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1. IlepeyeHb IUIAHHPYEMBIX PpPe3yJbTATOB OOY4YeHHS] MO [IMCHHUILUIAHE, COOTHECEHHBIX
IUIAHMPYEeMbIMHU Pe3yJIbTATAMH OCBOEHHUSI 00Pa30BaTeIbHON NMPOrpaMMbl

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 O1IeHOYHBIX CPEACTB MO TUCIUITHHE

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 kajaposoro ydera B 1C «3apruata u ympaBieHHE 4 Verusiit onpoc, Pedepar
""" | mepcoHanom»
1.2. | ®opMupoBaHHe ITATHOTO PaCTIUCAHUS 4 Tecr, Scce
1.3. | Odopmienne TpyIOBBIX OTHOIIEHHH U IBUKEHHE HEPCOHANA 4 Yernblit onpoc
1.4, Hacrtpoiiku ommatel Tpynaa mnepcoHanma B 1C «3Bapmmata u 4 JToxian
yIpaBJIeHUE TIEPCOHATIOM)
1.5. | KonTponbHas TouKa 1 4 KontponbHas pabora
16 JIoOKyMEHTHUpOBaHHE BBIIAT IIEPCOHANY 3a HEOTPaOOTaHHOE 4 Tect, YCTHBII 0mpoc
" | Bpems
1.7. | OdopmiieHHe IPOUNX BHITLIAT IEPCOHATY 4 Pegpepar, Yermetii 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 VCTHEIH 0mpoc
" | 1C «3apnnara u ynpaBJIeHHE NEPCOHATIOM
1.12. | KontposbHas Touka 2 4 Kontponbras pabora
IIpomexyTouHas aTTecTanus 3a

3. OueHouHble cpeacTBa (OLEHOYHbIE MATEPUAJIbI)

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




YcTHBIN ompoc

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 3auer

CpencTBo KOHTpOJIA
YCBOEHHS y4eOHOTO
MaTepuana NpakTU4eCKUX U
CEMHHAPCKUX 3aHATH,
YCHELHOTO NMPOXOKICHUS
IIPAKTHUK U BBIIIOJIHEHUS B
IIPOLIECCE ITUX MPAKTUK
BCEX Y4EOHBIX MOPYUYCHUN B
COOTBETCTBHH C
YTBEPKIEHHON
MPOTrpaMmMoit ¢
BBICTABJICHUEM OLICHKH B
BUJIC «3aYTECHOY,
«HE3AYTCHOY.

[TepeueHb BOMPOCOB K 3a4eTy

4. llpumepHblii GOH OLEHOYHBIX CPeICTB AJsl NMPOBEJCHUs] TEKYLIero KOHTPOJISI M IPOMEXKYTOYHOMI

arrecTallMd  O0y4alIIMXCA MO0 JUCHMILIMHE (MOIYJII0)

padora u 1uaepcTBo"

"JInunas 3¢ ¢eKTHBHOCTD,

KOMaHJIHasA




Hpumepnbte OUCHOYHbIE Mamepuaibl ons meKyuieco KOnmpoJisn ycnesaemocmu

1. HoBeiii coTpynuuk otpaboran B opraHuzanmuu Bcero 10 mHeil. HyxHO nu BhIIauuBaTh emy
KOMIICHCAIIHIO 32 HEUCIIOJIb30BaHHBIN OTITYCK?

a) Jla, 3a 1 nenn

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

B) Ha ycMmoTpenue paGoronarens

+r) Her

2. Ecnm ommara Tpyga B KOMIAHHHM HIDKE CpPEOHEH B PETHOHE IO COOTBETCTBYIOLIEMY BHUAY
9KOHOMHYECKOU JIEATEIILHOCTH, TO PA00OTOIATENIh MOKET OBITh:

