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IHosicHUTEJLHAA 3aIIHCKA

JomnonaurenpHas  npodeccruoHanbHas — oOpa3oBaTenbHasi IPOrpaMMa  MOBBIMICHUS
kBau(ukanmmu  «J{OKyMEHTOBeeHNE © JIOKyMEHTAllMOHHOE OOEeCIeueHrue YIpaBlICHUS
opranuzanueit» (manee — IIporpamma) paszpaboTaHa B COOTBETCTBHM C 00s3aTeIbHBIMU
tpeboBanusmu denepanpHoro 3akona ot 11.12.2012 1. Ne 273-®3 «O6 obOpazoBaHuu B
Poccuiickoit ®eneparuny, B nopsake [Ipukaza MunuctepcTBa oOpazoBanus U Hayku Poccuu ot
01.07.2013 1. Ne 499 «llopsimok oOpraHm3anid W OCYIIECTBICHUS O0Opa30BaTCIIbHOU
JESATEIIbHOCTH M0 JIOTIOHUTEIBHBIM MPO(EeCCHOHANBHBIM IpOrpaMMaM». A Tak e B
cootBercTBUM ¢ [Ipukazom MunucrepcTBa Tpyna u counanbHoi 3amutel PO ot 06.05.2015 r.
Ne 276 «0O0 yrBepxkaeHWH mnpodeccuoHanpbHOro  crangapra «CHermuaiuctT 1o
OpraHU3aIlMOHHOMY M JIOKYMEHTAIIMOHHOMY O0ECIIEYEHUIO YIIPABJICHHS OPraHU3alue .

[TporpamMma npemHa3HaueHa IS TIPUOOPETEHHS CIYIIATEISIMI HEOOXOUMBIX 3HAHUU TIO
OpPTaHHU3AIIOHHOMY OOECIICUCHHIO JCATCIHOCTH OPTaHWU3AlWU; 110 JOKYMEHTAIIHOHHOMY
00eCIeYeHUI0  JICATCILHOCTH  OpraHu3alud, 10  WH(POPMAIMOHHO-aHAIUTUYCCKOW U
0pFaHI/I3aIlI/IOHHO-aﬂMHHHCTpaTHBHOﬁ MOAACPIKKHU ACATCIbHOCTU PYKOBOAUTCIIA OpFaHI/IBaHI/II/I;
[0 OITHKE JIEJIOBOrO OOIIEHUS; MPaBUIaM PEYCBOI0 3TUKETAa; MO TPeOOBAaHUSIM OXPaHbI TPYIa,
0 TMpaBWIaM  3allUThl KOH(HUICHIMAIBHONH CIIy>)KEOHOH WH(POpPMAlUU; IO CTPYKTYpe
OpraHu3alliil M paclpelesiecHu0 (QYHKIMA MEXIy CTPYKTYPHBIMH TIOAPA3JCICHUSIMH U
CHCHHUAINCTAMK;, TI0 BHJAM JIOKyMEHTOB, WX HA3HAYCHHUIO, [0 CHUCTEME JJIEKTPOHHOTO
JIOKYMEHTOO0OpOTa; MO TMPaBWJIaM MU CPOKaM OTIPABKU HCXOMIIUX JOKYMEHTOB; MO BHAaM
HOMCHKIJIATYpPBhbI, 06H_II/IM Tp€6OBaHI/I$IM K HOMCHKJIATypC, MCTOAUKE C€C COCTAaBJICHHUA U
odopmIIeHUS U JIp.

Hean o0yuenus:

- COBEpIICHCTBOBAHME U (WJIHM) TMOJIyYeHHUE OOYYAIOUIMMUCSI KOMIIETEHIIUH, HEOOXOIUMOM st
pa3BuUTUsA TPO(HECCHOHATBFHON JEATENBHOCTH, TPHOOPETEHUS HOBBIX MNPOQPECCHOHANBHBIX
HABBIKOB, a Tak)Ke TMOBBIIIEHHE MPO(HECCHOHATFHOTO YPOBHS B paMKax HMeEoIencs
KBATH(UKAINK B JIF000€ yA00HOE JOCTYITHOE U YIOOHOTO BpeMs oOydarorierocs 6€3 oTpbiBa OT
IPOM3BOJICTBA.

3agauyn o0y4eHusd .

- q)OpMI/IpOBaHI/IC I/IH(I)OpMaI_[I/IOHHOFO BSaHMOHeﬁCTBHH PYKOBOJMTEIISI C OpraHU3aAlUsAMU,
- aHaJIu3 I/IH(i)OpMaHI/II/I 1 IMOJATrOoTOBKA I/IH(bOpMaIII/IOHHO-aHaJ'II/ITI/ILICCKI/IX MaTepualioB,
- OpraHu3anus JEJIOBBIX KOHTAKTOB U ITPOTOKOJbHBIX Meponpmm/lﬁ;

-UCIIOJIb30BaHUE CPEJICTB KOMMYHUKAIIMOHHOW OPITEXHUKU Ul TOJy4YeHHs U Iepeadu
uHpopMaluy,

- IpUMEHEeHne UH(HOPMAITMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTHI B CBOCH JEATEIbHOCTH;
- o0ecrnieurnBaHre KOH(QUICHIIMATLHOCTH HH(OPMALIUU U JIp.

TpeooBaHug K 00pa30BAHMNIO CAYIIATES:

- I[I/IHJ'IOM O CpCAHCM HJIN BBICILICM 06pa30BaHI/II/I 110 HAlIpaBJICHUTO TOATOTOBKHU



Karteropus ciaviiareJjei:

o bubmuorekapuy;

o bubmuorpadsr;

e JIOKyMEHTOBE/bI,

o Cekperapu-aJMUHUCTPATOPSI;

e Jlenonpou3BOAUTEINN;

e AJMUHUCTPAaTHBHO-YIPABJIECHYECKUI NIEPCOHAIL;

e Cekperapu pyKOBOJIUTEIECH;

o CrenuanucTsl poJICTBEHHBIX POQeccuid;

o dusuyeckue Jula, MHANBUAYaJIbHbIE IPEANPUHIUMATEINH, TOJKHOCTHBIE JIHLA
IOPUAMYECKUX JIML WIM UHAUBUAYAJIBHBIX [IPEAIIPUHUMATENEH, IPUBIIEKAEMBbIE T10
IpakJJaHCKO-IIPaBOBOMY JJOTOBOPY MJIM JOTOBOPY OKa3aHUs YCIIYT.

IINIAHUPYEMBIE PE3YJIBTATbI OCBOEHUSA ITPOI'PAMMBI

B pe3vabTaTe 00VUEeHHS CIAYIIATEIH T0JLKHbBI:

3HATh:
- OCHOBI)I [[OKYMGHTOBCIICHI/IFI H apXI/IBOBCI[eHI/Iﬂ;

'HOpMaTI/IBHLIe IIpaBOBLIC AKTbl, HOPMATHUBHO-MCTOANYCCKUC HNOKYMCHTBI, I'OCYAAapCTBCHHLIC
CTaHAapThI B C(bepe JACATECIIBHOCTU OpraHru3alui,

-Knaccuduxanus ynpasneHueckoil nHpopMalnuu, BUJIbl yIIpaBlIieHYeCKOM HH(pOopMaLnH;
-IIcuxonorus ne10BOTO OOLICHUS, OCHOBBI KOH()IMKTOJIOTHH,

- DTHUKa 1€JI0BOT0 OOLIECHMS;

-[IpaBuina peyeBOro 3THKETa;

-TpebGoBanust oxpaHbl Tpyaa,

-IIpaBuia 3amnuThl KOH(pUIEHIMAIBHOMN cTy>keOHON nHpOopMaLuy,

-IIpaBuia opranuzanuy npueMa NOCETUTENEH;

-ITopsinok paboTHI C TOKYyMEHTAMH;

-CxeMbl IOKYMEHTO000POTa;

-IIpaBuna paboThl ¢ BXOAAIMIKUMU, UCXOASIIUMH U BHYTPEHHUMH TJOKYMEHTaMU,
-Bunbl 10KyMeHTOB, UX Ha3HAYEHUE,

-CucTeMbl 3JIEKTPOHHOTO IOKYMEHTO000POTA,;
-MHpopmanioHHO-KOMMYHHKAI[MOHHbBIE TEXHOJIOTUH,

-TexHOnOrNM BEAEHNS KOHTPOJISI UCIIOJIHEHUS TOPYYEHUN PYKOBOIUTEIS.
Ymern:

- Micnionp30BatTh cpeicTBa KOMMYHHKAIIMOHHON OPTTEXHUKH JUTSI TTOYYSHHS U TIepeIavyn
uH(pOopMaLnu;

- Bectn ydeTHbIe peructpaimoHHbie (POPMBI, HCIIOIB30BaTh WX I MHPOPMAIIMOHHOH paboTHI,

- YcTaHaBnMBaTh KOHTaKT C COOECETHUKOM, IOAJCPKUBATH W Pa3BUBATh JIEIOBYIO Oeceny B
npotecce Teae(OHHBIX IEPErOBOPOB;

-CobmoaTh Ci1y:KeOHbII STHKET;

- COCTaBIATh U BECTH yYETHbIE JOKYMEHTHI,



- OCyIeCTBIATh KOHTPOJIb UCIIOJHEHUS IOPYYCHUHM PYKOBOAMUTENS COTPYAHUKAMU;
-Ilonb30BaTHCSl ABTOMAaTU3UPOBAHHBIMU CUCTEMAaMU yU€ETa, PETUCTPALIUU, KOHTPOJIS U
UH(POPMALIMOHHO-CIIPABOYHBIMU CHCTEMaMH IIpH padoTe C TOKYMEHTaMU OpTraHU3alHH;
-[IpumensTs coBpeMeHHbIE HH(POPMAITHOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUH JUIsl paboThI ¢
JOKYMEHTaMH, B TOM YHCJIe JUIs €€ ONTUMHU3aLUHU U MOBbIIeHUs 3¢ dekTuBHOCTH;

- Pazpa0aTbiBaTh HOMEHKIJIATYPY A€ CTPYKTYPHOTO MOJpa3/IeeHus,

- CucreMaTu3upoBaTh JOKYMEHTHI BHYTPH JI€114;

- O6ecnieunBaTh COXPAaHHOCTD U 3aAILUTY JOKYMEHTOB OpraHU3alluu U Jp.

