OEJIEPAJIBHOE 'OCYJAPCTBEHHOE BIO//KETHOE OBPA3OBATEJIBHOE
YYPEKJAEHUE BBICIHEI'O OBPA3OBAHUA

CTABPOIIOJIbCKHI T'OCYJAPCTBEHHBINA ATPAPHBIA YHUBEPCUTET

="0) OE
FOCY[IAPCTBEHHOE
BIOKETHOE
OBPASOBATE/bHOE

E YYPEXAEHVE BbICWENO
‘OBPA3OBAHMA ™
CTABPOMONbCKNA
FOCYAPCTBEHHbI YTBEPXK l[ ATO

ATPAPHbIV YHUBEPCUTET™,

CTABPONOABCKHI OCYAAPCTBEHHbIH

ATPAPHBIIH YHHBEPCHTET ﬁ:wﬂc:lszzcssgesl‘

- Jupextop/lekan

MHCTUTYTA SKOHOMHUKH, (PUHAHCOB U
ynpasnenus B AIIK

I'yabko FOnus AnexkcanapoBHa

ooooooo

your signing location here
2026-07-07 11:44:57

« » 20 T.

®OHJA OHEHOYHbLIX CPEACTB (OHEHOYHbBIX MATEPHUAJIOB)

b1.B.04 /Ilnarnoctrka u OLEHKA YIIPABIEHUS YEITOBEUYECKUMU
pecypcaMu

38.04.02 MeHnemKkMeRT

VYupasnenne HR-cdepoii u pazButuem 6usHeca
MarucTp

OYHasn

Crasponons, 2026



1. Ilepeyenb IUIAHHPYEMBIX PpPe3yJbTATOB O0y4YeHMS MO [JIUCHUIVIMHE, COOTHECEHHBIX
IUIAHMPYEMBIMH Pe3YJIbTATAMH 0CBOEHUSI 00pPa30BaTe/IbHOI NPOrpaMMbl

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 OLEHOYHBIX CPEACTB MO IMCUUILJINHE

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 4 VeTHslit onpoc, Pepepar
""" | mepcoHanom»
1.2. | ®opMupoBaHHe ITATHOTO PaCTIUCAHUS 4 Tecr, Scce
1.3. | Odopmienne TpyIOBBIX OTHOIIEHHH U IBUKEHHE HEPCOHANA 4 Yernbiit onpoc
1.4, Hacrtpoiiku ommatel Tpynaa mnepcoHanma B 1C «3Bapmmata u 4 JToxian
yIpaBJIeHUE TIEPCOHATIOM)
1.5. | KonTposbHas Touka 4 KontponbHas pabora
16 JIoOKyMEHTHUpOBaHHE BBIIAT IIEPCOHANY 3a HEOTPaOOTaHHOE 4 Tect, YCTHBIH 0mpoc
" | Bpems
1.7. | OdopmiieHHe IPOUNX BHITLIAT IEPCOHATY 4 Pegpepar, Vernbiit onpoc
1.8. | PacTopskeHue TPYIOBBIX OTHOLIEHHM 4 anaun
19 [Mopsinok yuera ynep>kaHuil U3 3apaOOTHOMH ILIaTHI EpCcOHaNa B 4 Keiic-3anaua
" | 1C «3apnnaTa u ynpaBiaeHue IEPCOHATIOM
110, dopmupoBaHHe BHYTPEHHHX OTYETHBIX JOKYMEHTOB  IIO 4 Pedepar
TICpCOHATTY.
111 Co3anue periaMeHTHPOBAHHOW OTYETHOCTH MO IEPCOHANY B 4 YCTHBIH 0mpoc
" | 1C «3apnnara u ynpaBJIeHHE NEPCOHATIOM
1.12. | koHTponBHAs TOUKa MO 6-10 Teme 4 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




5 Pedepat

Pedepat IIponyxr
CaMOCTOSITENILHOM paboThI
CTYJCHTA,

NPEICTaBISIIOIINNA cO00M
KpaTKO€E U3JI0)KEHUE B
MUCHbMEHHOM BUJIE
IIOJIyYEHHBIX PE3yJIbTaTOB
TEOPETHUECKOTO aHaIn3a
OIIPENCIICHHON HAy4YHOU
(yuebHo-
UCCIIEI0BATENbCKON) TEMBI,
I/I€ aBTOP PACKPBIBAET CYTh
UCCIIelyeMOil poobiemsl,
HNPUBOJIUT PA3IUYHbIE TOUKU
3peHus, a TAKKe
coOCTBEHHBIE B3IJIS/IbI HA
Hee.

Tembl peepaTon

6 Joxkmnan, cooOmieHne

[IponyxT camoCTOSTENBHON
paboThI CTyIeHTA,
HpeACTaBISIOMUN cOO0H
myOJIMYHOE BBICTYIIJICHHUE
IO MIPEJICTaBICHUIO
MOJTyYEHHBIX Pe3yIbTaTOB
pELLIEHUs ONPENEICHHON
y4e0HO-ITPAKTUYECKOH,
yueOHO-HCCIIe10BATEIbCKON
WM HAYYHOM TEMBI

Tembl TOKIaA0B, COOOIICHUM

JIJ1s1 OIIEHKH HaBBIKOB

7 Keiic-3agauga

[IpobnemHuoe 3aganue, B
KOTOPOM 00ydJaromeMycst
IpeIaratloT OCMBICITHTD
peabHyIO
npoeccuoHaIbHO-
OpPUEHTUPOBAHHYIO
CUTYaIUI0, HEOOXOIUMYIO
JUTSI pEIIeHUs] TaHHOM
poOJIEMBI.

3agaHus i1 pelieHus Kenc-3aaauu

[TpomexyTOUHas aTTecTallus

8 DK3aMeH

CpencTBO KOHTPOJIS
YCBOEHHS y4eOHOTO
MaTepuana u
¢dopmupoBaHus
KOMIICTECHITHH,
OpPTaHU30BAHHOE B BHJIC
Oecepl 110 OMJIeETaM C
EJIBIO IPOBEPKH CTETICHH U
Ka4yeCcTBa YCBOCHHS
U3y4aeMOTo MaTepuaa,
OTIPEICITUTh
HEOOXOIMMOCTh BBEICHUS
W3MEHEHHI B COJIEp>KaHKE U
METO/IbI 00y4EHUS.

