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[lpaBuNa NnpoBeaeHNA BHYTPeHHero kagposoro ayaurta B 2025
roay

B pamkax Kypca cnywartenu nonyyat pekoMeHgauum no opraHnsaumm n npoBefeHnio BHYTPEHHEro KagpoBoro ayauTa, 4to
NO3BOJIUT CO3[aTb COBPEMEHHYIO U 3(h(DEKTUBHYIO CUCTEMY KaJpOBOro Ae/IONPON3BOLCTBA. TaKXe Ha Kypce CryLllaTenm y3HatT O
nocnefHNX N3MeHeHUsIX TPyA0BOro 3akoHoaaTtenbcTea B 2024 ropy.

Jata nposepeHus: 11 -14 mapta 2025 ¢ 10:00 go 17:30
ApTtukyn: ClN12328

Bup 06yyeHus: Kypc noBbllweHust KBanudukaumm
®dopmart obyuyeHus: [JHeBHOW

Cpok obyueHus: 4 fHA

MpopomkuTenbHocTb obyyeHus: 324aca

MecTo npoBepeHus: r. CaHkT-leTep6bypr, JIuroBckuii npocnekT, 266¢1, busHec LieHTp Mpembep Jlvra (3 ouepefb), 4 aTax, U3 nudTa
Hanpago. CTaHLMu MeTpo «MOCKOBCKME BOPOTa», «TE€XHONOMMYECKUI MHCTUTYT», «O6BOAHBIN KaHan».

CtoumocTb yyacTtusi: 53 900 py6.
JAns y4acTHUKOB NpefyCMOTPEHO:

MeToaunyeckmii MaTepmarn, Kobe-naysbl.

JI0OKyMeHT no oKoH4YaHuM 06y4eHuns: CnyliaTtenu, ycnewHo NpoLuejLine NTOroByto aTTecTaumio no nporpaMmmMe o6y4yeHus, nonyyaroTt
YpocToBepeHue 0 NoBbILWEHUU KBannbukaumm B o6beme 32 4acoB (B COOTBETCTBUM C NIMLIEH3NEN Ha NPaBO BeAeHUsI 06pa3oBaTesibHOMN
LleATeNIbHOCTY, BblfaHHOW [lenapTaMeHTOM 06pa3oBaHus U HayKu ropofa MockBbl).

[lna koro npegHasHa4veH

PyKOBOﬂ,MTeneVI n cneynannucToB KagpoBbiX CJ'Iy)K6, MHCNEKTOPOB NO Kagpam, pyKOBO}J,VITeneVI U MeHe>KepoB OTAeNI0B NepCcoHana,
6yxranTepOB, IOPUCTOB, Beayuwnx KaapoBbIf ydyeT.

Llenb o6yyeHuns

HayunTbcA npoBeaeHWto KaapoBOro ayAuMTa B OpraHnsaLmm CBOMMM CUnaMm: ysHaTb, Kak OpraHn3oBaTh KafpoBblil JOKYMEHTO060poT B
COOTBETCTBME C Tpeb6oBaHMsAMM TpyAoBOro 3aKOHOAATENbCTBA, KaK NpaBuibHO 0hOPMASTL pasfiMyHble KafpoBble peLLeHNs], KakK
NOAroTOBMTLCA K MPOBEPKE M 3aluMLaTh NpaBa pabotofaTtens B ciyyae cropa.

PesynbTaT 06y4YeHus

B pe3ynbTaTe 06yuyeHus cnyliaTenu CMOryT:

e CaMOCTOATENIbHO MPOBOAUTb BHYTPEHHWUIA ayAMT KaapoBbIX fOKYMEHTOB.

¢ [pMHMMAaTb rpaMoTHbIE KaApOBble peLleHus Mo pesysbTaTam NPoBEPKMU.

e VcnpaensATtb owmn6KK, AoNyLeHHble NPU AOKYMEHTUPOBAHWUM TPYAOBbLIX OTHOLIEHWUI, OLeHMBAaTb BO3MOXXHbIE PUCKM JONYLLEHHbIX
own6oK.
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e BecTu KapoBYHO OKYMEHTALMIO B COOTBETCTBUM C TPe6GOBaHUAMM 3aKoHOoAaTeNnbCcTBa Poccuiickoi Gepnepauumu.

