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JlokanbHble HOpMaTUBHbIE aKTbl paboToaaTens: Kak
paspabaTbiBaTb, BBOAUTb B AENCTBME U aKTyannsnpoBaTb C
yyeTOM UsMeHeHun 2024 ropa

B nokanbHble HopMmaTuBHbIe akTbl (JIHA) pa6oTogaTens B 2024 rofly Hy>KHO BHECTM U3MEHeHMs. B cBsA3u ¢ pedopMoit TpyioBOro
3aKOHOAATENbCTBA, B 3aKOHbI M NOJ3aKOHHbIE aKTa, peryimpytolme TpyaoBble OTHOLLEHUS, B MOCNeaHee BpeMs 6bl/in BHECEHDI
CyLLeCTBEHHbIE U3MEHEHNS N [OMNOJTHEHWSA, KOTOPbIE AO/IKHbI HAWTU OTPaXkeHue B JIOKabHbIX HOPMaTUBHbIX akTax OpraHusaLuui.
Ha kypce cnywaTenu y3HatoT, Kakue UMeHHO NloKanbHble HOPMaTUBHbIe aKTbl HEO6XOAMMO CPOYHO U3MEHUTD A/1si TPUBELEHMUS UX
B COOTBETCTBME C TPEOOBAHUSIMM 3aKOHOAATENIbCTBA, MOJyyaT NpakTUYeckme pekoMeHaaumnm no paspaboTke U yTBEPXAEHUIO
JTHA, BHeceHuto B HUX U3MEHEHUIA U fononHeHun. Ocob6oe BHMMaHWe B NporpaMMe Kypca yaesieHo Tpe60BaHUsIM K CoflepXXaHuto
JTHA, npaBoBbIM NOCNEACTBUAM MPUHATUA HE3aKOHHbIX JTHA.

[arta npoBepenus: OTKpbiTasa gata

Bup 06yuyeHus: Kypc noBbileHust KBanudukaumm

dopmart obyueHusn: OHNanH-TpaHCAALUSA

Cpok obyueHus: 3 oHs

MpopomkuTenbHoCTb 06yyeHus: 24yaca

[Ansa yyacTHUKOB npeaycMoTpeHo: MeToanyeckuin matepuarn.

[lOKyMeHT no oKoH4YaHuM obyyeHus: o ntoram obyyeHus ciyLiaTenu, ycnewHo npoLleaLine UTOroByo aTTecTaumio nNo nporpaMmme
o6yJyeHus, nosyyaroT YLOCTOBEpEHNE O NOBbILLEHUN KBanubukauum B o6beMe 24 yacos (B COOTBETCTBUM C JIMLIEH3Uel Ha NpaBo
BeAEeHUst 06pa3oBaTeNbHOW AeATENbHOCTY, BblAaHHON [enapTaMeHTOM 06pa3oBaHus 1 Hayku ropoga MockBbl).

Ilns Koro npegHasHayeH

PyKOBOﬂ,MTeneV’I n cneynannucToB KagpoBbiX CJ'Iy)K6, MHCNEKTOPOB NO Kagpam, pyKOBO}J,VITEJ'Ief/’I N MeHeL>KepoB OTAEeNI0B NepCoHana,
6yxranTepOB, IOPUCTOB, BeayLnx KaApOBbIVI y4yeT.

Llenb o6y4yeHus

MonyunTb NpakTUYecKne peKoMeHgauum no paspaboTke v akTyanusauum JTHA ¢ yyeToM M3MeHeHUI 3akoHoaaTenbeTea B 2024 rogy.

