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Pabouas mporpamma Kypca

«KangpoBas paboTa B COBpeMeHHOI opraHu3aiui. Y poBeHb 3
BHyTpeHHUI ayIUT KagpOBBIX TOKYMEHTOBY

J1omoJITHUTEIBbHOM MPOrPaMMBbI
npodeccroHaIbLHOI MepPenoaroTOBKH

«PykoBoauresb KaapoBoii c1y:k0bl co 3HaHueM 1C:Ilpeanpusitue

8. YnpaBaenue nepconasiom (pegakuus 3.1) - moJHbIi Kypc»

ropox Mocksa



[Iporpamma ®Depepanmu ot 1 wmions 2013 r. N 499 "OO6 yrBepxknenun Ilopsiaka
OpraHu3allil Y OCYILECTBJIEHUS O0pa30BaTEIbHON JAEATENHOCTH IO JONOJHHUTEIbHBIM
podeCCHOHAIBHBIM TTporpammam".

[loBblienne KBanM(UKALMU  CIyHIaTeNel, OCYIIECTBISEMOE B COOTBETCTBUU C
IPOrpaMMoOi, MPOBOAUTCS C HCIIOJIB30BAHHEM MOJYJIBHOTO MPUHIHUIA MOCTPOCHHS y4eOHOro
IUIaHa C TPUMEHEHUEM pAa3IMYHBIX O00pa30BaTENbHBIX TEXHOJIOTHH, B TOM 4YHCIe
JUCTAaHIIMOHHBIX 00pa30BaTENIbHBIX TEXHOJIOTUNA M AJIEKTPOHHOTO OOy4YEHHUS B COOTBETCTBUU C
3aKOHOJIaTENILCTBOM 00 00pa3oBaHUU.

JononuurenbHas  npodeccHuoHanbHas ~ MporpaMMa  MOBBIIEHUS — KBaNU(UKALNU,
pa3paboraHa o0Opa3oBaTeNbHONW OpraHM3alMeil B COOTBETCTBMM C 3aKOHOJATEIHCTBOM
Poccutickoit deneparuu, BKIIOYAET BCe MOAYJIH, YKa3aHHBIC B YI€OHOM TIJIaHE.

CopneprxaHue OLEHOYHBIX M METOAWYECKHX MaTepHalIOB OIpenenseTcss o0pa3oBaTebHOM
OpraHM3alyeil CaMOoCTOATEIbHO C YYETOM IOJOXKEHHI 3aKoHOJaTeNlbcTBa 00 00pa3oBaHUU
Poccuiickoit @enepanuu.

CTpykTypa  JONOJIHMTEIBbHOW  MPOPECCHOHAIBHOW  MPOTPAaMMBI  COOTBETCTBYET
tpeboBanusM [lopsiaka opraHu3alMu M OCYIIECTBICHUS OOpa30oBaTEIbHOM NEATEIBHOCTH 10
JOTIOTHUTEIBHBIM MPO(eCCHOHAIBHBIM IIPOrpaMMaM, YTBEPKIEHHOTO Mprka3zoM MuHoOpHayKu
Poccuu ot 1 urons 2013 r. N 499.

O0beM TOMOJIHUTENBHONH TPOo(EeCCHOHATBLHONM MPOTpaMMBl  BHE 3aBHUCHMOCTH  OT
IpUMEHSEMBIX 00pa3oBaTeNbHBIX TEXHOJIOTHH, NOKEH OBITh HE MeHee 16 akageMHyecKHX
yacoB. CpOKH ee OCBOCHHUSI OIPEEIISIOTCS 00pa30BaTeIbHON OpraHu3aIieil CaMOCTOSTENbHO.

@opmbl  00ydeHus: ciaymaTeneil (odHas, OYHO-3a04HAs, 3a04YHasl) ONPEACISIIOTCS
00pa3oBaTenbHON OpraHu3aIkeil CaMOCTOATEIBHO.

K ocBoeHMIO TOTIONMHUTENBHBIX MPO(ECCHOHAIBHBIX MPOTPAMM JIOITYCKAIOTCS:

- JIUI1a, UMEIOIIHE cpeaHee mpodeccronanbHoe U (MIIH) BBICIIEe 00pa30BaHHUCE;

- JIUI1a, TIOJIy4Yarole cpeaHee mpodeccuoHanbHOe U (MIIH) BBICIIEE 00pa30BaHHUE.

Jnst ompeneneHuss CTPYKTYpPhl JOMOJTHUTENHHOW MPOGEeCcCHOHATBHOM MPOTPaMMBbI U
TPYAOEMKOCTH €€ OCBOCHMSI MOYKET IPHUMEHSTbCS CHCTEMa 3adyeTHbhIX eauHull. KosmuecTBo
3aYETHBIX €IUHUI[ 10 JOMOJHUTEIBHOW MNpPOo(ecCHOHANBFHON MporpaMMe YCTaHABIIMBAETCS
OpraHu3aIuen.

OOpazoBarenbHast JEATEIBHOCTh CHylIaTeslied MNpeaycMaTpUBAEeT CIEAYIOLUIUE BHJIbI
y4eOHBIX 3aHATHM M y4eOHbIX paloT: JEeKIHH, NPAKTUYECKHEe W CEMHUHAPCKHUE 3aHATHS,
nabopatopHble pabOThI, KPYTJble CTOJBI, MAaCTeP-KIACChl, MACTEPCKHE, I€TIOBbIE UTPbI, POJIEBBIC
UTPbI, TPEHUHTH, CEMHUHApPhl MO OOMEHY OIBITOM, BBIC3AHBIC 3aHITHS, KOHCYJIbTAIHH,
BBIMIOJTHEHHE AaTTECTAIllMOHHOM, TUIUIOMHOM, MPOEKTHON paboTbl M Jpyrue BHIbI Y4eOHBIX
3aHATUH U y4eOHBIX paboT, ONpeieieHHbIe yYeOHBIM TIAHOM.

1. eab nporpamMmbl:

B pesynbTare mpoxoxkIeHuss 00y4eHUs CIyIIaTeNb AOJDKEH MONIYYUTh aKTyalbHbIE CUCTEMHBIC
3HaHUS O MOPsAKE MPOBEACHUS ayIuTa KaJPOBbIX JOKYMEHTOB U O()OPMIIEHHUS €r0 pPe3yJIbTaTOB;
HAay4UTbCS MPABWIBHO JOKYMEHTHUPOBATh CHUTyallMd, CBSA3aHHBIE C YTPaTOd M IOpUYEH
JIOKYMEHTOB, IOJIyYUTh 3HaHUS 00 OTBETCTBEHHOCTM 3a HapylleHus B cdepe Tpyna Hu
KOHKPETHbBIE PEKOMEHIALMU 10 BOIIPOCAM BEICHUS KaJpPOBOM JOKYMEHTALlUU B COOTBETCTBUHU C
TpeOOBaHUAMH AECHCTBYIOIIETO 3aKOHOJATEIbCTBA. 3HATh 00 M3MEHEHHUSAX B 3aKOHOJATENILCTBE
P® u ymeno ux ucnonb3oBath B padore.