Kommekr 9K3aMCHAIIlMOHHBIX OuIeTOB

4. llpumepHblil GOHI OLEHOYHBIX CPEACTB /sl NMPOBeJCHUs] TeKYyllero KOHTPOJIsi M MPOMeKYTOYHOM

arrecTauvu O00y4YalOIIUXCSl MO JUCHUIUVIMHE (MOIYJIIO)

YyeJIOBeYeCKNMH pecypcamu’

"JIluarHoCTMKAa M OlEeHKAa YNpPaBJIeHUs




Ilpumepnvie oyenounvle Mamepuanvl 011 MeKyulezo KOHmMpoJia yCnesaemocmu

Kak opopmuTh TUYHYIO KapTOUKY Ha HOBOTO COTPYIHHKA?

OrtBert:

3axoauM Bo BKiIanKy «Kanpen - « CoTpyTHUKI.

Haxwumaem kHomnky «Co3aaThy - 100aBIsieTCs] HOBBIN dIIEMEHT.

3anonHenue ocHOBHBIX MaHHbIX (DUO, nata poxaenus, UHH, CHUJIC, o)

3amoiHeHWe JUYHBIX JaHHBIX (MECTO pPOXKACHHUSA, TPAKIAHCTBO, TOKYMEHT YAOCTOBEPSIOLINIT
JUYHOCTD, TENE(POHBI, aapeca)

3amnoiHeHue JTAHHBIX 00 o0Opa3oBaHUM/KBanuUKALIUN (yueOHoe 3aBecHHE,
HaIpaBJICHUE/CTICIIUATBHOCTD, JIUTIJIOM U T.II.)

3anonHenue BKianku «CropaBku» (BHECEHHE CBEACHUN M3 CIPABOK OT MPEAbILAYIIEro paboTomarens
MIpY HAJTUYUHN)

3amnoJiHeHNE JAHHBIX O CEMbE

3anoHEeHUEe JaHHBIX O TPYAOBOH JEATEITHBHOCTH

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

3anoHEeHWe JaHHBIX BOMHCKOTO ydeTa

Uro0Obl 3aperucTpupoBaTh KapTOUKY HOBOTO COTPYJHUKAa Ha)XMMaeM BBEpPXYy KHOIKY «3amucaTh U
3aKPBITHY.

2. Kak co3marte mpuka3s o nmpuemMe Ha padoTy OJHOTO COTPYIHUKA?

OrTBeT:

3axoauM Bo BKIAAKy «Kanpen - sxypHan «lIpuemsl, mepeBoabl, yBOJbLHEHHS.

Haxwumaem kHomnky «Co3natey - «[Ipuem Ha paboTy».

BriOupaem u3 criucka coTpyIHUKa, KOTOPOTO HY)KHO OOPMUTH.

CrtaBuM JaTy JOKyMEHTA.

Bo Bxnagke «I'maBHOEY:

- BRIOMpaeM JaTy npuemMa Ha paboTy;

- UCTIBITATEIbHBIN CPOK MPU HEOOXOAUMOCTH;

- BRIOMpaeM MojApasaesieHue U T0JDKHOCTb;

- BBIOMpaeM rpaduk paboTHI ISl COTPYAHHUKA M BHUJI 3aHITOCTH;

- onpenensem OOT.

Bo Bkmaake «Ormnata TpyJaa» aBTOMATHYECKH OyJIeT OINpeNeicH BUJA HAYUCICHUH U pasMep
3apaboTHOM TiaThl. HeoOXonMMO yCTaHOBHUTH TMOPSIOK pacdera aBaHca («Pacderom 3a mepByO IMOJOBHHY
MECSIa).

Bo Bknaake «TpymoBol AoroBop» HEOOXOAMMO YKa3aTb HOMEpP M JIaTy TPYIOBOTO JOTOBOpa M
MOCTaBUTH (HIIAKOK, €CITU JIOTOBOP CPOUYHBINA. BHECTH WHBIE YCIIOBUS €CITH 3TO HEOOXOAMMO.

Jlist Toro, 94TOoOBI JOKYMEHT OBUI CO3JaH Ha)XMMaeM KHONKY B BepxHeM JieBoM yriy «lIpoBectu u
3aKPBIThY.

3. Kak oopmuTh 11epeBoj] HECKOJIBLKUX COTPYIHUKOB B Pyroe moapas3aeincHue?

OtBer:

3axoauM Bo BKIaJKy «Kanpeny - sxypHan «[Ipuemsl, nepeBoibl, YBOJIbHEHUS.

Haxxumaem kHonky «Co3natb» - «KaapoBblil mepeBo CIIUCKOMY.

BnaocuMm naty nokymeHra.

B TabGnuuHoii yacTu Ha)kuMaeM KHONKY «Jl00aBUTH» M B OTKPBIBILIEMCS OKHE BbIOMpaeM COTPYIHHKA,
cpok nepeBona. B 3akmanke «I'maBHoey» ctaBuMm ¢uiaxkok «llepeBectu B Apyroe moapasieieHue» - BhIOUpaeM
nojpasaeneHrue U A0KHOCTh. CtaBuMm ¢riaxkok «OTpa3uth B TpyAOBOM KHUXKe». Bo Bkianke «Orata
TpyZa» aBTOMATHYECKH TOSBSITCS JaHHBIC O IJIAHOBBIX HAYMCICHHUSX HAa HOBOM paboueM Mecte. Bo BkIaake
«TpynoBoil N1OroBOp» BHOCUM CBEIEHHS O JONOJHUTEIBHOM COTJIAIEHHMM K TPYAOBOMY J0roBopy. Bo
BKJIaJIKe «/{0MOTHUTEIHLHO» BHOCUM MPUYMHY U OCHOBaHHUE JIJIsl IEPEBO/IA.

