukyM: 00CYXXJI€HHE U aHAJIN3 TUIIHMYHBIX OIIMOOK, CBA3aHHBIX C 0POPMIICHUEM,
Y4E€TOM, XPaHEHUEM KaJPOBBIX JOKYMEHTOB

Moayas 14. IlpoBepka 10KYMEHTOB, CBS3aHHBIX ¢ 0(popMIiIeHHEM NpueMa Ha padoTy 1
MPOBEepPKA NPABUJILHOCTH BeICHUS U XPAHEHHUS TPYAOBBIX KHUKEK

e JloxkyMeHTBI, IpebsBIsieMble TPH 0(hOpMIIEHUHN Ha padOTy: IPOBEpKa MOJIMHHOCTH
JIOKYMEHTOB, BUJIbI TIOJ|/1€I0K (OJaHKM TOKYMEHTOB, 3aMeHa GoTorpaduil, moaaenka
OTTHCKOB TI€4aTeil 1 mpod.)

o IIpoBepka MpaBUIBLHOCTH 3aKJIFOYEHHS TPYIOBOI'O JOrOBOpa U 0pOpMIICHHS ITpUKa3a ¢
pabOTHUKAaMU pa3HbIX KaTeropui, MpaBOBbIE MOCIEACTBHS OUIMOOK, JOMYIEHHBIX IpU
oopMIIeHUH TTpHEMa Ha paboTy

o IlpoBepka nopsiika BeI€HUS U XpaHEHUsI TPYJOBBIX KHM)KEK M BKJIAJIBIILIEN B HUX

o IIpaBoBrIe MOCAEACTBUSA HAPYIIEHN TPABUJI BECHUS U XPAHEHHSI TPYIOBBIX KHUKEK U
BKJIQ/IbIILIEH B HUX, UCTIPaBIIEHHE OIIUOOK

o IlpakTuxym: Buneomarepuan «Kaapossie uctopuu, yactsb 1 u 2», o0cyxieHue u
aHaJu3 OIMOOK, TOMYIEHHBIX YYaCTHUKaMHU HCTOPUHU

Moayasb 15. IlpoBepka 10KYMEHTOB, CBSI3aHHBIX € IBH:KEHHEM KaJpPOB U NMpeKpamenuem/
pacTop:keHHeM TPYAOBOI0 0roBopa

o IlIpoBepka obopMieHHs TOKYMEHTOB, 00pa3yIOIIKXCs B Mpoliecce ABUKEHUS KaIpoB
(cornameHus K TpyAOBBIM JI0TOBOpaM, IPUKAa3bl 10 IMYHOMY COCTaBY, MH()OPMAIIHOHHO-
CIIPaBOYHbBIC U YUETHBIE TOKYMEHTHI U JIp.)



o IIpoBepka npaBUIBLHOCTH MPUBJICUYEHUS K TUCIUILUTMHAPHON OTBETCTBEHHOCTH U
o opMIICHHS Pa3HBIX BUIOB OTIYCKOB

e AyauT JOKYMEHTOB 10 JIMYHOMY COCTaBY, 0(OpMIISIEMBIX TpU
MPEKPALIECHUH/PACTOPKEHUH TPYJOBBIX OTHOIICHUHN

o IIpaBoBbI€ MOCIEACTBHS HapyLICHUH MpaBUil 0pOpMIICHUS JOKYMEHTOB, CBA3aHHBIX C
JBUKEHUEM KaJIpOB, U OPOPMIICHUEM YBOJIHHEHHS pAOOTHUKOB

e Hcnpasnenue ommnOOK, TOMYIIEHHBIX TPH 0(QOPMIICHUH IOKYMEHTOB, CBSI3aHHBIX C
JBUKCHUEM KaJIPOB, U IPEKPAIICHHEM/PACTOP)KCHHEM TPYAOBOTO JOTOBOPa

o IIpakTtuxym: Buneomarepuan «KaapoBbie HCTOpHH, YaCTH 3 U 4», 00CYXKJICHUE U
aHaJIU3 OMIMOOK, JOMYIIEHHBIX YYACTHUKAMH UCTOPUIN

Monayas 16. IloaroroBka J0KyMeHTOB HAa apXUBHOe XpaHeHUue. OTBETCTBEHHOCTh 3a
HapylIeHHue TPeOOBaHUI M0 00eceYeHUI0 COXPAHHOCTH KaJAPOBOii JOKYMEHTAIUMN

o IIpoBepka HOMEHKIIATYPHI A€ KaIPOBOH CITY>KObI

e AymuT perucTpanroHHBIX (HOpM (KypHAJIOB/KHHT Y4€Ta JOKYMEHTOB MO JHIYHOMY
COCTaBy)

o IIpenapxuBHas MOArOTOBKA JOKYMEHTOB I10 JTUYHOMY COCTaBY

o IIpoBepka NpaBUILHOCTH YHUUTOXEHUS JOKYMEHTOB: CPOKH XpaHEHHs, OQOPMIICHUE U
CIOCOOBI YTUITU3ALINH

e OTBETCTBEHHOCTH 3a HapyllleHHe TpeOOBaHUH 110 00ECIIEUEHUI0 COXPAHHOCTH
JIOKYMEHTOB T10 JINYHOMY COCTaBY

o IIpakTuxkym: Buneomarepuan «KampoBsle HCTOpHH, YacTh 5», 00CyK/IEHHE U aHATTU3
OMMOOK, TOMYIIEHHBIX YYaCTHUKAMU UCTOPUHU

Moayab 17. Opranbl rocy1apcTBeHHOI0 HA/130pa M KOHTPOJISI 32 C00JII0/leHHeM TPY10BOIo
3aKOHOJATe/IbCTBA

e 3akoHonaTesnbcTBO PO 0 mpoBeaeHnn mpoBepok ['ocyaapcTBEHHOM HHCIIEKIIUU TPYAA

e OcHoBHBbIE osIHOMOUMS DeepabHON HHCIIEKIIMK TPYAA — OpraHa HaA30pa U KOHTPOJIS
3a COOTIOJIEHUEM TPYIOBOTO 3aKOHOJATENhCTBA PD

o IIpaBa u 06s13aHHOCTH TOCYapCTBEHHBIX HHCIIEKTOPOB TPY/a B COOTBETCTBHUHU C
TPYAOBBIM 3aKOHOAATEIHCTBOM PO

o IIpaBa u o6s13aHHOCTH paboToaTeNneil MpU NPOBEICHUN HHCIIEKIIMOHHBIX POBEPOK

o IInaHOBBIEC M BHEITAHOBBIE POBEPKH, BBIE3/IHBIC U JOKYMEHTAPHBIE IIPOBEPKHU

e Curyanuu, Ipu KOTOPBIX HHCIIEKTOP B MIEPBYIO OUYEpPEAb MPUAET C IPOBEPKOM

o TloaroroBka paboronarens k mpoBepke ['ocyaapcTBEHHOM HHCIIEKLIUU TPyAa

e ANrOopuTM JEHCTBUH B cilyyae Mpuxojia HHcnekTopa ['ocyaapcTBEHHOM HHCIIEKIIUN
Tpyna

o Pounesas urpa «K Ham ener «peBu3op»

Monayas 18. Ilopsinok nHCIeKTUPOBaHKUs padoToaaTeieil. Pemenust mo pesyibraram
NMPOBEPKH U NMOPAIOK 00KATOBAHUSA

e HHcneknuoHHas IpoBepKa Kak OCHOBHas (hopMa HAI30pHO-KOHTPOIBHOM e TENbHOCTH
dbeneparbHON WHCIICKITUN TPYy/Aa: OCHOBAHHE JIJIsl TPOBEICHUS TIPOBEPKH, TTOPSIIOK |
CPOKH MHCIEKTUPOBAaHUS paboToaaTens

e Pe3ynbpTaThl IpOBEPKU: MPEANUCAHUS TOCYAApCTBEHHBIX HHCIIEKTOPOB TPy/ia
(MCTIONTHEHUE PEIICHU, CPOKH).

