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1. IIOSICHUTEJIbHAS 3AIIMCKA

HononsurensHas npogeccHOHATBHAS IPOrpaMMa PErNIAMEHTHPYET e , 0KHIAeMBIE pe3yIbTaTHI,
COZCpKaHHE, yCIIOBHSI M TEXHONOTHH pealn3alid 00pa3soBaTelbHOr0 MpoIecca, OLEHKY KadecTBa
IIOATOTOBKH BBIIYCKHHAKA 110 JAHHOMY HAIPABJIEHHIO MOATOTOBKH W MPO(HUIIO M BKIIFOYACT B cels:
y4eOHbI# [1aH; paboyre NporpaMME! yueGHBIX QUCLMILINE U IPYTHE MaTepHANbl, 06ecIeHBAIOIIHE
Ka4eCTBO IIOATOTOBKH O0YYarOIMXCH, a TAaKKe KaleHAapHbIH y4eOHEI rpadHK H METOIHYecKHe U
OLCHOYHBIE MaTepHalbl, OOECIECUMBAIOIIME pPEANH3AHI0 COOTBETCTBYIONIEH 06pa3oBaTeIbHOM
TEXHOJIOTHH.

Ilens mporpamMmpl — moIydeHHe HOBBIX 3HAHHN M IPAKTHISCKHX HABBIKOB BEICHHMS KaJIpOBOTO
ACTONPOU3BOACTBA H NPUMEHEHHs] HOPM TPYJIOBOIO IIpaBa Ha HPEAINPUSTHH, ¢ YYETOM IIOCIETHHAX
HM3MEHCHHUH B 3daKOHO/IATENBCTBE M HOPMATHBHEIX aKTax.

Kareropus ciymareneli — pyKOBOZHTEIN M CIELMATHCTEL KaJpPOBEIX CTPYKTYD, MEHEeJIKEPEI 110
IepcoHaTy, W TE CIyIIaTelHd, KTO CTPEMHUTCS NPO(ECCHOHAILHO OPHEHTHPOBATLCA W IMPHHHMATE
pelienys B 001acTH TPYJ0BOIO 3aKOHOIATEILCTBA.

O0wvem nporpammer — 260 axageMudeckux 4acoB (B ToM dHcie 51 ak. gac Bugeosexknmit 1 209 ak. 4acos
NPaKTHYECKOM CaMOCTOSATENbHOM paboThr).

®opma 00yueHHs: TUCTAHIIHOHHASL.

Bujib1 3ansTHE IPH OpraHM3aNMKU JUCTAHUHOHHOT0 00y JeHHs:

— BHUJIEONIEKIINA B 3aIIHCH;
— paspaboTaHHbIE NEIAroroM Ipe3eHTalny i paboyas TeTpab (pa3laTouHblil MaTepHa).

Pexum yueOHBIX 3aHATHIA: IPH OCBOCHHH JaHHOM IPOrpaMMBI IPEIOIaraeTes 51 akajeMu9eckix 9acoB
BH7cOTIeKIHi, 209 axafeMHIeCKHUX JaCOB IPAKTHIECKOM CAMOCTOATENbHOH paboThl ciryimartenell. YuaeGHpIe
3aHATHA IPOBOAATCS Oe3 oTpeBa oT paboTel. TeopeTHdeckHe W NPAKTHYECKHE 3aHATHS IPOBOJATCS B
pexuMe oIIaliH ¢ HCTIOMb30BAHMEM CPENCTB COBPEMEHHEIX HH(OPMAITHOHHEIX TeXHONOTHE U CePBHCOB.

OO0yuenue mmaTHoe.
JIOKyMeHTbI, HE0OX0AUMBIE /I 3a9HCIICHHUS:

® KC@pOKOl’IH}I macriopra,

e Kcepokonus 1oKyMeHTa O Ipe/IIIECTBYIOIIEM 00pa30BaHHH C IPHCBOEHHOMH
KBaTH(HKAITHeH*

* K 0CBOEHHIO TONOMHHTENBHBIX NPOGECCHOHATBHBIX IPOrPaMM JOMYCKAKOTCA: JIHIA, HMEIOIHe
HaYaIbHOE / cpeHee NpodecCHOHANBHOE | (MIIH) BhICIIEe 00pa3oBaHue; JIHIA, HOIyUaroIIHe CpeaHee
npodeccHOHaIbHOE U (WIH) BEICIIEe 0Opa3oBaHHE.

3aunciieRye B TPYNITYy DPOHMCXOMHT IOCTE 3aKIIOYEHHs OroBOpa Ha OKa3aHHE 0Opa30BATENBHBIX
YCIIYT ¥ BHECEHH CITyIIATENIEM OTLIATEL

OcBoenne JIONONHATENBHBIX TNPOGECCHOHAIBHBIX 00pA30BATENBHEIX IPOrpaMM  3aBEpINacTCs
UTOTOBOH arTecTanuel ofyyaromuxcs B popMe 3auera.



Jlunam, yCHEIMHO OCBOMBIIMM  COOTBETCTBYIOINYIO —AOMOJHHUTENBHYIO HOPOGECCHOHATBHYIO
nporpaMMy o0Oy4eHHMs M [pOIIEAIIHM MTOTOBYKO AaTTECTAllMI0, BBIJAIOTCS HOKYMEHTHI O
KBaJIHGUKAIHH: JUILIOM O IPOGECCHOHATBHON TIEPEMOATOTOBKH.

HOpMaTHBHble AOKYMEHTBI, HCII0JIb3Y€E€MBbI€ AJId pa3pa60’rml IIporpamMmal

o OenepanbHblit 3akoH 0T 29.12.2012 N 273-®3 (pex. ot 25.11.2013) "O6 obpa3oBanuu B
Poccutickoit ®enepanun” (¢ u3M. u gom., BCTym. B cuiy ¢ 01.01.2014)

e [Ipuka3 Munucrepcta obpa3oBanus 1 Hayku PO ot 1 uroms 2013 r. N 499 "O6 yrBepxaeHuu
[Topsinka opraHu3alUy U OCYINECTBICHUS 00pa30oBaTeIbHON NEATEIBHOCTH 10 JOTIOIHHTEIEHBIM
npodeccHOHATBLHBIM ITporpaMMam”



2. INTAHUPYEMBIE PE3YJIBTATBI

1. O6aacTs npuMeHeHHS.

Hacrosmas nporpamma obydenus nmo Teme «TpymoBoe IpaBo M KaipoBOE JETONPOM3BOACTBO HA
npexnpuatid. Ksammpukanma «Coenmamuetr mo  Kajpam»»  yoTaHaBIMBAaeT MHHHMAJBHEIE
TpeOOBaHUs K 3HAHUAM H YMEHHAM CIIyLIATEIId U ONPE/IE/AeT CoAepKaHue U BHIbl YIeOHBIX 3aHSTHil

H OTYCTHOCTH.

2. Ieu ocBOEHHSA NHCHHILIHHBI.

HGJIHIVIH OCBOCHHWA NHCIHILIHHBI ABJIAIOTCI:

- IIOBBICUTH HpO(IJeCCHOHaJIBHLIe KOMIIETCHIIUH CIICHAIICTOB Pa3sHOIo HpO(bHJUI B BOIIpocCax
BCICHHS KaJIpOBOIr0 AEIOIIPOH3BOJICTBA HA moboM THITE IpeaIpHATHA,

- 1aTh NPAaKTHYECKHE HABBIKK PabOThI ¢ KaJPOBBIMU JOKYMEHTAMH, & TAaKKe paGOTHI B POrpamMMe
1C: 8.3 3VIL

3. Komnerennuun odyqaomerocs, popMupyembie B pe3yIbTaTe 0CBOCHHS THCHHILIMHDI,

B pe3ynbTaTe OCBOSHHS AUCIUILIMHEL CIyIIATEb TOIKCH:

3HaTh:

® Tunuunble OIMMOKH B KAJPOBEIX JOKYMEHTAX H KaK HX U36GeKaTs.

® Kak npuMeHATh Ha IPAKTHKE KIFOYEBEIC HOPMAaTHBHBIE JOKYMEHTEI TPYI0BOTO IPaBa

e Kak rpaMOTHO COCTaBHTH INTATHOE PACIIHCAHHE

® Ilpasuia opopminenus nmpuema Ha paGoTy COTPYAHHKOB, KAAPOBOTO IIEPEBO/IA, OTIIYCKOB,
rpaduKoB paGoTEL

o Kak paGorats ¢ TpyHOBEIMH KHIKKaMH, THIHEIME JE/[AMH COTPY/HUKOB H IPYTHME JOKYMEHTAMH.

® Ilopsok npoBenenns arrectanuy, 0GYICHHA ¥ IIOBBIIICHNAS KBATH(QHKAITHH COTPYIHHKOB.

¢ OcHoBal paboThl ¢ HHOPMALIMOHHEIME CHCTEMaMH H 6a3aMH JAaHHBIX B 001acTH KaIpoBOT'O y4eTa.

e llopsanok pa3pemenus TpyIOBEIX CIIOPOB.