PesynbTaT 06y4YeHus

B pe3ynbTaTe 06yueHNs Ha Kypce clyLuaTeNiu y3HaloT:

o Kakue Tpe6oBaHusi NpeabABAAIOTCA K CTPYKTYPe U COAEPXKaHMIO NI0KabHbIX HOPMATUBHbIX aKTOB.

e Kak pa3pa6oTtaTb, cornacoBaTb ¥ BBECTU B AeCTBME JIOKaNIbHble HOPMATUBHbIE aKTbl C y4€TOM TPYA0BOro 3aKOHOAATENLCTBA U
MHTepecoB paboTofaTens.

e Kak coctaBuTtb MNBTP 1 AOMKHOCTHbIE UHCTPYKLMW B LienaxX NpeaynpexxaeHuns npaBoBbIX U UHCMNEKLMOHHbIX PUCKOB
pa6oTogaTens.

e Kak cgenatb loKanbHbI HOPMATUBHbIN akT 3O (PEKTUBHBIM UHCTPYMEHTOM YNpaBieHUs NEPCOHAsNOM.

o Kakue TMNUYHbIe oWn6KM [ONyCKatoT paboToaaTenu npu paspaboTke NoKanbHbIX HOPMaTUBHbIX aKTOB, K KaK UX U36exaTb.

e Kakume n3MeHeHus Hy>HO BHECTM B JIOKaJlbHble HOPMaTUBHbIE aKTbl paboToaaTento B 2024 roay.

3TO MeponpuATMe MOXHO 3aKasaTb B KOpNopaTMBHOM hopmaTe (06yyeHne COTPYAHUKOB OAHOM KOMMNaHuu).
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[TporpamMmma oby4yeHus

AeHb-1.

o 3HayeHue NloKanbHbIX HOPMATUBHbIX aKTOB B-pOPMUPOBaHUM KaLpOBOW NOAUTUKM OpraHn3auuu.

e [oHsITUE K-kNaccubuKaums NoKanbHbIX HOPMATUBHbIX aKTOB.

o 06s13aTenbHble U-PaKynbTaTUBHbIE IOKaNbHbIe HOPMATUBHbIE aKTbl.

o CTpyKTypa u-coaepxkaHue nokasnbHbiX HOPMATUBHbIX aKTOB.

e [lpaBuna cornacoBaHus oKasbHbIX HOPMAaTUBHbIX aKTOB C-MPeACTaBUTENIbHbIMU OpraHaMu paboTHUKOB.

e COOTHOLLEHME aKTOB 3aKOHOAATENbCTBA, NOA3aKOHHbIX HOPMAaTUBHbIX MPaBOBbIX aKTOB C-NIOKasibHbIMW HOPMAaTUBHbIMU aKTaMMU.
o [IpaBOBble MOCNEACTBUA HECOBMIOAEHUS NpoLieAyPbl MPUHATUA U-COrNTacoBaHUS IOKabHbIX HOPMATUBHbIX aKTOB.

e [lpaBoBble NOCNEACTBUSA NPOTUBOPEUUIA B-COAEPXKAHUN JIOKANIbHbIX HOPMATUBHbIX aKTOB U-aKTOB 3aKOHOAaTeNIbCTBa.
o COOTHOLLEHME NTOKaNbHbIX HOPMATUBHbIX aKTOB U-KONIEKTUBHOMO J0r0OBOPA, KOINIEKTUBHbIX COMNaLleHNN.

o [IpyMeHeHne NoKanbHbIX HOPMaTHBHbIX akTOB Npu HGOPMUPOBaHMM YCNOBUI TPYA0BOIO [OrOBOPA.

o OCHOBHble olWN6KK paboToaaTesns Npy pa3paboTke U-NMPUMEHEHUM NTOKasTbHbIX HOPMaTUBHbIX aKTOB.

e PekomMeHJauun no-akTyanu3saunm NoKanbHbIX HOPMaTUBHbIX aKTOB.

o AKTyanusauusi nokanbHbIX HOPMaTUBHbIX aKkToB B-2024-roay.

e [lpaBuna BHeCeHUs1 USMEHEHMWI U-LONONTHEHWUI B-NIOKaNIbHble HOPMATUBHbIE aKTbl.

o [paBuna paspaboTKu HOBOI peaaKLUMmM ToKanbHOro HOPMaTUBHOIO akTa.