9TO MeponpuaTUe MOXHO 3aKa3aTb B KOpNopaTuBHOM opmaTe (06y4eHne COTPYAHUKOB OLHOM KOMMaHuK).

[TporpamMmma oby4yeHus

JeHb-1.
Lienb u-copepxaHue BHyTpeHHero Kagposoro ayauta. lMpoBepka co6niofeHus npaBua opopMneHUst OCHOBHbIX KafpoBbiX NpoLeayp.

o [NOHATME BHYTPEHHETO KaApPOBOro ayfiuTa, ero Liefib U-CofepXKaHue.

e [porpamma KafpoBoro ayauTa-anropuTm AeWCTBUI NO-OpraHU3aLmmn BHyTPeHHero KaApoBoro ayanTa.

¢ OCHOBHbIe HanpaB/ieHNA NPOBEPOYHbIX MEPONPUATUI NPU NPOBEAEHNN BHYTPEHHETO ayAnTa.

XapaKTepucTrKa KapoBOro Aenonpon3BoACcTBa Kak 0co60ro Buaa agMUHUCTPATUBHON AESTENIbHOCTY U-NIePBUYHONO 3BeHa

6yXranTepckKoro uU-Hanoroeoro yyeta.

XapaKTepucTuka a/IeMeHTOB MexaHu3ma NPaBoBOro PeryMpoBaHus KagpoBoro Aesonpon3BoACTBa: TPYAOBOE NpaBo, 6l0aXKeTHoe

3aKOHOJATeNIbCTBO, apXMBHOE 3aKOHOAATENbCTBO, CUCTEMA HAaLMOHANbHbIX rOCYAapCTBEHHbIX CTaHAAPTOB.

e [MoHATME NEPBUYHbIX YYETHbIX KaAPOBbIX AOKYMEHTOB (MHPOPMaLMOHHO-CIPABOYHbIX, OPraHM3aLMOHHO-PACNOPAANTENbHDBIX, MO-y4eTy
TpyAa W-ero onsare, JOroBOPHbIX) UX-BUAbI U-TPEBOBAHUS K-COAEPXKaHWIO.

e [NoHATMe NoKanbHbIX HOPMATUBHBIX akTOB (NpaBoycTaHaBMBatoLmx). O6s3aTenbHble flokanbHble HOPMAaTUBHbIE aKThbl.

o VIHCTpYKLMA No-KaapoBOMY AeM0NPOU3BOACTBY M-HOMEHK/IATypa Aesl opraHusaLumn-— npasoBas 6a3a BHyTPEHHEro KaApoBoro ayamura.

¢ paBuna onepaTUBHOMO U-apXMBHOIO XPaHEHWUA AOKYMEHTOB.

e [NpaBuna nog6opa U-oLleHKN nepcoHana.

o GopMuUpoBaHue U-pacnpocTpaHeHne 06bABNEHNI 0-BaKaHCUsAX. Tpe6oBaHus, KOTopble BNpaBe NpeabaBsATh paboTogaTeb
K-KaHAMAaTaM Ha-BakaHCuM.

e Pa6oTa c-nepcoHanbHbIMU AaHHbIMU KaHAUAATOB Ha-BaKaHCUM.

e OTBETCTBEHHOCTb 3a-pacnpocTpaHeHne AUCKPUMUHALMOHHBIX 06bABIEHUI 0-BaKaHCUAX.

¢ TpeboBaHus, NpeabsBseMble paboToaTeneMm, K-kaHanAaTaM Ha-BaKaHCUu.

« lNpaBuna nog6opa nepcoHana, KoTopble 06s13aH cobntoaatb paéoTofartenb Npy paboTe c-KaHAUAATaMU Ha-BaKaHCUM.

