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1. Ilepeyennb

IJIAHMPYeMBbIX

pe3yJIbTaTOB

o0y4eHust

mo

INIAHMPYEMbIMH Pe3y/1bTATAMM 0CBOCHHMA 00Pa30BATEJIBbHOM IPOIPaAMMBbI
[Ipouecc u3yyeHus: TUCHUILIMHBI HampaBieH Ha GopmupoBaHue cienyromux komnereHuuii OII BO
1 OBJIaJIEHHUE CJIEAYIOIIUMU pe3yJibTaTaMu O0YUYEeHHUs IO AUCLUIIINHE:

JUCIHMILINHE,

COOTHECCHHBIX C

Kon u naumenoBanue Kon u [TepeueHp MIaHUPYEMBIX PE3YIHTATOB OOYUCHHS 110
KOMIIETEHIINH HaVMEHOBaHHE JUCLUIIIINHE
WHJUKATOpa
JIOCTHKECHHUSI
OIIK-5 Cnocob6en | OTIK-5.1 3HaeT
HCII0JIb30BaTh B|Hcnone3yeT B | ciocoObl BeleHUs! KaIpOBOM JOKYMEHTAIINH C
po¢eCCHOHAIBHON Mpo()eCCHOHAIT | UCTIOIB30BAHMEM COBPEMEHHBIX WH()OPMAITMOHHBIX
JIETENBbHOCTH BHOU TEXHOJIOTUU
“H(pOpPMaAITUOHHO- ACSTEIBHOCTH | ymeeT
KOMMYHHKallHOHHBIC MHPOPMALMOH | - BecTH YYET NEPBUYHON TOKYMEHTALUH IO TIEPCOHAIY
TEXHOJIOrHH, HO- BJIa/IeeT HABbIKAMHU
roCcy1apCTBEHHBIE 1| KOMMYHUKALNO | gappikamy BBO/IA EPBUYHBIX CBEIEHHIA, 27IEMEHTOB
MYyHULIHTIATBHBIC HHBIC CIIPaBOYHMKOB, HACTPOiiku nporpammel 1C «3apmara u
nH(pOpMaLIMOHHBIE TEXHOJIOTHH, yIIpaBJIeHHE TEPCOHATON
CHUCTEMBI; MIPUMEHSTH | TOCYJaPCTBEHH
TEXHOJIOTUU SJIEKTPOHHOTO | bIE€ U
MPaBUTEIHCTBA U | MyHUITUTIATBH
MPEe10CTaBICHUS ble
rOCYJIapCTBEHHBIX uHpopmaImoH

(MyHHIMIIANBHBIX) YCIYT;

HBIC CUCTCMbI

2. Hepeqeﬂb OICHOYHBIX CPEACTB M0 AUCHUILJIMHE

O1eHOYHOE CPENCTBO
£ | Kox MHIMKaTOpOB ! peit
3 MIPOBEPKH PE3yIHTATOB
Ne HammenoBanwne paznena/TeMsl g JOCTHIKEHHUS
& N JOCTHXEHHS MHIUKATOPOB
@) KOMITETEHIIN I .
KOMITETEHINH
1. |1 paznmen. 1C: KagpoBoe nenonpou3BoACTBO
11 Oprannsanus kagposoro ydera B 1C «3apmiata u ymnpaBieHHE 5 YcTHblit onpoc, Pedepar
""" | nepcoHanom»
1.2. | ®dopMupoBaHHE IITATHOTO PACTHCAHHUS 5 Tecr, Dece
1.3. | OopmiteHHrE TPy TOBBIX OTHOINEHH U IBUMKEHHE TIEPCOHAIIA 5 Yernbiit onpoc
14, Hactpoiiku omnarel Tpyna nepcoHara B 1C «3apriata u 5 Jloknan
yTIpaBJIEHUE TIEPCOHATIOM)
1.5. | KonTpombHas Touka 5 Kontpornbras pabora
16 I[OKyMeHTI/IpOBaHI/Ie BBIIIJIAT TII€PCOHAY 3a HCOTpa6OTaHHoe 5 TeCT, VY CTHBIN ompoc
" | Bpems
1.7. | OdopmeHre MPoUnX BBIIAT MEPCOHATY 5 Pedepar, Yerubiit onpoc
1.8. | PacTopkeHue TPyIOBBIX OTHOLLIEHUIT 5 3anaun
1.9 [opsimok yuera yaepkaHuid W3 3apabOTHOI IUIaTHl IepcoHana B 5 Keiic-3anaua
" | 1C «3apnnaTa u ynpaBieHHE TIEPCOHATIOM




dopmupoBaHue
TICPCOHATTY.

1.10.

BHYTPEHHHUX

OTYCTHBIX JAOKYMCHTOB 10

Pedepar

CoznaHue periiaMeHTHPOBAHHOW OTYETHOCTH II0 NEPCOHANy B
1C «3apmara u ynpaBJieHHE IEPCOHATIOM))

VYcrHBIi onpoc

1.12.

KOHTpPOJIbHAs To4Ka 1o 6-10 Teme

Konrponsnas pabora

HpOMe)KyTO‘IHaSI aTTecranusa 3a
3. OueHoYHbBIE CPeICTBA (OLIEHOYHbIE MATEPHAJIbI)
[IpuMepHBIii TIepeueHb OLEHOYHBIX CPEACTB Il TEKYILIEro KOHTPOJs YCIIEBAEMOCTH U

MPOMEXKYTOUYHOM aTTECTalluU

Ne |HaumenoBanue
/Tl | OIICHOYHOT'O CPEJICTBA

Kpartkas xapakrepuctuka
OLICHOYHOT'O CPEICTBA

[pencTaBiaeHUE OMIEHOYHOTO CPEICTBA B
donne (O1eHOYHbIC MaTEPHUAITBI)

Texkynmi KOHTPOI

b

JI1st onieHKY 3HaHUM

1 YcTHBIN onpoc

CpencTBo KOHTPOJISI 3HAHUH
CTYJICHTOB,
CIocoOCTBYIOIIIEe
YCTaHOBJICHUIO
HETOCPEICTBEHHOTO
KOHTaKTa MEeXKIY
IperoiaBaTesieM u
CTYZCHTOM, B IpolLiecce
KOTOPOTO MpenojaBaTeib
MoJIy4acT HIMPOKUC
BO3MOXHOCTHU JIA U3YUYCHUS
WHIVBHUIYaIbHBIX
0COOEHHOCTEH yCBOCHUS
CTyJIEHTaMH Y4eOHOTO
Marepuaa.

