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BBegeHue

B coBpemMeHHOM 006LIecTBE UAET HEMpPepPbIBHbIA MPOLECC ABMKEHUS PabOTHMKOB,
HeobXoAnMbIA AN 3P(HEKTUBHOINO (YHKLMOHUPOBAHMSA PbIHOYHOW 3KOHOMUKWK, ee
ObICTPOro NPUCNOCOBNEHNA K U3MEHSOWMMCS YCIoBMAM. [103TOMY KaApOoBble BOMPOCHI
3aHMMat0T BaXKHOE MeCTO M TpebytoT 6onblMX 3aTpart Tpyga. B meTtognyeckom nocobumu
paccMaTpuBaloTCs HeobXoAMMble AOKYMEHTbl MpU TPYAOYCTPOWCTBE W npaBuna KX
O(hopM/IEHUS.

B CBA3WM C MPUHATMEM HOBbIX 3aKOHOB, YTBEPXXAEHMWEM HOBbIX [OKYMEHTOB
MosB/IIETCA MHOIO BOMPOCOB. ['paxkgaHe, nocTynarwolme Ha paboTy, NMPOCTO TepsAkTCs,
Korga ot HUX B pupmax TpebytoT pasHble AOKYMeHTbl. OHM Yalle BCEro He 3HaKOT, KaKow
06beM MH(OpMauun AomkeH 6bITb NpefcTaBneH oyayulemy pabotogaTtento. Bmecte ¢
TEM MMEHHO [AOKYMEHTbl MO /IMYHOMY COCTaBy MOATBEPXKAAKT MECTO M CTaX pPaboThl
rpaxgaH U WUMEKT MepBOCTENEHHOE 3HayeHWe ANA KaXAoro paboTHMKa (UPMbl Npwu
OpOpM/IEHNN NEHCUU N BO BCEX ClydasX, TPeOYOLWMNX NOATBEPXKAEHNS CTaxXa U MecTa
pabotbl. B Hebonbwnx dupmax odopmieHne npuvema Ha paboTy, MepeBOAOB,
YBOJIbHEHWIA, OTNYCKOB, KOMaHAMPOBOK, EC/IN HET CreLumanbHOro paboTHMKa No Kagpam,
BO3/1araeTcs Ha cekpetaps (CcekpeTaps-pedepeHTa).

[nsa npaBuUNbHOrO BefeHWA KapoBOW [AOKYMEHTauuMmM HeobxoguMmMo MOMUMO
HOPMaTMBHO-METOAMNYECKNX [OOKYMEHTOB MO [e/IoNpon3BOACTBY, XOPOLUIO 3HaTb U
MOCTOAHHO PYKOBOACTBOBATLCA 3aKOHOAATE/IbHO-MPaBOBbIMM akTamMu 0 Tpyae. Mpexae
BCero ato TpyaoBol Koaekc Poccuitickoin depepaumm € U3MEHEHUSIMW, BHECEHHbIMU
depgepasbHbIM 3aKOHOM DefiepanbHblid 3aKoH 0T 30 utoHa 2006 1. M2102-d3. OgHako, B
COOTBETCTBMM C TPyLOBbIM KOoAeKCOM P®d, opraHusaums npu yCTaHOB/IEHUU TPYAOBbIX
NMPaBOOTHOLUEHWNIA OMMpPaeTCst He TONbKO Ha CTaTbW camoro TpyAoBOro Kogekca, Ho 1 Ha
NHble (befepaibHble 3aKOHbI, B KOTOPbIX 3aTPOHYTbI BOMPOCHI TpyAa, YKasbl MNMpe3ngeHTa,
nocTtaHoBfeHNsa lpasuTenscTea PP, 3aKOHbI U WHble HOPMATUBHbLIE MPaBOBbIE aKThI
CybbekTOB (edepaumn, Ha TeppuTOPUM KOTOPOro OHa HaxoAWTCH, akTbl OpraHoB
MECTHOro camoynpas/iieHus, cofepxXaliue HOpMbl TpyAoBoro npasa. Kpome Toro
opraHu3auum n camu CO3[A0T JIOKa/IbHble HOPMaTMBHbIE aKTbl, COAepKaliune HOPMbI
TpynoBoro npasa. K HAM OTHeCeHbl KO//IEKTUBHbIE [Or0BOPbI, COrnaweHus, TpyaoBble
[0roBOpbI.

1. MopsiaoK ohopMNeHNsI AOKYMEHTOB MpKW NMpueme Ha paboTy

HecmoTps Ha MpakTUYeCcKM BCEOOLLYK [JOCTYNMHOCTb OCHOBHOM  MpaBOBOWA
MH(hopMaLMK, KacaroLleics TpyL0yCTPOCTBa, O0MbLUMHCTBO HALMX FpaXhaH ocTaeTtcs
topuanydecky 6e3rpaMoTHbIM Mpu noucke paboTbl. Kaszanocb 6bl, UTO He ABASETCH
COBCEM Y>X 60nbLUOM Npobnemont - 3aiTh B MarasvH 1 npruobpectn «TpyAoBOiM KOAEKC



P®», uUeHa KoToporo cocTasnseT okono 30 py6neid, waM  BOCMOMb30BATbCA
nHopmMaLmen, Nobe3Ho NPesoCcTaBNeHHOW Ha NPOCTOPaxX «BCEMUPHON MayTUHbI».

COBpeMEHHbIA  PbIHOK  TpyAa MepeHacbilleH  MOLUeHHVMKaMu,  Kenakowmmm
060raTUTbLCA, UCNOJMb3YSA «pabCKMin» TPy paboTHUKOB. OO 3TOM rOBOPAT YXe YyTb /in
HE M3 KaXAoro BbIK/KOYEHHOrO TefleBM30pa, HO BCerfja HaugyTtca Te, KTO MOBepuT
MOLLUEHHUWKaM, 1 ByayT YeCTHO TPYAUTLCA Ha UX 6naro.

OueHb 4aCTO MOCTyn/jeHWe Ha paboTy MNOXOXe Ha MNPeofosIeHNe MepeceyeHHO
MeCTHOCTM, KOTOPOe CMOCO6eH BblAepXKaTb He KaXKAablA. Ons CTYLEHTOB U BbIMYCKHUKOB
06513aTe/IbHO JO/MKEH HAYaTbCA HOBBI 3Tan B KU3HW - 3TO TPYAOYCTPOMCTBO Ha paboTy.
IMEHHO no3aToMy cnefyeT 3HaTb PS4 YCMOBMI U OCOBEHHOCTE npuema Ha paboty,
KOTOpbIA, Nocne BCex cobecefoBaHWA, HauyMHAETCHs C MNOJAYM COOTBETCTBYHOLLMX
[LOKYMEHTOB, a 3aKaHUYMBAETCA 3aMnnCbio B TPYLOBYHO KHUXKY.

OdopmneHne OOKYMEHTOB HOBOrO COTPYAHMKA NPU MPUeMe Ha MOCTOAHHYIO
paboTy NPOMN3BOAUTCA B CNefytoLLe nocnefoBaTe/IbHOCTH:

1 MNpepocTaBneHne pestoMme;

2. HanuncaHune 3asB1eHns paboTHUKa 0 Npveme Ha paboTy;

3. OtopmneHme aHKeTbl M aBTobMorpamm (OHOPMAAOTCA MO B3aUMHOMY COr1acuio
paboTHMKa 1 paboTogartens);

4. 3aK/no4YeHne TPYLOBOro AOroBopa;

5. i3gaHue npukasa o npreme Ha paboTy: YHUPUUUPOBaHHbIE POPMbI
Ne T-1 nnm Ne T-1a;

6. BHeceHwue 3anuncy B TPYA0BON KHUXKKE;

7. OhopMeHMe NMNYHOW KapTOUKN: YHU(ULMPOBaHHbIE (hopmbl Ne T-2,
Ne T-2rC(MC), Ne T-4;

8. OTKpbITME NULEBOro cyeTa (B byxrantepum).

NTak, Bbl ycnewHo npownu cobecefoBaHve M 06rosopuau ¢ paborogarenem
ycnosus Baweli paboTbl Ha HOBOM MecTe. [leno 3a MajbiM - 0(hMunasbHO ODOPMUTLCS
Ha paboTy. Kakue e JOKYMeHTbI A4/ 3TOr0 He06XoANMbI?

MacnopT

B nepByto oyepeab Bbl fO/MKHBI UMETH Mpu cebe o6LLerpaXkaaHCKMin nacnopt. B cnyyae
OTCYTCTBMSA NacrnopTa ero MoXeT 3aMeHUTb 4PYrov LOKYMEHT, Y40CTOBEPAIOLLMA Bawy
JMYHOCTb, B KOTOPOM ecTb Bawa thoTtorpagms, — 3arpaHnacnopT WAn BOAUTENIbCKUE
rnpasa.

