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KagpoBoe Aenonpon3BOACTBO «C HYNA»

MpaKTUYecKunin Kypc AN HAYNHAOLMX KaApPOBUKOB, KOTOPbIN faeT NoJIHOe NpeAcTaBieHe 06 OCHOBHbIX NpoLieaypax
oopMIIeHNst TPYAOBbIX OTHOLLEHWI OT NpMeMa A0 YBONbHEHMWS], OCHOBHbIX HOPMax 1 Tpeb6oBaHWAX 3aKOHOaTeNbCTBa K
o(OpMIIEHMIO KafipOBbIX JOKYMEHTOB, MOCTPOEHNM NOKasbHOW 6asbl, OpraHn3aLmm TeKYLLLEro XpaHeHUst KaApOBOW JOKYMeEHTaLMN.

[arta npoeegenus: OTKpbiTas gata

Bup o6yuyeHus: Kypc noBblilleHusi KBanudukaumm
dopmar obyyeHus: [IHeBHOW

Cpok ob6yueHus: 4 fiHs

MpopomkuTenbHocTb 06yyeHua: 324yaca

MecTo npoBepeHusi: r. CaHkT-MeTep6bypr, JIMroBckuii npocnekT, 266¢1, BusHec LieHTp Mpembep Jvra (3 ovepefb), 4 aTax, Us nudTa
HanpaBo. CTaHuun MeTpo «MOCKOBCKME BOPOTa», « TEXHONOMMYECKUA NHCTUTYT», «OBBOAHbIN KaHan».

ansa Y4YaCTHUKOB NpeAyCMOTpPEHO: MeToaunyecku maTepuan, KOd)e-I'Iay3bI.

[lOKyMeHT no oKoH4YaHuu oby4eHuns: CnyliaTtenw, ycnewHo nNpoLejLine NToroByto aTTecTaumio no nporpamme o6ydeHus, nonyyarot
YpocToBepeHue 0 NoBbIlWeHUM KBannbukaumm B o6beme 32 4acoB (B COOTBETCTBUM C NIMLIEH3NEN Ha MPaBO BeAEHUsI 06pa3oBaTeNibHOMN
LleATeNbHOCTY, BblfaHHOM [lenapTaMeHTOM o6pa3oBaHus U Hayku ropofia MocKBbl).

Ilna koro npegHasHaveH

HauuHatoLwmx crneunannucToB KagpoBbix CNYX6, AeNONpoM3BOAUTENEN, CEKpeTapen, GyXranTepoB, KOTOpble COBMeELLaloT paboTy Mo
KagpoBOMY AeNonpou3BOACTBY.

Lienb o6y4yeHus

M3y‘WITb OCHOBHbI€ JOKYMEHTbI KaapOoBOro aenonpon3soAcTea U KagpoBoro yqéTa, Tpe6OBaHVIFI ,qeﬁcmyrou.lero 3aKoHO4aTenbCTBa,
npeabvaB/iaseMble K UX od)opMneano, nonyynTb I'IpOCbeCCMOHaﬂbeIe pa3bACHEHUA NO BOMpoCcaM, CBA3aHHbIM C opraHmsaumeﬁ n
BeAeHNeM KaapoBoro Aenonpon3BoacTBa, OTpa6OTaTb npakTn4yeckne HaBblKU ocbopmneva KaapoBbIX AOKYMEHTOB.

PesynbTaT 06y4yeHus

B pe3synbTaTe 06y4YeHus1 Ha Kypce cnywaTenu:

e MN3yyaT 3aKOHOAATENbHYIO U HOPMaTUBHO-MeTOoANYECKyHo 6a3y KaIpOBOro [1eNONPOU3BOCTBA.

o MMpUo6PETYT HaBblkM 0POPMIEHUS KaPOBbIX [JOKYMEHTOB B COOTBETCTBUM C TPE6OBAHUAMM LENCTBYIOLLErO 3aKOHOAATENbCTRA.

e CMOryT CTPYKTYpMpPOBaTb 1 OpPraHW30BaTb KaApoBblil JOKYMEHTOOB0POT C HySA.

e HayuaTcs BbISBNSATb M UCNPaBAATb OLIMGKM, LONYLLEHHbIE NPU JOKYMEHTUPOBAHWUM TPYAOBbIX OTHOLLEHWA, OLleHNBaThb
BO3MOXHbIE PUCKM.

e lNonyyaT rotoBble Wa6noHbl, 06pa3Lbl HGopM 1 61aHKK LJOKYMEHTOB, KOTOPble CMOTYT UCMOJIb30BaTh B paboTe.

