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Heapb nudyyenus

[ToaroroBka GakanaBpoB Kk Oymayiied nmpodeccuOHANbHON NESTEIbHOCTH Ha

JAUCUMIITUHBI OCHOBE TPEJCTABICHUS O CUCTEME KaJPOBOI TOKYMEHTALMU M MpaBHJIaX ee
COCTaBJICHUSI.

3agaum — copMupoBaTh mNpencTaBIEHHE O COCTOSHUH COBPEMEHHON CHCTEMBI
KaJpOBOW JOKYMCHTAIIHH;
— chopMupoBaTh HABBIKM COCTaBIEHUS W OGOPMIICHUS KaJPOBBIX
JIOKYMCHTOB,
— chopMHUpOBaTH CIHOCOOHOCTH MCIIOJIB30BATH IMpaBUja OPTaHM3ALMU BCEX
3TarmoB pPabdOThI C KaJAPOBBIMH JIOKYyMEHTaMH, C YYETOM OCHOBHBIX
TpeOoBaHU 3aIUTH HH(pOpMAIUH;
— O3HAKOMHUTh C HOPMAaMH M TIPAaBWJIAMHU CHUCTEMaTH3allMH, TEKYILIEro
XpaHEeHHs KaJJPOBBIX JOKYMEHTOB H MTOJITOTOBKH K IEepeaue uX B apXHB.

Tembl Pasoen 1. Kaoposas ookymenmayus

AUCHMIITUHBI Tema 1. HopmamusHno-memoouueckas 6a3a kaoposou 00KyMeHmayuu

OcCHOBHbBIE 3aKOHOJATENIbHbIE M HOPMAaTUBHO-METOAMYECKUE JIOKYMEHTHI,
perJaMeHTHpYIOIIME TOPSAOK COCTaBI€HUS U OQOpPMIEHHS KaJpOBBIX
nokyMmeHToB: [loctanosnenue IIpaButensctea PO ot 16.04.2003 Ne 125 «O
TpyaoBbix KkHMXkkax», ['OCT P 7.0.97-2016 u t1.n. TpynoBoi Koaekc
Poccuiickoii Penepannu Kak OCHOBHON JOKYMEHT, ONPEAEIISAIOIUN COCTaB U
MOpAIOK O(QOpPMIIEHUS JOKYMEHTOB IO JHMYHOMY cocTaBy. OCHOBHbIE
BEJOMCTBEHHbIE pa3pabOTKH, pPErjaMEeHTUPYIOIIUE COCTaB U COJEp)KaHUe
JOKYMEHTOB IO JIMYHOMY cocTaBy. Pa3pabotku ['ockomcrara Poccuiickoit
®deneparuu 1o yHupukanuu GopM NepBUYHON YUeTHONW JOKYMEHTAIUH.
Tema 2. Cocmas u 6udvl Kadposol 0OKyMeHmayuu

OcHoOBHBIE KJacCU(UKAIUN KaJpPOBbIX JOKYMEHTOB: OpraHM3allMOHHO-
MpaBOBbIE  JTOKYMEHTbI, PAaCHOpPAIUTENbHbIE JOKYMEHTBI, IJIAHOBBIE
JOKYMEHTBI, OTYETHblE€ JOKYMEHTHI, HH(OPMAIIMOHHO-CIIPAaBOYHbIE U
MH(OPMALIMOHHO-aHAIUTUYECKHE  KaJpOBbIe  JOKYMEHTHI,  JOTOBOpHAast
JOKYMEHTAIMsl, OCHOBHBIE YYeTHbIE IOKyMeHThl. OOmue TpeOoBaHUS K
0 OpPMIIEHHIO U CpOKaM MOAroToBKU. Ha3zHaueHue KaJpoBBIX TOKYMEHTOB U
UX COOTBETCTBHE OCHOBHBIM 3a/1a4aM KaJIpOBOM CIIy:KOBI 110 IOJ00PY, YUEeTy
U PacCTaHOBKE KaJpoOB.

