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1. HACHHOPT ®OHJIA OIIEHOYHBIX CPEJACTB

1.1. Ob61acTh NpUMEHEHUSs

®onx ouneHouneix cpeacts (P®OC) — Heorbemiiemass dYacTh paboueit
IpOrpaMMbl  JUCHUIUIMHBL  «J{OKYyMEHTHpOBaHHME  KaJpOBOM  CHCTEMB» WU
MpeaHa3HaYeH JUIsl KOHTPOJS M OLICHKM 0Opa30BaTeNbHBIX JOCTHKEHUN CTYAEHTOB,
OCBOHUBIIHX MPOrPAMMY JUCHUTUIUHBIL.

1.2. llesan n 3a0aum GOHAA OLIEHOYHBIX CPEJCTB

Henp ®OC — yCcTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKU OOYy4YaromIerocs
tpeboBanusasm PI'OC BO wmarucrpatypa mo HampapieHH0 noAarotoBku 46.03.02
JIOKyMEHTOBE/IEHHE M apXUBOBEJEHUE, YTBEPKIECHHBIM MpPHUKa30M MUHHCTEpPCTBA
HayKu M BeIcuiero oopasoBanusi Poccuiickoit ®@enepanuu ot 29.10.2020 Ne 1345 ot
(c u3MmeHeHussMH W jAononHeHusmMu) u  IlpodeccroHanbHBIM  CTaHIAPTOM
«Cnenuaiuct MO OpPraHM3allMOHHOMY U JOKYMEHTAallHOHHOMY OOECHeYeHHIO
yIpaBJIeHUsl OpraHu3anuen», yrBepkaeHHbIM [Ipukazom MuHuctepcTBa Tpyna u
COLMAIIBHOM 3alUTHI Pocculickon denepaunu «O6 YTBEPKIACHUH
npodeccronanbHoro ctangapra» ot 15 urons 2020 r. Ne 333H; [IpodeccrnonanbHbIM
cragaaproM «CrnenuanucT MO YNPaBICHUIO JOKYMEHTAIMel OpraHu3aiun,
yTBepkJaeHHbIM  [Ipukasom MuHucTtepcTBa TpyAa U COLMAIBHOM  3aIUTHI
Poccuiickoit ®enepaunn «O0 yTBepkAeHUN NPOHECcCHOHAIBHOIO cTaHxapTa» ot 10
mas 2017 1. Ne 416H; IlpodeccuonanbubiM cTamapToM «CHENUATUCT apXUBay,
yTBepKaeHHbIM [Ipukasom MuHucrepcTBa TpyJa M COLMAJIBHOW  3aLIUTHI
Poccuiickoit ®enepaunn «O0 yTBepkKACHUM MPO(HECCHOHATBHOTO CTaHAapTa» oT 18
mapta 2021 r. Ne 140m.

1.3. IlepeueHb kommneTeHUMiH, ¢opMHpPYeMbIX B Mpollecce OCBOECHUsI
OCHOBHOI 00pa30BaTe/IbHOI MPOrPaMMBbI

[Ipouiecc ocBoeHMST AMCIMIUIMHBI HAMpaBlIeH Ha (POPMUPOBAHUE CIEAYIOIIUX
KOMIIETEHI[UI U MHJIUKATOPOB UX TOCTUKEHUS:

Ko mo ®T'OC BO | UHANKATOP J0CTHKEHHS

[TpodeccuonansHbie

ITK-1. [1IK-1.5. Pacnpenenser (QyHKIIMU U BOMPOCHI
CrnocobeH K opraHu3alyy JOKyMEHTUPOBAHUS | NESTEILHOCTH KaJIpPOBOM CHCTEMBI  MEXIY
yIIPABIICHYECKOM JeSITETbHOCTH B | CTPYKTYpPHBIMH M0JIpa3/IeICHUsIMU
OpraHu3auu OpraHu3anuu

