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Pabouas nporpamma cocrasieHa Ha ocHoe ®I'OC BO no HanpapieHHIO IOArOTOBKH
46.03.02 JOKYMEHTOBEJIEHUE U APXUBOBEJIEHME (ypoBens Gakanappuata) (mpuKas
Muno6puayku Poccun ot 06.03.2015 . Ne 176)

PaGowass mporpamma paccmoTpeHa M onoOpeHa Ha  3aceiaHMM  Kadeaphl
[lerarorugyeckoro 06pa3oBaHus ¥ JIOKyMEHTOBE/ICHHS
30.01.2020, mporoxon Ne 5 M
3as. kadenpoit ( C.C. BenukanoBa

Pa6ouas nporpamMma oo0peHa METOIHUECKOI KC vHcefie
11.02.2020 r. nmporoxon Ne 5
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ITpencenarens T.E. A6pam3on
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3aB. Kadenpoii [10Ou/], KaHJI. IIe/l. HayK CJ C.C.BenukanoBa

Penensent: / >

Crapumii apxuBucT apxuBa [IAO "MMK" | 5 C.A.
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JIucT aktyanusanuu padoyeii nporpaMmbl

PaGouast mporpamMmma repecMoTpeHa, 00CcykaeHa u o100peHa s peanuzanuu B 2021 - 2022
yueOHOM rofy Ha 3aceqanuu Kadeapsl Ilemarornueckoro oopa3zoBaHus U TOKyMEHTOBEACHUS

IIpotokom ot 20 1. Ne
3aB. kadeapoii C.C. BennkanoBa

Pabouas mporpamma nepecMoTpeHa, o0cyxaeHa u ogodpena st peanmsanuu B 2022 - 2023
y4eOHOM roy Ha 3acenanuu Kadeapsl [lemarornyeckoro oopa3oBaHus U TOKyMEHTOBEACHUS

[Ipotokom o 20 r. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas nmporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanmsanuu B 2023 - 2024
y4eOHOM roy Ha 3acenanuu Kadeapsl [lemarornyeckoro oopa3oBaHus U JIOKyMEHTOBEICHHSI

IIporokom ot 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas nporpamma nepecmotpena, o0cyxaeHa u ogoopena s peanuzauuu B 2024 - 2025
y4eOHOM rofy Ha 3aceqanuu Kadeapsl Ilemarornyeckoro oopa3oBaHust U JOKYMEHTOBEICHHS

[Ipotokom oT 20 . Ne
3aB. kadenpoii C.C. Benukanona




1 Iles1u ocBOEHUSI I CHUTLTHHBI (MOLYJI51)

HensiMu ocBoeHMsT TUCHUILIUHBI (Moayist) «KaapoBoe enonpou3BOICTBOY SBIISIFOTCS:
M3y4E€HUE OCHOBHBIX HAIPABJICHUH 3aKOHOAATEIBLHON M HOPMAaTUBHOM MPAaBOBOM perjaMeHTaIluu
paboThI ¢ TOKyMEHTaMH 10 JTMYHOMY cocTaBy B Poccuiickoii @eneparuu v mpaBuil opopmieHus
KaJIpOBbIX JOKYMEHTOB; PacCMOTpPEHHE BOINPOCOB O(OPMIICHUS OPraHU3alMOHHO- KaJIpOBOMH,
pacmiopsAuTeIbHOW, HWH()OPMAIIMOHHO-CIIPABOYHOW JOKYMEHTAIlMKM W JIOKYMEHTAllUd TI0
JUYHOMY COCTaBy B TECHOM CBSI3U C U3JIOKEHHEM DPEKOMEHJAIUil 1o mnepexoay padoThl
KaJ[POBBIX CIYXO OT TPaIUIIMOHHBIX OPM K COBPEMEHHOU CHCTEME YIpPaBICHUS IEPCOHAIOM U
OCHOBaMHU TPYJIOBBIX OTHOILIEHUI paboTonatens M pabOTHUKA B COOTBETCTBUU C TPYAOBBIM
KozekcoM Poccuiickoii heneparnum.

2 MecTo TMCUHMIIMHBI (MO1YJIsI) B CTPYKTYpe 00pa3oBaTe/bHOIl POrpaMMbl

HucuuiuinHa KaapoBoe 1e10npon3BoJICTBO BXOJUT B 0a30BYIO 4acTh y4e€OHOIo IUIaHa
00pa30BaTeIbHOI IPOrPaMMBI.

Js  u3ydeHWs  AMCUMIUIMHBL  HEOOXOAMMBI — 3HaHMA  (YMEHHUs,  BIAJCHHS),
c(OpMHUPOBAHHBIC B PE3YIIbTATE U3YUCHHSI JUCITUTUTUH/ IPAKTUK:

JlenoBast nepenucka

WudopmanroHHbIe TEXHOIOTHH B JOKYMEHTOBEICHUH 1 apXUBHOM JIETIe

HopmaruBHas 6a3a 1e10BOro nucbma

Opranu3zanus 1 TEXHOJIOTUS IOKYMEHTALMOHHOTO 00eCIIeUeHuUs YIIPaBIICHUS

VYnpaBiieHue 4el0BEYECKUMU PECYPCaAMU

OCHOBBI JOKyMEHTOBEACHUS

JlokymeHTaIlmoHHO€E o0ecreueHrne rocy1apcTBEHHOro ycTpoiicta B PO

OCHOBBI apXUBOBECHUS

Beenenue B mpodeccuto

JlokyMeHTalMoHHOE 00ecIedeHne apXUBHOTO iesia U HHPOpMaloHHOM cdepbl B PO

OKOHOMMKA

VYyeOHast - MOpakTUKa IO MOJIYYEHHIO MNEPBUYHBIX MNPOPECCHOHANIBHBIX YMEHMH U
HaBBIKOB, B TOM UHCJIE I[EPBUYHBIX YMEHMM M HABBIKOB HAay4YHO-MCCIEA0BATEIbCKON
JeSITEIIbBHOCTH

MonenrpoBaHue CUCTEM JOKYMEHTAI[MN OpraHu3aliu

IIpoexkTupoBaHue yrpaBlIeHUECKON JOKYMEHTAlUU OpraHu3aluu

3HaHus (YMEHMs], BJIaJCHUS), TOJYYEHHbIE NPU U3YYEHUU NAHHOW TUCIUIUIMHBI OynyT
HEOOXOIUMBI JUIsl U3yUeHUS IUCHUILTNH/TIPAKTHK:

IIponsBoacTBEHHAs — IPEIIUIUIOMHAs TPAKTUKA

[ToaroroBka Kk ciade u cjaua rocyAapCTBEHHOT0 SK3aMeHa

[ToaroroBka K 3aIyTe U 3alIUTa BBITYCKHOM KBaJIM(DUKAIIMOHHOW pabOThI

Opranu3zanus paboThl ¢ 00paleHUIMHU TPaXxIaH

JIOKyMeHTUpOBaHUE IS TEIIbHOCTH HErOCYJapCTBEHHBIX OpraHU3aIii

JIOKyMEHTAllMOHHOE ~ OoOecreueHre YIpaBlICHUS Ha MPEANPHUATUSAX  Pa3IHMUHBIX
OpraHU3aIMOHHO-TIPABOBBIX (POpPM

I'ocynapcTBeHHbIE, MyHUIIMITATIbHBIE U BEJOMCTBEHHBIE apXUBBI

Jlenonpon3BoACTBO MyHUIIMIIAIBHBIX YUPEXKACHUN

[TpakTHKyM IO COCTAaBICHHIO U OPOPMIICHHIO CITY>KEOHBIX TOKYMEHTOB

[lepconanbHble JaHHBIE U UX TIOKYMEHTHUPOBAHHE

KondunennuanbHoe 1e10npon3BoCTBO

WNudopmaininoHHble pecypchl KaApOBOH CITYKObI

Jlenonpon3BOICTBO KOMMEPUYECKUX MTPEATPUATHIA

ApXHBBI [10 TUTYHOMY COCTaBY

IIpon3BosacTBEHHAsA - MPAKTUKA MO MOJIYYEHUIO NMPO(ECCHOHAIBHBIX YMEHUN U OIbITa
pohecCHOHANBHOM AeSITeTbHOCTH



[IpoekTHas AesATETbHOCTD

OCHOBBI CEKPETAPCKOTO OOCTYKUBAHHS

Kanposas nonutuka

NudopmannonHoe obecrieueHue ypaBIeHUs

JIOKyMEHTallHOHHOE 00ecrieueHue TPYIOBBIX OTHOIICHH B PO
JlokymMeHTaImoHHoe obecreueHre rpak IaHCKUX OTHOIIICHHH B PO
JIoKyMeHTaIlMOHHOE 0OecrieueHne aIMUHUCTPATUBHBIX OTHOIIEH!UH B PD
ApXUBOBEJICHUE

3 Komnerenuuu ody4yarouerocsi, popMupyembie B pe3yabTaTe 0CBOEHUSA

AUCHMILIMHBI (MOAYJIS) U IVIAHUPYEMbIe pPe3yJibTaThl 00y4eHUs

B pesynpraTe ocBoeHMsI aucuuiuiiHbl (Monyinsa) «KazxpoBoe aenonpousBoaCTBO»
oOyuaromuiicst 1oJKeH 001a1aTh CIEAYIOIUMU KOMITETEHITUSIMU:

CTpyKTypHBIT [Tnanupyemsble pe3yabTaThl 00yUeHUS
JJIEMEHT
KOMIIETEHIINH

OK-10  cnocoOHOCTBIO K UCIIOJIb30BAHUIO OCHOBHBIX METOJIOB, CIIOCOOOB U CPE/ICTB
NOJTY4eHHS, XPaHCHHUS, IepepaboTKu HHPOpMAIUU

3HaTh OCHOBHBIC ITOHATHS METO/IOB, CIIOCOOOB U CPECTB IMOTYICHHS, XPAHCHUS,
nepepaboTku HHPOPMALTUH

YMmetb MIPUMEHATHh METO/IbI, CIIOCOOBI M CPEJICTBA MOIYUCHUSI, XPAaHECHUS,
nepepaboTku nHpopMalry B 00JacTH KaJJpoOBOTO JAETONPOU3BOICTBA U
apXUBHOTO JieIa,

Buaners CIIOCOOHOCTBIO BHEAPATH METO/IbI, CIOCOOBI M CPEACTBA MOJIYUEHUS,
XpaHeHHus, nepepaboTKu HH(OpMaIuK B 0071aCTH KaJpOBOTO
JIeJIONIPOU3BOCTBA U ApXUBHOTO JieJIa MPO(EeCCHOHAIBHON AEATEIbHOCTU

[TK-1 criocoGHOCTHIO MPUMEHSATH HAYYHbIE METO/BI IIPU UCCIIEIOBAaHUHN 0OBEKTOB
npodeccuoHaIbHOMN e TeTbHOCTH

3HaThb Hay4YHBIC MCTOIbBI B o0actu JOKYMCHTOBCACHUSA U JOKYMCHTAIIUOHHOT'O
oOecreyeHus YIIpaBJICHUA, HAYYHBIX MCTOAO0B UCCJICAOBAHUA COLIMATIbHBIX
CHUCTCM.

YMeTh MNPHUMCHATE HAYYHBIC METO/bI B o0acTu AOKYMCHTOBCACHUA U

JAOKYMCHTAIIMOHHOT O obecrieucHUs YIpaBJICHUA

Bnanets HaBBIKAMH IPUMEHEHUS HAYYHBIX METOJIOB B 00JIACTH JOKYMEHTOBEACHUS
Y JOKYMEHTAIIHOHHOTO 00eCTIeYeH sl YIIPaBIICHNUs; HABBIKAMU
COIIMOJIOTUUECKUX UCCIEAOBAaHUN TPUMEHUTENBHO K JIOKYMEHTOBEECHUIO U
ApPXUBOBEICHUIO

[1K-5 BrnajgeHneM TeHACHIMSIME Pa3BUTHS WH()OPMAIIMOHHO-JOKYMEHTAIIMOHHOTO U
obecrieueHus yrpaBiaeHUsI apXUBHOTO JIeJia

3HaTb OCHOBHBIC TCHACHIUU pa3BUTUSA I/IH(I)OpMaI_[I/IOHHOFO u
JOKYMCHTAIIMOHHOT' O obOecrieueHust YIIpaBJICHUS, 4 TAKKC apXUBHOI'O J€Jia

YmeThb MPUMEHSTh U3YYCHHBIC TCHCHIIMN Pa3BUTHS HH()OPMAITMOHHO-
JOKYMCEHTAIIUOHHOTO 1 oOecrieueHus YIIpaBJICHUA apXUBHOI'O JI€jia B
npodeccrnoHabHOM IeATeTbHOCTH

Bunaners TEHJICHIMSIMU PA3BUTHS HHPOPMALMOHHO-TOKYMEHTALIMOHHOTO U
o0ecreyeHus yrpaBieHUs] apXUBHOTO Jelia




[TK-6 ciocoGHOCTBIO aHATM3UPOBATH CUTYAIMIO HA PhIHKE WH(POPMAIIMOHHBIX TPOJYKTOB U
YCIIYT, 1aBaTh SKCIIEPTHYIO OLIEHKY COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOTO JOKYMEHTO000pOoTa
Y BEICHUS JIEKTPOHHOTO apX1Ba

3HaTh nH(pOPMAIMOHHBIE TPOAYKTHI IpeJiaraeéMble Ha BHYTPEHHEM U BHELITHEM
pbIHKe, coBpeMeHHble COJ 1 371eKTpOHHbIE apXHUBBI HA BEICOKOM YPOBHE
BOCIIPOU3BEJICHHS U 00BSCHEHUS HHPOPMALIUU

Ymetb MPUMEHATH HH(OPMAIIMOHHBIE TPOYKTHI IIpeJIaraeMble Ha BHYTPEHHEM U
BHEITHEM pBIHKE, coBpeMeHHbIe COJl 1 371eKTpOHHbIE apXHBBI

Brnaners IpUeMaMH aHaJlN3a CUTYalllu Ha PhIHKE HH(POPMAIIMOHHBIX POIYKTOB U

yCIIYT, 1aBaTh SKCIEPTHYIO OLIEHKY COBPEMEHHBIM CHCTEMaM
JIEKTPOHHOTO JOKYMEHTO000POTa U BEIEHUS 3JIEKTPOHHOIO apX1Ba

ITK-8 crmocoOHOCTBIO AHAIIM3UPOBATh HEHHOCTh JOKYMCHTOB C LICJIBIO UX XPAHCHUSA

3HaTh BCC 3Tallbl SKCIIEPTU3bI HCHHOCTU NOKYMCHTOB, B ITPCJIOMJICHUYN HA
Cl'IeI_[I/I(l)I/IKy XpaHCHUA JOKYMCHTOB

YMeTh AHAJIIM3UPOBATH JOKYMCHTBI HAa MMPCAMET UX SKCHCPTUIBI U JIA
MOCICAYIOIICTO UX XPAHCHUA

BJIaI[eTI) METOJaMU 3KCH€pTHOfI OLCHKHU JOKYMCHTOB C LCJIbIO UX, IOCICAYIOIICTO

XPpaHCHUSA

I1K-10 B1ajgeHreM NpUHIMIIAME ¥ METOJIaMHU CO3/IaHUs CIIPAaBOYHO-UH(POPMAITMOHHBIX CPEACTB

K JOKYMCHTaM

3HaThb OIIpCACIICHUC CHpaBO‘lHO'I/IH(I)OpMaL[I/IOHHBIX CpeACTB K JOKYMCHTAM;,
MMPUHOHUIIBI 1 METOJbI CO3aHNA CHpaBOLIHO-I/IH(bOpMaIII/IOHHI)IX CpCaACTB

YMeTh NPUMCHATH IPUHIUIIBI U METOABI CO3AaHUA CIIPABOYHO- I/IHCI)OpMaI_II/IOHHLIX
CpCACTB K IOKYMCHTAaM B HpaKTI/I‘ICCKOﬁ JACATCIIBHOCTHU

BJ'IaI[eTL IMpUHOUIIAMU U METOdaMU CO31aHUA CHpaBO‘{HO'I/IH(I)OpMaLII/IOHHHX

CpCACTB K IOKYMCHTAaM,

ITK-20 cmocoOHOCThIO UCIIOIB30BATh IIpaBHJIa OpraHru3alu BCCX OTAIIOB pa6OTLI C
JOKYMEHTAaMH, B TOM YUCJIC apXUBHBIMH JOKYMCHTAMH

3HaTb IIpaBHJIa OpraHnu3aluu BCEX 3TAIIOB pa6OTLI JAOKYMCHTAaMH, BKJIFOUasA
APXUBHBIC TOKYMCHTBIL

YMeTh HCIIOJIb30BATh IIpaBUJIa OpraHrU3aluu BCEX 3TAIIOB pa6OTBI C JOKYMCHTAaMU,
B TOM YHUCJIC apXHUBHBIMU JOKYMCHTaAMUN

Brnanets CIIOCOOHOCTBIO UCITOJIb30BAHUS IpaBHJI OpraHu3aluu BCEX 3TAIIOB pa6OTLI

C JOKYMCHTaMH, B TOM YHCJIC apXUBHBIMU JOKYMCHTaMU

[1K-21 BnasgeHreM HaBbIKAMU COCTaBJIEHUSI OMUCEH /1€, TOATOTOBKH JeN K IIepe/iaye B apXUB
OpraHU3alH, TOCYAAPCTBEHHBIN WM MyHUIUITAIBHBIN apXUB

3HaTh MOHSTHE OMKCH JIeJIa, MEXAHNU3M MOATOTOBKH MEepeIayu 1€ B apXUB
OpraHu3aIlH, TOCYAAPCTBEHHBIN WM MYHUIUIIAIbHbIN apXuB

Ymers COCTaBJISATh OIMKCH e JJIsl OArOTOBKYU K IIEpejaue B apXUB OpraHu3aluy,
rOCYJJapCTBEHHBIN WM MyHUIUIAIbHBINA apXUB

Brnanets HaBbIKaMU COCTaBJICHMSI ONUCEH /1€, MOATOTOBKH JIEJ K Iepeiaye B apXuB

OopraHu3anuvu, FOcyIlapCTBCHHLII\/'I 201044 MYHI/II_II/IHaJ'IBHHﬁ apXuB

[TK-22 ciocoOHOCThIO MTPUHUMATh y4acTHEe B pab0oTe 1O MPOBEICHUIO YKCIIEPTHU3HI IIEHHOCTH

3HaTh

IIOHATHUEC SKCIICPTU3BI HEHHOCTH JOKYMCHTOB




YmMmern

MMPOBOAUTD SKCIICPTU3Y HCHHOCTHU NJOKYMCHTOB

Bnanets

METOAAMHU IPOBEIEHUS SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB Ha BEICOKOM
YpOBHE

[1K-24 BnangenremM HaBbIKAMU OpPTraHU3aIMU CIIPABOYHO-TIOMCKOBBIX CPEACTB U UCIOJIb30BAHUS
apXHBHBIX JJOKYMEHTOB

3HaThL IIOHATUC CITPABOYHO-TIOMCKOBBIX CPCACTB,; ApXUBHBIX TOKYMCHTOB
Ymern OpPraHHU30BbLIBATH CIIPABOYHO-IIOMCKOBEIC CPEACTBA B OpraHU3allUuAX
BJIaI[eTB HaBbIKaMU OpTraHHU3ali CIIPABOYHO-IIOMCKOBLIX CPCACTB U UCITI0JIb30BAHUA

APXUBHBIX JOKYMCHTOB

[1K-26 BnasgenuemM HaBbIKaMHu 00pabOTKH JJOKYMEHTOB Ha BCEX ATarax JOKYMEHT0000pOoTa,
CHCTEMaTH3alliH, COCTABICHNS HOMEHKIIATYPHI JIeJT

3HaTh

TECOPECTUUCCKHUX ITOAXO0A0B U OCHOBHBIX IIPUHIHUIIOB U METOA0B
YIIOPAJOYCHHUA JOKYMCHTOB; IIOpsAAKa OpraHru3ald JOKYMCHTOB B
KOMIIJICKCBI

YmMmern

AHAIIM3UPOBATH COCTAB JOKYMCHTAIWMHN OpraHu3aliii B COOTBCTCTBHUU C
YCTAHOBJICHHBIMHA TpC6OBaHI/IHMI/I; p€ajin30BaTh HaA IIPAKTHUKC
YIIOPpAAOUYCHHUEC KOMIIJICKCOB JOKYMCHTOB 1 HHq)OpMaHHOHHBIX ITIOTOKOB B
COOTBCTCTBHUU C YCTAHOBJICHHBIMH MCTOAAMHU U ITPUCMAMMU, O6pa6aTbIBaTb
AOKYMCHTBI Ha BCEX dTalax I[OKyMeHTOO60pOTa, CUCTCMATU3UPOBATL U
COCTAaBJISITb HOMCHKIIATYPY ACII.

Brnaners

IMpUHOHUIIaAMU U MCTOJaMHU YIIOPAAOUCHUS COCTaBa JOKYMCHTOB U
WH(POPMAIIMOHHBIX TIOKa3aTeNel; HaBbIkaMi 00paOOTKH IOKYMEHTOB Ha
BCEX 3Tarax JJIOKyMEHTOO0OpOTa; HaBEIKaMu cOopa, 0000meHus,
CUCTeMAaTH3allNH U aHAJIM3a (PAKTHUECKUX JTaHHBIX; HAaBBIKAMU
COCTaBIJICHUS] HOMEHKJIATYPHI JIEII.

[TK-27 cnocoOHOCTBIO0 MPUHUMATDH YYacTHE B paboTe MO MPOBEAEHUIO IKCIEPTU3bI [IEHHOCTH

JIOKYMEHTOB
3HaTh TIOHSTHE YKCIIEPTU3BI IIEHHOCTH JOKYMEHTOB

YMmerb MPOBOJIUTH SKCHEPTHU3Y LIEHHOCTH TOKYMEHTOB

Bnanets METOAaMH MPOBEICHUSI SKCIEPTU3bI LIECHHOCTH JOKYMEHTOB Ha BBICOKOM

YpOBHE

JIIK-3 3HaHMeM OCHOB TPYAOBOI'O 3aKOHOJATENbCTBA, IPABHII U HOPM OXPaHbl TpyJa

3HaTh OCHOBHBIE TTOHATHS B 00JIaCTH TPYIOBOTO TipaBa P®d, a Takxke mpaBui u
HOPM OXpaHsl Tpyza

Ymetp MPUMEHSATHh OCHOBBI TPYIOBOT'O 3aKOHOJATEIbCTBA, MpPaBUiia U HOPMBI
OXpa-HbI Tpy/Ja B TpOodeCCHOHATHLHON U MPAKTHUUECKON IeATEIHHOCTH

Brnaners 3HaHueM ocHOB TK P®, a Tak ke mpaBui U1 HOPM OXpaHbI TPy/Ja

JIIK-5 criocoOHOCTBIO K COOMIOIEHUIO TPEOOBAHHI K OpraHU3aluu KaJpOBOTo
JACIJIOIMPONU3BOJACTBA U JOKYMCHTUPOBAHUIO TPYAOBBIX OTHOIHGHI/Iﬁ, XPaHCHUIO JOKYMCHTOB I10

JIMYHOMY COCTaBy

3HaTh MOHSATHE OPTraHU3aIMHU KaJpOBOI0O JEI0MPOU3BOJICTBA U
JTIOKYMEHTHUPOBAHHUE TPYAOBBIX OTHOIIIEHUHN

YMmerb coOmroaaTh TpeOOBaHUS K OPraHU3AIMH KaIPOBOTO JIEIIOMPOU3BOJICTBA U
JOKYMEHTUPOBAHUIO TPYJOBBIX OTHOILIECHHM

Bnagets METOJaMH OpraHu3alMK KaJpOBOT0O JEJIOMPOU3BOCTBA




4. CTpyKTYpa, 00bEM U coiep:kaHue TUCIMIINHBI (MOIYJIs)
OO0mmast TpyI0eMKOCTh AUCIHILTAHBI COCTaBIsAET 6 3aueTHBIX eauHuIl 216 akan. 4acoB, B TOM

HHUCJIC:

— KOHTaKTHas padora — 92,15 akan. yacos:
— ayauTopHas — 88 akaj. 4acos;

— BHeaynutopHas — 4,15 akaz. yacos

— camocTosTeapHas padota — 88,15 aka. yacos;
— IMOATOTOBKA K 3K3aMeHy — 35,7 akaj. Jaca

dDopMa aTTeCcTaluu - 3a4€T, 9K3aMCH

AynutopHas s s
o | xomraxTHas pabora E z ®opma TeKyIero
=
Pasyen/ Tema § (B axaz. yacax) E > Bun 3 KOHTPOJIS Kox
g & © | caMOCTOATENBHON | yCIeBaeMOCTH H
JTACIUTUTAHBI 3 £ © . | xoMOeTeHIK
O g £ paboThI POMEXXYTOYHOH
Tex. J;;‘g HE:}I:T‘ 5 Lé aTTeCTAlNN
1. Pazgen 1 CocraB W BUIBI
KaJpoBhIX  J0KymMeHToB (5
ceMecTp)
OK-10, ITK-1,
UN3yuenune [IK-5, IIK-6,
YACH TIK-8, TIK-10,
11 Ponb KaJpOBBIX OCHOBHOMH U BeimonaeHne K-20 TIK-
wompweren o e g | 1gnsn| 2 [fmemerenoi | T ey 4| 5 iz,
I ynp paryp -p-» HK'24, IIK-
IIEpPCOHAIIOM IOUCLIUILIMHE, TECT 26. [IK-27
KOHCIEKTa JICKIUH JUIK-3, JTK-
5
OK-10, IIK-1,
ITK-5, TIK-6,
1.2 HopmaTtusHO- I/I3yqu1:Ie IK-8, TIK-10,
METOANYCCKHUC OCHOBHOH U Brimonnenue
MarepHuabl oronauTeNbHON | Tecta k pasmeny 1 TIK-20, TTK-
| — 5|05 1,515 2 | * PASASIY &1 21, TIK-22,
periaMeHTUpPYIOIIne JUTEPATypPhI 1O K.p., ATOTOBBII
adoT C  KaJgpOBBIMH HCITUTUTHHE TECT TIK-24, TIK-
pOKOM};HTaMI/I e KO}I:cneHKTa JIeK ’1/11‘/’1 26, TIK-27,
HOKY H JITTK-3, JITTK-
5
OK-10, ITK-1,
IK-5, I1K-6,
13 OpraHu3aloHHO- I/I3y‘{CHIfC TIK-8, TIK-10,
pacropsuTenbHast OCHOBHO¥ U BeimonHeHne IK-20 TIK-
JIOKyMEHTAIIHS, 0.5 i | 2,65 nononHuTeNnbHOM | Tecta k pasneny 1, 21, [IK-22,
UCIIOJIb3yeMast B JUTEPATypPhI IO K.p., HTOTOBBII [IK-24. TIK-
}sflﬂ’:KCgBHOCTI/I KaapOBbIX Kosédrf:l?rl;ﬂ;:;,ﬂﬁ TECT 26, HK'Z?,
y T JIIK-3, JIIK-
5




OK-10, TIK-1,

ITK-5, TIK-6,
1.4 OcHoBHBIE JOKYMEHTHI N3ydenue TK-8. TIK-10
Mo JINYHOMY  COCTaBy, OCHOBHOM 1 Brmonnenne HK-éO HK-’
peryIupyIomme 0.9 181411 | 23 nononHuTensHoi | Tecta k pasneny 1, 21 HI’<-22
B3aUMOOTHOIICHUS ! e ' JUTEPATYPHI 110 K.p., HTOTOBBIH HK,-Z 4 HK,-
TpeNPUITHI c JIACIUILINHE, TECT 26 HI’<-27
paboTHUKaMH KOHCIIEKTA JIEKIIHH ﬂHk-3, I[HI,<-
5
OK-10, TTK-1,
I1K-5, TIK-6,
Msyerite TIK-8, TTK-10
OCHOBHOU U 3 Brmonaenne HK-éO, HK-,
1.5 JTokymeHTsI IO pabore 0.9 18 o | nomommuTenHoi Tecra pasneny 1, 21, [IK-22,
C MEPCOHATIOM JUTEPATypPhI O K.p., ATOTOBBIH MIK-24. TIK-
JIHUCHHILINHE, § TECT 26, HI,(-27,
KOHCIIEKTA JIEKIUI
JIIK-3, OIIK-
5
HWroro no pazneny 3,7 7,9/5,71 | 10,95
2. Pasgen 2. CocraB wu
0oOpMIICHHE JOKYMEHTOB IpH
npueMe Ha paboty. Ilopsaok
MOJTOTOBKM  MpPUKA30B IO
JUIHOMY COCTaBy u
0(OpMIICHHE JTHYHBIX KAPTOUCK
Brmonnenne %If{-lso,rl;[é( _61’
N3ydenue MIPAKTHUYECKOTO HK-S,’HK-ZI.O,,
2.1  JlokyMeHTHpOBaHHE OCHOBHOW M sapammni Nel u TIK-20, TIK-
npotecca noaGopa 0,9 1,8/1,81 | 2,3 I‘J‘I’P‘:T";H“Te“"ﬂo“ B"‘“"“”e””e;ez“a 21, TIK-22,
MepCoHaNIa B OpraHu3aluu PATYPEI 1O K pasieiy e o TIK-24, T1K-
JUCIUILINHE, § K.p., ATOTOBBII 26, [IK-27,
KOHCIIEKTA JIEKIHI TECT, K.p.,
HMTOTOBBINA TECT ILHK_SS’ ATIK-
OK-10, ITK-1,
syschie Brimonnenue I1K-5, T1IK-6,
o npaktuueckoro | [IK-8, TTK-10,
2.2 YcaoBus OCHOBHOM | " 3amanug Nel u TIK-20, IIK-
TPYAOYCTPOUCTBA Bl 51 09 1,8/1,81 2 AOTIOMHUTCIIBHOM | o o HeHmMe TecTa 21, TIK-22,
JUTEPATypPhI 1O
OpraHU3alHIo R — K paszeny N92u, [1K-24, TIK-
B —— K.p., HTOTOBBI 26, TIK-27,
TECT JIIK-3, OITK-
5
OK-10, ITK-1,
Visyuennie Brinmonnenue [1K-5, T1IK-6,
. npaktuueckoro | I[TK-8, TIK-10,
2.3 TpeboBanus K OCHOBHOH 1 N 3aganus Nel u TIK-20, IIK-
KBaHpUKaum 0,5 1/11 2,65 H;;::ZTGTI)};%H BeITIONIHEHKE TecTa | 21, T1K-22,
comcKaTelei nncinn};ane K pazzaeny N92v, TIK-24, TIK-
KOHCIIEKTA J'IeKI;I/Iﬁ K.p., UTOTOBBIN 26, TIK-27,
TECT JIIK-3, OIIK-
5




OK-10, TIK-1,

Visyucnnie Brinonnenue ITK-5, TIK-6,
OCHOBHO 1 npaktudeckoro | I[TK-8, TTK-10,
2.4 OOBbsIBIECHHE 00 JIOTIOJIHU-TEILHOKU sazianus Nel u TIK-20, TIK-
OTKpHITOH BaKAHCHN 0,9 1,8/1,81 2 SMTEpATYpHI T BeInoJiHeHUe Tecra | 21, [TK-22,
K pazzeny Ne2, TIK-24, TIK-
AHCIHUILTMES, .| x.p., uroromsrit 26, I1K-27,
KOHCIIEKTA JIEKIHI Tect JIIK-3, JIIK-
5
OK-10, TTK-1,
Visyuennie Brimonnenue I1K-5, I1K-6,
OCHOBHOM 1 HpaKTI/I‘IeJ(\}K;)FO H&(I;Ségﬂlfl-lléo,
. 3aganusg Nel u -20, -
(2:(l)51/ICKaTeEIZ3I71a AAHHEIX 0,5 1/11 2,65 Hﬁgfgp}ﬁ;;ﬁ};%ﬂ BeINoNHeHKe Tecta | 21, ITK-22,
HCIIHITHEE K pazzueny Ne2, TIK-24, TIK-
> .| x.p., uTOrOBHIA 26, I1K-27,
KOHCITEKTa JICKI[Hi Tect JUIK-3, JITK-
5
OK-10, ITK-1,
Vsyucnue Brmonnenue I1K-5, I1IK-6,
OCHOBHOM 1 npaktuueckoro | [IK-8, TTK-10,
2.6  Ipurnamenue Ha 09 JIOTIOJIHU-TEILHOMU sananmi Nel n IIK-20, IIK-
cobecenoBatie , 1,8/0,91 | 2,65 SMTEpATYpEI T BeInoJiHEHUE Tecta | 21, [TK-22,
K pazzgeny Ne2, TIK-24, TIK-
AHCIHILTHES, .| x.p., uroromsrit 26, T1IK-27,
KOHCIIEKTA JIEKIHI Tect JIIK-3, JTITK-
5
OK-10, TTK-1,
Visyuennie Brimonnenue T1IK-5, T1IK-6,
N npakruueckoro | ITK-8, ITK-10,
2.7 VYBemomuienue 00 OCHOBHOH . saganus Nel u TIK-20, IIK-
OTKa3e B NpPEAOCTaBICHUU 0,5 1 2 Hﬁ:f;HHTeHLHOH BeINOJIHEHHE Tecta | 21, [TK-22,
BaKaHCHU PATYPEI IO K pazaery No2, TIK-24, TIK-
AHCTHUILTMHE, .| X.p., UTOrOBBII 26, I1K-27,
KOHCITEKTa JICKI[Hi Tect JUIK-3, JTK-
5
OK-10, ITK-1,
Visysennie ITK-5, TIK-6,
o Brinmonnenue TIK-8, I1K-10,
2.8 JIucr cobecenoBanus ¢ OCHOBHOM 1 . | mnpakruyeckoro TIK-20, IIK-
COUCKATEIIEM Ha 0,6 1,7 2,35 AOTIOTHH-TEIEHO’ 3aganus Nel u 21, TIK-22,
OTKPBITYIO ITO3ULUIO HZ;iEiTn};p;:I:O BeinosHeHue tecta | T1K-24, TIK-
KOHCIIEKTA J'IeKI;I/Iﬁ k paszeny Ne 26, IIK-27,
JIIK-3, OITK-
5
OK-10, TTK-1,
Visyuennie Brinmonnenue [1K-5, T1IK-6,
OCHOBHOI 1 npaktuueckoro | I[TK-8, TTK-10,
2.9 Onenka kaHmugara B JIOTIOJIHU-TEILHON sanamma Nel u IIK-20, ITK-
mporiecce codece0BaHus 0.9 18 2 JIUTEPATypPHI [0 semonHenne tecra | 21, [1K-22,
CIUHILTHHe K pazzaeny N92v, TIK-24, TIK-
> .| x.p., HTOTOBBIi 26, I1K-27,
KOHCIIEKTA JIEKIHI Tect JIIK-3, JITIK-
5
Wroro no pazneny 6,6 13,7/8,31| 20,6

10



3. Pasngen 3. Benenne
TPYIOBBIX KHWXKEK M JIMYHBIX
Jien pabOTHUKOB.
JIOKyMEHTHpOBaHUE JBIKEHHS
MepcoHaa.
JloKyMeHTHpOBaHUE OIICHKH
OK-10, ITK-1,
Visyucnue Brinonnenue ITK-5, TIK-6,
o npaktuueckoro | ITK-8, TTK-10,
3.1 TIlIpaBoBas cTOpOHA OCHOBHOM M | o nanms Ne2 1 IK-20, TIK-
o0palleHus: ¢ TPYIOBBIMU 0,9 1,8 2,65 AOTIOTHA-TETEHOR BeInoJiHeHue tecra | 21, [TK-22,
KHIDKKaAMHK ﬂ;;iiiz]p;;:o K pazzeny Ne3, TIK-24, TIK-
COHCIICKTa nem’mﬁ K.p., HTOTOBBIH 26, I1K-27,
TECT JITIK-3, JOIIK-
5
OK-10, ITK-1,
Nzyuenue Beimonnenue [R5, TIK-6,
OCHOBHOM 1 TIPaKTUIECKOTO TIK-8, TTK-10,
3.2 BeneHue TpyIOBBIX JIOTIOJIHU-TEILHOKU 3aganus Ne2 u IIK-20, ITK-
0,9 1 2,65 21, TIK-22,
KHIDKEK JIMTEPATYPBI 110 | BITOIHEHHE TECTA [ oo’ o4 rpt
JIHCLHILINHE, K pazzgeny Ne3 k.p., 2 HI,(-27
KOHCIIEKTA JIEKIINI | HTOTOBEIN TECT JUIK-3, JITK-
5
OK-10, ITK-1,
Nzydenne Brmonnenue 1IK-5, IIK-6,
o TIK-8, TIK-10,
3.3 Brigaua OMKaTa Oggggliigsbioﬁ zgaﬁ;‘:{eﬁgf IIK-20, IIK-
pr;loso; KHI/I)KIi[I/}II 0.5 1 2 HﬂnTepaTypm o Bbll'lg.]'IHeHl/IC TecTa 1_2{}1(_;K1_2HZ<
IUCIUIUTHHE, |K pa3gemy Ne3 k.p., y
KOHCIICKTA JICKIIUI | HWTOrOBBIM TECT 26, IIK-27,
JIIK-3, OITK-
5
OK-10, ITK-1,
N3ydenue Brimonnenue [IK-5, IIK-6,
. TIK-8, TIK-10,
34 Odpopmiense OCHOBHOM 1 § MPAKTUIECKOTO TTK-20, TTK-
BKIaZbllla B TPYJIOBYIO 0,9 18 | 2,65 |AOnomH-TCNRHOM | sanamia Ne2 M| gy o
KHIPKKY JIMTEPATYPHI 110 | BHITOTHEHHE TeCTa | oo o 4, TIK-
JUCLMILIINHE, 3 K pazzeny 15'93 K.p., 26, [IK-27,
KOHCIIEKTA JIEKIINI | HTOTOBEINA TECT JIK-3, JTK-
5
OK-10, ITK-1,
I1K-5, TIK-6,
N3ydenne Brinonuenue
. " TIK-8, TIK-10,
3.5 Beimaua T1pymoBou OCHOBHOM U MIPAKTHYECKOTO I1K-20, TIK-
KHIDKKH Ha OCHOBAaHHMH 0.9 18 5 JIOIOJIHATEILHOMN 3aganusg Ne2 u 21, [IK-22,
YBOJIBHEHHSI ~ PabOTHHKA JIMTEPATYPBI 110 | BHIONHEHNE TECTA | 1r o4 1.
OpraHu3aluu UCHUILINHE, K pazgery Ne3 k.p., 26 HI’(-27
KOHCITEKTA JIEKI[Mii| HMTOTOBBINA TECT JIIK-3, JITK-
5
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OK-10, TIK-1,

n HHU Brinonnenu IIK-5, TIK-6,
00}312),:;0171614 T aKT(I)/I‘-IezKO:O TIK-8, IIK-10,
3.6 Vuer m xpaeue OITOJIHU-TEIIEHOM 31; anus Ne2 u TIK-20, TIK-
TPYAOBBIX KHHKEK U HUX 0,9 1,8 2,65 n ena o g . e_ ecta 21, TIK-22,
IAHKOB JUTEPATYPHI IT BBINONTHEHHE TECTA | 1rr' o 4, TIK-
JIACIUILINHE, K pazneny Ne3 k.p.,
KOHCIIEKTA JIEKIIMI | HTOTOBEIN TECT 26, IIK-27,
. JITIK-3, K-
5
OK-10, IIK-1,
Usyuenne Brmonnenne TIK-5, TIK-6,
OCH}O,:HEII;II u I ;(llnjtll}écigro TIK-8, LIK-10,
3.7 dopmupoBanue OIIOJIHU-TEIHHOM 3la) anns No2 u IIK-20, TIK-
' PMHD 0,9 16 | 23 [ M ° 21, [IK-22,
JIMYHBIX JIe]T paObOTHUKOB JIMTEPATYpPhI MO | BBEIMOTHEHHE TeCTa
HCIMIUTHHE K pazzaeny Ne3 k.p TIK-24, TIK-
KO:cneKTa JIeK ’1/1171 PITOFOBLIIZ_TGC”.[ 7| 26, TK-27,
: JIITK-3, K-
5
OK-10, ITK-1,
[1K-5, TIK-6,
Nzyuenue Beimonnenue
. TIK-8, TIK-10,
3.8 YcinoBus u mopsAmoOK OCHOBHOM 1 MIPaKTUIECKOTO TK-20 TIK-
MPEJOCTaBICHHUS 0.9 18 19 JIOIOJIHUTEIHHOM 3agaHus Ne2 u 21, [IK-22,
OTITYCKOB, 51 1704 JIMTEPATYPHI 110 | BBITIOJIHEHHUE TECTa
TIK-24, TIK-
odopmiieHue JIHCLHILINHE, K pazzmeny Ne3 k.p., 26. TTK-27
KOHCIIEKTA JIEKIINI | HTOTOBEIN TECT JIIK-3, JTITK-
5
OK-10, ITK-1,
I1K-5, TIK-6,
W3yuenue Brimonnenue
N TIK-8, TIK-10,
3.9 Pacropxenue OCHOBHOM H MPaKTHYECKOTO MK-20. TIK-
TPYAOBOTO JIOTOBOpa | 0.9 18 265 JIOIIOJIHATEILHOMN 3aganusg Ne2 u 21 HI’<-22
odopmiieHHEe YBOJIBHEHUS ' ' ' JUTEPATypbl 10 | BBINOJIHEHHUE TECTa ! !
TIK-24, TIK-
paboTHHUKA JIACHUATIINHE, K pazzmeny Ne3 k.p., 26 TIK-27
KOHCITEKTa JIEKI[Hii| HMTOTrOBBINA TECT JUIK-3, JTK-
5
Wroro no pazneny 7,7 14,4 21,45
4. BHKP 5 cemectp
OK-10, IIK-1,
Msvuere Brimonnennssie see | TTK-5, ITK-6,
OCHZBHOﬁ . MpaKTHIECKHE TIK-8, TIK-10,
. | 3amanms, recter k | TIK-20, ITK-
4.1 BueayauropHas JIOTIOJTHU-TEIbHOM
KOHTaKTHas pabora JUTEPaTypsI IO Pas-Aciam, 21, 11K-22,
CLIITHHE KOHTPOJIbHAS TIK-24, TIK-
Koscn:ma e ’1/1171 pabota u urorosslii| 26, [TK-27,
a TECT JIIK-3, OIIK-
5
Wroro no pazneny
Hroro 3a cemectp 18 36/141 | 53 3auér
5. Paznen 1 ApXUBBI
JIOKYMEHTOB IO  JIHYHOMY
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OK-10, TIK-1,

i B ITK-5, TIK-6,
3yuenue BIIOJHEHUE TK-8, TTK-10,
ceiomolin | spassiseters | o, i
5.1 OB1ue MONOKEHH 05 0,5/0,51 | 2,4 |/ONOMHHMTCILION | 33 ° 21, TIK-22,
JIMTEPATYPHI IO | BBIMOJIHEHHE TECTa
TIK-24, TIK-
JIMCHUIUTHHE, |k pasgeny Nel k.p., 26. TIK-27
KOHCIIEKTA JIEKLMH | HMTOTOBBIN TECT JIK-3, JTITK-
5
OK-10, IIK-1,
" B I1K-5, TIK-6,
oczzgliigen I ;(11(1);}:022:0 TIK-8, TTK-10,
5.2 Opranuzanus padoOThI OTONHHTEILHOM 3la) asns Nol 1 TIK-20, IIK-
C KaJIpOBBIMH 0,5 0,5/0,51 | 2,35 HHHT ATVOLL 11 BHHHHH - 'T a 21, TIK-22,
JIOKYMEHTaMH Cpatypel 1o OJIHCHHC TCC TIK-24, T1IK-
JMCIUIIINHE, K pazgeny Nel k.p., 26. TIK-27
KOHCIIEKTA JIEKIUii| HTOrOBBIA TECT JITK-3, JITTK-
5
OK-10, IIK-1,
" B I1K-5, I1IK-6,
syHenne BIIIOJIHEHHE TK-8, TIK-10,
. OCHOB-HOI/I no npamnqe;;:;)ro T1K-20, TIK-
. OMEHKJIaTypa Jen 1 Ul 19 JIOTIOJIHU-TENILHOM | 3amanus Nel u 21, TIK-22,
CITyOBI KaZpoB JIATEPATYPHI 11O | BBITOTHEHHE TECTA oo’ o0 e’
JMCIUIUIHHE, |k pasgeny Nel k.p., 26 HI,{-27
KOHCIIEKTA JIEKIIMIA | HMTOrOBBIN TECT JITIK-3, JITTK-
5
OK-10, TTK-1,
" B I1K-5, TIK-6,
sydenne BIIIOJIHEHUE IIK-8, [TK-10,
OCHOBHOM 1 MPAKTUIECKOTO MK-20. TIK-
5.4 ®opmupoBanue Jei 1 1/11 1,9 AOMONHK-TENLHOM | 3a1aHus Nel u 21, TIK-22,
HI/ITepaTypbl 110 BBITIOJITHCHUE TECTA
TIK-24, TIK-
JMCIUTIINHE, K pazgeny Nel k.p., 26. TIK-27
KOHCIICKTA JICKIITUN HUTOI'OBBIU TECT HHK'S, HHK'
5
OK-10, IIK-1,
i B I1K-5, T1IK-6,
soeme | pumememe | mcs, s
5 TK-20, TTK-
5.5 O6pabotka pmen mo 1 1 19 JTOTIOJTHUTENILHOU 3aganus Nel u 21, TIK-22,
JIMYHOMY COCTaBY JIATEPATYPbI 110 | BBITOIHEHHE TECTA oo’ o0 e’
JMCLUIUIHEE, |k pasgeny Nel k.p., 2 HI’<-27
KOHCIIEKTA JIEKLMI | HMTOrOBBIN TECT JITIK-3, JITTK-
5
OK-10, TTK-1,
" B I1K-5, TIK-6,
ocsz;e{zgeu szcllcl);:l}éecigfo TIK-8, ITK-10,
N TIK-20, TIK-
5.6 Cocrasienue onuceii 1 /| 19 H;;:gp};i;;ﬁ};? BB?EEi:::ﬂE‘;@ZTa 21, TIK-22,
TIK-24, TIK-
TUCIUIUINHE, | K pasmeny Nel x.p., 26 HI’<-27
KOHCIIEKTA JIEKLMHA | HMTOrOBBIN TECT JIK-3, JTITK-
5
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OK-10, TIK-1,

u HU Brimonaenu [IK-5, IIK-6,
0032)11160“e al N ef: oeo TK-8, [IK-10,
5.7 Cpnaua JI B apXHB II J};HI]ZI: Jl'fbi )74 HI; IQIT{I;I/:{ NI:IFI/I TIK-20, TIK-
LA e p /1 | 1,9 | FONOMIMTCIBHOR | 33k ° 21, TIK-22,
OpraHu3alHN JIMTEPATYPBI 110 | BHITIONHEHNE TECTA | 1o o1 1.
1 JIIIK-3, JITTK-
5
OK-10, IIK-1,
IIK-5, TIK-6,
Nzydenne Brimonnenue
. TIK-8, T1K-10,
5.8 IMoaroroska OCHOBHOM 1 MPaKTHYECKOTO MK-20. TIK-
JIOKYMEHTOB TIO JTHYHOMY i 19 JIOTIOJHUTEIbHOI 3amanust Nel u 21, [IK-22,
cocraBy M ClIaud B JIMUTEPATYypHI 110 | BBIIIOJIHEHHUE TeCTa
apxuB TUCITUTTNHE K pazgeny Nel k.p TIK-24, TIK-
b KOHCIICKTa JIEK ’1/1171 I/ITOFOBLII7I_TeC”.[ 7| 26, TIK-27,
: JIITK-3, K-
5
Hroro no pazaeny 7/71  |16,15
6. Pazmen 2 Opranuszanus
XpaHEeHHUs IeJ1 CIYKObI KaJIpoB
OK-10, ITK-1,
I1K-5, TIK-6,
Nzyuenue Beimonnenue
N TIK-8, TIK-10,
6.1 IMoaroroBka KaapoBBIX OCHOBHO# U MIPaKTUIECKOTO TK-20 TIK-
JIOKYMEHTOB K apXUBHOMY i 19 JIOTIOJTHU-TEJIbHOM | 3amanHus Ne2 u 21 HI,(-22
XpaHEHUI0.  DKCIIepTHAS ' JTUTEPATypHl IO | BEIIOJTHEHHE TECTa ! !
TIK-24, TIK-
KOMUCCHS JUcUUN-THHE, |K pasgeny Ne2 k.p., 26 TIK-27
KOHCIIEKTA JIEKIUK | HMTOTOBBINA TECT JUIK-3, JTK-
5
OK-10, I1K-1,
W3yuenne Brmonaenne TIK-5, TIK-6,
OCHZ),;IHOﬁ u NPaKTHYECKOTO TK-8, [IK-10,
OIIOJIHUTEILHOMN 31; afusg N2 u IIK-20, ITK-
6.2 Odopmitenue e 1/11 1,9 A A - 21, TIK-22,
JITEPATYPBI 110 | BHIONHEHNE TECTA | 1o o1 1.
IUCIUIUTHHE, |K pa3memy Ne2 k.p., -
KOHCIIEKTA JICKIUH [ WTOrOBBIN TECT 26, IIK-27,
JITIK-3, JOITK-
5
OK-10, IIK-1,
N3yuenne Brimonnenue TIK-5, TIK-6,
OCHzBHOﬁ u 1 aKTI/IJ;[IeCKOFO TIK-8, IIK-10,
6.3 TIlepemaua jen Ha JIOTIONHUTENEHOM 3gg1amm No2u | LIK-20, TIK-
a. XHUBHOE XpaHECHHE 1/ 19 JIUTEPATYPHI 110 BI:IHOJ'IHeHI/Ie_TeCTa 21, TIK-22,
b b ncpnnypHHe K pasnaeny Ne2 k TIK-24, TTK-
KO§CH:KT3HH6K ’1/1171 II?ITO?"OJ;}I])H?I_Tec'Tp.’ 26, IIK-27,
a JIITK-3, K-
5
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OK-10, TIK-1,

I1K-5, TIK-6,
Usyuenue Bomonnenne | e g e 10
OCHOBHOH U TIPAKTHIECKOTO HK-éO HK-’
6.4 CoxpanHOCTh 1en 111 1,9 | FOUMOMHHMTCIBHON | 3/ Ne2 21, TK-22,
JIATEPATYPHI 110 | BITOTHEHHE TECTA oo’ o e’
aueuurumne, |k pasneny Ne2 k.p., | oo o7
KOHCIIEKTA JIEKIIUK | MTOTOBBIHA TECT IH—H’(_g I[HI,<-
5
OK-10, ITK-1,
HK'S, HK-GI
Nzydenne Brmonnenne K-8, TTK-10
OCHOBHOM 1 MPAKTUIECKOTO HK-éO HK-,
6.5 Knaccudukanus nen /11 1,9 | AOMOTMHNTCIBHO’ | SalaHuA Ne2 u 21, IIK-22,
JUTEPATYPHI 110 | BITOTHEHHE TECTa [ oo’ o4 rpl
JIHUCHHILINHE, K paznery Ne2 x.p., 26 HI,(-27
KOHCIIEKTA JIGKIIUII| MTOTOBBIA TECT an_g }:[HI’G
5
OK-10, IIK-1,
[TK-5, TIK-6,
Uzyyenue Brinonnenue K-8, TIK-10
OCHOBHOH U MPaKTHYECKOTO HK-éO HK-’
6.6 Vuer gen /11 1,9 JIOTIOMHATELHOU sanarms Ne2 u 21, TIK-22,
JIHTEPATYPHI 110 | BBITOTHEHHE TECTA oo’ oy i’
mucuuiuine, |k paspeny Ne2 k.p., 26 HI,<-27
KOHCIIEKTA JIEKIIUK | HMTOTOBBINA TECT IIHI,('3 )IHI,<-
5
OK-10, IK-1,
IIK-5, TIK-6,
Uzyyenue Brinonnenue K-8, TIK-10
OCHOBHOM U [IPAaKTUYECKOIO HK-éO HK-,
6.7 CripaBo4HBIii anmapar 1/11 1,9 JIOTIOTTHA-TCILHON sananmu Ne2 v 21, TIK-22,
JUTEPATYPBI 1O  BBITOTHEHHUE TECTA | 1rye o/ g
JUCLHUIUIUHE, K paszeny Ne2 k.p., 26 HI’<-27
KOHCIICKTA JIGKIUiI| HMTOTOBBIA TECT ﬂm’(_g )ZlHI,<-
5
OK-10, IIK-1,
Wzyyenue Brinosinenue [K-5, 1IK-6,
6.8 VuyerHas u OCHOBHOJ M TPAKTHACCKOTO Hl'I[<IfZ(1)_[ IlEII%O
pasouian L | aryen o | oot reera | 2L 122
JOKyMEHTALHsL s 26, .27,
aucuuIuiige, | K pasgeiy Ne2 k.p., 26, IIK-27
KOHCIIEKTA JIEKIMK | HMTOTOBBINA TECT 111_“%'3 211-[]’(-
5
OK-10, I1K-1,
I1K-5, TIK-6,
Nzyuenue Boimonnenue K-8, TIK-10
OCHOBHOI U MIPaKTHYECKOTO P B
6.9 XypHayibl ¥ KHUTH TIO 1 19 ZIOTIOMHHTENBHOM sananmsi Ne2 n 1_2Hl< 12'IOI’<-1_2HZ<
o9 Hapnan, . TMTEPATYPEI TIO | BEIMOMHERHE TeeTa | il o
JUCHUILIAHE, K paszgeny Ne2 k.p., , -
KOHCIIEKTA JIEKIIUK |  MTOTOBBIA TECT mz—g’(_l;,[KﬂerI’(_
5

15




OK-10, TIK-1,

" B ITK-5, TIK-6,
3yUerHe BIIIOJIHEHHE K-8, TIK-10,
OCHOBHOM 1 MPaKTHYECKOTO K-20 TIK-
6.10 OdopmieHue akTOB U 1 1 19 JIOTIOTHUATEILHOMN 3aganus Ne2 u 21 HI’<-22
MO3JIPaBUTEILHBIX TUCEM ' JMTEPATYpPHI 110 | BBITIOJIHEHHE TeCTa HK,-Z 4 HK,-
JMCIUIIINHE, K pazneny Ne2 k.p., 26 HI’<-27
KOHCIIEKTA JIEKIIMI | HTOTOBEIN TECT JIIK-3, JIIK-
5
Hroro no paszuerny 10 10/7T1 19
7. BHKP 6 cemectp
OK-10, ITK-1,
Msvaerne I1K-5, TIK-6,
ety TIK-8, MK-10,
OCHOBHOM 1 BrlmoniHeHHe Bcex TTK-20. TIK-
7.1 BueayauropHas JOTIOJTHU-TETIBHOM | MPaKTHYECKUX, 21 HI,<-22
KOHTaKTHas pabora JUTEPATYPHI 110 K.p., HTOTOBBIH HK,-Z 4 HK,-
JUCIU-TIINHE, TecT 26 HI,{-27
KOHCIIEKTA JIEKIHI JIIK-3, JITK-
5
Hroro no pazneny
8. Konrpons
OK-10, IIK-1,
IToaroroBka x TIK-5, I1K-6,
JK3aMEHY, TIK-8, I1K-10,
8.1 [onroroska U3yUYeHHE SK3aMeH TK-20, IIK-
JK3aMEHY JIUTEPATPHI, 21, TIK-22,
TEOPETUYECKOTO [1K-24, TIK-
MaTepuaia 27, qIIK-3,
JIK-5
Wroro no pazneny
Hroro 3a cemectp 17 17/141 |35,15 9K3aMeH
OK-10,IIK-
1,IIK-5,TTK-
6,ITK-8,I1K-
10,ITK-20,I1K-
Hrtoro mo aucrumiinge 35 53/281 |88,15 3a4er, DK3aMeH 21 IK-22.1TK-
24 TTK-26,ITK-
27, 011K~
3, ATIK-5
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5 O0pa3oBartejibHbIE TEXHOJIOTHH

1. TpamummoHHbIE 00pa30BaTENbHBIE TEXHOJOTHH OPHEHTUPYIOTCS HAa OpPraHU3aIUIo
00pa3oBaTeNbHOTO  MpOLlecca, MPEANOJAralIlyl0 MPsIMYI0  TPaHCISAIUI 3HAHUA  OT
[penoaaBaTess K CTyIeHTY

@opMbl y4eOHBIX 3aHATHI C UCIIOJIb30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHI:

NudopmanmronHas nexus

CemuHap

[IpakTHueckoe 3aHSATHE, MMOCBSIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHUM M HABBIKOB I10
MPEIOKEHHOMY aIrOPUTMY.

2. TexHOIIOTUH TPOOIEMHOTO O0yUYCHHUS.

®opmbl y4eOHBIX 3aHATHUI C UCIIOIB30BAHUEM TEXHOJIOTUN MPOOIEMHOI0 O0yUEHHUS:

[TpoGnemHuas JeKius

Jlexumst «BaBoemM» (OMHApHAS JICKITNS)

[IpakTrueckoe 3aHaTre B popMe MPAKTUKYMA .

[IpakTuueckoe 3aHsATHE HAa OCHOBe Keiic-merona. Keiichl 0a3upyroTcs Ha pealbHOM
(haKTHYECKOM MaTepHuaie Uil e MPUOIKEHBI K peaTbHOM CUTYAIIHH.

3. UrpoBble TEXHOIOTUU — OpraHHU3aIys 00pa3oBaTeNLHOrO MpoIecca, OCHOBaHHAs Ha
PEKOHCTPYKIIMU MOJIETICH MOBEICHUSI B PAMKaX MPEAJIOKEHHBIX CIICHAPHBIX YCIIOBUM.

@opmbl y4eOHBIX 3aHSATHI C UCIIOJIb30BAHUEM UTPOBBIX TEXHOJIOTHH:

VYyebnas urpa.

[enosas urpa.

Ponesas urpa .

4. TexHOJIOTUH TPOEKTHOI'O O0YUYEHHUSI.

OcHOBHBIE TUTIBI TPOEKTOB:

HccnenoBaTenbCkuid IpOEKT

TBOpUYECKUI1 TPOECKT.

NHupopmalinoHHBIN TPOEKT.

5. HTepakTUBHBIE TEXHOJOTUU — OpPraHu3alnsg 00pa3oBaTENbHOIO IMpoliecca, KOTopas
npeJinoiaracT akTUBHOE U HEJTMHEHHOE B3aUMO/IeHCTBUE BCEX YUACTHHUKOB, JTOCTH)KEHNE HA ATON
OCHOBE JIMYHOCTHO- 3HAYMMOTO s HHUX oOpa3oBaTenbHOro pe3ynpTata. Hapsgy co
CICIUAIM3UPOBAHHBIMA ~ TEXHOJIOTHSMH  TaKOro  poJa  MPUHIUN  WHTEPAKTHBHOCTH
MPOCJIEKMUBAETCS B OONBIIMHCTBE  COBPEMEHHBIX  0Opa30OBaTENbHBIX  TEXHOJOTHUH.
HHTEepaKTUBHOCTD MOAPA3YyMEBAET CYOBEKT-CyOBEKTHBIE OTHOILIEHHUS B X0JIe 00pa30BaTEIbHOTO
mpolecca , Kak ciencTue, (GopMUpOBaHUE caMOpa3BUBAIOIIEICS HHPOPMAITMOHHO-PECYPCHOM
CpEeJbL.

@opmbl yueOHBIX 3aHATHI C UCIOIB30BAaHUEM CHEIHATU3UPOBAHHBIX WHTEPAKTHBHBIX
TEXHOJIOTHIA:

Jlexiust «0OpaTHOM CBSI3M» — NEKIUSA—TIPOBOKAIIUS

Cemunap-auckyccus

6. adopmaIimoHHO-KOMMYHHUKAITMOHHBIE 00pa30BaTEIbHBIE TEXHOIOTHH !

Jlexuus-Bu3yanusanuss — HW3JI0KEHUE COJIEpP)KaHUs CONPOBOXKIACTCS TMpe3eHTaluei
(TeMoHCTpaIe yueOHBIX MaTepHalioB, MPEICTABICHHBIX B Pa3IMYHBIX 3HAKOBBIX CUCTEMaX, B
T.4. WUTIOCTPAaTUBHBIX, IpaUuecKux, ayJuo- U BUIEOMaTEPHUaIoB).

[IpakTudeckoe 3aHsATHE B POpMeE TPE3CHTAIINH.

Yar-3ansTHs.

Be06-3ansTusi.

TenexondepeHUy.

OnnaitH-cemMuHap.

6 YueOHO-MeTOAuYeCKOe 00ecnieueHHe CaMOCTOSITeIbHOM padoThI 00y4yaoummxcst
IIpencrasneno B npuioxenuu 1.
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7 OueHOYHBIE CPeACTBA /sl IPOBeeHHs POMEKYTOUHOI aTTecTAlMH
[IpencraBieHbl B IPUIOKEHUH 2.

8 YueOHo-MeTOAMYecKOEe H HH(POPMALIMOHHOE O0ecneyeHue TUCIUIIHHBI (MOTYJIs1)

a) OcHoBHas TUTEpaTYypa:

1. Benmukanosa C. C. ApXHBBI IO JIMYHOMY COCTaBY [DIEKTPOHHBIN pecypc] . yueOHo-
metoaunyeckoe nocodue / C. C. Benukanosa ; MI'TVY. - Marautoropck : MI'TY, 2018. - 1 35ek-
TPOH. OIIT. JICK (CD-ROM). - Pexum J0CTyIa:
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514
334/3518.pdf&view=true . - MakpooObekT. - ISBN 978-5-9967-1154-3.

2. ®ununa, @.H. Kagpooe nenonpounspoactBo. Kak nzbexars ommoOoK [DIeKTpOHHBIN
pe-cypc] : yuebnoe nocodue / ®.H. Oununa. — DaekTpoH. naH. — Mocksa : ['poccMenna, 2010.
— 329 c. — Pexxum nocryna: https://e.lanbook.com/book/8905 . — 3aru. ¢ skpaHa.

3. CemenuxuH, B.B. Kaaposoe aemomnpoussoactso / B.B. Cemenuxun. — 3-e¢ u3f.,
nepepad. u mon. — Mocksa : I'poccMenua, 2017. — 594 c. — ISBN 978-5-4230-0540-5. —
Tekcr : anmek-TpoHHBbIA // DnekTpoHHO-OMOMMOTEUHas cuctema «Jlamby» @ [caiit]. — URL:

https://e.lanbook.com/book/97748 (nara obpamenus: 28.08.2020). — Pexwum noctyna: ajist aB-
TOPH3. TIOJIL30BATENEH. — 3aril. ¢ IKpaHa.

— 3ari. ¢ ’KpaHa.

4. NloponmHa, JI. A. OpraHuzanuss U TEXHOJOTHS JAOKYMEHTAI[HOHHOTO OOECHeYeHHUs
yIpaBJie-Husl | Y4eOHUK U MPAKTHKYM Ul akajgeMudeckoro OakanaBpuara / JI. A. Jloponuna, B.
C. UputukoBa. — MockBa : MzmarensctBo IOpaiit, 2019. — 233 c. — (bakanasp.
Axanemuueckuii Kypc). — ISBN 978-5-534-04568-0. — Tekcr : anekrponnsiii // DBC IOpaiit
[caiir]. — URL.: https://www.biblio-online.ru/bcode/433078 (marta obpamenus: 28.08.2020). —
3ari. ¢ 3KpaHa.

5.BenukanoBa, C. C. KagpoBoe 1en0npon3BOACTBO U apXUBBI JOKYMEHTOB I10 JINYHOMY
cocTaBy: mpakTHKyMm : npaktukyMm [mis By3oB] / C. C. BenukanoBa, M. B. Kamyb6a ;
MarnuTtoropckuit roc. Texunyeckuii yH-T uM. I'. 1. Hocosa. - Maraurtoropck : MI'TY um. I'. 1.
HocoBa, 2020. - 1 CD-ROM. - 3arm. c¢ Turym. o9kpaHa. - URL
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535
271/4126.pdf&view=true ~ (mara oOpamenus: 25.08.2020). - MakpooOwekT. - Tekcr
ANIEKTPOHHBIN. - CBefieHus 1ocTynHbl Takke Ha CD-ROM.

6.[TaBnoBckas, O. 0. [IpaBoBoe o0ecnieueHrne KaJpoBOro JeI0NPOU3BOJICTBA | yueOHOe
nocooue mist By30B / O. 1O. [TaBnoBckas. — Mocksa : M3natensctBo FOpaiit, 2020. — 213 ¢. —
(Boiciree oopazoBanue). — ISBN 978-5-534-11565-9. — Texkcr : anexrponnsiit // DBC HOpaiit
[caiiT]. — URL.: http://www.biblio-online.ru/bcode/457107 (mata obpamienus: 28.08.2020).

0) lonotHuTeIBLHASI TUTEPaTypa:

1.XKypasnesa, . B. KagpoBoe nemonpousBoactBo: HaumHaem ¢ Hynd. AyauT CBOMMH
cunamu / .B. XKypasnesa, M.B. XKypaginesa. - 2-€ u3j. - Mocksa : HUL] MTHO®PA-M, 2014. - 184
c. + ( lom. mar. znanium.com). - (TTpocro, kpaTko, 66icTpo). ISBN 978-5-16-008986-7. - Tekcr :
anektponHbii. - URL: https://znanium.com/catalog/product/417566 (mata oOpameHus:
28.08.2020). — Pexxum gocTyma: mo moamucKe.

2.Abynanze, 1. I'. JlokyMeHTaIMOHHOE OO€ecieueHre yIpaBiIeHus IEPCOHATIOM | y4eOHUK
u npaktukym s By3oB / JI. I'. A0ynanse, U. b. Bempsokkuna, B. M. MacnoBa. — MockBa :
WznatenbctBo FOpaiit, 2020. — 299 c¢. — (Bricuiee o6pa3oBanue). — ISBN 978-5-534-00875-3.
— Tekcr : omektponnsii /[ DOBC IOpaiitr [caiit]. — URL: http://www.biblio-
online.ru/bcode/450813 (mara obparmenus: 28.08.2020).

3.KazakeBuu, T. A. JlokymMeHTOBeIeHHE. JJOKYMEHTAIIMOHHBIN CEPBUC : YICOHUK U
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https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514334/3518.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514334/3518.pdf&view=true
https://e.lanbook.com/book/8905
https://e.lanbook.com/book/97748
https://www.biblio-online.ru/bcode/433078
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535271/4126.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535271/4126.pdf&view=true
http://www.biblio-online.ru/bcode/457107
https://znanium.com/catalog/product/417566
http://www.biblio-online.ru/bcode/450813
http://www.biblio-online.ru/bcode/450813

npaktukym s By3oB / T. A. Kazakesuu, A. W. Tkanuu. — 2-e u3., ucnp. u gomn. — MOCKBa :
WznatenbctBo FOpaiit, 2020. — 177 ¢. — (Briciiee oOpazoBanue). — ISBN 978-5-534-06273-1.
—  Tekcr : oamekrtponnsii /[ DOBC HOpaiitr [caiit]. — URL: http://www.biblio-
online.ru/bcode/452701 (mara obpamenus: 28.08.2020).

B) MeToqHYeCKHe YKA3aHUS:

CamocrosTenbHas paboTa CTyIeHTOB By3a . npaktukym / coctasutenu: T. I'. Heperuna,
H. P. Ypazaega, E. M. Pazymona, T. ®. OpexoBa ; MarHuTOropckuii roc. TEXHU4ECKUN YH-T UM.
I'. K. HocoBa. - Maruutoropck : MI'TY um. I'. 1. Hocosa, 2019. - 1 CD-ROM. - 3armn. ¢ tutyi.
JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true  (mata oOpamenus: 18.08.2019). - Makpooosekt. - Tekcr
3JIEKTPOHHBIN. - CBeieHust qocTynHbI Takke Ha CD-ROM

[Ipunoxenue 3

r) [Iporpammuoe obecneuenue u UnTepuer-pecypcebi:

https://magtu.informsystema.ru/uploader/fileUpload Benukanosa C. C. ApXuBHI 110
JMYHOMY COCTaBY [ DJIEKTPOHHBIN pecypc] | yaeoHo-MeToaudeckoe nocodue / C. C. BennkaHosa ;
MI'TY. - Marautoropck : MI'TY, 2018. - 1 snek-tpon. ont. auck (CD-ROM). - Pesxxum nocrymna:
https://magtu.informsystema.ru/uploader/fileUpload?

https://www.biblio-online.ru/bcode/457107 [MaBnoBckas, O. 1O. IIpaBoBoe
obecrieueHre KaJapoBOro JAeI0MpOor3BOACTRa : yueOHoe mocodue s By30B / O. 0. [TaBmoBckasi.
— Mockaa : U3natensctBo FOpaiit, 2020. — 213 ¢. — (Bricmiee oopa3oBanue). — ISBN 978-5-
534-11565-9. — Tekcr : anektponnsiii // DBC WOpaiir [caiit]. — URL: https://www.biblio-
online.ru/bcode/457107

https://www.biblio-online.ru/bcode/450813  Aoynamze, [I. I'. JlokymeHTalmoHHOE
obecrieueHre yIpaBICHUs IEPCOHAIIOM | YUeOHHMK U npakTukym st By3oB / JI. I'. AGymanse, U.
b. Bempsokkuna, B. M. MacnoBa. — MockBa : HUznarensctBo FOpaiit, 2020. — 299 c. —
(Boiciree oopazoBanue). — ISBN 978-5-534-00875-3. — Texkcr : anexrponnsiit // DBC HOpaiit
[caiiT]. — URL: https://www.biblio-online.ru/bcode/450813

IIporpamMmmHoe oGecnieueHue

Haumenosanue 10 Ne norosopa CpoKk JIeHCTBYSI JIUIICH3UH
MS Windows 7
Professional (nis J1-1227-18 o1 08.10.2018 11.10.2021
KJIACCOB)
MS Windows 7
Professional (s H-757-17 ot 27.06.2017 27.07.2018
KJIaCCOB)
MS Office 2007 |\, 135 41 17.09.2007 GeccpoHO
Professional
7Zip CBOOOJIHO PACIPOCTPAHIEMOE 0ECCPOYHO
FAR Manager CcBOOOJHO PAaCIpPOCTPAHIEMOE 0eccpoyHO

IIpodeccnonanbHble 0a3bl JaHHBIX M MH(POPMAIMOHHBIE CIPABOYHbIE CHCTEMbI
HazBanue xypca CchlKa
OnexkTpoHHas 0a3a mnepuoauveckux u3gaHuil East
View Information Services, OO0 «IBUC»

Hammonanenass ~ mH(pOpMalnOHHO-aHAIUTHYECKAs

https://dlib.eastview.com/

cucrema — Poccuiickuit  wmmexc  uayunoro|URL: https://elibrary.ru/project risc.asp
nutuposanus (PMHI)
ggﬁz CII;?)BM oucrema Axagemus Google (Google URL.: https://scholar.google.ru/
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http://www.biblio-online.ru/bcode/452701
http://www.biblio-online.ru/bcode/452701
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload
https://www.biblio-online.ru/bcode/457107
https://www.biblio-online.ru/bcode/450813
https://dlib.eastview.com/
https://elibrary.ru/project_risc.asp
https://scholar.google.ru/

WNndpopmanmonnas cucrema - EnuHoe OKHO
JocTyna K MHGOPMaIIMOHHBIM pecypcaM
@DenepalibHOE TOCYJAPCTBEHHOE OIOIKETHOE
yUpEKICHAE «DenepanbHbIi unctutyt|URL: http://www1.fips.ru/
IPOMBINIICHHON COOCTBEHHOCTH
Poccuiickas T'ocynmapcTBeHHas OuOIHMOTEKA.
Karanoru
DNeKTpOHHBIE pecypchl Oubmuoreku MITY
uM. .. HocoBa
MexnyHapoaHas HayKOMETPHUYECKast
pedeparuBHas ¥ noNIHOTEKCTOBas O0a3a maHHbIX [Nttp://webofscience.com
Hayanbix n3ganuii « Web of sciencey
MexnyHapoaHas pedeparuBHas u
MOJIHOTEKCTOBAs _CIpaBoyHas 0a3za JaHHBIX
MexnynaponHas ~ 6aza  MOJHOTEKCTOBBIX
KypHaAJIOB Springer Journals
MexnyHapoaHas KOJIICKITHSI HAyYHBIX
IIPOTOKOJIOB IO PA3IUYHBIM OTPACISIM 3HAHHMA
MexnyHapoaHas 0a3a Hay4HbIX MaTE€pHUaJIOB B
ob0nactu (puU3MUEeCKUX HAYK W WHXMUHUPHUHTA
MexnyHaponHas 6a3a CIpaBOYHBIX HW3JAHHIMA
110 BCEM OTpacisiM 3Hanuii SpringerReference
Mexnaynapoanasi pedeparuBHasi 0aza JaHHBIX
0 YUCTOW ¥ TPUKIAJAHON MaTeMaTuKe
MexynapoaHas pedeparuBHas u
MIOJIHOTEKCTOBasl CrpaBovHas Oasa jganHbix|https://www.nature.com/siteindex
Hay4YHBIX H3aanui «Springer Nature»
ApXMB Hay4HbIX >XypHajoB «HanumoHanbHbIH
3JIEKTPOHHO-MH(OPMAaIMOHHBIH KoHIopuuymy» |https://archive.neicon.ru/xmlui/
(HIT HOUKOH)
®denepanbHbIil  00pa3oBaTENbHBIN  MOPTAI
OkoHoMuKa. Conponorus. MeHeKMEHT

9 MaTtepuaJbHO-TEXHHYECKOE o0ecTedeHne TUCIUTITHHBI (MOILYJIs1)

URL: http://window.edu.ru/

https://www.rsl.ru/ru/4readers/catalogues/

http://magtu.ru:8085/marcweb?2/Default.asp

http://scopus.com

http://link.springer.com/

http://www.springerprotocols.com/

http://materials.springer.com/

http://www.springer.com/references

http://zbmath.org/

~ |http://ecsocman.hse.ru/

MarepuanbHO-TEXHHUECKOE 0OecrieueHue AUCUUIUINHBI BKIIIOUAET:

Tun n Ha3Banue ayaquTopuu OcHalEeHUE ayAUTOPUH

VY4eOHble ayauTOpUM JJs TPOBEAEHUS 3aHATUM JeKuuoHHoro Tuma Jlocka,
MYJIbTUMEANMHBIE CPEICTBA XPAaHEHUS, Iepelauu U MpeICTaBIeHUs HHPOPMALIUH.

VY4eOHble ayauTOpUM [UIsI TPOBENEHUS MPAKTUUYECKUX 3aHSITUH, TPYNIOBBIX U
WHJVBUyaJIbHBIX KOHCYJIbTAl[UH, TEKYIIETO KOHTPOJIS M IIPOMEKYTOUHOM arrecrauuu Jlocka,
MYJIbTUMEANIHBIA TPOEKTOP, IKPaH

ITomemenuss 11 caMOCTOATENbHOW  paboThl  oOyuaromuxcs  IlepcoHanbHbIE
komibioTephl ¢ maketom MS Office, BeixogoM B MHTEpHET M ¢ JOCTYIIOM B 3JICKTPOH-HYIO
UH(POPMALIMOHHO-00pa30BaTENbHYIO CPEly YHUBEPCUTETA

[Tomemenne st XpaHeHUS U MOPOPUIAKTHUECKOTO OOCITYKHMBAaHUS y4eOHOrO
o0opynoBanust CTenaku sl XpaHEeHUs! y4eOHO-HarJSIIHBIX TOCOOM U yueOHO-MEeTOMUECKON
JIOKYMEHTAIUU.
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Ipuioxkenne 1

YueGHO-MeToAuIEeCKOe O0ecreuyeHue CaMOCTOATEIbHOU PA0OTHI
0O0yuaroImuxca

[IpuMepHas CTPYKTypa U co/iep:KaHue pas3zesioB:

Mo aucumnaunHe «Kaaposoe Aesonpoun3BoACTBO» NPeayCMOTPEeHa ayaMTOPHan U BHeayaUTOpHan
camocTonTeslbHan paboTa obyyatowmxcs.

