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B Hacrosiee Bpemst nmpoceccus cekperapsi-pedpepeHTa siBisieTcsi OJHON U3

caMbIX BOCTpeOOBAHHBIX HA PhIHKE TPY/Ja, KaK CpeAM COUCKATeNel, TaK U cpeu
padoroaareneil. Cekperapb pyKOBOAUTENISI TOJKEH HE TOJBKO OBICTPO TMevaTaTh

Y MIPAaBUJIBHO OPOPMIISITH JOKYMEHTHI, HO M COCTaBJISITh TEKCTHI Pa3IMUHBIX
JOKYMEHTOB, PeJaKTUPOBATh MPOEKThI, PAIIMOHATILHO OPraHU30BaTh MpUeM
noceTutene u TenedoHHoe 00CTyKUBAaHUE, CAMOCTOSITESTLHO pelliaTh MHOTHE
BOMPOCH! B COOTBETCTBUM C TIOPYUEHHBIMU OT PYKOBOAUTEIISI YKA3aHUSIMH.
OcHOBHas 11eJ1b KHUT JAHHOU CEPUM — MOMOYb HAUMHAIOIIEMY CeKpeTaplo n30exaTh
omurOOK B paboTe, YeTKO 3HaTh CBOM (DYHKIIMU U OOSI3aHHOCTH, a TaKkKe CBOU
paBa, KOTOPbIE TAPAHTUPYET 3aKOHOJATENBCTRO.
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Niabga MeJbHUKOB
Taynbl Jy4IInx ceKperapen-
pedepeHToOB: IPUIUIECKHE
TOHKOCTH, IOMOramiue B padore

ITopsaaok BegeHust AeJIONPON3BOJICTBA
NPH NepeBojie M YBOJbHEHUN

[MepeBox — 3TO MOpyYeHHe HaHMMAaTeJeM pabOTHHUKY paOOTHI MO APYroi Mpodeccud, Crienu-
JIHOCTH, KBAIM(UKALMU, JOIKHOCTU (32 UCKJIIOYEHUEM M3MEHEHUs HAMMEHOBaHUs npodeccui,
JOJKHOCTH) 110 CPABHEHUIO C OTOBOPEHHBIMU B TPYJJOBOM JOTOBOPE, a TAKKE MOpPyYeHUe padboThl y
APYroro HaHUMATeNs MO0 B APYroil MECTHOCTH (32 UCKJTIOUYEHUEM CITyKeOHOIi KOMaHAUPOBKH).

IepeBon poryckaeTcs TONBKO ¢ MMCbMEHHOTO COracusl pAOOTHUKA, 32 UCKJIIOYEHHEM CITyYaeB,
MIPEyCMOTPEHHBIX CTaThsIMU TPYAOBOTO KOJEKCa.

PaGoTHrKa, KOTOpHI B COOTBETCTBUM C MEIUIMHCKUM 3aKJIIOYEHHEM HYKAAeTCs B Tpeno-
CTaBJICHUH JPYro¥ padOThl, HAHUMATEJb O0SI3aH C €ro COrJIacHsi MepeBeCTH Ha APYTYI0 HMEIOTYIOCs
paboTy, KOTOpasi COOTBETCTBYET MEIUIIMHCKOMY 3akJiioueHuio. Eciin paOboTHUK He coryiaceH C rnepe-
BOJIOM MJIM ke pad0Ta C COOTBETCTBYIOIIMMH YCIOBHSIMH OTCYTCTBYET, TO TPYJOBOH IOTOBOP pacTop-
raercs. [lepeBon paboTHHKA Ha pabOTy, TPOTHBOINOKA3aHHYIO €My IO COCTOSIHUIO 3710POBbsI, 3arpe-
I1aeTCsl.

IlepeBon Ha apyryio padoTy oopmIisieTcs 3asBlIeHUEM, ITPEACTABICHUEM, ITPUKA30M O Iepe-
BoJe. B 3asBieHnu ykasblBaeTcsi Ha3BaHUE CTPYKTYPHOIO IOApa3JiesieHus, Ha3BaHue BUJA JOKY-
MEHTa, J1aTa, ajpecar, TeKCT U MOANUCh. BU3MPYIOT 3asB/IeHNe O NepeBOjie PyKOBOAUTEN CTPYKTYp-
HBIX MOJpa3/IeIeHNH, PeACTaBUTEIb 0T/ KaIpOB, IOPUCT.

IIpencrasnenue odopmiiseTcs B cilyyae epeBoia U3 OIHOTO CTPYKTYPHOIO MOJApa3/eieH!s B
apyroe. [Ipu nepeBoae BHYTpY CTPYKTYPHOI'O Iofipa3iesieHns1 opopMIIsSeTCs IOKJIagHasH 3alicKa.

[MpencraBnenne oopmIIseTcsl Ha YKCTOM JICTe OyMary Wi oomieM OnaHke. B Hem ykasbiBa-
eTCsl: Ha3BaHUe CTPYKTYPHOI'O MOApa3/esieHus, aipecar, 3arojloBOK K TEKCTY, TEKCT, OAIHCh, BU3bI.

Ha ocHOBe BbIIIEN3/I0KEHHBIX JOKYMEHTOB COCTABIISETCS MIPUKA3 O MEPeBOIE.

Ilocne moanucaHus NpHKasa O MEPEBOAE JAENACTCS COOTBETCTBYIOIAS 3alMCh B TPYAOBOM
KHUKKE M JIMYHOHM KapTOYKe.

