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JlomosiHATEIbHAA PO ECCHOHATIBHAA NPOrPaAaMMA
NOBBINICHUSA KBATUPUKANUN
«Kagposasi padoTa B COBPpEMEHHON OPraHU3ALMH B
2019 r. YpoBens 3. BHyTpeHHu#N ayIuT KaAPOBbIX
TOKYMEHTOB)»

ropoa Mocksa



[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 pesynbrare mpoxoxxaeHusi 00yueHus CIyHiaTeslb JA0DKEH TMOJYyYUTh aKTyalbHbIE CHCTEMHBIC
3HAHMA O MOPSAKE MIPOBEICHUS ayUTa KaJPOBBIX JOKYMEHTOB U O()OPMIICHHUS €TO PE3YJIbTaTOB;
HAay4YUThCS TPABWIBHO JOKYMEHTHPOBAaTh CHUTyallMd, CBS3aHHBIE C YTpaTOM M IOpYeH
JOKyMEHTOB, IOJYYHTh 3HAHUS 00 OTBETCTBEHHOCTH 3a HapylleHHs B cdepe Tpyaa u
KOHKPCTHBIC pCKOMCHAAWU 10 BOIIPOCaM BCACHUA KaIlpOBOﬁ AOKYMCHTAlIMU B COOTBCTCTBUH C
TpeOOBaHUSAMH JCHCTBYIOIIETO 3aKOHOJATEIbCTBA. 3HATh 00 M3MEHEHUSAX B 3aKOHOJATENILCTBE
P® u ymeno ux ucnosb3oBathk B padoTe.

COBepIHeHCTByeMbIe KOMIICTCHIIUN

No Kommerenmmsa Hanpasnenue moaroToBku
®droc 380303
YMNPABJNEHWE




MNEPCOHAJIOM  (YPOBEHb
BbICLLEMO ObPA3OBAHUA
BAKAJIABPUAT)

Ko xommereHnimm

3HaHueMm TpynoBoro kojekca Poccuiickon ®depepauuu u
WHBIX HOPMATHBHBIX IPABOBBIX aKTOB, COJAEPKAIIUX HOPMBI
TPYZOBOI'O IPaBa, 3HAHUEM IPOLEAYP NPUEMA, YBOJIBHEHMUS,
nepeBojia Ha APYTyI0 paboTy W MEepeMeleHHus MepcoHaa B
coorBercTBUM ¢  TpynoBelM  koxmekcom  Poccuiickon
Qenepalii W BIAJEHUEM  HaBbIKaMH  OQOpPMIICHHUS
CONIPOBOXKAAIOIIEH TOKYMEHTALIMU

BJIQJICHUEM HAaBBIKAMHU pPa3pa0OTKH OpPTaHU3ALMOHHOW WU
(YHKIIMOHATIBHO-ILTATHOM CTPYKTYPHI, pa3paboTku
JIOKaJbHBIX HOPMATUBHBIX AKTOB, KACAIOIIUXCSI OPTaHU3AIIH
TpyAa (mpaBuia BHYTPEHHErO TPYAOBOIO pacropsika,
TOJIOXKEHNE 00 OTITyCKaXx, MOJOKEHHE O KOMaHIUPOBKaX )

YMEHHEM  BECTHM  KaJpOBOE  JACIIONPOU3BOACTBO W
OpraHu130BbIBaTb ApXUBHOE XPAHEHUE KAPOBBIX TOKYMEHTOB B
COOTBETCTBUU C JACHUCTBYIOIIMMH HOPMATHBHO-IIPABOBBIMHU
aKTaMH, 3HAaHWEM OCHOB KaJpOBON CTAaTUCTUKH, BIIAJICHUEM
HAaBbIKAMHM COCTAaBJICHUSI KaJpOBOM OTYETHOCTH, a TAKKe
HaBbIKAMU O3HAKOMJICHUSI COTPYJHUKOB OpraHU3aluu C
KaJpOBOM MTOKYMEHTAllMEd W ACHCTBYIOIIMMH JIOKAIbHBIMU
HOPMAaTUBHBIMH aKTaMH, yMEHHE OOeCNeUHuTh 3aIUTy
MEPCOHAIBHBIX JAHHBIX COTPYIHUKOB

[IK-10

ITK-11

[IK-13

npocbeccuoua.nbﬂoro craHaapra

COBepHIeHCTByeMbIe KOMIIETEHIUH B COOTBETCTBMM C TpPYIAOBbBIMH (l)I/IKIII/IHMI/I

npukasom MuHtpyga PO ot «06» okTaA6pa 2015 r. Ne 691H

«CneunannucT no YNpasNEeHUIO MNEePCOHANoOM», YTB.

Ne

Komnerenis Hanpasnenne moarotoBku

«Cneumnanuct No ynpasneHuio
nepcoHanomM», yTB. NPUKA3OM
MuHTpyaa PP ot «06» oKTAa6pa 2015 .

Ne 691H
TpynoBeie QyHKIMHU (KOM)
1 | JlokymeHTanimoHHOE obOecnedeHue padoThl ¢ A/01.5, A/02.5, A/03.5
IEPCOHAIIOM

IlnanupyemMblii pe3yJbTaT 00y4eHHs :

[Tocne okonuanust 00ydenust Ciymarenb OyaeT 3HaTh:

l.
2.
3.

Kax npoBonuTh BHyTpEHHUH ayJUT KaJpOBBIX IOKyMEHTOB
Kak rpaMoTHO 0pOpMIIATH pe3yIbTaThl ayiuTa

Kax noxymMeHTHpOBaTh CUTyalluy, CBSI3aHHBIE C TIOPYEH MIIM yTPAaTOU KaJpoBOMH

JOKYMCHTAallU

Kak ncnpaBisaTs ommOKH, JOMYIIEHHbIE IPU JOKYMEHTUPOBAHUU TPYAOBBIX OTHOIIECHUI




5. Kak BecTu KagpoBy10 JOKYMEHTAIMIO OPraHU3alUK B TTIOJTHOM COOTBETCTBUU C
TpeOOBaHUSMU JICHCTBYIONIETO 3aKOHOIaTeNIbcTBa Poccuiickoit deneparnun

6. Kak opopMisTh OpraHu3alMOHHYIO0 U PACTIOPSIUTEIBHYIO JOKYMEHTAITUIO 110 TIEPCOHATY

Kaxk BecTr 1OKyMEHTaLIMIO IO YUYETY U ABUKEHUIO KaJPOB

8. Kak amMHHHCTpHUPOBATH IPOIIECCH ¥ JOKYMEHTO00O0POTA 10 YUeTy U JIBHKCHHIO

~

IHociie okonuanus o0yuenusi Caymaresb OyaeT ymMeThb:

e CamOCTOSITENbHO MPOBOJUTH BHYTPEHHUN ayIUT KaJPOBbIX JOKYMEHTOB

o I'pamoTHO OhOPMIATH pe3yIbTATHI Ay UTA

e JIOKyMEHTHUPOBATh CUTYaIlMH, CBA3aHHbBIC C MIOPYEH WU yTPATOU KaJIpOBOH
AOKYMCHTallUN

e HcnpaBnsats ommOKH, AOMYIIEHHBIE IPH TIOKYMEHTUPOBAHUH TPYIOBBIX OTHOILIEHUI

e Becrtu KaapoBy10 JOKYMEHTALUIO OPraHU3alUHU B IIOJIHOM COOTBETCTBUU C
TpeOOBaHUAMU JEHCTBYIOMIET0 3aKoHOMaTenbecTBa Poccniickoit deneparuu

e O¢opMIATh OPraHU3AIHMOHHYIO U PACTIOPSIIUTENFHYIO JOKYMEHTAIUIO 110 TIEPCOHAITY

e BecTu 1okyMeHTalUIO MO YUYETy U IBUKEHUIO KaJpOB

e AJMMHUCTPUPOBATH MPOLECCHI U JOKYMEHTOOOOPOTA M0 YUETY U IBUKECHUIO KaJpOB

2. YueOHblii MIaH:
Kareropust cimymareneil: CHEMUAINCTEL 110 KaJapaM, CHEIUAINCTHI 10 YIIPABICHUIO IIEPCOHAIIOM,
pYKOBOIUTENU KaapoBbix ciyxk0, HR-generalist, qupekropa mo mepconHany, Bce >Kelaroliue
MOBBICUTh KBaTU(UKALMIO MO0 BOIpPOCaM KaJpOBOro ydera TpeOOBaHUS K MpeaBapHUTEIHHOU
IIOATOTOBKE:

1. VYcnemHoe okonuanue kypca Kamposas pabota B coBpemeHnHo# opranuzamuu 2018r.
Vposenb 1. Ilponenypesl odopmiieHUs TPYAOBBIX OTHOLIEHMH WM SKBUBaJICHTHAs
MOJIFOTOBKA.

2. VYcnemHoe okoH4yaHue Kypca KagpoBas pabora B coBpeMeHHO# opranuzanmu 2018r.
Vpoenbp 2. OpraHuzanusi KaJpoOBOTO JEJIONMPOU3BOJCTBA WJIM SKBUBAJICHTHAS
MOJTrOTOBKA

Cpoxk o0yuenust: 16 akaeMUYECKUX YacOB, 84. - CAMOCTOATEILHO

dopma oO0yueHuUs: OuHas, O4YHO-3a04Has, 3aouyHas. [lo »xemanuto cmymarens Qopma
00y4YeHHUsT MOKET OBITh U3MEHEHA ¥/VITH JOTIOJTHEHA.

Pexxum 3aHATHI: THEBHOMW, BEUEPHUM, TPYIIIIBI BBIXOJAHOIO AHS.

No Oo6ma | Beero B Tom uncie CPC
/11 HaumenoBanue Mmoyneit :pyﬂo ayn.1 HEKH [Ipakt | Ton
TI0 IPOrpaMMe eMKOC nu : bKO
- 3ansat. | A1
’ O
1 Moayas 1. [TonaTHE ayauTa KagpOBbIX 3 2 1 1 1
JIOKyMEHTOB
) Mopnyas 2. [IpoBepka J0KaJIbHBIX HOPMaTUBHBIX 3 2 0,5 1,5 1
aKTOB
3 Mogayas 3. [IpoBepka JTOKyMEHTOB, CBSI3aHHBIX C 3 2 0,5 1,5 1
odopmiieHHEeM TipueMa Ha paboTy
4 Moayanb 4. AyauT BeJieHUs U XpaHCHUS 3 2 0,5 1,5 1
TPYJIOBBIX KHMKEK paOOTHUKOB
5 Monayas 5. IIpoBepka TOKyMEHTOB, CBSI3aHHBIX C 3 2 0,5 1,5 1
JBI)KEHUEM KaJpOB, YIETOM paboyero BpeMeH!




Monayas 6. [IpoBepka TOKyMEHTOB O MOOILIPEHUH, 3 2 0,5 1,5
O IPUBJICUCHUU K I[I/ICL[PIHJIPIHapHOP'I
OTBETCTBEHHOCTH. AyIUT OPOPMIIEHHUS Pa3HBIX
BUJOB OTITYCKOB

Moayasb 7. AyauT JOKYMEHTOB, CBSI3aHHBIX 3 2 0,5 1,5
7 MIPEeKpaIeHueM/ pacCTOPKEHUEM TPYIOBOTO
JI0OTOBOpa ¢ pabOTHUKOM

Moayab 8. Ayaur opraHuzanud paboOTHI C 3 2 0,5 1,5
KaJpOBBIMHU JIOKYMEHTaMH.

[TpoBepka MpaBUIBLHOCTH YHHUUYTOXKECHUS
JOKYMEHTOB I10 JHYHOMY COCTaBY

Uroro: 24 16 45 11,5

Hrorosas arrecramnus TECTUPOBAHHUC

Hns  Bcex BUAOB  ayJUTOPHBIX  3aHATHM  aKaJIEMUYECKMH  Yac  yCTaHaBJIMBAETCS
MPOJIOJKUTEIBHOCTBIO 45 MUHYT.

3. Kanenpapublii yueOnblii rpagux

Kanennaphsiii yaeOHbIi rpaduk GOPMHUPYETCS MPH OCYHICCTBICHHH 00yYEHHs B TCUCHHE
BCEro KajeHaapHoro roaa. [lo mepe Habopa TpyIin CiyIiaTesiel Mo MporpaMMe COCTaBIISCTCS
KaJICHJIApHBIA rpad¥K, YIUTHIBAIOMINN 00BEMBI JICKIMHA, MPAKTHKH, CAMOIOTOTOBKH, BBIC3/IbI
Ha O0OBEKTEL.

Henens 1 2 3 4 5 6 7 Hroro

oOy4eHwust 4acoB/cpc
TH BT cp qT T cO BC

1 Henens 4 4 4 4NA - - - 16

CPC 2 2 2 2 8

Wroro: 24

[Ipumeuanue: A — Utorosas arrecranus (TECTUPOBAHHE)

4. PaGouue nporpaMmbl y4eOHBIX PEAMETOB

Mopnyas 1. IlonsiTHe ayauTa KagpOBBIX JOKYMEHTOB

BHyTpeHnHuii ayauT KaJIpoBBIX JOKYMEHTOB: MMOHSATHE, BUIbI, TPeOOBaHUS 3aKOHOAATEIbCTBA PD
K JOKYMEHTHPOBAHUIO PaOOTHI C IEPCOHAIOM

[lopsinox mpoBeneHUs] BHYTPEHHETO ayJuTa KaJpOBBIX JOKYMEHTOB: pa3pabOTKa IOIIAaroBOI0
aJroOpuTMa MpOLEIyphl, IOATOTOBKA K BHYTPEHHEMY ayAMTY KaJpPOBBIX JOKYMEHTOB, IIPOBEPKA
HAJIM4Ms HEOOXOJMMBIX TOKYMEHTOB, ayJIUT COOTBETCTBUS (DOPMBI M COACPIKAaHUS KaapOBOU
JOKyMEHTAllU HOPMaTUBHBIM TPeOOBAHUAM, ONPEIEIICHUE JIETUTUMHOCTH IOKYMEHTOB

OdopmiieHne pe3yabTaToB MPOBEICHHS BHYTPEHHETO ayIuTa KaJpOBbIX JOKYMEHTOB: (UKCALUs
BBISIBIICHHBIX ~OINMOOK, HETOYHOCTEH, WCIPaBICHUA W HEIOCTOBEpHOW WHGOpMAIMKA B
JOKYMEHTax, pa3paboTKa IUIaHa KOPPEKTUPOBOK YCTAHOBJIIEHHOI'O HOpPsAKa OQOpPMIICHUS
JIOKYMEHTOB 110 IEPCOHAITY, peanu3alis NPUHATHIX U3MEHEHUI

Yueonwviit npoexm:




Oman 1. Paszpabomka nowiaz08020 ancopumma nposeoeHus 8HympeHHe20 ayouma Kaoposvix
O0OKYMEHmMO8

Oman 2. Pazpabomka 6aankos u ¢popm 05 3anecenus uHpopmayuu o nposedeHul HympeHHe20o
ayouma Kaopoeuvlx OOKYyMeHmMOo8

Oman 3. Cocmasnenue nepeuts 00KyMeHmMo8, NOONeHCAUWUX NPOBEpPKe

Hmozoewtii onpoc no meme

Moayas 2. IIpoBepka JIOKaIbHbIX HOPMATHBHBIX AKTOB

AJNTOPUTM TIPOBEPKH JIOKATBHBIX HOPMATUBHBIX akTOB (JIHA)
[TpoBepka Hammumst o0s3aTenbHBIX JIHA
Aynaut cootBeTcTBUs opMbl U coaepkanus JIHA tpeboBanusamM 3akoHoaarenbcTBa PO

Qduxcanus BbIBICHHBIX OMIMOOK M  HapylleHWd, BHeceHue u3MeHeHudd B JIHA

Yueonwviit npoexm:
Oman 4. Aneopumm nposepxu JIHA

Oman 5. Ilposepxa npaeun enympenne2o mpyoogo20 pacnopsoKka u eHecenue ungopmayuu 8
coomeemcmaytoujue OaHKU U hopmul

Oman 6. Ilposepka nonodxcenus 0 NepCoOHAIbHBIX OAHHBIX PADOMHUKOS U 8HeceHue UHDopmMayuu
6 coomeemcmeylowjue O1AHKU U Hopmbl

Oman 7. Ilposepka wimammno2o pacnucanus u eHecenue UHGOpMayuu 6 cOOmeEemcmeyrouue
onanxu u hopmul

Hmozoewtii onpoc no meme

Moaynb 3. [IpoBepka 10KYMEHTOB, CBA3aHHBIX ¢ 0opMJIeHHeM NPUeMa Ha padoTy

ANTOpUTM MIPOBEPKH JOKYMEHTOB, CBA3aHHBIX C O(OPMIICHHEM IIpueMa Ha paboTy
Onpenenenue NONIMHHOCTH JJOKYMEHTOB, MPEIbSIBIIEMBIX IPH 0(OPMIIEHUH HA paboTy
AyIuT 3aKJIIOYEHHS TPYAOBOTO I0TOBOpa

[TpoBepka odopmiieHUs MpuKas3a o npueMe Ha padboty (yHudumupoBannas ¢opma T-1)
[TpoBepka 3amoTHeHUs TMYHON KapTOUKu paboTHUKA (yHUUIIMpOoBaHHAs popma T-2)

dukcanus u HCIIPABJICHUC BBISIBJICHHBIX OIINOOK

Yueonwuii npoexm:

Oman 8. Paspabomka nowiazo8o20 aneopumma npogepKu OOKYMEHMO8, CEA3AHHbIX C
ogopmnenuem npuema Ha pabomy

Oman 9. Ayoum mpyoo6vix 002060p06 U enecenue UuHpopmayuu 8 coomeemcmayouue O1anKu u
Gopmol
Oman 10. [Iposepra npuxazoe o npueme Ha pabomy u uxkcayus oumubox

Oman 11. I[Iposepka npasunbHOCmu 3aNOIHEHUS TUYHOU KAPMOYKU pAOOMHUKA



Oman 12. Ob6cyxncoenue u anamu3 owubOOK, OONYUJEHHBIX VYACMHUKAMU UCTMOPpUU 8
suoeomamepuane «Kaoposvie ucmopuu, uacms 1»

Hmozoewtii onpoc no meme

Mopnyasb 4. AyauT Be/leHUsI U XpaHeHHs TPYA0BbIX KHHKEK PA00THHKOB

AJIFOpI/ITM IMPOBECPKH BCACHUA U XPAHCHUS TPYAOBBIX KHMKCK U BKJI&Z[LIIHGﬁ B HUX

HpOBepKa H606XOI[I/IMI)IX JOKYMCHTOB: IIPpHKa3 O HA3BHAYCHHUHU OTBETCTBCHHOI'O JIMIIA 3a BEACHUC
TPYAOBBIX KHHKCK, OaHKH TPYAOBLIX KHUKCK W BKJIaJIbIIIA B HCC, 3asBKa HA IMOJTYYCHHC
0JaHKOB TPYAOBBIX KHUKCK, OTUCTBI O HAJITMYUHU 0JaHKOB TPYAOBBIX KHUXKCK

[TpoBepka HaJIM4MS TPYAOBBIX KHHKEK PAOOTHUKOB
Aynut odopmileHUs TPYAOBBIX KHIKEK U BKJIAbIIIEH B HUX

@uKkcanuus U UCIIPABIICHUE 3aUCEN, TPU3HAHHBIX HEAEHCTBUTEIbHBIMU

Yueonwviit npoexm:

Oman 13. Pazpabomka nowazoeo2o aneopumma ayouma mpyoosbiX KHUNCEK U 6KIAOblulel 6
HUX

Oman 14. Ilposepxa ogopmienuss mpyoosvix KHUdNCEK, QuKkcayus u ucnpaeieHue sanucell,
NPUSHAHHBIX HeOelcmEUumenbHulMU

Oman 15. Obcyxicoenue u anamuz owuUOOK, OONYUJEHHBIX YUACHUKAMU UCOPUU 8
sudeomamepuane «Kaopoevle ucmopuu, uacmo 2»

Hmozoewtii onpoc no meme.

Mopayas 5. IIpoBepka 10KYMEHTOB, CBSI3AHHBIX C JABHKEHHEM KAa/poOB, y4eToM padouero
BpeMeHH

ANTOpPUTM TIPOBEPKH OPOPMIICHHS JOKYMEHTOB, CBSI3aHHBIX C IBM)KEHUEM KaJIpOB M YIETOM
pabouero BpeMeHH

AyauT 3aKJIIOUEHUS COTVIALLIEHUH K TPYAOBBIM JI0TOBOpaM
[IpoBepka npuka3oB 1Mo JUIHOMY COCTABY
[IpoBepka MpaBUILHOCTH BeJeHHS Tabenst yuera pabodero BpeMeHH

dukcanys ¥ UCTIPABJICHHE ONTUOOK M HAPYIIICHUI

Yueonwuit npoexm:

Oman 16. Paszpabomka nowazo8020 aneopumma HnpoBepKU OOKYMEHMOS, CBA3AHHLIX C
o8udicenem Kaopog

Oman 17. Ayoum coenawieruti K mpyoosvim 002080pam U NPUKA308 O nepesode pabomHuKa Ha
opyeyro pabomy

Oman 18. [Iposepra npuxazoe o nanpasieHuu pabomuuxa 8 CIyHceoHy10 KOMAHOUPOBKY

Oman 19. I[Iposepka npasunvrocmu eedenus mabens yuema paboue2o pemenu



Hmozoewtii onpoc no meme

Moayas 6. IlpoBepka JOKYMEHTOB O MOONIPEHUM, O NMPUBJICYEHUH K AUCHHUILIMHAPHOM
OTBETCTBEHHOCTH. AyIUT 0(pOpMJIeHHS Pa3HbIX BU0B OTIIyCKOB