1 cemectp
Tect K pasaeny Nel
Kakue BOKYMEeHTbl OTHOCATCA K OPraHM3auMOHHO-KaApOBOM AOKYMEHTaLMN:

BbibepuTe 0AMH OTBET:

a. WTaTHoe pacrnucaHue, NpaBuia BHYTPEHHEro TPYA0BOro pacrnopsAAKa, NMo0OXMKEHUE O CTPYKTYPHOM
noapasaeneHnn, JOMKHOCTHbIE MHCTPYKLMK

b. nonoseHune o cTPYKTYpHOM noapasaeneHnn, MHCTPYKLMA No AeN0NPON3BOACTBY, A0KHOCTHbIE
WMHCTPYKLMW, MOJIOXKEHUE O KagpoBol cayxkbe

C.ycTaB

d. WwTaTHoe pacnucaHue, NpaBuaa BHYTPEHHErO TPYA0BOro pacnopaaKka, MHCTPYKLMA No
AeN0NPOU3BOACTBY, AOKHOCTHbIE UHCTPYKLMM

Bonpoc 2
MpoponKnTe onpegeneHue: WTaTHoOe pacnncaHme — 3To

BbibepuTe 0AMH OTBET:

a. MPaBOBOW aKT OpraHn3aLmm, yCTaHaBANBAIOLLMIA AONKHOCTHOM cocTas, pyHKLMM, MpaBa U
B3aMMOOTHOLLEHMSA PaBOTHUKOB APYT C APYTOM

b. BHYTPEHHWIA KT, U34aBaeMblli B LLeNsX pernameHTaLmmM opraHM3aLMOHHO-NPaBOBOro NoOI0KEHUA
paboTHUKa

C. BHELUHWIA aKT, B KOTOPOM 3aKpenanaeTca A0/KHOCTHOM M YNCIEHHbIN COCTaB NpeanpuaTUA C
yKasaHnem ¢oHaa 3apaboTHOM NaaThl

d. BHYTPEHHWIA aKT OpraHmn3aumm, B KOTOPOM 3aKpenaaeTcsa AOMKHOCTHOM U YUCAEHHBbI COCTaB
npegnpuaTua ¢ ykasaHnem ¢oHaa 3apaboTHOM naaTbl

Bonpoc 3
Y710 Takoe «npaBuaa BHYTPEHHEro TpyA0BOro pacnopagka»?

BbibepuTe 04WH OTBET:



a. NPaBOBOW aKT, U34aBaeMblli B LeNsX periaMeHTaLmMm opraHM3aLMoHHO-NPaBOBOro NO0OXKEHUSA
paboTHUKa, ero o6s3aHHOCTEN, NPaB U OTBETCTBEHHOCTU M 06ecneyYnBatoLLnii yCNoBUA ANs ero
addeKTMBHOM paboTbl

b. BHYTpPeHHWI aKT, GUKCUPYIOLWMIA STanbl TPYA0BON AEATENbHOCTU PabOTHUKOB

C. BHELWHWN aKT, GUKCUPYHOLLNIA 3Tanbl TPYA0BOMN AeATEIbHOCTU PabOTHUKOB

d. NoKaNbHbI HOPMATUBHBIV aKT, PErNaMEHTUPYIOLLMIA NOPSAAOK NPUEeMa U YBOJIbHEHWUSA
paboTHMKOB, OCHOBHbIE NpaBa, 0613aHHOCTM U OTBETCTBEHHOCTb CTOPOH TPYAOBOr0O AOTOBOPA, PEXKUM
paboTbl, BpeMA OTAbIXa, @ TaKXKe MHble BONPOChl PeryMpoBaHmA TPYAOBbIX OTHOLWEHWIA

Bonpoc 4

a. MecTo CTPYKTYPHOro noApasaeneHus B opraHnM3aLMoHHON cucTteme NpeanpusaTus, ero Lueam u
3a4a4n, npasa U 0683aHHOCTU PyKOBOAUTENEN U COTPYAHUKOB CTPYKTYPHOMO NoApasaeeHus

b. TpyaoBsble 06s3aHHOCTU, GYHKLMK, MPaBa U OTBETCTBEHHOCTb PAabOTHMKOB

C. TpyaoBble 06a3aHHOCTM, GYHKUMM, NPaBa U OTBETCTBEHHOCTb paboToaaTena aBa U 06a3aHHOCTU
pyKoBoAauTenei n CoTpyAHNKOB CTPYKTYPHOTO NnoAapasaesieHus

d. OopraHunsauuto pa6OTbI npeanpunAaTmnA, B3aMHbIE o06a3aHHOCTU pa60THMI~(OB N agMUHNCTPAUUNN,
nopAaaoK npuema n ysBosibHeHUA pa6OTHMKOB, npegocrasieHne oTnyckos, KOMaHAMPOBaHKe

Bonpoc 5
Kakue 13 nepeuncieHHbIX JOKYMEHTOB UCMOIb3yOTCA Npu opopmaeHnm npuema paboTHMKa Ha paboTy:

BblﬁepMTe OAUH NN HECKOJIbKO OTBETOB:

2 a. TPyA0BOM [OroBop
-

b. nnyHan kapTouka T-2
-

C. AOK/agHanA 3anmcKa
2 d. npukKas
-

€. NPOTOKON

f. ypegomnenue
Bonpoc 6

I'Ipo,u,oanTe onpegeneHue: pesrome — 310

BbibepuTe 0AMH OTBET:
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d. COBOKYNMHOCTb 4OKYMEHTOB, CoaepKalunx ceegeHna o pa60Top,aTene pr;I,OYCTpOﬁCTBe

b. AOKyMeHT, coaepKalmin KpaTkue ceeaeHns aBTobMorpapuUeckoro xapakrepa, 3anoaHaemMblin
npwu TpyaoycTpoicTae

C. COBOKYMHOCTb AOKYMEHTOB, COAEPMKALUMX CBEAEHUS O PABOTHUKE NpU TPYA0YCTPOICTBE

d. LOKYMEHT, OTpaKatowWwmin Npocbby nan npeanorKeHme, aapecoBaHHOE AONKHOCTHOMY ANLY UK
npeanpuATUIo

IIpakTuyeckoe 3axanue 1

1. I[lepeuncirre OCHOBHBIE BU/IbI KaIPOBBIX 3a/1a4.

2. Ha ckoimpkO TIpynm MOXHO pa3leliuTh HOPMAaTHMBHO-METOAMYECKYH 0a3y,
PerylIupyoiyo JOKyMEHTUPOBAHUE TPYI0BOH J1eATENbHOCTH PAOOTHUKOB?

3. Ilo xakuM BHMJaAM KJIACCU(DULUPYIOTCS IOKYMEHTBI, UCIOJb3yeMble B YIpPaBICHUU
epCcoHaIOM?

4. Kakue TOKyMEHTbI Mbl OTHOCHM K JJOKYMEHTaM I10 JINYHOMY COCTaBYy?

5. Kakue cocraBismomye BXOIAT B CTPYKTYPY IITATHOTO paclucaHus?

6. B kaxoii cratree TpymoBoro koxekca P 3adukcupoBaHO MOHATHE KOJUJICKTHBHOTO
Jloropopa?

7. Kakue JOKYMEHTBI 10 peKpyTUHTY IiepcoHana Bel 3HaeTe?

8. KakoBa mociieoBaTebHOCTh JOKYMEHTALMOHHOTO0 Oo(opMiIeHHs MpuemMa Ha pabdoTy
COTpyIHUKa?

9. B ckoibKuX 3K3eMIUIsIpax oopmisieTcss Tpy10BOi 10roBop?

10. 3anonmanTe yHHpUIIpOoBaHHYIO opmy Ne T-2

Tect paspeny Ne2

Bonpoc 1
B KaKOM JOKYMEHTE OTParKeHbl CBeAEHMNS 006 M3MEHEHUAX, Kacatowmxcs paboTHMKOB:
BbibepuTe oanH OTBET:
f" o
a. B 4ONOJIHEHMM K IMYHOW KapToUKe paboTHUKA
b. B 4ONONHEHUM K aHKeTe

C. B AOMNOJIHEHUN K NPUKaA3y

d. B gononHeHuu K aBTobuorpadum
Bonpoc 2
B CKONIbKMX 3K3emnasapax COCTaBAAETCA TPYAOBOM A0Or0BOP:

BbibepuTe ogMH OTBET:

23



a.5
“ b3
C c.2
“ 4
Bonpoc 3

He nosaHee cCKONbKUX AHel co AHA GpaKTUYeCKoro AonylleHUs K paboTte AonxeH 6biTb opopmneH
TPyAoBOI A0roBop:

BbibepuTe 0AMH OTBET:

~

a.2
“ b
O c.5
S
Bonpoc 4

MepeBog paboTHMKa Ha Apyryto paboTy No MHUUMaTHBE paboToAaTens OCyLWecTBAAETCA Ha OCHOBaHMM:

Bbibepute oaAnH OTBET:
a. cnyxkebHoM 3anncKm
b. npeacrasnexua

C. NPUKasa

d. 3aaBneHuA
Bonpoc 5
KTO 3ano/HAET IMYHYIO KapTOuKy T-2:

BbibepuTe 0AMH OTBET:

a. COTPYAHUK OoTAEeNa KaapoB

b. paboTHUK

C. Ha4a/IbHUK OTA€ENa KagpoB

d. pykoBoauTenb noapasaeneHun
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Bonpoc 6
B cKONbKMX 3K3emnasapax oPpopmaAeTca aBaHCOBbLIN OTYET:

BbibepuTe 0AMH OTBET:

C a.4
N
C c.2
“ g
Bonpoc 7

KaKoW JOKYMEHT npunaraeTca K aBaHCOBOMY OTYETY:

BbibepuTe oguH OTBET:

a. KOMaHAMPOBOYHOE YA0CTOBEPEHMUE

b. NMPUKa3 0 KOMaHANPOBAHUN

C. cny*kebHoe 3agaHune
Bonpoc 8
B KaKMx gHAX UcuncaaeTca NPoLoIKUTENIbHOCTb OCHOBHOIO M LOMNOAHUTEIbHOIO OTMYCKOB:

BbibepuTe 0AMH OTBET:

a. pa60lmx N KaneHaapHbIX

b. pabounx
-

C. Ball oTBeT

d. KaneHaapHbIX
Bonpoc 9

MuHMManbHasA NPOAO/TKUTENIbHOCTb €XXEerogHoro ons1ia4ymMBaemMoro OoTnycka B COOoTBeTCctBuun C TK PO
COCTaBiAeT:

BbibepuTe 0AMH OTBET:

a. 40 pabouunx aHem

b. 48 pabouunx aHen
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C. 28 pabouux gHe

-
d. 28 KaneHaapHbIX gHEN

IIpakTnueckoe 3aganue 2

1. B kakoii crarbe TpynoBoro kojekca P® roBopuUTCs O TOM, UYTO «TPyAOBas KHUKKA
YCTaHOBJICHHOTO 00pasiia sBIISETCS OCHOBHBIM JIOKYMEHTOM O TPYAOBOH JAEATEILHOCTH U
TPYZOBOM CTa)ke pabOTHHKA»?

2. Ilpu BemeHUHW TPYIOBBIX KHMKEK HEOOXOIUMO coOMoarh psia TpeboBaHuil. Urto
OTHOCHUTCS K TaKUM TpeOOBaHUAM?

3. Kakue cBenenuii (3anuceil) BHOCST B TPYAOBYIO KHUKKY ?

4. OdopmiieHne camMoil TPYAOBOM KHHMXKH B COOTBETCTBUM ¢ M. 8 IlpaBui BepeHus u
XpaHEHUsT TPYIOBBIX KHMKEK OCYILECTBISIETCSl paboTojareneM WM JPYTHM  JIMLOM,
o0lajarolluM MPaBOM BEACHHUS KaJpOBOIO JEJIONPOM3BOJCTBA B OpraHM3alldu (Hampumep,
KaJIpOBBII J1€J0IIPOU3BOIUTEIND, JUPEKTOP 110 MEPCOHATY U T.[I.) IPOUCXOIUT B KAKUX CIIydasx?

5. Ha ocHOBaHMHU, KaKuX JOKYMEHTOB pabOTOJATENb TOJKEH BHOCHTH BCE JAaHHBIE O
paboTHHKE B TPYIAOBYIO KHIKKY corjacHo 1. 9 I[lpaBunm BeneHuss U XpaHEHHUS TPYIOBBIX
KHIKEK?

6. B kxakoil mocienoBaTeabHOCTU 3alojHIeTCs TPYyJIoBas KHMXKKA (JaThb Pa3BEPHYTHIN
OTBET)?

7. YTto MBI Ha3bIBaeM JyOJTUKATOM TPYJOBON KHUKKH?
8. Korna oopmitsiercst BKIaabIlI B TPYAOBYIO KHIDKKY?

9. Kak ocymiectBisercss ydyeT M XpaHEHUE TPYIOBBIX KHUKEK M MX OJaHKOB(IaTh
pa3BepHYTHIA OTBET)?

10. Kak hopmupyercst nuuHoe €510 padoTHHKA (AaTh pa3BepHYTHIN OTBET)?

11. Knaccupunupyidte HTOKYMEHTBI, XapaKTepHU3YIOLIMe JIBUXKEHHE KaJpoB (AaTh
pa3BepHYTHII OTBET)?

12. Kak onpenensier TpynoBoit kojiekc PO ciyxe6Hyt0 KOMaHIUPOBKY?
13. OnuuuTe ycinoBus U NOPSAAOK NMPEAOCTaBICHUS OTIIYCKOB, U UX O(pOpMIIEHHE.

14. Kak ocyIecTBIsSETCsl pacCTOPKEHUE TPYAOBOTO JOTOBOpa U 0POPMIICHUE YBOJIHHEHUS
paboTHUKA (J1aTh pa3BEepHYTHINA OTBET)?

15. Kak ocyniecTBisieTcss JOKyMEHTUPOBAHKUE OLIEHKH JESITEIIbHOCTU NIEpcoHaa’?
16. OnuimuTe NOpsAI0K MPOBEACHUS U 0(OPMIICHHS aTTecTallui paOOTHUKOB.

Tect K pasgeny Ne3

Bonpoc 1

KakoW BuA oTrnycka MorKeT bbiTb NpeaocTaBsieH paboTHUKY MO cemelHbIM 06CTOATENbCTBAM UK APYTUM
YBAXKMTENbHbIM NPUYMHAM:

BbibepuTe 0AMH OTBET:

a. e)KeI'O,D,HbIﬁ OCHOBHOW OMNIaYNBaAEMbIN OTNYCK AN ,ﬂ,OﬂOﬂHMTeﬂbell‘;l OTNycCK
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b. oTnyck 6e3 coxpaHeHUs coaepraHus

C. eXXeroAHbl1 OCHOBHOM onaavyMBaemblii OTNYCK

d. 4ONONHUTENbHBIN OTNYCK
Bonpoc 2
Kak ocyuwiecTsiaeTcs BU3MPOBaHMe 3aaB1eHMA 06 yBOIbHEHUM paboTHMKa:

BbibepuTe 0AMH OTBET:

a. pykoBoauTenb cny»bbl KagpoB, PYKOBOANUTE/b CTPYKTYPHOIO nogpasaeneHus, byxrantep,
pyKOBOAMTENb OpPraHM3aLmm

b. pyKoBOAUTENb CTPYKTYPHOTO NOAPa3AeNeHus, PYKOBOAUTENb CYK6Obl KaLpPOoB, PYKOBOAMTENb
opraHusaumm

C. PyKOBOAMUTENb CTPYKTYPHOrO nogpasaeneHus, byxrantep, pykosoauTenb cay»K6bl Kaapos,
pyKoBOAMTENb OpraHM3aumum

d. pykoBoautenb cny>bbl 6e3onacHoCTU NpeanpuaTma
Bonpoc 3
Kakolt geHb cumTaeTcs AHEM yBOIbHEHWUS paboTHUKa:

BbibepuTe 0AMH OTBET:

I~
a. 5 aeHb

I~
b. neHb Nnogauun 3asBneHUn

T o
C. A€Hb NONYYEHUA TPYLAOBON KHUMKKM
d. nocneaHunit aeHb paboTbl

Bonpoc 4

B kKakom AOKYMEHTE NPONnUCbIBAOTCA CPOKK npoBeneHNA aTTECTAaUNN, YCTAaHAB/IMBAETCA NEepevYeHb
pa6OTHMKOB, noanexawmux atrectaunm, yrteepXaaetca cCoCctas aTTeCTaLI,VIOHHOﬁ KOMUCCUMW, Fpad)MK
nposeaeHNA atrectaumnm:

BbibepuTe 0AMH OTBET:

e
d. B NOCTaHOB/1€HUN

b. B npukase

C. B C/ly»KebHOoWM 3anncke
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d. B nosioxeHuu
Bonpoc 5
Pe3ynbTaTbl aTTeCTaLMMN 3aHOCATCA B:

Bbibepute 0aMH OTBET:

a. NPOTOKO/ 3acefaHnaA aTTecTalMoOHHOM KOMUCCUU

-
b. aTTecTaUMOHHYIO KapTOUKY
T o
C. aTTeCTaUMOHHbIN NCT
d. TPYAOBYIO KHUKKY
Bonpoc 6

Kakum obpasom ocyuiectensaetca segeHme popm T-2 n T-4:

BbibepuTe 0AMH OTBET:

-
a. popma T-4 3anonHAeTcA NoO KenaHuto paboTHMKa
-
b. dopma T-4 Begetca Bmecto popmbl T-2
C o
c. bopma T-4 Begetca Hapaay ¢ dopmoi T-2
d. popma T-4 aBnseTca ob6aszaTeNbHOM
Bonpoc 7

Kakaa Hagnucb AenaeTcs Ha TPYA0BOM KHUXKKe, npuLlleslleii B Herog4HoCTb:

Bbibepute oaAnH OTBET:

d. TPyAoBaA KHUXKKa npuilsia B HErO4HOCTb

-
b. BblaaH Ay6AMKAT TPYA0BOM KHUMKKU
-
C. BblgaH aybaukat
d. B3ameH BblgaH aybaunKkat
Bonpoc 8

Mpu nepesoae paboTHMKa Ha APYryto paboTy B HOBYHO OpPraHM3aumio:

BbibepuTe ogMH OTBET:

a. INYHOEe Aeno He nepepgaeTca h BHOBb 3aBOAUNTCA Ha HOBOM MecCTe
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b. nMuHoe aeno yHuutoskaetcs
C. IMYHOE [1e/10 NepeaaeTca Ha HOBOE MeCTo paboTbl

d. nnyHoe geno nepepaeTca Ha HOBOE MecCTO PaboTbl M TaM YHUUTOXKaEeTCA
Bonpoc 9
lMoka HeT oTBeTa
Ecnn B TPyA0BYHO KHUXKKY BHECEHA HEMNPABW/IbHAA 3aMUCb, KAAPOBUK AOKEH:

Bbibepute 0aMH OTBET:
a. 3a4epKHYTb HEBEPHYIO 3aMuCb, a PALOM HanMcaTb NPaBUbHYIO
b. 3aBecTM HOBYIO TPYAOBYIO KHUXKKY
C. NpM3HaTb HEBEPHYIO 3aNnCb HeAeNCTBUTENbHOM N BHECTM NPaBU/IbHYIO 3anucb

d. HU4Yero He npegnNPMHUMATD
Bonpoc 10

Ecnv paboTHUK MAEeT B ouepesHON OniaunBaemblii OTNYCK, a Cpasy Nocae Hero B y4ebHbIi OTnyckK,
MOXHO 1 06a OTNycKa 0popPMUTL OAHUM NPUKA3OM?

BbibepuTe 0aAnH OTBET:
a. CKopee MOHO0, YeM Heb3fA
b. fa, MOXHO, AN1A 3TOrO CyLLEeCTBYET cneumanbHas Gopma NpuKasa
C. MOXXHO npuKkasom no ¢opme NoT-15

d. HeT, Henb3A

KonTponbnas pabora

Heo6xoaumo 3amomHuTh Bce yHU(UIIUPOBaHHbIE (JOPMBI B JIIEKTPOHHOM BHJE, U BCE
yTto BBl OymuTe 3amonHsATh, 3TO OTMeYaiTe KypcuBoM. KOHTpoiabHYIO paboTy HEO0OX0IUMO
opopMUTs B HaIeXameM BUAE, a MMEHHO HEOOXOOUMO O(GOPMHUTH TUTYJIBHBIM JHCT C
3aroJIOBOYHON YacThl0 ¥ HAaUMECHOBAaHHEM BHU/a PaOOTHI, MECTOM COCTaBJICHUS M OTMETKOH O
BBINOJIHEHUH U TpoBepke Bameil pabotel. Bee ynudunupoBanusie (GopMbl MOXHO HAWTH T10
cepuike: http://newlms.magtu.ru/mod/assign/view.php?id=299286
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Hrorosblii TecT o 1 cemecTpy
Bompoc 1
Kakue 1oOKyMEeHTBI OTHOCATCSA K OpraHU3allMOHHO-KaJpOBOIl TOKYyMEHTALlUU:

Bribepure oauH OTBET:
d. ycTaB

b. mosoxkeHue 0 CTPYKTYpHOM MOJPA3ACICHUN, HHCTPYKIHS O JETIONPOU3BOJICTBY,

JIOJDKHOCTHBIE UHCTPYKLIUY, ITOJIOKEHHE O KaJIpOBOH CIIy:KOe

C. IITaTHOE paclucaHue, IpaBuiia BHYTPEHHEr0 TPYJOBOIO paclopsiIKa, TOJI0KEHUE O

CTPYKTYPHOM NOAPA3AEIECHUH, T0TKHOCTHBIE HHCTPYKLIIHUHU

d. mTaTHOe pacnucaHue, MpaBUiia BHYTPSHHETO TPYIOBOTO PACHOPSIIKA, HHCTPYKIIHSI

10 JIIONPOU3BO/ICTBY, JOJDKHOCTHBIC HHCTPYKIIUH
Bomnpoc 2
[IponomkuTe onpeaenaeHne: MTaTHOE PACIHCAHHE — 3TO

Boi6epuTe ouH OTBET:

a. BHYTpeHHI/Iﬁ aKT, I/ISJIaBaeMblf/'I B OCIIX periiaMCHTalluu OpraHu3allMOHHO-

IIPABOBOT'0O MOJIOKEHUSI pAOOTHHUKA

b. BHyTpeHHHMII aKT OpraHM3alid, B KOTOPOM 3aKPEIUIAETCS JO/DKHOCTHOW |

YHCJICHHBIH COCTaB MPEANPUATHUS C yKazaHHeM (oHJ1a 3apaOOTHOM IJIaThl

C. HpaBOBOﬁ aAKT OpraHu3alnuu, yCTaHaBHI/IBaIOH_[I/Iﬁ JIOJDKHOCTHOH COCTasB, (I)YHKLII/II/I,

MpaBa ¥ B3aMMOOTHOIIIEHUSI PAOOTHUKOB JIPYT C IPYTOM

d. BHEIIHUI aKT, B KOTOPOM 3aKpEIUIsIeTCs] JODKHOCTHOM M YHMCICHHBIH COCTaB

MPEANPUITHS ¢ YKazaHueM (HoHIa 3apad0THOM TIIaThI
Bomnpoc 3
Yto Takoe «IpaBuiia BHYTPEHHETO TPYAOBOIO pacmopsiiKa»?

Bribepure o1H OTBET:

a. BHyTPEHHUH aKT, (GUKCUPYIOIIUI 3Talbl TPYIOBOM JEATEILHOCTH paOOTHUKOB

b. mokambHBI HOPMATHBHBIA aKT, PETJIAMEHTHPYIONIUI MOPSAAOK MpHEMa |

YBOJIbHCHUA pa60THI/IKOB, OCHOBHBIC ITpaBa, 0013aHHOCTHU U OTBETCTBEHHOCTh CTOPOH TPYAOBOT'O
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JIOTOBOPA, PEXHUM paboTHI, BpeMsl OTIbIXa, a TAK)KE MHBIE BOIPOCHI PETYIUPOBAHMS TPYIOBBIX

OTHOLLEHUN
C. BHEIIHUH aKT, (PUKCUPYIOIINI 3Talbl TPYIOBOM JAEATEILHOCTH paOOTHUKOB

d. mpaBOBO#i aKT, M3aBacMbIil B LEISX pErjaMeHTAIlMd OpPraHH3alMOHHO-IIPABOBOIO
MOJIOKEHUsT PAOOTHHMKA, €ro OOS3aHHOCTEH, MpaB W OTBETCTBEHHOCTH W OOCCIICUUBAIOIIUI

ycnoBus 1151 ero 3¢ (HeKTUBHON PabOThI
Bormpoc 4
[TonoxeHue o CTPYKTYPHOM IO/Ipa3/IeICHUN ONPEaeIisieT:

Br16epute oquH OTBET:
a. TpyJI0BbIE 00S3aHHOCTH, (PYHKIIUU, TIPaBa U OTBETCTBEHHOCTh paboToIaTeNs

b. MecTO CTPYKTYpHOTO MOApa3JeCHNs. B OPraHU3alUOHHON CHUCTEME HPEIIPHSTHS,
€ro Leau W 3a/Jayd, IpaBa M OOA3aHHOCTU PYKOBOAMUTENEH U COTPYAHHKOB CTPYKTYpPHOTO

HOJIpa3/ieIeHUsI

C. OpraHu3anuio padOThl TMPEANPHUATHS, B3aUMHBIE OO0S3aHHOCTH PAaOOTHUKOB U
aJIMUHUCTpAIUH, TOPSAOK IMpUEMa M YBOJIbHEHHUS PaOOTHUKOB, MPEIOCTABICHHE OTIYCKOB,

KOMaHIUPOBAaHUEC

d. TpyoBbIe 00s13aHHOCTH, (YHKIINH, ITPaBa U OTBETCTBEHHOCTh PAOOTHHKOB
Bompoc 5

Kakue wu3 NEPCUUCIICHHBIX JOKYMCHTOB HCIOJIB3YKOTCA IIPpU O(I)OpMJ'IeHI/II/I npuema

paboTHHKa Ha paldoTy:

Bo16epuTe 01MH WM HECKOJIBKO OTBETOB:

-
a. IPOTOKOJI

" op yBEJIOMJICHHE
C. IOKJIaJHasl 3aITHCKa
d. muunast kaprouka T-2
€. IpuKa3
f. TpynoBoii gorosop
Bompoc 6
[IpomomkuTe onpeneneHue: pe3oMe — 3To

Bribepure ouH OTBET:
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a. TOKyMEHT,  OTpaKaloluii  npocb0y  WIM  TOpejIokKEeHHe,  aJpPECOBAHHOE

JOJKHOCTHOMY JIMIY WJIU TIPEIIPUSITHIO
b. COBOKYITHOCTh JOKYMEHTOB, COJICPIKAIINX CBEICHHS O PAOOTHHUKE

C. IOKYMEHT, COJEp>Kallluii KpaTKWe CBEACHHUS aBTOOMOrpadUyecKkoro xapaxrepa,
3aI0JIHSEMbIH MPU TPYIOYCTPONUCTBE

d. COBOKYITHOCTH JOKYMCHTOB, COACPKAIIUX CBCACHUA O pa60Toz[aTeJIe

Bormpoc 7

B kakom AOKYMCHTC OTPa’XCHbI CBECACHU A 00 U3MCHCHHAX, KaCarOInXCs pa6OTHI/IKOBI

BeiGepute ouH OTBET:
a. B JIONIOJTHCHUHU K TIPUKa3y
b. B momonnenuu k aBrobuorpadun
C. B JIOTIOJTHCHUH K aHKETE

d. B IOTIOJIHEHUH K JIMYHOW KapTOYKe pabOTHHKA
Bompoc 8
B CKOIBKHX SK3eMILISIpAX COCTABIISIETCS] TPYJOBOH JIOTOBOP:

Bri6epuTe ouH OTBET:

=

a.o

“pa

Y.

“ a3
Bompoc 9

He mo3anee ckonbKuX JHEH cO AHS (AaKTHUECKOTo JOMYIICHUs K paboTe JOJKEH OBITh
oopmIteH TpyIOBOi JOrOBOP:

Bribepute oauH OTBET:

O a. 3
“ b2
et
“ das
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Bomnpoc 10

[TepeBon paboTHHKA Ha APYryro pabOTy MO WHUIMATHBE PaObOTOAATENSI OCYIIECTBISETCS
Ha OCHOBaHHH:

Bribepure oauH OTBET:
a. CIIy’)KE€OHOM 3aITUCKH
b. npexncrasnenus
C. 3asBJICHUSA
d. mpukasa
Bompoc 11
Kro 3anonuser nuunyro kaptouky T-2:
Boi6epute ouH OTBET:
a. pabOTHUK
b. pykoBoauTeNb MOAPA3ACICHUS
C. HaYaJIbHUK OTJIeNa KaJpoB
d. coTpyaHUK OT/Ea KaJpOB
Bomnpoc 12

B ckonbkux 3x3eMIusipax ohopmIIsieTcsl aBaHCOBBIN OTYET:

BeiOepute oauH OTBET:

© a. 3
“ b4
© c.2
“da
Bomnpoc 13

Kaxoil JOKyMeHT Ipuiaraercs K aBaHCOBOMY OTYETY:

Bribepure ouH OTBET:
a. MpHUKa3 0 KOMaHIUPOBAHUHU

b. KOMaHAMPOBOYHOE YIOCTOBEPEHHE
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C. ciy)xeOHOe 3a/1aHne
Bompoc 14

B kakwmx AHAX HCUHUCIACTCA HNPOAOJDKUTCIBHOCT OCHOBHOI'O MW JOIIOJIHUTCIIBHOTO

OTITYCKOB:

Bri6epute oquH OTBET:

“ a pabourx U KaICHIAPHBIX
b. kaneHgapHbIX
C. Ball OTBET
d. pabounx
Bompoc 15

MunumansHas MMPOOOJKUTCIIbHOCTDb CXKCIOAHOIO OIIa4ynBacMoro OTITyCKa B

coorBeTcTBUU ¢ TK P® cocrasnser:

Bri6epute ouH OTBET:

o a. 40 pabounx gHEH

i .
b. 48 pabouux aHei

. .
C. 28 pabounx qHEH

. .
d. 28 xaneHnapHbIX THEH

Bomnpoc 16

Kakoii Bux oTmycka MoOXXeT OBbITh MpelocTaBieH paOOTHUKY MO CeMEWHBIM

00CTOSTEILCTBAM UJIU APYIrUM YBAKHUTCJIbHBIM IIPUYINHAM:

Bribepute oauH OTBET:

. .
a. JIOTIOJTHUTENBbHBIH OTITYCK
i . . o
b. exeromHbIii OCHOBHOM OIIAYHBAEMBIN OTITYCK
C . o o N
C. ©KETOTHBIN OCHOBHOM OIJIAYMBAEMBI OTITYCK U IOMTOJHUTEIBHBIN OTITYCK
o
d. ormiyck 6e3 coxpaHeHHUs COACPKAHUS
Bompoc 17

Kak ocyiecTBisiercs BU3upoBaHue 3asBJIE€HUS 00 YBOJIbHEHUN PaOOTHHKA!

Bribepure ouH OTBET:
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a. pyKOBOJUTENb CTPYKTYpPHOTO TMOJpAa3AeiIeHUs, PYKOBOAUTENb CIYXObl KaapoB,

PYKOBOAMTENH OPTaHU3AIHH
b. pykoBoauTEINb CITY:KOBI 0€301aCHOCTH TPEATPUSITHS

C. pyKOBOJUTENb CIYKObl KaJpOB, PYKOBOJUTENIb CTPYKTYPHOTO TIOJpa3ziesieHus,

Oyxrairep, pyKOBOJIUTENIb OpraHU3aluu

d. pyKOBOJMTENIb CTPYKTYPHOIO MOApa3Ie/icHHs, OyXraaTep, PyKOBOAUTEIb CITYKObI

KaJIpOB, PYKOBOJUTENb OPraHU3aLUN
Bompoc 18
Kakoli 1eHb cuutaercst THEM YBOJIbHEHUS paOOTHHKA!

Br16epute oquH OTBET:
a. 5 neun
b. nenn IIOJIyYEHUS TPYIOBOU KHUKKHU
C. J€Hb I0Ja4Yu 3asIBJICHUSL

d. mocneaHMii 1eHb PadOThI
Bomnpoc 19

B kakoMm JOKYMCHTC IIPOIUCBIBAIOTCA CPOKHU IIPOBCACHUA ATTCCTALIMU, YCTAHABJIIMBACTCA
MEpCUCHb pa6OTHI/IKOB, noUIC)KAIUX aTrreCTallu, YTBECPIKIAACTCA COCTaB aTTeCTallMOHHOMN

KOMUCCHU, l"pa(l)I/IK MMPOBCACHUA aTTCCTALIUN:

Boi6epuTe ouH OTBET:
d. B IIOCTaHOBJICHUH
b. B mpukaze
C. B CIIy’K€OHOM 3aIUCKe

d. B moytoxxeHumn
Bomnpoc 20
Pe3yabTaThl aTTeCTAIlMN 3aHOCSTCS B:

Bribepute oauH OTBET:
a. aTTECTallMOHHYIO KapTOUKy

b. mporokoi 3aceaHus aTTECTAIIMOHHON KOMUCCHH

35



C. TPYIOBYIO KHUXKKY
d. aTTecTanMOHHBII JTUCT
Bomnpoc 21
Kakum o6pazom ocymectrisiercs BeaeHue popm T-2 u T-4:

Bribepure oauH OTBET:

a. popma T-4 3amonHsIeTCS 10 JKEITAHUIO PpA0OOTHUKA

“ b ¢dopma T-4 Benercs BMecto Gpopmbl T-2
C. popma T-4 sBmsieTcst 00s3aTEIHLHOM
d. popma T-4 Benercs Hapsiny ¢ Gopmoit T-2
Bomnpoc 22

Kakas Hagnuce aennaercs Ha TpyAOBOM KHHMXKKE, TPULIEAIIENH B HETOJJHOCTb:

Br16epute oquH OTBET:
a. BbLIAH MyOIHKaT
b. BeIIaH AyOIUKAT TPYJOBON KHIKKH
C. Tpy/I0Basi KHKKA MPUIILTA B HETOAHOCTh

d. B3aMeH BbLIaH AyONUKaT
Bomnpoc 23
Ipu nepeBoie pabOTHHUKA Ha APYTYyIO pabOTy B HOBYIO OpTraHU3AHUIO:
Bribepure ouH OTBET:
a. TMYHOE JIeJI0 YHUUTOXKAeTCs
b. muuHOE neno nepenaeTcs Ha HOBOE MECTO pabOTHI
C. INYHOE €TI0 MepeaaeTcsl Ha HOBOE MECTO PadOTHI M TaM YHUYTOXKAETCS
d. TMYHOE J1eNI0 He TIepeaaeTcsi U BHOBb 3aBOANTCS Ha HOBOM MECTE
Bompoc 24
Ecnu B TpyZ0BYIO KHIDKKY BHECEHA HENIPABUIIbHAS 3aITUCh, KAPOBUK JOJDKCH:

Bri6epute oguH OTBET:

a. 3a4epKHYTh HEBEPHYIO 3aUCh, a PSAAOM HaMKMCATh MPABUIbHYIO
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b. mpu3HATH HEBEPHYIO 3aMUCh HEJACHCTBUTEIBHOM U BHECTH TIPABIIBHYIO 3aITUCh
C. 3aBECTU HOBYIO TPYIOBYIO KHUXKY
d. HUYero He MpeaPUHIMATh

Bompoc 25

Ecnu paGoTHHK UAET B OUE€pPEIHON OIJIauuBaeMBbIil OTITYCK, a Cpa3y MOCje HETo B Y4eOHBIi

OTITYCK, MOKHO JI 00a oTIycka 0()OpMHUThH OJTHUM MpUKa30oM?

Bribepure ouH OTBET:
a. MOHO TIpuKa3oM 1o ¢opme NeT-15
b. mer, Henp34
C. J1a, MOYHO, JUUIsl 9TOTO CYIIECTBYET CIeUaNbHas popMa IpHuKasza

d. ckopee MOXKHO, YeM HEJIb3s

2 cemecTp

IIpakTnyeckoe 3aganue 1 (2 cemectp)
1. IlepeuncirTe OCHOBHBIX OTOKA JOKYMEHTOB.
2. B yem 3akmroyaercs nepBudHas 00paboTKa MOCTyMaromel KOPpeCcnoHICHITUU?
3. Kem npoBoauTcst mpeaBapuTenbHOE paCCMOTPEHUE JOKYMEHTOB?
4. Ilepeuncaute NOPAIOK MPOXOXKACHHUSI UCXOIAIIMNX JOKYMEHTOB.
5. ChopmynupyiTe OHSATHE PETUCTPAIUs JOKyMEHTA?
6. [Ipogomxkure ¢pa3y «MHaekcamus TOKyMEHTOB - 3TO. ..
7. llepeuncnute NpU3HAKA 3aBEICHUS JE.
8. OnuiuTe mporenypy o0paboTKH Jiena Mo JHYHOMY COCTaBY.
9. OnumuTe Npoueaypy COCTABICHUS OMTUCH.

10. Kyna nepenarorcs iena MOCTOSIHHOTO CPOKA XPaHEHUS B YCTAHOBJIEHHOM IOPSIIKE U3

BECAOMCTBCHHBIX apXI/IBOB?
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Tect k pazneny Nel

Bormpoc 1

Iloka HeT oTBeTa

be3omnacHsie ycnoBus Tpyna 371o...
Bribepure ouH OTBET:

a. YCJIOBUSI TpyJAa, MPU KOTOPBIX BO3JEHCTBHE HAa PAOOTHUKOB BPEIHBIX M (MJIM) OMACHBIX
MIPOU3BOJICTBEHHBIX (DAKTOPOB HCKIIOYEHO JMOO HE MPEBBIIIACT YCTAHOBJICHHBIE HOPMATHBBI
(ct. 209 TK PD)

b. yCJI0BuUA Tpyda, HC CBA3AHHBIC C PUCKOM IJId JKU3HU U 3J0POBbA YCIIOBHA TPpyda
C. yCJIOBHUs TpyAa CBA3AaHHBIC C pUCKOM IJIsI XKU3HU

d. ycioBus Tpyaa, IpU KOTOPBIX COOIIOIACTCS TEXHUKA O€30MaCHOCTH
Bomnpoc 2
HenopmupoBaHHbIi pabounii A€HB 3TO. ..
Bri6epute ouH OTBET:

a. 10 TPakJaHCKO-TIPaBOBOMY JI0IOBOPY
b. paboTa B 4pe3BBIYAliHBIX OOCTOSTEIBCTBAX

C. pabota 3a npejenaMmu HOpMaIbHON MPOAOIKUTEIBHOCTH pad0Yero BpeMeH!

d. pabora B mpeaenax pabodero aHs
Bompoc 3
[TponomKUTET HOCTh €KEAHEBHOW paboOThl (CMEHBI) Al pabOTHUKOB B Bo3pacte oT 15 go 16
JeT:
Bribepute oauH OTBET:

a. 5 yacos
b. 6 yacos
C. 4 yaca

d. 7 yacos
Bomnpoc 4
JlokanbHbIE HOPMAaTHUBHBIE AKTHI 3TO. ..
Bri6epute ouH OTBET:

a. JOKYMCEHTBI IJId CJ'IY)KC6H01"O IIOJIb30BaHUA

b.

HOPMATUBHBIC AKThI, COACPIKAIUC HOPMBI TPYIOBOT'O IIpaBa, IPUHUMACMbIC paGOTOI[aTeHCM

I

C. JOKYMEHTHI TOJIBKO JJIsI COTPYJAHHUKOB OTAECIa KaapOB

d. TOKYMEHTBI JIJIsl HE CITY’)KEOHOTO TI0JIb30BaHHUS
Bonpoc 5
3asBlICHHE O IPHEMe Ha PaboTy CIIeyeT aJpecoBaTh. ..
BriGepute o1H OTBET:

a. pyKOBOJUTEIIO OpraHUu3aliu
b. HadaNBEHUKY OT/IENa KaJIPOB M PYKOBOJIUTEIIO MOPa3ACICHUS
C. COOCTBEHHUKY MPEANPUSITUS

d. B oTmen kagpoB
Bormpoc 6
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3ampenaercsi HarpaBJsATh B CIyXeOHbIE KOMaHIUPOBKU:
Bri6epute oguH OTBET:

a. JKEeHIIIMH, UMEIOUINX JeTel B Bo3pacTe 70 5 JieT 6e3 ux coriacus, OepeMeHHBIX )KEHIUH
b. paboTHrKOB B Bo3pacTte 10 19 ner
C. pabOTHUKOB B Bo3pacte 0 17 jer

d. paOOTHUKOB IEHCUOHHOTO BO3pacTa
Bompoc 7
TpynoBoii 10oroBop ¢ paGOTHUKOM BCTYIAET B CUILY ...
BeiOepure oauH OTBET:

d. Cpa3y MocCJIC NOAIIMCAHUs €0 pa6OTHI/IKOM

b. ¢ naThl, yka3zaHHOW B TPYZIOBOM JIOTOBOPE
~
C.
¢ MOMeHTa (aKTUYECKOTo JIOMyCcKa K paboTe ¢ BeloMa UITU 10 OPYUYEHUI0 paboToaaTens

d. cpa3y nocie noAnucaHus ero pabOTHUKOB
Bormpoc 8
HcnpiTaTenbHbINA CPOK MOKET ObITh YCTAHOBJICH:
BeiGepute oauH OTBET:

a. IO COTJIAIIICHUIO CTOPOH
f_.
b. mo yemoTrpenuto paboroaaresns
C. He OoJiee IBYX MECSIIEB

d. He GoJsiee Tpex MecsIeB
Bompoc 9
TpynoBas KHMKKa BblAaeTcsd paOOTHUKY Ha PYKHU:
BriOepuTe 0AMH OTBET:

a. ImocJie pacTOpKEHUsl TPYI0BOTO 1I0r0BOpa
b. mocie 3akirOUeHHs TPYAOBOTO IOTOBOPA
C. TIO0 €ro MMCEMEHHOMY O TOM 3aIpoCy B JIF000€ BpeMs

d. 1o 3aKJIrOUeHHS TPYAOBOTO JIOTOBOPA
Bompoc 10
JIoKyMeHT, (PUKCHUPYIOUIMI COrJIalleHue CTOPOH 00 YCTaHOBJIEHHWU TPYJOBBIX OTHOLIEHUH WU
PETrYIUPYIOINN UX, HA3bIBACTCA ...
Bribepure ouH OTBET:

a. TPYAOBBIM JJOTOBOPOM
b. TpynoBBIM KOsIEeKCOM
C. TPYA0BOM KHMKKOH M TIOJPKHOCTHOM MHCTPYKIIMEHN

d. mpuKa3oM o JTUIHOMY COCTaBY
Bonpoc 11
[TpuKa3el O JINYHOMY COCTABY XPAHSITCA ...
BriGepute o1H OTBeET:

d. BMCECTE C JIPpYTMMHM KaJPOBBIMH JOKYMCHTAMH

b. rpynmupyroTCst B OTACTBHOE JETI0

®’

C. B JINYHOM J€JI€ COTpYAHHKA

.

d. Ha pykax y coTpyaHHKa
39



Bomnpoc 12
Pabouee mecto — 3T0:
Bribepure ouH OTBET:

d. MECTO €ro MOCTOSIHHOT'O MECTOHAXO0KICHHUS HA pa60Te

b. mecTo, rie paboTonarens Bceraa MOKET 3acTaTh paOOTHHKA

C. MECTO, TJI¢ paOOTHHK JO0HKCH HAXOIUTHCS B CBSI3U C €ro pabodeil pyHKIUeH

d. TeppUTOpHS IPEANPHUSITHS, C KOTOPBIM PAOOTHUK 3aKTFOUHII TPYIOBOIM TOTOBOP

Bomnpoc 13

Konuu nokymMeHTOB, KOTOpbIE paboToAaTenb 00s3aH BbAATh PAaOOTHHUKY I10 €To

BriOepuTe 01uH OTBET:
d. CIpaBKy O HAJIMYMH JIbI'OT

b. IMMCbMCHHOMY 3asiBJICHUIO
I

C. cupaBKy 00 ymiare HpO(i)COIO3HBIX B3HOCOB

P
d. Komuro MprKasa o mpreMe Ha paboTy

IIpakTuyeckoe 3axanue 2 (2 ceMecTp)

OnuwuTe npouecc odpopmneHus gena.

vk wnN e

3anonHute Tabanuy

Onuwwnte npouecc nepenayn aen Ha apxmBHOeE XpaHeHMe.

OnuwKnTe NPOLLECC NOAFOTOBKM KaApPOBbIX OKYMEHTOB K apXMBHOMY XPaHEHMIO.
MpogonxuTe bpasy «IKcrnepmHas KOMUCCUA...

OTKJI0HEeHHS OT YCTAaHOBJICHHOI'0 peKUMa

JokymeHT

Kon

bykBeHHbIN

lllnq)posoii

[MpogomxuTensHOCTh PAabOTHI B JTHEBHOE BPEMsI

HpO,I[O.]'DKI/ITeJ'IBHOCTB pa6OTbI B HOYHOC BpEMs

[Mpuka3z pykoBoauTeNs]
OpTaHHU3aINN 0

MPUBJICYCHUH K paboTe

Pa6ora B BBIXO/IHBIC U IPa3aAHUKHU

[Ipuxa3 pykoBoaUTENS
OpraHu3aluu 0

ITPUBJICUCHNUHU K pa60Te

CeepxypouHas paboTta

IIpuka3 pykoBoaUTEINS
OpraHu3anuu 0

ITPUBJICUCHNUHU K pa60Te

IIpomomKUTENEHOCTh PAOOTHI BAXTOBBIM METOIOM

CnymeGHaH KOMaHAUPOBKa

[Tpuka3 o HampaBieHUY]
B KOMaHAMPOBKY
MOJNUCHI0  PabOTHHKA,

odopmIIcHHOE
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KOMaHIUPOBOYHOC
Y IOCTOBEpEHHE,

cryxeOHOEe 3amaHue U
oTUeT o €ro

IBLITIOJTHCHHUH

[ToBrImeHne KBATM(HUKAIIH C OTPEIBOM OT paObOTHI

[Ipuka3 o HampaBJIeHUU
HAa KypCHI IIOBBIIICHHUS
KBaJTU(DUKAITHN C

[TOITICHI0 paOOTHUKA

[ToBpImeHne KBaMu(pUKAIMA C OTPHIBOM OT pabOTHI B

Inpyroit MecTHOCTH

[puka3 o HampaBICHUU
HAa KypChl IOBBILICHUS]
KBaJTU(DUKAITHA C

18(0218885(63:3:0] pa6OTHI/IKa

ExeroHplil OCHOBHOW OIIaUMBAEMbIil OTITYCK

[Mpukaz o0 otmycke c

MOAMUCHI0 PAaOOTHUKA

ExeroHplil 1OMOTHUTENBHBIA OIUIAYUBAEMBIN OTITYCK

[Mpukaz o0 oTmycke c

MOAMUCHI0 PAaOOTHUKA

Y4eOHBII OTITyCK C COXpPaHEHHEM 3apIUIaThl

[Mpukaz o0 oTmycke c

ITOJITHCBIO pa6OTHI/IKa

CoxpalleHHasl TPOJOJIKUTEILHOCT Pabouero BpeMeHH
U1t pabOTHUKOB, OOyUaromuXxcst 6e3 OTPBIBA OT MPOU3BOICTBA C

TaCTUYHBIM COXPAaHCHHUEM 3apIlIaThl

TpynoBoii A0roBOp, B|
KOTOPOM  NPOIUCAHBI
lyCloBHUs pabodero
BpEMEHH, MpHKa3 O
HaIpaBJICHUU Ha

oOyueHHe

Y4eOHbIi OTIyCK 0€3 COXpaHeHHS 3apIIaThl

[Mpuxa3 o0 oTmycke ¢

1800218885%(63:3:0] pa6OTHI/IKa

OTtmyck 1m0 OEpeMEeHHOCTH W pOoJaM B CBSI3H C

[YCBIHOBIIEHUEM HOBOPOXKJEHHOTO peOeHKa

IBOJILHUYHBIHN JIUCT

OTHyCK no yxoay 3a p€6CHKOM J0 JOCTHKCHMHS

TPEXJICTHETO BO3pacTa

[Mpuka3z o0 otmycke c

1800218885%(63:3:0] pa60THI/IKa

OTnyck 6e3 coxpaHeHWUsI 3apIlIaThl C pa3penieHus padboToaaTens

[Mpuxa3 00 oTmycke c

[TOIMICHI0 paOOTHUKA

Otmyck  0e3  coXpaHEHMs  3apIulaThl  [PU  YCIIOBHMSX,

MPEIYCMOTPEHHBIX 3aKOHOM

[Mpukaz o0 otmycke c

ITOAIMHUCHI0 pabOTHUKA

E)Kel"O,HHLIﬁ ﬂOHOJ’[HI/ITCJ’IbHLIﬁ OTITYCK 0e3 COXpaHCHU]

[Mpukaz o0 otmycke c
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3apIIaTbL

IIOJIMTHNCBHIO pa6OTHI/IKa

BpeMcHHAasT HETPYAOCIOCOOHOCTh (KpOME OBITOBBIX TPaBM,

0TITyCKa MO yXOy 3a OOJIBHBIMU U [0 KapaHTUHY)

\BOJIEHUYHBIA JTUCT

BpemeHHas1 HETPYIOCIIOCOOHOCTE B CBS3H C OBITOBOH TPaBMOii,

[0 yXxomy 3a OOJIBHBIMH M TI0 KapaHTHHY

CHpaBKI/I MCIHUIHNHCKHX

lydpexaeHui

TpyaoBol JoroBop ¢

COOTBETCTBYIOLIUMU
(CokpaleHHas! IPOJODKUTEIFHOCT pabouero BpeMeHn [YCIIOBUSIMH, MIpUKa3
[PYKOBOJUTEIS
OpraHu3anuu
Pemenue cyna,
KOMHCCHH 110

Bpems  BBIHY)KAGHHOTO TIpOTyJia B CiIydae NPH3HAHUS
YBOJIEHEHUSI, TIEPEBOIa Ha JPYTYI0 paboOTy WM OTCTPAHEHHUS OT

[paboT HE3aKOHHBIMU C BOCCTAHOBJICHHEM Ha TpekHel pabore

TPYZOBBIM CIIOpaM HIIA
MpeAIIcaHme
TOCYAapCTBEHHOTO
MHCIICKTOpa IO TPYAY,

MpUKa3 PYKOBOIUTEN]

OpraHu3aIyu 0
BOCCTaHOBJICHUH Ha|
[pabote

HeBLIXOZ[ Ha pa60Ty BO BpEMs BBIINIOJHEHHSA IOCYyAapCTBCHHBIX|

JTH OOIIECTBEHHBIX 00SI3aHHOCTEH

[Mpuka3z pykoBoauTeN]

OpraHu3aIu

[Iporyst

JlokmagHble  3aIHCKHY|
[PyKOBOJUTENEH
MoApa3eNeHuH,
00BSICHUTEIIEHBIE
BaUCKH  COTPYJHHUKOB,
MPUKa3bl O BBIHECCHHN
TICIUTUTHHAPHOTO
B3BICKAHUS, aKTh]

[KOMUCCHUU U JIP.

ITpomOmKUTENBHOCTh PAbOTH B PEXKMME HEMOIHOTO pabouero

YcnoBus TPYAOBOIO

ToroBopa, MPUKa3bl II0|

BpEMEHM 110 HHUIIMATHBE paboTOAaTENs OCHOBHOM

e TeIbHOCTH
BrIrxoHBIC M TPa3AHUYHBIC THA —

[Tpuxas 0|
JToTIOTHUTEIBHBIC BHIXOIHBIC JHH (OTIaYnBaEMBbIe) npenocTaseHm

TOTIOTHUTEIbHBIX
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BEIXOIHBIX JTHEH
JlonoTHUTENBEHBIE BEIXOAHBIE IHU (OIUIaYMBaEMBbIC) ? ?
Pewenue o npoBeaeHUn
3a0aCTOBKH, IPHUHATOE
3abacToBKa ?
MIPEACTaBUTEIbHBIM
OpraHoM paOOTHHKOB
OTCYTCTBYIOT
TOKYMEHTEI,
HestBKM 1O HEBBUSICHEHHBIM IpPUYMHAM (0  BBIICHEHUS
0O BSICHSIOLINE ?
0OCTOSTEITHLCTB)
MPUYUHBI ~ OTCYTCTBUS]
COTpyJHHKA Ha paboTe
Bpemst IpocTos o BHHE paboToaaTes st ? ?
Bpems rmpocTos 1o MpHYHHAM, HE 3aBHCSIIUM OT paboronarensf3asBieHie paObOTHHKA O )
11 pabOTHHKA Hayaje IpocTos
IAKT 0 TOM, HYTO|
[pabOTHUK  COBEpIIHI
HETIpaBOMEPHBIC
Bpems pocTost o BUHE pabOTHUKA nelicTBu, KOTOPBIC| ?
NpUBEIH K IPOCTORO,
0O0BSICHUTENIbHAS
Banrcka paboTHHKA
[Tpuka3 00
OTcTpaHeHue OT paboThl (HeJomylIeHre K paboTe) ¢ omIaTod  [0TCTpaHEeHUH oT ?
[paboTHI
OTcTpaHeHHe 0T paboTHI (HeIomyIeHe K pabote) 6e3 OruIaThl ? ?
BasBrieHIe pabOTHHKA O
Bpemsi mpuocTaHOBKH pabOTHI MpH 3aZepikKKe 3apabOTHOM[IPHOCTAHOBKE PabOTHI 5
[11aThI B CBS3U C 3aJEpPKKOU
3apruiaTsl
6. 3anonHuTe TAOIUILY
Cpok
Ha3panue :xypHana
XpaHeHHUs
PKypnansl (kHUTH) TpreMa, epeMenieHus (epeBoja), yBoJbHEHHs PaOOTHUKOB ?
DKypHauns! (kHUTH) ydeTa KOMaHIUPOBOK U BBIIaYM KOMAHANPOBOYHBIX yIOCTOBEPEHUI 5 et
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PKypHansl (KHUTH) yueTa OTITyCKOB ?

DKypHanbl (KHUTH) yueTa JIMYHBIX A€, JIUYHBIX KapTO4eK, TPYAOBBIX JIOTOBOPOB ?

KHnra yueTa ABIDKEHHS TPYAOBBIX KHIDKEK M BKIIAJBIIICH K HUM ?

DKypHanb! (KHUTH) BBIIa4 CIIPAaBOK O 3apa0OTHOM IJIaTe, CTaxe, MecTe paboThl

Tect k pazmeny Ne2

Bompoc 1
CaepxypouHas paboTa — 3T0:
Br16epute ouH OTBET:
~
a.
pabota, mnpou3BoAMMAas paOOTHUKOM [0 UWHUIMATHBE padoTojarens 3a MpeaelaMu
YCTaHOBJICHHOM TMPOJODKUTEIIBHOCTH pad0vYero BPEMEHH, €KETHEBHOW paOOThl (CMEHBI), a
Takke paboTa CBEpX HOPMAIBHOIO YKCIIa pa0OYUX YACOB 3a YUETHBIHN MepUol

b. pabora Mo cornaiieHu0 CTOPOH
C. IOTIOTHUTENbHAs paboTa MO COTJalIeHUI0 CTOPOH

d. pa60Ta I10 BBIXOAHBIM 1 B HOYHOC BpEMA
Bomnpoc 2
[TpaBo Ha ouepeHON OTIYCK Y paOOTHHKA BO3HUKAET:
BeiGepute oauH OTBET:

f_
a. 110 UCTECYSHHH 6 MCCAIICB
I
b. o ucreuenun 2 MCCAILICB
I
C. cpa3y mocie 3aKJIFYCHUsS TPyAOBOTO JOroBOpa
I

d. mo ucreyenuu 1 roja c MOMEHTA 3aKJIFOYCHHUS TPYAOBOTO IOTOBOPA
Bompoc 3
TpynoBoit apoutpax 37o0...
Bribepute oauH oTBET:

a. MOCTOSIHHO JIEUCTBYIOIIMM Cy/1e0HBIN OpraH 10 paCCMOTPEHUIO TPYIOBBIX CIOPOB
b. KoMHECCHS TTO TPYIOBBIM CIIOpamM
C. BPEMEHHO JEHCTBYIOIINN OPraH 10 pACCMOTPEHHUIO KOJUIEKTUBHOTO TPYIOBOTO CIIOPA

d. kouternanbpHas KOMUCCHS
Bormpoc 4
JInuHoe Aeo 3aBOAUTCS ...
Bri6epute oguH OTBET:

a. Ha KaXJ10ro pabOTHHUKA
b. Ha pyKkoBOHUTE CH U OTBETCTBEHHBIX MCITOJHUTEICH

C. Ha KaXXJI0T0 BTOPOTO pabOTHHKA
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d. HapymuTenel TpyA0BON AUCIMIUINHBI KIMEHTOB (DUPMBI
Bompoc 5
CtpyKTypa KaApoBO# JOKYMEHTAIIMH BKIIOYAET B CEOsI:
Bribepure ouH OTBET:

a. MPUKa3bl MO JINYHOMY COCTaBy
b. mpuKasbl 10 aIMUHUCTPATUBHO-XO03SHCTBEHHOM AEATSILHOCTH
C. MEPENUCKY C BBIIIECTOSIEH OpraHu3annuen

d. mpuKa3bl M0 OCHOBHOM JEATEIBHOCTH
Bormpoc 6
Pabota B HOUHOE Bpemsi — 3T0 padoTa:
BriGepute oauH OTBET:

c a. ¢ 23 yacoB 10 5 yacoB
c b. ¢ 22 yacoB 10 6 yacos
c €. ¢ 20 yacoB 10 4 yacos
~

d. ¢ 21 yaca o 5 yacos
Bormpoc 7
[lepeBon paboOTHHKA Ha TOCTOSHHYIO pPAadOTy B JAPYryld OPraHU3alMUI0 JIMOO B JIPYTYIO
MECTHOCTb BMECTE C OpraHu3aluei J0MycKaeTcs:
Br16epute ouH OTBET:

a. TOJIBKO C MUCbMEHHOIO coryacus paboTHUKA
P
b. ¢ cornacus npodcor3Horo oprana

C. C coryiacus 4ICHOB CEMbHU pa6OTHI/IKa

d. ¢ cornacus BceX WICHOB MPOQCOK3HON OpraHH3aliu
Bomnpoc 8
JIOKyMEHT, yCcTaHaBJIMBAIOIINNA MOPAI0K 0OpaOOTKHU MEPCOHATIBHBIX IaHHBIX, HA3bIBAECTCS:
BriGepute oauH OTBeT:

a. [TonoxenuneM o 3amUTe NEPCOHAIBHBIX JaHHbBIX
b. nepeunem koH(UACHIMATHHON HHBOPMALIUH
C. [Tonoxenunem o nepconaine

d. TpyIOBBIM TOTOBOPOM
Bonpoc 9
IToka HeT oTBeTa
UroObl MONYyYdTh 3apal0OTHYIO IUIaTy 3a 3a0OJEBIIET0 CYIMPYra/Cynpyry HEoO0XOAHuMO
IPEOCTABHTb ...
Bri6epuTe 01uH OTBET:

a. CBUICTEIIbCTBO O Opake
b. mOBEepEeHHOCTH U MacopT
C. 3asIBJICHUE M MACTIOPT CyNpyra

d. pacriucka
Bompoc 10
PabGoTHuk, Ha KOTOpOoro odopMIIseTCs JUYHOE JeN0, MPEACTaBiIsieT COOCTBEHHOPYYHO
3aII0JTHEHHYIO:
Bribepure ouH OTBET:

a. BBITUCKY M3 TPUKa3a 0 IpueMe Ha paboTy
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b. aHKeTy WM JTUYHBIH JIMCTOK 10 YYETY KapOB
C. buorpaduto

d. mpoce0y o mpreme Ha paboTy
Bompoc 11
WcnpITaTenbHbIi CPOK MPU IpHUeMe Ha paboTy HE YCTaHABIMBACTCS:
BeiOepure oquH OTBET:

a. OepeMEHHBIM KEHIIUHAM
~
b. uaBanMnam

C. pYKOBOJMTEIISIM

d. muiam mouosxke 16 ner
Bormpoc 12
ATtTecranys pabOTHHKA 3TO. ..
BeiOepute 0MH OTBET:

a. OLIEHKA JeATeIbHOCTH PA0OOTHUKA 32 OTUYETHBII NepHoA
b. BbIsIBIICHHE HanOoJee KBATU(DUIIMPOBAHHBIX PAOOTHUKOB JIJIsI TOOIPEHHS
C. OIIEHKA PO ECCUOHATLHBIX Ka4eCTB Pa0OOTHUKA

d. onpenenenue kBanupuKanuyu paboTHIKA
Bomnpoc 13
Jlomyckaercsi O0GOpMIICHHE DPACIOPSIIUTENBHBIX JOKYMEHTOB [0 JHMYHOMY COCTaBy HE IIO
yHu(DUIMPOBAaHHOHK GopMe Tpu
BriOepuTe 0AMH OTBET:

a. IPEOCTaBICHUH OTITYCKa
b. pacTopskeHHH TPYIOBOTO TOrOBOpPa
C. U3MEHEHUH OMorpaHUUecKrX JTaHHBIX

d. 3akmrouenun TPYAOBOI'0O JOroBopa € UCHBITATCIIbHBIM CPOKOM

Kourtpoabnas padora (2 cemecTp)

HeoGxoauMo BbIOpaTh TNpaBMIIbHBIE OTBETHI, a IMOcje OOOCHOBAaThH BHIOOP MOJITBEP/MB
koMMeHTapusMu. KoHTposibHyt0 paboTy HeoOxoauMo OQOpMHUTH B HaJJIeKalleM BUIE, a
UMEHHO HEOOXO0JIUMO O(GOPMHUTH TUTYIBHBIM JIUCT C 3aroJIOBOYHOI YacThbl0 U HAaMMEHOBAHHUEM
BUJa pabOThI, MECTOM COCTABJIEHUSI U OTMETKOH O BBINOJIHEHUU U TIpoBepke Bamieil paboTsl.

Kenaro ynaun.

1.0cHoBHBIE TpeOOBaHMA K OQOPMJICHHMIO KaJApPOBOH JOKYMEHTAUMH B OpPraHU3aluM
NnpeabsiBJIeHbI:

1) TpynoBbiM kosiekcom PO

2) YcraBoM opranuszanuu

3) 'Ca0oY

4) HcTpyK1Kei no KaapoBOMY J€I0NPOU3BOJICTBY

2. HopmaTuBHBIi aKT, 00S3bIBAIIMHA padoTogarTesisi JAOKYMEHTHPOBATb TPYIAOBYIO
AeATeJIbHOCTh PA0OTHHKA. ..

1) Pacniopsixenue IlpaBurensctBa PO ot 23.04.1992 No781-P «O xpaHeHUM HOKYMEHTOB IO
JUYHOMY COCTaBY»

2) Tpynosoit kogexc PD
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3) Ilocranosnenue IlpaBurensctBa PO ot 16.04.2003 Ne225 «O TpynoBbIX KHHKKAX»

4) TlocranoBnenue Muntpyma P® ot 10.10.2003 Ne69 «O06 yTBepk)ACHUU WHCTPYKIHH IO
3aI0JIHEHUIO TPYJIOBBIX KHUKEK»

3.IIpaBoBOM AaKT, MNePeYHCJIANIINNA BHAbI JOKYMEHTOB, IPeI0CTABJSIEMbIX IPH
3aKJIIOYEeHHH TPYA0BOI0 10roBopa...

1) YcraB opranuzanuu

2) IIpaBuiia BHYTPEHHETO TPYLOBOI0O paclopsiiKa OpraHu3aluu

3) Ionosxenue o nmepcoHaie OpraHu3auu

4) TpynoBoii koaekc PD

4. Heo0xoaumocTh o(popMileHHE JIUYHBIX e/ PAOOTHHKOB perjiaMeHTHPOBAaHA:

1) OKY

2) OcHOBHBIMU IIPaBUJIAMU PaOOThI APXUBOB OpraHU3aUI

3) IlpaBunamu BHYTPEHHETO TPYIOBOTO pacnopsiaka

4) IlepeyHeM THUIIOBBIX YIPABJICHYECKUX JOKYMEHTOB, OOpasyloUIMXci B AESITEIbHOCTU
OpraHu3aluii, ¢ yka3aHueM CPOKOB XpaHEHUs

5. TpynoBble IEHCHU YCTAHABJIMBAKTCSA U BHIIIAYUBAIOTCH B COOTBETCTBHM..

1) @3 «O rocyaapcTBEHHOM IIEHCUOHHOM oOecnieueHur B POy

2) @3 «O TpynoBBIX NeHCUIX B POy

3) @3 «O BerepaHax»

4) @3 «O06 06s13aTEIBLHOM IEHCUOHHOM cTpaxoBaHuH B PDy»

6. Ilopsinok odopmiieHHs, BeJeHUS] 1 XPaHEHHs TPYAOBBIX KHHUKEK, BKJIA/AbIIIEH B HHX,
AyO0JIMKATOB TPYAOBBIX KHUKEK perjJiaMeHTHPOBAaH...

1) TpynoBbim Konexcom PO

2) YronoBHBIM KojekcoM PD

3) [Mocranoenenue IlpaButenbctBa PD ot 16.04.2003 Ne225 «O TpymoOBBIX KHHKKAX»,
[TocranoBnenne Muntpyna P® ot 10.10.2003 Ne69 «OO6 yTBEp>KICHUM HWHCTPYKIUHU IO
3aM0JIHEHUIO TPYIOBBIX KHUKEK»

4) MHcTpyKuuei o KapoBoMy JAeJI0NPOU3BOICTBY OpraHu3alluu

7. JlokyMeHTbI, IpeAbsBJsieMble IPH NIpHeMe Ha padoTy:

1) TpynoBas KHIKKA, JOKYMEHT, YAOCTOBEPSIONINN JIUYHOCTh

2) TpyJOBasi KHIKKA, TOKYMEHT, YIOCTOBEPSIOUIMIA JUYHOCTh, TOKYMEHTHI BOWHCKOTO Y4eTa,
JOKYMEHT 00 00pa30BaHUHM, CTPAXOBOE CBHUJCTEIBCTBO TOCYAAPCTBEHHOTO IEHCHOHHOIO
CTpaxOBaHMUs

3) TpynoBas KHHXKa, JOKYMEHT, yaocroBepsitoumii nuuHocts, MHH, cnpaBky o cocTosHum
3/10pOBbSI

4) TpynoBasi KHHKKa, MaCMoOPT, TOKYMEHThI BOMHCKOTO y4yeTa, XapaKTepUCTHKA

8. Ipu oopMIIeHUH TPYAOBBIX NMPaBOOTHOLIECHU 00s13aTeJIbHBIM
JAOKYMEHTOM,pPErIaMEeHTHPYIOIUM 0053aTeIbCTBAa CTOPOH, SBISETCS

1) 3asBIeHUE 0 MpueMe Ha paboTy

2) KOJIJIEKTUBHBINA JOTOBOP

3) TpyZI0BOE COTJIANICHHE

4) TpyI0BO#i JOTOBOP

9. CTpyKTYypa KaJApoBOii JOKYMEHTAIUH BKJIIOYAET B ceOsl:

1) npuka3bl 10 OCHOBHOM JEATENBHOCTH

2) mpuKa3bl 0 aIMMHUCTPATUBHO-XO03SICTBEHHOM J1€ATEIbHOCTH

3) mepenucky ¢ BBILIECTOSALIEH OpraHu3anuen

4) npuKasbl O JUYHOMY COCTaBY

10. [loKyMeHT, YCTAHABJIMBAKIIUH MNOPSAI0K 00padOTKH NEepPCOHAJBHBIX [JAHHBIX,
Ha3bIBaeTcs

1) TpyRoOBBIM 10TOBOPOM

2) nepeyHeM KOH(MUICHIIMATILHON HHOpMAIUn

3) [HonoxeHnueM o 3alUTe NEPCOHATBHBIX TAHHBIX

4) Tlonmo>keHrEM O TIepcoHaIe

11. PaGoTHHK, Ha KOTOPOro 0(popMiIsieTcs: THYHOE /1eJ10, IPEACTABIAET COOCTBEHHOPYYHO
3al0JTHEHHY IO
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1) mpoceOy o mpueme Ha paboTy

2) BBINIUCKY W3 TIPHKa3a 0 IpHeMe Ha padoTy

3) Ouorpacguto

4) aHKeTy WU JIMYHBIN JUCTOK MO YYeTy KaJpoB

12. lonyckaercss opopMiieHHe PACHOPAIUTEIbHBIX JOKYMEHTOB 110 JIJUYHOMY COCTaBy He
1o YHU(pMIUPOBaHHOI popMme npu

1) u3MeHeHHU OMorpapUUECKUX JaHHBIX

2) 3aKJIIOYCHUH TPYIOBOTO JJOrOBOPA C UCIIBITATEILHBIM CPOKOM

3) pacTOp)KeHUH TPYAOBOTO JIOTOBOpa

4) mpeaoCTaBICHUH OTITyCKa

13. Bu3bl, KaKHUX J0JLKHOCTHBIX JIML, BKJIOYaeT B cedsi pekBU3UT «CoriiacoBaHo» npu
3aKJII0YEeHNH TPYJ0BOI0 J0roBoOpa Nnpu npueMe Ha padory?

1) pykoBoauTENsI CTPYKTYPHOIO ITO/Ipa3/I€JIEHNUs, FOPUCTA, CIELIMATIUCTOB OT/Iea KaipoB

2) BU3 HE HY)KHO

3) pyKOBOJUTENS CTPYKTYPHOTO MOIpa3IeJICHuUs

4) ropucra

14.Kakue 10KyMeHTbI, perJiaMeHTHPYIOT YIIpaBJieHHe ePCOHATIOM OpraHu3anmuu?

1) npuKasbl M0 TUYHOMY COCTABY

2) TpyAOBbIE KHUKKHU COTPYIHUKOB

3) nuuHbIe AeNa COTPYIHUKOB

4) opraHu3aliOHHO- MPABOBHIE JOKYMEHTHI OpraHU3aIluu

15. Kakoii 10KyMeHT, perjiaMeHTHPYeT NOPSAOK OPraHU3aUMU U NMPOBeJIeHUs ATTeCTAllUun
nepcoHaia?

1) [Tonosxenue o nmepcoHanie

2) [Tonoxxenue o0 aTTecTalvy NepcoHalia

3) rpaduk MpoBEACHUS aTTECTAIIHI

4)YcraB npeanpusITHs

16. YuyeTHBIM KaIPOBBIM JOKYMEHTOM SIBJISIETCS. ..

1) mucbMo-TIpUTIIalieHue Ha padoTy K IpyroMy paboToaTento

2) u3BelIeHue ¢ IPOCcbOO SBUTHCS JIIsl 03HAKOMIIEHHS C IPUKA30M

3) AMYHOE JeN0 COTPYAHUKA

4) npezncTaBieHNe O TOOIPEHUHU

17. CxoJ1bKO BpeMeHH J0JKHbI XPAHUThCS JTUYHbIE 1eJ1a PYKOBOAMTeJIei opranu3anum’?
1) mocTosiHHO

2) 50 net

3) 75ner

4) onpenenser KaapoBblil pabOTHUK

18. KTo npuHuMaeT pemeHne o0 BblIeJIeHUH KAIPOBbIX IOKYMEHTOB K YHHUYTOKCHUIO?
1) HayaTBPHUK OT/EJIa KaJIpOB

2) AUPEKTOP 110 MEPCOHATY

3) pyKOBOJIUTEIH OpTaHU3AIIH

4) skcriepTHast KOMHCCHS

19. K10 noanuceiBaeT BHYTPEHHIOI0 ONMCH JOKYMEHTOB JeJsa?

1) cocraBuTenb

2) paOOTHHK CITYy>KOBI JJOKYMEHTAIMOHHOTO 00ecrieueHust

3) MHCHIEKTOp OT/EINIa KaJpOB

4) apXuBHCT

20. BoiOepuTe HCTHHHOE YTBEPKACHHE:

1) nena nprKa3oB MO JIMYHOMY COCTaBY MOAJIEKAT [TOJIHOMY O(QOPMIICHUIO

2) nena mpUKa30B IO JMYHOMY COCTaBY MOJUIEkKAT YACTUYHOMY O0()OPMIICHUIO

3) nmena MpUKA30B IO JUYHOMY COCTaBY MOJUIeKaT O(OPMIICHHIO B 3aBUCHMOCTH OT CpOKa
XpaHEeHHS

4) nena mpUKa3oB MO JUYHOMY COCTaBY He MoAJIekKaT 0(hOPMIICHUIO

21. IlocTosiHHOE XpaHeHHe KA/APOBBIX JOKYMEHTOB /10/ZKHO OCYIeCTBISTHCH:

1) mpu MOCTOSIHHOM €CTECTBEHHOM OCBEIIEHUU
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2) B TEMHOTE

3) B CyXOM BO3/1yX€ MMPHU MOCTOSTHHOW BEHTHIISIIIIN

4) 0coOBIX TpeOOBAaHMIA HET

22. [IpoBepka HAJIMYUSA M COCTOSTHHMS JOKYMEHTOB OCYLIECTBJISIETCS:

1) He pexe ueM OJuH pa3 B IATh JIET

2) eXKeroJIHO

3) mo mMepe He0OXOAUMOCTH

4) 1o XKEITaHWI0 apPXUBHOTO paOOTHHUKA

23. Bbl roroBute Kk mnepegadye B apXuB jJejia NMPHKAa30B MO JHYHOMY cocTaBy. B xoxe
o0paboTkm y3Haere, 4T0 Bam jgajekuidi NpealIeCTBEHHHMK He pa3aeisy B
JAeJIONPON3BO/ACTBE MPUKA3bI MO JUYHOMY COCTABY J0JITOBPEMEHHOI0 M KPATKOCPOUYHOIO
cpoxkoB xpaHeHusi. Bce gaena cdopmupoBanbl 0e3 ydera UIMTEJNbHOCTH XPaHEHUS
AOKYMEHTOB. Baum aeicrBusi:

1) nepedopmupyto nenaa B COOTBETCTBUM CO CPOKAMHU XPaHEHHMsI, COCTABIII0 HOBbIE BHYTPEHHUE
OMHUCH

2) nmepedopMUpPYIO [lela B COOTBETCTBUHM CO CPOKAMH XPaHEHHsI, MEPEHYMEPYIO MPHUKa3bl MO
HOPSAJKY, CAEJIat0 IOMETKU B PETUCTPALIMOHHOM >KypHaJle, COCTaBIII0O HOBbIE BHYTPEHHUE ONKCH
3) 6yny oOpabaTsIBaTh Jiea B TOM BHJIE, KaK OHH CPOPMHUPOBAHBI

4) e Oyny HUYEro JenaTh ¢ y)ke chopMHUpOBaHHBIMH JeNIaMH, a TIoCiIeaytomee (OpMHUPOBAHNE
nen O0yay BECTH B COOTBETCTBUU C TPEOOBAHUSMU IO CPOKAM XPaHEHUS

HTrorossiii Tect o Kypcey '"Kagposoe 1e101pou3BOICTBO U APXUBbI IOKYMEHTOB 110
JUYHOMY cocTaBy'" (2 cemecTp)

Bompoc 1
HenopmupoBaHHbIil pabounii 1eHb 3T0. ..
Bri6epute ouH OTBET:

a. MO IPAXKJAHCKO-IIPAaBOBOMY JIOIOBOPY
b. paboTa B 4pe3BBIYalHBIX OOCTOSTEIBCTBAX

C. pa60Ta 3a npeaciaMmu HOpMaJ'IBHOI\/’I MPpOAOJIKUTCIIBHOCTU pa60qer0 BPEMCHU

d. pabora B mpeenax pabouero JHs
Bomnpoc 2
JlokanpHBIE HOPMAaTHBHBIE aKTHI ATO. ..
Bribepute oauH oTBeT:

a. JOKYMCEHTBI IJId CJ'I}’)KC6H01"0 IIOJIb30BaHUA

b.

HOPMATUBHBIC AKThI, COACPIKAIUC HOPMBI TPYIOBOT'O IIpaBa, IPUHUMACMbIC paGOTOI[aTeJ'ICM

-

C. JOKYMEHTHI TOJIBKO JJIsI COTPYJAHHUKOB OTAECIa KaapOB

d. TOKYMEHTBI JIJIsl HE CITY’)KEOHOTO TI0JIb30BaHHUS
Bomnpoc 3
JIoKyMeHT, (pUKCUpPYIOUIUI COTJIallleHHe CTOPOH 00 YCTaHOBJIEHUHM TPYIOBBIX OTHOLIEHUH U
PETYJINPYIOINN UX, HA3bIBAETCS ...
Bri6epute oquH OTBET:
a. TPYLOBBIM KOJIEKCOM
b. TpyI0BO# KHMXKOW M JTOIDKHOCTHON MHCTPYKIUEH

C. TPYZOBBIM JIOTOBOPOM
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d. mpuKa3oM IO JINYHOMY COCTaBY
Bompoc 4
3anperaeTcsi HANpaBIATh B CIy)KEOHbIE KOMaHIMPOBKH:
Bribepure ouH OTBET:

a. JKEHIIIMH, UMEIONINX JeTel B BO3pacTe 10 5 JeT 6e3 ux coryiacus, 0epeMeHHBIX JKSHIHH
b. paboTHrKOB B Bo3pacte 10 19 ner
C. paOOTHUKOB IEHCHOHHOTO BO3pacTa

d. paboTHHKOB B Bo3pacte 10 17 et
Bompoc 5
Ceepxypounast pabota — 3T0:
Bribepute oauH oTBeET:

a. pa60Ta I10 COIIAIICHUIO CTOPOH

b. paboTa 10 BBIXOIHBIM U B HOUHOE BPeMsI
P

C.
pabota, mnpousBoauMMas pabOTHUKOM IO HHHUIMATUBE paboTojarens 3a IpeaersaMu
YCTaHOBJIEHHON MPOAOKUTEIBHOCTH pabodyero BpEeMEHH, €XKeIHEBHON paboThl (CMEHBI), a

TaKKEC pa60Ta CBCPX HOPMAJIBHOT'O YHUCJIa pa60q1/1x 4aCoB 3a y‘leTHbIﬁ nepuon

d. mononHUTENBHAS PabOTa MO COrTIAIICHUIO CTOPOH
Bompoc 6
UroObl MONy4uTh 3apabOTHYIO IJIaTy 3a 3a00JeBIIEr0 CYNpyra/Cynpyry HeoO0XO0IuMO
IPEIOCTABHTb ...
BriGepure oauH OTBeT:

a. pacmucka
b. cBHETENHCTBO O Opake
C. 3asBJICHHE U MACIOPT CyNpyra

d. TOBEpEeHHOCTH U MACIOPT
Bompoc 7
[TepeBo pabOTHHKA Ha MOCTOSHHYK) pa0OTy B JPYryl OpraHu3alui JH00 B JPYryro
MECTHOCTh BMECTE C OpTaHHU3aIieil JOMyCKaeTCs:
BriOepuTe 0AMH OTBET:

d. TOJIBKO C IMCbMEHHOTI'O COTrJIacus pa6OTHI/IKa
I

b. ¢ cornacus HpO(I)COIO3HOl"O opraHa

C. C coryiacus 4ICHOB CEMbHU pa6OTHI/IKa

d. ¢ corylacusi BceX WICHOB MPO(COO3HON OpraHH3aIHN
Bomnpoc 8
[TpuKa3el O JINYHOMY COCTABY XPAHSITCA ...
BriGepute o1H OTBET:

a. Ha pyKax y COTpY/AHHUKa
b. BMecTe ¢ ApyriuMu KaJpOBBIMU JTOKYMEHTaMHU

C. TPYIIIUPYIOTCS B OTAEIBHOE JEJI0
-~

d. B TMYHOM J1e1e COTpYIHUKA
Bormpoc 9
JIngHoe Aeio 3aBOgUTCA ...

