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1. [IlepeyeHb IUIAHHPYEMBIX Ppe3yJbTATOB OO0y4YeHUS] 1O JAUCHUILIMHE, COOTHECEHHBIX
IUIAHMPYEMbIMH Pe3yJ1bTATAMM 0CBOEHHS 00pa30BaTe/IbHON MPOrpaMMbl

C

[Ipouecc u3yyeHus: TUCHUILIMHBI HampaBieH Ha GopmupoBaHue cienyromux komnereHuuii OII BO

" OBJIAICHUC CIICAYIOIIUMHU PE3YyJIbTaTaMU o6yquI/m IO JUCLUITIINHEC!

Kox u HaumenoBanue Kon u [lepedenp mIaHUPYEMBIX PE3yIBTATOB OOYUEHUS 110
KOMIIETEHLIUH HaVMEHOBAaHHE JUCLUIIIINHE
HMHJUKATOpa
JOCTHIKEHHS

2. lepeyeHb O1LIEHOYHBIX CPEACTB MO TUCIUNTIUHE

O1ueHo4HOE CPENCTBO
£ | Kox MHIMKaTopoB H pen
3 MIPOBEPKH PE3yIHTATOB
Ne HaumenoBanue pazzesna/TeMsl g JOCTIDKEHUS
5 . JOCTHKEHHSI MHJMKaTOPOB
o KOMITETEHIIN I .
KOMITeTEHINH
1. |1 pazmen. 1C: KagpoBoe nenonpon3BoACTBO
11 Opranuzanus kagpoBoro yuera B 1C «3apmnaTta U ymnpaBlieHUE 3 VeTHslit onpoc, Pepepar
""" | mepcoHanom»
1.2. | ®opMupoBaHHe ITATHOTO PaCTIUCAHUS 3 Tecr, Scce
1.3. | Odopmienne TpyIOBBIX OTHOIIEHHH U IBUKEHHE HEPCOHANA 3 Yernbiit onpoc
1.4 Hacrtpoiiku ommatel Tpynaa mnepcoHanma B 1C «3Bapmmata u 3 JToxian
" | ynpaBnenue nepconanrom»
1.5. | KonTtponbHas Touka 3 Kontponbras pabora
16 JIoOKyMEHTHUpOBaHHE BBIIAT IIEPCOHANY 3a HEOTPaOOTaHHOE 3 Tect, YCTHBIH 0mpoc
" | Bpems
1.7. | OdopmiieHHe IPOUNX BHITLIAT IEPCOHATY 3 Pegpepar, Vernbiit onpoc
1.8. | PacTopskeHue TPYIOBBIX OTHOLIEHHM 3 Sanatm
19 [Mopsinok yuera ynep>kaHuil U3 3apaOOTHOMH ILIaTHI EpCcOHaNa B 3 Keiic-3anaua
" | 1C «3apnnaTa u ynpaBiaeHue IEPCOHATIOM
1.10 dopmupoBaHHe BHYTPEHHHX OTYETHBIX JOKYMEHTOB  IIO 3 Pedepar
""" | nepconaiy.
111 Co3anue periaMeHTHPOBAHHOW OTYETHOCTH MO IEPCOHANY B 3 YCTHBIH 0mpoc
" | 1C «3apnnara u ynpaBJIeHHE NEPCOHATIOM
1.12. | koHTponBHAs TOUKa MO 6-10 Teme 3 Kontponbras pabora
ITpoMexyTOUHas aTTeCTAIUS Ok

3. OueHouHble cpeacTBa (OLEHOYHbIE MATEPHUAJIbI)

IIpumepHBIli MEepeuYeHb OLEHOYHBIX CPEACTB s TEKYIIEro KOHTPOJS  YCIEBAEMOCTH
POMEXYTOUHOMN aTTeCTalluu

u

Ne | HanmenoBanue Kpatkas xapakrepuctuka IIpencraBieHne OLIEHOYHOTO CPEACTBA B
/Tl | OEHOYHOI'O CPEJICTBA OLICHOYHOTO CPEICTBA ¢donne (OueHouHbIe MaTepUaIb)

Texkymuii KOHTPOJIb

| JI1st onieHKHY 3HaHUHI




YceTHBI o1poc

CpencTBo KOHTPOJIS 3HAHUH
CTY/ICHTOB,
CIIOCOOCTBYIOIIIEE
YCTaHOBJICHHIO
HEMOCPEICTBEHHOTO
KOHTaKTa MKy
HpernojaBaTeieM u
CTYJICHTOM, B ITpoIiecce
KOTOPOTO TPEero/iaBaTeib
HIOJTy4aeT MIUPOKUE
BO3MOXKHOCTH JUTSL H3Y4CHUS
VHTUBHTY ATbHBIX
0COOCHHOCTEH YCBOCHHS
CTYACHTaMH y4eOHOTO
Marepuana.

HepequL BOIIPOCOB HJIs1 YCTHOT'O OITpOCa

3amaun

3amaun penpoayKTUBHOTO
YPOBHS, TO3BOJISIOLINE
OLICHUBATh U
JUarHOCTHPOBATh 3HAHHE
(akTHUecKoro maTepuaia
(6a3oBBIC TOHATHS,
QITOPUTMBI, (PAKThI) U
MPAaBUJIBHOE UCII0JIb30BAHNE
CHELUAIbHBIX TEPMUHOB U
MIOHATUH, Y3HABAaHHE
00BEKTOB U3YUYECHHUS B
paMKax OIpeIeIEHHOTO
paszena AUCLUUIUINHBL

Komruiekt 3aia4 MUHUMAJIbHOTO YPOBHHA

Tect

Cucrema
CTaHIapTHU3UPOBAHHBIX
3a/laHu#, MTO3BOJISIONIAs
ABTOMATH3WPOBATh
MPOLEAYPY U3MEPECHHUS
YPOBHS 3HAHUN U YMEHUUN
oOyuJaromerocs.

®DoHJ TECTOBBIX 3aJaHUM

JI7s1 OleHKU yMeHui

Konrponsnas pabora

CpenctBo npoBeEpKH
YMEHHI TPUMEHATh
IIOJTyYEHHbIE 3HAHUS JJIs
peleHus 3aaa4
OIPEETICHHOI O TUIIA 110
TEME WU pa3Jieny

KoMIIIeKT KOHTPOJIBHBIX 3aJaHUM 110
BapHaHTaM




Pedepat Pedepat ITponyxr | Temsl pedepaToB
CaMOCTOSITENILHOM paboThI
CTYJCHTA,
NPEICTaBISIIOIINNA cO00M
KpaTKoe U3JI0’)KEeHHE B
NUCHbMEHHOM BUJIE
HOJYYEHHBIX pe3yJIbTaToB
TEOPETUIECKOTO aHAIIN3A
OIIPENCIICHHON HAy4YHOU
(yuebHo-
UCCIIEI0BATENbCKON) TEMBI,
I'JIe aBTOP PACKPBIBACT CyTh
UCCIIelyeMOil poobiemsl,
NPUBOJIUT PA3IHYHBIC TOUKH
3pEeHHUs, a TAaKXKe
coOCTBEHHBIE B3IJIS/IbI HA
Hee.

