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Pabouas mnporpamma nuctmminHbl «KaapoBoe enonpou3BOACTBO» COCTAaBlIEHA B
COOTBETCTBUH C TPeOOBAaHUSIMHU:

- @enepa’dbHOTO  TOCYJApCTBEHHOIO  00pa3oBaTENbHOTO  CTaHJApTa  BBICIIETO
oOpa3oBanus 10 HampaBiieHHto moaAroToBku 46.03.02 JlokyMeHTOBEIEHHE W apXUBOBEICHUE,
yTBepkaeHHbIH [Iprkazom MuHucTepcTBa 00pazoBanus U Hayku Poccuiickoit @enepanuu ot 29
okTs10pst 2020 1. Ne 1343;

- Ilpukaza MunoOpHayku Poccunm «OO0 yrBepxkaenuu Ilopsaka opraHuzanuud H
OCyIIEeCTBIIEHUS! 00pa30BaTeNbHON EATEIbHOCTH MO0 00pa30BaTEIbHBIM MIPOrPAMMaM BBICIIETO
oOpazoBaHMss — TMporpamMmaMm OakajaBpuaTa, IporpaMMmaM CIEIHaTUTeTa, IporpaMMam
mMaructparyps» ot 06.04.2021 Ne 245;

- yuebnoro mmana I'OY BO «Komu pecnyOnukaHckas akageMHsl TOCYIapCTBEHHOM
CIyObl W ympaBieHus» 1o HamparieHuio 46.03.02 JlokyMeHTOBeIEeHHWE W apXHUBOBEICHHE
(ypoBeHb OakanaBpHuara) HalpaBJICHHOCTD (Mpoduiih) «YIpasieHre nHpopmanuen;

- IIpodeccuonanpHoro cranaapra «CHenqualucT MO YHPABICHUIO TOKyMEHTaluen
OpraHM3alin», YTBEPKACHHBIA IpHKa3oM MUHUCTEpCTBA TpyJa M COLMAIbHOM 3alllUTHI
Poccuiickoit ®eneparuum 10 mast 2017 1. Ne 416H.

© Komu pecryOMkaHCKast akageMust
rOCyIapCTBEHHOU CITyKObI
u ynpasinenus, 2024



PA3JIEJI 1. OCHOBHBIE CBEJIEHUA
1. Hens 1 3ana4un y4eOHOH AMCHMILIMHBI

1.1. llens usyuenusn yueonou oucyuniutol

Llenbto ocBOeHMsT TUCHHMIUTHHBI «KaapoBoe Ienonpon3BOICTBO» SIBISETCS MOATOTOBKA
bakanaspos k Oyayued mnpodeccuoHaIbHON eATEIBHOCTH Ha OCHOBE TNPEJCTABICHUS O
CUCTEME KaJIpOBOM JJOKYMEHTAIIMH U TIPABHIIAX €€ COCTABIICHUSI.

1.2. 3a0auu yueonoii oucyuniunsl

3ajauaMu OCBOEHUS JUCHMILTUHBI «KaipoBoe 1e10npou3BOICTBOY» SBISIOTCS:

— cdhopMHUpOBaTh MPEJACTABICHUE O COCTOSHUM COBPEMEHHOW CHCTEMBI KaJpOBOM
JOKyMEHTALIUH,

— c(hopMHpOBATH HABBIKK COCTABJIEHUS U O(OPMIICHHUS KaJIPOBBIX JOKYMEHTOB;

— chopMHpOBaTh CIIOCOOHOCTH MCIIOIB30BaTh MpaBIia OPraHU3aLUU BCEX ATANOB paboThI C
KaJpOBBIMH JIOKyMEHTaMH, C yYETOM OCHOBHBIX TpeOOBaHMIA 3aIIUTHI HH(POPMAITUH;

— O3HAaKOMHTH C HOPMaMH U MPaBUIAMHU CUCTEMATU3AIMU U TEKYIET0 XPaHEHUs KaJJPOBBIX
JIOKYMEHTOB.

1.3. Buovt komnemenyuii, popmupyemote 6 pe3yibmane 0C60eHUA OUCUUNTUHbBL

N3yuenne muctmminHbl «KagpoBoe 1emonpon3BoAcTBO» HaNpaBiIeHO Ha GOpPMUPOBaHUE
CIIEYIOIINX KOMIIETCHIIUM:

3) npodeccuoHanbHbIE:

[IK-1. CrnocobeH OCyIIECTBISITh OpraHU3alI0 JOKYMEHTHPOBAHUS YIPaBIEHUYECKON
JCSATEILHOCTH B OpTaHHW3aINH;

[TK-2. Cioco6eH ocyIIecTBIATh OPraHU3AINI0 JOKYMEHTO000pOTa B OPraHU3alINH.

1.4. Mecmo oucyunnunsl 6 cmpyknype 00pazoeameibHoil RPOZPAMMbL:

Huctmmummaa «KagpoBoe emonpon3BOACTBO» OTHOCHTCS K yacmu, @hopmupyemou
yuacmuukamu  obpaszoeamenvHulx  omuowenuti  bnoka 1 «AucUMIUIMHBL  (MOAYJIN)»
o0pa3oBaTenbHOM MPOrPaMMBI.

2. TpeGoBaHus K pe3yJibTaTaM 0CBOEHUS
Y4eOHOM TMCUMILINHBI

2.1. Nzydyenne nucuurmumabl «KaapoBoe eJIOMPOU3BOJCTBO» HAIMPABICHO Ha
dhopMHUpOBaHKE CICTYIONUX KOMIETEHIIMA W WHIWKATOPOB WX JAOCTWIKEHUMW, 3asSBJICHHBIX B
00pa30BaTeNbHON MPOTrpaMMe:

3) mpodeccruoHaIbHbIE:

®opmupyemble ®opmupyemas Ko n Coaepxanue
KOMIIeTeHIIUH TpyAoBasi PyHKUHSA HAUMeHOBaHHe HHIMKATOpPa
(xon, (HamMeHoBaHUE) HHIUKATOPA AOCTHKEHU I

HauMEHOBaHUE JMOCTHKEeHU I KOMIIeTeHI i

KOMIIETEHIINH) KOMIIeTeHIIU I
TIK-1. 07Anvunauctpatusuo | [1K-1.1-1 [IK-1.1-1.3-1. 3naet
Crniocoben -ynpaBJieHYeCKas 1 HCIIONB3YET MpaBujia MOJIrOTOBKU
OCYIIECTBIISATH oducHas npaBuIia YIpaBIEHYECKUX
OpraHu3aIMI0 HAesiTeJIbHOCTh MOATOTOBKU JIOKYMEHTOB U BEJCHUS
nokyMmeHTupoBanu | 07.002 Cnenuanuct no | ynpaBi€HYECKUX | AEJIOBOM MEPENUCKHU
sl yIIPaBJICHYECKON | OPraHU3allMOHHOMY M | TJOKYMEHTOB U




JEATEIbHOCTH B JOKYMEHTalMoHHOMY | BeneHus aenosor | IIK-1.M-1.V-1. Ymeer

OpraHu3aliu o0ecrevyeHnIo MePETHCKI UCIIOJIb30BATh MpaBuiia
yIpaBIeHUS MOATOTOBKH
OpraHuzaimen YIpaBIeHYECKUX

IIOKYMGHTOB 1 BCACHUA
JIETTOBOM TEPENHUCKH.

[K-2. I1K-2.1-1 [1K-2.1-1.3-1. 3Haer

Crniocoben HCTIOJNB3YeT NpaBuiIa OpraHnu3aluu

OCYIIECTBIISATh npaBuiIa BCEX JTaroB paboThI C

OpTaHU3AIHIO OpTaHu3aIIH JOKYMEHTaMH, B TOM

JTOKYMEHTO000pOT BCEX JTaloB YHCIIe APXUBHBIMH

a B OpraHu3aluu paboThI ¢ JIOKYMEHTaMHU
JIOKYMEHTaMHu, B [IK-2.1-1.V-1. YMmeeT
TOM YHCJIE UCTIOJTB30BaTh MpaBUiIa
apXUBHBIMH OpraHu3aluy BCeX
JIOKyMEHTaMU 3TanoB paboThI C

AOKYMCEHTaMHu, B TOM
YUCJIC apXHWBHBIMUA
JAOKYMCHTaMU

2.2. 3amraHWpOBaHHBIE pe3yibTaThl 00yueHus mo auciumuHe  «Kamposoe
JIEJIOTIPOU3BOICTBOY:

JlomkeH 3HaTh: OpraHU3allMOHHO-TIPABOBBIE W PACHOPSIAUTENBHBIE  JIOKYMEHTHI,
perIaMeHTHPYIOIIHNE AesITeIbHOCTh KaIPOBOM CITYKOBI M ATarbl U MpaBUiia OPraHu3aiuu paboThl
C KaJpOBBIMH JTOKYMEHTAaMHU; IOHATHE TEPCOHAIBHBIX JAHHBIX pPaOOTHUKA, WX 00paboTKa,
XpaHEHHue, UCIIONb30BaHNE, CIOCOOBI TIOMY4YeHHS; TOPSAAOK | TMpaBuia pabdoThl ¢
MePCOHAIbHBIMU JTAHHBIMA PAOOTHUKOB; MPaBUJIa MOJATOTOBKH KaJPOBBIX JOKYMEHTOB; dTaIlbl U
MpaBWJia OpraHu3aluu paboThl ¢ KAAPOBBIMHU JOKYMEHTAMHM; JTallbl M MpaBHia 00pabOTKH
KaJpOBBIX JTOKYMEHTOB, UX CUCTEMATH3aLIHH.

JlomkeH ymeTb: [NpPUMEHATH HOPMAaTUBHBIE [PABOBBIE AKThl B  KaJpPOBOM
JIEIOTIPOU3BOJICTBE; 00pabaThiBaTh, XpaHUTh W pPabOTaTh C TEPCOHAIBHBIMU JITAHHBIMU
paboTHUKA; MPUMEHATh MpaBHUia MOATOTOBKH KaJPOBBIX JTOKYMEHTOB; HCIIONH30BATh MpaBUIIA
OpraHW3allMM BCEX OTamoB padOTHI C KaapPOBBIMU JTOKyMEHTaMH; oOpadaThiBaTh KaJapOBHIC
JOKYMEHTBI Ha BCeX dTanax paboThl C HUIMH, CUCTEMAaTU3UPOBATh HX.

3. O0béM yueOHOH TUCHUIIMHBI
OuHnas ¢popMma 00yueHusn

1 cemecTp
BHub1 yuebHoii paGoThi Pacnpenesienue yueGHOro
BpeMeHH
Konmaxmnuas paboma 54,25
AynIuTOpHBIE 3aHATHUS (BCET0): 54
Jlexyuu 36
IIpaxmuueckue 3ansamust 18
Jlabopamopnule 3anamus
[IpomexxyTouHas arrectanus 0,25
Koncynemayus nepeo sxzamenom
Ix3amen
3auem 0,25




Konmponvnas paboma

Pyxosoocmeo kypcosoii pabomoti

Camocmoamenvhan paboma 53,75
Camocmosmenvhas paboma 6 meuenue cemecmpa 49,75
Ilooecomoska koHmpobHOU pabomul
Hanucanue xypcosoui pabomol
Iloozomoska k npomedxcymouHol ammecmayuu 4

Bup Texymeii arrectanuu

KOHTpPOJIbHAsI paboTa

Oowyas mpyooémkocmes OUCUUNITUHDL:

uacwl 108
3auémmuovle eOUHUYbI 3
2 ceMecTp
BHub1 yueGHoii paGoThi Pacnpenesienne yueGHOro
BpeMeHH
Konmaxkmnasa paboma 20,35
AyauTtopHbIie 3aHsTHS (BCETO): 18
Jlexyuu
IIpaxmuueckue 3anamust 18
Jlabopamophuvle 3anamus
[IpomexxyTouHas aTTecTaius 2,35
Koncynemayus nepeo sxzamenom 2
Oxzamen 0,35
3auem
Konmponvnas paboma
Pyxosoocmeo kypcosoii pabomoti
Camocmoamenvuasn paboma 87,65
Camocmosmenvhas paboma 6 meuenue cemecmpa 51,65
Ilooecomoska KoHMpOILHOU pabomul
Hanucanue xypcosoii pabomol
Tloocomoska Kk npomecymoyHol ammecmayuu 36

Bup Texyueii arrectanuu

KOHTpOJIbHAs paboTa

Obwaa mpyooémkocmob OUCUURIAUHDL:

qacwol

108

3auémmvie eOUHUYbL

3

OuHo-3204Has popma o0OyueHust

1 cemecTp
BHab1 yuebHoii paGoThi Pacnpenesienne yueGHOro
BpeMeHH
Konmaxmmnas paboma 18,25
AynutopHble 3aHATHS (BCETO): 18
Jlexyuu 8
Ilpakmuueckue 3anamus 10
Jlabopamopnule 3anamus
IIpomexyTouHas aTTecTanus 0,25

Koncynemayus nepeo sxzamenom

5




Oxzamen

3auem

0,25

Konmponvnas paboma

Pyxosoocmeo kypcosoii pabomoti

Camocmoamensnan paboma

89,75

Camocmosmenvhas pa60ma 6 mevyernue cemecmpa

85,75

Ilooecomoska koHmpobHOU pabomul

Hanucanue xypcosoui pabomol

Iloozomoska k npOMlecymOUHOIZ ammecmayuu

4

Bup Texymeii arrectanuu

KOHTpOJIbHas paboTa

Oowyas mpyooémkocms OUCUUNITUHDL:

uacwl 108
3auémmuovle eOUHUYbL 3
2 ceMecTp
BHab1 yueGHoii paGoThi Pacnpenesienne yueGHOro
BpeMeHH
Konmaxmmnas paboma 20,35
AyIuTOpHBIE 3aHATHUS (BCET0): 18
Jlexyuu 8
Ilpakmuueckue 3anamus 10
Jlabopamopnuvle 3anamus
IIpomexyTouHas aTTecTanus 2,35
Kouncynromayus neped sxzamenom 2
Oxzamen 0,35
3auem
Konmponvnas paboma
Pyxosoocmeo kypcosoii pabomoti
Camocmoamensnan paboma 87,65
Camocmosmenvhas paboma 6 meuenue cemecmpa 78,65
Ilooecomoska KoHMpOILHOU pabomul
Hanucanue xypcosoui pabomol
Tloocomoska Kk npomexicymoyHol ammecmayuu 9

Bup Texyueii arrectanuu

KOHTpPOJIbHAsI paboTa

Oobwaa mpyooémkocmob OUCUURIAUHDL:

qacwol

108

3auémuvie eOUHUYbL

3

4. Cosep:xkanue pa3/iejioB U TeM y4eOHO AUCHUNTIHHBI

HaumenoBanue
pazoena / memol
. Coaepsxanue pasaesia/TeMbl
yueOHOM
JHM CITAILTAHbI
Paznen 1. KagpoBasi nokymeHTauus

Tema 1. OcHOBHBIE 3aKOHOJaTeIbHBIE Hu HOPMAaTUBHO-METOANYECKUE
HopmatusHo- JOKYMEHTBI,  pPErJIAMEHTUPYIOIUE  TOPSAJOK  COCTABICHUS |
Meroanydeckas 6aza | opopmieHust KaapoBeix JoKymMeHTOB: [loctanoBnenne [IpaBuTenbcTBa

6




KaJpoBOM
JOKYMEHTAllUH
(TTK-1)

P® or 16.04.2003 Ne 125 «O tpynoBbix kHuxkkax», [OCT P 7.0.97-
2016 u 1.0. TpynoBo# konekc Poccuiickoir denepanyim Kak OCHOBHOU
JOKYMEHT, ONpEACISIOMMUIA COCTaB M HOPSAOK  OQOPMIICHHS
JOKYMEHTOB 10 JUYHOMY cocTaBy. (OCHOBHBIE BEJOMCTBEHHBIE
pa3paboTKH, PerIaMEeHTHPYIOIIUE COCTAaB M COJEp)KaHHE JOKYMEHTOB
mo JuYHOMY cocrtaBy. Pazpabotkum ['ockomcrata Poccuiickoii
Qeneparun = 10 yHUQHUKaMA  GOopM  MEPBUYHOW  y4eTHOU
JTIOKYMEHTaIUH.

Tema 2. CocTaB u
BUJIbI KaJPOBOI
JIOKyMEHTAIUU
(TTK-1)

OcHoBHbIE KIaccH(PHUKAIIMN KAJPOBBIX JOKYMEHTOB: OPTaHU3AIIHOHHO-
MIPABOBbIE JIOKYMEHTBI, PAaCIOpPAIUTENIbHbIE JIOKYMEHTHI, ILIAHOBBIE
JIOKYMEHTBI, OTYETHBIC JIOKYMEHTBI, WH(POPMAIMOHHO-CIIPABOYHBIC U
nHGOPMaIMOHHO-aHAIMTUYECKHE KaJIpOBble JOKYMEHTBI, JI0TOBOpHAs
JIOKYMEHTAI[1sl, OCHOBHBIC YUETHBIE JOKYyMeHThI. O01mue TpeOoBaHus K
opOpMIICHHIO ¥ CpOKaM TNOAroTOBKW. Ha3HaueHue KaapoBbIX
JIOKYMEHTOB M KX COOTBETCTBHE OCHOBHBIM 3aJ[a4aM KaJPOBOH CITyKOBI
10 10A00PY, YUETY U PACCTAHOBKE KaJIPOB.

Tema 3. Anpbom
YHUPUITUPOBAHHBIX
(dhopM TIepBUYHOMA
Y4YETHOM
JTOKYMEHTAIUH 110
yuéTy TpyJia ¥ ero
OTLIATHI

Xapaktepuctuka — ampbomMa  (GOpM  KaJpPOBBIX  JIOKYMEHTOB:
paccmotpenue yHuguuupoanueix gopm (T-1 — T-11). Ocobennoctu
anp0oMa YHU(HUITMPOBAHHBIX KaJPOBBIX JOKYMEHTOB. [lopsaok paboThl
C YHUQUIIMPOBaHHBIM (OpPMaMH, BHECEHHE W3MEHEHHUN M JIOTIOJTHCHHUN
B YHU(UIIPOBaHHBIE ()OPMBI. 3aTIOTHEHNE YHUPHUIIMPOBAHHBIX (hopm

(IIK-1)

Tewma 4. [IpaBuia BHYTPEHHETO TPYJOBOrO PACIOPSAAKA; MOJ0KEHUE O 3aIUTE
JIOKyMEHTBHI, MEPCOHANIbHBIX JTAHHBIX; JOJDKHOCTHBIE WHCTPYKLUHUU COTPYAHUKOB
pErIaMEHTHPYIOIIM | OT/AENAa KaApOB; INTAaTHOE PACIUCAHUE WM HWHBIE OPraHU3alMOHHO-

€ eI TeTbHOCTD
KaJIPOBOH CITyKOBI

IMMPAaBOBLIC JTOKYMCHTHI. Oco0eHHOCTH COCTaBJICHHA, OCI)OpMJ'IeHI/ISI.

(ITIK-1, I1K-2)

Tema 5. 3asiBIeHUEe, JOKJIagHAs 3alucKa, INPEJCTaBICHUE, YBEIOMIICHHE,
Odopmnenue ciy)keOHas 3amucka, akT, OObsiCHUTENbHas 3amucka u 1p. Ilopsaok
MH(pOpPMaMOHHO- cocTaBiieHus], 0QOPMIIEHUS, COCTaB PEKBU3UTOB

CIIPaBOYHBIX U

MH(pOpPMaMOHHO-

aAHAJIINTUYECKUX

KaJIpOBBIX

JOKYMEHTOB

(IIK-1)

Tema 6. [Topsimok 3axitoueHus TPyJOBOro goroBopa. CpouHble u OeccpouHble
JloroBopHast TPYZIOBBIE  JIOTOBOPHI. [Topsmox odopmieHuss U perucTpanus
JOKYMEHTALUS: TPYAOBBIX JOTOBOpOB. OO0s3aTeNbHbIE M JOMOJHHUTEIbHbBIE YCIOBUS
TPYJIOBOM JOTOBOP | TPYAOBOTO J0roBopa. JOMOJHUTENbHOE COIIalleHHe K TPYJIO0BOMY
(I1IK-1) Jorosopy. IIpoayieHne CpoUHbIX TPYAOBBIX JOTOBOPOB.

Tema 7. [Ipuka3zsl mo nuuHoMy cocrtaBy. I[lopsamok peructpanuu. Kaapobie
PacniopsinutenbHble | IpUKasbl, HUMEIoIe YHU(DULIUPOBAHHYIO bopmy. He
KaJ[pOBbIE yHU(ULIIpOBaHHbIE KaApoBble Npukasbl. Ilopsnok  3amosHeHus
JOKYMEHTBI 3aroJIOBOYHOM, 0(hopMIIsIOIIEi YacTH MTPUKA30B

(IIK-1)

Tema 8. YuerHsle [Topsiiok BeaeHHS KypHAJIOB B KaJpoBOil ciry:kOe. CocTaB peKBU3UTOB
KaJ[pOBbIE JUIsL PETHCTPALMM DPA3JIMYHBIX BUIOB JOKYMEHTOB M IIOPSNOK HX
JIOKYMEHTBI 3aM0JIHEHUS




(IIK-1)

Tema 9. TpynoBsie

TpynoBas KHM)KKa — OCHOBHOM JIOKyMEHT O TPYIOBOM CTaxke U

i TPYAOBOWM  nesTenbHOCTH  paboTHuka.  Ilopsimox — 3amosHeHHS
KHWKKH: [TpaBuiIa .
S TUTYJBHOTO JIACTa TPYNOBOM KHW)KKH. 3allOJIHEHUE pas3felia
(IK-1) «CBenmenust o pabore», pazgena «CBeIeHHS O HarpaXICHHUIX.
ITopsiok 3an0JHEHUs BKJIaIblIa U AyOJUKATa B TPYAOBYIO KHUXKKY.
Pa3nes 2. Opranusanusi padoThl ¢ KaJAPOBbIMH JOKYMEHTAMHU
3amaun U QyHKIUM KaapoBo# ciyxObl. [lonoxxeHue 06 otaene KaapoB
Tema 1. (ympaBnenuu, JenapraMmMeHTe, ciyx0e U T.J0.) Kak OCHOBHOH
OpraHu3alluOHHbIE | HOPMATHUBHBIN JOKYMEHT IO ONPEAEICHUIO CTPYKTYPbI, YACIECHHOCTH,

(bopmBI, CTpyKTypa
Y IITaTHBIA COCTaB
KaJ[POBBIX CITYkKO

BUJ0B paboT. Ilopsaok pa3paboTku, coctaB MHPOpPMALUH, CTPYKTypa
TekcTa. JIOJKHOCTHBIE HMHCTPYKIIMM Kak OCHOBHOM HOpPMAaTWB TIO
OpraHu3alil TpyAa paOOTHUKOB KaJIpoOBBIX cIyk0. CTpyKTypsl

(ITK-1, TIK-2) KaapoBbiX ciyx0. JlomkHOCTHOI cocTaB. HopMaTuBbl BpeMeHH Ha
paboTHI 10 YYETy KaJpoB
Tpynosoit konekc Poccuiickoin Penepanun Kak OCHOBHOW JOKYMEHT,
ONpeAeIONUN TOPSA0K JOKYMEHTUPOBAHUS TPYIOBBIX OTHOLICHHIA.
3akoHOdATEIbHBIE aKTBbI Poccuiickoi ®denepaunun 0
Tema 2. JIOKYMEHTHPOBAHUU OTAEJBHBIX KaJpPOBBIX IMPOLEAYP U AESITEIbHOCTD
3aKOHOJATENbHBIC U | OTACIBHBIX KaTeropuil pabOTHUKOB (rOCYJapCTBEHHBIX CIyXKallluX,
HOpPMAaTUBHO- MYHMIMIAIBHBIX CIyXalllUX, PyKOBOAUTENEH U T.J.). XapaKTepuCTUKa
METOINYECKUE OCHOBHBIX Pa3pabOTOK pAa3IUYHBIX BEJOMCTB, PETIaMEHTHPYIOIIUX
JIOKYMEHTBHI, paboTy ¢ JOKYMEHTaMH II0 JIMYHOMY COCTaBy. I'OCTp,
perIaMeHTHPYIOIM | KBaJU(HUKAIIMOHHbIE  CIIPABOYHMKH,  Tapu(HO-KBATU(PHUKAIIMOHHbIE
€ KaJpoBoe XapaKTEPUCTHUKH, oOuiepoccuiickue KJIaCCU(UKATOPHI,
JEJIONPOU3BOACTBO | YCTAaHABIMBAIOUIME IOPANOK 3allOJIHEHUS KaJpPOBBIX JIOKYMEHTOB.
(IIK-1, T1K-2) JIOKyMEHTBI apXUBHBIX BEJOMCTB IO JEJIONPOU3BOJACTBEHHOMY U
ApXMBHOMY XPaHEHMIO JOKYMEHTOB I10 JUYHOMY COCTaBy. JlOKyMEHTBI
I'ockomcrara Poccuiickoit ®denepanuu no yHupUKauud HEPBUYHON
YYETHOM TOKyMEHTALUU
Tewma 3. PernamenTanus pa®oThl ¢ KaapOBBHIMH JOKYMEHTAaMHU B JIOKAJbHBIX
Ocobennoctu HOPMAaTUBHBIX aKTaxX OpraHu3aluu (IIpaBWjla BHYTPEHHETO TPYAOBOIO
OpraHu3alu pacrnopsiika, KOJJICKTUBHBIM JOroBOp, MOJOXEHHE O pabore ¢
paboThI ¢ NEPCOHAIBHBIMU  JaHHBIMM U 1p.). JloKaibHblE  JOKYMEHTBI
JOKYMEHTaMH B OpraHu3aliy, perijaMeHTHPYIOIINe KaJpoBOE JEIONPOU3BOICTBO:
KaJ[pOBOH CITyK0e rpapuKk  JIOKYyMEHTOOOOpOTa,  MHCTPYKIHS 1O  KaJpOBOMY

(IIK-1, TIK-2)

JIETIOTIPON3BOJICTBY, allbO0OM (OpM KaJIpOBBIX JOKYMEHTOB, TaOelb
(bopM TOKYMEHTOB.