Haxxumas BHU3Y mokymeHTa kKHOMKY «OK» - COTpyIHHMK-TIEpEBOJHUK TOSBUTCA B TAOJMYHON YacTH
nokymeHnTa «KaapoBblil mepeBom.

Jnsg  noOaBieHHs] CIEAYIOLIEr0 COTPYJHHMKA HaXXMMaeM KHOMNKY «Jlo0aBUTH» U MOBTOPSEM
HE0OXOANMBIE JEHCTBUSI.

[Tocne BHECEHUS BCEX COTPYAHUKOB — HaxkumaeM «lIpoBecTH u 3aKpbIThY.

4. Kak co3narhb npuka3 Ha yBOJIbHEHHE paOOTHUKA?



Ortger:

3axoauM Bo BKIIAJKy «Kanpeny - sxypHan «[Ipuemsl, mepeBoibl, YBOJILHEHUS.

Haxxumaem kHonky «Co31aTh» - «YBOJIBHEHHE).

B ocHOBHOW wYacTu JOKyMEHTa BBIOMpaeM JaTy, MeECSl HA4YHMCICHUS U COTPYAHHKA, KOTOPOTO
HEOOXOAMMO YBOJHTb.

Bo Briagke «VYciioBus yBOJIBHEHHUS» BBIOMpaeM JaTy, OCHOBaHHE YBOJBHEHHS (CO CCBUIKOM Ha
crateto TK P®), craum duakox «OTpa3uth B TpyA0BOM KHUXKKe». Jlanmee ykasplBaeM KOJIMYECTBO JIHEH, 3a
KOTOpbIE BBIIUTAYMBAETCS BBIXOJHOE IOCOOHME (€CM TakKoe YCJoBHE MpeaycMoTpeHo). CTaBuM  (uiaxkKku
«YuuteiBath MPOT» u «Haumcnure 3apriaty». Hmwke aBTOMarmueckw OyIyT pacCUMTaHBl CYMMBI 10
3apalboTKy 3a OTpabOTaHHOE BpEeMs, KOMIIEHCAIMsl HEHCIOJb30BaHHOTO OTITYCKa M BBIXOJHOE IMocobue (eciu
npenycMoTpeHo), paccuutan HIADJI. Jlanee ycranaBiuBaeM AaTy BBITUIATHI (TTOCISTHUN pabOYMil ICHB).

Bo Bkmagke «KommeHcamwsi OTIyCKa» aBTOMATHUYECKH OYyIyT paccuuTaHbl CyMMBl U JIHU
KOMIICHCAIIUH.

Bo Brmanke «Hauuciaenuss u ynepkaHds» aBTOMAaTUYECKH PACCUUTAIOTCA BCE HAYUCIICHHUS,
yAep>KaHUs U CTPAXOBbI€ B3HOCHI.

Bo Briagke «CnpaBku Ipu yBOJBHEHUM» MOXKHO pacredarars crpaBky 2-HA®PJI u Hcxopsuryro
CIPaBKy JUIsl pacyera mocoOu.

B 3akmioueHun HakMMaeM KHOIKY «IPOBECTH M 3aKPBITh» W JOKYMEHT IOSIBUTCS B KypHaje M
IPOYMX PETUCTPaxX yyera.

5. Kak oopMuTh 0OUepeTHON €KETOHBIN TPYI0BOU OIJIAYMBAEMBIN OTITYCK COTPYIHHUKY?

Ortser:

3axoauMm Bo BKIaAKy «Kanpen - xkypHan «Otmyckay.

Haxumaem kHonky «Co3aatb» - «OTImycKk».

Bribupaem aaty u mecdi HauucieHusi. Beibupaem coTpyaHUKa U IEPUO]T OTITYCKA.

Bo Briagke «OCHOBHOM OTIYCK» CTaBUM IIEpUOJ OTIYCKa M aBTOMAaTHYECKH PacCUUTHIBAETCS
KOJMYECTBO KalleHAapHBIX JAHed. Hibke aBTOMaTW4ecKd MPOU3BOAUTCS pacyeT OTIMYCKHBIX C Y4YEeTOM
cpenHero 3apaborka coTpyaHuka, a Takxke HJIDJI. Jlamee ompenensieM BUJ BBIILIATH (B MEXK Pacu€THBIN
MepUOA) U TUTAHUPYEMYIO J1aTy BBITLIATHI.

Bo Brmamke «J/lomonmHUTENbHBIE ~ OTHYCKa» MNP  HEOOXOJUMOCTH  BHOCHM  CBEICHHS O
JIOTIOJTHUTEIBHOM OTITyCKE.

Bo Brmaake «HauncieHo» aBTOMAaTHYECKM 3amoOJHATCS CBEJIEHUS O HAYUCICHHBIX CyMMax
OTITyCKHBIX.

Jyist perucTpalyy JOKYMEHTa HA)KMMAaeM KHOIIKY B BEpXHEM JieBoM yriy «[IpoBecTu u 3aKpbIThY.

6. Kak co3natp Tabens yuera pabouero BpeMeHu?

Ortser:

3axoauM BO BKJIAJKY «3apIuiatay - «Yuer BpeMeHn» - « Tabenm.

Haxxnumaem kHonky «Co31atby.

BriOupaem mecsll, 3a KOTOPBIM HY>KHO CO3/1aTh Ta0elb U 1aTy €ro COCTAaBIICHHUS.

HaxxumaeM KHONIKY «3aIroiIHUTh.

B TabnuuHo 4acTu MOSABISIOTCS CBEACHUS A Ta0els: COTPYAHUKH, JHUA MECSLa, BUIbI BPEMEHHU.

JlaHHbBIE MOKHO MPaBUTh.

B BepxHell wyactu nokyMeHTa HaxkumaeM Ha kHonky «llewats T-13» u ¢dopmupyem Tabenp yuera
pabouero BpeMeHU HakuMasi KHONKY «IIpoBecTH U 3aKpBIThY.

7. Kak oopMuTh ynepkanusi COTPYAHUKY MO UCTIOTHUTEIHHOMY JIUCTY?

Ortser:

3axoMM BO BKJIAAKY «3apruiatay - «Y aepKaHus - « AJIUMEHTBI U APYTUe YIS KaHUSD.