Peructpauus no mecty npebbiBaHUA

OTfenbHO CTOWT CKasaTb O permcTpaumm no Mecty npebbiBaHusa. CornacHo TpyaoBoMy
Kofekcy paboTtofartesib He BMpaBe OTKasblBaTb B TPYLOYCTPOMCTBE rpaxkAaHUHY, He
MMEIOLLEMY PerucTpaumm, 3a UCKIKYEHNEM WHOCTPaHHbIX rpaxaaH. Ha npakTuke ke
KOMMaHUN peaKo MPUHUMAKOT Ha paboTy nepcoHan 6e3 perucrpauun, 0COBEHHO ecnu



OO/HKHOCTL NpeAnonaraeT maTepuanbHyH OTBETCTBEHHOCTb. CoBeTyeM Bam pelnTb
3TOT BOMPOC 3apaHee: BbIACHEHME OTHOLUEHWIA Ha cTaguu OhopMIeHNs Ha paboTy — He
NyYLWNiA cnocob fenatb Kapbepy.

TpynoBasa KHMXKa

OduumanbHoe TPYAOYCTPOMCTBO MOApPasyMeBaeT HauMune Yy COTPYAHUKA TPYLOBOWA
KHUWXKKMN (B COOTBETCTBMM COCT. 66 TK P® TpyaoBad KHUXKa AOMKHA ObiTb Y KaXA0ro
COTPYAHWKa, npopaboTaBLUEro B opraHu3aumm 6onee 5 fHei, ecnn 3T0 MecTto paboTsl
419 Hero ocHoBHoe). lNMomHuTe, 4TO paboTogaTenb He MMeeT npasa TpebosaTb y Bac
TPYOOBYH  KHWXKKY, €Ccnu B [aHHYl opraHusaunio Bbl  ycTpamBaeTecb Mo
COBMeCTUTENLCTBY. Ecnn 310 Balwe nepsoe mecto paboThl, cneyuanuct no pabore ¢
Kagpamun opopmunT An1d Bac Takoi JOKYMEHT.

MHH » neHcMoHHOe CBUAETeIbCTBO

[eicTBylolee 3aKOHOAATENbCTBO He 00A3blBaeT rpaXaaHWHa, He ABMAKOLWErocs
UHAVBUAYANbHBIM  NpegnpuHMMaTeNnieM,  MofyYyaTb  WHAMBUAYa/IbHbIA  HOMeEp
Hasnoronnatenblimka. CooTBETCTBEHHO, TpeboBaTb 0T Bac Hannuma MHH paboTogartens
He Bnpase. Ho ecnu Bac Bce e NpOCAT MpeAbsABUTb TakOW [LOKYMEHT, ero MOXHO
ObICTPO OPOPMUTL B HANIOFOBOM UHCMEKLMUM MO MECTY XWUTeNbCcTBa. A BOT 0(DOpMIeHME
CTPaxoBOro CBMAETENbCTBa FOCYAapCTBEHHOI0 MEHCUMOHHOrO CTpaxoBaHuA, ecnu Bbl
yCcTpavBaeTecb Ha paboTy Brepsble, — 370 3a60Ta paboTogarens.

[JOKYMEHTBI BOMHCKOrO y4yeTa

[OKYMeHTbl BOMHCKOFO Yy4eTa SABAAKOTCA 00A3aTe/IbHbIMU K MPeabABeHU0  AN1d
BOEHHO0653aHHbIX U UL, NOA/eXaLLNX NPU3bIBY Ha BOEHHYIO CNyXO0y (B Halleln cTpaHe
3TO MY>XUYMHbI B BO3pacte oT 18 po 27 net). Onsa npusbiBHUKOB 3TO YA0CTOBEPEHME
rpaXk4aHnHa, NoA/iexallero npusbiBy Ha BOEHHYIO Cy>60y. ['paxaaHe, npebbiBatoLyme B
3anace, [AO/DKHbl MNPeAbABUTL BOEHHbIA OWMET WA  BPEMEHHOE Y[0CTOBEpPEHME,
BblJaHHOe B3aMeH BOEHHOro buneta.

Avnnombl 1 cBUAETeNLCTBA

[lOKyMeHTbl 06 06pa3oBaHMMW, O KBa/IM(IMKALUM W HAUUUKU ChEeLMabHbIX 3HAHWI
HY>XHbl NpY  NOCTYNAeHUW Ha paboTy, TPebylowy crneunanbHbIX 3HAHWUIA WK
crneuuansHOMW MOAroToBKU. B cnydvasx, korga Bbl ycTpamBaeTecb Ha paboTy He no
cneunanbHOCTK, B TaKUX LOKYMeHTax HET He06X0AMMOCTH.

MeauumHCKasa KHKKa

MefunuMHCKasA KHMKKA HY>KHa TO/IbKO paboTHMKaM onpefesieHHbIX Cciep AeATeNbHOCTH
- TOprosnu, o06pas3oBaHWa, MefuuUMHbI, obuwenuta. OdopMnseTcs 3TOT AOKYMEHT
LLeHTpamMn rocyfapCTBeHHOro CcaHUTapHO-3NUAEMUONOTMYECKOr0 Haa3opa. [ToMHuTe,
4TO ecniv Bbl npeTeHayeTe Ha paboTy B TOProsse, AETCKUX 9



yupexaeHusx u T.n., TO OTCyTCTBME Y Bac MeaKHMKKM OyAeT NpUYMHOM 418 0TKasa B
oopmieHnn Ha paboTy.

B oTgenbHbIX Cnyyasax € YY4ETOM cneumgukn pabotbl TpyLoBbIM KOLEKCOM,
MHbIMW (hefepaibHbIMU 3aKOHaMK, yKaszaMu [lpe3ngeHTa Poccuiticko defepaumm u
nocTaHoBNeHUAMN MpaBuTebCTBa Poccuinickoin ®efepauun MOXET npesycmMaTpuBaThCs
Heo6X04MMOCTb MPeAbAB/IEHNS NPY 3aK/IKOYEHNN TPYLOBOI0 A40roBopa A0NoIHUTENbHbIX
[NOKYMEHTOB.

HanomnHaem Bam, 4TO nepeyeHb BCeX HEOOGXOAMMbIX ANA 3aK1HYEHUS
TPYZLOBOro [0roBopa [LOKYMeHTOB 3aKpennéH B TpyaoBoM Koaekce (ctaTba 65).
TpeboBaTb 0T Bac Kakue-nnbo fpyrve JOKYMeHTbl, He BXOAALWMe B 3TOT CIMUCOK,
paboTofaTeNb He Brpase.

1. NpepocTasneHue pestome

PesloMe - [OKYMEHT, cofepXalui KpaTkve cBefeHus 6uorpamyeckoro
Xapaktepa, MpeAocTaBisieMbld NALOM NpU  TPYAOYCTPOMCTBE. Pe3toMe  ABNAETCH
npefenbHO KpaTKoM M BMeCTe C Tem AO0CTaTOYHO MOJIHOWM CnpaBKOW O TOM, 4TO
npeacTaBnseTr coboi KaHAMAAT Ha AO/MKHOCTb B MPOMECCMOHA/IbHOM OTHOLUEHUN W
coumasbHOM acriekte. V3yuyeHue pestome fABNAETCH 0053aTeNlbHOM NpoLefypoin npwu
nogbope nepcoHana Ha N6yt LO/MKHOCTb.

Pestome cofepXuT:

- nepcoHanbHble AaHHble (P.N.0O., goMawHWiA agpec, TenegoH, faTa POXKAEHWUS,
cemMeliHOe MOJoXeHWe, rpaXaaHCcTBo);

- Uenb TpygoycTpoicTBa (yKasaHue [O/DKHOCTM, Ha KOTOPYK MpeTeHAyeT
KaHanaar);

- 0b6pa3oBaHMe (YKa3blBalOTCS B 06paTHOM XPOHOJ/IOrMYECKO NOocne0BaTe/lbHOCTH
HaVMeHOBaHMA BCeX Y4eOHbIX 3aBefleHNI, HaYnHas C NoCneHero Mecrta y4ebol);

- OnbIT paboTbl (CNNCOK MpeablgyLWwmx MecT paboTsl, BKIOYas paboTbl BPpeMEHHOro
XapakTepa, C yKazaHWem 3aHMMaeMbIX JO/DKHOCTEN 1 Aar);

- NpOoeccroHa/bHbIe HaBbIKW;

- 00LWecTBEHHAA AeATE/IbHOCTb;

- [OMONHWUTeNbHasA WHGopMauma (MHOCTPaHHbIe A3blKW, BOAWUTENbCKWE Npasa,
BO3MOXXHOCTb W/IN XKeflaHWe COBepLUaTh MOe3fKn B pamKax CnyXebHbIX 0653aHHOCTEW,
3HaHue MK, nnyHble KavecTsa u T.4.);

- pekomeHAaumu (C ykasaHvem hamuinin n TeneqoHoB).