Bri6epute oquH OTBET:
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a. Ha pyKOBOJHUTENIEH U OTBETCTBCHHBIX MCIIOHUTEIICH
b. Ha Ka)x0r0 BTOPOro paboTHHKA

C. Ha KaXXa0ro pa6OTHI/IKa

T D

d. HapymuTenel TpyA0BOW AUCIUIUIMHBI KIIMEHTOB (DUPMBI
Bormpoc 10
PaGoTHuk, Ha KOTOpOro odQopMIIseTCS JUYHOE [eNl0, MPEICTaBIsAeT COOCTBEHHOPYYHO
3aII0JTHEHHYO:
Bribepure oauH OTBET:

a. BBITTUCKY M3 TPUKa3a 0 IpueMe Ha padoTy
b. mpockOy 0 npueme Ha paboTy
C. aHKETY WJIW JINYHBIH JIMCTOK 110 YYeTy KaJpOB

d. 6uorpaduro
Bompoc 11
CrpyKTypa KaJpoBOil JOKYMEHTAIUU BKJIIOYAET B CeOsl:
BeiOepute 0MH OTBET:

a. IpUKa3bl 110 IMUHUCTPATUBHO-XO03SIMCTBEHHOM 1EATEIbHOCTH
b. mpuKasbI M0 OCHOBHOM JEATEIBHOCTH
C. IPUKAa3bl 11O JIMYHOMY COCTaBY

d. mepenucky ¢ BBIIIECTOSIICH OpraHu3auei
Bormpoc 12
Konuu nokymeHToB, KoTOopble paboTofarens 00s3aH BbLAATh paOOTHUKY I10 €T0
BeiGepute oauH OTBET:

a. MUCbMEHHOMY 3asIBJIICHUIO
b. cipaBky 00 yruiaTe npodcor3HbIX B3HOCOB
C. KOTIUIO MpUKa3a o nmpuemMe Ha paboTy

d. cipaBKky 0 HaJTMYUH JBTOT
Bomnpoc 13
[TpoIOKUTETBHOCT €KETHEBHON PabOTHI (CMEHBI) Ui paOOTHHKOB B Bo3pacTe oT 15 mo 16
JeT:
BriGepute oauH OTBeT:

a. 4 gyaca
b. 7 yacos
C. 5 yacosB

d. 6 yacos
Bonpoc 14
TpynoBoii apouTpax 370...
BriGepute ouH OTBET:

d. IOCTOSIHHO HeﬁCTBYIOHlHﬁ CyﬂeﬁHHﬁ OopraH Mo pacCMOTPCHUIO TPYAOBBIX CIIOPOB

~
b. KoMEcCCHs TTO TPYIOBBIM CIIOpam

C. BpEMEHHO JICHCTBYIOIINI OpraH 10 pacCCMOTPEHHIO KOJUIEKTUBHOT'O TPYIOBOTO CIIOpa

d. KoJuTernanbHasi KOMUCCHUS
Bompoc 15
HcnpITaTenbHbIN CPOK MOXKET OBITh YCTAHOBIICH:
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Bribepure ouH OTBET:

a. He OoJiee TBYX MECSIIEB

o
b. mo ycmorpenuto paboronarens
C. IO COTJIALIICHUIO CTOPOH

d. He OoJee Tpex MecsIeB
Bomnpoc 16
be3omnacHble ycinoBus Tpyaa 3To...
Bribepure oauH OTBET:

d. YCJIOBHA Tpyda, HC CBA3AHHBIC C pPUCKOM JJIS1 JKU3HU U 310POBbsI YCIIOBHSA Tpyda

b. ycnoBust Tpyaa, mpu KOTOPBIX BO3JCUCTBHE HAa PAOOTHHUKOB BPEAHBIX M (MJIM) OMACHBIX

HpOI/I3BOI[CTBeHHBIX (baKTOpOB HNCKIKOYCHO JII/I6O HC HpeBBIH_IaeT YCTaHOBHeHHBIC HOpMaTI/IBbI
(ct. 209 TK P®)

C. ycinoBus Tpyna, IIpu KOTOPBIX CO6J'II-OI[8.€TC$I TEXHUKA 0€30I1aCHOCTH

d. ycroBus Tpy/ia CBSI3aHHBIEC C PHCKOM /IS JKU3HH
Bormpoc 17
JIOKyMEHT, YCTaHABJIMBAIOIIHIA MTOPSIOK 00paOOTKH MEPCOHATBHBIX JIAHHBIX, HA3bIBACTCS:
BeiGepute ouH OTBET:
P
a. [TomosxeHreM o 3aluTe MEPCOHAIBHBIX JTaHHBIX
r-
b. [TonoxeHnuem o epcoHae
C. TPYJIOBBIM JJOTOBOPOM

d. mepeyHeM KOHUICHINATLHON HHPOPMAITUH
Bomnpoc 18
TpynoBoii 10roBop ¢ paOOTHUKOM BCTYTAET B CUILY ...
BeiGepute oauH OTBET:

a. ¢ JaThl, yKa3aHHOU B TPYIOBOM JIOTOBOPE

b. cpasy mocie noanucanus ero pabOTHUKOB
~
C.
¢ MOMeHTa (aKTUYECKOTO JIOMYyCKa K paboTe ¢ BeloMa UITU TI0 TOPYUEHUI0 paboToaaTens

d. cpa3y nocie noAnUcaHus ero paboTHUKOM
Bomnpoc 19
TpynoBast KHI)KKa BBIJACTCSl pAOOTHUKY Ha PYKH:
Bribepure ouH OTBET:

a. TOCJIE 3aKJIFOUEHUS TPYIOBOTO I0r0BOpa
P
b. mo 3aKirOYeHHUS TPYAOBOTO IOTOBOpA
C. II0 €ro MMCbMEHHOMY O TOM 3aIIpOCy B J1I000€ BpeMsl

d. mocse pacTop)KeHus: TPYAOBOIO TIOTOBOPa
Bomnpoc 20
Jomyckaercsi oQOpMIICHHE paCTOPSIIUTEIBHBIX JOKYMEHTOB II0 JMYHOMY COCTaBy HE II0
yHU(UIMPOBAaHHOHN GopmMe Tpu
Bri6epute oguH OTBET:

a. MPEeI0CTaBICHUU OTITYCKa
b. 3akrOUeHUM TPYIOBOTO JOTOBOPA C UCTIBITATEIIBHBIM CPOKOM

C. paCTOpP>KEHUH TPYIOBOI'O JOTOBOPA
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d. u3smeHeHnn OnorpaduYecKux TaHHBIX
Bomnpoc 21
PaGoTa B HOUHOE Bpems — 3TO pabdoTa:
Bribepure ouH OTBET:

f'_

a. ¢ 21 gaca 10 5 yacoB
P

b. ¢ 22 yacoB 10 6 yacos
P

€. ¢ 20 yacoB 10 4 yacos
P

d. ¢ 23 4acos 110 5 yacos

Bormpoc 22

3asiBIIeHHE O IIpUeMe Ha paboTy ClIeyeT aApecoBaTh. ..
Bri6epute oquH OTBET:

a. HAYAIBLHHUKY OT/ElIa KaAPOB U PYKOBOIAMTEIIIO IIOAPA3AEIICHHS
b. B oTen kagpos
C. COOCTBEHHUKY TIPETIPHSTHS

d. pyKOBOJMTEIIO OpraHU3aluK
Bompoc 23
[TpaBo Ha ouepeHOMN OTIIYCK y paOOTHUKA BO3HUKAET:
BeiGepute oauH OTBET:

a. cpa3y MocJe 3aKJII0UeHHUs: TPYA0BOTO JI0TOBOpa
~

b. o nucreuenum 2 mecsauen

C. 110 UCTEUYEHNH 6 MECSIIEB

f_.
d. mo ucreyenuu 1 roga ¢ MOMEHTA 3aKJIFOUEHUS TPYAOBOTO JJOTOBOpPa

Bomnpoc 24
ATtTecranys pabOTHHKA 3TO. ..
Bri6epute ouH OTBET:

a. ompejenenre Kpanupukanuu paboTHUKA

- o
b. omeHka esTeNbHOCTH PA0OOTHHUKA 33 OTUYCTHBIN TTEPHOJT
C. OlIeHKa MPOo(eCCHOHATBHBIX Ka4eCTB paOOTHUKA

d. BeIsIBIIeHHE HanOoJIee KBATH()UIIUPOBAHHBIX PAOOTHUKOB JUTS TIOOIIPEHHS
Bompoc 25
HcnpITaTenbHbIN CPOK MPU IprUeMe Ha paboTy He YCTaHABIMBAETCS:
Bribepute oauH oTBET:

a. OepeMEeHHBIM KEHIITMHAM
b. pykoBoauTensm
C. MHBAJIUAM

d. mumam Momnoxe 16 ner
Bomnpoc 26
Pabouee MecTo — 3T0:
BriOepure o1H OTBET:

a. MECTO, I71e paOOTHUK J0JDKEH HaXOAUTHCS B CBSA3H € ero padoueil pyHKIuei

b. Mecto, e paboToaaTeNb BCETIa MOKET 3aCTaTh pa0OTHUKA

7

C. TEPPUTOPUS NPEANPHUATHS, C KOTOPHIM paOOTHHK 3aKJIFOUMIT TPYIOBOM IOTOBOD

®’

d. MecTo ero MoCTOSHHOTO MECTOHAXOK/ICHHS Ha padoTe
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IIpuiaoxkenue 2

OIIEHO‘-IHI)IC cpeacrea Jid mMpoBeacHu A HpOMe)KYTO‘IHOﬁ arrecranmmn

a) NnaHupyemble pe3ynbTaTbl 06yueHUA U OLLeHOUYHbIE CPeACTBa A1 NPOBeAeHUA MPOMEXKYTOUHOM

aTTecrauum:

MpumepHoe codeprcarue:

CTpykTyp
HbIN MnaaHupyembl
3NeMeHT | e pe3yabTaThbl OugeHouHble cpeacTaa
KomneTe 0byyeHus
HUMMK
OK-10 - cnocobHOCTbIO K MCNO/Ib30BaHMIO OCHOBHbIX METOA,08B, CNOCO60B M CpeacTB NONYYEHUs,

XpaHeHusA, nepepaboTkn nHpopmauyumn

3HaTb

OCHOBHble
NOHATKA
MeToA08,
cnoco6os u
cpeacTs
nosiy4YeHus,
XpaHeHus,
nepepaboTku
nHbopmaumnm

Ilepeuenv meopemuueckux 60npocoé K IK3ameny:
1. O6paboTKa aen no IMYHOMY COCTaBy.

2. CoctaBneHue onucem.

YmeTb

NPUMEHATb
MeToapbl,
CNocobbl 1
cpeacTsa
noJsiy4eHus,
XpaHeHus,
nepepadboTku
nHpopmauunm
B 0bnactu
KapoBoro
OEenonpounseo
AcTBa U
apPXMBHOTO

lpumepHsbie npakmuyeckue 3a0aHUSA 015 IK3AMeHa:

3anonHume yHudguyuposaHHyio gpopmy NoT-1
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CTpyKTyp
HbIH

aNeMeHT
KomneTe
HUMM

MnaHnpyembl
e pesy/bTaThbl
0by4yeHus

OueHouHble cpeacTsa

aena,

Bnagetb

CNOCobHOCTb
0 BHEAPATb
MeToapbl,
Cnocobbl 1
cpencrea
noay4yeHus,
XpaHeHus,
nepepaboTku
nHbopmaumun
B 0bnactu
KagpoBoro
Aenonpounsso
ACTBa U
apXMBHOTO
aena
npodeccmoHa
NIbHOA
AeaTeNbHOCTH

Pewuums mecmosoe 3adanue:

PaccraBbTe nepedrciieHHbIe HOPMAaTHBHO-TIPABOBBICAKTHI 110
IOpUANYECKON CHIie, HAaUMHAs C CaMOTro IJIaBHOTO 10 3HAYMMOCTH:
a) Tpynosoit kogekc Poccuiickoit denepanuu;

0) Konctutynus Poccuiickoit @enepanuu;

B) [locranosnenue I'ockomcrara P® ot 05 ssaBapst 2004 r. Ne 1;

r) ®enepanbubiit 3akoH 0127.07.2006 Ne 149-03«0O06 nndopmanuu,
MH()OPMAMOHHBIX TEXHOJIOTHSIX U O 3aIIUTE HHPOPMALIII.

IIK-1- cnocodHOCTBIO NMPUMCEHATDH HAYYHBIC METOABI IIPU UCCJICAOBAHUMN 00LEKTOB

npo¢eccCuoOHATILHOM AeITeJIbHOCTH

3HaTb

Hay4YHble
MeToabl B
obnactu
OOKyMeHToBe
AeHua u
AOKyMeHTaLM
OHHOTO
obecneyeHus
ynpasneHus;
HayYHbIX
MeToa0B
nccnenoBaHu
A COUManbHbIX
cuctem.

Hepeueub meopemudeCKux 60npocoé K IK3ameny.
1. 9KcnepTn3a LEHHOCTU AOKYMEHTOB.

2. OdopmneHue gen.

YmeTtb

NPUMEHATb
Hay4Hble
MeToAbl B
obnactn
OOKYMeHTOBe

lpumepHsble npakmuyecKue 3a0aHUSA 015 IK3AMeHa:

3anonHume yHudguyuposaHHyio gpopmy NoT-2
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CTpyKTyp
HbIH

aNeMeHT
KomneTe
HUMM

MNnannpyemb
e pesy/bTaThbl
0by4yeHus

OueHouHble cpeacTsa

AEHNA N
OOKyMeHTaum
OHHOrO
obecneyeHuns
ynpasaeHus

Bnagetb

HaBblKamu
npumeHeHua
Hay4HbIX
MeTo0B B
obnactu
OOKyMeHTOoBe
AeHnAan
OOKYMeHTaum
OHHOrO
obecneyeHus
ynpasneHus;
HaBblKamu
coumonormyec
KnX
nccnenoBaHu
n
NPUMeHUTeNb
HO K
OOKyMeHTOoBe
AEeHUIo U
apxmsoBeaeH
nio

Pewuumov mecmoesoe 3aoanue:
NcKknounTe U3 KaTeropmasbHoro paaa JNWHNK AOKYMEHT U

obocHywnTe Baw Bbibop:

1) npuKas, peleHne, NOCTAaHOB/IEHWNE, JOMKHOCTHAA
pacnopsaKeHue;

2)pelueHune, NpUKas, PpacrnopsAKeHUe, akT, NOCTaHOB/EHME;

3)wTaTHOE pacnucaHune, Nnucbmo, dakc, TenedpoHorpamma, o6bACHUTENbHARA
3anncka;

4)aHKeTa, 3asaB/ieHNe, aBTObUOrpadus, NMYHaA KapToUKa, AOKNaAHas
3anucka.

IIK-5- B1ageHueM TeHIeHUMAMH Pa3BUTHS MH(POPMALMOHHO-TOKYMEHTAHOHHOIO U

o0ecrneyeHusi ynpaBjeHUsl apXHMBHOIO0 jiejia

3HaTb

OCHOBHble
TeHaeHUUn
pa3BuTUA
nHpopmaumno
HHOro U
OOKYMeHTaum
OHHOro
obecneyeHus
ynpasieHus,
a TaKxKe
apXMBHOrO

Ilepeuenv meopemuueckux 60npoco6 K IK3ameny:
1. dopmumpoBsaHue gen.

2. XpaHeHue gen
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CTpyKTyp
HbIH

aNeMeHT
KomneTe
HUMM

MnaHnpyembl
e pesy/bTaThbl
0by4yeHus

OueHouHble cpeacTsa

aena

YmeTb

NPUMEHATb
U3yYeHHble
TeHAEeHLMU
pas3BuTUA
nHpopmaumo
HHO-
OOKYMeHTauM
OHHOIo U
obecneyeHus
ynpasneHua
apPXMBHOrO
aena B
npodeccmoHa
NIbHOA
AeATeNbHOCTH

lpumepHoble npakmu4vecKue 3a0aHus 0018 3K3amMeHa:

3anonHume yHudguyupoeaHHyio gpopmy NoT-3

Bnagetb

TeHAeHUMAMM
pa3BuTUA
MHbopMaLmo
HHO-
OOKYMeHTauM
OHHOTO "
obecneyeHus
ynpasneHun
apXMBHOTO
aena

Onpedenume, K KAKUM 8udam 00KyMeHmMos omHocamca

npedcmaesneHHble HUXCe hpazmeHmebil.

Tekcr 1
®dPupmeHHOE HaMMEHOBaHME U MECTOHAXOXAeHWe obLiecTsa
1.1. NonHbIM bd1pMeHHbIM

HanmeHoBaHMeM obuiecTBa

OorpaHuYyeHHoOM OTBETCTBEHHOCTbIO « HITAN. CoKpaweHHoe

HaumeHoBaHMe obuiectea — 000 «HITAN.

eCcToHaxoXAeHue obuwecTsa (NoyToBbIN agpec): MonoaeKHblii npocn., 15,

r. KpacHospck-45,630091, Poccuitckan deaepauyus.
Teker 2
Obuue nonoxeHusn
1.1.CekpeTapb-pedepeHT oTHOCUTCA K  KaTeropuu C
NPUHUMAETCA U YBOJIbHAETCA ANPEKTOPOM.
1.2.0cHOBHbIMM 3agavyamum

cekpeTaps-pedpepeHTa ABAAeT

AOKYMeHTaUuMOHHOEe obecneyeHune ynpaBnqueCKoM AeATENbHOCTMU...
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CTpyKTyp
HbIH

aNeMeHT
Komnete
HUUK

MnaHnpyembl
e pesy/bTaThbl
0by4yeHus

OueHouHble cpeacTsa

Tekct 3

NNEKTPONPOBOAKA B y‘-IE6HbIX nomeuweHnAxX 401X KHa HaxXoaAnTbCA B UCMTPABHOM
COCTOAHUN. COI'IpOTMBJ'IEHVIE n3onAaunm NnposBoaos A0/IXKHO Nepnognyvecku

3amMepATbCA, MPU HEOBXOAMMOCTHU AO/IKEH MPOM3BOANUTLCA PEMOHT.

hnpeLLaeTca NPUMEHATb A1 3alUMTbl 31eKTpoceTei BMeCTO aBTOMaTUYECKMX
npefoxpaHUTeNei 1 NIaBKUX BCTaBOK 3aLLMTY KYCTapHOrO U3roTOBAEHMA
(«>KyuKm»).

ITK-6- cnoco0HOCTHI0 AaHAJU3UPOBATH CUTYAIMIO HA PhIHKE HH(OPMAIMOHHBIX TPOIYKTOB
U YCJIYT, 1aBaTh IKCIEPTHYI0 OLIEHKY COBPEMEHHbIM CHCTEeMAaM 3JIEKTPOHHOI'0

)IOKYMCHT006OPOT3 H BCACHUSA IJICKTPOHHOT'0 apXuBa

3HaTb

nHbopmaumo
HHble
NPOAYKTbI
npeanaraembl
e Ha
BHYTPEHHEM U
BHELIHEM
pbIHKE,
COBpPEMEHHble
C3au
3N1eKTPOHHbIE
apXuBbl Ha
BbICOKOM
ypOBHe
BOCMpousBses,
eHUA U
06BbACHEHUA
nHbopmaumnm

Ilepeuenv meopemuueckux 60npoco8 K IK3ameny:
1. lnyHoe peno paboTHUKa.

2. HomeHKnaTypa aen KagpoBoi ciyKobl.

YmeTb

NPUMEHATb
nHbopmaumno
HHble
NPOAYKTbI
npegnaraembl
e Ha
BHYTPEHHEM U
BHELWHeM
PbIHKe,
COBpPEMEHHble

MpumepHsbie npakmuyecKkue 3a0aHuUA 014 IK3ameHa:

3anonHume yHuguyuposaHHyto gpopmy NoT-4
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CTpyKTyp

HbIM MnaHupyembl
3/1eMeHT | e pesynbTarbl OLEeHOYHbIe cpeacTBa
KomneTe 0byyeHus
HLMK
C34u
3N1EeKTPOHHbIE
apxmBbl
BnageTtb | npuemamm Onpeodenume 6uo 00Kymenma, ONUpPAsAch, Ha ciedyrouiue pazmenmaol
aHanu3a mekcma.

CUTYaUMK Ha
pbIHKe
nHpopmaumo
HHbIX
NPOAYKTOB U
ycnyr, AaBaTtb
SKCMepTHYH
OL,EeHKy
COBPEMEHHDI
M CUCTEMaM
3/1EKTPOHHOTO
OOKYMEHT00b
opoTa u
BEAEHMUSA
3NEKTPOHHOTO
apxuBa

Teker 1

O6pazosanue: 1989-1994rr. — MOCKOBCKHI rOCY1apCTBEHHBIN
MeJarornYeCKuil MHCTUTYT C IPUCBOCHUEM KBATU(UKAIINN
MpernoaBaTesis HEMEIKOTO SI3bIKA.

1977-1987rr. — cnieunanu3upoBanHas mkosna Ne23 ¢ yriyOiIeHHbIM

M3Y4YEHHEM WHOCTPAHHBIX SI3BIKOB.
Texcr 2

B momenT aBapum Ha ckiaze Ne 2 s 6pu1a Ha 00eJie, MO3TOMY HE
MOTJIa MPEAOTBPATHTh BO3TOpaHUE KaOeIIs.
Teker 3

[Ipomry okazaTe MHE MaTepUATbHYIO TOMOIIb B CBSI3U C

TSAXKEJIIBIM MAaTCPHUATIbHBIM ITOJIOKCHUCM.

Texcr 4
OO6bsaBuTH 3k0HOMUCTY AltekceeBoit O. U. 3ameuanue.

Teker 5
Lenp: couckanue AOKHOCTH ceKpeTapsi-pedepeHTa.

Texer 6

HoBoxy no Bamero cBenenusi, 4To BO BBEpEHHOW MHE
nabopaToOpuM 0Ka3ajaoCh HEUCTIPABHBIM 000PYTIOBAHUE 10

ANKWIOEH30ITY.

Texcr 7

[Ipencenatens: K. E. Kaitropoackuii Cexperaps: U. T. Tumodeena
[IpucyrcTBoBanu: 17 yenoBek (CIMCOK MpHIIaraeTcs)

ITK-8- cnoco0HOCTHI0O AHAJH3UPOBATH HEHHOCTh JOKYMEHTOB C IEJIbI0 UX XPAHEHUSI

3HaTb

BCe 3Tanbl
3KCnepTUsbl
LEeHHOCTU
JOKYMEHTOB,
B
npenomneHnn
Ha

Hepeueub meopemudecCKux 60npocoeé K IK3ameny.
1. YueT 1 BegeHMe cCNpaBoOYHOro annapara.

2. lnyHoe geno paboTHMKa.
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CTpyKTyp

HbIM MnaHupyembl
3NeMeHT | e pe3ynbTaTbl OueHouHble cpeacTsa
KomneTe 0byyeHus
HUMK
cneundury
XpaHeHUs
OOKYMEHTOB
YmeTtb aHanM3npoBa
Tb LOKYMEHTbI
Ha npeamet
X lpumepHbie npakmuyecKue 3a0aHUSA 044 IK3AMeHa:
KCnepTmMsel v 3anonHume yHuguyuposaHHyio gpopmy NoT-5
ana
nocneayrower
0 UX
XpaHeHUs
Bnagetb | metomamum Hailidume owubKu 8 oghopmaeHuu 80AHHOCMHOU UHCMPYKYUU
3KCNepTHOM Ha4yanbHUKa omoesa Kaodpos.
OLLEHKM }
[1OKYMEHTOB C O6uWecTBO C OrpaHNYEHHON OTBETCTBEHHOCTbLIO «YTBE
Lenbto nx, «Kopnyc» leHep
nocneayrowier
0 XpaHeHus 000 «Kopnyc» 000 «
Ambar
23.01.
AOONKHOCTHAA MHCTPYKLUMA
Ha uHcneKkTopa no Kagpam
20.01.2012 Ne 3

1.06wme nososKeHus
2.®yHKuMK

3.[J0NKHOCTHbIe 0653aHHOCTH
4.Mpasa

5.0TBEeTCTBEHHOCTb

HauyanbHUK oTaena kagpos Kpyanose

B/3bl COTNACOBAHUA:
3am.reHepasibHOro AMpeKTopa

Benuuyko A. 3. Bennyko
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CTpyKTyp
HbIH

aNeMeHT
Komnete
HUUK

MnaHnpyembl
e pesy/bTaThbl
0by4yeHus

OueHouHble cpeacTsa

17.01.2012

MN.0. HayanbHUKa NpaBOBOro ynpasBneHmsA
Lapukosa T. B. LWapukosa

17.01.201

C MHCTpYKLMEN 03HaKoM/eH(a)

H. T. HaymoBa

IMK-10 - B1aieHHeM NMPUHIMIIAMHA U METOAMHU CO3/IaHHUS CIIPABOYHO-HHPOPMATMOHHBIX

CPeICTB K IOKYMeHTaM

3HaTb

onpeaeneHune
CNpaBOYHO-
MHbopMaumo
HHbIX CPeACTB
K
OOKyMeHTam;
NPUHUMMbI U
MeToab
co3faHua
CNpaBOYHO-
nHpopmaumno
HHbIX CPeACTB

Ilepeuenv meopemuueckux 60npoco6 K IK3ameny:
1. OdopmneHne KOMaHANPOBOK.

2. JOKyMeHTUPOBaHMNE YBOIbHEHUA

YmeTtb

NMPUMEHATb
npuHUunbl 1
MeTOobl
CO3/1aHUs
CIIPaBOYHO-
uH(popMaLo
HHBIX
CPEICTB K
JIOKYMEHTaM
B
IIPAKTUYECKO

u
JACATCIIBHOCT

lMpumepHsbie npakmuyeckue 3a0aHUSA 045 IK3aMeHa:

3anonHume yHuguyuposaHHyto gpopmy NoT-6
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CTpyKTyp

HbIM MnaHupyembl
3NeMeHT | e pe3ynbTaTbl OueHouHble cpeacTsa
KomneTe 0byyeHus
HUMK
u
Bnagetb | npuHuunamu | Halidume owubku, donyuwjeHHble 8 asmobuozpaghusx, ucnpasobme ux.
N MmeToZamm
Teker 1
co3faaHua
CNpPaBOYHO- o
P ATobunorpadusa Ceetnosoit MapuHbl MBaHOBHbI
nHpopmaumo

HHbIX CpeacTB
K
OOKYMEHTam,

Al poamnacb B *KMBOMUCHOM ropoge Ha Hese — B CaHKT-
Metepbypre.Moii oTeu, CBeT/ioB MBaH AnekceeBud, paboTHUK BaHKa.
Mo3Hakomuacs ¢ moen mamol MpuHoi MeTpoBHOM Ha KOHLEPTE B
dmnnapmoHum B 1975 roay, 8 1977 roay OHM NOXKEHUAUCD, A Yepes ABa roga
pogunace A. B Tpu roga y meHa o6HapyKMAmM My3blKasibHbIM CyX, @ NOTOMY
poAUTENN OTAANIN MEHA B My3blKa/lbHYHO LUKOAY HA CKPUMKY. B 06bIYHYO
LUKO/Y A NOLW/1a KaK BCe, B CEMb /IET, 3aKOHUYMa ee, NpaBaa, 6e3 meaanu, Ho
C XOPOLUIMMM OLEHKAMM. ITO MOMOIN0 MHE MOCTYNUTb B NeAArOrMYECKuit
WMHCTUTYT Ha PaKy/IbTET MHOCTPAHHbIX A3bIKOB, KOTOPbLIN A 3aKkoH4YKNa 82001
roay. Ceinyac a npenogato GpaHLy3CKUi B CpeaHen LWKoAe C

35

A3bIKOBbIM YK/IOHOM, MHE 3TO O4YeHb HpaBuTcs. Booblue nobato paboTath C
aetbMun. HKuBy A ¢ nanoi n mamoi B JIeHUHCKOM palioHe Ha yauue lepueHa,

Aom 3, KBapTtupa 35.

TeKcer 2

ABTobMOrpadua TroneHnHa Anna JeHUcoBHa

15 pekabps 1975 roga B r. MypmaHcke

he 1982-1993 rr. — cpegHAana wkona Ne 158 r. MypmaHcKa
1981-1989 rr. — xygoxecTBeHHas wKoaa Ne 5 r. MypmaHcKa
1994-198  rr.— MITIN, cneuManbHOCTb — YyYUTEIb PYCCKOrO A3bIK
nMTepaTypbl

2001 — HacT. Bpema — Mypm. cp. WK. N2 3, yuntenb pycCKOro A3bIKS

NMTEepPaTypbl

3amMyKeM, UMeto ABOMUX AeTel

e yn. Lnpokas, a. 93, k. 128

ITK-20- ¢cnoco0HOCTHI0 HCM0JIB30BATH NPABUJIA OPraHU3alUH BCeX ITANOB PadoThI ¢
AOKYMEHTaMH, B TOM YHCJIe APXHBHBIMHU 10KYMEHTAMH
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CTpyKTyp
HbIH

aNeMeHT
KomneTe
HUMM

MnaHnpyembl
e pesy/bTaThbl
0by4yeHus

OueHouHble cpeacTsa

3HaTb

npasuna
opraHusaumm
BCEX 3Tanos
paboTbl
OOKyMeHTaMu
, BK/to4asn
apXMBHble
DOKYMEHTbI

Ilepeuenv meopemuueckux 60npoco8 K IK3ameny:
1. lokymeHTUPOBaHWe NepeBoaoB 1 3aMeLLEeHUN.

2. OdopmneHune oTNyckoB paboTHMKOB.

YmeTtb

MCNo/1b30BaTb
npasuna
opraHusauum
BCEX 3TanoB
paboTbl C
OOKyMeHTaMu
, B TOM uncne
APXUBHbIMM
OOKYMeHTamm

MpumepHole npakmuyeckue 3a0aHusA 05 3K3ameHa:

3anoaHume yHuguyuposaHHyro popmy NoT-7

Bnagetb

CNOCobHOCTb
0
MCNONb30BaH
“A TIpaBUIl
OpraHu3aIuu
BCEX ATaIlOB
paboThl C
JIOKYMEHTaM
U, B TOM
YHCIe
apXUBHBIMU
JTIOKYMEHTaM
u

IHlopaook eedenus mpyooeoit KHuxicku onpeoensaemcs (06a
NPAGUNLHBIX OMEema):

a) Koncrurtynueit PO;

0) TpynoBbIM KosiekcoMm PO;

B) ®enepanbHbIM 3aKk0HOM OT 27.07.2006 Ne 149-03«0O06 nnhopmanuu,
MH(GOPMAIIMOHHBIX TEXHOJOTHUSX U O 3allUTe HHPOPMALIUNY;

r) [IpaBruaMu BeieHUs U XpaHEHUS TPYIOBBIX KHUKEK, N3TOTOBIICHUS
OJIaHKOB TPYIOBOW KHMKKH U o0ecrieyeHus UMM paboTonaTenei,
yrBepxaeHHbIMU [locTanoBneHuem Ilpasurenscrea PO ot 16.04.2003
Ne 225;

1) Pacniopspxenmnem [IpaBurenscra PO ot 23.04.1992 Ne 781-P«O
XpaHEHHUH! JTOKYMEHTOB T10 JTHYHOMY COCTaBY»;

e) MHcTpyKkuueit Mo 3an0IHEHUIO TPYIOBBIX KHUXKEK, YTBEP)KICHHOM
[ToctanoBnennem Muntpyna Poccun ot 10.10.2003 Ne 69.

IMK-21- B1ageHneM HABBIKAMHU COCTABJIEHHS OMMCEl 1€/, MOATOTOBKH /€] K mepeayie B

apXuB OPraHU3alMH, rOCY/IapCTBEHHbIH WJIM MyHHIHMNAJIBHBINA apXuB

3HaTb

noHATHE
onucu aena,
MexaHn3m
NoAroTOBKU
nepegayun aen
B apXxuB
opraHusaumm,

Ilepeuenv meopemuueckux 60npoco6 K IK3ameny:
1. JOKyMeHTMPOBaHMNE NOOLLPEHNIA.

2. JOKyMeHTUPOBaHNe ANCLUMNANHAPHBIX B3bICKAHUN.
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CTpyKTyp
HbIH

aNeMeHT
KomneTe
HUMM

MnaHnpyembl
e pesy/bTaThbl
0by4yeHus

OueHouHble cpeacTsa

rocyapcrBeH
HbIW N
MYHUUMNANbH
bl apXUB

YmeTb

COCTaBAATb
onucu aen
ans
NoAroTOBKM K
nepenave B
apxvs
opraHusaumm,
rocygapcTBeH
HbIN UK
MYHUUMNANbH
bl apXxmB

MpumepHole npakmuyeckue 3a0aHuUsA 05 3K3ameHa:

3anoaHume yHugpuyuposaHHyo gpopmy NoT-8

Bnagetb

HaBBIKAMH
COCTaBJICHUS
omnyce aer,
MMOATOTOBKH
e K
nepegaye B
apXuB
OpraHu3aluu
,
rocy1apcTBe
HHBIN WITH
MYHULIMTIATb
HBII apXuB

Peuwiums mecmoesoe 3a0anue: Ilpu pazpabotrke [lomoxxenus o 3ammre
MEPCOHATBHBIX JAHHBIX CIEAYeT PYKOBOJCTBOBATHCS CIEAYIOIIUMHU
3aKOHAMHU (3 NPABUIbHbIX OMBEMA):

a) Koncruryuueit P®;

6) TpynoBem kogexcom PO, ct. 85 — 90;

B) ®enepanbHbiM 3ak0HOM OT 15 nexadps 2001 r. Ne 167-03«00
00s13aTeIbHOM NTIEHCUOHHOM CTPaxOBaHUU B PDy;

r) @enepanbHbiM 3akoHOM 0T 06 anpens 2011 r. Ne63-P3«00
BJIEKTPOHHOU MOJIITUCHY;

n) @eaepanbHbIM 3ak0HOM OT 27 wronst 2006 r. Ne 149-D3«06
nHpopManuy, HHOOPMAITMOHHBIX TEXHOJOTHIX M O 3aIUTe
uHpopmanuny; ) denepanbHbIM 3aK0HOM OT 27 utonst 2006 Nel52-D3
«O mepcoHaNbHBIX JaHHBIX».

IMK-22- cnoco0HOCTHI0 NPUHUMATH Y4acTHEe B PadoTe M0 MPOBEAEHNI0 IKCIEPTH3bI

HEHHOCTH
3HaTb noHATue Ilepeuenv meopemuueckux 60npoco8 K IK3AMeny:
3KCNepTH3bl 1. JINYHbBIV INCTOK M NINYHAA KapTOUYKa PpaboTHUKaA.
LEeHHOCTU .
2. BefieHue TPYA0BOM KHUMKKM PabOTHUKA.
AOKYMEHTOB
YmeTb npoBOAUTb MpumepHsbie npakmuyveckue 3a0aHuUA 0114 IK3ameHa:
3KCNepTUsy
o]-
LLEHHOCTH 3anonHume yHudguyuposaHHyio gpopmy NoT-9
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CTpyKTyp

HbIM MnaHupyembl
3NeMeHT | e pe3ynbTaTbl OueHouHble cpeacTsa
KomneTe 0byyeHus
HUMK
OOKYMEHTOB
Bnagetb | metogamwm Pewumb mecmoeoe 3a0aHue:
nposeaeHuA
3KCnepTU3bI depepanbHblii 33KOH, YCTaHaB/MBAIOLLNN B3aul
LEHHOCTH o o
nposepsAowmm opraHom — deaepanbHOM MHCNEKLMEN TPYAA:
OOKYMEHTOB
Ha BbICOKOM [ 3) depepanbHbliii 3akoH 0108 aBrycta 2001 r. Ne 134-93«0
YypOBHe

npaB IPUAUYECKUX UL, U UHANBUAYANbHbIX NpeanpuHUMmaTenein npu
npoBeAeHUN rocyAapCTBEHHOIO KOHTPOAA (Haa3opa)y;

6) PepepanbHbI 3aKoH oT 15 aekabps 2001 r. Ne 166-d3

«O rocygapcTBEHHOM NEHCMOHHOM obecrieyeHnmn B PO »;

B) PesepanbHbIn 3aKOH
oxpaHbl Tpyaa B Poccuiickoit Peapepaunn»;
r) depepanbHblii 3aKOH
npaB IPUAUYECKUX UL, U UHANBUAYANbHbIX NpeAnpUHUMaTENEn Npu
OCYLLECTB/IEHUU

rocygapCrBeHHOro

MYHUUMNANBbHOIO KOHTPOA».

o117 nona 1999 r. Ne 181-d3«06

oT 26 nekabpa 2008 r. Ne 294-®3«0

KOHTY]

ITK-24- Bn1ageHneM HABbIKAMH OPraHU3AI[UH CIIPABOYHO-TIOUCKOBBIX CPEACTB H
HCMOJIb30BAHUS APXUBHBIX JOKYMEHTOB

3HaTb

noHATNE
cnpaBoO4yHO-
NMOUCKOBbIX
cpeacTs,
dPXUBHbIX
AOKYMEHTOB

Ilepeuenv meopemuueckux 60npoco6 K IK3ameny:
1. yHudmMumMpoBaHHble GOPMbl 4OKYMEHTOB MO y4YeTy Kaapos.

2. OdopmneHue npuema Ha pabory.

YmeTb

OpraHM3oBbLIB
aTb
CnpaBoOYyHO-
NMOUCKOBbIE
cpeAactea B

lpumepHsbie npakmuyeckue 3a0aHUSA 015 IK3ameHa:

3anonHume yHudguyupoesaHHyto gpopmy NoT-10
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CTpyKTyp

HbIM MnaHupyembl
3/1eMeHT | e pe3ynbTaThl OugeHouHble cpeacTsa
KomneTe 0byyeHus
HUMK
opraHusaumsx
Bnapetb | HaBblkamm Pewumb mecmoeoe 3a0aHue:
opraHusauum
CAPaBoYHO- OcHoBHble TpeboBaHUA K 0bOPMIEHNIO KaapPOBOW OOKYMEHT,
NMOUCKOBbIX
OopraHusaunun npeabsaBieHbl:
cpeacTe n
ncnoab3osaH a) Tpyaosbim Kogekcom P®;

nA apPXUBHbIX
AOKYMEHTOB

6) ycTaBOM opraHusauuu;
B) FocyaapcTBeHHOM CUCTEMOWAOKYMEHTALUMOHHOTO
yrpaB/ieHus;

r) MHCTPYKLMEN NO KaApoBOMY 4eN0NPOU3BOACTBY.

auuun B

ITK-26- B1ageHneM HABbIKAMHU 00Pa0OTKHU JOKYMEHTOB HA BceX 3Tanax

)IOKyMCHTOOﬁOpOTa, CUCTEMATU3aAllUU, COCTABJICHUA HOMECHKJIATYPbI 1€J1

3HaTb

TEOPETUYECKU
X NOAXO[0B U
OCHOBHbIX
NPUHLMMNOB U
MeToa0B
yrnopsaaoyeHu
A
[OKYMEHTOB;
nopnag,
Ka
opraHusaumm
[OKYMEHTOB B
KOMIM/IEKCb!

Ilepeuens meopemuueckux 60npocoé K IK3ameny:
1. dyHKUMM cyK6bl Kaapos.

2. JONKHOCTHAA MHCTPYKLUMA COTPYAHUKA OTAENA KaapoB.

YmeTb

aHATM3MUPOBa
Th  COCTaB
JOKYMEHTAI]
uu
OpTaHHU3aIuU
B
COOTBETCTBHU
u c
YCTaHOBJICHH
bIMHU
TpeOOBaHMS
MU;

MpumepHsbie NnpaKkmuYecKue 3a0aHUA 014 IK3AMEHA:

3anonHume yHuduyuposaHHyio gpopmy NoT-11
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CTpyKTyp
HbIH

aNeMeHT
KomneTe
HUMM

MnaHnpyembl
e pesy/bTaThbl
0by4yeHus

OueHouHble cpeacTsa

peaan30BaTh
Ha TIPaKTUKE
YIOPSA0YCH
ue
KOMIUIEKCOB
JIOKYMEHTOB
u
nHpopmarmo
HHBIX
NIOTOKOB B
COOTBETCTBHU
u c
YCTaHOBJICHH
BIMHU
METOJIaMU U
npreMamu;
oOpabarbeiBaT
b
JIOKYMEHTBI
Ha BCEX
JTamax
JIOKYMEHTOO
Oopora,
CUCTEMAaTHU3H
poBaTh "
COCTaBIISITh
HOMECHKJIATY

py Ien.

Bnagetb

IMpUuHIOMUIIaMHA
U METOJaMHU
YIOPAIOYEH
usl cCocTaBa
JIOKyMEHTOB
u
uH(popMaLo
HHBIX
roKazareJyeun
; HABBIKAMH
00paboTKu
JIOKYMEHTOB
Ha BCEX
sTamax
JIOKYMEHTOO
Oopora;
HaBbIKaMU
coopa,
000011IeHMS,
CUCTEeMaTH3a

Pewumb mecmoeoe 3adaHue:

HopmaTunsHbIN

aKT, obasbiBaowWmMiipaboToaaTens OOKYM

TPYAOBYHO AeATeNIbHOCTb PabOTHUKA:

a) PacnopsrkeHue MNpasutennbctea PP ot 23.04.1992 No |
«O XpaHeHWU JOKYMEHTOB MO IMYHOMY COCTaBYY;

6) TpynoBoli Koaekc PO;

B) MocTaHoBneHue MpaButenbctea PO ot 16.04.2003 Ne
«O TPYAOBbIX KHUMXKKAXY;

r) NocraHoBneHne MuHTpyaa PO ot 10.10.2003 Ne 69

«06 yTBEPXKAEHMM NHCTPYKLMMU MO 3aMN0JHEHWNIO TPYAOB
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CTpyKTyp
HbIH

aNeMeHT
Komnete
HUUK

MnaHnpyembl
e pesy/bTaThbl
0by4yeHus

OueHouHble cpeacTsa

1912087
aHaJM3a
bakTuyecKu
X TAHHBIX;
HaBBIKAMU
COCTaBJICHUS
HOMEHKJIATY
pBI J1el.

IMK-27- cnoco0HOCTHI0 NPUHUMATH Y4acTHe B padoTe 10 NPOBeIEHHI0 IKCIIEPTH3bI

IHMEHHOCTHU JOKYMCHTOB

3HaTb noHATME Ilepeuenv meopemuueckux 60npoco6 K IK3ameny:
3KCMepTU3bl 1. NpaBwnna BHyTPEHHEro TPyA0BOro pacnopsaaka.
LLeHHOCTH
2. MonoxeHue o cnyxbe Kagpos
[OKYMEHTOB
YmeTb | NpoBOANTL MpumepHbie npakmuyeckue 3a0aHUA 014 IK3AMeEHQ:
aKcnepTUsy
LLeHHOCTM 3anonHume yHudguyuposaHHyio gpopmy NoT-12 n 17
OOKYMEHTOB
Bnagetb | metogamm
npoBegeHuA
Pemmmth TecTOBOE 3ananue:
SKCnepTnsbI Otpacib 1eATeTbHOCTH, TIOKYMEHTHUPYIOIIasi TPYAOBbIE OTHOIICHHUS: a)
LEeHHOCTU JICJIONPOU3BOICTBO; 0) KaJIpOBOE JICTIONPOU3BOJICTBO;
AOKYMEHTOB [ B) 1eJI0MPOU3BOICTBO M0 OOPAILICHUSM I'pak/JaH; I') apXUBHOE JIENO.
Ha BbICOKOM
ypoOBHe

JIIK-3- 3HaHNeM 0CHOB TPYA0BOI'0 3aKOHOAATEIbCTBA, IPABUJ U HOPM OXPaHbI TPyaa

3HaTb

OCHOBHbIE
NOHATUA B
obnactu
Tpy[0BOro
npasa P®, a
TaKKe npasun
N HOpM
OXpaHbl Tpy4a

Ilepeuenv meopemuueckux 60npoco6 K IK3ameny:
1. YcTaB (nonoxeHune) opraHnsaumm.

2. KoNneKT1BHBbIM 1 TPYA0BOM AOrOBOPbI.

YmeTtb

NPUMEHATb
OCHOBbI
TpyAaoBoro
3aKoHogaTe b

lMpumepHsbie npakmuyecKkue 3a0aHUSA 05 IK3AMeHa:

3anonHume yHuduyuposaHHyio gpopmy NoT-13
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CTpyKTyp
HbIH

aNeMeHT
KomneTe
HUMM

MnaHnpyembl
e pesy/bTaThbl
0by4yeHus

OueHouHble cpeacTsa

CTBa,
npasmna u
HOpPMbl
OXpaHbl
TPyAas
npodeccmoHa
JIbHOM U
NpaKTU4eCcKom
AeATeNbHOCTU

Bnagetb

3HaBE¢MONHYTE 3a4aHMne:

ocaoB TK
POVICFHRABOTE OWNOKM B 0POPMIEHNN PEKBUIUTOB:
IIpaBuI "
HOpPM
oxplad¥?
TpyHa PekBusut
n/n
1 1.11.12 ropa
2 rop| C-Netepbypr,Poccus, yamuaC.-LLlepbuHa,an.35-2,0éumc 7
3 [BancTpoiimoHTaxK
4 MNpd HeobxoaMMmocCTb YyBONTL MBalLKeBUYa
5 leH. anpekTop «Tepemok» UrHnaTos P. 1.
BegHo:
6
21.12.2012
7 |COINACOBAHO A.T. I'pasHoBbIM 3 geKkabps 2012 roga
8 Mapt 2012 ropa
9 Mp@wy noarotoBUTb NPoeKT gorosopa ¢ 3A0 «UcKpa» K 14.05.12r.
10 |reH| anpekTop Mognucy Py3Hnkos H. .
11 [0 npurnaweHMn Ha BbICTaBKY HOBbIX TEXHONOMMI, KOTopasa cocTomnTcs20.09.2012
CorjnacoBaHo 12.04.12
12  |CT. meHemxep Moanucb
Kpyuknuit M. P,
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CTpyKTyp

HbIM MnaHupyembl
3NeMeHT | e pe3ynbTaThbl OugeHouHble cpeacTsa
KomneTe 0byyeHus
HUMMK
13 [09.18.12r.
14 |0 33cemaHum npaBneHusa koonepatuea «Crapt»
rop| C-Metepbypr
OAD «[lMoneHTa»;
15
r. Hux. Hosropoga, 115209,
yA.[Mon.-T'sapaeiiues,21
Jupektopy pupmbl «PocHedTb»
16
Bynbirnny E. M. oT rnaBbyxa Yu:koBa

16

JITK-5- cnnoco0HOCTHIO K COOJIIOICHHIO TPeOOBAHNI K OPraHU3alMi KaJpoBOro
AeJIONPON3BOACTBA U JOKYMEHTHPOBAHNIO TPYAOBBIX OTHOIIEHHU I, XPAHEHUIO IOKYMEHTOB
M0 JTUYHOMY COCTABY

3HaTb

noHATue
OopraHusauum
KagpoBoro
Aenonpounsso
ACTBA U
OOKYMEHTUPO
BaHue
TPYAOBbIX
OTHOLUEHWU

Ilepeuenv meopemuueckux 60npoco8 K IK3ameny:
1. Ponb KagpoBoi NONUTUKN B COBPEMEHHbIX YCOBUAX.

2. 3aKoHOAATeIbHO-HOPMATUBHOE PEry/IMPOBaHue AeATeNbHOCTU
KaZpoBOW CnyObl.

YmeTtb

cobaopatb
TpeboBaHMA K
opraHMsaumm
KafApoBoro
Oenonpounseo
ACTBa U
OOKYMEHTUPO
BaHUIO
TPYAOBbIX
OTHOLLEHWN

MpumepHsbie NnpakmuYecKue 3a0aHUA 014 IK3AMEHA:

3anoaHume yHuguyuposaHHyro chpopmy NoT-14 n 22

Bnagetb

MeTodamun
opraHunsauunu

Halidume owubKu, donyueHHble Npu cocmasseHuu npuKasa o npueme
pabomHuka Ha pabomy.
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CTpyKTyp

HbIM MnaHupyembl
3NeMeHT | e pe3ynbTaThbl OueHouHble cpeacTsa
KomneTe 0byyeHus
HUMK
KaZpoBoro
Aenonpounsso
AcTBa

bImoe aKyuoHepHoe obujecmeo «Kciepm»

lepm»)

e opraHusauuu)

KeHue)

paboTHUKa Ha paboTy

a paborty

Muxaun Bacunvesuy

YHuduumposaHHaa ¢opma Ne T-1
YtBepxaeHa MNoctaHoBneHnem FockomcTtaTta Poccun

o1 05.01.2004 Ne 1

Kop,

dopma no OKY 03
no OKMNO 87¢
Homep pokymeHTa |Jata cocta
81 23.1
1}
c 20.11

no
TabenbH

(damunun, ums, otuectso)

(cTpyKTYypHOE noapaszenexHve)

cneyuanaucm no pexkname

OCHO8HQaA, NOCMOAHHAA

(ycnosus npuema Ha paboTy, xapaktep pa6oTbl)

(AonxHOCTb (cneumanbHOCTb, Npodeccus), paspaa, Kaacc (Kateropua) keannduKkaumm)
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CTpyKTyp

HbIM MnaHupyembl
3IeMeHT | e pe3yabTaTbl OueHouHble cpeacTBa
KomneTe 0byyeHus
HLUK
C TapudHoW fTaBKoM (OKNagoM) 40 000 py6. 00 «
(umdpamn)
Haab6aBKoM 00UH py6. K
(umdpamm)
C MCMNbITaHWEM Ha CPOK mecauale
OcHoBaHue:
Tpynosoit Agrosop ot “ 20" HoA6psA 2012 r. Ne 11-12
PyKkoBoauTeNp OpraHusaumm leHepanoHbIli dupekmop BopoHuH E. A. BOpOHUH

C npukasom (

(monmkHOCTb) (nnuHas nognuchb)

bacnopsA)KeHuem) paboTHUK 03HaKOMEH Makcumos

(pacwmopoBK

“26” HoA6pA20 12r

(nMuHan noanucb)

B desno Ne 04-02

Kpomoea 26.11.2012

la noanucu)
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6) NopsaaoK NpoBeAeHMA NPOMEKYTOUHOM aTTecTauum, NoKasaTeamn U KpUTepPumn OLLeHUBaAHUA:

IIpumepHasi CTPYKTYpa M coiepikaHue MYHKTA:

[IpomexxyTouHast aTTecTanus 1o Aucuuminae «KaxpoBoe 1eonpon3BoCTBOY BKIIIOYAET
TEOPETHYECKHE BOIIPOCHI, TO3BOJISIOIINE OIIEHUTH YPOBEHD YCBOCHUS 00yUYarOIMMUCS 3HAHUM, 1
NPaKTUYECKHE 3aaHNsl, BBIBISIOMINE CTENCHh C(HOPMUPOBAHHOCTH YMEHUI U BIIaICHHIA,
pOBOIUTCA B (hopMe SK3aMeHa U B (hOpMe BBHITIOJTHEHHUS U 3aIIUTHI KypCOBOM pabOTHI.

DK3aMeH 10 JTaHHOHW JUCITUIUIMHE MPOBOIUTCS B YCTHOM (popMe IO IK3aMEHAITMOHHBIM OHiieTaM,
KaQK/JIbIN U3 KOTOPBIX BKIIOUAET 2 TEOPETHUECKUX BOMPOCA U OJTHO MPAKTUUECKOE 3aaHHE.

Ilokazamenu u Kpumepuu ouenueanun zauema.:

— Ha OLEHKY «3ayema)» TO NUCUUIUIMHE OOYYarOIIMiiCS MOJDKEH BJIAJETh KaTeropHalIbHBIM
anmaparoM, YMETb €r0  HCHOJIb30BaTh B COOTBETCTBYIOLIEM  KOHTEKCTE;  yMETh
IIPOKOMMEHTHUPOBATh  ONPEACIICHUE, MOSICHUTH, IIPUBECTH IPUMEPBI, HLIKOCTPUPYIOLIME
oTJienbHbIe ToJoKeHusl. CTYIeHT IOJDKEH M3araTh MHGOPMAIUIO JIOTHYHO, MOCIEA0BATENbHO,
apryMEHTUPYsT M  KOMMEHTHPYS [OJOXKEHUSA, HCIOJIb30BaTh PACCYXIAKOLIUA  CTHIIb,
BBICKA3bIBaTh CBOIO MO3UIINIO, (POPMYIHUPOBATH BHIBOJIBI B KOHIIE BOIIPOCOB.

— Ha OLEHKY «He 3a4meHo0» BBICTABIIETCS, €CIM CTYIACHT BJIAJACET JIHUIIb OTACIbHBIMU
MOHSATUSAMH, HO HE YMEeT HX OOBACHHTHh, NPUMEHUTH B COOTBETCTBYIOIIEM KOHTEKCTE,
MPOWJLTIOCTPUPOBATh TpuMepaMu. YacTHYHO wu3naraeT WH(OpMaInio, HE MOXET MPUBECTU
MPUMEPBI, MOATBEPKIAIONIME BBIBOJBI, HE ONHPACTCS HAa MEXIUCUUIUIMHApHbIE 3HaHWsA. He
MOYET MPUMEHUTH NMOJTYYCHHBIE 3HAHUS HA MPAKTUKE.

IToxa3zatenu u KPUHTEPHUHA OLICHUBAHUSA IK3aMEHaA:

— Ha OIEHKY «OTJMYHO» (5 0aIoB) — 00y4YarouIuiicss IeMOHCTPUPYET BHICOKUN YPOBEHD
c(hOpMHUPOBAHHOCTH KOMIIETEHIIUH, BCECTOPOHHEE, CUCTEMATHUECKOE U TTyOOKOe 3HaHHE
yueOHOro MaTepuasa, CBOOOIHO BBIMOJIHAET MPAKTHUECKUE 3aJaHuUs, CBOOOHO ONIEpUpYyeT
3HAHUSAMHU, YMEHHUSIMH, IPUMEHSIET UX B CUTYaIUAX MOBBIIICHHON CI0KHOCTH.

— Ha OLIEHKY «Xopo1o» (4 6anna) — o0yyaronuiicst 1eMOHCTPUPYET CPEAHUN YPOBEHD
c(OPMHPOBAHHOCTH KOMITETEHIINI: OCHOBHBIE 3HAHUS, YMEHHUSI OCBOCHBI, HO JIOITYCKAIOTCS
HE3HAYNTENbHBIC ONIMOKH, HETOYHOCTH, 3aTPYAHEHUS MPH aHATUTHYECKUX OTIePaInsX,
nepeHoce 3HaHUK M YMEHUH Ha HOBBIE, HECTaHIAPTHBIC CUTYAITHH.

— Ha OLIEHKY «yA0BJeTBOPUTEIbLHO» (3 Oaia) — 00yJyarouuiicss 1eMOHCTPUPYET MOPOTOBBIT
ypOBeHb CHOPMUPOBAHHOCTH KOMITETEHIIMI: B X0/1€ KOHTPOJIbHBIX MEPOIIPUATHI TOMYCKAIOTCS
OLIMOKH, IPOSIBIIAETCS] OTCYTCTBUE OT/AEIbHBIX 3HaHUH, YMEHUI, HaBBIKOB, 00y4aroLiics
VCIBITHIBAET 3HAUNUTENbHbIE 3aTPYAHEHUS [IPU ONIEPUPOBAHUM 3HAHUAMU U YMEHUSIMU IIPU UX
IIEPEHOCE HAa HOBBIE CUTYaLlUU.
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— Ha OIICHKY «HeY/0BJIETBOPUTEIbHO» (2 6amia) — o0yJaromuiicss IeMOHCTPUPYET 3HAHUS HE
6onee 20% TeopeTUIeCKOro MaTepuana, TOMyCcKaeT CyIeCTBEHHBIC OMNOKH, HE MOXKET
MOKa3aTb MHTCJUICKTYAJIbHBIC HABBIKU PCIICHUA ITPOCTHIX 3a1a4.

— Ha OIEHKY «HEeY/I0BJIeTBOPUTEIbHO» (1 0ain) — 00yJarommiicss He MOXKET MOKa3aTh 3HAHUS
Ha YPOBHE BOCIIPOU3BEICHUS U O0BSICHEHUS MH(OPMAIINU, HE MOXKET MOKa3aTh
WHTEJUICKTYaJIbHbIE HABBIKU PEIICHUS TPOCTHIX 3a/1a4.

Tema 1. COCTAB M BUAbl KAAPOBbIX AOKYMEHTOB
1.1. Ponb KappoBbIX AOKYMEHTOB B pelleHun 3aga4 no ynpasaeHUio NepcoHaiom.

OCHOBHOM  MpouUecc [AOKYMEHTAaUMOHHOro obecneyeHuss Kagpamu  YCIOBHO  MOXKHO
nogpasfenvTb Ha [Be B3aMMOCBA3aHHbIE YacTU: AOKYMEHTMPOBaHWE YNpaBAeHWs Kagpamu U
opraHusauma paboTbl C KagPOBbIMU AOKYMEHTaMMU.

JokymeHmupoeaHue ynpaeneHua Kadpamu npepactaBnseT coboli co3gaHMe  KagpoBbiX
AOKYMEHTOB, 06eCcneyunBalonX pelleHne KagpoBbix 3a4a4.

MpuMmepHbIA nepeveHb Haubonee BaKHbIX 3a4ay MOXeT OblTb MPeACTaB/ieH B CAeAyioLWEeM
Buae:

- opopmieHNe opraHM3auumn Tpyaa paboTHMKOB;

- 3aK/0MEHME TPYAOBOro A40roBopa M obopmMaeHre nprema Ha pabory;

- opopmieHMe nNepeBoda Ha Apyryto paboTy;

- opopmieHNe NpeaoCcTaBAeHUA OTNYCKOB PaboTHNKaM;

- opopmieHNe nooLpeHnsa PaboTHNKOB;

- opopmIeHNe ANCLUMNANHAPHbBIX B3bICKAHNI PabOTHMKOB;

- opopmMIeHHNEe yyYeTa UCNONb30BaHUSA paboyero BpemeHu;

- opopmIeHHNe NpUBAEYEHUA K paboTe B BbIXOAHbIE M NPa3aHUYHbIE AHW;
- opopmIeHHNE CNYKeOHbIX KOMaHANPOBOK;

- NpeKpaLLeHne TPYA0BOro AOrOBOPA U 0popMIEHNE YBOSIbHEHUSA C PaboTbl.
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OpzaHu3zayusa pabomel ¢ kadpoeoii 0oKymeHmayueli npeacTasaneTt coboi npouecc 06paboTkm
KagpoBbiX JOKYMEHTOB, TaKKe obecneunsatolinx pelieHne KaapoBblxX 3a4au.

anMeprlﬁ nepeyvyeHb Hambonee BaXKHbIX 3a4a4, pewaembiX B TedyeHue 3TOoro npotecca,
COCTOUT U3 TaKnX onepau,m‘/‘l:

-BeLleHWNE TPYO0BbIX KHUMKEK;

- y4eT KagpoB., co3ZaHue 1 BeJeHMe CNpaBoYHOro annapara;

- GopMUpPOBaHUNE N BeAeHME NNYHBIX 4EN;

- COCTaB/IeHNEe HOMEHKNATYpPbl AeN CyK6bl Kagpos;

- NOArOTOBKaA AeN CNYK6bl KaApPoB K Nepeaye B apxms OpraHn3aumm;
- XpaHeHuWe aen cny:Kbbl KaApoB B apXMBeE OpraHM3aLuuy;

- NOPAAOK Nepeaayn aen cnyK6bl Kagpos.

Cyw,ecTBEHHbIM HEAOCTaTKOM HbIHEWHel CUCTeMbl AOKYMEHTMPOBAHMA KagpOBOM CAYKObI
ABNAETCA TO, YTO OHAa BO MHOIOM MOCTPOEHA Ha OCHOBE OTAE/IbHbIX aKTOB Pa3/IMYHbIX BEAOMCTB,
3a4acTylo He yBA3aHHbIX MeXKay coboi B 0bnacTax TpyL0BOro 3aKOHOAATENbCTBA, MPaXKAAHCKOro npasa,
yyeTa, CTaTUCTUKM U np. BegomcTBa smMNMpPUUYECKM 3aHMMAIOTCA KaK CO3gaHMeM HOPMATMBHO-
meToamuyeckolr 6asbl, TaK U MNOCTPOEHWEM Ha ee OcHOoBe (OpPM [AOKYMEHTOB MCXO4A W3 CBOMX
BEAOMCTBEHHbIX GYHKUMIA M 3agad. OTcloga M BO3HMKAKOT NPUHLMNMANAbHbIE OTAMUMA B POpmMax M
OOKYMEHTOB No Kagpam. OAHa M3 rNaBHbIX MPUYMH TAKOTO MOJIOXKEHUA — OTCYTCTBME B rocyfapcree
denepanbHOro opraHa WAM  UEHTPa, KOOPAMHMPYIOWEro co3gaHve U QYHKLMOHMPOBaHMeE
HopmaTBHOOMETOAMYECKOW 6a3bl LOKYMEHTUPOBAHMA.

KOHEeYHO, KecTKo 3aJ0KYMEHTMPOBATb AHOOYI0 YNpaBAEHYECKYD KaApoBYID CUTyaLMIO
NPaKTUYEeCKM HeBO3MOXKHO. Ho paspabotaTb  ONTUMaNbHYH  YHUPULMPOBAHHYID  CUCTEMY
B3aMMOCBA3aHHbIX NPaBOBbIX GOPM KaapoBbIX [AOKYMEHTOB, HEOBXOAMMbIX WM [AOCTAaTOYHbIX ANA
peweHnn KagpoBbiX 3a4ad, BrnosHe uenecoobpasHo M peanbHO. B aTom niaHe OcHOBHaA rpynna
Ka4pOBbIX AOKYMEHTOB, BKNHOUYEHHBIX B CUCTEMY, JO/IKHA ObITb yTBEPXKAEHA Ha desepanbHOM YpOoBHE U
MMEeTb MEeXBEeAOMCTBEHHbIN cTaTyc. PAa GopmM KaapoBbIX AOKYMEHTOB MOXHO YTBEPXAaTb Ha YPOBHe
depepanbHbiXx BELOMCTB MM OpraHoB cybbekToB Poccuiickoit dPepepauun, a HekoTopblie ¢opmbl
KaZpOBbIX OKYMEHTOB AONYCTMMO YTBEPKAATb HA YPOBHE OTAENbHbIX OpraHM3aLui.

TaKasa cucTema KaZpoBbIX AOKYMEHTOB MOJYYAT MOJIHYIO MPABOBYH MOAAEPIKKY, U byaer
BO3BeJEeH onpeaesieHHblt 6apbep Ha NyTM NPOM3BO/IbHOIO, CYy6GbEKTUBHOO BeAeHUA GOPM LOKYMEHTOB
no Kagpam.

1.2. HopmaTuMBHO-meTOAMUYECKME MaTepuasbl, periameHTUpylowme pabory ¢ Kaaposbimu
AOKYMEHTaMMU.

TpeboBaHMAa K 0GOPMNEHUIO [AOKYMEHTOB 6a3MpytoTcds Ha HOpPMATUBHO-NpaBoBoOi 6Hase
AeNonpousBoACTBa, KoTopasa npeacTaBnseT coboi COBOKYMHOCTb 3aKOHOAATe/bHbIX aKkToB PO,
NPaBOBbIX W HOPMATMBHbIX aKTOB W METOAMYECKMX [OKYMEHTOB, PersameHTUPYIOLMX BONPOCHI
CO34aHuA, TEXHONOTUIO 06PabOoTKN M XpaHEHUA LeN0BbIX AOKYMEHTOB, a TaKKe peryanpytowmx pabory
C/YK6 [,eN10NPon3BOACTBA HA BCEX YPOBHSAX yrnpasaeHus (puc. 1.1).
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B uenom HOpMaTUBHO-METOAMYECKYlo 6asy, peryimpyouyo AOKYMEHTMPOBaHME TPyAo0BOWM
AeATeNbHOCTU PaBOTHNKOB, YC/IOBHO MOXHO pasfennTb Ha NAaTb rpynn.

1. depepanbHble HOPMATMBHbIE aKTbl, KacaloLMeca TPYL40BOro npasa paboTHUKOB: KoHCTUTYLMA
P®, Tpynoson kogekc PP, Kogekc PO 06 agMUHUCTPATUBHDIX NPaBoHapyLleHuaAx, parkagaHCKMN KogeKe
P® n ap. B a1y rpynny Bxoaut pag PepepanbHbix 3akoHoB: «O rocygapCTBeHHOM TaivHe», «06
nHbopmauum, nHbopmatmsaumm, sawmTe MHPopmauum» K apyrue, pag ykasos [pesugeHTta PP wu
noctaHosneHui MNpasutenbcrea PO.

2. HopmaTuBHO-meTOoAMYECKUE OOKYMEHTbl Mo Tpyady, [Aenonpou3BOACTBY MO  Kagpam,
KnaccudmKaumm M CTaHOApTbl KagpoBOW [OOKYMEHTaUMW, apxMBHOMY deny: KsBanuduKaumoHHbIM
CNPaBOYHUK AO/IKHOCTEN PyKOBOAUTENEN, CNELLUMANUCTOB U CAyXKawmx; TUNOBbIe NpaBuaa BHYTPEHHETO
TPYOOBOro pacrnopsagka gnaa pabounx M cayxKawmx npeanpusatuii, yYpexaeHui u opraHusauui;
MerKoTpacneBble YKpPYrNHEHHble HOPMaTMBbl BPEeMeHM Ha pPaboTbl MO KOMMIEKTOBAHUIO U Y4YeTy
KagpoB; WHCTpyKUMs Mo BeAeHU0  TPYAOBbIX KHUMEK Ha NpeanpuaTUaX, B YUPEKAEHUAX U
opraHusaumax; FfocygapcTtBeHHas cuctemMa AOKYMeHTaUuMOHHOoro obecnedyenusa ynpasneHua (FCAOY),
TunoBana WHCTPYKUMSA MO AenonpousBoAcTBy B dedepasnbHbiX OpraHax WCNOAHUTENbHOW BAacTu;
OcHoBHble npaBua pPaboTbl apxMBOB OpraHM3aumii; NepedyeHb TUMOBbLIX YNPaBAEHYECKUX AOKYMEHTOB,
obpasylowmxca B  AEATENbHOCTM OpraHM3aumii, C YKa3aHMEM CPOKOB XPaHEHMA, a TaKkKe
obuwepoccuinckme knaccudpukatTopnbl n FOCTbI.

3. JloKanbHble HOpMaTUBHble aKTbl paboTogatens. K HMM OTHOCATCA: LWITAaTHOe pacnucaHue,
npaBuaa BHYTPEHHEro TPYAOBOrO PacrnopsKa; MONOXKEHME O MNEPCOHaNbHbIX AaHHbIX PabOTHMKA;
rpadukn CMEHHOCTU M OTMYCKOB; MOJIOXKEHUSA O MEPCOHasie, O KOMMUCCMM MO TPYZOBbLIM CMOpam, O
CTPYKTYPHbIX NOAPA3AENEHUAX U Ap.

4. NlutepaTypa no TPyAOBOMY MpaBy, OeNONPOM3BOACTBY MO Kagpam, AOKYMEHTUPOBAHWIO
TPYAOBOW AeATENbHOCTU M Ap.

5. HopmaTuBHble AOKYMEHTbI N0 KaZpam Camux OpraHM3aLMii, KOTopble BKAHOYAKOT Kak obuime
HOPMAaTMBHbIE TOJIOXKEHUA, W3BNAEYEHHblEe M3 deaepanbHbiX M BeAOMCTBEHHbIX HOPMAaTUBHbLIX W
METOAMYECKUX AOKYMEHTOB, TaK U CNeumdpuyecKkme MNONONKEeHUA, NPUMEHAEMble B opraHusaumax. K
TaKMM [AOKYMEHTaM MpeAe BCero OTHOCATCA MOJIOXKEHUA O CAyKbe KagpoB M AOMKHOCTHbIE
WHCTPYKLUMM pabOTHUKOB.

1.3. OpraHu3aLMOHHO-PACMOPAAUTENbHAA AOKYMEHTaLMUA, UCMO/ib3yeMmasa B AeATe/bHOCTU
KaApoBbIX CNY3K6.

MHpopmaumoHHble nNOKasaTenu, XapakTepusylowme paboTy C Kagpamu, OTparkaloTcA B
KOMMN/eKcax AOKYMEHTOB, CO34aBaeMblxX M 06pabaTbiBaeMbIX B KaApOBbIX CAy»Kbax.

Mof 0606WAWMMN NOHATUAMM «KAAPOBAA AOKYMEHTALMA» U «LOKYMEHTALMA NO INYHOMY
COCTaBy» MNOAPA3YMEBAIOT LMPOKUIA KPYr JLOKYMEHTOB, COLEPMKalUMX CBegeHusa O paboTHMKax
npeanpuATUA U 4eATeNbHOCTU CaMOW KaZpOBOM CYKObl.

[OKYMEHTbI, MCMOAb3yeMble B yNpaBAeHUM NEPCOHANOM, KAacCUOULMPYIOTCA MO Caeayowmm
BMAAM:

- OP2aHU3AUUOHHO-Kadpoeas OOKymeHmMayus — ycTaB OpraHv3auuu, LUTaTHOE pacrnucaHue,
npaBuaa BHYTPEHHEro TPYAOBOro pacrnopagKa (NosoxeHue o NepcoHasne), NONOKEHUA O CTPYKTYPHbIX
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noApasfaeneHunnx, MNoNONKeHUA (MHCTPYKUMM, CTaHAApTbl MNPeAnpuATUA) O BbIMOJAHEHUM OTAE/IbHbIX
BMA0B paboT, 4OKHOCTHbIE MHCTPYKLMK;

- Op2aHU3AUUOHHO-pacnopadumesnbHAa OGOKYMeHmMAyus, KOTOPYH YC/IOBHO  MOMHO
nogpasgenvtb Ha gBa Buga: 1) pacnopsguTenbHas OOKYMEHTaUMsA — MpPWKasbl, NOCTAHOB/EHMUS,
PacrnopsKeHUs, yKasaHwA, pelweHus; 2) MHOOPMALMOHHO-CNPABOYHAA AOKYMEHTauus — MNUCbMa,
TenerpaMmmbl, Gakcbl, TenedpoHOrpammsl, aKTbl, NPOTOKObI, AOKNAAHbIE U 0O BACHUTE/IbHbIE 3aMUCKMY;

- doKymeHmMayus no sAUYHOMY cocmasy.

KpOMe TOro, B CUCTEME Yynpas/ieHMA NepPCoOHaIoOM 06pau.|,aeTc>'-| naaHoBaA, OTYETHO-
CTaTUCTn4eCKaa AOKYMeEHTaUMA, JOKYMEHTaUMNA No counasibHOMY obecneyeHuto.

B CTPYKTYpHbIX MoApasaeneHnsax opraHusaumm paspabaTbiBaeTca M UCNO/b3yeTca pajg Apyrux
[OKYMEHTOB BHYTPEHHEro XapaKTepa, CBA3aHHbIX C yNpasJieHMem nepcoHasiom.

B obwem aenonpomsBoacTBe, KOTOPOE OXBaTbiBAET HE TOJIbKO KafpoByl, HO M BCce Apyrue
CNyXb6bl OpraHusauMm M NpeanpusaTUi, OpPraHM3aUMOHHO-KaApoBas AOKYMEHTAUMUA BK/OYaeTcA B
eAMHOe TMOHATUE  OpraHM3aUMOHHO-pacnopAAMTENbHOM  AOKymeHTaumum  (OPA) Bmecte
pacnopsaguTenbHon U MHGOPMaLIMOHHO-CMPaBOYHOM AOKYMEHTaLNeN.

OPJ, npepcTtaBnsetr Havmbosee MHOFOUYMCIAEHHYIO NO BMAAM W PA3HOBUAHOCTAM rpynny
KaZpoBbIX [AOKYMEHTOB, TaK KaK OXBaTblBaeT BOMPOCHI OPraHW3aUMOHHO-MPaBOBOro obecneyeHus
OeATeNbHOCTM KaApoBOW CAyXObl M ee COTPYAHWUKOB, AOKYMEHTUPOBAHUA ABMMEHMS Kaapos,
aTrecTtaumu nepcoHana, cobaloaeHUn TPYA0BON ANCUMMANHBI U MHOTUE ApYyTUe.

1.4. OcCHOBHble [OKYMEHTbl MO JIMMHOMY COCTaBYy, peryavpylowme B3aMMOOTHOLUEHUSA
npegnpuaTMi c paboTHUKamu.

MpaBoOTHOLWEHUS NPeanpuUATUMIA C paboTHUKaMK perynupytotca TpyaoBbim Kogekcom PO (TK
P®) 1 nonoxkeHnem o nepcoHane Gupmol.

D OKYMeHTbl No AMYHOMY cocTaBy. K 4OKYMeHTam No IMYHOMY COCTaBY OTHOCATCA:
- TPyAOBble AOrOBOPbI (KOHTPAKTbI) 3aK/OUYEHHble C PabOTHUKaAMK;

- NPUKa3bl (O npuneme, YyYBOJIbHEHUMN, nepesoae, KOMaHaunposaHunn  COTPYAHUKOB,
npenocrasieHnn M oTnycka, noowpeHnn nam HakasaHmm 1 np.)

- TPYAOBbIE KHUMXKM;
- IMYHbIE KapTOUYKK no popme T-2;

- IMYHbIE Oena;

- InLEBbIE cYeTa No 3apaboTHOM NaaTe;
- aBTOBUOrpaduu;

- XapaKTepPUCTUKU;

- IMYHbIE JINCTKU U aHKETbI;

- PEKOMEHOaLNN N pEKOMeEHAATE/IbHbIE MCbMa.
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JOKyMeHTbl MO IMYHOMY cOCTaBy — Hambosiee BaXKHble AOKYMEHTbI, XpaHAaLWMeca AAUTeNbHOe
BPEMS, KOTOpble 3aTparnBaloT XM3HEHHO BaXKHble MOMEHTbl AN 0AEN U OTHOCATCA K KaTeropuwu
KOHbMAEHUMaNbHOM MHbOPMALMK cornacHo 3akoHy PO «06 nHpopmaumm, MHGopmaTM3aLMKM U 3aLLUTDI
nHbopmaumnmy.

Tpydoeoii KoHmpakm (0o2060p) — [OOKYMEHT, OGUKCUpPYHOWKMIA cornacMe CTOpoH 06
YCTaHOB/IEHUW TPYAOBbIX OTHOWEHUIN U peryaunpytowmii ux. OH 3aKkalo4aeTcs B MUCbMEHHOM BUAE U
COAEPKUT CNeAyHoLLME OCHOBHbIE NOJOMKEHNA:

- mecTo paboTbl;

- KOHKpPETHbI BUA, AEATENBHOCTU (4O0NXKHOCTb);
- AlaTy Hayana paboTbl;

- yCnoBMs onnatbl TpyAa;

- pexxum paboTsbl.

Tpydosasa KHUMKA — OCHOBHOW JOKYMEHT, rae BeAeTcCsA 3anvcb BCen TPYAOBOWN AeATE/IbHOCTU
paboTHUKa.