[Tepedens BOIPOCOB ISl YCTHOTO OITpoca

2 3amaun

3anaun penpoayKTHUBHOTO
YPOBHSI, IO3BOJISIFOILINE
OIICHUBATh U
JMarHOCTUPOBATh 3HAHHE
(dakTHYeCcKOro MaTepuana
(6a30BbIC TOHSTHSI,
AITOPUTMBI, (DAKTHI) U
NpaBUIbHOE UCIIOJIH30BAHUE
CHEIHATbHBIX TEPMUHOB U
MIOHATUH, Y3HABAaHUE
00BEKTOB MU3yYCHHUS B
paMKax oIpeaesIeHHOTO
pazzena JUCHUILTUHBL,

Kommiekr 3aa1a4 MUHUMAJIBHOT'O YPOBHA

3 Tect

Cucrema
CTaHJApPTU3UPOBAHHBIX
3aJIaHUM, TT03BOJISIOIIAS
ABTOMATU3HPOBATH
MPONEAYPY U3MEPEHUS
YPOBHS 3HAHUM U YMEHUU
o0OyyJaromierocs.

donx TecTOBBIX 3aMaHUN

JI1s1 OLIeHKM YMEHHUIA




KonrponbHas padora

CpenctBo npoBepku
YMEHUI IPUMEHSATh
NIOJIyYEHHBIE 3HAHUSA JJIs
penieHus 3a1a4
OIIPEIEIICHHOI O TUIIA 10
TEME WJIU Pa3lIeiLy

KoMIiekT KOHTpOJIbHBIX 3aJJaHul 10
BapHaHTaM

Pedepar

Pedepar [IpoayxT
CaMOCTOSITENIbHON PabOTHI
CTYJEHTA,
NpeACTaBISIOMUN cOO00i
KpaTKO€ HU3JI0KEHHUE B
IMCbMEHHOM BUJIE
MOJTyYEHHBIX Pe3yIbTaTOB
TEOPETHUUECKOT0 aHAIN3a
ONPENEICHHON HayYHOU
(yueOHo-
HCCJIEZIOBATEIBCKOM) TEMBI,
I/I€ aBTOP PACKPBIBAET CYTh
UCCIIEyeMOil poOieMsl,
IPUBOJUT PA3JIUYHbIE TOUKU
3peHus, a TaKKe
COOCTBEHHbIE B3IJISAbI HA
Hee.

Tembl pedepaton

Hoxman, coobmenue

IIpoxykxT camocTOSTENBHOM
paboThI CTy/IEHTA,
MPEICTaBISIIOIINNA co00i
nyOJINYHOE BBICTYIIJICHHUE
IO MPEJICTaBICHUIO
MOJTyYEHHBIX Pe3yIbTaTOB
peuIeHUs ONPEEIICHHON
y4eOHO-TTPaKTUYECKOH,
y4eOHO-UCCIIeI0BATEIBCKON
WJIM HAyYHOU TEMBI

TeMBI TOKIag0B, COOOIICHUI

JIJ1s1 OLIEeHKH HAaBBIKOB

Keiic-3amaua

[IpobnemHuoe 3ananue, B
KOTOPOM 00ydYaromemMycs
MPEeIaral0T OCMBICIIUTD
peabHYyIO
npodeccuoHanbHO-
OpPUCHTUPOBAHHYIO
CHUTYAIHIO, HEOOXOIUMYIO
JUISL peIIeHUsl JTaHHOU
npoOIeMBbI.

3ajanus A1 pelieHust Keic-3a1auun

IIpomexyTouyHas aTTecTalus




8 3auer CpenctBo KOHTpOJIS IlepedeHb BOIIPOCOB K 3a4€Ty
YCBOEHUS y4eOHOT0
MaTepuana NpakTU4eCKUX U
CEMUHAPCKUX 3aHATHI,
YCIELIHOTO IPOXO0XKACHUS
IIPaKTHK U BBIIOJHEHUS B
IIPOLIECCE ITUX MPAKTUK
BCEX yUYEOHBIX MOPYUYEHUN B
COOTBETCTBHH C
YTBEPKIEHHON
IIPOTrpaMmMoi ¢
BBICTaBJICHUEM OLICHKH B
BUJIE «3aYTCHOY,
«HE3aYTEHO».

4. IlpuMepHbIil (POHI OLEHOYHBIX CPEACTB /JJIsl MPOBEJEHUS] TEKYIIEro KOHTPOJS U NMPOMEKYTOUHOI
arrectauuu ol0y4amommxcsa no aucuumiuHe (moayawo) '"I'MC-texHosiormu B rocyJapCTBEHHOM H
MYHMIMIAJIbHOM ylpaBjieHun'

Ilpumepnoie oyenounvlie mamepuanvl 01 MEKyu €20 KOHMPOIA yCneeaemocmu

Kak odopmuTh THYHYIO KApTOYKY HAa HOBOTO COTPYIHHUKA?

Ortser:

3axoaum Bo BKIAAKy «Kaapey - «CoTpyAHUKIY.

Haxxumaem kHonky «Co3aaTh» - 100aBIsieTCs HOBBII 3JIEMEHT.

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

3anojiHEHUE JIMYHBIX JAaHHBIX (MECTO POXKACHHS, TPaKJaHCTBO, JOKYMEHT YIOCTOBEPSIOIIUA
JUYHOCTD, TEIe(OHBI, aapeca)

3anojaHeHue JAHHBIX 00 00pa30BaHNH/KBAIU(UKAITIH (yuebHOE 3aBeJICHUE,
HarpaBJIeHUE/CIIEUaTbHOCTb, TUTIJIOM H T.1I.)

3anonnenue Bkianku «CropaBku» (BHECEHHE CBEACHUN W3 CIPABOK OT MPEABLAYIIEro padoTomatens
MIPY HAJTUYHHN)

3anoJiHeHHE JAHHBIX O CEMbE

3anoiHeHue JaHHBIX O TPYAOBOH J€ATeNbHOCTH

3anonHenue Bkiagku «CTpaxoBaHue» (JIbFOTHI, HHBATUAHOCTH U MPOY.)

3anoiHeHne JaHHBIX BOMHCKOTO yueTa

UroObl 3aperucTpupoBaTh KapTOUKY HOBOTO COTPYJHUKAa Ha)XMMaeM BBEpPXYy KHOIKY «3amucaTh U
3aKPBIThY.