Tema 3. Amwbom yHUDUUUPOBAHHBIX (POopM  NEPEUUHOU  YUEMHOU
OOKYyMEeHmayuy no y4émy mpyoa u e2o oniamol

Xapakrepuctuka anbboMa (OopM KaJpOBBIX JOKYMEHTOB: pPacCMOTpEHHE
yaupunupoBanubeix  ¢opm (T-1 — T-11). OcobGenHoctu ampOOMa
YHU(UIIUPOBAHHBIX  KaJpPOBbIX  JOKyMeHTOB. [lopsmok  paboTel ¢
YHU(UIUPOBAaHHBIM (OpMaMu, BHECEHHE W3MEHEHMH W JIONOJHEHUIl B
yHU(UIIUpOBaHHbIE (HOPMBL. 3an0JHEHNE YHUPHUIIMPOBAHHBIX (POpM

Tema 4. Jlokymenmol, pecrameHmupyrouwue O0esameibHOCmb KAOPOoBol




CyoHCObL

[IpaBuna BHYTPEHHETO TPYAOBOIO pACIOpPSAIKA; TIOJIOKEHUE O 3alluTe
MEPCOHANBHBIX JaHHBIX; JOJKHOCTHBIE MHCTPYKIUU COTPYAHUKOB OTHEja
KagpoB; INTATHOE pacHUCaHWe ¥ MHBIE OpraHU3alMOHHO-TIPABOBBIE
NOoKyMeHThl. OCOOEHHOCTH COCTaBIEHUS, OHOPMIICHUS.

Tema 5. Odghopmnenue uHGOPMAYUOHHO-CNPABOUHBIX U UHPOPMAYUOHHO-
AHATUMUYECKUX KaOPOBbIX OOKYMEHMO8

3asBneHue, JOKIAAHAs 3alUCKa, MMPEJICTaBlIeHHE, YBEIOMIICHHE, CIIy)KeOHas
3amMcKa, akT, OObACHUTENbHAas 3amucka W nap. [lopsmok cocraBneHus,
o opMIIeHHUS, COCTAaB PEKBU3UTOB

Tema 6. J]locosopras 0okymenmayus: mpyoosoi 002080p

[opsimox 3akirodeHus: TpynoBoro jgoroBopa. Cpounele u OeccpodHBIC
TpyaoBbie noroBopbl. llopsaok odopmiieHHs W perucTpanus TPYIOBBIX
noroBopoB. OOsi3aTeNbHbIE W JIONOJHUTEIbHBIE YCIOBUS TPYIOBOTO
noroBopa. JlomonHuUTENbHOE COTNIALIEHWE K TPYJOBOMY JIOTOBODY.
[IpoaneHue CPOUHBIX TPYAOBBIX JOTOBOPOB.

Tema 7. Pacnopsoumenvhvie Ka0pogvle OOKYMeHMbl

[Ipukasel no mmuHoMy coctaBy. Ilopsanok peructpanuu. Kagpossie pukassl,
nMerone yHuduiupoBaHHyo ¢opmy. He yHudummpoBaHHBIE KaJIpOBBIE
npukasbl. llopsaok 3amofHEHUs 3arol0OBOYHOW, OGOpPMIISIONICH YacTu
MIPUKA30B

Tema 8. Yuemnvle kadposvie 0okymenmoi

[Topsimok BenmeHus KypHAJIOB B KaJpoBoil ciyx0Oe. CocTaB peKBU3UTOB IS
perucTpaiuy pa3audHbIX BUIOB JOKYMEHTOB U MOPSIIOK UX 3aMOTHEHHUS
Tema 9. Tpyoosvie KHUNCKU: NPABUNLA 3aNOTHEHUS.

TpynoBass KHM)KKa — OCHOBHOM JOKYMEHT O TPYAOBOM CTake€ U TPYAOBOI
nesTenbHOCTH paboTHUKA. [lOpsimoK 3amojHeHWsT THUTYJIBHOTO —JIUCTA
TPYAOBOM KHWXKHU. 3amoiHeHHe paznena «CeaeHus o paboTey, pasnuena
«CBenmeHust 0 HarpaxaeHusx». [lopsmoxk 3amoiHEHHs BKIAAbIIA |
nyOnMKaTa B TPYJOBYIO KHUXKKY.