CoBeplieHCTBYeMble KOMIIETEHIIMU

Ne Komnerennus Hamnpasnenue
MOJIrOTOBKH

380303 YIIPABJIEHUE
INEPCOHAJIOM




(KBAJIMOUKALIUA
(CTEIIEHDB) "BAKAJIABP")

Kox kommerenmu

- 3HAaHWEM TIPUHIIUTIOB U OCHOB ()OPMUPOBAHUS CUCTEMBI IK-8
MOTHBAIIMU ¥ CTUMYJIUPOBAHUS MEPCOHANA (B TOM YHCIIE OTUIATHI
TpyZAa), HopsiAKa MPUMEHEHUS TUCIUTUTHHAPHBIX B3BICKAaHUM,
BJIaJICHUE HaBBIKaMU O(hOPMIICHHSI Pe3yIbTaTOB KOHTPOJIS 32
TPYZOBOH M NCTIOITHUTEILCKOUN TUCITUILTUHON (JIOKYMEHTOB O
MOOMIPEHUIX U B3bICKAHMSIX) U YMEHHUEM IPUMEHSTH X Ha TIPAKTHKE
- 3HAaHHUEM OCHOB IPOBEJCHHS ayAuTa U KOHTpOJUIMHTa epconana u | [1K-26
YMCHHEM IPUMEHATh WX Ha TMPAKTUKE, BIAJCHUEM BaKHEHIIMMU
METOJaMH SKOHOMHYECKOTO W CTATUCTUYECKOTO aHAIHN3a TPYIOBBIX
MoKa3aTelsiell, MeTo1aMi OI0KETHPOBAHHUS 3aTPaT Ha MEPCOHAI

CoBepuieHcTBYyeMble KOMIIETEHIIMHM B COOTBETCTBHM € TPYAOBBIMM  (PUKIUSAMU
npogeccuoHANBHOr0 craHgapra «CnenuMajaucT NO0 YHPABJIEHHI0 IMEPCOHAJIOM», YTB.
npukazom Muntpyaa P® ot «06» oxkrsiops 2015 r. Ne 691n

Ne KoMmnereniusa Hanpasnenne noarotoBku

«CnenaJmcT 1o ynpapjaeHHUIO
MEePCOHAJIOM», YTB. IPHKA30M
Muntpyna P® ot «06» oxtsaops 2015
r. Ne 6911

Tpynossle pyHKIMN (KOMI)

1 | HoxymeHTtanuonHoe oOecniedyenue pabotel c | E/02.6
HIEPCOHAIOM

IlnanupyeMblii pe3yJabTaT 00y4eHHs :

[Tocne oxonuanust o0yuenus: Ciymarenb OyeT 3HaTh:

1. Kak npoBoaUTh BHYTPEHHHI ayIUT KaJPOBBIX TOKYMEHTOB

2. Kak rpaMoTHO 0(OpMIIATE pe3yNIbTaThl AyAUTa

3. Kak 1okymMeHTHpOBaTh CUTYyallMH, CBSI3aHHBIE C TIOpYEH WIIM YTPATON KaJapOBOU
JIOKyMEHTAIUU

4. Kak ucnpaBisTh OMMOKH, AOMYIIEHHBIE TPH TOKYMEHTUPOBAHUH TPYIOBBIX OTHOLIEHUI

Kak BecTu kagpoBYIO0 JOKYMEHTAIIMIO OPTAaHU3ALUU B TIOJTHOM COOTBETCTBUH C

TpeOOBaHUSIMHU JEHCTBYIOIIETO 3aKOHOAaTeNbeTBa Poccniickoit deneparuu

6. Kak opopmisiTh OpraHNU3aIMOHHYIO U PACIOPSIUTEILHYIO JOKYMEHTAIIHIO TI0 TIEPCOHATY

Kak BecT JOKyMEHTAIUIO M0 YUYETY U IBUKEHUIO KaJpOB

8. Kak anMUHHCTpHPOBATH MPOIECCH U JOKYMEHTOO0OPOTA MO YUYETY U IBHIKECHUIO

e

=

IHociie okonuyanus o0yuenusi Caymaresb OyJaeT yMeThb:

o CaMOCTOSITENBHO MPOBOJUTH BHYTPEHHUM ayIUT KaJPOBBIX JOKYMEHTOB

e I'pamoTHO OPOPMIIATH pe3ynbTaThl Ay UTA

e JIOKYMEHTHPOBATh CUTyallMH, CBA3aHHBIC C [TIOPYEH UIIU YTPATOU KaJgpOBOU
JOKyMEHTaluu

o HcnpaBnsarh ommbOKH, JOMYIIEHHBIEC IPU JOKYMEHTUPOBAHUN TPYIOBBIX OTHOILCHHHA

e Bectu kanpoByr0 JOKyMEHTALUIO OPraHU3alUuy B IIOJTHOM COOTBETCTBUU C
TpeOOBaHUSMU JCHCTBYIONIETO 3aKOHOIaTeNNbcTBa Poccuiickoit deneparun

e OdopMIIATh OPraHU3aIMOHHYIO U PACIOPIIUTEIbHYIO JOKYMEHTAIHUIO 110 IEPCOHAIY

e Becru JOKyMEHTALUIO 110 YYETY U JIBUKCHUIO KaJIpOB




e AIMUHUCTPHUPOBATH MPOLECCHI U JOKYMEHTOO0O0POTA MO YUETY U JBUKEHUIO KaJpOB

2. YueOHBbIN IUIAH:
Kareropus cinymareneil: cnelualMCThl O KaJpaM, CIELUHAINUCTEL 110 YIPABJICHUIO IIEPCOHAIIOM,
pyKoBOAMTENMHN KaapoBbix ciyx0, HR-generalist, gupekTopa mo mepcoHaiy, BCE KEIAIOIINE
NOBBICUTh KBaIM(UKALKIO 1O BOIpPOCAM KaJApOBOro ydera TpeOOBaHUSA K IMpeaBapUTEILHOM
MOJITOTOBKE:

1. VYcnemrHoe okoHuanue kypca Kagposast pabora B coBpemMeHHOM oprannzauuu 2018r.
VYposens 1. Ilpouenypsl obopmiieHHs TPYAOBBIX OTHOIIEHWW WJIM DKBHBAJICHTHAS
NOJrOTOBKA.

2. YcmemHoe okoH4aHHe Kypca Kampomast pabora B coBpeMeHHoU opranuzanuu 2018r.
VYpoeenp 2. Opranuzaunus KaJpoBOrO JEJIONPOU3BOJACTBA WM 3KBUBAJICHTHAs
MOJIFOTOBKA

Cpok oOyuenus: 24 akaeMU4eCKHUX 4acoB, B T.4. 16 ayauropusix, CPC - 8. -
CaMOCTOSITEIILHO

®opma oOyueHHs: O4YHas, OYHO-3a04HasA, 3aouyHas. [lo >kemanuto ciuymarenas Qopma
00ydeHUsT MOKET ObITh U3MEHEHA /WM JIOTIOJIHEHA.

PexxuMm 3aHATHIN: THEBHOM, BEYEPHUIL, TPYIIIBI BEIXOHOTO JAHS.

Ne Oo6ma | Becero | B Tom uncrne CPC | TA
m/m HaumenoBanue Mmoayneit 2py;[ o ayn Jlekunii | IIpakr. | Toun
110 IPOrpaMme eMKOC 3aur. E[I;_([’
Th, 9. o
1 Monayas 1. [Tonsitue ayaura KaapoBbIX 3 2 1 1 1 Yer.
JIOKYMEHTOB OIl.
) Monayas 2. IIpoBepka J0KaTbHBIX 3 2 0,5 1,5 1 VYer.
HOPMATUBHBIX aKTOB OIL.
Monayas 3. [IpoBepka T0KyMEHTOB, 3 2 0,5 1,5 1 VYer.
3 CBSI3aHHBIX ¢ O)OPMIICHHEM TIpHEeMa Ha OfI.
pabory
4 Mopnyb 4. Ayaut BeeHUS U XpaHEHUS 3 2 0,5 1,5 1 | Ver.
TPYJIOBBIX KHUKEK paOOTHUKOB OIl.
Mopnyas 5. [IpoBepka TOKyMEHTOB, 3 2 0,5 1,5 1 | Ver.
5 CBSI3aHHBIX C JABUKCHHUEM KaJ[pOB, Ofl.
y4eToM pabo4yero BpeMeHH
Mopnyas 6. [IpoBepka JOKyMEHTOB O 3 2 0,5 1,5 1 | Ver.
MOOUIPEHNH, O IPUBJICYCHUH K Ofl.
6 | AMCUUIIMHAPHON OTBETCTBEHHOCTH.
Aynut opopmIIeHHs pa3HbIX BUIOB
OTITYCKOB
Moayab 7. AyIdt T0KyMEHTOB, 3 2 0,5 1,5 1 Ver.
- | CBA3AHHBIX npeKpareHuem/ OIl.
pacTop:keHHUEM TPYA0BOTO JI0roBOpa ¢
paboTHUKOM
Moayasb 8. AynuT opraHu3amnuu paboThl 3 2 0,5 1,5 1 VYer.
g | C KaIpOBLIMH JIOKYMEHTAMH. OII.
[IpoBepka mpaBUIIBHOCTH YHUUTOXKEHHUS
JJOKYMEHTOB T10 JINYHOMY COCTaBY
Hroro: 24 16 4,5 11,5 8




[IpomexxyrouHnas arrecrauus TECTUPOBAHUE

Hns  Bcex BUIOB  ayOUTOPHBIX  3aHATHUH  aKaJIEeMUYECKUH  4ac  yCTaHaBJIMBAETCS
IPOJOKUTEIBHOCTHIO 45 MUHYT.