2. Kak co3mate nmpukas o mpreMe Ha paboTy OJHOTO COTPYTHHUKA?

Ortser:

3axonuMm Bo BKIaAKy «Kagpen - xxypHan «IIpuemsl, nepeBoabl, yBOJIbHEHHS.

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

BriOupaem u3 crimcka cOTpyaHUKA, KOTOPOTO HYXKHO O()OPMUTE.

CraBuM gaTy JOKyMEHTA.

Bo Bknanke «l'maBHoe»:

- BBIOMpaeM JaTy mpruemMa Ha padoTy;

- HCTIBITATEIIBLHBIN CPOK MPU HEOOXOAMMOCTH;

- BBIOMpaeM Moipa3/iesieHue U J0JDKHOCTD;

- BbIOMpaeM rpaduk paboThl ISl COTPYAHHUKA U BUJI 3aHITOCTH;

- onpeaensieM OOT.

Bo Bkmaake «Omnata TpyJaa» aBTOMaTHUecKd OyleT OINpeneieH BHUJA HayUCIEHUH MU pasMep
3apaboTHOM TuiaThl. HeoOXoauMo yCTaHOBHTH MOPSAOK pacuera aBaHca («PacueTtoMm 3a mepByrO MOJOBUHY
MeCSAIIa).

Bo Bkmagke «TpymoBoi noroBop» HEOOXOAMMO yKa3aTb HOMEp M JaTy TPYJAOBOrO JIOTOBOpa M
IIOCTAaBUTH (PJIAXKOK, €CIIM JOTOBOP CPOUHBIA. BHECTH MHbIE YCIOBUS €CIIU 3TO HEOOXOAUMO.

s Toro, 4ToOBl TOKyMEHT OBUI CO3/1aH Ha)XMMaeM KHOMKY B BepxHeM JjeBoM yriy «lIpoBectu u
3aKPBIThY.



3. Kak ohopmuTh nepeBoj; HECKOIBKUX COTPYIHUKOB B pyroe noapaszaencHue?

Ortser:

3axoauM Bo BKIAJKY «Kanpep - xxypHan «IIpuemsl, nepeBobl, YBOIbHEHUS.

Haxumaem kHonky «Co3aath» - «KaapoBblil epeBoJ CIHCKOMY.

BrHocum naty nokymeHra.

B TabnuuHoii yacTn Ha)kuMaeM KHONKY «J{00aBUTB» W B OTKPBIBIIEMCsI OKHE BBIOMpaeM COTpYIHHKA,
cpok nepeBoa. B 3akmanke «I'maBHoey ctaBum duaxkok «llepeBectu B Apyroe moapaszieicHue» - BhIOMpaeM
nojpasaeneHne u JobkHocTh. CrtaBuMm Quaxkok «OTpasuTh B TPYJOBOH KHIDKKe». Bo Bkmaake «Omata
TpyZa» aBTOMATHYECKH MOSABSTCS JaHHbBIE O IJIAHOBBIX HAUMCICHHUSX HAa HOBOM paboueM MecTe. Bo Bkiaake
«TpynoBoil 110roBop» BHOCHM CBEIEHHUS O JOINOJIHUTEIBHOM COTJIAIIEHUH K TPYAOBOMY JO0roBopy. Bo
BKJIaJIKE «JlOMMOTHUTENBHO» BHOCUM IIPUYKMHY U OCHOBAHME ISl IEPEBOJA.

Haxwumast BHU3y nokymeHTa KHONKY «OK» - COTpyIHHK-IIEpEBOJHUK NOSIBUTCS B TaOJMYHON 4YacTu
nokymeHnTa «KaapoBblil mepeBom.

Jlns  no0GaBieHUst CIEAYIOMIETO COTPYAHHMKAa HaKMMaeM KHONKY «Jlo0aBuUTH» U  TMOBTOpsiEM
HEOOXOANMBIE IEHCTBUSI.

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

4. Kak co3marh npuka3 Ha yBOJIbHEHHE paOOTHUKA?

Ortser:

3axoauM Bo BKIAJKY «Kanpep - xxypHan «IIpuemsl, nepeBobl, YBOJIbHEHUS».

Haxumaem kHonky «Co31aTh» - «YBOJIBHEHUEY.

B ocHoBHON YacTu [OKyMEHTa BBIOMpaeM JaTy, MeCsl] HAYUCIEHHUS U COTPYAHHUKA, KOTOPOTO
HEO00XO0UMO YBOJIUTD.

Bo Briagke «YciioBusi yBOJIbHEHHUS» BBIOMpaeM JaTy, OCHOBaHHE YBOJbHEHHUS (CO CCBUIKOM Ha
crateio TK P®D), craBum ¢naxok «OTpazuTe B TPyAOBOW KHIKKe». Jlamee yka3plBaeM KOJIMYECTBO JTHEH, 3a
KOTOpBIC BBITUIAYMBAETCS BBIXOJHOE IMOCOOHME (€CiIM Takoe YcClIoBHE NpemycMoTpeHo). CrtaBuM  (axku
«YuuteiBath MPOT» u «Hauucnuth 3aprnaty». Huke aBTOMartnuecku OyIyT pacCUMTaHbl CYMMBI 10
3apaboTKy 3a OTpabOTaHHOE BpEMs, KOMIIEHCAIMsI HEHCIOJb30BaHHOTO OTITYCKa M BBIXOJHOE IMocobue (ecnu
IpeycMOTpeHo), paccuntad HJ®DJI. Jlanee ycTaHaBiMBaeM AaTy BBIILIATHI (IIOCIEIHUI paOOUYMil 1€HB).

Bo Bkmaake «KommneHcanust oTmycka» aBTOMaTHYeCKd OYIyT paccuuTaHbl CyMMbl U JIHU
KOMIIEHCAIIUH.

Bo Brmanke «Hauucnenuss u  yaepkaHus» aBTOMAaTUYECKH pACCUUTAIOTCA BCE HAYUCIICHMS,
yAEp>KaHUs U CTPAXOBbIE B3HOCHI.

Bo Bknagke «CnpaBku TNpu YBOJBHEHHUW» MOXHO pacrnedarath crnpaBky 2-HJDJI u Hcxonsuryro
CTPaBKy JUIS pacyeTa ocoOuii.

B 3akmroueHum HaXMMaeM KHOIIKY «IIPOBECTHM M 3aKpbITh» U JOKYMEHT IOSBUTCS B JKypHaje M
IIPOYMX PETUCTPAX ydeTa.

5. Kak opopMuTh ouepenHoi exKeroaHbIi TPy IOBOM OIIaYUBAEMBbIH OTITYCK COTPYAHUKY?

Ortser:

3axonuM Bo BKIaaky «Kanpen - xypHan «OTtmyckay.