Joxkian, cooOrienue [IponykT camocTositennbHON | TeMbI TOKIa/10B, COOOIICHHIA
paboThI CTyIeHTA,
HpeACTaBISIOMUN cOO0H
myOJIMYHOE BBICTYIIJICHHUE
IO MIPEJICTaBICHUIO
MOJTyYEHHBIX Pe3yIbTaTOB
pELLIEHUs ONPENEICHHON
y4e0HO-ITPAKTUYECKOH,
y4e0HO-UCCIIeI0BATENHCKOM
WM HAYYHOM TEMBI

JIJ1s1 OIIEHKH HaBBIKOB

Keiic-3agauga [IpobnemHuoe 3aganue, B 3agaHus i1 pelieHus Kenc-3aaauu
KOTOPOM 00ydJaromeMycst
IpeIaraloT OCMBICIUTD
peanbHyI0
npodeccuoHaIbHO-
OpPUEHTHPOBAHHYIO
CUTYaIUI0, HEOOXOIUMYIO
JUTSI pEIIeHUs] TaHHOM
poOJIEMBI.

[TpomexyTOUHAs aTTeCTallus




8 Kypcosblie paboTbl Bun camocrositenbHOM [Tepeuenb TeM KypcOBBIX paboT (IIPOEKTOB)
(mpoexToB) MUCbMEHHON paloTHI,
HarpaBJIEHHBIN Ha
TBOPYECKOE OCBOEHUE
o0mienpogeccuoHaNbHBIX U
npoUIBHBIX
npodeccuoHaIbHbBIX
JUCIUIUINH (MOIyJieil) u
BBIPa0OTKY
COOTBETCTBYIOLIUX
npodeccuoHaIbHbBIX
koMmriereHuuu. [Ipu
HalMCaHUM KypCOBOM
paboTHI CTYIEHT JOJIKEH
HOJHOCTBIO PACKPBIThH
BbIOpaHHYIO TEMY,
COOJIIOCTH JIOTUKY
U3JI0’KEHUs MaTepuaia,
1I0Ka3aTh yMEHUE JeNaTh
00001IIeHNS ¥ BBIBOJIBI.

9 DK3aMeH CpencTBo KOHTPOIIS KomMriiekT sk3aMeHalnOHHbBIX OMJIETOB
YCBOEHHS y4e€OHOTO
mMarepuania u
dopmupoBaHus
KOMIICTCHITHI,
OpPraHU30BaHHOE B BUJIE
Oecenpl O OuIeTaM
LEJIBI0 IPOBEPKU CTENEHU U
Ka4ecTBa YCBOCHUS
U3y4aeMoro Marepuana,
OTIPEIeNIUTh
HE0OXOIMMOCTh BBEJICHHS
WU3MEHEHHUH B COJIEP)KAHNE U
METO/IbI 00yYEHUSI.

4. llpumepHblii GOH OLEHOYHBIX CPeICTB AJsl NMPOBeJeHHs TEKYIIero KOHTPOJISI U MPOMeKYTOUHOI
arrecTalMud O0y4amIIMXCA Mo aucuuiuidHe (Moaynaw) '"HcciaenoBaHue cucTeM YNpaBjieHUs M
pa3padoTka ynpasjieH4eCKHX pemieHui'

Ilpumepnuie oyenounvle mamepuanvl 0131 MEeKyuLe20 KOHMPOJis YCneeaemocmu

Kak opopmMuTh TMYHYIO KapTOUKY Ha HOBOT'O COTPYAHUKA?

Ortger:

3axonuM Bo BKIaaky «Kagpen - «CoTpyIHUKIY.

Haxxumaem kHomKy «Co031aTh» - 10OABIISIETCSI HOBBIA YJIEMEHT.

3anonHeHnue ocHOBHBIX JaHHbIX (DUO, nata poxaenus, UHH, CHUJIC, o)

3anoiHeHWe JUYHBIX JaHHBIX (MECTO pPOXACHHUSA, TPaKIaHCTBO, JOKYMEHT YAOCTOBEPSIOLINI
JUYHOCTB, TeJIe(OHBI, aapeca)

3anosiHeHHE JTAHHBIX 00 00pa3zoBaHU/KBATH(PUKAITUH (yuebHoE 3aBe/ICHHE,
HaIpaBlIeHUE/CIeNUaTbHOCTD, IUIIJIOM U T.1I.)

3anonHenue BKIanku «CrnpaBku» (BHECEHHE CBEACHUN M3 CIPABOK OT IMPEAbLAyIIero padoToaarens
MIPU HAJIMYUH)

3anojaHeHue JaHHBIX O CEMbE

3anoJiHeHUE JAHHBIX O TPYJIOBOM I€ATETbHOCTH

3anonHenue Bkiagku «CTpaxoBaHue» (JIbFOThI, UHBAJUAHOCTH U MPOY.)

3anoJiHeHHEe JAaHHBIX BOMHCKOTO yueTa

Uro0Obl 3aperucTpupoBaTh KapTOUKY HOBOTO COTPYJHHKAa Ha)XMMaeM BBEpPXy KHOIKY «3amucaTh U
3aKPBIThY.



2. Kak co3marh nmpuka3s o mpreMe Ha paboTy OJHOTO COTPYTHHKA?

OrtBer:

3axoauM Bo BKiIanky «Kampen» - sxypHan «IIpuemMsl, mepeBoibl, YBOJIbBHEHUS.

Haxumaem kHonky «Co3nate» - «IIpuem Ha paboTy».

BriOupaem u3 crimcka coTpyaHUKa, KOTOPOTO HY>KHO O(pOPMUTE.

CraBum gaTy JOKyMEHTA.

Bo Bxnagke «I'maBHOEY:

- BEIOMpaeM Jaty npueMa Ha paboTy;

- HCTIBITATEIbHBIN CPOK MPU HEOOXOAMMOCTH;

- BBIOMpaeM Moipa3/ielieHUe U JI0JDKHOCTD;

- BeIOMpaeM rpaduk padOTHI A1 COTPYIAHUKA M BU 3aHATOCTH;

- onpeaensieM OOT.