AyIuT TOKYMEHTOB, CBSI3aHHBIX C IMOOLIpEeHNEeM PaOOTHUKOB
[IpoBepka npaBUIIBHOCTH NMPUBJIEUEHNEM PAOOTHUKOB K TUCIUILIMHAPHON OTBETCTBEHHOCTH
[IpoBepka opopmiteHHs pa3HBIX BUOB OTITYCKOB

dukcanys 1 UCTIPABJICHHE ONTUOOK M HAPYIIICHUI

Yuyeonwuit npoexm:

Oman 20. Paszpabomka nowiazo8020 ancopumma HnpoBepKU OOKYMEHMOS, CBA3AHHLIX C
noowpeHuem u OUCYUNTUHAPHBIM G3bICKAHUEM

Oman 21. Ilposepxa O0KyMeHmMO8, CBA3AHHBIX C NOOWPeHUeM pabomHUKO8 (Npuxkazvl o
noowpenuu pabomHuxa)

Oman 22. Ayoum npoyedypvi npusieyerus pabomHuKo8 K OUCYUNTUHAPHOU OMEEemCmMEeHHOCMU
(axmul, npukasvl O HNPUMEHEHUU OUCYUNTUHAPHBIX 63bICKAHULL U O3HAKOMAEHUEe C HUMU
pabomuuxos)

Oman 23. [Iposepka opopmaenus epaguka omnyckos

Oman 24. [Iposepka ogpopmaenus npukazos o npeoocmasienuy Omnycka pabomHuxy

Hmozoewtii onpoc no meme

Moayab 7. AyAUT JOKYMEHTOB, CBA3aHHBIX NpeKpalleHueM/ pacTop:KeHueM TPYyA0BOro
JA0roBOpa ¢ pa0OTHUKOM

ANTOpUTM  TIpOBeneHUS  aynuTa O(GOpMIICHHS ~TPEKPALICHHS/PACTOPKEHHS  TPYIOBBIX
OTHOILIEHUH C pabOTHUKOM

[IpoBepka HanuuKst HEOOXOAMMBIX JTOKYMEHTOB Ul YBOJIbHEHUS paOOTHHUKA
Aynut odopMIIeHUS TOKYMEHTOB TIPY TIPEKPAICHUN/PACTOPKEHNN TPYIOBBIX JOTOBOPOB

dukcanys 1 UCIPABJICHUE HAPYLICHUN

Yueonwtit npoexm:

Oman 25. Paspabomka nowazo8o20 anicopumma npoeepku OOKYMEHMO8, CEA3AHHbIX C
npexpawjerHuem/ pacmopiceruem mpyoosozo 002080pa ¢ pabomHUKOM

Oman 26. Ilposepka npasunbHocmu 0goOpMIeHUs NPUKA308 O NpeKpaweHul/ pacmopiceHuu
mpyo008020 002080pa

Oman 27. Bwiaeienue u ucnpasienue MunudHblX OWUOOK NPU DACMOPHCEHUU MPYO08O2O
docoeopa

Oman 28. Obcyscoenue u ananuz OowudOOK, OONYUWEHHbIX VUACMHUKAMU UCMOPUU 8
sudeomamepuane «Kaopogvie ucmopuu, yacmeo 3»

Oman 29. Obcysxicoenue u anamuz owubOK, OONYUJEHHbIX YYACMHUKAMU UCOPUU 8
sudeomamepuane «Kaopogvie ucmopuu, uacmo 4»

Hmozoewtii onpoc no meme



Moayab 8. Ayaur opraHu3anmum padoTbl ¢ KaapoBbIMH JoKyMmMeHTamu. IIpoBepka
NPAaBUWJIbHOCTH YHUYTOKEHHUS] JOKYMEHTOB I10 TUYHOMY COCTABY.

ANTOpUTM MPOBEACHUS ayUTa OPraHU3aIK padoThl ¢ KaAPOBBIMHU JTOKYMEHTAMHU

[TpoBepka HOMEHKJIATYPHI JIe]T KaJAPOBOH CITYKObI

AyuT perucTpaiiioHHbIX GopM (KYpHAJIOB/KHHUT y4eTa JIOKYMEHTOB IO JINYHOMY COCTaBY)
HpOBepKa MMPAaBUJIBHOCTU MOATOTOBKH JOKYMCHTOB I10 JIMYHOMY COCTaBYy UL I€p€aavu B apXuB

AyIuT YHUUTOXKEHHS JOKYMEHTOB: CPOKH XpaHEHHUs, CIIOCOOBI YTHIIN3aLUH, opopmileHHEe (aKTa
YHUYTOXEHUS

Yueonwviit npoexm:
Oman 30. Cocmasnenue HoMeHKIAMypul el KAOPOBOU cyHcObl

Oman 31. Obcyxcoenue u anamu3 owubOK, OONYUJEHHBIX VYACMHUKAMU UCTIOPUU 8
sudeomamepuane «Kaopogvie ucmopuu, yacmeo 35»

Oman 32. Pewenue ketica «lIposedenue enympennezo ayouma kaopogvix OOKyMeHmos»

Hmozoewtii onpoc no meme

5. Oprann3zannoHHO-NeIArorHYecKmne ycJaoBusi

CoOmronenne TpeOOBaHMM K KaJpOBBIM YCJIOBUSIM peaqu3alMd  JIOMOJHUTEIbHON
npo¢eCCHOHATBLHON POTPAMMBI:

a) TpernojaBaTeNbCKU CcOCTaB 00pa3oBaTelIbHOM OpraHu3anuy, 00ecrneunBaOIIMM
o0Opa3oBaTeNbHbIN Mpolecc, 001anaeT BBICIIUM OOpa30BaHMEM U CTaXEM IMpENnojaBaHUs IO
U3yyaeMoil TeMaTuke He MeHee | roja M (WIM) MPaKTUUECKOM paboThl B 00JacTAX 3HAHMIM,
IPEyCMOTPEHHBIX MOAYJISIMU IIPOTPAMMBI, HE MeHee 3 (Tpex) JIeT;

0) oOpa3zoBaTenbHONM OpraHu3alueld Hapsgy C  TPaJAWLUOHHBIMU  JIEKLIHOHHO-
CEMUHAPCKUMM  3aHATHSMH  IPUMEHSIOTCS  COBpEMEHHble  A(P(EKTUBHBIE  METOJUKU
IpenojaBaHys C NPUMEHEHUEM HWHTEPaKTUBHBIX (OopM 0O0yueHMs], ayAHOBU3yalbHBIX CPEICTB,
UH(POPMALMOHHO-TEIIEKOMMYHHUKAITMOHHBIX PECYPCOB M HATIISTHBIX Y4EOHBIX TOCOOHIA.

CoOmronenne TpeOOBaHMH K MaTepuUalbHO-TEXHUYECKOMY M y4eOHO-METOANYECKOMY
00€CTIeYeHHIO JIOTTOTHUTEIBHOM MPOo(hecCHOHAIBHONW POTPaMMBI:

a) oOpazoBaTeNbHasl OpraHu3alysl pacrojaraeT Heo0X0AUMOM MaTepHaIbHO-TEXHUYECKON
0a30M, BKJIIOYasi COBpPEMEHHBIE ayUTOPUH, OMOIHOTEKY, Ay JHOBU3yaIIbHBIEC CPEACTBA O0YUCHHS,
MYJbTUMEIUIHYIO anmnaparypy, OprTeXHUKY, KOIMMPOBAJIbHBIC ammnapaThl. MartepuanbHas 0a3a
COOTBETCTBYET CAaHUTAPHBIM U TEXHUYECKUM HOpMaM U MpaBUjaM U OOECIeunBaeT MPOBEACHUE
BCEX BUJOB NPAKTUYECKOM M JUCLUUIUIMHAPHOW MOATOTOBKHU CllyLIaTeleH, MpeayCMOTPEHHBIX
y4eOHBIM IJIAHOM PEATU3yeMOM JOMIOTHUTETHHON IPO(ECCUOHATLHOM MTPOTrPaMMEI.