Haxxumaem kHonky «Co3natb» - « OTILyCK».

BriOupaem narty u mecsi HauuciaeHus. BeiOnpaem coTpyIHUKA U [IEPUOJT OTITyCKa.

Bo Bknagke «OCHOBHOM OTIYCK» CTaBUM IIEPHOJ OTIYCKA W aBTOMATHYECKH PAaCCUMUTHIBACTCSA
KOJIMYECTBO KaJleHAApHBIX JAHeH. Huske aBTOMaTW4eckd MPOU3BOAUTCSA PpacyeT OTIYCKHBIX C Y4ETOM
cpenHero 3apaborka coTpyanuka, a Tarke HJIDJI. Jlamee ompenensieM BuJ BBIILIATH (B MEXK PacUETHBIN
[IEPUOA) U IUIAHUPYEMYIO J1aTy BBIILIATHI.

Bo Brmanke «/lomonHurtenbHblE  OTHYCKa» TNPH  HEOOXOJUMOCTH  BHOCHUM  CBEIEHHS O
JIOTIOJIHUTENIBHOM OTITYCKE.

Bo Bknagke «HaunciieHo» aBTOMAaTMYECKH 3alOJHATCA CBEIEHUS O HA4YUCICHHBIX CyMMax
OTITyCKHBIX.

Jljig perucTpanuy JOKyMEHTa Ha)kKMMaeM KHOIIKY B BEpXHeM JieBOM yTiy «IIpoBecTH u 3aKphIThY.

6. Kak co3znmate Tabenp yuera pabodero BpemeHu?

Ortger:

3axoauM BO BKIIAJIKY «3apriiatay - « Yder BpeMeHn» - « Tabemmy.
Haxxumaem kHonky «Co31aTh.



Bri6upaem mecsiil, 3a KOTOPBIH HY>KHO cO371aTh Ta0elb U JaTy €ro COCTaBIECHUS.

HaxxumaeM KHOTIKY «3aroTHUTH.

B TabnuyHOI yacTH MOSBISIOTCS CBEACHUS [ Ta0eNsi: COTPYIHUKH, THA MeCsIa, BUIbI BPEMEHHU.

JlaHHBIE MOKHO IIPaBUTH.

B BepxHelt wactu nokymeHTa HaxknuMmaeM Ha KHOmNKY «lledate T-13» u dopmupyem Tabenb ydera
pabouero BpeMeH! HaxxuMasi KHOTIKY «[IpoBeCcTH U 3aKpBIThY.

7. Kak opopmuTh yaepkaHus COTPYAHHUKY 110 UCTIOTHUTEILHOMY JIUCTY?

OrTBeT:

3axouM BO BKIIAJIKY «3apruiaTay - « Y AepxKaHus» - «AJIMMEHTBI U JPYTUE YICPKAHU.

Haxxumaem kHonky «Co3natby - « ICOJTHUTENBHBIN JTUCT.

CraBUM JaTy HWCIOJNHUTEIHHOTO JIMCTA, BBIOMpaeM coTpymHuka. B crpoke «[lomydarens» co3maem
HOBOE (PH3WMYECKOE JIMIIO, SIBIISIOIICECS TOJydaTeeM CpPEICTB IO HCIONMHHUTEIBHOMY JHMCTy. B cTpoke
«Azpec» BHOCHUM TOT aJpec, Ha KOTOPBIH HEOOXOJIMMO MEPEUUCISATh CPEACTBA COTJIACHO HCIOIHUTEIEHOMY
JUCTY.

VYka3plBaeM TMEpHOA YACpkKaHUS H CIoco0 pacyera ((HUKCHPOBAHHOW CYMMOM, IMPOIICHTOM WU
JIOJICH).

[Ipu HeoOxommmocTH cTaBuM ¢Graxok «[IpekpaTuTe yaepkaHue IO JOCTHKCHHUIO Tpeaeia» |
YKa3bIBaE€M CyMMY.

Bce cBepenus ist JaHHOTO IOKYMEHTa OEpyTCsl U3 UCTIOJHUTEIBHOTO JIKCTA.

B xonne Haxxumaem KHOMKY «IIpoBecTH M 3aKphITb» U C YKa3aHHOTO TMEepHojia OyAyT MPOU3BOIUTHCS
yAepKaHUs U3 3apIUIaThl JAHHOTO COTPY/IHUKA.

8. Kak co3znath mokyment B 1C JlokymeHTO000pOT

Ortser:

BriOpats B pasnmene “JlokyMeHTHl M (ailiibl” COOTBETCTBYIOIIYIO KOMaHAy u3 Tpymmnsl Co3nath,
BbIOPATh HYXHBIM BUJ] TOKYMEHTA.

3anonHuTh GopMy (KapTOUKy), MPHUCOCTUHHUTH Qaitnel Ha 3aknagke Dailbl WM HUCMOIB30BATH
kHomKy (JloGaBuTh aiii), a 3areM COXpaHUTh U 3apPETUCTPUPOBATH JOKYMEHT (CreHepHupoBaTh
PEruCTpallMOHHBIA HOMED).

IIpu perucrtpauum AOKyMEHTa NpPOrpaMMa AaHAIU3UPYET €ro PEKBU3UTBI M HIIET HOJXOMAALIYIO
HAcTpolMKy Hymepauuu. Eciau HacTpoiika He HalifieHa, TO BblgaeTca coobOmieHue o6 ommbke. Torga cinemyer
CO3/1aTh €e.

Ecnu HaliieHO HECKOJBbKO MOIXOMSAIIMX HACTPOEK, TO MPHUMEHSETCS Ta, KOTOpas MOAXOTUT IO
HauOOJIbIIEMY YHCITy U3MEPEHH.

9. Kak HactpouTts Bua U Hymepanuo gokymeHTa B 1C JlokyMeHTO000pOT

Ortser:

VYcraHOBKa HACTPOEK BHIA JOKYMEHTA BBINOJHAETCS Ha 3akianke «Bua moxkymenTta — Hactpoiikm»
KapTOYKH BUAa JOKyMeHTa. B crmpaBoyHON MH(OpMAIMM MOXHO NPOYUTATH OMNHMCaHUE OOIIMX HACTPOEK
JUI1 BCEX BMJIOB JIOKYMEHTOB Ha IIPUMEpE BUJOB BHYTPEHHHUX JAOKyMEHTOB. Oco0oe BHHUMaHHE HMeEET
napaMmerp «SIBisercss J0roBOpomM» — HAacTpoKa O3HAa4aeT, YTO JOKYMEHTbl 3TOr0 BHJA SBIISIFOTCS
JIOTOBOpaMH M TIpU YCTAHOBKE OSTOW HACTPOWKM aBTOMATUYECKHU YCTAHABIMBAIOTCA 0€3 BO3MOXKHOCTH
OTKJIIOUEHUS JIPYTHME€ HACTPOMKH.

