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1. HACHHOPT ®OHJJA OHEHOYHbBIX CPEIACTB

1.1. Ob6sacTb NpUMEeHEHU s

®onx oneHouyHsix cpeacts (POC) — HeoTheMiieMass dYacTh paboueit
IpOrpaMMbl  JUCHUIUIMHBL  «J[OKYyMEHTHpOBAaHUE  KaJpOBOW  CHUCTEMBI» U
MpeaHa3HaYeH JJI KOHTPOJIS U OLUEHKH 00pa30BATEIbHBIX JTOCTHUKEHUH CTYAECHTOB,
OCBOMUBIIHX IPOrPAMMY JUCHUTIIHHBIL.

1.2. Ileau u 3aga4u (pOH/Ia OLICHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHSI MOATOTOBKM OOYyYaroIIErocs
tpeboBanusam PI'OC BO OakanaBpuaT MO HampaBieHUIO NOAroToBKH 46.03.02
JIOKyMEHTOBE/IEHHE U apXUBOBEACHHUE, YTBEP)KIEHHBIM MpPUKa30M MUHHUCTEPCTBA
HayKu M BeIcuiero oopasoBanusi Poccuiickoit ®enepanuu ot 29.10.2020 Ne 1343 or
(c wu3MeHeHusMu W jJomnoiHeHusiMu) U [IpodeccuoHanbHBIM  CTaHAAPTOM
«Cnenuanuct MO OpPraHM3allMOHHOMY U JOKYMEHTAIIMOHHOMY OOEeCIEeYeHUIO
yIpaBlieHUs OpraHu3anueny», yrBepkaeHHbIM [Ipukazom MunHuctepcTBa Tpyaa u
COLMAIIBHOU 3alUTHI Poccuiickon denepaunu «O6 YTBEPKIACHUHU
npodeccruonanpHoro crangapta» ot 15 urons 2020 1. Ne 333H; [IpodeccrnonanbHbIM
cragaaproM «Crnenuanuct 1O YNpPaBICHUIO JOKyMEHTAIlMel OpraHu3aiumn,
yTBepKaeHHbIM [Ipukasom MuHucrepcTBa Tpyla M COLMAIBHONW  3aLIUTHI
Poccuiickoit ®enepannn «O0 yTBepkAeHUH MPO(ECCHOHATBHOrO cTanaapTa» ot 10
mas 2017 1. Ne 416n; IlpodeccuonHanbHbM cTaHAapTOM «CHEIUATUCT apXUBay,
yTBepkaeHHbIM [Ipukasom MuHucrepcTBa Tpyna M COLUAIBHOW  3aLIUTHI
Poccuiickoit ®enepaumn «O0 yTBepkKAeHUN NPO(dECCHOHAIBHOIO CTaHAapTa» oT 18
mapta 2021 r. Ne 140m.

1.3. Ilepeyenr koMmeTeHU M, (PopMUPYeMBIX B Ipolecce OCBOEHUSA
OCHOBHOM 00pa30BaTe/IbHOI MPOrPaMMBbI

[Ipouiecc ocBoeHMST AUCIUIUIMHBI HANpaBlIeH Ha (OPMHUPOBAHUE CIEAYIOIIUX
KOMIETEHIIUWA U UHIUKATOPOB UX TOCTUKEHUS:

Kox mo ®I'OC BO | HNHaukaTop 10CTHKEHUA

[TpodeccronanbHbie

ITK-1. [1IK-1.5. Pacnpenenser QyHKIUU U BOMPOCHI
Crnioco0eH K opraHu3aiiy JOKyMEHTUPOBAHUS | IEATEIbHOCTH KAJAPOBOM CHUCTEMBI MEXKIY
yIpaBJICHUYECKON JIESITEIbBHOCTH B | CTPYKTYPHBIMHU Moipa3ieieHUsIMU
OpraHu3alu OpraHu3alumn