® IIpaBria pacTOP/KEHHS TPYHOBBIX JIOTOBOPOB I10 HHANKATHBE PaGOTHHKA H paboToHaTels.

e Kak npupieds kK OTBETCTBEHHOCTH paboTHAKA ¥ paboTOIATENs.

o IlpaBuna paccief0BaHus U KaJIpPOBOrO CONPOBOKIEHHS TACIMILTHHAPHEIX HAPYLIEHHI 1
HECYACTHBIX CIIy9JaeB Ha IPEIIPHITHH.

® [IpaBuia BOMHCKOTO yueTa H HeOOXOUMBIE NEHCTBHS IIPH MOGHITH3AI[AH COTPYAHHKOB.

® Ocobennoctu ohopMIeHHS Ha pabOTy HHOCTPAHHEBIX IPaX/IaH.

e Kaxyro KaZIpoByIO OTYETHOCTE, B KAKHE OPraHBl, KOTIA U KaK CIaBaTh.

e Kax neficTBoBats B Goree 80 paboumX CHTYAIMSX KaAPOBOTO JIEeTIONIPOU3BO/ICTBA.

YmMern:

® Pemats Gonee 50 mpakTHUECKUX KeHCOB MO KaJpOBOMY [I€JIONPOHU3BO/CTBY.
® Paspa0aThIBaTh INTATHOE pacIHCaHHE.

® Odopmizirs paboTy cOTPYTHHKOB (IOKYMEHTEI, TPYIOBOH HOTOBOD, IIPUKA3, THUHAS KAPTOUKA)
® PaspabarbBaTh JOKATEHO HOPMATHBHBIC aKTHI (IIPABHIIA BHYTPEHHETO TPYA0BOTO PACIOPSIKA,



noJoKeHre 06 oIaTe Tpyza, ION0KESHHE O 3alMIUTe IepCOHATLHBIX JaHHEIX). JlomKkHoCTHAS
HHCTPYKITAS.

® VYuuThIBaTh pekuM pabodero BpeMenu (rpaduxu paboTHl; BUABI OTIYCKOB; COBMEIIEHHE,
COBMECTHTEIILCTBO), KOMaHIHPOBKA.

[TpoBOOHUTE pe3yIbTaThl ATTECTALIHH

[IpuMeHATE B yCTaHABIMBATE MaTEPHATBHYIO OTBETCTBEHHOCTD.

W3MeHsTh ycIoBUs TPYIOBOTO JOT0OBOPA, PACTOPKEHHE TPYLOBOTO JOTOBOPA
BecTH y4eT TpyIOBBIX KHHXEK

Bectn yuer Bomnckuit yuer. ApxusHoe aeno. OCHOBEI OXpaHEI TpyZa
Pabotats B nporpamme 1C: 3apiuiata B yrpasieHue nepcoHanoM 8.3

IopTdoano BEIIYCKHUKOB JaHHOH POrPaMMBbI COAEPKHT 26 J0OKYMEHTOB:
— 15 npuka3sos,

— 10 7oroBOpoOB H AKTOB,

— 20 conmyTCcTBYIOIIHX KAAPOBLIX JOKYMEHTOB

B TOM 9HCIIC:

e OnTUMHU3MPOBAHHBIN TPYIOBOH TOTOBOP: BBIABIEHEI H YCTPAaHEHBI HAPYIIEHHS TPYIOBOTO
3aKOHOJATEIILCTRA.

e Odopmiennas opranr3aliOHHAs CTPYKTypa IpeANpHITHS K IITATHOE paclicalye B
COOTBETCTBUHM ¢ TPeOOBaHUSAMHU TPYAOBOTO 3aKOHOIATENIBCTBA.

e  OdopMIeHHBIH KOMIUIEKT JOKYMEHTOB 110 aHHYJIMPOBAHHIO TPYAOBOrO JOTOROPA: aKT 00
oTcyTcTBHH paboTHHKA Ha paboTe B IeHb Hadana TPYJIOBOro IOTOBOpa, IpHUKa3 00
aHHYJIHPOBAaHHU TPYZOBOTO JIOTOBOPA.

e 3aroJHEHHAd JIHYHASL KapTOo4dKa COTPYAHHKA 3a BECh IICPHO €I'0 pa6or51: aHaTHu3 H YCTPAaHCHHC

oImHO0K

e  OdopMiIeHHBI KOMIUIEKT JJOKYMEHTOB 10 PACTOPKEHHIO TPYLOBOT'O JIOTOBOpa ¢ pabOTHHKOM, HE
IIPOIIEINTAM HCIBITATEBHBIN CPOK: YBEIOMIIEHHE O HENPOX0IKICHUH HCIIBITATENIFHOTO CPOKa,
npukas 00 yBOJIbHEHHH pabOTHHUKA 110 HHUIIHATHBE paboTofaTens, 3auch B TPYIOBYIO KHIKKY.

o OdopmiIeHHBI KOMIIEKT TOKYMEHTOB IO IIPHBJICYEHHIO K MATEPHAIBHON OTBETCTBEHHOCTH
Opurazs! (KOJUIEKTHBA): IpUKa3 00 YCTaHOBICHUH OpHUTraHOH OTBETCTBEHHOCTH, IOTOBOP O

KOJUIEKTHUBHOH Ma'repmm},Hoﬁ OTBETCTBEHHOCTH, cnyxceGHasI 3allHCKa O BBIABICHHH HEOOCTaAYH

OTBETCTBEHHOTO JIMIA, IPAKA3 O CO3JAHMH KOMHCCHH /IS IPOBEICHUS CIyKeOHOTO
pacciieoBanus, TpeboBaHUE 0 MPENOCTABICHUH 00BICHUTENBHON, aKT 00 0TKase B
IIpe0CTaBIeHHH 00BICHUTETEHOM, aKT CITyKeOHOT0 paccie10BaHus.

e KOMIUIEKT JOKYMEHTOB 110 0QOPMIIEHHIO IIEPER0Ia COTPYAHUKA, paboTatOIIero mo

COBMECTHTENLCTBY Ha OCHOBHOE MECTO pabOThI: 3asdBlIeHHE OT COTPYAHHKA, JOIOTHUTEILHOE
COIJIAIIICHHE K TPYAOBOMY JoroBopy, [Iprkas o nepeodopMIeHHH TPYIOBOTO JOIOBOPA, 3aIIUChH E

TPYZOBOH KHM)KKE COTPYAHHKA.

o KoMIIIeKT JOKYMEHTOB II0 PACTOPKEHHIO TPYALOBOTO IOTOBOpa ¢ paOOTHHKOM B CBA3H C OTKa30M
paboTHHKA OT pabOTH B M3MEHHBIIMXCS YCIOBHAX: MIPHKa3 00 H3AMEHEHHH YCIOBHH TPYIOBOTO

JIOTOBOPA, IIEPCOHATIBHOE yBeIOMIICHHUE s paO0oTHHKA, IPHKa3 00 yBOIPHEHHH pabOTHHKA,
IOKYMEHTHI, CBA3aHHBIE C yBOTbHEHHEM PabOTHHKA.

¢ CdopMHpoBaHHEIHA KOMIUIEKT JOKYMEHTOB II0 BOMHCKOMY Y4eTy: IIpHKa3 00 opraHusalui
BOMHCKOT'0 Y4€Ta Ipak/iaH, IIaH paboTHI IO BEIEHHIO BOHHCKOIO y4&Ta, IMYHBIE KAPTOUKH
coTpyauukoB 1o Gopme 10 B GymMakHOM H 3I€KTPOHHOM BHJIE, XKyPHAJ IPOBEPOK BEACHHS

BOMHCKOIO y4éTa 1 OpOHHPOBaHMS TPaXKAaH, PACIIUCKH B IPHEME TOKyMEHTOB BOMHCKOTO y4&éTa

0T pabOTHHUKOB.



BblﬂyCKHPlKH NaHHOH IporpaMmMsel MOr'yT 3aHHMATh JOLKHOCTD:

e Chneunanuct Mo 0(QOpMICHHIO TPYAOBBIX OTHOIIEHHH
e ChoennammcT o JOKYMEHTAIIHOHHOMY 00€eCIedeHHIO IIEPCoHalIa
e CrermammcT o NepcoHaLy

‘e CroenmaymcT II0 Kaapam



3. OPTAHM3AIIMOHHO-TIEJATOIT'MYECKHUE YCJIIOBHA PEAJIM3AIIAA ITPOT'PAMMBI
O6mue TpeGoBaHHSA K OPraHU3alHH 00pa30BaTeILHOI0 Mpoiecca

— O6pa3soBaTeNbHBIH [polece MPeTyCMaTPHBAET CIELYIONHE BUALL H (QOPMEI YYeOHBIX 3aHATHIHA:
JeKIMH, TpaKTHYECKHe U CEMHHAPCKHE 3aHSATHA B GOpMe BHICO3aHATHI B 3allMCH, BHIIOIHEHHC
CaMOCTOATENLHOM paboTEL, BEITOMHEHHUE aTTECTAHOHHON paboTEL

— M3yueHHe KaXI0T0 pasjielia IporpaMMbl IMEET IPAKTHUECKYHO HAIPABICHHOCTE U IPEAIONaraeT
pelenye 3a1ay, npeaycMaTpUBAIONIAX IPHOOPETEHAE CITyMATEISIMHE KOHKPETHBIX
IpoeCCHOHAIBHBIX YMEHHH ¥ HABBIKOB.