Jis co3maHuss M HAcTPOMKM MpaBUid (OPMHPOBAHUS HYMEPATOPOB HPEAYCMOTPEH CIPABOYHUK
Hywmepatopel. CripaBOUHUK OTKpBIBAa€TCsl 10 OJAHOMMEHHOW KOMaHAe€ B MeEHIO pasgena HopmartusHO-
cripaBOYHasi HH(GOpMAIIHsI.

Ha 3akmanke «®opmar HOMepa» MOXHO BBIOpAaTh OIHO MM HECKOJBKO CIYXEOHBIX IOJIeH i
oroOpakeHus. dopmaT perucTpaliMOHHOIO HOMEpa MOXKET BKJIIOYaTh B ce0sl pas3iIMuHbIE CIIy:KEOHBbIE OIS,
OTMEUEHHBbIE KBaJpaTHBIMU CKOOKaMHM, W pa3jenuTenu (Hampumep, THpe, Kocas yepta). Ecim paspenurens
MOMEIlleH B KBaJpaTHble CKOOKH, BHYTPHM KOTOPBIX YyKa3aHO CIIy>)keOHOe Mojie, TO OH OyneT ao0aBieH K
HOMEpY TOJIKO B TOM clly4ae, eciii OyJeT J00aBlIeHo ciykeOHoe ToJe.

[Tocne co3manus W ycTaHoBKHM ¢opMaTa HymepaTopa HEOOXOJUMO NpPUBS3aTh €ro K OJHOMY WU
HECKOJIBKUM BHUJAM JOKYMEHTOB. OJTO MOXHO CHENaTh Kak B KapTOYKe HyMeparopa (Ha 3akjIaike
«/elicTByeT ans», Tak U B KapTOUKe BUAA JOKYMeHTa Ha 3akianke «Hymepanusy.

JUig ogHOTO BUAA NOKYMEHTA MOKHO yKa3aTh HE3aBHCHMYIO HYMEpalMIO Ha 3aKJIaJKE «HE3aBUCHUMas



HyMmepauus». HezaBucumas Hymepanus 1O OpraHM3allMM MO3BOJMT JOKyMEHTAaM BHJa, KOTOPOMY Ha3HAa4ycH
3TOT HYMEpaTop, UMETh PETUCTPAIIMOHHBIN HOMEp OJHOrO (hopMaTa, HO C MHIMBUAYAIbHOW HyMepaluei 1o
Ka)KI0M OpraHHU3alyH.

10. Kak nactpoutsb mabnon qokymenta B 1C JJokymeHTO000pOT

Ortger:

[Ipu cozmanuM OKyMeHTa B IMpOrpaMMe MPeIyCMOTPEHa BO3MOKHOCTh aBTOMATHYECKH 3aMOJIHUTh
€ro PEeKBH3UTAMH U MPUCOSAMHUTD (HaliiIbl IO 3apaHee HACTPOSHHOMY IIIa0JIOHY.

[Ipu co3manuu BHUIa JOKYMEHTa yAOOHO cpa3y M00aBUTh K HeMy IIa0JOH JOKYMEHTa W HacCTPOUTh
ABTOMATUYECKOE 3aroJIHeHUE (ailioB. DTH HACTPONKM NOCTYIHBI B KapTOYKE BHJA JOKYMEHTA Ha 3aKJIaJKe
«I1labnoH JOKYMEHTay.

Ha Bknagke «PEeKBU3UTHI TOKYMEHTa» MOXHO CO371aBaTh HAMMEHOBAHUE JTOKYMEHTA I10 IIa0I0HY.

[Ipy wu3MEHEeHMHM pEKBHU3UTA, YYACTBYIOLIEr0o B I11a0JOHE HAWMEHOBAHMSA, OH AaBTOMAaTUYECKH
U3MEHHUTCS B HAaMMEHOBaHUM JOKyMeHTa. Hampumep, M3MEHEHHBIN pPETrUCTPAIIMOHHBIA HOMEpP JOKYMEHTa
ABTOMATUYECKU U3MEHUTCSI U B HAUMEHOBAHHUU.

Hactpoiika aBTo3amonHeHHs [MAOJOHA BBITIOMHSIETCS B KAapTOYKE BHJA JOKYMEHTA Ha 3aKIaIKe
«ITabmon nokymeHTa — @aiaby 1o cepuikaM «He HacTpoeHo» uinu «OTKPBITHY.

[Tpu HacTpoOiiKe aBTOMATHUYECKOTO 3amojHeHus mabiaoHoB ¢aitno ¢opmara Doc, Docx, Dot, Dotx B
OTKpBIBIICHCA KapTOYKE [IOCTAaTOYHO OTMETUTh HYXKHbIE MOJS Ha 3akianke «PexkBU3UTBHI», W mporpamma
ABTOMATUYECKHU CO3/IaCT UX B (haiiie.

UTOTI'OBOE TECTUPOBAHUE

11. B cocraB nH()OPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB HE BXOJIUT:

+ yKa3aHue,

— JIOKJIa/IHasl 3aI1CKa;

— CBOJIKA.

12. Bun wuH(OpMAanMOHHO-CIIPAaBOYHON JOKYMEHTAIMH, SBIISAIOLICHCS CHOCOOOM OIEepaTUBHOTO
MH(OPMAIMOHHOTO 0OMEHa MEXy OpraHU3alusIMHU, Ha3bIBAETCS:

+ nepenuckou;

— JOKyMEHTAIMe! JUIsl CITy>KeOHOT0 MOJIb30BAHMUS;

— CTATUCTUYECKON OTUETHOCTBIO.

13. Yro mpencraBiser co0oil 3asBlIEHHE B IOKYMEHTOO00POTE OpraHu3aun?

+ DTO JOKYMEHT, KOTOpPBI aJpecoBaH OKHOCTHOMY JHIy U COJEPKHUT KaKylo-TH00 TpoCchOy
paboOTHHKA;

— DTO IOKYMEHT C MPEJIOKCHHEM Ha3HAYHUTh, IEPEMECTUTh WU MOOUIPUTH PAOOTHHKA;

— DTO NOKyMEHT, OOBSICHSIOMIMA MPUYMHBI CIYyYUBIIETOCS, KOTOPBIM COCTaBisieT PaOOTHUK Ha HUMS
PYKOBOAMTEIIS.