Bo Brmaake «Ommara Tpyaa» aBTOMAaTHYECKH OyIeT OMNpENCIIeH BHUJ HAYUCICHUH | pa3Mmep
3apaboTHOM TutaThl. HeoOXoauMo yCTaHOBHTH TMOPSAOK pacuera aBaHca («PacueTroMm 3a mepByrO IOJOBHUHY
MeCsIIa ).

Bo Bknaake «TpyaoBod AoroBop» HEOOXOAMMO YKa3aTb HOMEpP U JlaTy TPYIOBOTO JOTrOBOpa M
MOCTaBUTH (HJIAXKOK, €CITM JOTOBOP CPOUHBIN. BHECTH MHBIE YCIOBHS €CIIM 3TO HEOOXOUMO.

s Toro, 94ToOBI TOKyMEHT OBUI CO3/1aH Ha)XKMMaeM KHOMKY B BepxHeM JjeBoM yriny «lIpoBectu u
3aKPBITHY.

3. Kak opopMuTh niepeBOj] HECKOJIBKUX COTPYAHUKOB B Apyroe nojpasjaencHue?

Ortser:

3axonuM Bo BKIaaKy «Kangpen - xypHan «lIpuemsl, nepeBoasl, yBOJIbHEHU.

Haxumaem kHonky «Co3aath» - «KaapoBblil epeBoJ CIIICKOMY.

Bnocum naty nokymeHnra.

B TabnuuHoii yacTu Ha)kuMaeM KHONKY «J{00aBUTH» W B OTKPBIBIIEMCSI OKHE BBIOMpaeM COTpYIHHKA,
cpok nepeBofa. B 3aknanke «I'nmaBHoe» craBum duiaxok «llepeBectu B Apyroe mojpasjeneHue» - BbIOMpaeM
nojpasneneHne M JoKHOCTh. CTaBuM ¢umaxok «OTpa3uTh B TPYIOBOM KHMXKKe». Bo Bkiagke «Orutara
TPyZAa» aBTOMAaTUYECKH IMOSBATCS JaHHbIE O IJIAHOBBIX HAUMCIIEHUSIX HAa HOBOM pabodyeM MecTe. Bo Bkiazake
«TpynoBoii 110roBOop» BHOCHM CBEIEHHUS O JOINOJIHUTEIBHOM COTJIAIIEHUH K TPYAOBOMY JOroBopy. Bo
BKJIAJKE «/[OMONMHUTENBHO» BHOCUM IPUYUHY U OCHOBAHUE JUIS IEPEBOJA.

Haxumas BHM3Y nokyMeHTa KHOMKY «OK» - cOTpyIHUK-TIEpEeBOAHMK TOSBUTCS B TAOJIWYHON 4YacTH
nokyMeHTa «KaapoBelil mepeBomy.

Jns  no0GaBieHUst CIEAYIOMIETO COTPYAHHMKA HaXKMMaeM KHONKY «Jlo0aBuUTH» U TMOBTOpsSEM
HEe0OXOIUMBIE NENUCTBUS.

ITocne BHECEHMSI BCEX COTPYAHUKOB — HakuMaeM «lIpoBecTu u 3aKpbIThY.

4. Kak co3math npuka3 Ha yBOJIbHEHHE paOOTHUKA?

Ortser:

3axonuM Bo BKIaaKy «Kanpen - xypHan «lIpuemsl, nepeBoabl, yBOJIbHEHH.

Haxumaem kHonky «Co31aTh» - «YBOJIBHEHUEY.

B ocHOBHON YacTH JOKyMeHTa BbIOMpaeM JaTy, MeCsl HA4YMCIEHUS U COTPYIHHUKA, KOTOPOTrO
HE0OXOJIMMO YBOJIUTb.

Bo Bknanke «YcioBus yBOJBHEHUS» BbIOMpaeM JaTy, OCHOBAHUE YBOJIBHEHMs (CO CCBUIKOM Ha
crateio TK P®D), craBum ¢mnaxok «OTpa3uTh B TPyAOBOW KHIKKe». [laee yka3bplBaeM KOJIMYECTBO JTHEH, 3a
KOTOPBIC BBITUIAYMBAETCS BBIXOJHOE IMOCOOME (€CIM TakKoe YClIoBHE NpemycMoTpeHo). CtaBuM (axku
«YuuteiBate MPOT» u «Haumcnaute 3apmnaty». Huke aBromMaTtuuecku OYIOyT paccUMTaHbl CYMMBI 10
3apaboTKy 3a OTpabOTaHHOE BpEeMs, KOMIICHCAIMsI HEHCIIOJb30BAaHHOTO OTITYCKa M BBIXOJHOE IMocobue (eciu
npeaycMotpeno), paccuntan HIA®DJI. Jlanee yctaHaBmuBaeM AaTy BBIIUIATHI (TOCIEAHUI pabounii 1eHb).

Bo Briagke «KommeHcanuss OTIycka» aBTOMAaTHYeCKH OyAyT pacCUMTaHbl CYMMbl M JHH
KOMIIEHCAIIUH.

Bo Bknanke «Hauucnenus wu yAepKaHHUS» aBTOMAaTHYECKH pACCUMUTAIOTCS BCE HAYHMCIIEHUS,
yAEp>KaHUs U CTPAXOBbIE B3HOCHI.

Bo Bxkmagke «CnpaBku IpH yBOJBHEHHHM» MOXHO pacnedarars crpaBky 2-H/ADJI m Hcexopsmryro
CIpPaBKY Ul pacyera mocoOuii.

B 3axitoueHuM HaKMMaeM KHOIIKY «IIPOBECTHM M 3aKpbITh» M JOKYMEHT IMOSBUTCA B JKypHajie u
MIPOYMX PETUCTPAX yUeTa.



5. Kak opopMuTh 0YepenHOi eKEeTOqHBIN TPYIOBOM OITAYMBAEMBIH OTITYCK COTPYAHUKY?

Ortger:

3axonuM Bo BKIaaky «Kagpen - xypHan «Otmyckay.

Haxxumaem kHonky «Co3aaTe» - « OTIyCK».

Bri6upaem naty u Mecdi HauuciieHusi. BeiOupaem coTpyaHUKa U IEPUO]T OTITYCKA.