1.4. Dranbl popMupoBaHUS KOMIETEHIMH M CPeICTBA OLEHUBAHMS
YPOBHSA UX C)OPMHUPOBAHHOCTH

KoHTpo/IbHO-0LICHOYHBIE

Jransl popmupoBanusa komnereHuui | Komnerenuun
cpeacTsa / cnocod olleHMBAHUSA

TeopeTHuko-1paBoBbIC U HOPMATUBHBIC IK-1 BeicTyruieHre Ha TMPaKTHYECKHX
OCHOBBI JJOKyMEHTAIIHOHHOTO 3aHSTHAX, YCTHBIN OTIPOC
o0ecrieueHus yrpaBJIeHHUs

Crangaptuzanyst u yHU(DUKAIHS IK-1 BeicTyruieHre Ha MPakTHYECKHX

ACIOIMPOU3BOACTBA 3aHATHUAX, YCTHLIﬁ O1pocC




Opranuzanus ciryxO0bl IIK-1 BeicTymuieHre Ha IIPaKTUYECKHX
JOKYMEHTAllMOHHOT O 00ecieueHus 3aHSTUSIX, YCTHBIN OIPOC
YIPABJICHUS
CoBpemennoe  3akoHojatenpHoe — u | [IK-1 BricTymuieHre Ha IPaKTUYECKHUX
HOPMAaTUBHO-METOANYECKOE 3aHSTUSIX, YCTHBIN OMPOC
obecrnieueHne B chepe
JOKYMEHTAI[MOHHOTO obecrieyeHust
yIpaBJeHUs] U apXUBHOIO Jeia
JIOKyMEHTBI OTYETHOCTHU n | [IK-1 BricTymuieHre Ha IPaKTHUYECKHX
IIaHupoBaHus padoThl ciayx0b1 JIOVY. 3aHATUAX, YCTHBIM ONPOC
WHcTpyKimu no BujaM AeATeIbHOCTU
CtpykTypa TOKyMEHTA. [IK-1 BricTymiieHne Ha MPaKTUYECKHX
YuudunuposanHas Gopma JOKyMeHTa. 3aHSTHSIX, YCTHBIN OTPOC
TpeboBanus K 0POPMIIEHUIO PEKBU3UTOB
1 OJIAHKOB CITY’KEOHBIX TOKYMEHTOB
Cucremsbl noxkymenrtanuu. Tpedosanus k | I1K-1 BricTymuieHre Ha IPaKTHUYECKHX
0(pOPMIIEHHIO PA3IMYHBIX CIIYKEOHBIX 3aHSTHSIX, YCTHBIN OMPOC
JIOKYMEHTOB
CocraBiieHHE TEKCTOB JIETOBBIX I1K-1 BeIcTyIuleHHE Ha NPaKTUYECKHX
JIOKYMEHTOB 3aHATHUSX, YCTHBIN ONPOC
Texnonoruu paboThl C TOKyMEHTaMU I1K-1 BeIcTyruleHHE Ha NPaKTUYECKHX
3aHATHUAX, YCTHBIA OIPOC
Konduaenmuanpaoe nenonpoussoactso | IMK-1 BricTyryieHHe Ha NPaKTHYECKUX
3aHATUSX, YCTHBIN OMPOC
Opranm3anus padoThl C MUChbMEHHBIMHU ITK-1 BricTyryieHne Ha NPaKTHYECKUX
oOpallleHusIMHU TpaxaaH 3aHATHUAX, YCTHBIA ONPOC
CucreMa opraHu3alMOHHO- ITK-1 BreicTyryieHne Ha NPaKTHYECKUX
pacnopsiANTENIBHON JOKYMEHTALIMU 3aHATHUAX, YCTHBIA ONPOC
Ocob6enHocTr HHPOPMAITMOHHO- ITK-1 BreicTyryieHne Ha NpaKTHYECKUX
CIPaBOYHBIX JIOKYMEHTOB 3aHATHUAX, YCTHBIA ONPOC
JlenoBoe MUCbMO KaK OCHOBHOM BHJ] ITK-1 BreicTyrieHne Ha NpPakTHYECKUX
MIEPENUCKH 3aHATHUSAX, YCTHBIA ONPOC
OcHOBHBIE JOKYMEHTHI KoJuieruanbubix | I1K-1 BreicTyrieHne Ha TPaKTUYECKHUX
OpraHoB 3aHATHUSAX, YCTHBIA ONPOC
Opranu3anus J0KyMeHTO000poTa ITK-1 BreicTyryieHne Ha NpPakTHYECKUX
OpraHu3alu 3aHATHUAX, YCTHBIA ONPOC
Texkymas arrecranus ITK-1 KontposbHas padora
IIpomeskyTOYHAA aTTeCTALMS I1K-1 DK3aMeH