0) B ciay4yae NMPUMEHEHHs SJEKTPOHHOTO OOY4YeHMs, JUCTAHIMOHHBIX OOpa3oBaTEIbHBIX
TEXHOJIOTHH KXl OOYJalOUIMiicsl B TEUEHHWE BCEro mepuoaa oOydeHHs oOecreunBaeTCs
UHIUBUAYAIbHbBIM  HEOIPAaHUYEHHBIM  JIOCTYIOM K  3JEKTPOHHOM  MH(pOPMALMOHHO-
o0Opa3oBaTeNbHON cpene, colepkalleil Bce dJIEKTPOHHBIE 00pa30BaTEIbHBIE PECYPCHI,
NEPEYUCIICHHbIE B MOJYJISX AONOIHUTENBHON MPO(peCCHOHATBHON POrPaMMBI.



6. @DopMbI ATTECTAIMH M OLIEHOYHbIE MATEPUAJIbI

OOpa3oBarenbpHasl OpraHu3alys HECeT OTBETCTBEHHOCTh 3a KadecTBO IMOJTOTOBKHU
ciymaTeneil M peamu3anyio JOMOJHUTEIbHON MpOo(ecCHOHATFHOW MPOrpaMMbl B IOJHOM
0o0BeMe B COOTBETCTBHUH C yUE€OHBIM ILIAHOM.

OneHka KadecTBa OCBOCHHS JIONOJHUTEIBHOM MPOPECCHOHATIBHONH  MPOTrpaMMBI
CIyILIaTeIe BKIOYAET TEKYIIUH KOHTPOJb yCIIEBAEMOCTH U UTOTOBYIO aTTECTALUIO.

PesynbraTsl utoroBoit arrecrauuu ciaymaresnei AI1I1 B coorBeTcTBUM ¢ (hOPMOI UTOTOBOM
aTTecTallid, YCTAaHOBJICHHOW Y4YEOHBIM IIJJaHOM, BBICTaBJSIOTCS IO JBYX OajgbHON IlKaye
(«3a4TEeHO\HE3aUTEHOY ).

CrnyaTensM, yCHeIHO OCBOMBIIUM JIOTIOTHUTEIbHYIO MPOGECCHOHATIBHYIO IpOrpaMMy U
IPOILEAIINM UTOTOBYIO aTTECTALIMIO, BBIJACTCS YIOCTOBEPEHHE O MOBBIIIEHUH KBATU(PUKAIIH.

CrnymarensM, HE NPOLIEAIIMM HMTONOBOM aTTECTALMM WJIM TOJYYMBIIMM Ha WTOTOBOU
aTTeCTallud HEYAOBJIECTBOPUTENIbHBIE pE3yJbTaThl, a TaKXKe JHIaM, OCBOMBLIMM 4acTb
JIOTIOTHUTEILHON TPO(EeCCHOHATBEHON MPOTrpaMMBbl M (MJIM) OTYHUCIIEHHBIM U3 00pa3oBaTeIbLHOMN
OpraHu3aliK, BBIJACTCSA CclpaBKka 00 OOyyeHHMHM WM O Iepuoae oO0y4deHus Mo oOpasiy,
CaMOCTOSITENIbHO YCTaHaBIMBAEMOMY 00pa30BaTEIbHON OpraHU3aIlei.

HToroBast aTrecTaiys MpoBOAUTCS MO (OpME TECTUPOBAHHS B COOTBETCTBUU C yUEOHBIM
1aHOM. Pe3ynibTaThl HUTOTOBOM aTTECTALIMM 3aHOCSTCS B COOTBETCTBYIOLIUE JOKYMEHTBHI.

Tect «KagpoBasi padora B COBpeMeHHOH OpraHu3anuu. YpoBeHb 3. BHyTpeHHuil ayaur
Ka/IPOBBIX JOKYMEHTOB»

YcaoBust NpoxoxkaeHUs

Bpewmsi(mun): 20

KonuuectBo Bonpocos: 20

Ipoxoxnoit 6amn(I16): 12

I1b cpennuii yposenb: 15

1B skcmept: 18

PaBHOMEpPHO pacnpeneneHue Mo MoLyJIsIM

Bompoc 1/50
B kakux moxyMmeHTax coiepykarcsi TpeO0oBaHHS K 0POPMIICHHIO KaPOBBIX IOKYMEHTOB
BriGepuTe HECKOIBKO OTBETOB:

. [Mpodeccronanpupiii  crangapt "CHEMUAIMCT TIO YIPABICHUIO TEPCOHAIOM", YTB.
prKa30M MUHHUCTEPCTBA TpyAa U colaabHOM 3amuThl PO o1 «06» okTsa6ps 2015 r. Ne 6911

. [TocranoBnenne Iockomcrata P® ot 05.01.2004 Nel «OO6 yTBepKkICHHU
YHU(PULIHPOBAHHBIX (POPM NMEPBUUHON YUETHOHN TOKYMEHTALIUH 110 YUETy TpyJa U €ro OIiaTh»

. @enepanbhbiil 3akoH Poccuiickoit ®enepaunu ot 6 nexabpst 2011 r. N 402-®3 "O
OyxranTepckoM yuete"

Bomnpoc 2/50

BHyTpeHHMIi ayTUT KaJpOBBIX TOKYMEHTOB IPOBOJUTCS
Br16epuTe HECKOIBKO OTBETOB:

. Kak camocTodrenpHas npouenypa

. Kak cocrassromas o011ero kaipoBoro ayaura

. ToJsibKO IIepe IIaHOBOM MPOBEPKON ['0Cy1apCTBEHHOM MHCIIEKLIUU TPy Aa
Bompoc 3/50

Bunel ayaura kagpoBbIX JOKYMEHTOB
Br16epuTe HECKOIBKO OTBETOB:
. Bremnui



. BuyTpennuii

. CMmenianHbIf

Bormpoc 4/50

Urto npoBepsieTcst BO BpeMsl MPOBEACHUS BHYTPEHHETO ayIMTa KaAPOBBIX JTOKYMEHTOB
Br16epute HECKOIBKO OTBETOB:

. Hannune o0s3aTenbHBIX JOKYMEHTOB M HUX COOTBETCTBHE HOpPMaMm TpPYAOBOTO
3aKOHOJATEIbCTBA

. IIpaBuiia KOMIUIEKTOBAHMS U XpPAHEHUS KAJPOBBIX JOKYMEHTOB

. Crunpb ynpasiieHUs B OpraHU3aliu

Bompoc 5/50
[1pu npoBeeHNN ayAUTa JOKAIBHBIX HOPMATHBHBIX aKTOB MTPOBEPSICTCS
BriOepuTe HECKOIBKO OTBETOB:

. CooTBeTcTBHE  COACP)KAaHMSI  JIOKAJBHBIX ~ HOPMATHUBHBIX  aKTOB  TPeOOBaHMSIM
3aKkoHoaTenscTBa PO