Bo Briagke «OCHOBHOH OTIYCK» CTaBUM TIEpUOJ OTMYCKa M aBTOMAaTHYECKH pPaCCUUTHIBACTCS
KOJIMYECTBO KaJleHAapHbIX JHed. Huke aBTOMaTHUecKM IPOU3BOJUTCS pacyeT OTIYCKHBIX C Y4YETOM
cpenHero 3apaborka coTpyaHuka, a Tarke HJDJI. Jlamee ompenensieM BUJ BBIIUIATHI (B MEX PacUETHBIN
HEPUO/) U INIAHUPYEMYIO JIaTy BBIIUIATHI.

Bo Brmanke «/lomonHutenbHbIE ~ OTHYCKa» TNPH  HEOOXOJUMOCTH  BHOCHM  CBEIEHHS O
JIOTIOJTHUTENIBHOM OTITyCKE.

Bo Bkmaake «Haumcrneno» aBTOMAaTW4YecKd 3alONIHATCS CBEACHUS O HAYUCICHHBIX CyMMax
OTITYCKHBIX.

Jl5ig perucTpanuy JOKyMEHTa Ha)KUMaeM KHOIKY B BEpXHeM JieBoM yTiy «IIpoBecTu u 3aKphIThY.

6. Kak co3znmartpk Tabenp yuera pabodyero BpemMeHu?

Ortser:

3axoauM BO BKIIAJIKY «3apruiaTay - « Y4eT BpeMeHn» - « Tabemmy.

Haxxumaem knonky «Co3aaTh.

Bri6upaem mecsiil, 3a KOTOpbIN HY>KHO cO371aTh Ta0elb U JaTy €ro COCTaBJICHUS.

HaxxumaeM KHOTIKY «3aroaHUTB.

B TtabnuyHOIi yacTH MOSBISAIOTCS CBEACHUS [ Ta0esl: COTPYIHUKH, THA MeCsIa, BUAbI BPEMEHHU.

JlaHHBIE MOKHO IIPaBUTH.

B BepxHelt wacTu nokymeHTa HaxxkuMmaeM Ha KHOTMKY «lledate T-13» u dopmupyem Tabenb ydera
pabodero BpeMeHH HaxxuMasi KHOMKY «IIpoBeCTH U 3aKpPHITHY.

7. Kak opopMuTh yaepKaHusi COTPYAHUKY IO UCTIOIIHUTETLHOMY JTUCTY?

Ortser:

3axoMUM BO BKIAAKY «3apIuiatay - «Y IepKaHus» - « AJIMMEHTHI U IpYTHe yACpPKaHU».

Haxxumaem kHonky «Co3aaTe» - «VICIIOMHUTENBHBIN JTUCT.

CraBuM JaTy HCIOJHUTENIHHOTO JIMCTa, BbIOMpaeM coTpyaHuka. B crpoke «llomydarens» co3maem
HOBOE (PU3HMYECKOE JIMIO, SBISAIOLIEECS IOJIydaTesleM CpPEACTB IO HCHOJIHMUTENBHOMY JHCTy. B cTpoke
«AJpec» BHOCUM TOT aJipec, Ha KOTOPHI HEOOXOAWMO MEPEUUCIISATh CPEACTBA COTJIACHO HCIIOIHUTEIHHOMY
JHCTY.

VYka3plBaeM NepHoOJ YAEpKaHUs M cnoco0 pacuera ((PUKCUPOBAHHON CyMMOHM, IMpPOLEHTOM WIH
TIOJICH).

[Tpu HeoOxomumoctu cTaBuM (raxkok «IlIpekpaTuTh yjaep)kaHHe IO JOCTHKECHHUIO IIpefenay Hu
YKa3bIBa€M CyMMYy.

Bce cBenenus uist JTaHHOTO TOKyMEHTa OepyTcs U3 UCTIOIHUTENILHOTO JIHCTA.

B koHne HaxxumaeM kHonKy «IIpoBecTH M 3aKpbITh» U € yKa3aHHOIO Iepuoja OyAyT HPOU3BOJUTHCA
yA€p>KaHUs U3 3apIUIaThl JaHHOTO COTPYAHMKA.

8. Kak coznath nokyment B 1C JlokymMeHTOOOOpOT

Ortser:

BeiOpate B pasnmene “JlokyMeHTHl M (ailsibl” COOTBETCTBYIOIIYIO KOMaHAy u3 Tpymmnsl Co3nath,
BbIOpATh HYKHBIN BUJ IOKyMEHTA.

3anonHuTh GopMy (KapTOuKy), MPUCOCTUHHUTH Qaiinpl Ha 3aknagke Pailibl WM HUCHOIB30BATH
kHomKy (JloGaBuTh aii), a 3areM COXpaHUTh U 3apPETUCTPUPOBATH JOKYMEHT (CreHepupoBaTh
pErUCTpaIOHHBIN HOMED).

[Ipu peructpamuu AOKyMEHTa MporpamMma aHaJM3UpyeT €ro pEeKBU3UTHl W HIIET TMOAXOASIIYI0
HacTpoiiky Hymepauuu. Ecin HacTpoiika He HaiineHa, TO BbaaeTcs coobmenue o6 ommbke. Torma criemyer
CO3/1aTh €e.

Ecnu HaliieHO HECKOJbKO MOAXOMSAIIMX HACTPOEK, TO MPHUMEHseTCs Ta, KOTOpas MOAXOTUT IO
HauOOJbIIEMY YHCITY U3MEPEHUH.



9. Kak HacTpouTh BuJ U Hymepanuro gokymeHTa B 1C JIokyMeHTO000pOT

Ortser:

VYcTaHOBKAa HacTpoeK BUAA JOKYMEHTAa BBINOJHSAETCS Ha 3akiangke «Bua noxymenta — HacTpolikm»
KapTOYKH BHUJA JIOKyMEHTa. B crpaBo4HOl WH(pOpMANMKM MOXHO MPOYHTATh OINKCAHHE OOIIMX HACTPOEK
JUISL BCEX BHJIOB JOKYMEHTOB Ha IMpHUMeEpE BHUJOB BHYTPEHHUX AOKyMEeHTOB. Ocoboe BHHMaHUE HMeeT
napaMmerp «SIBnsieTcsi JOroBopoM» — HAacTpOHWKa O3HA4aeT, 4YTO JOKYMEHTBl 3TOr0 BHJA SBISIOTCS
JIOTOBOpaMH U TIPH YCTAHOBKE OSTOM HACTPOMKM aBTOMATHYECKH YCTaHABIMBAIOTCS 0€3 BO3MOXHOCTH
OTKJIFOYEHUS JAPYTHE HACTPOUKHU.