Perucrpamuss  10KyMEHTOB IO JUYHOMY cocTaBy. IlpaBumiia
pErucTpallMl M HHIEKCUPOBAHHSA JOKYMEHTOB. PerucrpanyoHHbIE
dbopMbl  (aBTOMATHU3WPOBAaHHAsA, >KypHaibHas). DOpMbl KypHAJIOB

perucTpanuu KaJgpoBbIX MPUKA30B (B T.4. MOPSAIAOK BEACHUS KHUTH
ydera JBWKCHHS TPYAOBBIX KHW)KEK U BKIAIBIICH B HHX).
Homenkmatrypa gen kaapoBoit ciyxObl. [lopsimiok MOATOTOBKH,
cocraBieHus, odopmienus. CucremaTu3aluss W ONEPaTHBHOE
XpaHeHUe JOKYMEHTOB [0 JHYHOMY cocTaBy. (OcoOeHHOCTH
dbopmupoBaHMs B Jiefia TOKYMEHTOB IO JIMYHOMY cocTaBy. [lpaBumna
CHUCTEeMATHU3AIlMH PACTIOPSIUTENBHBIX JOKYMEHTOB, YYETHBIX (HOpM,
TPYIOBBIX KHWKEK. CUCTeMaTH3alusi W XpaHCHWE JIOKYMEHTOB —
OCHOBaHMW K mpuka3zaM. llltaTHoe pacmucaHue Kak TEePBUYHBIN
YYETHBIH JOKYMEHT 110 y4eTy KaapoB. CTPyKTypa U COCTaB PEKBH3UTOB
yauduimpoBanHoi dopmsl (T-3). OdopmieHre nepedHs CTPYKTYPHBIX
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noJipa3esieHni, KoauQuKaIus moapa3iesiecHuii, BHIOOp HAMMEHOBaHUS
JIOJDKHOCTEH, CIeIuaibHOCTEeH, Mpodeccrii, ykazaHue KBATH(PUKAIINH,
a TaKXe CBEACHUHN O KOJIMYECTBE IITATHBIX €AUHUI, pa3Mepax OKIIaja,
Han0aBoK. O0s3aTeNbHBIE PEKBU3HUTHI, CTPYKTYpa M TEKCT, pa3padoTKa
U U3JaHHe MpuKa3a o0 YTBEpXKIEHUM INTaTHOro pacmucanws. [lama
COCTaBJieHHUs, JaTra BBOJAa B JEHCTBHE, pErucTpalnusi IITaTHBIX
pacnucaHui, nepuos ero aeucTsus. [Iopsaaok yTBepKAeHUs U BBOAA B
JICUCTBUE IITATHOTO pacnucaHusd. [lopsgok BHECEHHS W3MEHEHUN B
mraTHoe pacnucanue. [lpoexkThpoBaHue TmpUKa3a O BHECEHUU
W3MEHEHUN B IITaTHoe pacnucanve. CocTaBieHUE CIPABKH «YUeT
W3MEHEHUH, BHOCUMBIX B IITaTHoe pacnucanuey». IllraTHas
paccTaHoOBKa: MOHATHE, opsAnok odopmienus. [Ipouenypa npuéma Ha
paboty. OdopmieHre NEepBUYHBIX TOKYMEHTOB TpPYAOYCTpPOHCTBA:
JUYHBIMA JHCTOK MO YYETY KaApOB U JIOMOJHEHHUS K HeMy (aHKeTa),
aBrobuorpadus, 3asBineHue o npuéMme Ha padory. OdopmieHue
MUCBMEHHOTO OTKa3za B mpuéme Ha pabory. IlepeyeHb HOKyMEHTOB,
HEOOXOIUMBIX JUIL  TPYAOYCTPOMCTBA. ITopsnok  3akmroueHus
TPYJOBBIX JIOTOBOPOB ¢ paboTHHKaMu. lcmbITaTeNnbHBI CpPOK MpH
npuéme Ha pabory. CpouHble u OeccpoyHBIE TpPYIOBBIE JOTOBOPHI:
TpeboBaHus K 0opMIIeHHIO U pekBu3uTaM. OdopmiieHne N3MEHEHUH K
TPYAOBOMY JIOTOBOPY. 3aKIIOYEHHE CIIy’)KEOHOTO KOHTPAKTa IpH
MOCTYIUIGHUH  Ha  TOCYAApCTBEHHYIO  TPa)XJaHCKYI0  CIIyxKOy.
Odopmnenne mnpukaza (pacmopsbkeHus) o mpuéme paboOTHUKA
(paboTtHHKOB) Ha padoTy (yHUGUIHpoBaHHAs (popma Ne T-1 u Ne T-1a).
VYuer pabouero Bpemenu. Benenue tabenst ydera pabodero BpeMeHH
(yaudurupoBannas dhopma T-13)

Tema 4.
Opranuzanus
paboTsI ¢
JIOKyMEHTaMH B
MpoILIeCcCe JIBHKEHUS
KaJIpoB

(ITK-1, TIK-2)

[Topsimok, oOs3aTenpHBIE MpaBWiIa H  MpakTHKa odopMieHus
JOKYMEHTOB, CONPOBOXKIAIOUIMX TIEPEeBOJ Ha JPYyryio paboTy:
3armoaHeHne YHUPUIUPOBaHHBIX (opM mpuka3oB (T-5 u T-5a). Bunsr u
MOpSAZOK  pa3padOTKM  OCHOBaHMM K TpUKazaM O IEpEeBOJE.
OdopmieHne U3MEHEHUH K TPYJOBOMY JOTOBOPY. BHeceHwue 3amucu o
NEepeBOJiE B TPYAOBYIO KHWXKKY U JIMYHYIO KapTOUKy pabOTHHUKA.
Oco0eHHOCTH JOKYMEHTHPOBAaHUS TepeBojia padOTHUKA Ha JPYTYIO
paboTy mo cocTOsIHHIO 310poBbsi. Bunbl ormyckoB. [IpegocraBienue
OTIIyCKOB  INTaTHbBIM  pPa0OTHUKAM, BHEIIHUM W  BHYTPECHHUM
coBMmectutesiM. Pa3paboTka W yTBepKIeHHE TrpaduKa OTIIyCKOB
opranmzaiui.  OdopmiieHHEe TEpPBUYHBIX YYETHBIX JIOKYMEHTOB,
CBsI3aHHBIX ¢ oTmyckamu (1-6 m T-6a), T-7 (rpaduk OTIIYCKOB).
JIOKyMEHTUpOBaHWE BHECECHUS W3MEHCHH B TpaduK OTITYCKOB.
3anonnenue pasgena VI Jluunoit kaproukm pabotHuka T-2.
OdopmieHue oTITyCKOB 0€3 COXpaHEeHUS 3apa00THOM TUIAaThI, Y4eOHBIX
OTIIyCKOB, MO yXOAy 3a pPeOEHKOM, MO OEpeMEHHOCTH U POJAaM.
[Topsimox oopmitenust 0T3p1Ba U3 OTHycka. OQopMIIeHUS TOKYMEHTOB
JUIsL 3aMEHBl YacTH OTIIyCKa JeHEeXHON komneHcauuei. [lonstue
CIIy’)KEOHBIX ~ KOMaHIUPOBOK. JIOKyMEHTHpOBaHWE  HaIPaBICHHA
paboOTHUKOB B cityKeOHbIe KOMaHIUPOBKHU. 3anonHeHue
yauunupoBanabix  gopm  T-10a  «CimyxebHoe 3amaHue i
HaIpaBJIeHUS! B KOMaHJIUPOBKY M OTUYET O €ro BhINOJHeHUW», 1-9 u T-
9a npukas o HarpaBJlIeHUH B KOMaHIUPOBKY, T-10 «KomannupoBouHoe
yaoctoBepeHue». JIoOKyMEHTUpPOBaHHE BHECEHUS H3MEHEHHMHA B
KOMaHAMPOBOYHbIE TOKYMEHThl. DopMa U MOPSIIOK BEIEHUS KypHasa
yuera paOOTHHMKOB, BHIOBIBAIOIIMX B KOMaHIMPOBKY M3 OpraHM3allHH,
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U KypHaia ydera paOOTHHKOB, NPEOBIBAIOIIMX B KOMaHIUPOBKY B
opranuzanuio. Ilopsanok odopmieHus npuBiedeHUs paOOTHUKA K
paboTe B BBIXOAHON WM HepabouMii mpa3gHUYHBIA JneHb. [lopsmok
odpopmienus. Cormacue padotHuka. [Ipukas o nmpusiedyeHnn K padorte
B BBIXO/IHOM (Hepabouuit) npa3aqHuuHbid neHb. [lopsanok odopmiaenus
MpUBJICYCHHUS] paOOTHMKA K paboTe B BBIXOJHOW WM Hepabouuid
Opa3IHUYHBIA  J1eHb. [IOpsIOK  JOKYMEHTHPOBaHUS  HpPOIETyphI
coBMeneHus: npodeccuii (momkHocTel). OdopmiieHne BO3JIOXKEHUS
00513aHHOCTE BpPEMEHHO OTCYTCTBYMOIIEro padorHuka. OdopmieHue
coBMecTHUTEIbCTBA. [loHATHE «IpeKkpalleHue TPyAOBOTO JOTOBOPay,
«PacTop>xeHue  TpyZOBOrO JOTOBOpa», «yBoJbHEeHHE». (CocraB
JOKYMEHTaluu, OoQopMIIsIeMON  MpH  NpPEeKpalleHuH  JAeHCTBUA
TPYAOBOTO JOrOBOpa: MO HHUIMATHBE pPAaOOTHHKA, MO WHHUIIMATHBE
paboTomaTens, IO COMIAMICHUIO CTOPOH, IO OOCTOSITENbCTBA, HE
3aBUCALIMM OT BOJIM CTOPOH, IO MCTEUYEHHUIO CpOKa TPYZOBOTO
Joropopa W T.O. O6mue mpaBwia  JOKYMEHTAIMOHHOTO
COIIPOBOKICHUS TPEKpAIIeHUus TPYHOBOro jgorosopa. OdopmieHue
JIOKYMEHTAIlUH, COMTPOBOXKAOIIEH MTpeKpalleHue AeUCTBUS TPYI0BOTO
JIOTOBOpa ¢ paOOTHUKOM: BHJIBI M TOPSIOK pa3pabOTKU OCHOBAaHUH K
npuKazam o0 yBOJIBHEHHH, 3aII0JIHEHHE YHUDHUIIMPOBaHHBIX Gopm T-8
u T-8a «llpuxa3z o mpekpalieHuu AEUCTBUSA TPYIAOBOIO AOrOBOpa C
paboTHUKOMY», OGOpMJIEHHEe OCHOBAaHWUH K TIpUKa3aM T0 BHJAM
YBOJIbHEHHUS, BHECEHHE 3amuceil B TPYJOBYIO KHIKKY M JIMYHYIO
kapTouky. O3HaKOMJIeHHE paOOTHHKA C 3alUCSIMU B TPYJIOBOW KHUKKE
npyu  yBoibHEHUH. OcCOOEHHOCTH OQOpPMIICHHS JIOKYMEHTOB MIpU
MPEeKpaleHN: TPYAOBOIO JOTrOBOpa IO MpPUYMHE HECOOTBETCTBUS
paOOTHHMKAa 3aHUMAeMOM JIOJDKHOCTH BCIEACTBUE HEIOCTATOYHOMN
KBaM(pUKAMK,  TOATBEPXKACHHOM  pe3yiabTaTaMH  aTTECTallUH.
Ocob6enHoctr 0popMIIeHHUS JOKYMEHTOB PHU MPEKPaIEHUH TPYA0BOTO
JIOTOBOpa IO TPUYMHE HECOOTBETCTBHUS BBINOJHSAEMON paboTe
BCJIEJICTBHE COCTOSIHUSI 3/I0pOBbSI B COOTBETCTBUU C MEIUIIMHCKUM
3akioueHueM. Ocob6eHHOCTH 0(GOpMIICHHS YBOJIbHEHUSI 32 BUHOBHbBIE
OEUCTBUS: TOPANOK  OQopMIIeHHS  JTOKyMEeHTOB. (OcoOeHHOCTH
MPEeKpaleHUs] TPYAOBOIO JOTOBOpa B CBSI3U CO CMEPThIO pabOTHHKA
(MM pU3HAHUS CYJOM YMEPIIUM MM O€3BECTHO OTCYTCTBYIOIIUM):
JaTa COCTaBJIGHMs TIpUKa3a O MPEKpalleHUH TPYIOBOTO JI0TOBOPA;
JOKYMEHTBI-OCHOBaHMsI JUIl TpUKa3a O MPEKpaIleHuH TPYIOBOTO
noroBopa. OCOOEHHOCTH BHECEHMsI 3alHCH B TPYIOBYIO KHUXKKY.
Pacyer xomneHcaumu (yZepkaHWs) HEUCIOJIb30BAaHHOW  4YacTu
€XKEroIHOT0 OIUIAYMBAEMOr0 OTIYCKa MPHU IPEKpalieHUH TPYAOBOIO
JIOTOBOpa

Tema 5.
Odopmienne u
BEJICHUE JINYHBIX
KapTO4YCK U JIMYHBIX
aen

(TIK-1, TIK-2)

[Topsimok  odopmienus auyHOM  KapTtouku Gopmer  T-2 ¢
UCTIOJIb30BaHUEM OOILIEPOCCUICKUX KIacCU(UKATOPOB. 3aroyiHeHHE
pas3ziesioB: 0OILIuE CBEICHMS, CBEIEHUS O BOMHCKOM YYeT€ M MHBIX
pa3znenoB kapTouku. Benenwe kaptouku ¢opmsl T-4. 3amonnenue
kaprouku  ¢optel  T-2'C(MC)  nmma  rocymapCTBEHHBIX U
MYHUIMIIAIBHBIX CIyKaiuxX. Begenue nuunbix nen. ONUCh JIMYHOTO
nena. O0noXKKa Jena JUIMTETLHOTO0 CpOKa XpaHeHUs. Benenue Tu4HbIX
JIeJl B TEKYLIEM JEJIONPOU3BOACTBE U NEpeaya JIMYHBIX JEJl B apXUB
opranmzanuu. Jluct 3aBepurens gena. Begenwe nu4HOro Jena
rOCYJapCTBEHHOTO U (MJIM) MyHULIMIIAJILHOTO CIY’KaIlero (Ha mpumepe
rOCyJIapCTBEHHOTIO, roCy/1apCTBEHHOIO IPaXIaHCKOTrO WIH
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MYHHUIIMTIAIBLHOTO CITYKAIIEro)

Tema 6.
JIOKyMEHTUPOBaHKE
OLICHKH
NEeATEIbHOCTH

pabOTHHUKOB
(TIK-1, TIK-2)

Odopmnenne noourpeHus pabOTHHKA: BHUJBI TPYIOBBIX IOOILIPEHUH,
HOPSIIOK  Pa3pabOTKH  TOJIOKEHHsI O TOOLIPEHUH, 3alOJHEHHE
yaupunupoBanubix dopm (T-11 u T-1la «Ilpukas o moomnpeHnn
pabotHuka (paboTHHUKOB). BHeceHue 3ammcell B TPYAOBYIO KHIKKY.
Odopmienne HarpaxaeHuss TOCYIJapCTBEHHBIMH U OTPAaCIEBBIMU
Harpagamu. OdopmiieHue, MOAMUCAHUE, COTJACOBAHHE HArpaaHoro
mucta. [lopsimok cocTaBiieHUsI XapaKTePUCTHKU Ha pPaOOTHHKA.
OdopmiieHne TUCIUITIMHAPHOTO B3BICKAHMS. BUIbI TUCIUIITHHAPHBIX
B3bICKaHUN. O0s3aTeNbHbIE JOKYMEHTHI MPU OOBSBICHUU PAOOTHUKY
BBITOBOpPA, 3ameyaHus. [lopsaok odopMiieHHs JOKIAJAHOM 3alHCKH,
akta 00 OTKaze OT Jayd IHUChMEHHBIX OOBSICHEHUU, akToB (00
OTCYTCTBUHM Ha paboueM MecCTe, O TMOSBJICHUU Ha paboTe B COCTOSIHUU
QIKOTOJILHOTO  (HAPKOTUYECKOTO WM  HHOTO  TOKCHYECKOIO)
onbsHeHust). Odopmienue otrcrpanenuss ot pabotel. Ilpukas 00
oTcTpaHeHMH OT pabotrel. [lopsgok CHATUS —OUCHUIUIMHAPHOTO
B3BICKaHMS: JOKYMEHTHI MpPEACTAaBICHHE WM CIy>KeOHas 3ammcka,
MPUKa3 O CHATUH JUCHUIUIMHAPHOTO B3bicKaHus. [opsiiok mpoBeaeHus
arrecranuu paboOTHUKOB B opraHu3anuu. CocraB, coAepKaHHE H
MOPSAJOK IOATOTOBKH MPHUKA30B (PaclopsDKEHUI) IO  aTTecTalluH.
I'padux mpoBenenus arrtecranmu. llojoxkeHne 00 arTecTallMOHHON
komuccuu. OT3bIB (3aKiI0ueHune) o pabore arrectyemoro. [IpoTokoss
aTTECTAIIMOHHON KOMUCCHH. ATTECTAllMOHHBIN JIMCT paOOTHHUKA

Tema 7.
Opranuzanus
paboThI C
TPYJIOBBIMU
KHIDKKaMH
(TIK-1, TIK-2)

Opranuzanus paboTel ¢ TPYAOBBIMH KHUXKaMu. [lopsmok xpaHeHus
TPYJOBBIX KHMIKEK. YUYeT TpYyJIOBBIX KHWXEK. Bblgaua nyOnumkara
TpyZOoBOM KHIDKKM. OpraHuzanus XpaHEHUS HEBOCTPEOOBAHHBIX
TPYJAOBBIX KHUXEK. (OTBETCTBEHHOCTh 3a HECOOJIIOJIEHUE MOpsAIKa
BEJICHUS TPYAOBBIX KHIKEK. [Ipuka3 o Ha3HaUeHUH OTBETCTBEHHOTO 32
y4eT, BEICHUSI U XpaHEHUE TPYIOBBIX KHHUKEK

Tema 8. O6paboTka
HEPCOHAITBHBIX
JTaHHBIX

(TIK-1, TIK-2)

[TonsiTe  mepcoHANbHBIX  JaHHBIX  paboTHuka.  OOpaboTka
NEPCOHAJIBHBIX AAaHHBIX. XpaHeHl/Ie N HCIOJIb30BAHHUE NCPCOHAJIBHBIX
IaHHBIX paboTHHKA. CrocoObl MONMy4YeHHS TEPCOHANBHBIX JTaHHBIX
pabotHuka. JIOKyMEHTOOOOpPOT ¥  JIOKYMEHTalus  JIOKaJIbHOTO
XapakTepa, (QUKCUpYIOIIas TMOPSAIOK MW  TpaBWia paboOThl ¢
NEPCOHANBHBIMA JTAHHBIMH paOOTHHKOB: [lomokeHne o 3ammTe
NEPCOHANBHBIX JaHHBIX. Ero cTpykTypa, TeKcT. dopma 00s3aTenbCcTBa
O HEpasrjialmCcH MECPCOHAIIBHBIX JTaHHBIX pa6OTHI/IKOB. N3menenue
aHKETHO-OMorpa)uyeckux JaHHBIX pabOTHHKA W TOPSIOK UX
JOKYMCHTHPOBAHUSA: IIPUKa3 O BHCCCHUHN U3MEHEHUH B NEpCOHAIBHLBIC
JIAHHBIC U JIp.

Tema 9. Macniekmyst
Tpy/Ja: MOJTHOMOYUS
M CaHKIINHU

(ITK-1, TIK-2)

Bunbel n nopsnok nposeneHHst 1'oCynapCTBEHHON MHCIEKLIMEH TpyJa
(TUT) npoBepok COOMIOJEHHUS TPYAOBOIO  3aKOHOJATENHCTBA.
Ilepeyenr  TOKyMEHTOB, mpeabsBiasieMbix  uHcnekropy IUT.
WHcnekuus Tpyna: IMOJHOMOYMA M CaHKUMHU. BHIBI IIPOBEPOK:
JTIOKyMEHTapHasi, KOMIUIEKCHAsI, BbIe3Hasl (OCOOCHHOCTH MPOBEIACHUS).
IIpaBa mHCHEKTOpa MO TPyAYy M €ro noJHomMouus. OTBETCTBEHHOCTH
paboToaTesiell 32 HapyILIEeHHs TPYI0BOIO 3aKOHOAATEIbCTBA

5. YueOHO-MeTOAUYeCKOEe U MH(OPMAILITMOHHOE O0ecnieyeHre Y4eOHOM JUCIMILIUHBI

5.1. Ocnosnaa numepamypa (8 Tom uncine u3 9bC):
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1. MunaeBa, H.B. KagpoBoe pemompousBoactBo : yueb.-meton. mocodbue / H. B.
Munaesa ; Komu pecnyOnukaHckas akaa. roc. ciayO0bl U yrnpasienus . - CeikTbiBKap : M31-BO
KPAI'CuY, 2013. - 218 c.

2. Slakoswu, LI.A. Jlenmompou3BoacTtBo B kaapoBoi ciyxoe / II.A. SukoBuu. — M. :
Onutn-lana, 2015. - 161 c¢. — Pexum goctyma: 1O  TOANHCKE.  —
URL: http://biblioclub.ru/index.php?page=book&id=119021.

5.2. /lononnumenvunas numepamypa (B Tom uncie u3 ObC):

1. Kazannesa, ['.B. JluuHbie MOKyMEHTHI: TpeOoBaHHsS K OQOPMIICHHIO U 00Opa3Ilbl
nokymenToB / I'.B. KazanmneBa. — 6-¢ uzn., crepeorun. — M. : U3natensctBo «DmuaTan, 2017, —
40 c. — Pexum gocryma: mo moamucke. — URL: http://biblioclub.ru/index.php?
page=book&id=103531.

2. Kysnenos, U.H. lenonpoussoacteo / M.H. Ky3neuos. — 6-e u3zz., nepepad. u aom. —
M. : Usparenbcko-ToproBas kopmoparus «Jlamkos u K°», 2014. — 460 c. : Tabn. — Pexum
nocrymna: o noanucke. — URL: http://biblioclub.ru/index.php?page=book&id=452846.

3. MuxaitnoB, HO.M. Jluunbie nena COTPYJHUKOB KOMIAHHUM: KaK IPaBUIBHO
O(bopMn;ITb BecTH M XpaHuth / FO.M. Muxaiinos. — M. ; bepnun : dupexr-Meaua, 2014. — 160
c. un. — Pexwm goctyma: mo mommucke. — URL: http://biblioclub.ru/index.php?
page=book&id=25369.