1.4. Jranbl GopMUpPOBAHHA KOMIIETEHIHI M CpeICTBA OLEHUBAHMS
YPOBHA UX ¢(pOPMHUPOBAHHOCTH

KoHTpobHO-011¢HOYHBIE

Jransl popmupoBanusi komnereHuuii | Kommerenmun
cpeacTBa / cnnocod oLeHUuBAHUS

TeopeTuko-1paBoBbIE © HOPMATUBHEIE IK-1 BeicTynuieHne Ha NPaKTUYECKUX
OCHOBBI JJOKyMEHTAI[HOHHOTO 3aHATHAX, YCTHBIH OIPOC
oOecrieyeHus yrpaBieHUs

CrangapTuzanyst U yHU(DUKAIHS IK-1 BeicTynuiieHne Ha TPaKTUYECKHX

ACIONPOU3BOACTBA 3aHATUAX, yCTHBIfI OIIpOC




Opranuzanus ciayx0bl [K-1 BeicTynieHHe Ha NpPaKTUYECKUX

JOKYMEHTAI[HOHHOTO 00eCrieueHuUs 3aHATUSX, YCTHBIN ONPOC
yIpaBIECHUS

CoBpeMeHHOE 3aKOHOJATEIILHOE u | [IK-1 BeIcTyruieHHEe Ha INPaKTHYECKUX
HOpPMaTUBHO-METOANYECKOE 3aHATHUSX, YCTHBIN ONPOC
obecricueHne B chepe

JOKYMEHTALMOHHOTO obecrieueHus

yIOpaBJIeHUS U apXUBHOIO JieIa

JIOKyMEHTBI OTYETHOCTU u | IIK-1 BeIcTyIuleHHEe Ha INPAaKTHYECKUX
IUIaHUPOBaHUS paboThl ciayx0bl JIOVY. 3aHATHUAX, YCTHBIN ONpPOC
WHcTpyKkimy 1o BUjaM AeATeIbHOCTU

CrpykTypa 1OKyMEHTA. [K-1 BeIcTyuleHHEe Ha INPAaKTHYECKUX
YuudunuposanHas Gopma JOKyMeHTa. 3aHATHUAX, YCTHBIM OIPOC

TpebGoBanus K 0POPMIICHUIO PEKBU3UTOB
1 OJIAaHKOB CITY>KEOHBIX IOKYMEHTOB

Cucremsbl nokymenTtanuu. TpeboBanus k | [TK-1 BeIcTymuileHHEe Ha NPaKTHYECKUX
0(OPMIICHHIO Pa3INYHBIX CITYKEOHBIX 3aHATHUSAX, YCTHBIM OIPOC
JIOKYMEHTOB
CocraBiieHHE TEKCTOB JIENOBBIX [K-1 BeIcTyruileHHEe Ha NpPAaKTHYECKHUX
JOKYMEHTOB 3aHATHUSAX, YCTHBIHN onpoc
Texnosnoruu paboThl ¢ TOKyMEHTaMU [K-1 BeIcTyruileHHEe Ha NpPaKTHYECKHUX
3aHATHUSAX, YCTHBIHN onpoc
Koudunennuansnoe aenonpoussoactso | [1K-1 BeIcTyruileHHEe Ha NpPaKTHYECKHUX
3aHATHUAX, YCTHBIHN onpoc
Opranu3anus padoThl C TUCEMEHHBIMU IMK-1 BricTyryieHre Ha MPAaKTUYECKUX
oOpallleHUsAMHU TpaKJaH 3aHATUSAX, YCTHBIA OPOC
Cucrema opraHu3aiOHHO- IMK-1 BrIcTymuieHHEe Ha MpPaKTHYECKHUX
pacnopsiANTENIbHON JOKYMEHTALIMH 3aHATUSAX, YCTHBIA OPOC
Ocob6enHoct HHPOPMAITMOHHO- IMK-1 BricTyruieHne Ha TpPaKTHYECKUX
CIPaBOYHBIX TOKYMEHTOB 3aHATUSAX, YCTHBIA OMPOC
JlenoBoe MUChbMO KaK OCHOBHOM BUJ] IMK-1 BricTyriieHne Ha NPaKTUYECKUX
MEPENUCKU 3aHATUSAX, YCTHBIA OIPOC
OcHoOBHBIE TOKYMEHTHI KoJuterdanpHbix | [1K-1 BricTyruieHne Ha NPaKTUYECKHUX
OpraHoB 3aHATUSAX, YCTHBIA OIPOC
Opranu3zanus TOKyMeHTO00opoTa ITK-1 BricTyrieHre Ha MPaKTUYECKUX
OpraHu3aluu 3aHATUSAX, YCTHBIA OPOC
Tekymas arrecramnusi ITK-1 KontpospHast pabora
IIpome:xxyTouHasi aTTecranust TIK-1 DK3aMeH