Haxxumaem knHonky «Co3aaTe» - « ICTIOMHUTENbHBIN JTUCT.

CraBUM JaTy HCHOJHUTENBHOTO JIMCTa, BhIOMpaeM coTpyaHuka. B crpoke «llomyuarens» co3maem
HOBOE (DU3HMYECKOE JIMIIO, SIBIISIOLIEECS TIOJIydaTeNieM CpPEACTB IO HCHOJIHUTEIBHOMY JHCTy. B cTpoke
«AJzlpec» BHOCHM TOT aJpec, Ha KOTOPBIM HEOOXOAMMO MEPEUYHUCIIATh CPEJCTBA COMIACHO HCIIOJHUTEIBHOMY
JHCTY.

Vka3biBaeM mepuoja yAepkKaHus M crnocod pacyera ((UKCUPOBAHHOM CYMMOM, IMPOLIEHTOM WU
JIOJICH).



[Ipu nHeoOxomaumocTH cTaBuM ¢aaxok «l[IpekpaTuTe yaepkaHue MO JOCTHKEHUIO Tpenena» u
YKa3bIBa€M CyMMYy.

Bce cBenenust st JaHHOTO JOKYMEHTa OepyTCsl U3 UCIIOIHUTENIBHOTO JIMCTA.

B xonue Haxkxumaem KHOIKY «IIpoBecTH M 3aKpbITh» M C yKa3aHHOTO Nepuojaa OyAyT MPOU3BOIUTHCS
yAEpKaHUs U3 3apIUIaThl JAHHOTO COTPY/IHUKA.

8. Kak co3nate nokymeHnT B 1C JIokyMeHTOOO00pOT

Ortser:

Briopate B pasmene “/lokymeHTHI W (dalabl” COOTBETCTBYIOIIYIO KOMaHAy W3 Tpymibl Co3aaTh,
BBIOpaTh HYKHBIN BUJI JOKYMEHTA.

3anonHuth (opMmy (KapTOuKy), MPHUCOESAMHUTH ainpl Ha 3aknanke Daiinpl WM UCHOIB30BaTh
kHOTIKY (/loOaBuTh (aiiyr), a 3aTeM COXpaHUTh W 3apPETHCTPUPOBATH JOKYMEHT (CreHepupoBaTh
PErUCTpallMOHHBIA HOMED).

[Ipu peructpanmu HOKyMEHTa MNpOrpaMMa aHAIM3UPYET €ro PEKBU3UTHI W HUIIET MOAXOMISIIYIO
HACTpOiKy Hymepanuu. Ecnu HacTpoiika He HaiineHa, TO BbIaeTcsi coodiieHne o6 ommbOke. Torma ciemyer
CO3/1aTh €e€.

Ecnu HaliieHO HECKONbKO MOAXOAAIIUX HACTPOEK, TO MPUMEHSETCS Ta, KOTOpas MOAXOIUT IO
HanOOJIBIIEMY YHCITYy U3MEPEHHIA.

9. Kak nactpouts BUI U HyMmepaluio gokymeHTa B 1C JlokymenTo000pOT

Ortger:

YcTaHOBKAa HAacTpOEK BUAA JOKyMEHTa BBINOJIHAETCS Ha 3akianke «Bua moxymenra — Hactpolku»
KapTOYKM BHUJA JOKyMeHTa. B crpaBo4yHOil mHboOpManuyM MOXHO NPOYUTATh ONUCAHHE OOIIMX HACTPOEK
JUIs. BCEX BMJIOB JOKYMEHTOB Ha IPUMEpPE BHUJOB BHYTPEHHUX JIOKyMEHTOB. Oco00€ BHHMaHUE HMEET
napaMmerp «SIBisfercs IOroBopomM» — HACTpOMKa O3HA4aeT, YTO JOKYMEHTBl 3TOrO BHJAA SBISIFOTCS
JIOTOBOpAaMH ¥ TIpM YCTAaHOBKE OSTOW HACTPOWKH aBTOMATUYECKHM YCTAHABIMBAIOTCA 0€3 BO3MOXXHOCTH
OTKJIFOUEHUS JIPYTH€ HACTPOMKH.

Jlns co3maHus M HACTPOMKU MpaBUi (OPMHUPOBAHUS HYMEPATOPOB MPEAYCMOTPEH CIPABOYHUK
Hywmeparopel. CrnpaBOoYHHMK OTKpBIBA€TCS 10 OJHOMMEHHOM KOMaHJE B MeEHI0 pasnena HopmaruBHo-
cripaBoyHast UH(OpPMAIHSL.

Ha 3axmagke «®opmar HOMepa» MOXKHO BBIOpaTh OJHO MIIM HECKOJBKO CIYXKEOHBIX MOJIeH s
oroOpaxkenus. dopmaT PerucTpaliMOHHOTO HOMEpa MOXKET BKJIIOYaTh B ceOsi paziUuHbIC CIy>KeOHBIE MOJI,
OTMEUYEHHbIE KBAJpPAaTHBIMU CKOOKaMHM, M pa3ienuTeNu (Hampumep, THpe, Kocas uepta). Ecim paspenurens
MOMEIIEH B KBaJpaTHbIE CKOOKHM, BHYTPH KOTOPBIX YKa3aHO CIyeOHO€ Iojie, TO OH OyaeT A00aBleH K
HOMEPY TOJIBKO B TOM CJIydae, eclid OyneT 700aBiIeHO CITy)KeOHOe ToJIe.

[Tocne cozmaHus M yCTaHOBKM (opMmaTa HymepaTopa HEOOXOAMMO NPUBSA3aTh €ro K OAHOMY WIH
HECKOJIBKUM BHJIaM JIOKYMEHTOB. OTO MOXHO CJieJlaTh Kak B KapTOuke HyMmepaTopa (Ha 3aKiajke
«/JlecTByeT WIsh», TaKk U B KAPTOYKE BUJA JOKYMEHTa Ha 3aknanke « Hymepanus».

