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ropoa Mockga



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

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

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

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

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

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

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

K ocBoeHMIO TOMOTHUTENBHBIX MPOGECCHOHATIBHBIX MPOTPaMM JIOITYCKAIOTCSL:

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

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

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

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

1. eab nporpaMmbI:

B pe3ynbraTe mpoxoxaeHus 00ydeHUs CIylaTelb TOJDKEH MPHOOPECTH TEOPETUICCKIE 3HAHUS
0 MOCJeIHUX TPEOOBAHUAX TPYAOBOTO 3aKOHOAATEILCTBA K paboTe C KaAPOBBIMU TIOKYMEHTAMU,
HAYYUTHCS C TPAKTHYECKOW TOYKHU 3PCHHSI TPAMOTHO OQOPMIISTH TPYJOBBIC OTHOMICHHS OT
npueMa J0 YBOJBHEHHUA, [JS HCKIIOYEHUS MHOTHX OMIMOOK. 3amMTUTh padoromarens u
pabOTHHKAa B CIOPHBIX M CIIOXKHBIX CHUTYyaIlUsiX, YTO TMO3BOJIMUT OOECIEYHUTHh COLUATBHBIC
rapaHTUU M BBINOJHUTH TpeOoBaHUs 3akoHonaTenbcTBa Pd. Ilocrne oxonuanusi oOydeHus
CIIyIIaTeIh CMOXKET MPUCTYNHUTH K MPAKTUUECKON KaJIpOBOM paboTe B CBOCH OpraHHU3alIliu.



CoBeplIeHCTBYeMble KOMIIETCHITHT

Komnerenius

HanpaBnenue noaroToBku

®roc Bno
rno HAMPABJIEHUIO
noaroToBKM 080400

YMPABIEHVE MEPCOHAIIOM
(KBATIVOUKALIMS (CTEMEHD)
"EAKAJTABP")

Kox kommerenmun

3HaHueMm TpynoBoro koxaekca Poccuiickon denepaunun
Y MHBIX HOPMATUBHBIX MPABOBBIX aKTOB, COAEPIKAIINX
HOPMBI TPYJIOBOTO IIpaBa

3HaHUE MPOLEAYPHI IPUEMA, YBOJIBHEHUS, IEPEBOJIA HA
Ipyryio paboTy M TepeMelleHHs TIepcoHala B
cooTBeTCTBUU C TpynoBbIM KoaekcoM Poccuiickoii
@deneparyiv, BIAJCHHEM HaBBIKAMH  O(DOPMIICHUS
CONPOBOXKAAIOUIEN JOKYMEHTALIUU

3HaHUE Kognexkca 00 aAMUHUCTPATUBHBIX
MPaBOHAPYILICHUSIX Poccuiickoit ®denepanuu,
VYronosHoro koxekca Poccuiickoit denepanuu U UHBIX
(denepanabHBIX  3aKOHOB B 4YacTU  OMNpeAeNeHUs
OTBETCTBEHHOCTH 3a HapyIlIeHUs TPYI0BOTO
3aKOHO/IaTENIbCTBA U MHBIX aKTOB, COJIEPHKAIINX HOPMBI
TPYIOBOT'O IIpaBa

BJIaJICHUEM HaBbIKaMU pa3paOOTKH OPTaHU3allMOHHON U
(yHKIIMOHATLHO-IIITATHON CTPYKTYPBI

BJIQJICHUEM  HaBBIKAMH  Pa3pabOTKM  JOKAJbHBIX
HOPMAaTUBHBIX aKTOB, KaCAIOUIUXCsl OpraHU3alNK TpyJaa
(mpaBuna  BHYTPEHHETO  TPYAOBOTO  pacHopsaka,
TIOJIOXKEHUE 00 OTIIyCKaXx, IIOJIOKEHUE 0
KOMAaHJMPOBKax U Ip.

3HAHHEM OCHOB Pa3pabOTKU M BHEIPEHHs KaapoBOU U
YIIPaBIEHYECKOU JIOKyMEHTallNH, ONTUMU3ALIUN
JOKYMEHTOO0OpOTa M CXEM B3aMMOACUCTBUS MEXIY
MOAPAa3ACIICHUSIMHU

BIIQJICHUEM HaBbIKAaMU O(OPMIICHUS  pPE3yIbTaTOB
KOHTPOJIE 32  TPYAOBOM M  MCHOJHUTEIBCKOMN
JUCHUILITMHON (COCTaBISIET JOKYMEHTHI O MOOLIPEHUSIX
Y B3BICKAHUSX )

3HaHUEM OCHOB pa3paldOTKW W BHEAPEHHS MPOLEAYD
peryJinpoBaHus TPYIOBBIX OTHOLUEHUH u
COIPOBOXKAAOIIYIO JOKYMEHTALIUIO

BJIAJICHUEM HAaBBIKAMU O3HAKOMIJICHHS COTPYIHHUKOB
OpraHu3alMM C  KaJpoBOM  JOKyMEHTAalMen U
JEHUCTBYIOIIMMH JIOKAJbHBIMU HOPMAaTUBHBIMU AKTaMU
YMEHUE BECTH KaJpoBOE€ JCJIONPOU3BOACTBO U
OpraHU30BbIBATH  APXMBHOE XPAHEHHE  KaJPOBBIX
JOKYMEHTOB B COOTBETCTBUM C JCHCTBYIOIIMMU
HOPMaTUBHO-NIPAaBOBbIMH aKTaMH, 3HAHUEM OCHOBBI
KaJpOBOM  CTAaTUCTUKH,  BJIQJCHUEM  HaBBIKAMHU
COCTaBJICHUS KaJIpPOBOU OTYETHOCTH

[1K-22

I1K-23

[1K-25

I1K-29

I1K-30

IK-31

[1K-32

[IK-33

I1K-34

IIK-35




3HaHWe TpeOoBaHWs U BlajeHueM HaBbikamu 110 | [1K-36
OGCCHC‘-IGHI/IIO 3alIUThI HepCOHaJIBHBIX JAHHBIX
COTPYJHUKOB

CoBepuieHcTByeMble KOMIIETEHIIMM B COOTBETCTBHM € TPYAOBbIMM  (PUKIUSAMH
npogeccMoHATBHOr0 cTaHgapra «CHneuMajaucT MO0 YNPABJIEHHI) TMEPCOHAJIOM», YTB.
npukazom Muntpyaa P® ot «06» okrsiops 2015 r. Ne 6911

KOMHGTGHHI/IH HaHpaBHeHI/IC IIOATOTOBKH

MPO®ECCWVOHANBHbLIVA CTAHOAPT
"BYXIANTEP" YTBEPXOEH NPUKA3OM
o1 22.12.14 N 1061H

Tpynosele QyHKIMU (KOX)

1 | JoxymeHTanmonHoe obOecriedenne pabotel c¢ | A/01.5, A/02.5, A/03.5
MIEPCOHATIOM

Ilnanupyemblii pe3yJIbTaT 00y4eHHs:

[Tocne okonuanust 00ydenust Ciymmarenb OyaeT 3HaTh:

1. Kak rpaMoTHO 0pOpMIIATH OPraHU3AMOHHYIO U PACIOPATUTENbHYIO JOKYMEHTAILIHIO 110
NepCcoHaIy

Nk WD

Kak BecTH JOKYMEHTAUIO [0 YYETy U JIBHKEHUIO KaJpOB

Kak aqMuHHUCTpUPOBATH MPOLECCH M JOKYMEHTOOOOPOT 110 YUETy U ABMKECHHIO KaJIpoB
Kak rpamMoTHO pa3pabaTeiBaTh U BECTH IITATHOE paclucCaHue

Kak ocymiecTBisaTh npueM Ha paboTy (B TOM YKCIie BHYTPEHHUX U BHEITHUX

COBMeCTHUTENIEH ), 0DOPMIISITE TOTIOJTHUTEIbHYIO0 padoTy (COBMEIICHHUE, pAaCITUPEHUE 30H
00CITy’)KHBaHUs, UCIIOJTHEHUE 00s13aHHOCTEN OTCYTCTBYIONIETO pabOTHHKA)

N

Kaxk Bectu yyet kaapos
Kax npoBoauTs nponeaypy aTrectaliuy nepcoHana

8. Kax opopmiisaTs pa3Hbie BUIbI OTIIYCKOB U CITy>K€OHbIE KOMAaHAUPOBKU PAOOTHUKOB
OpraHu3aIH

9. Kak opopmMiiaTh nepeBoj Ha APyTyIo padoTy U MepeMelieHne paOOTHUKOB

10. Kak ocymiecTBIsITh yBOJIbHEHNE PAOOTHUKOB IO Pa3HBIM OCHOBAHHSM

11. Kak opranu3oBbIBaTh BEJICHUE U XPAHECHHE TPYIOBBIX KHI)KEK M BKJIQJIBIIIEH B HUX

12. Kak opranu30BbIBaTh TEKYIIEE XPAaHEHUE KaAPOBOU JOKYMEHTALUU

[Tocne okonuanust 00ydenust Ciymarenb OyaeT yMeTh:

OdopmIATs OpraHU3alMOHHYIO U PACTIOPAIUTEIBHYIO JOKYMEHTALHIO 110 IEPCOHATTY
BecTtu nokyMeHTanuIo no y4ety U JBHKEHHUIO KaJpoB

AJMUHUCTPUPOBATH MPOLECCH] U JOKYMEHTOOOOPOT 10 YUETy U ABHKCHHIO KaIpOB
[IpencraBasTh JOKYMEHTBI 1O IEPCOHATY B TOCYJAPCTBEHHBIE OPIaHbI
Pa3pabaThiBaTh ¥ BECTH ITATHOE PACIUCAHNE

I'paMOTHO OCYLIECTBIATH IPHEM Ha paboTy (B TOM YMCJI€ BHYTPEHHUX U BHEIIHUX
COBMECTHTEJICH), 0(OPMIIATH IOTIOIHUTENbHYIO paboTy (COBMEICHHE, PAaCIIUPEHUE 30H
00CITy>)KMBaHUs, UCTIOJTHEHUE 005S3aHHOCTEH OTCYTCTBYIOIIETO paOOTHUKA)

Bectu yuer xanpos

[TpoBoauUTH IpoLIENypPY aTTECTALMH [IEPCOHATIA

OdopmisaATs pazHble BUABI OTITYCKOB H CIIyKeOHbIE KOMaHAMPOBKH PaOOTHUKOB
OpraHu3aIuu

OdopmiaTs epeBo Ha APYTYI0 paboTy U nepeMelieHne paboTHUKOB
OcyuiecTBIATh yBOJIbHEHNE PAOOTHUKOB 10 Pa3HBIM OCHOBAHMSIM



e OpraHu3oBbIBaTb BEICHUE U XPAHEHUE TPYIOBBIX KHIWKCK U BKJIAABIILIECH B HUX
e OpraHu3oBbIBaTh TEKYILIEE XPAHEHUE KaJIPOBON JOKYMEHTALUH.

JlaHHBII Kypc COOTBETCTBYET TpeOOBaHUIM PO ECCHOHATBHOTO cTanaapTa «CrnenuanicT no
YIPaBIEHUIO IEPCOHAIOM», YTB. IIprKazoM Muntpyna PO ot «06» oktsa0ps 2015 . Ne 6911.

2. Y4eOHDLIN MJIaH:

Kareropust ciymareneii: CHeMUaIUCTBl 1O YNPABICHUIO TEPCOHAIOM, CIHEIMAIMCTHI IO
KaJpOBOMY JEJIONPOU3BOJICTBY, CIICIIUAIUCTHI MO JOKYMEHTAIIHOHHOMY OOECIIEYeHHIO PabOTHI
C TMEpPCOHAIIOM, CHEIHMAIMCT IO KaJpaM, HHCICKTOp IO KaJapaM, 3KOHOMHUCT IO TPY.Iy,
CHELMAINCTBl KAaAPOBBIX CIY’)KO M YUYPEXKIEHHH 3aHATOCTH, MEHEDKEp IO IepcoHamy,
CIIENUANIUCT 1Mo moadopy mnepcoHanma, HR-generalist, nupekropa mo mepcoHany, paOOTHUKH
KaapoBOi cdeprl, a Takke PYKOBOAUTEIH W CICIHATUCTBl OPTaHU3AlNN, KTO 3aHUMAETCS
BOIIPOCAMU JIOKYMEHTHPOBAHUS TPYIOBBIX OTHOIIICHUIA.

TpeboBaHus K MpeIBapUTEIBHOI MOATOTOBKE:
1. He Tpebyercsi.

Cpok o0yueHus: 32 akaieMHUYECKUX 4aca, YaChl CAMOCTOSITENIbHBIE — 12 aKk.4

dopma oO0yueHHs: OuHAas, OYHO-3a04Has, 3aouyHas. [lo >kemaHuio ciymarens ¢opma
00y4eHHUs MOKET OBITh U3MEHEHA W/WITK JIOTOJIHEHA.

Pexxum 3aHATHIA: THEBHOW, BEUEPHHUI, TPYIIIIBI BBIXOJAHOTO JHSI.

No O6mmast Bcero B toMm yucne
/T TpynoeM | (akam. Texn | TIpa | CPC
KOCTb, 4. | 4acCOB) N
HaumenoBanue Momyei nn KT
10 TIPOrpamMme CCKn
X
3aHd
THI
M 5 4 3 1 1
onynb 1. Kanposas ciyx0a B opraHu3aru.
1 [Mopsimox oopmiieHUs: JOKYMEHTOB IO
MpoLeaypaM yIpaBIeHUs IEPCOHANIOM, YUETy
Y IBM)KCHHUIO MepCOHAa
M 6 4 2 2 2
2 onyns 2. OpopmieHue npuema Ha padboTy.
Yuer kagpoB
3 Monayns 3. COBMECTUTEIBCTBO U 1,5 1 0,5 0,5 0,5
JOTIOJTHUTENbHAs paboTa
M 1,5 1 0,5 0,5 0,5
4 onynb 4. Benenne BOMHCKOTO y4eTa B
OpraHH3aIiH
M 2,5 2 1 1 0,5
5 OIlyJb 5. 3amuTa NepCcoOHaNbHBIX JAHHBIX
pabOTHHKA
M 6 4 2 2 2
6 onynb 6. [IpaBuna BHyTpeHHEr0 TPYAOBOTO
pacnopsiaxa (IIBTP).
7 Monynb 7. Atrectanusi paOOTHUKOB 1,5 ! 0,5 0,5 0,5
OpraHu3aIu
g Monys 8. [Ipouenypa odpopmiieHus 1,5 I 0.5 0.5 0.5
CITY’K€OHOW KOMaHANPOBKH




Mogayas 9. [TepeBon Ha npyTyto padorty,
IepeMeleHue

2,5

0,5

Moayas 10. [IpaBuna npenoctaBieHus
pa3HbIX BUJOB OTIIYCKOB

Mopayas 11. [Ipekpaienue (pacTop:xeHue)
TPYAOBOTO JJOTOBOpPA C pabOTHUKOM
(YBOJIbHEHHE)

Monayasb 12. IIpaBuia paGoTsI ¢ TPYJOBBIMH
KHIKKamMH. OpraHu3anus TeKy1ero
XpaHEeHHUsI KaJpOBOH JIOKYMEHTAINU

Hror:

44

32

16

16

12

Htorosas arrectanus

TECTUPOBaHUE

Jlist

BCEX  BUJOB  AyIUTOPHBIX  3aHATUU

MPOJOJIKUTEIBHOCTBIO 45 MUHYT.

aKaJeMHU4ecKui

3. Kanennapublii yueOHblil rpadpuk

qac

YCTaHaBJIMNBACTCA

Kanennapusiii yueOHbIit rpaduk GopMUPYETCs MPU OCYIIECTBICHUN O0OyYCHHUSI B TCUCHHE
BCero KajeHmapHoro roaa. [lo mepe Habopa rpymi ciymaTteneid Mo mporpaMMe COCTaBIISETCS
KaJCHIApHBIA TpadUK, YIUTHIBAIOIINN OOBEMBI JICKIUH, TPAKTUKH, CAMOIIOJITOTOBKH, BBIC3/IBI
Ha OOBEKTHI.