MpaBuia 06paboTKM NepcoHanbHbIX AaHHbIX KAHAWMAATOB Ha-BaKaHCUK U-WL, C-KOTOPbIMM 3aK/04alOTCS TPYAOBbIEe AOrOBOpPbI.

AHanus cyfe6HbIx peLleHuit No-crnopam, CBAA3aHHbIM C-AMCKPUMUHALMER Npu noa6ope NepcoHasna u-3ak/ioyeHun Tpya0BOoro Jorosopa.

OdopmneHue npuema Ha-pabory.

o [lpaBuna 3akYeHnsa TPyA0BOro AOrosopa.

o QakTnyeckuin gonyck k-pabote. 06s13aHHOCTU paboTofaTe s, BO3HMUKAOLLME B-pe3ybTaTe 3aKOHHOIo U-HE3aKOHHOMO AonycKa
K-paboTe.

e AHHyNMpOBaHMWe TPyAOBOro Aorosopa. [locneacTeuns aHHyIMpOBaHUsS TPYAOBOro AOroBopa Afs paboTHUKa n-pabotogarens.

e Tpe6oBaHUSA K-COAEPXKaHMIO TPYAOBOro AOroBOpa: CyLLEeCTBEHHbIE U-haKyNbTaTUBHbIE YCIIOBUS.

OTnuume rpaXkaHCKo-NpaBoBOro JOroBopa oT-TpyA0BOro. AHanu3 cye6HbIX PeLleHuii Mo-cnopam, CBsiI3aHHbIM C-HapyLleHWeM

paboTogaTenem npasun oGopmieHns TPyAOBbIX JOrOBOPOB.

AAMUWHUCTPaTUBHasA OTBETCTBEHHOCTb 3a-HE3aKOHHbIN (hakTUYecKuin onyck K-paboTe.

¢ [lpaBuna M-0CHOBaHWA 3aKJIFOYEHWUA CPOYHOI0 TPYAO0BOIro A0rosopa.

o [lpoaneHune n-nepesakntoyeHme CpOYHOro TPYA0BOrO AOrOBOPa- OCHOBHbIE OLIMOKK paboTogaTtens.

o [lopAgoOK yCTaHOBMEHNA UCMbITaTeNIbHOIO CPoKa.

e [lporpaMmma ucnbiTaTeNbHOro CpokKa.

e OdopmneHVe AOKYMEHTOB No-pe3ysibTaTaM UCMbITaHuUS.

¢ YBONIbHEHWE NO-pesyfbTaTaM UCTbITaHUS.

o OCHOBHble pucKku paboTofaTens npu 06XxanoBaHUM YBOSIbHEHUSI NO-PE3yNbTaTaM UCMbITaHUS.

N3meHeHue ycnosuﬁ TPYAOBOIro goroeopa. PacTtopxeHue TPYAOBOIro goroeopa.

e Buabl M3MEHeHNI ycnoBun TpyL0BOro 4OroBopa.

o [ToHsiITWE M-BUAbI NEepeBOAOB.

OTnunumne nepesofa oT-NepeMeLLEHUS.

MpaBuna odopmneHns N3MeHeHU TPYA0BOro JOroBopa No-opraHM3aumMoHHbIM WU TEXHOTOTUYECKUM NMPUYMHAM.

MpaBuna ohopmneHna fLONONHUTENbHBIX COrNaLLeHUt K-TPyA0BOMY AOMOBOPY.

PacTopykeHune TpyiOBOro fAoroBopa no-MHULMaTMBe paboTHWUKA U-MO-COrNaLleHnto CTOPOH-— OCHOBHbIE OTINYuKSA, TpeboBaHus

K-0pOpMAEHUIO.

e Tpe60oBaHUSA K-yBONIbHEHUIO GEePEMEHHOMN XEHLLUHbI U-NUL, CEMERHbIMU 06513aHHOCTSIMM NO-MHULMATMBE paboToAaTensi-— HOBble
npaewuna.
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¢ YBO/NbHEHMWE No-UHULMATUBE paboToaaTens- Tpe6oBaHusi M0-0POPMIIEHUIO OTAENbHbLIX OCHOBaHWUIA YBONIbHEHUSI.
e 06s3aHHOCTU paboTofaTens nNpu yBoAbHEHUN paboTHMKA NO-NTF06bIM OCHOBaHUSIM.