a) [IpuBrneueH Kk aIMUHUCTPATUBHOM OTBETCTBEHHOCTH

0) OmrpadoBan

+B) BbI3BaH Ha 3apIUIaTHYI0 KOMUCCHIO B HAJIOTOBYIO

r) BeI3BaH Ha 3apmiaTHYI0 KOMHCCHIO B TPYIOBYIO HHCIICKIIUIO

3. Ilpu 3axio4eHuH TPYAOBOTO JOTOBOpa JIMIO, TMOCTyMamwiee Ha padoTy, NpeabsIBIseT
paboronatento (cT. 65):

+a) CHUJIC

6) MHH

B) CBUIETENBCTBO O Opake

r) CBUJIETENBCTBO O POXKJICHUU pEOCHKA

4. Kakoii cpok cunuTaeTcsi MaKCUMAJbHBIM JJIsl UCIIBITAaHUS TIpU NpuéMe Ha paboTy (cT. 70):

a) 1 ron

+0) 6 MecsIeB

B) 3 Mecsua

r) Her orpanndenuii

8. Y4eOHbIil OTIYCK MPEeIOCTaBISETCS HA OCHOBAHUU:

+a) CripaBKuU-BbI30Ba

0) 3a4CTHOM KHUKKHU

B) Brimucku u3 yuebnoi Benomoctu BY3a

r) AKaJeMUYEeCKOM CIIpaBKU

10. Yto nenath, €ciiv B IMYHOM KapTOUKE 3aKOHUYMUIIOCH MECTO ISl BHECEHUsI HH(pOopMalu

00 OTITyCKE COTPYTHUKA:

a) bonbiie He BHOCUTD B IMYHYIO KAPTOUKY 3allUCH 00 OTITyCKe

0) 3amazaTh MTPUXOM HIIH 3aKJIEUTh HUMEIOUTYIOCS HH(POPMALIMIO U CBEPXY HANKCATh HOBYIO

B) 3aBeCTH BTOPYIO JIUUYHYIO KAaPTOUKY

+1) OhOpMUTH TOTIOTHEHNE K TMYHON KapTOUKe

14. Tlpu cMeHe dpaMuIUu COTPYAHUKA HA TUTYJIBHOM JIUCTE TPYIOBOW KHIKKH HEOOXOIUMO:

a) Harmcats psimom HOBYIO (haMUJIHIO, B3SIB MPEKHIOKD B CKOOKHU

+0) Crapas pamunus 3a4epkuBaeTcs OJHON YepTON U BIUCHIBAeTCA HOBasl (haMUIIus

B) [IpexxHIoo paMmnio 3amMazate KOPPEKTOPOM

r) Boucate HOByIO (pamMuIIMIO MAacTOM APyroro 1Bera

15. B Tpya0BO# KHUXKE MOTYT OBITH 3amKcH o (CT. 66):

+a) Harpaxxnenusx

0) BeiroBopax

B) Hapymenusx

r) HarpaxxaeHusx, BRITOBOpax, HAPYIICHUSIX

16. Ilpu neperMeHOBaHUM OPTaHU3AIMH 3aKUCh B TPYIOBYIO KHUXKKY:

a) BHocuTh HE HYX)HO

6) HyxHO TOBKO TeM pabOTHUKAM, KOTOPbIE YBOJIBHSIOTCS U3 KOMIIAHUU

B) HyXHO TOJIBKO B Cllyuyae CMEHBI OpPraHU3alMOHHO-TIPABOBON (HOPMBI

+1) HyxHO

17. Ilpu yBOJIBHEHUM TPY10Bask KHUXKKA BBITAETCS COTPYIHUKY:

a) B nenp Hamucanus 3asBiIeHUsT 00 YBOJbHEHUHN

0) B nenb, mpeAnecTBY MUY YBOJILHEHUIO

+B) B mocnennuii pabounii 1eHb

r) B cpok, cornmacoBaHHbI C COTPYTHUKOM



NTOTOBOE TECTUPOBAHUE

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

+ yKasaHue;

— JIOKJIaJHAasl 3aIUCKa;

— CBOJIKA.

12. Bua wuHQOpPMAIMOHHO-CIIPABOYHOM JOKYMEHTAIlUU, SBISIIOIICNHCS CIIOCOOOM OMNEpaTUBHOTO
UHPOPMAITMOHHOTO 00OMEHA MEKIY OpTaHHU3AIMsIMH, Ha3bIBACTC:

+ NepenucKoi;

— JIOKyMEHTAIMeH AJIs CITy>KeOHOTO TOJIb30BaHMS;

— CTaTHUCTUYECKOW OTYETHOCTHIO.

13. Yto mpencranisier coO0l 3asiBIIEHUE B JOKYMEHTOOOOPOTE OpraHu3aIiu?

+ DTO JOKYMEHT, KOTOpPBI aJpecoBaH [OJKHOCTHOMY JHILy U COJEPXKUT KaKylo-I1u00 MpockOy
paboOTHHKA;

— DTO IOKYMEHT C MpeJIOKEeHUEM Ha3HAUYUTh, IEPEMECTUTh W MOOUIPUTH PAOOTHHKA;

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

14. Yto He sBAsAETCS NPU3HAKOM aKTa?

+ cocraBiieHue B cBOOOAHOU (Popme;

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

— KOJUJIETUAJIbHOCTh COCTABIICHHUSI.

15. JlokyMeHTbI, KOTOpblE HW3JaHbl BHYTPU YUPESKICHUS U OTHPABJICHBI 32 €ro Mpeaenbl Uit
PYKOBOJICTBA HIDKECTOSIIMM OpTraHaM YIpaBieHUs MO0 B LEISX HCIOJHEHUS NHCbMEHHBIX YyKa3aHUN
BBICIIICH MHCTAHIIUY, HA3bIBAIOTCS:

+ UCXOJAIIMMH TOKyMEHTaMU;

— BXOJSIIIAMHE TOKyMEHTAMU;

— MEePENHUCKOM.

16. Uto BKIItOUAET B €O TEXHHUUECKOE UCTIOTHEHHUE IOKYMEHTA!

+ TMOATOTOBKY TMPOEKTa JIOKyMEHTa, Habop U pacredyarky TeKCTa TMpPOeKTa, KOPPEKTHUPOBKY
CoJIepKaHUs IOKYMEHTA MOCIIe COrliacoBaHus, oopMieHHe (PHMHATHHOTO BapHaHTa JOKYMEHTA;

— TpeAOoCTaBICHHWE pACIEYaTaHHOTO TMPOEKTa JOKYMEHTa pPYKOBOJIUTENI0 Ha COIJIacOBaHHE,
YCTpaHEHHE HETOUHOCTEN, HAOOp OKOHYATEIHLHOTO JOKYMEHTA;

— COCTaBJIGHHE JOKYMEHTa cpa3dy B OKOHYATEIbHOM BapUaHTE, €ro MOJIMUCAHUE y PYKOBOJIUTEIS,
OTIIpaBKa JOKYMEHTA aJipecary.