JUia 0qHOTO BUAA NOKYMEHTa MOKHO yKa3aTh HE3aBHCHMYIO HyMEpalMIO Ha 3aKJIaJKe «HE3aBUCHUMas
HyMmepauus». HesaBucumas HyMmepanusi IO OpraHM3allMy IO3BOJUT AOKYMEHTaM BHUJAA, KOTOPOMY Ha3HAau€H
3TOT HYyMepaTop, UMETb PErUCTPAlMOHHBII HOMEp OJHOro (hopMaTa, HO C MHIMBUAYAIbHOW HyMepaluen Io
KaXJ10i OpraHu3aluu.

10. Kak mactpouts mabnon nokymenta B 1C JlokymeHT0000pOT

Ortser:

IIpu co3zmaHuM OKyMEHTa B IIPOIpaMM€ IIPELyCMOTPEHAa BO3MOXXHOCTb aBTOMATHYECKH 3aIIOJIHUTh
€ro peKBU3UTAMHU U IPUCOEIUHUTD (DaIIIbI 110 3apaHee HACTPOSHHOMY I11a0JIOHY .

[Ipu co3manum BUAa JOKyMEHTa ynoOHO cpa3y 100aBUTh K HeMy IIA0JIOH JOKYMEHTa M HAaCTPOMTH
aBTOMaTHYEeCKOe 3alojHeHue (ailiioB. DTU HACTPOMKHM AOCTYIHBI B KapTOYKE BU/A JOKYMEHTAa Ha 3aKJIaJKe
«I1Ta6oH TOKYMEHTa».

Ha Bknaake «PekBU3UTHI TOKyMEHTa» MOXHO CO37]aBaTh HAMMEHOBAHHUE JOKYMEHTA 110 MI1a0JI0HYy.

[Ipy wW3MEHEHWW pEKBHU3MTA, YYACTBYIOIIEr0 B IIA0JOHE HAUMEHOBAaHUS, OH AaBTOMATHYECKU
W3MEHUTCS B HAUMEHOBaHMM JOKyMeHTa. Hampumep, M3MEHEHHBI pPErMCTPAllMOHHBIN HOMEp JOKyMEHTa
aBTOMATUYECKU U3MEHUTCSI U B HAMMEHOBAHHUU.

Hactpoiika aBTo3amoiHeHMs I1a0JIOHA BBINOJHSETCS B KapTOYKe BHJA JOKYMEHTa Ha 3aKJajKe
«ITabnon nokymenta — @aiinb» 1o cepliikaM «He HacTpoeno» uiu « OTKPBITHY.



IIpu HacTpolike aBTOMATHYECKOTO 3aroHEeHHs madiaoHoB ¢aiinoB ¢opmara Doc, Docx, Dot, Dotx B
OTKPBIBILIEHCS KapTOYKE JOCTAaTOYHO OTMETHUTh HYXHBIE TOJISI Ha 3akiaake «PekBU3UTBHI», M Mporpamma
aBTOMATUYECKH CO3/1aCT UX B (haiiie.

NTOI'OBOE TECTUPOBAHUE

11. B coctaB nuH()OpPMAIIMOHHO-CIIPABOYHBIX IOKYMEHTOB HE BXOJIUT:

+ yKasaHue,

— JOKJIaJHasl 3aIUCKa;

— CBOJIKA.

12. Bua wuHQOpPMAIMOHHO-CIIPABOYHOM JOKYMEHTAIlUH, SBISIIOIIENHCS CIIOCOOOM OMNEpaTUBHOTO
UHPOPMAITMOHHOTO 00OMEHA MEKIY OpTaHHU3AIMsIMH, Ha3bIBACTCS:

+ NepenucKoi;

— JIOKyMEHTAIMEeH AJIs CITy>KeOHOTO TOJIb30BaHMS;

— CTaTHUCTUYECKOW OTYETHOCTHIO.

13. Yto mpencraBisier coO0l 3asiBIIEHUE B JOKYMEHTOOOOPOTE OpraHU3aIiu?

+ DTO JOKYMEHT, KOTOpPBI aJpecoBaH [OJKHOCTHOMY JHILy U COJEPXKUT KaKylo-I1u00 MpochOy
paboOTHUKA;

— OTO0 IOKYMEHT C MpeJIOKEHUEM Ha3HAYUTh, IEPEMECTUTh WM MOOUIPUTH PAOOTHHKA;

— DTO JTOKyMEHT, OOBSICHSIONIMA MPUYMHBI CIyYUBIIETOCS, KOTOPBIM COCTaBISICT PAOOTHHK HA HUMS
PYKOBOJUTETIS.

14. Yto He sABASETCS NPU3HAKOM aKTa?

+ cocraBiieHue B cBOOOAHOU popme;

— YCTaHOBJIEHUE (PaKTHUECKOTO COCTOSIHUE JIeT U OTPaKEHHUE €ro B aKTe;

— KOJUJIETUAJIbHOCTh COCTABIICHHUSI.

15. JlokyMeHTBI, KOTOpble HW3JaHbl BHYTPU YUPESKIEHUS U OTHPABJICHBI 32 €ro Mpeaenbl Uit
PYKOBOJICTBA HIDKECTOSIIMM OpTraHaM YIpaBieHUs MO0 B LEISX HCIOJHEHUS NHCbMEHHBIX YyKa3aHUN
BBICIIEH MHCTaHIUU, HA3bIBAIOTCSL:

+ UCXOJAIIMMH TOKyMEHTaMU;

— BXOJSIIIAMHE TOKyMEHTAMU;

— MEePENHUCKOM.

16. Uto BKIItOUaET B €O TEXHHUUECKOE UCTIOTHEHHE IOKYMEHTA!

+ TMOATOTOBKY TMPOEKTa JIOKyMEHTa, Habop U pacredyarky TeKCTa TMpPOeKTa, KOPPEKTHUPOBKY
coJiep KaHusl IOKyMEHTa MocyIe COrIacoBaHus, oopmieHre (PUHAIBHOTO BapHaHTa JOKYMEHTA;

— TpeAOoCTaBICHHWE pACIEYaTaHHOTO TMPOEKTa JOKYMEHTa pPYKOBOJIUTENIO Ha COIJIaCOBaHHE,
yCTpaHeHHe HeTOYHOCTEH, HA00p OKOHYATENILHOTO IOKYMEHTA;

— COCTaBJIGHHE JOKYMEHTa cpa3dy B OKOHYATEIbHOM BapUaHTE, €ro MOJMUCAHUE y PYKOBOIUTEIS,
OTMpaBKa JOKYMEHTa aJipecary.