HMETb npaKanecmlﬁ OINbIT:

- PETUCTPHUPOBATH MOCTYIAONIUE TeNe()OHHBIC 3BOHKU;

- IePEHAINPABIATH TeIeOHHBIEC 3BOHKU PYKOBOJICTBY M COTPYAHHUKAM OpPraHU3allNN;

- BCTpeYaTh MOCETUTENCH, TOydaTh IEPBUYHYIO HHPOPMAIIHIO O TOCETUTENISIX U TIOMOTaTh B
OpTraHM3aIH UX TPUeMa PYKOBOJUTEIEM U COTPYTHUKAMH,

- COZICHCTBOBATH ONEPATUBHOMY PACCMOTPEHHIO POCHO U MPEIOKEHHI TOCETUTENEH;

- PETUCTPUPOBATH BXOSAIINE JOKYMEHTBI;

- 00pabaTbIBaTh M OTHPABISATH UCXOASIINE JOKYMEHTHI;

- pa3zpabaTheIBaTh HOMEHKJIATYPY JA€] OpraHU3aIlHH;

- COCTABJIATH OIMCH JIEJI TOCTOSTHHOTO, JOJITOBPEMEHHOTO CPOKOB XPAHEHMUS,

- 0OPMIIATH MPOTPAMMBI TIOE3/IKH, YTOYHATH OCOOCHHOCTH ITPOTOKOJIA TUIAHUPYEMBIX
MEPOIIPUATHH;

- OpPraHU30BBIBATH KYIHTYPHO-MACCOBBIE MEPOTIPUSITHS, TPAHCIIOPTHOTO U TOCTHHUYIHOTO
o0ecIeycHus;

- COCTaBIISATh OTYETHI U AHAIMTUYECKHUE CIIPABKU O BBHIITOJHEHUU MOPYYCHHUM U pelIeHui
PYKOBOIMTENS U JIp.

Cpox o0yuenusi: 40 yacos.

®opma o0y4yeHMs: O4YHas, OYHO-3a04Has, 3a04YHas C MPUMEHEHHEM OOpa30BaTEIbHBIX
TEXHOJIOTHI TUCTAaHIIMOHHOTO 00YYEeHHUS.
JLOKYMEHT 0 KBAJIU(PUKALUN:

- YAOCTOBCPCHUC O MOBLINICHUA KBaJ'II/I(l)I/IKaI_[I/II/I.

Kanennpapuvblii yueOHbIi rpadpux

1. IIpoxo/zKMTEJLHOCTD 00YUYeHHS !

Hauano y4eOHbIX 3aHATUI — COrTIacHO rpaduky

OxoHYaHHE y4yeOHBIX 3aHATHI — COTJIACHO rpapuKy

2. PersiaMmeHT 00pa3oBaTe/ibHOIO Npoluecca:

[IponomkuTenbHOCTh YaeOHOM Hefenu — 5 THel, He Oosee 8 YacoB B JICHB.

3. IIpoa0IKUTETbLHOCTD 3AHATHI:

3aHATUA NPOBOAATCS 10 pacnucaHuo, yreepxaeHHomy nupekropom AHO IO «IIK»
U COIJIaCOBAHHOMY C 3aKa3yukoM. IIpofoimkurenbHOCTh 3aHATUH B Tpynmnax: 45 MHUHYT,
IIEPEPBIB MEXKY 3aHATUAMH COCTaBISAET - 10 MUHYT



YueOHO-TeMAaTHUECKHIi IJIAH

JIOIOJIHUTEIbHOM HpO(l)eCCI/IOHaJIbHOﬁ 06pa3OBaTean0ﬁ NnporpaMmasl MOBLITIICHU S
KBa.]'II/I(l)I/IKaIII/II/I «I[OKyMeHTOBeIleHI/Ie U JOKYMCHTAIIUOHHOE€ odecmeyeHue yYupaBJicHUSA

OpraHusanuen»

HaumeHoBaHue pa3jesioB, TeM Bcero B ToMm uncne
4acoB
JICKItH MPaKT.
3aHATHUSA
1.Y4yeOHuble npeaMeThl (MO1yJ M) 6230BOT0 UKJIA
1.1.CoBpemennsbiii oduc Kkak 0a30BbIii 3JEMEHT OpPraHU3aMOHHO- 2 2 -
TEXHUYECKOTro 00eCreuyeHus YIpaBIeHHs OpraHu3aluen.
1.2.TTpaBoBoe obecrieueHue npodeccrnoHaIbHON JIeATeTLHOCTH: 2 2 -
aJIMMHHUCTPATUBHOE IMpaBO, TPaKJAHCKOE TIPaBO, TPYAOBOE IMpPaBo,
nH(OPMAIOHHOE MTPABO.
1.3. JlokymeHTOBeICHHE. 2 2 -
1.4. JlokymeHTallMOHHOE O0ecIeueHue ACSITEIbHOCTU OPTraHu3aIiu. 2 2 -
1.5. lokyMeHTHas JIUHTBUCTHKA. 1 1 -
1.6. 3Haku ¥ 3HAKOBBIE CUCTEMBI B IOKYMEHTOBEICHUU. 2 2 -
1.7. Opranu3zanus 10KyMeHT0000pOTa KaJAPOBOM CIIyKOBI. 2 2 -
1 1 -
1.8.  ApxuBoBenenue.  l'ocymapcTBeHHbBle,  MYHUIMIAJIbHBIE U
BEJIOMCTBEHHBIEC apXUBBI
1.9. ABTOMaTH3MpPOBaHHBIE APXUBHBIE TEXHOIOTHH. 1 1 -
1.10. [IpodeccroHanmpHast STUKA U TICHXOJIOTHS JIEJIOBOTO OOIICHUSI. 1 1 -
Hroro no pasneny 16 16 -
2.Y4yeOHble peAMeThbl (MOAYJIN) CHENHATBHOIO IIUKJIA

2.1.0praHu3anus TeKynero XpaHeHus JOKYMEHTOB. 4 4 -
2.2 KoH(puaeHIIHaTbHOE JIeTONPOU3BOJICTBO. 2 2 -
2.3.MexayHapoaHasi CTaHIapTH3AIMS YIIPABICHHS TOKYMEHTAITUEH. 1 1 -
2.4 KanpoBoe AETONMPOU3BOACTBO MW APXHBBI JIOKYMEHTOB MO JHYHOMY 4 2 2
COCTaBy.




2.5.JI0KyMEHTUPOBaHHE JESITEIHHOCTH KOMUCCUI 110 TPYJOBBIM CIIOpPaM. 1 1
2.6.JIOKyMEHTHPOBAaHHE 3AIUTHl TPYIAOBBIX ITPaB PAOOTHUKOB. 2 1
2.7.CucTeMbl AIEKTPOHHOTO IOKYMEHTOO00POTA. 2 2
2.8.CoBpemenHble mHpopMannoHHble TexHoiorud B JIOY um apxuBHOM 2 1
aele.
2.9.MndpopmanronHas 6e30MacHOCTh U 3alIuTa HH)OpMAIUH. 2 2
2.10.MadopmaimoHHO-aHATUTHYECKAS u OpraHU3alMOHHO- 2 2
aJIMUHUCTpaTUBHAs HOJIePIKKa JeSITeIbHOCTH PYKOBOJUTENS
OpraHu3aIHH.
Hroro no pasneny 22 18
Hrorosasi arrecTanus

2 2
JK3aMeH

40 36
Hroro

CoaepixaHue nporpaMmbl 00y4eHust

1.Y4eOnbie npeameTsl (MOAY/1H) 0230BOT0 IUKJIA
Tema 1.1. CoBpemenHblii 0guc Kak 0a30BbIii 3J1eMEHT OPraHU3AUMOHHO-TEXHUYECKOT0
o0ecrneyeHus1 YIPaBJICHUS OPraHU3aALMe.

CoBpeMeHHBII oduCc Kak MarepuanbHas 0a3za peanu3aldd COBPEMEHHOH oQucHOU
TEXHUKU ¥ HH(HOPMAIIMOHHBIX TEXHOJIOTHIA.

®dopMmupoBaHue KOHIENIMU oducHo  nearenbHOCTH. OducHas  AesATENBHOCTD,
COBPEMEHHBIN 0(HC, OCHOBHBIE OHATHSI.

Cocrapmstomuye COBpEeMEHHOro oduca: opHCHOE MOMEIIeHHE, TEeXHUYECKHE CpPEeICTBa
yIpaBJIeHUs, IPOrpaMMHOE oOecIieueHue.

Tema 1.2 IIpasoBoe odecneueHue npogdeccuoHaIbLHOI AesITeJIbHOCTH:
aJMHHHMCTPATHBHOEC NPaB0, IPakIaHCKOe NPaBo, TPyJ0BOe MNpaBo, WH(POPMALMOHHOE
Npaso.

Tpynosoe npaBo. IloHsATHE TpyZOBBIX OTHOLIEHMM M TpyAoBoro npasa. IIpuHumnel n
VUCTOYHUKN TpyAoBOro mpaBa. OCHOBHBIE HOPMAaTHBHO- IIPABOBBIE aKThl, PETYJIHUPYIOIINE
TpyaoBble oTHouIeHHs. CyObeKThl TpyAoBoro mpasa. IIpaBocnmocoOHOCTH U J1€€CIOCOOHOCTD.
3akoHOJaTeNbCcTBO P® 0 TpymoycTpoilCTBE W 3aHATOCTM HaceneHud. [IpaBo rpaxkman Ha
COLIMATIbHYIO 3alllUTy OT Oe3paboTuibl. Yuér pabodero BpeMeHU. CBepXypouHble pabOThI.
[TonsiTue Bpemenu otnpixa. Buasl BpeMenn otasixa. [loHsTHe M 3HaYeHHE TPYJOBOIO 10TOBOpA.
Conepxanne M CpOKH TpyaoBoro norosopa. [lopsaok 3akimroueHuss U ¢opma TpPyIOBOTO
norosopa. Mi3MeHeHue yclioBHi TpyJ0BOTO A0roBopa. Beimnara BeixogHoro nocodus. [lonsrus,
OCHOBAHHUS U YCIIOBHSI IPUBJICUECHUSI pAOOTHUKOB K MaTEPUAIbHON OTBETCTBEHHOCTH.

AJMUHUCTPAaTUBHOE IpaBO. AJMHUHHCTPATUBHOE IIPABOHAPYUIEHME: MOHATHE, NPU3HAKH,
COCTaB.