1.5. Onucanue nokazareJseii GopMupoBaHNs KOMIIETEHIUH

Koa komnereHumnu PesyabTarsl chopMUPOBAHHOCTH

[K-1 3HaeT: OCHOBBI KaJ[pOBOM MOJIUTUKH OPTraHU3aIllMi; OCHOBBI pa3paboTKu
U pealu3alyy KOHIENIUH YIPaBJICHUs MEePCOHAIOM, (GOPMHUPOBAHUS U
UCIIOJIb30BAaHUSI  TPYAOBOTO TOTEHLUANa U  HHTEIJIEKTYaJIbHOTO
KanmuTaja OpraHu3alMd M OTAEIbHOTO  pabOTHHKA;  OCHOBBI
CTPaTErnueCcKOro yInpaBJIEHUs IEPCOHATIOM.

Ymeer: CocTaBisTh U OQOPMIIATh JTOKYMEHTHI OTpa)karollue MPOLEece
peanu3alnny KaJpoBOH MOJIUTUKN OPraHU3allN.

Bnaneer: HaBpixkamu OpraHu3anuu " OCYILIECTBICHUS
JOKYMEHTAIMOHHOTO  COTPOBOXKJICHHUSI MPOLECCOB  pa3pabOTKM U
peanu3any  KagpoBOW TOJMUTUKU OpraHu3alnud, (GOpMUPOBAaHUS U
HCIIOJIb30BAHUS TPYJAOBOIO MOTEHIMANA, a TAKXKE HHTEIJIEKTYaJIbHOTO




KanuTajla OpraHu3allid W OTAEILHOTO PaOOTHHKA B COOTBETCTBUU C
KOHIICTIINEHN YIPaBICHUS EPCOHATIOM OpraHU3aluu.

1.6. Kpurepnu ouneHuBaHMA KOMIIETEHIMHA HAa pa3HbIX 3Tamax MX

(popmupoBanus
KosmyecrBo
Bua yueOHoii padoTsl 0a/10B
(0010 300

BrinosiHeHue U 3amuTa npakTH4ecKux padot o4 48
KontponpsHas paborta 6 15
KonTtpons camocTosiTenbHOM pabOThI 10 10
VY CTHBIN SK3aMeH 30 27
Bcero 100

HakonureabHasa cucreMa oneHuBanud mo 100-0a1abHOM IKAJIE

YeToipexOaiibHast Cucrema

CHCTEMA OLICHUBAHUSA

IK3aMCHa

100-0anabHast
KaJa

BykBennas mkana, coorsercrByromast 100-
0aJILHOM mIKaJIe

OLlCHUBaAHUA
3avyeTa

OTIHYHO

90-100

A — OTJINYHO — TEOPETHUYECKOE COCPIKAHIE

Kypca OCBOEHO TOJTHOCTHIO, O3 Ipo0eIios;
HE00XO0/IMMBbIE TPAKTUUECKHUE HABBIKK PA0OTHI
C OCBOCHHBIM MaTepHanioM c(HOPMHUPOBAHBI;
BCE TIPEAYCMOTPEHHBIE TIPOrPaMMOi
00y4eHHs y4eOHbIe 3aJaHuUsl BBIIOJIHEHBI,
Ka4YeCTBO UX BBIIIOJIHCHHUA OLICHCHO YU CIIOM
6ayIoB, OMM3KIM K MAaKCUMAIBHOMY