Jisg co3maHuss U HACTPOWKH NpPaBUI (OPMHUPOBAHUS HYMEpPAaTOPOB MPEIyCMOTPEH CHPABOYHHK
Hywmepatopel. CrpaBOUuHUK OTKpBIBAaeTCsl 0 OJAHOMMEHHOW KOMaHAe B MeEHI0 pasgena HopmartuBHO-
cnpaBo4Hasi UHGpopMaIus.

Ha 3axmanke «®opmar HOMepa» MOXHO BBIOpAaTh OIHO MM HECKOJIBKO CIYXEOHBIX IOJICH I
otoOpaxeHua. DopmaT PerucTpalOHHOIO HOMEpa MOXKET BKJIIOYATh B ceOsl pa3ivyHble CIy>KeOHbIe MO,
OTMEUEHHBIE KBaJ[paTHBIMH CKOOKaMH, W pasaenuTenu (Hampumep, THpe, Kocas uepta). Eciu pazgenurens
MOMELICH B KBaJpaTHbIE CKOOKHM, BHYTPH KOTOPBIX YyKa3aHO CIy>)keOHOEe Iojie, TO OH OyneT Ao0aBieH K
HOMEpY TOJIKO B TOM cly4ae, eciiu OyJeT J00aBlIeHO ciykeOHoe ToJIe.

[Tocne co3manust u ycTaHoBkH ¢opMara HymepaTopa HEOOXOJUMO NPUBS3aTh €ro K OJHOMY WU
HECKOJIbKUM BUJAM JIOKyMEHTOB. OJTO MOXHO CJelaTh KaKk B KapTO4YKe HyMeparopa (Ha 3akjIajke
«/JlericTByeT Mish», Tak U B KApTOUKE BUJA JOKYMEHTa Ha 3aknanke « Hymepanus».

JUist OmHOro BHJA JTOKYMEHTa MOKHO yKa3aTb HE3aBUCHMYIO HyMEpALUIO Ha 3aKIaJKe «HE3aBUCUMAs
Hymepauus». HeszaBucumas Hymepanusi 1o OpraHU3allMM MO3BOJIUT JIOKYMEHTaM BHJAA, KOTOPOMY Ha3Ha4yeH
3TOT HYMEpaTop, UMETh PETUCTPAIIMOHHBIN HOMEp OJHOrO (hopMaTa, HO C MHIMBUAYAILHOW HyMepaluei Io
KaKJ0M OpraHu3aluu.

10. Kak nactpouts mabnon qokymenta B 1C JJokymeHTO000pOT

Ortser:

IIpun co3gaHum AOKYMEHTa B IPOrpaMMe MPEeTyCMOTPEHAa BO3MOXKHOCTh AaBTOMAaTHYECKH 3aIIOJIHHUTH
€ro peKBU3UTAMHU U NMPUCOEIUHUTD (HaIIIbI 110 3apaHee HACTPOSHHOMY IIIa0JIOHY .

[Ipu co3manuu BHUIa JOKYMEHTa yJO0OHO cpa3y M00aBUTh K HEMY IIa0JOH JOKYMEHTa U HacCTPOUTh
aBTOMAaTHYECKOEe 3amlojHeHue (ailioB. DTH HACTPOMKH JAOCTYIHBI B KapTOUKe BUJAA JOKYMEHTa Ha 3aKJIaJKe
«[11ab1oH JOKyMEHTaY.

Ha Bxmagke «PeKBU3HUTHI TOKYMEHTa» MOXKHO CO37aBaTh HAMMEHOBAHHUE JOKYMEHTA 110 IA0JIOHY.

[Ipy wu3MeHeHMHM pEeKBHU3UTA, YYACTBYIOLIEr0 B I11a0JOHE HAWMEHOBAHMSA, OH AaBTOMAaTUYECKH
W3MEHUTCSI B HAaMMEHOBAaHWU JOKyMeHTa. Hampumep, M3MEHEHHBIH PErUCTPAllMOHHBIM HOMEp JIOKYMEHTa
ABTOMAaTUYECKN U3MEHUTCS U B HAUMEHOBAHUMU.

Hactpoiika aBTo3amonHeHHs MAaOIOHA BBITIONHSAETCS B KapTOYKEe BHJA JOKYMEHTa Ha 3aKIaiKe
«I11abmon nqoxkymeHTa — @ainsy 1o cepuikaM «He HacTpoeHo» uimu «OTKPBITHY.

[Tpu HacTpoiike aBTOMATHUYECKOrO 3amojHeHus mabiaoHoB ¢aitnos ¢opmara Doc, Docx, Dot, Dotx B
OTKpBIBILEHCS KapTOYKE JOCTAaTOYHO OTMETHTh HYXHBIE IOJISI Ha 3aknanke «PekBuU3UTBI», M Iporpamma
ABTOMATUYECKHU CO3/IaCT UX B (haiiie.

NTOI'OBOE TECTUPOBAHUE

11. B cocraB nuH()OpPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB HE BXOJIUT:

+ yKa3aHue,

— JIOKJIa/IHasl 3aIMCKa;

— CBOJIKA.

12. Bua wuHQOPMAIMOHHO-CIIPABOYHOM JOKYMEHTAIlUHU, SBISIFOIICHCS CIIOCOOOM ONEpaTUBHOTO
MH(OPMALIMOHHOTO 0OMEHa MEXy OpraHU3alusIMHU, Ha3bIBAETCA:

+ IepenucKou;

— JOKyMEHTAIMe! JUIsl CITy>KeOHOT0 MOJIb30BAHMUS;

— CTaTUCTUYECKOW OTYETHOCTHIO.

13. Yro mpencraBnser co00il 3asBlIEHUE B IOKYMEHTOO00POTE OpraHu3aIin?

+ DTO JOKYMEHT, KOTOPBIM aJpecoBaH JJOJDKHOCTHOMY JIMIy U COJEPKUT KaKyl-JIMOO MpOCchOy
paboTHHKA;

— DTO0 IOKYMEHT C MPeJIOKEHHEM Ha3HAYUTh, IEPEMECTUTh WIIN MOOUIPUTH PAOOTHHKA;

— DTO JMOKYMEHT, OOBSCHSIOMNNA TMPHYUHBI CIYYHBIIETOCS, KOTOPBIM COCTABISET PAOOTHHK HA WUMS
PYKOBOJUTEIS.



14. Yto He sABISIETCS MPU3HAKOM aKTa?

+ cocraBieHue B cBOOOAHOH (popme;

— yCTaHOBJIEHHE (DAKTHYECKOTO COCTOSTHUE JIEN U OTPaXKEHHUE €ro B aKTe;

— KOJUIETUAJIbHOCTh COCTABJICHHUS.