3TO MeponpuATUe MOXHO 3aKasaTb B KOpNopaTMBHOM opmaTe (06yyeHne COTPYAHUKOB OGHOM KOMMNaHuu).

[TporpamMmma oby4yeHus
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AeHb-1.
OdopmneHus 0CHOBHbIX KagpoBbIX NpoLeayp Npu TPYAOYCTPONMCTBE.

e lpaBuna opopmneHns JOKyMeHTOB No-NMoA6Gopy nepcoHana.

o TpeboBaHUA K-COAEPXKAHMIO 06 DBSIBNIEHNI O-BaKaHCUSIX.

o KpuTepmu 3aKOHHOCTM OTKa3a B-Npueme Ha-paborTy.

o CopaepyaHve MMCbMEHHOro 0TKasa B-Npueme Ha-paboTy.

e Anroputm ohopMneHus npuema Ha-paboTy-— nepeyveHb JOKYMEHTOB, X-COAEPXXaHNe N-CPOKN 0OPMIEHMS.

e [paBuna odopmeHns dhakTuyeckoro gonycka k-paéore. [paBoBble NOCNEACTBUS OLUINGOK, AOMNYLLEHHBIX NPU 0POPMIIEHUN
[OKYMEHTOB.

o OdopmieHne aHHYNIMpPOBaHWA TPYAOBOro AOroBOpa-— CoAEepXKaHue npukasa, 3arnmcu B-TPyJ0BOW KHUKKE.

o TpeboBaHWA K-[OKYMEHTaM, yCTaHaB/IMBaIOLLMM UCNbITaTesbHbIN CPOK ANsi paGOTHUKaA.

o [TpaBuna obopmMneHnsi NepeBoAOB MPY UCMbITaTENIbHOM CPOKE, MPOASIEHUS U-NIPUOCTAHOBMIEHUS UCTbITaTENbHOMO CPOKa.

 [paBoBble NOCNEACTBUSA OLUINGOK, AOMYLLEHHBIX NMPU 0POPMIIEHNM UCTIbITATENIbHOMO CPOKa M-ero pesysibTaToB.

e Buabl n-cogepkaHvie LJOKYMEHTOB, 0hOPMSIOLMNX pesdyibTaTbl UCMbITAHUIA MPY MpUeMe Ha-paboTy.

e BepeHne aneKTpOHHON TPYAOBOMN KHWXKKW. Mepefaya cBeAeHuU O-TpyL0BOI AeATeNIbHOCTW paboTHUKA B-TTEHCUOHHDIR QOHA,.

o [paBuna odpopmnennsa popm: C3B-TH, CTO-P.

OdopmneHue TpyaoBOro Aorosopa.

o TpeboBaHWA K-COAepXXaHWto TPYA0BOro JoroBopa-— oba3aTesibHble U-(hakybTaTUBHbIE YC/IOBUS TPYA0BOr0 OroBopa.

e YcrnoBue 0-CpoKe eiiCTBUS TpyAoBoro fgorosopa. CpouHblvi TpyA0BOW AOroBOp-— YCNOBUSA U-NnpaBuna ohopmiieHus.

e YcnoBwue o-mecTe paboTbl-— Kak NpaBuJibHO 0(POPMUTD.

o Tpe6oBaHuWA K-onucaHuio paboyero MecTa KU-ycrioBuil TpyAa Ha-paboyem MecTe.

o TpyaoBas pyHKLMA pabOTHKKA, Ero Nnpasa U-06sa3aHHOCTU. TpU dnemMeHTa TpyAoBOMN hyHKLUM paboTHUKA.

e OnucaHwue pexxunma Tpyaa paboTHUKa.