e Tlopsanok u cpoku 00KaIOBaHUS PEIICHUMA



e OcHOBaHus IJIsI OTMEHBI PE3Yy/IbTATOB MPOBEPKHU FOCYIaPCTBEHHON MHCIIEKIIUU TPYda

. BI/II[BI OTBCTCTBCHHOCTH 3a HAPYIICHHUC TPYAOBOT'O 3aKOHOAATCIHCTBA U NHBIX
HOPMATHBHBIX MPABOBBIX aKTOB, COAECPKAIIMX HOPMBI TPYAOBOTO IpaBa. Bub
OTBECTCTBECHHOCTU

e OCHOBHBIE HAPYIICHHMS, BBISIBIIIEMbIC TOCYAaPCTBEHHBIMHA HHCIIEKTOPAMH TPY/1a
(0630pHO)

o IIpakruxkym: Buneomarepuan «KaapoBbie HCTOPHHY, aHAIIU3 U 00CYKICHHE ONIHOOK,
JAOMYIICHHBIX YIAaCTHUKAMH UCTOPUU

5. Opramznaunonno-nenarornqeckne ycioBus

CoOmtonenne TpeOOBaHMM K KaApOBBIM YCIOBHUSAM pealu3alud JONOJHUTEIbHOM
po(hecCUOHATIBHOM MTPOrpaMMBbI:

a) TMpernoAaBaTelbCKMi cOCTaB 00pa3oBaTelNbHOM OpraHu3aluy, o00ecreunBaromnun
o0Opa3oBaTeNbHbIN Ipolecc, 001aJaeT BBICHIMM OOpa30BAaHMEM M CTAKEM IPENOAABAHMS I10
u3yyaeMoll TeMmaTuke He MeHee | roja M (WIM) MPaKTUYECKOH paboThl B 00JacTAX 3HAHMA,
IPEyCMOTPEHHBIX MOAYIISIMU IIPOTrpaMMbl, HE MeHee 3 (Tpex) JIeT;

0) oOpazoBaTenbHON OpraHu3alyenl Hapsay ¢ TpaJAULMOHHBIMU JIEKLIMOHHO-CEMUHAPCKUMHU
3aHATUSMH ~ TIPAMEHSIOTCS  COBpeMEHHbIe A((QEeKTHBHBIE METOJMKH IPETOAaBaHUS  C
IPUMEHEHUEM MHTEPAaKTUBHBIX (hOpM 00yueHUsl, ayJMOBU3YabHBIX CPEJCTB, HH(POPMAIIMOHHO-
TEJIEKOMMYHHUKAIIMOHHBIX PECYPCOB U HATTISITHBIX YI€OHBIX TOCOOUH.

CoOmtoneHue TpeOOBaHMM K MaTepHaIbHO-TEXHHUUYECKOMY M Y4eOHO-METOAUYECKOMY
00€CTIeYeHHIO JIOTIOTHUTEIHHON MPOo(ecCHOHANBHOM MPOrpaMMBI:

a) oOpa3zoBaTenbHasi OpraHu3alus pacrosiaraeT HeoOX0JUMOI MaTepUalIbHO-TEXHUYECKOM
0a30ii, BKJIOUasi COBPEMEHHBIE ayIUTOPUU, OMOINOTEKY, ayAUOBU3YaIbHbIE CPEJCTBA O0OYUEHHUS,
MYJIbTUMEAMMHYIO anmnapaTypy, OprTeXHUKY, KONMMpOBalIbHbIE anmmapaTsl. MaTepuanbHas 0a3a
COOTBETCTBYET CAaHMTAPHBIM M TEXHUYECKUM HOpPMaM U MpaBUiIaM U 00ecTeuynBaEeT MPOBEACHUE
BCEX BMJIOB INMPAKTHUECKOW M JUCHUIUIMHAPHOM MOATOTOBKH CIlylIaTeiel, MpeaycMOTPEHHBIX
y4eOHBIM IJIAHOM PeaT3yeMOM J0NOJHUTENBHON NPOpeCcCHOHATBHON IPOTPaMMBI.

0) B ciay4yae NMPUMEHEHHs >JIEKTPOHHOTO OOy4eHHMs, JUCTAHIMOHHBIX OOpa30BaTENIbHBIX
TEXHOJIOTHI KaXXIbI OOydYalolIHMiicss B TEUEHHWE BCEro mepuojia oOydeHHs: oOecreyrnBaeTCs
UH/IUBUYaJIbHBIM ~ HEOrPAaHMYEHHBIM  JIOCTYIOM K  3JIEKTPOHHOW  MH(OPMALMOHHO-
o0Opa3oBaTeNbHON cpele, CcoJepKallel Bce JJIEKTPOHHbIE 00pa3oBaTEeNbHBIE PECYPCHI,
NEePEYHCIICHHBIE B MOAYJISAX AOMOIHUTENBHOM PO EeCCHOHATBLHON MPOTrPaMMBI.

6. @opMbI ATTECTALMHU U OLIEHOYHBIE MATEPHAJIBI

OOpa3zoBarenbHas OpraHu3alMsl HECeT OTBETCTBEHHOCTh 3a KayeCTBO IMOJTOTOBKH
CIIymIaTesei u peanusaluio JOMOTHUTEIbHOU MpodeCcCHOHATbHON MPOTrpaMMbl B ITOJIHOM 00beMe
B COOTBETCTBHUH C y4EOHBIM IIAHOM.

OneHka KadecTBa OCBOCHHUS JIOMOJHHUTEIBHONH TPOPECCHOHATBHON  MPOTPaMMBI
cIIymaTeneil BKIIIoYaeT TeKYIUi KOHTPOJIb YCIEBAEMOCTH U UTOTOBYIO aTTECTAIIMIO.

KonkpeTHsie ¢popMbl U MpoLEayphl TEKYIIETO KOHTPOJS YCIEBAEMOCTH, TPOMEKYTOUHOM
aTTecTallud M MTOTOBOM aTTecTalMM clylmiareiaed YCTaHaBIMBAIOTCA 00pa3oBaTeIbHOM
OpraHu3anueil caMoCTOATENbHO.

CraymarensM, yCIenHo OCBOMBIIKM JIOMIOJHUTEIbHYIO MPO(ECCHOHATIBHYIO MPOTrpaMMy U
MpomeaAInM UTOIOBYIO aTTECTAllUIO, BBIAACTCA YAOCTOBEPECHUC O MMOBBIIICHUN KBaJ'II/I(bI/IKaHI/II/I.

CrnymarensM, He NPOUIEIIIMM HTOTOBOM aTTecTallMd MM TOJYYUBIIMM Ha HMTOTOBOU
aTTecTallid HEYIOBJIETBOPUTENIbHbIE pE3ylbTaThl, a TaKXe JHIaM, OCBOMBIIMM YacTh
JOTIOTHUTENFHON TTpodecCHOHANBEHOM MporpaMmbl U (MJIM) OTYHCIEHHBIM U3 00pa30BaTeIbHOU
OpraHW3aIliyi, BBIACTCSA CIpaBKa 00 OOyYEeHWHM WJIM O TMepuoje oOydeHus 1o obpasiry,
CaMOCTOSITENIFHO YCTaHABJIMBAEMOMY 00pa30BaTeIbHOM opraHu3anueil.



HtoroBas aTrrecraius MpoBOAUTCS MO (OpMe TECTUPOBAHUSI B COOTBETCTBUH C y4EOHBIM
MJIAHOM.