[TonssTHe W NMPU3HAKA aIMUHHUCTPATUBHON OTBETCTBEHHOCTH. AMUHUCTPATHUBHBIE B3BICKAHUS.
OCOOCHHOCTH ~aJMHUHUCTPATUBHONW OTBETCTBEHHOCTH opraHu3anuu. CyIIHOCTb M BHJBI
noompenuid. [loHsTHE W BUIBI aJMHUHHUCTPATUBHOIO NpUHYXAeHUS. [loHsATHE U 0COOEHHOCTH
aJMMHHMCTPATUBHO-IIPABOBBIX OTHOIIEHUH. Buabl agMUHUCTPATUBHO-IIPABOBBIX OTHOLICHUM.
OcHoBaHMsI BO3HMKHOBEHMs. VI3MEHEHME U NpEeKpalleHHEe aJIMUHUCTPATUBHO-IPABOBBIX
otHowmeHUH. [loHsATHE W OCOOEHHOCTHM AMCUUIUIMHAPDHONW OTBETCTBEHHOCTH B cdepe
UCTIOJIHUTENIBHOW ~ BiacTW  rocyjgapcrBa.  lloHsTHe M OCOOEHHOCTH — MaTepUabHOU
OTBETCTBEHHOCTHU B c(pepe UCIOIHUTEIBHOM BJIACTH IOCYapCTBa.

I'paxxnanckoe npaso.

[TonsTHe M mpU3HaKK opuanYeckoro auna. [lorpebHocTr, 00yCIOBUBIINE HX MOSBICHHUE.
Knaccugukanus opuanieckux jaui. OCHOBHBIE pa3HOBUAHOCTH. OpraHu3allMOHHO — IIPABOBBIC
dopmel ropuanueckux s, Dyakiuu. [lonstue ¢usznyeckoro nwma. [IpaBocmocoOHOCTH U
neecrocoOHOCTh rpaxad. [loHsTHE U PO TPAKAAHCKO-TIPABOBOTO JIOTOBOPA B TPAXKIAHCKOM
npase. Knaccudukanust 1oroBopoB. OTBETCTBEHHOCTh 33 HapyLICHHE I'Pa)<IaHCKO-IIPABOBOTO
noroBopa. I'ocymapcTBeHHas peructpauus jporoopa. CrmocoObl 3akitodeHus. V3MmeHeHue u
pacTopkeHue Joroopa. lcnojgHeHHE [IOTOBOPHBIX O0S3aTeNbCTB. AKTBI T'PaXKAAHCKOTO
COCTOSIHUS.

WupopmaninoHHoe Ipaso.

[Ipeamer, MeToab! 1 cucTeMa HHGOPMAIIMOHHOTO TipaBa. MH(pOpMamoHHO-TIPaBOBbIE HOPMBI
¥ HH()OPMAIIMOHHBIE TIPABOOTHOMICHHUS. MeXTyHapOAHBII WH(OPMAIIMOHHBII OOMEH.

Tema 1.3. JlokymeHTOBeeHMeE.

Hayka o moKkyMmMeHTe M JIOKYMEHTHO-KOMMYHHKAIIMOHHON JesaTeabHOCTH. OOBEKT u
IIpeaIMeT JOKyMeHTOBeAeHHs. OCHOBHBIE TEPMUHBI TOKYMEHTOBecHMs. ColuanbHas CylHOCTh
u QyHkuun Jgokymenta.  CrocoObl JokymeHTHpoBaHusa.  CpeacTBa JOKYMEHTHPOBAHMSL.
[TpusHaku gokymMeHTOB. BapuanTel W Komuu J0KyMeHTOB. OrmpeneneHue JOKyMEHTa B
3aKOHO/ATENIbHBIX 1 HOPMAaTUBHBIX AKTaX.

Tema 1.4. lokyMeHTalIMOHHOE O0ecnieyeHHe esiTeJIbHOCTH OPraHUu3alum.

Opranuzanus T0KyMeHToo00poTa Ha npeAnpusTuu. Perucrpanus nokymentos. Kontposs
UCTIOJIHEHUST JOKyMeHToB. CucremaTtuszanus 1okyMeHTOB. @opmupoBanue aen. Iloaroroska
JIOKYMEHTOB K apXMBHOMY XpaHeHHUto. CocTaB pekBU3UTOB JokyMeHTa. [lopspok opopmieHus
pexBu3nToB. OpraHU3alMOHHBIE W PACTIPEICIUTEIbHBIE TOKYMEHTHI TpeanpusaTus. OTaenbHbIe
BUBI IOJDKHOCTHBIX HHCTPYKIHHA. JIOKyMEHTBI IO TIepcoHay npeanpusatiii. OTIenbHbIe BUIBI
TPYIOBBIX JOTOBOPOB. AHKeTa, 3amoyiHsemass Ipu TMpuemMe Ha pabory. 3asBieHue o0
YBOJIbHEHUU paOOTHHUKA.

Tema 1.5. JIokyMeHTHasl IMHTBUCTHKA.

JIMHTBUCTUYECKME OCHOBBI JIOKYMEHTHOM KOMMYHHMKAallMU. 3HaKoBas CYLIHOCTb
KOMMYHHUKAIMH. JJOKyMEHT Kak peueBoil kaHp U BUJ TekcTa. KOMMO3UIIMOHHBIE 0COOEHHOCTH
CIIy’)KeOHbIX JOKyMeHTOB. OOIIMe NPUHLMIBI PEIaKTUPOBAHUS CIYKEOHBIX JIOKYMEHTOB.
OmumOKku B JOKYMEHTHBIX TEKCTaX, METOJAbl U MHCTPYMEHTHI UX HcHpaBieHus. JIMHrBHCTHKA
AIIEKTPOHHON JOKYMEHTHON KoMMYyHUKalu. COBpEMEHHOE JAeI0BOE MUCHMO.



Tema 1.6. 3HaKu U 3HAKOBBIE CUCTEMbI B JOKYMEHTOBEIEHUH.

[Tonsitue noxymentuposanusi. Koguposanue nnpopmanmu. Buabl KoJ0B, CBOHCTBa KoJa.
3HaKM M 3HAKOBBIE CHUCTEMBI, MX Kiaccuukanus. EcTecTBEHHbIE M HCKYCCTBEHHBIC S3BIKH.
ITucemo. M3oOpasutensHoe nokymeHTHpoBaHHE. ['paduueckuii si3pik. ['paduueckue oOpasbl
KaK COBOKYIHOCTb H300pa3UTENbHBIX SJIEMEHTOB. TEXHMYECKOe JOKYMEHTHPOBAHUE.
Kaprorpadus. U306pasurensHoe HCKYCCTBO.

JlokyMeHnTupoBaHue Ha (opMalbHbIX (MCKYCCTBEHHBIX) s3bIKaX. MICKYCCTBEHHBIE SI3BIKH,
npeHa3HauYeHHbIE I OOIICHUS MEXKAY JIIOAbMH. SI3BIKK POTpaMMHUPOBAHHUSL.

Cucrems! 3anucu. Crenorpadus. ndposanne napopmanuu.

Tema 1.7. Opranuzanusi J0KyMeHTO000POTAa KAJAPOBOii CIYKOBI.

CyurHocTh ¥ 3HAa4eHHE JOKYMEHTO00OpOTa B KaapoBoi ciiy:x0e. OCHOBHBIE TPEOOBAHUS K
0opOpMIICHHIO KaJIpOBBIX JOKYMEHTOB. [IpaBuia moaroroBkd u OGOPMIICHUS KaJpPOBBIX
JIOKYMEHTOB. JIOKYMEHTBI 110 YCTAaHOBJICHHUIO TPYIOBBIX OTHOIICHUWH. J[OKYMEHTBI MO YYeTy
kagpoB. llopsgok  BHyTpeHHero B3auMOAEWCTBUS B opranmzanuu. OpraHuzanus
NOoKyMeHTooOopoTa. CocCTaBlieHHEe HOMEHKJIATYyphl jael u ¢GopmupoBanus zaen. [lopsaok
MOATOTOBKH M NI€pEaAavu A€ Ha XPaHCHUEC B ApXUB.

Tema 1.8. ApxuBoBenenue. I'ocygapcTBeHHble, MYHMUHMIAJIbHbIE W BeJIOMCTBEHHbIE
apXHBBI.

['ocymapcTBeHHBIH apXuB. ['OCyAapCTBEHHBIH apXUB KaK T'OCYAapCTBEHHOE (Ka3€HHOE)
yupexaeHue, 00ecleurBaroliee COXPAHHOCTh, Y4YeT, KOMIUIEKTOBAHHWE M MCIIOJIb30BaHUE
apXUBHBIX JOKYMEHTOB. ['OCYyAapCTBEHHBIH apXUB Kak MH(OpMAIMOHHAs CUCTEMa B CTPYKTYpe
nH(pOpMaIMOHHBIX pecypcoB PD.

MyHUIMIIaNBHBIA ~ ApXUB  KAaK  CTPYKTYpPHOE IIOJApA3JIEIIEHWE OpraHa MECTHOIO
caMOyIpaBJieHUs, 00ECIEUNBAIOIIEe COXPAaHHOCTh, y4€T, KOMILJIEKTOBAaHHE U HCIOJb30BaHUE
ApXUBHBIX JIOKYMEHTOB. MyHUILIMNIAJIbHBIA apXUB Kak MHPOpPMAIMOHHAs CHCTEMAa B CTPYKType
UH(POPMALMOHHBIX pecypcoB PD.

@opMUpOBaHUE CUCTEMBI BEIOMCTBEHHBIX apXMBOB C IPABOM IIOCTOSHHOIO XPaHEHHS
ApPXUBHBIX JOKYMEHTOB.

VY4yer NOKyMEHTOB B apxuBe opraHuzanuu. OOmue TpeOoBaHUS K YYeTy JOKYMEHTOB.
Cucrema yd4eTHBIX JOKyMEHTOB. llopsiiok mepenadn OKYMEHTOB apXHWB Ha IIOCTOSIHHOE
XpaHEHHeE.

CoBpeMeHHbIE TpeOOBaHUST K apxuBy opranuzanuu. [Ipobrmema co3manus u
KOMIUIEKTOBAHHUS AIEKTPOHHOTO apxuBa, [T-TexHonoruu. AyTCOpCUHT B apXUBHOM JIEJIE.

Tema 1.9. ABTOMATH3HPOBAHHbIE APXHUBHbIE TEXHOJIOTHH.

[Tonnepkka U pa3BUTHE aBTOMATU3UPOBAHHBIX MH(DOPMALIMOHHO-TIOMCKOBBIX CHCTEM, 0a3
JaHHBIX W aBTOMAaTU3UPOBaHHBIX apXuBHbIX TexHonoruit PTAHT/I. OmnudpoBka apXuMBHBIX
dorogokymentos u HTJI. Ilporpammubie koMmiuiekchl «ApxuBHbIH (oHA» U «DOHAOBBII
karajory. [Ipouiecc BHeIpeHHs aBTOMATU3MPOBAaHHBIX apXUBHBIX TexHoJoruit (AAT): 6a3bl
JTAHHBIX, CKAHUPOBAHUE IOKYMEHTOB, CETEBBIE TEXHOJIOTHU.