17. Koria 1OKyMEHT SBJISIETCS HCTIOJTHEHHBIM ?

+ Korma paccmarpuBaemblii B JOKYMEHTE BOINPOC pa3pelieH MOJHOCTHIO W TEPernucKa M0 HeMy
3aBepIIICHA;

— Kak ToipKo TOKyMEHTY PUCBOEH PEruCTPAIlMOHHBIN HOMED;

— Korga n1okyMeHT nogyyeH KOHEYHBIM aJIpecaToM.

18. Kakue pasmepsl MIPHUPTOB PEKOMEHIYETCS HCIOJIB30BaTh MpU O(GOPMIICHHH JIOKYMEHTOB
coriacuo ITOCT 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-IU(PPOBON HACHTH(PUKATOP TOKYMEHTA, BKIIOUYAIOIIMMA TMOPSIKOBBIMI
HOMeEp, TOTOJTHSAEMBIN IO KEIAHUIO WHACKCAMH COTJIACHO UCIOIb3YEMbIM KIIaCCU(PUKATOPaM, HA3bIBACTCS:

+ perucTpalOHHBIM HOMEPOM JIOKYMEHTA;

— rpudowm;

— JIaTOW IOKYMEHTA.

20. Kakoit (hpopMat OGyMaru UCIoNb3yeTcs i U3TOTOBICHUS OJTAaHKOB PE30TFOINIT?

+ AS, A6;

— A4, AS;

— A6, A4.

1. HoBeiii coTpymHuk otpaboran B opraHuzaiuu Bcero 10 mHeil. HyxHO U BBIIaUMBaTH €My
KOMITIEHCAIINIO 33 HEUCIIOJIb30BAHHBIN OTITYCK?

a) Jla, 3a 1 nenp



0) [a, 3a 2,33 gus oTmycka
B) Ha ycMoTpenue paboronarens
+r) Het

2. Ecnm omarta TpyJa B KOMIAHMM HIDKE CpEAHEH B PErHOHE I0 COOTBETCTBYIOIEMY BHIY
HSKOHOMHYECKOW AEATEIILHOCTH, TO pab0oTOAaTENIb MOXKET OBITh:

a) [IpuBneueH k aAMUHUCTPATUBHOW OTBETCTBEHHOCTH

0) OmrpadoBan

+B) BBI3BaH Ha 3apIJIATHYI0 KOMUCCHIO B HAJIOTOBYIO

r) BoI3BaH Ha 3apIuIaTHYI0 KOMUCCHIO B TPYAOBYIO HHCIEKIUIO

3. Ilpm 3aki0YeHMH TPYIOBOTO JIOTOBOpA JIMIO, TIOCTyMaromiee Ha padoTy, NPEabsIBISIET
paboronatento (cT. 65):

+a) CHUJIC

0) UHH

B) CBUIETENBCTBO O Opake

r) CBHUIETENBCTBO O POXKICHUU PEOCHKA

4. Kakoii cpok cUMTAETCs] MaKCUMAaJIBHBIM JIJIS1 UCTIBITAaHUS TP npuéme Ha padoty (cT. 70):
a) 1 rox

+0) 6 MecsIeB

B) 3 mecsna

r) Her orpanndenuii

8. Y4eOHBIi OTIYCK MPENOCTaBISETCS HA OCHOBAHUU:
+a) CripaBKu-BbI30Ba

0) 3a4€THOM KHUKKHU

B) Beimucku u3 yuebHol Beqomoctn BY3a

r) AKaJeMUYECKOMN CITpaBKH

10. Yto nenath, €Cau B TUYHOU KApPTOUKE 3aKOHYHMIIOCH MECTO JIJIsI BHECEHUsI HH(MOpMAIUU
00 OTITyCKE COTPYIHUKA:

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

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

+1) OhOpMUTH TOTIOTHEHNE K TMYHON KapTOUKe

14. TIpu cMeHe paMuUIMK COTPYAHUKA HA TUTYJIHLHOM JINCTE TPYJOBOM KHMKKH HEOOXOIUMO:
a) HanmucaTp psaoM HOBYIO (paMUIIHIO, B3SIB TIPEKHIOIO B CKOOKH

+6) Crapas amunus 3a4epKuBaeTCs OJHOM YepTON U BIHUCHIBAETCS HOBas (haMIITUS

B) [IpexxHIo0 haMuinio 3amaszath KOPPEKTOPOM

r) Borcats HOBYIO paMuIIHIO TACTOM IPYToOro 1BeTa

15. B Tpy10BOi1 KHMXKKE MOTYT OBITH 3arucH o (cT. 66):
+a) Harpaxxnenusx

6) BeiroBopax

B) Hapymenusx

r) Harpaxaenusix, BBIrOBOpax, HapyIICHUSIX

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. Ilpn yBOJIBHEHNH TPYAOBAsk KHUKKA BBITAETCSA COTPYIHUKY:

a) B nenp Hanmcanus 3asBiIeHUS 00 YBOJIbHEHUN



0) B neHp, npeamecTBYOMIMN yBOJIbHEHHIO
+B) B nocnennuit pabounii 1eHb
r) B cpok, cormacoBaHHbBIN ¢ COTPYIHUKOM