Pe3tomMe npuobpeTaldT BCe GOMbLIYD MONYNSPHOCTbL B YC/MOBMAX MOWCKa
BO3MOXHOCTeli  TpyfoycTpoiicTBa. OCOGEHHOCTbIO AaHHOTO0 AOKYMeHTa sBNsieTcs
N3N0XEHNE CBefEeHU A O CBOEM 06pa3oBaHWM U TPYAOBOIA [eATeNbHOCTM B 06PATHOM



nopsake, HauyMHas C HaCTOALLEro MOMeHTa. B pestome MOryt 6bITb yKasaHbl Nt06ble
[0MNOJIHUTENIbHbIE CBEAEHUA O CBOMX MPOJecCUOHa/IbHbIX HaBblkax. B coOCTaB fAaHHbIX
0653aTeNlbHO BK/KOYAETCS WMH(OpMauuns, KOTopas MOXET MOBAUSATb Ha pelleHne o
NpuemMe Ha AaHHYH LO/HKHOCTb.
Mpumep ohopmeHns pe3tomMe NpeLcTasneH B NPUNO>KeHUN 1.

2. HanucaHue 3aseneHns paboTHMKa o npneme HapaboTy

3asBneHne 0 npuemMe Ha paboTy - 3TO AOKYMEHT, CcofepXaluidi npocboy
rpaxgaHnuHa O 3aK/IYeHMUM C HUM TpygoBoro fgorosopa. [aHHbIA  [OKYMEHT
oopMNsSeTCA NMYHO TPadKAAHWMHOM, NOCTynawwmM Ha paboTy, B COOTBETCTBUM C
(hOpMOiA, NPUHATON Ha NpeaNpPUATUKN (OpraHu3aumm).
[Nna 3a9BneHNA XxapakKTepHbIl CnefyroLlmne peKBU3NTbI:
afpecar;
- 3aaBuTeNb (HEOOXOLMMO MOSTHOCTLIO MPOMUcaTb UMA, OTYECTBO, (haMUInIO);
- HaummeHOBaHWs BUAA JOKYMeHTa (3asB/ieHue);
- TeKCT;
- MOANWUCL U pacwngpoBKy Nognucu;
- [iaTa cocTaB/lIeHus.

Ob6paseL, 3a9B1eHNa 0 npvemMe HapaboTy. CMOTPU NPUIOXKEHNE 2.

3. OhopmneHne aHkeThbl U aBTOoOMUOrpadmm

AHKeTa - 3TO OMNPOCHbLIA NINCT, CaMOCTOATENIbHO 3aro/IHAEMbIA OnpallnBaemMbIM
MO0 yKa3aHHbIM B Hem npasuiaM. HecmoTps Ha TO, 4YTO OHa ABNAETCA OLHUM U3
OCHOBHbIX [OKYMEHTOB JIMYHOIO Aefia, YTBepXAEeHHON (POPMbl aHKETbI He CYLLEeCTBYET.
3710 BCerga cobcTBeHHas pas3paboTka KOMMaHWW, M B 3aBUCMMOCTW OT TOr0, KakoMy
MoApasfeNnieHno Hy>XHa WMHQopmauma (cnyxxbe Kafpos, HOPUANYECKON cnyx6e, ap.)
3aflalolWMMN reHepasibHOe HanpasfieHWe BbICTYNAKT CNeunasncTbl 3TUX CTPYKTYPHbIX
eanHuL, (KagpoBUMKK, HOPUCTLI, Ap.).
[aHHbIN JOKYMEHT SiBNSieTCA 0606LaloWwmnmM 1 COAEPXKNUT BCe CBELEHMUS O COMCKaTesle.
AHKeTa 3anonHseTca OT pyku, 6e3 nomMapoK U ucnpasneHnin. [1paBuibHOCTb
N3IOXKEHHbIX B JINYHOM JINCTKE CBELEHWA NPOBEPANOTCA MO MpeACTaB/eHHbIM
JOKyMeHTaM. CouckaTenb MNOAMNMUCbIBAET 3arofIHEHHbIA JIMCTOK W CTaBUT  farty.
Ncnonb3oBaHue rpaMoTHO COCTaB/IeHHOM aHKETbI OTKpbIBaeT nepeg
3aMHTepecoBaHHbIMK PaboTHUKaMW.

OCHOBHbIe rpynmnbl BOMNPOCOB aHKETUPOBAHUSA:
1 O6was nHgpopmMauma. Ee MOXHO MOAy4MTb MOCPELCTBOM BOMPOCOB O NPaBOBOM
(UM, MeCTO >XWUTeNbCTBa, MpP.) U COUMANbHOM cTatyce MOTeHUManbHOro paboTHUKA,



YCNOBUAX €ro0 >XXM3HU, cnocobax KOHTaKTa ¢ HAM (HoMep TeneoHa, nenkepa, agpec, e-
mail n 1.4.).

2. WHdopmauma o nepcrnektuBax paboTbl KomnaHuu. [1paBunbHO Mofo6paHHbIe
BOMPOCbI MO3BOMAT MEPBOHAYa/lbHO 03BYYUTb Le/IM, MOTUBBI, MPOJECcCUoHaibHbIe
npuTtasaHna kaHamgata. ConoctaBfifs WHGpOpMaUU0 3TOF0 W MNPeALIecTBYHOLLErO
pasfena, MOXHO MPOrHO3MpPoBaTb MEepcrnekTUBbl PaboTbl COTPYAHMKA B KOMMAaHUWU,
onpefennTb afeKBaTHOCTb OLEHKM COMCKaTesieM camoro cebsl, CBOMX >XenaHun u
ambuumin,

3. IHhopmauus 06 ob6pasoBaHun 1 onbiTe paboThl.

4. Nuthopmarms 0 NpohecCnoHaNbHbIX HaBbIKaX.

5. IHdopmauwma o pekomeHzaLMsAX.

ABTOOMOrpagma - sTo LOKYMEHT, B KOTOPOM UYe/l0BEK CaMOCTOATeNbHO (OT
MepBoro /nuua) OMNUCbIBAET CBOW >XM3HEHHbIW NyTb. CocTaBneHne aBTO6GUOrpahmm
06bl4HO TpebyeTca npu TPYAOYCTPOMCTBE, MNpPU  OGOPMIEHUN [OKYMEHTOB A/
MONYYEHNSA TPaXKAAHCTBA UK ANS Bble3fa 3arpaHuLly.

OC06eHHOCTbIO HanmncaHns aBTobuorpagmm SBNSETCA TO, YTO COCTaB/SETCA OHa B
cBO6OAHOW (hopme, Ha 4uCTOM nmUcTe Bymarn (He pas3IMHOBaHHON), 6e3 HaBOAALMX
BonpocoB (rnoackaszok). CTpornx npaBun MO HanucaHWO aBTobuorpaun  He
CYLLEeCTBYeT, eCTb TO/IbKO pekoMeHfjauuu. Ho B nogobHOro poga aBToGMOrpapmax
HEYMECTHbl 3MuUTETbI, MeTadopbl M Apyrve TPOMbl, PasroBOpHas W MPOCTOpeyHas
aBTobuorpauax HeyMecCTHbl 3NUTeTbl, MeTaopbl WU Apyrve TPOMbl, pa3roBopHas K
NMpOCTOpeYHas nekcnka. EQMHCTBEHHOE TpeboBaHMe KaJpoBblX PAOOTHMKOB MOXET ObITb
CBSI3aHO C 60/1ee NOJHbIM NU3N0XKEHMEM TEX U UHBIX XKM3HEHHbIX (DAKTOB.

OCHOBHbIe MOMEHTbI, KOTOPbIe A0/HKHbI ObITh OCBELLEHbI B aBTOOMOrpagumn:

- (hamunng, nvs, 0TYeCTBO;
- 4UCO, MECAL, U rof POXAEHWNS;
- MoNy4yeHHoe o6pasoBaHue (rae, Korga, B KakmMx y4ebHbIX 3aBeAeHUsIX, N0 KaKoW

CneunanbHOCTH);

- Bpems Ha4vana TpyL0BOM AeATeNIbHOCTY;

- MPUYNHBI Nepexoa Ha Apyroe MecTo paboTsl;

- OTHOLLEHME K BOMHCKOW 06513aHHOCTU, BOMHCKOE 3BaHUeE;

- Ha/n4yue NpaBUTENIbCTBEHHbIX Harpag, MoOLWpPeHNIA;

- CBefleHWs 0 CEMEHOM MOJIOXEHUN N 6NIM3KUX POLCTBEHHMKAX;

- [fara cocTasfieHua asTobuorpauu 1 niM4Has NnoLNMCb COCTaB/IAEMOrO.

O6pasel, ohopmneHns asToouorpadum. CmMoTpu npuno>kexune 3.



