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1. MIOSICHUTEJIBHAS 3AIINCKA

JononHuTenapHast npodeccHoHanbHas oOpasoBarenbHas mporpamma "Ilopsgok
paGoTel ¢ OnaHKkamMM TpPyOOBbIX KHikek" (mamee - IIporpamma) paspaboraHa
B COOTBETCTBHHU ¢ TpeGopanusmu PenepanbHoro 3akoHa oT 29.12.2012 Ne 273-®3 "O6
obpaszoBanuu B Poccuiickoit ®enepanun’, [Ipukaza Munooprayku Poccuu ot 01.07.2013
Ne 499 "O6 YTBEPXKACHUU [Topsanka OpraHu3aluu
M OCYIIECTBJIEHHS  O0Opa3oBaTeJbHOW  AESATENIBHOCTA  II0  JOMOJHHUTEIbHBIM
npodeccuonansueiM mporpammam”, [Ipukaza Muntpyna Poccuu ot 06.10.2015 N 6911
"O6 yTBepkaeHHH MpodeccHoHANBHOTO cTaHzapra '"CHeLHanucT IO YIpaBIEHHUIO
nepconanom", Ilpukaza Muntpyma Poccum ot 06.05.2015 N 276H "O6 yTBep)KAECHUU
npodhecCuOHATBHOrO cTaHJapTa "Crienquajiuct 1o OpraHU3alUOHHOMY
M JOKYMEHTAl[HOHHOMY OOECIIEYeHHIO YIpaBIEHUS OpraHu3alMen”, a Takxe IPYyTHX
HOPMAaTHBHBIX [IPABOBBIX aKTOB.

Iennb o0y4yeHusi: peaau3anus IporpaMmbl 00ydeHHUs (MTOBBILIEHUS! KBATU(DUKALHHN)
HalpaBJieHa Ha COBEpPIIEHCTBOBaHHE W (WJIM) OBJIAJCHUE CILyLIATEISAMU KypPCOB HOBBIMH
KOMIIETEHIIUSIMMU, HEOOXOUMBIMH JUTS OpraHU3aliK Mpolecca 3PPEKTUBHOIO KaJgpoBOro
yIpaBlIeHUs IEPCOHATIOM B COOTBETCTBHH C HOpMaMu U 3akoHamu P®. B xozne peanuzanuu
JAHHOM  JIOMOJIHUTENBHOW  MpodecCHOHANBHOM  00pa3oBaTENbHONW  [IPOrPaMMBEI,
IpeayCcMaTpUBAETCs U3yUeHHUe CITyIaTeIsIMU:

- OCHOBHBIX MOHSTHH KaJIpOBOTO AEJIOINPOU3BOICTBA;

- OCHOB KaJIpOBOT0O YIIpaBJIeHHUS;

- HOPMAaTHBHO-ITPABOBBIX OCHOB KaJIpOBOI'0 YIIPaBJIEHUS;

- OpraHu3alii paboThl KaJAPOBOU CIIyXKOBI;

- IIPaBUJI BeJEHUS JOKYMEHTOB B KaJJpOBOM JEJIONIPOU3BOJCTBE (TPYyAOBOM JIOrOBOD,
TpyIOBasl KHIDKKA, KHUTU y4eTa),

-CII0CO0O0B yueTa pa3MYHbIX OIEePALMi C KaJpaMH.

Kareropun o0y4aembIX: IporpaMma KypcOB IIpeJHa3sHayeHa IJis pyKOBOJHUTEIEeH
yUpeXXICHU, MEHE/DKEPOB U CIIELUAIMCTOB IO YIIPABIEHUIO [IEPCOHAIOM.

IlpogoskuTEILHOCTL 00yueHusi: 18 akameMudeckux 4aca. | akaJeMHUYeCKH# 4ac
paBeH 45 MUHYyTaMm.

®opma o0y4uenusi:OUHas ¢ YACTHYHBIM OTPBIBOM OT pabOTBHI.