Xoporio 83-89 B — oueHb X0OpOIIO — TEOPETUYECKOE
COZIep)KaHHe Kypca OCBOSHO ITOJIHOCTHIO, Oe3
po0enoB; HeOOXOMMBbIE TPAKTUIECKHE
HaBBIKU Pa0OTHI C OCBOCHHBIM MaTEpUaIOM B
OCHOBHOM c()OpMHPOBAHbI; BCE
IPEeIyCMOTPEHHBIE IPOrPaMMOi 00yUEeHUS
y4eOHbIE 3aJaHNS BBIIOJIHEHBI, KAYECTBO
BBITIOJTHEHHS! OOJIBLIIMHCTBA U3 HUX OLIEHEHO

YHUCIIOM 6aHHOB, OJIM3KUM K MaKCUMaJIbHOMY

Xoporio 75-82 C — X0po11I0 — TEOPETUIECKOE COAEpKaHNE
Kypca OCBOEHO IIOJIHOCTHI0; HEKOTOPBIE
NPaKTUYECKUE HAaBBIKH PaOOTHI ¢ OCBOCHHBIM
MaTtepHranoM chOpMHUPOBAHBI HEAOCTATOUHO;
BCE IIPEAYCMOTPEHHBIE TIPOrpaMMOn
o0y4eHus: yaeOHbIe 3aJaHNS BHIIIOTHEHBL,
KaueCTBO BBIIIOJHEHHS HU OHOTO U3 HUX HE
OLICHEHO MHUHHMAJILHBIM YHCIIOM 0aJlioB,
HEKOTOpbIE BUbI 33/IaHUI1 BBITOJHEHBI C

OIINOKAMH

3ayTeHo

Y IOBIIETBOPUTENBHO 63-74 D — ynoBneTBOpUTENBHO — TEOPETHIECKOE
CoZIep)KaHue Kypca OCBOEHO YAaCTHYHO, HO
npoOeITbl He HOCST CYIECTBEHHOI'O
XapakTepa; He0OXOIMMBIE PAKTHUECKUE
HaBBIKU Pa0OTHI C OCBOCHHBIM MaTEepUaiOM B
OCHOBHOM C(hOpPMHUPOBAHEI;, OOJIBITHHCTBO
NPEeNyCMOTPEHHBIX MPOrpaMMoi 00ydeHus
y4eOHBIX 3aJaHU{ BBITIOJIHEHO, HEKOTOPBIC U3

BEITIOTHEHHBIX 3aJJaHUN COIEPIKAT OIHOKH

Y IOBIIETBOPUTENBHO 50-62 E — mocpencTBeHHO — TEOpeTHUECKOE
COJIep)KaHUe Kypca OCBOCHO YaCTHYHO;
HEKOTOpBIE MPAKTHIECKNE HABBIKK paOOTHI HE
c(OpMHUPOBAHEI, MHOTHE MIPEAYCMOTPEHHbIC

yaeOHOI1 mporpamMmoii o0ydeHus yaeOHbIe




3aJaHus HC BBITIOJITHCHBI 1100 Ka4eCTBO
BBITIOJIHCHHBIX HEKOTOPBIX U3 HUX OLIECHCHO
YHUCJIIOM 6aJ'IJ'IOB, OJIM3KUM K MUHUMAJIbHOMY