15. JIoKyMeHTBI, KOTOpble H3JaHbl BHYTPU YUPEXKIEHUS M OTHpPaBIEHBI 3a €ro IMpenenbl Uit
PYKOBOJICTBA HIDKECTOSIINM OpTaHaM YIpaBJICHUS OO B IEISX HWCIOJHEHUS NHCHbMEHHBIX YyKa3aHWN
BBICILICH HHCTAHIIMU, Ha3bIBAIOTCS:

+ UCXOIIINMH TOKYyMEHTAMU;

— BXOJSIIIUMH IOKyMEHTaMU;

— MIEPENUCKOM.

16. Yto BKIIOUaeT B ceOs TEXHHUUECKOE UCTIOTHEHHUE TOKYMEHTA!

+ TMOATOTOBKY TMPOEKTa JOKyMEHTa, Ha0Op ¥ pacredyarky TeKCcTa TMPOEKTa, KOPPEKTHPOBKY
coJiep>KaHus TOKYMEHTa IOCIIe coryiacoBanus, oopmieHune (PUHATBHOTO BapHaHTa JOKYMEHTA;

— TPeNOCTaBJICHUE pACIEUYaTaHHOTO IMPOEKTa JOKYMEHTa pPYKOBOJMTEII0 Ha COTJIaCOBaHUE,
yCTpaHEHHe HeTOYHOCTEeH, HA0Op OKOHYATENILHOTO T0KYMEHTA;

— COCTaBJICHHUE JIOKYMEHTa Cpa3y B OKOHYATEJIbHOM BapUaHTE, €ro MOAMNHCAHUE y PYKOBOJIUTEIS,
OTIIpaBKa JJOKYMEHTA aJipecary.

17. Koraa n1OKyMEHT SBJISIETCSI UICTIOJIHEHHBIM ?

+ Kornma paccmarpuBaemblii B JOKYMEHTE BOINPOC pa3pellieH IOJHOCThIO U TEpernucka M0 HeMy
3aBEpILICHA;

— Kak TobpK0 TOKyMEHTY IPUCBOEH PErUCTPAllMOHHBIN HOMED;

— Korza 10kyMeHT MOTy4eH KOHEUHBIM aIpEeCcaToOM.

18. Kakue pasmepsl mpUPTOB PEKOMEHIYETCS HCIOIB30BaTh MpU OGOPMICHHH JOKYMEHTOB
cornmacHo 'OCT P 7.0.97-2016?

+ Ne 12, No 13, Ne 14;

—Ne 12, Ne 14, Ne 16;

—Ne 11, Ne 12, Ne 14.

19. Hudporoii wim OykBeHHO-U(PPOBONM HACHTU(DUKATOP TOKYMEHTA, BKJIFOYAIONIUN TOPSAKOBBIN
HOMeEp, IOMOJHAEMBIN MO KEJTAHUIO HHACKCAMH COTJIACHO MCIOJIb3YEMBIM KilacCU(UKATOpaM, Ha3bIBaeTC:

+ perucTpalOHHBIM HOMEPOM JIOKYMEHTA;

— rpudom;

— J1aTOW IOKYMEHTA.

20. Kaxoit ¢hopmaT OyMaru UCHoJIb3yeTcs JJIsi U3TOTOBJICHUS OJIAHKOB PE30JTIOIIHIA?

+ A5, A6;

— A4, AS;

— A6, A4.

1. HoBeiii cotpyaHuk oTpaboTtan B opranm3anuu Bcero 10 mHei. HyxHO v BBITIauMBaTHL €My
KOMITEHCAIIWIO 33 HEUCIIOJIb30BAHHBIN OTITYCK?

a) Jla, 3a 1 nenn

0) Ha, 3a 2,33 aHs oTmycKa

B) Ha ycmoTpenue paboronarens

+1) Her

2. Eciu omnara Tpyda B KOMIAHMM HMXKE CPEJHEM B PETMOHE 110 COOTBETCTBYIOLIEMY BHUAY
HSKOHOMHUYECKON JEATEIbHOCTH, TO pab0TOAATENIb MOXKET OBITh:

a) [IpuBieueH Kk aIMUHUCTPATUBHON OTBETCTBEHHOCTH

0) OmrpadoBan

+B) BbI3BaH Ha 3apIUIaTHYI0 KOMUCCHUIO B HAJIOTOBYIO

r) BeI3BaH Ha 3apmiaTHy10 KOMUCCHUIO B TPYIOBYIO HHCIIEKLIUIO

3. Tlpu 3aKiOoYeHWH TPYAOBOTO JOTOBOpA JIMIO, IIOCTyMaroliee Ha paboTy, MPEabIBISIET
paboTtonarento (cT. 65):

+a) CHUJIC

0) UHH

B) CBHIIETENBCTBO 0 Opake

r) CBUIETENBCTBO O POKICHUN PEOCHKA



4. Kakol cpok cUMTaeTCsi MAaKCUMAaJIbHBIM JIJISl UCTIBITAaHUS TP npuéme Ha padoty (cT. 70):
a) 1 ron

+0) 6 mecsIeB

B) 3 mecsa

r) Her orpannuenuii

8. YueOHBI OTITYCK MPEIOCTABIISETCS HA OCHOBAHUH:
+a) CripaBKU-BbI30Ba

0) 3a4CTHOM KHUXKKH

B) Brimucku u3 yuebnoi Bemomoctu BY3a

r) AKaJIeMUYECKOI CIIpaBKU

10. Yro nmenath, €M B IMYHON KapPTOUKE 3aKOHUYMIIOCH MECTO IS BHECEHUSI HH(POpMAIUN
00 OTIyCKE COTPYAHUKA:

a) bonbiie He BHOCUTD B JIMUHYIO KAPTOUKY 3allUCU 00 OTIIyCKE

0) 3ama3aTh WITPUXOM WJIH 3aKJIEUTh UMEIOLIYIOCS HHPOPMALIMIO U CBEPXY HANUCATh HOBYIO
B) 3aBECTU BTOPYIO JIMUHYIO KAPTOUKY

+1) OdOopMUTH JOMOJHEHHUE K TMYHON KapTOUKe

14. TIpu cMeHe paMuiIHK COTPYAHUKA HA THUTYJIHLHOM JINCTE TPYIOBOM KHIKKH HEOOXOIUMO:
a) Hamcate psoM HOBYIO (haMIITHIO, B3SIB IPEKHIOI0 B CKOOKH