Pexum 3ausaTuii: 4-8 akageMHUEeCKHUX 4aCOB B JICHb.

Cpok o0y4yenusi: He MeHee 3 THEH

@dopmaT opraHuzanuu y4e0HOro mpouecca: JEKIMH, CaMOCTOSTENbHas padora
ClIyliaTenei, KOHCYJIbTal|H.

Pe3ynbTaTOM OCBOEHHSI MPOrpaMMbl SIBIISIETCS [IPOSIBIIEHUE IMOYYEHHBIX 3HAHUK
[pY BBINOJNIHEHHH TECTa Ha TEeKyLIMX M HMTOroBOM KOHTpoyisiX. Kpome Toro, ymenwe
OCYIIECTBJIATH ~ CAMOCTOSITEIBHBI ~ MOHHMTODMHI  HM3MEHEHHMS  3aKOHOJATe/IhCTBA.



[To okoHyaHWH OOydUeHHs IO MPOTrpamMMe U YCIEUIHOH claye UTONOBOM AaTTEeCTALUU
CJIyIIIaTeNSIM BBIIAETCS Y IOCTOBEPEHUE O MOBBILICHUH KBATU(PUKALUH.

2. VUEBHBIA ILJIAH

JOTIOJTHUTEIbHOM MpodecCHOHaNBHON 00pa3oBaTenbHOM porpaMmsl ' Ilopsaok
paboThI C OTaHKAMU TPYJOBBIX KHIDKEK

HaumeHoBaHue pa3aenoB u| Bcero B Tom 4ucae
AUCHHIIHH 4acoB Jlekuuu | IlpakTuyeckue
3aHATHUSA
[Topsinox oopMieHuUs: TPyAOBBIX 3 3 0
KHIDKEK.
[Topsimok mpuema Ha paboTy 3 2 1
TpynoBoit morosop 3 2 1
Odopmienne kaprouku T-2 3 2 1
IlopsinoK IperocTaBIeHUs U 3 2 |
0(OPMIIEHUS OUEPETHOTO €XKErOAHOIO
OTITyCKa
[Topsimok odopMIieHUs U PEeKpalIleHUs 2 2 0
TpyAOBOI'O IOrOBOpa
TOroBBIN KOHTPOJIB: TECTUPOBAHUE 1 0 0
3a4er)
UTOI'O: 18 13 4

3. COAEP)KAHHUE
IOTIOTHUTENbHOM MpodeccrnoHabHON 00pa3oBaTeIbHON IPOrpaMMBbl
"TTopsimok paboTEI ¢ OJIaHKaMH TPYJOBBIX KHHKEK"
Tema 1. ITopsimox oopmiieHHsI TPYIOBBIX KHUKEK.
e Buabsl TpyIOBBIX KHIDKEK, CTAHIAPTHI OJIAHKOB
e OcHoBHBEIE CIIOCOOBI (anbcupUKalMU OJIaHKOB M 3amuced B TPYyNOBOH
KHIKKE pabOTHMKAMHU — KaK paclio3HaTh U 4TO AeNaTh paboToJaTesro?
Tema 2. [Topsimok nmpuema Ha padboTy
e [Ipuem Ha paboTy paOOTHHUKOB.
e Tpynopoit Konekc, 3akoHonarensctso PO
e BuyTpeHHHE JIOKaJIbHBIE HOpMaTHBHbIE aKkThl (MHCTpykums mo xagpoBomy

JIeJIONPOU3BOACTBY, l[lomoXxxeHue A CciykObl IepcoHama O pabore c
TPYJOBBIMH KHIDKKAMH).



Tema 3. TpynoBoii norosop

TpymoBoit JOroBop.
O} dexTUBHBIA KOHTPAKT.

