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HayaslbHUK oTOe/1a KaapoB
Cpok obyueHunda: 4 gHsA
Bpema npoBeneHna: exxegHeBHo ¢ 10:00 go 17:30

BbloaBaeMble JOKYMEHTbI: YOOCTOBEPEHME O NOBbILUEHUN KBaNnndukaumm
nnn Ceptudumnkat Moscow Business School

[MporpamMma obyyeHunsa
HeHb 1

KagpoBbIit AOKYMEHTOOB0POT

e [IOKYMEHTbI, pernaMeHTupyroLime padboTy KagpoBOMN CyX0Obl.
CtpykTypa KC, hyHKLMK, 380341, MECTO B OPraHn3aLMOHHOMN
CTPYKTYpPE KOMNaHUu

e Co3paHue cuctembl KO, yyeT, pernctpaumns, KOHTPOb NCMNOHEHUSA

e B3amMogencTBme C gpyrmmMm CTPYKTYPHbIMU NOApa3aeneHNamn.,
[JOKYMeHTOOB60pOT. HeM 3aKkpennaTb, Kak BHEOPUTb

MpakTUKyM «DopMUpPOBaHME pernaMeHTa B3auMoaencTBUSA CNyXK6»
Ob6a3aTeNbHble 4OKYMEHTbI A9 0hOPMNIEHUNSA KaapOBbIX NpoLeayp

e CoBpeMeHHOe 3aKkoHoaaTenbCcTBO PO B chepe Tpyaa
06 00643aTEeNbHOCTUN JOKYMEHTUPOBAHUSA PaboTbl C NEePCOHANOM

e OTBETCTBEHHOCTb 3a OTCYTCTBME KaAPOBbIX JOKYMEHTOB,
npenyCcMOTPEHHbIX 3aKOHOAAaTeNnbCTBOM PO

e Ob64a3aTenbHas 1 OONONIHUTENIbHAA NOKaNbHO-HOPMAaTMBHAA 6a3a
paboTogaTtend

e OpraHmsaumns n JOKYMEeHTUPOBAHNE OCHOBHbIX KaapOBbIX
npoLueccoB

o XpaHeHUe, YHUUTOXKEHUNE N apXUBALIMSA KAOPOBbIX JOKYMEHTOB

[NMpakTnkyM «CocTaBsieHMe NaMATKU U MHCTPYKLUUM MO ODOPMIIEHUIO
KaOpoBbIxX Npouenyp oasa cotpygHnkos OK»

HeHb 2
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AyOuUT KagpoBbIX JOKYMEHTOB CBOUMU PyKaMu

e [TOHATME ayaMTa KaOpOBbIX AOKYMEHTOB, BUAbl MPOBEPOK. «30JI0TOU
TPEeYronbHUK» ayanTa. AyauT Kak NpoduiakTMKa HapyLLUeHnn
N aKTyanm3aumm JOKyMeHTauunm

e [ToaroToBKa M NOPAAOK NPOBEeAEHNSA BHYTPEHHEro ayanTa
KaOpOBbIX JOKYMEHTOB: NPOBEPKa COOTBETCTBUA DOPMbI
N COOEPMAHMNA KaapoOBOW OOKYMEHTAUMN HOPMATUBHbLIM
TpeboBaHUAM

e OdhopMneHmne pe3yibTaToOB NPOBeAEHNA BHYTPEHHEro aygmTa
KaOpoOBbIX JOKYMEHTOB

[MpakKTUKyM «AHanm3 1 BbigBSIeHMe owmnodokK B NBTP, lUTaTHOM pacnncaHumm,
rpauke oTnyckoB»

[NogroToBKa K npoBepkaM NT

e Buyabl NPOBEPOK, OOKYMEHTAPHOE M 3aKOoHOAAaTeSibHOe OBOCHOBaHMe
e 3alUMTa PPUOANYECKUX NNL, OT HEMPABOMEPHbIX OeNCTBUN
NpPoOBEPAEMON OpraHmn3aunm
e [1IOoKyMeHTbl, opopmnsemble [ T, OTBETCTBEHHOCTb
33 HeMCnoHeHMEe NpeanmncaHnm