4. 3aKNnyeHne TPyLOBOro Aorosopa

Tpy#oBO [OroBop - COrnawleHne mexpay pabortogarenem M pabOTHUKOM, B
COOTBETCTBMM C KOTOPbIM paboTofaTesis 0643yeTca NpefocTaBUTb PaboTHUKY paboTy no
006yCNoB/IEHHOW TPYAOBON (hyHKUMMK, 0becneuynTb YCNOBUA Tpygda, NPefyCMOTPEHHbIe
TpyposbiM KOAeKCOM, 3aKOHaMM WM WMHbIMW HOPMATUBHbLIMW MPaBOBbIMU aKTaMmu,
KONMIEKTUBHLIM [IOFOBOPOM, COrNalIEHUSAMWN, IOKa/IbHbIMW  HOPMATUBHbLIMU  aKTamu,
cofepXawMMmM HOpPMbl TPYAOBOrO MpaBa, CBOEBPEMEHHO W B MONHOM pa3Mepe
BbIM/Ia4nBaTh PaboTHMKY 3apaboTHYIO Mnaty, a paboTHUK 0653yeTCa IMYHO BbIMOMHATb
onpeenieHHy0 3TUM COrfalleHnMeM TPYAOBYHO (YHKUMIO, cobniogaTb AeNCTBYHOWME B
opraHu3aLmm npasuna BHYTPEHHEr0 TPYLOBOro pacrnopsgka.

CTopoHamu TpyA0BOro 4oroeopa ABnatTca pabortogaresib 1 paboTHUK (CT. 56 TK P®).

Kaxgblih paboTHMK npexpae 4em nognucaTb TPYAOBOM [OroBOp [LOSKEH
BHUMATE/IbHO 03HAKOMUTLCA C MNpefgnaraemMbiM emy [ANd MOAMUCAHUA TPYLOBbIM
[A0roBopoM (KOHTpakTOM). TpyAoBbIM KofeKcoM P® npegycmoTpeHa ob6s3aTefibHas
NMUCbMeHHas opmMa TpyLoBoro gorosopa. OH [O/MKeH ObITb MOANUCAH CTOPOHAMU W©
OLWH ero 3K3emnasap AOo/KeH ObiTb MepefaH HaHumartenem paboTHMKY. Ewé pas
3arnomHuTe, 4TOo TpPYyAOBOW [OroBOpP 0653aTe/IbHO [AO/MKEH CcojepXaTb CBeAeHuUs o
pasMepe TapuHOM CTaBKM (LO/HKHOCTHOrO OK/aja) Ha JaTy ero CocTaBNeHus, pasmepe
OCHOBHOIO W1 [ONOJIHATENLHOIO OTMYCKOB, PeXUme Tpyda U OTAblXa, OCHOBHbIE MpaBa U1
0653aHHOCTM CTOPOH, CPOKM BbIMnaTbl 3apaboTHOM Mnatbl.

OTcyTCTBME pasmepa Tapu(HON CTaBKM (JO/MKHOCTHOrO OK/aja) YacTto NMPUBOAUT
K TPYZOBbIM crnopam Mexgy paboTHMKOM W HaHUMaTeflleM KacaTe/lbHO pasmepa
3apnnarol.

3HalTe: YyCTHasd [OroBOPEHHOCTb MeX[y PaboTHUMKOM W HaHUMMaTeNleM He
SB/IIETCA OCHOBAaHWEM A5 MPUHATUA PeLLleHns B NoJb3y paboTHMKA, ecnin, Hanpumep,
LUTATHbIM pacnMcaHWeM OpraHusauMu YCTaHOB/IEHO Apyras, 3HauyMTe/IbHO MeHbLuas
cymma 3apnnaTtbl. Kpome Toro, paboTHMKY Heo6X0AMMO O3HAKOMWUTLCS W 3HaTb CPOKM
BbIiNnaTbl 3apabOTHOM MnaTbl, a TakKXe TO, YTO HaHMMaTeNb 006s3aH BbINa4yMBaTh
cpefHnin 3apaboToK 3a BpemMs TPYLOBOro OTMYyCKa He Mo3fHee AByX (paboTtarowmm Mo
KOHTPaKTy — OfHOr0) AHA [0 Havasna OTnycka.

B TpyaoBoM J0roBope yKasblBalTCA:

1 dammnunsg, nms, oT4eCcTBO paboTHUKA U HaMeHOBaHWe pabotogatens (hamunus, ums,
0TYecTBO paboToaaTens - PU3NYECKOro nnua), 3aKNHUNBLUNX TPYAOBON 10roBOp;

2. MeCTO paboTbl (C yKa3aHMEM CTPYKTYPHOrO NoApasgenieHuns);

3. faTa Havana paboTbl;

4. HaUMeHOBaHWe AO0/HKHOCTHU, CreymanbHOCTH, NPOGEeCCHMM C YKasaHUeM KBanngukalmm
B COOTBETCTBMM CO LUTATHbIM pacnuMcaHWem OpraHu3aumMm Wi KOHKpPEeTHas Tpyaosas

YHKLMS;



5. npaBa 1 0653aHHOCTN PabOTHUKA;

6. npaBa 1 06A3aHHOCTK paboTogarens;

7. XapaKTepUCTUKMN YCMIOBMIA TpyAa, KOMNEHcaunm n nbrotbl paboTHMKaM 3a paboTy B
TAXESbIX, BPe4HbIX U (U1N) ONACHbIX YCOBUSAX;

8. pexxum Tpyaa u oTabixa (ecv OH B OTHOLUEHWW AaHHOro paboTHMKa OT/IM4YaeTcs OT
00LMX MpaBu/, YCTAHOB/IEHHbIX B OpraHu3aLum);

9. ycnosua onnatel TpyAa (B TOM ynMcne pasmep TapugHOM CTaBKU UM AO/HKHOCTHOIO
OKnafa paboTHUKa, AonnaTbl, Ha46aBKM 1 NOOLPUTENIbHBLIE BbINMATh);

10. BMAbI W YCNOBWA COLMANBLHOIO CTPaxoBaHUA, HEMnoCPeACTBEHHO CBA3aHHbIE C
TPYLOBOWN AeATEe/IbHOCTbLHO.

3anpewaeTtca TpeboBaTb OT pabOTHMKA BbIMOMHEHMS PaboTbl, He 06YCNOB/IEHHOM
TPYZLOBbIM [OrOBOPOM, 3a WCK/OYEHWeM cfyyaeB, MNPefyCMOTPEHHbLIX HACTOALLUM
KogekcoMm v nHbiMKn (hefepasibHbiMK 3akoHamn (cT. 60 TK P®).

B cnyyae 3aknt04eHUA CPOYHOro (0T C/ioBa «CPOK») TPYAOBOro [0OroBopa B HEM
YKa3blBalOTCA CPOK €ro [encTBus U 06CTOATENbCTBO (MPWUYMHA), MOCIY>XUBLUMNE
OCHOBaHMEM [N 3aK/HYEeHUA CPOYHOro TPYAOBOr0 [0rosopa B COOTBETCTBUM C
HacToAwmMM Kogekcom 1 nHbIMKU pegepasibHbiMU 3akoHaMmu (CT. 57 TK P®).

TpyLoBOi [OroBOp BCTyMaeT B CWIYy CO [HSA €ro nognucaHus paboTHUKOM W
pabotogarefnieM, ecM WHOE He YCTaHOB/MEHO (efepasibHbIMM  3aKOHaMK, WHbIMU
HOPMATUBHLIMX MPABOBbIMW aKTaMuW WAWM  TPYAOBbIM [OrOBOPOM, /MBO CO [AHA
(bakTuyeckoro ponyuweHns paboTHMKa K paboTe C Begoma WaM MO MNOPYYEHWUHO
paboTofaTens uam ero npeacTaBuUTeNs.

PaboTHMK 06513aH NPUCTYMUTb K WUCMNOJHEHWUIO TPYLAOBbIX 06583aHHOCTEN CO [HS,
onpefeneHHoro TpyA0BbIM OrOBOPOM.

Ecnn B TpyaoBOM [OroBOpe He OroBOPeH [eHb Hayana paboTbl, TO paboTHUK
OO/MKEH MNPUCTYNUTL K paboTe Ha cregylowmnini paboumii feHb nocne BCTYMJeHUs
L0rosopa B cuny.

Ecnn  pabOTHMK He npucTynua K paboTe B YCTAHOB/IEHHbIA CPOK  6e3
YBOXWUTENbHbIX MPUYMH B TEUYEHME Hefenn, TO TPYLOBOW LOrosop aHHynupyetcs (CT. 61
TK PO).