JlokanbHble HOpMaTHBHbIE aKTbl, 06s13aTenbHble A4Sl OpraHM3aLun B-COOTBETCTBUM c-TpyaoBbIM KogekcoM Poccuiickonll depepauun.
Tpe6oBaHMs K-10KaNbHbIM HOPMaTUBHbBIM aKTaM Npu NpoBepke co6J104eHns HOPM TPYAOBOro 3aKOHOAaTeNbCTERa.

MpaBuna BHyTpeHHero TPyAOBOro pacnopsaka.

o MBTP kak cpefiCTBO YyCTaHOB/EHUA peXXxMMa TpyAa B-OpraHvM3aunu, CTPYKTYPHbIX MOApasAeneHusx, pexnma Tpyaa paboTHUKOB.
o [BTP KaK MHCTPYMEHT YCTaHOB/EHMS HEOOXOANMOW AUCLMNANHBI TPyZa.

o CTpykTypa n-cogepxanue NBTP.

o [opAAOK NPUHATUSA, COracoBaHus, 03HaKOMJ1IeHUst paboTHUKOB c-TIBTP.

o [IpaBuna 3akpenneHuns pexxumos Tpyaa B-[1BTP n-Tpyaosom gorosope.

LLitaTHOe pacnucaHue.

e LlITaTHOE pacnucaHue Kak f,OKYMEHT paboToAaTenst: IoKanbHbIi HOPMATUBHbIW UM OpraHN3aLMoOHHO-pPacnopsiAnTeNbHbIN akT.

o Kak npaBusibHO pa3pabaTtbiBaTb JOKYMEHT U Hafl0 M yYNTbIBaTb MHEHME BbIGOPHOIo opraHa nepBnYHoi NpohCcoto3HOM opraHmM3auum
N 3HAaKOMUTb C HUM PabOTHUKOB.

e Ha Kakon nepuopg yTBepXxgaeTcs WTaTHOe pacrnucaHune U Kak 4acTo B HEF0 MOXHO BHOCUTb U3MEHEHUS.

o Kak Bk/toyaTh B WUITATHOE pacnucaHue HenoJsHble CTaBk1? A pykoBoauTens — eauHCTBEHHoro yupeantensa 000.

o Kak paboTaTb C «BUJIKaMW» B OKJlagax U TapudHbIX CTaBKax, npeaynpexaatb ANCKPUMMHALMIO NPY yCTaHOBMIEHUM oniaTbl TpyAa.

e MOXHO N ycTaHaBNMBaTb Ha NepuoA UCMbITaHNA OKaZ MeHbLUEro pasmepa.

o Kak oTpakaTb Y4acoByO TapudHYH CTaBKY 1 CAENbHYIO CUCTEMY onJiaTbl Tpyaa.

e O6s13aTeNbHO NN BKJIOYATD B LUTATHOE pacnucaHue COBMeCTUTeNeN, CreLmnanmcToB No BEAEHNIO BOMHCKOrO yyeTa.

[eHb 2.
MonoxxeHue o 3alLUTE NEPCOHANbHbIX AaHHbIX.

o Llenu n 3agaum pa3pa6boTkm MosioKeHNe O 3aLUTE NEPCOHANbHBIX AaHHbIX.

o Kakux paBoTHUMKOB HEOB6X04MMO 3HAaKOMUTb C M0oM0XeHMeM O 3aLMTe NepCcoHasbHbIX AaHHbIX.

e OCO6EeHHOCTM CTPYKTYpPbI U COAepKaHus MNoNoXeHWs O 3alUTe NEPCOHANbHbIX AaHHbIX.

o O3HakoMneHue ¢ MosoXKeHNeM U 06ydeHne PexXUMY 3alMTbl NEPCOHANbHbIX AaHHbIX.

o Kakue nsMeHeHus B MosoxeHWe 0 3almUTe NepcoHasbHbIX 4aHHbIX He06xoAMMO BHeCTH B 2024 rogy.