17. Koria 1OKYMEHT SBJISIETCS HCTIOJITHEHHBIM?

+ Korgma paccmaTpuBaemblii B JOKYMEHTE BOINPOC PA3pEIIeH IMOJTHOCThIO M TEPENHcKa IO HEMY
3aBepIlICHA;

— Kak ToibKko 10KyMEHTY MPUCBOEH PETUCTPAILIMOHHBIA HOMED;

— Korna 1okyMeHT nogyyeH KOHEYHBIM aJIpecaToOM.

18. Kakue pasmepsl MIPHUPTOB PEKOMEHIYETCS HCIOJIB30BaTh HpU OGOPMIICHHH JIOKYMEHTOB
corimacuo 'OCT P 7.0.97-2016?

+ Ne 12, Ne 13, Ne 14;

—No 12, Ne 14, Ne 16;

—Ne 11, Ne 12, Ne 14.

19. Iudporoit unu OykBeHHO-IM(PPOBON HACHTH(PUKATOP TOKYMEHTA, BKIIOUYAIOIIMA TMOPSIKOBBIMI
HOMeEp, TOTOJTHSAEMBIN IO KEIAHUIO WHACKCAMH COTJIACHO UCIOJIB3YEMBIM KIIacCCU(PUKATOPaM, HA3bIBACTCS:

+ perucTpalvOHHBIM HOMEPOM JIOKYMEHTA;

— rpudowm;

— JIaTOW IOKYMEHTA.

20. Kakoit ¢hoopMat OGyMaru UCIoNIb3yeTcs A U3TOTOBICHUS OJTAHKOB PE30TFOINiA?

+ AS, A6;

— A4, AS;

— A6, A4.

1. HoBeiii coTpynuHuk otpaboran B opraHuzaiuu Bcero 10 mueil. HyxHO U BhIIaUMBaTH €My



KOMITCHCAIIHIO 32 HEMCITOJIb30BAHHBIN OTITYCK?
a) Ja, 3a 1 nenn
0) [a, 3a 2,33 gus oTmycka
B) Ha ycMoTpenue paboronarens
+r) Het

2. Ecnmm ommata Tpyna B KOMIIQHMM HIDKE CpPEAHEH B PErHOHE IO COOTBETCTBYIOIEMY BHILY
HSKOHOMHYECKOW AEATEIILHOCTH, TO pab0oTOAATENIb MOXKET OBITh:

a) [IpuBnedeH K aIMUHUCTPATUBHON OTBETCTBEHHOCTH

0) OmrpadoBan

+B) BbI3BaH Ha 3apIUIaTHYIO KOMHCCHIO B HAJIOTOBYIO

r) Bei3BaH Ha 3apIlaTHYI0 KOMHCCHIO B TPYIOBYIO MHCIICKIUIO

3. Ilpm 3aki0YeHHH TPYIOBOTO JIOTOBOpA JIMIO, TIOCTyMaromiee Ha pabdoTy, TNPEabsIBISIET
paboronatento (cT. 65):

+a) CHUJIC

0) UHH

B) CBUIETENBCTBO O Opake

r) CBHUIETENBCTBO O POXKICHUU PeOCHKA

4. Kakoii cpoK CUMTACTCS MAaKCUMAaJIBbHBIM JIJISl UCTIBITAaHUS TIPH npuéme Ha padoty (cT. 70):
a) 1 rox

+0) 6 MecsIeB

B) 3 Mecsna

r) Her orpanandennii

8. Y4eOHbIl OTIYCK MPENOCTABISETCS HA OCHOBAHUU:
+a) CripaBKu-BbI30Ba

0) 3a4€THOM KHUKKH

B) Beimucku u3 yuebHoit Beqomoctu BY3a

r) AKaJeMUYECKOMN CITpaBKH

10. Yto nenath, €Cau B TUYHOU KApPTOUKE 3aKOHYHMIIOCH MECTO JIJIsI BHECEHMsI HH(MOpMAITUU
00 OTIyCKE COTPYAHUKA:

a) bospiie He BHOCUTD B JIMYHYIO KAPTOYKY 3aMUCH 00 OTITYCKE

0) 3ama3aTh MTPUXOM KU 3aKJIEUTh UMEIOIIYIOCS HH(DOPMAILIUIO M CBEPXY HAIHCATh HOBYIO
B) 3aBECTH BTOPYIO JIMUYHYIO KApPTOUKY

+1) OhOopMUTH TOTIOTHEHNE K TUYHON KapTOUKe

14. TIpu cMeHe paMuUIMK COTPYAHUKA HA TUTYJIHLHOM JINCTE TPYIOBOM KHMKKH HEOOXOIUMO:
a) HanmucaTp psiioM HOBYIO (paMUIIHIO, B3SIB IIPEKHIOIO B CKOOKH

+6) Crapas pamunus 3a4epKuBaeTCs OJHOM YepTOi U BIMCHIBAETCS HOBas (haMUITUS

B) [IpexxHIo0 daMuuio 3amazath KOPPEKTOPOM

r) Borcats HOBYIO paMuIIKIO MTACTOM IPYTOro 1BeTa

15. B Tpy10BOii KHMXKKE MOTYT OBITH 3arucH o (cT. 66):
+a) Harpaxxnenusx

6) BeiroBopax

B) Hapymenusx

r) Harpaxxaenusix, BBIrOBOpax, HapyIIEHUSIX

16. Ilpu nepenMeHOBaHUM OpPraHU3ALMH 3alMCh B TPYIOBYIO KHUXKKY:

a) BHocuTh HE HYX)HO

6) HyxHo ToibKO TeM pabOTHHUKAM, KOTOpPBIE YBOJIBHSAIOTCS U3 KOMITAaHUU
B) Hy>xHO TONBKO B ciiyyae CMEHbI OpraHU3aIl[MOHHO-TIPAaBOBON (hOpMBI
+r) HyxHO