Henens 1 ) 3 4 5 6 7 Hroro
00yueHus JacoB
TH BT cp qT T co BC
1 Hemems 8 8 8 SHA - - - 32
CPC 3 3 3 3 12
Wroro: 44
IIpumeuanne: A — MtoroBas arrecraiusi (TECTUPOBAHUE)
4. Paboune nporpaMMbl y4eOHBIX PeIMETOB

Moayas 1. KagpoBasi ciiyx0a B opranuzanuu. [lopsiiok opopmiieHus1 10KyMEHTOB O
npoueaypamM ynpaBJjieHUs] IEPCOHAIOM, YYETYy U JIBUKEHHIO NePCOHAIA

Kanposas cimy»x6a B opraHuzanuu: 3aaaud, QyHKIUH, CTPYKTYpa, JOKYMEHTHI,
periIaMeHTHPYIOIIUE IS TENbHOCTh KaJPOBOM CITykKOBbI

IToaroroBka NpoeKTOB JOKYMEHTOB 110 IIPOLEAYpPaM yIPABICHUs IIEPCOHATIOM, YUETY U

JABVXXCHUIO IICPCOHAIa-

OdopmiieHne JOKYMEHTOB B COOTBETCTBHHU C TPEOOBAHUSAMU TPYIOBOTO
3aKoHOAaTenbCTBa PO M TOKaIbHBIMM HOPMAaTUBHBIMH aKTAMH OpPraHU3aluu

YHuuurpoBaHHsie GOPMBI IEPBUUHON YUETHON TOKYMEHTALIMH 110 YUETy TpyJa U ero

OIlNIaThI

HopwMe! 3THKH [1€710BOTO OOIICHUS

CTpyKkTypa OpraHu3aiuy ¥ MTaTHOE PacIMCaHue: TIOPSIOK pa3paboTKH, COTJIACOBAHUS,




YTBEPKICHUS

Yueonwviit npoexm:
Oman 1. Cocmasnenue wmamno2o pacnucanusi (3anoinenue ynuguyuposaunot gopmol T-3)

Oman 2. Ogopmnenue npoekma npuxaza o6 ymeepicoeHuu WmamHo20 pacnucanus

Hmozoewtii onpoc no meme

Mopnyas 2. Opopmiaenne npuemMa Ha padoTy. Y4eT KaipoB
e DOransl opopMieHHs TpuemMa Ha paboTy

e TpynoBoii OroBop: NOHATHE, COAEPHKAHUE TPYIOBOTO JOTOBOPA, CPOK 3AKITIOUCHMUS,
rapaHTUU MPH 3aKII0OYEHUH TPYIOBOTO JIOTOBOPA, UCTIBITAHKUE NP MpUeMe Ha paboTy

e OdopmiieHre prKasza o mprueMe Ha padoTy: OCHOBAHUE, MpaBuiIa 0OPMIICHHSI, TTOPSTIOK
03HAKOMJICHUS pa0OTHHKA

e Vder KaJpoB: MOPSAOK OPOpPMIICHUS JTUUHON KAPTOUKU pabOTHUKA
Yuyeonwuit npoexm:

Oman 3. Paspabomka nowazo602o aneopumma npuema pabomuuka Ha pabomy
Oman 4. 3anornenue gopmvl mpy0oso2o 002080pa npu npueme Ha pabomy
Oman 5. 3anonnenue gpopmol npuxasa o npueme na pabomy (yHugpuyuposanuasn gpopma T-1)

Oman 6. 3anonanenue auunol kKapmoyku pabomuuxa (yHuguyuposannas gopma T-2)

Hmozoewtii onpoc no meme

Moayab 3. CoBMeCTHTEILCTBO U IONOJHUTEIbHAsSE padoTa

OcobeHHoCTH PabOThI IO COBMECTUTEIBCTBY:

® TIOHATHUE, BUIBI COBMECTHTEIBCTBA, MPOJODKUATEIILHOCTh pab0vYero BpeMeHH, OIuiaTa
TPYyAa, JTOTIOTHUTEIBHOE OCHOBaHHE MPEKPAILIEHHS TPYIOBOTO JOTOBOPA
OdopmieHue 1OMOTHUTEIBHON PabOTHI:
® T[OHATHE, BUJBI (COBMEIIICHUE, pACIIMPEHUE 30H 00CITYKUBaHUs, YBEIMUCHHE 00beMa
paboT, UCTIOTHEHUE 00S3aHHOCTEH BPEMEHHO OTCYTCTBYIOIIETO paOOTHUKA),

coJiep>kaHue paboThl, CPOK BBIMIOJIHEHHUS, 00BEM PaOOTHhI, OTIATa TOTOTHUTEIHLHOM
paboThl

Yueonwuii npoexm:

o Oman 7. Paspabomka ancopumma npuema HaA pabomy GHEWHe20 U BHYMPEHHe20
cosmecmumest

o  DOman 8. Oghopmrenue npoexma nPuUKasa 0 coemMeujeHuu 00IHCHoOCmel
Hmozoewvtii onpoc no meme

Mopnyas 4. Benenne BOMHCKOIo y4eTa B OpraHU3al UM

BouHckuii yueT: nosstue, Jula, NOUIeXKalie IOCTAaHOBKE HA BOMHCKUHN y4eT B OpraHU3allH,
JOKYMEHTBI BOMHCKOT'O y4eTa, OpraHusaius padoTsl 1o BeJeHuI0 BoMHCKoro yuyera (BYC)

OTBEeTCTBEHHOCTh 3a HapyHmICHUC BECACHUA BOMHCKOI'O yucTa



Yueonwviit npoexm:

Oman 9. 3anonnenue pazoena Il iuunou kapmouxu pabomuuxa (yuuguyuposannas gpopma T1-2)

Hmozoewlii onpoc no meme

Moayas 5. 3amuTa nepcoHaNbHBIX IaHHBIX PA00THHKA
3akoHoaarenscTBO Poccuiickoit denepaliuu o nepcoHanbHbIX JaHHBIX

[Tepconanbubie nanubie padotauka (I1JIP): monsrue I1JIP, kateropuu I1JIP, TpeboBanus mpu
obpabotke I1/IP, rapanTuu uX 3aUTHI

[Monoxxenne o 3amure [1/IP: mopsmok pa3pabOTKH, COTIIACOBAHUS, YTBEPKIACHUS

OTBETCTBEHHOCTH 3a HApyIIEHUE HOPM, PETYIUPYIOMHX 00paboTky u 3amuty [1/1P

Yueonwviit npoexm:
Oman 10. 3anonnenue ghopmvi coenacus pabomuuxka Ha 00pabomky e2o nepcoHAIbHbIX OAHHbIX

Oman 11. 3anonnenue ¢opmsl o0baA3amenbcmea 0 HepasnaueHuu NepPCoOHANbHbIX OAHHBIX
0py2020 pabomHuKa

Hmozoewtii onpoc no meme

Mopnyas 6. IIpaBuiia BHyTpeHHero Tpyaosoro pacnopsiaka (IIBTP)
[IpaBuna BHyTpEHHETO TPYAOBOTO PACMOPSAKA: MOPAIOK pa3pabOTKH, COTIACOBaHHMS,
YTBEPKICHUS

[TonsiTue pabouero BpeMeHH: HOpMaJIbHasl U COKpAIIEHHAas! MPOJOKUTENILHOCTh pabovero
BpPEMEHH, CBEpXypoUHas paboTa, HCHOPMUPOBAHHBIN pabounii 1eHb, CMEHHBIH rpaduk
paboThl, CYMMUPOBaHHBIHN ydeT pabodyero BpeMeH!

BpewMst otnbixa: mepepsiB TSl OTABIXA U TUTAHUSI, MEXKTYCMEHHBINA OT/BIX, BBIXOHBIC THH,
Hepabouue npa3JHUIHbIC THU

KoHTposb npucyTcTBUS paOOTHUKOB Ha pabodeM MecTe

Odopmnenue noourpeHnus paboTHUKOB

[TpaBuna npuMeHeHUs] AUCIUITTUHAPHBIX B3bICKAHUN
Yueonwuii npoexm:
Oman 12. Ogopmnenue npoekma npuxaza o npusiederuu K pabome 8 8bIX0OHOU OeHb
Oman 13. Ogopmnenue npeodnodicenust 0 c6epxypouHou pabome

Oman 14. 3anonrnenue gpopmul npuxasa o noowpenuu pabomuuxa (yruguyuposannas gopma T-

11)
Oman 15. Oghopmnenue npoexma npuxaza o npumeHeHuu OUCYUNIUHAPHO20 83bICKAHUS
Oman 16. Oghopmnenue axma 06 omraze 03HAKOMUMbCIL C NPUKAZOM

Hmozoewtii onpoc no meme

Mopnyas 7. ATrecTanus padOTHUKOB OPraHU3aluu
[lonarue arrecranuu pabOTHUKOB OPraHU3AIUH

Llenn npoBeneHus arrectauuu
Bunpt arTectanuu pabOTHUKOB

[Tpumenenue npodeccuoHaIbHBIX CTAHAPTOB IIPU MIPOBEICHUH aTTECTAIUN



[Topsimok oopmiieHus IPOIIeTyphl aTTECTAIIUU PAaOOTHUKOB

Yuyeonwuit npoexm:

Oman 17. Ogopmnenue npoexma npukaza o cO30aHUU AMMECMAYUOHHOU KOMUCCUU,
npoeedenuy ammecmayuu pabomHuUKo8

Oman 18. Oghopmnenue npoekma npuxaza oo ymeepicoeHuu umo2o8 ammecmayuu pabomHuKos

Oman 19. Oghopmnenue npoexma npuxaza o Hanpasienuy pabomHuka Ha ooyyeHue

Hmozogwlit onpoc no meme
Monayas 8. [Ipouenypa ogopmieHust cj1y:;ke0HOM KOMAHIMPOBKH