. [Toanucu paboTHUKOB 00 03HAKOMJICHUH C JIOKAJIbHBIMH HOPMAaTUBHBIMH aKTaMHU

. Hanwuue xonwii TOKaJIbHBIX HOPMATUBHBIX aKTOB Y KaXKIOT0 pabOTHHUKA

Bormpoc 6/50

Ha uto crnegyer oOparuTh BHMMaHHE IpH NPOBEACHUM BHYTPEHHErO ayJuTa KaJpOBBIX
JOKyMEHTOB

Bribepure HECKOIBKO OTBETOB:

. Ha mpaBuiia KOMIUIEKTOBaHHS JOKyMEHTOB

. Ha coorBercTBHE coJepkKaHUS KaApPOBBIX JOKYMEHTOB TpeOOBaHUSAM TPYJIOBOTO
3aKOHO/IATEIbCTBA

. Ha ko3¢ ¢unment Tekydectu nepcoHaa 3a MocIeIHUNA TepuoT

Bormpoc 7/50

Bugamu npoBepku KapoBBIX JOKYMEHTOB SIBISIOTCS

Br16epuTe HECKOIBKO OTBETOB:

. Iloxnasa
. Bri6opounas
. CMmertranaas

Bormpoc 8/50

B axre o npume-niepegaye aen no KapoBOMy JIEJIONPOU3BOJICTBY HE YKA3bIBAECTCS

Bri6epuTe oguH OTBET:

. [lepeyeHp NpOBEPEHHBIX TOKYMEHTOB

. [Tepeyenr 0OHapy>KEHHBIX HECOOTBETCTBUI M HEIOCTATKOB

. [lepeyenr nun, noANeXKamMX YBOJBHEHHUIO B CBSI3M C HEHAJUICKAIUM BEJACHUEM
KaJIpOBOTO JIEJIONPONU3BOICTBA

Bormpoc 9/50

K xakomy sTamy paOoTbl C KaApOBBIMU JOKYMEHTAMU OTHOCHUTCS Iepeiada JOKyMEHTOB B apXUB
Bri6epute oguH OTBET:

. OdopMmieHre TOKYyMEHTOB
. O06paboTka JOKYMEHTOB
. XpaHeHNe NCTIOTHEHHBIX IOKYMEHTOB

Bompoc 10/50
B opranmzanuu Ha Kax1oro pabOTHUKA JOIDKHBI OBITH OPOPMIIEHBI JIOKYMEHTHI
Bribepure HECKOIBKO OTBETOB:

. 3asiBiIeHHE O TIpueMe Ha paboTy
. TpynoBoit 1orosop
. Jlnunas kapTOoUYKa pabOTHHKA

Bompoc 11/50
Kaxoii nokasibHbII HOPMATUBHBIN aKT I0JKEH ObITh YTBEPKJIEHBI B KOKJ0U OpraHu3aluu
Bribepure ouH OTBET:



. JIokaibHBIIT HOPMATUBHBIN aKT O TPOBEJCHUH CIIEIUAIBHON OLICHKH YCIOBUM Tpya

. JlokanbHBII HOPMATHMBHBIM aKT O HampaBIeHUH pPAaOOTHUKOB B  CIyXeOHBIE
KOMaHAUPOBKU
. JlokanbHBII HOPMATUBHBIN aKT O MIEPCOHATBHBIX JAHHBIX pAaOOTHHKA

Bompoc 12/50

Kaxum IMyTEM MOT'YT BHOCHUTBHCA U3MCHCHUS B JIOKAJIbHBIC HOPMATHUBHBIC aKThI
BriOeprTe HECKOIBKO OTBETOB:

. OtmeHa npeapIAy el peaakuy JOKyMEeHTa U U3aHle HOBOU

. Buecenne wu3MeHeHMI HEMOCPEICTBEHHO B TEKCT JOKyMEHTa MyTeM 3auepKUBAHUS

npexHed HHPOPMALIMU U HATICAHUS HOBOM

. PazpaboTtka mpunoxkeHus K J0KaIbHOMY HOPMATUBHOMY aKTy
Bomnpoc 13/50

B ciydae oOHapykeHHs yTpaThl, IOPYU JOKYMEHTOB CIELyET
Bribepure HECKOIBKO OTBETOB:

. 3adukcupoBath GakT yTPATH/TIOPUN JOKYMEHTA (AKT)

. 3anpocuTh NHCbMEHHOE OOBsSCHEHHE Yy paOOTHHKA, YTPaTHBILETO/UCIIOPTUBIIETO
JOKyMEHT

. CoobmuTh 00 yTpare/mopue JOKyMEHTOB B [ 0Cy1apCTBEHHYIO HHCIIEKLIMIO TPYIa

Bompoc 14/50

O0s13aTeNBHO JIN 3aKIII0YaTh TPYAOBOM TOTOBOP MO YTBEPKIACHHON dhopme?
Bri6epute oquH OTBET:

. Ja, o06s13aTenbHO A1 BCceX paboToaaTeneit

. Her, He 00s3aTensHO

. VYTBepkaeHHas (opMa  TPYJOBOrO  JIOTOBOpa  SIBISETCA  00s3aTENbHOM
MUKPOTIPEATPUATHNA

Bompoc 15/50

Kaxkue yciaoBust Tpy10BOr0 10r0oBOpa SBISIOTCS 003aTEIHHBIME?
Bribepure HECKOIBKO OTBETOB:

. WcnpiTanue npu npueme Ha padoTy

. TpynoBas pyHKIUSA

. VYcnoBus Tpyaa Ha paboueM MecTe

Bompoc 16/50

TpynoBbIe TOTOBOPHI MOTYT 3aKITIOUATHCS

Bribepute HECKOIBKO OTBETOB:

. Ha HeonpeneneHHbI CPOK

. Ha onpenenennsiii cpok He 6oree 5 net

. Ha mro6o0ii onpeneneHHbIN CpoK

Bompoc 17/50

HcnpiTanne npu npuemMe Ha pabOTy HE YCTaHABAIMBACTCS

Bribepure HECKOIBKO OTBETOB:

. Jlyig aui, He TOCTUrmMX Bo3pacrta 18 et

. Jlnst 6epeMeHHBIX KEHIUH

. JI1s1 )KEeHIIMH, UMEIOIINX AETEN B BO3PACTE 10 TPEX JET

Bompoc 18/50

[Ipu pakxTudeckoM gomymeHny K padbote padoTomaTesb 00s3aH 0HOPMHTH
Bribepure ouH OTBET:

1A

. TpynoBoii moroBop B HHCbMEHHOW (opMme HE Mo3aHEe Tpex padouumx THEH co IHS

(akTHUecKOro JOMyIIeHHs K padoTe

. TpynoBoii 1oroBop B NUCbMEHHOH (popme He mo3Hee HSA PaKTUYECKOro JOMYIIEHUs K

pabote

. TpynoBoii 1oroBop B MUCEMEHHOH (OopMe HE TO3[HEEe TPEeX KaJICHIAPHBIX THEH CO ITHS

(akTHUecKOro JOIMyIIEeHHs K padoTe



Bormpoc 19/50
K paboTe mo coBMECTUTENBCTBY HE JOMYCKAIOTCS:
Bri6epute oquH OTBET:

. JIuna B Bo3pacte o 18 ner
. bepemenHbIe JKEHIUHBI

. MuBamuael

Bormpoc 20/50

3aKkIr04yaeTcs JId TPYI0OBOM IOTOBOP € JIMLAMH, PA0OTAIOIIMMHU IO COBMECTHTEIbCTBY
Bri6epute oquH OTBET:

. Ha

. Her

. 3aKIrovaeTcs Mo KeIaHUI0 pabOTHUKA
Bormpoc 21/50

Kakue u3 nepeynciieHHbIX JOKYMEHTOB PETJIaMEHTHPYIOT pa0doTy ¢ TPYJAOBON KHUKKOM
Br16epute HECKOIBKO OTBETOB:

. TpynoBoii koxekc Pocculickoint @enepanuu

. [TocranoBnenue [IpaButensctBa PO oT 16.04.2003 Ne225 «O Tpy10BBIX KHMKKAX)»

. ITocranoBnenne ITockomcrara P® or 05.01.2004 Nel 00 yTBepxaeHHU
YHUPUIIMPOBAHHBIX (POPM MEPBUYHON YUETHOM TOKYMEHTAIIUMU 10 YUETy TPYJa U €T0 OILIATHI
Bomnpoc 22/50

TpynoBas KHI>KKa HOBOTO oOpasiia Obliia BBEICHA B ICHCTBUE

Bribepure ouH OTBET:

. 1 ssuBaps 2002 r.
. 1 auBaps 2004 r.
. 1 ssuBaps 2006 r.
Bompoc 23/50

B Tpy10By10 KHM)KKY BHOCSITCSI CBE/ICHUS
Bribepure ouH OTBET:

. O nepeBojie Ha BpEMEHHYIO padoTy

. O mepeBojie Ha APYTYIO OCTOSTHHYIO paboTy

. O nepeBojie B IpyTyI0 MECTHOCTh BMECTE C paboToAaTesieM
Bompoc 24/50

KTo oruragnBaeT CTOMMOCTB UCTIOPYEHHOTO OJTaHKA TPYAOBOM KHIDKKU B CIIy4ae HEMPaBUIBHOTO
NEPBUYHOTO 3aI0JHEHUs TPYJOBOM KHUKKU WU BKJIAJbIIA B Hee?
Bri6epuTe oauH OTBET:

. PaGotHuk

. PaboTtonarens
. l'ocynapctBo
Bomnpoc 25/50

B pasmenax tpynmoBoii kHmkku "CBemeHuss o pabore" u "CBemeHus O HarpakiaeHUH'" u
3a4epKUBAHUWE paHEe BHECEHHBIX HETOYHBIX, HEMPABWIBHBIX WJIM WHBIX TPU3HAHHBIX
HEJIeHCTBUTEIBHBIMHM 3aMHCeH

Bri6epuTe oguH OTBET:

. JlomyckaeTcsi BO BceX CIrydasix

. Jlonyckaercs B cirydae opporpadudeckoit ommoKu
. He nomyckaercst

Bomnpoc 26/50

Ecnu oauH u3 pazaennoB Tpy10BOi KHUKKH 3aKOHUMIICS, TO
Bri6epuTe oguH OTBET:

. 3aBoAMTCS HOBasl TPYI0Bast KHUXKKA

. OdopmisieTcs myoauKar

. BumBaercst BKi1aIbIi1



Bormpoc 27/50

K kakuMm JOOKyMEHTaM OTHOCHTCS CIEyIolllee ompeaeneHue: «MarepualbHbIii HOCHTEIh C
3a()UKCUPOBAHHONW Ha HEM HH(OpPMAIMEH, KOTOPHIH HMEET PEKBU3UTHI, TMO3BOJISIONIAE €r0
UACHTU(DUIIUPOBATh, W TIOJUICKUT XPAHCHHUIO B CHUJIYy 3HAYUMOCTU YKA3aHHBIX HOCUTENS U
nH(dOpMaIuuy 11 TpakiaH, 00IIecTBa U TOCy1apcTBay?

Bribepure ouH OTBET:

. ApXUBHBIE JJOKYMEHTBHI

. JIOKyMEHTBI 110 JIMYHOMY COCTaBY
. VHUKaIbHBIE IOKYMEHTBI
Bomnpoc 28/50

JIOKyMEHTBHI, COCTABJISIOIIME Aeia, IIOAIINBAIOTCS Ha 4 TPoKoIa
Bribepure ouH OTBET:

. B TBepayro 00710kKKy U3 KapTOHA
. B TBepayro 0070KKY U3 IIIaCTHKA
. B m00yro 006510KKY

Bomnpoc 29/50

OcHoBaHMEM U151 IPOBEICHUS BHYTPEHHETO ayJUTa KaJPOBBIX JOKYMEHTOB MOXET SIBJISITHCS
Bribepure HECKOIBKO OTBETOB:

. CMmeHa pyKOBOJICTBA OpraHU3aluu

. [InanoBas UM BHEIIAaHOBAs IIPOBEpPKa 1 '0Cy1apCTBEHHON MHCIIEKIIUU TPyAa

. ITpuBenenue KagpoBOi JOKYMEHTALUU B COOTBETCTBUE C U3MEHEHUSMHU B JICHCTBYIOIIEM
3aKOHOJATEIbCTBE

Bormpoc 30/50

Jlomken mu paboToparenb NPUHATH 3asBleHHE PaOOTHUKA 00 YBOJBHEHUHU IO COOCTBEHHOMY
KEJIaHHIO B CIydae eclii paOOTHHUK Hamucall 3asBJI€HUE HE Ha OJIaHKe OpraHu3aIiu

Bribepure ouH OTBET:

. [Ha, nomxken

. Her, He nomken

. JloJKeH NpuHATh, HO HE PETUCTPUPOBATH
Bompoc 31/50

JlomkeH 5 paboTojaTenb YYHTHIBATH MHEHHE MEPBHYHOTO NPOQCOIO3HOTO OpraHa IpH
IpeKpaleH!H TPYyAOBOr0 JOrOBOPa MO COTJIAIIEHUIO CTOPOH
Bri6epuTe oguH OTBET:

. Ha, nomxeH

. Her, He momken

. JlomxkeH o npocb0e paboTHHKA
Bomnpoc 32/50

ITpu opopmieHnu Tpy10BOM KHIKKU B IEHb YBOJIbHEHHs pa0OTHHKA HEOOXOIUMO
Br16epuTe HECKOIBKO OTBETOB:

. Buectu 3anuch 00 yBOJbHEHUH

. [TocTaBuTh MOANHKCH U TIEYaTh paboTOAATEIS
. Biuth BKIQBIII B TPY/IOBYIO KHUXKKY
Bompoc 33/50

Moxer 5u paloTomaTesb YBOJUTh pabOTHMKA IO €ro MHUIHMATHBE (IO COOCTBEHHOMY
JKEJIaHUIO), €CIIU JIeHb YBOJBHEHMS NMPUXOAUTCA Ha MEPUOJ BPEMEHHON HETPYJI0CIOCOOHOCTH
paboTHuka?