Tema 1.10. IlpodeccnonanbHasi 3TUKA M MCUXOJIOTHSA 1€JI0BOT0 00 IIEHUS.

[Tcuxonorust obmenus. I[IpaBuna MOBCETHEBHOTO M CIYXEOHOTO ITHKETa. JTHUKET H
UMUK JIeIOBOTO 4enoBeka. KymbTypa oOmeHust B npodeccuonanbHoi cpene. KoHpIuKT B
nenoBoM oOmeHnn. Ctparerus nNoBeJeHNs B KOH(GIUKTHON CUTyalllu.

2. Y4eOHbIe NpeaMeThl CIeNMaTbHOI0 HUKJIA
Tema 2.1. Opranusamnusi TeKymero XxpaHeHusi 10KyMeHTOB.

Craguu B3auMOJEHCTBUSL 4YEJOBEKAa C JOKyMeHTauuen. IloaroroBka IJOKYMEHTOB K
apXMBHOMY  XpaHEHMIO.  OKcmeptusza  JOKyMeHTOB.  CocTaBlleHHE  HOMEHKIATYpBI,
dopmupoBaHue, odopmileHHE M Iepefada JeJd Ha apXUBHOE XpaHeHue. XpaHEHue Jel.
BHyTpeHHs onKch TOKyMEHTOB Aena. [Iopsnok BeIaauu 1€ u JOKyMEHTOB.

Tema 2.2. KonpuaeHuuaabHoe 1eJI0MPON3BOJACTBO.

[Tonsatne KOH(QUACHIUATBFHOCTH CBEICHHS, OTHOCAUIMECS K KOH(PUACHIHAILHOMY
JIEJIONPOU3BOJCTBY. 3aluTa JOKYMEHTOB, COAEpPKAIIUX KOMMEpUECKylo TaiHy. OpraHuzanus
paboTel ¢ IOKyMEHTaMH, COJAEpKallMMHU KoH(uACHIUanbHble cBeneHus. CocraBieHne
HOMEHKJIATYp KOH(MMICHIMANBHBIX JIeJI. OKCHepTH3a LEHHOCTH  KOH(HICHIMAIHHBIX
JIOKYMEHTOB. Y HUYTOKEHUE KOH(PHUICHIUATBHBIX TOKYMEHTOB.

Tema 2.3. Me:xxayHapoaHasi CTAHAAPTU3AIUS YIIPABJIEeHHUS TOKYMEHTAIUEH.

Mexnynapoanass opranuzanuss 1o cranpaptuszauun  (MCO).  [esrenbHOCTh U
opranuszanuonHas crtpykrypa HCO. bazoseie MexayHapoansie THIIA mno ynpasnenuto
JOKyMEHTalluell B OpraHu3alusX COBPEMEHHBbIE TEXHUYECKHE HOpPMAaTHBHBIE IPaBOBBIC
aktel.Ctanmaptel [SO 1o ympaBieHuro kadecTBOM mpoaykiuu u yciayr cepuu  9000.
CrannaptISO 15489 «Informationanddocumentation - Recordsmanagementy». Craunaptr MoReq
Esponeiickoro Coroza.Cranmapr ISO/IEC 17799:2005 «MHpopMalliOHHBIE TEXHOJIOTUU U
6e3omacHocTb. [IpaBuia ynpasneHust HHGOPMAIIMOHHON 0€30IaCHOCTBION.

Tema 2.4. KaapoBoe 1eJ10IpOM3BOACTBO U APXUBbI JOKYMEHTOB 110 JIHYHOMY COCTABY.

OO61re BOonpocsl OpraHu3alui XpaHeH!us JOKyMeHTOB. OCOOEHHOCTH XpaHEHUsI KaIpOBBIX
JIOKYMEHTOB, BUJbI U CPOKH XpaHeHUs. HoMeHknaTypa nen u GopMUpOBaHUE JIEN ISl TEKYILLETro
XpaHEHUs1 KaJpOBbIX JOKYMEHTOB. DKCIEpTH3a LEHHOCTH AOKyMeHTOB. OdopmiieHue aen u
nepesada UX Ha apXMBHOE XpaHeHue. JJOKyMEeHThl BOMHCKOTO ydeTa. /JJOKyMEHTBI IO JIMYHOMY
coctaBy. PaboTa ¢ JOKyMeHTaMH MO JIMYHOMY cocTaBy. JIuuHoe naeno corpyanuka. Kparkoe
ONMCAaHNE JOKYMEHTOB, BXOIAIIMX B COCTAB JIMYHOTIO JIEa.

Tema 2.5. JlokyMeHTHPOBaHHE 1eATEIbHOCTH KOMHCCHI 10 TPYAOBbIM CIIOPaM.

[IpaBoBoe  peryiupoBaHME€  JOKYMEHTHPOBAHHBIX  HMHAMBHUIYAJIbHBIX  TPYJOBBIX
npaBooTHoUIeHUH. [loHATHE 1 crIOCOObI 3alUThI TPYIOBBIX MpaB. TpyaoBbIE CIIOPHI: MOHATHE U
oOmrasi xapakTepucTuka. JJokyMeHTHpOBaHHE AESITEIbHOCTH KOMHUCCHH IO TPYAOBBIM CIIOPaM.



[Topsimok paccMOTpeHHs] KOJUIEKTUBHBIX TPYJIOBBIX CIOPOB. JlOKyMEHTallMOHHOE oOecredeHune
OCYILIECTBIICHHSI ITpaBa Ha 3a0aCTOBKY.

Tema 2.6. JlokyMeHTHPOBaHH e 3aIIMTHI TPYAOBBIX IPAB PAOOTHUKOB.

XapakTepucTuka M OCOOEHHOCTH JOKYMEHTHPOBAHHS OCHOBHBIX JTalloOB TPYAOBOMH
JesITeIbHOCTH paboTHHUKOB. IIporecc MOKyMEHTHpPOBAaHMS ydeTa M OTYETHOCTH IO Kaapam.
Odopmienne NOKYMEHTOB IpH IOCTYIUIEHUHM Ha pabory. JlOKyMeHTHpOBaHHE MPOLETyphI
yBoJIbHEHUSI paboTHUKOB. [Ipolecc NOKyMEHTHpOBaHHS ydeTa U OTYETHOCTH IO KaJpam.
TpynoBas KHM)KKAa KaK OCHOBHOM JJOKYMEHT TPYIOBOM J1eATEIbHOCTH.

Tema 2.7. CuctemMbl 3JIeKTPOHHOI0 IOKYMEHT0000pOTA.

COJl — cucremMa SIEKTPOHHOTO JoKymMeHTooOopora. Crammaptel B obmactu CDJI.
TexHUYeCcKne BO3MOKHOCTH COBPEMEHHBIX CHCTEM 3JEKTPOHHOTO JOKYMEHTOOOOpOTa.
[Tpeumymectso E1 EBOPAT - cuctembl 37€KTPOHHOIO JOKYMEHTOOOOPOTA.

Tema 2.8. CoBpemeHHbIe HH(pOPMaNIMOHHBIE TexHOI0rHU B JIOY U apxuBHOM Jee.

KommproTepHble  TEXHOJOTHMHM  CO3JMaHHs JOKyMeHTOB. Kitaccudukanus mporpamMm
MNOJATOTOBKA JOKYMEHTOB. (COBpEMEHHBIE YHUBEPCAJIbHbIE IAaKEThl O(MUCHBIX IPOrpamM.
Bo3MOXHOCTH TEKCTOBBIX MPOLIECCOPOB IO CO3JAHMIO THUIIOBBIX U CTPYKTYPHUPOBAaHHBIX
JNOKyMeHTOB. [IporpammHble cpeacTBa IMOJATOTOBKM TaOMUYHBIX JIOKYMEHTOB. I[Iporpammbl
JIEMOHCTPAIlMOHHOM rpaduku (IporpamMmbl Ul CO3/1aHUs Mpe3eHTanui). Buasl koMbloTepHOiM
rpaduKy ¥ IporpaMmbl CO3JaHUs rpaduuecKux n300paskeHH.

ba3pl u 0aHKM JaHHBIX KakK CpPEJCTBO XpaHEHUs M 00pabOTKM JTOKYMEHTHPOBAHHOU
uHpopmanuu. CoBpeMeHHbIE TEXHONOIMM 0a3 naHHbIX. Ha3zHaueHne W (QyHKUMHM CHUCTEM
ynpasneHus 6azamu aaHHbIX (CYB/I). dakrtorpaduueckne u AOKyMeHTallbHbIE 0a3bl JAHHBIX.
WH(popMalinoOHHO-TIOUCKOBBIE CUCTEMBI.

CereBble KOMITBIOTEpHBIE TEXHOJOTMM W HMX KOMMYHHKAIIMOHHBIE BO3MO>KHOCTH.
I'mobanbHas ceth Internet u ee ocHoBHBIE cepBHCHI. Intranet u Extranet cucteMsi.

Tema 2.9. UndopmannonHas 6€30MacHOCTb M 3aIIIMTA HH(POPMAILUH.

Nudopmanmonnass 6e3omacHocTh W 3amurta uHopmanuu B Poccuiickoit deneparumu:
MIOHSITHE,
TEXHOJIOTUM, METO/bl, HOpPMaTHUBHAas OCHOBA. KoH}uAeHIMATbHOE EeJONpPOU3BOJACTBO B
TOCYIapCTBEHHBIX YUPEXKACHUS U KOMMeEpUYECKUX opranusauus Poccuiickoin ®denepanyu: Leiu,
3aaud, NPUHLUIMBI, CTPYKTypa, HOpMaTWBHas ocHoBa. CpencTBa 3amIUThl MHPOPMALUU OT
BUpYycoB. be3zonacHocTh mepempaun uHpopmanuu B cetu Internet. Undopmannonusie pecypcebl
OTPaHUYEHHOT0 PaCHpPOCTPAaHEHUS U YIPO3bl pECypcam.

Tema 2.10. UHpOpMALIMOHHO-AaHAIMTHYECKAS W OPraHM3ALMOHHO-aIMHUHUCTPATUBHAS
MO/AEPIKKA AeATeIbHOCTH PYKOBOAUTE/ISI OPraHU3alUH.

®opmupoBaHue HHPOPMAITMOHHOTO B3aUMOAECHCTBUS PYKOBOAUTENS C OPraHU3aALUIMU.



AHanu3 uHGOpMaLMUM M MOArOTOBKA HH(POPMALMOHHO-AHAIMTUYECKUX MAaTEpUaoB.
Opranuzanus WHGOPMAIMOHHOTO B3aWMOJEHCTBUS PYKOBOIUTENS C MOJAPA3ACICHUIMU U
JOJKHOCTHBIMHU JIMIIAMU OpTaHU3aL1H.