Tema 10. Iloocomoska u nepedaua KaOpoBblx OOKYMEHMOS8 6 apXus
opeaHuzayuu

DKcrepTr3a IMeHHOCTH JTOKYMEHTOB, OpTaHM3alus M MOPSIAOK MPOBEICHHUS.
[TopstoK YHMUTOXXEHUSI KaJAPOBBIX JOKYMEHTOB C HCTEKIIMMH CpPOKaMHU
XpaHEHUs

Pasoen 2. Opeanusayusa pabomwl ¢ kKadpogvimu 0OKymMenmamu

Tema 1. Opeanusayuonmvie ¢hopmvi, cmpyKmypa u WmMamHbuli COCMA8
KaopoBulX CyiHcoO

3amaun w GyHKIMH KaapoBoi ciyxObl. [lomokenwe 00 oTaene Kaapos
(ympaBiieHuu, JIenapTaMeHTe, Ciayx0e U T.1.) KaKk OCHOBHOM HOPMAaTHBHBII
JOKYMEHT TIO OIPENEICHUIO0 CTPYKTYpPhI, YHCICHHOCTH, BHJIOB paboT.
[Mopsimox  pa3paboTku, coctaB HHPOpPMAIMHM, CTPYKTypa  TEKCTa.
JI0JDKHOCTHBIE MHCTPYKIIMU KaK OCHOBHOM HOPMAaTHB TI0 OPTaHU3AINH TPYAa
pabOTHUKOB KaJIpOBBIX CIy:K0. CTPYKTYpBI KaIpOBbIX cIyK0. J{OIKHOCTHOM
coctaB. HopmaTtuBbl BpeMeHH Ha paboTHI 110 YUeTy KaapoB

Tema 2. 3akonooamenvbHvle U HOPMAMUBHO-MEMOOUYECKUE OOKYMEHMb,
pecnamenmupyrowue Kaopogoe 0elonpou3800Cmao

Tpynosoii koxexkc Poccuiickoin @Penepaunv Kak OCHOBHOW JIOKYMEHT,
OTpEeACSAIOMUN MOPAJOK JOKYMEHTHPOBAHUS TPYAOBBIX OTHOILIEHUH.
3akoHonarenpHble akThl Poccuiickoir denepauuu O AOKYMEHTHUPOBAaHUU
OTJENbHBIX KaIpOBBIX MPOIENYyp M ACSITENbHOCTh OTIENbHBIX KaTeropHii
pabOTHUKOB (TOCYHApCTBEHHBIX CIYXKAIIMX, MYHUIIMIAIBHBIX CIYXKaIuX,




PYKOBOJMTENEH U T.1.).

XapakTepucTUKa  OCHOBHBIX  pa3pabOTOK  Pa3IUYHBIX  BEJOMCTB,
pernmaMeHTHpyomux paboTy ¢ [JOKyMEHTaMHU 10 JIMYHOMY COCTaBy.
I'OCTpel1, kBanmuGpUKAIMOHHBIE CIIPABOYHHUKH, Tapu(HO-KBATU(PUKAITHOHHBIE
XapaKTepUCTHKHU, O0OIIepoCcCHiickue Ki1acCu(UKATOPhl, YCTaHABIUBAIOLINE
MOPSA0K 3aIIOJTHEHUS KaAPOBBIX JOKYMEHTOB.

JIOKYMEHTBI apXUBHBIX BEIOMCTB MO JEJIONPOU3BOACTBEHHOMY U apXUBHOMY
XPaHEHUIO JOKYMEHTOB I10 JINYHOMY COCTaBY.

Joxymentel ['ockomcrtata Poccuiickori ®enepanuu 10 yHUDHKAIWAN
IIEPBUYHOMN YYETHOU JTOKYMEHTALUH

Tema 3. Ocobennocmu opeanusayuu pabomsl ¢ OOKYMEHMaMu 8 Kaoposoll
cyancoe.

PernamenTtamusi paboThl € KagpOBBIMH JOKYMEHTaMU B JIOKaJIbHBIX
HOPMATHBHBIX aKTaX OpraHu3anuu (MpaBmjia BHYTPEHHETO TPYAOBOTO
pacmopsiika, KOJUIGKTHBHBIA  JIOTOBOp, TMOJOXKEHHe O paboTe ¢
MEPCOHATBHBIMU JAHHBIMH U JIp.). JIOKadbHBIE JOKYMEHTHI OpraHHM3alluHy,
peraaMeHTHpYoIne KaJ[poBOE JIeJIONPOU3BOCTBO: rpaduk
JTOKYMEHTO000pOTa, HMHCTPYKIHS 110 KaJPOBOMY JEIIONPOU3BOICTBRY, aTb00M
(hopM KaJIpOBBIX JTOKYMEHTOB, Ta0e)b (HOPM TOKYMEHTOB.