[lonsTHe cny>xeOHON KOMaHAMPOBKHU.
[Tpouenypa oopmieHust HarpaBiaeHUS paOOTHUKOB B CITYKEOHYIO KOMaHIUPOBKY

Bo3menienne pacxonoB, CBSI3aHHBIX CO CITY>K€OHOM KOMaHIHUPOBKOM

Yueonwuit npoexm:
Oman 20. Pazpabomka aneopumma Hanpasienusi paOOmMHUKA 8 CLYHCEOHYI0 KOMAHOUPOBKY

Oman 21. 3anonnenue hopmvl CryxicedHO20 3a0aHUSL HANPABGLEHUS PAOOMHUKA 8 CILYHCEOHYIO
KOMAaHoOuposky (yruguyuposannas gpopma T-10a)

Oman 22. 3anonnenue Gopmbl npuxkaza o HANPAsIeHUU pPadOMHUKA 8 CILYHCEOHYIO
KOMAaHOuposky (yHuguyuposannasn gpopma 1-9)

Oman 23. 3anonnenue popmvi KOMAHOUPOBOUHO2O YOOCHOBEPEHUS O HANPAGLEHUU PADOMHUKA 8
CILYAHCEOHYIO KOMAHOUPOBKY (VHuuyuposannasn gpopma T-10)

Hmozoewtii onpoc no meme
Monayas 9. [lepeBoa Ha apyryo padory, nepemMenieHue

[TonsiTue nmepeBoja Ha IPYryio paboTy

Bunasl nepeBosia: BpeMeHHBIH epeBo, HOCTOSHHBIN IIEPEBO/I, IEPEBOJ HA APYTYIO paboTy y
TOTO e paboTomaTels, IepeBo] Ha padoTy B APYTYIO MECTHOCTh BMECTE C paboTOIaTeNeM,
HepeBoJl Ha JPyTyo paboTy K ApyroMmy paboToAaTelNto

JlokyMeHTHUpOBaHHE MPOLelyphl IEpPEeBOIA

[lepemerienue: noHsTHE, OCHOBAHUE I NIEpeMeIleHus], 0pOpMIICHHE TPOLIE Ty PhI
nepeMeneHus

Yueonwuit npoexm:
Oman 24. Pazpabomxa aneopumma nepesoda pabomuuxa Ha opyayio pabomy

Oman 25. Oghopmnenue coenauterusi K mpyoosomy 002080p)y 0 nepesooe pabomHuka Ha Opyyio
pabomy

Oman. 26. 3anonnenue opmvl npukasza o nepegooe paboOmMHUKa Ha Opy2yl0 NOCHOSHHYIO
pabomy (yruguyuposannas chopma 1-5)

Oman 27. Ogopmrenue npeonodxcenus o nepesode paboOmMHUKa HA Opy2yl0 NOCMOAHHYIO UNU
8pemMeHHYI0) pabomy



Oman 28. 3anonnenue popmel npuxasa o nepegooe pabomnuka Ha Opy2yio 8pemMeHHyI0 pabomy
(vruchuyuposannas gpopma T-5)

Oman 29. Oghopmnenue npoexma npuxaza 06 omcmpaneHuy pabomuuka om padoomsi
Oman 30. Ogopmnenue npoekma npuxasa o nepemewjeruu pabomHuKa

Hmozoewtii onpoc no meme

Moayas 10. IIpaBuiia npeaocTaBjieHusi pa3HbIX BUA0B OTIYCKOB

EskeronHbie oruraynBaeMbIe OTITYCKa: TTOPSIOK MPEIOCTABICHHS, 0(OPMIICHHE
I'padmk OTIYCKOB: MOPSIIOK Pa3pabOTKH, COTIIACOBAHHUS, YTBEPKIACHUS

Bubl 0TIy CKOB: €XXEeTOAHBIN JOTIOTHUTEIBHBIN OIJIaYMBAEMBbIH, Y4€OHBIM OTITYCK, OTITYCK
1o OEPEeMEHHOCTH U POJiaM, OTIIYCK 0 YXO/y 32 peOCHKOM, OTITyCK 03 COXpaHeHUs
3apa0OTHOM TJIATHI

Yueonwviit npoexm:

Oman 31. Pazpabomka ancopumma npeooCmasieHus exnceco0H020 ONlauueaemo20 OmnycKd
pabomuuxy

Oman 32. Cocmasnenue epaghuka omnyckog (yuuguyuposannasn gopma T-7)

Oman 33. 3anonuwenue ¢opmvl npukaza o0 NPeOOCMABICHUU OMNYCKA PAOOMHUKY
(vruchuyuposannas gpopma T-6)

Oman 34. 3anonnenue ¢hopmuvl 3anucku-paciema 0 npPeOOCMABIEHUU OMNYCKA PAOOMHUKY
(vrughuyuposannasn gpopma T-60)

Oman 35. Ogopmnenue npoexma npuxaza 0o omsviée paboOmMHUKA U3 OMNYCKa

Hmozoewlii onpoc no meme

Mopyas 11. Ilpexkpamenune (pacTop:KeHHe) TPYAOBOr0 JI0roBOpa ¢ PpPadOTHHUKOM
(YBOJIbHEHHE)

[onsarue npexpamienus (pacTOpKeHHs ) TPYI0BOTO I0TOBOPA U YBOJIbHEHHE paOOTHHKA

OcHoBanus U151 IpeKpalleHus (pacTopKeHHsI) TPYJOBOIO JOroBopa ¢ pabOTHUKOM
(yBOJIBHEHHMS): OOIIME OCHOBAHUS NMPEKPALICHUs TPYIOBOIO JOI0OBOpa, PaCTOPKEHNE
TPYAOBOr0 JOrOBOPA 110 MHULUATUBE PAOOTHUKA, PACTOPKEHUE TPYIOBOTO 10r0BOPA MO
UMHHULIMATHBE paboToaaTens, NpeKkpalieHle TpyA0BOro J0roBopa Mo 00CTOSTENbCTBAM, HE
3aBUCSIIHUM OT BOJIHM CTOPOH

[Topsimox odopmieHust mpeKpamieHus: TPyIOBbIX OTHOIIEHUN
Yueonwviit npoexm:
Oman 36. Pazpabomka anzopumma y801bHeHUs pabomHuKa

Oman 37. Ogopmnenue npoekma coziauienus 00 YBOAbHEHUU PADOMHUKA NO CONAUEHUIO
CMOpOH

Oman 38. 3anonnenue gopmel npukasa 0 pacmopaiHceHu’ mpyoo8o2o 002080pa ¢ pabOMHUKOM,
yeonvheHuu (YyHuguyuposanuas gopma T-8)

Oman. 39. 3anonnenue opmel 3anucku-paciema 0 npu NpeKpaujeruu 0etcmeus mpyoo8oco
002060pa ¢ pabomuuxom (yHupuyuposannas gpopma T-61)

Oman 40. 3anonnenue opmvl npuKaza o pacmopicerur mpyoo8o2o 002080pa ¢ pabomMHUKOM,
yeonvHeHuu (Yyruguyuposannas popma T-8) ¢ popmynuposanuem pasHulx U008 OCHOBAHUL

Hmozoewtii onpoc no meme



Mopayas 12. IlpaBuna padoTbl ¢ TPYAOBBIMH KHH:KKaMH. OpraHmsanms TeKylIero
XpPaHeHHs KA/IPOBOil JOKYMEHTAlNU

TpeGoBaHMsI HOPMATUBHBIX MTPABOBBIX AKTOB K MOPSIIKY BEICHUS U XpPaHEHUS TPYAOBBIX
KHIDKEK

TpynoBast KHIDKKA: 3aM0JHEHNE TUTYJIBHOTO JIMCTA, BHECEHUE 3aMKCceil 0 IpuemMe Ha padoTy,
NIEPEBOJIE U YBOJIbHEHUH, O(hOpMIICHIE U3MEHEHHSI TMYHBIX JaHHBIX paOOTHUKA, BHECEHUE
VM3MEHEHUI HEBEPHBIX MJIM HETOYHBIX 3aMHUCE

Odopmrnenue ny0auKkaTa TPYIOBOW KHIDKKH M BKJIAJIBINIA B TPYIOBYIO KHHKKY
Benenue Kuuru yuera nBr>keHuUs: TpyAOBBIX KHIKEK U BKIIAbIIIEH B HUX
Opranu3zanys TeKyIIero XpaHeHus: KaJpoBoil TOKyMEeHTaluu

Yuyeonwuit npoexm:

Oman 41. 3anonnenue mpyoosou KHUdCKU (mumynrbhoco aucma u pazoena «CeedeHus o
pabomey)