HpI/IMepHLIe BOIIPOCHI JJI IK3aMeHa:

1. ITonstus "undopmanus” u "mokymeHt".

2. MeTozpl ¥ criocOObI TOKYMEHTHPOBAHUSI.

3. DYHKIMH U KaTETOPUH TOKYMEHTOB.

4. Cranpmapruzanys U yHU(UKAUs TOKyMEHTOB.

5. ®opMynsip COBPEMEHHOTO YIIPABICHYECKOTO JIOKYMEHTA.

6. SI3BIK U CTHIIb CITYKEOHBIX TOKYMEHTOB.

7. Cocrapnenue v 0hOpMIICHHE JTUYHBIX JOKYMEHTOB.

8. Cocrapnenue u 0o(hOpMIICHHE OpraHNU3aIMOHHO-HOPMATHBHBIX JIOKYMEHTOB.

9. Cocrasnenue u opopMIICHNE PACTIOPSIUTENBHBIX TOKYMEHTOB.

10. Cocrasienue u opoOpMIICHHE aKTa, TPOTOKOJIA, IOTOBOPA.

11. Cocrasienue u opopmiIcHrE HHPOPMAITMOHHO-CIIPABOYHBIX JIOKYMEHTOB.

12. CoBepilieHCTBOBaHUE JOKYMEHTAIMOHHBIX IPOLIECCOB.

13. JlokyMeHTalMOHHOE 00ecrieueHIe KaKk OCHOBA TEXHOJIOTHH YITPABICHHUS.

14. HopmaTuBHOE peryiupoBaHKe TOKYMEHTAIMOHHOTO 00eCTIeueH s YIIPaBICHHUS.

15. Tlpuem m peructpanusi TOKYMEHTOB, OpPTaHU3AIUS CIPaBOYHO-WH(OPMAIIMOHHOTO
00CITy)KMBaHUS.

16. HampaBnenue AOKYMEHTOB Ha HCIOJHEHHE W KOHTPOJIb 32 CPOKAMH HCIIOJHEHUS
JIOKYMEHTOB.

17. dopmupoBaHHE U TEKYyIIee XPAaHSHUE JIEIT.

18. 3kcnepTU3a IIEHHOCTH JIOKYMEHTOB.

19. TloaroroBka /e K cade B apXuB.

20. ApxuBHOE XpaHEHHE JOKYMEHTOB.

21. IlpaBoBbIe OCHOBBI KOH(HUAECHIINAIBFHOTO AEJI0NPON3BO/ICTBA.

22. OpraHu3allOHHbIE OCHOBBI KOH(PHIEHIIMATIBHOTO JIEJIONPOU3BO/ICTBA.

23. Tlopsiiok TOKyMEHTHPOBaHUS KOH(PHIECHIIMATbHBIX CBEICHUI.

24.  OcobeHHOCTH OpraHu3anu padoThl € JOKYMEHTaMM B KOH(HIECHIHMAIHLHOM
JIeTTOTIPOU3BOJICTBE.

25. Pabora ¢ KaJApOBBIMH JJOKYMEHTAMHU.

26. Kimaccudukarmst v 3 PeKTHBHOCTh TEXHUIECKUX CPEICTB.

27. CpencTBa COCTaBICHHS U H3TOTOBJICHUS JTOKYMEHTOB.

28. CpencTBa KOMUPOBaHMS U TUPAKUPOBAHMSI JOKYMEHTOB.

29. CoBpeMeHHas KOHLIEMIUS JIEKTPOHHOTO oduca.

30. CpencTBa noucka U XpaHeHUsI JOKYMEHTOB.

31.  AnmapatHble ¥ MpOrpaMMHBIE CpEJICTBA JOKYMEHTALMOHHOTO OOECleYeHus
ynpasienus (JJOV).

32. TpynoBoii AOTOBOP: CTOPOHBI, COJIEPIKAHHE, €r0 OTIMUYUS OT CMEXKHBIX TPaKIAHCKO-
MIPaBOBBIX JIOTOBOPOB.

33. TpynmoBas KHMKKa: HOpMaTHBHAsi OCHOBa, OOIINE TpaBWJIa BEICHHS W BBIIAYH TIPU
YBOJIbHEHUHU paOOTHHKA.

34. TpynoBble MPaBOOTHOIICHUSI.



35. Knaccudukanus oCHOBaHUN MPEKpalieHus TPYI0BOTO JOTOBOpa

36.  JlucuunnuHapHas OTBETCTBEHHOCTh: TIIOHATHE, BH[bI, MOPAJOK IPUMEHEHHS
JVCHUTUTMHAPHBIX B3bICKAHUH.

37. Croco0bl 3aIIUTHI TPYIOBBIX MPAaB PAOOTHUKOB.



TemMaTuka NpaKTHYECKUX 3aHATHI

IIpakTnyeckoe 3ansitue Nel

Tema: JOKYMEHTAIIMOHHOE OBECIIEYEHUE
YIIPABJIEHUS ITEPCOHAJIOM

3ananue 1. Kakue 10kyMeHTbI OyIyT BHeCEHbl BO BHYTPEHHIOK ONMUCH JOKYMEHTOB,
BKJIIOYEHHBIX B JIMYHOE J1eJ10 pA0OTHUKA?

PabotHuk KkagpoBoil cily’kObl MOIY4YWIJI 33JaHUE PYKOBOAMTENS KaJpOBOM CIyXObl Ha
3aBeJIeHre ¥ 0(OpMIIEHHE JTUYHOIO JieJia BHOBb IPUHITOTO pabOTHHKA.

BHOBB npuHATHIN pabOTHUK —  3TO PYKOBOISIIMKA  PabOTHUK c BBICILIUM
npodeCCHOHATBHBIM ~ 00pa30BaHUEM, MPOUICAINANA MPO(ECCHOHATBHYIO IEPEToArOTOBKY,
HOBBIIIIEHUE KBATU(UKAMH, UMEIOIUHN YUEHYIO CTENEeHb, TOCY1apCTBEHHBIE HArPabl.

3aganue 2. Ykakute, IPpABOMEPHO JH TpeOOoBaHUe PA0OTHUKA KaJAPOBOM CJIYkKObI 0
MpeI0CTABJIEHHU BCeX BbINIENEepPeYncIeHHbIX JIOKYMEHTOB B AaHHO# cutyanun? Kakme
JIOKYMEHTbI, W HAa KaKOM OCHOBAHHHM NPEAbSBISIOTCH PadoToAaTeTI0 JIHMIIOM,
MOCTYNAIOIIMM Ha PadoTy AJ15 3aKJII0YEeHHs] TPYA0BOr0 A10roBopa?

[Ipu npueme Ha pabOTy Ha JOHKHOCTh MHXKEHEpa MO OXpaHe TpyAa (I 3aKIIOYCHHS
TpynoBoro norosopa) B Mckutumckuii kappep OAO «HoBocubupckoe kapbepoymnpaBiIeHHE)
CHEIHAIIMCT KaJpoBoil ciayx0bl moTpedoBan ot [IpotacoBoit E.M. crneayromine 10KyMEHTHI:

- [IaCIOPT;
- TPYJOBYIO KHIXKKY;

- CIIPaBKy O COCTOSIHUH 3710POBbSI;

- XapaKTePUCTHKY C MPEKHET0 MecTa padoThI;

- CBUJIETENILCTBO O MOCTAHOBKE Ha Y4eT B HAJIIOTOBOM OpraHe (MHIAMBUAYaJIbHBIH HOMEp
Hajororutarensimka — MHH);

- CTPAXOBOC CBUACTCIBCTBO I'OCYAAPCTBCHHOI'O IICHCUOHHOT'O CTPAXOBAHUS;

- IOKyMeHT 00 o0Opa3oBaHWM W (WJIM) O KBaTU(UKAIMK WIM HAIWYUU CHEIUATBHBIX
3HAHUM;

- CIIpaBKy O CEMEITHOM ITOJIOKEHUU;
- IOKYMCHTBI BOMHCKOI'O YUCTa,

- CIIPaBKY O HAIM4YMU (OTCYTCTBUHM) CYIUMOCTU M (WJIN) ¢axra YTOJIOBHOTO
IIpecie10BaHus.

3ananmne 3. OuennTe MO3ULHUIO JOKHOCTHBIX JIHI, Y4aCTBOBABIIUX B COIJIACOBAHHMU
3asiBJIEHUS] HA OTIIYCK, M ONpeJe/nTe, MPABOMEPHO JIM NMPUHATOE JUPEKTOPOM pelieHHue
(pe3osoumst).



HenonpousBoautens obmiero otaena IletpoBa H.M. oOpatunace ¢ 3asBiieHHMEM K
mupexktopy OAO «Cesep» ['enepanoBy A.A. ¢ mpock00il 0 MpeaoCTaBICHUH € OYepeHOro
ormaunBaemMoro ormycka ¢ 1 wurons 2019 roma B cooTBETCTBHHM C TpadUKOM OTIIYCKOB,
YTBEP)KJICHHBIM PYKOBOIUTENIEM opranu3anmu 27 nexadbps 2019 rona.

3asBiieHNE OBUIO 3aBU3MPOBAHO HAYAJIBHUKOM OOIIEro OT/eNa U 3aMECTUTENIEM JUPEKTOpa
[0 aJMMHUCTPATUBHO-XO3AMCTBEHHBIM BOIIPOCAaM, B BEICHUM KOTOPOIO HEIOCPEICTBEHHO
HaxoauTcst oOuwmii otaen. Pemenne nupekropa ObLIO MPUHATO ¢ YIETOM MHEHHS BU3HUPYIOIIUX
JIUL ¥ OTPAXKEHO B PE3OJIIOLIUH.

Hupexropy OAO «Cesep»
I'enepanoBy A.A.
OT JI€TIONIPOU3BOINTEIS OOIIEro OTAeIa
ITerposoit H..

Otnen kaapoB

OdopmuTts ormyck I[lerpoBoit O.A. ¢ 01.06.2019 npoa0KUTETFHOCTHIO 28 KaleHAapHBIX
JHEen

I'enepanon
16.04.2019

3ASBJIEHUE

[Ipomry mnpenocTaBUTh MHE €XKEroJHbIM orutaunmBaemblii otmyck ¢ 01.05.2019 B
COOTBETCTBUH C TPAPUKOM OTITYCKOB.

[Terposa H.U.
14.04.2019
CuwnrTato 11e51eco000pa3HbIM EPEHECTH
oTmyck Ha uioHb 2019 T. B cBsA3H ¢ 00JE3HBIO IBYX PaOOTHUKOB OT/AETA
3aBemyromias oonmm otnenom MBanoBa
H.N. BanoBa

14.04.2019

[TognepxuBaro mpeIoKeHne 3aBeayromiei oommum otaenom MBanosoit H.U.