Peructpanuss 7OKyMEHTOB MO JMYHOMY cocTaBy. lIpaBuna peructpanuu u
WHICKCUPOBAHUS JIOKYMEHTOB. Perucrpannonnsie bopmbI
(aBTOMaTH3UpOBaHHAs, >KypHanbHas). DOpPMBI IKYpHAJOB pEruCTpaIuu
KaJpOBBIX TPHKA30B (B T.4. TOPSIOK BEICHUS KHUTH Yy4eTa JBIKCHHS
TPYIOBBIX KHIKEK U BKJIAJBIIIEH B HHUX).

Homenkinarypa aen xkaapoBoii ciyx0bl. [Topsigok MOArOTOBKU, COCTABIICHMUS,
oopmieHus.

Cucrematuzanisi ¥ OIEPATUBHOE XPaHEHHE JIOKYMEHTOB IO JINYHOMY
coctaBy. OcobeHHOCTH (POPMHUPOBAaHUS B Jejla JIOKYMEHTOB IO JINYHOMY
coctaBy. IlpaBmma cucTeMaTH3alMd PACIOPSAUTENBHBIX JOKYMEHTOB,
y4eTHbIX (opM, TpynoBbIX KHIDKEK. CucTemMaTuzanuss M XpaHEHUE
JOKYMEHTOB — OCHOBAaHUH K IPHKa3aM.

HITatHOe pacnucaHue Kak MEPBUYHBINA YUETHBIH JOKYMEHT IO yYETY KaJpOB.
CTpykTypa © COCTaB pPEKBHU3UTOB yHUpHUIUpoBaHHOW Qopmbr (T-3).
Odopmiienne mepeyHss CTPYKTYPHBIX MOJpa3JesieHudl, Koaudukanus
MOApa3ACICHUd, BHIOOP HAMMEHOBAHUsS JOJHKHOCTEH, CIHEIUaTIbHOCTEH,
npodeccuil, ykazaHue KBAIM(UKALUHK, a TAKXKE CBEICHUH O KOJHMYECTBE
IITaTHBIX €JIMHULI, pa3Mepax OKJIajaa, HaJ0aBOK.

OOs3arenbHble PEKBU3UTHI, CTPYKTYpa M TEKCT, pa3paboTKa M H3JaHHE
MpHuKaza 00 yTBEp)KJIEHUWHU LITaTHOro pacnucanud. [lana cocraBieHus, nara
BBOJIa B JICHCTBHE, pErHCTpallusl INTAaTHBIX pACHHCAHUM, MEPUOJ €ro
nevctBus. Ilopsimok  yTBepKIEHHMsT M BBOJA B JIEWCTBME IITATHOIO
pacriucanus. Ilopsiiok BHECEHHs W3MEHEHHH B IITaTHOE pAacIUCaHUE.
[IpoexTrpoBaHKe MprKa3a O BHECEHUH M3MEHEHUH B IITATHOE PACIHCAHUE.
CocraBieHue crnpaBkd «Yd4eT HW3MEHEHMH, BHOCHUMBIX B ILITaTHOE
pacnucanuey. llltatHas paccraHoBKa: MOHITHE, TOPAAOK OQOPMIICHUS.
IIponienypa mpuéma Ha paboty. OcdopmieHue NEpBUYHBIX JOKYMEHTOB
TPYAOYCTPOMCTBA: JTUYHBIN JUCTOK MO YYETY KAAPOB U JOMOJTHEHUS K HEMY
(amketa), aBroOmWorpadus, 3asBieHne o npuéme Ha padory. OdopmieHue
MMCBMEHHOTO OTKa3a B mnpuéme Ha padory. IlepeueHb JOKYMEHTOB,
HEOOXOAUMBIX JUIS TpynoycTtpoiicTBa. IlOpsok 3akioueHHs TPYIOBBIX
JIOTOBOPOB C paboTHHUKaMH. McnbITaTenbHbIA CPOK IpU nmpuéme Ha pabory.
CpouHble 1 6ecCpOYHBIE TPYIOBBIE TOTOBOPHI: TPeOOBaHMS K 0(OPMIICHUIO U