o Tpe6oBaHWA K-ycroButo o6-onnarte Tpyaa.

e [[apaHTWK, NbroTbl -KOMMEHCaLUn-— NpaBuibHble GOPMYINPOBKMY.

e OTnunune Tpy[oOBOro AOroBOpa OT-rpax/AaHCKO-NMPaBOBOro AOroBopa: NATb OCHOBHbIX OT/IMYMIA, NpaBuia nepeohopMaeHms.

e OTBETCTBEHHOCTb paboTofaTesns 3a-0LUNOKHM, AOMNYLLEHHbIE NPW 0hOPMIIEHUN TPYLOBOIO AOroBOpa.

o OdopmiieHne npmema Ha-paboTy GbIBLLIErO roCyapCTBEHHOIO UM MyHULMNANbHOMO ciyxatlero. [octaHoBneHwe MneHyma
BepxoBHoro Cyaa P®-01-28-Hoa6pst 2017-r. N2-46-«0-HeKOTOpbIX BONpOCax... IpuMeHeHus cT.19.29-KOAIN P®», NMocTtaHoBNEHME
Mpesnanyma BC-PP-01-30.11.16-T. «...06 0CO6EHHOCTAX NPUEMa Ha-paboTy BbIBLUNX FOCYAAPCTBEHHbIX CNYXKaLLnX».

o [lokyMeHTbI, 0popMAISAIOLLME COBMECTUTENBCTBO, COBMELLEHWE NPodecCuit, pacluMpeHmne 30H 06CTY)XMBaHUS, yBENUYeHe 06bEMa
paboT, 3amelLeHne BpEMEHHO OTCYTCTBYHOLLEro paboTHMKaA.

JAeHb-2.
OdopmneHue MU3MeHEeHUIA yCNoBUI TPYL,0BOro J0roBopa, 0TAeNIbHbIX OCHOBaHWUI pacTOPXXeHUst TPYA0BOro foroeopa.

o [TpaBuna ohopMIeHNsI MOCTOSHHbIX U-BPEMEHHbIX NEePEeBOA0B-— NepeyeHb AOKYMEHTOB, HEO6XOANMbIX AN1A NepeBoAa, UX-CoAep)KaHme.
MocTtaHoBneHue NneHyma BepxosHoro Cyaa P®-01-17.03.2004 «O-npuMeHeHnmn cyaamm Poccuickon Gepepaumm TpyaoBoro kogekca
Poccuiickoin Gepepaumm».

e OTnnume nepeBopa oT-nepemelleHns. OTANYME MU3MEHEHUSI HAMMEHOBaHUS TPYAOBOM PYHKLMU OT-NepeBoAa.

o OdopmMIieHVe UBMEHEHWI YCNTIOBWI TPYLOBOro Aoroeopa. JloKyMeHTbl, NOATBEPXAAoLMUE HaTMyme opraHu3aLnoHHbIX Un
TEXHONIOMMYECKUX UBMEHEHUI B-OpraHM3aLuunm.

o [lokymeHTbl, obopmAstoLLme Nepexos Ha-HenonHoe paboyee BpeMsi MpU yrpo3e MacCoBOro COKpPaLLEeHMsl MepcoHana.

e Tpe6oBaHUe K-COAEPXKAHUIO YBEAOMMEHWUI U-AOMOTHUTENbHbIX COrNlalleHui.

o [paBuna opopMneHusi yBoJIbHEHUS1 NO-COBCTBEHHOMY XENaHUIO U-COrNaLleHUIO CTOPOH TPYAOBOro forosopa. CoaepyxxaHuve 3anaBneHust
06-yBOJIbHEHMM U-COrTaLleHnsl 06-yBOJIbHEHUM.

e OdopmIeHVe yBOIbHEHUS B-CBSA3W C-COKPALLLEHUEM YNCTIEHHOCTM MU LITaTa paboTHUKOB.

o [paBuna opopMneHusi yBosibHeHUs1 No-pesynbTaTam aTTecTaumum paboTHUKaA.

e [lepeyeHb JOKYMEHTOB NO-OpraHM3aLun aTTecTaluMm paboTHUKOB, TPeB6OBaHNSA K-UX-COAEPXKAHMIO.