YcnoBusa npoxoxXxaeHus
Bpemsi(muH): 30

Konunuecteo Bonpocos: 20
MpoxoaHoun 6ann(NbB): 12

NB cpegHni ypoBeHb: 15

Nb skcnepT: 18

Bonpoc 1
TpyanoBon kogekc Poccuiickon ®epgepaumn BBeAeH B AeCTBUE
Bbi6bepute ognH OoTBeT:
e 1 cdeBpana 2002 .
e 1 deBpansg 2004 r.
e 1 cdespana 2006 .
Bonpoc 2
KTo n3 pabotogartenein nmeeT npaBo NpUHUMaTb IOKasibHble HOPMATMBHbIE aKTbl, CoAEpXallme
HOPMbI TPYAOBOroO nNpasa?
Bbi6epute HECKOJIbKO OTBETOB:
e dM3MYecKkMe nuua, He SBASIOLWNECS MHANBMAYANIbHbIMM NpeanpuHUMaTensaMm
e MHAMBMAYaNbHblE NpeanpuHMMaTENmn
e lOpMaMyeckme nuua
Bonpoc 3
Ecnn oTHOWeEHUS, CBA3aHHble C WUCMOMb30BaHMEM JIMYHOIO TPyAa, BO3HUKIN Ha OCHOBAHUMU
rpa>AaHCKoO-NpaBoBOro Aorosopa, HO BNocneacTBuUM B nopsigke, yctaHoBneHHoM TK PO,
apyrmmMn denepanbHbiMM 3aKOHamu, 6bliM Npu3HaHbl TPYAOBbIMW OTHOLIEHUSMW, K TakuM
OTHOLUEHNAM NPUMEHSIIOTCS
Bbi6bepute oanH OoTBET:
e [OJIOXEHUS TPYAOBOrOo 3aKoHOAATENbCTBA W WHbIX aKTOB, cCoAepXallnx HOpMbI
TPyAOBOro npasa
e [OJIOXEHUS FPaXKAaHCKOro 3akoHoAaTebCTBa
e [OJIOXEHUS TPYAOBOro N Frpa)AaHCKOro 3aKoHOAATeNbCTBA
Bonpoc 4
PacnpocTpaHsieTcs N1 Aencreve TpyAOBOrO 3aKOHOAATENbCTBA M MHbIX aKTOB, COAEpPXaLLMX
HOPMbl TPYAOBOr0 MpaBa Ha roCcyAapCTBEHHbIX MPa)XKAAHCKUX CAYXalnxX M MyHUUMNANbHbIX
cny>xawmx?
Bbi6bepute oAMH OTBeET:
e He pacnpocTpaHsieTcs
e pacnpoCTpaHAETCs Ha 06LMX OCHOBAHUAX
e pacnpocTpaHsieTcs C 0CO6eHHOCTAMU, NpeayCMOTPEHHbIMU (deaepasbHbIMU 3aKOHaMU
M MHbIMW HOPMAaTUBHbLIMW MpPaBOBbIMM akTamMu PO O rocyaapCTBEHHOW rpaXKAaHCKOWn
cnyxb6e u MyHmumnnanbHon cnyxbe
Bonpoc 5
Kakon JOKYMEHT OTHOCUTCS K ob6s3aTenbHbIM?
Bbi6bepute ognH oTBeET:
e JIO/HDKHOCTHas MHCTPYKUUS
e KOnnekTuBHbIN AOroBoOp
e LlTaTHOe pacnucaHne
Bonpoc 6
siBnsatoTCa N npodeccnoHanbHble cTaHAapThl 06a3aTeNbHbIMU A8 NPUMEHEHUNA?
Bbi6bepute oanH OTBET:
e [lpodeccMoHanbHble CcTaHgapTbl ob6a3aTtenbHbl TOAbKO AN rOCyAapCTBEHHbIX
opraHusauum
e [lpodeccmnoHanbHble cTaHgapTbl 06a3aTenbHbl ANns Bcex paboTtopatenen
e [lpodeccmoHanbHble CTaHAApTbl B 4YacCTW YKasaHHbIX TpeboBaHui obsi3aTenbHbl ANs
npuMmeHeHmns pabotogatensmm, ecnn TK PO, gpyrumMmn denepasnbHbIMM 3aKOHaMMU,
MHbIMM HOPMATMBHbIMW MpPaBOBbIMM akTamMu PO ycTaHOBNeHbl TpeboBaHMSA K



KBanudunkaumm, Heobxognmorn paboTHMKY ANS BbINO/HEHNS ONpeAeneHHON TPpyA0BOMn
dbyHKUNM
Bonpoc 7
B kakoi cpok pabotomatenb o06si3aH odopMuTb C paboTHMKOM TpPyAOBOM [OroBop B
NMMCbMeHHON opMe Npu hakKTUYEeCKoM AonyLeHnn paboTHMKa K paborte?
Bbi6bepute 0aAMH OTBET:
e PaboTtogaTtenb B 3TOM ciydae He o6s3aH odopMasTb C pabOTHNMKOM TPYyAOBOKN AOrOBOP
B MMCbMEHHON popMe
e He nosgHee Tpex pabouunx aHeln co gHA haKTUUYeCcKoro aonyLeHms paboTHMKa K paboTe
e He no3agHee Tpex KaneHAapHbIX AHEN CO AHSA daKTU4YeckKoro gonyweHus paboTHuka K
paboTte
Bonpoc 8
CpoOK XpaHeHUs WTaTHOro pacnmcaHus
Bbi6bepute ognH oTBeT:

e 10 net

e 75 net

e [locTosiHHO
Bonpoc 9

B Kako AOKYMEHT BHOCSATCS U3MEHEHUS NTINUYHbIX CBEAEHUI O paboTHMKE?
Bbi6bepute 0aMH OTBeET:
e B AO/MKHOCTHYIO MHCTPYKUMIO
e B wTtaTHOe pacnucaHue
e B nn4yHyl KapTouky paboTHMKA
Bonpoc 10
Kakne fOKyMeHTbl npeabsaBnseT MU0, noctynawuiee Ha paboTy?
Bbi6bepute ognH oTBeT:
e PekoMeHaaTenbHOE NMCbMO OT Npeablaywiero pabotogatens
e 3anosIHEHHYIO aHKETY
e [lOKYMEHT, yAOCTOBEPSAIOLWMNA TNYHOCTb
Bonpoc 11
CTopoHaMun TpyAOBOro A0roBopa siBASOTCA
Bbi6epuTte HECKOJIbKO OTBETOB:
e PabotogaTtenb
e lWcnonHuteno
e PaboTHuk
Bonpoc 12
O6s3aTenbHbIMU YCNOBUSAMU OJ19 BKIOYEHWS B TPYAOBOM AOrOBOP SABASIIOTCSA
Bbi6epuTte HECKOJIbKO OTBETOB:
e Ycnosue 06 uCnbiTaHMK
e Ycnosusa onnaTbl Tpyaa
e YcnoBusa Tpyaa Ha pabodem mecTe
Bonpoc 13
Ecnun B TpyaoBOM A0OroBOpe He OrOBOPEH CPOK ero AeNCTBUS, TO AOFOBOP CYUUTAETCS
Bbi6bepute ognH oTBeT:
e He3ak4yeHHbIM
e 3aK/IlOYEHHbIM Ha OAMH rop,
e 3aKJIlOYEHHbIM Ha HeonpeaeneHHbIN CPoK
Bonpoc 14
CoBMeCTUTEeNbCTBO — 3TO
Bbi6bepute oanH OoTBET:
e BblNosIHEHWE paboTHMKOM ApPYro perynasipHoi onnadymBaeMon paboTbl Ha YCNOBUSX
TPyAOBOro gorosopa B cBob6ogHOe OT OCHOBHOM paboThbl BpeMs
e BbINOJIHEHWE AOMNOSIHUTENBbHON PaboTbl B TeYUEHNE YCTAaHOB/IEHHOM NPOAO/IKNTENBHOCTHU
paboyero aHs (cMeHbl) Hapsay ¢ paboTon, onpeaeneHHoOM TpyaOBbIM 4OrOBOPOM
e BblNoJIHEHME paboTHMKOM 6e3 onnaTtbl TPYAOBON PyHKUMM Apyroro paboTHukKa
Bonpoc 15
NmeeT nn paboTHMK NpaBo AOCPOYHO OTKa3aTbCsi OT BbIMOJHEHUS AONOAHUTENbHON paboTbl?
Bbi6bepute oguH OoTBeET:
e [la, nmeeT, npeaynpeaus o6 aTom 3a 3 gHA