pekBusutam. OdopmiieHre U3MEHEHUN K TPYJIOBOMY JIOTOBOPY. 3aKIIOUCHHE
CIIy’)keOHOTO  KOHTpAaKTa NpU TMOCTYIUICHHM Ha TOCYIapCTBEHHYIO
rpakaaHcKyto ciyx0y. OdopmiieHne npukasa (pacopssKeHUs) O MpUEMe
pabotHuKa (paboTHUKOB) Ha padotry (yHuHuuHupoBanHas ¢popma Ne T-1 u Ne
T-1a).

VYuer pabouero BpemeHu. Benenume Tabenst ydera pabodero BpeMEHH
(yaudunuposannas popma T-13)

Tema 4. Opeanuzayus pabomsl ¢ OOKyMeHMAaMu 8 npoyecce OBUINCEHUS
Kaopos.

[opsimok, oOsi3aTenbHBIC MpaBHiIa U MPAKTUKAa OGOPMIICHUS JOKYMEHTOB,
CONPOBOXKAAIOIIUX  MEPEeBOJ  Ha  JOpyrylo  paldoTy:  3amojIHEHUE
yauuIpoBaHHeix ¢opm mnpukazoB (T-5 u T-5a). Bumgsl u mopsmok
pa3paboTKu OCHOBaHMIA K IpuKa3zaM o nepeBoje. OpopmieHre U3MEHEHHI K
TPYZOBOMY JOTOBOpY. BHeceHnue 3amucu o mepeBojie B TPYJAOBYIO KHHKKY H
JTUYHYI0 KapTouKy paboTHHKA. OCOOEHHOCTH JOKYMEHTHUPOBaHUS MEpeBojia
paboTHHKA Ha APYTYIO padOTy IO COCTOSTHUIO 370POBBSI.

Bunet ormyckoB. IlpemocraBieHue OTIMYCKOB IITaTHBIM pabOTHHKAM,
BHEIIHUM M BHYTPEHHUM COBMeCTHUTeNsIM. Pa3zpaboTka W yTBepkKIeHUE
rpaduka OTIYyCKOB opranmzaumu. OdopmieHrne NepBUYHBIX YUETHBIX
JIOKYMEHTOB, CBSI3aHHBIX ¢ oTIyckamiu (1-6 u T-6a), T-7 (rpaduk OTIyCKOB).
JIOKyMEHTHUpOBaHHE BHECEHHUSI M3MEHEHUI B rpaduK OTITYCKOB. 3aroHeHue
paznena VIII JIuunoit kaprouku padotuuka T-2. OdopmiieHne oTmyckoB 0e3
COXpaHEeHHs 3apabOTHOM IMJIaThl, yU€OHBIX OTITYCKOB, IO YXOIy 32 PEOCHKOM,
no OepemeHHOCTH U poaaM. Ilopspok odopmiieHHs OT3bIBa U3 OTITyCKa.
OdopmiieHnst JTOKYMEHTOB ISl 3aMEHBl YacTH OTIIyCKa JICHEKHOM
KOMIICHCAIUEH.

[lonaTne ciayXeOHBIX KOMaHIUPOBOK. J[OKyMEHTHpOBAaHHE HAalpaBICHUS
pabOTHHKOB B CIy)XeOHbIe KOMAaHAMPOBKH. 3allOJHEHNE YHUPHUIIMPOBAHHBIX
¢opm T-10a «CnyxebHoe 3aaHue IJi1 HalpaBiICHUs B KOMaHIWPOBKY M
OT4eT O ero BbIMOMHeHMM», T-9 m T-9a mpukaz o HampaBiIeHUU B
KOMaHJUPOBKY, T-10 «KomannpoBodHOE YAOCTOBEPEHUEY.
JIOKyMEHTUpPOBaHHE BHECEHUS N3MEHEHUI B KOMaHIMPOBOYHbIE JOKYMEHTHI.
dopma U MOPSAIOK BEACHHS KypHaJa ydeTa paOOTHUKOB, BHIOBIBAIONINX B
KOMaHIMPOBKY M3 OpraHu3aldd, H OKypHaJa yuyeTa pabOTHUKOB,
MpeOBIBAIONINX B KOMAaHANPOBKY B OPTraHU3AIIHIO.