o OdopmIeHre yBOSIbHEHUS!, MPUMEHSIEMOrO B-KayeCcTBe Mepbl AUCLUMINHAPHOW OTBETCTBEHHOCTM: YBOJIbHEHME 3a-NPoryr,
3a-nosBMeHNe Ha-paboTe B-He-TPE3BOM BUAE, CUCTEMATUYECKOE HEUCTIONTHEHNE BO3/TOXEHHbIX Ha-paboTHUKA 06513aHHOCTEN, 3a-yTpaTy
[0Bepusi, COBEpLLUEHME aMOPasibHOro MPOCTYnKa.

o OdopmIieHVe yBOIbHEHUS 3a-HapyLLeHWe NpaBui npuemMa Ha-pabory.

o YBOJIbHEHWEe 6epeMeHHbIX XEHLLMH NO-pa3fiMyHbIM OCHOBaHMSIM: NpoLieaypa U-AoMnosHUTeNbHble fOKYMEHTbI. [ocTaHOBEHME
MneHyma BepxoBHoro Cypa P®-01-28.01.2014-N 1-«O-npuMeHeHNM 3aKOHOLaTeNbCTBA, PEryIMPYIOLLEro TPYA XEHLLMH, NnL,
c-CeMeiHbIMU 0683aHHOCTAMU U-HECOBEPLLIEHHONIETHUXY.

e BoccTaHoBIeHME 6epEMEHHbIX XXEHLWNH Ha-paboTe, YBOJIEHHbIX NMO-CO6CTBEHHOMY XKEMaHUIO U-MO-COrnalleHNto CTOPOH.

ﬂOKyMeHTaU,VIOHHOG obecneyeHue Pa6OTbI C'KOHdJMAEHUMaﬂbeIMM nepcoHasibHbIMU AaHHbIMU pa60THMKOB.

o [MonoxeHue o-3awmre nepcoHasibHbIX AaHHbIX pa6OTHVIKOB-_ coepxXaHue n-CTpyktypa.
. TpeﬁOBaHI/IFl K-llonuTuke opraHnsauunn B-ccbepe 3alunTbl NepCoHaNbHbIX AaHHbIX.
o [lonoxeHune o-3awuTe nepCcoHanbHbIX AaHHbIX Ha-6yMa)KHbIX HOCuUTEenAax VI-B-VIHC')OpMaLWIOHHbIX cucrtemax.
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e Tpe6oBaHuWs K-COAEPXKaHUIO cornacus paboTHUKa Ha-06paboTKy NePCOHaNbHbIX AaHHbIX.

o OcdopmIieHne fomnycka K-paboTe c-NepcoHanbHbIMU JaHHbIMU-— NepeyeHb AOKYMEHTOB U-UX-COAEPKaHMe.
o OTBETCTBEHHOCTb PabOTHUKA 3a-HE3aKOHHYIO 06paboTKY NEPCOHANbHBIX AaHHbIX.

e OTBETCTBEHHOCTb paboToAaTeNs 3a-HapyLleHne npaBun 06paboTKM NepCoHasbHbIX JaHHbIX.

e [NpaBunia nepefauv JOKYMEHTOB, COAEPXKALLMX NMEPCOHAlbHbIE faHHble PaGOTHUKA TPETLUM NnULaM.

JAeHb-3.
MpaBoBoe perynupoBaHue OTHOLLEHWIA No-oniaTe TpyAa, paboyemy BpeMeHN u-BpeMeHm oTAbixa.

o MNopsApok opopmIeHns JOKYMEHTOB no-onyiate TpyAa-— BUAbI AOKYMEHTOB, UX-CTPYKTypa U-CopepXKaHue.
e PacueTHbI MCT-— TpeboBaHMs K-0(POpMIIEHUIO. INEeKTPOHHas (opmMa pacyeTHOro ncTa.

o [paBuna HauyMcneHus u-BbiniaTbl 3apaboTHOW NnaTbl.