4. Poroxwun, M.IO. JlemonpousBoacTBo B kaapoBou ciyx6de / M.IO. Poroxun. — 3-e
u3M., nepepad. u gom. — M. ; bepnun : Jupexkr-Meaua, 2014. — 783 c. — Pexxum moctyna: mo
noxamucke. — URL: http://biblioclub.ru/index.php?page=book&i1d=253703.

5. Poroxwun, M.IO. Opranuzanus kaapoBoit padotsl npeanpustust / M.YO. Poroxun. —
M. ; bepnmun : Jupexkr-Menua, 2014. — 240 c. : wi. — PexxuM noctyna: mo MOJNHCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=253710.

6. Poroxxun, M.1O. CnpaBounuk kaapouka / M.IO. Poroxun. — M. ; bepaun : Jlupekt-
Mengua, 2014. - 399 ¢ : wn — Pexum Jgoctyma: 1o  MOJNUCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=253715.

5.3. Ilpogheccuonanvnvie 6azvl 0anHbIX, UHPOPMAUUOHHO-CRPABOYHBIE U NOUCKOBbIE
cucmemul:

1. CnpaBouHo-TipaBoBasi cuctema «l apanT.

2. CropaBouHo-nipaBoBasi cucteMa «Kouncynbrant [Lmrocy.

3. DIeKTpOHHO-OMOIMOTEUHAsT CcHUCTeMa «YHUBEPCHUTETCKash OHOJMOTEKa OHJIAHY
(www.biblioclub.ru).

4. HayuHas snexkTpoHHas onbauoreka (www.e-library.ru).

5. HammonanwHas snexktponHas oubnmoreka (https:/mH36.pd).

5.4. Pecypcol unghopmayuonno-menexommynuKkayuonnoi cemu « nmepnemy

1. Caitt Becepoccuiickoro Hay4HO-HCCIIEIOBATEILCKOTO HHCTUTYTA JOKYMEHTOBEACHUS U
apxuBHoro nena (http:/ www.vniidad.ru/).

2. Cait no kaapoBomy nenonpousoactBy (https://www.kadrovik-praktik.ru).

5.5. Hopmamueno-npaeosvie akmol

1. TpynoBoii koaekc Poccuiickoii @eneparuu ot 30.12.2001 Ne 197-®3 // Poccuiickas
razera. — 2001. — 31 mexabps.

2. TOCT P 7.0.8-2013. Cucrema crtaHgapToB 1o HH(pOpMaIuy, OUOIMOTEHHOMY H
u3AaTenbCKoMy aeny. Jlenonpous3BOACTBO M apXUBHOE Aen0. TepMuHbl U onpeneneHus. — M.:
N3-Bo Poccannapra, 2014.

3. TOCT P 7.0.97-2016. Cucrema cranmapToB 1mo uHMOpMaIuu, OMOIUOTECYHOMY U
u3JaTeNbckoMy jeny. OpraHu3alroOHHO-PACTIOPSIUTENbHAS TOKyMeHTanus. TpeOoBaHus K
odpopmieHuto 1okyMeHToB. — M.: Ctanaaptundopm, 2018.
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http://biblioclub.ru/index.php?page=book&id=119021

4. TOCT 6.10.1-88. YuudumnupoBanusie cucrembl nokymenranuu (YCJI). OcHoBHBIE

nonoxxenus. — M.: 3-Bo ctanmaptos, 1988.

5. TOCT 6.10.5-87. YuuduuupoBaHHbIE CHUCTEMbl JOKyMeHTanuu. TpeOoBaHus K

MOCTpOeHUI0 GpopMmysipa-oopasna. — M.: U3-Bo cranmapTos, 1987.

6. T'OCT 7.60-90. U3nanust. OcHoBHBbIE BUAbl. TepMmuHbl U onpenenenus. — M.: 13-Bo

cTaHapTos, 1990.

7. O6 wunHdpopmanuy, WHPOPMALMOHHBIX TEXHOJOTMAX M O 3aluTe WHPOpMalUu:

dbenepanbabiid 3aK0H 0T 27.07.2006 Ne149-D3.
6. CpexacrBa obecnieueHHUs1 OCBOCHUS

B  yueGHOM

nporiecce

Y4eOHOH AMCUUIIMHBI

Ipy  peanu3alv  y4eOHOM  JTUCIUIUIMHBI

ACJOIPOU3BOACTBO» MCIIOJB3YIOTCA CICAYIOIMNUC IIPOrpaMMHBIC CPCACTBA:

Hughopmayuonnovie
mexHono2uu

Ilepeuens npozpammnozo obecneuenus u
UHPOPMAYUOHHBIX CHPABOUHBLX CUCEM

OducHpl TakeT 17151 PabOTHI
C TOKyMEHTaMH

Microsoft Office Professional

CB00OIHO pacTpoCTpaHsIEeMOe MPOTrPAMMHOE O0eCTICUeHUE
Only Office.

https://www.onlyoffice.com

HNudopmanmnonHo-
CIPAaBOYHBIE CHCTEMBI

CHpaBO‘IHO—HpaBOBaﬂ CHCTCMa ((KOHCYJ'ILTaHT IIaroc»

CrnpaBouyHo-nipaBoBas cuctema «I'apanT

DIEeKTPOHHO-OMOITNOTEYHbIE
CUCTEMBI

OBC «YHuBepcurerckas OMOIMOTEKA OHJIAWH)

HanumonaneHas snexktponnas 6ubanoreka (https:/H30.pd) (B
3panuu 'OY BO KPAT'CuY)

Hayunas snextponnas 6ubmmoreka «KubepJlennnkay
https://cyberleninka.ru

Poccuiickas HaydHast 2JICKTpOHHAst OMOIMOTeKa
https://www.elibrary.ru

SHCKTpOHHaH I1o4Ta

:‘)HGKTpOHHaﬂ 104Ta B JOMCHC krags.ru

CpencTsa it Opranu3aiuu
BEOMHAPOB, TEJIEMOCTOB U

CepBuchl BeO- 1 BUICOKOH(DEPEHIICBS3H, B TOM YHUCIIE
BigBlueButton

«Kanposoe

KOH(epeHIHH

CorpoBoX/ieHHE OCBOCHUS AMCIMILIMHBI 00yYarOIMMCsl BO3MOXKHO C HCIIOJIb30BaHUEM
ANIEKTPOHHON HH(OpMaIoHHO-00pa3zoBaTenbHOl cpeasl ['OY BO KPAI'CuY, B TOM uucie
oOpazoBarensHOro noprana Ha ocioBe Moodle (https://moodle.krags.ru)

7. MaTepuaibHO-TeXHUYeCKoe o0ecneyeHue
OCBOEHUSI YUeOHOH TMCUMILIUHBI

[Ipn npoBeneHun yueOHbBIX 3aHATUN 0o AucuuiiuHe «KaapoBoe 1€101ponu3BOJICTBOY
3aJieiicTBOBaHa MaTepHalbHO-TEXHUUYECKass 0a3a akaJeMuu, B COCTaB KOTOPOH BXOJAT
CIIEAYIOLIME CPEACTBA U PECYpCHl JUIsl OPraHU3alUKM CaMOCTOSTEIIbHOW M COBMECTHOM padOThI
o0yyaromuxcs ¢ NpernoaaBaTeIeM:

— CIELMAJIBHBIE IOMELICHUS JUIS pealu3alyy JaHHOM IUCLUILIMHBL IPEACTaBIIIOT
coOoif ydeOHble ayJUTOpUU JUIs TPOBEJIEHMs 3aHATHHA JIEKLMOHHOIO THIIA, 3aHATHH
CEMUHAPCKOI'0 THUIIA, IPYINIIOBBIX M MHAWBUAYAIBHBIX KOHCYJIbTAlMM, TEKYILLIEro KOHTPOJIA M
IIPOMEKYTOUYHOM aTrTecTalliu, a TakkKe IOMEUIEHHUs sl CaMOCTOATENbHOM paboThl.
CrnenuanbHbIe MOMEUICHNUSI YKOMIUIEKTOBAHbI CIICIMATHN3UPOBAHHON MEOEIbI0 U TEXHHUECKUMHU
CpeAcTBaMU OOYYEHHs, CIyKallUMHU s MpeAcTaBieHUus ydeOHOW HHpopmanuu OoJbIION
ayIUTOPUH;
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https://xn--90ax2c.xn--p1ai/
https://moodle.krags.ru/

— IIOMEIIEHUE JJIi CaMOCTOATENbHOM paboThl 00yyaromuxcs, KOTOpPOE OCHAIIEHO
KOMITBIOTEPHOHN TEXHUKON C BOZMOKHOCTBIO TIOKITIOUEHHS K ceTH «HTepHeT» 1 o0ecrieueHneM
J0CTYIIa B 3JIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTEIbHYIO Cpey OpraHU3altu;

— KOMIIBIOTEPHBIE  KJACChl,  OCHAIIEHHBIE  COBPEMEHHBIMH  IE€PCOHAIBHBIMHU
KOMITBIOTEpaMH, pabOTaIOLIMMU O] YIIPaBJIEHUEM ONepalmoHHbIX cucteM Microsoft Windows,
00BbETMHEHHBIMHU B JIOKAJIIBHYIO CETh U UMEIOIUMU BbIX0/ B IHTEpHeT;

— Oumbmmoreka  AKaneMuH, KHIDKHBIH  (OHI  KOTOPOH  COAEPKUT  HAy4YHO-
HCCIIeI0BATENbCKYIO JIUTEPaTypy, HayuHbIE )KyPHAIIbI U TPYAbl HAYYHbIX KOH(QEPEHIINH, a TaKxkKe
YUTAIBLHBIN 347,

— cepBepHOE 000pyIOBaHME, BKIIOYAIOIIEE, B TOM YHCIIE, HECKOJIBKO CEPBEPOB CEPHUH
IBM System X, a Take BUPTyaJlbHbIe ce€pBepa, padoTaroIMe MO0/ YIIPABICHUEM OIEePalMOHHBIX
cuctem Calculate Linux, BxtouenHoit B Peectp Poccuiickoro I10;

— CceTeBOe KOMMYTallMOHHOE 000py10BaHue, obecnednBatoliee padoTy JIOKaJIbHOM CeTH,
npeocTaBlIeHHe JoCTyma K cetu MHTepHeT ¢ 001mieii ckopocThio noaxiroueHus 100 Mout/cek, a
Takxe paboty OecripoBogHOro cermenra cetu Wi-Fi B momenieHnsx AkageMuu;

— UHTepakTHBHbIE HH(OpMAIIMOHHBIE KHOCKU «H(DOY;

— TPOTpPaMMHBIC U anmapaTHbIe CPEACTBa IS POBEICHHUS BUICOKOH(PEPEHIICBS3H.

Kpome Toro, B oOpa3oBaTeibHOM Ipolecce OOYyHaIOUIMMHUCSA IIMPOKO HCIIOJIB3YHOTCS
CIICAYIOIINE HIIEKTPOHHBIE PECYPCHI:

— certb Internet (ckopocTs nogxiarouenus — 100 Mour/cex);

— caift https://www krags.ru/;

— OecnpoBojHas ceTh Wi-Fi.

KoHkpeTHble TOMeImeHus UIsl opraHm3anuy oOydeHus mo muctmiuimae «Kamposoe
JIeTIOTIPOM3BO/ICTBO»  OIPENIENIAIOTCS PACHUCAHWEM YYeOHBIX 3aHATUH M TMPOMEKYTOUHOH
arrectanuu. O0OpyAOBaHNE U TEXHUYECKOE OCHAIICHUE ayIUTOPHH, TPEICTABICHO B ITaCIOPTE
cooTBeTcTBYyIOMmUX kabuneroB 'OY BO KPAT'CuY.

PA3SJEJ II. METOANYECKHUE MATEPHUAJIbBI

BaxxnelmmM ycioBreM YCIEIHOT0 OCBOSHHS MaTepualia sSBJsieTcs INlaHOMepHasi paboTa
oOydarolerocss B TEUYEHHE BCEro IMepuofa U3ydeHus auciuIuinHbel. OOyuaromemycs
HEOOXOMMO  O3HAKOMHUTBCS €O  cleayromeid  yueOHO-METOJUUYECKOM  JTOKyMEeHTaluei:
MPOrpaMMOil AMCHUIUIMHBL, Y4€OHUKOM W/WIM Y4eOHbIMH TOCOOMSMM 1O JUCIMIUIMHE;
NIEKTPOHHBIMU PECYpCaMU IO TUCLUIUIMHE; METOJUYECKUMHU U OLIEHOYHBIMU MaTepHaiamMH I10
JTUCLUIUINHE.

VY4eOHbIil mpolecc MpHu peaau3alMyd JAUCHUIUIMHBL OCHOBBIBAETCS HA HCIIOJIb30BaHUU
MPAOUYUOHHBIX U UHHOBAYUOHHBIX 00PA308AMENLHBIX MEXHONO2UIL.

TpaauumonHsle 00pa3zoBaTeIbHbIE TEXHOJIOTHU MPEACTABICHBI JeKYUAMU U 3AHAMUAMU
CeMUHAaPCKO20 MUna (NpakmuyecKue 3auamus).

WuHoBanmoHHble 00pa30BaTeNbHbIE TEXHOJIOIMH HCHOJNB3YIOTCS B BHJE IIHPOKOTO
MPUMEHEHUS aKTUBHBIX U MHTEPAKTUBHBIX (OpPM IMpOBeJIEHUs 3aHATHH. AyauTopHas paboTa
o0yyaromuxcs MOXeT MpeaycMaTpuBaTh WHTEPAKTUBHYIO (OpMY MPOBEJEHHS JEKIMOHHBIX U
MPAKTUYECKUX 3aHATUH: JIeKyuu-npe3enmayuu, 1eKyuu-ouckKyccuu u op.

WNudopmanronHsie 0O0pa3oBaTeibHblEe TEXHOJOTUU DPEATM3YIOTCS IYTEM aKTHBHM3allUU
CaMOCTOSITENIbHON Pab0Thl 00yUYarOIMMXCs B UHPOPMAIIMOHHON 00pa30BaTeIbHOM cpee.

Bce aynuTopHble 3aHATUS TPECIEYIOT 1ellb 00eCHeueHHs] BHICOKOTO TEOPETHYECKOTOo
YPOBHS U MPAKTUYECKOI HANIPaBICHHOCTH 00YyUYEeHHUS.

Iloozomoexa K 1eKYUOHHBIM 3AHAMUAM

B xoze nekuumii npernoaaBarenb U3araeT U pa3bsCHIET OCHOBHBIE M HauOOJIee CII0KHbBIE
MIOHATHUS TEMBI, a TAKXKE CBSI3aHHBIC C HEH TEOPETHUECKUE M IMPAKTUYECKHE MPOOJIEMBI, TaeT
PEKOMEHIallMU 10 MOJArOTOBKE K 3aHATHSM CEMHHAPCKOTO THIIA M CaMOCTOSITENIbHON paboTe. B
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XOZ€ JIEKIMOHHBIX 3aHATHH 00ydYaromemycsi CileIyeT BeCTH KOHCIEKTUpOBaHHE Y4eOHOro
MaTtepuana.

C nenpio o0ecreyeHHs YCIEIIHOTO OCBOEHHS TUCHMIUIMHBI OOYYaIOUIMHCs JOJKEH
TOTOBUTHCS K JieKIMU. [Ipu 3TOM Heobxo1uMo:

- BHUMATEJIbHO NIPOYUTATh MaTepHall IPEAbITyIIEHN JIEKINH;

- O3HAKOMUTHCA C y4eOHBIM MaTepHajioM JIEKIIMH IO PEKOMEHJOBAHHOMY Y4E€OHUKY
u/in yueOHOMY 1OCOOHIO;

- YACHUTBH MECTO U3y4yaeMoU TeMbI B CBOEH Mpo¢eCcCHOHATbHON OITOTOBKE;

- 3amUcaTh BO3MOXKHBIE BOIIPOCHI, KOTOpbIE OOydYaroLWiics mpeanoyaraeT 3aaaTh
IpernoaaBaTelio.

Iloozomoexa K 3aHAMUAM CEMUHAPCKO20 MUNaA

OTOT BHUJI CAMOCTOSITENIbHON pabOThl COCTOUT U3 HECKOJIBKHUX ITAIOB:

1) moBTOpeHue M3ydeHHOro mMarepuana. ljis 3TOro UCHoOJb3YIOTCA KOHCIEKTHI JIEKLUH,
PEKOMEH/I0BaHHAsi OCHOBHAS M JIOTIOJIHUTENIbHAS JINTEPATYPa;

2) yrayOnenue 3HaHMU 1o Teme. [lJis 3TOro peKOMEHIYeTCsl BBIUCATh BO3HUKIIHE
BOIIPOCHI, UCTIOJIb3yEMbIE TEPMUHBI;

3) pelenue 3a1a4, aHaJIU3 IPAKTUUECKUX CUTYaLUi U Jp.

[Tpu moAroToBKE K 3aHATHSM CEMHUHAPCKOTO THUIA PEKOMEHIYETCS C LIENbI0 OBBIIICHUS
uX 3(PEKTUBHOCTH:

— YJeNISITh BHUMaHUE pa300py TEOPETHUECKUX 3a7a4, 00CYKIaeMbIX Ha JIEKIHIX;

— YAENATh BHUMAaHHME KPaTKOMY IIOBTOPEHHUIO TEOPETHUECKOTO MaTepHaa, KOTOPBIH
UCIOJIb3YETCS MPU BBIMOJTHEHUN MPAKTHUECKUX 3aJaHUI;

— BBITIOJIHATH BHEAYJUTOPHYIO CAaMOCTOSITEIbHYIO paboTYy;

— CTaBUTh MPOOIEMHBIE BOMPOCHI, 10 BO3MOXKHOCTH HMCIIOJIb30BAaTh IPUMEPHI U 3a/1a4uHl C
IIPAKTUYECKUM COACPKAHUEM;

— BKJIIOYATbCS B UCHOJb3yeMble NMPU MPOBEACHUN MPAKTHUUECKUX 3aHATHH aKTHBHBIE U
MHTEPaKTHUBHBIC METO/Ibl O0YUYCHHUS.

[Ipu pa3bope TpUMEpOB B ayJUTOPUH WM JIOMa IE€JIECO00Pa3HO KaXABIA WX HHUX
00OCHOBBIBATh TEMH UJIM HHBIMU TEOPETUUECKUMH MOJIOKEHUSIMH.

AKTHUBHOCTh Ha 3aHITHSIX CEMHUHAPCKOIO THIA OL[CHUBAETCS 110 CIEAYIOIIUM KPUTEPUIM:

— OTBETHI Ha BOIIPOCHI, IPEIaraeMple IIpenoaaBaTesieM;

— y4acTHe B JUCKYCCHSIX;

— BBINOJIHEHNE IPOEKTHBIX U UHBIX 3a/1aHU;

— acCHCTHPOBAHME MPENOAaBaTeNO B IPOBEICHUU 3aHATHI.

Opzanuzayus camocmoamenvHoi padbomul

CamocrosiTennbHass paboTa OOyYarOIIMXCSl TPENCTaBISET CO0OM TMpollecc aKTUBHOTO,
LIEJICHANPABICHHOTO MPUOOPETeHUs] MMM HOBBIX 3HAHUH, YMEHHMH 0€3 HernocperICTBEHHOTO
y4acTusl ImpernoaaBaress, XapakTepU3yOIUics IpeIMeTHOW HAapaBIeHHOCTHI0, 3 (HEKTUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3ybTaTOB JAESITEILHOCTH 00yUaroerocs.

3aayaMu CaMOCTOSITEIBHOU PaOOTHI SBJSIOTCS:

— CHCTeMaTH3alMs U 3aKpPEIUICHHE T[ONY4YEHHBIX TEOPETHMYECKHX 3HAaHUM U
MPAKTUYECKUX YMEHUN 00y4daromuxcs;

—  yrayOJieHue U pacuIMpeHne TeOPeTHUEeCKUX 3HAHUM;

— (¢opMUpOBaHME yMEHMH  HCIIOJIb30BaTh  HOPMATHUBHYI0 UM  CIPaBOYHYIO
JOKYMEHTAIUIO, CIIELUATIBbHYIO JINTEPATYPY;

— pa3BUTHE  TIO3HABATENbHBIX  CIIOCOOHOCTEH,  AKTUBHOCTH  OOyYarouIuxcs,
OTBETCTBEHHOCTH U OPraHU30BAHHOCTH;

— (GopMHpOBaHHE CaMOCTOATEIBHOCTH  MBINUICHHS, TBOPYECKOW HHUIUATHUBBI,
CIOCOOHOCTEH K CaMOPa3BUTHIO, CAMOCOBEPILIEHCTBOBAHUIO M CaMOpPEaIH3aluu;

—  pa3BUTHE UCCIIEIOBATEIbCKUX YMEHUM.

[Ipy u3ydyeHHUM IUCUMIUIMHBI OpraHMU3alUs CAMOCTOATENBHOM paboThl 00yUarOMIMXCS
MIPEACTABISIET COOOM €MMHCTBO TPEX B3aMMOCBS3aHHBIX (hopMm:
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1) BHEeayIUTOpHAsI CAMOCTOSITeNIbHAS paboTa;

2) ayauTopHas  caMoOCTOsITeNbHass  paboTa, KOTOpas  OCYHIECTBISIETCS  TOJ
HEMOCPEICTBEHHBIM PYKOBOJICTBOM IIPENOAABATENS MPHU MPOBEACHUN MPAKTUYECKUX 3aHATHH U
BO BpeMSs UYTEHUS JICKIIU;

3) TBopUecKasi, B TOM UHCJIe Hay9HO-HCCIIe0BaTeNbCcKas padoTa.

[lepen BbIMONIHEHHWEM OO0YyYarOMIMMHCS BHEAYJIUTOPHOM CaMOCTOSITENbHON padoThI
MIPEINOJABATENb MOXKET AaBaTh Pa3bsCHEHUS 110 BBIIIOJIHEHUIO 3a/1aHUS, KOTOPBIE BKIFOYAIOT:

— 1EJb U COAEepKaHue 3aaHus;

— CPOKH BBINOJIHCHUS;

— OPHUEHTUPOBOYHBIN 00BEM PabOTHI,

— OCHOBHBIE TPEOOBAaHUSA K PE3yJIbTaTaM pabOThl U KPUTEPUH OIICHKHU;

— BO3MOXXHBIC TUITUYHBIC ONTUOKU TP BHITIOJTHEHHUHU.

KoHTponb pe3ynbTaToB BHEAYJUTOPHONW CaMOCTOSTENBHONH paboOThl 0O0YyYaromImxcs
MO>KET IPOXOJUTh B MMCbMEHHOM, YCTHOM WJIM CMEIIaHHOM Qopme.

Iloozomoexa k npomedrcymounoit ammecmayuu

Buagamu npomMexyTO4HOM aTTecTalyuy MO JAaHHOW JUCLMIUIMHE SIBJIAIOTCS cllada 3au4éma
U sk3amena. Ilpu mpoBEeNEHUH NMPOMEKYTOUYHOM ATTECTALMU BBIACHSAETCS YCBOCHHE OCHOBHBIX
TEOPETUYECKUX W TPHUKIAAHBIX BOMPOCOB MPOrpaMMbl M YMEHHUE NPUMEHATH IOJTYyYCHHbBIC
3HAHUS K PEIICHUIO MpaKTUYeCKuX 3amad. [Ipw mMoAroToBKe K 3auémy U dK3ameHy y4eOHBIN
MaTepuanl PeKOMEHAYETCS TIOBTOPATH MO YUYCOHOMY W3JIaHHIO, PEKOMEHOBAHHOMY B KadyeCTBE
OCHOBHOMW JIUTEPATYyphl, U KOHCHEKTY. 3auém W 3K3ameH TMPOBOJUTCS B Ha3HAUCHHBIA JI€Hb, MO
OKOHYAaHUHM W3YyYEHUs AUCUHUIUIMHBL [locie KOHTPOJBHOIO MEPONPHUITUSA MPENOoIaBaTeNb
YUUTHIBAET AaKTUBHOCTh pPabOTHl OO0ydYaromerocss Ha AayJUTOPHBIX 3aHATHUAX, KaueCTBO
CaMOCTOSITENIbHONW PabOThI, pe3yJabTaThl TEKYIIEH aTTeCTalluH, MOCEIIAeMOCTh M BBICTABIISICT
HUTOTOBYIO OLICHKY.