JAeHb-2.
[ucuunnuHapHasi OTBETCTBEHHOCTb U-MaTepuanbHas OTBETCTBEHHOCTb paboTHUKa u-pabotogarens.

o OCHOBaHUA NPUBMIEYEHUSI PAGOTHUKA K-AUCLMMIIMHAPHOW OTBETCTBEHHOCTM

o Mpoueaypa NpuBneYeHns paGoTHUKA K-AUCLMMIIMHAPHOW OTBETCTBEHHOCTMY.

e Buapbl AMCUMNAMHAPHBIX B3bICKAHUN.

o MpaBwuna oopMEHNsI KaAPOBbIX JJOKYMEHTOB Npu NPUBNEYEHUN PaBoTKa K-OTBETCTBEHHOCTMU.

o Tpe6oBaHus K-npoLenype 0hOpMIEHUs YBONbHEHUS MO-OTAENbHBIM OCHOBaHUAM, MPUMEHSIeMbIM B-KauecTBe Mepbl AUCLMUMMHAPHOM
OTBETCTBEHHOCTH.

o AHanu3 cyae6HoIN NPaKTUKU MO-UCKaM 0-BOCCTAHOBJIEHWUN Ha-paboTe PabOTHUKOB, YBOJIEHHbIX 3a-COBEPLUEHWUE AUCLMMIMHAPHbIX
MPOCTYMNKOB.

o MaTepuanbHasi OTBETCTBEHHOCTb paboTofaTensi nepes, paboTHUKOM.

o OCHOBaHUA U-NpoLeslypa NpuBeYeHnst paboTHVKa K-MaTepuanbHON OTBETCTBEHHOCTH Nepef paboToAaTeNieM.

e Buabl MaTepranbHoM OTBETCTBEHHOCTU paGoTHUKA.

o MopsipokK onpepeneHuns pasmepa ywep6a, NPUYUHEHHOIO paboToAaTeNto.

o MpaBwna NpoBeJieHNs BHEMIAHOBOW MHBEHTapU3aLMK UMyLL,ecTBa paboTofaTensi, Tpe6oBaHWs K-0hOPMIIEHMIO [JOKYMEHTOB
no-peaynbTaTaM MHBEHTapU3aLuu.

o [MpaBuna opopMeHUsi AOroBOPOB 06-MHANBUAYANbHON U-KONNEKTUBHON MaTepuanbHOM OTBETCTBEHHOCTU PaboOTHUKOB.

o MpaBuna Bo3MeLLeHWs yiep6a, NPUYMHEHHOTO MMYLLLECTBY paboToaaTens.

MpakTukym: Molarosasi METOANKa NPOBEAEHUA KaIpOBOro ayanTa CO6CTBEHHbIMU CUTAMMU.
KapavHanbHoe U3MeHeHne npaBun npoeeaeHns nposepok MT.—Bce, UTO Haf0 3HAaTb KafPOBUKY, UT06bl M36eXaTb WTpadoB..

o N3mMeHeHue Lener n 3agay npoepok MNMT. OTcyTCTBUE KOYEBbIX NOKa3aTesnein pesynbTaToB NPOBEPOK.

e YTO M3MEHUNIOCH B PUCK OPUEHTUPOBAHHOM MOAXOE NPU OpraHn3auuy NpoBEpPOK.

e HoBble Buabl Npo@unakTUYeCcKnX 1 KOHTPOSIbHO-HAA30PHbIX MEPOMPUATUNA.

o 06s13aTenbHble NpodUNaKTUYecKme BU3UTbI, UX MPaBOBbIE MOCNEACTBUS.