e HeT, He nmeet
e [la, MeeT Npn HaNN4YNM YBa>KNTESTIbHOM NPUYUNHDI
Bonpoc 16
TpyAoOBOV AOrOBOP BCTyMNaeT B CUY
Bbi6epute HECKOJIbKO OTBETOB:
e Co aHAa ero nognucaHmsa paboTHMKOM 1 paboTtogaTtenem
e Co aHS dakTMyeckoro gonyuweHms paboTHnka K paboTte ¢ BegomMa MM o rnopyveHuto
paboTtopnatens wam ero ynoslHOMOYEHHOr0 Ha 3TO NpeacTaBuTens
e [locne oKOHYaHMS CpoOKa MUCMbITaHUS
Bonpoc 17
Ecnn paboTHMK He NpucTynun K paboTe B AeHb Ha4dasna paboTbl, To paboTogatenb MMeeT NMpaBo
Bbi6bepute ognH oTBeT:
e PacToprHyTb TpyAoOBOW AOroBOp
e AHHYAMpoOBaTb TPYAOBOW AOrOBOP
e YHUYTOXWTb TPYAOBOW AOrOBOp
Bonpoc 18
Korga nmo nucbMeHHOMy 3asiBneHuto paboTHuka pabotopaTtenb 06s3aH BblAaTb pabOTHUKY
KOMNUWN OOKYMEHTOB, CBSA3aHHbIX C paboToin?
Bbi6bepute ognH oTBeT:
e B oTOT Xe AeHb
e He nosgHee Tpex pabounx gHen Cco AHSA Nojauyn 3TOro 3asBneHus
e He nosagHee HegenbHOro cpoka
Bonpoc 19
B kakoi cpok paboTtogmatens 0653aH yBeAOMNATb BOEHHble KoMuccapuatbl 060 Bcex
rpaxgaHax, npebbiBaloWwnx B 3anace, M rpaxgaHax, noanexawmx npusbiBy Ha BOEHHYHO
cnyx6y, NpUHATbIX HA paboTy UM yBONEHHbIX C paboTbl?
Bbi6bepute 0aMH OTBeET:
e B naTMAHEBHbIN CPOK
e B pecATMAHEBHbI CPOK
e B aAByXHeAesNbHbIN CPOK
Bonpoc 20
Ha ocHoBaHWM KakKoro AOKyMeHTa nlgaeTcs npukas (pacnopshxeHune) pabotogartens o npueMe
Ha paboTty?
Bbi6bepute oAMH OTBeET:
e 3asaBneHus paboTHuka
e [loknagHoOM 3anncKu pyKoBoAMTENs CTPYKTYPHOro noapasaeneHus
e Tpyposoro gorosopa
Bonpoc 21
Copepxutcas nm B TK PO ocHOBaHMe Ana yBOAbHeHMS paboTHWMKa 3a pasrnaweHue
nepcoHanbHbIX AaHHbIX Apyroro paboTHunka?
Bbi6bepute oAMH OTBeT:
e [la, Takoe OCHOBaHMe coaepxuTtcs B TpynoBom kogekce PO
e Het, Takoro ocHoBaHusa HeT B TpyAoBOM kogekce PO
e B cnyyae pasrnaweHus nepcoHasbHbIX AaHHbIX Apyroro paboTHuka paboTopaTtesnb
06513aH yBONUTb paboTHMKA NO COrlalleHmnto CTOPOH
Bonpoc 22
MepeBoaoM Ha Apyryto paboTy sBnsa0TCA
Bbi6bepute oanH OTBET:
e ToONbKO NOCTOSIHHOE U3MEHEeHUe TpyAoBOM PyHKUMN paboTHUKa
e [lepeMelleHune ero He gpyroe paboyee MecTo
e [lOCTOSISHHOE WAN BpPEMEHHOEe W3MeHeHue TpyaoBOoM GYHKUUKM paboTHuka u (unan)
CTPYKTYPHOIro noapasgeneHusi, B KOTopoM paboTaeT paboTHMK (ecnu CTpyKTypHoe
nogpa3sgesneHme 661710 yKasaHo B Tpy40OBOM AOroBope)
Bonpoc 23
JonyckaeTca M U3MeHeHue onpefesieHHbIX CTOpOHaMW YCNoBUIM TpyAoOBOro Aorosopa (3a
WCKJIIOYEHNEM U3MEHEHUS TPpyAOBOM yHKUMN paboTHMKA) Mo nHMumnaTmee pabotoaaTtens?
Bbi6bepute ognH oTBeET:
e HeT, He gonyckaeTcs
e [la, ponyckaeTcs naMeHeHue nbdboro ycnosus



e [la, ponyckaeTcsa B Cnyyae, Korga Mo MpMYMHAM, CBS3aHHbIM C W3MEHEHUEM
OpraHM3auMOoHHbIX WM TEXHONOMMUYECKNX YCNOBUN Tpyaa onpeaeneHHble CTOpPOHaMu
yCNnoBusl TPyAOBOro A0OroBopa He MOryT 6biTb COXpaHeHbI

Bonpoc 24
Mo KaKkOMy OCHOBaHMWIO TPYAOBOW AOrOBOP MOXET 6biTb NpeKkpaleH?
Bbi6epute HECKOJIbKO OTBETOB:

e [lo obcToATENbCTBAM, HE 3aBUCALLMM OT BOSIM CTOPOH

e [lo nHuymatmee paboTHMKA

e [lo HMumaTuee pabotopgartens

Bonpoc 25
Mo KakoMy OCHOBaHMIO 4ONYCKAETCs YBOSIbHEHME B Mepuo BpEMEHHOW HETpyA0CNOCO6HOCTM?
Bbi6bepute ognH oTBeT:

e [lporyn

e CokpaleHne YNCNEeHHOCTM nnu wtata paboTHNUKOB

e VHuumatmea paboTHMKa

Bonpoc 26

TeyeHne cpoka npeaynpexaeHuss paboTHMKa 06 YyBOSIBHEHUM MO COBCTBEHHOMY >XEMaHUI0
HaunHaeTcs

Bbi6bepute ognH oTBeT:

e C pgaTtbl HaNMcaHWSA 3asiBNEHUS

e Co gHsa nony4dyeHus paboToaaTtenem 3asiBrieHUs paboTHMKa 06 yBOJIbHEHUMN

e Ha cnegywowmii geHb nocne nonydeHus pabotogatenem 3asBneHumss paboTHuka 06
YBOJIbHEHUN

Bonpoc 27
B neHb npekpalleHns TpyaoBoro gorosopa pabortoagatenb ob6s3aH
Bbi6epute HECKOJIbKO OTBETOB:

e [loTpeboBaTb 3anonHeHNss 06X0AHOro nCTa

e [lpomsBecTtn ¢ paboTHUKOM pacyeT

e BblaaTb TPyAOBYIO KHUXKY

Bonpoc 28
MpaBwuna BHYTPEHHErO TPyAOBOro pacnopsaka
Bbi6bepute oaAnH OoTBET:

e (Ob6s3aTenbHblli N1OKaAbHbIM HOPMATUBHBIN aKkT A/ BCeX OpraHu3auumn

e O643aTenbHbIA NOKaNbHbIW HOPMaTUBHbLIM aKT TOMIbKO ANA roCyAapCTBEHHbIX U
MYHULUMNANbHbIX OpraHmM3auumn

e He gaBnsetcsa oba3aTtenbHbIM JIOKaNbHbIM HOPMATUBHbBIM aKTOM

Bonpoc 29
Pabouee BpeMs — 3TO
Bbi6bepute oaAnH OoTBET:

e Bpems, B TeueHue KOTOporo paboOTHMK B COOTBETCTBMW C MpaBuiamMum BHYTpPEHHero
TPYyAOBOro pacrnopsaka W YyC/IoBUMSMW TPyAOBOro A0rosopa AOJIKEH WCMOMHSATb
TpyaoBble 0693aHHOCTHU

e Bpems, B TeueHne KOTOPOro paboTHMK B COOTBETCTBUM C AOJIKHOCTHOM MHCTPYKUMEN
OOSIHKEH UCMONHATL TPyAOBble 06593aHHOCTHU

e Bpems, B TeuyeHnme koTOpOoro paboTHMK B COOTBETCTBMM C AOrOBOPOM BO3ME34HOr0
OKasaHus yCNyr AO/HKEH UCMOJIHATb TPyAOBble 0653aHHOCTH

Bonpoc 30

HopmanbHass NpoaonXMTeENbHOCTb paboyero BpeMeHM ans Bcex paboTHUKOB He [AO0/KHA
npesblWwaTb