JluyHoe deno (0ocbe) - 3TO COBOKYMHOCTb IOKYMEHTOB, CoAepsKallMx cBeaeHus o paboTHuKe. B
€ro coctaB 06bIYHO BK/IHOYAETCA:

- BHYTPEHHSAN ONMUCb AOKYMEHTOB, UMEIOLLUXCA B IMYHOM AeNeE;

- aHKeTa WM INYHbIN INCTOK MO YYeTy Kaapos;

- aBTOOMOrpadUa UM pestome;

- KOMUKN JOKYMeHTOoB 06 06pa3oBaHuK;

- KOMWM JOKYMEHTOB 06 yTBEPKAEHUM B AOKHOCTHU (A8 pykoBoautens Gupmbl);
- XapaKTepUCTUKA MU peKoMeHdaTelbHoe NUCbMO;

- TPYA0BOM KOHTPAKT (aorosop);

- KOMMM NPUKA308B O HasHaYeHUN, NepemMelLleHMM U YBObHEHUN;

- CNPaBKN U Apyrue A0KYMEHTbI, OTHOCALIMECA K AaHHOMY PabOTHUKY.

CocTaBneHue NNYHbIX AOKYMEHTOB. JIUYHbIli OOKymeHm - 3TO NepcoHajbHOe MUCbMEHHOoe
obpallieHne COTPYAHUMKOB K PYKOBOACTBY Npeanpuatua, opraHvsaumm (Kanobbl, xoaaTtaicTsa,
npocb6bl).

Buabl NMYHBIX JOKYMEHTOB:
- 3aAB/IeHuE;
- pesiome;

- aBTOOUOrpadPUS;
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- pacnucka;
- lOBEPEHHOCTb (NMNYHan) u T.4,

3aseneHue — [OOKYMEHT, OTpakaloWwuii npocbby uWAM npeasoXkeHue, aApecoBaHHoe
AONKHOCTHOMY IULLY UAW NPEAnpPUATUIO.

Pe3rome — JOKYMEHT, COAepKaluuii KpaTkMe cBeaeHns aBTobmorpadmyeckoro xapakrepa numua,
3ano/iHAeMbIN NpU TPYAOyCTponcTBe. Pe3tome coaepXuUT KpaTkue aBTobuorpaduyeckne ceedeHus,
OaTy, AOJIIKHOCTb, NOYTOBLIM agpec, TenedoH, noanuce. Ecam ectb pekomeHaaTeNbHbIE MUCbMA, TO OHU
NPUKNaAbIBatOTCA K pe3tome ¢ pamuanamm n TesiedoHaMmn PeKOMEHYHOLLMX.

Pacnucka — OKYMEHT, NOATBEPKAAWMNIM NoNyYeHUe Kakux-n1Mbo matepuanbHbiX LLeHHOCTEN.
Heobxoaumble PeKBU3UTLI: Ha3BaHWe, AaTa, TEKCT C YKasaHUeM AO/BKHOCTU, GamMuanm, MUMeHK, OT4eCcTBa
1L, BblAABLUMX UAW NOAYHYUBLUNX YTO-NMBO, NepedeHb NoAYYEeHHOro KOANYecTBa U CTOMMOCTb Ludpamu
M NPOMMCHIO, NOAMNMUCH AABLIErO PacrMCKY.

JluyHaa 0oeepeHHOCMb — [OKYMEHT, AAlOWMIA NPaBo AOBEPEHHOMY /MUY Ha coBeplleHue
onpeaeneHHblX AeNCTBUA WAM MOJYyYEeHUEe [AEHEXKHbIX WAM  MaTepuasbHbIX LLEHHOCTEM BMECTO
AoBeputens.

JINyHaA [O0BEepeHHOCTb COAEpPXUT cnefyroumne pPeKBU3UTbl: HasBaHWe [AOKYMeHTa, AaTy
HanncaHuA, d)aMVII'IMPO, nmAa, oT4eCTBO /1MLUA, KOTOPOMY BblAaHaA OO0BEPEHHOCTb, TEKCT AOBEPEHHOCTH,
noanucb aosepurtena, noanncb 4o0/XKHOCTHOIO inUa, 3aBepuBLLIEero 40BePEHHOCTb, MeYaThb.

Asmobuozpadpus — [OKYMEHT, B KOTOPOM PaboTHUK cCOHBCTBEHHOPYYHO B MPOU3BOAbHOMN Ppopme
NPMBOAUT KPaTKOE COAEPNKAHWE CBOEN KMU3HW U TPyAOBOM AeaTenbHOCTU. O6A3aTeNbHble PEKBU3UTLI:
Ha3BaHMWe BMAA LOKYMEHTA, TEKCT (cBeaeHMsA o cebe), noanuchb, AaTa.

1.5.[lokymeHTbI NO paboTte c nepcoHasiom

D ONKHOCTHAA MHCTPYKUMA.

ﬂOJ’DKHOCTHaH HWHCTPYKIOHA MOMOracT AaTb HPEACTABJIICHUC pa6OTHI/IKy O €ro TpyaoBbIX O6HSaHHOCT$IX,
IMOMHMO 3TOT'0 OHA TAKXE UI'PAC€T POJIb B PCIICHUU TPYHAOBBLIX CIIOPOB U BJIHACT HAa YCTPAHCHUE PA3JIMYHOTO poOJa
pamornacm‘/i IO MOBOAY BO3JIOKECHHBIX HOJIKHOCTHBIX 00s13aHHOCTEH Ha pa60THI/IKa. Z[OJ'I)KHOCTHEIH HHCTPYKIHUA

OTHOCHUTCA K KaTCTOPUH JIOKAJIbHBIX JOKYMCEHTOB.

JloIDKHOCTHAsT MHCTPYKLMSI SIBJISETCS  OOS3aTeNbHBIM  JJOKYMEHTOM TOJNBKO B TOCYIapCTBEHHBIX
YUPEXKICHUSIX, HO He B KOMMepueckod cTpykrype. OHa MOXXET NOMOYb NIpH CyneOHBIX pa3dupaTenbcTBax,
HNPOBEACHUM MPOLENyphl aTTeCTallUd IIePCOHANa, YBOJIBHEHHMU COTPYJHUKA BO BpeMs IPOXOXKIECHUS
UCIIBITAaTEIBHOTO CpOKa, COKpAlIeHHM IITaTa HepcoHana. Bce, 4To ObUIO BBINIE MEPEUHCIICHO, OTHOCUTCA K
MOJIOXKHUTEIBHON CTOpPOHE TPHUMEHEHHsS MJOJDKHOCTHON WHCTPYKIMH Ha NpPEAnpUsATHH. EJWHCTBEHHBIM ee

HEJIOCTATKOM SIBIISIETCS CII0)KHOCTH Pa3pabOTKH.

PaccmoTrpuM mpoueaypsl co3IaHus AOJDKHOCTHON WMHCTpyKumu. /s Havama HEoOXOAMMO 0OpaTuThCs K
JIOKYMEHTy, HocsimeMmy Ha3BaHne «llojokeHrne o MOKHOCTHON HHCTPYKIMU». B TaHHOM MOKyMEHTE YeTKO
MPOTIMCAaHBl BCE MpaBWiIa CO3MAaHUS JOJDKHOCTHOM HMHCTPYKIMHM, KOTOpbIE MBI O0s3aHBI COONIIOJATh IpH e

pa3pabotke. [IpuBenem nmpuMep MoI0KEHHUS O JOIKHOCTHBIX HHCTPYKIHAX.
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YTBEPXJAIO

PykoBoautens OO0 « »

« » 2009 r.
MOJIOKEHHUE O JIOJI)KHOCTHOM UHCTPYKIIUH

000 « »

(HanMeHOBaHHE OPTaHN3AIIIH)

1. OO1re noI0KEHH.

2. TpeboBanus, IPEABABIICMBIC K COCPKAHUIO JOJDKHOCTHON MHCTPYKITHH.

3. ITopsimok pa3pabOTKH, COTJIACOBAHUS, YTBEPXKICHHS W BBEJCHUS B JCUCTBHE JODKHOCTHOMW
WHCTPYKIIUH.

4, 3aKII0YNTENLHBIE TTOJT0KEHHUS.

1. OG1ue noaoxKeHust

1.1. JIomKHOCTHasT MHCTPYKLHS SBISIETCS OCHOBHBIM  OPTaHM3AI[OHHO-IIPABOBBIM  JJOKYMEHTOM,
OTIpEeICIIAIONIMM 33/1a41, OCHOBHBIE MPaBa, 003aHHOCTH U OTBETCTBEHHOCTH JOJIKHOCTHOTO JinLa (paboTHHKA) NpH

OCYILECTBIICHIUH UM TPYAOBOH JESITEIbHOCTU COITIACHO 3aHUMAaeMOH TOJKHOCTH.

1.2. JIo/KHOCTHBIE MHCTPYKIIMU Pa3padaThIBAIOTCS VIS peau3alliy CIe yONNX eTei:

. paLMOHANILHOE pa3lielieHHe TPYyIa;

o HOBBIIIEHHE 3()(GEKTHBHOCTH YIIPABICHYECKOTO TPY/Ia;

. CO3JJaHUE OPTaHU3aLMOHHO-ITPABOBOI OCHOBBI TPYIOBOM JIESTENBHOCTH PAOOTHUKOB;

. periaMeHTanus B3aMMOOTHONICHUH pabOTHHUKA 1 paboToaaTeNs;

. obecrieueHre 0OBEKTUBHOCTH M 000CHOBAaHHOCTH IPU aTTECTALUHU COTPYIHHUKA, €T0 MOOIPEHUH U
IpY HAJIOKCHUHW Ha HETO JUCHHUITTIMHAPHOT'O B3bICKAHUA,

o OopraHusanus onTuMaibHOTO O6y‘-IeHI/I$[, MOJATOTOBKH U ITOBBIIICHUS KBaJ’II/I(I)I/IKaI_[I/II/I KaapoB,

o YKpEIUICHUE TPYAOBOH AUCIUIUIMHEI B OpPraHHU3ALNK;

o COCTaBJICHHE TPYIOBBIX JOTOBOPOB;

]

paspelieHne TpyI0BbIX CIIOPOB.

1.3. JIomKHOCTHasl WHCTPYKLHUS pa3padaTbIBaeTCsl UCXOAS W3 3adad W (QYHKIMA, BO3JIOKEHHBIX Ha
KOHKPETHOTO pabOTHHMKA, B COOTBETCTBMM CO INTATHBIM pacrnucaHueM, [IpaBmiamu BHYTPEHHETO TpPYIOBOTO
pacniopsiika, ¢ coomonenneM Konerurynnu Poccuiickoit denepanun Tpynooro konekca Poccuiickoit @enepannn

1 MHBIX HOPMATUBHO-IIPABOBBIX AKTOB.

1.4. OcHoBOM st pa3pabOTKM  JOJDKHOCTHBIX ~ WHCTPYKIMH  SIBISIIOTCA — KBaJdM(UKAIMOHHBIE
XapaKTEepPUCTUKU (TpeOOBaHUS) IO JOIDKHOCTSAM CIy)XKallMX W 1o npodeccusM pabouux, KOTOPbIE yTBEPKICHBI

MunucrepctBoM Tpyna PO.

1.5. I[OJ'DKHOCTH&H HUHCTPYKIUA COCTABJIACTCA 110 Ka)KL[Oﬁ IITaTHOH JOJDKHOCTU OpraHu3anum u
00BsBIsCTCS pa60THm<y oJA pacruvcCKy MOpu 3aKJIFOYCHUH TPYAOBOTO AOrOBOpaA, a TAKKE IPU NECPEMCUICHUN Ha

APYTYIO JOJDKHOCTDL U TPU BPEMCHHOM HUCIIOJTHECHUN 00s13aHHOCTEH 110 JOJIDKHOCTH.
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2. TpeboBaHMs, IPEABABIIEMBIE K COIEPKAaHHUIO JODKHOCTHON HHCTPYKITHH

21. B JOJDKHOCTHOM HWHCTPYKIHU YKAa3bIBAOT HAMMCHOBAHUC OpraHusaluu, KOHerTHOﬁ JOJIDKHOCTH,

PCKBU3UTHI COTJIaCOBAaHUA U YTBCPIKACHUA.

2.2. IomKHOCTHAs HHCTPYKLIUS COCTOUT U3 pa3/iesioB.

1. O0mue nosoxeHus.

II. JIomkHOCTHBIE 00S3aHHOCTH.

I1I. ITpaga.

IV. OTBETCTBEHHOCTE.

2.3. B pazzmene I «O6mue nonoxeHus» yKa3plBaloT:

1) HaumeHOBaHME JOHKHOCTH;

2) Tpe6OBaHI/I$[, OPpEaABABISICMBIC K O6paBOBaHI/I}O n CTAXKy pa6OTBI JOJDKHOCTHOI'O JIMma, 3aMCIIaronicro

JAHHYIO TOJDKHOCTD (KBATM(UKAIIMOHHBIC TPeOOBaHMA);

3) HEMMOCPCACTBCHHYIO IMOAYMHCHHOCTD (KOMy HCHOCPEACTBCHHO HNOAYUHACTCA MAaHHOC HOOJDKHOCTHOC

JIUII0);

4) NOPAAOK HA3HAYCHUS U 0CBO60>K,I[CHI/I$I OT JOJDKHOCTH,

5) HaMUYUE U COCTaB MOAYNHEHHBIX;

6) TOpSAJOK 3aMmeleHusi (KTO 3aMelaeT JaHHOE JOJDKHOCTHOE JIMIO BO BpeMsl €ro OTCYTCTBHS; KOTO

3aMCIacT JaHHOC TOJIKHOCTHOC J'II/IHO);

7) BO3MOKHOCTb COBMEIIIEHUS TOJDKHOCTEH U (DyHKIINH;

8) HopMmaTHBHYH 0a3y ero JIesTelbHOCTH (OCHOBOIIOJIATAIONIME HOPMATHBHBIC W OPTraHU3aIMOHHO-
MIPABOBBIE JTOKYMEHTHI, HA OCHOBAaHWU KOTOPBIX JOJDKHOCTHOE JIUII0 OCYIIECTBIIAECT CIYXEeOHYIO (TpydOBYIO)

JEATEIIHOCTD U PEAIN3yeT CBOM TIOJIHOMOYHS).

B pazaen MoryT ObITh BKIIIOUESHBI IPYTHE TPEOOBAHMS U MOJIOKEHUS, KOHKPETU3UPYIOIINUE W YTOUHSIOIINE

CTaTyC JOJDKHOCTHOTO JIMIIa U YCJIIOBUA €TI0 ACATCIIbHOCTH.

2.4. Pazpen 11 «IIpaBa» comepxut nepedeHs Mpas, KOTOPHIMU B IIPEAEIax CBOCH KOMIIETEHLMH 00JiaiaeT

JOJDKHOCTHOC JIMIIO IPU MCITOJTHECHUHN BO3JIOKCHHBIX HA HETO JOJDKHOCTHBIX 0053aHHOCTEH.
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B pasmeme oTpaxkaroTcs B3aMMOOTHOIICHHS IOJDKHOCTHOTO JIMIA C JPYTUMH  CTPYKTYpPHBIMHU
MOJPa3IeIICHISIMA OPTaHW3AIMN W JOJDKHOCTHBIMH JIMIIaMH HCXOJS W3 BO3JIOKEHHBIX Ha HETO JOJDKHOCTHBIX

00513aHHOCTEN U TTOJTHOMOYHIA.

Kpome Toro, B pa3aene KOHKPETU3UPYIOT MPaBa JODKHOCTHOTO JIMIA C YI€TOM CIEHU(UKN BBIIOIHAEMBIX

JIOJDKHOCTHBIX 00sI3aHHOCTEM.

2.5. Paznen III «Jlo/mKHOCTHBIC OOSI3aHHOCTHY COJACPIKUT MEPEYCHb OCHOBHBIX (DYHKIUI JTOKHOCTHOTO

JIALIA.

KpOMe TOTO0, B OTOM DPAa3ACJIC YKa3bIBAIOTCA 0053aHHOCTH JOJDKHOCTHOTI'O JIMIIa, BO3JlaraCMbIC Ha HCIo B
COOTBETCTBHH CO CJIOXKHUBIICHCS B JAAaHHOM CTPYKTYPHOM NOAPA3ACIICHUN HpaKTHKOﬁ pacnopeacicHuss HHbIX

O6HSaHHOCTeI>'I, BBITIOJTHACMBIX JaHHBIM OAPA3ACIICHHUEM 10 PCHICHHUIO PYKOBOAUTCIIA OpraHUu3alu.

2.6. B pazgene IV «OTBeTCTBEHHOCTBY» YKa3bIBalOT Mepy OTBETCTBEHHOCTH IOJDKHOCTHOTO JIHIA 3a
HecoOmoieHne TpeOOBaHNUH, YCTAHOBICHHBIX JODKHOCTHOW WHCTPYKIMEH, JIOKAIbHBIMH NPABOBBIMH aKTaMH H

TPYAOBBIM 3dKOHOAATCIBCTBOM Po®.

B pa3ae MOryT OBITh BKJIFOUEHBI APYTHUC ITYHKTBI, YTOYHAKOINC U KOHKPETUZUPYIOIIHUE OTBETCTBECHHOCTD

JOJDKHOCTHOTI'O JIMIIA.

2.7. HeoTpemiieMoO# 4acThIO JOJDKHOCTHON MHCTPYKIIUH SIBJISIETCS JIUCT 03HAKOMJICHHS, KOTOPBIH BEeAeTCS B

OpraHu3aluu 1 CIY>XXUT A0Ka3aTCJIbCTBOM TOI'O, YTO pa6OTHI/IK O3HaKOMMJICSA C I[OJ'DKHOCTHOﬁ I/IHCprKI_[I/Ieﬁ.

3. I[Mopsi ok pa3paboTKH, COTIACOBAHUS, YTBEPIKICHUS U BBEJCHHUSI B IEHCTBUE TOJDKHOCTHON MHCTPYKITUH

3.1. JlomkHOCTHast MHCTPYKLHUSA pa3pabaThIBa€TCs CHEIUATUCTOM CIyKOBI YIIPaBICHHS EPCOHAIOM, JTHOO
PYKOBOJUTENEM CTPYKTYPHOTO IOJpa3JeNeHusi, JTHOO JIMIOM, YIOJHOMOUYEHHBIM Ha TO PYKOBOJIUTEIEM
CTPYKTYpHOTOo  moppasmeneHusa. lloamuceiBaeTcss pyKOBOAMWTENEM  CTPYKTYPHOTO — TOApa3feleHUs WU

CHGI_II/IaJ'II/ICTOM'pa3pa6OT‘{I/IKOM.

3.2. JIoyDKHOCTHAsE WHCTPYKIMS JOJDKHA OBITH COCTaBJeHA cOrIacHO TUmoBOH (OpMBI JOKHOCTHON

HWHCTPYKIOHU C 00s13aTeNLHBIM CO6J'IIOIICHI/I€M PEKBU3UTOB, YKa3aHHbIX B HEM.

3.3. JlomKHOCTHas MHCTPYKIMS JOJDKHA OBITh COIVIACOBaHA C INPABOBBIM OTAENOM (FOPHCKOHCYIBTOM)

OpraHU3aIHH.

[Tpu HEOOXOAMMOCTH OHA COTJIACOBBIBAETCS C APYTUMHU TOAPA3ACICHISIMI OPTaHU3alUU U BBIIIECTOSIIINM

HavYaJIbHUKOM, KYPUPYIOITUM COOTBETCTBYIOMICC HAIIPABJICHUEC ACATCIbHOCTH OpraHU3aIuun.

3.4 JIomXHOCTHYIO HHCTPYKIUIO YTBEPKAAET PYKOBOIUTENH OPTaHI3AIINH.

3.5. JlomkHOCTHasT MHCTPYKUUS BCTYMAaeT B CHJIYy C MOMEHTa €€ VYTBEPXKACHHS PYKOBOIUTEIEM
OpraHu3aIiy ¥ IEHCTBYET JI0 €€ 3aMEeHbl HOBOW JOJDKHOCTHOW MHCTPYKIMEH, pa3pabOTaHHON M YTBEP)KIESHHOW B

cooTBeTcTBHUU ¢ [lommokeHuem.
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3.6. TpeboBaHus JOHKHOCTHOW MHCTPYKIIMU SIBIISTIOTCS OOS3aTEIILHBIMH JIJIsi PaOOTHHKA, pabOTaIoONIeTo B
JIAHHOM JTOJDKHOCTH, C MOMEHTA €r0 O3HAKOMIICHHUSI ¢ MHCTPYKIHUEH MO/ MOAIKUCh U 10 MEPEMELICHUS Ha APYTYIO
JIOJDKHOCTh HJIM YBOJIbHCHHS M3 OpPraHHM3alli, O YeM JIeNIaeTCsl 3aluCh B COOTBETCTBYIOIIEH rpade mnmcTta

O3HAKOMIJICHHUA.

3.7. BHeceHrne W3MEHEHHWH W IOIOJHEHUH B JCHCTBYIOIIYIO JOJDKHOCTHYIO MHCTPYKIIHIO ITPOU3BOIUTCS
MyTeM H3JaHMS NPHKa3a PyKOBOJAUTEIS JTHOO yTBEP)KICHUS TEKCTAa AOHKHOCTHOW MHCTPYKIUH B IIETIOM C Y4E€TOM

BHOCHMBIX M3MCHECHUH 1 JIOITOJIHCHHH.

4. 3aKJII0YUTEIbHBIE TIOJIOKEHUS

4.1. CornacoBaHHYI0 M YTBEPXKICHHYIO IOJDKHOCTHYIO HHCTPYKIHIO HYMEpYIOT, LIHYpPYIOT, 3aBEpSIOT
MeyaTbio OTJeNla KapoB M XPaHAT B OTAEJIE KaJpOB WM COOTBETCTBYIOIIEM MOAPA3/EICHHN B COOTBETCTBHH C

YCTAaHOBJICHHBIM IMOPAAKOM. CpOK XpaHCHHUA Z[OH)KHOCTHOﬁ HHCTPYKIOHH ITOCJIC 3aMCHBI HOBO# — 3 rojaa.

4.2. Ina Tekymed paboTel ¢ TMOUIMHHUKA NODKHOCTHONW HMHCTPYKIMH CHHUMAIOT 3aBEPEHHYIO KOIIMIO,
KOTOPYIO BBAAIOT JOJDKHOCTHOMY JIMILY, pabOTaroeMy B TaHHOW JOJDKHOCTH, M HAYAJIBHUKY COOTBETCTBYIOIIETO

OTACIa WIN CTPYKTYPHOI'O OAPA3ACITICHUA.

COprI[HI/IK pacnrcCbIBACTCA Ha obeunx KCCPOKOIUAX. Ilo PCHICHUIO PYKOBOAUTCISL 3aBCpPCHHAs KOIIUA

,HOJ'DKHOCTHOI‘/'I HWHCTPYKIUU MOKCT HAITIPABJIATHLCA IIPU H€O6XO,I[I/IMOCTI/I B ApYTUC OTACJbI OpraHu3alunu.

Hacrosimee IlonokeHwe BcTymaeT B CHIYy € MOMEHTa YTBEpXKAEHHUs ero pykoBogurenem OOO

« ».

Urak, cnemytomuM maroM OyaeT 3HAKOMCTBO ¢ KBann(uKannOHHBIM CIIPaBOYHMKOM JOJDKHOCTEH
pyKoBoAMTENEH, CIIEIMAIINCTOB M APYrux ciyxamux. [Tocne aToro ompenensieM NOIKHOCTH, Ha KOTOPBIE HY>KHO
pa3paboTaTh JAaHHBIH BHJ JOKYMEHTa, U oOpamiaeMmcsi 32 KOHCYJIbTallMed K HEMOCPEICTBEHHOMY PYKOBOAMTEIIO
pabOTHMKA, KOTOPBIH JIOJDKEH JHOO CaMOCTOSITENbHO pa3padoTaTh JIODKHOCTHYIO HHCTPYKLHIO, JHOO
OTKOppeKTHpoBaTh Bamry paspaborky. [locne 3aBepiieHHs] COBMECTHOTO HAIMMCAHUS, JOJDKHOCTHBIC MHCTPYKIIMU
OTJAIOTCS Ha IIOCTaHOBKY BH3BI IOPUCTY, a MOCJIE €ro HETOCPEACTBEHHOTO PACCMOTPEHHUS W YTBEP)KICHHS — Ha
MOJNKCh K T€HEPATbHOMY IUPEKTOpYy KomMmnaHuu. [locie yTBEep)KICHHS T€HEpaJbHBIM IUPEKTOPOM JOJDKHOCTHAS
WHCTPYKIUS OTAAeTCS MOJ TOANUCH COTPYOHHWKY JJs O3HAKOMJICHHWS C HeH. 3aMeTHM, IpPH COCTaBICHHUU
JIOJDKHOCTHOM MHCTPYKIMM MBI YA€IsIeM BHUMaHUE, IPEX/E BCEro, JOKHOCTH, a HE TOMY 4eJIOBEKY, KOTOPBIH Ha

Hel paboraer.

D oKymMeHTbl No opraHu3aumm paboTbl C NnepcoHanom.

IlltaTHOE pacmmcaHWe NpeIHa3HAuYeHO JUIT KOHCOJHMIAIMKH HHGOPMANWKH O CYMMapHOM KOJIMYECTBE
pabOTHHMKOB OpraHu3anuy U 3apaboTHOH miate. [To mTaTHOMY pacnUCaHHIO ONPENEINSIOT KOJIUYECTBO OTKPBITHIX

BaKaHCHUH.

Paccmorpum Oonee mMOAPOOHO COCTaBICHHME INTATHOTO pacnucaHus. YHU(UIMPOBaHHOW (HOpMOi

[ITATHOTO PaCIUCAHUsI NPUHSTO cUnuTaTh hopmy T-3.
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HWrak, mraTHOE paclycaHye B OPraHU3alUy MOXKET OBITh BBEIEHO Ha YCMOTPEHHE PYKOBOIHUTENS TOW HIIH
uHOH opranm3anuu. Kakux-mimbo TpeboBaHmii 00 00513aTETFHOM HAJMYNH IITATHOTO PACHMCAHUS B OPTaHU3AIHU CO
CTOpPOHBI 3aKkoHOmaTenscTBa HeT. C Jpyrod CTOPOHBI, WITATHOE pPACIHCAHHE IIOMOTAaeT BBICTPOHTH Ooliee
KOHCTPYKTUBHOE B3aMMOJCIHCTBHE C HAJOTOBBIMH OpraHaMH, TaKKe OHO II03BOJIICT BBICUMTATh TOYHOE

HeOGXOL[I/IMOC KOJIMYCCTBO MITATHBIX €AWHUI] B KOMIIAHWH, BBICTPOUTL CTPYKTYPY B OpraHu3anuu.

B cTpykTypy IITaTHOTO pacmcaHus BXOIST CIEIYIOMINE COCTaBISIONINE:

1) cTpykTypa (moapa3aeneHus);

2) IITAaTHBIA COCTaB;

3) mTaTHas YHUCIEHHOCTB;

4) 3aprutatHast cocTapisomas (okiaa, HaabaBKK, MeCSYHbIN (GOoHT 3apabOTHOM TIATHI).

IlITaTtHOC pacnrcaHue B OpraHu3alu €ANHO, XOTS BO3MOKXHO HCKIIOYCHHUE B CJIydaC HAJIMINUA Y KOMIIAHUH

MNpeACTAaBUTCIbCTB UIIN q)HHI/IaJ'IOB.

T'oToBoe YTBCPIKACHHOC ITATHOC paCIMCAHNUEC NOAINMUCHIBAIOT HAYAJIbHUK OTACIA 11O pa60Te C [ICpCoOHAJIOM,

TJIaBHBIA OyXTantep ¥ pyKOBOJUTENb OpPraHU3alnH.

OT,I[GJ'ILHO CTOUT OTMETUTH, B CJIy4d€ HaJIW4UA NYHKTAa B TPYAOBOM JOroBope O TOM, YTO OKJaj
YCTaHaBJIMBACTCA HAa OCHOBAHHWU HITATHOTO PACHHCAHUA, O3HAKOMIICHHUC KaXXIAOT'0 COTPYyJAHHKA MPEANPHUATHSA CO

HITATHBIM pacliMCaHUueM 00s13aTeILHO oA MOAIHUCH C YKa3aHUEM J1aTbl O3HAKOMIJICHUS C HUM.

JItoOble U3MEHEHUS B IITATHOM pacnrMCaH BO3MOXKHBI TOJIBKO IIOCJIE H3AaHUSA COOTBETCTBYIOLICTO

MpruKa3a pyKOBOAUTECIIA OpTraHU3alluyd WK APYTOro A0JLKHOCTHOIO JIMIIA, UMCIOIICTO Ha 9TO IIPaBo.

MonorkeHne 0 NpeMmnpoBaHuUM.

Hpemupoeanue — OTO OJMH H3 CaMbIX pacOopOCTPaHCHHBIX croco00B noompeHust pa60THI/IKOB 3a
BBIIIOJIJHCHUE CBOUX OOJDKHOCTHBIX o0Os3anHOCTEl. BrhInmnara IpEMHUKU B OpraHusali OCHOBBIBACTCA Ha TakK

Ha3piBaeMoM «llookeHun o IPEMUPOBAHUI)). B HEM JOJIKHBI OBITH YETKO OTPAXECHBI BUABI HpeMHﬁ:

1) mecsuHBIE;

2) KBapTaJbHEIC,

3) pa3soBsie;

4) 3a ron (TpuHAAIATAs 3apIUIaTa).

[IpuHATO IPEMUH YCIOBHO IEIUTH HA!
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. IPEeMHUH, KOTOpBIE BBIIUIAYMBAIOT 33 JOCTIKCHHE IUIAHOBBIX IIOKa3aTeNed 3a olpelesIeHHbBIH
HIepPHOJ] BPEMEHH;

. IPEMUH 32 0COObIE TOCTHKCHHS;

. IPEMHUH, CBS3aHHBIE C BaKHBIMH COOBITHSAMHM, IPOHU3OLICAIINMH B JKU3HH COTPYIHHUKOB
(poxxnenne pebeHka, cBaap0a U T.11.).

ITo cTpykType NoJ0kKEeHNe O IPEMUPOBAHUN UMEET CIEAYIONUMHA BU:

1) oO1pe MONoKEHUS;

2) moKasarenu MpeMUpPOBaHHUS;

3) mops 10K MPEeMHUPOBaHUS;

4) mepeveHps HapYIICHUH, BICKYIIHNX 32 COOOM CHIDKEHIE pa3Mepa MPeMHUi.

PaCCMOTpI/IM Ooiee HOZ[pO6HO Ka)KZlHﬁ M3 BBIICHCPCUYNCICHHBIX ITYHKTOB. B ((06H.[I/IX ITOJIOXCHUAX>
MNPOMUCHIBAOT COTPYAHUKOB, UMCIOIUX IIPABO Ha IMOJYYCHUC MIPEMHH, NIECPCUUCTIAOTCA KPUTCPUU IIPEMHUPOBAHUA,

MpaBHJIa PacHpeIeNICHNs IPEMUH, IPONHCHIBAIOT NCTOYHHUK (DUHAHCHPOBAHMUS IIPEMHUH.

B IIYHKTC  «IIOKa3aTcjii  NPCEMUPOBAHUA» (1)I/IKCI/IpyIOTC$I OCHOBaHUA U1 BBIIUIATBI  IIPEMUH,

YCTaHaBJIMBAIOTCS KOHKPCTHBIC [TIOKA3aTCIIN.

B ITYHKTC «IOPAAOK IMPEMHUPOBAHUA» MTPOMUCHIBAIOT MOPAAOK BbIIIJIATHI HpGMI/Iﬁ BHYTPHU OpraHu3alivu.

B nmyHKTE «mepedeHb HapYIICHUI» MPOMHCHIBAIOT CIHMCOK KPUTEPHUEB, HA OCHOBAHMH KOTOPBIX pa3Mep

npemMun OyJIeT YMEHBIIEH, €CIIM COTPYIHUK UX HAPYIIHT.

[MosnoxeHne 0 MPEeMUPOBAHKUH JIOJDKHO ObITH oopmieHo Ha ocHoBanuu [[OCT P 6.30-2003.

JloKanbHble aKTbl opraHusayun.

KonnekTtusHblii gorosop

B cratbe 40 TpynoBoro konekca PD 3adukcupoBaHO, YTO «KOLIEKMUBHBII 002080p — TIPABOBOM aKT,
PErYIHUPYIOIIUNA COLMAILHO-TPYIOBbIE OTHOLIEHHS] B OpraHU3alMy WIK Y UHAMBHUIYAJIbHOTO MpENNpUHUMATENS U
3aKIIF0YaeMblii pabOTHHKAaMHU W paboTonmaTeleM B JIHMIE HX HpeacraButencil. (B pex. demepalbHOro 3akoHa OT

30.06.2006 Ne 90-D3)».

Ecimm JAOCTUT'HYTB COTJIacud 110 Kako#i-1100 MPUYINHE HCBO3MOKHO, TO B TCHCHUE TPEX MECALEB C MOMCHTA
Havajla TMPOBEACHUSA KOJUICKTHBHBIX [ICPErOBOPOB Ha YCJIOBUAX JOCTHUIKCHUSA KOHCCHCYCAa IMOANUCHIBACTCA
KOJUICKTHBHBIN JAO0T0BOP, TaM K€ (i)I/IKCI/IpyeTCSI IIPOTOKOJI pa3HOl"J’IaCI/If/'I. Pasnormacus MOTyT pellaTb Ha OCHOBAaHUUN

TK P® u npyrux dheaepaabHbIX 3aKOHOB.

CaM Xe KOJUICKTUBHBIN JAOTOBOP MOXKET 3aKJIIOYATHCS KaK BHYTPU OTACJIBHOI'O MOAPA3JACIICHUS, TaK U HaA
MNpeaAnpuATU B ILICJIOM. HpaBOM BCACHUA KOJUICKTMBHOI'O JOr0BOpa 06J1az[aeT TOT COTPYAHHUK, KOTOpBIﬁ OBLI

yTBEpKIeH paboTomaTesieM MpeapusTHSL.
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B cratee 41 TK P® ckazaHO, 4TO «B KOJIICKTUBHBIM JIOTOBOP MOTYT BKIIIOYATHCS 005A3aTeIhCTBA

pabOTHUKOB U PabOTOATENS TI0 CIICIYIOIIIM BOIIPOCAM:

. (hOpMBI, CHCTEMBI M pa3MephI OILIATHI TPYIa;

. BBIILIATA IIOCOOMH, KOMIIEHCALIHIL;

. MEXaHN3M PETYINPOBAHUS OIUIATHI TPYAA C yUETOM POCTa LEH, YPOBHS MH(ISIINH, BHIIOIHECHHS
MOKa3aTeseH, ONpeeIeHHBIX KOJUICKTHBHBIM JIOTOBOPOM;

. 3aHATOCTB, IepPeoOyUCHIE, YCIOBHUS BEICBOOOXKICHNUS PaOOTHHKOB,

. pabodee BpeMs M BpeMs OTIbIXa, BKJIIOYAs BOMPOCHI NMPEJOCTABICHHUS W MPOJOKUTEIEHOCTH
OTILYCKOB;

. yIy4IleHUue YCIOBUH U OXpaHbl Tpya paOOTHHKOB, B TOM YHCIIE )KEHITHH 1 MOJIOJIEXKH;

. co0JIo/IeHHe MHTEPECOB PA0OTHUKOB MPH MPHUBATH3ALNH TOCYIapPCTBEHHOTO U MYHHIMIIAIEHOTO
MMYILECTBA;

. 9KOJIOrHYecKasi 0e30IacHOCTh M OXpaHa 370pOBbsS PAOOTHUKOB HA IIPOU3BO/ICTBE;

. TapaHTHUU U JbIOTHl paOOTHHKAM, COBMEIAIOIINM paboTy C 00ydeHUEM;

. 03/I0POBJICHHE ¥ OTABIX paOOTHHKOB M YJICHOB UX CEMEH;

. YacTHYHAS WJIH MOJTHAs! OIIJIaTa MUTAHHUS PAaOOTHUKOB;

. KOHTPOJIb 32 BBIMOJIHEHUEM KOJUIEKTHBHOTO JOTOBOPA, HMOPSAAOK BHECCHHS B HETO M3MEHEHHH U

,HOHOJ'IHGHI/Iﬁ, OTBCTCTBCHHOCTL CTOPOH, obecreueHne HOPMAJIbHBIX YCJIOBI/Iﬁ JACATCIBHOCTHU HpeZ[CTaBPITeJIeﬁ
pa6OTHI/IKOB, MOpsAA0K I/IH(i)OpMI/II)OBaHI/IH pa6OTHI/II(OB O BBIITOJIHCHUH KOJIJICKTUBHOI'O JOTOBOpPA;
° OTKa3 0T 3a0aCTOBOK IIPpY BBITIOJIHEHUUN COOTBECTCTBYIOINUX yCJ'IOBI/Iﬁ KOJIJICKTUBHOI'O AOTOBOPA;

. JpyrHe BOIPOCHI, OIpEJEIICHHbIE CTOPOHAMM (4acTb BTOpas B peld. defepanabHOro 3aKoHa OT
30.06.2006 N 90-D3)».

Taxke B KOJNICKTHBHOM A0TOBOpPC Sa(bPIKCPIPOBaHO, YTO B HEM MOTYT IMPOIUCBHIBATHCA Ooiee

6J'IaFOHpI/I$ITHI)Ie ycCiaoBuA, JONOJHUTEIbHBIC JIbI'OThI, KOMIICHCAIUN B OTJIMYUEC OT APYTUX MPABOBBIX JOKYMCHTOB.

B cpenHeM KOJUIEKTHBHBIA JOTOBOP 3aKioyaloT Ha cpok oT 1—3 jer. Ilocie Toro, Kak KOJJIEKTUBHBIN
JIOTOBOP OBLT MOJIKCAH, OH BCTYMAeT B CHIIY M PACIPOCTPAHSIETCS HA BCEX COTPYIHHKOB OpPraHU3alMU. 3aMETHUM,
YTO €CIIM TPOU30IIJIa PEOPTaHU3alMsl WM W3MEHEHHE B Ha3BaHWW OPTaHU3AIllMU, TO KOJJIEKTUBHBIM JOTOBOpP HE

YTpauuBaeT CBOIO CHITY.

MpaBuna BHYTPEHHEro TPyA0BOro pacnopaaka.

Crates 189 TK PO 3adukcupoBaiia cienyroiee MoHITHE «KOUCYUNIUHA mPyoa — 00sI3aTeNIbHOE TSl BCEX
pabOTHUKOB TOAYMHEHHE NPABUIIAM TTOBEJCHUS, ONPE/ICIICHHBIM B COOTBETCTBHHU ¢ HacTosumM KomekcoM, HHBIMU
(henepasbHBIMU 3aKOHAMH, KOJUICKTHBHBIM JOTOBOPOM, COTJIAIICHUSMH, JOKaJIbHBIMH HOPMATHBHBIMH aKTaMH,

TPYAOBBIM JOTOBOPOM».

Taxoxe Tpynooii konekc P® n npyrue npaBoBbIe akThl OTPaXalOT, YTO padOTOAATENh 0053aH CO3/aBaTh

BCC HCO6X0,HI/IMLIG yciaoBus A TOro, 4yTOOBI ObLIIA CO6J'IIOH€H3 JUCHUIUIMHA TpyJa Ha OPEANIPUATHHN.

TpynoBoii paciopsiiok GpopMupyeTcs Ha OCHOBE MPABIII BHYTPEHHETO TPYIOBOTO PACHIOPSIIKA.

B cootBerctBum ¢ TpymoBemM konekcoM P® «mpasuna enympennezo mpyooeozo pacnopaoka —
JIOKaJbHBI HOPMATHUBHBIM AaKT, PETrJIAMEHTHPYIOIIUKA B COOTBETCTBMM C HacTtoAmuM KojekcoM W HWHBIMU
(denepaspHBIMU  3aKOHAMHU TOPSJOK INPHEMa W YBOJbHCHUs PAOOTHUKOB, OCHOBHBIC IIpaBa, OOSI3aHHOCTA H
OTBETCTBCHHOCTh CTOPOH TPYJOBOTO JIOTOBOPA, PEXKHUM PaOOTHI, BPEMs OTIbIXA, IPUMECHSICMBIC K pA0OTHUKAM MEphI
MOOLIPEHUSI W B3bICKAHMS, a TaKXKe HHbIE BONPOCHl PETYJIUPOBAHHUS TPYAOBBIX OTHOIIEHUH Yy JTAHHOTO

paboTonarens.
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st psina paOOTHUKOB MPEIyCMOTPEHBI IPpYTHe HOPMAaTHBHO-TIPABOBEIC JOKYMEHTHI O TUCIUIUIMHE TPYA.

BHyTpu opraHmMzanuy npaBuiia BHYTPEHHETO TPYIOBOTO paclopsi/ika yTBEPKIAaroTCsl paboTonaTeneM U

MpeJCTaBUTENbHBI OPraHOM PAaOOTHUKOB B COOTBETCTBUU cO cTaTheil 372 TK PD.

Hwxe npusenem «IIpaBuiia BHyTpeHHETO TPYJOBOTO PacHopsiaKa» Ha NpuMepe o0pa3oBaTesbHOM cpeaHeit

IIKOJIBI.

[IpaBuna BHyTpeHHEro TpyA0BOro pacnopsankais padoraiukoB MOY COIIL Ne 108 r. Tpexropuoro

1. O6mme monoxeHus

1.1. IlpaBuia BHYTPEHHETO TPYZOBOTO PACHOPSAIKA CHOCOOCTBYIOT YKPEIUICHHIO TPYIOBOH AMCIMILINHEI,
panroHaIBPHOMY HCIIOJIB30BAaHHIO pab0Yero BPEMEHH, NMOBBIMICHUIO PE3YJIBTATUBHOCTH TPY/Ia, BHICOKOMY KaueCTBY

PaboThl, 00A3aTENbHBI I UCTIOIHEHUS BCEMH Pa0OTHUKAMH 0011e00pa30BaTeIbHOTO YUPESIKACHUS.

1.2. Kaxnprif paboTHUK 0011e00pa30BaTeIFHOTO YUPEKICHISI HECET OTBETCTBEHHOCTD 338 Ka4eCTBO OOIIEro
00pa3oBaHUsI W €ro COOTBETCTBHE TOCYJApCTBEHHBIM 0O0IIc00pa3oBaTeNbHBIM CTaHAApTaM, 3a COONOICHHE

TPYJLOBOH U IIPOU3BOACTBECHHON AUCLIUIIIIUHBIL.

1.3. Bompocsl, cBfi3aHHBIE C NPUMEHEHHEM MPaBHJI BHYTPEHHETO TPYIOBOTO PACHOpPSIKA, PELIAIOTCS
PYKOBOJICTBOM 00IIe00pa30BaTeIbHOTO YUPEXKAEHUS B Mpefesax INPeloCTAaBICHHBIX €My IIpaB, B CIIydasx,
MPEeyCMOTPEHHBIX JIEHCTBYIOIIMM 3aKOHOAATEIbCTBOM, COBMECTHO WIJIM MO COTJIACOBAHHIO € MPO(COI3HBIM

KOMUTCTOM.

II. ITopsimok mpuemMa, mepeBoa U yBOJbHEHHS PaOOTHHKOB

2.1.  Jnx  paboTHHMKOB  00mIE00pa3oBAaTENBLHOTO  YYpexJIeHHs  padoTomareneM  SBISIETCS

00111e00pa3oBaTeNbHOE YUpEKICHHE.

2.2. Ilpuem Ha paboTy M yBOJBHEHHE PAOOTHHUKOB OOIEOOPa30BATENHLHOIO YUPEIKACHHS OCYLIECTBIISET

JIPEKTOP 00111e00pa30BaTENILHOTO YUPEXKICHUSL.

2.3. B Tom ciryyae, Koraa rejarornueckie pabOTHUKH NMPUHUMAIOTCS HA paboOTy 10 KOHTPAKTY, KOHTPAKT
3aKIII0YAeTCsl HAa CPOK HE MEHee JBYX JIeT. PelleHue o npoaieHuu KOHTpaKTa WK €r0 pacTOpP>KEHUM IPUHHMAETCs
JMPEKTOPOM  00I11e00pa30BaTENbHOIO  YUPEXKICHUSI B COOTBETCTBMM C TpynoBeIM KojekcoM Poccuiickoit

dDe)IepauHH n JOBOAUTCA 1O CBCACHUA pa60THm<a HE TO3AHEEC UIOHA TCKYIEro roaa.

2.4. Ha mepmarormyeckyto pabOTy NpPHUHUMAIOTCS JIMIA, MMEIOIIHME HEeoOXOoIMMYyIo MNpodecCcHoHaIbHO-
MEeIaroTMYeCKyI0 KBaTU(HUKAINIO, COOTBETCTBYIOUIYI0O TPEOOBaHMSAM KBATU(DHUKAIIMOHHON XapaKTEPUCTHKH IO

JIOJDKHOCTH M TIOJTYYCHHOM CHEHATbHOCTH, ITOTBEPKACHHON TOKyMEHTaMU 00 00pa30oBaHUH.

25. K HC,Z[aFOFPI‘ICCKOﬁ JACATCIBHOCTU B 06m€06pa30BaTeJ’ILHOM YUpeKACHUN HE OOIMYCKaroTCA JIMla,

KOTOPBIM OHa 3amnpeuiCcHa IPUTOBOPOM CyJda WIM IO MCIAWIMHCKHUM IIOKa3aHWAM, a TaKXE JIMIa, HUMCIOMINEC
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CYyIUMOCTH 3a OTIpeleNIeHHBIC MPECTYIUIeHU. llepedHr COOTBETCTBYIONMX MEAMIWHCKUX INPOTHUBOIIOKA3aHUN U

COCTABOB MPECTYMIICHUH yCTaHABIUBAIOTCS 3aKOHOM.

2.6. Tlpu mpueme Ha paboTy (3aKIHOUCHHE TPYAOBOIO JOrOBOpa) pabOTHHK O00s3aH IPEICTABUTH

AIMUHHUCTPpAOUH CICAYIOINE TOKYMEHTBI:

. MEIUIMHCKOE 3aKITFOUCHUE O COCTOSHHUH 3I0POBBS;

. [acropT WK HHOM JOKYMEHT, YI0CTOBEPSIOIINN THYHOCTS;

. TPYIOBYIO KHHXKKY, 32 UCKIFOUECHHEM CITy4aeB, KOT/Ia TPYJOBOW JOTOBOP 3aKIIFOYACTCSl BIIEPBBIC
WM pabOTHHK MOCTYIMAeT Ha PabOTy Ha YCIIOBUSX COBMECTHTEIIBCTBA;

. koo THH;

. CTPax0BOE CBH/ICTENILCTBO FOCYAAPCTBEHHOTO IEHCUOHHOT'O CTPaXOBaHHUS;

. JIOKYMEHThI BOMHCKOTO yd4eTa — JJIsi BOGHHOOOS3aHHBIX W JIMI[, IMOJUICKAIIUX MPU3bIBY Ha
BOCHHYIO CIIyX0Y;

. JIOKYMEHT O COOTBETCTBYIOIIEM 0OPa30BaHUH.

ITpuem Ha paboTy Ge3 MepedncICHHBIX BHIIIE JOKYMEHTOB HE JOITyCKAETCH.

2.7. 3anpemaercst TpeOOBaTh OT JHMI] NPH IpHEeMe HAa pabOTy AOKYMEHTHI, NPEICTaBICHHE KOTOPHIX HE

MNpeaAyCMOTPCHO 3aKOHOAATCIIbCTBOM.

2.8. Ilpuem Ha paboTy odopmisieTcsi MOANHMCAHUEM TPYAOBOTO JOTOBOPA B IMHCHMEHHOH (hopMe MExXIy

pa6OTHI/IKOM H NpeACTAaBUTCIICM aAMUHUCTPALIUH.

2.9. Tlocne mojmnmcaHusi TPYAOBOTO JIOTOBOpa aAMUHHCTpalWs HM3JaeT NpHKa3 O NpHeMe Ha pabory,
KOTOPBIN JJOBOJUTCS A0 CBEIEHHS pabOTHHKA IO/ PACIHCKY B TPEXTHEBHBIH CPOK CO JHS MOJNHMCAHUS TPYHLOBOTO
jJoroBopa. B HeM momkHBI OBITH yKa3aHbl HAaMMEHOBaHWE JOJDKHOCTH B COOTBETCTBHM ¢ EnuHBIM
TapU(QUKAIMOHHBIM ~ CIIPABOYHUKOM paboT u mpodeccuii paboumX, KBaNM(UKAINOHHBIM CIIPABOYHHKOM

HOH)KHOCTeﬁ ClIy)KalluX WKW HITaTHBIM PACIIMCAHUEM U YCJIOBHA OIJIaThI TpYyJa.

2.10. Iepen nomyckoM K paboTe BHOBb MOCTYIHBIIEr0 pabOTHHUKA aIMIHUCTPALUs 00s13aHAa:

o O3HaKOMUTb pa6OTHI/IKa C YCJIOBHUAMH, €ro ,I[OJ'DKHOCTHOﬁ PIHCprKLIPIeﬁ, YCIOBUAMHA OIUIATBI
TpyAa, pa3bsACHUTD €TI0 IIpaBa U 06833HHOCTI/I;
° O3HaKOMUTb pa6OTHI/IKa C HaACTOAIIMMH HpaBI/IHaMI/I, MMPOUHCTPYKTHUPOBATL €ro IO IIpaBUjiaM

TEXHUKU 0E€30MIaCHOCTH, MIPOU3BOICTBCHHON CAHUTAPUH, TPOTHBOMOKAPHOW OS30MACHOCTH M OpPTraHU3aIUH OXPAHBI
KU3HU U 37I0POBbsI JIeTeH, ¢ 0OpMIIEHHEM HHCTPYKTaXKa B )KypHAJIe YCTAHOBICHHOTO o0pasia.

2.11. Ha Bcex paGOTHHMKOB, MpOpabOTaBIIUX CBHILIE 5 JHEH, BEIYTCS TPYIOBbIE KHW)KKH B YCTAaHOBJIEHHOM

MOpsAAKE, HA pa60Ta}0mnx IO COBMECTUTECIILCTBY TPYAOBBIC KHUIKKH BEAYTCS [10 OCHOBHOMY MECTY pa60TI)I.

2.12. Ha xaxporo paboTHHKa OOIIE0Opa30BaTENBHOTO YUYPEXKICHUS BeAETCS JIMYHOE JeJI0, KOTOpOoe
COCTOMT M3 JIMYHOTO JINCTKA II0 YUETY KaJpoB, aBTOOMOTrpadnu, KONy J0KyMeHTa 00 00pa30BaHUN, MATEPHUAIIOB 1O
pesynbTaTtam arrectanuu. Ilocne yBonbHEeHHs pabOTHHMKA €ro JIMYHOE JEJI0 XPaHUTCA B 00IIeoOpa3oBaTeIbHOM

yupexkIeHUN 6ecCpOUdHO.

2.13. TlpekpamieHre TPyI0BOrO TOTOBOPA MOXKET UMETh MECTO TOJIBKO 10 OCHOBAHUSIM, TIPEAYCMOTPECHHBIM
3aKkoHomarenscTBoM (ct. 73, 75, 78, 80, 81, 83, 84 TpymoBoro xomekca Poccuiickoii ®eneparuu). PaboTHuKH

MMEIOT MIPAaBO PACTOPTHYTH TPYJAOBOIl JOTOBOP, MPEAYIPEANB MUCBMEHHO aAMUHUCTPAIIHIO 0011e00pa30BaTeIHLHOTO
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VUpeXKAeHHS 3a JABe Henenmu. [IpekpamieHme TPyZOBOTO  JIOTOBOpa  OoQopMmisieTcs MPHKa3oM IO

00111€00pa30BaTENIEHOMY YUPEIKACHUIO.

2.14. B neHb YBOJbHEHHs aIMUHHCTpanusi OOIEOOpa30BATENBHOIO YUPEXKICHUS MPOU3BOJUT C
pabOTHUKOM TIOJIHBIN NEHEXKHBIH pacdeT M BBIAAECT €My TPYJOBYIO KHIDKKY C BHECEHHOH B Hee 3amuchio 00
YBOJIEHEHUH. 3alMCh O IPUYUHE YBOJIBHEHHUS B TPYJOBYIO KHIKKY BHOCHUTCS B COOTBETCTBHH C (h)OPMYITHPOBKAMHU
3aKOHOZATEIbCTBA M CO CCHUIKOW Ha CTaThl0O M ITyHKT 3aKOHA. JIHEM YBOJBHEHHS CUMTACTCS INOCICTHHN AEHBb

paboTsI.

III. OcHoBHEIE 00s13aHHOCTH PAOOTHHUKOB

3.1. PaboTHHKH 00111€00pa30BaTEIFHOTO YUPEKICHHUS 00S3aHBI:

. paboTaTh 4YECTHO M JOOPOCOBECTHO, CTPOTO BBINOJHSITH Y4YEOHBIH PEXKUM, PACIOPSHKEHHS
AIMUHUCTpAaluX IIKOJIbI, O6HSaHHOCTI/I, BO3JIOXKCHHBIE Ha HUX YCTaBOM IIKOJIbI, IpaBUJIaMHU BHYTPCHHCTO
TPYIOBOTO PACTIOPSAIKA, MOJOKEHUSAMH U JOJDKHOCTHBIMU HHCTPYKIHAMHU;

o COOIOAaTh TUCHUIUIMHY TPyZJa — OCHOBY IIOpsiIKa B IIKOJE, BOBPEMs IPHXOIUTh Ha paboTy,
COOJIONATh YCTAHOBJICHHYIO IIPOJOJDKHTEIBHOCTE pabo4ero BPEMEHH, MAaKCHMaJbHO WCIONB3ys €ro Juisi
TBOPYECKOTO U 3((PEKTHBHOTO BBHIIOJIHEHHUS BO3JIOKCHHBIX Ha HHUX OOS3aHHOCTEH, BO3JCPIKHBATHCS OT JACHCTBHIA,
MELIAOIIHUX APYTUM pabOTHHKAM CBOSBPEMEHHO ¥ TOYHO HCIIONHATH PACIIOPSIKECHHS aAMHUHUCTPALIUHL;

o COOJIONATh TOPSAAOK JKU3HEICATEIFHOCTH IIKOJBI: COINPOBOXIATh B CTOJOBYIO W rapaepod
yuamuxcst 1—S8 KjlaccoB; coOeCTBOBAaTh OpraHM3alMy JEXKYpCTBa 110 IIKOJE W B rapaepode ywammxcs 5—11
KJIaCCOB; I0OPOCOBECTHO BBIIOIHATH 00SI3aHHOCTH JISKYPHOTO YUUTEJIA 110 IIKOJIE;

° BCEMEPHO CTPEMHUTHCS K MOBBIIIEHUIO Ka4eCTBA BHIIIOIHAEMOM paboThI, HE TOMYCKaTh YITyIIeHUN
B HE, CTPOro coOII0JaTh HUCIOJHUTENIbCKYIO NUCHHUILIUHY, MOCTOSHHO IPOSIBIISITH TBOPUYECKYI HHHUIMATHBY,
HalpaBJICHHYIO Ha TOCTUKCHUE BbICOKHX PE3YJILTATOB prI[OBOﬁ JACATCIbHOCTH,

o co0II0AaTh TpeOOBaHMUS TEXHUKH OE30MACHOCTH M OXPaHBI TPyIa, IPOU3BOJACTBEHHON CAaHUTAPUH,
THTHEHBI, IPOTHBOIMOXKAPHON OXPaHBI, IPEIyCMOTPEHHBIC COOTBETCTBYIOIIMMH MPABHIAMH ¥ HHCTPYKLMAMU;

o OBITh BCErJa BHUMATCIBHBIMU K AETSM, BEXIMBBIMH C POAUTEISAMH Y4YalIUXCsl M YICHAMH
KOJUICKTHBA,;

o CHCTEMAaTHYECKH IOBBIIATh CBOH TEOPETHYECKHH, METOJMYECKMH W KYJIbTYPHBIH YPOBEHb,
JeTIOBYIO KBATH(DUKALUIO;

. OBITH MPUMEPOM JTOCTOIHOIO MOBEAEHHS M BBICOKOIO MOPAIBHOTO Jojra Ha padorte, B ObITY U
0O0ILIECTBEHHBIX MECTaX, COOIIOATh MPABUIIA OOLIEKHUTHSL;

. comepkaTh cBOe pabodee MECTO B YHCTOTE M NOPSKE, COOMIONATh YCTAHOBJICHHBIH IOPSIOK
XPAaHEHHUs] MaTEpUaAJIbHBIX LICHHOCTEN U JOKYMEHTOB;

. Oepeub W YKpEIUISTh COOCTBEHHOCTh OOIE00pa30oBaTesIbHOrO yupexkIaeHus (00opyroBaHuE,

HWHBCHTAphb, y‘IC6HBIe mocoouss u T.ﬂ.), 9KOHOMHO pacxoAgoBaTb Marcpuajibl, TOIJIUBO, 3JICKTPOIHEPIULO,
BOCHIUTBHIBATH Y 06yqa}0mnxc>1 (BOCHI/ITaHHI/IKOB) 6epe>1cﬂoe OTHOIICHHUE K UMYIIECTBY,
° MMpOXOAUTH B YCTAHOBJICHHBIC CPOKU NNEPUOANICCKUEC METUIITUHCKHUE OCMOTPHI.

3.2. [lemarorndeckne pabOTHUKH 00I1e00pa30BaTEIEHOTO YUPEKACHUSI HECYT MOJTHYIO OTBETCTBEHHOCTh 3a
JKM3Hb M 3/I0pOBbE JIeT€ll BO BpEMs IPOBEJCHUS YPOKOB, BHEKJIACCHBIX M BHEIIKOJBHBIX MEpPONPHATHH,
OpraHU3yeMBIX 0011e00pa3oBaTeNIbHBIM yupexaeHneM. O00 Bcex ciiydasx TpaBMaTuiMa 00ydJaroluxcsi paboTHUKH

06IHCO6pa3OBaT€J'H:HOFO YUpECIKACHUA 00s13aHbI HECMCIJICHHO COO6IIII/ITL AIMUHUCTpAlU.

3.3. Ilpuka3zoM aupekTopa 001I€00pa30BAaTENHLHOTO YUPEXKAEHHUS B JIONIOJHEHHE K y4yeOHoW pabore Ha
yuuTeneid MOryr OBITh BO3JIOXKEHBI KIIACCHOE pPYKOBOJCTBO, 3aBEJOBaHME Y4YEOHBIMH KaOHMHETamMH, ydeOHO-
OIBITHBIMHM Y4acTKaMH, BBINOJHEHHE OOs3aHHOCTEH MacTepa y4eOHBIX MacTEPCKUX, OpraHH3alus TPYyIOBOTO

00y4eHusl, a TAKIKE BBIIOIHEHNE APYTHX 00pa30BATENbHBIX PYHKIMHA.

IV. OcHOBHBIC 0053aHHOCTH aIMUHUCTPALIAN
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4.1. AnMuHUCTpanus o0meo0pa3oBaTeILHOTO YUpEXKICHUs 00s3aHa:

. obecrieynBath coOMI0eHNEe pabOTHUKaMH 00I1e00pa30BaTEeIbHOTO YUPEKACHHS 00sS3aHHOCTEH,
BO3JIOKCHHBIX Ha HHX YCTaBOM OOLICOOpa30BaTENbHOIO YUYPESKICHHS M MPABHIAMH BHYTPEHHErO TPYIOBOTO
pacrmopsiika;

) CO3/1aTh YCIIOBHS IS YJTy9LICHUS Ka4eCTBa pabOThI, CBOCBPEMEHHO MOABOINTH HUTOTH, IOOLIPSITH
HEPEIOBBIX PA0OTHUKOB C y4E€TOM MHEHHS TPYZOBOIO KOJUICKTHBA, COBETa 0OIICOOpPa30BATEIBHOIO yUPEKIACHUS,
HOBBIIIATH POJb MOPAIBHOTO W MATEPUAIBHOrO CTHMYIHPOBAHHS TPYAd, CO3[aTh TPYAOBOMY KOJUICKTHBY
HEOOXOJUMBbIE YCIIOBHSL TS BBIIIOJIHCHHUSI M CBOHX ITOJHOMOYHIA;

) CIIOCOOCTBOBATh CO3QHMI0 B TPYOOBOM KOJUIEKTHBE MEIOBOM TBOPYECKOH OOCTaHOBKH,
NO/CPXKUBATh M Pa3BHBaTh MHUIMATHBY W aKTHBHOCTh PAOOTHUKOB, 00ECMEYMBATh MX y4acTHE B YIPaBICHUH
00111e00pa30BaTENBEHOTO  YUPEKACHUsS, B IOJHOM Mepe HCIoNb3ys coOpaHHs TpYAOBOTO KOJJICKTHBA,
NPOU3BOICTBEHHBIC COBEIIAHMS U Pa3IHyHbie POPMBI OOLIECTBEHHOM CaMOIeATENbHOCTH;

o CBOCBPEMEHHO PacCMaTPUBATh 3aMeUaHus pabOTHHUKOB,;

° MpPaBUJIBHO OPraHU30BaTh TPYA pPAOOTHHUKOB  OOIIEOOPAa30BATEILHOIO  YUPESIKACHUS B
COOTBETCTBHUU C UX CIICIIUAJIBHOCTHIO U KBaJ’IH(bHKaHHefI, 3aKpCIMTh 3a KAXKIbIM U3 HUX ONPECACICHHOC MECTO IJIsA
00pa3oBaTesbHOl IS TENBHOCTH;

) 00eCmeynTh HUCIPABHOES COCTOSIHHE O0OPYHOBAaHHS, OXpaHy 3IO0POBbS M OE30MaCHBIC YCIOBHS
Tpyza;

) 00ecreYnBaTh CHCTEMATHIECKOE MOBBIMICHHE MPO()ECCHOHANBPHON KBAMM(pHUKAUUK PabOTHUKOB
0011e00pa30BaTENBHOrO  YUPSKICHUS, I[POBOJAMTH AaTTECTALMIO IEJarOTHYECKuX pabOTHHKOB, CO3/aBaTh
HEOoOX0IMMBIE YCIOBHS AJIsl COBMEILEHHs! paboThl ¢ 00y4eHUEM B YUEOHBIX 3aBEACHHSX;

. obecrieyuTh COONIIOAEGHUE TPYAOBOM M TNPOU3BOACTBEHHOW JHCUUILUIMHBI, CBOEBPEMEHHO
IIPUMEHSTH MEPbI BO3ACHCTBUS K HAPYIIUTENSIM TPYIOBOW JUCLMIIUHBI, YUYUTBIBAsI IPU 3TOM MHEHUE KOJUIEKTUBA;
o HEe JONyCKaTh K HCIIOJHEHUIO CBOMX OOs3aHHOCTEH B JaHHBI pabouuii JeHb pabOTHHKA,

MOSIBUBILIETOCST Ha paboTe B HETPE3BOM COCTOSHUM, IMPHHATH K HEMY COOTBETCTBYIOLIME MEpPbI COIJIACHO
JeHCTBYIOIEMY 3aKOHOIaTeIILCTBY;

o CO37aTh HOPMAaJbHBIC CAHUTAPHO-TUTHEHHYECKHE YCIIOBUS (OCBEILICHHOCTH padoyero Mecra,
TEeMIEPaTYPHBIA PEKHM, IIEKTPOOE30IIaCHOCTD | T.11.);

o CBOCBPEMEHHO IPOM3BOJUTh PEMOHT  OOIIC0O0PAa30BATENEHOTO  YUPESKACHUS, JOOUBATHCS
3¢ hexTHBHOM pabOTHl TEXHHYECKOTO IIepCOHAa;

o o0ecre4nBaTh COXPaHHOCTh HMYIIECTBA 00LIC00Pa30BaTEIBHOTO YUPEKICHHS, €r0 COTPYIHUKOB
M 00y4arouuxcs; 00ecreuynBaTh CHCTEMAaTHYECKUI KOHTPOJIb 32 COOJIIOICHHEM YCIIOBUH OIIaThl TPY/a paOOTHUKOB
U pacxomoBaHueM (OHAA 3apa0OTHOW IUIATHI; YYTKO OTHOCHTBCS K IIOBCEJHEBHBIM HYXKJIaM pPaOOTHHUKOB
0011100pa30BaTEILHOIO YUPEXKACHNUS, 00ECTIeUNBaTh NPEJOCTAaBICHUE M YCTAaHOBJICHHBIX JIbIOT U IPEUMYIIECTB.

4.2. AnmMuHUCTpanus o01meo0pa3oBaTeIbHOTO YUPESIKICHUS HECET OTBETCTBEHHOCTD 32 JKU3Hb U 370POBBE
0o0yJaroImuxcss BO BpeMmsi TNPeObIBaHMS HMX B IIKOJAC M Yy4acTHS B MEPOIPHUATHSIX, OPraHU3yEeMbIX
o01eoOpa3oBaTenbHbIM yupexxaenueM. O00 Bcex ciiydasx TpaBMaTH3Ma COOOIIATh B COOTBETCTBYIOLIME OpPIaHbI

00pa30BaHMs B yCTAHOBJICHHOM MOPSI/IKE.

V. IlpaBa

5.1. Ilexarornueckue pabOTHUKHM UMEIOT NPaBO paboTaTh MO COBMECTUTEIHCTBY B JPYIHMX OpPTaHHU3AIMX,

YUpEXKICSHUSX B CBOOOTHOE OT OCHOBHOM pabOTHI BpeMs, HO HE B yiiepO OCHOBHO padoTe.

5.2. A,HMI/IHI/ICTpaTI/IBHI)IC n Ieaaroru4yeCKuc pa6OTHI/IKI/I Il06pOBOJ'ILHO npoxoasaAT pa3 B IIATb JIET

aTTecTaIMIo coriaacHo ITonoxeHuro 00 aTTecTalny MeJaroruieckuX U pyKOBOASAIINX PAOOTHUKOB.

VI. Pabouee BpeMs U €ro HCIOJIb30BAHUE

6.1. Pabouee BpeMsi memaroruueckux pabOTHUKOB oOIperneisercs Yy4eOHbIM pacnucaHueM u
JIOJDKHOCTHBIMHM  00SI3aHHOCTSIMH, BO3JIaraéMbIMH Ha HHX YCTaBOM 00I1e00pa3oBaTEIbHOIO YUPEXKICHUS U

IpaBujaM BHYTPECHHETO TPYAOBOI'O pacriopdaaKa.

90



6.2. YdeOHyI0 Harpy3Ky IeJarorudeckux paOOTHHUKOB yCTaHABIMBACT AUPEKTOP 00IIe00pa3oBaTEILHOTO

YUPEXKICHUS C YI€TOM MHEHUs TPYJOBOTO KOJJIEKTHBA JO yXoJa paboTHMKA B OTIYycK. IIpum 3TOM HE0o0X0IuMo

YYHUTHIBATH:

o 00BbeM y4eOHOI Harpy3KH YCTAQHaBIMBACTCS MCXOIS U3 NMPHUHIUIIOB NPEEMCTBEHHOCTH C YYETOM
KBaTH(pHUKAINN yauTenel 1 o0bemMa yaeOHOM HaTpy3KH;

. 00BpeM y4eOHON Harpy3Kku OOJbIIe MIJIM MEHBIIE HOPMBI YacOB 3a CTAaBKy 3apabOTHOM IUIATHI
YCTaHABIIMBACTCS TOJIBKO C MIMCBMEHHOTO COoTIacus pabOTHHKA,;

. 00peM y4eOHOH HArpy3KH IOJDKEH OBITh CTaOMIBHBIM Ha IMPOTSDKEHHH BCETo Y4eOHOTO rofa,

YMEHBUICHHUE €ro BO3MOXHO TOJBKO TIIPU COKpAICHUU KOJIMYCCTBA o6yqa}ou11/1xc;1 1  KJIaCC-KOMILICKTOB.
Ilemarornueckum paGOTHI/IKaM npeaycmMaTpuBacTcsa OAUH CBOGOZ[HLIﬁ JICHb B HEACIIO ISl METOIMYCCKOM pa6OTLI n
MOBBIIICHUSA KBaJ’II/Iq)I/IKaHI/II/I.

6.3. AnMuHHKCTpaIust 0011e00pa3oBaTeIFHOTO YUPEKICHHS 00513aHa OPTaHU30BaTh yUeT ABKH PAOOTHHUKOB

IIKOJIBI Ha paboTy U yXo0/1a ¢ paboTBhI.

6.4. TlpomomxurenbHOCTh pabodyero IHSA OOCTY)KMBAIOLIETO IEpcoHaja M pabouux ONpenemnsieTcst
rpaduKOM CMEHHOCTH, KOTOPBIH JTOJDKEH OBITh 0OBSIBJICH Pa0OOTHUKAM I10J PACIIMCKY U BBIBEIICH HA BUIHOM MECTE

HC IIO3JHECC YEM 3a 1 MECSII 0 BBEACHHUS €ro B ACHUCTBHE.

6.5. Pabora B mpa3mHWYHBIC [OHM  3ampemeHa. [IpuBnedeHne  OTAENBHBIX  PaOOTHHKOB
00111e00pa30BaTENBEHOTO YUpexkIeHUs (yUUTeNel, BOCIIUTATENeH 1 Ap.) K JeKYPCTBY B BBIXOJAHBIE U MPa3IHUYHbIC
JTHH JOIyCKaeTcsd B CIydasx, HNPeAyCMOTPEHHBIX 3aKOHOAATEIBCTBOM, II0 IHCbMEHHOMY IMpHKa3zy IUpEeKTopa

00111e00pa30BaTENBLHOTO YUPEKICHNUSI.

6.6. JIHu oTapixa 3a JEKYPCTBO WM pabOTy B BBIXOJHBIE W TPa3JIHUYHBIE IHH MPEIOCTABISIIOTCS B
MOpsiAKE, MPETYyCMOTPEHHOM JEMCTBYIOIIUM 3aKOHOJATEIbCTBOM, B KaHUKYJSIPHOE BpEMs, HE COBIAJAIOLIEE C

OYC€PCAHBIM OTITYCKOM.

6.7. Bpemsi KaHHKyJ, HE COBIQJAIONINX C OYEPEIHBIM OTIYCKOM, SBIISETCS pabodYuM BpeMEHEM
MeIarorndeckux pabOTHUKOB. B 3TH mepmojsl OHM IPUBJIEKAIOTCA aJIMUHHCTpalueil o0meo0pa3oBaTeIbHOTO

YUPEXKICHHUS K [IelarOTHYeCcKoil M OpraHu3alnoHHOI paboTe.

6.8. B  KaHWKyIsApHOE BpeMs  Yy4eOHO-BCIIOMOTATENbHBIH W OOCTYKMBAIOIMUKA  MEPCOHAT
00111e00pa30BaTENLHOTO  YUPEKIACHHSI TPHUBIEKACTCS K BBITIOJHEHHIO XO3SHCTBEHHBIX pPadOT, HE TpeOYIONuX

CIICIUAJIbHBIX 3HaHHfI, B IIpeJicjiaX YCTAHOBJICHHOT'O UM pa60qero BPEMCHHU.

6.9. OdepenHOCTh NPENOCTABICHHS €KETOMHBIX OTIIYCKOB YCTaHABJIMBAECTCS C YYETOM HEOOXOAUMOCTH
obecrieueHnss HOPMAIBEHON paboOTHl 00IIe00Pa30BaTENFHOTO YUPEKACHUS U OJaTONPUATHBIX YCIOBHH AJIS OTABIXA
paborHnkoB. OTIycka NeNarorudeckuM pabOTHHKaM 0O0IIe00pa3oBaTENbHOIO YUPESKACHHS, Kak MpaBHIIo,

MpeAOCTABJIAOTCA B IEPUOM JICTHUX KAHUKYJIL.

6.10. IlpenocraBieHue OTIIyCKa AWUPEKTOPY MIKOJIBI O(GOPMIISIETCS NPHKAa30M IO COOTBETCTBYIOLIEMY

oprany 06pa3OBaHI/I$I, Apyrum pa6OTHI/IKaM IMMpUKa30M 1O 06H1606pa30BaT€J'H)HOMy YUPCIKACHULO.

6.11. IlegarornyeckuM u IpyruM pabOTHUKAM 00IIe00pa30BaTENbHOTO YUPESIKISHHUS 3aPeIacTCs:
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. M3MEHATh 110 CBOEMY YCMOTPEHHIO paclicaHHe YpPOKOB, 3aMEHSTh Ipyr Apyra 0e3 Bemoma
aIMUHHUCTPAIH 00111e00pa30BaTEILHOTO YIPEIKIACHHUS,

. OTMEHATh, YAJIMHATH WIM COKPAIIaTh HPOJODKUTENFHOCTh YPOKOB M IIEPEMEH; YAAIATh
00y4Jaromuxcs ¢ ypoKoB; KypHUTh B IOMEIICHNAX U HAa TEPPUTOPHUHN 0011€00pa30BaATENHHOTO YUPEKICHS;

. 0CcBOOOXaTh OOYJalOMMXCA OT IMIKOJNBHBIX 3aHATHUH JUIA BBIIOJHEHHS OOIIECTBEHHBIX
MOPYYCHHH, yJacTHsI B CIIOPTUBHBIX U JPYTHX MEPONPHATHAX, HE IPETyCMOTPEHHBIX IIIAHOM pabOTHI;

. OTBJIEKATh IIEAArOrNYECKUX PAOOTHUKOB B y4eOHOE BpeMsl OT MX HENOCPEACTBEHHOM paboThl s
MPOBEAEHUS Pa3HOT0 PoJia MEPONIPUATHUI, HE CBSI3aHHBIX C IPOU3BOJICTBEHHOM JESITEIbHOCTHIO;

. CO3bIBaTh B pabouee BpeMsi coOpaHus, 3aceaHys, COBELIAHUS 110 OOIECTBEHHBIM JIEJIaM.

6.12. TlocropoHHHE WA MOTYT TPHUCYTCTBOBATH BO BpeMsl ypoKa B KJIacCe€ TOJBKO C pa3pelIcHHs
JUpeKTopa U ero 3aMmectureneil. Bxom B kiacc mocne Hadama ypoka paspemiaercs TONBKO TUPEKTOpY

00111600pa30BaTENLHOTO YUPEKIACHUS U €TO 3aMECTHTEIISIM.

VII. IMoompenue 3a ycrexu B padboTe

7.1. 3a o0pa31oBoe BBINOIHCHHE TPYAOBBIX OOSM3aHHOCTEH, yCIEXH B OOyYCHHH M BOCIHTAHHU AETEH,
MPOJODKUTENFHYI0 M Oe3ynpedHyro paboTy, HOBATOPCTBO B TPyZA€ M 3a APYrHe AOCTHIKEHHS INPHMEHSIOTCS

CIIEIYIOIINE HOOLPEHUS:

00BsBIEHUE OJIArOAAPHOCTH C 3aHECECHUEM B TPYIOBYIO KHIUXKKY;
[IPEMHUPOBAHNE; HArPAXKICHUE LIEHHBIM [IOaPKOM;
Harpa)JIcHue II0YETHOU I'paMOTOM.

B mkosie MOTYT IPUMEHATHCS M APYTHE TTOOIIPEHHS.

7.2. 3a ocobble 3acayrn pabOTHHKH 00I1€00pa30BaTENbHOTO YUPEXKICHHS IPEICTaBISIOTCA B
BBILIECTOSIINE OPTaHbl JJIsi HarpaKJICHUS MPaBUTEIbCTBEHHBIMHM HarpajaMu, YCTaHOBJIEHHBIMU JUIS PaOOTHHKOB

HapOAHOTI'O 06p330BaHI/I$[, 1 IIPUCBOCHUS MOYCTHBIX 3BaHUM.

7.3. HpI/I INPUMEHCHUN MCP MMOOIIPCHU o0ecreurBaeTCI COYCTAHUE MarepuaJIbHOr0O M MOPAJIBHOI'O
CTUMYJIHUPOBAHUA TpyJa. HOOH.IpGHI/Iﬂ OOBSBISAIOTCS B MpUKa3e, AOBOAATCA OO CBCIACHHS BCEIr0 KOJUICKTUBA H

3aHOCSTCS B TPY/IOBYIO KHIIKKY.

7.4. HpI/I MNPUMEHCHUN MOPAJIBHOTO W MATCPHUAJIBHOT'O NOOLIPEHHSA, NPU NPEACTABJICHUN pa6OTHI/IKOB K
TOCYAapCTBEHHBIM HarpajaM W IIOYCTHBIM 3BaHUSAM YUYUTBIBACTCA MHCEHHUE TPYAOBOI'O0 KOJUICKTHBA, COBETA

00111€00pa30BaTENFHOTO YUPEKICHHS.

VIII. OTBETCTBEHHOCTH 3a HapyILIECHHE TPYI0BON AUCHUIINHEL

8.1. Hapymenue TpymoBOW MUCHMIDIMHBL, T.€. HEHCIIOJNHCHHE WM HEHAJUIekKAIee WCIOIHEHUE MO BUHE
paOoTHHKA OO0s3aHHOCTEH, BO3JOKEHHBIX HA HEro TPYIOBHEIM JJOTOBOPOM, YCTaBOM 00MIe00pa3oBaTeIbHOTO
YYpEKACHUS, IPABIJIAMHA BHYTPSHHETO TPYIOBOTO PACIOPAIKA, JOJDKHOCTHBIMU MHCTPYKIIMSIMH, BJIEYET 32 COOOM
NpUMEHEHHE Mep TUCHHIUIMHAPHOTO W OOIIECTBEHHOTO BO3JACHCTBHS, a Takke MPHUMEHEHHE Mep,

MPEIYCMOTPEHHBIX JeHCTBYIOINM 3aKOHOIATEIILCTBOM.