3. Kanennapublii yueOHblil rpadpuk

Kanennapusiii yueOHbIN rpaduk GopMupyercs npu OCyIIECTBICHUN 00YUYEHUSI B TCUCHUE
BCEro KajeHgapHoro roxa. Ilo mepe Habopa rpynm ciymiateneil Mo mporpaMme COCTaBIISETCS
KaJeHJapHBIA rpadukK, yYUTHIBAIOMINWNA OOBEMBI JIEKIUH, MPAKTUKHA, CAMOITIOATOTOBKH, BBIE3/IBI
Ha OOBEKTHI.

Henens 1 ) 3 4 5 6 7 Hroro
00yJeHus JacoB
TH BT cp qT T cO BC

1 Henens 4 4 8
CPC 2 2 4

2 Hexens 4 41TA 8
CPC 2 2 4
Hroro: 12 12 24

[Tpumeuanue: [1A - npomexxyrouHas arrectanus (TECTUPOBAHHE)

4. Paboune nporpaMmmbl y4eOHBIX NPeIMeTOB

Monayas 1. [lonsaiTHE ayauTa KaJpOBbIX JOKYMEHTOB

BHyTpeHHUI ayauT KaapoBBIX JOKYMEHTOB: MTOHSATHE, BUIBI, TPeOOBaHUS 3aKOHOAATENHCTBA PD
K TJOKyMEHTHPOBAHUIO pabOTHI C IEPCOHAIOM

[Topsimok mpoBeneHUs: BHYTPEHHETO ayAuTa KAJApPOBBIX JOKYMEHTOB: pa3paboTKa IOIIaroBOTO
aJIrOpUTMa MPOLEAYPHI, TOATOTOBKA K BHYTPEHHEMY ayJHUTy KaJpOBBIX JTOKYMEHTOB, IIPOBEPKa
HAJIMYUg HEOOXOJUMBIX JTOKYMEHTOB, ayJUT COOTBETCTBHUS ()OPMBI U COACPIKAHUS KaapOBOU
JOKYMEHTAllU HOPMaTUBHBIM TPEOOBAHUSAM, ONIPEIENICHUE JIETUTUMHOCTH IOKYyMEHTOB

OdopmiieHne pe3yabTaToB IPOBEIECHUS BHYTPEHHETO ayiUTa KaJpPOBbIX JOKYMEHTOB: (UKCALHS
BBISBJICHHBIX ~OIIMOOK, HETOYHOCTEH, HCIPaBICHUH M HEJIOCTOBEpHOW HWH(pOpMAIMU B
JOKYMEHTaxX, pa3paboTKa IUIaHa KOPPEKTUPOBOK YCTAHOBJIEHHOIO TOpPsAKA OQOpPMIICHHS
JIOKYMEHTOB 10 IIEPCOHALY, pealn3alys MPUHATHIX U3MEHEHUN

Yueonwuit npoexm:

Oman 1. Paspabomka nowiazoso2o ancopumma npoeodeHus. 6HYMpPeHHe20 ayouma KaopoGblx
O0OKYMEeHmMO8

Oman 2. Pazpabomka 6aankos u popm 015 3anecenus uHgopmayuu o nposedeHuU HYympeHHe2o
ayouma Kaopogvlx OOKYMeHM 08

Oman 3. Cocmagnenue nepeuns OOKYMEHMO8, NOOeHCAUUX NPOsepKe

Onpoc no meme

Moayasb 2. [IpoBepka J0KAJIbHBIX HOPMATUBHBIX AKTOB




ANTOpUTM ITPOBEPKHU JOKAIBHBIX HOpMAaTUBHBIX akToB (JIHA)
[TpoBepka Hanmmumst obs3arenbHbIX JIHA
Ayaut cootBercTBHs hopmbl U conepxkanus JIHA tpeboBanusimM 3akoHOgaTENbCTBA PD

®dukcanusi  BBIIBICHHBIX OIMMMOOK W  HapylIeHW, BHeceHne u3MeHeHudd B JIHA

Yueonwuit npoexm:
Oman 4. Aneopumm nposepru JIHA

Oman 5. Ilposepra npasun eHympenHe2o0 mpy008020 pacnopsaodKa U @HeceHue uH@popmayuu 6
coomeemcmayioujue O1anHKu u hopmbl

Oman 6. [Iposepka nonodxcenus 0 nepcoHaIbHbIX OAHHLIX PADOMHUKOS U HeceHue UHPopMayuu
6 coomeemcmsyouue O1aHKu U Hopmol

Oman 7. Ilposepka wmamno20 pacnucanus u 6HeceHue UHGOPMaAyuu 6 coomeemcmaeyouue
onaumku u hopmoi

Onpoc no meme

Moaynsb 3. [IpoBepka 10KYMEHTOB, CBSI3aHHBIX ¢ 0popMJIEHHEM IpHEMA Ha PadoTy

ANTOPUTM ITPOBEPKH TOKYMEHTOB, CBA3aHHBIX C O(OpPMIIEHHEM IIpHeMa Ha paboTy
OmnpeneneHne MOATMHHOCTH JOKYMEHTOB, IPEABSIBIIEMBIX IPU 0(OPMIICHUH HA paboTy
AyIuUT 3aKJII0OYEHHS TPYLOBOTO JOrOBOpa

[IpoBepka opopmieHus rprkasza o npueme Ha padoty (yauduuuposannas popma T-1)
[IpoBepka 3amosHeHus TMYHON KapTouku paboTHUKa (yHU(ULIMpoBaHHas hopma T-2)

(DI/IKCZlHI/IH W UCIIPAaBJICHUEC BBISIBJICHHBIX OoImnOOoK

Yueonwuit npoexm:

Oman 8. Paspabomka nowiazo8020 ancopumma HpPoGepKU OOKYMEHMO8, CEA3AHHbIX C
oopmaenuem npuema Ha pabomy

Oman 9. Ayoum mpyooevix 002080p08 U 8HeceHue UHGopmayuu 8 coomeemcmayruue OJIanKu u
Gopmol

Oman 10. I[Iposepka npuxazos o npueme na pabomy u puxcayus omudoox

Oman 11. [Iposepka npasunvHocmu 3anoaHeHUs TUYHOU KApMouKu paboOmHUKa

Oman 12. QObcyscoenue u anamu3 owubOK, OONYUJEHHLIX VYACMHUKAMU UCTMOpUU 8
sudeomamepuane «Kaopoevie ucmopuu, yacms 1»

Onpoc no meme

Monayab 4. AyauT BeieHHsI M XPaHEHHUS TPYAOBbIX KHUKEK pa0OTHUKOB

AJTOpPUTM MIPOBEPKHU BEJCHUS U XPAHEHUS TPYAOBBIX KHIKEK U BKIIABIIIEH B HUX

HpOBepKa HCO6XOILI/IMI)IX AOKYMCHTOB: IIPHUKAa3 O HA3BHAYCHUH OTBETCTBCHHOI'O JIMIIA 3a BEACHUC
TPYHAOBBIX KHHKCK, OaHKu TPYAOBBIX KHMXKCK W BKJIaJIbIlIIAa B HCC, 3ajBKa HA MMOJTYYCHUC
0JaHKOB TPYAOBBIX KHUKCK, OTUCTBI O HAJIMYUHU 0J1aHKOB TPYAOBBIX KHUKCK



[TpoBepka HaIM4MS TPYAOBBIX KHIXKEK PAOOTHUKOB
Aymut odopmileHHs TPYAOBBIX KHIKEK U BKJIAbIIICH B HUX

@PuKcanus U UCIPABIICHUE 3AUCEN, TPU3HAHHBIX HEAEHCTBUTEIbHBIMU

Yueonwuit npoexm:

Oman 13. Paspabomka nowiazo8020 aicopumma ayouma mpyooevlx KHUNICEK U BKIAObluell 8
HUX

Oman 14. Ilposepxa ogopmienuss mpyoosvix KHUMNCEK, (uUKcayus u ucnpagieHue 3sanucell,
NPUSHAHHBIX HeOelCmEUmenbHbIMU

Oman 15. Obcyxcoenue u ananu3 OwUOOK, OONVUJEHHBbIX YYACMHUKAMU UCMOPUU 8
sudeomamepuane «Kaopoevle ucmopuu, yacmo 2»

Onpoc no meme

Monayasb S. IlpoBepka J0KYMEHTOB, CBSI3AHHBIX € JBU:KEHHEM KaJApoOB, Yy4eTOM padoyero
BpeMeHH

ANTOpUTM MIPOBEPKH 0POPMIICHHS TOKYMEHTOB, CBA3aHHBIX C IBM)KEHUEM KaJIpOB M YUETOM
pabouero BpeMeHH!