3aM. UpEKTOopa Mo aIMUHUCTPATHBHO-X039iCTBEHHBIM BoripocaM Ceprees



C.C. Cepreen
15.04.2019

3ananue 4. IloAroToBUTH NPOEKT PACHOPSJAUTE]IBHOI0 AaKTa, NPEeKPalIalIIero
TPYAOBbIe OTHOLIEHHUSI padoToaaTe/si ¢ pAOOTHMKOM B CBSI3M ¢ HEBBIX0/IOM €ro Ha padoTy B
JeHb, Olpe/ieJIeHHbIH TPYA0BBIM 10T OBOPOM.

C canrexnukoM [laBnoeiM Bragumupom MBanosudem 15 anpesnst 2019 r. B TCXK

«Cubupckuii 1Bop» ObLT 3aKiIt0UeH TPyAoBoi noroBop Ne3-TJ[ ¢ ycnoBHEeM MPUCTYIHUTH K
pabote 16 ampens 2015 r. Ha ocHoBanuu tpymoBoro jgoroopa 15 anpens 2019 r. 6su1 u3nan
npuka3 Ned-k «O npueme Ha padoty [1aBmosa B.1.»

16 anpens IlaBnoB B.M. He npucTynui K UCIOJHEHHUIO TPYAOBBIX OOS3aHHOCTEW, O 4YeM
Ob1 coctaBieH akT oT 17.04.2019 Nel0 «O HeBwixome Ha pabory IlaBmoBa B.M B neHs,
OTIPEICTICHHBIN TPYAOBBIM JJOTOBOPOMY.

ToBapuiecTBo COOCTBEHHUKOB KHITbsT «CHOMPCKUI TBOP»

3aganue S. [loaroroBUTH NpoOEKT aKTa 0 HeBbIX0/e Ha padory IlaBioBa B.U. B neHb,
onpeeeHHbIH TPYA0BBIM J0TOBOPOM.

C canrtexnukoM IlaBnoBsiM Bnanumupom MBanosuuem 15 anpens 2019 r. B TCXK

«Cubupckuii 1Bop» ObLIT 3aKitoueH TpyAoBoi gorosop Ne3-TJ[ ¢ ycioBueM MpUCTYNUTH K
pabore 16 anpens 2019 r.

16 anpens IlaBno B.M. He nmpucCTynui K MCIOJHEHHUIO TPYIOBBIX O0S3aHHOCTEH, O 4eM
npezncenarenem TCX Ilerpooit B.B. B mpucyrctBun Oyxranrepa MBanosoit H.H. u anextpuka
Bopo0seBa K.K. 6511 coctaBnen akt ot 17.04.2019 Nel0 «O nHeBbixose Ha padoty [laBnosa B.U
B JIEHb, OIPEJICJIEHHBIN TPYJOBBIM JOTOBOPOM.

3ananme 6. Haiinure ommoOKM, JONyLIeHHbIC NPH BHECEHUM 3amuceil B TPYAOBYIO
KHUKKY Pa0OTHHIBI.

Wncnekrop kagposoit ciyx6el OOO «llonspuux» CrenanoBa H.M. BHecna 3amucu B
TPYAOBYIO KHIDKKY yBonuBIIeics padotauue Ilerposoit B.W. u Bbiana ee B 3ToT ke aeHsb. [lpu
yCTpOMCTBE Ha paboTy B Apyryro opranuzanuto IlerpoBoit B.U. ykazanu Ha rpyObie ommoOKu B
3aMuCcsAX B TPYAOBOM KHMKKE W HOIMPOCHIIM OOPaTUTBCS MO MECTy IMpekHeH paboTsl i UX
MCIIPABIICHUS.

N Hara CBeieHus 0 Haumeno
3allMCH | YUCJT | MeCHI roa npueMe Ha BaHHe,
0 pabory, nepeBoje aaTtau

Ha IPYryIo HOMeEp
MOCTOSIHHYIO AOKYMEHT
paodory, a, Ha
KBaJIM(pUKaLUu, OCHOBaHH
YBOJIbHEHU U (c U
YKa3aHueM NPHYHH U KOTOPOro




CCBLLIKOM HA BHeEcCeHA

CTaThbI0, MYHKT 3aKO0HA) 3aich
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IIpakTuyeckoe 3ansaTue Ne 2.
TeMma. YBo/IbHEeHHE COTPYAHUKOB.
3ananue 1. YBosbHEeHHe 32 POry.JI.

[Ipoananu3upyiite curyanuto. [IpaBomepHO 1 pelieHHe PYKOBOJCTBO OO0 YBOJIHHEHUU
coTpyaHuupl 3a mnporyn? Bamm kxommentapuu. Ha kakyro cr. TpynoBoro kogekca PO
HE00XO0/IUMO CChUIAThCS?

PabotHuiie morpeboBanioch OTBE3TH B OOJBHUIY, HAXOJALIYIOCS B JPYroil MECTHOCTH,
MaJloJIeTHET0 peOeHKa (B BO3pacTe Tpex JieT) Ha o0cieloBaHHE B CBSI3U C IOJO3PEHHEM Ha
OHKoJIornyeckoe 3abosieBanue. IIpukazom 1Mo opraHumzanuu paOoOTHUIE OBUT HpPENOCTaBJIECH
TPEXJHEBHBIA OTHYCK Oe3 coxpaHeHus 3apruiatel. OOciieoBaHME MPOAIMIIOCH OOJbIIE Tpex
JTHe|, B CBSI3U ¢ yeM palbOoTHUIlA Hamucana 3asBJIEHUE O MPOJUICHUH OTIycKa U Iepeiaia ero
Hapo4yHbIM paboroparento. Ho cooTBercTByromuii mpuka3 He ObUI MOATOTOBJIEH, TaK Kak
PYKOBOJIUTENIb OpPraHU3allMU HAXOAWICA B OTIyCcKe. BmocienactBum ObUT COCTAaBIEH aKT 00
OTCYTCTBHH paOOTHUIIBI HA paboyeM MecTe U U3JaH NMpuKa3 00 YBOJIBHEHUH 3a IIPOryII.

KoMmenTapuu Kk 3a1aHu10:
JIOKyMEHTBI, KOTOPBIMH O(QOPMIISIETCS YBOJIBHEHHUE 32 MPOTYI

[TepeunicinuM JOKYMEHTBI, KOTOpBIE JOKEH O(GOpMUTH paboToaTeNh MPHU YBOJIBHEHUH
pabOTHUKA 3a MPOrya: — O0OBACHEHHS paOOTHHMKA O MPHUYUHE OTCYTCTBHS Ha pabodyeM MecTe.
[Ipy OTCYTCTBMM NHCBMEHHBIX OOBSCHEHMH CyAbl MOCUYMTAIOT YBOJbHEHHE HE3aKOHHBIM
(AnemnsiuoHHOe ompeneneHne MockoBckoro ropoackoro cyaa ot 24.08.2016 Ne 33-



27314/2016); — akT O mporyie; — MpHUKa3 O CO3JaHUH KOMHCCHH II0 DPAaCCIICIOBaHUIO
COBEpILEHHUS PAOOTHUKOM JUCHUIUIMHAPHOTO IIOCTYNKAa, — pEIIeHHe KOMHCCUU 00
YBOKUTEIBHOCTH TPUYMHBI OTCYTCTBUs paOOTHMKAa Ha pabodyeM MecTe; — IpHUKa3
(pacniopsikerne) paboTomaTensi 0 pacTOp)KeHHH (IIPEKPAIIeHUN) TPyIoBOro goroBopa. C 3Tum
IPUKa30M (pacropsbkeHneM) pabOTHHKA HYKHO O3HAKOMUTH moj noanuck (cr. 84.1 TK PO) u
o ero TpeOOBaHUIO BBIAATH €MY 3aBEPEHHYIO KOMHIO JaHHOTO AokyMmMeHTa. Ecnu mpukasz o6
YBOJILHEHUU 3a TMPOTYJ HE COAEPKUT OCHOBAHUU JII PACTOPKEHHS TPYIOBOrO JOroBOpa ¢
pabOTHUKOM, PAOOTHUK HE O3HAKOMJIEH C HHUM, CyJ IPU3HAET YBOJbHEHHE HE3aKOHHBIM
(AnemnsuuonHoe ompeneneHue MockoBckoro ropojackoro cyaa ot 08.09.2016 Ne 33-
30633/2016). B TpymoBoil KHMKKE paOOTHUKA IOJKHA OBITH CHEaHa 3aluCh CIEAYIOMIETO
xapakrTepa: «YBOJEH 3a OJHOKpaTHOe rpyboe HapylmeHHe paOOTHHKOM CBOMX TPYIOBBIX
00s13aHHOCTEN — MpOryJl, MOANYHKT «a» MmyHKTa 6 yactu 1 crateu 81 TpynmoBoro kozpekca
Poccniickoit denepanum».

3aganue 2. YBoJIbHEHHE 32 OTCYTCTBHME HA pa()o'{eM MecCTe.

[Ipoananu3upyiTe CUTyallMI0O M HANMIIATE QITOPUTM JEHUCTBHM CIIEHHAINCTA II0
YIIPaBJICHUIO MIEPCOHANa B 3TOW cuTyaruu. [IpaBomepHo nu paboTHHK oOpatmics B cya? Kak
MOJKHO OBLIO PENINTh JaHHYIO TPodsIeMy 10 cyaa?

PabotHuk (denpamep) orcyrcTBOBam Ha paboyeM MeECT€ MO MPUYMHE IJIOXOTO
CaMOYYBCTBHS, O 4Ye€M IMpPEAYyNpeIusl CBOEro HayajlbHUKAa (TJaBHOTO Bpaya), COCTABHUB
OOBSCHUTENIbHYIO 3alIUCKY B NMHUCbMEHHOM Buje. [lpusHaku 3abosieBaHus y pabOTHUKA ObLIU
3aCBUJICTEIHCTBOBAHBI BPadyOM B HHIUBUAYAJbHOW KapTe amOynaTOpHOTO OOJBHOTO B JCHB
oOpalieHus K HeMy 3a MeAMLMHCKOW nomouibio. CyaoM uccienoBaHa MHIUBUAyalbHAs KapTa
amMOyJIaTOPHOIro OOJIBHOT0, U3 KOTOPOM cliefyeT, YTo pabOTHUK oOpaTuics 3a MeIULMHCKON
IIOMOILBIO B CBS3M C ajjo0aMM Ha IHOBBIILIEHHYIO TEMIIEpaTypy Tenia, FOJ0BHYI 00ib, 001U B
KUBOTE, BpadoM CjejlaHa COOTBETCTBYIOILIAs 3allUCh, IMOCTABJICH JAMAarHo3 3alojieBaHUs U
Ha3HAUYEHO COOTBETCTBYyIoIlee JeueHue. [lo MHEHHI0O cyna, MJaHHOE OOCTOSTEILCTBO
MOJITBEPKJIA€T BBIBOJIBI O TOM, UYTO MPU COCTABIIEHUHU aKTa 00 OTCYTCTBUM paOOTHUKA Ha paboTe
JOJKHOCTHBIE JIMIIAa paboToAaTeNsl MPUYMHY OTCYTCTBUS pabOTHHKA Ha paboTe HE YCTaHOBUWIIH,
BO3MOXXHOCTh CIIPOCUTh Yy HEro HE HCHOJIb30BaIM, XOTSI TOT Obul Ha pabore. CBUAETENH-
MezcecTpa MOATBEpPAMIIA, YTO padOTHHKA HE OBbLIO Ha MpUeMe OOJBHBIX, HO MPHEM HPOBENCH
JpYTMM BpadoM, HUKTO IIPETEH3UH 110 3TOMY [TOBOJlY HE BBICKA3BIBAIL.

