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Heabp ocBoeHusi TUCHUIIHHBI: chopmupoBaTh KomnereHmuu: [IK-27 - crmocoOHOCTH NPUHUMATH
ONTUMAaJIbHbIC YIIPABICHYECKUE PELICHHUS.

Ilnan kypca:

Tema 1. JlokymMeHTBI 110 IOMCKY, OTOOPY M HAIIMY IIEPCOHAJIA: CO/IepP KAHNeE U IIOPAA0K 0(pOpMIICHUS
3asBeHHE HA MOUCK U 0TOOp mepcoHana. KpamupukarmoHHble TpeOOBaHMS K COUCKATENI0 BAKAHCHU.
OObsBreHne 0 Bakancuu. Pe3tome kak nokymenT. TpeOoBanus k pestome. Buapl pestome. Ankera. TpeGoBaHus K
ankere. Jluct Gecenpl ¢ coucKaTeneM BakaHCUM. 3asBieHHE O npueMe Ha pabory. IlpaBuia odopmiieHns
3asBreHuit. [IpoTuBopeurs B moaxoaax K o(OpMIICHHUIO 3asBICHUA. ABTOOHOTpadws.

Tema 2. TpyaoBoii 10roBop ¢ paGOTHUKOM: CO/iep:KaHNe U NOPSAOK 0popmiIeHHus
JIOKyMEHTBI, NpeabsBIsAEeMble MPHU 3aKIOYEHUH TPYAOBOro Joroopa. JloroBop kak [1oKymeHT. Bumpl
noroBopoB. OOIIMe BOMPOCHl 3aKIOYEHUsT TPyAoBOro jorosopa. CopepikaHue TPYIOBOIO JIOTOBOpA.
OOs3aTenbHble  YCIOBHS — TPYHAOBOIO  JI0roBOpa.  JlOMOJHWTENBHBIE YCIOBHS TPYAOBOIO  JIOrOBOpA.
Jenonpou3BoAcTBO 10 jgoroBopaM. OcOOEHHOCTM TOATOTOBKM TPYAOBBIX JIOTOBOPOB, COJEpIKallUX
crierudrueckue ycrous. OdopmiieHHe TPyI0BOTrO JOroBopa.
Tema 3. JInunas (y4eTHas1) KAPTOUKA M JIUYHOE 1eJI0 PA00THIKA NPEINPUSITHSI: COAEP:KAHMEe U TOPSIIOK
oopmiieHUS

Conepxanve M TOpSIOK O(opMiIeHHS JWYHOM KapToyku paboTHHKA. OCOOEHHOCTH CONIEpXKaHUS U
o(hopMIIeHHST TMYHOW KapTOYKH TOCYIAapCTBEHHOTO cCiykarmero. OcoOeHHOCTH colepyKaHusi B O(OPMIICHHUS
JMYHOW KapTOYKM Hay4yHOro (HaydHO-IleJaroruyeckoro) padborHuka. CopeprkaHue M HOPSAIOK O(GOpMIICHUS
JIMYHOTO Jienia padbotHuKa. [IpaBuiia XpaHeHus TMYHBIX Je1 ¥ JTUYHBIX KapTO4eK paOOTHUKOB.
Tema 4. TpynoBasi KHHKKA PAGOTHHKA NPEINPUATHSI: Coiep KaHue U MOPSII0K o(hopMJIeHHsI
Coneprkanue TpyaoBoil KHIWKKH. [lopsimok  oopmiieHHs TpyJdOBOW KHWKKU IPU YCTPOIMCTBE Ha padoTy.
IpaBuia BenieHus TpynoBbIX KHIDKEK. [Topsiok odopmiieHus cBeneHuit o nmpuéMe Ha paboTy, O MepeBoje, O
HarpaxaeHusx, o0 yBoibHeHHMH. OdQopmileHHe B TpPYIOBOW KHIDKKE 3allMceli O COBMECTUTEIbCTBE.
Hcnpasiienre 3anuceii B TpyA0BON KHIKKE.
Tema S. IIpukassl (pacropsizkeHHs1) 110 MIEPCOHANLY: COEPKAHMe U NOPSI0K 0(OpMIICHH
ITpuka3s kak gokymeHT. Tunbl nprka3oB. [Iprkasel 10 OCHOBHOM JEATENFHOCTH U 110 JJMYHOMY cocTaBy. OOmue
BOIIPOCHI TOJTOTOBKM IpPHUKa30B MO MnepcoHany. OCOOEHHOCTH COAEp)KaHHsS M MOopsiika OQOpMIICHUS
OT/IENIbHBIX BHJOB TPUKa30B (PacMOpsDKEHU) Mo MepcoHaly. YHH(UIMpoBaHHbIE (OPMBI NEPBUYHOMN
yuéTHoM nokymeHrtaiuu. [Ipukaz o mpueme Ha paborty. Ilpukas o mepeBoge corpymuuka. Ilpukaz o6
YBOJIbHEHUHU.
Tema 6. [lokyMeHTBI 10 OTKOMAHAMPOBAHUIO U OTIIYCKAM IEpPCOHAJIA:

coJiep KaHNe U MOPAI0K 0(hopMIIeHUS
[TonsiTe kKoMaHMpoBKU. ["apanTun paOoTHHKAM NP HANpaBlIECHUU B KOMaHAUPOBKY. CiyxeOHOE 3a/1aHue.
[Ipuka3 o HampaBneHuH paboTHHKA B KOMaHIMpoBKy. KomanaupoBouHoe ymoctoBepenue. ConmeprkaHue u
MOPsIIOK 0popMIIEHHS TOKYMEHTOB 110 OTKOMaHIMpOBaHHUIO nepcoHana. CoepikaHue 1 HopsaoKk ohopMIIeHUs
JOKYMEHTOB IO OTIycKkam nepcoHana. [lonstne ormycka. Tumel otmyckoB. Ilpukas o mpegocraBieHun
ormycka. 'paguk ormyckoB. BHecenne m3ameHeHuid B rpaguk OTHYCKOB. JIOKyMEHTHpOBaHHE OT3bIBA W3
OTITycKa. Y 4eOHbI OTITYCK.

®opMBbI TEKYylIEro KOHTPOJIS U POMEKYTOYHOM ATTECTALMM:



B xone peanuzamuu aucuurmiubel b1.B.JIB.11.2 «JloKyMeHTOBEIEHUE» HCIOIB3YIOTCS CIEAYIOIINE
(hOpMBI U METOJBI TEKYIIETO0 KOHTPOJS YCIIEBAEMOCTH OOYYAIOIIMXCS: YCTHBIA OMPOC, CUTYaIlMOHHBIC
3a/1a4u, TECTUPOBAHHUE.

[IpomexxyTouHas arTecTaiys IpOBOIUTCS B (popMe 3aueTa METOJIOM YCTHOTO OITpoca

Kox srana
OCBOEHHSI Pe3yabTaTsl 00yueHust
KOMIIETEHI[HH
BepHo COCTaBJISIET " IIPaBUJIbHO oopmisier JOKYMEHTHI:
[periIaMeHTHpYIONME OTOOp TMepcoHana, pPErJIaMeHTUPYIONIHE  padoTy)|
OpraHu3aIyu.
[[paBUIbHO aHATM3UPYET U CUCTEMATU3UPYET JTaHHBIC O paOOTHUKAX.
IK-27.1 Pa3pabaThiBaeT BEpHBIC KPUTEPUH OIEHKH COMCKATENEH Ha BAKAHTHOE MECTO
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