14. Yto He sABIISIETCS MPU3HAKOM aKTa?

+ coctaBiieHue B CBOOOAHOH (hopme;

— yCTaHOBJIEHUE (DAKTHYECKOTO COCTOSTHHUE JIeNT U OTPAXKEHHE €ro B aKTE;

— KOJUIETUAJIbHOCTh COCTABJICHMS.

15. JloKyMeHTBI, KOTOpble€ H3JaHbl BHYTPU YUPEXKIEHUS U OTHpPaBIEHbl 3a €ro Ipenenbl Uit
PYKOBOJICTBA HIDKECTOSIIMM OpTaHaM YIpaBieHUs MO0 B MEISIX HCHOJHEHWS NHCHbMEHHBIX YyKa3aHUN
BbICIIIEH MHCTAHIIUU, HA3bIBAIOTCS:

+ UCXOASIIMMU TOKYMEHTAMU;

— BXOJSIIIUMH JIOKyMEHTaMU;

— [IEPEIUCKOMN.

16. Yto BKIIFOUAET B ceOsl TEXHUYECKOE HCIIOTHEHHUE JJOKYMEHTA:

+ TMOATOTOBKY TMpPOEKTa JIOKyMEHTa, Ha0Op M pacledyarky TeKCcTa TMPOEKTa, KOPPEKTHPOBKY
coJiepKaHus IOKyMEHTa IOCcJIe coryiacoBaHus, oopmieHre (PHHAIBHOIO BapHaHTa JOKYMEHTA;

— TPelOoCTaBJIEHUE PACIEUYaTaHHOIO IMPOEKTa JOKYMEHTa pPYKOBOJMTEII0 Ha COTJIAaCOBaHUE,
YCTpaHEHHE HETOYHOCTEH, HAOOp OKOHYATETLHOTO JOKYMEHTA,

— COCTaBJIEHUE JIOKYMEHTa Cpa3y B OKOHYATEIbHOM BapUaHTE, €ro MOAMNHCAHUE y PYKOBOJIUTEINS,
OTMpaBKa JOKYMEHTA aJipecary.

17. Koraa n1OKyMEeHT ABIISIETCSI UICIIOJIHEHHBIM ?

+ Korma paccmaTpuBaemblii B JOKYMEHTE BOIMPOC PA3pEIICH IMOJTHOCThIO W TEPENHCKa IO HEMY
3aBEpILIECHA;



— Kak TonbpKo TOKyMEHTY MPUCBOEH PEruCcTPaIllMOHHBIN HOMED;

— Kora nokyMeHT nosiyyeH KOHEYHBIM a/IpecaToM.

18. Kakume pasmepsl mpUBTOB PEKOMEHIYETCS HCIOIB30BaTh MpU OGOPMICHHH JOKYMEHTOB
corimacHo 'OCT P 7.0.97-2016?

+ Ne 12, Ne 13, Ne 14;

—Ne 12, Ne 14, Ne 16;

—Ne 11, Ne 12, Ne 14.

19. Hudporoii wim OykBeHHO-IU(PPOBONM HACHTU(DHUKATOP TOKYMEHTA, BKJIFOYAIOIIUN TTOPSAKOBBIN
HOMED, TOTIOTHIEMbIH 10 KeJTaHUI0 MHIEKCAMU COTJIaCHO UCTOIb3yeMbIM KJIacCH(PUKAaTOpaM, Ha3bIBAETCS:

+ perucTpalMOHHBIM HOMEPOM JTIOKYMEHTA;

— rpudom;

— JIaTOW IOKYMEHTA.

20. Kaxoit ¢hopmaT OyMaru UCIosib3yeTcs JIsi U3TOTOBJICHHS OJIAHKOB PE30JTIOIIHIA?

+ A5, A6;

— A4, AS;

— A6, A4.

1. HoBbiii cotpyaHuk oTpaboTtan B opranm3anuu Bcero 10 mHei. HyxHO v BBIIUIaYMBaATH €My
KOMIICHCAIIUIO 32 HEUCIIOIb30BaHHbIN OTITYCK?

a) Jla, 3a 1 nenn

0) Ha, 3a 2,33 nHs oTHycKa

B) Ha ycmoTpenue paboronarens

+1) Her

2. Eciu omnara Tpyda B KOMIAHMM HMXKE CPEIHEH B PETMOHE 10 COOTBETCTBYIOLIEMY BHUAY
HSKOHOMHUECKON JAEATEIbHOCTH, TO pab0TOAATENIb MOXKET OBbITh:

a) [IpuBrieueH Kk aIMUHUCTPATUBHON OTBETCTBEHHOCTH

0) OmrpadoBan

+B) BbI3BaH Ha 3apIUIaTHYI0 KOMUCCHUIO B HAJIOTOBYIO

r) BeI3BaH Ha 3apmiaTHy0 KOMUCCHUIO B TPYIOBYIO HHCIIEKLIUIO

3. Ilpu 3axirodyeHuH TPYAOBOTO JIOTOBOpa JIMIIO, T[OCTyMamlee Ha padboTy, MNpeabsIBiseT
pabortonarento (cT. 65):

+a) CHUJIC

6) UHH

B) CBUIETENBCTBO O Opake

r) CBUIETENbCTBO O POXKICHUN peOCHKA

4. Kakoil cpok cuMTaeTcsi MaKCUMAJIbHBIM JUIs1 UCTIBITaHUS TIpU Tipuéme Ha padoty (ctT. 70):
a) 1 ron

+0) 6 MecsIeB

B) 3 Mmecsa

r) Her orpannuenuii

8. YueOHbI OTITYCK MPEIOCTABISETCS HA OCHOBAHUU:
+a) CrpaBKHU-BbI30Ba

0) 3au€THOM KHUKKHU

B) Brimucku u3 yuebnoit Bemomoctu BY3a

r) AKaJeMU4eCcKOil CripaBKU

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

a) bosnblie He BHOCUTD B JIMUHYIO KAPTOUKY 3aIUCH 00 OTITyCKE

0) 3ama3zaTh IITPUXOM HJIM 3aKJIEUTh UMEIOIIYIOCS HH(OPMALINIO U CBEPXY HamMcaTh HOBYIO
B) 3aBECTU BTOPYIO JIUYHYIO KapTOUKY