[Tpumep 3amaHuil 1715 KOHTPOJIBHBIX TOYEK

1. Ilepeuncnute 10 maroB, HEOOXOAUMBIX JJISi OPraHU3AIMU PAOOTHI KaIPOBOW CITY>KOBI C HYJIS:

2. B xakom 0710K€ OCHOBHOT'O MEHIO BHOCSITCS JAHHBIE TI0 OpTaHU3aIiH (TOAYEPKHYTH)?

3. TpynoBoii JOTOBOp — 3TO

4. Ilpu co3maHuy HOBOTO TMOAPA3JENEHHUs, YTOOBI OHO OTpa)kajoch B OOIEM CHHCKE, KaKOW BapHUaHT
NpaBUIBHBIN (00BECTN):

5. Vkaxxute CpOKHU XpaHEHUS TOKyMEHTOB:

JInunoe neno -

[Tpuka3 Ha OTIyCK -

TaGenp yuera paboyero BpeMeHH -

6. Kakue JIHA oTtHOCSTCS K 0053aTETBHBIM:

1) IIpaBuiia BHyTpEHHET0O TPYAOBOIO paclopsiiKa

2) IlonoxxeHue o pekuMax pabouero BpeMEeHH

3) Ilonoxxenue 00 UCIIBITATETLHOM CPOKE

4) TlonoxxeHre O MEPCOHATBLHBIX TaHHBIX

7. Kakas u3 XapakTepUCTUK OTHOCHUTCA K TPYJOBOMY JIOTOBODY, a Kakas K nporosopy [TIX:

8. MakcumanbHasi JATUTENBHOCTh HCIBITATEILHOTO CpPOKa B TPYJOBOM JIOTOBOpPE  PSIIOBBIM
COTPYIHUKAM:

9. Hamummre nyts, rae B 1C 3apmnnata u ynpaBieHHE IEPCOHAIOM BBOIATCSA IOJPA3AEICHUS
(manpumep: pasnen «3apmiiatay - « Yaer BpemeHn» - Tabemnn)

10. TlpuBemute mnpuMmep xapakTepa pabOTHI, H3-3a KOTOPOTO MOXKET OBITh 3aKIFOUEH CpPOYHBII
TPYAOBOM JIOTOBOP:

11. Kak Ha3biBaercs yHupuuupoBaHHas GopMa JIHYHON KapTOUKH:

12. [lepeuncnure NpeuMyIIecTBa UCIOJIb30BAHUS JOJKHOCTHOM MHCTPYKIIMH:
Ilpumepnvle oyenounvle mamepuansl
0J151 NPOBEOEHUS NPOMENHCYMOYHOU ammecmayuu (3auem, IK3aMeH)
nO UMO2am 0Ce0eHUs OUCUUNTIUHBL (MOOY/IA)

Bormpocs! 1151 TOATOTOBKY K 3a4€Ty

1. Opranuzanus paboThl KaJpOBOU CITY>KOBI

2. Opranuzanys KaJpoBOro JIeI0nPOU3BOJICTBA

3. OO1m1re cBeieHUs 0 KapOBOM JIeJIONPON3BO/ICTBE

4. OT1nnuus TpyJ0BOTO U IPaXKIaHCKO-IIPABOBOTO 10TOBOPOB

5. JlokanbHble HOPMATUBHBIE aKThl U PETIIaMEHTUPYIOIINUE TOKYMEHTHI
6. Broa nepBuuHOi#t nHDOpMAIUK 1 HACTPOUKHU opraHu3anuu B 1C

7. BouHckuil ydyer B Oprauusanuu

8. OxpaHa Tpyaa B OpraHu3aiuu

9. [lonsTre U co3gaHue ITATHOI'O PACIIMCAHUs B OpraHU3aluu

10. Buapl u pexxumbl pabouero BpeMenu, rpaduku paboThl

11. Buapl Hauncnenui U yiepxKaHuii

12. [lItatHoe pacniucanue B 1C

13. Tpyi0BBIE OTHOLIEHUS: OTINYUS TPYJOBOIO U I'PaXk1aHCKO-IIPAaBOBOrO J10IOBOPOB
14. JIOKyMEHTBI MO JINYHOMY COCTaBYy

15. Odopmiienne coTpyJHHKA Ha paboTy

16. ConepxaHue ¥ OPSAOK 3aKIFOUEHHUST TPYAOBOTO JOTOBOpa

17. JInunas kapTouka coTpynHuka B 1C

18. JIOJDKHOCTHAST MHCTPYKIUS



19. TpynoBas KHUXKKA

20. JInunble nena pabOTHUKOB

21. [TepcoHanbHbIe TaHHBIE

22. JIOKYMEHTHpPOBaHUE JABM)KEHUS MepcoHaa (IEpeBO/IbI)

23. OTBETCTBEHHOCTH CTOPOH TPYJOBOIO JOTOBOpPA (JIOTIOIHUTEIHHO)
24. Cucremsl orIaTsl Tpy/ia

25. CucrteMbl IPEMUPOBAHUS

26. BrimaTel 3a 0oTpaboTaHHOE BpeMst

27. CoBMelieHne, 3aMeCTUTENLCTBO

28. OdopMieHre 04epeTHOTO TPYAOBOTO OTITYCKa

29. [Ipouue BuABI OTITyCKa

30. OdopMmieHre KOMaHIUPOBOK

31. ConmanbHOE CTpaXOBaHUE COTPYIHUKOB

32. BrimuiaTel conpanbHOTO XapakTepa

33. KoMneHcanroHHbIE BBIILIATHI COTPYIHUKAM

34. OdopmieHre T0roBOpOB IPakJaHCKO-IIPABOBOTO XapaKTepa
35. Brimaua 3aiiMOB COTpYIHHUKAM

36. OcHoBaHus 1711 PACTOPKEHUS TPYIOBOTO JOTrOBOpa

37. [Topsanox odopmiieHus: yBOJbHEHHS IO Pa3HbIM OCHOBAHUSM
38. Komnencauuu npu yBoinbHEHUN