Bbi6bepute ognH oTBeT:

e BocbMK 4yacoB B AeHb

e Copoka 4acoB B Hepento

e CTa wecTtnaecatn 4yacos B MecsL

Bonpoc 31
HenonHein pabouunin ageHb (CMeHa) unu HenonHaga paboyas Heaens MOryT yCTaHaBANBATbLCA
Bbi6bepute oguH OoTBeET:

e Tonbko nocne 6 MecsueB HenpepbiBHON paboTbl y AaHHOro pabotoaartens

e TonbKO Npu NpueMe Ha paboTy

e Kak npu npueme Ha paboTy, TaKk u BMNocieacTsBnm



Bonpoc 32
HouyHoe BpeM4
Bbi6bepute 0aAMH OTBET:

e C 22 yacos po 6 4yacos

e C 22 yacos po 8 4yacos

e C 20 yacos po 6 yacos

Bonpoc 33
Ceepxypoy4Has paboTa
Bbi6epute HECKOJIbKO OTBETOB:

e Pabota, BbinosHseMass paboTHMKOM MO MHMUMATMBE paboTogatens 3a npeaenamu
YCT@HOB/IEHHOW ANa paboTHMKA NMPOAO/IKUTENBHOCTM paboyero BpeMeHu

e Paborta, BbiMnosHAeMas paboTHMKOM NO  wuHUMUMaTMBe paboTopaTtens: npu
CYMMWpPOBaAHHOM y4yeTe paboyero BpeMeHu - CBepX HOpMasibHOro Ymcna paboumx yacos
3a YUYETHbLIN nepuog

e Pabota, BbinosiHAeMass paboTHMKOM NO CO6GCTBEHHOW WHUUMATMBE 3a MpeaenaMu
YCTaHOBJ/IEHHOM ANnsa paboTHMKa NPOAO/IKUTENIbHOCTN pabodero BpeMeHun

Bonpoc 34
HeHopMuMpoBaHHbIM pabounin AeHb - 0Ccobbli pexxnM paboTbl, B COOTBETCTBMU C KOTOPbLIM
Bbi6bepute ognH oTBeT:

e Bce paboTHMKM MOryT no pacnopsixeHuto pabortogatens npum HeobxoanMMOCTHU
3NM30ANYECKM NPUBMEKATBLCS K BbIMOJIHEHWNIO CBOMX TPYAOBbIX MYHKLUMIA 3a npegenamu
YCTaHOB/IEHHOM ANA HUX NPOAO/IKUTENBHOCTN paboydero BpemMeHmn

e OTaenbHble paboOTHUKM MOFYyT MO pacnopsikeHuto pabotoaatens npu HeobXoANMMOCTH
3NM30ANYECKM NPUBMEKATbCS K BbIMOJIHEHNIO CBOMX TPYAOBbIX MYHKLUMIA 3a npegenamu
YCTaHOBJ/IEHHOM ANS HUX NPOAO/IKUTENBbHOCTN paboyero BpeMeHun

e OTaoenbHble pabOTHMKW [OMKHbI MOCTOSIHHO MNPMBNEKATbCA K BbINOJIHEHUKD CBOMUX
TPYAOBbIX (YHKUWIA 3@ npepesnamn yYCTaHOBSIEHHOW ANS HUX MPOAOSIXKUTENbHOCTU
pabouyero BpeMeHu

Bonpoc 35
MpahMKn CMEHHOCTMN AOBOAATCH A0 cBeAeHUs paboTHUKOB
Bbi6bepute oanH OoTBET:

e HakaHyHe pabouel cMeHbl

e He nosgHee 4yeM 3a OA4HY Heaento A0 BBeAEHUS X B AENCTBUE

e He nosgHee yeM 3a 0AWH MecsAl A0 BBeAeHUA UX B AelCTBue

Bonpoc 36

MpoAo/MKNTENbHOCTb MepepbiBa AN OTAbIXa M NUTaHMSA B TedeHue paboudero AHA (CMeHbl)
AOJIKHa O6bITb

Bbi6bepute oanH OoTBET:

e He 6onee ogHOro Yaca n He MeHee TpUALATU MUHYT

e He 6onee gByXx 4YacoB MU He MeHee O4HOro 4Yaca

e He 6onee AByX 4YacoB M He MeHee TPUALATU MUHYT

Bonpoc 37
MpueneveHne Kk paboTe B BbIXxoAHble N Hepaboune Npa3gHMYHbIE AHU
Bbi6bepute oanH OoTBET:

e PaspelwaeTtca ans Bcex paboTHUKOB

e PaspewaeTtcsa ToNbkKO A1 pabOTHMKOB C HEHOPMMPOBaHHbIM paboynm gHeM

e 3anpewaeTcs, 3a UCKIKOYEHNEM CyYaeB, NpeayCMOTPEeHHbIX TpyaoBbIM KogeKCoM PD

Bonpoc 38

ExxerogHbii OCHOBHOM onslaynmBaeMbIn oTnycK npenocraBnseTcs paboTHMKaM
NPOAO/IKUTENbHOCTbIO

Bbi6bepute oanH OTBET:

e 14 kaneHpapHbIX gHeEN

e 28 pabounx gHen

e 28 KaneHaapHbIX AHeN

Bonpoc 39

0O6s3aH N1 paboTtopaTtenb NpeaoCcTaBNATb OnJsladMBaeMblil OTNYCK 3a NepBbIit rog paboTbl BCceM
paboTHMKaAM [0 WCTEYEeHMsA LWeCcTU MecsueB WX HenpepbiBHOW paboTbl Yy AaHHOro
paboTtopatens?

Bbi6bepute oguH oTBeET:



e [la, obsazaH
e HeT, He 0643aH
e (6s3aH Ana onpeaeneHHblxX KaTeropmii paboTHNMKOB
Bonpoc 40
MoXeT N1 exerogHblii onaayvymBaeMbl OTMYCK ObiTb 3aMEHEH OEHEXHON KOMNeHcaunen?
Bbi6epute HECKOJIbKO OTBETOB:
e [la, MOXeT Npu yBOJSIbHEHUN paboTHMKa
e [la, N0 NUCbMEeHHOMY 3asBneHnt0 paboTHUKa MOXET bbITb 3aMeHeHa YacTb eXXerogHoro
onJslayMBaEeMOro oTnycka, npesblwakowas 28 KaneHaapHbIX AHEN
e [la, MOXeT no ycMoTpeHuto pabotoaaTtens
Bonpoc 41
MpoAo/MKNUTENBHOCTL OTNycKka 6e3 coxpaHeHnsa 3apaboTHOM naThl
Bbi6bepute 0aAMH OTBET:
e Onpegensietca paboTogartenem
e He MoXeT npeBblWwaTb 04HOrO Mecsua
e Onpeaensercs No cornalleHno mexay paboTHMkoM 1 paboTtogatenem
Bonpoc 42
OT yero 3aBmcuT 3apaboTHas nnaTta Kaxaoro paboTHuka?
Bbi6bepute ognH oTBeT:
e OT kBanudwukaumm paboTHUKA, CAOXKHOCTM BbiNOSHAeMOM paboTbl, KonMyectesa WU
KayecTBa 3aTpavyeHHOoro Tpyaa
e OT KOMMYecTBa WTATHbIX €4ANHNLL
e OT BO3MOXHOCTeN paboToaaTens
Bonpoc 43
Mpw HanpaBneHnn paboTHMKA B CyXXebHY0 KOMaHAMPOBKY €My rapaHTUpYHTCs
Bbi6epute HECKOJIbKO OTBETOB:
e CoxpaHeHue MecTa paboTbl (A0KHOCTH)
e CoxpaHeHue cpenHero 3apaboTka
e Bo3MeuleHMe pacxonoB, CBSA3aHHbIX CO Cy>XebHOoM KOMaHANPOBKOW
Bonpoc 44
YBONbHEHME N0 pe3y/bTaTaM NpoBeAEHHOW aTTecTauMn He AonycKaeTcs
Bbi6epuTte HECKOJIbKO OTBETOB:
e PaboTHWKOB, 3aHATbIX Ha paboTax Cc BpeaHbIMU U/ ONACHBIMK YCNOBUAMMK Tpyaa
e bBepeMeHHbIX XeHLWH
e OanHOKMX MaTepel, BocnuUTbiBalOLWMX pebeHka B Bo3pacte A0 14-Tn net
Bonpoc 45
Kakue ancumnnnHapHble B3biCKaHWS MMeeT npaBo NpuMeHnTb paboTopaTtesnb 3a coBepllieHue
AVCUMMAMHAPHOro npocTynka?
Bbi6bepute oaAnH OoTBET:
e Ltpad
e [lenpemunpoBaHue
e YBOJIbHEHME MO COOTBETCTBYOLWMM OCHOBaHUSAM
Bonpoc 46
Korga pa6otopatenb mMmeeT npaBo 0MOPMUTb akT O HenpeaoctaBneHun o6bsCHeHus B
nMCbMeHHON dopme?
Bbi6bepute oguH oTBeT:
e [lo UCTeYeHUn HepenbHOro cpoka
e [lo ucreyeHmun 2 pabounx gHen
e [lo ucteyeHumn 2 KaneHAaApHbIX AHEN
Bonpoc 47
TpyaoBas KHWXXKa HOBoro obpasua 6bila BBeAeHa B AeACTBUE
Bbi6bepute oanH OTBET:
e 1 anBapsa 2002 .
e 1 anBapsa 2004 r.
e 1 anBapsa 2006 r.
Bonpoc 48
Ha kakyto kaTteroputo paboTHMKOB paboToaaTesnb He BeAeT TPyAOBble KHUXKN?
Bbi6bepute oguH OoTBeET:
e PaboTomaTtenb AO/MKEH BECTU TPYAOBblE KHMXKW Ha BCeX paboTHUKOB