+6) Crapast haMuins 3a4epKUBACTCs OJTHOM YEPTOH U BIIMCHIBACTCS HOBast (haMIITUS

B) [IpexxHIoo haMunmio 3amMazate KOPPEKTOPOM

r) Brincate HOBYI0 (hamummio macToit Apyroro mpera

15. B Tpy10BO# KHMKKE MOTYT OBITH 3a1iCH O (CT. 66):
+a) Harpaxnenusix

0) BeiroBopax

B) Hapymennsix

r) Harpaxnaenusix, BBIroBopax, HapyIIEHUAX

16. Ilpu nepeMEHOBaHUM OpraHU3alMU 3aMUCh B TPYAOBYIO KHUKKY:

a) BHocuTh HE HYX)HO

0) Hy»xHo TOIBKO TeM pabOTHHUKAM, KOTOPBIE YBOJBHSAIOTCS U3 KOMIIAaHUU
B) Hy>XHO TOJIBKO B clTydae CMEHBI OpTaHH3AI[IOHHO-TIPAaBOBOU (hOPMBI
+1) HyxHO

17. Ilpu yBOJIBHEHUM TPY10Bask KHUXKKA BBIIAETCS COTPYIHUKY:

a) B nenp Hanucanus 3asBiaeHUsT 00 YBOJbHEHUHN

0) B nenb, mpeAnecTBY MUY YBOJILHEHUIO

+B) B mocnennuii pabounii 1eHb

r) B cpok, corsiacoBaHHbIi C COTPYJHUKOM

Ilpumepnvle oyenounvie mamepuansl
0J151 NPOBEOEHUS NPOMENHCYMOYHOU ammecmayuu (3auen, IK3aAMeH)
nO UMoO2am 0ce0eHUus OUCYUNIUHBL (MOOY/IA)

11. B coctaB nH()OpPMALIMOHHO-CIIPABOYHBIX IOKYMEHTOB HE BXOJIUT:

+ ykaszaHue;

— IOKJIaJHasl 3aIIUCKa;

— CBOJIKA.

12. Bua wuHQOpPMAIMOHHO-CIIPABOYHOM JOKYMEHTAlluH, SBISIIOIIENHCS CIIOCOOOM OIEepaTUBHOTO



UHGOPMAIMOHHOTO 0OMEHa MEXKAY OpraHU3alMsIMH, Ha3bIBACTCS:

+ nepenuckou;

— IOKyMEHTAIIMeN JIIs CITy>KeOHOTO MOJIb30BAHMUS,

— CTATUCTUYECKON OTUYETHOCTBIO.

13. Yro mpencraBiser co00i 3asBlIEHHE B IOKYMEHTOOOOPOTE OpraHu3aIin?

+ DTO JOKYMEHT, KOTOpBIH aJpecoBaH JJOJDKHOCTHOMY JIHMIy M COJEPKHUT KaKyl-JIHOO MpPOChOy
pabOTHHKA;

— DTO IOKYMEHT C MPEIJIOKCHHEM Ha3HAYHUTh, IEPEMECTUTh WIIN MOOIIPUTH PAOOTHHKA;

— DTO NIOKyMEHT, OOBSICHSIONIMIA MPUYMHBI CITYYUBIIETOCS, KOTOPBIA COCTaBiseT PaOOTHUK Ha HUMS
PYKOBOJMTEIIS.

14. Yto He sABISIETCS MPU3HAKOM aKTa?

+ cocraBieHue B cBOOOAHOH popme;

— yCTaHOBJIEHHE (DAKTHYECKOTO COCTOSTHHUE JIeT U OTPAXKEHHUE €r0 B aKTe;

— KOJJIETHAJIbHOCTh COCTABIICHUS.

15. JlokyMeHTBI, KOTOpble H3JaHbl BHYTPU YUPEXKIEHUS M OTHOpPaBIEHBbl 3a €ro IMpenenbl it
PYKOBOJCTBAa HHXKECTOSIIMM OpraHaMm yIpaBjieHHs JHOO B UENSIX HCIOTHEHUS MUChMEHHBIX YKa3aHUU
BBICILICII HHCTAHIIUU, Ha3bIBAIOTCS:

+ UCXOASIIMMU JTOKYMEHTAMU;

— BXOJSIIIUMH IOKyMEHTaMU;

— [IEPENUCKOM.

16. Yto BKIitOUaeT B ceOs TEXHUUECKOE UCTIOTHEHHUE TOKYMEHTA!

+ TMOATOTOBKY TMpOEKTa JIOKyMEHTa, Ha0Op M pacredyarky TeKCcTa TMPOEKTa, KOPPEKTHPOBKY
coJiep>KaHus IOKYMEHTa IOCJIe coryiacoBaHus, oopmieHrne (PUHATBHOTO BapHaHTa JOKYMEHTA;

— TMPEAOCTaBICHHUE PACIEYaTAHHOTO MPOEKTa JOKYMEHTAa pYyKOBOJIUTENIIO Ha COIVIACOBaHHUE,
yCTpaHEHHe HeTOYHOCTEH, HA0Op OKOHYATENILHOTO TIOKYMEHTA;

— COCTaBJIEHUE JIOKYMEHTa Cpa3y B OKOHYATEIbHOM BapUaHTE, €ro MOAMHCAHUE y PYKOBOJIUTEIS,
OTIIpaBKa JOKYMEHTA aJipecary.

17. Koria 1OKyMEHT SBIISIETCSI UICIIOJIHEHHBIM ?

+ Kornma paccmarpuBaemblii B JOKYMEHTE BOINPOC pa3pellieH IOJHOCThIO U TEpernucka M0 HeMy
3aBEpILICHA;

— Kak ToibpKko TOKyMEHTY IPUCBOEH PEeruCTPallMOHHBIN HOMED;

— Kora n1okyMeHT nosiyyeH KOHEYHBIM a/IpecaToM.

18. Kakme pa3mepbl mpUPTOB pPEKOMEHAYETCS WCMIOIB30BaTh MPU OQGOPMIICHUU JTOKYMEHTOB
cormacHo 'OCT P 7.0.97-2016?

+ Ne 12, No 13, Ne 14;

—Ne 12, Ne 14, Ne 16;

—Ne 11, Ne 12, Ne 14.

19. Iudposoit nmu OykBeHHO-IM(PPOBON HIACHTUPHUKATOP IAOKYMEHTA, BKIIOYAIOUIUH MOPSIKOBBINA
HOMeEp, TOMOJHAEMBIN MO KEJIAHUIO HHACKCAMH COTJIACHO MCIOJIb3YEMBIM KilacCU(UKATOpaM, Ha3bIBaeTCS:

+ perucTpalMOHHBIM HOMEPOM JTOKYMEHTA;

— rpudom;

— JIaTOW TOKYMEHTA.