8.2. 3a HapyluieHue pr)_'IOBOﬁ JAUCHUIUIMHBL aIMUHUCTpALUA NPUMCHACT CJICAYIOINC AUCHUIIIIMHAPHBIC

B3BICKaHUA:
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3aMevaHue;
BBITOBOD;

CHIPKCHUE WITU CHITHE MYHUIIMNATBHOM HaJ0aBKH;
YBOJIbHEHHE.

8.3. YBonbHEHHE B KauecTBE B3BICKAHUS MOXKET OBITH IMPUMEHEHO 32 CUCTEMAaTHYECKOE HEHCIIOJIHEHHE
pabOTHUKOM 0e3 YBaXXHTENBHBIX NPHYHH O0S3aHHOCTEH, BO3JIOKECHHBIX Ha HETO TPYAOBBIM JOTOBOPOM, YCTaBOM
00111€00pa30BaTENFHOTO YUPESKICHNS U TPaBIJIAMI BHYTPEHHETO TPYIOBOTO pacIopsiAKa. 3a mporyl (B TOM YHCIe
3a OTCYTCTBHE Ha pabodeM Mecte Oojiee TpeX YacoB B TedcHHE pabouero nHs) 0e3 yBaXHTEIbHOW NMPUYHHBI
aJIMUHUCTpaLus 00111e00pa30BaTEeIbHOrO YUPEXKICHUS MPUMEHSET TUCIUILIMHAPHOE B3BICKAaHUE, IPEAYCMOTPEHHOE
BhIIIE. B COOTBETCTBUM C NIEHCTBYIOIINM 3aKOHO/ATEIBCTBOM O TPYAE MEIarornvecKhii pabOTHUK MOXKET OBITh
YBOJICH 32 COBEPILEHNE aMOPAJILHOTO ITOCTYIIKA, HE COBMECTUMOTO C JajbHEHIIINM BBITOJHEHHEM BOCIHTATEIbHBIX

(byHKIHIA.

8.4. JlucuumnuHapHOe B3bICKAHME TIPUMEHSETCS IUPEKTOpPOM, a TakXke COOTBETCTBYIOLIIUMHU
JIOJDKHOCTHBIMH JIMLIAMH OPTaHOB OOpa30BaHUs B MpejeNiax NMPeJOCTaBICHHBIX UM TIpaB. AJIMUHHCTpAlUS UMEET
MPaBO BMECTO NPUMEHEHUS AUCHUILIMHAPHOTO B3BICKAHMS MEPeNaTh BOIPOC O HAPYIICHUH TPYAOBOH TUCLIMIIIHHEIL

Ha pacCMOTPCHUC TPYAOBOTO KOJUICKTHUBA.

8.5. lucuMruiMHapHble B3BICKaHUS Ha JUPEKTOPa HAKJIAABIBAIOTCSI OPraHOM YIpaBJICHHS OOpa3OBaHUEM,

KOTOpHﬁ HUMCCT MPABO €ro Ha3HA44aThb U YBOJIbHATD.

8.6. Jlo mpuMeHeHUs B3bICKaHHUA OT HapyIIUTeNIeidl TpyMOBOWH TUCHMIIIMHBI JOJDKHBI OBITH MOTPEOOBAHBI
00bsCHEeHUsI B MUCbMEHHOHW (opme. OTka3 pabOTHHKA 1aTh OOBACHEHHE HE MOJXKET CIY)KUTh HPENSTCTBUEM IS
NPUMEHEHUS] JUCHUIUIMHAPHOTO B3bICKaHWA. J{MCIMIUIMHApHOE B3BICKAHWE IPUMEHSETCS aAMUHHCTpanueil He
TO3/JHEE OJJHOTO MecsIa CO JHSA ero OOHapy)KeHHs, He CUHMTas BpeMEHHU OOJIe3HM WM NpeObIBaHus pabOTHHKA B

OTITYCKEC.

8.7. 3a xaxmgoe HapymieHHE TPYIOBOW IUCIMIDIMHEI MOXET OBITh MPUMEHEHO TOJBKO OJHO

JAUCHUTUIMHAPHOC B3bICKAHUC.

8.8. HpI/IKa3 0 NPUMCHCHHU IUCHUIUIMHAPHOTO B3BICKAHWA C YKa3aHUEM MOTHUBOB €TI0 IIPUMCHCHUSA

00BsBIIsIETCSI PAOOTHUKY O/ PACIHCKY B TPEXIHEBHBINA CPOK.

8.9. Ecim B TeyeHue roja co JHS NPUMEHEHUs TUCHUILTMHAPHOTO B3BICKAHHMS PaOOTHHK HE TOJABEPTHYT
HOBOMY JAMCLMIIMHADHOMY B3BICKAHMIO, OH CYMTAaeTCi HE IOABEPIIIUMCSA JUCLUILNIMHAPHOMY B3BICKaHMIO.
AnMUHHUCTpaIMs IO CBOEH MHMLMATHBE WU XOAATalCTBY TPYAOBOTO KOJUIEKTUBA MOXKET U3AATh MPHUKA3 O CHATHU
B3bICKaHHs, HE 0)KMasl HICTEUCHHUS T0Jia, €M pabOTHHUK HE TOMYCTHII HOBOTO HAPYIICHUS TPYAOBOM JUCIUIIIIMHBI U
MIPUTOM TIPOSIBIII ce0s1 KaK XOPOIIHi, J0OPOCOBECTHBIN pabOTHHUK. B TeueHme cpoka AEWCTBUS TUCIUIUITMHAPHOTO

B3bICKaHUA MEPBI MOOIIPEHNA, YKa3aHHBIC BbBIIIEC, HC IPUMEHAIOTCA.

8.10. TpymoBo# KOJJICKTHB MMEET MPaBO Ha BBIPAXCHHE HEIOBEpHA JIOOOMY WIEHY aJAMHUHHCTPAIUU H

XOJaTaCTBO B BBIIIECTOSIITAX opraHax o €ro 3aMCHC.

8.11. IlpaBnia BHyTPEHHETO TPYAOBOI'O PACIOPsIIKa COOOIIAIOTCS KaXKI0MY paOOTHHKY I10]1 PAaCIIUCKY.
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Tema 2. COCTAB U OPOPM/IEHUE OOKYMEHTOB NPU NPUEME HA PABOTY
LokymeHTMpoBaHMe npouecca nogbopa nepcoHana B opraHU3aLuum.

2.1. AHanus noTpebHOCTU opraHu3aumm B noabope nepcoHana.

Anamuz HOTpe6HOCTI/I OopraHuzalnu B r[o;[6ope nepcoHala HCO6XO,HI/IM JJ1d TOro, YTOOBI 006paT1,

MHPOPMALINIO O TEKYIIEeH U MpencTosmei paboTe B 001acTH peKpyTHHTA.

Pexpymunz (om ane. recruting — Bep6oBKa, KOMIUIEKTOBAHUE JINIHBIM COCTABOM)-  HaYalbHAsI CTa M 10

YIpaBICHUIO TepcoHasoM. OYHKIMOHANBHOE HA3HAYCHWE PEKPYTHHrAa 3aKIIOYacTCsl B OCYIIECTBICHUHU
opraHMzanyell 1moucka, oTbopa W HaiiMa pabOTHUKOB TpeOyeMoll KBAIM(HUKALMH W YUCICHHOCTH. K OCHOBHBIM

JIOKYMEHTaM I10 PeKPYTHHTY IIepCOHaNa OTHOCATCS:

a) Ha 5TaIIc IouckKa:

- CBCACHUA O HOTpe6HOCTHX peaAnpusTrs B IIEPCOHAJIC OHpeHeHéHHOﬁ KBaJ'II/I(bI/IKaL[I/II/I 1 YHUCJICHHOCTH,

- 3aj4BKa Ha IOWCK 1 HOH60p TIiepcoHaia;

- YCJIOBUS NIOCTYIUICHUS Ha IPEIIPUATHUE;

- KBaJTU(HUKAIIMOHHbIE TPEOOBAaHUS K COMCKATENI0 BAKaHCHUH,

- 00BSABIICHHE O BAKAHCUU.

0) Ha sTare oToopa:

- pE3rOME;

- aHKETa;

- aBTOoOHOTpadus;

- IUCbMEHHBIA TEKCT CaMOOIICHKH COUCKATECJIsA BAKAHCHUH,

- JIMYHBIHI JIUCTOK I10 yquy KaaApoOB 1 AOIOJHCHHUE K HEMY.

B) Ha JTane Haima:

- MINCBMEHHOE 3asBJICHKE O IpuéMe Ha paborTy;

- IPOGKT TPYAOBOTO JI0r0BOPA;

- [IPOCKT AOr0BOPaA, SABJIAIOUICTOCA IO OTHOIICHUIO K TPYAOBOMY JOTOBOPY AOIMOJTHUTCIbHBIM,

- IpuKa3 o npuéme Ha padory;
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- TpyZOBask KHIKKA.

BOBperI HpOBe[[eHHLIﬁ aHaJIu3 MO3BOJIACT pCaibHO OLCHUTL CUTYyallUl0 U BBICTPOUTLH IIJIaH JNanbHenIei
pa6OTLI, CHOCO6CTByeT NPUHATHIO CBOCBPEMCHHBIX YIHPABJICHYCCKUX pemeHHﬁ. C TOYKH 3pCHUA 1'[0]1601)3

IepcoHalla B Hayajle Tojia, KaJeHIapHOro Win (GUHAHCOBOTO, B OT/EIE MO paboTe ¢ MepCOHAIOM (OpMHUpPYyeTCS:

1) nnan Habopa nepcoHaa B OpraHu3aliiy;

2) IaH yBOJIbHEHHS TIEPCOHAA;

3) mIaH nepeMenIeHus COTPYTHUKOB BHYTPH KOMITaHHUH.

2.2. YcnoBuA TPyAOYCTPOIACTBA B OPraHM3aLumio.

[Toutn B KaKIOH OpraHW3alHU CYIIECTBYIOT CBOM YCTaHOBIICHHEIC MpaBIJIa MpHeMa HOBOTO COTPYIHHKA
Ha pabory. OOBIYHO Takue MNpaBWia JOKYMEHTHPYIOTCS B (popMe TOJIOKEHUs, TAE OTpakaeTcs CieayroIas

undopmanus:

o MepeyrciIeHsl TpeOoBaHMS K OyAylleMy HOBOMY COTPYJHHMKY OpraHH3aldd C y4eTOM
3aKOHOJaTCIbCTBA P® u TEPPUTOPHUATIBHOTO, MECTHOT'O CaMOYIIpaBJICHUA, JOKYMCHTOB, IPUHATHIX B KOMIIaHWUU, U
npeiocTaBleHns] HHPOPMaIMK COMCKaTesel o cede;

o copMyITHPOBAHBI 0053aTENHCTBA, KOTOPHIC HODKECH OYAET HECTH HOBBIN COTPY/THHK;

) npejcTaBieHa nHpopManus 06 yCIOBUIX paboThl B OpraHU3aliy MOTCHIUAIBHBIM COUCKATEISIM.

OdopmiteHHE TaHHOTO MOJIOKEHHsI OCYIIeCTBIsIeTCs B cooTBeTcTBHU TpeboBauusmu ['OCT P 6.30-2003. B

3TOM JIOKYMEHTE 00513aTeNIbHO JOJDKHBI IPUCYTCTBOBATH CIEIYIONINE PEKBU3UTHI

sMOJIeMa OpraHU3allNy;
ab0peBuaTypa OpraHu3aIiH;
ab0peBuaTypa BUa JOKYMEHTA;
Jara JTOKyMEHTa,;
PETHCTPAIIMOHHBIN HOMED JIOKYMEHTA;
MECTO COCTABJICHHS JIOKYMEHTA,
rpud yTBEpKICHUS TOKYMEHTA;
3aroJIOBOK K TEKCTY;
TEKCT JIOKYMEHTAa;
OTMETKA O HAJTUYUU MPUITOKCHUA,
MOJIHUCH;
BU3BI COTJIACOBAHHUA JJOKYMCHTA,
OTMETKA 00 HUCIIOJHMTEE;
UACHTUPHUKATOP 00 MCIOJTHHUTEIE.

.3. Tpe6oBaHUA K KBaANPUKAL MU COUCKaTENEN.

N ©¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ o ¢ o o o o

B cinyx0e mombopa mepcoHarma Ha OTKPBITHIE BAKAHCHUH OOBIYHO CYIIECTBYET IOKYMEHT, B KOTOPOM
Mpornucanbl TpeOoBaHUS K KBIM(UKAIMKM cCOUCKaTenei. Ha ocHOBaHWM 3THX TpeOOBaHMH MEHEKEp MO Moa00py

IEpcoHaIa OCYHMICCTBIACT ITIOUCK COHCKaTeJIeH.

(DOpMI/IpOBaHI/IC TpeGOBaHI/Iﬁ OCYyHICCTBJIACTCA HAa OCHOBAaHUU 3aKOHOHaTeJ’ILHOI>i 6213I)I, JIOKaJIbHbIX aKTOB,

TIPUHATHIX B OPTaHU3AINH, a TAKXKE C COOIOACHNEM psiia APYTHX 3aKOHOB.

CTpyKTypa JaHHOTO JOKYMEHTA IPEICTABISIET COO0i:
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1) obmue monoXKeHws,

2) 6a30BbIc TPeOOBaHUS K KBATU(UKAIIMYA COUCKATEIICH;

3) JOIIOJTHUTCIIbHBIC TpeGOBaHI/IH K KBaJ'H/I(l)I/IKaHI/IPI concxaTeneI‘/i;

4) 3aKITIOYHUTEHHBIC TIOJIOKEHUS.

OTOT JOKYMEHT Takxke odopmisiercs B coorBeTcTBuu ¢ TpedoBanusmMu ['OCT P 6.30-2003 u yka3siBaeT

00s13aTeIbHOE HAJIUYKME B HEM CICOYIOIMUX PEKBU3UTOB!

o sMObJieMa OpraHu3aLuH;

. ab0peBuaTypa OpraHU3aINH;

. ab0peBuaTypa BUAa JOKYMCHTA;

Jata JOKyMEHTa;

PETHCTPAIlMOHHBII HOMEP JTIOKYMEHTA;
MECTO COCTaBJICHHS JIOKYMEHTa;
3aroJIOBOK K TEKCTY;

TEKCT JTOKYMEHTAa;

OTMETKa O HAJINYUU MPUIIOKESHUS;
TIOATIHUCS;

BU3bI COTJIACOBAHUS TOKYMEHTA;
OTMETKa 00 MCIIOJHHUTETIE;

o UICHTH(UKATOP SJIEKTPOHHOW KOIIMH JOKYMEHTA.
2.4. O6baBneHMe 06 OTKPbITOM BaKaHCUN.

OObsBiIEHHE 00 OTKpBITOﬁ BAKaHCHUU OCYHICCTBIIACTCA IIOCJIE OKOHYATCIBbHOTO ONPEACICHUA YCHOBI/Iﬁ
HailiMa HOBOTO COTpYAHUKA M CIIYXKUT CBOCro pojaa I/IH(I)OpMaHI/IOHHLIM TIOTOKOM TII0 TMPHUBJICYCHUIO BHUMAHUA

NOTCHIHAJIbHBIX COMCKaTenel K OpraHu3aluu.

B 00bsaBneHNN 006 OTKPHITONM BaKaHCHM yKa3bIBAIOT CJIEAYIOIINE TaHHbIC!

1) Hamuure MOTPEOHOCTH OPraHU3aluy B COTPYAHHUKE;

2) yciioBusi pabOTHI ¥ OCTYIUICHUS] HA pabOTy B OpraHU3aInIo;

3) TpeOoBaHMs K KBaTH(DHUKANUY MOTCHIIUATBHBIX KaHIHIATOB.

OObsBIeHHE 00 OTKPHITOW BaKaHCHH OCYIIECTBISIETCS HE TONBKO C IENBI0 TPHUBIEYh CTOPOHHHUX
KaHJIM/IaTOB, HO U C II€JbI0 OOBSIBIEHHUsS KOHKypCca Ha 3aMEIIEHHE OTKPHITOW MO3UIMU CPEIH CBOUX COTPYIHHUKOB

OpraHu3aluu.

CtpykTypa 00BsBICHUS 00 OTKPHITON BaKAHCUH CIICTYIOMIas:

1) o6ocHOBaHME OCHOBAHUS MPOBEIECHUSI KOHKYPCa,;

2) 6a3oBbIe TpeOOBAHMS K KaHIUIATaM;

3) HCO6XOZ[I/IMI)I€ JOKYMCHTbBI JJId MPOXOKACHUSA KOHKYpPCA;

96



4) ampec U OTTIPABKH PE3tOMe U HEOOXOMMON JOKYMEHTAITHH;

5) MEPCUCHb OCHOBaHHUU JJIsI OTKIOHCHHUS concxaTeneﬁ;

6) ycloBUsI KOHKYpCa;

7) IOPSIIOK OTpeeICHUs OO TUTEIIS,;

8) MopsIIOK yBEAOMIICHNUS YUaCTHHKOB KOHKYPCa O €T0 Pe3yJbTare;

9) nopsi10k 0opMIIEHHSI HOBOTO COTPYIHHKA Ha PadoTYy;

10) koHTaKTHas HHPOpPMAIIKS OPraHU3aTOPOB KOHKYpCa.

KonkypcHoe 00bsiBiieHHe ocylecTBisieTcs Ha ocHoBanuu TpeboBanuii [OCT P 6.30-2003 u npeamnonaraer

HaJInu4ue CICAYIOIMUX PCKBU3UTOB!

IMOJIeMa OpraHU3aIlHH;

ab0peBuaTypa OpraHu3aIiH;

ab0peBuaTypa BUIa JOKYMCHTA;

Jara JOKyMEHTa;

PEruCTPallMOHHBIA HOMEP JOKYMEHTA;

MECTO COCTaBJIEHHS JIOKYMEHTA,

rpud yTBEpKICHUS TOKYMEHTA;

3aroJIOBOK K TEKCTY;

TEKCT JIOKYMEHTA;

OTMETKA O HAJIMYUY MPUIOKCHHUS;

MO/IMHUCB;

BU3BI COTJIACOBAHUA JOKYMEHTA,

OTMETKA 00 HUCIIOJHHTEE;

UIeHTU(HUKATOP AIEKTPOHHOMN KOIMHU IOKYMEHTA.
.5. ba3a gaHHbIX coucKaTteneu.

N ©¢6 ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ o o o o

baza oannvix couckameneii — 3TO JOKYMEHT, Iie (QUKCUPYIOTCS JaHHBIE 000 BCEX COHCKATEIsX,
KOTOpPBIC OTBEYAOT ()OPMAIILHO BBELIBHHYTHIM TPEOOBAHUSAM K KaHIUJATaM Ha OTKPBHITYIO BAKAHCHIO M ITOJYYHIIA

MpurjiameHue HpOﬁTH C06CCCHOBaHI/I€ C IpEACTABUTECIIEM KOMITAHUU.

OOBIYHO B TaKOM 06aze TaHHBIX OTPAXKAIOT:

1) HyMepaIHIo COUCKaTeIs;

2) MOTHbBIE WHUIHAIBI COMCKATEIS;

3) mpenBapuUTEIbHYIO OLIEHKY COMCKATEIIS;

4) npeuMyIecTBa COUCKATEIS;

5) KOHTaKTHYIO HH)OPMAIHIO;

6) oTMeTKY 00 HH(DOPMUPOBAHUU COUCKATEIIS.
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2.6. MpurnaweHune Ha cobecepoBaHue.

[purnamenue Ha cobecemoBaHUE SBISETCS JOKYMEHTOM, KOTOPBI OTHOCHUTCSI K CIY)KEOHOMY IHCBHMY.
OHO BHINOTHSIET pOJIb HH(POpPMATOpPa COUCKATEIS O MPEJCTOSIIEM COOECEIOBAHIH, TI€ YKA3bIBACTCS MECTO, BPEMS H

Jpyrue 00CTOSATENbCTBA.

[TpuBenem mpumep MpUTTIALICHUS COUCKATEN Ha COOeceJOBaHME.

3npasctByiite, ExaTepunal

Kommnanns POHUKOH, ¢abpuka mebeny, uier kauauaaTa Ha BakaHcHio «MeHemKep 1o npogaskam».

Bae PE3OME MMOKa3aj10Ch HAM OYCHb MHTCPCCHBIM.

IMompobHoe onrcanue Bakancuu Bel MoxkeTe HaiiTu Ha caiite HeadHunter. 3aiigure mo cCBOUM JIOTUHOM U

apoJjicM, 1 Ha CTpaHUIC «OTKJIMKHA U MPUTTIAlICHUSA) Brl HaﬁHeTe CCBIJIKY Ha OIMMMCAaHUEC BAKaHCUU.

Ecnu Hamre npemioxkenue Bam uHTepecHO, epe3BOHUTE, OKATyHCTa, B pabouee BpeMs 1o Teseony +7

(495) 967—99—13 (Haropuna TaTbsiHa).

C yBaxkxeHUEM,

Haropuna Tarbsina.

2.7. YsepomneHue 06 oTKase B npeaocraB/ieHUU BaKaHCUN.

YBC,I[OMJICHI/IG 00 oTKase B IpeAOCTaBIICHNU BAKAHCHUU SBJISICTCA C.]'Iy)KC6HBIM mucbMoM. [ 1aBHas 3aJa4da

JaHHOTI'O ITMCbMa — 3TO I/IH(I)OpMI/IPOBaHI/IG couckareis 00 0TKa3e OT ero KaHAUAaTyphbl.

2.8. Nlucr C06ECEAOBaHVIﬂ C COUCKaTe/ZieM Ha OTKPbITYHO No3nuumio.

Jlucr CO6CCC,HOB3HI/I$I C COHMCKATeJIEM NpEAHA3HAYCH JIsL q)HKcaIH/II/I 6€C€)II)I n €€ OCHOBHBIX HTOI'OB B
PEXKMME MHTCPAKTHUBA. CO)ICp)KaHI/IC JIucTa CO6CCG}IOB3HI/IH 3aBUCHUT OT MpoHecca €ro MPOXOKIACHUA. A BOT B ero

CTPYKTYpE OTPaKAIOTCSI:

1) nata, Bpemst 1 MmecTo Oecempl;

2) conepxanue Oecelsr;

3) MHEHHE O COUCKATeIIE;

4) BBIBOJIBI 110 HTOTaM OECEIIBI;

5) KoMy COOOIIIEHBI pe3yIbTaThl Oecebl;

6) yKka3aHUs JOJDKHOCTHOTO JIMIIA, KOTOPOMY COOOIITMIINA PEe3yIbTaThI.
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2.9. OueHKa KaHAuAaTa B npouecce cobecenoBaHus.

Bo BpEMs MNPOBCACHUA COGCCCZ{OB&HI/ISI HeO6XOL[I/IMO MPpOBECTHU OLCHKY KaHAuJAaTa Ha Ty WIA HUHYIO

OTKPBITYIO TO3WLHUIO B OpraHM3anuu. JlJas 3TOro MpUMEHSIOTCS pa3IMdHBIC OICHOYHBIE MPOLEAYPHI, TAKHE Kak

IMACbMEHHOC TCCTUPOBAHHC COUCKATCIA Ha CAMOOILICHKY, BBISIBJCHHUC AOMHWHHPYIOMIUX YEPT XapaKTEpa, 3HAHUC

HWHOCTPAHHOI'O fA3bIKa (HanpnMep, YMCEHHUEC MNEPEBECTU C PYCCKOT'O A3bIKa Ha AHTJITUUCKUN IOpI/IZ[I/IquKI/Iﬁ JA0T0BOD

KOMHaHI/II/I), MPUMCHCHUC TCXHUKU CHUTBIBAHUA I/IH(i)OpMaIII/II/I BO BpEMs X0Ja 6eCC,HI)I u T.II.

Ilo pe3ybTaTamM CO6CC€JJOBE[HI/DI MBI COCTaBJISIEM TaK Ha3bIBAEMBIM OICHOYHBLIM JIMCT KaHAWJATa Ha

OTKPBITYIO TO3UIHIO, B KOTOPOM (I)I/IKCI/IpyeM BCIO TIOJIYUYCHHYIO I/IH(IJOpMaHI/IIO, Ha OCHOBaHHWH HETO 6yIleT

COCTaBJICH OT3bIB O COUCKATECJIC MO UTOTaM MPOXOKIACHUSA COGCCCHOBHHI/IH. Om3b16 couckamesnss — 3TO JOKYMCHT,

Ha OCHOBaHUHU KOTOPOIO 6yZ[CT JaHa XapaKTCPUCTUKA KaHAUAATy Ha OTKPBITYHO BAKaHCUIO.

[IpuBenem mpuMep BO3MOKHOTO 00pa3iia OIIEHOUHOIO JIMCTa KaHIUIaTa Ha OTKPHITYIO BAKAHCHIO.

OHeHO‘IHBIﬁ JIUCT KAaHAMAATAa HA NMO3UIUI0 HAYAJIBbHUK O0T/A€/1a MPOJaAaK

Bpewms mpuxona:

HaszHaueno 14.00

Kannunar CmupHoB Banentun bopucosuu

¢axruueckoe 14.00

OnennBaeMoe Ka4ecTBO b Kommentapun
ana ot 1
a0 S
OmneHka HEPBOTro 5 [TynkTyaneH, npusTeH, TaKTH4YEeH, yBepeH B cebe
BIIEYATIICHUS TIPeAYNpEIUTENIEH K COOECeTHIKY
Buemnuii Buj

AKKYpaTHOCTh 3 KocTtiom MATHIH
CooTBETCTBUE CUTYALUH 4

IIpodeccuonanbHble KayecTBa

3HaHUe NpoayKTa 4 XopoIo OpHEHTHPYETCsl Ha y3KOCHEUATU3UPOBAHHOM
pBIHKE, BJaJeeT CHUTyallMeldl | HYXHOM wuHpOpMammend o
MOJIOKUTEIbHBIX U OTPULATENBHBIX CTOPOHAX MPOAYKLIUU
[IpodeccnonanpHbIe 3 CBs3M Ha YpOBHE TOJBKO CBOETO PETHOHA, CBA3CH Ha
KOHTaKTBI Bceil Tepputopun PO HenocTaTouHO
OnsIT pyKoBOIALIEH 4 Ha pyxoBozsmieii JoIKHOCTH OKOJIO 3 JIeT, B KOMITaHUH
paboTHI 10 CHEMaIbHOCTH CPEIHEro YpOBHS, B ITOYMHEHIH HETIOCpencTBeHHO 10 gemoBex
AHTIL A3BIK 4 CnokoHHO U3BSACHSIETCS

IloBenenue, JUYHBbIE KAaYeCTBA

CrnocoOHOCTh NPE3EHTOBATh

ce0s1, CBOM TOBAp U T.II.

4 He JACPIKUT OCAHKY, MOCTOAHHO CKaAYyT HOTKH rojioca
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KommyHukabensHOCTD 4
I'ubkocTh B 00mEeHNH 3 [IpsiMONMHEWHBIN, CKIOHHBIN CO3MaBaTh KOH(IUKTHBIC
CHUTYyaIn

DHEPru4HOCTh 5 YpesmepHO 3HEpruieH

HacroitunBocts 5 HacToitunBo npoBOIUT CBOIO TOUKY 3pEHUS

CnocoOHOCTD K 5 ApryMeHTBI IPUBOJIUT TOYHO, C HAIOPOM
apryMeHTaLuH

OpueHTanust B HE3HAKOMOM 5 BeicTpo opueHTHpyeTCs, aieKBaTHO pearupyer
oOcTaHoBKe

OOmee BreyaTeHWE : OYEHb AKTHBHBIH, MENCYCTPEMIICHHBIH, IUCHUILUIMHUPOBAHHBIH, >KECTKHH,

MparMaTU4HbIN, CTOUT NOPa0OTaTh HA/l BONPOCOM IpPE3eHTALINY ceOsl.

BriBon : [IpencraBnsier nHTEpEC Ha MO3. HAYAJIbHUKA OTIEJa IPOJIaxK.

Crnenyer oOpaTHUTh BHUMaHHE Ha BO3MOXKHOCTH BO3HMKHOBEHHS TPEHHH BO
B3aMMOOTHOIIEHUSIX C HEMOCPEICTBEHHBIM OyaymuMm pykoBoautenem II.B. Hemuuuko
13-332 CTPEMJICHUS K JOMUHUPOBAHUIO.
Wurepssto nposen: H./{. Xazanoe

« » 200 . (noonucw)

OuLeHOYHDIH JTUCT KOMIIETEHIMI M HABLIKOB COMCKATEJIf

OueHOYHBIH JIUCT KOMIETEHIUI 1 HABBIKOB COMCKATEJISI HA OTKPBITYIO O3ULIHIO

( mazeanue saxancuu )

®.U.0. couckarenas:

Jata oneHku: « » 200 .

OueHovyHasi IKaJa: 9 — He yJ0BJIETBOPSET TPCOOBAHUAM BaKAaHCUU

1—2 cnabo ynoBneTBOpsieT TpeOOBAaHUAM BaKaHCHH

3—4 YAOBJIETBOPACT TpC6OBaHI/IHM BAaKaHCHUU Ha CPEAHEM YPOBHE

5—6 ynoBieTBopseT TpeOOBaHUSIM BaKaHCHH

7—8 oTau4HO YAOBJICTBOPSCT Tpe6OBaHI/IHM BaKaHCHH

9—10 npeBbImacT TpeOOBaHKS BAKAHCUU
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KoMmnereHnust 1 HAaBBIK Onenka BakHoCTBH Hrorosa
sl OLleHKA
(B
NMPOLEHTAX)
CyMMapHBIii peliTHHT coucKaTeJIs:
PexomMenaaumu no gajbHeiineMy B3auMo/IeliCTBHIO ¢ cOMCKATEIEM:
HNHTepBbIO NIPOBEIL:
CpaBHHTe/IBbHBIN OLICHOYHBII JIMCT cOUCKaTenei
CpaBHMTe/JIbHBIH OLIEHOYHBIH JUCT COUCKATeIell HA OTKPBITYIO MO3MLMIO
( nazsanue saxancuu )
A — mpeBbIIaeT TPeOOBAHUS BAKAHCUU
b — ynoBnetBopsieT TpeOOBaHUSIM BaKaHCHU
B — He ynosneTBOpsieT TpeOOBAaHMSIM BaKaHCHH
KommneTenuusi, Comnckar Comnckare Comnckare 3ameuanust
HABBIK ean 1 Jb 2 Jb 3 OLICHIINKA
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Pexomenaanum mo Haﬂbﬂeﬁﬂleﬁ pa60Te C COUCKaTCJISAMM:

OueHky nposeJr:

Jara: « » 200 _r.

TpynoBble OTHOWEHWA B NPaBOBOM acCNeKkTe, BO3HMKaWMe Mexagy paboTogatenem
(rocypapcTBeHHOW oOpraHv3aumeln uam cobCTBEHHMKOM Npeanpuatus, Gupm u np.) U paboTHUKOM,
perynunpytotca B Poccum TpyaoBbim Kogekcom PO,

Mpoueaypa 40KYMEHTaLMOHHOro obopmaeHUs npu npueme Ha paborty.

OdopmneHne AOKYMEHTOB Npu npueme Ha paboty. lMpu npueme Ha paboty duKcupyloTca
OCHOBHble aHKeTHO-6Morpapuyeckme gaHHble paboTHUKA, YCNOBUA ero NnpMema u onaatbl Tpyaa. Npuem
Ha paboTy He gonyckaetca 6e3 NpeabABAEHUA NacnopTa M TPYLOBON KHUKKM. 1A BOEHHOO6SA3aHHbIX
npeaycMoTPeHO NpeabsAB/ieHne BOEHHOro buneta.

B HeobXxoAMMbIX Clyyanx OT NPeTeHAEHTOB Ha AO/MKHOCTb MAK paboyee MeCcTo aaMUHUCTpaLUA
opraHusaumm (npeanpuatva) BrnpasBe noTpeboBaTb AOKYMeEHT 06 06pa3oBaHUM WAW MOJIYYEHHOM
npodeccnn ¢ ykasaHuem KBannudpukaumu,

Mpwn noctynneHnn Ha paboTy nopaetcs auUYHOe 3as8seHUe C NPocbbol o nNpueme B SAHHOK
opraHusaumio. OQHOBPEMEHHO 3aMoHAETCA NPU HEOBXOAMMOCTU AUYHbIG AUCMOK M0 yYyemy Kadpoe
(nnn aHKema), a TakXe cocTaBnAaeTca asmobuozpacgus.

B nocnegHee Bpemsa B NpoLeaypax, CBA3aHHbIX C MPMeMOM Ha paboTy, BCe Yale HaxoauT
NPUMEHEHME YXKe paHee YNOMAHYTbIN LOKYMEHT — pe3tome.

Hapagy c obbsABneHWAMM B CPeACTBaX MaccoBoW MHpopmaumm (CMW) u npepnoxkeHuamm
KaZpoBbIX areHTCTB pesilome — Haubosee oONepaTMBHbLIA M 3IKOHOMMUYHBIA CNocob BbiABAEHUA
NPeTeHAEHTOB, *KefalowWwmx MNocTynaTte Ha paboTy B OpraHM3auMio Ha BaKaHTHYK LOJ/IKHOCTb,
npeacTaBnseT coboi KpaTKyto CxKaTylo MHPopmaumio o cebe, COCTaBASEMYIO IMYHO NMPETEHAEHTOM Ha
BakaHTHoe mecTo. [lo cyTm 3TO camopeknama, nossosswuwas paborogatento npeaBapuUTenbHO
03HAaKOMMTLCSA C COMCKATENAMM, C Tem, 4YTobObl MpM MnociesyloleM HenocpencTBEHHOM KOHTaKTe
OCTaHOBMUTbCA Ha OAHOM U3 HUX.

OcobeHHOCTbIO pestome SBASAETCA W3/I0XKeHue cBeaeHuit o6 o6pasoBaHMM U TpyaoBOM
AeATeNbHOCTM B 06paTHOM XPOHO/IOMMYECKOM NopAdKe, TaM Ke u3naraetca Aobaa AononHMTebHan
MHPOpPMaUMA: 3HaHWE MHOCTPAHHbIX A3bIKOB, Ha/MuMe NeYaTHbIX TPYAOB, NPOPECCUOHAbHbIE HABbIKK
no Apyroi cneumanbHOCTM U Np.
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OcHoBaHUWe ana npuema Ha paboTy — 3aKtoueHne mpydosoeo 002080pa (KOHMPAKMA).

Mpvem Ha paboTy opopMAAETCa U3ZaHUEM MTPUKA3a 110 AUYHOMY cocmasy. B ganbHeliwem Ha
nocTynuBLUEro pPaboTHWKa 3aBOAUTCA JIUYHAA KAPMOYKA U BHOCUTCSA COOTBETCTBYIOLLAA 3aMWCb B €ro
TPYAOBYIO KHUMKKY.

MocnenoBaTeNbHOCTb AOKYMEHTAUMOHHOIO odopmaeHMa npuema Ha paboTy cxemaTudecku
MOKeET ObITb BblparkeHa cegyowmnm obpasom (puc. 2.1).

Pes3rome

v
3adaBJiieHue

v
TpymoBoi 10TOBOP

v
[Ipuka3s o mpueme Ha paboTy

A 4 A 4 A 4

3anucsk B TPyI0BOU Odopmiienue TUIHOU OtkpbhITHE OyXTaITEpHUEN
KHIDKKe KapTOUKHU JINYHOTO cYeTa

Puc.2.1. NocnefoBaTeNbHOCTb AOKYMEHTUPOBaHMA NpPU Npueme Ha paboty

Otbop npeTeHAEHTOB Ha [AO/KHOCTb. B npakTuyeckoit pabote npouecc otbopa MoOKeT
BApPbMpPOBATLCA B 3aBUCMMOCTU OT OCOBEHHOCTeN AeATe/bHOCTU OpraHu3aunn, cneunduKkn BakaHTHOM

[OJIKHOCTU U T.N.

OaHo geno, ecan peyb MAET O NPOCTOM paboTe, U ApYroe, ecan NpeTeHAeHT NPUrAaLlaeTcsa Ha
OOIKHOCTb cneunanucta, Tpebylowyo onpeaeneHHol Keanmoukaumm u onbita. B nocnegHem ciyyae
nepes, HasHauyeHMEeM Ha TaKylo LO/IKHOCTb PEKOMeHAyeTCcA NpoBedeHWe npensapuTenbHoi 6eceapl ¢
NpeTeHAEHTOM Ha ee 3amMeLleHue.

Llenbto Takoro CO6€C€AOBaHMH ABNAETCA yrny6neHHoe O3Hakom/eHne C KaHLI,VI,CI,aTypOVI Ha
LONKHOCTb. [1pM 3TOM BbIACHAIOTCA cneaytolme Bonpochl:

- KaKoBbl NPeACTaB/NeHNA NpeTeHAeHTa O XapakTepe Oyayliei paboTbl M BO3HUKAOLWMX NpU
3TOM 06513aHHOCTAX;

- KOr4a ecTb BO3MOXKHOCTb MPUCTYNUTL K paboTe;
- }Xenaembli pasmep 3apaboTHol NnaTbl;

- cnykb6a B BOOpYKEHHbIX CUNax;

- cnyxKb6a 3a rpaHuuei;

- COCTOsIHME 34,0POBbA;

- KaK paspeLuanncb cepbesHblie Npobiembl B NpeablayLlimx MecTax paboToi;
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- COBMECTMMOCTb C BbIBLUMM PYKOBOACTBOM U NMOAYNHEHHLIMU;
- 3aHATOCTb Ha CTOPOHE;

- KAKOBbI BHEC/YXebHble MHTepPecChl M NpeanoYTeHUS;

- obcTaHOBKa B cembe M np.

an NONOXKUTE/NIBHOM peLeEHUN O NpUeEMeE Ha pa60Ty cornacune Ha HasHadyeHume pa6OTHVIKa AaeT
ero 6yp,yu.|,m31 HeI'IOCpe,CI,CTBeHHbIﬁ pykoBoauUTENlb NyTem BU3NPOBAHUA NMUCbMEHHOTO 3aABNEHUA
npeteHaeHTa.

JInyHoe 3asABneHMe O npueme Ha pPaboTy MULIETCA, KakK NPaBuao, OT PYKM B NPOU3BONLHOWM
dopme MAM Ha 6naHKe ¢ TpadapeTHbIM TEKCTOM, B KOTOpPbIA 3asBUTeNeM MOTyT 6biTb BHECEHbI
AOMNOHEeHUA.

B 3aABneHUM yKasbIBAOTCA A0JIXKHOCTD, (I)aMVI}'IMﬂ U UMHUUMaNbl pykoBoauUTeENA OpraHnsauunu,
KOTOpOMY agpecoBaHO 3aABIeHNE, AaTa, TEKCT, NOAMNUCL 3aABUTENIA U ee paCLLIVId)pOBKa.

3anaBieHne o npuveme Ha paboTy OUKCMPYET BONEU3IBABJIEHWE TParkgaHMHa paboTatb B
KOHKPETHOI OpraHm3aumm B onpegeneHHon JOMKHOCTY.

CJ'Ie,D,VET Y4YUTbIBATb, YTO NPUN 3aKNKOYEHNN TPYO0BOIro Aorosopa n ero noanncaHnMm pa6OTHMKOM
€ro Bos1A BCTYNUTb B TPyAoOBblE OTHOLWEHNA C opraHmsaumeﬁ yXKe Bblpa)eHa YeTKO U MoaHO. B aTom
Ccniydae HanncaHwme 3aAaBsieHnA TepAeT CMbICA.

Ot vy, noctymawowmx Ha paboty, 3anpewaetca TpeboBaTb [OKYMEHTbl NOMWMMO
npeaycMoTpeHHbIX TpyaoBbiM Kogekcom PP, nHbimm desepanbHbiMM 3aKOHAaMM, YKazamu MNpesnaeHTa
P® n nocraHoBneHuamu MNpasutenbcrea PO.

Mpy noctynneHnn Ha paboty auy oT 14 go 15 neT oT Hux TpebyeTca npeabsaBaeHMe
CBMAETENbCTBA O POXAEHMU. JlMua, He gocturwume 18 net, npu npuveme Ha paboTy noagepratoTcs
06A3aTeIbHOMY MeAULUHCKOMY OCBUAETENbCTBOBAHMIO.

Ecnan rpaxgaHuH PO npuMHMMaeTca Ha rocyapCTBeHHYIO Cayxby B deaepanbHble opraHbl, OH
0653aH NpeacTaBUTb CBEAEHMA O CBOEM MMYLLLECTBEHHOM MOJIOKEHUU, a TaKKe PAL APYrMX LOKYMEHTOB
(aBTOBMOrpaduio, cny>KebHyo XapaKTepUCTUKY C nocieaHero mecra paboTbl, CNpPaBKy O COCTOSHUM
3[,0pOBbA).

MpaBo NOCTYNAEHMA Ha FOCCAYXKOY MMeloT rpaxkaaHe PP He monoxe 18 net, Bnagetowme
rocyZapCTBEHHbIM A3bIKOM, MMetoLLMe NpodeccnoHaNbHoe 0bpa3oBaHUe M oTBevatolwme TpeboBaHMAM,
ycTaHoBneHHbIM degepanbHbiM  3aKoHOM «O6 OCHOBax roCy4apCTBEHHOW CAyxbbl PDd». [ns
npuMBAeYeHMss Ha paboTy MHOCTPaHHbIX rpaxgaH Heobxogumo paspeweHve PeaepanbHoii
MUFPaLLMOHHOW CNYXK6bl. PaspelueHne BblAAETCA, Kak NPaBu/o, Ha CPOK 40 OAHOro roaa.

ﬂ,EVICTBy}OLLI,ee 3aKOHO4ATENbCTBO NpeayCcMaTpuBaeT B OTAE/NIbHbBIX Cay4aAx npenocraB/sieHue
AONO/THUTE/IbHbLIX OOKYMEHTOB MNMPU npmneme Ha pa60Ty. Tak, AOMUHNCTPAUMNA MUMeEET Npaso Tp66OBaTb
OT NPUHUMAEMbIX Ha pa60Ty npeanocrtas/sieHne CBE,CI,EHVII‘;I O npoTnsoannaemmyeCknx MMMyHm3auUmnax, a
TaKXe 0 HaxXxoXAeHWN Ha y4yeTe B HapPKOJZIOTn4YeCKUX U MCUXOHEBPOIOTMYECKUX ANUCNaHCEPaX.

CocTtaBnieHue aHKeTbl U aBToObUorpadmm.

104



CocTaBneHue aHKeTbl. B cBA3M ¢ Tem, uto cornacHo TK P® cpean AOKymeHTOB, HeobX0oANUMbIX
npu nocTynaeHun ra paboTy, He NpeaycMOTPEHO 3ano/iHeHWEe aHKeTbl (AMYHOro /IUCTKa Mo y4eTy
Kaapos), paboTtogartenb He Bnpase TpeboBaTb UX opopmMaeHUA.

OfaHaKo, eciv NOCTynatoLWmMii He BO3pParkaeT NPoTUB TOro, YTo6bl COOBWNUTL AONONHUTENbHbIE
cBefeHun o cebe, To C1yKba ynpasieHNa NepcoHa oM OT 3TOFO TO/IbKO BbIUFPbIBAET.

AHKema (auuHblli AuCMOK no yvyemy Kadpos) COCTaBAseTcA COBCTBEHHOPYYHO MNpuU
odopmneHnn Ha pabory.

OHa npepcTaBnseT coboii nepeyeHb BONPOCOB O BMorpapuyueckmx AaHHbIX paboTHMKa, Npuyem
B aHKeTe TaKoW nepeyeHb MOXKET ObITb PacLUMPEH.

Ha Bce Bomnpocbl paboTHWMK A0/KEeH AaBaTb MOJIHbIE OTBETbl, HE [AOMYyCKas COKpalleHWUi,
MPOYEPKOB, UCMPaBAEHNIN 1 NOMaPOK.

OTBeTbl Ha BONPOCHI AAOTCA B MOJIHOM COOTBETCTBMM C NIMYHLIMW AOKYMEHTaMM pPaboTHMKA
(nacnopT, TpyZAoBasa KHUMKKA, BOEHHbIA 6uneT, AOKymeHTbl 06 06pa3oBaHMM, AOKYMEHTbI BbICLUEN
aTTectayMoHHon Komuccum (BAK), LOKYyMeHTbI 06 MMetoLwmxca n3obpeTteHnax n ap.).

3ano/iHeHHble AaHHbIe NMPOBEPAIOTCA MHCMEKTOPOM OTAe/a KaApoB, 3aBEPAIOTCA €ro NoAnuchIo

1 ne4vyaTtblo.

CeegeHuna 060 Bcex N3MEHEHNAX, KaCaloWwmxca pa6OTHVIKa, npoucwegumne nocne 3anosiIHeHUA
dHKeTbl (ﬂVI‘-IHOFO }'IMCTKa), OTPaXakTcAa B A4O0NOJIHEHUN K HUM.

[ononHeHne BKAOYaeT GamMuAMIO, UMA, OTYeCTBO PaboTHWMKA W ABa pas3gena, Kaabli us
KOTOpbIX UMeeT TabnnyHyto dopmy. B nepBom pasgene PuUKCMpytoTca nepemelLeHma no cnyxbe, Bo
BTOPOM - M3MEHEHMA B y4YeTHbIX Npu3HaKax paboTHMKa (obpasoBaHWe, 3HAHWE A3LIKOB, BOWMHCKOE
3BaHMe, ydyacTMe B BbIOGOPHbLIX OpraHax, HarpaxKAeHWs, M3MEHEHUs B CEMENHOM MONOMKEHUU W
MECTOXUTENbCTBE U Ap.). Bce M3MeHeHMs [Oo/KHbI MOATBEPXKAATbCA [AOKYMEHTamM (npuKasbl Mo
NIMYHOMY COCTaBy, B TOM 4MC/e M3AAHHbIMM Ha OCHOBE AOKYMEHTOB opraHoB 3AIC M M3MeHeHuM
NacnopPTHbIX AAHHbIX, 4OKYMEHTbI y4ebHbIX 3aBeaeHui, BAK u T1.0.).

CoctaBneHue aBtobuorpadum. MNMpu noctynneHnn Ha paboTy 06bIMHO coMCKaTenem MULeTcs
asmobuozpachua. ITO [OKYMEHT, CcOAepXallMil KpaTKoe oOonucaHMe B XPOHONOTMYECKoM
nocnenoBaTe/IbHOCTU OCHOBHbIX 3TanoB M3HU U AeATeNbHOCTM AaHHOro nua.

ABTO6UOrpadua coctaBnfeTcs cobCTBEHHOPYUHO, B NPOM3BO/bHOM dopme, 6e3 UCnpaBAeHUA K1
NMOMapoK.

Tem He mMeHee, OTAe/IbHble COCTaBHbIE YaCTU U PEKBM3UTbI B aBTOOBMOrpadum foKHbI ObiTh B
Hannuuu. MNuweTca aBTobuorpadus AMbo Ha cneumanbHom b6naHke, MMbo Ha nucte bymarm dopmaTom
A4. MoBecTBOBaHWeE BeAETCA OT NEPBOro /ML M OXBaTbIBaeT C/eAytoL e BONPOChI:

- ¢aMVII'IMFI, nmAa, oT4eCTBO, rog, YMcno, mecal, 1 MeCto poxXaeHua, CBeaeHnA O poaAUTENAX;

- obpasoBaHue: rae, Koraa, B Kakux y4ebHbIXx 3aBedeHuax obyyanca, noaydYeHHas
cneumnanbHocTb (Npodeccusn);

- onucaHue TPyAOBON AeATENbHOCTU, HEOBXOAMMO NOAPOOHO OCTAaHOBMUTLCA HA MocnegHem
mecTte paboTbl;
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- cny»k6a B BoopyXKeHHbIX CMNax 1 yyacTme B BbIGOPHbIX OpraHax;

- UMetoLLMecs Harpadpbl 1 u3obpeTteHus;

- CeMelHOoe NONOMKEeHWEe U AaHHble 0 6AU3KUX POACTBEHHUKAX;

- NacnopTHble AaHHble, agpec, TenedoH;

- NoAnucb aBTOpa W AaTa COCTaBAEHMA.

3aK/l0ueHue TPyA0BOro 4orosopa.

OcHoBaHVeMm A4 npuema Ha paboTy CAYKUT 3aK/10YeHne TPYA0BOro A40roBopa.

TpyaoBsoi gorosop cornacHo Tpyaosomy Kodekcy PO npeactasnaeT coboli cornalieHne mexkay
paboTtogatenem n paboTHMKOM, B COOTBETCTBMM C KOTOpbIM pabotogatens o6sa3yeTca npeaoctaBuTb
paboTHUKY paboTy MO KOHKPETHOMN TpyAoBoM ¢yHKUMKM, obecneunTb 00yc/IoBAEHHbIE HOPMATUBHbLIMU
NPaBOBbIMW aKTaMW W COrNalleHUAMU YCNOBUA TPy[a, CBOEBPEMEHHO W MOAHOCTbIO BbIMAauYMBaTh
paboTHMKY 3apaboTHylo naaTty, a pPaboTHUK 06A3yeTcA /IMYHO BLIMNOAHATH ONpefeneHHY TPYAOBYHO
bYHKUMIO 1 cobnoaaTh AelCTBYOLME B OpraHn3aLmumn Npasuaa BHyTPEHHEro pacnopaakKa.

Moa TpyaoBol @yHKUMEN 34eCb MOHMMAETCA BbIMOJHEHME pPaboTbl MO  onpeaeneHHon
CNeUnanbHOCTH, KBaAUUKaLLUKN NAN OOAKHOCTHU.

CTopoHamu TPY0BOro A0roBopa ABAATCA paboTtoaateb v PaboTHUK.

B Tpy40BOM 4,0r0BOPE YKa3bIBAOTCA:

" dbamunna, mma otyectBo paboTHMKA M HaMmeHoBaHue pabotogatens (uam d.M.0.
paboToaaTena — GU3NYECKOro MLa), 3aKN0UNBLLMX LOTOBOP;

" CYLLECTBEHHbIE YCI0BUA AOTOBOPA, @ UMEHHO:

. MecTo paboTbl (C yKazaHWeM CTPYKTypHOro noapasgeneHus);

° [aTa Havyana paboTbl;

. HauMeHOBaHWe AO/KHOCTU, CNEeLManbHOCTH, NPodeccum ¢ ykasaHnem KeannduKkaumm B
COOTBETCTBUM CO LUTAaTHbIM PacnMCaHMEM OPraHU3aUMmM AN KOHKPETHan TpyaoBan GyHKUus;

. npasa 1 0693aHHOCTM PabOTHWMKa;

. npaBa u 06s3aHHOCTM paboTogaTens;

. XapaKTEPUCTUKA YCNOBMI TPyAa, KOMMEHcauum M NbroTbl paboTHMKam 3a paboTy B
TAXKENbIX, BpeAHbIX M (UAK) ONacHbIX YCAOBUAX;

° peXum Tpyaa M oTAbixa (eciv OH B OTHOWEHWW AAHHOrO paboTHWMKa OT/MYaeTca oOT
06LWMX NPaBKA, YCTAHOB/IEHHbIX B OPraHU3auum);

. ycnoeua onnatbl Tpyaa (B ToM uuMcne pasmep TapudHOW CTaBKM WAM AOAKHOCTHOMO
OKNaga paboTHMKa, fonaaThl, HaAbaBKM M NOOLLPUTE/IbHBIE BbINAATHI);

. BMAbl MU YCNOBUA COLMANbHOIO CTPAXOBaHWA, HEMOCPEACTBEHHO CBA3aHHbIE C TPYA0BOM
AeATeNbHOCTbIO.

Kpome TOro, B TpyAOBOM AOroBOpe MOryT MpeaycMaTpuBaTbCA YCAoBMA 06 MCMbITaHWUK, O
Hepa3sr/ialweHUn oXpaHAEMOMN 3aKOHOM TaliHbl (B TOM YMC/ie KOMMEPYECKOI) 1 Ap.

B cnyyae 3aKI1H04EHNA CPOYHOTO TPYAOBOrO B HEM YKa3blBAETCA CPOK ero ,EI,EVICTBMH.

YcnoBua TpyZOBOro AOroBopa MOryT 6biTb M3MEHEHbl TOJIbKO MO COMNALIeHWo CTOPOH U B
nucbmeHHON ¢opme. Mpu  3aKNOYEHUM TPYAOBOTO A0OrOBOPA /ML, MOCTynawolee Ha pabory,
npegbasnseT paborogatenio cieaylolme 4OKYMEHTbI:
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- nacnopTt nan NHOM AOKYMEHT, y,CI,OCTOBepFIIOLLI,Mﬁ JIMYHOCTDb;,

- TPYA0BYHO KHUMKKY, 38 UCKNHOUYEHMEM C/lyYaeB, KOraa TPYA0BOM A0roBOP 3aK/1H0YAETCA Bnepsble
nnun paboTHUK NOCTyNaeT Ha paboTy Ha yCAOBMAX COBMECTUTENLCTBA;

- CTpaxoBoe CBNUAETENBCTBO rocyaapCTBEHHOIO NEHCUOHHOTO CTPaxoBaHUA,

- DOKYMEHTbl BOWMHCKOIO ydyeTa — AN BOEHHOO6A3aHHbIX WM WL, NOANEXkaluMX NpusbiBy Ha
BOEHHYIO CNYXKOY;

- OOKyMeHT o6 o006pa3oBaHUKM, O KBa/AUPUKAUMM WMAW HAAUYME CMeuMnaNnbHbIX 3HAHUA WK
NoAroTOBKM.

B oTAenbHbIX cayyasx € y4eTom cneumdukn paboTbl MONKET BO3HWMKHYTb HEO6XoAMMOCTb
npeabABAEHUS 40MNOHUTENbHbLIX LOKYMEHTOB.

TpyaoBoi AOroBop 3aKAtovaeTcA B MUCbMeHHOU hopme, COCTaBAAETCA B ABYX dK3emnaspax,
KaXKabli M3 KOTOPbIX NOANUCbIBAETCA CTOpOHamu. OauH aK3emnaap nepegaetcs PaboTHUKY, ApPYyrow
XpaHuTcAa y pabotoaatens.

Mpu dakTMueckom gonylleHUU paboTHUKa K paboTe pabotogaTtens 06s3aH 0oPOPMUTL C HUM
TPY,40BOM AOroBOP He nosaHee Tpex AHel co AHs GaKTUYECKOoro AonyLeHus K pabore.

lMpuem Ha pabomy ogpopMasemcs nNpuKaszom (pacnopsaxceHuem) pabomodamens, U30AHHbIM HA
OCHOBAHUU Mpyd0o80o20 0oz2080pa. Cofep:kaHue MpUKasa (pacnopsyKeHus) OO/IKHO COOTBETCTBOBATb
YC/I0BUAIM 3aK/IIO4EHHOTO TPYA,0BOMO AOrOBOpPa.

MpurKas (pacnopsskeHne) o npueme Ha paboTy 3anoHAETCA No yHUPUUMPOBaHHOM dpopme Ne T-
1, ecam odopmaeHue nNpPousBOAWUTCA MHAMBMAYanbHO, uau no d¢opme Ne T-la B caydae
04HOBPEMEHHOr0 0GOPMAEHMA HECKONbKMX PaboTHUKOB. MpKKa3 COCTaBAAETCA MHCMNEKTOPOM OTAena
KaZpoB Wau APYrMM YNOJTHOMOYEHHbBIM JINLLOM.

C noanucaHnem pyKoBogMTENIEM OpraHM3aummn Npukasa (pacnopakeHus) o npueme Ha paboty
paboTHWKaA 03HAKOMJIMBAIOT C HAM NOJ, PacnuncKy. Ha ocHOBaHMM NPUKas3a B TPYL0BYHO KHUMKKY BHOCUTCA
3anucb o Npueme Ha paboTy, 3anonHAeTcA MMYHan KapTodka (dopma Ne T-2 uaum T-2 rc), a B byxrantepum
OTKPbIBAETCA /INLLEBOM CUET Ha KaXKaoro paboTHUKa.

daKkT npvema Ha paboTy B OpraHM3auUMI0O PErUCTPUPYETCA OTAE/NIOM KaApoB B KypHane
pernctpauum NocTynMBLWKX Ha pabory.

MpuKas o npueme Ha pabory.

HpI/IGM Ha pa60Ty CUNTACTCA OHHOﬁ N3 CaMbIX pacOpoOCTpaHCHHBIX TIIPpOHEAYP B KaJApOBOM

nenonpon3Boactse. [Ipuem Ha paboTy BKiIIOUaeT B ceOs:

1) 3akJrOYEHUE TPYAOBOTO JOTOBOpa ¢ PAOOTHUKOM OpraHHU3alny;

2) oopmIiIeHUE TIpUKa3a «IIPUEM Ha padoTy»;

3) dukcanuro 3anucy B TPYAOBOIM KHMXKKE O IIpHEMeE Ha padoTy;

4) puKcalmIo 3aMCH B KHUTE y4eTa JIBH)KCHHS TPYAOBBIX KHHKEK;
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5) (ukcanmio 3anucy B TUYHON KapTOUKE.

Paccmorpum ©Oonee moapoOHO mpolenypy «mnpueM Ha pabory». CHauyama MbI JieflaeM 3alHCh O
HalIMEHOBAHUU OpraHu3anuu B mpukaze. CTOUT OTMETHTh, YTO 3alMCh HANMEHOBAHMS OpPTaHU3ALUM JOJKHA
COOTBETCTBOBATh YCTaBY MJIM IOJOKEHHIO, KOTOPOE OBUIO YTBEpKAEHO Ha mpeanpustuu. [ToMumo 3toro 3amuchk
JODKHA OBITh pa3BepHyTOH. COKpamarh 3amuch «HANMEHOBAHUE OPTraHW3aIlMM» MBI MOXKEM TOJBKO B TOM CIIydae,

€CITH COKPAIICHHBII BapUaHT IPONKCAH U YTBEPKACH B yIPEANUTEIbHBIX JOKyMEHTaX MPEAIPHUITHS.

Cremyroum marom OyneT 3anmoiHeHne koaa opranuzanun no OKIIO (O6mepoccuiickuii kmaccuukaTop
npequpuATHil W opraHusaunumii). Kox opraHusanum npucBauBacTCs BO BpeMs IPOXOKACHHUS DPETHUCTPalUH
OpraHu3allly, KOTAA OHAa CTAaHOBHUTCA O(UIMANBHBIM IOPHIMYECKHM JIMIOM. MH}opmanmio o koge MOXKHO
HOJIy4UTh MO0 y PYKOBOJUTENS CTPYKTYPHOTO IOApPa3Ae/ICHUs], OTBETCTBEHHOIO 32 KaJpOBOE JIEIONPOH3BOJICTRO,

160 B OyXrajaTepuu.

I'pady «/laTa cocraBieHHs TpHKa3a» MBI 3alOJHIEM TOJBKO IIOCIE TOTO, KaK OH OBUI MOJIHCaH
HavyaJlbHUKOM. TOJBKO TMOCJHE €ro MOANMCAHMS Mbl BPYYHYIO BIHCBIBAEM B JNaHHYIO Tpady AaTty U HOMEp
JIOKyMeHTa. Eciu ke MOMMHCaH TOJbKO MPOSKT MpHKa3a, TO BIKCHIBAIOTCA B rpady TOJIBKO MECAI[ U TOJX €ro

n3gaHus.

[ToMrMO PYKOBOIHUTEISI MPHKA3 O IPUEME Ha pabOTy BU3HPYIOT APYTHE 3aHHTEPECOBAHHBIC JIHIIA.

ITocme TOro, Kak MBI paccMOTpENM IpPHKa3 O IpHeMe Ha padOTy Ha IOCTOSHHOM OCHOBE, 00paTHM

BHHMaHHWE Ha OTJIMYUTENIbHbIE 0COOEHHOCTH COCTaBIIEHUS TIPHUKa3a O preMe Ha paboTy COBMECTUTEIS.

TpynoBoe 3akoHOmaTenmbcTBO Poccuiickoit denepanym mpeaycMaTpHBaeT 1Ba BHIA COBMECTHUTEIHCTBA:
BHYTpCHHee W BHemrHee. [10J] BHYTPEHHHM COBMECTHUTEIHCTBOM TIOApA3yMeBaeTCs, 4TO PaOOTHUK 3aKITFOUNI
JIOTIOJTHUTENBHBIN TPY/IOBOIl NOroBop ¢ paborojareneM, Y KOTOPOro OH paboTaeT Ha MOCTOsSIHHOH ocHoBe. [lof
BHEIITHUM COBMECTUTENILCTBOM MOJIPa3yMEBAIOT 3aKIIOYEHHE €Ile OJJHOTO TPYJOBOTO JOTOBOPA, HO YXKe C JPYTHM
paboromateniem. o xemaHuio pabOTHHUKA CBEIEHHS O pabOTE MO COBMECTHTEIBCTBY MOXKHO 3aHECTH B TPYAOBYIO
KHIDKKY, HO TOJIbKO TIOCJE TOTO, Kak ObUI moamucaH TpymoBod moroBop (crates 282 TK P®) um wmzman

COOTBETCTBYIOLIHMI MpUKa3 o npreMe Ha paboTy (popma Ne T-1).

[Tpu 3anomHeHNN GOpMBI IprKasa B Tpade «Y cIoBusl MprueMa Ha pabdoTy, XapakTep paboTely QUKCHUpYETCS
cienyronias naopmanus: «Ilo coBmecTutenbcTBY». Ha OCHOBaHMM TaHHOTO MpPHKa3a COTPYIHUK, OTBETCTBCHHBIN
3a KaJpoBOE JEJIONPOM3BOJCTBO B KOMIIAHHH, KOTOpas SBISETCS OCHOBHBIM MECTOM pabOTBl pabOTHHKA-
COBMECTHTEJISI, IMEET IMPABO IMOCIE MPEIOCTABICHHS KOIHHU IPHKa3a JPYroro padoTojaTessl BHECTH CBEICHHS B

TPYAOBYIO KHUIKKY CBOCI'O COTPYAHUKA-COBMECTUTECIIA.

I[aﬂee paccMOTpuM CulIe OJUH paCHpOCTpaHGHHLIfI cnyqaﬁ COCTaBJICHUS MIpHKa3a O NpUcMe pa6OTHI/IKa Ha

paboTy 0e3 HCIBITATEIFHOIO CPOKa.

OOblyHO TIpH IIpueMe Ha paboTy paboTojaTeNb YCTAaHABIMBACT MCHBITATENLHBIH CPOK JUIS HOBOTO
COTpPY/JHHKa, KOTOPBIH (DPUKCHpYETCs B TPYJOBOM JoroBope. [ paOOTHHKOB HCHBITATENbHBIA CPOK HE HOJIKEH

NPEBBILIATH 3-X MECSLEB, a AJIsl PYKOBOJIAIIECH JJOJDKHOCTH — He OoJiee 6 MecsIeB.
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Tpynosoit koaexc Poccuiickoit denepanvu BBOOUT OrpaHUYCHUE B YCTAHOBJIEHUE UCTIHITATEIILHOTO CpPOKa

JUTSL psiia KaTerOpHi COTPYOHMKOB. K TakuM COTpyTHHKAaM OTHOCSATCS:

1) 6epeMeHHBIC JKCHIIUHBL;

2) MOJIOABIC CIICIHAJIHUCThI (OKOH‘-II/IBIHI/IG TOJIBKO BBICHICC yqeGHoe 3aBCICHUC W JiKlia, BIICPBLIC

TpyJIOyCTpauBaroecst Ha paboTy).

HHH BBIIICIICPCUNCICHHBIX KaTeFOpI/Iﬁ HUCIIBITaTeIbHBIN CpPOK B COOTBCTCTBUHU C prZ[OBI)IM KOJJGKCOM PO®

HC MOJJIC)KUT YCTAaHOBJICHUIO.

PaccmorpuMm Gosiee moapoOHO mporecc odopmicHHs Ha paboTy Mojozoro crnenuanucta. CHauana
3aKJIF0YaeTCs TPYAOBOM JOrOBOP, B KOTOPOM IIPOIHCHIBAIOT BCE YCIOBUS paboThl (HAIPUMED, PEXUM pabodero
BPEMEHH, pa3Mep 3apabOTHOM IUIaThl, JODKHOCTHBIC O0SI3aHHOCTH U T.J.) B COOTBETCTBHU O cTatheil 57 TK PD.
[Tocne 3akimio¥eHHs TPYAOBOTO JOTOBOpa W3HACTCAs MpPHUKAa3 O MpueMe Ha paboTy ¢ HCHONB30BaHUEM
yaudunupoBanHoi ¢popmber Ne T-1. Tlocne 3TOro 3amoiHsSETCs JTUYHAS KApTOYKa M TPYAOBas KHHXKKA MOJIOJOTO

CIICuaJIncCTa.

Tema 3. AOKYMEHTUPOBAHUE ABUXEHUA NEPCOHAA
3.1. KnaccudpuKauma 40KYMEHTOB, XapaKTepusylowWwmX ABUKeHNe Kaapos.

Cpeay OOKyMEHTaUUM MO SIMYHOMY COCTaBy Hambosiee MHOFOYMUCNEHHOW fBAAEeTCA rpynna
OOKYMEHTOB, CONPOBOXKAatoLLan dsuxeHUe Kadpos.

Mof aBuKeHVEM KagpoB 06bIYHO NOAPa3yMeBatoTCA:
- NpveMm, NepeBos, YBOJibHEHWE PabOTHUKOB;

- NpeAoCTaB/eHMEe OTMYCKOB;

- KOMaHAMpPOBaHWE PAabOTHUKOB.

OdopmneHure npuema Ha paboTy, No CyTH, NpeaBapsaeT TPYA0BbIE NPOLLECCHI, NpoMUcxoaaLme Ha
npeanpuaTUKM, NO3TOMYy Npuem pPaboTHMKOB NOTMYHEE PAacCMaTpPMBaTb BHE PAMOK ABUMKEHMS Kagpos,
YTO NPOAENaHo B NpeablayLLe rnase.

[OKyMEeHTaUMIO, XapaKTepM3yIOLLYI0 ABUKEHME KagpoB, YCA0BHO MOXKHO KBaanduumMpoBaTb nNo
Tpem rpynnam:

- AOKYMeHTaUuuA, CBA3aHHaA C nepemelleHnem Kagpos,

- QOKYMEHTauuA, CBA3aHHaA C WMCMNOJHEHMEM AO/KHOCTHbIX 06S3aHHOCTEM M COLMaNbHbIX
rapaHTuit paboTHMKOB;

- OOKYMEHTauuA, CBA3aHHAA C NpeKpaweHunem TpyaoBbiX OTHOLUEHUI C opraHmsaumeﬁ, C
YBOJIbHEHUEM.

O3HakomneHune ¢ npoueaypamu, BbinoNHAEMbIMU MPU OCYLWLECTBNEHUN OBUXKEHUA Kaapos, U
Od)Ole'IeHMEM COOTBETCTBYHOLMNX AOKYMEHTOB Ha4YHEM C NepeBoda p360THMKOB.
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3.2. NepeBoa paboTHUKaA Ha gpyryto paborty.

Ycnosus n nopsagok nepesoda pabomuuka Ha Opyayro pabomy onpegenstotca TpyaoBbiM
Kogekcom PO,

B Hem npeaycmoTpeHbl TpU BMAa NepeBoaa Ha apyryto pabory:

- nepeBoA Ha paboTy B TOM e opraHusauumu;

- nepeBof, Ha paboTy B Apyryto OpraHn3aLmio;

- NepeBos B APYryl0 MeCTHOCTb, B TOM YMCae BMECTE C OpraHM3aLumei.

Bce 3TM M3MeHeHWA TPyAOBOro AOroBOPA AOMYCKAlOTCA TONbKO C MWCbMEHHOMO cOrnacua
paboTHMKa.

MNepeBog Ha Apyryto paboTy, CBA3AHHbLIM C CYLIECTBEHHbIMW WU3MEHEHUAMMU YC/IOBUIA Tpyaa,
npeaycMOTPEHHbIX 3aK/OYEHHbBIM TPYA0BbIM AOrOBOPOM, TaKKe TpebyeT cornacma paboTHUKa. K Takum
N3MEHEHMAM OTHOCATCA NopydYeHne paboTbl, HE COOTBETCTBYIOLLEN €ro CNeunanbHOCTM, KBaandukauuuy,
OOJI)KHOCTU, Nnbo paboTbl, BAMAlOWEN Ha pa3mep 3apaboTHOM naaTbl, NPeaoCTaB/AeMble JibroTbl,
NPEeNMYLLECTBA, MEHAIOLLME CNIOKUBLUNIACA TPYLOBOWN PEXUM, U Np.

PaboTogatenb He Bnpase nepemellatb PaboTHMKA Ha paboTy, NPOTUBOMOKA3aHHYID emMy Mo
COCTOAHMIO 34,0POBbA.

He aBnseTcAa nepeBoAom M He TpebyeT cornacua paboTHMKA NepemelleHue ero B TOW Ke
OpraHun3aLmm Ha apyroe paboyee MecTo, B Apyroe CTPYKTYpHOE NoApasae/ieHne B TOM »Ke opraHusauum
C onJ1IaToM TpyAa No BbINOSHsAEMOMN paboTe, HO He HUMKe cpesHero 3apaboTka No npexHen paboTe.

MepeBos Ha Apyryto paboTy A/1A 3amMeLLeHNs OTCYTCTBYOLWEro paboTHUKA He MOXKET NpeBbIWaTh
O4HOro MecALa B TedeHue KaneHgapHoro roga (c 1 aHeaps no 31 aekabps).

B cnyyae npousBOACTBEHHOW HeobxoamMmocTM paboTogaten MMeeT MNpPaBo MNepPeBoAUTb
paboTHMKa Ha CPOK 40 O4HOrO MecAuUa Ha He 06YCNOBAEHHYIO TPYAOBbIM 4OrOBOPOM PaboTy B TOM ke
OpraHu3aumMmM c oNaaTon Tpyaa no BbiNoAHAeMOM paboTe, HO He HUKe cpeaHero 3apaboTka No nNpeskHewn
pabore.

TaKoli nepeBof AOMNYCKaeTcs A/A NpefoTBpalleHus KaTacTpodbl, NPOU3BOACTBEHHON aBapuu
WIW YCTPaAHEHUA NOCNeACTBUA KaTacTpodbl, aBapUM UAN CTUXUIAHOTO 6enCTBWUsA, HECYACTHbIX C/y4YaEes,
NPOCTOA, YHUUTOXKEHMS UM NMOPYM UMYLLLECTBA, @ TaK}Ke 419 3aMeLLeHMsA OTCYTCTBYHOLLEro paboTHMKa.

MoA nNpPOM3BOACTBEHHOW HEOBXOAMMOCTbIO MOHMMAETCA HacTynAeHWe UCKAUYUTENbHbIX,
HeopAMHapHbIX 0BCTOATENIbCTB, KOTOPbIE HeNb3A Obl1I0 NPeAyCMOTPETb 3apaHee U KoTopble ABAAITCA
ANA NpeanpuaATUA GOPC-MarKOPHbIMMN.

I'Ipe>+<,u,e 4yem un3aaTtb NpPUKas O nepesoae, pa60Top,aTenb 06A3aH I'lO,EI,pO6HO O3HaKOMUTb
pa6OTHI/IKa CO BCEMMU YCNOBUAMM €TI0 Tpyaa Ha TOM pa60Te, Kyda ero npeanonaraetca nepesecTu.

MockonbKy nepesBog Ha Apyryto paboTy no obuwemy npasBuay OOMNYCKAaeTca C cornacua
paboTHMKa, CyLLECTBEHHOE 3HaYeHMe MMeeT GopMa BblpaXKeHMs TaKoro Cornacus.
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Mpoueaypa nepesoda paboTHWMKA Ha Apyryio paboty odopmaserca B 3aBUCMMOCTM OT
MHUUMATUBLI (paboTHMKA MM paboTogaTensa) 3asBNeHVMeM O NepeBode Ha Apyryto paboty uau
npeacTaBieHUemM PYKOBOAUTENN CTPYKTYPHOIO NoApasaeeHUs 0 TaKOM NepesBose.

Hanbonee 4vacTbim ABnAeTCA MepeBos B APYroe nogpasaefieHMe OopraHuM3aummu Ha gpyryto
OOMKHOCTb. NepeBoa Ha ApYryto AOJIKHOCTb MOMET ObiTb OCyLecTBAeH Nno npocbbe paboTHMKa, B
pes3ynbTaTe aTrecTaunm paboTHUKA U NO APYTMM OCHOBaHUAM B COOTBETCTBMMU C TK PO.

Ecan paboTHMK He cornaceH Ha npeanoleHue paboTbl B HOBbIX YCAOBMSAX, TO paboTonaTtenb
06A3aH B MNUCbMEHHON QopMe NPegNoXUTb EeMy WHYK WMEIOWYOCA B OpraHuMsaumm paborty,
COOTBETCTBYIOLLYIO €ro KBainduKaLuMM U COCTOAHUIO 340PO0BbA, @ MPWU OTCYTCTBMM TaKoW paboTbl —
BAKAHTHYIO HUMKECTOALLYH AOJIKHOCTb MAM HUMKEOoNNaunmBaemyro paboTy, KoTopyto paboTHWK MOKeT
BbINOJIHUTL C Y4ETOM €r0 KBaZIMPUKALLMM U COCTOAHUA 340POBbSA.

Ecnv Bonpoc o nepeBoge Ha Apyryto paboTy BO3HMK MO MHMUMATMBE PabOTHWMKA, OH noaaet
COOTBETCTBYlOWEE 3anBAeHMe. [Ns 3TOro wucnosb3yetcA TpadapeTHbin 6naHK o nepesoge Wau
CTaHAAPTHbIN AncT Bymarn popmata A5 ¢ oTneyaTaHHbIM TpadapeTHbIM TEKCTOM, KOTOPbIW 3ano/HAETCA
pPaboTHMKOM B OOHOM 3K3emMnaape, MOANUCLIBAETCA, AATMPyeTcA M nepeaaeTcd PyKOBOAMTENO
CTPYKTYPHOro noApasgeneHns, OoTKyda PaboTHUK YBONIbHAETCA, M PYKOBOAWUTENIO CTPYKTYPHOrO
noApasgeneHus, Kyaa oH NepexoamuT, Ha BUSMPOBaHUE. 3aTeM LOKYMEHT-3anBAeHME NOCTYNaeT B OTAEN
Kagpos, rae BM3WPYETCA €ro pyKkosoauTenem W nepegdaetca pabortogatento. [locne HanoxeHus
pesositouMn pabotoaaTens AOKYMEHT BO3BpalLaeTcA B OTAEN KaApoB AN NOATOTOBKM MPUKasa o
nepesoge.

Ilocne cocraBneHUs 3asBICHHS HEMOCPEACTBEHHBIN PYKOBOOUTENh COTPYAHHWKAa TMOATOTABIMBAET
MpeICTaBICHNE Ha ITEPeBOJ] WIM JOKIAJHYI0 3alHCKy C NMpOockOoil 0 mepeBoie W ero OOOCHOBaHHMEM Ha MM

PYKOBOAUTEIISL OpraHnu3alvuu. B JAaHHOM JTIOKYMCHTC 00s13aTeNILHO MPOIMUCHIBACTCA CIIEAYIOIIasn I/IH(I)OpMaLII/ISI:

° (hamuTus, UMSI, OTUYECTBO COTPYIHHUKA,;

. JIOJDKHOCTB COTPYIHHUKA,

° pasps;

° KaTeropusi WK KJ1acc KBanu(uKaimy,

° Ha3BaHUE CTPYKTYPHOTO TOAPA3Ie/ICHUs] COTPYAHHUKA,

° KpaTKasi OlleHKa MPO(eCCHOHATBHON IESITENbHOCTH COTPY/THHKA,;

. OCHOBaHHE I TepeBoJa Ha JPYrylo pabory (HOBas IOJDKHOCTH, HOBOE CTPYKTYpHOE
Moipa3JiesieHue);

. JlaTa IepeBoaa.

Ilocie TOT'0, KaK JOKYMCHT O(I)OpMJ'[CH, Ha HEM CTaBATCA BU3blI 3aMHTCPCCOBAHHBIX JOJZKHOCTHBIX JIUIIL. u

TOJIBKO MOCJIC 3TOI'0 JOKYMCHT NEPEAACTCA HA PACCMOTPEHNUE PYKOBOJIUTEIIIO MPCATIPUATUA.

Ecimm PYKOBOAUTECIIb JA€T CBOC COTJIACHMC Ha HNEPEBOJ, TO UM O(bOpMJ'IHeTCH TakKasg 3allrCb: «PE30JIOUA:

Otnen kagpos. B mpukas ¢ 14.10.2009».

Ilotom aTOT JAOKYMCEHT MOAIIUCBIBACTCA pa6OTHI/IKOM, U TOJIBKO TOCJIE€ 3TOT0 OH MOXKCET CIYXUTb

OCHOBAHMEM JUIsl IPUKa3a WM PaclopshKEHHs o nepeBoe Ha ocHoBaHuM (popmbl Ne T-5 mm T-5a.