[opsimox odopmieHus npuBiedeHust paboTHUKA K paboTe B BBIXOAHON MM
HepaOouuid mpa3nHuyHbl  JeHb. [lopsimoxk  odopmuenus. Cornacue
pabotHuka. Ilpukaz o mpuBieueHHMM K paboTe B BBIXOJHOW (Hepabouuii)
Mpa3AHUYHBIN JEHb.

[opsimox odopmienus npuBiedeHust paboTHHKA K paboTe B BBIXOAHOM WM
Hepabounil Tpa3THUYHBIA JICHb.

[lopsimox  TOKYMEHTHpPOBAaHHUS  TPOLEAYphl  COBMEIIEHUs MpodeccHii
(momxHOCTEH).

Odopmiienre BO3JIOKEHUST 00s3aHHOCTEH BPEMEHHO OTCYTCTBYIOIIETO
paboTHHKA.

OdopmiieHre COBMECTUTEILCTBA.

[lonsiTHe «mIpekpalieHue TPyAOBOTO JI0TOBOpay», «PacTopikeHue TpynoBOTO
JIOTOBOPa», «yBOJILHEHUE.

CocraB nmokymeHTanuu, OGOPMIIEMON TPH TPEKPAIICHUH JICHCTBUS
TPYZOBOIO JOrOBOpa: IO MHHIMATHBE paOOTHHKA, IO HWHHUIUATHBE
paboTonaTens, IO COMIAIIEHUIO CTOPOH, [0 00CTOSTENbCTBA, HE 3aBUCAIIUM
OT BOJIM CTOPOH, IO UCTEYECHUIO CPOKA TPYIAOBOTO JIOTOBOpA U T.1I.




OO6mue mnpaBwia JAOKYMEHTALIMOHHOTO COMPOBOXKIEHHUS MPEKPAIECHUsS
TpyznoBoro pgorosopa. OdopmileHHEe TOKyMEHTAlWH, COMPOBOKIAAIOMICH
MpeKpalleHue JAeUCTBUS TPYAOBOrO JOroBOpa € pabOTHUKOM: BHUABI U
MOPSAOK pa3pabOTKH OCHOBAaHWH K MpHUKazaM 00 YBOJBHEHHH, 3allOJIHEHHE
yauunupoBanHbix Gopm T-8 u T-8a «IIpuka3z o mpekpameHun IeHCTBUS
TPYZOBOTO JIOTOBOpa C pabOTHUKOM», 0(pOpMIICHHE OCHOBaHMN K MpHKa3aM
[0 BUJAM YBOJbHEHMs, BHECEHHE 3aIIUCEH B TPYJIOBYIO KHUXKKY M JIMYHYIO
KapTouky. O3HaKOMJICHHE Pa0OTHHUKA C 3alHUCAMHU B TPYAOBOH KHWXKKE TPHU
YBOJIbHEHUH.

Ocobennoctn  0pOpMIICHHS JOKYMEHTOB IIpU HPEKPAIEHHH TPYHAOBOTO
JIOTOBOpA 0 MPUYHHE HECOOTBETCTBUS paOOTHUKA 3aHUMAEMOM JTOHKHOCTH
BCJICICTBUE HEJI0OCTaTOYHOHN KBaJM(PUKALINH, IIOATBEPKICHHON
pe3ylibTaTaMu aTTeCcTaluu.

Ocobennoctn OQOpPMIICHHS JOKYMEHTOB NpPHU MPEKpAIIEHUH TPYAOBOTO
JIOTOBOpa MO MPUYMHE HECOOTBETCTBUS BBINNOJHIEMON paboTe BCIEICTBUE
COCTOSIHUS 37I0POBBSI B COOTBETCTBHH C MEJUIIMHCKUAM 3aKIFOUCHUEM.
Ocob6enHoctu 0popMIIeHHUS YBOJIBHEHUS 32 BUHOBHBIE NEHCTBUA: MOPSAAOK
o opMIICHHS TOKYMEHTOB.

