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Ilnan paboThl KagAPOBOH CJIYKOBI
Ha 2017 roa

3apaun:

1. CoBepiieHCTBOBaHHE MPOLIECCOB yIPABJICHHUS;

2. ITox6op, oTOop, mpruem Ha paboTy U paccTaHOBKA KaIpOB;
3. YueT muuHOrO coctaBa pabOTHHKOB;

4. Benenue KaipoBOro AeJI0NPOHU3BOJICTBA;

5. Ocy1mecTBiIeHHE BOMHCKOIO y4Y€eTa.

Ne Cpokn
Conepxanue padboTbl OTBeTCTBEHHBbIE
n/n HCIIOJIHEHHSH
1. Pa6oTa mo noabopy nepcoHajia
1.1. | Onpenenenune TeKyme# MOTpeOHOCTH B KaJpax ITocTostHHO Massuesa 1O.C.
1.2. | Ioxbop cnenuanmucToB myteM B3auMozeicTsus ¢ Llearpom | o Masnesa 10.C.
3aHATOCTH HaceJIeHHs, HHHOPMHPOBaHHEM paOOTHHKOB HEOOXOIMMOCTH

yUpeXIeHUS 00 UMEIOIUXCS BAKAHCHSX.
Pasmemenne cBOOOOHBIX BaKaHCHH Ha calTe KoJUIemKa

2. PaboTa ¢ npuka3amMu

2.1. | JHokyMmeHTabHOE 0opMIIEHHE IPUEMA, IEPEBOIBI H [TocrostHHO Masuesa 10.C.
YBOJIbHEHHSI pAOOTHUKOB B COOTBETCTBHH C TPYJIOBbIM
3akoHOHaTebcTBOM PK