Koroa uwHuumatopom nepeBoga fABnseTcs paborofatens (MM PYKOBOAWUTENb CTPYKTYPHOro
noAapasfeneHnna opraHusauuun), 3a NOANUCbIO NOCAeAHero CoCTaBAseTcA NpeAcTaBleHne, B KOTOPOM
060CcHOBbIBaeTCA HEOBXOANMMOCTL NepeBoaa PaboTHUKa Ha Apyryto pabory.
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MpeactaBneHme BU3MPYETCA PyKOBOAUTENEM OTAENA KagpoB, pyKoBoAUTENEeM OTAena Tpyaa U
3apaboTHOM Nnatbl (NPM ero HaiMuMK), a TakKe nNpeacraBUTeNem BblIbOpHOro opraHa (npodcotosHoro
KomuteTa M ap.). MpeactaBneHne noctynaer ANA paccMoTpeHusa paboTogatenem (pykoBogutesnem
OpraHM3aumm) 1 ¢ ero pesositoLMelt HanpaeaaeTca B OTAEN KaapoB.

[lepeBox Ha mpyryro paboTy 3aBepIlaeTcs MOJIUCAHUEM MpHKa3sa (pacnopspkenus) no gpopme Ne T-5 — s
omHoro pabotHmka m Ne T-5a — mma rpymmel paboTHHKOB. JIOBONBHO YacTO OTBETCTBEHHBIM 3a KaapoBOE
JIeTIONPOU3BOJICTBO COTPY/AHUK CTAJIKUBAETCSI C TAKOH CUTyalle, Korja eMy CpPOYHO HEOOXO0IMMO MEPEBECTH Cpasy

HECKOJIBKO COTPYAHUKOB Ha JAPYTYIO PadoTy.

B »ToM ciyyae OTBETCTBEHHBIH 3a KaJpOBOE JEIONMPOM3BOACTBO MOXET CHEIAaTh TaK Ha3bIBAEMbII
«IUCTOBBIN» MpPUKa3 HAa KaXJIOro PabOTHHKA B OTIACIBHOCTH WM «CIHCOYHYIO» (DOpMy MpHKaza O TEpeBOC
COTPYAHUKOB Ha Ipyryio padoty (dhopma Ne T-5a). [Tocine u3nanus npukasa B «CIHCOYHOU GopMe» AaTta U HOMEP
IprKa3a, BHOCUMbIC B TPYAOBBIC KHUKXKH, IJI BCEX COTPYAHUKOB U3 3TOI'O CIIUCKA 6y}1€T CAUHBIM. COOTBeTCTBeHHO

,I[aHHLIﬁ MprKa3 BU3UPYCTCA BCEMU 3aUHTCPCCOBAHHBIMU JIMLIAMU.

Ha ocHoBaHWM NpuKasa (pacnopsakeHusa) o nepesoge Ha Apyryto paboTy oTaen KaapoB AenaeT
OTMETKM B IMYHOMN KAapTOUKE, TPYAOBOWM KHUKKE U APYTUX LOKYMEHTaX.

Mepesoa Ha Apyryo paboTty (npoasuxeHue no cayskbe), Kak npaBuno, BaedyeT 3a coboi
M3MeHeHue onnathl Tpyaa.

3.3. floKymeHTauuA no opopmneHuto cnyKebHbIX KOMaHAUPOBOK.

Tpygoson KopeKkc PP onpegenset cnykebHyt0 KOMAHOMPOBKY KaK Noe3gKy paboTHMKa Mo
pacnopsxeHuto paboTodatens Ha OMpPeAeneHHbI CPOK ANA BbINOJHEHWA MOPYYEHMA BHE MecTa
NOCTOAHHOM PaboTbI.

PacnopsxeHve pyKoBoaMTeNs O Bble3ge B KOMaHAMPOBKY ABAfeTcA Ana  paboTHWMKA
o06s3atenbHbIM. OTKa3 paboTHMKa OT Noe3aKM B CNYyKeOHYI0 KOMaHANPOBKY 6€3 yBaXKUTEbHbIX NPUYMH
paccmaTpuMBaETCA KaK HapyLleHue TPyA0BON ANCLMMINHDI.

Mpy HanpaB/ieHUN B KOMaHAMPOBKY PabOTHWKY rapaHTUMPYHOTCA COXpaHeHWe mecTa paboTbl M
cpeaHero 3apaboTKa, a TaKkKe BO3MELLEHME PACXOA0B, CBA3AHHbIX CO CYKeBHON KoMaHANPOBKOW.

Mepes OTbE3AOM B KOMaHAMPOBKY PabOTHMKY BbIAAETCA AEHEXHbIM aBaHC B Mpeaenax Cymm,
NPUYMTAIOLMXCA HA ONAIATy NPoe3Aa, PacxohoB Ha NPOXKMBAHME, CYTOYHbIX, @ TaKKe ApYyrve pacxogpl,
paspeleHHble paboTogatenem (NpeacTaBUTEIbCKUE U Op.).

B TeueHune Tpex AHeVI nocne Bo3BpawleHna U3 KOMaHAUPOBKHN pa6OTHVIK 0bA3aH npeacrtasunTb
aBaHCOBbLIN OT4YeT 06 M3pacxogoBaHHbIX Cymmax, K KOTOpOMY npwunaralotcA KOmMaHAMPOBOYHOE
yaocToBepeHne, AOKYMEHT O HanMme *Knaoro nomeuleHnAa n pacxogbl 3a npoe3a.

Ha paboTHWKOB, HaXOAAWMXCA B CAYKEOHOW KOMaHOMPOBKE, PaCMpOCTPAHAETCA PEeXUM
paboyero BpeMeHM W BPeMeHW OTApblXa TexX OpraHusaumii, B KOTOpble OHWM KOMaHAMPOBaHbl. [Hu
OTZbIXa, He UCMO/Ib30BaHHbIE BO BPEMA KOMAHAMPOBKM, MO BO3BPALLEHWUM U3 HEE HE KOMMEHCUPYHOTCS.
OTbe3d B KOMaHAMPOBKY B BbIXOAHOW AeHb KOMMEHCUPYETCA AHEeM OTAblXa Mo BO3BPaLLEHMM U3
KOMaHZMPOBKMU.
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[Hem Bble34a B KOMaHAMPOBKY CYMTAETCA AeHb OTNpaB/ieHna noesaa, camosera, asTobyca nam
APYroro TPaHCMOPTHOTO CpeacTBa M3 MecTa MOCTOAHHOM paboTbl KOMaHAMPOBAHHOIO, a AHEM
nNpubbITMA — AeHb NPUBBLITUA TPAHCMOPTHOIO CPeacTBa A0 24 4YacCOB BKAKYMTE/IbHO AHEM OTbe3da B
KOMaHAMPOBKY CUNTAIOTCA TEKYLUME CYTKM, a ¢ 0 YacoB M No3gHee — nocaeayolme CyTKN.

Ecnv cTaHumAa, NpucTaHb, asponopT HaXoAWUTCA 3@ YepTOW Hace/IeHHOro MyHKTa, YYWUTbIBaeTcA
Bpems, Heobxoaumoe gna nNpoesaa A0 HWX. AHANOrMYHO onpeaenseTcs AeHb npuesga paboTHMKa K
MECTY NOCTOSAHHOW PaboTbl.

B KomnneKT AOKYMEHTOB Nno ocbomeeHmo KOMaHAMPOBOK BXOAAT:

- MpUKa3s (pacrnopsKeHne) o HamnpaBAeHUN OTAENbHOro PaboTHWMKA MAKM rpynnbl PaboTHUKOB B
KOoMaHAMpPoBKY (popmbl Ne T-9 1 Ne T-9a);

- KOMaHZAMPOBOYHOE ya0ocTOBEpeHUe paboTHUKa (popma Ne T-10);
- CNyXebHoe 3ag4aHne C KPpaTKMM OTYETOM O ero BbinoaHeHuu (popma Ne T-10a).

HpOMe TOro, COCTaBNAKOTCA Takune AOOKYMEHTbl, KakK AOKNaAHaA 3anunCKa C obocHoBaHNEM
KOMaHAUPOBKK, XKypHanbl y4yeTa BbI6bIBalOLLI,MX B KOMaHAMPOBKY U y4eTa npnema KoOMaHANPOBAHHbIX
pa60THMKOB, aBaHCOBbIN OTYET 06 NCNONb30BAHUM BblAaHHbIX AeHEeXHbIX CpeacCTB.

OdopmneHne cny>kebHoli KOMaHAMPOBKM HaAuMHaeTca C nodadnm OokaAa0HoU  3arnucKu
PYKOBO/CTBY OpraHn3auum o HeobXoAMMOCTHM Bble3a B KOMaHAMPOBKY AN 03HAaKOM/IEHUA Ha MecTe Co
CKNnafblBatoLeinca 06CTaHOBKOW, OKa3aHUA MPaKTUYECKON MOMOLLIM B pelleHMM Has3peBLIMX BOMPOCos,
YCTaHOB/IEHUA HEOBXOAMMbIX KOHTAKTOB C [Ae/IOBbIMM MapTHEpamMu, YACHEHMA Mep, KoTopble
LenecoobpasHo NPUHATb N0 BO3BPALLEHMM U3 KOMAHAUPOBKMU.

Cny)+ce6Hoe 3a0aHue 0ns HarnpaesieHUA 8 KOM(JHaUpOGKy n omyem O €20 8blrosIHeHUU
NMPUMEHAIOTCA ONA KOHKPETU3auun NOCTaB/IEHHbLIX nNepen KomMaHAUPpyeMbIM 3a4a4 U KOHTPOJA 3a UX
BbIMNO/IHEHUEM.

CnyxebHoe 3afaHvMe MOAMMUCLIBAETCA PYyKOBOAWUTENEM CTPYKTYPHOro nogpasfeneHvs, B
KOTOpom paboTaeT KOMaHOMPYEMbIN, YTBEPXKAAETCA PYKOBOAWUTENEM OpraHuM3aLuu M nepepaerca B
KagpoBylo Cyxby ANS M34aHWA NPUKasa O HaNpPaBAEHUM B KOMaHAMPOBKY. JIMLOM, NpUbbIBLIMM U3
KOMaHAMPOBKM, COCTaBASETCA KPaTKUA OTYeT O BbINOJIHEHHOM paboTe, COMNAcoBaHHbLIA C
pyKoBoauTenem CTPYKTYPHOro noapasfeneHns, M npeacrasnsetca B byxrantepuio BmecTe C
KOMaHAMPOBOYHbIM YA0CTOBEPEHNEM M aBAHCOBbIM OTYETOM.

C cornacus pPyKoOBOACTBA TFOTOBWUTCA [MPUKA3 (pacriopsaxceHue) o HanpasneHuu paboTHMKA
(rpynnbl pabOTHUKOB) B KOMaHAMPOBKY.

I'Ipm(a3 3aMNoJIHAETCA pa6OTHVIKOM Kap,posoﬁ CI'Iy>K6bI, noanncCbiBaeTCA pPyKoOBOAUTENIEM
opraHusauunn nam ynolIHOMO4Y€HHbIM UM TNLLOM.

B npukase ykasbiBaloTcA GamMuaMA M MHWUMAAbI  KOMaHOMPYEMOro, €ero CTPYKTypHoe
noApasgeneHne u A0KHOCTb, a TaKKe Liefib, BpeMA M MeCTO KOMaHAMPOBKM.

Mpy HEobXOAMMOCTM YKasblBalOTCA WMCTOYHMKM OMAATbl CYMM KOMAHAMPOBOYHbLIX PAaCX040B,
Apyrve ycioBuA HanpaBAeHWs B KOMaHAMPOBKY.
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MPOEeKT MpuKasa BU3MPYETCA 3aNHTEPECOBaHHbIMM AO/KHOCTHBIMU AMUAMKU. MoanucaHHbIN
NPUKas perucTpupyeTcs AOKYMEHTAUMOHHOM CNyKO0W, ero nepsblid 3K3EMNAAP NOMELLAETCA B 4€/10 No
KOMaHZAMPOBKaM, a BTOPOM 3K3eMNIAp HanpasaseTcs B Byxranteputo 4n1a NpoBeaeHns pacyeTos.

KomaHOuposoyHoe ydocmoeepeHue -  [OKYMEHT, Y[AOCTOBEPAIOWMI  NOJHOMOYMA
KOMaHAMPOBAHHOIO AMUA T NOATBEPXKAEHMA ¢aKTa npebblBaHMA B MyHKTE Ha3Ha4yeHuWa B
onpeaeneHHbI NepUoL BpeMEHM.

B Kaxgom NMYHKTE Ha3Ha4YeHUA AeNnaloTCA OTMETKU O BPEMEHU I'IpM6bITMﬂ n y6bITVIF|, KOTOpble
3aBepPAKTCA NOANNCLIO OTBETCTBEHHOIO AONXKHOCTHOIO LA U NeYyYaTblio.

bnank KOMaHAMPOBOYHOIO YyaoCToBepeHUA BblaaeTCca COTPYAHUKOM, OTBETCTBEHHbIM 3a
KOMaHAMPOBKN. KOMaHANPOBaAHHbIN paboTHUK 3aN0NHAET KOMaHAMPOBOYHOE YA0CTOBEPEHME B OAHOM
3K3eMMAsApe Ha OCHOBaHWMM MpMKasa O HanpaBAeHWM B KOMaHAMPOBKY, MOANUCbIBAeT ero Yy
pYyKOBOAWUTENA OpPraHM3aumMmn 1 noayyaeT y OTBETCTBEHHOIO 332 KOMaHAMPOBKU OTMETKY O BblObITUM Ha
060pPOTHOI CTOpPOHE yAoCTOBEepeHUA. BbibbiTMe NOANEKUT perucTpaunmn B cneuuanbHOM HypHase o
yuyemy pabomHUKO08, 8b16bI8AIOWUX 8 KOMAHOUPOBKY.

B nyHKTe Ha3HauyeHusa Aata nNpubbITUA U BbIGLITUA KOMaHAMPOBAHHOIO TakKKe GUKCUpYyeTca B
HypHane yyema [puema KoMaHOUPOBAHHbIX pabomHukos. KomMaHAMPOBOYHOE YAOCTOBEpeHue
ABNAETCA GUHAHCOBLIM JOKYMEHTOM.

3.4. YcnoBua 1 NOPA[OK NPeaocTaB/ieHna OTNYCKOB, U UX opopmaeHume.

B cootBeTcTBUM € TpyaoBbiMm Kogekcom PP Bcem paboTHMKam nNpeanpusaTua, opraHM3auuun B
TeYeHMe roga nNpPefoCcTaBAAETCA OCHOBHOW OMNJIaYMBaeMblt  OTMYCK MNPOAO/IMKMUTENbHOCTbIO 28
KaneH4apHbIX gHEN C coxpaHeHnem mecTa paboTbl (401KHOCTU) M cpeaHero 3apaboTka.

PaboTHMKam cornacHo TK P® n mHbiMm depepanbHbiM 3aKOHAM MOMMMO OCHOBHOFO OTMYCKa
MOXKeT MpPefoCTaBNATbCA YA/NIMHEHHbIA OMNAauYMBAEMbIM OTMNYCK NPOAOIKUTENbHOCTbIO 6onee 28
KaneHaapHbIX AHEN.

MpoaoNKUTENbHOCTD OCHOBHOIO W AOMOJHUTENIbHOTO OTNyCKOB paGOTHVIKOB ncymucnAaeTca B
KGﬂE’HaGprIX OHAX N MAKCUMQ/1bHbIM npedenom He oepaHu4usaemcsA.

Hepa6oqme npasgHU4YHblie OHU, Nnpuxoadawmeca Ha nepmnoa OTnycka, B HAC/NO KaneHOapPHbIX ,CI,HEIZ
OTNYCKa HE BK/IKOYAKOTCA U HE ON/1a4YMBAKOTCA.

Mpwn ncyncneHnm O6U.l,e171 NPOAONXKUNTENBHOCTN  e€XerogHo onaavynBaemMoro OTnyCKa
AONOJIHUTE/IbHbIE OMJ1Ia4YnBaeMblE€ OTMYCKa CYMMUPYIKOTCA C eXXerogHbim OCHOBHbIM O0MNO/THUTE/IbHbIM
OTNYCKOM.

MpaBo Ha WCMNO/Ab30BaHWE OTMNYCKAa 33 MepBbli rog paboTbl BO3HWMKAET y paboTHMKA Mo
NCTEYEHUN LEeCTU MECALLEB ero HenpepbiBHOM paboTbl. M0 CornaleHnio CTOPOH OnaaYyMBaemMblii OTNYCK
MOXKET bbITb MPeAoCTaB/IeEH U paHee: KeHLWMHaM No 6epeMeHHOCTM U poaam; paboTHMKaM B BO3pacTe
80 18 net; paboTHWKaM, YCbIHOBMBLUMM pebeHKa B BO3pacTe A0 TPEX MECALEB, U B HEKOTOPbIX APYruX
Cyyanx, NpeaycMoTpeHHbIX peaepanbHbIMM 3aKOHaMMU,

OTnyck 3a BTOpOM M nocneaywouwme roabl paboTbl MOMKET NpeaocTaBNATbCA B Ntoboe Bpems
paboyero roga B COOTBETCTBUM C OYEPEAHOCTbIO NPeAoCTaB/eHUs OTMYCKOB, YCTAHOBJEHHOM B AaHHOW
opraHusaumu.
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Jluyam, pabomarowum Mo COBMECMuUMesnbCmay, eKerogHble onaavMBaemble OTNycKa
NpefocTaBNATCA OAHOBPEMEHHO C OTNYCKOM MO OCHOBHOW pabote. EcnM Ha paboTe no
COBMECTUTENLCTBY pabOTHMK He oTpaboTan WecTM MecALLeB, TO OTMYCK NpeaocTaBaaerca asaHcom. Ecam
Ha paboTe No COBMECTUTENbCTBY NPOAO/INKUTENbHOCTb €Kero4Horo oniadynBaemoro oTrnycka MeHblue,
yem ero NpPoao/IKUTENbHOCTb Ha OCHOBHOM paboTe, paboTogaTtens No npocbbe paboTHUKa NpoasiesBaert
€My OTNYCK COOTBETCTBYIOLLEN NPOACIKUTENbHOCTLIO, HO 6e3 coxpaHeHUs 3apaboTHOM NaaThbl.

ExkerogHoiii onaaynMBaemblit OTNYCK A0MKeH 6biTb NPOAJIEH B C/IyYanX:
- BPEMEHHOM HeTpyA0CcnocobHOCTM PaboTHMKa;

- UCMOJIHEHMA PabOTHUKOM BO BPeMA OTMNYCKa roCyapCTBEHHbIX 06A3aHHOCTEN, eCM 3aKOHOM
npeaycMoTPEHO MPU 3TOM 0CBODOXKAEHUE OT paboTbl;

- B APYrMX CAyYasX, MNpedyCMOTPEHHbIX 3aKOHaMM, JIOKa/ibHbIMM HOPMATMBHbIMM aKTaMu
opraHusaumu.

ExeroAHbliit onnavmMBaemblii OTMYCK MO COrnalleHMo CTOPOH NEPEHOCUTCA Ha APYrol CPOK, ecan
paboTHUKY CBOEBpPEMEHHO He Obina npousBedeHa onJata 3a Bpems OTnycka nmMbo paboTHUK Obin
npeaynpexaeH ob oTnycke nosaHee, Yem 3a ABe HegeNu A0 ero Hadvana.

B McKAtOUMTENbHBIX CAyYasnX, Korga npeaoctaBaeHmne OTnycKa pPaboTHUKY B TeKywem paboyem
rogy MOXKeT HebnaronpuATHO CKAs3aTbCA Ha HOPMAJIbHOM Xoge paboTbl opraHM3auuu, C cornacus
paboTHMKa p[onycKaeTcs nepemelleHMe OTNyCcKa Ha cheaytowmin paboumin rog. Mpu sTom OTRYCK
O0J/IKeH ObITb MCNO/Ib30BaH He No3gHee 12 mecaLeB NOc/ne OKOHYaHUA TOro paboyero roaa, 3a KOTopbIii
OH NpefocTaBaAeTcA.

3ar|peu.|,aeTcg HenpeacrasieHMe OTnycCKa bonee ABYyX NeT noapAad, a TaKxke paﬁoTHMKaM B
BO3pacTte oo 18 netun pa6OTHMKaM, 3aHATbIM Ha pa60Tax C BpegHbiMMN 1 ONaCHbIMKU YCNOBUAMU TPpyada.

Mo cornalweHuto CTOPOH eXerogHbli onaaynBaemblit OTNYCK MOXKET OblTb pasgenieH Ha YacTu.
Mpu 3TOM X0TA 6bl OA4HA M3 YacTeN OTNYCKA A0KHA ObITb He MeHee 14 KaneHpapHbIX gHEN.

OT3blB pabOTHMKA M3 OTMNYCKA AOMYCKAeTcA TOMbKO C ero cornacus. Hemcnosb3oBaHHaA 4acTb
OTMyCKa B 3TOM C/ly4yae A0/XKHa ObiTb NpeaocTaBaeHa no Bbibopy paboTHMKa B yaobHoe ansa Hero Bpems
B TeYeHue TeKyLero paboyero roga uav npucoegmHeHa K OTMNycKy 3a cieaytolwmii pabounit rog. OT3biB
paboTHMKa M3 OTNycKa opopmaseTca NpuKkasom (pacrnopskeHmem) pabotogatens.

YacTb OTNyCKa, Npesblwatowan 28 KaneHaapHbIX AHEVI, Nno NMCbMEHHOMY 3aABIEHUNIO pa6OTHMKa
MOXKeT bbITb 3aMmeHeHa Ll,eHe)KHOﬁ KOMI'IGHC&LI,MGVI.

an YBOJZIbHEHUN pa6OTHVIKy BblN/1a4nBae€TCA AEHEXHaA KoMMNeHcaunAa 3a HEeNCnosIb30BaHHbIN
OTNycCK. Mo NMMCbMEHHOMY  3aAB/IEHUIO pa6OTHV|Ka HENCNO/Ib30BAHHbIE OTNYCKa MOryT 6bITb
npeanocrtas/sieHbl emy C nocneayrowmm yBOJIbHEHUEM (33 UCKNOYEeHNnemM cCny4yaeB YBOJ/IbHEHUA 3a
BMHOBHbIE AeﬁCTBMH). Mpun aTOM AHEM YBONbHEHUA CYMTAETCA I'IOCﬂe,CI,HVIVI AeHb OTNyCKa.

Mo cemelHbIM OBCTOATENBCTBAM W APYIMM YBAXKUTENbHBIM MNPUYMHAM PabOTHMKY NO ero
NMUCbMEHHOMY 3asiBIEHUIO MOXeT OblTb NpenocTaB/iieH OTNYcK 6e3 coxpaHeHWs 3apaboTHOM NnaThl,
NPOAOIKUTENBHOCTb KOTOPOro ONpeaenseTcs COorfalleHnem mexay paboTHMKOM M paboTogaTtesiem.
OTnyck 6e3 coxpaHeHnA 3apaboTHOM NnaTbl TakkKe opopMAAETCA NPUKA3OM.
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PaboTHMK, HaxoasaWMNCA B TaKOM OTNYCKEe, MOXKeT B /itoboe Bpema npepBaTb €ro, U BblIATK Ha
paboTy, npeaynpeaus o6 atom pabotoaarens.

Mpn 0bOPMIEHUN eXKerogHOro OnaaynBaemMoro OTMyCKa WMCMNOAb3yHTCA cheaylowmne Gopmbl
[OKYMEHTOB: YKa3aHWe 0 COCTaBJeHUU rpadmka oTnyckos, rpaduK OTNYCKOB M NpMKa3s (pacnopsaxeHue)
0 npeaocTaBneHMM oTnycka. o M3JaHWA NpuKasa MOXKET NpeacTaBnATbCcA 3aABieHMe 06 oTnycke.
OyepeaHOCTb NpeaoCTaB/ieHUA OniavyMBaembIX OTMYCKOB ONpeaenAeTca eXerogHo B COOTBETCTBUM C
2pagukom ommycKkos, yTBep:kAaembiM paboTogatesemM C y4eTOM MHEHUA BbIBOPHOro oOpraHa
opraHusaumu.

Mepen cocTaBneHmem rpaduKa oTNyCKOB JaeTcA COOTBETCTBYIOLIEE YKA3aHUe.

lpadumK oTnNyckoB npeactaBnseT coboi Tabauuy c nepeyncieHmem paboTHWKOB, KOAMYecTBa
AHEe 1 aaTbl Havyana M OKOHYaHUA OTNyCKa.

Mpun nepeHoce AaTbl OTMNYCKa B rpaduK BHOCATCA WM3MEHeHMA C cornacua paboTHWKa WU
pyKoBOAMUTENs MOoApa3aefieHna U ¢ paspelleHus Anua, yreepausluero rpaduk. MepeHoc aatbl OTNycKa
0pOpPMIAETCA COOTBETCTBYIOLLMM 3aABIeHNEM PabOTHUKaA.

lpadMK OTNYCKOB PErncTpuMpyetca WMHCNEKTOPOM OTAeNa KagpoB B CAyXbe AOKyMeHTauumu.
MepBblii 3K3eMnAAp rpaduKka OCTaeTcs B 3TOM cay:Kbe, a BTOPOI nepegaerca B byxrantepuio, a TPeTUi
HaxoAWTCA B OTAENe KaapoB.

Mpu yxoae paboTHWMKa B OTNYCK M34AeTcA MpuKa3 (pacnopseHue), Ha OCHOBaHWM KOTOPOro
byxrantepusa NpPousBOAMT pacyeT onnaTbl OTNYCKa Kaxgomy paboTHMKY M COCTaBAAETCA NaaTerkHas
BEAOMOCTb.

PaccmoTpuMm mpumep odopmiieHHs mpukaza Ha pabOTHHKA MPEANPHUATHS, €CITU OH Pa3JaeNuI CBOM OTIYCK

Ha HECKOJILKO YacTeH.

Knagosmuk xomnannu OO0 «AK-Buny» [Ipoxopos Crenan CtemaHOBUY, TOMUMO OCHOBHOTO OTITyCKa 28
KaJleHJApHBIX JHEW, HMeeT elle JOMOJHUTENbHBIM OTHycK B KkojaudecTBe 10 KaleHOapHBIX JHEH 3a
HECHOPMHUPOBAHHEIN Tpaguk paboTbl. B wWrTOore cymMMapHas NpOJOKHUTENFHOCTh OTITyCKa JaHHOTO pabOTHHKA
cocraBmsieT 38 KaleHAapHBIX JHEH. B pe3ymprare MpOBEACHHBIX IMEPErOBOPOB C  HEMOCPEICTBEHHBIM
PYKOBOIUTENIEM MEXKIy HUMH OBUIO JOCTUTHYTO clieayromiee cornamenue. PadotHuk [Ipoxopos C.C. pazmenwmn
CBOW OTHYCK Ha cleayromue 4actu: 14 nmHeil Obutd B3sATHI B MapTe Mecsie, 18 mHeil B aBrycte mecsme u 6
OCTaBIIUXCSI KAJICHIAPHBIX THEH B OKTsAOpe. B mTOre, OTBETCTBEHHBIH 3a KaJpPOBOE IECIOMPOU3BOACTBO JOKEH

OyneT oopMHTh TpH MPHUKA3a O MPETOCTABICHUN OTITYCKA.

1. [Ipuka3 B mapte. [laHHBII Buja OTIycKa OTHeceM K OCHOBHOMY. B dopme B myHkTe «b» (npyrue
BUIBI OTITYCKOB) CTABUM IPOYEPK.

2. IIpuxa3 B aBrycre. KonmndectBo ameil (B HamieMm ciydae ux 18) MBI JenuM Ha JIBE COCTaBHBIE!
OCHOBHOM U JIOTIOJIHUTEIIbHBIN OTIIYCK.

3. IIpuka3 B oxTs10pe. B 3TOM ciydae mumem ocTaBIeecs: KOJIMIECTBO KaJICHIAPHBIX JHEH, KOTOpoe
[EIMKOM ¥ TOJHOCTBIO OTHOCHTCS K JOTIOJIHUTEIFHOMY OIUIAYMBAaEMOMY OTITycKy. B ¢opme, B myHKTE «A» MBI
CTaBUM MpPOUYEPK.

Jpyrue BUIBI OTITYCKOB, TAKHX KaK JEKPETHBIM OTITYCK, OTIIYCK 0€3 coXpaHeHHs 3apabOTHOW IUIATHI WIIH

y‘Ie6HBII>'I OTITYCK MOKHO O(i)OpMJ'I}ITL BMECTC C C€XKCTOAHBIM OCHOBHBIM HJIM JOIIOJTHUTCIBHBIM OIlNIAYMBACMBIM
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OTITyCKOM HJIH OTAEIBHO OT Hero. OQopMIIsATh WX, TAKUM 00pa3oM MBI HMEEM IIPaBO TOJIBKO B TOM CiIydae, eCin

OTILyCKa CIEAYIOT APYT 3a IPYTOM.

[IpuBenem mpumep.

Menemkep o MapkeTHHTY MapbsiHa PEHTIMHT POXOJUT O0YYCHUE B BBICIIEM YUYCOHOM 3aBEJICHUHU U 110
MPaBy MOXET BOCIOJB30BATHCSA Y4COHBIM OTIycKoM. CymMMapHOEe KaJCHIapHOE BpEeMs, KOTOPOE OTBOIUTCS Ha
yueOHbIH oTmyck — 20 oIUTayrBaeMbIX JHEH. 3a HCHOPMHUPOBAHHBIA pabouuil NeHb eif emie momaraetcs 10
KaJeHOapHBIX nHeil. OHa pemmia B3sSTh 3TOT MOJAraloIuiCs el OTIIYCK, a IMOCIie HETO eIIe JOMOTHUTENRHO 6 THer
ocHOBHOTO oTnycka. CyTs BoIpoca 3aKiIodaeTcs B TOM, 9TO B (popMe cHayasa MIeT OCHOBHOW OTITYCK, a TOJBKO
mocje Hero JAPYTHe BHUIBI OTIYCKOB. B Hamie# cuTyanmu Bce WIET HA0OOPOT, OCHOBHOM OTIYCK Oepercst Mmo3xke

JIpYrux.

Ecnu oTBeTCTBEHHOMY 3a KaJpOBOE JICNONPOM3BOACTBO MPEACTOMT O(OPMHUTH TIPHKA3 Cpa3dy Ha
HECKOJIbKMX COTPYAHHKOB KOMIIAHWH, TO €ro m3ganue ¢uxcupyercs mo gopme Ne T-6a, B KOTOpOH NPOMHCHIBAIOT

TOJBKO BUJI OTIYCKa, CyMMapHO€ KOJIMYECTBO AHEH, CYMMAapHbII IEPUOJI OTIIYCKa.

PaCCMOTpI/IM ¢ BaMu cClIC OJHY CHUTYyaAlURO O(I)OpMJIeHI/Iﬂ MIpUuKasa O MHNPEAOCTABJICHUU OTIIyCKa 0e3

COXpaHCHHUS 3apabOTHOM TIATHI.

[lepen Tem, Kak Ha4aTh COCTABIATH IPUKa3, HEOOXOANMO B 0053aTEIILHOM IOPSI/IKE TIOJIyYUTh TUCHbMEHHOE
3asiBJIIEHHE OT pabOTHHMKA Ha OTIyCK 0e3 COXpaHEeHHUs! 3apabOTHOM IUIATHI C MOANMCHIO €ro HEMOCPEICTBEHHOTO
pykoBonutens. Crates 128 TK P® mpermycmaTpuBaeT psii CHTyauui, Korjga paboTojgaTenh HE BIpPaBe OTKa3aTh

COTPYJIHUKY B OTITyCKe 3a CBOU cueT. K Takum cuTyarusiM OTHOCSAT:

1) poxxneHne pedbeHka;

2) peructpanuio Opaxa;

3) cMepTh OJIM3KHUX POIACTBEHHHUKOB.

Ormyck 6e3 coxpaHeHHs 3apaboTHOHN TutaThl odopmirsiercs mpukazoMm mo ¢gopme Ne T-6a. Cemenus o

MNpeaAOCTaBJICHUHA OTITYCKa 3a CBOI1 cUeT (1)I/IKCI/IpyIOTC$I B JIMYHOM KapTO4KE COTPpYAHUKA OPpraHU3alunu.

PaccMoTpuM crienyonyto CUTyaluo GUKCauy NpuKa3a o MPEeJOCTaBIEHHH OTIIyCKa 10 OEPEMEHHOCTH U
pomam. Jlms Toro 4YroObl OGOPMHUTH MpPHUKAa3 O TMPEJOCTABICHHH OTIyCKa IO OEpeMEHHOCTH M pojJaM,
OTBETCTBEHHOMY 32 KaJI[pOBOE JEJIONPOU3BOJICTBO HEOOXOJMMO MPEIOCTaBUTh OOJBHUYHBIN JIMCT Ha OCHOBAaHWHU
crateu 255 TK P®, xoTopblil sBiIseTCS MEIUIIMHCKUM 3aKiIrodeHneM. [10ToM HeoOX0JMMO NPOBEPUTH, UMEET JIH
COTPYJHHMK TIpaBO YWTH B JICKPETHBIH OTIIYCK, TOJBKO IIOCIE€ STOr0 MBI MOXKeM O(OpPMHTh NpHKa3 o
MPEeJOCTABICHUH JEKPETHOTO OTIYCKa. JJaHHBIM NPaBOM MOT'YT BOCIIOJIB30BATHCS TONBKO KEHIIIMHBL, 3aKIH0UMBIINE
TPYZIOBOH IOTOBOP HA HEONPEAEIECHHBIH CPOK, CPOTIHBIN JOTOBOP, C HEMOIHBIM Pab04YNM BPEMEHEM U Ha YCIOBHAX
coBMecTUTeNbCTBA. 1locne cocraBieHMsI IpUKa3a MBI NIEPEfacM €ro B OyXrajaTepHio Ul Ha3HadeHHs mnocobus. B

3aKIIIOYCHUE CTOUT OTMETUTH, YTO IIPaBO yﬁTPI B ,Z[erCTHBIf/'I OTITYCK MMCIOT TAKXKC M XCHIWHBI, YCBIHOBUBIINC
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HOBOPOXKJCHHOTO PEOCHKA WM HECKOJNBKUX JeTei. B maHHOM ciydae MONXYYHTh OONBHWYHBIN JHCT PabOTHUK

MOJKET B CTallHOHAPE AJIST HOBOPOKACHHBIX JETEH.

Tenepb paccMOTpUM BONPOC O MPOJODKUTENBFHOCTH OTIycKa. Tak, OTIYCK MO OepeMEHHOCTH M pojaM
NPUHATO JEIUTh HAa YacTH: JOPOAOBOI M IOCIEPONOBOH. 3aMeTHM, ITO 00€ YacTH OTIyCKa B JaHHOM Ciydae
BBIJJAIOTCS] €AMHOBPEMEHHO M PEANBHO SABIIAIOTCS CMHBIM IIETBIM OTITyCKOM. B OONMBHIMYHOM JIHICTE MPOCTABIISIOTCS
JaTa Hadana ¥ JaTa OKOHYaHHA OTIyCKa 1o OepeMeHHOCTH W poiaM. [Ipn HOpMaTbHOM CTEYEHUH OOCTOSITENBCTB
MPOJODKUTENFHOCTD OTIIyCKa MPUpaBHUBAETCSA K 70 KaJICHIApHBIM THIM 10 poJoB U 70 KaJeHAAPHBIM JHSIM IIOCTE

pOaoB. HpI/I OCJIO)KHEHMAX JAaHHOE KOJINYECTBO JHEH MOXKET OBITE YBCJIIUYCHO.

Cam xe mpHuKa3 0 IPeIOCTaBICHUN JEKPETHOTO OTIycKa odopmisieTcs B yHH(HIIMpoBaHHOH popme Ne T-
6. B popme B nyHkTe «b» Qukcupyem «mo 6epeMEHHOCTH U poJaM», CTaBUM JIaTy Havyajia U OKOHYaHHs, CChLIasICh
Ha OOJBHMYHBIN JINCT, U CyMMapHOE KOJIMYECTBO KaJleHIAapHBIX JHeH ormycka. B ¢opme B myHkre «By»
MPOIKUCHIBaEM 00Illee KOJIMYECTBO JHEH OTIYCKa M ero cyMMapHbIi nepuoa. Cam e npukasz ohopMisieTcs B IByX
9K3EMIUIIpAaX 3a MOJIMHCHIO HEMOCPEICTBEHHOTO PYKOBOAMTENA opraHm3anuu. OIUH SK3eMIUIIp OTHaceTcs B
Oyxranrepuio, BTOpOH - B OTAen KaapoB. HeoOXOIMMO O3HAKOMHUTH C MPUKa30M COTPYIHHILY I10Jl MOANUCH H

oopMHTE TaHHEIC B ee TUIHOU KapTouke (popma Ne T-2, Ne T-2 rc (Mc), urieBoit cueT (popma Ne T-54,T-54-a).

3ameHa pa60'r|-w||(a BO BpemsaA ero HaxoxgeHumAa B oTnycke.

B kaspoBOM JEI0MPOU3BOICTBE YACTO BO3HUKACT TaKas CHTYallus, KOTJa paOOTHUK YXOIHUT B OTIYCK, €ro
Ha 3TOT MPOMEXKYTOK BPEMEHH HEOOXOAWMO 3aMEHUTH APYTHUM COTPYAHWKOM W3 OPTaHW3AIMH WM BHEIITHUM

COTPYJHUKOM, HaHSB €T0 10 CPOYHOMY JIOTOBOPY. PaccMoTpuM cocTaBieHHe MPUKA30B B TOM WJIM HHOM CITy4ae.

[lepBriil ciydail. BpemeHHbI mepeBoa COTpYOHUKAa Ha JPYryl AODKHOCTh. CHayalla 3akilo4aeM B
IMMCEMEHHOM BHJIE corjlalmeHre Ha ocHoBanuMm ctatbu 72.2. TK P®, moTroMm cocTaBiseM JIOIOJHHTEIHHOE

COTJIAICHUE K TPYAOBOMY JOTOBOPY U TOJILKO IOCJIC 3TOI'0 U3Ja€M ITPUKaA3.

Oopa3zen 10kJIaaHOM 3aIMCKU 0 BpeMEHHOM IlepeBojie pa00THUKA

Otnen kagpos I'enepanbHOMY AMpEKTOPY

00O «Cuneprus»

A K. T'epamenko

Kynpssuesoi K.M.

HNOATOTOBUTH IPUKA3 O MEPEBOJC

Kanamuunkosa H.JI.

Cpok - 12.12.2007

Joxknannas 3anucka
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11.12.2007 Ne 17

0 BpeMeHHOM nepesoje Kanamnnkosa H.J.

JoBoxy nmo Bamiero cBeneHus, 4To B CBSI3U C YXOJ0M B ouepenHoil otnyck Cunuipina A.C., TOproBoro
npejacraButens Teppuropur KO3AO, paboTy Ha 3TO# TeppUTOpHH HEKOMY OyzeT obecrieunBath. 111 HOPMAITBLHOTO
oOecrieueHHs: pabOTHI HA TEPPUTOPHH HEOOXOJAMM TOPTOBBIN MPEICTABUTENb. B CBSI3M ¢ 3THM MPOIIY MEPEBECTH HA
nepuop otnycka CununbiHa A.C. ¢ 03.01.2008 mo 12.01.2008 Ha ero qomxHOCTH cynepBaitzepa Kanammnukosa H.JI.

Menemxkep 1Mo Kagpam 10.B. KimroeBa

B nmemo Ne 12-13

I'epamenxo 12.12.2007

Bropoii ciyuaii. [Ipuem Ha paboTy MO CPOYHOMY TPYIOBOMY JOTOBOPY. 3/1€Ch MBI COCTAaBJISIEM CPOUHBIMA
TPYIIOBO# JOTOBOP M TOJBKO IOCIE 3TOr0 0(OPMIISIEM MPHKa3.
3.5. PacTop:KeHue Tpy[o0Boro gorosopa u opopmaeHue yBosibHeHMA paboTHUKa.

Tpyodoeoli do2080p mMoxem bbimb fnpeKkpaujeH No LenoMy PAay OCHOBAHMI, B YacTHOCTM MO
COTNALLIEHMIO CTOPOH, UCTEYEHUIO CPOKA LOrOBOPA, PACTOPXKEHUIO JOTOBOPA MO UHULMATMBE PaboTHMKA
unu pabotopatens u ap. Bo Bcex ciyyasx gHEM yBO/IbHEHWUA pabOTHWKa ABNAETCA NOCeLHUIN AEHb €ro
paboTbl.

PabomHuKk vmeeT nNpaBO PacTOPrHyTb AO0roBop, npeaynpeams o6 3tom pabotopatensa B
NUcbMeHHOM GopMme 3a ABE HeaeNN.

Mo cornaweHno mexay HUMK TPYAOBOM AOroBOP MOMKET PacTopraTbCa M A0 UCTEYEHUA 3TOro
CPpOKa.

Echv no ucTeyeHUM cpoka npeaynpexpeHns ob yBONbHEHWW TPYyAOBOM [0roBop He 6Obin
pacToprHyT M paboOTHMK He HacTamBaeT Ha YBOJbHEHMM, TO AeWCTBME TPYAOBOrO A0OroBOpa
NpPoAOKaETCA.

PaCTop)'KEHME TPyAOBOro Aoroeopa no uMHuUUmatTuse pa6OTHVIKa dEKBATHO YBOJIbHEHUIO MO
C06CTBeHHOMy KenaHuto.

Pabomodamesnb MOKeT pacTOPrHyTb TPYLOBOM AOTOBOP B C/yYasX:

- INKBMAALMM OpraHn3aumumn nnbo npekpalleHus aeatenbHocTn pabotoaatenem — GU3MYECKUM
NNLUOM;

- COKpaweHnAa YNCNEeHHOCTN UAn WTaTa paGOTHMKOB OopraHunsauuu,

- HecooTBeTCcTBMe paboTHMKa 3aHMMaEMON AO0MKHOCTU WAW BbiNOAHAEMON paboTe BcneacTsme
COCTOAAHMA 3[0POBbA, HEAOCTAaTOYHOMN KBaIMbUKaLMK;

- CMeHbl COBCTBEHHMKA MMYLLECTBA OpraHM3auuuM (B OTHOLIEHWWM PYKOBOACTBA W [1aBHOMO
byxrantepa);
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- HEOAHOKPATHOTO HeucnonHeHua paboTHUKOM 6e3 yBaskKUTENbHbIX MPUYMH  TPYAOBbIX
06a3aHHOCTEN, €C/IM OH UMEET AUCLUUNANHAPHOE B3bICKaHUE;

- 04HOKpPATHOro rpyboro HapyleHnsa paboTHUKOM TPYA0BbIX 06A3aHHOCTEN:

. nporyna;

. nosiBNeHNA Ha paboTe B COCTOAHMM ONbAHEHUS;

o pasrialeHnsa OXpaHAEeMOM 3aKOHOM TalHbl, CTaBlen M3BECTHOW PabOTHUKY B CBA3U C
NCMOJIHEHNEM UM TPYAO0BbIX 06aA3aHHOCTEN;

. coBeplleHns no MmecTy paboTbl XWULWEHWA, PacTpaTbl, YHUUTOMKEHUS WMMYLLECTBA,
YCTaHOBNEHHbIX CYI0OM UAN NOCTAaHOBEHMEM NMOJIHOMOYHOIO OpraHa;

. HapyLweHus paboTHMKOM TpeboBaHMI NO OxpaHe Tpyaa, NoBAEKLWero 3a coboi Taxenble
nocneacTeums;

- COBepleHUss BWHOBHbIX [AEWCTBUI pPabOTHUKOM, HenocpeAcTBEHHO OBCAYKMBAIOLLNM
[AeHeXHble UAN TOBapHbIE LLIEHHOCTU, eC/IN 3TW AENCTBMA AAI0T OCHOBaHWUA ANA YTPaTbl 4OBEPUS;

- cosepuweHnAa pa6OTHVIKOM, BbIMO/THAKOWMKMM BOCNUTATE/IbHbIE d)yHKLI,MVI, aMoOpasibHOro
NOCTyNKa, HECOBMECTHOTIO C MPOoAO0/IKEHNEM AaHHOVI paGOTbI;

- NPUHATUA HEOBOCHOBAHHOIO PeLIeHNA PYKOBOACTBOM M I1aBHbIM ByXranTepom opraHu3aumm
M ero CamocCTOATeNbHOro noapasaeneHuns, NoBaeKLero 3a cobol HapyleHue COXPaHHOCTU MMYLLLECTBa,
HenpaBoMepHoe ero UCNoNb30BaHNe UAN UHOM ylepb;

- npegoctasfieHna paboTHMKOM paboToaaTtento MOA/OMHbLIX AOKYMEHTOB MAM 3aBeaoMOo
NIOXHbIX CBEAEHUIA NPW 3aKA0YEHUN TPYA0BOro 40roBopa;

- B Apyrux npeaycmoTpeHHbix TK PP, dpepepanbHbiMu 3aKOHamu U TPyAOBbIM LOroBOPOM C
PYKOBOAUTENAMM CNYYaaX.

He ponyckaetca yBoAbHeHMe paboTHMKA no wHWMuMatTMBe paboTogatens B Nepuom, ero
BPEMEeHHOM HeTPYA0CNOCOBHOCTU M HAXOKAEHMA B OTMYCKE (KpOome ClydaeB IMKBUAALMM OpraHM3aLmm
M NPEeKpaLLeHUA AeATenbHOCTU paboTogaTenem — GU3NYECKUM TIMLOM).

MpeaycmoTpeHo obAsaTenbHoe y4vacTue BbIBOPHOro NpPodCco3HOro opraHa B PacCMOTPEHWUU
BOMPOCOB, CBA3AHHbIX C PACTOPXKEHMEM TPYAOBOro AOroBOpa No MHMLUMATUBE paboToaaTens.

Hanbonee yacto MHNUMNATUBA pa6OTHMKa MO PaCTOPXKEHUIO TPYA0BOro A0rosopa BbipaxKaeTcAa B
Buae yBOJIbHEHUA NO C06CTBeHHOMy KenaHuto. Takoe yBOJIbHEHUE NPOU3BOOAUNTCA HA OCHOBAHUU
NMNCbMEHHOI0 3aABNEHNA pa6OTHMKa. 3aaBneHne MoXeT Od)OpM}'IFlTbCFI cneayrouwmm O6p330M.

OO6paszer 3asiBiieHUsT paOOTHHKA 00 YBOJIBHEHUHU IO COOCTBEHHOMY KEJIaHUIO

I'enepansaomy nupexropy OOO «IK-Buny»

[Tnatonory A.H.

OT MeHe/pKepa Mo Moa00py MepcoHalia OTAeNa I0

paboTe ¢ mepcoHaIoM

E.H. Bunorpanosoi
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CratkeBud H.A. TOATOTOBUTH MpHUKa3 00

YBOJIBHEHUH 110 MHUIIUATUBE pa6OTHI/IKa.

IInaToHOB

12.12.2007
3asBJeHHe
[Ipomy yBONMTH MEHS C JOJDKHOCTH MeEHe/DKepa Mo Moa0opy IepcoHana oOTAena Ho pabdore c
TIEPCOHAJIOM TI0 COOCTBEHHOMY jkelaHuto ¢ 12 nexabps 2007 .

01.12.2007 Bunorpanosa

W3pan mpukas ot 12.12.2007 Ne 156-k

B nemo Ne 15-17

CraTkeBu4

12.12.2008

CBoe 3asBneHvMe paboOTHUK nepenaeT Ha BU3MPOBAHME PYKOBOAMTENO CTPYKTYPHOrO
nogpasfeneHvsa, M3 KOTOPOro YBOJIbHAETCA, a 3aTem B CAyKby Kagpos. Tam OHO BM3MpyeTcs
pykoBogutenem 3Tol cayxk6bbl, Nocne 4Yero nepepaeTcad PYyKOBOAMTENO OpraHuW3aLuu, KOTOpPbIi
NPMHMMaET pelleHre 1 HanaraeT pPe3ooumnio, rae YKasbiBaeTCa UCMONHUTENb, XapaKTep UCNOHEHUA U
€ro CpOoK.

Ha ocHoBaHWW MpUHMMaeMoro pelleHus nsgaeTca npukas o6 ysonbHeHun no ¢opme No T-8.
MpuKa3 MOXKET M34aBaTbCA U Ha B1aHKe opraHM3aLmu.

B cooTBeTCTBMM C MNPUKA3OM BHOCUTCA 3aMUCb B TPYAOBYK KHUMKKY M JIMYHYIO KapPTOYKy
paboTHMKa. byxrantepua cornacHo npukasy NPon3BOANUT NOJHbIN pPacyeT C PaboTHUKOM.

PaccmotpuM Gonee moapoOHO U3IaHUE MPUKA30B HEKOTOPHIX M3 BHIMIETIEPEUNCIICHHBIX BHJIOB YBOJBHEHUS

pa6OTHI/IKOB H3 OpraHusanuu pa60T0z(aTeneM.

[To cTatucTuke B KaZpoOBOM AEIOMPOU3BOJCTBE OOIBIIAS YACTh YBOJBHEHUH paboTOmaTeIeM MPOUCXOTUT
M3-3a COBEPLICHUS Pa3JIMuHOTO pojia JUCHHUILTMHAPHBIX IPOCTYNKOB PAOOTHUKOM OpraHu3aiuu. Mrak, paccMoTpuM
B KadyecTBe NpuMepa odopmiieHHe Ipukasza o0 yBOJLHEHHWHM paboTojaresieM Ha OCHOBaHMH Iporyna pabodero

BpeMeHHU 0€3 YBa)KUTEIbHON MPUYHHBI.

HOH npocyaom TPUHATO IMOHUMATb OTCYTCTBUC pa6OTHI/IKa Ha CBOEM pa6oqu MECTC B TCUCHHC BCCIO
pa6oqero JHA WIN pa6oqel71 CMEHBI WIIH 0oJjiee YCThIPEX YaCOB K psAAy B TCHUCHHUC pa60qer0 JHA WJIN CMCHBI 0e3

MMpeAOCTaBJICHUA YBAXKUTCIbHBIX IPUYXH.

Ha ocuoBanum cr. 193 TK P® oTBercTBeHHBIH 3a KaJpoOBOE [EJIOMPOU3BOJACTBO JIOKYMEHTAJIbHO
(ukcupyer oTCyTCTBHE pabOTHHUKA Ha pabodyeM MecTe, T.e. mporyi. Ilocie Toro, Kak COCTaBIICH JOKYMCHT,

HeHOCpeﬂCTBeHHHﬁ PYKOBOAUTECIIb MPUHUMACT PCUICHUE O (1)0pM€ HaKa3aHus NPOBUHUBIICTOCA COTPYAHHKaA C
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YYETOM TSDKECTH COBEPIICHHOTO MIPOCTYIKA, 0OCTOATENBCTB, KOTOPHIEC MTPUBEIH K HEMY, W OTHOIICHHUS PabOTHHKA K

CBOMM JOJDKHOCTHBIM 0053aHHOCTSIM.

TenepL nepeﬁaeM K pacCMOTPCHHIO €II€ OAHOI0 BHJa H3JaHUA MpUKa3a YBOJbHCHUA COTPYAHUKOB U3

OpraHn3an Ha OCHOBAaHWU JIMKBUAAIINH IIPEATIPUATHS.

Ha ocnoBanuu ctatbu 180 TK P® npu mukBUAaIUN OpraHU3alMy WM QUIHaia KOMIAHUU PaboTOIaTelh
00s13aH YBEJJOMUTH 00 3TOM KaXXJOI'0 COTPYAHUKA MO MOANUCH HE MEHEe YeM 3a JBa Mecsma. [loMumo 3Toro Ha
ocHoBaHuU 1. 2 ctathu 25 3akonHa P® ot 19.04.1991 r. Ne 1032-1 «O 3amsitocTH HaceneHus B PD» Takke
HEOOXO/JMMO YBEIOMHUTh O TMPEACTOSAINIEM YBOJBHEHHH CIIy:KOy 3aHSTOCTH HaceleHus. [Ipu yBOJIbHEHUH
pabOTHUKOB B pe3yJNbTaTe JTUKBUIAINN BCE COTPYIHUKH, MTOICHKAIINE YBOJILHEHHUIO, 00s3aHbI MTOMYYUTh BBIXOJHOE
mocodue, KOTOPOE JOJKHO COOTBETCTBOBAaTh CPEOHEMY MECSYHOMY 3apabOTKy, a TaKKe Ha [MEpUon

TpylnoycTpoiicTBa (He 0oJiee IByX MECSIIEB) - CPEHUI MECSYHBIIH 3apa00TOK C Y4€TOM BBIXOJHOTO HOCOOHSI.

Yacte 3 crateu 180 TK P® mo3BomseT paboTOmATENIO MONYYUTHh MHUCEMEHHOE 3asBIICHHEC Pa0OTHUKA O
COIJIACUH HA YBOJBHEHHE, B PE3YIbTaTe KOTOPOrO paboTOaTeNb AOJIKEH OCYILECTBUTD BBIILIATY - TaK HAa3bIBAEMYIO
JOIOJHUTENbHYI0 KOMIIEHCAIMIO B pa3Mepe CPEeJHEro 3apaboTKa yBOJIBHIEMOIO COTPYIHHMKA OpraHU3allUHd. DTOT
3apab0TOK UCUUCIIAETCS IPOIOPIMOHATIBHO TOMY BPEMEHH, KOTOPOE€ OCTaJIOCh 10 YBOJIbHEHHUS. 30eCh KOMIICHCAIUS
BBITLIAYMBACTCS CBEPX BBIXOAHOTO Mocobust. Taioke paboToaaTenh OCYIECTBISIET JBYXMECSUHYIO BBIIJIATY CpeaHei

3apa0OTHOM IJIATHI 0 TPYLOYCTpOiicTBa pabOTHNKA HA HOBOE pabodee MecTo.

HpI/I YBOJIbHCHUU U3ACTCA IMMPUKa3 3a MOJANHNCHIO pa60T0)1aTen51, rae mponuchIBacTCs, YTO COTPYAHUK OBLI

yBOJIeH Ha ocHoBaHuM IyHKTa 1 ctathu 81 TK P® ¢ ykazaHuem npuumHbI «TUKBUJALMS TPEAIPUSITHSI.

PaccMoTpuM emie OAMH pPAacIpOCTPaHEHHBINM cilydall W3JaHusl TMPUKa3a HAa OCHOBAaHUHM YBOJIbHEHUS

pa6OTHI/IKOB IO COKpAICHUIO YUCJIICHHOCTH IMIEPCOHAIA UM ITaTa KOMIIAHWU.

I1. 2 crareu 81 TK PO rosoput o TomM, uTo paboToaress KMEET NPaBO YBOJIUTh pAOOTHUKOB KOMIIAHUH Ha
OCHOBAHMHU COKpAICHHUsS YHCICHHOCTH MEepCOHANa WM ITaTa KOMIaHWU. [t Toro 4ToOBI YBOJUTH COTPYJHHKOB
Ha 3TOM OCHOBAaHHH, HEOOXOAMMO COOMIONaTh cieayromue AedcTsus. [lepBbM marom OyneT HperynpexaeHue
Ka)KJJOr0 COKpAIaeMoro pabOTHHKA 00 YBOJILHEHWH HE MEHEe YeM 3a JBa MECSa /10 €ro YBOJIbHEHHS MO/ MOJIHCh
Ha ocHoBauuu crarbu 180 TK P®. Ilpu stom paboronmaress MOXET HNPOWU3BECTH YBOJBHEHHE Ha OCHOBAHHH
MOJY4YEHHOTO IMHCBMEHHOTO corjlacusi paOOTHHKA C BBIJIATONW 3apa0OTHOW IUIATHI IPONOPLUOHAIBHO BPEMEHH,

KOTOPOE OCTaJIOCh 10 OKOHYAHHUS CPOKa MPETyHPEKICHUS.

Eciu B pesynbpTare COKpalleHHs IUIAHHPYETCS YBOJIUTh MHOXECTBO COTPYJHHMKOB MPEANPUATHSA, TO
YBEJOMHTH O IUIAHUPYEMOM COKpAIIEHWH CTOMT 3a TPH MEcCsla, U Bce HEOOXOIMMBIE TOKYMEHTHI HEOOXOJMMO B
00s13aTeTFHOM TIOPSIZIKE TOJATh B CIY)KOy 3aHATOCTH HACENEHHUS U B OpTaH NEPBUYHOM PO COI03HOI OpraHu3annm,

€CJIM OH CYHIECTBYCT.

Ilepen TeM, Kak COKpaTHTh IepcoHaN, paboromaTens 00s3aH NPEAJIOXKUTH PAaOOTHHUKY IO PACIHCKY
OTKPBITYIO TIO3WIHI0 B KOMITAaHMM B COOTBETCTBHUH C €r0 KBaU(HUKAIWEH WM HIDKEOIUIAYMBAaeMyI0 padoTy, ¢

KOTOpOil pabOTHHK cIIpaBHWiCS OB Ha TOM € MPEeNNpUATHH. B ciydae moimydeHHWs MHUCBMEHHOTO OTKa3a OT
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pa6OTHI/IKa WX OTCYTCTBUA BaKaHTHOH JOJDKHOCTH M3/Ia€TCS IIpruKa3 00 «YBOJIbHCHUHU Ha OCHOBAaHWHU COKpAIICHUA

mTraran».

OtaensHo otmeruM, uto crathd 179 TK P® npaer mpaBo HEKOTOPHIM pabOTHHMKAM Ha IPOJOKEHHE
TPYIOBOH [ESATENBHOCTH Ha TPEONPHATHH B YCIOBUSX COKPALICHUS YHCICHHOCTH IiepcoHama. K Takum

COTPYJHHKAM OTHOCSTCS:

. JIIOJTU C OUYE€Hb BBHICOKOW MPOU3BOJUTEILHOCTBIO TPYIa;

. pabOTHHKH, MMEIOIINE B CBOCH ceMbe Ooliee IBYX HETPYIOCIIOCOOHBIX YeT0BEK, HAXOMAIINXCS Ha
WX TIOJTHOM COJICPKaHHM;

. pabOTHUKH, KOTOPHIE SBIIAIOTCS €IMHCTBEHHBIMHI KOPMIJIBIIAMHU B CEMBE;

. COTPYAHUKH, TIOYIUBIINE HA IPEANPUSATHN TPABMBI WK IpodeccHoHaNBHBIE 3a00JIeBaHS,

° uaBanuasl BOB u apyrux 6oeBrIX AeiicTBuii mo 3ammre OTeuecTsa U T.1.

Taxxe Ha ocHoBaHmu ctathtl 261 TK P® Henb3st cokpamars 6epeMeHHbIX. Ctaths 269 TK PO 3amumaer
OT COKpaIeHHs: paboTHUKOB Mososke 18 net. [TociaeqHon KaTeropuio mepcoHalla Hellb3s COKPAaTHTh 0€3 IMOJTyIeHuUs
0JI00pEHNS CO CTOPOHBI CIEAYIOINX OPraHOB BJIACTH: TOCYAAPCTBEHHONW MHCIIEKIIMH TPyJa M KOMHCCHH IO AEiaM

HCCOBCPIICHHOJIETHUX U 3allIUTEC UX IIPaB.

Ha ocnoBanmum 1. 9 craten 178 TK P® paboTtHuKaM, KOTOpHIE OBLIH YBOJICHBI HA OCHOBAHUHN «COKpAIICHUE
mTaTa», HA3HA4YaeTCs BBIXOAHOE TMoco0MEe B pa3Mepe CpeJHEMECAYHOro 3apaboTka JO MOMEHTa HX
TpyJoycTpoiicTBa. Brimmara mocobus ocymecTBiserca He 0ojee IBYX MecCAIEB C y4eTOM BBIXOJHOTO IOCOOHI,

COXpaHsIsl CPEIHIOI0 3apabOTHYIO IUIaTy.

CrouT paccMOTpeTh eme OJWH Ciy4dall YBOJBHEHHsS paOOTHHMKA paboTomaTeleM MPEeAnpUaTHsS Ha

OCHOBaHUH HECOOTBETCTBHUS 3aHUMAEMOM JOJIXKHOCTH.

ITocne 6 oxtabpsa 2006 r. B TpynoBoit komekc PD Obu1 BHeCeH psAn MONPAaBOK, KOTOPBIE MO3BOJSIOT
YBOJIUTH COTPYAHHKA M3 OpraHu3anyvi Ha OCHOBAHHWU HECOOTBCTCTBUSA 3aHUMaeMOU JOJDKHOCTU - TOJIBKO IIYTEM
nepeBojia Ha JPYryro MomKHOCTH (cM. 4. 3 cT. 81 TK P®). JlomxHOCTHBIE 00S3aHHOCTH Ha HOBOW JOJDKHOCTH
JOJIKHBI COOTBETCTBOBATH KBaHI/I(I)I/IKaHI/II/I COTpYAHUKA WIIN MOTYT OBITh HIKEOIITIAUYNBAEMBIMHU. HpeI[J'IO)KeHHaH
HOBasi paboTa JO0JPKHA COOTBETCTBOBATh HE TOJILKO KBATM(HUKAIMH, HO U COCTOSIHHUIO 370POBbS COTPYIHHKA

OpraHu3aluu. Hpe)lnoxceHHe JOJIDKHO OBITH B 00S3aTEILHOM NOopsAAKE NOKYMEHTAJIbHO 3&(1)I/IKCI/IpOBaHO.

Ha ocnoBanmm TK P® mgocrarodHo mpoBecTH aTTecTarnuio pabOTHWKA Ha COOTBETCTBHE HEOOXOIUMOI
KBaTH(HUKAMK Ha 3aHAMAaeMOH TOIKHOCTU. Kakjast opraHu3anusi MOXET MPOBOIUTH aTTECTAI[MIO Ha OCHOBaHUHU
BHYTPEHHETO YTBEP)KICHHOTO IOJIOXKCHUS 00 aTTEeCTallMd IepcoHana. boiee moapoOHO TMpolecc aTTecTaluu

nporucad B ctathe 82 TK P®D. 31ech cToUT 3aMeTHTB, YTO YBOJIUTH COTPYAHNKA O€3 Mpodcoro3a HEBO3ZMOXKHO.

B 3akimouenne OTMETHUM, YTO HEJb3s YBOJBHATH U3-3a OTCYTCTBUSA AUIIJIOMA O CIICHHUAJIbHOM 06pa30BaHI/II/I,

TaK Kak B 3aKOHE HUTJE He CKa3aHO, 4TO 00pa3oBaHMe TpeOyeTcs IpH TPYJOYCTPOUCTBE HA padoTy.

Tema 4. JOKYMEHTUPOBAHUE OLEEHKWN OEATE/IbHOCTU NEPCOHAJA

4.1.06wme noHATUA.
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B obuiem Buae NOHATUE OLEHKM KaapoB BK/AKOYaeT B ceba onpedeneHue ee codeprKaHua,
MeToA0B U1 npoLeayp.

CodepcaHue oyeHKU NoApasymeBaeT:

- 0O3HAKOMJIEHME C CYLLHOCTbIO BbIMOJIHAEMOM PaboTbl, ee pa3Hoobpasnem 1 KOMMNAEKCHOCTbIO;
- y4eT ctTeneHn CaMOCTOATE/IbHOCTU U OTBETCTBEHHOCTU NPU NpoBeaeHUN pa6OTbI;

- BbIBOZbl O COOTHOLLEHWM TBOPYECKMX U CTAHAAPTHbIX NpoLueayp Npu UCNONHEHUM PaboThl;

- OLIEHKY JIMUYHbIX KayecTB paboTHMKa (3HaHMEe, yMEeHME, HaBbIKK, YePTbl XapaKTepa).

Memodb! oyeHKU UCNO/b3YIOT:

- cbop cooTBeTcTBYOWEN MHOOPMALUU (M3yHeHMEe [OOKYMEHTOB M  APYIrUX MNUCbMEHHbIX
WCTOYHUKOB, Beceabl, onpockl U HabnoaeHUsA);

- dHanuns3 HOHV‘-IEHHOﬁ MH(I)OpMaLI,MM nyTem npMmeHeHUA M3MepMTeJ'IEI7I M CaMoOro nsmepeHuA;
- TeCTUpoBaHWe nepcoHana,
- dHKETUPOBAHUE;

- KO/IMYECTBEHHYIO OLLEHKY (KOraa Kaxaomy KadecTsy paboTHMKa npucBavMBaeTca onpegeneHHoe
KonunyecTso 6anos).

Hpoqedypa OUEeHKU BKNKOYaeT TaKuMe 31eMeHTbl, KaK aTrectauuA pa6OTHMKOB, MecTo
nposeaeHnAa, nNepnoanM4HOCTb M nNporpamma OLUeHKH, nopAAOK WMCNONb30BaHMA WU JoOoBedeHUA
Pe3ynbTaToB OUEHKMN A0 OUueHNBaAEMOro pa6OTHMKa.

Tpya paboTHMKOB 06bIYHO XapaKTepPU3YeTCa N OLLEHNBAETCA aAMUHMUCTPALMEN NPU NPOBEAEHUN
aTTecTaumMmM UAM NPUCBOEHUU KBAaAMPUKALMOHHBIX Pa3psaLoB, MPU PelleHMM BOMPOCOB MOOLLPEHU U
BbIHECEHWUWN B3bICKaHMI, NPU BblAaye XapaKTEPUCTUK U PEKOMEHAATE IbHbIX MUCEM.

4.2. NopapokK nposegeHua n opopmaeHua aTtectauum paboTHUKOB.

Ammecmayus — onpegeseHne COOTBETCTBUA YPOBHA KBa/MPUKaLMM paboTHMKA TpeboBaHMUAM
BbINOAHAEMOM paboTbl (GyHKLMN).

OcHOBHble 3a4a4M aTTecTaunm:

- onpeaeneHue cny*ebHoro cooTeeTcTBUA paboTHMKA 3aHMMaeMOol A0KHOCTY;

- BbIABJIEHME NEPCMNEKTMBbI MCNONb30BaHUA MOTEHLUMANbHBIX BO3MOXHOCTEN PabOTHUKA;
- CTUMYMPOBaHKWE pocTa NpodeccMoHanbHOM KOMNeTeHL MU PaboTHMKa;

- BHECEHME NpeasioKeHMI 0 NepemeLLLeHNN Kaapos, 0cBoboXaeHMe PaboOTHUKA OT 3aHMMaeMoW
OOMKHOCTH, a TaKXKe 0 NepeBose Ha bonee (MM meHee) KBaandpULMpPoBaHHYO paboTy.

ATTecTauns paboTHMKOB MOMKET HOCUTb oYepenHOoM (NN1aHOBbIN) U BHEOUYEPEAHOM XapaKTep.
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Kak npaBmno, atrectaumu He nognexaTt pa6OTHVIKM, npopa60TaBu.w|e B 3aHMMaemoe AO0NKHOCTUN
meHee roga, GEDEMGHHbIe KEHLWMWNHbI, a Té U3 HUX, KTO HaXxoguTCAa B OTNyCKe Mo yxoay 3a DEGEHKOM,
nognexart O‘-IGpEAHOVI aTTeCcTaumm He meHee 4em 4epes roa nocse Bbixoaa Ha pa60Ty.

MoAroToBKa K NpoBeAeHUIo aTTecTauMu NpeaycMaTpuBaeT cleayowme MeponpuaTus:
- COCTaB/NIeHNE HEOBXOANMbIX AOKYMEHTOB A5 aTTECTyEMbIX;

- yTBEpKAEHWE rpadMKoB NpoBeaeHNa aTTecTaumm;

- onpeaeneHne cocTaBa aTTeCTaLMOHHbIX KOMUCCUIA;

- MIHPOPMMPOBaAHME PABOTHMKOB O LLEIAX U NOPALKE NPOBELEHNA aTTeCTaLUN.

B Xxo4e MOArOTOBKWM K aTrectauum M3JaeTca MpuKas, B KOTOPOM OMPedensloTcs CPOKU ee
npoBeAeHus, yCTaHaBIMBaeTCA nepeyeHb paboTHMKOB, NOAENKalUX aTTecTalun, YyTBEPKAAETCA COCTaB
aTTecTauMOHHON KoMUcCUM 1 rpaduK NpoBeaeHUsa aTrTectaumm, GopMUPYIOTCA 3aJa4n PYKOBOAMTENEN
CTPYKTYPHbIX MoapasgenieHuid no obecneyeHUio MOArOTOBKM, MPOBeAEHMA M MOABEAEHWA WTOroB
aTrectaumm. ATTectauMoHHas Komuccusa obpasyetcAa B coctaBe npeacejatens (Kak npasuno,
3aMecTUTeNa PyKOBOAMTENA oOpraHusaumn), cekpetapa (06blMHO PaBOTHWKA HOPUANYECKON WK
KagpoBoin cny»bbl) u uneHos Komuccuu. Cpeau nociefHUX — PYKOBOAUTENIM CTPYKTYPHbIX
nofpasfeneHnin, BbICOKOKBaNMPULMPOBAHHbIE  CNEUManucTbl W NPeacTaBuTenb  BbIBOPHOrO
(npodcorosHoro) opraHa.

MpoeKT NpuKasa roToBUTCA CeKpeTapem byayuiei aTTecTalMOHHOMW KOMMCCUM, medyaTtaeTca B
ABYX 3K3eMnAsapax, BU3MPYETCA BCEMWM 3aMHTEPEecOoBaHHbIMU IMLAMM U NPeaCcTaBAAeTca Ha MOANUCh
PYKOBOAMTENO OPraHM3aumm.

MoAnNuCaHHbIA NPWKas pPerucTtpupyeTca B AOKYMEHTAUMOHHOM cayxbe, Konupyetca W
paccblnaetca BCeM MNOAPA3AeNeHUMAM M 3aMHTepecoBaHHbIM Auuam. [epBblit 3K3emnasp npuKasa
nomeLLaeTcs B 410 aTTeCTaLMOHHON KOMUCCUN.

Ha Kaxgoro paboTHMKa, NoA/ieskallero aTrectaumm, He NosaHee Yem 3a ABe Headenu A0 Havana
nposeAeHMA aTtTecTaumMmM AO/MKHO 6biTb MNOArOTOBAEHO fpedcmasseHue (OT3blB, 3akaloyeHue),
cogeprkallee BCECTOPOHHIOK OLEHKY CAY»KebHOoM AeATeNbHOCTN aTTecTyemoro.

MpeactaBneHMe COCTaBASETCA HEMOCPEACTBEHHbIM  PyKOBOAMTENeM pPaboTHWKa, C  ero
Coep)KaHMeM aTTecTyemblit 3ab/aroBpemMeHHO JO/KeH ObiTb 03HakomneH. lMpumepHasa ¢opma
npeacTaBieHnsa AaHa.

MpeacrasnexHune nevyartaeTca B ABYX 3K3emnnaapax, noanuncbiBaeTcAa pyrkosoautene
nogpasaeneHna, BU3UPYETCA pa6OTHMKOM M HanpasaAaeTcA B aTTeECTaUMOHHYHO KOMUCCUIO. OavH
IK3emMniap nomeuwlaetca B Aeno aTTECTaLI,VIOHHOf/‘I KOMUCCUMU, BTOpOl‘/JI HanpasaAeTcA B MYHOE L€eN10
pa6OTHI/IKa BMecCTe C aTTeCTayuMOHHbIM TINCTOM.

MpoeKT 2paguka nposedeHUs ammecmauuu COCTaBAAETCA CeKpeTapem aTTecTauMoHHOM
KOMMUCCUM,  BU3UPYETCA  PyKOBOAWUTENsIMW  NogpasaeneHuii,  npeacraBuTesieM  BblBOpPHOro
(npodcotosHoro) opraHa, nognucbiBaeTca npeacesatenem aTrecTauMoOHHON KOMUCCUM U yTBEPKOAETCA
pykoBoauTenem opraHusaumun. YTBep:KAeHHblt rpaduK KOMMpyeTca WM paccbliaerca  BCEM
3aMHTEepPeCOBaHHbLIM /IMUAM M nogpasgaeneHusam. MNepsbiit a3Kk3emnasap rpaduKa NoAWNBAETCA B 40
aTTecTauMOHHON KOMUCCUW.

125



I'Iposep,eHme aTrectauunmn pa6OTHMKOB BK/TIOYHaET:

- OLEHKY COOTBETCTBMA KBaANPULMPOBAHHOTO YPOBHA paboTHMKa TPeboBaHUAM BbINOAHAEMOM
UM paboTbl;

- obopmMieHNe pesynbTaToB aTTecTalmu;
- 03HaKOMJIEHME aTTeCTYEMOTrO CO BCEMU UTOrOBbIMM MaTepmanamm no ero aTrectauuu;
- pa3paboTKy MeEpPONPUATUIA MO UTOram aTTecTaLuu.

ATTeCcTauMOHHAA KomMccuA nposogunT 6ece,u,y C aTtrectyembiMm Ha OCHOBE pPaCCMOTPEHUA
npeacrtaBaeHHbIX MaTeEPUANoB.

B xone 6eceapl BbIACHAIOTCA CNOPHbIE UM HEACHbIE BOMPOCHI, OLEHMBAIOTCA Ae/10Bble U INYHbIE
KayecTBa No MPUHATOW B OpraHM3auMM MEeTOAMKe, BbICNYLIMBAOTCA coobpakeHMa paboTHMKa U ero
nAaHbl N0 COBEPLUEHCTBOBAHWNIO CBOEW TPYA0BOMN AEATE/IbHOCTM 1 YAYULLEHMIO Pe3y1bTaToB Tpyaa.

ATTECTaLMOHHAA Komuccua 3aCnywmnBaeT TaKxKe COO6LLI,€HME pyrkoBoaAuUTeENA nogpasgeneHus,
rae pa60TaeT aTTeCTyeMblﬁ, C OLI,EHKOIZ ero pa60TbI. Bo BpemA 3aceaHNA KOMUCCUN BeLeTCA MPOTOKO.

Mo pesynbratam aTrecTauumn paboTHWMKa aTTeCTaLMOHHAA KOMWUCCUA AaeT OOHY U3 CledyloLnx
pekomeHaauNii:

- COOTBETCTBYET 3aHUMaeMOW AO/IKHOCTY;

- COOTBETCTBYET 3aHMMAEMOMN AO/IKHOCTU NPWU YCNOBUM YAy4ylleHUa paboTbl M BbINOAHEHUSA
peKoMeHAALMIN KOMUCCUM C NOBTOPHOM aTTecTauunen yepes rog;

- He COOTBETCTBYET 3aHMMAEMOl AO0/KHOCTU,

- OOCTOMH nosbilWeHnA B AO0/IKHOCTU UMW OKNada, 3a4UCNEHUA B pe3epB ANA nocnepytouwiero
noBblWeHnA No cny>K6e.

Mpu peleHnr BONPOCa O NPUCBOEHUM KBAIMOUKALLMOHHBIX Pa3psL0B KOMUCCUA peLlaeT BOMPoC
O MOBbILEHUN UAU NOHUNKEHUM KBaNUPUKALMOHHOIO paspsaaa paboTHMKa.

OueHKy KBanmduKaumm paboTHMKa cnedyeT OCYLLEeCTBAATb KOMMIEKCHO M OCHOBbLIBAaTbCA Ha
yyeTe crneumouKkn Tpyaa OTAENbHbIX KaTeropuii paboTHMKOB W €ro pesynbTaTMBHOCTWU. [pu 3Tom
MCMOb3YIOTCA Pa3/iMyHble METOANYECKME MaTepuUanbl.

Pe3ynbTaTbl ros0COBaHMA ONpeaensatoTcd 60AbLIMHCTBOM r0/10CoB. Mpu paBeHCTBE T0/10COB
aTTecTyemblid NPU3HAeTCA COOTBETCTBYIOWMM 3aHMUMAEMOW [AO/MKHOCTM. PesynbTaTbl aTtrecTauuu
Heob6Xxo0AMMO COOBLNTL PabOTHUKY.

MoanucaHHbIM NpeacenaTesieM, CEKPETapeM M YNeHaMW aTTecTauMOHHOMW KOMMUCCUM NMPOTOKON
pernucTpupyeTca B AOKYMEHTAUMOHHON cay:Kbe M nomellaeTca B eNno Komuccuun. Konum npoTtokona
HanpPaBAAKTCA aAMUHUCTPALMK U B BbIBOPHDBIN (MPOdCOIO3HbIN) OpraH opraHMsaumm.

Pe3synbratbl atrectaumu (OUEHKa U peKoMeHaalMu) 3aHOCATCA B ammecmayuoHHbIl aucm,
KOTOpPbIA MNOAMUCLIBAETCA BCEMU 4Y/eHaMU aTTeCTaUuUMOHHON KOMWUCCUM, MNPUHABLUMMM Yy4yacTue B
rofI0CoBaHUN. ATTeCTaLMOHHbIN NIUCT COCTaBNAETCA B OAHOM 3K3eMNApe U BMecTe C npeacTaBaeHnem
nomeLllaeTca B IM4HOe Aeno paboTHMKaA.
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PykoBoauTento opraHM3aLmMm HeobXxoAMMOo PacCMOTPETb Pe3yabTaThl aTTeCcTaunn U B MECAYHbIN
CPOK M34aTb NPWKa3s 06 yTBEPKAEHUM UTOTOB aTTecTaumu. Mpu HeCOrnacun pyKoBoAMTENA OpraHn3aLum
C peleHMem aTTecTauMOHHOM KOMWMCCUMM OH MMEEeT MpaBO HamnpaBuTb PabOTHWKA Ha MNOBTOPHYIO
aTTecTaumio, pesysbTaTbl KOTOPOW ABAAIOTCA OKOH4YaTeNbHbIMWU. Mocne u3gaHua NpuKasa pesy/ibTaTtbl
aTTectaumMM BHOCATCA B TPYAOBYID KHUXKKY pPaboTHMKA M OTpPakaloTcd B M3MEHEHWWM LTaTHOro
pacnucaHus.