1.5. Onucanue noka3areJieii opMHUPOBAHNS KOMIIETEHIHI1

Kon komMnerenumnu PesyibTaThl cHhOPMHPOBAHHOCTH

I1K-1 3HaeT: OCHOBBI KaJpOBOM MOJIMTUKU OPraHU3allMU; OCHOBBI Pa3pabOTKH
U pealn3aliy KOHLEMIUH YIPaBJIEHUs epCOHAIoOM, (OPMHUPOBAHUS U
UCIIOJIb30BAaHUSI  TPYAOBOTO INOTEHLMANa W  HHTEIUIEKTYalbHOTO
KanmuTaja OpraHu3alMd M OTAEIbHOTO  pabOTHHMKA;  OCHOBBI
CTPaTErMueCcKOro yInpaBJICHUs IEPCOHATIOM.

VYmeer: CocTaBisiTh U 0GOPMIIATH JTOKYMEHTHI OTpa)karollue Mpolecc
pean3any KaJpoBOH NOJUTHUKU OpraHN3alHH.

Brnaneer: HaBpixkamu OpraHu3anuu " OCYILIECTBIIECHUS
JOKYMEHTAIIMOHHOTO  COTPOBOXKJIEHUS TPOILIECCOB  pa3pabOTKU U
peanu3any  KagpoBOW TMOJMTUKU OpraHu3aluu, (GopMUPOBaHUS U
VCIIOJIb30BAHUS TPYJOBOIO MOTEHIMANIA, & TAK)KE HMHTEIUIEKTYaJIbHOTO




KamnmuTajga OpPraHu3alud U OTIEIBHOTO PabOTHHKA B COOTBETCTBUU C
KOHIICNIIMEHN yIIpaBJIeHUs IEPCOHAIOM OpraHU3AINH.

1.6. Kpurepum oueHuBaHMS KOMIIETEHIHI HAa Ppa3HbIX 3Tamax MXx
(popmupoBanus

KoimmnuecTBo
Bua yueOHo# paGoThl 0aJI0B
0P0 300

BrinonHenue u 3anura npakTHYECKUX padoT 64 48
KoHnTposabHas paborta 6 15
KoHTposb camocTosTenbHOM paboThl 5 10
Y CTHBIN 3K3aMEH 25 27
Bcero 100

HaxkonureanHas cucteMa ouneHuBanuda nmo 100-0aaabHOM HIKaJIe

YeT1oipexdanibHas Cucrema
100-6annbHas | ByxkBenHnas mkaJa, coorsercTyomas 100-
cucTeMa OLIEHHBAHUS . OLIEHUBAHUS
KaJjga 0a/TBbHOI mIKasTe
JK3aMeHa 3ayeTa
OTnuuHO 90-100 A — OTJIMYHO — TEOPETUIECKOE COMIePIKaHNE