¢ Bo3MoXHble BapnaHTbl 0popMIIEHNS MPEMUPOBaHNA PabOTHNKOB.

o J[lokyMeHTbI, 0popMIIAtOLLME UBMEHEHWS YCNIOBUIA OMNaThl Tpyaa.

o [paBuna BHyTPeHHEro TPyA0BOro pacrnopsifika-— Tpe6oBaHWs K-0pOPMIIEHNIO U-COAEPXKAHUIO.

e Buabl paboyero BpeMeHmn n-pexxumoB paboyero BpeMeHn AJ1 KOHKPETHOro paboTHMKa.

e Oco6eHHOCTM 0POPMJIEHUSA HEMONHOIO paboyero BpeMeHW, HEHOPMUPOBaHHOIO paboyero BpeMeHMU.

o [TpaBuna odopmneHuns rpaduka oTnyckKos.

 [pefocTaBneHve oTnycka c-nocneayowmM yBonbHeHneM. CoaepikaHve 3asiBIEHNUI, MPUKAa30B, 3anncei B-TPYAOBYHO KHIKKY.
e [paBuna coeiMHeHUs OTMYCKOB.

e B-oTnyck He-no-rpacuky.

e [leneHne oTnycka Ha-yacTw.

o [lepeHOC OTNyCcKa, B-TOM Y1Ce Ha-CneaytoLLnii rog,.

o pefocTaBneHve oTrnycka 3a-nepBblii U-MocneayoLne rogbl paboTbl.

 [paBunia KOMMNeHcaLun 3a-He-MCMoJIb30BaHHbIW OTMYCK.

o CnoxHble BOMPOCHI NO-0TMyCKaM COBMECTUTENAM.

e bonesHb BO-BpeMs OTMNycka U-HenocpeCTBEHHO Mepes OTNYCKOM.

o CropatoT-in 0Tnycka No-poCcCUNCKOMY 3aKOHOAATeNbCTBY.

o OdopmiieHne npefocTaBneHns oTnycka 6e3 coxpaHeHus 3apaboTHOW nnaTbl.

ﬂ,ucuunnuuapuaﬂ OTBETCTBEHHOCTb U-MaTepuasbHasd OTBETCTBEHHOCTb p360THVIKa u-pa60Top,aTenﬂ.

o OCHOBaHUsA NpUBNEYEHNUs PaBOTHUKA K-AUCLMNIIMHAPHON OTBETCTBEHHOCTY.

 lNpoueaypa npuBneYyeHns paboTHUKA K-AUCLMMIMHAPHOW OTBETCTBEHHOCTY.

e Buabl AMCUUNIMHAPHbIX B3bICKaHWA.

o lNpaBuna ohopmNeHnst KagpoBbiX AOKYMEHTOB NpY NPUB/IeYeHUN paboTKa K-OTBETCTBEHHOCTMU.

e Tpe6oBaHus K-Npoueaype ohpopmMIIeHUs YBOSNIbHEHUS NO-OTAENIbHbIM OCHOBaHUSIM, MPYMEHSIEMbIM B-KauyeCcTBe Mepbl AUCLUMIIVHAPHOM
OTBETCTBEHHOCTMU.

o AHanus cyae6Hol NpakTUKK NO-MCKaM 0-BOCCTAHOBIEHUMU Ha-paboTe pabOTHUKOB, YBOJIEHHbIX 3a-COBEpPLUEHNE AUCLMMIMHAPHBIX
MPOCTYMKOB.

¢ MaTepuanbHas OTBETCTBEHHOCTb paboTofaTens nepes paboTHUKOM.

o OCHOBaHUsA u-NpoLegypa NpuBeYeHus paboTHUKa K-MaTepuanbHOi OTBETCTBEHHOCTU Nepes paboTofaTesnem.

e Buabl MaTepuasibHOM OTBETCTBEHHOCTU PaboTHMKA.

o MopsifoK onpegeneHuns paamepa yuep6a, NPUYNHEHHOIO paboToAaTeNto.

o paBuna NpoBeAeHNUs BHENNAHOBOW MHBEHTapU3aLun UMyLLecTBa paboToaaTtens, Tpe6oBaHus K-0hOpMIEHNIO JOKYMEHTOB
no-peaynbTaTaM MHBEHTapu3aLum.

o lNpaBuna obopmNeHNs JOroBOPOB 06-MHANBUAYANbHOW U-KONNEKTUBHON MaTepuanbHoM OTBETCTBEHHOCTM PaBOTHUKOB.