H3yuenue oOucyuniunvl ¢ UCNOIbIOGAHUEM OUCMAHUUOHHBIX 00paA306amMeIbHbIX
mexHo02uil

[Ipn w3ydeHWH IUCHUIUIMHBI C HWCIOJB30BAHWEM JUCTAHIIMOHHBIX OOpa30BaTEIbHBIX
TEXHOJIOTUI HEOOXOAMMO JOTMOJHUTEIHHO PYKOBOACTBOBATHCS JOKAIBHBIMH HOPMATHBHBIMU
aktamu ['OY BO KPAI'CuY, pernamMeHTHPYIOIIMMH OpraHU3aIiio 00pa3oBaTeIbHOTO MpoIiecca
C MCTIOJIHb30BAaHUEM JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHH.

PA3JIEJI I1I. OHEHOYHBIE MATEPHUAJIbBI

8. KoHTpo/IbHO-U3MepHTe/IbHbIe MaTepuabl, He00X0AMMbIe JIsl IPOBEPKHU
chopMUPOBAHHOCTH MHAMKATOPOB JOCTHKEHUS] KOMIIEeTEHIIUI (BHAHUI U YMeHUil)

8.1. 3a0anus ona nposedenus mexkyuiezo KOHmMpOasa (KOHmMpoavbHas paboma)
1 cemecTp

Bonpocsl

1. [lepeuncnute 3a7aun ¥ QYHKIMHU KaJPOBON CITy>KOBI.

2.0OxapakTepu3yiiTe TOJOXKeHHe 00 oTaene KaapoB (YIpaBJICHUH, JerapTaMeHTe,
ciy’)k0e M T.0.) KaKk OCHOBHOM HOpPMAaTHBHBIM JIOKyMEHT IO ONPEIENCHHIO CTPYKTYpBI,
YHCIIEHHOCTH, BHUJIOB paboT. PaccmoTpute mopsaok ero pa3paboTKu, cocTaB HHGpOpMaluwy,
CTPYKTYpY TEKCTa.

3. JOmKHOCTHBIE HWHCTPYKUMU paOOTHHKA: TOPSIOK COCTABJICHUS, YTBEPXKIEHUS,
O3HaKOMJIEHUs. MeToiMKa COCTaBIEHNS JOKHOCTHBIX MHCTPYKIIHA.

4. PaccMoTpuTe CTPYKTYpY KaApOBBIX CIYXO0, IOMKHOCTHOW cocTaB. HopmaTwuBel
BPEMEHU Ha pabOTHI MO yUeTy KaJpOB.

5. TpynoBoii konekc Poccuiickoit @enepanuy Kak OCHOBHOW JOKYMEHT, ONPEAEISIOIIMNI
MOPSAJOK TOKYMEHTHUPOBAHMS TPYIOBBIX OTHOLLIEHUH.
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6. 3akoHonmarenbHble akThl Poccuiickoit denepannn 0 TOKyMEHTHPOBAHUM OTIEIBHBIX
KaJIpOBBIX MPOILENYyp U NEATEIbHOCTh OTIEIbHBIX KaTEropuil pabOTHUKOB (IOCyAapCTBEHHBIX
CITy’KaIllUX, MyHUITUTIATIbHBIX CITYKAIIUX, pyKOBOAUTENIEH U T.JI.).

7. XapaKTepuCTHUKa OCHOBHBIX Pa3pabOTOK pa3IUYHBIX BEJAOMCTB, PETIaMEHTHUPYIOIINUX
paboty ¢ jpoKymMeHTamH 1o Ju4HoMy cocTaBy. ['OCThI, KBaIM(UKAIMOHHBIE CIIPABOYHUKH,
Tapu(pHO-KBaTH(UKAIIMOHHBIE XapaKTEPUCTHUKH, oOuiepoccuiickue KJIaCCU(UKATOPHI,
YCTaHABJIMBAIOLIUE MOPSIIO0K 3aII0JIHEHNS KaIPOBbIX JOKYMEHTOB.

8. JIOKyMEeHTBl apXUBHBIX BEAOMCTB IO JEJIONPOM3BOACTBEHHOMY U apXUBHOMY
XPaHEHUIO JOKYMEHTOB I10 JINYHOMY COCTaBY.

9. Hokymentsl ['ockomcrara Poccuiickoii ®exepanuu Mo yHUPHUKAUU NEPBUYHOMN
YYETHOM JOKYMEHTaI1H.

10. B yem 3akimouaroTcss OcoOEHHOCTH MpuéMa Ha pabOTy OTHAEIbHBIX KaTeropuii
paOOTHUKOB: MHBAJIMJIOB, HECOBEPILICHHOIETHUX ?

11. OnumuTe MexaHU3M TMOJYYEHHUS CIPaBKU O HAIMYUU/OTCYTCTBUH CYAUMOCTH?
Kakum HOpMaTUBHBIM JOKYMEHTOM, PETJIAMEHTUPYIOTCS MOJIyY€HNE YKa3aHHOTO IOKyMeHTa?

12. Kakue QyHKIMU AOKHA BBITIOMHATH KaJpoBasi CIIyk0a mpu npuéMme pabOTHHKA Ha
paboty?

13. Ilepeuncinre nepBUYHBIE TOKYMEHTHI TpyAoycTporcTBa? KTo ux 3amonHser?

14. 3anonnute Tabenp yu€ta paboyero BPEMEHH, HCHOJIb3Ys MPOU3BOJICTBEHHBIN
KaJleHJ1aph: 3a HOs10ph 2012 1., 3a stHBaps 2013 1., 32 Mmapt 2013 1. u ap.

15. HyxHO 1M mHpenocTaBUTh COTPYAHMIE, HaXOASIIEHCA B OTIYCKE IO yXOAY 3a
peOEHKOM, €KeroJHbI OCHOBHOW OIljlaurMBaeMblil oTmyck. COTpyIHUIIa HaXOJIUTCS B OTIIyCKE
1o yxoJy 3a pedeHkoM a0 1,5 et u paboTaeT Ha yCIOBUAX HEMOIHOTO pabovero JHS.

16. MoxeT 11 opraHuzanus NpeAoCTaBUTh COTPYIHUKY OTIYCK Cpa3y 3a YeThlpe roja
nozapsa. Ilpenpinymue 4eTsipe roga COTPYAHHMK OTKA3bIBAJICS OT OTIyCKa M B TEKYILEM TOAY
PELINII OTTYJISTh BCE HEHCIIOJIb30BAHHBIE OTITyCKa.

17. Hy’XHO JI1 IPeOCTaBIATh COTPYJHHUKY €XKETOIHBINH OTIYCK MO rpaduKy OTIYCKOB B
NEepUOJ] CpoKa MpeaynpexIeHnuss 00 YBOJIBHEHUU B CBA3HM C COKpAIllEHWEM YHCIEHHOCTU WM
hiTara.

18. Bmpase 1 paboTonaTens onpeaennTh 0cOObI MOPSAIOK OIIaThl JOMOJHUTEIBHOTO
OTIYCKa, YCTAaHOBJICHHOTO 110 MHUIIMATUBE paboToaarens (Hanpumep, ucxoas uz MPOT).

19. CKOJBKO OCHOBHBIX OTIIyCKOB TpEIOCTaBISETCSI COTPYIHUKY, OJHOBPEMEHHO
paboTarolieMy B OJHOM M TOH e OpraHu3alMM 110 OCHOBHOMY MECTY pabOThl U BHYTPEHHUM
COBMECTUTEJIEM.

20. HyxHo nu ’xaaTh, KOTAa COTPYIHMK HCHOJB3yeT 14 nHeill oTmycka, 4yToOBI ero
0TO3BAaTh U3 OTIYCKA.

21. MoeT 1M COTPYIHHUK BBIMTH M3 OCHOBHOT'O OTIYCKa JIOCPOYHO IO COOCTBEHHOMY
KEITaHUI0?

22. Ectb 1M OCOOCHHOCTM JOKYMEHTHPOBAaHHS NpU HampaBieHUH pabOTHHKA B
3apy0e)KHYI0O KOMaHAUPOBKY?

23. B 1eM 0cOOEHHOCTh KOMaHAUPOBAHUS HA OJIUH JICHb?

24. TlonoxxeHre o0 KOMaHANPOBAHUH PAOOTHUKA: OCHOBHBIC Pa3JIeIbl.

25. Ocobennoctu opopmieHus ciayxedHoro 3aganus T-10a.

26. Kakue (axynpTaTUBHBIE TOKYMEHTHI MOTYT OBbITh O(OPMIIEHBI, €CIM MHUIIMATOPOM
KOMaHJIUPOBaHMUs BbICTymaeT paboTHUK? Ecium MHUIMATOPOM KOMaHAMPOBAHUS BBICTYINAET
PYKOBOJUTEINb CTPYKTYPHOTO MOApa3/IeieHHs, B ITaT€ KOTOPOro paboTaeT COTPYAHUK?

27. HopMaTHMBHO-METOJUYECKHE U 3aKOHOAATEIbHBIE TOKYMEHTHI, PETIAMEHTUPYIOLINE
HarpaxJeHue rocyapcTBeHHbIME Harpagamu Poccuiickoit @eaepannn? Pecyomuku Komu?

28. HopmaTHBHO-METOIMYECKHE U 3aKOHOAATEIbHBIE TOKYMEHTHI, PETIAMEHTUPYIOLINE
HarpaxJieHue OTpaciieBbIMU (BEIOMCTBEHHBIMH ) HarpaiaMu?

29. Bunsl HarpaxxaeHu# (moompeHuit) paboTHHKA.
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30. JloxanbHble HOPMATHUBHBIE aKThl OPraHU3allUU, pPErJIAMEHTHPYIOIIME MOPSAIOK
HarpaxaeHus paOOTHHUKOB.

31. JIOKyMEHTHpPOBaHUE MOOIIPEHUH.

32. OdopmiieHre HarpagHOTO JHCTA Ui TOOIIPEHUsS TOCYNapCTBEHHOW Harpaaon
(namp. ITouérHoii rpamoroii Pecry6nuku Komn).

33. Cucremsl HarpaxaeHus B cyobekTax Poccuiickoit deneparuu: 0COOCHHOCTH.

34. OcoOGeHHOCTH COCTaBICHMS XapaKTEPUCTUKU PaOOTHUKA C yKa3aHUEM KOHKPETHBIX
3aCIIyT HarpaxJ1aeMoro.

35. Tlopsinok COCTaBJICHUS IPEJCTaBICHUS PYKOBOIUTENS CTPYKTYpHOT'O
MTO/APAa3/ICIICHHUS.

36. KopnopaTuBHbIE Harpasl.

37. HazoBure BHIBl IHCHMIUIMHAPHBIX B3bICKaHWMU. YeM oTanMyaeTcs mnpoueaypa
JOKYMEHTUPOBAHH YBOJBHEHHUS 32 BUHOBHBIC IEUCTBUS U OOBSIBICHUS BHITOBOpA?

38. Kak nmocTynuTh eciau paOOTHHUK OTKa3bIBaeTCs HAMMCATh OOBSICHUTEIBHYIO 3aMUCKY?
CocraBbTe yBeOMIIeHHE PaOOTHHUKA O HEOOXOIUMOCTH MPEACTaBUTh MMCbMEHHBIE O0BSICHEHUS.
CocTaBbTe pacropsIUTENbHBIN JOKYMEHT (Hampumep, MpHKa3 JUPEKTOopa) O HEOOXOIWMOCTH
NpeJCTaBb MUCbMEHHBIE OObSICHEHHUS.

39. B yeM 0COOEHHOCTH 3aNOJHEHUS KOHCTATUPYIOLIEH YacTH MpuKa3a O MPUMEHEHUU
JUCLMIUIMHAPHOTO B3bICKAHUA?

40. B cnyyae oTka3za paOOTHHKa OT O3HAKOMJIGHHS C MPUKAa30M O MPUMEHEHUU
JMCLUUIUIMHAPHOTO B3BICKAHUS, KAKHE JOKYMEHTHI He00X0auMo opopMuTh? COCTaBbTE UX.

41. Onumure MNOPSAOK OQOpPMIICHUS, BEACHHMS KHHUTM YydeTa JABW)KEHUS TPYAOBBIX
KHWKEK U BKJIAJBIIIEH B HUX?

42. MoxeT 1M B OpraHuM3allMi OBbITh JIBa YE€JIOBEKa OTBETCTBEHHBIX 3a BEJICHUE
TPYJOBBIX KHIKEK?

43. Kak opraHn3oBaTh y4eT TPYJOBBIX KHHKEK?

44. Onummre IIpuxoaHO-pacxoJHYIO KHUTY ydeTa OJaHKOB TPYIOBBIX KHIKEK?

45. Cornacue paboTHUKA Ha 00paOOTKy MEPCOHATBHBIX JaHHBIX;

46. odopmileHHE 3aIPOCOB B OPraHU3ALMHU C YUETOM COTJIacHsi paOOTHHUKOB.

a. VYHudukamus TmpukKaza 00 U3MEHEHUU aHKETHO-OMorpapuueckux JaHHBIX
paboTHHKA.

47. Buasl mposepok. [IpaBa nHCIEKTOpA 1O TPYAY U €ro MOJTHOMOYUSI.

48. OTBeTCTBEHHOCTh paboToaTENeH 3a HApyIIEHHs TPYAOBOTO 3aKOHOIATEIbCTBA.

Tecr

1. [IpaBoBOM aKT, YCTaHaBIMBAKOLIMN IPAaBUJIA, PETYIMPYIOIINE OPTraHU3alMOHHBIE,
HayYHO-TEXHUYECKHE, TEXHOJIOTHYEeCKHEe, (UHAHCOBBIE M UHBIC CTOPOHBI JIEATEIBHOCTH
VUPEKICHUN, OpraHu3alui, TNPEANPHUITHH, WX TMOApPA3ACICHUNA, CIYyKO U OTIEIBHBIX
JOJKHOCTHBIX JIUI]

a) UHCTPYKIIUS;

0) TOJDKHOCTHAs MHCTPYKIINS;

B) YCTaB.

2. Ionoxxenust pa3pabaThIBAIOTCS:

a) M0 MHUIMATUBE paOOTHUKOB;

0) 1o yKa3aHHIO IOPUIUIECKOTO OT/IeNa;

B) 110 YKa3aHUIO PYKOBOJHUTEIEH OpraHu3aIuii.

3. TIpoeKT MOJIOKESHHS TIOITHCHIBACT:

a) IOPUCKOHCYJIBT;

0) pyKOBOAMTENh OPTaHU3AIINN;

B) PYKOBOJHUTEIb CTPYKTYPHOTO IMOIPa3IeICHHU.
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4. JlaToil JOKHOCTHOM MHCTPYKIMU SIBIISIETCA:
a) JlaTa COCTaBJICHMUS,

0) maTa moAIMCAHUS;

B) JlaTa yTBEPIKJICHHUSL.

5. JIOJOKHOCTHAS! HHCTPYKIUSI BUSHPYETCS:
a) IOPUCKOHCYJIBTOM TIPEANIPUSATHS,

0) 3aMecTUTENIeM IUPEKTOPA;

B) pPYKOBOJIUTEJIEM OpraHU3aIiH.

6. JIuunyto kaprouky ¢popmsl T-2 odopmiser:
a) caM COTpYIHHK;

0) pyKOBOJHTEIb;

B) CEKpETaph.

7. IlucekMeHHOE COTNAIeHHe MEXKIy OpTaHU3aluel U YaCTHBIM JIUIIOM 00 YCTaHOBICHUU
TPYJIOBBIX OTHOIIICHUI HA3bIBACTCS:

a) TPYJOBBIM KOHTPAKTOM/JJOTOBOPOM;

0) KOMMEPUYECKIUM KOHTPAKTOM;

B) KOMMEPYECKUM JIOTOBOPOM.

8. TpynoBoii moroBop odopmisercs:
a) B OJTHOM DK3EMILTSIPE;
0) B IByX DK3EMILIAPAX;
B) B TPEX dK3EMIUIApax.

9. ABToOUOrpadus CoCTaBIsAETCs C LEbIO:
a) MOUCKa pabOThI;

0) TPyIOyCTPOMCTBA;

B) YCTaHOBJICHUS INUHOCTH;

T') 3aBECTH TPYJOBYIO KHIKKY.

10. Ciry>keOHBIN aKT COCTaBJISET U TIOJIMUCHIBACT:
a) pYKOBOJUTENb;

0) UCTIOTHUTED;

B) KOMHCCHSI.

11. B cocTraB peKBU3UTOB aKTa BXOJAUT PEKBHU3HT:
a) rpu coriacoBaHus;

0) Tpud yTBEpKICHHUS;

B) PErUCTPALIMOHHBII HOMED.

12. JlaToii mpOTOKOJA SIBISETCS:
a) JlaTa 3ace/laHus;

0) mata oopMIICHNUS,

B) JlaTa MOMUCAHUS.

13. 3aronoBOK K TEKCTY MPOTOKOJA (POPMYIUpYETCS:
a) B IPEIJIOKHOM TIaJIeKE;

0) B pOUTEILHOM MAaJIEXKE;

B) B UMCHHUTEILHOM TAJICKE.
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14. PacniopsiauTenbHbI TOKYMEHT, KOTOPBIM H3JA€TCd Ha OCHOBE KOJUIETHAIBHOTO
PYKOBOJCTBA:

a) MpuKas;

0) perieHue;

B) pacropsiKeHHe.

15. I3 CKONMBKHX COCTaBHBIX 4acTeil, KaK MPaBUJIO, COCTOUT TEKCT PaCHOPSAIUTEIBLHOTO
JOKYMEHTA!

a) U3 JIBYX;

0) U3 OJTHOM;

B) U3 TpeX.

16. ITpoekT npukaza 1o JJMYHOMY COCTaBY TOTOBUTCS:
a) HaYaJIbHUKOM KaHLEJSIPUN;

0) HaYaTLHUKOM OT/IeJIa KaJIpOB;

B) IOPUCKOHCYJIBTOM;

T') CeKpeTapeM.

17. Jlnanas kapTOYKa 3aBOIUTCS] HA pAOOTHUKOB, IPUHSITHIX Ha paboOTYy:
a) IOCTOSIHHYIO;

0) BpEMEHHYI0;

B) MOCTOSTHHYIO 1 BpDEMEHHYIO;

') B OpraHax.

18. 3asBnenue pekomeHayercs ohopMIIITh Ha TUcTe Oymaru ¢opmara:
a) A4;
0) AS;
B) A3;
r) A6.

19. I1pu neperiMEHOBAHNY OPTraHU3aINH 3AMKUCh B TPYAOBYIO KHUKKY:

a) BHOCUTh HE HY>KHO;

0) Hy»XKHO TOJIBKO TeM paOOTHUKAM, KOTOPHIC YBOJIBHSIOTCS U3 KOMIIAHUH;
B) HY>KHO TOJIbKO B CJIy4ae CMEHBI OpraHU3aI[MOHHO-TIPABOBOM (POPMBL;

T') HY>KHO.

20. Kak 0oTpasuTh Ha THUTYJIBHOM JIUCTE€ TPYJOBOW IMOJYYEHUE COTPYJHUKOM BBICIIErO
obpazoBanus?

a) 3aIITPUXOBaTh paHee BHECEHHYIO 3allKMCh U HANKMCATh HOBYIO;

0) 3a4epKHYTh paHee BHECEHHYIO 3alIUCh U PAJIOM C/IeaTh HOBYIO;

B) 3aUEPKHYTh PaHee BHECEHHYIO 3aIlUCh, C/IEIATh HOBYIO 3allUCh, HA O0JIOKKE yKa3aTb,
YTO 3aIIMCh BHECEHA Ha OCHOBAHUU JUILUIOMA;

I') HOBBIM ypOBEHb OOpa30BaHMs yKa3aTh depe3 3alsiTylo, Ha OOJIOKKE yKas3aTb, 4TO
3al1Ch BHECEHA HA OCHOBAHUU JUILIOMA.

21. M0O>HO 11 BOCCTAaHOBUTH TPYJOBYIO KHIXKKY, KOTOPYIO MOTEPSUT paOOTHUK?

a) BBIIATh yONHMKAT IOJDKEH pabOoTOAaTeNb, €CIM JIMIO, MOCTyMammiee K HeMy Ha
paboTy, HaMILET 3asiBIICHUE O MOTEePe TPYAOBOM KHUKKHU;

06) BbBIIATh JOyONMUKaT JOJDKEH paboTojaTeslb MO TOCIEAHEMY MeCTy paloThl,
CaMOCTOSITENIFHO COOpaB Bce HEOOXOUMBIE TOKYMEHTHI;
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B) BBIIATh JyOJIMKAaT JOJDKEH paboTofarenb IO TOCIEIHEMY MecTy paboThl, Ha
OCHOBAaHUM 3asBICHHUSA M JOKYMEHTOB, COOpaHHBIX MOTEPSABUIEM TPYIAOBYIO KHHUXKKY
pabOTHUKOM;

I) Ha OCHOBaHMU oOpaiieHus paboronarenss AyONHMKAT TPYAOBOM KHIKKH MOXKHO
nosryyuts B MOLI,

2 cemecTp
Keiicnl

1. Ilerpux B.B. B yctHOU opme 15 ampens 2011 r. mpenynpenun pabortonatens o6
YBOJIBHEHUH 10 cOOCTBEHHOMY >kenanuto 29 ampenst 2011 r. 25 anpens 2011 r. Obl1 u3nan
npuka3 00 yBosibHeHUU paboTHHKa. OnHako, ¢ 26 anpens 2011 r. pabotHuk 3abomen. 29 anpens
2011 r. paboTHuK oTaena kaapoB nosiciuia Ilerpux B.B., uro B nmepuoa «00IbHUYHOTO JHCTa
YBOJIbHEHUS HEBO3MOXHBI M TPYAOBYIO KHI)KKY OH TMOJYYHT TIOCTE «3aKpBITUS» JHCTKA
HeTpyJocrocooHoctu. McenpaBbTe OMMOKH, JOMyIIeHHble MpHu yBojdbHeHuu Ilerpuka B.B.
OdopmuTte npukas 00 yBOJILHEHUH.

2. Pabotnuk 15 ampens 2011 r. moman 3asiBI€HHE C TPOCHOOW YBOJIUTH €ro IO
coOcTBeHHOMY >kenaHuto 19 ampenss 2011 r. YBaXuTeNbHBIX MPUYMH Ha Takoe ObICTpoe
yBOJIbHEHHE y pabOTHHMKA HET. B pe3ononuu pykoBoauTenas Hanucan: yBouuTh 30 anpenst 2011
r. Kakue ommOku OblN 1OMYIIEHBI.

3. B neHp yBOJBHEHHMS IO COMIalIEHHIO CTOpoH — 15 mas 2011 r. TpynoBas KHMKKa
pabotauky (CmupnoBy A.T.) He Obuia Beimana. OH momyuwn ed mo moure 20 mas 2011 r.
Haiinute nomymieHHble OMIMOKH CO CCBUIKOM Ha 3aKOHOJATelbHble JOKyMeHTHl. CocTaBbTe
yBEZOMJICHHE 0 HEOOXOAUMOCTH MOIYYUTh TPYJIOBYIO KHIKKY.

4. PaboTHMK Hamucaj 3asBlieHHE 00 YBOJbHEHHMHU. TEKCT 3asBJICHUS: MPOUIY YBOJIUTbH
MEHS 1o corameHnto ctopoH 13 mast 2011 r. B npukase o6 yBosbHEHUH B rpade OCHOBaHUE
YBOJIBHEHUS CJeJlaHa 3allCh: YBOJEH MO COOCTBEHHOMY KEJIaHMIO 10 COTJIAIICHUIO CTOPOH.
Takas ke 3amuch BHeCE€Ha B TPYJIOBYIO KHIDKKY paOoTHuka. Haiaure ommbku. Odopmure
NpUKa3 00 yBOJIbHEHUH.