HeynosnerBoputenbHo 21-49 FX — HeyIOBIETBOPUTEINBHO — TCOPETHUCCKOE
CoZIepKaHNe Kypca OCBOCHO YaCTHYHO;
HEOOXOTUMBIC TIPAKTUYCCKUE HABBIKA PAOOTHI
C OCBOCHHBIM MaTepHajoM He
c(hOpPMHPOBAHEL; OOITBIIMHCTBO
MPEAYCMOTPEHHBIX Y4EeOHOH MporpaMmoi
00y4yeHHs y4eOHBIX 3a/IaHUI HE BBHITIOJTHEHO
00 KaYeCTBO UX BBITIOJHECHUS OI[CHEHO
YHUCIIOM 0aJUIOB, OJIM3KMM K MUHUMAITEHOMY;
TIPY JOTIOTHUTEIIFHO CAMOCTOSTEIILHOMN
paboTe HaJl MaTepraIoM Kypca BO3MOKHO
TOBBIIICHUE KAYSCTBA BBHITIOTHEHUS YICOHBIX
3aJlaHUI

He 3auteno

HeynosnerBoputenbHo 0-20 F — HeyIOBIETBOPUTEIHHO — TEOPETUUECKOEC
COZIep)KaHUe Kypca HE OCBOCHO;
HEeOo0XO0/IMMBbIE MPAKTUUECKHE HABBIKK paOOTHI
He c()OPMHUPOBAHBI; BCE BHITIOIHEHHBIE
y4ueOHbIe 3a/IaHKs COIepIKaT rpyOble OMIMOKH;
JIOTIOJIHUTENIbHAsI CAMOCTOsITENIbHAs paboTa
HaJl MaTeprajoM Kypca He IPUBEET K
KaKOMy—J'[I/IGO 3HAaYMMOMY IOBBIIICHUIO
Ka4yeCTBa BBIIIOJIHCHUSA yqe6m)1x 38.}13.HPII71

2. KOHTPOJIBHO-OEHOYHBIE CPEJICTBA

2.1. OueHoYHbIE CPEICTBA TEKYIIET0 KOHTPOJIsI (TUIOBBIE)
Bomnpocsl 115 yCTHOr 0 onpoca:

VYrhpaBneHne TMEpCOHAJOM KakK »JJEMEHT M MEXaHW3M OpraHu3alud |
peanu3aluu ToCyJapCTBEHHOW KaapoBoll mNoiuTHKU. [IpaBoBble M HOpMAaTHBHBIE
OCHOBBI OOECIeYeHHUs] YNpaBlEHUS TEPCOHAIIOM TOCYAAPCTBEHHOW  CIIYXKOBI;
MEXaHM3M KaJ[pOBOTO IUIAHUPOBAHUSI B OpraHax rocyjaapcTBeHHoOi Biactu. OT6op u
pUEM COTPYIHUKOB Ha TOCYIAapCTBEHHYIO ciyk0y. OdopmiieHne TOKyMEHTOB TIO
JUYHOMY COCTaBY; TPYyAOBas KHWXKKA: MOPSAOOK BEACHUSA, Y4ETa U XPaHCHHS;
odopMiieHHE TIpHeMa Ha padoTy; TPYIOBbIE OTHOIIEHUS U JOKYMEHTHI 10 TIEPCOHATY
B miepuoJ] paboThl B opranu3zanuu. Kagposas TexHomorus: ¢opMupoBaHUE pe3epBa Ha
TrOCYJApCTBEHHOU TIpakaaHCKoW ciyx0e. HopmaTuBHOE NpaBoBO€ peryinpoBaHUE
dbopMupoBaHUS KAAPOBOTO pe3epBa; IMOJIOKEHHE O KaJAPOBOM pe3epBe Ha
denepanbHOl TpaXXTaHCKON CiIy)0e; yCTaHaBIMBAIOUIEE MOPSIOK (HOPMUPOBAHUS
denepanbHOTO  KaJApOBOTO pe3epBa M KAApPOBOrO pe3epBa  (eaeparbHOTO
rOCY/IapCTBEHHOTO OpraHa W padoThl ¢ HUMH. KampoBblii pe3epB yIpaBICHUECKHX
KaJpoB B opraHax BiacTu. I[loaroroBka pe3epBa yHpaBIEHYECKHX KaJgpoB Ha
rOCYy/IapCTBEHHON Tpa)kKIaHCKOW CITy»0e Kak MpOIleCcC, HANpPaBICHHBIA HA Pa3BUTHE
KauecTB W CIOCOOHOCTEW KaHIWIATOB; ()OPMBI MOATOTOBKU JIUI], BKIIOUYEHHBIX B
pe3€EpPB YIIPABICHYECKUX KAJAPOB.