— O6s3aTenbHbIe IEKIHOHHBIE U IPAKTHISCKUE 3aHATHS [IPOBOJATCS ¢ IPHMECHCHHEM
TeIeKOMMYHHUKALMOHHBIX M OBNIAYHBIX CEPBHCOB, NEKTPOHHOH HHGOPMAlMOHHO-00pa30BaTEIbHOM
CpenplL.

— TlporpaMma peau3yeTcs B yCIOBHSX 3JIEKTPOHHOTO 00ydeHHs, OMUCcaHHOro B PefieparbHOM 3aK0He
ot 29.12.2012 Ne 273-®3 «06 obpazosanmu B Poccuiickoit enepanuny.

TpebGosanns K KagpoBoMy obecriedeHnIo 06pa3oBaTeILHOr0 Ipouecca

Peanuzanus IOMONHATENBHON MpoeccHOHAIBHOH 06pa3soBaTENbHON IIPOTrPaMMbl 00ECIEYHBATECS
[eAarOrHYecKiMH KaZpaMH, HMMEIOIMMH, BLICIIEE O00Pa30BaHHE, COOTBETCTBYIOMIEE MNPO(HIIO
TIpenoaBaeMol JMHCIMIUMHGL [IpernofaBaTeny COeNUATbHbIX JHCIHIUINH, NOJDKHBI MMETh OIBIT
NESTEILHOCTH B COOTBETCTBYIOMIEHN MPOodecCHOHATBHOM chepe.

Yuebno-meroaudeckoe odecrnedenne 00pazoBaTeIbHOIO Mponecca

Peanu3anus IOMOTHATEIBHON IpodeccHOHATBHOM 00pa3oBaTeIbHON IPOrpaMMbl 0OECIIeurBaSTCS
HATHIUEM:

- IOCTYTIA Y KaX/I0TO CITyInaTelis K HHQOpMaHOHHBIM PECYPCaM, TI0 CONEPIKaHUIO COOTBETCTBYIOMIMM
[IOJTHOMY TIEPEYHIO JUCIMILIHH Kypea,

- yueGHO-METONMYECKUX, METONMYECKMX INOCOOMH, pa3palOTOK H PeKOMEHIALHMH IO BCEM
JMCLMIIIAHAM H IO BCEM BHIAM 3aHATHH,

- IPaKTHUECKUX 3aJaHuH;

- HANIOHBIX IIOCOOHi, mpe3eHTalMil 10 TeMaM, pa3/arOvHbBIX MaTepHajIoB, ayldo-, BHICO- H
MYJIBTEMEIUHHBIX MaTEPHATIOB.

B 06pa30BaTebHOM MPOIIECCEe HCIOMB3YIOTCA 3aKOHO(ATeNBHEIC aKThl, HOPMaTHBHbIE TOKYMEHTEL X
MaTepHaIbl Ipo(ecCHOHATEHO OPHEHTHPOBAHHBIX IEPHO/IMICCKIX H3JaHHH.

MarepHaJabHO-TeXHHYeCKOe ofecnedeHne 00pa3oBaTe/IbHOT0 Ipomecca

O6paszoBaTenbHOE  YYPSKIEGHHE,  peajm3yiomee  IONONHHTEIBHYIO PO HECCHOHAIBHYIO
o0pazoBaTenbHyl0 IIporpaMmy, JO/DKHO — pacImojaraTb MaTepHalbHO-TeXHHIecKoH  0a3oi,
COOTBETCTBYIOIIEH IEUCTBYIOIHM CAHHTAPHO-TEXHHICCKAM HOPMaM.

Jlns mpoBeeHHs 3aHATHH HEOOXOIMMEI 3JIEKTPOHHAA HH(pOpMaHOHHO-00pa3oBaTelbHas Cpena,
cHCTEMa TEIeKOH(EepeHIICBI3H.

Tl paBOTHI B CHCTEME CITYIIATENIO BBIIEISIETCS JIOTHH U IapoIIb. PaGodee MecTo caymarels JOIKHO
6BITH OCHAINEHO KOMITBIOTEPOM C MOAKIIFOUCHAEM K ceTd MHTepHeT.

B crcTeMe IHCTAHI[MOHHOTO 00yJeH s BEICTABILIIOTCS OCHOBHBIE y4eOHO-METONMYECKUE MAaTCPHATIBI
M0 mporpamMMe. IIpOBOXHTCS HHIMBHIyalbHOE TECTHPOBAHHE, PAsMEINAIOTCS BELIIONHCHHBIC
CITyINaTe MK 3aaHusl UL CaMOCTOATENbHOM paboTsl. Ha BeOHHApaxX OpraHu3yeTcs 0OMEH OIMBITOM
I10 aKTyaJLHEIM BOIPOCAM IIPOrPaMMBI, IIPOBOAATCA KOHCYIbTAlUH.

KoHTpo/b 3HAHMH

KOHTPOJTH 3HAHKH [IPOBOAKTCS B KOHIIE H3yYEHHs IPOrPAMMEI [T OLUCHKH PE3yIbTaTOB OCBOCHHUS TEM
porpaMmel. JIdarHocTyiKa IPOBOIATCS B (POPME OLCHKH BBITOTHEHHAS 00y4aromuMcs IPaKTHYECKAX
JIOMAIIHAX 3aJaHAH H HTOrOBOM aTTeCTAl[HOHHON paboThL.



IIo TeMaM, BKIIFOYEHHEIM B y‘-IBﬁHB[ﬁ I1agn 06p830BaTeJII=HOI‘ 0 YUPEXKIOCHHUA, BEICTABIIACTCA HTOrOBast

OLleHKa B (hopMe «3adeTay.

HTtorossrii KOHTPOJIb ITPOHU3BOJUTCA B COOTBETCTBHH CO IIKaJI0H:

[TponeHT pe3ynbTaTHBHOCTH
(MpaBUIIEHBIX OTBETOR)

KauecTBeHHas OIIEHKA HHIHBHIYaILHEIX
00pa3oBaTeNbHBIX JOCTIDKEHHN, OTMETKA

100 - 3AYET
70%
69- 0% HE3AYET




YTBEPXKIIAIO

) «DOMMeHeDKMEHT

"a Al Tumodeesa M.A.

YUEBHBIN ILJIAH

JIOMNONHATENEHOM MpodeccHoHaTbHOM IPOrpaMMbL

npodeccHOHaATEHOM IepenoArOTOBKH

TpynoBoe npaBo 1 KaapoBoe

AeJIONMPOU3BOICTBO HA NPEANPHITHH.
Kpanudukanus «Cnenuaauct 1o

Kagpam»

®opma 00yUeHHS: TUCTaHIHMOHHAS

JnuTensHoCTh 00yueHus: 260 akaZeMHIECKHX JacoB

MHHHMAJTEHEIM YPOBEHD 00pa30BaHus: CpeHe-ClIeNHalbHOe 00pasoBaHie

iy O 2024

B Tom umcre. gacos
DopMma
Ne HanmeHOBaHHe pasena E;S;: Bueo TlpaxTiyeckas KOHTPOJIs
CaMOCTOATEIbHAS
JICKIIHA
paboTta

Moxgyas «TpynoBoe npaBo u 100 44 56
KaJpoBOe AeJIONPOH3BOJICTBO
HA TPeINpPHATHHY

1 BeeneHue B IpodeccHio 2 1 1 ArTecTan
«CTIeHHaHCT 110 Kafpam» Y

pabora

2 OpraHu3aLMOHHAS CTPYKTYpa U 3 1 2 ArtTecTan
IITATHOE PACTIHCAHHE OpraHM3alluH HOHHAsI
— KaKye MOT'yT GBITh ONIMOKH pabota

3 IMpaBuia nprema Ha paboTy — 2 1 1 ArTecran
UCKJIFOYAEM PHCKH: JOKYMEHTEI, HOHHaA
TpeJoCcTaBIAeMEIE U IPHEMa Ha pabora
pa6oty. KoMy HyKeH MeIHIIHHCKUI
OCMOTP.

4 TMpaenia npieMa Ha paboTy — 2 1 1 Artectan
HCKJIIOYAEM PHUCKH: 03HAKOMJICHHE C HOHHAA
JIOKAJIEHBIMH HOPMATHBHBIMH pabota
aKTaMHu

5 3aKroueHHe TPYIOBOro AOroBOpa — 3.5 1,5 2 ArTtecran
kak u3bexaTh TPYIOBBIX CIIOPOB U HOHHad
mrpados. OTiM4aKe TPYAOBOTO padora




JOTroBOpa OT rpakKIaHCKO —
MpaBoOBOIro Aorosopa.