Kypca OCBOEHO TOJTHOCTHIO, O3 Ipo0eIios;
HE00XO0/IMMbIe MPAKTHYECKUE HABBIKU PabOThI
C OCBOCHHBIM MaTepPHAIIOM C(OPMHUPOBAHBI;
BCE MPEyCMOTPEHHBIE IPOrPaMMOii
o0y4yeHus1 yaeOHbIC 3aJaHNS BBIIIOTHEHBL,
Ka4eCTBO UX BBIIOJIHEHHUS OLIEHEHO YHCIIOM
6ayu10B, OIM3KHM K MAaKCUMAJIBHOMY

Xopouo 83-89 B — oueHp XOPOIIO — TEOPETUYECKOE
COZIep)KaHHe Kypca OCBOEHO IIOHOCTRIO, 0e3
po0enoB; HeOOXOMMBbIE TPAKTUIECKHE
HaBBIKH Pa0OTHI C OCBOGHHBIM MaTepUaioM B
OCHOBHOM c(hOpPMHPOBAHBI; BCE
MpeycMOTPEHHBIE TIPOrpaMMoi 00yUJeHUS
yueOHBIC 3aJaHUs BBITIOTHEHBI, KAUECTBO
BBINOTHEHUS OOJBIIMHCTBA U3 HUX OLIEHEHO
YHUCIIOM 0aJUIOB, ONM3KUM K MAKCHMAJIbHOMY

Xopomio 75-82 C — XOpOI1I0 — TEOPETUUECKOE COEPIKaHNE
Kypca OCBOEHO TOJTHOCTBIO; HEKOTOPBIE
MPaKTUYECKUE HABBIKU PpabOThI C OCBOCHHBIM
MaTepHaioM c()OPMHPOBAHBI HEIOCTATOYHO; 3auTeHo
BCE MPEAYCMOTPEHHbIE IPOrPaMMOH
o0y4eHus1 yaeOHbIe 3aJaHNS BBIIOTHEHBL,
Ka4eCTBO BBINOJHEHHUS HU OJJHOTO U3 HUX HE
OLICHEHO MHHUMAJIbHBIM YHCIIOM 0aJuIoB,
HEKOTOPBIE BU/bI 33/1aHUH BBITIOTHEHBI C
OLINOKaMH

Y I0BIETBOPUTEIBHO 63-74 D — ynoBneTBopHuTENBEHO — TEOPETHIECKOE
COZIepKaHNE Kypca OCBOCHO YaCTUYHO, HO
po0Oesbl He HOCAT CYIECTBEHHOTO
XapakTepa; HeoOXOJMbIE TPAKTHIECKHE
HaBBIKK paOOTHI C OCBOCHHBIM MaTEPHAJIOM B
OCHOBHOM C(hOpPMHUPOBAHEI; OOJIBITHHCTBO
MPELyCMOTPEHHBIX TPOrPaMMOi 00ydIeHUs
y4eOHBIX 3aJaHUH BBITIOIHEHO, HEKOTOPHIE 13
BBINTOJTHEHHBIX 3a/IaHUH COJeprKaT OUIHOKH

Y I0BIETBOPUTEIBHO 50-62 E — mocpencTBeHHO — TeOpeTHUECKOE
COJEpKAHNE Kypca OCBOEHO YaCTUYHO;
HEKOTOPBIE MMPAKTUYECKUE HABBIKM PAOOTHI HE
c(OpMHUPOBAHBI, MHOTHE MIPEAYCMOTPEHHbIE
y4eOHOH mporpaMMoii 00y4eHust yaeOHbIe




3alaHus HC BBITIOJIHCHBI 1100 Ka4eCTBO
BBITIOJIHCHHBIX HEKOTOPBIX U3 HUX OLICHCHO
YHUCJIIOM 6aJ'IJ'IOB, OJIM3KHM K MHWHUMAJIIBHOMY