5. IlerpoB Poman PoamonoBuu 0w ipuHAT Ha padoty B OO0 «CeBepHOE CHSHUE) IO
CpOYHOMY TpyAoBoMY noroBopy ¢ 22 deBpans 2010 r. mo 21 despans 2013 r. 15 mas 2010 r.
[lerpoB P.P. mosiBuicst Ha paboTe B COCTOSIHUU aJKOTOJIBHOTO ONbsIHEHMSI, €My ObLI OOBSIBICH
BbIroBop. B mione 2010 r. emy ObUT IpeAOCTaBICH €XErOJHbIN omIauuBaeMblii oTmyck Ha 10
KaneHnapHeix aHer, a 03 cents6ps 2010 r. oH BHOBH MOSBWICS HAa paboTe C MpHU3HAKAMH
aJIkorosibHOTro onbsiHeHuA. Odopmute KOKyMeHTHI Uit yBonbHeHus [lerposa P.P., paccuuraiite
KOMIIEHCAIIUIO MPU YBOJIbHEHHH.

6. 26 mapra 2010 r. IlerpoBa Anekcanapa TumodeeBHa, MHCHEKTOp OOILIEro OTxAENa,
Hamucana reaepaiibHomy aupektopy 3A0 «Kykymikay 3asBI€eHHE O MPEKPAIICHUH TPYIOBOTO
JoroBopa no coocrseHHomy skenanuto 08 anpenst 2010 r. B mocneanuit pabounii nens [letposa
A.T. sBUIach B OTHAEN KaJAPOB IS TIOJYYCHHUS TPYIOBOM KHIKKH, OJTHAKO, € COOOIIHMIIN, YTO
pabOTHUK €€ MecTO He HaiijieH, Mo3ToMY OHa OyzeT padorats 10 15 anpens 2010 r. 3akoHHBI J1n
neiictBust  padoromarens? Odopmure NpaBUIBLHO KAApPOBBIE JOKYMEHTHl (mpuka3z 00
YBOJIbHEHUHN).

7. IlerpoBa M.H. ¢ 12 ampens 2009 r. Obuia mpuHSATa Ha JTOJDKHOCTH Oyxranrepa C
UCTIBITATEIbHBIM CPOKOM TPU Mecsla, yepe3 JaBa Mmecsua (15 uroHs) oHa Oblia mepeBesieHa Ha
JOJDKHOCTh 3aMECTUTENsI TiiaBHoro Oyxranrepa. B wmrome 2009 1. eit Obul mpemocTaBieH
€)KEroIHbII OCHOBHOM OIUTayMBaeMblii OTIyCK Ha 26 kaneHaapHbix nHeil. 01 ¢espans 2010 r.
OHa Hamucasa 3asBjeHHe 00 YBOJHHEHHUM IO COOCTBEHHOMY XenaHuto - 15 ¢espans 2010 r.
Hanummre 3asBrieHre 00 yBOJbHEHMH U MPUKa3 00 YBOJIBHEHHH IO COOCTBEHHOMY JKEJAHUIO,
paccurTaB KOMIIEHCAIIMIO 332 HEUCIIOIb30BAHHBIN OTITYCK.

8. PaGoTHUK ObUT IPUHAT B OPraHU3aLMIO TI0 CPOYHOMY TPYAOBOMY JIOTOBOPY U
YBOJIWJICS 10 OKOHYAHHUS JOTOBOpA 10 COOCTBEHHOMY JKeJlaHUI0. BrinnaunBaercs au emy
KOMIICHCAIIH 32 HEUCIIOJIb30BaHHbIN OTIycK. Hanummmre npukas o0 yBOJIbHEHHH.
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9. PaGoTHHIa ObLa MPUHATA HA JOJDKHOCTH OyXrajTepa ¢ UCIbITaTeIbHBIM CPOKOM TPH
Mecsla, yepe3 JBa Mecslia oHa ObUla MepeBe/leHa Ha JIOJDKHOCTh 3aMECTHUTENsSl TJIaBHOTO
Oyxrantepa. Kak B IOMOJHUTENTFHOM COTJIALICHUH K TPYJOBOMY JIOTOBOPY OTPa3HUTh MPOJICHUE
UCIBITaHUs, BEIb ¥ 3aM. IJIaBHOTO OyXrajiTepa 3TOT CPOK MOXKET ObITh 10 6 MecseB?

10. B opraHM3anMu TpPOBOJUTCS COKpalleHMe mTata. PaOOTHHK MoJTydm
yBEJOMJICHHE M Yepe3 HEeCKOJIbKO JHeil 3abonen. Kak yBonuTh pabOTHHKA, €CIH CPOK
yBenomiieHus uctekaetr 15 maprta 2009 r., a AMCTOK HETPYAOCHOCOOHOCTH 3akpbIT 20 MapTa
2009 r. Hanmumure yBegomMieHne U Nprka3 00 YBOJIbHEHHH.

11. B opraHM3anuu TpPOBOJUTCS COKpalleHHe mTata. PaOOTHHUK MOJTydum
yBeaomiieHne 16 mast 2010 r. BakaHTHBIX JOJKHOCTEW MO COCTOSHHIO HA J1aTy YBEIOMJICHHS B
opranuzanuu He Obu10. OJHAKO, TOCHIE YBOJBHEHHs Apyroro corpyianuka, 20 urons 2010 r.,
MOSIBUJIACHh BaKaHTHAsI JIOJDKHOCTh crienuanucra odmiero oraena. CocraBbTe COOTBETCTBYIOLIEE
yBEJIOMJICHHE U NPHKa3 00 YBOJIbHEHHH.

12. [Terpoa U.H. ¢ 12 anpens 2009 r. Obuta mpuHSITa Ha JOKHOCTH OyXTranTepa C
UCTIBITATEIbHBIM CPOKOM TPU Mecslla, yepe3 JaBa Mmecsua (15 uroHs) oHa Obla mepeBesieHa Ha
JOJDKHOCTh 3aMECTUTENsI TyiaBHoro Oyxranrepa. B wmrome 2009 1. eit Obul mpemocTaBieH
€)KEroIHbII OCHOBHOM OIUTayMBaeMblil OTIyCK Ha 26 kaneHaapHbix nHeil. 01 ¢espans 2010 r.
OHa Hamucasa 3asBjeHHe 00 YBOJHHEHUH IO COOCTBEHHOMY XenaHuto - 15 ¢espans 2010 r.
Hanummre 3asBieHre 00 yBOJBHEHMH W MPUKa3 00 YBOJIBHEHHH IO COOCTBEHHOMY JKEJAHUIO,
paccurTaB KOMIIEHCAIIMIO 332 HEUCIIOIb30BaHHBIN OTITYCK.

13. PaboTHMK Hamucain 3asBJI€HHE 00 YBOJBHEHHWHU MO COOCTBEHHOMY >kenaHuio 01
ceHTs10pss 2009 r. He ykas3aB JaThl MpeKpallleHUs] TPYAoBbIX oTHomeHui. Korna y paborHuka
HACTYNHT TMoOcHeaAHuN paboumii nenHb? Odopmure mpuka3 o0 YBOJIbHEHHUM M 3asBJICHUE
paboTHHKA.

14.  Kak npaBuiIbHO CleqyeT JOKYMEHTHPOBAThH MPOLEAYpPY YBOJIbHEHUS pabOTHHKA
3a BUHOBHBIC nedcTBHs (moAmyHKT 6 m. 6 4. 1 ct. 81 TK P®). Odopmure mpukas o0
YBOJIbHEHUH.

15. B ciyuae, korna B JeHb MPEKpAIIEHUST TPYJIOBOIO JOTOBOpPA BBIJIATH TPYIOBYIO
KHUKKY PaOOTHUKY HEBO3MOXKHO B CBSI3U C €0 OTCYTCTBHEM JIMOO OTKA30M OT €€ MOJy4eHus,
paboTonaTenb 00s3aH HANpaBUTh PAOOTHUKY YBEIOMIJICHHE O HEOOXOIMMOCTH SIBUTHCS 3a
TPYZAOBOH KHMKKOH. COCTaBbTE COOTBETCTBYIOIIEE YBELOMIICHHUE.

16.  PaGotHuk Obu1 npuHAT B opranuzanuio (12.07.2009) no cpoyHomy TpyAOBOMY
norosopy (10 11.07.2010) u yBonMiCs 10 OKOHYAHUS JOTOBOpPA [0 COOCTBEHHOMY >KenaHuio (24
mapra 2010 r.). BrimnauumBaercs 1M €My KOMIIGHCAIlMs 3a HEUCIIOJIIb30BAHHBIN OTITYCK.
Hanwummre npukas 00 yBOJIbHEHUH.

17. Odopmute KapoBble TOKYMEHTHI Ul YBOJIbHEHHs] paOOTHHKA MO M. 6 cTaThu 81
Tpynosoro Konekca Poccuiickoii @enepannu (0AHOKpaTHOTO rpyO0ro HapyuieHus paboTHUKOM
TPYIOBBIX 005I3aHHOCTEN).

18. B neHp mnpekpalieHus TpPyAOBOTO JOroBopa IO IHCBMEHHOMY 3asBICHHIO
paboTHuKa paboToaaTenb 00s3aH BbIIaTh PAOOTHUKY 3aBEpEHHbIE HAJUIEKAIIIM 00pa3oM KOIUU
JOKYMEHTOB, CBSI3aHHBIX ¢ pabOTON (KOIMHUIO MpHUKa3za O mpuemMe Ha paboTy, KOIMUIO MpuKasza od
yBoJibHeHNHN) OdopMHUTE COOTBETCTBYIOIINE TIOKYMEHTHI, B T.4. 3asBJI€HHE paOOTHUKA O BblAaue
KOIIUH TOKyMEHTOB.

19. CpouHBIll TPYAOBOM OrOBOpP C MpENOJaBaTesieM MPEKpaliaeTcs ¢ UCTCUCHUEM
cpoka ero neiictBus (31 asrycra 2010 r.). O mpekpamieHuu TpyJOBOIO JOTOBOpa B CBA3H C
HCTEUYEHHEM CPOKa €ro JeHUCTBUS pabOTHHUK JOJDKEH OBITh MPEAYNpeKIeH B MUCbMEHHOU (opme
HE MEHee YeM 3a TPU KaJIeHJAapHbBIX JHA 10 yBoJbHeHUs. OdopmuTe BCe KaJAPOBHIE JOKYMEHTHI
(B.T.4 yBEJOMJICHUE U MTPUKA3 00 YBOJILHEHUN).

20.  Pabornuk (IlepakoB A.Il.) mpunsat B opranmzauuio OOO «Kuxkumopa» 1o
CPOYHOMY TPYAOBOMY JOTOBOPY Ha MEpHOJ KOMAaHIMPOBKHU CTapIIEro CreunuainucTta oOIIero
oraena Komnuna B.J[. Kakue HOKyMeHTHI HY)XHO O(QOPMHUTH NpU YBOJHHEHUU PAOOTHUKA B
CBSI3M C OKOHYAHUEM CpPOKa TPYI0BOTO J10roBopa’?
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8.2. Bonpocwt 0151 no02omoeKu K 3auemy

1. OcHOBHBIE = 3aKOHOJATENBHBIE WM  HOPMAaTUBHO-METOAMYECKUE  JIOKYMEHTHI,
perJaMeHTHpYIOIIMEe TOPSAOK COCTaBleHUS U O(QOpMIIEHHS KAJAPOBBIX JOKYMEHTOB:
ITocranoBnenue IlpaButensctBa PO ot 16.04.2003 Ne 125 «O tpynossix kHmkkax», [OCT P
7.0.97-2016 u T.x1.

2. Tpynosoi koaekc Poccuiickoii @enepaniy Kak OCHOBHON JJOKYMEHT, ONPEAEIIAIOIUI
COCTaB U MOPSAAOK 0(OPMIICHHS TOKYMEHTOB 10 JUYHOMY COCTaBY.

3. OcHOBHBIE BEJIOMCTBEHHBIE Pa3pabOTKH, PETJIAMEHTHUPYIOLIHE COCTaB U COJEpIKaHHUE
JIOKYMEHTOB T10 JINYHOMY COCTaBy.

4. Pazpabotku ['ockomcraTta Poccuiickoit denepannu no yHudukanuu Gopm nepBUIHON
Y4ETHOM IOKyMEHTallUH.

5. OcHOBHBIE KJIAacCU(UKAIMM KaJIpOBBIX JOKYMEHTOB: OpraHM3allMOHHO-TIPABOBbIC
JOKYMEHTBI, PACTIOpSIUTENbHbIE JTOKYMEHTHI, IJIAHOBBbIE JAOKYMEHTBI, OTYETHBIE JOKYMEHTHI,
MH(POPMALIMOHHO-CIIPABOYHBIE W HMH()OPMAIIMOHHO-aHATUTUYECKHE KaJapOBble JIOKYMEHTHI,
JIOTOBOpHasi JIOKyMEHTAllMsl, OCHOBHBbIE YyuyeTHble JOKyMeHThl. OOmme TpeboBaHUS K
o(opMIIEHHIO U CPOKAM MOJATOTOBKH.

6. HazHaueHne KaJpoBbIX JIOKYMEHTOB M UX COOTBETCTBHE OCHOBHBIM 3aJadaM
KaJJpOBOH CITy>KOBI O MOAOOPY, YUETY M pacCTaHOBKE KaJpOB.

7. Xapaktepuctuka anpbomMa  GopM  KaApPOBBIX  JIOKYMEHTOB:  pacCMOTpPEHUE
yaupunupoBanubix ¢popm (T-1—T-11).

8. OcobeHHOCTH allbOOMa YHU(PHUIIMPOBAHHBIX KaJPOBBIX TOKYMEHTOB.

9. llopsinok  paboTel ¢ YHUDUIUPOBAHHBIM (OpPMaMHu, BHECEHHE W3MEHEHUH W
JIOTIOJIHEHUH B YHU(UIIMPOBaHHbBIE (OPMBIL. 3a0THEHNE YHUPUIIMPOBAHHBIX POpPM

10. IlpaBuna BHYTpEHHETO TPYJOBOIO paclopsiika.

11. TlomoxkeHue o 3alKTe NEPCOHATBHBIX TAHHBIX.

12. J10J’KHOCTHBIE HHCTPYKIIMUA COTPYTHUKOB OTJIENA KaJIPOB.

13. [lltaTHOE pacnucaHWE W  WHbIE  OPraHU3alMOHHO-NPABOBBIE  JOKYMEHTHI.
OcobeHHOCTH COCTaBIEHHSI, O(POPMIICHHUSI.

14. 3assnenue. [lopsanok cocTaBieHus, 0pOpMIIEHHUS, COCTAB PEKBU3UTOB.

15. Hoknannas 3anucka. [lopsgok coctaBieHust, 0pOpMIICHHS, COCTaB PEKBU3UTOB.

16. Ilpencrasnenue. [lopsaok cocraBnenus, ohopmiieHus, COCTaB PEKBU3UTOB.

17. YBenomuenue. [Topsiok coctaBieHust, 0pOpPMIICHHS, COCTaB PEKBU3UTOB.

18. CnyxeOHas 3anucka. [lopsnok cocraBiaeHust, 0hopMIEHHSI, COCTaB PEKBU3UTOB.

19. Axr. ITopsok cocraBieHus, 0hOpMICHHUS, COCTaB PEKBU3UTOB.

20. OObscHUTENbHAsA 3aIlKCKAa. [lopsmox cocraBiaeHus, OQOPMIIEHHS, COCTaB
PEKBU3UTOB.

21. Tlopsaok 3akiarodeHuss TpyaoBoro goroBopa. CpouHble U OeccpouyHbIE TPYIOBbBIE
JOTOBOPBL.

22. Tlopsaok odopMIEHHST M PErucTpauus TPYIOBBIX OoroBopoB. OOs3arenbHbIE U
JIOTIOJIHUTENBHBIE YCIOBHSI TPYIOBOIO JOTOBOPA.

23. JIONOIHUTENBHOE COTJIAalIEeHuE K TPyAOBOMY AoroBopy. IIpoasieHne cpodHBIX
TPYZOBBIX IOTOBOPOB.

24. Ilpukasel o 1TM4HOMY cocTaBy. [lopsnok peructpanum.

25. KanpoBsle npukasbl, UMEIOIIKE YHUPHUIIMPOBAHHYIO (hopMmy.

26. He yaudunupoBaHHbBIE KapPOBBIEC TPUKA3HI.

27. Tlopsnok 3aroJHeHHs 3aroJ0BOYHON, 0(hOpMIISIONIEH YacT MPUKA30B.

28. Ilopsimok BemeHHsI JKypHAJOB B KaapoBou ciyxOe. CocTaB PEKBU3UTOB IS
pErUCTpalMM Pa3INYHbIX BUIOB JOKYMEHTOB U MOPSIIOK UX 3alOJTHEHMS.

8.3. Bonpocwi 015 n0020mo6Ku K IK3aMeHy
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1. TpynoBas KHMXKKA — OCHOBHOM JOKYMEHT O TPYAOBOM CTaXe M TPYyAOBOH
NEeSATETFHOCTH PAaOOTHHKA.

2. llopsaok 3aloJIHEHUs TUTYJIBHOIO JINCTa TPYJAOBOW KHW)KKH. 3allOJHEHHE pasjerna
«CBeznenust o paborey, pazzena «CBeeHHs 0 HArpaKICHUSIX.

Iopsaok 3anmoHeHUs BKJIaAbIa U JyOJIuKaTa B TPYAOBYIO KHIKKY.
Bxuageii B Tpy10BY10 KHUXKKY.
BHeceHne n3MeHeHuil ¥ UCIIPaBJIEHNUH B TPYAOBYIO KHUXKKY.
Briiaua TpynoBoil KHMDKKH NPU YBOJIbHEHUH (TIPEKpaIleHUH TPYIOBOIO JOIOBOPA).
I'paduk otmyckos (hopma T-7).
JlokyMeHTHpOBaHNE KOMaHAUPOBaHUs paOOTHUKA.
JlokyMeHTHpOBaHHE OTCTpaHEHHs paOOTHHUKA OT PabOTHI.

10. JlokyMeHTHpOBaHHE MPOIIEAypa MPEIOCTABICHUS OTITyCKa paOOTHHUKY.

11. JlokyMeHTHpOBaHHE TPOLEAYPHl IMOOMIPEHUs pabOTHHKA: NPEACTaBICHHUE K
MOOUIPEHUIO, MPHUKa3 (paclopsbKeHNe) 0 HarpaXkaeHuH padoTHuka (pabotHukos) (popma T-11 u
T-11a).

12. JlokymMeHTBI, 00s13aTeIbHBIE B pa00OTE KaAPOBON CITY)KOBI.

13. J10J’KHOCTHBIE HHCTPYKIIMU COTPYTHUKOB OTJIENA KaJIPOB.

14. Jlybnukat Tpya0BOil KHIKKH.

15. 3anonnenue pasnena «CBeneHus 0 HarpaXaeHNUN (TIOOILPEHUH )».

16. 3anomuenue pasnena «CBeaeHuUs: 0 padoTey.

17. 3amonnenue cBenaeHud o paOoTHUKE (TUTYJIBbHBIM jucT). llopsiox BHeceHUs
VW3MEHEHUH U JIONTOJIHEHUI HAa TUTYJIbHBIN JIUCT TPYJAOBOM KHUKKH.

18. 3amosHeHue cBefeHUH 00 YBOJIHHEHUH.

19. 3anonHenue yHU(UUIUPOBAHHBIX (HOPM.

20. 3asBneHue o MepeBojie, MPEICTABICHUE O TIEPEBO/IE.

21. 3asBneHue 0 NPeaOCTaBICHUH OTIyCcKa paOOTHUKY.

22. U3MeHeHHE aHKETHO-OMOrpauyeckux ITaHHBIX pabOTHHMKA (MpPHKa3 O BHECEHUH
M3MEHEHUH B IEPCOHAJIbHBIE TaHHBIE).

23. MHCTpYyKIMS MO JEIONPOU3BOACTBY KaJpPOBOM CITykKOBI.

24. Kaura ydera IBWKEHHs TPYAOBBIX KHWKEK M BKiaablied k HuM. lIpuxomHo-
pacxo/Hasi KHUTa [0 y4eTy OJIaHKOB TPYAOBBIX KHIDKEK U BKJIAJBIIICH K HUM.

25. Komuu pokymeHTa: OTIYCK, CBOOOJHAs M (aKCUMHIbHAs KOIMs, BBITIUCKA,
nyomukat. OcoOGeHHOCTH 0POPMIICHHUS.

26. JludaHas KapTOYKa HAYYHOTO W HAyYHO-TIeAarormueckoro padotnuka (popma T-4):
oopmiieHnE U 3aMOTHEHHE.

27. Jlwanas xkapTouka pabotHuka (dpopma T-2). JInunas kapTouka rocyIapCTBEHHOTO U
MYHHUIIUIaIbHOTO ciyskaiero (popmaT-2I'C(MC).

28. HomeHknarypa f1en KapoBOro noJipas3acieHusl.

29. HopmaTuBHO-MeTOIMYECKasi 6a3a KaJpOBOH JOKYMEHTAIHUH.

30. OOpaboTKka nepcoHaIbHBIX JaHHBIX. [[OHSATHE MEepCOHANBHBIX AAHHBIX PAOOTHHKA.
OOpaboTka NEpPCOHAIBHBIX JaHHBIX. XpaHEHHE M HCIOJb30BaHHE IEPCOHAIBHBIX JTAHHBIX
pabotHuKa. [lonoxeHue o 3anUTe NEpCOHaNbHBIX JaHHBIX.

31. OO6s3aTenbHbIC U BO3MOXHBIE JIOKAJIbHBIC HOPMAaTUBHBIC aKThl OpraHU3alHH.

32. Opeanu3ayuonHo-pacnopaoumenbHas OOKYMEHmayus 6 OesimenbHOCmU KaopoEoll
CLyoHcoObL.

OOk W

33. Opranmuzanus pa®OTBl C TPYJIOBBIMH KHIDKKAMH. YUeT M XpaHEHHE TPYIOBBIX
KHIDKEK B JIeonpou3BoacTBe. OpraHusaius XpaHeHHsl HeBOCTPEOOBAaHHBIX TPYJIOBBIX KHUKEK.
OTBETCTBEHHOCTb 332 HECOOJIIOJICHNE TIOPSIJIKA BEACHUS TPYIOBBIX KHUXKEK.

34. OcHOBHbIE HOPMATHUBHbIE aKTbl, pErJIaMEHTHpYIOUIMEe paboTy C KaapOBBIMHU
JOKYMEHTaMH.

35. OcobeHHOCTH co3AaHUS M OQOPMIIEHHS JIOKYMEHTOB B CHEIHAIU3HUPOBAHHBIX
porpamMMax Juist KaJpoBBIX CITyXkO.
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36. Odopmiienue 3asBieHHs 0 IpUEMe Ha padoTy.

37. OdopmiieHre KaJpoOBBIX JOKYMEHTOB IPH YBOJBHEHHUE 10 MHUIIMATHBE paOOTHUKA
(3asiBIIEHME) WM  COIJIACOBAaHMIO  CTOPOH  (COIJIAIIEHHWE  CTOPOH):  CPAaBHUTENIbHAS
XapaKTepUCTHKA.

38. Odopmiienue ormycka 0e3 coXpaHEHUs 3apabOOTHOM IJIAThI, OTITycKa MO yXOIy 3a
pebenkoM, OdopmiieHre OTITyCKa OEPEeMEHHOCTH B POIaM, YI€OHOTO OTITyCKa U T.JI.

39. OdopmiieHue NEPBUYHBIX JOKYMEHTOB TPYIOYCTPOMCTBA: IMYHBIN JUCTOK MO YUETY
KaJIpOB U JIOMIOJIHEHUS K HeMY (aHKeTa), aBToonorpadus.

40. OdopmieHue epeBoI0B

41. OdopmieHune mprKasza 0 JOCPOYHOM CHATHH THUCIUILTMHAPHOTO B3BICKAHUS

42. Odopmienue npuma Ha paboTy.

43. OdopmaeHue TPyIOBOTO IOTOBOpa (CIyKEOHOTO KOHTpakTa) NpuU NpuéMe Ha
pabory.

44. TlepeueHb KaAPOBBIX JOKYMEHTOB, 0043aTENbHBIX JJIsl BEJCHHS B OpraHU3alUsaX BCeX
¢dopm cobctBeHHOCTH. IlpuaaHne KagpoBbIM JOKYMEHTaM IOPUAMYECKON CHIIBI (Ha MpHUMeEpe
3asIBJICHUH, YBETOMJICHUI).