[MpakTUKyM «M3yuyeHne HOPMaTUBHOWM M 3aKOHOOATEIbHON 6a3bl»

[MpoBepKa OOKYMEHTOB, CBA3aHHbIX C O(POopMSIEHMEM MpMueMa Ha paboTy
N ohoOpPMSIEHNEM TPYAOBbIX OTHOLLUEHUN. OCOBEHHOCTU OPOPMNEHUS
0CODObIX / NbrOTHbLIX FPYMMN COTPYAHNKOB

e [ToKYMeHTbl, NpeabaBasgeMblie Npn ohoPMIIEHNN Ha paboTy,
NpoBepKa NOA/IMHHOCTU OOKYMeEHTOB. Ocobble AOKYMEHThI
JNIbFOTHbIX KaTeropumn

e CoBpeMeHHbIN TpyaoBoOW Aorosop. NpoBepkKa NMpaBuIbHOCTH
3aKJIloYeHua TPYOoOBOro Jorosopa U npueMa Ha paboTty ocobbix /
JNIbFOTHbIX TPYMM

[MPakKTUKyM «AHanNmM3 1 BbISBSIEHMNE OLLUNOOK B TPYAOBOM gorosope, T-2,
npukase»

[TpoBepKa OOKYMEHTOB, CBA3aHHbIX C OABV>XXEHMEM KagpoB, NpeaocTaB/ieHNEM
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OTMNMyCKOB, YBOJIbHEHNEM

e [1lpoBepkKa NpPaBUSIbHOCTM ODOPMNEHNA IOKYMEHTOB,
06pa3yloLMXCHA B npouecce OABVMIKEHMNA KagpoB (corfaeHumnsa
K TPYOOBbBIM OOroBOpPaM, NpmnKasbl No JIMYHOMY COCTaBY,
NMHMOPMALIMOHHO-CMPABOYHbIEe AOKYMEHTbI U ApP.)

e [IpaBOBble NOCAEACTBUSA HApYLLUEeHUN NpaBui odhopMIeHnd
NOKYMEHTOB, CBA3aHHbIX C OBUXXEHMEM MepcoHasa, UcripaBsieHne
OLLNBOK

e AyOuUT JOKYMEHTOB, CBA3aHHbIX C MJ1AaHNPOBAHUEM,
npenocTaBleHNEM 1 ON1aTOW OTMYCKOB

e [1paBOBble NOCNEACTBUA HApPYLUEHNW MpPaBuU 0odOPMNEHNS
YBOJIbHEHUSA PaboTHUKA. [NpoBepKa AOKYMEHTOB Mo npouenype
YBOJIbHEHUSA COTPYOAHMKOB

[MpakKTUKyM «AHaNM3 cygebHoM NpakKTUKM»

HeHb 3

OTBETCTBEHHOCTb U PUCKUM paboToaaTena B C/iyyasax HapyLLUEHUN B KaapOBOMU
paboTe

e Buyabl OTBETCTBEHHOCTU, MEePbl HAKa3aHUM N BO3OENCTBUN
Ha HapyLuMTenemn, o630p HOBALIMI 3aKOHOAATENbCTBA NO WTpadam
N OTBETCTBEHHOCTU

e [lncumnnmHapHaa oTBETCTBEHHOCTb. OCOBEHHOCTUN OPOPMIIEHUNS
ANCUUNNMHAPHOIO HAapyLUEeHUS

e MaTepumanbHas OTBETCTBEHHOCTb. CyaebHada NpakTUKa B3bICKAHUS
MaTepuranbHOro yulepba. B3biCKkaHMe 3aTpaT Ha Aoporocroslilee
obyuyeHune

e AOMUHUCTPATUBHAA M YroJIOBHAs OTBETCTBEHHOCTb

e PeNTUHI caMblX MOMNYJIAPHbIX OLLUMOOK NO ntoram npoBepok MNMT
N cygebHaa npakTuKka