39. [Topsnok yBosibHeHUs coTpyaHuKa B 1C «3apruiata v yrnpaBjieHUE EPCOHATIOM»
40. Hanor Ha 10X01b1 GU3MYECKUX JTUT]

41. VYaepxaHusi MO UCIIOTHUTEIBHBIM TOKYMEHTaM

42. VYnepkaHus 3a Bo3MeIlleHUE yiiepOa U IpO4YHe BUIbI

43. Tabens ydyera pabodero BpeMEeHH

44. Hcnonb3oBanue pacueTHol BeqoMocT B 1C

45. DopMUPOBAHHUE PACUETHBIX JIUCTKOB

46. [Ipoune ynpaBiaeHueckre OTYETHI 0 nepcoHany B 1C

47. EDC-1

48. 6-HADJI

49. Pacder o cTpaxoBsIM B3HOCAM

50. [TepconuduiupoBaHHbIC CBEICHUS

1.Kak odopMHUTh TMYHYIO KAPTOUKY HAa HOBOT'O COTPYIHHUKA?

OrtBert:

3axoauM Bo BKIANKy «Kanpen - «CoTpyTHUKI.

Haxxumaem kHOTKy «Co031aTh» - 10OABIISIETCSI HOBBIMA SJIEMEHT.

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

3amoJiHeHWE JIMYHBIX JaHHBIX (MECTO POXKACHHS, TPaXKIAHCTBO, TOKYMEHT YIOCTOBEPSIOIINMA
JUYHOCTB, TeJIe(OHBI, apeca)

3anosiHeHHE JTAHHBIX 00 00pa3zoBaHuK/KBATH(PUKAITUH (yuebnoe 3aBeICHUE,
HaIpaBlIeHUE/CIeNIUaTbHOCTD, IUIIJIOM U T.1I.)

3anonHenue BKIagku «CrpaBku» (BHECEHHE CBEIEHUN M3 CIPABOK OT MPEABIAYIIETO padoTomaTelNs
MIPU HAJIMYUH)

3aroTHEHNE TaHHBIX O CEMbE

3anoJiHeHUE JAHHBIX O TPYJIOBOU €ATEIbHOCTH

3anonnenue BKiIaaAKu «CtpaxoBaHue» (JIbIOTHI, HHBATUIHOCTD U MPOY. )

3anoJiHeHHEe JAaHHBIX BOMHCKOTO yueTa

UtoOBI 3aperucTpupoBaTh KapTOUKy HOBOTO COTPYAHMKAa Ha)KMMaeM BBEPXY KHOMKY «3amucarh U
3aKPBITHY.

2. Kak co3math mpukas o mpuemMe Ha paboTy OJHOTO COTPYIHUKA?

Otser:

3axoauM Bo BKIAJKY «Kanpen - sxypHan «[IpuemMsbl, nepeBojibl, YBOIbHEHUS.
Haxxumaem knonky «Co3nate» - «IIpuem Ha paboTy».

Bri6upaem u3 cucka coTpyIHUKa, KOTOPOTO HY)KHO OOPMUTb.



CraBuM aaTy 1OKyMEHTA.

Bo Brmagke «I'maBHOEY:

- BRIOMpaeM JaTy npruemMa Ha padoTy;

- UCTIBITATEIbHBIN CPOK MPU HEOOXOAUMOCTH;

- BRIOMpaeM MojApasaesieHue U T0JDKHOCTb;

- BBIOMpaeM rpaduk paboTHI ISl COTPYAHHUKA M BUJI 3aHITOCTH;

- onpenensem OOT.

Bo Bkmaagke «Ormmata Tpyna» aBTOMATHYECKH OyNET OMNpeNeicH BHUJA HA4YUCICHUH U pasMep
3apaboTHOM TaThl. HeoOXonMMo ycTaHOBHUTH MOPSIOK pacdera aBaHca («Pacderom 3a mepByO IOJOBHHY
MECSIa).

Bo Bknaake «TpymoBod AoroBop» HEOOXOAMMO YKa3aTb HOMEpP M JIaTy TPYIOBOTO JOTOBOpa M
MOCTaBUTH (HJIAKOK, €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 mepeBoj; HECKOJIBLKHX COTPYIHUKOB B Pyroe moapas3aencHue?

OrTBeT:

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

Haxxumaem kHonky «Co3natb» - «KaapoBblil iepeBo CIIUCKOMY.

Bnaocum naty nokymeHra.