Monutuka B chepe 3alUTbl NEPCOHANBHBIX JaHHbIX.

o OTnuume NMonutunkm oT MNonoXKeHUs 0 3aLmTe NepCcoHasnbHbIX AAHHbIX

o PekomeHzauun PockoMHag3opa no coaep>xkannto Monmtukmn B chepe 3awmTbl NEPCOHANbHbIX JaHHbIX.
o [Nopagok 03HaKOMJIeHNst paboTHUKOB ¢ [MonnTuKow B cdepe 3auTbl NEPCOHaNbHbIX AaHHbIX.

o PasmelleHmne MNonMTnKM Ha canTe opraHusaumm.

e PaspaboTka v NpMMEHEHMNE TUMOBbLIX GOpM.

Mono)xeHue 06 onnate TpyAa u npeMupoBaHuu.

e Ponb 1 3HaueHue MNonoxeHusi 06 onnate Tpyza B hopMUpoBaHum cuctem u Gopm onnatbl Tpyaa.

o TNonoxeHue 06 onnaTe TpyAa Kak CaMOCTOATENbHbIN JOKYMEHT UMM YacTb TPYAOBOro fOrOBOpa.

o lNpaBuna 3akpenneHus B MonoxeHun o6 onnarte TpyAa CPOKOB BbIMaTbl 3apaboTHOM NnaTbl U APYruX 371EMEHTOB MexaHu3mMa
NpaBOBOro perynpoBaHus onnaTbl TPyAa.

o oNoXKeHNe O MPeMUPOBAHNM NepCoHara - BCe, YTo Haflo 3HaTb paboToaaTesto.

CTpaHuua: 2 us 4



Mono)xeHne 0 HOPMMPOBAHUU TPy Aa.

o flBnsetca nu MNonoxeHne 0 HOPMUPOBAHWUM TPYAa 06A3aTesNbHbIM JI0KalbHbIM HOPMaTUBHbBIM aKTOM.

e Tpe6oBaHuWs K coaep)XaHuto MonoXeHUss 0 HOPMUPOBaHWUM TPYAA.

e Ocobble TpeboBaHUA Kk pa3paboTke HopMa TpyAa u lNonoxeHnss 0 HOpPMUPOBaHUK TPy Aa.

o Tpe6oBaHWA K NepecMOoTpPy HOPM TPyAa.

¢ [1paBuna rno NPMMeHeHNIo TUNOBbIX HOPM TpyAa ¥ METOANYECKUX PEKOMEH AL No CO3AaHUI0 CUCTEMbl HOPMUPOBaHUA Tpyaa B
opraHusauumu.

AeHb 3.
Fpaduk oTnyckoB.

e padmK OTNYCKOB-OPraHN3aLMOHHO PacnopsanTENbHbIA JOKYMEHT MW NOKaNbHbIA HOPMAaTUBHbIW aKT.
o [lpaBuna cocTaBfieHue 1 YTBepXAeHus rpacdmka oTrycKOoB.

e /icnonb3oBaHune yHuduUMpoBaHHbIX HOPM Npu cocTaBneHMm rpacdmka OTNyCcKoB.

o OCHOBHble 3/1eMeHTbI rpaduKa oTMycKoB.

e OCO6EeHHOCTU 03HAKOMJIEHUS PaBOTHWUKOB € rpaMKoM OTMYCKOB.

JIHA no oxpaHe Tpyaa, ¢ KOTOpbIMU paboTaeT KafPOBUK.

e [NofoXxeHne o cucTeMe oxpaHbl TpyAa B OpraHu3aLmu.

o onoXKeHNe 0 perucTpauum MUKpOTPaBM.

e [NonoxeHne 06 yCTaHOBEHWUW YPOBHe NPodecCroHabHbIX PUCKOB, BbIIBIEHUM OMbITHOCTEN U cucTeMe 60pb6bl CHUMM.
o NonoxeHne 06 MHhopMUpPoBaHMM PaBOTHUKOB 06 UX TPYAOBbLIX NMpaBa, CPefCcTBax 1 crnocobax MHPOPMUPOBaHKSI.