6 Odopmnsem Ha paboTy NpaBHIEHO 3 1 2 Arrecran
— KJIFOUEeBHIE JIOKYMEHTHI U HOHHAsA
HIOAHCHI HX 3aIT0JTHEHHA pabota

7 Oco6eHHocTH npueMa Ha paboTy 3,5 1,5 2 ArtTecran
OTZENIbHBIX KaTErOpHii HOHHasA

pabota
paboTHHKOB.

8 | Kak anHy/nmupoBath TPYAOBOH 2 1 1 ArtTecTarn
JOrOBOp, OTKA3aTh B IPHEME Ha HOHHAs
paBoTy M OTTPABHTE OTYETHOCTH B paGota
roc. OpraHel

9 Wcnpimanus pu ipueMe Ha pabory: 2 1 1 ArtTecran
IUIA KOrO H KakK. HOHHRL

pabota

10 JlokanbBHBIE HOPMATHBHBIE aKTHI 4,5 2 2,5 ATtTecTan
OpraHM3aliy - KaK YIIPaBJIaTh Hognax

abota
KOJTEKTHBOM C TIOMOILIIBIO P
IPaMOTHBIX JOKYMEHTOB
11 Kak npuBneds kK MaTepHAIbHOM 4,5 2 2,5 ATTecTaumo
OTBETCTBEHHOCTH COTPYIHHKOB HHad paboTa

12 | B xakux ciydasx u B Kakoit dopme 2,5 1 1,5 Artecranmo
HACTYIAeT MaTepHaTbHas HHas paGoTa
OTBETCTBEHHOCTH paboTonaTens

13 | JucuMiuiiHapHas OTBETCTBEHHOCTh 3 1 2 ArtTtecrammo
paGoTH¥Ka — JacThle OLIHOKH HHas paboTa
14 | Iloompenue pabOTHHKOB — 2 1 1 ATTecTarmmo
KITIOUEBBIE [IPABHIIA HHa# paboTa
15 | HWsmeHeHue yCJIOBHH TPYyAOBOIO 2,5 1 1 ATTecTalmo
Jorosopa ¢ paboTHHKOM. HHas paboTa
BeeneHHe HemonHoro paboyero
BPEMEHH I10 MHULIHAaTHBE
pabotonarens.
16 COBMECTUTE/NBCTBO M COBMEIIEHHE — 2 1 1 ATTecTalHo
B UEM pasHHIA. HHas paboTta
17 Bosmelnenne paboTHHKY 3aTpaT 3a 2 1 1 ATTecTanuo
HCIIONB30BAHUE JTMIHOIO HHas paGota
HUMYILIECTBA
18 | Kamposslit nepeBo/: BHIBI H 2,5 1 1,5 ArTecTammo
HIOAHCHI 0 OPMITCHHS Hiad paGota
19 | Arrecranms pabOTHHKOB: 3 1 2 ATTecTanuo
NOABOJHBIE KAMHH H TIPaBHIIA HHast paGoTa
oopmieHHA
20 | BouHCKuil y4yeT B OpraHH3alHu: 3.5 1,5 2 ATTecTanuo
HHas paboTta

npaBusia ¥ omKOKH
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21 CryxebHble KOMAaHAMPOBKH — JIETKO 2,5 1 1,5 ATTecTarmo
H [pocTo. HHad paboTa

22 | Pabouee BpeMs U BpeMs OTJBIXA B 3,5 1,5 2 ATTecTammno
TPYIOBOM 3aKOHOJIATENBCTBE. HHas paboTa

23 | Bumsl pexkumoB pabodero BpeMeHH | 3.5 1,5 2 ATTectanmo
ux ocoberHocTH. BaxToBEBIH METO/I. HHas pabota
VYuer pabouero BpeMeHH

24 Bpemst oTapIxa: Kak MPaBHIIBHO 5 2 3 Attectaumo
oopMHTH HHas paoTa

25 IpodeccHoHaNbHBIE CEKPETEI 3 1 2 Artecranuo
HOPMHpPOBaHUA TPy HHas paGoTa

26 Kaxk npasmneHO paboTars C 4 2 2 ArtTecTanmo
HHOCTPAHHBIMH pabOTHUKAMH HHas paboTa

27 OcHoBbl 0xpaHbl Tpyza. [Ipasuna 35 1,5 2 ATTecTalmo
paccrnefoBaHKd HECUACTHBIX HHas pabota
CITy4YaeB Ha MPEANPUATHH

28 PacTopskeHHe TPYAOBOrO JIOr0BOpa 2 1 1 ArtrecTanuo
TI0 MHHIIHATHBE PaBOTHHKA: HHas paboTa
KJTFOUeBbIe TpaBuiia

29 PacTopskeHHe TPYAOBOIO JOTOBOPa 2 1 1 ArTecTanmuo
10 HHHITHATHEE paboTONaTEN ! HHas paGota
NPHYHHEI TPY/IOBEIX CHIOPOB M KaK
ux 3bexKaTh.

30 PacTopaeHHe TpyL0BOr0 JOrOBOpa 2 1 1 ATTecTaIno
1o 06CTOATENECTBAM, HE HHAs paboTa
3aBHCAIIMM OT BOJIX CTOPOH —
odopMiIseM IPaBUIBHO.

31 | OrnenpHbIe OCHOBaHHA YBOIBHEHHS! 2 1 1 ATTecTanmmo
npaswia ¥ cyaeOHas NpaKTHKa HHasg paboTa
JloKyMeHTEl, Ipel0CTaBIsIeMbIe TIPH
YBOJIEHEHHH.

32 | ApxMBHOE N0 - KaK MPABUITEHO 2 1 1 ATTecTamnmo
XpaHUTh | 06pabaTIBaTh HHasA pabota
JOKYMEHTBI

33 | Kampogras oru€tHOcTh. Kanenuaps 2 1 1
OTYETOB KaJpPOBHKA.

34 | Bech LMK KaJpoBOro 8 4 4 ATTecTanmo
nenonpownssozctea B 1C: 8.3 3VII HHas paGoTa

IMoaroroBka K 3K3aMeHY 23 23 DK3amMeH

Moayas 17 7 10

Microsoft Excel

Kak nierue u OplcTpee 3aBOJHTE 5 2 3 ATtecTan

nro6ere manHble B Excel HOHHAsA
paboTa

ApTOMaTHYECKHE OBICTPEIE 5 2 3 ATttecTan

11



BeIyMciieHus B Excel 6e3 HOHHAs
KaJIBKYJIATOpa paboTa
Kak mpome u Jy4iie BECTH 3,5 1,5 2 ATttecTan
JaHHBIe 10 pabovuM olepalusIM 1 HOHHAA
MPECTaBNATh HX PYKOBOICTBY: pabota
othopmaeHHe Tab/IHI] U IHarpamMM
Kaxk B Tabnuiie 6BICTPO HAWTH 1 3,5 1,5 2 ArtrecTan
OTCOPTHPOBATh HEOOXOIUMBIE MOHHAA
naHHsie. [leuats Tabnun 6e3 paGora
mpobremM
3ader no MOIYII0 3auer
Microsoft Excel
HUTorosas arrecTanus — 120 120 3amuTa
nmpoexkTHas pabdoTa "P‘:;’;"TH
patoThl
HUTOI'O: 260 51 209

12



5. TEMATAYECKHWM IIJIAH 1 COAEPKAHUE ITPOT'PAMMBI

HaumeHopaHue paszena

Bcero
HqacoB

B Tom umciie, 9acos

Bunaeo
JIEKIIHA

[IpakTuueckas
caMoCTOsATE/IbHAs

pabora

Dopma
KOHTPOJIs

Moxayas «TpynoBoe npaBo
Ka/JIpoBOe [1eI0NPOA3BOICTBO
Ha NpeANpHATHH

100

44

56

BreneHne B npodeccHio
«CrieHanmueT Mo Kaapam»

b2

ArTtTecTan
HOHHAsA
paboTta

UeM OTIHYASTC CIICLUAIIKCT 110
KaJIpaM OT CIIeLIHaIucTa [0
YTIPaBJIEHHIO IEPCOHATIOM?

B uem 3axmodaercs pabota
CrEIMAACTA TI0 Kapam?

HopmaruBHEIE AOKYMEHTEI
onpeensomue GyHKIHKA
crienanycTa o kaapam. Ecte u
HOPBI BEIPaOOTKH AT CTIeLMaIHcTa
1o Kkaapam?

3aKoHOATENECTBO B chepe
PETYIMPOBaHUA TPYAOBBIX
OTHOLIEHHIT

[e]

OprasmzallMoHHas CTPYKTYpa H
HITATHOE PacIUCaHhe OpraHu3aLiH
— KakKue MoryT ObITh OIIMOKH

ATTecTan
HAOHHAA
paboTta

[Mopsnok 3anonHeHHs U
(opMHPOBaHH OPraHU3alMOHHOA
CTPYKTYPHBI M IITATHOTO PACIIMCAHHA.
Yro sto? Kak dopmupyercsa? 3aueM
9TO HYKHO?