HeynoBnerBopurenbsno 21-49 FX — HeyIOBIETBOPUTEIHHO — TEOPETUUECKOE
COZIepKaHne Kypca OCBOCHO YaCTUYHO;
HEOOXOTUMBIC MPAKTHUYCCKIEC HABBIKH PaOOTHI
C OCBOCHHBIM MaTepHajIoM He
c(hOpMHPOBAHEL; OONBITHHCTBO
MPEAYCMOTPEHHBIX YU4eOHOH MporpaMmoi
00y4yeHHs y4eOHBIX 3a/IaHUI HE BBITOJTHEHO
00 KaYyeCTBO UX BBITIOJHECHUS OIICHEHO
YHUCIIOM 0aJUIOB, OJIM3KUM K MUHUMAIEHOMY;
TIPY JOTIOTHUTEIIFHO CAMOCTOSTEIILHOMN
paboTe HaJl MaTepraIoM Kypca BO3MOXKHO
MOBBINICHUE KAYECTBA BHIMOJHEHUS YICOHBIX
3a/1aHui

He 3aureno

HeynosnerBopurenbHo 0-20 F — Hey1oBIEeTBOPUTETHHO — TEOPETUIECKOE
COZIep)KaHue Kypca He OCBOCHO;
HEeo0X0/IMMBbIe MPAKTHYECKUE HABBIKU PaOOTHI
He c()OPMHUPOBAHBI; BCE BHITIOIHEHHBIE
yueOHbIe 3aJJaHus COIEPIKAT IPYObIe OIINOKH;
JIOTIOJIHUTEINIbHAs CAMOCTOsITENIbHAs paboTta
HaJl MaTeprajoM Kypca He IPUBEET K
KaKOMY-JIN0O 3HAYMMOMY TTOBBIIIEHHIO
Ka4yeCTBa BBITIOJITHECHU A y‘-le6HbIX 3aﬂaHHﬁ

2. KOHTPOJIBHO-OIEHOYHBIE CPEACTBA

2.1. OueHouYHBIE CPEACTBA TEKYIEr0 KOHTPOJIsSI (THIIOBBIE)
Bomnpocsl 1151 yCTHOT0 onpoca:

VYrhpaBineHne MEepcoHAIOM KaK »dJIEMEHT W MEXaHU3M OpraHu3aluu U
peam3aluud TOCyJapCTBEHHOM KaApOBOW NONUTHKH. [IpaBoBble M HOpMaTHUBHBIC
OCHOBBI ~OOECIEYeHHUsS] YMPaBICHUS TMEPCOHAIOM TOCYJApPCTBEHHON  CIYKOBI;
MEXaHHM3M KaJ[pOBOTO IUIAHUPOBAHUS B OpraHax rocyaapcrBeHHou Bractu. OTOop u
pUEM COTPYIHUKOB Ha TOCYIApCTBEHHYIO ciyx)0y. OdopmiieHne TOKYMEHTOB IO
JUYHOMY COCTaBy; TPYAOBas KHUXKKA: MOPSAOK BEACHUS, y4€Ta W XpaHEHUs,
odopmieHHE TTpHeMa Ha paboTy; TPYJAOBbIE OTHOIICHHS U TOKYMEHTHI 110 NEPCOHAIY
B IepuoJ paboTel B opranm3aiuu. Kaaposas Texnonorus: popMupoBaHue pe3epBa Ha
rOCy/IapCTBEHHON Tpa)xxaaHCKol ciyx0e. HopMaTuBHOE TpaBOBOE pETyIMpOBaHUE
dbopMupoBaHUS KAAPOBOTO pe3epBa; TOJOXKEHHE O KaapoBOM pe3epBe Ha
denepanbHOl TPaXKTaHCKOW Clyk0€; yCcTaHaBIMBAIOIIee MOPSIOK (HOPMHUPOBAHMS
denepanbHOTO  KaJApOBOTO pe3epBa M KaIpoBOro pe3epBa  (pemepaibHOTo
rOCYJapCTBEHHOTO OpraHa u paboTshl ¢ HUMHU. KaapoBwlil pe3epB yIpaBICHUECKUX
KaJpoB B oOpraHax BiacTu. lloaroroBka pes3epBa yNpaBICHUECKHX KaJpOB Ha
rOCYy/IapCTBEHHON TPa)kKIaHCKOW CIIy»)0€ Kak MpoIecc, HANPABJICHHBIA HA Pa3BUTHE
KauecTB M CIIOCOOHOCTEH KaHauAaToB; ()OPMBI MOATOTOBKHU JIHI], BKIIOUYEHHBIX B
pe3EPB YIIPABICHYECKUX KAAPOB.