e [lpoBepka no pesynbTatamM HabnOAEHNA 3a COOMOAeHEM 06513aTeNIbHbIX TPEGOBAHMIA: peLLeHne 0 MPOBEPKE NPUHMMAETCS Mo
pesynbTaTaM U3yyeHusl NpefiCTaBNEeHHOM paboToAaTeNeM OTYETHOCTM B passiyHble opraHusaumm.

o [pepocTepexeHune Kak hopma pearmpoBanusa FMT Ha HapyLleHus.

e [lpaBuna npoBeaeHUs AUCTaAHLUOHHOM NPOBEPKMU.

e JneKTpPoHHoe opopMeHne JOKYMEHTOB, OOMEH 3IeKTPOHHbIMU JOKYMEHTaMM BO BpeMs MPOBEPKMU.

o BBepeH oba3aTenbHbl [OCYAE6HbIN NOpAAoK ob6anoBaHus pelwenui TUT. O6xanoBaHue pelennii TUT yepes canT Focycnyr.

e PeecTp 06s13aTesIbHbIX TPEGOBAHUIA, KaK UM NONb30BaTbLCS.

o PerynatopHasi runibOTUHa- He 3abblBaeM NPOBEPsATb aKTyasllbHOCTb OKYMEHTA, COAEPXKALLEro 06si3aTesNbHble TPEGOBaHUS.

e PaclumpeH ¢yHKUmMoHan noptana "OHnanHuHcnekumusa.pd" ans pabotogatenein-0630p OCHOBHbIX HYHKLMIA.

AeHb 3.
AKTyanbHble U3MeHeHUs TPYAO0BOro 3aKoHoaaTenbcTea B 2024 roay. 0630op cyae6HON NpaKTUKM.

e C 1 auBaps 2024 r. BCTYNWUA B CUITY HOBbIN 3aKoH «O 3aHATOCTU»-M3MeHeHUs1 B paboTe KaapoBOW CyXoObl.

e HoBble npaBuna BeeHUsA BOMHCKOIO y4yeTa C y4eTOM NociefHNX U3MEHEHUI 3aKoHoAaTeIbCTBa.

e BHeceHbl U3MeHeHWs B NpaBuia NpefocTaBleHusl rapaHTUii 1 NbroT paboTHMKaM-y4yacTHUKaM CBO u uneHam ux cemeit.

o COP yTBepaun HoBble [NpaBuna 3anonHeHns EPC-1-HoBble cBefeHNs B hopme.

e MeguunHCKne oCMOTPbI U AMcnaHcepu3aums-Bce, YTo HEO6X0AMMO 3HaTb CNeLnannucTy No ynpaBneHuto NepcoHanoM-aHanus
CyAe6HON NPaKTUKK 1 pasbscHeHU MUHTpyaa.

o /IameHeHue npaBun paboTbl C NEPCOHaNbHBbIMU faHHbIMU. AHaNn3 nocnefHux pewwexnin KoHctutyumonHoro Cypa n BepxosHoro Cyaa
no Bornpocam 06paboTKM NePCOHANbHbIX AaHHbIX.

¢ [paBo Ha nocobue no yxoAy 3a pe6eHKOM ByAeT COXPaHATLCA B CNyyae BbIXofa Ha paboTy: 3aKOHbI MPUHATDI.

e HoBble npaBuna npefocTaBieHns 1 CYMMUPOBaHUA AOMONHUTENIbHbIX BbIXOAHbIX AHEN AS1S yXoha 3a AeTbMU-UHBaNMgamMu.

o [poanmnun BO3MOXHOCTb MNOJTy4YeHns cybcuamnii 3a TpyA0yCTPOMCTBO Mosiofexu Ha 2024 rog,

o AHanus noctaHoBneHust KoHcTutyumoHHoro Cyaa P® ot 19.12.2023 N2 59-1 no aeny o npoBepke KOHCTUTYLMOHHOCTU a63. 8 U. 2 ¢T. 59
Tpyaosoro kogekca PO (cpoyHble LOrOBOPbI C PYKOBOAUTENSAMM).