¢ lpaBuna Bo3MelLLeHUs yLep6a, NPUYUMHEHHOIO UMYLLLECTBY paboTopaTens.

OeHb4.
MexaHU3M NpaBoOBOro peryiMpoBaHusi KagpoBOro AenonpoM3BoACcTBa.

o oHATUE n-cofiep>kaHne KaipoBOro LenonpousBoLCTBa.

e Cucrema HaumoHanbHbIx [ocyfapcTBeHHbIX CTaHAapTOB No-0popMIEHNIO JOKYMEHTOB, o6pasytolmxcs B-chepe yrnpaBreHus
nepcoHanom.

o Knaccudpukaums n-guddepeHumaumsa KaapoBbiX JOKYMEHTOB.

o [TOHAITWE NEPBUYHbIX YYETHbIX KaApPOBbIX JOKYMEHTOB U-TPE6OBAHUS K-UX-0DOPMIIEHNIO.

o [TpaBuna npMMeHeHusl, UBMEHEHUS U-AONOSTHEHUS| YHUPULIMPOBaAHHbLIX POPM NMEPBUYHbIX YYETHbIX KafpOBbIX JOKYMEHTOB.

o NpuaaHue KagpoBbIM JOKYMEHTaM FOPUANYECKON CUIIbI.

e 06s13aTeNbHbIE PEKBU3UTbI MEPBUYHBIX YUETHbIX KaAPOBbIX JOKYMEHTOB.

e Tpe6oBaHUs K-ONUCaHUIO GaKTOB XO3SIMCTBEHHOW XM3HU, HAUMEHOBAHMWIO OpraHu3aLumn, HAMMEHOBAHUIO OKYMEHTa, PEKBU3UTOB
nnua, OTBETCTBEHHOIO 3a-0opMIieHNe AOKYMeHTa uUnu (1) opraHusauuio GakTa Xo3aiCTBEHHOMN XU3HU.

e Tpe6oBaHus K-byxrantepckon YuyeTHon [onnTuke opraHM3anumn B-4acTu NepBUYHbIX YYETHbIX JOKYMEHTOB. [paBoBble NOCNeACTBUSA
HapyLUeHUsi Tpe6oBaHMit K-0OPMAEHNIO KafpOBbIX JOKYMEHTOB.

e VHCTpYKLMSi NO-KafpOBOMY AENONPON3BOACTBY-— COAEPXaHMWE, CTPYKTYPa, MOPSAOK YTBEPXKAEHUS U-BHECEHWS UBMEHEHWI. ANbGOM
YHUOULMpPOBaHHbIX hopM, Tabenb YHUGUUMPoBaHHbIX popM, Fpadmk LoOKYyMeHTO060pOTa, ANlb60M TpadapeTHbIX TEKCTOB-

CtpaHuuya: 3us 4



copepkaHue n-nopsifoK NCMoNb30BaHMS.

e Tpe60oBaHUsA K-OpraHn3aLunm onepaTMBHOIO U-apXMBHOIO XPaAHEHUSIX MEPBUYHBIX YUETHbIX KaApOBbIX JOKYMEHTOB.

e HomeHknaTtypa fen-— Tpe6oBaHus K-0POPMIEHUIO, YTBEPXKAEHUIO U-TePECMOTPY.

o [paBuna oGopMNIEHNA N-XPaHEHUA SNTEKTPOHHbIX JOKYMEHTOB. Mcnonb3oBaHWe YCUNEHHON KBaNnPULNPOBAHHOW 3/IEKTPOHHOMN
noanucu paboTHUKOM u-paboTofaTenem.

o OdopmIieHne 3NeKTPOHHOIO JOKYMEHTO060pOTa C-ANCTaHLMOHHBIMU PaBOTHUKaMMU.

e [1paBo NOANUCU NEPBUYHbBIX YHETHbIX KaApPOBbIX JOKYMeHTOB. OdopMieHne peKBU3MTOB COrNacoBaHUs TeKCTa AOKYMEHTa.