45. IlnaHoBble, y4ETHBIE U HH()OPMAIIMOHHO-CIIPABOYHBIE TOKYMEHTHI.

46. IlonroroBka u nepeaayda KaJpoBbIX JOKYMEHTOB B apXHB OpraHU3alllu.

47. TloaroroBka mpukasa (pacnopsskeHus) o0 YBOJIbHEHHH paOoTHUKA (paOOTHHUKOB)
(dbopma T-8 u T-8a).

48. TlomosxeHue 0 KaJpoBOH ciryx0e.

49. TlonoxeHus O 3alUTE NEPCOHAIBHBIX JTAHHBIX.

50. Tlopsaok BeeHUS M XpaHEHUS JTMYHBIX KApTOUEeK paOOTHUKOB.

51. Tlopsimok U CpOKM O3HaKOMJIEHUS PaOOTHHKA C JIOKaJbHBIMA HOPMAaTHBHBIMHU
aKTaMHM, IPUKa3aMu, TOJDKHOCTHBIMU MHCTPYKLUSMH.

52. Tlopsimok oopmileHHs KaJpOBbIX JOKYMEHTOB K HarpakJIeHUIO TOCYIapCTBEHHBIMU
HarpajaMi 1 BeJIOMCTBEHHBIMHU Harpajgamu (oopMieHrne HarpaaHoro JucTa).

53. Tlopsmoxk odopmieHus npuemMa Ha paboTy, NepeBoja Ha JApyryl padorty.
CoO:roieHue CpoKoB MPOBEICHUS TPOLIEAYP.

54. Tlopsnok opopmienus yBoiabHeHUs. CoOII0eHIE CPOKOB MTPOBEICHUS TIPOLIEAYD.

55. Topsaok mpuMeHeHHs K pabOTHUKY AMCUUIUIMHAPHOTO B3BICKAHUS: JIOKJIATHAs
3anuckKa, 00bICHUTENbHAS 3alIHCKa, aKT.

56. Ilopsaok mpoBeneHHs aTTECTAllMM M MPHUCBOCHUS KBATM(DUKALMOHHBIX pa3psiioB.
I'padux mpomemenuss arrecranuu. I[lonmokenne 00 arTecTarMoHHOW KomucCHH. OT3HIB
(3axmroueHne) o  pabore  arrectryemoro. [IpoTOKOJBI — aTTECTAlMOHHOM  KOMHCCHHU.
ATTecTanMOHHBIN JTUCT pabOTHHUKA.

57. Topsnok paboOThl C YHUPHUIMPOBAHHBIM (hOpMaMH, BHECEHHE W3MEHEHUH WU
JIOTIOJIHEHUH B YHU(DUIIMPOBaHHbBIE (POPMBI.

58. Tlopsnok ¢GopMupoBaHHMS JHYHOTO Jena padoTHUKA. BeneHue nUYHBIX jed.
XpaHEeHUE TUYHBIX JETT.

59. Ilopsimoxk XxpaHeHus, yd€ra, CUCTEMAaTH3allMsl M AapPXUBUPOBAHHME KaJpPOBBIX
JIOKYMEHTOB.

60. IIpaBuna BHYTpEeHHErO TPYJOBOIO paclopsiiKa.

61. IlpuBneuenue paboTka Kk paboTe B BBIXOJAHOM (HepaOounii Mpa3AHUYHBIN) 1€Hb?

62. Cucrema perucTpaniy J0OKyMEHTOB Ha pUMepe KypHaJIbHOM peructpaunu. Oomme
PEKBU3UTHI JOKYMEHTOB U MIPaBHIIa UX 0POPMIICHHUS.

63. CTtpykTypa M IUTaTHas YUCJIEHHOCTh KaJIpoBbIX ciayx0. OcHOBHbIE (HOPMBI
OpraHM3alliM  KaJpOBbIX  CIYXO0: CaMOCTOATEIbHOE CTPYKTYpHOE TMOJpa3felieHue C
HETMOCPEJCTBEHHBIM TOAYMHEHUEM PYKOBOAUTENIO NPEANPHUATHS, BBINOJHEHHE (QYHKUUH
KaJIpOBOH CIIy>KObI OTAEIBHBIM COTPYIHUKOM MPEINPUITHS, COBMEIIeHNE (QYHKIUHN yIpaBiIeHUs
MIEPCOHAJIOM C JPYTUMH 00S3aHHOCTSAMU.
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64. YBonbHEeHME IO MHUIMATHBE paboToaarens (yBeIOMJICHHE U T.J.), YBOJbHEHHE IO
0OCTOSITENTLCTBAM HE 3aBUCSIIUM OT BOJIHM CTOPOH.

65. YauduuupoBaHHbIe POPMBI KaJIPOBBIX TOKYMEHTOB.

66. Yuer paboyero BpeMeHHU.

67. IlltatHOE pacnucaHue.

68. DkcnepTusa EHHOCTH JOKYMEHTOB, OpraHU3alus U OPSIIOK TPOBEICHUS.

69. Ilopsnok yHMUTOKEHUS KaJpOBbIX JOKYMEHTOB C HCTEKIIUMHU CPOKAMU XpaHEHMSL.

70. IlpaBa wWHCHEKTOpa MO TPYAy M €ro TMOJHOMOYMSA. Buabl MIpPOBEPOK.
OTBeTCTBEHHOCTH paboToaTeNel 3a HapyIIEHUS TPYJOBOTO 3aKOHO/IaTENILCTBA.

8.4. Bapuanm 3a0anuii 0na npogedenus nPOMeHCymouno20 KOnmpoas (3auema)
IpakTnyeckune 3a1aHuA

1. Haiinute ommbxu nmo opopmieHnun npukasza o0 oT3biBe U3 oTmycka. CocTaBbTe MpUKa3
00 0T3bIBE U3 OTITYCKa U corylacue pabOTHHKA.

3akpeiTOe akiroHepHoe oorecTBo "/lenpTa"

[Ipuka3z N 32
OO0 oT13bIBE U3 OTIyCKA

r. Mocksa 1 aBrycra 2007 r.

B cBs31 ¢ mpoBeeHHEM MHBEHTapU3alUU U HEOOXOIUMOCTBIO MPUCYTCTBUS COTPYIHHKA
IIPU €€ IPOBEJCHUH MTPUKA3bIBAIO:

1. OTo3BaTh U3 otirycka MmeHekepa Muxaiinosa A.C. ¢ 3 aBrycra 2007 .

2. Heucnonp30BaHHYH 4YacTh OTIIyCKa IPOJOJIKUTEIBHOCTBIO 15 KajleHAAapHBIX JHEU
npenoctaButh MuxaitioBy A.C. ¢ 11 cents16ps 2007 r.

3. UznumHe BBIJIAYEHHYI0 CYMMY OTIYCKHBIX YIepXaTb U3 3apa0OTHOM IUIaThl

MuxaiinoBa A.C. 3a aBryct 2007 r. Ha ocHOBaHMHM 3asBiaeHUs Muxainoa A.C. ot 1 aBrycra
2007 r.

I'enepanpubiii nupekTop JIbBOB A.B. JIsBOB

C npuka3om 03HaKOMJIEH,
IPUCTYIIUTH K pabote corsaced MuxaiinoB  A.C. Muxaiinos

01.08.2007

2. Haiinute omm6Oku 1o oopMIIEHUH NpHKa3a 00 0T3bIBE U3 oTirycka. Odopmure nprkas
U corjlacue paboTHUKA.
3akpeITOoe akLMoHepHoe obiecTBo "Jlenpra”

ITpuxas N 26
OO0 oT3bIBE U3 OTITyCKA

r. Mockaa 20 anpens 2007 1.
B cBsi3u ¢ mpou3BOACTBEHHOW HEOOXOAMMOCTBIO OTO3BaTh M3 OTIYyCKAa 3KOHOMHCTA
Tumodeey B.B. ¢ 23 ampens 2007 r. ¢ nanpHeHIINM IMpeIOCTAaBICHUEM YacTH OTIyCKa B

COOTBETCTBHHU C 3aKOHOAATCIBCTBOM.
BYXFaJITCpI/II/I MMPOU3BECTU MEPCPACUCT BBINIJIAYCHHBIX OTITYCKHBIX.
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OcHoBanue: cornacue Tumodeenoii B.B.

I'enepanbnebiil nupexktop JIsBoB A.B. JIbBOB

20.04.2007

3. Ha ocHOBaHMU aKTa COCTaBbTE MpuKa3 0 IpUMCHCHHUU JUCHUIIMHAPHOT'O B3bICKAHUA:

HHIMBUIYaTLHBIH TPeINPHHUMATENh

A.IN. TetpoB
AKT
0 MOARICHHH PAGOTHHKA HA PaGoTe B COCTOAHUH ATKOrOABHOTO OlbAHSHHS
nero Ha TROBaHHE
15 mions 2009 & Ne23
. Mocksa

A1, Cunopes Heax TMeTpoBud, HAYAILHHK OTIENA KAIPOB, B IPHCYTCTBHH:
1. TapacoBa Muxanna AJleKcaHIpoBI4a, HHCIIEKTOPA OTAENA KaupoB, H
2. Jloruxosa Pomana JleoHHI0BHYA, HIDKeHepa 2 KATEropHH,

COCTABMI HACTOSAIIMH AKT O HHKEC/IeAYIOLIeM:

paGoTHuK [y Burannii . TeXHHK | KaTeropmm, NOSBHACS Ha paBoTe
15moma 2009 B 8 . 10 MuH. BC ro V Hero Hab
CIIRIYIOLTHE MPH3HAKH ObAHEHHS:

1) 3anax ajgkorons W30 pra,

2) Apoxauue pyk,

3) waralomascs NoxoJKa,

4) HecBf3HaA peyb,

5) MoKpacHEHHE LA,

6) BO30OYWIeHHOe M rpyboe noBeneHHe.

Pagotuuk [lyGosues Buranuit Bramumuposuy 15 mionst 2009 © B 8 4. 25 MuH. 0T paGoTh
OTCTPAHEH M HANPABEH Ha METHIMHCKOE OCBHICTEALCTROBAHHE,
Jannnie hakTH NOATBEPKIACM:
HHcnekTop oT/e/1a Kaapos M.A. Tapacos
" | PJ1. lloriHoB

HHxeHep 2 KaTeropHi

C aKTOM 03HAKOMITEH:
TexHuk 1 kareropun B.B. /lyGosiieB

OT NOANHCH 00 03HAKOM/IEHHH C HACTOAILMM aKTOM JlyGoBLes Butanuit Braanyuposuy

‘oTkasancs. OT np KOTO reoBatms [lyGoBues Butanuit Bia-
JIMMMPOBHY TAKXKE OTKA3ANCH, B CBAIH € YeM MEIHLIMHCKHM 3aKTI04EHHEM TIOATBEPINTE BaxT
IO HaXOK/IeHHS B aj He

JauHbie GakTe! MOITBEPAUIAEM:
HHCMeKTOp 0Te1a Kaapos W | M.A. Tapacon
Huxenep 2 KaTeropuu V;./‘ PJI1. JloruHoB

AKT COCTABHI:
HauanbHUK oTe1a Kaapos ﬂ% W.T1. Cunopon

5. Ha ocHOBaHNM aKTa COCTaBbTE IMpruKa3 0 IPUMCHCHHUU JUCHUILIMHAPHOI'O B3bICKAHUA:

HHAHBHAYANBHBIA NPEANPHHUMATEND
KOTENKOB HTOPE HBAHOBHY

AKT
19.11.2008 Nl
Mockna
06 oTRAe OF NPEADCTARICHHA
(\l’)hHCHCHIIiI No NOBOAY NOARICHHA
Hi |k|\’mll‘ B HETPE3ROM BHAC
Muowo, Hunisiayansius npeanpiiisareres Korenkosus W, 8 npueyTersin

sanckaatos Merposa AA. i knanosuka Coxonosa C.B., coctamien HacToaumil ak
0 HIKECIAVIOMEN:

: w coosererin co or. 193 Tovaosoro konekea Poceuiiexai enepatim npojus-
uy-koHeyaeTanTy Bacwicnko A.E. Gwno npenioxeHo NpenocTasiTs MHCEMCHHOE 00BACHEHNE

no Mooy noARIeHHA ero 19112009 5 10 v, 00 Mud. Ha paboTe B HETPEIBOM COCTOAHMH, HA YTO
OH OTBETI OTKATOM B3 MOTHBALBH,

HHANBHAYLILHI NPeanpHUiMaTes 1{:«.:»—-; H.H. Korenkon

. #

JaRCKAANO0M 4 AA. letpos

Kaanosuk loeauef C.B. Cokonon

19.11.2008

8.5. Bapuanm 3a0anuii 0na npoeedenus nPOMeHcymouHo20 KOHmpoasa (IKzamena)
Tect

1. [IpaBOBO aKT, OMpPEACTSAIOMNN CTPYKTYPY, QYHKIIMH U TIpaBa OpraHu3anuu, Gupmsl —
3TO...

a) TOJIO’KEHHUE;
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0) ycras;
B) UHCTPYKIIHSI.

2. IlonoxxeHne 0 CTpyKTYPHOM MOJAPA3AEICHUN COAEPKUT PEKBU3HTHI:

a) HAMMEHOBaHME OpraHU3allid, HAaMMEHOBAHUE CTPYKTYPHOTO MOJpa3JeleHusi, Tpud
YTBEPKICHUs, HaMMEHOBaHUE BHJAa JOKYMEHTa, JaTa JOKyMEHTa, PEruCTpallMOHHBIA HOMEp
JOKYMEHTa, MECTO M3aHUsI JOKYMEHTA, 3ar0JI0BOK, TEKCT, MOATHCH;

0) HauMEHOBaHME OpraHM3allu{, HAaUMEHOBAHHE CTPYKTYPHOTO MOJpa3aeicHus, Tpud
YTBEPXKACHUS, HAUMEHOBAHME BMJA JOKYMEHTa, JaTa JOKyMEHTa, PETMCTPALMOHHBIA HOMEp
JOKYMEHTa, MECTO M3/1aHUS TOKYMEHTA, 3aT0JI0BOK, TEKCT, MOAMNCH, BU3BI;

B) HAMMEHOBAaHUE OpraHU3allMMd, HAaUMEHOBaHME CTPYKTYPHOIO MOJpa3/eieHus, Tpud
YTBEPKICHUS, HAaUMEHOBaHUE BHJAa JOKYMEHTA, JlaTa JOKyMEHTa, PEruCTpallMOHHBIA HOMEp
JOKYMEHTa, MECTO M31aHUs JOKYMEHTA, TEKCT, TOANNUCH, BU3BI.

3. JlaToii ycTaBa sBisIeTCS:
a) 1aTa perucTpaIny,

0) 1aTa OAIMMCAHUS;

B) /1aTa YTBEPK/ICHUS.

4. Ilonoxenust ObIBAIOT:

a) UHAUBUYyaJIbHbIE, TUIIOBBIC

0) 0 MpoBeIeHNN KaKUX-INO0 KOHKPETHBIX MEPONPUATHI;
B) 00a BapHaHTa BEpHBHI.

5. HopmaTuBHBI [OKYMEHT, H3[aBacMblil OpraHM3alueldl B LEJIIX perjiaMeHTaluu
JESTeTHPHOCTH OPTaHU3AIMOHHO-TIPABOBOTO TIOJIOKEHUSI PabOTHHKA, €ro O0sM3aHHOCTEH, MpaB
OTBETCTBEHHOCTHU M 0OecrieueHust ycloBHii ero 3dpexkTuBHOM paboThI.

a) UHCTPYKIIUS;

0) TOJDKHOCTHAs MHCTPYKIIUS;

B) MOJIOKEHHE.

6. JIoJKHOCTHAs HHCTPYKIMS pa3padaThIBaeTCs:
a) pyKOBOJUTENIEM CTPYKTYPHOTO IOAPA3/IEICHHUS;
0) IOpPUCKOHCYJIBTOM MPEIPUSITHS;

B) PYKOBOJIUTEIIEM MPEANPUATHS.

7. JIOIKHOCTHAs HHCTPYKLUS COEPIKUT PEKBU3UTHI:

a) HAUMEHOBaHWE OpraHM3alliy; HaUMEHOBaHWE BHJA JOKYMEHTa; JaTa; HOMeEp;
3aroJOBOK K TEKCTY; Ipu() yTBEP)KICHHUS; TEKCT; MOJIMUCH COCTaBUTENCH;

0) HauMEeHOBaHME OpTraHM3alluM; HaMEHOBaHWE BHJA OKYMEHTa; Jara; Homep; Tpud
YTBEPKACHUS; TEKCT; TOANNUCU COCTABUTENEH; BU3BL;

B) HAMEHOBAaHUWE OpraHu3alMi; HAaUMEHOBAaHME BHJA JOKYMEHTa; JaTa; HOMeEp;
3aroJI0BOK K TEKCTY; Ipu() yTBEP)KICHHUS; TEKCT; MOJIMTUCH COCTaBUTENEH; BU3HI.

8. Jluunsie kapTouku hopmbl T-2 xpaHsTCs:
a) B JINYHOM JIEJIC COTPYIHHKA;

0) B OTZIEIIHHON KapTOTEKE;

B) B ManKe-CKOPOCIINBAaTENeE.

9. JInunas xkaptouka ¢popmsl T-2 opopmisiercs:
a) B OZJHOM DK3EMILIAPE;
0) B IBYX DK3eMILISIPaXx;
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B) B TPeX K3EMILIApax.

10. B inyHOE A€710 COTPYAHMKA HE OALINBAIOT:
a) KaJIpoBBIN IIpUKa3;

6) aBTOOHOrpaduIo;

B) JINYHYIO KapTOouKy ¢opmbl T-2.

11. TpynoBoil 1OroBOp - 3TO COIVIAIIEHHE MEXITY u , IO KOTOPOMY
00s13yeTcs BBIMOJIHATH paboTy MO OINpeIeIeHHON CIeUalbHOCTH, KBATU(DUKALMU UITH
JOJDKHOCTH C MOAYMHEHHEM BHYTPEHHEMY TPYIOBOMY paCHOpPSIAKY, a o0s3yercs

BBHITUIAYMBATh PAOOTHHUKY 3apa0OTHYIO IJIaTy, 00ecreunBaTh YCIOBHS TPYa, IPEeIyCMOTPCHHbBIE
TpynoBsim kogekcom Poccuiickoi @enepannm.

12. Tlpuem Ha pabOTy MPOU3BOIUTCS HA OCHOBAHUU:
a) pacnopsKEHMsI Ha4aJIbHHUKA OT/IeNa KaJpoB;

0) TMYHOTO KeTaHUs paOOTHHUKA;

B) JIMYHOTO 3asBJICHUs paOOTHUKA;

r) aBToOnorpadum.

13. CBou noxenanusi 0 JOHKHOCTH U cepe 1eaTenbHOCTH paOOTHUK YKa3bIBaET:
a) B aBToOHOrpadum;

0) B pe3tome;

B) B 3asIBJICHUM;

T') B IPUKa3e M0 JUYHOMY COCTAaBY.

14. /TaToi aKkTa sIBJISIETCS:

a) JlaTa YTBEPKICHUS;

0) aTa akTUPYyEMOTO COOBITHS;
B) J1aTa MOJITUCAHUSI.

15. TekcT mpOTOKOJIA COCTOUT:
a) U3 OJTHOM YacTH;
0) U3 IByX 4acTei;
B) U3 TPEX YacTei.

16. PacniopsiauTenbHbINA JOKYMEHT, KOTOPBIM M34A€TCA HA OCHOBE €MHOHAYAIIUS:
a) pEIICHNUE;

0) mpukas;

B) MIOCTAaHOBIICHUE.

17. ®amunuio U AOTHKHOCTh UCTIOJTHUTENS B pACTIOPSAUTENBHON YaCTH TEKCTa MpUKa3a
110 OCHOBHOI71 JCATCIIBHOCTHU YKaSI)IBaI-OTZ

a) B UMEHUTEJILHOM MaJIeKe;

0) B pOAUTEIILHOM TAJIEKE;

B) B JaTCIIBHOM ITaJICHKe.

18. INoompenne pabOTHUKOB IO pe3yIbTaTaM JIeSTeIbHOCTH OTMEYaeTCs:
a) MPHUKA30M T10 OCHOBHOM JIESATEITHHOCTH;

0) IpUKa3oM 110 JTUYHOMY COCTAaBY;

B) paclopsKEeHUEM;

T') aKTOM.
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19. Ecnu coTpyIHUK IPOCUT BPEMEHHO BBIJATh €My TPYIOBYIO KHUXKKY, TO HEOOXOIUMO:
a) B3ATh Y HEro PaCIUCKY;

0) B KHUT'Y yuéTa IBUKECHUS TPYIOBBIX KHHKEK BHECTH PETUCTPALIIOHHYIO 3aITUCh;

B) OTMETHUTH 3TO B OTAEIBHOM yUETHOM KHUTE;

I') BapUaHTHI O U B.

20. [Ipu yBOJIbHEHUHU TPY/10Bask KHMKKA BBIAAETCS COTPYAHUKY:
a) B JICHh HAMTMCAHUS 3asiBJICHUS 00 YBOJIBHCHUH;

0) B IcHb, MPEALIECTBYIOIINUN YBOIbHEHHIO;

B) B MOCJIeIHUN pabounii AeHb;

T') B CPOK, COTTIACOBAHHBIN C COTPYTHUKOM.

IpakTuyeckne 3a1aHus (Kechl)

1. CocraBbre akT 0 mosBiaeHMM pabOTHMKA Ha paboOTE B COCTOSHUM AIKOTOJIBHOIO
OTIbSIHEHUS:

Paborauk CepreeB Hukura JlenncoBuy, mactep nexa Ne 4 ChIKTBIBKAPCKOTO OTIBITHOTO
CYyJIOPEMOHTHOTO 3aBoja, mosBwicsa 15 HosOpst 2012 r. Ha pabodyem mecte (miex Ne 4) B
COCTOSIHUM QJIKOTOJIBHOTO OIbsSHEHUS. [laHHBIM (GakT MOATBEPKIAIOT CIEAYIOUINE NPU3HAKH:
3amax ajkorojii B BBIABIXa€MOM KM BO3JyXe, IIaTamomascs noxoaka u Ap. Hepocrarourue
PEKBU3UTHI YKAKUTE CAaMOCTOSTENBHO.

2. Ha ocHOBaHmMH CIIy’)K€OHOW 3alUCKH COCTaBbTE aKT O TIOSBJICHHMM Ha paboTe B
COCTOSIHUM aJIKOTOJILHOTO OIBSHEHUS U MPUKA3 O MPUMEHEHUH AUCHUIUIMHAPHOTO B3bICKAHHS:

WHAVWBHUAYATBHBINA MPEANPHHUMATEIb
KOTENKOB MTOPb MBAHOBUY

CIIYKEBHAA 3ATIMCKA
19.11.2008 Nel

Mocksa

O nosisneHuu Merposa U.C.
Ha paGoUeM MECTe B COCTOSHIH
OMESIHEHHST

ooy 10 Bauiero cefiennst, uto 19 Hoa6ps 2008 roga B 10 4. 00 MHMH. TTpoaBeL-KOHCYTLTAHT
BacuieHko A. E. nosiBiicst Ha pagoTe BCOCTOSHIN ATKOTOMBHOIO OMbstHeHH . Ha Moe 3ameuanie
© TOM, UTO OH Mb#AH, BacunenkoA.E. oTBeTT: «CaM Thl MBSH!> H OTKA3ANCA IOKHHYTE CBOE pabotee
MecTo. Buepa HaGmionanack WaTKas MOXofKa, 3aTOPMOXKXEHHOCTh PEaKIIH 1 PeUH — «HaualbCTBy
MOKa3alock» , «TyBCTBOBAN ce0sl HEBAXKHO» .

OTom, uto Bacinenko A. E. naxomurcsi B TKOTOMLHOIY 5 CTBOBA-
T CIEIIONIME NPH3HAKH: LIATKasl TIOXOMIKA, HEYCTOHYMBOCT IBKEHHif, 3aTOPMOXKEHHOCT PEaKLIMI
1 PEUH, 3aMax aKOTOJ, MPHMEHEHHE HELICH3YPHBIX BLIPAKEHUH B OTHOLICHHH OKPY KAIOLLKX.

Caoe cocrostHie BacirieHko A. E. 0GLSCHHTE 0TKa3a/icst, MOTHBMPOBABTEM, UTO MIPOUCXOZISIIIIEE —
€ro INYHOE EN0.

Baciienko A E. 6LUT MHOIO HANIPARTeH Ha UICTeJTLCTBOBAHHE LTS YCTa
(hakTa ynoTpeGrieHHs aTKOTOJsl, 0IHAKO TIPOITH YKa3aHHOE OCBHIETETLCTBOBAHHE OTKA3ANCH.