Oman 42. 3anonnenue Oyoaukama mpyoo6oU KHUNCKU (MUMYIbHO20 JAUCma u pasoend
«Cgeoenust 0 pabomey)

Hmozoewtii onpoc no meme

5. Opranu3anoHHO-MeIArOru4ecKne yCa0Busl

Cobmonenne TpeOOBaHMI K KaIpOBBIM YCIOBHSM pEaU3alldd  JTOTOJHUTEIHLHOM
npodeccuoHaNbHOM MPOrPaMMBbI:

a) TIPEroJaBaTeNbCKUNA COCTaB O00pa3oBaTENbHONW OpraHu3alvd, O00€CIIeUNBAIOIHIA
00pa3oBaTeNbHBIA TIpoIlecC, 00JIalaeT BBICIITUM OOpa30BaHMEM M CTaXeM TPETOJaBaHUS T10
U3y4aeMol TemaTHKe He MeHee | roja W (WiM) IMpakTHUecKod paboThl B 00NACTAX 3HAHMWIA,
IPEyCMOTPEHHBIX MOAYJISIMU NTPOTPAMMBbI, HE MeHee 3 (Tpex) JIeT;

0) oOpazoBaTenbHON oOpraHuzalyel Hapsgy ¢  TPaAULUOHHBIMU  JIEKIMOHHO-
CEeMUHAPCKUMHU  3aHATUSMU  TPUMEHSIOTCA  COBpeMEHHbIE  3(P(PEKTHUBHBIE  METOAUKHU
MpenoAaBaHusi ¢ MPUMEHEHHEM WHTEPAaKTUBHBIX (HOpM OOyueHUs, ayAHOBU3YaJIbHBIX CPENCTB,
UH(POPMALMOHHO-TEJIEKOMMYHHUKAITMOHHBIX PECYPCOB M HATIISTHBIX Y4EOHBIX TOCOOHIA.

Cobmonenne TpeOOBaHMI K MaTEpPUATBbHO-TEXHUYECKOMY M YYEOHO-METOIMYECKOMY
00€CTIeYeHHIO JIOTIOTHUTEIBHOM MPOo(hecCHOHAIBHONW POTPAMMBI:

a) oOpa3oBaTeNbHasl OPTaHU3AlMS PacloiaraeT HeoOX0UMOM MaTepruaIbHO-TEXHUYECKOM
0a30M, BKJIIOYasi COBPEMEHHBIE ayUTOPUH, OMOIHOTEKY, Ay JHOBU3yalIbHBIE CPEACTBA O0YUCHHS,
MYyJIbTUMEANMHYIO anmnaparypy, OprTeXHHUKY, KOMHPOBAIbHBIE ammapaTel. MarepuanbHas 0a3a
COOTBETCTBYET CAaHUTAPHBIM U TEXHUUYECKUM HOpMaM U MpaBUjaM U O0OECIeUnBaeT MPOBEACHUE
BCEX BHJIOB MPAKTUYECKOM M TUCUUILUIMHAPHON MOATOTOBKHM CIyIIAaTeNIel, MPEeayCMOTPEHHBIX
y4eOHBIM IJIAHOM PEATU3yeMOM JOMIOTHUTETHHON IPO(EeCCHOHATLHOM MTPOrPaMMEI.

0) B ciy4ae MPUMEHEHHS SJIEKTPOHHOTO OOYYeHWHsI, NUCTAHIIMOHHBIX 0Opa30BaTEIbHBIX
TEXHOJIOTHH KXl OOYJalONIMiicsl B TEUEHHUE BCEro mepuoaa oOydeHHs oOecreunBaeTCs
WHAVBUAYATbHBIM  HEOTPAHMYEHHBIM  JOCTYIOM K  DJIEKTPOHHOM  HH(OPMAIMOHHO-
o0Opa3oBaTeNbHON cpele, colep)kalleil Bce dJIEKTPOHHBIE 00pa30BaTEIbHBIE PECYPCHI,
MIEPEYUCIICHHBIE B MOAYJISX JOMOTHUTEIHHON MPO(ecCHOHANBEHOM MPOTrPaMMBbl.

6. (I)OpMI)I aTTeCTAllUM U OHCHOYHBIC MaTEpHUaJbI



OOpa3oBarenbHasl OpraHu3alyds HECeT OTBETCTBEHHOCTh 3a KauecTBO IOATOTOBKHU
ciylmaTeneil M peamu3anHio JOMOJHUTEIbHON MpOo(ecCHOHATBFHOW MPOrpaMMbl B MOJHOM
00BbEME B COOTBETCTBUH € YUEOHBIM IUIAHOM.

OneHka KadecTBa OCBOCHHS JIOMOJHUTEIBHOM MPOQPECCHOHATIBHONH  MPOTrpaMMBI
CIyILIaTeIe BKIOYAET TEKYIIUH KOHTPOJb yCIIEBAEMOCTH U UTOTOBYIO aTTECTALUIO.

PesynbraTsl utoroBoit arrecrauuu ciaymaresnei AI1I1 B coorBeTcTBUM ¢ (hOPMOI UTOTOBOM
aTTecTallid, YCTAaHOBJICHHOW YYEOHBIM IIJJAaHOM, BBICTABJSIOTCS IO JBYX OaJbHOW IKaie
(«3a4TEeHO\HE3aUTEHOY ).

CrnyaTensM, yCHEIHO OCBOMBIIUM JIOTIOHUTEIbHYIO MPOGECCHOHATIBHYIO IPOrpaMMy U
IPOILEAIINM UTOTOBYIO aTTECTALIMIO, BBIJACTCS YIOCTOBEPEHHE O MOBBIIIEHUH KBATU(PUKALIH.

CrnymarensM, He NPOLIEAIIMM HMTONOBOM aTTECTALMM WJIM TOJYYMBIIMM Ha WTOTOBOU
aTTeCTallud HEYAOBJIETBOPUTENIbHbIE pE3YyJbTaThl, a TakXKe JHIaM, OCBOMBIIMM 4acTb
JIOTIOTHUTEIBLHON TPOo(EeCCHOHATBFHON MPOTrpaMMBbl M (MJIM) OTYHUCIEHHBIM U3 00pa3oBaTeIbHOM
OpraHu3aly, BBIJACTCSA ClpaBKka 00 OOyyeHHMHM WIM O TMepuoae oO0y4deHus Mo obpasiy,
CaMOCTOSITENIbHO YCTaHaBIMBAEMOMY 00pa30BaTEIbHON OpraHU3aIlei.

Pe3ynbpTaThl HTOrOBOM aTTECTALlMU 3aHOCATCSA B COOTBETCTBYIOIINE JOKYMEHTHI.

YcnoBusa nNpoxoxXxaeHus
Bpemsa(MmuH): 20

KonuuectBo Bonpocos: 20

MpoxopaHoi 6ann(NbB): 12

NB cpegHni ypoBeHb: 15

Nb sakcnepT: 18

PaBHOMEpPHO pacnpeaesieHue Nno MoayAaM

Bonpoc 1/50
TpynoBon koaekc Poccumnckon deaepaunm BBEAEH B AENCTBUE
Bbibepute oanH oTBeT:

e 1 despansa 2002 r.

e 1 cdeBpans 2004 r.

e 1 deBpanda 2006 r.
Bonpoc 2/50
Kto wn3 paboTtomateneii wuMeeT npaBoO MNPUHUMATb JIOKaNbHbIE HOPMATUBHbIE aKThl,
cozepkallme HOpMbl TPYAOBOro npasa?
Bbli6bepute HECKOJIbKO OTBETOB:

e dM3MYeCcKMe Nnua, He SBASKOLWNECH NHANBMAYANbHLIMKU NpeanpuHUMaTensiMm

e MHAMBUAYaAJIbHbIE NpeanpUHUMaTENN

e lOpMaMYeckme nuua
Bonpoc 3/50
Ecnu oTHOLWEHMSA, CBSI3aHHbIE C MCMONIb30BAHMEM JIMYHOIO TpyAad, BO3HMKAM Ha OCHOBaHWMU
rpa)xaaHCKO-NMpaBoOBOro A0OroBopa, HO BMNOCMAEeACTBMM B nopsiake, ycTtaHoBneHHom TK PO,
aApyrmmn deaepanbHbIMM 3aKOHaAMU, ObIIM NPU3HaAHbI TPYAOBbIMU OTHOLUEHUSMU, K TaKUM
OTHOLUEHUAM MPUMEHSIOTCS
Bbi6bepute oguH OTBET:

e [OJIOXEHUS TPYAOBOro 3aKOHOAATENbCTBA W WHbIX aKTOB, COAEpPXALUMX HOPMbI

TPYAOBOro npasa

e [OJIOXEHUS FpaXKAaHCKOro 3aKoHOAaTeNbCTBA

e [OJIOXEHUS TPYAOBOIro N rpaXAaHCKoOro 3akoHoAaTebCTBa
Bonpoc 4/50
PacnpocTpaHsieTcs N1 AencTemMe TPYAOBOro 3aKOHOAATENbCTBA M MHbIX aKTOB, COAEpXalimX
HOPMbl TPYAOBOIrO MpaBa Ha roCyAapCTBEHHbIX FpaXKAaHCKUX CIyXalWmMxX U MyHULUMMNaNbHbIX
cny>Xxawmx?
Bbibepute oaMH OTBET:

e He pacnpocTpaHsieTcs

e pacnpocTpaHsieTcs Ha 06WMX OCHOBaHUNAX



e pacnpocTpaHsieTcsa ¢ 0CO6eHHOCTAMU, NpeayCMOTPEHHbIMK deaepanbHbIMXU 3aKOHaMMU
M MHbIMW HOPMAaTMBHbLIMW MpPaBOBbIMM akTamMum PO O rocyaapCTBEHHOWM rpaKAaHCKOWM
cnyxb6e u MyHmumnnanbHom cnyxbe
Bonpoc 5/50
Kakol 4OKYMEHT OTHOCUTCS K 0b6s13aTesibHbIM?
Bbi6bepute oanH oTBeT:
e JlO/DKHOCTHasa MHCTPYKUUS
e KonnekTueHbIN JOroBOP
e LlTaTHOE pacnucaHue
Bonpoc 6/50
sBnsatoTca Ny npodeccuoHanbHble cTaHaapTbl 06a3aTtenbHbIMU A5 MPUMEHEHNS?
Bbibepute oanH OTBeET:
e T[lpodeccmoHanbHble CcTaHAapTbl o06s3aTesibHbl  TONbLKO A4S FOCYyAAPCTBEHHbIX
opraHusauum
e [lpodeccmoHanbHble CTaHAapTbl 0b6s3aTeNnbHbl ANa Bcex paboTonatenen
e [lpodeccnoHanbHble CTaHAApTbl B YacTU yKa3aHHbIX TpeboBaHun obsi3aTesibHbl AN
npuMmeHeHunss pabotogatensamm, ecnn TK PO, gpyrumm degepanbHbIMM 3aKoHaMu,
MHbIMM HOPMaTUBHbLIMM MPaBOBbIMW akTamm PO ycTaHoBneHbl TpeboBaHus K
KBanudunkaumm, Heobxogmmon paboTHUKY AN BbINOSIHEHUSA ONpeaeneHHON TpyAoBoOM
dyHKUUN
Bonpoc 7/50
B kakoih cpok pabotopaTtenb o6a3aH 0dopMUTL C pabOTHMKOM TpPyAOBOM [AOroBOp B
NMMCbMeHHOM dopmMe npu dakTuyeckom gonyuieHnmn paboTHuka Kk pabote?
Bbi6bepute oauH OTBET:
e PaboTopaTtenb B 3TOM cny4yae He 06s3aH opopMnaTb ¢ paboTHMKOM TpyAOBOM AOFOBOP
B MMCbMEHHON opMe
e He no3gHee Tpex paboumx AHen co AHS aKTM4eckoro gonyuweHus paboTHuKa K
paboTe
e He nosgHee Tpex KaneHaapHbIX AHEN CO AHS paKTM4ecKoro gonyuweHums paboTHmMKa K
paboTe
Bonpoc 8/50
CpoK XpaHeHM1S WTaTHOro pacnmcaHus
Bbibepute oanH oTBeT:
e 10 net
e 75 net
e [locTosAHHO
Bonpoc 9/50
B Kakon JOKYMEHT BHOCSATCH M3MEHEHUS JIMYHbIX CBeAeHU 0 paboTHuke?
Bbi6bepute ogMH OTBET:
e B AO/MKHOCTHYIO MHCTPYKLUMIO
e B wTtaTHOe pacnucaHue
e B nnyHyo kapTouky paboTHUKa
Bonpoc 10/50
Kakue aoKyMeHTbl NpeabsaBiseT Anuo, noctynatuiee Ha paboTty?
Bbi6bepute oauH OTBET:
e PekoMeHAaTesbHOE NMMCbMO OT Npeablayllero paboroaartens
e 3anoSIHEHHYI aHKeTy
e [lOKYMEHT, yAOCTOBEPSAOLWWNNA TINYHOCTb
Bonpoc 11/50
CTopoHaMu TpyAOBOro AOroBopa SABNAOTCS
Bbi6bepute HECKOJIbKO OTBETOB:
e PabotopaTenb
e lWcnonHutenb
e PaboTHuK
Bonpoc 12/50
O643aTenibHbIMU YCNOBMAMU ANS BKJIKOYEHUS B TPYAO0BOW AOrOBOP SABASIOTCA
Bbibepute HECKOJIbKO OTBETOB:
e Ycnosue 06 ncnbiTaHnn
e Ycnosusa onnaTbl Tpyaa



e Ycnosusa Tpyaa Ha pabodem mecTte
Bonpoc 13/50
Ecnv B Tpy4AOBOM AOroBOpe He OroBOPEH CPOK ero AencTBuUs, TO AOroBop CYUTaETCs
Bbi6bepute oauH OTBET:
e He3akno4YeHHbIM
e 3aK/IOYEHHbIM Ha OAMH roa
e 3aK/Il0O4YeHHbIM Ha HeonpeaeneHHbIN CpoK
Bonpoc 14/50
CoBMeCTUTENLCTBO — 3TO
Bbi6bepute oguMH OTBET:
e BbINO/HEHME pabOTHMKOM ApPYron perynspHon onnadynmeaemon paboTbl Ha YCIOBUAX
TPYAOBOro Aorosopa B cBO604HOE OT OCHOBHOWM paboTbl BpeMs
e BbINO/HEHMNE AOMONHUTENbHOM paboTbl B TeyeHne yCTaHOBNEHHOMN
MPOAO/IXUTENbHOCTM pabouero AHA (CMeHbl) Hapsay c paboToin, onpegeneHHon
TPYAOBbIM AOrOBOPOM
e BbINO/IHEHNE paboTHNKOM 6€3 onnaThl TPyAOBON MYHKUMKN Apyroro paboTHUKaA
Bonpoc 15/50
NmeeT nn paboTHMK NpaBo AOCPOYHO OTKa3aTbCs OT BbIMNOSIHEHUS AOMOJHUTENbHON paboTbl?
Bbibepute oaMH OTBET:
e [la, nmeet, Nnpeaynpeams 06 3ToM 3a 3 gHSA
e HeT, He uMeeT
e [la, MeEeT Npu HaUYNN YBAXKUTEJSIbHOM NPUYUMHBI
Bonpoc 16/50
TpynoBOM AOroBop BCTYMNAET B CUY
Bbi6epuTe HECKOJ/IbKO OTBETOB:
e Co aHs ero noanmcaHus paboTHnMkoM u pabortogartenem
e Co gHa cdakTnyeckoro gonyuweHus paboTHuKa K paboTe c BeaomMa MM NO MOPYHEHUIO
paboToaartens uaun ero ynosIHOMOYEHHOrO Ha 3TO NMpeacTaBuTens
e [locne okoH4YaHMSA Cpoka UCMbITaHUS
Bonpoc 17/50
Ecnu paboTHuk He npuctynun K paboTe B AeHb Hadana paboTtbl, To paboTtomaTesnb MMeeT
npaso
Bbibepute oauH OTBeET:
e PacToprHyTb TPyA4OBOW A0rOBOP
e AHHYyNMpoOBaTb TPYAOBOW AOrOBOP
e YHUYTOXWTb TPYAOBOW AOrOBOP
Bonpoc 18/50
Korga no nucbMeHHOMY 3asiBfieHuto paboTHuka pabotogatenb 0653aH BblaaTb PaboOTHUMKY
KOMMUWN LOKYMEHTOB, CBA3aHHbIX C paboTon?
Bbibepute oauH OTBET:
e B oTOT Xe aeHb
e He nosgHee Tpex pabounx AHEN CO AHSA NOAAYM ITOro 3asB/IEHUS
e He no3gHee HeaenbHOro Cpoka
Bonpoc 19/50
B kakoi cpok pabotogaTtenb o06s513aH yBeAOMNSATb BOEHHble KoMuUccapuaTbl 060 Bcex
rpaxgaHax, npebbiBalOWwMX B 3anace, M rpaxaaHax, noanexawux npusbiByY Ha BOEHHYH
CNyx6y, NpUHATbIX Ha paboTy MK YBOJIEHHbIX C paboTbl?
Bbi6bepute ogMH OTBET:
e B naTuaHeBHbIN CPOK
e B pgecatmaHeBHbIN CPOK
e B aByXxHeaenbHbIN CPOK
Bonpoc 20/50
Ha ocHoBaHMM Kakoro AOKyMeHTa wu3gaetcs npukas (pacnopsbkeHue) pabotopgatensa o
npueme Ha paboty?
Bbi6bepute oguH OTBET:
e 3asgasneHunsa paboTHMKaA
e [loknagHoM 3annUCKU pyKOBOAUTENS CTPYKTYPHOIro noapasaeneHuns
e TpypoBoro goroesopa
Bonpoc 21/50