2.2. OueHo4YHbIE CPeICTBA I POMEKYTOYHOM aTTecTalun (IK3aMeH)

Bonpocsl 11l MpoBeieHNs IK3aMeHa:
JlokyMeHTalMOHHAasl OpraHu3alys YIpaBICHHUS.
HopmartusHo-mMetoanueckas 6a3za KJIII B opranuzamum.

OcHOBHbBIE MTPaBUJIa COCTABJICHUS JOKYMEHTOB.

TpeboBanus k opopmiiennto 1okymMenToB 1o 'OCTy P 6.30-2003.
Peructpanuonnsie GOpMBI: TOHSATUE, CYIITHOCTD.

KypHansl peructpaiuu KaapoBoi TOKyMEHTAIUH.

Bunst u popMmbl 3asiBIEeHUN.

HomeHnknatypa nen, Cpoku XpaHeHHs KaJIpOBOM JOKYMEHTAIINH.

0. dopmupoBanue u BeneHue jaen. CocTaBiIeHUE HOMEHKIATYPhI JICII.

10. Buasl npukazoB. OcobeHHocTH OdoOpMIIeHHE, BU3HPOBAaHUSA W
pEerucTpaIuu NpuKa3oB Mo JUYHOMY COCTaBY.

11. Beigaya cnpaBOK, KOMHM JOKYMEHTOB, CO3/TaHUE BBIMMCKUA U3 TIPUKa3a.

12.  Bunbl u ¢Gopmbl 3asBICHHN O MpueMe Ha paboTy, NepeMelleHUH,
nepeBojie, YBOJbHEHUH, TTPEIOCTABICHUHU OTITYCKa.

13.  JIoKyMEHTHlI, HE HoJJIeKallue pETrUCTpaLuy; moJijIe Kalme
YTBEPKACHUIO; 3aBEPSICMbIC TIEYATHIO.

14. TlepedyeHb THUMOBBIX YMPABICHUYCCKUX JOKYMEHTOB, OOpa3yloIIUXCS B
NEeATEIbHOCTU OpraHu3alilii, C yKa3aHHEM CPOKOB XPaHEHUS.

15. BHyTpeHHsIs1 ONUCH JOKYMEHTOB €IMHUILl XPAHCHMUSI.

16. IlpaBuna cocTaBiieHHWS akTOB. AKTbl O IIpueMme-liepenade mAeia, O
BBIJICJICHUU JTOKYMEHTOB. AKThI O MpHEeMe-Nepeaade J1ell, O BbIICICHUH JOKYMEHTOB
K YHUUYTOKEHUIO.

17.  Uenu, 3amaun JTOKAJbHBIX HOPMATUBHBIX AKTOB. 3HAYEHHUE JOKAJIbHBIX
HOPMATHBHBIX aKTOB B JACSATEIHHOCTHA OPTaHU3AIMHN U KaJAPOBOM CIIYKOBI.

18.  Bwujapbl 10KaqbHBIX HOPMATUBHBIX AKTOB.

19. [IlpaBuna BHYTpeHHEro TpyJoBoro pacmnopsaka (odopmienue,
CTPYKTYypa, COAEpKaHUE, yTBEPKICHUE).