ITpu yBOosIBHEHMM paOOTHHUKA MO COOCTBEHHOMY >KeJlaHHI0 ohopMIIsieTcs 3asiBIeHHe 00 YBOJIb-
HEeHUU C paboThl, B OPYrux ciaydasx odopMiseTcs AOKJIagHas WM oObsCHUTEIbHas 3amucka. Ha
OCHOBAHMH 3THX JIOKYyMEHTOB 0pOPMIISIETCSI TIPHKA3 00 YBOJIbHEHHH.
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OdopmiieHne 0TIyCKOB

PabGoTHHKM MMEIOT MpaBO Ha TPYIOBBIE W COIMAJIbHBIC OTITyCKAa MPU HAJIMYUU OCHOBAHWUHM,
MPEeIYCMOTPEHHBIX TPYIOBBIM KOIEKCOM.

OTITycK TIpeiCTaBIIsIeT COOOM OCBOOOX/IEHHE OT PabOTHI MO TPYIOBOMY JIOTOBOPY Ha Ompejie-
JIGHHBIW TTEPUOJ JUTS OT/IBIXA U JIPYTHX COITUAJIBHBIX LIEJIeH C COXpaHEHUEM TpexHer paboTh U 3apa-
OOTHOI TJIaThI B CIIy4Yasix, MPeyCMOTPEHHBIX TPYAOBBIM KOIEKCOM.

PaboTHUKaM MTPeIOCTaBISAIOTCS CISAYIOIINE BUIBI OTITYCKOB:

1) TpynoBble OTITyCKa:

OCHOBHOM MUHUMAJIbHBIN OTITYCK;

OCHOBHOM YJIJIMHEHHBIN OTITYCK;

JOMNOJIHUTEIbHbIE OTITYCKa;

2) colMasbHbIE OTITyCKA:

1o 6epeMEeHHOCTH U POJIaM;

IO yXOMY 32 JIETbMU;

B CBSI3U ¢ 0OyueHreM Oe3 OTpbIBa OT MPOU3BOJICTBA;

TBOPYECKHUE;

0 YBAKUTEJIBHBIM IIPUUMHAM JIMYHOTO U CEMENHOro XapakTepa.

[TponomKUTENPHOCTh OTIYCKOB PAaOOTHUKOB 10 OOINEMY MPaBHITy MCUUCIISETCS B KaJeHap-
HBIX THAX.

locynapcTBeHHbIE MPa3AHUKKU M MIPA3IHUYHBIE AHU, MIPUXOAIIMECs Ha Mepuoj OTITyCKa, B
YKCJIO KaJIEHIAPHBIX JHEN OTIyCKa He BKJIIOYAIOTCS U HE OTUIauMBaIOTCS.

Ortirycka 0hopMIISIIOTCSI TPUKA30M (PACIIOPSKEHUEM, PEllIEHHEM ) UJTA 3aITUCKON 00 OTITyCKe,
KOTOpBIE MOJMUCHIBAIOTCS OT UMEHU HAHUMATEJIsI YIIOJTHOMOYEHHBIM UM JIOJKHOCTHBIM JIUIIOM.

TpynoBo# OTITYCK MpeaHa3HAYeH ISl OTIbIXa U BOCCTAHOBJIEHHS pa00TOCIIOCOOHOCTH, YKpETI-
JIeHU s 3I0POBbSI M UHBIX JIMUHBIX IOTPEOHOCTEH paOOTHHKA.

TpynoBo# OTIYCK MpeAocCTaBiseTcs 3a padOTy B TedeHHe rofa (€KerogHo) ¢ COXpaHeHUEM
NpexHer paboThl M CpeiHero 3apadoTKa.

INon nmpexHe pabOTON MOHUMAETCsI BBITIONHSBIIASCS 10 OTITyCKa paboTa y TOro ke HaHMMa-
TeJIs1, 110 TOM ke CHeUaIbHOCTH, TOJDKHOCTY M KBUTU(DUKAIIMU HA TOM e padoveM MecTe.

PaGoTHHKY HE3ABUCHUMO OT TOT0, KTO SAABJISIETCS MX HAHUMATEJIEM, OT BH/IA 3aKJIIOYEHHOIO MU
TPYAOBOI'0 IOTOBOpPa, (pOPMBbI OpraHU3aIMY U OIUIAThl TPYA UMEIOT MPaBO HA OCHOBHOW MUHUMAJTh-
HbIIA 1 OCHOBHOM YJUIMHEHHBIN OTITYCK.
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KoHen 03HakoMuUTEJIbHOT0 (pparmMeHra.

Texkcr npenocrasieH OO0 «JIutPec».

[IpounTaiiTe 3Ty KHUTY LIEJIMKOM, KYIMB IIOJHYIO JIEraJbHYIO Bepcuio Ha JlutPec.

BesomnacHo onnatuTh KHUTY MOKHO OaHKOBCKOM Kaprtoit Visa, MasterCard, Maestro, co cuera
MOOWIIBHOTO TenepoHa, C TUIaTeKHOro tepMuHana, B catone MTC wm Cesi3Hoii, yepes PayPal,
WebMoney, fAunekc.densru, QIWI Komesnek, 60HyCHbIME KapTaMu WX APYTUM YIOOHBIM Bam crio-
COOOM.



https://www.litres.ru/ilya-melnikov/tayny-luchshih-sekretarey-referentov-uridicheskie-tonkosti-pomogauschie-v-rabote/?lfrom=160208279&amp;ffile=1

	Порядок ведения делопроизводства при переводе и увольнении
	Оформление отпусков
	Конец ознакомительного фрагмента.