3ananue 3 YBoJIbHEHHE 32 MPOrYJ COTPYAHMKA, KOTOPLI He ObLI I0MYyIIIeH K padoTe.

[Tpoananusupyiite cutyanuto. [IpaBomepHo nu pemienue pykopozcrsa? Uto HE0OX0aAUMO
OBLIO clIeNaTh CIEIUATUCTY 0 YIPABICHUIO TIEPCOHATIOM JI0 OOpalieHus: pa0OTHUKA B CyA?

PaGoTHHK HEe cMOT MPOWTH Ha CBOe pabouee MECTO MO BBIXOAY C OOJIBHUYHOTO JIMCTA B
CBSI3W C TEM, YTO DJIEKTPOHHBIN KITFOU-TIPOITYCK, KOTOPBIA UMEINCS y KaKIOrO COTPYAHUKA U
SBJSUICS WHJIUBHUAYAIbHBIM, ObUT y Hero 3a0yokupoBaH. Cyj YCTaHOBWJI, YTO MPEIJI0KEHUE
paboTonaTens 006 0(pOpMIEHUH FOCTEBOTO (BPEMEHHOT0) IPOIycka He 00ecredrBaio padOOTHUKY
JIOCTAaTOYHOTO JUIsl MCIIOJHEHHUsS TPYAOBBIX OOS3aHHOCTEH IOCTyna K JUYHOMY KaOMHETy W
AIIEKTPOHHOM 0a3e KOMIIAHMM W YTO NpU HAIMYUM HHPOpMalUU O 3a0JOKMPOBAHHOCTH
MOCTOSIHHOTO TMpPOMYyCcKa paOOTHHKA HHUKAKUX Mep K €ro BOCCTaHOBJCHHIO KOMIIAaHUS He
HpUHSIIA.



3ananue 4. YBosibHeHHe PadOTHHKA

PabGoTHHK MOYyBCTBOBaJl HEIOMOTaHUE, HO HE IIAHUPOBANT UATH HA OOJILHUYHBIN JIKCT,
XOTeJ JIMIIb HEMHOTO TOMPaBUTh 3/I0POBBE, O Y€M B YCTHOW (opme cooOmua paboToaaTesio.
[Tocnenamii morpeboBan, uToOBI PAOOTHHK MpHEXan Ha padOTy W Hamucan 3asBICHUE O
OpPEJOCTaBICHUH OJHOrO JHSA 0e3 coxepkaHuss Jub0 odopMuin OOJIBHUYHBIA  JIUCT.
BriocnenctBun pabOTHUK TpeAcTaBuiI OONBHUYHBIA JIMCT, HO OH OBbLI O(OpPMIIEH JHIIL CO
cnenyroliel padboueld cMeHbl. PabOTHUK HE MpeiacTaBuil TIOKA3aTeIbCTB TOTO, YTO JO OTKPBITHS
0O0JLHUYHOTO OTCYTCTBOBAJ Ha paboTe MO yBaXKUTENbHBIM NpUYMHaM. PaboTonarens, HaIPOTUB,
NPEJICTaBUI CyAy JAOKYMEHTBI, DPEryaupyrolue AeUCTBYIONIMI B OpraHu3alud MOPAIOK
yBeIOMJICHHsI paboTojareiss O MPUYMHAX HEBbIXOJa paboTHHKA Ha paboTy, a Takxke O
MPEIOCTaBIIEHUU PaOOTHUKY OTITYCKa, B TOM 4ucie 0e3 COXpaHEHHS 3apIlIaThl.

3ananue 5. YBOJIbHEHHE COTPYJAHMKA B CBSI3U C 3asiBJI€HHEM O NMPHOCTAHOBJIEHHU
TPYAOBOM AeSITEeILHOCTH.

[Tpoananu3upyiite cloXuUBIIYIOCS cuTyanuio. [IpaBoMepHsl U aeiicTBus paboToaaTens u
CIEIMANIMCTA 10 yIpaBieHuto nepconagom? OOGOCHYITe Balll BapUaHT OTBETA.

PaGoromarens 3amepKuBaN COTPYIHUKY 3apaboTHYIO Iutary. PaOOTHHK —yBeZOMMUI
paboTonaTens O MPUOCTAHOBIEHUU TPYAOBOH JESITEILHOCTH B COOTBETCTBUU cO cT. 142 TK PO,
HO OB YBOJICH 3@ MPOTYIL.

[Ipu cocraBneHnu mpukasza paboOTOAaTeNb B KaueCTBE JHEH MPOryna ykas3ajd JHH, KOTAa
COTPYIHUK HMEIN MpaBO He paboTaTh B CBSA3HM C 3a/IePKKOW 3apabOTHOM MaThl. DTO MPaBO
npu3Haiu cynabl. OJHAKO COTPYJHUK OTCYTCTBOBAJI W B JIpYrHe THU — €Ile A0 HampaBlICHUs
YBEJIOMJICHHSI O IPUOCTAHOBIEHUHU pabOTHl. DTOT A0BOA paboToaTeNlb MPEACTaBUI B CyIe, HO
MOAJEP/KKH HE HalleIl.

3aganue 6. O0pamenne padoTunka B Komuccnio no TpynoBsiM cnopam.

Ha napymeHne kakux NPUHIMUIIOB IpaBa MOXKET cociaThesi MIrHaTheB B CBOEM 3asiBICHUU
B Komuccuto? OTBET apryMeHTHPYHTE.

Nmxenep UrnateeB 00OpaTvil BHUMaHUE HA TO, YTO PETYISIPHO TOJyYaeT NMpeMUaTbHEIE B
MEHBILIEM pa3Mepe, YeM JApPYyrue COTPYAHUKH, BBIIOJHSIONME aHAJOTHMUHYI0 paboTy. Cs3aB
3TOT (haKT CO CBOEH aKTUBHOM JIEATENBHOCTHIO B Ka4eCTBE WiIeHa NMPO(COI3HOr0 KOMUTETA, OH
obparuics B KTC (Komuccus no TpyZ1oBbIM criopam).

CogeTnl 0T OPUCTOB:
Hrak, MOryT JIM YBOJHUTH, €CJIH BbI:

bepeMeHnHasi JKeHIIMHA W HapyliaeTe TPYAOBYIO JTUCHUIUIMHY, OJHOKPATHO WIIN
HOCTOSIHHO?

Her, 3akoHOmaTens ycTaHOBUI 0c000€ MPAaBOBOE MOJIE SISl TAKMX COTPYIHHMI CTaThel 261
TK P®. X MOXHO yBOJUTH TOJIBKO B Cillydae, KOrja npeanpustue JukBuaupyercs niau UII
MpeKpariaeT cBow padory. Jlaxke eciiu 10roBop CPOUHBIN, OH HE TIPEKPAIIaeTCs, a T0KEeH ObITh



MPOJUIEH /10 HACTYIUICHHS OTIYyCKa MO OepeMEeHHOCTH U poAaM. 3aMe4yaHHE WJIH BBITOBOP
MIPUMEHSATH HE 3alPEILEHO.

Haxonurech B J€KpETHOM OTITYCKE?

N BHOBb Ha cTpake BamIuMxX HMHTEpecOB 261 cTaThs, HE JOINYyCKAlollas HEHY>KHBIX
MHUIMATUB paboTonaTens. VCKiIOUeHUsIMHU, TO €CTh OCHOBAHHSIMH Ui YBOJBHEHHS OCTAIUCh
Clly4au JIMKBHJAALMU, YCTPOWCTBa Ha pabOTy MO MOAJOXKHBIM JOKYMEHTaM, IOBTOPHOTO
HapyIlEHUs B TEYEHHUE T'0J1a, aMOPATILHOTO MOCTYIIKA (/171 BOCMIUTATENICH-yunuTeneh).

OmnazapiBaere Ha padboTy?

Jla, Bac MOryT YBOJIUTH 1O cTaThe 81, MyHKTY 5, HO aAMHHHUCTpAIMs JO0KHA COOIIOCTH
OJIMH MYHKT — OOBSBUTH 3aMeUaHHWE WM BBITOBOP B TEUYEHHE TOJa, MPEALICCTBYIOIIEMY
HAPYIICHUIO TPYAOBOM AUCUMILIUHBI, TO €CTh OJIMH pa3 MUCbMEHHO NPEeayNpeansii — BO BTOPOH
pa3 yBOJIAT.

[TossBUIMCh Ha paboTe€ B COCTOSHUM AJIKOTOJIBHOTO OIBSHEHHS, a TpOIIE TOBOps, 3a
BSIHCTBO?

Bama «mioxas» cratbs 81, ITYHKT 6 yacth b. HqueM HapymuTb JIA pacCTaBaHHUA C
pa6OTOI[aTeJ'IeM €€ HYXHO OJUH pPa3, IMOABUBIINCH HAa TCPPUTOPHUU IIPECANIPUATUSA HIIN pa6oqu
MCCTC B IIbSIHOM BHUJIC, 4 TAKIKC B COCTOSAHHNH HAPKOTHYCCKOI'O UJIM TOKCUYCCKOI'O OIIbAHCHUA.

Haxomutech B OTIyCKE — OYepeIHOM, y4eOHOM, Oe3 COXpaHEHHs WM 10 YXOay 3a
pebeHKoM?

Bac ne MOTYT YBOJIUTb, KPOMC KaK B CIIYUasdX HNPCKpALICHUA pa6OTbI MNPpCAIIPUATHA WU
JIMKBUJAAIIUH 9aCTHOI'O IIPCAIIPUHHUMATCIIA.