20. TIlomoxenme O TEPCOHATBHBIX JaHHBIX (0odopMIIeHHE, CTPYKTYpa,
CoJiepKaHNe, YTBEPKIECHUE).

21. IlrTatHOe pacnucanue (COCTaBJICHUE, YTBEPKICHHUE).

22.  TI'paduk oTImycKoB (COCTaBICHUE, YTBEPKIACHUE).

23.  JomkHocTHas WHCTpyKuus (oopmieHue, CTPYKTypa, COJepKaHHE,
YTBEPKICHUE).

24. Tlomoxenue o0 ormyckax (ogopMIIeHHE, CTPYKTypa, COJepKaHue,
YTBEPKICHUE).

25. IratHOe pacnucaHue: MOHITHE, CYIIHOCTD.

26. Crpykrypa u mITaTHasi YUCIECHHOCTh MepCoHaa.

27. IlratHoe pacniucanue: YHudunupoanHas ¢popma Ne T-3.

28. CocraBiieHUE, U3MEHEHNE IITATHOTO PACIUCAHUSI.

29. MH3paHue MpUKa3oB O MITATHOM PACIHCAHUU: O BHECEHHM W3MEHEHUN B
ITATHOE pacnucaHue, 00 YTBEPKICHUH IITATHOTO PACIUCAHUS.

XN =



30. HopmatuBHO-ipaBoBasi 0a3a, periiaMeHTUpyllas padoTy KaapoBOu

CITY>KOBI.
31. TpynoBoe 3aKOHOJATEIBCTBO.
32. Hossie TpeOOBaHUS K KaJpOBOMY JEJI0IIPOU3BOICTBY,

npeaycMoTpeHHble  TpynoBbIM  kojaekcoM P®, B cBsi3M ¢ 0043aTEIBHOCTHIO
JOKYMEHTHPOBaHUS pabOThI C EPCOHATIOM.

33.  OTBETCTBEHHOCTH 3a HapyuieHue TpyaoBoro koaekca PO.

34. Odopmienue u BeieHHE TPYIOBbIX KHIDKEK PAOOTHUKOB.

35. HopwmartuBHbIe akThl B cpepe 0hopMIIEHUS TPYIOBBIX KHIKEK.

36. 3aKOHOJATENIbHBIE OCHOBBI BEJICHUS TPYJIOBBIX KHUKEK.

37. OTBETCTBEHHOCTbh PYKOBOAMTEIS OPraHU3alMU U JIOJDKHOCTHBIX JIUIL 3a
HapyIIeHUS B OPsAJIKE pabOThl U OPOPMIIEHUS TPYAOBON KHIKKH.

38. ®opma TpynoBol KHIKKU. PopMa BKJIaAbIIIAa B TPYAOBYIO KHIXKKY.
Onpenenenue NOITUHHOCTH.

39. Tlopsanok npuoOpereHus U yuera 0JIaHKOB TPYAOBBIX KHUKEK.

40. YuHuuTOXEeHHE OJAaHKOB TPYIOBBIX KHMXKEK. AKT O CIMCAaHUU OJIAHKOB
TPYJOBBIX.

41. YHuUYTOXEHHE OJAaHKOB TPYJOBBIX KHMKEK. AKT O CHUCAaHUU OJIaHKOB
TPYJOBBIX KHIKEK U OJJAHKOB BKJIAJIBIIIEH K HUM.

42. Tlopsaok ohopmileHUs )KYPHAJIOB IO yYeTy JBUKEHUSI OJAHKOB. YUeT U
XpaHEHUE TPYJIOBbIX KHIKEK.

43.  OdopmiieHHe TUTYIBHOTO JINCTA TPYAOBBIX KHUKEK.

44, BaeceHue 3anucel B TPYAOBYHO KHUXKY TIpH TIpueMe Ha pabory, o
cimy0e B apMuu, 00 yueoe.

