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baok 1. Kadposvie 0okymenmol.
AxTt. CrpaBka. Jloknagnas 3anucka. O0bscHUTeNbHAS 3anucka. [Ilucemo
baok 2. Ilpuem na pabomy pabomHukos

JUCKpuMUHALMS [IpU IIpreMe Ha paboTy. JJoKyMeHTHI, cOCTaBisieMble IIPY IIpUeMe Ha
paborty. JInunas kaprouka paboTHuka. JIuieBoi cuet paboTHUKA. Tpya0BOM AOrOBOP.
Tpynosas xHuxKa. [IpueM Ha paboTy MHOCTpaHHBIX IpaxkaaH. [Ipuem Ha paboty 1o
COBMECTUTENBCTBY. IlocTaHOBKA paOOTHUKA HA BOMHCKUAM ydeT. Beigadya TOKyMEHTOB
1o npueMy Ha padoTy.

bnox 3. Ilpueneuenue kanouoamos.

Ananus pBIHKa TpYyOa. HcTounnku MMPUBJIICUCHUA KaHIWUIATOB. Pabora ¢ KaIpOBbIM
Ar€HTCTBOM. I_ICHI/I U CTPYKTypa 0T6opa. Ananus AOKYMEHTOB KaHOuaaTa: pPE3IOME,
COIIPOBOOUTEIIbHBIE U PECKOMCHIATCIIPHBIC ITMChMa

baoxk 4. Tpyooeoii oozosop

IloaroroBka  MOKYMEHTOB  JAJsi  3aK/ilo4YeHMs  TPYAOBOro  [I0roBopa
JIOKyMeHTBI, HEOOXOAWMSBIE Ui TPHHATHS pEHIeHUs O 3aKII0YeHHH TPYIOBOIO
JIOTOBODA.

OOcTosATeNnbCTBA, MPETSITCTBYIONINE 3aKIIIOYSHHI0 TPYIOBOro goroopa. [lonmucanue
TPYZIOBOTO JOTOBOPA.



IMoaroroBka JOKYMEHTOB [JJIfl H3MECHCHHA TPYAOBOI'0 10roBopa

3aMeHa WMEIOIIMXCS B TPYHAOBOM IOTOBOPE CBENEHHM, YCIOBHH HIM PEKBH3HUTOB
HOBLIMHM CBEICHMSIMHU, YCIOBUSMH ¥ pekBusuTaMu. OcoOble ciydad 3aKIIOUCHHs
coTJaIlleHuH K TPyAOBOMY JTOTOBOPY.

IToaroroBka JOKYMEHTOB [Jifl IPEKPAI[CHH S TPYAOBOI'o 10TroBOpPa

I[IpekpallleHde TPyLOBOIO JOTOBOPY TIO COTTAIICHHIO MEXTY pabOTHUKOB H
paboromarenem.

ITpekpailieHre TPyHOBOrO IOroBopa IO pasHBIM NPHIMHAM (ucTeueHue cpoka, IO
MHULIATHRE

paboTHHKA U T.IL.).

Baok 5. Adanmayus nepconana
Llemnu 1 BU/IBI afanTanuy. VicmbITanye Ipy ipueMe Ha paboTy. MeTobl 1 HHCTPYMEHTHI
CHCTEMBI ajanTanuy. Pa3paboTka NporpaMM afanTalyy Jjis PasHbIX KaTeropHi
cOTpyHMKOB. OTBETCTBEHHOCT 3a pealM3allhio Ipolecca ajanranud. Kpurepuu
YCIEITHOCTH IIPOoLecca aJanTaiiu

BJiok 6. Oghopmaenue u eedenue mpyooewlx KHUMCEK

OcHOBbI BeleHHe TPYIOBLIX KHHKek V3yuenue TpymoBoro xomekca Poccuiickon
denepanuu, [lpaBun BedeHWs M XpaHEHHA TPYMOBBIX KHIDKEK, MHCTpyKIMH IO
3aII0ONHEHUIO TPYJOBEIX KHIKEK, [Tprka3s Munpun Poccun «O TpyIOBBIX KHIDKKAX).
O6uuii OPSAIOK BedeHUs TPYHOBBIX KHIDKeK. OTBETCTBEHHOCTh 3a HECOONIOJCHHE
TIOpsiJiKa BEIEHUS TPY LOBBIX KHIDKEK.