e PaboTomaTtenb He BeAET TPYAOBbIE KHMXKM Ha MHOCTPaHHbIX FpaxaaH

e PaboTomaTtenb He BeAET TPyAOBble KHUXKM Ha COBMeCTUTenNekn
Bonpoc 49
BHOCATCA Nn cBeAEHUS O B3bICKAHUAX B TPYAOBYIO KHUXKY?
Bbi6bepute ognH oTBeT:

e HeT, He BHOCATCA

e [la, BHOCATCS BCe BMAbl B3bICKAHWI

e [la, BHOCATCA B Cny4ae, Koraa ANCLUMMIMHAPHbIM B3bICKAHWEM ABISETCS YBOJSIbHEHNE
Bonpoc 50
3a HapylweHue TpyAoBOro 3aKoHoAaTeNbCTBa NpeaycMaTpUBAETCA OTBETCTBEHHOCTb
Bbi6epute HECKOJIbKO OTBETOB:

e AOMWHUCTPaATMBHAas

e [ncumnnmHapHas

e YronosHas

Bonpoc 51
[JOoKyMeHT — 3TO 3adMKCUMpOBaHHasa Ha HocuTene
Bbi6bepute ognH oTBeT:
e Cucrema KagpoBOW AOKYMeHTaLumn
e OTBETCTBEHHOCTb 3a cobnloaeHne NpaBui BeAEeHWNS KaApOBOro Ae10NpOM3BOACTBA
e WNHdbopmaumsa c peksmamTamum, NO3BOMSAIOWMMN ee naeHTMdnumMpoBaTb
Bonpoc 52
MepBbll N €OUHCTBEHHDbIN 3K3eMNAap AOKYMEHTa
Bbi6epuTe OAMH OTBET:
e [MoaNVHHKUK
e [ybnukart
e Konuga
Bonpoc 53
Kakol 13 BMAOB AOKYMEHTOB COAEPXUT peyeBy WUHMOpMaUUIO, 3adUKCUMPOBaHHYO N06bLIM
TUMOM NUCbMa unan NboKM CMCTEMONM 3BYKO3anncm
Bbi6epuTe OAMH OTBET:
e [MCbMEHHbIA AOKYMEHT
e AyanoBu3yasibHN AOKYMEHT
e TeKCTOBOW AOKYMEHT
Bonpoc 54
K kakoMy BMAY AOKYMEHTOMOTOKOB OTHOCUTCS BOMbLUMHCTBO KaApOBbIX JOKYMEHTOB
Bbi6bepute oaAnH OTBET:
e Bxoasuwasa AoKyMeHTauus
e Wcxopawas AoKyMeHTaums
e BHyTpeHHSsS AOKYyMeHTaums
Bonpoc 55
Kakne n3 nepeymcrieHHbIX NPUKA30B HE UMEKT YHUPUUMPOBAHHbIX HOPM, yTBEPXAEHHbIX
MNoctaHoBneHuneM rockomcrata PO ot 05.01.2004 N°1 "O6 yTBepxAeHUNn YHUDULMPOBAHHbIX
¢dopM NepBUYHON yHYETHOM AOKYMEHTaunm no y4yety Tpyaa 1 ero onnatbl"
Bbi6epuTe HECKOJIbKO OTBETOB:
e [lpuka3s (pacnopsixxeHune) o noowpeHnn paboTHUKa
e [lpuka3s (pacnopsixxeHne) 0 NPpUMMEeHEHUN ANCUUMINHAPHOIO B3bICKaHMS K paboTHMKY
e [lpuka3s (pacnopsxeHune) 06 otctpaHeHnn paboTHUKa OT paboTbl
Bonpoc 56
Kakoin noanucbto pomkeH 6biTb NOANMCAH 3NEKTPOHHbIM AOKYMEeHT, 4Tobbl OH 6bITb
paBHO3HAYHbIM [OOKYMEHTY Ha O6yMaxHOM HocuTene, noAnMMcaHHOMY COB6CTBEHHOPYYHOM
NOAMWUCHIO U 3aBEPEHHOMY MeyaTbio:
Bbi6bepute ognH oTBeT:
e [1pOCTOM 3NEKTPOHHOM NOAMUCHIO
e  YCUIEHHOM 3NEKTPOHHOM NOAMUCHIO
e HekBanudMUNPOBAHHOM 3/IEKTPOHHON MOAMNUCHIO
Bonpoc 57
B kakux rocynapCTBEHHbIX CTaHAapTaxX WM3N0XeHbl TEPMUHbLI, onpeaeneHus, TpeboBaHus K
0OpMIEHMIO AOKYMEHTaLumn



Bbi6epuTte HECKO/IbKO OTBETOB:
e T[OCT P 6.30-2003 YHudunumnpoBaHHasa cuctema OPL
e [OCTP7.0.8-2013 CMBWA. Jenonpon3sBoacTBO U apxXnBHOeE Aeno. TepMUHbI n
onpeaeneHuns
e [OCTP NUCO/M3K 17799-2005 NHdopMaumoHHas TexHonorus. MNMpakrtumyeckne
npaswuia ynpasseHns MHGopMaLMoHHON 6e30MacHOCTbIO.
Bonpoc 58
Kakune anemMeHTbl BXOAAT B pekBM3nT "pud yTBEpXKAEHUSA AOKYMEeHTa"
Bbi6bepute HECKOJIbKO OTBETOB:
e MecTo cocTaBneHns AOKyMeHTa
e Cnosa YTBEPXJAW, YTBEPXXAEH, YTBEPXXAEHA, YTBEP>XXAEHbI nnn YTBEPXXJEHO
e [laTa yTBEpPXAEHNSA AOKYMEHTa
Bonpoc 59
PekBn3anT «lMognuce» coctaBnsaioT
Bbi6epute HECKOJIbKO OTBETOB:
e JlnyHaga nognucb
e PacwudpoBka noanuncu
e [laTa
Bonpoc 60
Kakoli nedaTbio AONYyCKaeTcs 3aBepsiTb KOMUIO AOKYMEHTA
Bbi6bepute ognH oTBeT:
e Tonbko NepboBoi NeyaTbio
e ToNbko nevyaTbio OpraHu3aunm
e [levaTblo, onpeaenseMon No YCMOTPEHUIO OpraHmsauunm
Bonpoc 61
CraHaapTHbiMn dbopMaTamm 61aHKOB AOKYMEHTOB SBASAOTCS
Bbi6epuTte HECKOJIbKO OTBETOB:
e A3 (297 x 420 mm)
e A4 (210 x 297 MM)
e A5 (148 x 210 Mm).
Bonpoc 62
Kakon BapuaHT 6naHka gokymeHTa He npegycmoTpeH TOCT P 6.30-2003 "YHuduumMpoBaHHbIe
CUCTeMbl AOKYMeHTauun. YHudbuumpoBaHHas cuctemMa OpraHmM3auMOHHO-pacnopsavTenbHON
AoKkyMeHTaumun. TpeboBaHUa K 0POPMNEHUID AOKYMEHTOB"
Bbi6bepute oaAnH OoTBET:
e Yrnosou
e [IpoAonbHbIN
e [lnaroHanbHbIN
Bonpoc 63
YTBepxaeHHas dopma TpyAoOBOro gorosopa obsasartenbHa Ans NpMMeHeHus
Bbi6bepute oAMH OTBeT:
e Bcemu paboTtomaTtensimm
e [0OCYAapCTBEHHbIMU N MYHULMMANbHLIMW OpraHmn3aLmsaMm
e MwukponpeanpuAaTUaMn
Bonpoc 64
YKa3biBalOTCA /M B WTATHOM pacnucaHum (yHuduumpoBaHHas dopma T-3) damunum
paboTHMKOB?
Bbi6bepute oanH OTBET:
e [la, yka3sbiBalOTCA
e Hert, He yka3biBatoTCS
e YKasblBalOTCH TONbKO aMUIMK PyKOBOAUTENS OpraHu3auMmn 1 rnaBHoro byxrantepa
Bonpoc 65
Kakoe onpegeneHne OTHOCUTCS K «3/IEKTPOHHOMY AOKYMEHTO060pOoTYy»?
Bbi6bepute ognH oTBeET:
e [lokyMeHTOO60pOT C MCMOSIb30BaHMEM aBTOMATU3MPOBAHHON MHMOPMALIMOHHOMN
CUCTEMBI.
e [lokyMeHTOO60pOT 6€3 Mcnonb3oBaHMsS aBTOMATU3MPOBAHHON MHMDOPMaLMOHHOMN
CUcTeMbl
e [lokyMeHTOO60pOT C MCMOJIb30BaHMEM KOMMNbIOTEPHON nporpammbl 1C.