AnMuHHCTpaTop ﬂ% A.A. Cuopos

3. PaboTtHuK ycTpomiics Ha paboty B opranuzamuio (OAO «Dupmay) ¢ 20 oktsadps 2005
r. 3a nepuoa pabotsl ¢ 20 okTsa0ps 2008 r. mo 19 oktad6ps 2009 r. eMy HOJOXKEH OTIYCK B
konuuecTBe 28+16=44 xanennapubix nHed. CocTaBbTe 3asiBI€HHE PaOOTHHKA O 3aMEHE YacTH
OTITyCKa JICHEKHOM KOMIIEHCAIMEH, MOArOTOBETE COOTBETCTBYIOIINHN MPUKa3.

4. Ot3piB  paboTHMKAa H3 OTIMyCKa JIOMYCKAaeTcss TOJIBKO C €ro  COTJIACHS.
Heucnonp3oBanHast B CBSI3U C 3THM 4YacThb OTIIyCKa JIOJDKHA OBITH MpPEJOCTaBleHa IO BHIOOPY
paboTHHKa B yJOOHOE JIJIsl HErO BpeMs B TEUCHHE TEKYIIETo paboyero roja uin MpucoeInHeHa K
OTITyCKY 3a clieqyromui pabounii rog. Odopmure cornacue paboTHHKA U MPUKa3 00 OT3bIBE U3
OTITyCKa.

5. KeHmuHaM 1o UxX 3as8BJICHUIO U HA OCHOBAaHUH BBIJAHHOT'O B YCTAHOBJICHHOM IOPSIJIKE
JUCTKA HETPYAOCIOCOOHOCTH TPEAOCTABISAIOTCS OTHYCKa 10 OEpeMEHHOCTH U PoaaM
MIPOJIOJDKUTENLHOCTRIO 70 (B CiTyyae MHOTOIUIOIHON OEpeMEHHOCTH - 84) KaJICHIApHBIX JHEH 710
ponoB u 70 (B cimyyae OCIOXKHEHHBIX POIOB - 86, IpU POXKACHUH ABYX Win Oosee nereit - 110)
KaJICHJApHBIX JHEW IOClie POJOB C BBILIATON MOCOOMS MO TOCYIAPCTBEHHOMY COIHAIBHOMY
CTPaxOBaHHMIO B YCTAaHOBJIECHHOM (enepaibHbBIMU 3aKoHaMHU pazMepe. Ocdopmure 3asBiieHHE
paboTHUKA U OTIYCK MO OEpEeMEHHOCTH U POoAaM JTOKYMEHTOBEIy 2 KaTeropuu oOlIero otielna

30



HBanoBoit Mapune CepreeBHe U MmpHka3 o0 OTIycKe 0 OepeMeHHOCTH U pojaM. JlaTa BeIXoa
B otmryck 20 centsiops 2009 r.

6. Ilo 3asBIEHUIO KEHIIUHBI € MperoCTaBiIsIeTCsl OTIMYCK MO YXOAy 3a peOCHKOM J10
JOCTHKEHHsI UM Bo3pacTa Tpex JieT. OdopMuTe COOTBETCTBYIOIIUI MpPUKa3 O MPEAOCTaBICHUN
oTmycka paboTHuKy. OTIycK 1o 6epeMeHHOCTH U pofaM OblT npenocranieH ¢ 01 suBaps mo 20
Mmas 2010 r. Jlara poxnenus pedenka 22 mapta 2010 1.

7. Cormacio ct. 124 TpynoBoro Kopekca Poccuiickoii ®enepanuu €xeroaHbli
OIJIAYMBAEMBbIN OTITYCK JIOJKEH OBITH MPOJUIEH WU MEPEHECEH Ha JIPYroi CPOK, ONpeaessieMblii
paboTomarenieM ¢ y4eToM TOXelaHWd pabOTHMKA, B YAaCTHOCTH, B cly4yae BpPEMEHHOMH
HeTpyaocnocoOHocTu pabotHuka. Tak, CmupHoBa JlionMuia AJleKCaHIPOBHA, COTJIACHO
rpaduKy OTITyCKOB HaXOJWJIaCh B €XKETroJHOM OIUIauuBaeMoM OTmycke B mepuoxa ¢ 03 mo 19
mapta 2010 r. B nmepuon ¢ 10 mo 15 mapra eil Obln BBIJAH JHCTOK HETPYIOCHOCOOHOCTH.
IloaroroBeTe NprKa3 0 NPOJIEHNHU €KETOTHOTO OIIaunBaeMoro ormycka CmupHoBoil JILA.

8. Cotpyanuk mpopadotan B opranuszainuu ¢ 01.09.2009 o 03 mapta 2010. [Jomken nm
paboToiaTesb KOMIEHCHPOBATh HEHMCIIONb30BaHHbIM OTMYCK, OTpabOTaBIIMM B OpraHU3alu 7
MecsieB? CocTaBbTe Mpuka3 00 yBOJIBHECHUH paOOTHUKA 110 COOCTBEHHOMY >KEJIAHHIO.

9. PabotHuk ycTpomics Ha pabory B opranuzamuio 10 centsops 2008 r. IlpaBo Ha
oTITycK OH peanu3oBain B utone 2009 r. (44 kanenaapubix aus). C 01 suBaps 2010 r. paboTHUKY
ObUI YCTaHOBJIEH HEHOPMHPOBAHHBIM pabO4Mii J€Hb W 5 JIONOJHUTENBHBIX AHEH K OTIIYCKY
cooTBeTCTBeHHO. CornacHo rpaduKy OTIIyCKOB CIIEAYIOIMN OTIMYCK paOOTHHKA 3aIUIaHUPOBAH
B anpene 2010 r. OpopmuTte npuka3z o NpeAOCTaBICHUH OTITyCKa paOOTHHUKY.

10. PabotHuk ObU1 puHAT Ha padoty 18 centsOps 2007 r. Ilo ero xenaHuio oH ObLI
yBonieH 20 depans 2009 r. B nuuHOi KapTouke pabOTHHUKA WMEETCS 3amUCh O TOM, YTO
pabOTHUK KCIOJIb30BaJI IPABO HAa OTITYCK 3a nepuoa padotsl 18 centsops 2007 r. - 17 centsOps
2008 r. (35 xanmenpmapubix aHel) Kakas kommeHcarus OyJIeT BbIIUIaY€HAa NpPU YBOJbHEHUHU
pabOTHUKY 32 HEHMCIIOJIb30BaHHBIHN oTnyck. [loAroTroBbTe MpHKa3 00 YBOJIbHEHHH.

11. Cormacuo cr. 124 TpynoBoro Kogekca Poccuiickoit ®enepanuu €xeroaHbli
OIJIAYMBAEMBbIN OTITYCK JIOJKEH OBITH MPOJUIEH WU MEPEHECEH Ha JIPYrol CPOK, ONpeaessieMblii
paboTomarenieM ¢ y4eToM TOXelaHWH pabOTHMKA, B YAaCTHOCTH, B cly4yae BpPEMEHHOMH
HeTpyaocnocoOHocTn paboTHuKa. Tak, PacceixaeBa Jlrommuina AJieKcaHIpOBHA, COTJIACHO
rpaduKy OTIYCKOB HAXOJWJIACh B €KErOJHOM OCHOBHOM OIUIAYMBAEMOM OTIyCKe B nepuon ¢ 20
ceHTs0ps o 17 oxts16ps 2010 r. B mepuoa ¢ 03 oxtsi6pst mo 24 oktsi6ps 2010 r. eif 6611 BhIAAH
JHUCTOK HeTpyaocnocoOHocTH. IloaroToBeTe mpuka3z O MPOJUIEHUH €XKETrOoJHOTO OCHOBHOTO
ormaunBaemMoro ormycka PacceixaeBoit JI.H. (mo 3asBneHuto) u 3amojHuTEe Tabenb ydera
pabouero Bpemenu Ha PacceixaeBy JI.H. 3a okTs16ps 2010 1.

12. Ha ocHoBanum 3asBiIcHUS pabOTHHKA 00 OTmycke 0Oe3 coXpaHeHUs 3apadOTHOMU
IUIaThl COCTAaBbTE INpPHKA3 O IMPEJOCTABICHUU OTIyCKa M 3aloJIHUTE Talesib ydera pabouero
Bpemenu ['myxoBoii A.IL. 3a utons 2005 r. (yaudunupoBannas ¢popma T-13)
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B geco e OF _P7
Bucioba £2.07.2005

13. Ha ocHOBaHuMM IOKIAOHONW 3aMMCKA HaYaJIbHUKA OTIEIa
IIPHKa3 O BHECCHUU U3MEHEHUH B rpa)K OTITYCKOB.

QTmen mpomas CeHepanEHOMY OMPEKTOPY
320 «Topropwii nom “TEPPA"»
ACKNATIHAA 3AMHCKA
E.H. MEamoRy
79.09.2005 25
© nepewaceHmi oTmycxa
Ha CHemypmMd pabouuA Tom

2005 w
PRI o it
B T
20‘0«;,2005 ¢

B CHASH © TeM, UTO MO PESYNETATAM TPORENIEHNA BHCTABKM-TPMADEM “TEKCTHIE
Pocom® 15-16 cewrsbps 2005 T. B OTHEN Npofla® NOCTYMMNO BONENGE KOTHYECTED
NpeANOXSHNi O PAZENTHM NAPTHEPCKNX OTHOWEHNH, KOTOPHE NpSANONATART MPOBENSHNE
CepiM TeperoBOpeR B ORTAGpe-Nekafpe 2005 T., CUNTAD HereccobpasEHM NepeHECTH
EEETORHHN ONNAUMEASMHA OTIYCK TAMECTHTEN HAUATEHNKA OTAena npomax T.B. Bmmo-
B3, IEMMAEMDOBAHHHA 3 rpaguMke OTHYCEOE Ha 2005 T. © 17.10.2005 no 14.11.2005,
Ha cremyrmmit pafounii Tom.

Hauanemms oTHena K.H. CKOMODOXOB

ozttt i
. apueneceiid ¢

YR
7 it PO
i o 9
na eI

19.09.2005 47 e

B gewo Mo 0Y- 73
Coupugoda 22.09 2005

NpoJax IOArOTOBBTE

14. Cotpynnuk npopabotan B opranuszanuu ¢ 01.09.2009 no 03 mapra 2010. lomken nu
paboToiaTeslb KOMIIEHCUPOBATh HEHMCIIONb30BAHHBIN OTIIYCK, OTPa0OTaBIIUM B OpraHu3aluu 7
MmecsieB? CocTaBbTe MPUKa3 00 YBOJILHEHUH PA0OTHUKA 110 COOCTBEHHOMY KEJIaHHIO.

15. PabGotHuk ycTpowiics Ha paboty B opranm3anuto 10 centsops 2008 r. IlpaBo Ha
oTIyck oH peanuzoBai B utoHe 2009 r. (44 xanennapubix aus). C 01 suBapst 2010 r. paGoTHHKY
ObUT yCTaHOBJIEH HEHOPMHUPOBAHHBIM pabouuii J€Hb U 5 NOMOJHUTENBHBIX JIHEH K OTIYCKY
cooTBeTcTBeHHO. CoracHo rpaduky OTIYCKOB CIEAYIOMNI OTITyCK paOOTHHKA 3aIUIaHUPOBAH
B anpesne 2010 r. Odopmure npukas o NpeoCTaBICHUH OTITyCKa PaOOTHHUKY.

16. Ha ocHOBaHuu 3asiBiieHre 0(hOpMHUTE OTITYCK PAOOTHHKY:
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IupexTopy
nﬂ nﬂ%}ﬂﬂ’} 000 *CTPOACEPBHC®
Ofﬂ"“. BE.A. Maxaposy
M 28 M MEHeTKepa OTHENA MADKETMHTA

N.A. Toranosa
2003
i 09
QU / '6 3

Npomy npenoCTABMTL MHE EESTOIHWA oOnnauusaesul otmyck ¢ 08.10.2003
MPONONEKTENEHOCTED 28 KanespapHEX gHeR.

15.08.2003 @/ 0.A. TioTance

Coicen
Hasassnin ofigeda uapxerinia

15.09.2003

JaAsneHmne

B gew Ne 05- 17
Axwuoba 76.09.2003

17. Ha ocHOBaHuM yBeoMiIeHUs! 0(pOPMUTE OTITyCK paOOTHUKY:

Oxsea xampon R —
M3IBENEKNE W.0. Bacwmesy
12.05.2003 » 27

0 NPegoCTEBNEHMM SXErOOHOTD
ONAauMBAEMOrTs OTNYCKA

¥Yeaxaewmuk Msan Muwrprenwd,

EXeroaHuit OnNavMBaeMEDt ::'"1ycx OyneT npenocTasnen
Bam 8 cooTmer
¢ rpaguxom orTnyckos c 28.05.2003. gl

CneumanmucT no K R
i anpau 5 P.E. Bowoma
—

C u3pemeHues OIHAKOMIEH:

Hixexep %_Mﬂ-’ #.0. Bacwuises

8 gewo N 05-79
Bowoba 12.05.2003

18. Hcnonp3ys yBeIOMJICHHE COCTaBbTEC NMPUKA3 O BHECEHHMHM W3MEHCHHU B IITATHOC
pacmucanue U IpuKa3 00 OTITyCKe:
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000 “HHTEpCepBuUC” Byxrantepy
Eyxrantepns T.C. Permaceciht

NPEQNCAEHNE
L505.2005 W 3

0 mep SASTOAHILD O oo
oTIyCcKa

Yeaxaemad TaTedAHa CepreesHa!

B ceazn ¢ TeM, 4To Bamw OTMYCK, ZanfaHMpoBaHHuMAl cornacHo rpadMxy OTMycKRoB © 1 MEHA
2005 r. npomomEMTenmHOCTE® 28 Ka nHei, MATHO OTPASHTCA Ha $MHAHCOBO-
BROHOMMMECKHX MoRazaTenax 000 *HaTepcepeuc” B nepBoM noayromsm 2005 r., npemnaraed Bam
nepeHecTH ewerciMufi ONMMauMBasHull OTTYCK Ha HepHom © 5 cewTabps 2005 .

Frasuuil Gyxrantep 2@‘, E.K. Apuimiona

Bla wepenecerie exeeraghata snaarubiagaocs adinyoea a1 «Md,? %al’m.
Taabusct = Brgs HE P
Srdaiig ’ﬁ” :}"16-05 2005 G Peasyata

19. Ha ocHOBanumn JOKJIaJTHOM 3aIMCKH COCTaBbLTE IIpHUKa3 00 OTCTPAHCHUU OT pa6OTLIZ

CTaaenpoKaTHbiit 1ex TenepaabHOMY AMPEKTOPY
AOKAAAHASA 3ATTMCKA 3A0 “CraabkoHcTpyxuma”
29.03.2010 e 16 I.A. Kpbiaory

06 orkaze 3unoesesa 0.5,
OT MPOXOKACHMA 00AZATEABHOTO
MEAMLIHHCKOTO 0CMOTpa

e 2903201

B cooTBeTCTRHH C TPadUKOM MPOXOXKASHUA PAGOTHHKAMM CTAAETAABMABHOTO LleXa 06AzaTeAb-
HOTO NEPHOAMHECKOTO MEAHIMHCKOTO 0cMOTpa B 2010T., yTRepKAeHHbIM Bamu 25.12.2009, MacTep
uexa 3uxosben 0.B. GbIA CBOCBPEMEHHO HIBEWIEH NOA POCIIMCD O HATIPABACHIH €10 HA MEAOCMOTD
25.03.2010 (yBepomaeHue ot 19.03.2010 Ne 43). B aenb npoxoxaeHus Mmeaocmorpa FO.B. 3unosben
611 0cBOGOMKAEH OT paGoThL

25.03.2010 10.B. 3unoBsen Ha paboTe orcyTeTBoBaA. OAHAKO ceroans, 29.03.2010, IO.B. 3uHo-
BBERLIM He OLIAC PEABABACHO 3AKAIOUEHHE O TPOXMKACHIH MEAHLIMHCKOTO ocMoTpa. [To Moemy
TpeGoranmio K).5. 3uHoBbER HamMcaA 0OBACHHTEABHYI0 2aITHCKY, B KOTOPOT HE COACPXMTCH yBa-
JKHTEABHBIX NPUYMH, PUBEALINX K TOMY, 4TO OH He CMOT NPOMATH MeAocMoTp 25.03.2010. Takim
o6pa3zom, F0.b. 3uHOBbER, OTKA3aBIINCE OT MPOXOKAEHHS MEAOCMOTPA, OTCYTCTBOBAA Ha paboTe
25.03.2010 Ge3 yBaxuTeAbHBIX IPUHNH.

IMpowmy orerpannTs K0.5. 3nHoBbena or paboTel ¢ 29.03.2010 B cBA3N ¢ OTKA30M OT NPOXOHK-
ACHHA B YCTAHOBACHHOM MOPAAKE obazareabHOro MEAMUMHCKOTO OCMOTPA M MPHBASYD €70 K AHC-
LMIANHAPHOM OTBETCTBEHHOCTH 33 NPOFYA.

TMpuaoxkenne: obbacHuTeabHas sanucka [0.B. 3unHosbera or 29.03.2010 N2 23 Ha 1 A. B 1 9K2.

HayaAbHUK CTAAETIPOKATHOTO leXa T omb ALIL lMerpor

B deao Ae 06-18
Taspuosa 29.03

20. Ha ocHOBaHMU JOKJIaJHOM 3amUCKU 0OpMUTE MpHUKa3 00 OTCTpaHEHUU pabOTHHKA
OT paboTEHI.

OOmwmit oTaen ['eHepaIbHOMY AUPEKTOPY
JOKIJIAIHAA 3AITMCKA OAO «Xneo»

12.09.2010 Ne 526 A.I1. CmupHOBY

06 omcmpanenuu om pabomol

JloBOXKy 10 Baliero cBeleHusi, uTo cerofus, 12 centsops 2010 r. rmaBHBINA CHIEIUAINACT
obmero otaena [aBpmwioB M.C. Obul OoOHapy»eH Ha CBOeM pabodeM MecTe C TpHu3HAKaMHU
QJIKOTOJILHOTO OIbSHEHHUS: 3amaxX ajlKoToJsl B BBIABIXaEMOM BO3JlyXe, HEYCTONYMBHIE MO3BI,
HapyIIeHUe KOOPAUHAINY JIBYKCHUN H T.1.

[Ipomry Bac npusneus ['aBpmiioBa M.C. K TUCHUTUIMHAPHOMY B3BICKAHHUIO U OTCTPAHUTH
€ro OT paboTHI.

Hauvaneauk otnena B.C. Kypomnaros

21. PaboTHMK KOHAUTEpPCKON (haOpHKu crienuanucT oTAeNa cHaOkeHus Muxaiios
A.T. Obl1 peacTaBieH K HarpaxaeHuto [louérHoii rpamoToitl ¢pabpuku B cBsi3u ¢ S0-meTueM co
Hust poxxaenus. Opopmute npeacTapieHue HavalbHUKA OT/eNia CHAOKEeHUsI 0 HeOOXOIMMOCTH
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HarpaxxaeHus Muxaiinosa A.T. u npuka3 o nooupeHun padotHuka. Hepocraromme peKBU3UTHI
YKaXUTE MPOU3BOJILHO.

22. Ha ocHOBaHWU CBOAHOTO MpHKa3a (Ha 2 paOOTHUKOB) COCTaBbTE JIBa MpHKa3a mo ¢hopme
T-11:

Obuecmoo ¢ oxpasunensios

Ocuonanme:

Py Kocmus AP Kocrmum

B acao No 02-03
Hoawoea 72.01.2070

23. Ucnonn3ys pa3aen 7 «Harpaapny TUyHON KapTOUKH paboTHHKA T-2 cOCTaBbTE MPHUKA3bI
0 TMOOIIPEHUH PAOOTHHKA!

VI, Hﬂrpﬂﬂ” nonlllpenm[, NoYeTHLIe 3BaHKA
Haumetosatme Motus TlokymeHT
Harpags! (NooLpexis)
(noowipenwa) HoMegl|  AeTR
1 2 3 4 5
Buazoga) [ B npuas £0-x |76.02.200Y|
st nogapon Dodocofeckinesi wippg whieas | 967-x |77.70.2009)
Tlonerinas shauoka Tlobwuenne npousboquiiesmochin | mpuxas | 1020-x|12.72.2009)|
Tihesus ” wnce. 60,  mpuxas | 798-x (07.02.2005|
£ njiia B I

B g 4
Thuchoenue séanus Bucoruii npog npuwas | 292-x | 2Y4.03 200!
"“4"‘“‘“‘ L] G desiny i

Ll
3 D fuiconix nioushoq- | mpuxas Y80-x |73.06.2005)
Ha Mmuﬁa 3
000 « Poryen

24. Ucnonb3yst ¢parmeHT mnpukaza (1-11a) coctaBbTe e€IUHONMYHBIE TpUKa3bl (T-8) Ha
yKa3aHHBIX PaOOTHUKOB:

.YB’ “7 v & 4 /‘M
MOTHE NOOWIPEHIS
Damanua, e, | Tabens- CrpykrypHoe Oc Bwa noo ;Cyuma, C npukasom
oT4ecTBO Hell | nogpasgenedve | (cneuuant- | (BnarogapHocTs, || pyB. (pacriops-
Homep HOCTB, LBHHBIA Nogapok, |! HEHVEM)
npadeccs) npemmuA v ap. || paboTHik
— YKBAaTE) ! DIHAKOMINEH.
! Nitanas
1 noon1cb
! paboTHuka
1 2 3 4 5 8 &
Bosogquny ¥0 | pechiaty Segyivesy donbusio dia- || -
Ceopuo nae ” hechmabhatofpy | wgaf ! [
A ool ! 79.05.2005
| Kgpswany | 320 | pecokatpannon- | mipeaniypy | Bugasis npeuio 200000 7,
Angherw AR MBS i -]
 Hacuuefuny | I [ i | 79.05 2005
25.  Hcnonw3yss HOpMATHBHO-TIPABOBYIO 0a3y (denepanbHYI0 U PECIyOIUKaHCKYIO)

oopMuTe HarpaJHOM JIMCT HA MOJYUYEHHUE TOCYJAPCTBEHHOM Harpapl
- [louernas rpamora Pecriy6nnku Komu;
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- 3acimyeHHbIi paboTHUK Pecy6onuku Komu.

26. OdopMuTe JTOKYMEHTHI (HArpaJHOW JHCT) JUIS HAarpaxaeHUs paboTHHKA
oTpacieBoi Harpajoi (henepanbHOM).

27. Odopmure npusieyeHrue padboTHUKAa K paboTe B HepaOouuil Mpa3AHUYHBIA JCHb,
BbI3BAaHHOE HEOOXOJAMMOCTBIO BBINIOJHEHUSI 3apaHee HeNpeIBUICHHBIX padoT (Hampumep,
MOJIOMKAa B 1I€Xe BBIMEYKH XJI€O0OYJIOUYHBIX M3AeNuil KoHBehepHOH mmHuH Ne 1 u
HEO0XO/IMMOCTBIO €€ CPOYHOTO PEMOHTA).

28. 3aI0KyMEHTHPYHTE TIPOLECIypy MPHUBJICUYCHHUS K padoTe B HEPAOOUHI Mpa3 HUIHBIN
JIeHb pa0OTHHUKA U yCTPAHEHUs IMOCIEACTBUI MPOU3BOACTBEHHON aBapuM (aBapusi CHUCTEMbI
ropsiuero BOJOCHA0KEHUS B MPOU3BOICTBEHHOM 1iexe Ne 6).