OCOOCHHOCTH TPEKpaleHuss TPYIOBOTO JOTOBOpa B CBS3H CO CMEPTHIO
paboTHuka (WIM  TOpU3HAHMS  CYAOM  yMEpIIMM UM  Oe3BECTHO
OTCYTCTBYIOIIIMM): JlaTa COCTABJIICHUS MPUKa3a O MPEKPALICHUH TPYIOBOTO
JIOTOBOpPA; JOKYMEHTBI-OCHOBAHUS ISl MPUKa3a O MPEKpalleHuu TPYAOBOTO
norosopa. OcoOEHHOCTH BHECEHHUS 3alIMCH B TPYAOBYIO KHUXKKY.

Pacuer xommneHcauuu (yaep:kaHusl) HEUCHOJIb30BAHHOW YaCTH €KEroHOTO
OIJIAYMBAEMOTO OTITYCKa IPY MPEKpaIIeHHH TPYIOBOTO JOTOBOPA.

Tema 5. Oghopmnenue u 6edenue TUYHLIX KAPMOYEK U TUUHBIX Oell

[Topsanox odopmieHuss auuHoi KapTouku (opMbl T-2 ¢ UCHOJIB30BaHUEM
O0IIEPOCCUMCKUX  KJIACCU(PUKATOPOB.  3aloJIHCHHE  pa3lesioB:  oOLue
CBENICHUS, CBEJCHUS O BOWHCKOM Y4Y€T€ W HHBIX pa3JelIoB KapTOUKH.
Benenue xaprouku ¢opmel T-4. 3anonnenue kaprouku ¢optel T-2I'C(MC)
JUISL TOCYAaPCTBEHHBIX M MyHUITUTIAIBHBIX CITYKAIIUX.

Benenue nuunbix gen. Onuch auyHoro jena. O60Ka Jiena JUIMTENbHOTO
CpoKa XpaHeHHs. BeneHune NUYHBIX el B TEKYIIEM JeNIOTNPOU3BOJICTBE H
nepeaya JUYHBIX /11 B apXUB OpraHusanuu. JIuct 3aBepurens Jena.
Benenne nuyHOrO nAena TOCYAapCTBEHHOTO H (WMJIM) MYHUIIUTAIHHOTO
ciyxamero (Ha  TpuMepe  TOCYyJapCTBEHHOrO,  TOCYAapCTBEHHOTO
TPaXXIaHCKOTO WJIM MYHHIIHITAJIBHOTO CITY)KaIIeTo)

Tema 6. [lokymenmuposanue oyenKu 0essmenrbHOCmu pabomHuKo8.
Odopmnenne moompeHus: paOOTHUKA: BHUABI TPYAOBBIX TMOOIIPECHUMH,
NOPSAOK  Pa3pabOTKH  TOJIOKEHUS O  TOOIIPEHHH,  3arloJIHEHUE
yHuuupoBanHbix Gopm (T-11 u T-11a «IIpuxa3 o nooupennn paboTHUKA
(pabotHukoB). BHecenuwe 3amuceil B TpyaoByl KHIKKY. OdopmieHue
HarpaKICHUS  TOCYJAapCTBEHHBIMH H  OTPAcjeBBIMH  Harpajamu.
Odopmiienre, NoANUcCaHWe, COTJIacOBaHME HarpagHoro mucra. I[lopsaok
COCTaBIICHUS XapaKTEPUCTUKU HAa PaOOTHUKA.

OdopmiieHre IUCHUILUIMHAPHOTO B3bICKAHUS.  BUIB IUCHUIITMHAPHBIX
B3bICKaHUM. (OOs3aTenbHBIC JOKYMEHTBI TIPH OOBSBICHHUH PAOOTHUKY
BBIFOBOpA, 3ameuanus. [lopsaok opopmieHHus JOKIaIHONW 3alUCKH, aKTa 00
OTKa3e OT Ja4d THUCbMEHHBIX OOBSICHEHHH, akTOB (00 OTCYTCTBMM Ha
paboueM MecTe, O MOSBICHWUM Ha pabOTe B COCTOSHUM AJKOTOJBHOTO
(HAPKOTHYECKOTO WJIM MHOTO TOKCHYECKOTO0) ONbSIHCHHS ).

Odopmiienne orctpaneHus ot pabotsl. [Ipuka3 06 oTcTpaHeHUH OT paboTEHI.