Bonpoc 66
B KakoM MecTe fincTa NpoCTaBNAT HOMepa CTpaHuu?
Bbi6bepute 0aAMH OTBET:
e HomMepa cTpaHuU NpOCTaBASAIOT NOCEpPeAMHE HMXKHEro nonsa nmcra.
e HomMmepa cTpaHuU NpOCTaBASAIOT NocepeamHe BepxXHero nosas amcra
e HoMepa cTpaHuL NpOCTaBnSAOT CNpaBa Ha BEPXHEM Mofe nucra
e HomMepa cTpaHuU NpOCTaBASAKT CpaBa Ha HWXKHEM MnoJe nMcTa
Bonpoc 67
MNMepcoHanbHble AaHHble paboTHMKa XpaHaTcsa y paboToaaTtens
Bbi6bepute 0aAMH OTBET:
e B AO/MKHOCTHOM MHCTPYKUNMK
e B lNpaBunax BHyTpeHHero TpyAoBOro pacnopsaka
e B nnyHon kapTouke paboTHMKa
Bonpoc 68
Ha kakumx cTpaHuuax HOMep He NpocTaBnseTcs?
Bbi6bepute ognH OoTBeT:
e Ha nepson
e Ha nocnegHei
e Ha nepsBon u nocneaHemn
Bonpoc 69
Kakue rpacdbl MeTCcs B HOMEHKNaType Aen opraHusaunmn?
Bbi6epuTte HECKOJIbKO OTBETOB:
e WHaekc gena
e 3aronosku gen (ToMoOB, 4YacTen)
e Kopa CTpyKTypHOro nogpasaeneHus
Bonpoc 70
Kak yacTo paspeleHo BHOCUTb U3MEHEeHMS B WTAaTHOE pacnucaHme
Bbi6bepute 0aMH OTBeET:
e OpauH pas B rog
e [lo ycMmoTpeHuto pabotoaaTtens
e BHOCUTb M3MEHEeHUs B LUTATHOE pacrnucaHue He A0MyCKaeTcs
Bonpoc 71
Kakue 3anucu BHOCATCA B JIMYHYIO KapTOUKy paboTHUKa U3 TPYAOBOW KHUXKN?
Bbi6epuTte HECKOJIbKO OTBETOB:
e O nepeBojae Ha Apyryo NOCTOsIHHYO paboTy
e 06 yBOfbHEHUN paboTHUKa
e O npuMeHeHnn ANCUMNINHAPHOIO B3bICKaHWS B BUAE BbIrOBOpaA
Bonpoc 72
B KaKyt KHUIy BHOCMTCS 3anucb O MOJIYYEHUM TPYAOBOW KHUXKKWM NMpU npveMe paboTHMKA Ha
paboTy?
Bbi6bepute oanH OoTBET:
e B npuxoaHO-pacxoaHY KHUMY Mo y4yeTy 6/1aHKOB TPYAOBbIX KHUXEK W BKaAblla B
Hee
e B KHUry y4yeTa ABMXEHUSA TPYAOBbIX KHMXXEK U BKAaAbIWeNn B HUX
e B kHury perncrpaunm npnema paboTHMKOB Ha paboTy
Bonpoc 73
YupexaeHne unu CTpyKTypHOe nogpasfeneHne opraHumsauum, oCyLecTBaslne XpaHeHue,
KOMMMJIEKTOBaHME, YUYET U UCMOJIb30BaHME apXUBHbIX JOKYMEHTOB
Bbi6bepute oanH OTBET:
e OTpen kappoB
e CekpetapuaTt
e Apxus
Bonpoc 74
YTO BXOAUT B MOHATME «MOJIHOFO OpopMAEHUS Aen»?
Bbi6epute HECKOJIbKO OTBETOB:
e [loawmnBka Uaun nepenneT gena
e HymMepauusa nuctos gena
o CocTaBrieHue nucTa-3aBepuTens
Bonpoc 75



B kakoM Bo3pacTe nacnopT rpaxaaHuHa Poccuinckoit degepaummn noanexunT obMenHy
Bbi6epuTe HECKOJIbKO OTBETOB:

e 20 net

e 40 net

e 45 net
Bonpoc 76

Kak 4acTo ocyliecTBiseTcs aKcnepTMsa LEHHOCTU AOKYMEHTOB?
Bbi6bepute ognH oTBeT:
e BExemecauHo
e [ExekBapTasbHO
e [ExeroaHo
Bonpoc 77
Ha ocHOBaHWM Kakoro 4OKYMeHTa BHOCUTCS 3anncb B TPYAOBYH KHUXKY O NpueMe paboTHUKa
Ha paboTty
Bbi6bepute ognH oTBeT:
e 3agasneHunsa paboTHuMKa
e JIN4yHOM KapTO4YKKn paboTHMKA
e [lpukasa o npueme Ha paboTty
Bonpoc 78
3anncb 0 NOAYYEeHUU TPYLAOBOM KHMXKK NMpu npneme paboTHMKa Ha paboTy BHOCKTCS
Bbi6bepute ognH oTBeT:
e B npuxoaHO-pacxoAHY KHUMY Mo y4yeTy 61aHKOB TPyAOBOM KHUXXKW W BKaAblwa B
Hee
e B KHUry yyeta ABMXKEHUS TPYAOBbIX KHUXXEK M BKAaAbIWEN B HUX
e B obe KHUMK
Bonpoc 79
Kakon CpoK XpaHeHUst UMeT AOKYMEeHTbl N0 JIMYHOMY COCTaBy, CO34aHHble HaumMHasa ¢ 2003
roga?
Bbi6bepute oanH OoTBET:

e 75 net

e 50 net

e [loCTOSAAHHO
Bonpoc 80

lAe noMewatoT CoKpalleHHOoe HauMeHOBaHWe opraHmsaummn?
Bbi6bepute oaAnH OoTBET:
e CokpaweHHOe HanMeHoBaHWe (B ckobkax) NoMeLLalT Bbile NOAHOMO UM 3a HUM
e CokpalweHHOe HanMeHoBaHWe (B ckobkax) NOMeLLAlT BbilWe NOAHOrO UK nepen HUM
e CokpaweHHOoe HanMeHoBaHMe (B CkoHbKax) NoMeLLaloT HMXE NOJSTHOrO UKW 3a HUM
Bonpoc 81
Kak TpebyeTtcs odopMnsaTb AaTty AOKYMEHTA?
Bbi6bepuTe HECKOJIbKO OTBETOB:
e Apabckumm undpamm B NnocnenoBaTeNbHOCTM: AeHb Mecsaua, Mecsu, rog
e Apabckumum umdpamm B nocnenoBaTenbHOCTM: roa, Mecsl, AeHb Mecsaua
e PumckuMn undpamm B NnocnenoBaTesibHOCTM: AeHb Mecsaua, Mecsl, roa
Bonpoc 82
Ons ydyeta paboyero BpeMeHu NpUMeHATCS YHUMULMPOBaHHbIE (POpMbI
Bbi6epuTte HECKOJIbKO OTBETOB:

e T-12

e T-13

e T-13a
Bonpoc 83

Kakue coctaBnsiiolinme BKAOYaeT B cebs pe3onouunsl, HanmcaHHas Ha [AOKYMeHTe
COOTBETCTBYOLWMM AO/HKHOCTHLIM SINLLOM?
Bbi6epuTte HECKO/IbKO OTBETOB:
e  damMuUANN, MHMLMANbLI UCTIOIHUTENEN
e CopaepXxaHue nopy4yeHus
e CpoK ucnonHeHus
e [lognucb n paty
Bonpoc 84