TpyzoBble LOroOBOPbl HE MOTYT COZEPXKaTb YCNOBUA, CHMXKAIOLLMX YPOBEHb Mpas U
rapaHTuMin paboTHWMKOB, YCTAHOBJ/IEHHbIA TPYLOBbIM 3aKOHOAATENbCTBOM. Ecnv Takue
YC/I0BUS BK/IKOUYEHbI B TPYA0BOI AOr0OBOP, TO OHU He MOryT npumeHsaTbes (CT.9 TK P®).

TpyZoBOi [OroBOP 3aKNHO4aeTcs B MUCbMEHHOW (DOopMe, COCTaBNAeTCA B ABYX
3K3eMMNApax, Kaxabld M3 KOTOPbIX MOANUCLIBAETCA CTOpOHamu. OfUH 3K3eMnasp
TPYAOBOro A0OroBopa rnepefaercs paboTHUKY, APYron XpaHuTcs y paboTogdarens.

TpyaoBol [oroBop, He OMOPMEHHbIA Haanexawmm o06pa3oM, CyMTaeTcs
3aK/H0YEeHHbIM, ecin paboTHMK MpUCTYNuA K paboTe ¢ Begoma WaM NO MOPYYEHUIO
paboTtogartensa wan ero npefcrtasutens. Mpu gakTnyeckom gonyuieHMn paboTHUKA K



paboTte paboTogaTesib 0653aH OPOPMUTL C HAM TPYAOBOM AOTOBOP B MUCbMEHHOW (hopme
He No3f4Hee Tpex AHeN Co AHA (haKTMYeCKOoro fonyLleHns paboTHUKa K paboTe.

Mpn 3aKNOYEHUN TPYLO0BbLIX A4OrOBOPOB C OTAENbHbIMU KaTeropmusMm paboTHUKOB
3aKOHaMW Y UHbIMW HOPMAaTMBHbLIMY NPaBOBLIMU aKTamy MOXEeT ObITb NnpesycMOTpeHa
Heo6X0AMMOCTb COrlacoBaHUA BO3MOXHOCTM 3aK/t0UeHUs TPYAOBbIX LOrOBOPOB M60
MX YCNOBUA C COOTBETCTBYHOLMMW fIMLAMW WX OpraHamu, He SBAAIOLWUMUCS
pabotogaTenamMm no 3TUM [0roBOopamM, WAM COCTaB/ieHWe TPYLOBbIX [OroBOPOB B
6onbLUemM KonmyecTse 3k3emniapos (CT. 67 TK PO).

Uto penatb, ecnu paboTtofjaTenlb OTKas3biBaeTcA OQOPMIATL TPYAOBblE
NPaBOOTHOLLUEHNA?

Ecnn paboTogaTeNib OTKasbiBaeT B O(OPMIEHUU TPYLOBbIX MPaBOOTHOLUEHUMN,
Heo6Xxo4MMo:

- HanucaTb M OTNPaBWUTb 3aKa3HbIM MUCbMOM >Kanobbl N0 (HakTy HeoMopMJIEHUS
TPYAOBbIX MNPaBOOTHOLUEHWUI B [enapTaMeHT rocyAapCTBEHHOW WHCNeKuuMn Tpyga u
NMpoKypaTypy (pesynbTarbl UX NPOBEPOK MOMOTYT pabOTHUKY OTCTOATL NpaBsa B CyLe);

- nofjatb UCK B Cyf 06 yCTaHOBNEHUN (hakTa TPYLOBbIX NPaBOOTHOLLEHWI, BHECEHUA
3anucy B TPYAOBYK KHWKKY O Mpueme Ha paboTy M gpyrue Bawwy TpeboBaHWA
(Mpojo/MmKeHUs  TPYLOBbIX NPaBOOTHOLIEHWW, BbiMaaTa 3apnnatbl, YBOJIbHEHNE,
BO3MELLleHNe MOpabHOro Bpeaa n T.n.); ¢

- cobpatb [oKa3aTe/Ib,CTBA CBOMX MPaBOOTHOLUEHWNIA C HAHUMATE/NIEM: CBUAETE/IbCKUE
nokasaHus 5-7 4enoBek, [AOKYMEHTbl, KOMWW [OKYMEHTOB OpraHu3auuy C Ballei
MOAMWUCLIO WNWN afjpecoBaHHble BaM, BU3bl HAHUMaTeNd C Ballei haMuivein, onucaHue
paboyero mecta n pexxuma pabotbl, PNO, AOMHKHOCTM COTPYAHUKOB, OCOBEHHOCTU UX
paboymx MecCT, MpPOoeKTbl, Haj KOTOpPbIMW paboTaeT opraHM3aumMa WU Hag KOTOPbIMWU
paboTan KOHKPETHO PaboTHUK.

Ckayvaiite ob6pasel, MCKOBOro 3asBneHusi "O6 ycTaHOB/EHMM (haKTa TPYAOBbIX
MPaBOOTHOLUEHWNIA, BHECEHUA 3anuncy B TPYLOBYK KHWKKY O MPUEME U YBOJIbHEHUMU,
BbIMfaTe 3apaboTHOM Nnathl™.

Kpome TOro, MCKoBOe 3asBfieHWe B Cyf BaM 00s3aHbl 6ecniaTHO COCTaBUTbL B
afIBOKaTCKO KOHTOpe (CT.6 3akoHa "O6 agBoKaType" - NOMOLLb MO TPYAOBbLIM fAenam B
cyfiax nepBoi MHCTaHLUMKW - 6ecrnnaTHo).

5. N3paHve nprkasa o npueme HapaboTy

Mpuem Ha paboTy ogopmMasfeTca npukKasom (pacnopskeHuem) pabotogartens,
M3LaHHbIM Ha OCHOBaHWM 3aK/NHOYEHHOro TPYAOBOro gorosopa. CopepxkaHue npukasa
(pacnopsxkeHus) paboTogaTtens [LO/HKHO COOTBETCTBOBATb YCNOBUAM 3aK/IKOUYEHHOr0O
TPYA0BOro LOroBopa.

Mpukas (pacnopskeHne) paboTofatens O npuveMe Ha paboTy 06bABNSAETCA
paboTHUKY MOA pPacnucky B TPeXAHEBHbIA CPOK CO [AHS NOANUCaHWA TPYAOBOroO



porosopa. Mo TpeboBaHMio paboTHMKa paboTofartens 00s3aH BblgaTb eMy Haf/fiexalle
3aBepeHHYH0 KOMWI0 YKa3aHHOro nprkasa (pacrnopskeHus).

Mpyn nprveme Ha paboTy pabotogaTens 06f3aH 03HaKOMUTb PaboTHMKA C
[eACTBYIOLWUMN B OpraHu3auuy npasuiaMyM BHYTPEHHEro TPYAOBOro pacrnopsgka,
MHBIMW NOKa/IbHbIMWA HOPMAaTMBHbLIMW aKTamy, MMEKLWNMN OTHOLUEHWE K TPYLOBOWA
(PYHKLMN pabOTHMKA, KOMIEKTUBHBLIM LOroBOPOM (CT. 68 TK P®).

Ob6sa3aTenlbHOMY NpeABapuUTENbHOMY MeAULMHCKOMY OCBWUAETENbCTBOBAHMIO MPU
3aK/Ml0YeHUn TPYLOBOro [Orosopa Mnojgjexar /fuua, He [OCTUTWIKME BO3pacTa
BOCeMHaJUaTy fieT (a TakXKe WHble NULA B Cy4vasx, MPefyCMOTPEHHbIX TpPyLOBbIM
Kogekcom v nHbIMU (hefepanbHbIMI 3akoHamm (CT. 69 TK P®)).

Ana odopmneHns n ydyeta nud, NpUHUMaemblX Ha paboTy Mo TPyLOBOMY
LOroBOpY, MPUMEHAIOT [Be YHU(ULMPOBAHHbIe (OPMbl MpuKasa (pacnopsXkeHus) o
npueme Ha paboty: popmy Ne T-1 cocTaBnfeT L0, OTBETCTBEHHOE 3a NPUEM,

Ha 0HOro paboTHuMKa, Ne T-1a Ha rpynny paboTHUKOB.

Mpn ohopmneHnn npunkasa (pacnopsXxeHus) o nprveme paboTHMKa (0B) Ha paboTty
yKas3blBatoTCH HaVMeHOBaHue CTPYKTYPHOIO nogpasaeneHus, LO/MKHOCTb
(cneumnanbHOCTb, Mpodeccus), CPOK WCMbITaHWUA, ecnu paboTHWUKY YyCTaHaB/IMBaeTCH
MCMblTaHWe Npu npueme Ha paboTy, a TakKXKe YCMoBUA MpueMa Ha paboTy u xapakTep
npeactoswen pabotbl. MNpy 3aknoyeHUn ¢ paboTHUKOM (amu) TPYZOBOro A0rosopa Ha
HeonpejeneHHbI CPOK B pekBuanTax «fata» (popma Ne T-1) unu «lepuog paboTbi»
(bopma Ne T-1a) cTpoka (rpada) «rno» He 3anofiHAeTCS.