Tema 4. Odbopmnenue kaprouxku T-2

[Topsimok paboTel ¢ OJaHKaMH TPYAOBBIX KHIDKEK. llopsimok odopmieHus
TPYAOBBIX KHIDKEK, BKJIAJBIIIECH U JyOJIUKAaTOB

Tema 5. [Topsimox opopMITeHHS 3aKIIOYEHUS U IPEKPAILEHUS TPYAOBOIO JOroBopa

l.
2.

3.

ITopsimok odopmiieHHs TPYAOBOIO JOTOBOpA.

ITopsimok pacTop)XeHUs! TPy AOBOIO JOrOBODA.

BHecenue B TpyJOBYIO KHIDKKY 3allMCEeH O MPEKPAIEHUH TPYIOBOT0O JOroBopa
0 pa3IUYHBIM OCHOBAHHSIM:

MHHMIMATHBa pabOTHUKA,

WHUIMATHBa paborojmateNis (COKpallleHHe IITaTHOM YHUCIEHHOCTH, IPOTYJI,
HECOOTBETCTBHE 3aHMMAEMOM JOJDKHOCTH, HEYJOBIETBOPUTEIBHOE IIPOXOXKACHHE
HCIIBITATebHOTO CpOKa | T.1.),

corjalleHue CTOPOH,

UHBIE OCHOBaHHUSI.

4. BOIIPOCHI JJISI HOATOTOBKH K HTOI'OBOM ATTECTAIIAA

N —

()]

o0

IO JTOTIOJTHUTENIEHOMN MPodecCHOHAFHON 00pa3oBaTeIbHOM [IPOrpaMMBl
"ITopsiamok paboThI ¢ OJTaHKaMH TPYAOBBIX KHIDKEK "

Bune! Tpy10BBIX KHIDKEK.

Yro menarh, eCIH OYEBHICH ()aKT TOIO, YTO 3allUCh B TPYJOBOM KHIDKKE
canscudurpoBaHa?

KakoB mopsimok npuema Ha paboTy? BHeceHUs 3alHCH B TPYIOBYIO KHIDKKY
paboTHHKa IIpH IpHeMe Ha paboTy.

Kakumu BHYTpeHHHMH JIOKQJIHbHBIMA HOPMATUBHBIMU aKTaMHU B OpraHU3allMH
yCTaHaBIUBAETCS MOPSIOK pabOTHI ¢ TPYAOBBIMU KHIDKKamMu? Ha ocHoBaHMM
KaKMX HOPMATHBHBIX aKTOB TPYJIOBOr0 3aKOHOAaTeNbCcTBa PD?

B yeMm oTnnyue 3¢h(heKTHBHOrO KOHTpaKTa OT TPYAOBOIO J0roBopa?

[Topsimox BHECEHHSI CBENEHUW M3 TPYNOBOM KHIDKKH B JIMYHYIO KapTOYKY
paboTtHuka hopmer T-27

KakuM 00pa3oM OCyIIECTBISIETCS y4eT U XpaHEHHE TPYIOBBIX KHIDKEK
pPabOTHUKOB B OpraHU3aLNH?

KakoB mopsi1oK BbIIa4H TPYAOBOH KHIKKU PAOOTHUKY IIPH YBOJBHEHUH?
OcHOBHBIE IIpaBHJIa BHECEHUS B TPYIOBYIO KHIDKKY 3allUCH O PACTOPIKEHUHU
TPYZIOBOT'O IOroBOpa ¢ pabOTHUKOM IO pa3IMYHEIM OCHOBaHMSIM.



5. INIAHUPYEMBIE PE3YJIbTATBI ObYUEHU I

[IporpamMmMa mmo3BoJsieT (OPMUPOBAaTh TOTOBHOCTH K KaJIpOBOMY YIIPaBJICHHIO
[IEPCOHANIOM ClIylllaTejied B COOTBETCTBUM C JAEHCTBYIOIIUM 3aKOHOAATENIbCTBOM
M HOPMATUBHOM 0a30i, HCIONB3ys COBpEMEHHbIE O00pa3oBaTeNibHbIe METOJIBI
1 TEXHOJIOTMHU, YMEHHS ¥ HABBIKK B 00JIACTH MPUHATHS YIPABIEHUYECKUX PELIEHHUH.