+1) OQOpMUTH TONOTHEHHE K IMYHON KapTOUKe



14. TIpu cMeHe paMuiIuK COTPYAHHUKA HA THUTYJIHLHOM JINCTE TPYIOBOH KHIKKH HEOOXOIUMO:
a) Harmcats psiioM HOBYIO (haMUJIHIO, B3SIB MPEKHIOKD B CKOOKHU

+6) Crapas haMuins 3a4epKUBaCTCs OJTHOM YePTOH U BIIMCHIBACTCS HOBast (haMIITUS

B) [IpexxHIoo paMmmio 3amMazate KOPPEKTOPOM

r) Brincatp HOBYIO (haMHITHIO TTACTOM JPyroro 1nBeTa

15. B Tpyn0BO# KHM)KKE MOTYT OBITH 3amicH O (CT. 66):
+a) Harpaxxnenusix

0) Beiroopax

B) Hapymenusx

r) Harpaxxaenusix, BRIroBOpax, HapyIIEeHUIX

16. IIpu nepenMEeHOBaHUM OPTaHU3ALMH 3aIMCh B TPYAOBYIO KHUXKKY:

a) BHocuTh HE HYX)HO

6) HyxHO TOBKO TeM pabOTHHKAM, KOTOPbIE YBOJBHSIOTCS U3 KOMIIAHUU
B) Hy>XHO TOJIBKO B clTydae CMEHBI OpTaHH3aI[MIOHHO-TIPABOBOU (hOPMBI
+r) HyxHO

17. Ilpu yBOJIBHEHUM TPY10Bask KHUYKKA BbIIAETCS COTPYIHUKY:

a) B nenp nanucanus 3asBiaeHus 00 YBOJIbHEHUU

0) B nenb, mpeAmecTBYOMNN YBOJIBHEHUIO

+B) B mocnennuii pabounii 1eHb

r) B cpok, coriacoBanHbli ¢ COTPYIHUKOM

Ilpumepnvle ouyenounvle mamepuanisl
0J151 NPOBEOEHUS NPOMENHCYMOYHOU ammecmayuu (3auen, IK3AMeH)
nO UMO2am 0ce0eHus OUCYUNTIUHBL (MOOY/IA)

11. B coctaB nH(pOPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB HE BXOJIHT:

+ ykasaHue;

— JIOKJIaJiHAasl 3aIUCKa;

— CBOJIKA.

12. Bua wHPOPMAIMOHHO-CIIPABOYHON JOKYMEHTAIIMH, SBISIOMICHCS CHOCOOOM  OIEepaTUBHOTO
MH(POPMAIIMOHHOTO 0OMEHa MEX/ly OpraHU3alUsIMHU, Ha3bIBAETCS:

+ nepenucKoi;

— IOKYMEHTAIIMEH JIIs CITy:KeOHOTO MOJIb30BAHHS,

— CTaTHUCTUYECKOW OTYETHOCTHIO.

13. Yro npencrapinsier coO0 3asBIEeHUE B JOKYMEHTOO0OPOTE OpraHu3aiu?

+ DTO JOKYMEHT, KOTOpBI aJpecoBaH [OJKHOCTHOMY JIMILy M COJEPKHUT Kakyko-1u00 MpochOy
paboTHUKa;

— DTO IOKYMEHT C MpeJIOKEHUEM Ha3HAUYUTh, IEPEMECTUTh W MOOUIPUTH PaOOTHHKA;

— DTO NOKyMEHT, OOBSICHSIONINIA MPUYMHBI CITyYUBIIETOCS, KOTOPBIM COCTaBIsCT PAaOOTHUK HA HUMS
PYKOBOJUTETIS.

14. Yto He ABAsSETCS NPU3HAKOM aKTa?

+ cocraBieHue B cBOOOAHOU opme;

— YCTaHOBJIEHUE (PAaKTHUECKOTO COCTOSIHUE /1€ U OTPaKEHHE €ro B aKTe;

— KOJUJIETUAJIbHOCTh COCTABIICHUSI.

15. JlokyMeHTbI, KOTOpble HW3JaHbl BHYTPU YUPEKIEHUS U OTHPABJICHbl 32 €ro Mpeaenbl Uit
PYKOBOJICTBA HIJKECTOSLIMM OpraHaM YIpaBieHds MO0 B LEISX HCHOJHEHWS NHCbMEHHBIX YyKa3aHUN
BBICIICH MHCTaHIMU, HA3bIBAIOTCSL:

+ UCXOJAIIMMH TOKyMEHTaMU;

— BXOJISIIIIUMH IOKYMEHTaMU;

— MEPENUCKOM.



16. Yto BKIIIOUaET B ceOs TEXHHUECKOE UCTIOTHEHHUE TOKYMEHTa!

+ TOJNrOTOBKY TIpOEKTa JOKYMEHTa, HaOOp W pacredyaTky TeKCTa MPOeKTa, KOPPEKTHPOBKY
coJiep>KaHus TOKYMEHTa IMOCIe coryiacoBaHus, oopMieHrne (PUHATHHOTO BapHaHTa JOKYMEHTA;

— TpeNoCTaBJIEHUE pACeUYaTaHHOIO IMPOEKTa JOKYMEHTa pPYKOBOJMUTENII0 Ha COTJIAaCOBaHUE,
yCTpaHEHHe HeTOYHOCTEH, HA0Op OKOHYATENFHOTO JIOKYMEHTA;

— COCTaBJICHHWE JIOKYMEHTa Cpa3dy B OKOHYATEIHHOM BapUaHTE, €ro MOAMHCAHUE y PYKOBOJIUTEIS,
OTIIpaBKa JJOKYMEHTA aJipecary.

17. Koria 1OKyMEHT SBJISIETCSI UICIIOJIHEHHBIM ?

+ Kornma paccmarpuBaemblii B JOKYMEHTE BOINPOC pa3pelieH MOJHOCTHIO U TEpernucka M0 HeMy
3aBEpILICHA;

— Kak ToibpK0 TOKyMEHTY MPUCBOEH PErUCTPAllMOHHBIN HOMED;

— Kora nokyMeHT nosiyyeH KOHEYHBIM aIpecaToM.

18. Kakume pasmepsl mpuUdTOB PEKOMEHIYETCS HCHOIB30BaTh MpU OGOPMIICHHH JOKYMEHTOB
cornmacio 'OCT P 7.0.97-2016?

+ Ne 12, Ne 13, Ne 14;

—Ne 12, Ne 14, Ne 16;

—Ne 11, Ne 12, Ne 14.