OdopmiieHue TPYI0BO KHIKKH NPH NPHHATHH HA paboTy

OdopmiIeHre TPYAOBOW KHIKKM pPabOTHUKY, HPUHATOMY Ha paboTy BIIEpBEIE.
OdopMieHne TPYIOBOU KHIKKH PaGOTHHKY, IPHHATOMY Ha paboTy ITOCie OKOHYaHHS
yye6HOro 3aBemenus. OdopmieHue TPYHZOBOM KHIDKKM PabOTHHKY, TPUHATOMY Ha
paboTy mo cosMmecTuTenbCcTBY. OQopMIeHHe TPYAOBOH KHWKKM PabOTHHKY,
NIPUHATOMY Ha paboTy K WHAWBHAyalbHOMy HpennpuHuMaTento. OdopmieHue
TPYNOBOM KHWKKM PabOTHHUKY, IPHHATOMY Ha paboTy B CBSI3H C IIEPEBOJIOM C APYTOH
OpraHU3aluu

Benenue TPYAOBOH KHUKKH nocJjie npuemMa Ha paboty
Odopmilenre TPyIOBOW KHIDKKH IPH IlepeBoje pPabOTHHWKA Ha APYTYIO NOIKHOCTB.
OdopmieHre CBeleHMM O HAarpaKIEHHSX B TPyHoBoH kHmkke. Odopmienue
BKJIa[blllla B TPYJOBYIO KHMXKKYy. BHeceHue MCIpaBUTENIBHBIX NAaHHBIX B TPYAOBYIO



KHIDKKY. BHeCeHHe pa3THdHBIX H3MEHEHHH B TPYIOBYIO KHMXKKY (HOBOe 00pa3oBaHUeE,
HOBasl paMIvs, U3MEeHeHIe HAaMEeHOBaHUsI OpraHU3aluu T. 1. ).

Odopmienue TPY/d0BOii KHHKKHU npu YBOJIbHEHUH
Odopmienue 3amucu 00 YBOIHHEHHH 10 COOCTBEHHOMY XKEIAHUIO B TPYJOBOM KHHIIKKE.
OdopmileHre 3amuch 00 yBOIBHEHHH B Hopsaznke mepeBona. Odopmienue 3amucu 00
YBOJbHEHUH B CBSI3U C MCTEUEHHMEM CpPOKa TPYIOBOro norosopa. OdopmieHue 3amucu
00 YBOJBHEHHWH IO COOCTBEHHOMY JKENIaHHIO B CBSI3M C HEOOXOAUMOCTBIO yXOfa 3a
netbmu 10 14 net. OdopmileHue 3aMucy 0 MPEKPAIEHUH TPYIOBOI'O JOr0BOPa B CBA3H
co cMmepThio pabotHuka. OdopmieHue 3amucd 00 YBOJBHEHWM pabOTHHKA IO
COBMECTHUTEIBCTBY.

YueT ABUKEHHS TPYAOBBIX KHHKEK

Kuura yueTta IBUKEHHUS TPYIOBBIX KHIDKEK U BKIIAJbIIIEH B HUX. BeneHue npuxonHoi
pPacxXoHOM KHUTH TI0 yueTy OJIaHKOB TPYIOBOM KHUXKHU U BKJIa[bla B Hee. Pacuer
CTPaxOBOTO CTaXka IO TPYIOBOM KHIDKKE

biok 8. YBoabHeHHe ¢ padoThl pA0OTHUKOB

OcHOBaHUM NpeKpaIeHUs TPYIOBOrO TOroBopa. JJoKyMeHThI, COCTaBIIIEMBIE TIPU
yBOJIbHEHNU. KOMITeHCaIuy U WHbIE pacyeThl ¢ pAOOTHUKOB IIPH YBOJIBHEHUU.
3anonHeHue TPYIOBOM KHUKKH MPHU yBOJIbHeHUH. OQopMIleHre TUYHON KapTOUKI
IIpHU yBOJbHEHUU. JIokyMeHTHI. BoiaBaembie paOOTHUKY MPU yBOJIBHEHNUN.

Biok 9. ®opMupoBaHHe U MOATOTOBKA KapoBoro [oHsATHe, BUNBI X METOAEI
TIOATOTOBKH KaJpoBOro pesepna. JJoKyMeHTH! i pabOThI ¢ KaIpOBEIM PE3EPBOM.
Orenka 3¢ (heKTUBHOCTH paOOTHI C KaJIPOBBIM Pe3epBOM

Bbaok 10. PazpaboTka cucTeMbl MOTHBAIIMHM U CTHMYJIHPOBAaHHS MEePCcOHAJA
IloHsATHE MOTUBALIUY U €€ POJIb B yIIPaBIeHUH IepcoHaioM. OCHOBHBIE IPUHIIUIIBI
TPYZOBOM MOTUBalUUU. Bunel u gopMel TpyaoBoi MoTuBauu. [ Ipuanns!
JNEMOTHBALMU COTPYTHUKOB

busiok 11. Cucrema Bo3HarpaskaeHus nepconasna CTpyKTypa KOMIIEHCAIIMOHHOTO
nakeTa. PazpaboTka cucTeMbl TOMKHOCTHBIX OKJIaNnoB. Pa3zpaboTka mpeMuaibHOi
CUCTEMBI. 3aBUCHUMOCTb IIPEMUPOBAHUS OT BHITIONHEHUS IeJiel: KOMIIaHUH, OT/eNa,
coTpyaauka. OnpeseleHne KIF0UeBbIX TT0Ka3aTenei 5QheKTHBHOCTH.