I[IpaBuia mpueMa Ha paboTy —
UCKITFOYAeM PHCKH: JOKYMEHTEI,
MpPeIOCTARTIAEMBIE LT [IPHEMa Ha
paboty. KoMy HyKeH MeIHITHHCKAH
0CMOTP.

(o]

ATTecran
HAOHHAA
pabota

Kakue MOKYMEHTHI 3aIIpaliiBacM y
KaHIHOATa B 3aBHCHMOCTH OT
cratyca. Obs3aTeNbHbIe H
JOTIONHHTENbHBIE JOKyMeHTEL Koro
HYJKHO HAIIPaBJIATh Ha METHLIHHCKHH
ocMmortp. Kak odopmaerca Men
OCMOTP.

13



IIpasunia npuema Ha paboty —
HCKITFOYaeM PHCKH: 03HAKOMIIEHHE C
JIOKATEHBIMUA HOPMaTUBHEIMHU
axTamH 1 pesynsTatamsi COYT

2

AtTecTan
HOHHAA
paboTa

OOs3aTenspHEIE U He 00s3aTeIEHBIE
JIOKAJIbHBIE aKThl OPraHH3alHH [T
O3HAKOMIIEHMS.

3aKmoueHHe TPYIOBOTO J0TOROPA —
KaK u30exaTh TPYIOBLIX CIIOPOB K
mrpados. OTIH4He TPYIOBOTO
NOTOBOPA OT MPayKAaHCKO —
[IPAaBOBOro JI0roBopa.

3.5

1,5

ATTecTan
HOHHAA
pabora

TpeboBaHMA K TPYAOBOMY AOTOBOPY.
Obs3aTenpHbIE U JONOTHATEIEHBIC
yenoBHs. JomKHOCTHBIE
HHCTPYKUHH U TIPOECCHOHATBHBIE
cTaHAapThl. BUObI TPYHOBBIX
noroeopoB. YeM omiinyaercs
TPYAOBOH OrOBOP OT JOrOBOpa
I'mx

Odopmisiem Ha paboTy MPaBUIILHO
— KJTIOYeBLIe JOKYMEHTHI U
HIOQHCHI UX 3aII0JIHEHH

2

ATrecTan
HOHHAad
pabora

IIpuxkas o nmpueme. Buecenue
3arucH B OyMa)kHyI0 TPYIOBYIO
KHIDKKY. JIMqHAsS kapTodKa 1o
dopme T-2. Jluauoe geno.

OcobeHHOCTH MpHEMa Ha padboTy
OTHEeTBHBIX KaTeropuil paboTHUKOB

3.5

1,5

(o]

ArtTecTan
HOHHAS
pabota

HecosepiieHHONETHHE.
Coemecturenu. MHBamume!.
BEIBIIHE rOCY1apCTBEHHBIE H
MYHHITHITIAJTBHBIE CITYIKallHe.
JucTaHMoHHbEIe paOOTHHUKHY.
MuxkponpeanpuaTas.

Kax aHHYIHpOBaTH TPYAOBOM
JOTOBOP, OTKA3aTh B IIpHeMe Ha
paboTy ¥ OTIPABUTH OTHETHOCTD B
FOC. OpPraHsl

b2

Artrectan
HOHHAS
pabota

AHHYTHPOBaHHE TPYJOBOrO
noroeopa. OTka3s oT npHeMa Ha

paboty. OT4eTHOCTE B OpraHbl
CITy OBl 3aHATOCTH.

HcnbiTadus ipy npreMe Ha
paboTy: i KOTO M KaK

b2

ATTecTan
HAOHHAA
paboTa

14



KoMy Henb3s ycTaHABIMBATE
HCIBITATENRHEIH cpok. Kak
0thOPMHTE HCTIBITATENbHBIH CPOK.
MaxkcUMalIbHbIE TPaHHLIBI
HCTIBITATENBHOTO cpoka. Kak
YBOJIUTB B CBS3H C
HETMPOXOXKICHUEM HCTIBITATEIBHOTO
CpoKa.

10

JlokanbHEIe HOPMAaTHBHBIE AKTHI
OpraHU3aliHi — KaK YIPaBJIaTh
KOJUIEKTHBOM € TIOMOIIBIO
TPaMOTHBIX JOKYMEHTOB

4,5

]

ATtrecTan

HOHHAS
pabora

Knaccudukamus. [Topsaiok
dhopmuposanus. [IBTP. [Tonoxenne

0 JIMCTaHIMOHHOH pabore.

TTomnoskeHue O 3aLHTE
[IEPCOHANIBHBIX JaHHBIX.
TTonoskenwue 06 oruiaTe TPyaa.
Tlonoskenue 1o oxpaHe Tpyaa H 1p.

Pucku, KOTOpBIe HEOOXOIUMO
Y4YECTh TIPH COCTABIIEHHH
JOKYMEHTOB TI0 IUCTAHLIMOHHOMY
TPYLY, 9TOOB MUHHMH3HPOBATh
TPYIOBBIE CIIOPEL.

11

Kak npHBjieus K MaTepUaIbHOM
OTBETCTBEHHOCTH COTPYIHHKOB

4.5

b2

ATTecTan
HOHHAA
pabora

[Tonras ¥ orpaHUYEHHas
MaTepHaJIbHas OTBETCTBEHHOCTh
paGotaukos. HEAMBUIYaIbHAS H
KOJUIEKTHBHASA MaTepHaIbHAas
OTBETCTEEHHOCTh. ANITOPHUTM
NpUBJIeYeHHs u cynebHas
MpaKTHKA.

B kaxux cIy4asx H B Kakod dpopMme
HacTylnaeT MarcpHalibHasn
OTBETCTBCHHOCTb paGOTOIIaTeJ'[H

2.3

Ln

ATTecTan
HOHHAA
paboTa

MarepuaibHas OTBETCTBEHHOCTE
paboropatens. OcHoBaHHs
npuBnedeHus pabotoparens

K MaTepHabHOH OTBETCTBEHHOCTH.

VcoBHA IpHBIEYEHHS
paboToaTens K MaTepHaTbHOH
OTBETCTBEHHOCTH.

13

JucnmmmmmHapHas
OTBETCTBEHHOCTh PabOTHHKA —
9acThie OMMOKH

ATTecTan
HOHHas
pabora

15



OcHoBaHHA IpHEIeYeHHA. BUIb!
HakazaHud. [Iopagok NpUBIIeHEHHUS.

14

[loompenne paboTHHKOB —
KTIOYEBbIE TIPaBUiIa

o]

ATTecran
HOHHAS
pabota

OcHOBaHMs, BHIBI, TIOPSIOK.

15

HameHenue ycnoBuid TpyA0BOIO
JIOTOBOpaA ¢ pabOTHHUKOM.

BBenerue HemomHoTO paboyero

“BPEMEHH 110 HHHUIHATHBE

paboTonarens

t2
Ln

ATTecranmo
HHAa% pabora

H3mMeneHue 1o HHULIMATHBE
paborHuka. 3amMeHeHHe 1O
HHHLMaTHBe paboTojarens.
H3meHeHWe yCIOBHH O CPOKE,
MOpAIKE OILIATHL, FAPAHTHH,
YCTaHOBJICHHBIX TPYAOBBIM
norosopom. [lepeuMeHosaHue
JOJDKHOCTH / CTPYKTYpPHOTO
NOIpaseIeHHs.

16

COBMECTHTEILCTBO H COBMEIIICHUE —
B 4EM pa3HHIIA.

2

ATTecTaimo
HAag paboTta

Otnpyus, NOPANOK ONpee/IeHH .
Bo3aM0KHOCTE TIEpeBOJa C
OCHOBHOT0O MecTa paboTHl Ha
COBMECTHTEIBCTBO M Ha000pOT

17

Boamelenne paboTHUKY 3aTpaT 3a
HCTIONIB30BAHHE JTUIHOTO
UMYIIEcTa

b2

ATrecTan
HOHHAaA
paboTa

VenoBus, OCHOBaHHMS U TIOPAZIOK
odopMIeHH

18

Kanpossiit mepeBoa: BHIBI H
HIOaHCB! 0 OpMIICHHA

ATTecTan
HOHHAA
paboTa

Tleperon Ha APYTYIO AOKHOCTS /
otaen. [lepeson k Apyromy
pabotonaremo. [lepeson B Apyryio
MECTHOCTB ¢ paboTozaTeneM.
BpemeHHEILii epeBo/1 Ha APYTYIO
paboty. BpemeHHbI# nepeBoa K
apyroMy paboToaaTeto.
Iepememenue. [lepeBoa 10 Me.
MOKa3aHUAM.,

19

Artecranys pabOTHHKOB:
MO/BOIHBIE KAMHH M IIpaBHiIa
obopMIeHH

{85

ATtTectan
HOHHAA
pabota

16



HopmarusHo-TipaBoBas 6asa
aTTeCTalWK: 3aKOHBI, TIOJIOKEHHS,

HHCTPYKLHH ¥ IPYTHE JOKYMEHTEL.