BusunpyeTca NpoekT npukasa B CrefyroLLlet nocneoBate/ibHOCTUA: PYKOBOAUTENb
KaZlpoBOM CNyXObl, PYKOBOAMTENb CTPYKTYPHOrO noApasfefieHuns, Kyaa Hanpas/iseTcs
nocTynawwunin  Ha paboTy, paboTHUK Oyxrantepuu, 3amecTUTENb PYKOBOAUTENSA
opraHusauun, Kypupyrowmin paboTy aHHOTo CTPYKTYPHOrO nojpasgeneHus.

B cnyyae HesBKM paboTHMKA 6e3 YBaXXWTE/NIbHOM NPUUYUHBI Ha paboTy B
YCTaHOB/IEHHbIN [eHb NPUKa3 MOXET ObITb MPU3HAH HeAeNCTBUTENbHbIM.
YHugpmuymposaHHasa gopma Ne T-1. CMOTpu NpuioxkeHue 4.

[JOKYMeHTbI 0popMNAITCA paboTHMKaMU O0TAeNna KafpoB 1 ByxranTepumn.

MepBblil 3K3eMNAsAP MNpuMKasa WHCNEKTOP CAYXObl KagpoB nepefaeT B CNyX0y
JOKYMEHTaUMN, 3anofiHAeT /IMYHY KapTouky (gopma Ne T-2 wmam Ne T-FC (MC),
3anucbiBaeT (pakT nprvema B TPYLOBYH KHVKKY B TOYHOM COOTBETCTBUM C TEKCTOM
npukasa, BTOPOW 3K3eMnnfp MoOMelaeT B JIMYHOE [en0, TPeTUin 3K3emnasp - B
Oyxranteputo, rae paboTHUKY npuceBamBaeTcs TabenbHblii HOMep (NpY HE0BX0AMMOCTN)
M Ha HEro OTKPbIBAETCH /INLLEBON CYET.

Takum 06pa3om, MOpsAAOK OOPMNEHUS LOKYMEHTOB Mpu npueme Ha paboTy MmeeT
Cnegywownin Bug: COTPYAHMK MofaeT pestome (ecnm 3TO HEO0BXOAMMO), 3asB/ieHuEe O
npveme Ha paboTy, aHKeTy (414 onpeaeneHHbIX BUAOB paboT) u aBTobMorpaguo (no
cornacuio paboTHMKa 1 pabotogartens), fanee ¢ COTPYAHWKOM 3aKnHoyaeTcs TPyAOBOWA



[0rOBOP, KOTOPbIA CMY>XWUT OCHOBaHWEM [15 W3LaHMA MpuKasa 0 nprveme Ha paboty
(opmbl Ne T-1 wmnm Ne T-la), 3aTeM COTPYAHWKOM OTAena KafpoB NPOM3BOAUTCA
3anucb B TPYA0BOIN KHUXKE (EC/IN COTPYLHUK YCTPamnBaeTcsa BrepBble - ee 0popmIIeHNe),
MOTOM 3aBOAUTCA M OPOPMIIAETCA INYHAA KapTouka coTpyaHuKa (hopmbl Ne T-2 nam Ne
T-2I'C (MC), Ne T-4), 1 OTKpbIBaeTCS NNLEBOI CYUET (B Byxrantepuu nocne noayvyeHus

Konuu npukKasa o npueme).
OopmneHne npuvema Ha paboty

 MocTynawwumini Ha paboTty 0683aH NpeacTaBUTb LOKYMEHTbI:

- NacnopT Win UHOW AOKYMEHT, YA0CTOBEPSIOLMIA TMYHOCTb

- TPYZOBYHO KHIDKKY

- CTpaxoBoe CBULETE/NIbCTBO 06513aTe/IbHOTr0 NEHCMOHHOIO CTPaxoBaHWs

- OOKYMEHTbI BOMHCKOIO yyeTa

- [OKYMeHT 06 06pa30BaHMK, O KBaSIMPMKALMA WM O HA/TNYMW CneLpasibHbIX
3HaHWI (NP NOCTYMNIEHMN Ha paboTy, TPEOYHOLLLYHO CneuyanbHbIX 3HAHWI
WM CrneumasibHON NOATrOTOBKM)

3ak/oueHne TpyA0BOro A0roBopa

BeccpouyHbIin TpyA0BOI A0roBop
(Ha HeonpeneneHHbI CPOK)

He OroBOpPEH CPOK ero
[lecTBMA, TO AOroBOpP
cuMTaeTcs 3aK/IHUHeHHbIM
Ha HeornpeeeHHbI CPoK

Jo nognucaHusa TpyaoBOro gorosopa
pab6oTtogartesib 0693aH 03HAKOMUTb
paboTHMKa NofA pOCMuCh:

TPYA0BOro pacnopsiaka
- VHbIMU JIOK&/TbHBIMU
HOPMAaTMBHbIMI aKTamm
- KONNEKTVBHbLIM [J0OrOBOPOM

CpOUYHbIin TPYA40BOI AOrOBOP
(Ha onpepgeneHHbIn CPokK
He 6osiee NATU NeT)

Korga TpyZoBble OTHOLLEHUSA
He MOryT 6bITb YCTAHOB/IEHbI

Ha HeornpeaeneHHbI CPoK

B COOTBETCTBUM CO CT 59 TK P®

Mpuem Ha paboTy ohopmnsaeTcs
npukasom (pacnopsixxeHnem)
(dbopma NeT-1)

— M3[aeTcs Ha OCHOBaHWM
3ak/NOYHEHHOT0 TPYA40BOro
porosopa

— 06bABNseTcA paboTHUKY MNOf,
pOCNNCH B TPEXAHEBHbIN CPOK

Cxema 10. OdopmneHne npuema Ha paboTy

2. OCOBEHHOCTU CTUTUCTUKN AENOBbLIX JOKYMEHTOB
B nto6om OOKYMEHTE Ba)XXHO C06f|f0,£l,aTb npaBuia rpaMMaTmnKn, KotTopasa He TO/IbKO

ABNAETCA 3NEMEHTOM  KYNbTYpbl,

HO U

BaXKHEMLIMM  ycnoBueM  3h(heKTUBHOIO



BO34eNCTBMA Ha agpecata. OWMOKM B TEKCTE, OMeyaTKW, OMUCKU - BCE 3TO CHWMKAET
06LWMI KY/NbTYPHbIA YPOBEHb TeKCTa, OTPULATE/IbHO B/MSET HA KayeCTBO BOCMPUATUA
cofepXKaLLencs B TeKCTe UH(opmMaLun.

BosibllOe 3HayYeHWe WMeeT Takxke CTUAUCTUKA peyn [enoBoro AOKyMeHTa. B
ouLManbHbIX AOKYMEHTaxX MpPUMeHseTcs ouumnanbHo-AeoBo cTuib. OduumanbHo-
[eN0BOW CTU/b - 3TO (PYHKLMOHaNbHasA pPasHOBMAHOCTL fA3blKa, MPUMeHsiemMas B ciepe
ouuManbHO-AeN10BbIX OTHOLLEHWIA 1 YNPaBIeHUS.

OCHOBHbIe TpeboBaHUA, NpeabABAseMble K 0L ManbHO-4eI0BOMY CTUMIO
PaccmMOTpUM OCHOBHbIE TpeboBaHWA, MpeabsABseMble K OpUUNanIbHO-Ae/10BOMY CTUO
[eN1I0BbIX JOKYMEHTOB:

1. CTaHjapTuM3auna M3N0>KEeHWUs, OCHOBaHHaf Ha WMCMONb30BaHWM OOMbLLIOTO
KO/INYeCTBa TEPMUHOB, 0O60POTOB, A3bIKOBLIX (DOPMY/I, KOTOpPas 0XBaTbiBaeT BCE YPOBHU
A3blKa - JIeKCUKY, Mopgonornto, CcuHtakeuc. CraHfapTv3aums  [efioBoW  peun
3HaYMTeNbHO MOBbILIAET MH(POPMATUBHOCTb AOKYMEHTOB, CMOCOOCTBYET UX MOHMMAaHUIO
M ONTUMU3ALUY JOKYMEHTOOOO0POTA B LIE/IOM.