[TopsaoK CHATHA TMCUUITIMHAPHOTO B3BICKAHUS: IOKYMEHTHI IIPE/ICTABIICHHUE
WM cIyeOHasl 3alKCKa, IPUKa3 O CHATUM JUCLUILUIMHAPHOIO B3bICKAHUS.
[lopsanox mpoBeaeHust aTTecTauud paOOTHUKOB B opranu3aiuu. Cocras,
colepKaHUE U TOPSAJOK TMOJTOTOBKM TMPHUKA30B (paclopsbKEHUi) 1o
arrecrauuu. ['paduk  mnpoBemenus  arrectrauuu. [lojoxenue 00
aTTecTaluoHHOM Komuccuu. OT3bIB (3aKIIIOUEHHE) O paboTe aTTecTyeMoro.
[IpoTOKOJIBI ATTECTAIIMIOHHON KOMUCCUU. ATTECTAI[MOHHBIN TUCT paOOTHUKA
Tema 7. Opeanuzayus pabomul ¢ mpyOoSbIMU KHUHCKAMU

Opranuzanus paboTbl ¢ TPYIOBBIMU KHUXKamMu. [lopsamox xpaHeHUs
TPYAOBBIX KHIDKEK. YUeT TPYAOBBIX KHIDKEK. Bbimaua pyOnmukaTta TpyAoBOM
KHIKKH. OpraHusanus XpaHEHUsS HEBOCTPEOOBAHHBIX TPYIOBBIX KHUXKEK.
OTBETCTBEHHOCTh 32 HECOONIOACHUE NMOPSAIKA BEIACHMS TPYIOBBIX KHUXKEK.
[Ipukaz o0 Ha3HaYeHUM OTBETCTBEHHOIO 3a Y4Y€T, BEACHUS MU XpaHEHUE
TPYIOBBIX KHUKEK

Tema 8. Obpabomxa nepcoHanbHbLIX OAHHBIX

[lonaTne mepcoHaNBHBIX AAaHHBIX paboTHUKA. OOpaboTKa MEepPCOHATBHBIX
JTaHHBIX. XpaHEHUE U HUCIOJIb30BaHUE MEPCOHAIBHBIX JaHHBIX PaOOTHHKA.
CrniocoOsl HOJIyYEHUs [IEPCOHAIbHBIX JAHHBIX paboTHHKA.
JIOKyMeHTOOOOPOT M JOKYMEHTAIUS JIOKAIBHOTO XapakTepa, (pukcupyrouas
MOPAIOK M TpaBuiia pabOThl C MEPCOHATBHBIMU JAaHHBIMU PaOOTHHKOB:
[lonoxkeHne o 3amMTe INMEPCOHAIBHBIX NAaHHBIX. Ero CTpyKTypa, TEKCT.
dopma 00s3aTenbCTBA O HEpasMVIAlIEHUW  MEPCOHAIBHBIX  JaHHBIX
PabOTHHKOB.

N3meHeHne aHKETHO-OMOrpauyecKux TaHHBIX paObOTHHMKA M TOPAJOK HX
JOKYMEHTUPOBAHUA: MPUKA3 O BHECEHUMM W3MEHEHHH B IEpCOHAIbHbIE
JaHHBIE U JIp.

Tema 9. Hncnexkyus mpyoa: noIHOMOYUS U CAHKYUU

Buner u nopsnok nposeaenus ['ocynapctBenHoi nncnekuuei tpyna (I'UT)
MIPOBEPOK  COOJIOJIEHUS]  TPYJOBOIO  3aKOHojarenbcTBa.  llepeueHp
JOKYMEHTOB, mpeabsaBisieMblx wuHcnekropy I'MT. HWuacnekums tpyna:
IIOJITHOMOYMS M CaHKIUHU. BUIBl MPOBEpPOK: NTOKyMEHTapHasi, KOMIUIEKCHAs,
Bble3/iHas (ocoOeHHOCTH TpoBeneHus ). [IpaBa uHCIEKTOpa MO TPyAy U €ro
notHoMouHsl. OTBETCTBEHHOCTh paboTojaTenield 3a HAPYIICHHUS TPYIOBOTO
3aKOHOATEIbCTBA