MpoeKT npuKasa 06 yTBepKAEeHUU UTOroB aTTecTaluMm roTOBUTCA CeKpeTapem aTTecTaumoHHOM
KOMMCCHM, NeyaTaeTcsa B ABYX 3K3eMNAAPaX, BUIUPYETCA 3aMHTEPEeCOBaHHbIMM AO/IKHOCTHBIMU NLLAMM
M nogpasAeneHusMM, YJeHamMu  aTTecTauMOHHOM  KOMWUCCUKM, NpeacTaBuTenem  BblBOpPHOro
(npodcotosHOro) opraHa v NOANUCLIBAETCA PYKOBOAUTENEM OpraHM3auun. Mepsblii 3K3eMNNAp NpUKasa
NoMeLLLaeTCs B A0 CAYXKObl AOKYMEHTaUUN.

Tpynosble crnopbl, BO3HMKaloWMe NO pesysbTaTaM aTTecTauumu, pelaroTca B COOTBETCTBUMU C
3aKOHOOaTeNbCTBOM.

4.3. XapaKTepuUCTUKKN, peKOMeHAaL U U peKomeHgaTe/ibHble MUCbMa.

OueHKa [eATenbHOCTU pa6OTHMKa MOXET O0TpaxaTbCA WU B TaKUX [AOKYMEHTaX, Kak
XapaKTePUCTUKa, peKomMmeHadaunAa n pekomeHaate/ibHOeE NNCbMO.

Xapakmepucmuka — 370 OOQUUMANBbHBLIA OOKYMEHT, KOTOPbIA BblAAEeT afgMUHUCTPALLMUA
yUYperKAEeHUA, OpraHM3auMu, nNpeanpuATMA CBOEMY COTPYAHWKY B UENOM pAge  cuTyauuit. B
XapaKTePUCTMKE MPUBOAMUTCA OT3bIB O CAYKEOHON M Ob6LLECTBEHHOM AeATeNbHOCTU PaboTHMKA, ero
OEeN0BbIX U MOPasibHbIX KaYecTBax.

XapakTepuctMka moxeTt odopmaaTbcAa Ha obwem 6naHke popmata A4 u umeeT cneayowme
PEeKBU3WTbI; Ha3BaHWE BWAA AOKYMEHTa, HavMeHOBaHWE OpraHU3aLuMu, BblAAIOWEN XapaKTEPUCTUKY,
MM OTYECTBO U GaMUAWsA COTPYAHMKA, TEKCT, NOAMNMUCHK, NeYaTb 1 AaTa.

B TeKcTe XxapaKTepPUCTUKN MOXKHO BblAeNNTb TPU JIOTMYECKM CBA3aHHble COCTaBHble YacTu:

1) aHKeTHble AaHHble, CeayloliMe 3a Ha3BaHMEM AOKYMEHTA, rAe YKasblBaloT MMA, OTYECTBO U
bamuanio, AOMKHOCTb, YYEHYI0 CTereHb W 3BaHWe (ecan MmeloTcs), rog, poxaeHusa, obpasoBaHue
COTPYAHWKa;

2) paHHble O TPYAOBOW [AeATeNbHOCTM (CBeAeHMA O CneuuanbHOCTW, CcTaxke paboTbl,
NpoABUKEHUM NO cykbe, ypoBHe NpodeccMoHaibHOro MacTepcTsa M T.0.);

3) cobcTBEHHO XapPaKTeEPUCTUKA, T.€. OUEeHKa OTHOoWeHnA K pa60Te, noBblWEHNA
I'IpOd)ECCMOHa}'IbHOI'O YPOBHA, AeN0BbIX Ka4ecCTB.

4) CO4EPHKUT BbIBOA, B KOTOPOM YKA3blBa€TCA Ha3Ha4YE€HNE XapPaKTEPUCTUKHN (,Cl,ﬂ‘r'l npeacrasneHnA
B KaKoOe y4ypexaeHune oHa BbIAaHa). Tekct XapPaKTEPUCTUKU U3N1araeTcAa OT TPpeTbero mua.

MoanucbiBaeT XapaKTEPUCTUMKY, KaK MNPaBUIO, PYKOBOAWUTENb YUYPENKAEHMA, OpraHW3aumu.
Moanucb Ha XxapaKkTepPUCTUKE 3aBepAeTCA NevaTbto. Konusa XxapakTepucTMKM NoOMeLLaeTca B IMYHOE AEN0
paboTHUKa.

Mpy COCTaBNAEHMU XapPaKTEPUCTUKWM ClefyeT OTKasaTbCA OT TexX Wab/oHHbIX 0606LEeHHbIX
$GOpPMYNMPOBOK, KOTOPblE 3a4acTylo NPaKTUKYIOTCA U CBUAETENbCTBYIOT O $opmanbHOM Mnoaxode B
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Bonpocax nogbopa Kagpos. Ob6uiMe, HEKOHKPETHble, OAHOCTOPOHHME XapPaKTEPUCTUKM He MOoryT
CO34aBaTb peanbHoe BneyatneHue o KaHauaaType paboTHMKa.

B npeaycMOTpPEHHbIX 3aKOHOAATE/NbCTBOM C/y4YadAX XapaKTEPUCTMKM MOTYT BblAaBaTbCA MO
3anpocy Apyroi opraHMsaummn (BOEHKOMAT, MUAMLMSA, CyA, NPOKypaTypa v A4p.).

PekomeHOayuu u pekomeHOamesbHble MUCbMA COAEPMKAT aHANIOTUYHbIE C XapPaKTEPUCTUKOM
KpaTKMe OUEHKW [eNoBbiIX U MOPaNbHO-MCUXONOTMUYECKUX KauyecTB paboTHMKA, HO COCTaBAAOTCA MO
npon3Bo/ibHOM dopMme, 6e3 06A3aTe/IbHbIX PEKBU3UTOB.

4.4. NoowWpeHNa U HANOXKEHUA ANCLUNINHAPHDbIX B3bICKAHWIA.

OTHOWeEHNe aaAMMHUCTPAUMMU K pPaboOTHUKY M OUEHKa ero AeATeNbHOCTM HaxodAT cBoe
OTpaXkeHMe W B MPUKA3aX Mo AUYHOMY cocmasy. B HUX npeaycmaTpuMBatoTCA Mepbl MO MOOLLPEHUIO MK
HaKasaHUIo paboTHUKA C yKasaHMeM MNPUYMH U MOTUBOB MPUHATOIO peLlleHMA, a TaKXe BMAOB
noowpeHna MAN B3bicKaHMA. OCHOBaHMEM ANA U3AaHUA TaKUX MPUKA30B CAYXKaT MnpeacTaBieHuA o
noowpeHnn, AoKNaAHbIE M 06 BACHUTENbHbIE 3aMUCKMK.

MoowpeHue — 370 popma NPU3HAHUA TPYAOBbIX 3aCAyr paboTHMKA. PaboTHMK moolpsaeTca 3a
[06pOCOBECTHOE BbLINOJIHEHWE CBOMX 00A3aHHOCTEN, noBblleHWe 3PPEKTUBHOCTM Tpyaa, Apyrue
AOCTUXeHMA B paboTe, BbINOJAHEHME AOMNOAHUTENbHbLIX MOPYYEHWH, 3a MPOLOKUTENbHYIO
6e3ynpeyHyto pabory.

TpyaoBbiMm KoAeKcom PO npesycmMoTpeHbl TakMe BMAbl MNOOWPEHMs, Kak obbasneHue
6narogapHoCcT, BbinaaTa MNPEMUKM, HarpakgeHue UeHHbIM MOAAapPKOM, MOYEeTHOW rpPamoTOoMN,
npeacTasneHMe K 3BaHNIO Iy4LLEro No npodeccuu.

[Apyrve BuAbl NooLlpeHna paboTHNUKOB MOTYT ONpPeaenaTbCa KONNEKTUBHbIMM A0roOBOPaMU UM
npasuMaaMmK BHYTPEHHErO PacnopAAKa, a TaKXKe YCTaBamM M MONOKEHUAMM O aucumnanHe. 3a ocobble
TPYAOBblE 3acAyrn PaboTHUKM MOTyT BbiTb NpeacTaBAeHbl K rocyAapCcTBEHHOW Harpage. MNpumeHeHne
YKa3aHHbIX Mep NOOLPeHUA ABAAETCA NPaBOM, a He 0653aHHOCTbIO paboToaaTens.

lMpedcmasneHue o noowpeHuu pPaboTHWKA odopmaseTca B CTPYKTYPHOM NogpaspeneHun u
NOAMMCLIBAETCA €ro pykosogutenem. [peacTaB/eHMe MOCTYMaeT B KaApoBYK CAyxKby, KoTopas
O3HaKOMAAET C HUM 6yxrantepuio, 3amMecTUTeNs PYKOBOAMTENA OpraHuM3auuun, KypupyloLLero
nofapaszeneHne, - aBTopa MNpeacTaBieHus, u opopmaseT cooTBeTCTByloWMe Bu3bl. lMocne 3Toro
npeacraBieHMe MepenaeTcs PyKOBOAWUTENIO OpraHMsauuu, OH HajaraeT Ha Hem pPe3osilouuio C
YyKa3aHWeM UCMOJHUTENS, XapaKTepa U CPOKa UCMOIHEHMUS NPUHATOTO peLleHus.

Ha ocHOBaHWM NpeAcTaBAEHMA U PE30/IIOLMM KaapoBan Cay»Kba roTOBUT MPUKA3 O NOOWpPeHuUU.
3aBM3NPOBAHHbIN 3aMHTEPECOBAHHLIMM /IMLAMM MPOEKT MPMKasa MOANUCLIBAETCA PYKOBOAUTENEM
opraHuzaumu. MoanucaHHbIM NpuKas obbAsaAeTcs PaboTHWMKY Mog pacnucky. MepBbli aK3emnasap
NprKasa nepegaeTca B AOKYMEHTALUMOHHYIO CAy»KBy, BTOPOI NoMeLLaeTcs B MYHOe Aeno paboTHUKa,
TpeTuii — nocTynaeT B byxrantepuio.

TpygoBbiM KogeKcom PO  ycTaHOBNEHO, YTO OUCYUMAUHAPHBIM MOCMYNKOM CYUTAeTcs
HEUCMNONHEHME WM HeHag/exallee WUCNOoJIHEHUA PabOTHMKOM MO ero BMHE BO3JIOXKEHHbIX Ha Hero
TPyAoBbIX 06A3aHHOCTEN.

B stom cnyyae pabotogatenb MMeeT MpaBO MNPUMEHWUTb Caeaylowme AUCUUMNIMHAPHbIE
B3bICKAHMA:
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- 3ameyvaHue;
-BbIFOBOP;
- yBOJIbHEHWe ¢ paboTbl.

[na oTaenbHbIX KaTeropuii paboTHMKOB deaepanbHbIMU 3aKOHAMM, YCTaBaMM U NMOAOKEHUAMM
0 AWUCUMMAMHE MOFYT NPefycCMaTpMBATLCA WM WMHble AUCLMNJMHAPHblEe B3bICKaHMA (Hanpumep,
npeaynpexaeHue o HenoJIHOM cy>KebHOM COOTBETCTBUM M Np.). AUCLUMNANHAPHbIE B3bICKAaHUA, Kpome
nepeyYncieHHbIx, He AOMYCKatoTCA.

Lo HanoxeHna B3bICKaHWA pa60TO,£I,aTEIIb AO0/1KeEH I'IOTpGGOBaTb oT paGOTHVIKa obbACHeHMe B
NMUCbMEHHOM d)opme, a B C/1ly4ae OTKa3a COCTaBNIAETCA aKT. TaKkolt OTKas He aBnsAeTca npenaTtcreuem OnAa
npumeHeHna gncunninHapHoOro B3biICKaHuA.

OduncumnanHapHoe BbiCKasblBaHME HafaraeTcsa He no3gHee 0AHOro MecsALa Co AHA 0BHapyKeHun
NPoCTynKa, He cuuTan BpemeHU 60s1e3HN paboTHMKA, NPebblBaHUA ero B OTMYCKE, a TaKMKe BPeMeHMU,
HeobXoAMMOro Ha YYeT MHEHMA NPeACcTaBUTEIbHOro opraHa PaboTHUKOB.

OncumnanHapHoe B3bICKaHME HE MOMKET MPUMEHATLCA MO UCTEYEHMM LIECTU MECALEB CO AHA
coBeplUeHMA MPOCTYMKa, a No pesyabTaTaM PEeBM3UU W MPOUYNX MPOBEPOK GpUHAHCOBO-XO3ANCTBEHHOM
[eATe/IbHOCTM — He no3AHee [ABYX NeT CO AHA COBepleHus. B 3TM CPOKM He BK/IOYaeTcs Bpems
NPOM3BOACTBA MO YroN0BHOMY Aey.

33  KaXabll  AWCUMNAMHAPHbLIA  MNPOCTYNOK MOXeT 6biTb MPUMEHEHO TO/IbKO O4HO
AUCUMNAMHAPHOE  B3biCKaHWe. [UCLUMNAMHApHOEe B3biCKAaHME MOMKEeT ObliTb  06¥KanoBaHo B
roCy4apCTBEHHYIO MHCMEKLMIO TPYAA UM B KOMUCCUIO MO PAaCCMOTPEHMIO TPYA0BbIX CNOPOB.

B cooTBeTCcTBUM C TPYAOBbIM 3aKOHOA4ATE/IbCTBOM pa6OTHMK 06A3aH HanucaTb O6bFICHumeﬂbHyl-O
3anucKy o0 HapyweHuu prAOBOVI ANCUNNNNHDBI Ha UMA pa60T0/J,aTenf-|. B 3anucKke msnaratotca sepcumn
pa60THMKa O NPUYNHaxX " obcToATeNbCTBAX TAKOrO HapyLweHunAa.

OHa coctaBnserca Ha TpadapeTHom 6naHKe MAM CTaHZAPTHOM nucte Bymarn dopmata Ad B
O4HOM 3K3eMNaApe U Mocae perncTpaumm B cny:kbe OOKYMEHTaAUWUWU NPEeACTaBAAETCA PYKOBOAUTENIO
CTPYKTYPHOrO NoapasaeneHuns, B KOTOPOM 3aHAT PaboTHUK.

JOoKnadHas 3anucka COCTaBAAETCS PYKOBOAWUTENEM CTPYKTYPHOrO MoApasgefieHus no ¢akty
HapyweHus TPYAOBOW AWUCLMUMIMHBI U BMecTe C 06bACHUTENIbHOW 3anuckoi paboTHMKa nepegaeTtcs
pabotogatento. [locne paccmoTpeHMA 3anucok paboTodaTenb HanaraeT pes3onouuio, B Hell
YKa3bIBalOTCA UCMOAHUTENDb, XapaKTep NOPYYEHMSA U CPOK UCMONHEHMUS.

3anuMcKkM U pesositouma  MOCTYMaloT B OTAEN  KagpoB, KOTOPbIM Ha WX OCHOBaHWMU
NOArOTaBAMBAETCA [PUKA3 O HAAOMEHUU OUCYUNAUHAPHO20 83bickaHus. C  BM3aMu  BCex
3aMHTEepPeCcOoBaHHbIX UL, NPOEKT NpUKasa nepedaeTca ANA nognucaHva paboTtogatento, NOANUCAHHBbIN
MM NpUKa3 06bABAAETCA B TeueHue Tpex paboumnx AHen nocne nsgaHna paboTHMKY No4 Pacrmcky.

CnycTa rog, nocne U3aaHUA NpUKasa HaMoXEHHOE B3biCKaHME Ha PaboTHWKA TepseT cuay, ecau
paboTHUK He ByaeT NoABEPrHyT HOBOMY B3bICKaHMIO.

Teneps paccMoTpuM OopMIICHHE TPHKA3a O BITOBOPE paOOTHHKY.
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Bo-miepBrIX, IprKa3 0 BEITOBOPE OTHOCUTCA K KATETOPHUH JUCIUIUIMHAPHBIX B3BICKaHUHI. Bo-BTOpEIX, KOoTa
MBI COCTAaBJIEM NPWKA3 TaKOTO PoOJa, HalO OBITh OYCHh BHUMATEIBHBIM M IMHCATh OQHUIMAIGHBIM S3BIKOM B
JIOTHYECKON TTOCIIeIOBATEIHHOCTH. Ba)KHO OUEHb MICTICTHIIFHO OTHOCHUTHCS K COCTABJIICHHIO TIPHKa3a TaKOTO poja B
CBS3M C TEM, YTO TaKHWe pemIeHUs pPabOTHHUKM YacTO OIPOBEPTalOT B Cyde, a B CcyAe OyAyT CMOTpETh Ha TO,

HaCKOJIbKO I'paMOTHO O(l)OpMJ'IeH JAOKYMCHT.

WNudopmanuio B TakOM MNpUKa3e M3IaraioT SICHO, YETKO U JOCTOBEPHO, CChLIAsICh Ha ONpeIeTCHHbIE
00CTOSATENBCTBA, MOJHOCTHIO MPOIKUCHIBAs BCE [aHHBIE COTPYIAHHKA ((amuims, WMs, OTYECTBO, JOJDKHOCTb,
nojpasneneHie). B camMom Hawarme OOOCHOBBIBAIOT MPWYMHBI M OCHOBAHMS W3JaHUS MpUKaza (Hampumep,
OTCYTCTBUC Ha pabodeM MecTe 0e3 YBaKMTCIBHOW MPHYHUHBI), MOCIE 3TOTO MPOIMUCHIBAIOT JCUCTBUS, KOTOPHIC
PCKOMEHIYETCs TMPEANPHUHATh, HANPUMEP «CIeNaTh 3aMedanuey. [Ipu oQopMIICHHM MNpHKa3a YKa3bIBAIOT BCE
pekBH3UTHI (a0OpeBuaTypa opraHuzanuu, abOpeBuarypa ITOKYMEHTa, MECTO COCTABJICHUS M U3JaHUs JOKYMEHTa).
Eume omHa 0COOEHHOCTh - [ara NpHKa3a W WX PErHCTPAMOHHBIE HOMepa (HUKCHUPYIOTCS TOJIBKO OT PYKH
PYKOBOJAUTEIEM OpPraHM3al[Mi WM OTBETCTBEHHBIM 3a KaJpOBOE JETIONpon3BoACTBO. OO0s3aTeIbHO HA MPUKa3e
JIOJDKHA CTOSITh TOAMUCH COTPYAHUKA, COBEPIIMBIIETO MPOCTYmoK. Jlara moAmucaHusi, YTBEPKICHUS U
COoTJlaCOBaHUs IMPpUKa3a U APYrue AaTbl B 9TOM JOKYMCHTEC NUINYTCA apa6CKI/IMI/I IlI/I(bpaMI/I. A II0CJIE€A0BATCIBbHOCTD
MX HamuCaHWs CICIYIoNIas: ACHb, Mecsal, roa. Hampumep, 10.05.2008. Taxxe gomyckaeTcst mpu 0003HAYCHUHU AT

WCIIONIb30BaTh U CIIOBECHO-0YKBEHHBIN crioco6. Hanpumep, 10 mas 2008 r.

4.5. Pa3pelwieHue TpyAaoOBbIX CNOPOB.

3almMTa TPYAOBbIX MNPaB W 3aKOHHbIX WHTEPecoB PabOTHUKOB OCYLLECTBAAETCA TPems
cnocobamu:

- TOCYZ.apCTBEHHbIV Hag30p U KOHTPO/Ib 33 COBA0AEHNEM TPYAOBOro 3aKOHO4aTebCTBA;
- 3alWMTa NpodeccMoHaNbHbIMU COO3aMU;

- camo3alLmTa paboTHMKamMM CBOMX Npas.

Tpydoevbie crnopel — pa3HOrNacKsA, He yperyMpoBaHHbIe:

- mexay paboTogaTenem u paboOTHMKOM — MO BOMPOCaM MNPUMEHEHUA 3aKOHOB W APYrux
NPaBOBbIX aKTOB, COAEPaWMX HOPMbl TPYAOBOro Npasa, KOMNEKTMBHOrO A0roBOpa, COrnallieHus,
TPYAOBOro [0roBopa, O KOTOPbIX 3afB/IEHO B OpraH MO PacCMOTPEHUID UHAUBUAYANbHbIX TPYAOBbIX
Cnopos;

- Mexay paboTHMKamKu n paboTtogatensamm — No NOBOAY YCTAaHOB/EHWUA U U3MEHEHWA YCA0BUIA
Tpyaa (BKAOYan 3apaboTHYIO MAATy), 3aKAOYEHWUA, USMEHEHUA YCNOBMIM Tpyaa (BKAo4Yaa 3apaboTHyO
NAaTy), 3aKNOYEHUSA, U3SMEHEHWA U BbINOJHEHWUA KOJIIEKTUBHbIX AOrTOBOPOB, COI/ALIEHMI, a TaKKe B
CBA3U C OTKa3oM paboTogaTens yyecTb MHeHMe BbIOOPHOro MpeAcTaBMTENIbHOTO OpraHa PaboTHWKOB
NPV NPUHATAW aKTOB, COAEPKALLUX HOPMbI TPYA0BOMO NpaBa B OpraHn3aumax.

MepBble W3 HUX ABAAIOTCA UHOUBUOYAbHBLIMU, BTOPblE — KOAAEKMUBHLIMU mMpPyoosbiMuU
criopamu.

NHanBUAyanbHble TPYAOBblE CMOPbI PAaCCMaTPUBAIOTCA KOMUCCUAMM MO TPYAOBbLIM CNOpam M
cyaamm.
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PaspelleHne KONNEeKTUBHOMO TPYAOBOro Cnopa paccMaTpUBAEeTCAa MPMMUPUTENIbHOM KOMUCCUEN,
a TaKXKe C yyacTMem nocpeaHuKka u (unu) B TpyaoBom apbuTtpake. MepBbiii 3Tan ob6s3aTenbHbIn. MNpu
HeAOCTUXKEHMM COrnacua pacCMOTPEHMeE TPYLOBOrO Cnopa NepexoauT K y4acTuio nocpegHuKka u (unm) B
TpyaoBoW apbutpaxk. Ecan npumupuTtenbHble Npoueaypbl HE NPUBENM K paspelleHuto TPyaoBOro
KOH}IMKTA, pabOTHUKM BMpaBe MPUCTYNWUTb K opraHM3auuu 3abacToBku. PeweHue 06 06bsABAEHUM
3a6acToBKM NpMHUMaeTCs cobpaHnem (KoHpepeHumen) paboTHUKOB OpraHM3aumu.

Tema 5. NOPAAOK NOAroTOBKU NMPUKA30B NO JINYHOMY COCTABY U OPOPMJIEHUE
JIN4HBbIX KAPTOYEK

5.1. O6wue nogxoabl K U3AAHUIO NPUKA30B.

NMpuKas oOTHOCUTCA K pacnopaguTesibHbIM  OOKYMEHTaM, W34aBaeMbiM PYKOBOAMUTESIEM
opraHmsaumnMn B UeNAax obecneyeHus peweHnAa nocCTtaBNEHHbIX 3a4a4 U AOOCTUXKEHUA HaUNydlnx
Pe3ynbTaToOB B AeATE/IbHOCTU OpPraHMU3auunmn.

MpurKa3 OCHOBbLIBAETCA HA NPUHLMMNAX e4MHOHAYaNMA U 06A3aTENbHOCTM €ro BbINONHEHUA BCEMU
noApasfeneHnaMU W OOKHOCTHBIMM  IMLAMW, HaXOAAWMMUCA B MNOAYMHEHUM PYKOBOAMUTENSA
opraHusaumu.

MpuKa3 — onepaTuBHbLIA AOKYMeHT, obecneunBalowmMii HOPMaNbHbIA Xxo4 pPaboT Ha Bcex
yyacTKax M paboumx mMectax OpraHuM3auuu, yupesxaeHus, npeanpuatva. Hapagy c atum B npukase
cogeprKaTtca pacnopsaauTe/ibHble YKa3aHMsA OpraHM3aLMOHHOIrO M HOPMATMBHOIO XapaKTepa.

B yacTHOCTM, NpuKasom onpegensetca pacnpegeneHve obA3aHHOCTEW BHYTPUM PYKOBOACTBA
OpraHuM3auMM, YTBEPXKAAOTCA NpaBuia BHYTPEHHEro TPYAOBOro pacnopagka, rpaduku OTNycKoB W
Apyrve, a TaKXKe pasHOro pofa WHCTPYKUMM (LOMKHOCTHble, NO Aen0npoM3BOACTBY, Npasuaa
06CNYKMBAHUA, Pa3INYHbIE HOPMbl MU HOPMaTMBbI, NPUMEHAEMblE NPV NpousBoacTee paboT, u np.).
MprKasammn OOBOAATCA A1A BHYTPEHHero ynotpebaeHusa pacnopsaanTesibHble A0KYMEHTbI BbILLECTOALMX
OpraHos.

OdopmaeHne NpPMKa3oB HOCUT B OCHOBHOM YHUPUUMPOBAHHLIA XapakTep. B Hux B
06s3aTeNbHOM NOpPAAKE AO/MKEH MMETbCA MOCTOAHHbIM Habop onpeaeneHHbIX PEKBM3UTOB, Cpeau
KOTOPbIX HaMMeHOBaHMWe OopraHm3auunmn, mecto unsaaHuA, perMCTpaLLMOHHbIﬁ HOMep U OaTa, Ha3BaHUe
OOKYMeHTa, 3aro/IoBOK, TEeKCT, NoAMNWUCb, BW3bl. TEKCT MpMKasa COCTOMT M3 ABYX 4acTeh -—
KOHCTATUPYIOLLEN N pacnopaanUTeNbHOMN.

B KOHcmamupyfou,;eU Yyacmu wWn3narakoTca NpuYnHbl U34aHUA NPUKasa, cobbiTMa ” (I)aKTbI,
Bbi3biBakoLwmne HEO6XOAI/IMOCTb €ro noAsaeHuA, onpenenAarTca uennm m 3aaadn npegnmcbiBaemMbix
,El,el\;ICTBVIl\;I, COoAEepPHKUTCA CCbIZIKA HAa AOKYMEHT, nocnymmsmmﬁ OCHOBaHMEM ANA ero n3gaHumAa.

PGCﬂOpﬂaumE‘ﬂbHaﬂ Yacmeoe COOEepPXUT npegnucbiBaemblie AEﬁCTBMH, YKa3aHue no,u,pas,u,eneHMﬁ
N AO0/IKHOCTHbIX ZINL, KOTOPbIM NOPy4YaeTCA NPOnN3BECTU 3TU AEﬁCTBMH, N CPOKU UCMNONTHEHUA.

PacnopagutenbHaa 4acCTb OTAENAETCA OT KOHCTaTMPYoWel CA0BOM «MpUKasbiBalo», KOTopoe
HabupaeTca NPonMCcHbIMU (3arnaBHbIMK) BYKBaMM Ha OTAENbHOW CTpoKe. MNocne cnoBa «NpUKasbiBao»
CTaBUTCA ABOEToYME. TEKCT PacnopsaanTENbHOM YacTK, Kak NpaBuio, Ae/UTCA Ha NYHKTbl, HYMepyemble
apabckumm undpamm ¢ To4KaMm Nocae HUX.

Kaxabl NyHKT pacnopaanTeNbHON Y4acTW HauMHAEeTCA C YKasaHWA HeobxoAuMmoro AencTsus,
BbIPa)XEHHOro [N1aro/sioMm HeonpeaeneHHon GOpMbl, U KOHKPETHOTO WCMOAHUTeNA. 34ecb ke
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YKa3blBaeTCA CPOK MCNoHeHWA. B nocnegHem nyHKTe 06bl4HO onpeagenaeTtca AO0/IXKHOCTHOe nuuUo,
OTBETCTBEHHOE 3a BblNOJ/IHEHWE MPUKa3a B LLe/IOM.

OTpenbHble 3a4aHus, 0cobeHHO cogepkawme uMdpoBble gaHHble, MOryT 6biTb 0GOPMIEHbI B
BMAE MPUIOXKEHMI K MPUKa3y CO CCbIIKOW Ha HMX B COOTBETCTBYIOLUMX MyHKTaxX npuKkasa. CTpaHuubl 1
MPUNONKEHNA HYMEPYHOTCA KaK eaUHbIN AOKYMEHT.

Heobxoammo, 4Tobbl TEKCT NpMKa3a COOTBETCTBOBA OnpeaeneHHbIM TpeboBaHuaM. U3noxKeHne
TEKCTa AONKHO BECTUCh NPOCTbIM, AOCTYMHbIM A1 NOHMMAHWUA A3bIKOM, M36eraa CI0KHOCOUYNMHEHHbIX U
NPUAATOUYHbIX NPEAN0MNKEHUN, BbITb TAKOHUYHbIM, HE AOMNYCKAKOLWMM HeonpaBaaHHO 60bLOro o6bema
OOKYMEHTa, a TaKXe He [OJ/IKeH KacaTbCl MHOMecTBa BOMPOCOB, OrpaHUYMBanCb ABYMA — TPEMS,
XapaKTepUsyoLWUMM OCHOBHOE HanpasaeHne Tembl.

Heobxoanmo cobntogatb M NOCNEA0BaTENbHOCTb U3/I0XKEHUA NOCPeAcTBOM nepexosa oT 6onee
Ba)HbIX MNOJIOXEHMIN TeKCTa [0 MeHee BaXHblX, pasgenas ux absauamum u  obecneumsas
HENpPOTUBOPEYMBOCTb ApYyr K Apyry. lpuKas He p[o/KeH Ay6/aMpoBaTb COAEp’KaHWEe W CMbICA
npeaplayLmnx npruKasos.

PacrnopagutenbHaa 4acTb nMpuKasa w3saraetca B CTpOI’Oﬁ noBe/INTeNbHOMN d)opme, He
p,onycxarou.l,eﬁ ABOAKOIo TO/IKOBAHUA.

5.2. Ocob6eHHOCTM 0pOpMNEHUS NPUKA3OB NO JINYHOMY COCTaBY.

MpuKasbl No AnYHOMY cocTaBy OQOPMAAIOTCA M BeayTCA OTAENbHO OT MPMKasoB obuiero
Xapaktepa (no ocHoBHOM peaTenbHocTn). OgHako 06e MX PasHOBMAHOCTM OPOpPMAAIOTCA Ha
OAMHAKOBbIX B/1aHKax, €C/IM UMEHOT TEKCTOBYIO COAEPKaTesIbHY0 YacTb.

MpuKasbl N0 IMMHOMY COCTaBY MOTYT HE MMETb 3aro/IoBKa K TEKCTYy, KOHCTaTMpyIOU.LEVI 4acTu
TEeKCTa U rnarosia «NpuKasbliBato».

KagpoBsble NpuKasbl B CBOEM 6O/IbLUIMHCTBE CPa3y HAUYMHAKOTCA C PaCcNopAAMTENbHOMO AeicTBUA,
ynoTtpebnas cnoBa: «NPUHATb», «HA3HAUYUTb», «MNEPEBECTUY, «YBOJIUTbY, «MU3IMEHWUTb (GaMUANIO,
«MNpeaocTaBUTb OTNYCK», KKOMaHAUPOBATb» U T.A.

PasnunualoT npocTble (MHANBUAYANbHbIE) U CIOXKHbIE (CBOAHbIE) MPUKA3bl MO AMYHOMY COCTaBy.

B uHOusuOyanbHbIx copeputcs MHGopmaumsa ToNbKko 06 ogHOM pPaboTHUKE, B CBOOHbLIX — O
HECKOJ/IbKMX HE3aBMCMMO OT TOro, Mo Kakue ynpaB/ieHYeckue LeWCTBUA OHWM MmonagaloT (npuem,
nepesod, YBOJbHEHME, KOMaHAMpoBaHue U np.). Mpu CcOCTaBAEHMM CBOAHbLIX MNPUKA30B HYMXHO
YUMUTbIBATb, YTO OAMH AOKYMEHT HEe A0/IKEH COAEPKaTb MHPOPMALMIO C Pa3HbIMU CPOKAMMU XPaHEHUA.

B uHAMBUMAYaANbHbIX MNPUKasax OOPMAAIOTCA TNaBHbIM 06PAa3OM MOOLLPEHUA, B3bICKaHUA,
YUnTbIBAA MX cneuuouyeckyto posb. Kaxapli NyHKT NPUKasa Mo JIMYHOMY COCTaBy GpopmyaupyeTca B
CTPOroM COOTBETCTBUM C TPYAOBbIM KOZEKcoM PO,

B KaapoBbIX MpMKasax BblAENAOT MOCTOAHHYI (OAMHAKOBYHO A48 BCeX MPMKasos) MU
nepemeHHyto (pasHyto 414 OTAe/IbHbIX BUAOB KaApOBbIX NPUKa30B) MHbopmaLmio.

MocTosHHON MHpOpMaumelt ana Nboro NpMKasa Mo JIMYHOMY COCTaBYy ABAAIOTCA yKasaHue
pacnopaamTenibHOro AeNCTBUA («Ha3HaUYUTbY», «KYBOMIUTbY, «MEPEeBecTU» M Mp.), a Takxke damuanm,
MHUUMANOB PaboTHMKA, AO/KHOCTU U CTPYKTYpPHOro nogpasgeneHva. Hananuve apyrux csegeHuin B
NyHKTax Np1Kasa no IMYHOMY COCTaBy onpeaenserca cneumduKon pacnopaantenbHoro 4encTens.

132



Mpu npueme Ha paboTy o6A3aTenbHO YKasblBalOTCA pasMep onaathl Tpyda UM npu
HeobXxoAMMOCTH YCN0BUA Npuema (NOCTOAHHO, BPEMEHHO, C UCMbITAaHNUEM UAK HeT) 1 T.N. MNpun nepesode
Ha Apyryio paboTy — HOBas AOXHOCTb M MoApasgefieHne, BUA M MPUMYMHA MepeBoaa, U3MeHeHue
onnatbl Tpyaa. Mpu yegosbHeHUU — €ro MpPUYMHA, NPWU NPeaoCTaBAEHUMM OTNYyCKa — €ero BUA,
NPOAO/IKUTENbHOCTb, AaTbl HA4YaNa U OKOHYAHWA, MPU KOMAHAMPOBAHUM — aTa U NPOAC/IKUTENBHOCTb
KOMaHAMPOBKM, MECTO HanpaB/ieHNA U HAMMEHOBAHWE OPraHM3aLMK, Kyaa KoOMaHaupyeTcs.

Karkapih NyHKT NpWKasa No JMYHOMY COCTaBYy COMPOBOMKAAETCA CCbIIKOM Ha MUCbMEHHOoEe
OCHOBAHWE JAAHHOrO pacnopaauTenbHoro AeilcTeua. MNpuUKasbl MO NIMYHOMY COCTaBy AO0BOAATCA A0
cBefeHna paboTHUKa Nog, pacriucky.

Bn3bl O3HAaKOMEHMA pa6OTHVII-(OB C NPUKA3OM MOTyT pacnonaratbCa nmbo HenocpeAacTtBeHHO
nocse TeEKCTa KaxKA0ro NyHKTa NpuKasa, nmbo nocne noanucu pykosoauTenAa opraHnsaunn.

MpOEeKT npuKasa no SIMYHOMY COCTaBy COr/1aCOBbIBAETCA C PYKOBOAMTENEM KaZpoBOW CAyKbbl,
rNasHbIM ByxranTepom, HPUCKOHCYNbTOM, PYKOBOAMUTENEM CTPYKTYPHOrO noapasgeneHus, paboTHUK
KOTOPOro YNoMMHAEeTCA B NpuKase.

MpuKasbl NO /JMYHOMY COCTaBY, OTHOCACb K  OpraHM3aunoHHO-pacnopaaUTE/IbHOM
AOKYMEHTaLUnn, ogHOBPEMEHHO BXOAAT B CUCTEMY NMEPBUYHOM YYETHOM AOKYyMeHTauuu, obecneymsas
YYET TpyAa M ero onnatbl, U UMetoT B 60/1bLUIMHCTBE YHUDUUMPOBAHHbIE POpPMbI.

MprKasbl MO IMYHOMY COCTaBy 06A3aTeNbHO PerncTpupyoTca (oTAeNbHO OT 06LWMX NPUKA30B No
OCHOBHOI [AeATeNbHOCTM). [NAa 3TOro WMCMNOAb3YETCA KHUra (KypHan) peructpauumn, B KOTOPOM
YKa3blBaloTCA AaTa M HOMep NpUKasa, ero coaeprkaHue, Kem NoAnMcaH NpuKas 1M Apyrve cBeAeHUs no
YCMOTPEHMIO OPraHn3aLmu.

C yyeTOoM pasvuMii B CPOKax XpaHEHMA Hymepauusa MNPUKaAs3oB MO JIMMHOMY COCTaBy
npeaycmaTpMBaeT NOMUMO Homepa OyKBeHHOe 0603HayeHMe, YTO OT/IMYaeT UX OT MPUKA30B MO
OCHOBHOI aeatenbHocTn ( K npumepy npukas Ne 30 no a/c (no anyHomy cocrasy)). MHpopmauua no
JIMYHOMY cOCTaBy PUKCUPYETCA B TPYA0BbIX KHUXKKaAX (cBeaeHMs o paboTe 1 noouipeHus).

5.3. OdopmneHune INYHbIX KapTOUEK.

Ha Bcex pa6OTHMKOB, NPUHATbLIX Ha NOCTOAHHYIO, BPEMEHHYIO NN CE3OHHYIO pa60Ty 3aBOAATCA
/IU4YHbIE KOPMOYKU.

JluyHaA KapmouKka ABNAETCA OCHOBHOM GOpMON, NPUMEHSEeMON KagpoBoW ciay:boin ans
aHa/IM3a COCTaBa M y4yeTa NepcoHasa NpeanpusaTUM u opraHusaumnii. OHa 3anoIHAETCA HA L, NPUHATLIX
Ha paboTy, Ha OCHOBaHMM NpPMKa3sa (PacnopaXKeHUs) o NnpMeme Ha paboTy, TPYAOBOW KHUXKKK, NacnopTa,
BOEHHOTO 6uneTa, AOKYMeHTa 06 OKOHYaHMKM y4yebHOro 3aBefeHMs, CTPAXOBOrO CBUAETENbCTBA
rocyfapCTBEHHOrO MEHCMOHHOTO CTPaxOoBaHWA, CBUAETENbCTBA O MOCTAaHOBKE Ha y4YeT B Ha/l0r0OBOM
opraHe MW ApyrUx AOKYMEHTOB, MNPeAyCMOTPEHHbIX 3aKOHOAATe/NbCTBOM, a TaKke CBedeHUN,
CO0b6LIEHHbIX O cebe paboTHUKOM.

Ana yyeta NpuMMeHsIOTCA YHUPUUMPOBaHHbIE GOPMbI: IMYHAA KapToyKa paboTHMKa - No T-2,
rocyfapCTBeHHOro (MyHMumMnanbHoro) caykawero - Ne T-2rc (mc), Hay4HOro, Hay4Ho-NeaarorMyeckoro
paboTHMKa - Ne T-4.
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O6pasubl y4eTHbIX GOpM (KapTOuKkM) B TPAAMUMOHHBIX (PyYHbIX) KapTOTeKax A0/XHbl 6bITb
NoMelLLLeHbl Ha TBEPAYIO KapTOHHYI0 Bymary. B aBTomaTM3npoBaHHbIX 6a3ax gaHHbIX (ABA) no Kagpam
06pasLbl KAPTOYEK 3apaHee BBOAATCA B NaMATb KOMMbIOTEPA W 3aNOJIHAIOTCA B MPOL,ECCe yYeTa KaapoB.

JInyHan KapToyka 3anosiHaAeTcA PaboTHMKOM KagpoBOW C/AyXObl B O4HOM 3K3emnaspe, Bce
3anmncK B KapTouke GpopMynmpyroTca NoJIHOCTblO, 6e3 coKpalleHuit. Bce nocneayowme U3MeHeHUs B
aHKEeTHO-buorpaduUecKmx yYeTHbIX AaHHbIX PabOTHUKA A0NKHbl CBOEBPEMEHHO OTPaXKaTbCA B JIMYHOM
KapTouKe.

Koabl B 30Hax KoAMpOBaHMA MNPOCTABAAIOTCA B COOTBETCTBUM C  OOLLEPOCCUIACKMMM
Knaccuduratopamm: OKYZ, OKMNO, OKATO — aBTOHOMHbIX TeppuUTOpuanbHbix obpasoBaHuin, OKUH —
nHbopmauum o HaceneHmn, OKCO — cneumanbHocTeit no obpasosBaHuto, OKMNATP — npodeccun
pabounx, Ao/IKHOCTEN CayXKalmx U TapudHbix paspagos, OKAMN — BMAOB 3KOHOMUYECKOWN AeATENbHOCTHU

NPOAYKLUMU U yCAyr.

Mpy yBONbHEHUM PABOTHUKA B JIMYHOM KAPTOYKE YKA3blBAOTCA AaTa M MPUUYMHA YBOJIbHEHWUA.
JInYHble KapTOYKM YBONEHHbIX XPAHATCA B TEYEHWe roda B OTAENbHOM KapToTeke B andpaBUTHOM
nopsake, 3aTem NOALIMBAOTCA B 410 M CAAOTCA B apXuB. JIMYHblE KAPTOUYKM HE MPUCOEAMHAIOTCA K
JIMYHBIM AeNamM U XPaHATCA B apxMBe OTAe/NbHO. JIMYHaA KapTouka paboTHWMKa npeacTaBaseT cobow
MHOTOCTPAHUYHbIM AOKYMEHT, COCTOALMI U3 11 pa3paaos.

I. Obwme cBeaeHUn (OCHOBHbIE aHKEeTHble AaHHble, ob6pa3oBaHMe U Npodeccus, cTax paboTsbl,
ceMeliHoe NoNoMKeHWe, NACNOPTHbIE AaHHbIE, aAPECMECTOXKUTENbCTBA).

Il. CBegeHMA O BOMHCKOM y4yeTe.

[ll. Mpuem Ha paboTy 1 NepeBoabl Ha ApYryto paboTy.

IV. ATTectauyms.

V. MNoBblweHne KBaANDUKaLNN.

VI. NpodeccnoHanbHaa nepenoaroTosBka.

VII. NMoowpeHna n Harpaabl.

VIII. OTnyck.

IX. CneumanbHble NbroTbl ( B COOTBETCTBMM C 3aKOHOAATENLCTBOM).
X. JononHutenbHble cBeeHuUs.

XI. OcHOBaHMe YBONbHEHUA.

dopma Ne T-2rc (rocyapCcTBEHHOTO CAYKaLLEero) HeCKObKO oTanyaeTcs oT dopmbl Ne T-2:

- B N.7 | pasgena [ONO/SHUTENbHO YKa3blBAETCA yyeHas CTereHb C/y)Kauiero, B nN.8 — crax
cobCTBEHHO rocyaapcTBEHHOM CYKBbl (MTOMUMO 06LLEro M HEMPEPbIBHOTO CTaxa);

- B pasgene |V dpuKcHpyeTca NnpmucBoeHMe CayKalemy KBaanduKaumoHHOro paspaaa, KaaccHoro
YyMHa, AUNAOMATUYECKOrO paHra, BOMHCKOrO 3BaHUA.
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JInuHas KapToyKa HayyHOro, HaydyHo-negarormyeckoro paboTtHuka (dopma Ne T-4) sepetcs
KaApOoBbIMM CYKOAMU aKafeMUYECKMX, HAayYHO-UCCNEA0BATENBCKUX, 06PA30BaTENbHbIX YUPEKAEHUN U
opraHusaumin. dopma Ne T-4 Beaetca Hapagy ¢ dopmoit Ne T-2 Ha Kaxaoro paboTHMKa.

B y4eTHOM KapTouKe NpeaycMaTpuBaeTCa yKasaHWe Kak COOTBETCTBYIOLWMX AAaHHbIX O paboTHUKe
Ha MOMEHT NOCTYNNeHUs Ha paboTy, Tak N CBEAEHWNI O NPUCYKAEHMUM YYEHOMN CTeNEHN, Y4EHOro 3BaHus,
MoJly4eHMA Hay4HOM CneumanbHOCTM B nepuog ero pabotbl B HOBOM Hay4yHOM Mau obpasoBaTesibHOM
yupexxgeHum.

Tema 6. BEQEHUE TPYOBbIX KHUXKEK U IUYHBIX AET PABOTHUKOB

6.1. MpaBoBas cTopoHa 0b6palyeHUs ¢ TPY[0BbIMU KHUXKKaAMM.

B cratee 66 TpynoBoro koxekca P® roBopurcs o ToM, 94TO «TPyAOBas KHIKKA YCTAaHOBICHHOTO 00Opasma
SBJISIETCS OCHOBHBIM JIOKYMEHTOM O TpPYJIOBOH AEATENBHOCTH U TPYHAOBOM cTaxke paboTHuka». OOpaiieHue c

TPYJLOBBIMU KHUKKaMHU PEIVIAMEHTUPYIOT, TOMUMO TpynoBoro xoxekca PO, ciepyromue OCHOBHbIE JOKYMEHTHI U

aKTHI

. [Tocranosienne Munrpyna PO or 10 oxrsaops 2003 r. Ne 69 «O6 yTBepKICHUH HHCTPYKLUH 110
3aI10JHEHHIO TPYIOBBIX KHIDKEK;

. ITocranoBnenue IlpaButensctBa Poccuiickoit demepanuu ot 16 ampens 2003 1. Ne 225 «O
TPYZOBBIX KHIKKAX»;

. WHcTpyKIMs 1O 3aIlOJIHEHUIO TPYIOBBIX KHIKEK, yTBepkaeHHas IlocranoBinenumeM MuHTpyzma
P® ot 10 oxTa6pst 2003 1. Ne 69;

. [IpaBuiia BeneHUs M XpaHEHHs TPYJOBBIX KHM)KEK, M3TOTOBJIECHHS OJIAHKOB TPYAOBON KHMXKKH W

obecnieueHnst mMu paboTomareneli, yreepkaeHnbie [loctanoBinenuem [IpaButensctBa PO ot 16 ampenst 2003 1. Ne
225;

. ITpuka3 Mungpuna PO ot 22 nexabps 2003 r. Ne 1171 «O6 yTBepKACHNHU NOpPsiKa oOecredeHus
pabotoaateneii 61aHKaMH TPYJAOBOM KHMKKH U BKJIA IBIIIA B TPYIOBYIO KHIDKKY;

° dopMa TpyLOBOM KHIKKM M BKJIaJpllla B Hee, yrBepxkacHHasd [loctanoBnenuem IlpaBurenbcrsa
P® ot 16 anpens 2003 r. Ne 225;

. ITopsmok obecnieueHust paboToaarenei O1aHKaMU TPYAOBOW KHIKKM M BKJIAJBIINIA B TPYIOBYIO
KHIDKKY, yTBepxkaeHHbIH [Iprkazom Munpuaa PO ot 22 nexabpst 2003 T. Ne 117H;

. @DopMBI TOKYMEHTALMH TI0 Y4eTy (y4eTy ABHMIKEHUs) OJaHKOB TPYJOBOW KHIIKKH M BKJIa/bIIIA B

Hee, yrBepkaeHHbIe [locTanoBnenneM MunaTpyaa PO ot 10 oktadpst 2003 r. Ne 69.

B BrIIenepeynciIeHHBIX TOKYMEHTaX OTPa)XXeHbI BCE KIIIOYEBBIE MOMEHTHI, 00Opa3yIoline MpaBoByoo 0a3y
npu o0paleHny ¢ TPYMOBBIMH KHIDKKAMM B OopraHuzanusax. Jlamee B Hamem y4eOHOM Kypce MBI paccCMOTPUM

KIIIOUYCBBIC MOMCHTBI 06paHI€HI/IH C TPYAOBBIMH KHUKKAMMU.

6.2. BeaeHue Tpya0BbIX KHUXKEK.

Ilpn BemeHMM TPYINOBBIX KHIKEK HEoOXoauMo coOmonate psn TpeboBanmid. K Takum TpeOoBaHMAM

OTHOCHIT.

1) TeXHUKY BelleHHs1 O(OPMIICHUS 3aIiCeil B TPYJOBON KHHXKKE;

2) s13bIK 0()OPMIICHUS 3aIHCell B TPYJOBOW KHHIKKE;

3) cocraB 3anmcel B TPYAOBON KHUXKKE;

4) comepkaHue 3armucell B TPYAOBON KHUKKE;

135



5) odopMmIiIeHHE OTIEIBHBIX AJIEMEHTOB 3aITMCEH B TPYIOBOI KHIDKKE.

PaccmoTtpum Oosiee moapOOHO Ka) bl M3 BBILIETIEPEYHCIICHHBIX TYHKTOB. TeXHUKa BeeHUs 0(OpMIICHHS
3amicedl B TPYJOBOW KHM)KKE OTpakeHa B MHCTPYKIMHM TO 3alOJIHEHHIO TPYJIOBOW KHW)KKH, YTBEP)KICHHOMN
Iocranoenernem Cosera MunuctpoB CCP u BIICIIC ot 6 centsops 1973 1. Ne 656. B 31oif mHCTpYKINH
MIPOIMCAHO, YTO BCE 3alMCH B TPYAOBOM KHUXKKE JOJDKHBI OCYILECTBISITHCS TEJEBOM WM NEPHEBOM PYUYKOH,
CBETOBOJIOCTONKMMH YEpHWIAMHU (T€JeM, MacTOH) CHHEro, YepHOro WM (PHOJIETOBOTO IBETA MM PYyUIKOMH-
poiepoM, B TOM 4HCIIE IMapuKoBOW. [losiBIeHne Takoro TpeOOBaHMS CBS3aHO C TEM, YTO 3alUCH HEOOXOAMMO

3alllUTUTDH OT MOPYH, HAIIPUMEDP, IPCAOXPAHUTH OT PACTCKAHUA YCPHHUJI 10 MOBEPXHOCTHU JIMCTA prl[OBOfI KHWXKU.

B umHCTpyKIMHM CKa3aHO, YTO 3alMCH HYXXHO IIPONHMCHIBATE B TPYHAOBOH KHMXKKE O€3 COKpameHHui.

Hanpumep, «mepeBeneH», a He «Iep.»; «IIpHKa3», a He «Ip.» U T.II.

HyMepauI/m B TPYAOBBIX KHHWXKaX HOJDKHA OBITh HOCJ'I@,Z[OBaTeJ'ILHOI\/'I, T.C. IpAMO BO3pacTaromas, HO

TOJIBKO B OJTHOM pa3aciic.

B uHCTpyKIMM CKa3aHO, 4YTO 3alONHEHHE TPYIOBBIX KHIKEK JOJDKHO OCYILECTBIIATHCS TOJIBKO Ha
rocymapcTBeHHOM si3bike Poccmiickoit @eneparmm. Taroke 3ammcu MOKHO BECTH Ha SI3BIKE TOH PECITyOIHKH,
KOTOpasi HaxoAuTcs B coctaBe Poccuiickoii denepaly U yCTaHOBUIIA CBOM IOCYIaPCTBEHHBIN S3bIK HA TEPPUTOPUU
pecnyonuku. [ToaToMy 3ammcu, BHOCHMBIE B TPYAOBYIO KHMXKKY, CHayaja 3aIliChIBAIOTCS HA PYCCKOM S3bIKE, a

MOTOM Ha SI3bIKE, MPUHITOM B pecITyOIuKe.

B TpynoByI0 KHHKKY BHOCAT CIIEAYIOIINE BHJIBI CBEACHUI (3amucei):

. cBelieHUs (3ammcu) O paboTHUKE ((paMHiIHs, WMs, OTYSCTBO, JaTa POXACHUS, 0O0pa3oBaHHE,
npodeccus, CIeuaTbHOCTh);

. cBezieHus (3amucu) o pabore (mpueM Ha paboTy, IEPEBO/] HA APYTYIO pabOTy, YBOJILHEHHE);

. 3aMUCH O HATPAKACHUSIX M IMOOIIPCHUAX (HArPaXKICHHE OpJACHAMH M MEAAsIMU, MPHCBOCHHE

MOYETHBIX 3BaHUMN, HATPAKJEHUS U MOOIIPEHUS 3a yCIexu B paboTe, MpelyCMOTPEHHbIE MpaBUiIaMi BHYTPEHHETO
TPYJLOBOIO pacnopsika M yCTaBaMU O JIUCLUIUIMHE, APYTHE IOOLIPEHHS B COOTBETCTBUU C ACHCTBYIOLUM
3aKOHOJIaTEIILCTBOM);

o CBCACHUA 00 OTKPBITHUAX, HA KOTOPLIC BbIAAHbI JUITJIOMBI, 00 HCHOJIB30BaAHHBIX I/1306peTeHI/I$IX u
PaLMOHANM3aTOPCKUX MPEUIOKEHHUSIX U O BBIINIAYEHHBIX B CBA3U C TUM BO3HArPAXKACHUSIX.

Crout 06paTuTh 0000 BHUMAaHKE Ha TO, YTO B3BICKAHHS B TPYAOBYIO KHMKKY HE BHOCSTCS.

K COACPIKAHUIO TPYHAOBBIX KHUKCK MPCABABIAOTCA CICAYIONINE OCHOBHBIC TpeGOBaHI/Iﬂ:

1) moiHOE coepkaHue BCeX CBEICHUH (TIOPSIKOBBIN HOMED, 1aTa, HANMCHOBAHUE U T.I1.);

2) cooTBeTCTBHE (POPMYIMPOBOK CBEJICHUH TPYIOBOMY KOAEKCY M pacHoOpshKeHHIO (pHuKasy) (Hampumep,

NpHUKa3 00 YBOJbHEHUH COTPYIHNKA OPraHU3aLUH U T.IL.);

3) cOOTBETCTBUE CBE/ICHUHN pEabHOW CUTYaIUH.

Oco60 crout OTMETHUTb, YTO BCC BHOCHMBIC H3MCHCHHUA B TPYAOBYIO KHHXKY JOJIKHBI OBITh
JAOKYMCHTAJIbHO 000CHOBAHEL. I/IHI/IIII/IaJ'ILI COTpYAHUKA B TPYHAOBYIO KHMIKKY BHOCAT B HMCHUTCIBHOM IMAACKE,

IMOJHOCTBIO MPOMNHUCHIBAA (1)aMI/IJ'H/IIO, OTYECTBO M HMMS 0€3 BCIKUX COKpameHHﬁ. Takme xe Tpe6OBaHI/I$[
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MPEIBABIIOTCS K 3aHECEHUIO CBEICHHU O naTe pokaeHHsA. JaTel GpuKcHpyIOTCS apaOCKUMU ITU(paMH, YHCIO U
MeCSII TIPOMUCHIBAIOT IBYMS IapaMy IBY3HAYHBIX ducell. [0y muImeTcss 4eThpeX3HaYHBIM YHCIIOM, OTACTSS Ipu

MIOMOIIIY TOYKH YHCIA APYT OT JpyTra.

Ha mumynenom sucme TpymoBOW KHMKKH, CTaBUTCS 3aBEPUTEIbHAsl IOAINNCh COTPYIHHKA,
OTBETCTBEHHOT'O 3a KaJPOBOE AEIONMPOU3BOACTBO B OPTaHU3AIMH M OTTHCK IIEYaTH, YIOCTOBEPSAIOMINI TONIMHHOCTD

ITOITHCH.

3amuch O BbIJAUe BKIAJBINIA TPYAOBOM KHIDKKM WM TyONMKaTta TPYJOBOM KHIDKKH IOJDKHA
COOTBETCTBOBaTh [IpaBriam BeAeHHS W XPaHEHUSI TPYAOBBIX KHIKEK M VHCTPYKIMH IO 3aIIOJHEHHUIO TPYIOBBIX
KHIDKEK. 3alyCcH MOTYT OBITh O(OPMIICHBI IIPU MOMOIIX MOCTAHOBKM IITamma (Hampumep, «BbimaH BKIaApI» U
T.II.) WIN 3aIIUCH OT PYKH ¢ (UKCHPOBaHHMEM HOMEpa, CEpHM JOKYMEHTa, KOTOpBIH ObLI BBIJaH, Ha OpPHI'MHAIE

TPYLOBOW KHHMKKH.

O(I)OpMJ'IeHI/Ie 3aImceii co CBCACHHUAMU O pa6OTHI/IK€ OCYILICCTBIISIECTCA B CICAYIOIINUX CUTYalUsIX:

1) mpu oopMIIEHUH TPYJOBOH KHHKKH;

2) IPpU BHCCCHUH NOAJICIKAITUX H3MCHEHHI I/IH(bOpMaLII/II/I B CBCACHUAX O pa60THI/IK€.

OdopmiieHHe TPYAOBON KHHKKH OCYILECTBIIACTCS paO0OTOAATEIIEM, SCITH:

. pabOTHHUK BIIEPBBIE TPYI0YCTPAUBACTCS;

. paboTHHK NpopaboTal B OPraHU3alny 10 IEPBOMY TPYJOBOMY JIOTOBOPY ISITh WIIM MEHEe JHEH, B
CBsI3H, C YEM TPYAOBasl KHIDKKA He OblIa Ha HEro 3aBe/ICHa;

. npou3oNuIa yTpara pabOTHHKOM TPYIOBOH KHIDKKH I0CJI€ YBOJbHEHHS C IOCJIEIHEro MecTa
padoTEr;

o NPEeXKHUI paboTOAATENb TOKYMEHTAIBHO IOATBEPAMII YTPATY TPYAOBON KHHKKH PaOOTHHKA;

o y pabOTHHKa TPYIOBasi KHIDKKA OTCYTCTBYET IO KaKMM-JIMOO IPYyriM MPUYHUHAM, JTUOO HAXOIUTCS

B COCTOSIHHUHU, HE IOJJICKAILIEM z[anbﬂeﬁmeMy €€ HUCIIOJIBb30BAHUIO.

OdopmiieHre camoil TpyI0BOI KHMKKH B COOTBETCTBHMHU C 1. 8 [IpaBui BeJCHUS M XpaHEHUs TPYAOBBIX
KHIDKEK OCYIIECTBISIETCS padoToAaTesieM WM JPYTHM JIMIOM, OOJIafalolMM IPAaBOM BEICHHS KaJPOBOTO

JACJIONPOU3BOACTBA B OpraHu3allin (HaanMep, KaﬂpOBLIf/'I ACJIONPOU3BOANUTEIIb, AUPCKTOP IO NEPCOHATTY U T.,H.)Z

1) He mo3Hee 5 AHEH co AHS MpHeMa COTPYJHHKA Ha HOBOE MECTO paboThI;

2) B IpPUCYTCTBHH BJIaJeNbIa TPYAOBOH KHIKKH (paOOTHHKA OpraHN3aIliH).

PaboTtonarens HODKEeH BHOCHTH BCE JaHHBIE O pabOTHHKE B TPYAOBYIO KHIXKKY coryiacHo 1. 9 Ilpasmn

BCJICHUS U XpaHCHUS TPYAOBBIX KHMI)KEK HAa OCHOBAHMHU CICAYIOLIIMX JOKYMECHTOB!

1) macnopra rpaxnmanuHa P® wiam npyroro DOKyMEHTa, YIOCTOBEPSIONIETO JWYHOCTH - CBEICHHS O

(haMuITIH, UMEHH, OTIECTBE U AaTe POXKACHUS COTPYIHIKA,;

2) noxymeHTta 006 oOpa3oBaHWU - CBeACHHS 00 00pa3oBaHMM PabOTHHKA, CBEACHHS O Tpodeccruu U (UiTH)

CIICIIUAJIBHOCTH.
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Oco0060 crouT 00paTUTh BHUMAaHHUE, YTO BCE JOKYMEHTHI, TPEIOCTaBICHHbIE PA0OOTHUKOM, TOJDKHBI OBITH
NOJMHHBIMA. ECITU OJMH M3 MOUIMHHHUKOB JOKYMEHTOB INpH OGOPMIICHHUH OTCYTCTBYeT, TO O(GOpMICHHUE
BO3MOJXKHO TIPH MPEIOCTABICHUU AyOIMKaTa WIIM HOTApUAIBLHO 3aBEPCHHON KOMHM AOKyMeHTa. B ciyuae, eciu
JIOKYMEHTBI OTCYTCTBYIOT [0 yBa)KHTEIIbHOM NpHUUYUHE (HAMPHMEp, XWIICHHE MacropTa W T.IL.), TO oQopMIIeHHE,
BO3MOJKHO, OTJIOXHTh JIO MOMEHTa BOCCTAHOBJICHHS JOKYMCHTOB IO IHCHMCHHOMY 3asBJICHUIO paOOTHHKA

OpraHU3aIiH.

[Ipu 3an0aHEHNH TPYLOBOM KHI)KKHU CHAuala 3alOHACTCS €€ mumynbhblli 1UCm, COAEPKalUil CBEICHUS O

paboTHUKE.

qDaMI/IHI/I}I, UM OTYCCTBO (HOHHOCTBIO) U Jgata pOXACHHUSA YKa3bIBalOTCA Ha OCHOBAaHHWM ITacIiOpTa WA

CBUACTCIILCTBA O POXKIACHUU.

OO0pa3oBaHue yKa3bIBae€TCS Ha OCHOBAHWH MTOKYMEHTa (IWIUIOM, aTTeCTaT, YIAOCTOBEPEHHE). 3amuch O
HE3aKOHYCHHOM OOpa30BaHUH IPOM3BOIUTCS TaKXKe MO HOKYMEHTaM (CTyIeHYECKHi OWMIeT, 3adeTHas KHUKKa,
CIpaBKa yd4eTHOTo 3aBencHus). [Ipodeccus WM CrenualbHOCTh B TPYIOBON KHUXKKE YKA3bIBACTCS HA OCHOBAHHHU

3aIliCH B JOKyMEHTE O MOJTy4eHHOI mpodeccuu, CrnenuaabHOCTH.

Jlara 3amojHeHus TPYIOBOH KHIXKKHU JIOJDKHA OBITh 3ahMKCHpOBaHa apaObckumu udpaMu uin andaBUTHO-

1 (pOBBIM CrIOCOO0OM, TJIe MECSI] IPOIHUCHIBAETCSI OYKBEHHBIM CIIOCOOOM, T.€. CIIOBOM B POJHUTEILHOM IMaIeKe.

Bce cBenenus, koTopsie OBUTH BHECEHBI B TPYHOBYIO KHIDKKY, B 0OS3aTEIFHOM MOPSIKE JIOJDKHBI OBITH
MPOBEPEHBI BIIAJICNbIEM JaHHOTO JIOKYMEHTa. B ciydae mpaBMIIbHOCTH 3aIOJIHEHUSI TPYAOBOM KHHMKKH PaOOTHHK
CTaBUT CBOIO TMOAMHUCH B 3HAK COTJIACHs C YKa3aHHBIMHU JTaHHBIMHU Ha TUTYJBHOI cTpaHuie nokymeHTa. Ilocie aToro
COTPYAHUK KaJPOBOM CIy>KOBI CTaBUT CBOIO MOJNHCH M OTTHUCK IEYaTH OPTaHU3aIlMM HAa TUTYJIBHOM JIUCTE, H
TpyZAOBas KHI)KKA OTAAETCs Ha XpaHEHHE 0 MOMEHTA yBOJIBHEHUS COTPYAHHUKA ¢ MpeAanpusaTusa. Bonpoc xpanenus
TPYIOBOH KHM)KKHM B OpraHu3aluu Oosee moapoOHO Oyzner paccMorpeH aanee. Celdac ke MBI pacCMOTPUM

noapo6Hee Bonpoc 00 0(OpMIIEHUH 3aIMCEH CO CBEICHUSIMU O paboTe COTPYIHUKA OpPTraHN3alHu.

Pasnmen «Ceenenust o paboTe» mpeacTaBisieT coboii Tabmuiy u3 detsipex rpad: 1 -Ne 3ammcw; rpada 2 —
jara (4ucio, Mecsd, ron); rpada 3 — cBegeHMs O IpueMe Ha padboTy, O IepeBojax Ha Jpyrylo paboTy m o0

YBOJIbHCHUU, rpa(ba 4 — OCHOBaHHE 3aIIUCH (,HOKyMeHT, €ro gara u HOMCp).

B rpa(be 3 pasacia «CBC}ICHI/ISI (6] pa60Te» B BHJIC 3arojioBKka IMMIICTCA II0JJHOC HAWMMCHOBAHUC
npeanpuAaTus, 3aTeéM B rpa(be 1 craBuTCs HOpSI,HKOBLIﬁ HOMCD 3allricCu, B rpa(be 2 YKa3bIBACTCA AaTa NMpUeMa Ha
pa60Ty. B rpa(be 3 mumercs CIIPUHAT» WA «HAa3HAYCH» B TAKOC-TO MOAPA3ACJICHUEC, HA TaAKYyIO-TO JOJKHOCTH WUIIN

npodeccuio ¢ ykazaHHueM paspsia.

I1. 10 IlpaBun BepeHHs M XpaHEHUS TPYJIOBBIX KHIDKEK (DPUKCHPYET, YTO BCS MHQOpManus B TPyAOBYIO
KHIDKKY JIOJDKHA BHOCHTBCS Ha OCHOBAHHMHM NPHKA30B WM PACIIOPSHKEHUH, KOTOPBIC OBUTH U3/1aHbI paboToaTeNIEM,
HE I03[HEe HEAETH C MOMEHTA MX M3JaHus. JTO MPAaBHIO TAKXKE PACIPOCTPAHSACTCS W HAa O(POPMIICHHE CBEIACHUH

WM 3aCell OTHOCUTEIHHO HATPaXKICHUA PaOOTHUKOB U T.II.

B cocras 3armceﬁ, HOCAIIHUX B cebe HH(bOpMaHPIIO O CBCIACHUAX O pa60Te, BXOJST.
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. uHpOpPMALMS O TPYIAOBBIX (YHKIHMAX COTPYAHHUKA OPTAaHU3AINH, KOTOPHIE OH WCIONHSACT
HETMOCPEACTBEHHO B CBOEH MPOo(decCHOHATLHON NesATENbHOCTH,

. uH(pOpMALHS O IIEPEBOAE COTPYIHUKA C OJHOH TOJDKHOCTH Ha IPYI'YIO Ha IIOCTOSHHON OCHOBE;

. nHpOpPMALUs O TpPEKpaIleHHH TPYIOBOTO JIOTOBOpAa MEXIy paboTomareneM U paOOTHHKOM
OpraHu3aINy;

o UH(pOPMaLHs APYTOro XapakTepa, PeIyCMOTPEHHOTO 3aKOHOAATEIECTBOM PO.

V3meHeHNs W JOTOJNHEHUS, BHECEHHBIE B INTATHOE DACIHCAHUE, BIEKYT 3a COOOI COOTBETCTBYIOIIHE
3aIliCH B TPYAOBON KHIKKE C yBEIOMIICHHEM 00 3TOM pabOTHHMKA, & TAKXKE B OTHOIICHNH U3MEHEHHMS paspsna. [Ipu
OCBOCHHH BTOPOH M TOCIHERyolIel mpodeccuii AeraeTcs COOTBETCTBYIOIIAs 3alUCh B TPYAOBYIO KHIKKY. 3aIiCh O

pa60Te IO COBMCCTUTECJILCTBY I10 JKCJIaHUTO pa60THI/IKa (HI/ICBMGHHOC 3aHBJ'IeHI/Ie) MOXXCT HC BHOCUTBCH.

[lepeBox Ha OPYTyIO TOCTOSHHYIO paboTy Ha TOM K€ MPEIIPUATHH 0(POPMIIIETCS B TAKOM IOPSAAKE, KaK U
npueM Ha pabotry. Eciu MeHseTcs HaMMEHOBAaHHE MecTa pabOThI, TO OTACIBHOW CTpOKOW B rpade 3 Tpymosoii
KHIDKKH Jienaetcs 3anuch: «[Ipeanpusitue (yupexkaeHue) ¢ TaKOro-TO BpeMEHHU NepEeHMEHOBAHO (MIPeoOpa3oBaHo) B

...», a B rpade 4 nmpocTaBiseTcs OCHOBaHUE IEPEUMEHOBAaHUS — IPHUKa3, €r0 HOMEp U Jara.

H3menenne 3ammceii. M3MeHeHne 3amuceil B TPYJOBBIX KHH)KKaX O (haMWJIMH, MMCHH, OTYCCTBE, JaTe
poXkIeHus, cBeneHHd 00 oOpa3oBaHuM, mnpodeccun, CHenuaTbHOCTH TPOU3BOJUTCS aJMHUHHCTpAIME 110
MOCJeHEMY MeCTy paOOThl Ha OCHOBAHHMU JOKYMEHTOB. DTH U3MEHEHUS! BHOCSTCS B TUTYJBHBIN JIHCT TPYIOBOM
KHIWKKH. [Ipu 3TOM paHee BHECCHHas 3amuch 00 MMEHH, OTYECTBE W (aMIUTHH, IaTe POKICHHS 3a4epKHUBACTCS
OJIHOH 4epToil M 3amMchIBacTCs HOBas. Jlpyrue U3MEHEHHs B 3allUCH HE 3a4€pPKUBAIOTCS, a MPOU3BOISATCS MyTEM
JIOTIOJTHEHUH K NpeXHUM 3anucsiM. CcbUIKa HAa COOTBETCTBYIOIIHME JTIOKYMEHTHI JEJIAeTCsl HA BHYTPEHHEH CTOpPOHE
00JIO)KKH TPYHOBOW KHIKKH U 3aBEPSETCS MOMMUCHI0 PYKOBOJWTEIS OPTaHU3AINHY, YIPSKICHHUS WIN CICIUATBEHO

YIIOJITHOMOYEHHBIM MM JIMIIOM, a TAKXKC IM€YAThIO.

B chydae BBIABNCHHS HENPABIWIIFHOW WJIM HETOYHOW 3allCH CBEACHHWH O paboTe WCIpaBICHUE
MPOM3BOJUTCS aJIMUHUCTpANIAEH TOW OpraHW3aINH, TAe OblIa JOMYIICHA OMIMOOYHAS 3aIHCh. ATMIHHACTPAIHS IO

HOBOMY MecTy paboThl 00s13aHa OKa3aTh PaOOTHUKY B 3TOM HEOOXOJMMYIO IOMOIII.

Ecnu nmpenmpusite, BHECIIEe HENPAaBWIBHYIO 3alUCh, JHUKBUAUPOBAHO, HCIPABIEHUS BHOCATCA
MPABONIPEEMHUKOM, a TPH €ro OTCYTCTBHM — BBIIIECTOSIIIEH OpraHW3aIueil, KOTOpOH OBUIO TOTYMHEHO
JIMKBUIUPOBAHHOE Mpearnpusitue. VcrpaBieHHbIE CBEJIEHUS T0KHBI OCHOBBIBATHCA HA MOJJIMHHUKAX MPUKA30B, a B
clydae WX yTpaThl WJIA HECOOTBETCTBUS (DaKTHUECKMM OOCTOSTENIHCTBAM JIela WCIpPAaBIIeHUE IMPOU3BOJIUTCS Ha
OCHOBaHUH JIPYTUX JOKYMEHTOB, TOJITBEPKIAIONINX TOJIUHHBIE 00CTOSATENbCTBA. CBHIIETENLCKHIE MOKa3aHUs He

MOTYT CIIY>KUTb OCHOBAHUEM TSI UCHIPABJICHHS paHEC BHECCHHbBIX 3aIncei.

I/IcnpaBneHHe HeBepHOﬁ 3alCu MPOU3BOJUTCA HE IMMYTEM 3aUYCPKHUBAHUA, a BHCCCHHUEM HCHpaBHTeJ’IBHOﬁ
3aIMMCHU CO CBOUM IMOPAAKOBBIM HOMEPOM, }IaTOﬁ " YKas’saHUMEM Ha TO, YTO MNPECKHAA 3allMChb 3@ HOMEPOM TaKHUM-TO

HEICHCTBUTEIIbHA.

6.3. Bbiaaua ayb6anKata TpyA0BON KHUXKKMU.

Jlyonukam  mpyooeoli  KHujcKu - OTO HauiekammM o0pa3oM  o(QOpMIICHHBIH  JOKYMEHT,

COOTBETCTBYIOIIMI II0 COJEP)KAaHHIO OpPHUTHHANY (IIEPBOMY JK3EMIUIIPY) TPYIOBOIM KHMKKH, 332 HCKIIIOUYECHHEM
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COBEpIICHHBIX B HEW paHee HEBEPHBIX (HETOYHBIX) 3alHCeil, a TakKe 3amuceil, BOCCTAHOBUTH KOTOPHIC HE

MPEACTABIIACTCSI BO3MOXXHBIM M3-3a OTCYTCTBUA COOTBETCTBYIOIINX OCHOBaHMM (Z[OKyMeHTHpOBaHHLIe CBe,IICHI/I}I).

I/IHCprKHI/Iﬂ IO 3allOJIHCHHIO TPYAOBBIX KHHKXCK U HpaBHna BCACHUA MU XPaHCHHUSA TPYAOBLIX KHHIKCK

(MKCHPYIOT OCHOBHBIE CHTYallMM, Korja paboTojaTens BIpaBe OCYIIECTBUTH BbIIAdy AyOJHMKaTa TPYAOBOMH

KHIDKKH:

. B mepuoj paboThl pabOTHMKA B OpraHM3allik NPOU30LUIA yTpara TPYIOBOH KHIDKKH
paboroxarenem;

. B Iepuol paboTHl TPyHOBas KHIDKKA y OCHOBHOTO paboTomaTens MNpUIUIA B HENPHIOTHOE
COCTOSIHHE, YTO IPHUBEJIO K HEBO3MOYKHOCTH €€ aJlbHEeHIIIero NCIOJIL30BaHuUs [0 Ha3HAUCHHUIO;

. B TPYAOBOW KHIDKKE ObLTa 3aduKkcHpoBaHa 3ammch (CBeneHHE) 00 YBOJIHHEHWH WIIH TIEPEBOJE
paboTHHKa Ha JPYTYIO IIOCTOSHHYIO paboTy, KOTOpasi pU3HaHa HeACHCTBUTEIbHOI;

o TpylIOBasi KHIXKKa Obula yTpaueHa paOOTHHKOM OpraHW3aludd B NEPHOA €ro TpPYyJIOBOU

ACATCIbHOCTH HA JAHHOM MPEANPUATHHA.
6.4. OpopmneHune BKAAAbIWA B TPYAOBYIO KHUMKKY.

OdopmiieHHe BKJIAIBINIA B TPYIOBYIO KHUKKY OCYIIECTBIISICTCS TOJIBKO B TOM CIIydae, €CJIH BCE CTPAHUIIBI

OAHOTO U3 Pa3aACIOB JAHHOTO JOKYMCHTA YK€ 3aIllOJIHCHBI 3aIIUCAMU.

Ha ocxoBanum . 38 [IpaBun BeneHUs U XpaHEHUS TPYJOBOM KHMKKM BKJIAJBIII BIIMBACTCS B TPYIOBYIO
KHIKKY. [locie sToro odopmiieHre n ero BeeHUE MPOUCXOANT HA TEX JK€ OCHOBAHMAX, YTO M BEICHHE TPYIOBBIX
KHIDKeK. MHpopMamms 00 odopMIIeHHOM BKIajbIIe (GUKCHpYyeTcs B TPYINOBOH KHIDKKe. Pukcanms nHGopManuu
JieTlaeTcs Ha TUTYJIBHOM JINCTE TPYIOBOW KHIDKKU OT PYKH MJIM MOCTAaBKOM mtamra (0TMeTKa «BblaaH BKIIaAbI») ¢
yKa3aHHEM CEePHH U ero HoMepa. [IpaBUIbHOCTh BHOCHMBIX CBEACHHUII yIOCTOBEPSIETCS MOANUCHI0 OTBETCTBEHHOTO
paOoOTHHMKA OpraHM3aIllMM 3a KaJpoBOE€ MAEJONPOM3BOJCTBO M BIAAEIbIEM TPYAOBOW KHWXKKH. [logIMHHOCTH
BHECEHHOW WH(MOpPMALMK BU3MPYETCS OTTUCKOM [e4aTH npexnpusatus. Ha TUTYJIBHOM JHCTEe BKJIaJbIIIA
HEOOXO/IMMO OTPa3HTh CBENICHUSI O PAOOTHUKE, KOTOPBIE MEPEHOCSTCS C TUTYJIBHOTO JINCTA TPYIOBOH KHUKKH HIIH
MHOTO JOKyMEHTa Ha BKJIaipIm. Eciu odopmienne Bkiagpima ObIII0 IPOU3BEICHO 0€3 HaIW4Ms TPYJOBON KHIKKH,

TO OH CUHUTACTCA HeﬂeﬁCTBHTeﬂbHBIM.

6.5. Bbiaaua TpyA0BoOii KHUMKKM Ha OCHOBaAHUMU YBOJIbHEHUA PabOTHMKA OpraHU3aLuu.

Ha ocnHoBammm cratem 84.1 TpymoBoro komekca P® pabGoTtomarens NpH YBOJBHEHHHM COTPYIHHKA
OpraHM3any 00s3aH IPOW3BECTH BBLIAYY O(QOPMIICHHOW TPYNOBOWH KHIDKKH B JE€Hb €r0 YBOJBHEHHS, KOTOPHIM

CUHUTACTCA HOCHC}IHI/Iﬁ JCHBb €T0 pa6OTBI Ha IpEANpUATHN, JIMYHO B PYKH BJIAACIIbITY JAHHOI'O JOKYMCHTA.