AynuT 3aKJIIOYEHNUs COTIAIIEHUH K TPYIOBBIM JOTOBOpaM
IIpoBepka IpUKa30B 110 JUYHOMY COCTABY
[IpoBepka mpaBUIBLHOCTH BeZleHUs Tabens yuera pabouero BpeMeHH

dukcarys ¥ UICIIPABICHUE ONTUOOK ¥ HAPYIIICHHUI

Yueonwuit npoexm:

Oman 16. Pazpabomka nowazo6020 anieopumma nposepku OOKYMEHMO8, CEA3AHHbIX C
08UdCEHUEM KAOPO8

Oman 17. Ayoum coenawenuiit K mpyooguimM 002080paM U NPUKA308 O nepesooe paboOmHUKA Ha
opyeyio pabomy
Oman 18. IIposepka npuxazos o nanpagieHuu pabomHUKA 8 CLYHCEOHYI0 KOMAHOUPOBKY

Oman 19. [Iposepka npasunvrocmu eederus mabeisn yiema pabouezo spemeHu

Onpoc no meme

Moayas 6. IlpoBepka JOKYMEHTOB O NMOOILIPEHHUH, O MPHUBJICYEHUN K IUCHUILIMHAPHOMN
OTBETCTBEHHOCTH. AyAUT 0(popMJIeHHS PA3HBIX BUI0B OTIYCKOB

AyIuT TOKYMEHTOB, CBSI3aHHBIX C MOOLIPEHUEM PAOOTHUKOB
[IpoBepka MpaBUIBLHOCTH MPHUBIICYEHUEM PAOOTHHUKOB K AUCIUILIMHAPHON OTBETCTBEHHOCTH
[IpoBepka opopmieHHs pa3HbIX BUJOB OTITYCKOB

dukcanus 1 UCIPaBICHUE OUTMOOK M HApYILIECHHUH

Yueonwuit npoexm:



Oman 20. Paspabomka nowazosoco ancopumma nposepku OOKYMEHMO8, CBA3AHHbIX C
noowpeHuem u OUCYUNTUHAPHBIM 83bICKAHUEM

Oman 21. Ilposepka OOKYyMeHmMO8, CEA3AHHBIX C NOOWPeHuem paboOmHUKo8 (NPuKasvl o
noowpenuu pabomuuxa)

Oman 22. Ayoum npoyedypul npugiedenuss pabomuuKos K OUCYUNIUHAPHOU OMBEEemCmME8eHHOCMU
(axmul, npukasel 0 NPUMEHEHUU OUCYUNTUHAPHBIX 63bICKAHUL U O3HAKOMAEHUEe C HUMU
PabomHuKos8)

Oman 23. [Iposepra oopmnenus epaghuxa omnyckos

Oman 24. [Iposepxa oopmnenus npukazos o npedocmagienuy omnycKka pabomuuxy

Onpoc no meme

Moayab 7. AyAHT JOKYMEHTOB, CBA3aHHBIX NpeKpalleHueM/ pacTopKeHueM TPYyA0BOro
J0roBOpa ¢ padOTHUKOM

ANTOpUTM  TpoBeneHUS  ayauTa  O(QOpMIICHHMS — TPEKPaICHHs/pAaCTOPKEHHUS  TPYIOBBIX
OTHOIIICHUH ¢ PaOOTHUKOM

[TpoBepka HanUuusi HEOOXOJUMBIX TOKYMEHTOB JJIs YBOJbHEHUS paOOTHHUKA
Aynut opopMIIeHHS JOKYMEHTOB MPHU MPEKPaLICHUH/PACTOPKEHUH TPYIOBBIX IOTOBOPOB

dukcanys 1 UCIPABJICHUE HAPYIICHUI

Yueonwviii npoexm:

Oman 25. Paspabomka nowazoso2o ancopumma nposepku OOKYMEHMO8, CEA3AHHbIX C
npexpaweruem/ pacmoparcenuem mpyooso2o 002080pa ¢ paboOmMHUKOM

Oman 26. Ilposepka npagunvHoCmu OQOpMIEHUs NPUKA308 O NPeKpaujeHuu/ pacmopiceHuu
mpyo008020 002080pa

Oman 27. Bwiaenenue u ucnpasienue MUnUdHblX OWUOOK NPU DACTOPAHCEHUU MPYO0BO2O
docoeopa

Oman 28. Obcyscoenue u anamu3 owubOK, OONYUJEHHLIX YYACMHUKAMU UCTMOpUU 8
sudeomamepuane «Kaopogvie ucmopuu, yacms 3»

Oman 29. O6cyxcoenue u anaiu3 owubOK, OONYUJEHHBIX VYACMHUKAMU UCTIOpUU 8
sudeomamepuane «Kaopogvie ucmopuu, yacmo 4»

Onpoc no meme

Moayab 8. Ayaur opraHu3anuu padoTbl ¢ KaapoBbIMU JoKyMeHTamu. IIpoBepka
NPaBHJIbHOCTH YHHYTOKEHHUSI JOKYMEHTOB 110 THYHOMY COCTABY.

ANTOpUTM MPOBEACHUS ayAUTa OPraHU3aIK PabOThI ¢ KaAPOBBIMHU TOKYMEHTaMHU

[IpoBepka HOMEHKIIATYPHI JIeJI KaJpOBO CITY>KObI

AyIuT perucTpanioHHbIX GpopM (KypHaAIOB/KHUT y4eTa JOKYMEHTOB I10 IMYHOMY COCTABY)

[TpoBepka mpaBUIBHOCTH MOATOTOBKH JOKYMEHTOB M0 JIMYHOMY COCTaBY JJIsl IEpejaur B apXuB



AyIUT YHUUYTOKEHUS JOKYMEHTOB: CPOKH XpaHEeHHUsI, CIOCOOBI yTUIN3aluu, ohopmieHue gakra
YHHUTOKEHUS

Yueonwviii npoexm:
Oman 30. Cocmagnenue HOMeHKIAmMypwvl 0el KAOPOBOU CLYHCOb

Oman 31. QObcyscoenue u ananu3 owubOK, OONYUJEHHLIX YYACMHUKAMU UCTMOpUU 8
sudeomamepuane «Kaopoevie ucmopuu, yacms 35 »

Oman 32. Pewenue retica «IIpogedenue enympennezo ayouma Kaopogulx OOKYMeHMO8»

Onpoc no meme

5. Opranu3anuoOHHO-NeAArOTHYeCKHe YCJI0BUSA

CobOmoienne TpeOOBaHUN K KAAPOBBIM YCIOBHSAM pEAIH3AIMHA  JOMOJHUATEIHHON
npodecCuoHaNbHOM MPOrpaMMBI:

a) TPEmoAaBaTeNbCKU COCTaB 00pa30BaTEIbHONW OpraHU3alMU, OOCCIICUUBAIOIIUI
00pa3oBaTenbHBIA TpoIecC, 00JIalaeT BBICIIMM OOpa30BaHMEM M CTXKEM MPENOJaBaHUS I10
U3ydaeMoil TemaThke He MeHee | roga W (WiM) mpakTH4ecKod paboThl B 00JACTSX 3HAHMIA,
PEelyCMOTPEHHBIX MOAYJISIMU NIPOTPaMMBbl, HE MeHee 3 (Tpex) JIeT;

0) oOpa3zoBarenbHOW oOpraHu3aluedl HapAay C TPAAWIHOHHBIMA  JIEKIIMOHHO-
CEMUHAPCKUMM  3aHATHSIMH  IPUMEHSIOTCS  COBpPEMEHHble  3(PQGEKTUBHBIE  METOIUKHU
MpernoAaBaHus ¢ MPUMEHEHUEM WHTEPAKTUBHBIX (opM 0OydUeHUs, ayAHOBHU3yaTbHBIX CPEJICTB,
MH(}OPMaLIMOHHO-TEIEKOMM YHUKAIIMOHHBIX PECYPCOB U HATJISAHBIX Y4€OHBIX TOCOOUIA.