o [locnepHue peleHns BepxoBHoro n KoHcTutyumoHHoro Cyga no CpoyYHOMyY TPYAOBOMY AOrOBOpY.

o AHanus noctaHoBneHwuii MNpesunamyma BepxosHoro Cyaa PO ot 19 utons 2023 rog v ot 15.11.2023 no cnopHbIM Bonpocam
0hOpPMIIEHUS TPYAOBbIX OTHOLUEHUH.

e Kak npaBuibHO cuMTaTb CPOKM Npu 0POpMAEHUN KaAPOBbIX PELLEHWIA- aHaNN3 CyAe6HOM NPaKTUKW.

o epeBoy Ha HenosHoe paboyee BpeMsi OAHOIO paboTHMKa- pacnpocTpaHeHHble OWWBKM paboToaaTeneit-aHanua cyae6Hom NpakTUKK.

e MO>XHO NI OTMEHWTb NpUKas 06 YBOJIbHEHUN 6e3 cornacust paboTHWUKa-aHanns3 cyae6HoN NpaKTUKK.

o [lpaBuna npyBeYEHUst COTPYLHUKOB K OTBETCTBEHHOCTM 3a HECOOIOeHME TPe6GOoBaHUIn KOPNOPaTUBHOMN 3TUKMU.

e MOXXHO N yBONWUTb paboTHMKA 3a NPOMYCK 3aHATMI Ha Kypcax NOBbILWEHUs KBanudrKaLmum-aHanus cyaebHon NpakTUKu.

o Kak 6e3 pucka npuBneyeHus K afMUHUCTPATUBHON OTBETCTBEHHOCTU TPYAOYCTPOUTb MHBaNnaa.

e 7 OWIMBOK B HOBbIX NMpaBuiax BeAeHUs TPYAOBbIX KHUKEK, KaK n36exaTb WTpadoB - pa3bacHeHUsa MUHTpyaa.
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o VI3MeHeHUs B cUCTEMeE YrpaB/ieHUs OXpaHoM TpyAa- BCe Haf0 3HaTb KaApOBUKY.

e AHanus nocnegHux pewwexuit KoHctuTyumoHHoro Cyaa P® no BonpocaM onnatbl Tpyaa.

o Kak npaBunbHo 0hopMUTbL JOKYMEHTbI MO OnJiaTe TpyAa C y4eToM NoceqHUX USMEHEHUI B 3aKOoHoAaTeIbCTBe.

o Kakue ycnosus v GopMynnpoBkuM 06 onnaTte Tpyaa Heo6XoanMO BKOYaTb B TPYAOBOI JOrOBOP.

e [NpaBuna NpUMeHeHUA HECTaHAAPTHbIX PEXMMOB paboyero BpeMeHu-nocnegHue pasbacHeHus MuHTpyaa u PocTpyaa.

¢ lpaBuna npegocTaBsieHUst OTMYCKOB, C yY4eTOM MOCNEAHNX MBMEHEHMWI 3aKOHOAATENIbCTBA M pasbsCHEHWUIM MUHTpyaa u PocTpyaa.

[lpenogaBaTenu

EJTIMCTPATOBA NannHa BaneHTUMHOBHA

3KcnepT No TPyAOBOMY Mpasy, MPakTUKYIOLWWIA FOPUCT, Npeaceaartesb TpeTenckoro cyaa. OnbIT BeAeHUA rpaXkjaHCKUX Aen B cyaax
o6Len ropucamnkumm 6onee 20 net. ABTop MogenbHoro TpyAoBOro Kogekca rocyaapcts — yyacTtHukos CHI'. ABTop cTaTtei no TpyaoBoMy
npas.y.

JoueHT kadeapbl rpaXkjaHCKOro 1 TpyAoBoro npaea topuaunyeckoro dakynbteta PAHXuUl'C npu Mpesnaente PO.
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