2.2. OueHOYHbBIE CPEACTBA VIS MPOMEKYTOYHOM aTTecTaluu (IK3aMeH)

Bonpocsl 11 npoBeIeHUsI IK3aMeHa:
JIOKyMEHTaIMOHHAS OpTaHU3aIHs YIIPABICHUSI.
HopmatuBno-mMetoguueckas 6a3za K/[I1 B opranuzanuu.

OcHOBHBIE TTpaBUJIa COCTaBJICHUS TOKYMEHTOB.

TpeboBanus k opopmienuto fokymeHTos no 'OCTy P 6.30-2003.
Peructpannonnbie GopMbI: TOHATHE, CYIITHOCTb.

XypHaisl perucTpaiuu KaapoBoi TOKyMEHTAIIHH.

Bunbr 1 hopmbI 3asBICHH.

HomenknaTypa e, CpoKkr XpaHeHUs KapOBOH JOKYMEHTAITUH.
dopmupoBanue u BeaeHue nei. CocTaBIeHHEe HOMEHKIATYPHI JEIT.

0. Buael mnpuka3zoB. OcobOeHHOCTH OQOpPMJICHWE, BH3UPOBAaHUSA U
pETHCTpAIUU IPUKA30B I10 JITYHOMY COCTaBY.

11. Bbigaua cpaBoOK, KOTIMH JOKYMEHTOB, CO3/IaHNE BBIMMCKY U3 TIPHUKAa3a.

12.  Buael u dopmbl 3asBlIeHUN O MpuemMe Ha padoTy, MepeMelleHUH,
NIEPEBO/IC, YBOJbHEHUH, ITPEIOCTABICHUH OTITYCKA.

13.  JlokyMeHTHI, HE MO JIIE)KAIINE perucTpanuu; MOJIIE)KAIIIUE
YTBEPIKICHHUIO; 3aBEPSAEMBIC TICUAThHIO.

14. TlepeueHb TUIOBBIX YIPABICHYCCKUX JOKYMEHTOB, OOpa3yIOIIMXCS B
JCATEIIBHOCTH OpTaHU3aINHA, C YKa3aHHEM CPOKOB XpaHCHHS.

15. BHyTpeHHss onUCh JOKYMEHTOB €IUHUI] XpaHEHHUSI.

16. IlpaBuma cocrtaBieHHs akTOB. AKTbl O TMpuUeMe-liepenade maell, o
BBIJIEJICHUU JOKYMEHTOB. AKTHI O MpUeMe-Tiepeaaye Jel, O BbIICICHUH TOKYMEHTOB
K YHUYTOXEHHUIO.

17.  Lenu, 3aga4u JTOKAJTbHBIX HOPMATUBHBIX AKTOB. 3HAUYEHHE JIOKAJTbHBIX
HOPMATHBHBIX AKTOB B JACSATEIBLHOCTU OPTraHU3AIMH U KaJPOBOM CITYKOBbI.

18.  Bunsl J0KaNIbHBIX HOPMATUBHBIX aKTOB.

19. IlpaBuma BHYTPEHHETO TPYIOBOro  pacropsaka  (odopmieHue,
CTPYKTYpa, COAEpKaHue, YTBEPKICHHUE).

20. TlomoxeHue O TEPCOHAIBHBIX JaHHBIX (OQOpMIICHHE, CTPYKTypa,
cojep)kaHue, YTBEPKACHHUE).

21. llltaTtHOE pacnucaHue (COCTaBICHHUE, YTBEPKICHHE).