2.2. | JlokymMeHTambHOE 0GOPMIICHUE NOIIAT, 3aMELICHHE [TocrostHHO Massuesa 10.C.
COTPYIHHKA OTCYTCTBYIOIIETO MO 00JIE€3HH, HAXOIAMIETOCS B
OTITyCKE U APYT'HM YBa)XKHTEIbHBIM IPHYHHAM 4
00CITy>KHBAIOIIETr0 U Y4eOHO-BCIIOMOTaTeNIbHOIO IIEPCOHAIA.
2.3. | OdopmiieHHE NPHKA30B 10 JIHYHOMY cocTaBy (J1\c), ITocTostHHO Masnesa 10.C.
OCHOBHOM JIeATEIHHOCTH (0/11), a TaKXKe MPUKA30B JPYTHX
kateropuit (AX]I)
2.4. | Yuér u peructpanys U3JaHHBIX IIPHKA30B B )KypHaIax [TocTosiHHO Massuesa 10.C.
pEruCTpalyy
2.5. | CBepka H3JaHHBIX IPHKA30B ¢ OyXranTepuei ITocTostHHO Mansnesa 10.C.
[latnosa IO.I'.
2.6. | CBepka mpHKa3oB II0 epeade JacoB ¢ yueOHoi qacTeio 1 | [locTosiHHO Massuesa 10.C.
3209HBIM OTACIICHUEM HpyxunuHa T.B.
daiipy3osa 3.P.
2.7. | OtnpaBneHne MPAKa30B KaTETOPHH yKa3aHHBIX B 11.2.3. ITocTostHHO Massnesa 10.C.
TepeBo UMKy Ha NEPEBOJI HA FOCY IAPCTBEHHBIH A3BIK bakxumesa I'.3.
2.8. | O3nakomiieHHe (IO POCIUCH) PaOOTHUKOB C IIPHKa3aMu ITo Massuesa 0.C.
HEOOXOIMMOCTH
3. TpynoBoii 1orosop
3.1. | INoaroroBka # 0popMIICHHE TPYAOBBIX JOrOBOPOB C ITpu npuéme Ha | Manbnesa 10.C.
paboTHHKaMH B cooTBeTCTBHH ¢ TpynoBeM Kogekcom PK paboty
3.2. | Yder u perucTpanus TpyIOBBIX JOrOBOPOB B )XypHaJle ITocTosiHHO Masnesa 1O.C.
Paspatorank Manbuesa 10.C. HHCnekTop 1o Kaapam 26.12.2016
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3.3. | [oxgroroska u opopmieHue J[ONONTHATENBHBIX cornamenui | Ilo Massuesa 10.C.
K TPYZIOBBIM JIOTOBOPAM, B CBSI3H C H3MEHEHHSAMH YCIIOBHH | HEOOXOIMMOCTH
TpYy/Za WK IEePEeBOZE COTPYAHUKA Ha APYTYIO JO/DKHOCTD H
hik
4. Pabora ¢ 1H4HbIMH KapToukamu (popma T-2)
4.1. | Benenue u y4€T TUYHBIX KAPTO4YECK B COOTBETCTBHH C [TocTositHHO Massuesa 10.C.
YCTaHOBJICHHBIMH TPEOOBAHHSIMH
4.2. | CBoeBpeMeHHOE BHeceHHe B yHH(HIEposaHHyo Gopmy T- | Ilo Masnesa 10.C.
2 BCEX TEKYIIMX M3MECHCHHMH HEOOXOIMMOCTH
4.3. | Benenue y4eta oTIycKOB (IpaduK OTIIyCKOB) ITocTossHHO Masnesa FO.C.
5. Pa6oTa ¢ JIMIHBIMH AeJIaMH
5.1. | OdpopmiieHHE H BEACHHE THYHBIX ICTT ITocTossHHO Massuesa 10.C.
5.2. | IIpoBepka MMYHBIX €] M NOArOTOBKA BEAOMOCTH 110 ExexsapransHo | Mansnesa 10.C.
HEIOCTAIOIIMM JOKYMEHTaM B JINYHBIX J€JIaX COTPYIHUKOB
5.3. | BocnonHeHHE BCEX HEAOCTAIOIMX JOKYMEHTOB ExexsapransHo | Mansnesa 10.C.
COOTBETCTBEHHO BEJOMOCTH IIPOBEPKH
5.4. | Benenne ayihpaBUTHON KHUIH [locTossHHO Mansnesa [0.C.
6. TaGesn yuéra pabodero BpeMeHH
6.1. | Odopmienue u cocraBienne Tabens yuéra paboyero ExxenHeBHO Maisnesa 10.C.
BPEMEHH COTPYAHHUKOB
6.2. | IIpemocraBnenue Tabens B Gyxranrepuio 20-24 gucna Mansnesa FO.C.
KaXJI0ro
Mecsna
7. BosibHMYHBIE JHCThI
7.1. | 3anonmenne npenocTaBieHHbIX pabOTHHKAaMK GONBHAYHBIX | ExxeMecsaHO Massnesa 10.C.
JIUCTOB ¥ y4YET M PETHCTPALIUs HX B XXypHaJle
8. OTnycka
8.1. | ITomroroBka m yTBepXKAeHHE rpaduka oTmyckos Ha 2018 10 20 nexabps | Mamsnesa FO.C.
rof TEKYyIIEero roaa
8.2. | Ormerka 06 OTITyCKe B JINYHOM KapTOYKEe COTPYAHHKA [TocTossHHO Massnesa 10.C.
9. TpynoBasi KHHIKKA
9.1. | BHeceHne B TPYAOBYIO KHIKKY HEOOXOMMBIX 3alHCeH [TocTossHHO Massuesa 10.C.
9.2. | IloaroroBKa H Bbla4a KOIHHM TPYAOBBIX KHHXKEK Ilo Masuesa }O.C.
HEOOXOJMMOCTH
10. Jo/:KHOCTHBIE HHCTPYKIIHH
10.1. | OdopMiIeHHE AOIDKHOCTHON HHCTPYKIIHH C pAOOTHHKOM IIpu npuéme va | Mamsnesa 10.C.
paboty
10.2. | AkTyanu3amus JODKHOCTHBIX HHCTPYKIHi B cooTBeTcTBHE | IO Mansuesa 10.C.
C U3MEHEHHUAMH HB HOPMaTHBHO-TIPABOBBIX aKTaxX HEOOXOIMMOCTH
Pecry6imku Kazaxcran
11. KagpoBoe 1e;1onpoH3BOACTBO
11.1. | IToaroToBka cBOZAa O ABHXXCHHH KaJpOB Konen mecsana | Mansnesa 10.C.
11.2. | ®opMupoBaHue AEN B COOTBETCTBHH C YTBEPKACHHOH ITocTostHHO Massuesa 10.C.
HOMEHKJIaTypOoH
11.3. | IToaroroBka u BbIa4a CIIPaBOK [TocTrostHHO Masnesa 10.C.
11.4. | HoaroroBka cBo/Ia IEHCHOHEPOB K3 Yncia cotpyanukoB 0 | Konen Masnesa 10.C.
OBIBIIMX Pa0OTHHKOB KOJUIEMKa KO J[HIO MOXHUIIOr0 CeHTAOPA
yesoBeka (1 okTOps)
Pazpa6otunik Mambuesa HO.C. Hucnexrop no Kkaapam 26.12.2016
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11.5. | IToaroroBka criMcka AeTel ¥ BHYKOB COTPYJHHKOB B 1 nexaGps Masnesa 1O.C.
Bo3pacte A0 15 net s npuoOpeTeHus U BhIIaun TEKYIIEro roaa
HOBOT'OJTHHX IIOJAPKOB OT KOJUIEIDKA
11.6. | CornacoBanue si3pIka BeICHHS JIMYHOTO Jiejia paOOTHHKA ITpu npuéme Ha | Mansnesa 10.C.
paboTty
11.7. | Iloac4€T ¥ npeocTaBIEHUE JAHHBIX O CTaXKe PaboOTHI 1 sHBaps, Maisnesa 10.C.
npenojaBaTesied H IPHPaBHEHHBIX K HUIM paOOTHHKOB, a 1 cenTA0pa
TaKKe JIMILI, HE ABJIIONIMXCS IPENnoaaBaTelIiMe B TEKyLIEro roja
OyxrajaTepuio
11.8. | CocraBnenue u yrBepxaenue [Inana paboTsl kaapoBoii Konen rona Maisnesa 10.C.
CITyKOBI
11.9. | Aranu3 BBIIOJIHEHHUS [UIaHA pabOTHI KaJAPOBOi CIry kOBl 3a 10 ssaBaps 2018 | Mansnesa 10.C.
TeKymmH roJ (% BBITOJTHEHHS) roga
12. ApxuB KoJuIeIKA
12.1. | IloaroTroBKa U OpraHu3anus apXUBHONH KOMHATBI I nonyroaue Maisnesa 10.C.
TEKYIIEro roaa
12.2. | 3aka3 u pa3MemeHne TabIUMIEK apXHUBHBIX MECT I10 I momyronue Maisnesa [0.C.
CTPYKTYPHBIM HOJpa3AEICHHIM TEKYIIEro roaa
12.3. | IloaroroBka omucu aen «Otaena KaapoBy» Konen rona Mausnesa 1O.C.
12.4. | Tlepennet nyist NOKyMEHTOB JOJITOBPEMEHHOTO XpaHEHHS Konen rona Maisnesa 1O.C.
12.5. | Pa6ora ¢ ropoackum apxuBoM (KypaTopom) ITo Mansnesa 10.C.
HE0OXOIMMOCTH