CpOK XpaHeHUs1 AOKYMEHTOB MO JIMYHOMY COCTaBy, co3aaHHbIX Ao 2003 roga
Bbi6bepute 0aAMH OTBET:
e [loCTOSAHHO

e 75 net
e 50 net
Bonpoc 85

K 4OroBOpHbIM AOKYMEHTaM OTHOCUTCS
Bbi6bepute ognH oTBeT:
e [lpuka3s o npueme Ha paboty
e CornaweHue K Tpy40BOMY AOroBOpYy
e [loknagHas 3anucka
Bonpoc 86
N3MeHeHNs B AOKYMEHTbI MO JIMYHOMY COCTaBy BHOCSTCSA B Cny4ae
Bbi6bepute ognH oTBeT:
e V3MeHeHusa damMuamm, UMeHn, oTyecTea paboTHUKa
e CMeHbl pykoBOAMTENS OpraHu3aumm
e M3MeHeHWnsa ycnoBun TpyAOBOro A0rosopa
Bonpoc 87
K MHdopMaumMoHHO-CNPaBOYHbIM AOKYMEHTaM OTHOCATCS
Bbi6bepuTte HECKOJIbKO OTBETOB:
e CnpaBku
e [loknaaHble 3anuckm
e PacnopsxeHusa
Bonpoc 88
HepocTatowme ceegeHns o paboTHMKe B TPyAOBOM A4OrOBOP BHOCATCSH
Bbi6bepute ognH oTBeT:
e [lpunoxeHnem K TpyaoOBOMY LOroBOpY
e HenocpeacTBeHHO B TEKCT TPyAOBOro A40Orosopa
e OTAaenbHbIM cornaweHneM CTOPOoH, 3ak/lovyaeMbiM B MUCbMEHHOM dopMe
Bonpoc 89
3asasneHue paboTHMKA - 3TO AOKYMEHT
Bbi6bepute oaAnH OoTBET:
e Coaepxawunin npeanoXxeHne o HasHa4YeHn, NepeMeLLeHn NN NMOOoLWPEHNUN NTNYHOIO
cocTtaBa
e [loaTBeEpXAaloWnii yCTaHOBNEHHbIE (haKTbl MM cobbiTns
e Copepxawmii npocbby nnu npeanoxeHus paboTHuka
Bonpoc 90
MpucBoeHMe AOKYMEHTY perncTpaumoHHOro HOMepa W 3anncb B YCTaAaHOBJIEHHOM noOpsiaKe
CBeieHWNIA 0 AOKYMeHTe - 3TO
Bbi6bepute oanH OoTBET:
e Co3paHne AOKyMeHTa
e YTBepXAeHue AOKYyMeHTa
e Perncrpaumsa nOKyMeHTa
Bonpoc 91
JInyHasa kapTouka paboTHuKa
Bbi6bepute oguH oTBeT:
e Bepetcs Ha kaxaoro paboTHuKa
e MoOXeT BeCTUCb No xenaHuto paboTHUKa
e MoXeT BeCTUCb Mo yCMOTpeHuto pabotoaaTtens
Bonpoc 92
Bce nuctbl B KHUre yyeta ABMXEHUS TPYAOBbIX KHUXEK W BKIAAbIWEN B HUX AOMKHbI 6bITh
Bbi6epute HECKOJIbKO OTBETOB:
e [lpoHYyMepoOBaHbI
e [lpoWwHYpOBaHbI
e CkpenneHbl cTennepom
Bonpoc 93
CCblIKM Ha COOTBETCTBYHOLLME AOKYMEHTbl Ha BHYTPEHHENW CTOpoHe O06M0XKW TpyAOBOM
KHUXKM 06 wnamMeHeHun damMmuanmm, WMeHW, OT4ecTBe WM p[aTe poxXaeHus paboTHMKa
3aBepsTCsa noanucebo pabotogaTens nnm cneymanbHO YNOJHOMOYEHHOrO UM inua m



Bbi6bepute oguH oTBeET:
e ToNbKO Nne4yaTbio OpraHnsaunm
e ToO/bKO MeyaTbio KaapOBOW CNyXO6bl
e [leyaTblo OpraHmM3aumm UM NeyaTblo KaapoBOWM CNyXObl
Bonpoc 94
TpeboBaHusa K hoOpMUpPOBaHMIO Aen NpeaycMaTpueatoT
Bbi6epuTe HECKOJIbKO OTBETOB:
e [Jl1OKyMEHTbI MOCTOSSHHOIO U BPEMEHHOIO CPOKOB XpPaHEHUS FPyNnUPYIOTCS B
oTAeNbHble gena
e B gene - AOKYMEHTbl O4HOr0 KajieHAApPHOro roga no OAHOMY 3K3EMMJISpY
e [lpnKka3bl MO OCHOBHOW AEATENIbHOCTU FPYMNMAMPYIOTCS BMEcTe C NpukKasamum no
JINYHOMY COCTaBY
Bonpoc 95
PacnonoxeHne AOKYMEHTOB BHYTPU Aefa AOSHKHO ObiTb
Bbi6epuTe HECKOJIbKO OTBETOB:
e B XpoOHOA0OrMyeckom nocnenoBaTenbHOCTH
e [lo andasuty
e XaoTW4yHO
Bonpoc 96
HyMepauna nnucrtos gena npoussBognTcs
Bbi6bepute ognH oTBeT:
e Apabckmmu umdpamm B NPpaBOM BEPXHEM Yy JIMCTA MPOCTbIM KapaHAalwoM Unu

HyMepaTopoM
e PuMckuMu undpamm B NpaBoOM BEPXHEM YTy JIMCTA MPOCTbIM KapaHAawoM unm
HYMepaTopoM
e Apabckumun undpamm B NpaBoOM HUXHEM Yray NMCTa NPOCTbIM KapaHAalloM Uau
HyYMepaTopoM
Bonpoc 97

[eno aomkHO cogepxaTb
Bbi6bepute oAMH OTBeT:
e He 6onee 250 nucrtos
e He 6onee 350 nucrtos
e He 6onee 450 nucrtos
Bonpoc 98
B apxuB caatoTcsa AOKYMEHTbl CO CPOKOM XpaHeHMUs
Bbi6epuTte HECKOJIbKO OTBETOB:
e [lo 10 net
e Csblwe 10 net
e [lOCTOSIHHbIM CPOKOM XpaHeHus
Bonpoc 99
HomeHknaTypa Aen coctaBnsieTcs
Bbi6bepute oanH OoTBET:
e Ha oauH KaneHpapHbIA roa
e Ha BpeMs cyLlecTBOBaHMS opraHmsauum
e Ha cpok, ycTaHaBAuBaeMblli pyKoBoAMTENEM OpraHM3aunm
Bonpoc 100
ApXMB COBMECTHO C PyKOBOAMTENIEM OpraHu3aumMm HeceT OTBETCTBEHHOCTb 3a
Bbi6epute HECKOJIbKO OTBETOB:
e HecobnioaeHne ycnosun obecneyeHnss COXPaHHOCTU AOKYMEHTOB
e YTpaTy U HECAHKLUMOHNPOBAHHOE YHUUTOXEHNE AOKYMEHTOB
e HapyweHure npaBma NCNOAb30BaHUS AOKYMEHTOB M AOCTYyMNa Nosb30BaTeNnen K
OOKYMEHTaM, YCTaHOB/IEHHbIX 3aKOHOAATENbCTBOM
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