Cobmtonenne TpeOOBaHM K MaTepHaIbHO-TEXHHMYECKOMY M Y4eOHO-METOIUYECKOMY
00€eCIIeueHUIO TOTTOTHUTEIbHON PO ECCHOHAIBHON TTPOTPaMMBI:

a) oOpa3oBaTellbHAs OpraHMU3aIlHsl pacrojaraeT HeoOXOAUMON MaTepHaTbHO-TEXHIHUECKON
0a30H, BKJIIOYasi COBpEMEHHbBIC ayUTOPUH, OMOINOTEKY, Ay TMOBHU3YyaIbHbIE CPE/ICTBA 00yUCHUS,
MYyJITUMEANHHYIO anmnaparypy, OprTeXHHKY, KOMUPOBAIbHBIC ammapaTel. MarepuanbHas 0a3a
COOTBETCTBYET CAaHMTAPHBIM M TEXHUYECKUM HOpPMaM U MpaBujaM U 0OecreunBaeT MpoBeIeHNE
BCEX BHUJOB MPAKTUYECKOW M JUCHUIIMHAPHOW MOIATOTOBKHU CIIyIIATeIeH, MPeayCMOTPEHHBIX
y4eOHBIM TIJIAHOM peaTu3yeMOi TOMOHUTEIBHON PO ECCHOHAIBHON TTPOTPAMMBI.

0) B ciay4yae NMPUMEHEHHUS AJIEKTPOHHOTO OOY4YCHHsI, TUCTAHIIMOHHBIX O0pa30oBaTEIbHBIX
TEXHOJIOTHI KaKIbI OOydYaromIMiicss B TEUEHHWE BCEro mepuoaa oOydeHus oOecreunBaeTcs
WHAWBUAYAIIbHBIM ~ HEOTPAaHUYEHHBIM  JOCTYMOM K  DJJEKTPOHHOW  HMH(OpPMAIOHHO-
o0Opa3oBaTenbHON cpele, colepkalleil Bce JJIeKTPOHHbIE 00pa3oBaTelbHBIE PECYPCHI,
MIEPEYUCIICHHBIC B MOAYJISX TOMOTHUTEIBHOM MPo(dhecCHOHAEHOM MPOTrpaMMBl.

6. ®opMBbI ATTECTAIUM M OLICHOYHbIE MATEPHAJIbI

OOpaszoBarenbHas OpraHM3allds HECET OTBETCTBEHHOCTb 3a KadeCTBO IOATOTOBKHU
ciymaTeneil M peamu3anuio JIOMOJHUTENbHON MPO(EeCcCHOHAIBHOW MPOrpaMMbl B IOJHOM
00BbEME B COOTBETCTBHH € y4EOHBIM IIAHOM.

OrneHka KauecTBa OCBOCHHMSI CIYLIATENISIMU MPOTpaMMbl Kypca BKJIIOUAET TEKYIUN KOHTPOJIb
YCIIEBAEMOCTH M POMEKYTOUHYIO aTTECTALMIO.

Texymas arrecrauusi mpoBoauTcst B (opme, mpeaycMoTpeHHoi JIHA «Ilonoxenue o
MPOBEJICHUM TIPOMEXKYTOYHOM aTTeCTallMi Ciylareaed U OCYIIECTBICHHH TEKYIIEro KOHTPOJA HX
ycreBaeMocTu» 1.3.3. W ompezensercs mpenogaBateneM Kypca. K IPOMEXYTOUHOM arTrecTanuu
JOIIYCKAIOTCA CIIYIATENIH, BBIIIOJIHUBIINAE BCE BUJIbI TEKYILEH aTTECTAllMH, IPEyCMOTPEHHBIC B
HACTOALLIEH mporpaMMme.



CrnymaTenu, yCIemHO OCBOMBIIME IMPOTrpaMMy Kypca M MPOIIEAIINE MPOMEXKYTOUHYIO
aTTeCTallUIO, MOTYYal0T YJOCTOBEPEHHE O MOBBIMICHNN KBATH(DUKAINH, a TAKKE TOMYCKAIOTCS K
OCBOCHHMIO CIEAYIOIIETO Kypca, BXOJANIETO B COCTaB aUIUIOMHOM miporpammbr  (JIITIT
TIOJTOTOBKH).

CrnymaTensM, HE TMPOIIEAIIMM MPOMEXKYTOUHON aTrTecTallud WM TMOJYy4YMBIIMM Ha
MPOMEKYTOUHOM aTTEeCTAllUU HEYJOBIETBOPUTEIbHBIE PE3YIbTAThI, @ TAKXKE JTUI[AM, OCBOMBIIUM
4acTh Kypca W (WJIM) OTYMCIICHHBIC W3 OOpa30BaTEIIbHOM OpraHW3aIliH, BBIJACTCS CIpaBKa 00
oOydeHHH WM O TMepuoje OOy4deHHs MO OoO0pa3ily, CaMOCTOSTEIhHO YCTAaHABIMBAECMOMY
00pa3oBaTenbHON OpraHu3aIuei.

K wurorosoit arrecrauuu no I nmepenoAroToBku MOMYCKAIOTCS TOJBKO T€ CIYLIATENH,
KOTOpBIE CAATU NMPOMEKYTOUHYIO aTTECTALlMIO M0 BCeM KypcaM (BKJIIOYasl JaHHBIN), BXOASIIUM
B auIioMHyto porpammy (AIIIT nepenoaroToBku).

[TpomexxyTouHas aTTecTalus MPOBOIUTCS 1O (OpMe BBIOTHEHUS 3a/1aHUS B COOTBETCTBHUH C
y4eOHBIM TUIAaHOM. Pe3ynbTaThl MPOMEKYTOYHON aTTECTAIlMH 3aHOCSTCS B COOTBETCTBYIOIINE
TOKyMEHThI. Pe3ynpTarel mpomexyTouyHoil arrectanuu ciymatened JIIII BwicTaBisitoTcs 110
IBYX OanbHOU MIKale («3a4TEHO0Y»/ «HE 3aUTEHO»). «3a4TE€HO» BBICTABISETCS, €CIIM CIyIIATelb
HaOupaeT He MeHee 70% 6amioB (MpaBUIBHBIX OTBETOB W/WJIM BBHIIIOJHEHHBIX 3aaHUMN).

Texkymas arrecrauus:
Ompocsl o Temam (Moaynu 1-12)

HpOMe)KyTO‘lHaﬂ aTTeCTalud: TECTUPOBAHHUE.