Bunge! aTTecTaliii v HX
0coDeHHOCTH: MEPHOAHYECKA,
BHETLTAHOBAS, [IOBTOPHAS,
crienpanbHan ¥ ap. ITopamok
[IOJITOTOBKH M IIPOBEIEHH
aTTeCTalllH: 3Tallbl, CPOKH,
OTBETCTBEHHBIE THLa. Posib 1
OTBETCTBEHHOCTh CIIEIHAIMCTA 10
KajipaM IIpH MTPOBEIECHHH
arrecrauuu. Odopmienne
pe3yabTaToB aTTCCTAIIHH:
MIPOTOKOIEL, PEIIECHHS
aTTEeCTAIllHOHHBIX KOMHCCHH,
HPHKA3H O MPHCBOSHUH KATETOPHit
WM O TTOBBIIEHUH/ IOHHKESHIH B
norokHocTH. [Topsanok o6skamoBaHus
H TIEPECMOTpa PE3yJIbTATOR
aTTecTal|H.

20

BouHckul y4eT B opranuzalin
MOG3N COTPYAHHKOB!
npaBuIa U oKOKH

3.5

1,5

ArTtecran
HAOHHAA
paboTa

OCHOBHBIE TIONIOJKEHHUA 110 BEICHHIO
BOMHCKOTO YU€Ta B OpPraHH3al|sX.

JIOKYMEHTBI, He0OXOIMMEBIE IS
BeJIeHHs BOHHCKOrO y4éTa B
opranmzanusx. [lopsanok BeaeHus
BOMHCKOTO y4&Ta B OpraHH3alMiax.
BponuposaHuie rpaxaay,
npe6pIBarOIMX B 3anace. JleHcTBHA
paGoTonaTens BO BpeMs
MOGHTH3ALIHMH COTPYIHHKOB.

21

Cy:xeGHBIE KOMAHIHPOBKH —
JIETKO | TIPOCTO

1,5

ATTecTail
HOHHAS
pabota

ITopsnok HampaeneHus. Koro
Hesb3d HanpaBHTb. [Topanok
othopmMIIeHHH.

22

Pabouee BpeMs U BpeMs OTIbIXa B
TPYHXOBOM 3aKOHOZIATENbCTBE.

3,5

1.5

g

ATTECTAIIHO
HHas pabora

Bunpl pabogero BpeMeHH.
IIpofOKHTENBHOCTD PabOUHMX CMEH
HeKOTOpbIX KaTeropuii. Hounoe
spems. CBepxypounas pabora.
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23

Bune: pesxumoB pabodero BpeMeny 1
ux ocobeHHOCTH, BaxToBEIi MeTO.
VYuer pabouero Bpemenu

35

1.5

(§]

ATTeCTanuo
HHas paGoTa

HeHopMHpPOBaHHBIH peKuM
pabouero BpeMeHH. CMEHHBbIH
rpacuk. ['ubxuii rpadux.
Pasnenenue pabouero aHs Ha yacTH.
Baxrogeii MeTon. IIpaBmia yuera
pabouero BpeMeHH.

24

Bpems oTabIXa: Kak IPaBHITEHO
0(OPMHTE

]

ATTectan
HOHHAA
paboTta

Buzel Bpemenu otaeixa. OTmycka:
BHbL, IIOPAN0K NPEOCTARIECHHS,
THOPSJIOK NMEPEHOCA U MPOUICHHUS
otmycka. OTHycKa OTAEIbHBIM
KaTEropusaM COTPYJHHKAM.

[IpodeccHOHABHEIE CEKPETHI
HOPMHPOBAHUA TPYJa

b2

AttecTan
HOHHAA
paboTta

OcHOBHBIE TOHATHA H
onpefieleHHUs B HOpPMHPOBAHHH
TpyZAa: HOPMBI BpeMeHH, HOPMBI
BEIPabOTKH, HOPMBL
o0CITyKUBaHHA, HOPMATHBEI
YHCIIEHHOCTH, (hoTorpadus
pabouero Bpemenn. Metozst
HOPMHPOBAHUA TPYAa H HX
IpHUMEHeHHe: XPOHOMETPAXK,
dotorpadus pabouero nHs, METOX
MOMEHTHBIX HabnroneHuid. Hopmbl
Y IIpaBujia pa3paboTku 1
YTBEPKICHHA HOPM Tpyda B
OpraHy3aLHH.

26

Kaxk npasuisHO paGortats ¢
MHOCTPaHHBIMH paboTHUKAMK

2

ATtTecTtan
HOHHAA
paboTa

HopmatupHas Gaza,
perylMpyomas Tpy
WHOCTPAHHBIX IpakaaH U ur 6e3
rpaxaancTea B PO. Craryc
HHOCTPaHHOTO IPaKIaHHHA B
3aBUCHMOCTH OT TIOPSIIKA
HAXO0XKIeHHs Ha TeppuTopuu PO.
IMopsnok Tpymoyctpoiictea
HMHOCTPAHLIEB C Pa3/IHIHBIM
IIPaBOBBIM CTATYCOM.

18




[pexpaieHye TPYAOBOrO JOr0BOpPa
¢ pabOTHHKOM, SBJIAIOLIHMCS
HHOCTPaHHBIM TPAKIAHWHOM HITH
JMLOM 0e3 rpaXkIaHCTBA.
MurpaiHoHHbIH y4ET.
Veenomnenune YBM. Tlopanox
3amMoJTHeHHs OIaHKOB YBEIOMIIEHHH
YBM 1151 pasidyHbIX KaTeropHi
HHOCTpAHILIEB.

OTBETCTREHHOCTh paboToaaTelis 3a
HapyIlIeHHe HOPM MHTPAIllHOHHOIO
3akoHOOaTelIbcTBa PO

27 OcHoBhl 0Xpansl Tpyna. [Ipasuia 43 kS 2 ArTectan
paccrenoBaH A HECUACTHBIX HOHHAA
CIVYAER Ha NPEANPUATHH patora
OcHoBel oxpanbl Tpyaa. ITopsamok
paccie1oBaHu HECHACTHBIX
CITyJaeB Ha MPOU3BOJICTBE.

28 PacTop:xeHHE TPYAOBOTO I0TOBOPA 2 1 1 ArTecTan
0 HHULHATHBE paboTHWKA: HOHHasi
KJIKOYEBbIE TIPaBUIIA pabora
OO6111ii NOPSAIOK pacTOPIKEHHS
Tpynoeoi norosopa ct. 77 TK T®.

Ortmyck, ¢ [oCIeayIoIHM
YBOIEHEHHEM.

29 PactopikeHHe TPYOOBOI'O IOTOBOPA 2 1 1 ATtecTan

TI0 HHMLIHATHBE paboToaaTens HOHHAS
pabota

Anroput™ odopmieHHs. IIpHarHE!

TPYAOBBIX CIIOPOB M KakK HX

n30eKaTh.

30 PactopskeHue TpyI0BOro J0roBopa 2 1 1 AtTecTan
10 00CTOATEILCTBAM, HE HOHHAas
3aBUCSIIAM OT BOJIM CTOPOH pabora
IMopsamok ohopMIeHH: IPOLEAYPa
¥ mipaBuia 0hopMIIEHHUS
JOKYMEHTOB

31 | OrnenbHBIe OCHOBAHHSA YBOJIBHEHHS: 2 1 1 ATTecTalno

mpaBHIa B CyneOHas IIPAKTHKA. HHas paboTa
JloKyMEHTBL, IPENOCTABIIIEMBIC TIPH

VBOJILHEHHH,

VBONBHEHHUE B CBA3H C HAPYIIEHHEM

nonoxennii ©3. YBonbHeHHE

COBMECTHTENEH. Y BOIbHEHHE

JIMCTAHIHOHHBIX PaOOTHHKOB.

32 ADPXMBHOE €710 — KaK [PaBHIbHO 2 1 1 ATTecTan
XxpaHuTh 0 06pabaTeIBaTh HOHHAH

paboTa

JOKYMEHTBL

19



TpeboBaHKS K COCTABIEHHIO
HOMEHKIIATYpEI Aeja, €€ BUIBI,
thopMBl, 3aroNoBKH H 0QOPMIIEHHE,
HOPSIIOK COCTABIEHHS H
YTBEPKISHU] HOMEHKIIATYpEI [ena
opranu3zauuH. Cpok XpaHEeHHA e,
OcobeHHOCTH CPOKA XPAHEHHA €1
IO JIMYHOMY COCTaBy OpraHH3aliki.
BKcnepTH3a LeHHOCTH AOKYMEHTOB
B OpraHH3aliu

33

Kanposas otyerHocTs. Kanenaaps
OTYETOB KaJpPOBHKA

ATTecTan
HOHHAA
pabora

COP: EOC-1. Ilopanox
3aTIOJTHEHUS U CPOKHU
nipencTaBiesus. OTBETCTBEHHOCTh
paboTonaTens 3a HellpeACTaB/ICHHE
HHDOPMAIHH.