22. T'padux oTryckoB (cocTaBiIeHHUE, YTBEPKICHUE).

23. JlomxHocTHass WHCTpyKuus (odopMileHHe, CTPYKTypa, COJeprKaHue,
YTBEPKICHUE).

24. Tlomoxenue o0 otmyckax (odopmieHHe, CTPYKTypa, CoIep)KaHUE,
YTBEPKICHUE).

25. llltaTtHOE pacmucaHue: TOHITHE, CYITHOCTb.

26. CTpyKTypa U mITaTHAasl YACICHHOCTH MIEPCOHATIA.

27. llltatHoe pacniucanue: YHupunupoBanuas gopma Ne T-3.

28.  CocraBneHue, W3MEHEHHUE MTATHOTO PACITUCAHUSL.

29. H3pmanume mpuka3zoB O MTATHOM PACIHCAHWH: O BHECEHUW M3MEHEHUH B
MITATHOE PaclHCaHue, 00 YTBEPKJACHHUH IITATHOTO PACTIMCAHMUS.

HOoo~NOO RN R



30.

CITYOBI.

31.
32.

npenycMoTpeHnsle  TpynoBeIM  Konekcom PO,

HopmaTtuBHo-nipaBoBast 0aza, perylaMeHTUpylomas paboTy KaapoBO

TpynoBoe 3aKOHOAATEIBCTBO.
Hosrlie TpeOOBaHUS K KaJIpOBOMY JCJIONPOU3BOLCTBY,

B CBA3M C 0043aTE€JIbHOCTHIO

JTOKYMEHTHPOBaHUsS pabOThI C IEPCOHAIIOM.

33.  OtBeTcTBEHHOCTH 3a HapyweHue TpynoBoro kojekca PO.

34. OdopmieHnue 1 BeIeHUE TPYAOBBIX KHUKEK PAaOOTHUKOB.

35. HopmatuBHbIe akThl B cpepe 0pOopMIIEHUS TPYIOBBIX KHUKEK.

36. 3akoHOHIAaTeNbHbIE OCHOBBI BEJICHUS TPYAOBBIX KHHKEK.

37.  OTBETCTBEHHOCTh PYKOBOJMTENSI OPraHU3AIMH M JODKHOCTHBIX JIUIT 32
HapyIIEHUs B TIOPSIKE PaOOTHI 1 0(OPMIICHHS TPYIOBON KHIKKH.

38. @opma TpymoBoii kHIKKH. DopMa BKIAIbIIA B TPYAOBYIO KHHXKKY.
Omnpenenenre NOJTMHHOCTH.

39. Tlopsaok mpuoOpeTeHus U yueTa OJaHKOB TPYAOBBIX KHHKEK.

40. YHMUYTOXEHHE OJIAHKOB TPYAOBBIX KHIKEK. AKT O CIHUCAaHUU OJIAHKOB
TPY/IOBBIX.

41. YHMUYTOXEHHE OJIAHKOB TPYAOBBIX KHIKEK. AKT O CIHCAaHUU OJIAaHKOB
TPYAOBBIX KHIDKEK U OJJAHKOB BKJIQIBIICH K HHM.

42. Tlopsaok oopmiieHUs )KYPHAJIOB 110 yU€Ty JABMXKEHUsI OJJAHKOB. YYeT U
XpaHEHHUE TPYJOBBIX KHIKEK.

43.  OdopmieHue TUTYIBHOTO JTUCTA TPYIOBBIX KHIDKEK.

44, Bnecenue 3amuceil B TPYIOBYIO KHIDKKY IMpU TpueMe Ha padboTry, o
ciry0e B apMuu, 00 yueoe.