29. Ha ocHOBaHMM 3asBJICHHS pa0OTHHKA COCTaBbTE MIPUKa3.

Hauansuey omiena radvdd TeHepaA oMY IHPEKTOPY
B A Dot OO0 «KaccHoneas
Comacobanc A. B. Muponony
Moy Seropmimns Npu-as. OT MEHCKEPD OTAENA COLTH
Muporic JoOSZ0N . 1. Kazakona
JaAamacHme
Mpoiy KOMNEHCHPORATE PAGOTY B BEHX0AHOM Aeis 27.05. 201 | npeaocTaRIcHHEM IPYroro
BLIXNOIHOTO AHA P05, 201 1.
26.08.201 1 fasauod . JI. Kazakon
B neno Ne 20K Ne 88 om 26.08.2077

\ Heawosa 26.08.2077

30. Ucnons3yst mHPOpPMAIIMIO O MPUBJICUYCHUN PAOOTHUKOB K pabOTe B BBIXOIHBIC JHH
COCTaBbTE MPUKA3bI O TIPUBJICUCHUH K Pa0OTE pAOOTHHUKOB:

HaumeHoDaHHe

Damunva, OOITKHOOTH C NpHKasom ot « ¥ hag 2085T MNepnwes
WMA, OTYECTEO {npacheccuu), Ne 723 o npusneqeHuy « pabote paBoTuuka.
pabotHuka CHYRIYHOIO 28 _kan 20057 omakomnen Oara
NORPAsgEIEHHA
Hocol AR Pafimais « I8 _sena 2085
fhudiachn | hoka TGN, CTRAIMFARE 05 2005
Camonod aessaps Patorate « 280 has 2005T —
Tk RO ROS ket o 2/ -
Ubanatine comacn, o 052005

Ao ceeraps Paborate « 28% _suae 2005% N
B, e T
COMaceH, THaILIBINCE 'S tfs 2005

31. U3yuuB cormacue paboTHHKA Ha pabOTy B BBIXOJHOH JICHb COCTaBbTE IPHKA3 O
IIPUBJIEYEHUH €T0 K paboTe:

OupekTopy 000 wAnethar

I.H. Epmonoe:
ot .0. Jlndseba

(EMIANIAR, AHHLIAEW
HS

FLRALOHRHOT0 HeX

CIRYKTYRHOID H

ZananeHue
Cormac_ge  Ha paboTyY BBLNOIH_ g A _gs  — 427 ke 2005
o, st e ——

bl
nognnce

w78y _aam 085 .
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32. Ha ocHOBaHMY yBEIOMJICHHUSI COCTAaBbTE MPUKA3 O MPUBJICYCHUU paOOTHUKA K paboTe:

OB1ecTBO € orpaHHMUeHHOH OTBeTCTBEHHOCTLIO «CaBaHHas
000 «Capannas

¥YBEAOMJIEHHWE Homuny Jenucy Cepeesu4y
Tapacoay Biadumupy Muxaiiioeuyy
.10, pasaTwaea)

18.01.2011 Ne 4
r Mocksa

O HeoGXOIHMOCTH paboTsl
B BBIXOZHOW OeHb

Veawaemble Jenue Cepeeeawy u Bradusmup Muxainoaus!

22 auBapst 2011 r. Ha cki1aa Ne 3 0XMIASTCHA MOCTVIUICHHE ASTCKONO MUTaHHSA (MO-
JouHas cMechk «Arya-2s). T.K. ZaHHAA MPOOYKUHSA SBIAETCH CKOPOTMOPTALUSHCSH, BO H3-
GesxaHKe MOPUH TOBAPa TPEOYETCA HEMELIEHHO PA3rPY3UTE Taphl M MOMECTHTE HX B XOJ0-
AMIBHBIE Kamepbl. B CBA3M © 3THM YBeIOMISEM BAC O HeoBXOIMMOCTH PaBOThl B BBIXOI-
Ho#t Tenb, 22 siuBaps 2011 1 (B cyG60TY). OIHOBPEMEHHO H3BElAeM Bac O TOM, UTO paboTa
B BBRIXOOHOH 6YIeT onjadyeHa BaM B IBOHOM pa3Mepe B COOTBETCTBHH ¢O cTaTtheil 153 Tpy-
IJoBoro Kodekca PA. Mo paleMy XeJaHH IO BMECTO MOBBILIEHHOM OMIATE BAM MOXKeT ObITh
NPeloCTARNSH JOMOIHHTENEHBIH IeHE OTIBIXA.

O cBOeM COMIACHH MM HeCOrNacHH PabOTATE B BLIXOIHOM, a TAKXKE O KeETaeMOM Ba-
PHAHTEe KOMIEHCALIMH 3a paboTy B BLIXOAHOM MPOCHM CIeJaTh OTMETKY Ha YBeIOMISHHH
M BEPHYTL €r0 B 0TI KAIpOB.

leHepaasHBIil aUpEKTOP W i LA, denucos

Cozaacen

pmams 22 sueaps 2011 2. ¢ onaamod 8 deofinom paivepe.

18.01.2011 2. L’f[x'—// A.C. Tosmun

[re—

Cozaacen pad 2 anaapn 2011 2. ¢ npedocm agIeHIEN OM2Y 1

15.01.2011 f’f -

[

9. KpnTepml BBICTABJICHUA OLCHOK I10 pe3yJbTaTaM U3YYCHUA TUCHUIIINHBI

OcBoeHue 00yJaromuMCs KaKI0W yu4eOHOW TUCIMIUIMHBI B CEMECTPE, HE3aBUCUMO OT e€
obmelt TpynoéMkocTH, oueHuBaercss 1o 100-0ayibHOM 1IKane, KoTopas 3areM IpHu
MIPOMEKYTOYHOM KOHTpoJie B ¢opMme dk3ameHa U TuddepeHITIPOBAaHHOTO 3a4eTa MePeBOAUTCS B
TPAIUIMOHHYI0  4-0aJUIbHYI0  OIEHKY (COTJIIMYHO», «XOPOLIO»,  «YyIIOBJIETBOPUTEIHHON,
«HEYJIOBIIETBOPUTETILHO»), a MPH KOHTpolie B ¢dopme 3auéTa — B 2-0aTbHYIO0 («3aUTCHO» WIIH
«He3aureHoy). Jlannas 100-6amipHas mKana mpu HEOOXOIUMOCTH COOTHOCUTCS ¢ EBporeiickoi
cucTeMoii mepeBosia u HakoruieHus kpeautos (ECTS).

Coomnowenue 2-, 4- u 100-6annvHOU WKA OYEHUBAHUSL OCBOCHUSL
ooyuarowumucs yyeonou oucyuniunsvl co wxarou ECTS

Ouenk
Onenka . Cymma 6a/u10B 1
. 3auér a I'pananus
no 4-0a1bHOM MIKaJIe N0 AUCHUIIHHE
ECTS
5 (OTJIMYHO) 90 — 100 A OTanM4HO
4 (xopor1io) 85 -89 B Ouenpb xopouIo
75 -84 C Xopouio
3adTeHo
3 70 - 74 D Y 10BAETBOPUTETTHHO
(YIOBJIECTBOPHUTEIHHO) 65 —69
y 60 — 64 E [TocpencTBeHHO
2 He Huxe 60 F HeynosnerBopurensH
(HEeyOBIETBOPUTENILHO | 3a4TEHO 0
Kpumepuu oyenox ECTS
«OTIANYHO» — TEOPETUYECKOE COJIepPKaHWE JIUCHUIUIMHBI  OCBOECHO
MIOJIHOCTHIO, 0€3 MpoOesoB, HEOOXOAUMbIE NMPAKTUYECKUE HABBIKU PAaOOTHI C
5 A | OCBOGHHBIM  MaTepualioM  CHOPMHUPOBAHBI, BCE  MPEAYCMOTpPEHHbBIC
porpaMMoii  0OydeHHsT yd4eOHbIC 3aJaHUs BBITIOJHEHBI, KAauyeCTBO UX
BBITIOJTHEHMSI OIEHEHO YHCIIOM 0aJlsioB, OJM3KUM K MAaKCUMAIbHOMY
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«O4YeHb XOpoOUIO» — TEOPETHUYECKOE COJEp)KAaHUE AMCIMILIUHBI OCBOCHO
MOJTHOCTHIO, 03 Mpo0esIoB, HEOOXOUMBIE MPAKTHUECKUE HABBIKU PabOTHI C
OCBOEHHBIM MaTEPHAIOM B OCHOBHOM C()OPMHUPOBAHEI, BCE MPEAYCMOTPEHHBIC
MporpaMMoil  oOy4yeHHs  y4eOHbIE 3aJlaHUsl  BBINIOJIHEHBI, KadeCTBO
BBIIIOJIHEHHST OOJIBIIMHCTBA M3 HHUX OLIEHEHO YHCIOM OasioB, OJIM3KUM K
MaKCHMaJIbHOMY, OJTHAKO €CTh HECKOJBKO HE3HAYMTEIbHBIX OITHOOK

«Xopomuo» — TEOPETUYECKOE COACP>KAHUE TUCHUILTUHBI OCBOCHO MOJHOCTHIO,
6e3 mpoOenoB, HEKOTOphIE MPAKTUYECKHE HABBIKA PAOOTBHI C OCBOCHHBIM
MatepuaaoM cGOpMHUpPOBAHBI  HEIOCTATOYHO, BCE TMPEIYCMOTPEHHBIC
mporpamMMoii  oOy4yeHust  y4yeOHble 3aJaHUSl  BBIIOJIHEHBI, KauecCTBO
BBITIOJTHEHUSI HA OJTHOTO W3 HUX HE OIICHEHO MUHHUMAJIbHBIM YHCIIOM OaJlioB,
HEKOTOpBIE BU/IbI 3a/IaHUH BBINOJIHEHBI C OIKUOKaMU

«Y10BJIETBOPUTEJIbHO» — TEOPETUYECKOE COJIepKaHUE JAUCIHUILIMHBI
OCBOEHO YaCTUYHO, HO TMpoOeNbl HE HOCAT CYIIECTBEHHOTO XapakTepa,
HEOOXOUMBIC MPAKTUYCCKHE HABBHIKA PAOOTHI C OCBOCHHBIM MaTepUaioM B
OCHOBHOM C(OPMHUPOBAHBI, OOJBIIMHCTBO MPEIyCMOTPEHHBIX MPOTrpamMMOin
oOydeHUsT ydeOHBIX 3a/IaHUi BBIMOJTHEHO, HEKOTOPHIC W3 BBITOJHEHHBIX
3aJlaHui, BO3MOXHO, COJIEP>KaT OLUTHOKHI

«IlocpeacTBeHHO» — TEOPETHYECKOE COACPKAHME AMCLHUIUIMHBI OCBOCHO
YaCTUYHO, HEKOTOpPbIE MPaKTHUECKHUE HABBIKM PAaOOThl HE CPOPMHUPOBAHBI,
MHOTHE MpPEeIyCMOTPEHHbIE MIpOrpaMMoi 0oO0y4deHHs] y4yeOHble 3aJaHusl HE
BBINOJIHEHBI, JUOO KauecTBO BBINOJHEHHUS HEKOTOPBIX W3 HHUX OLIEHEHO
9HCIIOM 0aJIOB, OJU3KUM K MUHHMAJIBHOMY

«HeynoB1eTBOPUTEIBLHO» — TEOPETHUECKOE COACpPKAHUE IUCLUILIMHBL HE
OCBOCHO, HEOOXOJMMBIC MPAKTUYECKHE HABBIKKM pabOTHl HE CHOPMHPOBAHEI,
BCE BBIMOJHEHHbIE Yy4eOHBIE 3aJaHUS coAepkaT TIpyOble  OIIMOKH,
JOTIOJTHUTEIBHAS CAaMOCTOsATEIbHAs padoTa HaJl MAaTEPUAJIOM TUCIUTIINHBI HE
MpHUBEAET K KAaKOMY-THMOO 3HAUMMOMY TOBBIIICHHIO KaueCTBA BBIMOJIHEHUS
Y4eOHBIX 3aJaHUN

OL[GHI/IBaHI/IG PE3YyJIbTAaTOB O6y‘-IeHI/IH o JUCHUIINIMHEC OCYHICCTBJIACTCA B (I)OpMe

TEKYILEro U MPOMEXYTOYHONU KOHTPOJIA. TeKylmuil KOHTPOJIb B CEMECTPE MPOBOIUTCS C IIENIBbIO
oOecrieyeHHuss CBOEBPEMEHHOW OOpaTHOW CBs3M, C IEJbI0 AKTHBMU3ALUU CaMOCTOSTEIbHON

paboThl

oOyJaromuxcs. O6bexToM MIPOMEXYTOYHOTO KOHTPOJISt SABIISIOTCS

KOHKPCTU3UPOBAHHBIC PC3YJILTATHI 06yquI/I${ (y‘-Ie6HBIe IIOCTI/I)KGHI/ISI) IO JUCIHUITIIINHEC.

Cmpykmypa umo2cogoti oyenKu 00y4auuxcs
Kpumepuu u noxazamenu oyenusanus pe3yibmamos 00y4eHusl

[Toka3zaTenu
Ne Kpurepun onennBanus (oreHka B
Oayuiax)
| PaboTa Ha ayUTOPHBIX 3aHATHIIX 20
2 ITocemaemocth 5
3 CamocrosiTenpHas pabora 15
4 Texkywmas arrecranus 20
Hroro 60
5 ITpomeskyTOUHAS aTTeCTALMS 40
Bcero 100

Kpumepuu U nokaszamejlu OYyeHU6aHus pesyibmamoes 06yll€HI/t}l

8 PAMKAX AyOUMOPHbLIX 3AHAMULL
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Tlokazarenu

Ne Kpurepun onennBanus (oeHKa B Ganax)
1 IToaroroBka U BBICTYIUIEHHE C JOKJIAA0M 10 5 6amnoB
2 AKTHBHOE ydacTue B 00CYKJIECHUH JOKIIa1a 110 3 0aJUIOB
BrlnosnHeHne npakTHYeCKOro 3a1aHus (aHaJIN3 MPaKTUYECKUX 1o 3 6aminoB

CHTyaHHfI, COCTaBJICHUEC JOKYMCHTOB, CPABHUTCIIbHBIX

TaOJIHIT)
4 | Hpyroe 10 2 6aJlIoB
Bcero 20

Kpumepuu u nokazameju OyeHUuearusl pe3yibmamos 06yuesz 6 pamkKax nocewiaemocmu

00yuarWuMcs ayOUmopHsbIX 3aHAMUl

Kputepuu onenuBanust [Tokazarenu
(orieHKa B Oaiax)

100% nocenieHre ayIuTOPHBIX 3aHATHI 5
100%  mocemenue  aynuTopHbIX  3aHATUH.  HeGombmioe 4
KOJIMYECTBO MPOMYCKOB M0 YBAKHUTEIHHON NPUUNHE

J1o 30% mponyiieHHbIX 3aHATUI 3
J1o 50% mponyiieHHbIX 3aHATUI 2
J1o 70% mponyuieHHbIX 3aHATUI 1
70% u GoJyiee MPOMYIIEHHBIX 3aHATHI 0

Kpumepuu u noxazamenu oyenusanus pe3yiomamog 00yueHus
8 PAMKAX CAMOCMOSMeENbHOU pabomul 00y4arOuWuUxcs

Kpurepun onennBanus

[Tokazarens
(o1reHka B Oayiax)

PackpeITbl OCHOBHBIE TOJIOKEHUSI BONpOCAa WM 3aJaHMs 4epe3
CUCTEMY apryMEHTOB, IOAKPEIJICHHBIX (paKTaMu, MpUMEpaMH,
O00OCHOBaHbI  IpejlaraéMble B  CaMOCTOSTEIbHOH  paboTe
pelleHus, MPUCYTCTBYIOT MOJIHbIE C JETAJbHBIMHU MOSICHEHUSMU
BBIKJIAJIKM,  OpPUTHMHAJbHBIE  MNPEUIOKEHHUs,  Oo0Jafarolue
AJIEMEHTAaMU  NPAKTHUYECKOM 3HAYMMOCTH, CaMOCTOSITeNIbHAs
pa0boTa KauecTBEHHO U YETKO oopmiieHa

15-12

B pabote mpuCyTCTBYIOT OTIENbHBIE HETOYHOCTH M 3aMEUYaHUS
HEMPUHUMIIAAIBHOTO XapaKTepa

B pabote nmeroTcst cepbE3HbIe OMMOKH U TIPOOEITBI B 3HAHUSX

321,[[3.HI/IC HC BBIIIOJIHCHO MJIX BBIIIOJIHCHO C Fp}/'6BIMI/I OIIMOKAMH

Kpumepuu u nokazameiju oyeHueanusl pe3yiomamoes 06yueﬂu}z

8 PaAMKax mexywet ammecmayuu

Kputepuu oriennBanus [TokazaTtenu
(orieHKa B OayuIax)
3ajaHue TOJHOCTHIO  BBINOJIHEHO, TMPABUIBHO TPUMEHEHBI 20-17

TCOPCTUUCCKUC TTOJIOKCHUA JUCHUIIIINHBI. OtmeuaeTcsa 4YETKOCTh U
CTPYKTYPHUPOBAHHOCTD HU3JIOKCHUSA, OPUTMHAJIBHOCTD MBIIIIJICHU A
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3ajiaHue TOJIHOCTBIO BBINOJHEHO, MPU IOATOTOBKE MPUMEHEHBI 16-13
TEOPETUYECKHE  IOJIOKEHMsI ~ JUCLMIUIMHBI, [OTpeOOBaBILNE
YTOYHEHMS WJIM HE3HAYUTEIbHOTO HCIIPABIICHUS

3ajaHue  BBIMOJHEHO, HO  TEOpPETHYECKass  COCTaBJISIOLIAs 12-5
HyXJaeTcsi B qopaborke. Ha Bompockl 1o 3aaHuio ObUIH JTaHBI
HEUYETKHE WM YaCTUYHO OIIMOOYHBIE OTBETHI

3ajaHue He BBIIIOJHEHO WM TpU OTBETE CJEJIaHbl TIpyOble 0
OMOKH, JAEMOHCTPUPYIOIIUE OTCYTCTBHE TEOPETHUECKOW Oa3bl
3HaHUW 00YYaOIIETrOCs

Kpumepuu U noxkazameju OYeHUBaHus pesyibmamos 06y1{€Hu}l
6 paAMKAaAX NPOMENHCYMOUHO20 KOHMPOJIA

[IpomexyTouHBIi KOHTPOJIb B hopMe 3auema UMEET LIEbI0 IPOBEPKY U OLICHKY 3HAHUN
00yYaroImuxcs Mo TEOPUX U MPUMEHEHHIO TTOTyYeHHBIX 3HAHUH U yMEHUI.

Kpumepuu u noxazamenu oyenxu pe3yiomamos 3a4éma 8 mecmosou popme

Kputepuu onieHuBanus [Toxazarenu
(oueHka B baynax)
[IpaBUsIbHO BBINOJHEHHBIX 3aauuil — 86—100% 40-35
[IpaBuIbHO BBITTOTHEHHBIX 3a1aHuil — 71-85% 34-25
[TpaBUIIbHO BBINOJHEHHBIX 3agauuii — 51-70% 24-15
[IpaBuiIbHO BBITTOJTHEHHBIX 3a/1aHuil — MmeHee 50% 14-0

Kpumepuu u noxasamenu oyeHku pe3yiomamos 3a4éma 8 yCmHOU/NUcbMeHHOU opme

Kpurepuu onieHuBanus [TokaszaTenu
(oueHka B banax)
IIPOJIEMOHCTPUPOBAHO JIOCTATOYHOE 3HAHME MaTepualla, 3HaHUE 40-15

OCHOBHBIX T€OPETUYECKHUX MOHATUI, YMEHHE OPUEHTHUPOBATHCA B
HOPMAaTUBHO-TIPaBOBOW  0a3e; JIOCTATOYHO IOCJIEI0BATENbHO,
rPaMOTHO W  JIOTMYECKH CTPOMHO  M3JIOKEH  MaTepHal;
MIPOJIEMOHCTPUPOBAHO YMEHHE JIeaTh JOCTATOYHO OOOCHOBAHHBIE
BBIBOJBI [0  HM3JaraéMoMy MaTepuaigy; ¢  HEKOTOpPBbIMHU
HETOYHOCTSIMHU BBINIOJTHEHO IPAKTHYECKOE 3aJaHHE

IIPOJIEMOHCTPUPOBAHO HE3HaHUE 3HAYUTEIILHON 4acTH 140
IIPOrPaMMHOI0 MaTepuala, HeBJaJeHUE MOHATUHHBIM anmnapaTom
IUCUUIUIMHBI, HEYMEHUE CTPOUTh OTBET B COOTBETCTBHH CO
CTPYKTYpOil ~ HW37IaraemMoro  BOIIpOCa;  CHEIAHO  MHOTO
CYIIECTBEHHBIX OIIMOOK NMPH H3JIO0XKEHUH Y4eOHOro marepuala;
BBISIBIEGHO HEYMEHHME JlelaTh BBIBOJBI IO  M3JIaraeMOMY
MaTepHally, BBIIIOJHUTH MPAKTUYECKOE 33JaHUE

[TpoMexyTOUHBII KOHTPOJIb B (OpME IK3aMeHa UMEET LENbI0 MPOBEPKY M OLIEHKY
3HAHUI 00YYaIOUINXCS 110 TEOPUHU U MPUMEHEHHUIO MTOTYUYCHHBIX 3HAHUNA, YMEHHI U HABBIKOB.

Kpumepuu u nokasamenu oyeHku pe3yibmamos IK3amMend 8 mecmosou popme

Kputepuu onieHuBanus [Toxazarenu
(oueHka B baynax)
[IpaBuIbHO BBITTOJTHEHHBIX 3a1aHuil — 86—100% 40-35
[IpaBrJIbHO BBINOJIHEHHBIX 3a1aHuil — 71-85% 34-25
[IpaBUsIbHO BBINOJHEHHBIX 3aaauuii — 51-70% 24-15
[IpaBuiIbHO BBITTOJTHEHHBIX 3a/1aHuil — MeHee 50% 14-0
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Rpumepuu Uu noxkasamejlu OYeHKU pe3yibmamoes IK3dmMeHa

8 YCMHOU/NUCbMEHHOU hopme

Kpurepun oneHnBanus

[Tokazarenu
(o1reHKa B Oayiax)

MIPOIEMOHCTPUPOBAHO TIyOOKOE M IMPOYHOE YCBOEHUE 3HAHUH
MaTepuasa; MCUYEpPIbIBAIOLIE, IIOCIE0BATEIbHO, TPAaMOTHO H
JIOTUYECKH  CTPOMHO  U3JI0KEH TEOPETUYECKUM  MaTepual;
MIPaBUWJIbHO dbopMyIIHpOBaHbI oTpe/ieNIeHus;
MIPOJIEMOHCTPUPOBAHO YMEHHUE JeJIaTh BBIBOJBI MO HM3JaraéMoMy
MaTepuaiy; 6e30uuboyYHo peueHo npaKkmuieckoe 3a0anue

40-35

IPOJAEMOHCTPUPOBAHO JOCTAaTOYHO IIOJIHOE 3HAHUE MaTepuaa,
OCHOBHBIX TEOPETUYECKUX HOHSATHIA; JOCTaTOYHO
MOCE0BATENbHO, I'PAMOTHO M JIOTMYECKH CTPOMHO W3JI0KEH
MaTepual; IpPOAEMOHCTPUPOBAHO YMEHME JenaTh JI0CTaTOYHO
O00OCHOBAaHHBIC BBIBOABI IO H3JIaraéMOMY MaTepHuaiy; C
HEKOTOPBIMHU HETOYHOCTSIMU (He3HauumenbHbIMU
cpamamuyeckuMy OWUOKamMu) peueno npaKxmuyeckoe 3a0anue

34-25

IIPOIEMOHCTPUPOBAHO OOIIee 3HAHME H3YyYaeMOro Marepuana,
OCHOBHOM pEKOMEHAYyeMOW MpOorpaMMON AMCLUUIUIMHBI yuyeOHOU
JUTEpaTyphl, YMEHHE CTPOMTb OTBET B COOTBETCTBUU CO
CTPYKTYpO#l M3J1araeMoro BOIIPOCa; I[I0Ka3aHO oOllee BIIaJCHUE
MOHATUIHBIM aNnapaToM AUCLUIUIUHBI;, NPeonpuHama NOonvlmka
pewums npakmuyeckoe 3a0anue

24-15

IIPOJEMOHCTPUPOBAHO HE3HaHHE 3HAYUTEIIBHON 4acTH
MIPOrpaMMHOTO MaTepuaa; HEeBJIAJACHUE MOHATHUMHBIM alnapaToM
JTMCLUUIUINHBL; CIEJIaHbl CYILECTBEHHbIE OUIMOKU MPH H3JI0KEHUU
y4eOHOro MmaTepuana; IpOoAEMOHCTPUPOBAHO HEYMEHHUE CTPOUTH
OTBET B COOTBETCTBMM CO CTPYKTYypOH H3J1araeéMoro BOIIPOCA,
JeNaTh  BBIBOJBI 1[I0  M3JaraéMoMy MaTepuaily, peuums
npakmuieckoe 3a0anue

140

41
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