B TabnuyHol yacTu HaxkxuMaeM KHOMKY «Jl00aBUTh» M B OTKPBIBIIEMCS OKHE BBHIOMpPAaeM COTPYIHHKA,
cpok nepeBoga. B 3akmanke «ImaBHOe» ctaBuMm ¢uiaxkok «llepeBectu B Apyroe moapas3ieicHHe» - BhIOMpaeM
nojpasjencHue u J0KHOCTh. CtaBuM ¢uakok «OTpa3suTh B TPyAOBOW KHWXKKe». Bo Bkimagke «Ormuiara
TpyJa» aBTOMATHYECKH TOSBSTCS JaHHBIC O IJIAHOBBIX HAUMCICHHUSX HAa HOBOM paboueM MecTe. Bo BkIaake
«TpynoBoil AOTrOBOpP» BHOCHM CBEAEHUA O JIOMOJHUTEILHOM COTJIAIIEHWH K TPYJAOBOMY J0roBopy. Bo
BKJIaJIKe «/{0MOTHUTENHHO» BHOCUM MPUYMHY U OCHOBaHUE JIJIsl IEPEBO/IA.

Haxxumas BHU3Y mokymeHTa KHOMKY «OK» - COTpyIHHMK-TIEpEBOJHUK TOSBUTCA B TAOJIMYHON YacTH
nokymeHnTa «KaapoBblil mepeBo.

Jlnst  noGaBieHUs CIEAYIOIIET0 COTPYJHUKA HakMMaeM KHOMKY «J/[0o0aBuTe» ¥ TOBTOpsieM
HEOOXOIMMEIE JEHCTBHUS.

[Tocne BHECEHUs BCeX COTPYAHUKOB — HaxkMaeM «IIpoBeCTH U 3aKpBITHY.

4. Kak co3math npuka3 Ha yBOJIbHEHHE paOOTHUKA?

Ortser:

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

Haxumaem kHonky «Co3aaTh» - « YBOJIBHEHHEY.

B ocHOBHOI 4acTHM [OKyMeHTa BbIOMpaeM JaTy, MeECsl HA4YMCIEHUS U COTPYIHHUKA, KOTOPOTO
HE0OXOIMMO YBOJIUTb.

Bo Bknanke «YcnoBusi yBOJBHEHUS» BBIOMpaeM JaTy, OCHOBAHUE YBOJIBHEHHs (CO CCBUIKOM Ha
crateio TK P®), craBum ¢naxok «OTpa3uTh B TPyAOBOW KHIKKe». [lamee yka3plBaeM KOJIMYECTBO JTHEH, 3a
KOTOPBIC BBITUIAYMBAETCS BBIXOJHOE IMOCOOHME (€CIM TakKoe YClIoBHE NpemycMoTpeHo). CtaBuM  (axku
«YuuteiBath MPOT» u «Haumcnaute 3apmnaty». Huke aBromMaTtuuecku OYIyT paccCUMTaHbl CYMMBI IO
3apaboTKy 3a OTpabOTaHHOE BpeMs, KOMIICHCAIMsI HEHCIOJIb30BaHHOTO OTITYCKa M BBIXOJHOE IMocobue (eciu
npenaycMotpeno), paccuntan HIA®DJI. Jlanee yctaHaBnuBaeM AaTy BBIIUIATHI (TOCIEAHUI pabounii 1eHb ).

Bo Briagke «KommeHcanuss OTIycka» aBTOMAaTH4eCKH OyAyT pacCUMTaHbl CYyMMBl M JHH
KOMIIEHCAIIUH.

Bo Bknanke «HauucneHns u  yAepKaHHA» aBTOMAaTUYECKHM PACCUMTAIOTCA BCE HAYMCIICHUS,
yAEp>KaHUs U CTPAXOBbIE B3HOCHI.

Bo Bknagke «CnpaBku Mpu YBOJIBHEHHMW» MOXHO pacrnedararh crnpaBky 2-HJIDJI u Hcxonsuryro
CIpPaBKY Ul pacyeTa mocoOuii.

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

5. Kak opopMuTh ouepeiHON exXeroqHbIi TPy I0BOM OIIaYMBaEMbIi OTITYCK COTPYAHUKY?
Ortser:
3axonuM Bo BKIaaky «Kangpen - xypHan «OTtmyckay.



Haxxumaem kHonky «Co3aaTe» - « OTIyCK».

BriOupaem gaty u Mecsil HauucieHus. BeiOupaem coTpyaHUKa U MEPUO]T OTITYCKa.

Bo Briagke «OCHOBHOH OTIYCK» CTaBUM TIEpUOJ OTMYCKa M aBTOMATHYECKH pPaCCUUTHIBACTCS
KOJMYECTBO KaJIGHJIapHBIX AHel. Hupke aBTOMaTWyecku TMPOU3BOJIUTCS pacdyeT OTIYCKHBIX C Y4YeTOM
cpenHero 3apaboTka coTpyaHuka, a Takke HJIIDJI. Jlamee ompenensieM BUJ BBIIUIATHI (B MEX PacUETHBIN
NepHO/1) U TNIAHUPYEMYIO JIaTy BBITUIATHI.

Bo Brmanke «J/lomonHutenbHBIE ~ OTHYCKa» MNPH  HEOOXOJUMOCTH  BHOCHM  CBEICHHS O
JOTIOJTHUTEILHOM OTITYCKE.

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

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

6. Kak co3znmate Tabenp yuera pabodero BpemeHu?

Ortser:

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

Haxxumaem kHonky «Co31aTh.

Bri6upaem mecsiil, 3a KOTOPBIN HY>KHO cO371aTh Ta0eNb U JaTy €ro COCTaBJICHUS.

HaxxumaeM KHOTIKY «3aroaHUTh.

B TtabnuyHOI yacTH MOSBISIOTCS CBEACHUS [ Ta0eNsl: COTPYIHUKH, THU MECsIa, BUIbI BPEMEHHU.