17. Ilpu yBOJIbLHEHHUH TPYAOBasi KHWKKA BBIIAETCS COTPYIHUKY:
a) B nens Hanucanus 3asBICHUS 00 YBOJBHEHUN

0) B neHp, npeamecTBYOMIMN yBOJIbHEHHIO

+B) B nmocnennuit pabounii 1eHb

r) B cpok, cormacoBaHHbBIN ¢ COTPYIHUKOM

Ilpumepnvie oyenounvie mamepuanl
0J151 NPOBEOEHUS NPOMENCYMOYHOU ammecmayuu (3auem, IK3AMeH)
nO UMO2am 0C60eHUs OUCHYUNIUHBL (MOOYIs)

11. B coctaB nH(pOpMaIIMOHHO-CIIPABOYHBIX JJOKYMEHTOB HE BXOJIHT:

+ yKa3aHue,

— JIOKJIa/IHAsl 3aIIUCKa;

— CBOJIKA.

12. Bun wuH(OpManMoOHHO-CIIPAaBOYHON JIOKYMEHTAIUU, SBIISIOLICHCS CHOCOOOM OIEpaTUBHOTO
uHGOPMAIIMOHHOTO 0OMEHa MEXKAY OpraHU3alUsIMH, Ha3bIBACTCS:

+ nepenuckou;

— IOKyMEHTAIMe! JUIsl CITy>KeOHOT0 MOJIb30BAHMUS,

— CTATUCTUYECKON OTUYETHOCTBIO.

13. Yro mpencraBiser co0o0il 3asBlIEHHE B IOKYMEHTOO0OOPOTE OpraHu3anuu’?

+ DTO JOKYMEHT, KOTOPBIM aJpecoBaH JJOJDKHOCTHOMY JIMIy U COJEPKUT KaKylo-JIMOO MpPOChOy
paboTHHKA;

— OTO AOKYMEHT C MpeIoKEeHUEM Ha3HAYUTh, IEPEMECTUTh HIIU MOOLIPUTH paOOTHHKA,

— DTO JIOKyMEHT, OOBSICHSIOMIMA MPUYMHBI CIYyYUBIIETOCS, KOTOPBIM COCTaBiseT paOOTHUK Ha HUMS
PYKOBOJUTEIS.

14. Yto He sABISIETCS MPU3HAKOM aKTa?

+ cocraBieHue B cBOOOAHOH popme;

— yCTaHOBJIEHHE (DAKTUYECKOTO COCTOSTHHUE JIeN U OTPaXKEHHUE €ro B aKTe;

— KOJUJIETUAJIbHOCTh COCTABIICHUS.

15. JlokyMeHTbI, KOTOpbIE HW3AaHbl BHYTPU YUPEKICHUS U OTHPABIECHBl 32 €ro Ipeaensl Uit
PYKOBOJICTBA HIDKECTOSIINM OpTaHaM YIpaBiCHUsS MO0 B MEISX HCIOJHEHUS NHCHbMEHHBIX YyKa3aHUN
BBICHIEN MHCTaHIMH, HA3bIBAIOTCSL:

+ UCXOASIIMMU JTOKYMEHTAMU;

— BXOJSIIIIMMHU IOKYMEHTaMU;

— MEPENUCKOMN.

16. Yto BKIIFOUAET B ceOsi TEXHUYECKOE HCIIOTHEHHUE JJOKYMEHTA:

+ TMOATOTOBKY TMpOEKTa JOKyMEHTa, Ha0Op M pacledyarky TeKCcTa TMPOEKTa, KOPPEKTHPOBKY
coJiepKaHus IOKyMEHTa IOCJIe coryiacoBaHus, oopMieHrne (PrHAIBHOIO BapHaHTa JOKYMEHTA;

— TpeloCTaBJIEHUE PACIEUYaTaHHOIO IMPOEKTa JOKYMEHTa pPYKOBOJMUTEII0 Ha COTJIAaCOBaHUE,
yCTpaHEHHe HETOYHOCTEH, HA0Op OKOHYATENIbHOTO IOKYMEHTA;

— COCTaBJIEHUE JIOKYMEHTa Cpa3y B OKOHYATEIbHOM BapUaHTE, €ro MOAMNHCAHUE y PYKOBOJIUTEIS,
OTIpaBKa JOKYMEHTA aJipecary.

17. Koraa n1OKyMEHT SBIISIETCSI UCIIOJIHEHHBIM ?

+ Korpma paccmaTtpuBaemblii B JOKYMEHTE BOIPOC PA3PEIIECH IIOJHOCTBIO M IEPENHCKA [0 HEMY
3aBEpILCHA;

— Kak ToJIbKO TOKYMEHTY IPUCBOEH PETUCTPALMOHHBIA HOMED;

— Koraa n1okyMeHT nosiyyeH KOHEYHBIM a/IpecaToM.

18. Kakume paszmepsl mpUPTOB PEKOMEHIYETCS HCHOIB30BaTh MpU O(OPMIIECHHH JOKYMEHTOB
cormacHo 'OCT P 7.0.97-2016?

+ No 12, Ne 13, Ne 14;

—Ne 12, Ne 14, Ne 16;

—Ne 11, Ne 12, Ne 14.



19. Iudporoit umu OykBEeHHO-IM(PPOBON HACHTH(PUKATOP TOKYMEHTA, BKJIIOUYAIOIIMHA TOPSTKOBBIHA
HOMED, JIOTIOTHAEMBIN TI0 JKETaHUI0 MHJIEKCAMH COTJIACHO MCTIOIBb3YEeMbIM KiIacCu(UKaTOpaM, Ha3bIBACTCS:

+ perucTpaliOHHbBIM HOMEPOM JIOKYMEHTA;

— rpucom;

— J1aTOW JOKyMEHTa.