PekomeHpaTesbHble JIOKaNbHO-HOPMaTUBHbIE aKTbl.
[loMmKHOCTHas MHCTPYKLUS.

o JIO/MXHOCTHAsA MHCTPYKLUMUA — 3TO NIOKASbHbIA HOPMATUBHbIN aKT UK YacTb TPYAOBOro JOroBopa.

o Tunosas [O/MKHOCTHAA MHCTPYKLNS.

o JIO/MKHOCTHasA MHCTPYKLUA KaK NMPUIoXeHne K TpyA0BOMY A0roBopY.

o PaspaboTka JOMKHOCTHbIX MHCTPYKLMIA, NCMOJIb30BaHWe NPoheccMoHabHbIX CTaHAApTOB M KBanUdUKaLMOHHbIX CNPaBOYHMKOB.
o [lpaBuna BHECEHN MU3MEHEHWNI N [OMONHEHNI B [JOMKHOCTHYIO MHCTPYKLMUIO.

MonoxxeHue o-KoMaHAMPOBKaX.

o [lonoxeHne 0-KOMaHAMPOBKaX Kak CaMOCTOATENbHbIN AOKYMEHT unu yactb MBTP
o O6si3aTeNibHble pekBU3NTbI M0M0XKEHU 0-KOMaHANPOBKaX.
o [epnoanyHoOCTb akTyanusauum MonoxeHns o-koMaHAaMPOBKaXx.

MHCTpyKUUA No-KapoOBOMY Ae/IONPOU3BOACTBY.

o OyHKUMM M-3apaum UHCTPYKUUS NO-KagpoOBOMY AENONPOU3BOACTBY.
e padmk foKymMeHTOO6OpOTA.

e TunoBble HOpMbl KafIpOBbIX [JOKYMEHTOB.

o [MopsaoK paspaboTKy U-COrNlacoBaHMs NPOEKTOB AOKYMEHTOB.

e PeKBU3WTbI OCHOBHBIX KaZIpOBbIX [JOKYMEHTOB.

Tunoebie ¢hopMbi: TPYAOBOI A,0rOBOP, YBeAOMIIEHUE, aKT, AOMNONIHUTENIbHOE COr/lalleHne K-TPYA0BOMY JOrOBOPY.
Mono)xeHne 06-#cnbiTaTe/IBHOM CpOKe.

e Ocob6eHHOCTM cofepxkaHust NonoXeHUs 06-ucnbITaTeNIbHOM CPOKe
e KOMMEKC OLIEHOYHbIX CPefCTB

e PernaMeHT NpoBefeHUs UCMbITaHUSI U-NPUHATUS PeLLeHNiA

o PopMbl JOKYMEHTOB, OPOPMASAOLLUX UCTIbITaHNE

o YBeZlOM/IeHME O-pe3yibTaTax UCTIbITaHuS.

MonoxeHune o6-aTTecTaLumn nepcoHana.

o TpeboBaHus K-coaepykaHuto MooxeHUs o6-UcnbiTaTeNlbHOM CPOK
o OCHOBHbI€ 3JIEMEHTbI CTPYKTYpbl [0N0XeHUs 06-UCNblTaTeNbHOM CPOKe
e TunoBble hopMbl NO-OpraHM3aLunm K-obopMIIEHUIO Pe3ynbTaToB UCMbITAHUS.

[lpenogaBaTenu

EJINCTPATOBA N'annHa BaneHTUHOBHa

CtpaHuuya: 3us 4
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9KcnepT No TPyAOBOMY MpaBy, NPaKTUKYOLWWIA FOPUCT, Npeaceaatesnb TpeTenckoro cyaa. OnbIT BeAeHUA rpaXkjaHCKUX Aen B cyaax
obLen topucankumm 6onee 20 net. ABTop MogenbHoro TpyAaoBoro kogekca rocyaapcte — yyacTHukoB CHIT. ABTop cTaTeli o TpyAoBOMYy
npasy.

JoueHT kadeapbl rpaXkJaHCKOro 1 TpyAoBOro npaea topuauyeckoro dakynbteta PAHXul'C npu Mpesnaente PO.

CtpaHuua: 4 us 4