19. Hudporoii wim OykBeHHO-IU(PPOBON HACHTU(DUKATOP TOKYMEHTA, BKJIFOYAIOIIUN TTOPSAKOBBIN
HOMED, TOTIOTHIEMbIH M0 KEeJTaHUI0 MHIEKCAMU COTJIaCHO UCTOIb3yeMbIM KJIacCH(PUKATOpaM, Ha3bIBAETCS:

+ perucTpalMOHHBIM HOMEPOM JTIOKYMEHTA;

— rpudom;

— JIaTOW IOKYMEHTA.

20. Kaxoit ¢hopmaT OyMaru UCHoJib3yeTcs Il U3TOTOBJICHHS OJIAHKOB PE30JTIOIIHIA?

+ A5, A6;

— A4, AS;

— A6, A4.

1. HoBpiii cotpyaHuk oTpaboTtanm B opranm3anuu Bcero 10 mHei. HyxHO 5u BBITUIaYMBaTHL €My
KOMIICHCAIINIO 32 HEUCIIOIb30BaHHbIN OTITYCK?

a) Jla, 3a 1 nenn

0) Ha, 3a 2,33 gHs oTHycKa

B) Ha ycmoTpenue paboromarens

+1) Her

2. Eciu omnara Tpyda B KOMIAHMM HMXKE CPEJHEH B PETMOHE 10 COOTBETCTBYIOLIEMY BHUAY
HKOHOMHYECKON JAEATEIbHOCTH, TO pab0TOAATENIb MOXKET OBITh:

a) [IpuBrieueH Kk aIMUHUCTPATUBHON OTBETCTBEHHOCTH

0) OmrpadoBan

+B) BbI3BaH Ha 3apIUIaTHYI0 KOMUCCHUIO B HAJIOTOBYIO

r) BeI3BaH Ha 3apmIaTHY10 KOMUCCHUIO B TPYIOBYIO HHCIIEKLIUIO

3. Ilpu 3axirodeHun TPYAOBOTO JIOTOBOpa JIMIIO, [OCTyMawlee Ha padoTy, NpeabsIBiseT
pabortonarento (cT. 65):

+a) CHUJIC

6) UHH

B) CBUIETENBCTBO O Opake

r) CBUIETENBCTBO O POXKICHUU peOeHKA

4. Kakoil cpok cuMTaeTcsi MaKCUMAJIbHBIM JUIs1 UCTIBITaHUS TIpU Tipuéme Ha padoty (ctT. 70):
a) 1 ron

+0) 6 MecsIeB

B) 3 Mmecsa

r) Her orpannuenuii

8. Y4eOHbIH OTITyCK MPEIOCTABISICTCS HA OCHOBAHHH:
+a) CripaBKu-BbI30Ba
0) 3a4€THOM KHUKKHU



B) Brimucku u3 yuebHoi Bemomoctu BY3a
r) AKaJeMUYEeCKO CIIpaBKU

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

a) bonbiie He BHOCUTH B IMUHYIO KAPTOYKY 3aIUCH 00 OTITYCKE

0) 3ama3arp ITPUXOM MU 3aKJICHTh NMEIOIIYIOCS HHPOPMAIIMIO U CBEPXY HAIUCATh HOBYIO
B) 3aBECTU BTOPYIO JIMUHYIO KAPTOUKY

+1) OPOpMUTH AOTOITHEHNE K JINYHON KapTOUKE

14. TIpu cMeHe paMuiIuK COTPYAHUKA HA THUTYJIHLHOM JINCTE TPYIOBOH KHIKKH HEOOXOIUMO:
a) Harmcats psimom HOBYIO (haMUJIHIO, B35IB MPEKHIOKD B CKOOKHU

+6) Crapas haMuius 3a4epKUBACTCs OJHOM YEPTOH U BIIMCHIBACTCS HOBast (haMIITUS

B) [IpexxHIo0 paMmimio 3amMazate KOPPEKTOPOM

r) Briucatp HOBYIO (haMHITHIO TTACTOM JPyroro nBeTa

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

0) Beiroopax

B) Hapymenusx

r) Harpaxaenusix, BBIroBopax, HapyIIeHUAX

16. Ilpu neperMeHOBaHUM OPraHU3ALMH 3aHCh B TPYIOBYIO KHUXKKY:

a) BHocuTh HE HYX)HO

0) Hy»xHo TOIBKO TeM paOOTHHUKAM, KOTOPBIE YBOJBHSAIOTCS U3 KOMIIAHUU
B) Hy>XHO TOJIBKO B clTydae CMEHBI OpTaHH3aI[MIOHHO-TIPAaBOBOU (HhOPMBI
+1) HyxHO

17. Ilpu yBOJIBHEHUM TPY10Bask KHUXKKA BBIIAETCS COTPYIHUKY:

a) B nenp Hamucanus 3asBiIeHUsT 00 YBOJbHEHUHN

0) B neHb, mpeAnecTBY MUY YBOJIBHEHUIO

+B) B mocnennuii pabounii 1eHb

r) B cpok, cornacoBanHblil ¢ COTPYIHUKOM

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

1. Opranu3anus KaJpoBOro JSIIOTMPON3BOICTBA HA MPESATPUSATHH.

2. JIOKyMEHTHUPOBAHUE TPYIAOBBIX MPABOOTHOIICHHIA.

3. TexHONOTHUS POBEICHUS KAJIPOBBIX MPOBEPOK.

4. TexHosiorusi 0(OpMIICHHSI TPYIOBBIX OTHOIICHUN PaOOTHUKA M paboTOAATEIS.

5. OdopmiieHre pacTOpKEHUS TPYIOBOTO JOrOBOpa 110 HHULIMATHBE Pab0TOAATENS U 110
COTJIAIIICHUIO CTOPOH.

6. ®opMupOBaHNE JTUYHOTO Jiefia pabOTHHUKA.

7. Benenue JIMYHOTO JIUCTKA MO YYETY KaJIpOB KaK 4acTh paOOThI KaJPOBHKA.

8. IIpodeccronanbHbIC U JIMYHOCTHBIE KAYeCTBA KaJPOBOTO PAOOTHHUKA.

9. TexHONIOTUST YHUYTOXKEHUS KaJAPOBBIX JJOKYMEHTOB.

10.Pabora ¢ koHpUICHITMATBHON HHPOpMAITUEH KaK YacTh KaAPOBOM PabOTHI.

11. CokpaiiieHre YUCICHHOCTH TIepCOHaNa: 0(OpMIICHHE U TIPOBEIICHHE MPOIETYPhI
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