20. Kaxkoit ¢hopmat OyMaru UCIoIb3yeTcs JIJIsl U3TOTOBJICHUS OJIAHKOB PE30JTIOIIHIA?

+ A5, A6;

— A4, AS;

— A6, A4.

1. HoBeiii cotpyanuk oTpabotan B opranm3anuu Bcero 10 aHei. HyxHO 1M BBIIUIaYMBATH €My
KOMIIEHCAIIUIO 32 HEUCIIOIb30BaHHbIN OTITYCK?

a) Jla, 3a 1 nenn

0) Ha, 3a 2,33 aHs oTmycka

B) Ha ycMoTpenue paboronarens

+1) Her

2. Eciu omnara TpyJa B KOMIAHUM HUXKE CpEIHEW B PErMOHE 10 COOTBETCTBYIOIIEMY BUIY
SKOHOMUYECKOH JCSITEIbHOCTH, TO pad0TOAATENb MOXKET OBITh:
a) [IpuBneyeH Kk aAMUHUCTPATUBHON OTBETCTBEHHOCTHU



0) OmrpadoBan
+B) BbI3BaH Ha 3apIUIaTHYI0 KOMUCCHUIO B HAJIOTOBYIO
r) BeI3BaH Ha 3apmiaTHY0 KOMUCCHUIO B TPYIOBYIO HHCIIEKILIUIO

3. Tlpum 3akiOYeHMH TPYIOBOTO JIOTOBOpA JIMIIO, TIOCTYMAroliee Ha padoTy, TPEAbIBISIET
paboronatento (cT. 65):

+a) CHUJIC

0) UHH

B) CBUIETENBCTBO O Opake

r) CBHJIETEBCTBO O POKICHUH peOCHKA

4. Kakoii cpok cUMTAEeTCs] MAaKCUMAaJIbHBIM JIJISl UCTIBITAaHUS TP npuéme Ha padoty (cT. 70):
a) 1 ron

+0) 6 MecsIeB

B) 3 mecsa

r) Her orpannuenuii

8. YueOHBI OTITYCK MPEIOCTABIISETCS HA OCHOBAHUU:
+a) CripaBKuU-BbI30Ba

0) 3a4CTHOM KHUKKHU

B) Brimucku u3 yuebnoit Bemomoctu BY3a

r) AKaJeMUYeCKOI CIIpaBKU

10. Yro nenath, €M B IMYHON KapPTOUKE 3aKOHUYMIIOCH MECTO I BHECEHUSI HH(pOpMAaLUn
00 OTIyCKe COTpYAHHUKA:

a) bosbllle He BHOCUTD B JINYHYIO KAPTOUKY 3aMUCH 00 OTITYCKE

0) 3amazaTh IITPUXOM WU 3aKJIEUTh UMEIOIIYIOCS HH(DOPMALIMIO U CBEPXY HamMcaTh HOBYIO
B) 3aBECTU BTOPYIO JIMUHYIO KAPTOUKY

+1) OhOopMUTH AOTIOTHEHUE K TUIHOU KapTOUKe

14. IIpu cmene hamMmiinu COTPYIHUKA HA TUTYJIBHOM JINCTE TPYAOBON KHIKKH HEOOXOIUMO:
a) Hamcate psoM HOBYIO (haMHITHIO, B3SIB IPEXKHIOI0 B CKOOKH

+0) Crapas pamunms 3a4epKUBaeTCs OJTHON YePTON M BIUCHIBACTCS HOBast (pamMuiIus

B) [IpexHIo0 Gamuinio 3aMa3aTh KOPPEKTOPOM

r) Brincate HOBYI0 (pamMmimio macToit Apyroro mpera

15. B Tpy10BO# KHM)KKE MOTYT OBITH 3amicH O (CT. 66):
+a) Harpaxxnenusix

0) BriroBopax

B) Hapymenusx

r) Harpaxnaenusix, BBIroBopax, HapyIICHUAX

16. Ilpu nepeMEHOBaHUM OpraHU3alMU 3aMUCh B TPYAOBYIO KHUKKY:

a) BHocuTh HE HyX)HO

0) Hy»xHo TOIBKO TeM pabOTHHUKAM, KOTOPBIE YBOJBHSAIOTCS U3 KOMIIAHUHU
B) HyXHO TOJIBKO B Cllyyae CMEHbI OpPraHU3alMOHHO-IIPABOBON (HOPMBI
+1) HyxHO

17. Ilpu yBOJIBHEHUM TPY10Bask KHUXKKA BbIIAETCS COTPYIHUKY:

a) B nenp Hanucanus 3asBiIeHUsT 00 YBOJbHEHUHN

0) B nenp, npeniiecTByOMUi YBOJIbHEHHIO

+B) B nocnennuii pabounii n1eHp

r) B cpok, corimacoBaHHbIi C COTPYIHUKOM

Temwt nucomennvix padom (3cce, peghepamot, Kypcoswvie padomast u op.)



1. Opranu3anus KapoBoro AejI0NpON3BOJICTBA HA MPEANPUITHH.

2. IoKyMEHTUpPOBaHUE TPYAOBBIX IPAaBOOTHOIIEHHH.

3. TexHomorusi MpoBeIEHUs KaAPOBBIX ITPOBEPOK.

4. Texnonorust oOopMIIEHHSI TPYJOBbIX OTHOLICHUH pabOTHUKA U paboTomaTes.

5. OdopmieHre pacTopKEeHUs TPYIOBOTO JOTOBOpA MO MHUIIUATHBE pabOTOAATENs U 110
COTJIAILIEHUIO CTOPOH.

6. ®opMupoBaHHE JTUYHOTO Jefia paOOTHHKA.

7. Benenue IMYHOTO JTUCTKA MO YUETY KaJpOB KaK 4acTh paOOTHI KaJIpOBHKA.

8. [IpodeccroHabHBIC U JIMYHOCTHBIC KAYECTBA KaJPOBOTO PAOOTHUKA.

9. TexHONMOTUST YHUUYTOKEHUS KQAPOBBIX JJOKYMEHTOB.

10.PaboTa ¢ koHpuUIEHITMATLHON HH(OPMAIEl KaK 4acTh KaapOBOW paOOTHI.

11. CokpaiieHrie YUCICHHOCTH MIEpcoHana: oopMIICHHE U IPOBEICHUE MPOLETYPHI
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