JlaHHBIE MOKHO IIPaBUTH.

B BepxHelt wacTu nokymeHTa HaxxkuMmaeM Ha KHOmNKy «lledate T-13» u dopmupyem Tabenb ydera
pabouero BpeMeHu HaxxuMasi KHOTIKY «IIpoBecTH U 3aKpBIThY.

7. Kak opopmuth yaepkaHus COTPYAHHUKY [0 UCTIOTHUTEILHOMY JIUCTY?

OrtBert:

3axoMUM BO BKIAJAKY «3apIuiatay - « YaepKaHus» - « AJTMMEHTBI U IpyTHe yACpKaHU».

Haxxumaem kHonky «Co3natby - « ICOJTHUTENBHBIN JTUCTY.

CraBUM JaTy WCHOJHUTENHHOTO JIMCTA, BBIOMpaeM coTpyaHuka. B crpoke «[lomydarens» co3maem
HOBOE (PM3MYECKOE JIMIIO, SIBISIONIEECS TOJIydaTesieM CpPEICTB 10 HCIOJHUTEIBHOMY JIHCTY. B cTpoke
«Azpec» BHOCHUM TOT aJpec, Ha KOTOPbIH HEOOXOJIMMO MEPEUUCISTh CPEACTBA COTJIACHO HCIIOIHUTEIBHOMY
JUCTY.

VkaszpiBaeM TIEpHOA YACpKAaHUS H CIOoco0 pacyera ((UKCHPOBAHHOW CYMMOM, IMPOIIEHTOM HIIH
TIOJICH).

[Ipn HeoOxommmocTH cTaBuM ¢Graxok «[IpekpatuTe yaepkaHue IO JOCTHKCHHUIO Tpenena» u
YKa3bIBaEM CyMMY.

Bce cBenenust st JAaHHOTO JOKYMEHTa O€pyTCsl U3 UCIIOJIHUTEIBHOTO JIHCTA.

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

8. Kak coznath nokyment B 1C JlokyMeHTOOOOpOT

Ortser:

BeiOpate B pasznmene “JlokyMeHTHl M (ailsibl” COOTBETCTBYIOIIYI0 KOMaHAy u3 Tpymmnsl Co3nath,
BbIOPATh HYXHBII BUJ] TOKYMEHTA.

3anonHuTh GopMy (KapTOUKy), MPUCOCTUHHUTH Qailnpl Ha 3aknagke Dailibl WM HUCIOIB30BATH
kHomKy (JloGaBuTh aii), a 3areM COXpaHUTh U 3apPETUCTPUPOBATH JOKYMEHT (CreHepupoBaTh
PEruCTPaLlMOHHBIA HOMED).

IIpu perucrpauuum AOKyMEHTa NpPOrpaMMa AaHAIU3UPYET €ro PEKBU3UThl M HIIET HOJXOAALIYIO
HacTpoiiky Hymepauuu. Ecin HacTpoiika He HaiineHa, TO BbaaeTcs coobmenue o6 ommbke. Torma criemyer
CO3/1aTh €e.

Ecin HalileHO HECKONBKO MOAXOAAIIMX HACTPOEK, TO IMPUMEHSETCS Ta, KOTOpas MOAXOIUT II0
HauOOJIbIIEMY YHCITY U3MEPEHUH.

9. Kak Hactpouts BUJ U HyMepauuio nokymenta B 1C JlokymeHT0000pOT

OrtBert:

VYcTaHOBKa HACTPOEK BHIA JOKYMEHTA BBINOJHAETCS Ha 3akianke «Bua moxkymenTta — Hactponikm»
KapTOYKM BUJA JIOKyMEHTa. B cmpaBouHO#l HMH(OpPMAIMM MOKHO MPOYUTATh OMHMCAHHWE OOIIMX HACTPOEK



JUIs BCEX BMJOB JIOKYMEHTOB Ha IpHUMEpe BHUJOB BHYTPEHHHUX JOKyMEHTOB. Oco0oe BHHUMaHHE HMeEET
napaMmerp «SIBnsiercsi JOroBopoM» — HAacTpOHWKa O3HA4aeT, 4YTO JOKYMEHTBl 3TOTr0 BHJA SBIISIOTCS
JIOTOBOpAaMH M TIpU YCTAaHOBKE STOW HACTPOWKHM aBTOMATUYECKH YCTAHABIMBAIOTCA 0€3 BO3MOXKHOCTH
OTKJIFOUEHUS JIPYTHM€ HACTPOMKH.

Jlns co3maHust M HACTPOMKW MpaBuUi (OPMHPOBAHUS HYMEPATOPOB MPEAYCMOTPEH CIPABOYHUK
Hywmepatopel. CripaBoUYHUK OTKpBIBAaeTCsl 0 OJHOMMEHHOW KOMaHAe€ B MEHI0 pasgena HopmartuBHO-
CrpaBOYHast UH(pOpMAIHSL.

Ha 3axmanke «®opmar HOMepa» MOXHO BBIOPAaTh OIHO WM HECKOJIBKO CIYXEOHBIX IOJICH I
oroOpaxkeHus. dopmaT perucTpallMOHHOTO HOMEpa MOXKET BKJIIOYaTh B ceOsl pas3iIMuHbIE CIIy>KEOHbIE OIS,
OTMEUEHHbIE KBaJ[paTHBIMH CKOOKaMH, W pasaenuTenu (Hampumep, THpe, Kocas uepta). Eciu pazgenurens
IIOMEIIlEH B KBaJpaTHbIE CKOOKH, BHYTPHU KOTOPBIX YKa3aHO CiIy)XeOHOe Ioje, TO OH Oyner 1o0aBieH K
HOMEpY TOJIBKO B TOM CIIy4ae, eciii OyAeT 100aBIeHO Ccay)eOHOe moJie.