Tect «KanpoBasi padora B cOBpeMeHHOH OpraHusanuu. YpoBeHb 3. BHyTpeHHuii ayaur
Ka/IPOBBIX JOKYMEHTOB»

YcaoBusi NpoxXoKIeHUst

Bpewmsi(mun): 20

KomnuectBo Bompocos: 20

[Ipoxonnoit 6amn(I1b): 12

I1b cpennuii ypoBeHsb: 15

1B skcnept: 18

PaBHOMEpHO pacnpenienenue no MoAyIsIM

Bormpoc 1/50
B kakux noxkymeHTax cojeprxkarcs TpedoBaHus K 0OPMIICHHIO KaAPOBBIX JTOKYMEHTOB
BriOeprTe HECKOIBKO OTBETOB:

. [Tpodeccuonanbublit  crapmapt "CoeuwanucT MO YOPaBICHHUIO MEpPCOHAIOM", YTB.
MpUKa3oM MHUHHCTEPCTBA TPyAa U coruanbHOM 3auThl PO oT «06%» okTsi6pst 2015 r. Ne 6911

. [TocranoBnenne IT'ockomcratra P® ot 05.01.2004 Nel «OO6 yTBepKACHUU
YHUDUIPOBAHHBIX (POPM MEPBUUHON YUETHOHN TOKYMEHTALUHU IO YUETy TPYZa U €ro OIIaThl»

. @enepanbhblii 3akoH Poccuiickoit @epepaunu ot 6 aekadbps 2011 r. N 402-®3 "O
OyxrajiTepckoM ydere"

Bomnpoc 2/50

BHyTpenHuit ayuT KaApOBBIX JOKYMEHTOB IIPOBOIUTCS
Bribepure HECKOIBKO OTBETOB:

. Kak camocTosaTenpHas nporenypa

. Kak cocramsironiast 0011ero kagpoBoro ayaura

. TosbKO Tiepen MIIaHOBOM MPOBEPKOM ['ocyAapCTBEHHOM MHCIIEKIIUU TpyAa
Bompoc 3/50

Bunpl aynnuta KaapoBhIX JTOKYMEHTOB
BribepuTe HECKOIBKO OTBETOB:



. Buenraunii

. Buyrpenunuit
. CwmenianHbIN
Bomnpoc 4/50

Yro npoBepsieTcs BO BpeMsl MPOBEICHNS] BHYTPEHHET 0 ayIuTa KaJpOBBIX TOKYMEHTOB
Bribepure HECKOIBKO OTBETOB:

. Hammume o00s3aTeNbHBIX JOKYMEHTOB M WX COOTBETCTBHE HOpPMaM TPYIOBOTO
3aKOHOATEIhCTBA

. [IpaBuia KOMIUIEKTOBaHHS U XPAHEHUS KaJIPOBBIX JJOKYMEHTOB

. Crunb ynpaBiieHUsl B OpraHU3aluu

Bormpoc 5/50

[Ipu mpoBeneHUM ayauTa JIOKAJIbHBIX HOPMAaTUBHBIX aKTOB IIPOBEPSIETCS
BeiGeprTe HECKOIBKO OTBETOB:

® CooTtBeTcTBUE COACPpIKaHUA JIOKAJIbHBIX HOPMAaTUBHBIX aKTOB Tp660BaHI/ISIM
3aKoHoOIaTelbcTBa PO

® HO,Z[HI/ICI/I paGOTHI/IKOB 06 O3HAKOMIJICHHUHU C JIOKAJIbHBIMHA HOPMATHBHBIMU aKTaMU

. Hanuuune xonuii TokanbHBIX HOPMAaTUBHBIX aKTOB Y KaXXI0r0 paOOTHHUKA

Bompoc 6/50

Ha uro cnemyer oOpatuTh BHHMaHuE€ NpU MPOBEACHUM BHYTPEHHETO ayauTa KaJpOBbIX
JIOKYMEHTOB

Bribepute HECKOIBKO OTBETOB:

. Ha nmpaBuna KOMIIJIEKTOBaHUS TOKYMEHTOB

. Ha cooTBercTBHE coepkaHUS KagpOBbIX JOKYMEHTOB TpPeOOBAHUSM TPYIOBOIO
3aKOHOATEIHCTBA

. Ha xoadunment TekydyecTn nepcoHana 3a mociIeTHAN Mepruo.I

Bompoc 7/50

Bungamu npoBepku KaApOBBIX JOKYMEHTOB SIBIISIOTCS
Bribepure HECKOIBKO OTBETOB:

. Tlonuasa
. Bribopounas
. CMenrangas

Bompoc 8/50

B akTe o mpume-niepenaye A€l 1o KaJpoBOMY AEJIONPOU3BOJCTBY HE YKa3bIBACTCS

Bribepure ouH OTBET:

. [lepeyeHb TPOBEPEHHBIX TOKYMEHTOB

. [Tepeuens oOHAPYKEHHBIX HECOOTBETCTBUN U HEIOCTATKOB

. [lepedyenp nuu, NOANEKAMMX YBOJIBHEHHUIO B CBSI3M C HEHAMJIEKAIIUM BEICHHEM
KaJIpOBOTO JICJIONPOU3BOICTBA

Bormpoc 9/50

K kakomy sTamy paboThl ¢ KaIpOBBIMU JOKYMEHTAMH OTHOCHUTCS TIepeiada JOKYMEHTOB B apXHUB
Bri6epute oquH OTBET:

. OdopmieHne TOKyMEHTOB
. O6paboTKa TOKYMEHTOB
. XpaHeHHe UCIIOIHEHHBIX TOKYMEHTOB

Bompoc 10/50
B opranunzanuu Ha Kax0oro pabOTHUKA JOJDKHBI ObITH OOPMIIEHBI TOKYMEHTHI
Br16epuTe HECKOIBKO OTBETOB:

. 3asiBiIeHHE O TIpUEMe Ha paboTy
. TpynoBoi 10roBop
. Jluunas kapTouka paboTHUKA

Bompoc 11/50
Kakoif mokabHBII HOPMATUBHBIN aKT JIOJKEH OBITh YTBEPKICHBI B KAKIOW OpraHU3aI[un



Bri6epute oguH OTBET:

. JIokanbHBI HOPMATHUBHBIN AKT O IIPOBEACHUM CIIELIUAIIBHON OLEHKH YCIIOBUH TpyAa

. JlokanpHBII HOPMATHBHBIA aKT O HampaBiICHUUW pPAOOTHUKOB B  CIIy)KCOHBIC
KOMAaHJIUPOBKH

. JlokanpHBIIT HOPMATHUBHBIN aKT O IEPCOHAIILHBIX JIAHHBIX pa0OTHHKA

Bomnpoc 12/50

KakuMm mmyTem MOTyT BHOCUTBLCSI H3MEHEHUS B JIOKAITHHBIE HOPMATHUBHBIE aKThI
BriOepuTe HECKOIBKO OTBETOB:

. OtMeHa npeaplaynel peakiuy J0KyMEeHTa U U31aHue HOBOU

. BHeceHne HM3MEHEHHMM HENOCPEICTBEHHO B TEKCT JOKYMEHTa IIyTeM 3a4epKUBaHUS

npeXHer HHPOPMAIIMK 1 HAITMCAHUS HOBOM

. Pa3paboTka npuiioxeHust K TOKATbHOMY HOPMAaTHUBHOMY aKTy
Bormpoc 13/50

B ciydae oGHapyeHHs yTpaThl, IOPUYH JOKYMEHTOB CJIEIyeT
Bri6epute HECKOIBKO OTBETOB:

. 3adukcupoBath GakT yTpaThl/IOPUU JOKYMEHTA (AKT)

. 3anpocuTh TMHUCBMEHHOE OOBSICHEHHWE Yy pPabOTHHKA, YTPATHBIIETO/HUCIIOPTHBIIETO
JOKYMEHT

. Coo0muth 00 yrpare/mopue J0OKyMEHTOB B [ 0Cy1apCTBEHHYIO HHCTICKIIUIO TPyAa

Bomnpoc 14/50

O0s13aTeNbHO JIM 3aKJII0YaTh TPYIOBOM JOTOBOP MO YTBEPKACHHOM hopme?
Bribepure ouH OTBET:

. Jla, 00s13aTenbHO TS BCEX paboToaaTeNnen

. Her, He 00s13aTenbHO

. VYTBepxkaeHHas ¢opMa  TPYAOBOTO  JOroBopa  sIBIsieTcs — 00si3aTenbHOU
MUKPOIPEATIPUITHI

Bormpoc 15/50

Kakwue ycioBust Tpy10BOTO 10roBOpa SBISIOTCS 00s13aTeIbHBIMU?
Bribepute HECKOIBKO OTBETOB:

. HcneiTanue npu npreme Ha padoTy

. TpynoBast hyHKIHS

. YcnoBus Tpyaa Ha paboueM mecTe

Bormpoc 16/50

TpynoBble 1OrOBOPEI MOTYT 3aKJIIOUATHCS

Bribepute HECKOIBKO OTBETOB:

. Ha HeonpeneneHHbIN CPOK

. Ha onpenenenusiii cpok He 6oiee 5 et

. Ha mo6oii onpeneneHHbIi cpok

Bormpoc 17/50

UcnbiTanue npu npueme Ha paboTy HE YCTaHABAIMBACTCS

Bribepute HECKOIBKO OTBETOB:

. Jlist nmut, He JoCTUTIIMX Bo3pacTta 18 ner

. Jl51s GepeMeHHBIX KEeHIIUH

. JIns KEeHIMH, UMEOIINX JETEel B BO3PACTE 10 TPEX JIET

Bompoc 18/50

[Ipu akTyeckom nomymeHun k padore padboronaTens 00s13aH 0pOPMHUTD
Bri6epute oquH OTBET:

TSt

. TpynoBoii noroBop B mHCbMEHHOW (opMe HE Mo3AHEe Tpex padouux ITHEeH co JTHS

(haKTHYEeCKOTO JOMYIICHHS K padoTe

. TpynoBoii noroBop B mucbMeHHOH (popme He mo3aHee AHA (HaKTHUECKOro AOMYIICHUS K

pabore



. TpynoBoii 10oroBop B MUChbMEHHOU (OpMe HE MO3AHEE TPEX KAJICHIAPHBIX THEH CO JHS
(akTHUECKOro JOMyIIeHHs K padoTe

Bormpoc 19/50

K paboTe mo coBMeCTUTENTBCTBY HE JOMYCKAIOTCS:

Bri6epute oquH OTBET:

. JInna B Bo3pacte o 18 net
. bepemenHbie JKEHITUHBI

. uBanuael

Bormpoc 20/50

3akir04aeTcs M TPYJOBOM JIOTOBOP C JIMIIAMH, Pa0OTAIOIIMMU 10 COBMECTHTEIBCTBY
Bri6epute oguH OTBET:

. Ha

. Her

. 3aKIr09aeTcs Mo KENaHUI0 paboTHUKA
Bormpoc 21/50

Kakue u3 nepedncieHHbIX JOKYMEHTOB PETJIaMEHTHPYIOT paboTy ¢ TPYAOBON KHHUKKOM
Bribepute HECKOIBKO OTBETOB:

. Tpynosoi koaekc Pocculickoit @enepanuu

. [TocranoBnenue [IpaButenscrBa PO o1 16.04.2003 Ne225 «O TpyI0BBIX KHUKKAX)

. [TocranoBnenne ITockomcrata P® ot 05.01.2004 Nel 00 yTBepkaeHUU
YHUPUIIMPOBAHHBIX (OPM MEPBUYHOM YyUETHOM TOKYMEHTALMU MO YUETy TPYy/Ja U €ro OIIAThI
Bomnpoc 22/50

TpynoBast KHI)KKa HOBOTO oOpa3iia Obliia BBE/ICHA B ICUCTBUE

Bribepure ouH OTBET:

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

B TpynoBy10 KHI)KKY BHOCSTCS CBE/ICHHS
Bribepure ouH OTBET:

. O mepeBozic HAa BpEMEHHYIO padoTy

. O mepeBojie HA APYTYIO TIOCTOSTHHYIO PaboTy

. O mepeBozie B APYTyI0 MECTHOCTh BMECTE € paboToaaTeeM
Bomnpoc 24/50

KTo omaunBaeT cTOMMOCTh UCITOPYCHHOTO OJIaHKa TPYIOBOM KHUKKHU B CIydae HEMPaBUIHLHOTO
NEPBUYHOTIO 3aII0JIHEHUS TPYI0BOM KHM)KKHU WM BKJIAJbIIIA B Hee?
Bri6epute oguH OTBET:

. PabGoTHuk

. PabGoronmarens
. I'ocynapctBO
Bompoc 25/50

B pasmenax tpymoBoii kumxkku "CBemeHus o pabore" u "CBemeHuHs O HarpaxiaeHuu'" H
3aUE€pKUBAaHUE pPAHEE BHECEHHBIX HETOYHBIX, HEMNPAaBUJIbHBIX WA HWHBIX HPU3HAHHBIX
HEJICHCTBUTEIIbHBIMU 3aIMCEN

Bri6epute oguH OTBET:

. JlomyckaeTcst BO BCex ClIydasix

. Jlomyckaetcs B cirydae opdorpadgudeckoit ommoku
. He nomyckaercs

Bormpoc 26/50

Ecnu oquH u3 pa3enos TPyAOBOM KHUXKKU 3aKOHYMIICS, TO
Bri6epute oguH OTBET:
. 3aBoaUTCS HOBas TPYAOBasi KHMKKA



. OdopmisieTcst myOoMKaT

. BmmBaeTcs BKi1agbIm

Bormpoc 27/50

K kakuMm JOOKyMEHTaM OTHOCHTCS CIIAyHoIee ompeneicHue: «MarepualbHbIi HOCHTENh C
3a()UKCHPOBAaHHOW Ha HEM HWHQOpMaIME, KOTOPHIH WMEET PEKBU3UTHI, IMO3BOJISIONIAE €TI0
UACHTU(DUIIUPOBATh, W TOJUICKUT XPAHCHHUIO B CHIIY 3HAYMMOCTH YKAa3aHHBIX HOCUTENS W
nHpopMaIuu Il TpakaaH, 001IecTBa U ToCyIapCTBay»?

Bribepure ouH OTBET:

. ApXUBHBIC JJOKYMEHTEHI

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

JIOKyMEHTBI, COCTABJISIIOIIME Aea, IIOAIIMBAIOTCS Ha 4 MpoKoia
Bribepure ouH OTBET:

. B tBepayto 005105kKy B3 KapTOHA
. B TBepayro 0010KKY U3 TUTaCTHKA
. B mo0yto 06510KKY

Bomnpoc 29/50

OcHoBaHMEM 151 IPOBEICHHUS BHYTPEHHETO ayJUTa KaJPOBBIX JOKYMEHTOB MOXET SIBIISTHCS
Bribepure HECKOIBKO OTBETOB:

. CMeHa pyKOBOJICTBa OpraHU3aluu

. [InanoBas MM BHEILIAHOBAs IIPOBEpPKa 1 '0Cy1apCTBEHHON MHCIIEKIUU TPyAa

. ITpuBenenue kagpoBOi JOKYMEHTALMU B COOTBETCTBUE C U3MEHEHUSMHU B JICHCTBYIOIIEM
3aKOHOJIATEeNLCTBE

Bormpoc 30/50

JlomkeH nu paboTomarenb NPUHATH 3asBleHHE PaOOTHUKA 00 YBOJBHEHHUHU IO COOCTBEHHOMY
JKEJIaHHIO B CIIy4ae eclii paOOTHUK Halucall 3asBJI€HUE He Ha OJIaHKe OpraHu3aliu

Bribepure ouH OTBET:

. Ha, nomxken

. Her, He nomken

. JloJKeH IpUHATh, HO HE pETUCTPUPOBATH
Bomnpoc 31/50

JlomkeH 1 paboTojaTeNlb yYUTHIBATH MHEHHE IEPBUYHOTO MPO(COIO3HOrO0 oOpraHa MpH
MPEKPALIEHUHN TPYTOBOTO JOTOBOPA MO COTIIAMIEHUIO CTOPOH
Bri6epute oquH OTBET:

. Ha, nomxen

. Her, He momken

. JloiokeH 1o npock6e paboTHUKA
Bompoc 32/50

[Tpu opopmieHnn Tpy10BON KHIKKH B JICHb YBOJIbHEHUS! paOOTHHUKA HEOOX0IUMO
Br16epuTe HECKOIBKO OTBETOB:

. BuecTn 3anuce 00 yBOJIbHEHUN

. [TocTaBUTH MOANIUCH U TIEUATh pabOTOAATEIS
. Bunts BKIAIBIII B TPYIOBYIO KHUXKKY
Bompoc 33/50

Moxer 5u paboTomarenb YBOJUTh pPabOOTHHKA IO €ro HMHUIHUATHBE (IO COOCTBEHHOMY
KEJIaHWUIO), €CIM JIEHb YBOJIBHEHUS NMPHUXOIUTCS Ha MEPUOJ BPEMEHHOH HETPYI0CIOCOOHOCTH
pabotHuKa?