B 3aBepuieHny 00y4eHus [0 IporpaMMe MpOBOAUTCS HTOTOBBIA KOHTPOJIb, B BU/IE
TectupoBanms. Clyluareny, Mpolleqire o0ydeHne Ha Kypcax 10 IOMOJHUTETbHOU
npodeccroHanbHOl oOpasoBarenbHoil mporpamme "Ilopsnok paboTel ¢ OraHKaMu
TPYAOBBIX KHMXKEK', OJDKHBI 3HATE:
e OCHOBBI 3aKOHOJATENILCTBA B 0O0JIACTH KaJpOBOIO YIPaBIEHHs [TEPCOHAIOM
¥ OTBETCTBEHHOCTHU JOJDKHOCTHBIX JIHII;
e TpYJOBOE 3aKOHOJATEJIHCTBO U HHBIE AKThI, COIEPIKAIIHE HOPMBI TPYAOBOTO
paBa B 4acTU 0(pOPMIIEHHS TPYJOBBIX OTHOILEHHH C PAOOTHHUKOM;
e TpaBuNa U MOPSIOK BeAeHUs, OQOPMIICHUS U XpPaHEHHs OJAHKOB TPYIOBBIX
KHIDKEK paOOTHUKOB B OPraHU3ALIMH;

e [paBMIIA BeICHUs ¥ 3aMOJHEHHUs KaJpOBOil JOKyMeHTauuu (OIaHKOB
TPYJOBBIX KHIKEK, KHUTH ydeTa IBHKEHUS TPYJOBBIX KHIDKEK M BKJIAJBIIICH
B HUX, JINYHOU KapTOYKH paboTHHKA Gpopmsl T-2).

YMETh:

e 0(hOPMJISTH OCHOBHBIE KaJpOBbIE JOKYMEHTHI, HOOKYMEHTHI II0 IIpUeMy
U YBOJBHEHHIO PabOOTHUKOB, OJAHKU TPYHOBHIX KHIDKEK W JOKYMEHTBI IO Y4YeTy
TPYIOBBIX KHIDKEK B OpraHU3aLUU.

6. HOPMATHBHO-IIPABOBBIE AKThI U JOKYMEHTDI

o Tpynopoii kogekc Poccuiickoit @emeparmu ot 30.12.2001 Ne 197-03
o IIpodcTranpapr
o IIpodeccuoHanpHblii  cTaHmaapT  "CHENMAIXUCT 10 YIPAaBICHHIO
nepcoHanoM" yrTBepxkaeHHBIH [IpukasoMm MuHucTepcTBa Tpyda U
couuanbHoM 3amuThl Poccuiickoit @eneparnuu oT 06.10.2015 Ne 6911
o Ilo nmpuemy Ha paboty
o IlpaBmia cooOuIeHUsT paboTonaTeneM O 3aKIIYEHUU TPYIOBOTO WU
IDAKIAHCKO-IIPAaBOBOIO JOrOBOPA HA BBHIMOJHEHHUE pPabOT (OKa3aHHe
YCIIYT) C FPaXXJaHMHOM, 3aMeII[aBIIUM JOJDKHOCTH FOCYAaPCTBEHHOMN UITH
MYHUUUIAILHOW CITY)OBI , MepedeHb KOTOPBLIX YCTaHaBIMBACTCS
HOpDMATMBHEIMU IIpaBOBbIMH  akTamu Poccuiickoi ~ @emepanuu’,
yTBepxaeHnbie [locranosnenueM [IpaButenscrsa P® ot 21.01.2015
Ne 29




« Ilo TPYAOBBIM KHHKKaM H KaAPpOBOMY A€JOIIPOU3BOACTBY

o

[IpaBuna BeieHUs] M XpaHEHWs] TPYAOBBIX KHUKEK, H3TOTOBJICHHS
OJJAHKOB TPYIOBOM KHIKKH K olecrieyeHus HMH paboropareieit
ytBepxaeHHble [locranoBnennem [IpaButensctBa P® ot 16.04.2003
No 225