e OdopmneHve nepegaym npaBa NOAMNUCY NEPBUYHbIX YYETHbIX KaApPOBbIX OKYMEHTOB.

o [OHATUE NOKaNbHbIX HOPMATUBHbIX aKTOB-— NPUAaHWeE IOPULNYECKON CUIbl, NpaBuna paboTbl.

o OpraHusaLunoHHO- pacrnopaAnTeNbHas AOKYMeHTaumMsA-— COAEpXKaHWe, HadHavyeHne, MpaBuia opopMIEHUS, perucTpaLun n-xpaHeHus.
Mpukasbl, pacnopsiXXeHus u-ap.

e HasHaueHune n-opopmaeHune npaBoycTaHaBAMBaloOLLEA AOKYMEHTaLMUMN: MONOXEHUS O-CTPYKTYPHbIX NOAPa3feNneHunsX, AOMKHOCTHbIe
WHCTPYKUWK, MpaBuna BHyTPeHHEro pacnopsaka, MonoxeHune o6-onnate Tpyaa u-ap.

e [paBuna odopmMneHusi n-paboTbl C-AOKYMeHTaLMeln No-y4yeTy TpyAa u-ero onnaTe: LWUTaTHOE pacnucaHue, Tabenb yyeta paboyero
BpeMeHW, rpacuK OTMYyCKOB, 3aMUCKM- PaCYeT, CMIMCOYHbI COCTaB OpraHn3auum (CTPYKTYpHOro NOApasaeneHuns).

o KonnekTuBHble JOroBOpbI U-cornalleHns. TpyaoBOi f0roBop, AOMNONHUTESIbHbIE COrNaLlleHNs.

e Buabl n-HasHaueHue perucTpaunoHHbix Gopm. MpaBuna opopmMneHusi n-paboTbl C-perucTpaLUOHHbIMM XXypHanamu, nuctTamu-
NPUNOXXeHUAMU K-AOKYMEHTaM.

¢ HbopMaLMoHHO-CcnpaBoYHas KagpoBas JOKYMEHTaLMs: NpaBuia COCTaBEHUSI aKTOB, 3asBNEHWUN, AOKIIaAHbIX, CITY)XeBHbIX 3anucok,
NPOTOKO0B, CNPaBoOK, MUCEM.

o lpaBuna paboTbl C-LOKYMEHTaMU, NPUHUMAEMbIMU OT-PAaBOTHUKOB-— XpaHEHWE KONUIA [LOKYMEHTOB, INYHbIE fena.

o OpraHusauus paboTbl C-TPYAOBbIMU KHUXXKAMW, MpaBuia 3anoiHeHUs U-BeAEHUS TPYLOBbIX KHUXEK.

o [lpaBuna BefeHUs XXYpPHasIOB yyeTa TPYAOBbIX KHUXKEK U-611aHKOB TPYAOBbIX KHUXEK, BKIaAbILLEN.

o OdopmiieHne HOBOM TPYAOBOMN KHUXKKMN U-Ay6nvKaTa TpyLOBOR KHUXKM.

o CBefleHWs O-TPYLOBON feATeNIbHOCTM PaboTHUKA.

[lpenogaBaTenu

EJINCTPATOBA N'annHa BaneHTUHOBHa

9KcnepT no TpyA0BOMY NpaBsy, NPaKTUKYOLWKIA FOPUCT, NpeacefaTtenib TpeTeickoro cyaa. OnbIT BeAeHUs rpaxaaHCKuX aen B cyfax
obLen topucankumm 6onee 20 neT. ABTop MogenbHoro TpyAoBoro kogekca rocyaapcts — yyacTHMkoB CHIT. ABTop cTaTel no TpyaoBoMy
npasy.

[JoueHT kadeapbl rpaxaaHcKoro u TpyfoBoro npaea topuanyeckoro dakynoteta PAHXuIC npu MNpe3angerTte PO.

CtpaHuua: 4 us 4


http://www.fcaudit.ru/training/teachers/elistratova-galina-valentinovna/