45. BHeceHuWe HM3MEHEHMH B TPYJOBYIO KHUJKKY B CBS3U C II€PEBOJIOM,
NEPEMMEHOBAHUEM KOMIAaHUU, OT/AEINA, T0HKHOCTH.

46. BHeceHue cBeACHUM B TPYIAOBYIO KHIKKY O HarpaxJIeHUH W
MOOLIPEHUMU.

47.  Tlopsimok pabOTHI ¢ TPYAOBON KHMKKOM MPH YBOJIBHEHUH COTPYTHUKA.

48. OdopmiieHre BKIAIBIIICH U TyOJIMKATOB TPYAOBBIX KHUKEK.

49. Buabl 1 OACYET TPYAOBOTO CTaxa.

50. OdopmieHre TUCTKOB HETPYIOCITOCOOHOCTH.

51. Cucrematuzanus W OpraHu3anys TEKYyLIEro XpaHEHUs KaJgpOBOMU

JOKYMEHTAIIHH.
52. Ilpuem Ha paboty. OpopMieHUE U PETUCTpPalldi JOKYMEHTOB O MpUeMe
Ha pabory.

53.  JlokymMeHTBI, HEOOXOAMMBIC TSl IprueMa pabOTHHUKA.

54. JIOKyMEHTbI, ¢ KOTOPHIMHM HEOOXOJAMMO O3HAKOMUTh PAOOTHUKA MpHU
MIpUEME.

55. Ilpumepnas hopma Tpym0BOTO JOTOBOPA.

56. JIuunas kapTouka pabOTHHKA, ODOPMIIEHHUE KAPTOUKH.

57. JluuHoe peno paOOTHUKa, MpaBuia (GOPMUPOBAHUS U BEIACHUS JTUUHBIX
JIeJ1, COCTaBJICHUE OMKUCH JIMYHOTO e,

58.  OdopmieHne IepeBoIOB.

59. IlepeBon Ha Apyryro MOCTOSHHYIO padoTy.



60. BpeMmeHHblli TEpeBOJ, B CBSA3M C pPa3IU4YHBIMU OOCTOSITEIBCTBAMHU
(IpOM3BOACTBEHHOM HEOOXOAUMOCThIO, MEAUIIMHCKUM 3aKIIOUCHUEM U 1. ).

61. IlpumepHbie POpMbI MUCBMEHHOrO corjacus padOTHUKA Ha MEPEeBOJ Ha
Ipyryto (BpeMeHHy10) pabory, TpeOyromywo Oojee HU3KONW KBadu(UKaIUU,
yBEAOMJICHUsI pa0OTHHKA 00 W3MEHEHMHM CYIIECTBEHHBIX YCIOBUN TPYIOBOIO
JI0TOBOPA; MUCbMEHHOTO MPEAJIOKEHUS paOOTHUKY MHOU pabOThI U Ip. JOKYMEHTHI.

62. VYdeT OTIIyCKOB.

63. OdopmieHnue oT3bIBa U3 OTIYCKa, IEpPEHOCa OTIyCKa, pa3jeicHus
OTITyCKa.

64.  JIoKyMeHTHI [0 AMCHMIUIMHAPHBIM B3bICKAHUSIM. YUEeT B3bICKAHHM.

65. Yuer paGodero BpeMEeHH U pacyeT OIIaThl Tpy/a.

66. IlpaBuna BeneHus Tabens yyeta paboyero BpEeMEHHM U pacdeTa OIIaThl
TpyAna.

67. Cuyxebnas koManaupoBka. OpopmiieHre KOMaHIUPOBOK.

68. TpymoBoit crax. PabGora ¢  KkapToTekol  pabOTHHKOB  TIO
NPOJOJKUTEIBHOCTA ~ CTa)ka JJIl  BBIIUIATBl  TOJIOBOTO  BO3HATPaXACHHUS U
o opMIIEHUS JTHCTKA HETPYAOCIIOCOOHOCTH.

69. Bounckuit yuer. Ilonmoxxenne o BouHCKOM yueTe. WHCTpykiusi 1o
BEJICHUIO BOMHCKOIO Y4YeTa B OpraHu3alusX.

70. YBonpHeHue paboOTHUKOB. (OCHOBAaHMS PACTOPXKEHHUSI  TPYAOBOIO
JI0TOBOPA.