IleHTp 3aHATOCTH HACETEHHA.
IIpaBuna 3anonHeHus GopM, CPOKH
NpeCTABIEeHHS, OTBETCTBEHHOCTh
3a HeMpeJICcTaBIeHHE. Y BEIOMIIEHHE
Cityk0BI 3aHATOCTH Uepe3 OHNaiH—
cepeuc. [Topran «Patora B
Poccuuy. PerucTpanms
Be3paboTHBIX W MocoOHE TIO
Hezpabotule.

Poccrat. Boenkomat. MBI

34

Bech LMK KaIpoBOTO
nenonpomssozctea B 1C: 8.3 3VII

Arrectan
HOHHASA
paboTa

Hactpotika napaMeTpoB y4eTa.
3amnonHeHuHe CBeIeHUH 00
opranusaiad. Hactpotika rpadMKkoB
paboTsl. 3aronHeHHe CIPaBOYHHUKOB
KaJIpoBOH HH(OpMAIHH.
@opMHpOBAHHE IITATHOTO
pacITHCaHusA OpraHU3alHH, THYHOH
KapTo4KH. BBOI CBENCHHH O
COTpyIHHKaX opraHu3aimu. [Ipuém
Ha paboTy B OpraHH3alHIO.
Odopmnenue no
rpaKIaHCKO—TIPABOBOMY IOTOBODY.
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Bowunckuit yuér, Kanporoe
nepemMeleHne pabOTHHKOB.
OdopmaeHre KOMaHIHPOBOK,
HeABOK Ha palbory, 60IbHHYHEIX,
y4éT oTryckoB. Odopmnerne
YBOJIbHEHHs COTPYAHHUKOB. YUET
paboyero BpeMeHH:
HHIMBUIYyaIbHEIE Tpaduku paboTsl,
paboTa B Mpa3aHHYHEIE (BEIXOIHBIE)
JHU H CBEPXYpPOYHO, Tabens yu&ra
pabouero BpeMeHH.
[MepcoHnHIMPOBAHHEL yUeT.
Or4éTHOCTD.

35

ITonroroBka K JK3aMeny

23

23

ATTECTa
HHOHHANA
paGora

Moaynb
Microsoft Excel

17

10

36

Kak nerde u 6bicTpee 3aBomuTh
005sIe nanHeie B Excel

ATTecTanMOH
Had pabora

Kaxue HacTpolKH MporpaMMel MOTYT
[IpUroauThed B pabore.

Js 6onee GvicTpoii paboTh
HacTpauBaeM nof cebs maHemb
uHcTpyMeHToB MS Excel.

Pa3bupaem, rae u kak criemyet
orpaxkarh pabouyio uadopmarmo
(CIIMCKM NOCTaBIIMKOB/COTPYAHHKOB,
rpadhuKkH MOCTaBOK/OTITYCKOB,
TabJIULEI KaTanora).

Kak nerko u npaBHIEHO BBOJHTE U
PeAaKTHPOBATE MOOBIE TaHHEIE
(4McNIa K TEKCT).

Kaxk aBromaTtuuecky B Tabiuiiax
OTpakaThb JATHl B TpadHKaXx,
HYMEPAIIHIO TOBapa, CITHCKU
[IOCTABLIMKOB HIIH COTPYHHUKOB
OTleIA.

ITpakTnKa: cO37aeM CIUCKU C
NOCTaBIUKAMH H TOBapaMHu,
IPOBOJMM KOPPEKTHPOBKY CITHCKA
TOBapOB; aBTOMaTH4ECKH CO3/1aeM
TaOnuIB! — rpadHKy.

37

ABTOMaTHYECKHE OBICTpEIE
BraHcieHns B Excel Oes
KaJIbKYJIATOpa

b2

ATTECTAITHOH
Hag pabota

Kaxk 6vicTpee u 6e3 kanbKyniTopa
[IeNnaTh [POCThIe MATeMaTHUECKHE
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pacueTs! (TIoACYET OCTATKOB Ha
cKIajie, IHEBHOH 00BbeM Ipoaax,
[POM3BOAUTENBEHOCTH TPYJIa H T.TL.).

CosmaeM | peakTupyeM GopMyIisl
IS pacyeTa HeoOXOIUMBIX
nokasateneil (OTKIOHEHH,
ceBecTOMMOCTB, CyMMa 3aTpar).

Kak B opMyiax HCIIONBE30BATh
JIaHHBIE U3 Pa3HbBIX TaOJHIL.

Kax npoBecTH COPTHPOBKY KT
ABC-aHamH3 KIHEHTOB HIIH
II0CTABIIMKOB C IOMOLIBIO QYHKIMH
ECJIH.

Kak aBTOMaTH4YECKHA HacTpauBaTb
pacueT 3apabOTHOM IIaThI
COTPYIHUKOB OT/IENA C pasHbIMH
YCIIOBHAMH OILUIATHI, TIPH MOMOLIH
¢dynxuuun ECJIH.

Kak GBICTpO IIOCUHTATh CPEAHEE
paccTOsIHHE TIEPEBO3KH,
MAaKCHMATBHYIO H MHHHMAJIbHYO
CYyMMY TpOJax HIH
MPOH3BOUTEILHOCTH TPYa.

Turneunele OIHOKH B (popMyiax:
NpPHYHHB] BOSHHKHOBCHHA H
JeNCTBHUA 10 HX HCIPABJISHHIO.

IIpakTHKa: MIPOBOAMM pacueT
TUIAHOBBIX PAcX0/0B Ha MOKYTIKY
obopynoBaHus; aBTOMaTHIECKH
BBICUMTHIBAEM CTOMMOCTB JIOCTABKH;
¢ MOMOIIBE) TOTOBBIX GOpMYIT
onpeenseM HeoGX0qUMBIH 00beM
3aKyIKH MaTepHalia i CyMMy 3aTpar;
NPOM3BOIHM pacyeT MUHHMAIBbHOIH,
MaKCHMAITEHOH u 0611eH CyMMEI
nponax. [Tpoogum ABC-ananus
[I0OCTABIIHKOB.

38

Kak npoiie H JIy4Ile BECTH AaHHbIC
o pabo4mM olepanyiM 1
IPENCTABIIATh MX PyKOBOICTBY:
othopmIIeHHE TabaHI B AMarpamMm

3.5

}:3

ATTecTanroH
Hag paboTa

Hcmosne3yeM aBTOMaTHYECKHE
HACTPOKH npeobpa3oBaHys BHIA
Tabmun i yaoberea oToOpakeHus
JaHHBIX.

Kaxk B TalHLIe HACTPOHTH
aBTOMATHYECKHH MOKa3 PHOBUIH

22



3CJICHBIM LBETOM, a mepepacxon
KpacHBIM.

Kaxk mo6GaBnsaTe TekCTOBEIS
NpUMeYaHus (3aMeTKH) B TabIHILy,
HX TIPOCMATPHBATE U KOIIHPOBATE.

Kak j1erko oTMeHHTE Bce HaCTpOHKH
npeobpa3oBaHus BHEIIHETO BHIA
TaOIMIBI ¥ 3a0aTh CBOU.

ApToMaTH4eCcKH GOPMHpYeEM
(yHKIHOHANILHEIE JHArPAMMEI /1715
HarJISHOTO NPECTaBICHHU TaHHBIX
PYKOBOJCTBY.

IIpakTHKa: CTPOHM AHATPAMMY T10
HpPIﬁBI.TIBHOCTH TIOCTaBIIHKOB;
HACTpauBaeM aBTOMAaTHYECKOE
orobpaskeHue OTpULIATETbHBIX
OTKJIOHEHHMH 110 3aTpaTaM KpacHBIM
LBETOM; HacTpauBaeM TabJHILy CO
CTIMCKOM COTPYAHHKOB OTIea.

39

Kak B Tabnume 6picTpo HAHTH 1
OTCOPTHPOBATE HEOOXOTHMEIE
aanHele. [eqats Tabmun 6e3
npobnem

3.5

1,5

ATTECTAlIHOH
HadA pabota

Kak nposecTu GbICTpEIH aHATH3
JaHHBIX B Tabnuie.

Kak B MHHH-IrpadHKaX NpeacTaBATh
H3IMeHeHHs B 00BeMax [MOCTaBoK ¢
TIOMOILBIO CHapKIaiiHOB.

Kak HacTpouTh aBTOMAaTHUECKYIO
COPTHPOBKY H BBIOOPKY
HeOOXOMUMEIX NAaHHBIX M3 OYEHb
06BeMHOIt TaOIIHILIBI C ITOMOIIBIO
GEIBTPOB (HampHUMep, DaHHBIE 10
OTTpy3KaM KOHKPEeTHOMY KJIHEHTY /

COTPIYHHKY).

Yro HYKHO cAenaTh, 4To0bl pH
IPOCMOTPE OrPOMHOH TabIHIIE]
Bcerna ObUIH BHIHEI IIANIKA TaOTHIbI
WM KOHKpeTHBIH cTonber.

Kak HacTpouTs mapaMeTpe! nmeyatu
JOKyMeHTa, 4To0BbI OH pacneyaTancs
B HY’KHOM BUJE.