45. BHeceHue W3MEHEHUN B TPYAOBYIO KHUXKKY B CBSI3H C TEPEBOJIOM,
NepeMMEHOBAHUEM KOMIIAHUU, OTJENa, TOJKHOCTH.

46. Bnecenme cBeneHUN B TPYAOBYIO KHIDKKY O HarpaXIeHUU W
MOOIIPEHHUH.

47.  Tlopsimok pa®oThI ¢ TPYIOBOM KHMKKOM TIPU YBOJBHCHUH COTPYTHHUKA.

48.  OdopmiieHne BKIaABIIICH U TyOJIUKATOB TPYAOBBIX KHIDKEK.

49.  Bwuabl u OJCYET TPYJOBOTO CTAXKA.

50.  OdopmieHne TUCTKOB HETPYIOCITIOCOOHOCTH.

51. Cucrtematuzanuss W OpraHu3alUs TEKYIIEr0 XpaHEHUs KaJpoBOM
JOKYMEHTALIUH.

52. Ilpuem Ha paboty. OopmieHne u perucTpanus T0KyMEHTOB O IpUEME
Ha paborTy.

53.  JloxymeHTHI, HEOOXOIUMBIE JIJIsl TpreMa paboTHUKA.

54.  JIoKkyMeHTBI, C KOTOPHIMA HEOOXOJIMMO O3HAKOMHUTH PAOOTHHKA MPHU
npueme.

55. IIpumepnas ¢hopma TpyAOBOTO JOTOBOPA.

56.  Jluunas xapTouka paboTHHKA, 0OpMIIEHHE KAPTOUKH.

57. Jluynoe neno paboTHHMKA, paBuia (GOPMUPOBAHUSA M BEICHHUS JIMUHBIX
7eJ1, COCTaBJICHHE OMHICH JTMYHOTO JIeTa.

58. OdopmieHne mepeBoaOB.

59. IlepeBox Ha IpYTYIO MOCTOSTHHYIO PadoTYy.



60. BpeMmeHHBIN TMEpeBOJ, B CBSI3M C Pa3IMYHBIMU OOCTOSITEIHLCTBAMU
(Mpon3BOACTBEHHON HEOOXOIUMOCThIO, METULIMHCKUM 3aKJIFOUEHUEM U JIp.).

61. Ilpumepnslie popMBI MUCBMEHHOTO COracHs paOOTHUKA HA MEPEBOJ HA
Ipyryto (BpeMeHHy10) pabory, TpeOyromyo Oojee HU3KOM KBadu(UKaAIINM,
yYBEJOMJICHUA pa0OTHHUKAa 00 W3MEHEHUH CYIIECTBEHHBIX YCIOBUW TPYIOBOIO
JI0TOBOPA; MUCbMEHHOTO MPEAIOKEHUST PA0OTHUKY UHOM PabOTHI U Ip. TOKYMEHTHI.

62. VYder oTmycKoB.

63. OdopmieHnue o0T3bIBa M3 OTIYCKa, MNEpPEHOCa OTIyCKa, pa3jeicHus
OTITyCKa.

64. JIoKyMEHTBI O AUCIHUIUIMHAPHBIM B3bICKAHUSIM. Y UYeT B3bICKaHUIA.

65. VYuer pabouero BpeMeHHU U pacyeT OIJIaThl TPY/Ia.

66. IlpaBuna BeneHus Tabenst ydeta pabodyero BPEMEHU M pacyeTa OIUIAThl
Tpyna.

67. CnyxeOHas komaHaupoBka. OpopmiieHrE KOMaHAUPOBOK.

68. TpymoBoit crax. PabGora ¢  kapToTekol  paOOTHHUKOB  TIO
NPOJODKUTENIBHOCTH  CTaka Ui BBIIUTATBI  TOJOBOTO  BO3HATpaXKICHUS U
oopMIIEHUS THCTKA HETPYAOCIIOCOOHOCTH.

69. Bowunckuit yyer. Ilonoxxenue o BoumHCKOM yuere. WHCTpyKIus 10
BEJICHUIO BOMHCKOIO y4YeTa B OpraHu3alusX.

70. VYBonbHeHue paboTHUKOB. OCHOBaHHUS PACTOPKEHHUS  TPYAOBOIO
JI0TOBOpA.