Bri6epute oguH OTBET:

. Ha, Mmoxer

. Hert, He MmoxeT

. Moxer, 10 keJaHuio padoToaaTens



Bormpoc 34/50

Jlomwken nu paboTomarenb BBHIJIAYMBATH PAOOTHHUKY KOMIIEHCALMIO 32 HEUCIOJIb30BaHHBIN
OTIYCK B CIIy4ae YBOJIbHEHHS 110 MHUIIMATUBE PabOTOaaTeIs

Bribepure ouH OTBET:

. Ha, nomxen

. Her, He nomken

. JloymkeH 1o 3asBJICHUIO paOOTHUKA
Bompoc 35/50

ITo >xenmanuo pabOTHUKA B JIEHb YBOJIbHEHUS paboToAaTeNb 00513aH
Bribepure ouH OTBET:

. BrigaTe TpyI0BYIO KHIDKKY

. [TpousBecTu pacueT ¢ pabOTHUKOM

. BrimaTe KOomuM TOKYMEHTOB, CBSI3aHHBIX C pabOTOM
Bompoc 36/50

Ha uro paboTHUK HMeeT MpaBo MO PELIEHUIO Cy/a, paCCMaTPUBABILIETr0 TPYAOBOH CIIOp
Bribepure HECKOIBKO OTBETOB:

. Ha Bo3Memienne yOBITKOB, MPUYMHEHHBIX HE3aKOHHBIM JeicTBHeM (Oe3meircTBruEM)
JOJKHOCTHOTO JIMIIA TIPU PACCMOTPEHUH 00paIieHus

. Ha xommeHncanuio MoOpajabHOTO BpeAa, NPUYMHEHHOTO HE3aKOHHBIM JEHCTBHEM
(Ge3meiicTBUEM) JOIKHOCTHOTO JIMLA IPH PACCMOTPEHUH 00paIeHHs

. Ha nonyuenue yacti npuObLIN OpraHu3aliu

Bompoc 37/50

Koraa MoxHO ciucaTh K yHHUTOXEeHUIO ['paduk otmyckoB 3a 2016 rox

Bribepure ouH OTBET:

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

VYTBepkaeHHYIO (OPMY UMEIOT KypHAIIbI
Bribepure ouH OTBET:

. Kypnai ydera TUCTKOB BpeMEHHOU HETPYIOCITOCOOHOCTH

. KypHan ydyera npuKkazoB 110 JUYHOMY COCTaBY

. Hu onuu u3 nepeynciieHHbIX KYpPHAJIOB HE UMEET YTBEPKIEHHYIO GOopMy
Bompoc 39/50

B mporiecce uX UCHONTHEHHUS JOKYMEHTHI XPaHATCS
Bribepure ouH OTBET:

. VY ucnosHuATENSA

. VY pykoBOIHUTENS OpraHu3aluu
. B apxuBe opranuzamuu
Bompoc 40/50

Kuura ¢ pasrpaduieHHBIMH CTpaHHIAMH, B KOKIYI0 rpady KOTOPOH 3aHOCHTCS ONpeJesIeHHAs
uHpopMaLs 0 JOKYMEHTE
Bri6epute oguH OTBET:

. TaGenb popM TOKYMEHTOB KaJpOBOU CITY>KOBI

. PerucrpanmonHnblii xKypHal

. I'paduk 10KyMeHTO0O0POTA KaAPOBOH CITY>KOBI
Bompoc 41/50

COCTaBHGHI/IG HOMGHKJIaTypBI pi(SA) | opraHmaunn HpOI/I3BO,Z[I/ITC$I
Bri6epute oguH OTBET:

. B mepBoM kBapraie TeKyIero rojaa

. B mocneanem kBaprase TEKyIero roja

. He onpeneneno



Bormpoc 42/50

BBenenue B nelicTBHE HOMEHKIIATYphl €]l OpPraHU3aluy Ha MPEACTOAIIMN KaJICHIAPHBIM TOf
IIPOUCXOJUT

Bribepure ouH OTBET:

. C 1 aaBaps crneayromero KaleHAapHoro rojia
. Jlo 31 nexabps TeKyIero KajaeHaapHoro rojaa
. Ha ycmotpenue paboromarens

Bompoc 43/50

B KkoHIIE Ka)X10T0 Ae1a NOAIINBACTCS
Bribepure ouH OTBET:

. UwucTeiii 611aHK JTUCTa-3aBEPUTENS

. bitaHK BHYTpEHHEW OIKUCH JOKYMEHTOB JI€iIa

. bnank ¢ nepeyHeM 0co00 LIEHHBIX JOKYMEHTOB
Bomnpoc 44/50

Cpok XpaHeHHUs TOKYMEHTOB I10 JUYHOMY COCTaBY, CO3JaHHbIX HaunHas ¢ 2003 roga
Bribepure ouH OTBET:

. 50 mer
. 75 ner
. ITocTossHHO
Bompoc 45/50

JIOKyMEHTBI 110 JIMYHOMY COCTaBy JIMKBHJWPOBAHHOW OpTraHM3AlMM TPH OTCYTCTBUU
IIPaBOIIPEEMHHUKA U BBILIECTOSIIECH OPraHU3alun
Bri6epute oquH OTBET:

. [lepenatorcs Ha BpeMEHHOE XpaHEHHE B CIICIIUATM3UPOBAHHBIN apXuB (IICHTP)
. [TepenaroTcst Ha MOCTOSITHHOE XpaHEHHUE B JIFOOOM YaCTHBIN apXUB

. Hemennenno yauuroxarorcs

Bormpoc 46/50

KTO HeceT OTBETCTBEHHOCTDH 3a yTpaTy M HECAaHKLIMOHUPOBAHHOE YHUYTO)KECHHE JOKYMEHTOB B
apxXuBe
Bribepure HECKOIBKO OTBETOB:

. PykoBoauTens opranuzamnuu
. Hauvaneauk otaena kaapos

. ApxuB

Bompoc 47/50

B nopsok npoBeieHst BHYTPEHHETO ayJUTa KaJpOBBIX JOKYMEHTOB BXOAUT

Bribepure HECKOIBKO OTBETOB:

. ®opMupOBaHUE COCTaBa KOMMCCUH JUIsl NIPOBEACHUS BHYTPEHHErO ayauTa KaJpOBBIX
JIOKYMEHTOB

. OmnpeneneHne CpoKOB MIPOBEACHUS BHYTPEHHETO ayiuTa KaJpOBbIX JOKYMEHTOB

. OdopmiieHre 0TYETOB 1O Pe3yNIbTaTaM MPOBEPKH

Bompoc 48/50

Ha ocnosanuu I'OCT P MCO 15489-1-2007 coOTBETCTBUE CUCTEM YIpPaBJICHUS TOKyMEHTaMU
YCTQHOBJICHHBIM TPEOOBAHUSAM CIIEAYET

Bribepure HECKOIBKO OTBETOB:

. JIoKkyMeHTanbHO (PUKCHPOBATH

. OT4yeTHbIE JOKYMEHTHI XPaHUTh

. VY TBepKaaTh MPUKA30M PYKOBOAUTEIS OpraHU3aIin
Bompoc 49/50

[lepen mpuMeHeHHEM AUCIUTUIMHAPHOTO B3BICKAHUS pab0oTOAATENb JOKEH
BribepuTe HECKOIBKO OTBETOB:
. 3anpocuTh 0OBSICHEHUE C paOOTHUKA



. 3anpocuTh MUCEMEHHOE CoTiache pabOTHHKA Ha MPUMEHEHHE K HEMY JUCIUIUIMHAPHOTO
B3bICKaAHUA

. OdopMuTh akT 0 HApYIICHUU

Bompoc 50/50

Cucrema mep o0ecriedeHHsI COXPaHHOCTH IOKYMEHTOB BKITIOYAET B €01 pEXKUMBI XPaHCHHS:
BribepuTe HECKOIBKO OTBETOB:

. CaHuTapHO-TUTUEHUYECKUN PEKUM
. CBeToBOI pexxuM
. OxpaHHBIN peXKUM

. TemneparypHO-BIIa)KHOCTHBII
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