Kak rpaMOTHO MMOATOTOBHTE H
pacre4dararb Ta6JII/]LIB[ H JHarpamMmel,
pacrie4yaraTth TOJIBKO 4acTh
JOKYMEHTA HITA LIEJTBII JOKYMCHT.
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IIpakTHKA: PaCCIUTHIRAEM OOIIMH,
MHHHMAJIBHBIH H MAKCHMAaJIEHBIH
IOXO[I;, HaCTpaHBaeM
aBTOMAaTHYECKYIO0 COPTHPOBKY
TOBAPOB I10 33AaHHBIM TPYTIIaM;
JleiaeM aBTOMATHYECKUI TIOCUET 10
KaKIOMY BHJIY TOBapy HTOTOBEIX
3aTpaT; HacTpauBaeM BEIDOPKY
[OCTARIITHKOB TI0 3aJaHHOMY
npu3Haky (ropoa / cymma Ipoiak
T.IL)

40 3ageT Mo MOAYJI0 3auer
Microsoft Excel
41 Hroroeas arrecTamus — 120 120 3ammuTa
npoexTHas padora HP(:);KTH
paGoThI
HUTOI'O: 260 51 209
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N.A. Tumodeepa

w__ @y 2024,

HanMenoBanue THCIHIIIHH,
pa3zenoB

Beero
qacoB

YyeOHBIG

prcer o7 o

]. Heacna

2 Heaemsn

=2

7 wenens

8 nenens

T = Ig
Komu4ecTR( YIeOHBIX YaCOB
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Brengenue B npodeccuto
«CHeLHaNncT 1o KanpamM»

OpraHuzallHOHHAY CTPYKTYPa H
IITaTHOE PAcIHCAHHE
OpraHu3alMi — KaKKe MOTYT
OLITE OMIKOKH

TIpasuna nprema Ha paboTy —
HCKTIOYAEM PHCKH: JOKYMEHTEL,
NPENOCTARTAEMBIE AJTs IPHEMA Ha
paGoty. KoMy HyxeH MeTMUMHCKHH
0CMOTP.

[Mpasuna npuema Ha paboTy —
HCKITIOYaeM PHCKH: 03HAKOMIIEHHE ¢
NOKATBHEIMH HOPMATHBHEIMHE GKTaMH

3akroYdenHe TPYA0BOr0 A0T0BOPE —
Kak H30exarh TPYAORBIX CHOPOB H
mrtpaos. OTAKMYHE TPYAOBOTO
ZOTOBOPA OT TPa#IAHCKO —
[IPaBOBOrO J0I0BOPA.

3,5

3,5

Odopmnsem Ha paboTy NPABHIBEHO —
KITOYEBhIe IOKYMEHTBI M HIOAHCEI HX
3aTI0THEHHS

OcobeHHocTH IpueMa Ha paboty
OTAEeNBHRIX KalelrOpHit paboTHUKOE.

3,5

3.5

Kak aHHynMpOBaTE TPYAOBOH
JOOI'0OBOP, OTKA341h B IPHEME Ha
pafoTy ¥ OTIPaBHTE OTYETHOCTD B
roc. OpraHsl

Mcnerranys npu npHeMe Ha paboTy:
UL KOTO H Kak,

10

JlokansHBIe HOPMATHBHEIC AKTBI
OpraHH3aIuy - KaK YIPariaTh
KOJICKTHBOM C TIOMOLIRIO TPaMOTHRIX
LOKYMEHTOB

4,5

4,5

11

Kak npuBiieys K MaTepHalbHOH
OTBETCTBEHHOCIH COTPYIHHKOB

4,5

4,5

12

B kakux cirydasx ¥ B kakoit gopme
HacTyNaeT MaTeprHalbHas
OTBETCTBEHHOCTE PaboToIaTeNnsa

2.5

2.5

13

JIMcLMIITHHAPHAS OTBETCTBEHHOCTD
paGoTHHKA — 9aCTEIE OLHOKH

14

Toouperne paGoTHHKOB — KIOTEREIC
TIpaBHIIa

1,5 | 0,5
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15

HsmeHeHue yeioBuH TPYHAOBOTO
JloroBOpa ¢ pabOTHHKOM.

Beeaenue venonHoro pabouero
BPEMEHH 110 HHHITHATHBE
paGoTomarens.

2,5

2,5

16

COBMECTHTENbCTBO W COBMELLEHHUE —
B HEM pasHULA.

1%

BosmMemenue paboTHUKY 3a1parT 3a
HCIIOTE30BAHUE TMYHOI0 MMYIIECTBA

18

KanpoBsstit mepeBoi: BUIbL M HIOAHCEHI
otopMneHns

2,5

2,5

19

ATTectaivg padOTHUKOB: MOIBOIHEIE
KaMHHM H [IpaBKuia opopMIeHHs

20

BowHCKAI yUeT B OpraHM3aluu;
npaBuiIa i OWKHOKH

3.5

3.5

21

CryxebHEIe KOMAHIHPOBKH — JIETKO
H OpocTo.

2,5

2,5

22

PaGogee BpeMs M BpeMs OTIRIXA B
TPYAOBOM 38KOHOIATENBCTBE,

39

1.5

23

BHIEI peKHMOB pabo4ero BpeMeHH B
X ocoGeHHOCTH, BaxToBbId METOL.
Yuer palodero BpeMeHH

3,5

3,5

24

Bpems oTapixa: kak MpaBHIBHO
ohopMHTE

25

ITpodeccroHalbHBIE CEKPETH
HOPMHUPOBAHHS TPYAa

26

Kak npaBrnsHO paboTarh ¢
HMHOCTPAHHRMH pal0THUKAMA

27

OcHoBEI 0xpaHs! Tpyaa. [IpaBuna
PaCCTenOBAHHS HECUACTHRIX CIy4aeB
Ha TIPEATPHITHH

3,5

2,5

28

PactopxeHue TPYA0BOIO J0r0BOpA
[0 HHHUHATHBE paboTHHKA:
KJIFOYEBBIC [IPpaBHIa

29

PacTtopieHue TpyJA0BOTO I0I0BOpPa
M0 WHULMaTHBE paboTonarend:
TpUYHHEI TPYOOBBIX CIIOPOB H KdK HX
H30CHATD.

30

PacTop#eHHe TPYAOBOTO J0T0BOpa
1o 0GCTOATENBCTBAM, HE 3aBHCALIMM
OT BOJIH CTOPOH — OhOpPMITIEM
TPABHITEHO.

31

OTnenbHbie 0CHOBAHHS YBOITEHEHHA!
nipaBunia U cyieOHas IPaKTHKA

JIoKyMEHTEI, IPEI0CTaRIsSEMEIE TIPH
YBOIILHEHHH,

32

APXHBHOE IEI0 - Kak NPaBUIIbHO
XpaHuTb U 00pabaThiBaTh JOKYMEHTEI

33

Kanpopas oTuéraocts. Kanennaps
OTYETOB KaIpOoRAKA.

34

Bechb 1Mk KagpoBoro
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nenonponseonciea B 1C: 8.3 3VII

35 | Kaxk nerve u Obictpee 3aBOIUTS 5
moGre nanHele B Excel 5
36 | AsTomarudeckuc ObICTpEIS 5
BerMucieHns B Excel Ges 5
KabKyIATopa
37 | Kax npouwe u myHiie BecTH JaHHEIE 3,5
110 pabouxM OTICPALIHIM H
TPE/ICTARNATE HX PYKOBOACTBY: 3,5
odopmnenne TabndLL ¥ AWArpaMM
38 | Kax B rabmine OBICTPO HAWTH H 3.5
OTCOPTHPOBATH HEOOXOTUMBIE 35
nausle. ITevars Tabman Ge3 npobineM ’
39 | IlpoekTnas paota 120 30 30 30 30
HATOI'O: |260 20 | 20 | 20 | 20 | 20 | 20 | 30 | 30 | 30 | 30
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7. METOAHYECKHUE MATEPHAJIBI

CrpykTypa npeAnpuaTHs, INTaTHOS paclicaHie

IIpuem Ha paboTy (DOKYMEHTBI, TPYJOBOH JOTOBOP, NPHKA3, IMYHAS KAPTOYKa)
JlokansHo HopMaTHBHEIE akTHI ([IpaBuiia BHYTpPEHHEro TPYI0BOro Pacriops/ka,
ITonmosxenue 06 oruiate Tpyna. [lonokeHHe 0 3aIIKWTE NEPCOHANIBHBIX JaHHBIX).
JlomKHOCTHAS HHCTPYKIHS

Pesxum pabouero BpemeHH (rpaduku paboThl; BUIBI OTITYCKOB; COBMELIEHHE,
COBMECTHTEJIECTRBO), BHIRI MepeBoAoB paboTHuka. KoManmuposka

TTonoxenue 06 arrecranuu. [IpoBeneHne aTTecTally

MarepuanbHas OTBETCTBEHHOCTh. BUABI OTBETCTBEHHOCTH

10. M3meneHue ycinoBHH TPYIOBOTO JOTOBOpPA,

11. PacTopiKeHHe TPYIOBOTO JOTOBOpa

© NS ;AW

he
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