OTCyTCTBYETE MO COCTOSHHIO 3I0POBbSI U €CTh OOJILHUYHBIN JTHCT?
TOT K€ OTBECT, UTO U B HpGI[I)I)IYHIGM cnyqae, T.€. TOJIBKO HpI/I JIMKBHU Al HpeI[HpI/ISITI/IH.
YcranoBieHa MHBAIUIHOCTE ?

3nech yBOJbHEHHE BO3MOXKHO, U MO HECKOJBKMM OOIIMM OCHOBAHHUSIM: HECOOTBETCTBHE
JOJDKHOCTH, HEJOCTaTOuHas KBaJM(UKALUA IO pe3yibTaTaM aTTeCTallud U MEIUIMHCKOIo
OCMOTpa (€clii HEKy/1a IEPEBECTH Ha ITOM e MPEATPUATUH).

Martp-oguHOUKa?

VY Bac 3ammra B BHae 261 cTaThu, OJHAKO 1O TOTO BPEMEHH, MOKa peOEHKY He
ucnonHwiock 14 ner (18 ner wunBamuny). Ilocnme 3Toro anst yBOJNIBHEHHS MOTYT OBITh
UCTOJIb30BaHbl BCe OCHOBaHMs. Jlaxke mOpM COKpaleHHMH paboTojaTeNb JOJDKEH OTAaTh
IpeoYTeHNE BHICOKOM KBamupuKauuu paboTHHKA, @ HE €ro COI[MAIbHOMY CTaTycy, ctaThs 179
TK.

Boennocmyxammii?



Jns Bamiero yBOJIBHEHHSI HET OCOOCHHBIX TMperpaa, U B TOM 4YHCIE ''BUHOBHBIE"
OCHOBAaHMHA.

Htak, 0000mMM caMble 4acTble MPUYMHBI AJISI PACTOPKEHMs JOrOBOpa «IIO CTAaThe», HE
LUTHUPYSI IOJTHOCTBIO 81 CTaThO, @ PyKOBOACTBYACH KaJIpOBOM MPAKTUKOM:

1) HecooTBeTcTBHE MOKHOCTH IO pe3yibTaTaM aTTecTanuu, 81.3.

2) IToBTOpHOE (HEOMHOKPATHOE) HAPYIICHHE TPYJAOBOW AMCIMILIAHBI WM HEBBITIOJHCHHE
o0sa3aHHOCTEH, 81.5.

3) IlepBoe, HO TpyOOe HapylIECHHE: MbSIHCTBO, MPOTYJ, XUIICHUE, BUHOBHbBIC JICHCTBHUA,
pasriianieHre KoMMepueckoi Taitusl, 81.6.

4) AMopanbHBIN TIOCTYIOK JUIS TEX, KTO CBSI3aH C BOCIIMTATENIbHON paboToi, 81.7.
© B03M03kHO Jin U30eXKaTh YBOJIbHEHUS 110 CTaThe?

YroObl HE WCHOPTUTH ceO€ JCNOBYIO pENyTaluIo, CIeAyeT BHUMATEIbHO YHTATh
JIOKYMEHTBI, KOTOpbIC BBl IOJAINUCHIBACTE IMPU IpHEMe Ha paboTy — TpPYAOBOW JIOTOBOD,
JIOKAJIBHBIC HOPMATHWBHBLIC AKThI, IIPHUHATBHIC Ha NPCAINPUATHHN, TAKHUEC, KaK HpaBHna TPpydOBOI'O
pacniopsinka, [Tonoxenue 00 oruiate.

DT0, KOHEYHO, HE CaMO€ YBJIEKATEIIbHOE U WHTEPECHOE 3aHSATHE, OJHAKO OHO MOKET
Cephe3HO BBIPYYHUTH BaC B CIIOpe C paboTojaresieM, KOrjaa Tpo3siT YBOJbHEHHEM, MOCKOJBKY
OTOBapHUBAET BalllM MTpaBa U 00SI3aHHOCTH B PaMKax JaHHOTO TPYAOBOIO KOJIJIEKTHUBA!

Bpewms Havana u okoHYaHUS pabOTHI.
ObeneHHoOro0 nepephiBa.
[IpoIOKUTETHHOCTH OTITYCKOB.

[Topsinka yBetoMIIEHUSI pyKOBOJICTBA O HEBO3MOKHOCTH IPUCTYNUTH K paboTe U eule psij
IIOJIE3HBIX MOMEHTOB.

Ecin y paboronmarenst 3TM BHYTPEHHHE JIOKYMEHTHI OTCYTCTBYIOT, B JIOTOBOpPE HE
IPOIKUCAHBI Ballll 00s13aHHOCTH, BPEMSI U MECTO pabOThl — 3TO MOXKET HETaTUBHO OTPA3UTCS Ha
00enx cTopoHax TPYAOBOIO JOrOBOpA.

3amuTy OpeanpUsITHs OCTaBUM KaJpPOBBIM M IOPUIUYECKUM CIyX’0aM, pacCMOTPUM BaIllH
BEPOSATHBIE IEHCTBUS €CIIU BbI PEATNOJIaraeTe, YTo BaC MOTYT YBOJIUTH!

1) Ilocne «mporymna» cineayeT MOATBEPAUTh YBaXKHUTEIbHbIE MPUUUHBI OTCYTCTBHUS, JTy4Ille
CIpaBKaMH M3 MEAYYpEXKICHUN WIM FOCOPraHOB MJIM NMHUCbMEHHBIM nosicHeHueM. Eciu ux Her,
TO JUIsl COOIOZICHUS TPaBUIIBHOTO YBOJIBHEHUSI C Bac JOJIKHBI 3aTpe00BaTh OOBICHUTENBHYIO B
TE€YeHHE JABYX THEH ¢ MOMEHTa HapylleHus (a mIpHu OTKa3ze MOJNHUCcaTh akT He Mo3xe 3 pabounx
JHel) M B TEYEHHE Mecsla CO JHS NpOCTyNKa YBOJIUThb. HapylieHue CpoKoB MPHUBOAMUT K
BOCCTaHOBJICHUIO COTPYIHHKA Ha paboTe.



2) Ilpu «HEOAHOKpAaTHOM» Yy aAMHUHHUCTPAIMN OPraHU3alMK JA0KEH OBITh M3JaH MPUKa3 O
3aMEUaHUH U BBITOBOPE, U C JIAThl UX BBIHECEHUS HE JOJDKHO MPOUTH OOJIbBIIE OJJHOTO To/1a.

3) XwuieHust MOryT ObITh MOATBEPKACHBI TOJIBKO PELICHUEM CyJa WM INOCTaHOBJICHUEM
YIIOJIHOMOYEHHOr0 OpraHa. Eciy 3TO TOJNBKO WIAHTaX CO CTOPOHBI PYKOBOJCTBA Ul TOTO,
4TOOBI YBOJIUTH Bac «I0 COOCTBEHHOMY», TO pEIIaiiTeé caMu, HACKOJIBKO BaM Jopora pabora u
peryranus.

4) YTpata IOBEpHS TOKE HE MOXET ObITh HE O(OpMIICHA JOKYMEHTAJIbHO — TOJBKO
JIOKa3aHHBIC U 3a(pUKCHUPOBAaHHBIC IPOTUBOMPABHBIC JEHCTBUS 1al0T OCHOBAHUS IS YBOJIBHEHUS
no crarbe 81, myHKT 7.

5) IosiBNeHne B HETPE3BOM BHJIE TOKE MMEET CBOM IMOJBOAHBIC KAMHU — PabOTOIATEIIO
CJIOKHO JIOKa3aTh AJIKOTOJBHOE, TOKCHYECKOE, HAPKOTUYECKOE ONMbSHEHHE 0e3 MeIUIIMHCKON
oKcrepTu3bl. PaOOTHHK MOXET OOBSICHHUTH CBOE COCTOSHHE TMPUEMOM MEIUKAMEHTOB,
HEOOXOIUMBIX [IJISl 3I0POBbS, AYIIEBHBIM COCTOSTHUEM M JAPYrUMH TpuurHamu. M ecnm ecth
BO3MOXXHOCTh HE IMPOXOJIUTh MEIOCBUICTEILCTBOBAHNE — HE MIPOXOIUTE.

0 Yro genarTh ecIu Bac BCe 3Ke YBOJILHAIOT?
3/1eCh HECKOJIBKO BAPUAHTOB Pa3BUTHUS COOBITUH.

[TepBblii — BBI pelacTe OTCTOSITH CBOM MpaBa U JI0Ka3aTh HEIIPAaBOMEPHOCTh YBOJILHEHUS C
MOCJIEAYIOLUM BOCCTaHOBJIEHHEM Ha pabote. Toraa oOpaiaerech B TPYJOBYIO MHCIEKIHIO C
KaI000H W TPOCKOOW MOMOYb WJIM B PAHOHHBIN CYyJ IO CBOEMY MECTY JKHTEIhCTBA COTJIIACHO
¢1.392 TK (n11 MeCTOHaXO0KJIEHUIO paboTOaTeNsl) C UICKOBBIM 3asIBJIEHUEM O JKE€JIaHUH BEPHYTb
paboyee MecTO, BBIIUIaTaX KOMIEHCAlMM W MOpajlbHOro Bpena. O0a BapuaHTa [Js Bac
OecruiaTHBI, TOCIOLUIMHA U CyAeOHbIe pacXobl JoxaTcs Ha pabotonarens, 393 TK.

Bropoit — goroBopurcst ¢ paboroaareneM, mooOemaB eMy JOSIbHOCTh U MOJYaHUE B
oOMeH Ha Apyryro (GopMylIHpoOBKY B TPYAOBOM KHIKKE. Takoil BapuaHT BO3MOXEH, €CIU
QIMUHHUCTPAIHS MPEANPUATUS HE COOI0IaeT 3aKOHBI.

Tpetuii — uckarp Apyry pa®oTy, UMes HETULENPHUATHYIO 3alUCh B TPYAOBOM
KHIWKKe. Takoil BapuaHT cTaj BO3MOKEH Ojarofapsi: MUCbMEHHOU (opMe TPYIOBOIO
JIOTOBOpa M HAJIMYMIO y4yeTa IEHCHOHHBIX HAKOIUIEHUI Ha BallleM JIMLIEBOM cyeTe. T.e.
paboTonarenb MOXET He TpeboBaThb y Bac TPYIOBYIO, IJl€ HAlMCAaHO O BalleM
YBOJIBHEHUH MO CTaThe (HO 3TO Ha YCMOTpeHHue pabotozarens). HakoniaeHHbIH cTax
HE NpPONaJeT, eClId Jake TPYyJIoBas KHMKKA «IOTepsieTcs», a OTpabOTaHHOE BpeMs
MOATBEPANUTCS IK3EMILIA
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