2. HeliTpasibHbIN TOH W3N0XXEHUS - HOpMa 0hMLManbLHOI0 [en0BOro 06LeHus,
KOTopas MNposB/AeTCA B MakKCUMaibHO CTPOroM W CLEpXXaHHOM XapaKTepe W3/I0KeHUs.
HelTpanbHbIA  TOH  WCK/OYaeT  BO3MOXHOCTb  YNOTPE6/eHUS  3MOLMOHA/bHO
OKpaLleHHbIX A3bIKOBbIX CPEeACTB, JIMYHOCTHbIX U CYObEKTUBHbLIX CYXAEHWIA N OLEHOK.
AmMoumn B [OefIoBbIX [AOKYMeHTaX [OMYyCKalTCA OrpaHuWyeHHO (MpurnalleHus,
KopnopaTtuBHble Mno3gpasfieHns u Ap.). Llenb 60/bLIMHCTBA [OKYMEHTOB - Yy6eauThb
afipecara, 3auMHTepecoBaTb €ro [eincTBoBaTb B HY)XHOM HanpaeieHWW, AOCTUraemas He
A3bIKOBbIMY (hOpMamu, a CoLlepXKaHueM.

3. AACHOCTb, TOYHOCTb, ONPeAeNeHHOCTb, OAHO3HAYHOCTbL U eanHoobpasue
(hopMyMPOBOK. [LOCTUralTCsA, B OCHOBHOM, 3@ CYET MpPaBU/IbHOCTU KOMMO3ULNOHHOW
CTPYKTYpbl TeKCTa, JIOTMYHOCTM, MNPOAYMAHHOCTM W YETKOCTU  (hOPMYIUPOBOK,
OTCYTCTBMSA 06pa3HbIX BbIPAXKEHWIA.

4. JTaKOHUYHOCTb M pasyMHasd KpaTKOCTb B U3N0XKEHUN TeKCTa, CBA3aHHaA ¢
TpeboBaHWEM YMeHblLUEHMEM oO6bema TekcTa. WCKIYaeT peyveByr0 W36bITOYHOCTD,
HeonpasAaHHble MOBTOPbI, U3NULLIHME MNOAPOGHOCTWU. [pu 3TOM, COAepXKaHue LOSHKHO
ObITb y6efuTeNlbHbIM W aprymMeHTMPOBaHHbIM. TOYHblE AaTbl, GeccriopHble (akTbl U
BbIBObl - 0053aTe/IbHOE YCN0BMe OPULNAIbHO-AE/I0BOr0 CTUNS.

5. Wcnonb3oBaHue A3bIKOBbIX (POPMYN - YCTONUMBLIX (LWABMOHHBLIX) 060POTOB,
MPUMEHSIEMbIX B Hen3MeHHOM Bufe. Kpome BbIpaXXeHWs TUMOBOr0 COAEPXaHWUA OHW
HepeAKO BbICTYNatOT KaK OpUANYECKM 3HAYMMble KOMIMOHEHTbl TeKCTa, 6e3 KOTOpbIX
JOKYMEHT He MOXeT o06nafaTb AOCTaTOYHOM HPUANYECKOW cunoi. Tpumepbl 4acTo
MCMOJIb3YEMbIX S3bIKOBbIX (DOPMYII:

[0 CoobLiaeM, 4TO B nepuog c... no ...;



[0 CoobLiaemM, 4TO MO COCTOSAHUIO HA ...;

[0 Hanpasnsiem Bam cornacoBaHHbIN ...;

O MNpocum Bac paccMoTpeTb BOMPOC O ...;

[0 MpoBepKoOW yCTaHOBNEHO, YTO ...;

[0 B cBA3K C OTCYTCTBUEM (PUHAHCOBOMN NMOMOLLMN...;
[0 B CBA3K CO CNO>KHOIN 3KOHOMUYECKOW cuTYyaumei ...;
0 B cooTBeTCTBUMN C Bawnm nuceMom ...;

[0 B nopsigke NpoBeAeHMsi COBMECTHOMN paboThl ...;
[0 B cOOTBETCTBUN C NPOTOKONOM ...;

[0 B nogTBep>KaeHne LOTOBOPEHHOCTMU ...;

OO0 MapaHTunpyem BO3BpaT KpeauMTa B CymMme ...;

0O OnnaTy rapaHTUPYEM ...;

0 KOHTpOnb 3a BbIMO/HEHWEM BO3/laraeTca Ha ...;

[0 HanpaBnsgeMm HapacCMOTpPEeHUe Ny TBeP>KAEHME...

6. Mcnonb3oBaHne npodeccMoHanbHOM W creunanbHoOW NeKcuku. ToHATHe
«CrneunanbHasa NeKcnKa» OTHOCUTCA K TpeM KaTeropusam C/ioB:

TepMuH - CNOBO WM CNOBOCOYETaHWE, KOTOPOMY MPUMUCAHO OnpedeneHHoe Uau
cneunanbHoe MoHATMEe. COBOKYMHOCTb TEPMMHOB OTAE/IbHOM 06M1acTh 3HAHUI WK
NPO(eCcCMOHaNbHOW  [eATe/IbHOCTU Ha3blBaeTCs  TEPMUHOMOTMNEN. TepMuHbI,
NCMonb3yemble B YNpPaBNeHYECKON  AOKYMeHTauuW, AO0/KHbl  COOTBETCTBOBATb
AENCTBYIOLWNM  TepMUHONOrMYeckuM  cnoeapssm  u  FOCTam. BaxHo, u4TO6bI
ynotpebnsemble TEPMUHbI ObIIM NOHATHbLI agpecaty. B cnyyae COMHEHMA BO3MOXHO:
[aTb ohmuManbHOe OnpefesieHne TepMUHA UK pacluM@poBaTb ero 3HayeHue CnoBamm
HEeWTpasbHOM NEKCUKKN, 3aMEHUTb TEPMUH Ha OOLLLENPUHATOE BbIPaXKEHME.

MpodeccnoHanusm - Heo(hMLManbHbIiA 3aMeHUTeNb TEPMUHa.
[MpotheccnoHann3Mbl BO3HUKAIOT B C/lydae, Korfa cneuyuanbHas 061acTb AeATe/IbHOCTY
He MMeeT COOCTBEHHOW TepMuHonormn. Tlofo6HbIE CMOBOO6GPa3oBaHUS  MOryT

MPUMEHATBLCA TOJ/IbKO B yCTHOI7I peyn, nx ncnosib3oBaHe B A€NO0BbIX AOKYMEHTaxX HE
XenaresbHo.

YKaproHHo-nNpogeccroHanbHble CoBa - BUA NPOECCUOHANILHOTO NMPOCTOPEUbS
MX UCMO/Mb30BaHME B NHOObLIX OMULIMANIBHBIX CyYasxX He JOMyCTUMO.



7. MpUMeHEHNe NEeKCUYEeCKUX U rpadmyecknx CokpalweHuin. PasnuyatoT aga
OCHOBHbIX BUAa COKpaLL,eHUs COB:

Jlekcnyeckmne cokpauweHus (abbpesmaTypbl) - COKpaleHus, 06pa3oBaHHble U3
nepBbIX OYKB CMOB (CNOB, BXOASLLNX B C/IOBOCOYETAHME) M NPOU3HOCUMbIE MPU YTEHUN B
COKpalleHHOW, a He nonHoil opme. Hanpumep: CHI, OO0, MUC, IOCT, I'YM,
rnasoyx, NeAMHCTUTYT, creuHas v ap.

Ecnn npyn 4TeHUM coKpallleHne NPOU3HOCUTCA B MOMIHOW (hopme (Hanpumep: T.e. -
«TO eCTb», a He «Te»), TO 3TO rpadnyeckoe cokpallieHue, 06pa30oBaHHOE yCeYeHneMm
C/I0B N 0603HaYeHHOEe TOYKaMM, KOCOM YepTou, aeducom. Hanpumep: MAH., MAPA., KM.,
KB. M., N/n, 10.-B. 1 p.
B [enoBbiXx [OKYMeHTax [OMnyCKaeTCA WCNo/b30BaHMe TOMbKO O(ULMabHO
MPUHATLIX COKpalLeHUin, 0603HaYeHUn M TepMUHOB, KOTOPble 3aKpernsjeHbl B
FOCTax n «CnoBape COKpalleHnin pyccKoro sisblka» (nod ped. .M. Anekceesa).
MpuMepbl 4aCTO BCTPeYatoWwmxca 06LenpUHATLIX COKPaLeHNn NpeAcTaBneHbl B
Tabnuue 1
Tabnuua 1 - OOWeENpPUHATHLIE COKpaLLeHUs, UCMNO/b3yeMble B TeKCTax
[eN0BbIX JOKYMEHT OB

CokpalyeHne  Croso CoKpalleHune CnoBo
(cnoBocoyeTaHue) (cnoBocoyeTaHuMe)

CM. cMoTpY rp., rp-H, rp-He rpaXkaaHuH,
rpaXkgaHe

cp. CpaBHU r-Hy, r-xe rocroAuHy, rocnoxe
(pekomeHayeTca  He
coKpaLllaTb)

3K3. aK3emnaap aen. aenyTat

CTp. cTpaHuua roc. rocyfapCTBeHHbI

eXelH. eXXeJHeBHEBHO roc-Bo rocyfapcreo

n ap. n opyrue oyn. oynbBap

nT.A N Tak fanee M/p MUKpOpanoH

nonn. ponnap 0671 obnactb

p., pyo. pyosb r. ropog

ThIC. pYyo. TbiCAY py6siein nep. nepeysnok

B., BB. BEK, BEKa np. MPOCNEKT



3aknoyeHme

Takum 06pa3om, AOKYMEHTbl, COCTaB/sieMble MpU TPYAOYCTPOMCTBE, HE UMET
YETKUX O(ULMaNbHO YCTAHOB/IEHHbIX TpeboBaHW K MX 0(opMeHUt0. OOBbIYHO OHWU
onpefeneHbl KaxAoW opraHusauuein B OTAENbHOCTM WAM  OOWUMKU NOAXOAamMn K
OPOpPM/IEHNIO [OKYMEHTOB: WCMOJIb30BaHWe Oymaru CBET/IbIX TOHOB, TPamMOTHOCTb
oopmeHns, OTCYTCTBUE UCNPaBNEHUIA N T.[.