20. Kakoii (popMat OyMaru UCIosib3yercs 1Ji U3TOTOBIEHUS OJJaHKOB PE30HOLUIL?

+ A5, A6;

— A4, AS;

— A6, A4

1. HoBelii corpyanuk otpabGotan B opranuzamuu Bcero 10 mneil. HyxHO 1M BBIIIAYUBaATH €My
KOMIIEHCAIIMIO 32 HEUCII0JIb30BaHHbIM OTITYCK?

a) Ja, 3a 1 nenn

0) [a, 3a 2,33 gus oTmycka

B) Ha ycmoTpenue paboronarens

+r) Het

2. Ecnmm ommata Tpyna B KOMIIQHMM HIDKE CpPEIHEH B PErHOHE II0 COOTBETCTBYIOIEMY BHILY
HSKOHOMHYECKOW JAEATEIILHOCTH, TO pab0oTOAATENIb MOXKET OBITh:

a) [lpuBnedeH K aIMMHUCTPATUBHON OTBETCTBEHHOCTH

6) OmrpadoBan

+B) BbI3BaH Ha 3apIUIaTHYI0 KOMHCCHIO B HAJIOTOBYIO

r) Bri3BaH Ha 3apIulaTHYI0 KOMHCCHIO B TPYIOBYIO MHCIICKIUIO

3. Ilpm 3akirOYeHWH TPYAOBOTO JIOTOBOpA JIMIIO, TMOCTyMampiiee Ha padoTy, NPEabsIBISICT
paboronatento (cT. 65):

+a) CHUJIC

0) UHH

B) CBUIETENBCTBO O Opake

r) CBUIIETENHCTBO O POKICHUN peOeHKA

4. Kakoli cpok CUMTAETCs] MaKCUMAaIBHBIM JIJISl UCTIBITAaHUS TIPH Mpuéme Ha padoty (cT. 70):
a) 1 rox

+0) 6 mMecsIeB

B) 3 MecsIa

r) Her orpanndennii

8. Y4eOHbIl OTIYCK MPEIOCTABISAETCS HA OCHOBAHUU:
+a) CripaBKu-BbI30Ba

0) 3a4€THOM KHUKKHU

B) Brimucku u3 yue6Ho# Benomoctn BY3a

r) AKaJeMUYECKOM CITPaBKH

10. Yto nenath, €Ccau B JUYHOU KApPTOUKE 3aKOHYHIIOCH MECTO JIJIsI BHECEHUsI HH(MOpMAIUU
00 OTIIyCKE COTPYIHUKA:

a) bornbIie He BHOCUTD B JIMUHYIO KAPTOUKY 3allUCU 00 OTITyCKe

0) 3ama3aTh MTPUXOM KU 3aKJIEUTh UMEIOIIYIOCS HH(DOPMAILIUIO M CBEPXY HAIHCATh HOBYIO
B) 3aBECTU BTOPYIO JIUUHYIO KAPTOUKY

+1) OhOpMUTH JOMOTHEHNE K TMYHON KapTOUKe

14. TIpu cMeHe paMuIMK COTPYAHUKA HA TUTYJIHHOM JINCTE TPYJOBOM KHMKKH HEOOXOIUMO:
a) Hamucatp psiiom HOBYIO (haMuUJIHIO, B35B MPEXKHIOIO B CKOOKHU

+6) Crapas amunus 3a4epKuBaeTCs OJHOM YepTOi U BIHUCHIBAETCS HOBas (haMHITUS

B) [IpexHioro Gamuuio 3ama3aTh KOPPEKTOPOM

r) Briucats HOBYIO (hamuiuio mactoit qpyroro nseTa

15. B Tpy10BOif KHMYKKE MOTYT OBITH 3arucH o (cT. 66):



+a) Harpaxxnenusx

0) BeiroBopax

B) Hapymenusx

r) HarpaxxieHusx, BBITOBOpax, HApyIICHUSIX

16. Ilpu mepeMeHOBaHUH OPTAHU3AIMH 3aMKCh B TPYIOBYIO KHUXKKY:

a) BHOCHTB HE HYKHO

0) HyxHO TOIBKO TeM pabOTHUKAM, KOTOPBIE YBOJIBHSIOTCS U3 KOMITAHUU
B) Hy’>kHO TOJIBKO B CiTydae CMEHBI OpraHH3aI[MOHHO-TIPABOBOK (HOPMBI
+r) HyxHO

17. Tlpu yBOJbHEHHUH TPYI0Bask KHHYKKA BBIIAETCS COTPYIHUKY:

a) B nens nHanucanus 3asBICHAS 00 YBOJIBHEHUN

0) B neHb, mpeAmecTBY O YBOJIBHEHHIO

+B) B mocnennuii pabounii 1eHb

r) B cpok, coriiacoBaHHbBIN C COTPYIHHUKOM

Tembt nucomennvix pabom (Icce, pepepamot, Kypcogvie padomot u op.)

1. Opranunsanus KaapoBOro JeJIONPOU3BOACTBA HA MPEANPUATHH.

2. IoKyMEHTUpPOBaHUE TPYAOBBIX IPAaBOOTHOIIEHHH.

3. TexHonOrus NMPOBENEHUS KaIPOBBIX NPOBEPOK.

4. Texnonorusi oopmiieHUs! TPYAOBbIX OTHOLIEHUI pabOTHUKA U paboToaaTess.

5. OpopmiieHre pacTopKEHUsS TPYIOBOTO JOrOBOpa 10 MHULMATHBE paboToAaTeNs U 1o
COIIAIIEHUIO CTOPOH.

6. ®opMupOBaHHE JUYHOTO JieJla paOOTHHKA.

7. Benenue IMYHOTO JTUCTKA MO YUETY KaIpOB KaK 4acTh padOTHI KaJIpOBHKA.

8. IIpodeccronanbHble U JIMYHOCTHBIE KAYeCTBA KaJpOBOI'0 PAOOTHHUKA.

9. TexHONOTUSI YHUUTOKEHUS KaJIPOBBIX IOKYMEHTOB.

10.Pa6ora ¢ koHpuaeHIManbHON HHbOpMaIeil Kak YacTh KaAPOBOW pabOTHI.

11. CoxkpaleHue 4ucIeHHOCTH NepcoHana: ohopMICHHE U IPOBEJCHUE TTPOLETY P
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