MpakTUKyM — pa3bop Buaoeokencos «poBepKn rocynapcTBeHHOM
MHCNeKuun Tpyaa. NMocneactena U pUCKu onga pabotogatena»

TUNUYHbIE OLLMOKU B BOMNPOCaX KaapoBom paboThl

e TpynooBas KHMXXKA. VicnpaBneHne owmnbok
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BonbHUYHBINM BO BpeMa oTnycka. [NepeHoc oTnycka. YacTm Kakmnx
OTMYCKOB MOXHO MOJIYUYNTb OeHbramMu

KoMaHanpoBKW. HOBbIV MOPAOOK HampaBieHUsa paboTHUKOB

B C/TyXXebHble KOMaHONPOBKM

BonbHUYHbIE NNCTLL. [epexon Ha dNEKTPOHHbIM OOKYMEHT
HecyacTHbIM cnyyan Ha Npoun3BoACTBE. YTO AO/IKEH 3HATb
KaOpoOBUK

MpakTUKYM «BO3MOXHbIE U HEBO3MOXKHbIe MCMPaBNeHNsa B TPYOOBOM
KHVKKE»

OCoOB6eHHOCTU YBOJSIbHEHUA COTPYAHNKOB

OcHOBaHMA yBO/IbHEHUA. JIEFTMTUMHbBIN JOKYMEHTOOB0POT. PUCKMK

N TUMUNYHBbIE OLLIMOKU

YBOJ/IbHEHNE «MNO COOCTBEHHOMY MXKENMaHU» — POPMYJSIMPOBKA

He 13 TpyaoBOro KoaeKca

[MopsanoK YBOSIbHEHUA C UCMO/Ib30BaHMEM BOSIbHUYHbIX JIMCTOB
Pa36op CNOXHbIX Clly4YaeB YBOJIbHEHUIN: COKPaALLEHNE YNCTEHHOCTU
WAN WITATa, YBOJIbHEHME MPOMNaBLUEero COTPYAHMKA, BO3MOXXHble
YBOJIbHEHUSA NPU BBEAEHUN NPOMCTAaHAAPTOB Ha NpeanpuaTmnmn

MPaKTUKyM «AHanNmM3 BUOEOKENCOBY»

HeHb 4

[MpaBOBbLIe M yrpaBJieHYeCKMe BOMPOChl PeEryiMpoBaHnUa onsaThbl
M HOpMNPOBaHUA TPpyAda

CuncrteMa onnaTbl TPYAa B OOLLLEN CUCTEME MeHeO)KMEeHTa 1 BO3Harpa)kaeHus

e [loCTOAHHAA N NepeMeHHada YacTb. B3anMocBa3b MaTpuULbl DYHKLMN

noapas3aeneHuns, LUTAaTHOroO pacnmMcaHnsa, HOPM Tpyaa U CnNmMcka
OONTHOCTHbIX 0653aHHOCTEN. DOPMUPOBAHUNE OOSIXHOCTU C YYETOM
obbeMa paboT, TpedbyeMon KBanmdunkaumm n HeobxoanmMoro Crmcka
0643aHHOCTEN Ha JAaHHOM 3Tarne pPa3BUTUSA OpraHn3aumnm

e YCcnoBUSA onnaTthbl TPYAa, BKAOUaeMble B TPYOOBOW OOroBOp,

B J1TOKaJibHble HOPpMAaTMBHbIE aKTbl, KOJITEKTUBHbIN OOoroBop

[MocTOAHHAsA YacTb 3apaboTHOM NNaThbl


http://www.tcpdf.org

Moscow
/\'\'\ Business School
MBS Leadership Energy

e CTPYKTYpa CUCTEMblI HOPMUPOBAHUA Ha NPeanpuUaTUn. JoOKyMeHThl,
pernamMeHTupyoLime npouecc HOPMUPOBaAHUS