3anBfieHVe N3 BCeEX NpeACTaB/IeHHbIX LJOKYMEHTOB MMEET Hanbosnee 3aKpensieHHYHo
(hopMy, COOTBETCTBEHHO U TPeOOBAHUSA K HEMY 60/Ee >KECTKME.

AHKeTa cocTaBngetca pabotogaTtesieM, Mo3TOMy ero O(OpPM/IEHME 3aBUCUT OT
Lieneid, KoTopble CTaBUT nepeg cobor gpupma npu Habope nepcoHana.

ABTOGMOrpagMa MMEEeT OTHOCWUTENIbHO CBOOOAHYHO QopMy, HO W Mpu ee
HanucaHuu cnefyet cobnwogatb onpeaesnieHHble TpeboBaHWA W He npeBpaliatb
MH(OPMALMOHHbIV LOKYMEHT B COYMHEHME, N300MNYIOLLEe aNUTETAMM U MeTaopamu.

OfHUM 13 Hambonee BaXHbIX ABNSETCA COCTaB/eHWe pe3tome. VIMEHHO W3 Hero
paboTogaTesib Y3HaeT OCHOBHYIO MH(OPMALMIO O COUCKaTesNle, MO3TOMY pe3toMe LO/IHKHO
ObITb CTPYKTYPMPOBAHO.

Takum 06pa3om, TpeboBaHUS K COCTAB/IEHUIO LOKYMEHTOB, HEOOXOAUMbIX Mpu
TPYLOYCTPOWCTBE, HE CNOXHbl A4/ MOHUMAaHWA U YCBOEHUS, a UX 3HaHWE BaXXHO A/1A
pabOTHMKOB He TO/IbKO OTAesna fenonpoussoactsa. OpveHTUMpOBaHWe B 3TON TeMe AaeT
NIOAAM BO3MOXKHOCTb MPeTeH40BaTb Ha NyULLMe U3 XelaeMblX JO/MKHOCTEN.



MNMpunoxeHne 1
O6paseL, BapnaHTa pestome

PE3IOME

®.1.0.: VBaHoBa [apbs AneKceeBHa

JaTta poxaeHua: 04.08.19S3.
CeMeliHOoe MOMOXEHWE: 3aMY>eM, NMeto A04b (6 fiET:).

Appec: r. EkanepuHoypr. yn.LlBe TouHas, 8. k.42
KOoHTaKTHasa nHgopmayms:

MOGUbHbIN TenedoH: 3-099-305-67-05.

e-mail: lvanova'fimailLni.

Ob6pasoBaHue:

- ¢ 2010r. - YpanbCKuii rocyfapCTBEHHbIN 3KOHOMUYecKniA yHuBepcuTeT, JILLIiv,
CNeuManbHOCTb «(hMHAHCbI M KPEAUT»: B HACTOSILLEE BPEMS YUYCb Ha 2 KypCe 3a04HOro
OTAeNeHuns:

- 2003-2007rr. - EKaTepuHOYPrcKNini -~ TOProBO-3KOHOMWYECKNIA  TEXHUKYM,
CNeunanbHOCTb «3KOHOMUKA U BYXranTepcKuid yueT»; UMEK AUNJOM O NPUCBOEHUN
KBaMurkauumn dyxrantep;

- 1995-2003rr. - 9 KnaccoB cpefHein wWKoabl Ne 15 (C yrny6neHHbIM M3yYeHWEM
MaTemMaTuKn 1 pusmkmn) r. EkanepmnHoypra.

OnbIT paboTbl:

- 12.09.2011 - 29.03.2013rr. - OAO «MEIMKOMBAHK», 3aHuMana fonXHOCTU
3KOHOMMCTA; CTapLUero 3KOHOMUCTa B KPeAUTHOM OT/ESNE;

- 07.12J2009 - 09.09.2011rr.- OOO «¥YnpasnsawLaa KomnaHna «Pagyra», 3aHumana
LO/MKHOCTb 3KOHOMMCTA MO LIEHaM.

JononHnTenbHble CBEAEHUS:

- @HIUACKUIA A3bIK - 6a30BbIli YPOBEHD;

- onbIT pa6boTbl HalMK B nporpammax: Windows, MS Office, Outlook, Internet, RS-Bank
- Befy 340pOBbIii 06pa3 XM3HW, NOCELLLA0 TPEHAXKEPHbIN 3aU1, 6acCeiiH;

- JINYHble Ka4yecTBa: aHa/IMTUYECKMWIA CKNaf yMa, BHUMATeNbHa, UCMONHUTENbHA, YMEKD
06LLaThCA C IabMU.

01 anpens2013

(nM4yHas noanwuchk)



MpunoxeHune 2
O6paseL, 3aaB/IEHNA 0 NpUemMe Ha paboTy

["eHepanbHOMY AMpPEKTOpY
OAO «Canot»

B. A. Cton6osy

oT IBaHOBa /1BaHa /IBaHOBK YA,
NPOXXNBAKLLEro No agpecy:

r. Mocksa, yn. 'opoackas,
A.00, k8. 000

3asiBNIeHne

MpoLly NPUHSATL MeHs Ha PaboTy B 9KOHOMUYECKMIA OTAEeN Ha JO/MKHOCTb 9KOHOMUCTA C
00.00.0000.

[aTa

Moanuck



MpunoxeHne 3

Obpasey, ohopmieHMNA aBTobMOrpagmm

ABTOBUNOTIPADP A

A, WeaHoB WBaH WMBaHOBMY, poguncs 5 saHBaps 1988 roga B ropoge Kapck, CBepf/sioBCKOWA
obnacTwn, B ceMbe paboumx.

B 1995 rogy nowen B 1 knacc CpefHeii wkonbl /b 17, 1. Kapcka, KOTOpPYH YCMELHO 3aKOHYU B
2005 rogy.

C 2005 no 2007 rofbl Haxoguncs e psgax Poccuiickoit apmum, rge 3aKOHYMA MOMKOBYH LLIKOMY
Cep>KaHToB M nosy4nn 3saHne Cep>KaHT.

C 2007 roga paboTan B 0TAene oxpaHbl Kapckoro anekTpoTexHuyeckoro 3asoga (OOO
«K3T3»).

XXeHaT. CocTas ceMbU:
XXeHa —VBaHoBa [apbsi AnekceeBHa, 1988 rofa po>kaeHus, byxrantep OO0 «KIT3».

CbiH —V1BaHoB Ceprein MiBaHoBuY, 2009 rofa po>kaeHus, nocewaeT LeTCKUiA cag.
Mot agpec:

yn. Mupa, g. 14, ks. 2,

r. Kapck,

CBepAnoBCKO o6nacTu

Ten. 8-099-305-67-05

01 wons 2013 .

(NnyHas nognuce)



MNMpunoxeHne 4
YHupuumposaHHasa gopma Ne T-1



MpuHATL Ha paboTy:

TabGenbHblit
Homep

®amunus, MMA, 0T4ECTBO

PykoBoAMTeNb OpraHn3aLnm

lMpunoxeHune 5
YHupuumposaHHasa opma Ne T-1a

Homep fokymeHTa [DaracoctasneHns

(pacnopsxeHue)
onpueMe paboTHWKOB Ha paboTy

OcHoBaHMe: C npukasom
TpyA0BOIi 43r0BO| Mepuoa pacors! (pacnopsxeHnem)

CrpyKTyDHOE LONXKHOCTb (CNewuanbHoCTs, Tapuduan PYA A P Venwiranme P agomm(

PyKTyp npodeccus), paspsj, knacc cTaeKa (oknag), Ha CpoK, p
nogpaspaenexve Hap6aska, 03HaKOM/IEH.
(kaTeropus) KsanupuKayum HoMep fata c no MecsiLes
py6. Nuynas noanuch.
Nata
4 5 6 7 8 9 10 "

(Aonrnocra) [Trbasarcaawal (pacnuwhposna nognuck:)