Copepxutca nn B TK P® ocHOBaHWe Ansa yBONbHeHUs paboTHWMKa 3a pa3srnaweHue
NepCcoHasnbHbIX AAHHbIX APYroro paboTHmMka?
Bbi6bepute oauH OTBET:
e [la, Takoe oCHOBaHMe coaepXxutcsa B Tpyaosom koaekce PO
e HeT, Takoro ocHoBaHus HeT B TpyaoBoM kKogekce PO
e B cnydyae pa3srnaweHus nepcoHanbHbIX AAHHbIX APYroro paboTHuka pabotogaTenb
0653aH yBONnTbL paboTHMKa NO COrnaleHmio CTOPoH
Bonpoc 22/50
MNepeBoAoM Ha Apyryto paboTy ABns0TCA
Bbi6bepute oauH OTBET:
e TONbKO NOCTOSAHHOE U3MEHeHMe TPyA0BOMN YHKLUMK paboTHMKA
e [lepemMelyeHune ero He gpyroe paboyee MecTo
e [lOoCTOSAHHOE MM BpeMeHHOe W3MeHeHue TpyaoBor dyHKUMM paboTHuka u (Mnu)
CTPYKTYpPHOro nojpasfeneHusi, B KoTopoM paboTaeT paboTHUK (ecnu CTpyKTypHoe
nogpasgeneHne 6bi10 yKasaHo B TPyA4OBOM AOroBope)
Bonpoc 23/50
[onyckaeTcss nNuM M3MeHeHuWe OnpefeneHHbIX CTOPOHaMM YCNOBWI TPyAOBOro Aoroesopa (3a
WCKIIOYEHNEM U3MEHEHNS TPYAOBON PYyHKLUUM paboTHMKA) NO MHULUMATMBE pabotoaatens?
Bbibepute oanH oTBeT:
e HeT, He gonyckaeTtcsa
e [la, gonyckaeTtcs naMmeHeHune noboro ycnosus
e [la, ponyckaetcs B C/fy4yae, Korga no npuyYnHaM, CBA3aHHbIM C W3MEHEHUEM
OpraHM3auUMOHHbBIX UM TEXHOMNOrMYECKUX YCIOBUIM TpyAa onpeaesieHHble CTOpoHaMu
yC/l0BUSA TPYAOBOIro AOroBOpa He MOryT 6biTb COXpaHEHbI
Bonpoc 24/50
Mo KakOMy OCHOBaHMIO TPyAOBOM AOrOBOP MOXET ObiTb NpeKpaweH?
Bbi6epuTe HECKOJIbKO OTBETOB:
e [lo obcToATENBLCTBAM, HE 3aBUCALLUUM OT BOSIM CTOPOH
e [lo nHnumatTmnee paboTHmMKa
e [lo vHuumnaTMBe paboTonartens
Bonpoc 25/50
Mo KakoMmy OCHOBAHUIO  AOMNYyCKaeTcs YBOJIbHEHUWE B nepuojg BpeMeHHOM
HeTpyAocrnocobHocTn?
Bbi6epute oAMH OTBET:
e [lporyn
e CoKpaleHne YNCIEHHOCTN nnun wTtata paboTHMKOB
e WMHunumnatmea paboTHuMKa
Bonpoc 26/50
TeueHne cpoka npeaynpexaeHus paboTHMKa 06 yBOMbHEHWWM MO COBCTBEHHOMY >XEnaHwuio
HauyMHaeTcs
Bbi6epute oAMH OTBET:
e C paTbl HaNUCaHWSA 3asBleHUs
e Co gHs nonyyeHusa paboTtopartenem 3asBneHus paboTHMka 06 yBOSIbHEHUN
e Ha cneaywowuii aeHb nocne nosny4veHus paboTtonaTtenem 3asiBneHuMs paboTHuka 06
YBOJIbHEHUN
Bonpoc 27/50
B neHb NpekpalleHns TpyaoBOro Aorosopa pabortogartenb ob6s3aH
Bbi6epuTe HECKOJ/IbKO OTBETOB:
e T[loTpeboBaTb 3anonHeHUs 06xXoaHOro NUCTa
e [lpousBecTn c paboTHMKOM pacyeT
e BblgaTb TPyAOBYIO KHUXKY
Bonpoc 28/50
MpaBuna BHyTpeHHero Tpya0BOro pacrnopsaka
Bbibepute oanH oTBeT:
e (ObaA3aTenbHbI NOKaNbHbI HOPMAaTUBHbIN aKT AN BCEX OpraHM3aUni
e O6s3aTenbHbIN SIOKaNbHbI HOPMATUBHbLIA aKT TOMbKO A1 TOCYAAPCTBEHHbIX W
MYHMUMNANbHbIX OpraHn3auni
e He aBnserca ob6a3aTenbHbIM N0KabHbIM HOPMATUBHbLIM aKTOM
Bonpoc 29/50



Pabouee BpemMs — 3TO
Bbibepute oanH oTBeT:

e Bpemsa, B TeueHue KOTOpOro pabOTHWMK B COOTBETCTBUM C MNpaBUIaMW BHYTPEHHErO
TPYAOBOro pacnopsaka W YyCioBMSMW TPyAOBOro [AOroBopa JAOJ/IKEH WCMNOJSHATb
TpyAoBble 06593aHHOCTH

e Bpems, B TeueHMe KOTOpOro paboTHMK B COOTBETCTBUM C AONIXKHOCTHOM MHCTPYKUMNEN
OOJSHKEH UCNOMHATb TPyAoBble 0693aHHOCTH

e Bpemsa, B TeyeHMe KOTOpPOro paboTHWMK B COOTBETCTBMM C AOFOBOPOM BO3ME34HOr0
OKasaHusa ycnyr AOKEH UCMONHATb TpyAoBble 0693aHHOCTH

Bonpoc 30/50

HopmanbHas NpoAo/KUTENbHOCTb pabodero BpeMeHM aAns Bcex paboTHMKOB He A0SKHa
npeBbIWaTb

Bbibepute oaNH OTBeET:

e BocbMu yacoB B AeHb

e Copoka 4acoB B Hepento

e Cra WwecTuaecsT 4acoB B Mecsl,

Bonpoc 31/50
HenonHbiih pabounini geHb (cMeHa) nnu HernonHasa paboyas Hegens MOryT yCTaHaBAMBaTbCS
Bbibepute oanH oTBeT:

e Tonbko nocse 6 MecsiLeB HenpepbiBHOW paboTbl Yy AaHHOro pabotogartens

e Tonbko npu npueMe Ha paboty

e Kak npu npueme Ha paboTy, Tak 1 BNOCNeACTBUN

Bonpoc 32/50
HouHoe BpeM4
Bbi6bepute oguH OTBET:

e C 22 yvacos oo 6 yacos

e C 22 yvacos go 8 yacos

e C 20 vacos o 6 yacos

Bonpoc 33/50
CeBepxypou4Has pabota
Bbi6epuTe HECKOJ/IbKO OTBETOB:

e Pabota, BbinosHaeMas paboTHMKOM MO MHMUMATMBE paboToaaTens 3a npeaenamu
YCTaQHOBNEHHOW ANns paboTHMKa Npoao/IKUTENbHOCTN paboyero BpeMeHu

e Pabota, BbinonHsemas paboTHMKOM NO MHMUMaTMBe paboTopaTtens: npu
CYMMWpPOBaAHHOM y4yeTe paboyero BpeMeHM - CBEpX HOPMasbHOro 4mcna paboumx
YacoB 3a YYETHbIN Nepunoa

e Pabota, BbinosHAeMass paboOTHMKOM MO CO6CTBEHHOW MWHMUMATMBE 3a npeaenamu
yCTaHOBNEHHOM Aans paboTHMKA NPOAOIKUTENbHOCTN paboyero BpeMeHu