Taxoke 3aKk0HOM NpeaAyCMOTPCHBI CJICAYIOINE CIIOCOOBI BbIa4u prﬂOBOfI KHHMXKKH IIPU YBOJIbHCHUM

1) NEepEChlIKa O NO4YTE € YYETOM HOJYUCHH COIJIaCys Ha HEC BJIa/ICJ/Iblia pr,HOBOﬁ KHUXKKHU,

2) BbIJIa4a Ha PyKH OJJHOMY M3 POJACTBEHHHKOB Pa0OTHHKA OpTaHNU3aINY;

3) BbIIaua HAa PYKH TOBEPEHHOMY JIMITY paOOTHHKA OpraHU3aIuy;

4) XxpaHeHHE TPYAOBOM KHIKKH Ha OCHOBAaHHH YCTAaHOBJICHHOTO MOPSAKA B OPTaHU3AIHH.
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PaccmoTpum Gosree moApoOHO KaXKAYIO M3 BBIICTICPEUHCICHHBIX CUTYaIlHi.

[lpu BeImaye TPyJOBOW KHIKKH COTPYAHUKY IIPH YBOJBHEHHMHM W3 OpPraHW3allMd JOJDKHBI OBITH
3a(UKCHPOBAHbI M 3aBEPEHBI IIOANKCHI0 paboToaTeNns Bce M3MEHEHUs Ha OCHOBaHMU craTbu 35 [IpaBui BeneHus u
XpaHeHHsI TPYAOBBHIX KHIKEeK. B kaprouke (popma) Ne T-2 HeoOXoAMMO TakKe NMPOM3BECTH BCE 3aBEPKH 3alHcen
paboronareneM M pabOTHHKOM opraHu3auuu. [lociie STOro HPOUCXOMUT BHECEHHE 3allMCH 00 YBOJBHCHUH

COTPYJHHKA C IPEAPUATHS.

Ecnu B neHb yBONBHEHHS PAaOOTHHUK OTCYTCTBYET B OPraHM3AIlMM WJIM OTKAa3bIBAETCS OT IOJIyYCHHUS
TPYIOBOH KHIDKKH, TO OTBETCTBEHHBIH COTPYIHHUK 32 KaJIpPOBOE JEIOMPOU3BOJCTBO COCTAaBIIET 00 3TOM akT. [Tocie
COCTaBJIECHUS aKTa paboTojaTeNs AOJDKEH BBICIATh YBEAOMIICHHE PAOOTHHKY O HEOOXOAWMOCTH JIMYHOTO €To
MPUCYTCTBHS NPU YBOJBHEHHUHU WM TOIYYEHHUS MUCBMEHHOTO COTJIacHs Ha OTHPAaBKY TPYAOBOW KHIKKHU IO MOYTE.
@ukcanuss HOBOrO JHS YBOJIHEHUsI pPabOTHHKA MPOUCXOJUT IYyTEM H3JaHUs IPUKa3a WINM PaCHOpPSIKEHUs
paboToaareneM. DTOT IPUKA3 MO3BOJISIET BHECTH B TPYIOBYIO KHIDKKY HOBBIC IJaHHBIC, a paHee 3a(pUKCUPOBaHHYIO B

HeM MH(GOpMAIIo 00 YBOJIBHEHHUH COTPYIHUKA NPU3HATH HEACHCTBUTEIBLHOM.

3aMeTuM, ecly 3aJiepKKa NpH BbAade TPYIAOBOM KHIKKM ObUIa MpOHM3BE/IEHa IO BHHE paboTomarelns, TO
MOCJIeIHNI 00s13aH OyJeT NpOU3BECTH BHILIATY 3apa00THOW IUIATBI C y4ETOM TOTO BPEMEHH, NOKa TPyAOBas
KHIDKKA He ObLIa MoJTydeHa yBOJbHIEMBIM paboTHUKOM. Takxke paboTomaTesns HeCeT OTBETCTBEHHOCTD 32 BHECCHHE

HETIPaBUJILHOM MIIM HE COOTBETCTBYIOIIECH AEHCTBUTEIBHOCTH HH(GOPMANH B TPYJIOBYIO KHIKKY.

Brimaua prI[OBOfI KHWXKH TOCPCIACTBOM IMEPECHUIKU MO MOYTE MPOUCXOAUT IO MUCbMEHHOMY 3asIBJICHUIO
BJaJciiblla JAaHHOIO JOKYMCEHTAa WM TIIYTEM MOJYYCHUA YBCAOMIICHUSA OT pa60TOI[aTeJI$[ opraHmuzanuu o
HCO6XO,I[I/IMOCTI/I JAaTb CBOC NOKYMCHTAJIbHO O(l)OpMJ'ICHHoe pa3peuieHue O MEPEChbUIKE MOYTOBBIM CII0CO00M. HpI/I
MEPEChUIKE HUCIIOJB3YCTCA 3dKA3HOC MUCbMO 1IO/] paClUCKy O €ro nojaIy4YeHuu C 00s13aTeNbHON BbI,E[a‘Ieﬁ KBUTAHIIUHU

€T0 OTHPABUTEIILO.

B cmyuae ecnu Bplgaua TpynOBOM KHHXKKH OCYLIECTBISIETCA HA PYKH JOBEPEHHOMY JIMILYy YBOJIBHSEMOIO
COTpyJHHMKAa OpraHM3aliMd, TO O3TOT YEJNOBEK 00s3aH TPEJOCTaBUTh OTBETCTBEHHOMY 3a KaJpOBOE
JIETIONPON3BOJICTBO PAOOTHUKY JIOBEPEHHOCTh. JIOBEPEHHOCTh - 3TO IOPHIMYECKH OQOPMIICHHBIH JOKyMEHT,
KOTOPBI yAOCTOBEpSET INPaBO MOJHOMOYHMHA Ha OCYIIECTBICHHE KaKWX-THOO IefCTBHH OT MHOpY4HTeNs K

JIOBEPCHHOMY JIHITY.

B noBepeHHOCTH Ha NOITy4YeHHE TPYJOBOM KHUKKH TOJKHBI OBITH OTPaXKECHBI !

. nHdopmanus o mopyunrene (pamminsi, UMs, OTYECTBO, MACIIOPTHBIC JIAaHHBIE, IOPUINYECKOE H
(hakTHYECKOE MECTO NPOXKHMBAHHS, a TAK)KE BCE CBEJICHMS, KOTOpPblE HEOOXOIUMBI ISl YAOCTOBEPEHUS JINYHOCTH
MOPYUHTENA);

o nHpOpPMALUS O AEHCTBHUIX, KOTOPBIE MOKET COBEPIIATh OPYIHUTEIB;
. o0paser NOIIHCH TOBEPUTETIS,;

o MOJIHCH ITOPYUHTENS;

. BPEMEHHBIC PAMKH ACHCTBHS JOKYMEHTa (JIOBEPEHHOCTH).

ﬂOBepeHHOCTL COCTaBJISICTCS HAa YMCTOM JIUCTE ITHCUEH 6yMaFI/I uiay OJaHke ¢ YAOCTOBEPCHUEM IMOANIUCH

YIIOJTHOMOYEHHOT'O JINIIa 1 ITCYaThIO.
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IIpn momydeHuM TPYZOBOW KHMKKH JOBEPEHHOE JIMIIO OCTAaBISIET B NHUCBMEHHOW (OpPME PACIHCKYy O
COBEpIIEHHOM AeiicTBUH. OTBETCTBEHHBIH 3a KapOBOE JIEMONPOU3BOICTBO MOCHIE €€ BBIJAYN YKa3bIBAeT B ITMIHOU
KapTOYKE yBOJICHHOTO paOOTHHKA M KHUTE Y4eTa ABMKEHUS TPYJOBBIX KHIDKEK M BKJIAIBIIIEH COOTBETCTBYIOILYIO

MH(OpMALUIO CO CCHUIKOH Ha MOIyYSHHYIO JOBEPEHHOCTD U PACITHCKY.

B 3aximroueHmne CTOMT pacCMOTPETh OCOOBIN CITydail BEIIAYH TPYAOBOI KHIDKKH paOOTHHKA OpTraHU3aliHU B

ClIydJae CMEpTH yBOJIBHIEMOT0 paOOTHHKA.

B cootBerctBuu ¢ m. 37 IlpaBui BeneHUS UM XpaHEHHS TPYIOBBIX KHIDKEK B CIydae CMEPTH PabOTHHKA
BBIJJaYa OCYIIECTBIIETCSI OJHOMY M3 €ro pOJCTBEHHHKOB IIOA TIOAMKCH. POJNCTBEHHBIE CBSA3M W JIMYHOCTH
POACTBEHHHKA IOJKHBI OBITH JOKYMEHTAJIbHO O(QOPMIIEHBI M IOATBEPXKIACHBL. K TakuMm IOKyMEHTaM OTHOCST

MachopT, CBUAETEIBCTBO O Opake AJIsl CYyNpPyroB, CBUAETEILCTBO O POXKACHHUH JUIS CECTep U OpaTheB U T.II.

[Tpu momy4eHnn TPyNOBOH KHIKKH POACTBEHHHK JOJDKCH OCTaBUTh PACIIMCKY B MMCBMEHHOM (hopMme.

6.6. YueT n xpaHeHUe TPyAO0BbIX KHUXKEK U X 6N1aHKOB.

Pasnen 6 IIpaBun BegeHUs: U XpaHEHHs TPYAOBBIX KHIKEK B OPraHU3alUU OTPaXkaeT MPOLECC OpraHu3aluu
yueTa M XpaHEHUs TPYJIOBBIX KHIDKEK U UX OJaHKOB, BKIIAJBIIIEH, KOTOPBIH (DUKCHPYETCS B MPUXOTHO-PACXOAHON
KHUT€ TI0 y4eTy OJIaHKOB TPYAOBOW KHIDKKH M BKJIAJBIIIA B HUX, KHUI'C y4eTa JIBIDKEHHUS TPYAOBBIX KHIDKEK U

BKJIaAbIllIa B HUX.

[IpuxogHo-pacxonHasi KHHTa MO yd4eTy OJIaHKOB TPYAOBOM KHIDKKM M BKJIQABIIIA B HUX BeJETCA
Oyxrairepueil mpeinpustus. B aToll KHUre oTpaxkaloT BCIO MH(GOPMALMIO 00 Olepauusx IO IMOJYYECHHIO U

pacxo0BaHUIO OJAHKOB TPYIOBOM KHIKKH, €€ BKJIABIIICH, yKa3bIBasi HOMEP M CEPUI0 KaXK0T0 OJIaHKa.

KHura yueTa OBMKEHHS TPYAOBBIX KHIDKEK M BKJIAJBINIEH B HUX OCYIIECTBISIETCS COTPYIHUKAMH OT/ENa
KaJIpOB WIH [PYruM IIOApa3JelCHUEM, OTBEYAIOIIMM 3a KaJpOBOE JEIONPOU3BOJACTBO. B kHure mnpoucxoaur
OTpakeHHE CBEACHUI 000 BCeX TPYAOBBIX KHIKKAX, MOITYYEHHBIX NPHU MPUHATHHA Ha paboTy HOBBIX COTPYIHHKOB
OpTaHM3aINH, O TPYIOBBIX KHIKKAX U BKJIAABIIIAX B HUX C y4ETOM CEpHUH M HOMEPA, €CII OHU ObIIM BHOBB BbIJIAHEI
COTpYJHHMKaM OpraHu3aluu. [Ipy yBOJBHEHWHM C NpPEANpUATHS PaOOTHUK NPHU IIOJyYEHWH TPYAOBOH KHMKKH

pacnurchIBacTCA B JIMYHOU KapTO4YKE U B KHUI'C YU€Ta ABUIKCHHUSA TPYAOBbIX KHUKECK U BKJ'Ia,HLIHICﬁ B HHUX.

HpI/IXOHHO-paCXOHHHC KHHUT'Y 110 Y4CTYy 0J1aHKOB pr,HOBOﬁ KHWXKH U BKJIaJIblllIa B HEC U KHUTHU MO YUYCTY

OJIaHKOB TPYAOBBIX KHUKCK U BKJ'Ia)II:IHIeﬁ B HUX JOJI2KHBI OBITh:

1) nponIHypOBaHEL;

2) IpOHYMEPOBAHHI;

3) 3aBepeHbI MOANKMCKHI0 PAObOTOIATEIIS OpTraHU3aIUH;

4) cKperIeHBl CypryqHOH Me4aThio WM OIJIOMOUPOBaHbI.
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XpaHeHNe NaHHON MOKYMEHTAIlMH OCYIIECTBISETCA B mKadax win ceiidax, KOTOpble 00eCHeYUBAIOT

3aMIUTY OT MTOPYH WIH UX YTPATHL.

Bblnaga goxkyMeHTallMu NPOUCXOAUT MO MHCBMEHHOMY 3asBIEHUIO B oTAen «byxranrepus». B koHie
Ka)KJJOTO Mecsiia OTBETCTBEHHBIH 3a KaJpOBOE NEJIONPOU3BOJICTBO MPEACTaBIsAeT B oTAen «byxraiarepus» otder o
HaJIMYNK OJTaHKOB TPYJOBOW KHIDKKH M BKJIAJIBIIIA B HEE, CyMMax, 3aTPauCHHBIX Ha 0hOpMIICHHE TPYAOBBIX KHIKEK

Y BKJIQJIBIIICH B HEE C MIPEAOCTaBICHUEM IIPUXOIHOTO OpAEPa KacChl OpraHN3alHu.

bnanku TpyIOBBIX KHIDKEK U BKJIAJBIIIEH B HEE, KOTOPBIE OBLIM UCIIOPYEHBI M HE TIOUICKAT JaIbHEHIIEMY

HCIIOJIb30BaHUIO, ITOABEPTarOT YHUYTOKECHNIO HA OCHOBAHNH COCTABJIEHHOT'O aKTa.

Ecimm Inpyu yBOJIbHCHUUN pa6OTHI/IK HC MOJy4YWJI OAWH U3 AOKYMCHTOB, TO OHHM HNOIJICIKAT XPAHCHUIO B
OpraHn3alnuu Ha MpOTsSKCHUU 50 ner. ToJBKO MO UCTCUYCHUHU TaHHOTO YCTAaHOBJICHHOTO CPOKa TPYAOBBIC KHUKKHU 1

BKJIQJBIIIA B HUX MOTYT OBITh YHUYTOXKCHBI B YCTAaHOBJICHHOM HNOPSIAKE.

B 3akimrouenne cTOUT 0C000 OTMECTHUTBH, YTO CTaThA 45 HpaBI/IJ'I BCACHUA U XPAHCHUA TPYAOBBIX KHHIKCK
(i)I/IKCI/IpyeT, YTO BCA OTBCTCTBCHHOCTH 3a 06paH.[€HI/IC C TPpyAOBBIMU KHWKKAMHW W BKJIAJbIIIAMU B HUX JIC)KHUT HaA
pa60T0z(aTene OpraHu3anun, a BHYTPHU OpraHU3allud - Ha OTBETCTBCHHOM 3a KaAPOBOC ACIONPOU3BOACTBO JHMIEC,

YTBEP KICHHOM ITPUKAa30M MU paclopsKeHHeM paboTomaTes.

3a HapymeHuss oOpamieHHs C TPYIOBBIMH KHIDKKAMH M BKJIQABIIIAMH B HHX IIPEIyCMOTpEHA

OTBETCTBEHHOCTD 3aKOHOIaTeILCTBOM P®d, cTaThsamu YromoBHOTO Kogekca P®d:

. ctatbs 140 YromoBHoro kogekca PO «OT1ka3 B mpeqocTaBICHUN IpaKJaHIHHY HHPOPMAIIHN,

. ctaths 292 YromoHOro Kogekca PO «Ciry:xeOHbIH momiory;

. craths 293 YroaoBHoro kojgexkca PO «XamaTHOCTBY;

. ctatbs 324 VYromoBHoro koaekca «HesakoHHoe mnpuoOpeTeHne WM COBIT OGHUIMATBHBIX
JIOKYMEHTOBY;

o ctatbsa 325 YrosnoBHoro konekca P® «lloxwuineHne WM MOBPEXIACHHUE NOKYMEHTOB, IITaMIIOB,

neyarei ...».
6.7. dopmupoBaHue NNYHbIX Aen paboTHUKOB.

JluyHoe 0es10 — 3TO COBOKYMHOCTb AOKYMEHTOB, COAepXKalumMx Hanbosee Mo/Hble CBeAEHUA O
paboTHMKe M ero TPyAoBOM AeaTenbHOCTU. Lienb GopmMpoBaHMA AMYHOrO Aefa — cocpenoToyeHme U
XpaHeHue Bcel MHPopMaLmmn o paboTHMKe B O4HOM MecTe. B IMYyHOe 4eno NomeLatoTcs AOKYMEHTSI,
3ano/IHEHHblE COTPYAHMKOM Mpu npueme Ha paboTy: 3aAB/lEeHWE, ANYHbIA JNNCTOK WAWU aHKeTa,
aBTobuorpadus. Kpome Toro, B IMYHOE A€/10 MOMELLAIOT KOMMM AOKYMEHTOB 06 06pa3oBaHMm, BbIMUCKY
M3 NpMKasa No IMYHOMY COCTaBY O Npueme Ha paboTy.

Mpu nepesoge Ha Apyryto paboTy AMYHOe Aeno He nepesaeTca (3a UCK/IOYEHUEM OTAENbHbIX
C/ly4yaeB) 1 BHOBb 3aBOANTCA Ha HOBOM mecTe paboTbl. JIuHble Aena BeAyTca He Mo rogam, a B TedeHue
BCEro BpemMeHW paboTbl B opraHu3aumu. Kak npaBuao, ANYHblE Aefla BeAyTcs Ha PYKOBOAALLMX
paboTHWMKOB, CNEeLMannMcToB, MaTePMaNbHO OTBETCTBEHHbIX PabOTHUKOB M Ap. B cocTaB AnYHOro aena
AONXKHbI BKAOYATbCA AOKYMEHTbl B Cledylolleit nocnenosateflbHOCTU: OMWUCb AOKYMEHTOB JIMYHOMO
Aena, JONONHEHME K IMYHOMY JINCTKY MO y4YeTy KagpoB, /IMUHbIA NUCTOK (aHKeTa), aBTobuorpadus,
KOMWUW OOKYMEHTOB 06 06pa3oBaHMK, XapaKTEPUCTMKM, 3asB/IeHNe O npueme Ha paboTy M TpyaoBoOW
[0roBOp, KONUKU NPUKA30B O NpUeme U nepemeL,eHMM PaboTHMKA, KOMUK aTTECTALLMOHHbIX AOKYMEHTOB.
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MOMMMO OCHOBHbIX [OKYMEHTOB B JIMYHOE [0 NpPaKTUKyeTCA MomellaTb HeKoTopble
OONONHUTENbHbIE U cneundUyYeckne AOKYMEHTbI, TaKME, KaK NOATBEPXKAEHWE U3MEHEHMUA aHKEeTHO-
6uorpadmyecknx AaHHbIX paboTHMKa (Hanpumep Konus cCBUAETeNbCTBA O 6paKke), OT3biBbI,
pekomeHAaTeIbHble MUCbMA, CMIMCOK HAaY4YHbIX TPYAOB U M306peTeHui 1 np.

BmecTe ¢ TeM He peKOMeHAYyeTCA MOMELWATb B JIMYHOE A0 AOKYMEHTbI, YXKe UMEeloLMecs B
MHGOPMALMM, COAEPIKALLENCA B IMYHOM JIUCTKE MO YYETY KaApPOB M AOMNOJHEHUAX K HEMY.

JInyHble aena MMeT ANUTENbHbIN CPOK XpaHeHUs. B cBA3M C 3TUM B AUYHbIE AeNa He AOMKHbI
BXOAUTb [OKYMEHTbl BTOPOCTEMEHHOrO 3HaYeHus, nmerolime spemeHHble (40 10 neT BKAUYMTENbHO)
CPOKM XpaHeHuAa. K TaKMM OOKYMEHTaM OTHOCATCA, Hanpumep, CNpaBKM C MeCTa XUTenbcTBa U O
XUAULLHBIX YCNOBUAX, CMNPaBKUM O COCTOAHUM 340pOBbA, Ayb6/aeTHble 3K3eMNAApbl M 4YEPHOBMKU
[OKYMEHTOB. JInuHble gena opopmaaoTca U BeayTcsa Cay*Kboi Kaapos. Mpu paboTe ¢ IMYHbIMUK Aeflamm
cnegyet obpaTMTb BHMMaHME Ha MPaBMALHOCTb COCTaBAEHMA U ODOPMIEHUA BXOAALWMX B HEro
OOKYMEHTOB.

Mpu 3aBeaeHUU MYHOTO Aena odopmAaseTcs ero 0bn0XKKa M KopeloK. Ha 06s10kKe cBepxy
BHW3 PacMnonaraloTcsa cneaylolme PeKBM3UTbl: HaMMeHOBaHWe OpraHM3auuu, HOMep JIMYHOro Aena,
®.1.0. (NnonHOCTbIO), AaTa Hayana NMYHOTO Aena, AaTbl OKOHYAHMA [efla, KOAMYeCcTBO JINCTOB, CPOK
XpaHeHuA. Ha KopellKe IMYHOrO Aefa yKasblBaeTcA ero Homep.

BHYTPEHHAS ONUCb [AOKYMEHTOB, MMENLWMXCA B JIMYHOM [Jefne, COAEPNKWUT CBeaeHua o
NOpsAAKOBbIX HOMepax AOKYMEHTOB Aefa, UX MHAEKCaX, AaTaX, 3aronosKax. [pn noAroToBKe AMYHbIX
Aen K nepefaye Ha XpaHEHWE COCTaBAAETCA MTOroBas 3anWCb K BHYTPEHHEN OMUCKU, B KOTOPOM
YKa3bIBaloTCA LMdpamm U NPOMMUCHIO KOIMYECTBO BK/AIOUYEHHbIX B HEE AOKYMEHTOB W KOJIMYECTBO /IMCTOB
BHyTpeHHen onucu. OnNUcb COCTaBAAETCA Ha OTAENbHOM JINCTE U MO YyCTaHOB/AEHHOW dopme. JIUCTbI
BHYTPEHHEN ON1CK HYMEPYHOTCA OTAENbHO. BHYTpEHHAA ONMCb NOAMNMUCHIBAETCA ee COCTaBUTENIEM.

[na obecneyeHnn COXPaHHOCTM INYHBIX A€/ UX PEFUCTPUPYIOT B KHUIE (}KYpPHaNe) yuyeTa ANYHbIX
Aen. JInyHble gena MoOryT Bbl4aBaTbCA BO BPEMEHHOE MO/b30BaHME OMNPeAeseHHbIM A0KHOCTHLIM
nmuam.

Kpyr nvu, Aonyckaemblx K MOAb30BaHWIO JIMYHLIMK LeflaMK, ONpeaenserca PyKoBOoguTenem
opraHuMsaumu. JInyHble Aena He BbIAANOTCA Ha PYKM pabOTHMKAM, Ha KOTOPbIX OHW 3aBedeHbl. Ha
BblAaHHbIE JIMYHbIE fe/la 3aBOAUTCA KOHTPO/IbHAA KAapTouyKa. [1a BbICAAHHbIX A&/ YKasblBaloTcA AaTa
OTNpPaBKK, agpecaT, UCXOAALLMI HOMEP CONPOBOAMTENIbHOMO NMCbMa, AaTa BO3BpaLLEeHUa Aena.

Tema 7. OPTAHU3ALUNA XPAHEHUA OEN CNYKBbl KAAPOB
7.1. NoAroTtoBKa KaApOBbIX AOKYMEHTOB K apXMBHOMY XpaHEeHUI0. JKCnepTHaa Komuccus.

MNogrotoBka K nocneaywowemy XpaHeHUro U UCNob30BaHUKO — 3336pLU3I-0LLI,I/II7I aTan
AenonponssoncTtBeHHOro npouecca.

[enonponsBoAcTBO NO KaZpam TaK¥Ke 3aBepluaeTcs NOAroTOBKOW Aen cnybbl Kagpos K
nepegaye B apxvMB OpraHM3auMu, a NpU OTCYTCTBMM TaKOTO apxvMBa — K NOCAeAylolemy XpaHeHUHo
HenocpeACcTBEHHO B KapoBOW cayKbe.

Jo nepegayun UCNONHEHHbIX AOKYMEHTOB B apXuB OpPraHM3auMm OHWU MOTYT HaxXoAuTbCA B
CTPYKTYPHbIX NoApa3feneHunsax, B TOM YMCae B KaapoBOMN cny»Kbe, Ha UCMOSIHEHUM Y UCMONHUTENEN B
nankax ¢ Hagnucoto «Ha nognuce», «K goknagy», «CpoyHO» M T.N.
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Ha nankax Ao0/Hbl 6biTb YKasaHbl GaMUAMK MHUUMAABI UCNONHUTENSA. [ankK B TedeHue AHA
HaXo4ATCA Ha CTONe WCNOJIHWUTENsA, a MO OKOHYaHUW pPaboTbl ybMpaloTca B ALWMK CTONA MAM WKad.
TeKywas paboTa LOKYMEHTOB 3aKPbITOro XapaKTepa OroBapmBaeTcsa cneunanbHoM MHCTPYKUMEN.

XpaHeHWe UCMOIHEHHbIX AOKYMEHTOB TEKYLLEro rofa OCYLLECTBAAETCA B CNeUUanbHbIX MNankax-
peaucmpax. Tlankum — CcKopoclwuBaTenuM 34ecb HEenpurofdHbl, MOCKOJIbKY B HUX OOKYMEHTbI
pacnonaratotca B 0OpaTHOM XPOHONOrMYECKOW nocnenoBaTeNbHOCTU. [ONA AUTEeNbHOro XpaHeHus
NPUrogHbl MankuM C MATKOW (WHYpKamMKn) CUCTEMOM KpenneHwWs, 4YTO MO3BOJIAET TpynnupoBaTb
OOKYMEHTbI B MPAMOMN XPOHO/IOMMYECKOM nocnenoBaTeNbHOCTU. XpaHEHME 3aKOHYEHHbIX e B cTonax
3anpewaeTca. B TeKywux apxuBax noapasgefieHun ANnA pasmMeLlLeHUsa YKOMIMIEKTOBAHHbIX B Aena
OOKYMEHTOB MPUMEHAIOTCA CTENNAKM U LWKadbl, MEXaHWYECKME KAPTOTEKU 3/1€BAaTOPHOrO TUNa u ap.
Ons ypobcTBa noucKka HeobxoAMMOro gena WAn OOKYMEHTa peKkomeHayeTca pabouuii aksemnasap
HOMEHKNATYpbl AeN MPUKPENNATb K CTennaxy, Asepue wkada v np. B KoHUe roga 3aKOHYEHHbIEe
AeNonpousBoACTBOM Ae/a CAAlTCA B apXMB OpraHmnsaumu.

MoaroToBKa K apXMBHOMY XPaHEHWIO BKAlOYAET B cebA 3KCMepTU3y HayyHOW M MpPaKTUYECKOW
LEHHOCTU KaApOBbIX AOKYMEHTOB, MpeaBapuTesibHO CHOPMUPOBAHHLIX B Aena; opopmieHve aen B
cny>kbe KafpoB; OMUCaHME U YHUUTOXKEHME MNoafexalinx emy aen; obecneyeHne COXPaHHOCTU Aen;
nepegayy Ux B apXms OpraHn3aLmu.

Mod skcnepmu3oili yeHHocMu OOKYyMeHmMoe noHMMaeTca OTOOpP [AOKYMEHTOB Ha
rocy4apcTBeHHOE XpaHeHWe U YCTaHOB/IEHNE CPOKOB UX XPaHEHUS.

3KcnepTMsa B cy>Kbe Kaapos NpoBOAMTCA B ABa 3Tana:
1) npu cocTaBNeHNN HOMEHKIATypbl AN M B NpoLecce UX GOpMUPOBaHUSA;

2) Npy NoAroToBKe AeN K caaye B apXWB OpPraHuM3auMuM MW K Moc/ienylolemy XpaHeHUIo B
cnyxbe Kaapos.

[na opraHn3aumMm u NPoBeAEeHUA SKCNEPTU3bI, @ TaKXKe A1 KOHTPOA U OKa3aHUA NMPaKTUYECKon
NOMOLLM B 3TOW paboTe co34at0TCA MOCTOAHHO AecTBYlOWME aKkcriepmHble komuccuu (IK). dkcnepTHasn
KOMMCCMA  OpraHM3auMm  CcOo34aeTca  MNPUKA3soOM ee  pyKkoBoauTens U3 uucna  Haubonee
KBaMPUUMPOBAHHbIX PabOTHMKOB B KOMYECTBE HE MeHee Tpex 4esioBeK. MpumepHbId ee cocCTas:
3aMecTuTe/lb  PYKOBOAMTENA  OpraHusaumu,  Beaylwuid  cneuuanuct  (lopucT,  paboTHUK
[4e/10MpPon3BOACTBEHHON CYKObI UM OTAENA KaApOoB), CeKpeTapb-pedepeHT.

JKcnepTHasA KOMMCCMA oOpraHM3aumMm B CcBOel paboTe pyKosoacTeyetcs [losoxeHnem o6
apxumgHom ¢oHge PO, TpeboBaHuamm [COOY, npukasamm PepepanbHOro apxMBHOrO areHTCTBA
HOPMaTUBHO-METOANYECKUMMN [OOKYMEHTAMM apPXMBHbIX OPraHoB, TUMOBbLIMA W BEAOMCTBEHHbLIMU
nepeyHAMM JOKYMEHTOB C YKa3aHMeM CPOKOB UX XpaHeHUA.

Komucecma coBMeCcTHO €O cneumannctamm OMXHA NpoBOAUTb E)KeI'O,CI,HbIﬁ OT60p AOKYMEHTOB
AnAa  apXMBHOIO XpPaHEHUA WU YHUYTOXKEHUA TEX OOKYMEHTOB, CPOK XpaHEHUA KOTOPbIX UCTEK.
Herocyp,apCTBeHHble OopraHn3aumm CamMoCTOATE/NIbHO MPUHUMMAKOT pelweHnA No 3KCnepTnse LEeHHOCTU
OOKYMEHTOB. B TOXe BpemA OHM [0MXHbl COrNacoBbiBaTb CBOM LI,EVICTBVIH C apXMBHbIM OpraHoOm npu
BblAENEHUN OOKYMEHTOB K YHUUTOXKEHUIO. 3KCFIepTHaﬂ KOMUCcunA — COBELLI,aTEHbeIﬁ OpraH, ee peweHunA
MO XPaHEHUIO NN YHUYTOXEHNIO OOKYMEHTOB BCTYNatkOT B CUJTy NOCNE UX YTBEPHKAEHNA PYKOBOACTBOM
OopraHusauuu.
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Pesynbtatom paboTbl IK sBASETCA pacnpeneneHne 4OKYMEHTOB Ha YeTblpe rpynmnbl Mo PasHbIM
CPOKaM XpaHeHua:

- MOCTOAHHOIO XPaHEeHMA B rOCYAapCTBEHHbIX apXMBaXx;
- BPEMEHHOr0 XpaHeHMA B BeAOMCTBEHHOM apxuBe (cBbliwe 10 net);

- BpemeHHoro xpaHeHua (ao 10 nert);

- NoANexallye YHUUTOXEHUIO B CBA3KN C UCTEYEHMEM CPOKa XpaHeHus.

Jena noctoaHHOro n BpeEMEHHOro (CBbILLle 10 ﬂeT) XPaHEeHNA N NO TMYHOMY COCTaBy nepeaatoTca
B BEAOMCTBEHHbIVI apxuBe. I'Iepep,aqa MX NpoBoAnNTCA NO OMUCAM.

Jdena BpemeHHOro xpaHeHus (4o 10 neTt) xpaHATCA LEHTPaAN30BaHHO B OpraHM3auuu, a no
NUCTEYEHUN CPOKOB XPaHEHMS YHMUUTOXKAIOTCA C pa3peLleHna apXMBHOro opraHa.

YHUUTOXKEHME LOKYMEHTOB U AeN 0GOPMAAETCA AKMOM. YHUUTOXKEHNE AN C UCTEKLLUMM CPOKOM
XpaHeHusa, umetowmnx rpnd «CekpeTHo», «[na cayxebHoro nonb3osBaHMa», «KoHdUAeHUMANbHOY,
NPOM3BOAMUTCA B COOTBETCTBUM CO CNELMANbHBbIMU MHCTPYKLUAMM.

Cneumanucreol YCTaHOBUIN ONTUMaIbHbIN CPOK MCnonb3oBaHnA AOKYMEHTOB B
aenonponssoacrtee — 3 roga, xoTa HEeKOoTOopble npeanpnaTnAa COKpaWaroT 3TOT CPOK A0 1-2 ner. MNocne
NUCTEYEHNA 3TUX CPOKOB pellaeTcA BOMPOC, OCTaBUTb N UX ANA AaanEVILUEFO MCNosib30BaHMNA B
AenonponssoacTtee, nepeaaTtb M UX B apxXmuB NpeanpuaTnAa NN YHUUTOXKNUTD.

OnpepeneHne KOHKPETHbIX CPOKOB XpPaHEHUA AOKYMEHTOB, 06pasylolmxca B AeATeNbHOCTM
opraHu3aumm, NpoBoamnTcA No MNepeyHio TUNOBbLIX YNPaBAEHYECKUX AOKYMEHTOB C yKasaHWEM CPOKOB
XpaHeHWs, YTBEPXKAEHHbIX PocapxuBom. Hapay € 3TMM nepeyHem MUCMonb3yloT HOMEHKNATypy Aen
OpraHM3aumm, rae TaKKe yKasblBaloTCA CPOKU XPaHeHUA Aen.

Mo AOKYMEHTam, CPOKM XpPaHEHUA KOTOPbIX He npeaycMOTpeHbl nepeyHamu, K BbIHOCUT
CaMOCTOATE/IbHOE 3aKNtoYeHME O MPOJOIKUTENBHOCTU UX XPaHEHUA.

YcTaHaBAMBaTb CPOKM XpaHEHUs TOMbKO NO MX 3arosioBKam Henb3s. Mpu noaroToske Aen K
coaye B apxvMB MAM K MOC/AeAylollemMy XpaHeHuo B Cay:kbe Kagpos 3KcnepTvsa LEHHOCTU Aen
NpPoBOAMTCA METOA0M MOJIMCTHOrO NPOCMOTPA Ae.

B 3aBMCUMOCTM OT 3HAYMMOCTU SOKYMEHTOB, YCTAHABAMBAKOTCA CPOKM XpaHeHUs B 6 mecAues, 1
rog, 3 roga, 5, 10, 15, 50, 75 net n «NocToAHHO». CPOK XpaHEHUA B TaKOM C/lyvae onpeaenseTr cama
opraHmsaumsa. Npu UCUMCNEHUN CPOKOB XPAHEHMUA YUYMTbIBAKOT TONIbKO roAbl, AE€Hb U MeCAL, XpPaHeHUA
3HaUYeHUA He MMELOT.

Ocoboe BHMMaHUE npu nposegeHn 3KCNeEpPTU3bl LEHHOCTU OeN B CI'IY)KGE KagpoB HYXHO
o6pau.|,aTb Ha Aesia NOCTOAHHOIo U ANNTENBbHOIO XpaHeHUA ( CO CPOKOM cCBbllLe 10 }'IET), TaK Kak UMeHHO
OHM noanexart cgade B apxXuvB OpraHusauunn. Jena Cﬂy>K6bI KagpoB CPOKOM XpaHeHuA OO0 10 net
BK/TOYNTE/IBHO B apPXMUB HE NepeaaroTCa, a XPaHATCA B cny>K6e Kagpos 1 nNo ncte4eHnm CPOKOoB XpaHeHUA
YHUYTOMAOTCA.

7.2. OpopmneHue gen.

OgopmneHue den — 3TO NOAFOTOBKA Ae/N K XPaHEHMIO B COOTBETCTBUM C YCTaHOB/EHHbIMU
npasunamu. OpopmaeHne gen cayxbbl KagpoB MNPOBOAUTCA ee PaboTHMKaMM Npu MeToaMYecKoW

146



nomolun apxusa opraHusaumm. Cnyskba Kagpos ob6sA3aHa cAaBaTb B apxvuB [Aena MNOJHOCTbIO
0dOopMAEHHbIMM.

OdopmneHre B cnykbe KaapoB Aenl NOCTOSHHOTO M gauTensbHoro (6onee 10 neT) xpaHeHUs
BK/IIOYAET CeAytoLime onepaumu:

- opopmneHme 06N0XKKM Aena, BHECEHME HeobXOoAMMbIX YTOYHEHUN B PEKBU3UTbI 00JI0XKKK
aena;

- NOALWMBKA UK NepenneT Aena;

- HYyMmepauusa NCTOB B Aene;

- COCTaB/NeHUE NUCTa-3aBeEPUTENA AeNa;

- COCTaB/IeHUE B HEOBXOAMMbIX Cy4aaX BHYTPEHHEN ONUCU AOKYMEHTOB Aena.

Lena epemeHHo20 xpaHeHus (Ao 10 neT BKAHOYUTENbHO) 0DOPMAAIOTCA YNPOLWEHHO: OHU He
NoALWMBAOTCA, JNCTbl B HUX HE HYMepylTcs, yTouyHeHMe o603HayeHMIA Ha 0b6noXKKax Aen He
NpPoM3BOAMUTCA, ONUCb AEN U ANCT-3aBEepUTE/b Aea He COCTaBAAIOTCA, YYeT BeAeTCA Mo HOMEHKAaType
Aen, nepecuctemaTmMsaumsa JOKYMEHTOB B Ae/ie He NPOU3BOAUTCA.

Jena nocmosaHHo20 U 0numesnbHO20 XpaHeHUA noawnBakdTCA B TBEPAYHO O6l'|0)KKy nnn
nepenneTarTca C y4eToM BO3MOXKHOCTU CBO6OAHOI’O NpoYTEHNA TEKCTA BCEX OAOKYMEHTOB, A4aT, BU3 U
pesomou,m‘/i Ha HuUX. B KOHUe roga B O6J'IO)-KKy Aen BHOCATCA YTOYHEHUA:

- Npn "NsmeHeHMn HasBaHUA OopraHn3aunn n nogpasgeneHna JonncbiBatoTCA HOBble Ha3BaHUA,

- B 3ar0/I0BOK Aena BHOCATCA AOMNONHUTE/IbHbIE CBeAEHUA (MPOCTaBAAIOTCA HOMEpPa MPUKa308B,
NPOTOKO/0B U Ap.);

- NPOCTaBAAEeTCA KONNYeCTBO INCTOB B Aene.

B KOHUe Kaxkaooro gena noglmBatoTCA YunCTble 6.1aHKK d)OpM AanAa 3aBeputenbHOro ncCra, a
BHa4ane aena B HEO6XO,CJ,VIMbIX CNy4vaax — 61aHKK d)OpM AanAa BHyTpeHHEﬁ OMNMUCKN OOKYMEHTOB Aena.

Ona obecneyeHuss COXPAHHOCTM W 3aKpensieHWA MOPAAKA PaCMoOIOKEHUA [OKYMEHTOB,
BK/IIOYEHHbIX B Z1€/10, BCE JINCTbI €10, KPOME JINCTOB 3aBEPUTE/IbHOTO U BHYTPEHHEW ONUCK, HYMepyoTcs
apabckumu umdpamm B NpaBoM BepxHEM YIy, He 3a4eBasd TeKCTa AOKYMEHTOB, YePHbIM rpaduyeckum
KapaHAawom UAN HYMepaTopPOM. JIUCTbl BHYTPEHHEN ONUCK AOKYMEHTOB HYMEPYHOTCA OTAEbHO.

JlncTbl gen, coCToAWMX U3 HECKOJIbKMX TOMOB (HaCTEﬁ), HYMepPYHTCA OTAENbHO NO Ka*Xaomy
TOMY UZIN YacCTW.

Ona y4dyeTa Koam4yectea UCTOB B Aene n d)I/IKcaLI,I/II/I ocobeHHoCTel Ux Hymepauunnm COCTaBaAETCA
sucm-3aeepumersd dena.

Bce nocnegywowme uM3MeHeHMA B COCTOAHUM W COCTaBe JAena (I'IOBpe)KLI,eHVIFI, 3aMeHa
NOONIMHHBIX OOKYMEHTOB KonuaAmKn, npucoegmnHeHme HOBbIX AOKYMEHTOB U I'Ip) OTMEYaloT B /1UCTE-
3aBeputene co CCbIZIKOM Ha COOTBETCTByI-OLLI,VIﬁ aKT.

Ona y4yeTa JOKYMEHTOB onpegeneHHbIX KaTEI'OpMﬁ Aen NoCToOAHHOIro U ANUTENbHOIO XpaHeHUA
COCTaBNIA€TCA BHYMPEHHAA Onucb OOKyME’HmOS. Ee peKomeHayeTCA COCTaBNATb TaKXe AanAa gen,
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cPOPMMPOBaHHbLIX MO BMAAM U Pa3HOBUAHOCTAM AOKYMEHTOB, 3aro/IOBKM KOTOPbIX HE MOHOCTbIO
PacKpbIBalOT CoAepsKaHne. BHYTpeHHAA onncb NOMeLLAeTca B Havae Aena Ha OTAe/IbHOM INCTe.

Onucb coctasnsaeTca Ha AOKYMEHTblI OAHOro roaa. Jena B onuCb BHOCATCA MO CTeneHwu
Ba*XHOCTU.

B onucun no JIMYHOMY COCTaBYy Ae€1a pacnosiaratoTca B cneayrouem nopagke:

KHUra yyeta COTpYAHMKOB; MPUKasbl NO SIMYHOMY COCTaBY; MYHbIE AeNa NN NINYHBIE KaPTOUKK;
NiMueBble cyeTta no 3apaboTHOM naaTe; HeBOCTPebOoBaHHbIE TPYAOBbIE KHUMKM.

B KoHLe Kax4oi onucu ykasbiBaeTca UMdpamu U NPOMNUCHIO KONMYECTBO BK/OYEHHbIX B Hee
aen. Kaxpgoe pgeno B ONUCKM MoAy4aeT CBOW MOPAAKOBbIM (apXMBHbIA) HOMEP, KOTOPbIM 3aTem
npocTaBAseTcs Ha 06/10KKe COOTBETCTBYIOLEro Aena.

7.3. Mepepaya gen Ha apXMBHOE XpaHeHUe.

[ena c gOKyMeHTamMu [0 nepefayv B apxmMB XPaHATCA Mo mecTy ux GopMMpOBaHMA, T.e. B
cnykbe Kagpos. PykosoautTenn u paboOTHWKM OTAena KafpoB, OTBETCTBEHHble 3a AOKYMEHTALMIO,
ob6ecrneymBaloT COXPaHHOCTb AOKYMEHTOB U Aen.

Bblgaya gen CTOPOHHMM OpraHmMsaumMam NPOU3BOAUTCA C paspelleHnA pyKoBoAUTeNA. Ha
BbldaHHbIE A€e/1a 3aBOAATCA KaPTbl-3aMeCTUTENN Aeila U 6epETCF| pacnuncka.

M3bAaTME AOKYMEHTOB M3 A€/ MOCTOAHHOIO CPOKa XPaHEHMS LOMYCKAETCA B UCKAHOUUTENbHbIX
C/IlyYanx M NPOU3BOANTCA C PaspeLLeHna PYKOBOAUTENSA OpraHM3aumm ¢ 06A3aTelbHbIM OCTaBAEHMEM B
[Aene 3aBepeHHOM KoMK AOKYMEHTa M aKTa 06 M3bATMM Noa/vMHHMKA. MNepedada Aen No AUYHOMY
COCTaBY B apXMB OCYLLECTBAAETCA TOIbKO MO ONUCAM.

[ena BpemeHHOro xpaHeHus (cpokom go 10 neT BKAOYUTE/NIbHO) Mepefade B apxuB, Kak
NpaBuao, He NoAJ/ieXaT, a OCTATCA Ha XPaHEHUWU B oTAeNe KaZapoB M NO UCTEYEHUWU YCTAHOBIEHHOIO
CpOKa yHMuTOXKatoTcA. OQHAKO B MUCKIKOYUTENbHBIX  CAy4adx 3TU Aena MO PeleHU0 PyKOBOACTBA
OpraHM3aLMK MOTyT NepeaaBaTbCA B apXMB MO HOMEHKANATYpe Aen.

Mpuem Kakgoro paena npousBoguTcA PaboTHMKOM apxvBa (MLOM, OTBETCTBEHHbLIM 33
apXMBHOE XpaHEeHWe) B NPUCYTCTBUM COTPYAHUKA KagpoBon caybbl. Mpu aTom Ha 0boux aKsemnasapax
onuncu fen MOCTOSHHOTO M AJIMTeNIbHOTO XPaHEeHUs, CAABAaEMbIX B apXMB, [e/1aeTcs COOTBETCTBYHOLLAA
oTMeTKa. Lndpamm u nponucbio B KOHLE KaXKAOro 3K3eMNAApPa ONUCK YKasblBAKOTCA KOJMYECTBO
baKTUYECKM NPUHATBIX B apXMB Aesl, HoOMepa OTCYTCTBYIOWMX Ae, AaTa Npuema-nepeaadn gen, a Takxe
NOAMNMCU NPUHUMAIOLLMX U NepeaaroLX 4OKHOCTHbIX ANL,

XpaHeHue pgen cayxbbl KagpoB B apxvMBe oOpraHusauMuM NPoOuM3BOAMTCA B COOTBETCTBUMU C
06lWMMM TpeboBaHMAMM POCCUICKOTO 3aKOHOAATeNbCTBa B chepe AeN0onpomu3BOoACTBa U apPXMBHOIO
aena.

KagpoBble AOKYMEHTbI MO IMYHOMY COCTaBY B apXMBe OpraHM3aunmn XpaHATCA 06bIYHO OTAENbHO
OT APYruX rpynn ynpaBieHYeCKUX AOKYMEHTOB. XpaHeHWe Aen ciy»Kbbl Kaapos B apxXMBe OpraHMsaumum
BK/IIOYAET caeaylolime Buabl pabor:

- obecnevyeHue COXpPaHHOCTH Aen,

- KnaccudmrKaumio gen no MMYHOMyY COCTaBy;
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- yyeT Aen No MYHOMY COCTaBy;
- CO34aHue CNpaBOYHOro annapara K Aesiam no AMYHOMY COCTaBy;
- UCNO/Ib30BaHMeE AOKYMEHTOB MO JIMYHOMY COCTaBY.

CoxpaHHoOCTb gen. ObecnevyeHue coxpaHHocmu 0esa NpenycMmaTpuBaeT Leblii KoMnaekc pabor.
Cpean HUX — CO34aHWe ONTMMAJbHbLIX YCNOBUIM XpaHeHMs Aen (npefocTaBieHWe ANA apxvBa Mo
BO3MOHOCTM M30/IMPOBAHHOIO MOMELLEHUA, ero 0bopyaoBaHUE MPOTUBOMOMKAPHLIMU CPeaCTBaMM U
OXPaHOW, Hanuume cneuuanbHoro ob6opyAOBaHUA ANA XPaHEHUs fes, Co3gaHue onpeneneHHoro
TeMNepaTypHO-BNaXKHOCTHOTO PEKMMA).

PaunoHanbHoe pasmelieHne gen npeaycmaTpuBaeT pasfgefibHoe XpaHeHuMe [AO0KYMEHTOB
MOCTOAHHOIO XPaHeHUA U AOKYMEHTOB A/iuTenbHoro (cebiwe 10 net) xpaHeHUa M Mo JIMYHOMY COCTaBy.
MocTynatowme B apxvs Aena Pa3smeLlaloTca Ha CTenna)kax U B LWKadax Takum obpasom, 4Tobbl gena
KaXK[0ro CTPYKTYPHOro noapasfeneHua XpaHWauCb OoTAenbHO. TO e — U B OTHOLWEHUU AOKYMEHTOB
JIMKBUAMPOBaHHbIX OpraHM3aunini. B apxuse npomssoautca TonorpadmpoBaHne, T.e. CTeIaXKN, MOJIKK,
wKadbl HyMepytoTca Ana 6bICTPOro Noucka aen.

CobnopeHne nopsaka Bblgaun Oen W3 apxuBa — HEMNPeMeHHoe YcnoBue obecneyeHus
COXPaHHOCTU M MPaBUIbHOIO MCMONb30BaHUA XPaHALMXCA LOKYMEHTOB.

MpoBepKa HanMumMa Aen U UX COCTOAHUA BbIABAAET COOTBETCTBME UX (GaKTUUYECKOro Hanuuua
KOJINYecTBy Aen B ONUCAX; Npu 3TOM OOHapyXuBaloTcA aena, Tpebyowme npoPunakTUYeckom
06paboTKM 1 pecTaBpaumm.

Knaccudukauma pen. Knaccugpukayusa Oen no Au4HOMYy cocmasy B nNpenenax apxvsa
npeacTaBnset cobom Mx rpynnuposKy No GoHAAM U KOTEKLUAM.

ApXxueHbimM (00OKymMeHMAyuoHHbIM) ¢poHOOM oOpraHv3aumMmn HasbiBaeTca GOHA, COCTOAWMMN U3
AOKymeHTOB, 06pa3oBaBLINXCA B MpoLEecce [AeATesbHOCTM oaHoW opraHusauumn. doHa sasnsertca
OCHOBOM KNaccMPUKALMOHHON U YYETHON eAMHULEN XPaHEHUA AOKYMEHTOB apxuBa U APOb6/eHUto He
noaneuT. XpoHosaozuvecKkue 2paHuybl (poHAa — 3To AaTbl 06pa3oBaHMA U NMKBUAALNM OPraHN3aLLUK.

[ena, NpousBoACTBO KOTOPbIX Be/fOCb MOC/AeAoBaTe/lbHO B ABYX M 6osiee opraHM3auusx,
BK/10YAlOTCA B cOCTaB pOHAA TOM OpraHM3aLmm, B KOTOPOM OHM BblM 3aKOHYEHbI Ae/10MPOM3BOACTBOM.

Mpy AMKBMAALMM OPraHU3aLMK ¢ nepesavel ee GyHKUMIN APYroit OpraHM3aLMM 3aKOHYEHHbIe
AeNonpousBoACTBOM Aefla BKAKYaloTCA B COCTaB GoHAA /IMKBUMAMPOBAHHOW OpraHM3aummn, a He
3aKOHUYEHHble AeN0MNPOU3BOACTBOM — B COCTaB $pOHAA OpraHM3aLnn-npeemHmnKa.

JlnyHbie pena, ecnm oHU nepegasanncb 13 OAHOﬁ OopraHun3auunn B gpyryro B CBA3U C NnepeBogom
COTPYAHUKOB, BKNKOYAOTCA d)OHLI, I'lOl'Iy‘-WIBUJEI‘;I X opraHM3auunu.

MNoa Knaaccugukayueii dokymeHmoe 8 npedenax ¢poHOA NOHMMAETCA WMX FPYNNUPOBKA U
pacnonoxeHve B ¢GoHAE. 3a eauHUUy KnaccudpuKaumm M yYeTHYI0 eauHUUy YynpaBaeHYecKow
AOKYMeHTauun B npegenax GoHZa NpuHMMaeTCa eauHULA XpaHeHua (4eno), npeacrasasiowas cobol
du3nYeckm 060cobneHHbI OTAENbHbIM LOKYMEHT MAM COBOKYMHOCTb AOKYMEHTOB, 3aK/HOYEHHbIX B
oTAeNbHy0 06103KKy. MpaKTUYecKoe ocyllecTBleHMe KaaccuduKkaumm AOKYMEHTOB (4en) B npeaenax
¢$oHAa Ha3bIBaeTCa NX cucTemaTtmsaumen.
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Yuer pen. Yuem den 8 apxuee BedetTcA NO OCHOBHbIM W BCMOMOraTe/ibHbIM  YYE€THbIM
AOKYMEHTaM. BegeHne OCHOBHbIX YYETHbIX AOOKYMEHTOB obnasaTtenbHO ana Kaxaoro apxuvsea, a
HeO6XOLI,VIMOCTb Be4EeHMA N BUAbl BCMOMOTaTeIbHbIX OKYMEHTOB onpeaenatTca apxmsom. OCHOBHbIMU
YYETHbIMU OOKYMEHTaMU B apxXxmnBe ABNAIOTCA:

- KHUTM y4yeTa MNOCTYN/EeHMA W BbIObITUA [OOKYMEHTOB — A/1A y4yeTa B apxMBe KarKaoro
NOCTYNAEHUA N BblObITUS JOKYMEHTOB;

- CT poHAa — Ans GUKCaUuUM U3MEHEHWI B Ha3BaHUM GpoHAA, yYeTa U HyMepauumn onucei aen
$oHAa, yyeTa JOKYMEHTOB, OTPAXKAIOLWMX USMEHEHWA B COCTaBe M 06beme PpoHAa;

-onnucnm gen — anAa noeaMHN4YHOro h CyMMapHOro yyeta gen.

CnpaBouHbIX annapat. CripagoyHsbil annapam K 0eaam o AUYHOMY COCmasy co3gaerca Ans
obecneyeHnss COXPaHHOCTU U ONepaTUBHOrO NOUCKA AOKYMEHTOB, a TaKKe Ana Haubosiee nonHoro
NCNOb30BaHMA CoAeprKaLLencs B HUX MHGOpMaUuK.

OcHOBHas 4acTb CNPaBOYHOIo annapata — apxXmBHble CMNPaBOYHUKN MO COCTAaBy U coaepKaHUKo
AOKYMEHTOB, KapTOTEKKN, YKa3aTe/In, UCTOPUYeCKMUeE CnpaBKnU, TEMaTUHECKNE U d)OHLI,OBbIe O630pbl.

OcCHOBHblE d)OprI ucrnosbsoeaHuA dOKyMEHmOS no siu4Homy cocmasy cnepyrowme:

- MHbOPMMpPOBAHME PYKOBOACTBA M CTPYKTYPHbIX MOAPA3Ae/eHMiA opraHM3auuuM, B cocTase
KOTOPOW PYHKLMOHUPYET apXmB;

- MHGOPMMPOBaHME APYrMX OpPraHM3aLMi U UCNONHEHWE MX 3aNPOCOB; UCMOJIHEHWE 3aNpPOCOB
COLMaNbHO-NPaABOBOro XapaKkTepa.

[na ncnonb3oBaHWA NPeACTaBAAOTCA AOKYMEHTbI apXMBa, KPOME TeX, KOTOPble MOTYT HaHeCTu
ywepb MHTEepecam rocyfapctsa MAM rpakgaH. [LoKyMeHTbl Cay»Kbbl KagpoB, OTHECEHHble K COCTaBy
rocyAapCcTBeHHoW 4actu ApxuBHoro ¢oHaa PP, BpemeHHO HaxoAawmecs Ha XpaHEHUMM B apxuse
opraHu3aumu, NepeaaloTca Ha MOCMOoSHHOe 20Cy0apcmeeHHoe XpaHeHue.

ApXvB OpraHusauMm Mo MCTEYEHUM CPOKOB XPaHEHMA nepedaeT Ha MOCTOAHHOE XpaHeHue
KagpoBYIO AOKYMEHTALMIO C Hay4yHO-CMPaBOYHbIM anmnapaTom B COOTBETCTBYIOLLMIA rOCYAAPCTBEHHbIN
(MyHMUMNANbHbLIA) apxvB, ANA KOTOPOro AaHHaA opraHusauma - ¢oHaoobpasosaTenb ABAAETCA
NCTOYHMKOM KOMMNEKTOBAHMSA.

Opl’aHMBaLI,VII/I, YbU OOKYMEHTbI NpUemMy B roCcyaapCTtBEHHbIE apPXMUBbl HE NOANEXKAT, YHUYTOXKAIOT
Aena ¢ UCTeKWwnmm no nepeyvyHo CpoKamum XpaHeHUA 6e3 cornacoBaHua c APXUBHbIMU OpPraHamun npuv
ycnosnm ynopagovyeHnA 4OKYMEHTOB Mo JIMYHOMY COCTaBy 3a COOTBeTCTBYIOLLI,Mﬁ nepuos spemeHn.

Mepenaya KaapoBbIX AOKYMEHTOB MOCTOAHHOIO XPaHEHUA B I'OCV,CI,apCTBEHHbIﬁ apXuB, Kak
npasunao0, Npon3BoanUTCA exXxerogHo. B OopraHunsaumax c HebonbWNM 06bEMOM exXerogHo o6pa3y+ou.|,l/|xc;|
KagpoBbIX OOKYMEHTOB NMOCTOAHHOINO XpaHeEHUA O0NYCKAeTCA nepenayvya OOKYMEHTOB OAMH Pa3 B MATb
NneT.

Tema 8. YHETHAA U CNMPABOYHAA AOKYMEHTALUA

8.1. }XypHanbl U KHUTKU NO y4yeTy Kagpos.
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B pabore coTpynHMKa, KOTOpBI OTBeYaeT 3a BEICHHME KaJpOBOTO JAEIONPOU3BOJCTBA, BCET/A
MPUCYTCTBYET NOCTATOYHO OONbIIo 00BeM wHpOpMmanuu. s oTpaxeHHs HHOOPMAINH O IEPeIBIDKEHISIX

COTPYJHHUKOB OPTaHU3ALUH CYIIECTBYIOT CIICIIHANbHBIC KypHAIBl U KHATH TS ydeTa TaKOH HH(OPMAILHH.

Benenue xKypHaIOB ¥ KHUT 110 Y4ETy KaJpOB IO3BOJISET:

OpPraHU30BaTh y4eT KaJpoB;
OTCJIEIUTh NEePeABIDKEHUS IEPCOHANa BHYTPHU OpraHU3alIiHY;

OTCIICANTH JOKYMEHTHI, BEIITAHHBIE COTPYAHUKAM IPEIIPHUITHS TTO]] PACIIHCKY;
CHHU3UTH PECYPCHBIE 3aTPATHI 110 MONCKY HEOOXOIUMBIX TOKYMEHTOB.

OTBeTCTBEHHBIH 3a KaJpoBOe JEIOMPOU3BOICTBO CaM PELIAeT, KAKUEe KHUTU U XKypPHAJbl eMy HYKHO BECTH
B opraHuzanuy. CymecTByeT TOJBKO OJUH AOKYMEHT, KOTOPBIN 00s3aHBI BECTH B KOMITAHHH. TaKUM JOKYMEHTOM
CUNTAeTCAd KHWIA y4eTa IBIKCHUS TPYIOBBIX KHI)KEK M BKIAIBINICH B HUX. 3a HEBEACHHE JAHHOTO JOKYMEHTa
IpexycMOTpeH mTpad), KOTOPHIH MOXKET HAIOKUTh HHCIEKTOp 10 Tpyxy. Cama xxe Gpopma «KHHTH ydeTa IBIOKECHHS
TPYAOBBIX KHIDKEK W BKIIAABIIIEH B HUX» Oblia yTBepxkaeHa 10 oktssops 2004 1. Ne 69 mocranoBnerneM MuHTpyzaa

PO.

Paccmorpum Gonee moapoOHO Bompoc odopmiteHHst KypHana. IlepBoe - ompenenseM pacIioio)XeHHE
CTpPaHUIl: TOPH3OHTAJILHOE WM BEpTHKaJIbHOE. PacronokeHue XypHana OyIeT MHONHOCTBIO 3aBHCETh OT TOTO
KonmmyectBa Tpad, xortopoe Brl xorture Bumers B Bamem Oyaymiem kypHane. Marepuan it M3TOTOBICHUS
JKypHajia MOXeT OBITh COBEPIICHHO Pa3IMYHBIM: OT IPOCTHIX JUCTOB opmata A4 10 CHENHAITBHOW KaHIEISIPCKOH
KHUTH. Ha TUTYIBHOM JMCTe KypHaja MHUIIYT ero HaszpaHue. Ilocie 3TOro OTBETCTBEHHBIN 3a BelEeHHE HaHHOIO
JKypHaJla CTaBUT CBOIO MOATINCH Ha JIMIEBON MM 000POTHOH ero cropoHe. Takke MOXKHO CTaBUTh CBOIO MOZTNCH Ha

Ka)KJJOH CTpaHMIIE WIN HA TTOCIIeTHEH CTpaHHIE KypHaa.

ITotoM paenum >KypHall Ha rpadbl, HyMEpPYeM CTPaHMIbI, NPOLIHYPOBHIBAEM M CKpEIUISieM IeyYaThio.
Crnenyromum 3TanoM HAET BU3HPOBAaHHUE XKypHaaa y PYKOBOAUTENS OTAENA KaJpOB M PYKOBOJUTENs OpraHU3alUH
100 TeHepalbHOTO JUPEKTOpa KOMIIAHMM. BU3MpoBaHME KypHajda OCYLIECTBIISICTCS Ha IOCIEAHEH CTpaHWIe

JKypHaa.

B xypHame 3ampemiaercst JeNiaTh KaKHe-JIAOO  WCIPABICHHS, 3a4YCPKUBAHUS, HCIIOJIH30BAHUE
KOPPEKTHPYIOLICH KUAKOCTH. VIcTpaBiieHUs JydIlle BIUCHIBATH B CHCIUAIBHO MPEIHA3HAYCHHOW JJIs ATOro rpade
noJ; Ha3BaHueM «lIpumedanuey». Eciu B )xypHaiie OTCYTCTBYET JaHHAs rpada, To HCIpaBICHHE JIeTaeM CIICAYIOIIIM
crocoboM: B Tpade ¢ ommOKoi muieM «3amuch 32 HOMEPOM TaKUM-TO HEJAEHCTBHTEIbHA», IMOCIE JTOU 3aIlluCH
IUIIEM HpaBHJ’IBHBIﬁ €€ BapHuaHT. PeKOMeH}lyeTCH IIpU 3alIOJJHCHHUU XXYpHaJia IMOJb30BATHECA TEMHU KE CPCIACTBAMHU

JJIA HaTMUCaHWA, YTO U IPU 3aITOJTHEHUHN TPYAOBBIX KHUKCK.

IToce Toro, Kak Bce CTpaHUIIBI B KypHaJle 3allOJIHEHBI, HA €r0 THTYJHHOM JIUCTE MPOCTABIIACTCS JaTa
OKOHYAHUSI, U TIPOUCXOJNT Cllada ero B apXWB, O 3TOTO JKypHAJ XPaHUTCS TOJBKO B TOJPA3ACICHIUN COTPYIHUKA,
OTBETCTBEHHOIO 3a KaJpOoBOE Jelonpou3BoacTBa. B Tabm. 8.1. mpuBeseHbl CPOKH XpaHEHHUS IHKypHAJIOB,

ycraHoBJIeHHBIE PocapXuBoMm.

Tabauma 8.1.
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Cpoku XxpaHeHHUsl ;KYpPHAJIOB, yCTaHOBJIeHHbIe PocapxuBom

Ha3Banmue :xypHaJia

Cpok xpaHeHust

Kypuansl (kHurH) mnpueMa, nepeMemieHHus (IepeBoja), yBOIbHEHUS 75 met
paboOTHHUKOB

XKypHanb! (KHUTM) ydeTa KOMaHIMPOBOK ¥ BBIAAYM KOMaHIUPOBOYHBIX 5 ner
YAOCTOBEpEHUNI

KypHans!l (KHHTH) ydeTa OTIyCKOB 3 roma

XKypHanbl (KHUTH) ydera JMYHBIX J€J, JIMYHBIX KapTO4eK, TPYIOBBIX 75 ner
JIOTOBOPOB

KHura yuyeTa ABM)KEHHS TPYAOBBIX KHUKEK M BKJIQJIbIIIEH K HUM 50 net

XKypHans! (KHUTH) BBIAAYM CIIPABOK O 3apabOTHOMN Ijare, CTaxke, MecTe 3 roma

paboThI

B 3akimroueHue CTOUT OTMETUTh, YTO B CIIydae BEJECHUS XKypHasla, Ha KOTOPBIM HE pacIpOCTPAHAETCS HU

OAWH M3 BbBIHICICPCUNUCICHHBIX YCTAHOBJICHHBIX CPOKOB, PCIICHUE O €TI0 XpaHCHUU NMPUHUMACT PYKOBOAUTCIIb

KOMIIaHHWH.

Tema 9. OPOPMJIEHUE AKTOB U NO3APABUTE/IbHbIX MUCEM

9.1. Yto TaKoe aKTbI?

AKTBI - 9TO elle OIWH BHJ JOKYMEHTa, KOTOPBIH OTHOCHUTCS K KaTerOpUH YYETHO-CIPABOYHOMN

JIOKYMCHTAITUH.

Axkm - 31O I/IH(I)OpMaL[I/IOHHO'CHpaBO‘IHHﬁ JAOKYMCHT, KOTOpBIﬁ COCTABJIICTCA Il HOATBCPIKACHUA

YCTaHOBIICHHBIX (haKTOB, COOBITHIA WIIH TSHCTBHA.

AKTBI IPUHATO PA3eNATh HA CIEAYIOMINE KaTeTOPHUH.

1) mo conepxanmuio;

2) 1o Ha3HAYCHHUIO.

B cBoro 04Y€pE/ib, BHIICIICPCUNCIICHHBIC KATErOPUHU IIPUHATO Pa3AC/IsATh HA aKThI, B KOTOPBIX OTPAXKCHBI:

HapyIIeHHs PaBU BHYTPEHHETO TPYIO0BOTO PACHOPAIKa;
HapyIIeHUs AUCIMIUINHBI TPYIa;

clavya-mpueMKa;
OTKa3 OT Jauk 00bSICHEHUH N0 (akTy HAPYIICHHS AUCIHUILINHBI,
HCIBITaHus (00pa3oB, CUCTEM, TEXHOJIOTHIA);

pueM-cliaya;

PEBU3MH, UHBEHTAPU3ALHH;

nepenayda-rmpuem;

JUKBUAIUS OPTaHU3alui U JIp.

OTKa3 OT IIOAIINCH, KOTOpHﬁ CBUJCTCIILCTBYCT O3HAKOMJICHUEC C IPUKA30M;
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9.2. NMpoueaypa obopmaeHUs aKTa.

AKTBI BCerjia COCTaBJIIOTCS B MPUCYTCTBUU HECKOJBKUX COTPYAHUKOB, KOTOPBIE BBICTYNAIOT B KaueCTBE
ceunereneii. B manmpHeiimeM Onarogapsi COCTaBICHHOMY aKTy MOTYT OBITh NPHHSATHI PEIICHUS, KOTOPHIE MOTYT
W3MEHUTH XOJ COOBITHH, MOBJIHATH, HA YbIO-THOO KN3Hb. JlOCTATOYHO YacTO aKThl UCIIOJIB3YIOTCS MPU CYAEOHBIX
pasbuparensctBax. Ha ocHoBanmu crateum 230 TK P®, aktel npuema-cliaud JOKyMEHTOB, IIEHHOCTEH, NpHU
MPOBEICHNY MHBEHTapU3alUl U B APYTHUX CIIydasX COCTABIIAIOTCS TOJIBKO CIIELUAIBHO CO3JaHHOM AJSA 3TUX Lienei

KOMUCCHEH.

Camoii pacnpocTpaHEeHHOH NPUYUHOW B OOJACTH COCTaBJICHHS aKTOB SBJISETCS HapyLIEHHE TPYAOBOMH
JUCLUILIMHBI COTPYJHUKOM opraHusanuu. OTMETHM, 4TO B JJAHHOM CIly4ae YCTaHOBJIEHHOH (OpMBI AJIs M3IaHUs
akTa ¢ Takod QopmymupoBkoi HeT. IlosTomy Oymem mpuberatb K HpakTHYECKOW CTOpOHE Bompoca. Mrak,

Haubolee pacopoCTpaHCHHBIM IIPOCTYIIKAM OTHOCST:

MIPOTYJIBL;

. MOSIBIICHHE Ha PabOTe B COCTOSTHUHU OITbSHCHHUS,

. HECBOCBPEMEHHOE BHITIOJHEHUE OO0S3aHHOCTEH, NPEIYCMOTPEHHBIX TPYIOBEIM IOTOBOPOM,
JIOJDKHOCTHOM MHCTPYKLMEH;

. HEKAUYeCTBCHHOC BBITIOJHEHUE OO0SI3aHHOCTEH, TPEIyCMOTPEHHBIX TPYAOBBIM JOTOBOPOM,
JIOJDKHOCTHOM MHCTPYKLMEH;

. HEKayeCTBEHHOE BBIMOJHEHHE PACTIOPSHKEHUMN, MPUKA30B, 3a/laHui pYKOBOJICTBA;

. HECBOEBPEMEHHOE BBHITIOJIHEHUE PACTIOPSKEHHM, MTPUKA30B, 33JaHUN PYKOBOJICTBA.

CprKTypa aKTa O HApYIICHUH JUCHUILUIAHBI TPpYyJa COCTOUT U3 CICAYIOIUX 3JICMEHTOB!

JlaTa, MECTO U BPEMS COCTABIICHHUS,
aBTOP aKTa;

CBHJIETEIIN COCTABJICHUS aKTa,

KOHKpPETHOE YKa3aHHe HapyIIeHUs paOOTHHKA;
npe):[BapHTenLHme 06’I:SICHCHI/IH HapyIHI/ITe.HH;

MMOJIHCH CBUJICTEIICH;

NOAIMHUCH COCTAaBUTCIIA aKTa,

MOJMHUCH PAOOTHHUKA O TOM, YTO OH O3HAKOMIJIEH C aKTOM.

B ClIydac OTKasa pa6OTHI/IKa, COBCPUIMBIICTO MMPOCTYIIOK, CTABUTH CBOXO NOAIIUCH B aKTC 00 03HAKOMJICHUU

C HUM, MBI 0053aTENBHO JIeTIaeM TIOMETKY 00 3ToM (axTe.

Ecmn na pa60Te COTPYAHUK TMOABHUJICA B aJIKOTOJIBHOM WKW HAPKOTUYECKOM ONBAHCHHUH, TO aKT
HC3aMCJINTCIIBHO COCTABJIICTCA B 3TOT XK€ JACHb. O3HaKOMJIEHHE COTpYAHUKA, COBEPIIUBUICTO IIPOCTYIIOK, B

JIaHHOM CUTYyalluu IPOUCXOJUT Ha CIEIYIOIINH 1€Hb.

B ciydae oTkaza gath 00BsICHEHHE B aKTe 00513aTENBHO GUKCUPYEM IPUIHHY, KOTOPYIO O3BYUIJI PaOOTHHUK

(ToueMy OH He 3axX0Tel AeNaTh OOBSICHEHHE).

Ecnu B opraHu3anuu CyniecTByeT yTBEPXKICHHBIA OJaHK sl QUKCAIMK aKTa, TO BCIO MHPOPMAIUIO MbI
(uxcupyem B HeM. JInOO MOKHO HCTIOJB30BATh CIIEITUAIBHBIN OJlaHK opraHu3anuu 1t ohopmieHus akra. [OCT P

6.30-2003 mpeapsIBIsiCT ONpEACICHHBIC TPCOOBAHMS, @ UMCHHO, 0053aTEIPHOC HATMYKE CIICAYIONIMX PEKBU3UTOB:

o Ha3BaHUC OpraHMU3aluu,
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Ha3BaHHE BUIA JOKYMEHTA (CIIOBO «@KT»);

JiaTa ¥ PerucTpalMOHHBIH HOMEp TOKYMEHTa;
MECTO COCTaBIICHUS,;

3aroJIOBOK K TeKCTy (Ha3BaHHE aKTa);

HO/IIIHCH;

B HEOOXOIUMEBIX CITydasx - Tpu( yTBEpKICHUS.

3arojioBoOK JAOJIKEH COTJIAaCOBBIBATHECA CO CJIOBOM «aKT» W CTOATH B POAUTEIBHOM WIN HPEATIONKHOM

nmagexe.

OO0s3aTE€NBHO B aKTE YKa3bIBAIOT KOJMYECTBO COCTABJICHHBIX 3K3EMIULIPOB M, €CIH €CTh, (DUKCHPYIOT

MPUIIOKEHUS K aKTYy.

Ecmm akt noANnrCaH BCEMH yYaCTHUKAMHU CO6BITI/I$[, TO OH BCTYIACT B CHJIy C MOMCHTA €ro NOAINMMNCAHUA
BCCMHU 3aUHTCPCCOBAHHBIMU JIMLAMMU. B ClIyqac Hecorjacus KOFO'J’II/I60, JACIacTCd Ha aKT€ OTMCETKa O €ro

OTHOIICHUH, TIOTOM UM CTABUTCA MNOANUCH, U AKT BCTYIIACT B CUITY.

9.3. OpopmneHune nos3gpaBuTeNbHbIX TUCEM.

Ogopmnenue no3opagumenbHvIX RnUcem - HTO eIIe OAHA TPHUATHAS W XIIOMOTHAas OOS3aHHOCTh
COTPYAHUKOB OTejia Mo paboTe ¢ MepCOHAIOM WIIM IPYTroro COTpYAHHMKA OpraHM3allui, OTBETCTBEHHOTO 3a JaHHOE

HalpaBJICHUEC.

IlozgpaButenpHble NHCbMA  SBIAIOTCS  HEOTHEMIIEMOM 4YacThIO  JIEJIOBOM  IEPENMCKH, KOTOPYIO
OCYIIECTBIISIET Ta WM WHAas opranu3aius. OObIYHO OHHM HAIIPaBJICHbl TAKUM aJipecaTraM, Kak pyKOBOZICTBO JAPYTOi
opranu3aiyy. [losToMy ux cocraBieHue TpedyeT 0coboro Mmojaxoja, TIAaTeabHOro BHUMaHuA. I[lomumo 3Toro BO
BHYTPEHHEH KOPIOPAaTUBHOM KYJIbTYPE TAKKE IPHUHATO IPU INOMOIIM MO3APABUTEIbHBIX OTKPBITOK IO3APABIATh

CBOUX KOJUICT, PyKOBOACTBO KOMIIAHUU C Ba’)KHBIMH TTOJIOKHUTEIIbHBIMU COOBITHSMH B UX JKH3HU.

OOBIYHO MO3JpaBUTENBHBIE MHChMa TNHUIYTCS B CBOOOMHOH ¢Gopme M B HeOOJBLIOM OOBEME.
[To3npaBuTenbHbIE OTKPHITKH HEOOXOAMMO O(OPMIATE Ha Oymare, Te INPOCTABIECHBI PEKBU3UTHI KOMIIAHHUH.

OdopMuB OTKPBITKY Ha (UPMEHHOM OJIaHKE, YKA3bIBAIOT CIIEAYIONIYI0 HH)OPMAILHUIO:

. HaMMEHOBAHUE OPTraHU3aIINH;

. CIPaBOYHBIC TAHHBIC O OpraHW3aluu (FOPUIUYECKUH anpec, TenedoH, pakc, aapec MEKTPOHHON
MOYTHl M MHTEPHET-CAlTa);

. OKTIO (xox opranuzanun);

OPT'H (ocHOBHOI1 rocy1apCTBEHHBIH PErHCTPALIMOHHBIN HOMED);

WHH/KIIII (vearBUAYyaTEHBIA HOMEp HAOTOILIATEBITIKA/KOJT IIPUYHNHBI/TIOCTAHOBKH Ha YUET);
Hary;

ajzipecata (OpraHu3aIyIo WK IPAKIAHIHA, KOMY MTPEeIHa3HauYeHO MTUChMO);

MOANUCH pyKoBoauTeNs Bamieit opranuzanuu.

OOBIYHO NO3APAaBUTCIIbHBIC MUCbMA HE MIPUHATO PETUCTPUPOBATD.

HO3L[paBI/ITeJ'ILHy}O OTKPBLITKY, JIYy4IlIC 3aKa3aTb B AarcHTCTBC, CHCHUATMIUPYIOMICMCS Ha HU3rOTOBJICHUU
OKCKJIFO3UBHBIX MOAAPOYHBIX OTKPBITOK. Taxum 06pa30M, OTa OTKPbITKAa MOCIYXHUT CBOCro poJa peKnaMoﬁ
kommanuu. Camo O3ApaBJICHUE JTOJIKHO OBITh HAIHCAHO Oq)I/IHI/IaHI)HBIM CTHUJIEM, B KOTOPOM IIPOCIICKHUBAIOTCA

HOTKH UCKPECHHOCTHU U TCTIJIOTHI TTOKEJTaHHH.
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Hanmcates TekcT mo3ApaBiieHHS Jydlle OT WEpBOTO JIMIA MHOXKECTBEHHOTO 4YHCIa (Hampumep,

«II03IPABIIIeM») JTUO0 OT IIEPBOTO JIMIA SANHCTBEHHOTO YUCIIa (HAIIPUMED, (OKETIAI0»).

Ecu MO3apaBJICHUC aAPECOBAHO KOJUICKTHUBY, TO «BbD» NUIIEM C MaJIeHbKOI 6yKBLI. B cjIydae aapecanumn

COOOIIeHNS OJTHOMY 4eJI0BeKyY «BbI» muieM ¢ 00IbIIoi OyKBHI.

B camom Hauane nuceMa He 336yﬂLTe HalmrCaTb BCTYNUTCIIBHOC CJIOBO.

Ecnu xe Hamo NMOo3ApaBUTh KOJUJICT BHYTpPU OpTraHU3allvu, 00BIYHO npn6era10T K 3J'IeKTpOHHOﬁ pacChblIKE

MO3APaBUTECJIIbHBIX TUCEM.
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