13. IloBbImeHHe KBATHPHKANNA/ATTECTANNSA IPAKAAHCKHX CJIYKAIHX

13.1. | IIpoxoxneHHe KypcoB NOBBIIIEHHs KBaIM(uKamy B neisx | ExkerogHo Mansnesa 10.C.
aJlanTalyy HOBBIX 3HAHUH K KaJIpOBO#H ESTEILHOCTH

13.2. | Pa3paborka miana arrecranud Ha 2018 rox 28 nexabps Maisnesa 10.C.

TEKYIIEro roja

13.3. | OdopmiieHne 1 BbIIa4Ya yIOCTOBEPEHHI O ITocTrostHHO Masnesa 1O.C.
NIPACBOCHUH/TIOATBEPXKACHUH KBATH()UKAIIMOHHOM )
KaTeropHH NoJarpHYeCKUM pabOTHHKAM

14. Bonncknii yuer

14.1. | IlpenocraBnenue kaprouek T-2 BOGHHOOOSI3aHHEBIX B II monyronue Massnesa 10.C.
VYnpasnenue o nenam o6opoHs! r. Cemeit TEKyIIero roaa

14.2. | UudopmupoBanue YnpapieHue mo aejiaM 000pOHSHI T. ITocTosiHHO Maisnesa 10.C.
Cemeii B Bcex JIMIIaX MY>KCKOTO I0JIa, TIOCTYIIUBIIAX Ha
paboty

15. IIpaBna BHyTPpEHHEr0 TPYAOBOI0 PacCHOpSAKA

15.1. | O3makoMIIeHHE IEPCOHAIA C IPaBHJIAMH BHYTPEHHETO Ilo Maienesa 10.C.
TPYJIOBOIO pacHopsiIKa HEOOXOIMMOCTH
16. ITon0:xenune o coope, 00padoTKe H XpaHEHHH NEPCOHATBHBIX JAHHBIX PA0OTHHKOB

16.1. | ITomyuenue cornacust paboTHHKa Ha c60p, 06paboTKy ITpu npuéme Ha | Mansuesa 10.C.
XPpaHEHHE NEPCOHATIBHBIX JAHHBIX ‘paboty

16.2. | O3nakomienue nepconana c [lonoxenuem o c6ope, ITpu npuéme Ha | Manbuesa 1O.C.
00paboTKe ¥ XpaHEHHUH NEPCOHATBHBIX JaHHBIX pabory;

IlocTossHHO
Pazpabotunk Mansuesa FO.C. Hucnexkrop no kaapam 26.12.2016
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17. IloaroToBKa K aKKpeIHTALHH

17.1. | Akryanu3anus JOJDKHOCTHBIX HHCTPYKIIHH OxTsa6pb- Maisnesa 1O.C.
Hos6ps
TEKyILIETOo roaa
17.2. | Pazpabotka u yrBepxxaenue «Ilonoxenus o IV kBaprain Mainsnesa 10.C.
JEJONPOU3BOACTBE B KOJUIEIDKE) TEKYINEro roga :
17.3. | PaspaGoTka u yTBepkaeHue «[10105KeHNs 0 CTPYKTYPHBIX IV kBaptan Mamsnesa 10.C.
HOJpa3sAeIeHHUsX)» B LEIAX ONTHMH3AILMH OPrCTPYKTYPBI TEKYIIEro roaa
17.4. | IlpoBepka JINYHBIX Jie)1 paOOTHHKOB II monyronue Massnesa 10.C.
TEKYyIIEro roaa
17.5. | IIpoBepka JIOKaJIBHBIX aKTOB KaJPOBOM CITyXObI Ha II nomyronue Mansnesa 1O.C.
COOTBETCTBHE X HOPMAaTHBHO-ITPaBOBO# 0a3bl TEKyIIEero roaa
HMucnexTop nmo kaapam 10.C. MaabneBa
»
Pazpaborunk Mansuesa [O.C. Hucnexrop no kaapam 26.12.2016
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