Bri6epuTe oguH OTBET:

. a, MOXeT

. Hert, He MOXeT

. Moxer, 1o ’keJaHuio paboTonaTens

Bompoc 34/50



JlomkeH U paboTojaarelb BHILIAYMBATE PAOOTHHKY KOMITCHCAITUIO 33 HEHCIIOJIb30BaHHBIN
OTHyCK B cnyqae YBOJIBHCHI/ISI I10 THUIINATHUBEC paGOTOHaTGHH
Bri6epute oquH OTBET:

. Ha, nomxken

. Her, He momken

. JIoMKeH 1o 3asBICHHUIO paOOTHUKA
Bormpoc 35/50

Mo xenanuto paboTHHUKA B A€Hb YBOJIbHEHUs paboToaarenb 00s3aH
Bri6epute oquH OTBET:

. BrigaTe Tpy10BY10 KHHKKY

. [TpousBecTn pacyeT ¢ pabOTHHKOM

. Brigath Koy JOKYMEHTOB, CBS3aHHBIX ¢ PabOTOM
Bormpoc 36/50

Ha uto paGoTHUK MMEET MpaBo IO PEIICHHIO Cy/1a, PACCMATPHUBABILIETO TPYIOBOH CIIOp
Bei0epure HECKOIBKO OTBETOB:

. Ha Bo3MmemieHne yOBITKOB, NMPUUMHEHHBIX HE3aKOHHBIM JAeWCTBUEM (Oe3aeiicTBUEM)
JOJPKHOCTHOTO JIMLA TIPU PAaCCMOTPEHUH 00paleHHs]

. Ha xommeHcanuio MOpagpHOrO BpeAa, IPUUYMHEHHOIO HE3aKOHHBIM JEHCTBHEM
(6e3neiicTBHEM) HOHKHOCTHOTO JIUIA TIPH PACCMOTPEHUH OOpaIIeHHs

. Ha nonydenue yactu npuObUIM OpraHU3aiu

Bormpoc 37/50

Korna moxHo criucath kK yanuTOXKeHuto I'paduk otmyckos 3a 2016 rox

Bri6epute oquH OTBET:

. He panee 1 auBaps 2017 rona
. He panee 1 suBapsa 2018 roga
. He panee 1 auBaps 2019 rona
Bompoc 38/50

VYTBepkIeHHYIO (POpPMY UMEIOT KYPHAJIbI
Bri6epuTe oquH OTBET:

. XypHan yyera TUCTKOB BpEMEHHON HETPYI0CIIOCOOHOCTH

. XKypHan ydera npuka3zoB 10 JINYHOMY COCTaBY

. Hu ouH 13 mepeyrcIeHHbIX )KYPHAIOB HE HMEET YTBEPIKICHHYIO (opMy
Bompoc 39/50

B mpornecce Mx UCTIONHEHUS JOKYMEHTBI XPAHATCS
Bri6epuTe oauH OTBET:

. Y ucrionHUATENS

. VY pyKoBOIHTEIS OpraHu3aluu
. B apxuBe opranuzanumn
Bompoc 40/50

Kuura ¢ pasrpaduieHHBIMH CTpaHHLIAMH, B KKAYIO Ipady KOTOPOH 3aHOCHTCS OIpeAeIcHHas
UHPOpPMALUS O JOKYMEHTE
BriGepute ouH OTBET:

. TaGenb hopM TOKYMEHTOB KaApPOBOM CITY>KOBI

. Perucrpanmonusiil xKypHa

. I'padmk 1OKyMEHTOOOOPOTA KaIPOBOM CITYyKOBI
Bompoc 41/50

CocraBrieHre HOMEHKJIATYPBI J€JI OpTaHU3aIluu TPOU3BOJIUTCS
Bri6epute ouH OTBET:

. B nepBom kBaprase TeKyLero rojaa
. B nmocnennem kBapTaine TeKyIiero roja
. He onpeneneno

Bompoc 42/50



BBenenne B NeiiCTBHE HOMEHKIJIATYPHI A€ OpraHU3alMd Ha MPEICTOAINN KaJleHIAPHBIA IO
MPOUCXOAUT

Bri6epute oquH OTBET:

. C 1 sHBaps cienyromero KaJeHIapHOro rojia

. Jlo 31 nexalOps TeKyIero KaJeHIapHOTO To/a

. Ha ycmoTtpenue pabotonarens

Bormpoc 43/50

B koHIIE Kaka0r0 Aejia NOAIINBACTCS

Bri6epute oquH OTBET:

. YucThlit OJaHK JTUCTa-3aBEPUTEIIS

. biank BHyTpeHHEN ONMUCH TOKYMEHTOB JIejia

. bnank ¢ nepeuneM 0co00 LIEHHBIX JOKYMEHTOB
Bormpoc 44/50

Cpoxk xpaHeHHs JOKYMEHTOB I10 JIMYHOMY COCTaBY, CO3JlaHHbIX HauuHas ¢ 2003 roxa
Bri6epute oquH OTBET:

. 50 ner
. 75 nmer
. ITocTostHHO
Bormpoc 45/50

JIOKyMEHTBl 10 JINYHOMY COCTaBy JIMKBHUJMPOBAHHOM OpraHM3allUM IpU  OTCYTCTBUU
IIPABOIIPEEMHMKA U BBILIECTOSAIIEH OpraHu3aluu

Bribepure ouH OTBET:

. IlepenaroTcsa Ha BpeMEHHOE XpaHEHHE B CIIELUAIN3UPOBAHHBIN apXUB (LIEHTP)

. [lepenaroTcs Ha MOCTOSTHHOE XpaHEHHE B 1000 YaCTHBIN apXUB

. HememyieHHO yHUUTOXKAIOTCS

Bompoc 46/50

KTt0 HeceT 0TBETCTBEHHOCTDH 3a YyTpaTy W HECAaHKLMOHHUPOBAHHOE YHUUYTOKEHHE JOKYMEHTOB B
apxuBe

Br16epuTe HECKOIBKO OTBETOB:

. PykoBoaurens opranuzanuu

. Hauanbauk otaena kaapos

. ApxuB

Bormpoc 47/50

B nopsiniok npoBeneHNs BHYTPEHHETO ayAUTa KaIPOBbIX JOKYMEHTOB BXOAUT

Br16epuTe HECKOIBKO OTBETOB:

. @opMHUpOBaHUE COCTaBa KOMHUCCHUM Ul NPOBEACHHUS BHYTPEHHEIO aylWTa KaJIpOBBIX
JIOKYMEHTOB

. Omnpenenenne CpOKOB IPOBEAEHHUS BHYTPEHHETO ayAUTa KaIPOBbIX JOKYMEHTOB

. OdopmiteHre 0TYETOB 1O pe3yJIbTaTaM MPOBEPKH

Bompoc 48/50

Ha ocnoBanuu I'OCT P UCO 15489-1-2007 coOTBETCTBUE CUCTEM YIIPABJICHUS TOKYMEHTaMU
YCTaHOBJICHHBIM TPEOOBAHUSAM CIIEAYET

Br16epuTe HECKOIBKO OTBETOB:

. JToKyMeHTaIbHO (PUKCHPOBATH

° OTtueTHBIE AOKYMCHTBI XpaHUTh

. YTBepKIaTh MPUKA30M PYKOBOIUTEIST OpraHU3aIHN
Bormpoc 49/50

[lepen mpuMeHeHHEM AMCHUIUIMHAPHOTO B3bICKaHUS pab0TOIaTElNb JOJIKEH

Br16epuTe HECKOIBKO OTBETOB:

. 3anpocuTb 00bsICHEHHE ¢ paOOTHUKA

. 3anpocuTh MMUCbMEHHOE Corylacue pabOTHUKA HA MPUMEHEHHUE K HEMY JUCHUIUIMHAPHOTO
B3bICKaHMSI



. OdopMUTP aKT O HAPYIICHUN
Bormpoc 50/50

Cucrema mep obecriedeHHsi COXpaHHOCTH JOKYMEHTOB BKJIIOYAET B c€0s pEKUMbI XpaHEHHUS:
Bribepure HECKOIBKO OTBETOB:

. CaHuTapHO-TUTHEHUYECKUH PEKUM
. CBeToBOI pexxuM
. OxpaHHBIN peXUM

. TemnepaTypHO-BIaKHOCTHBII
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