e Knaccuukaumsa HoOpM Tpyaa. HopMaTmBbl 3aTpaT Tpyda U MeTOObl
HOPMUPOBaHMA. HopMUpyeMasa BeNMUYMHA OEHEXHbIX CPeacTB,
HanpaBAdeMbIX Ha onfaTy Tpyada

e DoTorpachumsa paboyero gHA U XPOHOMETPAaXX — OCHOBHbIE
MHCTPYMEHTbI Ka)Xaoro pykoBoanTesns

e KoadhduumeHTbl, onpegensolime OCHOBHOE onepaTMBHOE BpeMd

e [loTepun pabouero BpeMeHu. Mo opraHn3aymMoOHHO-TEXHNYECKUM
NPUYMHAM, CBA3aHHbIE C HApPYLUEHMEM TPYOOBOW ANCLNNIINHDI

MpakTnKyM — Kenc «Potorpadhumsa padboyero gHa»
Ocob6eHHOCTU onJiaTbl AONOSHUTESNIbHOW PAabOoThI

e PexxunMbl paboThl, onpegensaolme Hopmy

e OCOBEHHOCTU pPEeEXXMMA HEMOSIHOIO paboyero BpeMeHu. JIbroTHble
KaTeropumn, MMetoLLme npaBo Ha ero yctaHoBneHme. OrpaHnyeHune
BBOOA PEXMMA HEMOJIHOIO paboyero BpeMeHn padboToaaTenem
B Nepmoa BO3MOXHbIX COKPALLLEHUN WTaTa

e OCOBeHHOCTM onpenenieHnsa 1 ornaTbl CBEPXYPOUYHOM PaboThbl.
OCoOB6EeHHOCTUN CYMMUPOBAHHOIO yyeTa pabodyero BpeMeHu anis
onpeneneHnsa CBepXypoUHblX YacoB

e OcobeHHOCTU odhopMNeHna N onaaTbl PAadoOTbl B BbIXOOHbIE
M Npa3gHUYHbIEe OHU

e OcobeHHOCTUN odhopMIeHnsa, onsiaTbl, OrPaAHNYEHNA NPU
COBMECTUTEeNbCTBE

e OcobeHHOCTUN odhopMIeHnsa, onsiaTbl, OrpPaHNYEHNAa NPU
coBMeLlleHnn. Ctatyc BPNO. OnnaTta BpeMeHHbIX NepeBogoB

* HEeHOPMUPOBAHHbLIN TPy, €ro CBOMCTBA N OCOBEHHOCTU ero
ohopMieHnsa 1 onnaThl

e OcbopMneHmne n cyaedbHaa npakTnka n npakTnka otkaso PCC
MO TUMMNYHBIM OLLNOKaM

[MepeMeHHasa YacTb onaThl TPyAa
e [TpaBoBOE NoJsie CTUMYIMPYIOLLMX HagbaBOK, NpemMuni,

MOOLLUPUTESNIbHbIX BbINNAT
e HagbaBKKM 3@ 3KCNEPTHOCTb, MO UTOraM pPaboTbl, KMHMPNALNOHHbIE
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n npovyee

e ANropuT™M BBEeOEHUSA CUCTEMbI NPEMUNPOBAHUA C MCMOJIb3OBAHMEM
KPI. MHgnBuayanbHble, rpynnoBblie M KOPNopaTMBHbIE NoKa3saTenu
NPeMnpPoBaHMA, OCOBEHHOCTU 1 MNPABOBOE NOJIE OLUEHKM

[MPaKTUKYM «AHaNnN3 KENCOB MO NpuUMeHeHnto odhopmnieHns KPI»
N3MeHeHna onnaTbl Tpyada

e O6LWMM NOPAOOK NU3MEHEHUI oNAaThl Tpyada

e BnnaHue npodcorosa

e OrpaHMyeHmna 1 TUNMYHbIe OLLNOKKM paboTogaTend
e CynebHaa npakTuka


http://www.tcpdf.org
http://www.tcpdf.org