Bonpoc 34/50
HeHopMMpoBaHHbIM pabounin AeHb - 0cobblii pexxnm paboTbl, B COOTBETCTBMUN C KOTOPbIM
Bbibepute oaMH OTBET:

e Bce paboTHMKM MOryT no pacnopsbkeHumio paboTtomatens npu HeobxoomMocTm
3NM304MYECKN MNpUB/EKATbCS K BbIMOJIHEHUIO CBOMX TPYyAOBbIX (YHKUMA 3a
npeaenamMmn yCTaHOBJ/IEHHOW A1 HUX NPOAOIXKUTENBHOCTM paboyero BpeMeHu

e OtaenbHble paboOTHMKK MOryT MO pacnopshxkeHuio pabotogaTens nNpu HeobxoaMMOCTH
3NM304MYECKN MNpUBMEKaTbCA K  BbIMOJIHEHUIO CBOMX TPYAOBbIX (YHKUMA 3a
npeaenamMmn yCTaHOBJ/IEHHOW A1 HUX NPOAONIXKUTENBHOCTM paboyero BpeMeHu

e OTpenbHble paboTHWUKM [OSMKHbI MOCTOSAHHO MNPMBEKATbCA K BbIMNOSIHEHUKD CBOUX
TPyAoBbIX (PYHKUMA 3a npeaesaMmym YCTAHOBJIEHHOW AN HUX MNPOAOSIKUTENIbHOCTU
pabouyero BpeMeHu

Bonpoc 35/50
Mpankm CMEHHOCTM A0BOASATCS A0 cBeaeHus paboTHMKOB
Bbi6bepute oauH OTBET:

e HakaHyHe pabouei cMeHbl

e He nosgHee 4yeM 3a ogHY HeAesnto A0 BBEAEHUS UX B AEACTBUE

e He nosgHee 4yeM 3a OAMH MecsL, 4O BBEAEHUS UX B AEACTBUE

Bonpoc 36/50
MpoaoMmKUTENbHOCTb NepepbiBa ANS OTAbIXa U NMUTAHUS B TedeHune paboyero aHS (CMeHbI)
AO/KHa 6bITb



Bbibepute oanH OTBeET:
e He 6onee ogHOro Yaca n He MeHee TpUALATU MUHYT
e He 6onee AByXx 4acoB M He MeHee 04HOro 4aca
e He 6onee AByX 4acoB M He MeHee TpMAaUaTU MUHYT
Bonpoc 37/50
MpuenedeHne Kk paboTte B BbIX0AHblE N Hepaboume npasgHUYHbIE AHU
Bbi6bepute oauH OTBET:
e PaspelwaeTtcs ansa Bcex paboTHMKOB
e Paspelwaetcs ToNbKO AN pabOTHMKOB C HEHOPMMPOBaHHbIM pabounm gHeM
e 3anpewlaeTcs, 3a UCKJIOYEeHNEM cnydaes, NpeayCcMOTpeHHbIX TpyaoBbiM Kogekcom PO
Bonpoc 38/50
ExxeroaHbii OCHOBHOM onnavynBaeMbin oTnyCcK npenocTaBnsieTcs paboTHMKaM
NPOAOIKNTENIbHOCTBIO
Bbi6bepute oauH OTBET:
e 14 kaneHpapHbIX AHEN
e 28 pabounx gHen
e 28 KaneHAapHbIX AHEWN
Bonpoc 39/50
0O6s3aH nu paboTomatenb, NpefoCTaBfsATb OMJlayMBaEMbIA OTMYCK 3a MNepBblin rog paboThbl
BCeM paboOTHMKAM A0 MWCTEYEHUS LEeCTU MecsiueB WX HernpepbiBHOM paboTbl y AaHHOro
paboTtopatens?
Bbibepute oauH OTBeET:
e [la, 06s3aH
e HeT, He 0643aH
e 06f3aH ans onpeaeneHHbIxX Kateropmii paboTHMKOB
Bonpoc 40/50
MoXeT N1 exeroaHblii onnavymBaeMbln OTNYCK 6biTb 3aMEeHEH AEeHEXHOW KOoMMeHcaumen?
Bbibepute HECKOJIbKO OTBETOB:
e [la, MOXET Npu yBONIbHEHMWN paboTHMKA
e [la, No nuUCbMeHHOMY 3asBneHuMio paboTHMKa MoxeT ObITb 3aMeHeHa 4acTb
€XXerogHoro onja4ymBaemMoro oTrnycka, npesbliwatowas 28 KaneHgapHbixX gHEN
e [la, MOXeT No ycMoTpeHuto pabotoaaTens
Bonpoc 41/50
MpoaomKNUTENbHOCTb OTNycKa 6e3 coxpaHeHus 3apaboTHOM NnaTbl
Bbi6bepute oauH OTBET:
e Onpegensietca pabotoaartenem
e He MoXeT npesblWwaTb O4HOrO0 Mecsaua
e OnpegenseTcsa nNo cornaweHuto mexay pabotHmkoM n pabotogatenem
Bonpoc 42/50
OT yvero 3aBMcuUT 3apaboTHas nnarta Kaxaoro paboTHuka?
Bbi6bepute oguH OTBET:
e OT kBanudpwukaumm paboTHMKA, CAOXKHOCTM BbINOJHSAEMON paboTbl, Konu4yecTBa U
KayecTBa 3aTpadeHHoro Tpyaa
e OT KOAMYecTBa WTATHbIX eanHUL,
e OT BO3MOXHOCTen paboTtogatens
Bonpoc 43/50
Mpwn HanpaBneHnn paboTHMKA B CNYXXEOHYO KOMaHAMPOBKY €My FrapaHTUPYOTCS
Bbibepute HECKOJIbKO OTBETOB:
e CoxpaHeHue MecTa paboTbl (JOKHOCTH)
e CoxpaHeHue cpeaHero 3apaboTka
e Bo3melweHne pacxoaoB, CBA3aHHbIX CO CyXebHOW KOMaHANPOBKOWN
Bonpoc 44/50
YBO/SIbHEHME NO pe3yfbTaTaM NpoBeAeHHON aTTecTaumn He AonyCcKaeTcs
Bbibepute HECKOJIbKO OTBETOB:
e PaboTHWKOB, 3aHATbIX Ha paboTax C BpeAHbIMU N/UN ONACHbIMW YC/IOBUSIMKU TpyAa
e bBepeMeHHbIX XeHLUWH
e OaMHOKMX MaTepen, BOCNUTbIBaOWMX pebeHka B Bo3pacTe Ao 14-Tn net
Bonpoc 45/50



Kakue aucumnnnHapHble B3bICKaHUS MMEET NpaBo NpMMeHUTb paboTodaTenb 3a COBEpPLUEHME
AVCUMMIMHAPHOIo NpocTynKa?
Bbi6bepute oauH OTBET:
e LUTpad
e [lenpeMupoBaHue
e YBOJSIbHEHME NO COOTBETCTBYIOLWMM OCHOBAHUAM
Bonpoc 46/50
Korga paboTtomatens uMeeT npaBo O(OpPMUTb aKT O HenpeaocTaB/ieHUM OOBSACHEHUS B
NMMCbMeHHOW dopme?
Bbi6bepute oauH OTBET:
e [10 UCTEYEHUN HeaLeNbHOro Cpoka
e [lo ucreyeHmm 2 pabounx gHemn
e [lo UcTeueHun 2 KaneHaapHbIX gHEN
Bonpoc 47/50
TpynoBas KHMXKa HoBoro obpasua 6bina BBeAEHaA B AENCTBUE
Bbibepute oanH oTBeT:
e 1 anBapsa 2002 r.
e 1 anBapsa 2004 r.
e 1 aHBaps 2006 .
Bonpoc 48/50
Ha kakyto kateroputo paboTHMKOB paboToaaTenb HE BeAET TPYAOBbIE KHUXKUN?
Bbibepute oauH OTBeET:
e PaboTopaTenb AO/MKEH BECTU TPYAOBbIE KHMXKWN Ha BCeX paboTHUKOB
e PaboTopaTenb He BeAeT TPpyAOBble KHUXKWM HA MHOCTPAHHbIX FpaxaaH
e PaboTopaTenb He BeAET TPyAOBbie KHUXKM Ha COBMeCcTUTenen
Bonpoc 49/50
BHOCATCS N cBeAEHMS O B3bICKAHUAX B TPYAOBYIO KHUXKY?
Bbi6bepute oauH OTBET:
e HeT, He BHOCATCA
e [la, BHOCATCS BCe BMAbl B3bICKAHWUN
e [la, BHOCATCS B C/lyvae, Koraa ANCUMNINHAPHbBIM B3bICKaHMEM SIBASIETCH YBOJIbHEHUE
Bonpoc 50/50
3a HapyleHMe TpyAoBOro 3aKoHoAaTENbCTBA NpeAyCMaTpUBaEeTCs OTBETCTBEHHOCTb
Bbibepute HECKOJIbKO OTBETOB:
e AOMUHUCTpPATMBHaA
e [ucumnnuHapHas
e YronosHas
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