WHCTpYKIIUSI 10 3aMOJHEHUIO TPYAOBBIX KHIDKEK YTBEpXKICHHAs
ITocranoBnennem Muntpyna P® ot 10.10.2003 Ne 69

[Ipukaz Munduna PO ot 22.12.2003 N 1171 "O TpyZOBBIX KHIKKaX"

(Bmecre ¢ "Ilopsaxom obecnieyeHus paboroaateneit G1aHKaMu TPy JOBOIA

KHIDKKH M BKJIaJbIIIA B TPYAOBYIO KHUXKKY")

I'OCT P 6.30-2003. VHUOUIIMPOBAHHBLIE CHCTEMBI
JOKYMEHTAIII. YHUOUITIPOBAHHAS CHUCTEMA
OPTI"AHM3ALIMOHHO-PACITOPSIUTEJILHOU
JOKYMEHTAILIMI. TPEFOBAHIS K ODPOPMIJIEHHIO
JOKYMEHTOB O6patute Baumanue, ckopo BzameH ['OCTa 6.30-2003
HauyHeT pgeuictBoBats [ OCT P 7.0.97-2016. Jlatra BBemeHus ero
B JIefiCTBUE MIEPEHOCUTCS, OTCIIEIUTh €€ MOXXHO Ha O(HIMATIBHOM CalTe
Poccranpapra gost.ru

O6 yTBepX)aeHUHU YHUGMHUIIMPOBAHHBIX (DOpM MEPBUYHOM YYETHOU
JOKYMEHTAIIMM II0 VYeTy Tpyaa Hu ero omiarel. IlocTanoBienue
I'ockomcTtata P® ot 05.01.2004 Nel

[IpaBmia AeIOnpou3BOACTBa B dhe/lepaibHbIX OpraHax UCIOJHUTEIbHOU
Biaactu, yreepxkaenHsle IlToctanosinenueM I[IpasurensctBa Poccuiickoi
QPenepanuu oT 15.06.2009 No 477

I'OCT P 7.097-2016. HamuoHanpHeIH cTaHgapT Poccuickoi
Qepeparmu. CucreMa CTAaHAAPTOB IO HHGOpMAaLKHU, OUOJIHMOTEYHOMY
U U3JaTENECKOMY Jeny. OpraHu3alliOHHO-PaCIIOPSIUTEIIHLHAS
JIOKYMEHTAIHSL. TpeboBaHus K o opMIIEHHIO JJOKYMEHTOB
(yTB. Ilpukazom Poccranmapra ot 08.12.2016 Noe 2004-ct)

o O nepcoHaJbHBIX JAHHBIX U KOMMepuecKol Taiine paboToaaTeJis

O

O nepcoHanbHbIX AaHHBIX. DenepanbHbiii 3akoH PO ot 27.07.2006
Neo 152-@3. C nocneayroluMu U3MEHEHUSIMHU

o OO0 oTmyckax U APYrux BUAAX BpeMEHH OTAbIXa

o

IIpaBuna 06 odyepeaHBIX M JIONMOJHUTEIBHBIX OTIYCKaX, YTBEPXKIEHHEIE
HKT CCCP 30.04.1930 N 169

[TpaBuna [IPEeOCTABJIEHHUS €)KEroJIHOr0 JIOTIOJTHUTEILHOT'O
OILIAYMBAEMOr0 OTIYCKA pa0OTHHMKAM C HEHOPMHPOBAHHBEIM paboYuM
IHeM B befepallbHBIX FOCYNapCTBEHHBIX yupexaeHusx (Iloctanopnenue
[IpaButenscta PO ot 11.12.2002 Ne 884)

[Toctagosienue IlIpaButensctBa P® 0  eXerogHbIX OCHOBHBIX
VIUIMHEHHBIX OIIaynBaeMbIX oTyckax oT 14.05.2015 Ne 466