ITocne cozmanuMs M ycTaHOBKM (opmaTa HymepaTopa HEOOXOAMMO NpUBSA3aTh €ro K OAHOMY WIH
HECKOJIbKMM BHJaM JOKYMEHTOB. OJTO MOXXHO CJe€laTb Kak B KapTOuKe Hymeparopa (Ha 3akiajake
«/lercTByeT sy, Tak U B KapTOYKE BUAA JOKYMEHTa Ha 3axyajke «Hymepanns».

JUist OmHOrO BHJA JTOKYMEHTa MOKHO yKa3aTb HE3aBUCHMYIO HyMEpALUIO Ha 3aKIaJKe «HE3aBUCUMAs
HyMmepauus». HezaBucumas Hymepanus 1O OpraHM3allMM IO3BOJIMT JOKyMEHTAaM BHJA, KOTOPOMY Ha3HAa4ycH
3TOT HYMEpaTop, UMETh PETUCTPAIIMOHHBI HOMEp OJHOro (hopMaTa, HO C MHIMBUAYAILHOW HyMepaluei Io
Ka)KI0M OpraHHU3aliH.

10. Kak nactpoutsb mabnon qokymenta B 1C JJokymeHTO000pOT

Ortser:

[Ipu cozmaHuM OKyMEeHTa B IMpPOrpaMMe MPeIyCMOTPEHAa BO3MOKHOCTh aBTOMATHYECKH 3aIlOJIHUTh
€ro peKBU3UTAMHU U MPUCOEIUHUTD (HaIIbI 110 3apaHee HACTPOSHHOMY IIIa0JIOHY .

[Ipu co3manuu BHUJa JOKYMEHTa yIO0OHO cpa3y M00aBUTh K HEMY IIa0JOH JOKYMEHTa U HacCTPOUTh
aBTOMAaTHYECKOE 3amlojHeHue (HailioB. DTH HACTPOMKH JAOCTYIHBI B KapTOUKe BUJA JOKYMEHTa Ha 3aKJIaJKe
«I11ab1oH JOKYyMEHTaY.

Ha Bxmagke «PekBU3HUTHI TOKYMEHTa» MOXKHO CO3aBaTh HAMMEHOBAHHUE JOKYMEHTA I10 IA0JIOHY.

[Ipy wu3MeHeHMHM pEeKBHU3UTA, YYACTBYIOLIEro B I11a0JOHE HAWMEHOBAHMSA, OH AaBTOMAaTUYECKH
W3MEHUTCST B HAaMMEHOBAaHWU JOKyMeHTa. Hampumep, M3MEHEHHBIH PErUCTPAlMOHHBIM HOMEp JIOKYMEHTa
ABTOMATUYECKU U3MEHUTCSI U B HAUMEHOBAHHUU.

Hactpoiika aBTo3amojHeHusi IIAa0JOHA BBIMIOJHIAETCS B KapTOYKE BHJA JOKYMEHTAa Ha 3aKJaJiKe
«I11abmon noxkymeHTa — aiasy 1o cepuikaM «He HacTpoeno» uimu «OTKPBITHY.

[Tpu HacTpoiike aBTOMATHUYECKOrO 3amojHeHus mabiaoHoB ¢aitnos ¢opmara Doc, Docx, Dot, Dotx B
OTKpBIBIICHCA KapTOYKE JIOCTATOYHO OTMETUTh HYKHBbIE TOJS Ha 3akianke «PexkBU3UTBI», W mporpamma
ABTOMATUYECKHU CO3/IaCT UX B (haiiie.

Temwbt nucomennvix pavom (Icce, pepepamut, Kypcogvie padomot u op.)

[lepedens TeM [uis HaNKcaHUs peepaToB

1. Opranuzanus KaJpoBOro JeIOTPON3BOICTBA HA MIPEATPUSATHH.

2. JIOKyMEHTHUPOBAHUE TPYAOBBIX MPABOOTHOIICHHIA.

3. TexHONOTHUS POBEICHUS KaJIPOBBIX MPOBEPOK.

4. TexHosiorusi 0(OpMIICHHSI TPYIOBBIX OTHOIIICHUH PabOTHUKA M paboTOAATEIS.

5. OdopmiieHre pacTopKEeHHUs TPYIOBOTO JOrOBOpa 110 HHUIIMATHBE PabOTOAATENs U 110
COTJIAIICHUIO CTOPOH.

6. ®opMupoOBaHUE JTUYHOTO Jiefia pabOTHHUKA.

7. Benenue IMYHOTO JTUCTKA MO YYETY KaJIPOB KaK 4acTh paOOThI KaJPOBHKA.

8. IIpodeccronabHBIC U JIMYHOCTHBIE KaYeCTBA KaJpOBOTO PAOOTHUKA.

9. TexHONIOTUST YHUUYTOXKEHUS KAJAPOBBIX JJOKYMEHTOB.

10.Pabora ¢ koHpUISHITMATBHON HHPOpMAITUEl Kak YacTh KaJAPOBOM PabOTHI.

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