[loctaHoBinenue IlpaBurennpcTBa P® 0 nepeHoce BBIXOJHBIX OHEH
B 2015 romy ot 27.08.2014 Ne 860




o [Ilocranosnenue [lpaBurenbcTBa PP 0 nepeHoce BBIXOJAHBIX [HEU
B 2016 roay ot 24.09.2015 Ne 1017
o IloctanoBnenue IlpaButenbctBa PP o0 mepeHoce BBIXOAHBIX JHEH
B 2017 roay ot 04.08.2016 Ne 756
o OO6 apxuBHoii paboTe
o O6 apxuBHoM jene B Poccuiickoit Denepanuu. DenepalbHbll 3aKOH
Ne 125-@3 ot 22.10.2004
o IlepeyeHb TUMOBBLIX  YIOpPaBJEHUECKMX  apXMBHbIX  JTOKYMEHTOB,
00pa3yIOUINXCs B IIPOLECCE NeATEFHOCTU IOCYAapPCTBEHHBIX OPraHoB,
OpPraHOB MECTHOI'O CaMOYIIpaBJIEHMs] M OpraHu3alyi, C YKasaHUeM
CpOKOB__xpaHenus" yTBepxaeHHbl [lpukazom Munkynstypel PO
oT 25.08.2010 Ne 558
o QOcHoBHble [IpaBuna pabGoTbl apxXMBOB oOpraHu3auuid o0400peHHbIe
pewenreMm Komnerun Pocapxusa ot 06.02.2002
o IlpaBuna oprasHd3aluyd  XpaHEHMs, KOMIJIEKTOBAaHWS, Y4yeTa U
WCIOJB30BaHUsl  JIOKYMEHTOB _ ApxuBHoro donaa Pocculickoit
denepanu M APYTUX  apXMBHBIX  JIOKYMEHTOB B Oprasax
rOCy/IapCTBEHHOW BJIACTM, OpraHax MECTHOIr'0 caMOYIIpaBJeHUsl U
OpraHu3auuMsx YTBEPXAEHHble INpUKazoM MuHKyIeTypbl Poccuu
or 31.03.2015 Ne 526
e O 101KHOCTHBIX 0013AHHOCTSIX
o KpanudukanMoHHBIM  COPAaBOYHMK  JOJKHOCTEW  PYKOBOAMUTEJNEW,
CIELIMAJIMCTOB M JIPYIMX CIY)KalllMX YTBep)KIeHHbIM [locTaHoBIEHHEM
Muntpyna ot 21.08.1998 Ne 37
o IIpodcoro3ubie opraHu3aluy B TPYJAOBbIX OTHOLUIEHUAX
o O npobdeccruoHANILHBIX COIHO3aX, MX IpaBaxX W rapaHTHUIX NEATEJbHOCTH.
®enepanbhblii 3akoH PO o1 12.01.1996 Ne 10-D3

7. AHOOPMALMSA O JEKTOPAX, PABOTAIOILIUX B IIPOI'PAMME

Bacunsea M.H. - Gonee 10 neTr ropujaudueckod NpakTUKM B 00JacCTH TPYyLOBOIO

3aKOHOAAaTECJIbCTBA.

Huxudopos E.B. -6onee 10 net paborsl B ['oCcynapcTBEHHOH HMHCIEKLMU Tpyna

B ropoze Mockae.

[Iumxkuga H.B. -6onee 5 ner HOpPUAMYECKOW IMpPakTUKA B 00JacTd TPYyAOBOIO

3aKOHO4aTeJIbCTBA, IPEACTABIISIET UHTEPECHI pa6OTOILaT€H${ B Cyax.

AnukbekoB A.A.-Gonee 10 JeT rocynapCTBEHHOH Ccly>)kObl B KOHTPOJIMPYIOLIMX

opraHax u paGOTBI 10 IpeACTaBUTEILCTBY B CylaX.



